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1 IlosicHuTeJbHas 3aMIMCKA
1.1 Ileap u 3aga4y AUMCHUILIMHBbI

HN3YyUUTh OCHOBHBIC

HaIlpaBJICHUsT OpPraHU3ALMOHHOM U

MHPOPMALIMOHHON paboThI, OCYIIECTBISEMON CeKpeTapeM sl oOecledyeHUs IesITeIbHOCTH

PYKOBOJIUTES, a TAK)XKE BBISIBUTH HarOosee 3(h(heKTUBHBIE METO/IbI 3TON PabOTHI.

3aoauu MUCUUIIIINHBI COCTOST:

- YCTAHOBJICHUC POJIK CCKPCTaAps B obOecrieueHNU ACATCIIBHOCTH PYKOBOJAUTCIIA,

- OTcexXuBaHue (HOpMUPOBAHHS MTPOGECCHN CEKpeTaps U ONpPEeNCHISI MECTa Pa3InYHbIX

KaTEeropuil ceKperapeil B COBPEMEHHBIX CTPYKTYpPax YIIpaBJICHHUS;

- OTIpe/ieJICHNE OCHOBHBIX TPEOOBAHUM, IPEABABIAEMBIX K CEKPETAPSIM U OPTaHU3AIMH UX

paboTsI;

- OTHMCaHNe OCHOBHBIX HANPABJICHUN pabOThI CEKpeTaps Mo 00ECICUCHHIO JeSITEIbHOCTH

PYKOBOAMTEIIS;

- OCBEILEHHE BOIPOCOB IPAMOTHOT'O ITOCTPOSHUS OPraHU3allMOHHO-UH(OPMAIIMOHHON paboTHI;

- (hopMHpoOBaHHE OCHOBHBIX MPO(EeCCHOHATBHBIX HABBIKOB.

1.2 HepequL IJIAHUPYEMBIX pPE3yJIbTaTOB oﬁyqumI o AMCuOMIlJIMHE,
COOTHCCCHHBIX ¢ MHAUKATOPAMH NJOCTU/KCHHUSA KOMHETCHIIPIFI

KomMmnerenuus
(kK011 ¥ HAIMEHOBAHUE)

Nuaukatopsl KoMneTeHI U
(ko1 ¥ HANMECHOBAHNC)

PesyabTaTsl 00y4eHus

ITIK-6. Cnocoben
OCYIIECTRIIAT
OpraHu3aluoOHHOE,
JIOKYMEHTAIHOHHOE U
nHPOPMaIOHHOE
obecrneyeHue AeITeIIbHOCTH
PYKOBOAUTENSI OPraHU3AI[UH

IIK-6.1. Mcnionb3yeT 3HaHUS NPaBOBBIX U
OpraHU3alMOHHBIX OCHOB YIIPABJICHUS,
OCHOB JIOKYMEHTHOH JIMHTBUCTHKH,
IIPaBUJI PYCCKOTO SI3bIKA, AETI0BOTO
9THKETa, COBPEMEHHBIX METOJIOB ITONCKA
1 006paboTKN HHPOPMANH IS
obecrieueHnst MpohecCHOHATTLHOM
JIeSITENEHOCTH

3unamu: npasogvie u opeaHu3AYUOHHbLE
OCHOBbI YNPABIEHUSA, OCHOBbL OOKYMEHMHOU
JIUHSBUCTUKU, NPABUIA PYCCKO0 A3bIKA,
0e10601l smuxem

Ymemv: npumensmo coepemenmvle
Memoobl noucka u 0opabomku
unpopmayuu ons obecneuenus
npogheccuoHanbHOU 0essmenrbHOCU
Bradems: nagvikamu obecneuenus
OesimenbHOCHU PYKO8OOUMesi HA OCHOGe
SHAHUI NPABOGYIX U OPSAHUZAYUOHHIX
OCHO8 YNpAGIeHUs, OCHO8 OOKYMEHMHOU
JIUHSBUCTUKU, NPABGUT PYCCKO20 SI3bIKA,
0e7108020 IMUKema, COBPEMEHHbIX
Memo0os noucka u 0opabomxu
unpopmayuu

[1K-6.2. Ocymectsiser c6op, 00paboTKy
W aHaJIM3 MHPOPMALIMH, COCTABIISECT H
PEOaKTHPYET TEKCTHI CITY>KEOHBIX
JIOKYMEHTOB C HCIIOJIb30BaHHEM
COBPEMEHHOT0 MPOrPaMMHOTO
obecriedeHHs 1 O(UCHOH OPITEXHUKU

3uamu: npasuna cocmasnenus u
PeOaKmupo8anus MeKCmog CyliceOHbIX
OOKYMEHMO8

Ymemow: cobupams, obpabamuvieams u
AHAU3UPOBAL UHpOPMAYUIO, CO30a8aMb
dopmy ee npedcmasnenus

Brademw: nagvikamu pabomei ¢ oghucrou
OP2MEeXHUKOU U HABLIKAMU UCHOTb30BAHUSA
COBPEMEHHO20 NPOCPAMMHO20 0becneyeHs
npu ocywecmeieHuu pabomsl ¢
unpopmayueti u n0020MogKe CAYHCeOHbIX
O0OKYMEHMO8

IIK-6.3. YuacTByeT B IPOBEACHUN
KOH(EPEHTHBIX MEPOIIPUSITHH,

3uamo: nops0ok nposedenus
KOH@epenmHblX Meponpuamul,




JIOKYMEHTHPYET JIeSTEIbHOCTh
KOJIJIETUAJIBHBIX OPraHOB, OPraHU3yeT
IIpUeM HOCETUTENEH, TUIaHUpyeT pabouee
BpEMsI PYKOBOJIUTENS, UCIIONb3YET
COBPEMEHHOE ITPOrPaMMHOE
obecrieueHne 1 OQUCHYIO OPTTEXHUKY
JUISL TIOATOTOBKH CITY>KEOHBIX
JIOKYMEHTOB

HopmamusHyr 6a3y 6 cghepe obecneyeHus.
KOe2UAbHOU OesimeNbHOCU

Ymems: opeanuzosamsv nposedenue
KOHGhepenmHbIx Meponpusmuil,
OOKYMEHMUPOBAMb 0esimeibHOCHb
KOJLe2UANbHBIX OP2AHO8, UCHOTb308ANb
COBPEMEHHOe NPoSPAMMHOe 0becneueHue U
OGQQUCHYI0 OpemeXHUKY

Braodemv: nasvikamu opeanuzayuu npuema
nocemumerneu, NIAHUPOBAHUS paboyee
8peMeHU PYKogooumerst

[1K-8. Criocoben oprannzoBath
U IOKYMEHTHPOBATh
JIeSITENEHOCTD KOJUIETHANTbHBIX
OpraHoOB YIpaBJICHUS
XO3SHCTBEHHBIX OOIIECTB

IIK-8.1. [TpumeHsieT Ha IPAKTUKE 3HAHUS
COCTaBa M MPABHJI ITOJITOTOBKH
JIOKYMEHTOB KOJIJIETHAJIBHBIX OPTaHOB
YIpaBJICHUS B OPTaHU3ALMSX Pa3INIHBIX
(hopM coOCTBEHHOCTH

3uamo.: HopmamusHo-npagosyio 6azy
DYHKYUOHUPOBAHUSL KOJLE2UATBHBLX
0p2an08 XO3AUCMBEHHbIX 00Uecms, COCmas
U NPABULA NOO2OMOBKU OOKYMEHMO8
KOJUIE2UATIbHBIX OP2AHO8 YNPAGILEHUS. 6
OP2AHU3AYUSIX PAZTUUHBIX (POPM
cobcmeennocmu

Ymemn: npumensme meopemuueckue
3HAHUSL 8 0ONACTU PYHKYUOHUPOBAHUSL
KOJUIE2UATIbHBIX OP2AHO8 8 NPAKMUYECKOU
oesimenbHoOCmu

Bnaoembw: nasvikamu noo02omosKu
OJOKYMEHMO08 KOLNeSUAIbHBIX OP2AHO8

I1K-8.2. OpranusyeT AesTeIbHOCTb
KOJUJIETUAJIBHBIX OPraHOB YIIPaBICHUS B
OpraHM3aLMSIX Pa3IMIHBIX HOPM
COOCTBEHHOCTH U OCYILECTBILIET €€
JIOKYMEHTHPOBaHUE

3unamu: npasuna opeanuzayuu
0essmenbHOCU KOJICSUAIbHBIX OP2AHO8
VAPAGEHUsL 8 OP2AHUZAYUSX PASTUUHBIX
dopm cobcmeennocmu
Ymems: opeanuzosamsv nposedenue
3ace0anus KOIIeSUaIbHO20 OPeaHd
Bnademv: nasvikamu 0oKyMeHmMuposanus
0esimenbHOCIU KOJUIC2UATIbHBIX OPeAHO8

I1K-8.3. YuacTByeT B IPOBEACHUH
3ace/laHni KOJIJIETHAIbHBIX OPraHOB
VIIPABJICHUS B OPraHU3aLHAX PA3THIHBIX
(hopM coOCTBEHHOCTH

3namv: nops0ok nposederus 3ace0anuil
KOJLLe2UANIbHBIX OP2AHO8 YRPAGICHUS 6
OP2aHU3AYUSX PASTUYHBIX POpM
cobcmeenHocmu

Ymems: unghopmuposams yuacmuuxos
3ace0anus 0 peiamerme npogeoeHs
3ace0anus KOIIeSUaIbHO20 OPeaHd
Brademw: nagvikamu odpabomku
uHgopmayuu u OOKyMeHmayuu,
€030a8aemotl 8 X00e nPosedeHUs
3ace0aHUll KOLIE2UATbHBIX OP2AHO8

1.3 MecTO0 AMCHUILUIMHBI B CTPYKTYpPe OCHOBHOI 00pa3oBaTe/ibHOM
MPOrpamMmabl
JuctummuHa (Moayib) «OpraHu3alliOHHO-AOKYMEHTAIIMOHHOE OO0ECIeueHUe AeITeIbHOCTH

PYKOBOJIUTENSD» OTHOCUTCS K YAaCTH, (POPMHUPYEMOM yUaCTHUKAMU 00pa30BaTEeIbHBIX OTHOILICHHH

0J10Ka TUCHUIUIMH Y4eOHOTO TUIaHa. .

Jlist OCcBOEHUSI TUCHUIUIMHBI (M0O0Y/s) HEOOXOAMMBI 3HAHUS, YMEHUS W BIIAJCHUS,

c(hOpMHUPOBAHHBIE B XOJI€ U3YyYCHHUS

CICAyIOmHNX AUCHUIUUIMH W IPOXOXKACHHUA IIPAKTUK:

«be30IacHOCTb JKU3HEACIATENBHOCTIY, «PYyCCKHUI A3BIK U KYJIbTYpa PEUN).

B pesynpTare OCBOEHHS IUCHMIUIMHBI (MOXIYJsi) (OPMHUPYIOTCS 3HAHUS, YMEHHUS U

BJIAJCHUS,

HGOGXOI[I/IMI:IC AJI U3YUYCHUS CICAYIOIUX AUCHUIUIMH W NPOXOXKICHUSA MPAKTHK!
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O3HAKOMUTENbHas TpakTuka, «MHpopmanmonHoe obecrieueHue ympaBieHus», «OpraHnuzanus

paboThI ¢ OOpAIIEHUSIMU TPAKIAHY.

2 CrpyKrypa JUCUHMILJIMHBI

OO01mast TpyA0€MKOCTh IUCIUIUTHHBI COCTaBisieT 3 3.e., 108 .

CTpykTypa AUCHHUILIMHBI VI 04HO (opMBI 00yUeHH

O0beM AUCHUILTUHBI B (OpME KOHTAKTHOW PabOTHI OOYYAIOMIMXCS C MeJaroru4ecKuMu
paboTHUKaMU ¥ (WIIK) TUIIAMU, TPUBJICKAEMBIMHU K peair3aliii 00pa30BaTEIbHON MPOrpaMMbl Ha
WHBIX YCIIOBHSIX, TIPU MIPOBECHUH YICOHBIX 3aHSATHH:

Cemectp | Tum yaeOHBIX 3aHATUI KonuuecTBo
4acoB
2 Jlekuun 24
2 Cemunapsl/mabopaTopHbie padOThI 36
Bcero: 60

O0beM TUCHHIUTUHBL B (HOpPME CaMOCTOSTENbHON pabOTHI 00YUYAIOIINXCS COCTABISET 48
aKaJIEMUYECKUX YaCOB.

