MHUHOBPHAYKHN POCCHUH

2 o
J

2”*-:,,," 7 \;:
DeepajibHOE TOCYAAPCTBEHHOE OI0KETHOE 00pa30oBaTe/IibHOE YUpeKIeHue
BbICIIETr0 00pPa30BaHUNA

«PoccuiicKuil rocy1apCcTBeHHbIN I'YMAHUTAPHbIA YHUBEPCUTET»
(®T'BOY BO «PI'TY»)

UCTOPUKO-APXVBHBIN UIHCTUTYT

(I)aKyaneT APXUBOBECACHUA M1 TOKYMECHTOBCACHHUSA

Ka(])ellpa AOKYMCHTOBCACHUSA, AYIUOBU3YAJIBHBIX H HAYYHO-TEXHUIECCKUX AaPXUBOB

OPTAHM3AIIMOHHO-AOKYMEHTAIIMOHHOE OBECIIEYEHUME
AEATEJBHOCTHU PYKOBOIUTEJIA
PABOYAS [TPOTPAMMA JUCHUTIJIMHBI

Hanpasaenue noarorosku 46.03.02 — JlokyMeHTOBeIecHHE H APXHBOBEICHHE

HaﬂpaBJ]eHHOCTI) - 3J'leKTp0HHble APXHUBLI 1 TOKYMECHTbBI

YpoBeHb BhICIIEr0 00pa3oBaHus: Oaxaiaspuam

dopma 00ydeHHUs: OuHO-3a0uHas

PII/I agantupoBaHa s UL
C OTPAaHUYECHHBIMU BO3MOXKHOCTSIMH
310pOBbSl U UHBAJIUIOB

Mocksa 2024



Opranu3annoHHO-T0KYMEHTAIIMOHHOE 00ecrieYeHHe JesiTeJIbHOCTH PYKOBOAUTEJIs
PaGouast mporpaMma JUCIUTITHHBI

CocraButenb(n):
K.I/I.H., JOLICHT Ka(i)ellpbl JOKYMCHTOBCACHUA, aAYAUOBU3YAJIbHBIX W HAYYHO-TCXHHUYCCKHUX

apxuBoB JI.P. [TapueBa

YTBEPX/IEHO
[TpoTokoun 3acenanus xkadenpst JAUHTA

Ne 10 ot 27 mapta 2024 r.



OI'NTABJIEHUE
1 TTOSCHUTEITBHAS BATTHCKA ...uvveeuveiesutreesuteeessteeessseeessseeessseeessseeasssesaasbeeeasseeeasbeeaanseeanneeanneeanneens 4
1.1 IS0 0307 Q- 0i P e 7 00112 (6300700 010703 ) AP PSPPSR 4
1.2 [lepeyeHb MIaHUPYEMBIX PE3YJIbTATOB OOYUEHHMS 110 JUCIUIUINHE, COOTHECEHHBIX C
UHIUKATOPAMHE JTOCTHKCHUST KOMIIETCHIIMH «..v..vveeveteeeteteteseetessestssesesseseste st sbe e sbe e ebe s ase e bestesesneseseenesnns 4
1.3 MecTo AMCUHIUIMHEI B CTPYKTYPE OCHOBHON 00Pa30BATEIBHOMN MPOTPAMMBIL.........veeveereeeeeesenes 5
2 CTPYKTYPA JUCIIHTIIIFIHB ¢ .vvveesteeessteessssesssssesssssesssssesssssssssssesssssesssssesssssessssssssnsssssnsssssnsssssnsnes 6
3 COICPIKAHUE TACIIUTIIIHHDBL ... uveeuteeaueeeteessteasteeasseesseessseaaseeasseessesanseeasseanseessseanseessneansesssnesnses 6
4 OOPABOBATEIBHBIC TEXHOIOTHH ... .veeuvreeseeesureasseessneaseessseasseessssaseessessnsesssseassessnneessesssseensesnns 10
5  OueHka IUTAHUPYEMBIX PE3YIIBTATOB OOYUCHMS ...ccvvvierreerereereessreesseessreesseeaneesnnessneesseseneees 10
51 CHICTEMA OTICHTBAHFIS -.....ve.vveeuteesteeteessesssseasseasseesseesseesaeesssessseanseesbeessseabeeasseanneenseesbeesseesnnesnnesnns 10
5.2 Kpurepun BBICTaBICHUS OICHKU MO JTUCIIHATIIIIHE  ...eeeuveeeereessreeesureesssesssssesssesassnsesssessssseesineesns 11
5.3 OrneHoYHBIE CpeACTBa (MaTepHallbl) ISl TEKYIIET0 KOHTPOJIS yCIIEBAEMOCTH, TIPOMEKYTOYHON
ATTECTANU OOYUIAFOIIUXCS TIO JIACTIHITIITITHE ... vevvveeureenseesseesseesssesasessseesseesseesssessseasseanseessessseesseessnssnnesnns 12
6  YueOHO-MeTOnMYECKOE U MH(DOPMAMOHHOE 00SCTICYCHNUES AUCIIHILTUHBI «...cvvvenveeiveeneene 13
6.1 CIHACOK MCTOTHUKOB U JTATEPATYPB ...vvevveaureanreesteesueesuressreasseesseesseesssessssassesnsessseessesssessesssesnns 13
6.2 [lepeuens pecypcoB nHGOPMAIOHHO-TEIIEKOMMYHHUKAIIMOHHOMN ceTn «IHTEpHET............... 14
6.3 [Mpodeccnonanbubie 0a3bl AAHHBIX U HHHOPMAIIMOHHO-CIIPABOYHBIE CUCTEMBI........veveeeenrene 14
7 MatepuanbHO-TEXHUYECKOE 00ECTICUCHUE TUCIIUTIIIHBI .....vveerierireanreesireaseesineesieessneenneenes 14
8  ObecreueHune 00pa3oBaTEIHHOTO MPOIECca JUIS JIUIL C OTPAHUICHHBIMU BO3MOKHOCTSIMH
3JTOPOBBS M THBATIHIIOB ... .vtesveeuteesteeasstasseeasseasseeasseessseasseeseeasseeaseeanbeeaseeanbeenaeeanbeeaseeenbeennneaneeannean 15
LI\ [0 07 e (510029 (S Y 2 <) 0) €2 11 13 (OSSPSR 17
9.1 TTTaHBI TPAKTHIECKIX BAHITHIL. ...eeuvveivrestreanreateesteesieesueesasessteabeesseesseesteessseasseesseesseesseesnnesnnesnne 17
9.2 MeTonuveckre peKOMEHIANH TI0 TIOJITOTOBKE MMACEMEHHBIX PAOOT ... vieiveevierireriienirieieanieans 24

AHHOTAIMS TUCHUTUTAHBL (MOJTYIIS) +...vtenveesteeseessseesseessseessesssneessesssseessesasneesnesaneessesaneesnnesneennneas 27



1 TIlosicHHUTEIbHASA 3ANMUCKA

1.1 Ilean u 3aaa4u AU CHUILIHHBI
ll éJlb JAUCIHUITIINHBI — HU3y4UTb OCHOBHBEBIC HaIp ABJICHU OpFaHHSaHI/IOHHOﬁ u

UH(POPMALIMOHHON paboThI, OCYIIECTBISIEMON CEKpeTapeM Uil 00eCledeHUs AeATeIbHOCTH
PYKOBOJIUTEIS, a TAKXKE BBISIBUTH Hanbosee 3(h(heKTHBHBIE METO/IbI 3TOW PaOOTHI.

3aoauu MUCHUIIIUHELEL COCTOST.
- YCTaHOBJIEHHE POJIU CEKpeTapsi B 00eCHeueHUH AesITeIbHOCTH PYKOBOIUTEIIS;
- OTCIEeKUBaHUE (POPMUPOBAHUS TPOPECCUN CEKpeTaps U ONPEACICHUS MECTa PA3TUIHBIX
KAaTEerOpHil CEKpeTapel B COBPEMEHHBIX CTPYKTYPaX yIIPABJICHMUS;
- OIIpe/ieIeHne OCHOBHBIX TPEOOBaHUM, IPEABSABISIEMbIX K CEKpETapsM U OpraHu3aluu ux
padoTHI;
- OIIMCaHME OCHOBHBIX HAIIPaBJIEHUH pabOThI CEKpeTapsi 10 00ECIEUEHUIO NeSTEIIbHOCTH
PYKOBOJUTEIIS;
- OCBELIEHHUE BOIIPOCOB IPAMOTHOI'0 ITOCTPOEHUS OpraHU3allMOHHO-UH()OPMAIIMIOHHON pabOThI;

- (opMUpOBaHHE OCHOBHBIX MPO(eCcCHOHATBLHBIX HABBIKOB.

1.2 TlepeuyeHb MIIAHUPYEMBIX Pe3yJabTATOB 00y4eHUsI N0 TUCIHUIIHHE,
COOTHECEHHBbIX ¢ HHANKATOPAMHU I0CTHKEHHUS KOMIIETeHIUI

Komnerenuus NnaukaTopsl KOMIeTeH Mt Pe3yabTaTsl 00yyenus
(k01 ¥ HAMMEHOBaHUE) (ko1 ¥ HAMEHOBAHUE)

[IK-6. Criocoben [IK-6.1. Mcnonp3yeT 3HaHUsI IPABOBBIX U | 3HAmb: npagosvie u 0peaHu3ayuoHHble

OCYIIECTBIISITH OPTaHM3AIOHHBIX OCHOB YIIPABJICHHS, OCHOBbL YNPABIEHUsl, OCHOBbI OOKYMEHMHO

OPTaHM3aIOHHOE, OCHOB JIOKYMEHTHOMH JINHTBUCTHKH, JUHRBUCMUKU, NPABUNA PYCCKO20 A3bIKA,

JOKyMEHTAI[HOHHOE U IIPaBUJI PYCCKOTO SI3bIKa, AETOBOTO 0e10601l smuKem

nH(pOpMaLMOHHOE 9THKETa, COBPEMEHHBIX METOJIOB IIONCKA | Ymems: npumensms cogpemernuie

obecrneueHne JAesITeNbHOCTH 1 00pabOTKH HH(POPMALIUH TS MemoOobl noucka u 0opabomxu

PYKOBOJUTEIISI OpTaHU3AINH obecnieueHus mpodeccnoHaITbLHOMI ungopmayuu 01 obecnevenus
JESITEIIbHOCTH npogheccuoHanbHou OesimenbHOCHuU

Braoems: nasvikamu obecneuenus
OestmenbHOCmuU PYKOBOOUMENsl HA OCHOBE
SHAHUL NPABOBLIX U OP2AHUZAYUOHHBLX
OCHO8 YNpagIeHUsl, 0CHO8 OOKYMEHMHOU
JIUHSBUCIMUKU, NPAGUTL PYCCKO20 SI3bIKA,
0e106020 IMUKEMA, COBPEMEHHBIX
Memo008 noucka u 06pabomxu

uHgopmayuu
[IK-6.2. OcymectBiuser c6op, 00pabOTKy | 3nams: npasuna cocmasienus u
U aHanu3 UHPOPMAIMHU, COCTABISIET U PEOaAKmupo8aHUs MEKCMO8 CLYHCeOHbIX
PEIaKTUPYET TEKCTHI CITY>KeOHBIX O00KYMEHMO8
JIOKyMEHTOB C HCIIOJIb30BAaHHEM Ymems.: cobupame, obpabameieams u
COBPEMEHHOI'0 POTPAMMHOTO ananuzuposams uHGopmayuio, co30asams
obecrnieueHns 1 OQUCHON OPTTEXHUKHU dopmy ee npeocmasnenus

Braoemyw: nasvikamu pabomul ¢ oghucnoii
Op2MEXHUKOU U HABBIKAMU UCTIONb30BAHUSL
COBPEMEHHO20 NPOSPAMMHO20 Obecneyenus
npu ocywecmeaenuy pabomol ¢
unpopmayueli u no020mosKe CysHceOHbIX




OOKYMEHMO8

[IK-6.3. YuacTByeT B IpOBEICHUH
KOH(EPEHTHBIX MEPOTIPHATHH,
JIOKyMEHTHUPYET JIeSITeIbHOCTh
KOJUIETHAJIbHBIX OPTaHOB, OPraHU3yeT
IIpUeM NOCETUTENEH, TUIaHUPYeT padbouee
BpEMs pyKOBOJIMTEIIS], UCTIONb3YET
COBPEMEHHOE IIPOrPaMMHOE
obecriedeHre 1 OPUCHYIO OPTTEXHHUKY
IUIsL IOATOTOBKH CITy’KEOHBIX
JOKYMEHTOB

3namu: nopadok nposedenus
KOHpepeHmHbIX Meponpusmuil,
HopmamusHyto 6azy 6 cghepe obecneyerus
KOJUIe2UANbHOU 0esimebHOCIU

Ymems: opeanusosams nposedenue
KOHepeHmHbIx Meponpusmuil,
OOKYMEHMUPOBAMyb 0esimeibHOCHb
KOJUIE2UAIbHBIX OP2AHO8, UCHOTb308ANb
cospementoe npocpammHoe obecneuenue u
0QUCHYIO OpemexXHUKY

Bradems: nagvixamu opeanuzayuu npuema
nocemumereu, NIAHUPOSAHUsL paboyee
8peMeHU PYKo8ooumeist

ITK-8. CnocobeH opraHu30BaTh
U JOKyMEHTHUPOBATh
JIEATEILHOCTE KOJIETHaIbHEBIX
OpraHOB YIIPABJICHUS
XO0351CTBEHHBIX OOIIECTB

