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1. O6Iqaq xapaKreplr;TlrKa rlporpaMMbl

1.1 . HOprraarr4BHyro npaBOByIo ocHoBy pa3pa6oTKl{ nporpaMMbl cocTaBIqIoT:

@e4epalrrrbrfi 3ar(oH or 29 AeKa6pq 2012 r. Ne 273-@3 <06 o6paroBaHnll e Poccuficxofi
(Degepaqrau>;

flpraras Muno6pnayKr,r Pocct4r.r or 1 t4ronr 2013 r. Ns 499 <06 yrneplKAeHI4II llopx4ra
opfaHr,r3arlurl kt ocyqecrBJreHr4.fl o6pasonareJlbnofi AetreJIbHocrLI Iro AorIonHI,ITeJIbHbIM

lposecc[oHiurbHblM rlporpaMMaM))..

flporpaurvra pa3pa6oraHa c yqerou rnanurpIdKaIIuoHHbIx rpe6onanufi (npoSeccrloHzlJlbHoro(rrx)

craH4apra(on)): npzrag MunucrepcrBa rpyAa r4 coIIriLIIbHofi salquruI Poccttficxofi (De4epaquu

or 15 uron.f, 2020 rola N 333n "Cneqzarzcr rro opraHI43aIIrIoHHoMy I{ AoKyMeHraIIVoHHoMy
o6ecne.reHr.rn ynpaBJIeHLu opraHz3aquefi "

flostrlueHlre r<narruQnrarlrrr4 cnyrrrareJrefi, ocyrqecrBJlteMoe B coorBercrBuuc nporpaunaofi,

rrpoBoALtrcr c [pr{MeHeHrreM pa3nr4qHbrx o6pasonareJlbHblx TexHoJIorI4fi, n tolr qI4cJIe

Ar4craHrlr{oHHbrx o6pasonarenbHbrx rexHoJlof[fi u slerrpoHHofo o6yvennx Ha ocHoBaHIlI4

3arosa PO (06 o6pa:onaunu>>, flpuxaga MusucrepcrBa o6pasoeanvfl v HayKvr Poccnficrofi
(DeAepaqupr or 09 fllrrBapfl,2014 r. Ns2 (06 yrBepxAeHIIII ropflAKa npIIMeHeHI,It

opraHr{3arlr4frMvr, ocyUecTBnflIoIqLIMI4 o6pasonareJlbHylo AetTeJIbHOcTb, gJIeKTpoHHoIo

o6yuenux, Ar{craHrlrroHHbrx o6pasonareJrbHbrx rexHonorl{it npu peurnrrcalluu o6pasonareJlbHblx

rrpofpaMM>.

1.2. Tpe6on anurfl. K cnyluarentM:
- cpeAHee upoSeccuoHaJlbHoe u (utm) Bblcruee o6pasonanne.

- rvll\a, nonyqarourue cpeAHee npoSeccrzoHaJrbHoe u (unvr) Bblcllee o6pasonaHue.

1.3. @oprrarr ocBoeHrrr lporpaMMbr: oqHar, oqHo-3aoqH€ul,3aorlHat. Onpe4elrercr
o6paronarenurofi opraHl43alluefr cauocrotrenbHo.
I . 4. flpoqec c I43yqeHI,It .{IrcIIrrnrHbI Harlp aBJIeH Ha Q opnaup oe aHn e cne,(yrcql4x
npoSeccuoHzIJIbHlIX xounerenqufr :

- Ilpueu Lt neplltqHan o6pa6omrca exodnup.rx doxyuenrnoa;
- Bedeuue 6asd dauuutx dorcyueHmol op?aHu3al4uu;

- o6pa6omrcr) u omnpaerca ucxodau4ux dorcy-+teHmo6;

- Opzauusaqun pa6ontu no pezucmpar4uu, yuemy, xpaHeHuro u nepedave B cootneerncm*ynque
c mpyKmyp Hu e n o d p as d en e uun d o xyu eunt o G m e Ky u4 e z o d e no np o us e o d c m e a ;

- Ilpoeepxa npasunbHocmu oStopuneuun dorcyueHmor u omMemKu o6 ux ucnorHeHuu neped ux

QopuupoeaHltetv 6 deno dnn nocnedyrot4eeo xpaHeHun;

- Roumponb npanunutoeo u c6oe6pe.I4etiltoeo pacnpedeneHun u nodwuercu dorcyuettmoe e deta;
- f o t<y n e um at h H o e o cp o p nm e uu e p e ut euuit py rco e o d um etn ;

- 3muxa denoeoeo d6u4euun,'

- Pafuontanta co eceil'cosoKynHocmun uufiopuat4uouuo-doKyMeHmal4uoHHux pecypcos

opzaHu3a4uu,'

- CocmaeneHue npoeKmos pacnopndumenauatx (npuxasau pacnopnJrceuua) u uufiopnal4uoHHo-

cnpasouHbrx doxyueumcte (cnyctceSHbre nLtcbrvra, cnpasKl4 dorcaaduwe u cnyJte6utte sanucmt),'

- Ileqqmu cnycrce6trctx dorcyuettmor u Manxepuaroe,'

- IlodzomosKa u nepeda'aa den s apxus opzaHu3alruu.

2.\\etu r 3aAaqu nporpaMMbl
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Ile.rrr lporpaMMbr cocTotrT B I,I3yrreHuII Teop]Iu il npaKTuKlI AeJIOTIpOII3BOACTBa U

ceKperapcKoro AeJra Lr grr4Ke AeJroBoro o6rueHus, upuo6pereHllla HaBbIKoB opraHla3aropcr<ofi

pa6orrr u caMooprauu3alluv pa6o'rero gur.
3aAaqu ocBoeHr.rr nporpaMMbr BKJrroqalor s ce6.f, cneAylouue noJlox(eHlrt:

B pery;rrrare ocBoeHnr o6pasonarelrnoft nporpaMMrr IIIO o6y'rarcu1uftcq AoflxeH

yMeTb:
- Pa6omamu co eceil cosorg)nHocmuo unQtopnaquouuo-dotgttweHmar4uoHHwx pecypcos

opzaHWAquU;
- Opzanusogbteqmb pa6omy no yvemy, xpaHeHun u nepedaqe 6 coom9emcm6ytuLque

c mpy K myp Hu e n o dp as d en eHua d orcyneum o s m e Ryu4e z o d eno n p ous e o d cme a ;
- Qopuupoeama dorcyueHmu e dena c yqemoM ux cnequQurcu;