CTpyKTypa JTUCHHUILIMHBI JJI51 0YHO-3204HOI (opMbI 00yUeHUs

OO0bpeM IUCHMIIMHBI B (pOpME KOHTAKTHON paboOThl 00yYaromuxcs ¢ MelarormyecKuMH
pabOTHHUKAaMU U (UJIH) IMIIAMH, IPUBJIEKAEMBIMHU K peau3aliii 00pa30BaTeIbHONW MPOrpaMMBbl Ha
MHBIX YCIOBHSX, IPH MIPOBEACHNUHU YUSOHBIX 3aHATHIL:

Cemectp | Tum yaeOHBIX 3aHATHI KonuuecTso
4acoB
2 Jlexnu 12
2 Cemunapsl/mabopaTopHbie paboThI 18
Bcero: 30

O0beM TUCHHILTUHBL B (HOpPME CaMOCTOSATENbHON pabOTHI 00YUYAIOIINXCS COCTABISIET 78
aKaJIEMUYECKUX YaCOB.

CTpyKTypa JTUCHUIIMHBI /51 3204HO (popMBbI 00yUeHUs1

O0beM TUCIUIUIMHBI B ()OopME KOHTAKTHOW PabOThl OOYYArOMIMXCS C TEAarorH4eCKUMHU
paboTHUKaMU ¥ (WJIK) TUIIAMU, TPUBJICKAEMBIMHU K peair3aliii 00pa30BaTEIbHON MPOrpaMMbl Ha
WHBIX YCIIOBHSIX, TIPU MIPOBEICHUH YICOHBIX 3aHSATHH:

Cemectp | Tum y4eOHBIX 3aHATUI KonuuecTBo
4acoB
2 Jlexuun 8
2 Cemunapsl/nabopaTopHbie paboThI 16
Bcero: 24
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O0beM OUCIHILTUHBL B (POPME CaAMOCTOSTENBHON pabOThI 00YYAIOMIMXCS COCTABISET 84

AKaJJCMHUYCCKUX 4aCOB.

3 Coaepxanue IUCHUIIMHBI

HaumenoBanue pa3jaeia
AMCLHUIJINHbBI

Conepxanue

Paszgen 1. Beenenue

Hemu u 3anaum kypca. ICTOUHMKHY U JIUTEpaTypa.
AKTyaJlbHOCTb Kypca B CBE€TE€ COBPEMEHHOIO
COCTOSIHHUSI  pbIHKa Tpyaa. MecTto Kypca B

npodeccuoHaIbHON IIOATOTOBKE CTYyJICHTA.
Tepmunonornueckuii anmapar. CBsA3b Kypca cO
CMEXHBIMHU JUCLUIIIINHAMU u KypcaMu:

JIOKYMEHTOBEJCHUE; OpraHu3alus M TEXHOJIOTHS
JOKYMEHTAI[MOHHOTO OOECTICUeHHUsl YTMpaBJICHHUS,
KOMITbIOTEPHBIE TEXHOJIOTUU; TICUXOJIOTHUS JIET0OBOTO
o01eHus, aea0Boi STUKET. OCHOBHBIC HCTOYHHUKU H
nuteparypa. [leprognyeckue u3ganus.

Pa3znen 2. UcTopusi cekpeTapckoi
CIYXKOBI

3apoxaeHue cekperapckoil ciyx0sl B Poccum.
Cnyxunble JOOIM B IIPUKa3ax, KOJUIETHUSX.
I'enepanbHblil pernameHT 1722 r. Kak  NEpBBIH
HOPMATUBHBIM  JIOKYMEHT, PErIaMEHTUPYIOLIUN
paboty cexperapeit. cTopus cekpeTapckoii ciyKObl
nopeBoooHHOM Poccuu. Oco3HaHne 3HaYuMOCTH
npoeCCUOHANBbHON  TMOJATOTOBKH  CEKpeTapeil.
OtkpsiTHEe 1O Beel Poccum cekperapckux Kypcos,
W3JIaHHE CIELUAIU3UPOBAHHBIX KypHaJIOB. Poib
CeKpeTapell B COBETCKHMX ydpexacHusx XX Beka.

Beenenue KaTErOpUuMHOCTH CEKPETapCKUX
00s13aHHOCTEH. YpaBHUBaHUE CEKpeTaper ¢
KaHUEIAPCKO-TEXHUYECKUMU paboTHUKAMHU.

ITocranoBneans CHK CCCP 1925 wm 1932 rr.
[ToxbeM 3HAYMMOCTH CEKPETAPCKOTO OOCITY KHBAHHS
B 90-x rogax XX Beka B KOHTEKCTE pa3BUTHS
gacTHBIX (opm coOctBeHHOCTH. COBpEeMEHHOE
COCTOSHME  CEKpeTapcKoil paboThl B YCIOBHSX
WHTCHCU(PUKAIMU  yMPABICHUYECKUX  MPOIECCOB,
pacimpeHus MaciTaboB JIeSITCIIbHOCTHU
rOCYJapCTBEHHBIX W KOMMEPYECKUX CTPYKTYP.

Paszgen 3. Poab u MecTo
ceKpeTapsi B COBpeMEHHbIX
CTPYKTYpax ynpaBJeHUsI

Kareropun cekperapeit. Cekperapb B CTPYKType
ciryx05b1 JIOY, B anmapaTe pyKOBOJIUTENS, B COCTAaBE
CTPYKTypHOTO noapazaeneHus. Kanupukanmonssie
XapaKTEPUCTUKHA  CEKpeTapei. OyHKIUH U
JOJDKHOCTHBIE ~ OOSI3aHHOCTM ~ CeKperapeil B
3aBUCUMOCTH  OT  KaTe€ropuM  CEKpeTapcKoro
00CITy>)KUBaHHUSL. Cucrema CITy>KE€OHBIX
B3aMOOTHOUIEHUH, BO3HUKAIOIIUX B IPOLECCE
BBITIOJIHEHUSI CEKPETapeM BO3JIOKEHHBIX Ha HEro
¢yukuuid.  TpebGoBaHus  TMpenbsBISEMbIE K
CeKpeTapsiM: K 00pa3oBaHHUIO, TPOGECCHOHATHLHBIM
3HAHUSIM, TEXHUYECKHMM YMEHHMSM M HaBbIKaM.
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XapaKkTepucTUKa [JEJIOBBIX M JIMYHBIX KauyecTB
cekperaps. HaBBIKM 10 TICHXOJOTHH OOIICHHUS.
CamoakTyanuzanus cekperapsi. Oco3HaHue
cekperapeM ceds B npodeccun. CTpykTypa paboTh
CeKpeTapsl.

Pa3znen 4. Opranuszanus paéoTsl
cekperaps

IIpaBoBBIE  OCHOBBI  JEATEIBHOCTH  CEKpeTaps

(3aKOHO/IATENIFHO-TIPABOBAs u HOPMAaTHUBHO-
MeToanyeckas 0a3a): KOIEKCHI; benepanbHbIe
3aKOHBI;  CTaHAAPThl, HMHCTPYKUMH;  IPaBUIIA;
TIOJIOKCHHS, HOpPMAaTHBHBIE JOKYMEHTHI,

coJepaKalMe HOPMBI BpeMeHH.  PerymupoBaHue
TPYAOBBIX B3aMMOOTHOLICHUH paboTomarens W
cexperapsi.

JIoIoKHOCTHAast ~ MHCTPYKLHS — CEKperapsi,  Kak
OCHOBHOM OpraHU3allMOHHO-IIPABOBOM JOKYMEHT:
IIPAaKTUYECKOE 3HAYEHUE TOJDKHOCTHON HHCTPYKLIUH,
METOAMKAa  COCTaBIEHUSA, CTPYKTypa, COCTaB
uHpOpMaLMK, CIIy4ad M TOPSJIOK MEepecMoTpa,
odopmiieHue.

Opranuzanust pabo4yero MecTa cekperaps:
[IpuemHass kak paboyee MECTO  CEKpeTaps.

30HUpOBaHUE MPUEMHOM. OcobenHoctu
OpraHM3allM 30H IPUEMHOI: UHTEphEP, OCBEILLIEHUE,
O3€JICHEHUE, OCHAIL[EHUE OpPITEXHUKON u
CIIPAaBOYHBIMU MaTepHaIaMU. Ob6opynoBanue

paboueii 30HbI cekpeTaps. Criennpuka opraHu3aum
NPUEMHONH  PYKOBOIMTENS, BEAYIIErO  IPHEM
MOCETUTENICH MO JTMYHBIM BOIIPOCAM.

VYcnoBust TpyAa: CTaHIApThl 0€30MacHOCTH TPYyAa,
CaHWUTApHBIEC TNpaBHia. XapaKTEPUCTHKH OCHOBHBIX
(aKTOpOB, COCTABJISAIOUINX ONTUMAJbHBIC YCIOBHUS
TpyAa cekperapss (CaHHUTapHO-TUTMEHUYECKUEe -
OCBEIICHHOCTh, IIIyM, BJIAXXHOCTb, TeMIIepaTypa M
np.;  NCUXO(U3MONIOTUYECKHE;  ACTETUYECKHUE).
be3zonacHocTh Tpyaa npu paboTe 3a KOMIBIOTEPOM.
Opranmsanust paboyero BpeMEHH  CEKpeTaps:
pasrpy3ka pyKOBOJHMTENS KaK OCHOBHAs (DyHKITHS
CeKperapsi, IMOMOIIb B IUIAHUPOBaHUU pabouero
BPEMEHHU PYKOBOJAUTEINS (JOJATOCPOYHOE, TEKYILEE),
MOPSIOK  3alMCH  IJIAHUPYEMBIX  MEPONPUSTHIA,
opraHuzanust  paboyero  JHA  PYKOBOAMTEI,
METOMKAa COCTaBJICHUE CEKpeTapeM IUIaHa CBOETO
pabouero 1HS, €XKEIHEBHUK M €XKEHEACIbHUK Kak
MHCTPYMEHTHI IJIAHUPOBAHHUSL pab0Yero BPeMEHH.

Pasnen 5. OprannzannonHo-
aIMHHHUCTPATHBHAS
AeATeJIbHOCTD CeKpeTaps

Opranmzanus npuema nocerureneid. Mertonuka
IIpUeMa  pPa3jau4HbIX KAaTErOpPUM  ITOCETUTENEH:
COTPYAHHUKOB 1o CITy’KE€OHBIM BOIIPOCAM,
COTPYAHHMKOB II0 JIMYHBIM BOIIPOCAM, CTOPOHHUX
IIOCETUTEJIEH 10 IIPEABAPUTEIILHON JOTOBOPEHHOCTH
u 6e3 Hee, mpuem peneranuil. [IpuopureTHOCTH B
NPEACTABICHUM  ITOCETUTENIEW  PYKOBOJIUTEINIO.
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IIpaBuna nepexnoca uiau orMeHsl npuema. Ilosenenue
CeKpeTaps C 0)KUJAIOIINUM TTOCETUTEIIEM.
Opranuzanus npuemMa rpaxiaH. 3alyuch Ha MPHEM,
rpaduKu  TpuUeMa, perucTpanus —MOCETUTENeH,
JOKYMEHTUPOBAaHHE IpueMa, HH(OPMUPOBAHHE
rpakJaaH.

Opranuzanust TeneOHHBIX IEpPEeroBopoB. Bumabl
TeneOHHBIX MeperoBopoB. IlpaBmia MOATOTOBKH
«UCXOAAIMX» TeperoBopoB. IlpaBuna BexeHus
«BXOIAIIMX» TeperoBopoB. Cucrematuzanus U
pacripenieneHue 3BOHKOB, a/IpeCOBaHHBIX
pykoBonutento.  Mcrone3oBaHue — Tesne()OHHOTO
Onmanka juis cekpetaps. Tenedonorpamma. [Ipasuia
teneponnoro  obmenus.  Crenuduka  CBA3M
aboHeHTOB  pa3Horo  craryca. OOecreueHue
KOH(UICHIINATLHOCTH TeIe(QOHHBIX IEPETOBOPOB.

