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1. ITosscHUTE/THLHAA 3aMMCKa

1.1. ITJeab u 3a0auu ducyunaUHbL

Hens auCHUIVIMHBI —

W3yUUTh

OCHOBHLIE

HampaB/IeHUs] OPTaHU3al[UOHHOU W
MH(POPMALIMOHHOW paboThbl, OCYIIeCTB/IsIEMOM ceKpeTapeM /s oOecrieueHusi /esTelbHOCTH

PYKOBOZIUTEJIS], a TAK)Ke BBISIBUTH HanOosee 3¢h(heKTUBHBIE METO/bI 3TOW PabOTHI.
3afauu AUCIUIUIMHBI COCTOST:

- yCTaHOBJIEHHE POJIM CeKpeTapsi B 00ecrieueHn AesTeTbHOCTH PYKOBOJHUTEIS;

- oTCNe)xuBaHUe (hopMUPOBaHUs TTpodeccur ceKpeTapsi U OTipeZie/ieHUst MeCTa Pa3/InyHbIX

KaTeropuii cekpeTapeil B COBpeMeHHbIX CTPYKTypax yIpaB/eHus;

- oTIpe/ie/ieHre OCHOBHBIX TpeOOBaHUM, MPeAbsB/seMbIX K CeKpeTapsiM M OpraHu3aLiy UxX

paboTsr;

- OITMCaHHe OCHOBHBIX Hal'[paBJ'IEHI/Iﬁ pa6OTBI CekpeTaps Io obecrieueHuo AedaTe/IbHOCTHU

PYKOBOZUTEJIS;

- OCBell[eH/e BOTIPOCOB IPAMOTHOTO MOCTPOEHUs OpraHU3aLlMOHHO-UH(OPMAIIMOHHOM paboThl;
- (hopmHpoBaHUe OCHOBHBIX MPO(eCcCrOHa/TbHBIX HAaBLIKOB.

1.2. IlepeueHb naaHupyembiX pe3yabmamoe odyueHus: no oucyun/auHe, COOMHeCeHHbIX C
UHOUKamopamu 0oCmuceHus KomnemeHyutl

Komnerennus
(Koz, 1 HaMeHOBaHUe)

HMKaTOpbl KOMIeTeHIHi
(ko4 1 HAUMEHOBaHUe)

Pe3ynbTaThl 00yueHHs

ITK-6. Criocoben
OCYILIeCTBJISATh
OpraHu3aIoHHOe,
JIOKYMEHTAaLMOHHOEe U
“H(OpMaLOHHOE
obecrieuenue
J1eATe/TbHOCTH
PYKOBOTUTEJIS
OpraHu3aIvu

[TK-6.1. Ucnonib3yeT 3HaHUS
TIPaBOBBIX U OPTraHU3aI[UOHHBIX
OCHOB yTIpaBJ/IeHHs], OCHOB
JOKYMEHTHOU JTMHI'BUCTHKH,
TIPaBUJT PYCCKOTO sI3bIKa, /1eJI0BOTO
3TUKeTa, COBPEMEHHBIX METO/IOB
ToMcKa ¥ 06paboTKH MHMOpMaLUH
JUIsl 00ecrieueHust
ripodeCcCMOHA/ILHOM JiesiTeTbHOCTU

3Hamb: TIpaBOBbIE U
OpraHu3alOHHbIE OCHOBbI
ynpaBJieHUsi, OCHOBbI JJOKYMEHTHOM
JIMHTBUCTHUKH, TIPaBU/Ia PyCCKOTO
SI3bIKa, /1e/I0BOM STUKET

YMmemb: IpUMeHSITh COBpeMeHHbIe
METO/IbI TTOMCKa U 00paboTKM
vHbopMaLuu /17151 o0ecrieueHust
ripoeCcCUOHA/ILHOM JiesiTeTbHOCTU

Bnademb: HaBbIKaMU 0OecrieueHus
JesiTe/TbHOCTA PYKOBOJUTEIS Ha
OCHOBe 3HaHWM NIPaBOBbIX U
OpraHMU3aIMOHHBLIX OCHOB
yTpaBJieHusi, OCHOB JJOKyMeHTHOM
JTMHTBUCTUKU, TIPABUJT PYCCKOTO
13bIKa, JIEJIOBOTO STHUKETa,




COBPEMEHHBIX METO/IOB MOUCKA U
06paboTku uH(pOpMaLu

1.3. Mecmo ducyunauHbl 8 cmpyKmype 0CHO8HOU 00pazoeamesibHOU NPOZPAMMbl

OuciprmiHa — «OpraHy3aljMoOHHO-JOKYMeHTalMOHHOe — obecrieueHue  JiedaTe/IbHOCTH
DYKOBOZAWTENsl» OTHOCUTCS K 4YacTh, QopMuUpyeMol yJYacTHHKaMH 00pa30BaTe/bHBIX
OTHOIIIeHUH 0JI0Ka AUCLUTUTMH y4eOHOro I/1aHa.

[Ons  ocBoeHMs [JUCLMIUIMHBI ~ HeOOXOAWMBbI  3HaHWS, YMeHUs W  BiafleHus,
copMHMpOBaHHbIe B XOJe M3yuUeHUs C/IefYIOLUX AUCLUIVIMH WU IPOXOXK[EeHWs IPaKTHK:
«lokymeHToBeZieHre», «OpraHu3aliss W TEXHOJIOTHS JIOKYMEHTAIlMOHHOTO obecrieueHust
yTpaBJ/IeHUsI».

B pe3synabTrare 0CBOeHHsI AUCLMIUIMHBL (MOAY/s1) (DOPMHUDYIOTCS 3HaHHS, YMEHUS U
B/ajieHus, HeoOXoAuMble [Jis U3yueHUs C/efyIOLUMX NUCLUIUIMH U TIPOXOXK/JEeHUsl TPaKTHK:
«/cTopust 1e0Mpon3BOJCTBaY, «YTIpaB/eHHe apXUBaMU M OpPTraHW3alLusi apXUBHOW CITy>KObI B
Poccuu 1 3a pybexkom», «CUCTeMbI XpaHeHHs 3/1eKTPOHHBIX JIOKYMEHTOBY.

2. CTpyKTypa JUCHUI/IMHBI
OO0111ast TPYAOEMKOCTD AUCLMIIMHBI COCTaB/sieT 3 3.e., 108 akaleMUUecKrx yaca.

CTpyKTypa AMCHMIUIMHBI /151 OYHOH ()OpPMBI 00yUeHuUst

O6beM AWCIUIUIMHBI B JOpMe KOHTAaKTHOM paboThl 00yvaroLuxcs € refarornyecKiMu
paboTHUKamM# ¥ (W/IK) JIMLIAMH, TIPUBIEKaeMbIMUA K peanu3alyy 00pa3oBaTe/bHOM MPOrpaMMeI
Ha MHBIX YC/IOBUSX, NIPY MPOBe/IeHNH YueOHbIX 3aHSATHIL:

Cemectp | Tun yueOHBIX 3aHSATHIM KomuectBo
4yacoB
3 Jlekin 24
3 [IpakTHyeckue 3aHSITHSA 36
Bcero: 60

O6bemM AUCIUIUTUHBL B (JOpPMe CaMOCTOSATebHOW paboThl 00yUaroIuxcsi CocTaB/sieT 48
aKajieMHUUeCcKHX yaca.

3. CopepxaHue AUCIUIIAHBI

Ne | HaumeHnoBaHue pasjesa Copepxanue
AUCLUT/IMHBI
1 Pa3zpen 1. Beeenue Lenu v 3agaum Kypca. ICTOUHMKM U iMTepaTypa.

AKTyanbHOCTb Kypca B CBeTe COBPEMEHHOI0
COCTOSIHMSI pbIHKa Tpyja. Mecto Kypca B

ripoecCcroHaNTBEHOM MOATrOTOBKE CTy/leHTa.
TepmuHosiornueckuii armapaT. CBsi3b Kypca €O
CME>XXHBIMU JUACLUTIMHAMUA U KypcaMu:

JIOKyMeHTOBeJleH/e; OpraHu3alysi W TeXHOJIOTUs
JOKYMEHTALMOHHOTO ~ obOecrieyeHus1  yrpaBJieHUS;
KOMITbIOTEpDHbIE TEXHOJIOTHH; TICUXO0JIOTHS [1eJI0BOTO




o01eHus, 1e0BoM 3THKeT. OCHOBHbIE UICTOUHUKH U
nuTeparypa. [leprouyeckue U3iaHus.

Pa3pen 2. UcTropus ceKpeTapckoun
CITYKOBI

3apokieHre CeKpeTapCKou ciaykOel B Poccum.
Cnyxunble OAM B TpUKasax, KOJUIETHsIX.
'eHepanbHbIl  perniaMeHT 1722 1. Kak IepBbIM
HOPMAaTUBHBIM  /IOKYMEHT,  perjiaMeHTUPYHOLIUM
paboty  cekperapeidi. VcTtopusi  ceKpeTapcKou
C1y>k0b1 - TopeBoIOIIMOHHON Poccun.  Oco3HaHue
3HAUMMOCTH  TNpPOo(deCcCUOHaNbHOW  TOATOTOBKU
cekperapeii.  OTkpbiTHe 10  Bceli  Poccumn
CeKpeTapCcKUx KYpPCOB, v3JjaHue
CrelianM3vpOBaHHbIX J)KypHaIoB. Posib cekpeTapei
B COBETCKUX yupexzeHusax XX Beka. Baeznenue
KATerOPUMHOCTH  CEKPeTapCKUX  00sS3aHHOCTEM.
YpaBHUBaHMe ~ CceKpeTaped C  KaHLIeISIPCKO-
TeXHUUeCKUMHU paboTHHKamu. [ToctanoBnenus CHK
CCCP 1925 wu 1932 rr. IlogbeM 3HAaUUMOCTH
cekpetapckoro obciayxuBanusg B 90-x romax XX
BeKa B KOHTEKCTe pa3BUTHSl UacTHBIX (opMm

COOCTBEHHOCTH. CoBpeMeHHOe COCTOSTHHE
CeKpeTapCKoi paboThI B YCJIOBUSIX
WHTeHCUGUKAIMK  YIIpaB/eHUeCKUX  TPOLIeCCOB,
pacilpeHust MaciTaboB JlesiTeIbHOCTH

rOCy/IapCTBEHHBIX U1 KOMMEPUeCKUX CTPYKTYP.

Pa3pen 3. Posib u MecTO
ceKpeTapsi B COBPeMeHHbIX
CTPYKTYypax yrnpaB/ieHUus

Kareropuu cekperapeii. CekpeTapb B CTPYKType
cnyx6e1 [IOY, B armaparte pyKOBOZAUTEIS, B COCTaBe
CTPYKTYPHOTO No/ipas/ie/ieHusl.
KBanudukaloHHble XapaKTepUCTUKH CeKpeTapeu.
OYHKIMU U [JOJDKHOCTHBIE 00513aHHOCTH CeKpeTapei
B 3aBUCHMOCTM OT KaTeropuu CeKpeTapCcKoro
00C/Ty>KUBaHUS. Cucrema CIy>KeOHbIX
B3aMMOOTHOIIIEHU, BO3HUKAIOIIUX B TpOLecce
BBLITIO/THEHUsI CeKpeTapeM BO3J/IOKEHHbIX Ha Hero
¢yukumii.  TpeboBaHusi  mpegbsBisieMble K
cekpeTtapsiM: K 00pa3oBaHMIO, TNPOodeccCroHaIbHbBIM
3HaHUSM, TeXHUYeCKUM YMEHMSIM U HaBbIKaM.
XapakTepucTUKa [IeJIOBbIX M JIMYHBIX KauecTB
cekperaps. HaBblkM 10 TICUXOJIOTHM OOI[eHHsI.
CamoakTyanu3auys cekpeTapsi. Oco3HaHue
cekperapeM ce0si B mpodeccun. CTpyKTypa paboThI
ceKpeTapsl.

Pa3pen 4. Opranu3anus padoTsl
cekperaps

[lpaBoBble ~ OCHOBBI  [IeSITEJIBHOCTH  CeKpeTapsi
(3aKOHO/IaTETEHO-TIPABOBAS u HOPMAaTHBHO-
MeToAuueckass 0a3a): Kopekchl; dezepasbHbie
3aKOHBI;  CTaH/ApThl; WHCTPYKLWH;  TPaBUIA,;
TI0JIO)KEHUST; HOpPMaTHBHbIE JIOKYMEHTBI,
coJiep)Kallfie HOPMbI BpeMeHHW. PerynupoBaHue
TPY/IOBBIX B3alMOOTHOIIIEHWN paboTogarens U
cekpeTapsl.

JomKHOCTHasE ~ MHCTPYKLMSI  ceKpeTaps,  Kak




OCHOBHOHM OpraHM3al[MOHHO-TIPABOBOM /IOKYMEHT:
MPaKTHUEeCKOe 3HaueHHe JO/DKHOCTHOM
WHCTPYKIIUM, METO/JMKAa COCTaB/IEHUS, CTPYKTYPa,
cocTaB  UWH(OpMAIMM, CAy4ad U TOPS/IOK
repecMoTpa, oopMIieHue.

