I ocynapcTBeHHOE aBTOHOMHOE ITpohecCHOoHaTbHOE 00pa3oBaTeIbHOE YUPEIKICHHE
«by3yJIyKCKHI CTPOUTENBHBIN KOJIIEIKY
r. bysynyka OpenOyprckoi obacTu

VTBEPXJIAIO

nupekTop [ AIIOY «bCK»
,. -/%H.H.FOPBKO

« OA» P 2079 .

INPOI'PAMMA

npogeccHOHATBHON MOAT0TOBKH

«Cekperapb-aJIMHHHCTPATOP»

. bysyiayk 2019 r.



AHHOTALMS NPOrPAMMBI

llporpamma npoecCHOHAIBHONU  TOJATOTOBKH  «CeKpeTapb-aJIMUHUCTPATOP» aJalTHPOBaHA K
yciaoBUsaM YueOHoro neHrpa I AIIOY «bCKy.

lIpaBooOmanaresns mporpaMmel: [ 0cyoapcmeeHnoe agmoHoMHoe npogheccuonalbioe 0bpazoeamenbHoe
yupexcoenue « by3yaykckuu cmpoumeibHblil Koieodicy 2. bysynyka Openbypeckoti obaacmiu

HopmaTuBHBINM CPOK OCBOEHHUSI IporpamMmel: 3 Mecsna (480 uacos npu ounoti hopme 06yuenus)

KBanudukanus BeITYCKHUKA: YPOBEHb KEALUDUKAYUU 3.



COJIEP)KAHUE

1. O0IIHE TOJTOMKCHMSI ..o oo et e

[.1. TpeboBauus K NOCTYNAOLWMM ...............
1.2. HopMaTUBHBIA CPOK OCBOEHMUS MPOTrpaMMBbl
1.9, LIERE PEANUSANIIY TIPOTPAMBIEL 1o sumems 50 s 200 ommans 5 § ¥ 5 6 sesmms e s s § 6 5aiseamns o 4 5 5 e AEmaaning 3§ 8 § frbasamsissss
1.4. XapakTepucTuka rnpucBauBaemMoi Ksaﬂudml{aunn
[.5.11TaHUPYEMBIE PE3YIIBTATBI OOYUECHMS. . ..ottt ettt e e e e e et e e e e e e e e e e e e e e,
1.6. HopmatuBHO-npaBoBasi OCHOBA MpOrpamMmbl

lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll
lllllllllllllllllllllllllllllllllllllllllllllllllllllllll
lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

llllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

2. Conepxkanue nporpaMmbi
L B <o) 211 5 ) 21 P

2.2. TemaTryeCcKkuit ny1iaH M coaepkaHue yueOHOU AMCUMIIIMHBI « DKOHOMMKA OpraHu3aLui 1
RO BT ) B 71 5

2.3. TemaTryeckuu ryiad v coaepkaHue yuyeOHOH AMCUMIUIMHLI «JlesloBas KybTypa v NCUX0JI0rus
81O HE L B

2.4. TemaTnyeckui riaH u coaepkaHue yueOHon aucumnninibl « OCHOBBI npasa. TpyaoBoe U
FPAKIAHCKOE 3AKOHOMATEIIBCTBO .+ttt ittt ettt et e et e et et e et e et e e e e e et e e e e e et te e e e e et ans s
2.5. Temaruueckuit nuan v coaepkanne y4eOHOW AMCUMIIMHBL «OXPAHA TPYIAAY «.ovvvvrevrnerennnnnnnn.
2.6. TemaTnueckuit nnan u coaepkaHue yueOHOM AUCUMMINHBI «loKyMeHTallMOHHOE 0OecreyeHue
VIIDABIICHMIIDY oo v vnos o000 0 vt simssnceioiminessnos s ens ssssns onnisesssssssssossisnsssss soossssonsnsses s sosnsnsnsssssysss

2.7. TemaTruecKkui rjan v coaepkanue yueOHoH aucumnninusl « MHGOpMaLIMOHHBIE TEXHOIOIUH B
MPOMPECCHOHATBHOM JEATEIIBHOCTHDY .« vttt ettt et ettt ettt et e e e et e et et e e e e e e e eeeen

2.8. TemaTnHuecKkui Tu1an U coaep:kaHue yueOHou aucumnantbl «PegakrupoBanue cirykeGHbIX
(001 Y (S )

2.9. TemaTruueckuii nyan v cojepkanue yueOHOM aucuunintbl « TexHuueckue cpeacTaa
D 02205 3 (1 B

2.10. TemaTrnueckuii niaxH u coaepKaHue nNpPakTHYECKOro o0y4eHus

iiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiii

3. Opranu3anHOHHO-NEAArOrHYeCKHE VCJI0OBHS Pean3a i NPoOrpaMmabl
3.1. MarepuajibHO-TEXHUUYECKHE YCJIOBHS

lllllllllllllllllllllllllllll

lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

2. YueOHO-MeToanueckoe H nHpopmMalMoHHoe obecreyeHne
3. Kagposbie yciioBus

..11
J.L. JFHCUHO-MCTOANYCCKOC M1 NMAQODMALlHMOHHOC ODCCIICYHCHHCE ... ... iiceciiirtecsorvoes casonnsassonssesssss
ﬁ
%

iiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiii

4. OueHKa Ka4ecTBA OCBOCHHS NPOrPaMMbl
O I 1 T 17 0] 1 o 0 1 S
4.2. IlpomexkyTouHas arrecraims
4.3. Urorosas arrecrauus

""""""""""""""""""""""""""""""""""""""""""""""""""""""

iiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiii

lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll

[Ipnaoxenus

OLEHOYHbIE CPe/ICTBA /151 MPOBEASHUSI MPOMEIKYTOYHOM aTTeCTalluU
Marepuans! Ui IpOBEACHUST KBATH(MUKALIMOHHOTIO YK3aMeHa
JK3aMEHaLMOHHbIE OUJIETbI

lllllllllllllllllllllllllllllllllllllll

lllllllllllllllllllllllllllllllllllllllllllllllll

.....................................................................................

o o 2




1. OBHINE MMOJIOKEHUMSI

1.1. TpeboBanusi K NOCTYNAKO UM
K o0yuenwuro o nanHoi nporpaMme 10MyCKaloTes M@, UMEOIIHE CpeHee oJHoe 00pa3oBaHue.

1.2. HopMaTHBHBIH CPOK OCBOEHHSI IPOrPAMMBbI

HopmatupHbIN CpOK 0cBOeHH nporpamMbl 480 yacoB ripu ouHOi (hopme 00yUueHusl.
B Tom uncne:

TEOPETUYECKUUN KypC 146 yacos,

MpakTuyeckoe oOyueHue 320 yacos,

KOHCYJIbTalMsl — 6 4acoB;

3K3aMEH — 8 4acoB.

Qb0bem MAKCUMAIbHOU Y4eOHO0U HazpY3KU 0OYYAIOe2ocs.:
ayTuTOpHOM — 30 4 B HEJIEJIIO,

BHEAYIUTOPHOU — 48 4 B HeJIeJIO.

1.3. Lleab peanun3zanuu nporpaMmmabl

bopmupoBanue TPYAOBBIX QYHKIHHA, HEOOXOIMMBIX JUIsl IPHOOPETEHUS KBATH(DUKALIHH «Cexkperapsb-
aIMUHUCTPATOP.

l.4.XapakTepucTuka npodeccnoHAILHOI AeITEILHOCTH BINYCKHUKA

OOnacth  mpodeccuonanbHoi  JeATe/IbHOCTH  —  OPraHM3allMOHHOE M JIOKYMEHTALMOHHOE
oOecreyeHHe yIpaBIeHUs OPraHU3aLUsIMK JTIOObIX OpPraHu3alMOHHO-TIPABOBBIX (HOPM.

Bun npodeccHoHanbHON  JIeATENbHOCTH:  JICATEILHOCTE  aJIMUHUCTPATUBHO-XO3SHCTBEHHAS M
BCIIOMOraTeIbHas AEATCJIbHOCTD M0 00eCHnEeUYeHUIO ()YHKIHMOHUPOBAHUS OpraHu3alliu.

