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l IlosicHuTeIbHAS 3alIUCKA

1.1 Ieanb 1 3aaa4u JUCHUILIMHBI
éJlb JUCHUITIINHBI - U3Yy4UThH OCHOBHBIC HaIipaBJICHUA 0 FaHHBaHHOHHOﬁ 148
yq p p

MH(POPMAIIMOHHON paboTHI, OCYIIECTBISIEMON CeKpeTapeM sl O0ecledyeHus: AESTeNbHOCTH
PYKOBOJUTEIIS, @ TAKXKe BBISIBUTH Hanbosiee 3h(heKTHBHbBIE METOBI 3TOM PabOTHI.

3a0auu nUCUUILIIUHBL COCTOSAT:
- YCTaHOBJICHHE POJIM CEKpeTapsi B 00ECIECUEHUH NeATEIbHOCTH PYKOBOIUTEIIS;
- OTCcheXuBaHue (POPMUPOBAHUS MPO(PECCUH CEKpeTaps U OTPEAETICHNS MECTa pa3IMYHbIX
KaTeropuii cekpeTapeil B COBpeMEHHBIX CTPYKTYpax yIpaBJICHUS;
- OTIpe/ieTICHNE OCHOBHBIX TPeOOBaHUMN, TPEIBIBIAEMBIX K CEKPETapsM M OPraHU3auH UX
paboTHI;
- OTIIMICAaHUE OCHOBHBIX HANpaBJICHUH pabOThI CeKpeTaps Mo 00eCIeUeHHIO eI TeTbHOCTH
PYKOBOJIUTEIIS;
- OCBEII[EHHE BOIIPOCOB TPAMOTHOTO MOCTPOESHHSI OPraHU3allHOHHO-MH()OPMAITHOHHON paboTHI;

- (opMHpOBaHKE OCHOBHBIX MPOGECCHOHATHHBIX HABBIKOB.

1.2 Hepequb MJIAHUPYEMBIX pE3yJIbTaTOB oﬁyqumI o IMCHHMIIINHE,
COOTHCCCHHBIX ¢ HHAUKATOPAMH JOCTHKCHHUSA KOMHeTeHHHﬁ

Komnerenuus HNapnkaropsl KoMneTeH Ui PesynbraTsl 00yueHus
(Koz1 M HaMMEeHOBaHME) (Koz1 M HaMMEeHOBaHME)
[1K-6. Criocoben IIK-6.1. Ucrionp3yeT 3HaHUS NPAaBOBBIX U | 3HATh: IPAaBOBBIE U OPraHU3aLIUOHHbBIE
OCYIIECTBIIATH OpraHU3aLMOHHBIX OCHOB YIIPABJICHUS, OCHOBBI YIIPABJICHUSI, OCHOBBI JIOKYMEHTHON
OpraHM3alMOHHOE, OCHOB JIOKYMEHTHOH JIMHTBUCTHKH, JIMHTBUCTHKH, TIPABHIIA PYCCKOT'O S3bIKa,
JIOKYM EHTAI[IOHHOE U MIPaBUJI PYCCKOTO SI3bIKA, JETT0BOTO JIETIOBON 3THUKET
nHpopMaIoHHoe STHKETa, COBPEMEHHBIX METOOB IIONCKa | YMETh: IPUMEHATH COBPEMEHHBIE METO/IbI
obecrieueHne eI TeIbHOCTH 1 00paboTky nH(pOpMaMy IS TIOMCKa 1 00paboTKK MH(pOpMayy JuIs
PYKOBOZIUTEINS OpraHU3aINN obecrieueHns MpodecCHOHATILHON obecrieueHnst MpodheccuOHATBLHOM
JeTETbHOCTH JIeITeIbHOCTH BrasieTs: HaBbIKaMu

obecreueHus JeITEIbHOCTH PyKOBOJUTEIS
Ha OCHOBE 3HAHUIA IPABOBBIX U
OpraHU3alHOHHBIX OCHOB yIPaBIICHHS,
OCHOB JIOKYMEHTHO# JIMHTBUCTHKHY,
TPaBHJI PYCCKOTO SI3bIKA, JICTIOBOTO
9THKETa, COBPEMEHHBIX METOJIOB ITOUCKA U
00paboTkn HHpOPMAIUH

[TK-6.2. Ocymectsisier coop, 00padoTKy | 3HaTh: MpaBMIIa COCTABICHUS U

1 aHanu3 MHGOPMAINH, COCTABIISET U peIaKTHPOBAHUS TEKCTOB CIIY)KEOHBIX
peIaKTUPYET TEKCTHI CITYKEOHBIX JIOKyMEHTOB

JIOKYMEHTOB C UCIOJIb30BAHUEM VYMers: cobuparb, 00pabdaTsIBaTh U
COBPEMEHHOr0 IPOrpaMMHOI0 aHAJIM3UPOBATH HHPOPMAIMIO, CO3/1aBATh
obecrieueHnst 1 OHUCHON OPITEXHUKU (opMy ee npencTaBICHUS

Brraners: HaBbIKaMu paboOTHI ¢ OUCHOMH
OPITEXHUKOM U HABBIKAMHU UCIIOIb30BAHUS
COBPEMEHHOI'0 POrPaMMHOT'0 00€CTIeYeHNUS
TIPY OCYIECTBICHUH PaOOTHI C
nH(popManmen 1 MoAroTOBKE CIIyKeOHBIX
JIOKYMEHTOB
ITK-6.3. Y4acTByeT B IPOBEICHUU 3HaTh: NOPSIOK IPOBEACHUS
KOH()EPEHTHBIX MEPOIPHUSITHH, KOH()EPEHTHBIX MEPOIIPUSITHH,




JIOKyMEHTHPYET IESITEIbHOCTD
KOJUIETHAJIBHBIX OPTaHOB, OPraHU3YET
TIpUEM ITOCETUTENeH, INTaHNpYeT pabouee
BpEMsI PyKOBOJIHUTEISI, UCIIOIb3yeT
COBPEMEHHOE MPOrPaMMHOE
obecrieueHne 1 OUCHYIO OPTTEXHUKY
JUISL TIOITOTOBKH CITYKEOHBIX
JIOKyMEHTOB

HOpPMAaTHBHYIO 0a3y B chepe obecrieueHus
KOJUICTHATBHOW eI TeNIbHOCTH

YMeTh: OpraHu30BaTh IPOBEICHUE
KOH(EPEHTHBIX MEPOIPHUITHIA,
JIOKyMEHTHPOBATH JIESITEIEHOCTh
KOJUICTHAIBHBIX OPTaHOB, HCIIOIb30BATh
COBPEMEHHOE IIPOrpPaMMHOE 00€eCIIeYeHNE 1
O0(PHCHYIO OPTTEXHHUKY

Biiagers: HaBbIKAMU OPraHU3AI|K IPUEMa
MOCEeTUTENEH, IITaHUPOBaHMs pabouee
BpPEMEHH PYKOBOIMTEIS

[TK-8. CiocobGen opranmu3oBaTh
U TIOKYMEHTHPOBATh
JIeSITEIIFHOCTh KOJUIETHATIbHBIX
OpraHOB YIPaBJICHHS
XO3STHCTBEHHBIX OOIECTB

IIK-8.1. IlpumeHsieT Ha NPaKTUKE 3HAHUS
COCTaBa M MPaBWJI IOATOTOBKH
JIOKYMEHTOB KOJUIETHAIbHBIX OPTraHOB
YIIpaBIICHUS B OPTaHU3ALMAX PA3TUIHBIX
(hopM COOCTBEHHOCTH

3HaTh: HOPMAaTHUBHO-TIPABOBYIO 0azy
(YHKIIMOHNPOBaHUS KOJUIETHAIBHBIX
OpraHoB XO3sIHCTBEHHBIX OOIIECTB, COCTAB
1 TIpaBujIa NOATOTOBKH JJOKYMEHTOB
KOJUIETHAJIEHBIX OPTaHOB YIIPABJICHUS B
OpraHM3aLMSIX Pa3InIHBIX (HOpPM
COOCTBEHHOCTH

YMeTh: IPUMEHATh TEOPETUIECKUE 3HAHUS
B 0o0slacTé (pyHKIIMOHUPOBAHHMS

KOJUIET HAJTBHBIX OPTaHOB B IPAKTHYECKON
JIeSITeITbHOCTH

Brraners: HaBBIKAMU MTOJATOTOBKH
JIOKYMEHTOB KOJIJIETHAJIBHBIX OPraHOB

IIK-8.2. OpraHusyer JeqarenbHOCTh
KOJIJIETHAJIBHBIX OPTraHOB yIIPaBJICHUS B
OpraHM3aLMSIX Pa3InIHBIX (HOpM
COOCTBEHHOCTH U OCYILLECTBIISIET €€
JIOKYMEHTHPOBaHHE

3HaTh: MMPaBUIIa OPraHU3aAIUH
JIESATEIbHOCTH KOJUIErHalIbHBIX OPTaHOB
YIIPABIICHUS B OPTaHU3AIMAX PA3THIHBIX
(hopM COOCTBEHHOCTH

YMeTh: OpraHu30BaTh MPOBEICHHUE
3acelaHusl KOJICTHAIbHOIO OpraHa
Briajgers: HaBbIKAMU JOKYMEHTUPOBAHUSI
JIESITEIbHOCTH KOJIJICTHATIBHBIX OPTaHOB

I1K-8.3. YuacTByeT B IpOBEICHUU
3acelaHni KOJUIErHalIbHBIX OPraHoB
VIIPABJICHUSI B OpraHU3ALMSIX Pa3InIHbIX
(dhopM COOCTBEHHOCTH

3HaTh: MOPSIIOK TPOBEICHNS 3acCeJaHNH
KOJUIETHAJIBHBIX OPTaHOB YIIPABJICHUS B
OpraHM3aLMSIX Pa3IndHBIX (HOpM
COOCTBEHHOCTH

YMers: HHGOPMHUPOBATH YIACTHUKOB
3acelaHusl O PErIaMeHTe ITPOBEICHUS
3acelaHns KOJJIETHaIbHOIO OpraHa
Brraners: HaBbIKaMu 00pabOTKH
nH}popManny 1 TOKyMEHTALNH,
CO3/1aBaeMoOH B XO/I€ TIPOBEICHNUS
3acelaHNi KOJUIEIHaJIbHBIX OPraHoB

1.3 MecTo AUCUMILIMHBI B CTPYKTYpPe OCHOBHOM 00pa3oBaTe/ibHOM
MPOrpaMmblI

Jucuummmaa (Moxynb) «OpraHu3alliOHHO-IOKYMEHTAIIMOHHOE OO0eCTeueHue AesaTeIbHOCTH
PYKOBOJAUTEIIS» OTHOCUTCS K 4aCTH, (POPMHUPYEMOI yJaCTHUKaMU 00pa30BaTEeNbHBIX OTHOILICHHHA
0J10Ka TUCUUIUIMH y4eOHOTO TUIaHa.

JUisi OCBOEHUSI TUCHMIUIMHBI (MOOY/s) HEOOXOIUMBI 3HAHMSA, YMEHUS M BIAJCHUA,
c(OPMHUPOBAHHBIE B XOJI€ M3YYCHUS CICAYIOIUX AUCHMIUIMH W TPOXOXKICHUS IPAKTUK:
«be301acHOCTb XKU3HEAEATEIbHOCTUY, «PYCCKUH S3bIK U KYJIBTYpa pEUm».

B pesynprare OCBOCHMS AMUCHUIUIMHBI (MOIYNs) (OPMHUPYIOTCS 3HAHUSA, YMEHUS H

BJIaACHU, HCOGXOZ[I/IMBIC A U3YUCHUA CICAYIOIUX NUCHUIUIMH W IMPOXOKIACHUSA IMPAKTUK:



O3HaKOMHUTENbHAs MpakTuka, «MHpopmannoHHoe obecnieueHne ynpasieHus», «Opranuzanus

paboThI ¢ OOpaIIEHUSIMHU TPAKITAH.

2 Crpykrypa JTUCUMILIMHBI

OO01mas Tpy10eMKOCTh TUCIUIUTHHEI cocTaBisieT 3 3.e., 108 u.

CTpyKTypa AU CUMILIMHBI /151 04HOH (pOpMBbI 00yUeHUsI

OO0beM IUCUMIUIMHBI B ()OpMe KOHTAKTHOM paOOThl OOYYAIOUIUXCS C MEAAarorHueCKUuMHU
paOOTHHUKAMU M (MJTH) JIMIIAMH, TIPUBJIEKAEMbIMHU K peau3aliii 00pa30BaTeIbHON MPOTrpaMMBbl Ha
MHBIX YCIIOBHSIX, IIPH MPOBEACHUHU YI€OHBIX 3aHSATHIL:

Cemectp | Tun y4eOHBIX 3aHATHIA KomnuectBo yacos
2 Jlexuun 24
2 Cemunapsl/mabopaTopHble pabOThI 36
Bcero: 60

O0beM AUCHIUTITUHBI B OPME CAMOCTOATENHHON pabOThI 00YUYAIOIIUXCS COCTABIISAET 48
aKaJIEMIYECKUX YACOB.