[1K-8.1. [IpumeHsieT Ha NpaKTHKE 3HAHUS
COCTaBa M IPaBUJI MOJTOTOBKH
JIOKyMEHTOB KOJUIEI'HaJIbHBIX OPTraHOB
YIpPaBJICHUs B OPraHU3alHAX Pa3IMYHbIX
(hopM COOCTBEHHOCTH

3namv: HopmamueHo-npasosyro 6azy
@YHKYUOHUPOBAHUSL KOJIC2UATILHBIX
0pP2aH08 XO3AUCMEEHHbIX 00WeCms, cocmas
U NPasuLa NOO2OMOBKU OOKYMEHMOB
KOJLIe2UQIbHBIX OP2AHO8 YNPABIeHUS 8
OP2AHU3AYUSX PASTUUHBIX POPM
cobcmeennocmu

Ymems: npumensimo meopemuueckue
3HAHUS 8 0OIACMU DYHKYUOHUPOBAHUS
KOJUIE2UAIbHBIX OP2AHO8 8 NPAKMUYECKOU
oesmenbHocmu

Brnaoemo: nasvikamu noo2omoexu
JOKYMEHMO8 KOJIC2UANIbHBIX OP2AHO8

[TK-8.2. Opranusyer aesTeIbHOCTh
KOJIIETHAJILHBIX OPT'aHOB yIIPABJICHUS B
OpraHu3aIsIX pasIudHbIX GopM
COOCTBEHHOCTH M OCYIL[ECTBIISIET €€
JIOKYMEHTHPOBaHHE

3uams: npasuna opeanuzayuu
0esamenbHOCMU KOJLe2UANbHBIX OP2AHO8
YIPAGIeHUs 6 OP2AHUZAYUAX PAZTULHBIX
@opm coobcmeennocmu
Ymemn: opeanuzosams nposedenue
3acedanusi KOinecudibHo20 0peana
Bnaoems: nagvikamu 00KyMeHmMuposaHusi
0esamenbHOCIU KOLe2UANbHBIX OP2AHO8

[IK-8.3. YuactByeT B npoBeieHUN
3ace/laHni KOJUIErHaIbHBIX OPTraHoB
YTIPaBJICHUS B OPTaHU3AIMAX Pa3IMUHbBIX
(hopM COOCTBEHHOCTH

3namv: nopadok nposedenus 3acedanuii
KOJUIE2UAIbHBIX OP2AHO8 YRPAGILEHUSL 6
OP2aHU3AYUSX PAZTUYHBIX POPM
cobcmeeHHoCmU

Ymems: ungpopmuposams yuacmnuxog
3acedanusi 0 peznameHme nposeoeHus
3acedanusi KOLIe2UuaIbHO20 Op2ana
Braoemv: nagvikamu oopabomu
ungopmayuu u OOKymenmayuu,
€030a8aemotl 8 xo0e npogedeHuUs
3aCeanuil KOLLe2UAIbHBIX OP2AHO8

1.3 MecTo TMCUMILIUHBI B CTPYKTYPE OCHOBHOM 00pa3oBaTe/bHOM

NPOrpamMMmabl
Juctumnmna (Moayns) «OpraHu3allMOHHO-JOKYMEHTAI[MOHHOE OO0ecreueHue AesTeIbHOCTU

PYKOBOJUTENS» OTHOCUTCS K 4acTu, GOpMUPYEMOM ydacTHUKaMH 00pa30BaTeNbHBIX OTHOIIEHUN

0J10Ka TUCHMIUIMH y4eOHOTO TUIaHa. .

Jlis OCBOGHHSI AWCHMIUTUHBI (M0O0Y/s) HEOOXOAMMBI 3HAHUS, YMEHUS W BIAJCHHUS,

c(OpMUPOBAHHBIE B XOJI€ H3YUYCHMUS

CICAYIOMUX AWUCHUILUIMH W HOPOXOXKIACHUSA  IIPAKTHK!:

«be3onacHOCTh )XU3HENEATEeNbHOCTIY, «PyCcCKHil S3bIK U KyJIbTypa peuny.



B pesynbrare OoCBOGHMS NUCUUIUIMHBI (MOIyJisl) (GOPMHUPYIOTCS 3HAHHS, YMEHUS U
BJIAJICHUSI, HEOOXOAMMBIC Ul W3YYEHUS CIEAYIOMIMX JUCHUILUIMH M MPOXOXKICHHS MPAKTHK:
O3HaKOMUTENbHAs TpakTuka, «MHpopmannonHoe obecriedeHne ymnpasieHUs», «OpraHuzamus

paboTHI C OOpAIICHUSIMU TPAXKIAH.

2 CTpyKTypa TUCHUIIHHBI

OO0mas TpyJ0€MKOCTh JUCIUIUIMHBI COCTAaBIsIET 3 3.€., 108 u.

CTpyKTypa JTUCHUIIMHBI JAJI5l 0YHO-3204HOI (PopMBI 00yUeHUs

O06beM nuCHUIIIUHBL B (JOPME KOHTAKTHOW PabOThl OOYYAIOMIMXCS C IMEeAarormuecKUMH
paboTHUKaMU U (WJIK) TUI[aMH, TPUBJIEKAEMBIMH K pealin3aiuy o0pa3oBaTelbHOM MPOrpaMMbl Ha
WHBIX YCJIOBHSX, IIPU MIPOBEICHUN YICOHBIX 3aHATHMN:

Cemectp | Tum yueOHBIX 3aHATHI KonnuectBo
4acoB
2 Jlexuun 12
2 CemuHapbl/1a00paTOpHBIE PA0OTHI 18
Bcero: 30

O0beM TUCIHUILTIHEI B (JOpMe CaMOCTOSTENTbHON PabOThI 00YUYAIOIIUXCS COCTABISIET 78
aKaJeMUYECKHUX YacoB.

3 Coaepxanue TUCHMILTHHBI

Ne | HaumeHoBaHue pasaesia Coaepxxanue
A CIUILINHbI
1 Pa3pnen 1. Beenenne emn u 3anaum kypca. cTouHMKY U uTeparypa.

AKTyalnbHOCTb Kypca B CBETE€ COBPEMEHHOIO
COCTOSIHMSL  pbIHKa Tpylda. Mecto Kypca B

npodeccHoHaNBHOM MOATrOTOBKE CTYJEHTA.
Tepmunosornyeckuii anmapar. CBsi3b Kypca Co
CMEKHBIMHU JUCLUIITIMHAMUA u KypCamu:

JIOKYMEHTOBEJICHHE;, OpraHu3alusi M TEXHOJIOTHS
JTOKYMEHTAIlMOHHOTO  OOECTICUeHHUsl YyIMpaBJICHHUS,
KOMITBIOTEPHBIE TEXHOJIOTHH; ICUXOJIOTHSI IETOBOTO
oOmeHus, 1e10Boi ATHKET. OCHOBHBIE HCTOUHUKH U
nurteparypa. [lepuognyeckne n3nanusi.

2 Pasnen 2. Uctopusi cekperapckoii | 3apokaeHue cekpeTapckoil cmyx0br B Poccun.
CIYAKOBI Cnyxwunple JIOAM B MOpPUKaA3aX, KOJUIETHUSX.
I'enepanpHblii persiameHT 1722 1. Kak  TEpBbIA
HOPMATHBHBIM  JIOKYMEHT, PErJIaMEHTUPYIOLIUI
paboty cekperapeit. Uctopust cekpeTapcKoi CIry KOl
nopesodoninonHon Poccun. Oco3HaHue 3HAaUNMOCTH
MpoPECCHOHAIBHOW ~ TIOATOTOBKUA  CEKpeTapew.
OTkpbITHE TIO BCel Poccum cexkpeTapckux Kypcos,




W3/IaHHE CHEIUAIU3UPOBAHHBIX XypHaIoB.  Poib
CeKpeTapeil B COBETCKMX YUpeKICHHSIX XX BeKa.

Bsenenue KaTerOpUMHOCTH CEKpETapCKUx
00s13aHHOCTEH. VYpaBHUBaHME CeKpeTape ¢
KaHLIEISAPCKO-TEXHUUECKUMU paboTHUKaMHU.

ITocranoBnenma CHK CCCP 1925 m 1932 rr.
[ToxbeM 3HAYMMOCTH CEKPETAPCKOTO OOCITYKUBAHHUS
B 90-x romax XX BeKka B KOHTEKCTE pPa3BUTHUA
qacTHBIX (opM cobctBeHHOCTH. COBpeMeHHOE
COCTOSIHE  CEKpPETapCKOH paboThl B YCIOBHUAX
WHTCHCU(PUKAIIMU  yIPABICHUYECKUX  MPOIECCOB,
pacIIMpeHHs MaciTaboB JeITEeIbHOCTH
rOCYJapCTBEHHBIX M KOMMEPYECKUX CTPYKTYD.

Paszgen 3. Poab n Mecto
ceKpeTapsi B COBpeMeHHbIX
CTPYKTYpax ynpasJieHUst

Kareropun cekperapeil. CekpeTrapp B CTPYKType
ciyx0b1 JIOY, B annmapaTe pyKOBOJIUTENS, B COCTAaBE
CTPYKTYpHOro nojpasnenenus. Kpanupukanuonssie
XapaKTEPUCTUKA  CEKpETapeu. OyHKIMH U
JOJDKHOCTHBIE ~ OOfI3aHHOCTM ~ CeKperapeil B
3aBUCUMOCTH  OT  KaTeropuM  CEKpeTapCKoro
00CITy>KHBaHUS. Cuctema CITy>)KEOHBIX
B3aMOOTHOUIEHUH, BO3HUKAIOIIUX B Mpolecce
BBINOJIHEHUS] CEKpEeTapeM BO3JIOKEHHBIX Ha HEro
GyHKIMi. TpeGoBanust  mpeapsBIsSEMBbIE K
CeKpeTapsM: K 00pa3oBaHMI0, MPO(HEeCcCHOHATHLHBIM
3HAHUSIM, TEXHWYECKMM YMEHHUSM U HaBBIKAM.
XapakTepuCTUKa JIeNIOBBIX M JIMYHBIX KayecTB
cekperaps. HaBblkM 1O TMCHUXOJOTHMH OOIIEHUS.
CamoakTyanu3anus cekpeTapsl. Oco3Hanue
cekperapeM cedst B npodeccun. CTpyKTypa pabOThI
cekpeTaps.

Pasnen 4. Opranusanusi padoTsl
cekperaps

HpaBOBHe OCHOBBI ACATCIIBHOCTHU CCKpeTapd

(3aKOHOJIATEIILHO-TTPABOBAS 5 HOPMAaTHUBHO-
MeToandeckass 0a3a): KOJEKCHI, dbenepanbHbIe
3aKOHBI;  CTAaHAAPTHI, HWHCTPYKIUH;  IPABHIIA;
MOJIOYKEHUS,; HOPMAaTHUBHEIE JIOKYMEHTHI,

coJiepKaliie HOPMBI BpEeMEHH.  PerynmpoBaHwme
TPYIOBBIX B3aUMOOTHOIIEHUI paboTonmatens U
CeKpeTaps.

JlomKHOCTHAsT ~ WMHCTPYKLIHS  CEKperaps,  Kak
OCHOBHOM OpraHU3allIOHHO-TIPABOBOM JOKYMEHT:
MPAKTUYECKOE 3HAUCHUE JJOTHKHOCTHOM HHCTPYKIIHH,
METOJMKA  COCTaBIIEHUS, CTPYKTypa, COCTaB
uH(poOpMaluK, CcIydad H TOPAJOK TepecMoTpa,
odopmIieHHE.

Opranuzaius pabodero MecTa cekperapsi:
[MlpuemHast kak pabodee MeCTO  CeKpeTaps.

30HUpOBaHUE MIPUEMHOM. OcobenHoctu
OpraHu3aIy 30H IPUEMHOI: UHTEephEp, OCBELICHHE,
O3€JICHEHUE, OCHAII[EHUE OPITEXHUKON U
CIpaBOYHBIMU  Marepuasamu.  OOGopyaoBaHHe

paboueii 30HbI cekperaps. Cniennpuka opraHu3alu




IIPUEMHON  PYKOBOIUTENS,  BEAYLIETO0  IIPUEM
MOCETUTENCH MO JIMYHBIM BOIPOCAM.

VYcnoBus Tpyda: cTaHAapThl O€30MAaCHOCTH Tpy.a,
CaHUTAapHbBIC NPaBHUIA. XapaKTEPUCTHKH OCHOBHBIX
(1)aKTOp0B, COCTAaBJIAIOIIUX OINTHUMAJIBHBIC YCJIIOBHA
TpyZna cekperaps (CaHHUTapHO-TMIHEHHYECKHE -
OCBEIIEHHOCTh, IIIyM, BIaXXHOCTb, TEMIIEparypa MU
np.;  NCUXO(U3HOJIOTUYECKUE;  ICTETUYECKHUE).
besonacHocTs Tpya npu paboTe 3a KOMIIBIOTEPOM.
Opranmszanuss pabouero BpeMEHH CEKpeTaps:
pasrpy3Ka pPyKOBOJHMTENS KaK OCHOBHAs (yHKIHUS
CeKpeTapsi, IMOMOIIb B IUIAHUPOBAHHU pPabOYEro
BPEMEHM PYKOBOJUTENS (J10JIFOCPOYHOE, TEKYILEE),
HOPSIIOK  3aIMCH  IUIAHUPYEMBIX  MEpOIPHUSATHIHA,
opranuzamusi ~ paboyero  AHS  PYKOBOIHTEIS,
METOJIMKA COCTABJICHUE CEKpETapeM IIaHa CBOETO
pa60qer0 AHs, ©KCIHCBHUK N CXKCHCACIIbHUK KakK
MHCTPYMEHTHI INIAHUPOBAHUS pab0vyero BpeMeHH.

