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LIOSACHHUTEJ/IBHASA 3AIINCKA

OcHoBHas nporpamma npoecCHOHANIBHOTO 00y4eHH s — MporpaMMa mpo)eCCHOHATBHOM
MOArOTOBKU MO JO/DKHOCTH ciyxaiero «Cekperapb-aIMHHHCTpATOp» (Hajee - mporpamma)
paspaborana B coorBeTcTBUH ¢ DemepanbHbIM 3akoHOM oT 29.12.2012 Ne 273-®3 «006
obpazosanuu B Poccuiickoii ®enepanun», npukazom MUHHCTEPCTBA TpOCBEIIEHHs PP ot
26.08.2020 Ne 438 «O6 ytBepxnaeHuu [lopszka OpraHu3alMd ¥ OCYLIECTBIICHHUS
06pa3oBaTeNnbHOM AEATEILHOCTH 10 OCHOBHBIM MPOrpaMMaM MpodecCHOHaIBHOTO 00yYeHus» |
npukazoM Munucrepcrsa mpocsenieHust PO ot 14.07.2023 Ne 534 «O6 ytBepxaeHuu [lepeuns
npodeccuii pabodrx, TOIDKHOCTEH Cy>KALIMX, MO KOTOPBIM OCYIIECTBIISETCS MPOPECCHOHAIBHOE
obyueHue».

Pabouas mnporpamma paspaboTaHa Ha OCHOBE NpPO(ECCHOHATBHOTO CTaHAApTa
«CrneqanucT NO OpraHM3allMOHHOMY W JIOKYMEHTALIMOHHOMY OOECHEUEHHIO YIIPaBJICHUS
OpraHu3alMeR», yTBEPKAEHHOTO MPUKa30M MUHHUCTEPCTBA TPYAa U COLMAbHOM 3auuThl PO ot
15 urons 2020 Ne 333u «O6 yrBepskaeHuM npodeccuoHanbHOro cranaapra «CrnermaiicT mno
OpraHM3aLMOHHOMY M JIOKYMEHTALlMOHHOMY 00ECIIEUEHHIO YITPABJICHHS OpraHu3alueiiy.

[Iporpamma peanusyeTcs ¢ NPUMEHEHHEM MCKIOYUTEIBHO 3JEKTPOHHOTO 00ydeHws,
JUCTAHLIMOHHBIX 00Pa30BaTE/IbHBIX TEXHOIOTHIA.

Hean nporpammei: popmupoBaHue Y 00ydaromuxcs npoecCHOHATBHBIX KOMITETEHLIHM,
obecneunBarOIMX BBHITOJHEHHE HOBOTO BHAA MPO(ECCHOHAIBHON IEesTeIbHOCTH B 00nacTH
OpraHM3allMOHHOI0 M JOKYMEHTALOHHOTO 00ECneYeHUs YIpaBJIeHUs OpPraHU3alUsMH JTFOOBIX
OpraHu3allMOHHO-NIPaBOBBIX (OpM, TpHOOpEeTEeHHE HOBOH KBaiMpukanuu 1o mnpodeccuu
«CexpeTapb-aIMHHUCTPATOPY.

Oo0bem: 140 akaneMU4eCKUX 4acoB.

Cpox o0y4enus: 4 Heenu, CPOK 00yYEHHUSI MOXKET OBITh MPOJIEH 3@ CYET YMEHBIIEHMUS
KOJIMYECTBA aKaJEMMYECKUX YacOB B JIEHb, N0 COTIACOBAHHUIO C 3aKa34YMKOM 00pa30BaTEIbHBIX
YCIIyT.

KaTeropus caymareseii: nuia, MMeEIOIue, cpeaHee oduee 00pa3oBaHue, BKITIOYAs JIHILL
C OrpaHHYEHHBIMH BO3MOXKHOCTSIMU 310p0oBbsi. OOyueHHe 10 MporpaMMe MOXKET OCYILECTBISATHCS
B COCTaBE y4eOHOM rpyNIibl HITH WHAWBHIYATHHO.

®opma 00y4eHus: 3a04Has C IPUMEHEHUEM, HIEKTPOHHOTO 00Y4EHHE U TUCTAHLIMOHHBIX
TexHosornit. O6ydeHue 1o nporpaMme BEIETCS Ha PYCCKOM S3bIKE

BrinaBaembli JOKYMEHT: 110 OKOHYaHWH 00YYEHHS CITyIIATENSIM, YCIIETHO OCBOUBIIIUM
nporpaMmy M CIaBLIMM KBaNH(MKALMOHHBIA 3K3aMEH, BBIIACTCS CBHIETEIBCTBO O JOJDKHOCTH
CITY>XKalLlETo YCTAHOBJIEHHOT0 00pa3ia.

Ilporpamma BiimodaeT TpeOOBaHHMS K pE3yJbTaTaM €€ OCBOCHHUS, CTPYKTYpe W
COIEP)KaHMIO MOArOTOBKY, a TAKXKE YCIOBUAM €€ peay3auun. [IporpaMma onpenensier nepeyeHs,
0CIEA0BATENLHOCTD, O0IIYIO TPYAOEMKOCTh THCLIMTUTUH U (POPMbI KOHTPOJISA 3HAHHH.

TpeGoBanusi K pe3yjabTaTaM OCBOEHHS TPOrpamMMbl C(OPMHUPOBAHBI Ha OCHOBE
KBaTU(UKALIMOHHBIX TpeDOBaHM#, NpeabIBIsSEMbIX K Mpodeccun CekpeTapb-aIMUHHCTPATOP.

B TtpeboBaHusx k pesynsTaTam ocBoeHMs I[IporpamMmbl onmceiBaioTCs TpeboBaHMS K
YMEHHUAM, IPUOOPETAEMBIM B X0OZi€ OCBOEHUs [Iporpammsl, yKa3bIBalOTCs yCBaUBacMbI€ 3HAHMS,
Ha 6a3e KOTOpbIX QOPMHUPYIOTCS YMEHUS ¥ NPHOOPETAETCS MPAKTHYECKUH OTBIT.

[To oxoHuaHWH OOyueHMs MPOBOAMTCS HWTOTrOBas  aTTecTaus B Qopme
KBaTU(UKALIMOHHOT0 9Kk3amMeHa. K mpoBeeHHI0 KBATM(DHKAIIMOHHOTO K3aMEHa MPUBIIEKAIOTCS
npeacraBuTenM  pabortonareneif, ux oOwveauHeHWil. Pe3ynbTaThl MTOrOBOH  aTTECTaLUMH
0(opMIISAIOTCS TPOTOKOIIOM.

Pexxum 3ansThii: He Oosiee 8 4acoB B J€Hb.




2. TPEBOBAHMSI K PE3YJIbTATAM OCBOEHHUS INPOI'PAMMBI
B pesynbrare 06y4enus no nporpamme 00Y4arOLIMECs OJIKHBI OBNAJETh CIEAYIOLIMMH
pOo(eCCHOHATEHBIMY KOMITETEHITUSMH:
IIK-1. Ipuem u pacnpenenenue TeNE(YOHHBIX 3BOHKOB OPraHH3aI|K
ITK-2. Opranu3sauus pa6oTs! ¢ MOCETHTESIMH OpraHu3anuu
IIK-3. Bemonnenue KOOPZIWHHMPYIOIMX U 00ECTIeYHBAFOIIMX (YHKIIHI
B pesynbrare ocoenus nporpammsi «CeKkpeTapb-aIMHHICTPATOP» CITYIIATENH [0/DKHBI
3HATH:
¢ TpaBhia B3aMMOJCHCTBHS C NapTHEPAMH, KIIMEHTAMH, CpPEACTBAMH MAaCCOBOM
uHpopmamy;
¢ [paBuiia IeJ0BOTO OOIIEHHS;
CTPYKTYPY OpPraHW3alMW H pacrpelieNeHue (yHKUM Mexay CTPYKTYPHBIMH
NO/IPA3ICNICHUSIMH CIICLHATMCTAMHY,

¢ [paBuja OpraHM3alMK MPUEMOB B O(HCE;

¢ TpaBuiia CEPBUPOBKH YalHOTO (KodeiiHoro) crona;

® 3THKY J€JI0BOTO OOLIEHUS,

® MpaBWJIa PEYEBOTO ITHKETA,

* TpebOBaHMs OXpaHbl TPyHa;

® TpaBuJIa 3aLATHI KOHPUACHUMATBHOM CITykeOHON MH(pOpMALIH.
yMeTh:

® BCCTH  Y4CTHBIC  DErMCTPALMOHHBIE  (DOPMBI,  HCMONB30BATH HX IS
MH()OPMALIMOHHO# paboTsL;

¢ YCTaHABIMBATE KOHTAKT C COOECENHUKOM, MOAAEPKUBAT H PA3BUBATH JENIOBYIO
beceny B npouecce TenedoHHBIX TIEPErOBOPOB;

® CrIaXWBaTh  KOH(QUIMKTHBIE M  CIOXKHBIE CHTYALMH  MEXIHIHOCTHONO
B3aHUMOJICHCTBHS,
COOOaTh CITyKeOHBIH TUKET;