- Cocmaa-tnma u oQopunamb opaaHusaquoHHue u uemoduvecKue dorcyueumu;

- Cocmaennmu u opopnanmb troKalbHwe HopilamuaHbre aKmu;

- II ont s o e ama ca yuuQ uqup o s a HHatuu Q o p -*t anu d o rcyu e Hm o s ;
- Iloiusoeamucn oQuahuu naKemou (merccmoewil pedaKmop, ma6nu4al;

B perynrrare ocBoeHnn o6paroBareJrbHofr [porpaMMrr {fIO odyvaroulltfics Aolxeu
3HATb:

- Ilpaeuna pa6omut c exodar4uuu, ucxodnu4uMu u sHympeHHuMu doxyueumait'tu;

- IIp aeun a d o rcy*t eu m aqu o HH o z o o 6 e cn eq e Hun d enm e nuu o cmu o p 2 aHIkJ al4uu ;

- Tpe1oeauun, npedtnznnewbte rc dorcyneumoM 6 coom*emcmBuu c HopmamueHbtMu

np a6 o 6bt Mu aKm a M u u z o c y d a p i m6 e HHbtMtt c m au d ap m auu ;
II p a e un a c o cm a sJIeHun u o fi o p ua euua uu Q opu aqu oHH o - cnp a s o HHbtx,

o p ? aLM3 al4u o I t ttbtx, ynp a e tt e Hq e c Kux O o Ky tw eHm o I ;

- H opnamunHde np a6 o Bue aKmd, HopMamunno-.twentoduvecKue dorcynreumu,

zocydapcmierrore anaudapmu, onpedennnu4ue nopndox dorcyneumal4uoHHolo o6ecneeeuun

ynpagneHut;
- Ifpaewa nepedauu den e apxue opzaHusat4uu;

- Irpaeuna noddepcrcaHun u pa36r.,tmun MecrcruuHocmHbtx omHouteHuu;

- 3murca denoeoeo o6u4euun;

- Tpejoeauun, npedunlrfleMbre rc dorcyueumaM I coomaemcmeuu c HopMamueHbtltu

np a6 o Bbt M u aKma :w u u z o cy d ap c tne e HH btwll a na u d a p m a u u,'

- Ifpaeuna cocmalrertun opzaHuiaquottltbtx doxyueumoe (nonocrceuuil, uucmpyrc4uil,

peznaueumoe);
- [Ipaeu,ta cocmalfleHun u oQoputteuun uu$opa.tat4uoHHo-cnpasoqHbrx, ynpaereHqecKux

dorcyueumoe u cnytrce6Hwx nuceM

3. Tpe6onaHrlfl K pe3yJrbraraM ocBoeHlrfl AucIIHuJTI'IHsI:

B np oqecce u3yrreHrrfl rrporp aM Mbr cJrylrr areJr b tloJryqlrrb rlp up aqeHrle
Vo6[IeKVI bTVpHbIx u [p ofieccrloH aJIbHbIx KoMTISTSHIIIII B rIacTII :

Perymrarrt o6yuennfl (ocBoeHHble

vMeHllq. vcBoeHHbI€ gnanr.rs)

(Dopurr r.r MeroAbr KoHTpoJrfl rr oIIeHKrr

De3vJrbraron o6y.renug

Vnaeru:
Iparzna cocraBneHl,I-a z oQoprurneHl,It

un tf oprvraqn oH Ho-cnpaBorI H bIX,

yrrpaBneHqecKl4x AoKyMeHToe u clyNe6uslx
TINCCM

flpaxru.recrcue pa6omr,
KoHrponbHue pa6orrt

flpzna enrrr BbIqIrcJII4 TenbHylo rexHI,{Ky I,I

nnQ op rra aqr4orrHo- KoMMyHI{KaIInO IrHbIe

TexHoJrofr4v AnA eronoruvqnoft u
p aqr4o Hurnbuofi opraruc a\hkr
uHrf oprvraql4oHHblx npoqeccoB, IIoBbIrrIeHilfl. rrx
rz6xocrz rI,III,IHaMI,IqHocrLI

llpaxruuecrze pa6orrr,
KoHTpoJrEHbIe pa6orbl



Co6eceAonauve;
Ycrnufi orqer o BHeayArrroPnofr

caMocrotrelruofi Pa6ore;

llpanuna Pa6oru c BXoAIUII'IMI4,

r.rcxoAfl IIII,IMIT 14 BHyrpeHHI4MI{ AOKyMeHTaMI4

Co6eceAoeanve;flcuxoloru.u AeJloBoro o6qenzr, ocHoBbI

Co6ece.qoealarae:'

YcrHsrfi orqer o BHeaYALIToPnofr

caMocroflTeltsofi Pa6ore;

Tp e6or auu fl , rrq e ybtBJIteI\{bIe K

AOKyMeHTaM B coorBeTcTBI{I4 C

HOpMaTI4BHbIM[ npaBoBbIMt4 aKTal\rll 14

focv.IlapcrBeH HblM H CTaHAapraMI',t

4.o6reruo6paroeare.rsrrofirlpofpaMMu[IIoI,IBIIAbIyue6rroftpa6orrt

o6ua, rpyAoeMKOCrs o6pasoearelsHofi nporpaMMbl [flo COCraBJIter (64 ar' taca) Attt

oqsofi Soprvtu o6YueHur.