Opranuzanys pabouero Mecta ceKpeTapsi:
[lpuemHas kak pabouee MecTo  ceKpeTapsi.

30HUpOBaHUe TIPUEeMHOM. OcobeHHOCTH
OpraHu3aliuy 30H NMPUEMHOMN: UHTepbep, OCBelleHUe,
o03eJieHeHue, OCHallleHHe OpTTeXHUKOU u
CTIpaBOYHBIMH ~ MaTepHa/laMH. Ob6opynoBaHue

paboueii 30HbI cekpeTapsi. Crielivdrka opraHu3aruu
TpUEMHON  DYKOBOJAWTeNs,  Befylllero  IpueMm
TOCeTUTEIeN IO JIMUYHBIM BOTIPOCAM.

YcnoBust TpyZa: CcTaHAapThl 0e30MacHOCTH TPY/a,
CaHWTapHbIe TIpaBWIa. XapaKTePUCTUKU OCHOBHBIX
(hakTOpOB, COCTaBJSAIOLIMX ONTUMAasbHbIE YCIOBHUS
TpyJa cekpeTaps (CaHUTapHO-TUTHEHWUeCKUe -
OCBEILeHHOCTb, 1IyM, BJIa)KHOCTb, TemIiepaTypa U
mp.;  TICUXO(MHU3UOTOTHUECKUe;  ICTETUUYECKHE).
Be3omnacHoCTh Tpy/ja py paboTe 3a KOMITbIOTEPOM.

Opranuzaiuss  pabouero BpeMeHU CeKpeTapsi:
pasrpy3ka DYKOBOAWTE/s] KaK OCHOBHasi (PYHKLIUS
cekpeTapsi, TOMOIIb B TUIAHUPOBAaHHWK pabouero
BpPeMEHU DPYKOBOAUTENS (ZIOATOCPOYHOe, TeKylllee),
MOPSAJIOK ~ 3alliCH  TJTAHUPYEMbIX  MEPOTIPUSATHM,
opraHusaius  pabouero  [JHS ~ PYKOBOJMUTEJI,
METOJMKa COCTaB/ieHHe CeKpeTapeM IIJlaHa CBOETo
pabouero [HS, eXeJTHEBHUK W eXeHeJe/lbHUK KaK
HWHCTPYMEHTHI TIJIAaHUPOBaHUsI paboyero BpeMeHH.

Pazpen 5. Opranu3anuoHHO-
a/]MUHUCTPaTHBHas
AeATeTbHOCTb CeKpeTaps

Opranuzaiusi TipyeMa Trocetutenel. MeToarKa
rpyueMa pas3/iduHbIX KaTeropuil  IoceTUTesei:
COTPY/JTHUKOB 1o CITy>KeOHBIM BOTpOCaM,
COTPYJHUKOB MO JIMYHBIM BOIpPOCaM, CTOPOHHUX
rioceTuTesiel 1Mo MpeBapuTe/IbHOM 10rOBOPEHHOCTU
u 6e3 Hee, ripueM jenerauuid. [IpMopUTETHOCTb B
NpefCTaB/eHUd  TOCeTUTeel  PYKOBOJWTEJIIO.
[lpaBuna mepeHoca WIM  OTMEHbI  TpUeMa.
[ToBeneHue cekpeTapsi C OXXKUJAIOLIMM OCETUTEIEM.
Opranuzaiys npvema rpakJaH. 3aruch Ha TpPUEM,
rpaduvku  TIpUeMa, perucTpaius IoceTuTesei,
JIOKyMEeHTHpOBaHWe TipveMa, WH()OPMHUpPOBaHUE
rpaXKzaH.

Opranuszanusi TeneOHHBIX TMeperoBopoB. Bupwl
TeneOHHBLIX TeperoBopoB. [lpaBuia TOATOTOBKU
«HACXOJAIMX» TeperoBopoB. [IpaBuna BefeHUs
«BXOJAIIMX» TieperoBopoB. Cucrematusanuss U
pacrpe/iesieH1e 3BOHKOB, a/ZlpecoBaHHbIX
pykoBoguTento.  Mcronb3oBaHue — Tene)OHHOTrO
6s1aHKa Ay cekpetapsi. TenmedoHorpamma. IpaBusia
TesiehoHHOr0  obmienus.  Crenuduka  CBs3U




aboHeHTOB  pasHoro  craryca. OOecrieueHue
KOHGU/IHI[MAIbHOCTH TeTe(OHHBIX TIEPErOBOPOB.

- TloaroToBKa [€MOBBIX BCTPEU U IE€PErOBOPOB.
OTanbl TOATOTOBKM BCTPEUM: OMpeje/ieHHe MecCTa,

BpeMeHU BCTpeuH, cocTraBa Y4aCTHUKOB,
oroBelljeHHe YUYaCTHHKOB, NIOJTrOTOBKA
HEOOXOMMBIX MaTepHasnoB. [Tomomte

PYKOBOJMTEJTIO BO BPeMsI ITPOBE/IeHUs TIePeroBOPOB.
- [TogrotoBka ¥ TIIpOBeJileHHe  COBeLaHUU
(3acefaHuii)  KoJIJIeTMa/IbHbIX ~ OPraHoB.  THIIBI
COBelllaHWM. JTambl TMOATOTOBKM  COBeLlaHUs:
rnosiyueHve  MHGOpPMaLMKM  OT  PYKOBOJWTES
OTHOCHUTEJILHO OpraHM3alMOHHBIX BOIIPOCOB
MpOBe/leHus COBelllaHus; cocTaB/IeHUe
Tpe/IBapUTe/IbHbIX CMeT pacxOZ0B, NMOBECTKH [HS,
CTIMCKAa YuYaCTHUKOB; TpoBeJieHWe paboThl 10
YTOUHEHUIO CIHMCKa M OIOBEIeHHI0 Y4YaCTHHKOB,
pacchbIKa TIpUT/IALLEeHUH, NpoBeJieHUe
OpraHu3arMOHHbIX MepOIPUATUA (3akas3
TOCTUHUL[BI, TpaHCIOpTa, OuieToB, obecreyeHue
Ky/IbTYPDHO-MacCCOBbIX ~ MEpONpUATUM U IIp.);
BocTpebOBaHMe TIPOEKTOB pelleHUid; TOATrOTOBKa
HEOoOXOMMBIX MaTepHa’sos; KOHTPOJIb 3a
OCHaIl|eHHeM MeCTa NPOoBe/IeHNs] COBELaHMs.
DyHKIMH cekpeTtapsi To 00CITy)KMBaHUIO
coBelllaHui. BesieHre npoTokora.

[TogroroBka KOMaHAMPOBOK. Buibl KOMaHAMPOBOK
PYKOBOAMTEJISl. DTarbl MOATOTOBKM KOMaHJUPOBKU:
cbop wuHGbOPMALUM OTHOCHUTENBLHO TUIAHUPYEMOM
KOMaHZUPOBKH, CO3[jlaHUe TulaHa KOMaHJUPOBKH,

MOATOTOBKA HE0OXOIUMBIX PYKOBO/JIUTEJTIO
JIOKYMEHTOB ¥ MaTepuasoB, 3aka3 OuieTos,
TOCTUHULIBL. JokyMeHTanbHOe otopmnenve

KOMaHJUPOBKU. WHCTPyKIUsS [Jisi CeKpeTaps Ha
BpeMsl OTCYTCTBHUSI PYKOBOJUTE/IS: CIIocob v BpeMst
CBSI3W C PYKOBOJWTE/IEM, TOAIMCaHUe JOKYMEHTOB
3aMelarIUMU vuiaMu. [IpyeM KOMaHIMPOBAaHHBIX
COTPY/IHUKOB.

Opranusaijysi ¥ TpoBe/leHUs] TPUeMOB, 3TUKETHbIe
MUCbMa, TIOAApPKH, TpaBWia odopMmyieHus U
WCI0/Ib30BaHMsl BU3UTHBIX KapToueK. [lesioBoii
JTHKET.

Pa3zpgen 6. Pabora cekperaps no
HH(OPMAILHOHHOMY
00C/Ty)KMBaHUIO PYKOBOAMTE/ISA

PabGota cekperaps TmTo cOoOpy W aHanMM3y
uHpopMarmy.  VICTOUHUKHM, CIOCOOBI  TIOMCKa,
MeToguKa cbopa u 00paboTku uH(OpMaruu.
CriocoObl  TIpeAicTaB/ieHUss HWH(OpPMALMU:  KOMUU
JNOKYMEHTOB, BBIITUCKM, aHHOTALUMH, pedeparsl,
00630pbl. [ToArOTOBKA BLICTYII/IEHUM PYKOBOAUTEJIS.

OpraHuzanusi  CBsizedd € OOILECTBEHHOCTHIO.
CpeactBa pacmpocTpaHeHUs WH(OpPMaLUU BHYTPH
opranusaiu. Pabora co CMW, mnapTHepamu,




K/IMeHTaMH, KOHKYPeHTaMHU.

OyHKIUU cekpeTapsi 1o obecrieueHHO
Oe3omacHocTn uHpopmaipn. PaboTta cekperapsi c
KOH(uAeHIMabHOM uHbopMaiueii. OmnpejeneHue
KOH(UeHIMaIbHOW UH(OPMAaLUi ¥ KOMMepUYecKou
TaiiHbl. Kareropum cBeJileHUM, OTHeCEHHbIX K
KoMMepueckoi TaiiHe. CriocoObl TIpeZiCTaBIeHUs
CAHKIIMOHUPOBaHHOW  uHGpopmauuu.  Criocobbl
3alUThl THGOPMALWH.

7 Paspen 7. Ilcuxosiorus o01ieHusa
ceKpeTaps

Cekpetapb u PYKOBO/IUTEJTb. ToHkocTH
B3aMMOOTHOIIIEHHUS] TI0JIOB. YUeT TICUXOJIOTMUeCKUX
0COOEHHOCTEN PYKOBOUTEJIS.

KoHukTHBIE cuTyaiuu. [IpUUMHBI, CTa UM, TyTH
BbIXO/la. YMeHWe  YIpaB/jsiTh SMOLUAMUA U
YyBCTBaMH.

[Ncuxonmoruueckde  TpUeMbl  BJIMSHUS —~ Ha
cobecenHrika. HeBepbarnbHble cpeficTBa B 7IeJIOBOM
00IIIeHNH.

B3aumooTHoOIIeHUs1 ¢ KosuteramMu. Kak u30exxaTh
MaHUIy/IAUM  Ha pabore. Posb cekpertapsi B
dbopmMupoBaHUM  GAarONpUATHOTO  K/IMMaTa B

KOJIJZIEKTHBeE.

4. Obpa3oBare/ibHbIe TeXHO/JIOTUH

B pa3gene ykaszaHbl oOpa3oBaTe/bHble TEeXHOJIOTHH, HCIO/b3yeMble TIPU pean3aLiu
Pa3IMuHbIX BUJOB Y4eOHBIX 3aHATHHN /i1 Hanbosee 3((heKTUBHOIO OCBOEHUsS [JUCLIATUIMHBIL.
[Tpu mipoBefeHUM Y4YeOHBIX 3aHATUN 00ecrieurBaeTCs pa3BUTHE Y OOyuarOL[UXCS HaABBIKOB
KOMaH/IHOW paboTbl, MEXXTMYHOCTHOM KOMMYHHUKALUH, TIPUHSTHS PeLleHnH, MJepCKUX KauecTB
(Bk/TFOUAsi TIpU HEOOXOJUMOCTH TIPOBe/IeHUe WHTEPAKTUBHBIX JIEKIUH, TPYIITIOBBIX AWCKYCCHH,
pOJIeBbIX WP, TPEHWHIOB, aHaAu3 CUTyalMid U WMMTALMOHHBIX MoJesled, IpernojiaBaHue
JUCLMIUIMH (Mozynel) B ¢opMe KypCOB, COCTaBJIEHHBIX Ha OCHOBE pe3y/IbTaTOB HayUHBIX
WCC/IeIOBaHN, B TOM YHC/Ie C YYETOM pPerdoHa/lbHBIX 0COOEHHOCTel TpodecCroHaTbHON
JiesITe/IbHOCTU BBIITYCKHUKOB U MOTpeOHOCTel paboTojaTereii.

[ns mpoBefieHUs] 3aHATUM JIEKLIMOHHOTO THIIA MO [AWUCLUIUVIMHE TPUMEHSIFOTCS Takue
obpa3oBare/ibHble TEXHOJOTMM KaK WMHTepaKTUBHBbIE JIeKLWH, MpobsemHoe oOyuenue. s
NIPOBE/IeHUs] 3aHATHI CEeMMHApCKOrO TWIA HWCIO/b3YIOTCS TPYIIOBble AWCKYCCHUH, pOJieBble
WT'PBbl, aHa/IU3 CUTYyalui U UMUTALMOHHBIX MOJe/ei.