Paznea 5. Oprann3aumoHHoO-
aIMHUHHCTPATUBHAS
AesiTeJIbHOCTb CeKpeTapsi

Opranmzanus Tmpuema mnocetutened. Metoauka
npueMa pa3MYHBIX  KAaTEropuil  MOCETUTENEH:
COTPYAHHUKOB o CITy’K€OHBIM BOIIPOCAM,
COTPYJIHUKOB 10 JIMYHBIM BOIMPOCAM, CTOPOHHUX
MOCETHUTENICH 10 IPEBAPUTEILHON TOTOBOPEHHOCTH
u 0Oe3 Hee, mpueM neineranuii. [IpuoputeTHOCTh B
NPEJCTaBICHUNA  TIOCETHTENEeH  PyKOBOIMTEIIO.
[TpaBuna nepeHoca uian oTMeHsl mpuema. [loBeaenue
CeKpeTaps C 0)KHUIAIOIINM TTOCETUTEIIEM.
Opranuzaius npuema rpaxiaH. 3amuch Ha TPUEM,
rpaguku  TpHemMa, pETUcCTpanus TOCETUTENEH,
TOKYMEHTUPOBaHHE TMpHeMa, HHPOPMHUPOBAHUE
rpakJaH.

Opranuzaius TenedOHHBIX TEPEeroBOpoB. Bumbl
Tene()OHHBIX MeperoBopoB. [IpaBmiia MOATOTOBKH
«HUCXOIAIINX» TeperoBopoB. [lpaBuna BemeHus
«BXOAAIIMX» TeperoBopoB. CucreMatusanus U
pacripenesieHue 3BOHKOB, aJIpeCOBaHHBIX
pykoBojautento.  Mcmonp3oBaHue — TeneOHHOTO
Omanka st cexkperaps. Tenedonorpamma. [lpasumna
teneponHoro  obmenus.  Crnermuduka  cBA3M
a0OHEeHTOB  pa3Horo  craryca. (OobecnedyeHue
KOH(HIEHIIMATIBHOCTH TeJIe()OHHBIX TIEPErOBOPOB.

- TloarotoBka [ENOBBIX BCTPEY W IEPETOBOPOB.
Otanbl NOATOTOBKM BCTPEYH: OINpENeIeHHuEe MecTa,

BpEMEHU BCTpEUH, cocTaBa YYaCTHHKOB,
OIIOBeEIllEHIE YYaCTHHUKOB, HOJTOTOBKA
HEO0OXOIUMBIX MaTepHaoB. TTomomp

PYKOBOAMTEIIO BO BpEMsI POBEICHHUS IIEPETOBOPOB.
- IToaroroBka U TPOBEICHHUE COBEIIAHUHN
(3acemaHuil)  KOJUIETHMAJBHBIX  OPraHOB.  THIIbI
COBEHIaHUN. OTambl MNOATOTOBKHA  COBCIIAHUA:
noiydeHne  MHPOPMAIUU  OT  PYKOBOJIUTEIS
OTHOCHUTEJIBHO OpraHU3aIMOHHBIX BOITPOCOB




MMPOBCACHUA COBCIIaHUA, COCTaBJICHUC
MIPEABAPUTEIIBHBIX CMET PAacXO0JI0B, MOBECTKU [HS,
CIIUCKAa YYacCTHHKOB; IMPOBEIEHUE pabOThl TIO
YTOUHEHHIO CIMCKA M OIOBEUICHUIO YYaCTHUKOB,
pacchuIKa MPUTIAIIECHUH, NPOBEICHUE
OpraHU3aIMOHHBIX MEPONPUATUH (3aKa3 TOCTUHULIBI,
TpaHCHOpTa, OWJIETOB, OOecleYeHne KyJIbTYpPHO-
MacCOBBIX MEPOINPUATUN U TIp.); BOCTpeOOBaHUE
MPOEKTOB PEIICHUH; TOArOTOBKAa HEOOXOAMMBIX
MaTepuaoB; KOHTPOJb 3a OCHAIIEHWEM MecTa
MMPpOBCACHUA COBCIIAHUSA.

OyHKINUU cekperaps o 00CITyKUBaHUIO
coBelanuii. Benenue nmporokona.

[ToaroroBka KOMaHAUPOBOK. BUIbI KOMaHIMPOBOK
PYKOBOOUTCIIA. OTamnsl MMOATOTOBKH KOMAaHAHWPOBKHU:
coop wuH(OpPMAIMK OTHOCUTENIBHO IUIAHUPYEMOU
KOMaHIUPOBKH, CO3JaHUC IIJIaHa KOMAaHIWPOBKHU,

IIOATOTOBKA HEOOXOUMBIX PYKOBOIUTEIIO
JOKYMEHTOB M  MaTepualioB, 3aka3 OWJIETOB,
TOCTHHMIIBI. JlokymeHnTanbHOE odopmieHue

KOMaHIUMpPOBKU. MHCTpykums st cexkperaps Ha
BpEMsI OTCYTCTBHUSI PYKOBOIMTENSA: CIIOCOO U BpeMs
CBSI3U C PYKOBOAMUTENEM, IOAINMCAHUE JOKYMEHTOB
3aMeIarmumMu auuamu. [IpueM KomMmaHAMpPOBAaHHBIX

COTPY/IHUKOB.
Opranuzaius U OPOBEACHUS] NPUEMOB, ITUKETHBIE
NUCbMa, TOJAPKH, npaBuiaa oQpOpMIICHUS U

WCIOJb30BaHUsl BHU3UTHBIX KapTouyek. JlemoBou
STHUKET.

Pasnen 6. PaGora cexperaps no
HH(OPMALIIOHHOMY
00CTIy’KNBAHUIO PYKOBOAUTEJIA

PabGota cekperaps mo cOopy W  aHaIM3y
MH(pOpMaLINH. Wcrounuku, cnocoObl MOMCKa,
MeToauka cbopa M 00paboTkM HHG(OPMAIHH.
CriocoGpl  mpeacTaBieHus UHGOpPMALUMU: KOMUU
JIOKYMEHTOB, BBINMCKH, AaHHOTAlUM, pedeparsl,
0030psbl. TloAroroBka BEICTYIIIIEHUN PYKOBOAMUTEIS.
Opranuzanus cBs3eil ¢ OOIIECTBEHHOCTHIO.
CpenctBa pacnpocTpaHeHus: MHGQOpMAIMM BHYTPH
opranuzaimuu.  Pabora co CMMU, mnaprHepamu,
KJIMEHTaMH, KOHKYpEHTaMHU.

OyHKIMH CeKpeTaps 1o o0ecrevyeHnIo
6e3onmacHoctu uH(popmaruu. PaGora cekperaps ¢
KoH(puaeHMabHOW uH(popManuen. OmnpenencHue
KOH(HIEHIIMATBHON HHPOPMALIUU U KOMMEPYECKOMH
TaiiHpl. Kareropum cBeneHWH, OTHECEHHBIX K
KomMMepueckoil TaiiHe. CrnocoObl TpeacTaBICHHUs
CaHKUMOHHpOBaHHOW  uHpopMmaruu.  CrocoOsl
3alIUThI HH(OPMAIIHH.

Paszgen 7. Ilcuxojiorus o0ImeHus
cekperaps

Cekpertapb u PYKOBOJIUTEITb. Tonkoctn
B3aUMOOTHOIICHUS MOJIOB. YUEeT MCHXOJOTHYECKUX
0COOCHHOCTEN PYKOBOIUTEIIS.
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Koudnukrasie curyanuu. [lpuaunsl, craguu, myTu
BBIXO/a. YMeHue ynpaBiasiTh ASMOLUUSIMH U
YyBCTBaMHU.

Ilcuxonoruueckue MPUEMBI BIIUSTHHS Ha
cobecennnka. HeBepOasibHBIE CpeICTBA B JIEIOBOM
0oO01IIeHNH.

BzaumoorHomennss ¢ koiwreramu. Kak wn30exarhb
MaHUIYJISUKA  Ha pabdorte. Ponb cekperaps B

KOJIJICKTUBE.

dbopmupoBaHUU

0JIaronmpusITHOrO  KJIMMarta

B

5.1

4 (Oopa3oBaTesibHbIE TEXHOJIOTHH
J1J1s ipoBeieHUs yU4eOHBIX 3aHSATHUH 110 JUCIUIUINHE UCIIOJIb3YIOTCS pa3iInuHbie 00pa30BaTeIIbHbIC
TeXHOJoruu. JJis1 opraHu3anuu y4eOHOTO IMpolecca MOXKET OBITh HCIIOJIb30BAHO AJICKTPOHHOE
oOydeHue U (UIM) TUCTAaHIIMOHHBIE 00pa30BaTEeNbHBIE TEXHOIOTHH.

5 OueHka IVIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHUs

CucreMa oleHUBAHHUSA

®opmMa KOHTPOJIs Makec. K0JH4eCTBO
0aJI0B
3a oany Bcero
pabdory
Texynui KOHTPOJIb:
- onpoc u yuacmue 8 OUCKYCCUU HA ceMuHape (memvl |5 6annos 35 bannos
1-7)
- KOHMPONLHAS PAOOMA HA CEMUHAPCKOM UTU 10 6annos 10 6annos
npakxmuyeckom 3ausamuu (memvi 3-4)
- KOHMPONbHASL pabOmMa HA CEMUHAPCKOM UNU 15 bannos 15 b6annos
npakmuyeckom 3auamuu (memoi 5-6)
[IpomexyTouHas aTTecTanus 40 bannos
(nucomennwllti omsem Ha 2 gonpoca)
HToro 3a cemectp (Qucyuniuny) 100 6annos
3a4ém ¢ OYeHKoU

[Tomy4yeHHbI COBOKYMHBIHN pe3ybTaT KOHBEPTHUPYETCS B TPATUIIMOHHYIO KAy OLIEHOK U B
nikany oueHok EBponeiickoil cucreMsl epenoca u HakorsieHus: kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBUH ¢ TaOJIMIICH:

100-6annpHas TpauimoHHas mkaa [xana
IIKaJia ECTS
95-100 A
8394 OTIIMYHO B

68 — 82 XOpoLIO 3a4TEHO C

56 — 67 D

50 55 yJIOBJIETBOPUTEIHHO E
20-49 FX
0_19 HEYIOBJICTBOPUTEIHHO HE 3a4TEHO =
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5.2 Kputepum BbICTABJIEHUS OLEHKH MO JUCIUIINHE

Bayuisr/
Hlxkama ECTS

OrneHka 1o
MUCILIAIIINHE

Kpurepuu onieHku pe3yiabTaToB 00ydeHuUs MO TUCIUIUINHE

100-83/
AB

«OTIHUYHO»

BricTaBmsiercst 00y4aromemycsi, €Ciii OH TITyO0Ko u
IPOYHO YCBOWJI TEOPETUYCCKUN U MPAKTHUCSCKHI
MaTepual, MOXKET MPOJAEMOHCTPHPOBATh ATO HA 3aHATHUIX
B X0JI¢ TIPOMEXYTOYHON aTTeCTAIINH.

OOyyaromuiicss KICYEPIIBIBAIONIC ¥ JIOTMYECKU CTPOITHO
u3jaraet yuyeOHbI MaTepHrall, yMEeT YBS3bIBaTh TEOPHIO C
MPaKTUKOM, CIPABIISCTCS C PELHICHUEM 3a/1a4
poeCCUOHATILHON HAIIPABICHHOCTH BBICOKOTO YPOBHSI
CJIOKHOCTH, IPAaBUJIIBHO 000CHOBBIBAET IIPUHATBIC
pEIICHHMS.

CB00OIHO OpUEHTHPYETCS B YUCOHOH 1
poQeCCUOHATBLHOM JIUTepaType.

OneHka o JUCHUILIMHE BBICTABIISIOTCS 00ydarolemMycs ¢
y4E€TOM PE3YNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTalUu.

Komrniereniuu, 3aKkpeniénnple 3a JUCUUTLTMHOM,
c(hOpMHUPOBAHbI HA YPOBHE — «BBICOKHIIY.

82-68/

«XOopouIo»

BricTaBnsiercs o0ydaromemMycsi, €CiIi OH 3HaeT
TEOPETUUECKUI U IPAKTUUECKUHA MaTEpHas, FPaMOTHO U IO
CYILIECTBY M3JIaraeT €ro Ha 3aHATUSAX U B X0/
IIPOMEKYTOUHOM aTTECTAllUH, HE TOIyCKasl CyIIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiics IpaBUIbHO PUMEHSET TEOPETHUECKHE
TOJIOYKEHUS [TPU PEIICHNUH TPAKTUYECKHX 3a/1a4
npogeccnoHaIbHON HAIPAaBICHHOCTH PA3HOTO YPOBHS
CJI0KHOCTH, BJIaJIe€T HEOOXOIUMBIMHU JIJIsl 3TOTO HaBBIKAMU
U IpUEMaMH.

JlocTaTOYHO XOpOIIO OPUEHTUPYETCS B yUeOHOU U
npogeccuoHaIbHOM IUTepaType.

Onenka no JUCHUIIMHE BBICTABISIOTCS 00ydaroiemMycs ¢
y4E€TOM PE3YJIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTECTalUU.

Komnerenmum, 3akpenia€Huble 3a AMCUUTIIMHOM,
c(hopMHUPOBAHBI HA YPOBHE — «XOPOIITHIN.