CTpyKTypa AUCHUNJIMHBI 151 04HO-3204HOI (GopMbI 00yUeHHsT

OO0beM IUCHMIUTUHBI B ()OpME KOHTAKTHON paboThl OOyYaromuXcsl C MeJarormyecKuMH
paOOTHHUKAMU M (MJTH) JIMLIAMH, TIPUBJIEKAEMbIMHU K peau3alii 00pa30BaTeIbHON MPOTrpaMMBbl Ha
UHBIX YCIIOBHSIX, IPH MPOBEACHUHU YI€OHBIX 3aHSATHI:

Cemectp | Tun y4eOHBIX 3aHATHIA KomnuectBo yacos

2 Jlexnuu 12
2 Cemunapsl/mabopaTopHble pabOThI 18
Bcero: 30

O0beM TUCHIHUTITUHBI B OPME CAMOCTOATENHHON pabOThI 00YUYAIOIIUXCS COCTABIISAET 78
aKaJIEMIYECKUX YACOB.

CTpyKTypa AUCHUNJIMHBI 1J5 3209H0 GOpMBbI 00yUeHHsI

O0beM muCHUIUIMHBI B (hOpME KOHTAKTHOW pabOThl OOYYArOIIMXCS C MEAaroTHYeCKUMHU
paboTHUKaMHU ¥ (WIJIH) JIMIIAMU, IPUBJICKAEMBIMU K peaTh3aIiii 00pa3oBaTeIbHOMN MporpaMMbl Ha
WHBIX YCIOBUSX, IPH MTPOBEICHUH YI€OHBIX 3aHSATHH:

Cemectp | Tun y4eOHBIX 3aHATHIA KomnuectBo yacos

2 Jlexumn 8
2 Cemunapsbl/mabopaTopHbIe pabOThI 16
Bceero: 24




O0beM AUCIHUTIITUHBI B OPME CAMOCTOATETHbHON pabOThI 00YUAIOIINXCS COCTABIISAET 84

AKaACMHUYCCKHUX YaCOB.

3 Conpepxanve TUCHUIIAHBI

HaumenoBaHue pa3aena
AMCUMILTHHBI

Conep:xanmne

Pasgen 1. Beeaenue

enu u 3apaum Kypca. lctouHuky U JuTeparypa.
AKTyaqbHOCTb Kypca B CBET€ COBPEMEHHOIO
COCTOSIHMSL ~pbIHKAa Tpyna. MecTto Kypca B

npogecCHOHATBHOM MIOATOTOBKE CTYJICHTA.
Tepmunonornueckuii anmapar. CBsi3b Kypca €O
CMEXHBIMU JUCLUIUIMHAMHA u KypCaMH:

JOKYMEHTOBECHNE; OpraHu3alusl U TEXHOJIOTHUS
JOKYMEHTALMOHHOTO ~ OOECHEeUeHUsl  YIpaBJICHUS;
KOMITIBIOTEPHBIE TEXHOJIOTUH; IICUXOJIOT S JIETI0BOTO
oOrieHus, n1enoBoi 3TUKeT. OCHOBHBIE HICTOUHUKH U
muteparypa. Ilepuoanueckue nzganus.

Paznen 2. UcTopusi cekperapckoii
CIYXKOBI

3apokJeHue Ccekperapckoil ciayx0sl B Poccum.
Cnyxunble J0OM B [IpUKa3aX, KOJUIETHUSX.
I'enepanbublii pernameHT 1722 1. Kak HeEpBbIi
HOPMAaTUBHBIA  JOKYMEHT, PErJIAMEHTUPYIOLIUN
paboTty cekperapeii. icTopus cekpeTapckoit ciykObl
nopeBoMIOIMOHHON Poccun. Oco3HaHue 3HAYMMOCTH
npoecCHOHANPHOW ~ TMOATOTOBKH  CEKpeTapeil.
OtkpsiTuEe 10 Beel Poccum cekperapckux Kypcos,
U3aHKUE CHELUAIU3UPOBAHHBIX JKypHAIOB. Poib
CEeKpeTape B COBETCKUX YyUpexkACHMAX XX BeKa.

Beenenne KaTErOpuiMHOCTH CEKPETAPCKUX
oOs3aHHOCTEH.  YpaBHUBaHUE  CEeKpeTapei ¢
KaHUEISAPCKO-TEXHUYECKUMU paboTHHUKAMHU.

ITocranoBiaenus CHK CCCP 1925 u 1932 rr.
[TogbeM 3HAYMMOCTH CEKPETAPCKOTO OOCITYKUBAHUS
B 90-x romax XX Beka B KOHTEKCTE pa3BUTHUS
gacTHeIX (opm coOctBeHHOCTH. COBpEMEHHOE
COCTOSTHUE CEKPEeTapCcKoil paboThl B  YCIOBUSX
WHTEHCU(UKAIMKA  YIIPABICHUYECKUX  IPOIIECCOB,
pacimpeHust MaciraboB JICATEIHBHOCTH
rOCYJapCTBEHHBIX M KOMMEPUYECKUX CTPYKTYP.

Pa3zgen 3. PoJb u MecTo
ceKpeTaps B COBPpEMEHHBIX
CTPYKTYpax ynpaBJieHUs

Kareropuu cekperapeit. Cekperapp B CTPYKTYpe
ciyx0b1 JIOY, B anmapaTe pyKOBOJAUTENS, B COCTAaBE
CTPYKTYpHOTO ToapaszaeneHus. Kpanudukarmonnsie
XApaKTEPUCTUKU  CeKpeTapei. OyHKIIMK U
JIOJDKHOCTHBIE ~ OOSI3aHHOCTH ~ CeKperaped B
3aBUCUMOCTH  OT  KaTE€rOpUM  CEKPETAapCKOro
0O0CITyKMBaHUSL. Cucrema CITyKeOHBIX
B3aMMOOTHOUIEHUH, BO3HMKAIOIIMX B IpOLECCE
BBINIOJIHEHUS] CEKPETApEM BO3JIO)KEHHBIX Ha HETO
¢ynkuuit.  TpeOGoBaHusi  mpeabsSBIseMble K
CeKpeTapsiM: K 00pa30BaHHIO, MPO(HEecCHOHATLHBIM
3HAHUSIM, TEXHUYECKUM YMEHHUSIM M HaBBIKaM.




XapakTepuCcTUKa JeNOBBIX M JIMYHBIX KauecTB
cekperapsi. HaBBIKM 1O TICHXOJOTMH OOILICHHUS.
Camoaxkryanuzanus cexperapsi. Oco3Hanue
cekpetapeM cebds B npodeccun. CTpykrypa paboThl
CEeKpeTapsl.

Pasznen 4. Opranmn3anusi paéoTsbl
cekperaps

[IpaBoBbIE ~ OCHOBBI  JEATEIBHOCTH  CEKpeTaps
(3aKOHOAATENBHO-TIPABOBAS " HOPMAaTHUBHO-
MeToauueckass ©0a3za): KOAEKCH;  (QenepaibHbIe
3aKOHBI,  CTAHAAPTbl;  MHCTPYKIHUH;, IPABUIIA;
TMIOJIOKEHUS; HOPMAaTUBHbIE TOKYMEHTBI,
coJep:Kalue HOPMBI BpeMeHH. PerymupoBanHue
TPYAOBBIX B3aMMOOTHOUICHUH paboTomarens H
CeKpeTaps.

JIOJDKHOCTHAsT ~ MHCTPYKIMSL — CEeKpeTaps,  Kak
OCHOBHOM OpraHU3allMOHHO-IIPABOBOM JOKYMEHT:
MPAKTUYECKOE 3HAYCHHUE TOJDKHOCTHOW HHCTPYKIIUH,
METOJMKA  COCTaBJICHHUS, CTPYKTypa,  COCTaB
uHpOpMalMK, CIyYadl U TOPSJIOK IepecMoTpa,
odopmieHHE.

Opranuzanus paboyero MecTa ceKperaps:
[lpuemnass kak paboyee MecTo  CeKpeTapsl.

30HUpOBaHUE TIPUEMHOM. OcoGenHocTH
OpraHM3aluy 30H IPUEMHOI: HHTEPHEP, OCBEILEHUE,
O3€JICHEHUE, OCHaIlCHUE OPI'TEXHUKOU u
CIIPaBOYHBIMU MaTepHalaMH. Oo6opynoBanue

paboueii 30HbI cekpeTaps. Crieruduka opraHu3anuu
IIPUEMHOM  PYKOBOAWTENS,  BEAYIIETO  IIPUEM
MOCETUTENEH MO JTMYHBIM BOIIPOCAM.

VYcnoBus Tpyna: craHaapTbl 0e30MacHOCTH TPYAa,

CaHWTapHbIC MpaBUia. XapaKTEPUCTUKH OCHOBHBIX
(aKTOpOB, COCTABJISAIOIINX ONTUMAJbHbIC YCIOBUS
Tpyra cekperaps (CaHUTapHO-TUTMEHUYECKUE -
OCBEIICHHOCTD, IIyM, BJIAYKHOCTb, TEMIIEpaTypa U

np.;  NCUXO(U3MOJOTUYECKUE;  ACTETHUYECKHUE).
bezonacHocTh Tpyna npu paboTe 3a KOMIBIOTEPOM.

Opranmzanus  pabo4yero BpEMEHHM  CEKpeTaps:
pasrpy3ka pyKOBOJMTENSI KaK OCHOBHAs (DYHKITUS

ceKpeTapsi, MOMOIIb B IJIAHUPOBAHUHU pPabOYEro

BPEMEHHU PYKOBOJAUTENS (JIOJITOCPOYHOE, TEKYILEE),
MOPSIIOK  3alMCH  TUIAHUPYEMBIX — MEPONPHUSTHIH,
opranmzauusi ~ paboyero  JHS  PYKOBOJIMUTEINS,
METO/IMKAa COCTABJIEHUE CEKPETapeM IlJIaHa CBOETO
pabouero 1HS, €XKEIHEBHUK U €KEHEIENbHUK Kak
MHCTPYMEHTHI INIAHUPOBAHUS pab04Yero BpeMeHH.

Pa3nen 5. OpranusanuoHnHo-
aIMMHUCTPATHBHASA
AeATeJIbHOCTh CeKpeTaps

Opranmzanust mnpuema nocerureneid. MeTtonuka
IIpUeMa  pas3iUyHbIX KaTeroOpuil  IMOCETUTENEH:
COTPYIHUKOB 1o CITyeOHBIM BOIIpOCaM,
COTPYAHHUKOB II0 JIMYHBIM BOIIpOCaM, CTOPOHHUX
IIOCETUTENIEH 110 IIPEABAPUTEIILHOM JOTOBOPEHHOCTH
u Oe3 Hee, mpueMm paeneranuil. [IpuopureTHocTs B
IIPEACTABICHUN  TIOCETUTENIEH  PYKOBOJUTEIIO.




IIpaBuia nepexnoca uim oTMeHsl npuema. [losenenue
CeKpeTaps C 0XKHJIAIOIINUM TTOCETUTEIIEM.
Opranuzanys npueMa rpaxjiaH. 3anuch Ha IPHUEM,
rpaduKd  TpuUeMa, perucTpanus IOCETUTENeH,
JOKYMEHTUPOBaHUE IpHeMa, HH(OpMUpOBaHUE
rpak/JaH.

Opranmzanus TeneoHHBIX IMEeperoBopoB. Bumipl
TeneOHHBIX MeperoBopoB. [IpaBuia MOArOTOBKU
«UCXOAAIINX» TeperoBopoB. IlpaBuia BeneHUs
«BXOIMIMX» TeperoBopoB. Cucremartuzamus Hu
pacrpenenceHue 3BOHKOB, aJIpeCcOBaHHBIX
pykoBoautento.  Mcmonb3oBanue — TenedOHHOTo
Onmanka juis cekpetapsi. Tenedonorpamma. IlpaBuna
teneponHoro  obmenus.  Cremuduka  CBS3M
aboHeHTOB  pasHoro  craryca. OOecreueHue
KOH(HUICHIINATFHOCTH TeIe()OHHBIX IEPErOBOPOB.

- IloxroroBka MAENOBBIX BCTPEY M IEPErOBOPOB.
Otansl MOJArOTOBKH BCTPEYU: ONPEICTICHHE MECTa,

BpEMEHU BCTPEYH, cocTaBa YYACTHUKOB,
OIIOBEIICHIE YYaCTHUKOB, HOJrOTOBKA
HEOOXO0IUMBIX MAaTepUaNoB. ITomommb

PYKOBOIUTEIO BO BpEMsI IIPOBEACHUS IIEPETOBOPOB.
- IlogroroBka M MNpPOBEACHUE COBEILIAHWI
(3acemaHuil)  KOJUIETHMAJIbHBIX ~ OPraHoB.  THIIbI
COBEIaHMH. OTambl MNOATOTOBKM  COBEIIAHMSA:
nojiydeHue  MH(OpManmuMM  OT  PYKOBOAMTEIS
OTHOCHUTEJILHO OpraHU3alOHHBIX BOIIPOCOB
IIPOBEICHUS COBCILIAHNS; COCTaBJICHUE
IIPEIBAPUTENIBHBIX CMET pPAacXo0B, MOBECTKH [HS,
CIHMCKAa YYaCTHUKOB; MPOBEAECHUE pPAOOTHI IO
YTOYHEHHMIO CIHCKAa M OMNOBELIEHUIO YYaCTHHUKOB,
pacchbuika IIPUTJIALIECHUH, IIPOBEICHNE
OpraHM3aLMOHHBIX MEPONIPUATUH (3aKa3 TOCTHUHMIIBI,
TpaHCmopTa, OWIEeTOB, oOecredeHue KyJIbTypHO-
MacCOBBIX MEpOIPHUATUH M TIp.); BOCTpeOOBaHME
IPOEKTOB pPEUICHUH; MOArOTOBKAa HEOOXOIUMBIX
MaTepuajgoB; KOHTPOJIb 3a OCHAIlEHHEM MecTa
IIPOBEICHUS COBELAHUS.

