[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHbopmaums o Bnagenbue:
®WO: PromwumHa EneHa BnagnmmnposHa

[omkHocTb: U.0. fekaHa MHHOpMaLMOHYE- I ji - )
Nata noanucanng: 12.07.2023 16:42:A’;§ﬁ%ﬂ81f@138'ﬂ)ﬂ8 ﬂgjﬁb rypei Pocenickoit denepain
YHUKaNIbHbI MOT bHOC I'OCy1apCTBCHHOC fIOIDKCTHOC 06p8,30BaTCJII>HOC YUYPCKACHUC

e81ae556189bc39dfa2f777000995a0484ae179f BBICIIIETO 06pa30BaHI/I$I
«KPACHOJAPCKHUA FOCYI[APCTBEHHBIfI HUHCTUTYT
KYJbTYPbID»

NudopmanmoHHO-0nOIMOTeYHBINH (PaKyIbTeT
Kadenpa nokymeHTOBEICHHS ¥ POEKTHOM ACSITEIHHOCTH

VTBEPXJIAIO
3aB. xadenpoii
JIOKYMEHTOBEICHHS
Y IPOEKTHOM
NeSTeNbHOCTH

H.b. 3uHoBLEBA %

28 suBaps 2019 r.

PABOYASI [IPOTPAMMA
YYEBHOI TUCHUATIIMHBI (MOJIYJIS)

b1.B./IB.03.02 Cexperapckoe 00C/1y:KUBaAHHE

Hampasnennst 46.03.02 JlokymMeHTOBeIEHHE  H apXHBOBEJICHUE (Opranuzarus
IIOATIOTOBKU ACJIONPOU3BOJACTBA B OpraHax FOC}/I[apCTBeHHOI\/'I BJIaCTU WU MECTHOI'O
(mpopun): CaMOYTIpaBIICHHUS )

dopma 00yueHUs — OUHas, 3a09Has

Kpacunonap 2019



PabGowas mnporpamMma yueOHOM JHCHMIUIMHBI pa3paboTaHa B  COOTBETCTBUH C
tpeboBanusimu O@I'OC BO mno nHampaBieHuio nmoArotoBku (cneyuanvrocmu) 46.03.02 —
JIOKYyMEHTOBEICHHUE M apXUBOBEACHHME, YTBEPXKIEHHBIM TNpuUKazoM MuUHHUCTEpCTBA
oOpazoBanus 1 Hayku Poccuiickoit @eaepanuu ot 06 mapra 2015 roma, mpukas Nel76 u
OCHOBHOM 00pa30BaTeIbHON MPOTPaAMMON.

PeneH3eHTnl:
JloxTop megaroruyeckux Hayk, mpodeccop kadeapbl H.JI. T'onyGeBa
OubIMoTeUHO-0MOIMOrpaduuecKoi 1esITeIbHOCTH

I'n.cneunanuct oThela MPaBOBOM, T.A Kynukoa
OpraHU3alMOHHON u KaJpOBOM padboThI
JlenapramenTa oOpa3oBaHUS AJMUHHCTpAITAN
MYHULAIIAIBHOTO oOpazoBanus r.KpacHonap,

KaH.1e.HayK

CocraBurein:
MartseeBa A.C., kaHJ. Mea. HAyK, JOIEHT Kad. TOKYMEHTOBEACHUS M MPOEKTHOU
TS TEIILHOCTH.

PabGouass mporpamMma ydeOHOW  JIUCHMIUIMHBI PAacCMOTpPEHAa M YTBEpXKJeHa Ha
3aceaHun Kadeappl TOKYMEHTOBEJEHUSI U MPOEKTHOM nesrenbHocTH 28 stuBapst 2019r.,
poTokoJI Ne 6.

PaGouass mporpamma ydeOHON aucuMILIUHBI «CeKpeTapckoe OOCIyKMBaHHE)
onmoOpeHa M PEKOMEHJOBaHa K MHCIIOJIB30BAHMIO B Yy4eOHOM Ipoiecce YueOHO-
metoaudeckuM copetoM GI'bOY BO «KI'MK» «15» despans 2019 r., nporokon Ne 6.

© Martseesa A.C., 2019

© OI'BOY BO «KI'MK», 2019



Conep:xanue

1. Henu u 3agaui OCBOEHUS JUCUUIIINHBI
2. Mecro pucuumuinssl B ctpykrype OITOIT BO
3. TpebGoBaHus K pe3yibTaTaM OCBOCHHUS COJIEPIKaHUS JUCIUILTUHBI
4. CTpyKTypa ¥ COICpKAHUE U TUCIIUTLIUHBI
4.1. CTpyKTypa IUCUUTINHBI:

4.2. TemaTnveckuil 11aH OCBOCHUS TUCUUILIUHBI 110 BUJaM y4eOHON
JESTEILHOCTH U BUJIBI CAMOCTOSTENBHOM (BHEAY TUTOPHOMN ) pabOThI

5. O6pa3zoBaTenbHbIE TEXHOJIOTUN

6. OHCHO‘{HBIC cpeactBa Al TCKYIICrO KOHTPOJA YCIEBACMOCTH U
HpOMC)KYTO‘IHOﬁ aTTeCTallMu:

6.1. KoHTpob OCBOEHUS TUCIUILINHBI
6.2. OLieHOYHbIE CPECTBA

7. YuebHO-MeToau4YecKoe M WH(OOPMAIMOHHO OOECTIEYCHHE MCIUTLIMHBI
(Momynst)

7.1. OcHOBHas TUTEpaTypa
7.2. JlonomHUATENbHAS JINTEpATypa
7.3. Ilepuoauueckue U31aHus
7.4. InTepHET-pecypChl
7.5. Metoanueckue yKka3zaHusl 1 MaT€pUabl 10 BUIAM 3aHATUN
7.6. IIporpammHoe oOecrieueHue
8. MaTepualibHO-TEXHUUECKOE 00ecTieueHne TUCHUTIITMHBL (MOTYJIs)

9. JlomosHeHUsT M I3MEHEHUSI K paboueii mporpamme y4eOHOM TUCITUTUTHHBI
(Momyst)



1. HEJIM X 3AJAYU OCBOEHUSA JUCIHUITJIMHbI

Henn ocBOEHUS NUCUMIUIMHBI (MOAYJS): O3HAKOMUTH CTYJIEHTOB C OpraHu3aluei
COBPEMEHHOTO CEKPETAPCKOro OOCIYKUBaHUS, PACKPBITh CYIIECTBO OCHOBHBIX MpPOOIeM
JTaHHOU Mpo(eCCHOHATBLHON eI TeIbHOCTH.

3apaum:

— TPOCIEAWTHh COJIEp)KaHHE COBPEMEHHBIX TpeOOBaHUM K CeKpeTapcKou
NEATEIIbHOCTH;

-  PacCMOTpPETh POJIb CEKPETAPEN PA3JIUUYHBIX KATErOpUM B COBPEMEHHOM
YIPaBIEHYECKOM anapare;

- O03HAaKOMHUTb CTYJEHTOB C JIOJDKHOCTHBIMM OOSI3aHHOCTSIMU  CEKpeTaps,
OpraHu3alKel COBPEMEHHOIO CEKPETAPCKOTI0 00CTyKUBAHUS;

- PAacCKpBITh CYIIECTBO OCHOBHBIX TMpoOJieM JaHHOW mpodeccroHaIbHON
JesATeIbHOCTH CPOPMUPOBATH MPAKTHUECKUE TTPO(ECCHOHATLHBIC HABBIKH.

2. MECTO JUCIHHUIIVIMHBI B CTPYKTYPE OITIOII BO
JlanHas JMCHMIUIMHA  OTHOCUTCS K MNPOGEeCcCHOHANTBHOMY IHUKIY (BapuaTHUBHAS
4yacTh). M3ydenwe AUCHUIUIMHBI Oa3upyeTcss Ha 3HAHUU CTYJICHTAMH CJEIYIOUIUX
JTUCIUIUIMH y4eOHOro miaHa: «PycCKui sI3bIK M KyJIbTypa peun», «JokyMeHTOBeaeHuEY,
«JloKkyMeHTHas TMHTBUCTUKA», «Opranuzanus u texHosuorus JOVY».
[IporpamMmma amanTupoBaHa [Ji1 MWHBAJIMAOB M JIMIl C  OTPAaHUYECHHBIMHU
BO3MOHOCTSIMH 37I0POBBSI.

3. TPEBOBAHMSI K PE3VJLTATAM OCBOEHUSI COJEPXKAHUS
I CTUTIIAHBI

[Ipomiecc wm3ydeHUsT NUCHMIUIMHBI HAmpaBlieH Ha (QOpMUpOBAHHE DJIEMEHTOB
ciaenyromux komnereHd B cootBeTcTBUU ¢ OPI'OC BO mo gaHHOMY HanpaBiICHHIO
MIOATOTOBKH (CHEIUATIBHOCTH):

a) npogeccuonanbubIx (ITK)

[IK-17 BnameHuem MeToAaMU 3allUThl UH(POPMAIUH;

[1K-18 BnageHne COBpEMEHHBIMH CUCTEMaMH MH(GOPMAIIMOHHOTO UM TEXHUYECKOTO
obecrnieyeHus: TOKYMEHTAIIMOHHOTO 00eCTIeYeHs YIIPABIICHUS U YIIPABJICHUS apXUBaAMU;

[IK-19 cnocoOHOCTh HCMOJB30BATh IMpaBWjia MOATOTOBKU  YIPABIECHYECKUX
JIOKYMEHTOB M BEJACHHUS JICJIOBOM MEPEIHUCKH;

[1K-25 BnageHue HaBbIKAMU MOJTOTOBKH YIIPABICHUYECKHUX TOKYMEHTOB M BEICHUS
JE€JIOBOU MEPETUCKHU.