No
Buobl yue6HbIX
n/ | HaumeHoeaHue pazdena . O6pa3zosameibHble MexHO/102UU
3auamuti
n
1 2 3 4
1. |Pa3den 1. BgedeHue. Jlekyus 1. IIpobnemHas nekyus
Jluckyccus
CamocmosmenbHas
paboma IMoozomoeka k 3aHsimuto ¢
UCNoAb308aHUEM UH(POPMAYUOHHBIX U
3/1eKMPOHHBIX pecypcos
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2. |Pasoen 2. Ucmopus Jlexkyus 2 IIpobaemHas nekyus
cekpemapckotl cayHcobl
/luckyccus
CamocmosimenbHas
pa6oma IMoozomoeka k 3aHsimuto ¢
UCNo/b308aHUEM UH(OPMAYUOHHBIX U
2/1EKMPOHHBIX Pecypcos
3. |Paszoden 3. Poab u mecmo |Jlekyus 3 ITpobaemHas nekyus
cekpemaps 8
COBPEMEHHDIX Juckyccus
CMpyKmypax ynpaeneHus |CamocmosmenbHas
pa6oma IMoozomoeka k 3aHsimuto ¢
UCNoAb308aHUEM UH(POPMAYUOHHDBIX U
9/1EKIMPOHHBIX Pecypcos
4 |Pasden 4. Opeavuzayus |/lekyus 4 IIpobaemHas nekyus
pabombl cekpemaps
INpakmuueckoe /Juckyccus
sanamue 1 ITodzomoeka K 3aHsimuto ¢
LCNo/b308aHUEM UH(OPMAYUOHHBIX U
Camocmoamentias | 5 joxmponmbix pecypcos
paboma
ITod2omoeka K KOHmMposbHol pabome
5 |Pasden 5. Jlekyusa 5 IIpobaemHas nexkyus
OpeaHu3ayuoHHo-
aoMuHUCmMpamueHas IIpakmuueckoe Juckyccus
IMeAbHOCM
22eren/1lzpzc ° 3anamue 2 IMoozomoeka k 3aHsimuto ¢
LCNo/b308aHUEM UH(OPMAYUOHHBIX U
Camocmoamentias | 5 joxmponnbix pecypcos
paboma
6 |Pazden 6. Paboma Jlekyus 6 IIpobaemHas nekyus
cekpemaps no
UHpOPMAYUOHHOMY IIpakmuueckoe Jluckyccus
00CAYHCUBAHUIO
pyKo};oainme ﬂL; 3ansmue 3 Iloozomoeka k 3aHsamuro ¢
UCNo/b308aHUeM UH(OPMAYUOHHbIX U
CamocmosmenbHas | 5 yoxmponmbix pecypcoe
paboma
ITod20moeKka K KOHmpo/ibHOU pabome
7 |Pa3den 7. Icuxonoeus Jlekyus 7 IIpobaemHas nekyus
obuwjeHus cekpemaps
/Jluckyccus
CamocmosimesibHas IToozomogka k 3aHsamuro ¢
LCNo/b308aHUEM UH(OPMAYUOHHbIX U
paboma 9/16KMPOHHBIX PeCypCos
IToo2omoeKa K 3K3ameHy

Kaxapiii  oOyuaromquiici B TeueHWe Bcero Tiepuoja oOyueHuss — obecrieueH
WH/IMBU/Iy alTbHBIM HeorpaHUYeHHbIM JOCTYTIOM K 3/IEKTPOHHOM
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uHpopMalMoHHOOOpa3oBaTenbHOU cpesie PI'TY 13 /moOoli TOuKH, B KOTOPOH UMeeTCst JOCTYIT K
“H(OpMaIMOHHO-Te/IeKOMMYHUKALIMOHHOW ceTH "HTepHeT", Kak Ha TeppuTtopuu PI'TY, Tak u
BHe ee. DJIeKTPOHHAsi MHPOPMaIMOHHO-00pa3oBaresibHast cpefja PI'TY obecrieunBaet: O0CTym K
yueOHBIM TUIaHaM, pabouyvM TIporpaMMaM [AWCLMIUIMH (MoZyrseid), TIporpaMMaM TpaKTHK,
3JIEKTPOHHBIM y4eOHBIM M3/IaHUSIM U 37IeKTPOHHBIM 00pa3oBaTe/lbHbIM pecypcaMm, YKa3aHHbIM B
pabounx TmporpaMmax AMCLUIUIMH (MoAynei), mporpamMmax TpakTUK; (opMHUpOBaHHe
3JIEKTPOHHOTO MOPT(oIM0o 00yUaroiierocsi, B TOM Yrc/ie COXpaHeHWe ero paboT M OLIEHOK 3a 3TU
pabotel. B ciayuae peanu3auyu nporpammbl OakanaBpuaTa C TpUMeHEHHeM 3J/IeKTPOHHOTO
o0yueHwus, JAVCTaHL[MOHHBIX obpa3oBareTbHbIX TeXHOJIOTUU 3/1eKTPOHHAs
vHpopMaLMoHHOOOpa3oBaTenbHass  cpesa  PITY  obecrneumBaer: — ¢uKcauuoo — Xoja
oOpa3oBaTe/bHOTO TIPOL|ECCA, Pe3y/IbTaTOB IPOMEXYTOUHOW aTTeCcTali ¢ Ppe3y/bTaToB
OCBOEHHUs1 TIporpamMMbl 0OakanaBpuaTa; TpoOBeZieHHe YueOHBbIX 3aHSTHM, TMpOLeAYD OLeHKU
pe3y/ibTaToB 00y4eHUs], peasn3alysi KOTOPIX MpPeAyCMOTPeHa C IpUMeHeHHeM 37IeKTPOHHOTO
oOyueHusi, [AUCTAaHLIMOHHbIX 00pa3oBaTe/NbHBIX TEXHOJOTUM; B3aUMOJIeHiCTBUE  MeXIy
yuaCTHUKaMH 00pa30BaTesbHOTO TpOIiecca, B TOM UHMC/Ie CHHXPOHHOe U (W) aCMHXPOHHOE
B3aUMOJeNCcTBUS  TocpeAcTBOM ceTd  "VHTepHeT". (DyHKIMOHMPOBaHWE  3JIEKTPOHHOM
vH(pOpMaIMOHHO-00pa3oBaTe/IbHON Cpejbl 00ecreunBaeTCsi COOTBETCTBYIOIIMMH CpeJCTBaMH
MH(POPMAaLIMOHHO-KOMMYHHUKAL[MOHHBIX ~TeXHOMOTUHA U KBaiudukauyedr pabOTHUKOB, ee
WCTOMB3YIOUMX U ToAJep)KuBarolnx. PYHKIMOHWPOBaHME 3/1eKTPOHHOM HWH(OPMal[MOHHO-
obpa3oBaresnibHOM cpesibl PI'T'Y cooTBeTCTBYeT 3aKOHOAATeNLCTBY Poccuiickoit dezepariyu.

B mepuos; BpeMeHHOTO TIPUOCTAHOBJIEHUS TOCeIeHusT O00YJarolMMUCS TOMeIleHN U
tepputopun PI'T'Y pnsi opraHu3alyd yueOGHOro Trpoljecca C TIpUMeHeHHeM 3JIeKTPOHHOTO
o0y4yeHHsT ¥ [UCTAaHLMOHHBIX 00pa30BaTe/NbHBIX TEXHOJNOTHA MOTYT OBbITb HCIIO/H30BaHbI
ciiepytorie oopa3oBaTe/ibHbIe TeXHOOTHH:

— BUJ|0-JIeKLIUU;

— OHJIAUH-/IEKL[UU B Pe)KMMe peasibHOr0 BpeMeHU;

— 3/IeKTPOHHBIE YUeOHUKH, yueOHbIe TTOCcoOUsl, HayuHble W3/JJAHUSI B 37IEKTPOHHOM BHjIe U
JIOCTYTI K MHBIM 3/IeKTPOHHBIM 00pa30BaTe/ibHbIM pecypcam;

— CUCTeMBI [i/11 3/IeKTPOHHOI'O TeCTUPOBaHUS;

— KOHCYJIbTALIUU C UCII0/Ib30BaHKeM TeJIeKOMMYHHUKALMOHHBIX CPeJiCTB.

5. OneHKa IJIAaHNPYeMBbIX Pe3y/IbTaToB 00yueHust
5.1. Cucmema oyeHueaHus

dopma KOHTPO/IA Makc. Ko/im4ecTBo
0anoB
3a ogHy Bcero
paboty

TekyIuii KOHTPOJIb:

- onpoc u yuacmue 8 OUCKyccuu Ha cemMuHape (membl |5 6a1108 35 bannos
1-7)
- KOHMPO/bHASL paboma Ha CeMUHapCKOM UAU 10 6annos 10 6annos

npakmuueckom 3aussimuu (membt 3-4)

- KOHMPO/bHAsL paboma Ha CeMUHAPCKOM UU 15 6annos 15 6annos
npakmuyueckom 3aHssmuu (membl 5-6)
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[IpomexxyTouHas aTTecTaLus 40 6annos
(nucbmeHHbIl omeem Ha 2 gonpoca)
HTtoro 3a cemectp (OucyuniuHy) 100 6annos

3auém c oyeHKoll

[TonydeHHBIN COBOKYTHBIM pe3y/bTaT KOHBEPTUPYETCS B TPAJULMOHHYIO IIKaTy OLIEHOK U B
IKany olleHOK EBporieiickoii cucteMbl repeHoca U HakorieHus: KpequtoB (European Credit
Transfer System; fganee — ECTS) B cOOTBeTCTBUM C Tab/u1[eH:

100-6a/m1bHas TpaiionHas WKana IITkana
1IKaaa ECTS
95 -100 A
8394 OT/INYHO B

68 — 82 XOPOLLO 3a4TeHO C

56 — 67 D
=055 y/I0B/IETBOPUTE/ILHO 5

20 —-49 FX
0-19 HeY/I0B/IeTBOPUTETLHO He 3aUTeHOo F

5.2.Kpumepuu ebicmae/ieHusi 0YyeHKU no oucyun/iuHe

bannsl/ Ouenka no Kpurtepuu onieHKH pe3y/IbTaToB 00ydeHHs M0
lIkana JAUCLUMILIMHE JAUCLUILIMHE
ECTS
100-83/ «OTIIMYHO»/ BeicTaBsieTcst 00yJaroiemMycsi, eC/iv OH ry1y0oKo U
MPOYHO yCBOW/I TEOPETUYECKUI U MPaKTUUYeCKUil
AB «3aUTeHO P Y P P
MarTepuas, MOKeT IIPOJeMOHCTPUPOBATh 3TO Ha 3aHATUAX U
(oTMUHO)»/ N
B XOJe TIPOMeXyTOUHOHU aTTeCcTaljyiu.
«3d4YTeHO»

OOyJaroIHIACs UCUEPITHIBAOILE W JIOTUUECKH CTPOMHO
v3/araet yueOHbIM MaTepuasl, YMeeT YBSI3bIBaTh TEOPUIO C
MPAKTUKOM, CIIPaBJIsSIeTCsl C pellieHreM 3a/iau
rpoecCcroHaNbHOUM HarpaBlIeHHOCTU BbICOKOTO YPOBHS
CJIO’KHOCTH, TIPABWJIbHO 000CHOBBIBAET TTPUHSITHIE
pelLeHusl.

CB00OOJHO OpHeHTUPYeTCs B yueOHOU U
npodeccroHaIbHOM TUTepaType.

OtleHKa Mo JUCLIUIIMHE BBICTAB/ISIOTCS 00yuarolemMycs ¢
YUETOM pe3y/bTaToB TeKYLeil U MPOMeKyTOUHON
aTTecTalyu.
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Bbanabsr/
IITkana
ECTS

OneHka mo
JMCIUTTHHE

Kpurepuu onieHKH pe3y/IbTaToOB 00yueHusl 10
AUCIHILIMHE

KomrneteHyu, 3aKperyiéHHbIe 3a JUCLUATIIMHOM,
c(hOpMHPOBaHbI HA YPOBHE — «BBICOKU».

82-68/

«XOpOLLO»/

«3aUTeHO
(xopor110)»/

«3aUuTeHO»

BeicTaB/isieTcst 00yyaromemMycsi, /i OH 3HaeT
TeOpeTUYeCKUW 1 NIPaKTUUeCKU MaTeprasl, FPaMOTHO U 10
CYLL[eCTBY M3/laraeT ero Ha 3aHITUSIX U B XOZe
MIPOMEXXYTOUHOW aTTeCTalluy, He [0IyCKasl Cyll|eCTBeHHbIX
HETOYHOCTEH.

OOyuarouuiicsi MpaBUIBHO MPUMEHSIET TeOpeTHUeCKHe
T10JI0’KeHUS [PY pelLlieHUH paKTUYeCKuX 3ajau
NpojecCcoHaIbHON HallpaB/IeHHOCTHU Pa3HOr0 YPOBHS
CJIO’KHOCTH, BJlafieeT HeoOXOAUMBIMHU [I/is STOTO HaBbIKaMU
Y IIpUEMaMU.

IocTaTouHO XOPOIIIO OPUEHTUPYETCS B yueOHOM U
ripodeccroHa LHOM TUTepaType.

