roCy 1APCTBEHHOE ABTOHOMHOE NPO®ECCHOHAJIBHOE
OBPA3OBATEJIBHOE YUPEK/JIEHUE UPKYTCKOM OBJACTHU
«BPATCKWNIA MHIYCTPUAJTBHO-METAJLUTYPTUMYECKUHA TEXHAKYM»

OCHOBHAS OBPA3OBATEJIbHASI IPOT'PAMMA
[MPOD®ECCUOHAJTBHOI'O OBYYEHUSA
IO MPOPECCHUHA
«Cekperapb Y4eOHOH 4aCTH»

Wcxoaublii ypoBeHb 00pa3oBaHMs —
OCHOBHOE 0011iee 00pa3oBaHue

bparck 2025 1.



1 MOSICHUTEJbHASI 3ATIMCKA

[Iporpamma MpoeccHOoHalbHON OJATOTOBKM MO NOJDKHOCTH CITyKalluero (26426)
cekperaps yuebHoii uactu (aucrnerdep) (aasee - [Iporpamma) pa3paboTaHa B COOTBETCTBHU
C TpeDOBaHUAMMU:

DenepaibHoro sakona ot 29 aexadps 2012 r. Ne 273-03 «O06 obpazoBaHHH B
Poccuiickoi Menepauumy,

Iprkasa Munnpocselienus P@ ot 26 asrycra 2020 Ne 438 «O6 yTBepx)acHAHN
OPSLKA OPTalM3alii M OCYILECTBIRHHS 00pa3oBaTe/bHON 1eATEBHOCTU 0 OCHOBHBIM
NporpamMmmMam npoeccHoHanbHOro 00y4eHUN»;

3. npukasa Munucrepersa npocseulenus PO or 14 wnrons 2023 r. Ne 534 «O6
yreepucienuy [lepednst mpodeccuii padounx, NOJKHOCTEH ClyXKalluX, MO KOTOPBIM
OCYILECTRAsCTCS MpodeccHoHanbHOe 00y eHHe»;

4. EAunoro KBalH(UKALMOHHOIO CIPAaBOYHMKA JIOJDKHOCTCH PYKOBOJMTEIEH,
CrenyAIUCTOR K cayRamux, pasien «KpanudukalnoHHble XapaKTePHCTHKH JNOJKHOCTEHR
paBoTiivikos obpazoBaHusiy, YTB. NpHKa3oM MHHUCTEPCTBA 31PaBOOXPAaHCHUA 1
coumna1bHoro pazsutus PO or 26 aBrycra 2010 r. Ne 7611.

Conepianue [lporpaMMbl MPeACTABIEHO NOSCHUTENLHOH 3aMUCKOH, Y4eOHbBIM
NIGHOM, COJep/KaHueM Y4eOHbIX MOJyJIEH, MIaHUPYEMBIMU pe3yJibTaTaMH OCBOCHHS
[Iporpammbl, ycnoBusiMd peanusauuu  [lporpammel, CUCTEMOM OLEHKH pPe3ylbTaTOB
ocBoenus [lporpaMMmesl.

VueOunlli [I1aH COJAEPKMUT repedeHb y4eOHBIX MOJyJed ¢ yKa3aHHeM BpeMeHH,
OTBOAMMOIO Ha WX OCBOEHHE, BKJIKOYasg BpeMs, OTBOAMMOE Ha TEOPETHHECKHE H
NpakTUYecKue 3aHsITHA,

[lepedennb yueOnbIx MoayJiel [TporpaMMel
|. Poiib ¥ MECTO ceKpeTaps B IesiTelIbHOCTH yueOHON YacTH OpraHn3amuy.
2. HopmatyBHO-TpaBoBasi 6asa 1e10Npor3B0oCTBa y4eOHON YacTH OpraHu3aly.

VKT B jestensrocTd obpasosaresbHOi opranusauuu. OcobeHHOCTH paboThl ¢

4. JleN0npou3BOICTRO U I0KyMEHT00G0POT B 00pa3oBaTeIbHON OpraHnu3allky.
5. Apxus opranuzauuu. Cucremarusauus U obecredeHne COXpaHHOCTH J0KyMEHTOB.

[Moc/ie0BaTeNbHOCTS — M3Y4eHHS  MOJyJeH — ompefensercs  o0pa3oBaTelbHOM



i

nporpamMmoii, pa3paloTaHHON M YTBEPKIEHHOH OpraHM3alMeH, OCYILECTBIIAIOLIEH
0BpaszoBaTebHYIO eATelbHOCTb, B COOTBETCTBMM C 4acTamu 3 ¥ 5 crated 12
DeepanbHOro 3aKoHa 00 00pa3oBaHMH.

Venosus peanmsauuu [IporpaMMbl COCTABIISIOT MaTepUalbHO-TEXHHYECKYIO 6asy
OpraHu3alpy, OCYLLeCTBIstolel o0pa3oBaTeNibHYl0 — JeSATeNBHOCTh, M COIAEpIKAT
OpraHu3alMOHHO-TIE/lArOH4eCKre,  KaJpOoBble,  MH(OPMALMOHHO-METOAUYECKHE W
MarepuaibHO-TeXHHYeCKHe TpeboBaHus.

VueGHO-METO[MYeCKIe MaTepralibl 00eceuuBaloT peanusaumio [IporpaMmsl.

[IporpaMyva HpefycmMaTpriBaeT A0CTaTOUYHBIH Ui (OPMHUPOBAHHUS, 3aKPETUICHHUS H
Pa3BUTUS IPAKTHUECKUX HABBIKOB U KOMIETEHIMH 00beM NPaKTHYECKHX 3aHATHH.

[porpavMma MOXkeT ObITh WCIMOJNB30BAHA 17 pa3paboTKH paboyeld NpOrpammbl
NpodeccHoHaibHON NOArOTOBKH JIMIl ¢ OrPAHMYEHHBIMH BO3MOXHOCTAMHU 310pOBbS TIpH
COBMIONCHHN YCIOBME, €3 KOTOPbIX HEBO3MOXHO MM 3aTPYJHHTENBHO OCBOCHHE
o0paszoBaresibHbIX  TPOrpamMM  OOYYaroUMMHUCA C  OTPAaHHYEHHBIMH  BO3MOXHOCTAMH
3/10POBBS.

