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1. LIEJIb U 3AJJAYY OCBOEHMS JUCLUATIIAHBI

Lenb: popmupoBaHue y 00ydaroIuxcs npodeccHoHaIbHbIX KOMIIETCHITUA, HEOOXO0JMMBIX

JUJIA BBIIIOJIHEHHUE HOBOT'O BHJ1a HpO(beCCPIOHaHbHOﬁ JCATCIIBHOCTH B obnactu OpPraHn3alMoOHHOI0 U

JIOKyMEHTAIIMOHHOTO 00eceyeHus! yIpaBIeHHs OPraHu3alysIMHI JIIOOBIX OpraHU3aI[IOHHO-TIPaBOBBIX

¢dopM, npuobpeTeHue HOBOI (JoNMONHUTENbHOI) KBanudukanuy mno npodeccun «Cexkperapb-

AIMUHHUCTPATOP».

3amaun:

— OCBOEHHE JOKYMEHTHPOBAHHOW MH(POPMAINHY;

— OCBOEHHE IIpoIIecca TEXHUIECKOTO 00CITyKUBAHHUS PAOOTHI PYKOBOIMUTEILS;

— OCBOCHHUC OpFaHHSaHHOHHOﬁ TCXHUKH.

2. MECTO JUCIHUIIJIMHBI B CTPYKTYPE YYEBHOI'O IIJTAHA

Huxn (pazgen) OIT: |

2.1

BxoaHoii ypoBeHb 3HAHUI:

2.1.1

BxoaHoll ypoBeHb 3HaHUI, yMEHUIH, OIbITA AEATENbHOCTH, TPEOYEMbIX IS U3Y4EHUS AUCLUILUIUHBI (MOAYJIS), ONIPEAEIeTCs
@enepanbHBIM TOCYAAPCTBEHHBIM 00pa30BaTeIbHBIM CTAHIAPTOM BBICIIIEr0 00pa3oBaHus - 6akaTaBpHaT 10 HAaIPABICHUIO
noarorosku 38.03.02 MenemkmenT (npuka3 Muno6pHayku Poccun ot 12.08.2020 r. Ne 970)

2.2

ﬂﬂcul/lﬂ.ﬂl/lﬂbl H MPAKTUKH, 1JId KOTOPbIX OCBOCHHE JAHHO! TUCHUNJIMHBI (MOZly.]'lﬂ) Heo0X0UMO KaK
npeamecTreylouiee:

2.2.1

HI/ICHI/IHHI/IHa HC ONpeACiIACT BXOAHBIC 3HAHUS, YMCHUS U OIIBIT ACATCAbHOCTU MOCICAYIONINX TUCITUIUINH U MPAKTHUK

3. KOMIIETEHIIMN OBYYAIOIIETI'OCs, ®OPMUPYEMBIE B PE3YJIbTATE OCBOEHUS JUCITUIIJINHBI

(MOAYJIs)

YK-6.3:

OueHnBaeT TpeGOBaHUs PHIHKA TPYAA U NPEAJI0KEeHHsI 06Pa30BaTeIbHBIX YCJYT ISl BLICTPAUBAHHUS TPAEKTOPUH
COOCTBEHHOTO NMPO(heCcCHOHAIBHOTO POCTA, CTPOHT NPO(eCCHOHAIBHYI0O KAPbepy H onpe/elisieT CTPaTernio
npo(hecCHOHAIBLHOT0 PAa3BHTHS

3HaTh:

VYposens |

Yposens 2

VYpoBeHs 3 |0CHOBHBIE TPAaeKTOPUH NPO(HECCHOHATBHOTO Pa3BUTHS IUIHOCTH, (PAKTOPHI, BIUSIONINE HA TPACKTOPUIO U TEMIT

HpO(l)eCCI/IOHaJ'ILHOFO CTaHOBJICHUA JIUYHOCTH

YMmeTb:

VYposens 1

VYpoBens 2

ypOBeHB 3 COCTaBJIATh IJIaH COOCTBEHHOTO KapbE€pHOI'o U HpO(l)eCCI/IOHaJ'ILHOFO Ppa3BUTHA, CIITUCOK MepOHpHﬂTHfI, COOBITHH U

3a1a4, KOTOPBIC HYKHO ITOCCTUTH WX BBINIOJHUTH IJIA TOTO, 4TOOBI HpI/I6J'II/I3I/ITI>C}I K CBOCH 1e/Hn

Baagern:

VYposens 1

Yposens 2

VYpoBeHs 3 |oneHnBaeT TpeOOBAHMS PHIHKA TPYAa U MPEATI0KEHHS 00pa30BaTENIbHBIX YCIYT A BRICTPaNBaHUS TPACKTOPUH