OrieHKa 10 JUCLIMIUIMHE BBICTABJISIOTCS 00YUAOIEMYCS C
yUéTOM pe3y/IbTaTOB TeKYyIlei U POMeXKyTOUHON
aTTecTalyu.

KomrieTeHI 1y, 3aKperiéHHbIe 3a IUCLUITMHOM,
Cc(pOpMUPOBAHBI Ha YPOBHE — «XOPOLLMI».

67-50/
D,E

«YJ0BJIETBOPH-
TeIbHO»/

«3auTeHo
(ynoBnetrBopu-
TeJTbHO)»/

«3aUTeHO»

BeicTaB/sieTcst 00y4aroIemMycsi, eC/ii OH 3HaeT Ha 0a30BOM
YPOBHe TeopeTUueCKuil U MpakTU4YeCcKuii MaTepuarl,
JIOTyCKaeT OTZe/bHbIe OLIMOKY IPY ero U3/10’KeHUH Ha
3aHATUSIX U B XO/le TIPOMEXKYTOUHOM aTTeCcTaLuu.

OOyyaroIMIACs UCTILITHIBAET OTpe/ie/IEHHbIE 3aTPYAHEHUS
B MIPUMEHEeHNH TeOPeTUUeCKUX TO0JI0)KeHU MPU pelleHUH
TpaKTUUeCKUX 3ajjau rpodeccroHaibHOM HarpaBeHHOCTU
CTaHJapTHOI'O YPOBHS CJIOXKHOCTH, BajieeT
HE0OXOIMMBIMH JIJ1s1 3TOTO OA30BBIMHM HaBbIKAMU U
puémMamu.

JleMOHCTpHUpYeT JOCTaTOYHBIM yPOBeHb 3HaHUs yueOHOM
JUTepaTypbl MO JUCLIUTIHE.

OtleHKa 1Mo JUCLIUIIMHE BBICTAB/ISIOTCS 00yuarolemMycs ¢
Y4ETOM pe3y/IbTaToB TeKylljel U MPOMeKyTOYHOM
aTTecTaLyu.

KomrieTeHyu, 3aKperyiéHHbIe 3a JUCLIATIIMHOM,
c(hopMHpOBaHbI Ha YPOBHE — «/I0CTaTOYHbIN».

49-0/

«HeyJOBJIeTBOpHUTE
JILHO»/

BeicTaBrsieTcsi 00y4aroiemMycsi, eC/ii OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETHUECKUH U MPAKTUUYECKHUH
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aTTecTaluu.

JINTEPATYPHI IO JUCHUII/IMHE.

aTTecTaluu.

3a IMCLMIJIMHOM, He C()OPMUPOBaHBbI.

Banney/ Owuenka mo Kpurepuu onieHKH pe3y/IbTaToOB 00yueHusl 10
Ixana JUCHUIUIMHE JUCIHUIUIUHE

ECTS

F,FX He 3aUTeHO Marepuall, JoMyCKaeT rpyOble OIIMOKY TMPH ero

H3J/I0’KEHHH Ha 3daHATHUAX U B X0/ HpOME)KYTOqHOﬁ

OOyuaroIHiACs UCTILITHIBAET CepbE3HbIe 3aTPY/IHEHUS B
TpUMeHeHHUH TeOpeTUUeCKUX TI0/I0KEeHHUH MU pellieHUH
TpaKTUUYeCKUX 3a/iau NpodeccuoHa/bHON HarpaB/leHHOCTU
CTaH/JaPTHOTO YPOBHSI CJIO)KHOCTHU, He BJIa/leeT

He00X0IUMBIMH /IJIs1 3TOT'0 HaBbIKAaMH U TIPUEMaMHU.

HemoHCTpUpyeT dhparMeHTapHbIe 3HaHUS yueOHOM

OtleHKa M0 JUCLIUI/IMHE BBICTAB/ISIOTCS 00yuarolemMycs ¢
Y4ETOM pe3y/IbTaToB TeKylljel ¥ POMeKyTOUHOM

KomneTeH1IMM Ha YPOBHE «Zl0CTaTOYHbIN», 3aKpeI/IEHHbIe

5.3. OyeHouHble cpedcmea 0/151 meKyuje2o KOHmMpo/is ycneeaemocmu, NPOMeHCymouHoul
ammecmayuu obyuarouwjuxcsi no oucyun/auHe

LCoOoONUT kWP

KonmpoabHble 6onpochl 0151 meKywjell U npoMexdcymo4Holi ammecmayuu

ITpodeccronanbHble TpeOOBaHUS K CEKPeTapio PyKOBOAUTEJIS;
OcobeHHOCTH OpraHu3ayy pabouero Mecta CceKpeTapsi;

ITpaBua BefjeHus Tene)OHHBIX 1€PErOBOPOB;

OO6s13aHHOCTH CeKpeTapsi TI0 OpraHU3aliy ePeroBOPOB PYKOBOAUTEIS;
Crieri¢vika ruiaHMpoBaHue pabouero JHs PyKOBOAUTeSI U CeKpeTapsi;
[TpaBoBasi 1 HOpPMaTUBHAs! peryiaMeHTarusi paboThl CeKpeTaps;
OpraHu3auysi paboThI IPUEMHOM PYKOBOJUTEJIS;

PabGota cekpetapst B cepe MHPOPMAIMOHHOTO 0beCcTieueHus;

[lpaBuna penoBoro oOmIeHHWSI C PYKOBOJAUTENEM, COTPYJAHHUKAMH,
TIO/IYMHEHHBIMUY;

. OO6s13aHHOCTH ceKpeTapsi 110 MOJTOTOBKe 1 MIPOBeZIEHUI0 COBeLaHuM;
. Ponb cekperapst B NOArOTOBKe KOMaHMPOBOK PYKOBOJUTEIS;

. IlpaBu/a noBe/ieHUECKOro 3TUKe CeKpeTaps;

. MecTo cekpeTtaps B yripaB/eHUeCKOM CTPYKType OpraHv3aliyy;

14.
15.

KoHdugeHmanbHOCTb B paboTe cekpeTapsi;
[TpaBuna noBefjeHNst ceKpeTapsi B KOHQUIMKTHBIX CUTYaL[UsIX.

Bapuaum 61uy-KoHmpo/ibHOU pabombi

1. Bugpl fedrenbHOCTH CeKpeTapsl.
2. TpeboBaHus1, MpebsIB/IsieMble K CEKPeTapio: UTO OH /I0/DKEH 3HaTh U YMETb.
3.CocTaBUTh pe3toMe MNpeTeH/jeHTa Ha [JO/DKHOCTb CeKpeTapsl.

MoceTUTe/IsIMU,
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6. YueGHO-MeTOANUYECKOE U HH(OPMALIMOHHOE 00ecnedyeHne JUCIUITTHHBI

6.1. Cnucok ucmoyHuKog u siumepamypbl

Hcemounuku

Obs3amenbHble

®enepanbhbii 3aKoH OT 27.07.2006 Ne 149-®3 «O6 undopmaiu, MHGOPMaLMOHHBIX
TEXHOMOTUAX W 3aumTe WHQOpMalmu» [DneKTpoHHbIM pecypc] — Pexum pgocryna:
http://www.garant.ru.

®epepanbhblii 3akoH OT 02.05.2006 Ne 59-®3 «O mopsigke pacCMOTpeHHsi oOparieHuH
rpaxkaaH  Poccutickoit  ®Pepepain»  [DeKTpoHHBIM  pecypc] — Pexxum  fgocrtyma:
http://www.garant.ru.

®epnepanbHbiii 3akoH oT 27 wutona 2006 r. N 152-®3 «O mnepcoHa/lbHbIX JAaHHBIX»
[DniekTpoHHBIM pecypc] — Pexxum foctymna: http://www.garant.ru.

[Mpuka3 PocapxuBa ot 20.12.2019 N 236 "O6 yrtBepkieHuu [lepeuHsi TUIOBBIX
yTpaB/ieHUeCKAX apXUBHBIX [JOKYMEHTOB, 0O0pa3yrolmxcsi B TIpoljecce /IesTeIbHOCTH
roCy/lapCTBeHHbIX OpPraHOB, OPraHOB MECTHOT'O CaMOYIIPaB/IeHUsl U OpraHM3aliid, C yKa3aHuem
CpPOKOB uX XxpaHeHus" (3apeructpupoBaHo B Munrocte Poccum 06.02.2020 N 57449)
[DnekTpoHHBIM  pecypc] // CropaBOYHO-TIOMCKOBasi cuUcTeMa «KOHCYIbTaHT — TITHOC».
URL:http://www.consultant.ru/cons/cgi/online.cgi?
req=doc&base=LAW&nN=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09
893595070554722

[Tpyka3 MuHucTepcTBa TpyZa U colpanbHoM 3amuThl P@ ot 15.06.2020 Ne 3331 «O06
yTBep>kaeHur IIpodeccroHanbHOro crangapra «CrielyanydcT 10 OpraHu3allMOHHOMY U
JIOKYMEHTAIl[MOHHOMY 00eCIieUeH’I0 YTIpaB/IeHUI0 OpraHu3amuei» [DeKTPOHHBIA pecypc] —

PexxuM foctyna: http://www.garant.ru.

Jlumepamypa

Ob6s3amenbHas

beikoBa T.A. [loKymeHTalMioHHOe o0ecrieueHue YripaB/ieHUs ([1eJI0TPOU3BO/ICTBO)
[DnekTpoHHbIN pecypc]; yuebHoe rocobue/ T.A. BeikoBa, T.B. Ky3HerioBa. -2-e u3j. nepepab. u
jgor. — MockBa: WHbpa-M, 2018. -304 c. —Pexxum gocrtyna: http://znanium.com/go.php?
id=942800/

ZlonoiHumesbHas


http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
http://www.garant.ru/
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
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Jlykam, FO. A. BeITb cekpeTtapeM pykoBozauTessi (prpMbl [DneKTpoHHBIN pecypc] : yued.

nocobue / FO. A. Jlykamr. - M.: ®nunta, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nJocryta: http://znanium.com/catalog/product/455324

[Tpodeccus - MOMOIIHUK pyKoBouTensi: [Ipuembl «BbICiIero nuioTaxa» / Jlazapes K. -

M.:Anbrimra ITa6m., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum pocryma:
http://znanium.com/catalog/product/917159

6.2. ITepeuenb pecypco8 uHpopmMayuoHHO-Me1eKOMMYHUKAYUOHHOU cemu « A{HmepHem»

[apaHT [DnekTpoHHBIM pecypc]. Pexxum gocryna: http:/www.garant.ru.

OJeKTpOHHO-O0MO/MOTeUHass cucTeMa [D/IeKTpOHHBIM  pecypc]. Pexum  fgoctyma:

http://www.znanium.com

6.3 IIpo¢peccuonanbHble 6a3bl OAHHBIX U UH(POPMAYUOHHO-CNPABOYHDIE CUCIeEMbI

Ioctyn K npodeccruoHanbHbIM 0a3am faHHbIX: https://liber.rsuh.ru/ru/bases

VHdopmaloHHbIe CIIpaBOYHbIe CUCTEMBI:
1. KoHcynstaHT ITnroc
2. TapaHr

No HaumeHoBaHue
/1

1 | MexayHapopHble pedepaTiBHble HayKoMeTpuueckre b/l, 1ocTymHbie B paMKax
HalMOHaIbHOU NOAMUCKU B 2022 T.

WebofScience

Scopus

2 | [IpodeccroHanbHbIe MOMHOTEKCTOBBIe B/, OCTYITHBIE B paMKax Hal[MOHa/IbHON
noanucku B 2022 T.

KypnansiCambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Kypnane! Taylor and Francis

3 | [IpodeccroHabHbIe TTOIHOTEKCTOBLIE B/]
JSTOR

W3panus 1o o611jeCTBeHHBIM ¥ TYMaHUTapHBIM HayKaM

OnekTpoHHast 6ubmoTeka Grebennikon.ru



http://www.garant.ru/
http://znanium.com/catalog/product/917159
http://znanium.com/catalog/product/455324
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4 | KommbroTepHsble ClIpaBOYHbIe [IPaBOBble CUCTEMbI
Koncynerant Intoc,

l'apant

7. Marepua/IbHO-TeXHUYECKOe o0ecreueHue AUCHUITHHBI

AymuTtopur Al TIpOBeJleHWs] JIeKIUM W CeMHHApPCKUX 3aHSATMM C TeXHUUYeCKUMHU
cpeactBaMu 00yueHUsT (MyJ/IbTUMeUA-TIPOEKTOP (BH/EOTIPOEKTOP), 3KpaH (MePeHOCHOW WU
CTaLIMOHAPHBIN)), KOMIBIOTEPHBIN K/IacC JJist TIPOBe/IeHus Tab0paTOPHBIX 3aHATHM.

