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OcHoBHas oOpa3oBaTeibHas MporpaMMa MpohecCHOHAILHON MOATOTOBKU IO MPOgeccuu
26353 «CekpeTapb-MalIMHUCTKA» COCTABIIEHA HAa OCHOBE YCTAaHOBIIEHHBIX KBAIU(DPUKAIIMOHHBIX
TpeOboBaHui 1Mo mpodeccun «CekpeTapp-MalllMHUCTKa» C Y4€TOM MPO¢eCCHOHATHHOTO
crannapra «CHenuagucT IO OpraHu3allMOHHOMY U JIOKYMEHTAllMOHHOMY  00eCleYeHHIO
yIpaBIEHUS OpraHu3aluen», yTBEPKACHHOrO Npuka3oM MUHUCTEpCTBA Tpyda U COLUAIBHOU
3amuThl Poccuiickoit @enepanuu ot 15 urons 2020 Ne 333H.

Lens wnacrosmeit mnporpammbl — [lomroroBka mo mnpodeccun 26353  «Cekperapb-
MalIMHUCTKA» JJIs OCYIIECTBICHHS 00eCIeYMBAIONINX (YHKIMH yIIPaBICHUS OpraHu3alued u
BHEJIPEHUS JIYYIIMX TEXHUYECKUX pa3pabOTOK W HOBEHIIMX TEXHOJOTMM B oOecreyeHue
yIpaBIEHUS OPTaHU3alHEeH.

OcHoBHass oOpa3zoBaTelibHas MporpaMma MpoGhecCHOHATBHOM IMOATOTOBKH IO Mpodeccuu
26353 «CekpeTapb-MalIMHUCTKA» MOKET ObITh MCIOJB30BaHA B MPOQecCHOHAIBHOM OOyYeHHU B
paMKax mporpamMMm Npo(ecCHOHAIbHONH TOATOTOBKH, MPOrPaMM IEPEIOArOTOBKM M IMPOTrpaMMm
MTOBBIIICHHS KBATM(PUKALIMH 10 3asIBJICHHOW 00pa30BaTeIbHON IPOrpaMMoit mpodeccuu.
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MNOACHUTEJIBHASA 3AIINCKA

K OCHOBHOI1 00pa3oBaTe/ibHOIi IporpaMme NpogecCHOHAIBHOI MOATOTOBKH
no npogeccun 26353 «Cekperapb-MalIMHUCTKA)

[TporpamMma pa3zpaboTaHa Ha OCHOBE YCTAHOBJICHHBIX KBaTU(UKALUOHHBIX TPEOOBAHUMN IO
npodeccun «CekpeTapp-MalIMHUCTKa», C YUETOM C y4eTOM MPO(EecCHOHAIBHOTO CTaHIapTa

«CrenuaiucT 1O OPraHU3alMOHHOMY H  JIOKyMEHTAIIHOHHOMY OOECIICYEeHHUIO YIPaBJICHUS
OpraHu3alMen», YTBEPKICHHOTO MNpPUKAa3oM MUHHCTEPCTBA TpyJda W COLMAIbHOW 3alllUThI
Poccuiickoit @eneparuu ot 15 ntonst 2020 Ne 333h.

Jnst  pacmupeHuss W yriayOsieHus npodecCHOHAIbHOW MOATOTOBKH IO  MpogeccHy,
OTIpeNIeNIIEMON  CO/Iep)KaHUEeM 00pa30BaTEIbHONM NPOTPAMMBI, IOJYYEHHUS JIONOJHHUTEIBHBIX
npoeCCHOHATBHBIX KOMIIETCHIIMK, yMEHUH U 3HaHUH, HEOOXOJUMBIX Ui OOecreYeHus
KOHKYPEHTOCIIOCOOHOCTH BBIITYCKHHKA, B COOTBETCTBHH C 3alPOCAMH PErHOHAILHOTO PHIHKA TPYya
1 BO3MOXHOCTSIMU IIPOJIOJKEHUSI 00pa30BaHUs JOIyCKAETCsl UCIIOJIb30BAHUE BapUaTUBHOM 4acTu

MIPOTPaMMBI, AUCHUIUIMHBI KOTOPOH ONPENeNIAIOTCS OpraHu3alield OCYIIeCTBISIONEH 00yYeHHe .
OOs13aTeNbHBII  MUHUMYM — COJIEP)KaHHUS TPOrpaMMbl  CpeaHero (IOJIHOTO) — OOIIero
0o0pa3oBaHMs O TEXHOJIOTHH BKJIIOYEH B COJIEpKaHue 00IIenpodeccnoHaIbHOM TUCIUTUIMHBI
«O0mierexHomornyeckass MOArOTOBKa»  MPOrpaMMbl  MPOGECCHOHAIbHOW  MOJATOTOBKU IO
npodeccuu 26353 «Cekperapb-MalIUHUCTKAY.
Pabowas mnporpamma oOmenpodeccnoHaTbHONH TUCHHMILINHBL  «OO0IeTeXHOIoTnYecKast
MOJITOTOBKay MpelyCMaTpuBaeT GOpMHUPOBaHUE Y 00YUAIOMIUXCS CISTYIOIUX YMEHUH 1 HABBIKOB!
— Ormpenenenne aneKBaTHBIX CHOCOOOB pelieHus Y4yeOHOM 3ajaud Ha OCHOBE 3aJIaHHBIX
anroput™MoB. KOMOWMHHMpOBaHWE W3BECTHBIX AITOPUTMOB JESTEIPHOCTH B CHTYyalUsX, He
MPEINOJIaraloIfNX CTaHJaPTHOE MPUMEHEHHUE OJHOTO U3 HUX.

- TBOp‘{GCKOC PCUICHUC y‘le6HI>IX U HOPAKTUYCCKUX 3a4ad: YMCHHUC MOTHBHUPOBAHHO
OTKAa3bIBAaTbCA OT o6pa3ua, HCKAaTb OPHUI'MHAJIBHBIC PCHICHHA; CAMOCTOATCIBbHOC BBLIIIOJIHCHUC

Pa3IMYHBIX TBOPUECKUX PAOOT; yyacTHE B IPOCKTHOM IESATEIbHOCTH.

— IlpuBenenue npumepoB, MOAOOP apryMeHTOB, (OPMYJIHpPOBaHHE BBIBOAOB. OTpakeHHE B
YCTHOM MJIM MUCbMEHHOM (popMe pe3ysibTaToOB CBOEH JESATEIbHOCTH.

— BpiOop u ucnonb3oBaHHE CPEACTB KOMMYHUKAlMM U 3HAKOBBIX CHUCTEM (TEKCT, Tabauua,
CX€Ma, YepPTEK, TEXHOJIOTNYECKas KapTa U JIp.) B COOTBETCTBUHM C KOMMYHUKATUBHOM 3a/1a4yeil.

— Hcnonp3oBanue uid penieHMs] NO3HABATENIBHBIX M KOMMYHHKAaTHBHBIX 3aJa4 pas3/InYHbIX
MCTOYHHUKOB HH(OpMaIuH, BKIt04Yas HTepHEeT-pecypchl U Apyrue 6as3bl JaHHBIX.

— DBnaneHune ymMeHUSIMH  COBMECTHOM  JI€ATENBHOCTH: COIJIACOBAHME M KOOPAMHALUA
NESTeNbHOCTH C JPYITMMU €€ YyYacTHUKaMM; OOBEKTHMBHOE OLICHMBAHHE CBOEro BKJIaJa B
peleHure o0IKX 3a/1a4 KOJIJIEKTHBA.

— OueHuBaHue CBOEW JEATENBHOCTH C TOYKM 3PEHHUS HPABCTBEHHBIX, IPABOBBIX HOPM,
ICTETUYECKUX LIEHHOCTEM.



1. O01mue MOJI0KEeHU

1.1. O0mas xapakTepucTHKa OCHOBHOM 00pa30BaTe/IbHOM MPOIrPaMMBbI

[Tporpamma mnpodeccHOHaIbHOW IMOATOTOBKM HAlpaBlieHAa Ha IOJyYeHHE KOMIICTEHIIHH,
HEOOXOJMMBIX JUIS BBIMOJHEHHS MPO(PECCHOHATBFHOTO BHA JEATEILHOCTH, MPHUOOPETEHNE HOBOU
KBanuukanmuu 1mo npodpeccun «Cekperapb-MalIMHUCTKA» W PErJIaMEHTUPYET: IIeIH, OXKHIaeMble
pe3yiIbTaThl, COJEPXKAHHWE, YCIOBHS M TEXHOJIOTHH pealn3aluu 00pa30BaTEeNIbHOTO IpoLecca,

OIICHKY Ka4eCTBa MOJIrOTOBKH BBIMMYCKHHUKA O JAHHOU ITpodeccu.

[TporpamMma BkitOYaeT B ceOs: ydeOHBINM IUIaH, KaJlCHAApHBIM yueOHbI rpaduk, padboune
MIPOrpaMMbl Y4eOHBIX IPEIMETOB, KYpPCOB, TUCHUIUIHH (MOAYJEH ), MHBIX KOMIIOHEHTOB.

OOmiass TPyAOEMKOCTh OCHOBHOM 00pa3oBaTeNbHONM MpOrpaMMmbl  MPoQecCHOHAITBHON

HOATOTOBKH cocTaBiiseT 450 yacos.
B koume mepBoro roma oOydeHUs MpeaycMaTpUBaeTCS Y4COHO-TIPOM3BOICTBCHHAS
npakTuka B oobeMe 120 yacoB, B KOHIIE BTOPOTO rojia 00y4eHHs — KBaTu(UKAIMOHHBIN 9K3aMeH.

®opmbl 00y4eHus: OdHasl.
Bo3spact o0yuarommxesa. K nmpodeccrnonanbHOMy 00ydeHHMIO O HACTOAMIEH Mporpamme
MOTYT JIOMYCKaTbCA JHIA, HAXOIALINECS B BO3pacTe oT 18 jer.

1.2. HopMaTHUBHO-IIPABOBYI0 OCHOBY pPa3pad0TKH OCHOBHOM 00pa3oBaTe/IbHOMI

nporpamMmbl npogeccuoHaIbHOM MOJATOTOBKH COCTABJISIIOT:

- ®epnepanbHbiil 3ak0H «O0 00pazoBaHum» OT 29.12.12 Ne 273-D3;

- Oobmepoccuiickuit knmaccudurkarop OK 016-94 mpodeccuit pabouux, ciykamux u
tapudubix pazpsaos (OKIIATP) (mpunsr [locranosnenuem ['occrannapra PB o1 26.12.1994 1.
Ne 367) (c mamenenmsamu NeNe 1/96, 2/99, 3/2002, 4/2003, 5/ 2004, 6/2007, 7/2012);

- [locranoBnenne Muntpyna P® ot 10 HosiOpst 1992 r. N 31 "O06 yrBepxaeHun TapugHO-
KBUTM(DHUKAIIMOHHBIX ~ XapaKTePUCTHK 10  OO0mIeoTpacieBsiM mpodeccusiM  padbounx" (¢
m3meHeHusimu ot 17.10.2017 1.);

- IIpukaz Muno6pnayku Poccun ot 2 utonst 2013 r Ne 513 3apeructpupoano B MuHiocre
P® 8 amrycra 2013 r. peructp. Ne 29322 «OO6 yrBepkaeHuu mnepedssi npodeccuit padounx,
JOJDKHOCTEH  CIyXaluX, IO KOTOPBIM OCYIIECTBIIACTCS NpodeccuoHaabHoe o0ydeHue» (c
n3MeHeHussiMu Ha 25 anpens 2019 rona);

- Ilpukaz MunoOpaszoBanusi Poccun ot 18.04.2013r. Ne 292 «O6 yrBepxxaenun Ilopsinka
OpraHM3alli U OCYLIECTBJICHUS O0pa30BaTElIbHON JESITENBHOCTH 110 OCHOBHBIM IpOrpammam
poecCHOHATEHOTO O0yUYSHUSY,

- Merognueckne peKOMEHIAIMM 1O  pa3pabOTKe OCHOBHBIX MPO(ECCHOHATBHBIX
00pa3oBaTENbHBIX TPOTPAMM U JIOTIOJIHUTENBHBIX TPO(PECCHOHANBHBIX MPOrpaMM C  y4ETOM
COOTBETCTBYIOIMX MpodeccuoHanbHbIX cTaHnaproB (MunoOpHayku Poccuiickoit ®enepauuu ot
22.01.2015 Ne JIJI-1/058H);

- denepanbHbli KOMIOHEHT TOCY/IapCTBEHHBIX 00pa30BaTeNbHBIX CTaHAAPTOB HAYaJIbHOI'O
o0IIero, OCHOBHOTO OOIIEro M cpeAHero (MoJHOro) oOmiero oOpa3oBaHUS, YTBEPIKICHHBIH

npukazoM MunucrepctBa obpazoBanusi PO Ne 1089 ot 5 mapra 2004 r. (c U3BMEHEHHUSIMH 7 UIOHS



2017 r.).
- Ilpuka3z MuHnucrepctBa Tpyna u counanbHou 3amutsl PO ot 15 mrons 2020 r. N 333u
«O06 yTBepxkaeHUU TMpodeccuoHaIbHOro cranaapra «Crnenuaniuct Mo OpPTraHu3alMOHHOMY |
JOKYMEHTAIMOHHOMY OOECIIEYCHHUIO yIpaBiieHus opranusanuein». [Ipopcrangapt: 07.002.
1.3. TepmuHbl, onipeeIeHUS U HCNIOJIb3yeMble COKPALLleHUsI

KOMHeTeHHHH — CIOCOOHOCTH IIPpUMCHATb 3HAHUA, YMCHUSA, JIMYHOCTHBIC KaA4YCCTBa U
HpaKTI/I‘{GCKI/Iﬁ OIIBIT AJIA yCHGI.HHOﬁ JACATCIIBHOCTH B OHpG,I[GJ'IGHHOfI obmnacTH.

IIpodeccuonanbublii MOAYJIb — YacThb OCHOBHOHM mpodeccuoHanbHOM 00pa3oBaTeNbHOM
IIPOrpaMMBbl, HMEIOLAsl OIPEAEIACHHYI JIOIMYECKYI0 3aBEpUIEHHOCTh I10 OTHOLIEHUIO K IUIAHUPYEMBIM
pe3ysibTaTaM IMOATOTOBKH, W IMpCAHA3HAYCHHAA JId OCBOCHUA HpO(beCCI/IOHaJ'H)HI)IX KOMHeTeHHI/II‘/II B paMKax
KaxXa0ro u3 OCHOBHbBIX BHUJIOB HpO(i)CCCI/IOHaJ'IBHOI\/’I JCATCIIBHOCTH.

OcHoBHBbIE BUAbI NMPO(PeCCHOHAIBLHON JAeATEJIBHOCTH — NMPOoPecCHOHANBHBIE (DYHKIINH,
Ka)K/1asi U3 KOTOPBIX 00J1a1aeT OTHOCHTEIBHON aBTOHOMHOCTBIO M OTIpeieieHa paboTonaTesieM Kak
HEOOXOTUMBI KOMIIOHEHT COJCpXKaHUS OCHOBHOH TIpOo()eCCHOHANBHOW 00pa3oBaTeIbHOU

IIPOTPaMMBI.
Pe3yjbTaThl NOATOTOBKH — OCBOCHHBIE KOMIIETCHIIMM W YMEHUs, YCBOCHHBIC 3HaHMA,
o0ecreyrBaoIUe COOTBETCTBYIOIIYIO KBaTM(DUKALIUIO U YPOBEHb 00pa30BaHuUs.

IIpodeccuonanbHblii IMKJI — COBOKYIMHOCTb AMCHMILIUH (MOJylei), oOecrednBaronnx
yCBOGHHE 3HAHWI, yMeHMi U (opMHupoBaHME KOMIIETEHIIMM B COOTBETCTBYIOLIEH cdepe

npodeccnoHanbHOM NesTENbHOCTH.
B nporpamme ucnosb3yroTCs ClIeyOINe COKPAIECHHUS:
OII - o6menpodeccuoHaNbHbIE TUCIUTLINHEI,
IIM — npocdeccuoHanbHbINA MOJYIIb;
OK- 001mast KOMIIETCHIIHS;
IIK — npodeccuonanbHass KOMIETEHIIMSL.

MK — MeXIUCIUIITIMHAPHBIN KYpC.

2. XapaxkTepucTuka npogeccuoHaAIbHOM 1eITeJJbHOCTH BHIITYCKHUKOB

2.1. Kpasn¢pukannoHHasi XxapakTepucTHKa 1o npogeccuu «Cexkperapnb
PYKOBOJIUTEJISI».

KBanudukanus, npucBanBaemas BBITYCKHUKAM 00pa30BaTENIbHON MpPOTpaMMbl: CEKpeTapb-
MAalIMHKUCTKA, 3 KaTeropusl.

Jo:KHOCTHBIE 00513aHHOCTH. BpIMmonHsIeT TexHuYeckue GYHKIUU MO0 OOECHEYCHUI0 |
00CITy’KMBaHUIO pabOThl PYKOBOJIUTENSI MPENNpHsITHs WiId ero mnonapasaeneHuil. I[lomyuaer
HE0OXOIMMBbIE PYKOBOJMUTENIO CBEACHHS OT MOAPA3/ICICHUIA WM UCIIOJHUTENEH, BbI3BIBAET MO €ro
nopyueHuto paboTHUKOB. Opranuzyer TtenedOHHbIE MEPErOBOPHI PYKOBOAUTENS, MPUHUMAET U
nepenaeT Tene(oHOrpamMMbl, 3alUCHIBAET B €T0 OTCYTCTBHE MPUHATHIE COOOLIEHUS U JOBOIUT IO
CBEICHMSI PYKOBOAMTENS UX conepkanue. OcymiecTBiseT padoTy MO MOATOTOBKE 3aceAaHUil U
COBEIL[AaHUHM, MPOBOAMMBIX pyKoBoauTedaeM (cOOp HEOOXOAMMBIX MaTepuasoB, OIOBEIICHUE
YYaCTHUKOB O BPEMEHH, MECTE, TIOBECTKE JHSI 3aceJaHus WU COBEIIAHUS, UX PETUCTpalus), BEAET
u odopmuser mnpotokoisl. OOecreunBaer pabodyee MECTO PYKOBOAMTENS KaHUEISPCKUMHU
MIPUHAJJISKHOCTSIMH, CPEICTBAMU OPraHU3allMOHHON TEXHUKH, CO3[]aeT YCIOBHSI, CIIOCOOCTBYIOIINE
sbdexktuBHON pabote pykoBoautens. llepemaer u mpuHMMaeT HHDOpPMALMIO O MPUEMHO-
MEPEerOBOPHBIM  ycTpoiicTBam (Tenekc, (akc, Tenedakc u 1p.). llewataer mo ykazaHuio

PYKOBOAUTCIIA PA3JIMIHBIC MAaTCPUAIIBI. Bener ACIOIIPOU3BOACTBO, IMPUHNUMACT IOCTYIIAIOIIYIO Ha
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UMSI PYKOBOAMTENSI KOPPECHOHJCHIMIO, OCYILECTBIIAET €€ CHUCTEMAaTH3alUI0 B COOTBETCTBHU C
IPUHATHIM Ha NPEIUIPUATHN MOPSAKOM M IEpelaeT IOCIEe €€ PAaCCMOTPEHHUS PYKOBOJIWTEIEM B
MOJIPa3/IeICHHUs] WIIM KOHKPETHBIM MCIIOTHUTEISIM JUTsl MICTIOJIB30BaHMsI B IIpoIiecce uX paboTsl 0o
oAroToBKU oTBeTa. CIIEIUT 32 CPOKAaMHU BBIIOJHEHUS IMOPYYEHUH PYKOBOJIUTEINS, B3ATHIX Ha
KOHTpOJIb. [IpyHMMaeT JOKyMEHThI Ha MOANKUCH PYKOBOAUTEN0. OpraHu3yeT MpueM MOCETUTENEH,
COJICHICTBYET OIEPAaTUBHOCTU PACCMOTPEHMSI MPOCHO U MpEeIoKEHUH paboTHUKOB. Dopmupyer
Jiejla B COOTBETCTBUU C YTBEPXKACHHONM HOMEHKJIATypoH, O0OECleYMBaeT WX COXPAaHHOCTh U B
YCTaHOBJICHHbIE CPOKM claeT B apxuB. lloaroraBnuBaer JOKYMEHTHI Ui THPaXUPOBAaHUS Ha

MHOKHATEIILHON TEXHUKEC, a TAKKC KOIMUPYCT JOKYMCHTHI Ha IICPCOHAIBHOM KCEPOKCE.

I[O.]I)KQH 3HATb: IIOJIOKCHUA, WHCTPYKIHHU, APYIUE€ PYKOBOAAIIHNE MATCpHUaIbl U HOPMATHUBHBIC
AOKYMCHTHI 11O BEACHUIO ACIIOIPOU3BOACTBA, CTPYKTYPY U py'KOBOI[HH_II/Iﬁ COCTaB MpCAIIpUATUSA U

€ro HOHpaSI[eHCHHﬁ; MAlIUHOIIUCh,; IIPpaBHJIa op(borpa(bm/l U IMMYHKTyaluu; NOpsaA0K PaCIOJIOKCHUA
MaTeprajia Nnpu IeYaTaHUW PaA3JIMIHBIX OOKYMCHTOB; IIpaBWJIa IICHATAHUA [OCJIOBBIX ITMCEM C
HUCIIOJIBb30BaAHUCM THIIOBBIX (bOpM; IMpaBUJjia 3KCIUIyaTalluu, ,I[I/IKTO(bOHOB; IIpaBujia ITO0JIb30BAaHHA
IMPUEMHO-TICPETOBOPHBIMU YCTpOﬁCTBaMH; CTaHAapThI yHI/I(bI/II_[I/IpOBaHHOﬁ CHUCTCMbI
OpFaHI/IBaHI/IOHHO—paCHOpHI[HTCJ'ILHOﬁ AJOKYMCHTAallUU; OCHOBBI OpraHu3anu Tpyda, OCHOBBI
3aKOHOAATCJIBCTBA O TPYHAC; IIpaBUJIa BHYTPCHHEIO TPYAOBOI'O paCIOpsAKa; IIpaBUJIa U HOPMBI

OXpaHbI Tpy/a.

Tpe6oBanus k kpaaupukanuu. Hauansaoe npodeccnonanbHoe oOpa3oBanue 06€3 IpeabsIBICHHS
TpeboBaHUN K cTaxy paboTel WM cpenHee (moiHOE) obmiee oOpa3oBaHWE W CHCIHATbHAS

MOJIrOTOBKA TI0 YCTAaHOBIICHHOH Mporpamme 0e3 MperbsBiIeHus TpeOOBaHUN K CTaxy padoTHI.

2.2.001a¢cTh U 00bEKTHI NPO(PECCHOHAIBLHOM 1eATeJIbHOCTH BbIITYCKHUKOB

Obsacth npogecCHOHATBHOM /1eATeJIbHOCTH BBIIIYCKHUKOB: BBINOJHEHUE TEXHUYECKUX
GbyHKIUH 0 00eCreueHnI0 U O0CITy)KHUBaHUIO PabOThl PyKOBOJIUTENS OPraHU3AlMU, CBSI3aHHBIX C
MOATOTOBKOM, XpaHeHUEM, oOpabOTKOM C TMOMOUIIBI0 CPEACTB OPraHU3AIMOHHON TEXHUKH,

HE0OXO0AMMOM HH(POPMAIIUK U IOBEJACHUEM €€ J0 TOTpeOnuTeIs.
O0bexThI NPpodeccnoHaNIbLHOI 1eITeJIbHOCTH BBIITYCKHHUKOB:
® JOKyMEHTUPOBAaHHAS HHPOPMAIIHS;
® MPOIIECC TEXHUYECKOTO OOCITYKMBaHUS pabOThI PYKOBOAUTEIIS;
e Opra"u3alMoOHHAas TEXHHUKA
2.3. Buasl npogeccnoHaIbLHOM e TeIbHOCTH U KOMIIETEHIIUHM BBITYCKHUKA
Bunel npogeccuonansHoit nestenbHocty (BIIJ) u npodeccuonansubie komnereHuuu (I1K)
BBIMYCKHHKA!

L4 I/IH(bOpMaI_II/IOHHO—,I[OKy'MeHTaI_II/IOHHaH ACATCIIbHOCTD,
¢ OpraHu3alyOHHAadg ACATCIbHOCTD.

3. Il.ianupyemble pe3y/ibTaThl 0CBOEHHSI OCHOBHOM 00pa30BaTe/ibHOI NPOrpaMMbl

3.1. O0mme KOMIETEHIINHA
BbImycKHUK, OCBOMBIIMI IpOTrpaMMy Mpo(hecCHOHATBHOW MOATOTOBKH, JOJDKEH 00J1a1aTh
OOIIMMHU KOMIIETEHLUSAMMU:
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OK 1. [ToHnMaTs CyIIHOCTh U COLMANBHYIO 3HAUMMOCTh Oymymieii mpodeccuu, mposBISTh K
HEW yCTOMYMBBIA HHTEPEC.
OK 2. Opranu3oBbIBaTb COOCTBEHHYIO J€ATEIbHOCTh, MCXOASl M3 LEIM U CIIOCOOOB €€
JOCTHKEHUSI, OIIPEICIIEHHBIX PYKOBOIUTEIIEM.

OK 3. AHanu3upoBaTh pab0O4yl0 CUTyalUI0, OCYILECTBIATh TEKYIIUA U UTOTOBBIHKOHTPOJIb,
OLIEHKY M KOPPEKIIUI0 COOCTBEHHOW NEsITeIHbHOCTH, HECTH OTBETCTBEHHOCTDH 32 PE3yJbTaThl CBOCH

paboTHLI.

OK 4. OcymiecTBiATh MOUCK HHPOPMALIUU, HEOOXOAUMOM JUTsl IPPEKTUBHOTO BBIMIOJTHEHUS
npodecCHOHaTbHBIX 3a/1au.

OK 5. Hcnome3oBaTth  MH(DOPMAIIMOHHO-KOMMYHHKAIIMOHHBIE  TEXHOJIOTUH B
podeCCHOHATIBHOM AEATSILHOCTH.

OK 6. Paborats B KoMaHne, 3PQPEKTHBHO OOMATHCA C KOJJIETaMH, PYKOBOICTBOM,
KJIMEHTaMHU.

OK 7. WcnonHATh BOMHCKYIO OOS3aHHOCTh, B TOM YHCIIE C NPUMEHEHHEM IOJyYSHHBIX
npoeCCHOHATBHBIX 3HAHUH (I FOHOIIEH). YKa3aHHasi KOMIIETCHIIUS SBIISIETCS] COCTABHON YacThIO
obmenpodeccHOHaTbHON JUCIUTUTMHBI «be30nacHOCTh JKU3HEACITEeIbHOCTHY», KOTOpasi B IOJHOM
o0beMe peaqu3yeTcssi HpOrpaMMOi  OO0mEe00pa3oBaTENbHBIX  YUPSKICHHHA, C  KOTOPBIMH

MapTHEPCTBYET TOPOJICKON MEXKIITKOIBHBINA y4eOHBI KOMOUHAT.

OK 8. CobmtonaTh JeNOBOM AITHKET, KYJIbTYPY U ICHUXOJOTHYECKHE OCHOBBI OOIIEHUS,
HOPMBI U TIPABHJIA TIOBEJICHUS, HCITOJIE30BATh METOJIbI M CPEJICTBA JACIIOBOTO OOIICHUSI.

OK 9. CamocTosTensHO OnpeneisaTh 3aa4u TPpo(hecCHOHATBFHOTO U TUYHOCTHOTO Pa3BUTHS,
3aHUMAThCs CAMOOOPa30BaHMEM, OCO3HAHHO IIJIAHUPOBATH IMOBBIIICHUE KBATA(DUKAITUH.

OK 10. Cobmomate TtpeboBaHuS O€30MaCHOCTH TpyJa, MOXKApHOM O€30MacHOCTH,
CaHWTAPUU ¥ TUTUCHBI, OXPaHbI TPY/IA.

3.2. lIpodeccnonanbHbIEe KOMIIETEHIIHH

BhInycKHUK, OCBOMBIIHIA TPOrpaMMy Mpo(heCCHOHAILHOW TMOATOTOBKH, TOJDKEH 00J1aJ1aTh

poeCCHOHATLHBIMU KOMITETCHIIUSMH, COOTBETCTBYIOIIMMH BHTY JACATEIBHOCTH
3.2.1. UH(popMALTHOHHO-TOKYMEHTALIMOHHAS AeSITeJIbHOCTh

IIK 1.1. CocTaBnsiTh, peIakTUPOBaTh U OGOPMIIATH OPTaHU3AIMOHHO-PACHOPSIAUTEIBHYIO
JOKYMEHTAIMIO, CO3/1aBaéMyl0 B OpraHU3allMH, COTJACHO TpeboBaHWsIM [ OCymapCTBEHHBIX
cragnaproB ('OCT) mo odopMiICHHIO JOKYMEHTOB C WCIIOJIh30BAaHUEM COBPEMEHHBIX BHJIOB

OpraHU3allMOHHON TEXHUKHU.
I[IK 1.2. OpraHu3oBblBaTh JIOKYMEHTOOOOPOT B OpraHM3allid C HCIOJb30BaHUEM
COBPEMEHHBIX BH/I0B OPTaHU3allMOHHON TEXHUKH.

IIK 1.3. CocraBnsate ¥ 0OpMIISTH HOMEHKIATYPY AeNl opranu3zanuu, GopMUpOBATh Jelia B
COOTBETCTBUHM C YTBEP)KICHHOW HOMEHKIATYpOil, oOecreuynBaTh UX COXPAHHOCTh B TEKYIIEM

JEJIONPOU3BOCTBE € UCIOIb30BAHUEM COBPEMEHHBIX BUJIOB OPraHU3aLlMOHHON TEXHUKH.
[IK 1.4. OcymiecTBasTh MOATOTOBKY J€J K Mepeaye Ha apXUBHOE XpaHEHUE.
[1K 1.5. BeInoaHATh MaIIMHOMIMCHBIE PA0OTHI Pa3INYHON CTETIEHN CIIOKHOCTH.

3.2.2. Opranu3anuoHHAasi 1eITeJIbHOCTh

IIK 2.1. KoopaunupoBats paboTy ocduca (IpHEeMHONH PYKOBOIUTEINS), OPraHHU30BBIBATH
MIPUEM [TOCETUTENICH.

I[IK 2.2. OcymectBuare TtenedoHHOE 0OCTy)KUBaHWE, NPUHUMATh U IepenaBaTh
(hakCUMUJIBHBIE COOOIIICHHUS.

IIK 2.3. OcymecTBisaTh pabOTy MO MOATOTOBKE M MPOBEACHUIO COBELIAHHM, 3acedaHHi,
JIENIOBBIX BCTPEY, IPHUEMOB U IIPE3EHTALIUM.

IIK 2.4. OcymecTBasITh MOATOTOBKY JEJIOBBIX MOE3I0K (KOMaHIUPOBOK) PYKOBOAMTENS H
JIPYTUX COTPYAHUKOB OpPraHU3alINU.

[1K 2.5. Opranu3oBbIBaTh paboyee MECTO CEKpETaps U PyKOBOIUTEIS



4. CTpyKTypa OCHOBHOI1 00pa30BaTeJIbHOM NPOTrPaMMBbl

4.1. YYEBHBIN TJIAH
npodeccuoHaJIbLHON MOATOTOBKH MO Npodeccun
«Cexkperapb-MallIMHUCTKA)

Kon mpodeccunm - 26353
KBanudukamus (kareropus) —3

®opma 00ydeHus: — oyHas
Buj BeI1aBaeMOro 10KyMeHTa — CBUAETENBCTBO YCTAaHOBJIEHHOT0 00pa3La.

Cpok
DJieMeHThI Y4eOHOro npomecca, B T.4. yueOHbIe Bcero 00yueHus
Hupexe AMCHUILIMHBI, TPOgeCcCHOHAIbHbIE MOAYJIH JacoB 2 roxa
1 rox 2 rox
OI1.00 Oobwenpogpeccuonanvhvie OucyunIuUHbl 99 67 32
OI1.01 OCHOBBI ATHKH U TICUXOJIOTHH MTPOeccroHalIbHOM 17 17 0
JeSITeIbHOCTH
OI1.02 [IpaBoBBI€ OCHOBBI ITPO(eCcCHOHANBHOM e TEIBHOCTH 12 12 0
OI1.03 be3onacHOCTh KU3HEIEATETHHOCTH. 4 4 0
OI1.04 OO0111eTEXHOJIOTMYECKAs TOATOTOBKA 66 34 32
I1.00 IIpodeccnonaabHbIi HUKI 216 103 113
1IM.00 Ilpogheccuonanvnvie mooynu 216 103 113
IIM.01 HNudopmannoHHO-10KyMeHTAIIMOHHAS 142 91 51
AeITeJIbHOCTb.
MJK.01.01 | JoxymeHTaIlMOHHOE 00ECTICUeHHE YIIPABICHUS 142 91 51
11M.02 Opranu3anuoHHAasi 1eITeJIbHOCTb. 49 12 37
MJIK.02.01 | Opranuzanus ceKpeTapckoro 00cayKuBaHuUs. 49 12 37
BapuaTtuBHas yacTth 25 0 25
VIL.O1 Y4yeOHast npakTHKA (IPOU3BOACTBEHHOE 00y4YeHME) 120 120 0
BCEI'O: | 435 290 145
Koncynbranumn 10 0 10
KBanupukaumoHHbIH 3K3aMeH 5 0 5
HUTOTIO: 450 290 160
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4.2 KAJJEHJAPHBIN YUYEBHBIN I'PA®UK
s mpogecCHOHAIBLHOT0 00yYeHHsI

1. Kanenoapuvie nepuoowvt nepeozo yueonozo 2ooa:

1.1. lara Hauana nepBoro y4eoHoro roaa: 1 cenrsiopsi 2026 roga.

1.2. Jlata OKOHYaHHS EPBOr0 YU4eOHOT0 rojia (3aBeplicHUe yueOHBIX 3aHATHH): -

31 mas 2027 roaa — 34 yueOHbIE HEIETH.

1.3. IIpookuTeNnbHOCTH yueOHOTO rofa (yueOHbIX 3aHsaTui) 34 yueOHbIC HEIeH.

1.4. IIponomkuTeNnbHOCTh YUeOHOM Henenu: 6 qHei.

2. Kanenoapmwie nepuoovl 6mopo2o yueonozo 200a:

2.1. lata Hauana BTOporo y4eonoro roga: 1 cenraops 2027 roana.

2.2. JlaTa OKOHYaHUS BTOPOT0 Y4eOHOro rojaa (3apepiieHue yueOHbIX 3aHSATHH):

2.3. IIpoaomKuTenbHOCTh Y4eOHOTO rojia (yueOHbIX 3aHsATHi) 34 yueOHbIe HEIETH.

31 mas 2028 roga — 34 yueOHbIC HEICTH.