COOCTBEHHOTO MPO(ECCHOHATLHOTO POCTA, CTPOUT MPOPECCHOHATBHYIO Kapbepy U ONMPEIEIIeT CTPATETUI0
po¢eCCHOHALHOTO Pa3BUTHS

B pe3yabTaTe 0OCBOCHMS JUCHUIIJIMHBI 00y4YalOIIUiics 10/KEeH

31

3HaTh:

3.1.1

- OCHOBHBIC TPACKTOPUHN HpO(l)eCCI/IOHaJ'ILHOFO Ppa3BUTHA JTUIHOCTH, (l)aKTOpBI, BJIMAIOIIHUEC Ha TPACKTOPUIO U TEMIT
HpO(beCCI/IOHaJ'IBHOFO CTAaHOBJICHUS JIMYHOCTH.

3.2

YMeTnb:

321

- COCTaBJIATH IUIaH COOCTBEHHOTO KaphepPHOTO M NPOHECCHOHATBHOTO Pa3BUTHS, CIIUCOK MEPOIIPUSATHH, COOBITHI 1 33134,
KOTOPBIE HYXKHO TIOCETUTh WM BBITOIHUTH JJIsl TOTO, YTOOBI IPUOIU3UTECS K CBOCH LIEITTH

33

Baapners:

331

- OLICHMBACT TPeOOBAHM PHIHKA TPYIA M HPEIIOKCHHUs 00Pa30BaTENbHBIX YCIYT TS BEICTPAUBAHHS TPACKTOPUH
COOCTBEHHOTO MPO(ECCHOHATTBHOTO POCTA, CTPOUT MPOPECCHOHATBHYIO Kapbepy U ONMPEICISIeT CTPATETUi0
po¢eCCHOHATBLHOTO Pa3BUTHS

4. CTPYKTYPA U COJEPKAHUE JTUCIIUIIJIMHBI (MOYJIsI)




AKT. "

Kon |HammenoBanmue pazgesnoB u Tem /Bug| Cemectp / Komnerten- Yposens HHT. Jlurepa- | Dopmbl
3aH. 3aHsaATHA/ Kypce Hacos 1701 cpopm-Tu dopmbI Typa | KOHTpPOJS
KOMII. 0ByusL.
Pazgen 1. Cekperaps B CTpyKTYype
JOKYMEHTALHOHHOTO o0ecnevyeHust
ynpaBJieHust
1.1 |Tema 1. Benenue B kypc /JIex/ 2 2 VYK-6.3 YK-6.3 2 JI1.1 TECT,
JI1.2J12.1 | pa3HOYpOB
J12.2 HEBbIE
0192 33| 3anaun
1.2 |l[loaroroBka K MPakTHYECKOMY 2 5 VK-6.3 VK-6.3 JI1.1 TECT,
3ansaTio Tema 1. Beenenue B kypc /Cp/ JI1.2J12.1| pedepar,
JI2.2 | KoHTpOJIBH
31 D2 B3| as pabora
1.3 |Tema 1. Beenenue B kypc /Cem 3an/ 2 2 VK-6.3 VYK-6.3 2 JI1.1 TECT,
JI1.2J12.1 | pazHOYpOB
J12.2 HEBbIE
2109293 3amum,
KOHTPOJIbH
as pabora

1.4 |Tema 1. Beenenue B xypc /Cp/ 2 5 YK-6.3 YK-6.3 J1.1 TeECT,

JI1.2J12.1| pedepar,
JI2.2 | KoHTpOJIBH
31 32 33| as pabota

1.5 |Tema 2. Kateropuu cexperapeil. 2 4 VK-6.3 VK-6.3 4 JI1.1 TECT,
IIpodeccronanbubie TpeOOBaHUS K JI1.2J12.1 | pa3sHoypoB
Pa3IHYHBIM KaTETOPHUSIM CeKpeTape J12.2 HEBbIE
/Jlex/ D152 53| 3amaum

1.6 |[loaroroBka Kk MPaKTHYECKOMY 2 5 VK-6.3 VK-6.3 JI1.1 TECT,
3ansaTuio Tema 2. Kateropuu JI1.2J12.1| pedepar,
cexperapeil. [IpodeccrnonansHble JI2.2 | KoHTpOJIBH
TpeOOBaHU K Pa3IMUHBIM KaTErOpHUsIM 01 02 23| as pabora
cekperapeit /Cp/