1. Ilepeuyens IIO

Ner Haumenosanwue 110 ITpoussoauTesb Crioco6
/m pacrpocTpaHeHUst
(uyeH3uoHHoe unu
€800600HO
pacnpocmpasiemoe)
1. Adobe Master Collection CS4 Adobe JIULIeH3UOHHOe
2. Microsoft Office 2010 Microsoft JIULIeH3UOHHOe
3. Windows 7 Pro Microsoft JIULIeH3UOHHOe
4. Microsoft Office 2013 Microsoft JIULIEH3UOHHOe
5. Windows 10 Pro Microsoft JIUL[EH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIULIEH3UOHHOe
7. Microsoft Office 2016 Microsoft JIN1eH3UOHHOe

2. Ilepeuens B/l u UCC

Ner HaunmenoBanue
/n

1 | MexayHapoHble pedepaTrBHEIE HAyKOMeTprudeckue B/, 10CTymHbIe B paMKax
Hal[MoHa/bHOU noAnucky B 2020 T.

Web of Science

Scopus

2 | [IpodeccroHanbHble MoMHOTeKCTOBbIe B/I, OCTyNHbIe B paMKaX Hal[MOHATbHOM
noanucku B 2020 r.

JKypnanel Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnanel Taylor and Francis

3 | [IpodeccroHanbHbIE TTOTHOTEKCTOBLIE B /1
JSTOR
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W3aanus 1o 06I1IeCTBeHHBIM Y T'yMaHUTapHbIM HayKaM
OnektpoHHast 6ubmoTeka Grebennikon.ru

4 | KoMIbIOTepHbIe CIIpaBOYHbIe [PaBOBbIE CUCTEMBbI
Koncynbrant I1ntoc,
I'apaHT

8. ObecnieueHue 00pa30BaTE/ILHOTO MPOLECCA /AJ/IA JIUI] C OTPAaHMYEHHBIMH BO3MO)KHOCTAMH
3J0POBbsl 1 HHBA/IU/IOB

B xope peanu3auyu AUCLUIUTAHBI UCIIO/Ib3YIOTCS CIeYIOLe JOTIO/THUTe TbHbIe
METOZbI O00yuYeHHs, TEKYIIIero KOHTpPOJI YCIeBAaeMOCTH W TIPOMEXKYTOUHOW aTTecTalj|uu
00yJarIuXCcsl B 3aBUCMMOCTU OT WX WH/AWBUAYaTbHBIX 0COOEHHOCTEN:

. JUTSL CJTETIBIX U CITa00BUAIIINX:

- neKuud OoGOpMIISIOTCS B BHUZE 3JIEKTPOHHOTO [IOKYMeHTa, [JOCTYITHOTO C TIOMOIIbIO
KOMIIbIOTEpA CO CIeIaTM3UPOBAHHBIM ITPOrPaMMHBIM 00ecTieueHreM;

- TMChbMeHHbIe 3a/laHUs  BBITIOJIHSIOTCS Ha KOMITBIOTEDE CO  CIelMaJTu3UPOBAHHBIM
TIPOrpaMMHBIM 00OecrieueHreM, UJTH MOTYT ObITh 3aMeHEHbI YCTHBIM OTBETOM,;

- obecrnieunBaeTCsl MHAWBUYa/IbHOE PaBHOMepHOe ocBelrieHre He MeHee 300 JTHOKC;

- /i1 BBIIOJIHEHWS 3a/laHUsl TPU  HEeOOXOAMMOCTH TIPEJOCTABJISIETCS  YBETUUMBAIOIIEe
YCTPOWCTBO; BO3MOYKHO TaK)Ke MCIT0/Ib30BaHWe COOCTBEHHBIX YBeTMUMBAIOIIUX YCTPOUCTB;

- MMCbMEHHbIe 3a/]aHusi 0POPMIISIOTCS YBeTMUeHHBIM HIPUPTOM;

- 9K3aMeH U 3auéT MPOBOJATCS B YCTHOM (hopMe WX BBIMOHSIOTCS B MMCbMeHHOM (opMe Ha
KOMIIbIOTEpE.

. JUTSL TITYXUX U C/1ab0CTBITIAIINX:

- JeKuuu OQOpPMJISIIOTCS B BHJE S7eKTPOHHOrO JOKyMeHTa, JiMOO TpeoCTaB/sieTcst
3BYKOYCWIMBAIOIIIasl arnmapaTypa WHAWBUAYaTbHOTO T10/Tb30BaHUS;

- MMCbMEeHHbIe 3a/]aHus BBITIOTHSIIOTCS Ha KOMITbIOTEpe B MMCbMEHHOU (opMe;

- 9K3aMeH U 3a4éT MPOBOASATCS B MMCbMeHHOW (JopMe Ha KOMITbIOTEpPE; BO3MOYKHO TIPOBe/ieHHe
B (hopMe TeCTUpPOBaHUSI.

. JUTsL JTAL] C HAPYIIeHUsIMU OTIOPHO-/[BUTATEe/ILHOTO arirapaTa:

- JeKuMu O¢OpMJISIOTCS B BHUZE SJIEKTPOHHOTO [IOKYMEHTa, JOCTYITHOTO C TIOMOILbIO
KOMITbIOTEpA CO CrelaIM3upOBaHHBIM ITPOTPaMMHBIM 0becrieueHreM;

- THUCbMEHHble 3aJlaHUsi  BBITIOJIHSIOTCS Ha KOMIIBIOTEDPE CO  Criel[daJn3upOBaHHBIM
NIPOTrpaMMHBIM 0becTieueHreM;

- 9K3aMeH U 3auéT MPOBOASATCSA B YCTHOM ¢opMe WX BLITIOJHSIOTCS B TTMChbMeHHON (opMe Ha
KOMIIbIOTEpE.

[Tpu HEOOXOIUMOCTH MpelyCMaTPUBAETCS YBEJTMUeHHE BPEMEHH IJ1s TIOAATOTOBKY OTBETa.

[Mporiegypa TipoBe/ieHHsI TIPOMEXXYTOYHOM aTTecTalud [Jjisi 00yJaroluXcsl YCTaHAB/IUBAETCS C
YUETOM MX WHUBUAYAIbHBIX TMCUX0(pU3nuecKux ocobeHHOCTel. [IpoMe)KyTouHasi aTTecTarjus
MOYKeT TIPOBO/IUTHCS B HECKOJIBKO 3TarloB.

[lpu mnpoBefeHHMU TIPOLEAYpPhbl OLEHWBAHUSI Pe3y/bTaTOB OOyueHUs TpeAyCcMaTpUBaeTCs
WCTIO/Ib30BaHWe  TeXHUUeCKWX CPeACTB, HeoOXOOWUMBIX B CBS3M C WHAWBUZAYaJIbHBIMU
0COOEHHOCTSIMU 00yYaroMXcst. DTU CPeJCTBa MOTYT ObITh TPeAOCTaB/lIe€Hbl YHUBEPCUTETOM, WU
MOT'YT MCIT0/Tb30BaThCs1 COOCTBEHHBIE TEXHUUYECKHe CPe/CTBa.

[TpoBeseHure Mpolielyphl OLIEHUBAHUSI Pe3y/IbTaTOB 00yUeHUs IOMyCKaeTCst C MCI0/Ib30BAaHUEM
JUCTaHI[MOHHBIX 00pa30BaTe/TbHBIX TEXHOIOT M.

ObGecnieunBaeTcss JOCTYN K HMHMOPMAIMOHHBIM W OuO/MorpadUyecKuM pecypcaM B CETH
VHTepHeT nAns KakAoro oOydaroiierocss B (opMax, aflalTUPOBAHHBIX K OTPAaHUYEHUsIM MX
3/0POBbBS U BOCIIPUSTUS UH(POPMAIUU:

. JUTSI CJTETIBIX U ClTa00BUJSIIINX:
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- B [1eyaTHOM dopMe yBe/MYeHHbIM IPUGDTOM;

- B (hopMe 3/7IeKTPOHHOT0 JIOKYMEHTa;

- B hopMe ayzarodaiina.

. JUISL TJTYXUX U C/1ab0CTbIIAIIHX:

- B 11eyaTHo# ¢opme;

- B (hopMe 37IeKTPOHHOTO JJOKYMeHTa.

. JJ1s1 00Y4aroIMXCs C HAapyIIeHUsIMUA OTIOPHO-/BUTaTeIbHOTO arrapara:
- B leyatHoU ¢opme;

- B (hopMe 3/7IeKTPOHHOI0 JJOKyMEeHTa;

- B (popme ayanodpaiina.

YueOHble ayJUTOPUM AJIs1 BCEX BH/IOB KOHTAKTHOM M CaMOCTOSITe/IbHOW paboThl, HayuHast
6ubsivoTeka W WHbIE TIOMeIlleHUsl /i1 00yuyeHHsI OCHAIlleHbI CrieluanbHbiM 000py/j0BaHHeM U
yueOHBIMM MeCTaMH C TEXHUUECKHUMH CPe/ICTBaMH 00yUeHusI:

. JUIsL CJIeTIBIX U ClTa00BUJSILINX:

- YCTPOWCTBOM [I/151 CKAHUPOBaHus U uTeHus ¢ kKamepor SARA CE;

- pucruieeM bpaiinag PAC Mate 20;

- npuHTepoM Bpaiinsg EmBraille ViewPlus;

. JUTSL TJTYXUX U C/1ab0CTbIIAIINX:

- aBTOMAaTHM3WPOBAaHHBIM pabouMM MeCcTOM /s JIIofiell C HapylleHHeM Cciayxa |
c/1aboc/IbIIaILUX;

- aKyCTUYeCKUI yCUUTeNb U KOJIOHKH;

. JU1st 00yUaroIIyXCsl C HapyIIeHHUsIMU OTTIOPHO-/IBUraTe/IbHOTO arirapara:
- lepeiBKHBIMU, peryupyeMbIMU S3proHOMHUYecKuMU napramu CU-1;
- KOMIIbIOTePHOM TeXHUKOM CO Criel{ia/ibHbIM TIPOrPaMMHBIM 0becrieueHreM.

9. MeTopnueckue MaTepyaJibl

9.1. I1naxbl npakmuyeckux 3aHsimutl

Tema 1. Posib 1 MeCTO cekpeTapsi B COBPeMeHHBIX CTPYKTypax ynpasJ/ieHus. (9 u.)
Henb 3anamusa: OnpefeUTh OpraHU3aLjMOHHbIE U ITPAaBOBbIe OCHOBBI [|eSITE/IbHOCTU CeKpeTapew,
Hay4UTbCs OIpeessaTh [IePCOHAIbHYI0 3arpy’KeHHOCTb CeKpeTapsi, COCTaB/IATh JIOKa/IbHbIe

HOPMATUBHBIE dKThI B Cd)epe €ro AedaTeJIbHOCTH.
CDOpMa npoeeaele — [MPpakKTUUYeCKOoe 3aJdHHE.

3adaHus:

1.M13yuuTh TUIIOBbIE CTPYKTYPbI CIYy>KO [e/0npou3BoACTBa (KaHLenspyuid), orpefenuTh
MeCTO CeKpeTapuaTOB U CeKpeTapel DYKOBOJAUTES B CTPYKTYpe YIIpaBJ/IeHUsI.

2. B COOTBETCTBUU C TIpeAJIOKEHHOW «doTrorpadueli» pabouero AHs ceKpeTapsi, W
Npe/iyIOKeHHbIMU  HOPMAaTMBHO-MeTOAMUYEeCKUMU MaTepuajaMu pacCuvTaTh I1epCOHaIbHYH0
3arpy>keHHOCTb CeKpeTapsi.

3.Ha ocHoBanuu npodeccruoHanbHOro ctaHaapTa «CrelraaucT 1o OpraHrM3aliOHHOMY U
JOKYMEHTALHOHHOMY 00eCIieueHHI0 YIIpaB/IeHUI0 OpraHu3aliei’» W THUIOBOW CTPYKTYPbI
JIO/DKHOCTHOW MHCTPYKLIMH, pa3paboTaTh 3TOT AOKYMEHT /IJisi CeKpeTapsi PyKOBOAUTEJISI.

Yka3zaHus no 8bINO/AHEHU0 3a0aHUli:
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1. W3yuuTh TIpeACTaB/eHHble CXe€Mbl C THIIOBBIMH  CTPYKTYpaMH  CJTY>KO
JleNIoTIPOM3BO/ICTBA (KaHI[e/ISIpHii), YCTaHOBUTh KaKOe MeCTO B CTPYKTYype yIpaB/ieHusi 3aHUMaeT
CeKpeTapuaT, Kakve CeKpeTapy BK/IIOUEHbl B COCTaB CeKpeTapHaTa, Kakve MeTOJWYeCKH UM
pykoBogsTcss. OTBeTUTb Ha BOTPOC, K KaKOW KaTeropuyd OTHOCUTCS CeKpeTapb PYKOBOJWTEJIS.
[ToguMHEHHOCTh CceKpeTapsi pyKOBOAWUTE/SI OTPa3UTh CXeMaTUUeCKHU.

2. N3yuuth «doTorpaduro» pabouero AHs CeKpeTaps, C/efaTh BBIBOJ, O COCTaBe €ro
GbyHKIUH, onpefe/uTh, Kakue U3 GYHKIUM ABJISIOTCS HOPMUPOBAHHBIMU, KakK HeT. C IMOMOII[bI0
dbopmyn pacuera SIBOUHOM UHC/IEHHOCTM W HOPDM BDEMEHHM, 3aKpervieHHbIX B OTpPac/ieBbIX U
MeXXOTpac/ieBbIX HOpMaTUBaX BpeMEeHH, pacCunTaTh [epCOHAIbHYIO 3arpyKeHHOCTb CeKpeTapsi.
CpenaTh COOTBETCTBYIOIIMH BBIBO/, O MEPAaXx IO ONTUMHU3AI[UH €r0 PaOOThI.