® 00WAThCs C MOCETUTEIAMH

HCTIO/Ib30BATh YCTAHOBJICHHBIC NPABA/IA M MPOLEAYPH KOMMYHHKALAH BHYTpH

OpraHM3aluH;

CO31aBaTh MONOXHUTEIBHBIA HMUIDK OPraHU3aLIiH,

PHHUMATE MEPBI 110 PA3PELICHAI0 KOHQIHKTHBIX CHTYALIHIX;

obecreynBaTh KOH(PHACHIHMATBHOCTD uHpopMarmu;

TIPUMEHSATL CPEAICTBA KOMMYHHKALMK JUIS MEPENady NOPYYEHHUil PyKOBOAMTENS 1

COTPYIHUKOB OPraHW3AaLHH,

Matpuua cootHecenus npodeccrHoHaNbHBIX KOMIIETEHLUMA W TPYAOBBIX (yHKUMI B
COOTBETCTBMM €  NPO(ECCHOHATBHBIM  CTaHAapTOM kox  07.002 «Cneumanuct o
OPraHM3ALMOHHOMY M J0KYMEHTALUMOHHOMY OOECIIEYEHHIO yIpaBIeHHs OpraHu3almein,
YTBEPXKACHHOTO NPHKa30M MUHHCTEPCTBA TPy Aa ¥ COLMAaNbHOI 3aumuTsl PO ot 15 utons 2020 Ne
333h.

Kon TPYAOBOii | DopmMUpyeMas KOMIETEHIHs
u
A/01.3 [1IK-1. TTpuem u pacnpenenenne TEIE(POHHBIX 3BOHKOB OPraHU3aLH
A/02.3 [1K-2. Opranusaus pa6oThi C MOCETHTE/IIMH OpraHu3alHH
A/03.3 [1K-3. BeinoHeHne KOOPAMHUPYIOMIHX H 06€CTIEYMBAOIINX GyHKImiA




Cas3sb [Iporpammsl ¢ npodeccruonansHbiMu ctanaapramu (T1C):

HaumenoBanue Bsidpannoro [1C YposeHn
Haumenosanue [Tporpammsi
(OTHOrO MJTH HECKOIBKHX ) KBaTM(pUKALIUN
[MpodeccronanbHpiil cTaHAAPT
kox 07.002
«Crieumanuct no 3 ypoBeHb
OcHoBHasi nporpamma OpraHM3aLHOHHOMY U KBaJIU(PUKALIAH
npodheCcCHOHAILHOTO 00ydeHUs — JIOKYyMEHTALHOHHOMY
npodeccroHanbHas MOAr0TOBKa 00eCTieueHHIO YIpaBlICHUs OpraHu3zaioHHOe
10 JOJDKHOCTY CITY>Kallero OpraHM3aLyei» yTBEPXKIEH obecneyenne
«Cexperapb-aIMUHHUCTPATOP» npukazoM MuHmncTepcTBa NEATELHOCTH
TpyZa U COLMAIIHOMN 3alUTHI OpraHu3aLun

Poccuiickoit ®eneparuu
ot 15 wrons 2020 roga N 333H




3. VYEBHBIH IUIAH

Karteropusi caymareseii: mia, uMeromue, cpenHee obmee oOpa3oBaHWE, BKIIOHYAsi JHL C

OrpaHHYEHHBIMH BO3MOXKHOCTSIMU 3710pOBbs. OOyueHHe Mo NMporpaMMe MOXKET OCYILECTBISTHCS

B COCTaBe yueOHOM IpyNIbl WK HHAUBUIYATBHO.

Cpoxk o0yuenus: 140 ak.u.

®opma  o0yueHHsi: 3a04Has MCKIIOYUTEIILHO C  TNPUMEHEHHEM  JIUCTAHUMOHHBIX

00pa3oBaTEIbHBIX TEXHONOTHI U 3JIEKTPOHHOTO 00yUeHUs

IIpunsteie coxpamenns: JIK — nexumu, [13 — npaktuyeckue 3ananus, CP — camocTosTebHasA
aboTa

Nerm | HammeHoBaHHe pa3fesioB, MOAYJIEH, JUCLUILTHH ObsemMm, | B Tom | ®opma
ak.u. qUCIe KOHTp
JIK, | TI3, | ona
CP [ CP

1 Moayns 1. @ysxnmn, 325244, CTPYKTypa oprasusanaH, ee | 20 20 |-
CBFI3H

1.1 Tema 1.1. OcHoBHbIe TepmuHBI M omnpexmeneHus B coepe | 10 10 |-
OpPraHM3aLMOHHOTO W JOKYMEHTALMOHHOTO OOecTieueHus
YTIPaBIECHUs

1.2 Tema 1.2. Beenenue B npodeccuro 10 10 |-
Monyae 2. IlpaBnia B3aumopeicTBHsS ¢ naprHepamwy, | 22 22 |-
K/IHEHTAMH, CPeICTBAMH MACCOBOii HHpoOpManHu

2.1 Tema 2.1. [lenosas KynpTypa B npodeccHOHaNbHOH cdhepe 12 12 | -

2.2 Tema 2.2. Undopmarms, ee BHIbI M CBOWCTBA 10 10 | -

3 Moayas 3. ITHKA Xe/I0BOTr0 00mIeHHs 24 24 | -

3.1 Tema 3.1. Dtuka 8 8 -

3.2 Tema 3.2. KymbsTypa o0menus B npodecCHOHAIBHOM cdhepe 8 8 -

3.3 Tema 3.3. TIcuxon0rus KOJUIEKTHBA 8 8 -

4 Mopays 4. IlpaBuia pedeBoro 3THKeTa 20 20 |-

4.1 Tewma 4.1. PeueBoii 3THKET U peueBbie CPEACTBA OOLICHHUS 10 10 |-

4.2 Tema 4.2. Bugst u )OpMBI JeI0BOTO 00MICHHSA 10 10 |-

5 Mopays S. TpeGoBaHusi oOXpaHsl TPyAa 30 30 |-

5.1 Tema 5.1. Oxpana Tpyaa u TexHuka 6e3onacHocTH Ha pabouem | 20 20 | -
MecTe

p ) Tema 5.2. TpeboBanusa 0XpaHbl TPya B aBapHHHBIX cuTyaumsx | 10 10 | -

6 Monpynes 6. IlpaBmna 3ammTel kKoHpHAeHNHAABHOH | 14 14 | -
cayxe0HOH nHGOpMaLHH

6.1 Tema 6.1. KondunenumansHas uadopmaips 8 8 -

6.2 Tema 6.2. [TpaBuna 3amuTs! HHQOpPMALH 6 6 -

7 IIpomexyTOUHAS ATTECTALNSA 2 - 2 Tect

8 Hrorosas arrecranus - KBATHQHKANHOHHBIH YK3aMeH 8 - 8

8.1 HroroBas arrecraums. KsanupukaumoHHbIH 3K3aMeH — | 6 - 6 [Mpaxkr.
TPAKTHYECKas 4acTh. 3am.

82 Hrorosas arrecraums. KsanupukarmmoHHsi dSk3ameH — | 2 - 2 Tecr
TEOPETHYECKas 4acThb
HUTOI'O 140 130 | 10




4. KAJTEH/IAPHBIH YYEBHBIH I'PAOHK
OCHOBHO# MPOrpamMMbl PO(ECCHOHAILHOro 00yYeHHs —
MPOrpaMMBbI POQECCHOHATBHO# ITOATOTOBKH 110 JOJDKHOCTH CITYIKALLIETO
«CekpeTapb-aAMHHUCTPATOD)

HaunmenoBanue pasaena, TeMbl O6bem, | Homep yueGHoii Henenu
T aK.4. 1 2 3 4
1 | Moayns 1. @ynkimu, 3ana4m, CTpykTypa 20 20
OpraHH3alMH, €€ CBA3H
2 | Monyuxs 2. [IpaBuna B3auMOZIeHCTBYS C 22 20 2
TIAPTHEPAMM, KIIHEHTAMH, CPEACTBAMH
MaccoBOH HH(OpMAaLMH
3 | Moayxs 3. Dtuka nenosoro obuieHus 24 24
4 | Monyas 4. Ipasuna peyeBoro Tukera 20 14 6
5 | Monyns 5. TpeGoBarms oxpaHsi Tpyna 30 30
6 | Moayns 6. ITpaBuna 3anmTs! 14 4 10
KOH(pHMICHIMATBHOM CITyKeOHOM
uHpOpMaLHH
7 | IIpomerxyTouHas arTectanys 2 2
8 | Urorosas arrecTaums - KBaTM)UKALMOHHEI | 8 8
IK3aMeH
HUTOI'O 140 40 40 40 20




5. PABOYAS TIPOTPAMMA
OCHOBHO¥ IMPOrpaMMsl TIPO(ECCHOHATBHOIO 00YUEHHMS —
MPOrpamMMbl TPOYECCHOHAIBHOM MOATOTOBKH MO TODKHOCTH CITYKAILIEro
«CekpeTapb-aIMHHUCTPATOP)

Moayus 1. ®ynkuus, 31244, CTPYKTYPa OPraHU3ALHH, €€ CBSI3H.