[1K-35 3nanue TpeOboBaHMI K OpraHU3aluNd CEKPETAPCKOTO 00CTYKHUBAHU.

B pesynbraTe 0cBOEGHUS AUCHUIIIMHBI O0YUYaIOIIUECs TOJKHBI:

3namo:

- COBpPEMEHHBIE KBaJIM(PUKAIMOHHBIE TPEOOBAHMUA K PA3TUYHBIM KaTETOPHSIM
CeKpeTapei, UX JOJDKHOCTHBIE 00S13aHHOCTH;

- HOPMaTUBHO-METOIMYECKYIO 0a3y paOOThl CEKpeTaps;

- OpraHU3alMIo TPYJla CEKpeTaps;



- JICJIOBBIE U JIMUHBIE Kau€CTBA, HEOOXOAUMBIE CEKPETAPIO;

- METO/Ibl OpraHu3aluu paboydero JHS pyKOBOIUTEINS;

- TpeOOBaHUS K BEJCHUIO M JOKYMEHTUPOBAHHIO TeJe()OHHBIX IEPETOBOPOB;

- OCOOCHHOCTH TOJTOTOBKM M JOKYMEHTHPOBaHHUS COOpaHHil, COBELIaHU,
IIEpErOBOPOB;

-  TOpANOK TOJATOTOBKM JOKYMEHTOB K JOKIaAy M HX PacCMOTPEHHS
PYKOBOJIUTEIIEM;

- MpaBUJIa COCTABJICHUS U O(DOPMIICHHS YIIPABIEHYECKUX TOKYMEHTOB;

- CUCTEMATHU3alMIO U KJIIACCU(PUKALINIO TOKYMEHTOB B OpPTraHU3al1y;

- IpaBWJIA IPUEMA [IOCETUTEIIEN;

- ICUXOJIOTUYECKUE OCHOBBI OOIIEHUS, TPO(PECCHOHATIBHYIO ATUKY.

Ymemo:

- HCTIOJIb30BAaTh HOPMATUBHO-METOJUYECKUE JJOKYMEHTHI B padoTe;

- IUIAHUPOBaTh CBOM paOouuii J€Hb W palMOHAIbHO OpPraHU30BBIBATH PabOTy
PYKOBOJIUTEIIS;

- palMOHAJIBbHO OpraHM30BaTh padouee MeCTO cekpeTaps U paboyee MeCTo
PYKOBOJIUTEIIS;

- TOTOBUTh U JOKyMEHTHUPOBATh COOpaHUs, COBEIIaHMsI, IEPETOBOPHI;

- COCTaBJIATh U OPOPMIIATH YIIPaBICHUECKHUE JOKYMEHTHI;

- TOTOBHUTbH JTOKYMEHTBI JIJISl PACCMOTPEHUS PYKOBOJIUTEIIEM;

- CHCTEMATU3UPOBATh U KIACCU(PUIUPOBATH IOKYMEHTHI B OpraHU3allluu;

- HUCKaTh, CHUCTEMAaTU3MpPOBaTh, XpaHUTh, 0OpabaThiBaTh  HMHPOpPMALHUIO,
HEO0OXOAMMYIO JIJIsl PYKOBOJIUTENSL OpTraHU3ALINH;

- BECTH JIEJIOBBIE Oece/ibl U TeNe(POHHBIE IEPETOBOPHI;

- OPraHU30BBIBATH JIEIOBBIE MMOE3/IKH, KOMaHANPOBKH PYKOBOIUTEIS;

- pallMOHAIBHO OPTraHMU30BbIBATH MPUEM ITOCETUTEINEH;

- yCTaHaBJIMBATh JEJIOBBIE B3aMMOOTHOLICHHS C PA3JIMYHBIMU KaTErOPUSIMH
IIEPCOHAJIA.

Bnaoembs:

- HaBbIKaMU pabOTHI C YIPABIEHYECKUMH IOKYMEHTAMU;

- HaBbIKaMu pabOTHI Ha IEPCOHAIBLHOM KOMIIbIoTEpE U VIHTEpHET;

- OCHOBaMHU JICJIOBOM 3TUKHU U JACIIOBOTO ATUKETA.

IIpuoOpecTH ONBIT AEATEIHLHOCTH:

- “HGOPMALIMOHHO-IOKYMEHTAIIMOHHOTO  O0ECIEUeHUsI  yIpaBJICHUYECKON
JESATEILHOCTH B CTPYKTYPE OpraHU3alluu;

- HUCNOJIb30BaHUS WH(OPMAIIMOHHBIX TEXHOJIOTUA U CPEACTB OPITEXHUKU B
JTOKYMEHTAIlUOHHOM O0€CTICYEHUH YTIPABJICHUSI.

4. CTPYKTYPA U COAEP KAHUE JUCIIUITJIMHBI

4.1. CTpyKTYypa IMCHUTIIHHBI

OO6m1as Tpy10€MKOCTh JUCHUILUIMHBI COCTaBNIsSIET 4 3adeTHhIX equHull (144 yaca).



o | e | o reryers
e P ’ KOHTPOJIS
o 3 CaMOCTOSITENIbHY
= yCIIEBaeMOCTH (1O
o 2 10 paboty
Ne Paznen Q 59 HedelsaM cemecmpa)
= CTYJAECHTOB
n/m JUCIUIUTAHBI 0 = dopma
@) 5 1 TPYIOECMKOCTh .
=4 MIPOMEXKYTOUHOU
5:‘) (B uacax) aTTeCTaIluu (1o
Jq | I Cp
3 cemecmpam)
1 Ponb cekperapst B ctpykType | 3 2 5
yIpaBIeHUS
2 Kareropum  cekperapeit u| 3 2 4 5
cucrema TpeOoOBaHUI K HUM
3 HopMmaruBHo-MeToquueckas 3 2 4 5 CEMHHAap
0a3a IesITeIbHOCTH CeKpeTapst
4 Opranmzanuss u1  ycioBusa | 3 2 2 5 CEMHHAp
paloThI cekpeTapsi
5 Jlenonpon3BoOICTBEHHbIE 3 2 2 5
byHKIMU cekpeTaps
6 AnMuHHCTpaTUBHBIC (QYHKIMH | 3 2 4 5 TECT
ceKpeTapsi
7 Opranm3anonueie  GyHKOAHA | 3 2 4 5 TPEHUHT
ceKpeTaps
8 AHanuTHYecKue ¢bynkuum | 3 2 4 5
ceKpeTaps
9 DTHKa ceKkpeTaps 3 4 5
10 TpynoyctpoiictBo cekpetaps | 3 2 6
U ayianraius K padore
9K3aMEH 3 45
Htoro: 16 |32 51 144
Jst BAOYHOI'O OTAEJIEHUA:

OO6m1ast Tpy10€MKOCTh TUCIUTINHBI COCTaBIsAeT 4

3a4eTHbIX eauHuIl (144 gaca).

Bunpr yueGHO#M DopMBbI TEKYIIETO
§ paboThI, BKIIFOUAs KOHTPOJISI
o 3 CaMOCTOSITENIbHYIO yCIeBaeMOCTH (110
No Paszen § 2 paboTy CTYICHTOB HeoensIm
- = - U TPYJAOEMKOCTH (B cemecmpa)
n/n JUCLUATUIHHEI o =
@) 5} yacax) dopma
=6 .
51:9 J| 10 Cp IIPOMEKYTOYHOU
3 aTTeCTaIluu (1o
cemecmpam)
1 Ponb cexperaps B CTpyKType 2 20
yIpaBIeHUs
2 Kareropun  cekperapeii u 1 10
cucteMa TpeOOBaHHUI K HUM
3 HopmaTtuBHO-MeTO1MUeCKast 1 10 CeMUHap
0a3a J1eTeNbHOCTU CeKpeTapsi




4 Opranmzanus W yCIIOBUSA 10 CEMHUHAp
paboTHI CeKpeTapst
5 Jlenonpon3BOICTBEHHBIE 2 10
GyHKIMH ceKpeTaps
6 AJIMUHHUCTpAaTUBHBIC (YHKIUU 2 10 TeCT
ceKperaps
7 OpraHu3anvoHHble  (QYHKIHMA 10 TPEHUHT
ceKperaps
8 AHanuTHYecKue byHKIMH 5
ceKpeTaps
Otuka cexperaps
10 TpynoycTpoiicTBO cekpeTapst 1
W ajanTaius K padorte
JK3aMeH 45
Utoro: 2 6 91 144