- IloarotoBka nAeiOBBIX BCTPEY U IIEPETOBOPOB.
Otanbl NOATOTOBKHM BCTPEUHU: ONPEACICHHUE MECTa,

BpPEMEHU BCTpPEUH, cocTaBa YYaCTHUKOB,
ONOBeEINIeHUE YYaCTHHUKOB, HOATOTOBKA
HEOOXOINMBIX MAaTEPUANOB. ITomorp

PYKOBOAMTEIIIO BO BPEMs IIPOBEICHHUS IIEPETOBOPOB.
- IlogroroBka M IpOBENCHUE COBELAHUU
(3acemaHui)  KOJUIETHMAJIbHBIX ~ OPraHOB.  THIIbI
COBEIIaHMH. OTambl IOATOTOBKUM  COBEILAHUS:
nojyyeHue  HMHGOpMAIMM  OT  PYKOBOJAUTEIS
OTHOCHUTEIIBHO OpraHMU3alMOHHBIX BOIIPOCOB
[IPOBEACHUS COBELIaHU; COCTaBJICHUE
IIPEIBAPUTENIBHBIX CMET PacXo/0B, IOBECTKH MIHS,
CIHMCKAa YYAacTHUKOB, NpOBEIEHUE pPabOTHl 110
YTOYHEHHUIO CIIHCKA WU ONOBELIEHUI YYacCTHHKOB,
pacchlika MIpUTJIalleHuH, IIPOBEJICHUE
OpraHM3allMOHHBIX MEPONPUATUH (3aKa3 TOCTUHHULIBI,
TpaHCIOPTa, OWIETOB, OOECHeYeHUEe KyJIbTYPHO-
MacCOBBIX MEPOIPUATUH U Tp.); BOCTpeOOBaHME
NPOCKTOB pPEUICHUH; TMOATOTOBKAa HEOOXOIUMBIX
MaTEpUajoB; KOHTPOJb 3a OCHAIlEHUEM MecTa
IIPOBEACHUS COBEIIAHMS.

OyHKIMH cekpeTaps 1o 00CITy’)KUBaHUIO
coselanuil. Begenue nporokona.

ITogroroBka KOMaHIUPOBOK. BHIBI KOMaHIUPOBOK
PYKOBOIUTENSA. DTallbl MOATOTOBKM KOMAaHINPOBKHU:
coop wuH(OpPMAIMK OTHOCHUTENBHO IUIAHUPYEMOM
KOMaHAMPOBKH, CO3JAaHHUE IIJJaHA KOMAHJIUPOBKH,

MIOATOTOBKA HEOOXOIUMBIX PYKOBOJUTEIIIO
JOKYMEHTOB M  MaTepualioB, 3aKa3 OWJIETOB,
TOCTUHUIIBL. JlokyMeHTanbHOE odopmienue

KOMaHIUpOBKU. MHCTpykuus sl cekperaps Ha
BpeMsI OTCYTCTBHSI PYKOBOAMTEIS: CIIOCOO M BpeMs
CBA3U C PYKOBOJUTENEM, MOJAINUCAHUE JOKYMEHTOB
3aMeIlarIUMu TunaMi. [IpueM koMaHIUPOBaHHBIX
COTPYAHUKOB.
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Opranuzanus ¥ NPOBEACHUS MPUEMOB, ITHUKETHBIE
MHCbMa, MOJAPKH, npaBwia OQOPMIICHHS H
WCIOJIb30BaHKUS BHU3UTHBIX KapTouek. JlenoBoii
STHUKET.

6 | Pazgen 6. Pabora cexperaps nmo
HH(pOpMALMOHHOMY
00C/Ty’KUBAHUIO PYKOBOAMTEJIS

PaGora cekperaps mo cOopy W  aHaIM3Y
nH(pOpMAIINH. Hcrounuku, cmocoObl MOUCKA,
MeToauka cOopa u 00paboTKM HH(pOpMAIUH.
CrnocoObl  mpezacTaBieHUss HMHGOPMAIMM: KOIUHU
JOKYMEHTOB, BBIMUCKH, AaHHOTAIUH, pedeparsl,
0030psl. [loAroToBKa BHICTYIUIEHUH PYKOBOAUTEIIS.
Opranm3anusi cBsizel ¢ OOIIECTBEHHOCTHIO.
CpenctBa pacnpocTpaneHuss MHQOpMaIMK BHYTpPHU
opranmzanuu.  Pabora co CMMU, mnaptHepamu,
KJIMEHTaMH, KOHKYpEHTaMHU.

OyHKUIUU cekperaps o o0ecreueHHIo
6e3onacHoctu uH(popmaruu. PabGora cekperaps c
KoHpuIeHManbHOH HHpopMarueir. OnpenencHue
KOH(HIEHIINATBHON HH(POPMAIIUKA U KOMMEPUYECKON
taiiHpl. Kareropum CBeAEHMI, OTHECEHHBIX K
KomMMmepueckoil TaiiHe. CrnocoObl TpeacTaBICHUS
CaHKIIMOHMpOBaHHOW  uH(popMmarmu.  CrocoOb!
3alIUThI HH(OPMAIIHH.

7 Pazgen 7. Ilcuxojiorus oomeHus
cekperaps

Cekpertapb u PYKOBOJIUTEIT. Tonkoctn
B3aMMOOTHOIIICHHUS IIOJIOB. YUYET IICUXOJOTHYECKHUX
0COOCHHOCTEH PYKOBOUTEIIS.

Kondunukrasle cutyanuu. [lpuunnel, craguu, myTu

BBIXO/Ja. YMeHue yOopaBJidTb OSMOOUSAMU U
YyBCTBaAMHU.
ITcuxonoruueckue MMPUCMbIL BIIMSHU A Ha

cobecennnka. HeBepOasbHble CpefcTBa B J€IOBOM
OOIIEHUH.

B3aumoorHomenuss ¢ kosteramu. Kak wuzbexartb
MaHumyJIsauuid Ha pabore. Pomb cekperaps B
dbopMupoBaHur  OJIArOMpUATHOTO  KiIWMaTa B
KOJIJICKTHBE.

4 OOpa3oBaTejibHbIE€ TEXHOJIOTHH
Jlnist mpoBeieHus y4eOHBIX 3aHATHH 110 AUCHUIUIMHE UCTIONIB3YIOTCS pa3InuHble 00pa3oBaTeIbHbIE
TEXHOJIOTUH. {151 opraHuzanuy yuyeOHOro mporecca MOXKET ObITh HCIIOJIIB30BAHO 3JIEKTPOHHOE
oOydeHue U (WJIH) JUCTAHIIMOHHBIE 00Pa30BATENBLHBIC TEXHOIOTHH.

5 OueHka IIaHUPYEMBbIX pPe3yJIbTATOB 00y4eHHs

5.1 Cucrema onieHUBaAHHUSA

Dopma KOHTPOJIA

Makc. KOJIM4ecTBO
0aJ1710B

3a ogny Bcero
padory

Texymui KOHTPOIIb:
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- Onpoc u yyacmue 8 OUCKYCCUU Ha cemunape (memuvl |5 6a106 35 6annos
1-7)

- KOHMPONLHASL PADOMA HA CEMUHAPCKOM UTU 10 6annos 10 6annos
npakmuyeckom 3ansamuu (memol 3-4)

- KOHMPONbHASL pAOOMA HA CEMUHAPCKOM UNU 15 6annos 15 6annos
npaKkmuyeckom 3ansimuu (memol 5-6)
[TpomMexyTodHas aTTecTanus 40 6annos
(nucbmenHwvlIl omeem Ha 2 60npoca)
Hroro 3a cemectp (Qucyuniuny) 100 6annos
3a4ém ¢ OYeHKoU

ITosy4eHHBII COBOKYNIHBIN pe3yabTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO IIKATy OLICHOK U B
IIKaIly OIIeHOK EBporieiickoii cucteMsl nepeHoca u HakoruieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHH ¢ TaOIHUIIEH:

100-6amnpHas [xana
KA TpanuuuoHHas mkana ECTS
95— 100 OTJINYHO A

83 -94 B

68 — 82 XOpOIIO 3a4TE€HO C

28 : 2; YZIOBJIETBOPUTEIBHO g
20-49 FX
0-19 HEYJI0BJIETBOPUTEIBHO HE 3a4TEHO F

5.2 KpnTepml BBICTABJICHHUA OLICHKH 110 JUCHHUIIJINHE

bannsl/ Ormenka 1o Kpurepun onieHKH pe3yabTaToB 00yUEHUs 10 TUCIHUILIHNHE
Ilxana ECTS | nucuuruinze

100-83/ «OTJIINYHO» BricraBnsiercs o0yuaromemMycs, €ciid OH IITyOOKO U

AB IIPOYHO YCBOMJI TEOPETUYECKUM U NIPAKTUUECKUI

MaTepua, MOXKeT IPOJEMOHCTPUPOBATh 3TO HA 3aHIATUAX U
B XOJI€ IPOMEXKYTOUYHON aTTECTALINH.

OOyuaronuiics HCUEPIIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPUIO C
IIPAKTUKOM, CIIpaBIISIETCA C PELIEHUEM 3a/1a4y
npodeCCUOHATBLHON HAMPAaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, ITPABHIILHO 0OOCHOBBIBACT IIPUHSATHIC
peLIeHuS.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHka Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEMyCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnerennuu, 3akpeni€Huble 3a AUCHUIIIMHOM,
c(OpPMHPOBAHBI HA YPOBHE — «BBICOKHUI.
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Bamnel/
lkama ECTS

O1ueHka 1o
NIUCIUATUINHE

Kpurepun onieHKH pe3yabTaToB 00yUEHUs 10 TUCIHUILIIHNHE

82-68/
C

«XOopouo»

BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUH U IIPAKTUYECKUNA MaTepua, IpaMOTHO U 110
CYILECTBY M3JIaraeT €ro Ha 3aHATHUSIX U B XOJE
IIPOMEKYTOYHON aTTECTAllUU, HE JOIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaromnuiicsi IpaBUIBHO NPUMEHSET TEOPETHUECKHUE
IIOJIOXKEHUS IIPU PELLIEHUHN ITPAaKTUYECKUX 3a/1a4
npodeCCHOHATBLHON HAMPABIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMH JJIsl TOTO HaBbIKAMH
U IpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATILHOM TUTepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOIEMYyCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTaluu.

Komnereniuu, 3akperiéHnble 3a AUCIUTUTMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIHUN.

67-50/
D.E

«yIOBJIETBOPU-
TEIILHO

BricraBnsiercs o0yuaromemMycs, eciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUN MaTeprall,
JIOIMYCKAET OTAETIbHBIC OMIMOKH MPH €ro U3JI0KEHUHU Ha
3aHATHUAX U B XOJE IIPOMEXKYTOYHOU aTTECTALIUH.
OOyuaronuiicss UCTIBITHIBACT ONpPEACIEHHBIE 3aTPYAHEHUS
B IPUMEHEHUH TEOPETUYECKUX IT0JI0KEHUN IIPU PEILICHUU
MPAaKTUYECKHX 3a/1a4 MPO(HeCCHOHAIBHON HAPaBICHHOCTH
CTaHZAPTHOI'O YPOBHS CIIOKHOCTH, BJIaJI€ET
HEOOXOUMBIMU JIJIs1 3TOTO Oa30BBIMHM HAaBBIKAMHU U
IPUEMAMH.

JIeMOHCTpHpPYET I0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JIUTEPaTyphl 10 JUCLUIIIINHE.

O1eHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYaromeMycs C
y4E€TOM PE3YNbTATOB TEKYIEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnereniuu, 3akperniéHuble 3a AUCIUTUITMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «IOCTATOUHBINY.

49-0/
F,FX

«HCYHOOBJICTBOPUTC
JIBHO»

BricraBnsiercst o0yuaromemMycs, €ciii OH He 3HaeT Ha
6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
MaTepHal, 0MycKaeT rpyOblie OUIMOKH IpU ero
U3JI0’)KEHUU Ha 3aHATHIX U B XOJ€ IPOMEXYTOUHON
aTTeCcTaluu.

OOyuyaronuiicsi UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHNUN TEOPETUUECKUX TOJIO0KEHUH NPU pPELIEHUH
MPAaKTUYECKHX 3a/1a4 MPO(eCCHOHAIBHONW HAPaBICHHOCTH
CTaHJapTHOI'O YPOBHS CJI0)KHOCTH, HE BJIaJI€eT
HEOOXOIMMBIMU JIJIS1 3TOTO HAaBBIKAMU U MIPHUEMaMHU.
JleMOHCTpHpYeT (pparMeHTapHbIe 3HAHUS YIeOHOM
JUTEPATYPHI 110 TUCLHUIUIMHE.

OreHka Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEeMycs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHOU
aTTeCTallUu.
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Bamnel/ O1ueHka 1o
Hlkana ECTS | qucouruinge

Kpurepun onieHKH pe3yabTaToB 00yUEHUs 10 TUCIHUILIIHNHE

KomMmneTeHuu Ha ypoBHE «JOCTaTOUHBII», 3aKPEIUIEHHBIE
3a AMCUUIUIMHON, He C(OPMHPOBAHBI.