Tema 1.1. OcHoBHBIe TepMHHBI H onpeaeieHusi B cepe OPraHHU3aMHOHHOTO H
AOKYMEHTALHOHHOr0 obecneveHus: ynpasijienusi. OnpeeieHue NMOHATHH «MEHEHKMEHT» M
«ynpasienue». [IpuHumnel 1 MeTons! ynpasneHus. OyHKuuu ynpasienus. OpraHusamys Kak
cucrema. Onpezenenue 1 o61Me XapaKTepUCTHKH OpPraHu3alii. BHYTpEHHsS M BHEIIHSSA Cpenia
opranu3aiyn. OpraHu3aluHOHHO-NPaBOBbIe (PopMbI OpraHm3aLii. OpraHu3aLOHHBIE CTPYKTYPBI
yrnpasiieHus. PyKoOBOIUTE b B CUCTEME yrIpaBieHus. JKU3HEHHBIH MK/ OpraHu3alyy.

Tema 1.2. Bsenenne B npodeccmio. Kparkas WCTOpHS CEKPETApPCKOro Jena.
KBann¢ukauuonHas XapakTepUCTHKAa CEKpeTaps-aAMHHUCTPATOpa, €ro poib B CTPYKType
opranusaunn. OyHKIMK cexkpeTaps. PyHKIMM CykObl cekpeTapuaTa B opraHusauii. Kaaposblii
cocTaB CiyxkObl cexpeTapuata. Posib 1 MecTo cimy6b1 CeKpeTapuaTa B CTPYKTYPE OPraHU3aliHy,

Monyas 2. IlpaBuia B3aumoJeiCTBHS C NApTHEPAMH, KJIHEHTAMH, CpPeICTBAMH
MaccoBoii HHpopmManuu

Tema 2.1. JlenoBass KyabTypa B mnpodeccHoHaabHoii cdepe. [lonarue nenosas
KyJ1bTypa. JlenoBas KyIbTypa Kak KOMILIEKC OTHOLIEHHH YeioBeka K npoueccy Tpyaa. Kimouensie
KOMIOHEHTbI IETIOBOH KYIbTYpbl. ©OPMHPOBaHHE MTO3UTUBHOTO JIEJIOBOI0 MMHIDKA OPraHHU3aLHHK.
3Ha4Y€HWE [ENOBOM KyNbTypbl B OpraHM3alliM CEKPETApCKOTo OOCTy)KMBAaHMS. IloHsTHE
KOPIOpaTUBHAs KYJIbTYypa.

Tema 2.2. Undopmanusi, ee BHAbI U cBoiicTBa. Oynkunu unpopmauuu. Tpebopannus,
TNpebsBIsieMble K HHPOpMALMH, KadecTBO HHpopmarmy. COOTHOLIEHHE TTOHATHH «J[OKYMEHT 1
uH(popmaums». MHPOpMAlMOHHBIE YPOBHH NOKyMEHTAa. [Ipo6ieMbl MOMCKA M TPaHCIIALMH
AOKyMEHTHPOBaHHOM uH(popMaimu. UHdopmaimonHbie 6apsepbl. MHGOPMALIMOHHBIE MOTOKH B
OpraHu3alum.

Mony.ib 3. DTHKA 1€JI0BOT0 00IEHHS.

Tema 3.1. OTuxa. [ToBenenue yenoBexa; npasiia 1 HOpMbL. HpaBCTBEHHBIE TPeGOBaHMS K
NPO(eCCHOHATLHOMY TOBEICHHIO: BEXJIHBOCTH, TAKTHYHOCTH, AOOPOKENATENHHOCT M JIP.
Ormuket. Chepsl aeiicTBus dTHKET. DTHKA J€N0BOro obmenus. Umumk cekperaps. MckyccTBo
CaMOITPE3EHTALMH U BHELIIHUNA BH/I.

Tema 3.2. KyabTypa o6menus B npogeccnonanbHoii cdepe. Kommynukauus. Cpeacrsa
BepbansHOro obimenus. HesepbaibHbie cpecTa 00IEHHS. DTUKET B A€10BOM 061meHun. Cunu
o0menus. OCHOBHBIE TPaBHJIA IOBEIEHYECKOr0 ITHKETA: IPUBETCTBHS, 3HAKOMCTBA U 11p. HopMbI
OTHOLICHWH B KOJUIEKTMBE. OTHOLICHWS PYKOBOAMTENS M TMOTYMHEHHBIX. MEXIMYHOCTHBIE
KOHTaKThl. Opranu3aims 1e10BbIX KOHTaKTOB. OCHOBHBIE TPEOOBAHMS K PEUH: TOH, APTUKYJIALIMS,
IPOM3HOLIEHHE, TPOMKOCTb, TOYHOCTb B ITOAOOPE CIIOB.

Tema 3.3. Ilcuxos10rusi Ko/IeKTHBA. [ICHX0I0THs KOH(IMKTA: ONpeNeIeHHe KOH(IMKTA,
TUIBI KOH(MIMKTOB, KOHQINKTOTEHbI, BOZHUKHOBEHHE KOH(IMKTA, MPHYHHBI M MOCIEACTBHS
KOH()IMKTOB, CTaJMK KOH()IMKTA, KOHCTPYKTUBHbIE CTIOCO0BI pa3pemenus KoH(mkToB. CTuib
NOBECHHS B KOHQIMKTHOH CHTyalMM: CTpaTerdd MOBENEHHS B KOH(IMKTHON CHMTyalluH
(COTpYIHMYECTBO, KOMIIPOMHUCC, COMEPHHYECTBO, H30eraHue, NPUCIOCOOIEHHE), KONEKC
noseneHuss B KOH(mukTe. IIcHXonorMdeckuii aHain3 KOH(IMKTOB: aJrOPUTM pa3pelieHHs
CUTyalMi 1 KOH(IUKTOB.

Monay.as 4. IlpaBuiia pe4eBoro 3TuKeTa
Tema 4.1. PeueBoii 3THKeT H peueBble cpeACTBa 001IeHuUsI. Pe4eBOii STUKET B IENIOBOM
00LIeHUH. DJIEMEHThl PEYEBOr0 JTUKETA: (POpMBI OOLIEHWS, W3JI0KEHHE MPOCHO, BBIPAKEHHUS




TNPU3HATEILHOCTH, CIIOCOOBI apryMEHTALMM B JIEIOBBIX CUTyauusx u ap. KysisTypa peueBoro
obwenns. [Tybnuunbie BoicTynnenns. Kynbtypa ciaymanus naptaepa. bapseps B 061eH:H 1 X
NIPEOI0JICHHE.

Tema 4.2. Buabi u gpopmel ge10Boro o6menust. [lenossie Gecenbl. JI€n0BbIE MEPErOBOPBL.
Cywrocts aenosoii 6ecenst. Bunsr 6ecen. Iloaroroska 6ecemsr. CTpykTypa memoBOit Gecemsr.
Mertozpl, Cnob3yeMbIe Ha Pa3HbIX dTanax AeN0BOH Oecenbl. ITHKET AenoBoii Gecensl. KynbTypa
nenoBpix coBemianuid. OCOOEHHOCTH OOIIEHHWS C WHOCTPAHHBIMM [MAPTHEPAMH. DTHKET
Tene(oHHbIX neperoBopos. KymbTypa nenosoii nepervicku. [Ipuem 1 061IeHHE ¢ MOCETHTESMH.
Cepsuposka 9aiiHoro (kodeiiHoro) crosia B oduce.

Moayas 5. Oxpana Tpyaa

Tema 5.1. Oxpana Tpyaa u Texnuka GesonacHocTH Ha paGouem mecte. OCHOBBI OXPaHBI
Tpyna B Poccutickoii ®enepamun. OCHOBHbIE MOHATHS TPYA0BOro mpasa. OCHOBOMONArAOLINE
NPUHLMIIBL OXpaHbl Tpyaa. OCHOBBI yNpaB/IeHHs OXPaHOH Tpyzaa B opranusaiuy. OpraHusanus
paboT 1o oXpaHe Tpyza U yIPaBICHHIO IPO(ECCHOHALHBIMA PHCKAMH Ha YPOBHE paboToaaTes.
Hnctpykuus no oxpase Tpyna.

besomacHocTs Tpysa Ha pabodyem MecTe cekperaps. DProHOMHUKA ¥ OpraHM3allks TPy.a.
OcHOBBI 31€KTPOOE30MaACHOCTH.

Tema 5.2. TpeGoBanusi 0XpaHbI TPYAa B ABAPHIHBIX CHTYANMsX. [lepeueHb COCTOSHMI
NpPH KOTOPBIX OKA3bIBACTCS MEpPBasi MOMOLIb. AJNTrOPUTMbI OKa3aHHWs TEPBOM MOMOLIM IPH
Pa3IHYHBIX MOBPEKACHUAX U COCTOSHUAX. ANTEYKa NEPBOI MOMOIIHM B OpraHu3anuu. [lopsmok
BbI30Ba CKOpO# momorm. TlojxapHas Ge30macHOCTh B opraHu3aiii. MHCTPYKIMS 110 MOKApHO#
GesonmacHocTu B opranm3aLmn. [TopsIoK AeiCTBriA K Noxape. DBaKyals MpH MoXkKape.

