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|. HACHOPT NPOI'PAMMBI

OcHoBHas mporpamma mpohecCHOHaIbHOr0 00y4eHHs Mporpamma mpoGecCHOHANIBHON MOATOTOBKH IO
npodeccusiM pabouux, NOMKHOCTIM ciayxamux «Cekperapb — aaMHHHCTpaTop» (manee — [Iporpamma)
paszpaboraHa B 1esiX peanmsanuu TpedoBanuii [Ipukasza Munoopaayku Poccun ot 02.07.2013 Ne 513
«O0 ytBepxknenun llepeunss mnpodeccuir pabodynx, MTODKHOCTEH CIYXKalUX, IO KOTOPHIM
ocymiecTBisieTcs: nmpodeccuoHanbHoe o0yueHuey, [Ipukas Muntpyna Poccun ot 15.06.2020 N 3331 "O06
yIBepXKJIEHUU  mpodeccuoHanbHOro  crangapra  "Croeuwanwcr 1O — OpPraHU3allHOHHOMY |
JOKYMEHTAIlMOHHOMY OOECIEUEHHUI0 YIpaBieHUsl opraHusauueil” (3apeructpupoBaHo B MuHiocte
Poccun 15.07.2020 N 58957).



[Tnanupyembie pe3ysibTaThl 00 y4eHHUS

|.1.Pe3ysibTaThl 06yY€eHHUA MO MporpaMmme

Bua gesiteIbHOCTH

IIpodeccuonanbHast
KOMIIeTeHIU S

IIpakTuvecknii ONbIT

YMmenns

3uanus

Opraau3aimoHHoe
obecrieyeHe NeATeIbHOCTH
OpraHu3aIuu

[IK1 Ipunumats u
pacrpeneiiTh
TeneOHHbIC 3BOHKH
OpraHu3aIu

1.IlepenanpaBnenue
TeJie(hOHHBIX 3BOHKOB
PYKOBOJICTBY H
COTpYAHUKAM
OpraHu3alyu

2 Perucrparus
HOCTYTIAOIINX
TeJaeOHHBIX 3BOHKOB

3.Ilomyaenne
HE00XO0IMMOM
nH(pOpMaIun 1 iepeaada
CAHKIMOHUPOBAHHOU
uHPOPMAITUH 1O
Tenedony

1.Mcrionb30BaTh TEXHUYECKUE U
MpOrpaMMHBIE CPEJICTBA JJIst
IIPOBEACHUS T'OJIOCOBOH MIIM BUJIEO-
KOH(epeHL-CBs3N

2.Hcnonp30Barh CpeacTBa
KOMMYHUKAIIMOHHOW OPTrTEXHUKH
JUTS TIOTYYEHHS U TIepeadn
nHpOpMaIUH

3.Bectu yuernsie
perucTpanvoHHbie (OPMEI,
WCIONB30BaTh UX IS
WHPOPMAITMOHHON paboThI

4.YcraHaBiaMBaTh KOHTAKT C
co0eceTHIKOM, TTOIJICP)KUBATh U
pa3BUBATH JCIOBYIO Oecey B
nporiecce TeneOHHBIX
HIEPErOBOPOB

5.CrnaxuBaTh KOHQIMKTHBIE U
CIIO)KHBIE CHTYaIU!
MEKITMIHOCTHOTO
B3aNMOIECHCTBHSI

6.CobmnroaTh cyKeOHBIH STUKET

1.®yHKIMH, 3312491, CTPYKTYpa
OpraHu3allly, ee CBSI3U

2.IlpaBuna B3aMMOJEHCTBUSA C
napTHEpamu, KIMEHTAMH,
CpeAcTBaMHU MAacCOBOM
nHpOpMAITUH

3.0TuKa 1enoBoro o0IeHH S
4 IlpaBuma pedeBoro 3TuKeTa
5.TpeGoBanwus oxpaHbl TpyIa
6.11paBuna 3auThI

KOH(DHUISHITNATHHON CITy:KeOHOM
nHpOpMaIUH




[IK2 Ymern
OpraHu30BaTh padoTy C
MIOCETUTEISIMU
OpraHu3aIu

1.BcTpeua moceTurene,
MOJIy4EHUE IEPBUYHOU
uHpOpPMAIUH O
MOCETUTENAX U TIOMOIIb B
OpraHu3alyy X MprueMa
PYKOBOJHUTETIEM H
COTpYAHUKAM

2.Benenue xypHasia
3aIIMCH TTIOCETUTEIIEN

3.Y4er noceturenei u
oopmIiIeHHE TPOMTYCKOB

4.ConeiicTBre
OTIePaTUBHOMY
PacCMOTPEHHUIO TPOCKO 1
MIPEIOKCHUIMA
IMOCETUTEIICH

5.1IpueM u nepenaya
JIOKYMEHTOB [10CETUTETIEN
PYKOBOJICTBY U
COTpYIHUKAM
OpraHM3anyn

6.0Opranuzamys u
OpoHUpOBaHUE
NEePErOBOPHBIX KOMHAT

7.CepBHUPOBKA YATHOT O
(xoderinoro) crona B
ouce

1.001marecs ¢ HoCeTUTESIMU

2.Mcnonb30BaTh YCTaHOBJICHHBIE
MpaBWJIa ¥ MPOLETy P
KOMMYHHKAIIMH BHYTPH
OpraHu3aluu

3.Bectu yuernsie ¢popmsl,
WCIONB30BaTh UX ISl paOOTHI

4.Co3naBarh MONOKUTEILHBII
MMU[K OPTaHU3aIuu

5.1IpuHKUMATE MEpPHI 1O
pasperieHnto KOH(QIUKTHBIX
CHTyaIuil

6.IIpumensTs nHpOpMaIOHHO-
KOMMYHHMKAIIMOHHBIE TEXHOJIOTUH

7.00ecneunBaTh
KOH()UCHIIUATIBHOCTh
nHpOpMaIUH

1.I1paBuna opraHuzanuu npuemMa
[IOCETUTENEN U JIETIOBOr0 OOLIEHUS

2.CTpyKTypa opraHu3aiuu u
pacnpeneneHue GyHKIUN MEXITY
CTPYKTYPHBIMU TIO/Ipa3/IeIeHUSIMU
U CEeUHAICTaMH

3.IlpaBunia opraHu3aiuy IPUEMOB B
ouce

4.IlpaBuna cepBHUPOBKH YailHOrO
(xodeitHOro0) CcTomna, mogayun
rOpsIYMX HAIMMTKOB U 3aKyCOK K HIM
5.0THKa NeI0BOro OOICHUS
6.11paBuna peueBoOro sTUKETa
7.TpeGoBanwus OXpaHbI TPyIa
8.I1paBua 3anIuThl

KOH(HJICHITUATLHOMN CITyKEeOHOM
nHpOpMaIUH




8.IIpuroroBienue
HaWTKOB (4ai, Kode,
NPOXJIaTUTEITbHBIC
HAITATKH )

I1K3 Brimonmaars
KOOPJIUHUPYIOITUE U
o0ecreynBarome

hyHKIHI

1.Benenue xypHaia
pa3be3oB pabOTHUKOB
OpraHu3aru

2.Koopnunanuus paborsl
KYPbEPOB U BOJUTENEH
OpraHu3aluu

3.Benenue xypHana
pa3be3noB KypbepoB
OpraHu3alnuu 1
MAapUIPyTOB BOJUTENEH

4.CocraBneHue CIIpaBKH O
pa3besnax paboOTHUKOB,
KypbEpOB M MapIIpyTax
BOAWTEINEH OpraHU3aLNN

1.CocTaBiiTh U BECTH YUETHBIE
JIOKYMEHTBI

2.IIpumMeHsTH CpeacTBa
KOMMYHHKAIIMH I Iepeiavn
HOPYYEHUH PYKOBOAUTENS U
COTPYJHHUKOB OpTraHU3aluu

3.1IpuMeHSTh COBPEMEHHbBIE
cpencTBa cbopa, 00pabOTKU U
nepeaayr nHPOpMaIu

4.0ueHuBath pe3yibTaThl B
paMKax MOCTaBICHHBIX 33724

5.0cy1ecTBIATH KOHTPOJIb
VICIIOJTHEHHSI TOPYYEHUI
PYKOBOAUTEIIS COTPYIHUKAMHA

1.0tuka nenoBoro oOIEeHHUS
2.IIpaBuna pe4eBoro 3TUKeTa
3.TpeGoBaHust OXpaHbI TPy

4 IlpaBuma 3auIuThI
KOH(DHUICHIIATHHOMN CITy>KeOHOM
nHpOpMaITUH

5.CTpyKTypa opraHd3anuy u
pacnpenenenvie GyHKIUH MEXITy
CTPYKTYPHBIMH TOAPA3ICICHUSIMU
U clieluaTicTaMu




I.11. KoHTpoJib 1 olleHKa pe3y/ibTAaTOB 00y4eHHs 110 IporpamMmMme

PesyabTarsl 00yyeHust (mpeamer

OcHoBHbBIE KPUTECPUH OLHCHKH

OLICHHBAHUSA) pesyabTrara

(npogpeccuonanvnovie komnemenyuu (ITK)

no Kaxcoomy euoy oeamenvnocmu (B/]))

B OpranuzanuoHHoe obecrieueHne

JIeSITENIbHOCTH OPTaHU3aliH

K1 [Ipunumare u pacnpenensats Tenegonnble | HaBbik HaJa)XKVBaHWs KOHTakTa ¢

3BOHKH OpPTaHU3aIlNN coOeceTHUKOM, TOJJEpKAaHHEe W  Pa3BHUTHSA
JenoBoi  Oecempl B mporecce Tene(OHHBIX
TIEPErOBOPOB. Ilppu  BXOpsmIEM  3BOHKE
CeKperapp  JIOJDKHa B COOTBETCTBHUH  C
MpaBUJIaMH JIETIOBOI'O ITHKETa TPEACTaBUTHCS,
Ha3BaB KOMIIaHWIO, JokHOCTE u  DHUO.
OOuieHue  JOJDKHO  OBITh  BEXJIMBBIM U

ILO6p0)K€J'IaTeJ'H:HBIM, HCO6XO):[I/IMO YCTaHOBUTH

KOHTAaKT ¢  CcODecemHHMKOM,  CIIIa)KHBaTh
KOH(DJIMKTHBIE ~ CHUTYyallid  MEXJIMYHOCTHOTO
0O0IIEHH.

K2 YMmerb OpraHu30BaTh
MTOCETUTENISIMU OpPTaHU3aI[UU

padory ¢ | lloHumanue mpaBUIBHOM OpraHU3allyd PadOTHI
MO0 BCTpeUE IOCETUTENeH, OKazaHHe OBICTPOMY
COJICHCTBUI0O B  pEIICHUH  KOH(MIMKTHBIX
CUTyalluid, YMEHHE OBICTPO PELIUTH CIOXHBIC
3aaul  TpU  OpPOHMPOBAHHH TEPETOBOPHBIX
KOMHAT C 00s3aTeNIbHONW CEpBHUPOBKON CTOJA.
OneHka MpaBUIIBHOTO TMOHUMAHUS — MPaBUI
odopMIIeHHsI TIPONMYCKOB W BEICHHS >KypHalla
ydeta nocerutenei. [IpuMeHeHne Ha MpPaKTUKE
MPaBIJI PEYEBOr0, IEIOBOTO OOIIECHUS, TPABUI
OXpaHBbI TPyJa.

K3 Brmonusars KOOPAMHUPYIOLIUE u
obecrneunBarommie GyHKIAN

OreHKka TMOCTAaBIEHHBLIX 3a7a4, BLISBJICHHE
MPHOPUTETHBIX ~ HANPABICHHH  JIEATEIHLHOCTH.
YMeHHe BEpHO BECTH JKypHaJbl pPa3be3lioB
KyphepOB M PaOOTHHKOB OpraHuszanuu. B
COOTBETCTBMHM CO CTPYKTYpOH OpraHH3alliu
KOOPIUHUPOBATH PaO0OTy KyphepPOB U BOAUTEICH
opraam3aryu. CoOomaTe TpaBUiia  3alUTHI
KOHOUICHIIMANLHOH HH(OpMAaIUU, PeyYeBoro,
JICTIOBOT'O OOIICHH S, TPABHJI OXPaHBI TPY/IA.

3HaHI/lﬂ, COOTBETCTBYHOILIIME
KOMIIETCHIUAM

YKa3aHHBIM | 3HaHUE CTPYKTYpHl OpraHU3alluH, €€ OCHOBHBIX
¢bynkmii. [IpaBui nenoBoro, peueBoro STHKETa,
NpaBUJI OXPaHbl TPyAa, NPABWI OpPTraHU3ALUH
MPUEMOB, TeJIC(OHHBIX IEPETOBOPOB, IPABUI
3alMUTBl  KOHQHJCHIUATGHOH — HH(OpMAaIUK.