3./3yunth KBaMMQUKAI[MOHHbIE XapaKTEPUCTUKU CeKpeTaps pyKoBoauTtens (U3
nipodeccoHanbHOTO cTaHgapta «CrelyanucT TI0  OpraHW3alMOHHO-/[OKYMEeHTAlOHHOMY
obecrieueHHIO J1eITeTbHOCTH OPHTAHW3al[UW» ), CllelaTh BLIBOZ, O COCTaBe (PYHKI[UM ceKpeTaps.
Ha ocHOBaHUM THUTIOBOM CTPYKTYPbI, pa3paboTaTh JO/HKHOCTHYIO CEKpeTapsi pyKOBOUTEJIS.

Pa3fenbl  JJO/DKHOCTHOM ~ WMHCTPYKIIMM — «IpaBa» M «0OSI3aHHOCTH»  C/IeAyeT
chopMynHMpoBaTh UCXO/s U3 QYHKLMM ceKpeTapsl.

B kauecTBe pabouero maTeprana K COCTAB/IEHHUIO IO/PKHOCTHOM WHCTPYKIUH

MO>KHO 0()OpMUTH TabIULLY:

DyHKIMH (JO/DKHOCTHBIE IIpaBa OTBeTCTBEeHHOCTH

00513aHHOCTH)

Cnucok ucmo4HuKos u aumepamypbl:

HUcmouHuku:

denepanpHbId 3aK0H 0T 27.07.2006 Ne 149-®3 «O6 mHpopMarmy, WHPOPMAIMOHHBIX
TEXHOJOTUSIX M 3aljuTe UWHPopMauuu» [OneKTpoHHBIM pecypc] — Pexum pgocryna:
http://www.garant.ru.

®enepanbhbiii 3akoH 0T 02.05.2006 Ne 59-®3 «O mopsiike pacCMOTpeHUst 00palljeHui
rpaxgad  Poccuiickoit  ®epepanmn»  [DnekTpoHHbIM  pecypc] — Pexum  gocryna:
http://www.garant.ru.

®epnepanbHbiii 3akoH oT 27 wutoniga 2006 . N 152-®@3 «O mnepcoHa/ibHbIX AaHHBIX»

[DnekTpoHHBIM pecypc] — Pexxum fgoctyna: http://www.garant.ru.
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[MpodeccronanbHbli  craHgapT  «CroeuydanucT MO OpraHU3alMOHHOMY U
JIOKYMEHTaI[MOHHOMY 00eCIeUeHUI0 YIpaB/IeHUI0 OpraHu3aruei» [DeKTPOHHBIA pecypc] —
Pexxum foctyma: http://www.garant.ru.

Jlumepamypa

Ob6s3amenbHas

beikoBa T.A. [loKymeHTallMoHHOe obecrieueHue yrpaB/ieHus ([[eJI0MpPOU3BO/CTBO)
[DnekTpoHHBIM pecypc]; yuebHoe ocobue/ T.A. Beikora, T.B. Ky3HelioBa. -2-e u3z. nepepab. u
porn. — MockBa: Wudpa-M, 2018. -304 c. —Pexxum pocrtymna: http://znanium.com/go.php?
id=942800/

JononHumenbHas

Jlykaii, FO. A. BbITh cekpeTapeM pykKoBoauTesss GUPMBbI [D/1IeKTPOHHBIM pecypc] : yueb.
rnocobue / FO. A. Jlykaul. - M.: ®munra, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexxum
pocryna: http:/znanium.com/catalog/product/455324

[Mpodeccus - MOMOLHUK pyKoBoAWTe s [Ipuembl «Bbiciero nuiotaxa» / Jlasapes K. -

M.:AnbriiHa  [1abm., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum gocTymna:
http://znanium.com/catalog/product/917159

MamepuanbHo-mexHUUYeCcKoe obecneyeHue 3aHAMusl:
Pa3parounbiii MaTepuant:

1. Boeigepxku u3 rmpodeccuoHanbHOro craHjapTa «CreluanucT 0 OpraHU3alOHHO-
JOKyMEHTAL[HIOHHOMY 00eCrieueHHIo /1esiTe/TIbHOCTH OpTraHu3aLin»

2. Marepwuarbl 1e/10Bo# Urpsl («doTorpadusi» pabouero JHs ceKpeTapsi).

3. COOpHMKM C HOpMAaTHBaMH BpeMeHH!.

4. CxeMmbl c1y>X0 Z1e/10NpOU3BOACTBA (KaHLIeISpU).

Tema 2. OpranusainjuoOHHO-a/[MUHNCTPAaTHBHasA /leITeJIbHOCTh ceKperaps (9 4.)

Ilenb 3anamusi: OnpefenuTb OCHOBHble OpraHU3aljMOHHbIe (YHKIMU CceKpeTaps,
orpaboTaThb TEXHOJIOTMIO BeJleHWs TpheMa I[I0CeTuTesiel, TIOATOTOBKMA  COBeIllaHus,
KOMaH/JJMPOBOK PYKOBOJUTeJISI.

dopma npogedeHus1 — IpaKTUUECKOe 3a/jaHue.

3aoaHus:


http://znanium.com/catalog/product/917159
http://znanium.com/catalog/product/455324
http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
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1.M3yunte ®3 «O mopsake pacCMOTpeHUsi OOpallleHWH Tpak[aH», OIMpe/eUTh
00sI3aHHOCTM CeKpeTapsi B XOJie TPOBeleHUs TpUeMa TpaXJaH I10 JIMUYHBIM BOIIPOCAM.
[ToaroroBuTh (popmy peructpanuu mnocetuTesned. Ha ocHOBe MarepuasoB [Jel0BOM WIPHI
0()OPMUTb KOHTPO/IbHYIO KAPTOUKY Ha MOCETUTEJISI.

2. VI3yuuTh TOLIAroByH WHCTPYKLIUIO TIO/ITOTOBKY COBeIaHUs], ODOPMUTL TOKYMEHTHI,
co3/1aBaeMble B XO/le 3TOW NPOLeypbl.

3. TlpoaHanu3upoBaTh MaTepuabl [e/I0BOM Wrpbl (MH(POPMALIMI0 O KOMaHAUPOBKe
pPYKOBOZUTe/sI), OQOPMUTH [JOKYMEHThbl, CO3/laBaeMble B XOJe TIOATOTOBKA K TI0e3[Ke

PYKOBOJUTEJISI.

YkazaHus no ebIno/sHeHuro 3a0aHuli:

1. N3yuuth @3 «O mopsigke paccMoTpeHust 0OpalljeHuid TpaXk/jaH», C/leaTh
BBIBOJ] , KaKue BOIPOCHI MpreMa IpakKAaH perjiaMeHTUpPOBaHbl B JJAHHOM 3aKOHe. Y CTaHOBUTH
TOPSi/IOK TIpYeMa TpakKZaH, JOKyMeHThl, oopmysieMble B Xo/ie ux rnpuemMa. OpopMUTh B BUJE
TIOLIAaroBOM UHCTPYKLUHU.

Ha ocHOBe MaTepuasioB [le/IOBOM UTPhI, CoZieprKallieii HGOPMaIMIo O TIOCeTUTelie, 1ie/n
MOCelleHus, TPeJoCTaB/IsieMbIXx MaTepuasaxX 3aperdCTpUpOBaTh TIOCETUTeNss B JKypHase
perucTpauyu noceturesneid ik ooOpMUTb KOHTPOJIbHYIO KapTOUKY.

2. W3yunTh nomaroByr MHCTPYKLIMIO MOATOTOBKU K COBELL[aHUIO, C/lenaTh
BbIBOJl O COCTaBe [JOKyMEHTOB, O(OpM/sieMbIX CeKpeTapeM B XOJe €ero IOJATOTOBKA WU
roc/iefioBaTe/lbHOCTH UX co3faHus. OdopMUTE COOTBETCTBYIOLME [JOKYMEHThI (CITHUCOK
y4aCTHHUKOB, MIOBECTKa JjHs, SBOYHbIW JINCT, IPUTJIallleHUe Ha COBelllaHue).

3. Wcnonb3ys MaTepuransl [1e10BOU UrPbl OPOPMUTH KOMILIEKT JOKYMEHTOB
K T1l0e3JKe pYKOBOJAWTeNs: IJlaH TI0e3/IKM, T[pUKa3 O HarpaB/leHWHd pPYKOBOAUTEIsl B
KOMaH/JUPOBKY, TIPUKAa3 O BO3/I0KEHWU 00s13aHHOCTel PYKOBOJMTESI Ha ero 3amecturesns. [1pu
pa3paboTKe MpHKa3a O HarpaB/eHUW PYKOBOAWTE/ISI B KOMaHAWPOBKY MOXXHO BOCITIO/Tb30BaThCS
yHUUIMpoBaHHOM (popmoii T-9 miu cocTaBUTH ero 1o o61UM rpaBuiamM 0hopMIIeHHs JaHHOTO

BU/Ia IOKyMeHTa.

CnucokK uCmouyHuKo8 u JAumepamypbl:

HUcmouHuku:

depepanbhblii 3akoH 0T 27.07.2006 Ne 149-®3 «O6 nHbopmarun, nHGHOPMALMOHHBIX
TEXHOJOTUSIX M 3aluTe UWHPopMauuu» [OneKTpoHHBIM pecypc] — Pexum gocryma:

http://www.garant.ru.
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®epepanbhbiii 3akoH 0T 02.05.2006 Ne 59-®3 «O mopsijke paccMOTpeHHsi oOparieHui
rpaxkaaH  Poccutickoit  ®@epepain»  [DeKTpOHHBIM  pecypc] — Pexxum  jocrtyma:
http://www.garant.ru.

®epnepanbHbiii 3akoH oT 27 wutonia 2006 . N 152-®3 «O mnepcoHa/nbHbIX JAaHHBIX»
[DnekTpoHHBIN pecypc] — Pexxum foctyma: http://www.garant.ru.

[Mpodeccronanbhbiii  craHgapr  «CrenManncT MO0 OpPraHM3alMOHHOMY U
JIOKYMEHTAI[MOHHOMY 00ecrieueHHI0 yTpaB/ieHUI0 OpraHu3aljuei» [DIeKTpOHHBIM pecypc] —
Pexxum poctyna: http://www.garant.ru.

Jlumepamypa

Obsi3amenbHas

brikoa T.A. [JokymeHTal[ioHHOe obecrieueHure yIipaB/ieHHs1 (ZeI0TIPOU3BOZICTBO)
[DnekTpoHHbIN pecypc]; yuebHoe rocobue/ T.A. BeikoBa, T.B. Ky3HerioBa. -2-e u3j. nepepab. u
porn. — MockBa: MHppa-M, 2018. -304 c. —Pexum pocryma: http:/znanium.com/go.php?
id=942800/

JonoaHumenbHas

Jlykami, FO. A. BeiTh cekpeTapeM pyKoBoguTessi pUpMbl [ Dy1eKTpOHHBIN pecypc] : yueb.
nocobue / FO. A. Jlykami. - M.: ®nunTa, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocrtymna: http://znanium.com/catalog/product/455324

[Mpodeccus - MOMOLHUK pyKOBoAWTe isi: [IpueMbl «BbIciero nmunotaxa» / Jlazapes K. -
M.:Anbriiaa  [1abm., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum pocTymna:
http://znanium.com/catalog/product/917159

Mamepua/leo—meXHuueCKoe obecneueHue 3aHaMus:

Pa3gaTouHbIii MaTepua:

1. Bhiiep>kKy 13 TIPAaBOBBIX aKTOB,;
2. Marepuanbl JenoBoi Wrpel  (TipyeM  ITIOCeTUTeJield, COBelljaHUe,
KOMaH/IMPOBKa).

Tema 3. PaGoTa cekperapsi mo uHGOpMaLOHHOMY 00C/Ty)KMBaHUIO pyKoBoauTeisi (9 u.)
Lenb 3auamus: W3yunTb QYHKIUM CeKpeTapss M0 HHGOPMALIMOHHOMY O0CTy)KMBAHHUIO

PYKOBO/JUTE/IsI, 0Tpab0TaTh HABBIKKA MH(OPMAI[HOHHOM PaOOTHL.
dopma npogedeHust — MPaKTUUECKOe 3aflaHue.
3aoaHus:
1.ITpoaHanv3upoBaTh  TPe[JIOKEHHbIe ~ WCTOYHMKU  WHGOpMAallMd W BbIOpaTh

He0OX0/JUMbBIN B COOTBETCTBHH C 3a/IaHUSIMU JIeJIOBOM UTPHI.


http://znanium.com/catalog/product/917159
http://znanium.com/catalog/product/455324
http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
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2. IToAroToBUTH Npecc-penu3 o Mpe/CTosIeld BbICTaBKe, B KOTOPOUM yuacTBYeT KOMITaHUS
Y1 PYKOBOJIWTEIb.