Moayais 6. IlpaBuaa 3amuThl KOHQHAEHUHAIBLHOHN cyKe6HOol nHpopManun

Tema 6.1. Konduaenunansuasi ungopmanus. CymHOCT, 3a4a4d M OCOOEHHOCTb
KOH(pHACHIHATbHOH HH(OpMalmK. Bumbl kon(uneHumansHoi wH(opMaimm. [TepcoHanbHbIe
naunbie. CnyxeOHas TaiiHa. ITpodeccuonanbhas Taiina. Kommepueckas Taitna. Onpenenenue
coctaBa  KOH(MAECHIMATbHBIX  JTOKYMEHTOB.  JIOKYMEHTHPOBAHHME  KOH(HICHIHATLHON
un(opmaimy. OpraHusauus paboTel ¢ KOHQHMIEHIMANLHBIMM  JOKYMEHTAMH. YUeT
KOH(QHMISHIMATBEHBIX TOKYMEHTOB.

Tema 6.2. lpunuuMnel 3amuTel HHGOpMAUMH. [IPUHUMIBI 3AIIMTHI MHOOPMALMM.
Merozpi v cpencTBa 31U Tl HH(POPMALIHH OT YTEPH, KPAXKU HIIM MOPYH. [I0TEHIIMaTBHBIE YTPO3bI
HHAOPMALIMOHHOM 0€30MaCHOCTH.

7. IIpoMe Ky TOYHAS] aATTECTALHUS.
Bompocsl a1 mpoMexKyTOYHO#H aTTecTalmy MpEeACTaBAeHbl B pasuene 6.1 Hactosmeit
NMpOrpamMmBl.

8. Urorosas arrecrauus.
Bompockl ¥ 3amaHus 1S MTOrOBOM aTTeCTaLMH MPEACTaBiIEHbl B pasuene 6.2 u 6.3
HACTOSILEH NPOrpaMMBl.




6. POPMbBI ATTECTAIIUN U OHEHOYHBIE MATEPHAJIBI

OueHka pe3ynbTaToB O0YYEHHS] OCYILECTBIISIETCS B XOIE MPOMEXKYTOYHOH M HTOrOBOH
aTTecTalui (KBaau(UKaMOHHBIN 3K3aMEH ).

IIpomexxkyTounas arrectaums. [I[pomMexyTouHas aTTeCTalys MPOBOAUTCS 110 OKOHYAHUU
M3YYCHUS] TEOPETUYECKOro OOy4eHHs W MpeACTaBiseT co0oi 3aueT B (OpMe TECTHPOBAHUSL
Bormpocs! aiisi 3a4eTa 3arpyxaroTcsi B CUCTEMY JHUCTAHIIMOHHOTO 00y4eHus B ceti MHTEepHET no
anpecy: https://profrz.ru/. Becero na 3ager npenoctaBnsiercs 10 Bompocos. Ilo pesymbratam
MPOMEXKYTOYHOM aTTECTALIMH BBICTABIISAIOTCS OTMETKH «3a4TEHO» / «HE 3aUTCHO» M OTPAKAKOTCS
B BEJOMOCTH TPOMEXYTOUHOM aTTECTALIHH.

Kputepuu oLeHKH pe3yIbTaTOB TECTHPOBAHUA:

KomuuectBo  OamnoB, HaOpaHHbix | KadecTBeHHas OLICHKA MHIUBHYaTbHBIX
CITyLIATENIEM 00pa3oBaTEeNbHbBIX JOCTHKECHUN

81-100 OLIEHKA «3aYTEHO»

Menee 80 OIICHKA «HE 3aYTEHOY»

6.1. Bonpocbl Ha MPOMEKYTOYHYIO ATTECTALHUIO (3a4eT):

| % Ha xakue aBe OCHOBHBIE TIpyNNbl MOXHO Ppa3lieJuTh O00SI3aHHOCTH
cekpeTaps-agMHHHCTpPaTOpa?

a) JOKYMEHTallMOHHOEe  ofecneueHue  ympaBieHus U 0€310KyMEHTHOE
obcnyxuBaHue

0) JOKYMEHTALHOHHOE OOEecCreueHHe yrpaBieHUss HW 0030pHO-aHAIUTHYECKas
dyHKLHS

B) 0030pHO-aHATUTHYECKAS W TIPECTAaBUTENBCKAS (PYHKLUSA

2 YTo u3 mepeyHCJIeHHOr0 He OTHOCHTCH K (PYHKIHOHAJBLHBLIM 3aJa4aM
ceKkpeTapsi-aAMHHUCTpPaTOpa?

a) JI€N0Basi NEPENUCKA U COCTABIEHUE JOTOBOPOB

0) OopraHu3anys BbICTABOK M BCTPEY C KIMEHTAMHU

B) MIPOBEICHUE BHYTPUKOPIIOPATUBHBIX TPEHUHIOB U CEMUHAPOB

3. YT0 He BXOAUT B CIHCOK NMpodeccHOHANBHBIX TPeOOBAaHHH K CEeKpeTapio-
agMHHHCTpPaTOpPY?

a) COBEPIIEHHOE BJIAZICHHE COBPEMEHHOM oprrexHukoi, MuHH-ATC, 3nanue [1K

6) OTIBIT COCTABJICHUS MPECC-PENIM30B M PEKIAMHBIX TEKCTOB

B) BBICOKAsI PAMOTHOCTH, BBICOKAsi CKOPOCTh NEYaTH

4. Yro SIBJISIETCS OCHOBAHHEM /s nocjeayomei nepefavH
KOH(HAEHUHAJILHOT0 JOKYMEHTA Ha HCTIOJTHEHHE COTPYAHURY ?

a) PE30IOLHS

0) YCTHOE PacrnopsuKEHHE

B) CTIEMAJIEHOTO PACTIOPSHKEHUS HE TpedyeTcs

5. Kak Ha3biBaeTcsi J0KYMEHT, KOTOPOil MOATBEPkKAAeT YCTAHOBJIECHHBLIE
($aKTbl, COOBLITHS WM AeHCTBHS H COCTABJISIETCS NPH CBHAETENsIX?

" a) cripaBka

0) cinyxebHas 3anucka

B) aKT

6. YeM MUCbMA-0TKA3bI OTJHYAKTCS OT APYrHX Pa3HOBHAHOCTEH nmucem?

a) BCErJa COCTOST KaKk MUHUMYM M3 JIBYX KOMMYHUKAaTHBHO-CMBICIIOBBIX 4aCTEH

0) He TpeOyeTcs COCTaBIATh 3ar0J0BOK K TEKCTY MUChMa

B) OTHAeTCs  MPEANOYTEHHE KOHCTPYKLMSIM, B  KOTOPbIX 00OCHOBaHME

NPEIIIECTBYET 3aKII0UYECHUIO
T Kakoe u3 npruBeIeHHBIX BbIPAKeHH JyYllle He HCI0Ib30BaTh?




a) "Bac oxxunaer WBan MBanosuy”

0) "CpouHo 3aiinure k MBany BanoBuuy"

B) "3aiinute, noxanyiicra, k iBany MBanosuuy"

8. Kakas u3 yacreii Oyaer u3auuHel npu cocTaB/IeHHH npukasa?

a) BBOJHAas

0) KOHCTaTHPYIOLIAs

B) pacnopsiauTeNbHAas

9. Kak cexkperapb-aIMHHHCTPATOP MNOCTYNaeT ¢ KOPpeCHOHJAeHLHeH s
PYKOBOACTBA ¢ MOMETKO# "in4HO"?

a) BCKPBIBAET U HE PETHCTPUPYET

0) BCKPBIBAET TOJBKO 10 IOTOBOPEHHOCTH C PYKOBOJUTENEM H PETHCTPHPYET

B) HE BCKPBIBAET U HE PETUCTPUPYET

10. Yro ®3 mnepeYHCIIeHHOr0 He SIBJSIETCS PEJAKTOPOM TEKCTOBBIX
AOKYMEHTOB?

a) WordPad

0) Notepad

B) PowerPoint

OTBeTHI K 3a4€TYy:

Howmep Bonpoca BykBenHnoe 0003Ha4eHME
NPaBUJILHOIO OTBETA
1. a
2 B
3, 0
4. a
o X B
6. a
7. 0
8. a
9. B
10. B

6.2. Bonipoch! K TeOpeTH4ECKO# YaCTH HTOTOBOH aTTECTALIUH

1. BuiGepuTe npaBHJIbLHOE YTBEPKICHHE:

a) BCE MOCTYMAKLIUE B OPraHU3alyi0 JOKYMEHTbl PETUCTPUPYIOTCS CEKPETapeM-
aIIMMHUCTPATOPOM

0) MOCTYAMBIIWE B OPraHU3alMI0 ITOKYMEHTbl PETHCTPUPYIOTCS CEKpeTapeM-
aZIMUHHCTPATOPOM BBIOOPOYHO, B COOTBETCTBUH C YTBEPIKAEHHBIM MEPEYHEM TOKYMEHTOB