1.7 |Tema 2. Kateropuu cexperapeil. 2 2 VK-6.3 VK-6.3 2 JI1.1 TECT,
IIpodeccuonanbHblie TpeOOBaHUS K JI1.2J12.1 | pasHOoypoB
Pa3IHYHBIM KaTErOPHUSIM CeKpeTapei J12.2 HEBbIE
/Cem 3an/ 21022 23| 3anmaum,

KOHTPOJIbH
as pabora

1.8 |PaboTa ¢ OCHOBHOW U 2 4 VK-6.3 VK-6.3 JI1.1 TECT,
JIOTIOTHUTENBHOM TuTepaTypoi Tema 2. JI1.2J12.1| pedepar,
Kareropuu cexperapeii. JI2.2 | KoHTpOJIBH
IIpodeccronansubie TpeOOBaHMS K 31 32 33| as pabota
Pa3NM4HBIM KaTeropHsiM cexperapeit

1.9 |Tewma 3. 3nanwust, yMEeHUs U TUIHOCTHBIE 2 2 VK-6.3 VK-6.3 2 JI1.1 TECT,
KadecTBa cekperaps /JIex/ JI1.2J12.1 | pa3HOYpOB

J12.2 HEBbIE
0102 33| 3anmaum
1.10 [[loaroroBka K MPaKTHYECKOMY 2 5 VK-6.3 VK-6.3 JI11 TECT,
3anaTuio Tema 3. 3HaHus, yMEHUS U JI1.2J12.1| pedepar,
JMYHOCTHBIE KayecTBa cekperaps /Cp/ JI2.2 | KoHTpOJIBH
01 02 33| as pabota




1.11 [Tema 3. 3HaHuUs, yMEHUS U JIUYHOCTHBIE VK-6.3 VK-6.3 JI1.1 TECT,
kayectBa cekperapst /Cem 3aH/ JI1.2J12.1 | pa3zHOypoOB
J12.2 HEBBIE
D132 33| 3anmaun,
KOHTPOJIbH
ast paboTa
1.12 |Pabora ¢ OCHOBHOM M JOIOJHUTEILHOMN VK-6.3 VK-6.3 JI1.1 TECT,
mureparypoil Tema 3. 3HaHus, ymeHus u JI1.2J12.1| pedepar,
JIMYHOCTHBIE KayecTBa cekperaps /Cp/ JI2.2 | KOHTpOJILH
01 22 33| as pabora
Paznen 2. Paznen 2. HopmaTuBHO-
MeTOHYeCKHe OCHOBBI /1eSITeJIbHOCTH
cekpeTapsi
2.1 |Tema 4. OOmmas XxapakTepucTHKa VK-6.3 VK-6.3 JI1.1 TECT,
HOPMAaTHBHO-METOJIUYECKUX JOKYMEHTOB JI1.2J12.1 | pa3HoypoB
/J1ex/ J12.2 HEBEIE
0102 33| 3amaun
2.2 |[loaroroBka K MPaKTHYECKOMY 3aHSTHIO VK-6.3 VK-6.3 JI1.1 TECT,
Tema 4. OO1wast xapakTepUCTUKA JI1.2J12.1| pedepar,
HOPMAaTHBHO-METOINIECKIX JOKYMEHTOB JI2.2 | xoHTpONBH
/Cp/ 01 22 33| as pabora
2.3 |Tema 4. OOmmast XxapakTepucTHKa VK-6.3 VK-6.3 JI1.1 TECT,
HOPMAaTHBHO-METOINIECKIX JOKYMEHTOB JI1.2J12.1 | paznoypoB
/Cem 3an/ J12.2 HEBBIE
D132 33| 3anmaun,
KOHTPOJIbH
ast paboTa
2.4 |PaboTta ¢ OCHOBHOM M JOTOJHUTEIHHON VK-6.3 VK-6.3 JI1.1 TECT,
mreparypoit Tema 4. O0mmas JI1.2J12.1| pedepar,
XapaKTepPUCTUKAa HOPMAaTHUBHO- JI2.2 | xoHTpONBH
METOJMYECKHUX ToOKyMeHTOB /Cp/ 01 52 B3| as pabora
2.5 |Tema 5. PabGota cexkperapsi ¢ VK-6.3 VK-6.3 JI11 TECT,
nokymeHntamu /Jlex/ JI1.2J12.1 | pa3HOypoOB
J12.2 HEBbIE
0102 33| 3amaun
2.6 |IloaroToBka K NpaKTHYECKOMY 3aHSATHIO VK-6.3 VK-6.3 JI1.1 TECT,
Tema 5. PaGota cekperapsi ¢ JI1.2J712.1| pedepar,
nokymenrtamu /Cp/ JI2.2 | KOHTpOJIBH
01 22 B3| as pabora
2.7 |Tema 5. Pabota cexperaps ¢ VK-6.3 VK-6.3 JI1.1 TECT,
nokymeHntamu /CeM 3aH/ JI1.2J12.1 | pa3HOypoOB
J12.2 HEBBIE
D132 33| 3anmaun,
KOHTPOJIbH
ast paboTa
2.8 |Pabora ¢ OCHOBHOM M JOTOJHUTEIHHOK VK-6.3 VK-6.3 JI1.1 TECT,
mreparypoil Tema 5. Pabota cekperaps ¢ JI1.2J12.1| pedepar,
nokymentamu /Cp/ JI2.2 | KOHTpOJILH
01 22 33| as pabora
2.9 |Tema 6. HopmupoBanue u ycinoBus Tpyaa VK-6.3 VK-6.3 JI1.1 TECT,
cexperaps /Jlex/ JI1.2J12.1 | pa3HoypoB
J12.2 HEBbIE
0102 33| 3amaun