2 YUEBHbIN IIVIAH

. B Tom unciae
far ” Bceero
|Ne m/n HauMenoBaHue MOAYJIeH
yacoB Teoperudeckue | YuedOHas
3AHATHS MPaKTHKA
T
) Pob 1 MecTo cexpeTapsi B JIesTe.IbHOCTH y4eOHOH 4 4
4acTH OplraHU3aLHl
5 anﬂu aruBHO-TIpaBoBas Oaza 1eI0NPOU3BO/ICTBA 3 3
| yueDHO! 4acTH OpPraHH3aluu
I - ola ml : v
|, MKIT B nesteibHOCTH o0paszosareJIbHOH 4 2 3
7 opranusauun. OcoBennoctu paborst ¢ /10
\ J{e10IPOU3BO/ICTBO H JOKYMEHTOOOOPOT B
- 3 P £ Y1206 P 14 7 7
____[00pa3oBaTE/IbHOM OpraHu3anny
|5 APXHB  OpraHW3ALNH. Cucremarusalins 1 3 7 1
|~ oDeciieyerne COXPaHHOCTH /IOKYMCHTOB
MMoroToBKa K HTOTOBOMY TECTHPOBAHHIO 2 2
KpaandukannoHHblil 9K3aMeH (TecTHPOBaHHE, " 1 1
npaKTauccKas padbora) -
Hroro ) , 34 20 14




3 PABOYME ITPOTPAMMBI YYEBHBIX MO/IYJIEH

Monyas 1. Posis 1 MecTo cekpeTaps B 1esiTeJIbHOCTH Y4e0HOH 4acTH OPraHu3alHH.

PacnipeneneHue y4eOHbBIX 4acoOB

B Tom uncie
_ " Bceero
HauvenoBanune Mo,y ien
4acoB Teoperudeckne | Yuednas
3aHATHS NPAKTHKA

[Mpodecens «Cexperaps yueGHOR HacTy (JIMCTIETIED)» 1 1
JlomkHocTHas MHCTPYKLKS cexpeTapsi yueOHOH YyacTH 1 1
| S - —
I Ipagm ia 1o oxpane Tpyla 1 noxapoil 6e30MacHOCTH ] ]
TIpasuia nenosoro obienns. OCHOBBI 3THKH U 3CTETHKH 1 1
}.....______ H = oy
Hroro 4 4

Tema 1. [Tpodeccus «Cexperaps yueOHoit uacTu (aucneruep)». KBanndrkaunoHHbIE
TpeGoBanis, OCHOBHbIE 3HAHHA U yMEHHS, HEOOXOAUMBIE CEKPETAPIO. [TpodeccroHanbHbIi
cranaapt «Cekpetaps yueGHON YacTH (AUCTIETYED)».

Tema 2. JIOMKHOCTHAs WHCTPYKUWsE cekperaps ydeOHod dactu. Ilpasuna
BHYTPEHHEro TPYIOBOTO pacriopsika oOpasoBaTelbHOro yupexsenus. Kareropuu
cexperapeil B opraHuzaunusax Pd.

l'ema 3. [paBuna no oxpane Tpyja 1 noxapHod GesonacHocTH. Pojb cexpeTaps B
JEATEJIbHOCTH OPraHU3alUH.

Tewma 4. JlenoBoii uMu ok cekpetaps. [IpaBuna 1enoBoro oouieHus. XapakTepucTHKa
BepOasbHBIX W HeBepOATBbHLIX cpedcTB oOueHns. OCHOBHBIE «3hdeKTh» B BOCTIPUATHH
apyrux aojeil. Buasl o0eHns (1e1080e, Tu4Hoe). OCHOBBI 9 THKH U 3CTETUKH.

Moayas 2. HopmaTuBHO-npaBoBasi 6a3a [eJIONPOH3BOACTBA y14eOHOH 4YacTH
OpraHu3auuH
Pacnpenenenue yueOHBIX 4acoB

P—— B
i

| B Tom yucae

‘ - Bceero

; HaumvenoBanune Moay./ieH

| 1acoB |Teopernveckue| YudeOHas
! S o 3aHATHA NpPaKTHKA
‘I lopmaruBHO-npaBoBas 0asa aeionponspoacrsa B PO 1 1

1 'ocyaapeTEeHHbBIE CTAHIaPThl YHHOULUHPOBAHHOH CUCTEMBI | 1
OpraHM3auHOHHO-PACTIOPAIMTE/IbHOH /IOKYMEHTALIUH.

| .

(Crpykrypa 0Gpa3zoBaTe/lbHOroO YUpeKIeHHs, €ro KaJpoBoro cocraBa 1 1

Hroro 3 3

| e =
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fema 1. O030p HOpMaTWBHO-IPaBOBOH Oa3bl Jenonpou3BoicTsa. HopMaTHBHO
npasosas Oasa nenonpoussoicTsa B PO. llpu3Hakd HOPMaTHBHO-NPABOBOrO aKTa
HopMaTHBHO-NPaBOBBIE  aKThi B cepe /eI0NpPOU3BOACTBA M MHPOPMALUHMOHHOIO
obecrieueHust ynpaBJIeHHA.

[ema 2. [locyZapcTBeHHble — CTAHIAPTBl  YHU(UUHMPOBAHHOW  CHUCTEMBI
OpraHu3alMOHHO PACIOPANTEILHON NOKYMEHTaUMK. YHAHKAUMS U CTAHAApTH3ALMS B
nenonpoussoacrtee. [OCT P 7.0.97-2016 «Cucrema CTaHAapTOB MO uH(popMaLH,
fubaHoTetnoMy M m3jarensckomy  jaeny.  OpraHM3allMOHHO-pacropsAWTe/bHAs
pokyMerraipg. TpeboBanus K OQOPMIIEHUIO TOKYMEHTOBY.

feva 3. 3aKoHbl M MHBIE HOPMATHUBHBbIE IIPAaBOBbIE AaKThl, PErIaMEHTHPYIOLIME
obpasoBaTelbuyo  jestedpHocTb. CTpyKTypa 00pasoBaTelbHOro YUpPEeXACHHs, ero
KaJpOBOro COCTaBa.

Moayab 3. HUKT B jesiTebHOCTH o0pa3oBaTe/IbHOH OpraHH3alHH.

Ocobennoctu padorsl ¢ 0.