5. Ka.rreuAapnufi yue6uulfi rpaQurc

y.re6uHe sa:rrflTLrfl.npoBoArrc.rr B TeqeHl.re 16 aHefi uo 4 araAeMuqecKllx qaca B AeHb

$trcas we aemcn o6aeu yve6uoit uazpysrcu)'

Peanrnrrft rpaSnr yve6noto [poqecca oflpeAeJlteTct B ycTaHoBJIeHHoM IIoptAKe

pacnl4caHl4eNa :auqruil.
O. VqnSUbIfr IIJIAH IIP O 1. PAMMbI AO IIO1HI{TE JI6HOI O

IIPO@ECCLIOHAJIbHO| O OEPA3OB AH'VIfl'
(CEKPETAPCKOE AEJIO

II AEJIOIPOI'I3BOACTBO HA KOMIIbIOTEPE )>

B rovr qI{cJIe:

Bcero
yue6nux
qacoB

Hauneuoearuue Pasdenos u meJvt

JIercqur'l
(Teoperu-

IIECKIIE

nnolyru 1. <{EJIOIPOII3BOICTBO n

NOKYMEHTOOBOPOT>

- Ponr rI Mecro ceKperapt B crpyKrype
yrlp aBneHI'I{ opraHI'I3 aquu. (Dymqu oHaJIbHbIe

o 6.f, gaHnocrrl B paMKax opraHI'I3aIII4oHHoro 14

unQ oprraalgoHHoro o 6 ecue'reHl'Is

AetrenbHocrll pyKoB oAI'ITen.t{' Tp e6on auur,

npeAbtBJlfleMble K CeKperapro.

- Hopnrarl4BHo-MeroAl4qecKaq ocHoBa

Aenonpolr3BoAcrBa. Tpe6oraulla x

otpopvrnenralo AoKyMeHToB B coorBercrBl4ll c

|OCT P 7.0.97-2016' Haquonanrnslft

craHAapr Poccuftcrofi @e4epaqran' Crcteua
craHAaproB no uutf oPrvl ar\vtur,

6z6nuoreqHoMy H I{3AarenbcKoMy Aeny'

Opranus aqlroHHo -p acloptAl'ITenbHa'u
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- O6nacrb nplrMeHeuvIfl,14HopMaruBHbIe

CCbIJIKII.

- CocraspeKBh3l,Iron.Otfopunenue
peKBkt3rrroB.

- Eranru. BuAu 6nanKoe. Enanru4nxpa6orrr
c AoKyMeHTaMI{ BHyrpI4 opraHlBauvtvr vr

6ranrz trJIt nucbMa.

4. - KraccudzrauraqnoKyMeHToB. 4 2 2

5 Cocras opraHlr3arlzoHHo-pacnopqAI4TenbHoI'I

AOKyMeHTaIIITU.
Opranusaql4oHHble AoKyMeHTbI. (Ycrae,
flonoxenzx, Irlncrpyrquu, I T lraruoe
pacnucanue).
PacnopxgnreJlbHble AoKyMeHrbI. (flpuras.
Bra.4sr nprrKa3oB, Brrnracra I43 IrpvKa3a,

Pacnoprxenue. BuAu pacnoprxeuufi ,

Vxasanze, PeureHue).

Cupanovnrre AoKyMeHTbL
Cupanovno-zn(popuaqlroHHble AoKyMeHTbI
(flporoxon. BuAu nporoKoJlon. Cnequ(pnra
o(poprvrneuu.s. Bunucra LI3 lrporoKoJla,

.IlorcnaAHaq 3anLIcKa. BuAu AoKJIaAHbIx
3arrr4coK. Cnyxe6Ha.a :anzcxa).

,{eronoe III4cbMo. Knaccu$urcalqar AeJIoBbD(

rrr4ceM. Tpe6onarux, [peAbtBJIueMbIe K

oQoplureruro AenoBoro rpIcbMa. Tpe6onaruu,
npeAhqBnell(ble K TeKCIy, COcTaBneHHOMy B

o$nryrarrruo-AenoBoM grvllre ) ilpaBvna
rpal\4MiITI,IKI4 I4 cI,IIITaKCI4ca pycCKOrO t3blKa.

Crpyrcrypa aenoBofo III4cbMa. TeleSonorpaMMat

$axcorparr,nr,ra, oJIeKrpoHHoe coo6lqerue).
C np an ouno - anaJwrruqe cKlde AoKyMeHTbI.
(Arcr. BIa4u aKroB. Crpyrrypa u
oco6esnocru otpoprran euvs' Cupanrca. BuArt
cnpaBoK. CeoAra. CeereHla.fi).

8 4

6. - HouenKJrarypa Aen.
- BnAu. OQoprraneHl(e, corJlacoBaHue,

yrBeplrqeHue.
- (DopuupoBaHl4e u oQopvrneHkle Aen.
- Onepau.IBHoe xpaHeHI,Ie Aen.
- 3xcreprl,I3a IIeHHocrI4 AoKyMeHToB. Cocras

gKcneprHofi rouuccvtlt.
- lloAroroBKa rt cAaqa.qen B apxLIB.

Houenrratypa Aen.

8 4

7. - [or<yrueuroo6opot.
- Pa6ora c BXoAturuMI4, I4cxoAtrIIr4MH,

BHyTpeHHzMIz AoKyMeHTaMI4.
- Xypnanbrperklcrpalluu.
- Pa6orac ron$Ia4eHIII4aJIbHBIMLI

AOKyMeHTaMu.
- Konrponb r4cnoJlHeHuq AoKyMeHToB. Cporcu

ucnorHeHr4r AoKyMeHron. Cno4ru,
CseaeHIas.

4 2
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- 3nexrponHuftAoKYMeHToo6oPor
8. llpouexyroqHoe TecruPonauue.

) )

9. Mosynr 2. ({EJIOIPOtr3BOACTBO Ha

KOMIIbIOTEPE)

20 4 16

10. Texcrosufi peAaKrop MS Word.
Croiicrna, r'IHTyt4TrBHsrfi unrepQ efr c,

ocHoBHble noHtTI4t.
OcHoeHHe uacrpoilrua nPorPaMMbI.

Irlgueuenue uacura6a AoKyMeHTa, rpaHIlIIbI

TeKcTa AoKyMeHTa, HerlgqaTaeMble cIrMBOJIbr.

B axnste coqeraHllt KJIaBI'III.

Pa6ora co rupu$rov, arr6op rapHl'Irypbl,
pa:Mepa LI HaqePTaHI4t.

Pa6ora c a6salrelvl. Bupannnnauue a6zaga,

orcrynbl I{ uHTepBanbl: Me)KAycrpouHrri'i,

nepBarr crpoKa, IlHTepBan Mex{Ay a6sallaN{z

flapanaerpn upraQra u a6za\a Ats'
AOKyMeHTOB.