3agaun opraHu3alvu.

Il. HOACHUTEJIBHASA 3AIINCKA
OcHOBHas mporpamMma Mpo(ecCHOHAIBLHOrO  00y4YeHHs mporpamma  MNpodeccHoHaTbHON
MOATOTOBKKM  TO0  mpodeccusM  paboyux,  JOJDKHOCTSIM  CIYXKaIIux «Cekperapp  —
aJMUHUCTpaTOp»,pazpadoranHas u npunsaTas aas peamuzauun OO0 «BYTATI'MH» pykoBoxactByercs
noyiokeHusiMu  DegepanbHoro 3akoHa oT 29.12.2012 Ne 273-®d3 «0O6 obpazoBanuu B Poccuiickoit
Oenepannny, [Ipukaz MunucrepctBa npocsemieaust PO ot 26 aBrycra 2020 r. N 438 "O06 yTBepKIeHHH
[Topsinka opraHu3aIMu W OCYIIECTBJICHHUS OOpa30BATENBHON JEATEILHOCTH MO OCHOBHBIM IpOrpamMmam



npodeccuoHaNIbHOro 00yueHus".

Lenpto  oOy4yeHHs sBJISETCS MOATOTOBKA  CIy)KaIlllero, OO0JaJalolero HeoOXOAUMBIMH
TEOPETHUECKUMHU 3HAaHUSMH M  TPAaKTUUYECKUMHU HaBbIKaMH B cdepe OpraHu3allMoHHOTO U
JIOKYMEHTAITMOHHOTO ~ OOECHEUYEeHHsS]  yMPaBJICHHUSI JICATEILHOCTHIO  OpraHU3alMel, OTBEYAIOIIMMHU
TpeOOBaHUSIM COBPEMEHHOI'O POCCHIICKOT'0 3aKOHOIATEIHCTBA.

B pesynbrare mpoxoxkaenuss obydeHuss mo IIporpamme ciymarend mpuoOperaroT 3HaHUS 00
OCHOBaX MEHEKMEHTa  OpraHu3alud, HOPMATHBHO-TIPABOBOMY  OOECIICUYEHHIO  CEKPEeTapcKOu
NEeSITENbHOCTH, JOKYMEHTAallHOHHOMY M OpraHU3allMOHHOMY OOECIEYEHUI0 YINpaBJIEHUs, OCHOBaM
JeNOMPOU3BOICTBA, HHPOPMAITMOHHBIM KOMITBIOTEPHBIM TEXHOJIOTHSAM U STUKOH JIETOBOT0 OOIICHUS.

OO6yuenue no [Iporpamme MOXKET OCYHIECTBIISITHCS TOJIBKO Ha OCHOBE JIMIICH3UH HA TIPABO BEICHUS
00pa30BaTEILHON IEATEIBHOCTH.

YpoBenp kBamdukanun-3. Dopma oOydeHus — ouHas. OObeM mporpammbl cocraBisier 160
yacoB. Pexxum 3ansatuii: 1-3 Hexenu - exxeAHEBHO NPH MSATHAHEBHON padoueil Henene; 4-5 Henenu- 4 1Hs B
HEJIeNI0 IPU NSATHIHEBHON pabodeil Henene. YCTaHOBIJIEH CIEAYIOMINN PEKUM 3aHATHIMA:

- IPOIOJDKUTENILHOCTh aKaJIeMUUeCKoro yaca — 45 MUHYT;

- IpenesbHasl THEeBHAs Harpyska - He Oosiee 8 (BOCbMHU) aKaJJeMHUECKHX YaCOB;

- 1P MPOJIOJDKUTENBLHOCTH 3aHATUI B TeueHue qHs Oosee 6 (Lllectn) akageMudyeckux 4acoB, OIUH
U3 NIEPEePHIBOB JOJHKEH UMETh MPONOKUTENbHOCTh He MeHee 30 (Tpuaumaru) MUHYT.

OOpa3oBaTenbHass ACSATENBHOCTb CIylIaTelied Mpu OcBOeHHH I[Iporpammbl mpemycmaTpuBaeT
CIIEYIONTNE BUBI YUCOHBIX 3aHATUI:

o JIeKIMOHHBIE 3aHATHS;

o [IpaxkTnyeckue 3aHATUSA;

o [IpomexxyTouHas aTrecranus;
° KBanupukamoHHbII SK3aMeH.

[Tpu peamuzanuu [Iporpammsel (oOyueHHEe W MPAKTUKA) HCIOIB3YIOTCS MPUHIUIBI HATJISIHOCTH,
JOCTYITHOCTH, CHCTEMAaTMYHOCTH U IIOCIIEJOBAaTEIbHOCTH, MPOYHOCTH YCBOECHHS, CBSI3M TEOPHUU C
MPAKTUKOW. 3aHSATHS TMPOXOJIT B OCHAIIEHHOM, COIJIACHO TpeOOBaHUSAM,  KaOWHETe, KOTOPHIH
COOTBETCTBYET BCEM CAHMTAapHBIM HOpMaM. YueOHas MpakTHKa peaju3yercs Ha 0aze OopraHu3aluu, s
9TOr'0 CO3/1aHbI BCE YCIIOBHS.

[To 3aBepmennu o0ydeHus mo I[Iporpamme MpoBOAUTCS KBATH(PUKAIIMOHHOTO 3K3aMeHa, KOTOPBIH
BKJIIOYAeT B ce0s MPaKTHUECKYI0 KBalu(UKAIMOHHYI0 paboOTy M MPOBEPKY TEOPETHUYECKUX 3HAHUH.
CrnymaTensM, YCIENIHO ero MpOIIEAIINM, BbIIaeTCs CBUACTEILCTBO O Mpodeccuu pabodero, JOHKHOCTH

CJIYKaliero.

1.1 KagpoBoe o0ecnieueHue nporpaMmbl

K peammuzanuu oOpa3oBaresnbHON NPOrpaMMbl TMPHUBIEKAIOTCS MEAarorudeckue pabOTHUKH,
MMeEIoIMe BhICIIee oOOpa3oBaHue, W (WMJM) JONOJHHUTENbHOE MpodecCHOHAIbHOE O00pa3oBaHUeE,
HaIpaBJIeHHOCTh (IPOQHIIb) KOTOPOr0, COOTBETCTBYET PEAIHU3yeMOMY yUeOHOMY MpPEaMETY, TUCLHUILTHHE
(MonyJr0).

Jns memarornyeckux KaapoB, MPHUBJICKAEMBIX K pealu3alid 00pa3oBaTENbHOW MPOrpaMMBbl
o0si3aTebHO O0ydeHHE TIO JOMOJHUTEIBHBIM MNPO(ecCHOHANBHBIM MporpaMMaM — MporpaMMam
MOBBILICHNS KBAIU(HUKALMU, B TOM 4Hcie B (pOpMe CTaXXKMPOBKU B NMPO(PUIIBHBIX OpraHU3alUsAX HE pexe
OJTHOT'O pa3a B TpU Iroja.

Jlns MOBBIIIEHUS KayecTBa peasiM3allid 00pa3oBaTEeNbHOM MIporpaMMmbl C Y4€TOM TpeOoBaHUI
npohecCHOHaNbHBIX CTAHJAPTOB HAPSILY C MEJAarorHuecKUMHU KaJpamMHi MOT'YT BKJIIOUATHCSl IPECTaBUTENN
paboronateneld ¥ (MJiM) O0ObEAMHEHHS pabOTOATENICH, KOTOPhIC JODKHBI MMETh OIBIT Pa0OThI B 00J1aCTH
npoeCCHOHATBHON JeITENbHOCTH HE MEHee OJHOro Troja, COOTBETCTBYIONIEH HampaBJICHHOCTH
00pa3oBaTeabHON POrPaMMBI.



I1.11. CBenenusi 0 MaTepraibHO-TEeXHUYECKOM OCHAIIIEHUH

Ne HanmeHnoBanue ciennaan3upoBaHHbIX Anpec
n/n ayJIMTOPHUI C IepedYHeM OCHOBHOTO
000py/10BaAHUA
1. Y4eOHEbIi Ki1acc 121609, r. MockBa, PybneBckoe miocce,
— CTOI JIsl IpenojaBares -1 miT., nom 30, xoprye 1, atax 1, momernenue |,
— CTYJ UL IpenoaaBaTelLt -1 IIT., KOMHaTa Ne27. HOMCH_IGHI/IC
— CTOJI 1t O0YYAOIMXCS -3 IIIT., COOTBETCTBYET TpPeOOBAaHUSM CaHUTAPHO-
— CTYJ JUISt OOYYAOLIAXCS -6 IIT., 3MUIEMUOIOTHYECKHX CITYKO.
— JIOCKa MeJoBas Ha Kosiecax -1mr.,
— CTeJUIaXx I XpaHeHHs ydeOHoro marepuaia — 1
mT.,
- HOyTOYK -1 mmT.

Peanusanus nporpaMMbl OCyIIECTBIISIETCS B OUHON popMe 00yUeHus:

- (hopMupoBaHue 6a3bl 3HAHUI;

- NpoBepKa YCBOEHUs Marepuaja (IpOMEXKYyTO4YHAas aTTeCTallUsd U  KBaJIU(UKALMOHHBIN
9K3aMeH).

VY4ebHo-MeTonYecKasi HOMOLIb 00y4aroIUMCsl OKa3bIBAETCs IPENOJaBATEIbCKUM COCTAaBOM.

11.111. Ba3zoBble TpedoBanus K cogep:kanuio IIporpammsl

Hacrosiimas IIporpamMma He MpoTUBOpPEUUT TPEOOBAHUAM 3aKOHOAATEIbCTBA B YACTH 0()OPMIICHUS
U COJIepXKaHUsl.

B Ilporpamme peann3oBaH MEXaHU3M BapbUPOBAHUSA MEXAY TEOPETHUECKOW IOATOTOBKOW H
MIPaKTUYECKUM O0y4YEeHHEM pEeIleHHs 3a1ay.

Conepxanue IIporpaMMsel onpenenaeHoO yueOHBIM IUIAHOM, KaJCHIAPHBIM Y4eOHBIM TpaUuKOM H
pabourmMu mporpaMmMamMu y4eOHBIX JUCIUTLINH

OTpakeHbl yCIOBHSI pealn3alliy IPOrpaMMBbl U OLI€HKA Ka4eCTBA OCBOECHUS IPOrPAMMBI.

1.1V Peanu3anus [Iporpammsl s aun ¢ OB3 u nnBanugos
Conepxanue mpodeccHoHaIbHOrO OOy4YeHUs M YCJIOBUS OpraHu3aluu OOydeHHs JIMI[ C
OTpaHMYCHHBIMH  BO3MOXXHOCTSMHU  3/I0pPOBbSI  ONpPENENAIOTCS  aJanTHPOBAHHONH  00pa3oBaTeNbHOM
IIpOrpaMMoi, KOoTopasi pa3palaTbhIBaeTcsi 0 HEOOXOAMMOCTH JUIsl Takux oOydarommuxcs ( m. 8 cr. 79
®enepanpHoro 3akoHa ot 29.12.2012 N 273-®3 «O6 obpa3osanue B Poccuiickoit @enepanumn»).

I11.YYEBHBIA IIJTAH U KAJIEHJIAPHBI YYEBHBIA TPA®UK OCHOBHOU
MPOTPAMMBI IPO®ECCUOHAJBHOI'O OBYUYEHUS
«CEKPETAPH-AJIMUHUCTPATOP»

Leap — nomyyeHue ciaymaTeasMd HEOOXOAMMBIX 3HaHUM 111 ocBoeHus npodeccun: «Cekperapb —
aIMUHUCTPATOPY

Karteropus ciaymareeii:— nuia umeromue cpeanee oduiee odpazoBaHue, paHee He o0ydaromuyecs
10 OCHOBHOI1 Iporpamme npogeccuoHanbHoro ooydenus «Cekperapb-aIMHHUCTPATOPY.

Cpoxk ob0yuenusi: 160 yaca, mpogOmKUTENHLHOCT, 00ydeHus — 5 Henmenb. Cpok oOydenus — 160
yacoB. Pexxum 3anstuii: 1-3 Henenu - eXXeIHEBHO MpHU MATUIHEBHON paboueit Henene; 4-5 Hepenu- 4 THS B
HEZIeNIo TPpU NMATUAHEBHON paboueli Henene. YCTaHOBJICH CIEAYIOLINI pexXuM 3aHATHI:

- IPOJOJKUTENBHOCTh aKaIEeMUYECKOro yaca — 45 MUHYT;

- Ipe/iesIbHAsI THEBHAs Harpy3Ka - He 0osiee 8 (BOCBMH) aKaJeMHUYECKUX YacOB;

- IPU TIPOJIOJDKUTEILHOCTH 3aHATUH B TedeHue qHs Oonee 6 (Illectn) akageMUuecKUX 4acoB, OAMH



U3 NEePEePHIBOB JOHKEH UMETh MPOAOKUTENbHOCTh He MeHee 30 (Tpuauaru) MUHYT.

