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1. XapakTepHcTHKa IPOrpaMMblI

JlonoHUTeNbHAs TpodecCHOHANBHAs IPOrpaMMa IOBBIIICHHs KBaunpukauuy « Cekperaphb-
JENONPOM3BOAUTENEY) pa3paboTaHa B COOTBETCTBUHM C TPeOOBaHUSIMH

- ®egepasHOro 3akona «O6 o6pasosanuu B Poccuiickoit ®enepanum» ot 29 nexabps 2012
r. No 273-®3 (c usmenenusiMu Ha 29 nexabps 2022 rona penakuus, AeiictByromas ¢ 11 sHBapst
2023 rona),

- npukaza Muno6puayku Poccuu ot 01.07.2013 Ne 499 «O6 yreepkaeruu [lopsinka
OpraHu3alliK ¥ OCYLIECTBICHU 00pa3oBaTENbHON AEATENBHOCTH 110 JOTIOIHUTEIBHBIM
po(eCcCHOHATEHBIM porpaMMamy,

- mpodeccHoHaNBEHOro cranaapra "CrenuanycT 0 OpraHu3aOHHOMY H
JIOKYMEHTAIMOHHOMY O0ECIIeUeHHUIO YIIPaBIeH s OpraHu3alusaMy ", YTBEPKACHHOMY IPHKa30M
MunTpyna 1 conuanbHoi 3anmTs! PO ot 15 mrong 2020 Ne 333H.

Ilesib 00y4eHHsi: COBEPIICHCTBOBAHUE H (HIIH) IIOJTyYEHHE HOBOW KOMIICTCHIINY,
HEe06X0IMMOi 1St TPO(eCCHOHATBHOM IeSTebHOCTH, U (HJ1H) IOBBIIEHHE TPO(ecCHOHaNIBHOTO
YPOBHS B paMKaX UMEIOIIeHCs KBaTHGHKALHH.

B npodeccronansuoM cranaapre " CrnenuanicT 1o OpraHu3alliOHHOMY U
JOKYMEHTAIMOHHOMY 06eCTIeIEHHIO YIIPABIICHH)s OPraHU3aliIMHI " ONMCAHBI TPYIOBBIE (QyHKIWH,
TPYIOBBIE IEHCTBHS, HEOOXOAUMBIE UL OCYIIECTBICHHS TPYAOBOM AESATENBHOCTH YMEHHUS H
3HAHUSL.

Bua npodeccHoHAIbHOM XesiTeIbHOCTH: OPraHU3alMOHHOE U JOKYMCHTAIIMOHHOE
obecredeHne yIpaBJIeHHs OpraHu3alUIMH JIFO0BIX OpraHU3alHOHHO-TIPABOBBIX HOpM.

OcHoBHAs eJIb BHIA NPOQeCcCHOHANBHOI AesiTe/IbHOCTH: peanu3alus 00ecneydBaroIIHX
(GyHKIWMI yIpaBIeHUs OpraHu3alpeii; BHEAPEHUE JIyYIINX TEXHUUECKHUX pa3paboToK M HOBEHIIHX
TEXHOJIOTHH B obecrieueHue ypaBieHHs OpraHu3alien.

ﬂeHTeJIBHOCTB B C(bepe OpPraHH3alMOHHOTO H JOKYMEHTAllHOHHOI'O obecreueHus YIpaBJICHHA
opranu3anusaMy TFOOBIX OpraHu3aloOHHO-IIPaBOBBIX CbOpM OTHOCHTCH K CICOYIOIMHM BHIaM
9KOHOMHYECKOH NeSATeIbHOCTH:

- IeATeTbHOCTh aAMHUHUCTPATHBHO-X03SUCTBEHHAS KOMILIEKCHAS 110 00eCeYe U0 paboTh
OpraHu3aIy,
- I€ATEILHOCTD 0 OpraHU3aluH KOHGEPEHIHH U BBICTABOK.

