ABTOHOMHAsI HEKOMMEpYECKasi OpraHu3aIus
JOTIOTHUTEIHHOTO MPOGECCUOHATFHOTO 00pa30BaHUs

«AKaIleMI/IH NMOATOTOBKH IJIABHBIX CIEHIUAJTIHUCTOBY»

«YTBEpKIAAI0»

pexrop AHO JITIO «Axkanemus I'maBCremny
Anekcee B.M.

01.01.2017 r.

YYEBHBIN ITJIAH U PABOYA S TIPOT PAMMA
JlononHuTenbHOE MpodecCuoHanbHOE 00pa30BaHUE 110 MPOTrPAMME:
OcHOBBI 1€JI0NPOU3BOACTBA M CEKPETAPCKOE /1eJ10

[ToBeimenue kpammdukamyu 40 ak. 4acoB ¢ 2 o 12 crpaHuibl

IToBbIieHNEe KBAIM(UKAIMK 72 aK. 4acoB ¢ 13 mo 20 cTpaHuiis
[ToBpiienne kpanugukauuu 120 ak. yacos ¢ 21 o 28 cTpaHuULbI
[ToBbimenue kpamdukayuu 144 ak. yacon ¢ 29 no 36 cTpaHHUIIbI
[Tpodeccuonanphas nepenoaroroBka 260 ak. yacos ¢ 37 o 44 cTpaHullbl
[Tpodeccronanbhas nepenoaroroka 520 ak. 4acoB ¢ 45 o 52 cTpaHullbl

Pa3nener 6 1 7 oqMHAKOBEIE IS BCEX aK. YACOB.




1. ITIOSACHUTEJIbHA A 3AIINCKA

JAOMOJIHUTEIbHOH NpodeccnoHalbHOIl 00pa3oBaTeIbHON NPOrPaMMbl
«OCHOBBI 1€I0IIPOU3BOCTBA H CEKPETAPCKOE 1eJ10»

JlononHuTenbHas npodeccruoHaibHas oOpa3zoBaresbHast nporpamma «OCHOBBI
JIeTIOTIPOM3BOJICTBA U CEKpeTapckoe neno» (manee - IIporpamma) paspaboraHa B COOTBETCTBHH C
TpeboBanusaMu DeaepanbHoro 3akoHa ot 29.12.2012 Ne 273-d3 «O6 obpazoBanuu B Poccuiickoii
Ddenepanun», [Ipukaza Munobpaayku Poccun ot 01.07.2013 Ne 499 «O6 yrBepxknenun [lopsinka
OpraHM3allMd M  OCYILECTBICHUS 00pa3oBaTelIbHONW JIEATEIBHOCTH MO  JOMOJHUTEIbHBIM
npodeccuoHaIbHEIM Tiporpammam», [lpukaza Muntpyna Poccun ot 06.05.2015 Ne 276m «OO6
yTBepXAeHUU TpodeccuoHanbHoro craaapra «Crnenuanuct 1O  OpPraHU3allUOHHOMY U
JOKYMEHTALIUOHHOMY OOECIIEUYEHHUIO YIpaBleHUs opraHuszaunuein», Ilocranosnenus Munrpyna PO
or 21.08.1998 Ne 37 «O06 yrBepkaennn KpanupukanmMoOHHOTO CHPAaBOYHUKA JOJDKHOCTEH
PYKOBOAMTENEH, CHELUAIUCTOB U JPYTUX CIYXKALIUX», a TAKKE JPYIrMX HOPMATUBHBIX IPABOBBIX
aKTOB.

Conep:xaHue NPOTPaMMBbl TPEACTABICHO MOSCHUTEIBHON 3alMCKOM, Y4eOHBIM IUIAHOM,
KaJeHJapHbIM y4eOHbIM TrpadukoM, pabodeil MporpaMMmoi, IUIAHUPYEMBIMU pe3yJbTaTaMu
OCBOEHHUS IPOrpaMMbl, OPraHU3ALMOHHO-IIEAArOrMUYECKUMH YCIOBUSAMHU pealu3aliy IIporpaMMbl,
y4eOHO-MEeTOJMUECKHUMH MaTepruaIaMu, 00eCcIedrBaIOIINMU PEAIU3AIHUI0 TPOTPAMMBI.

Leas o0ydeHusi: peanu3anys NPOrpaMMbl OOydeHHs (TIOBBIICHHUS KBAIM(UKAIIH)
HampaBjieHa Ha COBEPIICHCTBOBaHME U (WJIM) OBJAJIEHUE CIyIIATeNsIMd KypCOB HOBBIMHU
KOMIETEHIUSIMH, HEOOXOAUMBIMHU JUIS BEICHHUS JEIONPOM3BOJCTBA B COOTBETCTBHHM C HOPMaMH U
3akoHaMu P®. B xome peanuzanuu  JaHHOW  JOIMOJHHUTEIBbHOH  TpodeccHoHaIbHON
00pa3oBaTebHOM MPOrpaMMBbI, IPETYCMATPUBACTCS U3YyUEHUE CIYHIATEIISIMU:

— ONpeJesieHne MECTO CEKpeTaps B CUCTEME YIIPABICHUS IPEAIPUATHEM

— OCHOB JIOKYMEHTHPOBaHHUE yIPaBICHYECKOU NEATEIbHOCTH

— OCHOB NOATOTOBKH CIIY’KEOHBIX M KaJJpOBbIX JJOKYMEHTOB

— OCHOB IpHU€Ma U YBOJIbHEHUS PAOOTHUKOB

— OpraHu3allMOHHO-PACIIOPAIUTENILHON,  OpraHU3alMOHHO-NPABOBOM,  MH(POPMAILIMOHHO-
CIIPaBOYHOM TOKyMEHTalU1

Kareropum ody4yaembIx: nporpamma KypcoB IpeHa3HaueHa JUisl ceKpeTapel, TOMOIIHUKOB
MEHE/DKEPOB, MHBIX CIELUAINUCTOB 110 OPraHU3alMOHHOMY U JOKYMEHTAllMOHHOMY 00eCHeueHHIO
YIIPABJICHUS OpraHU3alueH.

IIpopo/kuTeabHOCTL 00yyeHus: 40 akajeMUUeCcKUX yacoB. | akazeMudeckuil yac paseH 45
MUHYTaM.

®opma o0yuenus: 6e3 OTpbIBa OT pabOTHI, C OTPHIBOM OT pabOThI, C YACTUYHBIM OTPHIBOM OT
paboTHI.

Pe:xxum 3aHATHIl: 6-8 akajeMHYecKMX 4YacoB B JIeHb. lakke BO3MOXKHO OOydeHHE IO
UHAMBUAYyaJIbHOMY y4yeOHOMY IulaHy (rpaduky oOydeHus)) B Ipelesnax OCBauBaeMoOi
JOMOJTHUTENIBHOM MPO(ECCHOHAIBHON POrpaMMbl IOBBILIEHUS KBaTH(DUKALIUH.

IIpenogaBanne Moay.as mnpeaycMaTpuBaeT cienyromue (GopMmbl opraHu3aluu y4eOHOTo
npoliecca: JeKIUU, CAMOCTOSTEIbHAs padoTa CTyEHTOB, KOHCYJIbTAIUH.

Pe3ysbTaToM 0CBOEHHMSI NMPOrpamMMbl SIBJSIETCS MPOSIBICHUE IOJYyYEHHBIX 3HAHUN TIpU
BBITIOJIHEHHUE TECTA HA TEKYILUX U UTOTOBOM KOHTPOJISX.
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2. VUEBHBIN ITJIAH

AOMOJHHUTEIbHOU NMPOodecCHOHAIBbHO 00pa30BATEILHON NPOrPpaMMbl
«OCHOBBI 1€/10TIPOU3BOCTBA H CEKPETapCKoe 1e10»

Ne n/mn HaumeHnoBanue yueOHbIX MOyseit Bcero, yac. DopMbI

Mecro cexkperaps B cucreMe
yIIpaBJICHUsI IPEIPUSTHEM

JlokyMeHTHpOBaHuE
YIIPABICHYECKOU NEATEIBHOCTH

[TonroToBka ciyKeOHBIX JOKYMEHTOB

KanpoBble TOKyMEHTBI

OCHOBBI MIpHEMa U YBOJIbHEHHUS
pabOTHHKOB

TpynoBoi 10roBop

OdopmieHue 1 BeieHHEe TPYIOBbIX
KHUKEK

~ (@) (V)] W [\
N [R] BNIN] A

TectupoBanue (TeKymmii

KOHTPOJIb)
Pabora ¢ xoH(UICHIMATEHBIMA

JOKYMCHTaAMU

Opranu3zaiuoHHO-
pacnopsauTenbHas,
9 OpraHU3allMOHHO-TIPABOBAs, 6
MH(POPMALMOHHO-CIIPABOYHAS
JOKYMEHTAIIHSI

JenoBas 1 MeXTyHapOAHAs
NIEPENHCKa

10

11 XpaHeHUE JOKYMEHTOB 2

Cnaua 3a4eta (BBIIOJHEHHUE
12 Cpnaua 3aueTta (UTOTOBBIA KOHTPOJIb) 4 IMCBMEHHOI'O UTOTOBOTO
TECTUPOBAHUS)

Htoro 40
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3. KAJJEHJIAPHBIN YUYEBHBIN I'PAOUK

JAOMOJTHUTEIbHOU NMPodeccHoHAIBbHO 00pa30BaATEILHOM NPOrPpaMMbl

«OcHOBBI ACJTONPON3BOACTBA U CEKPETAPCKOE A€10»

Anexcees B.M.

Kanennapusie 1au
1 2 3 4 5 6 7 8 9 10
JI, 113, JI, 113,
JI, I3 JI, T13 JI, T13 CP B JI, T13 JI, 113 TK
TK TK
Kanengapusie 1H1
11 12 13 14 15 16 17 18 19 20
JI, I3,
CP JI, 113 B CP CP CP, TK JI, T13 JI, 113 HA
TK

O6o03nauenus: JI - ey, 113 - mpaktuueckue 3ausatus, CP - camoctostensHas padora, TK -
TEKyIIUH KOHTPOJb 3HaHul, 1A - utoroBas arrecrainusi, B - BbIXOIHBIE.
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4. PABOYA A ITPOI'PAMMA

AOMOJHHUTEIbHOU NMPOodecCHOHAIBbHO 00pa30BATEILHON NPOrPpaMMbl
«OCHOBBI J1€J10TIPOU3BOCTBA M CEKpeTapcKoe 1e10»
(40 akageMHU4eCKHX YaCOB)

Jlexyuu. Camocmosamenvnasn paboma. Konmpons 3nanuil.

Mooyne 1. Mecmo cexkpemapa 6 cucmeme ynpaeieHus npeonpuamuem (neKyuu,
camocmoamenvHas paooma)

Tema 1. /lesioBble U IMYHOCTHBIE Ka4YeCTBA CeKpeTapsl.

Tema 2: JloxHOCTHBIC 00S13AHHOCTH CeKpeTapsi.

Tema 3: Opranuszauus padodero Mmecra cekperaps

Tema 4. Pabounii apxuB cekperaps

Tema 5. DTuka Tpyaa cekperaps

TpeOoBanusi k BHemHeMmy Buay. KyiabTypa nenoBoro obmeHus. TpeOoBaHus MO BeAeHUE
JIENOBBIX neperoBopoB. IIpuem nocerureneit. [InanupoBanne BpeMeHH pyKOBOAMUTEIIS.

Mooyne 2.  JloKymenmuposeanue  ynpaeieHueckou  OdeamenvHocmu  (neKyuu,
camocmoamenvnasn paooma)

Tema 1. OcHOBHBIC MOHATHS JOKYMECHTHPOBAaHHUS YIIPABJICHYECKON NeATEeJbHOCTH

[lonsiTue cucTteMbl JOKYMEHTAIlMOHHOTO obecrieueHust ymnpasieHus. Knaccudukarms
JOKYMEHTHpOBaHHOW nHpopmaruu. HopmatuBHO-nipaBoBoe obecredeHnue paboThl ¢ JOKYMEHTaMH.

Tema 2. WndopManuOHHO-I0KYMEHTALMOHHOEe o0ecnedeHue paldoThl anmapara
yIpaBJIeHHUA

OcHOBHBIE BUIBI JOKYMEHTHOH gesTenbHOCTH. WMHbopmanmss B ympaBieHUECKOU
JeSITeNbHOCTU. YTpaBlieHHe AoKyMeHTauuend. Opranuszaius WHPOPMALUMOHHO-IIOUCKOBBIX CHCTEM
10 IOKyMEHTaM YUPExKACHUS .

Tema 3. JlokymeHTO000POT ¥ (pOPMBI €r0 OPraHu3anuu

Opranuzanus JTIOKyMEHTO00O0pOoTA. Nunexcamms JIOKYMEHTOB. Pa6ora c
KOH(UACHIUAIBHBIMU TOKyMeHTaMU. KOHTPOJIb UCTIOTHEHUS TOKYMEHTOB.

Camocmosmenvrasn paboma: 1loBropeHue npoiieHHoro Martepuaia. Padbora ¢ nureparypoi.

Mooyne 3. Iloocomoexa caysyceOHbIX OOKyMeHmoe (neKyuu, camocmoamenvhas padboma,
KOHmpPOb)

Tema 1. OdopmiieHne ynpasjieH4eCKON JOKYMEHTAHH

TpeboBanus Kk 0POPMIIEHHIO TOKYMEHTOB. TpeOoBaHus K OJlaHKaM JTOKYMEHTOB.

Tema 2. CuctemMbl JOKyMEHTALMHA

Opranu3aluoOHHO-PACIIOPAIUTENIbHbIE  JTIOKyMEHTHL.  PacmopsiiuTenbHble  JOKYMEHTHI.
WHpopMalmoHHO-CIIPaBOYHBIE TOKYMEHTHI.

Tema 3. SI3bIK ¥ CTHIb 0(PMIHMATBHBIX JOKYMEHTOB

S3pIKOBBIE HOPMBI U CTWIIb. VICIIONIb30BaHNE TEPMUHOB U CIIOBOCOYETAHUH.

Tema 4. O01Me HOpMBI M TPaBUJIA 0OPMIIEHHUS TOKYMEHTOB

Pa3zmepbl Oymaru, npumeHseMoil B oopMIIeHHMH JAOKYMEHTOB. Pa3Mepsl moneil ciry:keOHBIX
nokymeHTtoB. Hymepauus rpanun. Hammcanuwe par u nepuonoB BpemeHH. OOlenpuHATHIE
cokpameHus. OdopmieHue B JOKyMeHTax LHppoBoil uHpopmaruu. EnuHunbl u3MepeHus.
Odopmiienne TabmmiI.

Camocmosmenvnas paboma: 1loBTropeHue npoiiieHHoro marepuana. Padora ¢ mureparypoi.

Texywuii KoHmpob: TECTUPOBAHUE



Mooynw 4. Kadpoevie 00Kymenmul (1eKyuu, camocmoamenvnas paboma)

Tema 1: AkT

Tema 2: CnpaBka

Tema 3: JlokjaagHas 3anMCcKa

Tema 4: O0bsicHUTEIBHAS 3aNMCKA

Tema S: IIncemo

Camocmosmenvnas paboma: 1loBTopeHue mpoiiieHHoro marepuana. Pabora ¢ mureparypoit.

Mooyne 5. Ocnoevl npuema u yeoabHeHUA PAOOMHUKOS (NeKUUU, CAMOCHMOAMENbHASA
paooma)

Tema 1. Ilpuem Ha paGory paOlOTHHKOB

JluckpuMHMHAIUST Tpu mpueMe Ha pabory. 3aemubiii Tpya. Crnemmduka mnpuema Ha
rOCYAapCTBEHHYIO U MyHHUIIMIIAJIbHYIO CIIYKOY. JJOKyMEHTBI, COCTaBiIsIeMbIe IIPU MTpHeMe Ha paboTy.
Jlnunast kaprouka paboTHuKa. JluneBoit cuetr paboTHHKa. TpymoBoit 1oroBop. TpynoBas KHHXKKA.
[Ipuem Ha paboTy MHOCTpaHHBIX rpaxaaH. [Ipuem Ha paboTy mo coBMecTuTenbeTBy. IlocTaHoBKa
paOoTHUKA Ha BOMHCKUH y4eT. Bellaua TOKYMEHTOB 110 IPHEMY Ha padoTy.

Tema 2: YBosIbHeHHE ¢ pa00ThI pA0OTHUKOB

OcCHOBaHMU TMpEKpallleHUuss TPYIOBOIO JOroBopa. JIOKyMEHTBI, COCTaBIISIEMBIE IIPH
yBoJbHEHHH. KoMmeHcanuu W HHblE pacyeTbl ¢ paOOTHUKOB NpPU YBOJBHEHUH. 3aroJIHEHUE
TPYIOBOM KHIKKH TIpH yBoJbHEHHMH. OdQopmieHHe JUYHOM KapTOYKH TIPH  YBOJIbHEHHH.
JlokymeHThI. BritaBaemble paOOTHUKY IIPU YBOJIbHEHHH.

Camocmosmenvnas paboma: 1loBTopeHue mpoiiienHoro marepuana. Pabora ¢ mureparypoi.

Mooynw 6. Tpyoosoit 00z2060p (nekyuu, camocmoamenpbHas paooma)

Tema 1. IloaroroBka J0KyMEHTOB [JIsl 3aK/JII0YCHHS TPYA0OBOI'0 10roBOpa

JIOKyMEHTbI, HeOOXOIUMbIE AJIsi MPUHATHS PEIICHHUS O 3aKIIOYEHHH TPYJAOBOIO JIOTOBOpA.
OO6cToATENBCTBA, MPEMATCTBYIOUINE 3aKIIOUEHHIO TPYAOBOro jaorosopa. [loxmucanue TpynoBOro
JI0TOBOpA.

Tema 2. IloaroroBka J0KyMeHTOB /[JIsi ©3MEHEHHs1 TPYAOBOI0 10r0BOpa

JlomoHEeHNE TPYAOBOTO OTOBOPA HEMOCTAIOMIUMH CBEACHUSMHU WIN(M) YCIOBUSIMH U3 YHCIIA
o0s13aTeNbHBIX. M3bATHE U3 TPYIOBOIO JI0TOBOPA M3JIMIIECTBYIOIIMX CBEIACHUH, a TaKXKe YCIOBHIA,
YXyAUAIONINX MOJOXKEeHUsT paboTHHKA. 3aMeHa HMEIOLIUXCS B TPYAOBOM JOTOBOPE CBEICHMIA,
YCJIOBUN WJIM PEKBU3UTOB HOBBIMHU CBEICHUSMH, YCIOBHSAMU U pekBHU3UTaMH. OcoOble ciydau
3aKJIIOYEHMSI COTTIAIIEHUH K TPYIOBOMY JOTOBOPY.

Tema 3. IloaroroBka JOKyMEHTOB [JIsl IPEKPALEHUs TPYA0BOI'0 10roBOpa

[IpexpaieHne TpyaoBOro AOTOBOPY MO COIVALICHUIO MEXAy paOOTHHUKOB U paboTolaTeseM.
[IpekpaiieHre TPyJOBOrO JOrOBOpa MO pPa3HbIM NpPUYMHAM (MCTEYEHHE CpPOKa, 1O HMHHUIMATUBE
paboOTHHKA U T.II.).

Camocmosmenvnas paboma: 1loBTropeHue npoiiienHoro marepuana. Pabora ¢ mureparypoi.

Mooyne 7. Oghopmnenue u eedenue mpyooevlx KHUMCEK (eKYUU, CAMOCHOAMETbHAA
paooma)

Tema 1. OcHOBBI BeieHHE TPYAOBBIX KHUKEK

Nzyuenne TpynoBoro komekca Poccuiickoil ¢enepauuu, IlpaBun BeneHHss U XpaHEHHUs
TPYIOBBIX KHIDKEK, HCTPYKIIMHU 1O 3alOoJIHEHUIO0 TPYIOBBIX KHIDKEK, [Ipuka3 Munduna Poccun
«O TpymoBbIX KHMXKKax». OOIIMH TOPSIOK BEACHUS TPYHAOBBIX KHIDKEK. OTBETCTBEHHOCTh 32
HecoOIIo/IeHNe MOPsIIKa BEACHUS TPYAOBbIX KHIKEK.

Tema 2: OdopmiieHne TPYA0BOIl KHHKKH IIPH NPUHATHHA Ha padoTty

Odopmienne TpynoBoi KHIXKKH paOOTHUKY, MPUHATOMY Ha pabotry BnepBblie. OdopmiieHue
TPYIOBOM KHMXKM paOOTHHKY, NMPHUHATOMY Ha paboTy IOciieé OKOHYaHMs y4eOHOro 3aBeleHUS.
Odopmienne TpyloBOW KHIDKKM paOOTHUKY, NPUHATOMY Ha pabOTy IO COBMECTUTENIbCTBY.
Odopmienue TpyAOBONH KHI)KKM paOOTHHUKY, NPUHATOMY Ha paboTy K HHIUBHIYaIbHOMY
npennpunumMarento. OdopmieHre Tpy1oBONH KHUKKU paOOTHUKY, IPUHITOMY Ha paboOTy B CBSI3U C
NIEPEBOZIOM C IPYTrO OpraHu3aluy.

Tema 3: Benenune Tpy10Boil KHMKKHU MOCJIe IpUeMa HA padoTy



Odopmienre TpyaoBOW KHHKKH TIPU TEpeBojie pPaOOTHMKA Ha JIPYTYIO JIOJKHOCTD.
Odopmienne TpyJoBOIl KHIDKKHM MPU MPUCBOCHUHU pa3psaa Uiu BTopoil npodeccun. Odopmienue
CBEJICHUI O HarpakJeHUsX B TPYIOBOH kHMKKe. OdopmiieHHe BKIAJbIINIA B TPYIOBYIO KHIKKY.
BHeceHne ucnpaBUTENBHBIX JAaHHBIX B TPYJIOBYIO KHIDKKY. BHeceHue pa3inuHbIX M3MEHEHHH B
TPYIOBYIO KHIDKKY (HOBO€ 0Opa3oBaHHe, HOBast (paMUJIMs, H3MEHEHHE HAUMEHOBAHUS OpraHu3aluu
U T.J1.).

Tema 4: OdopmiieHne TPYA0BOil KHMKKH IIPH YBOJIbHEHUH

Odopmienue 3anmucu 00 YBOJBHEHUM IO COOCTBEHHOMY MKEJIAHUIO B TPYAOBOM KHUXKKE.
Odopmienue 3amucu 00 YBOJIbHEHUH B mopsijke nepeojaa. OpopmieHue 3amucu 00 yBOJIbHEHNUHU B
CBSI3U C MCTEUEHHEM CcpoKa TpylaoBoro pgorosopa. OdopmieHue 3anucu 00 YBOJIBHEHHH IO
COOCTBEHHOMY JKEJIaHUIO B CBSI3M C HEOOXOIMMOCTBIO yXofa 3a JeTbMu 10 14 net. OdopmieHue
3alMCU O MpPEKpalleHUH TPYJOBOTO JOrOBOpa B CBSI3U CO CMepThio paboTHuKa. OdopmieHue
3anucu 00 YBOJbHEHUH PaOOTHHKA [0 COBMECTUTEIBCTBY.

Tema S: Yuer aBuKeHHs TPYAOBBIX KHHKEK

Kuura ydera ABW)KEHUS TpPYHOBBIX KHIKEK M BKIAJbIIIEN B HUX. BeaeHue npuxomHo-
PacxXoAHOM KHUTH 110 Y4eTy OJaHKOB TPYJOBOM KHUKKHU U BKJIa/IbIIIa B HEE

Tema 6: Pacuer cTpaxoBoro craska 1mo Tpya0Boi KHHKKe

Tema 7: Byxranrepckuili M HaJIOTOBBbIil y4eT pacxolioB Ha NpuoOpeTeHHe TPYIOBbIX
KHHKEK

Camocmosmenvrasn paboma: 1loBropeHne npoiieHHoro Matepruaia. Padbora ¢ nureparypoi.

Mooyne 8. Paboma c konghuoenyuanvnoimu 0oKymenmamu (1eKyuu, camocmoamenbHas
paboma)

Tema 1. Opranusanus padoTsl ¢ JOKYMEHTAMHU

Ceenenusi, oTHOcsAlMecs K KoH(uIeHIMaNIbHON HHQOpManuu. 3ammTa JIOKyMEHTOB,
COZIepKaIllUX KOMMEpUEeCKyro TaiHy. Opranuszanus paOOThl ¢ JOKYMEHTaMH, COJEpXKaIluMH
KOH(HIeHINATbHbBIE CBEICHUS

Tema 2. Texnosnorus 00padoTKH JOKYMEHTOB

Oranbl MOJITOTOBKH JIEJIONPOU3BOANUTENEM KOHPHUACHUUATBHBIX JTOKYyMEHTOB. OCHOBHBIE
OTIEPALMOHHBIE TEXHOJOTHYECKHE CXEeMbl OOpabOOTKH KOH(MUICHIUAIBHBIX JOKYMEHTOB. Y4Yer
MOJITOTOBJICHHBIX KOH(PUIEHIIUAIbHBIX IOKYMEHTOB

Camocmosmenvnas paboma: 1loBTropeHue npoiiieHHoro marepuana. Pabora ¢ mureparypoi.

Mooy 9. Opzanuzayuonno-pacnopaoumensvhas, Op2AHU3AUUOHHO-NPABOGAS,
UHDOPMAYUOHHO-CNPAGOUHAA  OOKYMeHmayus  (1eKyuu, camocmosamenvHas  padoma,
KOHmpPOb)

Tema 1. Oprann3zanMoOHHO-pPACIOPSAAUTEIbHASL JOKYMEHTALMS

[Tonsrtue n knaccudukarus OP/]. bnanku 70KyMEHTOB U UX BUIBI.

Tema 2. OdopmiieHHe OPraHN3ANMOHHO-TIPABOBBIX JOKYMEHTOB

VYcraB opranmzanuu. IlltatHoe pacnucanmne. OdopmieHue monoxeHui. JlomKHOCTHAS
uHCTpyKLus. Tabens.

Tema 3. OdopMiieHHe NPUKA30B U APYTHX PACNIOPAAMTEIbHBIX JOKYMEHTOB

[TogrotoBka, odopmieHne U  peKkBU3UTHl mpukaza. OdopmileHHe pacoOpsHKEHHUS.
Odopmiienne ykazanus. Odopmiienne nocranosiaeHuit. OdopmiieHre perieHus.