B) 13 BCEX MOCTYAMBLIMX B OPraHU3alMi0 JOKYMEHTOB CEKPETapb-aIMUHUCTPATOP
PErHCTPHPYET TOJBKO T€, KOTOPbIE NEPENAIOTCS HA PACCMOTPEHUE PYKOBOIUTEIIO

2. Pacnopmlcelmﬂ, H31aBa€Mbl€ PYKOBOACTBOM OpraHHu3aluH, CHYHTATCH:

a) NIPaBOBBIMH aKTaMH
6) pacropsiANTEIbHBIMHE JOKYMEHTAMU
B) OpYroi BapuaHT

3. Kakoli W3 [J0KYMEHTOB perjaMeHTHPYeT [esTeJbHOCTh KOHKPETHOro
JAOJIKHOCTHOIO Jimna?

a) TpUKas3s

0) noJjiokeHue 00 oTaesne

B) NOJDKHOCTHAS! MHCTPYKLIHS




4. C xakoii ¢pa3bl He peKOMEHAyeTcsi HAYHHATHL TeJeQOHHBIH pasrosop ¢
NAPTHEPOM HJIH KJIHEHTOM?

a) "3npaBcTByiiTe, Bac 6ecnokout komnanus N (cekperaps komnaHnuu N)"
0) "3npaBCTBY#TE, C BAMH rOBOPAT U3 KOMranuu N"
B) "3npascTByiiTe, cexpetapb NN u3 komnanuu N"

5. Kakoii cpoK HCIIOJTHEHHsI YCTAHOBJIEH /sl IHCEM OT OpraHu3auui?
a) CeMb QHEH

0) TPU JHEH

B) TPUALATH JHEH

6. B xakoM nmopsiike, COrJIACHO MPaBHJIAM nomymeuTooﬁopOTa, AO0JIZKHA CTPOUTHCS
paGoTa ¢ NOCTYNAIHMH B KOMIAHHIO JOKYMeHTaMH ?

a) MpUeM - NepBOHauanbHas 00paboTka - MpPEeaBapUTEIBHOE PAaCCMOTPEHHE -
PacCMOTPEHHE PYKOBOJUTENIEM - UCTIOJIHEHUE YIIPABIIEHUE B JENIO

0) nmpueM - TepBOHayanbHas oO0paboTka - perucTpauusi - pacCMOTPEHHUE
PYKOBOIHMTEJIEM- UCTIOTHEHHE - HANPaBJICHHUE B ACIO

B) oopMneHUE NOKYMEHTa - MOANUCAHUE - PErucTpauus - COrjJacoBaHHUE -

YTBEP)KACHHUE - OTIIPABKa

7. KakuM cnoco6om npocTaBisieTcs AaTa B rpude yTBepKIeHHs J0KyMeHTa?

a) Me4YaTHBIM CIocoOoM
0) CeKpeTapb MPOCTABJISIET €€ OT PYKH MOCIE YTBEPIKACHHS JOKYMEHTa
B) €€ TMPOCTaBISET PYKOBOIUTENh B MOMEHT YTBEPXKACHHS TOKYMEHTA

8. Kak Ha3bIBaeTcsi AJOKYMeHT, (puKcHpylomui Xxoa o0cCyKIeHHs H NPHHATHS
pelleHusl HA 3acelaHHH B KOMNAHUHU?

a)MpOTOKOJI

0) pewenue

B) pPaCTOpPsDKEHHUE

9. Hy’XHO Jin perHCTPHPOBATH MUCbMA-HATIOMHHAHHUSA ?
a)HEeT

6)na

B) 10 YCMOTPEHHMIO CEKpeTaps-aAMUHHCTPATOPa

10. Ecau mocjaeaHuii JeHb CPOKAa HCMOJHEHHSI JOKYMEHTa NPHXOAHTCH HAa
HepaboumHii 1eHb, KOrAa HE00X0AUMO HCTIOHHTD J0KYMEHT?

a)HE MO3IHEe HS, CIEAYIOUIEr0 32 BEIXOAHBIM

0) He mo3Hee qHS, MPEALIECTBYIOLIETO BHIXOAHOMY

11. Ecan aasi mepeaayy J0KYMEHTa HCNOJb3yeTcss PAKCHMHIbLHASL CBSI3b, KAKOH
00beM TI0KYMEHTA CUHTAETCsl MpeAeabHO A0NYyCTHMbIM?

a)Tpu TUcTa

B) nsaATh nucToB

B)10 nucrtoB

12. B nucbMeHHOM o0pameHuH cjioBa ""'rocnoans' u "'rocnoxa'':
a)MULIYTCS TOMHOCTHIO
0)MUIIYTCS MOTHOCTBIO MPU 00paleHHH K BHICOKOTIOCTABJIEHHBIM JIHLIAM
B)BCEraa COKpalaTCs.




13. Kakyio ¢popmMyIHPOBKY J0JI?KEH HMEThH 3aroJI0BOK K TEKCTY MpPOTOK0.a?
a)B NPEIJIOKHOM TaJIexKe

0)B DaTEIBLHOM MaJexKe

B)B POOMTEILHOM MaIE)Ke

14.CxosbK0 afpecaToB MOKeT ObITH HA OAHOM JOKyMeHTe?
a)He donee Tpex

0)He 6onee geThIpex

B) He DoJsiee OMHOTO

15. Yro nonumaeTcst mox TepMuHOM ""KBOpYyM''?

a)MUHUMAJIbHO HEOOXOAMMOE W JOCTATOYHOE KOJMYECTBO WIEHOB KOJJIETHAILHOIO
oprasa Juis Hagana paboTsl coOpanus

0)1/3 4neHOB KONIETHATBHOTO OpraHa

B) | 2 4IeHOB KO/IJIETHAIbHOTO OpraHa

16. Kaxoli TepmuH, KaK NpPaBHJI0, HCHOJb3yeTcs B paoTe ¢ AOKyMEHTaMu,
CONePKAMMMH KOMMEPYECKYI0 TaliHy, KOHQHIeHIHAJIbHbIE CBeleHHus 7

a)yder

0)perucrpauus

B) Ipyroi

17. Bam pykoBoaHTe/ b BO3BPAINAETCS M3 HEAEJILHOW KOMAaHAHPOBKH. YUTo cTOHT
CEJIATH K €ro MPHX0Ay, 4T00bI MOMOYb ObICTpee BKJIKYATLCS B pabdory?

a)MOArOTOBHTH KPATKUI OTYET O TOM, Y4TO MPOU3OLLIO 32 HEJAEIO €r0 OTCYTCTBHS

0)nocrapaThCs Ha3HAYUTH HA MEPBbIA PaboUMil 1eHh MAKCUMYM BCTpEY

B)BBIJIEJIMTL BPEMsI HA COBMECTHBIN MPOCMOTP BHEIIHEH KOPPECIIOHIEHIIUH

18. Ha »5Tanme nepBoHA4Ya bLHOH 00paloTKH BXOAsINEH KOPPECHOHACHIIUH
CeKpeTapb-aAMHHHCTPATOP:

a)HE YHHYTOXKAET KOHBEPTHI, @ MOALIMBAET HX BMECTE C JOKYMEHTAMH

0)Bceraa yHUYTOXKAeT KOHBEPTHI, B IEJI0 TIOALIHBAET TOJIBKO 10KYMEHTBI

B) HE YHUYTOXKAET KOHBEPTHI, €CJIM HA CAMOM JOKYMEHTE HEJOCTATOYHO MH(OPMALIUK
00 aBTOpE UM XapakTepe AOKYMEHTa

19.Kakoii 6;1aHK Hemoab3yeTest npu 0pOpPpMIIEHHH NPOTOK0.J1a?
a)0naHK OpraHM3anMu

0)0naHK HE UCTIOB3YETCS

B)GJIaHK CTPOroif OTYETHOCTH

20. YTo MCrob3yeTcsl MPH W3AAHHUH COBMECTHBIX NMPHKA30B?

a) - OnaHKM MPUKA30B
0) CTaHAApTHBIE JTUCTHI Oymaru gopmarta A4
B) obuue 61aHKH
Homep Bonpoca BykBenHoe 0603HaueHne

IMPaBUIIBHOT'O OTBETA
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7. i}
8. a
9. 0
10. i
11. B
12. B
13. 0
14. a
15. a
16. a
17. a

a

0

0

20.

6.3. MeTroanyeckne yKazaHus K NPAKTHYECKOH YaCTH HTOTOBOM aTTECTALHH

Hrorosas  arrecrauusi. Hrorosas  arrectaumss  npoBoautcs B (opme
KBATH(PUKALIMOHHOrO dk3aMeHa. K kBanupukaimoHHOMY 3K3aMEHY JOMYyCKaroTCst 00ydaromuecs,
YyCIEIIHO  3aBEpLIMBIIME  OCBOeHHME  [Iporpamwsl Obygarommmces HE00X0IMMO
NPOIEMOHCTPUPOBATh YMEHHUE MTPABMIIBHO U KPATKO U3JIaraTh OCHOBHOM MaTepHall, BLIACISS PU
3TOM OCHOBHBIE MTOJIOKEHHUSI.