I11.1 Y4eOnblii n1aH 0CHOBHOI NporpaMMsl NpogeccuoHaIbHOI0 00y4eHHsI NPOrpaMMbl
npodeccHoHAIBLHOM MOATOTOBKH 10 NpodeccusiM padounx, J0JKHOCTAM cay:xkamux «Cekperappb —

aIMHHHCTPATOP»
B Tom umncJe
Ne HaumeHoBaHue Obmas
e — TPYI0EMKOCTb, IpakTHueckue dopma KOHTPOJIsI/9achl
4acoB Jlexkuun
3aHATHSA
1. BBenenue B 12 8 2 3auer/2
npodeccuio
2. OcHOBBI 3auer/2
18
MEHEKMECHTA 12 4
OpraHu3aluu
3. HopmaTtuBHoO- 3auer/2
PaBOBOE
obecrieueHue 14 8 4
CEKpeTapCcKoin
JESITCIbHOCTH
4, OxpaHa Tpyna 16 14 - 3auer/2
5. JIOKyMEHTaIlMOHHOE 4 3auer/2
obecrieueHue 18 12
yIIpaBJICHUS
6. Opranu3anuoHHoOe 3auer/2
obecrieueHue 16 10 4
yIpaBJICHUS
7. Kondunenuuansaoe 3auer/2
JIETIOTPOU3BOJICTBO U 18 12 4
3alTa
uHpOpMaITUN
8. WNupopmanoHHsle, 3auer/2
KOMITBIOTEPHEIE,
TEXHOJIOTHH U 12 8 5
TEXHUYECKUE
cpencTBa
yIIpaBJICHUS
9. [Tcuxonmorus 3auer/2
JIEIIOBOT'O OOIIEHNUS.
[TpodeccruonanbHas 14 8 4
ATUKA U JI€JOBOU
ATHUKET CeKpeTaps.
10 VYuebHas mpakTUKa 16 i 16 3auer
KpamudukannoHHbIH
9K3aMEH: TECTUPOBaHUE-
11, IfBaHI/I(bI/IKaI_II/IOHHBI 6 ) - 3;
it K3amMeH MpaKTUYeCKas
KBaJIM(PUKALIMOHHAS
pabora -3
Hroro 160 92 44 24




I11.11 KasennapHuslii yueOHbIH rpa)MK 0CHOBHOI NPorpaMmsbl NpogecCHOHATBHOIO 00y4eHHs
nporpamMmsl NpogecCHOHAIBLHON MOATOTOBKH MO NpodeccusiM padovux, J0JKHOCTAM CIYKALIMX
«CekpeTrapb — aIMHUHHCTPATOP»

Ne HaumenoBanue Moxy.1s KosnyecTBo yueOHbIX 4yacoB no Heaeasm (H) Hroro
n/n H1 H2 H3 H4 HS 4acoB, 4.

1. BBenenue B npodeccuro 12 12

2. OCHOBEI MEHEDKMEHTA 18 18
OpraHu3aIuu
HopmatuBHO-1IpaBoBOE

3. o0ecrieueHne CeKPeTapcKoi 6 8 14
JESITEIbHOCTU

4. Oxpana Tpyaa 16 16

5 JlokyMeHTanmoHHOe 16 2 18
obecreueHne yrnpaBJjaeHus

6 OpraHu3alnoHHOE 16 16
obecreueHne yrnpaBjaeHus
Kondunenunansuoe

7. JETONPOU3BOJICTBO U 18 18
3a1mTa nH(popMaluu
WNupopmanmonnsie,

8 KOMIIBIOTEPHBIE, 12 12
TEXHOJIOTHUH U TEXHUYECKHE
CpEeACTBa YIPaBJICHUS
Tlcuxonorus nenoBoro

9 o0LIeHus. 14 14
[TpodeccrnonanpHast 3TUKA U
JICJIOBOM ATHKET CEKpeTapsl.

10. YdeOHas mpakTUKa 16 16

11 KBanupukannoHHbIH 6 6
9K3aMEH

Bcero yueOHbIX 4acoB 36 40 36 26 22 160

IV. YYEBHO-METOJUYECKHUE YCJIOBUSA

Koncturyuus PO.

Tpynosoii konekc Poccniickoit @denepanun.
I'paxnanckuii kogekc Poccniickoit denepanumn.
Konexc P® 06 aqMUHUCTPaTUBHBIX MPAaBOHAPYIICHUSX.
YronoBHbIN kojJiekc Poccuiickoit Denepauu.

OenepanpHblil 3akoH "O0 o0pa3zoBanuu B Poccuiickoit @enepaunn" ot 29.12.2012 Ne 273 -3,

N o g~ w D RE

OenepanpHblii  3akoH  "OO wuHGpopManuu, HWHPOPMALMOHHBIX TEXHOJOTHSAX M O 3alUTe
nnpopmaruu" ot 27.07.2006 Ne 149-03.
8. ®enepanbublil 3akoH "O nepcoHanbHBIX JaHHBIX" 0T 27.07.2006 Ne 152-03.

9. 3akon P® "O rocynapcrBenHoii taiine" ot 21.07.1993 No 5485-1.




10.
11.

12.
13.

14.

15.
16.

17.

18.

19.

20.

21.

22.

23.

24,

®denepanbHbIid 3akoH "O kKoMMepueckoi TaitHe" ot 29.07.2004 Ne 98-D3.

OenepanpHbiid 3akoH "O mopsake paccMoTpeHus: obpameHuit rpaxaan Poccuiickoit denepanun”
ot 02.05.2006 Ne 59-@3.

®denepanbHbiil 3aK0H "O06 srekTpoHHOM noanucu" ot 06.04.2011 Ne 63-D3.

®enepanbHbld KOHCTUTYHMOHHBINA 3ak0H oT 25.12.2000 Ne 2-®K3 "O T'ocymapctBeHHOM repoe
Poccuiickoit ®enepaunn'.

®enepanbHbli 3aK0H "O rocynapctBeHHOM s3bike Poccuiickont ®@enepanun” ot 01.06.2005 Ne 53 -
3.

3akoH P® "O s3bikax HaponoB Poccuiickoit @enepanun” ot 25.10.1991 Ne 1807-1.

[Ipukaz MunuctepctBa npocseuienust PO ot 26 asrycra 2020 r. N 438 "OO0 yTBepxkacHUH
Ilopsinka opraHu3allMd W OCYLIECTBJICHHS O0O0pa30BATENbHOM JEATENbHOCTH 110 OCHOBHBIM
Iporpammam npogeccuoHaIbHOro ooyueHus".

[Ipuxkaz MunoGpnayku Poccum or 02.07.2013 Ne 513 "OO06 ytBepxknenuu Ilepeuns mpodeccuit
paboumXx, TOHDKHOCTEH CITyXKallnX, 10 KOTOPhIM OCYIIECTBJIETCs IpodeccuoHanbHoe 00yueHue".
[Ipukaz Muntpyna Poccum ot 15.06.2020 N 333 "OO yrBepkaeHHH NpodeccHoHaIbHOTO
crangapra "CoeuManucT 1O OpraHu3allMOHHOMY W JOKYMEHTAllMOHHOMY 0O€CedeHHUI0
YIPABJIEHUs OPraHU3aLHEH.

"TOCT P 7.0.97-2016. Haunonanbusiii ctangapt Poccuiickoit denepannun. Cuctema cTaHAapTOB
no MH(GopMaIu, OUOIMOTEUHOMY M U3JaTelbcKoMy jaeny. OpraHu3almoHHO-pacopsaAuTeIbHAs
nokymeHTamusi. TpeboBanus k odopmieHuto nokymeHtoB" (yrB. Ilpmkaszom Poccranmapra ot
08.12.2016 Ne 2004-cT).

[TocranoBnenue IlpaBurensctBa P® ot 15.06.2009 Ne 477 "OO yrBepxaenun IlpaBun
JENONPOU3BOICTBA B (DeZepaIbHBIX OpraHax UCIOIHUTENbHOM BiaacTu".

ITpuka3 ot 24 gexabps 2020 r. N 199 «O6 yTBepKIeHHH METOAMYECKHX PEKOMEHAAIMH Mo
pa3paboTKe MHCTPYKIHH MO J1eI0NPOU3BOICTBY
B IOCYJIJapCTBEHHBIX OpPraHax, OpraHax MECTHOI'O CaMOYIIPaBJIECHUS».

"I'ocymapcTBeHHass CHCTEMa JIOKYMEHTAllMOHHOro obecrneueHus ynpasieHus. (OCHOBHbIE
nonoxeHus. O6ume TpeOboBaHUs K JOKYMEHTaM M CIy0aM JTOKyMEHTallHOHHOro oOecreueHus"
(omo6pena kosuteruei ['maBapxuBa CCCP 27.04.1988, Ilpuka3 ['maBapxuBa CCCP ot 25.05.1988
Ne 33).

"OK 011-93. OOmepoccuiickuii kimaccuUKaTOp yNpaBiIeHUYECKOH JOKyMeHTanuu" (yTB.
[TocranoBnenuem ['occtanpapra Poccun ot 30.12.1993 Ne 299)pen ot 12.08.2021 r..
OenepanbHbii 3akoH "OO apxuBHOM Jnene B Poccuiickoit @enepanun” ot 22.10.2004 Ne 125-

@®3.Pen or 11.06. 2021 r.



25. Ilpukaz MunkyabTypel Poccun ot 31.03.2015 N 526 "OO yTBEep>KIACHHHU IMpaBUJI OpPraHU3alldu
XpaHEeHUs!, KOMIIJIEKTOBaHMs, Y4eTa U MCIOJb30BaHUs JOKYMEHTOB ApxuBHoro (ponaa Poccuiickoii
@denepauuu M JPYyrux apXUBHBIX JOKYMEHTOB B OpraHax rOCyJapCTBEHHOW BJacTH, OpraHax
MECTHOT'O CaMOYTPaBJICHUS U OpraHu3amusix’.

26. ITPUKA3 ot 20 nexadpst 2019 roga N 236«0O0 yrBepkaeHun [lepedHs TUITOBBIX YIIPaBJICHYECKUX
apXMBHBIX JOKYMEHTOB, 00pa3yIOIIMXCS B Ipollecce AESITeNbHOCTH T'OCYIapCTBEHHBIX OPraHOB,

OpPraHoB MECTHOT'O CaMOYIpPaBJIEHUS U OpraHu3alluii, C yKa3aHHEM CPOKOB UX XPaHEHUS».
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|. ®opMmbI aTTECTAIIUH

IIpomexyTounas artrecrauus. JUId KOHTPOJS 3HAHUM CIHOyIIATENsM [0 pe3yjibTaTaM OCBOCHUS
MaTepuasioB MO AUCLUILUIMHAM MpeAsaraercs cAaTh 3a4eT (OTBEThl Ha BOIPOCHI MPENoaBaTelisi COrIacHO
MPOIICHHBIM TEMaTUKaM JUCLMIUIMH). 3aueT CYMUTAeTCsl YCHEIIHO CHAHHBIM HpH IOJIy4EeHUU
MHOJOXUTEIbHOU OIlCHKH.
Kputepun onenku 3HaHuid. OueHka 5 («OTJIMYHO») BBICTABIISIETCA HPH YCIOBHM TOYHOIO M IOJIHOTO
OTBETA HAa OCHOBHOH BONpOC IMpeENnojaBaTenass U OTBETA HA JONOJHHUTENbHbIE Bompocsl. Ilpu 3Tom
YUHUTBIBa€TCd HE TOIBKO O00bEM OTBeTa, HO U yMeHHe oOyuaromierocss mnpogeccuoHaIbHO
apryMeHTHpPOBAHO U3jaratb Marepuai. [Ipu u3noxeHnn matepuania TakkKe OLlEHUBAETCS YMEHHE CTPOUTH
JIOTMYECKOE YMO3aKIII0YEHHE.
Onenka 4 («XOpolIo») BBICTABISIETCSl IPU YCIOBMM IIPaBWJIBHOTO OTBETAa Ha BOIPOC, HO IIpH
HE3HAUUTEIbHBIX HETOYHOCTAX  OTBETa, KOTOpble OOydyaroIuiicss BOCIOJHSET, OTBe4as Ha
JIONIOJIHUTENIbHBIE BOIPOCHI ITPENOJaBaTesl, YTO M03BOJISIET BOCCTAHOBUTD LIETIOCTHYIO KAPTUHY OTBETA.
OneHka 3 («yAOBJIETBOPUTEIILHO») BBICTABIAETCS MPU YCIOBUU B OCHOBHOM IIPAaBUJIBHOI'O OTBETA Ha
[IOCTAaBJIEHHBIE BONPOCHI, HO HECIIOCOOHOCTH 00Y4YaroLIerocs OTBETHTh Ha JONOJHUTENIbHBIE BOIPOCHI,
HEYETKOCTH OTBETA.
Onenka 2 («HEYJOBJIETBOPUTEIBbHO») BBICTABISETCS MPU YCIOBUM HENPAaBUIBLHOTO OTBETa Ha
IIOCTABJICHHBIA BOIIPOC, 32 OTKa3 OT OTBETA IO NPUYMHE HE3HAHHs BOIPOCA, 3a HECAMOCTOSATEIbHYIO
MIOJITOTOBKY K OTBETY.

