MHUHOBPHAYKHN POCCHUH

2y
J

—"«,%’P 7 \;:
DeepajibHOE TOCYAAPCTBEHHOE OI0KETHOE 00pa30oBaTe/IibHOE YUpeKIeHue
BbICHIETr0 00Pa30BaHUNA

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

UCTOPUKO-APXVBHBIN UIHCTUTYT

(I’aKyJ'[]:TeT APXUBOBECACHUA M1 TOKYMECHTOBCACHHUSA

Ka(])ellpa AOKYMCHTOBCACHUS, AYyIUOBU3YAJIBbHBIX H HAYYHO-TEXHUIECCKUX aPXUBOB

OPTAHM3AIIMOHHO-AOKYMEHTAIIMOHHOE OBECIIEYEHUME
AEATEJBHOCTHU PYKOBOIUTEJIA

PABOYAS [TPOTPAMMA JUCHUTIJIMHBI

46.04.02 JIokyMEHTOBEJICHUE U apXUBOBEJICHUE

Ko0 u naumernosanue HanpaejleHus nodzomosku/cneuuaﬂbftocmu

FOC}’IIapCTBeHHBIe U MYHHUIUIIAJIBHBIC apXWBbI

Haumenosanue nanpaenennocmu (npoguna)/ cneyuanuzayuu

YpoBeHb BHICIIET0 00pa30BaHUs: Oaxaiaspuam

dopma 06yquH;1; 0UHAs, OYHO-3A0YHASL, 3A0YHAS

PII/I anantupoBana s nu
C OTPAaHUYEHHBIMU BO3MOXKHOCTSAMH
310pOBbSI U UHBAJIUJIOB

Mocksa 2023



OprasHu3anoHHO-T0KYMEHTAMOHHOE O0ecriedeHue AesiTeJIbHOCTH PYKOBOAUTEsI
Pabouas nporpamMma IUCHUIUIMHBI

CocraButenb(n):
Ku.H., moueHT kadeapsl JTOKYMEHTOBEICHHS, AayJAMOBHU3YAIbHBIX W HAYYHO-TEXHHUYECKUX

apxusos JI.P. ITapuesa

YTBEPXJIEHO
ITporokon 3acenanus kapeapsl JAUHTA

No 11 or 27 mapta 2023 1.



