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ITosicHUTENbHAA 3alIHCKA

Hacrosmas mporpamma BHeypouHO# aestenbHOocTH «[IpenmpodunsHas moaroroBka. YmnpasieHue odpucom» B 9 kilaccax HanvcaHa Ha OCHOBaHHH
CJIEIYIOLIMX HOPMATUBHBIX JOKYMEHTOB:
1. depepanpHoro 3akoHa «O6 o6pazoBanun B Poccuiickoit @enepauun» 2012 rona.

2.0I'0C ocHOBHOTO 00111ETO 00pa30BaHuUs, YTBEPKACHHBIM NpukazoM Munnpocseuienus PO ot 31.05.2021 Ne 287,

3. OcHOBHOI 00pa3oBaTeILHON TporpaMmbl OCHOBHOTO o61miero oopazoanus [ bOY COII moc. Komcomonbckuii, paspadorannas Ha ocHoBe @I'OC
u ©@OOIL.denepanbHbIi TOCY1apCTBEHHBIN 00pa30BaTEIbHBIN CTAaHAAPT OCHOBHOT'O 00111ero 00pa3oBaHMUs.

LlesieBoe Ha3HAYEHHE POTPAMMABI.

JlaHHas mporpaMma Iopa3yMeBaeT: 3HAKOMCTBO ydaIlluXcs ¢ 0coOeHHOCTsIMH Tpodeccuii cexperaps-pedepenta, opuc-MeHeKepa, MeHeKepa 1o
KaJpaMm, JeIONpPOU3BOIUTENS, (POPMHPOBAHUE TPEACTABICHUNH O MEHEIKMEHTE YEIOBEYCCKUX PECYpPCOB, JOKYMEHTAIMOHHOM OOECIICYCHUN
YIPaBJICHUS, CEKPETAPCKOM JieTie, 00eCTieueHre CUTYAIH TPOOBI TSl yUAIIUXCS B BBIMTOJIHEHUH OPHUCHBIX M CEKPETAPCKUX paboT.

MecTto Kypca B yueOHOM IJIaHe:
Kypc BHeypouHoii gestenbHOCTH « [IpennpoduiapHoii NOAroToBKH YTpaBieHne oprucom» paccuntana Ha 17 4. B rof, 0,5 gaca B Hezenmto B 9 kiacca.

B TI'bBOY COIII noc. KoMCOMOIBCKUI B COOTBETCTBHHU C MOJNOKEHUEM «O BHEYPOUHOH AEATEIBHOCTH» IPEAYCMOTPEHO OLICHUBAHUE AOCTHXKCHUN
00yJaronuxcsi Mo CUCTeMe «3au€T - He3a4ET». DopMa MPOMEKYTOUHOU aTTECTAIlUU - B BUJI€ TECTUPOBAHUSI.

I[nanupyemsble pe3yJibTaThI

VYyamuecs noxy4ar npeAcTaBieHue o:

npodeccusix cekpeTapb-pedepent, opuc-MeHepKep, MEHEHKEP M0 Kaapam, IeTOIPOU3BOIUTENb,
KBTM(DUKAIIMOHHBIX XapaKTEPUCTUKAX BhINIEyKa3aHHBIX podeccuti,

crenuguKe JOKyMEHTHOTO U 6€3J0KyMEHTHOT0 00CTyKUBaHUS,

TallMMeHePKMEHTe (TMpaBUIIax MJIAaHUPOBAHUS BPEMEHU U YIIPABICHHS PECypCamH).

Yuamuecs oCBOST:

-NpaBuJia BeJleHUs Tele(hOHHBIX IEPErOBOPOB;

-TIPUEMBI PETUCTPAINH JJOKYMEHTOB;



-TpaBUJIa COCTABIICHUS PEKBU3UTOB JOKYMEHTA;
-MpaBUJjIa 3aN0JTHEHUS PACTIOPAIUTEIILHON IOKYMEHTAIINH;

-TpaBuJIa 3an0JHEHUS HH(POPMAIIMOHHO-CIIPABOYHON TOKYMEHTAIINH;
-aJITOPUTM OPraHU3aIluH JICJIOBOTO COBEIIAHUS;

-aJITOPUTM YIIPABICHUSI BPEMEHEM U PeCypcaMu;

-TEXHUKH OOILEHUS.