67-50/
D,E

«YyOOBJICTBOpH-
TCIIBHO)

BricraBnsiercs o0yuatomemMycs, €ciii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUECKUHN U IPAKTUYECKANA MaTepual,
JIOMyCKAeT OTAETbHBIE OIIMOKH MPH €ro U3JI0KEHUHU Ha
3aHATHUAX U B XOJ€ MPOMEXYTOYHOU aTTECTALINH.
OOyuaromuiics UCTIBITHIBACT ONpeIeIEHHbIE 3aTPYAHEHUS
B IPUMEHEHHNH TEOPETUYECKUX IOJ0KEHUN ITPU PEILICHUH
MPAKTUYECKHX 33/1a4 MPO(HEeCCHOHAIBHOW HAIPaBIEHHOCTH
CTaHapTHOI'O YPOBHS CIIO)KHOCTH, BJIJCET
HEOOXOAUMBIMHU JJIS1 3TOT0 Oa30BBIMH HABBIKAMU U
MPUEMAMHU.

JIeMOHCTpHpYET I0CTaTOYHBIN YPOBEHb 3HAHUS y4eOHOM
JUTEPATYpPBhl IO TUCLHUILIAHE.
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Bamnel/ Oruenka 1o Kpurepuu orieHKU pe3yabTaToB 00y4eHUs MO TUCITUTUINHE
HIxana ECTS | gucuuminge

OneHka no JUCHUILIMHE BBICTABISIOTCS 00ydaroleMycs ¢
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTalUU.

Komrniereniuu, 3aKkpeniénnpie 3a JUCUUILTMHON,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBI.

49-0/ «HEYIIOBJETBOpHUTE | BrIcTaBmsieTcs oOy4varoniemMycs, €ciid OH He 3HaeT Ha
F.FX

JILHO» 0a30BOM ypOBHE TEOPETUYECKHIA U TPAKTUICCKUI
MaTepHal, JoIycKaeT rpyoble oMOKY IpU ero
W3JI0KEHUU Ha 3aHATHUAX U B XOJ1€ IPOMEKYTOUHOU
aTTECTaLlUN.

OOyyaromuiicst UCIIBITHIBAET CEPHEIHBIEC 3aTPYAHEHUS B
IIPUMEHEHNU TEOPETUYECKUX TOJI0KEHUH NIPU PELICHUH
NPaKTUYECKUX 3a/1a4 PO(PECCHOHATFHON HAIIPABICHHOCTH
CTaHapTHOI'O YPOBHS CJII0)KHOCTH, HE BIIa/I€ET
HEOOXOJUMBIMU JJI1 TOTO HABbIKAMU U pUEMaMHU.
JleMoHCTpHpYeT (parMeHTapHbIe 3HaHUS y4eOHOM
JIUTEPATYPBI 110 JUCLUILIMHE.

OneHka 1o JUCHHUIUIMHE BBICTABIISAIOTCS 00YYaIOLEMYyCs C
y4E€TOM PE3YNbTATOB TEKYIIEH U TPOMEKYTOUHOM
aTTECTaLlUN.

KomnereHumn Ha ypoBHE «JIOCTaTOYHBIIN», 3aKPEIUIEHHBIE
3a AMCUUILUIMHON, HE COPMHUPOBAHBI.

5.3 OueHo4YHbIE cpeAcTBa (MATEPHAJIBI) IJIA TEKYIEro KOHTPOJIA

© 0o N o g Bk~ w D PE

yCIeBaeMOCTH, IPOMEKYTOUHOM aTTeCTAMH 00Y4aIOIIMXCS 10
AUCIHUILINHE

Konmponvusie 6onpocwt 0na mekyuieit u npomedCcymouHol ammecmayuu
[Ipodeccuonanbubie TpeOOBaHUS K CEKPETAPIO PYKOBOJUTES;
Oco0eHHocTH OpraHu3aly pabovyero Mecra ceKperapsi;
IIpaBuna BeneHus Tese(OHHBIX IEPETOBOPOB;
O06s3aHHOCTH CeKpeTaps 0 OPraHU3aIH [IEPETOBOPOB PYKOBOIAUTEIS;
Crenuduka miaHupoBaHue pabodyero THS PyKOBOJUTEINS U CEKpeTaps;
[IpaBoBas 1 HOpMaTHUBHAS perIaMEeHTAIUs pabOTHI CEKpeTaps;
Opranunzanust paboThl IPUEMHON PYKOBOAUTEIS;
PaGora cexperaps B chepe nHPOpPMAITOHHOTO 0OECTICUSHHS;
[IpaBuna penoBoro OOIICHWS C PYKOBOAMTENEM, COTPYJHHKAMH, TTIOCETUTENSIMH,

IIOJYNHCHHBIMU

10. O6s13aHHOCTH CEKpETaps MO MOATOTOBKE U MPOBECHUIO COBEIIAHUM;

11. Ponb cexkpeTaps B IOATOTOBKE KOMaHIUPOBOK PYKOBOAUTEIS;

12. TlpaBuiia NOBEEHUECKOTO ITHKE CEKpeTaps;

13. Mecto cekperaps B yIpaBJICHUECKOU CTPYKTYPE OpTraHU3aInu;
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14. KonduaeHmmaaipsHOCTh B pabOTE CEKpeTaps;

15. TlpaBuia moBeneHus cekpeTapsi B KOH(QIMKTHBIX CUTYaIHsX.

Bapuanm 6auy-konmpoavnoii pabomut

1. Bunbl AesTeIbHOCTH CEKPETaPA.
2. TpeOoBaHwMsI, MIPEABIBIIEMbIC K CEKPETaPIO: YTO OH JIOJDKEH 3HATh U YMETh.
3.CocTaBuTh pe3toMe MpEeTEeHICHTA Ha JTIOJHDKHOCTD CeKpeTapsi.

6 YuyeOHo-MeTOAUYECKOEe U HH(POPMANIMOHHOE OOecTieYeHHue TUCIIUIIMHBI

6.1 Cnmcok HCTOYHUKOB M JTUTEPATYPbI
Hcmounuku

Obs3amenvHuvle

®enepanbHblii 3akoH 0T 27.07.2006 Ne 149-03 «O6 undopmaryu, HHPOPMAITHOHHBIX
TEXHOJOTHSX U 3amuTe HHPopManum» [DJeKTpoHHBIA pecypc] — Pexum pocryma:
http://www.garant.ru.

®enepanbhblil 3akoH 0T 02.05.2006 Ne 59-®3 «O nopsake paccMOTpeHHUsl oOpalleHuit
rpaxknan  Poccmiickoit  ®enepamun»  [OnekTpoHHBIM  pecypc] — Pexum  goctyma:
http://www.garant.ru.

@enepanbubiii 3akoH oT 27 wuronga 2006 r. N 152-03 «O mnepcoHaNbHBIX TaHHBIX)
[DnexTponHbIi pecypc] — Pexum goctyna: http://www.garant.ru.

[Ipuka3z PocapxuBa ot 20.12.2019 N 236 "OG6 ytBepxkneHuu IlepeuHs TUNOBBIX
YIpaBIEHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3ymloluxcs B Ipolecce AesITeIbHOCTU
rOCyJJapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIpPABJIEHUS M OpraHU3aluii, C yKa3aHHEeM
cpokoB ux xpaHeHus" (3apeructpupoBaHo B Muniocre Poccum 06.02.2020 N 57449)
[OnexkTponnblit  pecypc] // CnpaBouHo-mouckoBasi cucreMa «KoHCymbTaHT — TITHOCK.
URL:http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=L AW&N=345020&fld=134&
dst=1000000001,0&rnd=0.5989149124283691#09893595070554722

[Tpuka3 MuHuctepcTBa Tpyaa u cormansHol 3ammThl PO ot 15.06.2020 Ne 3331 «O6
yrBepkaeHnn I[IpodeccrnonampHoro crangapra «CHenmanicT 1O OpraHU3allMOHHOMY U
JIOKYMEHTAIIMOHHOMY OOECIIEYCHHIO YIPaBJICHUIO OpTaHM3aluen» [DIeKTpoHHBIA pecypc] —

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

Jlumepamypa
Obs3amenvhast
beikoBa T.A. JlokymeHTarimoHHOEe oOecreueHrne yIpaBieHUsl (IeI0MpPOU3BOJICTBO)

[DnexTpoHHEIH pecypc]; yuebHoe mocobue/ T.A. beikosa, T.B. Ky3nenosa. -2-e u3a. nepepad. u


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.garant.ru/
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JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. —Pexum JIOCTyTa:
http://znanium.com/go.php?id=942800/

JlononnumenvHas

Jlykam, 0. A. BeiTh cekperapeM pykoBoauTesst GUpPMBI [ DIEKTPOHHBIN pecypc] : yueo.
nocobue / 0. A. Jlykam. - M.: ®aunta, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocryna: http://znanium.com/catalog/product/455324

ITpodeccus - nomomHuK pykoBoautens: Ilpuemsl «Beiciiero nunoraxa» / Jlazapes K. -
M.:Anpriuaa  Ila6m., 2016. - 144 c.. ISBN 978-5-9614-1706-7 - Pexum pgocryma:
http://znanium.com/catalog/product/917159

6.2 IlepeueHb pecypcoB HH(OPMANMOHHO-TEJIEKOMMYHUKANIMOHHOM CeTH
«AHTepHeT»
- T'apant [OnekTpoHHBIH pecypc]. — DnekTpoH. aaH. — M., cop. 2013. — Pexum pocryna:

http://www.garant.ru.
- Koncynwerant [lntoc [DnextpoHHbId pecypc]. — DnekTpoH. aad. — M., cop. 2013. — Pexum

noctyna: http://www.consultant.ru.

ONeKTpOHHO-0MOIMOTeyHast cucTeMa [DNeKTpoHHBIH pecypc]. Pexum poctyna:

http://www. znanium.com

6.3 IIpodeccuonabHbie 6a3bl JAHHBIX U HHPOPMAIHOHHO-CIIPABOYHbIE
CHCTEMBI

Hoctyn k npodeccuonanpHbiM 0a3am gaHHbIX: https://liber.rsuh.ru/ru/bases
WHpopMalinoHHbIE CIIPABOYHbIE CUCTEMBI:

1. Koncynbsrant [Tiroc
2. Tapanr

7 MarepuajibHO-TEXHHUYECKOE o0ecriedeHUue TUCIMIITIMHBI

Ayautopuu JiIsi IpOBEASHUS JIEKIIMIA U CEMUHAPCKUX 3aHATUI C TEXHUYECKUMU CPEICTBAMU
o0yueHHs (MyJIbTUMEIUA-TIPOEKTOP (BUACONPOEKTOP), IKpaH (IIEPEHOCHOM WIIM CTAl[HOHAPHBIN)),
KOMIIBIOTEPHBIN KJIacc JUIsl MPOBeIeHNUs JTa00paTOPHBIX 3aHATUH.

1. Ilepeuens I1O

Nent Haumenosanue [10 IIpousBogurens Crioco6
/i pacmpocTpaHeHUs
(ruyenzuonnoe unu



http://znanium.com/go.php?id=942800/
http://znanium.com/catalog/product/455324
http://znanium.com/catalog/product/917159
http://www.consultant.ru/
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c60600HO
pacnpocmpamnsiemoe)
1. Adobe Master Collection CS4 Adobe JUIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JULEH3UOHHOE
3. Windows 7 Pro Microsoft JIAIIEH3UOHHOE
4, Microsoft Office 2013 Microsoft JULEH3UOHHOE
5. Windows 10 Pro Microsoft JIAIIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMLICH3MOHHOE
7. Microsoft Office 2016 Microsoft JIuneH3noHHoe
8. Zoom Zoom JIMIIEH3UOHHOE

2. Ilepeuens B/l u UCC

Nent Haumenosanue
/m
1 | MexnayHapoansle pedepaTuBHble HaykoMeTpuieckue bJl, mocTymHbie B pamkax

HanuoHaJpHOU moanucku B 2020 r.
Web of Science
Scopus

[Ipodeccuonanbubie moHOTEKCTOBBIE B/I, JOCTYIHBIE B paMKax HaIlMOHAIbHOU
noanucku B 2020 r.

Kypuaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

XKypuansr Taylor and Francis

[Ipodeccuonanbubie MOTHOTEKCTOBBIE B/
JSTOR
W3 1anus 1o 00IIEeCTBEHHBIM U TYMaHHUTAPHBIM HayKam
Dnekrponnas 6ubaroreka Grebennikon.ru

KomnbloTepHble cipaBOYHbIE PABOBBIE CUCTEMBI
Koncynerant [Lmtoc,
l"apanTt

8 Oo0ecneuyeHnne 00pa3oBaTeJIbLHOI0 MpoLEeCca JAJI5 JHUIl ¢ OTPAHNYEHHBIMU

BO3MOKHOCTAMMU 3/I0POBbSI U HHBAJIHU/I0B

B X0J¢€ peanmr3an JUCHUITIIMHBI UCIIOJIB3YIOTCA CICAYIOIUE TOITOJTHUTCIbHBIC
METOABI O6y‘lCHH${, TCKYIICTO KOHTPOJISA YCICBACMOCTH U HpOMC)KyTO‘-IHOﬁ aTTeCTalun
06yqa1011mxcz B 3aBUCUMOCTH OT UX MHAWBUAYAJIbHBIX 0COOCHHOCTEH:

e IS CHENBIX U CIa0OBUIAIINX:

- JeKuu O(QOpPMISIOTCS B BHUAEC JJIEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C TIOMOIIBIO
KOMHBIOTepa CcO CHGI_II/IaJII/BI/IpOBaHHBIM HpOI‘paMMHBIM O6CCHC‘ICHI/ICM;

- TIMCbMCHHBIC 3aJlaHUS BBITIOJNHIIOTCA HA KOMIIBIOTEpE CO CHEIUATM3UPOBAHHBIM
HpOI‘paMMHBIM O6CCHC‘I€HI/IGM, NN MOFYT GBITB 3aMCHCHBI yCTHbIM OTBCTOM,

- obecrnieunBaeTCsl MHIUBUIyIbHOE paBHOMEPHOE ocBelieHue He meHee 300 Jrokc;

- JId BBIIOJHCHUA 3aJdaHHuA HpI/I HGO6XOHI/IMOCTI/I HpeZ[OCTaBHHeTCSI yBeanHBanmee
YCTPOWCTBO; BO3MOXKHO TaK)K€ UCIOJIb30BaHNE COOCTBEHHBIX YBEIMUYUBAIOIIUX YCTPOUCTB;
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- IUCbMEHHBIE 3aJJaHUs O(DOPMIISIOTCS yBEIMYEHHBIM HIPUPTOM;

- 9K3aMeH M 3a4€T MPOBOAATCS B YCTHON (hOpME I BBITIOIHSIOTCSA B TUCBbMEHHOW (hopMme Ha
KOMIIBIOTEPE.