KBanmudukanHoHHbIH 3K3aMeH COCTOHT NMPAKTHYECKYI0 H TEOPETHUECKYIO YaCTh.

[TpakTryeckas yacTh. [Ipy BBIMONHEHHM MPAKTHYECKOrO 3aliaHus HEOOXOIMMO HETKO U
KpPaTKO HM3/I0)KWTh MaTepHall, BBIIEIUTh OCHOBHBIEC MOHSATHS BOINPOCA, CAENaTh HEOOXOIUMBbIE
BBIBOJIbI — pe3toMe. [IpH BBINOIHEHUM 3TOr0 3aJaHUS HE OMYCKAKOTCA OOIIMPHBIC BBITUCKUA U3
y4eOHUKOB, CIIELIUATbHON JIMTEPATyphl U APYrUX UCTOYHUKOB. OTBET HA BOMPOC JOJDKEH OBITH
M3/I0)KEH T'PaMOTHBIM JIMTEPATypPHBIM 53bIKOM H CBHICTENLCTBOBATH O TIyOMHE MpPOpaboTKU
TEOPETHYECKOr0 MaTepHala.

[IpuMepHBIi nepeyeHb TeM KBanu(UKannoHHbIX paboT:

Ponb cexpertaps B OpraHu3aliy J0KyMEHTO000pOTa MPEANpPHUSITHSL.
Wcropus pa3BUTHS CEKPETAPCKUX CITYXKO.
Ponb 1 06s3aHHOCTH CEKpeTaps.
Posns cexperaps B opranusanmu J0KyMEHTO000poTa.
[TpodeccrnonaibHbIE U TMUHOCTHBIE KAYECTBA CEKPETAPSL.

el ol e e

TpeboBanus k 0OPMICHHIO TPAKTUIECKOro 3aanus. PaboTa n0/DKHA UMETh THTYJIbHbIH
JIACT, TIOSICHATEIIbHYIO 3aNMCKy, CIIMCOK HCMOJIb3yEMOM JMTEpPaTypbl M YMCTHIA JIMCT Ui
HaMMCaHUs PELICH3UH.

PaGora BbmonHseTcs Ha muctax ¢opmara A-4 (210x297mm) u Opormropyercst mox
TUTYJIBHBIM JTMCTOM. TeKCT KBaaM(HKAILMOHHOHM paboThl HODKEH ObITh HAMKMCAH rPaMOTHO, O€3
MCTIPaBJICHUI W MPOU3BOJIBHBIX COKpallieHui u HabpaH Ha kommbioTepe mpudrom Times New
Roman — 14 gepe3 1 untepan ¢ 00s3aTebHBIM COOIIOIEHHEM CTaHAAPTHBIX MOJIEH:

Jlesoe mose mmcta —20 MM

[TpaBoe none nucra — 10 MM

Bepxuee none nmucta — 20 Mm

Hwxnee none mucta — 20 mm

O6beMm kBamu(uKaHOHHON paboThI He No/DKeH npeBbimarth 10 cTpaHuL.

B ciy4asx, xoraa TpeOyeTcsi TOYHOCTh TEOPETHHECKMX (JOPMYIMPOBOK, NPHUBOAATCA
mutathl. CcbUIKa Ha LIMTATy JO/DKHA OBITh CAENaHa B KOHILE LMTAaThl C yKa3aHWEM HOMEpa
MEPBOMCTOYHMKA M3 CIIMCKA JIMTEPATYPbl M CTPAHHUIIbI, C KOTOPO# CAEIaHa LMTaTa.

Crpanuiisl, TabaMIBl U IPYroi WUTHOCTPATHBHBIA MaTepHUall JO/DKHBI UMETh CKBO3HYIO
HyMepaLMIO OT Hadajia TEKCTa.




BhinonHeHHY0 1 0OPMIICHHYIO B COOTBETCTBHM C TPeOOBAHUAMHU KBAIHM(PUKALIMOHHYIO
paboty o0y4aroLMiics NO/DKEH HanpaBUTh AJIS MPOBEpkHU B cBoeM iu4HOM kabuuere B CJIO.
Bpemss npoBepku pabotel — 1 paGoumii ausa. [IpM mony4eHHH T[OJNIOKUTEIBHOW pPELEH3UH
00yuaroIMiCs TOMyCKaeTCsi K UTOrOBOMY TECTHPOBAHHMIO.

Ecnu peuensus mnpenycmarpuBaeT A0paboTKy KBamM(HMKALMOHHOW pPaboTel, TO B
COOTBETCTBHMM C 3aMEYaHMSIMH peLEeH3eHTa oOyuarommiics ee aopadateiBaeT. JlopaboTku
oopMIIAIOTCS B KOHLE KBanu(HUKaUMOHHOH paboTel. Eciu e peueH3us NnpemxycMaTpuBacT
nepepaboTKy KBanM(UKAMOHHONH paboThl, TO HOBBI BAapUAHT HAMPABIISETCS Ha MPOBEPKY
BMECTE C NMEpBOHAYaIbHEIM. be3 kBanuuKaumoHHO#H paboThl 00yUarOImuUiCs HE OMyCKAeTCs K
IK3aMEHY.

Kpurtepun onieHkH KBaTH(GUKAIMOHHON PabOThL:

«OtramuHo» - paboTa XapaKTEpU3YETCs CMBICIOBOH LENBHOCTBIO, CBSI3HOCTBIO H
MOC/IEN0BATENBHOCTEIO  M3NOKeHHUss  mpobnembl.  OOywarommiicss  yMEeT  BbIpaXkaThb
apryMEHTHPOBAaHHOE MHEHME MO0 CQOpPMYyIMPOBAHHOW Mpodieme, TOYHO ONpenensis ee
cozepranue U coctapnsioune. KamupukanuonHas padboTa He COIepKUT PaKTHIECKUX OIIHOOK,
CBSI3aHHBIX C MOHMMaHWeM mnpoOsiembl. KBammugukanuonHas pabora cHabkeHa HEOOXOAMMBIM
O6ubnuorpauYecKuM anmapaToMm.

«Xopomo» - KBamudukammonHas pabora XapaKTEpU3yeTCsl CMBICIOBOH LIEIBHOCTBIO,
CBSI3HOCTBIO W TIOCIEIOBATEIbHOCTBIO H3JIOKEHHs; pomyumieHo He Oonee | ommbku npu
00BSICHEHUM CMBICTIAa WK conepxanus npobnemsl. [l apryMeHTaluy NpPUBOASTCA CChUIKM Ha
NEPBOMCTOYHUKH M HccaenoBaHus. [IposeMOHCTPUPOBaHbI MCCIENOBATEIbCKHE YMEHUS U
HaBbIKH. DaKTHYECKUX OIIMOOK, CBA3aHHBIX C MOHUMAHUEM Mpo0seMsbl, HET. JlomyleHs! oHa-
nBe omHrOKU B 0pOpMIEeHUH paboThL.

«¥YnoBJIeTBOPUTENbHO» - OOydaoUmics MPOBOAUT HOCTATOYHO CAMOCTOSTEIbHBIN
aHamM3 W30paHHOW Aisi paccMOTpeHus npobnemsl. [IpUBnIEYEHb! OCHOBHBIE WCTOYHHKH IO
paccMaTpuBaeMoii Teme. JlonyieHo He Oonee 2 omuboK B CMBICIE WM COAEPKaHUM MPOOIEMBI,
odhopMIeHUH KBaTH(PHUKALIMOHHOH pabOTHI.

«HeynoBnerBoputesibHO» - KBammdukaumonHas pabora mnpeactaBiser coboi
MepecKa3aHHblid WM TIOJHOCTHIO MEPETTHCAHHbINA TEKCT KAKUX-TO HCTOYHMKOB, Y4EOHHKOB WIIH
uccnenoBannii 0e3 KOMMEHTapueB, aHaim3a. He packpeita CTpYKTypa M TEOPETHYECKHE
cocTaBisroMe TeMbl. Jlomymeno Tpu uiaM 0onee Tpex omMOOK B CMBICIOBOM CONEP:KaHHWU
packpsiBaeMoii mpo6emsl, B 0(OpMIICHHH KBaTH(DUKALIHOHHON paboThI.

Ok3aMeH. OK3aMeH MPOXOOUT MpU MOMOLIMA 3JIeKTpoHHOro tectupoBanus B CJIO.
PesynbTaThl MTOrOBOM arTecTamdid O(OPMISIOTCS MPOTOKOIOM. Pe3ynbTaThl 3K3ameHa
OLICHHBAIOTCS 10 YETHIPEXOAJUIbHOM CUCTEME (KOTIMYHOY», «XOPOILIO», «YIOBIETBOPUTEIBLHOY,
«HEYIOBJIIETBOPUTEIBbHOY») corinacHo [lonoXkeHHI0O O TEKyIeM KOHTpOJE YCIEBAEMOCTH,
npomexxyTouHoi u utoroBoi arrecrauuu OO0 «IIpog-Passutuer». Jluuam, yCnemHo CAaBUIHM
3K3aMeH, BBIIAETCs CBHAECTENBCTBO O JIO/DKHOCTH Ciyxainero, ycranosieHHoro B OOO «IIpod-
Pa3sutne» obpasua.