OyHKIUH ceKperaps 1o 00CITy>)KUBaHUIO
coBellanuil. Benenue nmporokona.

IToaroroBka KOMaHIMPOBOK. Buabl KOMaHAMPOBOK
PYKOBOJUTEINSA. DTallbl MOATOTOBKM KOMaHINPOBKHU:
cOop UHPOpPMALMU OTHOCHUTEIBHO IJIAHUPYEMOM
KOMaHJUPOBKH, CO3JaHHME IlJJaHA KOMAaHJIUPOBKH,

MIOATOTOBKA HEOOXOTUMBIX PYKOBOJIUTEIO
JOKYMEHTOB M MaTepualioB, 3aka3 OWJIETOB,
TOCTUHULIBL. JIoKyMeHTalbHOE odopmieHue

KOMaHJIUpPOBKU. MHCTpykuMs Juisi cekpeTraps Ha
BpeMs OTCYTCTBHSI PYKOBOJHTENS: CIIOCO0 M BpeMs
CBSI3M C PYKOBOAMTEIEM, MOANHUCAHUE NOKYMEHTOB
3aMelaoIMH unaMy. [IpremM KoMaHMpOBaHHBIX
COTPYJHHKOB.




Opranuzauusi ¥ MPOBEIEHUS NPUEMOB, YTHUKETHBIE
MUChMa, TOJApKH, TpaBwia OQOpMICHHS U
WCMOJIb30BAHUS BU3UTHBIX KapTouek. JlenmoBoit
STHUKET.

6 | Pazgen 6. PaGora cexperapst mo
HH(OPMALHOHHOMY
00CTY’KUBAHUIO PYKOBOIMTEJIS

PaGora cekperaps mo cOopy U aHaIHM3y
uHpopmanuu. Mcrounuku, cnocoObl — IOMCKA,
MeToauKa cbopa u  00paboTkM HH(POPMAIUH.
CrnocoObl  mpezcTaBieHus HHPOPMAIUN: KOMUU
JOKYMEHTOB, BBINHCKH, AaHHOTAaLUUHU, pedeparsl,
0030pbl. [loaroToBka BBICTYIUIEHUIH PYKOBOIMTEIS.
Opranmszanus  cBsizeil ¢ OOIIECTBEHHOCTEHIO.
CpencrBa pacnpocTpaHeHus: MHPOPMALUU BHYTPU
opranmzaiun. Pab6ora co CMU, mnaptHepamu,
KJIMEHTaMH, KOHKYPEHTaMU.

OyHKIIUU cekpeTaps 1o o0ecreyeHuIo
6ezonmacHoctn MHpopManuu. Pabora cekperaps ¢
KoHUAeHIMansHOW uHpopManueil. OmnpeneneHue
KOH(UIESHIINATFHONH HH(POPMAIIMA U KOMMEPUECKOM
Taiibl. Kareropuum cBeleHU, OTHECEHHBIX K
KoMMepueckoi TaifHe. CrocoObl IpencTaBICHUS
CaHKIMOHHpOBaHHOW  uHpopmarmu.  CrocoObI
3aIUThl HH)OPMAIIUH.

7 Pazpgen 7. llcuxosiorus oo1eHus
cekperaps

Cexperapb u PYKOBOJIUTEb. Tonkoctu
B3aMMOOTHOIICHHS TOJIOB. YYeT MCHUXOJOTHYECKUX
O0COOCHHOCTEH PyKOBOIUTEIIS.

Koudnukrheie cutyauuu. [IpuuuHbI, cTaauu, myTu
BbIXOJIa.  YMEHHE  YINPaBIATH OSMOIMAMU H
qyBCTBAMH.

[Icuxonoruueckue IPUEMBI BIMSHUS ~ Ha
cobecenuuka. HeBepOasbHbIE CpelCTBa B JEIOBOM
OOIIEHUH.

B3aumooTtHomenus ¢ kosuteramu. Kak wuzbexartb
MaHUMyJIsAnuii Ha pabore. Posb  cekperaps B
dbopmupoBaHUM  ONATONPUATHOTO  KIMMara B
KOJIJICKTHUBE.

4 QOoOpa3oBaTe/ibHbIE TEXHOJIOTUH
Jlnist ipoBeIeHUs YUeOHBIX 3aHATHH 10 AUCHUIUIMHE UCTIONB3YIOTCS pa3iuuHble 00pa3oBaTeNbHbIC
TexHoyioruu. Jlns opraHuzanuu y4eOHOro mpolecca MOKET ObITh MCIOJIb30BAHO DJIEKTPOHHOE
oOyueHue U (MIM) TUCTAHIIMOHHBIE 00pa30BaTEeIbHBIC TEXHOJIOTHH.

5 OueHka INIAaHUPYEMBbIX Pe3yJabTATOB 00y4YeHUs

5.1 Cucrema oneHUBAHUSA

®opMa KOHTPOJISA Maxkc. ko/1H4ecTBO 0a/1JI0B
3a oany Bcero
padory
Texymuil KOHTPOJIb:
- onpoc u ywacmue 8 OUCKYCCUU HA ceMuHape (memvl |5 6annos 35 6annos
1-7)




10

- KOHMPONLHASL pAbOMa HA CEMUHAPCKOM UTU 10 6annos 10 6annos
NPAaKmu4ecKkom 3anamuu (memol 3-4)

- KOHMPONLHASL pabOmMa HA CEMUHAPCKOM UTU 15 6annos 15 6annos
NPAaKmu4ecKkom 3anamuu (memol 5-6)
[TpomexyTodHas aTTecTarus 40 bannos
(nucvmeHnHbILL OMmeem Ha 2 6onpoca)
HToro 3a cemecTp (Qucyuniumy) 100 6annos
3a4ém ¢ OYeHKoU

ITony4eHHBIN COBOKYIIHBIN PE3YJIBTAT KOHBEPTUPYETCS B TPAJULIMOHHYIO LKAy OLICHOK U B
mKany oneHok EBpomneiickoii cucremsl nepeHoca u HakoruieHus: kpeautoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTcTBUM ¢ TabIUIIEH:

100-6amsHas Ixama
- TpaguuroHHas mKana ECTS
95 -100 A
83904 OTJINYHO B
68 — 82 XOpOILIO 3a4TEHO C

— D
28 — 2; YIOBJIETBOPUTEIILHO E
20-49 FX
0-19 HEYJIOBJIETBOPUTEIILHO HE 3a4TEHO F

5.2 KpHTepnn BBICTABJICHHUA OHCHKH 110 JUCHUIIJIMHE

Bamsl/
lxkama ECTS

O1eHka 110
JNIUCLIMILINHE

Kpurepun onieHKH pe3yabTaToB 00y4eHUS 110 TUCIUIUTNHE

100-83/
AB

«OTJIIMYHO»

BrictraBnsercs oOyyaromemMycs, €Ciid OH IITyOOKO U
IIPOYHO YCBOWJI TEOPETUUECKUM U MPAKTUIECKUI
MaTepual, MOKET POJAEMOHCTPUPOBATH ATO HA 3aHATHUAX U
B XOJI€ IPOMEKYTOYHOU aTTECTaLUH.

OOyuaromuiicsi UCUEPIBIBAIOIIE U JIOTHYECKH CTPOIHO
u3naraeT yuyeOHbI MaTepHual, yMeeT yBA3bIBATh TEOPUIO C
IIPAKTUKOM, CIIPaBJISIETCS C PELLIEHUEM 3a/1a4
npoeccuoHaTbHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0’KHOCTH, IPaBUJILHO 0OOCHOBBIBAET MPUHSTHIC
peleHus.

CB000IHO OpUEHTUPYETCS B y4eOHOH 1
npodeccuoHaNBLHON TUTEpaType.

O1eHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
y4€TOM PE3yJIbTATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTaluu.

KoMnereniuu, 3akperui€HHble 3a JUCLUILIIMHOM,
cOpMHUPOBaAHbI HA YPOBHE — «BBICOKHII».

82-68/

«XOopomo»

BricraBnsiercs oOy4aromemycsi, €ciii OH 3HaeT
TEOPETUYECKUI U PAKTUYECKUI MaTepUal, IPaMOTHO U I10
CYILECTBY U3JIaraeT €ro Ha 3aHATUSAX U B XOJE
[IPOMEKYTOYHOU aTTECTALUH, HE JOIYCKasl CYILECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKUE
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Bamsl/
lxkama ECTS

O1eHKa 110
JNIUCLIMILINHE

Kpurepun onieHKH pe3yabTaToB 00y4eHUs 110 TUCIUIUTNHE

IIOJIOXKEHHUS IIPU PELICHUH NIPAKTUYECKUX 3a1a4
npodeccuoHaTbHON HANPaBJIEHHOCTH Pa3HOTO YPOBHS
CII0’KHOCTH, BJIaJIeeT HEOOXOMMBIMHU JIJIsl 3TOTO HABBIKAMHU
U IpUEMAMH.

JIOCTaTO4HO XOPOILIO OPUEHTUPYETCS B yUEOHOH 1
npodeccuoHaNBLHON IUTEPaTypE.

O1eHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
y4€TOM PE3yJIBTATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTaLluu.

Komnereniuu, 3akpemnyi€HHble 3a JUCIUTUITMHOM,
c(OpMHPOBAHBI HA YPOBHE — «XOPOIIHIi».

67-50/
D,E

«YZIOBIIETBOPHU-
TEIILHO»

BrictaBnsercs o0ydaroiemMycsi, €Cii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUYECKUI U IMPAKTUYECKUN MaTepHall,
JOITYCKAET OTJENIbHBIE OMIMOKH MPH €T0 U3JI0KEHUU Ha
3aHATHUAX U B XOJI€ IPOMEKYTOYHOM aTTECTALINU.
OOy4Jaromuiicss UCTILITHIBACT ONPEACTIEHHBIC 3aTPYAHCHUS
B IPUMEHEHUU TEOPETUUYECKHUX MMOJIOKEHUN TP PELIEHUHT
MPAKTUYECKUX 33]1a4 PO (HEeCCHOHATLHON HAPABICHHOCTH
CTaHJIapTHOT'O YPOBHS CJIIOKHOCTH, BIAJCET
HEOOXOIUMBIMH TSl 3TOTO 0A30BBIMH HABBIKAMU U
IpUEMaMHu.

JleMOHCTpHpYEeT TOCTATOYHBIN YPOBEHB 3HAHUS yIEeOHOMH
JUTEPaTyphl 1O JUCIUILIIMHE.

OreHka 1Mo TUCIUTUIMHE BHICTABIISIOTCS 00YJaromeMycs ¢
y4€TOM PE3yJIbTATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTalUu.

Komnereniuu, 3akpemnyi€HHble 3a JUCIUTUITMHOM,
chopMHUPOBaHBI HA YPOBHE — «IOCTATOYHBIN.

49-0/
F,FX

«HCYOOBJICTBOPUTC
JIBHO»

BrictaBnsiercs oOydaroniemMycsi, €Clid OH He 3HaeT Ha
6a30BOM ypOBHE TEOPETUUYECKHI U MPAKTHUECKUI
MaTepHall, JI0IycKaeT rpyoble OMMOKH MPH €ro
W3JI0KEHUU Ha 3aHATUAX U B XOJI€ IPOMEKYTOUHON
aTTeCTalluu.

OOyuaromuiicsi UCTIBITHIBACT CEPbE3HbIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKUX ITOJIOKEHUN ITPU PEILICHUN
MPAaKTUYECKUX 3a7a4 MPo(hecCHOHATbHON HalIPaBJICHHOCTH
CTaHIAPTHOI'O YPOBHS CIIOKHOCTH, HE BJIAJIEET
HEOOXOAUMBIMHU JJIs1 3TOTO HAaBBIKAMU U MPUEMAMHU.
JleMoHCTpHpYeT (hparMeHTapHbIe 3HAaHUS YUeOHOM
JIUTEPaTypsl 110 JUCLUIIIMHE.

O1eHKa MO TUCIMITIIMHE BHICTABIISIOTCS 00yJaromeMycs ¢
y4€TOM PE3yJITATOB TEKYILIEH U IPOMEKYTOUHOU
aTTeCTalluu.