3./3yuuTh cTaTUCTUYeCKUe JaHHble 00 MCIIOJHUTENLCKOW JUCLUIIMHE B OpraHU3aluu
3a OTYeTHbIN NIepuo/, MOArOTOBUTh aHAJIMTUYECKYIO CIIPaBKY.
YkazaHusi no 8bINOAHEHUI0 3a0aHUll:

1.M3yuuTb Marepuanbl /1eJIOBOM WIPbl, BBIICHUTH, Kakas HMH(pOpMaLus HeoOXoauMma
DYKOBOJUTE/IIO T10 YCJIOBUSIM WTPbl. ¥ CTAHOBUTb KaKve MCTOYHWKHU Haubosiee COOTBETCTBYHOT
3aflaHHbIM ycioBusiM. Czienath BbIBOZ, 00 UX JOCTOBEPHOCTH, CBOEBPEMEHHOCTH, JOCTYITHOCTH,
MI0JTHOTe, TIepBUYHOCTH WM BTOPMUHOCTM HCTOYHUKOB HH(oOpManuu. Pe3ynbTaTel aHaau3a

MOTYT ObITb O)OPMJIEHBI B BH/IE TaOJUIIBI:

Uct KpuTeprn o1jeHKH UCTOYHHKA
O4HHMK IMonx | MoctoeepHoc | CBoeBpeMeHHO | ToCTymHOC [TepBHUYHOCTB/
MH(opMal ora Th CTb Th BTOPUYHOCTh
1404

2./I3yunth Marepuasibl [e/i0BOM Wrpel (yuacTe B BBICTaBKe), Ha OCHOBaHHUHU
rpe/iyIoKeHHOW TUIOBOM (opMbl mipecc-penu3a, odgopmuth Ilpecc-penusa pgnas CMU,
cofiepKaluii  MHpOpMaLMi0 O TIPeJCTOSIeM MepONpUsITUM W y4aCTUM PYKOBOAUTENSl B
OTKDBITHHY BbICTaBKH.

3. V3yuuThb mpe/iCTaB/leHHbIE B TaO/IMIe CTaTUCTUUECKUE JaHHBbIe 00 WUCIIOHUTE/THECKOU
JUCIUIUIMHE B OpPraHM3allMM 3a OTYeTHbIM repuof,. Pa3paboTaTh aHAaIMTUUYECKYHO CIIPaBKY C
yueToM TpeOOBaHUM K CTPYKTYpe TeKCTa 3TOro AoKymeHTa u tpeboBanuii 'OCT P. 7.0.97-2016

npy ee 0(OpMJIEHUH.

CnucokK ucCmouyHuKko8 u JAumepamypbl:

HUcmouHuKu:

depepanbHbIid 3aKoH OT 27.07.2006 Ne 149-®3 «O6 nHbopmaruu, HHHOPMALMOHHBIX
TEXHOJOTMAX M 3aluTe UWHpopMaluu» [OneKTpoHHBIM pecypc] — Pexum pgocryna:

http://www.garant.ru.

@enepanpabiii 3akoH 0T 02.05.2006 Ne 59-@3 «O mopsiike paccMOTpeHUst oOpartieHui
rpaxkaaH  Poccutickoit  @epepaiin»  [DeKTpOHHBIM  pecypc] — Pexxum  fgoctyma:
http://www.garant.ru.

®epnepanbHbiii 3akoH oT 27 wutona 2006 . N 152-®3 «O mnepcoHa/lbHbIX JAaHHBIX»

[DniekTpoHHBIM pecypc] — Pexxum fgoctymna: http://www.garant.ru.
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[Tpodeccronanbhbiii  craHgapr  «CnenuanucT 1O OpPraHM3alMOHHOMY U

JIOKYMEHTAI[MOHHOMY O0eCITeUeHHIO YTpPaB/JI€HUI0 OpraHu3alyei» [DJIeKTpPOHHBIM pecypc]

Pexxum foctyna: http://www.garant.ru.

. TOCT P 7.0.97-2016. Cuctema craHAapToB o WHbopMalud, OuUOIMOTEUHOMY U
uszarenbckoMy neny. OpraHu3alMOHHO-pacropsaUTeNbHas JOKyMeHTalus. TpeboBaHUs K

ohopM/IeHHIO IOKYMEHTOB. [D1eKTpoHHBIN pecypc] — Pexxum goctymna: http:/www.garant.ru.

Jumepamypa

Obs3amenbHas

BeikoBa T.A. [loKyMmMeHTalMOHHOe o0ecrieueHre YIpaB/ieHHUs (Ze0npor3BO/CTBO)
[DnekTpoHHbIN pecypc]; yuebHoe rocobue/ T.A. beikoBa, T.B. Ky3HerioBa. -2-e u3j. nepepab. u
pon. — MockBa: Wudpa-M, 2018. -304 c. —Pexxum pgocrtyna: http://znanium.com/go.php?
id=942800/
ZonosHumenbHas

Jlykaiii, FO. A. BeITh cekpeTapeM pyKoBoAuTessi PUPMBI [ D/1IeKTPOHHBIN pecypc] : yueb.
rnocobue / FO. A. Jlykaui. - M.: ®munra, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexxum
Jocrtyna: http://znanium.com/catalog/product/455324

[Tpodeccus - NOMOLHUK pyKOBoAWTe sA: [Ipuemsl «BbIciIero nuiotaxa» / Jlasapes K. -
M.:AnpnivHa  [Tabn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum jgoctyma:
http://znanium.com/catalog/product/917159

MamepuanbHo-mexHUUeckoe obecneyeHue 3aHAMusl:
Pa3paTounbIii MaTepuarn:

1.T'OCT P 7.0.97-2016. Cuctema cTaHAapTOB 10 WHGOPMaLyy, bubmoreyHomy u
u3garenbCckomy geny. OpraHru3ariMOHHO-PACTIoOpsiAUTebHast JOKyMeHTaus. TpeboBaHus K
0(pOpMJIEHUIO JOKYMEHTOB.

2.Marepuarbl /1eJI0BOM WUrphbl (3aflaHue PYKOBOJAUTEJISI Ha MOMCK MHGOpMaluM, MHCbMO
o6 yuacTMM B BBICTaBKe, CBOJHasi Tab/jHWIla TIO CTPYKTYPHBIM Tofpa3fenieHusiMm 00

WCIIO/THUTE/IbCKOW TUCLIUTIIIVHE)

Tema 4. Opranu3anus padoTsl cekperaps. (9 4.)
Ilenb 3aHAMuSA: W3YYUTh WCTOPHIO CEKPETAPCKOW CITy>KObI, pacCMOTpPeTb U OOCYAUTH
OCHOBHbIe (DYHKIIMH, BBITTOTHSIEMbIe CEeKPeTapeM.
dopma npogedeHus1 — IOATOTOBKA U 3all[UTa JOK/Ia/I0B.
B nmpoiiecce TIOATOTOBKM K TPAKTUYECKOMY — 3aHSTUIO, CTYZEHTBl  [JJOJDKHBI

CaMOCTOATE/IbHO M3YyUWTb OJWH W/IM HECKOJIbKO dCII€EKTOB Hpe,E[J'IO)KEHHOI‘/JI TeéMbIl, IIOATOTOBUTH


http://znanium.com/catalog/product/917159
http://znanium.com/catalog/product/455324
http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
http://www.garant.ru/
http://www.garant.ru/
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pa3BepHYThINA [OK/Ia[, CoZiep Kallliii OCHOBHbIE Te3UCHI 0K/Ia/a, TIO3ULIUI0 aBTOPaA, €ro OLIeHKU
M3JI0’)KeHHOUW MH(OPMaLIUK.

[TpakTHUeckoe 3aHsATHE TMPOXOAWUT B (opme pa3BepHyTOlH Oecefbl C 3ac/ayIIMBaHUEM
JIOKNMafuiKoB. Kaxk/iplil U3 10K/1a/10B [J0/DKEH OTpaXkaTh OT/e/IbHBIN aclieKT TeMbl CEMUHApPCKOTO
3aQHATHSI.

OO6cy>xaieHre [OK/Iazia OCYIIecTBAsSeTcs B (opMe AUCKYCCHM C TIPUBJIEUEHHEM BCEX
CTYJ€HTOB TPYIIILL. B X0/le AUCKYCCUM CTY/I€HThI BbICKA3bIBAIOT CBOE KPUTHUECKOEe OTHOIIIeHHe
K TeMe /I0K/1a/la, BbIIBUTAlOT CBOU TOUKU 3PEHHSI.

TeMbl JOK/Ia/I0B:

1.McTopusi cekpeTapcKoii ci1y>KObl J0peBOJIFOLMOHHON Poccun.
2.Posb cekpeTapel B COBETCKUX yupexxaeHUsx XX Beka.
3.Anekcanzp ITockpebsiiieB — cekpetaps M.B.CtamiHa
4.I'anvHa benuciaBckas — cekpetapb C.A.EceHnHa
5.AnHa CHuTKMHA — cekpeTtapb ®.M.IoCcTOeBCKOr0o
6.Muxann CriepaHckuil — cekpetapb Anekcangpa [
7.I'aBpuna [Jep>xaBuH — cekpetapb Exarepunsi 11
8.Anekceirt Makapos — cekperaps [lerpa 1

9.Anekcangp be3bopoako — cekperapb Exarepunsi 11
10.JInpgusa ®oTtuesa — cekperapsb B.U. JleHnHa

11.ITetp KproukoB — cekperaps M. ['oppKoro

12. Banepus JlebeseBa — cekpetapb M.M. TIpuiiBrHa
13. VBan benkoli — cekpetapb Exarepunsi 11
14.Bnagumup Ilo3Hep — cekperaps C.A. Mapiaka
15.A.C. I'paueB — nipecc-cekperapb M.C. ["'opbaueBa

16. JIrogmuiia bapuiesa — cekperapb A.H. Toscroro

17. A.A. I'pomoB — nipecc-cekpetaps B.B. IlytrHa

18. CoBpeMeHHOe COCTOSIHME CEKpeTapCKOW Cay)KObl B YCIOBUSX HHTeHCHGHKALN
yTipaB/ieHUeCKHUX TIPOLIeCCOB, DAaCIIMpeHHsi MaclITaboB JesTe/lbHOCTH T'OCY/apCTBEHHBIX U
KOMMepYeCKHX CTPYKTYP.

19..KaTeropuu cekpetapeii. CekpeTtapb B cTpyKType cayxbel IOY, B anmapate pyKOBOJUTES,
B COCTaBe CTPYKTYPHOTO TMO/pa3ieneHust

20.OyHKIMM ¥ JO/DKHOCTHBIE O0S3aHHOCTA CeKpeTapeld B 3aBUCHUMOCTH OT KaTeropuu
CEeKpeTapcKoro 00CTy>KUBAHHS



27

21.[lenoBoti 3TUKET B paboTe cekpeTaps
22.T1paBuiia noBefieHUs1 ceKpeTapsl B KOH(DIUKTHBIX CUTYaLAsIX

23.IlpaBusia [JiefioBoro  OOIIeHUST C PYKOBOAWUTENeM, COTPYJHUKAMU, TIOCETUTEJISIMHU,
MO0 JUMHEHHbIMU

24. Tpy10yCTPOMCTBO CeKpeTaps U aZianTalys HA HOBOM MeCTe
25. CekpeTapb U pYKOBOAUTE/b, B3aUMOOTHOLLIEHUS T10JI0B.

26.Ctpecc Ha pabouem mecTe. Kak n3bexxaTth cTpecca ¥ Kak ¢ HUM O0pPOThCS.
27.Crioco06bI TToMcKa paboThI, aHa/IM3 BaKaHCHM Ha PbIHKe TPY/a, 3 deKTBHOE pe3ioMme.