® Ui IIIyXHMX U cIa00CTBIIIALIHX:

- JleKuud Oo(OpPMIISIIOTCS B BHJE 3JIEKTPOHHOIO JOKYMEHTa, JHMOO0 IpeaoCTaBIsAeTCs
3BYKOYCWJIMBAIOIIAs allllapaTypa MHAUBUAYAIbHOIO II0JIb30BAHUS;

- IUCbMEHHBIE 3aJJaHUs BBIIIOJIHAIOTCS HA KOMIIBIOTEPE B MUCbMEHHOM (hopMe;

- 9K3aMEeH M 3a4€T MMPOBOJISATCS B MUCbMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOXKHO ITPOBE/ICHUE
B (hopMe TECTUPOBAHUS.

e ISl JIUL C HAPYIIEHUSIMU OIIOPHO-/IBUI'ATEIBHOTO alapaTra:

- JeKIUH O(OPMISIIOTCA B BHJE AJIEKTPOHHOIO JOKYMEHTa, JOCTYIMHOTO C MOMOILBIO
KOMIIbIOTEpA CO CHELMATUM3UPOBAHHBIM IIPOIPAMMHBIM 00€CIIeUeHHEM;

- THUCbMEHHbIE 3a/laHusl BBIIIOJIHAIOTCS HAa KOMIBIOTEPE CO CIELHMAIU3UPOBAHHBIM
IPOTrpaMMHBIM 00€CIIEYCHUEM;

- 9K3aMeH M 3a4€T MPOBOAATCS B YCTHON (hOpME M BBITIOIHSIOTCS B TUCBbMEHHOW (hopMme Ha
KOMIIBIOTEPE.

[Ipu HEOOXOIMMOCTH MpEeNyCMaTPUBACTCS YBEIMUYEHNE BPEMEHHU ISl [TOAITOTOBKH OTBETA.

IIponenypa  mpoBefeHHs ~ IPOMEXYTOYHOM  arrectauuu  Juis  OOy4aroIuXcs
YCTaHABIMBACTCS C YYETOM UX HMHIUBUAYaJbHBIX ICUXO(PHU3MUECKUX OCOOESHHOCTEH.
[TpomexyTouHast aTTecTalysi MOKET IPOBOAUTHCS B HECKOJIBKO 3TAIIOB.

[Ipu npoBeneHun npoueaypbl OLEHUBAHMS PE3YIbTaTOB OOyuYeHUs MpedyCcMaTpuBaeTCs
UCIIOJIb30BAaHME TEXHUYECKUX CpEACTB, HEOOXOAMMBIX B CBSI3U C HMHJIUMBUAYaJIbHBIMU
0COOEHHOCTSAMU O0yYaromMXcsi. DTU CPEACTBA MOTYT OBbITh ITPEIOCTABIEHBl YHUBEPCUTETOM, HITU
MOTYT HCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUYECKHE CPECTBA.

[IpoBenenne mpoueaypbl OLEHUBAHUS — pe3yJabTaToB  OOyuyeHUs  JIOMYCKaeTcs C
UCIIOJIb30BaHUEM JAMCTAHIIMOHHBIX 00pa30BaTeIbHbBIX TEXHOIOTUH.

ObecnieunBaercss 10CcTyn K MH(OPMALMOHHBIM M OHOIMOrpaduueckuM pecypcam B CETH
WuTepHeT Ui Kaxkaoro oOydaromierocs B ¢opmax, aJalTHPOBAHHBIX K OIPaHUYEHUSIM HX
3/10pOBbS U BOCTIPUATHUS HHPOPMAIUH:

e JUIS CIENbIX U cIa00BUIAIINX:

- B ICYaTHON (pOopMe yBETMUEHHBIM HIPUPTOM;
- B (hopme 31eKTPOHHOTO TOKYMEHTA;

- B hopMme aynuodaiina.

e Ui TIIYXMX M CIa0OCHbIIAIINX:

- B Ie4atHou (opwme;

- B (hOpMe 3JIEKTPOHHOTO JOKYMEHTA.

e Ui 00yYaroIuXxcs ¢ HAPYLUICHUSIMHU OMOPHO-ABUraTeIbHOIO arnmapara:
- B me4aTHo# (opme;

- B (hOpMe IIEKTPOHHOTO JJOKYMEHTA;

- B hopme ayauodaiina.

VYyeOHble ayAUTOPUH JUI BCEX BUAOB KOHTAKTHOW M CaMOCTOSITEIbHON paboThI, HayyHas
O0uOIMoTEeKa W MHBbIE NOMEUICHUs JJIsi O0y4YeHHUs! OCHAIIEHBI CIEelHaIbHbIM 000pyAOBaHUEM U
y4eOHBIMH MECTaMHU C TEXHUYECKHMHU CPEACTBAMHU O0YUEHUS:

® IS CIIENBIX U CIA0OBUISIIUX:

- YCTPOMCTBOM Ui CKaHUpOBaHUs U yTeHus ¢ kamepoir SARA CE;

- mucruieeM bpaitng PAC Mate 20;

- npuaTepom bpaitnst EmBraille ViewPlus;

e Ui DIIYXHX U CIa0O0CHbIIAIINX:

- aBTOMATU3MPOBAHHBIM pPA0OYMM MECTOM JUISl JIIOJCH C HapylIeHHeM clyXa |
¢J1a00CIIBIIIAIINX;

- aKyCTUYECKHM YCHIINTENb U KOJIOHKH;

e Ui 00yYaroIuXcs ¢ HAPYIICHUSIMHU OMOPHO-ABUTaTeIbHOIO armapara:
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- IepeIBKHBIMH, PETYJINPYEMbIMH 3proHoMuueckumu napramu CU-1,;
- KOMIIBIOTEPHON TEXHUKOMN CO CIIEHUAIBHBIM IPOrPAMMHBIM 00ECTICYCHHEM.

9 MeToauueckue MaTepuasbl
9.1 IlnaHbl NPAKTHYECKUX 3AHSITHIA.

Tema 1. Posib 1 MecTO ceKpeTapsi B COBPEMEHHBIX CTPYKTYPaX yIpaBJieHus.
Lenv 3anamua: OnpenenuTh OPraHU3alLMOHHBIE M IPABOBBIE OCHOBBI JIEATEIBHOCTH

CEKpeTapel, HayuuTbCs OIPEAEIATh IMEPCOHAIBHYIO 3arpy’KEHHOCTb CEKpeTaps, COCTaBIATh
JIOKaJIbHbIE HOPMATUBHBIE aKThI B Cepe ero ACSITEIbHOCTH.

dopma npogedeHus — MIPaAKTUIECKOE 3aJIaHUE.

3aoanus:

1.M3yuuth TUNOBBIE CTPYKTYpbI CIYy>KO J1€JI0MPOU3BOJCTBA (KaHIEISAPHil), ONpeaeIuTh
MECTO CEKpPETapUaTOB U CEKpeTapel pyKOBOAUTENIS B CTPYKTYPE YIIPABIICHUS.

2. B coorBercTBUU C mpeaniokeHHOUN «dortorpadueity pabodero AHS cekperaps, U
MPEJIOKEHHBIMA  HOPMAaTHBHO-METOJIMYECKUMU MaTepualaMi paccuuTaTh MEPCOHAIBHYIO
3arpyK€HHOCTb CEKpeTapsl.

3.Ha ocnoBanuu npodeccnoHanbHOro cTanaapra «CrenuanucT Mo OpraHu3alioHHOMY U
JTIOKYMEHTAIlMOHHOMY OOECHEUYEeHUI0 YMPABICHUIO OpraHu3alueil» W THIOBOW CTPYKTYpPHI
JOJKHOCTHOM MHCTPYKIIUHU, pa3padoTaTh 3TOT JOKYMEHT AJI CEKpeTapsi PyKOBOJAUTETIS.
Yrazanus no evinonnenuro sadanui:

1. 3yunTh npeAcTaBICHHBIE CXEMBI C THTIOBBIMH CTPYKTYpPaMH CITYKO I€TONPOrU3BOICTBA
(kaHIENApHil), yCTAHOBUTH KAaKOE MECTO B CTPYKTYPE YIIPaBICHHUS 3aHUMAaET CEKpeTapHar, Kakue
CEKpeTapH BKJIIOUEHBI B COCTaB CEKpeTapuaTa, Kakhue METOAMYECKH UM pyKOBOAATCSA. OTBETUTH
Ha BOIPOC, K KAKOW KaTeropuu OTHOCUTCS CEKpeTaphb pykoBoauTens. [lomunHeHHOCTh ceKkpeTaps
PYKOBOJUTENS OTPA3UTh CXEMAaTUUYECKHU.

2. M3yuuth «dortorpaduto» pabodero HHS ceKperaps, CAelaTh BBIBOJI O COCTaBE €ro
byHKIUH, onpeenuTh, Kakue u3 QyHKIUHN SBISIOTCS HOPMUPOBAHHBIMH, Kak HET. C MOMOIIBIO
dbopmyn pacyera SBOYHON YUCICHHOCTH M HOPM BPEMEHH, 3aKPEIUICHHBIX B OTPACIEBBIX H
MEKOTpacaeBbIX HOPMATHBAX BPEMEHH, PACCUMTATH MEPCOHAIBHYIO 3arpyKEHHOCTh CEKpeTaps.
Crenatb COOTBETCTBYIOIIHMIA BBIBOJI O MEpax MO ONTUMHU3ALNN €T0 padOTHI.

3.3yunth KBanM(UKAMOHHBIE XaPAKTEPUCTUKH CEKpeTaps  pyKoBoauTens (w3
npodeccuoHanpHoro crangapra «CHenualucT M0 OpraHU3alMOHHO-I0KYMEHTAIIHOHHOMY
00€eCnevyeHnIo AeITeIbHOCTH OpHraHU3alun»), CeTIaTh BBIBOJ O cocTaBe (DYHKUUN ceKkpeTaps.

Ha ocHOBaHUM THUTIOBOM CTPYKTYpPBI, pa3paboTaTh JOIKHOCTHYIO CEKpeTaps PyKOBOIUTEIIS.
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Pa3zmensl  MODKHOCTHOM — MHCTPYKIMHM — «IIpaBa» W «OOS3aHHOCTH»  CIIEAYET
chopMyIHpOBATH UCXOS U3 PYHKIUI ceKpeTapsi.
B kauectBe pabouero marepuaia K COCTAaBICHHIO JODKHOCTHOW WHCTPYKIIMM MOYKHO

0hOpMHTH TAOIHUITY:

DOyHKUUH (J0KHOCTHBIE IIpaBa OTBETCTBEHHOCTH

00s13aHHOCTH)

Chucox ucmouHuko8 u iumepamypul.
Hcemounuku:

®enepanbhblil 3ak0H 0T 27.07.2006 Neo 149-03 «O06 unbopmanuu, HHPOPMAITHOHHBIX
TEXHOJOTHSX W 3amuTe HWHPopManuuy [DIeKTpoHHBIA pecypc] — Pexum pocryma:
http://www.garant.ru.

®enepanbublil 3akoH oT 02.05.2006 Ne 59-D3 «O mopsake paccMOTpeHHs oOpalieHuit
rpakaadn  Poccuiickoit  ®enepanum»  [OneKTpoHHBIM  pecypc] — Pexum  nmoctyna:
http://www.garant.ru.

@®enepanbHbiii 3akoH oT 27 wmronsg 2006 r. N 152-03 «O mepcoHANBHBIX JTaHHBIX)
[DnexTpoHHBIH pecypc]| — Pexxum noctyna: http://www.garant.ru.

[Ipodeccuonanpupiii  cranmapt  «CHenuamucT MO OPraHU3AIMOHHOMY U
JIOKYMEHTAIIMOHHOMY OOECIEYCHHUIO YIPaBICHUIO OpTraHu3aluen» [DIeKTpoHHBIA pecypc] —
Pexxum noctyma: http://www.garant.ru.

Jumepamypa

Obs3amenvhas

beikoBa T.A. JlokymeHTanimoHHOEe oOecleueHrne yIpaBieHUsi (IeI0MpPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yueoHoe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ u3a. nmepepad. u
JIO1I. - Mocksa: HNndpa-M, 2018. -304 c. —Pexum JOCTyIa:
http://znanium.com/go.php?id=942800/

JlononnumenvHas
Jlykam, FO. A. BeiTh cekpetapeM pykoBoauTeNs GUPMBI [ DJIEKTPOHHBIN pecypc] : yueo.
nocobue / FO. A. Jlykam. - M.: @aunTta, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum

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

[Tpodeccus - momorHUK pykoBoautens: [Ipuemsr «Bbiciero mutotaxa» / Jlazapes K. -
M.:Anpriuaa  [la6m., 2016. - 144 c.. ISBN 978-5-9614-1706-7 - Pexum pgocrtyma:
http://znanium.com/catalog/product/917159



http://znanium.com/go.php?id=942800/
http://znanium.com/catalog/product/455324
http://znanium.com/catalog/product/917159
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Mamepuanvno-mexnuueckoe obecneuenue 3aHAmMus.
Paznarouneiii Matepuait:
1. Belmepxku u3 mnpodeccHoHambHOro crapaapra «CrnenuanucT Mo OpraHu3alloHHO-
JOKyMEHTALMOHHOMY 00€CIIEUCHHUIO IESTEIBbHOCTH OpraHUu3aIin
2. Marepuansl 1e10B0ii urpsl («dotorpadus» pabodero JHs ceKpeTaps).
3. COOpHUKHM C HOpMATHBAMHU BPEMEHH.