Tema 4. OdopmiieHne Ciay;keOHbIX NHCEM H JPYroi HH(POPMANMOHHO-CIPABOYHOM
AOKYMEHTAIMHU

Crpykrypa ciayxebHoro nucbma. Ctuiib nucbMa. OpopmiieHre akta, IpoTOKOJa, JOKJIaIHOH,
CITy’keOHON 1 0OBSICHUTEITHLHOM 3aITHUCOK.

Camocmosmenvnas paboma: 1loBTopeHue npoiineHHoro marepuana. Pabora ¢ mureparypoi.

Texywuii KoHmpob: TECTUPOBAHUE

Mooyne 10. /lenosas u mexcoynapoonas nepenucka (leKyuu, camocmoamenvHas paboma,
KOHmpPOb)

Tema 1. /lesioBasi mepenucka



Haznauenue u kiaccudukanust nenoBbIX muceM. Ilepenncka B J€IOBBIX KOMMYHUKAIHSX.
[TucbMeHHas! KOpPECTIOH ISHITHS

Tema 2. MexnyHapoaHasi nepenucka

MexyHapoaHble CTaHAapThl 1O oQOpMIIEHHIO JOKyMeHToB. IloaroroBka nenoBoit
KOPPECHOHJICHIIMU /IS 3apyOeXHbIX mapTHepoB. CTpykTypa ¢opMmyisipa U COCTaB PEKBH3HMTOB
ciy:ke0Horo nuchbma. TpeboBaHus K 0OPMIIEHUIO PEKBU3UTOB.

Camocmosmenvnas paboma: 1loBTopeHue mpoiiieHHoro marepuana. Pabora ¢ mureparypoit.

Texywuii KoHmpob: TECTUPOBAHUE

Mooyne 11. Xpanenue 0oKymenmoeg (nekyuu, camocmosamenvnas paboma, KOHmMpoJiv)

Tema 1. Texkyuiee xpanenue

d®opMupoBaHue W Tekyllee XpaHeHue jen. OrmnepaTMBHOE XpaHEHUE JIOKYMEHTOB.
Odopmnenne aen u nepeaada ux B apxuB. [ ocymapcTBEHHOE XpaHEHUE

Tema 2. ApxuBHOe XpaHeHHe

OreHKa 3HAYUMOCTH JTOKYMEHTOB M CPOKM HMX XpaHeHHUs. OCHOBBI 3aKOHOAATEIHCTBA IO
apXMBHOMY JIEIy.

Camocmosmenvrasn paboma: 1loBropeHue npoiieHHoro Matepruaia. Pabora ¢ nureparypoi.

Texywuii KOHMPOab: TECTUPOBAHUE

Hmozoewtit KOHmponb: TECTUPOBAHUE



5. INTAHUPYEMBIE PE3YJIbTATbBI OBYYEHUA

[Iporpamma u ee MOIYIM MMEIOT MEXIUCIMIUIMHAPHBIN XapakTep, 4YTO MO3BOJISET
(GbopMHpPOBaTh TOTOBHOCTh K JICJONPOHM3BOACTBY M CEKPETapCKOMYy Jely CIyliateneil B
COOTBETCTBHH C JICUCTBYIOIINM 3aKOHO/ATEILCTBOM U HOPMATHBHOM 0a30ii 6e3 oTpbIBa OT paboTHI,
C OTPBIBOM OT pabOThl, C YaCTHYHBIM OTPHIBOM OT pabOThI, WCIONB3YyS COBPEMEHHBIC
o0pa3oBaresbHbIe METO/Ibl U TEXHOJIOTHUH, B TOM YHCIIE AUCTAHIIMOHHOE U 3JIEKTPOHHOE O0ydeHHe,
a Takke GOpPMUPOBATh y CIyIIaTeNell 3HaHWS, YMEHHUS W HaBBIKA B OOJIACTH JIEIIOTIPOU3BOJICTBA H
JTOKYMEHTHPOBAHUSI.

HopwmatuBHbIl cpok 00ydyeHHs Ha KypcaxX (IpOXOXIE€HUE TOBBIINICHUS KBaTU(UKallUK) BHE
3aBUCUMOCTH OT MCIIONb3yeMbIX (OpPM U TEXHOJNOTHIl OOydyeHHs JOJDKEH COCTaBIsATh 40
aKaJIeMUYECKHAX YacoB.

B 3aBepuieHnn o0O0ydeHHs MO NpPOrpaMMe IPOBOJUTCS WTOTOBBIM KOHTPOJIb, B BHJE
TECTHPOBAHUSI.

Caymatenu, npomenmue oOydeHHE Ha Kypcax IO JONOJHHUTENbHOM NpodeccHoHaNTbHOM
oOpa3zoBareNbHOW mporpamMme B cdepe OIKOHOMHKHM M JeNomnpou3BojacTBa  «OCHOBBI
JIeTIOTIPOU3BOJICTBA U CEKPETAPCKOE JETI0», O0NHCHbL 3HAMb:

— OCHOBBI 3aKOHOJIaTENIbCTBA B 00JIACTH KaJIPpOBOTO YIIPABICHMS;

— TPYIOBOE 3aKOHO/ATEIHCTBO M MHBIE aKThI, COJCPIKAIIIE HOPMBI TPYIOBOTO TIpaBa;

— KaJIpoBYIO HH(POpMAIIHIO;

— IpaBuiIa U HOPMbI 0OPMIICHHS KaJPOBBIX JOKYMEHTOB;

— HOpPMBI U ITpaBuiIa 0OopMIICHHS CITY>)K€OHO U JeTI0BOI TOKYMEHTAIUH;

— OCHOBHBIE CTIOCOOBI BEICHUS JICTIOBOM MEPEMUCKH U JIMYHOTO BPEMEHH PYKOBOIUTEIIS;

— TIpaBWJIa U HOPMBI ITOBEJICHHUS, ICTTOBOH ITHKH;

MHBIE BONPOCHI, corllacHO nepeuHas 3HaHMM Ilpukaza Munrtpyna Poccun ot 06.05.2015 N
2761 «O0 yTBepkaAeHUU MPOQEeCcCCHOHATHHOTO cTaHaapTa «CHerualrcT Mo OPraHu3allMOHHOMY U
JOKYMEHTAllUOHHOMY OOECIIEYEHHUIO YIIPABICHHs OpraHu3aluein,

ymembn:

— 0(QOpPMIISTH OCHOBHBIE KaJIpOBBIE JOKYMEHTHI, JOKYMEHTHI MO NMPHEMY M YBOJHHEHHUIO
PabOTHHKOB;

— BECTH y4YeT CBEJICHMI O MepcoHase, paboyero BpeMeHH;

— BECTH JJOKYMEHTO00OpOT Ha NMpeNIpUsiTHH;

— COCTaBJISITh OCHOBHBIE CITy)KEOHBIC U JICIIOBBIC JOKYMEHTHI;

— BECTH JICJIOBYIO M MEXTYHAPOIHYIO TIEPETIHCKY;

— BECTH JIMYHOE paclucaHue PyKOBOJIUTEIS,;

UHOE, coryiacHo nepeuHas ymenuit [Ipukasza Muntpyna Poccun ot 06.05.2015 N 2761 «O06
YIBEPXKICHUHM MpodeccuoHanbHOro crangapra «CHenuaJucT IO  OpraHu3allMOHHOMY H
JOKYMEHTAllUOHHOMY OOECIIEYEHHUIO YIIPABICHHS OpraHu3aluein,

enaoemn:

— TpaBUJIAMHU BEICHUS U 3alIOJHEHUS KaJPOBOH JOKYMEHTAIINH;

— HOPMAaMU COCTaBJIEHUS JI€JIOBON U CIIYKEOHOH JTOKyMEHTALNY;

— IpaBUIAMHU 3aIOJHEHUS u BE/ICHUS OpraHU3alOHHO-PACIOPSIUTENBHOH,
OpTaHU3aIMOHHO-TIPAaBOBOI, HH(POPMALMOHHO-CITPABOYHOHN JTOKYMEHTALINY;

MHOE, COIJIacHO nepeuHas TpylaoBbix aedictBuil [Ipukasza Muntpyna Poccun ot 06.05.2015
N 276H «O06 yTBepkIeHHH PO ecCHOHAIBHOTO cTaHaapTa « CrenuagiucT o OpraHu3alliOHHOMY U
JOKYMEHTAIlUOHHOMY OOECIIEUEHHUIO YIIPABICHHS OpraHu3aluein».



6. OPTAHU3ALIMOHHO-ITEJAT'OIT'MYECKUE YCJIOBUA PEAJIM3ALNN [TPOTPAMMBI

OTnuuuTeIbHBIMU  OCOOCHHOCTSAMHU y4eOHOW MpOrpaMMbl TOBBIIIEHUS KBaJlU(UKALNUN
«OCHOBBI JEJIONPOU3BOJICTBA U CEKPETAPCKOE JIEJI0» SIBISETCS pealu3alysi KOMIIETEHTHOCTHOTO
MOJIX0Ja, KOTOPbIMA MO3BOJSET (OPMUPOBATH HOBbIE M HapallliBaTh HMEIOIIMECS HEOOXOANMBIE
KOMIETEHTHOCTH JUIsI pelieHus NpodecCHOHANBHBIX 3a/Jad B 00JacTh JAEJIONpPOU3BOJACTBA U
KagpoBoro ympasiaeHus. OlleHKa CcTeneHu C()OPMHPOBAHHOCTU HEOOXOAMMBIX KOMIIETEHIUI
OCYLIECTBIISICTCA II0 YPOBHEBOM TAaKCOHOMMYECKOHM IlKaje, NpemnoxkeHHon b.baymom m M.B.
Kitapunbim.

VYuebHblil MaTepuan pa3OUT Ha OTAENbHbIE MOAYIM U TeMbl. Kaxkaplit MOyl U KaXKaas TeMa
CO3JAI0T LIEJIOCTHOE MpPEACTaBIeHHE OO0 ONPENeNIeHHOW IpeaIMETHOM 00JacTd  KaapoBOIO
yrpasieHus. JJocTOMHCTBAMU TaKOTO MOCTPOSHHSI IIPOTrPaMMBbl KYpCOB HOBBIIICHHS KBAIU(UKALIIH
SBJIIETCS TO, YTO MOAYJIb MOMKET PAacCMaTpUBATHCS U KaK OTHeNIbHasg mporpamma (Kypc), Tak U
COCAMHATHCS, M  CONOCTABIATbCA C JAPYIMMH  MOAYIIMH M OporpamMMamu  (ycuisis
MEXIUCUUIUIMHAPHYIO CBS3b), UYTO HaLENMBAeT ciylareiaeil Ha H3y4eHHE JIOMOJTHUTEIbHBIX
Moayneil u mporpamm. Takum oOpas3om, peanusyercs HpPOJYKTUBHOCTb OOYyYEHHsI, YCHIIMBACTCA
BapHUaTHBHAsl COCTAaBIAIOINAsA, CHOCOOCTBYIOIIAs OoJjiee IOJHOMY YAOBIETBOPEHHIO 3allpoOCOB U
notpeGHOCTeH ciymiareneil KypcoB, MHTETPUPYIOTCS 3HAHUS, (POPMHUPYIOTCS MPAKTHUECKUE YMEHUS
Y HAaBBIKM y CIIyLIaTeJIel 110 BEACHHUIO JOKYMEHTAPHOH AESITEIBHOCTH.

IIpu ocBoeHuM cojep)kaHusl y4eOHOH mporpamMmbl M €€ MOIYJIEH MCHOJb3YITCS
o0pa30BaTe/IbHbIE TEXHOJIOTUH, IPEIyCMaTPUBAIOIINE Ppa3IUYHbIE METOAbl U (OPMbI H3YyUEHHUS
marepuana. IIporpammoil mnpexycmarpuBaroTcs MpOOJEMHBIE-IIOUCKOBBIE, WH(POPMAIMOHHbIE,
nuanorossle JeKuuu. lIpoOremMHble-TIOMCKOBBIE JEKIUH MPUBIEKAIOT CIylIaTesled K IIOUCKY
JI0Ka3aTeJIbCTB OTJCNIbHBIX MOJIOKEHUH U (OPMUPOBAHHIO BBIBOJIOB O NMPAKTHUUYECKUX JIEHCTBUSAX B
XOJ/le IPUMEHEHHMsI MOJIyueHHOM MH(popManuu B cBoeil nesTenbHOCTH. Jleknuu B ¢opMme nuanora
AKTUBU3UPYIOT MBICIIUTEIbHYI0O M II03HABATEJIBHYIO JEATENBHOCTh CIyLIaTeslei, I03BOJISIOT
HaJaJuThb KOHTAKT C ayauropued. Bo BpeMs Takol JEKIMM MOSCHSAETCA COAEpIKaHUe
paccMaTpuBaeMoOil TeMbl, a 3aTeM COBMECTHO Pa30UparoTCsi U 00CYXKAAt0TCS BOIIPOCHI.

BrinonHeHne caMocTOsITENbHOM pabOThl IO3BOJIUT CIIYILATENIIM Pa3BUTh U YKPENUTh HABBIKU
MIOUCKA, OLIEHKH, oTOOpa uHpopManuu. BHuMarelbHOE H3ydyeHME METOAMYECKHMX YKa3aHUl K
BBITNIOJIHEHUIO PaboThl, a TaKKe KOHCYJbTAllMU C IPENojaBaTesieM M0 BO3HHUKAIOIIMM B IpoLecce
BBITOJIHEHHS BOIPOCAM MO3BOJIUT U30€XkKaTh HEHYKHBIX POOJIEM.

[Ipn peanuszanuu BbIIIEyKa3aHHBIX METONOB M (OpPM U3y4EHHs Marepuajga KypcoB
MOBBIIIEHUS KBaJTU(pUKAIMU 10 TporpamMme «OCHOBBI JIEONPOU3BOJICTBA U CEKPETAPCKOE JIETI0»
IIPEIYCMATPUBAIOTCS CIEAYIOIUE BUJIbI CAMOCTOATEIILHOW PaOOThI CITyIlIaTeIeH:

— pabota C y4eOHO-METOOUYECKUMH THOCOOMSAMHM (KOHCHEKT JICKIHH, MEeTOIuYecKHue
PEKOMEHIAIINN );

— paboTa ¢ peKOMEHJOBaHHOH JINTEPaTypOi, HOPMAaTUBHO-IIPAaBOBBIMH JJOKYMEHTaMH;

— BBINIOJIHEHUE TECTOBBIX 3aJaHHM;

— pabota B MH(pOPMAILIMOHHO-TEJIEKOMMYHHUKALMOHHON ceTH «HTepHeT».

3aBepmaeT oOydeHue (MOBBIIICHNE KBATU()UKAIIUH) CIIyIIATEIe HTOrOBOE TECTUPOBAHHE.
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20. [Toctanosnenue IlpasurensctBa PO ot 01.09.2012 N 875 «O06 yrBepkaenuu Ilonoxenus o
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JTOKYMEHTHI IO MIEpCOHaNy. — 2-€ U3/., mepepad. u pom. — M.: U3natensctBo «Anbda-IIpeccy, 2017.
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1. ITIOSACHUTEJIbHA A 3AIINCKA

JAOMOJIHUTEIbHOH NpodeccnoHalbHOIl 00pa3oBaTeIbHON NPOrPaMMbl
«OCHOBBI 1€I0IIPOU3BOCTBA H CEKPETAPCKOE 1eJ10»

JlononHuTenbHas npodeccruoHaibHas oOpa3zoBaresbHast nporpamma «OCHOBBI
JIeTIOTIPOM3BOJICTBA U CEKpeTapckoe neno» (manee - IIporpamma) paspaboraHa B COOTBETCTBHH C
TpeboBanusaMu DeaepanbHoro 3akoHa ot 29.12.2012 Ne 273-d3 «O6 obpazoBanuu B Poccuiickoii
Ddenepanun», [Ipukaza Munobpaayku Poccun ot 01.07.2013 Ne 499 «O6 yrBepxknenun [lopsinka
OpraHM3allMd M  OCYILECTBICHUS 00pa3oBaTelIbHONW JIEATEIBHOCTH MO  JOMOJHUTEIbHBIM
npodeccuoHaIbHEIM Tiporpammam», [lpukaza Muntpyna Poccun ot 06.05.2015 Ne 276m «OO6
yTBepXAeHUU TpodeccuoHanbHoro craaapra «Crnenuanuct 1O  OpPraHU3allUOHHOMY U
JOKYMEHTALIUOHHOMY OOECIIEUYEHHUIO YIpaBleHUs opraHuszaunuein», Ilocranosnenus Munrpyna PO
or 21.08.1998 Ne 37 «O06 yrBepkaennn KpanupukanmMoOHHOTO CHPAaBOYHUKA JOJDKHOCTEH
PYKOBOAMTENEH, CHELUAIUCTOB U JPYTUX CIYXKALIUX», a TAKKE JPYIrMX HOPMATUBHBIX IPABOBBIX
aKTOB.

Conep:xaHue NPOTPaMMBbl TPEACTABICHO MOSCHUTEIBHON 3alMCKOM, Y4eOHBIM IUIAHOM,
KaJeHJapHbIM y4eOHbIM TrpadukoM, pabodeil MporpaMMmoi, IUIAHUPYEMBIMU pe3yJbTaTaMu
OCBOEHHUS IPOrpaMMbl, OPraHU3ALMOHHO-IIEAArOrMUYECKUMH YCIOBUSAMHU pealu3aliy IIporpaMMbl,
y4eOHO-MEeTOJMUECKHUMH MaTepruaIaMu, 00eCcIedrBaIOIINMU PEAIU3AIHUI0 TPOTPAMMBI.

Leas o0ydeHusi: peanu3anys NPOrpaMMbl OOydeHHs (TIOBBIICHHUS KBAIM(UKAIIH)
HampaBjieHa Ha COBEPIICHCTBOBaHME U (WJIM) OBJAJIEHUE CIyIIATeNsIMd KypCOB HOBBIMHU
KOMIETEHIUSIMH, HEOOXOAUMBIMHU JUIS BEICHHUS JEIONPOM3BOJCTBA B COOTBETCTBHHM C HOPMaMH U
3akoHaMu P®. B xome peanuzanuu  JaHHOW  JOIMOJHHUTEIBbHOH  TpodeccHoHaIbHON
00pa3oBaTebHOM MPOrpaMMBbI, IPETYCMATPUBACTCS U3YyUEHUE CIYHIATEIISIMU:

— ONpeJesieHne MECTO CEKpeTaps B CUCTEME YIIPABICHUS IPEAIPUATHEM

— OCHOB JIOKYMEHTHPOBaHHUE yIPaBICHYECKOU NEATEIbHOCTH

— OCHOB NOATOTOBKH CIIY’KEOHBIX M KaJJpOBbIX JJOKYMEHTOB

— OCHOB IpHU€Ma U YBOJIbHEHUS PAOOTHUKOB

— OpraHu3allMOHHO-PACIIOPAIUTENILHON,  OpraHU3alMOHHO-NPABOBOM,  MH(POPMAILIMOHHO-
CIIPaBOYHOM TOKyMEHTalUU

Kareropum ody4yaembIx: nporpamma KypcoB IpeHa3HaueHa JUisl ceKpeTapel, TOMOIIHUKOB
MEHE/DKEPOB, MHBIX CIELUAINUCTOB 110 OPraHU3alMOHHOMY U JOKYMEHTAllMOHHOMY 00eCHeueHHIO
YIIPABJICHUS OpraHU3alueH.

IIponoKuTeJbHOCTH 00yUeHHUs1: 72 aKaJIeMHUYECKUX YacoB. 1 akajeMuyeckuil yac paBeH 45
MUHYTaM.

®opma o00yueHusi: 6e3 OTPbIBA OT pabOTHI, C OTPHIBOM OT PaOOTHI, C YACTUYHBIM OTPHIBOM OT
paboTHI.

Pe:xxuMm 3aHsTHii: 6-8§ akaJeMHUYecKUX YacoB B JCHb. laKke BO3MOXKHO OOYy4YEHHE IO
UHAMBUAYyaJIbHOMY y4yeOHOMY IulaHy (rpaduky oOydeHus)) B Ipelesnax OCBauBaeMoOi
JIOTIOJIHUTENBHOM PO ECCUOHATBHON MPOrPaMMBI MOBBIIICHUS KBaTU(PUKAIIH.

IIpenogaBanne Moay.as mnpeaycMaTpuBaeT cienyromue (GopMmbl opraHu3aluu y4eOHOTo
npoliecca: JeKIUU, CAMOCTOSTEIbHAs padoTa CTyEHTOB, KOHCYJIbTAIUH.

Pe3ysbTaToM 0CBOEHHMSI NMPOrpamMMbl SIBJSIETCS MPOSIBICHUE IOJYyYEHHBIX 3HAHUN TIpU
BBIIIOJIHEHUE TE€CTA HA TEKYLIUX U UTOTOBOM KOHTPOJISIX.
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«YTBEpKIAIO»
pextop AHO IO «Axkanemus [maBCneny»
Anexcees B.M.

01.01.2017 r.

2. VUEBHBIN ITJIAH

AOMOJHHUTEIbHOU NMPOodecCHOHAIBbHO 00pa30BATEILHON NPOrPpaMMbl
«OCHOBBI 1€/10TIPOU3BOCTBA H CEKPETapCKoe 1e10»

Ne n/mn HaumeHnoBanue yueOHbIX MOyseit Bcero, yac. DopMbI

Mecro cexkperaps B cucreMe
yIIpaBJICHUsI IPEIPUSTHEM

JlokyMeHTHpOBaHuE
YIIPABICHYECKOU NEATEIBHOCTH

[TonroToBka ciyKeOHBIX JOKYMEHTOB

KanpoBble TOKyMEHTBI

OCHOBBI MIpHEMa U YBOJIbHEHHUS
pabOTHHKOB

TpynoBoi 10roBop

OdopmieHue 1 BeieHHEe TPYIOBbIX
KHUKEK

N [ON D B N
B~ ] 0 [~ D

TectupoBanue (TeKymmii

KOHTPOJIb)
Pabora ¢ xoH(UICHIMATEHBIMA

JOKYMCHTaAMU

Opranu3zaiuoHHO-
pacnopsauTenbHas,
9 OpraHU3allMOHHO-TIPABOBAs, 12
MH(POPMALMOHHO-CIIPABOYHAS
JOKYMEHTAIIHSI

JenoBas 1 MeXTyHapOAHAs
NIEPENHCKa

10

11 XpaHeHUE JOKYMEHTOB 4

Cnaua 3a4eta (BBIIOJHEHHUE
12 Cpnaua 3aueTta (UTOTOBBIA KOHTPOJIb) 4 IMCBMEHHOI'O UTOTOBOTO
TECTUPOBAHUS)

Htoro 72




«YTBEpKIAIO»
pextop AHO IO «Axkanemus [maBCneny»

01.01.2017 r.

3. KAJJEHJIAPHBIN YUYEBHBIN I'PAOUK

JAOMOJTHUTEIbHOU NMPodeccHoHAIBbHO 00pa30BaATEILHOM NPOrPpaMMbl

«OcHOBBI ACJTONPON3BOACTBA U CEKPETAPCKOE A€10»

Anexcees B.M.

Kanennapusie 1au
1 2 3 4 5 6 7 8 9 10
JI, 113, JI, 113,
JI, I3 JI, T13 JI, T13 CP B JI, T13 JI, 113 TK
TK TK
Kanengapusie 1H1
11 12 13 14 15 16 17 18 19 20
JI, I3,
CP JI, 113 B CP CP CP, TK JI, T13 JI, 113 HA
TK

O6o03nauenus: JI - ey, 113 - mpaktuueckue 3ausatus, CP - camoctostensHas padora, TK -
TEKyIIUH KOHTPOJb 3HaHul, 1A - utoroBas arrecrainusi, B - BbIXOIHBIE.
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«YTBEpKIAIO»
pextop AHO IO «Axkanemus [maBCneny»
Anexcees B.M.

01.01.2017 r.

4. PABOYA A ITPOI'PAMMA

AOMOJHHUTEIbHOU NMPOodecCHOHAIBbHO 00pa30BATEILHON NPOrPpaMMbl
«OCHOBBI J1€J10TIPOU3BOCTBA M CEKpeTapcKoe 1e10»
(72 akageMHU4eCKHMX YaCOB)

Jlexyuu. Camocmosamenvnasn paboma. Konmpons 3nanuil.

Mooyne 1. Mecmo cexkpemapa 6 cucmeme ynpaeieHus npeonpuamuem (neKyuu,
camocmoamenvHas paooma)

Tema 1. /lesioBble U IMYHOCTHBIE Ka4YeCTBA CeKpeTapsl.

Tema 2: JloxHOCTHBIC 00S13AHHOCTH CeKpeTapsi.

Tema 3: Opranuszauus padodero Mmecra cekperaps

Tema 4. Pabounii apxuB cekperaps

Tema 5. DTuka Tpyaa cekperaps

TpeOoBanusi k BHemHeMmy Buay. KyiabTypa nenoBoro obmeHus. TpeOoBaHus MO BeAeHUE
JIENOBBIX neperoBopoB. IIpuem nocerureneit. [InanupoBanne BpeMeHH pyKOBOAMUTEIIS.

Mooyne 2.  JloKymenmuposeanue  ynpaeieHueckou  OdeamenvHocmu  (neKyuu,
camocmoamenvnasn paooma)

Tema 1. OcHOBHBIC MOHATHS JOKYMECHTHPOBAaHHUS YIIPABJICHYECKON NeATEeJbHOCTH

[lonsiTue cucTteMbl JOKYMEHTAIlMOHHOTO obecrieueHust ymnpasieHus. Knaccudukarms
JOKYMEHTHpOBaHHOW nHpopmaruu. HopmatuBHO-nipaBoBoe obecredeHnue paboThl ¢ JOKYMEHTaMH.

Tema 2. WndopManuOHHO-I0KYMEHTALMOHHOEe o0ecnedeHue paldoThl anmapara
yIpaBJIeHHUA

OcHOBHBIE BUIBI JOKYMEHTHOH gesTenbHOCTH. WMHbopmanmss B ympaBieHUECKOU
JeSITeNbHOCTU. YTpaBlieHHe AoKyMeHTauuend. Opranuszaius WHPOPMALUMOHHO-IIOUCKOBBIX CHCTEM
10 IOKyMEHTaM YUPExKACHUS .