McTouHuKHU M 1MTeparypa:

boikoBa T.A. [JokymeHTal[ioHHOe obecrieueHure yIipaB/ieHHs1 (ZeI0TIPOU3BOZICTBO)
[DnekTpoHHbIN pecypc]; yuebHoe rocobue/ T.A. beikoBa, T.B. Ky3HerioBa. -2-e u3j. nepepab. u
porn. — MockBa: MHppa-M, 2018. -304 c. —Pexum pocryma: http:/znanium.com/go.php?
id=942800/

Jlykaii, FO. A. BbITh cekpeTapeM pykKoBoauTesss GUPMBbI [D/1IeKTPOHHBIM pecypc] : yueb.
rnocobue / FO. A. Jlykaml. - M.: ®munra, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexxum
pocryna: http:/znanium.com/catalog/product/455324

[Tpodeccus - MOMOLIHUK pyKOBoAWTe s [Ipuembl «Bbiciero nunotaxa» / Jlasapes K. -
M.:AnbriiHa  [1abm., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum gocTymna:
http://znanium.com/catalog/product/917159

KonecuukoBa H. JI. [lenoBoe obmienue. Business Communication [O1eKTpOHHBIN
pecypc] : yue6. mocobue / H. JI. KosnecHukoBa. - 5-e u3g., crep. - M.: ®@munTa, 2012, - 152 c. -
ISBN 978-5-89349-521-8. - Pexxum poctyna: http://znanium.com/catalog/product/495986

IenoBoe obmienve. [leioBoi 3THKeT: Yueb. rmocobue Ajisg CTyJeHTOB BY30B / ABTOp-
cocraButenb V.H. Ky3nerjoB. — M. : OHUTU-JAHA, 2017.- 431 c. - ISBN 978-5-238-01337-
4. - Tekct : anekTpoHHbIH. - URL: http://znanium.com/catalog/product/1028716

KysnerioB .H. [lesioBoe obiieHue. - 7-e u3g., mepecm. - M.:[lamkos u K, 2018. - 528 c.:
ISBN 978-5-394-02951-6 - Pexxum poctyna: http://znanium.com/catalog/product/411372

HenoBoe obujenre: Yue6Hoe rocobue / JepeBsinkuH E.B., - 2-e u3z., crep. - M.:®mHTa,
N3p-Bo Ypan. yn-ta, 2017. - 48 c. ISBN 978-5-9765-3088-1 - Pexum pgocryna:
http://znanium.com/catalog/product/946644

9.2. MemooduuecKue peKomMeHOayuu no N0020Mo8Ke NUCbMeHHbIX pabom

B pasgen BkmoueHbl TpeOOBaHMSI K TIOJTOTOBKe, COZEpP)KaHUIO, U O(OPMIIEHUIO
MTUCbMEHHBIX PAabOT TIPeyCMOTPEHHBIX YUueOHBIM IJIAHOM WK paboueit IporpaMMoit (KypcoBast
pabora, 3cce, pedepar, Aok U T.1.). [lpy HanMuum KadepanbHbIX WU (aKy/JIbTETCKUX


http://znanium.com/catalog/product/411372
http://znanium.com/catalog/product/1028716
http://znanium.com/catalog/product/495986
http://znanium.com/catalog/product/917159
http://znanium.com/catalog/product/455324
http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
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pPeKOMeH/Ial|ii 110 TI0JITOTOBKe MUChbMeHHBIX paboT pa3zen BKmrodaetcs B PIT/I mo ycMoTpeHuto
Tipero/iaBaTe/isi - COCTaBUTeIS.

B panHHbIN pa3fen Mbl BKAOUWIM pPeKOMEHZALMA K TIOATOTOBKE, COJIeP)KaHUI U
ohopM/IeHHIO TIMCbMEHHBIX paboT, TpefyCMOTPeHHbIX YyueOHBIM TJIAHOM WM paboueid
nporpaMMoi (KypcoBasi paboTa, 3cce, pedepat, JoK1az  T.11.). TakuM o6pa3oM, peKoMeHAalu|
OTpakaroT 0011re TpebOBaHUs K MMChbMEHHOU paboTe, TpeOOBaHUS K ee COZIEP)KaHUI0, 00beMy U
CTPYKTYpe.

[MTucbmeHHass paboTta sBasieTcss (OPMOM  OpraHU3al[iM  HAYYHOTO MaTepuasa,
OTpa)karolllel JIOTWKY MCCie[oBaHusi, obecrieunBarolleil eZIMHCTBO W B3aUMOCBSI3aHHOCTh BCEX
3/IEeMeHTOB  coziepkaHust. CTPyKTypa MarucTepCckodl paboThl [O/DKHA COOTBETCTBOBATh
KPUTEPUsIM 1IeJIOCTHOCTH, CUCTeMHOCTH, CBSI3HOCTU U COpa3MepHOCTH (COOTBETCTBUS oObeMa
(parMeHTa TeKCTa ero HayuHOW eMKOCTH).

[Tpu BbIOOpe Ha3BaHUsI pabOTHI CleflyeT TOMHUTb, UTO OHO JOJDKHO OBITh SICHBIM,
6ubsmorpadvueck TOYHBIM, COZI€P)KaTe/bHO OTpefie/ieHHbIM, TPO0IeMHBIM, KOMIAKTHBIM U
JIUTepaTyPHBIM.

Obs13aTe/IbHBIMUA CTPYKTYPHBIMH 3/IeMeHTaMH TTUCbMeHHOW paboThl SIB/SIOTCS BBe/leHUe,
OCHOBHasl 4acTb, 3aK/OueHWe U OubaMorpadUuecKuii CIHMCOK/CMIMCOK HCTOUHWKOB U
JIUTEepaTyphl.

PaboThI MOTYT BBITOJIHATLCS B Pa3HbIX JKaHpax. M ciefyeT 3HauaabHO OTIPe/IeIUTh STOT
»aHp. OfHO [eno, ecyid roTOBUTCs yuebOHbINM TekcT. OH J0/KeH MpOAEeMOHCTPUPOBATh Hallly
KBa/M(uKayo, COOCTBEHHO WCC/Ie/[0BaTe/IbCKUe pe3y/bTaThl TaM JKejlaTelbHbl, HO He
o0si3aTenibHBL. [Ipyroe - ecjii peub WJET O CaMOCTOSITeNIbHOM HCCiiefloBaTe/bCKo paboTe,
KOTOpast obpariieHa K rnpodeccroHanam. TpeTbe - eC/i MbI 3aJiyMaid TaK Ha3bIBaeMbIii HAyUHO-
TIOTY/ISIPHBIM TEKCT, KOTOPBIM aZipecoBaH He TOMbKO MPOQeCcCHoHanbHOM, HO U OoJiee IIMPOKOM
ayJUTOPUM.

OOyuaroluiicsi AO/DKeH TMpPO/IeMOHCTPUPOBaTh B KOHTPOJIbHOWM paboTe BrazieHue
TePMUHOJIOTUUECKHMM  arfapaToM MeXAUCLMIIMHAPDHOCTH, 3HaHWe MeTO/0B COLMA/bHBIX,
I'YMaHUTapHBIX, €CTeCTBEHHOHAYUYHbIX [UCLUIVIMH, MPHUMeHsieMbIX B HCTOpUOrpaduyeckoi u
HMCTOYHUKOBEUeCKON TMpakTuke. [IpM 3TOM aKTHMBHO WCIOJb3YIOTCS TMOMy4YeHHble B XO7e
OCBOEHUSl [UCLMIUVIMHBI 3HAaHUSI MEX/JUCLUIUVIMHADHBIX  TOAXO/0B, WCMO/Jb3yeMbIX B
rcropuorpaduy u3yuaemoit TeMbl U PO/ICTBEHHOM eli pobieMaTHKe.

CtpykTypa paboThl [0/DKHA COOTBETCTBOBATH YTBEPXKIEHHOMY pykoBoauTesnem BKP
M/7aHy M, Kak MpaBW/O, COCTOSITh M3 C/AEeAyHOIUX YacTel: TUTYJ/IbHOTO JIMCTa, OrJIaB/IeHus,
BBeJIeHUsI, 00O03HAaueHWH W COKpallleHu# (Ipu HeoOXOAWMOCTH), OCHOBHOM uactu (T71aB U
naparpaoB), 3aK/IH0UeHHs], CIKICKa MCI0/Ib30BaHHOW JIUTepPaTypbl U UCTOYHUKOB, TIPU/IOXKEHHH,
BCIIOMOTaTe/IbHBIX yKa3aTesiel (1pyu HeoOX0[UMOCTH).
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Ilpunoxcenue 1

AHHOTAIUA AUCIHUILIMHBI

OuctunivHa  (MoAy/sb)  peanu3yercs  Ha  (bakynbTeTe  apXUBOBeJeHUSI U
JIOKyMeHTOBeZleHUs1 Kadepol J0KyMEHTOBeJeHUs], ay/IMOBU3yalbHbIX U HayUHO-TeXHUUeCKUX
apXUBOB.

Hens AUCHMIUIMHBI — TIOATOTOBUTD CIIEL[aINCTa, 00/1a/jar0Ilero 3HaHUSIMU OCHOBHBIX
HarpaB/IeHUH OpraHU3al[MOHHONW U WH(MOPMAIIMOHHON PabOThI, OCYIIIECTB/ISIEMOM CEKpeTapemM
st obecrieueHust JiesiTe/IbHOCTA PYKOBOJUTENIS, a TakKe BbISIBUTH Haubosiee 3¢ (heKTUBHBIE
METOZIbI 3TOU PabOTHI.

3agauu:

- yCTaHOBJIEHUE POJIM CeKpeTapsi B 00ecrieueHn! AesTeTbHOCTH PYKOBOJUTEIS;

- OTC/IeXKUBaHUe (POPMUPOBaHus Npodeccuu cekpeTaps U OnpeJesieHrs MecTa pa3/IMyHbIX
KaTeropuii cekpetapeil B COBpeMeHHbIX CTPYKTypax yIIpaBJIeHUs;

- oTIpe/ie/ieHre OCHOBHBIX TpeOOBaHUMA, TIPeIbSB/sEMbIX K CeKpeTapsiM M OpraHu3aLiy UxX
paboTsr;

- OTIMCaHWe OCHOBHBIX HaTpaB/ieHni paboThl ceKpeTapsi 110 00ecTieueHrIo JesiTe/TbHOCTU
PYKOBOZAUTEIS;

- OCBell[eH/e BOTPOCOB 'PAMOTHOTO ITOCTPOEHUSI OPraHU3aLMOHHO-UH(OPMAIIMOHHOM paboThl;
- (hopmMHpoBaHUe OCHOBHBIX MPO(eCcCrOHa/TbHBIX HAaBLIKOB.
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MucuuruivHa (Mo/y/b) HamipaB/ieHa Ha (opMUpOBaHUe CIeYIOUUX KOMITeTeHIIUI:

e TJIK-6.1. Vcrionb3yeT 3HaHUsI TIPAaBOBBIX M OPraHU3allMOHHBIX OCHOB yTIpaB/IeHUs, OCHOB
JIOKYMEHTHOU JIMHTBUCTHKH, TIPABUJI PYCCKOTO $13bIKa, /IeJIOBOTO 3TUKETa, COBPEMEHHBIX
MeTOZIOB TioMcKa U 00paboTku uHGopmauuu s obecrieueHUst TpodeccUoHaTbHON
JesITeNTbHOCTH;

B pesyabmame u3yueHusi OUCyunAuHbl CmyoeHm 00} CeH 3HAMb:
- POJTb ¥ MECTO CeKpeTapsi B COBPeMeHHBIX yIIpaB/ieHUeCKHUX CTPYKTYpaXx;
- TpebOBaHUS, TIPeAbsBIseMbIe K CEKPeTapsiM pa3/IMuHbIX KaTeropu;
- OCHOBHbIe (P)YHKLIMU U [JOJDKHOCTHBIE 00513aHHOCTU CeKpeTapsi 110 OpraHW3aLiOHHO-
nH(pOpMaIOHHOMY 00eCIieueHHIO JesaTeTbHOCTA PYKOBOJUTES;
- TIpaBUJ/Ia PaLiOHAILHOTO TIOCTPOEHHsI OpraHM3aljMOHHO-MH(POPMAaLMOHHOM PaboThI;
-MEeTO/JUKH pabOoThI TI0 IOKYMEHTHOMY U 06€3/J0KyMeHTHOMY 00C/Ty>KUBaHHIO
PYKOBOUTEJISI.
B pesyabmame usyueHusi QUCYUNAUHbL CmyoOeHm 00AHCEeH yMemb:
- OpraHK30BBIBaTh PabOTy NIPHEMHON PYKOBOZUTEIS;
- OPraHU30BBIBATH Tesie()OHHBIE TTePErOBOPLI PYKOBOAUTEJIS;
- TOTOBUTB /le/IOBbIe BCTPEUU 1 TIeperoBOPbl PYKOBOUTEIS;
- y4aCTBOBATh B MOATOTOBKE 1 MPOBe/IeHNH KOH(EPEeHTHBIX MePOTIPHUSITHIA;
- BeCTH paboTy Mo MOAr0TOBKE KOMaHAUPOBOK U [IeJIOBBIX 110€3/10K PYKOBOJUTEIS;
- OPraHU30BBIBaTh 1 MPOBOJUTH TIPOTOKOJIEHBIE MEPOTIPHSTHS;
- BeCTH MH(OPMAILMOHHYIO paboTy;
- obecrieurBaTh KOH(HAEHIMATbHOCTh MH(OPMALIH.
B pe3ynbmame u3yueHust OucyunauHbl cnmyodeHm 0onxceH 061adamb HaBbIKAMU:
- OpraHU3aL{uM yTIpaB/ieHYeCKHX MPOLIeCCOB;
- 3¢ deKTHUBHOTO yIIpaB/ieHUsI BpEMeHeM;
- pabOTHI C TIOCETUTEJISIMU;
- OpraHu3aljuy COBellaHUM U 3ace/jaHul;
- MeTO/laM1 TIOMCKa, cObopa 1 CTPYKTYPHUPOBaHUsI HH(OPMALIWH.
[To puctunuivHe (MOOy/t0) TIpeAyCMOTPeHa POMeKyTOUHasi arTecTalys B popme
3auema.

OO0111ast TPYA0EMKOCTh OCBOEHHST AUCIIUTUTUHBI COCTABJISIET 3 3aUeTHBIE e/[UHULIBL.
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