4. CxeMsbl CIIyk0 JIeTTOTPOU3BOICTBA (KaHIIEISPHIA).

Tema 2. Oprannsauuonﬂo-a)lechpaTuBHaﬂ AEATECJIBbHOCTD CEKPETAps

Lenv 3amamusn: OnupenenuTb OCHOBHBIE OpPTaHMW3AalMOHHBIE (YHKIUU CEKpeTaps,
0TpaboTaTh TEXHOJOTHIO BEIEHUS TpUeMa IOCeTUTENE!, OArOTOBKU COBEILIAHHsI, KOMAaHAUPOBOK
PYKOBOJIUTEIIS.

Dopma npoeedenus — MPaAKTUUECKOE 3aaHUE.
3aoanus:

[.M3yunts ®3 «O mnopsake paccMOTpeHUs OOpallleHUil TIpaxaaH», ONpPEIeIUTh
0053aHHOCTH CeKpeTaps B XOJA€ MPOBEACHMUA MpUEeMa TpaXJaH IO JHUYHBIM BOIPOCAM.
[ToaroroButh (opMy peructpanuu nocerureneid. Ha ocHoBe MmarepualoB JA€I0BOM HIpbl
0(QOPMUTH KOHTPOJIbHYIO KaPTOUKY Ha TIOCETUTEIS.

2. VI3yunTh MOMIArOBYI0 MHCTPYKIUIO MOATOTOBKM COBELIaHUS, OPOPMHUTH JOKYMEHTHI,
CO3/aBacMbl€ B XOJI€ 3TOU MPOLETYPHI.

3. Ilpoananu3upoBaTh MaTepHajbl J€JIOBOW Wrpbl (MH(OPMAIMIO O KOMaHAMPOBKE
pykoBoauTens), OGOPMUTH JIOKYMEHTHI, CO3JaBaeMbleé B XOJie¢ TIOATOTOBKM K TIIO€3]KE

PYKOBOJUTEIIS.

Ykazanus no evinonnenuro 3a0anuii:

1. Nzyunts @3 «O nopsike pacCMOTpEeHHsT 00paIlieHu i TpaKaan», clieaaTh
BbIBOJl , KAKHMEC BOIIPOCHI IIpUEMa I'paXJaH PCriIaMCHTHPOBAHBI B JTaHHOM 3aKOHC. YcTaHOBUTH
MOPSIOK TIpUeMa TpaXKAaH, TOKyMEHTHI, oopmisieMbie B Xoae ux mnpuema. OGopMuth B BUIE
MOIIArOBON MHCTPYKIIMH.

Ha ocHoBe maTepuainoB e710BOM UTPHI, colepkaiie HHGOPMAITUIO O TIOCETUTENE, IIETH
MOCELIEHUS, TMPEIOCTaBIsIEMbIX MaTepuanax 3aperucTpUpoBaTh IIOCETUTENS B JKypHaJe

perucTpanuy NoceTuTeNe win opopMUTh KOHTPOJIBHYIO KAPTOUKY.
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2. W3y4uTh MomaroByt0 MHCTPYKIIMIO TOJTOTOBKU K COBEIAHUIO, CAENaTh
BBIBOJI O COCTaBEe JOKYMEHTOB, O(OPMIISEMBIX CEKpeTapeM B XOJE€ €ro IOATOTOBKH U
MOCIIEIOBATEIPHOCTH HX co3aaHus. OQOpMUTh COOTBETCTBYIONIUE JTOKYMEHTHI (CIMCOK
Y4aCTHUKOB, TIOBECTKA JTHS, SIBOYHBIH JIUCT, IPUIJIAIIEHUE Ha COBEIIAHNUE).

3. Hcnonpe3ys MaTepuabl JeJI0BOM UTPbl OPOPMUTH KOMIUIEKT JOKYMEHTOB
K TI0€3JKE PYKOBOJIUTENS: IUJIaH T[IO€3/IKM, NPUKa3 O HampaBlICHUU PYKOBOAMUTENS B
KOMaHJAMPOBKY, IMPUKA3 O BO3JIOKEHUU OOS3aHHOCTEH PYKOBOJIUTEINS Ha ero 3amecturtens. [Ipu
pa3paloTKe MprKa3a O HalpaBICHUH PYKOBOJAUTENSI B KOMaHIUPOBKY MOKHO BOCIOJIb30BaThCS
yHubuUIMpoBanHoM popmoit T-9 miu coctaBUTh €ro mo o6mUM npaBuiaM oQOpPMIICHUS JaHHOTO

BUJa JOKYyMCHTA.

Cnucox ucmoyHuKo8 u 1umepamypul.
Hcemounuku:

®enepanbueblii 3akoH oT 27.07.2006 Ne 149-D3 «O6 nrdpopmaiuu, nHHOpMAITMOHHBIX
TEXHOJOTHSX W 3amuTe HWHPopManuu» [DJIeKTpoHHBIA pecypc] — Pexum pocryma:

http://www.garant.ru.

®enepanbubiif 3akoH 0T 02.05.2006 Ne 59-@3 «O nopsiike paccMOTpeHHs oOparieHuit
rpaxknan  Poccmiickoit  ®enepamun»  [DnekTpoHHBIM  pecypc] — Pexum  moctyma:
http://www.garant.ru.

@Oenepanbubiii 3akoH oT 27 wuronga 2006 r. N 152-03 «O mnepcoHaNbHBIX JaHHBIX)
[DnexTpoHHBIH pecypc]| — Pexxum noctyna: http://www.garant.ru.

[TpodeccuonanbHbIM CTaHJIapT «Crenpanuct 1o OpraHu3alluiOHHOMY U
JIOKYMEHTAIIMOHHOMY OOECIEUCHHUIO YIPaBJICHUIO OpTraHu3aluen» [DIeKTpoHHBIA pecypc| —
Pexum noctyna: http://www.garant.ru.

Jumepamypa

Obsa3zamenvhas

beikoBa T.A. JlokymeHTanimoHHOEe oOecleueHne yIpaBieHusi (IeI0MpPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yuebnoe nmocobue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e u3z. nepepad. u
JIOII. — Mockaa: Hudpa-M, 2018. -304 C. —Pexum JIOCTyTa:
http://znanium.com/go.php?id=942800/

JlononnumenvHas

Jlykam, FO. A. BeITh cekpeTapem pykoBoauTenst pupmbl [DIIeKTpOHHBIN pecypce] @ yueO.
nocooue / FO. A. Jlykam. - M.: @aunTta, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
noctyma: http://znanium.com/catalog/product/455324



http://znanium.com/go.php?id=942800/
http://znanium.com/catalog/product/455324
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[Tpodeccus - momorHUK pykoBoautens: [Ipuemsr «Bbiciero mutotaxa» / Jlazapes K. -
M.:Anprimaa  [labn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum poctyma:
http://znanium.com/catalog/product/917159

Mamepuaﬂbyo-mexﬂuqemoe obecneyenue 3aHAMuUsL:

Paznarounslii MaTepuait:

1. Bbiepkku U3 paBOBBIX aKTOB;
2. Marepuansl  fen0BOH  Urpbl  (IIpMEM  IIOCETUTENEH, COBEILAHUE,
KOMaHJIUPOBKA).

Tema 3. Padora cexperaps o HHGOPMANMOHHOMY 00CTY;KHBAHHIO PYKOBO{HTEIS
Lenv 3anamus: W3yunTh QyHKOIUH cekperaps M0 WH(DOPMAIMOHHOMY OO0CITY>KHBAHUIO

PYKOBOJIUTEIS, OTPA0OTATh HABBIKK HH(POPMALIMOHHOM PabOTHI.
dopma nposedenust — MPAKTUICCKOE 3a/IaHuE.
3aoanus:

1.ITpoananu3npoBaTh MpeI0KEHHBIC UCTOYHUKY HH(POPMAIIHH ¥ BEIOpATh HEOOXOUMBIN
B COOTBETCTBUHU C 33JIaHUSMU JCIIOBOM HUTPHI.

2. [ToAroToBUTH MIpecc-penu3 O MPEACTOSIICH BRICTABKE, B KOTOPOU y4acTBYET KOMITAHUS
U PYKOBOJIUTENb.

3.M3y4nTh cTaTUCTHYECKUE TAHHBIC 00 UCTIOTHUTEIHLCKON TUCITUTUTMHE B OPraHU3aINu 32
OTUYETHBIN TIEPHUO/I, TOJATOTOBUTH AHATUTHIECKYIO CIIPABKY.
Vxazanus no evinonnenuro 3a0anuil:

1.M3yunTh MaTepuasbl NEI0BOM WIPHI, BBIICHUTH, Kakas HH(opmanus HeoOxoamma
PYKOBOJIUTEITIO IO YCJIIOBUSM HUTPBI. Y CTAHOBUTH KaKWe MCTOYHHKU HAWOOJIEE COOTBETCTBYIOT
3alaHHbIM ycioBusM. Crenath BBIBOA 00 HX JIOCTOBEPHOCTH, CBOCBPEMEHHOCTH, JIOCTYITHOCTH,
MOJIHOTE, IEPBUYHOCTHU UM BTOPUYHOCTH UCTOUYHUKOB HHQOpMaIiu. Pe3ynbTaTsl aHamn3a MOTyT

ObITH 0(OpPMIICHBI B BU/I€ TAOJIUIIBL:

Hcr Kpurepun onieHKH HCTOUHMKA
OYHUK ITo Joctos Croespe Iocr IMepBu4HOCTH/
nHpopmarr JHOTA €pPHOCTD MEHHOCTh YIHOCTh BTOPUYHOCTD
nn

2.M3yuntes MaTepuanbl JeJOBOW HUrpel  (ydyacTHME€ B BBICTaBKE), Ha OCHOBAHUU
NpPEUIOKEHHONH TUMNOBOM ¢opMmbl mpecc-penusa, odopmuth Ilpecc-penuza mis CMU,
colepKalil MHMOPMALUMI0 O NPEACTOSIIEM MEpPONPHUATHH M YYaCTUU PYKOBOJUTEIS B
OTKPBITHH BBICTaBKH.

3. M3yuuTh npeacTaBiIeHHbIC B TAOIUIE CTATUCTUYECKHE JaHHBIE 00 MCIIOIHUTEIECKOM

JUCLUUIUIMHE B OPraHM3allMy 3a OTYETHBIA nepuoi. Pa3paboTarTh aHANIMTHYECKYIO CHpPaBKY C


http://znanium.com/catalog/product/917159

22

y4eToM TpeOOBaHUM K CTPYKType TeKcTa 3Toro jgokyMmeHnrta u tpebosanmii 'OCT P. 7.0.97-2016

npu ee 0POPMIICHHH.

Cnucox ucmoyHuKo8 u 1umepamypul.
Hcmounuku:

®enepanbublii 3akoH o1 27.07.2006 Ne 149-D3 «O6 undopmaruu, nHHOpMAITMOHHBIX
TEXHOJOTHSX W 3amuTe WHPopManuu» [DIeKTpoHHBIM pecypc] — Pexum pocryma:

http://www.garant.ru.

®enepanbublil 3akoH oT 02.05.2006 Ne 59-D3 «O mopsiake paccMOTpeHHs oOpalieHuit
rpaxknan  Poccmiickoit  ®enepamun»  [DnekTpoHHBIM  pecypc] — Pexum  goctyma:
http://www.garant.ru.

Oenepanpubiii 3ak0oH oT 27 wurwong 2006 r. N 152-®3 «O mnepcoHAIBHBIX JaHHBIX)»
[DnexTpoHHBIH pecypc]| — Pexxum noctyna: http://www.garant.ru.

[TpodeccrnonanbHbII CTaHJIaApT «CrenuanucT o OpraHu3alluOHHOMY U

JIOKYMEHTAIlMOHHOMY OOECIEUYCHHUIO YIPaBJICHUIO OpraHu3anuei» [DIeKTpOHHBIM pecypc]

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

. TOCT P 7.0.97-2016. Cuctema craHaapToB mno HHpOpManuu, OUOIUOTEUHOMY H

u3zaTesnbckoMy aeny. OpraHu3allMOHHO-paclopsiAUTedbHas JOKyMeHTauus. TpeGoBaHUs

=~

oopMIICHHIO TOKYMEHTOB. [ DJIeKTpOHHBIH pecypc] — Pexxum mocrtyma: http://www.garant.ru.