4.2. Temarnyeckuii ILUIAaH OCBOCHHS JAHUCIHHILIMHBI

AeSTeJIbHOCTH U BU/IbI CAMOCTOAATE/IbHOM (BHEAYIMTOPHOI1) padoThI

o BHAAM Y4eOHOI

HaunmeHoBaHue Coaepixkanue yueOHOro MaTepuajia ®opmu-
pa3aesioB U TeM (TeMbl, IepeYeHb PACKPbIBA€MbIX BOIIPOCOB): Oo0bem | pyemble
JICKIIMH, MPAKTHYeCKHe 3aHATHS (CEeMUHAapPBbI), yacoB/ | Komme-
HHIMBUAYAJbHbIE 3aHATHS, CAMOCTOSITeIbHAS padoTa 3.e. TeHUHH
o0yyalomuxcs, KypcoBasi padoTa (o Teme)
1 2 3 4
3cemecTp
Paznea 1. PoJib cexperaps B CTPYKTYpe YIPaBJICHHS.
Tema 1.1. Jlekiun: Beenenwme. Ilpeamer m 3amaum kypca. Llens u 1IK-17
Poab cekperapsi B | 3amaun  ydyeOHOro Kkypca. MecTto Kypca B CHCTEME 1IK-18
CTPYKTYpe npodeccnoHaTbHOTO 00y4YeHHs CTyeHTOB. Posb cexperaps 1IK-19
ylnpaBJieHHS. B COBPEMEHHOM YIPABJICHYECKOM armapare U B CTPYKType 1IK-20
CITy’)KOBbl TOKYMEHTALIMOHHOTO OOECIeueHHs yIpaBICHHUS. 5 1IK-25
Ucropust  cexpeTapckux CiIyx0 B JIOPEBOJIOIMOHHON I1IK-35
Poccun u B coBerckoe Bpemsa. Bospactanue 3HaueHHA
cekperapckoro obcnmyxuBanus B 1990-e roasl. [Tonroroska
npodeccuoHaNbHBIX cekperapeil B Poccun u 3a pyOGexxom.
HesarenbHocTh MEXIyHAPOAHON aCCOIMALIMM CEKPETAPEH.
IpakTuyeckue 3aHATUS (CEMUHAPDI):
CamocrosTenbHas pabora: M3ydyenue yuedbHOro MaTepuana 5
Paznea 2. Kareropuu cexperapeii u cucreMa Tpe0OBaHNH K HUM
Tema 2.1 Jlexnmu: Kateropunm cekperapel (cekperapb Ha 1IK-17
Karteropuu TenedoHe, JIMYHBIA CEKpeTapb, TEXHUYECKUU CEKpeTaph, 1IK-18
cekperapei u CeKpeTapb CTPYKTYPHOTO IOAPA3ACICHUs, CEKpeTapb- P 1IK-19
cucremMa pedepeHT, cekperapb KOJJIETHH, YYEHBIM CEKpeTaph). 1IK-20
TpedoBaHuii kK HUM | [IpuHIMIIUANBHBIE OTIMYMA OOS3aHHOCTEH CEKpeTaps | 1IK-25
cekperaps-pedepenta, cekperaps KOJUIETHH, YYEHOTO 1IK-35




cexperapsi. NHUIIMaTUBHOCTS, OpraHU30BaHHOCTb,
OTBETCTBEHHOCTb, NyHKTYaJIbHOCTh, HH()OPMUPOBAHHOCTD —
OCHOBHBIE JICJIOBBIE KadecTBa cekperapsa. PopMupoBaHue
KOMIIETEHTHOCTH.  J|0OpoXkenaTeabHOCTb,  CKPOMHOCTb,
AKKypaTHOCTD, Tpynomooue, SMOLMOHAJIbHAS
YPaBHOBEHICHHOCTh — BaXHEHINNE JINYHOCTHBIE KA4eCTBa,
HeoOXoauMble B pabore cekperaps. ba3oBble 3HaHMA
cekperaps-peepeHTa — KOMIBIOTEp, AEIONPOU3BOICTBO,
MAaIlIMHONUCh, HMHOCTPaHHBIM s3bIK. [IpodeccrnonanbHbie
3HaHUS W HaBblkU. KBamudukanuoHHble TpeOOBaHUS K
CeKpeTapsiM pa3Iu4HbIX KaTETOPUHN.

[IpakTrueckue 3aHaTHs (ceMuHaphl) KBamuduxarmoHHbIC
TpeOOBaHUSI K  CEKpeTapsM  pPa3IMYHBIX  KaTeropuit
(cexperapp Ha TenedoHE, IUUHBIN CEKpETaph, TEXHUUCCKUN
CEKpeTaph, CEKpPeTapb CTPYKTYPHOTO MOJAPA3JCICHUS,
cekperapb-pe()epeHT,  CeKpeTapb  KOJUICTHH,  YYCHBIN
ceKpeTapn). MexayHapoaHbie TpeOOBaHUS K TOIKHOCTH
cekperaps. OCHOBHBIE JIENIOBBIE KadyecTBa CEKpeTaps.
JlnaHOCTHBIE KauecTBa, HEOOXOMUMBIE B paboTe cekperapsl.
ba3oBbie 3HaHMS, YMEHUS CEKpeTapsi.

CamocrodrenbHas pabora M3ydyenne yueOHOro MaTepuana

Pa3nen 3 HopmaTtuBHo-MeTOoaM4Yeckas 0a3a 1eTeJIbHOCTH CeKpeTapsi.

Tema 3.1 Jlexumu: TpynoBoe npaso Poccuiickoit ®denepanuu 1IK-17

00 oxpaHe Tpyda, NpHEME U YBOJbHEHUH, 3aIIUTE 1IK-18
HopMmatusHo- MHTEPECOB U MpaB pabOTHUKA, IPEJOCTABICHUE OTITYCKOB U 1IK-19
MeToanueckasi 0a3a | nerot. Peanuzamusi npaB pOCCUUCKUX JKEHIIMH HAa TPYI B 1IK-20
AeATEeJIbHOCTH COBPEMEHHBIX YcloBUsAX. HopmaTtuBHO-MeToanyeckas 0a3a 1IK-25
cekpeTapsi. KBTI (UKAITHOHHBIX TpeboBaHUH K npodeccum. TIK-35

BHyTpuyupexaeHueckass periaMeHTalMsl  JIOJKHOCTHBIX

oOsi3anHOCTEN  cekperaps. [lopsgok ©  0coOEHHOCTH

pa3pabOTKM  JOJDKHOCTHBIX ~ MHCTPYKIMH  ceKkperapei

Pa3IMYHBIX KaTeropui. JJomKHOCTHON U YMCIEHHBIA COCTaB

NPUEMHON PYKOBOJIUTENS, pacipeesieHue o0s3aHHOCTel B

cekperapuatax. JIOJDKHOCTHOM  CTaTyC  PYKOBOJUTEIA

CEeKpeTapuaTa, OTHOUIEHMSI C  IOAYMHEHHBIMU U

HEMOAYUHEHHBIMH CTPYKTYPHBIMHM IOAPA3JCICHUSIMU U

JIOJDKHOCTHBIMU  jinuamu.  OOydvaromass ~ MHCTPYKLHUS

cekperapsi.

[IpakTuueckue 3aHsaTus  (ceMuHapbl) JIOMKHOCTHAs |

oOyuarolasi MHCTPYKIIMHU CeKpeTapsl.

CamocrosTenbHas pabora M3ydenue yueOHOTO MaTepraia

Pasznen 4 Opranusanus v ycjaoBusi padoThbl ceKpeTaps.
Tema 4.1. Jlekmmu: Opranmzanus paboyero Mecra cekperaps, 1IK-17
Opranusanus | xapakrepucTuka meOenu u 00OpyHOBaHUS, HEOOXOAMMBIX 1IK-18

U yCJOBHS PadOThl | TEXHUYECKUX CPENCTB, KAHUEISAPCKUX MPUHAIICKHOCTEH, 1IK-19
cekperaps. OPITEXHUKU. YCIOBUS TpyAa — OCBEIIEHHOCTh pabouero 1IK-20

MecTa, IIyM, TemIeparypa Bo3ayxa. Pexum Ttpyna wu TIK-25

orapixa. OCHOBHBIE TMpaBWJIA TEXHHWKU O€30MACHOCTH. IIK-35




HopMupoBanue Tpyaa — HOpPMbI BPEMEHHU Ha BBINOJIHEHHE
MalIMHOIUCHBIX, CTEHOTpa(pUUECKHUX,
JeTOTIPOU3BOACTBEHHBIX paboT. Pesxxum pabouero BpeMeHH.
CepxypouHasi pabora. OpraHu3allMOHHBIE TPHHIUIIBI
pacriopsiika AHA cekpetaps. [IpumepHbIii TuiaH pabodero
nHs. Hcnonp3oBaHWe KOMIIBIOTEpa Uil IUIAHUPOBAHHUSA
pabouero JHsl.

[IpakTrueckne  3aHsATUg  (cemuHapbl) [lmanmpoBaHue
pabodero THS cCEKpeTaps.

CamocrosTenbHas pabora M3ydenue yueOGHOTO MaTepraia

Paznen 5.

HenonpounsBoacrBeHHble QyHKIUMN CeKpeTapsi.

Tema S5.1.
Henonpoussoacree
HHbIE byHKun
cekperaps.

Jlekmuu:  cucrematusamus W TepBUYHAsS  oOpaboTka
JTOKYMEHTOB. [IpenBaputenbHOE paccMoTpeHHe,
perucTpanus U pacrnpeaeaeHue MoCTyMUBIINX JOKYMEHTOB.
[lepenaga nmoxkymeHTOB Ha wucnoiHeHue. KoHTpousb
(Texkymmii ¥ TmpenynpenutenbHbii). CHATHE TOKyMEHTa C
koHTpois. Co3ganme ©0a3pl  JaHHBIX O JIOKYMEHTax
VUpEeKIEHUSS W  HMHPOPMAIMOHHO-CIIpaBoyHas paboTa.
O6paGoTka M  OTHpaBKa  HMCXOIANIMX  JOKYMEHTOB.
CucremaTu3zaius J0KyMEHTOB U OpraHu3alus UX TEKYIEro
XpaHEHHUs. Homenkmarypa  pgen. TpeboBanus K
dbopmupoBaHHuIO nen, WX OQGOPMICHHUIO W XPaHEHHIO.
[ToaroroBka nen k apXxuBHOMY XpaHeHHt0. CpOKU XpaHECHUS
nokyMmeHToB. OdopmiieHne Aen A apXUBHOTO XpaHEHHS.
CocraBnenue omnucei. Cpgaya pgen B apXWB. 3alluTa
nHpopManuu B paboTte cexperaps ¢ KOHPHUACHIIMATbHBIMA
nokymeHntamu. OmpesielieHne cocTaBa KOH(HIEHIIMATBHBIX
JOKYMEHTOB, OpraHu3auus padoThl C HUMHU, UX yUeT.

