MWHWNCTEPCTBO CEJIbCKOIO XO3ANCTBA POCCUINCKOW PENEPALIN
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YTBepXxaato:

npeacefarens MeTofMyeckoro coseta
®I60OY BO benropoackun FAY
bpecnasey, ..

« 2020 .

Y4yebHbl nnaH
OCHOBHOI 06pa3oBaTe/IbHOM MporpaMmMbl NPOQeccCMoHasIbHOro 0by4veHns -
nporpamMMbl MPogeccMoHaIbHOM NOArOTOBKM
«CekpeTapb-agMUHNCTPATOP»

Llenb: npogeccnoHanbHoe 06y4yeHme

Kateropus oby4aroLimxcs: B Bo3pacTe OT 14 neT
Cpok 06yueHus (4ac.): 160 uac.

dopma 00yUeHuns: o4Has

PeXkum 06y4eHus (Yac B Heflento):

4 4yac - KOHTaKTHOI paboTbl

B ToM uncne:
Bcer
Tema 3aHATUA cero Camoct. ViTorosas ®opwa
Ne yacoB Jlekumn T13 aTTecTa- KOHTpONA
paboTa
ums
Mogayns 1.
«[JOKyMeHTUpOoBaHue
HOKYMEHTMPOB 104 10 38 56
ynpaB/ieHYeCKO
LeATeNbHOCTU»
Tema 1.1. BepeHuve. OdhopmreHie
AokyMeHT 1 OCHOBHbIX
1 cucrema 16 2 4 10 PEKBU3NTOB  [IOKY-
AOKYMEHTaLAN. MeHTa. PeLLieHMe
TECTOBbIX 3aJaHWiA.
Tema 1.2. CocTaBneHue
OpraHu3aumoHHo- OpraHn3auuMoHHoO -
pacnopaauTenbHble pacnopaanTenbHbIX
LOKYMEHTb!. 54 4 20 30 [OKYMEHTOB 7
2 NH(OPMaLMOHHO-
CMPaBOYHbIX
[OKYMEHTOB.

PelwleHne TecToBbIX
3aaHNIA.



Tema 1.3.
KagpoBas
[OKYMeHTauus.

Tema 1.4.
JlorosopHo-
npasoBas

4 [OKyMeHTaumsa

Mogaynb 2.
«OpraHunsaums
paboThbl C
[LOKYMeHTaMmn»
lNoHATME
[IOKYMeHT0060p0Ta,
perucTpawms
[IOKYMEHTOB.
VicnonHeHwue
[IOKYMEHTOB.
KoHTposnb
NCMOSTHEHNS.
OpraHusauus
onepaTMBHOIO
XpaHeHus
[IOKYMeHTa.
Tema 2.2.
lNoaroToBka
[IOKYMEHTOB K
apX1UBHOMY
XpaHeHuto.

Tema 2.3.

Mcnonb3oBaHue

NaBM B

[leNonpon3BOACTBE.
KeannhnkaumoHHbI
3K3aMeH

NT1oro

22

22

160

16

10

46

10

40

16

96

CocTasneHue n
oopmneHue
[JOKYMeHTaumMm o
TPYAOBbIM OTHO-
LLEHNAM.
CocTaBneHue n
othopmsieHme
3adB/IeHNA 0 npvieme
Ha paboty, aBTO-
ouorpadun, pestome.
Vicnonb-30BaHune
lWwabnoHa  pestome.
PelleHne TecTOBbIX
3afaHuii.  [denoast
nrpa «OdopmneHne
KapoBbIX
[IOKYMEHTOB.
CocTtasneHue n
oopmnieHne  goro-
BOPOB, npeTeH-
31IOHHO-MCKOBOWA
[IOKYMEH-TaL K.
PelueHne TeCTOBbIX
3aaHUIA.

CocTtasneHuve
HOMEHKNaTypbl [Jen.
3anosHeHwue
XXYPHa/I0B  PerucT-
pauuy BXOASLLEN W
ncxopgaLlen
[IOKYMEHTaLWW.
OcyuecTsneHue
KOHTpONA 3a
NCMNONHEHNEeM [0KY-
MEHTOB. PeLueHwne
TECTOBbIX 3afaHU.

MogroToBKa fen K
ciaye B BeOM-
CTBEHHbII apxuB.
PewleHvne TeCTOBbIX
3afjaHNIA.

Pabota ¢ wab-
noHamn  Microsoft
Office. PelleHune
TECTOBbIX 33JaHUI.

9K3aMeH