[Ipu oOydvenun mo nannoi nporpamme y obyuaroumxes GOpMUPYIOTCS CleAyonme 0600IIEeHHbIE
TPYJOBBIE (PYHKIIHUH:

O0o0mennast rpyaoBast GyHKLMUA:

A: OpranuszalnnoHHoe odecrieueHue JesTelIbHOCTH OpraHu3aluu

Tpynosasi pyuxknms:

A/01.3 IIpuem u pacnipenenenue teiaepOHHBIX 3BOHKOB OPraHU3alliu

A/02.3 Opranuzauust paboThl ¢ MOCETUTEIISIMH OPraHHU3alUH

A/03.3 BrIrosiHeHHe KOOPAMHUPYIONHX U 00eCIeYyrBaroOMX (YHKIIHIA

1.5. llnanupyembie pe3yabTaTrhl 00y4eHHs

C [eJbIO OBJAACHUs YKA3aHHBIMH BHAAMH IPOQPECCHOHATBHON JIesTeIbHOCTH
O0YYarOIIUICH B XOJ1€ OCBOCHHUS IIPOrPAMMBbI JIOJIIKEH:

3JHATD:
A/01.3 Tlpuem u pacnipenenenue TeneGOHHBIX | - QYHKIKH, 38241, CTPYKTYpa OpraHu3aliiu, €e
3BOHKOB OpraHu3aiin CBSI3H;

- [IpaBHJIa B3aUMOJEHUCTBHS C IMAPTHEPAMH,

KJIMEHTAMH, CPeICTBAMH MAacCOBOM HH(pOpMaIHH;
- 9TUKA JICJIOBOro OOIIEeHUS:

- [IpaBHJIa PEYEBOI0 ATUKETA;
- TpeOdOBaHusl OXpaHbl TPyJia;

- [IpaBHJIa 3alHThl KOH(UIACHIUATIBLHON CIIyKeOHOM

UH(pOpMaLIHH
A/02.3 Opranusanus paboThbl ¢ MOCETHTENSMH | - IPABHJIA OPraHU3auH [IpUeMa IMOCETUTEIICH
OpraHu3aluu - [IpaBUJjIa JAEJIOBOT0 OOIIEHUS;

- CTPYKTypa OpraHu3alii U pacripeie/ieHue
 (QYHKUMH MEXKIY CTPYKTYPHBIMH MOAPA3/e/IeHUAMH
U CIICLHAJIUCTAM U,

- IpaBuJia OpraHu3alliu NpUeMoB B oduce;

- IpaBHJIa CEPBUPOBKHU YaHOTO (KO(EHHOro) ¢Toa;




- [IpaBuJIa MPUTOTOBJIEHUA U T1OJaYH FOPSIYUX
HAITUTKOB U 3aKYCOK K HUM;

- 9THKA JEJIOBOTI0O OOILIICHHUS

- IIpaBuJjia PEYEBOro ITUKETA,

- TpeOOBaHMSI OXpaHbl TPy Ja;

- IIpaBuJia 3alIM Thl KOH(DHUACHIIUAIBHON CIIyKeOHOM
HH(pOpMALIUH

A/03.3 BrmmongHeHue KOOPIAMHUPYIOLIUX U

o0ecrneynBarOmMX ()yHKIHI

- [IpaBuUJIa peueBOro 3TUKETA;

- 9THKA JAEJI0BOI0 OOILICHUS:

- TpeOOBaHus OXpaHbl TPy Aa;

- IpaBHJIA 3aIIUTHI KOHPUASHIMATILHOU CITYKEOHOM
HH(OPMAIIHU;

- CTPYKTYpa OpraHu3aliy U pacrpejielieHue
PYHKLIHE MKy CTPYKTYPHBIMU MOApPa3ACIICHUIMH
U CIIELIHAJIUCTAMMU

YMCThb.

A/01.3 Tlpuem u pacnpeaeenue Teae@oOHHBIX
3BOHKOB OpraHu3aliu

- UCII0JIL30BaTh TEXHUYECKHUE U [IPOrPAMMHBIE
CpeJICTBA JJIsI IIPOBEJACHUS IOJIOCOBOM MJIHM BHJICO-
KOH(DEPEHII-CBSI3U;

- UCITOJIB30BATh CPEJICTBA KOMMYHUKAIITHOHHON
OPITEXHUKH JJIsI TIOJYUYEHUS U TIEPEJ1avun
UH(OPMALIUH;

- BECTH YUYETHBIE PEruCTpaALlMOHHBIE (DOPMBI,
MCII0JIb30BaTh UX JJIs1 HH(POPMALIMOHHOU padOThI;
- YCTAHABJIMBATh KOHTAKT ¢ COOECEAHUKOM,
[MOJ/IEPKUBATH U PA3BUBATH JICJIOBYIO Oeceay B
npouecce Teae()OHHBIX TIEPErOBOPOB;

- CIJ1aKUBaTh KOH(DJIMKTHBIC U CJIOKHBIC CUTYaLIUH
MEWIIMYHOCTHOIO B3aUMOJICUCTBUS

- COOJIIOAATE CIYKEOHBIM ITUKET

A/02.3 Opranu3zanusi paboThl ¢ MOCETUTEIIIMH

OpraHu3aluu

- 001ATHCS C [TOCETUTEISIMU

- UCITOJIL30BaTh YCTAHOBJIEHHBIC MPaBUia U
[IPOUEAYPHl KOMMYHUKAIIMU BHYTPH OpraHU3aAIUH;
- BECTH YYETHBIC (DOPMBI, UCII0JIB30BATh UX JIJIS
pabOThI;

- CO3/1aBaTh IOJIOYKUTEIIBHBIA UMUK OpraHu3allu;
- IPUHUMATH MEPBI 110 Pa3PEIICHUIO KOH(JIUKTHBIX
CUTYalluH;

- IPUMEHSTH UH()OPMAITMOHHO-KOMMYHUKAIITMOHHBIE
TEXHOJIOTUH,;

- obecneynBaTh KOH(PUACHIIHATBHOCTD HH(OPMALIUH

A/03.3 DBpInojHEHHE KOOPAWHHUPYIOLIMX
00€eCeUynBarOIIUX (PYHKIIHMA

H

- COCTABJISAAITh M BECTH YUETHBIC JOKYMEHTBI;

- IPUMEHSATE CPeJICTBA KOMMYHHKALIMKU JIJIS]
[mepeaadu NopyyeHUu pyKOBOJIUTENSA U COTPYAHUKOB
OpraHu3aluu;

- IPUMEHSITHL COBPEMEHHBIE cpeJicTBa cOopa,
00pabOTKH U nepeavyu HHGpOpMaIUu;

- OLICHUBATh PE3Y/IbTATHI B paMKaX MOCTaBICHHBIX
3a/1a4:

- OCYIIECTBIIATH KOHTPOJIbL HCITOJTHEHUS TOPYUYCHUH
| PYKOBOJMTEJISI COTPY AHHKAMHU

HMETh NMPAKTHYECKHH ONbIT:

A/01.3 Ilpuem u pacnipenenenue TenedOHHBIX
| 3BOHKOB OpraHH3aluu

- [iepeHarpanieHue Tesae()OHHBIX 3BOHKOB

PYKOBOICTBY U COTPYIHUKAM OpraHU3aIUHu;
- PErUCTpALHS MTOCTYNMAKMIKUX TeJIC(DOHHBIX 3BOHKOB;




- MOJIy4YeHHUEe HEOOXOoUMOM MH(pOPMALIUU H TIepeaya
CAHKLIMOHUPOBAHHON MH(pOPMALIUH 110 TeJIe(OHY

A/02.3 Opranusamusi padoThl C IMOCETUTEISIMHU | - BCTpeya IMOCEeTUTEJICH, ITOJTyYECHHE TTIEPBUYHOM
OpraHu3aluu UH(OPMALIUHU O IMTOCETUTEIISIX U ITOMOII B
OpraHu3alMy UX MpuemMa pyKOBOAUTEIEM H
COTPYAHHUKAMH;

- BEJICHHUE KypHAaJia 3allUCH MTOCETUTEJICH:

- YYET IoceTUTes el U 0(hOpPMIIEHHE MPOIYCKOB:

- COJIEUCTBHUE ONEPATUBHOMY PACCMOTPEHUIO ITPOCHO
U IIPEJIOKEHUH [TOCETUTEIICH,;

- IIPUEM U Mepeaayda JOKYMEHTOB IIOCETUTETIEH
PYKOBOJICTBY M COTPYIHHUKAM OpraHHu3alluH;

- Opra"nusanus ¥ OpOHUPOBAHHUE NTEPETOBOPHBIX
KOMHAT:

- CEpBUPOBKA YaHHOTO (KO(QEMHOro) croia B ouce:
- IPUTOTOBJICHHUE HAITUTKOB (4ai, Kode,
[POXJIAIMTEJILHBIEC HAITUTKH )