OT'JIABJIEHUE
1 TTOSCHUTEITBHAS BATTHCKA .. .vveeiuveiesutreesuteeessteaessteeessseeessseesssseesasseesasseesasseesasseesnneesnneesnnnesannnaens 4
1.1 IS0 007 Qe Di P e 7 00112 (0300700 010703 ) APPSR RR 4
1.2 IlepeveHp MIaHUPYEMbBIX PE3yIbTATOB 00YUYEHHS 110 AUCHUIIINHE, COOTHECEHHBIX C
HUHIHUKATOPAMH JTOCTHIKCHHST KOMITETCHITHH «..v.vvuviuvesesvesseseeseesessessessessessessessessessssesssssessessessessessessssssnensens 4
1.3 MecTo AMCUHIUIMHEI B CTPYKTYPE OCHOBHON 00Pa30BaATEIBHOMN MPOTPAMMBIL.........veeveereeeeeenenes 5
2 CTPYKTYPA JHCIIATIIHHBL ....cc.vieutiteesteassesseesseassesssateasseass e bt asseabe e beasnesse e bt e e abe e be e b e nbeenn e e e e 6
3 COHCPIKAHUE JTUCIIHTIIIIIHBL ... veeeuvvvesssreessssesssseessssesssssessssssssssesssssesssssesssssesssssessnssessnssessnseessnsees 7
4 OOPA30BATEIBHBIE TEXHOIOTHH .....uveiseriesreesireasreessnesseessseaseessnsasesssesasseessesaneesnnessneesnessnneees 10
5  OrleHKa MIIAHUPYEMBIX PE3YIBTATOB OOYUCHHS ..eevvveeervriesiriessiresssressssresssresssnessseessseessnes 10
5.1 CHICTEMA OLICHIBAHII 1.vvvvvvuuusssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssnsnnnnns 10
5.2 Kputepuu BBICTaBIEHNS OLEHKH MO JUCIIHIIIIHHE . ....ccvveereiereesreereesreessesssnsssneeneesneesneeseessenesnns 11
5.3 OrneHoYHBIE CpeACTBa (MaTepHalibl) ISl TEKYIIET0 KOHTPOJIS yCIIEBAEMOCTH, TIPOMEKYTOYHON
ATTECTALUU O0YYAFOIIUXCS IO JIACIIHTITIHE ... vvevvveesveeseeesteestessenesssesssesssesssesssesssesssssasseensesssesssesssessnnesnns 13
6  YdeOHO-MeTOMMYECKOE U MH(DOPMAMOHHOE 00SCTICYCHUES AUCIIHILTUHBI «...c.vvvevveenveeanenene 13
6.1 CIHACOK MCTOTHUKOB H JTATEPATYPB ....vvevveaureasreesueesteesueesssessseasseesseessesssesssssssseessesssesssessnssnesnns 13
6.2 [lepeueHs pecypcoB HHGOPMAIIMOHHO-TEIIEKOMMYHHUKAIIMOHHOHN ceTH «VIHTEPHET............... 15
6.3 [Mpodeccnonanbubie 0a3bl AAHHBIX U HHOOPMAITMOHHO-CIIPABOYHBIE CUCTEMBI.....c.vververeeeneene 15
7  MarepuaabHO-TEXHHUECKOE 00CCTICUCHHUE TUCIIATIITHBL ...vvveisvreessvreessireesssressssnesssnessssnesanns 15
8  Oo0ecrieueHne 00pa3oBaTEIHHOIO MPOIIECCa IS JIUIl C OTPAHUYCHHBIMU BO3MOKHOCTSIMH
BIIOPOBBST M THBATTHIIOB ... vvveesteeessteessssesssssssssssssssssssssssssssesssssssssssesssssesssssesssssesssssessnssessnssessnseessnes 16
I\ (300117 e (510029 % (S Y 2 &) 0) €2 11 13 (OO URRUP PP 17
9.1 TTTaHBI TPAKTUIECKIX BAHITHIL. ...ecuvvevviereasreesteesteesteesueesssesnseaseesseesseesteessseasseeseesseesaeesanssnnesnne 17
9.2 MeToauueckre peKOMEHIAIUH 110 TIOATOTOBKE MACBMEHHBIX PAOOT.....vvvvvrrrvierieerieesieesieesieeanne 25

AHHOTAIUS TACTHATUTAHBI (MOILYTIS) +utveeiutrtesutreesuteeessseeessseessssessssseessssesssssessasseesnssessnsseesnssessnsseens 27



UH(POPMALIMOHHOM paboThI, OCYIIECTBISIEMON CEKpeTapeM Uil 00ecledeHUs: AeATeIbHOCTH

4

1 TIlosicHHUTEIbHAA 3ANMUCKA

1.1 Heap u3agaun AU CHUILIMHBI
lle/lbl[I/ICL[I/IHJII/IHbI — I/I3y‘-II/ITB OCHOBHBIC

HaIlTpaBJICHUA OpFaHH3aL[HOHHOI>'I

PYKOBOJUTEIIS, @ TAK)KE BBISIBUTH HarOosiee 3 (eKTUBHBIE METO/BI 3TOM paOOTHI.

3aoauu NUCUUIIIIMHEL COCTOST.