5.3 OueHouHbIe cpeAcTBA (MATEPUAJIBI) NJIA TEKYIIEr0 KOHTPOJIA
yCIeBaeMOCTH, IPOMEKYTOYHOM aTTeCTANM 00yYAOIIUXCS 110

AUCLHUILINHE

Konmponvnsie 6onpocut 013 meKywieil u RPOMelCymouHol ammecmayuu

A e AR S e

INOAYMHCHHBIMU,

[TpodeccronanbHbie TpeOOBAHUS K CEKPETAPIO PYKOBOIUTEIIS;
Oco0OeHHOCTH OpraHU3aIuU padOYero MecTa CeKpeTaps;

[TpaBuiia BeneHus TenedOHHBIX IEPETOBOPOB;

O0s13aHHOCTH CEKpETaps MO0 OPraHU3aliy EPErOBOPOB PYKOBOIUTEIIS;
Crenuduka rmiaHupoBaHUe paboYero THs PYKOBOAMUTENS U CEKpeTaps;
[TpaBoBast ¥ HOpMaTUBHAs PETIIAMEHTAIUs PA0OTHI CEKpeTaps;
Opranuzanus paboTsl IPUEMHOUN PyKOBOIUTEIS,

Pabora cexperaps B chepe nuHHOpMAIIMOHHOTO 0OECTICUeHUS;

[IpaBuna penoBoro OOIICHHS C PYKOBOAMTENEM, COTPYIHHUKAMH, ITOCETUTENISMHU,

10. OOGs3aHHOCTH ceKpeTapsi 1O MOATOTOBKE M MPOBEICHUIO COBEIIAHUI;

11. Ponb cexperapsi B IOArOTOBKE KOMaHANPOBOK PYKOBOJUTENS;

12. IlpaBuna noBeEHUYECKOIO ITUKE CEKPETAPS;

13. Mecto cexkperapsi B yIpaBJI€HYECKON CTPYKTYype OpraHu3aluy;

14. KondpuaeHmansHOCTh B paboTe ceKpeTaps;

15. IlpaBuia nmoBeneHus ceKpeTapsi B KOHQIUKTHBIX CUTYalUsX.

Bapuanm 6auy-xonmponwvnoi pabomot

1. Bugasl nesiTeIbHOCTH CEKpeTaps.

2. TpeboBaHUs1, IPEIBIBIAEMbIC K CEKPETapIO: YTO OH JIOJKEH 3HATh U YMETh.
3.CocTaBuTh pe3toMe NPETEHAEHTA Ha I0JKHOCTD CEKpeTapsl.

6 YdyeOHO-MeTOAUUYECKOEe M HHPOPMALIMOHHOE O0ecTievyeHre TN CIIUTIIUHBI

6.1 CnucOK HCTOYHHUKOB M JIUTEPATYPHI

Hemounuxu

Obsazamenvuvie
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®enepanbueblii 3akoH 0T 27.07.2006 N 149-03 «O6 unpopmaryu, HHPOPMAITHOHHBIX
TEXHOJOTUSIX W 3amuTe uHpopManuu» [DIeKTpoHHBIM pecypc] — Pexum pmocryma:
http://www.garant.ru.

®enepanbhbiii 3akoH OT 02.05.2006 Ne 59-D3 «O mopsiake paccMoTpeHusl oOpalieHuit
rpaxgan  Poccuiickoit  ®enepamuu»  [OnekTpoHHBIM  pecypc] — Pexum  gocryma:
http://www.garant.ru.

@enepanbhbiii 3akoH oT 27 untona 2006 r. N 152-®@3 «O mnepcoHanbHBIX AAHHBIX»
[DnexTponHsIii pecypc] — Pexxum nocrtyma: http://www.garant.ru.

[Tpuka3 Pocapxua ot 20.12.2019 N 236 "OG6 yrtBepxaeHuu IlepeuHsi THUIOBBIX
YIPaBJICHYECKUX apXUBHBIX JOKYMEHTOB, 0O0pa3ylomuxcs B Ipolecce IesTeIbHOCTH
TOCYJapCTBEHHBIX OPIaHOB, OPraHOB MECTHOT'O CaMOYTPABJICHUS M OpraHU3alui, ¢ yKa3aHHEeM
CcpokoB uXx XxpaHeHus" (3apeructpupoBaHo B Muniocte Poccun 06.02.2020 N 57449)
[OnexTponnblii  pecypc] // CnopaBouHo-mouckoBasi cuctema «KOHCynbTaHT — IUIIOCY.
URL:http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=L AW &n=345020&fld=134&
dst=1000000001,0&1nd=0.5989149124283691#09893595070554722

[Tpuka3 MunuctepcTBa Tpyaa u corpanbHoi 3anmtbl PO ot 15.06.2020 Ne 333n «O06
yrBepxkaeanu IIpodeccuonanpHoro crangapra «CnenmuanicT 1O OpPraHU3allMOHHOMY H
JOKYMEHTAI[MOHHOMY OOECIICUeHUI0 YMPaBICHUIO OpraHu3aIuei» [DIeKTpOHHBIA pecypc| —

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

Jlumepamypa

Obs3amenvhas

beikoBa T.A. JlokyMeHTallMOHHOE OOeCIeueHUe YMpaBiIeHHs (IIEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikosa, T.B. Ky3uenosa. -2-e¢ uza. nepepad. u
JO1I. - Mocksa: Hndpa-M, 2018. -304 c. —Pexum JOCTyIIa:
http://znanium.com/go.php?id=942800/

Hononrnumenvras

Jlykam, FO. A. BeITh cekpeTapem pykoBoauTensi GupMbl [DIeKTpoHHBIH pecypce] @ yueo.
nmocobue / FO. A. Jlykam. - M.: @aunTta, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocryma: http://znanium.com/catalog/product/455324

[Tpodeccus - nomomHUK pykoBoautess: Ilpuemsl «Bbiciiero nwiotaxay / Jlazapes K. -
M.:Anpnaa  [labn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum npocrymna:
http://znanium.com/catalog/product/917159
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6.2 Tlepeuenn pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHUKALIMOHHOM CETH

«AuTepHeT»
- T'apanT [OnextponHslii pecypc]. — DnekTpoH. naH. — M., cop. 2013. — Pexum nocryna:

http://www.garant.ru.
- Koncynprant Ilmtoc [DnexkTpoHHBI pecypc]. — DnekTpoH. aaH. — M., cop. 2013. — Pexum

nocryma: http://www.consultant.ru.

DNeKTpOHHO-OMOIMOTeYHass cucteMa [DIeKTpOHHbBIM pecypc]. Pexum nocryma:

http://www. znanium.com

6.3 IIpodeccnonanbHble 0a3bl JAHHBIX U HHPOPMALIMOHHO-CIIPABOYHbIE
CUCTEMbI

Hoctyn k npodeccuonanbHbIM 0a3am qaHHbIX: https://liber.rsuh.ru/ru/bases
WudopmanoHHbIe CIIPaBOYHbBIE CUCTEMBI:

1. Koncynsrant Ilntoc
2. Tapanr

7 MaTepHaJILHO-TeXHI/I‘IeCKoe o0ecmeueHue ANCIHHUIIINHBI
Aynuropun Juisi IpOBEACHUS JIEKIIMA U CEMUHAPCKUX 3aHATUI C TEXHUYECKUMU CPEJICTBAMU
o0yuyeHus (MyJIbTUMEIUA-TTPOEKTOP (BUICONPOEKTOP), 3KpaH (IIEPEHOCHOM WM CTAI[HOHAPHBIN)),

KOMIIBIOTEPHBIH KJIACC [T TPOBEACHUS JIAOOPATOPHBIX 3aHATHH.

1. Ilepeuens ITO

Nent Haumenosanue [10 [IpousBoaurens Crioco6
/m pacrpocTpaHeHHs
(ruyensuonnoe unu
6000010
pacnpocmpaunsemoe)
1. Adobe Master Collection CS4 Adobe JILIEH3MOHHOE
2. Microsoft Office 2010 Microsoft JIMIIEH3UOHHOE
3. Windows 7 Pro Microsoft JILIEH3MOHHOE
4. Microsoft Office 2013 Microsoft JIMIIEH3MOHHOE
5. Windows 10 Pro Microsoft JINLIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMIIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JInneH3noHHoe
8. Zoom Zoom JINICH3UOHHOE

2. Ilepeyens Bl m UCC
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Nenn HaunmenoBaunue
/1

1 | MexayHaponusie pedepatuBHble HaykomeTpuueckue b/I, moctynHeie B paMkax
HauoHaILHOM noanucku B 2020 T.

Web of Science

Scopus

2 | [IpodeccuonanpHble MoNMHOTEKCTOBBIE B/I, 1OCTYyNHBIE B paMKax HallMOHAJIHHON
noxamucku B 2020 r.

XKypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypnans! Taylor and Francis

3 | [Ipodeccuonanbubie momHOTEKCTOBBIE B]]

JSTOR

N3nanus mo oOmecTBEHHBIM U TYMAaHUTAPHBIM HayKaM
DnekrponHas 6ubnnorexka Grebennikon.ru

4 | KoMnbroTepHbIE CIIpaBOYHBIE IPAaBOBBIE CUCTEMBI
Koncynprant Ilntoc,
l"apanT

8 Oobecneuenne 00pa3oBaTeILHOIO MpoUECCa AJIA JMI ¢ OTPAHUYCHHBIMHU

BO3MOKHOCTHAMH 310POBbHA 1 HHBAJIUAO0OB
B xozxe peanuzanyy IUCHMILIMHBI UCIIOJIB3YOTCS CIEAYIOIINE JOIOIHUTEIbHBIC
METOJbl O00Y4YEeHMsI, TEKYIIEro KOHTPOJIS YCHEBAEMOCTH M IPOMEXYTOUHOM aTTECTallMU
00yyJaromuxcs B 3aBUCUMOCTH OT UX WHAMBHUIYaJIbHBIX 0COOEHHOCTEH:

® IS CIENBIX U CITAa0OBUAAIIMNX:

- JeKuuu O(OpMISIOTCS B BHUAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IIOMOIIBIO
KOMIIBIOTEpA CO CIEIMATN3UPOBAHHBIM ITPOrPAMMHBIM 00eCTIeUeHUEM;

- TMCbMEHHBIE 3a/laHHS BBINOJHSIOTCS HA KOMIIBIOTEPE CO CHEHUAIU3UPOBAHHBIM
MIPOTpaMMHBIM 00€CTieueHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- oOecrieuynBaeTCs MHIMBUYallbHOE paBHOMEpHOE ocBenieHne He meHee 300 IoKc;

- JUIs BBINOJHEHMS 3aJaHusl NP HEOOXOTUMOCTH TPEAOCTABISACTCA YBEIWYHMBAIOLICE
YCTPOMCTBO; BO3MOKHO TAK)KE UCII0JIb30BAHNE COOCTBEHHBIX YBEJINYHMBAIOIINX YCTPONCTB;

- MUCBbMEHHBIE 3aJ]aHNs OPOPMIISIOTCS YBEIIMUESHHBIM HIPUPTOM;

- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMe MM BBIMIOJTHAIOTCS B MUCbMEHHOHN (opme Ha
KOMIIBIOTEPE.

® IS TIYXMX M CIa00CIbIIAIINX:

- Jekuud O(OPMIISIIOTCS B BHJIE 3JCKTPOHHOIO JOKYMEHTa, JHOO MpPEeJOCTaBIIsSETCS
3BYKOYCWJIMBAIOILAs alnapaTrypa MHANBUAYAIbHOIO II0JIb30BaHUS;

- MUCHbMEHHBIE 33JJaHUS BBIMOJIHAIOTCS Ha KOMITBIOTEPE B MUCBMEHHOM (hopMe;

- 9K3aMEH M 3a4€T MPOBOJISATCS B MUCbMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOXKHO IIPOBE/ICHUE
B (hopMe TECTHUPOBAHUSI.

e JUIsl IUI| C HAPYILIEHUSIMU OIIOPHO-/IBUraTEILHOTO aMniapara:

- JeKuuu O(OpMISIOTCS B BHUAE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C IIOMOIIBIO
KOMIIBIOTEpA CO CHEIMATU3UPOBAHHBIM ITPOrPAMMHBIM 00eCIIeUeHUEM;

- DUCbMEHHBIE 3a/JlaHHS BBINOJIHSIOTCS HA KOMIIBIOTEPE CO CHEHUAIU3UPOBAHHBIM
MPOTPaMMHEIM 00€CTICUeHUEM;

- 9K3aMEH U 3a4€T MPOBOIATCA B YCTHOM (hOpMe MM BBIMTOTHAIOTCS B MUCBMEHHOH (opme Ha
KOMIIBIOTEPE.
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[Tpu HEOOXOMMMOCTH MPeyCMaTPUBACTCS YBEIIMUCHNUE BPEMEHH Il IOATOTOBKH OTBETA.

[Iponienypa  mpoBefeHHs  NPOMEXKYTOUHOH  arTecTanuu Uil OOy4aromuxcs
YCTAHABIMBACTCS C Y4YETOM UX HMHIUBUIYAJbHBIX TCUXO(PHU3MUECKUX OCOOEHHOCTEH.
[TpomexyTouHast aTTeCTAIMsI MOXKET ITPOBOJAUTHCS B HECKOJIBKO ATAIIOB.