CosAaHue u otfoprraneuue ra6nuqu e

TeKcroBoM peAalrrope Word. .I{o6aelenze r't

yAaJreHI,Ie cror6uos H crpoK. O6tegzuenue z
pa3AeneHlre tveeK. BrtpaeunnaHve AaHHblx B

.f,.IeilKax.

KolonrnryJlbl I4 HoMepa crpaHI4II B

AoKyMeHTe.

@opnrarrt. Pasuepu nonefi B coorBerc'rBvIr4 c

focr P 1.0.91-2016.

6 I

II - Bz.urr 6ranros.
- Erampr 4rr pa6oru c AoKyMeHTaMIa BHyrpt4

opfaHl{3aIIUI.
- Eramu Anfl rltlcbMa.
- Maxerr,rpoBaHrle 6ranros c yrnoBblM 14

rlpoAoJrbHbIM pacnonolKeHI4eM peKBu3rrToB.

4 I

12. - Pacnop.flALITeJIbHbIe AoKyMeHrrr. flpr'rlcasrr,

PacnoprxeHIEx, Yra3antle.
- OsoprrreHue peKBl4svra (3aroJIoBoK K

TeKCTy>).

Crpyrtypa reKcra, oco6ennocrn
oQoprranenug pac[optAureJlbHblx [yHKToB

AoKyMeHTa. flynxr o KoHTPoJIe, ero

oQoprurenne,
- O$opuneHlre peKBvI3I4Ta <flo4nucr> na

6nanre KoHKperHoro BI4Aa I'r Ha 6nanre

AOJI)KHOCTHOTO nzqa.
- Busst corJlacoBaHrn,s. PacnonoxeHl4e Bv3 B

AOKyMeHTe.
- O$opltneHrre orMerKI'I o 3aBepeHIrI'I KorII4t4

roKVMeHTa. Brrruacra r'I3 npl4Ka3a.

4

t3. - CupanorrHbleAoKyMeHTbI.
- flpororor. BuuucKa I,I3 rlporoKona.

4 I
a
J
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Oco6esuocru orpopun eHlzs.. Pernuszr
dlpuroxeHue)).

-,{enonoe [LIcbMo. OQopuleu?Ie peKBI'I3I'IToB

<A4pecao>, <<I4cnonurareJlb).

- Arru. Crpyrrypa reKcra. O(poprureuue
peKBu3l,Iron <f pu (f yTB EPXAEHI4 fl>>,

<floAuucr>>, <fpzQ CO|JIACOBAHI4-b.
- [orcna4nue, Clyxe6nue, O6rqcHIareJIbHbIe

3alrIcKI4. Cnpanru. CsoAIu.
t4. llpouexvroqHoe TecruPonanue. ) )

15. Mosynr 3. (3TI'IKA AEJIOBOIO
OEIUEHILf,>

12 6 6

16. Hopvrrr v npaBvna 4euonofr gTlrKI'I.

[eronofi 3TI,IKer. flonceqnennrrfr ,

npa3AHlrrlHrrfr gruxet.

3rurer n cryxe6ublx orHouenvIflx.
KopnoparuBHat Kynbrypa, Quprueunrrfi
cTr,rJrb opfaHI,BaIII4I,I.

Cnyxe6nar BeprnKanb (ornorueuux n
cr4cTeMe (pyKoBoArtreJlb-rloAql'IneHnrrfi >).

Cnyxe6nat ropl43oHTalr (oruour eunfl. B

cr.rcreMe ((KoJlnefa-Komtera>). Cnyxe6Haa
cy6opAnHauux.
Hoprurr v flp aBktna ourouresufi c orpyAHI4KoB

c rrpeAcraBlITeJItMI{ CTOpOHHITX

opfaHl,I3allufi , uaprnepaMl{, KJIIIeHTaMI{,

TIOCETI,ITEJI'MI,I.

BsauuoourolueHut c pyKoBoAIrreJIeM.

Oxasanue otf$errvenofi nououlll B paMKax

crvxe6urrx nonnovroqufr .

2 2

t7. 3ir,roqraonanrno-uefirpanrnrrft Aenosofi
xapaKTep oruourenufi.
Kon(fuaenurraJlbHocrr. Vuenue Becrl4 ce6.s n

cJroxHbrx cvrya\uflx.
BsazNloorHolrreHu.g B KoJIJIeKTI4se. XeHcrcuil
rparcrop na pa6ore. <Tpy4uue nro4u>>' Polr
ceKperapt B rloAAepxanulr 6laronplltrHofo
MI,IKpOKJIITMaTa B KOJIneKTI'IBe.

Texnolornt uI grvKer AenoBblx curyalg;uil
TeneQonnrtfi pasronop n oQzce. I'lcxoA.f,rlue

I,I BXOA'ITIUe" SnoHru.
B aur <cosop'lcuufi uMI4A)ltl). Peqeeofr oTI'IKer.

OasH reneQonHoro pa3roBopa. 3rura
rereSounrrx neperoBopon. (Dopvrr

BexJrrlBoro pelueHzt xou$rutrrHnx
cuwauuit.

4 2

18. - ,{elonat flepelucKa.
- Crpyrcrypa AenoBoro rrlcbMa. BIaAU AeJIoBbIx

IIUCEM.

- OcnosHble npl4Huurlbl cocraBJleHlrt AeJIoBbIX

NLICCM.

- TunlaqHsle oruu6xu B q3blKe v crvlile Aerosofi

4 L



KOppec[oHAeHULIu.

- Crau4aprblMex(AyHaPo4nofr
KOppecrloHAeHIII{u.

