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Ha I1€JarOru4e€CKOM COBETE
OV IIIO «IIpodueHTp»
[Ipotokon Ne ( ot if. (4. 2018 T.

OBPA3OBATEJIBHAS ITPOI'PAMMA INPO®ECCHOHAJIBHOT O
OBYYEHMUS
o npogeccun «CeKpeTapb-MaIIMHHUCTKA»

YHacTHoe 00pa3oBaTe/IbHOE YUpeKIeHHE JONOJHUTEILHOI0
npogeccuoHaabHOro oopasosanus «IlpoduenTp»

Kona mpodeccun: 26353
KBanmuukanus: 3 paspsn

2018 .
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VTBEPXIAIO

Y JII1O «IIpodueHTp»
B.A. IIumroraes

A 2018 r.

Y4eOHbIN IUIaH AJjI MOATOTOBKH KBaJM(HMIIMPOBAHHEIX padouux (CiIyKallux) Ha
Oase cpenHero (moaHOro) odmero o0pa3oBaHMs IO MPOGECCHOHAIBHOMY OOYYEHHIO
«CekpeTrapb-MallIMHUCTKaY 10 IEPEYHIO MPO(HECCHOHATEHOIO O0OYUEHHS.

OOyuaromas oprasHu3alis: 4acTHOEe 00pa3oBaTEIbHOE YYpEXKIECHHE IOIOJIHH-
TEJIBHOT0 IpodeccuoHaIbHOTr0 00ydeHus «IIpodueHTp».
Kox mpopeccun: 26353

KBammudukamnus: 3 pazpsi.

YYEBHBIU ILJTIAH
ISl NPO(hecCHOHAIBHOI0 00y4ueHus no npogeccnu «Cekperapb-MalIHHUCTKA»
OO0menpodeccuoHanbHbIE AUCIUTLIAHEI, ITPO(EeCCHOHATBHBIE MOLYIIH, KonnuecTBo
IpaKTHKa 4acoB

I111 ITpodeccHonabHASI MOATOTOBKA
OII ObomenpodeccnoHaIbHBIH MAKJI 30
OI1L.01. 9xoHOMHKA OpraHu3aIuu _ 6
OI1.02. ITpaBoBEIE OCHOBBI MPO(PECCUOHATBHOMN TEATEIHHOCTH 18
OI1.03. be30nacHOCTh KU3HEACATEIHHOCTH 6
11 IlpodeccnonanbHbIN MUK 258
1IM.01. MHdopManmoOHHO-I0KyMEHTaIbHAS IeITEIbHOCTh 156
MK 01.01. TokymMeHTalMOHHOE 00€eCIIeUeHHE YIIPaBICHHUS 48
VH 01. OcHOBEI JIOKYMEHTOBEICHHUS 108
| TIM 02. OpraHu3aioHHas ACATEILHOCTE 102
M/IK 02.01. Opranusanus ceKpeTapcKkoro o00cyKuBaHusl 30
Y11 02. Opranusanus ceKpeTapcKoro o6ciyKUBaHus 72
Bcero: 288
KBaJInpuKalmoHHBbI1 5K3aMeH 6