[Ipu npoBeneHnH MpoIEaYpHl OLEHUBAHUS PE3yIbTATOB OOyUEHHs IpeaycMaTpuBaeTCs
UCTIOJIb30BAaHME TEXHUYECKHX CpPEACTB, HEOOXOOUMBIX B CBA3M C HWHAMBHUIYAJIbHBIMH
0COOEHHOCTSIMH 00yUarOMUXCs. DTU CPEICTBA MOTYT OBITh MTPEOCTABICHBl YHUBEPCUTETOM, WIIN
MOTYT UCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKUE CPENICTBA.

[IpoBenenue mpoueaypbl OICHHMBAHHUS  PE3yJAbTaTOB  OOy4YeHHsS  JIOMYCKaeTcs C
MCTIOJIb30BaHUEM JMCTAHIIMOHHBIX 00pa30BaTEeIbHBIX TEXHOIOTHA.

ObecneunBaeTcst A0CTyN K MH(POPMAIMOHHBIM U OMOIMOrpaduyeckuM pecypcaMm B CETH
WuTepHeT U Kaxkaoro oOydvamomerocss B (opmax, aganTUPOBAHHBIX K OTPAHUYEHUSM HUX
3JI0POBbSI U BOCIIPUATHUS MH(POPMALTUH:

® IS CIENBIX U CIAa00BUASAIIMNX:

- B Ie4aTHON (opMe yBEIIMUECHHBIM HIPUPTOM;
- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanoddaiina.

® Ui TIIYXHX U CJIA0OCIHbIIAIINX:

- B TIeYaTHOH opme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

e s O0yYaroIuXcs ¢ HAPYIICHUSIMU ONOPHO-/IBUTaTEIbHOTO arapara:
- B IeYaTHOH opme;

- B (hopMe 3JEKTPOHHOTO JOKYMEHTA;

- B (hopme ayanoddaiina.

VY4eOHble ayIUTOPHH Ui BCEX BUIOB KOHTAKTHOW M CaMOCTOSATENbHOM paboThl, HAyYHAs
O6ubIMOTEeKa U MHBIE MOMEIICHUS IJIs1 0Oy4eHUs] OCHAIICHBI CIEUATbHBIM O00OPYJIOBaHUEM U
y4eOHBIMH MECTaMHU C TEXHUYECKUMHU CPEACTBAMHU O0YUCHUS:

® IS CIENBIX U CIAaOOBUASAIINX:

- YCTpOMCTBOM Uil cKaHMpoBaHUs U uTeHus ¢ kamepoil SARA CE;

- nuctuieeM bpaiinsa PAC Mate 20;

- mpuntepoM bpaiis EmBraille ViewPlus;

® Ui TIIYXHX U CJIA0OCIHbIIAIINX:

- aBTOMATU3MPOBAHHBIM pabouMM MECTOM s JIIOJEH C HapylmeHHEeM CciyXa H
¢71a00CIIBIIIAIINX;

- aKyCTHYECKHH yCUIIUTENbh U KOJIOHKH;

e s O0yYaroIuXcs ¢ HAPYLICHUSIMU ONIOPHO-/IBUTATEIBHOTO arapara:
- IePEIBMXKHBIMHU, PEryJIUPYEMbIMU 3proHOMuueckuMu nmapramu CHU-1;
- KOMIIBIOTEPHON TEXHUKOW CO CHEUATbHBIM ITPOrPaMMHBIM 00€CIICUEHUEM.

9 MeToanyecKkue MaTepUuaIbl
9.1 IlnaHbl NPAKTHYECKUX 3AHATHIA.

Tema 1. Posib 1 MecTO ceKpeTapsi B COBPEMEHHBIX CTPYKTYPax ynpaBJieHHsI.
Lenv 3anamusa: OIpenenuTb OPraHU3alMOHHBIE W IIPABOBBIE OCHOBBI JIEATEIBHOCTH

CEKpeTapel, HayuduThCS OIPENEATh IMEPCOHAIBHYIO 3arpy’KEHHOCTb CEKpeTaps, COCTaBIATh
JIOKaJIbHBIC HOPMATHBHBIE aKThI B c(hepe ero IesTeNbHOCTH.

Dopma npogedenuss — IPaKTHUECKOE 3aaHue.
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3aoanus:

1.M3y4nTh THUNIOBBIE CTPYKTYPHI CIIYKO JEIOMPOU3BOJCTBA (KaHIEISAPUI), ONpPENeIUTh
MECTO CEKpETapuaToB M CEKpeTapeil pyKOBOIUTENS B CTPYKTYpE YIPaBICHHUS.

2. B cooTBeTcTBHM C MpeUIoKeHHOW «doTorpadueit» pabouero nHsS cekpeTaps, u
NPE/UIOKEHHBIMH  HOPMAaTHUBHO-METOJMYECKMMU MaTepHajaMHi pPacCUUTaTh IEPCOHAIBHYIO
3arpy’KeHHOCTh CeKpeTapsi.

3.Ha ocHoBanuu npogeccruoHaibHOro ctanaapra « CrieuanucT 1o OpraHu3alioOHHOMY U
JOKYMEHTAIMOHHOMY OOECIIEYeHHIO YIIPABICHHUIO OpraHU3allel» W THIIOBOW CTPYKTYpHI
JOJDKHOCTHOW MHCTPYKLIMH, pa3padoTaTh ATOT JOKYMEHT Ul CEKpeTaps pyKOBOIUTES.
Vkasanus no evinonnenuro 3a0anuii:

1. U3y4uTh peacTaBIeHHbBIE CXEMBbI C TUTIOBBIMH CTPYKTYpPaMHU CITyKO JAETIOMPOU3BOICTBA
(kaHLEISIpUil), YCTAHOBUTH KAKOE MECTO B CTPYKTYpE YIPABJICHUS 3aHUMAET CEKpeTapuar, Kakue
CeKpeTapy BKJIIOUEHBI B COCTAB CEKpeTapHara, Kakue METOAMYECKH UM PYKOBOIATCS. OTBETUTh
Ha BOIPOC, K KAKOH KaTeropuu OTHOCUTCS CEKpeTaph pykoBoauTes. IloqUnHEHHOCTh ceKpeTaps
PYKOBOJIUTENS OTPA3UTh CXEMATUYECKH.

2. UByunuts «dororpaduio» pabodyero IHS CEKperaps, cIelaTh BBIBOJ O COCTAaBE €ro
(byHKUMH, OTIpeIennTh, Kakue U3 (QyHKIMHA SBIAIOTCS HOPMUPOBAHHBIMU, Kak HeT. C IOMOIIbIO
dopmyn pacuera SBOYHOW YHCICHHOCTH M HOPM BPEMEHH, 3aKPEIUICHHBIX B OTPACIEBBIX U
MEKOTPACJIEBbIX HOPMATHUBAX BPEMEHH, PACCUUTATh NEPCOHAIBHYIO 3arpyKEHHOCTh CEKpeTapsl.
CraenaTb COOTBETCTBYIOIINI BBIBOJ O MEPAX 10 ONTHUMHU3ALUH €T0 PAOOTHI.

3.3yunTh KBaIM(UKAMOHHBIE XapPaKTEPUCTUKH CEKpeTaps  pyKoBoauTens (U3
npodeccuoHanbHoro crangapra «CnemuanucT IO OpraHU3alMOHHO-JI0KYMEHTAIlHOHHOMY
00€eCIIeYeHHIO AEATENbHOCTH OpraHU3alumn» ), CIENIaTh BEIBOJ O cOocTaBe PyHKLMH cekperaps. Ha
OCHOBAHUU THUIIOBOW CTPYKTYPBI, pa3padboTaTh JOKHOCTHYIO CEKpeTapst pyKOBOIUTEIS.

Paznensl  OMKHOCTHOM ~ MHCTPYKIMHM — «IIpaBa» M «OOS3aHHOCTH»  CJIEIyeT
copMyIHPOBaTH UCXO U3 (PYHKIMI cekpeTaps..

B kauectBe pabouero marepuaiga K COCTAaBJICHHIO IODKHOCTHOW MHCTPYKIMM MOXHO

oopMuTh TAONIHUILY:

DOyHKIUN (T0ZKHOCTHbIE IIpaBa OTBEeTCTBEHHOCTDH

00513aHHOCTH)

Cnucox ucmouyHuKos u Jaumepamypbol.

Hemounuku:
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®enepanbueblii 3akoH 0T 27.07.2006 N 149-03 «O6 unpopmaryu, HHPOPMAITHOHHBIX
TEXHOJOTUSIX W 3amuTe uHpopManuu» [DIeKTpoHHBIM pecypc] — Pexum pmocryma:
http://www.garant.ru.

®enepanbhbiii 3akoH OT 02.05.2006 Ne 59-D3 «O mopsiake paccMoTpeHusl oOpalieHuit
rpaxgan  Poccuiickoit  ®enepamuu»  [OnekTpoHHBIM  pecypc] — Pexum  gocryma:
http://www.garant.ru.

@enepanbhbiii 3akoH oT 27 untona 2006 r. N 152-®@3 «O mnepcoHanbHBIX AAHHBIX»
[DnexTponHsIii pecypc] — Pexxum nocrtyma: http://www.garant.ru.

[Tpodeccuonanbubiit  crangapt  «Crnemuanuct MO OpraHu3allMOHHOMY U
JOKYMEHTAIMOHHOMY OOECIICUEHHUIO YIIPABICHUIO OpraHu3aluein» [DIeKTPOHHBIH pecypc] —
Pexxum noctyna: http:// www.garant.ru.

Jlumepamypa

Obs3amenvhas

beikoBa T.A. JlokyMeHTalMOHHOE OOecIieueHUe YMpaBiICHHs (IIEIOMPOU3BOJICTBO)
[DnexTponHbIi pecypce]; yuebnoe nocoobue/ T.A. brikosa, T.B. Ky3nenosa. -2-e u3z. nepepad. u
JO1I. - Mocksa: Hndpa-M, 2018. -304 c. —Pexum JOCTyIIa:
http://znanium.com/go.php?id=942800/

Hononrnumenvras

Jlykam, FO. A. BeITh cekpeTapem pykoBoauTensi GupMbl [DIeKTpoHHBIH pecypce] @ yueo.
nocobue / FO. A. Jlykam. - M.: ®aunTta, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocryma: http://znanium.com/catalog/product/455324

[Tpodeccus - nomomHUK pykoBoautess: Ilpuemsl «Bbiciiero nuwioraxay / Jlazapes K. -
M.:Anpnaa  [labn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum npocrymna:
http://znanium.com/catalog/product/917159

Mamepuanvno-mexnuueckoe obecnevenue 3aHAMusL:
Paznarounsiit MmaTepuait:
1. Boiaepxku u3 mnpodeccuoHanbHOro cranfapra «CHenuanucT Mo OpraHU3alMOHHO-
JOKYMEHTAITHOHHOMY 00€CIICUEHUIO IeATEIIbHOCTH OpraHU3aIum»
2. Martepuaisl 1enoBoit Urpsl («oTtorpadusy» pabouero ITHSI cekpeTaps).
3. COOpHHKH C HOpMATHBAMHU BPEMEHH.

4. Cxewmsbl Ciry k0 JeTONMpON3BOACTBA (KaHLIEISPULA).

Tema 2. Opraun3aunoHHO-aIMUHUCTPATHBHAS 1eATEILHOCTH CeKpeTaps
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Lenv 3anamusn: OnpenenuTb OCHOBHBIE OpPraHMU3ALMOHHBIE (YHKLIHUU CEKpeTaps,
0TpaboTaTh TEXHOJOTHIO BEICHUS IIpHeMa IOCETUTENEH, OArOTOBKH COBEILAHMS, KOMAaHAUPOBOK
PYKOBOJUTEIIS.

Dopma npogedenuss — IPaKTHUECKOE 3aaHuE.
3aoanus:

1. U3yunte @3 «O mopsake paccMOTpeHUsi OOpallleHHl TpakIaH», OIpPENeIUTh
0053aHHOCTH CEKpeTaps B XOJA€ MPOBEACHHS INpuUeMa TpakKIaH [0 JHMYHBIM BOIPOCAM.
[ToaroroButs Qopmy perucrparuu mnocerureneii. Ha ocHOBe maTepuanoB AETOBOW HIPHI
0(hopMUTH KOHTPOJIbHYIO KAPTOUYKY Ha MOCETUTEIIS.