JlesTenbHOCTD B chepe OPraHU3alHOHHOTO H JOKYMEHTAIIMOHHOTO 00ECIIEYEH A YIIPABICHHS
OpraHM3alMsIMH BKIIIOYAET B cebs cienyromue 0000ImeHHbIE TPYAOBBIE QYHKIIHMH:
e OpraHuzaiuoHHOE 00eceYeHue AeATEIbHOCTH OpraHu3aliH.
e JloKyMeHTaIHOHHOE ObecreueHue IesITeIbHOCTH OpraHu3aluy.
e  OpraHm3aEoOHHOE, TOKyMEHTAI[HOHHOE ¥ HH(POPMAIIHOHHOE 00ECTICYEHHE NEATENBHOCTH
PYKOBOJIMTEIIS OpPraHU3aIiH.
e HudopmanuoHHO-aHATUTHYIECKas H OPraHU3allMOHHO-aJIMHHACTPaTHBHAS OIICPKKa
IESTeTbHOCTHA PYKOBOAUTENA OpraHu3aluu.

I'pynma 3ansTwii 1o OOIepocCHiCKOMY KITaCCH(QUKATOPY 3aHATHM:
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o AMHHHCTPaTHBHBIN U HHOM MCIIOJTHATENILHEIN CpeTHETEXHHIECKHA TEPCOHAL.
e Cuyxalnue B IPHEMHOM.
e Cekperapu (obmero npohuis).

KaTeropun o0y9aiImuxcsi: K OCBOGHMIO IIPOTPaMMBI JONYCKAOTCS JIMIA, MMEIOLIHC
cpenmee mpodeccHOHANBHOE U (MIJIH) BEICIIee 00pa30BaHMe, a TAKXKE JIMLA, OJTYHAIoHe CPEAHEE
npodeccroHAIBHOE U (WIH) BEICHIee 00pa3oBaHHUE.

IpomokaTeIbHOCTE 00ydenus: 30 akaeMHIECKHX 4acoB. 1 akameMuueckuii 4yac paBeH
45 MuHyTaM.

®dopma ofyueHHsI: OUHO-3a04Has (BEUEPHSIS).

Pesxum 3aHsTHil: 4 akaneMuYecKux daca B jeHb. Cpok obydenus: 3 nememu. OGyuenue
HpOXOJUT 6e3 OTPBIBa OT pabOThL

Kanenpapublii yqae0HbIii rpaduk
12 akajleMAYECKHX YacoB B HEAEMO. J[HY 3aHATHH: [TOH., BT. HJIH CPeAa, 4T., C 18.00 mo 21.10.

Bubl yueGHBIX 3aHATHI H KOHTPOJIb 0CBOEHHS MPOrpaMMbI H NOJIyIeHHBIX 3HAHUH
OGpazoBarenbHas AeATENBHOCTE 00y YaIOMMXCs IPE/ly CMaTPHBAET CIIE/YIOLUHE BHBI
yUeOHBIX 3aHATHI U y4eGHBIX paboT: TEKIUH, IPAKTUYCCKHUE 3aHATHS, KOHCYIbTallHH,
BBITNIOJIHEHHE Y4eOHOrO 3a/1aHus.
[Io OKOHYAHWHA OCBOEHWs IMCIMILIMHBI TPOrPAMMBI KOHTDOJB MOJTyHYEHHBIX 3HAHHH
OCYIIIECTBIISICTCS IO HTOTaM BBIIOIHEHUS IPAKTHYECKOT0 3a1aHHs WK TeCTa.

JIOKyMEHT 10 OKOHYAHHH 00y9eHHsI
[To OKOHYAHHH Kypca [PH YCIIEIIHOM HTOrOBOM aTTeCTallli BBIIAETCs YIOCTOBCPEHUE O
TOBBIIIEHHH KBaNU(DUKAIHH.