Pacnipenenenye y4eOHBIX YacoB

| b .
B Tom uncae
5 Bcero

| HauMenoBanue MoyJIeH
' , 4acoB | Teopernueckne |  YueOHas
1 3AHATHS NPaKTHKA
[onyuenue 1 nepetada MHGOPMALIK NO TeaedOoHY, perucTpauus I 1
reneoHibIX 3B0HKOB
Ilpagu/ia SKCrayaraluy ¥ NoNb30BaHUs OPrTeXHUKOH | 1
PadoTa ¢ TEKCTOBBIMU PEJAKTOPAMM M 3TEKTPOHHbIMH TabIMLAMH, I '
Gazamu 1aHHBIX, 2ASKTPOHHOM NOUTOH, Opay3epaMu
|
Ir ~ il
(271K TPOHHBIN J0KYMEHTOO0OPOT 1 1
Mroro ) 2 2

Tema 1. PerucTpalius MOCTYNAIOWMUX TelePOHHBIX 3BOHKOB. DTkeT TeaeGOHHBIX

neperosopos. |lomyuenne Heobxonumol WHGOPMALMK U Mepenaya CaHKIIMOHUPOBAHHOMN
pndopmauun 0o Tenedony.  [lepcoHanbHble  JaHHBIC. CnyxeOHass  TaiHa.
[TpodeccronanbHas TanHa.

Tema 2. YueGuas npaxtuka. [lpaBuna skcrmyarallid OPTrTEXHHUKH. Cpencrsa

KOMUPOBAHKS M ONEPaTUBHOTO Pa3sMHOXKEHWS JIOKYMEHTOB. CpenctBa 00paboTKH



nokymenTos. CpejicTBa cKaHUpOBaHUS NOKymeHTOB. IlpaBuia Mosib30BaHUS MPUEMHO-
MeperoBOPHbIMK - YCTPOHCTBAMK, (DAKCOM, MHOXHMTEIBHBIM YCTPOMCTBOM, CKaHEpOM,
KoMIibroTepoM. [IpousBecTH mneyarh, CKaHUPOBAaHWE, KONMPOBAaHWE W JOKyMEHTa C
MOMOILIBIO CPEICTB OPIrTeXHHUKH.

Tema 3. Yuebuas mnpaxtuka. [lpaBuna paboTbl ¢ TEKCTOBBIMHM DPEIAKTOpPaMH H
NEKTPOHHbIMK TabuuuaMu, G0a3aMu AaHHBIX, 31EKTPOHHOM No4TOH, Gpaysepamu. [lakT
npukianHeix nporpamm  Microsoft Office. Tekcrosbiii mpoueccop Microsoft Word.
Tabauunslit npoueccop Microsoft Excel. [Tporpamma noarotoBky npesentauui Microsoft
PowerPoint. HareuataTp u oOTpejakTMpoBaTh TekcT B mporpamme Microsoft Word,
npumensia  paspusie cTHid  (opmarupoBaHusi. CocTaBuTh Tabnuily W [JdarpaMMmy B
nporpamme Microsoft Excel. IToaroroBuTs MHHHU-Npe3eHTAllHIO B mporpamme Microsoft
PowerPoint.

Tema 4. DIeKTpOHHBIE [OKYMEHTBI: BHIbI, TpeOOBaHHS M OCODEHHOCTH
nokymenToobopota. Onucanue ocHOBHBIX noustui /0.

Moayas 4. Jleqonpon3soacTBo M JOKYMeHTO00OpOT B 00pa3oBaTe/bHOH

OpraHH3alHH.

Pacnpenenenue yueOHbIX YaCOB

5 B Tom umciie

. g Bcero

‘ HaumeHnoBanue moay/ie

‘ yacoB |Teopernueckue| YdeOHas
I 3AHATHSA NpaKTHKA
(Opranusaliis COBPEMEHHOIO 1JI0IIPON3BOICTRA 1 1

(OCHOBBI JIEI0IIPOM3BOICTBA U IOKYMEHTO060pOTa Ha 1 1

DPEIPHATHH

3rakomcteo ¢ TOCT P 7.0.97-2016 1 1

Texnonorus co3zanus, 00padOTKH, epeaavd U XpaHeHUs o 1 1
\,101{}\\1@1{1_‘_03. Perucrpaiius BXOASIIHX U HCXOAALIMX

1()pl‘&!-i!d?i‘.[[l/!()llHO-pﬂCHOpSUIHTEHBHb[e JIOKYMEHTBI:

XapakTepuCTHKa. BUIBL, npaBumia odopmnenus. CocTapieHue

W odopmiieHHe OpPraHU3allMOHHO-PACIIOPAIHTEIBHBIX 3 I 2
JIOKYMCHTOB? TIPHKA3, PACTIOPSIKEHHUE, IOCTAHORIEHHE

HndopmannonHo-cipaBouHas JOKyMeHTaluus:

XAPAKTEPHCTHKA. BHJIBL, MPaBUiia 0POpMIEHHS. CocragieHue

1 oopmiieHue HHPOPMALHMOHHO-CIIPABOYHBIX JOKYMEHTOR: 3 1 2
NUCHhMA; JIOKIaiHbIe (Ci1yKeOHbIe) U 0OBACHUTEIILHBIC

E}aqu KH; IPOTOKOIbI; AKTLI, CIIPABKH

‘I IpaBuia nenoroil nepenucky. llpaBuna neyaraHus JeNIOBBIX 3 1 2
!nuccu ¢ MCMOJIb30BAHUEM THIIOBBIX 00pa3ioB

‘l/l’ror(s 14 7 7




[ema 1. Opranusauus COBPEMEHHOro jeonpousBojacTsa. Llenu, 3anauu H (hopMbI
oprauuszanuy  jgenonpoussoacTsa.  [lomoxkeHuss W MHCTPYKUMH 1O BEACHUIO
ACITOTNPOH3BOACTBA. YyeTHast NOJIUTHKA NpearnpusTHA.

Tema 2. OCHOBBI JIe/IONIPOM3BOJCTBA W JOKYMEHTOOOOpOTa Ha IMpeaNpHATHH.
[MoHsiTie NO0KYMeHTOOOOPOTa, ero KOJIMYECTBEHHbIE M KaueCTBEHHbIC XapaKTEPHUCTHKH.
WMHcTpyKLHS MO BeJACHUIO AEIONPOH3BO/ICTRA.

Tema 3. TOCT P 7.0.97-2016. HoBble TpeboBaHUs K OQOPMIIEHHIO OpPraHU3allHOHHO

pacropsAMTeAbHbIX JOKyMeHToB. PenepanbHblii 3akoH ot 27.07.2006 Ne149-@3 «O06

utopMaliy, HHGOPMAlMOHHBIX TEXHOJIOTUAX U O 3aLlMTe HHPOPMALHI, ®denepanbHbIi
sakon o1 06.04.2011 Ne63-®3 «O6 snekTpoHHOH nmoanucu». THIonorus AOKYMEHTOB.
Mopmatel Oymard ¥ nons. O6uue TpeOOBaHHMS K COCTABJIEHHIO NOKYMEHTOB. brnanku

K TeKCTY JoKymeHTa. TpeOoBaHUs K H3rOTOBJICHHIO IOKYMEHTA.