A/03.3 DBrInonHeHUe KOOPAMHUPYIOUIMX WU | - BEJACHHE )KypHAJIa pa3be310B pabOTHUKOB
obecneunBaromuX (PyHKIHH OpraHyu3aluu; |

- KOOpArHaLus padOThl KYpbEPOB U BOJAUTEJIEH
OpraHu3alyu;

- BEJICHHUE JKypHAJa pa3be3/10B KYPhEPOB
OpraHu3alliyi U MapuipyTOB BOJAUTEJIEH;

- COCTaBJIEHHUE CIIPABKU O pa3zbesjiax pabOTHUKOB,
KYPbEPOB U MapuipyTax BOJUTEJIEH OpraHyu3aluu

1.6. IlIporpamma paszpabdorana Ha ocHoBe:

- Oenepanbubiil 3akoH «O0 obOpazoBanuu B Poccuiickoit Menepanum» ot 29.12.2012 No 273-®3 (pea. ot
26.07.2019);
- llpodeccmonanbupiii crangapt «CrielManucT 1Mo OpraHW3alMOHHOMY M JIOKYMEHTALIMOHHOMY OOECIIEUEHUIO

YIIPABJICHUSI OpraHusauyen», (yTBep. npukazom MuHuCcTEpeTBa Tpyjda M coUHalbHOM 3amuTbl PD ot
06.05.2015 r. Ne 276n);

- Ilpukaz Munsapasconpassurus PO ot 26.08.2010 r. Ne 7611 (pexn. ot 31.05.2011 r.) O6 yTBepKIeHUHU
EMMHOro KBaJM(UKALMOHHOIO CIIPABOYHMKA JOKHOCTEH PYKOBOIMTENEH, CHELHATUCTOB U CIIYKaLKX,
pazzen "KBam(pUuKaMOHHBIE XapaKTEPUCTUKH JOKHOCTEH pabOTHUKOB 00pa30BaHUs:;

- Pexomenganumu K pazpaborke yueOHBIX IIJIAHOB U MPOTPAMM JUJIsi KPATKOCPOYHOMH MOATOTOBKH I'PaykaaH I10

paboyuM mpogeccusm (0OCHOBHBIE TpeOOBaHUs) (PaCCMOTPEHO M corjiacoBaHo B MuHoOpa3zoBaHuu Poccuu
25.04.2000 r. Ne 186/17-11);

- Meroauveckne peKOMEHAAMH 110 pa3pa0OTKe OCHOBHBIX MPOQPECcCHOHANBHBIX 00pa30BaTe/IbHBIX

[IporpaMM W JIONOJIHUTEJIBHBIX  MPO(MECCUHOHAIBHBIX [POrpaMM C  YYE€TOM  COOTBETCTBYIOLIMX
MPO(PECCHOHANBHBIX CTaHAapTOB, YTB. MunobOpuayku Poccun 22.01.2015 r. Ne JTUJI-1/05 BH);

- [lpukas MunucrepcTsa odpasosanus u Hayku PO ot 2 urons 2013, 1. Ne 513 «O6 yTBep:KIeHUU NIEPEUHS

npodeccuii paboumx M JIOJDKHOCTEH CIy)Kal[UX, MO0 KOTOPHIM OCYUIECTBIIAETCS NPOdEecCHOHANIBHOE
o0yueHuey:;

-Ycras [ AIIOY «BCKw.




2. COAEPKAHUE ITPOI'PAMMBI

2.1. YueOHbIi nJian

No Kon-Bo [Ipomexyrounas | Wroroas
HaumenoBanue npeamMeToB
n/m 4acoB aTTecTalus aTTeCTallUs
I.TEOPETUYECKOE OBbYYEHHE
JKOHOMHYECKHI KYPC
.1 | OxonoMHKa Opranu3aluii U IpeIpusITUN 20 3a44ET -
Oo0merexnuueckuii (o0ueorpacieBoii) Kype
1.2 | JlenoBast KyJabTypa U [ICUXO0JI0T sl OOLLIEHUSI 10
[ 3 OcCHOBBI IIpaBa. Tpy10BOE U IpaKJaHCKOE g . _
3aKOHO1AaTeJILCTBO
1.4 | Oxpana Tpyaa 8
CrnennaJibHbIA KYPC
1.5 | JlokyMeHTalMoHHOE 00€eCIIeYeHHE YIIPaBJICHHUS 20
16 MupopMauroOHHBIE TEXHOJIOTHH B ITPOhEeCCHOHATBHOMN 6
NEesITeJIbHOCTH 3a4eT -
1.7 | PemaktupoBanue ciry:xeOHBIX JJOKYMEHTOB 26
1.8 | Texauueckue cpeacTna yrnpaBiIeHUS 26
2. IPAKTHUYECKOE OBYYEHMHUE
51 I;IpaKTHHGCKOG oOyyeHue. 190 - ]
KoMmmneroreprast 00paboTKa JIOKYMEHTOR
KoHcynbTarus 8
KBanupukaumoHHbIi 3K3amMen 8 KD
HUroro 480




2.2. Temarnyeckuii nuan n cogepskaHne y4e0Hoi THCHUILTHHbBI
«IKOHOMHKA OPraHH3AUMIT U IIPeNPHSTHID)

No Tema KosmyecTBo
n/n JaCoB
1 BBeenue B 9KOHOMUKY 2
2 [ IpousBoicTBO 2
3 llorpeOHOCTH 2
-} Preinok. Cripoc u nipeioxeHue. 2
S OCHOBBI IpEANPUHUMATEIILCTBA 2
6 Mauibriit Ousznec 2
7 Henbru. Mudnamus 2
3 busHec-nnannposanue 2
9 Hanorn -+
HUroro 20

T'ema 1. BBeaenune B ykonomucy.

[lonaTne »sKOHOMHYECKOH MOEIIH. MHKPO- M MakpO’KOHOMHKA. 3apoKIeHHE W pa3BUTHE
SKOHOMHYECKOM MBICIIM. 3HAKOMCTBO C Pa3IMYHBIMH  JSKOHOMHYECKHMH TeopusMu. OrnpejiesieHue
OKOHOMHKH. OCHOBHBIE KOHOMHYECKHE BONPOCHL. THIIBI YKOHOMHYECKHX CHCTEM. YYaCTHUKH pBIHKA.

JIOCTOMHCTBA W  HEAOCTATKHM PBIHOYHOW SKOHOMUKH. [IproOperenne HaBBIKOB MO 0OCITY)KHBAHHIO
[IoKymnaresieu

Tema 2. IIpousBoactBo.

lIpou3BoaCTBO — OCHOBa SKOHOMHKH. Gakropel  npomssogctea. Jloxox. Croumocts. Ilena.
I I]ppoOpeTenne HaBBIKOB 110 0OCTYIKUBAHHIO [TOKYIaTenel

Tema 3. [lorpednocrn.

Buapl notpebHOCTEH, IIpe1oKeHHi, norpedsieHue.
Tema 4. PoIHOK.

BHIBI PBIHKOB. Y4acTHE TrOCylapcTBA B PBHIHOYHOH HKOHOMHEKE. Oprasbl rocy1apcTBEHHOTO
BMenaTenbeTsa. Crnenuduka OupixeBoro puiHka. Buabl Gupik. bpoxeper. Jlunepsl. PeiHok Tpyma. Cnipoc #
peanoxenue tpyna. bespaboruua. Dddekr 3amenienus u 10x01a. PBIHOK KAHTLIOR. Buabl kanurasa.
AKTHB. JIukBuanocte. Ceynnbiii npoueHT. [IpocTble U Cl0KHBIE [IPOUCHTBI. JIMCKOHT. [IpHYHHBI MOsABIICHUS

OaHkoB. Ponb GaHkOB B cozmanmu nener. Akumu. OOnuranum. PLIHOK 3eMTH. Crpoc U npemioKeHue Ha
3EMITI0. DKOHOMHUYECKAsl U 3eMeJIbHAS PEHTA.

Tema S. OcHoBBI npeanpuHUMATEILCTBA.

OCHOBBI NIpEANPHHUMATENBCTBA:  KIACCH(GUKALUS, BHIb] NPEANPUHUMATEICKON JIeSITeJIbHOCTH.