2. Ilnanupyemsbie pe3yﬂbTai“bl o0y4eHus

PesynbTaThl OCBOSHHS IIPOrPAMMBEI CITYINATEISMH ONPEIEISIOTCS COBEPUICHCTBOBAHHEM
MMEIOIIHXCS H MPHOOPETAEMBIMU KOMIICTCHIIMAMH, T.€. COBOKYITHOCTBIO 3HAHWH, HABBIKOB 1
yMEHHH. HeOBXOMMMBIX ISl yCIIELIHOTO OCYINECTBIEHHs NPO(EeCCHOHANBHOM ACATEILHOCTH.

B pesynsrate OCBOeHHS Iporpammbl « CeKpeTaph- ASIOMPOU3BOUTENDY)  CIyIIaTeTb
JOKeH 0067a1ath NpoQecCHOHATEHBIMA KOMIIETEHIIUAMHE, OTIPEACICHHBIMHU B
npodeccroHaIbHOM cTapaapTe "CoenuanicT no OpraHu3aoOHHOMY B IOKYMCHTALHOHHOMY
06eCIeYeHAIO YITPABICHUs OPraHU3alisIME "', yTBEPKIEHHOMY NpruKa3oM MUHTpyIa 1
cormansHo# 3amuTs P® ot 15 urons 2020 Ne 3331, a UMEHHO, CIISIYIONMMA YMEHUAMHA H
3HAHUSAMH:

FYMGHHSI ‘ VcraHaBIuBaTh KOHTAKT ¢ COOECETHUKOM, noAAepKuBaTh U pa3BUBATE NCJIOBYIO
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Gecey B nporiecce Telne(OHHBIX IEPEroBOPOB

Criaxusath KOHQIMKTHBIE U CIOXKHBIE CUTYalluH MEXKITNIHOCTHOTO
B3auUMOJIcHCTBHUS

CobmonaTh ciTyKeOHbIN 9THKET

QO61aTees ¢ MOCCTUTEIAMH

O6ecmeunBaTh KOHQHACHIMATBHOCTS HHQOpMAIUH

OpraHu30BBIBaTh PAGOTY IO yHeTy, XPaHEHHIO | Tiepe/iaie B COOTBETCIBYIOIIAE
CTPYKTYpHBIE IIO/pa3/ielIeHus JOKYMEHTOB TEKyIIEero IeloNpOU3BOACTEA

OCYIIECTBIATH METOAUYECKOE PYKOBOJCTBO ACTIONPOM3BOACTBOM B OpraHU3alliH,
KOHTPOJIMPOBATH NPaBUIbHOE HOPMUpPOBaHKE, XPAHEHUE M C/lady /I B apXUB

PazpabaThiBaTh HOMEHKJIATYDY A€ CTPYKTYPHOTO IOAPA3AENCHU

OpraHu30BEIBaTE paboTy M0 GOPMUPOBAHHUIO JIEN B COOTBETCTBUH C yTBEP)KACHHOM
HOMEHKJIATYPOM JEJ] OpraHu3anuu

®OpMHPOBAT TOKYMEHTHI B JIeJIa C YYETOM HX CHENMpUKH

OnpeneisTs MIPUOPUTETHOCTh U 0YEPETHOCTD BBITIOTHEHHS paboT u 3P HEKTHBHO
pacrpenensTs pabouee BpeMs

OKa3bIBaTh TIOMOIIb PYKOBOJHTEIO B PACIIPEIC/ICHHH €T0 paboyero BpeMeHH

OQopMJISTH aBaHCOBBIE OTYETHI PYKOBOAUTE/A

OpraHr30BBIBATH MPOIECC IOATOTOBKH K MPOBENEHAIO KOHDEPECHTHOr0 MEPOIPUATHS

CepBHPOBATH YailHbI (Ko(elHbIil) CTOI BO BpeMs IIpOBeeH s Kode-nay3

Co3/1aBaTh IMHDK CEKPETApsl, COOTBETCTBYIONIMH UMUIKY OPraHU3alny

PaGorars ¢ uHpOpMaLUeH, aHATH3HPOBATh U PEJICTABIIATD €€ B
CHCTEeMAaTH3UPOBAHHOM BUIE