2.4. IIpoaomKUTeNFHOCTh YUeOHOM Heenu: 6 THei.

3. Ilepuoowl oopazosamenvbHoll 0esameabHOCMU:

3.1. Cucrema opranu3zaiuu y4eOHOTO Toga — TPUMeCTPOBas;

3.2. IIpo10IKUTENBHOCTD YU€OHBIX 3aHIATHIA IO TPUMECTPaM:

Kom4ecTBo Koppexmuposxa
Konnuectso KTII
VYyeOusie | Cpoku Hayala U OKOHYAHUS YUeOHDIX HEZleNb
TepHOIEI y4eBHBIX TIEPHOIOB __ |mpasgHMMHBIX (npazonuumvie
(yueOHBIX THEH) . OHu) *
JHEU
110 l'IJ'IaHy
I 1 neHb:
TpHMeCTp 01.09.2026 — 18.12.2026 15 Heyens 04.11.2026 04.11.2026
1 2320’;‘*2"627 23.02.2027
TPUMECTP 10.01.2027-19.03.2027 10 Hexmens 08.03.2027 08.03.2027
3 mus:
1 8;-82-;8% 01.05.2027
09 09.05.2027
Tpumectp 28.03.2027-31.05.2027 9 Henenb
10.05.2027 1 10.05.2027
v 01.09.2027 — 18.12.2027 15 Hemens | nen: 04.11.2027
TPUMECTP 04.11.2027
2 Ui
\Y4 10.01.2028-19.03.2028 10 Henens 23.02.2028 23.02.2028
TpuMecTp 08.03.2028 08.03.2028
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3 gus:

01.05.2028

VI 09.05.2028 gé : gg-; Sﬁi

tpumectp | 28.03.2028-31.05.2028 9 Heens 1005.2028 | (7022028
Hroro 1.09.2026-31.05.2028 68 Heneun 12 12
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Cpoku npoxo:x1eHus IPOMeKYTOUHOH aTTecTalMU MePBOro yuedOHOro roaa
1 TpumecTp 08.11-26.11.2026
2 TpumMecTp 01.02- 11.02.2027
3 TpumecTp: 10.05- 18.05.2027

Cpoku npoxoxkIeHus aTTecTaluu nepBoro yuyeonoro roga: 19.05 -31.05.2027

Cpokn npoxoxIeHusi IPOMeKYTOYHOM aTTeCTAIlMN BTOPOro y4eOHOro roaa
1 TpumecTp 08.11-26.11.2027
2 TpuMecTp 01.02- 11.02.2028
3 TpumMecTp: 10.05- 18.05.2028

Cpoxu npoxoxaenusi i”Toropoii arrecranum: 19.05 -31.05.2028

*opranmzanus (B ciydae HeoOxoammoctn) koppektupoBkn KTII 3a cuér oObenuHEHHS WM YIDIOTHEHHS TEM
3aHATHH, B TOM YHCJIE BBINABIIMX HA MPa3JHUYHBIC IHH, OCYIIECTBILSIETCS II€AAaroroM, pPeaIU3yIOINM
JIOTIOJTHUTEIbHYIO0 00Ie00pa30oBaTebHyI0 00IIEpa3BUBAIONIYIO IIPOTpaMMy, ¢ yu€ToM coep KaHHs

MpOrpaMMBbI U 110 COIJIaCOBAHUIO € METOAUCTOM y‘IC6HOF0 oTacia.
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5. Onenka kayecTBa NOAr0OTOBKH

OmeHka Ka4ecTBa OCBOCHUS MPOTpaMMbl MPO(PECCHOHATBHON MOJITOTOBKH MO Tpodeccuu
26353 «Cexkperapb-MalIMHUCTKA)», BKIIOYAET TEKYUIUH KOHTPOJb 3HAHWUM, ITPOMEXKYTOUHYIO U
UTOTOBYIO aTTECTAIIMK O0YYarOIINXCS.

5.1. Tekymuii KOHTPOJIb 3HAHMI.

Texymuii KOHTPOJb YCIIEBAEMOCTH OOYYaIOIIMXCS MPEACTaBISET CUCTEMATUYECKYIO
MPOBEPKY y4EOHBIX AOCTIKEHUH OOYYaromuXcs, IPOBOJUMYIO YUYUTEIEM B XOJ€ OCYIIECTBICHUS
00pa3oBaTeNbHON JESATENbHOCTH B COOTBETCTBUU C OCHOBHOH 00pa3oBaTelbHOW MPOTrPaMMOM.
[IpoBeneHne TEKyIIEro KOHTPOJS YCIEBAEMOCTH HAIPaBICHO HAa 00ecredYeHHe BBICTpAaUBaHUS
00pa30BaTeNpHOrO Mpoliecca MaKCUMaNbHO 3G (HEKTUBHBIM 00pa30M ISl IOCTHXKEHUS Pe3ylIbTaToOB
OCBOEHUSI OCHOBHOM 00111e00pa30BaTeIbHOM TPOrPAMMBI.

Texkymmuii KOHTPOJb YCHEBAEMOCTH OOYYAIOMIMXCSl MPOBOAMTCS B TEUEHHE Y4eOHOTO
nepuoja B LEesX:

- KOHTPOJS  YpPOBHS  JOCTM)KGHHS  y4YallUMHUCS  pPE3yJlbTaToOB,  IPEIyCMOTPEHHBIX
00pa3zoBaTeNbHON MPOTPAMMONA;

- OLICHKHM COOTBETCTBUS PE3yJbTaTOB OCBOCHUS 00pa30BaTEIbHON IPOTPaMMBI;

- TpoBemeHHS OOYYaroIIMMCS CAMOOICHKH, OLEHKH €ro paboThl IeAarormyecKuM
pabOTHHKOM C IEJIbI0 BO3MOKHOTO COBEpPIICHCTBOBAaHHS OOpa30BATEIBHOTO IpOIIEcca.
@opMBbI TEKYILIETO KOHTPOJIS ONpEAEseT YUUTEIb C YUETOM KOHTHMHIE€HTa 00ydaroIuxcs,

coZiep)KaHusl y4eOHOTO Marepuajga M HCIOJb3YeMbIX 00pa3oBaTeNbHBIX TEXHOJOTHH. Texymuit
KOHTPOJIb 1O TEOPEeTUYECKOMY OOYYEHHIO OCyIIecTBIseTcss B (opme yCTHOro ormpoca
(ppoHTANBHBIN, TPYNTIOBOM, MHAUBUAYATbHBINA) U MUCEMEHHOTO OINpoca (CaMOCTOsTeNNbHAsS padoTa,
TECTOBBI KOHTPOIIb, AUKTAHT, COCTABIICHUE TE€3HCOB U OMOPHBIX KOHCIEKTOB, MUHU-COYNHEHUHN U
nokianoB). Tekymuid KOHTPOJb MO Yy4eOHO-NIPOM3BOJCTBEHHOW MPAKTUKE OCYIIECTBISETCS B
(dhopme nmpoBepouHOit paboThI (JTA0OPATOPHO-NPAKTHYECKOM, TPAKTHYECKON, TPOCKTHOM ).

[Topsimok, ¢GopmMBI, TEPUOTUYHOCTb, KOJIMYECTBO OOS3aTENBHBIX MEPOIPHIATHH TpH
MIPOBEICHUH TEKYILETO KOHTPOJIS YCIIEBAEMOCTH 00YUYaIOMIMXCS OMPEIEIISIOTCS YIUTEIEM C yIEeTOM
OCHOBHO# 00pa30BaTeIbHOM MPOTPaMMBbI.

5.2. IIpomeskyTOYHAS ATTECTALUA.

[IpoMexyTouHass arTecTalMisi — A3TO YCTAHOBJCHHE YPOBHSA JOCTHXKEHUS Pe3yIbTaToB
OCBOCHHS YUYEOHBIX IPEIMETOB, KypCOB, IUCIHMIUIMH (MOIYJeH), NMPeayCMOTPEHHBIX OCHOBHOMN
00pa3zoBaTeNTbHON MPOTPAMMON.

ensimu mpoBeAEHUS POMEKYTOUHOM aTTECTALUH SBJISIIOTCS:

- OOBEKTHBHOE YCTaHOBJIICHUE (DaKTHUECKOTO YPOBHS OCBOCHHUS 00pa30BaTEIHHON MPOTPaMMBbI U
JOCTUKEHHSI Pe3yJIbTaTOB OCBOCHHS 00pa30BaTEIbHON MPOTrPaMMBbI;

- COOTHECEHHE OTOr0 YypOBHSA C KBaTU(PUKAUMOHHBIMU TpPEOOBAaHUSMHU, YKAa3aHHBIMH B
KBaJIM(DUKAIIMOHHOM XapaKTepucTuKe mpodeccuu;

- OULEHKa JOCTHKEHUH KOHKPETHOro OOYy4Yarollierocs, IO3BOJISIIONIAs BBISBUTH MPOOETHl B
OCBOGHUU UM 00pa30BaTeNbHON MpOrpaMMbl U yYUTHIBATH HHIWBHUIYaJbHBIE MOTPEOHOCTH
YUaIIerocsi B OCYIIECTBICHUH 00pa30BaTeIbHON ICATEIIHOCTH;

- OIGHKAa JWHAMUKH WHINBUAYIBHBIX 00pa30BaTCIbHBIX JIOCTMDKCHUH, TIPOJBIKEHUS B
JTOCTHKEHHUH TTAHUPYEMBIX Pe3yJIbTaTOB OCBOCHHSI 00pa30BaTEIbHOMN MPOrPaMMBL.

[TpomexyTrounas arrectamus 1o oOmenpodeccnoHanbHbiM  auctiuiimaam, MK u
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npodeccuoHabHBIM MOIYJISIM MPOBOAUTCS B (OpME MUCbMEHHOU MPOBEPKU — KOHTPOJIbHAS

paborta.

[IpomexxyTounasi arrectauusi (KOHTpOJIbHAs paboTa) MPOBOAMTCA 3a CUYET BPEMEHH,
OTBEJICHHOTO  HAa  COOTBETCTBYIOINYIO  oOmenpodeccuoHanpHy0  aucnummiuHy, MK,
npoeCCHOHANIBHBI  MOMAYJIb HENOCPEJICTBEHHO II0 HTOTaM OCBOCHHUSI B COOTBETCTBHH C
KaJICHIapHBIM TpapuKOM y4eOHOTO Mpolecca.

5.3. Utorosasi arrecTanus.

[IpodeccuonanpHass MOArOTOBKA 3aBepIIaeTCs HWTOrTOBOM  aTTectanued B (dopme
KBAJTM(PUKAIIMOHHOTO K3aMEHA.

KBamukanmoHHBIX 3K3aMEH BKIIIOYAeT B Ce0s MPAKTUYECKYI KBUTH(DHUKAIIMOHHYIO
paboTy U MNpOBEpKY TEOPETHUUECKHX 3HAHWNM B MpeAenax KBadu(pUKAIMOHHBIX TpeOOBaHUM,
YKa3aHHBIX B KBUTH(DUKAITMOHHON XapaKTepUCTHKE TTpodeccuu.

[IpakTuueckass kBanuduKalUOHHAs paboTa MO TEMAaTHKE JOJKHA COOTBETCTBOBATh
COJICP)KAHUIO OJTHOTO WJIM HECKOJBKUX MPO(ECCHOHATBHBIX MOAyNei. CI0KHOCTh MPaKTHIECKOM
KBUTM(DHUKAIIMOHHOW paboThl JOJKHA OBITh HE HIDKE paspsga 1o mnpodeccuu pabdoyero,
MIPEyCMOTPEHHOTO KBAIM(DUKAITMOHHOW XapakTepucTukoil. TpeboBaHus K cofepKaHUI0, 00beMY U
CTPYKType BBIYCKHON KBanu(uKaUMOHHOW paboThl ompexaensitorcs [lonokeHneM opraHu3aiuu
ocymectisitoleit o0ydenue o BKP u urorosoii arrecrarum.

[TpoBepka TeopeTHUEeCKHX 3HAaHUU MPOBOAUTCSA B (popMe TECTUPOBAHUS MO TEOPETUUECKUM
BOIpocam o01enpodeccuoHanbHbIX TUCHUIUIMH U TPOGECCHOHATBHBIX MOIYJICH.

HtoroBas oneHka 3a KBanu(UKALUOHHBIA 3K3aMEH OIpeAemnseTcss OOIKUM CyMMapHBIM
KOJMYECTBOM OaJlIOB, IMOJYYEHHBIX IO pe3ylbTaTaM TEOPETUYECKOW M TMPAKTUYECKOW YacTu
9K3aMEHa.

B mepwos mTOATOTOBKM K BBITYCKHOMY KBaTHU(UKAIMOHHOMY JK3aMCHY ITPOBOJIUTCS
KOHCYJIbTAIUs 3 CUET CIIELUATIbHO OTBEICHHOTO Ha HEE BPEMEHH.

K wurtoroBoii  arrectaluu  JOMYCKAlOTCA  JIMIA,  BBINOJHUBIINE  TpeOOBaHMS,
MPEelyCMOTPEHHBIE MPOrpaMMOil Mpo(dhecCHOHANBFHOW MOATOTOBKM IO Mpodeccuu U YCHEelIHO
MpOLIEIINE BCE AaTTECTAI[MOHHBIC WCIBITAHUSA, MPEAYCMOTPEHHBIE MporpaMMaMHu Yy4eOHBIX
JUCIUILIAH U MPO(EeCcCUOHAIBHBIX MOTYJIEH.

Jlunam, TpomIeANUM COOTBETCTBYIONIEE OOYYCHHE B IOJHOM OOBEME U IOJTYYHBIIHM
MIOJIOKUTEIHHYIO OLICHKY Ha UTOTOBOM aTTECTALlMHU, IPUCBAMBACTCS KBATU(UKAIHS 110 MPOPECCHH

«CereTapL—MaHH/IHI/ICTKa» 3 KaTeropusd v BbIAACTCA JOKYMCHT YCTAHOBJICHHOI'O 06pa3ua.

6. MaTepuajibHO-TEXHUYECKOE OCHALLIEHHE 00PAa30BATEeILHOM 1eATeJIbHOCTH 110
o0pa3oBaTe/IbHON NporpamMmme

Opranm3anusi  00J1a7a€T MaTepUaIbHO-TEXHUUECKOH 0a30#, oOecreurnBaronieii MpoBeeHNEe BCEX
BUJIOB JUCUUIUTMHAPHON M MEXIUCIUILUIMHAPHON MOATOTOBKH, UTOTOBOM ATTECTAlMU CIIyIIaTeseH,
MPEIyCMOTPEHHBIX  y4e€OHBIM IUIAHOM MPOTpaMMbl M COOTBETCTBYIOIIEH  JEHCTBYIOIIUM
CaHUTAapHBIM M TIPOTHUBOIIOXKAPHBIM IpaBWJIaM M HOpMaM. MHHHMaJIbHO HEOOXOIUMBIN IS
peanu3aluk  TPOrpaMMbl  TIEPEUYCHb MaTEPHAIBHO TEXHHYECKOr0 OOECICUeHHs] BKIIFOYACT:
MOMEIIEHUS JUIsl IPOBEACHHS Y4EOHbBIX 3aHATUIH, UTOTOBON aTTecTanuu (000pyJ0BaHHBIEMEOEbIO),

a UIMCHHO:
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Y4eOHbIH KJIace

Croun- 2 mit; Ctyn- 4 wt; Hkad — 1mT; Mapkepnas nocka — 1 wt, HoyrOyk — 2 mr.
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7. Metoauyeckoe odecrieyeHre NpOrpaMMbl:

MeToaudueckoe 00eCIEYCHHE MHPOTrPAMMEI peaIn3yCeTCda MNOCPEACTBOM CIICAYIOIIHMX METOA0B

Oﬁy'—leﬂlflﬂl CJIOBCCHOTI'O, HarjisaHoro, O6”[:5[0HI/ITGHLHO—I/IJ'IJ'IIOCTpaTI/IBHOFO, HaCTHYHO-IIOMCKOBOI'O,
HCCICA0BATCIILCKOTI0, AMCKYCCHOHHOT'O, IPOCKTHOTI'O.
Taxxe B O6pa30BaT€HBHOfI nporpaMmme HMCIOJB3YHOTCSA BOCHUTATEIBHBLIE METOAbI, KOTOPLIC

pealin3yroTcs MOCPEACTBOM YOEXKAEHUS, NOOUIPEHUs, YIPAXKHEHUS, CTUMYIUPOBAHUS, MOTUBALIUU.
®opma opranusanuu 00pa3oBaTeJbHOIO NPOLECCa: MHIUBUAYAIbHO-IPYIIIIOBAs.

®opMbI Opranu3anuu y4e0HOro 3aHATHSA: JICKLIIUY, CEMUHAPHI.
Ilengarornyeckue TEXHOJOTHMU: TEXHOJOIHs IPYHIIOBOTO OOyY€HUs, TEXHOJOTUS KOJJIEKTHBHOIO
00y4eHHs, TEXHOJOTH TU(PEepEeHITIPOBAHHOTO 00yUEHUSI.
AJITOPUTM y4eOHOI0 3aHATHA BBIPAXACTCI B KPaTKOM OIMCAaHUU CTPYKTYPBI 3aHATUS U €r0
JTaIOB;
JAupaKkTuyeckue MaTepuasbl IPEACTABICHBI B BUIE pPa3JaTOYHBIX MaTEpPUANIOB, 3aJaHUM,
YIPaXKHEHUM.
Y4eOHblii MaTepuaJ IpeAOCTaBISIETCd B AJIEKTPOHHOM BHUJE (B TOM YHUCIE Ha pecypcax B
MH(POPMALMOHHO-KOMMYHUKAMOHHOM ceTn «VHTepHeT») 1 Ha OyMa)xHOM HOcHTese. B yacTHOCTH:

IleuaTHBIE H31aHUA:

[lenamoBa I".M. OCHOBBI 3THKH U TICUXOJIOTUH TPOPECCHOHATHHOMN NEATEILHOCTH: YUYCOHUK IS
CTyA. yupexaenuii cpen. mpod. obpazoBanus/I.M. lllenamoBa.. — 3-e u3gd., crep. — M.: W3narenbckuit
LHEeHTp «Akanemus», 2020. — 176 c.

[IpaBoBoe obecrnieuenue npodeccuoHanbHON AesrenbHocTd : YueOnuk ans CIIO / mox pen. A.SL.
Kamyctuna. — 2-¢ wm3x., mepepadb. u jgon. — M. : UzmarensctBo FOpaiit, 2019. — 382 c¢. — Cepus
[TpodeccronanbHOE 0Opa3zoBaHue.

Hlesuenko O.A., CyneiimanoBa @.0O., Illonus I'.B. Kommenrtapuii k TpynoBoMy Koxekcy
Poccutiickoit @enepanuu (mocrareitnbiii). — 3-e uza. — M.: I[Ipocnekr, 2019.

BumnsikoB f.JI. bezonacuocts xkusnenestensHoctu: yuyeouuk mist CIIO. — 5-e uzn., mepepabd. u

nom. — M.: I3parensctBo FOpaiit, 2021. — 416 c. Cepus: [IpodeccuonansHoe oOpa3zoBaHue.

bacakoB M.U., 3amemkoBa O.M. [lenompousBoactBo. JlOKyMEHTAIMOHHOE OOecIeueHUE
yrpasinenus: yaeonuk. — U3n. 15-e. — PocroB u//l.: ®enukce, 2019.

I'anaxoB B.B. Opranuzarusi ceKpeTapckoro 00CITy>KHBaHMS: YICOHHUK IS CTY,. YIPEKIACHUN CPE]I.
npod. odpazoBaHus. 2-¢ U3 ., crep. — M.: 3narensckuii nieHTp «Akamemusi», 2020. — 288 c.

Abynamze JI.I'. JlokyMeHTanmoHHOE OOECHEeUYeHHUEe YIPABICHUS TNEPCOHAIOM : Y4YEOHHK U
npaktukym s CI1O / JI.I'. A6ynanze, U.b. Bempsokkuna, B.M. Macnosa. — M. : U3garensctBo FOpaiir,

2019. — 299 c. — Cepus : [Ipodeccuonanbuoe obpazoBaHue.

HNuTepHeT-pecypcenl:

http://metod-kopilka.ru, http://school-
collection.edu.ru/catalog/

http://www.psychology.ru
http://www.psychology-online.net.



17

9. ObecneyeHue ycCa0BUH s O0y4amIIMXCH C OrPaAaHUYEHHBIMM BO3MOKHOCTAMM

310POBbS

1. OGecneuenue OecpensaTCTBEHHOTO JocTymna o0yyatomuxcs ¢ OB3 B 3manue: Hanuuue
MPUCIIOCOOTICHHON BXOMHOW rpynmnbl 3manus ans jaun ¢ OB3 (Hamuuue mMaHTycoB,
NOPYYHEH, PaCIIMPEHHBIX JABEPHBIX IMPOEMOB, JTHU(PTOB, JIOKAIBHBIX TTOHWKEHHBIX CTOCK-
0apbepoB U Apyrue yCTPOUCTBa, MPUCIIOCOOIICHNUS)

I[a, BCC YCJIOBUA COSI[aHBI.Ay,I[I/ITOpI/IH JJIA ITPOBCACHU A y‘le6HI>IX 3aHATHH paciojiaracTcsa
Ha 2 9TAXEC, HMMCCTCA J'II/I(l)T, MOOMIBLHBIN MNaHayc, IOPYYHHU, PACHIMPCHHBIC IABCPHBIC
IIPOCMBbI , JIOKAJIBbHBIC IIOHM>XCHHBIC CTOﬁKH—6apBepBI, qTo o0ecreynBaeT
66CHp€HHTCTB6HHHﬁ HAOCTYIL 06yqa101u14xc;1 C OIrpaHMYCHHBIMHM BO3MOKHOCTSAMHU
3A0POBbA B 3JaHUC U AyAUTOPHUTIO IJII ITPOBCACHU A y‘le6HI>IX 3aHSITUH.

2. ObecrnieueHue OecrpensITCTBEHHOIO J0CTYIa 00yYaroUMXcs C OrpaHUYEHHBIMU
BO3MOXKHOCTSIMU 3/I0POBbSI, UMEIOIIUX HApYIICHHUs ONOPHO-IABHIaTENbHOTO armapara, B
yueOHbIE TIOMEIIEHUS W Jpyrue IMOMEUICHUs COMCKATeNs JIMLIEH3WH (JIMIeH3uara), a
TaKke WX MpeObIBaHMS B YKa3aHHBIX ITOMEIICHHSX (HAJMYUE NaHIYCOB, IMOpPYYHEH,
PaCIIMPCHHBIX ABCPHBIX ITPOCMOB, J'II/I(l)TOB, JJOKAJIBHBIX ITOHM>XXCHHBIX CTOGK-6apb€pOB;
Ipyu OTCYTCTBHU JH(TOB ayAMTOPHH JUIS TPOBEACHUS Yy4EOHBIX 3aHATHUI JTOJKHBI
pacrosaraTbcsi Ha IIEpBOM JTaxkKe)

I[a, BCC YCJIOBUA CO3J1AHBI. Ay,I[I/ITOpI/IH JJIA IPOBCACHUA y‘le6HI>IX 3aHITUI paciojiaracTcsa
Ha 2 9TAXEC, HMMCCTCA J'II/I(l)T, MOOMIBLHBIN MNaHayc, IMOPYYHHU, PACHIMPCHHBIC IABCPHBIC
IMIPOCMEI, JIOKAJIBHBIC IIOHMXXCHHBIC CTOﬁKH—6apLepLI, qTo o0ecreynBaeT
66CHp€HHTCTB€HHHﬁ AOCTYIl H Hpe6I>IBaHI/I€ 06yqa101u14xc;1 C OrpaHMYCHHBIMH
BO3MOJXHOCTAMU 3J0POBbs, HMCIOINIUX HAPYLICHUA OIIOPHO-ABUIATCIBHOI'O allllapara B
3AaHUC U AyAUTOPUIO IJIA IIPOBCACHUA y‘{e6HBIX 3aHITUN U APYyruc nNOMCIICHU .

3.Hamuuue cnenuaabHO OOOPYJOBAHHBIX CAHUTAPHO-TUTMEHHYECKUX IMOMEUICHUN JUIs
oOyuaromuxcsi ¢ OB3  (mepuia, MNOpy4YHH, CHEIHATU3UPOBAHHOE CAHTEXHHUYECKOE
o0opynoBaHue U Ipyroe)

Ja, uMeeTcs OOOpYZOBaHHBINA CaHy3en JJs JIMI C OTPAHUYCHHBIMU BO3MOXKHOCTSMHU
3JI0pOBbSl C TEpPWIAMH, TOPYYHSMH U CICHUATH3UPOBAHHBIM CAHTEXHHUYECKUM
00opyioBaHUEM.

4. OcHalleHue 3JaHUA W COOPY)KEHHMH CHCTEMaMU NPOTHBOIMOXKAPHON CHUTHAIM3ALMU U
OTOBEHICHUS C JyOJUPYIONIMMH CBETOBBIMH YCTPOWCTBAMH, WH(POPMAIMOHHBIMH TabJI0 C
TaKTHJIBHOU (ITPOCTPaHCTBEHHO-PeNIbeHON ) nHpOpMaIuen u ap.

Jla, 3maHME OCHAIICHO CHUCTEMOM TPOTHUBOMOKAPHONH CHTHAJIU3AIMKM W OIOBEINCHUS C
TyONMMPYIOIIMMHA CBETOBBIMH  YCTPOHCTBAMHU, HWH()OPMAIMOHHBIMU Ta0IO C TaKTWIHHOU
(mpocTpaHCcTBEHHO-peIbeHON nHpOpMaIei)
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5. AnanTapoBaHHBIE 00pa30BaTEIbHBIC MPOTPAMMBI (CHCIIUATM3UPOBAHHBIC aJIallTallHOHHbIC
MPEAMETHI, JUCIUTUTHHBI (MOTYIIH)

He npeaycMotpeHo

6.CrieriuanbHble y4eOHUKY, yueOHbIe TOCOOUs U TUAAKTUYECKHE MaTepHalibl, B TOM YHUCIIE B
¢dopmare nmeyaTHbIX MaTepuaIoB (KPyMHbBIN MpUdT WK ayano)

He openycMoTtpeno

7. 3ByKOBOE M BU3yallbHOC HHPOPMHUPOBAHUE O PACIIUCAHUU YICOHBIX 3aHIATHH (B T.4.
YCTaHOBKA MOHHTOPOB C BO3MOXXHOCTBIO TPAHCIISIIMHA CYOTHTPOB)

He npeaycMotpeHo

8. Pa3memenne B JOCTYITHBIX 7151 0OYYaIONIUXCs C OTPAaHHUYECHHBIMU BO3MOKHOCTSIMH 3/I0POBbS,
SIBJISTFOLIIXCSL CJICTIBIMH WJIM CITa0OBUAALIMMU, MECTaX U B 3IaITHPOBAHHOM (hopme (¢ ydeToM
UX 0COOBIX TOTPEOHOCTEN) CIIPaBOYHON HH(OPMAIMH O PACTIMCAHUH YIeOHBIX 3aHATHI

He npeaycMotpeHo

9.CBenenust 00 agpece pa3MellleHus aAanTUPOBAHHOTO CaiiTa Ha OTKPBITHIX U OOIIEAOCTYITHBIX
UH(POPMALMOHHBIX PECypcax, CoJepKaIuxX HHPOPMALIHIO O JeSITETLHOCTH OpTraHU3aluu 1
uHpopMaluio 00 ycnoBusix o0ydenus nHBanuaoB u uil ¢ OB3, B ToM yucie Ha oQUIHaTEHOM
caliTe coucKaTess TUIICH3UN

He openycMotpeno
10. KagpoBoe obecrieuenue moyueHus o0pazoBaHus 00y4aroIMMUICs ¢ OTPaHUYEHHBIMH
BO3MOXHOCTAMUN BHOpOBBH

He openycMoTtpeno

11. IlpenocraBieHue yciayr aCCUCTEHTA, OKa3bIBAOIIETO 00YYarOIIMMCSI ¢ OTPaHUYEHHBIMU
BO3MOXKHOCTSIMU 37I0POBbsI HEOOXOIUMYIO TEXHUYECKYIO TTOMOIIIb

He npeaycMopTeHo

12. Hanmu4me B OpraHu3aIiy MeIarornaecKuX padOTHUKOB, UMEIOIINX OCHOBHOE 00pa3oBaHue U
(MM MOYYMBILIUX TOTIOTHUTENEHOE 00pa3oBaHue A 00yueHus: 00yUJaroIuXcs ¢
OTpaHUYCHHBIMUA BO3MOKHOCTSIMH 370POBbSI

Ja, umeercs npenojasarenib i 00y4aroIlUuXcs JHI C OFpaHUYEHHBIMU BO3MOKHOCTSAMU
3JI0POBbSI, UMEIOIIUH TOTIOJIHUTENFHOE 00pa30BaHMs U PA0OTHI C TAKMMH JINLIAMH

13. Yenyru cypaonepeBoAuYMKOB U TUGDIOCYPIOTIEPEBOTINKOB
- HE IPEyCMOTPEHO

14. uoe — Her.
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Ipunoscenue 1
K npozpamme npogheccuonanvHoil
no020moeKu no npogeccuu

26353 «Cekpemapv-mauiuHucmKa»

PABOYASA ITPOI'PAMMA
OBIIENPO®ECCUOHAJIBHON JUCHUILJINHBI

OI1. 01. «OcHOBBI 3THKH H ICHXOJOTHH NPOPECCHOHATBLHOM eI TeLHOCTH»

no npogeccun 26353 «Cexkperapb-MalIMHACTKA»
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COJIEPKAHME

1. OBIIASI XAPAKTEPUCTHUKA PABOYEM ITPOT'PAMMGBI
OBILENPO®ECCUOHAJIBHON JIUCLIUITIIMHBI

2. CTPYKTYPA U COJIEP)KAHUE OBLIEITPO®ECCUOHAJILHOM
JACLUTUINHBL.

3. VCJIOBUA PEAJIM3ALIMM TIPOI'PAMMBI
OBILEITPO®ECCUOHAJIBHOM JIMCLIUITINHBI.

4. KOHTPOJIb 1 OUEHKA PE3VJIbBTATOB OCBOEHUA
OBILEIPO®ECCUOHAJIBHON JIUCLIUTIIAHBI.
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1. OBIIASI XAPAKTEPUCTUKA PABOUYEM ITPOTPAMMBI

OBIIENPO®ECCUOHAJIBHON TUCIIATLINHBI
OIL01. OCHOBBI OTHKH U IICUXOJOT A MTPO®ECCUOHAJIBHOMN

AEATEJIBHOCTH

1.1. MecTO0 AMCHUILIMHBI B CTPYKType OCHOBHOH 00pa30BaTe/ibHON MPOrpamMMbl
npogeccnonanbHoii moaroroBku: OI1.01. «OCHOBBI ATHKM U NCHUXOJOTUU MPO(ECCHOHATBHOM
JEeSITeNbHOCTI» MPUHAIICKUT K 00IIenpOoPeCcCUOHANTBHBIM AUCIIUILITUHAM.

1.2. He.]'lb U IVIAHUPYEMbIE pE3yJabTaThbl OCBOCHUSA NUCHUIIJIMHDBI:

- co0ur01aTh 00IIME HOPMBI U
IpaBuUJIa TOBECHNUS;

- UCII0JIb30BAaTh IIPUCMBI ACJIOBOI'O
O6I_I_ICHI/I$[ U HAaBBIKHU KYJBbTYPbI

MOBE/ICHNUS;
- co3laBaTh M TOJJEPKUBATh
ONaronpUsATHBIN TICUXOJIOTHYECKUI
KJIUMAT B KOJIJICKTUBE;

- UCIIOJIB30BaTh METOIbI U CPE/ICTBA
3¢ HEKTUBHOTO JI€TOBOTO OOIIECHUS.

Koa IIK, OK YMmenust 3HaHud
OK 1-10 - cobroaTh PO ECCHOHATBHBIH
IIK 2.1-2.5 JTHUKET;

- OCHOBBI [ICUXO0JIOTUH OOIIEHUS;

- OCHOBBI JIEJIOBOH KYJIBTYPBI;

- OCHOBBI 3THKH ITPO(HECCHOHAIBHBIX
OTHOIIICHUI;

- OCHOBBHI KOH(l)JII/IKTOJ'IOFI/II/I.

2. CTPYKTYPA U COJAEP)KAHUE OBIIENNPO®ECCUOHAJIBHON

JANCHUITVINHbI

OIL01. «<OCHOBBI 3 TUKHU U IICUXOJIOT AU TIPO®PECCUOHAJILHOM
JAEATEJIBHOCTHN»

2.1. O0bem obmenpoeccHOHAIBLHON TUCHUIINHBI U BUABI Y4e0HOI padoThI

Buj yuyeOHoii padoThI Oobvem uacos
Oobsi3aTesibHAs ayIUTOPHAs y4eOHAasA Harpy3Ka (Bcero) 17
B TOM YHCIIE:
e Teopus 11
® [IPAKTHUYECKUE 3aHATHUS 6

IIpomesicymounasa ammecmayus - KOHMpoOIvbHAs paboma.
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2.2. TeMaTnyecKHi IJIAH U COIEPKAHME

oduenpogdeccoHATBLHON THCHHILTHHBI

OI1.01. OCHOBBI D TUKH U IICUXOJIOT U IIPOPECCUOHAJIBHOM

JAEATEJIBHOCTHU

HaumenoBanue pa3aeioB
U TeM

Coaep:xanue yueGHOro MaTepuaJa, iabopaTropHsie padoThl U
NMPaKTHYECKHE 3aHATHS

Tema 1.1.
OCHOBBI IICHUX0JIOTUH

IIcuxonoruueckue acreKkThl IEI0BOIO O6H.I€HI/I$I.

Tema 1.2.
Ilcuxosiornueckue
ACNEKThI JeJI0OBOro

o0menus

VYcmex ne10Boro oOIeHns.

IlpakTHyeckas pabora: Ycmex AenoBoro oOuenus (pemeHue
CUTYaIIMOHHBIX 3a71a4).

HesepOanbHoe oO1IeHueE.

HesepOansHoe oOmienue (perieHue

IlpakTHyeckas padora:

CUTYaIIMOHHBIX 3a71a4).

Tema 1.3. KonunkThl B
AeJI0BOM O0IIeHNH

KOoH(IHUKTHI B 1E7TIOBOM OOIIICHHH.

B JIEJIOBOM OOIIEHUU

IlpakTuyeckas padora: KoH(IuKTEI

(penieHue CUTYallMOHHBIX 3a/1a4).

Tema 1.4.
JTHKA
npogeccuoHaIbHOI

AECATEJIBbHOCTH

DTHKa B3aMMOOTHOIICHUN PYKOBOAUTEIIS U CEKpETapsl.
B3aumonenicTBre ¢ KoJUIETaMU.

IIpakTnyeckas pa6ora: DTUKa NPO(YECCHOHANBHON JEeATEILHOCTH
(pelieHye CUTYallMOHHBIX 3a/1a4).

IIpomexyrounas arrecranus OIL.01. OcHOBBI 3 THKH B
NCHXO0JO0THHU NMPodecCHOHATBHOM 1eATebHOCTH
KOHTpOJIbHAs paboTa

3. YCJIOBUSA PEAJIN3AIIMA ITIPOT'PAMMBI OBIIENNPO®ECCUOHAJIBHON

JUCHMUILIAHBI

OIL.01. OCHOBBI OTHKH U IICUXOJOTI A MTPO®ECCUOHAJBHOM

JAEATEJBHOCTH

3.1. TpeGoBaHusI K MUHUMAJILHOMY MAaTePHAJIbHO-TEXHHYECKOMY 00ecredeHHI0

Peanuzanus mporpaMMbl JUCIHUIUIHHEI TPEOYIOT HaTMYHe y4eOHOTro KaOMHeTa.
O6opynoBaHue yueOHOro KabuHeTa:
e [locagouHble MecTa O KOJMYECTBY 00yUYarOIUXCS;
e  Pabouee MecTo yuuTens;
e  KoMmuiekT yueOHO-METOJMYECKUX MaTEePUaJIOB;




MapkepHas gocka uin Gpaumyapr.
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3.2. UudopmanuonHoe o0ecrieueHne 00y4eHust
IlepeyeHb pekoOMeHayeMbIX Y4eOHBIX U3IAHNIi, MHTEPHET-PECYPCOB, J0MOJTHUTEIbHOM

JIMTEPaTypPbl
3.2.1. IleyaTHble N31aHNA:
o IllenamoBa I'M. OCHOBBI A3THKH M TICHXOJIOTUH NPO(ECCHOHATBHOW JAESTEIBHOCTH:
YUEOHHK JUISI CTYJl. YUpexIeHui cpen. npod. odpasosanus/[ .M. IllenamoBa.. — 3-e wu3nm., crep. —
M.: U3narenbckuii neHTp «Akagemus», 2020. — 176 c.