WHauBHAYyaIbHBIH Yy4eT pe3yJbTaTOB OCBOCHHs OOydarolmMHcs 00pa3oBaTENbHBIX
NporpaMm, a TAKXKE XpaHEHHE B apxuBaxX MH(opMaiu 006 3THX pe3yabTaTaX OCYIIECTBIISIOTCS
000 «ITpog-Pa3suTre)» Ha OyMaXKHbIX U (MJIM) 3TEKTPOHHBIX HOCUTEIAX.

KpuTepuu O1IeHKH Pe3yIbTaTOB TECTUPOBAHHMS IPU 3K3aAMEHE!

Konuuectso GamioB, HaOpaHHbIX | KauecTBeHHas OLIEHKA WHIUBUYAITbHBIX
ClIyLIaTenaem 00pa3oBaTeNbHBIX JOCTHKEHHH

81-100 OLICHKA «OTIIMYHO»

71-80 OLIEHKA «XOPOLIO»

51-70 OLIEHKA «y0BJIETBOPUTEIHLHO

Menee 50 OLICHKA «HEYIOBJIETBOPUTEIILHO»




7. YCJIOBUS PEAJIN3AIIUMA ITPOT'PAMMABI
7.1. TpeGoBaHus K MUHHMAJIbHOMY MATEPHAJIbLHO-TEXHHYECKOMY 00ecnedeHHI0

HWcnonb3oBaHMe NEKIIMOHHBIX AyIUTOPUI HE MPELyCMOTPEHO B CBS3M C peanusanuei
nporpaMM C NOPUMEHEHHEM HWCKIIOYMTENIBHO JJIEKTPOHHOTO OO0Y4EHMs, AMCTAHLMOHHBIX
00pa3oBaTeTbHBIX TEXHOIOTHIA.

Pabouee mecto mpenomaBatenss B OOO «IIpo¢-pa3BuTue» OCHALIEHO: CTOJOM IS
NPEnoaBaTesi, MEPCOHATBHBIM KOMITBIOTEPOM C BBIXOJIOM B IHTEpHET.

TekcToBbIE NEKLNH B 3JEKTPOHHOM (popmMate, POHIBI OLEHOYHBIX CPEACTB (3afaHus) s
MPOBEICHUS TPOMEKYTOYHOM 1 UTOrOBOM aTTECTALIMH PA3MEIIAIOTCS B CHCTEME IMCTAHLIMOHHOIO
o0yuenus B cetu iHTEpHET 10 azxpecy: https:/profrz.ru/.

7.2. O0urue TpeOoBaHMS K OPraHU3alliH 00pa30BaTeIbLHOr0 npouecca

Peanu3zaums mnporpaMMbl JODKHa 00ecriedMBaThCs MENArOrH4eCKMMH  KaJpaMu,
HMEIOLMMH  CpefiHee MNpO(ECCHOHAIBHOE WM BbICIIEE 00pa3oBaHHE, COOTBETCTBYIOIIEE
npoQuII0 NpPEnoaaBacMoi NUCLMIUIMHBL (MOAYIS), a TAKKe MPOLIEAIIHUMH JIOIOIHHTEILHOES
npodeccroHanbHOe 00pa3oBaHue B 001aCTH TEXHOJIOTMH JUCTAHLIMOHHOTO OOyYeHHs W (WMJIH)
UHGOPMALMOHHO-KOMMYHHKALMOHHBIX TEXHOJIOTHH.

OO6y4eHre Mo MporpaMMme OCYILECTBJIAETCS Ha TUIAaT(HOPME CHUCTEMbI AUCTAHLIMOHHOTO
obyuenus https:/profrz.ru/ (mamee - CJ1O). doctyn B C[JO obecneuynBaeTcss HEMPEPBIBHO (B
KPYTJIOCYTOYHOM PEXHME CEeMb JHEH B HeNenmo) M3 Jo00H TOYKH NOAKIIOYCHHS K CETH
Hureprer. Jloctyn ko Bcem cepeucam CJIO mepcoHanM3upOBaHHBIHA (MO YUETHOH 3aIKChIO).
OpraHu3aMOHHO-TEXHHYECKOE CONPOBOKICHUE BKIIHOYAET B CeOsl PErMCTpalHIo, yAAJlCHHME,
BOCCTAHOBIICHHE JIOTMHA M TIApOjis TOJIb30BATENCH, pENaKTHPOBAaHHWE YYETHOM 3alMCH.
OpraHu3alMOHHO-TEXHUYECKOE COMpoBoXaeHne ocymectsusier meroauct OO0  «IIpod-
Pazsutue».

VuebHo-MeToarueckne Matepuaisl pasmeressl B CJ1O 1 BKIIOYaroT B c€0s: pyKOBOACTBO
nons3osatens npu pabore B CJO, mutepaTypy ISl CaMOCTOSITETbHOHM MPOpabOTKH TeM
MPOrpaMMbl, HOPMATHBHBIE MIPABOBBIE AKThI, MEPEUYCHb HHTEPHET-PECYPCOB, 00Pa30BaTEIbHBIX
pecypcoB. [lpenMerHas CTpaHMLla Kypca BKIIOYA€T JIEKLMM, TECTBI, 3a/aHus JUId
MHMBH/IyalbHOTO  BBINOJHEHMS, WHMOPMALMOHHO-METONMYECKHE pecypcsl B (dopme
«CTPAHMILIBI», «KHWATH», pa3MELICHHbIX (aiiloB M CCHUIOK HAa HHTEPHET-PECYPChL. Tembi
nmporpamMmbl 0OPMIICHBI B BUIE TEMATHYECKUX OJIOKOB.

B mpouecce peand3alud TPOrpaMMbl HCTIONB3YIOTCS CPENCTBA MH(OPMALMOHHBIX M
KOMMYHHMKALIMOHHBIX TEXHOJIOTHIA: 3JIEKTPOHHAS 1104Ta, IaTdopma JJis NPOBeICHHs BEOWHAPOB
B CJIO.

Buzst 1 hpopmsi yaeOHO# paboThl C HCIIOIb30BAHUEM IIEKTPOHHOTO 00y4EHMS:

- caMocTosTeNbHas paboTa, BKIOUYawomas paboTy ¢ COAEpXKMMBIM Kypca 00yueHws,
BBITIOJTHEHHUE 3aJaHHi Uit 0TPa0OTKU MPAaKTHYECKHX HABBIKOB,

- IeKius, BeOuHap,

- KOHCYJIbTallisl MHIUBHUAYaJIbHAs UJIH IPYIIIOBasL,

- KOHTPOJIb 3HAHUH (TECTUPOBAHUE).

[penocTaBieHHE Pe3yJIbTATOB CAMOCTOSATENbHOM PaboThl (MHAMBUIYaIbHOE U IPYIIIIOBOE
KOHCY/IbTMPOBAHHE, Pa3NMYHbIE BWBI aTTeCTalwii) ocymecTBusioTcs mocpeactsom CJIO.
['pynmoBbie W WHAWBHIYaJbHbIE KOHCYJIBTALMH MPOXOMAT NpPH HENOCPEACTBEHHOM OOIIEHHH
TIPENo/iaBaTelisi W Ciywiarens B XoAe OOyd4eHHs, OpPraHM3ylTCs B JHUCTAHIMOHHOM PEXHME.
HudopmupoBanue chaymarenedfi O pe3yibTaTaX MPOMEXYTOYHOH M MTOrOBOH aTTECTALMK
ocymectsisercs yepes CJ1O.