Tema 3. JlokymeHTO000POT ¥ (pOPMBI €r0 OPraHu3anuu

Opranuzanus JTIOKyMEHTO00O0pOoTA. Nunexcamms JIOKYMEHTOB. Pa6ora c
KOH(UACHIUAIBHBIMU TOKyMeHTaMU. KOHTPOJIb UCTIOTHEHUS TOKYMEHTOB.

Camocmosmenvrasn paboma: 1loBropeHue npoiieHHoro Martepuaia. Padbora ¢ nureparypoi.

Mooyne 3. Iloocomoexa caysyceOHbIX OOKyMeHmoe (neKyuu, camocmoamenvhas padboma,
KOHmpPOb)

Tema 1. OdopmiieHne ynpasjieH4eCKON JOKYMEHTAHH

TpeboBanus Kk 0POPMIIEHHIO TOKYMEHTOB. TpeOoBaHus K OJlaHKaM JTOKYMEHTOB.

Tema 2. CuctemMbl JOKyMEHTALMHA

Opranu3aluoOHHO-PACIIOPAIUTENIbHbIE  JTIOKyMEHTHL.  PacmopsiiuTenbHble  JOKYMEHTHI.
WHpopMalmoHHO-CIIPaBOYHBIE TOKYMEHTHI.

Tema 3. SI3bIK ¥ CTHIb 0(PMIHMATBHBIX JOKYMEHTOB

S3pIKOBBIE HOPMBI U CTWIIb. VICIIONIb30BaHNE TEPMUHOB U CIIOBOCOYETAHUH.

Tema 4. O01Me HOpMBI M TPaBUJIA 0OPMIIEHHUS TOKYMEHTOB

Pa3zmepbl Oymaru, npumeHseMoil B oopMIIeHHMH JAOKYMEHTOB. Pa3Mepsl moneil ciry:keOHBIX
nokymeHTtoB. Hymepauus rpanun. Hammcanuwe par u nepuonoB BpemeHH. OOlenpuHATHIE
cokpameHus. OdopmieHue B JOKyMeHTax LHppoBoil uHpopmaruu. EnuHunbl u3MepeHus.
Odopmiienne TabmmiI.

Camocmosmenvnas paboma: 1loBTropeHue npoiiieHHoro marepuana. Padora ¢ mureparypoi.

Texywuii KoHmpob: TECTUPOBAHUE
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Mooynw 4. Kadpoevie 00Kymenmul (1eKyuu, camocmoamenvnas paboma)

Tema 1: AkT

Tema 2: CnpaBka

Tema 3: JlokjaagHas 3anMCcKa

Tema 4: O0bsicHUTEIBHAS 3aNMCKA

Tema S: IIncemo

Camocmosmenvnas paboma: 1loBTopeHue mpoiiieHHoro marepuana. Pabora ¢ mureparypoit.

Mooyne 5. Ocnoevl npuema u yeoabHeHUA PAOOMHUKOS (NeKUUU, CAMOCHMOAMENbHASA
paooma)

Tema 1. Ilpuem Ha paGory paOlOTHHKOB

JluckpuMHMHAIUST Tpu mpueMe Ha pabory. 3aemubiii Tpya. Crnemmduka mnpuema Ha
rOCYAapCTBEHHYIO U MyHHUIIMIIAJIbHYIO CIIYKOY. JJOKyMEHTBI, COCTaBiIsIeMbIe IIPU MTpHeMe Ha paboTy.
Jlnunast kaprouka paboTHuKa. JluneBoit cuetr paboTHHKa. TpymoBoit 1oroBop. TpynoBas KHHXKKA.
[Ipuem Ha paboTy MHOCTpaHHBIX rpaxaaH. [Ipuem Ha paboTy mo coBMecTuTenbeTBy. IlocTaHoBKa
paOoTHUKA Ha BOMHCKUH y4eT. Bellaua TOKYMEHTOB 110 IPHEMY Ha padoTy.

Tema 2: YBosIbHeHHE ¢ pa00ThI pA0OTHUKOB

OcCHOBaHMU TMpEKpallleHUuss TPYIOBOIO JOroBopa. JIOKyMEHTBI, COCTaBIISIEMBIE IIPH
yBoJbHEHHH. KoMmeHcanuu W HHblE pacyeTbl ¢ paOOTHUKOB NpPU YBOJBHEHUH. 3aroJIHEHUE
TPYIOBOM KHIKKH TIpH yBoJbHEHHMH. OdQopmieHHe JUYHOM KapTOYKH TIPH  YBOJIbHEHHH.
JlokymeHThI. BritaBaemble paOOTHUKY IIPU YBOJIbHEHHH.

Camocmosmenvnas paboma: 1loBTopeHue mpoiiienHoro marepuana. Pabora ¢ mureparypoi.

Mooynw 6. Tpyoosoit 00z2060p (nekyuu, camocmoamenpbHas paooma)

Tema 1. IloaroroBka J0KyMEHTOB [JIsl 3aK/JII0YCHHS TPYA0OBOI'0 10roBOpa

JIOKyMEHTbI, HeOOXOIUMbIE AJIsi MPUHATHS PEIICHHUS O 3aKIIOYEHHH TPYJAOBOIO JIOTOBOpA.
OO6cToATENBCTBA, MPEMATCTBYIOUINE 3aKIIOUEHHIO TPYAOBOro jaorosopa. [loxmucanue TpynoBOro
JI0TOBOpA.

Tema 2. IloaroroBka J0KyMeHTOB /[JIsi ©3MEHEHHs1 TPYAOBOI0 10r0BOpa

JlomoHEeHNE TPYAOBOTO OTOBOPA HEMOCTAIOMIUMH CBEACHUSMHU WIN(M) YCIOBUSIMH U3 YHCIIA
o0s13aTeNbHBIX. M3bATHE U3 TPYIOBOIO JI0TOBOPA M3JIMIIECTBYIOIIMX CBEIACHUH, a TaKXKe YCIOBHIA,
YXyAUAIONINX MOJOXKEeHUsT paboTHHKA. 3aMeHa HMEIOLIUXCS B TPYAOBOM JOTOBOPE CBEICHMIA,
YCJIOBUN WJIM PEKBU3UTOB HOBBIMHU CBEICHUSMH, YCIOBHSAMU U pekBHU3UTaMH. OcoOble ciydau
3aKJIIOYEHMSI COTTIAIIEHUH K TPYIOBOMY JOTOBOPY.

Tema 3. IloaroroBka JOKyMEHTOB [JIsl IPEKPALEHUs TPYA0BOI'0 10roBOpa

[IpexpaieHne TpyaoBOro AOTOBOPY MO COIVALICHUIO MEXAy paOOTHHUKOB U paboTolaTeseM.
[IpekpaiieHre TPyJOBOrO JOrOBOpa MO pPa3HbIM NpPUYMHAM (MCTEYEHHE CpPOKa, 1O HMHHUIMATUBE
paboOTHHKA U T.II.).

Camocmosmenvnas paboma: 1loBTropeHue npoiiienHoro marepuana. Pabora ¢ mureparypoi.

Mooyne 7. Oghopmnenue u eedenue mpyooevlx KHUMCEK (eKYUU, CAMOCHOAMETbHAA
paooma)

Tema 1. OcHOBBI BeieHHE TPYAOBBIX KHUKEK

Nzyuenne TpynoBoro komekca Poccuiickoil ¢enepauuu, IlpaBun BeneHHss U XpaHEHHUs
TPYIOBBIX KHIDKEK, HCTPYKIIMHU 1O 3alOoJIHEHUIO0 TPYIOBBIX KHIDKEK, [Ipuka3 Munduna Poccun
«O TpymoBbIX KHMXKKax». OOIIMH TOPSIOK BEACHUS TPYHAOBBIX KHIDKEK. OTBETCTBEHHOCTh 32
HecoOIIo/IeHNe MOPsIIKa BEACHUS TPYAOBbIX KHIKEK.

Tema 2: OdopmiieHne TPYA0BOIl KHHKKH IIPH NPUHATHHA Ha padoTty

Odopmienne TpynoBoi KHIXKKH paOOTHUKY, MPUHATOMY Ha pabotry BnepBblie. OdopmiieHue
TPYIOBOM KHMXKM paOOTHHKY, NMPHUHATOMY Ha paboTy IOciieé OKOHYaHMs y4eOHOro 3aBeleHUS.
Odopmienne TpyloBOW KHIDKKM paOOTHUKY, NPUHATOMY Ha pabOTy IO COBMECTUTENIbCTBY.
Odopmienue TpyAOBONH KHI)KKM paOOTHHUKY, NPUHATOMY Ha paboTy K HHIUBHIYaIbHOMY
npennpunumMarento. OdopmieHre Tpy1oBONH KHUKKU paOOTHUKY, IPUHITOMY Ha paboOTy B CBSI3U C
NIEPEBOZIOM C IPYTrO OpraHu3aluy.

Tema 3: Benenune Tpy10Boil KHMKKHU MOCJIe IpUeMa HA padoTy
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Odopmienre TpyaoBOW KHHKKH TIPU TEpeBojie pPaOOTHMKA Ha JIPYTYIO JIOJKHOCTD.
Odopmienne TpyJoBOIl KHIDKKHM MPU MPUCBOCHUHU pa3psaa Uiu BTopoil npodeccun. Odopmienue
CBEJICHUI O HarpakJeHUsX B TPYIOBOH kHMKKe. OdopmiieHHe BKIAJbIINIA B TPYIOBYIO KHIKKY.
BHeceHne ucnpaBUTENBHBIX JAaHHBIX B TPYJIOBYIO KHIDKKY. BHeceHue pa3inuHbIX M3MEHEHHH B
TPYIOBYIO KHIDKKY (HOBO€ 0Opa3oBaHHe, HOBast (paMUJIMs, H3MEHEHHE HAUMEHOBAHUS OpraHu3aluu
U T.J1.).

Tema 4: OdopmiieHne TPYA0BOil KHMKKH IIPH YBOJIbHEHUH

Odopmienue 3anmucu 00 YBOJBHEHUM IO COOCTBEHHOMY MKEJIAHUIO B TPYAOBOM KHUXKKE.
Odopmienue 3amucu 00 YBOJIbHEHUH B mopsijke nepeojaa. OpopmieHue 3amucu 00 yBOJIbHEHNUHU B
CBSI3U C MCTEUEHHEM CcpoKa TpylaoBoro pgorosopa. OdopmieHue 3anucu 00 YBOJIBHEHHH IO
COOCTBEHHOMY JKEJIaHUIO B CBSI3M C HEOOXOIMMOCTBIO yXofa 3a JeTbMu 10 14 net. OdopmieHue
3alMCU O MpPEKpalleHUH TPYJOBOTO JOrOBOpa B CBSI3U CO CMepThio paboTHuKa. OdopmieHue
3anucu 00 YBOJbHEHUH PaOOTHHKA [0 COBMECTUTEIBCTBY.

Tema S: Yuer aBuKeHHs TPYAOBBIX KHHKEK

Kuura ydera ABW)KEHUS TpPYHOBBIX KHIKEK M BKIAJbIIIEN B HUX. BeaeHue npuxomHo-
PacxXoAHOM KHUTH 110 Y4eTy OJaHKOB TPYJOBOM KHUKKHU U BKJIa/IbIIIa B HEE

Tema 6: Pacuer cTpaxoBoro craska 1mo Tpya0Boi KHHKKe

Tema 7: Byxranrepckuili M HaJIOTOBBbIil y4eT pacxolioB Ha NpuoOpeTeHHe TPYIOBbIX
KHHKEK

Camocmosmenvrasn paboma: 1loBropeHne npoiieHHoro Matepruaia. Padbora ¢ nureparypoi.

Mooyne 8. Paboma c konghuoenyuanvnoimu 0oKymenmamu (1eKyuu, camocmoamenbHas
paboma)

Tema 1. Opranusanus padoTsl ¢ JOKYMEHTAMHU

Ceenenusi, oTHOcsAlMecs K KoH(uIeHIMaNIbHON HHQOpManuu. 3ammTa JIOKyMEHTOB,
COZIepKaIllUX KOMMEpUEeCKyro TaiHy. Opranuszanus paOOThl ¢ JOKYMEHTaMH, COJEpXKaIluMH
KOH(HIeHINATbHbBIE CBEICHUS

Tema 2. Texnosnorus 00padoTKH JOKYMEHTOB

Oranbl MOJITOTOBKH JIEJIONPOU3BOANUTENEM KOHPHUACHUUATBHBIX JTOKYyMEHTOB. OCHOBHBIE
OTIEPALMOHHBIE TEXHOJOTHYECKHE CXEeMbl OOpabOOTKH KOH(MUICHIUAIBHBIX JOKYMEHTOB. Y4Yer
MOJITOTOBJICHHBIX KOH(PUIEHIIUAIbHBIX IOKYMEHTOB

Camocmosmenvnas paboma: 1loBTropeHue npoiiieHHoro marepuana. Pabora ¢ mureparypoi.

Mooy 9. Opzanuzayuonno-pacnopaoumensvhas, Op2AHU3AUUOHHO-NPABOGAS,
UHDOPMAYUOHHO-CNPAGOUHAA  OOKYMeHmayus  (1eKyuu, camocmosamenvHas  padoma,
KOHmpPOb)

Tema 1. Oprann3zanMoOHHO-pPACIOPSAAUTEIbHASL JOKYMEHTALMS

[Tonsrtue n knaccudukarus OP/]. bnanku 70KyMEHTOB U UX BUIBI.

Tema 2. OdopmiieHHe OPraHN3ANMOHHO-TIPABOBBIX JOKYMEHTOB

VYcraB opranmzanuu. IlltatHoe pacnucanmne. OdopmieHue monoxeHui. JlomKHOCTHAS
uHCTpyKLus. Tabens.

Tema 3. OdopMiieHHe NPUKA30B U APYTHX PACNIOPAAMTEIbHBIX JOKYMEHTOB

[TogrotoBka, odopmieHne U  peKkBU3UTHl mpukaza. OdopmileHHe pacoOpsHKEHHUS.
Odopmiienne ykazanus. Odopmiienne nocranosiaeHuit. OdopmiieHre perieHus.

Tema 4. OdopmiieHne Ciay;keOHbIX NHCEM H JPYroi HH(POPMANMOHHO-CIPABOYHOM
AOKYMEHTAIMHU

Crpykrypa ciayxebHoro nucbma. Ctuiib nucbMa. OpopmiieHre akta, IpoTOKOJa, JOKJIaIHOH,
CITy’keOHON 1 0OBSICHUTEITHLHOM 3aITHUCOK.

Camocmosmenvnas paboma: 1loBTopeHue npoiineHHoro marepuana. Pabora ¢ mureparypoi.

Texywuii KoHmpob: TECTUPOBAHUE

Mooyne 10. /lenosas u mexcoynapoonas nepenucka (leKyuu, camocmoamenvHas paboma,
KOHmpPOb)

Tema 1. /lesioBasi mepenucka
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Haznauenue u kiaccudukanust nenoBbIX muceM. Ilepenncka B J€IOBBIX KOMMYHUKAIHSX.
[TucbMeHHas! KOpPECTIOH ISHITHS

Tema 2. MexnyHapoaHasi nepenucka

MexyHapoaHble CTaHAapThl 1O oQOpMIIEHHIO JOKyMeHToB. IloaroroBka nenoBoit
KOPPECHOHJICHIIMU /IS 3apyOeXHbIX mapTHepoB. CTpykTypa ¢opMmyisipa U COCTaB PEKBH3HMTOB
ciy:ke0Horo nuchbma. TpeboBaHus K 0OPMIIEHUIO PEKBU3UTOB.

Camocmosmenvnas paboma: 1loBTopeHue mpoiiieHHoro marepuana. Pabora ¢ mureparypoit.

Texywuii KoHmpob: TECTUPOBAHUE

Mooyne 11. Xpanenue 0oKymenmoeg (nekyuu, camocmosamenvnas paboma, KOHmMpoJiv)

Tema 1. Texkyuiee xpanenue

d®opMupoBaHue W Tekyllee XpaHeHue jen. OrmnepaTMBHOE XpaHEHUE JIOKYMEHTOB.
Odopmnenne aen u nepeaada ux B apxuB. [ ocymapcTBEHHOE XpaHEHUE

Tema 2. ApxuBHOe XpaHeHHe

OreHKa 3HAYUMOCTH JTOKYMEHTOB M CPOKM HMX XpaHeHHUs. OCHOBBI 3aKOHOAATEIHCTBA IO
apXMBHOMY JIEIy.

Camocmosmenvrasn paboma: 1loBropeHue npoiieHHoro Matepruaia. Pabora ¢ nureparypoi.

Texywuii KOHMPOab: TECTUPOBAHUE

Hmozoewtit KOHmponb: TECTUPOBAHUE
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5. INTAHUPYEMBIE PE3YJIbTATbBI OBYYEHUA

[Iporpamma u ee MOIYIM MMEIOT MEXIUCIMIUIMHAPHBIN XapakTep, 4YTO MO3BOJISET
(GbopMHpPOBaTh TOTOBHOCTh K JICJONPOHM3BOACTBY M CEKPETapCKOMYy Jely CIyliateneil B
COOTBETCTBHH C JICUCTBYIOIINM 3aKOHO/ATEILCTBOM U HOPMATHBHOM 0a30ii 6e3 oTpbIBa OT paboTHI,
C OTPBIBOM OT pabOThl, C YaCTHYHBIM OTPHIBOM OT pabOThI, WCIONB3YyS COBPEMEHHBIC
o0pa3oBaresbHbIe METO/Ibl U TEXHOJIOTHUH, B TOM YHCIIE AUCTAHIIMOHHOE U 3JIEKTPOHHOE O0ydeHHe,
a Takke GOpPMUPOBATh y CIyIIaTeNell 3HaHWS, YMEHHUS W HaBBIKA B OOJIACTH JIEIIOTIPOU3BOJICTBA H
JTOKYMEHTHPOBAHUSI.

HopwmatuBHbIl cpok 00ydyeHHs Ha KypcaxX (IpOXOXIE€HUE TOBBIINICHUS KBaTU(UKallUK) BHE
3aBUCUMOCTH OT MCIOJBb3yeMbIX (OPM U TEXHOJIOTHH OOydeHHs [OJDKEH COCTaBIATH /2
aKaJIeMUYECKHAX YacoB.

B 3aBepuieHnn o0O0ydeHHs MO NpPOrpaMMe IPOBOJUTCS WTOTOBBIM KOHTPOJIb, B BHJE
TECTHPOBAHUSI.

Caymatenu, npomenmue oOydeHHE Ha Kypcax IO JONOJHHUTENbHOM NpodeccHoHaNTbHOM
oOpa3zoBareNbHOW mporpamMme B cdepe OIKOHOMHKHM M JeNomnpou3BojacTBa  «OCHOBBI
JIeTIOTIPOU3BOJICTBA U CEKPETAPCKOE JETI0», O0NHCHbL 3HAMb:

— OCHOBBI 3aKOHOJIaTENIbCTBA B 00JIACTH KaJIPpOBOTO YIIPABICHMS;

— TPYIOBOE 3aKOHO/ATEIHCTBO M MHBIE aKThI, COJCPIKAIIIE HOPMBI TPYIOBOTO TIpaBa;

— KaJIpoBYIO HH(POpMAIIHIO;

— IpaBuiIa U HOPMbI 0OPMIICHHS KaJPOBBIX JOKYMEHTOB;

— HOpPMBI U ITpaBuiIa 0OopMIICHHS CITY>)K€OHO U JeTI0BOI TOKYMEHTAIUH;

— OCHOBHBIE CTIOCOOBI BEICHUS JICTIOBOM MEPEMUCKH U JIMYHOTO BPEMEHH PYKOBOIUTEIIS;

— TIpaBWJIa U HOPMBI ITOBEJICHHUS, ICTTOBOH ITHKH;

MHBIE BONPOCHI, corllacHO nepeuHas 3HaHMM Ilpukaza Munrtpyna Poccun ot 06.05.2015 N
2761 «O0 yTBepkaAeHUU MPOQEeCcCCHOHATHHOTO cTaHaapTa «CHerualrcT Mo OPraHu3allMOHHOMY U
JOKYMEHTAllUOHHOMY OOECIIEYEHHUIO YIIPABICHHs OpraHu3aluein,

ymembn:

— 0(QOpPMIISTH OCHOBHBIE KaJIpOBBIE JOKYMEHTHI, JOKYMEHTHI MO NMPHEMY M YBOJHHEHHUIO
PabOTHHKOB;

— BECTH y4YeT CBEJICHMI O MepcoHase, paboyero BpeMeHH;

— BECTH JJOKYMEHTO00OpOT Ha NMpeNIpUsiTHH;

— COCTaBJISITh OCHOBHBIE CITy)KEOHBIC U JICIIOBBIC JOKYMEHTHI;

— BECTH JICJIOBYIO M MEXTYHAPOIHYIO TIEPETIHCKY;

— BECTH JIMYHOE paclucaHue PyKOBOJIUTEIS,;

UHOE, coryiacHo nepeuHas ymenuit [Ipukasza Muntpyna Poccun ot 06.05.2015 N 2761 «O06
YIBEPXKICHUHM MpodeccuoHanbHOro crangapra «CHenuaJucT IO  OpraHu3allMOHHOMY H
JOKYMEHTAllUOHHOMY OOECIIEYEHHUIO YIIPABICHHS OpraHu3aluein,

enaoemn:

— TpaBUJIAMHU BEICHUS U 3alIOJHEHUS KaJPOBOH JOKYMEHTAIINH;

— HOPMAaMU COCTaBJIEHUS JI€JIOBON U CIIYKEOHOH JTOKyMEHTALNY;

— IpaBUIAMHU 3aIOJHEHUS u BE/ICHUS OpraHU3alOHHO-PACIOPSIUTENBHOH,
OpTaHU3aIMOHHO-TIPAaBOBOI, HH(POPMALMOHHO-CITPABOYHOHN JTOKYMEHTALINY;

MHOE, COIJIacHO nepeuHas TpylaoBbix aedictBuil [Ipukasza Muntpyna Poccun ot 06.05.2015
N 276H «O06 yTBepkIeHHH PO ecCHOHAIBHOTO cTaHaapTa « CrenuagiucT o OpraHu3alliOHHOMY U
JOKYMEHTAIlUOHHOMY OOECIIEUEHHUIO YIIPABICHHS OpraHu3aluein».
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1. ITIOSACHUTEJIbHA A 3AIINCKA

JAOMOJIHUTEIbHOH NpodeccnoHalbHOIl 00pa3oBaTeIbHON NPOrPaMMbl
«OCHOBBI 1€I0IIPOU3BOCTBA H CEKPETAPCKOE 1eJ10»

JlononHuTenbHas npodeccruoHaibHas oOpa3zoBaresbHast nporpamma «OCHOBBI
JIeTIOTIPOM3BOJICTBA U CEKpeTapckoe neno» (manee - IIporpamma) paspaboraHa B COOTBETCTBHH C
TpeboBanusaMu DeaepanbHoro 3akoHa ot 29.12.2012 Ne 273-d3 «O6 obpazoBanuu B Poccuiickoii
Ddenepanun», [Ipukaza Munobpaayku Poccun ot 01.07.2013 Ne 499 «O6 yrBepxknenun [lopsinka
OpraHM3allMd M  OCYILECTBICHUS 00pa3oBaTelIbHONW JIEATEIBHOCTH MO  JOMOJHUTEIbHBIM
npodeccuoHaIbHEIM Tiporpammam», [lpukaza Muntpyna Poccun ot 06.05.2015 Ne 276m «OO6
yTBepXAeHUU TpodeccuoHanbHoro craaapra «Crnenuanuct 1O  OpPraHU3allUOHHOMY U
JOKYMEHTALIUOHHOMY OOECIIEUYEHHUIO YIpaBleHUs opraHuszaunuein», Ilocranosnenus Munrpyna PO
or 21.08.1998 Ne 37 «O06 yrBepkaennn KpanupukanmMoOHHOTO CHPAaBOYHUKA JOJDKHOCTEH
PYKOBOAMTENEH, CHELUAIUCTOB U JPYTUX CIYXKALIUX», a TAKKE JPYIrMX HOPMATUBHBIX IPABOBBIX
aKTOB.

Conep:xaHue NPOTPaMMBbl TPEACTABICHO MOSCHUTEIBHON 3alMCKOM, Y4eOHBIM IUIAHOM,
KaJeHJapHbIM y4eOHbIM TrpadukoM, pabodeil MporpaMMmoi, IUIAHUPYEMBIMU pe3yJbTaTaMu
OCBOEHHUS IPOrpaMMbl, OPraHU3ALMOHHO-IIEAArOrMUYECKUMH YCIOBUSAMHU pealu3aliy IIporpaMMbl,
y4eOHO-MEeTOJMUECKHUMH MaTepruaIaMu, 00eCcIedrBaIOIINMU PEAIU3AIHUI0 TPOTPAMMBI.

Leas o0ydeHusi: peanu3anys NPOrpaMMbl OOydeHHs (TIOBBIICHHUS KBAIM(UKAIIH)
HampaBjieHa Ha COBEPIICHCTBOBaHME U (WJIM) OBJAJIEHUE CIyIIATeNsIMd KypCOB HOBBIMHU
KOMIETEHIUSIMH, HEOOXOAUMBIMHU JUIS BEICHHUS JEIONPOM3BOJCTBA B COOTBETCTBHHM C HOPMaMH U
3akoHaMu P®. B xome peanuzanuu  JaHHOW  JOIMOJHHUTEIBbHOH  TpodeccHoHaIbHON
00pa3oBaTebHOM MPOrpaMMBbI, IPETYCMATPUBACTCS U3YyUEHUE CIYHIATEIISIMU:

— ONpeJesieHne MECTO CEKpeTaps B CUCTEME YIIPABICHUS IPEAIPUATHEM

— OCHOB JIOKYMEHTHPOBaHHUE yIPaBICHYECKOU NEATEIbHOCTH

— OCHOB NOATOTOBKH CIIY’KEOHBIX M KaJJpOBbIX JJOKYMEHTOB

— OCHOB IpHU€Ma U YBOJIbHEHUS PAOOTHUKOB

— OpraHu3allMOHHO-PACIIOPAIUTENILHON,  OpraHU3alMOHHO-NPABOBOM,  MH(POPMAILIMOHHO-
CIIPaBOYHOM TOKyMEHTalU1

Kareropum ody4yaembIx: nporpamma KypcoB IpeHa3HaueHa JUisl ceKpeTapel, TOMOIIHUKOB
MEHE/DKEPOB, MHBIX CIELUAINUCTOB 110 OPraHU3alMOHHOMY U JOKYMEHTAllMOHHOMY 00eCHeueHHIO
YIIPABJICHUS OpraHU3alueH.