AJIMUHHUCTPATHBHO-TIPABOBBLIE  (POPMB] [(IPEANPUHHUMATEILCTBA  AJIMHHHUCTPATUBHO-NIPABOBBIE  (DOPMEI
npeanpuaumareascrsa: AO, OOO, ToBapuiiecTsa).

Tema 6. MaJibiii OM3HecC.

KaK OTKPBITh CBOE JIEJI0: JOKYMEHTEI, MOPSIIOK, cpoku. Mapkerunr. PaspaboTka i co3anue ToBapa,
HOSHIMOHUPOBAHUC TOBApa, MPOLECC NPOABHIKEHUSA TOBapa U LeHooOpa3oBanue. MeHemkMeHT. OCHOBHBIE

(DYHKUMH YNpaBIeHUS: MJIAHUPOBAHUE, OPraHM3allisl,. MOTHBAIUS U KOHTpOJIb. llonsarue o Gankporcrae
(pupMbl (Ipeanpustes). PUCKH KOMMepPUeCKOH JesTeTbHOCTH.

Tema 7. lenwru. Undursuus.

OUHAHCOBBIE MPENOCHUIKH NPEANPUHHUMATELCTRA. JIH3HUL. Kpenutsl. DakTopuHr:
Tema 8. buszHec-nmanuposanue.

[lonste o Ousnec-ruiane. Coxepxanne w opopmiienne OusHec-uiaHa. CocTaBiieHUE pe3roMe
OusHec-1aHa. O3HaKOMIIEHHE ¢ OM3HEC-TIIIaHOM Gupmbl (mpeanpusTus)
Tema 9. Hastorn

Haoru u guckanbuas nonuruka. Buas! Hanoros. CTaBky., Cpoku ymnarel. Hasmorosas
Jlexnaparusi.

L]



2.3. Temaruyeckuil NJIaH N COAEpPKAHNE YYEOHOH AUCHHUIIIHHDI
«/leoBast KyJbTypa H NCHXO0JI0THS 00 LIEHU

No HaunmenoBanue pasaesa, TeMbl KosmmuecrBo
I/ JacoB

1 | O0mue cBeaeHust 00 3THYECKOH KYIbType 1

2 | Ilpodeccnonanbuas stuka. /leoBoi 3THKET l

3 | Kynbrypa TenepoHHOoro oouieHus 1

4 | Jlenosas Oecena, aenoBas nepernucka, ACJI0BOH ITPOTOKOII |

> | MiaTepbep paboyero momerienus, MMHDK CEKpeTaps-aIMHHUCTPATOPA 1

6 | OcoOeHHOCTH HAITMOHAJIBHON dTHKH |

7/ | llcuxomoruyeckue acreKkThbl A€JI0BOI0 OOIIEHHS |

8§ | MunuBuayanpHble 0OCOOCHHOCTH JIMYHOCTH B JIEJIOBOM OOIICHUH 1

9 | KoH(QIUKTEI B 1e710BOM 00IIIEHUH 1
10 | DcreTrnyeckas KyJbTypa JUUYHOCTH 1

HUroro 10

4eJI0BeKa K CBOEMY HpO(EeCCHOHAIEHOMY JIOJITY.

T'ema 1. O0mue cBegenus 00 yTHYECKOH KYJIbType

JTHKA B MOpab, X oTauuusa. Kateropuu stuku: 100po, 3110, OTBETCTBEHHOCTD, CIIPABEITHBOCTD,

JIOJIT — MOHATHE U coJiepkanue. HopMbl U nipaBuiia moseieHus, JSHCTBYIOIME B 00LIECTBE. DTUKA JAEIOBOTO
o01IIEHMS.

Tema 2. llpodeccuonanbuas yruka. /lesioBoit yruker

[Ipodeccuonanbupie MOpalbHbIE HOPMBI:  BEKIMBOCTh., KOPPEKTHOCTH, IIPEAYIPEAUTEILHOCTD,
TaKTUYHOCTh, TPY10JIIO0HE.

[Ipodeccuonanbras 3THKa KaK COBOKYITHOCTH MOPAIBHBIX HOPM, OINPEAESIONIMX OTHOIIEHHE

YUPEeIKACHUSA. KOAEKC YECTH JICJIOBOIO YeJIOBEKA.
[lonsTue nenosoro srukera. Illects ocHOBHBIX 3anoBe/ieit aeoBoro stukera no Jxex srep.

HopMmbl, mpaBuia mosejeHus W oOLIeHHS B JejoBoi  oOcranHoske. [IpaBuia oOparieHus,
[IPUBETCTBUS U MpeJICTaBICHUS CTOPOH. [Ipuem nocetureneit. BUsuTHbIC KAPTOUKH.

COCTABJICHHUIO JACJIOBOI'O ITHCHMA.
BIIMAHHC Ha BOCIPHUATHUE IIHUCHMA.

Tema 3. Kyabrypa resiedornoro oomenns

HpaBCTBE}HHaﬂ KYJbTYypa U OTBCTCTBCHHOCTL CCKpPETApPs

OcHOBHBIC TpeOOBaHWs K BEJEHHIO Telne()OHHOro pasroBopa. I[loarotoBka Kk ciyxkeGHOMY
TeJIe)OHHOMY PasroBOpY.

KommosunuonHble u peudeBble OCOOEHHOCTH ciIyxeOHOro Tene)OHHOro pasroropa. IlpaBuia
TE€Je(POHHOTO ITHKETA U BEIKITHBOCTH.

Tema 4. /lennosas 0ecena, nes10Basi mepenucka, 1eJ10B0il MPOTOKOJI

OcHoBHBIE TpeboBanus K aenoBoil Oecene. Kynbrypa ciyxebnoro pasrosopa. IIcHXOMOrHYecKHe
OCHOBBI J€JIOBOH Oece/ibl. PeueBOM 2 TUKET U BEIKJIUBOCTD.

CnykeOHas nepernucka Kak 4acTh AeJ0BOro stuxkera. CoCTaBISIOUIME JETOBORO TEKCTA: MBICIIb.
BHATHOCTH, 'PAMOTHOCTb, KOPPEKTHOCTh M HMX BJIMSHHE HA KA4yeCTBO JCJIOBOW Iepenucku. TpeboBanus K

BryTprOpranu3auronHas rnepenucka, oo1ue npasmuia COCTABISHHS TTHCEM.

JIeoBOi  MpOTOKOJ Kak CBOJA MNPaBHJ PEraMeHTHPYIOIIUX [MOPAA0K BCTPed M MPOBOJIOB,
[IpOBEJICHUs Oecel M [E€PEroBOPOB, OpraHuzanuy npueMoB u  T.0. OCOOEHHOCTH  JIeJIOBBIX
B3aHUMOOTHOLICHUN MEX/y opranusauusMu. [Ipuem wuHOCTpaHHBIX neneraumit. OQHUIHAIBLHBI [IPHEM.
Buzpl NpUeMOB U OuIHaIbHOE BpeMs uX npoBeenus. [Ipurnamenns. OduumraabHble BCTPEUH.

Tema 5. UnTepbep padoyero nomMemeHuns,, HMHIK CeKpeTapsi-aAMHHHCTPATOPA

KouBepTpl, OnaHku M moytoBas Oymara opraHusanui, GuUp™M, HX
Cxema COCTaBleHMUsl JICJIOBBIX MHCEM. BUIbl AETOBBIX TTHCEM.

MHtepbep pabouero moMerueHus — 4actb 00JacTh JeN0BOro 3THKETa, JUI0 GupMbL. OdopmieHwe

HHTepbepa O¢uca, TpedoBaHUsA K padoyeMy MecTy cekpeTaps-aJAMHHHUCTparopa. Mebelb, OCBeIleHHue,
O3€JICHEHHUE, [IBETOBAs raMMa IOMEILEHHUS.

I'pu 30HEI pabouero nomemeHus cexpeTaps-aaAMUHUCTPATOPA:

- OCHOBHas1, I'/Ie HAXOAUTCS CTOJI C IPUCTABKAMM 1 HEOOXOIMMOM OPIrTEXHUKOMN;
- 30Ha 00CITYyKMBaHUS ITOCETUTEIEH;




- BCIIOMOrareJibHasl 30Ha, I/Ie pacnoiararTes mKadbl, KOMMpoOBaJIbHBIA anmapar, Gpakce | T.11.
KynpTypa BHeWIHero Buaa cekperaps-aaMunuctparopa. CTuib B oaexie. JIeoBOH KOCTIOM.

Yxpawenus. llpuuecka, manukiop. Mcnonb3oBanue KocMeTHKH. MakusK, ONpATHOCTb. MaHepsbl
[TOBEJICHUS.