OcyIIeCTBIATH KOHTPOJIb HCIIOIHEHHS OPYYCHUH PYKOBOJUTEIS COTPY AHMKAMHU

3uanus | [IpaBuia B3aUMOJCHCTBUS C MAPTHEPAMH, KITHSHTAMH, IPEACTABUTEIAMH CPEICTB
MaccoBOM HHpOpMaHU

IIpaBuiia yCTaHOBJIEHHS KOHTAKTa, OICPXKaHAs U Pa3BUTHS MEHITHIHOCTHBIX
OTHOLIEHHH

[IpaBusia peueBoro THKETa

IIpaBHIa 3aIIUTHl KOHOUICHIHATBHOH CITyKEOHOH uHbGopMannu

IIpaBuiia OpraHu3aliy IpUeMa OCeTHTENeH

IIpaBuia 1en0BOro OOIMEHHS

[IpaBuiia opraHu3alii NpueMoB B oduce

[IpaBuiia cepBUPOBKH YaitHOTO (Ko(eiHoro) cTona

[TpaBuia IPUrOTOBJICHYS H NIOIa9H FOPSYIMX HAITUTKOB H 3aKYCOK K HUM
HopmaTtuBHBIE [IPaBOBBIE aKTHI H HOPMATHBHO-METOAUUECKUC IOKYMEHTEL,
OIIpe e IAIONIME MOPSAIOK JOKYMEHTAIMOHHOT0 00eCIeUeH s yIPaBICHHUS
IIpaBuna paGoTHI ¢ BXOISIIAMHU, HCXOASIIMMH U BHY TPDEHHUMHU JIOKyMCHTaMU
Buel JOKyMEHTOB, HX Ha3HAUYEHHE

ITpaBuia cocTaBleHns ¥ 0popMIeHHs HHHOPMAIHOHHO-CIPABOYHBIX,
OpraHU3alOHHBIX, YIIPABICHIECKUX TOKYMEHTOB

[IpaBuna nepefady A€l B apXUB OpraHu3anuu

TIpHHIMIE ¥ [IPaBAIIA IAHKPOBAHHUS pabovero BpeMEHH

MeToIbI TOCTAaHOBKH LIeNeH

OCHOBBI yTIpaBJICHUS BPEMEHEM

ITopsmOK TIOATOTOBKA KoMaHAHPOBOK. ITopsaaok obopmiIeH s 10KYMEHTOB UL
KOMaHJJMPOBKHM U OTYETHEIX JOKYMEHTOB 10 KOMaH/IMPOBKE PYyKOBOIUTEIA

XapaKTepUCTHKA HOBOW KBAIH(PUKAINH U CBS3AHHBIX ¢ Hell BH0B npodeccHoHaabLHON
[eATEeTbHOCTH, TPYAOBLIX QYHKIHI H (HIH) ypoBHEH KBaIHHKAHH

Crtymaresns, yCIeIHO 3aBepIIMBIIAA 00y4eHHe 10 IPOrpamMMe MOBBIICHH
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kBanndukanun « Cekperapb- AEIONPOU3BOIUTENEY, OJDKSH PENIaTh PasIMIHbIC
1po(heCCHOHATBHEIE 337198, COOTBETCTBYIONIHNE 6-My YPOBHIO KBAIA(UKALHH.

OGobmennas TpyaoBas GyHKIUS U YPOBEHb KBAMHPUKALHH

(o nmpoteccuoHaTbHOMY cTapAapTy « CrienuanmcT o OpraHu3alioHHOMY |

JIOKYMEHTAIIMOHHOMY OGECIIEYeHHIO YIIPABISHNUS OPraHA3alisIMK» )

Haumenosanue 06001eHHON TPY10BO# QyHKLMH
OpraHu3anioHHOe 0OecIeueHHE JeATEIbHOCTH OpraHu3aluy
JIOKyMEHTALHOHHOE 00ECIIeYeHUE JeATEIEHOCTH OpraHu3aliy