JloTIOTHUTETbHBIE HCTOYHUKH:
e lHTepHET-pECypCHI:
http://www.psychology.r
u
http://www.psychology-
online.net
e llHTEpHEeT-pecypChl i yUUTEIIS:

1. http://metod-kopilka.ru,

http://school-collection.edu.ru/catalog/

4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHUSI
OBIIEITPOPECCHOHAJIBHON JUCHUIIJINHBI
OIL.01. OCHOBBI OTHKH U IICUXOJOT A MTPO®ECCUOHAJIBHOM

JAEATEJBHOCTH

4.1. KoHTpoib M OlleHKa Ppe3yJbTaTOB OCBOeHHs 00uIenpodeccuoHATIbLHOI
AUCUMILINHBI

®opMbI M MeTOIbI KOHTPOJISI H OLEHKH
Pe3yabTaTsl o0yueHust P o P

(OCBOQHHbIe YmMEeHusd, YCBOCHHBIC 3HaHI/Iﬂ) PE3yapTaTOB Oﬁy'—leHI/lﬂ

Ymenun:
o co0Jr01aTh npodeccruoHaIbHBII
STHKET
° co0JTr01aTh 001IIe HOPMBI U
MpaBuJjIa MOBEICHHUS; .
Texkymuid KOHTpPOIb B (GOpME YCTHOTO U
° HCIOJIb30BaTh TIPUEMBI JISIIOBOTO

IMUCBMCHHOTI'O OIIpocCa.

OOIIEHUS ¥ HAaBBIKH KYJIbTYpPBI TOBEICHHS TIpOMEIKyTOUHBIH KOHTPOITH B hopMe

° CO3/aBaTh W TOJIJCPKUBATH
OJIarONPHUATHBINA TICHXOJOTHYCCKUN KIMMAT
B KOJJIEKTHUBE.

) MCII0JIb30BaTh METOJIBI U CPEICTBA
3(PEeKTUBHOTO JIETTOBOTO OOIICHUS

KOHTPOJIbHOM paOOThI.

3HaHud:

. OCHOBBI IICUXOJIOTUU OOLICHUS .
Tekymmii KOHTpOIb B (OpME YCTHOTO U

IMHUCbMCHHOI'O OITpOCa.

L4 OCHOBBHI HGHOBOﬁ KYJIbTYPbI




OCHOBBI 9THUKHN
npodecCHOHATLHBIX OTHOIIICHHIA

OCHOBBHI KOH(i)J'II/IKTOJ'IOFI/II/I.

25
[TpomexxyTO4HBIN KOHTPOIb B hOopMe
KOHTPOJIbHOM paOOTHI.
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Ilpunoscenue 2

K npozpamme npogheccuonanvHoil
no020moeKu no npogeccuu

26353 «Cekpemapv-mauiuHucmikay

PABOYASA ITPOT'PAMMA
OBIIENPO®ECCUOHAJIBHON JUCHUILJINHBI

OI1.02. «IIpaBoBbIe 0OCHOBBI PO(EeCCHOHATBHOM 1eSITeJJbHOCTH

o mpodeccun 26353 «Cexperapb-MalIMHUCTKA»



27

COJIEPKAHME

1. OBIIASI XAPAKTEPUCTHUKA PABOYEM ITPOT'PAMMGBI
OBILEITPO®ECCUOHAJIBHOM JIUCLIUITIIMHBI

2. CTPYKTYPA U COJIEP’)KAHUE OBILLENTPO®ECCUOHAJILHOMN
JCLUTIMHBL.

1. YCIIOBUA PEAJIM3ALINN ITPOI'PAMMBI
OBILEITPO®ECCUOHAJIBHOU JINCIIATIIVHBI.

4. KOHTPOJIb n OLIEHKA PE3VJIbTATOB
OBILEIPO®ECCHUOHAJIBHON JIUCLIUTIIAHBI.

OCBOEHUA
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1. OBIIASI XAPAKTEPUCTUKA PABOYEN ITPOI'PAMMBI
OBIIENNPO®ECCHOHAJIbHOM JUCHHUILJINHBI
OI1.02. TIPABOBBIE OCHOBBI TIPO®ECCHUOHAJIBHOM JEATEJIBHOCTH

1.1. MecTO0 AUCHMUIUIMHBI B CTPYKType OCHOBHOH 00pa30oBaTe/ibHON MPOrpaMMbl
npogeccuonanbHoii  nmoaroroBkm:  OIL.02.  «IIpaBoBble = OCHOBBI  IpodeccruoHAIbHON
JEeSITeIbHOCTI» MPUHAIICKUT K 00IIenpOoPeCcCHOHANBHBIM AUCIUITITUHAM.

1.2. Heﬂb ! INIAHUPYEMbIC PE3yJabTAaThbl OCBOCHUA TUCHUIIJIMHBI:

Koa IIK, OK YMmenust 3HaHud
OK 1-6 ) P —— coGmonenpe | -  OCHOBBI  KOHCTHTYIHOHHOTO,
K 1.1; 1.2 p . . | aIMHHHCTPaTMBHOIO, IPa’KIaHCKOIO,
K21 24 3aKOHOJATeIbCTBA OCCHHCKOM | o, oprOr0 1 TPy IOBOTO MpaBa.
1; 2. .
@enepaun B Mpo(ecCHOHANBHOM
JesITeIbHOCTH.

2. CTPYKTYPA U COJEP)KAHUE OBIIEINPO®ECCHUOHAJIBHOM
JANCHUITVINHbI .
OI1.02. TPABOBBIE OCHOBBI IPO®ECCHUOHAJIBHOU JEATEJIBHOCTHU

2.1. O0bemM o0menpoeccHOHAIBLHON AUCHUILVINHBI M BUABI y4eOHOH padoThI

Buj yueOHoii padoThI Oobvem uacos
Oobs3aTesibHAs ayIUTOPHAs yueOHasi HAarpy3Ka (Bcero) 12
B TOM YHCIIE:
® Teopus 6
® TIPAaKTHUYECKUE 3aHATHUS 6
IIpomesicymounas ammecmayus - KOHMpoOIvbHAs paboma.
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2.2. TemaTnveckuii JIaH M coep:KaHNe
o0IenpoeccHOHATBHOM NHCUMIIIHHBI
OILI. 02. TPABOBBIE OCHOBbBI TIPO®ECCHUOHAJIBHOU JEATEJIBHOCTH

HaumeHoBaHue pa3iesioB U TeM

Conepxxanue yueOHOro MaTepuaJia, 1abopaTopHbie
padoThI U MPAKTHYECKUE 3AHATHSA

Tema 1.
OCHOBBI KOHCTUTYIIHOHHOTO,
aJIMUHHCTPATHUBHOTO,

IPaXJJaHCKOI'0, YTOJIOBHOTO U
TPYZOBOI'O IIpaBa.

OCHOBEI KOHCTUTYUHUOHHOTI'O, aAMUHUCTPATUBHOIO,
TpaXXJaHCKOT'0O, YTOJIOBHOTO U TPYAOBOI'O IIpaBa.

Tema 2.
3anuTa nepcoHaIbHbIX JAHHBIX.

HopmatuBHas 6a3a miist paboThI € IEpCOHATBHBIMU
JAHHBIMHU paOOTHUKOB.

IIpakTHyeckas padora: 3akoH 006 00paboTKe

MEPCOHATIBbHBIX JaHHBIX

Tema 3.
TpynoyctpoiictBo. VcnbiTaTenbHbli
CPOK.

CoBpeMeHHbIE CITOCOOBI TPYIOYCTPOICTBA.
TpynoycTpoicTBO cekperaps.

IlpakTHyeckas padora:

CocraBiieHue pe3ome.

IlpakTHyeckas padora:

Jenosas urpa «CobecenoBaHue U TPYI0YCTPOHCTBOY.

Tema 4.
OcobeHHOCTH — TPYIOBBIX
OTHOIIIEHUH C MOJIOJIEKEIO.

TpynoyCTpOMCTBO HECOBEPIICHHOJIETHUX. JIBrOTHI 1J1s
HECOBEPIICHHOJIETHUX.

Y4eOHbIii goroBop. 3arparsl Ha oOydeHue. JIbroTer as
o0yyaromuxcs.

IIpomeskyTOoyHas aTTecTallUsA

OIL. 02. IIPABOBBIE OCHOBBI
NPO®ECCHUOHAJIBHOM JAEATEJIBHOCTH —
KOHTpPOJIbHas1 padoTa

3.YCJIOBUSI PEAJIU3ALIMU ITIPOT'PAMMBI OBIIENTPO®ECCUOHAJIBHON

JUCHUIIIUHBI

OIL. 02. TIPABOBBIE OCHOBBI ITIPO®ECCHOHAJBHOMN JEATEJIBHOCTH

3.1. TpedoBanus K MUHUMAJIBLHOMY MaTEePHAJIbHO-TEXHUYECKOMY 00ecre4eHn 0
Peanmzanus mporpaMMbl JUCHHUIUTHHBI TpEeOYyeT HAIMYHE y4eOHOTo KaOMHeTA.

[Tocamounble MecTa IO KOJIMYECTBY O0Y4YaIOIINXCS;
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PaGouee mecTo yuurens;
KoMruiekT yueOHO-HarIaIHBIX TOCOOUH MO JUCITUIINHE.
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3.2. UndopmanuonHoe odecrieueHne 00ydeHust

IlepeueHnb pexoMeHayeMbIX YUeOHBIX H3IaHN, HHTEPHET-PECYPCOB, HOMOJHUTETbHOI
JUTEPATYPbI
3.2.1. PekomeHnayemble neYyaTHbIe H3TaAHUS:

1. IIpaBoBoe obecnieuenue mpodeccuoHanbHON aestenbHocTr : Yueonuk s CIIO / mon pen.
A.Sl. Kammyctuna. — 2-e u3j., nepepad. u gom. — M. : UsnarensctBo HOpaiit, 2019. — 382 c. —
Cepus : [Ipodeccronanbaoe 00pazoBaHue.

2. Ilepuenko O.A., Cyneiimanosa @.0., lllonusa I'.B. Kommentapuit k TpynoBomy konekcy
Poccutickoit @eneparuu (mocrareiinbiii). — 3-e¢ uza. — M.: IIpocnekr, 2019.

3.  Koucrurynus P®;
4. Tpynosoi koaekc PO.

JlonoJHuTeIbHbIE HCTOYHUKH:
1. IIC KoncynpranT Ilntoc.
2. ®enpepanpHbiid 3aKk0oH 0T 27.07.2006 Ne 149-®3 (B pexn. ot 05.04.2013) «O6 umnHpOp™Manuy,

MH(GOPMALMOHHBIX TEXHOJIOTHAX | 0 3ammTe nHpopmarmm» // C3 PD. — 2006.
HHTepHeT-pecypehl I YUUTEIsI:

- http://metod-kopilka.ru,

- http://school-collection.edu.ru/catalog/

4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHUSI
OBHIEITPOPECCHOHAJIBHOU JUCHUIIJINHBI

OIL. 02. TIPABOBBLIE OCHOBBI TIPO®ECCHOHAJBHON JEATEJIBHOCTH

4.1. KoHTpOJIb U OlIeHKA Pe3yJIbTATOB 0CBOCHHS 001enpPo(hecCHOHAIBHOMN 11 CHUILTTHHbBI

@DopMbI U METOAbI KOHTPOJISI M OLlEHKH
Pe3yabTaTsl o0y4eHuUs P " P 1
(0CBOEHHBIE YMEHHUS1, YCBOCHHbIE 3HAHHUS) Pe3yJILTaToB 00yenus
Ymenus:
Tekymmii KOHTpOIb B (OpME YCTHOTO U

O0OecneunBaTh coOIroieHne [ICHMEHHOTO OIIpPOca.

3aKOHOJATENILCTBA PO B [TpoMeKyTOUHBII KOHTPOIIb B hopMme

po¢eCCUOHAITBHON JIeITEILHOCTH KOHTPOJIbHO# paboTBI.
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3HaHnus:

OcHOBEI KOHCTUTYLIMOHHOTO,
AAMHUHUCTPATUBHOI'O, I'pa’kKaaHCKOro,
YT'OJIOBHOTO, TPYyAOBOI'O mpaBa

poheCCHOHATTLHON IS TEIbHOCTH.

Texymuid KOHTpoOdAb B (GoOpMe YCTHOIO
MUCHMEHHOTO OMpoca .
[IpomMexyTouHbII KOHTPOJIb B hopme

KOHTPOJIbHOM pabOTHI.

u
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Ilpunooswcenue 3
K npozpamme npogheccuonanvHoil
noozomoexu no npogheccuu

26353 «Cekpemapb-mauiuHucmKa»

PABOYAS ITPOT'PAMMA
OBIIENNPO®ECCHUOHAJIBHOMN JUCIUIJINHBI

OI1.03. be3onmacHOCTDL KU3HEAEATEILHOCTH

1o npogeccun 26353 «Cekperapb-MANIHHUCTKA)
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COJAEP/KAHUE

1. OBIIIAS XAPAKTEPUCTHUKA PABOYEI ITPOT'PAMMGBI
OBILENPO®ECCUOHAJIBHON JIUCILIUITIIMHBI

2. CTPYKTYPA U COAEP)XKAHUE OBLIEITPO®ECCUOHAJILHOI
JCLUTIMHBL.

2. YCJIOBHUA PEAJIM3ALIUN ITIPOI'PAMMBI
OBILEITPO®ECCUOHAJIBHOU JIMCLIUTTIVHBI.

4. KOHTPOJIb " OLIEHKA PE3VJIbTATOB
OBILEIPO®ECCUOHAJIBHON JIUCLIUTIINHBI.

OCBOEHUA
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1. OBIIASI XAPAKTEPUCTUKA PABOYE TPOT'PAMMBI
OBIIENPO®ECCHUOHAJIBHON JNCHMUIIINHBI

OI1.03. BEBOITACHOCTbD ’KU3HEJAEATEJIBHOCTHU

1.1. MecT0 AUCHUIUIMHBI B CTPYKType OCHOBHOH 00pa30BaTeIbHOH NPOrpaMMbl
npogeccuonanbuoii moaroroBku: OI1.03. «be3onacHOCTh KU3HEACATEIBHOCTH) TPUHAIICKUT K

o0mIempoeCCHOHATBHBIM JTHUCIUIIITTHAM.

1.2. Heﬂb U INIAHUPYEMbIC PE3YJIbTATbl 0CBOCHUA THUCHUIIJIMHDBI:

Koa IIK, OK YMmenust 3HaHud

OK 1-10 NpeANpHEAMATS TpobIIaKTHICCKIE | TpeOoBaHUSI K OOECIEUYCHHUIO

K 1.1-1.3 0e30MacHOCTH TPy/Aa CEKpeTapsi;
Mepbl Il CHUXEHHS  ypPOBHS g

K 2.1-2.5 - MEphI M10KApHOU O€30MaCHOCTH U

OMAaCHOCTH M WX IIOCJICACTBHIA B
npaBmiia 0e30MacHOTO IOBEACHHUS

po¢eCCUOHATILHOMN 1EATEIbHOCTU U B
IIPH TI0Kapax.

ObITY;

- co0roaTh TpeOOBAHMS
0€30MaCHOCTH TPYa;

- IPUMEHSITh IEPBUYHBIC CPEIICTBA
MOXAPOTYIICHHSL.

2. CTPYKTYPA M COJAEPKAHUE
OBIIENPO®ECCUOHAJIBHON JUCLHUATIJIVNHBI
OI1.03. BE3OMACHOCTD )KU3HEAEATEJILHOCTH

2.1. O0beM yueOHOI AMCUMIIMHBI M BBl y4eOHOH padoThl

Buj yuyeOHoii padoThI Oobvem uacos
O0s3aTeqIbHAs Ay IUTOPHAA y4eOHasi HArpy3Ka (Bcero) 4
B TOM YHCIIE:
e Teopus 4
® TIPAKTHUYECKUE 3aHATHUS -
Ilpomesicymounas ammecmayusn - KoumpoavbHas paboma

2.2. TemaTn4yeckuii JIaH U cogep:kanue odmenpodeccuonaapHoaucuumInabl OI1.03

«be3omacHOCTD KU3HeAEITEIbHOCTH

HaumenoBanme Coaep:xanue y4eOHOro MarepuaJa, 1a00paTopHbie padoThl U
pa3iesioB U TeM NpPaKTHYeCKUEe 3aHATHUS
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Tema 1.
beszomnacHocts Tpyna

[IpaBuiia BHyTpenHero pacnopsaka B YK. CanurapHo-
TMTUEHUYEeCKHe TPeOOBaHUs.

TpebGoBanust Ge3omacHOCTH TpyAa; diekTpobOezomacHocTh. [loxkapHast
0€30MaCHOCTb.

Tema 2. Cpeacrsa
3aIUATEI

[TepBuuHBIE CpeacTBa MOXKAPOTYIICHUS, IPABHIJIA MX UCTIOJIE30BAHUSI.
IIpomexyrounas arrecrauus OIL.03. «be3onacHocTh
JKH3HEIesITeJIbHOCTI
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3. YCJIOBUSA PEAJIM3AIIMA TPOTPAMMBI OBIIENTPO®ECCHAOHAJIBHOM
JANCHUITVINHbI
OI1.03 «<BE3OITACHOCTbB ) KUBHEJAEATEJIBHOCTN»

3.1. TpeGoBanus K MUHMMAJbLHOMY MaTePHAJIbLHO-TEXHUYECKOMY 00ecre4eHHI0
Peanmzanus mporpaMMbl JUCHUTUTHHBI TpeOyeT HaIM4Yne y4eOHOro KaOHHeTa.

O6opynoBanue yaeOHOTO KaOUHETA:
e TlocanouHble MeCTa MO KOJHUYECTBY OOYUaIOIIUXCS;
e  Pabouyee MeCTO yuuTesIs;
e  KoMIuiekT y4eOHO-HArIAAHBIX TOCOOHIA IO AUCIMILIHHE.

3.2. UudopmanuonHoe o0ecrieueHne 00y4eHust
IlepeyeHb y4eOHBIX U3/1aHUI, MHTEPHET-PECYPCOB, 10NOJHUTEIbHOM JUTEPATYPHI
3.2.1. IleyaTHBIE H3TAHUA:

Bumnsiko S1.J[. besomacHocTs xusHenestensHocT: ydeOHuk st CIIO. — 5-e wusg.,

nepepab. u gom. — M.: HznmatenbctBo FOpaiit, 2021. — 416 c. Cepus: IlpodeccuonanbHoe

oOpa3oBaHHe.
e luTepHeT-pecypchl AJsl YUUTEIISA:
1. Dnextponnslii pecypc «Oxpana Tpyaa». ®opma noctyna: http://www.tehbez.ru/
2. DnektponHsbIil pecypc «Oxpana Tpyaa.py». ®opma noctyna: http://www.ohranatruda.ru/
3. hitp:/metod-Kopilka.ru,
4. http://school-collection.edu.ru/catalog/
4. KOHTPOJIb 1 OIEHKA PE3YJIbTATOB OCBOEHMUSI
OBHEITPO®ECCUOHAJIBHOU JUCHUIIJIMHBI
OIL.03 BE3OITACHOCTb XU3HEAEATEJIBHOCTHU
2.1. KoHTpoJ1b U oLleHKa pe3yJIbTATOB 0CBOEHHUsI 00111enPodecCHOHAIbHOM THCIUIIIMHBI
DopMBbI U METO/IbI KOHTPOJIS ¥ OI[EHKH
Pe3yabTaThl 00yuyeHus PE3YILTATOB OGy4enHst
Ymenus:
_ npemmpuHEMaTh  mpodumakTuueckue | LCKYIME  KOHTpONIL B (dopme ycTHOTO M

MUCBMEHHOTO OIPOCa .
[TpoMeKyTOUHBII KOHTPOIIb B hopMme
nux HOCJ'IGL[CTBI/Iﬁ B HpO(l)eCCHOHaHLHOﬁ KOHTpOJ’IBHOfI pa60T[,1_

MCPBI I CHUKCHUS YPOBHS OIIACHOCTU U

JESATEILHOCTH U B OBITY;

- cobmoaTh TpeOOBaHUS 0E30ITaCHOCTH
Tpyna;

- IPUMCHATH IICPBUYIHBIC CPCACTBA
MOKAPOTYIICHHS.
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3HaHnus:

- TpebOBaHUSI K 00ecreueHUIo
0e30I1aCHOCTH TPy/ia CeKpeTapsi;
- MepbI MOKAPHOI 6E30MaCHOCTH 1 pasia | ACPMEHHOrO  onpoca (mpakTU4ecKkux — pador,
0e30I1acCHOTO TIOBEJCHUS IIPH HOXKapax. CaMOCTOSTENBHBIX Pa0OT U T.IL.).

[TpoMeKyTOUHBII KOHTPOIIb B hOpMe
KOHTPOJIbHOM paboThL

Tekymmii KOHTponb B (opMe YCTHOTO U
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Ilpunoscenue 4
K npozpamme npogheccuonanvHoil
noozomoexu no npogheccuu

26353 «Cekpemapv-mauiuHUCmMKa»

PABOYASA ITPOT'PAMMA
OBIIENPO®ECCUOHAJIBHON JUCHUILJINHBI

OI1.04. O0IeTexXHOJIOrHYeCcKas MOATOTOBKA

1o npogeccun 26353 «Cexkperapb-MalINHUCTKA)
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COJAEP/KAHUE
. OBILIAA XAPAKTEPUCTUKA fABOQEVI [NPOT'PAMMBI
OBLIENNPO®ECCHUOHAJIBHOU ANCLUITIIMHBI

. CTPYKTYPA U COJIEP)KAHUE OBILLIEITPO®ECCUOHAJILHON
JIACHUTUIMHBI

. VCJIOBMSA PEAJIN3ALIMN OBIEITPO®ECCUOHAJIBHON JUCLUITJIMHBI

. KOHTPOJIb 1 OHEHKA PE3VJIbTATOB OCBOEHU]
OBLIENNPO®ECCHUOHAJIBHOU JUCHUTIJINHBI
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1. OBHIASA XAPAKTEPUCTUKA PABO‘IEE'I?'I INPOI'PAMMBI
OBHENTPO®PECCUOHAJIBHOU IUCIHUIIVIMHBI
«OIL.04. OBIIETEXHOJIOI'NYECKASA ITIOATI'OTOBKA»

1.1. MecTo AUCHMIUIMHBI B CTPYKType OCHOBHOH 00pa30BaTeIbHOW NPOrpaMmbl
npogeccuonanbHoii noaroropku: OI1.04 «ObmenpodeccuonanpHas MOArOTOBKAY MPUHAIEKUT
K 001enpohecCUOHATLHBIM TUCITUTUTMHAM.

1.2. Hean U mu1aHupyemble pe3yJbTAaThl 0CBOCHHSI JUCHUNIMHBI:

Ha npodunsHOoM ypoBHE M3yueHHE TEXHOJOTHMU HAMPABIEHO HAa JOCTHUKEHHE IIHPOKOIrO
CIIEKTpA IETICH:

. OCBOEHHE TOJUTEXHUYECKUX U CHEIHATbHBIX TEXHOJOTMYECKUX 3HAHUM B BBIOPaHHOM
HAMpPaBJIEHUU TEXHOJOTMYECKON MOJATOTOBKU; 3HAHMM OO0 OCHOBHBIX OTPACHSIX COBPEMEHHOTO
MIPOM3BOJICTBA M BEAYIIMX OTPACISIX IMPOU3BOJCTBA B PETHOHE; O COCTABJISAIONIMX MapKeTHHTa U
MEHEPKMEHTa B JEATEIIbHOCTH OpraHu3aluii; 00 HCIOIb30BaHUM METOAOB TBOPYECKOMH
NEeSTeNbHOCTH JUIS PELICHUST TEXHOJIOTMYECKUX 3a/ady; O NpodeccHsiX U CHEIHATbHOCTIX B
OCHOBHBIX OTpacliix NPOU3BOACTBA U cdepsl yclnyr; O BOCTPEOOBAHHOCTU CHEIHAIMCTOB
pa3nuyuHbIX mpodeccuil Ha PErMOHAIBHOM PBHIHKE TPyla; O IJIAaHUPOBAHUU MPOQECCHOHATHHON
Kapbepbl U MyTSIX MOJIy4eHUs npodeccuid;

. OBJIaJIcHHE TMPO(PECCHOHANBHBIMU YMEHUSAMU B BBIOpPaHHOH cdepe TEXHOIOTHUECKOH
NEeSTeNbHOCTH, YMEHHUSMHU MPUMEHSITh METOJbl MHIWBUIYaJIbHOW M KOJUIEKTUBHOM TBOPYECKOH
NEeSTeNbHOCTH TPHU Pa3pabOTKe W CO3JIaHUU TMPOIYKTOB TPYZAa; COOTHOCHUTH CBOM HAaMEPEHHS U
BO3MOXXHOCTH C TpeOOBaHHMSIMH K CIELUAINCTaM COOTBETCTBYIOIIUX MpoQeccuii; HaXOAUTh U
aHAJIM3UPOBATh HHPOPMAIUIO O BOCTPEOOBAHHOCTH CHEIIUAINCTOB Ha PErHOHATBHOM PBIHKE TPY/a;
OTIPEAETIATH MYTH NOTy4YeHUs MpodeCcCHOHaIBLHOT0 00pa30BaHus, TPYI0yCTPOUCTBA;

. pa3BUTHE KaYeCTB JIUYHOCTH, 3HAUUMBIX I BHIOPAHHOTO HANpaBieHus MpodeccuoHaIbHON
JEeSITeIbHOCTH; TBOPYECKOT'O MBIIIIECHUS; CIOCOOHOCTH K CAMOCTOATEILHOMY MOMCKY U PEIICHUIO
MPAKTUYECKHX 3aJ1a4, PallMOHAIN3aTOPCKON NeSTENbHOCTH;

. BOCIHTAHUE WHUIIMATUBHOCTH M TBOPYECKOTO TMOAX0Aa K TPYAOBOH JIE€ATEIbHOCTH;
TPYJOBOM M TEXHOJIOTUYECKOW JAMCUUIUIMHBI, OTBETCTBEHHOTO OTHOLICHHsS K TMpoleccy u
pe3ynbTaTtaM TpyAa; yMeHusi paboTarh B KOJUJICKTUBE; KYJIbTYpbl MOBEACHUS HA PBIHKE Tpyla U
00pa3oBaTEeNbHBIX YCIYT;

. dbopMupoBaHHE TOTOBHOCTH M CIOCOOHOCTM K MPOJOKEHHIO OOydYeHHS B CHUCTEME
HEMPEPBHIBHOTO npoheccuoHaNBHOTO o0Opa3oBaHus; TPYAOYCTpPOICTBY; yCTEIHOMI
CaMOCTOSITENIbHOM AESITeNTbHOCTH Ha PBIHKE TPyJda U 00pa30BaTEIbHBIX YCIYT, HEOOXOAUMBIX IS

OBICTPOI MpodeccHoHaNbHON alanTallii B COBPEMEHHOM OOIIIECTBE.

Kon

IIK,
OK YMmenusn 3Hanud




42

- HaXOIHWTb HE00XOUMBIE
CBEICHHA O TOBapaXx H YCIyrax,
UCIIONIB3Ysl  pa3lINuHble HMCTOYHHUKH
nHdopMaIuy;

- pacmpenesaTh OOS3aHHOCTH IPH

KOJIJICKTUBHOM BBITIOJTHCHHUHU
TPYAOBOI'O 3a/1aHUs;
- peuiatb TCXHOJOTHYCCKHEC

3aa4u C HOPUMCHCHHEM MCTOIAOB

TBOp‘IeCKOﬁ JACATCIBbHOCTH,

- OTpaciii  COBPEMEHHOTO  TIPOM3BOACTBA U  c(epsl
YCIyT;

- BeIyIIHe MPeIIpUsATHS PETHOHA,

- TBOPYECKHE  METOIBI  pEIICHHS  TEXHOJOTHUECKUX
3a1ay;

- Ha3HaYeHHE n CTPYKTYpa MapKETHHTOBOH

ACATCIBbHOCTH HA NPEANPUATHUAX

- OCHOBHBIE ()YHKIIMH MEHEPKMEHTA Ha MPEIIPHUITHH;

- OCHOBHBIE ()OPMBI OIUIATHI TPY/A;

- TOPSAIOK HaiiMa M YBOJILHEHUs C pabOThI;

- cozepkaHME TpyJa YIPaBICHUYECKOIO MepcoHana u
CIELUAINCTOB PacIPOCTPAHEHHBIX MpodeccHit;

- YCTOHYMBOCTH KOHBIOHKTYPHI 0 OTIEIBHBIM BHAAaM padoT
U npodeccuii Ha PErHOHAILHOM PBIHKE TPYAA;
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- HWCTOYHUKH nHpOpMAIHU 0  BaKaHCHSX TUIst
- HaxoIWTh HEOOXO0ANMYIO .

PO eCcCHOHATBHOTO 00pPa30BaHMUs U TPYI0yCTPONCTBA;
HHGOPMAIMI0O O  PErHOHAIFHOM - NOyTH TMOJy4YeHHs TNpOo(EeCcCCHOHATBLHOTO O00pa3oBaHUsl H

TPYJAOYCTPOMICTBA.

pPBIHKE TpyAa M 00pa3oBaTEIBHBIX

yCIIyT;

- YTOYHATH W KOPPEKTHPOBATH

npodeccCHOHANEHBIC HAMEPEHHSL.

2. CTPYKTYPA U COJIEPKAHUE PABOYEN ITPOI' PAMMBI
OI1.04. «OBIUETEXHOJIOI'MYECKASA IIOATI'OTOBKA»

2.1. O0beM TUCHUIINHBI U BHbI Y4eOHO padoThl

Buj yueOHoii padoThI O6bem yacoB
O0bem o0pa3oBaTeIbHOI NPOrpaMMBbl 66
B TOM YHCIIE:
TEOpeTHUEeCKOe O0yueHHUE 19
IIPAKTUYECKUE 3aHATUS 46
IIpoMe:kyTOUHAsI aTTeCTAIMSA — KOHTPOJIbHAS paboTa 1

2.2. TemaTu4yeckuii JIaH u coaepkanue odmenpodeccuonanbHoi ucuuminasl OI1.04.
«OBHIETEXHOJIOI'MYECKAS NIOAT'OTOBKA»
10 xaace 34 4. (10 1./24 np.)

HaumenoBanme Conep:xanue y4eOHOro Marepuasa, JadopaTopHbie padoTsl U
pa3/iesioB H TEM NpaKTHYeCKHe 3aHATUS
Pazgen 1. Opranu3anusi npon3BoacTBa
Tema 1.1. Cdepsl  mpodeccuoHANIBHON  NEATENbHOCTU: cdepa MamepuarbHo2o
CTpykrypa npouseoocmea u Henpouszeoocmeennas cgepa. llpencraBieHue 00
COBpPEMEHHOIr0 OpraHu3alliil  TPOMU3BOJCTBA:  c@hepbl  NMPOU3BOOCMBd,  OMPACU,
NMPOU3BOACTBA 00veOuHenUs, KOMNIEKCbl U npeonpusmus. Buovl npeonpusmuti u ux

06vedunenull. Dopmuvl pyKo8oocmea npeonpusmusimu.

OTpaciii TIPOW3BOJICTBA, 3aHUMAIONIUE BEAYIIEE MECTO B pPErHOHE.
Xapaxkmepucmuku maccosvix npogeccuti cgpepvi npouzso0cmea u cepsuca
6 FEounom mapugpno-kearugukayuonnom cnpasoynHuxke pabom u
npogheccuii (ETKC).

[IpodeccuonanpHas crienuanu3anus u nMpodeccuoHalbHasi MOOMIBHOCTb.
Ponw obpazosanus 6 pacuwupenuu npogheccuonanbHo MOOUILHOCIU.
IIpakTH4eckue padoTh

Cocmasenenue cxemvl CmpyKmypvl npeonpusimusi U OpeaHo8 YnpasieHus.
Ananuz gpopm pasoenenus mpyoa 8 OpeaHu3ayuu.

Ananuz mpebosanuii K 06pa3z08amenbHOMY YPOSHIO U K8ATUDUKAYUU

PAbOMHUKOB.

Tema 1.2.

BzaumoBnusnue YPOBH: pa3BUTHA HAYKH, TCXHUKH U TCXHOJIOT'MH U PbIHKA
CoBpemeHHbIe




TeXHOJIOTUH
MATEepUATbHOI 0
NMPOU3BOJCTBA,
cepBHca 1
COLUAIBLHOM chepbl
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TOBapOB U YCIYI. Aemomamusayusi u pobomusayusi npou3e00CmEeHHbIX

npoyeccos.
CoBpeMeHHbIE TEXHOJOTHH cdepbl  OBITOBOTO  0OCTY>KUBaHUS.
Bospacranue ponu HHPOPMAIIMOHHBIX TEXHOJIOTHUH.

IMpakTU4eckue padoTh

Iloocomoska pexomenoayuii no 6HEOPEHUI0 HOBLIX MEXHONO2UU U
000pY008aHUS 8 OOMAUIHEM XO3AUCMBE

Iloozomoexka pexomenOayuii. noO 6HEOPEHUI) HOBbIX MEXHOLO2UU U
000pY008aHUs HA KOHKPEMHOM paboyem mecme Uil npou3800CmeeHHOM
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yuacmke.

Tema 1.3.
HopMmuposanue u
oInJiaTa Tpyaa

OcHOBHBIE HampaBJIeHUs] HOPMUPOBAHUS TPY/1a B COOTBETCTBUHU C TEXHOJOTHUEH
U TPYA0EMKOCTBIO ITPOIIECCOB MTPOU3BOJICTBA: HOPMA MPYOd, HOPMA BPEeMeHU,
HOpMa 8blpabOmMKU, HOPMA BPeMeHU 0OCILYIHCUBAHUS, HOPMA YUCTEHHOCTU,
HOPMA YNPAGIsAeMOCMU, MeXHU4ecKU 0O0CHOBAHHAS HOPMAL.

3aBUCHUMOCTh (OPMBI OIIATHl TPyJda OT BHUAA Hpeanpusatus u (Gopmbl
COOCTBEHHOCTH Ha Cpe/ICTBa MPOU3BOACTBA. Konmpaxmmubie popmul Hatima u

oniamul mpyoa.

IIpakTU4eckue padoTh

Conocmasnenue 00CMOUHCME U HeOOCMAMKO8 PA3IUYHbIX (hOPM ONIAmMbl
mpyoa.

Onpedenenue npeumyuwecCmeeHHblX 00aacmel NPUMEHeHUsT PAa3IUYHbIX
Gopm onnamul mpyoa.

Tema 1.4. Hayunas

opraHusanms Tpyaa

Cocrapnstonye KyabTypbl TPYAQ: HAYYHAs Op2aHu3ayus mpyoa, mpyooeds u

mexHoJliocuvecKas OHCL{HI’ZJZHHCZ, bezonacrocme mpyda u cpedcm@a

obecneuenus, scmemurxa mpyoa. Ilpogheccuonanvnas smuxa. O01IE HOPMBI

po(heCCUOHATTLHOM ITUKH.
IMpakTHyeckue padoTh
IIpoexmuposarue coepemernoco paboue2o mecma

1.5.
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Tema
IIpousBoacTeo
OKpY:Kawumasi cpeaa

OCHOBHBIC HCTOYHHKH 3arPS3HCHUS aTMOC(EPhI, TOYBBI U BOJIbL. CpeicTBa H
METO/IbI OLIEHKH SKOJIOTMYECKOT0 COCTOSIHUSI OKPY’KAFOIIEH CPEIBL.
IIpakTU4eckue padoThI

Bovisignenue ucmouHuKos 9KON0SUYECKO20 3ACPSA3HEHUs. OKpyJicarouell
cpeoul.

Paznen 2. UnHoBanum B po¢ecCHOHATBLHOM JAeSITeJIbHOCTH

Tema 2.1.