Tema 6. OcobenHOCTH HANMOHAIBLHON YTHKH
MeX1yHapOIHBIN 3TUKET, €r0 OCHOBHBIE IIPUHIIUIIEI.

OCOOCHHOCTH HAMOHAILHBIX YTHKETOB: aMEPUKAHCKOTO, aHIIMHCKOr0, HEMENKOro, GhpaHIy3CKoro,
SAITOHCKOT0, apadCKOToO.

Tema 7. Ilcuxosrornueckne acneKTsl AeJI0BOro 00 MEeHH I

Kiaccugukanus odmenus. Henocpeacteennoe (npsiMoe U KOCBEHHOE), MEXKTHYHOCTHOE, MACCOBOE
oOllIeHHE.

OCHOBHBIE THIIBI MEXKJIMYHOCTHOTO OOINEHHS: UMIIEPATUBHOE, MAHUITYJISTUBHOE U AHAIOTHYECKOE:
UX CYLIHOCTE.

MHOroQyHKIMOHATBHOCTE  00weHHs. DyHKIWH OOIMEeHUs: nparMaThdeckas, (OPMHUPYIOLILAs,
GYHKLMS NOATBEPXkKAEHUSA, (QYHKIMS OpraHu3alMu W [OJIEPKUBAHUS MEKTHUYHOCTHBIX OTHOLICHUI
BHYTPUJIMYHOCTHAST (DYHKIIMS.

Bunael oOmIeHHS: «KOHTAKT MAacok», NPUMHTHBHOE oO0IIeHHe, (GOpMalIbHO-POJIeBOE OOIIEHME.
JIeNIoBoe oOLIeHHe, CBETCKOe oOmenne. BepOanbhbie (cioBecHbie) W HeBepOalbHbIE CPECTBA OOIICHHS.
Buael HeBEpOAIBHBIX CPEJICTB OOIIEHHS.

Ipu  B3aUMOCBsI3aHHBIC CTOPOHBI CTPYKTYpPbI OOIIEHHs: KOMMYHMKATHBHAs, HHTEPAKTHBHAS,
[IEPLUENTHUBHAS; UX CYIIHOCTb.

PoJib BOCIIpUATHS ¥ MIOHUMaHHS B IIpoLecce oOLIeHMS.

OOmenre Kkak B3aMMOJEHCTBHE M KOMMyHHKalus. KOMMyHHKAaTHBHBIE -Gapbephbi: Oapeep
HEIIOHUMAaHHUS, Oapbephbl COLMAIBHO-KYIBTYPHOTO pasinyus, 6apbep OTHOIICHHS.

3HAYEHHE JKECTOB, MO3bl, MUMHKH, YJILIOKH, B3IJIS1a B JA€OBOM OOLIEHUH. Y CIEIIHOCTh 1eJI0BOIO
OOIIEHHUs B 3aBUCUMOCTH OT YMEHHUS CIIYIIATh COOECeIHUKA.

Tema 8. UnauBuayaibHbIe 0COOEHHOCTH JJHYHOCTH B J1€JI0BOM 00IEHHH

[lonsite o remmepamenTte. CBoiicTBa TemrepamenTta. THITBI TeMIEpaMEHTa, WX MCHXOJOIMUECKHE
XapaKTEePUCTHKH. XapaKTep H BoJis. YepThl XapakTepa: OTHOIIEHHE YEIOBEKA K JPYTHM JIIOJISIM, OTHOIICHHE
4eJI0BEKa K camMoMy cebe, K MHpY Beuwed, K Jey, K cBoeMy Tpyay. OCHOBHBbIE BOJIEBBbIE KAuyeCTBA:
[[EJICYCTPEMJICHHOCTh,  caMoo0JiaZlaHne,  caMOCTOSITeJIBHOCTh,  PEUIMTEIBHOCTh,  HACTOHYHBOCTD.
YHEPru4YHOCTh, HHUIIMATUBHOCTD, HCIIOJIHUTEIBHOCTh.

CocoOHOCTH — BaXKHOE YCJIOBHE yerexa B Ipo(heccHOHaNbHOM AesTeIbHOCTH.

Busbl sMoUuH M 4yBCTB. OTIMYHE IMOLKNE OT 4yBCTB. [IposiBIeHHEe 3MOIHMIA. 3HAYEHHUE SMOLMUI U
YYBCTB B )KM3HH YEJIOBEKA.

Tema 9. Kongpaukrel B /1€;10BOM 001IeHHH

I'unel KOHQIUKTOB: BHYTPUIMYHOCTHBIH, MEXKIHYHOCTHBIH, MEKIPYNIOBOH, KOHQIHKT MEK Y

FPYNIIOH M JTHYHOCTBIO, WX XapakTepucTuka. KoH(IMKTOreHbl, MX THIBI M POJb B BO3HHKHOBEHHH
KOH(JIUKTOB.

CTparerust mnoBeleHHs B KOH(GIMKTHBIX curyamusaX. CrnocoGbl paspelieHus KOHMIMKTOB —
[IPOJYKTHBHBIE (KOHCTPYKTHBHBIC) M HENPOYKTHBHBIE (JIECTPYKTHBHEIE), HX XaPAKTEPUCTHKA.

[laTe  cTparernit noBeNeHMs: COMEPHHYECTBO. COTPYIHUYECTRO, KOMITpOMUCC, u30eraHue,
[IPUCIIOCOOJICEHHE; UX CYLIHOCTD.

OCHOBHBIE ITpaBUJIA MTOBEJACHUS B KOH(INKTAX.
Tema 10. Derernyeckas KyJabTYpa JHYHOCTH

IJCTETHKA KaK HayKa O HPHPOJIE U 3aKOHOMEPHOCTSIX ICTETHUYECKOTO OCBOCHHUS 1eHCTBUTENBHOCTH.
€O TBOPYCCTBE MO 3aKOHAM KpaCOThD). KaTeropmm sCcTeTHYECKMX OTHOLICHHH: npekpacHoe, 0e300pazHoe,
BO3BBLILICHHOC, HU3MCHHOE, TParu4eckoe, KOMHYECKOE. DCTeTHYecKas KyJbTypa JUYHOCTH. BocnuraHue

BKyca. OCTETHKa KyJIbTYPbl Pa3HBIX CTpaH. DCTETHKA MaTepHalIbHON KYJIbTYpPBbL. lTexHHYecKass Wu
[IPOU3BOJACTBEHHAs 3CTeTHKA. J{13aiiH.

-




2.4. TemaTn4yeckuii nJIaH v coaep:kanue yaeOHOoH AUCHH I THHDI
«OcHoBbl npaBa. TpyaoBoe n rpakaiaHcKoe 3aK0HOAATEILCTBOY

UToro

No HanmenoBanue pasaesa, remMsl Koum4ecTnBo
n/n 4acoB
| | Tlonsitie Tpy1oBoro gorosopa, ero (popmbl, MOPSJIOK 3aKIIOUEHHS 1 IIPEKPALICHHS . I
2 | Pabouee Bpems ¥ BpeMs OT/bIXA, THCHMILUIHHA W OXPaHa TPY/Ia 1
3 | 3apaboTHas miara, COUHATbHBIE TAPAHTHH U KOMITEHCALIHMH 2
4 1 pynoBeie criopsl, mopsiiok ux paspemenus. Koaeke Poccuiickoii Denepanmuu 00 5
aIMUHHCTPATHUBHBIX MPaBOHAPYILIEHHSIX
> | OCHOBBI 3aKOHOIATENILCTBA U TpaBa B cdepe OLITOBOro 00CTYKUBAHMUS 2
8

T'ema 1. Ilousitue TpymoBoro noroBopa, ero Gpopmbl, MOPSAOK 3AKJII0OYEHHS M NnpeKpameHus
[lonsaTne 3akOHHOCTM H TIpaBONMOpSAKA. TpPYIOBBIE OTHOILEHUS. CTOpPOHBI TPYJAOBBIX OTHOILIEHHMIA.
OCHOBHbBIE TpaBa M O00sI3aHHOCTH pabOTHHUKA H paboTOATEs. [IpaBoBoe perynupoBanue TpyaoBbIX

OTHOIICHHMM, 3aKJIFOYEHHE M IIpeKpallleHHe TPYAOBBIX OTHOMmeHuH. OOmme M0JI0KEeHHS TPYJA0BOI0

joroBopa. llopsiok 3aikimoueHust TpyJ0BOro JOroBOpa, BHECEHHS B HEr0 H3MEHEHHH H [IpeKpalleHus
TPYZOBOI'O JI0rOBOPA.