PaGoTa Ha MpakTHYECKUX 3aHATHIX YUUTHIBACTCS MPH MTOJIyY€HUH OLIEHKU Ha 3ayeTe.

Onenku no YueOHOU NMpaKTHUKE BHICTABISAIOTCS MpEnoaBaTeIeM 10 UToraM paboThl 00y4aroLierocs
BO BpeMs NpPaKTUKH, a TaK K€ MUCbMEHHOI'O0 OTYEThl IO KaXXJOMy O3Taly MPaKTUKH, OOILEMY OTYETY.
OneHuBaHue oTyeTa MO Y4eOHOM NMpaKkTUKE MPOXOIUT MO OLIEHOYHBIM MaTepuajiaM, NPUMEHSIEMbIM Ha
KBaJIM(PUKAIIMOHHOM dK3aMeHEe

PeSYJ'II)TaTI)I HpOMe)KYTOLIHOfI aTTeCTallU YUYUTBIBAIOTCA MPHU OOIYCKE K HUTOrOBOH arTecrTaiunu B
(dhopMe kBaH (PUKAITMOHHOTO IK3aMEHa.

Pab6ota Ha MPAKTUYCCKUX 3aAHATUAX YUUTBIBACTCA ITPU NMOJTYYCHUN OLICHKH HA 3a4CTC.

OneHkd 10 YUeOHOH MPaKTHKE BBICTABJISIOTCS MPEMOIaBaTEIeM 10 HTOraM padOoThl 00YyJaroIerocs
BO BpEMsl MPAaKTHKH, a TaK K€ MUCBMEHHOTO0 OTYeTa MO KaXKIOMYy JTally MPaKTUKH, OOIIEMYy OTYETY.
OnenuBaHue OoT4eTa MO Y4EOHOH NMpaKTHKE MPOXOAMT IO OIEHOYHBIM MaTepuaiaM, MPUMEHsSEMbIM Ha
KBaJM(PUKAIMOHHOM dK3aMeEHe.

Pe3ynbTaTel MpoMeXyTOYHOW aTTECTAllMM YYUTHIBAIOTCS MPH JIOMYCKE K HWTOrOBOW aTTECTAllUU B
¢dopme kBaIMPUKATMOHHOT O YK3aMeHa.

KBamm¢ukannonusiii 3k3aMeH. K uTOroBoil arrecraniuyu AONYCKAIOTCS CIyIIATEIM, OCBOUBLIME
y4eOHBI MJIaH B HOJNHOM oObeMe. KBanmn(pukanuoHHBIH 5K3aMEH NPOBOAMTCSA OpraHu3alued i
OIIpE/IeNIeHUs] COOTBETCTBUS MOJYYEHHBIX 3HAHUN, YMEHUHM M HABBIKOB Iporpamme IpogeccuoHaIbHOIro
o0yuenus. KBanudukanmoHHslil 5K3aMeH MpelycMaTpuBaeT NPaKTUUYECKYI0 KBaTU(PUKALIMOHHYIO paboTy
U IPOBEPKY TEOPETUUECKUX 3HAHUM.

[TpakTryeckas kBanupuKamoHHas padoTa BKIFOYACT B ¢€0S BBINOJHECHUE MMCbMEHHOW paOOTHI U €€
3amuThl. [IpoBepka TEOpEeTHYECKUX 3HAHUK MpoBOAUTCA B (hopme TecTupoBaHus. Tect coctouT u3 30
BOIPOCOB, OTBETHTh Ha KOTOpbIe HE0OXoauMo B TeueHne 30 MuHyT. Ha mpoxokIeHue Tecta OTBOIUTCS
TPH TIOTIBITKH.

Pe3ynbraTel KBanmu(UKAIMOHHOTO SK3aMEHa pPACCMATPUBAIOTCS ATTECTAIIMOHHOW KOMHCCHEH B
cocTtaBe 3 denmoBeK (B TOM 4YHCIEe MpencTaBUTend paboTojaTeneil WM MX OOBEIWHEHHWH) MyTeM
O00BEKTHBHON M HE3aBUCHMOU OIIEHKH KadyecTBa MOATOTOBKH ciymaTeneil. [1o pe3ynbratam paccMOTpeHUs
ATTECTAIIMOHHASI KOMHCCHUSI TPUHUMAET peIIeHrue 00 YCIEITHOM 3aBEepIICHUH CIIyIIaTeieM 00ydeHHsI.



1. OneHo4HbIE MaTepuaJjbl (KOMl’[J’IEKT OICHOYHbIX CpeL[CTB)

[TpumMepHBIEe BONMPOCH K TPOMEXYTOUHOM aTTeCTalluu (3a4eT):

[TonsATHE OPraHU3allMOHHOTO ¥ JOKYMEHTALMOHHOT O 00€ECeUeHus YIIpaBIeHHUS.
[TpaBuia BeneHus TeneOHHBIX IEPETOBOPOB.
[IpaBuna pa®oThI C HOCETUTENSIMH B ITPUEMHOM.
Opranusanus COBEUIAHUN U MPOTOKOJIBHBIX MEPOIPUATHI.
Opranu3zaiys KOMaHIUPOBOK PYKOBOIUTEIIS.
[InanupoBanue pabouero BpeMeHH PyKOBOIUTEIS.
Opranunzanus pabouero npocTpaHcTBa CEKpeTapsl.
[IpaBuia peueBoro 3TUKeTa CEKperapsl.
OCHOBHBIE IPUHIUIIBI AETOBOM ATUKH U 3TUKETA CEKpeTapsl.
. TpeboBanust oXpaHbl Tpyaa B paboTe cekpeTaps.
. Texunueckue cpeacTBa ynpasiieHHUs] HA3HaYeHUE, IPUHIUI pabOThI.
. IIpueM u nepBuuHas o6paboTKa BXOsIIeN KOPPECOHICHIINN.
. ObpaboTka oTHpaBIIeMON KOPPECIIOHACHIIUH.
. Ilpoxox1eHne BHYTPEHHUX TOKYMEHTOB B OpraHU3al1u.
. Perucrpanus 10KyMeHTOB.
. KoHTponb ucnonHeHns JOKYMEHTOB.
. Knaccuduxanus nenoBbIX 10KyMEHTOB.
. TpeboBanus x popMyssipy u OJIaHKY JOKYMEHTA.
. CiipaBouyHO-MH(opMalmoHHas paboTa ¢ JOKyMEHTaMH.
. HopmaTtuBHO-IpaBoBOE 0OecreueHue 1e1TeIbHOCTH CEeKpeTapsl.
. Crtoco0s! 3a1MThl KOH(GHUAEHIUATBHON HH(OpMAIMU B OPraHU3alHH.

wCoNO WM

NNNRPRPRPRRPRRERERRERER
PO WOWOWOW~NOUANWNREO

Jlyisi BBITIOJIHEHHSI TPAKTHUYECKON KBaNMM(UKAIMOHHOW pabOThl CIyMIATEN0 MpeasiaraeTcss Ha BBIOOD
HECKOJIbKO TEMaTHYECKUX OJIOKOB:

1. CocraBnenue omopHoOW TabmuIBl MpaBui TenedoHHOro obcayxuBaHus. lloaroroska mnaHa
paboTHI cexkperaps Ha AeHb. Pa3paboTka TabmuIbl 0 MPUEMHBIX Yacax U oOpasiia KypHasa mpuéma
IIOCETUTEINIEH PYKOBOIUTEIIEM.

2. 3akperuieHHE HaBBIKOB OpPraHM3alUU paboOdero Mecrta MOCPEIACTBOM pPa3pabOTKH NPHMEPHOTO
wiaHa ojuca ¢ yuyetoM Bcex BHJOB TpeOoBaHuil. CocraBieHHe NaMATKU cekperaps: (pasbi-
KJIMIIe 3aKa3za OuiIeToB, rocTMHUIBL. ONucaHMe 3TarnoB BeJEHHs TeJe(QOHHBIX MEPeroBopoB B
COOTBETCTBHH C NPaBUJIAMH JIEJIOBOI'O ATUKETA.

3. 3amonHeHHE JKYypHAJIOB YdeTa pe30JIIOIMi, KOHTPOJIS HCIIONHEHUS JOKyMEHTOB. Pa3pabotka
CXCMBI IIOAT'OTOBKH K I[CHOBOﬁ ITOC3AKE. OTarsl BbIXOAa U3 KOH(i)JII/IKTHOI;’I CUTyalluu C
IIOCETUTEIIEM.

4. TpeOoBaHUS K COICPKAHHUIO JCIIOBBIX TEJIC(POHHBIX Pa3rOBOPOB; OCHOBHBIC 3JICMEHTHI JTUAJIOTa.
TpeboBaHus K YaCTHBIM pa3roBopam Io TenedoHy B J€JI0BOM 00CTaHOBKE. 3aloyIHEHHE )KypHala
3anycu MoceTuTeNed. 3anojJHeHUe KypHalla pa3be3oB KypbepoB OpraHHu3alid U MapLIpyTOB
BOJUTEINIEH.

5. VYTouHsONME BOMPOCH], MPEAOTBpalleHne KOHMIMKTHBIX CHTyallil B Tele()OHHOM pa3roBOpE.
OTuKeT B AenoBoM jauanore mo tenedony. [IpaBuna cepBupoBku daitHOro crona. OpraHu3anus u
OpOHHpOBAaHME TNEPErOBOPHBIX KOMHAT. 3amlojHEeHHe o0paslia JKypHaja pa3be3loB paOOTHUKOB



OopraHu3anuu.

Pabora cnaetcs B mewaTHOM Buje; pazmep mpudTa — 14., uHTEpBaI MeX1y cTpokamu — 1,5. mons:

BepxHee — 2 cM, HmkHee — 1,5 cm, cimeBa — 2,5cMm, cnpaBa — 1,5 cm. OO6beM pabOTHI 3aBUCHUT OT
BBIOpaHHOI'O TEMAaTUYECKOro 0JIoKa.

3amuTa MpPakTHYECKON KBaJM(PUKAMOHHOW paboThl MpoXoAuT B ¢opme Oeceabl CiayliaTens U

aTTECTAallMOHHON KOMUCCHUHU.

[Ipu oneHke 3HAHUH 1O MPAKTUYECKON KBAIU (PUKAITMOHHOW paboTe YIUTHIBACTCS:
—  VYpoBeHb YCBOEHUS MPAKTUYECKUX MOJIOKEHUI HABBIKOB M YMEHUM, IPAaBUIbHOCTh
(hOpMYIMPOBKH OCHOBHBIX MTOHSTHI 1 3aKOHOMEPHOCTEH.
— VYpoBeHb 3HaHUS (AKTHUECKOrO MaTepraia B 00beMe IPOrpaMMBI.
— Jloruka, cTpyKkTypa U IpaMOTHOCTh U3JIOKEHHUS BOIIpoca.
— YMeHue CBA3aTh TEOPHUIO C IPAKTUKOM.
— VYwMenue genath 0000IIEHHS, BEIBOEI.

C LEJIBIO MPOBEPKU TCOPETUUCCKUX 3HAHWUM Ha UTOTOBOMU aTTeCTaluu, CIymareiib IpoOXoaAuT

TECTHPOBAHUE.