NHTynTHBHBIE H
AJIrOPUTMHUYECKHE
METOABI  IOMCKA

pelieHui

[ToHsATHE O ICUXOJIOTUU TBOPUECKOM AATENBHOCTU. Bolbop yeneti 6 nouckosoti

oesmenbHOCmU. 3uauenue smana NOCMAHOBKU  3A0AYU. Tunossie

IBPUCTUYECKUE TPUEMBI PEILICHHUS TPAKTUUECKHX 3a]1a4.
IIpakTnyeckune padoThl

Ilpumenenue UHMYUMUBHBIX U  AICOPUMMUYECKUX MEMO008 NOUCKA
pewieHull Ol HAXOMCOeHUs  PA3IUYHLIX — BAPUAHMOE  BbINOJIHAEMbIX
npoexkmos.- 1 u.

Pa3znen 3. [IpodeccuonanbHoe camoonpeaejieHue U Kapbepa

Tema 3.1. U3yuenne

TpyAa,
U

pbIHKA
npogeccui
npogdeccHoOHAIBLHOIO

o0pa3zoBaHus

Crioco0bI M3y4YeHusl phIHKA TPYAa U MPOECCHii: KOHBIOHKTYpa PhIHKA TPy/Aa U
npodeccuii, cnpoc ¥ HMpeAsoKeHUs padoTojareneil Ha pa3IUYHbIC BHUIBI
po(heCCHOHANIBHOTO TPY/Ia, CPEACTBA MOTyUYEeHHsT MHPOPMAIIHX O PHIHKE TPYAa
U MyTSX NpoQecCHOoHaANBHOTO 00pa3oBaHus. Bunel u Gopmbl momydeHus

po(hecCHOHATLHOTO 00pa30BaHMSL.

IMpakTHyeckue padoTh

H3zyuenue pecuonanbHo2o pvlika mpyoa u npogeccuti u
npogeccuonanbHo2o 0opazoeanus.

3naxomemao ¢ yenmpamu nPOPKOHCYIbMAYUOHHOU NOMOWU.
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Tema 3.2. Hymu nojiy4eHus 06pa306aHuﬂ, npOd)@CCMOHa]ZbHOZO u CJZyOfC€6H020 pocma.
ILnanupoBanue

npodeccuoHaAILHOM XapaKTep HpO(l)eCCI/IOHaHI)HOFO 06pa3OBaHHﬂ n HpO(l)eCCI/IOHaJ_H)Haﬂ
Kapbephbl

MOOMITLHOCTb.
IpakTuyeckne padoTsl

Conocmasnenue npogheccuoHarbHblX NIAHO8 C COCMOSIHUEM 300pO08bs,
00pazosamenbHbiM NOMEHYUANOM, TUYHOCHHBIMU 0COOEHHOCHAMU.
Iloozomoseka pestome u popmwvl camonpeseHmayuu.
KonTtposabHasi pabora «Opranusanus npou3BoACTBA» - T.
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11 kaace 32 4. (9 1./23 np.)

HaunmenoBanue

pa3aeoB H TEM

Coaep:xanue y4e0HOro MaTepuaja, 1a00paTopHbie padoThl U

NPAKTUYICCKHUEC 3AHATHA

Pa3nen 2. UnHoBanum B npo(hecCHOHAIBLHOI 1eATeTbHOCTH

Tema 2.1.
IIpoekTHpoBaHuE B

OcHOBHBIE CTaluu IPOCKTUPOBAHHA TCXHUYCCKUX 00BEKTOB: MmexHuyeckoe
361061HM€, mexHuieckoe npedﬂo:)fceHue, SCKU3HBIU npoekm, mexHuyecKuil

npodgeccUOHANBHOM | npoekm, pabouas 0OKyMeHmayus.
JAeATeJIbHOCTH IIpakTHyeckmne padoThl
Onpeoenenue 803MONCHHIX HANPABIEHUU UHHOBAYUOHHOU 0esIMEeNIbHOCIU 8
PAMKAx 06paz08amenbHO20 YupertcOeHss Ui NPeonpusimusi il OJis
V0081emMBOPEeHUsL COOCMBEHHBIX NOMPEOHOCMEI.
Tema 2.2. Metoner cOopa u cucremaruzanuu wHGOpMaUK. HMCmoyHuUKy HAy4HoU U
Hudpopmanuonnoe | mexnuueckoi ungpopmayuu. Oyenxa 00CcmosepHoCmu UHPOPMAYULU.
o0ecrneyeHue .
Hcnonbs30BaHrEe MapKETHHIOBBIX HCCIEAOBAHUM [JIs M3Y4YEHHUsS cIpoca U
npouecca
NPOEKTHPOBAHHS MOTPEOUTENHCKUX KAayecTB pa3padaThIBa€MOTo MPOAYyKTa. busnec nian —
KaK ¢hopma 9KoOHOMUYECK020 0OOCHOBAHUSL NPOEKMA.
IIpakTuyeckue padoTsl
Paspabomxa mpebosanuii k 06vekmy npoekmuposanusl.
Ilposedenue mapxemuneogvlx onpocos u ankemupogarus. Mooeruposanue
00beKmos.
Tema 2.3. Butbl HOpMaTUBHOM JOKYMEHTALMH, UCTIOJIB3YEMOM TP IIPOEKTUPOBAHUU.
HOpMaTHBHLIe COCTaB HpOGKTHOfI ,HOKyMeHTaHI/H/I.

AOKYMEHTBI U UX

IIpakTHyeckune padoThl

Onpedenenue mpeboGanuli. U  O02PAHUYEHUL,  HAKIAObIBAEMBIX

PoJIb B npeonazaemoe peuieHue HOpMaAmuSHuIMU OOKYMEHMAMU.

NPOEKTHPOBAHUH. Ha

IIpoexTHas

AOKYMEHTaAlUuA

Tema 2.4. OyHKIHOHANBHO-CTOUMOCTHON aHann3 (PCA) Kak KOMIUIEKCHBIH METOJ

DYHKIUOHAJIBHO- | TEXHUYECKOTO TBOpuecTBa. [lenu u 3amaun OCA.

CTOMMOCTHOI IIpakTuyeckue padoThI

aHaJIu3 Ilpumenenue snemenmos YHKYUOHATLHO-CIMOUMOCHHO20 AHAAU3A OIS
HAXOMCOeHUsl  PA3IUYHBIX — 8APUAHMO8  MOOEPHUAYUU  BbINYCKAEMOU
npeonpusmuem nPOOYKYuu UIU OKA3bIBAEMOU oOpeanusayuell yciyeu
(npoexmos)

Tema 2.5. [IepcniekTHBBI pa3BUTHS HAYKU U TEXHUKU. Mcmopus pazeumus mexHuxu ¢

OcHOBHbBIE MOUKU 3PEHUsL 3AKOHO8 PA36UMUS MEeXHUYEeCKUX cucmem (Ha KOHKPEeMmHbIX

3aKOHOMEPHOCTH npumepax).

pa3BuTHUs IIpakTuyeckune padoThbI

HCKYCCTBEHHBIX Ynpaosicnenus no noucky npumepos nposenenus 3aKoOHOMepHoCcmel

cucTeM Ppazsumusi UCKYCCMBEHHbIX cucmem (Mmosapos u yciye) u onpeoenenus

HanpaeﬂeHuﬁ Ux Co6epULIEHCmMeB08AHUA.

Onucanue ceolicme HO6020 NOKOJIEHUA cucmem C

yuemom
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3aKOHOMepH06'mel/7 ux paseumus.

Tema 2.6. 3ammra |[loHsATHE HHTEIUICKTYaJIbHONH COOCTBEHHOCTH. 3awuma aemopcKux npas.
HHTEJUIEKTYAJIbHOM | Hayunviii u mexuuueckuii omuemul. PalmoHaNIM3aTOPCKOE MPEIOKEHHUE.
CcOOCTBEHHOCTH CywHocmv namenmuou 3auumsl pazpabomox. omKpvlmue u uzoopemenue,
NPOMbBLUIEHHbI 00paszey U noae3Has mooenv. Pecucmpayus mogapHvix

3HAKOB U 3HAKA OOCIYIHCUBAHUSL.
IIpakTHyeckue padoThI
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Paspabomra paznuunvix Gopm  3auumvl  NPOEKMHBIX NPEONONHCEHUL
(me3ucvl 00K1A008, Kpamkue cOoOUjeHUs, 3aA6KU HA NOJIE3HYI0 MOOelb UU
NPOMBLULTIEHHBLI 0Opasel,).

Tema 2.7. Anaau3 u | Memoowvl oyenku Kavecmea MamepualbHo20 00beKkma Ul Yyciyeu,

npe3eHTaNnusi MEeXHOI02UYEeCKO20 npoyecca U pe3yibmamos npoeKmuol 0esamenbHOCHU.
pe3yJbTaToB Oxcnepmuas oyenxa. Ilposedenue ucnvimanuii Mooeau uiu 0oveKma.
NPOEKTHOM Mertoap! mogaun HHGOPMAIIMH TP MPE3CHTAIUH.

AeSITeJIbHOCTH Onpeoenenue yeneii npesenmayuu. Buibop dopmul  npesenmayuu.

Ocobennocmu 6ocnpusamus 6epoAIbHOU U 8U3VATILHOU UHDOpMaAyUU

IIpakTnyeckue padoThl

Iloozomoska paznuunsix popm npezenmayuu pe3yibmamos co6CmeeHHol
NPOEKMHOLL OesimelbHOCHU.

Iloozomoska niana ananuza co6cmeeHHOU NPOEeKMHOL OesimelbHOCHU.
Komnvromepnas npezenmayus

Tema 2.8. O6mee monstTre o Mapkerunre. llenm wmapkermnra. OCHOBHEBIC
IIponBu:kenue COCTaBISIIOLIME KOMIUIEKCa MAapKeTHHTa:  moseap, YeHda, Memoobl
NPOAYKIIUM HA PACNpOCMpanenusl, Memoovl CIMUMYIUPOBAHUS CObIMA.

pbIHKe TOBapoB u | Cmpykmypa u Xapakmepucmuku COCmMasasiouux MapKemuH206020 YUKId.
yeayr Cpeocmea npoosudiceHus mosapa. 8bICMAGKU, GbICMABKU - NPOOANCH,

apmapku,  pekiama.  Pexnama — kaxk  cneyughuueckoe  cpeocmeo
KommyHukayuu. Cmunws, mon, ciosa u hopma obpaweHus 8 pexkiame.
OcHognbie 8u0bl cpedcms pacnpoCmpaneHus peKkiambi.

IMpakTHyeckue padoThI

Boioenumo cecmenm pvinka 0151 KOHKpemHo20 npooyKma.

Cocmasumv  ankemy OnsL onpoca No BbIOPAHHOMY HANPABIEHUIO.
Ilooecomosums cyenaputi unmepavio ¢ noKynamenem no Kakomy-iuoo uoy
npodykmos. CpagHums Kawecmeo pasiuidhblx 6UO0E PEKIaMbL.

Koumponvnaa paooma «Mnnosayuu ¢ npogpeccuonanvroi
oeamenbHoCmu

IIpomexyrounas arrecranus — OI1.04 «O0merexHoornyeckas
MOATr0OTOBKA»

3. YCJIOBHSA PEAJIN3AIIMU PABOYEM ITPOT' PAMMBI
OBIIENMPO®ECCHOHAJIbHOU JUCHUILJINHBI
3.1. TpeGoBaHusA K MUHMMAJBLHOMY MAaTEePHAIbHO-TEXHUYECKOMY 00ecreqdeHNI0
Peanmzanus mporpaMmbl JUCHHUIUTHHBI TpeOYyeT HAIWYHE Y4eOHOTO KaOMHETA.
OOGopynoBanue yuyeOHOro kaOuHeTa:
- MI0CaI0YHBIE MECTa M0 KOJIMYECTBY 00yJaromuxcs; padboyee MECTO Y4nuTes;
- 3JIEKTPOHHBIE CUCTEMBI 00yUeHHS (KOMITBIOTEP/HOYTOYK);

- KOMIUIEKT Y4eOHO-METOINIECKUX MAaTEPHAIIOB U TOCOOHIA

3.2. UudopmanuonHoe odecrieueHne 00ydeHust
Ilepeuennb pexoMeHayeMbIX YUeOHBIX H3IaHN, HHTEPHET-PECYPCOB, HONMOJHUTETbHOI
JUTEPATYPbI
3.2.1. UcTtouHukm:
OcHOBHOE MeyaTHOE U3aHHE:

1. Cumonenko, B.JI. Texnomorus: 10-11 kmaccel (6a30BbIii ypOBEHb) / y4eOHUK IS

yaammxcst obmieoopazoparensHbix yapexaenuii// B.JI. Cumonenko, O.I1. Ounann, H.B. Matsmr u
ap. — M.: Benra-I'pad. — 2020. -208 c.
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JlonoIHUTEIbHBIE HCTOUHUKHU:
1. SxommneBa, H.®. IIpoexTHass JesATEIBLHOCTH B 00OPa30BaTENBHOM YUPEKICHUU
[DnexTpoHHBIH pecypc]: y 9 e 6 . mocodue. — 2-¢ u3j., crep. — M.: @®JIMHTA, 2019. - 144c.
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e HHuTepHeT-pecypceshl I YUUTEISA:

1.

®opma nocryma: https:// www.labirint.ru/books/280773/
4. KOHTPOJIb U OIIEHKA PE3YJbBTATOB OCBOEHUA

OBIIENNPO®ECCHOHAJIbHON JUCHUTLIAHBI

DnexTpoHHBIA pecypc «JlabupuuTy / Meroanueckue pexkomennanuu/H.B. Matsm. -

(I)OpM])I U METOAbI

UCHOJb3Ys PA3JIMYHbIEe HCTOYHUKU HHPOPMALIUY;
pacrpenenaTs 0053aHHOCTH MTPH KOJUIEKTUBHOM BBITTOJIHEHHH
TPYZOBOIO 3a/1aHUs;

pelaTh TEXHOJIOTMUYECKUE 3aJaul ¢ IPUMEHEHUEM METO/10B
TBOPYECKOH J1eATEIbHOCTH;

IUIAHUPOBATh U OPTaHU30BbIBATh MPOEKTHYIO IEATEIBHOCTD U
npolecc Tpy/a;

HaXOJUTh HEOOXO0AUMYIO HH(OPMALIHIO O PETHOHATIBHOM
PBIHKE TPpyZAa U 00pa30BaTEIbHBIX YCIYT;

YTOYHSATH U KOPPECKTUPOBATH HpO(beCCI/IOHaHBHLIe HaMCPpCHUAI.

3HaHus:

OTpaciu COBPEMEHHOTO MTPOU3BOJICTBA U c(hephl YCIIyT;
BEIyIIUE MPEANPUATUS PETUOHA;

TBOPUYECKHUE METObI PELICHUS TEXHOJIOTMUECKHX 3a/1a4;
Ha3HA4YCHHE U CTPYKTYypa MaPKETUHTOBOM JIEATEIHHOCTH HA
MPENNPUATHIX;

OCHOBHBIE ()YHKIIUU MEHEPKMEHTA Ha MIPENIPUATHH;
OCHOBHBIE (DOPMBI OILIATHI TPYA;

MOPSAIOK HaliMa M YBOJIbHEHUS C pabOThI;

coJiep’KaHue Tpy/Jia yIpaBiIeHUECKOT 0 IIepcoHana u
CHEIHATMCTOB PacCIpPOCTPAHEHHBIX Mpodeccuit;

YCTOﬁqHBOCTB KOHBIOHKTYPBI 110 OTACJIbHBIM BHaM pa60T n

npodeccuii Ha PErHOHATBHOM PBIHKE TPYAA;
UCTOYHMKH  WHPOpPMAMM O  BaKaHCUAX  JUIA
npodeccHoHaIbHOT0 00pa30BaHM U TPYA0YCTPOICTBA;
MyTH TOIy4eHUs MPo(hecCHOoHATBHOTO 00pa3oBaHUs U
TPYIOYCTPOMCTBA.

Koo IIK, KOHTPOJISI H OIlEHKH
OK PesynbTaTnl 00y4eHus pe3yJbTaToB
00y4yeHust
Ymenus: Texymuit
- HaXxoAMUTb HEOOXOJMMbIE CBEACHUS O TOBApaxX U yCIIyrax,
KOHTPOJIb B

dbopMe yCTHOTO |
NUCHMEHHOTO
orpoca.
IIpomMexxyTouHbIN
KOHTPOJIb B
dopme
KOHTPOJIBHOM

paboTHI.
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Hpunoscenue 5
K npozpamme npogheccuonanvHoil
noo02omoexu no npogheccuu

26353 «Cekpemapv-mauiuHUCmMKa»

PABOYAS ITIPOTPAMMAITPO®ECCHOHAJILHOTO
MOJYJISA

IIM.01. UH(popManMOHHO-TOKYMEHTALMOHHASA AeTeJIbHOCTh
no npogeccun 26353 «Cexkperapb-MalIMHUCTKA»
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COJIEPYKAHUE

l. OBIIIAA XAPAKTEPUCTHUKA PABOYEN [TPOT'PAMMBI
[NPO®ECCHUOHAJIBHOI'O MOAVYJIA

2. CTPYKTYPA U COJIEPYKAHUE ITPOTPAMMEBI [TPO®ECCUOHAJLHOTO
MOV

3. VCJIOBUSI PEAJIM3ALIMM TIPOTPAMMBI TTPO®ECCHOHAJILHOI'O
MOJVJIA

4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHM OCHOBHOI1
OBPA30BATEJIbBHOU ITPOT'PAMMBI ITPO®ECCHUOHAJIBHOI'O
MOAVYJIA (BUAA TPOOPECCHUOHAJIBHOU JAEATEJIBHOCTN).
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1. OBIIASI XAPAKTEPUCTKA PABOYEN ITPOT'PAMMBI
MMPO®ECCHUOHAJIBHOI'O MOAYJIA
M. 01. TH®OPMALIMOHHO-JOKYMEHTAIMOHHASA JEATEJBHOCTbD

1.1. LeJb u mIaHupyeMble pe3yabTaThl 0CBOEHUs NPO(ecCHOHAIBLHOI0 MOTYJIs

B pesynbrate u3yueHUs MNpodEecCHOHATBHOTO MOAYNIS OOy4YaromMHCs IOJDKEH OCBOWTH
OCHOBHOH BHJ MNPOPECCHOHATBHONW  JEATETbHOCTH HH(OPMAIMOHHO-I0KYMEHTAIIMOHHAS
AeATeIbHOCTH U COOTBETCTBYIONINE €My NMPo(decCHOHANbHBIE U 00IIHe KOMITETCHIINH:

1.1.1. IlepedeHp oOIMMX KOMITETCHIIUMA

Kon HanmeHnoBanue 001IMX KOMIIeTEeHIHIT
OK 1 [ToHnMatrh CyIIHOCTh M COIMAIBHYIO 3HAYUMOCTHb CBoOei Oynymied mpodeccun,
" | IPOSIBJATH K HEM yCTOWUYMBBINA HHTEPEC.
Opranu3oBbIBaTh COOCTBEHHYIO [EATEIbHOCTh, HUCXOAS U3 LEIH U
OK 2. | cnoco6oB ee focTuKeHus, ONpeieIeHHbIX PYKOBOAUTETIEM.

AHanu3upoBaTh paboUyI0 CUTYaLNIO, OCYIIECTBIATh TEKYLIUN U UTOIOBbIIl KOHTPOJIb,
OK 3. | OILIGHKY ¥ KOPPEKIIMIO COOCTBCHHOM JCSITEILHOCTH, HECTH OTBETCTBEHHOCTD 32
pe3ynbTaThl CBOEH PabOTHI.

OcymiecTBISATh TOUCK WHGOPMAIUU, HEOOXOIUMOUN i 3(PPEKTUBHOTO BHITIOTHEHHUS]

OK 4. npodecCHOHATBHBIX 3a7ad.

OK 5 Hcnonp3oBanne MH(POPMALMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTUH B
" | mpodeccHOHAIBHOM IeATEIHHOCTH.

OK 6 Paborare B xomaHzae, >QPEeKTHBHO OOMATHCA C KOJUIETaMHU, PyKOBOJACTBOM,
" | KIMCHTaMHU.

OK 7 HcnonHATh BOMHCKYIO OOS3aHHOCTb, B TOM YHCIIE C MPUMEHEHHEM IIOJTYYCHHBIX|
" | mpodeccoHaNBHBIX 3HAHUHN (IS IOHOIIEH).

OK 8 Co0aroate 1€10BOM ATUKET, KyJIBTYpPY U IICUXOJIOTUYECKUE OCHOBBI OOIIEHHUS, HOPMBbI

1 TpaBHJIa MMOBEACHHMS: HCIIOJIB30BATh METOIbI U CPECTRA JICTIOBOTO OOIICHHS.
CamMocTosATeIbHO ONPECTIATh 3a/1a4u TPO(PECCHOHAIBHOTO U JIMYHOCTHOTO Pa3BUTHSA,
OK 9. | 3aHMMaThCs caMO00Opa30BaHUEM, OCO3HAHHO IIJIAHUPOBATH MTOBBIIICHUE

KBaTM(UKAITIH.

Cobmroiate TpeOoBaHUS O€30MACHOCTH TPY/a, MOKAPHON 0€30MacHOCTH, CAHUTApUU U]
THTUCHBI, OXPaHbI TPYya.

OK 10.

1.1.2. Ilepedenn npodeccruoHaATbHBIX KOMIETEHITUN

K HaumeHoBaHnue npodeccuoHaIbLHbIX KOMIIETeH NI
o1

CocraBisiTh, pemAakTUpPOBaTh U OGOPMIATH OPraHU3AIMOHHO-PACTIOPSTUTEIHHYIO
IIK 1.1. | IOKyMEHTalMIO,  CO3/laBaéMyl0 B  OpTraHM3allid, COMVIACHO  TpeOOBaHUSIM

I'ocynapcrsennbix cranaaptoB (I'OCT) mo odhopmieHn 0 JOKYMEHTOB C
MCII0JIb30BAHUEM COBPEMEHHBIX BUJIOB OPraHU3A[MOHHON TEXHUKHU.

OpraHu3oBbIBaTh JOKYMEHTOOOOPOT B OpPraHM3alliU C MCIIOJIb30BAaHHUEM COBPEMEHHBIX
BUJIOB OpPraHU3allMOHHOMN TEXHUKH.

IIK 1.2.
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CoctaBisaTh 1 0QOPMIIITH HOMEHKIIATYPY A€ OpraHu3amuu, opMUpOBATh Jeia B

IIK 1.3. | COOTBETCTBHH C YTBEPKICHHOW HOMEHKJIATYpPO#, 00eCIIeYrBaTh NX COXPAHHOCTD B
TEKYIIEM JEIONPOU3BOJICTBE C UCIOJb30BAHUEM COBPEMEHHBIX BUI0B
OpraHu3allMOHHON TEXHUKH.

[IK 1.4. | OcyuiecTBasATh NOArOTOBKY JIEN K IIEpeiaye Ha apXUBHOE XpAHEHHUE.
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[1K 1.5. | BeImmonHATh MAIIMHOTIMCHBIE PA0OTHI PA3IMYHOMN CTETIEHU CII0KHOCTH.

B pe3yIbTaTe OCBOCHUSA HpO(i)eCCI/IOHaJ'ILHOFO MOAYJIA O6yanOIHHﬁCH JOJIDKCH:

- I/IH(bOpMaI_II/IOHHO—I[OKYMCHTaI_II/IOHHOFO obecnieyeHus ynpaBHqueCKOﬁ

HMeETh
.. | AEATEIBHOCTH B CTPYKTYpE OpraHU3aLUu;
MPAKTHYECKUI | yenonp30Banns HHGOPMALMOHHEIX TEXHOIOTHIA H CPEJICTB OPITEXHUKH B
ONBIT: JJOKYMEHTAllMOHHOM 00€CIIeYeHUN yIPaBJICHMUS;
yMeETb: - [IOJIb30BaTbCd ~ HOPMATUBHO-METOOUYECKUMH  JOKYMEHTaMU IO

JOKYMEHTAIIMOHHOMY 00ECTICYEHUIO YIIPaBJICHUS;
- OpPraHHU30BBIBATH PA0OTY CIIy’)KOBI JIOKYMEHTAIIMOHHOTO 00ecreveHus

YIIPaBJICHUS;
- KOHCTPYUPOBATh PA3JIMIHBIC BHJIBI OJIAHKOB CITY)KEOHBIX IOKYMECHTOB;
- COCTaBJIATh,  PEHAKTUPOBATH " 0pOpMIISTH OpraHu3alMOHHO-

pacrnopsAMTENbHbIE JOKYMEHThI OpraHU3aluy;
- BECTH PabOTy C JTOKYMEHTaMH (IKCIICTUITMOHHYIO 00pa0dOTKY, PErUCTPAIIHIO,
KOHTPOJIb UCIIOJTHEHHUS, CIIPAaBOYHO-MH(POPMAITMOHHYIO paboTy);

- COCTaBJIATH U 0OPMIISITH HOMEHKJIATYPY I OpraHu3aIuy;

- (opmupoBaTh J1e1a B COOTBETCTBUU C HOMEHKJIIATYPOU JelT;

- IPOBOJUTH TEKYILIEE XPAaHEHHE JOKYMEHTOB;

- IOATOTABIIMBATS JIeJIa K [1epe/laye Ha apXUBHOE XPaHEHMUE;

- HCIONb30BaTh  OPraHMU3AIMOHHYID TEXHHUKY B  MNpoQecCHOHaTbHON
NeSITENIbHOCTH;

- TOJIb30BAThCSI TEPMHUHOJIOTHEH JIeI0BOM peun;

- TPaBUIBHO YHNOTPEONATH KOPPEKTYpPHBIE 3HAKU B XOJ1€ NMPaBKHU O0(QUILIMATHHO-
JIEIIOBBIX TEKCTOB, PEIAKTUPOBATH CIYKEOHbBIE JOKYMEHTHI;

- IOATOTABIIMBATH JOKYMEHTBI PA3JINYHON CTETIEHU CIIOKHOCTH;

- HCIOJB30BaTh MHPOPMAIIMOHHBIE TEXHOJIOTHH MPU JOKYMEHTUPOBAHUU U
opraHu3ayu paboThl ¢ JOKYMEHTAMHU;

- obecrieynBaTh Ka4eCTBO BBITIOJIHAEMBIX padoT.




57

3HaTb:

- TEPMUHOJIOTHIO JAETIOMPOU3BO/ICTBA;
- HOPMAaTHBHO-METOJIUYECKHE  JOKYMEHTBI 10  JIOKYMCHTAIlUOHHOMY
00ECIeUeHHIO yIIPaBIICHUS;

- TpeboBaHMS K OpraHM3auud  HMHPOPMALUOHHO-IOKYMEHTAIIMOHHOTO
o0CITyKMBaHUS;

- KJIACCH(HKALIUIO CITy)KECOHBIX IOKYMEHTOB;

- eZMHbIe TpPeOOBaHUS U IpaBHia OPOPMIICHHUS TOKYMEHTOB B COOTBETCTBUH C
I'OCT;

- BHIBl U COCTaB OJIAHKOB CITy)KEOHBIX JOKYMEHTOB, TPEOOBAaHHS K HMX
KOHCTPYHPOBAHHIO;

- obmue TpeOOBaHUS K COJCPKAHUIO TEKCTOB CIIY>KEOHBIX TOKYMEHTOB, (hOPMBI
U3JI0)KEHHS TEKCTOB;

- OCHOBHBIC TpYIIbl OPraHU3aUOHHO-PACIOPSIUTEIBHBIX JOKYMEHTOB,
OTJIMYUTEIBHBIE 0COOCHHOCTH UX 0()OPMIICHUS;

- TaIBl COCTABJICHUS CITYKEOHBIX IOKYMEHTOB;

- CIIOCOOBI JOKYMEHTHPOBAHHSI.

- TpeOOBaHUS K OpraHU3aIliu JOKYMEHTOO000pOTa OPTaHU3AIIHH;

- o0OmIre npaBuiia U GOPMBI PErUCTPALIUN TOKYMEHTOB;

- TEXHOJIOTHYECKHH TMpOIecC KOHTPOJIS 3a HCHOJIHEHHEM IOpYyYeHHUH
PYKOBOAUTEIS;

- TpaBWIa M OTalmbl COCTAaBIEHUS W OGOPMIICHUS HOMEHKIATYphl el
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OpraHu3aluu;

- Tpe6OBaHI/I${ K (bOpMI/IpOBaHI/II-O A€ B COOTBCTCTBHUHU C HOMeHKﬂaTypOﬁ A€,
0COOEHHOCTHU CUCTEMATU3allMHU OTACIBbHBIX BUA0OB JOKYMCHTOB,

- [IpaBUJia TCKYIICTO XpaHCHUS ACJI B OPraHU3aluu;

- OTallbl IIOATOTOBKHU JCJI K CJIaU€ Ha apXUBHOC XPAHCHUC,

- COBPCMCHHBIC BUbI OpFaHHSaHHOHHOﬁ TCXHUKU: HA3HAUCHUC, ITPpaBUJIa
OKCILTyaTalluu U TEXHUYCCKOI'O O6CJIy)KI/IBaHI/I$[;

- KOMIIBIOTECPHYKO TCXHUKY H COBPCMCHHBLIC HHQ)OpMaHI/IOHHBIe TEXHOJIOT'HH,
IIPUMCHACMBIC npu  JOKYMCHTUPOBAHHU U OpraHu3anuu pa6OTI>I C

JIOKyMEHTaMHU;
- «CIITION» JAECATUIANIBIEBBIA METO] TEYaTH;
- TpeOOBaHUS K KQUECTBY BBITIOIHIEMBIX padoT.

1.2. KommuectBo qaCoB, OTBOJUMOC Ha OCBOCHHC HpO(beCCI/IOHaJ'IBHOFO MOAYJIA

Bcero — 142 gac.

2. CTPYKTYPA U COAEPKAHUE NTPOPECCHUOHAJIBHOI'O MOAYJIA
IIM. 01. ”THOOPMALINOHHO-JOKYMEHTAIHNOHHASA JEATEJIBHOCTDb

2.1. CTpykTypa npogeccuoHAIbHOT0 MO1YJIs

IIM. 01. UupopManMOHHO-TOKYMEHTALIMOHHASA 1eATEJIbHOCTD

Konbr HanmenoBanue CymmapHsbIi Oby1enue mo MIK
TEOPHSI
poheccCuOHaNbHbBIX pazznenos (IIM), 00BeEM P Hpi?;;iigmx
1 001X MEXIUCLUIUIMHAPHBIX | Harpy3KH, yac.
KOMIIETEHIIUI kypcoB (MJK)

[IM 1.1.-1.5. MJIK.01.01 142 vac. 33 yac. 109 yac.

OK 1-10 JIokyMeHTauMoHHOE
obecrieyeHue
yIpaBJIEHUs

HTorosas arrecramus — KOHTpPOJIbHAaA pa60Ta
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2.2. TemaTnueckuii IjaH u coaepxxkanue npodeccuonanbuoromonyas IMM.01.
HNHudopManuoHHO-T0KYMEHTANMOHHAS 1eSITeTIbHOCTh

HanmeHoBanue
pa3nesioB
npodeccuoHATbLHOIO
moayJas (IIM),

MEKTHCIUIIIHHAPHBIX
kypcoB (MJK) u Tem

Coaep:xanue y4eOHOro MaTepuaja, Ja0opaTOpHble W IPAKTHYECKHUE

3aHATHSA, KypcoBasi padoTa (IIpoeKT) (ec/iM NpeayCMOTPeHbI)

1

MK 01.01.
JdokymeHTallLOHHOE
olecnevyeHue
ynpaBJeHust

Paznmen 1.

HNHpopManuOHHO-T0KYMEHTALIMOHHOE 0O0ecIiedeHHe YIIPaBJIeHYeCKOH JeATeJbHOCTH

P.1. Tema 1.1.

TpeboBanust Kk KauecTBY

BBITIOJTHSIEMBIX pa0boT

IlpakTHyeckas padora:

[IpaBuna nmuceMa TeKCTOBOrO Marepuaia uepes 1; 1,5; 2 uarepnaia.
[IpaBuna ohopMIIeHUSI TEKCTOB € 3ar0JIOBKAMH U 10J13aT OJIOBKAMH.

CnocoObl  BbIICNICHUS B Tekcre. lIpaBmima cokpalieHus CIOB |
CJIOBOCOYETAHUM.

Odopmnenne mnpuMmeyaHuil (OCHOBAaHUM, NPUIOKEHHUH) K TEKCTY.
OdopmieHIE CHOCOK.

Cnoco06s1 oopmnenus 6ubnanorpaduueckux ceeaenuid. [Ipasuna
0 OPMIICHHUS TUTYJIHHOTO JIUCTA.

KonTtposabHas pabora «OdopmiieHHe TEKCTOBBIX padoT»

P.1.Tema 1.2.
Opranuzanus HopmatuBHbIE TOKYMEHTHI MO TIOKYMEHTAIIHOHHOMY 00ECIIEYeHUIO
UH(POPMAIIMOHHO- YUpPAaBJICHHUA.
JOKYMEHTAllMOHHOTO
00CITy>)KMBaHUS
P.1. Tema 1.3. 3HavyeHne u (QYHKIMH JOKYMEHTOB B ymnpasieHuu. Kimaccuduxanms
CnyxeOHbIC CITy)KCOHBIX JIOKYMEHTOB.
JTOKYMEHTBI Enunesle TpeGoBaHust u mpaBuia OQOPMIICHHS OKYMEHTOB B
cootBerctBuu ¢ ['OCT.
Bupl 611aHKOB CITy’K€OHBIX TOKYMEHTOB, TPEOOBaHUS K UX
KOHCTPYMPOBAHHUIO.
SI3BIK ¥ CTHIIB CITYKEOHOM JOKYMEHTAIIHH.
Hpakruyeckne padora: CocraBinenne u odopmieHue OJIAHKOB
CITy’K€OHBIX IOKyMEHTOB.
P.1. Tema 1.4. Cryxe0HOe TTCHMO.
Wudopmannonno- AKT.

CrpaBku.




CIIPABOYHBIE

JOKYMEHTBI
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[IpoTokoi1. Beimucka u3 npoTOKOJIOB.

CryxeOHbIe 3aITUCKH




61

HBaKaneCKne 3AaHATHA:

CocraBnenue, penaktupoBanue # odopmieHne HHPOPMAIMOHHO-
CIIPpaBOYHBIX TOKYMCHTOB!:
- ICTIOBBIX MHCEM;

- aKTOB;

- CIIPaBOK;

- IIPOTOKOJIOB 1 BBIIIMCOK M3 ITPOTOKOJIOB;

- CITy>KeOHBIE 3aIH1CKHU.

KonTpoabnas padora « MHpopManmOHHO-CIPABOYHbBIE IOKYMEHTBI».

P.1. Tema 1.5.
PacrniopsiiutenbHbIe
JTOKYMEHTBI

HpI/IKaSBI 110 OCHOBHOM ACATCIIbHOCTH.
Brimucku u3 IIPHUKa30B.

PaCHOpH)KeHI/IH, IIOCTAaHOBJICHUSA, PCIICHUA.

IlpakTHyeckas pabdora:

CocraBienue, pelnakTUpOBaHUE U O(GOPMIIEHHE PACIIOPSAUTEIHHBIX
JOKYMEHTOB:

- [IPUKAa30B I10 OCHOBHOM ACATCIIBHOCTH, BBIIIMCKHU U3 ITPUKA30B;

- pacnomeeHI/Iﬁ, BBIITMCOK M3 ITPHUKA30B.

KOHTpOJIbHaﬂ paﬁoTa «PaCl'IOPHJIHTeJIbHI)Ie AOKYMEHTBD).

Paznen 2. [Ipumenenne

HH(OPMALMOHHBIX TEXHOJIOTHI B CEKPETAPCKOM 00CIYKUBAHUHU

P.2. Tema 2.1. OcHOBBI
MH(POPMALIMOHHBIX

TEXHOJIOTHH B padote

Bo3MoKHOCTH TaOIHYHOTO peaaKkTopa.