IIpopo/kuTeabHOCTh 00ydyeHusi: 120 akageMHuecKUX 4acoB. | akageMUYecKuil 4ac paBeH
45 MuHyTaM.

®opma o0yuenus: 6e3 OTpbIBa OT pabOTHI, C OTPHIBOM OT pabOThI, C YACTUYHBIM OTPHIBOM OT
paboTHI.

Pe:xxum 3aHATHIl: 6-8 akajeMHYecKMX 4YacoB B JIeHb. lakke BO3MOXKHO OOydeHHE IO
UHAMBUAYyaJIbHOMY y4yeOHOMY IulaHy (rpaduky oOydeHus)) B Ipelesnax OCBauBaeMoOi
JOMOJTHUTENIBHOM MPO(ECCHOHAIBHON POrpaMMbl IOBBILIEHUS KBaTH(DUKALIUH.

IIpenogaBanne Moay.as mnpeaycMaTpuBaeT cienyromue (GopMmbl opraHu3aluu y4eOHOTo
npoliecca: JeKIUU, CAMOCTOSTEIbHAs padoTa CTyEHTOB, KOHCYJIbTAIUH.

Pe3ysbTaToM 0CBOEHHMSI NMPOrpamMMbl SIBJSIETCS MPOSIBICHUE IOJYyYEHHBIX 3HAHUN TIpU
BBITIOJIHEHHUE TECTA HA TEKYILUX U UTOTOBOM KOHTPOJISX.
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2. VUEBHBIN ITJIAH

AOMOJHHUTEIbHOU NMPOodecCHOHAIBbHO 00pa30BATEILHON NPOrPpaMMbl
«OCHOBBI 1€/10TIPOU3BOCTBA H CEKPETapCKoe 1e10»

Ne /m HanmenoBanue yaeOHBIX MOTyIeH Bcero, yac. Dopmbl
1 Mecro cexkperaps B cucreMe 12
yIIpaBJICHUsI IPEIPUSTHEM
) IIOKyMeHTHpOBavHHe 10
YIPaBJICHYECKON JESITENbHOCTH
3 [TonroToBka ciyKeOHBIX JOKYMEHTOB 8
4 KanpoBbie 1OKyMEHTBI 6
5 OCHOBBI ITpUEMa U YBOJIbHEHHUSI 14
pabOTHHKOB
6 TpynoBoi 10roBop 10
7 OdopmieHue 1 BeieHHEe TPYIOBbIX ] TecTHpoBaHe (Texympii
RHMKCER KOHTPOJIb)
3 Pabora ¢ xoH(UICHIMATEHBIMA 6
JIOKYMEHTaMH
OpraHu3annoHHO-
pacnopsauTenbHas,
9 OpraHU3allMOHHO-TIPABOBAs, 20
MH(POPMALMOHHO-CIIPABOYHAS
JOKYMEHTAIHsI
10 JenoBas 1 MeXTyHapOAHAs 14
nepenucka
11 XpaHeHHe JOKYMEHTOB 6
Cnaua 3a4eta (BBIIOJHEHHUE
12 Cpnaua 3aueTta (UTOTOBBIA KOHTPOJIb) 6 IMCBMEHHOI'O UTOTOBOTO
TECTUPOBAHUS)
Hroro 120




«YTBEpKIAIO»
pextop AHO IO «Axkanemus [maBCneny»

01.01.2017 r.

3. KAJJEHJIAPHBIN YUYEBHBIN I'PAOUK

JAOMOJTHUTEIbHOU NMPodeccHoHAIBbHO 00pa30BaATEILHOM NPOrPpaMMbl

«OcHOBBI ACJTONPON3BOACTBA U CEKPETAPCKOE A€10»

Anexcees B.M.

Kanennapusie 1au
1 2 3 4 5 6 7 8 9 10
JI, 113, JI, 113,
JI, I3 JI, T13 JI, T13 CP B JI, T13 JI, 113 TK
TK TK
Kanengapusie 1H1
11 12 13 14 15 16 17 18 19 20
JI, I3,
CP JI, 113 B CP CP CP, TK JI, T13 JI, 113 HA
TK

O6o03nauenus: JI - ey, 113 - mpaktuueckue 3ausatus, CP - camoctostensHas padora, TK -
TEKyIIUH KOHTPOJb 3HaHul, 1A - utoroBas arrecrainusi, B - BbIXOIHBIE.

23



«YTBEpKIAIO»
pextop AHO IO «Axkanemus [maBCneny»
Anexcees B.M.

01.01.2017 r.

4. PABOYA A ITPOI'PAMMA

AOMOJHHUTEIbHOU NMPOodecCHOHAIBbHO 00pa30BATEILHON NPOrPpaMMbl
«OCHOBBI J1€J10TIPOU3BOCTBA M CEKpeTapcKoe 1e10»
(120 akageMH4eCKHX 4aCOB)

Jlexyuu. Camocmosamenvnasn paboma. Konmpons 3nanuil.

Mooyne 1. Mecmo cexkpemapa 6 cucmeme ynpaeieHus npeonpuamuem (neKyuu,
camocmoamenvHas paooma)

Tema 1. /lesioBble U IMYHOCTHBIE Ka4YeCTBA CeKpeTapsl.

Tema 2: JloxHOCTHBIC 00S13AHHOCTH CeKpeTapsi.

Tema 3: Opranuszauus padodero Mmecra cekperaps

Tema 4. Pabounii apxuB cekperaps

Tema 5. DTuka Tpyaa cekperaps

TpeOoBanusi k BHemHeMmy Buay. KyiabTypa nenoBoro obmeHus. TpeOoBaHus MO BeAeHUE
JIENOBBIX neperoBopoB. IIpuem nocerureneit. [InanupoBanne BpeMeHH pyKOBOAMUTEIIS.

Mooyne 2.  JloKymenmuposeanue  ynpaeieHueckou  OdeamenvHocmu  (neKyuu,
camocmoamenvnasn paooma)

Tema 1. OcHOBHBIC MOHATHS JOKYMECHTHPOBAaHHUS YIIPABJICHYECKON NeATEeJbHOCTH

[lonsiTue cucTteMbl JOKYMEHTAIlMOHHOTO obecrieueHust ymnpasieHus. Knaccudukarms
JOKYMEHTHpOBaHHOW nHpopmaruu. HopmatuBHO-nipaBoBoe obecredeHnue paboThl ¢ JOKYMEHTaMH.

Tema 2. WndopManuOHHO-I0KYMEHTALMOHHOEe o0ecnedeHue paldoThl anmapara
yIpaBJIeHHUA

OcHOBHBIE BUIBI JOKYMEHTHOH gesTenbHOCTH. WMHbopmanmss B ympaBieHUECKOU
JeSITeNbHOCTU. YTpaBlieHHe AoKyMeHTauuend. Opranuszaius WHPOPMALUMOHHO-IIOUCKOBBIX CHCTEM
10 IOKyMEHTaM YUPExKACHUS .

Tema 3. JlokymeHTO000POT ¥ (pOPMBI €r0 OPraHu3anuu

Opranuzanus JTIOKyMEHTO00O0pOoTA. Nunexcamms JIOKYMEHTOB. Pa6ora c
KOH(UACHIUAIBHBIMU TOKyMeHTaMU. KOHTPOJIb UCTIOTHEHUS TOKYMEHTOB.

Camocmosmenvrasn paboma: 1loBropeHue npoiieHHoro Martepuaia. Padbora ¢ nureparypoi.

Mooyne 3. Iloocomoexa caysyceOHbIX OOKyMeHmoe (neKyuu, camocmoamenvhas padboma,
KOHmpPOb)

Tema 1. OdopmiieHne ynpasjieH4eCKON JOKYMEHTAHH

TpeboBanus Kk 0POPMIIEHHIO TOKYMEHTOB. TpeOoBaHus K OJlaHKaM JTOKYMEHTOB.

Tema 2. CuctemMbl JOKyMEHTALMHA

Opranu3aluoOHHO-PACIIOPAIUTENIbHbIE  JTIOKyMEHTHL.  PacmopsiiuTenbHble  JOKYMEHTHI.
WHpopMalmoHHO-CIIPaBOYHBIE TOKYMEHTHI.

Tema 3. SI3bIK ¥ CTHIb 0(PMIHMATBHBIX JOKYMEHTOB

S3pIKOBBIE HOPMBI U CTWIIb. VICIIONIb30BaHNE TEPMUHOB U CIIOBOCOYETAHUH.

Tema 4. O01Me HOpMBI M TPaBUJIA 0OPMIIEHHUS TOKYMEHTOB

Pa3zmepbl Oymaru, npumeHseMoil B oopMIIeHHMH JAOKYMEHTOB. Pa3Mepsl moneil ciry:keOHBIX
nokymeHTtoB. Hymepauus rpanun. Hammcanuwe par u nepuonoB BpemeHH. OOlenpuHATHIE
cokpameHus. OdopmieHue B JOKyMeHTax LHppoBoil uHpopmaruu. EnuHunbl u3MepeHus.
Odopmiienne TabmmiI.

Camocmosmenvnas paboma: 1loBTropeHue npoiiieHHoro marepuana. Padora ¢ mureparypoi.

Texywuii KoHmpob: TECTUPOBAHUE
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Mooynw 4. Kadpoevie 00Kymenmul (1eKyuu, camocmoamenvnas paboma)

Tema 1: AkT

Tema 2: CnpaBka

Tema 3: JlokjaagHas 3anMCcKa

Tema 4: O0bsicHUTEIBHAS 3aNMCKA

Tema S: IIncemo

Camocmosmenvnas paboma: 1loBTopeHue mpoiiieHHoro marepuana. Pabora ¢ mureparypoit.

Mooyne 5. Ocnoevl npuema u yeoabHeHUA PAOOMHUKOS (NeKUUU, CAMOCHMOAMENbHASA
paooma)

Tema 1. Ilpuem Ha paGory paOlOTHHKOB

JluckpuMHMHAIUST Tpu mpueMe Ha pabory. 3aemubiii Tpya. Crnemmduka mnpuema Ha
rOCYAapCTBEHHYIO U MyHHUIIMIIAJIbHYIO CIIYKOY. JJOKyMEHTBI, COCTaBiIsIeMbIe IIPU MTpHeMe Ha paboTy.
Jlnunast kaprouka paboTHuKa. JluneBoit cuetr paboTHHKa. TpymoBoit 1oroBop. TpynoBas KHHXKKA.
[Ipuem Ha paboTy MHOCTpaHHBIX rpaxaaH. [Ipuem Ha paboTy mo coBMecTuTenbeTBy. IlocTaHoBKa
paOoTHUKA Ha BOMHCKUH y4eT. Bellaua TOKYMEHTOB 110 IPHEMY Ha padoTy.

Tema 2: YBosIbHeHHE ¢ pa00ThI pA0OTHUKOB

OcCHOBaHMU TMpEKpallleHUuss TPYIOBOIO JOroBopa. JIOKyMEHTBI, COCTaBIISIEMBIE IIPH
yBoJbHEHHH. KoMmeHcanuu W HHblE pacyeTbl ¢ paOOTHUKOB NpPU YBOJBHEHUH. 3aroJIHEHUE
TPYIOBOM KHIKKH TIpH yBoJbHEHHMH. OdQopmieHHe JUYHOM KapTOYKH TIPH  YBOJIbHEHHH.
JlokymeHThI. BritaBaemble paOOTHUKY IIPU YBOJIbHEHHH.

Camocmosmenvnas paboma: 1loBTopeHue mpoiiienHoro marepuana. Pabora ¢ mureparypoi.

Mooynw 6. Tpyoosoit 00z2060p (nekyuu, camocmoamenpbHas paooma)

Tema 1. IloaroroBka J0KyMEHTOB [JIsl 3aK/JII0YCHHS TPYA0OBOI'0 10roBOpa

JIOKyMEHTbI, HeOOXOIUMbIE AJIsi MPUHATHS PEIICHHUS O 3aKIIOYEHHH TPYJAOBOIO JIOTOBOpA.
OO6cToATENBCTBA, MPEMATCTBYIOUINE 3aKIIOUEHHIO TPYAOBOro jaorosopa. [loxmucanue TpynoBOro
JI0TOBOpA.

Tema 2. IloaroroBka J0KyMeHTOB /[JIsi ©3MEHEHHs1 TPYAOBOI0 10r0BOpa

JlomoHEeHNE TPYAOBOTO OTOBOPA HEMOCTAIOMIUMH CBEACHUSMHU WIN(M) YCIOBUSIMH U3 YHCIIA
o0s13aTeNbHBIX. M3bATHE U3 TPYIOBOIO JI0TOBOPA M3JIMIIECTBYIOIIMX CBEIACHUH, a TaKXKe YCIOBHIA,
YXyAUAIONINX MOJOXKEeHUsT paboTHHKA. 3aMeHa HMEIOLIUXCS B TPYAOBOM JOTOBOPE CBEICHMIA,
YCJIOBUN WJIM PEKBU3UTOB HOBBIMHU CBEICHUSMH, YCIOBHSAMU U pekBHU3UTaMH. OcoOble ciydau
3aKJIIOYEHMSI COTTIAIIEHUH K TPYIOBOMY JOTOBOPY.

Tema 3. IloaroroBka JOKyMEHTOB [JIsl IPEKPALEHUs TPYA0BOI'0 10roBOpa

[IpexpaieHne TpyaoBOro AOTOBOPY MO COIVALICHUIO MEXAy paOOTHHUKOB U paboTolaTeseM.
[IpekpaiieHre TPyJOBOrO JOrOBOpa MO pPa3HbIM NpPUYMHAM (MCTEYEHHE CpPOKa, 1O HMHHUIMATUBE
paboOTHHKA U T.II.).

Camocmosmenvnas paboma: 1loBTropeHue npoiiienHoro marepuana. Pabora ¢ mureparypoi.

Mooyne 7. Oghopmnenue u eedenue mpyooevlx KHUMCEK (eKYUU, CAMOCHOAMETbHAA
paooma)

Tema 1. OcHOBBI BeieHHE TPYAOBBIX KHUKEK

Nzyuenne TpynoBoro komekca Poccuiickoil ¢enepauuu, IlpaBun BeneHHss U XpaHEHHUs
TPYIOBBIX KHIDKEK, HCTPYKIIMHU 1O 3alOoJIHEHUIO0 TPYIOBBIX KHIDKEK, [Ipuka3 Munduna Poccun
«O TpymoBbIX KHMXKKax». OOIIMH TOPSIOK BEACHUS TPYHAOBBIX KHIDKEK. OTBETCTBEHHOCTh 32
HecoOIIo/IeHNe MOPsIIKa BEACHUS TPYAOBbIX KHIKEK.

Tema 2: OdopmiieHne TPYA0BOIl KHHKKH IIPH NPUHATHHA Ha padoTty

Odopmienne TpynoBoi KHIXKKH paOOTHUKY, MPUHATOMY Ha pabotry BnepBblie. OdopmiieHue
TPYIOBOM KHMXKM paOOTHHKY, NMPHUHATOMY Ha paboTy IOciieé OKOHYaHMs y4eOHOro 3aBeleHUS.
Odopmienne TpyloBOW KHIDKKM paOOTHUKY, NPUHATOMY Ha pabOTy IO COBMECTUTENIbCTBY.
Odopmienue TpyAOBONH KHI)KKM paOOTHHUKY, NPUHATOMY Ha paboTy K HHIUBHIYaIbHOMY
npennpunumMarento. OdopmieHre Tpy1oBONH KHUKKU paOOTHUKY, IPUHITOMY Ha paboOTy B CBSI3U C
NIEPEBOZIOM C IPYTrO OpraHu3aluy.

Tema 3: Benenune Tpy10Boil KHMKKHU MOCJIe IpUeMa HA padoTy
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Odopmienre TpyaoBOW KHHKKH TIPU TEpeBojie pPaOOTHMKA Ha JIPYTYIO JIOJKHOCTD.
Odopmienne TpyJoBOIl KHIDKKHM MPU MPUCBOCHUHU pa3psaa Uiu BTopoil npodeccun. Odopmienue
CBEJICHUI O HarpakJeHUsX B TPYIOBOH kHMKKe. OdopmiieHHe BKIAJbIINIA B TPYIOBYIO KHIKKY.
BHeceHne ucnpaBUTENBHBIX JAaHHBIX B TPYJIOBYIO KHIDKKY. BHeceHue pa3inuHbIX M3MEHEHHH B
TPYIOBYIO KHIDKKY (HOBO€ 0Opa3oBaHHe, HOBast (paMUJIMs, H3MEHEHHE HAUMEHOBAHUS OpraHu3aluu
U T.J1.).

Tema 4: OdopmiieHne TPYA0BOil KHMKKH IIPH YBOJIbHEHUH

Odopmienue 3anmucu 00 YBOJBHEHUM IO COOCTBEHHOMY MKEJIAHUIO B TPYAOBOM KHUXKKE.
Odopmienue 3amucu 00 YBOJIbHEHUH B mopsijke nepeojaa. OpopmieHue 3amucu 00 yBOJIbHEHNUHU B
CBSI3U C MCTEUEHHEM CcpoKa TpylaoBoro pgorosopa. OdopmieHue 3anucu 00 YBOJIBHEHHH IO
COOCTBEHHOMY JKEJIaHUIO B CBSI3M C HEOOXOIMMOCTBIO yXofa 3a JeTbMu 10 14 net. OdopmieHue
3alMCU O MpPEKpalleHUH TPYJOBOTO JOrOBOpa B CBSI3U CO CMepThio paboTHuKa. OdopmieHue
3anucu 00 YBOJbHEHUH PaOOTHHKA [0 COBMECTUTEIBCTBY.

Tema S: Yuer aBuKeHHs TPYAOBBIX KHHKEK

Kuura ydera ABW)KEHUS TpPYHOBBIX KHIKEK M BKIAJbIIIEN B HUX. BeaeHue npuxomHo-
PacxXoAHOM KHUTH 110 Y4eTy OJaHKOB TPYJOBOM KHUKKHU U BKJIa/IbIIIa B HEE

Tema 6: Pacuer cTpaxoBoro craska 1mo Tpya0Boi KHHKKe

Tema 7: Byxranrepckuili M HaJIOTOBBbIil y4eT pacxolioB Ha NpuoOpeTeHHe TPYIOBbIX
KHHKEK

Camocmosmenvrasn paboma: 1loBropeHne npoiieHHoro Matepruaia. Padbora ¢ nureparypoi.

Mooyne 8. Paboma c konghuoenyuanvnoimu 0oKymenmamu (1eKyuu, camocmoamenbHas
paboma)

Tema 1. Opranusanus padoTsl ¢ JOKYMEHTAMHU

Ceenenusi, oTHOcsAlMecs K KoH(uIeHIMaNIbHON HHQOpManuu. 3ammTa JIOKyMEHTOB,
COZIepKaIllUX KOMMEpUEeCKyro TaiHy. Opranuszanus paOOThl ¢ JOKYMEHTaMH, COJEpXKaIluMH
KOH(HIeHINATbHbBIE CBEICHUS

Tema 2. Texnosnorus 00padoTKH JOKYMEHTOB

Oranbl MOJITOTOBKH JIEJIONPOU3BOANUTENEM KOHPHUACHUUATBHBIX JTOKYyMEHTOB. OCHOBHBIE
OTIEPALMOHHBIE TEXHOJOTHYECKHE CXEeMbl OOpabOOTKH KOH(MUICHIUAIBHBIX JOKYMEHTOB. Y4Yer
MOJITOTOBJICHHBIX KOH(PUIEHIIUAIbHBIX IOKYMEHTOB

Camocmosmenvnas paboma: 1loBTropeHue npoiiieHHoro marepuana. Pabora ¢ mureparypoi.

Mooy 9. Opzanuzayuonno-pacnopaoumensvhas, Op2AHU3AUUOHHO-NPABOGAS,
UHDOPMAYUOHHO-CNPAGOUHAA  OOKYMeHmayus  (1eKyuu, camocmosamenvHas  padoma,
KOHmpPOb)

Tema 1. Oprann3zanMoOHHO-pPACIOPSAAUTEIbHASL JOKYMEHTALMS

[Tonsrtue n knaccudukarus OP/]. bnanku 70KyMEHTOB U UX BUIBI.

Tema 2. OdopmiieHHe OPraHN3ANMOHHO-TIPABOBBIX JOKYMEHTOB

VYcraB opranmzanuu. IlltatHoe pacnucanmne. OdopmieHue monoxeHui. JlomKHOCTHAS
uHCTpyKLus. Tabens.

Tema 3. OdopMiieHHe NPUKA30B U APYTHX PACNIOPAAMTEIbHBIX JOKYMEHTOB

[TogrotoBka, odopmieHne U  peKkBU3UTHl mpukaza. OdopmileHHe pacoOpsHKEHHUS.
Odopmiienne ykazanus. Odopmiienne nocranosiaeHuit. OdopmiieHre perieHus.

Tema 4. OdopmiieHne Ciay;keOHbIX NHCEM H JPYroi HH(POPMANMOHHO-CIPABOYHOM
AOKYMEHTAIMHU

Crpykrypa ciayxebHoro nucbma. Ctuiib nucbMa. OpopmiieHre akta, IpoTOKOJa, JOKJIaIHOH,
CITy’keOHON 1 0OBSICHUTEITHLHOM 3aITHUCOK.

Camocmosmenvnas paboma: 1loBTopeHue npoiineHHoro marepuana. Pabora ¢ mureparypoi.

Texywuii KoHmpob: TECTUPOBAHUE

Mooyne 10. /lenosas u mexcoynapoonas nepenucka (leKyuu, camocmoamenvHas paboma,
KOHmpPOb)

Tema 1. /lesioBasi mepenucka
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Haznauenue u kiaccudukanust nenoBbIX muceM. Ilepenncka B J€IOBBIX KOMMYHUKAIHSX.
[TucbMeHHas! KOpPECTIOH ISHITHS

Tema 2. MexnyHapoaHasi nepenucka

MexyHapoaHble CTaHAapThl 1O oQOpMIIEHHIO JOKyMeHToB. IloaroroBka nenoBoit
KOPPECHOHJICHIIMU /IS 3apyOeXHbIX mapTHepoB. CTpykTypa ¢opMmyisipa U COCTaB PEKBH3HMTOB
ciy:ke0Horo nuchbma. TpeboBaHus K 0OPMIIEHUIO PEKBU3UTOB.

Camocmosmenvnas paboma: 1loBTopeHue mpoiiieHHoro marepuana. Pabora ¢ mureparypoit.

Texywuii KoHmpob: TECTUPOBAHUE

Mooyne 11. Xpanenue 0oKymenmoeg (nekyuu, camocmosamenvnas paboma, KOHmMpoJiv)

Tema 1. Texkyuiee xpanenue

d®opMupoBaHue W Tekyllee XpaHeHue jen. OrmnepaTMBHOE XpaHEHUE JIOKYMEHTOB.
Odopmnenne aen u nepeaada ux B apxuB. [ ocymapcTBEHHOE XpaHEHUE

Tema 2. ApxuBHOe XpaHeHHe

OreHKa 3HAYUMOCTH JTOKYMEHTOB M CPOKM HMX XpaHeHHUs. OCHOBBI 3aKOHOAATEIHCTBA IO
apXMBHOMY JIEIy.

Camocmosmenvrasn paboma: 1loBropeHue npoiieHHoro Matepruaia. Pabora ¢ nureparypoi.

Texywuii KOHMPOab: TECTUPOBAHUE

Hmozoewtit KOHmponb: TECTUPOBAHUE
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5. INTAHUPYEMBIE PE3YJIbTATbBI OBYYEHUA

[Iporpamma u ee MOIYIM MMEIOT MEXIUCIMIUIMHAPHBIN XapakTep, 4YTO MO3BOJISET
(GbopMHpPOBaTh TOTOBHOCTh K JICJONPOHM3BOACTBY M CEKPETapCKOMYy Jely CIyliateneil B
COOTBETCTBHH C JICUCTBYIOIINM 3aKOHO/ATEILCTBOM U HOPMATHBHOM 0a30ii 6e3 oTpbIBa OT paboTHI,
C OTPBIBOM OT pabOThl, C YaCTHYHBIM OTPHIBOM OT pabOThI, WCIONB3YyS COBPEMEHHBIC
o0pa3oBaresbHbIe METO/Ibl U TEXHOJIOTHUH, B TOM YHCIIE AUCTAHIIMOHHOE U 3JIEKTPOHHOE O0ydeHHe,
a Takke GOpPMUPOBATh y CIyIIaTeNell 3HaHWS, YMEHHUS W HaBBIKA B OOJIACTH JIEIIOTIPOU3BOJICTBA H
JTOKYMEHTHPOBAHUSI.

HopwmatuBHbIl cpok 00ydyeHHs Ha KypcaxX (IpOXOXIE€HUE TOBBIINICHUS KBaTU(UKallUK) BHE
3aBUCUMOCTH OT HCHOJb3YyeMbIX (OPM M TEXHOJOTUH OOydyeHus [OJDKeH cocTaBiath 120
aKaJIeMUYECKHAX YacoB.

B 3aBepuieHnn o0O0ydeHHs MO NpPOrpaMMe IPOBOJUTCS WTOTOBBIM KOHTPOJIb, B BHJE
TECTHPOBAHUSI.