OpraHu3aruoHHOE, TOKYMEHTALMOHHOE H HH(OPMAIIMOHHOE ObecieueHre
JEATENLEHOCTH PYKOBOIUTENS OpraHu3aluy
WnbopMalMoHHO-aHATATAYECKAs! U OPTaHU3allMOHHO-IMIHUCTPATHBHAS
MOJUIEPXKKA AESATEIbHOCTH PYKOBOAMTENS OpraHU3alui

Tpynosbie GyHKIHH H YPOBeHb KBaJIHPUKAIIHH

YPOBEHb
KBaTHGhHKALMH
3

HaumeHoBaHKe TPYAOBOH QyHKIMH

YpOBEHb
KBaNH(UKALH

HpHeM " paclpeacJICHHC TC.HCC])OHHI:IX 3BOHKOB OpTraHH3alliH

Oprauusanus paboThl ¢ IOCETUTEISIMA OpraHU3aluy

BEINOMHEHNE KOOPIUHUPYIOIIHMX U 00eCTIeUHBAIONIMX QyHKIMA

Opraauzanus paboThl ¢ JOKYMEHTaMH

Opranu3aius TeKyIero XpaHeHus JOKyMEHTOB

Opranuzanus 06paboTKH JIEII ISl IOCIEAYIOIIEr0 XpaHEeHH S

Oxasanue IOMOIIH PYKOBOAMUTEIIIO B IITIAHUPOBAHUM pabodero BpeMEHH

[InarupoBanue pabodero QHs ceKperaps

Opranuzanus TeaehOHHBIX IEPErOBOPOB PYKOBOIUTEIS

Opraﬁmaunﬁ KOMaHJHUPOBOK PYKOBOIHUTEILA

Opranu3anus paboThI ¢ TOCETUTENSAMH B IPHEMHOM PYKOBOIHTEISA

Opraiu3aius IOArOTOBKH, IPOBEJICHUS ¥ 00CIIy)KUBaHHs KOH(DEPEHTHBIX
MEPONPUATHH

NN ON OV Ovfhjnjn WL W

OpraHu3aiys UCIIOHEHUS PEIICHHUH, OCYIECTBIEHHE KOHTPOJIS HCIIOTHEHHS
NOPY4YEeHUH PYKOBOAUTEINS

OpraHu3zaiys 4 nojaep:xanue GyHKIHMOHATBHOr0 paboyvero mpocTpaHcTBa
OPUEMHOHN ¥ KaOMHEeTa PyKOBOJIUTENS

Pa3pa6oTKa JOKAIBHBIX HOPMAaTHBHBIX aKTOB, PErIAMEHTHPYIONIHX paboTy
cexperaps

o

CocraBnerue U 0QpOpMIICHHUE YIIPABJICHYECKOH NOKYMEHTAI[HH

Opranuszanusi paboTh ¢ JOKYMEHTaMU B IPUEMHOM PYKOBOIMTENS

OpraHmaum XpaHCHUA JOKYMEHTOB B HpI/IeMHOﬁ PYKOBOOHUTEIISA

ObGecreyeHre pyKOBOAUTENS HH(OPMAIHEH

Opranuszanus “HQOPMAIHOHHOTO B3aUMOICHCTBHS PYKOBOIUTENS C
1o [pa3ieJICHHSIMH ¥ JODKHOCTHBIMH JIMIIAMHU OPraHU3alluy