B coorsercrBltvt c coBpeMeHHbrMr4 rpe6onanuflv.u peuturcaUJ,i'fl. KoMIIereHTHocrHoro

rroAxoAa n IIIO [peAycMaTplaBaeT Ixl4poKoe I'IcIIoJIb3oBaHI{e B y're6Hou npoqecce aKTI'IBHbIX I4

"rt"pu*t"BHblx 
qbpt [poBeAeHI'IrI .zaunruit, B ToM rll'lcne AeJroBbIx n poJreBblx rrrp, pas6op

KoH1perHbrx cr.rryaq[fi, n coueraHvrvt c BHeayAl4Topnofi pa6orofi c qenblo QoprvruponaHiz.fl' kr

p a3BuT:,1lfl. up o Q ec cuoHaJIbHbIx HaBbIKoB o 6yraroquxct IIo AIICIII{III}IHe

OopMbI 11poBeAeHu-fl ayAuTopHblx zauttui1 [poBoAlIMbIx B I4HTeparrunuofi Sopue, no

o6pasorarenruofi rpofpaMMe .{IIO :

o , AenoBaf urpa v I4HbIe Sopvrrr refiunQraxaqnu yue6Horo 1lpoqecca;

' ilpe3eHTallpu, o6cyx4euue ycrHblx AoKnaAoB u 3cae;

. eCase-study (aualras KoHKperHbIX curyagvtit, curyaqzouHrrfr alJaIrkr3 c

rrcrloJlb3oBaHueM sJreKTpoHHbIX MarepuanoB);
. aHuIJIus yue6uux curyauuit;
. JreKrlurl, npoBoAr4Mbre c ucrroJIb3oBaHI,IeM npe3eHTaUutrL t'/,yn!tuMe!.vacpeAcrB.

, 7, Cogepxauue pa3AeJron o6paronare;rsuoft uporpalrvru [flo

MOAYJIb 1. <.IIEJIOIPOII3BONCTBO U .IIOKVMEHTOOEOPOT>

1. Polr u Mecro ceKperapt B cTpyKType ylpaBneHl'It opI'aHI'I3 a\uu. (DynxquouaJlbHble

o6rsaHHocrrr B paMKax opraH[3arlr4oHHoro u nu(fopvraql4oHHoro o6ecue'IeHla.fl

AeflTenbHocTLI pyKoBoALITeJIt. Tpe6onanut, npeAbtBJlteMble K ceKpeTaplo'

2. Hoprr,rarunHo-MeroAurrecKar ocHoBa Aeno[poLI3BoAcrBa. Tpe6onauzx x o$oprvrneHI4Io

AoKyMeHroB B coorBer crBukrc |OCT P 7 .0.97-2016. Haquoualrurtfi craHAapr Poccprficrcofi

(Degepaqvra. Cucreua craHAaproB no nn$opua\av\ 6u6nuoreqHoMy lr rI3AareJIbcKoMy

reny. OpranusaqlroHHo-pacloprAl4TenbHat AoKyMeHTaIIuq'

2.L O6nacrr [pI4MeHeHVt Ir HopMarI'IBHbIe ccbIJIKI'I.

2.2. Cocran peKBkt3laTon. O$oprvrneHl'Ie peKBI43IrroB.

2.3. Enan4u. BuAtr 6nanKoe. Enamu 4nx pa6oru c AoKyMeHTaMu BHyTpkr opTaHvt:al;3:Iklkl

6ranru rJIt [ucbMa.
3. Knaccu$nrallntAoKYMeHroB.
4. cocras opraHr.r3arlrroHHo-pacnoprAr,rTenruoil 4oryMeHTaIII{I4.

4.1. OpranusaquoHnble AoKyMeHTbI. (Vcran, floloxenu.a, I'Incrpyrquu, TTlraruoe

pacuucanue).
4.2. Pacnopr4nrenbHbre AoKyMeHrbr. (Ilpuras. BuArt IrpIlKa3oB, Bslnucra I,I3 rIpI'IKa3a'

Pacnopxxeuue. Bu4u pacrroptxeHzfi , Yrcasanue, Peurenze)'

4.3'. Cupano.trfe AoKYMeHTII.
4.3.l.CupanouHorgn$oprrraquoHHbre AoKyMeHrbr (flpororol. BnArt rporoKonon' Cneqz0ura

o$opunenug. Bunucxa r.r3 nporoxora,,{oxragHafr 3artllcKa. Bu4u AoKnaAHbIx 3arII4coK.

Cnyxe6uar sanncxa).
4.3.2. [ercBoe rgcbMo.Itracczrfr,marryrr AeJroBbx IMceM. Tpe6oearuu, npeAhtBJU{eMbIe K

oQOpnnrerurO AenOBofO ru{CbMa. Tpe6Orarur' qpe4btBnteMble K TeKcry' cOcTaBIIeHHOMy B

oSnquansno-AeJroBoM grvffte,npaBr4na rpar\{Murvnerl4 cIlHTaKc}Ica pyccKoro f,3blKa. Crpyrrypa

IenoBoro TII{cbMa. TeneSonorpaMMa, tpar<corpannrl4 3neKrpoHHoe coo6Uerryre).

4.3.3.Cnpanouno -a1aJil4TlrrecKrre AoKyMeHrbr. (Arr. BuAu aKroB. Crpyrrypa n oco6ennocru

o$oprr,rnenux. Cupanra. BnArr cnpaBoK. CeoAKa' Cee4euur)'

5. HoueHuarypa Aen.

5. 1 . BuAst. O$opvleure, corJlacoBaurre, yrBepxAeHl4e.
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5.2. @oprr,ruponaHue v oSopvrnenue Aen.

5.3. Oneparrannoe xPaHeHVe Aen.

5.4. 3rcneprusa TIeHHOCTI{ AoKyMeHTOn. cOCras 3Kc[epTHofi xovrucczu.

5.5. floArorosrav. craqa Aen B apxl'IB' Houerrlarypa AeJI'

6. floxyueHroo6oPor.
6. 1 . Pa6ora c BxoAqIIIuM]|1l, vgxo!.frrrlrrMtr, BHyTpeHHI4MpI AoKyMeHTaMI4.

6.2. Xypnanrt perLrcrPaIIIrI4.

6.3. Pa6ora c ron$u4eHIII4anbHbIMn AoKyMeHTaMA'

6.4. Konrponr ucIIoJIHeHIIt AoKyMeHron. Cporu [cIIoJIHeHIIfl AoKyMeHron' Cnogxu,

Cse.[eHu.f,.

6.5. Snerrpouurrfi 4oryrvrenroo6opot.
MO,{yJIb 2.

1. Tercrosufi peAaKrop MS Word'
1.1. Ceoficrna, I'rHTyI4TlIBHHfi znrepQefic, ofironHble noHflTl4t'

l.Z. OcnoeHHe xacrpofixu upot-paMMbr. lf:uenenue uacurra6a AoKyMeHTa, rpaHuubl reKcra

.4OKyMeHTa, HeneqaTaeMble cI,IMBOJIbI.