Caymatenu, npomenmue oOydeHHE Ha Kypcax IO JONOJHHUTENbHOM NpodeccHoHaNTbHOM
oOpa3zoBareNbHOW mporpamMme B cdepe OIKOHOMHKHM M JeNomnpou3BojacTBa  «OCHOBBI
JIeTIOTIPOU3BOJICTBA U CEKPETAPCKOE JETI0», O0NHCHbL 3HAMb:

— OCHOBBI 3aKOHOJIaTENIbCTBA B 00JIACTH KaJIPpOBOTO YIIPABICHMS;

— TPYIOBOE 3aKOHO/ATEIHCTBO M MHBIE aKThI, COJCPIKAIIIE HOPMBI TPYIOBOTO TIpaBa;

— KaJIpoBYIO HH(POpMAIIHIO;

— IpaBuiIa U HOPMbI 0OPMIICHHS KaJPOBBIX JOKYMEHTOB;

— HOpPMBI U ITpaBuiIa 0OopMIICHHS CITY>)K€OHO U JeTI0BOI TOKYMEHTAIUH;

— OCHOBHBIE CTIOCOOBI BEICHUS JICTIOBOM MEPEMUCKH U JIMYHOTO BPEMEHH PYKOBOIUTEIIS;

— TIpaBWJIa U HOPMBI ITOBEJICHHUS, ICTTOBOH ITHKH;

MHBIE BONPOCHI, corllacHO nepeuHas 3HaHMM Ilpukaza Munrtpyna Poccun ot 06.05.2015 N
2761 «O0 yTBepkaAeHUU MPOQEeCcCCHOHATHHOTO cTaHaapTa «CHerualrcT Mo OPraHu3allMOHHOMY U
JOKYMEHTAllUOHHOMY OOECIIEYEHHUIO YIIPABICHHs OpraHu3aluein,

ymembn:

— 0(QOpPMIISTH OCHOBHBIE KaJIpOBBIE JOKYMEHTHI, JOKYMEHTHI MO NMPHEMY M YBOJHHEHHUIO
PabOTHHKOB;

— BECTH y4YeT CBEJICHMI O MepcoHase, paboyero BpeMeHH;

— BECTH JJOKYMEHTO00OpOT Ha NMpeNIpUsiTHH;

— COCTaBJISITh OCHOBHBIE CITy)KEOHBIC U JICIIOBBIC JOKYMEHTHI;

— BECTH JICJIOBYIO M MEXTYHAPOIHYIO TIEPETIHCKY;

— BECTH JIMYHOE paclucaHue PyKOBOJIUTEIS,;

UHOE, coryiacHo nepeuHas ymenuit [Ipukasza Muntpyna Poccun ot 06.05.2015 N 2761 «O06
YIBEPXKICHUHM MpodeccuoHanbHOro crangapra «CHenuaJucT IO  OpraHu3allMOHHOMY H
JOKYMEHTAllUOHHOMY OOECIIEYEHHUIO YIIPABICHHS OpraHu3aluein,

enaoemn:

— TpaBUJIAMHU BEICHUS U 3alIOJHEHUS KaJPOBOH JOKYMEHTAIINH;

— HOPMAaMU COCTaBJIEHUS JI€JIOBON U CIIYKEOHOH JTOKyMEHTALNY;

— IpaBUIAMHU 3aIOJHEHUS u BE/ICHUS OpraHU3alOHHO-PACIOPSIUTENBHOH,
OpTaHU3aIMOHHO-TIPAaBOBOI, HH(POPMALMOHHO-CITPABOYHOHN JTOKYMEHTALINY;

MHOE, COIJIacHO nepeuHas TpylaoBbix aedictBuil [Ipukasza Muntpyna Poccun ot 06.05.2015
N 276H «O06 yTBepkIeHHH PO ecCHOHAIBHOTO cTaHaapTa « CrenuagiucT o OpraHu3alliOHHOMY U
JOKYMEHTAIlUOHHOMY OOECIIEUEHHUIO YIIPABICHHS OpraHu3aluein».
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1. ITIOSACHUTEJIbHA A 3AIINCKA

JAOMOJIHUTEIbHOH NpodeccnoHalbHOIl 00pa3oBaTeIbHON NPOrPaMMbl
«OCHOBBI 1€I0IIPOU3BOCTBA H CEKPETAPCKOE 1eJ10»

JlononHuTenbHas npodeccruoHaibHas oOpa3zoBaresbHast nporpamma «OCHOBBI
JIeTIOTIPOM3BOJICTBA U CEKpeTapckoe neno» (manee - IIporpamma) paspaboraHa B COOTBETCTBHH C
TpeboBanusaMu DeaepanbHoro 3akoHa ot 29.12.2012 Ne 273-d3 «O6 obpazoBanuu B Poccuiickoii
Ddenepanun», [Ipukaza Munobpaayku Poccun ot 01.07.2013 Ne 499 «O6 yrBepxknenun [lopsinka
OpraHM3allMd M  OCYILECTBICHUS 00pa3oBaTelIbHONW JIEATEIBHOCTH MO  JOMOJHUTEIbHBIM
npodeccuoHaIbHEIM Tiporpammam», [lpukaza Muntpyna Poccun ot 06.05.2015 Ne 276m «OO6
yTBepXAeHUU TpodeccuoHanbHoro craaapra «Crnenuanuct 1O  OpPraHU3allUOHHOMY U
JOKYMEHTALIUOHHOMY OOECIIEUYEHHUIO YIpaBleHUs opraHuszaunuein», Ilocranosnenus Munrpyna PO
or 21.08.1998 Ne 37 «O06 yrBepkaennn KpanupukanmMoOHHOTO CHPAaBOYHUKA JOJDKHOCTEH
PYKOBOAMTENEH, CHELUAIUCTOB U JPYTUX CIYXKALIUX», a TAKKE JPYIrMX HOPMATUBHBIX IPABOBBIX
aKTOB.

Conep:xaHue NPOTPaMMBbl TPEACTABICHO MOSCHUTEIBHON 3alMCKOM, Y4eOHBIM IUIAHOM,
KaJeHJapHbIM y4eOHbIM TrpadukoM, pabodeil MporpaMMmoi, IUIAHUPYEMBIMU pe3yJbTaTaMu
OCBOEHHUS IPOrpaMMbl, OPraHU3ALMOHHO-IIEAArOrMUYECKUMH YCIOBUSAMHU pealu3aliy IIporpaMMbl,
y4eOHO-MEeTOJMUECKHUMH MaTepruaIaMu, 00eCcIedrBaIOIINMU PEAIU3AIHUI0 TPOTPAMMBI.

Leas o0ydeHusi: peanu3anys NPOrpaMMbl OOydeHHs (TIOBBIICHHUS KBAIM(UKAIIH)
HampaBjieHa Ha COBEPIICHCTBOBaHME U (WJIM) OBJAJIEHUE CIyIIATeNsIMd KypCOB HOBBIMHU
KOMIETEHIUSIMH, HEOOXOAUMBIMHU JUIS BEICHHUS JEIONPOM3BOJCTBA B COOTBETCTBHHM C HOPMaMH U
3akoHaMu P®. B xome peanuzanuu  JaHHOW  JOIMOJHHUTEIBbHOH  TpodeccHoHaIbHON
00pa3oBaTebHOM MPOrpaMMBbI, IPETYCMATPUBACTCS U3YyUEHUE CIYHIATEIISIMU:

— ONpeJesieHne MECTO CEKpeTaps B CUCTEME YIIPABICHUS IPEAIPUATHEM

— OCHOB JIOKYMEHTHPOBaHHUE yIPaBICHYECKOU NEATEIbHOCTH

— OCHOB NOATOTOBKH CIIY’KEOHBIX M KaJJpOBbIX JJOKYMEHTOB

— OCHOB IpHU€Ma U YBOJIbHEHUS PAOOTHUKOB

— OpraHu3allMOHHO-PACIIOPAIUTENILHON,  OpraHU3alMOHHO-NPABOBOM,  MH(POPMAILIMOHHO-
CIIPaBOYHOM TOKyMEHTalU1

Kareropum ody4yaembIx: nporpamma KypcoB IpeHa3HaueHa JUisl ceKpeTapel, TOMOIIHUKOB
MEHE/DKEPOB, MHBIX CIELUAINUCTOB 110 OPraHU3alMOHHOMY U JOKYMEHTAllMOHHOMY 00eCHeueHHIO
YIIPABJICHUS OpraHU3alueH.

IIpopo/kuTeabHOCTE 00ydyeHHs: 144 akageMHUeCKHUX 4acoB. | akaJeMUYeCcKUil 4ac paBeH
45 MuHyTaM.

®opma o0yuenus: 6e3 OTpbIBa OT pabOTHI, C OTPHIBOM OT pabOThI, C YACTUYHBIM OTPHIBOM OT
paboTHI.

Pe:xxum 3aHATHIl: 6-8 akajeMHYecKMX 4YacoB B JIeHb. lakke BO3MOXKHO OOydeHHE IO
UHAMBUAYyaJIbHOMY y4yeOHOMY IulaHy (rpaduky oOydeHus)) B Ipelesnax OCBauBaeMoOi
JOMOJTHUTENIBHOM MPO(ECCHOHAIBHON POrpaMMbl IOBBILIEHUS KBaTH(DUKALIUH.

IIpenogaBanne Moay.as mnpeaycMaTpuBaeT cienyromue (GopMmbl opraHu3aluu y4eOHOTo
npoliecca: JeKIUU, CAMOCTOSTEIbHAs padoTa CTyEHTOB, KOHCYJIbTAIUH.

Pe3ysbTaToM 0CBOEHHMSI NMPOrpamMMbl SIBJSIETCS MPOSIBICHUE IOJYyYEHHBIX 3HAHUN TIpU
BBITIOJIHEHHUE TECTA HA TEKYILUX U UTOTOBOM KOHTPOJISX.
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«YTBEpKIAIO»
pextop AHO IO «Axkanemus [maBCneny»
Anexcees B.M.

01.01.2017 r.

2. VUEBHBIN ITJIAH

AOMOJHHUTEIbHOU NMPOodecCHOHAIBbHO 00pa30BATEILHON NPOrPpaMMbl
«OCHOBBI 1€/10TIPOU3BOCTBA H CEKPETapCKoe 1e10»

Ne /m HanmenoBanue yaeOHBIX MOTyIeH Bcero, yac. Dopmbl
1 Mecro cexkperaps B cucreMe 14
yIpaBJIeHHsI IPEANIPUITHEM
) IIOKyMeHTHpOBavHHe 12
yIPaBICHYECKOM e TEIIbHOCTH
3 [ToaroroBka ciy>KeOHBIX JOKYMEHTOB 10
4 KanpoBbie 1OKyMEHTBI 6
5 OcHOBBI IpHE€Ma U YBOJIbHEHUS 13
pabOTHHKOB
6 TpynoBoi 10roBop 12
7 OdopmieHue 1 BeieHHEe TPYIOBbIX 10 TecTHpoBaHe (Texympii
RHMKCER KOHTPOJIb)
3 Pabora ¢ xoH(UICHIMATEHBIMA 6
JOKYMEHTaMH
Opranu3zaiuoHHO-
pacnopsauTenbHas,
9 OpraHU3allMOHHO-TIPABOBAs, 24
MH(POPMALMOHHO-CIIPABOYHAS
JOKYMEHTAIIHSI
10 JenoBas 1 MeXTyHapOAHAs 18
Tepenucka
11 XpaHeHHe JOKYMEHTOB 8
Cnaua 3a4eta (BBIIOJHEHHUE
12 Cpnaua 3aueTta (UTOTOBBIA KOHTPOJIb) 6 IMCBMEHHOI'O UTOTOBOTO
TECTUPOBAHUS)
Hroro 144




«YTBEpKIAIO»
pextop AHO IO «Axkanemus [maBCneny»
Anexcees B.M.

01.01.2017 r.

3. KAJJEHJIAPHBIN YUYEBHBIN I'PAOUK

JAOMOJTHUTEIbHOU NMPodeccHoHAIBbHO 00pa30BaATEILHOM NPOrPpaMMbl

«OcHOBBI ACJTONPON3BOACTBA U CEKPETAPCKOE A€10»

KanennapHsie gHH

1 2 3 4 5 6 7 8 9 10
JI, 113, JI, 113,
JI, I3 JI, T13 JI, T13 CP B JI, T13 JI, 113 TK
TK TK
Kanengapusie 1H1
11 12 13 14 15 16 17 18 19 20
JI, I3,
CP JI, 113 B CP CP CP, TK JI, T13 JI, 113 CP, TK
TK
Kanennapnsie nau
21 22 23 24
B CP CP A

O0o3nauenus: JI - nexuuu, 13 - npaktuueckue 3anarusi, CP - camocTtostensHas padota, TK -
TEKYIIUH KOHTPOJIb 3HaHUM, A - utoroBas arrecranus, B - BeIXoHbIC.



«YTBEpKIAIO»
pextop AHO IO «Axkanemus [maBCneny»
Anexcees B.M.

01.01.2017 r.

4. PABOYA A ITPOI'PAMMA

AOMOJHHUTEIbHOU NMPOodecCHOHAIBbHO 00pa30BATEILHON NPOrPpaMMbl
«OCHOBBI J1€J10TIPOU3BOCTBA M CEKpeTapcKoe 1e10»
(144 akaeMUYeCKHUX YACOB)

Jlexyuu. Camocmosamenvnasn paboma. Konmpons 3nanuil.

Mooyne 1. Mecmo cexkpemapa 6 cucmeme ynpaeieHus npeonpuamuem (neKyuu,
camocmoamenvHas paooma)

Tema 1. /lesioBble U IMYHOCTHBIE Ka4YeCTBA CeKpeTapsl.

Tema 2: JloxHOCTHBIC 00S13AHHOCTH CeKpeTapsi.

Tema 3: Opranuszauus padodero Mmecra cekperaps

Tema 4. Pabounii apxuB cekperaps

Tema 5. DTuka Tpyaa cekperaps

TpeOoBanusi k BHemHeMmy Buay. KyiabTypa nenoBoro obmeHus. TpeOoBaHus MO BeAeHUE
JIENOBBIX neperoBopoB. IIpuem nocerureneit. [InanupoBanne BpeMeHH pyKOBOAMUTEIIS.

Mooyne 2.  JloKymenmuposeanue  ynpaeieHueckou  OdeamenvHocmu  (neKyuu,
camocmoamenvnasn paooma)

Tema 1. OcHOBHBIC MOHATHS JOKYMECHTHPOBAaHHUS YIIPABJICHYECKON NeATEeJbHOCTH

[lonsiTue cucTteMbl JOKYMEHTAIlMOHHOTO obecrieueHust ymnpasieHus. Knaccudukarms
JOKYMEHTHpOBaHHOW nHpopmaruu. HopmatuBHO-nipaBoBoe obecredeHnue paboThl ¢ JOKYMEHTaMH.

Tema 2. WndopManuOHHO-I0KYMEHTALMOHHOEe o0ecnedeHue paldoThl anmapara
yIpaBJIeHHUA

OcHOBHBIE BUIBI JOKYMEHTHOH gesTenbHOCTH. WMHbopmanmss B ympaBieHUECKOU
JeSITeNbHOCTU. YTpaBlieHHe AoKyMeHTauuend. Opranuszaius WHPOPMALUMOHHO-IIOUCKOBBIX CHCTEM
10 IOKyMEHTaM YUPExKACHUS .

Tema 3. JlokymeHTO000POT ¥ (pOPMBI €r0 OPraHu3anuu

Opranuzanus JTIOKyMEHTO00O0pOoTA. Nunexcamms JIOKYMEHTOB. Pa6ora c
KOH(UACHIUAIBHBIMU TOKyMeHTaMU. KOHTPOJIb UCTIOTHEHUS TOKYMEHTOB.

Camocmosmenvrasn paboma: 1loBropeHue npoiieHHoro Martepuaia. Padbora ¢ nureparypoi.

Mooyne 3. Iloocomoexa caysyceOHbIX OOKyMeHmoe (neKyuu, camocmoamenvhas padboma,
KOHmpPOb)

Tema 1. OdopmiieHne ynpasjieH4eCKON JOKYMEHTAHH

TpeboBanus Kk 0POPMIIEHHIO TOKYMEHTOB. TpeOoBaHus K OJlaHKaM JTOKYMEHTOB.

Tema 2. CuctemMbl JOKyMEHTALMHA

Opranu3aluoOHHO-PACIIOPAIUTENIbHbIE  JTIOKyMEHTHL.  PacmopsiiuTenbHble  JOKYMEHTHI.
WHpopMalmoHHO-CIIPaBOYHBIE TOKYMEHTHI.

Tema 3. SI3bIK ¥ CTHIb 0(PMIHMATBHBIX JOKYMEHTOB

S3pIKOBBIE HOPMBI U CTWIIb. VICIIONIb30BaHNE TEPMUHOB U CIIOBOCOYETAHUH.

Tema 4. O01Me HOpMBI M TPaBUJIA 0OPMIIEHHUS TOKYMEHTOB

Pa3zmepbl Oymaru, npumeHseMoil B oopMIIeHHMH JAOKYMEHTOB. Pa3Mepsl moneil ciry:keOHBIX
nokymeHTtoB. Hymepauus rpanun. Hammcanuwe par u nepuonoB BpemeHH. OOlenpuHATHIE
cokpameHus. OdopmieHue B JOKyMeHTax LHppoBoil uHpopmaruu. EnuHunbl u3MepeHus.
Odopmiienne TabmmiI.

Camocmosmenvnas paboma: 1loBTropeHue npoiiieHHoro marepuana. Padora ¢ mureparypoi.

Texywuii KoHmpob: TECTUPOBAHUE
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Mooynw 4. Kadpoevie 00Kymenmul (1eKyuu, camocmoamenvnas paboma)

Tema 1: AkT

Tema 2: CnpaBka

Tema 3: JlokjaagHas 3anMCcKa

Tema 4: O0bsicHUTEIBHAS 3aNMCKA

Tema S: IIncemo

Camocmosmenvnas paboma: 1loBTopeHue mpoiiieHHoro marepuana. Pabora ¢ mureparypoit.

Mooyne 5. Ocnoevl npuema u yeoabHeHUA PAOOMHUKOS (NeKUUU, CAMOCHMOAMENbHASA
paooma)

Tema 1. Ilpuem Ha paGory paOlOTHHKOB

JluckpuMHMHAIUST Tpu mpueMe Ha pabory. 3aemubiii Tpya. Crnemmduka mnpuema Ha
rOCYAapCTBEHHYIO U MyHHUIIMIIAJIbHYIO CIIYKOY. JJOKyMEHTBI, COCTaBiIsIeMbIe IIPU MTpHeMe Ha paboTy.
Jlnunast kaprouka paboTHuKa. JluneBoit cuetr paboTHHKa. TpymoBoit 1oroBop. TpynoBas KHHXKKA.
[Ipuem Ha paboTy MHOCTpaHHBIX rpaxaaH. [Ipuem Ha paboTy mo coBMecTuTenbeTBy. IlocTaHoBKa
paOoTHUKA Ha BOMHCKUH y4eT. Bellaua TOKYMEHTOB 110 IPHEMY Ha padoTy.

Tema 2: YBosIbHeHHE ¢ pa00ThI pA0OTHUKOB

OcCHOBaHMU TMpEKpallleHUuss TPYIOBOIO JOroBopa. JIOKyMEHTBI, COCTaBIISIEMBIE IIPH
yBoJbHEHHH. KoMmeHcanuu W HHblE pacyeTbl ¢ paOOTHUKOB NpPU YBOJBHEHUH. 3aroJIHEHUE
TPYIOBOM KHIKKH TIpH yBoJbHEHHMH. OdQopmieHHe JUYHOM KapTOYKH TIPH  YBOJIbHEHHH.
JlokymeHThI. BritaBaemble paOOTHUKY IIPU YBOJIbHEHHH.

Camocmosmenvnas paboma: 1loBTopeHue mpoiiienHoro marepuana. Pabora ¢ mureparypoi.

Mooynw 6. Tpyoosoit 00z2060p (nekyuu, camocmoamenpbHas paooma)

Tema 1. IloaroroBka J0KyMEHTOB [JIsl 3aK/JII0YCHHS TPYA0OBOI'0 10roBOpa

JIOKyMEHTbI, HeOOXOIUMbIE AJIsi MPUHATHS PEIICHHUS O 3aKIIOYEHHH TPYJAOBOIO JIOTOBOpA.
OO6cToATENBCTBA, MPEMATCTBYIOUINE 3aKIIOUEHHIO TPYAOBOro jaorosopa. [loxmucanue TpynoBOro
JI0TOBOpA.

Tema 2. IloaroroBka J0KyMeHTOB /[JIsi ©3MEHEHHs1 TPYAOBOI0 10r0BOpa

JlomoHEeHNE TPYAOBOTO OTOBOPA HEMOCTAIOMIUMH CBEACHUSMHU WIN(M) YCIOBUSIMH U3 YHCIIA
o0s13aTeNbHBIX. M3bATHE U3 TPYIOBOIO JI0TOBOPA M3JIMIIECTBYIOIIMX CBEIACHUH, a TaKXKe YCIOBHIA,
YXyAUAIONINX MOJOXKEeHUsT paboTHHKA. 3aMeHa HMEIOLIUXCS B TPYAOBOM JOTOBOPE CBEICHMIA,
YCJIOBUN WJIM PEKBU3UTOB HOBBIMHU CBEICHUSMH, YCIOBHSAMU U pekBHU3UTaMH. OcoOble ciydau
3aKJIIOYEHMSI COTTIAIIEHUH K TPYIOBOMY JOTOBOPY.

Tema 3. IloaroroBka JOKyMEHTOB [JIsl IPEKPALEHUs TPYA0BOI'0 10roBOpa

[IpexpaieHne TpyaoBOro AOTOBOPY MO COIVALICHUIO MEXAy paOOTHHUKOB U paboTolaTeseM.
[IpekpaiieHre TPyJOBOrO JOrOBOpa MO pPa3HbIM NpPUYMHAM (MCTEYEHHE CpPOKa, 1O HMHHUIMATUBE
paboOTHHKA U T.II.).

Camocmosmenvnas paboma: 1loBTropeHue npoiiienHoro marepuana. Pabora ¢ mureparypoi.

Mooyne 7. Oghopmnenue u eedenue mpyooevlx KHUMCEK (eKYUU, CAMOCHOAMETbHAA
paooma)

Tema 1. OcHOBBI BeieHHE TPYAOBBIX KHUKEK

Nzyuenne TpynoBoro komekca Poccuiickoil ¢enepauuu, IlpaBun BeneHHss U XpaHEHHUs
TPYIOBBIX KHIDKEK, HCTPYKIIMHU 1O 3alOoJIHEHUIO0 TPYIOBBIX KHIDKEK, [Ipuka3 Munduna Poccun
«O TpymoBbIX KHMXKKax». OOIIMH TOPSIOK BEACHUS TPYHAOBBIX KHIDKEK. OTBETCTBEHHOCTh 32
HecoOIIo/IeHNe MOPsIIKa BEACHUS TPYAOBbIX KHIKEK.

Tema 2: OdopmiieHne TPYA0BOIl KHHKKH IIPH NPUHATHHA Ha padoTty

Odopmienne TpynoBoi KHIXKKH paOOTHUKY, MPUHATOMY Ha pabotry BnepBblie. OdopmiieHue
TPYIOBOM KHMXKM paOOTHHKY, NMPHUHATOMY Ha paboTy IOciieé OKOHYaHMs y4eOHOro 3aBeleHUS.
Odopmienne TpyloBOW KHIDKKM paOOTHUKY, NPUHATOMY Ha pabOTy IO COBMECTUTENIbCTBY.
Odopmienue TpyAOBONH KHI)KKM paOOTHHUKY, NPUHATOMY Ha paboTy K HHIUBHIYaIbHOMY
npennpunumMarento. OdopmieHre Tpy1oBONH KHUKKU paOOTHUKY, IPUHITOMY Ha paboOTy B CBSI3U C
NIEPEBOZIOM C IPYTrO OpraHu3aluy.

Tema 3: Benenune Tpy10Boil KHMKKHU MOCJIe IpUeMa HA padoTy
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Odopmienre TpyaoBOW KHHKKH TIPU TEpeBojie pPaOOTHMKA Ha JIPYTYIO JIOJKHOCTD.
Odopmienne TpyJoBOIl KHIDKKHM MPU MPUCBOCHUHU pa3psaa Uiu BTopoil npodeccun. Odopmienue
CBEJICHUI O HarpakJeHUsX B TPYIOBOH kHMKKe. OdopmiieHHe BKIAJbIINIA B TPYIOBYIO KHIKKY.
BHeceHne ucnpaBUTENBHBIX JAaHHBIX B TPYJIOBYIO KHIDKKY. BHeceHue pa3inuHbIX M3MEHEHHH B
TPYIOBYIO KHIDKKY (HOBO€ 0Opa3oBaHHe, HOBast (paMUJIMs, H3MEHEHHE HAUMEHOBAHUS OpraHu3aluu
U T.J1.).

Tema 4: OdopmiieHne TPYA0BOil KHMKKH IIPH YBOJIbHEHUH

Odopmienue 3anmucu 00 YBOJBHEHUM IO COOCTBEHHOMY MKEJIAHUIO B TPYAOBOM KHUXKKE.
Odopmienue 3amucu 00 YBOJIbHEHUH B mopsijke nepeojaa. OpopmieHue 3amucu 00 yBOJIbHEHNUHU B
CBSI3U C MCTEUEHHEM CcpoKa TpylaoBoro pgorosopa. OdopmieHue 3anucu 00 YBOJIBHEHHH IO
COOCTBEHHOMY JKEJIaHUIO B CBSI3M C HEOOXOIMMOCTBIO yXofa 3a JeTbMu 10 14 net. OdopmieHue
3alMCU O MpPEKpalleHUH TPYJOBOTO JOrOBOpa B CBSI3U CO CMepThio paboTHuKa. OdopmieHue
3anucu 00 YBOJbHEHUH PaOOTHHKA [0 COBMECTUTEIBCTBY.

Tema S: Yuer aBuKeHHs TPYAOBBIX KHHKEK

Kuura ydera ABW)KEHUS TpPYHOBBIX KHIKEK M BKIAJbIIIEN B HUX. BeaeHue npuxomHo-
PacxXoAHOM KHUTH 110 Y4eTy OJaHKOB TPYJOBOM KHUKKHU U BKJIa/IbIIIa B HEE

Tema 6: Pacuer cTpaxoBoro craska 1mo Tpya0Boi KHHKKe

Tema 7: Byxranrepckuili M HaJIOTOBBbIil y4eT pacxolioB Ha NpuoOpeTeHHe TPYIOBbIX
KHHKEK

Camocmosmenvrasn paboma: 1loBropeHne npoiieHHoro Matepruaia. Padbora ¢ nureparypoi.

Mooyne 8. Paboma c konghuoenyuanvnoimu 0oKymenmamu (1eKyuu, camocmoamenbHas
paboma)

Tema 1. Opranusanus padoTsl ¢ JOKYMEHTAMHU

Ceenenusi, oTHOcsAlMecs K KoH(uIeHIMaNIbHON HHQOpManuu. 3ammTa JIOKyMEHTOB,
COZIepKaIllUX KOMMEpUEeCKyro TaiHy. Opranuszanus paOOThl ¢ JOKYMEHTaMH, COJEpXKaIluMH
KOH(HIeHINATbHbBIE CBEICHUS

Tema 2. Texnosnorus 00padoTKH JOKYMEHTOB

Oranbl MOJITOTOBKH JIEJIONPOU3BOANUTENEM KOHPHUACHUUATBHBIX JTOKYyMEHTOB. OCHOBHBIE
OTIEPALMOHHBIE TEXHOJOTHYECKHE CXEeMbl OOpabOOTKH KOH(MUICHIUAIBHBIX JOKYMEHTOB. Y4Yer
MOJITOTOBJICHHBIX KOH(PUIEHIIUAIbHBIX IOKYMEHTOB

Camocmosmenvnas paboma: 1loBTropeHue npoiiieHHoro marepuana. Pabora ¢ mureparypoi.