KoMmiereH1m Ha ypoBHE «I0CTaTOYHBINY, 3aKPETNIEHHBIE
3a IMCUUIUIMHON, HE C()OPMHUPOBAHBI.
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5.3 OueHouHble cpecTBa (MaTePHUAJIbI) AJM TEKYIIer0 KOHTPOJIS
ycneBaeMOCTH, IPOMEKYTOUHOM aTTecTAllUN 00yUAIINXCSH M0

JTUCHHUIIINHE
Konmponvhsie 6onpocot 0151 meKyujeil u npOMeHCymouHoi ammecmayuu

—_

[TpodeccuonanpHbie TPEOOBAHUS K CEKPETAPIO PYKOBOIUTEIIS;
Oco0eHHOCTH OpraHu3aly pabovyero MecTa CeKperaps;

[IpaBuna BeneHus TeaeQOHHBIX IEPErOBOPOB;

OO0s13aHHOCTH CEKpeTaps 10 OPraHNU3aLUH [IEPETOBOPOB PYKOBOAUTEIIS;
Crnenuduka rraHupoBaHue paboyero AHS PYKOBOIMTENS U CEKpPeTaps;
[IpaBoBas 1 HOpMaTUBHASI PETIAMEHTaLUs pabOTHI CEKpeTapsi;
Opranuzanus paboTsl IPUEMHON PYKOBOIUTEIIS;

PaGora cexperaps B chepe nHGOPMAIMOHHOTO 0OECTICUCHNUS,

A S S AT B T o g

[IpaBuna penoBoro OOIIEHUS C PYKOBOAUTEIEM, COTPYIHUKAMH, ITOCETHTEISIMHU,
M0 TYNHEHHBIMHU;

10. OO6s3aHHOCTH ceKpeTapsi MO MOATOTOBKE U MPOBEACHUIO COBEIIAHMIA;

11. Ponb cexperaps B MOATOTOBKE KOMaHAUPOBOK PYKOBOIUTEIIS;

12. IlpaBuiia NOBEIEHYECKOIO ITUKE CEKPETAPS;

13. Mecto cekperapsi B ypaBiIeHUYECKONW CTPYKTYpPE OpraHU3aIHy;

14. KondunenuuanbHOCTh B paboTe cekperaps;

15. TIpaBuna nmoBeneHUs cekpeTaps B KOHPIUKTHBIX CUTYaIUsIX.

Bapuanm éoauy-xkoumponavnoii pabomut

1. Buapl aesTenbHOCTH CeKpeTapsl.
2. TpeboBanusi, IpeabABIsSEMbIC K CEKPETAPIO: YTO OH JIOJDKEH 3HATh U YMETh.
3.CocTaBuTh pe3toMe MPETEHIEHTa Ha JOJLKHOCTh CEKpETapsi.

6 VYueOHO-MeTOoaMUYECKOE M HHPOPMAITMOHHOE o0ecniedeHUue U CIUNINHBI

6.1 CnuCOK HCTOYHHUKOB M JIUTEPATYPHI
Hcemounuku

Obsi3amenvhbie

@enepanbHblil 3akoH oT 27.07.2006 Ne 149-03 «O0 mHpopmanmu, HHPOPMALMOHHBIX
TEXHOJIOTUSAX W 3amure wuHpopMaruu» [DnekTpoHHBIH pecypc] — Pexum goctyna:
http://www.garant.ru.

@enepanbublii 3ak0H 0T 02.05.2006 Ne 59-03 «O mopsiike paccMOTpeHHUs! 0OpareHui
rpaxknan  Poccuiickoit  ®denepanun»  [OnektpoHHbI  pecypc] — Pexum  nmoctyma:

http://www.garant.ru.


http://www.garant.ru/
http://www.garant.ru/
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®epnepanpubiii 3akoH oT 27 uronga 2006 r. N 152-03 «O mnepcoOHAIBbHBIX JAaHHBIX»
[DnexTpoHHBIH pecypc] — Pexxum nocrtyma: http://www.garant.ru.

[Tpuka3 PocapxuBa ot 20.12.2019 N 236 "OO yrBepxnenuu Ilepednss THUIOBBIX
YIPaBJICHYECKUX apXUBHBIX JIOKYMEHTOB, O0O0pa3ymioImuxcs B Tpolecce JesSTeTbHOCTH
rOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPABJICHUS M OpPTaHU3aIMii, C YKa3aHUEM
cpokoB ux xpaHeHus" (3apeructpupoBaHo B Muniocre Poccum 06.02.2020 N 57449)
[OnexTponHblii  pecypc] // CmpaBouHo-mouckoBasi cuctema «KOHCYNbTaHT — ILTIOCH.
URL:http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW &n=345020&fld=134&
dst=1000000001,0&rnd=0.5989149124283691#09893595070554722

[Tpuka3 MunuctepcTBa Tpyaa u couuanbHoi 3amuTtel PO ot 15.06.2020 Ne 3331 «O0
yrBepxkaenun IlpodeccnonansHoro crangapra «CnenuanucT IO OPraHM3allMOHHOMY U

JTOKYMEHTAIMOHHOMY OOECIIEUEeHHUIO YIPABICHUIO OpraHu3aluein» [DIeKTpOHHBIH pecypc] —

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

Jlumepamypa

Obsi3amenvuas

beikoBa T.A. JloKyMEeHTallMOHHOE OOECIeUeHUE YIpaBieHHUs (JEIOMPOU3BOJICTBO)
[DnexkTpoHHEIH pecypc]; yuebHoe mocobue/ T.A. brikoa, T.B. Ky3uerona. -2-¢ u3z. nmepepald. u
JOTI. — Mocksa: Hudpa-M, 2018. -304 C. —Pexum JocTymna:
http://znanium.com/go.php?id=942800/

Hononnumenvras

Jlykam, FO. A. BeITh cexperapeM pykoBoauTens GUpMBbI [ DNEKTpOHHBIH pecypc] : yued.
nmocobue / FO. A. Jlykam. - M.: ®nunTa, 2012, - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocrymna: http://znanium.com/catalog/product/455324

ITpodeccus - nomomuuk pykoBoaurens: [lpuemsl «Boiciiero nmioraxay / Jlazapes K. -
M.:Anprinaa  [labn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum pocryma:
http://znanium.com/catalog/product/917159

6.2 TlepeueHnb pecypcoB HH(POPMAIHMOHHO-TEJIEKOMMYHUKALIMOHHOI CeTH

«AnTepuer»
- I'apanT [OnektpoHHbI pecypc]. — OnekTpoH. aaH. — M., cop. 2013. — Pexum npoctyna:

http://www.garant.ru.
- Koncynprant Ilntoc [Dnextponusiii pecypc]. — DnekTpoH. gaH. — M., cop. 2013. — Pexum

nocrymna: http://www.consultant.ru.

DNEeKTPOHHO-OMONMMOTeUHass CcUCTeMa [DNeKTpOHHBIM pecypc]. Pexum  gocryma:

http://www. znanium.com


http://www.garant.ru/
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001%2C0&rnd=0.5989149124283691&09893595070554722
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001%2C0&rnd=0.5989149124283691&09893595070554722
http://www.garant.ru/
http://znanium.com/go.php?id=942800/
http://znanium.com/catalog/product/455324
http://znanium.com/catalog/product/917159
http://www.garant.ru/
http://www.consultant.ru/
http://www/
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6.3 IIpodeccuonanbHblie 0a3b1 JaHHBIX U HHGOPMALIMOHHO-CIIPABOYHbIE
CHCTEMBI

JlocTyn Kk mpodeccnoHanbHbIM 0a3am gaHHBIX: https://liber.rsuh.ru/ru/bases
WupopmalioHHbIE CITPABOYHbBIE CUCTEMBI:

1. Koncynsrant ITmoc
2. Tapanr

z MaTepI/IaHLHO-TeXHI/I‘leCKOC o0ecreueHue JAUCIUIIIINHBI
Aynautopun ajsi IpOBEACHUS JIEKLIIUNA U CEMUHAPCKUX 3aHITUN ¢ TEXHUYECKUMU CPEJICTBAMU
oOyueHus (MyJIbTUMEINA-TIPOCKTOP (BUACOMPOCKTOP), IKpaH (IEPEHOCHOMN MU CTAIIHOHAPHBIN)),

KOMIBIOTEPHBIH KJIACC JUIS MTPOBEACHUS JTa00OPATOPHBIX 3aHATHH.

1. Ilepedens IIO

Nent Haumenosanue [10 [Ipoussonurens Cnoco6
/m pacrpocTpaHeHHs
(ruyensuonnoe unu
Cc60000HO
pacnpocmpausiemoe)
1. Adobe Master Collection CS4 Adobe JIALIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JIALIEH3UOHHOE
3. Windows 7 Pro Microsoft JIALIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JIALIEH3UOHHOE
5. Windows 10 Pro Microsoft JIALIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JUIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JIneH3noHHoe
8. Zoom Zoom JINICH3UOHHOE

2. Ilepeyens B/{u HCC

Nern HaunmenoBanue
/i

1 | MexnyHapoaHble pedepaTuBHbIE HayKoMeTpuieckue b/l, mocTymHbie B pamkax
HamuoHaILHOH moanucku B 2020 r.

Web of Science

Scopus

2 | IlpodeccuonanbHble NOTHOTEKCTOBBIE b/, TOCTynHBIE B paMKax HAI[HOHAIBHOM
noanucku B 2020 1.

Kypnaner Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnans! Taylor and Francis

3 | IIpodeccrnonanbHbIe TOTHOTEKCTOBBIE B]]
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JSTOR
W3nanus o oO1eCTBEHHBIM U TyMaHUTAPHBIM HayKaM
OnexkrponHas bubnuoreka Grebennikon.ru

4 | KoMIbloTepHBIE CIIPaBOYHBIE IPABOBBIE CUCTEMBI
Koncynsrant [lroc,
lapant

8 Oobecneuenue 00pa3oBaTEJbLHOIO MPOIECCA IJIA JIMI[ C OTPAHUYEHHBIMU

BO3MOKHOCTAMMU 3/1I0POBbHA 1 HHBAJIHU/I0B
B xone peannzanuy AMCUUILIMHBI UCTIOIB3YIOTCS CIEAYIOLINE TOTIOIHUTENbHbIE
METOJbl OOy4YeHHs, TEKYIIEro KOHTPOJS YCHEBAeMOCTH M IMPOMEXKYTOYHOM aTTecTaluu
00y4Jaromuxcs B 3aBUCUMOCTH OT UX WHAMBHIYyaTbHBIX 0COOCHHOCTEH:

* IS CIENBIX U CIaO0BUIAIIUX:

- JeKIUH O(GOPMIIIOTCS B BHJIE SJIEKTPOHHOTO JIOKYMEHTa, JOCTYITHOTO C IOMOIUIBIO
KOMIBIOTEPA CO CIIEUATU3UPOBAHHBIM IIPOrPAMMHBIM 00ecIIeueHUEM;

- IMCbMEHHBIE 3a/laHusl BBINOJHAIOTCST HAa KOMIBIOTEPE CO CHELHMATU3HPOBAHHBIM
IPOrpaMMHBIM 00ecTrieueHHEeM, MIIM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- o0ecrieunBaeTCs MHIUBUyaAIbHOE paBHOMEpHOE ocBerieHne He menee 300 JTrokc;

- JUIsL BBIMOJIHEHUS 3aJaHMUA TPU HEOOXOJMMOCTH IPENOCTaBISIETCS YBEIUYMBAIOLICE
YCTPOHCTBO; BO3MOYKHO TaK)K€ MCIOJIb30BaHNE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB;

- MUCBbMEHHBIE 3aJJaHUs 0(DOPMIIIOTCS YBEIIMYCHHBIM HIPU(PTOM;

- 9K3aMEH U 3au€T MPOBOJSATCS B YCTHOM (popMe MU BBHIIOJIHSIOTCS B TUCbMEHHON (popme Ha
KOMIIBIOTEpE.

* IS TIYXUX U CIa00CIBIIIAIINX:

- Jekuuu OoQOpMIISIIOTCA B BUJAE DIEKTPOHHOTO IOKYMEHTa, JHOO MpeaoCTaBIseTCS
3BYKOYCHJIMBAIOIIAs alllapaTypa MHAUBUAYAJIBHOTO TIOJIb30BAaHUS;

- MUCHbMEHHBIE 331aHUS BBHITIOJIHIIOTCS HAa KOMIIBIOTEPE B IMCbMEHHOH (opMme;

- 9K3aMEeH M 3a4€T POBOATCS B MUCbMEHHOM (hopMe Ha KOMIIBIOTEPE; BO3MOKHO ITPOBEACHUE
B (hopMe TeCTUPOBAHUSI.

*  JUIsl UL C HAPYLIEHUSIMU ONIOPHO-/IBUTaTENBHOTO allnapara:

- JeKIuu O(GOPMIISIOTCS B BHJIE SJIEKTPOHHOTO JIOKYMEHTA, JOCTYITHOTO C TOMOIIBIO
KOMIBIOTEPA CO CIIEUATU3UPOBAHHBIM IIPOrPAMMHBIM 00ecIIeueHIEM;

- IMCbMEHHBIE 3a/laHusl BBINOJIHAIOTCST HAa KOMIBIOTEPE CO CHELHMATM3HPOBAHHBIM
MIPOrPaMMHEIM 00eCTIeUeHUEM;

- 9K3aMEH M 3au€T MPOBOJSATCS B YCTHOM (popMe MU BBHIIOJIHSIOTCSA B TUCbMEHHON (popme Ha
KOMIIBIOTEpE.