Jumepamypa

Obsi3amenvhast

beikoBa T.A. JlokymeHTanimoHHOEe oOecleueHne yIpaBieHus: (IeI0MpOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yueoHoe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ u3a. nmepepad. u
JIOII. — Mockaa: Hudpa-M, 2018. -304 C. —Pexum JIOCTyTa:
http://znanium.com/go.php?id=942800/

JlononnumenvHas

Jlykam, FO. A. BeiTh cekpetapeM pykoBoauTENS GUPMBI [DIIEKTPOHHBIN pecypc] : yueo.
nocobue / FO. A. Jlykam. - M.: @aunTta, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocryna: http://znanium.com/catalog/product/455324

[Ipodeccus - momourHuk pykoBoautens: [Ipuemsl «Bbiciiero nuinoTtaxa» / Jlazapes K. -
M.:Anprimaa  ITabm., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexwum jgoctyrma:
http://znanium.com/catalog/product/917159

Mamepuaﬂbﬁo-meXHuquKoe obecneyenue 3aHAMUsL:

Paznarounslii MaTepualt:


http://www.garant.ru/
http://www.garant.ru/
http://znanium.com/go.php?id=942800/
http://znanium.com/catalog/product/455324
http://znanium.com/catalog/product/917159
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1.TOCT P 7.0.97-2016. Cuctema cTaH1apToB 1o HHGpOpMauu, OMOJIMOTEIHOMY U
u3zaTeNbeckoMy ieny. Opranu3almoHHO-PACIOPSIUTENbHAS JOKyMeHTaus. TpeboBaHus K
0(OPMIICHHIO TOKYMEHTOB.

2.Matepualsl IeJI0BOM UTPHI (3a]1aHKE PYKOBOJUTENS HA MOMCK HH(OPMAIIHH, ITHCEMO 00
YYaCTHH B BBICTABKE, CBOJIHAS TA0JIUIIA 110 CTPYKTYPHBIM MOAPA3ICICHUSIM 00 HCIIOIHUTEILCKON

JTUCLHUTLIINHE)

Tema 4. Opranusanusi padoTbl cekpeTaps.

Lenv 3anamus: W3y4UTh UCTOPHUIO CEKPETAPCKOM CIY>KOBI, paccMOTpPETh M OOCYIUTH
OCHOBHBIC (DYHKIIMH, BBITIOJTHICMBIC CEKPETAPEM.
Dopma npogedenus — TTOATOTOBKA U 3aIUTA JOKJIAI0B.

B mpoumecce mMOATOTOBKM K  MPaKTUYECKOMY  3aHITHIO, CTYJEHTBHl JIOJDKHBI
CaMOCTOSITENIbHO M3YYUTh OJIMH UM HECKOJIBbKO aCMEeKTOB MPEIJI0KEHHOW TEMbI, TOATOTOBUTH
pa3BepHYTHIN TOKIJIAJ, COASPKAIINI OCHOBHBIC TE€3HCHI TOKJIAA, TIO3UIUIO aBTOPA, €r0 OICHKH
U3JI0KEHHOU NH(POpMAIIHH.

[IpakTuueckoe 3aHsATHE TPOXOAUT B (opMe pa3BepHYTOMl Oecenbl ¢ 3aciaylIMBaHHUEM
TOKIaTIrKoB. Kaxk/Iblil U3 JOKIAJ0B JOKEH OTPaXKaTh OTJENbHBIN aCeKT TEMbl CEMHHAPCKOTO
3aHSTHSL.

OOcyxeHnre J0KJIana OCYHIECTBISETCS B (OpME TUCKYCCHUU C TPHUBIICYEHUEM BCEX
CTYJIEHTOB TPYMIbl. B X0/1€ NUCKYCCHU CTYIEHTHI BBICKA3bIBAIOT CBOE KPUTUYECKOE OTHOIICHUE
K TeMe JIOKJIa/1a, BBIIBUTAIOT CBOM TOYKH 3PEHUS.

TeMbl 10KJIA10B:

1.Ucropus cexperapckoi ciry>k0bl TOpeBOMIOIIMOHHOM Poccuu.
2.Ponb cekperapeil B COBETCKUX yupexaeHuAxX XX Beka.
3.Anekcanap [Tockpe6rimeB — cekperaps U.B.Cranuna
4.I'anuna benncnasckas — cekperapb C.A.Ecenuna
5.AnnHa CHuTkHHa — cekperapp ©.M.J/locToeBckoro
6.Muxaun Cnepanckuii — cekpetapb Anekcanspa |
7.I'aBpuna [lep>xaBuH — cekperapb Exarepunsi ||
8.Anexceilt Makapos — cexpetaps Iletpa 1

9.Anexcannap bezbopoako — cekperapb Exarepunsi ||
10.JIngus ®otuesa — cexperapp B.W. Jlennna

11.ITerp KproukoB — cexperaps M. ['oppkoro

12. Banepus JlebeneBa — cekperaps M.M. [Ipumsuna
13. MBan beuxkoii — cexperaps Exarepunsr |l
14.Bnagumup Ilo3uep — cexperapp C.5. Mapiaka
15.A.C. I'paueB — ipecc-cexpetapb M.C. ['opbauena

16. JIronmuna bapmesa — cexperapp A.H. ToncTtoro

17. A.A. I'pomoB — nipecc-cexkperaps B.B. [TyTtuna



24

18. CoBpeMEHHOE COCTOSIHUE CEKpPETapCKON CIy)XKObl B YCIOBUAX HWHTCHCU(DUKAIIUN
YIPaABIEHYECKUX IPOILECCOB, PACHIMPEHHUS MaciTaOoB JESITEIBHOCTH TOCYAAPCTBEHHBIX W
KOMMEPUYECKUX CTPYKTYP.

19..Kareropuu cexperapeii. Cexkperaps B CTpyKType ciryx0b1 JIOY, B anmapare pyKoBOAUTES, B
COCTaBe CTPYKTYPHOI'O NOJpa3eIICHUs

20.OyHKIMM M JOJDKHOCTHBIE OOSI3aHHOCTU CEKpeTapeil B 3aBUCHUMOCTH OT KaTE€ropuu
CEKPETapCKOro 00CIyKUBaHUs

21.JlenoBol STHKET B paboTe CeKpeTaps

22 .IlpaBuiia OBEACHUS CeKpeTapsl B KOH(DIMKTHBIX CUTYaLMsIX

23.IlpaBwiia J1eNOBOrO  OOMIEHUSI C PYKOBOJHUTEIEM, COTPYIHUKAMH, MOCETHTEISIMH,
O JYMHEHHBIMU

24. TpynoycTpOoiCTBO CeKpeTaps U ajanTalys Ha HOBOM MECTe

25. CekpeTapb ¥ pyKOBOJIUTEIb, B3AUMOOTHOILEHUS [1OJIOB.

26.Ctpecc Ha pabouem mecte. Kak n36exars cTpecca u Kak ¢ HUM OOpOTHCH.

27.Crioco0slI oMcKa paboThl, aHAIM3 BaKaHCUH HA PBIHKE TPyIa, 3h(ekTHBHOE pe3roMe.
HcToyHuKkM U uTeparypa:
beikoBa T.A. JlokymeHTanimoHHOe oOecleueHrue yIpaBieHusi (IeI0MpPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebroe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ u3a. nepepad. u
JIOII. — MockBa: HNuppa-M, 2018. -304 C. —Pexnm JIOCTYTIA:
http://znanium.com/go.php?id=942800/

Jlykam, FO. A. BeITh cekpeTapeM pykoBoAMTENS GUPMBI [DIIEKTPOHHBIN pecypc] : yueo.
nocooue / FO. A. Jlykam. - M.: @aunTta, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocryma: http://znanium.com/catalog/product/455324

HpO(l)CCCI/IH - IOMOIITHHUK py'KOBOI[I/ITeJ'ISIZ HpI/IeMLI «BBbBICHICT'O ITHUJIOTAXKa» / Ha3apeB K. -
M.:Anprimaa  [labn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum pocryma:
http://znanium.com/catalog/product/917159

Konecuuxosa H. JI. [lenoBoe o6mienue. Business Communication [DneKTpoHHBIN pecypc]
: yueb. nocobue / H. JI. Konecnukona. - 5-e u3f., crep. - M.: ®aunra, 2012. - 152 c. - ISBN 978-
5-89349-521-8. - Pesxum moctyna: http://znanium.com/catalog/product/495986

JlenoBoe o6Omenue. JlemoBoit aTukeT: Y4ebd. mocobue ajis CTYIEHTOB BY30B / ABTOp-

cocraButens MU.H. Kysnenos. — M. : KOHUTHU-AAHA, 2017.- 431 c. - ISBN 978-5-238-01337-
4. - Tekcr : anextponnsiid. - URL: http://znanium.com/catalog/product/1028716

Kysunernos U.H. [lenoBoe obmenue. - 7-¢ uzm., nepecm. - M.:Jlamkos u K, 2018. - 528 c.:
ISBN 978-5-394-02951-6 - Pexxum moctyma: http://znanium.com/catalog/product/411372

JlenoBoe obmienue: YuedHoe nmocobue / Jlepesiukun E.B., - 2-e uzn., crep. - M.:®nunTa,
W3n-Bo VYpan. yu-ta, 2017. - 48 c. ISBN 978-5-9765-3088-1 - Pexum nocrymna:
http://znanium.com/catalog/product/946644

9.2 MeTtoanyeckne peKOMEHIALHH M0 MOAr0TOBKEe MNUCbMEHHBIX PadoT


http://znanium.com/go.php?id=942800/
http://znanium.com/catalog/product/455324
http://znanium.com/catalog/product/917159
http://znanium.com/catalog/product/495986
http://znanium.com/catalog/product/1028716
http://znanium.com/catalog/product/411372
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B nporecce oOyuenus ctyneHTsl PITY BBITIONHSIOT pa3Hbie BUABI THCHBMEHHBIX pa0oT.

OCHOBHBIMU LIEJIIMU [TUCBMEHHBIX pa0dOT B By3€ SBISIOTCH:

* 3aKpEIUICHHUE MT0JIyYEHHbIX 3HAaHUH 10 CIIeUATIbHOCTH, IPUMEHEHNE 3TUX 3HAaHUH 1pH
peneHny npoecCuOHATIBHBIX 3a/1ay;

* pa3BUTHE HaBBIKOB BE/ICHUS CAMOCTOSITEIbHON pabOThl, OBJIaJIEHUE METOAUKAMU U
IPUHLIMIIAMU CaMOCTOSITENIbHOM HCCIIE10BATENIbCKON JESITENIbHOCTH;

* (hopMupoBaHNE YMEHUS TPAMOTHO U JIOTMYHO U3J1araTb COOpaHHbIE HAyYHbIE JAHHbIC
Y MaTepuabl COOCTBEHHON UCCIIEJOBATEIbCKOM 1€ATENbHOCTH.

Haubonee npocrasi, HO oueHb BakHast popMa MMCbMEHHON paboThI B By3€ — 3TO
KOHTpoJIbHas pabota. OHa sBIISETCS 00s3aTEeIbHBIM 3JIEMEHTOM CAMOCTOSTEILHONU PabOTHI
CTYZAEHTA U, IPEXKJIe BCEro, AEMOHCTPUPYET YMEHHE BOCIIPUHUMATh U IIEPEAaBaTh
UH(OPMALIHIO.

OTOT BUJ MUCBMEHHON PabOThI IPEAYCMOTPEH YUEOHBIMHU IUIaHAMH [TOATOTOBKH
OakayaBpoB M Ha Kadeape apXUBOBEICHHS MTPEIaracTcsi B paMKax N3y4eHUs OOIUX KypCOB U
KIIB.

Taxxe B mpouecce oOydeHHUs CTYAEHTY HPEICTOUT BHIIOJHEHHE KYpCOBBIX paloT,
KOTOpbIE (POPMHUPYIOT HCCIIE10BATEIbCKIE HABBIKH, PA3BUBAIOT CIIOCOOHOCTH CUCTEMAaTH3alMU U
OCMBICJIEHHS YK€ CYILIECTBYIOUIET0 3HAHUS M HAINpaBIEHbl Ha CAMOCTOATEIBHOE pEIlEHUE
HEKOTOPBIX TEOPETHUECKUX WM MpaKkTHUecKuX 3aaa4. KypcoBas paboTa 1eMOHCTpUPYET yMEHHE
paboTaTh C HCTOYHUKAMH, MCIIOIb30BaTh JOCTHXKEHHUS COBPEMEHHOM Hayku (Hampumep,
UCIOJIb30BaTh JOCTHXKEHHSI apXUBOBE/ICHUS, a TAK)KE CMEXHBIX HAyK M HAyYHBIX AMCLUIUINH),
YCIIEIIHO peIaTh MOCTAaBICHHBIE 3a7adyd, o0padarbiBaTh M 0000maTh Marepuan. Hammcanue
KOHTPOJIbHOM pPabOThl, MOArOTOBKA M 3allUTa KypCOBOW HMEET psj OpraHU3allMOHHBIX U
METOUYECKUX OCcOOeHHOCTeH. O3HAKOMIIEHHE C JIaHHBIMM METOJAMYECKUMHU PEKOMEHIALUSIMU
MIOMOJKET CTYAEHTaM MPaBUJIBHO OPTaHU30BaTh CBOIO yUeOHYIO M HAyYHO-HMCCIIEJOBATENbCKYIO
pabory.

O0mme Tpe0OBAHHA K CTPYKTYPE H COJCP/KAHMIO MMCbMEHHBIX pador

Baxxnoil ¢popmoii camocToaTenbHONU paboOThl CTy/IE€HTa SBISETCS KOHTPOJIbHAsA padoTa.
Ona mpenycMoTpeHa Aisi OOJIBIIMHCTBA JUCIHMIUIMH y4eOHOro IJIaHa, YUTaeMbIX Ha Kadeape
apxuBoBeieHUs. Ee HanncaHue npecienyer ueiab yriryoJaeHHOW MpopaboTKU AUCIUIIINHBIL.

KontponbHast paboTa BBINONHAETCS CTYIEHTaMH B COOTBETCTBHMM C TEMAaTUKOIA,
eXEerogHo  yTBepxkaaemoil  kadenpoit. KoHTponpHass pabora  sBISETCS  DJIEMEHTOM
CaMOCTOSITENIbHOW PabOThI CTYZEHTOB, TO3TOMY BBIOOD TEMBI MIPEIOCTABISAETCS CTYACHTY.