Mooy 9. Opzanuzayuonno-pacnopaoumensvhas, Op2AHU3AUUOHHO-NPABOGAS,
UHDOPMAYUOHHO-CNPAGOUHAA  OOKYMeHmayus  (1eKyuu, camocmosamenvHas  padoma,
KOHmpPOb)

Tema 1. Oprann3zanMoOHHO-pPACIOPSAAUTEIbHASL JOKYMEHTALMS

[Tonsrtue n knaccudukarus OP/]. bnanku 70KyMEHTOB U UX BUIBI.

Tema 2. OdopmiieHHe OPraHN3ANMOHHO-TIPABOBBIX JOKYMEHTOB

VYcraB opranmzanuu. IlltatHoe pacnucanmne. OdopmieHue monoxeHui. JlomKHOCTHAS
uHCTpyKLus. Tabens.

Tema 3. OdopMiieHHe NPUKA30B U APYTHX PACNIOPAAMTEIbHBIX JOKYMEHTOB

[TogrotoBka, odopmieHne U  peKkBU3UTHl mpukaza. OdopmileHHe pacoOpsHKEHHUS.
Odopmiienne ykazanus. Odopmiienne nocranosiaeHuit. OdopmiieHre perieHus.

Tema 4. OdopmiieHne Ciay;keOHbIX NHCEM H JPYroi HH(POPMANMOHHO-CIPABOYHOM
AOKYMEHTAIMHU

Crpykrypa ciayxebHoro nucbma. Ctuiib nucbMa. OpopmiieHre akta, IpoTOKOJa, JOKJIaIHOH,
CITy’keOHON 1 0OBSICHUTEITHLHOM 3aITHUCOK.

Camocmosmenvnas paboma: 1loBTopeHue npoiineHHoro marepuana. Pabora ¢ mureparypoi.

Texywuii KoHmpob: TECTUPOBAHUE

Mooyne 10. /lenosas u mexcoynapoonas nepenucka (leKyuu, camocmoamenvHas paboma,
KOHmpPOb)

Tema 1. /lesioBasi mepenucka

34



Haznauenue u kiaccudukanust nenoBbIX muceM. Ilepenncka B J€IOBBIX KOMMYHUKAIHSX.
[TucbMeHHas! KOpPECTIOH ISHITHS

Tema 2. MexnyHapoaHasi nepenucka

MexyHapoaHble CTaHAapThl 1O oQOpMIIEHHIO JOKyMeHToB. IloaroroBka nenoBoit
KOPPECHOHJICHIIMU /IS 3apyOeXHbIX mapTHepoB. CTpykTypa ¢opMmyisipa U COCTaB PEKBH3HMTOB
ciy:ke0Horo nuchbma. TpeboBaHus K 0OPMIIEHUIO PEKBU3UTOB.

Camocmosmenvnas paboma: 1loBTopeHue mpoiiieHHoro marepuana. Pabora ¢ mureparypoit.

Texywuii KoHmpob: TECTUPOBAHUE

Mooyne 11. Xpanenue 0oKymenmoeg (nekyuu, camocmosamenvnas paboma, KOHmMpoJiv)

Tema 1. Texkyuiee xpanenue

d®opMupoBaHue W Tekyllee XpaHeHue jen. OrmnepaTMBHOE XpaHEHUE JIOKYMEHTOB.
Odopmnenne aen u nepeaada ux B apxuB. [ ocymapcTBEHHOE XpaHEHUE

Tema 2. ApxuBHOe XpaHeHHe

OreHKa 3HAYUMOCTH JTOKYMEHTOB M CPOKM HMX XpaHeHHUs. OCHOBBI 3aKOHOAATEIHCTBA IO
apXMBHOMY JIEIy.

Camocmosmenvrasn paboma: 1loBropeHue npoiieHHoro Matepruaia. Pabora ¢ nureparypoi.

Texywuii KOHMPOab: TECTUPOBAHUE

Hmozoewtit KOHmponb: TECTUPOBAHUE
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5. INTAHUPYEMBIE PE3YJIbTATbBI OBYYEHUA

[Iporpamma u ee MOIYIM MMEIOT MEXIUCIMIUIMHAPHBIN XapakTep, 4YTO MO3BOJISET
(GbopMHpPOBaTh TOTOBHOCTh K JICJONPOHM3BOACTBY M CEKPETapCKOMYy Jely CIyliateneil B
COOTBETCTBHH C JICUCTBYIOIINM 3aKOHO/ATEILCTBOM U HOPMATHBHOM 0a30ii 6e3 oTpbIBa OT paboTHI,
C OTPBIBOM OT pabOThl, C YaCTHYHBIM OTPHIBOM OT pabOThI, WCIONB3YyS COBPEMEHHBIC
o0pa3oBaresbHbIe METO/Ibl U TEXHOJIOTHUH, B TOM YHCIIE AUCTAHIIMOHHOE U 3JIEKTPOHHOE O0ydeHHe,
a Takke GOpPMUPOBATh y CIyIIaTeNell 3HaHWS, YMEHHUS W HaBBIKA B OOJIACTH JIEIIOTIPOU3BOJICTBA H
JTOKYMEHTHPOBAHUSI.

HopwmatuBHbIl cpok 00ydyeHHs Ha KypcaxX (IpOXOXIE€HUE TOBBIINICHUS KBaTU(UKallUK) BHE
3aBUCUMOCTH OT HCHOJb3YyeMbIX (OPM M TEXHOJOTUH OOydyeHus [OJDKeH cocTaBiith 144
aKaJIeMUYECKHAX YacoB.

B 3aBepuieHnn o0O0ydeHHs MO NpPOrpaMMe IPOBOJUTCS WTOTOBBIM KOHTPOJIb, B BHJE
TECTHPOBAHUSI.

Caymatenu, npomenmue oOydeHHE Ha Kypcax IO JONOJHHUTENbHOM NpodeccHoHaNTbHOM
oOpa3zoBareNbHOW mporpamMme B cdepe OIKOHOMHKHM M JeNomnpou3BojacTBa  «OCHOBBI
JIeTIOTIPOU3BOJICTBA U CEKPETAPCKOE JETI0», O0NHCHbL 3HAMb:

— OCHOBBI 3aKOHOJIaTENIbCTBA B 00JIACTH KaJIPpOBOTO YIIPABICHMS;

— TPYIOBOE 3aKOHO/ATEIHCTBO M MHBIE aKThI, COJCPIKAIIIE HOPMBI TPYIOBOTO TIpaBa;

— KaJIpoBYIO HH(POpMAIIHIO;

— IpaBuiIa U HOPMbI 0OPMIICHHS KaJPOBBIX JOKYMEHTOB;

— HOpPMBI U ITpaBuiIa 0OopMIICHHS CITY>)K€OHO U JeTI0BOI TOKYMEHTAIUH;

— OCHOBHBIE CTIOCOOBI BEICHUS JICTIOBOM MEPEMUCKH U JIMYHOTO BPEMEHH PYKOBOIUTEIIS;

— TIpaBWJIa U HOPMBI ITOBEJICHHUS, ICTTOBOH ITHKH;

MHBIE BONPOCHI, corllacHO nepeuHas 3HaHMM Ilpukaza Munrtpyna Poccun ot 06.05.2015 N
2761 «O0 yTBepkaAeHUU MPOQEeCcCCHOHATHHOTO cTaHaapTa «CHerualrcT Mo OPraHu3allMOHHOMY U
JOKYMEHTAllUOHHOMY OOECIIEYEHHUIO YIIPABICHHs OpraHu3aluein,

ymembn:

— 0(QOpPMIISTH OCHOBHBIE KaJIpOBBIE JOKYMEHTHI, JOKYMEHTHI MO NMPHEMY M YBOJHHEHHUIO
PabOTHHKOB;

— BECTH y4YeT CBEJICHMI O MepcoHase, paboyero BpeMeHH;

— BECTH JJOKYMEHTO00OpOT Ha NMpeNIpUsiTHH;

— COCTaBJISITh OCHOBHBIE CITy)KEOHBIC U JICIIOBBIC JOKYMEHTHI;

— BECTH JICJIOBYIO M MEXTYHAPOIHYIO TIEPETIHCKY;

— BECTH JIMYHOE paclucaHue PyKOBOJIUTEIS,;

UHOE, coryiacHo nepeuHas ymenuit [Ipukasza Muntpyna Poccun ot 06.05.2015 N 2761 «O06
YIBEPXKICHUHM MpodeccuoHanbHOro crangapra «CHenuaJucT IO  OpraHu3allMOHHOMY H
JOKYMEHTAllUOHHOMY OOECIIEYEHHUIO YIIPABICHHS OpraHu3aluein,

enaoemn:

— TpaBUJIAMHU BEICHUS U 3alIOJHEHUS KaJPOBOH JOKYMEHTAIINH;

— HOPMAaMU COCTaBJIEHUS JI€JIOBON U CIIYKEOHOH JTOKyMEHTALNY;

— IpaBUIAMHU 3aIOJHEHUS u BE/ICHUS OpraHU3alOHHO-PACIOPSIUTENBHOH,
OpTaHU3aIMOHHO-TIPAaBOBOI, HH(POPMALMOHHO-CITPABOYHOHN JTOKYMEHTALINY;

MHOE, COIJIacHO nepeuHas TpylaoBbix aedictBuil [Ipukasza Muntpyna Poccun ot 06.05.2015
N 276H «O06 yTBepkIeHHH PO ecCHOHAIBHOTO cTaHaapTa « CrenuagiucT o OpraHu3alliOHHOMY U
JOKYMEHTAIlUOHHOMY OOECIIEUEHHUIO YIIPABICHHS OpraHu3aluein».
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1. ITIOSACHUTEJIbHA A 3AIINCKA

JAOMOJIHUTEIbHOH NpodeccnoHalbHOIl 00pa3oBaTeIbHON NPOrPaMMbl
«OCHOBBI 1€I0IIPOU3BOCTBA H CEKPETAPCKOE 1eJ10»

JlononHuTenbHas npodeccruoHaibHas oOpa3zoBaresbHast nporpamma «OCHOBBI
JIeTIOTIPOM3BOJICTBA U CEKpeTapckoe neno» (manee - IIporpamma) paspaboraHa B COOTBETCTBHH C
TpeboBanusaMu DeaepanbHoro 3akoHa ot 29.12.2012 Ne 273-d3 «O6 obpazoBanuu B Poccuiickoii
Ddenepanun», [Ipukaza Munobpaayku Poccun ot 01.07.2013 Ne 499 «O6 yrBepxknenun [lopsinka
OpraHM3allMd M  OCYILECTBICHUS 00pa3oBaTelIbHONW JIEATEIBHOCTH MO  JOMOJHUTEIbHBIM
npodeccuoHaIbHEIM Tiporpammam», [lpukaza Muntpyna Poccun ot 06.05.2015 Ne 276m «OO6
yTBepXAeHUU TpodeccuoHanbHoro craaapra «Crnenuanuct 1O  OpPraHU3allUOHHOMY U
JIOKYMEHTAIIMOHHOMY OOECIIEUEHUIO yIpaBieHus: opranusanuei», [locranosnenus Muntpyna PO
or 21.08.1998 Ne 37 «O06 yrBepkaennn KpanupukanmMoOHHOTO CHPAaBOYHUKA JOJDKHOCTEH
PYKOBOAUTENEH, CICHMAIUCTOB U IPYIHX CIYyXKalUX», a TaKXKe JIPYrUX HOPMATUBHBIX MPABOBBIX
aKTOB.

Conep:xaHue NPOTPaMMBbl TPEACTABICHO MOSCHUTEIBHON 3alMCKOM, Y4eOHBIM IUIAHOM,
KaJeHJapHbIM y4eOHbIM TrpadukoM, pabodeil MporpaMMmoi, IUIAHUPYEMBIMU pe3yJbTaTaMu
OCBOEHHUS IPOrpaMMbl, OPraHU3ALMOHHO-IIEAArOrMUYECKUMH YCIOBUSAMHU pealu3aliy IIporpaMMbl,
y4eOHO-MEeTOJMUECKHUMH MaTepruaIaMu, 00eCcIedrBaIOIINMU PEAIU3AIHUI0 TPOTPAMMBI.

Heab o0yuyeHusi: peanusaius IporpamMmbl 00ydeHus (TIpodheCCUOHATHEHON MEPETIOATOTOBKH )
HampaBjieHa Ha COBEPIICHCTBOBaHME U (WJIM) OBJAJIEHUE CIyIIATeNsIMd KypCOB HOBBIMHU
KOMITETEHIIUSIMH, HEOOXOAMMBIMU ISl BEJICHUS JIEJIOMPOU3BOJCTBA B COOTBETCTBHM C HOPMAMH U
3akoHaMu P®. B xome peanuzanuu  JaHHOW  JOIMOJHHUTEIBbHOH  TpodeccHoHaIbHON
00pa3oBaTebHOM MPOrpaMMBbI, IPETYCMATPUBACTCS U3YyUEHUE CIYHIATEIISIMU:

— ONpeJesieHne MECTO CEKpeTaps B CUCTEME YIIPABICHUS IPEAIPUATHEM

— OCHOB JIOKYMEHTHPOBaHHUE yIPaBICHYECKOU NEATEIbHOCTH

— OCHOB NOATOTOBKH CIIY’KEOHBIX M KaJJpOBbIX JJOKYMEHTOB

— OCHOB IpHU€Ma U YBOJIbHEHUS PAOOTHUKOB

— OpraHu3allMOHHO-PACIIOPAIUTENILHON,  OpraHU3alMOHHO-NPABOBOM,  MH(POPMAILIMOHHO-
CIIPaBOYHOM TOKyMEHTalUU

Kareropum ody4yaembIx: nporpamma KypcoB IpeHa3HaueHa JUisl ceKpeTapel, TOMOIIHUKOB
MEHE/KEPOB, UHBIX CIEHUATNCTOB MO OPraHU3aAIMOHHOMY M JOKYMEHTAIIMOHHOMY O0ECIICYCHHIO
YIIPABJICHUS OpraHU3alueH.

IIpopo/zkuTeabHOCTE 00ydeHusi: 260 akageMMUECKUX 4acoB. | akageMUYecKuil 4yac paBeH
45 MuHyTaM.

®opma o00yueHusi: 6e3 OTPbIBA OT pabOTHI, C OTPHIBOM OT PaOOTHI, C YACTUYHBIM OTPHIBOM OT
paboTHI.

Pe:xxuMm 3aHsTHii: 6-8§ akaJeMHUYecKUX YacoB B JCHb. laKke BO3MOXKHO OOYy4YEHHE IO
UHAMBUAYyaJIbHOMY y4yeOHOMY IulaHy (rpaduky oOydeHus)) B Ipelesnax OCBauBaeMoOi
JIOTIOJIHUTENBHOM MPOoeCCHOHATBLHOM MPOrpaMMbI TPOGECCUOHATTEHOM MEePEOATOTOBKH.

IIpenogaBanne Moay.as mnpeaycMaTpuBaeT cienyromue (GopMmbl opraHu3aluu y4eOHOTo
mpolecca: JeKIUH, CaMOCTOSATENbHAS paboTa CTYJICHTOB, KOHCYJIbTAIIHH.

Pe3yaibTaToM O0OCBOEHHSI NMPOTrpPaMMbl SBIISICTCS TPOSIBIICHUE TIOMYyYEHHBIX 3HAHUM TIPH
BBIIIOJIHEHUE TE€CTA HA TEKYLIUX U UTOTOBOM KOHTPOJISIX.
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«YTBEpKIAIO»
pextop AHO IO «Axkanemus [maBCneny»
Anexcees B.M.

01.01.2017 r.

2. VUEBHBIN ITJIAH

AOMOJHHUTEIbHOU NMPOodecCHOHAIBbHO 00pa30BATEILHON NPOrPpaMMbl
«OCHOBBI 1€/10TIPOU3BOCTBA H CEKPETapCKoe 1e10»

Ne /m HanmenoBanue yaeOHBIX MOTyIeH Bcero, yac. Dopmbl
1 Mecro cexkperaps B cucreMe 24
yIpaBJIeHHsI IPEANIPUITHEM
) I[OKYMCHTPIpOBa;HI/Ie 20
yIPaBICHYECKOM e TEIIbHOCTH
3 [ToaroroBka ciy>KeOHBIX JOKYMEHTOB 16
4 KanpoBbie 1OKyMEHTBI 8
5 OcHOBBI IpHE€Ma U YBOJIbHEHUS 3
pabOTHHKOB
6 TpynoBoi 10roBop 22
7 OdopmieHue 1 BeieHHEe TPYIOBbIX 13 TecTHpoBaHe (Texympii
KHIKCK KOHTPOJIb)
3 Pabora ¢ xoH(UICHIMATEHBIMA 10
JOKYMEHTaMH
Opranu3zaiuoHHO-
pacnopsauTenbHas,
9 OpraHU3allMOHHO-TIPABOBAs, 42
MH(POPMALMOHHO-CIIPABOYHAS
JOKYMEHTAIIHSI
10 JenoBas 1 MeXTyHapOAHAs 30
Tepenucka
11 XpaHeHHe JOKYMEHTOB 14
12 Craxuposka 16 [ToaroroBka otueta o
CTa)KHPOBKE
Cnaua 3aueta (BBITOJTHEHUE
13 Cnayva 3aueTta (MTOTOBBIM KOHTPOJI) 8 MUCbMEHHOTO UTOTOBOTO
TECTUPOBAHUS)
Hroro 260




«YTBEpKIAI0»

pextop AHO IO «Axkanemus [maBCneny»
AnekceeB B.M.

01.01.2017 r.

3. KAJJEHJIAPHBIN YUYEBHBIN I'PAOUK

JAOMOJTHUTEIbHOU NMPodeccHoHAIBbHO 00pa30BaATEILHOM NPOrPpaMMbl

«OcHOBBI ACJTONPON3BOACTBA U CEKPETAPCKOE A€10»

Kanennapusie 1HH

1 2 3 4 5 6 7 8 9 10 11 12

JI JI CP CP JI CP B JI CP JI JI,CP TK

13 14 15 16 17 18 19 20 21 22 23 24

JI B CP JI JI JI CP CP B JI JI,LCP CP

25 26 27 28 29 30 31 32 33 34 35 36

JLCP | JI,C JI B CP TK JI JI JI Cp B Cp

P

37 38 39 40 41 42 43 44 45 46 47 48

CP TK JI JI JI B CP CP TK J CP TK
49 50
B K

Oo6o3nauenus: JI — nexuy, 113 - mpaktuyeckue 3austus, CP - camocTositensHas padora, C -
ctaxxupoBka, TK - Tekymuii KoHTposb 3HaHui, A - uroropas arrecranusi, K- utorosbrit
KOHTpOJIb, B - BBIXOIHBIE.
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«YTBEpKIAIO»
pextop AHO IO «Axkanemus [maBCneny»
Anexcees B.M.

01.01.2017 r.

4. PABOYA A ITPOI'PAMMA

AOMOJHHUTEIbHOU NMPOodecCHOHAIBbHO 00pa30BATEILHON NPOrPpaMMbl
«OCHOBBI J1€J10TIPOU3BOCTBA M CEKpeTapcKoe 1e10»
(260 akageMUYeCKHUX YACOB)

Jlexyuu. Camocmosamenvnasn paboma. Konmpons 3nanuil.

Mooyne 1. Mecmo cexkpemapa 6 cucmeme ynpaeieHus npeonpuamuem (neKyuu,
camocmoamenvHas paooma)

Tema 1. /lesioBble U IMYHOCTHBIE Ka4YeCTBA CeKpeTapsl.

Tema 2: JloxHOCTHBIC 00S13AHHOCTH CeKpeTapsi.

Tema 3: Opranuszauus padodero Mmecra cekperaps

Tema 4. Pabounii apxuB cekperaps

Tema 5. DTuka Tpyaa cekperaps

TpeOoBanusi k BHemHeMmy Buay. KyiabTypa nenoBoro obmeHus. TpeOoBaHus MO BeAeHUE
JIENOBBIX neperoBopoB. IIpuem nocerureneit. [InanupoBanne BpeMeHH pyKOBOAMUTEIIS.

Mooyne 2.  JloKymenmuposeanue  ynpaeieHueckou  OdeamenvHocmu  (neKyuu,
camocmoamenvnasn paooma)

Tema 1. OcHOBHBIC MOHATHS JOKYMECHTHPOBAaHHUS YIIPABJICHYECKON NeATEeJbHOCTH

[lonsiTue cucTteMbl JOKYMEHTAIlMOHHOTO obecrieueHust ymnpasieHus. Knaccudukarms
JOKYMEHTHpOBaHHOW nHpopmaruu. HopmatuBHO-nipaBoBoe obecredeHnue paboThl ¢ JOKYMEHTaMH.

Tema 2. WndopManuOHHO-I0KYMEHTALMOHHOEe o0ecnedeHue paldoThl anmapara
yIpaBJIeHHUA

OcHOBHBIE BUIBI JOKYMEHTHOH gesTenbHOCTH. WMHbopmanmss B ympaBieHUECKOU
JeSITeNbHOCTU. YTpaBlieHHe AoKyMeHTauuend. Opranuszaius WHPOPMALUMOHHO-IIOUCKOBBIX CHCTEM
10 IOKyMEHTaM YUPExKACHUS .

Tema 3. JlokymeHTO000POT ¥ (pOPMBI €r0 OPraHu3anuu

Opranu3zanus JIOKYMEHTOO00pOTA. WNunexcanust JTOKYMEHTOB. PaGora c
KOH(UACHIUAIBHBIMU TOKyMeHTaMU. KOHTPOJIb UCTIOTHEHUS TOKYMEHTOB.

Camocmosmenvrasn paboma: 1loBropeHue npoiieHHoro Martepuaia. Padbora ¢ nureparypoi.

Mooyne 3. Iloocomoexa caysyceOHbIX OOKyMeHmoe (neKyuu, camocmoamenvhas padboma,
KOHmpPOb)

Tema 1. OdopmiieHne ynpasjieH4eCKON JOKYMEHTAHH

TpeboBanus Kk 0POPMIIEHHIO TOKYMEHTOB. TpeOoBaHus K OJlaHKaM JTOKYMEHTOB.

Tema 2. CuctemMbl JOKyMEHTALMHA

Opranu3aluoOHHO-PACIIOPAIUTENIbHbIE  JTIOKyMEHTHL.  PacmopsiiuTenbHble  JOKYMEHTHI.
WHpopMalmoHHO-CIIPaBOYHBIE TOKYMEHTHI.

Tema 3. SI3bIK ¥ CTHIb 0(PMIHMATBHBIX JOKYMEHTOB

S3pIKOBBIE HOPMBI U CTWIIb. VICIIONIb30BaHNE TEPMUHOB U CIIOBOCOYETAHUH.

Tema 4. O01Me HOpMBI M TPaBUJIA 0OPMIIEHHUS TOKYMEHTOB

Pa3zmepbl Oymaru, npumeHseMoil B oopMIIeHHMH JAOKYMEHTOB. Pa3Mepsl moneil ciry:keOHBIX
nokymeHTtoB. Hymepauus rpanun. Hammcanuwe par u nepuonoB BpemeHH. OOlenpuHATHIE
cokpameHus. OdopmieHue B JOKyMeHTax LHppoBoil uHpopmaruu. EnuHunbl u3MepeHus.
Odopmiienne TabmmiI.

Camocmosmenvnas paboma: 1loBTropeHue npoiiieHHoro marepuana. Padora ¢ mureparypoi.

Texywuii KoHmpob: TECTUPOBAHUE
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Mooynw 4. Kadpoevie 00Kymenmul (1eKyuu, camocmoamenvnas paboma)

Tema 1: AkT

Tema 2: CnpaBka

Tema 3: JlokjaagHas 3anMCcKa

Tema 4: O0bsicHUTEIBHAS 3aNMCKA

Tema S: IIncemo

Camocmosmenvnas paboma: 1loBTopeHue mpoiiieHHoro marepuana. Pabora ¢ mureparypoit.

Mooyne 5. Ocnoevl npuema u yeoabHeHUA PAOOMHUKOS (NeKUUU, CAMOCHMOAMENbHASA
paooma)

Tema 1. Ilpuem Ha paGory paOlOTHHKOB

JluckpuMHMHAIUST Tpu mpueMe Ha pabory. 3aemubiii Tpya. Crnemmduka mnpuema Ha
rOCYAapCTBEHHYIO U MyHHUIIMIIAJIbHYIO CIIYKOY. JJOKyMEHTBI, COCTaBiIsIeMbIe IIPU MTpHeMe Ha paboTy.
Jlnunast kaprouka paboTHuKa. JluneBoit cuetr paboTHHKa. TpymoBoit 1oroBop. TpynoBas KHHXKKA.
[Ipuem Ha paboTy MHOCTpaHHBIX rpaxaaH. [Ipuem Ha paboTy mo coBMecTuTenbeTBy. IlocTaHoBKa
paOoTHUKA Ha BOMHCKUH y4eT. Bellaua TOKYMEHTOB 110 IPHEMY Ha padoTy.

Tema 2: YBosIbHeHHE ¢ pa00ThI pA0OTHUKOB

OcCHOBaHMU TMpEKpallleHUuss TPYIOBOIO JOroBopa. JIOKyMEHTBI, COCTaBIISIEMBIE IIPH
yBoJbHEHHH. KoMmeHcanuu W HHblE pacyeTbl ¢ paOOTHUKOB NpPU YBOJBHEHUH. 3aroJIHEHUE
TPYIOBOM KHIKKH TIpH yBoJbHEHHMH. OdQopmieHHe JUYHOM KapTOYKH TIPH  YBOJIbHEHHH.
JlokymeHThI. BritaBaemble paOOTHUKY IIPU YBOJIbHEHHH.

Camocmosmenvnas paboma: 1loBTopeHue mpoiiienHoro marepuana. Pabora ¢ mureparypoi.