IIpakTuueckue 3aHATUS (ceMuHapBbI): Ilonsarue
JOKYMEHTOO0OpOTa M TIPABHJIA €r0 OPraHU3aI1H.

CamocrosTenbHas pabora M3ydenue yueOHOTO MaTepraia

1IK-17
1IK-18
1IK-19
1IK-20
1IK-25
1IK-35

Pazngea 6.

AJIMMHUCTPaTUBHbIE (PYHKIMHU CEKpeTaps.

Tema 6.1.
AJIMUHHCTPATUBH
ble byHKun
cekperaps.

Jlekmmu:  Opranuzanmst pabodyero JHS PYKOBOJIUTEIS,
rpaduK HeAETbHOM pPabOThl, KOPPEKTHUPOBKA IUIAHOB.
CootHomienne  rpaduka  pabOTBl  PYKOBOJAMTENS U
cekperaps. AHalnM3 WTOrOB IUTAHUpPOBaHMS. [IpUHIMIIBI
OpraHu3aly MpHeMa Pa3JIUYHBIX KaTErOpHU MOCETUTENECH.
OcobeHHOCTH TpueMa KOMAaHJUPOBAHHBIX M JEJeTalfii.
[Ipuem rpakaaH 1mo JMYHBIM BOIIPOCaM KakK crielUpUUecKuii
BUJ TIpuemMa, 0cOOEHHOCTH opraHu3anuu. KommbioTepHbie
TEXHOJIOTUM B JI€ATENbHOCTH cekperaps. HWHTepHer —
s dhexkTrBHOE CPEICTBO COBPEMEHHOM JIEIIOBOM
koMMyHHKaIuu. [louck u pacnpocrtpanenue HHGoOpMaIu B
cetu MuTepHer. Mcnoab30BaHue 3JIEKTPOHHOM MOYTHL.

IIpakTryeckue 3ausTUd (CEMUHAPEL): PELIEHNE
CI/ITyaLII/IOHHBIX 3a1a4

CamocrosTensHas pabora: M3yuenne yaeOHOro Marepuana

1IK-17
1IK-18
1IK-19
1IK-20
1IK-25
1IK-35




Pa3znen 7.

OprannzanuoHHbie PyHKIHMHU ceKpeTaps.

Tema 7.1.
OpranusanuoHHbIE
GyHkunn
cekperapsi.

Jlekiu: OCOOGEHHOCTH TOJTOTOBKM JIEJOBBIX BCTpeY H
neperoBopoB pykooautens. I[lpaBuna BeaeHus AeI0BOM
Oecenpl. TUMBl COBEIMIAHWK W TpaBHUIAa WX MOITOTOBKHA W
opranuzanuu. CocrtaBieHne U OGOPMIICHHE MPOTPAMM,
3asiBOK, TOBeCTKHM JHSA. (OcCOoOEHHOCTH  OpraHU3aIHUH
3acejaHuil KOJUIETMaJbHBIX OpraHoB. J[OKyMeHTHpOBaHHE
coBemanui 1 3acemanuii.  Ilopspgok  cocraBieHus,
obopMIIeHUST H XpaHEHUs MPOTOKOJOB. (coOEHHOCTH
JTOKYMEHTUPOBAHHUS 3aCE€aHUN MOCTOSIHHO JAEHCTBYIOLIUX
KOJUIETHalIbHBIX opraHoB. [IpaBuiia ogopmiieHHs BBITUCKU
u3 mporokona. Ponab  cekperaps B OpraHu3auuu
KOMaHJIMPOBOK  pykoBoautensa. [Iporpamma  gemnoBoit
MOE3/IKK PYKOBOAUTES, 3HAUCHUE, CTPYKTYPa, COAEpKaHUE,
nopsiiok pa3padoTku. CepBucHBIE GYHKIIMH — OPTaHU3ALNS
Kode-nays3sl, pypuiera, IpueMoB.

[IpakTryeckue 3aHaTus (ceMunap): Opranu3anus u
00CITy’)KHBaHHE COBELIAHHH, IEPErOBOPOB, COOpaHUil.

CamocrosTensHas pabora: M3yuenne yueOHOro Marepuana

1IK-17
1IK-18
1IK-19
1IK-20
1IK-25
1IK-35

Pazngea 8.

AHaauTH4YeckHe QyHKIMH CeKpeTaps.

Tema 8.1.
AHaJIUTHYECKHE
byHkuun
cekperaps.

Jlekmmu: PaGoTa ¢ TekcTamMu ympaBIeHUYECKUX JOKYMEHTOB
IpPU COCTaBJICHUH OO30pPHBIX JOKYMEHTOB (JOKJIAJOB,
OTYETOB, BBICTYIUICHUM PYKOBOJUTES).
Kondunenmmansupie  cBepenus. [loaroroBka — TeKcTa,
pelaKkTHUpoBaHWEe, corylacoBanme. Pabora 1o  cOopy
uHdpopMaui — €€ IeJeBOe Ha3HAueHUe, CIOCOOBI
nmorydeHusi, 00paboTku u xpaneHus. OcoOEHHOCTH PabOTHI
C BCAOMCTBCHHBIMHM H3JaHHUAMMH, HYGHI/IKaI_[I/ISIMI/I B IIpecce,
CIICIMAILHOMN JTUTEPATYPOU.

[IpakTudeckne 3aHATUS  (cemuHaphl):  Pedepentckue
(GYHKIIMHU ceKpeTaps MOMOIIHUKA PYKOBOIUTEIIS.

CamocrogrenbHas padora: M3ydyeHue yueOHOro Marepuaa

1IK-17
1IK-18
1IK-19
1IK-20
1IK-25
1IK-35

Pa3zmen 9.

ITHKA ceKpeTapH.

Tema 9.1.
JTHKA ceKpeTaps.

Jexkmuu: [loHATHS <«OTHUKET», <«OTHKA», «CIYKEOHBIN
ATUKET». JTUYECKHE OCHOBHI B3aUMOOTHOIICHUN MEXKIY
pykoBoauTeneM u cekperapeM. Ciy:xeOHas cyOopauHAIIHS.
[IpaBuna BeneHus TenedOHHBIX IEPEroBOpoB. PeueBoit
aTukeT. JlokymeHTHpoBaHWE Tene(OHHBIX COOOIICHHH,
TenegoHorpamma, Teleke, TenerpaMmma. MUK cekperapst.
Bremnnii Bua cexperaps — oAekaa Ha Ciayk0e, J1eJI0BOM
CTHJIb, MakusK. [loAroTroBKa JOKYMEHTOB, BHU3HUTHBIX
KapTOYeK, OM3HEC-CyBEHUPOB.

[paktuyeckne 3ausatus: [IpodeccronanpHas dSTHKA H
JIEJIOBOM ATUKET CEKpeTapsl.

CamocrosTensHas pabora: M3yuenne yueOHOro Marepuaia

1IK-17
1IK-18
1IK-19
1IK-20
1IK-25
1IK-35

Pazpgea 10.

TpynoycTpoiicTBo cekperaps M agantanus K padore.

Tema 10.1
TpynoycrpoiicTBo
cekpeTaps u

Jleknmu:  CoBpeMeHHBIE  CHOCOOBI  TPYIOYCTpPOICTBA.
HampaBnenus moucka paboTel. Pestome — mopsnok
COCTABJIICHMSI W  HCHOJib30BaHUsl. PexomeHpaTesbHbIC

1IK-17
1IK-18
1IK-19
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ajanrauus K nucbma. CobeceoBaHNE U HHTEPBBIOWPOBAHKE NIPH MPHEME 1IK-20
pabore. Ha pabotry. TectupoBanme u cobecemoBaHUE Kak T1IK-25
COBpPEMEHHBIE METOJbl Moadopa mepcoHana. TpynoBoi 1IK-35
KOHTpakT. BBomHas Oecema B KaapoBOW CIIy)Oe U KpyT
JOJDKHOCTHBIX ~ 00si3aHHOCTEH.  VcmbITaTeNnbHBI  CPOK.
Ananrtanus Kk padore. Buasl amantanuu. O3HaAKOMIICHHE C
pabouumM  MecTOM. 3HAKOMCTBO C  PYKOBOJUTEIEM,
KOJUIeraMH, TeXHHYecKUM mepcoHanoM. llepsas Oecema c
pykoBonuteneM. Pexxum pabouero Bpemenu. CBepxXypoyHas 6
pabora. KopmopatuBHas  KyiabTypa W TpaJulUU.
QPUPMEHHBIN CTUIIb.

[IpakTrueckue 3anatus (ceMuHap): Pe3rome cekperapsi.

CamocrosTenbHas pabora: M3yuenne yaeOHOro MaTepuana

[TpumMepHast TeMaTHKa KypCcOBOI pabOThI

CamocTrosTenbHas paboTa 00yJaonmxcs HaJl KypcoBoil paboToi

BuJ HTOroBoro KOHTpoJIs (3a4er, sk3aMeH, AuddepeHnrpoBanHbIi 3a4eT) 45 9K3AMEH

BCEI'O: 144

5. OBPA3OBATEJIBHBIE TEXHOJIOI' TN

B coorBerctBun ¢ TtpeboBanmsmMu PI'OC BO 1o HampaBieHUIO IMOATOTOBKH
«JloKyMEHTOBEICHUE W AapXMBOBEACHHE» peau3alus KOMIIETEHTHOCTHOTO IOJX0/4a
IpeayCMaTpUBaeT IIHPOKOE HCIIOJIb30BaHWE B YYCOHOM Mpolecce AaKTUBHBIX U
MHTEPAKTUBHBIX (DOPM IIPOBEIACHUS 3aHITHIA.