2.10 |IloxnroroBka K MpakTHYECKOMY 3aHITHIO 5 VK-6.3 VK-6.3 JI1.1 TECT,
Tema 6. HopmupoBanue u ycioBus JI1.2J12.1 | pedepar,
Tpyna cekperaps /Cp/ J12.2 KOHTPOJbH
D152 33| as pabora
2.11 |[Tema 6. HopmMupoBaHue U YCIOBUS 2 YK-6.3 VK-6.3 J1.1 TECT,
Tpyaa cekperaps /Cem 3an/ JI1.2J12.1 | pazHoypoB
J12.2 HEBbIC
D132 53| 3amaum,
KOHTPOJIbH
as pabora
2.12 |PaboTa ¢ OCHOBHOM U JOMOJHUTENHHOMN 5,75 VK-6.3 VK-6.3 JI1.1 TECT,
mutepatypord Tema 6. HopmupoBanwue JI1.2J12.1 | pedepar,
u ycnoBus Tpyaa cekperaps /Cp/ J12.2 KOHTPOJIbH
D152 33| as pabora
2.13 |Tema 7. Opranusanus padoyero MecTa 4 YK-6.3 VK-6.3 J1.1 TECT,
cekperaps /JIex/ JI1.2J12.1 | pazHoypos
J12.2 HEBbIC
2192 33| 3amaum
2.14 |llonroTroBka K NpakTHYECKOMY 3aHITHIO 6 VK-6.3 VK-6.3 JI1.1 TECT,
Tema 7. Opranusanus pabo4ero mMecra JI1.2J12.1 | pedepar,
cexperaps /Cp/ J12.2 KOHTPOJbH
D152 33| as pabora
2.15 |Tema 7. Opranusanus padoyero MecTa 4 YK-6.3 VK-6.3 J1.1 TECT,
cekperaps /Cem 3an/ JI1.2J12.1 | pazHoypoB
J12.2 HEBbIC
D132 53| 3amaum,
KOHTPOJIbH
as pabora
2.16 |PaboTta ¢ OCHOBHOM M JOTOJHUTEIBLHON 6 VK-6.3 YK-6.3 JI1.1 TECT,
mutepaTtypoi Tema 7. Oprannzanus JI1.2J12.1 | pedepar,
pabouero mecra cexperaps /Cp/ J2.2 KOHTPOJbH
D192 33| as pabora
2.17 |Tema 8. I[InanupoBanue pabouero AHs 2 YK-6.3 VK-6.3 J1.1 TECT,
cekperaps ¥ pykoBoaures /JIex/ JI1.2J12.1 | pazHoypos
J12.2 HEBbIC
2152 33| 3amaum
2.18 [IloaroroBka K MPaKTUYECKOMY 3aHSITHUIO 6 YK-6.3 VK-6.3 J1.1 TECT,
Tema 8. [InanupoBaHue pabovero JHs JI1.2J12.1 | pedepar,
cexperaps u pykosoaureis /Cp/ J12.2 KOHTPOJbH
D152 33| as pabora
2.19 |Tema 8. [InanupoBanue pabouero AHsI 4 YK-6.3 VK-6.3 J1.1 TECT,
cekperaps u pykopoaureis /Cem 3an/ JI1.2J12.1 | pazHoypoB
J12.2 HEBbIC
D132 53| 3amaum,
KOHTPOJIBH
as pabora
2.20 |PaboTa ¢ OCHOBHOM U JOMOJHUTENHHOMN 6 VK-6.3 VK-6.3 JI1.1 TECT,
mutepaTtypoi Tema 8. [lnmanupoBanue JI1.2J12.1 | pedepar,
pabouero qHs cexpeTaps U JI2.2 | KOHTpPOJIBH
pykoBoaurens /Cp/ D152 33| as pabora