Tema 4. TexHonorus cozjaHusg, o0pabOTKH, Nepeaavyd U XpaHEeHUs JOKYyMEHTOB.
[MpoxoxneHre BHYTPEHHHX JOKYMEHTOB. Perncrpanusi 10KyMEHTOB, BUIbI PETHCTPALIMH.
O6paloTka HCXOAAILKX JOKYMEHTOB. KOHTPOIb HCTIOTHEHHS IOKYMEHTOB.

VueBnas NpakThka. Perucrpanus BXOAALIMX M MCXOAALIMX AOKyMeHTOB. JKypHan
perycTpaLus 10KyMEHTOB, JTallbl JIBUAKEHUS U MOPSAOK 06pabOTKH NOKYyMEHTOB. Pabora
¢ BXOISIIAMH JOKYMEHTaMM. Drarbl 00padoTKH JOKyMeHTOB. PaboTa ¢ MCXOIAIIMMH U
BHYTPEHHUMH JOKYMECHTaMH.

Tema 5. Oprann3alMOHHO-PACNOPSIUTENbHbIE JOKYMEHTBI: XapaKTepUCTHKA, BUAIb,
[paBuia oopmIiIeHUs. Knaccuduranms OpraHu3aliOHHO-PACTIOPAAMTETbHBIX
noxymentoe (OPJI). Tlonstue n Bunel Gnankos OPJl. TpeboBanusa K 0 OPMIICHHIO
6nankos. Cocras pexsusutos OPJI. TpeGopanus K 0QpOPMIICHHIO PEKBU3UTOB.

Vuebuas npaktuka. CocraBieHne W OQOpMIICHHE  OpraHM3allHOHHO -
pacropsAIMTENbHBIX  AokyMmeHtoB.  IlpaBuna  cocraBlieHMA — H oopMieHUs
PACTIOPS AMTEILHON JIOKYMEHTALMU: NIPUKA3 10 OCHOBHOW JIeATEIbHOCTH, PACHOpsKEHHE,
MOCTalOBlIEHHE.

lema 6. MudopmailiOHHO-CNIpaBOYHash JOKYMEHTalLuUs: XapaKTepuCTHKa, BHIBL,
npasuna odopuienus. OcobeHHocTH opopMneHus U 00pabOTKHU UHGOPMAIIMOHHO-

CIIpaBOYHBIX TOKYMEHTOB.
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VueGuas npaktuxa. CocrasieHde M opopmieHHe HHPOPMaLKMOHHO-CIIPABOYHBIX
JIOKYMEHTOB: TIPOTOKOJ, aKT, [1MCBMO, CIpPaBKa, 3asBIEHHE, COOOLIEHHE 3JIEKTPOHHOH
[OYTE], CiykebHas 3armcka, o0ObsCHUTENbHAS 3aMUCKa, JJOKIaHas 3alMCKa.

lema 7. Ilpauna nenosoit nepenuckd. CTpykTypa aenoBoro nucbMa. OmuOku
JEJOBBIX ITUCEM.

YyeGuas mnpaxtuka. [lpaBuna nedaTtaHus JNeNOBBIX IHCEM C HCIOJIB30BAHHEM
TUMOBLIX  00pasuoB. Pexmusurel mnuchma. [lucsmo mpoceba.  [luceMo  oTBer.
[Mpurnacutensioe muckmo. ConpoBojuTensHoe nucbMo. ITuceMo coobeHue. ITncemo
OTKas3.

Moayas 5. Apxus opranusaunn. CucreMaTnsauus 1 obecneyeHne COXpaHHOCTH
JIOKYMEHTOB.

Pacnpenesnenue yueOHBIX 4acoB

|
‘ B Tom uncae
Bceero

qacoB | Teopernueckn| YdeOHas
e 3aHATHHA NpPAaKTHKA

HaumenoBanne Moy 1ei

IO6ecrieueHye COXPAHHOCTH T0KyMeHToB. HoMeHKIaTypa aed.
dopmuposanue aet. [oaroToska 10KyMEHTOB K apXHBHOMY 2 1 1
XPaHEHHIO
[lopstl0K YHUUTONKCHHS. W CIIMCAHHS JOKYMEHTOB, CHATBIX C

[TeKyuero yuéra.

Mroro 3 2 1

Tema 1. OBecrievenne coxpaHHOCTH AOKymeHTOB. HomeHnknatypa nen. Benenue
apxusa. [Tpuka3z Pocapxusa ot 20.12.2019 Ne236 «O6 yrBepaeHuy Ilepeuns THIOBBIX
YITpaBIeHUeCKUX apXUBHBIX J1OKyMEHTOB, 0OpasylolMXcs B MpoLecce AesTeNbHOCTH
rOCY1apCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYTIPABJIEHHUs W OpTraHU3alMH, ¢
yKazaHueM CPOKOB MX xpaHeHus». OnpejieseHue cpokoB XxpaneHus. [Topsanok Bel1auu Aedl.

YVuebnas npaktaka. @opmuposanue jen. [loarotroBka NOKYMEHTOB K apXHBHOMY
xpaHenuio. Mopma onucy 1 aktsl. [lepenaya aen B apxus. Pa6oTa ¢ KOHQUAEHIHATBHBIMA
JOKYMEHTaMH.

I ema 2. [ TopsiIok YHMYTOKEHUS U CIMCAHUS JOKYMEHTOB, CHSATBIX C TEKYILEro y4era.