CtpykTypa U cojepKaHue Kypca MpPEAnoJiaraloT aKTUBHYIO HHTEJUICKTYyaIbHYIO
KOMMYHHUKAaTHUBHYIO JESATEIbHOCTh CTyAeHTOB. Kypc BBICTpOEH TakuM 00pa3oMm, 4TOOBI
o0ecrneynTh Pa3BUTUE COOTBETCTBYIOIIMX NPO(PECCHOHATBLHBIX KadyeCTB Y CTYIEHTOB.
Kypc nekunuii, ceMHUHApCKMe M TMPAKTUYECKUE 3aHATUSI OTIMYAIOTCS YCTAaHOBKOM Ha
CO3/IaHUE TAPTHEPCKUX OTHOIIEHUM, YTO HAXOJUT OTpPaX€HHWE B METOJax OOyYCHHUS.
[IpuopuTeTHEIMU MeETOJaMU OOYUYCHHMs SIBISIOTCS aKmMueHvle Memoowvl, THE TJIaBHOE
BHUMAaHUE YACISIETCS MPAKTUIECKOM OTpaOOTKE 3HAHUN, YMEHUM U HABBIKOB.

Jlekyuonnwvie 3anamus TPEANOAraloT MpeaBapUTENIbHYIO0 MOATOTOBKY, CBA3aHHYIO C
OCMBICIICHUEM 3asBJICHHBIX NPOOJIEM, W HE HCKIIOYAIOT JHAJIOTHYECKOro OOIICHUS
CTYJEHTOB C IIpEIojiaBaTeIeM.

Ha cemunapcxkux 3amsamusix WCIONB3YIOTCS COBPEMEHHBIE METOJbI OOydYeHUS -
JIEJIOBBIC WTPBI, MUHU-KOH(PEPEHIINN, TUCKYCCUH, IMO3BOJISIONIME M30€KaTh IACCHBHOIO
BOCHIpUATHS HMHOOPMAlMK W MAaKCHMAJIbHO HCIIOJIb30BaTh TBOPUYECKUN ITOTEHIIHAI
CTYJICHTOB.

6. OHLEHOYHBIE CPEACTBA i1 TEKYHIEI'O KOHTPOJIA
YCIIEBAEMOCTHU U TIPOMEXKXYTOYHOU ATTECTALIUN

6.1. KoHTpoJIb OCBOCHUS TUCUMIIJIMHBI
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KOHTpOJIb OCBOCHUS AMCHMIUIMHBI IPOU3BOAMUTCS B COOTBETCTBHH ¢ IlonoxeHueM o
IIPOBEJICHUHA TEKYIIETO KOHTPOJS YCIEBAEMOCTM M INPOMEXKYTOYHOM aTTecTaluuu
ctyneatoB ®I'bOY BO «KpacHogapckuil rocyqapCTBEHHBIM HHCTHTYT KYJIBTYPbD».
IIporpaMmMoil AUCUMILIMHBI B LEJIAX IPOBEPKHM IIPOYHOCTH YCBOECHHUS MarepHalia
IpelycMaTpUBaETCs MPOBEACHHUE Pa3IMUHBIX (OPM KOHTPOJIS.

Texywuti xoumponb YCIEBAEMOCTH CTYACHTOB IO JUCUUIUIMHE IPOU3BOJUTCS B
cnenyromux Ghopmax:

- OUEHKH, BBICTABISIEMBIE CTYAEHTAaM Ha CEMHHAapax 3a OTBEThl Ha BOMPOCHI,
COJZIEpIKaIlIMECS B IJJAHAX CEMUHAPCKUX U IPAKTUYECKUX 3aHITUH.

Pybeoicnviti  konmpons TpenycMaTpuBaeT OLEHKY 3HAHUM, yYMEHHM W HaBBIKOB
CTYJACHTOB MO MPOWJEHHOMY MaTepHaly MO JaHHOW NHUCUUIUIMHE Ha OCHOBE TEKYIIHUX
OLICHOK, MOJIYY€HHBIX UMHU Ha 3aHATHSIX 3a BCE BUIBI paboT. B xome pyOeKHOro KOHTPOIsS
HCIIOJIb3YIOTCS CJIEIYIOIINE METO bl OLEHKH 3HAHUM:

¢ YCTHBIEC OTBET;

¢ TpaKTHUECKHE PabOTHI;

Ipomedsicymounwiil Konmpoasb TIO pe3yJibTaTaM CEMECTpa MO AUCHUIUIMHE MPOXOIUT B
dhopme 3auéra (9K3aMeHa).

6.2. OneHouHbIE CpeACTBA

6.2.1. IIpumepsbl TECTOBBIX 3aaHUI (CUTyalHid)
IIpakTnueckoe 3ansatue 1. J[osxHOoCTHAsE HW  00y4YawIas MHCTPYKUMH
cekperapsi-pedepeHTa.

Llenv 3amamusa: W3ydeHUE METOJUKH COCTaBIEHUS, MoOpsaka oGOopMIICHUS,
COIVIACOBAHMUSI M YTBEPKICHUSA JOJDKHOCTHBIX MHCTPYKLHM CEKPETApCKOTO NEPCOHAa,
MpruoOpETEHUE HABBIKOB COCTABJICHHS TIOJDKHOCTHON MHCTPYKIIMH CEKPETapsl.

B pe3ynbTate BBINOTHEHUS 3aJaHUS NMPAKTUYECKOTO 3aHATHUSL CTYAEHTBI JOJIKHBI:
3HaTh Ha3HAUY€HUE, TMOPSAIOK COCTaBlEHUS, O(OpPMIIEHHUS, CTPYKTypy U COCTaB
uH(pOpPMaLlUU JTOJDKHOCTHOM HHCTPYKLHU CEKpeTapsi; YMETb COCTABHUTH JOJKHOCTHBIE
MHCTPYKLUU PA3JTMYHBIX KATETOPUI CEKPETAPCKOro MEpCOHaNa.

3aoanue:
1. CpaBHUTH KBAIM(PHKAITMOHHBIC TPEOOBAHMS PA3TMYHBIX KaTETOPHI CEKpPETapeH.

2. Pa3paborarb JOHKHOCTHYIO MHCTPYKLIMIO B 3aBUCHUMOCTH OT KaTerOpHH
cekperapsi.

3. UByunTh 00y4arouyro HHCTPYKIIUIO ISl CEKpETaps.
IIpakTuyeckoe 3anusitue 2. [lnanupoBanne pabo4ero JHs ceKpeTaps.

Llenv 3anamus: W3ydeHUE TPUHIUIIOB PAIMOHAIBHOIO IJIAHUPOBaHUS paboyero
BPEMEHH CEKpeTaps; 3aBHCHUMOCTH pabouyero IHS CeKpeTaps OT IUlaHa padodero JTHS
PYKOBOIUTEIIS; MPUOOPETEHUE HABBIKOB COCTABIICHUS Tpaduka pabodero JHS CEeKpeTaps.

B pe3ynbTaTe BBINOJHEHUS 3a1aHUsI IPAKTHYECKOT0 3aHATUS CTYAEHTBI JOJIKHBL:

® 3HAThb Ha3HAyY€HUE, TOPSJIOK pa3pabOTKU, COTJIACOBAHUSA, YTBEPXKICHHS,

CTPYKTYpPY U cocTaB uHpopmaliuu rpaduka pabodero JIHs CEKpeTaps;
12



® palMOHAIBLHO MJIAHUPOBATh PadOUMil I€Hb CEKpETapPS;

e 3Hath HOT B pabGote cexpeTaps;

® yMETh COCTABUTH IJIaH PabOYEro AHS CEeKpeTaps.

3aoanue: CoctaButh rpaduk paboyero Hs cekperapsi-pedepeHTa pyKoOBOIUTEIS.

IIpakTuueckoe 3ansaTue 3. Pedepenrckue QyHKIMU ceKpeTapsi PyKOBOIMTEJIsA
OpPraHu3anuu.

Llenv 3amamus: W3ydyeHUE METOJUKM TIOMCKA, CHCTEMaTu3alud, oO0pabOTKU
uH(opMaIuu, HEOOXOJUMON PYKOBOJMTENIO OpraHU3alii; MPUOOPETEHUE HABHIKOB
CUCTEMaTHU3AINH B 00pabOTKU JOKYMEHTHOM WH(OPMAITUH.

B PE3YJIbTATC BLINOJHCHUS 3adaHUs IIPAKTUICCKOTO 3aHATHUA CTYACHTBI NOJI’KHBI:

e 3HAaTh Ha3HAUYEHHUE, METOJIUKY BEICHHS U HCIOJIb30BAHUS CPEICTB XpaHEHHS U
nouicka WHQPOPMAIMU: TJIOCKHX OOO3pUMBIX  KAapTOTEK, CPEACTB BU3YAJIbHOTO
OTOOpaKEHUSI CTPOUYHOM UH(pOPMAIUY;

® 3HaTh METOAMKY U YMETh BECTH «IEPCOHAIMU» JEJNOBbIX MapTHEPOB
OpraHu3aluy;

® yMETh PE€JAaKTUPOBAThH yNPABICHUYECKHE TOKYMEHTHI;

® 3HATh MPUEMBI U YMETh aHHOTHPOBATh U peepUPOBATh HUCTOUHUKH.

3aoanue:

1. CdopmupoBats MHDOPMAIMOHHYIO TOAOOPKY O JIEIOBOM IapTHEpE
OpraHHU3aLNH.

2. CrpoekTupoBaTh CHCTEMY BHU3YaJbHOTO OTOOPAXKEHUS CTPOYHOM
uH(popMauu.

3. CocTaBUTh aHHOTALMIO HOPMATUBHO-METOAUYECKOTO JOKYMEHTA.

4. Ha ocHoBe npe/yioKeHHBIX aJTOPUTMOB COCTaBUTh pedepaT CTaThU.

3. CocTaBUTh CHMCOK CHPABOYHBIX M3JAaHUM, HEOOXOAUMBIX Ui pabOThI
cekperaps.

IIpakTnueckoe 3anstTue 4. Pesrome cekperaps.