Pa3nen 3. Pasnen 3. PaGora cexperaps
1o 6e310KyMEeHTHOMY 00CJIy:KUBAHHIO




3.1 |[Tema 9. IIpuem nocerureneii: npaBuna u VK-6.3 YK-6.3 J1.1 TECT,
opraHusaius padoThl, JI1.2J12.1 | pa3sHoypoB
JIoKyMeHTupoBanue /JIex/ 2.2 HEBbIE

01022 33| 3amaun

3.2 |IToaroroBka K NPaKTUYECKOMY 3aHATUIO VK-6.3 YK-6.3 J1.1 TECT,
Tema 9. Ilpuem nocerureneii: mpasuia u JI1.2J12.1 | pedepar,
opranuszanus padboThl, JI2.2 | KOHTpPOJIBH
nokymeHtupoBanue /Cp/ D152 33| as pabora

3.3 |Tema 9. I[Ipuem nmocerureneii: mpaBmia u VK-6.3 VK-6.3 JI1.1 TECT,
opraHuzanus paboTsl, JI1.2]J12.1 | pa3sHOypOB
nokymeHtupoBanue /Cem 3an/ 2.2 HEBBIC

D1 322 53| 3amauw,
KOHTPOJIbH
as pabora

3.4 |Pabora c OCHOBHOH U JIOTIOTHATEIHHON YK-6.3 VK-6.3 JI1.1 TecT,
nmutepatypoit Tema 9. [lpuem JI1.2J12.1 | pedepar,
MIOCETHUTENEH: paBuiia U OpraHu3aLus JI2.2 | KOHTpOJIBH
pabotsl, nokymenTupoBanue /Cp/ D152 33| as pabora

3.5 |Tema 10. Opranuzanusi KOMaHIUPOBOK YK-6.3 VK-6.3 JI1.1 TECT,
pykoBomuresst /Jlex/ JI1.2J12.1 | pazHoypoB

2.2 HEBbIE
01022 33| 3amaun

3.6 [IloxroToBka K NpaKTHYECKOMY 3aHSATHIO YK-6.3 VK-6.3 J1.1 TECT,
Tewma 10. Opranu3zanusi KOMaHIUPOBOK JI1.2J12.1 | pedepar,
pykosoaurens /Cp/ JI2.2 | KOHTPOJILH

D152 33| as pabora

3.7 |Tema 10. Opranu3zanusi KOMaHIUPOBOK VK-6.3 VK-6.3 JI1.1 TECT,

pykoBoaurens /Cem 3as/ JI1.2]J12.1 | pa3HOypOB
J2.2 HEBbIE
D192 93| 3agaum,

KOHTPOJIbH

as pabora

3.8 |Pabora c OCHOBHOH U JIOTIOJTHUTEIHHON YK-6.3 VK-6.3 JI1.1 TeCT,
nmutepatypoit Tema 10. Opranuzamnus JI1.2J12.1 | pedepar,
KOMaHJUPOBOK pykoBoautens /Cp/ JI2.2 | KOHTpPOJIBH

D152 33| as pabora
3.9 |Tema 11. Opranuzanus u npoBesieHHE YK-6.3 VK-6.3 J1.1 TECT,
coseuianuii /Jlex/ JI1.2J12.1 | pazHoypoB
2.2 HEBbIE
01092 33| 3amaun
3.10 [IIoaroroBka K MIPaKTUYECKOMY 3aHATHIO VK-6.3 YK-6.3 J1.1 TECT,
Ha Tema 11. Opranuzanus u nposeneHNe JI1.2J12.1 | pedepar,
cosemanuii /Cp/ JI2.2 | KOHTPOJILH
D192 33| as pabora
3.11 |[Tema 11. Opranusanus u IpoBeICHNE VK-6.3 VK-6.3 JI1.1 TECT,
coselanuii /Cem 3an/ JI1.2]J12.1 | pa3HOypOB
J2.2 HEBbIE
D192 93| 3agaum,
KOHTPOJIbH
ast paboTa
3.12 |PabGoTa c OCHOBHO# U JOMOIHUTEIIEHOMN YK-6.3 VK-6.3 JI1.1 TecT,
nmutepatypoit Tema 11. Opranuzanus u JI1.2J12.1 | pedepar,
npoBeseHue copemanuii  /Cp/ JI2.2 | KOHTpPOJIBH
D152 33| as pabora