1.3. Baxgrre coqeraHlltKJIaBIIIu.
I.4. Pa6ora co urpztprorv, nrr6op rapHr{rypbr, pa3Mepa vldaqepTalJnfl'

Pa6ora c a6:aqeu. B"tpu""""arMe a6saqa, oTcTyIIbI I{ I'IHTepBzrnbI: MexAyct'povnrrfi, repBas'

crpoKa, I4HTepBan MexAy a6saIIaNaI'I

flapanerpu urpn$ra u a6za\a Anq AoKyMeHroB.

1.5. Co:Aanue ra o$oprurnenue ra6lzqbl B Te (croBoM peAaKTope Word. ,{o6aueHze u

yAaneHr..re cror6qos rr crpoK. O6reAuuenvreupa3[e.neHlze sqeeK. BupannnnaHile AaHHbIX B

sqefrrax.
1.6. KolourzryJlbl I,I HoMepa crpaHI4II B AoKyMeHTe.

1.7 . ooprraaTbr. Pasueprr uonefi B coorBercrBvlkr c |OCT P 7 .0.97-2016.

2. Bu.nu 6raHroe.
2.L Blanrcn 4lr pa6orut c AoKyMeHTaMI4 BHyrpLI opraHl43arryrv.

2.2. Blasru nilfl rrr4cbMa.

2.3. Marerupoeauue 6nanroB c yrnoBbrM r.I npoAoJIbHbIM pacnonox(eHl'IeM peKBu3I'IToB.

3. Pacnopx4uTeJlbnble .qoKyMeHTLI. flpnrasrr, PacuopaxeHra.a, Vrasanue.

3.1. OQoprvrneHl,Ie peKBI43I,Ira <<3aronoBoK K reKcryD.

3.2. Cryyrrypa reKcra, oco6ennocrra oooprvrneHllt pac[optAlITenbHblx nyHKToB AoKyMeHTa'

flyuxr o xouipole, ero oQopuJleHue,

3.3. OSopnaneHr,re peKBu3trra <floAnucb)) Ha 6lasxe KoHKperHoro BI4Aa }I Ha OraHKe

.rlonxHocTHOfO JIUUa.

3.4. BusH corJlacoBaHuq. PacnoroxeHl{e BI'13 B AoKyMeHTe'

3.5. Osopunenue orMerKr.r o 3aBepeHrrrr KOrII4I,I AoKyMeHTa. Bunucxa I{3 [pHKa3a.

4. Cupanounrre AoKYMeHTbI'

4.I. flpororcon. Brrnuclca r43 rrporoKola. Oco6euHocrl4 o(foprranenus. Pexnl4sur

dlpuroxeHne)).
4.2. [elonoe [rrGbMo. OQopunenue peKBr43laron <A4pecarr>, <<LlcnoJIHureJIb)).

4.3. Arru. Crpyriypa reKcra. OSopvrneul4e peKBLI3I,Iron <fputf yTBEPXAEHVI-I>>,

<flo4uzcr>>, <fpuS CO|JIACOBAHI4Ib'
4.4. Aoxla.{nue, ClyNe6usre, O6rrcnr.rreJlbHble sartvcKrl, Cnpanrol' CeoAItI4'

MOAynb 3. (3TIIKA .IIEJIOBOTO OBIIIEIIIIfl>

1. Hoplau u npaBvrna 4enonofr oTIrKI4.

2. [error,oit orl4Ker. flos c eAH en nufi , up as.4uIt qnrrfi 3TI'IKer.

3. 3ruxer e clyxe6ubrx orHorrreHVAX. KopnoparuBHat Kynbrypa, rfzprrtennufr crI4JIb

opfaHu3aIII4Ir.
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4. Cnyxe6nar Beprr.rKanr (oruoureHr4r B cr{creMe ,,Orno"oo"Terb-floAtll,Inenurrfi>). Cnyxe6Har

roprr3oHTanr (ornoureuvs.B cvcreMe (KoJrJrefa-KoJIJIeTD)). Cnyxe6nar. cy6opluHa\1rfl,'

5. Hoprrau vnpaBtrnaorHorrreHr,rfi corpy4ulrKoB c npeAcraBnrenqMll cropoHHl,Ix opraHlz3aryuit,

lapTHep aMrI, KJII,IeHTaMV, fIO C eTIIT erflMVI.

6. Bsara\doorHorrreur4r c pyKoBoAlrreJreM. Oxasanue e$$exruenofi nonrorqu B paMKax

cryxe6nux uonnolro.Iufr .

7. 3noquoHaJrbHo-Hefirpalurrrfi Aelonofr xapaloep orHoureurlfi. KouQll4eHlll4anbHocrb.

Yuenue Becru ce6t B cnoxHblx ckrryarlkrflx.

8. BsauN,roorHorueHrrr B KoJrJreKTr{se. XeHcrufi Sarcrop na pa6ore. <<TpyAnrre mo4u>. Polr
ceKperapr B rroAAep)K auuu 1taronprrrruoro MLIKpoKJII4MaTa B KonJIeKTLIBe.

9. Texsolorufl.vr3Tr4Ker AenoBbrx cutyaquir. Tere$oHHrrfi pasroeop n o$uce. I4cxoAsxlue u

BXOArrUne SBoHru.

10. Ba111 (coBopru[fi rauuAx>. Pe.renofi grr.rKer. @asrr reneQonnofo pa3roBopa. Srura
releSonnrrx neperoBopon. Ooplrbr Bexnr.IBofo pelueHul ron$nnrrnux curyaqufi.

1 1.,{enonar repenlrcKa.

o Crpyrcrypa AenoBoro rlrcbMa' BnArt AenoBbIX III4ceM.

o OcuogHble npI4HIIurIbI cocraBJIeHVt AenoBbIX rII4ceM'

o Tnnlrqnrre ouru6ru B.g3blKe LI crIrJIe Aenonofi KoppecnoHAeHIII'Iu.

. Crau4aprbr Mex(AyHapo4nofi KoppecrIoHAeHIII{}I.