1. Ha kakue JBe OCHOBHBIE TDPYIIBI MOKHO pasieluTh OOS3aHHOCTH CEKpeTaps-aJMUHHCTPATOpa
COBpEMEHHOW KOMIaHUU?

a) JO0KYMEHTAMOHHOe o0ecneveHue yIpaBJeHusi U 0e3 JOKyMEeHTHOe 00CIy:KuBaHne

0) IOKyMEHTallMOHHOE 00ecreyeHue ynpaBieHus 1 0030pHO-aHAIUTUYECKash (QYHKIIMS

B) 0030pHO-aHATUTUYECKAS U IPEICTaBUTENbCKAs (PYHKINS

2. YTO U3 MEePEUNCIEHHOr0 HE OTHOCHTCA K (PYHKLIMOHAILHBIM 3a/1a4aM CEKpeTaps -aAMHHUCTpaTopa?

a) JenoBas IeperrcKa U COCTaBlIeHUE I0TOBOPOB

0) opraHuzanus BBICTABOK M BCTPEU C KJIMEHTAMH

B) NpOBeleHHEe BHYTPUKOPNOPATUBHBLIX TPEHMHIOB M CEMHHAPOB

3. Yro He BXOAMT B CITUCOK MPOPECCHOHAIBHBIX TPEOOBaHU K CEKPETAPIO -aIMUHUCTPATOPY?

a) COBEpIICHHOE BJaJCHUE COBpEMEHHOMN oprrexHukoi, Munn-ATC, 3nanue [1K

0) ombIT cOCTaBJEHMS Mpecc-PeTu30B U PEKJIAMHBIX TEKCTOB

B) BBICOKasi TPAMOTHOCTb, BBICOKAsI CKOPOCTh TI€9YaTH

4. Yro sBusercs OCHOBAHMEM JUI IOCIEAYIOLIEH Tepenayd KOH(UIAEHIIMAIBHOIO JOKyMEHTa Ha
WCIIOJIHEHUE COTPYTHUKY?

a) pe3oJoNus

0) YCTHOE pacropsKeHue

B) CHEIHUAJILHOTO PACIIOPSKEHUS HE TpeOyeTcs

5. Kak Ha3sIBaeTCs JJOKYMEHT, KOTOPOM MOATBEPKIAET YCTAHOBIICHHBIE (DaKThl, COOBITHS HIIH JICH CTBHS
Y COCTaBJISIETCS IIPU CBUAETEIAX?

a) cnpaBka

0) ciyxeOHas 3amMcka

B) aKT

6. YeMm nmucbMa-oTKasbl OTAMYAIOTCSA OT APYIHX PA3HOBHIHOCTEH MHCEM?

a) Bceraa coCTOST KAaK MUHUMYM M3 IBYX KOMMYHHKATHBHO-CMBICJIOBBIX YacTei

0) He TpeOyeTcs COCTaBIIATh 3ar0JIOBOK K TEKCTA MUChMa

B) OT/Aaercs MpeanouTeHUuEe KOHCTPYKIHSIM, B KOTOPhIX 000CHOBAaHHE MPEAIIECTBYET 3aKI0UCHUIO

7.  Kakoe u3 NpuBEICHHBIX BRIPAKCHUH JTydIlle HE UCIOIb30BaTh?



0)
B)

a)
6)

B)

12.

a)
0)
B)

13.

a)
6)

B)

14.

a)
0)

B)

15.

a)
0)

B)

16.

"Bac oxxunmaer MIBan UBanoBuy”
"Cpouno 3aiigure kK UBany UBanosuuy"
"3alinure, noxanyiicra, Kk UBany iBanoBuuy"

Kakas u3 yacrteii OyaeT U3JIMIIHEH MPU COCTaBICHUH MpUKasza?
BBO/IHAs
KOHCTaTUPYIOIIas
pacmopsauTenbHas

Kak cekperapb-aAMHUHUCTPATOP MOCTYHAaeT C KOPPECHOHJEHLMEW IJisi PYKOBOJACTBA C IMOMETKOM
"maHo"?
BCKPBIBAET U HE PETUCTPUPYET
BCKPBIBAET TOJIBKO IO JOTOBOPEHHOCTH C PYKOBOAMTENIEM U PETUCTPUPYET
He BCKPbIBAET U He PerUCTPUPYeET

Yro u3 MEPCYUCIICHHOI'O HE ABJIICTCS PCAAKTOPOM TCKCTOBBIX Z[OKyMeHTOB?
WordPad
Notepad
PowerPoint

Bribepute npaBuibHOE YTBEP)KIECHUE:
BCE MOCTYMAOIIME B OPraHU3aINI0 JOKYMEHTHI PErUCTPUPYIOTCS CEKpeTapeM-aAMHUHUCTPATOPOM
NOCTY/AMBIINE B OPTraHU3ALMIO IOKYMEHTHI PerHCTPUPYIOTCS CeKpeTapeM-aIMHHUCTPATOPOM
BbIOOPOYHO, B COOTBETCTBHU € YTBEP:KIE€HHBIM NepeyHeM JOKYMEHTOB
13 BCEX MOCTYIUBIIUX B OPraHU3AIUIO JOKYMEHTOB CEKPETAPh-aIMUHUCTPATOP PETUCTPUPYET TOIBKO
T€, KOTOPBIE MEPEelatoTCsl HA PACCMOTPEHUE PYKOBOIUTEINIO

Pacnopspxenusi, u3naBaeMble pyKOBOJCTBOM OpraHU3allMu, CYUTAKOTCA
MPaBOBBIMH aKTaAMU
pPacopsAAUTEIbHBIMHA JOKYMEHTAMU
JPYrof BapuaHT

Kakoii 13 1OKyMEHTOB perjiaMeHTHPYET JeSTEIbHOCTh KOHKPETHOTO JOJKHOCTHOTO JIHIa?
JAOJIKHOCTHASI MHCTPYKLHUS
HOJIOXKEeHue 00 oTaese
npuKas3

C xakoii ¢pa3sl He peKOMEHy€eTCsl HAaUMHATh Tesle()OHHBIN Pa3roBOp C MapTHEPOM UM KIMEHTOM?
"3npaBcTBYyiiTe, Bac 6ecnokout kommnanusi N(cekperaps kommanuu N)*
"3npaBcTBYHTE, C BaMU roBOPAT U3 Komnanuu N"
"3npascTByiiTe, cekperapb NNu3 xommanuu N"

Kaxkoii cCpok HCITONHEHUS yCTaHOBJIEH AJIs IUCEM OT OpraHu3anui’?
3 nHen
10 puen
30 nHeit

B xakoMm mopsiike, coriacHO paBHiIaM JOKYMEHTO000pOTa, JOJDKHA CTPOUTHCS paboTa ¢
MOCTYTAOIIMMA B KOMIIAHUIO JOKYMEHTaMH?
npueM - IIepBOHavYalIbHas 00paboTKa - MpeIBapUTEIbHOE PACCMOTPEHHE - PACCMOTPEHHE
PYKOBOAMTEJIEM - MCIIOJIHEHHE YIIPABJICHUE B JIEIIO



20.

a)

NpueM - IepBOHAYAJIbHasi 00padoTKa - IpeABapuTeIbHOE PAcCCMOTPEHUE - PperucTpanus -
paccMOTpeHHe PYKOBOMTe Ieli- HCTIOJIHEHUe - HallpaBJIeHUe B [1eJ10
oopmiieHHE TOKYMEHTA - IIOANMCAHUE - PETUCTPALUS - COTVIACOBAHUE - YTBEPXKAEHUE — OTIPAaBKa

Kakum crioco6omM mpocTaBisieTcs 1ata B rpude yTBepiKIeHUs JOKyMeHTa?
MAIIHHOIUCHBIM CIIOCOOOM
CEKpeTaph MPOCTABIISET €€ OT PYKH IOCIC YTBEPIKICHHS JOKYMEHTA
ee MPOCTAaBJIAET PYKOBOANTEIb B MOMEHT YTBEP:KIeHHS JOKYMEHTA

Kak Ha3piBaeTcs JOKYMEHT, GUKCHUPYIOMINN X0 00CYKIASHUS U TIPUHSITHSI PEIICHHUs Ha 3aceJlaHuu
B KOMITaHHUH ?
pelieHue
MPOTOKOJI
pacrnopspKeHne

HyHo 51 peructpupoBaTh NUCbMa-HATIOMUHAHUS?
HET
na
10 YCMOTPEHHUIO CeKpeTapsi-aIMUHUCTpaTOpa

Ecau nocneanuii 1eHp CpOKa MCIIOJIHCHUA NOKYMCHTA IPUXOAUTCA HA Hepa60q1/1171 JCHb, Korjga
H€06XOI[I/IMO HUCIIOJIHUTD I[OKy'MeHT?
HC IMO3JHEC IHA, CIACAYIOIICTO 3a BBIXOJHbIM

0) He MO3/1HEee IHS, NPeAMEeCTBYIONIEr0 BHIXOJHOMY
B) HA YCMOTPEHHE CEKpeTaps-aIMUHUCTPATOPA

21.

a)

Ecnmu nns mepenaym 1oOKyMeHTa UCIIONB3YyeTCsl (DaKCUMUIIbHAS CBSI3b, KAKOW 00BEM JIOKYMEHTa
CUHMTAETCS MPEETBHO JOMYCTUMBIM ?
TpH JIMCTa

0) NATh JUCTOB

B)

10 mucroB

22. OcHoBHas 3aja4a cekpeTaps B paboTe ¢ TenedoHOM:

a)
b)
c)

0CcB00OkKI€HHE PYKOBOJAUTEJISA OT BHI30BOB, K HEMY He a/ipeCOBAHHBIX
COEIMHEHHE PYKOBOAUTENS C aDOHEHTOM
pelleHre ONepPaTUBHBIX BOMPOCOB MO TenedoHy

23. Kakyto (popMyJIMpOBKY J0JDKEH UMETh 3ar0JI0BOK K TEKCTY POTOKOIa?

a)
6)

B)

B IPEAJIOXKHOM IMaACKE
B JaTCJIBbHOM IIaJCXKCE
B POAUTEJIBHOM IMAdEKE

CKOJIbKO aJJpecaToB MOXET ObITh HA OJTHOM JTOKYMEHTE?
He 0o0J1ee Tpex
He 0oJjiee yeThIpex
He 0oJiee OTHOr O

Uro noHnmaeTcst moj TepMUHOM "KBOpyM'"?
MHHUMAJIbHO HEe00X0JMMoOe U /10CTATOYHOEe KOJMYeCTBO YIEHOB KOJJIETHAILHOr0 OpraHa s
HaYaia padoTel coOpaHus
1/3 4neHOB KOJUIETHABHOTO OpraHa
1 2 yjeHOB KOJJIErnajJbHOrO0 OpraHa



26.

a)
6)

B)

217.

29.

a)
B)

30.

a)
b)

c)

Kaxoii TepmuH, Kak mpaBujIo, UCIOIB3YETCS B pabOTe C TOKYMEHTAMH, COAEPKAIUMU
KOMMEPUYECKYIO TallHYy, KOH(UICHIIUATbHBIC CBEICHHS?
yuert
perucrpanus
JIpyrou

Bamr pykoBoauTenb Bo3Bpaliaercs U3 HeAeqbHOW KOMaHAUPOBKU. UTO CTOUT cAenaTh K €ro
MPUXOJY, YTOOBI TOMOYb ObICTpEe BKIIOUUTHCS B paboTy?
NOATOTOBHUTH KPATKHUIl 0TYET 0 TOM, YTO NMPOU30LILIO 32 HeAe 0 ero 0TCYTCTBHUS
NOCTapaThCs HA3HAYNTH HA MEPBbIA pabouMii JeHb MAKCUMYM BCTpEY
BBIJIEJIUTH BPEMS HA COBMECTHBIN ITPOCMOTP BHEIIHEN KOPPECIIOHACHIINU

Ha stane nepBoHavaipHONH 00paOOTKH BXOJSALIEH KOPPECIIOHACHIIMN CEKpETaph-aAMUHUCTPATOP:
HE YHUYTOKaeT KOHBEPTHI, a OJIINBAET UX BMECTE C JOKYMEHTaMU
BCErJa YHUYTOXKAET KOHBEPTHI, B J1€J10 TOJIIMBAET TOIBKO JOKYMEHTHI
He YHHYTOXKAeT KOHBEPTHI, eCJIM Ha CaMOM JOKYMeHTe HeA0CTaTOYHO MH(popMmanuu 00 aBTOpe
WM XapaKkTepe 10KyMeHTa

Kakoii 651anK ucnons3yetcs npu opopmieHuH NpoToKoia?
0J1aHK OpraHu3anun
ONaHK HE UCIOJIb3YyeTCs
ONaHK CTPOTOil OTYETHOCTU

Koro ciegyer oTHECTH K KaTErOpHsM ITOCETUTEIIEH:

COTPYAHHUKH CBOEH (prpMbl IO TEKYLIUM BOIIpOCaM, IIPEICTABUTENN APYTUX OpraHUu3alui
MOCETUTENH IO JIMYHBIM BOIIPOCAM U ITOCETUTEIH, ITOMABIINE B OQHC IO HEI0Opa3yMEHUIO
BCE€ OTBEThI BEPHbI

Kpurepun onieHKn pe3ysbTaTUBHOCTH MPOBEPKU TEOPETUUECKUX 3HAHUM:

KoauvecrBo Ouenka
NMPaBUWIBHBIX
OTBETOB
30-29 COTJIMIHOY
28-24 «XOpOLIO»
23-20 «YIOBJICTBOPUTEIIHLHOY
menee2( «HEYIIOBJIETBOPUTEIHHO

Hrorosasi oTmMeTka omnpeaensiercss Kak cpeaHee apu(MeTHYecKoe pPe3ysibTaToB MEPBOM M BTOPOW YacCTH
KBATM(UKAIMOHHOTO 5K3aMEHA W BBICTABISIETCS B COOTBETCTBHM C TMpPaBWJIAM U MaTEMAaTHYECKOTO
OKpYTJICHHUS.