[TocTpoenue nuarpamm.

IlpakTnyeckas padora:

- KoHcTpynpoBaHue 37€KTpOHHBIX Ta0JINLL;

CCKpeTaps - Co3anue 1uarpamm;
- COPTHPOBKA U (OPMATUPOBAHHUE JAHHBIX B TAOIHIIAX.
O06006menne MaTepurana mo TeMe « JIEKTPOHHBIEC TaOIHUIIbDY
KouTtposibHasi pa6oTa «j1eKTPOHHBbIE TA0JIHLBDY
P.2. Tema 2.2. Benymue poccuiickre cucTeMbl 3JIEKTPOHHOTO JIOKYMEHTO000pOoTA.
OcHOBBI
IlpakTHyeckas padora:
MH(POPMALIMOHHBIX = .
. Tema 3.1. «Cnenoit» necsTUnanblEeBblii METO/I IEYaTH.
TEXHOJIOTHil B paboTe
ceKperaps
P.2. Tema 2.3. [onsarue noxymenToobopora. TexHonorus oOpabOTKH MOCTYIAIOIINX
Opranu3zanus JIOKYMEHTOB.
JOKYMEHTO00OopoTa
OpraHM3aLuu [IpaBuna u Gpopmbl perucTpanuu T0KyMEHTOB.

KoHTposp 3a ucnonHeHneM MOpYy4YeHUH PYyKOBOIUTENS U IMPUHATHIX
pemenuii. Pabora ¢ ucxosieit KoppecnoHACHITUEH.

IlpakTHyeckas padora:

1. Peructparust BXoASIICH KOPPECTIOHICHIIUH.

2. Perucrpanus ucxonsiel KOPPECIIOHECHITNN.
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P.2. Tema 2.4.

=

CocraBnenue Buns! Homenknatypsl gen. OhopmieHne 1 BeIeHHEe HOMEHKIIATypBI JIell.

o(opmIIeHHE IlpakTnyeckas padora:

CocraBieHre HOMEHKIIATYPBbI Je]1 OpraHU3alyu.
HOMEHKJIATYphI A€

P.2. Tema 2.5. I'pynmnupoBka JOKyMEHTOB B Jiena.
dopmupoBaHue U [IpaBuna Texyiero xpaHeHus J1ej1 B OpraHu3alni.
XpaHeHue Jien.

P.2. Tema 2.6. DTanbl NOJATOTOBKH JIeJI K ¢/laye Ha apXMBHOE XpaHEHUE.

[Momrotoska gmen k | Odopmiienue JOKYMEHTOB U Jie] K YHUYTOKCHHIO M HA JUIMTEIBHOE

(IIOCTOSIHHOE) XpaHEHUeE.
nepesnade Ha apXUBHOE

XpaHEeHHeE. Ipaxrudeckag padora: OdopmieHue HOKYMEHTOB W el K

YHUYTOKCHHUIO U HA JJINTCIIBHOC (HOCTOHHHOG) XPaHCHHUC.

MK 01.01. IIpoekTHas neATeNbHOCTh
IIpoexTHAas
AeSITeJIbHOCTh

IIpomexyrounas arrecrauusa M/IK.01.01. «/lokymeHTanuonHoe
olecreyeHue ynpaBJjaeHUsD> — KOHTPOJIbHas padoTa

3. YCJOBUA PEAJIM3ALIUU ITPOT'PAMMBI
IIM.01. THOOPMALIMOHHO-JOKYMEHTALHNNOHHASA AEATEJIBHOCTb

3.1. TpeOGoBaHNsl K MUMHUMAJbHOMY MAaTEPHATbHO-TEXHUYECKOMY 00ecre4eHN 0
Peanuzanus mporpamMmel poheCCHOHATTLHOTO MOYIISI TpeOyeT Hann4re y4eOHOro KaOuHeTa.

O06opyoBaHue yu4eOHOro KabuHeTa:

- MOCAJI0YHBIC MECTA 110 KOJINYECTBY O0YUaIOIIHXCS;
- pabouee MECTO YUHTEIs;

- KOMILJIEKT Y4eOHO-METOIMYECKUX MATEPHAJIOB,;

- cUCTeMa 3JIEKTPOHHOT0 00y4eHUsI (HOYyTOYK/KOMITBIOTED);

3.2. UndopmanuonHoe odecrieueHne 00ydeHust
IlepeueHnb pexoMeHayeMbIX YUeOHBIX H3IaHN, HHTEPHET-PECYPCOB, HOMOJHUTETbHOI
JIUTEPATYPBI

3.2.1. UCTOYHUKMH:

I. I'OCT P 7.0.97-2016. «Cuctema cTaHAapTOB 10 HHPOPMAIIUU OUOIHOTEUHOMY U
u3zaTeNbekoMy aeny. OpraHu3almoHHO-PACOpAIUTENbHAsA JoKyMeHTanus. TpeboBanus K

odopmiienuto nokyMmeHToB» (yTB. [IpukazoB Poccranmapra ot 08.12.2016 Ne 2004-ct), TOCT P
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7.08-2013 «Cucrema craHAapTOB 1O HHPOPMALIUHU, OMOTMOTEUHOMY H3/1aTEILCKOMY JICTY.
Jlenonpon3BoACTBO U apxUBHOE ei0. Tepmunsl u onpenenenus» (yr8. [Ipukasom Poccranaapra

o1 17.10.2013 Ne 1185-cT) 1 MeroanueckuMu peKOMEHJAIUAMU 110 pa3pad0TKe UHCTPYKLUH 110
JETONPOU3BOICTBY (perepaabHBIX OpraHOB UCTIONHHUTENbHOU BiacTu (yTB. IIpukasom PocapxuBa ot
23.12.2009 Ne 76).



2. bacakos

M.U.,
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3aMBIIIKOBaA

O.1. [enonpou3BOJCTBO.

HOKYMGHTEII_II/IOHHOC

obecnieueHue ynpapieHus: yueouuk. — Mzn. 15-e. — Poctos v//1.: denukce, 2019.

3. lanaxoB B.B. Opranuzammsi cekpeTrapckoro oOCIyXUBaHUS: Y4eOHUK Al CTY/I.

yupexaeHuit cpen. npod. odpazoBanus. 2-e u3l., crep. — M.: U3narenbckuil HeHTp «AKaaeMus,

2020. - 288 c.

3. KOHTPOJIb U OIEHKA PE3YJIbTATOB OCBOEHUA
IIM.01. HTHOOPMAIIMOHHO-AOKYMEHTAIIMOHHAA JEATEJBHOCTD

Koa m HaumenoBanue
npo¢eCcCHOHAIBHBIX U
00IIMX KOMIIEeTEeHIIHIA,

(opmupyeMbIX B pamMKax

Kpurepun ouenkn

MeToabl OlIeHKH

MOYJIs

IIK 1.1. CocCTaBsATh,

penakTupoBaTh U O0GOPMIIATH

OpraHU3alHOHHO- - YMenue kinaccupuuupoBaTh TexyImii KOHTPOIb B
PACTIOPSATHTETHHYO JOKYMEHTHI 110 TPYTIIIaM; bopme  yeTHOro

JTOKYMEHTAIIHIO, CO3/1aBACMYIO

- YMCHHUC COCTAaBJIATh, PCAAKTHPOBATH

U 0ohopMIATH JOKYMEHTAIHIO C

IMUCBbMCHHOI'O OIIpocCa.

B OpraHu3anud, COIJIacHO IIpomexxyTOuHbII

tpeGoarmsam TOCTa o | MCTIOIb30BAHMEM Pas/IMiHEIX BUIOB KoHTpOMb B hopMe
OPI'TEXHUKH. o

odopmirenmio nokymento c¢ | P KOHTPOJILHOH paboTBHI.

UCIOJIb30BaHUEM

COBPEMEHHBIX BUJIOB

OpraHu3alMOHHON TEXHHUKH.

IIK 1.2. OpraHu3oBsIBaTh - VYmeHue Bectu pabory ¢ Texkymuii KOHTPOJIb B

JOKYMEHTO000pOT B JOKYMEHTaMHU  (IKCIIETUIIUOHHYIO dopmMe ycTHOTO H
OpraHu3aluu c 00paboTKy, pPErucTpUpOBaTh, MUCBMEHHOTO OIpoca.
HCII0JIb30BAHUEM KOHTPOJIUPOBATH XOJ] UCTIOTHEHUS, [IpomexyTouHbIit

COBPEMEHHBIX BHJIOB CngaBquO'HHq)OpMaHHOHHyIO KOHTpOJIb B  Qopme
OpraHU3alMOHHON TEXHUKH. pabory). KOHTPOJIbHON paboThl.

IIK 1.3.

oopmisate Homenknarypy

CocTaBisIiTh "

nen OpraHu3zaiuu,
dopmupoBath  nena B
COOTBETCTBUU C
YTBEPKACHHOU
HOMEHKJIATYpOH,
obecreynBaThb ux

COXPAHHOCTb B TCKYLICM

ACJIOIIPONU3BOACTBC C

- YMeHue cocTaBisATh U 0pOpMIIATH
Howmenkiarypy nen;

- ymeHue (OpMHUPOBATH JeNa B
cootBercTBUM ¢ HomeHkitatypoi

JCII.

Texymuid KOHTPOIb B

dbopme
MUCHMEHHOTO OIPOCa.

YCTHOI'O n

[IpomexxyTouHbIi

dbopme
KOHTPOJILHOM PabOTHI.

KOHTPOJIb B
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HUCITIOJIB30BaAHNEM
COBPCMCHHBIX BHUI0B
OpFaHI/ISaHI/IOHHOﬁ TCXHHKHU.

I[IK 1.4. OcyuectBiarhb
MOJITOTOBKY JIeJ K Iepeaayde

Ha apXHUBHOC XpaHCHUC.

- YMeHue npoBOIUTh TEKYILIEE
XpaHEHUE TI0KyMEHTOB;

- YMeHue rOTOBUTSH eI K Iepeaye
Ha apXHUBHOE XPaHEHHUE.

Texynuil KOHTPOJIb B
dopMe yCTHOTO W
UMCBbMEHHOI0 0IIpoca.
[IpomexxyTouHbIN

KOHTPOJIb B hopme
KOHTPOJIbHOM pabOThL.

IIK 1.5. BeinongaTs

- YMeHue BBINIOIHSTh AOKYMCHTBIL

Texyimuii KOHTPOIIb B
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MAaIIMHOIIMCHBIC pa6OTH

paanquﬁ CTCIICHHU CJIO0XXKHOCTH,
- YMCHHC obecreynBaTh Ka4e€CTBO

dopMe ycTHOrO W

pazIHYHON CTEICHH BBITIOTHAEMBIX PAGOT; IHCBMEHHOTO OIpOca.
CIIO)KHOCTH. -yMEHHUE BBOJUTH TEKCT «cienbiM» | IIpomMeskyTouHbIi

JeCSITUTIATBLECBBIM METOJIOM [IeYaTH. | KOHTPOJIIb B (opme

KOHTPOJILHOM pabOTHI.

OK 1. [lonumarb CyuiHocTh u

COMMAJIBHYIO 3HAYUMOCTb

- SIBHO BBIpaKEHHBIN UHTEPEC K
npodeccuu cexperapsi;

- AKTUBHOCTb, HMHUIIMATHUBHOCTH B

HaOnronenne u onieHka B

cBOCH Oynymed mpodeccuw, xoze KOHKYPCOB,
. . .. | mponecce OCBOCHHS
MPOSIBJIATH K HEH YCTONYMBBIN OJIUMITUA], Hay4HO-
po(hecCHOHATTLHOM IeATETHbHOCTH;
HHTEpEC.
P - HAJINYHE [ONOKHTEIBHBIX OT3bIBOB | [ PAKTHUCCKUX
KOH(epeHIIHiA.
OK 2.  OpraHu3oBbIBaTh | - HpaBuitbHbIH BBIOOD u | Habmonenne n onenxa
MPUMEHEHNE CIIOCOOOB  pelIeHHs | Ha MPAKTUYECKUX
COOCTBEHHYIO  JIeATEIbHOCTb, .
npoecCHOHANBHBIX  CHUTyalldii B | 3AHATHAX
HUCXO0Od U3 1ICJINU U cnoco00B ee o0JylacTu COCTABJICHUS u
JIOCTUXKEHHUSI, ONPEICIICHHBIX odopmenus OPJL;
PYKOBOIUTENIEM. - IpaBHJIbHAas IOCICAO0BATCIIbHOCTD
BBITIOJTHEHUS JIEUCTBUI Ha
MPaKTUYECKUX 3aHATHUIX U BO BpeMs
y4eOHOW PAKTHUKHY;
- HaJIMYUE TMOJIOKUTEIbHBIX OT3HIBOB
OT OJIHOTPYIIITHUKOB.
OK 3.  AHamusupoBath | - AZeKBaTHOCT OLEHKH CHTyamuu B | [1AO/IOICHNE 1 OLICHKA
Ha MPaKTUYECKHUX
pabouyro CUTYaIIMIO, | COOTBETCTBUU C  TOCTaBJICHHBIMU
. 3aHATHUAX
OCYIIECTBIISATh TEKYIIMA W | MEIsIMHA W 3aJadyaMu depe3 BBIOOp

HUTOTOBBIM KOHTPOJIb, OLICHKY U
KOPPEKIINIO COOCTBCHHOMN

ACATCIIbHOCTH, HECTU
OTBCTCTBCHHOCTbH 3a

pe3ynbTaThl CBOEH pabOTHI.

COOTBCTCTBYIOIIMX MAaTCPHUATIOB,
- CaMOCTOATCIbPHOCTD TCKYLICTO

KOHTPOJIA W  KOPPEKTHUPOBKa, B

npeaenax  CBOMX — KOMIIETCHLIUH,
BBITIOJIHSAEMBIX PaloT;

- IIOJIHOTAa  NPEACTAaBICHHM  3a
NOCNEACTBUSI ~ HEKAueCTBEHHO U
HECBOEBPEMEHHO BBITIOJIHEHHOMN
paboThI;

- 3¢ (heKTUBHAS CaMOCTOSTEIbHAS
pabota rpu U3y4eHUn
po¢eCCHOHATEHOTO MOTYJIS.
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OK 4. OcymiecTBasTh MOUCK
nH(pOopMaIH, He0OXOTUMOM
TUISt 3P PEKTUBHOTO
BBITIOJTHEHUS

npoeCCHOHATTFHBIX 3a/1ad.

- OnepaTuBHOCTH MOMCKa
HEOOXOIUMOMI nH(popMaIuy,
o0OecrieunBaroIen HauOoJiee

OBICTpOE, MOTHOE U AP PEKTUBHOE
BBINOJIHEHHE TIPO(ECCHOHATBHBIX

3a/1a4;

- BJIaICHHUC PAa3JIMYHbIMU crocodamu

novicka nHpopMaluu;

- aACKBATHOCTDb OLICHKHU IT0JIC3HOCTHU

uHbopmanuu;
- UCTOJIb3YEMOCTb HalICHHOM IS
paboThI uHpOpMaun B

PE3YJIbTATUBHOM BBITIIOJIHCHUN
po(heCcCHOHANTBHBIX 314, JIIS

HaOnronenne u onenka
Ha MPaKTHYECKHUX
3aHATUAX
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podecCHOHAIBHOTO POCTa U

JUYHOCTHOTO Pa3BUTHS;
- CaMOCTOATEIBHOCTh IOMCKA
uHbOpMallMl TPH  PELICHUU

HETHUITOBBIX TPO(ECCHOHATILHBIX
3a1ad4.

OK 5. Hcnonp3oBanue
UH(POPMALMOHHO-
KOMMYHHKAITUOHHBIX
TEXHOJIOTHi B
npodeccrnoHaIbHOM

JACATCIIBHOCTH.

- YCTONYMBOCTH HaBBIKOB
3¢ peKTUBHOTO HCITOJIB30BaHUS
COBPEMEHHBIX HUKT B

po(hecCHOHAITLHOM IeATETbHOCTH;

- IPaBHIBHOCTH U 3 (HEKTUBHOCTH

PCIICHHUA HETHUIIOBBLIX
npoeCcCHOHATBHBIX ~ 3aJad  C
HPUBJICYCHUEM CaMOCTOSTEILHO

HaliieHHo! nHpopMaImy;
- ucnoae3oBanue HKT B
o(opMIIeHNH PE3yIbTaTOB
CaMOCTOSITEIbHON pabOTHI.

HaOnronenne u onenka
Ha MPaKTHYECKHUX
3aHATHAX

OK 6. Paborath B KOMaHe,
3¢ pexTBHO OOmAThCA C

KOJUICTraMH, pyKOBOACTBOM,

KIIMCHTaMH.

- CteneHb pa3BUTHS U YCHEHIHOCTh
NPUMEHEHUS KOMMYHUKAIIMOHHBIX
CrocoOHOCTEH Ha mpakTuke (B
OOLICHUH C OJHOTPYNIHUKAMH, C
VUUTEISIMH U MOTCHIMAIBbHBIMU
paboTonaTensaMu B Xo/1e 00y4eHus);
- IIOJIHOTA, MOHHUMAaHHE U YETKOCTH
MIpEACTaBICHUI TOTO, 4TO
YCIEUHOCTh W Pe3yIbTaTUBHOCTD
BBITIOJIHCHHOW pPa0OThI 3aBUCUT OT
COTJIAaCOBAaHHOCTH JICMCTBHH BCeX
Y4aCTHUKOB KOMaH/Ibl pa0OTAaIOIINX;
- BlIaJicHHE crocodamu
0eCKOH(MIMKTHOTO OOICHUS U

CaMOpETYJISINU B KOJJICKTHBE;
- cO0JII0/IeHNE TPUHLUIIOB
po(heCCHOHATTLHOM ITHKH.

HaOmronenne u oreHka
Ha HpaKTI/I‘-IGCKI/IX
3aHATHUAX

OK 8. CoOmromars AeioBOi

ITHUKET, KYJIBTYpYy

IICUXOJIOTUYCCKUEC

n

OCHOBBI

OOIIeHUsl, HOPMBI W TIpaBUIIA

MIOBEJICHMS,;

HCIIOJB30BaTh

MCTOABI U CpCACTBA ACIIOBOIO

o0LIEeHNS.

- Bnagenue TepMHHOHOFHeﬁ

JIETIOBOM peyu;
- yMEHHUE MOJIb30BaThCS
COBPEMEHHBIMHU  CIIOBApSIMH U
CIIPAaBOYHBIMU ~ W3JIaHHSIMHU  TI0
PYCCKOMY SI3BIKY M MIPAKTUYECKOM

CTHJIMCTHUKCE,
- JJOrH4YCCKasa I10CJICI0BaTCIbHOCTD

HaOnronenne u onenka
Ha MPaKTHYECKHUX

3aHATHUAX
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IMOCTPOCHUA O(i)I/II_[I/IaJ'IBHO—I[eJ'IOBBIX
TEKCTOB JOKYMCHTOB.

OK 9. CamocTosaTeabHO
OIpEACIIATh 3a7a49
po(eCCHOHAILHOTO |
JUYHOCTHOTO Pa3BUTHS,
3aHUMATLCA
caMo00pa3oBaHUEM,

- Opranuzanys npakTHYeCKUX
3aHATUM  NpU  U3Y4YCHUU

po¢eCCHOHATHLHOTO MOTYJIS.

HaOmronenne u oreHka
Ha MPaKTHYECKUX

3aHATHUAX
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OCO3HAaHHO IJIaHUPOBATH
HOBBHHGHHGKB&HH@HK&HHH.

OK 10. CoOmroaaTs
TpeOoBaHUsT OE30MACHOCTH
TpyAa, IIOKapHOM
0€30MaCHOCTH, CAHUTAPUH U
THTUCHBI, OXPaHBI TPY/IA.

- CoOnroieHre TEXHUKHU
0€30I1aCHOCTH.

HaOnronenne u onenka
Ha MPaKTUYECKHUX

3aHATUAX
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Ilpunoscenue 6
K npocpamme npogheccuonanvnoii
noozomoexu no npogheccuu

26353 «Cekpemapb-mauiuHUCmMKa»

PABOYAS ITIPOTPAMMAITPO®ECCHOHAJLHOTO
MOJYJISA

IIM.02. Opranu3anuoHHasi 1eITeJIbHOCTb

o npogeccun 26353 «Cekperapb-MaIIMHUCTKA)
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COJAEP/KAHUE

l. OBIIAA XAPAKTEPUCTHUKA PABOYEN I[TPOT'PAMMBI
[NPO®ECCHUOHAJIBHOI'O MOAVYJIA

2. CTPYKTYPA 1 COAEPXAHUE [TPOGECCHUOHAJIBHOI'O MO VYJIA

3. YCJIOBUA PEAJIM3ALINUN ITPOI' PAMMBI ITPOOECCHOHAJIBHOI'O MOAYJIA

4. KOHTPOJIb 1 OL[EHKA PE3YJIbTATOB OCBOEHHUS ITPO®ECCUOHAJILHOT'O
MOJVJIS
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1. OBIIASI XAPAKTEPUCTHUKA PABOUYEW ITPOI'PAMMBI
MMPO®ECCHUOHAJIBHOI'O MOAYJIA
[IM.02. OPTAHU3ALIMOHHASA AEATEJIBHOCTbD

1.1. Ileas u JIaHMPYeMbIe pe3yJIbTAThI 0CBOCHHS MPO(ecCHOHATBLHOTO MOYJIS.
B pesynprate u3ydeHHs NPOPECCHOHANIBHOTO MOIYJS OOYYalOUIUIiCS TOJIKEH OCBOWTH
OCHOBHOUM BUJ mpodeccuoHAIbHON aesTeNbHOCTH (OpraHu3alioHHAsl JeSTeJbHOCTh U

COOTBCTCTBYIOIIIHE HpO(beCCI/IOHaJ'IBHHC KOMIICTCHI MU

1.1.1. Tlepeuyenp npodeccnoHaIbHBIX KOMITETCHIINHA:

IIK 2.1. KoopauanpoBats padboty oduca (mprueMHON pyKOBOAUTEINS), OPraHU30BHIBATh
IIPUEM ITOCETUTEIIEH.

IIK 2.2. OcymecTBiaTy TeneoHHOE OOCITy)KMBaHWE, NPUHUMATh W TepeaaBaTh
(bakcUMUIBbHBIE COOOIIIEHUSI.

IIK 2.3. OcyuiecTBiATh paboTy MO MOATOTOBKE M TMPOBEACHUIO COBEUIAHHM, 3aceqaHuil,
JICIIOBBIX BCTPEY, IPHUEMOB M IPE3CHTAIUH.

I[IK 2.4. OcyuiecTBISITh MOATOTOBKY JEJIOBBIX MOE3I0K (KOMaHAMPOBOK) PYKOBOJIUTENS W]
JIPYTUX COTPYAHUKOB OpPraHU3alINU.

IIK 2.5. Opranu3oBbIBaTh pabouee MECTO CeKpeTapsi U PyKOBOAUTENS

1.1.2. TlepeueHb 0OMIUX KOMIICTCHITUH:

OK 1. [ToHuMarh CyImIHOCTh M COLMANBHYIO 3HAYMMOCTh CBOEW Oymymieit
npodeccuu, NposIBIATh K HEW YCTOWYUBBINA HHTEpEC.
OK 2. Opranu3oBbIBaTh COOCTBEHHYIO AESITENBHOCTb, MCXOAS U3 LENU U

crmoco0oB ee AOCTHIKCHUA, OIIPCACIICHHBIX PYKOBOJAUTCIICM.

OK 3. AHanu3upoBath pabodyl0 CUTYyallMIO, OCYIIECTBIATh TEKYIIUH U
UTOTOBBIA KOHTPOJIb, OLIEHKY U KOPPEKIMIO COOCTBEHHOM
JIeSITENIbHOCTH, HECTH OTBETCTBEHHOCTD 3a PE3YJIbTaThl CBOEH pabOTHI.

OK 4. OcyuiecTBisITh IIOUCK nHpopmanuu, Heo0X0auMO I
3((PEKTUBHOTO BBIMOJHEHUS TPO(PECCHOHATILHBIX 3a/1a4.

OK 5. Hcnonb3oBath MHGOPMAIMOHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH B
poeCCUOHAITBHON ACATEITHHOCTH.

OK 6. PaGorats B komaHze, dp(EKTHBHO 0OImMATBCSI ¢  KOJUIETAMH,
PYKOBOJICTBOM, KITUEHTAMH.

OK 7. HcnonHaTh BOMHCKYIO OOS3aHHOCTh, B TOM 4YHCIIE C NMPUMEHEHHEM

MOJTYYCHHBIX MPO()ECCHOHAIBHBIX 3HAHUH (1151 FOHOIIICH ).
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OK 8. Cobmo1aTh 1€70BON 3TUKET, KYJIbTYPY U ICUXOJIOTMYECKHE OCHOBBI
OOIIeHHSI, HOPMBI U TTPaBUJIa MOBEJACHUS: UCIIOIB30BAaTh METOIbI U
CpeJlICTBa JIEJIOBOTO OOIICHHUS.

OK 9. CaMOCTOSATEIbHO  ONpPENeNsITh 3aJaud  MNPOPECCHOHANBHOTO U

JIMYHOCTHOTI'O Pa3BUTHUSA, 3aHUMATbCA CaMOO6p8.30BaHI/IeM, OCO3HAaHHO
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IUIAHUPOBATDH ITOBBIIICHUC KBaJ'II/I(bI/IKaI_II/II/I.

OK 10. Cobnronates TpeOoBaHMs 0€30MACHOCTH TPY/Ia, IIOKAPHOK

0€30MaCHOCTH, CAHUTAPUH U TUTUEHBI, OXPaHBI TPY/Ia.

B pesynbraTe ocBoeHUs Ipo(ecCHOHATBHOTO MOAYJIS 00yJaroIuiics T0HKEH:

UMETh
MPaKTUYECKUM

OIIBIT:

- HCTIOJIb30BaHUS OPTaHU3alMOHHON TEXHUKH JIJIsl 0OecTieueHust
npodeccrnoHaIbHOM

NesITeNIbHOCTH;

- ydacTus B IOJTOTOBKE U MPOBEACHUHU JCIOBBIX MEPOMPHUITHIA, TpUeMa
IIOCETHUTEIICH;

- BeneHUs TeseOHHOTO OOCTYKUBAHUS, pUeMa U Nepenadr HHpopMarum
o daxcy

YMETb:

- OPTaHM30BBIBAaTh paboyee MECTO CEKpeTapsi U PyKOBOJUTEINS C YIETOM
TpeOOBaHUN;

- BBINIOJIHATh TEXHUYECKHE (YHKIMU CEKpeTapsl M0 OOCCIICUCHHUIO U
00CITy’)KUBaHHIO pabOThI PYKOBOAUTEISI OPraHH3AIIH, TI0APA3CICHHSL;

- I0JIb30BAThCSl HOPMATUBHBIMU JOKYMEHTAMH, PErIIaMEHTHPYIOLIMMH paboTy
cekperaps;

- OpraHH30BBIBATH IPUEM ITOCETHTEICH, UCIIOIb30BATh BUBUTHBIC KAPTOUYKH
[P OpPraHM3alliy IPUeMa OCeTUTENEl;

- OCYILECTBIISITh MOJrOTOBKY JICIOBBIX MOE30K (KOMaHIHPOBOK)
PYKOBOJHTEIIS U IPYTHX COTPYAHUKOB OpraHHU3aIHH;

- PallMOHAILHO OPTaHNW30BBIBAaThH paboyee MecTo;

- cobmoaTh TpeboBaHus 0€30MACHOCTHU TPY/la CEKpPeTapsi;
- TIPOBOJIUTH MOATOTOBKY M 00CTY)KUBaHWE COBEIAHUI U 3acCeIaHui
PYKOBOJIUTEIIS;

- BCCTHU TGHGQ)OHHOG O6CJ'IY)KI/IB8.HI/I€, IIPUHUMATDb U OTIIPABJIATH COO6H.I€HI/IH,
nepecaaBacMbIC 110 (baKcy;

- NCIOJIb30BATh KOMIIBIOTEPHBIE TEXHOIOTUU B CEKPETAPCKOM 00CITYKMBAHUY;
- UCTIOJIH30BATh CETEBBIC NH()OPMAIIMOHHBIE PECYPCHI;
- obecrieunBaTh KAY€CTBO BBIIOIHIEMBIX paboT;

3HaThb.

- HOpPMaTHBHBIE JOKYMEHTBI, PETJIAMEHTHPYIOIINE JIESITEITbHOCTh CEKpeTapst
(1OJKHOCTHYIO UHCTPYKIUIO);

- TPUHIHUIBI OPTaHU3AIMU U BUIBI pa0OT 110 0€370KyMEHTHOMY
00CITY)KMBaHHIO Pa0OThI PYKOBOIUTEIIS;

- OCHOBBI IUITAHUPOBAHHS PaOOTHI CEKpeTaps;

- IpaBUJIa BEJICHHSI ICJIOBOTO Pa3roBopa;

- TpaBuia TeNe(hOHHOTO 0OCTYKMBAHHSA, TIpUEMa U Tiepeiadn HH(POPMAIIUU IO
taxcey;

- 00513aHHOCTH CeKpeTaps Mo MOATOTOBKE MPHEMa ITOCETHTEIICH;

- IpaBUJIA MTOJITOTOBKY M 00CITY)KMBaHHsI COBEILAHHM, 3aCeIaHHIA;

- 00s3aHHOCTH CEKpeTaps 10 NOJATrOTOBKE JAETOBBIX MOE3/I0K (KOMaHIHMPOBOK)
PYKOBOJAUTENS U APYTUX COTPYIHUKOB OpPTraHU3AIIH;

- TpeOOBaHUs K 00ECIIeYeHIIO 0€30ITaCHOCTH TPY/la CEKpeTaps;

- OCHOBBI MH(OPMAIIMOHHBIX TEXHOJIOTHH B IPO(heCCHOHATBHOMN IESTETbHOCTH.

1.2. Komu4ecTBO 4acoB, OTBOJUMOE Ha OCBOCHHE TPO(HECCHOHATTLHOTO MOAYIIS - 74 yac.
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2. CTPYKTYPA U COJAEPKAHUE ITPOPECCHUOHAJIBHOI'O

MOJIY.JIs

IIM.02. OPTAHU3AIIMOHHASA JEATEJIBHOCTbD

Kozbl “ O6yuenue no M/IK
S
npodeccuo S 5
HANBHEIX M HaumenoBanue paszaenon 8 HNPaKTUICCKUX
(IIM), mexaucuunnuHapHbix Kypcos (MIK) < | Teopui 3aHATHI
001X o 2
>
KOMIIETEHII S £
. M <
ui I
[IK M/IK. 02.01. Opranu3zanus CEKpeTapcKoro
2.1.-2.5. o0CITyKUBaHUSI.
Y 49 19 30
IIpomexyTouHas aTTeCTAUMA — KOHTPOJIbLHAs padoTa

2.2. TemaTn4yecKuii IVIaH U coiepkaHue MpodeccnoHaabHOro moayJsi IIM.02.
Oprann3annoHHas 1esiTeJIbHOCTh

HaumenoBanue pa3iesion
npogecCHOHATBLHOI0 MOAYJIS

(IIM), MexAUCUMIITIMHAPHBIX

Conepxanue y4eOHOro MarepuaJia,
JabopaTropHbie padoThl U MPAKTHYECKHE 3aHATHUS

kypcoB (M/IK) u Tem
1

M/K.02.01. Oprasauzanus
CEKPeTapCKOro 00CayKUBAHUS

Pa3nen 1. Opranu3anusi 6e310KyMeHTHOT0 CEKPeTaAPCKOIo 00CyKUBAHUS

Tema 1.1.
Cexperapsb B CTPpYKTYype

YupaBJieHUsA

Hcropuueckue cBeeHns 00 opraHu3aiuy CEKpeTapcKoro
Tpyaa. Poib cekperapst B CTpyKType anmapara yrnpasJieHusl.
Conepxanue paOOThI.

HopmaTtuBHO-MeToamYecKasi 6a3a B 00J1aCTH CEKPETAPCKOTO
00CTyKUBAHUS.

Nmupoxk cekperaps.

HHaKTI/I‘IeCKaH HaﬁoTa: I[OJ'I)KHOCTHaH HUHCTPYKIUS.
LpaKryyeckan padora; Mmumk cekperaps (pemeHue

CUTYallMOHHBIX 3ajay)

Tema 1.2.
Opranusanust paboyero mecra
cekperaps

OnTuMasbHbIE YCIIOBUS eI TeIbHOCTH CEKpeTaps.
O6opynoBaHue IPUEMHON OpHcCa TEXHUICCKHUMH CPEIICTBAMU
Y CPEJICTBAMH CBSI3H.

IIpaxkruyeckad pado1a: pa3paboTka 3cKu3a pabouero Mecra

CeKpeTaps.

Tema 1.3. Opranuszaunus

[TnanupoBanue paboOTHI cekpeTaps.
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0e310KyMEeHTHOI' 0 IlpakTnyeckas paboTa: COCTABICHHUE IIJIaHa PaOOTEI HA JICHb.
CEKPeTapCcKoro 00Cay;KMBaHusl

Tema 1.4. Opranusanus Opranuzanys npuemMa IMOoCeTUTeNeil (COTpYIHUKOB CBOEH
npuemMa OpraHM3aliy [0 TEKYIIUM BOIIPOCaM, IPayKAaH Mo JUYHBIM
noceTuTeJiei. BOIIPOCaM, IIPUEM JIeJIeraIui).
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IlpakTuyeckas padora: Opranusanus IpueMa HOCETUTENEH
(pelieHue cUTyallMOHHBIX 3a/1a4).

Busuthele kapTouku u ux Buipl. [IpaBuia opopmieHus u
Bpy4Y€HUs.
IlpakTnyeckas padora: OpopmiicHHE BUSHTHBIX KAPTOYEK.

Tema 1.5.
IIpaBuJia BeieHus 1€JI0BOTO
pa3rosopa

JlenoBoe oOmIeHHE.

[IpaBuna BeaeHUS 1€TIOBOM OeceIbl.

PeueBoii >THKET.

HBaKaneCKaﬂ BaﬁoTa: HenoBoe obmienne. PeueBoii aTHKET.

Tema 1.6. Benenwne TeneoHHBIX Pa3rOBOPOB.
Benenue TesrepoHHBIX IIpakTHyeckas pagoTa:

Pa3roBopos. Cocranenue TeaepOHHOro Iuajiora.
Tema 1.7. Opranu3anys u NpoBeJCHUE COBEIIaHHH.

[ToaroroBka KOH(MEPEHTHBIX
MEpOIPUITHI

Opranu3zanus 1 IpoBeACHUE IEPETOBOPOB.

CnyxeOHbIe TOTapKH.

Llpaxkruyeckas padera:

CocraBnenue IIPOTOKOJIa COBCHIAHUS.

Opranu3zanus 1 IpoBeACHHUE IPUEMOB, ITPE3CHTALIHI.

Ipakrudeckas pagora: Cocrasienue nporpaMmbl

IMPC3CHTAallUU.

Tema 1. 8. [Tloaroroska aemoBbIX
MOE370K PYKOBOIUTEIIS.

IToaroroBka JienoOBBIX ITOE300K PYKOBOAUTCIIA.

HnaKTI/I‘IECKaH EaﬁoTa: CocraBnenne IIporpaMmel IOC3AKHU
PYKOBOAUTCIIA.

P. 1. Opranusanus 0e310KyMEHTHOI0 CeKpPeTapCcKoro
00CJIy’)KMBaHMS - KOHTPOJIbHasi padoTa

Paznen 2. [Ipumenenne nugop

MAIMOHHBIX TEXHOJIOTHH B CEKPETAPCKOM oﬁcﬂymnnaﬂnn

Tema 2.1.
OcHoBBI HH(OPMATMOHHBIX
TEXHOJIOTH B padore

cekperapsi.