4 IJIAHUPYEMBIE PE3YJBTATbBI OCBOEHUSA TPOI'PAMMbI
Pesyabrarsl 00y4eHus 10 00pa3oBaTebHOM MporpaMme
«Cekperapb y4eOHOH 4acTH»

[puHMMEET TOCTYNAlOLLY0 B 00pa3oBare/ibHOe YUPEXKIEHHUE KOPPECIOHACHLHIO,
fepejiaeT ee B COOTBETCTBHH C yKa3aHHAMU PyKOBOAUTES 00pa3s0BaTeIbHOTO y4PEXACHHA
B CTPYKTYpHbIE TIOAPa3e/IeHus NI KOHKPETHBIM MCIONHHTENAM JUls MCTIONB30BaHHUA B
npolecce paboThl MO0 NOArOTOBKM OTBETOB. BelleT 1enonpon3BOACTBO, B TOM HUC/IE U B
3JIeKTPOHHOM (JOpMe; IOArOTABINBACT NPOCKTHI TIPHKA30B U PACMIOPSKEHUH MO IBHKEHHIO
KOHTMHTEHTA 00YYAOIIHXCs, 0(GOPMIISeT JMYHbIe eNa NPUHATHIX Ha OOy4eHHue, BEACT
andaBiTHYIO KHUIY oOy4aroulxcs M Yy4eT 4acoB yueGHOW paboTbl pabOTHHKOB
00pasoBaTeLHOTO  yupexk/ieHus, obpadarbiBaeT M OQOpMIsieT chady JW4HBIX Zel,
00yuaioLIMXCs B apXUB. BhINOIHAET pa3iuyHble ONepalny ¢ IpUMEHEHUEM KOMITBIOTEPHOM
TeXHUKY 110 (IPOrpaMMaM, peIHa3HaueHHBIM s cOopa, 00paboTKu M NpelCTaBleHHs
undopmatmu. CIeauT 3a CBOEBPEMEHHBIM PaCCMOTPEHUEM H [IOJArOTOBKOW TOKYMEHTOB,
pacropskeHuil, MOCTYIHMBIIMX Ha WCNONHEHHE, CTPYKTYPHBIMH MNOIPa3/eIeHHIMA
00pa3oBaTeNibHBIX YUPEXKIAECHHH M KOHKPETHBIMM HMCIOIHHUTEAMH. [lo mnopyueHHIO
JMpeKTopa (ero 3aMeCTUTeNs) COCTaBISAET MUCbMA, 3aTpOChl, APYTHE NOKYMEHTLI, FOTOBAT
oTBeTHl apTopam obpaiieHui. OcyliecTBIAeT KOHTPO/b 32 HCTIOJHEHUCM pabOTHUKaMH
00pa30BaTeIbHOrO YUPEKJICHUsS H3IaHHBIX IPUKA30B H pacriopsbKeHui, a TaKke 3a
coGmoneHHeM  CPOKOB  HCTIOJIHEHMs — YKa3aHuH M MOPYYEHUNH  PYyKOBOIUTEIS
06pa30BATEILHOTO YUPEkK/IEHNs, B3ATIX Ha KOHTPONb. PaboTaeT B TECHOM KOHTaKTe C
PYKOBOAMTEIEM 00Pa30BaTEILHOTO YUPEKASHNUS (€ro 3aMEeCTUTE/ISIMH ), T1e1arOTHYeCKUMHU
pabOTHUKAMH, PYKOBOJHUTENSIMH CTPYKTYPHBIX nojipazjesieHui. BoironHseT npaBuia 1o
oXpaHe Tpy/a 1 NoKapHoi 0e30MacHOCTH.

Jlo/KeH 3HATh: 3aKOHb! W WHbIe HOPMATHBHBIE IPABOBbIE AKThl, PErTIAMEHTHPYIOILHE
00pa3oBaTeNbHyl0  [EATENLHOCTb;  [OJOXKEHHs M MHCTPYKUMH TO  BEICHHIO
JIENTOMDOM3BOACTBA; CTPYKTYPY 00pa30BaTe/IbHOrO yUpPEKIEHHUs, €ro KapoBoro cocrasa,
HpaBiia HKCIUIYATalUMd OPITeXHWKH; IpaBuia MONb30BAHUA MPHEMHO-TIEPErOBOPHEIMU
yerpoiicTBamMu, (akcoM, MHOXKHMTE/bHBIM YCTPOHCTBOM, CKaHEpOM, KOMIBIOTEPOM;
npasuia paboThl C TEKCTOBBIMM DEIAKTOpaMH M 3NEKTPOHHBIMH tabaunamu, 0azaMu

JAHHBIX, MIEKTPOHHOM [0YTOH, Gpay3epamu; TeXHOIOTHIO CO3/IaHus, 00padoTKH, Nepenaiu



W XpaHeHus JOKYMEHTOB; IIpaBuja [ENOBOM NEPENHCKH; roCyIapCTBEHHbIE CTaHAAPTHI
VHU(PUUMPOBAHHON — CHCTEMbl  OpPraHU3aLMOHHO-PACMOPAAMTENIBHON  NOKyMEHTAIIUH;
[paByIa e4aTanus JISJT0BBIX MTMCEM C UCII0Ib30BAHUEM THITOBBIX 00Pa3LiOB; OCHOBBI ITHKH
¥ 3CTETUKU; NIpaBuiia

J€JI0BOTO OOLUEHUs; MpaBuiia BHYTPEHHEro TPYIOBOIO pacropsiika oOpa30oBaTelbHOTro
YUpeK/ieHusi; IPaBrIla 10 OXpaHe TPY/la M 0XapHOH 0e30MaCHOCTH.

Tpeboranus kpanupuranun. CpeaHee npodeccuoHanibHoe 00pa3oBaHKe B 001acTH
J1eNI0NPON3BOICTBRA Oe3 npebsiBlieH s TpeGOBaHUS K CTaXy paboThl UM cpelHee (IIOTHOE)
obutee obpazosanie U npodeccHoHaibHas MoAroToBka B 00/1acTu A€NONPOU3BOACTBA O€e3
npeabaBieHus TpeOOBaHUH K cTaxy paboOTEL.

JlncneTyep oOpa30BaTebHOIO YUpeKIeHHUs

YuacTByeT B COCTABIEHUM pACIMCAHUs 3aHATHH (YPOKOB) W OCYILECTBICHHH
OINEePaTHBHOTO PeryjMpoBaHus OpraHu3anuyi o0pa3oBare/bHOTO IIpolecca U Apyrux BUIOB
AEeATENBHOCTH B 00pa30BaTEIBHOM YUPEXICHHH, €ro nojapasejeHusX B COOTBETCTBHH C
obpasosaresibHOM  IporpaMMoil  00pa30BaTENBHOrO YYpPEXKJIEHUS, B TOM YHUCIE C
WCTIONB30BAaHUEM — KOMIIBIOTEPHBIX — MporpaMMm M TexHonorwd.  KoHTpomupyer
obecreyeHHOCTb KJIACCOB, IPYINN, TOApa3ieicHUd o0pa3oBaTENbHOTO YyYpEIKACHHS
HeOOXO0IUMBIMH [TOMELLEHHUAMH, yueOHO-MEeTOUYECKHUMHU MaTtepuajlamu,
HH(OPMALTHOHHO-TEXHUYECKUM 000Py10BAHUEM, & TAKIKE TPAHCIIOPTOM.