T'ema 2. Pabouee Bpemsi m Bpemst 0T/1bIXA, AMCHHILIMHA H OXPAHA Tpy/aA.

[lousitue  paGouero  Bpemenu. [lpogosmkurensHocTs  paGoyero BpEMEHHU  (HOpMaJIbHasl.
COKpallleHHasA, HemoJjHas). Pabora B HOUHOe BpeMsi W 3a mpeaeiamMH IMPOJOJKHTEIBHOCTH PAboyero
BpeMeHH. Pexum pabouero spemenu. Bpemst orabixa. Ilepepsibl B paGore. BIXO[HBIE H He padbouue
npasaHugnele AHH. Otnycka. Jlucuunmuba tpyaa. OcoGeHHOCTH peryJupoBaHMs TPYAa YKEHIIHH, JIUIL C
CEMEHHBIMH 00s3aHHOCTAMU. OCOOEHHOCTH PEerylupoBaHus TpyJda pPabOTHHKOB B Bo3pacte 10 18 ier.
[loomrpenust 3a Tpya U AMCHUIUTHHAPHBIE B3bICKAHUS. TpeGoBaHHs OXpaHbl Tpyaa. Opranu3amnus OXpaHsbl
Tpy/a.

Tema 3. 3apabornas niara, conHaabHbIe FAPAHTHH U KOMITEHCALINH.

Omnara Tpyzna. YcraHnoBieHue 3apaboTHOIl niartbl. CHCTEMBI OIUIATHI Tpyaa. llopsiaok BeImIaTHI
3apaboTHOM miatel. OruiaTa CBepXypouHOil paboThl. OnnaTa TpyJa B BBIXOIAHBIE H He padoune
MpasaHu4IHbIe OHH. OmuiaTa Tpylda B HOYHOE BpeMs. YIep)KaHus W3 3apaOOTHOM miaarel | ApaHTUH IIpU
HAalpaBJICHUH PAOOTHUKOB B CIily>KeOHble KOMAHIUPOBKH, IPYrHE CIYKeOHBIE MOE3IKH. [ ‘apanTuu wu

KOMIICHCAMK PabOTHUKAM, CBSI3aHHBIE C PACTOPXKEHHEM TPYJOBOIO JIOrOBOPA, APYrHe rapaHTUH U
KOMIIEHCAIIUH.

T'ema 4. Tpynosbie cnnopbl, HOPSIA0K UX pa3penieHusl.

3almrTa  TPYAOBBIX MmpaB M cBoOOA. PaccMoTpeHme U paspelinenue TPY/JIOBBIX  CIIOPOB.
OTBETCTBEHHOCTb 3a HApYLIEHHE TPYAOBOIO 3aKOHOJATEILCTBA M HHBIX AKTOB. COZIepIKaIllUX HOPMBI
TPYZOBOrO IpaBa. 3alldTa TPYAOBBLIX NpPaB M 3aKOHHLIX MHTEPECOB PaOOTHHKOB podhecCuOHANTBHBIMH

Coro3amMu. PacCMOTpeHHE W paspellieHHe HHAMBHAYAJIbHBIX TPYI0BbIX CIIOpOB. “PaccmoTpeHue
pa3peleHUe KOJUICKTUBHBIX TPYI0BBIX CIIOPOB.

T'ema 5.0cHoBbI 3aK0HOAaTEILCTBA M NIpaBa B cdepe OBLITOBOro 00C/Iy KM BAHUSI
[lonsatne u cywnHocTs mnpasa/llpaBooTHOMmICHHS M [MpaBOHAPYLICHUsS KOHCTUTYLHMOHHO-TIPABOBOII
CTatyC 4ejioseka u rpaxaanuHa B POD llpaBo coGcTBenHOCTH M apyrue BeliHble MpaBa. [Opunueckue

JTULA: TIOHATHE, BU/IBL: | pyIOBbIC OTHOIIEHHUSI H TPYJ0BOit 10roBop Pexum tpyna. PaGouee BpEMsI U BpEMSI
OTJIbIXA.




2.5. Temarnyeckuil njian v coaep:kanue y4eOHOM QUCUUILIHHBI
«OxpaHna Tpyaa»

Ne HaumenoBanue pasje/ia, TeMbl KosmuecTBo
I/ 4aCOB
I | 3akoHOaTENIBCTBO B 00JIACTH OXPaHbl TPY/1a 2
2 | DnexkTpode30nacHOCTh 2
3 | Iloxxapnast 6e3011acHOCTb !
HUroro 8

Tema 1. 3akonoaareabcTBO B 00/1aCTH OXPAHBI TPY/A.

HopmaTtiBHbBIE JOKYMEHTBI 10 OXpaHe TpyAa M 370poBbi. llpaBa U 00sS3aHHOCTH pabOTHUKOB B
obnacTH OXpaHbl Tpyaa. Mepbl BO3/eHCTBHS, NPUMEHSEMbIE K HAPYIINTEIAM HHCTPYKIIHIL. Bornpocsl
FMIHEHBl W npopcaHuTapud.  OTBETCTBEHHOCTh AAMHMHHCTPALMM ¥ TPEINPUATHA 33 HapyIICHHE
OezomacHbIX ycioBuid Tpyna. KOHTpoJAb ©  HAm30p 3a COCTOSIHHEM IPABHII [0 OXpaHe TpyJa
3aKOHOZATeNIbHbIE MAaTePUabl 110 OXPaHe TPY/a MMOAPOCTKOB, JKEHIIMH U MaTepeil. Y1paBjaeHUEe 0XpaHOH
Tpyaa Pojb, CTpyKTypa H 3aja4yu ciykObl OXpaHbl Tpyaa. I[liaHupoBanue paboTHL. OneparuBHOE
pykoBOACTBO. OOmme tpeboBanus K Oe3omacHoCTH Tpyaa Buabl MHCTpykTaka. OCHOBHBIE TOHATHS O
TpaBMaTH3ME M €r0 NPHYHHbI, Npod3adoseBanns. Buabl u npaBuia NpoBeAeHHs HHCTPYKTAXKA M0 OXpaHe

TpyAa. OOmme TpeboBaHus O€30MaCHOCTH HAa TEPPUTOPHHM OPraHU3allMM W B [IPOU3BO/ICTBEHHBIX
nomeleHusx. [lonsitue 00 omacHbIX 30HaX U TPeOOBAHUS K UX OrPAIKICHHUIO.

Tema 2. DaekTpode30nacHoCTb.

OOmue TtpeboBaHHsA O€30IaCHOCTH HA TEPPUTOPHH OPraHU3allMh H B [IPOU3BO/ICTBEHHBIX
MOMELICHHUAX. OCHOBBI 2JIeKTpoOe3onacHOCTH. Bo3aelicTBrue 3/1eKTPHUECKOr0 TOKA HA 4YeIOBEKA. [ lepsas
[IOMOLIb IIPH MOPAKEHUH NEKTPUYECKUM TOKOM. OcoBeHHOCTH obecneueHus 6e30MacHbIX YCIIOBUM Tpyna
Ha MPOM3BOACTBE Kiaccudukanms s1eKTpoycTaHOBOK, MPOU3BOACTBEHHBIX TTOMEIICHHUI U YCIIOBHI] padoT
[10 CTEIEHH ICKTPOOE30MacHOCTH. TpeboBanus K 21eKTPOTEXHUUECKOMY MepcoHany. OCHOBHBIE CIIOCOOI
H CPEACTBA 3alIUTBI OT MOPAKEHUS JICKTPUUCCKHM TOKOM IpH padoTe Ha IEKTPOYCTAHOBKAX. 3alIUTHOE
3a3eMJICHHE. 3aHyjeHHe. 3alMTHOE OTKIIOUYeHHe. OpraHu3alMOHHbIE MEPONPHSITHS, 00ECHeYnBaAIOLLIE
0€30MmacHOCTh PadoT B JEHCTBYIOIIMX 3JI€KTPOYCTAHOBKAX. Brlnavya Hapsaa, Z0MyCK. HaJI30p U 3aBEplLICHHUE
padoT 1o Hapsjay. TeXHHYecKHe MepPONpPHUATHS, 00eCreUHBarolie Oe30MaCHOCTD padoOT B JEUCTBYIOLIHUX
NIEKTPOYCTaHOBKAX. OTIIIIOYEHHE 3IEKTPOYCTAHOBKH, BBIBEIIHBAHHME IUJIAKATOB, MPOBEPKA OTCYTCTBUS
HATIPSOKCHUST, HAJIOXKEHHE 3a3€MJICHMS.  DJEKTPO3aUIMTHBIE CpeJcTBa. VIHAUBHAyalbHBIE 3alUTHBIE
cpeacTBa. VicnpITanue 1 KOHTPOJIb. ATMOC(HEPHOE HJICKTPUUECTBO U MOJTHHE3AIHTA.