OnexkTpoHHas mnoura. HTepHer-TexHoioruu B pabote
cekpeTaps (HOBbIE CPEJCTBA KOMMYHHUKAIMU B CEKPETAPCKOM
00CITy’>KMBaHUH, «00JIAYHBIE)» TEXHOJIOTUH).

IlpakTHyeckas pabora:

OnekTpoHHas noura. MIHTepHeT-TexHoaoruu B padore
ceKperaps.

PaGoTa B IOKaIbHOM CETH.

Co3znanue mpe3eHTaui.
IlpakTnyeckas pa6ora: Cosmanne npeseHTaIHii.

Mpomexyrounas arrectanmusa MK.02.01. Opranu3zanust

CEKPeTapcKoro 00Cay;KHBAHUS
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3. YCJIOBUS PEAJIM3ALIMU ITPOI'PAMMBI TIPO®ECCHUOHAJIBHOI'O MOAYJIA
IIM.02 OPTAHU3AIIMOHHASA AEATEJIBHOCTbD

3.1. TpeGoBaHusi K MUHMMAJBLHOMY MaTePUAIbLHO-TEXHUYECKOMY 00ecredeHuIo
Peanuzanus nporpaMmsl mpodeccrnoHalbHOTO MOAYIS TpeOyeT Hajarnurue y4eOHOro KaOuHeTa.

O6opynoBanne yaeOHOro KabUHETa:
- IOCaI0OYHBIE MECTa M0 KOJIMYECTBY O0YJArOIINXCS;
- pabouee MeCTO y4UHTes;
- KOMIIJICKT y‘Ie6HO-M€TO[[I/I'~I€CKI/IX MaTCpHraJIOB;
- DJIEKTPOHHAS CUCTEMa 00y4eHUs (HOYyTOYK/KOMIBIOTED);
- MapKepHasi 10cKa WiH QIIHITIapT.

3.2. UudopmanuonHoe odecrieueHne 00ydeHust

Ilepeyensb pekoMeHayeMbIX YUYeOHBIX H3aHU, HHTEPHET-PECYPCOB, T10NOJIHUTEIHHOM
JIMTEPaTypbl

3.2.1. Uctounmnkm:

1. Aoynanze /[I.I'. lokymeHTaluoHHOE 00€CII€YeHNE YIPABIEHUS [IEPCOHATIOM : YU4EOHUK U
npaktukym st CI1O / JI.I'. Abynanze, N.b. Bempsokkunaa, B.M. Macnosa. — M. : M3narenscTBo
HOpaiit, 2019. — 299 c. — Cepus : [IpodeccronaapHOe 00pa3oBaHHUE.

2. TamaxoB B.B. Opranuszanus CeKpeTapcKoro OOCITYXUBaHHS: YYECOHUK ISl CTYI.
yupexaeHui cpes. npod. odpazoBanus. — 2-€ u3ll., crep. — M.: M3naTenbckuii HeHTp «AKaaeMusy,
2019. - 288 c.

3. HlenamoBa I''M. OCHOBBI 3THUKH M IICUXOJOTHMU NPOPECCHOHAIBHON NEATEIbHOCTH!
Y49eOHUK I CTYJ. YUpeXKIeHUU cpen. npod.odpazoBanus. — 3-¢ u3., crep.. — M.: M3marenbckuit

HeHTp «Akanemusy», 2020.

4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHUS TPO®PECCUOHAJIBHOI'O
MOAYJIA IIM.02. OPTAHU3AIMOHHASA JEATEJIBHOCTD

Ko/l M HAMMeHOBaHHe Kpurepun onenku Mertoabl OnleHKH

npogeccuoHATbHBIX H 001X

KOMIIeTeHIN i, (hopMUpYyeMBbIX

B paMKax MOAYJisl
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[IK 2.1. KoopaunupoBaTh
paboty oduca (mprueMHOI
PYKOBOJMTEIIA),

OpPTraHU30BBIBATh  IPUEM

HOCETUTEIIEMH.

- YMETb BBIIOJIHSITh TEXHUUECKHE
byHKIMN ceKperaps 1o
00ECTIeYeHUIO M 00CITY>)KUBAaHUIO
paboThI PYKOBOJIUTEIS
OpraHu3alyy, TOAPA3ACIICHUN;

- YMETh OPraHU30BbIBATH IPHEM
MIOCETHUTEIICH, HUCII0IB30BaTh
BU3UTHBIC  KapTOYKH  MpHU
OpraHu3aIiH npuema

TIOCETHUTEIICH;

- YMGTI) HUCIIOJIB30BATh CCTCBLIC
nH(pOpMalMOHHBIE PECYPCHI;

- YMGTI) O6€CH€‘~II/IB21TI) Ka4yeCTBO
BBITIOJIHSIEMBIX PaOOT.

Texyiuit KOHTPOJIb B
dbopMme ycTHOTO U
MUCHbMEHHOTO OTIpOCa.
[IpomexxyTo4HbIN
KOHTPOJIb B hopme

KOHTPOJILHOHN PaOOTHI.
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I[IK 2.2, OcymecTBiasiTh
TeneoHHOE 00CITy)KUBaHUE,
NpUHUMAaTh M Iepe/IaBaTh
(akCUMUIIbHBIE COOOIICHHSI

- YMCTb BECTHU TGHGQ)OHHOG
O6CJ'Iy>I(I/IBaHI/Ie, IIpUHHUMATb U

OTIPABJIATH COOOIICHUS,
nepeiaBaeMele 1o (hakcy

[IK 2.3. OcymiecTBisTh paboTy
10 MOATOTOBKC W IPOBCACHUIO

COBCIIIAHMH, 3acCeqaHu,
JICIOBBIX BCTPEY, IPUEMOB U
Mpe3eHTalMi

- YMETb MPOBOJUTH IMOJATOTOBKY H
oOCITy’)KMBaHUE COBEHIAHWA U

3aceaHnil pyKOBOJMTEIS

IIK 2.4. Ocy1ecTBIATh
MOATOTOBKY JEJIOBBIX IOE3/I0K
(KOMaHIUPOBOK) PYKOBOJUTENS

" JPpYyrux COTpyAHUKOB
OpraHu3alun

- YMETb OCYIIECTBIIATH MOATOTOBKY
JIEOBBIX MMOE3/I0K (KOMaHIUPOBOK)

PYKOBOAUTEIIA n APpyrux
COTPYAHUKOB OpraHu3anniu

IIK 2.5. OpraHu3oBbIBaTh
pabouee MecTo cekpeTaps u

PYKOBOJIUTEIS

- yMETh OpPraHM30BBIBATH pabouee
MECTO CEKpeTapsi U PyKOBOJIUTEIS C
y4eToM TpeOOBaHUii,

- YMETh MOJIb30BATHCS
HOPMAaTUBHBIMHU IOKYMEHTaMH,
perIaMeHTUPYIOIUMU paboTy

ceKkpeTaps;
- yMETh palroHaILHO
OpraHM30BbIBATH paboyee MeCTo;
- YMETh COOIIOAATh TPEOOBAHUS
0€30MMacHOCTH TPYy/1a CeKpeTaps;
- YMETh UCIIOJIb30BATh
KOMITBIOTEPHBIC TEXHOJIOTHH B
CEKPETapCKOM 00CITY)KUBAHUH

OK 1. I[loHuMarh CyIIHOCTh H
COLIMAJIbHYI0 3HAUYMMOCTh CBOEH
Oynmyuiei npodeccum,
MPOSIBIATh K HEM YCTONYMBBII

HHTCPCECC.

- SIBHO BBIpaKEHHBIA HHTEPEC K
npodeccun cexperapsi;

- AKTUBHOCTb, HMHUIIMATUBHOCTHL B
mponecce OCBOCHU

podeccnoHATBHOM AeSITeTbHOCTH;
- HAJTUYHUE MOJIOKHUTEIIbHBIX
OT3bIBOB

HaGmronenue u oreHKa
B XOlle KOHKYpCOB,
OJMMIINA, HAy4YHO-
MPaKTUYECKUX

KOH(epeHIIHA.

OK 2. Opranu3oBbIBaTh
COOCTBEHHYIO NeSITeNIbHOCTD,
UCXOJs U3 LIETH U CHOCOOOB ee
JOCTUKEHMUS, oTpeeIeHHBIX

PYKOBOAUTCIICM.

- [IpaBuibHBIN BbIOOD u
IPUMEHEHHE CIIOCOOOB pEeLICHUs
npopecCUOHANIbHBIX CUTyallud B
obmactu COCTaBJICHUS "
oopmnenuns OP/I;

- IpaBUWJIbHAS MOCIEN0BATEIBHOCTD
BBITIOJTHEHUSA NenCcTBU Ha
MPAKTUYECKUX 3aHATHUAX M BO

BpeMsl y4eOHOM MPaKTUKH;
- HaJIH4uue MOJIO’KUTENIbHBIX

HaOmronenue u orieHka
Ha HpaKTHqGCKHX
3aHATHUAX
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OT3bIBOB OT OJHOT'PYIIIIHUKOB.

OK 3. AHanu3upoBath pabouyro
CUTYAIHIO, OCYIIECTBISTh

TEKYLIUH U UTOTOBBIA KOHTPOJIb,
OILICHKY u KOPPEKIIHIO
COOCTBEHHOM JeATEIBHOCTH,

- AZIEKBaTHOCTb OIIEHKU CHUTYalluu
B COOTBETCTBHH C ITOCTABJIEHHBIMHU
LHeIsIMHA W 3aJa4aMH 4yepe3 BBIOOp

COOTBCTCTBYIOIINX MATCPUATIOB,
- CAMOCTOSATCIBHOCTb TCKYLICTO

HaOmronenne u orieHka
Ha HpaKTHqGCKHX
3aHATHUAX
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HECTU OTBCTCTBCHHOCTH 3a
pe3yJbTaThI CBOCH PAOOTEHI.

KOHTPOJISI ¥ KOPPEKTHPOBKa, B

npeaciiax CBOUX KOMHGTGHHHﬁ,

BBIITOJIHACMBIX pa60T;

- TIOJIHOTA TpPEACTaBICHUU 32
MOCJICCTBUSL  HEKAYeCTBEHHO H
HECBOEBPEMEHHO BBITTOJIHEHHOM
paboTHI;

- 3 eKTUBHAS CAMOCTOSTEIbHAS
paboTa npu U3ydeHUn
poheCCHOHATILHOTO MOIYJIS.

OK 4. OcymecTBiasTh TOHUCK
nH(popMaIuy, HE0OXO0 MO
1t 3 PEKTUBHOTO BBITIOTHEHUS

npoeCCHOHATIBHBIX 3a/1ad.

- OnepaTuBHOCTH MOUCKa
HE00X0IMMON nH(pOpMaIuy,
obecrieynBaromei HamoOoee

ObICTpOE, MOTHOE U AP PEKTUBHOE
BBITTOJIHEHUE TIPOPECCHOHATBHBIX

3ajad;
- BIIQJICHUE pa3IMYHBIMHU
croco0aMu MorcKa HHPOPMaIIHH;
- aJICKBaTHOCTh  OLICHKHU
MOJIE3HOCTH UH(POPMALINH;

- UCHOJIb3YEMOCTh HalJIECHHOM /1151

paboThl nHpopmaruu B

PE3YyJIbTATUBHOM BBIIIOJIHCHHUH

HpO(beCCI/IOHaJ'IBHHX 3aga4d, A

npodeccuoHalbHOTO  pocTa H

JMYHOCTHOTO Pa3BUTHS,;
- CAaMOCTOSITEIBHOCTh ~ ITOMCKA
MH(GOPMALIUY TIPH PETLICHUH
HETHITOBBIX MPO(HECCHOHAIBHBIX
3amad.

HaOnronenne u ornenka
Ha IIPAKTUYECKUX
3aHATHAX

OK 5. Mcnons3oBaHue
WH(POPMALMOHHO-
KOMMYHHKAITUOHHBIX
TEXHOJIOTHI B
npodeccrnoHaIbHOM

JACATCIIBHOCTH.

- YCToMunuBOCTh HAaBBIKOB
3¢ (HEeKTHBHOTO HCIIOTH30BAHUS
COBPEMEHHBIX HUKT B
npodeccroHanbHOM AeITeTbHOCTH;

- IPaBHILHOCTH U APPEKTUBHOCTD

peicHuA HETHUIIOBbLIX
npoeCCHOHANBHBIX ~ 33Ja4  C
NPUBJICYCHUEM  CaMOCTOSITEIIEHO

HaiiieHHo! nHpopMaIy;
- ucnone3oBanue HKT B
oopMiIeHUH pPe3ysIbTaTOB
CaMOCTOSITEIbHOM pabOTHI.

HaOmronenune u oreHka
Ha TIPAKTUYECKUX
3aHATHUAX
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OK 6. PaGorars B KOMaHe,
3¢ (deKkTHBHO 00mATBCI C
KOJUIETaMH, PYKOBOJICTBOM,

KIIMCHTaMHU.

- CreneHb pa3BUTHS U YCIICITHOCTh
NPUMEHEHHS KOMMYHHKAIMOHHBIX
CIOCOOHOCTEeH Ha TpakTuke (B
OOIIEHUHN C OJHOTPYIITHUKAMH, C
YYUTEISIMA ¥ [TOTCHIMATBHBIMH
paboToaTessiMu B X0/1e

00y4eHHs);

- IOJIHOTA, [IOHUMAHUE U YETKOCTh
HPEJICTABICHUI TOTO, YTO
YCIEIIHOCTh U PE3YJIbTATUBHOCTh

HaOnronenne u orenka
Ha IPAKTUYECKUX
3aHATUAX
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BBITTOJIHCHHOM pa6OTBI 3aBUCUT OT

COIJIACOBAHHOCTH IEHCTBUU BCEX

YYaCTHHKOB KOMaHIbI
paboTaronux;
- BIIaJICHUE criocodbamMu

O0CCKOH(MIUKTHOTO OOIICHUS U

CaMOpETYJISINHU B KOJJICKTHBE;
- cO0JII0/IeHNE TPUHLIUIIOB
podecCHOHATLHOM ITHKH.

OK 8. CobOmonate AeI0BOM
OTHKET, KYJIBTYpYy u
IICUXOJIOTUYCCKHEC OCHOBBI
OOIIeHUsl, HOPMBI M TIpaBUIIA
IIOBCACHUA, HCIIOJIB30BAaTh

MCTOABI KW CpCACTBa OCJIOBOTO

- BnageHue TepMHUHOJIOTUEN
JICJIOBOM peun;

- YMCHHUC ITIOJIB30BAaTbhCA
COBPCMCHHBIMU  CJIOBApPsIMHU U
CIIpaBOYHbBIMHU  U3JAHHAMU 110

PYCCKOMY A3BIKY U HpaKTquCKOﬁ

HaOmronenne u orieHka
Ha MPAKTUYCCKUX

3aHATHUAX

5 CTHIIMCTHKE;
OOIICHUA. - JIOTHYECKas TI0CIEN0BATEIbHOCT

MOCTPOCHUS O(HUIMATBEHO-ETOBBIX

TCKCTOB JOKYMCHTOB.
OK 9. CamocTosTeNnbHO | - Opranu3anus IpaKTHIECKUX Habmrozenne 1 ouerka

y Ha IPaKTHYECKUX
OIIPCACIIATH 3ala4y | 3aHATHU Inpu HN3YUCHUU
3aHATHSX

npoeCCHOHATHLHOTO U | mpoheCCHOHATTLHOTO MOTYJISI.
JIMYHOCTHOT'O pasBuTyA,

3aHUMAaTbCA CaM006pa3OBaHI/I€M,

OCO3HAHHO IIJIAaHUPOBATH
ITIOBBIIIICHUEC KBaJ'II/I(l)I/IKaIII/II/I.

OK 10. Cobmronarh TpeOoBaHMs
0€30MaCHOCTH TPY/a, TOKAPHOM
0€30MMaCHOCTH, CAHUTAPHH U
THTUCHBI, OXPaHbl TPY/a.

- CoOroieHrue TEXHUKU
0€30I1aCHOCTH.

HaOnronenne u orenka
Ha IIPAKTUYECKUX
3aHATUAX
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Hpunoscenue 7
K npozpamme npogheccuonanvHoil

no02omoexu no npogheccuu
26353 «Cekpemapb-mauiuHucmKa»

[TPOTPAMMA

YII 01. Y4ueOGHO-IPOM3BOICTBEHHOM NPAKTUKHU

o mpodeccun 26353 «CexpeTrapb-MaAlIMHUCTKA»
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COJIEPYKAHUE

1. OBIIIASI XAPAKTEPUCTHKA PABOYEN I[TPOI' PAMMBIYUYEEHO-
ITPOM3BOJICTBEHHON ITPAKTUKH

2. CTPYKTYPA U COEPXXAHUE PABOYEHN ITPOT'PAMMBIYYEBHO-
ITPOM3BOJICTBEHHON ITPAKTUKH

4. VCJIOBUS PEAJIM3ALIMUA PABOYEM ITPOI'PAMMBIYUEBHO-
ITPOM3BOJICTBEHHON ITPAKTHUKH

5. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHUA
YYEBHO-ITPOU3BOCTBEHHOM ITPAKTUKU



1.

He.]'lb U IIJIAHUPYEMbBIE PeE3YJIbTaTbl OCBOCHHUS IPOrpaMmMbl y‘leﬁHO-HPOI/IC%BOIlCTBeHHOﬁ

NMPaKTUKHU

Pabouas mporpamma y4eOHO-IPOM3BOACTBEHHOW MPAKTUKH — SIBIISICTCS YACThIO IPOTPAMMBI
npoeCCHOHATPHON TMOATOTOBKM Mo Tpodeccuun «Cekperapp MAalIMHUCTKa» B
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OBIIASI XAPAKTEPUCTUKA PABOYEM ITPOT' PAMMBIYUYEBHO-

MMPOU3BOICTBEHHOM NPAKTUKH

no npogeccun 26353 «Cexperapb MaIIMHUCTKA»

OCHOBHOT0 BH/1a MpodeccroHanbHoi nestenbHoct (BIL):

I/IH(bOpMaI_II/IOHHO—I[OKYMeHTaI_II/IOHHaH ACATCIIbHOCTD.

1.1. Ilepeyenp oOmuUX U MPOHECCHOHATEHBIX KOMIIETECHITHIHA

Kon HaumeHoBaHue pe3y/ibTaTa 0CBOEHHS MPAKTHKH

MK 1.1. CocTtaBisThb, pelaKTUpOBaTh U oopMIIATH OpraHu3alMOHHO-
pacropsIUTEIbHYI0 TOKYMEHTALUIO, CO3/1aBaeMYI0 B OPraHU3aIlUH, COTJIACHO
tpeboBanusiMm ['ocynapctBennsix crangaptoB (I'OCT) mo odopmieHuro
JOKYMEHTOB C HCII0JIb30BaHHEM coBpeMeHHbIX BU10B UKT.

IIK 1.5. BbINonHATE MaIMHONKMCHBIE paOOTHI Pa3IMYHON CTENIEHU CIIOKHOCTH.

OK 1. [loHMaTh CYIIHOCTh W COIHMAIBHYIO 3HAYUMOCTH Oynymieidl mpodeccun,
IIPOSIBJIATH K HEM yCTOWYMBBINA MHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JE€STEIBHOCTb, UCXO/S U3 LIETU U CIIOCOOOB €€
TOCTHIKEHUSI, ONTPECIICHHBIX PYKOBOIUTEIIECM.

OK 3. AHanu3upoBaTh pabOYyI0 CUTYAIUIO, OCYLIECTBIATh TEKYILUH M HUTOTOBBIN
KOHTPOJIb, OLIEHKY U KOPPEKLHUI0 COOCTBEHHOM JesITEIbHOCTH, HECTH
OTBETCTBEHHOCTb 32 Pe3YyJIbTaThl CBOEH PaOOTHI.

OK 4. OcymecTBisATh MOWCK HH(pOpManuu, HeoOxoaumol mns  3¢dexTuBHOTO
BBITTOJIHEHUS TPO(PECCHOHATIBHBIX 3a]1a4.

OK'5. Hcnonb3oBate  MH()OPMAIMOHHO-KOMMYHHUKAIIMOHHBIE  TEXHOJOTHMM B
npodeccnoHATBHOM NesSTEIILHOCTH.

OK 6. Paborare B xomanzae, 3(p(eKTHBHO OOWMIATHCS C KOJUIETaMH, PYyKOBOJICTBOM,
KITMCHTaMH.

OK 7. CoOnronate  J1€I0BOM, JTHKET, KYyJIbTYpPY M IICUXOJIOTMYECKHE OCHOBBI
o0IIeHUs,, HOPMBI U IIpaBUJIa TMOBEICHUSA; UCIOIB30BaTh METOJbl M CPEACTBA
JIeJI0OBOT0 OOLIICHMUS.

OK 8. CamocToATeNnbHO ONpeAesaTh 3aJaud MPO(PECCHOHATBLHOIO U JMYHOCTHOIO
pasBUTHs, 3aHUMAThCS  CcaMOOOpa30BaHMEM, OCO3HAHHO  IUIAHUPOBATH
MOBBIIIICHUE KBATU(UKAIIHH.

OK 9. Cobmonate TpeboBaHUs 0€30MacHOCTH TpyHAa, TMOXKApHOH 0e30MacHOCTH,
CaHUTApUU U TUTHEHBI, OXpaHbl TPY/a.

B pesynbrare ocBOeHUS MPOrpaMMbI YIeOHO-TIPON3BOACTBCHHON TIPAKTHKU

00yJarOIUICS TOIKEH:

HMeETh - UHQOPMAIIMOHHO-TOKYMEHTAllMOHHOTO  O0eCcleYeHusi  YImpaBlIeHUECKOM
. | AE€ATEIbHOCTHU B CTPYKTYpP€E OpraHU3aln;

TPAKTHHCCKUI | crionp3oBaHms UH(GOPMAIMOHHBIX TEXHOJIOTUH U CPEACTB OPTTEXHUKHU B

OIIBIT: JIOKYMEHTAIIMOHHOM 00€CTICUCHHH YIPABJICHHUSI;

qaCTH OCBOCHUA
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yMeTb:

I10JIB30BAaTbCA HOPMAaTHBHO-MCTOAUYCCKUMU AOKYMCHTaMU 110

AOKYMCHTAIITUOHHOMY o0ecrneyeHuIo YIpaBJICHUA,

OpPraHHU30BBIBATH PA0OTY CIYKOBI JOKYMEHTAIIMOHHOTO O00eCIeYCHHUS
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YIpaBIICHUS;
- KOHCTPYUPOBATh PA3JIMYHbIC BU/IbI OJIAHKOB CITYKEOHBIX IOKYMEHTOB;

- COCTaBJISATh, PEIAKTUPOBATH u 0pOpMIISTH OpTraHU3aI[IOHHO-
pacrnopsAuTenbHbIe JOKYMEHThI OpraHU3aIuy;

- II0JIb30BATHCS] TEPMUHOJIOTUEN JEIIOBOM peuu;

- PEIaKTHPOBATH CIYKEOHbBIE TOKYMEHTHI,

- IOATOTABIIMBATH JOKYMEHTBI PA3JINYHOM CTETIEHHU CI0XKHOCTH;

- oOecrieuynBaTh Ka4eCTBO BBITIOJIHIEMBIX padoT.

3HATb:

- TEPMHHOJIOTHIO JICJIONPOU3BO/ICTBA;
- TpeOoBaHMA K OpraHu3aluu  HH()OPMALMOHHO-TOKYMEHTAIIHOHHOTO
o0CITyKMBaHUS;

- KJIACCU(HKALIUIO CITy)KEOHBIX IOKYMEHTOB;

- eMHbIe TpPeOOBaHUS U IpaBHia OPOPMIICHHUS TOKYMEHTOB B COOTBETCTBUH C
I'OCT;

- BHOBl M COCTaB OJAHKOB CIIy)KEOHBIX JOKYMEHTOB, TpeOOBaHUS K HX
KOHCTPYHUPOBAHHIO;

- o0ue TpeOOBaHM K CO/ICPIKAHUIO TEKCTOB CIIYKEOHBIX JOKYMEHTOB, (DOPMBI
U3JI0)KEHHS TEKCTOB;

- OCHOBHBIC TPYIIBI OPraHU3AMOHHO-PACHIOPSAUTEIBHBIX JIOKYMEHTOB,
OTJINYUTEIILHBIE OCOOCHHOCTH UX 0(hOpMIICHHS;

- TAIbI COCTABJICHUS CIYKEOHBIX TOKYMEHTOB;

- KOMIIBIOTCPHYKO TEXHUKY HW COBPCMCHHLIC I/IH(bOpMaI_II/IOHHBIe TEXHOJIOTHH,
IIPUMCHACMBIC npnu  JOKYMCHTUPOBAaHHUU n OpraHu3anmuu pa6OTI>I C

JOKyMEHTaMU;
- «CIIETION» eCATHUIIAIBIIEBRIN METO/I IICYaTH,
- TpeOOBaHUs K KQUECTBY BBITIOIHIEMBIX padoT.

1.2. KosauyecTBo 4acoB, 0TBOIUMOE HA OCBOEHHE MPO(eCCHOHATBLHOTO MOTYJIs
Bcero gacos — 120 yacos.

1. CTPYKTYPA U COJAEPKAHUE PABOUYEH ITPOTPAMMBIYUEBHO-
MMPOU3BOICTBEHHOM MPAKTUKH

1.1. O6bem npogeccHOHAIBLHOIO MOAYJISI U BUABI y4eOHOH padoThl

Kongrr CyMMapHbIit
po(heCCHOHATIBHBIX Hanmenosanue paszenos (ITM), o0beM Obyuenue no MJIK
u  o0mmx MEXIUCIUTITHHAPHBIX KypcoB (M/IK) Harpy3KH,
KOMIICTCHITHM 4ac. Teop. [IpakTuny.
3aHATHI 3aHATHI
K 1.1 IIM.01 UndopmaumoHHoO-
IIK 1.6 AOKYMEHTAIHOHHAS 1eATeIbHOCTh
OK 1-9 MJIK. 01.01. /loxymenmayuonnoe 120 - 120
obecneyeHue ynpasieHus

IIpomexyTouHast aTTeCcTAlUsI — KOHTPOJIbHAs paboTa
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1.1. Copep:xkanue padouyeil IpOrpaMmMbl y4eOHO-IIPOU3BOACTBEHHOM

NMPAKTUKHU
Kox v HaumenoBanue
npo¢ecCHOHAITBHBIX
Mony‘]'[eif[ U TeM COJIep)KaHI/Ie y‘leﬁﬂblx 3aHATHHU
yueOHOM NPaKTUKH
1 2

VII 01.

Y4eOHO-TPOU3BOACTBEHHAS

NMPaKTHKA

OIl.03.T. 1 TexHuka 6€30MacCHOCTH U OE30MACHOCTH TPy B
KOMITHIOTEPHOM KJIacce.
Opranm3anus pabovero mecta

MJIK 01.01.P. 1 OtpaboTKa TEXHUKH IHCHbMA: MHUCHMO TEKCTOB Pa3IMYHOM
CJIO’KHOCTH

MJIK.02.02. P.1. Odopmienne o6pasia JT0DKHOCTHON HHCTPYKITHH

MJIK.01.01. P.1. Cocrasiienue u oopMieHHE HHOOPMAITMOHHO-CIIPABOYHOMN
JIOKyMEHTAIUU

MJK. 01.01. P.1. Cocranenue u opopMiIeHHUE OpraHu3aIuOHHO-

acIIoOpSIUTEIbHON JOKYMEHTAIINHT

Opranu3zanuoHHO- p P JIOKYM 1t

pacnopsiiuTeNbHas

JTIOKYMEHTAITHSI

MJIK 02.01. P. 2 Co3naHue npe3eHTaluy ¢ aHuMaIuen

OcHOBBI MH(POPMAITMOHHBIX

TeXHOJIOTHH B pabore

cekperaps.

IIpomexyTouHas aTTecTALMA — KOHTPOJIbHAs padoTa

3. YCJIOBUSA PEAJIU3AIIMA PABOYEM ITPOTPAMMBIYYEBHO-
MMPOU3BOJCTBEHHON MPAKTUKH

3.1. TpeGoBaHnusl K MaTepUATbHO-TEeXHUYECKOMY 00ecreyeHU 0
Peanmzanust mporpamMmbl  y4eOHO-TIPOM3BOACTBEHHOW TPAKTHUKU MPEAIojaracT Haludne
y4eOHOro KabnuHeTa, OCHAIIEHHOTO TI0 BCEM TPeOOBaHHUSIM 0€301IaCHOCTH M OXPaHBI TPy/a.
O6opynoBanue y4eOHOr0 KaOUHeTa:
M0CaJ0YHbIE MECTA TI0 KOJIMYECTBY O0YJAIOIIUXCS;
AJIEKTPOHHBIE CUCTEMBI 00yueHUs (HOYTOYK/KOMITBIOTED);
pabouee MECTO yUHTes;
KOMIUIEKT Y4€OHO-METOINYECKUX MAaTEPUAIIOB U HATJISHBIX TIOCOOHIA.

3.2. UudopmanmonHoe odecrieyeHne peajau3alu NporpaMmmbl
3.2.1. PekomMeHayeMble HCTOYHUKH:
1.TOCT P 7.0.97-2016. «Cucrema craHmapToB Mo HHPOpManuu OUOIMOTEUHOMY WU

u3aTeNbckoMy aeny. OpraHu3aliOHHO-PACIIOPSIUTENIbHAS JTOKyMEHTausA. TpeOoBaHUS K
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odopmitennto nokyMmeHToB» (yTB. [IpukazoB Poccranmapra ot 08.12.2016 Ne 2004-ct), TOCT P

7.08-2013 «CucreMa CTaHIAPTOB 110 WHPOPMAIHH, OMOINOTCIHOMY U3IATEIILCKOMY JCITY.
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Jlenonpon3BoACTBO U apxuBHOE Aeno. TepMmunsl u onpenenenus» (yrB. [Ipukasom Poccranmapra
o1 17.10.2013 Ne 1185-cT) 1 MeToanyeckuMu peKOMEHIAIMSAMHE 110 pa3paboTKe HHCTPYKIUH 110
JICIIOTIPOM3BOJICTBY (peliepaTbHBIX OPraHOB UCIIOTHUTENbHOM BiacTH (yTB. [Ipuka3zom Pocapxusa ot
23.12.2009 Ne 76).

2. TamaxoB B.B. Opranumzamusi CeKpeTapcKoro oOCTyKHBaHHSA: YYEOHHK U CTY/I.
yapexIeHui cpen. mpod. oopazoBaHus. 2-¢ u3M., crep. — M.: 3marenbCkuil eHTp «AKaJIeMHUsD,
2015.-288 c.

3.3. O0mme TpeGoOBaHUS K OPraHU3ANMHN Y4eOHO-TIPON3BOACTBEHHOM NPAKTHKH
Y4eOHO-IPOU3BOACTBEHHAS MPAKTHKA IIPOBOAUTCS 00Pa30BaTEIbHBIM YUPEKICHUEM C
EJIBIO OBJIA/ICHUS 00yJaIONIMMHUCS TPOPECCHOHATBHBIX KOMITETECHITHIA.
yq€6HO-HpOI/I3BOI[CTB€HHaH IMPpAaKTUKa MOXCT IMPOBOAWTLCA B OpraHu3alugx, HalpaBJICHUC
JESTeTHbHOCTH KOTOPBIX COOTBETCTBYIOT IPOQHITIO OArOTOBKH 00YJArOIINXCA.

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSI TIPOI'PAMMBbI
YYEBHO-ITPOU3BOACTBEHHOU TPAKTUKHU

OOpa3zoBarenbHOE YUYPEKICHUE, pEATH3YIOIlee TOATOTOBKY MO y4eOHO-ITPOU3BOICTBEHHON
[IpaKTUKE, O0O0ECIEeYMBACT OPraHU3aldi0 U IPOBEIEHUE TEKYUIEro KOHTPOJS WHJIMBUIYaJIbHBIX
00pa3oBaTEeNbHBIX AOCTIDKEHUH. TeKymuid KOHTPOJIb MPOBOJUTCA YYHTEIEM B MPOIECCE MPOBEIACHUS
MpakTU4IecKuX pabor. DopMbl U METOJBI TEKYIIET0 KOHTPOJsS pa3pabaThIBarOTCS 00pa3oBaTeIbHBIM
yupexaenueM. [IpomexxyTouHas arrecranusi Mo y4eOHO-IPOU3BOJICTBEHHOI MPAKTUKE MPOBOIUTCS B
(dbopMe MpaKTUYECKON KOHTPOIBHOU PabOTHI.

Pe3yabTarsl (0OCBOCHHBbIE OcHOBHBIE MOKa3aTeJIN ®opMbl U METOAbI
npogdeccuoHaJIbHbIE OLICHKHU pe3yJIbTATOB KOHTPOJISI U OLEHKHU
KOMIIETEeHI[MH)
TIK 1.1. CocCTaBiATh, - YMeHue kinaccuuIpoBarth - Ha0moneHue WU
OKYMEHTBI 10 IpyIIam; OLICHKA npu
penakTHupoBaTh U OGOPMIATH AOKY py ’ H p
- YMEHUE COCTaBJIATD, BBIITOJIHCHUH
OpraHu3alOHHO- 6
PENaKTUPOBaTh U OPOPMIIATH IIPAKTHICCKNX PaOOT.
pacIopsAUTEIbHYIO
JIOKYMEHTALIO0 c
JNIOKYMEHTALMIO, CO3/1aBAEMYIO B
HCIIOJIb30BAHUEM PA3JIUYHBIX
OpraHu3aluy, COIJIACHO
BUJIOB OPI'TEXHUKH.
TpeOoBaHUAM I'oCTa  mno 7108 Op
oOpMIICHHIO JIOKYMEHTOB C
HCII0JIb30BAHUEM COBPEMEHHBIX
BHUJIOB OPTaHU3AIMOHHON TEXHUKH.
MK 15 BhIHOIHATE - YMeHue BBINOJHATH | - HaOJNIOJCHUWE U
MALHHOMHCHELE paborE: JOKYMEHTBI Pa3IM9IHOM CTENEHH | orienka npu
. CIOAHOCTH, BBIIIOJIHEHUH
PAa3IM4YHOU CTENEHU CIIOKHOCTH. - YMEHHE obecrnieunBaTh
MPAKTHYECKUX padoT.
KaueCTBO BBIMOJIHAEMBIX paloT;
-yMEHHUE BBOJAUTH TEKCT
«CJIETIBIMY JIECSATUIIAIIBLIEBBIM
METOJIOM I1€YaTH.
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(DOpMLI U MCTOAbI KOHTPOJIA MW OLCHKHU pPE3YJIbTATOB 06yquI/m JOJDKHBI ITO3BOJIATH
IMPpOBEPATH Yy o6yqa}0mnxc;1 HC TOJIBKO C(bOpMI/IpOBaHHOCTB HpO(beCCI/IOHaJ'IBHHX KOMHGTGHHHﬁ, HO

U pa3BUTHE OOLIMX KOMIETEHIMHI U 00ECIEUnBaOIUX UX YMEHUH.

Pe3yabTaThl (OCBOCHHBIE
npogdeccuoHaIbHbIE
KOMIIeTEeHIIMH)

OcHoBHbBIE NOKAa3aTeJaH
OIICHKHU pe3yJabTaToB

(I)OprI H METOJbI
KOHTPOJIAA 1 OII€CHKH

OK 1.

COIMAJIBHYIO 3HAYUMOCTb

[IonuMare CymHOCTE U
CBOEH
Oyaymieit nmpodeccuun, MPOSBIATH K

HEW yCTOMYMBBIA NHTEPEC.