OcyulecTsiseT OnepaTUBHBIM KOHTPOJb 3a XOAOM 00pa3oBaTelibHOro Ipolecca,
obecrieurBasi PALMOHAILHOE HWCINONB30BaHUE y4eOHBIX W BHE YYEOHBIX TOMEIIEHHH
obpasoparensHoro yupexaenus. ObecreunBaeT cob/I0/IeHUe CAHUTAPHBIX HOPM M MTPaBHUII
MNP COCTAB/ICHUM PACNUCaHua yueOHbIX 3aHATHH. BeisBnseT pesepsbl 06pa3oBaTeIbHOrO
mpolecca MO YCTAHOBJIEHWIO — Haubojee — PAalMOHANBHBIX  PEXMMOB  pabOTHI
MH(POPMALIHOHHO-TEXHHUECKOro 000pyI0BaHus, Goee MOTHON U paBHOMEPHOH 3arpyske
yueGHO-MeTo1Mueckoro  060py/10BaHds W yueOHBIX TNOMELIEHHWH 06pa3oBaTenbHOro
yUpeRAeHUS.

ObecreyrBaeT pallMOHaIBLHOE UCIOIb30BAHHE COBPEMEHHBIX 3JIEKTPOHHBIX CPEACTB
OEPATUBHOTO  yhpapieHus 0oOpa3oBaTebHBIM — MpoleccoM B 00pa3oBaTelbHOM
yupescienui. BeneT aucneTdepckuid KypHan (2NMEKTPOHHBIH XKypHan), NpeACTaBiseT

OTYeTbl, PAOPTHI U APYTYI0 HH(OPMALHIO 0 X0/1e 00pa30BaTeIbHOro MpoLecca. Y4acTByeT



B padoTe 10 OLEHKE pacliMcaHus 3aHATHMA B Kjaccax, Ipynnax, MoApasIe/ICHHAX
00pa3oBaTe/bHOIO  YUPeKAeHHUA, JaeT PEKOMEHAAaUMH IO €ro COBEPLICHCTBOBAHHIO.
PaGoTact B TECHOM CBSI3M C 3aMECTUTE/IAMH AMPEKTOpPAa U PYKOBOAUTENISIMH CTPYKTYPHBIX
nojpasiencHuii  00pa3’oBaTENbHOTO  YUPEKIECHUS, METONHYECKHUMH OObeAMHEeHHAMH
[earornueckux pabOTHUKOB. BhINMOsiHseT IpaBHia 10 OXpaHe Tpyla U [OXapHOH
0€30MacHOCTH.

JlOJTeH 3HaTh: IPUOPUMTETHBIE HATIPABJICHHS pa3BUTHs 00pa30BaTEIbHOW CHCTEMBI
Poccuiickoii  @emepanuu; 3aKOHbl M HMHBIE  HOPMAarTUBHBIC TIPABOBLIE  AKTHI,
pernamMesTUpyiolme 00pasoBaTeNbHy0 J1eATelbHOCTh; KOHBEHIMIO O MpaBax peOeHKa;
PYKORO/I411I1Me ¥ HOPMAaTHBHBIE JOKYMEHTbI, Kacarolliecs IaHUPOBaHUs U ONEpaTHBHOIO
yrpagienus — 00pasoBarellbHbIM  yupexkJeHueM;  TpeboBaHMS K OpraHM3alKH
06pa3zoBaTe/LHONO  TpoLlecca M COCTaBJICHUIO  paclMCaHMs yueOHbIX  3aHATHH,
MCUX0I0ruYeckne ¥ (PU3HUOJIOTHYECKME OCOOEHHOCTH PasHBIX LIKOJBHBIX BO3PACTOB;
cospeMeHHple  oOpa3oBaTelbHble  TEXHOJOIrMH;  KOMIBIOTEPHBIE TPOrpaMMbl  TIO
opramizauuy 00pa3oBarelbHOro Mpolecca B y4eOHBIX 3aBEACHUAX; OCHOBbI STHKH H
3CTEeTHKM, NPABWIIA JIeJI0BOro OOLIEeHHMs; MpaBHjia BHYTPEHHEro TPYAOBOTO pacnopsika
00pa3oBaTeNLHOrO YUPEeKAEHNUS; [IPaBUIIA 110 OXPaHE TPy/a U MOXKapHOH 0e30nacHOCTH.

B xoze ocsoenust [IporpamMmbl (JOPMHUpPYIOTCS HEOOXONMMbIE MPOQECCHOHANBHbIE
KOMIIeTEHIMK, a B paMKax yxke Npo(ecCHOHANbHbIX KOMIETEHLUH HEe00XOAMMBIH

[IPAKTUHECKUH ONbIT, YMEHUs! ¥ 3HAHUS (CM. Tabuiy).
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MOCETUTEISIMU OpraHn3alnm
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HOJYYCHHE [IEPBHYHON
UH(OPMALIHH O TOCETUTEISX
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KOMMVYHHKAITMOHHOH
i 3

| # Mepejravun MH(

OPrrexXHHuKY U NnoaayueHusd
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HH(POPMALHOHHO
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TEXHOJIOTHH
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pacupejieiicuie GyHKIHi
MEN1Y CTPYKTYPHBIMH
rnojipaz/ieieHusIMH H
crieruaIncTaMu

ITHKA J1C10BOT0 00IEHHS
ITpaBuiia peueBOro 2THKETa
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KOH(pHACHIIMAILHOM
cayxeOHOoN MHpopMaluH

JloKyMeHTalHOHHOE
obecrieyeHHe AeATeIbHOCTH

Opranun3zaius paboTsl ¢

IIpuem u nepBuUHasL
00paboTKa BXOASIIHX
JIOKYMEHTOB
[TpensaputenbHoe
paccMOTpPEHHE H
COPTHPOBKA JIOKYMEHTOB Ha
PErHCTPUPYEMBIE U

PaGorarts co Bceid
COBOKYITHOCTBIO
nH(pOpMalHOHHO-
JIOKYMEHTaIIMOHHbIX
pPeCYpCOB OpraHu3aluu
TMons3oBarbes 6azaMu
JIAaHHBIX, B TOM YHCIIE
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00pa3oBaTeNIbHYIO
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N cHCTEMaMH JIOKYMEHTaMU
SIS S TIpuMeHsSTH COBpEMEHHEIE IMopsinok paboTsl ¢
MH(pOPMAITHOHHO- JIOKYMEHTaMH
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Perucrpaiust BXOSILIHX
JTIOKYMEHATOB