[Tpu HeoOX0IMMOCTH TPETyCMATPUBAETCS YBEIMUCHUE BPEMEHH IS TOJITOTOBKH OTBETA.

[Ipouenypa  mpoBeAcHHsS]  MPOMEXKYTOYHOW  arTecTaliuu s O0y4aronuxcs
YCTAQHABJIMBACTCS C Y4€TOM MX HHAMBUIYAJIbHBIX TCHXO(U3MUECKHMX OCOOCHHOCTEH.
IIpomexyTouHas aTTecTalysi MOXKET IPOBOJUTHCS B HECKOJIBKO 3TAIlOB.

[Tpu mpoBeneHUH MPOLEAYpPHl OLIEHUBAHUS PE3yJIbTaTOB OOYYSHHs MpeaycMaTpUBaeTCs
UCTOJb30BAHME TEXHUYECKUX CPEICTB, HEOOXOAMMBIX B CBS3U C HHAMBUIYAIbHBIMH
0COOEHHOCTSIMH 00yJarOIUXCs. DT CPEACTBA MOTYT OBITh IPEJOCTABICHBl YHUBEPCUTETOM, WIH
MOTYT MCIIOJIb30BATHCSI COOCTBEHHBIE TEXHUYECKHE CPEJICTBA.

[IpoBeneHne mpoueaypbl OLEHUBAHHUS  pe3yJIbTaTOB OOY4EHHUS JOMYyCKaeTcs ¢
UCIOJIb30BAHNEM TUCTAHIMOHHBIX 00pa30BaTEIbHbBIX TEXHOJIOT HA.

ObecnieunBaercs 10CTyNn K MH(QOPMAIMOHHBIM M OuOIMOrpadguyeckuM pecypcaM B CETH
WuTepHer mis Kaxjaoro oOydaromerocs B (opmax, aZalnTHPOBAHHBIX K OTPAHUYEHUSAM HUX
3JI0POBBSI U BOCTIPHUSATHUS HH(POPMAIUH:
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* IS CIENBIX U CIaO0BUIIIUX:

- B IeYaTHON (opMe yBEITMUYCHHBIM HIPUPTOM;
- B (hopMe 37eKTPOHHOTO JOKYMEHTA;

- B hopme ayamnodaiina.

* IS TIIYXUX U CIaOOCIBIIIAIINX:

- B Ie4YaTHOH opme;

- B (hopMe 37eKTPOHHOTO JOKyMEHTA.

* s 00y4aIOIIMXCsl ¢ HAPYIICHUSIMU ONIOPHO-/IBUTATEILHOTO anrapara:
- B Ie4aTHOH (opme;

- B (hopMe 37eKTPOHHOTO JOKYMEHTA;

- B hopme ayamodaiina.

VYueOHble ayIUTOPHH JUIS BCEX BUIOB KOHTAKTHOW M CAMOCTOSITETIBHOM pabOTHI, HayyHas
OubIMOTEeKa W MHbIE MOMEIICHUs Il 00Y4YeHHUs] OCHAILEHBI CIEelUaTbHBIM 000pYJOBAHUEM H
y4eOHBIMH MECTaMHU C TEXHUYECKUMHU CPEACTBAMU O0yUEHUSI:

* IS CIENbIX U CIaO0BUIIIUX:

- YCTPOICTBOM Ul CKaHUpOBaHUs U uTeHus ¢ kamepoil SARA CE;

- nucrneeM bpaiins PAC Mate 20;

- mpunTepoM bpaits EmBraille ViewPlus;

* IS TIIYXUX U CIAOOCIBIIAIINX:

- aBTOMATU3MPOBAHHBIM pabOYMM MECTOM JUIi JIIOJEH C HapylleHHeM Cciyxa u
¢1a00CIIBIIIAIINX;

- aKyCTUYECKUN YCHIIUTEIb U KOJIOHKH;

* s 00y4aIOIIMXCsl ¢ HAPYIICHUSIMU ONIOPHO-/IBUTATEILHOTO aniapara:
- IEPEBMKHBIMHU, PETYIHPYEMBIMH SproHOMu4YeckuMu napramu CU-1;
- KOMITBIOTEPHON TEXHUKOM CO CIEIMATIBLHBIM ITPOrPAMMHBIM 00€CIICYEHHEM.

9 Meroauveckue MaTepUaJIbl
9.1 Il1aHbl NPAKTHYECKUX 3aHATHIA.

Tema 1. Poab u MecTO cekperapsi B COBPeMEHHBIX CTPYKTYPaxX ynpaBJieHH .
Llenv 3anamua: OnpenennuTb OPraHUW3allMOHHBIE M IIPABOBBIE OCHOBBI JAEATEIBHOCTHU

CeKpeTapeil, Hay4MThCS OIpPENeNATh MEPCOHATBHYIO 3arpy’KEHHOCTb CEKpEeTapsi, COCTaBIIAThH
JIOKaJIbHbIE HOPMATUBHBIE aKTHI B cpepe ero AesTeIbHOCTH.

Dopma nposedeHus: — IPAKTUUECKOE 3aJaHUE.

3aoanus:

1.3y4uTh THUIIOBBIE CTPYKTYPHI CIY)KO JETONPOU3BOJCTBA (KaHLEIAPHi), OTPEACTUTh
MECTO CEKpeTapHaToB U CeKpeTapel pyKOBOJIUTENS B CTPYKTYpE YIIpaBJICHUSI.

2. B COOTBeTCTBMM C MpemIokeHHOW «poTorpadueii» pabodero IHS cekpeTaps, U
NPEUIO)KEHHBIMA  HOPMaTHUBHO-METOJAMYECKUMH MaTepHajlaMH PAacCUUTaTh IEPCOHAIBHYIO
3arpyKE€HHOCTh CeKpeTapsi.

3.Ha ocHoBanuu npogdeccruoHanbHoro crangapra « CreruanucTt o opraHu3alioHHOMY U
JOKYMEHTAaIMOHHOMY OOECIIEYECHUIO YIPABJICHUIO OpraHU3alfeil» W THIIOBOM CTPYKTYpHI

JOJKHOCTHOW MHCTPYKILUH, pa3padoTaTh 3TOT JOKYMEHT JUIsl CEKpeTapsi PyKOBOIUTEIS.
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Ykasanusa no evinonnenuro 3adanuii:

1. I3y4uTh npecTaBiieHHbIE CXEMBI C THIIOBBIMU CTPYKTYPaMH CIIYKO JIeTOTPOU3BOICTBA
(kKaHLESpUI), YCTAHOBUTH KAaKOE€ MECTO B CTPYKTYpPE YIIPABJICHUS 3aHUMAET CeKpeTapuar, Kakue
CeKpeTapyu BKIIIOYCHBI B COCTAB CEKpeTapuara, Kakue METOJUUECKH UM pyKoBoAATCs. OTBETHTH
Ha BOIPOC, K KAKOH KaTerOPHUH OTHOCUTCS CEKpeTaph pykoBoauTeNs. [loJunHEeHHOCTh ceKkpeTaps
PYKOBOJUTEIISL OTPA3UTh CXEMaTHUYECKH.

2. U3yunth «dortorpaduio» paboyero AHsS CeKperaps, clelaTh BBIBOJ O COCTaBE €ro
¢byHKIUH, ONpeaenuTh, Kakue U3 QYHKIHMHA SBISIOTCS HOPMHPOBAHHBIMHU, Kak HeT. C MOMOIIBIO
dopmyn pacuera SBOYHOM YHCICHHOCTH M HOPM BPEMEHH, 3aKpPEIUICHHBIX B OTPACIEBBIX U
MEXOTPACJIEBbIX HOPMATHBAaX BPEMEHH, PACCUMTATh MEPCOHATBHYIO 3arPYy:KEHHOCTh CEKpeTapsl.
Caenatb COOTBETCTBYIOIIUI BBIBOJ O MEPAX [0 ONTHUMHU3ALUH €r0 PadOTHL

3.3yunth KBaMU(HUKAIMOHHBIE XapaKTEPUCTHKH CEKpeTaps pyKoBomaurtens (U3
npogeccuonanpHoro cranaapra «CrHeuumanucT MO0 OpraHU3alMOHHO-I0KYMEHTALMOHHOMY
00eCTeyeHNIO AEATEIbHOCTH OPTraHu3alli»), CJIeNIaTh BBIBOJ O cOCTaBe (yHKIUH cekperaps. Ha
OCHOBAHUU THIIOBOW CTPYKTYpPHI, pa3paboTaTh JODKHOCTHYIO CEKpeTapsi pyKOBOIUTEIS.

Paznmensl  OMKHOCTHOM —~ MHCTPYKIIMM — «IIpaBa» M «OOS3aHHOCTH»  CJeIyeT
copMyIHpOBaTH UCXOIS U3 PYHKIMI ceKpeTaps..

B kauectBe pabouero Marepuasia K COCTaBJICHUIO JOJDKHOCTHOW HMHCTPYKIIMM MOXHO

oopMuUTh TAOIHUILY:

DO yHKIUN (10TKHOCTHBIE IIpaBa OTBETCTBEHHOCTEL

00SI3aHHOCTH)

Cnucok ucmo4HuKko6 u aumepamypbol:
Hcmounuku:

@enepanbhblil 3akoH oT 27.07.2006 Ne 149-03 «OO6 mHpopmanmu, HHPOPMALMOHHBIX
TEXHOJIOTUAX W 3amure wuHpopMamum» [DnekTpoHHBI pecypc] — Pexum goctyna:
http://www.garant.ru.

@enepanbublii 3ak0H 0T 02.05.2006 Ne 59-03 «O mopsiike paccMOTpeHHUs! oOparieHui
rpaxknan  Poccuiickoit  ®denepanuun»  [OnektpoHHbI  pecypc] — Pexum  nmoctyma:
http://www.garant.ru.

O®epnepanpubiii 3akoH oT 27 urwonga 2006 r. N 152-03 «O mnepcoHAIBbHBIX JaHHBIX»

[DnexTpoHHBIH pecypc] — Pexxum nocrtyma: http://www.garant.ru.


http://www.garant.ru/
http://www.garant.ru/
http://www.garant.ru/
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[Ipodeccuonanpupiii  ctangaptT  «CHemuamucT MO OPraHU3alMOHHOMY U
JOKYMEHTAIMOHHOMY OOECIIEUEeHHUIO YIPABICHUIO OpraHu3anuei» [DIeKTpoHHBIH pecypc]| —
Pexxum noctyna: http://www.garant.ru.

Jlumepamypa

Obs3amenvuas

beikoBa T.A. JloKyMeHTallMOHHOE OOECTeUeHUE YIpaBiIeHHs (JIEIOMPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebnoe mocobue/ T.A. brikoa, T.B. Ky3uerona. -2-¢ u3z. nmepepad. u
JOTI. — Mocksa: Wndpa-M, 2018. -304 C. —Pexum JocTymna:
http://znanium.com/go.php?id=942800/

Hononnumenvras

Jlykam, FO. A. BeITh cexperapeM pykoBoauTens GUpMBbI [ DNEKTpOHHBIN pecypc] : yued.
nocobue / FO. A. Jlykam. - M.: ®nunaTa, 2012, - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocrymna: http://znanium.com/catalog/product/455324

[Tpodeccus - nomomHuk pykoBoaurens: Ilpuemsl «Briciiero nmtoraxay / Jlazapes K. -
M.:Anprinaa  [labn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum pocryma:
http://znanium.com/catalog/product/917159

Mamepuanvno-mexnuueckoe obecneuerue 3aHAMUA:
Paznarounsiit maTepuait:
1. Boiaepxku u3 mpodeccruoHanbHOro craHaapra «CHenuaniucT MO OpraHu3alMOHHO-
JOKYMEHTAIIMOHHOMY 00€CIICUEHHIO IeITETbHOCTH OpraHu3aium»
2. Martepuainsl 1en0Boi urpsl («potorpadus» padodero IHs cekperaps).
3. COOpHHUKHM C HOpMAaTUBAaMH BPEMEHH.

4. Cxewmsbl CIIy’K0 JIEIOMPOU3BOICTBA (KAHIICISPHIA).

Tema 2. Opranu3zanuoHHO-aIMHHHCTPATHBHAS JeSITEILHOCTH CeKpeTapst

Lenv 3amamusa: OnpenenuTh OCHOBHBIE OpraHM3allMOHHbIE (YHKLIUU CEKpeTaps,
0TpaboTaTh TEXHOJOTHIO BEACHUS ITpHeMa NOCETHTENEH, OITOTOBKH COBEIaHUs, KOMaHUPOBOK
PYKOBOJUTEIIS.