2. V3y4uTh MOMIaroByt0 MHCTPYKIUIO MOATOTOBKM COBEINAHUs, O(OPMUTH JTOKYMEHTHI,
CO3/1aBaEMbIE B XOJI€ ITOW MPOLEAYPHI.

3. IIpoananu3upoBaThb MaTepHaibl JEIOBOW Wrpbl (MHGOPMAIMIO O KOMAaHIMPOBKE
pykoBonuTens), O(GOpMUTH JOKYMEHTBI, CO3[aBacéMble B XOJE€ IMOJATOTOBKM K IIOE3/Ke

PYKOBOAMTEIIA.

Vkasanus no evinonnenuro 3a0anuii:

1. Nzyuuth @3 «O nopsiike paccMOTpeHHs 00palleHuid TpaxkIaH», ClIeNaTh
BBIBOJI, KAKME BOIPOCHI IIPUEMA I'Pa)IaH PErIaMEHTHPOBAHbl B JIaHHOM 3aKOHE. Y CTaHOBUTH
MOPSIOK MpUEMa TpakJaH, JOKYMEHTHI, odopmiisieMble B xoje ux npuema. OGopMuTh B BUjE
IIOIIArOBOM MHCTPYKLIUH.

Ha ocHOoBe MaTepualioB eIOBOM UIPhI, COAepKalie HHPOPMALIUIO O TOCETUTENE, LEeNn
MIOCELEHNUs, NPEJOCTABIAEMBIX MaTepuajgax 3aperucTpUpoBaTh IOCETUTENS] B IKypHale
perucTpanyy noceTuTene niu opopMUTh KOHTPOJIbHYIO KAPTOUKY.

2. N3y4uTh NomaroByt0 MHCTPYKLMIO MOJATOTOBKU K COBEILAHUIO, CAEIATh
BBIBOJ] O COCTaBE€ JOKYMEHTOB, O(OpPMISIEMBIX CEKpeTapeM B XOJ€ €ro MOJIrOTOBKH H
MOCTIeIOBATENbHOCTH X co3gaHua. OQOpMUTH COOTBETCTBYIOIIME JIOKYMEHTHI (CIHCOK
YYaCTHUKOB, IIOBECTKA JIHS, SIBOUHBIN JIUCT, IPUIJIAILIEHUE HA COBEIIAHUE).

3. Hcnonb3ys MaTepuaisl JeI0BOM UTPbl 0YOPMUTH KOMIUIEKT JOKYMEHTOB
K TO€3]IKE pYyKOBOIUTENS: IUIAH IMOE€3[KH, NpHUKa3 O HANpaBJIECHUU PYKOBOAMUTEIS B
KOMaHIUPOBKY, IPUKA3 O BO3JIOXKEHUU O0S3aHHOCTEH PYKOBOIUTENS Ha ero 3amecturens. [Ipu
pa3paboTke MpUKaza O HAIPABICHUU PYKOBOAUTEINS B KOMAHIMPOBKY MOYKHO BOCIIOJIB30BAThCA
yHupUIIpoBaHHOK Gopmoit T-9 ninm coctaBUTH €ro mo o0ImKUM IpaBuiIaM 0QOPMIICHHUS JaHHOTO

BUJa JOKYMCHTA.

Cnucox ucmouyHuKos u Jumepamypbol.
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Hcmounuku:
®enepanbublif 3akoH 0T 27.07.2006 Ne 149-@3 «O6 urdopmarum, nHGOPMAITHOHHBIX
TEXHOJIOTUSX W 3amuTe uHpopMmammmu» [DIeKTpoHHbIM pecypc] — Pexum npocryna:

http://www.garant.ru.

®enepanbhbiii 3akoH OT 02.05.2006 Ne 59-D3 «O mopsiake paccMoTpeHusl oOpalieHuit
rpaxgan  Poccuiickoit  ®enepanuu»  [OnekTpoHHBIM  pecypc] — Pexum  gocryma:
http://www.garant.ru.

@enepanbhbiii 3akoH oT 27 untons 2006 r. N 152-®@3 «O mnepcoHanbHBIX AAHHBIX»
[DnexTponHsIii pecypc] — Pexxum nocrtyma: http://www.garant.ru.

[TIpodeccuonanbubiii  crangaptT  «Crnemuanuct MO OpraHu3allMOHHOMY U
JOKYMEHTAIIMOHHOMY OOECIICUEHHUIO YTIPABICHUIO OpraHu3aluein» [DIeKTPOHHBIH pecypc] —
Pexxum noctyna: http://www.garant.ru.

Jlumepamypa

Obs3amenvhas

beikoBa T.A. JlokyMeHTallMOHHOE OOecIieueHUe YMpaBiICHHs (IEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypce]; yueObnoe nocoobue/ T.A. brikoBa, T.B. Ky3nenosa. -2-e u3z. nepepad. u
JO1I. - Mocksa: Hndpa-M, 2018. -304 c. —Pexum JOCTyIIa:
http://znanium.com/go.php?id=942800/

Hononrnumenvras

Jlykam, FO. A. BeITh cekpeTapem pykoBoauTensi GupMbl [ DNeKTpoHHBIN pecypce] : yueo.
nocobue / FO. A. Jlykam. - M.: @aunTta, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocryma: http://znanium.com/catalog/product/455324

[Tpodeccus - nomomHUK pykoBoautess: Ilpuemsl «Bbiciiero nuwiotaxay / Jlazapes K. -
M.:Anpnaa  [labn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum nocrymna:
http://znanium.com/catalog/product/917159

Mamepuaﬂbno-mexnuqecme obecneuenue 3aHAMUL:

Paznarounsiit MmaTepuait:

1. Boiaepxky u3 MpaBoBbIX aKTOB;
2. Martepuansl  Aen0BOM  UIpbl  (IIPUEM  IIOCETUTENEH, COBELIAHME,
KOMaHAMPOBKA).

Tema 3. Pa6ora cekperaps 1m0 HH(POPMANHOHHOMY 00CIYKUBAHHIO PYKOBOTUTEISI
Llenv 3anamus: W3yuuth GYHKUMH cekpeTapss 1O HH()OPMAIMOHHOMY OOCITY>KHBAaHUIO

PYKOBOJIUTES, OTPaOOTaTh HABBIKK WH(GOPMAIIMOHHOM paboThI.

Dopma npogedenus — NIPaKTUIECKOE 3aJaHUE.
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3aoanus:

1.ITpoaHanu3upoBaTh MPeAI0KCHHBIC HCTOUHUKH HH(POPMAIIUU U BBIOPATh HEOOXOTUMBIH
B COOTBETCTBHUHU C 33JJaHUSIMU JICJIOBOM UTPBI.

2. [ToaroToBUTH MpECC-peiu3 O MPEACTOSIIEH BRICTABKE, B KOTOPOH Y4acTBYEeT KOMITAHUS
U PYKOBOJIUTEb.

3.M3yunTh CTATUCTUYECKUE TAaHHBIC 00 UCIIOJHUTEIBCKOW AUCIUILINHE B OpraHU3aluy 3a
OTYETHBIN TIEPUO/I, TOJATOTOBUTH AHATUTHYCCKYIO CIIPABKY.
Ykazanus no evinonanenuro 3aoanuii:

1.M3yunTh MaTepuaibl [EJIOBOW WIPbHI, BBIICHUTH, Kakas uH(pOpMaIus HeoO0Xoauma
PYKOBOJIUTEIIO TI0 YCJIOBUSIM UIPBI. Y CTAaHOBUTh KaKHE UCTOYHUKHA HAMOOJIEE COOTBETCTBYIOT
3aJjaHHbIM ycioBusM. Crenath BbIBOJ 00 MX JIOCTOBEPHOCTH, CBOCBPEMEHHOCTH, JOCTYITHOCTH,
MOJTHOTE, TICPBUYHOCTHU WM BTOPUYHOCTH UCTOYHUKOB HH(pOpMaIuu. Pe3ysibTaThl aHAIN3a MOTYT

OBITH OOPMIICHBI B BU/I€ TAOJIHIIBL:

Hct Kpurepuu orieHku HCTOUHUKA
OYHUK o HocroB CroeBpe Hoct [epBuynOCTB/
uHpOopMaIl JHOTA epHOCTh MEHHOCTh YITHOCTD BTOPHYHOCTH
5071

2.M3yunth Marepuanbl JAENOBOW WIpbl (ydacTHe B BBICTaBKE), HAa OCHOBAHMUHU
NPE/UIOKEHHOH TUIOBOM (opmbl mpecc-penusa, odopmuth llpecc-penuza mia CMU,
coJiepKaliii HHPOPMAIUIO O TPEACTOSIEM MEPOTPUATHH U YIACTUN PYKOBOJUTENS B OTKPBITUN
BBICTaBKH.

3. U3yuuTh npeacTaBiIeHHbIC B TaOIUIE CTATUCTHYECKUE JaHHBIE 00 MCIOIHUTEIbCKOM
IUCLUMIUIMHE B OpraHM3allMd 3a OTYETHBIA nepuoi. Pa3paboTarh aHaIMTHYECKYIO CIPaBKY C
yueToM TpeOOBaHUH K CTPYKType TeKcTa 3Toro fokymenta u tpedoBanuit [OCT P. 7.0.97-2016

npu ee 0pOpPMIICHHH.

Cnucok ucmoyHuKos u 1umepamypbi:
Hcmounuku:

®enepanbublif 3akoH 0T 27.07.2006 Ne 149-D3 «O6 undopmarum, nHGOPMAIIHOHHBIX
TEXHOJIOTUSX W 3amuTe uHpopMmamuu» [DIeKTpoHHBIM pecypc] — Pexum npocryna:

http://www.garant.ru.

®enepanbubiii 3akoH 0T 02.05.2006 Ne 59-D3 «O mopsake paccMOTpeHHs OOparieHui
rpaxgan  Poccuiickoit  ®enepanuu»  [OnekTpoHHBIM  pecypc] — Pexum  gocryma:

http://www.garant.ru.
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O®enepanpublii 3akoH ot 27 wutonsa 2006 r. N 152-®3 «O nepcoHaNbHBIX JTaHHBIX
[DnexTpoHHBIH pecypc]| — Pexxum noctyna: http://www.garant.ru.

[TIpodeccuonanbubiit  crangapt  «Crnemuanuct MO OpraHu3allMOHHOMY U

JOKYMEHTAIMOHHOMY OOECIICUEHHUIO YTPAaBJICHUIO OpraHu3aluei» [DIeKTpoHHBIH pecypc]

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

. TOCT P 7.0.97-2016. Cuctema crangapToB 1o HH(MOpMaIUH, OUOIMOTEUHOMY H

=~

u3gaTeabckoMy aeny. OpraHu3allMOHHO-paclopsauTeNbHas JoKyMeHTauus. TpeGoBaHus

oopmIeHHIO JOKYMEHTOB. [ DIEeKTpOHHBIN pecypc]| — Pexxum nocrymna: http://www.garant.ru.

Jlumepamypa

Obs3amenvhas

beikoBa T.A. JlokyMeHTallMOHHOE OOecIieueHUe YMpaBiICHHs (IEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocodue/ T.A. beikosa, T.B. Ky3uenosa. -2-e uza. nepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 C. —Pexum JIOCTyIa:
http://znanium.com/go.php?id=942800/

Hononrnumenvras

Jlykam, FO. A. BeITh cekpeTapem pykoBoauTensi GupMbl [DIeKTpoHHBIH pecypce] : yued.
nocobue / FO. A. Jlykam. - M.: @aunTta, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocryma: http://znanium.com/catalog/product/455324

[Tpodeccus - nomomHUK pykoBoautess: Ilpuemsl «Bbiciero nuwiotaxay / Jlazapes K. -
M.:Anpnuaa  [labn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum npocrymna:
http://znanium.com/catalog/product/917159

Mamepuanvno-mexnuueckoe obecnevenue 3aHAMusL:
Paznarounsiit Mmatepuait:

1.T'OCT P 7.0.97-2016. Cuctrema cranaapToB 10 HHPOpPMALIUU, OUOITMOTCUHOMY U
u3gareabckoMy aeny. OpraHu3anroHHO-paciopAIUuTeIbHAs JOKyMeHTaus. TpeboBanus K
0o OpMIICHHIO TOKYMEHTOB.

2.Matepuainsl 1€JI0BOM UTPHI (3a/1aHUE PYKOBOJUTENS HA MOMCK UH(OPMAIMH, TUCEMO 00
y4acCTHHU B BBICTaBKE, CBO/IHAS Ta0JIMIIA 110 CTPYKTYPHBIM MOAPA3eNeHUsIM 00 UCTIOHUTEBCKOM

JTCIUTLTHE)

Tema 4. Opranusanusi padéoTbl ceKpeTaps.
Lenv 3auamus: U3y4UTb UCTOPUIO CEKPETAPCKOM CIIy»ObI, pacCMOTPETh U 0OCYIUTH
OCHOBHBIE (DYHKITMH, BBITIOJIHAEMBIEC CEKPETapeM.