8. Ycroeun o6paronarensHoft rporpaMMu IIIO
Tpe6onarufl K MnHtrMaJrbHoMy MarepfiaJrbno - TexH[qecKovry o6ecneqeHl{Io.

O6opy4onanue na6uHera AoKyMeHTarI[oHHoro o6ecneqerulfl ylpaBJreHuq:
- pa6ouee Mecro o6yuarolquxcx;
- pa6o.ree Mecro nperloAaBarent;
- KOMrrneKT y.re6no-rraeroAuqecKofi 4oxyuenrar\vkr;
- KoMIIJIeKT sneKTpoHHux o6pasoBareJlbHblx pecypcoB.

Texnnqecxfle cpeAcrBa o6yueuua:
- IIK;
- npoeKrop
- MynbrlrM eruiluan AocKa
O6opy,qonanl{e - yvebHoft KaHIIeJrflprIn:
-'KoMrIJIeKT ue6enn;
- KOMnbrOTep; .i
- rpr.rHTep;

- cKaHep;
- KCepoKc;

- na6Opu KaHIIentpCKI4x IlpuHaAlexnOCrefi, B T.q. r1a11KI4 pa3Hblx BI,IAOB.

9. LInQopMarIrIoHHoe o6ecleqenr're obyveHrlr.
flepeuenr peKoMeHAyeMbrx yue6nrrx u3gaunit, vHTepHer - pecypcoB, AorloJrHurenrnofi

nr4Teparypbl:

JI. A. JIeHKeezu flelonpol{3BoAcrso. - I'IgAarelrcxufi IIeHrp <<Ara4euul>>,
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JI.A.JIenrcenv.I Cercperapr-peQepeur. CerperapCxoe AeJIo: Y'Ie6Hoe uoco6ze nnfl

nau. npoQ. o 6pasonaurlx.

H.M.fIoxut4KoBa flparruryrvr IIo rpeAMeTy ((AoKyMeHTbI, KoppecIIoHAeHIII{t vI

Aenolpor43BoAcTBo) : Y.{e6Hoe roco6r4e Anfl Haq.rpo(f . o6pasonauur

O.I4.3arvmruKoBa, M.14.Eacaron,{enonpol'I3BoAcrBo'

focy.uapcrBeHHar cr4creMa AoKyMeHTaIIHoHHoro o6ecne'{eHl{t ynpaBJlenz.f,. OcHosHrre

rroJlox(eHl4.f,. O6que rpe6onanut K AoKyMeHTaM II clyx6aru AoKyMeHTaIIlIoHHoro

o6ecue.{eHplt y[paBJIeHI'It.

Tznosas r{HcrpyKrlr,u rro AeJrorrpbzsnogcrny n Se4epanrHblx opraHax vcrIoJIHI4TenbHofr

BIrACTvr,yTBeplKAeHuas MunncTepcTBoM KyJrbTypbl I4 MaccoBblx KOMMyHIIKaUufi Poccraftcr<ofi

(De4epaquu

flepeueur TVnoBbIX ylpaBneHqecKllx AoKyMeHTOe, O6paSyroquxcfl B AetTeJIbHOcTz

oplaHz 3 aII uit, c y xasaHl4 eM cp oKoB xp aH eHI'It.

I 0. OprauIr3allrroHHo-rIeAaroruqecKrre ycJroBrIfl

Co6nroAesue rpe6onanr* * nu4poBbrM ycJloBvrflMpeurusa\kwr AonoJlHl4Telrnofi

upoSeccuonanrnofi rPorPaMMbI :

a) upeno4asarenrcKr,rfi cocraB o6paronarenurofi opraHl43alluu, o6ecteql'IBalouufi

o6paaonareng6rfi npoqecc, o6laAaer BbIcIrI'IM o6pasonaHvreMla cTDKeM npenoAaBaHl'I'fl IIo

usyuaervrofi na*utr*a He MeHee.l roAa u (ntm) npaKTuqecxofi pa6orrr B o6nacTtx 3:r.anuit',

rpeAycMorpeHublx MoAytrtMI'I rporpaMMbl, He MeHee 3 (rpex) ler;
6) o6pasonarenrnofi opraHr.r3arluefi napnyy c rpaAuIII4oHHbIMIr JIeKuI4oHHo-

ceMr.rHapcKvrMrl sauflTvaMrr [plrMeH.f,rorcfl coBpeMeHHue eQSer<rI4BHbIe MeroApIKIz

rrpenoAaBaHr.rr c [prrMeueH]reM r{HTepaKTuBHbIX Qopt o6yrenur, ay4vroBkr3yaJlbHblx cpeAcrB,

""4optuq[oHHo-TeJIeKoMMyHIIKaIIIIoHHbIx 
pecypcoB u HarJItAHbIx yre6urrx uoco6uft'

- 
Co6nro4enue rpe6osa1uiaK Marepr,rirJrbHo-TexHuqecKoMy u y're6no-ueroAl'IqecKoMy

o6ecne.reHllro AononHurenrnof npoSeccuonalrsofr [porpaMMbl:

a) o6paronareJrbHar opfaH[r3arlur pacnonaraer neo6xoAururofi Marepl'IanbHo-TexHl49ecrofi

6azoit,BKJrroqar coBpeMeHHbre ayAr4Topuu,6u6tuoreKy, ay[r4oBrt3yulJlbHble cpeAcrBa o6yueHI'rx,

MyJrbrr.rMeAufiHyro alnaparypy, oprrexHr4Ky, KorIupoBaJIbHhIe al[aparbl. Marepuanrsas 6aza

cooTBercrByer caH[rrapHErM I,I TexHI,IqecKI,IM HopMaM vnpaBkllratvr u o6ecueqllBaer [poBeAeHI'Ie

Bcex BIIAoB npaKTllqecrofi u Al,Icqllilnl,IHapnofi no.4roToBK[ cnyluaTenefi' [peAycMoTpeHHbIX

yue6nrrrrl nnhuotrl peanl43yeMofi 4onomrurenrrrofi upotfecclloHanlHofi nporpaMMbl'

6) B cnyqae npr{MeHeHr4r gneKTpoHHoro o6yueHr4fl, [rrcraHIIlIoHHbIX o6pasonareJlbHblx

TexHonon4fi raNarrfi o6yuarouluficq n re.reHlle Bcero [epl4oAa o6yueunr o6ecne'Iunaercfl,

LrHAvrBvrAyurbHbIM HeOfpaHuqeHHbIM AOcrynOM K 3JIeKTpOHHOfi I4HSOpMaIIUOHHo-

o6pasonarenbHofi cpeAe, coAeplrarrlefi ece oneKTpoHHbIe o6pa3oBareJIbHbIe pecypcbl'