DD VDN




dopmupoBanyre HHHOPMAITHOHHOTO B3aHMOICHCTBUSA PyKOBOJUTEIA C 6
OpraHu3alysIMu
Ananu3 HHQOPMAIMK U TTOATOTOBKA MH()OPMAIHOHHO-aHATIATHYCCKUX 6
MaTepUaAIOB
Opranu3aiys JETOBbIX KOHTAKTOB U IIPOTOKOJILHBIX MEpOTIPHATHH 6
OpraHu3aiys UCTIONHEHHUS PEMEHUH PyKOBOIHTEIL 6
3. YueOHbIH IIAH
[ToBelIIeHHe KBaNAUKALIMN
«CekpeTapb-1eJ10POH3BOAUTE/Ib)
KosiuecTBo 4acoB
Ne HaumeHoBaHHe Beero B TOM YHCJIE dopma
n/n JUCLIUILTHH JMEeKLUMM |CeMHMHA| KOHCY/b- | KOHTPOJIA
PEI TallHH
1. | Cekperapckoe A€o 6 4 1 1 3a4er
2. | OcHOBEI #EIONIPOM3BOACTBA 10 8 1 1 3a4eT
3. | [lenoBo# 3THKET 4 4 3ayeT
4, | JlemoBble KOMMYHHKAILIHH 6 4 2 3a4eT
5. | VYnpasneHue BpeMeHEM 4 3 1 3a4eT
Bcezo uacos 30 23 5 2
3auemos 5
PabGouas nporpamma
Ne HaumeHoBaHue Temsl Kon-eo
n/n IHCLUTLTAH 4acoB
1. Cexperapckoe 1eJ10
KpamuukaoHHble TpeOOBaHUS K CEKPETapIO U €ro
JIOJKHOCTHBIE 00SI3aHHOCTH B COOTBETCTBHH C
npodcTaHaapTOM.
Cexperapcioe ggraﬂmauuﬂ paGoTHI C MOCETUTEISIMH B IPHEMHOM.
nelo ecrieuenue paboTsl oduca. 6

KOHTpOITb UCIIOMHEHHS TOPYIEHHH PyKOBOAUTEIA.
Opranusanus KOMaHAUPOBOK PYKOBOIUTEIL.
Opranu3saiyst KOH)EPEHTHBIX MEPOTIPUSTHH.
Pa6oTa ¢ urdopManuen 1 pyKOBOTUTEN,
cucTeMaTH3anus HHOPMAIHH.




OcHoBBI
JAEJONPOH3BOACTBA

Bue! JokyMeHTOB. OpraHH3alMOHHO-PaCIOPSAIUTENTbHAS
noxymenTanus. TpeGosanus [OCTa x opopmieHnI0
JOKYMEHTOB. PEKBU3HTHI IOKYMEHTA,

I[IpaBuna pabOTHI ¢ BXOAAIIUMHE, HCXOIAIIMMH,
BHYTPEHHUMH JOKYMEHTaMH.

JloxymeHTo060poT. Perucrpanus 10KyMEHTOB, B T.4.
nucem. HoMenxiatypa Ien.

Oprasuzanus TeKyIIero  apXuBHOTO XpaHCHHS.
Cpok XxpaHEeHHUs] JOKYMEHTOB.

10

JlenoBoii 3THKET

[TpaBuna JeNOBOrO 3TUKETA.

ITpaBusia MPHBETCTBHSA, IIPEACTABIICHHUS, 3HAKOMCTBA.
3acToNbHEI STHKeT. Opranu3amys IpuEMOB B opuce.
Wmujok cekperaps. CocTaBiIAOLIMe UMUATKA.

JesoBbie
KOMMYHHKAIINH

Ocob6eHHOCTH eNI0BOro 00IIeHHS. Y CTAHOBJICHHE
KoHTakTa. [IpaBuia B3auMOIECHCTBHS C PyKOBOAUTEINIEM,
KOJLIEraMH, TapTHEpaMH, KIIMEHTaMH, IIPeICTaBUTEIAMU
CMU.

STHKa JETOBBIX IEPETOBOPOB 0 Tele(oHy.
Buzp! macem. OdopMIIeHHE U COCTABJICHHE MHUChMa.

OdunnanbHO-IeT0BON CTHIIb PEYH.

Ynpasienue
BpeMeHeM

[LnarupoBanue pabovero JH.

Opranu3anus padboyero BpeMeHH.

OnpeneneHue Leei | NIPUOPUTETOB BBITIOIHEHHs paloT.
[Ipremsl 3G GEKTHBHOIO MCIIOIB30BaHH BPEMEHH.