Opranuszaiys J0CTaBKkH
JOKYMEHTOB NCHOJTHUTE. 15M
Beenne 6a3bl nantbix
JOKYMEHTOR Opratu3aim
Benenne nudopmanonio-
¢1paBoyHoil pabothl
O0paboTka v OTHPABKA
HCXOAAIINX JIOKYMEHTOB
Opranmzanus padoTsl NO
perUuCTpallim, yuery,
XpalcHHUIO U 11epe/layc B
COOTBETCTRYIOIINC
CTPYKTYPHBIE
noApaseieH s JJOKYMEHTOR
TCKYILEro
JIC/IOTIPON3BOJICTRA
Kourponb nenoianenus
JIOKYMEHTOB B OpraHH3amnuu

| KOMMYHHKALMOHHbIE
TEXHOIOUM JUIS paboTh ¢
JOKYMCHTAMM, B TOM YHCIIEe
JLi1sl €€ OITTHMU3ALKK 1
HOBLIIEHHSE

dhe K THBHOCTH

Yners padorath ¢
ICKCTOBLIMM pelakTopaMH,

Dazamu JIaHHBIX.
ICKTPOHHOM MOUTOMH,
Opaysepamu
[TpumensaTs npaBu.ia
PYCCKOTO si3bIKa

) ICKTPOHHBLIMA TaOIMLEAMH,

i Cxembl JJoKyMeHTO00O0pOTA |
| TIpasuiia paGoTh ¢ |
| BXOAUNE, HCXOJISITTHMH |
BHVTPEHINMH J0KYMEHTAMH
Hpapiina oprafisamniy 1
hopMbl KOHTPOIIS
HCIOTHCHIS JIOKYMEHTOB B
OpraHn3ailin

Tunosbie cpokH
HCIIOIIICHHS IOKYMEHTOB
Bl JIOKYMEHTOB, MX
Ha3HavYeHHe

TpcboBanus.
NPC/TLABISCMBIC K
JIOKYMEHTaMm B
COOTBCTCTBHH C
HOPMATHBHLIMH 1IPABOBBLIMH
aKTaAMM U
rocy1apcTBEHHBIMH
cranapTaMmu

Ilpasuia cocTaBieHHus U
odopmiieHus
uH(pOpMaIIMOHHO-
CIPAaBOYHBIX,
OpraHu3aIMOHHEIX.
yIpaBleHYECKHX
JOKYMEHTOB

[IpaBuia opopmiieHus
JICJIOBBIX ITMCEM €
MCI0/Ib30BAHUEM THITOBBIX
00pazos

CucTeMBbl 3JTEKTPOHHOIO
JIOKyMeHTooOopoTa
[lpaBunia u CpOKH OTIPABKH
MCXO/ISIIIMX JIOKYMEHTOB
TpebGoBanus OXpaHbl Tpy/1a




Opranuzaius TEKYIEro
XpaHeHHs! JLOKYMEHTOR

Opranuzanust 00padoTKH
JIeJ1 JUTSL TIOCIIE /1Y FOLIETO
XpaHeHHs
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COOTBETCTBHUM C
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5 VCJA0OBUSA PEAJIMZALUU TIPOTPAMMBbI

OonraHysallMoHHO-TearoryyecKyie yCeiioBua peajii3aluu HporpaMMbl:

llenaroruueckue pabOTHHKK — OpraHU3alkdM, HEMNOCPEACTBEHHO  OCYLICCTBIAIOLIME
obyuenue 110 [lporpamme.

TpeGopanus x keajax@ukauuu. Beiciiee npodeccHOHaIbHOS 0Opa3zoBaHUe WUIIA CpelHEe
npodeccuoHaibHOe 0Opa3oBanue M0 HalpaB/IeHUIO MOAr0TOBKA «O0Opa3oBaHUE W NeJaroruKa»
WITH B 06J1aCTH, COOTBETCTRYIOILEH NperoaBaeMoMy NpeaMeTy, Oe3 npebsBICH TpeOoBaHUMH
k craxy pabotsl 1m0 Bbicllee MNpodecCHOHANTBHOE obOpa3oBaHue WM CpeliHee
npodeccuonaibioe 00pa3oBaHUE W JIONOTHUTENLHOE npogdeccuoHanibHoe 00pa3oBaHHe IO
HATPaBIICHMIO /(25 Te/bHOCTH B 00pa30BaTe/IbHOM YUPEKACHUH 0e3 npeabsBieHUs] TpeOOBaHHH
¢ CTaKy pabOThI,

MarepHaibHo-TexHuYecKye yeIoBus peanusauuy [TporpaMmsi:

Tpebonanua K MaTepHalbHO-TEXHUYECKOMY OOECNeueHHIO pealn3alii obpa3oBaTeIbHOM

[Tporpammasl:

a) MoMellleH!e Ui [IPOBEJCHMS 3aHATHH TPeACTaBIIsACT coOoM yueOHBIH KaOWHET,
OCHAIIEHHBIH  00OpYI0BAHHEM, TEXHWUYECKHMH CPEICTBAMH O0OyHeHHs I MNPOBEACHHA
TEOPETHUECKUX U [TPAKTUUECKHX 3aHITHH, MPEdyCMOTPEHHBIX o0pa3oBare/bHOH MporpamMMoHn, a
TaKIKE JUIs [TPOBEISHUS KBAIM(MUKALMOHHOIO 9K3aMEHa;

6) vaefuuil kabuueT a1 opraHM3auuu 00y4YeHHs OCHAIUEH KOMITLFOTEPHON TEXHHUKOH C
BOAMOIKHOCTHIO TOIKTF0UeHNs K MHHOPMAIMOHHO TENEKOMMYHHKAlHOHHOM cetn «VIHTepHeT;

B) obpaszoBaTenbHas opraHusauus obecreveHa KOMIUIEKTOM JIMLEH3UOHHOTO H cBOOOJHO
DACHIPOCTPEHAEMOTO NPOrPaMMHOro 0GecrneueH s, B TOM YHC/IE OTE€IECTBEHHOTO NPOU3BOACTEA.