Tema 3. lloxkapuas 6e30nacHoCTD.

OoOwre TpeboBaHus MOKAPHOH Oe30MacHOCTH HA TEPPUTOPUH OpraHM3aluyu U B MPOU3BOJACTBEHHbIX
noMemeHuaX. O0Lme MOHITHS O TOPEHHH U MOXKAPHO OMACHOCTH BELIECTB M MATEPHAJIOB, [IOMEILCHUH 1
Hapy»XHBIX  YCTAHOBOK. OcobenHoctu  obecrieyeHus Oe30IMacHBIX  yCJIOBHH  Tpyaa  Ha
IPOU3BOACTBE.UCHOBHBIC NPUYMHBI BO3HHUKHOBEHHsI I10KAPOB U  B3PBIBOB. OueHKa B3pBIBO- W
[0XKapoOnacHoCcTH. Mepel npeynpekaenns MoXkapos U B3pbiBoB. CHCTeMa MOXKapHOH 6e30MacHOCTH Ha
[IPOMBIIIIICHHOM npeanpusaTiu. OOmmue TpeCoBaHus K 00eCeUeHHIO TOkKAPHOH Oe30MmacHOCTH. lIpaBuia
[MOJIb30BAHHUS OTKPBITBIM  OIHEM. [IporuBonoxaproe o0OpyrOBaHHE 3JaHHH M COOPYIKEHHI.
[I[poTuBOomOXKapHas TexHHKA: CBSI3b W curHaimsaiusg.  CrocoObl u CpeACTBA TYIICHUS I10KapOB.
[locnenoBarenbHOCTh IEHCTBUS PaboOyero npu BO3ZHUKHOBEHUH rnokapa. JBakyauus JIOAEH TpH Ioxape.
Okaszanue nepBOH MOMOIIM TIPH 0KOraX H OTPABJICHHH Ta30M. I'peboBanns noxapHoi 0e30macHOCTH K

JIEKTPOYCTAHOBKAM. Tymenue mokapa B JIEKTPOYCTAaHOBKAX. [IpaBuna  mosp30oBaHusd
AJICKTPOHArpeBaTEIbHLIMHU IIPHOOPAM.




2.6. TemaTnyeckuii myian u coaep:kanne y4eOHOH JHCHUIIHHDI
«/lokymMeHTanmoHHOE obecnevyeHHe ynpaBJIeHH s

Ne HaumenoBanmue pasjejia, TeMbl KosmmuecrBo
/1 4aCcoB
| | Cexperapb-aJIMUHUCTPATOP B CTPYKTYPE YIPABIICHHS 2
2 | Cekperapb-aAMUHUCTPATOP — JIOBEPEHHOE JIHILO U IIOMOILHHUK PYKOBOIUTEISI 2
3 | Opranusanus npuema rpaxaas 2
4 | llogroroBka u o0ciy>KMBaHKUE COBEIIAHUI 2
S | Opranusanust paboThl cekpeTapsi-aIMHHHCTPATOpa 2
6 | JIoKymMeHTBI 2
- I'peboBatust K 0POpMIIEHHIO OCHOBHBIX BHIOB OPraHU3alHOHHO-PACTIOPS AU TEIbHBIX 5
JIOKYMEHTOB
8 | JlokyMeHTHpOBaHHE TPYAOBBIX MTPABOOTHOIIECHHI 2
9 | Opraausanus paboThl ¢ JOKYMEHTAMH -}
HUroro 20

Tema 1. Cexperapb-aAMHHHCTPATOP B CTPYKTYPE YIIPABJICHHUS

Ponmb 1 Mecro cekperaps-aaMHHHCTpaTOpa B CTPYKType yrpaBieHus. OpraHu3amdoHHOE M
HH(POPMALIMOHHO-IOKYMEHTAIIMOHHOE 00CTY)KUBAHHE — IJIaBHAs 00eCIeunBaroLas GyHKLIHS yripaBJIeHHS.
Kpanmupukanuonneie TpeOOBAHUSI K JIOJDKHOCTH CeKpeTapsi-aAMuHHCTpaTopa. COOTHOIIEHNE TBOPUYECKHX,
JIOTHYCCKUX M TEXHHYECKUX BUJIOB padoOT. | peboBanus K IMUYHBIM KauecTBaM ceKpeTapsi-aMHHHUCTPATOPA.

J\OJDKHOCTHAsI HHCTPYKLHS CeKpeTaps-aAMUHUCTpaTopa. E& cTpykTypa, conepkaHue.

HopMaTHBHO-METOIMUECKHE aKThl, PeriaMeHTUPYIOIHE paboTy ceKpeTaps-aJIMHHUCTPATOPA.

CHpaBOYHMKH M HMX 3HAaYeHME B CEKPEeTapCcKOM OO0CIHY)KMBAHUU (CIPABOYHHUK IO ropojay,

TEJIC(DOHHBIA  CIIPABOYHHK, CIPABOYHHMK aApecoB Internet, CHpPAaBOYHHK BHYTPEHHHX TeJIe(POHOB
OpraHu3alMu, CJIIOBaApU U JIp.).

Tema 2. Cexperapb-aIMHHHCTPATOP — 1OBEPEHHOE JIMIO U NOMOIIHUK PYKOBOIHTE/ISI

OKa3aHue MOMOIIHM PYKOBOAUTENIO B INIAHUPOBAHUK PabOYero JHs: MPEIOCTaBICHUE TIOYYEHHOMN K
Havasly pabouero aHs ¥ 0OpaboTaHHOH HMH(]OpPMALMHU, JOKYMEHTOB, IEPEYHs 3aJaHHil ¢ HCTEKAIOLIAMH
CPOKaMM HCIIOJIHCHHSI, MEPEYHS 3allJIAHUPOBAHHBIX BCTpEY, COBELIAHUMN, TeJIe()OHHBIX IIEPETOBOPOB U T.JI.
OkasaHue MOMOUIM PYKOBOJAMTENIO B peajH3alMy IUlaHa ero paboyero THS: peryjiupoBaHue Ipuéma
[IOCETUTEJICH, TEJICPOHHBIX EPErOBOPOB, MNPEJOCTaBICHUE HEOOX0AMMONH MHPOPMALIMK U JIOKYMEHTOB H
T.11. Opranusanus rnpuema nocerureseil. Beaenue tenedonnsix neperoropos. [loaroroska KOMaHJIUPOBOK.

Tema 3. Opranusauust npuemMa rpaskiaH

3HaUCHUE JIMYHOTO NpuéMa rpaxJaH pykoBomurtesem. OGOpypOBaHHE MPHEMHOIN. OnpeneneHue
MECTa U BpeMmeHH npuéma. «Hemasy» crnpaska. IlpensapurtensHas sanuck. Berpewa rpaxknan. Bemenwe

KypHasa npuema. Mugpopmarinonroe odenyknupanue. 110roToBka HEMBIX CIIPABOK JUTSL IPUEMHOI, 3aTHCh
FpakJ1aH Ha IPUEM.

Tema 4. [loaroroBka u 00CaYKHBAHUE COBeNAHHI

[loaroroska cosemanuii. Mecto U 3HaueHHE COBELIAHUI B YIIPABICHUYECKON NEATENbHOCTH. BHIbI
COBCLIIaHHUM.

OOciy)KHBaHHE OIEPaTHBHBIX cOBelaniii. OMoBeIeHNe COTPYAHUKOB — YYACTHHKOB COBEIIAHHS.

[lonroroska xabunera pyxoBoautesns. [Ipuem Bcex Tee)OHHBIX BLI30OBOB M [TOCETUTEICH.