3.13 |Tema 12. Opranu3zanus u npoBeJicHue 2 YK-6.3 YK-6.3 JI1.1 TEcT,
MEPEroBOpOB U npe3eHraruii /JIex/ JI1.2J12.1 | pa3HoypoB
J12.2 HEBbIE
0192 33| 3amauu
3.14 |IToaroroBka K NpakTUYECKOMY 3aHSTHIO 5 YK-6.3 YK-6.3 JI1.1 TECT,
Ha Tema 12. Opranuzanus v IpoBeIeHNE JI1.2J712.1| pedepar,
reperoBopoB u npesenranui /Cp/ JI2.2 | KOHTpOJIBH
01 32 33| as pabora
3.15 |[Tema 12. Opranusanust u IpoBeJeHHE 2 VK-6.3 VK-6.3 JI1.1 TECT,
HEeperoBopoB U npe3enTauii /Cem 3an/ JI1.2J12.1 | pa3HOypoOB
J12.2 HEBbIE
D132 33| 3amauw,
KOHTPOJIbH
as pabora
3.16 |PaboTa ¢ OCHOBHOM M JOTIOJHUTEIBHOMN 5 YK-6.3 VK-6.3 JI1.1 TECT,
nureparypoi  /Cp/ JI1.2J712.1| pedepar,
JI2.2 | KOHTPOIBH
01 32 33| as pabora
3.17 |Tema 13. Benenue tenedoHHBIX 2 YK-6.3 YK-6.3 JI1.1 TECT,
neperoBopos /JIek/ JI1.2J12.1 | pa3HoypoB
J12.2 HEBbIE
0122 33| 3amauu
3.18 |IloaroroBka K NpakTUYECKOMY 3aHSTHIO 4 YK-6.3 VK-6.3 JI1.1 TecCT,
Ha Tema 13. Benenue tenedoHHBIX JI1.2J12.1| pedepar,
nieperosopos /Cp/ JI2.2 | KOHTpOJIBH
01 D2 B3| as pabora
3.19 |Tema 13. Benenue teneoHHBIX 2 VK-6.3 VK-6.3 JI1.1 TECT,
neperoBopoB /CeM 3aH/ JI1.2J12.1 | pa3HOypoOB
J12.2 HEBbIE
21022 33| 3agaun,
KOHTPOJIbH
as pabora
3.20 [PabGoTa c OCHOBHOI U JOTIOIHUTEIIEHOMN 4 YK-6.3 VK-6.3 JI1.1 TeCT,
nmutepatypoit Tema 13. Benenune JI1.2J712.1| pedepar,
tenedoHHbIX neperoBopos /Cp/ JI2.2 | KOHTpOJIBH
D1 D2 B3| as pabora
3.21 |/Ox3amen/ 18 YK-6.3 VK-6.3 JI1.1 TECT,
JI1.2J12.1 | ax3amMeHar
J12.2 HOHHBIE
91 32 B3 | marepuans
3.22 |/Konc/ 3 YK-6.3 YK-6.3 JI1.1
JI1.2J12.1
J12.2
2193233
3.23 |/KPA/ 0,25 VK-6.3 JI1.1
JI1.2J12.1
J12.2

0105233




5. ®OHJ OHEHOYHBIX CPEJICTB

3aJaHUA:

1. B rexkcroBoM peaakrope Microsoft Word odopmuts 1o csoemy npeanpustuio IIprkas o BpeMEHHOM 3aMeIleHUU PYKOBOAUTES
MIPEATPUSTHSL.

2. B rexcroBoM penakrope Microsoft Word odopMuts 1o cBoeMy npeanpusTio AKT O CIUCaHUU UMYIIECTBA.

3. B TrekcroBom penakrope Microsoft Word pazpaboraTs 1o cBoeMy NpEANPHATHIO POIOIBHBIN U YTIIOBOH OJIaHK BallIero
HPEIIIPUITHSL.

. B Tabauunom penakxrope Microsoft Excel pa3paborars mabnon XKypHana ydera TpyIOBbIX KHIDKEK.

. B TekcroBoM penakrope Microsoft Word odpopmuTts 1o cBoemy npeanpustuio [Ipika3 o KoMaHANPOBAHHH.

. B rexcroBoM penaxrope Microsoft Word oopMuTs o cBoeMy npeanpuaTHio AKT o IpueMe-Iepeaade Ael.

. B TekcroBoM penakrope Microsoft Word paspabotath 1o cBoeMy MpeanpHUsITHIO TIPOCKT Y CTaBa MPeIIpUsTHS.

. B rabauunom penaxrope Microsoft Excel pa3paborars mabinos XypHaa ydera B3bICKaHUH 1 HOOLIPEHUH.