@opMa npoeeaeﬂuﬂ — [IOArOTOBKA U 3allliTa JOKJIadOB.
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B mpomecce mNOArOTOBKM K MPAaKTHYECKOMY  3aHSATHIO, CTYACHTBHI  JIOJIKHBI
CaMOCTOSITENIFHO M3YYHTh OJMH HMJIM HECKOJBKO aCIEKTOB MPEUIOKEHHON TEMbI, MOJITOTOBUThH
Pa3BEpHYTHIM JOKIIAMA, COACPKALINI OCHOBHBIC TE€3HCHI JOKJIAAA, TIO3ULUIO aBTOPA, €r0 OILCHKH
U3JI0KEHHOM HH(pOpMAIHH.

[IpakTuyeckoe 3aHsATHE MPOXOAWT B (popMe pa3BepHYTOH Oecenbl ¢ 3acCITyHIMBAHUEM
JOoKIaauiKoB. Kaxplif U3 TOKIIaI0B JOKEH OTPaXaTh OTACIbHBIA aCIIEKT TEMbl CEMHUHAPCKOTO
3aHATHSL.

OO6cyxaeHue JOKJIaga OCYIIECTBIsAETCS B (pOopMe TUCKYCCHUU C TNPHUBICYEHHUEM BCEX
CTYACHTOB TPYIIbL. B X0/1€ TUCKYCCUH CTYACHTHI BHICKA3bIBAIOT CBOE€ KPUTHUECKOE OTHOLICHUE
K TEM€ JIOKJIa/1a, BBIIBUTAIOT CBOM TOUYKH 3PEHUSI.

Tembl 10K12/10B:

1.UcTopus cexperapckoit ciy»O0bl TopeBooIoHHoN Poccun.

2.Ponb cekperapeil B COBETCKUX yupexaeHusAX XX Beka.

3.Anekcanap ITockpeOsieB — cekpetaps 1.B.Cranuna

4.T'anuna benncnasckas — cekperapb C.A.Ecenuna

5.AHHa CHutkuHa — cekperapb @.M.JocToeBckoro

6.Muxaun Criepanckuil — cekperapp Asekcanjpa |

7.T'aBpuna [lepxkaBuH — cexperapb Exarepunsi 11

8.Anekceit Makapos — cexpetaps Iletpa 1

9.Anekcanap bezbopoako — cexkperaps Exarepunsi 11

10.JIngus ®ortuesa — cekperaps B.1. Jlennna

11.ITetp KproukoB — cekperapb M. I'opbkoro

12. Banepus Jlebenena — cexperaps M.M. [IpumBuna

13. MBan benkoii — cexperapp Exatepunsr 11

14.Bnagumup Ilo3nep — cekperaps C.5. Mapaka

15.A.C. I'paueB — npecc-cexkperaps M.C. ['opbaueBa

16. JIronmuna bapmesa — cexpetaps A.H. Toscroro

17. A.A. I'pomoB — npecc-cekperaps B.B. Ilytuna

18. CoBpeMEHHOE COCTOSIHHME CEKpPETapCcKOM CiIyXObl B YCJIOBUSX HHTEHCH(HUKALNUU
YIPaBJIEHYECKUX MPOIECCOB, PACHIMPEHHUsT MacIITabOB JEsTEIbHOCTH TOCYIApCTBEHHBIX H
KOMMEPUYECKUX CTPYKTYP.

19..Kareropuu cexperapeii. Cekperapb B CTpyKType ciyx051 JIOY, B anmapare pyKoBOJUTEIS, B
COCTaB€ CTPYKTYPHOT'O MOJPA3AETICHUS

20.OyHKIMM W JOJDKHOCTHBIE OOS3aHHOCTH CEKpeTapeil B 3aBUCUMOCTH OT KaTErOpHH
CEKPETApCKOTO OOCTYKUBAHUS

21.J1enoBOIi ATUKET B paboTe ceKpeTapst

22 IlpaBuia NOBEJCHUS CEKpeTaps B KOHPIMKTHBIX CUTYaIUSIX

23.IlpaBuna fei10BOro OOMIEHHUS C PYKOBOJHUTEIEM, COTPYJHUKAMH, MOCETHTEISIMH,
MOTYMHEHHBIMU

24. Tpyl0yCTpOICTBO CEKpeTapsi U ajianTalys Ha HOBOM MeCTe

25. Cekperapb U pyKOBOAUTEIb, B3AUMOOTHOLIEHUS MTOJIOB.

26.Ctpecc Ha pabouem Mecte. Kak nzdexxaTh cTpecca 1 Kak ¢ HUIM OOpOThCSL.

27.CnocoObI moucka paboThl, aHATN3 BaKaHCUN Ha PBIHKE TPY/a, 3P (HEKTUBHOE PE3IOME.

HcTounuku u Tutepartypa:
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beikoBa T.A. JlokyMeHTallMOHHOE OOecIeueHue YNpaBiICHHs (IEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikosa, T.B. Ky3uenosa. -2-e¢ uza. nepepad. u
JIOTI. - Mockaa: WNudpa-M, 2018. -304 C. —Pexum JIOCTyIa:
http://znanium.com/go.php?id=942800/

Jlykam, FO. A. BeITh cekpeTapem pykoBoauTensi GupMbl [DIeKTpoHHBIN pecypce] : yueo.
nmocobue / FO. A. Jlykam. - M.: @aunTta, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum

nocryma: http://znanium.com/catalog/product/455324

[Tpodeccus - nomomHUK pykoBoautesns: Ilpuemsl «Bbiciero nuwiotaxay / Jlazapes K. -
M.:Anpnuaa  [labn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum npocrymna:
http://znanium.com/catalog/product/917159

Konecuukosa H. JI. JlenoBoe obmienue. Business Communication [D1eKTpoHHBIHN pecypc]
: yue6. mocobue / H. JI. KonecHukona. - 5-e u3z., crep. - M.: @nunta, 2012. - 152 c. - ISBN 978-
5-89349-521-8. - Pexxum nocrtymna: http://znanium.com/catalog/product/495986

HenoBoe obmienue. JlenoBoit 3Tuker: Yued. mocoOue Uisi CTYACHTOB BY30B / ABTOp-
cocrasutens U.H. Ky3nenos. — M. : IOHUTU-JTAHA, 2017.- 431 c. - ISBN 978-5-238-01337-

4. - Tekct : anekTpoHHBIN. - URL: http://znanium.com/catalog/product/1028716

Kysuenos U.H. JlenoBoe obmienue. - 7- uz., nepecm. - M.:JlamkoB u K, 2018. - 528 c.:
ISBN 978-5-394-02951-6 - Pexxum goctyma: http://znanium.com/catalog/product/411372

JenoBoe obmenue: YueoHoe nmocobue / Jlepesiukun E.B., - 2-e uzn., crep. - M.:®nunTa,
W3n-Bo VYpan. yn-ta, 2017. - 48 c. ISBN 978-5-9765-3088-1 - Pexum npocryna:
http://znanium.com/catalog/product/946644

9.2 MeToanuyeckue PECKOMEHIAIIUHA 110 ITOATOTOBKE IMCHbMECHHBIX paﬁoT

B npornecce o0yuenus ctyaentsl PITY BBINONHAIOT pa3Hble BUI TUCbMEHHBIX PaloT.

OCHOBHBIMU IIETISIMH MMCBMEHHBIX Pa0OT B By3€ SBISIOTCA:

* 3aKpeIICHUE MOJTYUYEHHBIX 3HAHUM 110 CIEIMAIbHOCTH, IPUMEHEHHUE 3TUX 3HAHUI NTpU
perneHnH mpoeCCUOHATBHBIX 3a1a4;

* pa3BUTHE HaBBIKOB BEICHUS CAMOCTOSTEILHON pabOTHI, OBJIaIeHHE METOAUKAMU U
IIPUHLIMIIAMU CaMOCTOSITENIbHON MCCIIEA0BATENbCKON NEATEIbHOCTH;

* (hopMupoBaHNE YMEHUS TPAMOTHO U JIOTHYHO U3JaraTh COOpaHHbIC HAy4YHbIC JaHHbIC
U MaTepuaibl COOCTBEHHON MCCIIeI0BATEIbCKON IEATEIbHOCTH.

Haubonee npocras, HO oueHb BakHas popMa MUCbMEHHOU pabOTHI B By3€ — 3TO
KOHTpoJbHast pabota. OHa ABiIsIeTCs 00513aTENBHBIM 3JIEMEHTOM CaMOCTOSATEIBHOM paboThI
CTYIEHTA U, IPEXkKAE BCETO, JEMOHCTPUPYET YMEHUE BOCIIPUHUMATD U NIEPEIaBaTh
UH(OPMALIHIO.

OTOT BU MUCHBMEHHOM PabOThI MPEYCMOTPEH YUeOHBIMH IUTAHAMH ITOATOTOBKH
0akanaBpoB M Ha Kadenpe apXUBOBEICHHS MTPeIaracTcsl B paMKax U3ydeHUs OOIUX KypCcoB U
KIIB.

Taxke B mporecce 0OydeHHUs] CTYACHTY IPEICTOUT BBIOJHEHHE KYPCOBBIX padoT,
KOTOpbIE (POPMUPYIOT UCCIIEAOBATEILCKUE HABBIKM, PA3BUBAIOT CIIOCOOHOCTH CUCTEMATU3ALUH 1
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OCMBICJICHHSI YK€ CYIIECTBYIOLIETO 3HAHUS M HANpaBJICHbl HAa CAMOCTOSTENILHOE pEILICHHE
HEKOTOPBIX TEOPETHUECKUX WM MpaKTHUecKuX 3a7ad. KypcoBas paboTa 7eMOHCTpHPYET YMEHHE
paboTaTh ¢ MCTOYHUKAMH, HCIOJNb30BaTh [OCTH)KEHUS COBPEMEHHOM Hayku (Hampumep,
UCTIOJIb30BaTh JOCTHKEHHS apXHUBOBEICHUS, a TAaKXKE CMEXHBIX HAyK M HAYYHBIX AUCLUIUINH),
YCIIEIIHO pellaTh MOCTaBJICHHbIE 3ahayH, oO0pabareiBaTh U 0000maTh marepuan. Hamucanue
KOHTPOJIbHOM pPa0OThI, MOJArOTOBKA M 3alllUTa KYPCOBOM MMeEET psJ OpPraHU3alMOHHBIX H
METOAMYECKUX 0coOeHHOcTe. O3HAaKOMIIEHHE C JaHHBIMH METOJWYECKMMHU PEKOMEHIAIMSIMU
MIOMOJXKET CTYZCHTaM IPaBUIbHO OPraHU30BAaTh CBOIO YUEOHYIO W HAYyYHO-HCCIEIOBATEIbCKYIO
paborty.

OO0mue Tpe0OBaHNUSA K CTPYKTYpe U COAePKAHMIO MHCbMEHHBIX padoT

BaxHoii ¢opmoii caMOCTOATENBHOM pabOTHI CTy/AEHTA SIBJISETCSI KOHTPOJIbHAs padoTa.
Ona mpexycMoTpeHa aisi OOJIBIIMHCTBA TUCHMIUIMH y4yeOHOro IUIaHa, YUTaeMbIX Ha Kadeape
apxuBoBezieHUs. Ee HanucaHue nmpecienyer 1eib yriyOlIeHHOW NpopadOTKU AUCIUITNHEL.

KonrponbHast paboTa BBIMONHAETCS CTYJCHTaMH B COOTBETCTBHM C TEMAaTHUKOM,
eXKErogHo  yTBepknaemor  kadenpoil. KonrponbHas paboTa  SBISETCS  3JIEMEHTOM
CaMOCTOSITENIbHON pabOThI CTYACHTOB, TO3TOMY BBIOODP TEMBI MPEIOCTABISACTCS CTYACHTY.

Jlo HamucaHMA KOHTPOJBHON pabOThl CTYJEHT JOJDKEH B IIEJIOM O3HAKOMHTBCS C
paszzienamu Kypca, peyCMOTPEHHBIMHI Y4eOHOM IPOrpaMMOi.