4. OpraHu3anMOHHO-NeAATOrHYEeCKHe YCIOBHS

MaTepHabHO-TEXHHYECKHE YCJI0BHS PeaH3aliu POrpaMMaI

JIiist IpOBEIEHNS IEKIIMOHHBIX ¥ IPAKTHIECKHX 3aHATHN UMEIOTCS ay IMTOPHH, OCHAIICHHBIC
COBpPEMEHHBIM 000PYI0BAHHEM (KOMITBIOTEPOM, MYJIbTUMEIHHHEBIM [IPOSKTOPOM UL

[pe3eHTaLHH, TOCKOI).

JIns Bcex BUJIOB ayIHTOPHBIX 3aHSTUH akaJeMUYeCKHH Jac yCTaHaBIHBACTCs
IPOIXODKUTEILHOCTBIO 45 MUHYT.

Kaapogoe ofecnedeHne peaju3alii POrpaMmbI

Peanuzanus IIpoOTrpaMMBbl ITOBBIIICHHS KB&JTH(I)I/IK&HHH «CexpeTapb-nenonpomno,umenb»

obecrieynBaeTCs IITATHBIMHA U HpHUrIallCHHBIMH UL IIPOBCICHHA 3aHATHH npernoaaBaTenaMHu.

Vuebno-meroauueckoe obecrneydeHHe NporpaMmbl
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Bubmuoreunsit porx AHO JTIO «PMIITIK» yKOMIIEKTOBaH NEYaTHEIMU U
3JIEKTPOHHBIMH M3aHUSIMH y4eGHON NUTepaTyphl O Pa3sTUYHBIM JHCIUIITHHAM.

KaoMy CIIyLIATe 0 NPeLOCTaBIAIOTCS O BCeM y4eOHBIM THCIMIINHAM METOIHICCKHE
MaTepHaIbl B SIEKTPOHHOM BHJIE.

Cnucox 0CHOBHOH peKOMEeH1yeMoil IuTepaTypel

HaumeHnoBanue JUCITHILIMH VyeOHbIe T0COOH, KHUTH

1. Cekperapckoe €10 J1.B. ITasmok, T.W. Kucenesa, H.V. BopoGreB
CrpaBoYHHUK II0 IETOIPOM3BOJICTBY, apXHBHOMY €Iy
1 OCHOBaM paboTsl Ha KoMmmbioTepe. Mocksa - CaHkT-
Ilerepbypr: UT]I «I'epaa», 2000.

OcHogsl penonpoussozactea | TOCT 7.097-2016

3. JlenoBoit 3THKET Kubauos A. Dtuka neioBbix oTHomenuit, M.:Mdpa,
2002.

JlaBpureHKo B. IIcHxosi0THs U 3THKA IEJI0BOr0
obmenus. M.:IOuuTth, 2005.

4. JlenoBBIle KOMMYHHKAIMH Kysuenos Y. [lenosoe mucemo. M.:Jlamikos u K, 2018.
Boposura I.B. [Tcuxomorus AenoBoro o0ueHusl.
Vye6uoe nocobue. M.: UHOPA-M, 2006.

3. YpapieHue BpeMeHEM Bpaitan Tpeticu «TaiiM-menemxkmenT. OO0 «ManH,
Hpanos u @epbep», 2016

5. Pa3paGoTyMKH NporpaMmal

Bensmac Cepreit Muxaiinosuu, nekan ®axyibreta nHGOpMarmoHHex Texsonorunit AHO
JITIO «PMIIITK», ucnionamrensusii qupexrop HOLL CTYII OI'AOY BO ITHHUITY

Kebenera JTromvuna AeKkceeBHa, pyKOBOJUTENb HANPaBIIEHUs « Y IpaBlIeHUE
yenopeueckumu pecypeamiy AHO IO «PMIIIIK».

IIporpamma onoGpena Ha 3acenanun [lenarornyeckoro copera AHO JIIIO «PMILITIK»

« F» g_@WOM r., ipotokox Ne 7 .