. B TekcroBoM penakrope Microsoft Word odpopmuTts 1o cBoemy npearnpusrtuto [Iprka3 o mnpeMUpOBaHHH.

9. B texcroBoM pepakrope Microsoft Word pa3paboTars JOIKHOCTHYIO HHCTPYKLUIO CEKpeTaps-pedepeHTa.

10. B tabnruHom penakrope Microsoft Excel paspaborars mabnoH andaBuTHBI )KypHaT yuyeTa JMYHOTO COCTaBa

11. B TexctoBoM pegakrope Microsoft Word oopMuts 1o cBoeMy npeanpuaTHio I'apaHTuiiHOe MUCbMO O IOCTaBKE 000PYI0BaHUs
(oTmycTUTh 32 OE3HATMYHBIN pacuer).

12. CocTaBuTh GJAHKU PA3IMYHBIX BUAOB C YIIOBBIM U IIPOJOIbHBIM BAPUAHTAMU PACIOTIOKEHHUS.

13. CocTaBHUTB MPOEKT PACTIOPSIKEHUSL.

14. CocTaBUTb IPOEKT IIPUKA3a 10 OCHOBHOM AESATENbHOCTH.

15. CocTaBHUTh MPOEKT PEIICHMUSL.

16. CocTaBUTb IPOEKT JOKIAAHON U CIY>KEOHOU 3aMUCKU.

17. CocTtaBUTBH MPOEKT MPOTOKOIA.

18. OdopMUTH U 3aMIOIHUTH NPOEKT IPUKA30B 110 JMYHOMY COCTaBY (IIPUKA3 O HAIPABIEHUM PAOOTHUKA B KOMAHAUPOBKY, IPUKA3 O
MPEOCTABICHUN OTIyCKa paOOTHUKY).

19. OpopMHUTD 3aNOTHUTH MPOEKT IITATHOT'O PACIIHCAHMS.

20. OpopMUTH U 3aMOJHUTH TPOEKT rpadrKa OTIIYCKOB.

21. OdopMUTH U 3aNOJHUTH NPOEKT JMYHON KAPTOUKU.

22. OdOpMHUTH U 3aMOJHATH NPOEKT KOMaHANPOBOYHOTO YIOCTOBEPEHUSI, CIIy)KEOHOTO 3aJaHusl UIsl HAalIPaBJIeHHU B KOMAHAUPOBKY H
OTYETa O €r0 BBIIOIHEHUMU.

23. OdopMHUTh HAAIEKAINUM 00Pa30M MOJIHYIO KOTIUIO OQHIIATEHOTO JOKYMEHTA, BBIIMCKY U3 O(HIHAIBHOTO JOKYMEHTA.

24. OdopMUTh U 3aMOJHUTH NPOEKT KypHAJIa BXOJSIICH TOKYMEHTAIUH.

25. OpopMUTH U 3aMOIHUT MPOEKT KYypHAJIa HCXOISIICH JOKYMEHTAIINH.

26. OdopMUTH U 3aIO0IHUTH IPOEKT HOMEHKIIATYpPBI Je] JI000r0 BUIA.

27. OpopMUTH U 3aMOJHUTH TPOEKT OIKCH eI JIF000TO BHIA.

28. OopMUTh U 3aM0JHUTH TPOEKT OOI0XKKH J€j1a, 3aBEPUTEIHHOTO JIHCTA JIeJIa.

29. OdOopMHUTH U 3aMOJHATH NPOEKT aKTa O IpUeMe-riepeiade JOKyMEHTOB Ha IIOCTOSIHHOE XPaHEHUE B apXUB.

30. OdopMHTH U 3aMOTHUTH NPOEKT aKTa O BBIACIEHUN K YHUUTOXKEHHIO JOKYMEHTOB, HE TIOAIEKAIINX XPAHEHUIO.

31. OhopMUTH ¥ 3aMIOTHUTH MPOEKT CAATOYHOI OMUCH JIElI.

03N LN BN

6. IEPEYEHb HH®OPMAIIMOHHBLIX TEXHOJOT U

6.1 Ilepeyenb mporpaMMHOro odecredeHust

Oducusiii naker LibreOffice

6.2 IlepeuyeHb MHGOPMALIMOHHBIX CIIPABOYHBIX CHCTEM

CrpaBoyHo-npaBoBas cucteMma "Koncynsrant Ilmroc"”

