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1.1. Heap peasu3anuy NPporpaMmbl

[lenpto  mporpamMmel  sABIseTCA  NpodecCHOHANbHAs  MOJArOTOBKA
oOyuatomuxcs X-XI kmaccoB 061meo0pa3zoBaTebHBIX OpraHU3aIii mo npodeccun
«CekpeTapp-aIMUHUCTPATOP.

1.2. Ilnannpyemble pe3yabTaThl 00y4eHUs

B pesynpTate ocBoeHuss mporpamMmbl MPOPECCHOHATBHOTO OOy4YeHUs Yy
cilymaress JOJKHBI ObITh C(OPMHPOBAaHBI KOMIIETEHLIMH, B COOTBETCTBHM C
pasznenom 2 IIporpammel.

B pe3ynbpTaTe 0CBOCHHS POTPAMMBI CIIYLIATENb JOJIKEH:

3uame:

—  IIOCTAHOBJICHMS, PACIOPSDKEHUS, NPUKa3bl U JPyrue pPyKOBOISAILNE
MaTepuaJbl W HOPMAaTHBHBIE  JIOKYMEHTBI, KacCaloIIHeCs  JAESITEIbHOCTH
NPEANPUATUS U BEICHUS I€JIONPOU3BOJICTBA;

—  CTPYKTYpYy UM PYKOBOJSIIMA COCTaB MPENNPUSATHS U €ro
MOAPA3AEIEHUI; OPTAHU3ALMIO JEJIONPONU3BOCTBA;

—  MeTobl 0hopMIIeHH U 00pabOTKU JOKYMEHTOB;

—  apXMBHOE JIEJIO0;

—  MAILUHOIKCE;

—  IpaBWJIa NOJIb30BAHUS IPUEMHO-TIEPETOBOPHBIMH YCTPOUCTBAMM;

—  CTaHIapThl  YHU(QUIMPOBAHHOW  CUCTEMBl  OPraHU3aLUOHHO-
pacnopsIIUTEIbHON TOKYMEHTALINH;

—  IIpaBWJIA II€YaTaHUs JEJOBBIX IHCEM C HMCIOJIb30BAHUEM THUIIOBBIX
opwm;

—  OCHOBBI 3TUKH U 3CTETUKH;

—  TIpaBujia JEJIOBOTO OOIICHHMS;

—  OCHOBBI OPTaHH3aLMU TPyAA U yIPaBJICHUS;

—  TpaBWJIA IKCILTYaTAMK BIYUCIUTENbHON TEXHUKY;

—  OCHOBBI /IMUHHCTPATUBHOTIO MIpaBa U 3aKOHOAATENIbCTBA O TPYIE;

—  IIpaBHJIa BHYTPEHHETO TPYAOBOIO PAaCHOPSIKA;

—  IIpaBWJIa U HOPMBI OXpaHbl TPya.

ymembo:

—  COCTaBUTh U O(OPMUTH OCHOBHBIC JOKYMEHTHI IO TEPCOHAIY
MPEIIPUSITHUSA,

—  paspabaTeiBaTh U OPOPMIISTH JOKYMEHTBI, COCTABIIIEMbIE B MPOIIECCE
TPYZIOBOM NESITEILHOCTH PAOOTHUKOB.

1.3. KaTeropust o0yuyaromuxcst
VYyammecs X-XI kiaccoB 00111e00pa3oBaTeIbHBIX OPTaHU3AIUH.

1.4. HopmaTuBHO-TIPaBOBbIE OCHOBAHMS Pa3pad0TKH MPOrpaMMbl



HopmaTtuBHOI 0CHOBOM pa3pabOTKU MPOrpaMMbl BBICTYAIOT:

- ®enepanbHbIi 3akoH OT 29 nekadbps 2012 r. N 273-d3 «O6 ob6pazoBaHumn
B Poccutickon ®denepanumny;

- [lopsiok opraHu3alvu U OCYIIECTBICHHS] 00pa30BaTEIbLHON 1eITeIbHOCTH
10 OCHOBHBIM TIporpamMmam Mpo¢decCHOHANBHOTO OOYy4YEeHHs, YTB. MPUKA30M
MunncrepctBa o6pazoBanus u Hayku PO ot 18 anpenst 2013 r. N 292;

- Ilepeuens mpodeccuii pabounx, MODKHOCTEH CIYyXKaIluX, MO KOTOPHIM
OCYIIECTBIISETCS TpodecCHOHATbHOE O0y4eHHe, YTB. MpHUKa3oM MuHHCTEpCTBA
oOpazoBanust u Hayku PO ot 2 utomns 2013 r. N 513;

- IIpodcranmapt: 07.002 «ChenmuanucT 1O OpPraHU3AMUOHHOMY U
JIOKyMEHTAITMOHHOMY OOCCTICUCHHIO YTPABIICHUSI OpraHU3aliel», YTB. TMPUKA30M
MuHnucTepcTBa Tpyia U colranbHOM 3amuThl PO ot 6 mas 2015 r. N 2761 - O6
YTBEPXKIEHUM  TiepeuHerd  mpodeccuit W CHEHMAIBHOCTEH  CPEIHEro
npodeccuoHaNbHOTO 00pa30BaHUsl, peanu3alrs 00pa3oBaTENbHBIX MPOrPaMM I10
KOTOPBIM HE€ JIOMYCKAaeTcsi C MPUMEHEHUEM HCKIIOYUTEIBHO 3JIEKTPOHHOIO
oOy4eHMs,  JUCTAHIIMOHHBIX  OOpa3oBaTeNbHBIX  TexHosoruit,  [lpukas

MunucrepctBa oOpazoBanusi U Hayku Poccuiickoit @eaepanuu ot 20.01.2014 N
22.

1.5. TpynoemkocTh 00yueHusi 272 yaca.

1.6. ®opma o0yueHust
dopma 00ydeHHst — OUHasl.

1.7. HroroBasi arrectamus: npodeccroHambHOe OOy4YeHUE 3aBepIIaeTCs
UTOTOBOM aTTecTanuei B popMe IK3aMeHa.



