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1.1. Heas peanu3zanuu NporpamMmsbl

Ilenpto  mporpammbl  sABIseTCs  IpodecCHOHaNbHAs  MOJATOTOBKA
oOyuatomuxcs X-XI kmaccoB 061eo0pa3zoBaTeNbHBIX OpraHU3aIiii mo npodeccun
«CekpeTapp-aIMUHUCTPATOP.

1.2. Ilnannpyemble pe3yabTaThl 00y4eHHUs

B pesynbrare ocBoeHHMS mporpaMMbl MNpodecCHoHaIbLHOTO OOy4YeHUs Yy
ciymaresis JOJDKHBI ObITh COPMHUPOBAHBI KOMIIETCHIIMH, B COOTBETCTBHH C
pazzaenom 2 [IporpamMmabi.

B pe3ynbraTe ocBOSHUS MPOTpaMMBbI CIIyIIATEIh JOJDKEH:

3namo:

—  TIOCTaHOBJICHHUS, PACIOPSDKCHHS, MPUKA3bl U JIPYTHE PYKOBOJISIINE
MaTepuaibl W  HOPMATHBHBIC JIOKYMEHTBHI, KacaloIIHecs JCSITCIBHOCTH
MIPEANPUATHS U BEICHUS JISTIOTPON3BOICTBA;

—  CTPYKTYpy W PYKOBOJSIIMA COCTaB TPEANPHUATAS H  €T0
oApa3IeICHU; OPTaHU3AINIO JeJIOTPOU3BOICTBA;

—  MeToasl opopMIteHHsI B 00padOTKH JOKYMEHTOB;

—  apXHMBHOE JICJIO;

—  MAIIMHOIINUCE;

—  MpaBWia MOJIb30BAaHUS IPUEMHO-TIEPETOBOPHBIMH YCTPOUCTBAMU;

—  CTaHJAPThI yHUPHUITUPOBAHHON CHCTEMBI OpraHU3aIMOHHO-
pactopsaIuTEIFHON TOKYMEHTAITUH;

—  TMpaBWia TEYaTaHUS JEJIOBBIX IMHUCEM C HMCIOJb30BAaHUEM THIIOBBIX
dopwm;

—  OCHOBBI OTHKH U DCTETHKH,

—  TIpaBujia JEJIOBOTO OOIICHHMS;

—  OCHOBBI OpraHU3AIMU TPY/ia U YIIPABIICHHS;

—  MpaBWIa KCILTyaTalMK BEIYUCITUTEIBHON TEXHUKU;

—  OCHOBBI QJIMUHUCTPATUBHOTO IIpaBa U 3aKOHOATEILCTBA O TPY/IC;

—  TpaBWJia BHYTPEHHETO TPYJI0BOIO PACIOPSIKa;

—  TpaBWiIa U HOPMBI OXPaHBI TPYA.

ymemp:

—  COCTaBUTb U O(OPMUTH OCHOBHBIE JIOKYMEHTHI 10 MEepCOHATY
MPEIIPUSITHUS,

—  paspabateiBaTh U OOPMIISITH JJOKYMEHTBI, COCTaBIISIEMbIE B TIPOIIECCE
TPYJOBOI 1E€ITEILHOCTU pAOOTHUKOB.

1.3. KaTeropust o0yuyaroumuxcst
VYyammecs X-XI kiaccoB 00111e00pa3oBaTeIbHBIX OPTaHU3AIUH.



1.4. HopmaTuBHO-IPAaBOBbIE€ OCHOBAHMS Pa3pad0TKU MPOrPaMMbI

HopmaTtuBHOI 0CHOBOM pa3pabOTKU MPOrpaMMbl BBICTYIAIOT:

- ®enepanbHblil 3ak0H OT 29 nekabps 2012 r. N 273-d3 «O06 obpa3zoBanuu
B Pocculickon denepanumny;

- [lopsimok opraHu3alvu U OCYIIECTBICHHS] 00pa30BaTEIbHON 1eITeIbHOCTH
10 OCHOBHBIM TIporpamMmam MpodeCcCHOHANBHOTO OOYy4YeHUS, YTB. MPUKA30M
MunncrepctBa o6pazoBanus u Hayku PO ot 18 ampens 2013 r. N 292;

- Ilepeuens mpodeccuit paboumx, JOHKHOCTEH CIYXKallUX, MO KOTOPHIM
OCYIIECTBIISETCSL TpodecCHOoHATbHOEe O0y4eHHe, YTB. MpHUKa3oM MuHHCTEpCTBA
oOpazoBanust ¥ Hayku PO ot 2 uromns 2013 r. N 513;

- IIpodcranmapt: 07.002 «Choermuanuct 10 OPTaHU3AIMOHHOMY |
JIOKYMEHTAIlMOHHOMY OOECIEUCHHIO YIPABIICHUs] OpraHu3aluen», yTB. MPUKa30M
MunucTepcTBa Tpyaa U conranbHou 3amuTel PO ot 6 mas 2015 r. N 276H - O6
YTBEPXKJICHUM  TiepeuHerd  mpodeccuit W CHENHMAIBHOCTEH  CPEIHEro
npodeccuoHanbHOT0 00pa3oBaHus, peann3alus 00pa3oBaTeNbHBIX MPOTpaMM IO
KOTOPBIM HE€ JOMYCKAaeTcs C MPUMEHEHUEM HCKIIOYUTEIBHO 3JIEKTPOHHOIO
oOy4eHMs,  JUCTAHIMOHHBIX  OOpa3oBaTeNbHBIX  TexHosoruii,  [lpukas

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

1.5. TpynoeMkocTh 00yueHusi 272 yaca.

1.6. ®opma o0yueHust
®opma 00ydeHHsT — OUHasl.

1.7. HrtoroBasi arrectanmsi: MnpodecCuoHaIbHOE OOyUYeHHE 3aBepIIaeTCs
UTOTOBOM aTTecTanueit B popMe IK3aMeHa.