[Tepeucnn 0bopyaoBaHus yueOHOrO KabUHeTa

\r Ne \ HaumenoBanue y4edHoro 000py/10BaHHus Exnnnua
ow_ H3MepeHust KosiuuecTBO
&7_  O0opyAoBaHMe ¥ TEXHHIECKHC CPEACTBA o0yueHHsl
L 1. | llepconanbtblii KOMIIBIOTEP B cbope IIT. 5
2. W' Cros yHeHHYECKHH IIT. 13
3. Cryaps yucHH4eCKde IHT. 28
| 4. | Tlpuntep Lexmark T, 1
b} JleMOHCTPAlHOHHbIH JKpaH LLT. 1




6 OLIEHKA KAYECTBA OCBOEHUA NMPOT'PAMMBbBI

Wtorosas aTTecTanus cyiatesneil IpoBoauTes B popme KBaIM()HUKALMOHHOTO 3K3aMeHa,
ia\OJeKowopuroocyuwCTBnﬂeMmlnxmmpxa3HaHnﬁ.KB&HH@HKauHOHHmﬁ:nGaMeHCOCTOHTH3
TEOPETUHECKOH U NpaKkTHUeCKOH uacTei. TeopeTuueckas HacTb chaercs mo Owuneram,
coCTOSIIAM M3 IBYX BompocoB. IlpakTudeckas 49acTb TNPEACTaBIIACT coboil  3amaHus,
Bpinonasembie ¢ npumenernem MKT.

WMrorn  KpanuHKaLMOHHONO  JK3aMeHa ohopMIISIOTCS  JIOKaJIbHBIM  2KTOM
06pa3oBatebHOM OpraHu3alMu (IPOTOKOIOM).

CaywarensM, ocpouplinM llporpaMmy M yCIELIHO CAABIUMM KBaJIH(HKALHOHHBIH
JK3aMEH, BbI1AeTCd /IOKYMEHT YCTaHOBJIEHHOTO 0Gpa3oBaTe/IbHOM OpraHu3alieH oOpasua o
NPOXOKACHMH NPO(pECCHOHANLHOTO o0ydeHusi ¢ MPUCBOCHUEM kBasmurammu «Cekperapb
uebnoi wacti (amcrerdep)» (CeupetenscTso). [lpucsoeHue KBaJIM(PUKALMOHHOTO pa3psia He

[peNlyCMOTPEHO.



KoHTpOILHO-0leHOUHbIe MATePHA/Ibl (IK3AMEHALMOHHbIC GuJIeThI) AJ151 OLEHKH 3SHAHUH
TeopeTnueckasi 4acThb
Buser |. Hopmatusro-nipaBoBas 0asa Ae10Npou3BOACTBA
[ToHsITHE 1ETONPOU3BO/ICTBA H JIOKYMEHTO000pOTa B OpraHU3aluu
Bumet 2. Opranusaiins JOKyMEHTO000poTa B OpraH13aluy
Ocobennoctu padborst ¢ 10
buier 3. Jlesonpor3BoAcTBO y4eOHOH HacTH OpraHM3aluu Karteropuu cexperaped B
opranuzauusx PO
Giier 4. Jlo/mkHOCTHAs MHCTPYKLMS CeKperaps y4eOHOW HacTH [IpaBuia MNoOJIb30BaHHUA
OpITeXHUKOH
bunet 5. Coctarnenue U oopmieHrne HHPOPMaIMOHHO-CIIPABO4HBIX TOKYMEHTOB
[IpaBuna 1es10BOro o0LeH s
buseT 6. OcHOBHbBIE 3HAHUA W YMEHUS, HEOOX0IMMbIE CEeKPETapro yueOHOH 4aCTH OpraHu3alkH.
[Tpuem u pacripejiesieH|e Teae(pOHHbIX 3BOHKOB OpraHu3allii
buier 7. Opranusaiius paboTel ¢ NOCETUTENAMH OpraHu3aliy.
R xo/isiiast ¥ uexoasiiias KOppecnoHACHINA
Buner 8. XapakTepucTyka npoeccun ceKperaps y4eOHOH 4acTH OpraHH3aluy
Jlenonpor3Bo/ICTBO YueOHON YacTH OpraHu3alnu
Sitet 9. JlosKHOCTHAS MHCTPYKLMs ceKpeTapsi y4eOHO# JacTH ApXHB.
[Moaroroska U odopMieHre JOKYMEHTOB
bumer 10. HopmaruBHas pernameHTanus JIesATEJbHOCTH CEKpETaps yueOHOM 4acTu
opraHu3aluiy.
Bxoadias U UCXoas1as KoppeCcnoHACHIHA
buner 11. Opranusaims paboThl ¢ MOCETUTENSAMU OpraHu3alfiu
[TpaBuia nenoBOH NepPernucKu
Buoter 12, OCHOBHBIE 3HAHMS U YMEHHUS, HEOOXOIMMBbIE CEKPETapIo y4eOHOH YacTH OpraHu3allH
Cocrasienne 1 oGopmieHe OpraHU3aluOHHO-PACTIOPAAUTENBHBIX IOKYMEHTOB
Buter 13. [lonsTye 1e10NPOU3BOICTBA U JOKYMEHTOO00pOTa B OpraHu3aluy
[Iprem 1 pacnpe/ieneHue TeJleGOHHbIX 3BOHKOB OpraH13aluy
bunet 14. Opranusaums 10KyMeHT0000pOTa B OpraHu3aluy
[Tpuem 1 pacripe/iesieHHe Tele(OHHBIX 3BOHKOB OpraH13alluy
Buier 15. XapakrepucThka Npoeccu cekpeTaps yueOHOM 4acTH OpraHu3alnuu

Apxuz. [TojgroroBka u oopmieHHe TOKyMEHTOB



[IpakTH4ecKas 4acTb
CoCTaBUTH JIOKJIAJHYIO 3aMUCKY
CocTasuTh U 0OPMHUTH TIPHUKA3 110 OCHOBHOH AEATEIbHOCTH
CocrasuTh 11 0OPMHUTH IIHCHMO Ha OyMaXXHOM HOCHTENC
CocTasiTh 1 0HOPMUTH MHCbMO-COO0LIEHUE 3JIEKTPOHHOH MOYTbI
[TpoBecTy KIacCH(PUKALHUIO NeNOBBIX JOKYMEHTOB 1 Pa3jloxkHTh UX IO rankam B
COOTBETCTBUU € PTOM KiaccH(UKaluent
OdopmuThb KypHAN PErHCTPALIMA BXOJAIINX TOKYMEHTOB
Hareuatars ¥ OTPEaKTUPOBATh TEKCT B IPOrpaMMe Microsoft Word, npumeHsis pa3Hbie
cTHIM (hopMaTUpPOBaHHSI
CocrapuTh Ta0IMIY ¥ MarpamMmy B mporpamme Microsoft Excel
COCTaBUTD JIMYHYIO U CITY)KeOHYIO CIIPABKH
[Ipom3secTy Nedyars, CKAHUPOBaHHe, KONMPOBaHHE TOKYMEHTa C MTOMOULBIO CPECTB
OpPrTeXHUKH

[MoaroroBuTh /1€J10 K nepeJaie B apXuB.