-yJaruecs moaydaT OIbIT:

-aHaJIM3a JOKYMEHTAIIUH,

-o(hopMIICHUS JTOKYMEHTOB,

-TUTAHUPOBAHUS JCSITCILHOCTH,

-BeJIeHHUs TeJIe(OHHBIX IIEPErOBOPOB.

Coaepixanue mporpamMmbl

Tema 1. CekpeTapckoe aeino

ITpuem nocerureneil. Benenue tenedonnoro pasrosopa (TpeHuHr). dukcanus odpamieHuil (BXoadIiue, UCXoIAIIKe; CcBOiHAs TaliaMiia BOIPOCOB U
nHpopmanun).Opranuszanus padboTsl ¢ JOKyMEHTaMu (IpUeM U nepBUYHasi o0paboTKa, perucTpalus, KOHTPOJb 3a ucnonHeHueM). Tekyliee XxpaHeHue
JOKYMEHTOB (HOMEHKJIATyphl JieJ1, pOPMUPOBAHUE U XPAHEHUE JIe).

IIpakTukym:

-TenedoHHbIE TEPETOBOPHI 110 MOPYUEHHIO (PYKOBOIUTENS 00pa30BaTeIbHOIO YUPEKICHHS, KOMITAaHUU-TIApTHEPA U T.I1.).

- Beimonnenue 00s13aHHOCTEN cekpeTaps (aCCUCTEHTa) B IIKOJE, O(rce u T.II.

Tema 2. JIokyMeHTallMOHHOE OOeclieueHue yIpaBIeHUs

CocTraB HOpMaTUBHO-METOIMYECKON Oa3bl AETOMPOU3BOICTBA.

Bunsl nokymeHToB, ux kiaccugukanus. CoctaB peKBU3UTOB JJOKYMEHTOB.

O030p pacnopsaUTENbHON [TOKyMEeHTauuu (TMpuKas3, paclopsDKeHHe, YKa3aHHe, IOCTaHOBJIGHHE, pelIeHHe) W HH(OPMAalMOHHO-CIIPaBOYHOM
JOKyMEHTAIUH (CIPaBKH, TOKJIAHbIE, aKThl, JOBEPEHHOCTH U KOHTPAKTHI).

IIpakTukym:

- CocraBneHue JOKyMEHTOB (4-6 HAMMEHOBaHU Ha BBIOODP yUUTENs)

Tewma 3. OpranuzanmoHHoe obecreyeHue ypaBieHus

Opranu3zanys AeI0BOTO COBEIIAHNS U IEPETOBOPOB.

TaliMMmeHneKMEHT (TUTaHUpOBaHKUE BpeMeHH ). [[manupoBaHue pecypcos.

Wudopmuposanue nepconana opuca. Vickycero obmenus (tpenunr). Tabnuna 6eckondauktHoro noseaenus A. Eruzeca.
[IpakTukym:

- PazpaboTka niaHa opraHu3aiiy COBELIaHUA MO 33JJaHHBIM UCXO/HBIM JaHHBIM, COCTaBJICHHE OIO/IKETa MEPOTPUSATHSL.

- [InanupoBanue obecrneueHus pecypcaMu GyHKIMOHUPOBaHUS 0(drca MO 3aJaHHBIM UCXOIHBIM JAHHBIM U OIOJIKETY.




[IpenycMOTpeHO OILIEHUBAHUE TOCTUKEHUIH 00YUaIOIUXCsl IO CHCTEME «3a4€T - He3au€Ty». [IpomMexkyTouHas arTecTanus IpoBOAUTCS B hopme

JIEJIOBOU UTPBI.