- SIBHO BBIpa)KEHHBIN HHTEPEC K
npodeccuu cexperapsi;

- aKTUBHOCTb, MTHUIIUATHUBHOCTH

B IIpouecce OCBOCHUA

npodeccuoHanbHOMI
NESITENIbHOCTH;

- HaJTM4K€ TOJIOKUTEITBHBIX
OT3BIBOB

- HaOJIeHue "

OIICHKA npu
BBIMIOJTHEHUH
MPAKTHYECKUX padoT.

OK 2.

COOCTBEHHYIO

OpFaHI/ISOBHBaTB

ACATCIIbHOCTD,
uexoads U3 OCiIu Hu crmoco0oB ee
JOCTHUIXKCHUA, OIIpCACIICHHBIX

PYKOBOJUTCIICM.

- IlpaBunbHbIi  BbIOOp U
IPUMEHEHHE CIIOCOO0B PELICHUs
npodecCHOHATBLHBIX CUTyalluil B
obnactu COCTaBJICHUS u
oopmnenns OP/L;

- IpaBUJIbHAS
MMOCJICIOBATEILHOCTh
BBITIOJTHEHHUS JSUCTBHUHA Ha
MPAKTUYECKUX 3aHATHUSAX U BO

BpeMsl y4eOHOH MPaKTHKH,
- HaJW4YUe  TIOJOXKHTEIBHBIX
OT3BIBOB OT OJJHOTPYITITHUKOB.

- gHaOmoxeHue WU

OLICHKA npu
BBIIIOJTHEHUHN
NPaKTUIECKUX padoT.

OK 3. AnamuzupoBaTh pabouyio
CUTYAaIUIO, OCYILIECTBISTh
TEKYIIUA W UTOTOBBIA KOHTPOIb,
OLICHKY u KOPPEKITHIO
COOCTBEHHOM IeITEIbHOCTH, HECTH
OTBETCTBEHHOCTh 32 PE3yJbTaThl

cBOCH pabOTHI.

- AJIEKBAaTHOCTD OLIEHKHU

CUTyaluu B COOTBCTCTBHUU C
IIOCTaBJICHHBIMH JR(SAI 2019051 n

3a/la4aMu qyepes BBIOOD
COOTBETCTBYIOIIUX MaTEPHUAIIOB;
- CaMOCTOSITEIbHOCTh TEKYIIETO
KOHTPOJISI M KOPPEKTUPOBKA, B
npelenax CBOMX KOMIIETEHLUH,
BBITNIOJHSAEMBIX paboT;

- TIONHOTA TPEACTaBICHUN 3a
MOCIIEACTBHUSI HEKAUYeCTBEHHO U
HECBOEBPEMEHHO BBITIOJHEHHOM

paboTHI;

- a¢hexTuBHAS
CaMOCTOsTENIbHAs paboTa pu
U3y4YCHHUH NMPO(HECCHOHAIBEHOTO
MO,TYJISI.

- gHaOmoxeHue WU

OLICHKA npu
BBITIOJITHCHUH
MPAKTHYECKUX padoT.
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OK 4. OcymecTBiiarh MOUCK
nH(pOpMaIy, HEOOXOUMOM JIIIst
3¢ (HeKTHBHOTO BBITIOJTHCHUS

npodecCHOHATBHBIX 3aa4.

- OnepaTuBHOCTh  TIOUCKA
HEeoOXouMon HHpOpMaIuy,
oOecnieunBaromiell Haubosee
owICcTpOE, MOJIHOE u
3¢ (EeKTUBHOE BBIIOJIHEHUE

po(heCCUOHATILHBIX 33]1aY;
- BJIaJICHUE Pa3InIHBIMU
CIOCOOaMH MOUCKA

- HaOJIeHue "

OLICHKA npu
BBIIIOJTHEHUHN
NPaKTUIECKUX padoT.
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uHhopmanuu;
- aJICKBaTHOCTh  OILICHKHU
M0JIE3HOCTH HH(pOpMAaIHH;

- UCTIOJIb3YEMOCTh HalJACHHOU
U1l paboThl MHGOPMAIMKM B
pe3yNbTaTUBHOM BBITIOJIHEHUU
podeCCUOHANIBHBIX 3a/1a4, IS
po)eCCHOHAIBHOTO POCTa H

JMYHOCTHOTO Pa3BUTHS;
- CAaMOCTOSITEIBHOCTh ~ ITOHUCKA
UHPOPMALMK TPH  PEIICHUH
HETUTIOBBIX MTPOQECCHOHATBHBIX
3a1a4.

OK 5.

nH(pOpPMaAIIOHHO-

Hcnonp3oBanue

KOMMYHHKAI[MOHHBIX TEXHOJIOTHi
B IIpo(hecCHOHANBHOM

ACATCIIBHOCTH.

- YcToiunuBOCTh HaBBIKOB
3¢ PEKTUBHOTO MCIIOTH30BAHUS
COBPEMEHHBIX HUKT B
npoeCcCUuOHATBLHON
NESTEIIbHOCTH;

- MPaBUIILHOCTH u
3¢ (HEeKTUBHOCTH perieHus

HETHITOBBIX MTPO(ECCHOHATBHBIX

3aa4 c MIPUBJICYCHUEM
CaMOCTOSTEIbHO HauJIeHHOU
UHpOpMaLNY;

- ucnoisir3oBanue UKT B
0(QOpMIICHUU PE3YIbTaTOB
CaMOCTOSTEIbHON PaOOTEHL.

- gHaOmoxeHue WU

OLICHKA npu
BBIIIOJTHEHUHN
NPaKTUIECKUX padoT.




97

OK 6. PaGorars B KOMaHe,
3¢ (deKkTHBHO 00mATBCI C
KOJUIETaMH, PYKOBOJICTBOM,

KIIMCHTaMHU.

- CreneHb pa3BUTHS "
YCIICIIHOCTh IPUMEHEHHS
KOMMYHHKAITHOHHBIX

CIIOCOOHOCTEHN Ha MpakTHUKE (B
OOLIEHUH C OJTHOTPYIITHUKAMH,
c VAUTEIISIMU u
MOTCHIIUATHHBIMU
paborojmatensiMd B XOJe
oOyueHus);

- IOJIHOTa,  TIOHMMaHWE W
YETKOCTh MPEICTaBICHUH TOTO,
9TO YCTCIITHOCTh "
pe3yIbTaTUBHOCTD
BBITIOJTHCHHON PabOTHI 3aBUCHT
OT COrJIACOBAHHOCTH JEHCTBUUI
BCEX YYACTHUKOB KOMAaH/IbI
paboTaronux;

- BJIaJICHUE crocobamu
0CCKOH(IIMKTHOTO OOIICHUS U

CaMOPETYJISIIIUU B KOJUIEKTUBE;
- co0Mo/IeHne TPUHIIUIIOB
pohecCHOHANLHOM STUKH.

- HaOJIeHue "

OLICHKA npu
BBIIIOJTHEHUHN
NPaKTUIECKUX padoT.

OK 8. CoOmrogate  OeI0BOM

ITHUKET, KYJIBTYpYy
IICUXO0JIOTMYECKHUE

n
OCHOBBI

- Bnianenue trepmuHoIOrHei
JIETIOBOM peyH;
- YMCHHUC IMOJIb30BATHCA

- HaOIIOIeHHUE U
OIICHKA IPHU
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OOlIEHUS,, HOPMBI W  MpPABHJIA | COBPEMEHHBIMH CIIOBAPSMHU U BBITTOJTHCHAN

MMOBCACHUS; HNCIIOJIb30BaTh MCTOJLI | CIIPABOYHBIMHA U3JaHUSAMU I10 TpaKTHICCKHX pa60T'
" CpeacCTBa ACIOBOIO O6H_I6HI/I$I. PYCCKOMY SA3BIKY n
HpaKTquCKOﬁ CTHJIMCTHUKCE,

- JJOIrn4cCKas
IoCJIICA0OBATCIIbHOCTD

NOCTpOeHUs O(hULIUaTHLHO-
JICJIOBBIX TEKCTOB JJOKYMEHTOB.

- gHaOmoxeHue WU

OK 9. CamocTosTenbHO - Opranu3anus IpaKTUYECKUX
N OIICHKA npu
ONpeACIISITh 3a7a4u 3aHATUM  NOpU  U3YUYCHUU
BBITTOJTHEHUH
po¢eCCHOHAIBHOTO u po(hecCuOHaTBEHOTO MOTYJIS.
MPaKTUICCKUX PaOOT.
JINYHOCTHOT'O pa3BUTHA,
3aHUMAaThCs CaMOOOpa30BaHHUEM,
OCO3HAHHO TJIAaHUPOBATH
MOBBIIICHUE KBAUTA(DHUKAITIH.
OK 10. Cobmonarh TpeGoBaHus - CoOnroieHne TEXHUKHA - gHaOmoxeHue WU
. 0€30IMacHOCTH. OllEHKA npH
0€30MacHOCTH TpyZa, MOXKapHOI
BBITIOJITHCHUH
0C30IaCHOCTH, CaHUTApUU H
PaKTUIECKUX padoT.
TUTHEHbI, OXPaHbl TPY/a.
4.1 3AJAHUE JJId DK3AMEHYIOLIEI'OCH.
Hucrpykuus
BHuMartenpHO IpouMTaliTe 3a1aHUE.
Bt Moxkere Bocnonb3oBaThesi [OCTom Bpems
BBITIONTHEHUS 3afanus — 40 MuHyT3agaHue
bBuser Ne 1
4. Cocmaeums cnpasky o muoxareBepxkacHun (Qakra oOydenns B CIIOT cryaenTtku(ta)

CIICHUAJIbHOCTH ((I[OKYMGHTB,HI/IOHHOG obecrnieucHue YIpaBJICHUA WU APXUBOBCACHUC). PacneanaTL,

YIIOCTOBEPUTH COOTBETCTBYIOIIMM 00pa30M, Iepeaarsb 1mo pakCUMUIBHOMN CBS3H.

5. Ogopmump npuxaz é coomeemcmeuu ¢ 'OCTom:

JlemaprameHT 00pa3oBaHus, KyIbTyphl U ciopta. [Ipodeccnonansuo-rexuuueckoe yumnuiie Ne 10
[TPUKA3 Ne 34 or 13.10.11 r.

IIepmb

O Mepax 1O YIY4YNICHHIO COCTOSIHUSA Pa0OTHI IO CTAaHAAPTU3ALUA M METPOJOTMH B  Y4eOHBIX
MaCTEepPCKHUX yUUIIUIIA

B nmensix ymydiieHus cocTOsSHUS pabOT MO CTaHAAPTHU3ALMHU U METPOJIOTHH, TIyOOKOMY H3YYCHHIO
CTaHJIapTOB B MporpaMmax cHeiiucuuiing «TexHuueckoe uepueHue», «UTeHue uepTexen» u
00s13aTeTbHOMY COOJIIOJICHUIO CTaHJAPTOB HA BBIMYCKAEMYI0 B YYEOHBIX MACTEPCKUX MPOAYKIIHIO
[IPUKA3BIBAIO: 1. I[lpenonaBanue npeameToB «UTeHue depreken» U «TEXHUYECKOE UYEpUCHUE
BecTu ¢ oOs3arenbHbIM mpuMenenneM ['OCToB. 2. Beigenuts u3 kypcoB «CrenrexHoJIoTusy 1

«YCTpOHCTBO U peMOHT aBToMoOuiei» B rpynnax OM u [IM Bompockl METpOJIOTHH, TOMYCKOB H
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MOCAJI0OK B OTAENbHBIA mnpeamer «J/lomycku u TexHuueckue wusMepeHus». 3. Komuccum 1o
cTaHjzapTu3aluu u merposoruu: 3.1. J[Ba pasa B roj NpoBOJUTH MPOBEPKY COCTOSHUS BHEAPEHUS U
COOJIIOJICHHSI CTAHAApPTOB B YUeOHBIH W TPOM3BOJICTBEHHBIN mpomecc. 3.2. OOecrnednTh MPOBEPKY
rpadMUecKuX M MMUCbMEHHBIX 9K3aMEHAIMOHHBIX Pa0OT HA COOTBETCTBUE X O(OPMIICHUS CTaHIapTaM,
M3YYCHHBIM B TeueHuHU roja. 3.3. OOecrneuuTh 3aka3, MOJTYYCHHE, YU4eT W XpaHEHUE CTaHIapTOB Ha
BBIITYCKaeMYIO MTPOAYKIUIO B y4eOHBIX MacTepckuX. 4. KOHTPOIb 32 HCIIOIIHEHHEM MTPHUKa3a BO3JIOKHUTh
Ha cTtapurero macrtepa yawimma B.B. Hukonaesa

Hupekrop yunnuiua FO.H. Ilenkun
6. Odgopmnenue mexkcma oenoeoit 0okymenmayuu coznactio I'OCTy.
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Boeimnonnenue 3ananus 1o pa3BuTuio ObicTpod mewyatu Ha IIK ¢ [OMOIIBIO HaBbIKA «CIIEMOTO»
JECATUNIAIIBLEBOTO METO1A.

Buier Ne 2
4. Cocmaeums cnpasky o moxareepxkacHun ¢akra oOydenus B CIIOT crymenTtku(ta)
CTeNUANBbHOCTH «J[OKyMeHTannMoHHOe OOecIeYeHne YIpaBJICHUsS WM apXWBOBelIeHHE». Pacmeuararts,

YIIOCTOBEPUTH COOTBETCTBYIOIIIMM 00pa30M, Mepeaarsb 1o pakCUMUIBHOMN CBS3H.

5. Ogopmums npuxaz 6 coomeemcmeuu ¢ 'OCTom:

HayuHo-nccienoBaTebCKiil MHCTUTYT PbIOHOTO XO03siiCTBa

I[MTPUKA3 Ne 22 ot 23.12.2011

Mocxksa

O mnaHe Hay49HO-MCCIEA0BATEIbCKUX, METOIMYECKUX U HAYYHO-aHAIUTHYecKuX padot Ha 2002 rog.

B cBsa3u ¢ yrBepxnaenuem OObeAMHEHHEM IO PYKOBOJCTBY HAyYHO-TEXHHYECKOW HH(MOpMAIMend u

HpOHaFaHZ[OfI B P® mnnana HAay4YHO-HCCJICOOBATCIIbCKUX, MCTOAWYCCKUX WM HAYyYHO-aHAJIUTUYCCKUX

pabot Ha 2012 rox

I[TPUKA3BIBAIO:

1. YTBEpauTh:

o HAay4YHBIMHU PYKOBOJMTEISIMU HAydyHO-HcCcienoBarenbckux teMm: I'puropsH U. B., lynaesa .
M., HoBuxkoga IO. b.

. pykoBoauTtensamMu meroaudeckux Tem: [lerposy JI. A., Cunopoy M. A., lllykuny M. C.

. PYKOBOJUTENSAMU HayyHO-aHaTIUTHUecKuX padot: MBanoBy H. A., MBanosy O. B., Murtuny O.

I'., Cmupnosy . C.

2. HayuyHoe pyKOBOJACTBO HayYHO-aHAJTUTHYECKUMHU paboTamMH BO3NOKUTH Ha 3aMECTUTENS TUPEKTOpa
nHcrutyTa Penpkuna B. U.

4. 3aBeayromum otaenamMu u pykopoauteasMm teM 10 10.01.2002 3akoHYNTH COCTaBICHUE TEXHUYECKUX
3aJJaHUi ¥ IJIAHOB-TPA(HKOB, COTIACOBATH UX C PYKOBOAUTEISIMUA OT/IEIIOB.

5. KoHTposnp 3a UCHOJHEHHEM IpHKa3a BO3JAraeTcs Ha 3aMECTHTENsl JUPEKTopa Mo Hay4yHOW pabote
[TaBioBa B. H.

Jupexrop uncruryra B. @. ConoBbeB

6. Odopmnenue mexkcma oenoeoit 0okymenmayuu coznactio I'OCTy.

Bommonnenue 3amaHus 1o pasBuThio ObicTpoii medatm Ha [IK ¢ momolplo HaBbIKa «CIJIETIOTO»

NECATUIIANBLEBOTO METOA.
Bujaer Ne 3

4. Cocmaseums cnpaeky o mnoarepxaeHun ¢akra oO0yuenus B CIIDT crynentku(ra)
CHEIUATBFHOCTH «J{OKyMEHTAIlMOHHOE OOecIieueHre YIpaBJeHUs U apXuBOBeleHUe». Pacmeuarats,

YIOCTOBEPUTH COOTBETCTBYIOIIUM 00pa3oM, IiepeaaTh Mo (hakCHMHILHOM CBSI3H.

5. Ogopmums npuxaz 6 coomeemcmeuu ¢ 'OCTom:

JlemaptameHT 00pa30BaHus, KyJIbTYpbl U CIIOPTA

[Ipukas

23.10.2011 Ne 800

Mocksa

O BBe/JICHHUH B JICHCTBHE BPEMEHHOTO TTOJIOKECHHUS O JICTCKHX JIOMaX CEMEHHOTro TUTIa

B memsx Oornee MMPOKOTO pachpoCTpaHEHUs AETCKUX JIOMOB CEMEHHOro THIla Kak OJHON u3
MPUOPUTETHBIX (DOpPM YCTpOHCTBA IETEH-CUPOT W JETei, OCTaBIIMXCS Oe3 IMOMeueHUs POoJUTelNeH,

MO3BOJISIOIIEN MAKCUMAJIBHO NMPUOIU3UTH YCIOBUS UX BOCIIUTAHUS K CEMEHHBIM
ITPUKA3BIBAIO:

1. Bectu B neiictBue BpeMeHnHOe 10105k€HUE O AETCKUX JIoMaX CEMEMHOI0 TUIIA.
2. Opranam yIpaJieHHs] HAPOJAHOTO0 00pa30BaHUS:

2.1. OGecrieynTh CBOCBPEMEHHOE BBISIBJICHUE W YY€T JETEH, MOMISKAIINX HANPABICHUIO B JIETCKUE
noma ceMmerHoro tumna. [IpuBiekaTh K 3TOH paboTe OOIIECTBEHHBIX MHCIEKTOPOB IO OXpaHE IpaB

HECOBEPILICHHOJIETHHX.
2.2. Opranus3oBaTb pOJUTENSM-BOCIUTATEISAM CTAXUPOBKU B YUPEKIACHUSIX AJIs I€TEH-CUPOT U JIETEH,
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OCTaBIIUXCSI O€3 TTONEUYEHUS POTUTEIEH.
3. KoHTposib 3a UCHONHEHHEM [IaHHOTO TpPHKa3a BO3JIOKUTh HA HayaJIbHUKA OTHENAa OXPaHbl IpaB
HECOBepIICHHOICTHUX [lenapramenTa oopazoBanus A.A. AHIIpeeBa.

3am. HauansHUKa Jlenmapramenta oopazosanus [{.A. KOpkos
6. Ogopmnenue mexcma 0enogoii 0okymenmavuu coznacuo I'OCTy.
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Beimonnenue 3aganus mo pa3BuTuio ObicTpoid medatn Ha [IK ¢ momomipro HaBBIKa «CIIETIOTO»
JECATUNIAIIBLEBOTO METO1A.

Buier Ne 4
4. Cocmasums cnpagky o mnoxareepxkaeHun ¢akra oOyuenuss B CIIOT crynenTku(ta)
CTIENUANTBHOCTH «JOKyMeHTalMoOHHOe OOeCIeYeHne YIpaBICHHUS M apXuBOBeAeHHe». Pacnedararts,

YIIOCTOBEPUTH COOTBETCTBYIOIIIMM 00pa30M, Mepeaarsb 1o pakCUMUIBHOMN CBS3H.

5. Ogopmums npuxaz 6 coomeemcmeuu ¢ 'OCTom:

JlenmaprameHT 00pa3oBaHus, KyJbTyphl U criopTa. [Ipodeccnonanbuo-rexnuueckoe yumiuniie Ne 3
I[TPUKA3 Ne 39 oT 13.10.11 .

Cankr-IlerepOypr

O wmepax MO YIYYIICHHIO COCTOSHHUS pabOTBl MO CTaHAApTH3AlMM M METPOJIOTMH B y4eOHBIX
MaCTEpPCKMX y4HIuia

B mensx ymydmieHHs COCTOSHHS pabOT MO CTaHAAPTH3AIMH M METPOJOTHH, TIYOOKOMY H3yYCHHIO
CTaHJIapTOB B IMporpamMMmax coeuaucuuiuine «TexHuueckoe dvepueHue», «YUTeHue dvepTexen» u
00s13aTeNIbHOMY COOJIIOJICHUIO CTaHJAPTOB HA BBITYCKAEMYI0 B YYE€OHBIX MAaCTEPCKHX MPOIYKIHUIO
[TPUKA3BIBAIO: 1. [IpenogaBanue npeamMeToB «UTeHue 4depTeKeW» M «TEXHUUECKOE YEpPUECHHUE»
BecTH ¢ o0s3aTenbHbIM npuMeHeHneM ['OCToB. 2. Beiienuts 3 KypcoB «CHENTEXHONIOTUS» U
«YcTpolicTBO U peMOHT aBToMoOuiei» B rpynnax OM u IIM Bompocsl MeTposioruu, IOIYCKOB U
MOCAJI0OK B OTAENbHBIA mnpeamer «J/lomycku u TexHuueckue wuszMepenusn». 3. Komuccum 1o
cTaHzapTu3aluu u merposoruu: 3.1. J[Ba pasa B rojy NpoBOJUTH IPOBEPKY COCTOSHUS BHEAPEHUS U
COOJIIOJICHHSI CTAaHAApPTOB B YUeOHBIH W TPOM3BOJACTBEHHBIN mpomecc. 3.2. OOecrnedynTh MPOBEPKY
rpadMUecKuX M MHUCbMEHHBIX 9K3aMEHAIMOHHBIX Pa0OT HA COOTBETCTBUE X O(OPMIICHUS CTaHIapTaM,
M3YYCHHBIM B TeueHuHW ropja. 3.3. OOecrneyuTh 3aka3, MOITYYCHHE, yU4eT U XpaHCHHE CTaHIapTOB Ha
BBIITYCKaeMYIO MTPOAYKIUIO B y4eOHBIX MacTepckuX. 4. KOHTPOIb 32 HCIIOIHEHHEM MTPHUKa3a BO3JIOKUTh
Ha cTtapurero macrtepa yawimma B.B. Hukonaesa

Hupexrop yunnuma A.W. MBanos
6. Odopmnenue mexkcma oenoegoit 0okymenmayuu coznactio I'OCTy.
Breimonnenue 3amaHusi mo pa3BuUTHIO ObicTpoil medatu Ha [IK ¢ momomipio HaBBIKA «CIETOTO»
JECATUNIANIBIIEBOIO METO/IA.
Buuer Ne 5§

4. Cocmasums cnpagky o mnontBepxkiaeHun (akra obyuenus B CIIOT crynenTku(Ta)
crenuanbHOCTH «JlOKyMEHTAalMOHHOE OOecliedeHne YIpaBICHUS U apXuBoBeleHHe». Pacredarats,

yIIOCTOBEPUTH COOTBETCTBYIOLIUM 00pa3oM, nepeaarh 1o (akCUMUIBHOU CBSI3U.
5. Ogopmums npuxaz 6 coomeemcmeuu ¢ 'OCTom:

CoBMecTHOE mpeAnpusiTue « IKOH

IIpukas

12.11.2011 Ne 399-y

OxnHO0-Caxanuuck

006 oOpa3oBaHUY FOPUINICCKON CITYKOBI

B nensx ynydieHus opraHu3allMOHHO-IIPABOBOIO 00€CIEUeHMsI IEATENbHOCTH NPEAIPUATHS, 3aLUThI
€€ MHTEpecOB M OKa3aHUs pa0OTHHKAM COOTBETCTBYIOLIEH KOHCYJIbTAllMOHHOM IOMOIIM IO

IOPUINYECKUM BOIIPOCAM, BO3HUKAIOIIMM B IIPOIIECCE MX OCHOBHOW PabOTHI

[TPUKA3BIBAIO:

1. Hawampauky otnena kaapo K.JI. JleBuyk oOpaszoBaTh ropuamueckyto ciayxOy x 01.02.2012 B
COCTaBe:

['maBHOTO IOPUCKOHCYJIbTaHTa- | IITaTHAS €AMHULIA

IOpuckoHcybpTaHTa 0 (PUHAHCOBO-XO3HCTBEHHOM NEATEIBHOCTH- | IITaTHAs eIUHULIA
KOpuckoncynbpTanTa 1Mo padore ¢ mepconanom- 0,5 MTaATHON €TMHUIIBI
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2. I'maBHoMy ropuckoHcyibTaTy A.Il. CremaHoBy pa3paboTaTh M MpPEACTaBUTh HAa YTBEP)KICHUE
JIUPEKTOPY MPOEKT-MONOKEHHS 0 ropuaudeckoi ciayxoe k 10.07.2001.

3. KoHTpo:1b 32 BBIIOJIHEHNEM HACTOSAIIErO MPUKa3a BO3JIOKUTh HA 3aM. AUPEKTOPA MO FOPUIUUECKUM
Bornpocam B.E. benkuHa.

Hupexrop npennpusitust A.Jl. Uropkux

6. Odopmnenue mexkcma oenoeoit 0okymenmayuu coznactio I'OCTy.

Bommonnenue 3amaHus 1no pasButhio ObicTpoii medatm Ha [IK ¢ momolplo HaBbIKa «CIJIETIOrO»
JECSTUNAIIBLEBOTO METOAA.
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Bujer Ne 6

4. Cocmasums cnpaeky o mnonteepxkaeHun (Qaxta obOyuenus B CIIOT crymentku(ra)
crenuanbHOCTH «JlOKyMEHTAaIlMOHHOE oOOeclieueHre YIpaBieHHs U apXxuBoBeldeHue». Pacmeuarats,

yIIOCTOBEPUTH COOTBETCTBYIOLIUM 00pa3oM, nepeaarh o (akCUMUIBLHOU CBSI3U.
5. Odopmump npuxaz é coomeemcmeuu ¢ 'OCTom:

JlemaptameHT 00pa30BaHus, KyJIbTYpbl U CIOPTA

[Ipuka3z Ne 37 ot 25.02.2011

OxHO0-Caxanuuck

OO0 oTKpBITHH 001Ie00pa30BATEILHBIX IIIKOJI HOBOTO THITA

B nenax co3ganusi OMaronmpusATHBIX YCIOBHM AJi PA3HOCTOPOHHETO Pa3BUTHS YYAIIUXCS U pPaHHEH
npodeccnoHaNbHOM MOATOTOBKU UX K ONPEAEeICHHOMY TPYAOBOM U OOIIECTBEHHOM AESITETbHOCTH U Ha
ocHoBaHuU npukaza Ne 245-y ot 12.09.1996 MunucrepctBa oopazoBanus PO

[IpuxazsiBato: 1. OtkpeITh ¢ 01.09.2012 B r. FOxHO-CaxanuHcke cieayromue IKoyibl HoBoro tuna: 1.1.
Oo6mieobpa3oBarenbHyI0 TUMHA3UIO B cocTaBe 1-11 kitaccoB Ha 0ase cymiecTByrommx mkoi Ne 56, No
89, Ne29; 1.2. obmeoOpa3oBaTenpHbIe IHIIEH B cocTaBe 8-11 kiraccoB Ha 06a3e CymeCTBYIOMIMX MIKOT No
41, Ne 61. 2. IlpucBouWTh IIKOJIaM HOBOI'O THWIA CIEAYIOIIME HauMeHOBaHus: 2.1. cpenHss
obmieoOpa3oBarenbHas IIKONA-TUMHA3USA, 2.2. cpemHsisi o0meoOpa3oBaTellbHAs IIKOJIA-JIMIEH. 3.
[IpoBOomUTH SKCIIEpUMEHTANBHYIO paboTy B Tpenenax CMeT, BbBLACISIeMbIX MUHHCTEPCTBOM

o0Opa3oBaHMsL.
Hauansnuk Jlemapramenta oOpa3zoBaHus, KyiabTypsl u ciopta .M. BanoB
6. Ogopmnenue mexcma 0enoeoit 0okymenmayuu coznacno I'OCTy.
Breimonnenue 3amaHus mo pa3BuTHiO ObicTpoid meuyaT Ha [IK ¢ momomipio HaBbIKa «CJETIOTrO»
JECSATUIATIBLEBOIO METOA.
buuer Ne 7

4. Cocmasums cnpagky o mnonreepxkiaeHun (akra obOyuenmss B CIIOT cryneHTku(Ta)
CHEMALHOCTH «JlOKYMEHTAIlMOHHOE O0ECIIeUCHHE YIIPaBJICHHUS W apXWBOBEACHHE». Pacriedararsb,

YIOCTOBEPUTH COOTBETCTBYIOLIUM 00pa3oM, epeaaTh o (PakCUMUIIBHOM CBSI3U.
5. Ogopmump npuxaz 6 coomeemcmeuu ¢ ' OCTom:

3aBoJi METAINTIOKOHCTPYKITHIt

[Tpuka3s r. XabapoBck

16 maprta 2011 Ne 184

OO0 opraHu3zanuu 3aHATUN MO MOBBIIICHUIO KBaTU(UKALIUN

B cooTBercTBUU ¢ YCcTaBOM IpeaNpUSITUS

MIPUKA3BIBAIO:

OpraHnu3oBaTb Ha 3aBOAC TPCXMECAYHLIC KYPCBhbI IO ITOBBIINICHUIO KBaJ'II/I(bI/IKaI_II/II/I PYKOBOAAIIHUX H
HHXCHCPHO-TCXHUYCCKUX pa6OTHI/IKOB 110 an/maraeMoﬁ nporpamMme KypCoB Ha 48 y‘{e6HBIX qacCoB,

YTBEPUTh KOHTHHI'€HT PAOOTHHKOB COTJIACHO MTPUIIAraeMOMY CITUCKY;
YCTaHOBWTD JHU 3aHATHI Ha Kypcax
BTOPHUK - ¢ 18% o0 20%
MATHUILIA - ¢ 17% no 199
KOHTPOJIb 3a pabOTON 3aHATHH W 00Illee METOAMYECKOS PYKOBOJCTBO BO3JIOKHTh Ha TIJIABHOTO
nnxeHepa B.C. Apxunosny.

Hupexrop 3aBona A.U Edppemon
6. Ogopmnenue mexkcma oenogoit 0okymenmayuu coznactio I'OCTy.
Bommonnenue 3amaHus 1o paszButuio ObicTpoid mneuatn Ha [IK ¢ momolpio HaBbIKa «CIJIETIOrO»
JECSATUIATIBLEBOIO METOA.
Buier Ne 8

4. Cocmaeums cnpasky o mnoxareepxkacHnn (akra oOysenus B CIIOT crymenTtku(ta)

CIICHUAJIbHOCTH ((I[OKYMGHTaLII/IOHHOG obOecreucHue YHOpaBJICHUA W APXUBOBCACHUC). PacneanaTb,
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YIIOCTOBEPUTH COOTBETCTBYIOIIMM 00pa30oM, Iepeaarsb 1mo pakCUMUIBHON CBS3H.

5. Ogopmums npuxaz 6 coomeemcmeuu ¢ 'OCTom:

XabapoBCKHUIT MOHTAXHBINA KOJUTCIK

ITpukaz Ne 170-y ot 2.10.11

O co3manuu neHTpa HHOOPMAITMOHHBIX TEXHOJIOTHIA

CormacHo pemIeHUIO TIeNaroru4eckoro CcoBeTa, ¢ 1enblo  3(P(GEKTUBHOTO
BBIYUCIIUTENILHOW TEXHUKHU TPUKA3bIBAIO:

HCIIO0JIb30BaHUA
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13. Cosznath Ha 6a3e kabunera nuHpopmaruku LlenTp nadopmannonusix Texuonorui (LIAT).
14. YrBepauts wtat LT B konuuecTBe 3 enuHULL

. pykoBoautenb HUT — 14 pazpsa no ETC

. 3aB. jaboparopueit — 12 TapudubIit pazps

. nmkeHep — 11 TapudHsIi paspsn

15. BHecTr n3MeHeHus B IITaTHOE paclucaHue KOJUIemKa.

16. Omunary Tpyaa pabotaukoB LIUT npousBoauTts B npeaenax (GoHaa 3apabOTHOM MIaThl.
JlupekTop KoJuieKa A.C. IIpuBanos

6. Ogopmnenue mexcma 0enoeoit 0okymenmayuu coznacno I'OCTy.

Bommonnenue 3amaHusg 1o pasButhio ObicTpoii medatm Ha [IK ¢ momolplo HaBbIKa «CIJIETIOrO»

JECATUIIAIBIEBOTO METOA.
Bujer Ne 9

4. Cocmaeums cnpasky o moxareepxkacHun (akra oOydenus B CIIOT crymenTtku(ta)
CTeNUANBHOCTH «JOKyMeHTanMoOHHOE OOECIeYeHne YIpaBICHUS W apXWBOBeIeHHE». Pacmeuarars,

YA0CTOBEPUTH COOTBETCTBYIOIIMM 00pa3oM, IepeiaTh 1Mo (HakCUMUIBHOMN CBS3H.
5. Ogopmump npuxaz é coomeemcmeuu ¢ 'OCTom:

OO611ecTBO ¢ OrpaHUYEHHON OTBETCTBEHHOCTHIO "Bect"

IIpukas

Ne 76 ot 12.03.2010

IOxHO0-CaxanuHck

O BBesneHuu MHCTpyKIIMY 10 1€T0NPOU3BOICTBY

B mensix coBepmieHCTBOBaHMS pabOTHI C JOKYMEHTaMHU Ha TPEANPHATAN M 00ECTCUCHUH WX
COXPAHHOCTH ITPUKA3bIBAIO:

1. YTBepauts MHCTPYKIUIO 110 AETONPOU3BOICTBY.

2. Bectu B geiictBue MHcTpyKLuio 1o aenonpousBoiacTty ¢ 1.04.2011 r.

3. Bcem cTpykTypHBbIM noapasaeneHusM U corpyaHukam ¢ 01.04.2011 pykoBoacTBOBaThCS MpaBUiIaMu
paboThI ¢ JOKyMEHTaMH, 3aKpeIUIEHHBIMU B ITHCTPYKIIMK IO JIETTOTIPOU3BOICTBY.

4.Cexpetapro-pedgeputy A.W. VBaHOBOH COBMECTHO C 3aBEIYIOIIUM KOIMHUPOBaJIbHO-MHOKUTEIHHOU
ciayx060it I'. O. IleTtpoBbiM obOecrieuuTh THpakupoBaHHe MHCTPYKIMH IO JEJIONPOU3BOJCTBY U €€

nepeaaydy B CTpyKTypHsble npeanpustus a0 1.04.2004
5. KoHTponb 3a BBINOJHEHHWEM HACTOSINErO MpHKa3a BO3JNOKHUTh Ha 3aMECTUTENs AUPEKTOpa
npeanpusarus 11. A. Eroposa.

Hupexktop M. A. Cunopos
6. Ogopmnenue mexcma 0enoeoit 0okymenmayuu coznacrno I'OCTy.
Beimonnenue 3amanusi mo pa3BuTHIO ObicTpoii mevyatn Ha [IK ¢ MOMOIIBIO HAaBBIKA «CJIETIOTO»
JECSITUMATIBLIEBOTO METOAA.
Buier Ne 10

4. Cocmasums cnpaeky o mnonreepxiaeHuun ¢akra obydenuss B CIIOT crygentku(ra)
crenuanbHOCTH «JloKyMeHTallMOHHOe obOecrieyeHne YNpaBieHHs W apXHBOBelIeHUe». Pacrmeuararts,

yIIOCTOBEPUTH COOTBETCTBYIOLIUM 00pa3oM, nepeaarh o (HakCUMUIBHOM CBSI3U.
5. Ogopmums npuxaz é coomeemcmeuu ¢ 'OCTom:

3aB0oJi METAINTIOKOHCTPYKITHIt

[Tpuka3 r. XabapoBck

16 mapra 2011 Ne 184

OO0 opraHu3zanuu 3aHATUN MO MOBBIIICHUIO KBaTU(UKALUN

B cooTtBercTBUM ¢ Y cTaBOM MpeANpUSTHS

MIPUKA3bIBAIO:

OpPTraHU30BaTh Ha 3aBOJE TPEXMECSYHBIE KYPChl IO MOBBIIMICHUIO KBATU(PHUKAIMHA PYKOBOISAIIMX M
MHXEHEPHO-TEXHUUYECKUX PAOOTHUKOB IO IpHJIaraéMoi IMporpaMMme KypcoB Ha 48 yueOHBIX 4acoB;

YTBEPIUTH KOHTHHIEHT PAOOTHUKOB COrTIACHO MPUIIATAEMOMY CITHCKY;
YCTaHOBMTH JHU 3aHATHI HAa Kypcax
BTOPHHUK - ¢ 189 g0 209
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MATHUILIA - ¢ 17% no 199

KOHTPOJIb 32 paboToil 3aHATHUN M 00IIee METOJUYECKOe PYKOBOJACTBO BO3JIOKUTH Ha TJIABHOTO
nnwxeHepa B.C. Apxunosny.
Hupexrop 3aBoga A.M Edpemos
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6. Ogopmnenue mexcma 0enosoit 0okymenmayuu coznacno I'OCTy.