Jlo HamucaHWsi KOHTPOJBHOW pPabOTHI CTYAEHT JOJKEH B 1IEJIOM O3HAKOMUTBCS C
paszenaMu Kypca, peyCMOTPEHHbIMH yueOHO porpamMmoii.

Pa6ota o HanucaHuio KOHTPOJIbLHOW HAUWHAETCS C BBISBICHUS U U3yUYEHUS! HICTOYHHUKOB
U auTeparypsl o Teme. [lo okoHyaHuu cOopa W M3y4YeHHs JIMTepaTypbl U KICTOUHUKOB CIIETyeT
POYMaTh IJIaH KOHTPOJIbHOI paboThl. CocTaBiieHue MIaHa — BaXKHasi 4acTh pabOThI HAl TEMOM.
[Tnan npezacrasiser coOOi NepedeHb BOIPOCOB, OTPAKAIOIIMX COAepKaHue uccieaoBanus. Ot
TOT0, HACKOJILKO YETKO OH MPOJyMaH U MOCTPOEH, BO MHOTOM 3aBUCHUT Kau€CTBO KOHTPOJIbHOMN
pabotel. B miaH nenecoobpa3zHo BKIOYUTH HanOOJee BaKHBIE TEOPETUUECKUE U MPAKTUUYECKHE
BOIPOCHI TEMBbI, KOTOpbIE MPH HEOOXOAMMOCTH MOTYT OBbITh JAeTanu3upoBaHbl. Kak mpasuio,
pabouuii BapuaHT IU1aHa JOJDKEH ObITh pa3BepHYTHIM, UTO 00JerdyaeT paboTy Hall TEMOIl.

B oxoHuaTenbHOM BapuaHTe IUTAaH MOKET OBITh JaH B COKpAllleHHOM BHJE, HO
00s3aTENIbHBIM  YCJIIOBHEM TP 3TOM SIBJISIETCS OTPaXEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpuBaeMbIX B KOHTPOJIbHOM pa 60oTe. CocTaBleHHBIN TUTaH JODKEH HATH OTpa)KeHUE B
OTJIaBJICHUH K KOHTPOJBHOHM pabote. PaboTa nomkHa BKIIOYATh TUTYJBHBIN JIUCT, OTJIaBICHHE,
BBEJICHNE, OCHOBHYIO 4aCTh, COCTOSIIYIO U3 HECKOJIBKHMX Pa3/IeJIOB WK aparpagos, 3aKJII0OUEHHUE,
CIHMCOK MCTOYHHMKOB M JIUTEpaTypbl. Bo BBeIeHUN HEOOXOIMMO KPaTKO PACKPHITh 3HAUEHUE U
aKTyaJbHOCTh HM3y4aeMoro Bompoca (TeMbl), Ha3BaTh OCHOBHBIC 3ajadd  pabOThI, €e
XPOHOJIOTUYECKHE pPaMKH, OOOCHOBaTh CTPYKTYpY, JaThb KpaTKUil 0030p HCTOYHUKOB U
auteparypsl o Teme. O030p UCTOUHUKOB U JIUTEPATYPbl HE JOJKEH CBOAUTHCS K IEPEUNCIICHUIO
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HCIIOJIb30BAaHHOTO aBTOPOM HOPMAaTHBHOTO MaTepuaja M OMyOIMKOBaHHBIX cTaTeil. B Hem
ClleflyeT NaTh aHaJIW3 HCTOYHUKOB M JHUTEpaTyphl. B 3aBHUCMMOCTH OT o0beMa M LEJIEBOTO
Ha3Ha4YeHHs paboThl, 0030p MCTOYHUKOB U JHUTEPATYPhl MOXKET OBITH MPEACTABICH OTACIbHBIM
naparpadoM wim pa3aeioM B OCHOBHOM 4acTu paboTHlI.

OcHoBHasl 4acTb KOHTPOJbHOW PaOOTHI NOJKHA OBITh W3JI0KEHAa B COOTBETCTBHH C
IUIAHOM, OCBEIIATh COCTOSIHUE M COJEp)KaTh aHAJIU3 PacCMaTpPUBAEMbIX BOIIPOCOB C YYETOM
COBPEMEHHOT0 YPOBHSI Pa3BUTHS TEOPETHMUECKUX 3HAHUW U OMNbITA MPAKTHUYECKOH pabOoThI
ApXMBHBIX YUPEXKICHUH B 9TOH 00JIACTH.

[Ipu packpbITUU TOH WM UHOM TEMBI CTYACHT JOJKEH CTPEMUTHCS MOAPOOHO U TITyO0KO
U3JIOKUTh KPYr BOIPOCOB, BXonadumux B Hee. [lo mepe paccMoTpeHus marepuana OTIENIbHbIE
MOJIO’KEHUS KOHTPOJIbHOIM paboThI ClielyeT WLTIOCTPUPOBATh MPUMEPAMU U3 JIUTEPATyphl U, IO
BO3MOXXHOCTH, M3 TMPAKTHKH PabOThl KOHKPETHBIX apXHMBOB C 00S3aTENbHBIMU CCHUIKaMHU Ha
JUTEepaTypy U UCTOYHUKHU. B 3aKiFOU€HUN KOHTPOIBHOU paboThl HEOOXOJUMO MOABECTH UTOTHU
TEOPETUYECKON W TMPAaKTHYECKOH pa3padoTKku BOMpocoB. CIMCOK MCTOYHUKOB M JIUTEPATYPHI
MpelCTaBIsieT coOOM MepeyeHb HCIOJIB30BaHHBIX PA0OT MO TeMe, B KOTOPOM YKa3bIBAIOTCS
(dbaMUITMK U MHUIMAJIBI aBTOPa (aBTOPOB), HA3BaHUE PabOThI, MECTO, BpEeMsI €€ ONyOJIMKOBaHUS U
CTpPaHULBI.
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Ipuioxenue 1

Annomayus oucyuniunvl (Mooy.ns)

Hucuumimua  (Moxynb) — peanm3yercss Ha  (akyiabTeTe  apXHMBOBEACHUS |
JOKYMEHTOBE/IeHUST Kadeapoil JOKYyMEHTOBEIEHHs, ayJHOBU3YyalbHBIX U HAYYHO-TEXHUYECKUX
apXUBOB .

Lenb OUCUMIUIMHBI — HOATOTOBUTH CIIELUAINCTA, 00aJaroIlero 3HAaHUSIMH OCHOBHBIX
HaINpaBJICHUH OPraHNU3aMOHHON U HH(OPMAIIMOHHOH PadOThI, OCYIIECTBIIIEMOM CEKPETAPEM /TSt
o0ecrieyeHns IeATEIIbHOCTH PYKOBOAUTEIS, & TAKXKE BBIIBUTH HanOosee 2 QeKTHBHBIE METOIbI
3TO# pabOTHI.

3ajauu:

- YCTaHOBJICHHUE POJIM CEKpeTapsi B 00€CIEUEHUH AESATENIbHOCTH PYKOBOIUTES;

- OTCIEeKUBaHKUE (POPMUPOBAHUS TPOPECCUN CEKpeTapsl U ONPEACICHUS MECTA PA3TUIHBIX
KaTeropuil ceKperapei B COBPEMEHHBIX CTPYKTypax yIIPaBIICHUS;

- OTIpe/ieIeHne OCHOBHBIX TPEOOBaHMM, PEABbSABISIEMbIX K CEKpeTapsM U OpraHu3aluu ux
paboThI;

- OIMCaHWE OCHOBHBIX HAIPaBJIEHUH pabOThI ceKpeTapsi 10 0OECIEUEHUIO AesITENbHOCTH
PYKOBOJMTEIIS;

- OCBELIEHHUE BOIIPOCOB I'PAMOTHOT'0 IMOCTPOEHUS OpraHU3allMOHHO-UH()OPMAIIMOHHON pabOThI;

- (hopmupoBaHuE OCHOBHBIX MPO(DHECCUOHATHHBIX HABBIKOB.

Jucuumnirza (MOlyJib) HalpaBjieHa Ha (POpMUPOBAHHE CIEAYIONIMX KOMIIETEHIIUH:

e [IK-6.1. Mcnonb3yeT 3HaHUS MPABOBBIX M OPraHU3ALMOHHBIX OCHOB YIIPABJICHHS, OCHOB
JIOKYMEHTHOM JIMHTBUCTUKH, ITPABUII PYCCKOTO S3bIKA, AETOBOTO ITHKETA, COBPEMEHHBIX
METO/I0B TIOMCKa M 00paboTku WHpoOpMauuu Uit obecneueHus: NpodeccuoHaTbHON
NeSITeTTbHOCTH;

e [IK-6.2. OcymectBiuser cbop, 00pabOTKy W aHaiMM3 WHPOPMAIUHM, COCTABIACT |
pPEeIaKTUPYET TEKCTHl CIY)KEOHBIX JOKYMEHTOB C WCIIOJIb30BAHHEM COBPEMEHHOTO
POrpaMMHOr0 obecrieueHust ¥ 0QUCHON OPIrTEXHUKH;

e [IK-6.3. VuactByeT B MNpOBeIEHHH KOH(PEPEHTHBIX MEPONPUATHHA, JTOKYMEHTHUPYET
JeSITeIbHOCTh KOJUIETHAIBHBIX OpPraHOB, OPTaHU3YeT NMPHEM IOCETUTENEH, MIaHUpPYeT
pabouee BpeMsi pyKOBOJIUTEIS, UCIIONIB3YET COBPEMEHHOE MPOrpaMMHOE 0OecTiedeHre 1

O(UCHYIO OPITEXHUKY JJIsl HOJATOTOBKU CITYEOHBIX JOKYMEHTOB;
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e [IK-8.1. [IpumeHsieT Ha MPaKTUKE 3HAHMUS COCTaBa W MPaBWJI MOATOTOBKHA JOKYMEHTOB
KOJIJIETHAJIBHBIX OPIaHOB YIPAaBJIEHUS B OPraHU3aLMsIX pa3IuuHbIX (OpM COOCTBEHHOCTH;
e [JIK-8.2. Opranuszyer JAeATEIbHOCTb KOJUIETMAJIBHBIX OpPraHOB  YIPAaBICHUS B
OpraHu3alysaX pa3IuyHbIX (OPM COOCTBEHHOCTHU U OCYLIECTBIISIET €€ IOKYMEHTHPOBAHUE;
e [IIK-8.3. YuacTByeT B IIPOBEIEHUU 3acCE€laHUN KOJIJIETHAJIbHBIX OPraHOB YIPABIICHUS B

OpraHu3alUsIX PA3TUYHBIX POPM COOCTBEHHOCTH.

B pezynvmame uzyuenusn oucyuniunvl cmyoenm OO0JIHCeH 3HAMDb:
- POJIb M MECTO CEKpeTapsi B COBPEMEHHBIX YIPABIECHYECKUX CTPYKTYpax;
- TpeOOBaHUS, IPEIBIBIIEMBIC K CEKPETapsIM Pa3IMIHbIX KaTETOPHIA;
- OCHOBHBIE (DYHKIIMH H JOJDKHOCTHBIE O05I3aHHOCTH CEKpeTaps M0 OPraHn3aluOHHO-
MH(GOPMALIMOHHOMY 00€CTIEUEHUIO ACSITETbHOCTH PYKOBOAUTEIIS;
- IpaBWJIa PAlMOHATBHOTO TOCTPOCHUS OPTraHN3aAMOHHO-MH(POPMAITMOHHOMN pabOTHI;
-METOJUKHU pabOTHI IO JOKYMEHTHOMY U 0€3I0KyMEHTHOMY OOCITYKHBaHUIO
PYKOBOJIUTEIIS.
B pezynbmame uzyuenus oucyuniunvl cmyoenm OO0NHCeH YMemb.:
- OpPraHn30BBIBATH PAOOTY NPUEMHON PYKOBOIUTEINS;
- OpPraHU30BBIBATH TeJIEPOHHBIE IEPETOBOPHI PYKOBOIUTENS;
- TOTOBHTB JIEJIOBBIE BCTPEYH U TIEPETOBOPHI PYKOBOIHUTEIIS,
- y4aCTBOBaTh B MOJATOTOBKE M MPOBEJACHNUU KOH()EPEHTHBIX MEPOTIPHUSTHIA,
- BECTH paloTy M0 MOATOTOBKE KOMAaHAUPOBOK U JIEJIOBBIX MOE3/I0K PYKOBOAUTEIS;
- OpPraHU30BBIBATH U POBOJIUTH MPOTOKOIBHBIE MEPOIIPUSATHS;
- BeCTH UH(GOPMAITMOHHYIO paboTy;
- obecreunBaTh KOHPHUIEHINATBHOCTh HHPOPMALIIH.
B pezynomame uzyuenus oucyuniunsl cmyoenm O0JdCeH 001a0amsb HAGLIKAMU:
- OpraHu3alluy YIPaBICHYECKUX MPOLIECCOB;
- 3¢ (}eKTUBHOIO yNpaBiIeHHs BpEMEHEM;
- pabOTHI C TOCETUTETISIMU,
- OpraHu3aluy COBEIAHUM U 3ace/laHuii;
- METOJIaMH TIOUCKa, cOopa U CTPYKTYPHUPOBAHUS MH(DOPMAITUH.

[To nucuunnune (Modynro) penycMOTpeHa MPOMEXKYTOUHAsl aTTecTanusi B popme
3auema c OYeHKol.
OO1mmas TpyI0eMKOCTh OCBOCHUS! JUCIUILIMHBI COCTABIISIET 3 3aUETHHIEC CIMHHIIBL.
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