Llenv 3anamus: N3y4eHne METOJUKU U IPUOOPETEHNE HABBIKOB COCTABIICHUS pPE3toMe
CEKpEeTapCKOro NepPCOHAA.

[Ipu cocrtaBieHuu pe3omMe 00paTUTh 0COOOE€ BHUMAHUE HA JIMYHBIE KAayecTBa U
HegocTaTku. IIpaBuibHO omucaTh MpexHUe MecTta padoThl U NMPUYHMHBI YBOJIbHEHHS. B
pe3roMe CIeNaTh aKIeHT Ha Ballld JTy4lIue KayecTBa.

B pe3ynbTaTe BhINOJHEHUS 3a1aHUs] PAKTUYECKOT0 3aHATHS CTYACHTBI JOJIKHBI:

® 3HATh HAa3HAUYEHHUE, NOPSAOK COCTABIIECHUS, CTPYKTYpy U COCTaB HH(popmanuu
pe3rome;

® YMEThb COCTaBUTh PE3IOME.

3adanue: CoCTaBUTh pE3IOME COMCKATeNsl JOJDKHOCTH CeKpeTaps-pedepeHTa WiH
CeKpeTaps-NOMOLTHUKA PYKOBOJUTENS OpraHU3ALHH.

6.2.2. KoHTpOJIbHBIE BONIPOCHI A5l IPOBEICHUS TEKYILero KOHTPOJIA
Kaxkue paznensl COaepKUT TOJKHOCTHASI UHCTPYKLIUS?
Kakue 10KyMeHTBI OTHOCATCS K MHPOPMALMOHHO-CIIPABOYHBIM?
KakoBbl 0COOCHHOCTH HAMMKUCAHUS TEKCTA TEIErPaMMBbI?
Uro Takoe akcorpamma?

P
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14.
15.
16.
17.
18.
19.
20.

21

29.
30.

. [lepeuncnure TpeGoBaHusl, MPEABIBISEMbIE K COCTABICHUIO TEKCTA Tee(aKCHBIX COOOLICHHIA.
32.

31

33.
34.
35.

36.
37.

38.
39.
40.

WX N R WD =

KakoBbI peKBU3UTHI TETETPAMMBI?

Jaiite onpeseneHne MOHATUS «TOKYMEHTOO000pOT».

HazoBuTe ocHOBHBIE onepaiuu npoiecca 00paboTKHU BXOIAUINX JOKYMEHTOB.
HazoBuTe ocHOBHBIE omepaiuy mporecca 00padoTKH UCXOIAIINX JOKYMEHTOB.
Kakum 06pa3omM ocyIiecTBiISeTCs pETUCTPALlUs BXOIAIINX JOKYMEHTOB?

. [lalite onpeneneHne NOHATUSA «UCXOAAIMNA TOKYMEHT»
11.
12.
13.

HazoBuTe OCHOBHBIE ATalbl MOATOTOBKH UCXOSIINX JOKYMEHTOB.

Kakue ucxonsime TOKyMeHTHI 0)OPMIISIOTCS B OTHOM dK3eMILIsipe?

Kakue nanHbie 00 HCXonsmieM IOKYMEHTE 3alMCHIBAIOTCS B JKYpPHAJl PETUCTPAIlUU HCXOISIINX
JIOKYMEHTOB?

KeMm noanuceiBaroTcst HCXOASAIIME JOKYMEHTHI?

HazoBuTe 0CHOBHBIE ATaIbl MPOIEcca MOATOTOBKH 1 0(OPMIICHHSI BHYTPEHHHUX JTOKYMEHTOB.
Kaxk opranusyercs paboTa ¢ BHyTpEHHUMHU JOKYMEHTAMH Ha 3TAre UX UCIIOTHEHUS?

Kaxkue onepainuu BkIIto4aeT mpoiecc KOHTPOJIsI UCTIOHEHHUS IOKyMeHTa?

Kak ycranaBimBaroTCsi THTIOBBIE CPOKH UCITOJTHEHHS IOKYMEHTOB?

Kak ycranaBnuBaroTcst ”HANBUYaTbHbBIE CPOKH UCTIOTHEHUS TOKYMEHTOB?

JlaiiTe onpeneneHne MOHATHS «HOMEHKIIaTypa ei». Ha3oBuTe BUIBI HOMEHKIIATYD JIeTI.

. KTo pa3pabarpiBaeT THIIOBBIC M TPUMEPHBIC HOMEHKIATYPHI fen1? KeM oHu yTBepKIatoTcs?
22.
23.
24.
25.
26.
27.
28.

B Tedyenue kakoro cpoka JeHCTBYET YTBEPKACHHAS HOMEHKJIATypa A€ OpraHu3alum?

B yem cyTh nporecca popmupoBaHus aen?

[To xakuM mpU3HAKaM MOTYT IPYIIUPOBATHCS JOKYMEHTHI B Aesna’?

B xaxoii MOCJICA0BATCIIbHOCTU OOJIKHBI pacnojiaratbCsa JOKYMCHTBI B ;[ene?

JInst KakuX J1e71 COCTaBIAETCS BHYTPEHHSISI ONUCH?

HazoBuTe 0CHOBHBIE ATarbl PA0OTHI IO MOATOTOBKE JOKYMEHTOB K QpXUBHOMY XpaHEHUIO?

Kakue 30HbI BKIIIOUAeT OTIENbHOE MOMEIIeHHe pabouero Mmecra pykopoautens? KakoBo Ha3HaueHue
KaXXJI0M U3 HUX?

[lepeuncnure cpencTBa ocHaUIeHHUs paboyero MecTa pyKOBOAUTEIIS.

HazoBure ocHOBHEIE ImpaBujia COCTAaBJICHUS JCJIOBOIO IMHUCbMa.

HazoBure mnpenmymiectBa TeneOHHOW CBS3M 1O CPAaBHEHUIO C MHCHMEHHBIMH CpPEICTBAMHU
KOMMYHHKAIUH.

[Tepeuncnure hakTopsl, 0OECIIEUNBAIOIIUE PATMOHATEHOE TeIePOHHOE O0IIEeHNE.

[lepeuncnure 00A3aHHOCTHU CEKpeTaps B MpoIiecce MprueMa MoCeTUTeNe.

Ha3zoBute mpaBmiia BeIeHHs CIYy:KEOHOTO Tene(OHHOrO pasroBopa B TEX CIydasx, KOTJa 3BOHST
PYKOBOJUTEIIO; KOTAa 3BOHUT CEKPETAph.

Kakux mpaBui cienyer npuaepKuBaThCsl CEKpeTapro Mpu nepeaade TenedoHorpaMmmb?

KaxkoBa poinb cexpeTaps B mpoliecce NOArOTOBKY U MPOBEACHHUS MJIAHOBBIX COBEIIAHUMN, OTIEpPAaTUBHBIX
COBEIaHuii?

Kak ocymiecTBisieTcst moAroTOBKa U OpraHU3alus AeIOBBIX MOE3/10K PYKOBOAUTENS?

KaxoBbl 00513aHHOCTH ceKpeTapsi BO BpeMsl OTCYTCTBUS PYKOBOIAUTEIS?

HazoBute TpeGoBanus, MpeabsIBIsIEMbIC K IETOBOM peUHn.

6.2.3. TemaTuka 3cce, pepeparoB, npe3eHTALUI
Poinb 1 MecTO cekpeTraps B yIpaBIeHUECKOW CTPYKType OpraHu3alliu.
Hcropus cexperapckoii ciryx0b1 B Poccun.
ITpodeccus cexperaps Ha COBPEMEHHOM PhIHKE TPYAA.
CoBpeMeHHass HOPMaTHBHO-METOIMYECKast 6a3a, peraaMeHTHPYIOIast JesITeIbHOCTh CeKpeTapsl.
[TpodeccronanbHble HABBIKU, 00S3aHHOCTU M (PYHKIIUHN CEKpEeTapsl.
JIoMmKHOCTHBIE 005I3aHHOCTH CceKpeTapsi-pedepeHTa (Ha mpuMepe KaKou-Tu00 opraHu3aiiumn).
KoMMyHUKaIIMOHHBIE acTIEKTHI ICSTEIBHOCTH CEKpeTapsi.
Bunpl mpuema nocernTenei, MpoOBOIUMBIX PYKOBOJIUTEIEM H CEKPETAPEM.
beznokymeHTHOE 00CTyKMBaHUE B pabOTe CeKpeTapsl.
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10.
11.
12.
13.

14.
15.
16.
17.

18.
19.
20.

Kynbrypa nenoBoro obmienus B mpodeccuoHalIbHOMN NeATeIbHOCTH CEKpeTapsl.

[Tpo6nembl MIIaHUPOBAHUS M OPTraHU3aLUU pabOvero JHS CEKpeTaps.

[Tpodeccus cekperapsi — reHIESPHBINA aCIICKT.

XapaKkTepUCTUKA COBPEMEHHBIX TEXHUYECKUX CPEICTB U MPOTrPaMMHBIX IPOAYKTOB, UCIIOIb3YEMBIX
B JICSITENIbHOCTH CEKpeTaps.

WutepHer B paboTte cekpeTapsi.

Ponb cekperaps B opraHu3zaiuu JOKYMEHTO000pOTa NPEAIpUITHUS.

Mcnonp30BaHue CIpaBOYHO-TIOMCKOBBIX CUCTEM B paboTe CeKpeTaps.
OpranuzallioHHO-MHGOPMAIIMOHHOE ObOecreyeHne JesITeNbHOCTH pPYKOBOAUTENS KaKk OCHOBa
CEKPEeTapCKOi pabOTHI.