OOcny)KuBaHKe MJIAHOBBIX COBEUIAHUI ¢ GONIBIIMM YHCIIOM YUACTHHKOB

Opranu3aiioOHHO-TEXHUUECKHE MEPOINPUATHS 110 MOATOTOBKE COBEIIAHMWN: COCTABIICHUE MOBECTKH
AR, OLPEACIICHUE Kpyra YYaCTHUKOB, COCTABJICHHE IIPUTIIALICHU M, OMOBEIECHHE YYACTHUKOB, COCTARJICHHE
YTOYHEHHOI'O CHHCKa YYaCTHHUKOB, MOATOTOBKA MATEPHAIOB Ul PACCMOTPEHHS HA COBEIAHHH (cOop u

PasMHOXKEHHE); 3aKa3 FOCTHHHUIIBI, 3aKa3 TPAHCIOPTA, OPraHU3alMsl KYJbTYPHO-MACCOBBIX MEPOIIPUATUH,
BBIOOP U MPOBEPKA FOTOBHOCTH MOMELICHHSI, TOATOTOBKA TEXHUYECKHUX CPEJICTB.




[logroroBka BuaeokoH(pepeHuuil. CocTaBiieHHe MOBECTKM JHA, CIIMCKA YYACTHUKOB, IHChMa-
[IpUTIALICHHUS.
Berpeua yyactHukoB. Perucrpanust yyacTHHKOB, e€ nienu. Pasnaya marepuanos. Posb cekperapst BO

BpeMs NPOBEACHUs coBewaHus. llopsmok mOKyMeHTMpOBaHMSI COBELIAHHS: CTEHOTrpamma, (poHOrpamma,
BHJICO3AMUCH, ITPOTOKOL.

Tema 5. Opranusauus padoTbl ceKpeTapsi-aIMUHHCTPATOPA

[InanupoBanune padouero aus. [ToBceHeBHBIC BUIBI paboT cCeKpeTaps-aIMUHHCTPATOPA.

Buzipl paboT, COriacoBaHHbIE II0 BPEMEHU € PaboTOil pyKOBOIAMTENS: MOANMCAHHUE IOKYMEHTOB,
[IPHEM COTPYAHUKOB OpraHu3aliu, IpuéM rpax/aH, IPOBEJACHUE OMEPATHBHLIX COBEIaHUM (eXeaHEBHBIE,
¢’KEHeJle/IbHbIe) U T.4. HempenBuiaenuble cuTyanuu B paboTe cekperaps-aJMHHHCTpATOpa. EjkeaHeBHBbII
MOPANOK Havyasa W OKOHYaHHsl padouero aus. CoOirogeHue pexuMa Tpyaa H OTAbIXa. llepephiBbl,
(bu3KyIbTYpHBIE Nay3bl. CaHUTApHBIE HOPMBI ITPH paboTe HA KOMITBIOTEPE.

SHaUCHHE DPAlMOHAIBHOM Opranmsaluu pabodero Mecra cekperaps-aAMHHHMCTpaTopa. MHTEphep
MPUEMHOM. 30HBI paboyvero mMecra CeKperapsi-aMHHUCTPATOpA; HazHAvYeHHe Kax1oil 30HbI. KomdoprHoe
COCTOsiHHE paOodvero wmecra. Paboumii cTon cekperapsi-aMHHHCTpAaTOpa. Buabl O(GUCHON TEeXHHKH.

[IPUMEHAEMBIC B paboTe cekperaps-aaMuHucTpatopa. ObopyaoBanue padoyero Mecta opUCHON TEXHHUKOM
H €€ pasMeIlCHHUE.

Tema 6. JlokymeHTBI

[lonsitie o pokymenrtax m crnocobax moKyMeHTHpoBaHHs. Poib HMHGOPMALMH B COIMAIBHO-
SKOHOMHYECKHX Ipoueccax. DenepanbHblii 3axkoH «O0 uuHpopmamuu, HHGOPMATH3ALMM M 3aALIUTE
nHpopmaunmwy. [TomudynxuuonanbHocTs JoKyMenTa. Mudopmannonnas, KOMMYHHKATHBHAS, COLMAJIbHAS,
KyJIbTypHas, yIpaBJICHYECKasl, TPpaBOBasi, HCTOpUUECKas U JIpyrue PyHKIHH JOKYMEHTOB.

[lonsitue o noxkymenTHpoBaHuH. OCHOBHBIE CIOCOOBI JOKYMEHTHpOBAHHS. MarepuaibHble
HOCHTEIM HHQOpMaLHH. [eKCToBble, rpadHyecKhe, MalIHHOYMTAEMBIE JOKYMEHTHI, (POHOIOKYMEHTHI.
BussHHEe HAyYHO-TEXHUYECKOTO Mporpecca Ha JOKYMEHT U JI0KYMEHTHPOBAHUE.

YHuQukaus W craHgaptuszauds. llonsTtHe  «cHcTeMa  JIOKYMEHTALIMHY», ee [TPU3HAKH.
QOyYHKIHOHAJIBHBIE U OTPACJIEBBIC CHCTEMBI JIOKYMEHTALIMH.

[lonsitue  «ynuuuuposannas cucrema JgokymeHTammuy». COCTaB  YHU(GHIMPOBAHHBIX CHCTEM
JIOKYMEHTaUMU. | 0Cy1apCTBEHHbIE CTAH1apPThl HA YHU(HIIHPOBAHHBIE CHCTEMbI JIOKYMEHTAIINH.
Dopmynsip  TOKyMEHTa W €ro COCTaBHble 4YacTH. TpeGoBaHus K O(OPMICHHUIO PEKBH3HUTORB

JOKYMEHTOB M OnankaMm. llonstue «Onank nokymeHTa», ero poiib B 0OPMIIEHHMH JOKYMEHTOB. Biibl
OJlaHKOB. CocTaB peKBHU3UTOB OJIaHKA B 3aBUCHMOCTH OT €r0 BHJIA.

Tema 7. TpeboBanus k 0popmMiIeHHIO 0CHOBHBIX BHI0OB OPraHU3AIHOHHO-PACTOPSIANTENbHBIX
NOKYMEHTOB

OpraHu3allOHHO-paCcTIOpPsAMTENIbHAsS  JOKyMeHTaluss. OCHOBHBIE TIPYNObl  OPraHH3alMOHHO-
pacropsaauTE/IbHBIX JOKYMEHTOB.

XapaKTePUCTHKA M COCTAB OPraHM3alMOHHBLIX JIOKYMEHTOB (ycCTaBa, [MOJIOJKEHHUS, UHCTPYKIHH,
JIOJOKHOCTHOH ~ MHCTPYKLMM, TpaBuil), TpeboBanuss K ux odopmiaeHuo. OcoOSHHOCTH TeKeTa
OpraHMU3alMOHHBIX JIOKYMEHTOB.

XAapaKTePUCTHKA U COCTAB PACMOPSIUTEIBHBIX JTOKYMEHTOB (ITOCTAHOBICHHS, TIPUKA3a, peLICHUS,
PacTIOPSDKEHHUS, YKa3aHHs, COBMECTHOIO PaCHOPSAUTEILHOIO JOKyMeHTa), TpeOOBaHUS K UX 0()OPMIIEHHIO,
OCOOEHHOCTH TEKCTA. _

XapaKTePUCTHKA M COCTAB  CIPABOYHO-HH(YOPMAILIMOHHBIX JIOKYMEHTOR (CIy)KEOHBIX ITHCEM,
CIIPABOK, 3a5BJICHUH, JOKJIAJHOM 3aITUCKHU, aKTa, IPOTOKOJIA), TpeOOBaHHS K UX 0(OPMIIEHHIO, OCOOEHHOCTH
TEKCTa KaK10ro Buia CripaBOYHO-HH(POPMALHOHHBIX JJOKYMEHTOB.

HopmarHBHbIE JOKYMEHTBI, yCTaHABIHMBaKOIIHE TpeGoBaHUs K 0(hOPMIICHHUIO TeserpamMm. Kareropuu
TenerpaMm. OCOOCHHOCTH OQOPMIICHHS, COCTAB PEKBU3UTOB. Mcnonb3oBanue TpadapeTHbix 61aHKoB.

lenedonorpaMmpr:  cocTtaB  pexkBU3HTOB, TpebOBaHUS K OGOPMIICHHIO. IlpaBuiia nepenaun
TeJIE(POHOTPAMM.

OCoOEHHOCTH COCTaBJICHHUS JIOKYMEHTA ¢ TTOMOIIBIO T1K.

I'peboBanus k 0popmIIEHHIO M ITPABHIIA BBIIAYH KOMUIl JOKYMEHTORB
[IpaBna 3aBepeHns KONUI HOTAPHATHLHBIMU KOHTOPAMH H JI0J’KHOCTHBIMH JIHIAMH OPraHH3aLHH .

.