Dopma nposedeHus: — IPAKTUUECKOE 3aJaHUE.
3aoanus:

1.U3yunte @3 «O mopsiake paccMOTpeHHs OOpalleHuil TrpaxaaH», ONpeAeIUTh

00513aHHOCTH CCKpCTapsds B XOAC MNPOBCACHUA IMpPUCMaA TIpaxAaH IO JIMYHBIM BOIIpOCaM.


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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[ToaroroBuTh QopMy perucrpanuu moceruteneii. Ha ocHoBe maTepuanoB AETOBOW WIPHI
0(pOPMUTH KOHTPOJIbHYIO KAPTOUYKY HA TTIOCETUTEIS.

2. VI3yuuTh MOMIATOBYI0 MHCTPYKIIMIO MOATOTOBKHU COBEMIAHUS, 0()OPMUTH JOKYMEHTHI,
CO3/1aBaEMbI€ B XOJI€ ATON MPOLEAYPBHIL.

3. Tlpoananmu3upoBaTh MaTepHalbl AETOBOW Wrpbl (MHPOPMAIMIO O KOMaHIMPOBKE
pykoBomuTeNsA), OGOPMUTH JHOKYMEHTHI, CO3[aBacMble B XOJ€ TOJATOTOBKA K TIOE3]KEe

PYKOBOJIUTEIIS.

Ykasanus no evinonnenuro 3adanuii:

1. Nzyuuts O3 «O nopsiake paccMOTpeHHs 00palleHuid rpax1an», CeNaTh
BBIBOJI, KAKH€ BOIIPOCHI NpUEMA I'paKIaH pErjJaMeHTHPOBaHbl B JaHHOM 3aKOHE. YCTaHOBMTH
MOPAZIOK MpHeMa TpakJaH, TOKYMEHTHI, oopmisieMble B Xo1e X npuema. OGopMuTs B BUJE
IIOIIArOBOM MHCTPYKLIMH.

Ha ocHoBe MaTepuanoB J1eI0BOW UIPbI, coAepKalie HHPOPMALIUIO O OCETUTENE, LEIn
MIOCEILEHUs, MPENOCTAaBIAEMbIX MaTepHajaXx 3aperucTpupoBaTh IOCETUTENS B IKypHale
pEruCTpaIiy MOCETUTENEH i 0(OPMUTH KOHTPOJIbHYIO KAPTOUKY.

2. N3yunTh momaroByr0 MHCTPYKLMIO MOJATOTOBKH K COBELIAHMIO, CIIENAThH
BBIBOJI O COCTaBE€ JIOKYMEHTOB, O(QOPMISEMBIX CEKpPEeTapeM B XOJ€ €ro IMOJrOTOBKH H
MOCIIEIOBATEIbHOCTH UX co3laHust. OQOpMHUTH COOTBETCTBYIOIIME JOKYMEHTHI (CIMCOK
YYaCTHUKOB, [TOBECTKA JIHS, IBOYHBIH JIUCT, IPUTJIAILIEHUE HA COBELIAHUE).

3. Hcnonb3ys MaTepualibl 1eJI0BOW UTPBl OPOPMUTH KOMILIEKT TOKYMEHTOB
K T0€3/KE pYKOBOAWTENS: IUIaH IIO€3[KU, IpHUKa3 O HAIpPaBIEHUU PYKOBOAWUTENS B
KOMaHIMPOBKY, IPUKa3 O BO3JIOKEHUM O0S3aHHOCTEH pYKOBOIUTENS Ha ero 3amectutens. [Ipu
pa3paboTke MpUKa3a O HaNpPaBJICHUU PYKOBOIHUTENS B KOMAHIUPOBKY MOKHO BOCIIOJIb30BAThHCS
yHu(punmpoBanHoit popmoit T-9 unu cocTaBuTh €ro Mo oOIMM MpaBUiIaM 0(pOPMIICHHS JAHHOTO

BHJa JOKYMCHTA.

Cnucok ucmo4HuKko6 u aumepamypbol:
Hcmounuku:

®enepanbHblif 3ak0H 0T 27.07.2006 Ne 149-03 «O0 undopmaruu, nHGOPMAITOHHBIX
TEXHOJIOTUSAX W 3amure wuHpopMamum» [DnekTpoHHBI pecypc] — Pexum goctyna:

http://www.garant.ru.

@enepanbublii 3ak0H 0T 02.05.2006 Ne 59-03 «O mopsiike paccMOTpeHHUs! 0OpareHui
rpaxknan  Poccuiickoit  ®denepanuun»  [OnekTpoHHbI  pecypc] — Pexum  nmoctyma:

http://www.garant.ru.


http://www.garant.ru/
http://www.garant.ru/
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@enepanbhbiil 3akoH oT 27 urona 2006 r. N 152-@3 «O nepcoHanbHBIX JaHHBIX»
[DnexTpoHHBIH pecypc] — Pexxum nocryna: http://www.garant.ru.

[Ipodeccuonanpupiii  crangapt  «CHemuamuct MO OpraHu3allMOHHOMY U
JOKYMEHTAIMOHHOMY OOECIIEUEeHHUIO YIPABICHUIO OpraHu3aluein» [DIeKTpOHHBIH pecypc] —
Pexxum noctyna: http://www.garant.ru.

Jlumepamypa

Obs3amenvuas

beikoBa T.A. JloKyMeHTalMOHHOE OOECTeUeHUEe YIpaBieHHus (IEIOMPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebnoe mocobue/ T.A. brikoa, T.B. Ky3nerona. -2-¢ u3z. nmepepad. u
JOTI. — Mocksa: Hudpa-M, 2018. -304 C. —Pexum JocTymna:
http://znanium.com/go.php?id=942800/

Hononnumenvras

Jlykam, FO. A. BeITh cexperapeM pykoBoauTens GUpMBbI [ DNEKTpOHHBIN pecypc] : yued.
nocobue / FO. A. Jlykam. - M.: ®nunTa, 2012, - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocrymna: http://znanium.com/catalog/product/455324

ITpodeccus - nomomuuk pykoBoaurens: [lpuemsl «Boiciiero nmioraxay / Jlazapes K. -
M.:Anprinaa  [labn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum pocryma:
http://znanium.com/catalog/product/917159

MamepuaﬂbHo-meXHulteCKoe obecneuenue 3aHAMuUsL:

Paznarounsiit marepuait:

1. Boiaepkku U3 IpaBOBbIX aKTOB;
2. Marepuanel  A€n0BOM  UIpbl  (IIpUEM  IIOCETUTENIEH, COBELIAHME,
KOMaH/IMPOBKA).

Tema 3. PaGora cexperapst mo uHGOPMAIHOHHOMY 06CTY:KHBAHUIO PYKOBOIUTEIS
Lenv 3anamus: W3yunth QYHKOUM cekperaps N0 HH(POPMAMOHHOMY OOCITYXHBAHUIO

PYKOBOJAUTEIISA, OTPAOOTATh HABBIKK HH(OPMAIIMOHHON pabOTHI.
Dopma npogedeHus: — IPAKTUUECKOE 3aJaHUE.
3aoanus:

1. IIpoananu3upoBaTh NpEATI0KEHHbIE HCTOUHUKH HH()OPMAIIUK 1 BBIOpATh HEOOXO0IUMBII
B COOTBETCTBUU C 33JaHUSMU JIETIOBOH UTPHI.

2. [ToaAroTOBUTH MpecC-pen3 O MPEJCTOAIIECH BBICTABKE, B KOTOPOH y4acTBYeT KOMIaHHS
U PYKOBOJIUTENb.

3.I3yuuTh CTAaTUCTHUECKUE JAHHBIE 00 UCTIOJHUTEIILCKOM IUCIUILIMHE B OPraHU3aLNH 32

OTYETHBIN NEPUO, IIOJATOTOBUTH AHATUTUYECKYIO CIIPABKY.


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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Ykasanusa no evinonnenuro 3adanuii:

1.3yuuTh MaTepuanbl JEJIOBOW WIPHI, BBICHUTH, Kakas HMH(oOpMaius HeoO0Xxoanma
PYKOBOJUTEIIO TIO YCIIOBUSIM MIPbL. YCTAaHOBUTH KakMe MCTOYHHKH HAmMOOJiee COOTBETCTBYIOT
3aJaHHbIM ycaoBHsM. Caenath BbIBOJ 00 UX JOCTOBEPHOCTH, CBOEBPEMEHHOCTH, JOCTYITHOCTH,
MOJIHOTE, IEPBUYHOCTHU UM BTOPUYHOCTH UCTOYHUKOB HH(pOpManuu. Pe3ynbTaThl aHau3a MOTYT

ObITh 0(OPMIICHBI B BU/I€ TaOJIHIIBI:

Hcro Kpurepun onieHKM HCTOYHKKA
YHUK I Ilocto Caoenpe Tloct TIepBr4HOCTE/
I/IH(I)OpMaI_[I/II/I OJIHOTa BCPHOCTH MCHHOCTb YIIHOCTb BTOPUYIHOCTDH

2.V3yunth MaTepuanbl JAEIOBOM MIpbl (ydacTME B BBICTAaBKE), HAa OCHOBAHHUHU
NPEUIOKEHHOW TUNOBOM (Gopmbl  mpecc-penusa, ogopmutsh Ilpecc-penuza ms CMU,
coJepKaiuii ”HPOPMALIUIO O MIPEACTOSIIEM MEPOIIPUATHH U YIaCTUH PYKOBOIUTENS B OTKPBITHH
BBICTAaBKH.

3. W3yuuth mpencTaBieHHbIC B TAOIUIE CTATHCTUYECKUE JAHHbIE 00 MCIIOJHUTEIbCKON
IMCUMIUIMHE B OpraHW3allMM 3a OTYETHBIA nepuoi. Pa3paboTaTh aHaIMTUYECKYIO CHpPaBKY C
y4eToM TpeOOBaHUU K CTPYKTYpe TeKCTa 3Toro AokymeHta u tpedoBanuii 'OCT P. 7.0.97-2016

npu ee 0(hOpMIICHUH.

Cnucok ucmo4HuKkoe u aumepamypbol:
Hcmounuku:

®enepanbHbliil 3ak0H 0T 27.07.2006 Ne 149-03 «O0 undopmaruu, nHGOPMAITOHHBIX
TEXHOJIOTUAX W 3amure wuHpopMamuu» [DnekTpoHHBIH pecypc] — Pexum goctyna:

http://www.garant.ru.

®enepanbhblii 3ak0H 0T 02.05.2006 Ne 59-D3 «O mopsiake paccMOTpeHUs: 0OpalieHHi
rpaxknan  Poccuiickoit  ®denepanun»  [OnektpoHHbI  pecypc] — Pexum  nmoctyma:
http://www.garant.ru.

@enepanbhbiil 3akoH oT 27 urona 2006 r. N 152-@3 «O nepcoHaNbHBIX JaHHBIX»
[DnexTpoHHBIH pecypc] — Pexxum nocryna: http://www.garant.ru.

[Ipodeccuonanpubiii  crangapt  «CHemuamuct M0 OpraHu3allMOHHOMY U
JOKYMEHTAIMOHHOMY OOECIIEUEeHHUIO YIPABICHUIO OpraHu3aluein» [DIeKTpOHHBIH pecypc] —

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

I'OCT P 7.0.97-2016. Cucrema craHmaptoB mo uHpOpMalUuu, OHUOIMOTEUHOMY U
u3garenabckoMy Jeny. OpraHu3alMOHHO-pacHopsiIuTeNnbHas JoKyMeHTauus. TpeGoBaHHS K

oGopMIICHHIO TOKYMEHTOB. [ DJIeKTpOHHBIN pecypc] — Pexxum nocryna: http:/www.garant.ru.

Jlumepamypa


http://www.garant.ru/
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http://www.garant.ru/
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Obs3amenvuas

beikoBa T.A. JloKyMEHTalMOHHOE OOECIeUeHUEe YIpaBiIeHHs (IEIOMPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebnoe mocobue/ T.A. brikoa, T.B. Ky3uerona. -2-¢ u3z. nmepepad. u
JOTI. — Mocksa: Wundpa-M, 2018. -304 C. —Pexum JocTymna:
http://znanium.com/go.php?id=942800/

Hononnumenvras

Jlykam, FO. A. BeITh cexperapeM pykoBoauTens GUpMBbI [ DNEKTpOHHBIN pecypc] : yued.
nocobue / FO. A. Jlykam. - M.: ®nunaTa, 2012, - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocrymna: http://znanium.com/catalog/product/455324

ITpodeccus - nomomuuk pykoBoaurens: [lpuemsl «Boiciiero nmioraxay / Jlazapes K. -
M.:Anprinaa  [labn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum pocryma:
http://znanium.com/catalog/product/917159

Mamepuanvno-mexnuueckoe obecneuenue 3aHAMUA:
Paznarounsiilt maTepuait:

1. TOCT P 7.0.97-2016. Cucrema cranaapToB 1o uH(popmanuu, OnOINOTEYHOMY U
u3aTeabckoMy aeny. OpraHu3alMoOHHO-PACTIOPSIUTEIbHAS JOKYMEHTaIHs. TpeboBaHus K
0(OPMIICHHIO TOKyMEHTOB.