Opranu3zalvoHHbIE M TEXHUYECKHE MTPOOIEMbI MOATOTOBKU KPYITHBIX COBEILIAaHUH.

[ToBenenue cexperaps B KOHGIUKTHOW CUTYAIHH.

OcobeHHOCTH JIENOBBIX KyJIbTYp 3amana u Bocroka.

6.2.4. Bonpocshl Kk 3a4eTy N0 JUCHMUILIIMHE
1. Ponmp wm 3HaueHwe cekperaps-pedepeHTa B CTPYKTYpe JOKYMEHTAIMOHHOTO OOecreyeHHs
yIIpaBJICHUS.
[TpodeccnonanpHas MOATOTOBKA CEKPETAPE: OTEUECTBEHHBIN 1 3apyOEIKHBIN OTIBIT.
Kareropun cekperapeii (cekperapp Ha TenedoHe, JUYHBII CeKpeTapb, TEXHHUECKUI CeKpeTaps,
CeKpeTaph CTPYKTYpHOTO TIOJpa3esieHusl, CeKpeTapb-peepeHT, CeKpeTapbh KOJUICTHH, YYCHBIH
CeKpeTaphb): 001asi XapaKTepHCTUKA.
[MpodeccronanbHbie TPEOOBaHHS, IPEABIBISEMBIE K KATETOPHSIM CEKPETAPEH.
JInuHOCTHBIE KauecTBa ceKpeTapsi-pedepeHTa.
HopmatuBHO-MeTomnueckas 6a3a paboThl ceKpeTapsi.
JIOJDKHOCTHASI HHCTPYKIIHS CEKpeTapsl.
TexHomnorus opranuzanuu opuca: 000pyIOBaHUS, U3AMH, TEXHUYECKHE CPEICTBA.
Opranuzanus 1 000pyoBaHHE pabOYero MecTa CeKpeTapsl.

. I[InanmpoBaHue, pacnpeesiecHue ¥ HCITOJIb30BaHHE Pabodero BpeMEHH CeKpeTapsl.
. Ananranus cekperaps K padbore.

. KommerorepHsie TexHONMOTHH U IHTEpHET B IEATEILHOCTH CEKpETapsl.

. IloHsTHE MTOKYMEHTOOOOPOTA, TIPABHUIIA €T0 OPTAHU3AIIHH.

. IIpuem 1 06paboTKa BXOAAMIUX JOKYMEHTOB.

Pacnipenenenue u perucrpanus, KOHTPOJIb 32 UCIIOJHEHUEM JOKYMEHTOB.

. OOpaboTka memn AJis MOCIeAYIOMEro XpaHEHUSI.

. dopmupoBaHue Iei.

. Homenkunarypa gen.

. Opranuzanus cexperapem npuemMa noceTuTese, IpoBeieHIe JeOBbIX Oece].
. Kynberypa cimyxeOHOro TenedoHHOTO pa3roBopa.

. Tenedponorpamma, Tenerpamma, Tenepaxc.

. Buzbl mpon3BOACTBEHHBIX COBEIIAHUH.

. Opranuzanus u 006cay)kKMBaHNE TIEPETOBOPOB, COBEIIAHUIN U TPE3CHTAIHA.

. IloaroroBka cexkperapeM KOMaHAUPOBOK PYKOBOJIUTEIS.

. Pabota ¢ nenoBoii nnpopmanueit. MeTouka u alropuT™Mbl peQeprupoBaHHUsL.

. OcHoBbI TpohecCuOHANBHOM 3TUKHU U IETIOBOTO ATHKETa B paboTe cexpeTapsl.
. Umux cexperapst: TpeOOBaHUA K BHEIIHEMY BUAY, KYJIbTypa MOBEACHUS U OOILICHHS.
. BusuTHBIE KapTOUYKHU U MpaBUiIa UX BEACHHUS.

. TpynoyctpoiicTBO cekpeTapsi, COCTaBJICHUE JTUYHOTO PE3IOME.

6.2.5. Borpochl Kk 3K3aMeHy 10 IMCHUILIMHE (He npeocMompeno)

6.2.6. IlpumepHasi TeMaTHKA KyYPCOBBIX PA0OT ( 1e npedycmompeno).
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7. YYEBHO-METOJINYECKOE n NHOOPMALNOHHOE

OBECMEYEHUE JUCHUTIIMHBI (MOIY.JIST)

7.1. OcHOBHAasI JIUTEpaTypa

. IlerpoBa, FO.A. IIpodeccus - cexperaps [Dnekrponusiii pecypc] / FO. A. Ilerpora ; FO.A. Ilerposa. -
M.

: U3n. nom "PaBHoBecue", 2010. - 1 35eKTpoH. ONT. AUCK.

. bacakoB, M.U. JlenonpousBoacto. [JlokymeHTanmoHHOE obOecrieueHue ympasieHus| [Tekct]
yue6.: [CIIO]: [rpud MO] / M. U. bacakos, O.W. 3ambikoBa. - 14-e u3n, nepepad. - Pocto w/]l :
®ennkc, 2014. - 375 c. - (Cpennee npodeccuonansHoe obpazoBanue). - [ISBN 978-5-222-23063-3

. MakapsrueB, M. I'. Opranuzanuonnas aesrensHocTh [Tekct]| : yue0. / M. I'. Makapsrues, E. B. 3yes.
- M. : Akagemus, 2016. - 189 c. - ISBN 978-5-4468-0986-8

10.
11.

12.
13.
14.
15.
16.
17.
18.
19.

20.

7.2. JlonoJiHUTe/IbHASA JIUTEPATypa

. beikoBa T.A. IloaroroBka JOKyMEHTOB K TOCIEAYIOUIEMY XPAaHEHHMIO M HCIOJIB30BaHMIO: Y4eOHO-

MeToauueckoe mocodue/ T.A. beikoBa, O.B.Mocsaruna. — M.: MUDU, 1996. — 68c.

. beikoBa T.A. IloaroroBka coBemuianuii u 3aceanuii: npaxt. nmocoodue /T.A. brikoBa, T.B. Ky3nemnosa. -

M.,2000. — 60c.

. Becenos I1.B. Ilpodeccus — cexperaps/ I1.B. Becenos. — M., 1994.
. 'amumosa E.f.CnpaBounsnii ammapat pedepenta: YueOHoe mocodue. - M3n.2-e, mepepad. u gorm. /

E.A. Namumosa, H.I'. lep6a.- Kpacuoaap, 2001.-144c.

. TOCT 6.30-2003: VYCJ/. VYuuduxanmoHHas cHUCTeMa OPTraHU3aMOHHO-PACIIOPSIAUTEIBHON

JOKyMeHTauu. TpeboBaHus K 0opopMIIEHUIO TOKyMeHTOB. — M.: M31-Bo cTangapTos, 2004.

. TOCT P 51141-98: Jlenonpou3BOACTBO U apXUBHOE Aei0: Tepmunbl U onpeaeneHus. - M.,1998.
. Jlenonpoun3BoaCcTBO: 00pa3lbl, JOKYMEHTBI, OpraHU3alMs M TEXHOJOTHUs pabOThl C y4eTOM HOBOTO

I'OCT P 6.30-2003 «YHUGUIUPOBAHHBIE CUCTEMBI IOKYMEHTAIIUH. ...». — 2-€ U3]., Iepepad. u JOI. —
M.: Ilpocnekt, 2004. — 456¢.

. KBanudukanmoHHplli CIPaBOYHUK JTOJDKHOCTEH PYKOBOJIUTENEH, CIEIUATUCTOB W WHBIX CIYKAIIUX

/UBHT Muntpyaa Poccuiickoit ®enepanuu. — M., 2004. — 348c.
KontynoBa M.B. 3wk u nenoBoe oOmienue: HopMmel, puTopuka, STUKET: yued. mocodue st By30B/
M.B. KontynoBa. — M.: DxoHomuueckas nureparypa, 2002. — 288c.
Ky3un ®.A. Kynerypa nenoBoro obmienust/ @.A. Kyzun. — M., 1997.
Kysnenos C.JI. [lenonpon3BoacTBo Ha KommbioTepe. 3-¢ u3n., uct. u gon/ C.JI. Ky3ueuos. - M.:
3AO0 «bm3aec-mxona "Uuten-Cunares"», 2000.
Kysnenoa T.B. [enompousBonactBo (JlokymeHTanmonHoe obOecneuenue ympasienus)/ T.B.
Kysnenona.- M.: 3A0 «buznec-mkona Muaten-Cunresn, 2002, — 256¢.
Onkok /1. Yuurecs paborats cekperapem: PykoBoncTtBo 1 meHemxkepa /J1. Onkok— M.: ®dunnpecc,
1998. — 96c¢.
Opranuzanusi CeKpeTapckoro oocimyxuBanus: yued. nmocodue mns crynentos / CI'CIY. - Caparos,
2006. - 80 c.
CankoB B.B. HMHdopmanuoHHBIE TEXHOJIOTMH M KOMIBIOTEPH3AIMs JAEJIONPOU3BOACTBA: y4eOl.
nocobue ny1st Hay. po(d. oOpazoBanus. - 4-¢ uz., crepeorun/ B.B. Cankos. - M.: Axanemus, 2008. -
288 c.
ConosneB D.4. CoBpemennsiit atukeT. Jlenmosoit mpotokosn/ 3.5 ConoBres.- M., 2003.
CrnipaBouHUK 110 J1€710BOM nepenucke.- M.: Mexxperuoncepsuc,. 1996.-362c.
CrenrokoB M.B. Cekperapckoe aeno/ M.B. Crentokos. — M.: IIpuop, 2001. — 192c.
TeneoHHBI pa3roBop ¢ MHOCTPAaHHBIM MAPTHEPOM: CIIPaB. MOCOOHME AJIsi YCIELIHOTO JIEJIOBOTO
obmenus / coct. I'. [lepmmn u ap. - CII6.,1996.
[eitnoB B.I1. Cekpetaps: Cexpersl npodeccun/ B.I1. eiinos. — M., 2002. — 128c.
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21. Dumukmoneaus cexperaps / B.W. AnapeeBa, T.A. beikoa, JI.M. BsioBa u np. — M.: MII®SP, 2004.