Mooynw 6. Tpyoosoit 00z2060p (nekyuu, camocmoamenpbHas paooma)

Tema 1. IloaroroBka J0KyMEHTOB [JIsl 3aK/JII0YCHHS TPYA0OBOI'0 10roBOpa

JIOKyMEHTbI, HeOOXOIUMbIE AJIsi MPUHATHS PEIICHHUS O 3aKIIOYEHHH TPYJAOBOIO JIOTOBOpA.
OO6cToATENBCTBA, MPEMATCTBYIOUINE 3aKIIOUEHHIO TPYAOBOro jaorosopa. [loxmucanue TpynoBOro
JI0TOBOpA.

Tema 2. IloaroroBka J0KyMeHTOB /[JIsi ©3MEHEHHs1 TPYAOBOI0 10r0BOpa

JlomoHEeHNE TPYAOBOTO OTOBOPA HEMOCTAIOMIUMH CBEACHUSMHU WIN(M) YCIOBUSIMH U3 YHCIIA
o0s13aTeNbHBIX. M3bATHE U3 TPYIOBOIO JI0TOBOPA M3JIMIIECTBYIOIIMX CBEIACHUH, a TaKXKe YCIOBHIA,
YXyAUAIONINX MOJOXKEeHUsT paboTHHKA. 3aMeHa HMEIOLIUXCS B TPYAOBOM JOTOBOPE CBEICHMIA,
YCJIOBUN WJIM PEKBU3UTOB HOBBIMHU CBEICHUSMH, YCIOBHSAMU U pekBHU3UTaMH. OcoOble ciydau
3aKJIIOYEHMSI COTTIAIIEHUH K TPYIOBOMY JOTOBOPY.

Tema 3. IloaroroBka JOKyMEHTOB [JIsl IPEKPALEHUs TPYA0BOI'0 10roBOpa

[IpexpaieHne TpyaoBOro AOTOBOPY MO COIVALICHUIO MEXAy paOOTHHUKOB U paboTolaTeseM.
[IpekpaiieHre TPyJOBOrO JOrOBOpa MO pPa3HbIM NpPUYMHAM (MCTEYEHHE CpPOKa, 1O HMHHUIMATUBE
paboOTHHKA U T.II.).

Camocmosmenvnas paboma: 1loBTropeHue npoiiienHoro marepuana. Pabora ¢ mureparypoi.

Mooyne 7. Oghopmnenue u eedenue mpyooevlx KHUMCEK (eKYUU, CAMOCHOAMETbHAA
paooma)

Tema 1. OcHOBBI BeieHHE TPYAOBBIX KHUKEK

Nzyuenne TpynoBoro komekca Poccuiickoil ¢enepauuu, IlpaBun BeneHHss U XpaHEHHUs
TPYIOBBIX KHIDKEK, HCTPYKIIMHU 1O 3alOoJIHEHUIO0 TPYIOBBIX KHIDKEK, [Ipuka3 Munduna Poccun
«O TpymoBbIX KHMXKKax». OOIIMH TOPSIOK BEACHUS TPYHAOBBIX KHIDKEK. OTBETCTBEHHOCTh 32
HecoOIIo/IeHNe MOPsIIKa BEACHUS TPYAOBbIX KHIKEK.

Tema 2: OdopmiieHne TPYA0BOIl KHHKKH IIPH NPUHATHHA Ha padoTty

Odopmienne TpynoBoi KHIXKKH paOOTHUKY, MPUHATOMY Ha pabotry BnepBblie. OdopmiieHue
TPYIOBOM KHMXKM paOOTHHKY, NMPHUHATOMY Ha paboTy IOciieé OKOHYaHMs y4eOHOro 3aBeleHUS.
Odopmienne TpyloBOW KHIDKKM paOOTHUKY, NPUHATOMY Ha pabOTy IO COBMECTUTENIbCTBY.
Odopmienue TpyAOBONH KHI)KKM paOOTHHUKY, NPUHATOMY Ha paboTy K HHIUBHIYaIbHOMY
npennpunumMarento. OdopmieHre Tpy1oBONH KHUKKU paOOTHUKY, IPUHITOMY Ha paboOTy B CBSI3U C
NIEPEBOZIOM C IPYTrO OpraHu3aluy.

Tema 3: Benenune Tpy10Boil KHMKKHU MOCJIe IpUeMa HA padoTy
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Odopmienre TpyaoBOW KHHKKH TIPU TEpeBojie pPaOOTHMKA Ha JIPYTYIO JIOJKHOCTD.
Odopmienne TpyJoBOIl KHIDKKHM MPU MPUCBOCHUHU pa3psaa Uiu BTopoil npodeccun. Odopmienue
CBEJICHUI O HarpakJeHUsX B TPYIOBOH kHMKKe. OdopmiieHHe BKIAJbIINIA B TPYIOBYIO KHIKKY.
BHeceHne ucnpaBUTENBHBIX JAaHHBIX B TPYJIOBYIO KHIDKKY. BHeceHue pa3inuHbIX M3MEHEHHH B
TPYIOBYIO KHIDKKY (HOBO€ 0Opa3oBaHHe, HOBast (paMUJIMs, H3MEHEHHE HAUMEHOBAHUS OpraHu3aluu
U T.J1.).

Tema 4: OdopmiieHne TPYA0BOil KHMKKH IIPH YBOJIbHEHUH

Odopmienue 3anmucu 00 YBOJBHEHUM IO COOCTBEHHOMY MKEJIAHUIO B TPYAOBOM KHUXKKE.
Odopmienue 3amucu 00 YBOJIbHEHUH B mopsijke nepeojaa. OpopmieHue 3amucu 00 yBOJIbHEHNUHU B
CBSI3U C MCTEUEHHEM CcpoKa TpylaoBoro pgorosopa. OdopmieHue 3anucu 00 YBOJIBHEHHH IO
COOCTBEHHOMY JKEJIaHUIO B CBSI3M C HEOOXOIMMOCTBIO yXofa 3a JeTbMu 10 14 net. OdopmieHue
3alMCU O MpPEKpalleHUH TPYJOBOTO JOrOBOpa B CBSI3U CO CMepThio paboTHuKa. OdopmieHue
3anucu 00 YBOJbHEHUH PaOOTHHKA [0 COBMECTUTEIBCTBY.

Tema S: Yuer aBuKeHHs TPYAOBBIX KHHKEK

Kuura ydera ABW)KEHUS TpPYHOBBIX KHIKEK M BKIAJbIIIEN B HUX. BeaeHue npuxomHo-
PacxXoAHOM KHUTH 110 Y4eTy OJaHKOB TPYJOBOM KHUKKHU U BKJIa/IbIIIa B HEE

Tema 6: Pacuer cTpaxoBoro craska 1mo Tpya0Boi KHHKKe

Tema 7: Byxranrepckuili M HaJIOTOBBbIil y4eT pacxolioB Ha NpuoOpeTeHHe TPYIOBbIX
KHHKEK

Camocmosmenvrasn paboma: 1loBropeHne npoiieHHoro Matepruaia. Padbora ¢ nureparypoi.

Mooyne 8. Paboma c konghuoenyuanvnoimu 0oKymenmamu (1eKyuu, camocmoamenbHas
paboma)

Tema 1. Opranusanus padoTsl ¢ JOKYMEHTAMHU

Ceenenusi, oTHOcsAlMecs K KoH(uIeHIMaNIbHON HHQOpManuu. 3ammTa JIOKyMEHTOB,
COZIepKaIllUX KOMMEpUEeCKyro TaiHy. Opranuszanus paOOThl ¢ JOKYMEHTaMH, COJEpXKaIluMH
KOH(HIeHINATbHbBIE CBEICHUS

Tema 2. Texnosnorus 00padoTKH JOKYMEHTOB

Oranbl MOJITOTOBKH JIEJIONPOU3BOANUTENEM KOHPHUACHUUATBHBIX JTOKYyMEHTOB. OCHOBHBIE
OTIEPALMOHHBIE TEXHOJOTHYECKHE CXEeMbl OOpabOOTKH KOH(MUICHIUAIBHBIX JOKYMEHTOB. Y4Yer
MOJITOTOBJICHHBIX KOH(PUIEHIIUAIbHBIX IOKYMEHTOB

Camocmosmenvnas paboma: 1loBTropeHue npoiiieHHoro marepuana. Pabora ¢ mureparypoi.

Mooy 9. Opzanuzayuonno-pacnopaoumensvhas, Op2AHU3AUUOHHO-NPABOGAS,
UHDOPMAYUOHHO-CNPAGOUHAA  OOKYMeHmayus  (1eKyuu, camocmosamenvHas  padoma,
KOHmpPOb)

Tema 1. Oprann3zanMoOHHO-pPACIOPSAAUTEIbHASL JOKYMEHTALMS

[Tonsrtue n knaccudukarus OP/]. bnanku 70KyMEHTOB U UX BUIBI.

Tema 2. OdopmiieHHe OPraHN3ANMOHHO-TIPABOBBIX JOKYMEHTOB

VYcraB opranmzanuu. IlltatHoe pacnucanmne. OdopmieHue monoxeHui. JlomKHOCTHAS
uHCTpyKLus. Tabens.

Tema 3. OdopMiieHHe NPUKA30B U APYTHX PACNIOPAAMTEIbHBIX JOKYMEHTOB

[TogrotoBka, odopmieHne U  peKkBU3UTHl mpukaza. OdopmileHHe pacoOpsHKEHHUS.
Odopmiienne ykazanus. Odopmiienne nocranosiaeHuit. OdopmiieHre perieHus.

Tema 4. OdopmiieHne Ciay;keOHbIX NHCEM H JPYroi HH(POPMANMOHHO-CIPABOYHOM
AOKYMEHTAIMHU

Crpykrypa ciayxebHoro nucbma. Ctuiib nucbMa. OpopmiieHre akta, IpoTOKOJa, JOKJIaIHOH,
CITy’keOHON 1 0OBSICHUTEITHLHOM 3aITHUCOK.

Camocmosmenvnas paboma: 1loBTopeHue npoiineHHoro marepuana. Pabora ¢ mureparypoi.

Texywuii KoHmpob: TECTUPOBAHUE

Mooyne 10. /lenosas u mexcoynapoonas nepenucka (leKyuu, camocmoamenvHas paboma,
KOHmpPOb)

Tema 1. /lesioBasi mepenucka

42



Haznauenue u kiaccudukanust nenoBbIX muceM. Ilepenncka B J€IOBBIX KOMMYHUKAIHSX.
[TucbMeHHas! KOpPECTIOH ISHITHS

Tema 2. MexnyHapoaHasi nepenucka

MexyHapoaHble CTaHAapThl 1O oQOpMIIEHHIO JOKyMeHToB. IloaroroBka nenoBoit
KOPPECHOHJICHIIMU /IS 3apyOeXHbIX mapTHepoB. CTpykTypa ¢opMmyisipa U COCTaB PEKBH3HMTOB
ciy:ke0Horo nuchbma. TpeboBaHus K 0OPMIIEHUIO PEKBU3UTOB.

Camocmosmenvnas paboma: 1loBTopeHue mpoiiieHHoro marepuana. Pabora ¢ mureparypoit.

Texywuii KoHmpob: TECTUPOBAHUE

Mooyne 11. Xpanenue 0oKymenmoeg (nekyuu, camocmosamenvnas paboma, KOHmMpoJiv)

Tema 1. Texkyuiee xpanenue

d®opMupoBaHue W Tekyllee XpaHeHue jen. OrmnepaTMBHOE XpaHEHUE JIOKYMEHTOB.
Odopmnenne aen u nepeaada ux B apxuB. [ ocymapcTBEHHOE XpaHEHUE

Tema 2. ApxuBHOe XpaHeHHe

OreHKa 3HAYUMOCTH JTOKYMEHTOB M CPOKM HMX XpaHeHHUs. OCHOBBI 3aKOHOAATEIHCTBA IO
apXMBHOMY JIEIy.

Camocmosmenvnas paboma: IloBropenue npoiienHoro Mmatepuana. Pabora ¢ nureparypo.

Texywuii KOHMPOab: TECTUPOBAHUE

Mooyne 12. Cmasicupoeka. Iloozomoeka omuema o cmaxcupoexe

Hmozoswlii KOHmpoJtb: TCCTUPOBAHUEC
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5. INTAHUPYEMBIE PE3YJIbTATbBI OBYYEHUA

IIporpaMMa M ee MOIYIM HUMEIOT MEXKIUCHUILUIMHAPHBIA XapakTep, YTO IO3BOJSAET
¢dbopMupoBaTh TOTOBHOCTh K JIEJONPOM3BOACTBY U CEKpPETapcKoMy Jely ciymiatene B
COOTBETCTBHH C JICUCTBYIOIINM 3aKOHO/ATEILCTBOM U HOPMATHBHOM 0a30ii 6e3 oTpbIBa OT paboTHI,
C OTPBIBOM OT paboOThl, C YACTHUYHBIM OTPHIBOM OT pabOThl, HCHOIb3YS COBPEMEHHbIE
o0pa3oBaresbHbIe METO/Ibl U TEXHOJIOTHUH, B TOM YHCIIE AUCTAHIIMOHHOE U 3JIEKTPOHHOE O0ydeHHe,
a Taxke (popMHpoBaTh y ciaymiateneil 3HaHUS, YMEHUS UM HaBBIKK B OOJIACTH JI€JONPOU3BOJCTBA U
JOKYMEHTHPOBAHMSI.

HopmatuBHbIli  cpok  oOyueHuss Ha  Kypcax (mpoxoxiaeHue mpodeccrnoHalbHOM
NEPENOArOTOBKH) BHE 3aBUCHMOCTH OT MCIOJBb3YeMBIX ()OPM U TEXHOJOTHH OOyueHHs JOJKEH
COCTaBJIATEL 260 akageMHYECKUX YacOB.

B 3aBepuieHnn o0O0ydeHHs MO NpPOrpaMMe IPOBOJUTCS WTOTOBBIM KOHTPOJIb, B BHJE
TECTUPOBAHUS.

CraymatensM, YCHEUIHO MpPOIIEAIINM  aTTecTaluio, IMPUCBaMBaeTCs  KBaIU(UKAIUSA
«CnenuanuctT MO OpraHu3allMOHHOMY U JIOKYMEHTAallMOHHOMY OO€CIEYeHHI0 YIpaBiICHUS
OpraHu3anuen».

Cnymarenu, mpoleqmye oOydyeHHe Ha Kypcax MO JIONOJHUTEIbHOW NpoQecCHOHaIbHOU
oOpa3zoBareNbHOM  mporpamMme B cdepe HSKOHOMHKM M JeNonpou3BoacTBa  «OCHOBBI
JIeJIONPON3BOJICTBA M CEKPETAPCKOE ACITI0», O0NHCHbBL 3HAMD:

— OCHOBBI 3aKOHOZATENBCTBA B 00JaCTH KaJPOBOTO YIPABICHUS;

— TPYAOBOE 3aKOHOJATEIHCTBO U MHBIE AKThI, COJIEPIKAIINE HOPMBI TPYAOBOTO MPaBa;

— KaJIpoBYIO MH(OPMAIIHIO;

— TIpaBWJIa U HOPMbI OPOPMIIEHHUS KaJPOBBIX JOKYMEHTOB;

— HOPMBI U ITpaBuiia 0OPMIICHHUS CITY>KEOHOU U JeJI0BON JJOKYMEHTAIIHH;

— OCHOBHBIE CIIOCOOBI BEICHUS /I€JI0BOM MEPENUCKU U JTMYHOTO BPEMEHH PYKOBOJIUTEIS;
— TIIpaBWJIa U HOPMBI [TOBE/ICHUS, AEJI0BON ITHKH;

WHBIE BOIPOCHI, cornacHo mnepeuHas 3Hanui [lpukaza Muntpyaga Poccum ot 06.05.2015 N
276H «O6 yTBepkaeHnH MpodhecCHOHATBbHOTO cTaHaapTa «CrenuanucT 1Mo OpraHu3alliOHHOMY U
JOKYMEHTAIIMOHHOMY OOECTIEYCHHUIO YIIPAaBICHHUS OpraHu3aluein,

ymemp:

— 0(hOpMIIATh OCHOBHBIE KaJPOBBIE TOKYMEHTHI, TOKYMEHTHI 1O MPHEMY U YBOJHHEHHIO
PabOTHHUKOB;

— BECTH Y4YeT CBEJICHHI O MepcoHase, paboyero BpeMeHH;

— BECTH JJOKYMEHTO00OPOT Ha MpeNIpUsATHH;

— COCTaBJIATh OCHOBHbBIE CIIy>KEOHBIE U JI€TIOBbIE JOKYMEHTHI;

— BECTH JEJIOBYIO U MEXIYHAPOIHYIO IIEPEIIUCKY;

— BECTH JIMYHOE PacCluCaHue PyKOBOJIUTEIS;

uHOe, corylacHo nepeunas ymenuil [Ipukaza Muntpyna Poccun ot 06.05.2015 N 2761 «O6
yIBEp)KICHUH TpodeccuoHanbHOro crangapra «CHeuuManucT 1o  OpraHu3allMOHHOMY U
JOKYMEHTAIlMOHHOMY OOECIIEYECHHUIO YIIPAaBICHHUS OpraHu3aluein,

enademo:

— TMpaBWJIAMHU BEJCHUSI U 3all0JIHEHUS KaJpOBOW JOKYMEHTAIIHH;

— HOpPMAaMH COCTaBJICHUS JICJIOBOW U CITY)K€OHOH JTOKyMEHTAIINH;

— TpaBUJIAMH 3aI0JIHEHUS u BEJICHUS OpraHU3alMOHHO-PACIOPSAUTEIBHOM,
OpraHHU3alMOHHO-TIPABOBOM, HHPOPMAIIMOHHO-CITPABOYHON JOKYMEHTALIUN;

MHOE, COINIacHO nepeuHas TpynoBbix AeiictBull [Ipukasza Muntpyna Poccun ot 06.05.2015
N 2761 «O0 yTBepx)aeHuHU mpodeccunoHaIbHOTO cTanaapTa « CIeruaniucT M0 OPraHu3aliOHHOMY U
JOKYMEHTALIMOHHOMY OOECIIEUEHHIO YIIPaBICHUs OpraHu3auein.
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1. ITIOSACHUTEJIbHA A 3AIINCKA

JAOMOJIHUTEIbHOH NpodeccnoHalbHOIl 00pa3oBaTeIbHON NPOrPaMMbl
«OCHOBBI 1€I0IIPOU3BOCTBA H CEKPETAPCKOE 1eJ10»

JlononHuTenbHas npodeccruoHaibHas oOpa3zoBaresbHast nporpamma «OCHOBBI
JIeTIOTIPOM3BOJICTBA U CEKpeTapckoe neno» (manee - IIporpamma) paspaboraHa B COOTBETCTBHH C
TpeboBanusaMu DeaepanbHoro 3akoHa ot 29.12.2012 Ne 273-d3 «O6 obpazoBanuu B Poccuiickoii
Ddenepanun», [Ipukaza Munobpaayku Poccun ot 01.07.2013 Ne 499 «O6 yrBepxknenun [lopsinka
OpraHM3allMd M  OCYILECTBICHUS 00pa3oBaTelIbHONW JIEATEIBHOCTH MO  JOMOJHUTEIbHBIM
npodeccuoHaIbHEIM Tiporpammam», [lpukaza Muntpyna Poccun ot 06.05.2015 Ne 276m «OO6
yTBepXAeHUU TpodeccuoHanbHoro craaapra «Crnenuanuct 1O  OpPraHU3allUOHHOMY U
JIOKYMEHTAIIMOHHOMY OOECIIEUEHUIO yIpaBieHus: opranusanuei», [locranosnenus Muntpyna PO
or 21.08.1998 Ne 37 «O06 yrBepkaennn KpanupukanmMoOHHOTO CHPAaBOYHUKA JOJDKHOCTEH
PYKOBOAUTENEH, CICHMAIUCTOB U IPYIHX CIYyXKalUX», a TaKXKe JIPYrUX HOPMATUBHBIX MPABOBBIX
aKTOB.

Conepxanue MPOrpaMMbl TIPEACTABICHO TOSCHUTEIBLHOW 3alHMCKON, Y4eOHBIM IUTAaHOM,
KaJeHJapHbIM y4eOHbIM TrpadukoM, pabodeil MporpaMMmoi, IUIAHUPYEMBIMU pe3yJbTaTaMu
OCBOCHUSI IIPOrPAMMBI, OPraHU3alMOHHO-TIEIATOTHYECKUMH YCIOBUSIMU peaIU3allui MPOrPaMMBbl,
y4eOHO-MEeTOJMUECKHUMH MaTepruaIaMu, 00eCcIedrBaIOIINMU PEAIU3AIHUI0 TPOTPAMMBI.

Heab o0yuyeHusi: peanusaius IporpamMmbl 00ydeHus (TIpodheCCUOHATHEHON MEPETIOATOTOBKH )
HampaBjieHa Ha COBEPIICHCTBOBaHME U (WJIM) OBJAJIEHUE CIyIIATeNsIMd KypCOB HOBBIMHU
KOMITETEHIIUSIMH, HEOOXOAMMBIMU ISl BEJICHUS JIEJIOMPOU3BOJCTBA B COOTBETCTBHM C HOPMAMH U
3akoHaMu P®. B xome peanuzanuu  JaHHOW  JOIMOJHHUTEIBbHOH  TpodeccHoHaIbHON
00pa30BaTeILHON TPOTPAMMBI, IPETYCMATPUBACTCS U3YUCHUE CITYIIATECIISIMHU:

— ONpeJesieHne MECTO CEKpeTaps B CUCTEME YIIPABICHUS IPEAIPUATHEM

— OCHOB JIOKYMEHTHPOBaHHUE yIPaBICHYECKOU NEATEIbHOCTH

— OCHOB MOJTOTOBKH CIIYKEOHBIX M KaJPOBBIX IOKYMEHTOB

— OCHOB MpHEMa U YBOJbHEHUS] paOOTHUKOB

— OpraHu3allMOHHO-PACIIOPAIUTENILHON,  OpraHU3alMOHHO-NPABOBOM,  MH(POPMAILIMOHHO-
CIIPaBOYHOM TOKyMEHTalUU

Kareropumn o0yuaembIx: mporpaMmma KypcoB IpeIHa3HauUeHa I CeKpeTapei, MTOMOIIHIKOB
MEHE/KEPOB, UHBIX CIEHUATNCTOB MO OPraHU3aAIMOHHOMY M JOKYMEHTAIIMOHHOMY O0ECIICYCHHIO
YIIPABJICHUS OpraHU3alueH.

IponomxurebHOCTH 00yueHusi: 520 akaeMHUECKUX 4acoB. 1 akaJeMHUYeCKHUil 4ac paBeH
45 MuHyTaM.

®opma o00yueHusi: 6e3 OTPbIBA OT pabOTHI, C OTPHIBOM OT PaOOTHI, C YACTUYHBIM OTPHIBOM OT
paboTHI.

Pe:xxuMm 3aHsTHii: 6-8§ akaJeMHUYecKUX YacoB B JCHb. laKke BO3MOXKHO OOYy4YEHHE IO
UHAMBUAYyaJIbHOMY y4yeOHOMY IulaHy (rpaduky oOydeHus)) B Ipelesnax OCBauBaeMoOi
JIOTIOJIHUTENBHOM MPOoeCCHOHATBLHOM MPOrpaMMbI TPOGECCUOHATTEHOM MEePEOATOTOBKH.

IIpenogaBanue Moayjasi mMpexycMATpUBaeT cieayiomue (GopMbl OpraHU3ANMH y4eOHOTO
mpolecca: JeKIUH, CaMOCTOSATENbHAS paboTa CTYJICHTOB, KOHCYJIbTAIIHH.

Pe3yaibTaToM O0OCBOEHHSI NMPOTrpPaMMbl SBIISICTCS TPOSIBIICHUE TIOMYyYEHHBIX 3HAHUM TIPH
BBIIIOJIHEHUE TE€CTA HA TEKYLIUX U UTOTOBOM KOHTPOJISIX.
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«YTBEpKIAIO»
pextop AHO IO «Axkanemus [maBCneny»
Anexcees B.M.

01.01.2017 r.

2. VUEBHBIN ITJIAH

AOMOJHHUTEIbHOU NMPOodecCHOHAIBbHO 00pa30BATEILHON NPOrPpaMMbl
«OCHOBBI 1€/10TIPOU3BOCTBA H CEKPETapCKoe 1e10»

Ne /m HanmenoBanue yaeOHBIX MOTyIeH Bcero, yac. Dopmbl
1 Mecro cexkperaps B cucreMe 48
yIpaBJIeHHsI IPEANIPUITHEM
) I[OKYMCHTPIpOBa;HI/Ie 4
yIPaBICHYECKOM e TEIIbHOCTH
3 [ToaroroBka ciy>KeOHBIX JOKYMEHTOB 32
4 KanpoBbie 1OKyMEHTBI 16
5 OcHOBBI IpHE€Ma U YBOJIbHEHUS 66
pabOTHHKOB
6 TpynoBoi 10roBop 46
7 OdopmieHue 1 BeieHHEe TPYIOBbIX 36 TecTHpoBaHe (Texympii
KHIKCK KOHTPOJIb)
3 Pabora ¢ xoH(UICHIMATEHBIMA 20
JOKYMEHTaMH
Opranu3zaiuoHHO-
pacnopsauTenbHas,
9 OpraHU3allMOHHO-TIPABOBAs, 84
MH(POPMALMOHHO-CIIPABOYHAS
JOKYMEHTAIIHSI
10 JenoBas 1 MeXTyHapOAHAs 60
Tepenucka
11 XpaHeHHe JOKYMEHTOB 28
12 Craxuposka 34 [ToaroroBka otueta o
CTa)KHPOBKE
Cnaua 3aueta (BBITOJTHEHUE
13 Cnayva 3aueTta (MTOTOBBIM KOHTPOJI) 8 MUCbMEHHOTO UTOTOBOTO
TECTUPOBAHUS)
Hroro 520




«YTBEpKIAIO»
pextop AHO IO «Axkanemus [maBCneny»
Anexcees B.M.

01.01.2017 r.