2.Marepuaisl 1€710BOM UTPHI (331aHUE PYKOBOIUTENS HA TIOMCK HH(OPMAIMH, THCHMO 00
YYacCTHH B BBICTABKE, CBOJHAS TAOIMIIA TIO CTPYKTYPHBIM HOpa3eeHUsIM 00 UCTIOTHUTENLCKOM

JUCITUTLITAHE)

Tema 4. Opranusanusi padoTsl ceKkperapsi.

Lenv 3anamusa: W3y4UTb HCTOPHIO CEKPETAPCKOM CIIy:KObI, PacCMOTPETb U OOCYAUTH
OCHOBHBIE (DYHKIIHH, BHITIOJIHIEMBIE CEKPETapeM.
Dopma npogedenuss — MOJTOTOBKA U 3alUTA JOKIATO0B.

B nmpomecce mNOArOTOBKM K MPaKTHYECKOMY 3aHSATHIO, CTYACHTBHI  JIOJDKHBI
CaAMOCTOSITEJIBHO M3YYUTh OJJMH WJIM HECKOJIbKO aCIEKTOB INPEII0KEHHOW TEMBbI, MOATOTOBUTH
Pa3BEpHYTHIM TOKIIAM, COJEpKAIIUl OCHOBHBIE TE3UCHI JIOKIAJa, MO3HUIMIO aBTOPA, €ro OLEHKH
U3JI0KEHHOM MH(pOpMAITHH.

[IpakTuyeckoe 3aHsATHE MPOXOIUT B (popMe pa3BepHyTOH Oecenpl ¢ 3acCIyIIMBAHUEM
TOKIaaIuKoB. Kaxaplil U3 NOKIIa0B JOJDKEH OTPakKaTh OTIEIbHBIA aCIIEKT TEMbl CEMHUHAPCKOTO
3aHATHS.

OOcyxaeHne MOKJIaAa OCYLIECTBISETCS B (OpMe TUCKYCCHH C IMPHUBICYCHHUEM BCEX
CTYZIEHTOB TpyHIbl. B X0/1€ TUCKYCCHH CTYAEHTHI BBICKA3bIBAIOT CBOE KPUTUYECKOE OTHOIICHHE

K TEMC NOKJIaZid, BBIIBUTAIOT CBOW TOYKU 3PCHMUA.


http://znanium.com/go.php?id=942800/
http://znanium.com/catalog/product/455324
http://znanium.com/catalog/product/917159
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TeMbl TOKJIAI0B:

1. UcTopust cekpeTapckoil Ciry:kObl TOpeBOIOIMOHHOM Poccun.

2.Poub cexkperapeil B COBETCKUX yupexkacHUAX XX BeKa.

3.Anexkcanap ITockpeOsimeB — cexkperaps 1.B.Cranuna

4.T'annna benucnasckas — cexkperaps C.A.EceHnna

5.Anna CHutkuHa — cexkperapb ©.M.JlocToeBckoro

6. Muxann Crnepanckuil — cekpetapb Anekcanapa |

7.I'aBpuna [lep:xaBuH — cekperaps Exarepunst 11

8. Anekceil Makapos — cexpetapsb [lerpa 1

9.Anexcanap be3dopoako — cekperaps Exatepunst 11

10.JInnusa @otueBa — cekperaps B.1. Jlennna

11.Ilerp KproukoB — cexperaps M. I'opbkoro

12. Banepus JlebeneBa — cekperapr M.M. IlpumBuna

13. MBan beukoii — cexperapb Exarepunsr 11

14.Bnapumup Ilo3znep — cexperapp C. 5. Mapiiaka

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

16. JIronmuna bapmesa — cexperaps A.H. Toncroro

17. A.A. I'pomoB — nipecc-cexpetaps B.B. [lyrnna

18. CoBpeMEHHOE COCTOSIHHE CEKpPEeTapCcKOW CIyXObl B YCIOBUSX HMHTEHCH(DHUKALUU
YIPaBJIEHYECKUX IPOLIECCOB, PACIIUPEHUS MacIITab0B JEATEIBLHOCTH TOCYAAPCTBEHHBIX H
KOMMEpPYECKHUX CTPYKTYP.

19..Kareropuu cexperapeii. Cekpetapp B CTpykType cinyx0bl JIOY, B anmapare pyKoBOIUTEI,
B COCTABE CTPYKTYPHOI'O MOJpa3AeIeHus

20.DyHKIMM W JIOJDKHOCTHBIE OOS3aHHOCTH CEKpeTapeil B 3aBHCHUMOCTH OT KaTETOpHH
CEKPETapCKOTO OOCITYKHUBAHUS

21./lenoBoii aTUKET B paboTe cexpeTaps

22.1IpaBuia MOBEJCHUS CEKpeTapsi B KOH(MIMKTHBIX CUTYaIHAX

23.IlpaBuna  fenoBOro  OOIIEHHS C  PYKOBOAUTENEM, COTPYAHUKAMH, TOCETUTEISIMH,
[IOTYMHEHHBIMU

24. TpynoycTpoKCTBO CEKpETaps U aJanTalus Ha HOBOM MECTE

25. CekpeTapb U PyKOBOJIUTEIb, B3AUMOOTHOILICHHUS TOJIOB.

26.Ctpecc Ha paboyem mMecte. Kak n3bexarb crpecca U Kak ¢ HUM OOpOThCSI.

27.Cnoco0bl orcka paboThl, aHANIN3 BAKAHCHI HA PBIHKE TPYAQ, 3Q(HEKTUBHOE PE3OME.
HcTounuku u mureparypa:
beikoBa T.A. JloKyMEeHTallMOHHOE OOECIeUeHUE YIpaBiIeHHs (IEIOMPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebHoe mocobue/ T.A. brikoa, T.B. Ky3uerona. -2-¢ u3z. nmepepad. u
JOTI. — Mocksa: Wundpa-M, 2018. -304 C. —Pexum JocTymna:
http://znanium.com/go.php?id=942800/

Jlykam, FO. A. BeITh cexperapeM pykoBoauTens GUpMBbI [ DNEKTpOHHBIN pecypc] : yued.
nocobue / FO. A. Jlykam. - M.: ®nunTa, 2012, - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocryma: http://znanium.com/catalog/product/455324

ITpodeccus - nomomuuk pykoBoaurens: [lpuemsl «Boiciiero nmioraxay / Jlazapes K. -
M.:Anprinaa  [labn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum pocryma:
http://znanium.com/catalog/product/917159



http://znanium.com/go.php?id=942800/
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KonecuukoBa H. JI. [lenmoBoe oOmenue. Business Communication [D1eKTpOHHBIN
pecypc] : yaeb. mocodbue / H. JI. Konecuukosa. - 5-e¢ u3n., crep. - M.: ®@munTta, 2012, - 152 c. -
ISBN 978-5-89349-521-8. - Pexxum gocryma: http://znanium.com/catalog/product/495986

JlenoBoe oOmienue. [lenoBoit 3Tuker: Yued. mocoOue sl CTYIEHTOB BY30B / ABTOp-

coctaButens U.H. Ky3neuos. — M. : KOHUTU-JTAHA, 2017.- 431 c. - ISBN 978-5-238-01337-

4. - Tekcr : anekrponHbId. - URL: http://znanium.com/catalog/product/1028716
Kyzuenos U.H. JlenoBoe obmienue. - 7-e u3a., nepecM. - M.:JlamkoB u K, 2018. - 528 c.:
ISBN 978-5-394-02951-6 - Pexxum nocryma: http://znanium.com/catalog/product/411372

JlenoBoe obmenue: YueOHoe nmocobue / Jlepessinkun E.B., - 2-e u3a., crep. - M.:®nuHTa,
W3p-Bo VYpan. yu-ta, 2017. - 48 c. ISBN 978-5-9765-3088-1 - Pexum nocryna:
http://znanium.com/catalog/product/946644

9.2 MeToaudeckue PECKOMEHIAIIUMA 110 NOATOTOBKE NHNCbMECHHBIX paﬁoT

B nponecce o0yuenust ctyaentsl PITY BBINONHAIOT pa3Hble BUABI TUCBMEHHBIX PadoT.

OCHOBHBIMU IIEJISIMU ITUCBMEHHBIX Pa0OT B By3€ SIBIISIOTCA:

* 3aKpeIUIeHHUE MOJYYSHHBIX 3HAHUN 10 CTIEIUATbHOCTH, IPUMEHEHHE 3TUX 3HAHUH TIpU
pereHnn mpodecCuOHABHBIX 3a/1a4;

* pa3BUTHE HABBIKOB BEJICHUS CAaMOCTOSTEIILHON pabOTHI, OBJIAJJICHUE METOIUKAMH U
NPUHLIUIIAMH CaMOCTOSATENILHOM UCCIET0BATENBCKON AEATEIbHOCTH;

* (hopMupoOBaHNE YMEHHS IPaMOTHO M JIOTMYHO M3JIaraTh COOpaHHbIE HAyUHBIE JaHHBIC
U MaTepHajbl COOCTBEHHOW MCCIIeI0BATEIbCKON AATEIHOCTH.

Hawubouee mpocrasi, HO 04eHb BakHasi (popMa MUCBMEHHOM pabOThI B By3€ — 3TO
KOHTpOJbHAs paboTa. OHa ABIIeTCS 00A3aTEIBHBIM JIEMEHTOM CAaMOCTOSTEIILHOU PabOThI
CTYZIEHTA U, TIPEXKJIe BCETo, IEMOHCTPUPYET YMEHHE BOCIIPUHUMATH U MepeaBaTh
UH(POPMAIHIO.

OTOT BUJ MUCBMEHHOM pabOThI MPEIYCMOTPEH y4eOHBIMU TUIaHAMH ITOATOTOBKH
OakanaBpoB M Ha Kaeape apXuBOBEACHUS MpeIaraeTcsi B paMKax U3y4eHus OOIIUX KypCOB U
KIIB.

Taxke B mporecce OOydeHHsI CTYAEHTY HPEICTOUT BBIIIOJHEHHE KYpPCOBBIX paboT,
KOTOpBIE (POPMHUPYIOT HCCIEI0BATEIBCKIE HABBIKU, PA3BUBAIOT CIIOCOOHOCTH CUCTEMATHU3ALUH U
OCMBICTICHHS YX€ CYIIECTBYIOLIETO 3HAHWSA W HAIpaBlICHbl HA CaMOCTOSITEIBHOE pelIeHHE
HEKOTOPBIX TEOPETHUECKUX HIIM MPAKTHUECKUX 3a1a4u. KypcoBas paboTa 1eMOHCTpUpPYET yMEHHE
paboTarh C HMCTOYHHMKAMH, HCIOJB30BATh JIOCTHKEHHUS COBPEMEHHOW HayKu (Hampumep,
UCIOJIBb30BaTh JJOCTH)KEHUSI apXUBOBEACHUS, a TAKKE CMEXKHBIX HayK M HAYYHBIX AUCIUIUINH),
YCIIEIIHO pelaTh MOCTaBJICHHBIC 3aqauu, oOpabarbiBaTh M 0000maTh MaTepuan. Hammcanue
KOHTPOJILHOH pPa0OThI, MOJArOTOBKAa M 3allUTa KypCOBOM HMMEET psAJ OpPraHU3alMOHHBIX H
METOMYECKUX 0coOeHHocTel. O3HaKOMIIEHHE C JaHHBIMH METOAMYECKHMMH PEKOMEHAAIUSIMU
MIOMO’KET CTYAECHTaM IPAaBUIHLHO OPraHMW30BaTh CBOIO YUEOHYIO M Hay4HO-HCCIIEI0BATEIbCKYIO
pabory.

OO0uue TpeGOBaAHMA K CTPYKTYPE M COJEPKAHMIO MUCbMEHHbIX padoT

Baxnoli (hopmoii camMocTOATeNbHOM pabOThI CTyIEHTa SIBJISIETCS KOHTPOJIbHAs padora.
Ona mpenycMoTpeHa st OOJIBIIMHCTBA JUCIMILIMH y4eOHOTO IJIaHa, YMTaeMbIX Ha Kadeape
apxuBoBeJieHUs. Ee HammcaHue nmpecienyeT 1eilb yriayoieHHOW MpopadOTKU AUCIUILTAHEI.


http://znanium.com/catalog/product/495986
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KonTponpHast paboTa BBINOJHAETCS CTYJCHTAaMH B COOTBETCTBUH C TEMAaTHKOH,
©XKEroJHO  yrBepknaemod  kadenpoil. KonrponbHas  pabora  sBISeTCS  3JIEMEHTOM
CaMOCTOSTEIILHON PabOThI CTYAEHTOB, TO3TOMY BBIOOD TEMBI IIPEAOCTABISAETCS CTYACHTY.

Jlo HamucaHus KOHTPOJBHOM pabOThl CTYHEHT MJOJDKEH B IIEJIOM O3HAKOMUTHCS C
paszzienaMu Kypca, MpeyCMOTPEHHBIMU YUeOHOM MPOrpaMMOi.