22. Duuuknonenus oguca. IIpakTuueckoe pykoBoacTBO ansi cekperaps / coct. Cambikuna W.B. —
M.:BMHOM, 1995. — 305c.

23. Ilerunckas H.b. AnanTamus cTyI€HTOB C OTPaHUYEHHBIMH BO3MOXHOCTSIMHU 3[10POBBS K YCIOBUSIM
o0y4yeHMs B By3€ KyJbTypbl: MeToauueckue pekoMeHJalMu Juid npenojaBaTeneil. — KpacHonap:
KT'UK, 2016. - 42 c.

24. llernnckas H.b. Pa3BuTHe KOMMYHUKATHUBHONW KOMIIETEHTHOCTH CTYJEHTOB C OrpaHUYCHHBIMHU
BO3MOXXHOCTSIMHU 370pOBbsi: Mertoauueckue pexomeHnauuu ans cryiaeHToB. — Kpacnonap: KI'UK,
2016. 28 c.

25. Pycekun B.M. CoumokynbTypHas peaOHIuTanus CTYJCHTOB-WMHBAIMIOB CPEICTBAMH HCKYCCTBa B
MpoIEecce MeAarornyecko nesrenbHocTu: Metonuueckue pekomenganuu. — Kpacnomap: KIUK,
2016.-22 c.

7.3.1lepuoanyecKkue U31aHUsA
Jenonpon3BoicTBO

Cexkpetapckoe €10

Cexkpetapb-pedepeHT

CripaBoYHUK ceKkpeTaps U opuc-MeHeKepa
YnpasieHue nepcoHaioM

7.4. UnTepHeT-pecypcehl
http://www.termika.ru/
http://www.top-personal.ru/
http://www.rusarchives.ru/ «ApxuBsl Poccuny;
http://sekretarskoe-delo.ru/
http://www.profiz.ru/sr
http://sekretar-info.ru/
http://www.sekretary.net/
http://cde.osu.ru/demoversion/course139/3 1html
http://www.bibliotekar.ru/biznes-60/index.htm

DN B D=

7.5. MeToauuyeckue yKa3aHUus ¥ MATEPUAJIbI 10 BUAAM 3aHATHH

JUis TOATOTOBKM K 3aHSATHSIM PEKOMEHIYEeM HCIOJIb30BaTh AIIEKTPOHHYIO 0a3y
JAHHBIX II0 JOKYMEHTOBEACHHUIO M JOKYMEHTOBEIUECKHMM MCCIEAOBAaHUAM, KOTOpas
COJIEP/KUT METONMYECKHE MaTepuasbl 10 IMOArOTOBKE K CEMMHAPCKHUM, NPAKTUYECKUM
3aHATUAM, 3a4eTy, Pa3pabOTKe Iiaoccapusi, MOArOTOBKE BUACOMPE3CHTALINA, BEITOTHEHUIO
APYTUX 3aJaHui 33JaHUi B paMKax CaMOCTOSITENIbHOM paboThl . A TakKe JJIEKTPOHHbBIE
SHUMKJIONEANH TI0 IEITONPOU3BOJACTBY U ApXUBOBEICHUIO
st camocToATenbHOM pabOThl, TMOJATOTOBKE MPAKTUYECKUX (CEMUHAPCKUX) 3aHATHM,
MOATOTOBKE K TECTOBBIM HCIBITAaHUSAM, a TaKXke IJis HalucaHus 3cce, pedepaTos,
Hay4HBIX JTOKJIAJIOB PEKOMEHAYETCS CIEAYIOIICE:

JInsi TONrOTOBKM K TMEPEYMCICHHBIM BHJAaM paldOT MNpPeayCMOTPEHBbI 3ajaHus,
Pa3BUBAIOIIME HABBIKM CAaMOCTOSITEJIbHOIO AHAIW3a W OCMBICICHHS MPEIIOKEHHBIX
npobdiemM u TeMm. i1 OCBOGHHS TPEMJIOKEHHBIX TEM, CTyA€HTaM HeOoO0XOAUMO
O3HAaKOMHTBCSI C MPEAJIOKEHHON JUTepaTypod, BbIOpaTh HEOOXOAMMBIE HCTOYHUKH,
COCTaBUTh IUJIaH NpeacTosAleil paborel. s pedepupoBaHHs HCTOYHUKOB CTYACHTY
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http://www.termika.ru/
http://www.top-personal.ru/
http://www.rusarchives.ru/
http://sekretarskoe-delo.ru/
http://www.profiz.ru/sr
http://sekretar-info.ru/magazine-articles/
http://www.sekretary.net/
http://cde.osu.ru/demoversion/course139/3_1html
http://www.bibliotekar.ru/biznes-60/index.htm

HEOOXOMMO O3HAKOMUTBCA C TEKCTOM, CHeNaTh HEO0OXOAMMble BBINMHMCKH, LUTATHI,
COOTBETCTBYIOIIME TJIABHOW mMpoOJieMe WCCIAeAOBaHUS, CKOMIIOHOBATh O3THU IIUTATHI,
mpoayMaTh WX, W3JIOKUThH COOCTBEHHOE BHJICHHE CBOMMHU CJIOBAMH, HAMETHTh
HEOOXOMMBIC CBSI3KH U CTPYKTYpY OyayIero Tekcrta. PedepupoBaHue nmepBOMCTOUYHUKOB
MIPEANOIAraeT CaMOCTOSITEIbHBIC HAaBBIKA U3YYCHHUS TEKCTa, M3JI0KEHUE TPEITI0KEHHBIX
TOYEK 3PEHHUs, MepecKa3, aHaJu3 MPOOJIEMHBIX BOMPOCOB, BHIICICHNE TIIaBHBIX HAYYHBIX
no3unuii aBTopoB. Jlyisi BeIMonHEeHUs pedepara HEOOXOAUMO HAYMHATH C OOOCHOBAHHS
BBIOOpA TEMBI, 3aTeM TPUBECTH MIEPEUCHD KITIOUEBBIX TOHITHHI CoJlepKaHus, TJIaH PabOThI
(0 yeM paboTa, Kakue BOTIPOCHI BKIIFOUCHBI ), 3aTEM NIEPEXOAUTh K (DOPMYITUPOBKE TE3UCOB,
MPEICTaBISIONINX KpPAaTKOE COJep)KaHhWe KaKAOro Bompoca Tembl. [lamee, mpUBOISATCS
CTPYKTYPUPOBAHHBIC TE3UChI (OCHOBHBIC TPYIIBI TE3UCOB IO paszjaeiaM padoThl).
CrpynmnupoBaB Te3UChl (OCHOBHBIE MBICIH), YCTAaHOBHB MEXKJIy HHUMH OCHOBHBIC U
COTIOTYUMHEHHBIE CBSI3U, COCTABUTh JIOTUYECKYIO MOJIEIb coJiepKaHusl paboThl (pedepara).
Bo3MoxHO mepBoHaYaIbHO TOCTPOUTH MOJIENH COACpKaHUs PaObOThI U OCHOBHBIX OJIOKOB
(MbICTIEH), a 3aTeM KaXIblii TE3UCHBIM OJIOK HANOJHUTH CTPYKTYPHBIM KPAaTKUM
coJiepKaHueM. DTO TO3BOJUT B JaJIbHEUIIIEM pacKphIBaTh padboTy, €€ cojepKaHue ¢
pa3Hoil CTENEeHbI0 MOIPOOHOCTH.

7.6. IlporpaMmMHoOe oOecriedeHue
1. Adobe Master Collection CS 6

. MS Windows Bepcuu XP, 7,8,10
. MS office professional plus 2007 MS office professional plus 2010

2
3
4. T'apanTt
5. KoHcynpTanTt +
6

Cuctema Jleno 8.5

8. MATEPHAJIBHO-TEXHUYECKOE OBECHHEYHEHME JUCHUIIVINHBI
MOAYJIA)
IIpn OcBOEHMHM TUCHUIUIMHBI PEKOMEHIYIOTCS AOCTyN B MHTEpHET, KOMIIBIOTEPHBIN
KJIACC JUIA IIPOBEACHHUS IPAKTUYECKUX 3aHATUM.
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Ilpunoscenue 2

Jlono/iHeHMsI ¥ U3MEHEHUSI
K padoyeil nporpaMmme y4eOHOM TUCHUIIMHBI (MOTYJIs1)

Ha 20 -20  y4.rox

B pabouyto mporpammy y4eOHOM TUCITUTIIIMHBI BHOCATCS CIETYIOIINE H3MEHECHUS

.
5

.
>

JlomomHeHus: ¥ U3MEHEHHS K paboyeil mporpaMmmMe pacCMOTPEHBI U PEKOMEHI0BAHbBI
Ha 3acenanuu Kadeapbl

(HaMMeHOBaHME)
[IpoToxos Ne OT«__ » 20 T
Ucnonuurens(n):
/ / /
(TOMKHOCTB) (momck) (®.1.0.) (mara)
/ / /
(IODKHOCTB) (moamucek) (®.1.0.) (nara)

3aBemyrommii kKadeapon
/ / /

(nanmeHoBaHKe Kadeapsbr) (moamucek) (©.11.0.) (mara)
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