[epequcfleHHbre B MoAynrx.4onoJrHr,rrenrnofi npo(beccuonanrnofi ilporpaMMbl'

11. (Dopuu arrecrall[u r oIIeHoqHbIe Marepl{aJrbr

. O6pasonareJlEHa.f, opraHr,Barlrrfl Hecer orBercrBeHHocrE 3a KallecrBo noAroroBKlr

CnyulaTeneilupealnzallruo AoIIonHlITenbHofi [po$eccIIoHaIIbHOfr qpolpaMMbl B IIonHoM

o6reue B coorBerci'suv c yue6urrna TIJIaHoM'

Oqesra KaqecrBa ocBoeHr4r AononHrrrelrnofi npo(beccuoHalrHofi nporpaMMbl

cny[rarenefi nxlroqaer reKyr{r4fi KoHTponb ycrleBaeMocrvtv I'IToroByIo arrecraUl{Io.
pe:yltraru urorosofi arrecrarllrr4 cnyrrrarenefi AIII B coorBercrBnvt c Soprraofi uroroeofr

artecraql,ru, ycraHoBJlenHofi yve6nrrrvr nJraHoM, BblcraBJrtrorct rro Anyx 6alsnofi IIIrale

(<sa.rreHo\He:avreH o >>).

ClyurarelrM, ycrerxHo ocBor,rBtxlrM AonoJlHl4renbHyro npoQeccuoHilnbHylo npofpaMMy I{

lrpolneAluuM trroroByro arrecraUlrro, BbrAaerct yAocroBepeHue o noBbll]reHr'rr'r xnalr'IouKa\vIV.

CnyruarelrM, He rrporrreArxlrM uroronoff arrecralll4t4 IrnI4 nonyqrlBllrrrM Ha lIrorosofi

aTTecTarIr4Lr HeyAoBneTBOpr4TenLHbre pe3ynbTarbr, a TaKXe JIUIIaM, ocBoI4BIrIIrM qacTb

AonoJrHurenbuofi npoQecinoHaJrrHoi ilporpaMMbl n (unu) orql{cJIeHHbIM t43 o6pasoearelurofi
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opraHr{3arltrrr, BbrAaercr cnpaBKa o6 o6yvenrau urn o nepltoAe o6yveHu.a no o6pa3lly,

caMocToqTeJIbHo ycTaHaBJII4BaeMoMy o6pa:onarenbHOfi opraHl43aUl'Iefr .

lrlroroea.f, arrecrarlrrr [poBoAr4Tc.s [o OopMe recrl4poBaHus.B coorBercrBl4l4 c yqe6HbIM

IINAHOM.

Pesynrrarrr r.rroroBofi arrecrarl[v 3aHoctrct B coorBercrByloqve AoKyMeHTbI.

12. KoHrpoJrb H orIeHKa pe3yJrbraroB ocBoeHrrfl o6pa3oBareJrbHofi nporpaMMbl AfIO

KoHrpolr u orIeHKa pe3ynbraroB ocBoeHrrs nporpaMMbl ocyuecrBnflercfl. npenoAaBareJleM

B IIp o qe c c e np o B eAeH Irt IIp aKTI4qe c KI'IX 3 aHtT r4ir, T e cTkrp oBalgkrfl '.

13. KonrpoJrbHbre Bonpocbr Arq flpoMe)rcyroqHoro lr py6exHoro KoHTpoJrs

1. PacnoprgrneJrbHbre,qoKyMeHTbr. Oco6enuocru otfopvrIrenvfl.I{ corJlacoBaHlrt

2. Karne BHA6I AoKyMeHToB no JIpITIHoMy CocTaBy, oCO6eHHOcru pa6oru?

3. Pasnonu4nocrrr AeJIoBbrx nr4ceM, KaKr.re rpe6oBaHl4fl,rpaBvIra o$oprruenLlfl.,peKBugvITbT?

4. Kax oprauu3oBarb AoKyMeHToo6opor oprauuzaguu?

5. Perucrpaqr4r AoKyMeHToB. Kax npanunbHo pa6orarb c BXoMIIIIaMI'I AoKyMeHTaMu tt

I,IcxoA-suI,INau?

6. @oprr,ruporanne v oQopMneHrre Aen.
7. IoAroroera Aerv nepe,qaqa B apxrlB.

8. OcnoeHHe rroHrrlrr, crpoeHrre oKHa, efo pexo4Mrt, 4eficrnz,l c oKHav,lz vI raIIKaM]I B

Windows.
9. Pa6ora c AoKyMeHTaMprureKcroM n llporparvrrrle Word
10. flony.leHlae noqrbl. Pa6ora c [ucbMaMI{.

o6ec

e) enercmpoHHbte pecypcbti
1. Cnpaeounafl npaBoBat cl{creMa <Koncylrranr fllroc>>

2. CnpanovHarl npaBoBaq cplcreMa <fapanr>
3. www.cfin.ru
4. www.fd.ru
5. www.iteam.ru
6. www.intalev.ru
7'. quote.rbc.ru.
8. www.finam.cu
9. www.akm.ru
1 0. www.group.interfax.ru
1 1. www.rusbonds.nr/products

1 4 ; MareprIaJrbHo-Texlr[qecKoe oOecne'reHlre Arrcq[ilJrrrHbr

B uarepn albHo-TexHr4lrecKoe o6ecue.{eHue o6pa:onarelurofi ilporpaMMbl

AononHrrreJrbHoro rpo!beccr4oHaJrbHofo o6pasonaru4.s BxoAtr MynbrI,IMeAufrlr'ste npoeKTopbI,

KoMnbrorepHbre yqe6Hbre KJIaccbI

B)n TIETICHPIE

HaseaHtae

IIporpaMMHoro
o6ecne.reHhq

Hagnaqenze z o6lacrr
rrprrMeHeHLI{

IIporpaMMHoro
o6ecneqenra.s

llporpaurvruoe o6ecneqeHl4e rIo3BoJIter

Microsoft Office OcnosHrre o$r.Icnrre
NDOTDAMMbI

Becru AoKyMeHToo6opor B gneKTpoHHoM BkIAe