PaboTa 1o HanmMcaHuIO0 KOHTPOJIBHOM HAUWHACTCS C BBISIBICHUS U M3y4E€HUSI HCTOUHUKOB
U JuTeparypsl mo teme. Ilo okoHuaHMM cO0Opa M U3yYCHHS JTUTEPATYpPhl M UCTOYHUKOB CIIEAYET
MPOAyMaTh IJIaH KOHTPOJIbHOM paboThl. CocTaBieHue I1aHa — Ba)kHas 4acTh pabOThI HAJl TEMOH.
[Tnan mpencraisier co0Ooii MepedeHb BOMPOCOB, OTPAXKAIOLIMX CoaepkaHue uccienoBanus. Ot
TOT0, HACKOJIbKO YETKO OH MPOAYMaH U MOCTPOEH, BO MHOI'OM 3aBUCUT Ka4e€CTBO KOHTPOJIbHOM
paboTbl. B muian nenecoo06pa3HO BKIIIOYHTH HanOoJiee Ba)KHbIE TEOPETUUYECKHE U MPAKTHUECKHE
BOIPOCHI TEMBbI, KOTOpbIE MPHU HEOOXOAMMOCTH MOTYT OBITh JAeTann3upoBaHbl. Kak mpasuiio,
palounii BapuaHT IUIaHa J0JKEH ObITh Pa3BEPHYTHIM, YTO o0Jyieryaet padoTy Ha/l TEMOH.

B okoHuaTenbHOM BapuaHTE IUIAH MOXET OBbITh JaH B COKPALIEHHOM BHUIE, HO
00s3aTENIbHBIM  YCIIOBHEM TP A3TOM SIBJISIETCS OTPAKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpUBaeMBbIX B KOHTPOJIbHOW pa Oore. CocTaBleHHBIN IUIAH JOJDKEH HAUTH OTPaKEHUE B
OTJIaBJICHUH K KOHTPOJBHOHM padoTe. PaboTa NOKHA BKIIIOYATh TUTYJIBHBIN JIUCT, OTJIaBICHHE,
BBEJICHHE, OCHOBHYIO YaCTh, COCTOSIIYIO U3 HECKOJIBKHX Pa3/IeoB U aparpados, 3aKI04eHue,
CIHMCOK MCTOYHHMKOB M JIUTepaTypbl. Bo BBeAeHUM HEOOXOIMMO KPAaTKO PACKPBITH 3HAYCHUE U
aKTyaJIbHOCTh HW3y4aeMoro Bompoca (TeMbl), Ha3BaTh OCHOBHBIE 3a7ayd paloOThL, ee
XPOHOJIOTUYECKHE pPaMKH, OOOCHOBAaTh CTPYKTYpPY, HaTb KpaTkuii 0030p HCTOYHHUKOB H
auTeparypsl 1o teme. O030p UCTOYHUKOB M JIUTEPATYPHI HE JOJDKEH CBOAUTHCS K MEPEUHCICHUIO
MCIOJb30BAHHOTO ABTOPOM HOPMATHUBHOIO MaTepuana U OIYyOJMKOBaHHBIX cTaTeil. B Hem
ClleyeT JaTh aHajdu3 MCTOYHUKOB M JHUTEpaTyphl. B 3aBHcHMOCTH OT 00beMa U IIENEBOTO
Ha3HA4YeHUs paboOThl, 0030p UCTOYHUKOB U JIUTEPATYPbl MOXKET OBITh MPECTABICH OTACIbHBIM
naparpadoM WIH Pa3/ielioM B OCHOBHOW 4acTu paboTHI.

OcHOBHast yacTb KOHTPOJBHOH paboThl NOJHKHA OBITH M3JI0KEHAa B COOTBETCTBUHU C
IUIAaHOM, OCBELIaThb COCTOSIHUE M COJAEpKaTh aHAJINU3 pPAacCMaTPUBAEMBIX BOIPOCOB C YYETOM
COBPEMEHHOTO YPOBHSI DPa3BUTHSI TEOPETUUYECKUX 3HAHUNH U OIbITa MPAKTUYECKOH pPaOOTHI
apXMBHBIX YUPEXKIECHUH B 3TOW 00JIaCTH.

[Tpu packpbITHH TOW MM HHON TEMBI CTYICHT JOJDKEH CTPEMUTHCS OIPOOHO U IITyOOKO
U3JI0)KUTH KPyr BOIPOCOB, BXOAAIMX B Hee. Ilo Mepe paccmMoTpeHus maTtepuana OTAEIbHBIE
MIOJIOKEHHSI KOHTPOJILHON paboThI cliefyeT WUTIOCTPUPOBATh IPUMEPAMU U3 JUTEPATYPHI U, IO
BO3MOJKHOCTH, U3 TPAKTHUKH pabOThl KOHKPETHBIX apXMBOB C 00A3aTEIbHBIMH CCBUIKAMHM Ha
JUTEpaTypy U UCTOYHUKU. B 3aKITI0UEHUH KOHTPOJIbHONW paboThl HEOOXOAUMO IMOJBECTH UTOTH
TEOPETHUYECKOW M TMPAKTHUECKOW pazpaboTku BompocoB. CHHCOK HMCTOYHMKOB M JIMTEPATYPHI
IpeaCTaBiIsieT co0Oi IMepeyeHb MCIOJIB30BAaHHBIX pabOT MO TeMe, B KOTOPOM YKa3bIBAIOTCS
(bamMuIUM 1 MTHULUAIBL aBTOPa (aBTOPOB), Ha3BaHUE pabOTHI, MECTO, BPEMs €€ OIYOJIUKOBAHUS U
CTpaHUIIbI.
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puioxenue 1

Annomayusa oucyunaunsl (Mooyns)
JucuuninuHa (Monynb) peanusyercs Ha baxynbrere apXUBOBEICHUS

U JIOKyMEHTOBeJIeHUs Kaeapoil TOKYMEHTOBEICHUS, Ay IMOBU3YAIbHBIX M HAYYHO-TEXHHUECKUX
apXUBOB.
Lenb MUCHMITIMHBI — MOJATOTOBUTH CIIEHUAINCTA, 00JalAIOMIEero 3HAHUSAMH OCHOBHBIX

HaNpaBJICHUH OpPraHU3alMOHHON W MH(POPMAITMOHHONW pabOTHI, OCYIIECTBIIEMOM CEeKpeTapeM

st o0ecrieyeHus JesITeIbHOCTH PYKOBOJMTENS, a TaKKe BbIIBUTH HambOosee 3(deKkTuBHbIC
METO/IbI 3TO pabOTHL

3agaun:

- YCTaHOBJICHHE POJIM CEKpeTapsi B 00ECIECUEHUH NeATEIbHOCTH PYKOBOIUTEIIS;

- OTCHeXUBaHUE (POPMUPOBAHUS NMPO(ECCHH CEKpeTaps U ONPeIeIIEHUs] MECTa pa3IMYHbIX
KaTeropuii cekpeTapeil B COBpeMEHHBIX CTPYKTYpax yIpaBJICHUS;

- OTIpeZieTICHHE OCHOBHBIX TPeOOBaHUM, TPEIBSBIIIEMBIX K CEKPETapsM U OpraHU3aluu uX padoThl;
- OIIMCaHUE OCHOBHBIX HAIIPABICHUH PabOTHI CeKpeTaps Mo 00ECIICUSHHIO IeSITeTbHOCTH
PYKOBOJIUTEIIS;

- OCBEII[EHHE BOIIPOCOB T'PAMOTHOTO MOCTPOESHHSI OPraHU3allHOHHO-MH()OPMAITHOHHON paboTHI;

- (opMHpOBaHHE OCHOBHBIX MPOGECCHOHATHHBIX HABBIKOB.

JucuumuinHa (MO/yIb) HarpaByieHa Ha (JOPMHUPOBAHHE CIEAYIOMINX KOMITETEHIIUI:

. I1IK-6.1. Mcnonp3yeT 3HaHUS MIPABOBBIX U OPraHU3ALMOHHBIX OCHOB YIPAaBIEHUS, OCHOB
JTOKYMEHTHOM JTMHTBUCTHKH, TIPABHJI PYCCKOTO S3bIKA, AEJIOBOT0 3TUKETA, COBPEMEHHBIX METOJIOB
noucka u 00padboTku nHpopMaruu i odecriedyeHus nMpophecCuOHaTbLHON 1eSTEIbHOCTH;

. [1K-6.2. OcymectBasier cOop, 00pabOTKy © aHamuM3 WHPOPMAILIUU, COCTABIISET
U PEJaKTHpPyeT TEKCThl CIYXKEeOHBIX JOKYMEHTOB C HCIIOJB30BAaHMEM COBPEMEHHOTO
MIPOrPaMMHOTO 0OecrieueH s U OPHCHOM OPITEXHUKH;

. I1K-6.3. YuyacTByeT B NpOBEACHUU KOH(EPEHTHBIX MEPONPUATHH, TOKYMEHTHUDPYET
JEATeNbHOCTh KOJUICTHAIbHBIX OPraHOB, OPraHU3yeT MpHUEM MOCETHTENeH, IUIaHupyeT pabouee
BpeMsl PYKOBOJIMTENs, HCIHOJb3yeT COBPEMEHHOE IpOrpaMMHOe obecrieueHHe Hu O(UCHYIO
OPITEXHUKY Ul TOATOTOBKH CIYKEOHBIX JOKYMEHTOB;

. IIK-8.1. IlpuMeHsieT Ha NMpaKTHKE 3HAHMWS COCTaBa U MPABUJI MOATOTOBKH JOKYMEHTOB
KOJUIETHAIBHBIX OPTaHOB YIPABICHHS B OPraHU3aLUAX Pa3IMYHbIX (OPM COOCTBEHHOCTH;

. IIK-8.2.  OpraHusyeT  JOeATENbHOCTb  KOJUIETHAJIbHBIX  OPraHOB  YIPABJICHUS
B OpraHU3aIUAX Pa3IMYHbIX (HOPM COOCTBEHHOCTH U OCYIIECTBIISIET €€ JOKYMEHTHPOBAHHE;

. IIK-8.3. YyacTByeT B INpOBENEHUHU 3aCEJaHUM KOJIJIETHAJIbHBIX OPraHOB YIPABICHUS

B OPraHU3aLUAX PA3IUYHBIX (POPM COOCTBEHHOCTH.
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B pezynomame uzyuenus oucyuniunvl cmyoenm O0AHCeH 3HAMb:
- pOJIb M MECTO CEKpETapsi B COBPEMEHHBIX YIIPaBICHUYECKUX CTPYKTYpax;

- TpeOOBaHUs, MPEIBSBIIIEMBbIC K CEKPETAPSIM PA3IMYHBIX KATErOpUii;

- OCHOBHBIE (YHKIMM M JOJDKHOCTHBIE OOS3aHHOCTH CEKpeTapss O OpraHH3alMOHHO-
MH(POPMALIMOHHOMY 00€CTIEUEHHUIO AEATEILHOCTH PYKOBOIUTEIS;

- TpaBHJIa PALMOHAIBHOTO MOCTPOCHUS OPraHU3allMOHHO-UH(DOPMAITMOHHON PabOTHI;

-METOJIMKU pabOTHI 10 JOKYMEHTHOMY U 0€3JOKYMEHTHOMY 0OCTY)KMBAHUIO PYKOBOIUTEIIS.

B pezynomame uzyuenus oucyuniunvl cmyoenm O00JHCEH YMemb.

- OpraHM30BBIBaTh PaOOTY MPUEMHOMN PYKOBOIMUTEIIS;

- OpraHM30BBIBATH TeIE(POHHBIE IEPETOBOPHI PYKOBOIUTEIS;

- TOTOBWTb JICJIOBBIE BCTPEUH U MIEPETOBOPHI PYKOBOIUTEIIS;

- y4acTBOBATh B MOJITOTOBKE U NMPOBEJCHUN KOH()EPEHTHBIX MEPOIIPUSATHIA;

- BecTH paboTy MO MOJArOTOBKE KOMaHIMPOBOK U JICIOBBIX ITOE€3/10K PYKOBOIUTEIIS;

- OpPraHMU30BBIBATh H MPOBOIUTH POTOKOJIBHBIE MEPOTIPUSTHUS;

- BeCTH MH(POPMAIMOHHYIO paldoTy;

- obecneunBaTh KOHPHUACHIIMATBHOCTh HHPOPMAIIUH.

B pezynomame uzyuenusn oucyuniunvl cmyoenm 00axicer 001a0ams HAGbIKAMU.:

OpraHu3aluy yIpaBJICHYECKHX MPOLIECCOB;

- 3¢ EeKTUBHOTO YIpaBICHUS BPEMEHEM;

- paboThI C TOCETUTEISIMU;

- OpraHu3aluy COBEUIAHUN U 3aCEAAHMIA;

- MeTOJIaMH MOUCKa, cOopa U CTPYKTYPUPOBaHUS HH(OPMALIUH.

[To qucuumumHe (MoOY110) IPETYCMOTPEHA IPOMEXYTOUHAs aTTecTaus B opme
3auema ¢ OYeHKo.
OOmiast Tpy10€MKOCTh OCBOEHUS TUCIUITIIMHBI COCTABIISET 3 3aU€THBIC €JMHUIIBL.
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