7.3. YueGHo-meToaH4YecKoe obecniedeHne 1 HHpopmMaunoHHoe obecnedeHHe NporpaMmsl
HopMaTHBHO-NIPaBOBbIE JOKYMEHTbI

1. ODenepanpHbiii 3ak0H 0T 29 nmekabps 2012 r. N 273-©03 "O6 obpa3oBanuu B
Poccuiickoit ®@enepauun” (¢ u3meneHusimu Ha 11 wmions 2022 roma). DnekTpoHHbIA (DOHI
MPaBOBBIX U HOPMATUBHO-TEXHUYECKUX NOKYMEHTOB https://docs.cntd.ru/document/902389617

2. [Ipukaz MunucrepctBa npocsemenuss Poccuiickoit ®@enepauuu ot 26 aBrycra
2020 rona N 438 «O6 yTteepxaenun [lopsjika opraHu3aliii ¥ OCYIIECTBICHHS 00pa30BaTEIbHOM
JESATENbHOCTH 0 OCHOBHBIM MPOrpaMMam Mpo(ECCHOHANBLHOr0 00y4eHUM» (3aPErUCTPUPOBAHO
B Muntocte Poccun 11 centsOps 2020 rona, peructpaioHHsiit Ne 59784). DnexTpoHHbIH GOHL
MPaBOBBIX ¥ HOPMATHBHO-TEXHUYECKMX JOKyMeHTOB https://docs.cntd.ru/document/565697399

3. [Tpuka3 MunuctepcTBa npocseuienusi Poccutickoit @enepauuu ot 14 urons 2023
roga Ne 534 «O6 ytBepxkaenum mepedns npodeccuii paboumx, TOMKHOCTEH CIy)KalMX, IO
KOTOPBIM OCYILECTBISETCS NpodeccHoHaibHoe 00ydeHue» 3aperucTpupoBaHo B MuHiocTe
Poccuu 14 aBrycra 2023 r. N 74776) DnekTpoHHbI# (JOH MPABOBBIX X HOPMATUBHO-TEXHHYECKUX
nokymeHnToB https://docs.cntd.ru/document/1302339887

4 [Tpodeccuonansubiii  crangapr "Crnenuanuct 10  OpPraHM3alMOHHOMY U
JOKYMEHTALIMOHHOMY OOECTIEYEHUIO YTIpaBIEeHUs opraHu3auuei”, yreepikaeHHoro Ilpukasom
MHMHHCTEPCTBA TpyAa W coumansHOM 3amutel P® ot 15 wmons 2020r. Ne333m,
3apeructpupoBaHHoro B Muniocte P® 15 wmions 2020 r., peructpaumonsHbii Ne 58957
DNEeKTPOHHBIN (douxg NPaBOBBIX u HOPMAaTHBHO-TEXHUYECKUX JOKYMEHTOB
https://base.garant.ru/74385595/

OcHOBHBbIE HCTOYHHKH:

1. AxmetoBa A.B. WH(bopMaLOHHBIE TEXHOJIOIHH B JOKYMEHTAIBHOM 00€CTIeUeHHH
yIIpaB/IEHUs] H apXHBHOM Jienie: yuebHoe nocobue / A.B. AxmeTtoBa. — KomcoMonbck-Ha-AMype:
®I'BOY BIIO «KHAT'TY», 2014 — 143 ¢. — ISBN 978-5-7765-1068-7

2. bapanosa E.K., Bbabamm A.B. WndopmammonHas 0€30macHOCTh W 3alluTa
uHpopmaunu: yued. nocodue / E.K. bapanosa, A.B. Babam. — 4-¢ u3n., nepepad. u non. — M.:
PUOP: UH®PA-M, 2018. — 336 ¢. — ISBN 978-5-369-01761-6

3 bacakoB M.M. JlokymeHTauuoHHOE oOecredeHue ympaBlieHHs (C OCHOBaMH
apxuBoBeneHHs ). yaeOHoe nocobue / M.U. BacakoB. — 2-e u3a., crep. — M.: KHOPVYC, 2016.
— 216 ¢. — (HavansHoe u cpenHee npodeccuonansHoe odpa3osanue). ISBN 978-5-406-04536-
7

4. Boctpenosa E.B. OcHoBbl uH(OpMaLmoHHO# Oe3omacHocTH: yyebHOE mocobue
1uist cryneHToB By30B / E.B. Boctpenosa.— ExatepunOypr : M3n-Bo Ypain. yH-Ta, 2019.— 204 c.
ISBN 978-5-7996-2677-8 https://studfile.net/preview/16707524/

5. Jepersinkun E.B. JlenoBoe o0wenue: yuedbuoe nocobue. ExatepunOypr: U3n-so
VYpan. ya-ta, 2015. — 48 c. — ISBN 978-5-7996-1454-6

6. I3snommuckuit M. M., [Tuneryn M. A. JlenoBble KOMMyHMKalmu. Teopust u
npakTuka: y4yeOHuk mns OaxamaBpoB / WM. M. [I3snommuckuii, M. A. [lumeryn. — M.:

UsnarensctBo FOpaiit, 2017. — 433 c. — Cepusi: bakanasp. Yrny6nenusiii kypc. ISBN 978-5-
9916-3044-3
. 3aiiueBa E. B., ['onuapoBa H.B. Jlenompou3BoACTBO U JOKYMEHTOOOOPOT B
CHCTEME rOCYAapCTBEHHOTO M MYHHIMIIAIBHOTO YITPABJICHHs: yaeOHO-METOq4ECKOe mocodue /
ExarepunOypr: U3n-Bo Ypansckoro yauBepcureta, 2017. — 175 ¢. — ISBN 978-5-7996-2233-6
8. Kankaun M.B. JlenoBoii aTukeT: yueOHoe nocodue / Kankan M.B., JIuxauesa JI.C.
— ExatepunOypr: UsnarensctBo Ypanbsckoro yausepeurera, 2017. — 168 ¢. — ISBN 978-5-
7996-2076-9.
2. [lpucraBuenko O.B., DOramoB AWM. HWHpOpManMOHHBIE TEXHOJIOTHMH B
NOKYMEHTALIMOHHOM O0eCTIeYeHHH YIpaBIEHWST B apXHBHOM Jene. YueOHO-METONMYECKOe




nocodue / cocrasutenu: O.B. IlpucraBuenxko, A.M. Oramos. Hwkuuii Hosropon:
Hwxeropoackuii rocynusepcurert, 2017.

10.  Pamenmmk, JI. M. Tlcuxomnorus neinoBOro oOLICHUS: YUEOHHUK W TIPAKTHKYM st
CTIO M.: UznatensctBo HOpaiit, 2018. — 207 ¢. — ISBN: 978-5-9916-7315-0

11.  Cwmupnosa E.I1. Jlenonpou3soactso ams cekperaps. PaspaboTtka, y4er u XxpaHeHUe
cinyxeOHOH JOKYMEHTalmu: npaktudyeckoe nocodue / Cmuprosa E.I1. — Capatos: Aii [Iu 3p
Menwua, 2019. — 210 c. — ISBN 978-5-4486-0465-2.

12.  Xwmensauuxas O.E. Cexperapp - IHII0 KOMINAHWM: MMHDK CEKpETapsi, AENOBOH
stuker W npotokon / XwmempHuuKkas O.E. — Hoocubupck: Cubupckoe yHHBEPCHTETCKOE
uznarensctBo, 2017. — 127 ¢. — ISBN 978-5-379-02028-6.

13. [ITyBanosa H.H., MiBanoBa A.KO. OCHOBBI 1€10MPOU3BOACTBA. S3bIK CITyKEOHOTO
IOKyMeHTa: yueOHMK U NMPaKTUKYM Ui akanemuueckoro baxkamaspuara / H. H. Illysanosa, A. 1O.
Wsanosa; nox o6w. pexn. H. H. [IlyBanoBoii. — 2-e u3n., nepepad. u non. — M.: M3aarenscTBo
IOpaiit, 2019. — 428 c. — (Cepusi: bakanasp. Akanemuueckuit kypc). [ISBN 978-5-534-10848-4

JlonoTHUTEIbHAS JIHTEpaTypa:

1. bopoznuna ['B., KopmuoBa H.A. Tlcuxonoruss ¥ 3TUKA JE€IOBOTO OOLICHHS:
Y4eOHUK U TPaKTUKYM JUIs akageMudeckoro 6akanaspuara. Jlrobepust: FOpaiit, 2016. 463 c.
2. BenneneBa M.A., Beprakoa [O.B. HWHdopmannoHHBIE TEXHONOTHH B

ynpaBieHuu.: YaebHoe nocodue s 6akanaspos. Jlrobepust: FOpaiit, 2016. 462 c.
3. Kpusokopa E.W. [lenoBsie kommyHukammu: Yuednoe nocodune. M.: HULL Undpa-
M, 2013. 190 c.

4. Kysnenoe M. H. JlokymeHTauMOHHOE OOECNEYEHHE  YNPABIEHUS H
nenonpoussoacTso. M.: HOpaiit, 2014. 576 c.

3 JloBuera M. B., l'ankuna E. H., 'yposa E. B. Jlenonpou3BoacTBO B KaJpoOBOM
ciyx6e. M.: [Ipocnekr, 2019. 80 c.

6. JIertkuna O. U., Cenesnesa JI.B. Kynbrypa peuun u aenosoe obwenue. CO0pHUK
ynpaxHeHui. Yuednoe. M.: PI'CY, 2013. 168 c.

5 A CeupunoBa M.JO. Hupopmaumonusie TtexHonoruu B ofuce: [IpakTuueckue
ynpaxHeHus. M.: Academia, 2016. 800 c.

8. ConoBses, D. 1. CoBpeMeHHbIH ITUKET. J[€710BOM U MEXKIYHAPOIHBIH ITPOTOKOJI.
M.: Ocp-89, 2013. 320 c.

9. Tumodees M. U. JlenoBbie koMMyHHKalMu. YdeOHOe mocobue. M.. PUOP,

Hudpa-M, 2016. 128 c.
10.  Tpodumosa O. B., Kynuuk E.B. OcHoBsl nenoBoro mucbma. M.: @munra, Hayka,
2014. 306 c.