Bommonnenue 3agaHus 1o pasBuThio ObicTpoii medatm Ha [IK ¢ momolplo HaBbIKa «CIJIETIOrO»
JECATUIIATIBLEBOIO METOA.
Buaer Ne 11

4. Cocmasums cnpagky o mnonreepxkiaeHun ¢akra obOydenus B CIIOT crygentku(ra)
CHEeIHALHOCTH «JlOKyMEHTaIlMOHHOE O0ECIieUeHUE YIpaBICHUS W apXHBOBEICHUE». PacmeuararTs,

YAOCTOBEPUTH COOTBETCTBYIOIIMM 00pa3oM, MepeiaTh 1Mo (HhakCUMUIBHOMN CBS3H.

5. Odgopmums npuxaz 6 coomeemcmeuu ¢ 'OCTom:
XabapoBCKHMIT MOHTQKHBIN KOJUICIK
12. 170-y

O co3nanuu neHTpa HHPOPMAITMOHHBIX TEXHOJIOTHUI
CorylacHO  peIICHHUIO IMEJarorudeckoro  coBeTra, C 1edbl0  3(G(EKTUBHOIO  MCIOJIb30BAHHS
BBIYMCIIUTEIILHON TEXHUKH MPUKA3bIBAIO:

17. Cosznath Ha 6a3e kabunera uHpopmaruku LlenTp nadopmannonusix Texuonorui (LIAT).
18. VYrepauts mrat LIUT B konmdecTBe 3 €AMHULL:

. pykoBogutens LIAT — 14 pa3psg no ETC

. 3aB. aboparopueit — 12 TapudHbIit pazpsg

. unxenep — 11 Tapuduslii paspsaa

19. BHecTr n3MeHeHus B IITaTHOE paclucaHue KOJUIemKa.

20. Omtary Tpyaa padotaukoB LIUT npousBoauTs B peaenax (GoHmaa 3apad0THOM IJIaThHI.
Hupekrop komtemxa A.C. [IpuBanos

6. Ogopmnenue mexcma 0enosoit 0okymenmayuu coznacno I'OCTy.

Breimonnenue 3agaHus 110 Pa3BUTHIO 6LICTpOﬁ neyatu Ha IIK c IIOMOIIIBXO HAaBBbIKa «CJICIIOTO»

JIECATUIIANBIIEBOIO METO/IA.
Buaer Ne 12

4. Cocmasums cnpaeky o mnonteepxkaeHun (akra obyuenus B CIIOT crynenTku(ta)
crenuanbHOCTH «JlOKyMEHTAalMOHHOE OOecliedeHne YIpaBICHUS U apXuBOBeAeHHe». Pacredarats,

yIIOCTOBEPUTH COOTBETCTBYIOLIUM 00pa3oM, mepeaarh 1o (akCUMUIBHOM CBSI3U.

5. Ogopmump npuxaz é coomeemcmeuu ¢ 'OCTom:

OO611ecTBO ¢ OrpaHUYEHHON OTBETCTBEHHOCTHIO "Bect"

IIpukas

Ne 76 or 12.03.2011

OxHO0-Caxanuuck

O BBeneHuu MHCTPYKIIUY 1O 1€TONPOU3BOJICTBY

B nensx coBepiieHCcTBOBaHUSL pabOTHI C JOKYMEHTaMH HAa MPEANPUATAN U OOECICUCHUU HUX
COXPAHHOCTH MPUKA3HIBAIO:

1. YTBepauth MHCTPYKIUIO 110 1E€T0NPOU3BOJICTBY.

2. Bectu B aeiictBue MHCcTpyKLuio 1o nenonpousBoiacTBy ¢ 1.04.2012 r.

3. BceM cTpyKTypHBIM noapaszaeseHusm u corpyaHukam ¢ 01.04.2012 pykoBoACTBOBaTbCS paBUiIaMu
paboThI ¢ TOKYMEHTaMH, 3aKPETJICHHBIMU B IHCTPYKITUH 1O AETOMPOU3BOICTRY.

4.Cexperapro-pedepury A.W. VIBaHOBOH COBMECTHO C 3aBEIYIOIIMM KOIHUPOBATHLHO-MHOXKHUTEITHHOU
ciyx00i1 I'. O. IletpoBbiM obOecrieunTh THpaxkupoBaHHEe MHCTPYKIMM 10 JEIONPOU3BOJCTBY U €€

neperady B CTpyKTypHbIe npeanpustus no 1.04.2012

5. KoHTponb 3a BBIIIOJHEHUEM HACTOSILErO IIPHKa3a BO3JIOKHUTb Ha 3aMECTUTEN AUPEKTOpa
npenanpusarus [1. A. Eroposa.

Hupexktop M. A. Cugopos

6. Ogopmnenue mexcma 0enosoit 0okymenmayuu coznacno I'OCTy.

Beimonuenue 3amanus no pa3BuTuro ObicTpoil mewyatw Ha IIK ¢ mOMOIIBIO HAaBBIKA «CJIETIOTrO»

JECATUIIAIBIEBOTO METO/A.
Buaer Ne 13

4. Cocmasums cnpaeky o mnonrsepxiaeHun (Qakra obOydenus B CIIOT cryaentku(ra)

CIICHHUAJIBHOCTHU ((I[OKyMCHTaI_II/IOHHOC obOecrieueHue YHIpaBJICHUA U APpXUBOBCIACHUCY. PacneanaTL,
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YIIOCTOBEPUTH COOTBETCTBYIOIIMM 00pa30oM, Iepeaarsb 1mo pakCUMUIBHON CBS3H.
5. Ogopmums npuxaz 6 coomeemcmeuu ¢ 'OCTom:

JlenaprameHT 00pa3oBaHus, KYJIbTYpPhI M CIIOpTA

[Ipukas
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25.05.2011 Ne 37

IOxu0-Caxanmnack
OO0 oTKpbITHHU 00ITICO0pPa30BaTEILHBIX IITKOJ HOBOT'O THIIA

B mensx co3maHusi OJIAarONPUSATHBIX YCIOBUH IS Pa3HOCTOPOHHETO PA3BUTHUS yYalMXCS W PaHHEU
poecCHOHATLHOM TOJITOTOBKY HX K OMPEACIICHHOMY TPYJIOBOW M OOIIIECTBEHHOH JIEATSIFHOCTH U Ha
ocHoBaHuU npukaza Ne 245-y ot 12.09.2009 Munucrepcrsa oopazoBanus PO

[IpukaspiBato: 1. OtkpeIiTh ¢ 01.09.2000 B r. FOxHO-CaxanuHcke cieayroniye mKoJbl HoBoro tuna: 1.1.
O61eoOpa3oBaTenbHyI0 TUMHA3HMIO B cocTaBe 1-11 kiaccoB Ha 6a3ze cymiecTByromux mkoma Ne 56, Ne
89, No29; 1.2. obieobpazoBarenbHbIe JUIleH B cocTaBe §8-11 kinaccoB Ha 0a3e CyHIECTBYIOMUX MIKOI Ne
41, Ne 61. 2. IlpucBouTh IIKOJIaM HOBOI'O THNA CIEAYHOUIME HauMeHOBaHus: 2.1. cpenHss
oOmeoOpazoBarenbHasl IIKOJa-TUMHA3usA, 2.2. CpemHsst oOmieoOpa3oBareibHas IIKOJa-TULEH. 3.
[IpoBoANTh OSKCHEpUMEHTANbHYIO paboTy B IMpeaeiaax CMeT, BbLIENsAEMbIX MUHUCTEPCTBOM

oOpaszoBaHwUsI.
6. Ogopmnenue mexkcma oenogoit 0okymenmayuu coznactio I'OCTy.
Breimonnenue 3amaHus mo pas3BuTHi0 ObicTpoid meuyaT Ha [IK ¢ momomipio HaBBIKa «CIETIOTrO»
JECSITHITATTLIIEBOTO METO/IA.
Buser Ne 14

4. Cocmasums cnpagky o mnonreepxkiaeHun (akra obOyuenmss B CIIOT cryneHTku(Ta)
CHEeMAILHOCTH «Jl[OKYMEHTAIlMOHHOE OOeCIIeUCHHE YIIPaBJICHUS W apXWBOBEACHHE». Pacriedarars,

YAOCTOBEPUTH COOTBETCTBYIOIIMM 00pa3oM, MepeiaTh 1Mo (HhakCUMUIBHOMN CBS3H.
5. Ogopmump npuxaz é coomeemcmeuu ¢ 'OCTom:

CoBMeCTHOE MPEIPUATHE «IKOHY

IIpukas

12.11.2011 Ne 399-y

OxHo0-CaxanuHck

06 oOpa3oBaHNM IOPUINUECKON CITYKOBI

B nensax YIYUHICHUS OPraHU3allMOHHO-IIPABOBOI'O obecneyeHus ACATCIIbHOCTU IPCAIIPUATHA, 3allIUTBI
€C HMHTCPCCOB M OKa3aHUA pa6OTHI/IKaM COOTBeTCTByI-OH_[eﬁ KOHCYHBTaHHOHHOﬁ ImoMomM I1I0

IOPUIMYECKUM BOIIPOCAM, BO3HUKAIOIIMM B IPOLIECCE UX OCHOBHOW pabOTHI

[TPUKA3BIBAIO:

1. Hauanpauky otaena kagpoB K.JI. JleBuyk oOpa3oBarh ropuamueckyro cinyx0y k 01.02.2012 B
COCTaBe:

I'maBHOTO FOPUCKOHCYJIbTAaHTa- | IITaTHAs eAMHULIA

IOpuckoHcybpTaHTa 10 (PUHAHCOBO-XO3HCTBEHHOM NEATEIBHOCTH- | IITaTHAs eUHULIA
IOpuckoHcybpTanTa no padbore ¢ nepconanom- 0,5 mTaTHON eAUHULIBI

2. I'maBHOMy ropuckoHCynbTaHTy A.Il. CrenaHoBy pa3paboraTb M NpPEACTaBUTh Ha YTBEpPXKAECHUE
JIUPEKTOPY MPOEKT-MONOKEHHS 0 ropuandeckoit ciayxoe k 10.07.2012.

3. KoHTpob 3a BBINOJIHEHUEM HACTOSLIETO MPUKAa3a BO3JIOKUTH HA 3aM. JUPEKTOPA IO IOPUAUUYECKUM
Bonpocam B.E. benkuna.

Hupekrop npennpusitust A.Jl. Uropkux

6. Ogopmnenue mexcma 0enosoit 0okymenmayuu coznacno I'OCTy.

Beimonnenue 3agaHus mo pa3BuThi0 OblcTpod mnewatn Ha IIK ¢ 1OMOIIBIO HaBbIKa «CIIEHOrO»

NECATUIIANBLEBOTO METOA.
Bujaer Ne 15

4. Cocmasums cnpagky o mnontBepxkaeHun (akra obyuenus B CIIOT crynenTku(ta)
crenuanbHOCTH «JlOKyMEHTAallMOHHOe OOecliedeHne YIpaBICHUS U apXuBOBeleHHe». Pacredarats,

yIIOCTOBEPUTH COOTBETCTBYIOLIUM 00pa3oM, mepeaarh 1o (HakCUMUIBHOM CBSI3U.

5. Ogopmump npuxaz 6 coomeemcmeuu ¢ 'OCTom é npozpamme Microsoft Word:
JlemapramMeHT 00pa30BaHus, KYJIbTYPHI U CIIOPTA

[Ipuka3s
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23.10.2011 Ne 800

Mocksa
O BBeZIcHUHU B JICUCTBHE BPEMEHHOIO MOJIOKEHHUS O IETCKUX JIOMaX CEMEMHOTO THIa

B memsix 0oree MIMPOKOTO pacmpoOCTpaHEHHUsS JETCKHX JIOMOB CEMEHHOTO THIIA Kak OJHON u3
MIPUOPUTETHBIX (OPM YCTPOMCTBA JETEH-CUPOT M JIETEH, OCTAaBIIMXCS O€3 MOMEUEHUs] POIUTENCH,

HO3BOJ’I$[IOHI€I>1 MaKCUMAJIBHO HpI/I6J'II/I3I/ITI) YCJIOBUA UX BOCIIMTAHUS K CeMEHHBIM
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[TPUKA3BIBAIO:

1. Bectu B neiictBue BpemMeHnHOe 10105k€HUE O IETCKUX JIoOMaX CEMEMHOI0 THIIA.
2. Opranam ympaJieHHs] HApOJAHOT0 00pa30BaHUS:

2.1. OGecrieunTh CBOEBPEMEHHOE BBISBICHHE M YYET JAETEH, MOAJIEeKAIIUX HAINpPaBICHHUIO B JIETCKHE
noma ceMmelHoro tumna. IlpuBnekarb k 3ToH paboTe OOILIECTBEHHBIX MHCIEKTOPOB IO OXpaHE IIPaB

HECOBEPUICHHOJIETHHX.

2.2. Opranu3oBaTb pOJUTENSAM-BOCIUTATEISAM CTAXUPOBKU B YUPEKIACHUSIX AJIs I€TEH-CUPOT U JI€TEH,
OCTaBIIUXCS 0€3 MOTNeueHus: POAUTENeH.

3. KoHTposib 32 HCIOTHEHUEM [AHHOIO IPUKA3a BO3JIOKWUTh HAa HAyalbHUKA OTIENA OXPaHbl IpPaB
HecoBeplIeHHOJIeTHUX [lenapramenTa oopazoBanusi A.A. AHIpeeBa.

3am. HauanpHUKa Jlenapramenrta oopasosanus [{.A. FOpkos
6. Odghopmnenue mexcma 0enosoii 0okymenmavuu coznactuo I'OCTy.
Beimonnenue 3amanus 1o pa3BuTuio ObicTpoil medatn Ha [IK ¢ momomipio HaBBIKAa «CIIEHOTO»
JeCATUNIANIBLIEBOIO METO/A.
Buier Ne 16

4. Cocmaeums cnpasky o moxareepxkacHun (akra oOysenus B CIIOT crymenTtku(ta)
CTeNUANBHOCTH «J[OKyMeHTanMoOHHOe OOECIeYeHnEe YIpaBICHUS W apXWBOBelIeHHE». Pacmeuarars,

YIIOCTOBEPUTH COOTBETCTBYIOIIUM 00pa3oM, Mepeaarh 1o GakCUMUIBHOMN CBSI3H.

5. Ogopmumps npuxaz 6 coomeemcmeuu ¢ ' OCTom 6 npocpamme Microsoft Word:
JlemapramMeHT 00pa30BaHus, KyJIbTYPHI U CIIOPTA

ITpukaz Ne 37 ot 25.02.2011

HOxHo0-CaxanuHck

O06 oTKpbITHH 00111€00pPa30BATENBHBIX IKOJ HOBOTO THIIA

B mensix co3manus OiaronpusATHBIX YCJIOBHH Ui Pa3sHOCTOPOHHETO PA3BHUTHUS yUYAIIMXCS M paHHEH
npoeCCHOHATBFHON MOATOTOBKH MX K OMPEIeIEHHOMY TPYZOBOI M OOIIECTBEHHOHN AEATEIBHOCTH U Ha
ocHoBaHuU npukaza Ne 245-y ot 12.09.2009 Munucrepcrsa oopazoBanus PO

[IpuxazsiBato: 1. OtkpeITh ¢ 01.09.2012 B 1. FOxHO-CaxanuHcke cieayrolne IKoyibl HoBoro tuna: 1.1.
Oo6mieobpa3oBarenbHyI0 TUMHA3UIO B cocTaBe 1-11 kitaccoB Ha 0aze cymiecTByrommux mkoi Ne 56, No
89, Ne29; 1.2. obmeoOpa3oBaTenbHbIe IHIIEH B cocTaBe 8-11 kiraccoB Ha 6a3e CymeCTBYIOMIMX MIKOT No
41, Ne 61. 2. IlpucBouTp mIKOJAM HOBOI'O THUIIA CIEAYIOIIME HauMeHoBaHus: 2.1. cpenHss
obmieoOpazoBarenbHas IIKONMA-TUMHA3USA, 2.2. cpemHsisi o0meoOpa3oBaTellbHAS IIKOJA-JIMIEH. 3.
[IpoBOomUTH SKCIIEpUMEHTANBHYIO paboTy B Tpenenax CMeT, BbLAEISIeMbIX MUHHCTEPCTBOM

o0Opa3oBaHMsL.
Havansnuk Jlemapramenta oOpa3zoBaHus, KyiabTypsl u ciopta V.. MBanos
6. Ogopmnenue mexkcma oenoeoit 0okymenmayuu coznactio I'OCTy.
Bemmonnenue 3amaHusi mo pa3BuTHIO ObicTpoid mewyatn Ha [IK ¢ MOMOIIBIO HAaBBIKA «CJIETIOTO)
JECATUIIATIBLEBOIO METOA.
Buier Ne 17

4. Cocmasums cnpasky o muoxareBepxkacHun (Qakra oOydenns B CIIOT cryaenTtku(ta)
crnenuanbHOCTH «JoKyMeHTannoHHOe oOecrieueHne YNpaBiICHHS W apXHuBOBeAeHUe». Pacnedarars,

YIOCTOBEPUTH COOTBETCTBYIOIIUM 00pa3oM, IiepeaaTh Mo (hakKCHMHILHOM CBSI3H.

5. Ogopmums npuxaz 6 coomeemcmeuu ¢ ' OCTom ¢ npozpamme Microsoft Word:
3aB0/i METAJUIOKOHCTPYKLIUM

[Tpuka3s r. XabapoBck

16 maprta 2011 Ne 184

OO0 opraHu3aUu 3aHATUH 10 MOBBIIICHUIO KBATU(PUKAIIUN

B cootBercTBUU ¢ YCcTaBOM IpeaNpUSITUS

MIPUKA3bIBAIO:

OpraHn3oBaTb Ha 3aBOAC TPCXMECAYHLIC KYPChbl IIO IMOBBIIICHUIO KBaJII/I(i)I/IKaLII/II/I PYKOBOJAIIUX U
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MHXEHEPHO-TEXHUUYECKUX PAOOTHUKOB IO IpHJIaraéMoi IMporpaMMe KypcoB Ha 48 yueOHBIX 4acoB;

YTBEPIUTH KOHTHHIEHT PAOOTHUKOB COrTIACHO MPUIIArAEMOMY CIIHMCKY;
YCTAaHOBHTH JIHM 3aHATHI Ha Kypcax
BTOPHHUK - ¢ 1890 g0 209
MATHUILIA - ¢ 17% no 199
KOHTPOJIb 32 PabOTOi 3aHATHIT M 00IEe METOMIECKOE PYKOBOJCTBO BO3JIOKHUTH Ha TJIABHOTO
nnxeHepa B.C. Apxunosny.
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Hupexrop 3aBona A.U Edhpemon

6. Ogopmnenue mexcma 0enosoit 0okymenmayuu coznacno I'OCTy.
Bommonnenue 3amaHusg 1no pasButhio ObicTpoii medatu Ha [IK ¢ momolplo HaBbIKa «CIJIETIOrO»
JECATUIIATIBLEBOIO METOA.

Buier Ne 18

4. Cocmasums cnpagky o mnontBepxkaeHun (akra obyuenus B CIIOT crynenTku(Ta)
crenuanbHOCTH «JlOKyMEHTAallMOHHOE OOecliedeHne YIpaBICHUS U apXuBoBeleHHe». Pacrewarats,

yIIOCTOBEPUTH COOTBETCTBYIOLINM 00pa3oM, nepeaarh no (hakCUMHUIBHOM CBSI3U.

5. Ogopmumps npuxaz 6 coomeemcmeuu ¢ 'OCTom 6 npocpamme Microsoft Word:
XabapoBCKHI MOHTaKHBINA KOJUIEIHK

ITpukas Ne 170-y ot 2.10.11

O cozpanuu neHTpa nHOOPMALMOHHBIX TEXHOIOTHI

CornmacHO  peIICHHWIO TIEAarorH4eckKoro CcoBera, C I1enbi0  A(P(EKTHBHOTO  HCIIOJIB30BAHHUS
BBIYHCIUTEIILHON TEXHUKH MTPUKA3BIBAIO:

21. Co3znarp Ha 6a3e kabuHera nHpopmaTuku LlenTp nHbopManrmoHHbIX TexHomorui (LIUT).
22. VYrepauts mrat LIUT B konmyecTBe 3 €AMHULL:

. pykoBoautens HUT — 14 paspsa no ETC

. 3aB. 1Jaboparopueii — 12 TapudHbIi pa3psia

. nmkeHep — 11 TapudHbIi pa3psn

23. BHecTr n3MeHeHus B IITAaTHOE paclucaHue KOJUIeIKa.

24, Omtary Tpyaa padotaukoB LIUT npousBoauTs B peaenax (GoHmaa 3apad0THOM IIaThH.
JlupekTop KoJuieKa A.C. IIpuBanos

6. Odgopmnenue mexcma oenoeoit 0okymenmayuu coznactio I'OCTy.

Bemonnenne 3amaHus 1o pasBuTHiO ObicTpoi medatn Ha IIK ¢ mNOMOIIBIO HaBBIKA «CIIETIOTO»
JECSITUNATIBLIEBOTO METOA.
Buier Ne 19
Cocmasumsb cnpagky o noarsepxxaeHun ¢axrta odydenus B CIIOT crynenTku(ra) cnenuaibHOCTH
«JloKyMeHTallMOHHOE ~O0ecliedeHue YOpaBJICHMs W apxuBOBeAeHue». Pacmewarats, yAOCTOBEPUTH
COOTBETCTBYIOLIMM 00pa3oM, nepenaTh o GakCUMUIBLHON CBS3H.
Ogopmump npuxaz 6 coomeemcmeuu ¢ 'OCTom é npozpamme Microsoft Word:
OO01IecTBO ¢ OTpaHNYCHHON OTBETCTBEHHOCTHIO ""Bect"
IIpukas
Ne 76 or 12.03.2011
OxHo0-CaxanuHck
O BBenenuu MHCTpyKIIMU MO A€I0NIPOU3BOACTBY
B nensx coBepuieHCTBOBaHUS pabOTHI C AOKYMEHTaMH Ha HPEJUIPUATHN U OOECHEUEHUU HX
COXPAHHOCTH IIPUKA3bIBAIO:
1. YTBepauts MHCTPYKIUIO 11O IEIOIPOU3BOJCTBY.
2. Bectu B geiictBue MHcTpyKLuio 1o aenonpousBoicTty ¢ 1.04.2011 r.
3. Becem cTpykTypHbIM nozpaszzeneHusM u cotpyanukam ¢ 01.04.2011 pykoBoacTBOBaThCS NpaBUiIaMu
paboThI ¢ JOKyMEHTaMH, 3aKpeIUIeHHBIMU B THCTPYKIIMK TIO JIETTOTIPOU3BOICTBY.

4.Cexpetapro-pedeputy A.W. IBaHOBOI COBMECTHO C 3aBEIYIOIINM KOMUPOBAIbHO-MHOKUTEIHHON
ciyx00it I'. O. IletpoBeiM 0OecrieunTs TUpaKUpoBaHUe WHCTPYKIIMU MO JAETOMPOU3BOACTBY U €€

nepeaaydy B CTpyKTypHsble npeanpusatus 1o 1.04.2011
5. KoHTpo:1b 3a BEINOTHEHHUEM HACTOSIIETO MPUKa3a BO3IOKUTH HA 3aMECTUTENS TUPEKTOpa
npeanpusarus 11. A. Eroposa.

Hupekrop M. A. Cunopos
Ogopmnenue mexcma 0enosoit 0okymenmayuu coznacno I'OCTy.
Beimonuenue 3amaHus mo pa3BuTUiO OblcTpod mewatn Ha IIK ¢ 1OMOILIBIO HaBbIKa «CIIEHOrO»
JECSITUNATIBLIEBOTO METO/A.
Buier Ne 20

4. Cocmasums cnpaeky o mnonteepxaeHun (Qakra obOyuenuss B CIIOT crymentku(ra)

CIICHHUAJIBHOCTHU ((I[OKyMCHTaI_II/IOHHOC obOecrieueHume YIIpaBJICHUA U APXUBOBCIACHUC). PacneanaTL,
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YIOCTOBEPUTH COOTBETCTBYIOIIUM 00pa3oM, IiepeaaTh Mo (hakCHMHIILHOM CBSI3H.
5. Ogopmums npuxaz 6 coomeemcmeuu ¢ ' OCTom ¢ npozpamme Microsoft Word:
OO011ecTBO ¢ OrpaHUYCHHOM OTBETCTBEHHOCTHIO "Bect"
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[Ipukas
Ne 76 ot 12.03.2011
IOxH0-CaxamuHck
O BBenenuu MHCTpYKIUU 1O J€IONPOU3BOJICTBY

B oejax COBCPIICHCTBOBAHUA pa6OTI)I C JOKYMCHTAMH Ha MNPCANPHUATUN U oOeclieueHny HX

COXPAHHOCTH IIPUKA3bIBAIO:
1. YTBepauts MHCTPYKIUIO MO 1€TOMPOU3BOJICTRY.

2. Bectu B geiictBue MHcTpykuuto o nenonpousBoiactsy ¢ 1.04.2011 r.

3. BceM cTpyKTypHBIM noapaszaeneHusm u corpyaHukam ¢ 01.04.2011 pykoBoAacTBOBaTbCs IpaBuiaMu
paboThI ¢ JOKyMEHTaMH, 3aKpeIUIeHHBIMU B THCTPYKIIMHK IO JIETTOTIPOU3BOCTBY.

4.Cexperapro-pedepury A.W. VBaHOBOH COBMECTHO C 3aBEIYIOIIMM KOIMHUPOBATHLHO-MHOXKHUTEIHHOU
ciyx00i1 I'. O. IleTtpoBbiM obOecrieunTh THpakupoBaHUEe MHCTPYKIMM 110 JEIONPOU3BOJCTBY U €€

nepenady B CTpyKTypHble npeanpustus 1o 1.04.2011

5. KoHTponb 3a BBINOJHEHHUEM HACTOSINIErO MpPHKa3a BO3JNOKHUTh Ha 3aMECTUTENs JAUPEKTOpa
npennpusatus [1. A. Eroposa.

Hupexktop M. A. Cugopos

6. Ogopmnenue mexcma 0enoeoit 0okymenmayuu coznacno I'OCTy.

Breimonnenue 3amaHus mo pa3BuTHiO ObicTpoid meuyaT Ha [IK ¢ momomipio HaBbIKa «CJETIOro»
JECSITUIATIBIIEBOTO METO/IA.

II. ITAKET 5K3AMEHATOPA

1T a. YCJIOBUA

KosnnyecTBo BapuaHTOB 3a/1aHus JISl K3aMeHYyomerocst — 1

Bpems BoinonHenus 3aganus - 40 MUHYT

Oo6opynoBanme: [lepcoHanbHbI KOMIBIOTED, MBIIIb, KJIAaBUATYpa, IPUHTED, (akKc.

Jlutepatypa aJs yyamerocs:

1. «Tpynosoii koaekc Poccuiickoit @eneparun» ot 30.12.2001 N 197-®3 (pexn. ot 27.12.2018) //
CIIC «KoHCynbTaHT IIIIOCY;

2. ®denepanbHbiii 3akoH oT 22.10.2004 N 125-®3 (pex. ot 28.12.2017 r.) «O06 apXvBHOM Jelie B
Poccuiickoit @enepanum» // CIIC «KoHCYIbTaHT ITIOCH;

3. @enepanbubiii 3akoH oT 27.07.2006 N 149-®3 (pen. or 18.12.2018) «O6 wunpopmanmy,
MH(GOPMALMOHHBIX TEXHONOTHAX U 0 3amuTe nHpopmanuny // CIIC «KoHcynbTaHT TUTIOCY;

4. ®enepanbhblil 3akoH 0T 02.05.2006 N 59-D3 (pen. ot 27.12.2018) «O nopsiake paccMOTPEHUS
obpamienuit rpaxaan Poccuiickoii @eneparumy / CIIC «KoHCYynbTaHT TUTIOCY;

5. ®enepanbublii 3akoH 0T 29.07.2004 N 98-D3 (pexn. ot 18.04.2018) «O xommepueckoii TaitHe» //
CIIC «KoHCYnbTaHT ILTIOCY;

6. ®enepanbubiit 3akoH 0T 01.06.2005 N 53-03 (pea. ot 05.05.2014) «O rocyaapcTBEHHOM SI3bIKE
Poccuiickoit @eneparumy» // CIIC "KoncynpranT miroc";

7. [TocranoBnenue IlpaBurensctBa P® ot 04.09.1995 N 870 (pem. ot 18.03.2016) «OO6
yTBepxkaeHuu [IpaBui oTHeCEeHUs! CBEICHH, COCTABISIIOIINX TOCYIapCTBEHHYIO TaiHYy, K Pa3IM4HbIM
creniensiM cekpetHocTuy // CIIC «KoHCynbTaHT MITIOCH;

8. [Tpukaz Muntpyaa Poccuu ot 06.05.2015 N 276 u «O06 yTBepkaeHUH MpodeCCHOHATBHOTO
crannapta «Crenuaiict 1Mo OpraHu3allMOHHOMY U JOKYMEHTAIIHOHHOMY OOECHEUYEeHHIO YIPaBJICHUS
opranuzanuein» (3aperucrpupoano B Muntocre Poccun 02.06.2015 N 37509) // CIIC «KoncynbTant
TUTIOCY;

0. «["ocymapcTBeHHas cucreMa JOKyMEHTAllMOHHOro oOecrieueHusi ympaBieHUs. OCHOBHBIC
nonokeHusa. OOmue TpeboBaHHA K JOKYMEHTaM M CIY»0aM JOKYMEHTallMOHHOTO OOeCIEUEHHUSD)
(omo6pena xomnerueit ['maBapxuBa CCCP ot 27.04.1988, Ipukas I'nmaBapxua CCCP ot 23.05.1988 N

33) // CIIC «KOHCYABTAHT ILIIOCY;

10.  «OcHoBHble IIpaBuna paOoOTBl apXWBOB opraHu3anui» (0go0peHsl pemienueMm Komernn
Pocapxusa ot 06.02.2002) // CIIC «KOHCYJIBTaHT TUTFOCY;

11. «OK 011-93. O6mepoccuiickuii Kiaccu(uKaTop yIpaBICHYECKOH TOKYMEHTauuu» (YTB.
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[TocranoBinennem ['occranmapra Poccum ot 30.12.1993 N 299) (pen. ot 11.09.2018) // CIIC

«KOHCYNbTaHT MITIOCY;
12. «I"OCT P 7.0.8-2013. HantmonanwHbii cranaapt Poccuiickoit @enepannu. CucrteMa cTaHIapTOB
1o uHpopMaIuu, OUOIMOTEUHOMY M U3JIATENIbCKOMY Jeny. Jlenonpon3BOACTBO U apXUBHOE JAETO.
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Tepmunbl u omnpenenenus» (yrB. Ilpukaszom Poccrammapra or 17.10.2013 N 1185-ct) // CIIC

«KOHCYIIBTaHT IUTIOCY;

13. TOCT P 7.097-2016 «Cucrema cTaHgapToB 10 HWHPOpPMALUU, OUOINOTEYHOMY U
U3JIaTEeIHCKOMY JISTy OpTaHHU3allMOHHO-PACTIOPSAANTENbHAS TOKYMEHTALUsI TPEOOBaHUS K 0(hOPMIICHHUIO
JIOKYMEHTOBY.

14. KanpoBoe nenonponsBoacTBO [DieKTpoHHBIN pecypc]: yueObHoe mocobue / O. H. Jlemymmna;
Bonrorpanckuit  ¢umman  ®I'BOY  BIIO  «Poccuiickas akajaeMuss HapOAHOTO XO3MiMCTBA U

rocyaapcTBeHHOM ciryx0bl mipu [Ipesunente PDy.

4.2. KPUTEPUU OLHEHKH

. «5» (OTIMYHO) — €CNIM CTYJEHT MOKa3al IIyOOKOe U IMOJIHOE OBJIAJICHUE COJIEpKaHUEM
y4eOHOro marepuana, B KOTOPOM CTYAEHT JIEFKO OPUEHTHPYETCs; Hay4HO-NOHATUHHBIM anmnapaToM;
YMEHHE MPAKTHUYECKH MPHUMEHSATh TEOPETUYECKHE 3HAHMs, KAueCTBEHHO BBINOJHATH BCE BUIbI
NPAaKTUYECKUX paldoT, BBICKA3bIBaTh U OOOCHOBBIBATH CBOM CyXAeHHA. OTiaMyHas OTMeTKa
npearnosiaraeT rpaMOTHOE M JIOTMYHOE M3JI0KEHUE OTBeTa (B YCTHOM MM mHCbMEHHOM (opme) Ha
IIPAKTUKO-OPUEHTHUPOBAHHBIE BOINPOCHl, OOOCHOBAHUE CBOETO BBICKA3bIBAHUS C TOYKU 3PEHUS
U3BECTHBIX TEOPETUUECKUX MTOJIOKEHHH.

. «4» (XOpoIo) — ecli CTYACHT IOJHO OCBOWJI Y4YE€OHBIH MaTepHuall, BIaJAeeT HaydHO-
MOHSITUMHBIM aNmapaToM, OPUEHTUPYETCA B U3YYEHHOM MaTepHualle, OCO3HaHHO IPUMEHSET 3HaHUS Ha
MPaKTHUKE, TPaMOTHO HM3JIaraeT OTBET (B YCTHOW WMJIM MHCbMEHHOH (opme), HO conmepkaHue u dopma

OTBE€Ta UMCIOT OTACIBHBIC HCTOYHOCTH.

. «3» (y,I[OBJ'IeTBOpI/ITGJ'ILHO) — CCJIM CTYHACHT O6H3py>KI/IBaeT 3HAaHHUC MW IIOHHMMAHHC
OCHOBHBIX ITOJIOKCHUH yqe6H0ro MaTrcpuajia, HO H3JIAract c€ro HCIOJIHO, HCIOCICAOBATCIIbBHO,
AOIYCKACT HECTOYHOCTU B OIIPCACICHUU HOHHTHﬁ, B IPUMCHCHHUHN TCOPCTHUYCCKUX 3HAHUM IIpHu OTBCTC
Ha NPAKTUKOOPHUCHTHUPOBAHHBIC BOIIPOCHI; HEC YMECT NOKA34TCIILHO 000CHOBATH CBOU CYKACHUS.

. «2» (HeyHOBHeTBOpI/ITeHBHO) — €CJIM CTYACHT HUMCCT PA3PO3HCHHEIC, OeccucTeEMHBIE
3HAaHUA 110 JUCHUIIIMHE, NOIYCKACT OIIHNOKU B OIIpCACIICHUN 0a30BBIX HOHHTHﬁ, HCKaXaCT UX CMBbICJI,
HC MOXCT NPAKTHYCCKHU ITPUMCHATH TCOPECTUUCCKUEC 3HAHUS.