HMenmapTtaMeHT 00pa3oBaHMsl H HAYKH ropoaa MocKBBI

OﬁmCCTBO (i Ol"paHH‘leHHOii OTBETCTBCHHOCTHIO
«BYTSAI'NH»
(000 «BYTSI'H»)

YTBEPXJAIO:

I'eHepasIbHBII TUPEKTOP
—

PABOYAS IIPOTPAMMA YYEBHOM IPAKTUKHU

110 OCHOBHO¥ IMMPOTPAMME MPO®ECCUOHA/IBHOI'O OBYYEHUA
nporpamMme npogeccHoHAJIbHOMH NOATOTOBKH M0 Npodeccuam

pabdouux,
AOJIAKHOCTAM CJIYKAIHX

«Cekperapb — aAMHHHCTPATOP»

r. Mocksa, 2023 1.



|. MACIHOPTPABOYEN IPOTPAMMBI YYEFHON NMPAKTHUKH

[Iporpamma y4eOHOM NpaKTUKM YCTaHABIMBACT MOPAJOK OpraHU3allUK IPAKTUYECKOW IOJrOTOBKU
cinymartened. YdyeOHas IpaKTHKa SIBISIETCS 4YacThlo MPO(ECCHOHAIBbHOTO OOYYEHHsS 110 OCHOBHOM
nporpamme npodeccuoHanIsHOro 00ydeHus MporpaMMe npodeccuoHabHON MOATOTOBKH MO MPOGECCHsIM
pabouux, TOMLKHOCTAM ciny)amx «Cekperapb — aAIMUHUCTPATOD.
[TporpaMma mpakTHKH HAMpaBJIeHa HA OCBOEHUE MPOQECCHOHAIBHBIX KOMIIETEHITHIH:

e [IK1 IlpunumaTs u pacnpenensth TeaedOoHHbIE 3BOHKHU OpraHU3aluy;

e [IK2 Ymerp opranu3oBaTh paboTy C MOCETUTEISIMH OPTraHU3aIlNH;

e [IK3 BbImOaHATS KOOPAUHUPYIOLIUE U 0OecednBarolye GpyHKINH.
B xone peanuzanuu OCBOGHHUS MPOTrpaMMbl MPAKTHKH, 0OydalOMUCS AOJKEH MOIYYUTh MPaKTUYECKUN
ONBIT B W3YyYEHWHM OPraHU3alMOHHBIX JOKYMEHTOB YUYPEXKJEHMs, MHCTPYKTaXel IO OoXpaHe Tpyla,
MO’KapHOH  0e30IacHOCTH, HOPMAaTHBHO-METOJUYECKONW JOKYMEHTAlMM OpraHu3allud, OIbIT B
0COO0EHHOCTSIX 0(pOpPMIICHUSI JOKYMEHTOB, UCIIOIB3YEMBIX B pPab0OTe CeKpeTaps -aAMUHUCTPATOpa. A TaKKe
OIBIT Pa3BUTHS Ha MPEILIECTBYIOIMX ATamax OOyYeHHUS YMEHHIl M HaBBIKOB IO NPOQeccHOHaIbHON
NEeSITEeNIbHOCTU
YMeTh: OpUEHTHPOBATHCS B CTPYKTYpE OpraHU3allMM, YCTaBHBIX, JIOKAJIBHBIX AaKTaX, JOJKHOCTHBIX
MHCTPYKIUAX COTpYAHHKOB. OmHcaTh COCTaB HOPMATHMBHO-METOIWYECKOM 0a3bl JENONpOM3BOACTBA Ha
NpeanpusaTun (mpeumyiiecTBa U HepocraTku). IlpoaHamu3umpoBaTh CcrocoObl CO3/laHUs JOKYM EHTOB,
OTMETHUTh, KTO H3IOTaBIMBAECT, 3aIOJHAET, KOHTPOJUPYET BEICHUE NOKYMEHTOB. OTMETUTh, Kakue
IIpOrpaMMHBIE M TEXHUYECKUE CPEICTBA HCIOJIb3YIOTCS B paboTe cekperapst AJis JOCTHKEHUS LIeJIU I10
BBINIOJIHEHUIO KOOPJIUHUPYIOLIEeH U obecrieunBaroniel pyHKIuu.
Mecto npoBenenus npaktuku: 6aza OO0 «bBYTATNH».

II. COAEPKAHUE MPOTPAMMBI YYEBHOUIIPAKTUKH

Buasl pador O0beM yacoB
O3HaKOMUTBCS C MPAaBUIIAMU BHYTPEHHETO TPYIOBOIO paclopsiaKa U MPOUTH 2
MHCTPYKTa)K
110 OXpaHC TpyJdad, TCXHUKE 6630HaCHOCTI/I, HO)I(&pHOfI 0e30IacHOCTH.
HO,[[FOTOBI/ITGHI)Hblﬁ OTall IPpaKTHUKHU. O3HaKOMJIEHHE C OeJIsIMH, 3aJa4yaMu, 4
CcoZiepKaHUEM

NpaKkTUKU. IHCTpyKTaXH, 03HAKOMJIEHHE C HOPMAaTUBHOW 0a301 OpraHu3anuy.
WHCTpyKTUBHOE COBEIIAHUE 0 OPTaHU3ALMU U MPOBEACHUIO PAKTUKY (331241
NPaKTUKH, BU/IBI AEATEIBHOCTH CIIyIIaTeNe Ha MPaKTHKe, OJArOTOBKA
CITyIIaTeNen K

MPaKTHKE, 00s13aHHOCTU NpakTUKaHTa). CO0p U aHaU3 JTUTEPaTyPHBIX
UCTOYHHMKOB I10

TeMe 33/I1aHus Ha MPAKTHUKY.

3HaKOMCTBO ¢ 0a30if mpakTuku. BeTpeya u 6ecena ¢ pykoBOAUTENEM U
KOJUIEKTUBOM

OpraHU3alHH.

3HAKOMCTBO €O crienu(UKON AeATeTHbHOCTH OpraHU3aIuHy.

3HAKOMCTBO C IUTAHOM paboThl yupexaeHus. OnpeneneHue MuCTOUHUKOB
IUIAHUPOBAHUSL.

N3yyenne GyHKIMOHANBHBIX 00s3aHHOCTEH paboTHHKOB. CocTaBiIeHne
WH/IMBUYaJIbHOTO IUIaHA IPOX0KIEHUS NpakTHKU. CoCTaBlIeHUE 3aaHus

Ha npakTuky [lomyuenue 3a1anuii B COOTBETCTBUM C TPEOOBaHUAMU
COJIEpKaHUs

MIPAKTUKN

ITpou3BOACTBEHHBIN 3TAN MPAKTUKH (B COOTBETCTBUU C 33JJAHUSIMH IIPAKTUKH): 6
1. O3HakoMIIEHHE C:
- OpraHu3aoOHHBIM 00eCIeueHuEM JeATENHHOCTH OPTraHUu3aIiu




-(hyHKIMAMY, 337]a4aMu, CTPYKTYPOI OpraHu3aLuy, €€ CBA3SIMU.
-[IpaBUJIAMUB3alMOJCHCTBUS C [apTHEPaMU,
KJIMEHTaMU,CPeICTBAMUMAacCOBOHMH(pOpMaLuK
-CTPYKTYpOMOPraHU3aluy U paclpeesICHue.
GYHKIUIMEXKTYCTPYKTYPHBIMHUIIOAPA3AEICHUSIMH U CIIELUATUCTAMHU.

- OCBOGHHE U BBIIIOJIHEHHE (DYHKIIMOHAIBHBIX 00s13aHHOCTEN ceKpeTapsi-
aJMHUHUCTpaTOpa

0]l PyKOBOJACTBOM U KOHTPOJIEM PYKOBOJIUTEIS IPAKTUKHU.

2. BeInoyHeHHE NPAKTUUECKUX 3a/1aHUM € UCIOJIb30BAHUEM U3YYEHHBIX
METO/IOB,

UHCTPYKILMH OpraHu3alyy, a TaK K€ BBIIIOJHEHHUE OTACIIBHBIX
CaMOCTOSATEIbHBIX

3aJaHUUIIONIOP yYEHUIOP YKOBOAUTENANPAKTUKUBPAMKAX IOJKHOCTU« CEKpeTaph-
aJAMHUHUCTPATOP»

OT4er no mpaKkTHKeE. 4
[TpoBectu cuctemMaTu3anuio U 0000IIeHHe MaTepHaIoB A1 oTdeTa. O1eHKa
UTOTOB

y4eOHON MPaKTUKU

[ToBeieHne UTOTOB MPAKTHKU

Bcero gacos 16

B navanbubii nepuoa MNPAKTUKH CIIYMIATCIW JOJUKHBI MOJNYUYUTH WHAWUBUAYAJIBHOC 3aJaHUC Yy
PYKOBOIUTENST NpPAaKTUKU. [IpakThka HayMHAETCS C OONIEro O3HAaKOMJIGHHS C 0a30il MpaKTHKH
OpraHu3alliM, CTPYKTYPOH, HalpaBJICHUSIM JesTelbHOCTH. [lepen Hayamom pabOThI CIyIIaTeNb JOJDKCH
03HAKOMHUTBHCS CO CBOMMHU OOSI3aHHOCTSIMH, ITPOWTH B BOJHBIA MHCTPYKTAXK IO TEXHUKE OE30MAaCHOCTH U
MHCTPYKTaXk Ha paboueM mecTe.

3areM ciymaTelb JODKEH COCTAaBUTh KaJeHIapHBIM IJIaH paOOTHI MO BBHITOJHEHUIO 33/IaHUS HA
IMPAKTHUKY U COrjiaCoBaTh 3TOT IIJIaH C PyYKOBOJAUTCIIEM ITPAKTUKU.

BXOI[C HpaKTI/IKI/ICHYI_HaTGHBI[OJDKCHaHaJII/ISI/IpOBaTBBBIHOHHeHHeBaﬂaHHﬁKaHeHﬂapHOFO IJJaHa Hu
ACJIaTb B HEM COOTBCTCTBYIOHIUMC ITOMCTKHU. Bo BpeMs IMPAKTHKU CIYMIATCIIM HNOJKHBI Yy4aCTBOBATH B
NeSITeTbHOCTH OpPTraHW3aIlii, MPOSBIATH CBOM MpodeccHOHalbHbIE 3HAHHWS W yMEHHE pabdoTaTh C
Pa3IMYHBIMHA KaTCTOPUAMU HACCIICHUA.

YueOHasmpaKTHKaJ0KHACIIOCOOCTBOBATHBX 00K ICHUIO CITYIIATEISIBPOJILIIPO (e CCHOHATBHOT O
crieranmcTa.B mporecce mpoxoxkIeHus yaeOHOM MPaKTHKK CIYIIaTeIn 00s3aHbI:

* BBINIOJIHATD YKa3aHUs PYKOBOIUTEIS IPAKTUKY;

¢ BECTU CKCAHCBHBIC 3aIIMCU B THCBHUKE O IMOJTYYCHHBIX HOBBIX 3HAHUAX, O
BBITIOJIHEHHOM paboTe, OTMeYaTh CBOM BIICYATICHHUS;

* cOo0JIFO/IaTh TIPaBUJIa BHYTPEHHETO pacIlopsiKa, UCKIIOYUTh OMO3JaHHUsS U JOCPOYHBIC YXOJIbI C
MPaKTUKH;

* 110 3aBEPILICHUU TTPAKTUKU TIOATOTOBUTH MUCHMEHHBIN OTYET.

OOuiue 3a1aHus PAKTUKHU CIYIIATENs BKIIOYAIOT:

a) ©KEIHEBHOE 3aIOJIHEHUE OTYETA;

0) MOATOTOBKA OTUETA;

B) O3HAaKOMIJICHHUC C pa60TOﬁ COTPYAHHUKOB, C TPAKTUYCCKUMHU YMCHHUAMMA, HABbIKAMHA BXOKACHHA B
KOHTAaKT C KIMCHTOM, CJIYyLIaThb, HaGHIO,Z[aTB, 3a/laBaTb BOIIPOCBbI, YTO4YHATb, OLICHUBATbH, IIOHHUMATb
BHYTPEHHUI MHUp M UYYBCTBA KJIMEHTA, BbI3bIBATH HA OTKPOBEHHOCTb, MOABOJAUTH WTOTH, KOPPEKTHO
3aKaH4YUBaTh PabOTy C KJIMEHTOM H Jp.;

T') ©XKEIHEBHOE BBIMOJHEHUE OMPEICICHHBIX 003aHHOCTEH U 3aJaHUM;

H)OHI/IC&HI/ICBOT‘IeTeraKTI/I"IeCKHXCHTyaHHﬁ,BCTpeanOHII/IXC?IBOBPGM?[HPOXO)K)IGHI/IH IMPAKTUKN
00y4JaroImMmMCs.