TemaTn4eckoe IIAHUPOBaHUE HpelIHPO(l)HﬂLHOﬁ noAroTOBKH «anaB.ﬂe}me Oq)I/ICOM» 9 kiacc

No Tema ypoka Kon-Bo | Ocob6sie popmbl OCHOBHBIE BUIBI JIEATECILHOCTH O0YYAFOIITHUXCSI
yp. 4acoB OpraHu3aLu
ypoKa
1-2 Pa3nea 1. Cexperapckoe eJio. 2 TpeHunr @dukcupoBaTh 0OpallleHUs: BXOJAIINE, UCXOASAIINE; BECTH CBOAHYIO
[Tpuem nmocerureneii. YPOK-TIpakTUKYyM | TaOIHIly BOMPOCOB U MHGopMaiuu. Bectu tenedoHHbIe pa3roBophl
3 Opranu3zanus paboTsl ¢ 1 Ypok-6ecena Bectu npuem u nepBUYHy10 00pabOTKY, pETUCTPUPOBATH JOKYMEHTHI,
JIOKYMEHTaMU OCYHIECTBIISATh KOHTPOJIb 32 UCIIOJIHEHUEM

4-5 Tekyiiee XxpaHeHHE TOKYMEHTOB 2 Ypok-TipakTUKYM | BecTu HOMEHKIATyphl A€, OCYIIECTBISITh POPMUPOBAHUE U XPAHEHUE
JIeJ1; TeleQOHHBIE IEPETOBOPHI 110 OPYUEHUIO PYKOBOAUTENS
00pa30BaTEeNbHOTO YUPEKACHHUS

6-7 Pa3nea 2. /lokymeHTalIHOHHOE 2 YpOoK-IpaKTUKyM Brnazners HOpMaTHBHO-METOANYECKON 0a30i 1EeIONPOU3BOICTBA

odecreyeHue ynpaBJieHHsl
CocTaB HOpMaTUBHO-
METOINYECKOM 0a3bl
JIeJIONPOU3BOICTBA.

8-9 Bunbl 1oKyMeHTOB, X 2 YpoK-pakTHKYM Pacripenensate 1OKyMEHTHI IO BUJAM.
kiaccudukanusa. Cocras 3HAKOMUTBHCS C COCTAaBOM PEKBU3UTOB JIOKYMEHTOB
PEKBU3HUTOB JOKYMEHTOB.

10 00630p pacnopsiIUTETHLHON 1 Ypok-npakTukyM | YMeTh paboTaTh C paclOpsSAUTENbHON AOKyMeHTanue M3naBarpb

JOKYMEHTalluu MIPUKA3bl, pACIOPSKEHUS], YKa3aHUsl, TOCTAaHOBJICHUS, PELIEHMS])
PaboTats ¢ MH(pOpPMaITMOHHO-CIIPAaBOYHON JTOKYMEHTAIME! (CIIpaBKH,
JOKJIaJTHBIE, aKThl, JOBEPEHHOCTU U KOHTPAKTHI).
11-12 Pazgea 3. OpranusanuonHoe 2 Vpok-npaktukym | Pa3paboTka rutana opraHu3aiiuu COBEIIAHMS 10 33IaHHBIM UCXOIHBIM
olecrieyeHue ynpaBjieHHsA JTAHHBIM, COCTaBJIEHUE OI0JKETa MEPOIPUSTHS.
Opranuzanus 1eJI0BOro
COBEILAHUS U IIEPETOBOPOB.




13-15

Taiim MEeHEPKMEHT

YPpOK-IIpaKTUKYM

OCMBICIINBATh BCE CBOU MOCTYIKH U PCIICHHUA C TOYKH 3PpCHUSA UX
I_ICJ'ICCOO6p213HOCTI/I JUIA COOCTBEHHOTO Pa3BUTHA U COBCPIICHCTBOBAHMA.

16-17 WNudopmupoBanue nepcoHaia Ypok-npaktukym | Brnamers uckycctBom o0menus, [lons3oBaTbes Tabaumein
oduca 6eckonpnukTHOTO MoBeaeHus A. Eruneca. [lnanupoBanue obecnieueHus
pecypcamu (pyHKIIMOHUPOBaHUS O(rca MO 33JaHHBIM UCXOIHBIM JIaHHBIM
1 OIOJDKETY.
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