7. MATEPUAJTBHO-TEXHUYECKOE OBECIIEYEHHUE JUCIUIIJINHBI (MOAY JIS)

Homep ayn. |Haznauenue O6opynoBanue u 110 |Bnn 3aHATUSA
2202 VYyueOHast ayauropust 1ist CTOJIBI yU€HUYECKHEe — 32 mT., CTON npenogasatens — 1 mT.,  |Jlexmws,
[IPOBEJCHUS 3aHATUH JIEKIIMOHHOIO |CTYJbsl — 37 IIT. CEMUHAPCKUE
THUIIA, 3aHSITUH CEMUHAPCKOTO THIIA, |crcTeMHsbli 0iok Kraftway — 18 mt., monurop Acer 19" — 18  |3ansTus
KYPCOBOI'O IPOEKTUPOBAHHUS wmrt., npoexTop Acer — 1 ., a3kpan 200*200 cm — 1 wT., 10cKa
(BBINIOJTHEHUSI KYPCOBBIX padoT), MeoBast — 1 1IT., KOJOHKH — | 1IT., y4eOHO-HaT IS IHbIC
IPYIIOBBIX U UHIUBUAYaTbHBIX nocoous.

KOHCYJIbTalluM, TEKYLIEro KOHTPOJIs
U IPOMEXYTOYHOH aTTecTaluu

2207 ITomemenue st caMOCTOATENBHON |CTONBI ydeHnueckue — 14 mr., cron npenogasaress — 2 mT., |(CaMocTosTENbH
paboTsbl ¢ cTynbs — 19 mrt. ast pabota




nH()OPMAHOHHO-

oOpazoBarenbHyto cpeny PIBOY
BO Ky3zb6acckas 'CXA

BBIXOJIOM B ceTh "MHTepHeT" u [IK Cucremnsiii 6nok Kraftway — 11 .
JIOCTYIIOM B 3JICKTPOHHYIO

8. YA EBHO-METO/JNYECKOE U THOOPMAIIMOHHOE OBECIIEYHEHWE JTUCHUIIJIMHBI (MOAY JIS)

8.1. PexoMeHayeMasi JiuTepaTypa

8.1.1. OcHoBHasi 1uTepaTypa

ABTODBI, COCTaBUTEIHN

3arnaBue

H3patenbcTBO, TOM

JI1.1 |BeixoBa T. A.,
Kysnenosa T. B.

JIokyMeHTannoHHOe 00eCeYeHNE YITPaBICHHS
(nemonpoun3BoACTBO): YueOHOe nmocobue

Mocksa: OOO "Hayuno-
n3garenbekuil nentp MHOPA-
M", 2018

JI1.2 |ITomos C.JL

Jlenonpoun3BOACTBO U cekpeTapcKast padoTa Ha EPCOHATHHOM
KOMIIBIOTEpe: Y4eOHO-MeTOJUIecKast INTepaTypa

COJIOH-IIpecc, 2020

8.1.2. JlonoiHuTeIbHAS JUTEpPaTypa

ABTOpLI, COCTaBUTCIIN

3arnaBue

W3narenscTBO, TOI

JI2.1 |Ky3nenos U.H.

JlokyMeHTannoHHOe 00eceYeHne YIIPaBIeHHs 1
JIEJIOTIPOU3BOJICTBO: Y4EOHHK JUISL BBICUIMX M CPEAHUX
CHeLHATbHBIX YIeOHBIX 3aBeICHUI

Mocksa: FOpaiir, 2010

JI2.2 |M.U. Backos

JIoKkyMeHTalMOHHOE 00ECIICYCHUE YITPaBICHHS
(demonpon3BocTBO): YueOHHK

®dennkce, 2013

8.2. Pecypchl uHGOPMALMHHO-TEJIeKOMMYHUKALIMOHHOI ceTn "WHTepHeT"

Ol |Oduuuanbuelii caiit xxypHana "Poccuiickuil s5koHOMUUECKUH KypHan"

92 |OdunumanbHeli caifT xxypHaia "Poccuiickoe mpeanpuHIMaTeIbCTBO"

93 |OduumanbHeIi CalT 3KOHOMHUYECKOTO )KypHaia Briciieil IKoabl 3KOHOMHKH

9. METOAUYECKHUE YKA3ZAHUSA JJIAA OBYYAIOIIIUXCSA IO OCBOEHHUIO JTUCHUILIIMHBI (MOY JIS)

Meroandeckue YKa3aHusA 110 U3YYCHHUIO JUCHUIIINHBI U BBIITOJIHCHUIO CaMOCTOSTEIBHOM pa6OTbI I CTYICHTOB




JIMCT BHECEHMS U3MEHEHUI

Jata
BHeCeHMs
H3MeHEeHHH

Ne nporoxosa
3acelaHus
Kadenapsl

CoaepsxaHue U3MeHeHHUIt

IMoanucnh
npenojaaBaTes,
BHOCSIIETO
H3MeHeHus