[1l. KOHTPOJIb M OIIEHKA PE3YJIbTATOB INPOXOXKJIEHUSA YYEFHOM IPAKTUKH

Pe3yabTarhl NIPOX0:KIeHUSA Y4eOHOI NPAKTUKH

OcHoOBHbIE KPUTEPHHU OLIEeHKHU
pe3yiabTara

[TonmydyeHne TPAKTUYECKOTO OMBITA B  HW3YYEHUU
OpraHu3alMOHHBIX JTOKYMEHTOB YUpeXKICHHUS,
WHCTPYKTOXEH 10  OXpaHe Tpyna, MOXKapHOH
0e30MmacHOCTH, HOPMAaTHUBHO-METOINY €CKON

JOKyMEHTAIlMM OPraHU3allid, OMBIT B OCOOEHHOCTSX
oopMiIeHUsT JTOKYMEHTOB, HCIIONIB3YEeMBIX B pabore
CeKpeTaps-aIMUHUCTPATOPa, OIBIT  pPa3roBopa IO
TenedoHy, BCTpeda TOCETHTENEH. A TakKe OITBIT
pa3BUTUSI Ha NPEIUISCTBYIOIIUX JTamax oO0y4deHUs
YMEHMH M  HaBBIKOB 10  HIpodeccuoHanbHOU
JeSITEIbHOCTU

YMeHrne  OpUEHTHUPOBATbCS B CTPYKTYpe
OpraHM3alli¥, YCTaBHBIX, JIOKAJIBHBIX aKTaXx,
JOJDKHOCTHBIX ~ MHCTPYKIMSAX  COTPYAHUKOB.
Ommcare cocTaB  HOPMAaTHBHO-METOANYECKOM
0a3pl JENONPOM3BOACTBA Ha MPEANPHUITHH
(mpenmymecTBa u HEJOCTaTKH).
IIpoananu3upoBars CIocoOBbl CO3/IaHUS
JIOKYMEHTOB, OTMETHUTBh, KTO H3rOTaBJIMBAET,
3aIloJIHSET, KOHTPOJIUPYET BEZICHNE
JOKYMCHTOB. OTMeTI/ITb, KaKH€ IMPOrpaMMHBIC U
TEXHUYECKUE CPEICTBA UCIOJB3YIOTCS B padoTe
cekperaps AN JOCTHXKCHUS LeJdd 10
BBIITOJTHEHHIO KOOPIUHUPYIOLIEH u
obecrieurBaroniel GyHKIHH

[Iporenypa oneHuBaHUA OT4YETa MO YU4eOHON MPAKTHKE MPOXOIUT B paMKax KBaJu(UKAIHOHHOTO
sk3ameHa. COOTBETCTBEHHO, OIIEHOYHBIE CPEACTBA K OTYETY IO MPAKTHUKE MPUMEHSIOTCS B aHAJIOTUH C
OLICHOYHBIMH CPEACTBAMH, UCIOJIB3YEMBIMH Ha KBAJIH (DUKAITMOHHOM SK3aMEHE.




JlemapTamMeHT 00pa30BaHUs U HAYKHU ropoaa MocKBbI
OﬁﬂleCTBO C orpaaneHHoii OTBETCTBEHHOCTHIO
«bYTHAI'UH»

(000 «BYTSAI'NH»)

YTBEPXIIAIO:

ATIBHBIA TUPEKTOP
«bYTATTH»

PABOYHME ITIPOTPAMMbI JUCLHHUIIIUMH

110 OCHOBHOM ITPOrPAMME ITPO®ECCUOHAJILHOTO OBYYEHHA
nporpamMme npogeccHoHaabHON MOATOTOBKH MO NpodeccHsam

pabouux,
AOJIZKHOCTSIM CJIY:KaIIUX

«Cekperapb — aIMHUHHCTPATOP»

r. Mocksa, 2023 1.



|I. PaGoumne mporpaMMbl THCIHMIJIMH OCHOBHO¥
NPorpaMMsl NpodeccuoHaAIbLHOro 00yyenus «Cexkperapb-aIMHHUCTPATOP»

HanmenoBanue y4eOHBIX TUCUHUILIUH (BCETo
4acoB)

KaroueBbie TeMbl

BBenenue B npogeccuio (12 yacos)

Tema 1.OcHOBHBIE TEPMHUHEI U OMPEeIeHUs B chepe
OpPraHU3allMOHHOTO U
JIOKYMEHTAIMOHHOT' 0 00ECTIEUCHUsI YTIPaBIICHUSI.

Tema 1.Madopmanus, ee BUIbI U cBoMicTBAa. DYHKIINH
uHdopMaIuu.

Tema 3. [lesnoBble U TMYHBIE KAUECTBA CEKPETapsL.
Opranun3zanus pabouero Mecra cekpeTapsi.

[IpakTueckas paboTa: U3yuyeHNE OCHOBHBIX (DYHKLIHUH U
o0s13aHHOCTEN cekperaps B opranuzanuu. Onucanue
APM (aBTOMaTH3UPOBAHHOI'O paboyero Mecra
cekperaps).

OcHoBbl MeHeq:xkMeHTa opraHusanum (18
4acoB)

Temal. OnpenencHue MOHATHNH «MEHEIHKMEHT» U
«ynpayieHUuEe». [[pUHIIUIIBI U METObI YIIPABJICHUS.
DYHKIUU yPaBICHUS.

Tema 2. Opranu3zanus kak cucrema. OnpeneneHue u
o0111Me XapaKTepUCTUKN OpraHU3alllu.

Tema 3. BHyTpeHHsIsl 1 BHEIIHSS Cpelia OpraHu3aIuu

Tema 4. Opranu3aliiOHHO-ITPABOBbIC (HOPMBI
opranuzanuii. PykoBogurens B CUCTEME YIIPABIICHHUS.
JKW3HEHHBIN LMK OpraHu3aly.

[Ipaktryeckas paboTa: GopMUpPOBAHNE OTIOPHON CXEMBI
TEXHOJIOTUH MPUHATHS YIIPABICHUECKOTO PEIICHMUS.

HopmaTruBHO-nipaBoBoe o0ecneuyeHue
ceKkpeTapckoii nestejbHOCTH (14 yacoB)

Tema 1. Onpenenenre HOPMATUBHO-IIPABOBOT'O aKTa.
IIpaBoBas cucrema P®. Mepapxus u BUIbI
HOPMaTUBHO-NIPaBOBbIX akTOB P®. [IpusHaku
HOPMaTHBHO-TIPaBOBOro akTa. HopmaTuBHO-TIpaBOBBIE
aKThl B chepe neaonpon3BoCcTBa U MH(POPMALIMOHHOT O
obecreueHus yrpaBieHHUs.

Tema 2 Koucrutynusa P®. denepanbabie 3akonbl PO u
KOZIeKChI. 3akoHbI cyOBekToB P®D. [Tog3akonHbie
HOpPMaTHUBHBIE aKThl. JIOKaTbHBIE HOPMATUBHBIE AKTHI
opranmu3anuu. ['ocygapcTBeHHbIE CTaHIAPTHI B cepe
JIEJIONPOU3BOACTBA M HHPOPMAIIMOHHOTO 00€CIIeUeHUS
yIpaBJICHUS.

Tema 3 Opranu3anuoHHO-PACIOPAAUTENbHAS

JIOKYMCHTAITHSI. TpeboBanus K 0(hOPMIICHHUIO
nokymenToB" (ytB. Ilpmkazom Poccranmapra oT
08.12.2016 Ne 2004-ctr). Ilpuxaz PocapxuBa or
22.05.2019 N 71 "O6 yrBepxaenuu IlpaBun
JIENONPOU3BO/ICTBA B TOCYIApCTBEHHBIX  OpraHax,
opraHax MECTHOT' O camoyrnpasiieHus"
(3apeructpupoBano B Muntocte Poccun 27.12.2019 N
57023). Ilpuka3 PocapxuBa ot 24 mexabps 2020 r. N
199 "O6 yrBepx)aeHNN MeToaM4YecKuX PEeKOMEH Al
1o pa3paboTKe WHCTPYKUUU MO JIETOMPOU3BOACTBY B




rOCyJapCTBEHHBIX ~ OpraHax, OpraHax MECTHOTO
caMoynpaBJieHus".

ITpakTtuueckas paboTa: COCTABUTh AaHHOTHPOBAHHBIN
nepedyeHb HOPMAaTUBHBIX IIPABOBBIX AKTOB,
perIaMeHTUPYIONINX J1eATEIbHOCTh KOHKPETHOM
opranusanui (Ha npumepe 10001 BrIOpaHHOM
CIIyIIaTeJIeM OpraHu3alluu).

Oxpana Tpyaa (16 yacos)

Tema 1 OOume TpeGoBaHuUs OXpaHbI TPY/a.
TpeboBaHus 0OXpaHBI TPy/Aa NEepea HadajaoM pabOTHI.

Tema 2 TpeboBaHUsI OXpaHBI TPYla BO BpeMs
pabotel. TpeboBanMs OXpaHBI TPy/Aa B aBAPHITHBIX
CUTYyalusX.

Tema 3 TpeGoBaHus OXpaHbl TpyJa MO OKOHYAHHH
paboTt. Oxa3aHue epBoi MOMOIIH.

JoxkyMeHTalIMOHHOE
ynpasJjieHus (18 yacos)

o0ecneuenue

Tema 1 Knaccupukanus OpraHU3alOHHO-
pacniopsiautenbHbiX  ToKyMeHTOB (OP/]).Ilonstne wu
Bunbl OnmankoB OP/[. TpeGoBanus K 0¢oOpMIICHUIO
onankoB.CoctaB pekBu3utoB OPJ[. TpeOoBanus «
0()OPMIICHUIO PEKBU3UTOB.

Tema 2 [IlpaBuna cocrtaBieHus ©  O(GOPMIICHHS
OpPraHM3alMOHHO-TIPABOBOM JOKYMEHTAI[MHU: MPaBUIIA,
MOJIOKEHUSI, HWHCTPYKIHH. [IpaBWiia COCTaBICHUS U
obopmileHUST  PACIOPSIUTEIBHOM  JOKYMEHTAIUU:
[pHKa3 1o OCHOBHOM JeATSIIbHOCTH,
pacnopsbkenue.llpaBuia cocraBiaeHuss U OGOpPMIICHUS
nH(OPMAIMOHHO -CITPABOYHOMN JOKYMEHTaIHH:
MPOTOKOJ,  aKT, TMHUChbMO, CIpaBKa, 3asBJICHHUC,
TesneoHOrpaMma, (akcorpamma, cooO1ieHue
JJICKTPOHHOM TOYTHI, TIEPEYCHb, CBOJKA, 3aKJIIOYCHUE,
cmy)keOHasi — 3amucka, OOBSICHUTENbHAs  3alHcKa,
JTOKJIaJTHAsT 3aITUCKa

Tema 3 Bunel nucem. [lonsiTue n1okyMeHTO000pOTA, €TI0
KOJIMYCCTBCHHBIC W KAYCCTBCHHLIC XAPaKTCPHUCTHUKU.
Ilpuem w  mepBu4yHast  OOpabOTKa  BXOJIIUX
NOKyMeHTOB. Perucrpanus nqokymenTos. [Ipoxoxaenue
BHYTPEHHHUX JOKYMEHTOB.

Tema 4 O6paboTKa UCXOAAIMX TOKYMEHTOB. KOHTpOIb
WCITOJTHCHUS JIOKYMEHTOB. CnpaBo4yHO-
uHdopmarimonHas pabora ¢ gOoKyMeHTamMu. PabGora ¢
0azamMu JaHHBIX opraHm3aiuu. OnepaTHBHOE XpaHEHUE
JIOKYMEHTOB

[Ipaktnueckas pabora: OPJl, Bxonsdmas U ucxonsias
koppecniogaeHuusa. JKypHan ydera BXOIAIIMX U
HCXOJAIIUX MKUCEM. ba3bl JaHHBIX OpraHU3aluy.

OpranuszanuoHHoe
ynpasienus (16 yacos)

o0ecrneueHue

Tewma 1 [ToHsiTHE OpraHU3AIIMOHHOTO 0OECTIeY CHUS
yIPaBIIEHUS, €T0 BUJIBI, CTPYKTYpa, QYHKIIHH.
WNudopmarimonHoe obecreyeHne ynpaBieHusl.