3. KAJJEHJIAPHbIN YYEBHBIN I'PA®UK
JAOMOJTHUTEIbHOU NMPodeccHoHAIBbHO 00pa30BaATEILHOM NPOrPpaMMbl

«OcHOBBI ACJTONPON3BOACTBA U CEKPETAPCKOE A€10»

KanennapHsie gHH

1 2 3 4 5 6 7 8 9 10
JI, 113, JI, 113,

JI, 13 JI, T13 TK JI, T13 TK CP B CP CP TK
Kanengapusie 1H1

11 12 13 14 15 16 17 18 19 20

CP CP CP B TK CP CP CP CP CP
KanennapHsle gHH

21 22 23 24 25 26 27 28 29 30

B TK CP CP CP CP CP B TK CP
Kanengapusie 1H1

31 32 33 34 35 36 37 38 39 40

CP Cp Cp Cp B Cp CP CP CP I13
Kanengapusie 1H1

41 42 43 44 45 46 47 48 49 50

JI, 113, JI, 113,

JI, 113 JI, T13 TK JI, T13 TK CP B CP CP TK
Kanennapnsie 1au

51 52 53 54 55 56 57 58 59 60

CP CP CP B TK CP CP CP CP CP
Kanengapuslie 1H1

61 62 63 64 65 66 67 68 69 70

B CP CP CP CP CP CP B CP CP
Kanengapnsie 1Hu

71 72 73 74 75 76 77 78 79 80

CP Cp Cp Cp B Cp CP CP CP CP
Kanengapusie 1H1

81 82 83 84 85 86 87 88 89 90

CP CP CP CP B CP CP A

O6o03navenus: JI - nexum, [13 - mpaktudeckue 3ansatus, CP - camocTositenbHas padota, TK -
TEKYIIUH KOHTPOJIb 3HaHuM, A - utoroBas arrecranus, B - BeIXoHbIE.



«YTBEpKIAIO»
pextop AHO IO «Axkanemus [maBCneny»
Anexcees B.M.

01.01.2017 r.

4. PABOYA A ITPOI'PAMMA

AOMOJHHUTEIbHOU NMPOodecCHOHAIBbHO 00pa30BATEILHON NPOrPpaMMbl
«OCHOBBI J1€J10TIPOU3BOCTBA M CEKpeTapcKoe 1e10»
(520 akageMUYeCKHUX YACOB)

Jlexyuu. Camocmosamenvnasn paboma. Konmpons 3nanuil.

Mooyne 1. Mecmo cexkpemapa 6 cucmeme ynpaeieHus npeonpuamuem (neKyuu,
camocmoamenvHas paooma)

Tema 1. /lesioBble U IMYHOCTHBIE Ka4YeCTBA CeKpeTapsl.

Tema 2: JloxHOCTHBIC 00S13AHHOCTH CeKpeTapsi.

Tema 3: Opranuszauus padodero Mmecra cekperaps

Tema 4. Pabounii apxuB cekperaps

Tema 5. DTuka Tpyaa cekperaps

TpeOoBanusi k BHemHeMmy Buay. KyiabTypa nenoBoro obmeHus. TpeOoBaHus MO BeAeHUE
JIENOBBIX neperoBopoB. IIpuem nocerureneit. [InanupoBanne BpeMeHH pyKOBOAMUTEIIS.

Mooyne 2.  JloKymenmuposeanue  ynpaeieHueckou  OdeamenvHocmu  (neKyuu,
camocmoamenvnasn paooma)

Tema 1. OcHOBHBIC MOHATHS JOKYMECHTHPOBAaHHUS YIIPABJICHYECKON NeATEeJbHOCTH

[lonsiTue cucTteMbl JOKYMEHTAIlMOHHOTO obecrieueHust ymnpasieHus. Knaccudukarms
JOKYMEHTHpOBaHHOW nHpopmaruu. HopmatuBHO-nipaBoBoe obecredeHnue paboThl ¢ JOKYMEHTaMH.

Tema 2. WndopManuOHHO-I0KYMEHTALMOHHOEe o0ecnedeHue paldoThl anmapara
yIpaBJIeHHUA

OcHOBHBIE BUIBI JOKYMEHTHOH gesTenbHOCTH. WMHbopmanmss B ympaBieHUECKOU
JeSITeNbHOCTU. YTpaBlieHHe AoKyMeHTauuend. Opranuszaius WHPOPMALUMOHHO-IIOUCKOBBIX CHCTEM
10 IOKyMEHTaM YUPExKACHUS .

Tema 3. JlokymeHTO000POT ¥ (pOPMBI €r0 OPraHu3anuu

Opranu3zanus JIOKYMEHTOO00pOTA. WNunexcanust JTOKYMEHTOB. PaGora c
KOH(UACHIUAIBHBIMU TOKyMeHTaMU. KOHTPOJIb UCTIOTHEHUS TOKYMEHTOB.

Camocmosmenvrasn paboma: 1loBropeHue npoiieHHoro Martepuaia. Padbora ¢ nureparypoi.

Mooyne 3. Iloocomoexa caysyceOHbIX OOKyMeHmoe (neKyuu, camocmoamenvhas padboma,
KOHmpPOb)

Tema 1. OdopmiieHne ynpasjieH4eCKON JOKYMEHTAHH

TpeboBanus Kk 0POPMIIEHHIO TOKYMEHTOB. TpeOoBaHus K OJlaHKaM JTOKYMEHTOB.

Tema 2. CuctemMbl JOKyMEHTALMHA

Opranu3aluoOHHO-PACIIOPAIUTENIbHbIE  JTIOKyMEHTHL.  PacmopsiiuTenbHble  JOKYMEHTHI.
WHpopMalmoHHO-CIIPaBOYHBIE TOKYMEHTHI.

Tema 3. SI3bIK ¥ CTHIb 0(PMIHMATBHBIX JOKYMEHTOB

S3pIKOBBIE HOPMBI U CTWIIb. VICIIONIb30BaHNE TEPMUHOB U CIIOBOCOYETAHUH.

Tema 4. O01Me HOpMBI M TPaBUJIA 0OPMIIEHHUS TOKYMEHTOB

Pa3zmepbl Oymaru, npumeHseMoil B oopMIIeHHMH JAOKYMEHTOB. Pa3Mepsl moneil ciry:keOHBIX
nokymeHTtoB. Hymepauus rpanun. Hammcanuwe par u nepuonoB BpemeHH. OOlenpuHATHIE
cokpameHus. OdopmieHue B JOKyMeHTax LHppoBoil uHpopmaruu. EnuHunbl u3MepeHus.
Odopmiienne TabmmiI.

Camocmosmenvnas paboma: 1loBTropeHue npoiiieHHoro marepuana. Padora ¢ mureparypoi.

Texywuii KoHmpob: TECTUPOBAHUE
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Mooynw 4. Kadpoevie 00Kymenmul (1eKyuu, camocmoamenvnas paboma)

Tema 1: AkT

Tema 2: CnpaBka

Tema 3: JlokjaagHas 3anMCcKa

Tema 4: O0bsicHUTEIBHAS 3aNMCKA

Tema S: IIncemo

Camocmosmenvnas paboma: 1loBTopeHue mpoiiieHHoro marepuana. Pabora ¢ mureparypoit.

Mooyne 5. Ocnoevl npuema u yeoabHeHUA PAOOMHUKOS (NeKUUU, CAMOCHMOAMENbHASA
paooma)

Tema 1. Ilpuem Ha paGory paOlOTHHKOB

JluckpuMHMHAIUST Tpu mpueMe Ha pabory. 3aemubiii Tpya. Crnemmduka mnpuema Ha
rOCYAapCTBEHHYIO U MyHHUIIMIIAJIbHYIO CIIYKOY. JJOKyMEHTBI, COCTaBiIsIeMbIe IIPU MTpHeMe Ha paboTy.
Jlnunast kaprouka paboTHuKa. JluneBoit cuetr paboTHHKa. TpymoBoit 1oroBop. TpynoBas KHHXKKA.
[Ipuem Ha paboTy MHOCTpaHHBIX rpaxaaH. [Ipuem Ha paboTy mo coBMecTuTenbeTBy. IlocTaHoBKa
paOoTHUKA Ha BOMHCKUH y4eT. Bellaua TOKYMEHTOB 110 IPHEMY Ha padoTy.

Tema 2: YBosIbHeHHE ¢ pa00ThI pA0OTHUKOB

OcCHOBaHMU TMpEKpallleHUuss TPYIOBOIO JOroBopa. JIOKyMEHTBI, COCTaBIISIEMBIE IIPH
yBoJbHEHHH. KoMmeHcanuu W HHblE pacyeTbl ¢ paOOTHUKOB NpPU YBOJBHEHUH. 3aroJIHEHUE
TPYIOBOM KHIKKH TIpH yBoJbHEHHMH. OdQopmieHHe JUYHOM KapTOYKH TIPH  YBOJIbHEHHH.
JlokymeHThI. BritaBaemble paOOTHUKY IIPU YBOJIbHEHHH.

Camocmosmenvnas paboma: 1loBTopeHue mpoiiienHoro marepuana. Pabora ¢ mureparypoi.

Mooynw 6. Tpyoosoit 00z2060p (nekyuu, camocmoamenpbHas paooma)

Tema 1. IloaroroBka J0KyMEHTOB [JIsl 3aK/JII0YCHHS TPYA0OBOI'0 10roBOpa

JIOKyMEHTbI, HeOOXOIUMbIE AJIsi MPUHATHS PEIICHHUS O 3aKIIOYEHHH TPYJAOBOIO JIOTOBOpA.
OO6cToATENBCTBA, MPEMATCTBYIOUINE 3aKIIOUEHHIO TPYAOBOro jaorosopa. [loxmucanue TpynoBOro
JI0TOBOpA.

Tema 2. IloaroroBka J0KyMeHTOB /[JIsi ©3MEHEHHs1 TPYAOBOI0 10r0BOpa

JlomoHEeHNE TPYAOBOTO OTOBOPA HEMOCTAIOMIUMH CBEACHUSMHU WIN(M) YCIOBUSIMH U3 YHCIIA
o0s13aTeNbHBIX. M3bATHE U3 TPYIOBOIO JI0TOBOPA M3JIMIIECTBYIOIIMX CBEIACHUH, a TaKXKe YCIOBHIA,
YXyAUAIONINX MOJOXKEeHUsT paboTHHKA. 3aMeHa HMEIOLIUXCS B TPYAOBOM JOTOBOPE CBEICHMIA,
YCJIOBUN WJIM PEKBU3UTOB HOBBIMHU CBEICHUSMH, YCIOBHSAMU U pekBHU3UTaMH. OcoOble ciydau
3aKJIIOYEHMSI COTTIAIIEHUH K TPYIOBOMY JOTOBOPY.

Tema 3. IloaroroBka JOKyMEHTOB [JIsl IPEKPALEHUs TPYA0BOI'0 10roBOpa

[IpexpaieHne TpyaoBOro AOTOBOPY MO COIVALICHUIO MEXAy paOOTHHUKOB U paboTolaTeseM.
[IpekpaiieHre TPyJOBOrO JOrOBOpa MO pPa3HbIM NpPUYMHAM (MCTEYEHHE CpPOKa, 1O HMHHUIMATUBE
paboOTHHKA U T.II.).

Camocmosmenvnas paboma: 1loBTropeHue npoiiienHoro marepuana. Pabora ¢ mureparypoi.

Mooyne 7. Oghopmnenue u eedenue mpyooevlx KHUMCEK (eKYUU, CAMOCHOAMETbHAA
paooma)

Tema 1. OcHOBBI BeieHHE TPYAOBBIX KHUKEK

Nzyuenne TpynoBoro komekca Poccuiickoil ¢enepauuu, IlpaBun BeneHHss U XpaHEHHUs
TPYIOBBIX KHIDKEK, HCTPYKIIMHU 1O 3alOoJIHEHUIO0 TPYIOBBIX KHIDKEK, [Ipuka3 Munduna Poccun
«O TpymoBbIX KHMXKKax». OOIIMH TOPSIOK BEACHUS TPYHAOBBIX KHIDKEK. OTBETCTBEHHOCTh 32
HecoOIIo/IeHNe MOPsIIKa BEACHUS TPYAOBbIX KHIKEK.

Tema 2: OdopmiieHne TPYA0BOIl KHHKKH IIPH NPUHATHHA Ha padoTty

Odopmienne TpynoBoi KHIXKKH paOOTHUKY, MPUHATOMY Ha pabotry BnepBblie. OdopmiieHue
TPYIOBOM KHMXKM paOOTHHKY, NMPHUHATOMY Ha paboTy IOciieé OKOHYaHMs y4eOHOro 3aBeleHUS.
Odopmienne TpyloBOW KHIDKKM paOOTHUKY, NPUHATOMY Ha pabOTy IO COBMECTUTENIbCTBY.
Odopmienue TpyAOBONH KHI)KKM paOOTHHUKY, NPUHATOMY Ha paboTy K HHIUBHIYaIbHOMY
npennpunumMarento. OdopmieHre Tpy1oBONH KHUKKU paOOTHUKY, IPUHITOMY Ha paboOTy B CBSI3U C
NIEPEBOZIOM C IPYTrO OpraHu3aluy.

Tema 3: Benenune Tpy10Boil KHMKKHU MOCJIe IpUeMa HA padoTy
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Odopmienre TpyaoBOW KHHKKH TIPU TEpeBojie pPaOOTHMKA Ha JIPYTYIO JIOJKHOCTD.
Odopmienne TpyJoBOIl KHIDKKHM MPU MPUCBOCHUHU pa3psaa Uiu BTopoil npodeccun. Odopmienue
CBEJICHUI O HarpakJeHUsX B TPYIOBOH kHMKKe. OdopmiieHHe BKIAJbIINIA B TPYIOBYIO KHIKKY.
BHeceHne ucnpaBUTENBHBIX JAaHHBIX B TPYJIOBYIO KHIDKKY. BHeceHue pa3inuHbIX M3MEHEHHH B
TPYIOBYIO KHIDKKY (HOBO€ 0Opa3oBaHHe, HOBast (paMUJIMs, H3MEHEHHE HAUMEHOBAHUS OpraHu3aluu
U T.J1.).

Tema 4: OdopmiieHne TPYA0BOil KHMKKH IIPH YBOJIbHEHUH

Odopmienue 3anmucu 00 YBOJBHEHUM IO COOCTBEHHOMY MKEJIAHUIO B TPYAOBOM KHUXKKE.
Odopmienue 3amucu 00 YBOJIbHEHUH B mopsijke nepeojaa. OpopmieHue 3amucu 00 yBOJIbHEHNUHU B
CBSI3U C MCTEUEHHEM CcpoKa TpylaoBoro pgorosopa. OdopmieHue 3anucu 00 YBOJIBHEHHH IO
COOCTBEHHOMY JKEJIaHUIO B CBSI3M C HEOOXOIMMOCTBIO yXofa 3a JeTbMu 10 14 net. OdopmieHue
3alMCU O MpPEKpalleHUH TPYJOBOTO JOrOBOpa B CBSI3U CO CMepThio paboTHuKa. OdopmieHue
3anucu 00 YBOJbHEHUH PaOOTHHKA [0 COBMECTUTEIBCTBY.

Tema S: Yuer aBuKeHHs TPYAOBBIX KHHKEK

Kuura ydera ABW)KEHUS TpPYHOBBIX KHIKEK M BKIAJbIIIEN B HUX. BeaeHue npuxomHo-
PacxXoAHOM KHUTH 110 Y4eTy OJaHKOB TPYJOBOM KHUKKHU U BKJIa/IbIIIa B HEE

Tema 6: Pacuer cTpaxoBoro craska 1mo Tpya0Boi KHHKKe

Tema 7: Byxranrepckuili M HaJIOTOBBbIil y4eT pacxolioB Ha NpuoOpeTeHHe TPYIOBbIX
KHHKEK

Camocmosmenvrasn paboma: 1loBropeHne npoiieHHoro Matepruaia. Padbora ¢ nureparypoi.

Mooyne 8. Paboma c konghuoenyuanvnoimu 0oKymenmamu (1eKyuu, camocmoamenbHas
paboma)

Tema 1. Opranusanus padoTsl ¢ JOKYMEHTAMHU

Ceenenusi, oTHOcsAlMecs K KoH(uIeHIMaNIbHON HHQOpManuu. 3ammTa JIOKyMEHTOB,
COZIepKaIllUX KOMMEpUEeCKyro TaiHy. Opranuszanus paOOThl ¢ JOKYMEHTaMH, COJEpXKaIluMH
KOH(HIeHINATbHbBIE CBEICHUS

Tema 2. Texnosnorus 00padoTKH JOKYMEHTOB

Oranbl MOJITOTOBKH JIEJIONPOU3BOANUTENEM KOHPHUACHUUATBHBIX JTOKYyMEHTOB. OCHOBHBIE
OTIEPALMOHHBIE TEXHOJOTHYECKHE CXEeMbl OOpabOOTKH KOH(MUICHIUAIBHBIX JOKYMEHTOB. Y4Yer
MOJITOTOBJICHHBIX KOH(PUIEHIIUAIbHBIX IOKYMEHTOB

Camocmosmenvnas paboma: 1loBTropeHue npoiiieHHoro marepuana. Pabora ¢ mureparypoi.

Mooy 9. Opzanuzayuonno-pacnopaoumensvhas, Op2AHU3AUUOHHO-NPABOGAS,
UHDOPMAYUOHHO-CNPAGOUHAA  OOKYMeHmayus  (1eKyuu, camocmosamenvHas  padoma,
KOHmpPOb)

Tema 1. Oprann3zanMoOHHO-pPACIOPSAAUTEIbHASL JOKYMEHTALMS

[Tonsrtue n knaccudukarus OP/]. bnanku 70KyMEHTOB U UX BUIBI.

Tema 2. OdopmiieHHe OPraHN3ANMOHHO-TIPABOBBIX JOKYMEHTOB

VYcraB opranmzanuu. IlltatHoe pacnucanmne. OdopmieHue monoxeHui. JlomKHOCTHAS
uHCTpyKLus. Tabens.

Tema 3. OdopMiieHHe NPUKA30B U APYTHX PACNIOPAAMTEIbHBIX JOKYMEHTOB

[TogrotoBka, odopmieHne U  peKkBU3UTHl mpukaza. OdopmileHHe pacoOpsHKEHHUS.
Odopmiienne ykazanus. Odopmiienne nocranosiaeHuit. OdopmiieHre perieHus.

Tema 4. OdopmiieHne Ciay;keOHbIX NHCEM H JPYroi HH(POPMANMOHHO-CIPABOYHOM
AOKYMEHTAIMHU

Crpykrypa ciayxebHoro nucbma. Ctuiib nucbMa. OpopmiieHre akta, IpoTOKOJa, JOKJIaIHOH,
CITy’keOHON 1 0OBSICHUTEITHLHOM 3aITHUCOK.

Camocmosmenvnas paboma: 1loBTopeHue npoiineHHoro marepuana. Pabora ¢ mureparypoi.

Texywuii KoHmpob: TECTUPOBAHUE

Mooyne 10. /lenosas u mexcoynapoonas nepenucka (leKyuu, camocmoamenvHas paboma,
KOHmpPOb)

Tema 1. /lesioBasi mepenucka
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Haznauenue u kiaccudukanust nenoBbIX muceM. Ilepenncka B J€IOBBIX KOMMYHUKAIHSX.
[TucbMeHHas! KOpPECTIOH ISHITHS

Tema 2. MexnyHapoaHasi nepenucka

MexyHapoaHble CTaHAapThl 1O oQOpMIIEHHIO JOKyMeHToB. IloaroroBka nenoBoit
KOPPECHOHJICHIIMU /IS 3apyOeXHbIX mapTHepoB. CTpykTypa ¢opMmyisipa U COCTaB PEKBH3HMTOB
ciy:ke0Horo nuchbma. TpeboBaHus K 0OPMIIEHUIO PEKBU3UTOB.

Camocmosmenvnas paboma: 1loBTopeHue mpoiiieHHoro marepuana. Pabora ¢ mureparypoit.

Texywuii KoHmpob: TECTUPOBAHUE

Mooyne 11. Xpanenue 0oKymenmoeg (nekyuu, camocmosamenvnas paboma, KOHmMpoJiv)

Tema 1. Texkyuiee xpanenue

d®opMupoBaHue W Tekyllee XpaHeHue jen. OrmnepaTMBHOE XpaHEHUE JIOKYMEHTOB.
Odopmnenne aen u nepeaada ux B apxuB. [ ocymapcTBEHHOE XpaHEHUE

Tema 2. ApxuBHOe XpaHeHHe

OreHKa 3HAYUMOCTH JTOKYMEHTOB M CPOKM HMX XpaHeHHUs. OCHOBBI 3aKOHOAATEIHCTBA IO
apXMBHOMY JIEIy.

Camocmosmenvnas paboma: IloBropenue npoiienHoro Mmatepuana. Pabora ¢ nureparypo.

Texywuii KOHMPOab: TECTUPOBAHUE

Mooyne 12. Cmasicupoeka. Iloozomoeka omuema o cmaxcupoexe

Hmozoswlii KOHmpoJtb: TCCTUPOBAHUEC
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5. INTAHUPYEMBIE PE3YJIbTATbBI OBYYEHUA

IIporpaMMa M ee MOIYIM HUMEIOT MEXKIUCHUILUIMHAPHBIA XapakTep, YTO IO3BOJSAET
¢dbopMupoBaTh TOTOBHOCTh K JIEJONPOM3BOACTBY U CEKpPETapcKoMy Jely ciymiatene B
COOTBETCTBHH C JICUCTBYIOIINM 3aKOHO/ATEILCTBOM U HOPMATHBHOM 0a30ii 6e3 oTpbIBa OT paboTHI,
C OTPBIBOM OT paboOThl, C YACTHUYHBIM OTPHIBOM OT pabOThl, HCHOIb3YS COBPEMEHHbIE
o0pa3oBaresbHbIe METO/Ibl U TEXHOJIOTHUH, B TOM YHCIIE AUCTAHIIMOHHOE U 3JIEKTPOHHOE O0ydeHHe,
a Taxke (popMHpoBaTh y ciaymiateneil 3HaHUS, YMEHUS UM HaBBIKK B OOJIACTH JI€JONPOU3BOJCTBA U
JOKYMEHTHPOBAHMSI.

HopmatuBHbIli  cpok  oOyueHuss Ha  Kypcax (mpoxoxiaeHue mpodeccrnoHalbHOM
NEPENOArOTOBKH) BHE 3aBUCHMOCTH OT MCIOJBb3YeMBIX ()OPM U TEXHOJOTHH OOyueHHs JOJKEH
COCTaBIIATEL 520 akageMUYeCKHUX YacoB.

B 3aBepuieHnn o0O0ydeHHs MO NpPOrpaMMe IPOBOJUTCS WTOTOBBIM KOHTPOJIb, B BHJE
TECTUPOBAHUS.

CraymatensM, YCHEUIHO MpPOIIEAIINM  aTTecTaluio, IMPUCBaMBaeTCs  KBaIU(UKAIUSA
«CnenuanuctT MO OpraHu3allMOHHOMY U JIOKYMEHTAallMOHHOMY OO€CIEYeHHI0 YIpaBiICHUS
OpraHu3anuen».

Cnymarenu, mpoleqmye oOydyeHHe Ha Kypcax MO JIONOJHUTEIbHOW NpoQecCHOHaIbHOU
oOpa3zoBareNbHOM  mporpamMme B cdepe HSKOHOMHKM M JeNonpou3BoacTBa  «OCHOBBI
JIeJIONPON3BOJICTBA M CEKPETAPCKOE ACITI0», O0NHCHbBL 3HAMD:

— OCHOBBI 3aKOHOZATENBCTBA B 00JaCTH KaJPOBOTO YIPABICHUS;

— TPYAOBOE 3aKOHOJATEIHCTBO U MHBIE AKThI, COJIEPIKAIINE HOPMBI TPYAOBOTO MPaBa;

— KaJIpoBYIO MH(OPMAIIHIO;

— TIpaBWJIa U HOPMbI OPOPMIIEHHUS KaJPOBBIX JOKYMEHTOB;

— HOPMBI U ITpaBuiia 0OPMIICHHUS CITY>KEOHOU U JeJI0BON JJOKYMEHTAIIHH;

— OCHOBHBIE CIIOCOOBI BEICHUS /I€JI0BOM MEPENUCKU U JTMYHOTO BPEMEHH PYKOBOJIUTEIS;
— TIIpaBWJIa U HOPMBI [TOBE/ICHUS, AEJI0BON ITHKH;

WHBIE BOIPOCHI, cornacHo mnepeuHas 3Hanui [lpukaza Muntpyaga Poccum ot 06.05.2015 N
276H «O6 yTBepkaeHnH MpodhecCHOHATBbHOTO cTaHaapTa «CrenuanucT 1Mo OpraHu3alliOHHOMY U
JOKYMEHTAIIMOHHOMY OOECTIEYCHHUIO YIIPAaBICHHUS OpraHu3aluein,

ymemp:

— 0(hOpMIIATh OCHOBHBIE KaJPOBBIE TOKYMEHTHI, TOKYMEHTHI 1O MPHEMY U YBOJHHEHHIO
PabOTHHUKOB;

— BECTH Y4YeT CBEJICHHI O MepcoHase, paboyero BpeMeHH;

— BECTH JJOKYMEHTO00OPOT Ha MpeNIpUsATHH;

— COCTaBJIATh OCHOBHbBIE CIIy>KEOHBIE U JI€TIOBbIE JOKYMEHTHI;

— BECTH JEJIOBYIO U MEXIYHAPOIHYIO IIEPEIIUCKY;

— BECTH JIMYHOE PacCluCaHue PyKOBOJIUTEIS;

uHOe, corylacHo nepeunas ymenuil [Ipukaza Muntpyna Poccun ot 06.05.2015 N 2761 «O6
yIBEp)KICHUH TpodeccuoHanbHOro crangapra «CHeuuManucT 1o  OpraHu3allMOHHOMY U
JOKYMEHTAIlMOHHOMY OOECIIEYECHHUIO YIIPAaBICHHUS OpraHu3aluein,

enademo:

— TMpaBWJIAMHU BEJCHUSI U 3all0JIHEHUS KaJpOBOW JOKYMEHTAIIHH;

— HOpPMAaMH COCTaBJICHUS JICJIOBOW U CITY)K€OHOH JTOKyMEHTAIINH;

— TpaBUJIAMH 3aI0JIHEHUS u BEJICHUS OpraHU3alMOHHO-PACIOPSAUTEIBHOM,
OpraHHU3alMOHHO-TIPABOBOM, HHPOPMAIIMOHHO-CITPABOYHON JOKYMEHTALIUN;

MHOE, COINIacHO nepeuHas TpynoBbix AeiictBull [Ipukasza Muntpyna Poccun ot 06.05.2015
N 2761 «O0 yTBepx)aeHuHU mpodeccunoHaIbHOTO cTanaapTa « CIeruaniucT M0 OPraHu3aliOHHOMY U
JOKYMEHTALIMOHHOMY OOECIIEUEHHIO YIIPaBICHUs OpraHu3auein.
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