PaboTa 1o HanMcaHUIO KOHTPOJIbHOW HAYMHAETCS C BBISABICHHS U U3YUCHUS! HCTOUHUKOB
U nuTeparypsl 1o teme. [lo okoHuaHuM cOopa M U3yUeHHs! JIUTEPATYpPhl M UCTOYHUKOB CIEAyeT
IIPOAYMaTh IJIaH KOHTPOJIbHOM paboTsl. CocTaBieHue MIaHa — Ba)kKHAs 4acTh pPaOOTHI HAJ TEMOIA.
[Tnan npexacraisier co0ol MepevyeHb BOMPOCOB, OTPAXKAIOLINX CojepkaHue uccienoBanus. Ot
TOT0, HACKOJIBKO YETKO OH MPOAYMaH U IMOCTPOEH, BO MHOTOM 3aBUCUT Kau€CTBO KOHTPOJIbHOM
pabotbl. B mian nenecooOpa3Ho BKIIOYUTH HanOoJiee BaXKHBIE TEOPETUYECKHE U MPAKTHUECKUE
BOMPOCHI TEMBI, KOTOpbIE IPU HEOOXOAUMOCTH MOTYT OBITH JAeTalu3upoBaHbl. Kak mpaswuio,
pabounii BapuaHT IUIaHa JIOJDKEH OBITh Pa3BEPHYTHIM, YTO 0OJeryaeT paboTy HajJ TEMOH.

B okoHuaTenbHOM BapuaHTE IIaH MOXET OBITh JJaH B COKPALICHHOM BHUJAE, HO
00s3aTeNIbHBIM YCIIOBHEM IPH 3TOM SIBJISIETCS OTPaXKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpUBaeMBbIX B KOHTPOJIbHOW pa 6ore. CocTaBleHHBIN IUIAH JOJDKEH HAHTH OTpakeHUE B
OIJIaBJICHUU K KOHTPOJBbHOH pabote. PaboTa MomkHA BKIIIOYATh TUTYJBHBIN JIUCT, OTJIaBlICHHE,
BBEJICHHE, OCHOBHYIO YacTh, COCTOALIYIO U3 HECKOJIBKHX Pa3/IeIOB WK naparpadoB, 3aKI0ueHHe,
CIHMCOK MCTOYHMKOB M JUTEpaATypbl. Bo BBeeHMN HEOOXOIMMO KPAaTKO PACKPBITh 3HAYCHUE U
aKTyaJbHOCTh HM3y4aeMOIo BOIpoca (TeMbl), Ha3BaTh OCHOBHBIC 3aJaud paboOTHl, ee
XPOHOJIOTUYECKHE pPaMKH, OOOCHOBaTh CTPYKTYpY, JaThb KpaTKUHl 0030p HCTOYHHUKOB H
auTeparypsl o teme. O030p UCTOUHUKOB M JIUTEPATYPHI HE JOJDKEH CBOAUTHCS K MEPEUHCICHHIO
MCTOJIb30BAHHOTO aBTOPOM HOPMAaTHBHOTO MaTepuana M OMyOJIMKOBaHHBIX cTareil. B Hewm
ClleyeT NaTh aHAIM3 MCTOYHHKOB W JIMTEPAaTyphl. B 3aBUCHMOCTH OT oObeMa M LIEJIEBOTrO
Ha3zHa4YeHUs paboThl, 0030p UCTOYHUKOB U JINTEPATYPHl MOXKET OBITh MPEACTABICH OTIEIbHBIM
naparpadoM WK pa3/ielioM B OCHOBHON YacTH paboTHI.

OcHOBHasi 4yacTb KOHTPOJBbHOM palbOThl JNODKHA OBITH HM3JI0KEHA B COOTBETCTBUU C
IUTAHOM, OCBEIIATh COCTOSHHE M COJEp)KaTh aHAJM3 PAacCMaTPHUBAEMbIX BOIPOCOB C YYETOM
COBPEMEHHOT'O YpPOBHS Pa3BUTUS TEOPETUYECKUX 3HAHUH M OIBITa NPAKTUYECKOH pabOTHI
apXMBHBIX YUPEXKICHUI B 3TON 00JIaCTH.

[Ipu packpbITHH TON UM UHON TEMBI CTYACHT JOJDKEH CTPEMUTHCS MOJAPOOHO U TITyOO0KO
M3JI0KHUTh KPYT BOIIPOCOB, BXOJAIIUX B Hee. [lo mMepe paccMOTpeHHs Marepuana OTIENIbHbIC
MIOJIOKEHUS KOHTPOJIBHOM paboThl cielyeT WUTIOCTPHUPOBATh IPUMEPAMH U3 JIUTEPATYpHl U, TIO
BO3MOKHOCTH, M3 TNPAKTHKH PaOOThl KOHKPETHBIX apXHBOB C 00s3aTENbHBIMU CCHUIKAMU Ha
JTUTEpaTypy U UCTOUYHUKU. B 3aKiIroueHNH KOHTPOJIBHON pabOThl HEOOXOIUMO MOJBECTH UTOTH
TEOPETUYECKON U MPAKTHYECKOW pa3paboTku BOMpPocoB. CIHMCOK MCTOYHUKOB U JIMTEPATYPHI
npeacTaBisieT co00i MepeyeHb HCHOJIb30BAHHBIX pPabOT MO TeMe, B KOTOPOM YKa3bIBAIOTCA
(bamMHUITUN ¥ MHUIMAIBI aBTOpa (aBTOPOB), Ha3BaHUE pabOTHI, MECTO, BPEMsI €€ OIyOJIUKOBaHUS U
CTpaHMIIBI.
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IHpuioxenue 1

AHHOmMayua oucyunaunvl (Mooyns)

JucuumnuHa  (MOAynbh)  peanmm3yercs Ha  (akylIbTeTe  apXWUBOBEIACHHUS U
JOKYMEHTOBeIeHUs Kadeapoi TOKyMEHTOBEICHHS, ayIMOBU3YAIbHBIX U HAyYHO-TEXHUYECKHX
apXUBOB .

Llenp QUCHMIUIMHBI — MOATOTOBUTH CICIUAINCTA, 00JAaJaroIIero 3HAHUSIMH OCHOBHBIX
HaNpaBJICHUH OPraHN3allMOHHON U MH()OPMAITMOHHON pabOoThI, OCYIIECTBIAEMOM CEKpeTapeM s
o0ecrieueHus AeSITeNFHOCTA PYKOBOJIUTEINS, @ TAK)KE BRISIBUTH HanOosee 3 (HEeKTUBHBIE METOIBI
3TOU PabOTHI.

3agaun:

- YCTaHOBJICHHE POJIU CEKpeTapsl B 00ECICUCHUH JIEATEITHPHOCTH PyKOBOIUTENS,

- OTCIICKUBAHUE (POPMUPOBAHUS IPODECCUU CEKPETaps U ONPEIEICHUS MECTa Pa3TUIHBIX
KaTeropuil ceKkperapeil B COBPEMEHHBIX CTPYKTYPax YIIPaBJICHHUS,

- OIpeJIeIICHHE OCHOBHBIX TPEOOBaHUI, MPEABABISEMBIX K CEKPETAPSM U OPTaHU3AINH UX
paboTsI;

- OITMCAaHKE OCHOBHBIX HAIPABJICHUN PabOTHI CEKpeTaps Mo 00eCEeUCHUIO IEATEITBHOCTH
PYKOBOJUTEIIS;

- OCBEIIICHHE BOIIPOCOB IPAMOTHOTO MOCTPOCHHSI OPraHU3allMOHHO-UH(POPMAITMOHHON padOTHI;

- (hopMHpoOBaHKE OCHOBHBIX MPO(ECCHOHATBHBIX HABBIKOB.

JucuumuinHa (MOyJb) HanpaBjieHa Ha (pOopMUPOBaHUE CIETYIOMUX KOMITETCHIIUNA:

e [IK-6.1. Mcnonp3yeT 3HaHMS NIPABOBBIX U OPraHU3ALMOHHBIX OCHOB YIIPABJIEHUS, OCHOB
JOKYMEHTHOM JINHTBUCTUKH, MIPABUII PYCCKOTO S3bIKa, AETIOBOTO STHKETA, COBPEMEHHBIX
METOZIOB TIOMCKa M 00paboTku uHpopManuu ais obecredueHus: NnpodeccHoHaNbHOM
NesTeTbHOCTH;

e [IK-6.2. OcymectBuser cOop, 00pabOTKy H aHanu3 HHPOPMAILUH, COCTABISET H
pPEelaKTUPYEeT TEKCTHl CIYXKEeOHBIX JOKYMEHTOB C UCIIOJIb30BAaHHEM COBPEMEHHOTO
IIPOTPaMMHOTr0 obecrieueHust U 0pUCHON OPITEXHUKH;

e [IK-6.3. VuactByeT B MNpOBEICHHH KOH(PEPEHTHBIX MEPONPUSATHHA, JTOKYMEHTUpPYET
JESTEeIbHOCTh KOJUIETHAJIBHBIX OPTraHOB, OPraHU3YeT IMPHEM IOCETUTENIEH, TUIaHUpPYyeT
pabouee BpeMsi pyKOBOJAUTEIS, UCIIOIB3YyEeT COBPEMEHHOE POTrpaMMHOE 0OecrieueHre 1

o(hHCHYIO OPTTEXHUKY JJIS IIOATOTOBKH CIYKEOHBIX TOKYMEHTOB;
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e [IK-8.1. IlpuMeHsieT Ha NpPaKTUKE 3HAHHWS COCTaBa U MPABUJ MOATOTOBKH JOKYMEHTOB
KOJIJIETHAJIbHBIX OPTaHOB YIPABJICHUS B OPraHU3aUAX Pa3IHUHBIX (JOPM COOCTBEHHOCTH;
e [IK-8.2. Opranusyer [eATENbHOCTh KOJUIETMAJIBHBIX OpPraHOB  YNPAaBICHUS B
OpraHU3aIMIX pa3IMYHBIX (POPM COOCTBEHHOCTHU U OCYILIECTBIISIET €€ JIOKYyMEHTUPOBAHUE;
o JIK-8.3. VuacTByeT B NpOBENECHUHN 3aCEAAHUN KOJUIETMAJIBHBIX OPraHOB YIIPAaBJICHUS B

OpTaHU3aIMAX PA3TUYHBIX POPM COOCTBEHHOCTH.

B pesynomame uzyuenus oucyuniunbl cmyoenm OOJHCeH 3HAMb:
- POJIb ¥ MECTO CEKpETapsi B COBPEMEHHBIX YIPAaBIEHYECKUX CTPYKTypax;
- TpeOOBaHUs, IPEIBbABIIEMbIC K CEKPETApSIM PAa3IUUHbIX KaTeTOPHIA;
- OCHOBHBIE (D)YHKIIMHU U JJOJDKHOCTHBIEC 00513aHHOCTH CEKpeTapsi 0 OpraHu3alluOHHO-
MHPOPMALMOHHOMY 00ECIIEUCHHUIO JeSITEIbHOCTH PYKOBOIUTEIIS;
- IpaBUJIa PAlIMOHAIFHOTO IOCTPOCHUSI OPTaHU3AIMOHHO-UH(POPMALIMOHHON padoTHI;
-METOJIMKHU pabOThl IO JOKYMEHTHOMY U 0€310KyMEHTHOMY OOCITYKMBAHUIO
PYKOBOJIUTEIS.
B pesynomame uzyuenus oucyuniunsl cmyOoenm OO0NHCeH YMemb.
- OpraHM30BBIBATH PA0OTY MPUEMHON PYKOBOJIUTEIIS;
- OpTaHM30BBIBATH TeIEPOHHBIE TIEPETOBOPHI PYKOBOIUTEIIS;
- TOTOBHTB JIEJIOBbIE BCTPEUYH U TIEPETOBOPHI PYKOBOIUTEIS;
- y4acTBOBATh B IMOATOTOBKE M MPOBEACHNU KOH()EPEHTHBIX MEPONPUSATHII;
- BeCTH paboTy MO MOATOTOBKE KOMAaHAMPOBOK U JICIOBBIX MOE310K PYKOBOJUTEIS;
- OPTaHM30BBIBATH U MPOBOAUTH MPOTOKOIBHBIE MEPOIIPUSTHS;
- BeCTH UH(OPMAIIOHHYIO paboTy;
- obecnieunBaTh KOH(UACHIUAILHOCTS HH(POPMAITUH.
B pesynomame uzyuenus oucyuniunsl cmyoenm 00adiceH 001a0amy Ha8bIKAMU:
- OpraHM3aLMH YIPABICHYECKUX MPOIIECCOB;
- 3 PEKTUBHOTO YIIPABICHHUS BPEMEHEM;
- pabOTBI C IOCETUTEISIMU;
- OPraHM3alUU COBELIAHUN U 3aCElaHNN;
- METOJJaMM TIOUCKa, cOopa U CTPYKTYPHUPOBAaHUS HH(POPMAITUH.

[To qucuumuinHe (MoOdyt0) MPEeAYCMOTPEHA IPOMEXKYTOUHAs aTTecTallst B opme
3auema c OYeHKoll.
OOm1ast TpyA0EMKOCTh OCBOCHHUS AUCIUIIMHBI COCTABIISICT 3 3a4€THBIC €TUHHIIBI.