Tema 2 Opranuzarus TeneOHHBIX TEPErOBOPOB.
Opranunzanus paboThl ¢ TOCETUTEISIMH B TIPUEMHOM.
Opranu3zanus CoBelaHmi, IPOTOKOJIbHBIX
MEpOINPUATUN, TPE3CHTALUMN.




Tema 3 CepBupoBka yaitHOro (Ko(heiHOro0) cTosa B
ouce. Koopaunauus paboThl KyprepOB U BOIUTEICH.

Tema 4 IlnanupoBaHue pabo4yero BpeMEHU CEKpeTaps.
Koopaunanust paboThl COTPYAHIUKOB OpraHU3aIUH.

[Ipaktuueckas padota: JlenoBas urpa «MoaenupoBaHue
JIeNIOBOI0 pa3roBopa no tenedony». CepBUpoBKa
yaifHoro ctona. CrimaHupoBaTh CBOW pabouuii 1eHb B

oduce.
KonduaenumnaibHoe aejonpousBoacTBo um | Tema 1  CymHocTh, 3a7ayd ¥ OCOOCHHOCTh
3amura uHgopmanum (18 yacos) KOH(HICHIINATHHON uH(pOpMaIUU. Bunbt

KoHbuaeHInanpbHOW  uHpopMmaruu. [lepcoHanbHbIE
JaHHBIC.

Tema 2 CmyxeOHast TaiiHa. IIpodeccnonanbHas TaiiHa.
KommMmepueckas TaiiHa.

Tema 3 Ompenenenne cocTaBa KOH(HUAECHIMAIbHBIX
JOKYMEHTOB. JIOKYMEHTHpPOBaHHE KOH(HIEHLNAIbHON
nH(popManuu. Opranuszanus paboThI c
KOH(HUACHIIUATLHBIMU 10KYMEHTaMH.

VYueT KoH(pHUISHIMAIbHBIX JOKYMEHTOB.

Tema 4 IlpuHuunel 3ammTel “HGOpManuu. Metonsl U
cpelncTBa 3allUThl MHQOpMALMKU OT yTEpPH, KPaKU WU
nopuu. IloreHuuanbHble Yrpo3bl HMH(POPMALMOHHON
6e30MacHOCTH.

[IpakTrueckas padota: OCOOEHHOCTH BEICHUS
JIeNOTPOU3BOICTBA, 00ECIIEUUBAIOIIETO YUeT

Y COXPaHHOCTh JOKYMEHTOB, COJICPKAIIUX
KOMMEPUYECKYIO TallHY.

[Ipoanaym3upoBaTh 3aIaHHBIN TOKYMEHT U OIPEIACIIUTh
HaJIM4YKE U COCTaB KOH(UICHIIMAILHON HH(OPMAIIH B
HeM HH(OpMaIIHH.

HNudpopmanuonnsie, KOMIILIOTEpPHBIE,
TEXHOJIOTUM M TeXHHMYEeCKHe CpeacrBa
ynpasJjieHus (12 yacos)

Tema 1 IloHsATME TEXHUUYECKUX CPEACTB YIIPABICHUA.
Knaccudukanus TeXHUUECKUX CPECTB YIIPABICHHUS.
Hocutrenrn wuHpopmarmu.CpencTtBa COCTaBICHUS U
M3TOTOBJICHUSI ~ TEKCTOBBIX  JAOKymMeHTOB.CpencTBa
KOIIUPOBaHUS WU ONEPAaTUBHOIO  Pa3MHOXKEHUs
NOKyMeHTOB.CpeicTBa CKaHUPOBAaHUs JOKYMEHTOB.
CpencTtBa 00pabOTKH TOKYMEHTOB.

Tema 2 CpenctBa  XpaHeHU, Moucka
TPAaHCIOPTUPOBKH JOKYMEHTOB. Manasg OprrexHuka.
Oducnast me6esnb u 000pyIO0BaHHUE.

Tema 3 IlaxT npuknansabix nporpamMm MicrosoftOffice.
TekcroBsrii mporeccop Microsoft Word. TaGmuunbrit
nporeccop MicrosoftExcel. ITporpamma moarotoBku
npesentanuii MicrosoftPowerPoint.IlepconanbHbiii
kommyHukatop MicrosoftOutlook. ITpunoxkenue nis
ynpaBlieHus 6a3amu naHHBIX MicrosoftAccess.
PenaxtupoBanue u popmarupoBanue uHdopmanuy,
nosty4eHHou u3 Internet.

[Ipaktrueckas padota: Co3gaHue Mpe3eHTaluu 13
HECKOJIbKMX Pa3HOTUIHBIX ciaiioB. [Tonck 3aganHon
nH(pOpMAIUU B CETH MHTEPHET.




Ilcuxonorus 1eJIOBOTO oomenusi. | Tema 1 CymHocTs, QyHKUIUU U CTPYKTypa OOIICHUS.
IIpodeccuonanbuasi 3THKA M JAeJ0OBOM | Buabl u dbopmBI JI€TI0BOT'0 OO LIeHHUS.
ITUKeT cexkperaps (14 yacos) KommynukaTtuBHas ctopoHa oOuienus. HTepakTUBHAs
cropona obmenus. [lepuenTruBHas CTOpOHA OOIIEHUS.
Ctumu ob6menust. Hesepbanbaoe obmenne. KynpTypa
peueBoOro oOIICHMS.

Tema 2 I1yO6nuyHble BBICTYIUIEHUS.
HpaBcTBeHHO-TICHX0JI0rHYeCKHue 0COOEHHOCTH CIopa.
IIcuxonornueckne MexaHU3Mbl BIMSHHS Ha IapTHEpPA.
Kynbrypa cnymanus naptaepa. bapbepsl B o0mieHnn 1
ux npeojgoieHue. Jlenosie 6ecennl. JleaoBbie
neperoBopsl. KyabTypa 1€710BbIX COBEIAHUM.
OcobeHHOoCTH O0IIEHUSs ¢ MHOCTPAHHBIMH MTapTHEPaMHU.
DTHKa AeT0BOr0 OOIIEHHS.

Tema 3 Ilcuxomormss koyiektnBa. (OCOOEHHOCTH

o01eHHs B KOJUIEKTHUBE «110
ropuzoHTaan».OcobeHHoCTH o0 11eHus «I10
BepTukaim».KoHduukTel B genoBoil  cpeme, HX
tunojorus.  Paspemenue  KOH(IMKTOB.  DTUKET

TeneoHHBIX  meperoBopoB.  KyneTypa — menoBoit
nepenucku. Ilpmem wu oOLIEHHE C MOCETHTEISIMHU.
ITomapku, cysenupbl. Umumx cekperapsa. MckyccTBo
camornpeseHTauuu W BHemHund Bua. Ctpecc n
crpeccoBble  curyanuu. CrnocoObl U IPUEMBI
SMOLIMOHAJIBHON CaMOPETyJISILIIY.

[IpakTHyeckast paboTa: COCTABUTH CIIOBAPh OCHOBHBIX
peueBbIX 000POTOB U KOHCTPYKIIUH, HCIIOIB3yEeMbIX B
pabote cekpertaps.

Oco0eHHOCTH BHEIIHETO BUAA CEKpeTapsl.

I1. KoHTpo/b M OLleHKa pe3yJIbTaTOB 00yueHust

Jlng mpoMeKyTOYHOr0 KOHTPOJISl 3HAHUW CIIyIIATEeNIsAM MO pe3yjbTaTaM OCBOEHMsI MaTEpUasoB IO
TUCHMIIMHAM TpeajaraeTcsl caaTh 3a4eT (OTBETHI HA BOMPOCHI MPErnoAaBaTeNs COIVIACHO MPONIEHHBIM
TEeMaTHKaM JIMCUHUIUIMH). 3a4eT CYUTAETCs YCIEHO CAAHHBIM MPU MOJYUYEHUU TOJI0KUTEIbHON OI[EHKH.
Kputepun onenku 3Hanuil. OueHka 5 («OTJIMYHO») BBICTABIISIETCSl MPH YCIOBUM TOYHOTO M IOJHOTO
OTBETa Ha OCHOBHOW BOMNpPOC IperojaBaTelss M OTBETa Ha JOMOJHHUTENbHbIE BOMpockl. [lpu 3TOM
YUUTBIBa€TCd HE TOJIBKO O0O0BEM OTBETa, HO U yMEHHe oOyuaromerocs npodheccuoHaIbHO
apryMeHTHPOBAHO M3jarath Matepual. [Ipu n3noxeHnn marepuala TaKKe OLIEHUBAETCS YMEHUE CTPOUTD
JIOTMYECKOE YMO3aKIII0YEHHE.
Onenka 4 («XOpOIIO») BBICTABIISIETCS MPU YCIOBUU MPAaBUIBLHOIO OTBETa HAa BONPOC, HO MpH
HE3HAYUTEIbHBIX HETOYHOCTSIX OTBETa, KOTOpble OOydaroluiics BOCHOJHSET, OTBeyas Ha
JIOTIOJIHUTENIbHBIE BOIIPOCHI MPEMOJaBaTeNsl, YTO MO3BOJISET BOCCTAHOBUTD LIETOCTHYIO KAPTUHY OTBETA.
Onenka 3 («yIOBJIETBOPUTEIBHO») BBICTABIAETCSA IPU YCIOBHM B OCHOBHOM IPaBMJIBHOIO OTBETa Ha
[IOCTaBJIEHHbIE BOMPOCHI, HO HECIIOCOOHOCTU OOY4YaroIIEerocss OTBETUTh Ha JOMOJIHUTEIbHbBIE BOIMPOCHI,
HEYETKOCTH OTBETA.
Ouenka 2 («HEYAOBJIETBOPUTEILHO») BBICTABISETCS IPU YCIOBUM HENPaBWIBHOTO OTBETa Ha
MOCTaBICHHBI BOMPOC, 32 OTKAa3 OT OTBETa MO MPHUYMHE HE3HAHHs BOMPOCA, 33 HECAaMOCTOSTEIbHYIO
MMOATOTOBKY K OTBETY.

Pa6oTa Ha MpaKkTUYECKUX 3aHATUAX YUUTHIBAETCS IIPU MOJYy4YEHUH OLEHKU Ha 3a4eTe.

Pe3ynbTaTel MPOMEXYTOYHOH aTTECTAI[MM YYUTHIBAIOTCS MPU JAOMYCKE K UTOTOBOHM aTTecTaliy B
(dhopMe kBaIM (PUKAITMOHHOT'O SK3aMEHa.




HBOO~NoOGO~WNE

0.
. Ilpuem u nepBuyHas 00pabOTKa BXOAALIEH KOPPECTOHICHIINH.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

I1l. KoMmieKT 0LleHOYHBIX CPe/ICTB
IIpuMepHbIe BONPOCHI K MPOMEKYTOUHOM aTTecTaluM (3a4eT):

ITpaBuia BeneHus TeneOHHBIX IEPETOBOPOB.

[IpaBuiia paboThI C TOCETUTEISIMH B IPUEMHOM.

Opranusanys COBEUIAHUHN U POTOKOJIBHBIX MEPOI PUATHI.
Opranusanus KOMaHIUPOBOK PYKOBOAUTEIS.

[InanupoBanue pabodero BpeMeHH pyKOBOJUTEIS.

Opranun3zanus pabouero npocTpaHcTBa CEKpeTapsl.

IIpaBuna pe4eBoOro TUKETa CeKpeTapsl.

OcCHOBHBIE IPUHLIUIIBI 1€TOBOM 3TUKHU U 3TUKETA CEKpeTapsl.
TpeOoBanus oxpaHsl Tpyzaa B paboTe ceKperapsl.

Texnuueckue cperncTsa ynpapieHHUs] Ha3HaAUYE€HUE, TPUHIIUI pabOTHI.

O06paboTka OTHpaBIsIEMON KOPPECIOHICHIINH.

[IpoxoxneHne BHyTPEHHUX JOKYMEHTOB B OpraHU3allUH.

Perucrpanus 10KyMeHTOB.

KOHTpOIIb NCTIOHEHUS TOKYMEHTOB.

Knaccuukaius 1enoBsix JOKYMEHTOB.

TpeboBanus k hopmysipy U 61aHKY JOKYMEHTA.

CrnpaBouHO-uHpOpMalMOHHAsE paboTa ¢ JOKYMEHTAMH.

HopmaTtuBHO-IIpaBoBO€ 00ecrieueHHE AESITENbHOCTH CeKpeTapsl.

Crnioco0bI 3a1M Thl KOH(GHUAEHIMAIBHON HH()OpMAIMK B OpraHu3aIuy.

[TonsiTHE OPraHU3allMOHHOTO ¥ JOKYMEHTALIMOHHOT 0 00€ECeueHus YIpaBIeHHUS.
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