- YCTaHOBJICHHE POJIM CEKpeTapsi B 00ECICUCHHH JESTSILHOCTH PYKOBOTUTEIIS;

- OTCIeKUBaHUE (OPMUPOBAHUS TPOPECCUN CEKpeTapsl U ONPEACTICHUS MECTa PA3TUIHBIX

KaTeropuii cekperapeil B COBPEMEHHBIX CTPYKTypax yIpaBJICHUS;

- onpeaAcICHUE OCHOBHEBIX Tpe60BaHHI>i, MNPEABABIACMBIX K CCKPETAPAM U OpraHU3alun ux

paboThI;

- OIMMCaHUEC OCHOBHBIX HaHpaBJIeHI/Iﬁ pa6OTI)I CCKpeTapsg 1mo 00eCIICYCHHIO JACATCIIBHOCTH

PYKOBOOUTEIISA,

- OCBCHICHHEC BOIIPOCOB I'PAMOTHOI'O ITIOCTPOCHUA OpraHI/ISaI_II/IOHHO-I/IH(bOpMaHHOHHOﬁ pa60T]E>I;

- (hopMHpOBaHHE OCHOBHBIX MPO(EeCCHOHATLHBIX HABBIKOB.

1.2 TlepevyeHb NJIAHMPYEMBIX Pe3yJIbTATOB 00yUeHUsI MO JUCHUIIHHE,
COOTHECEHHBbIX ¢ HHANKATOPAMH J0CTH/KEHUS KOMIIEeTeHIUil

Komnerennus
(kK011 1 HAIMEHOBAHUE)

HNuankaTopbl KOMIETEHIUI
(K021 M1 HANMEHOBAHUE)

Pe3yabTaThl 00yueHUs!

ITIK-6. Ciocoben
OCYILLECTBIITh
OpTaHU3aIMOHHOE,
JOKYMEHTAI[MOHHOE H
HH(POPMAIIHOHHOE
obecIieyeHne JesITeIbHOCTH
PYKOBOJIMTENS OpPraHU3aIMH

I1K-6.1. Mcnionp3yeT 3HaHUS IPABOBBIX U
OpraHM3al[IOHHBIX OCHOB YIIPaBJICHHUS,
OCHOB JIOKYMEHTHOH JIMHTBHCTHKH,
TPaBUII PYCCKOTO SI3bIKa, IJIOBOTO
9THKETa, COBPEMEHHBIX METOJIOB ITIOUCKA
1 00pabOTKHN WHPOPMALIHAHU TS
obecrieueHHsI IPOPeCcCHOHATEHOM
JeATEeIbHOCTH

3namyv: npagogvie u opeanuzayuUOHHbIE
0CHO8bI YNPABIeHUs, OCHOBbL OOKYMEHIMHOT
JIUHSBUCTIUKU, NPABUNLA PYCCKO20 A3bIKA,
0e10601 YmuKem

Ymems: npumensamo coepemennvie
Memoobl noucka u 06padbomxu
uHgopmayuu 01 obecneyeHus
npogeccuoHanbHou desmenbHOCmu
Brademuw: nagvixamu obecneuenus
O0eamenbHOCmU PYyKO8OOUMes Ha OCHOBe
3HAHUIL NPABOGBIX U OPSAHUZAYUOHHIX
0CHO8 YNpasieHus, OCHO8 OOKYMEHMHOT
JUH2BUCTUKU, NPABUTL PYCCKO20 A3bIKA,
0€7108020 IMUKemda, COBPEMEHHbIX
Memooos noucka u 06pabomxu
uHpopmayuu

[IK-6.2. Ocymiectusier cOop, 00padoTKy
Y aHan3 HHPOPMAIMH, COCTABISIET U
PEIaKTUPYET TEKCTHI CITYKEOHBIX
JIOKyMEHTOB C MCIIOJIb30BaHUEM
COBPEMEHHOI'0 IPOrPaMMHOTO
obecrieueHns U O(UCHOMN OPTTEXHUKH

3uamyv. npaguna cocmagnenus u
PeOaKmMuposanus MeKCcmo CyiHceOHbIX
OOKYMEHMO8

Ymemu: cobupams, obpabamuvieams u
aHATU3UPOBAMb UHPOPMAYUIO, CO30a8aMb
¢dopmy ee npedcmasnenus

Bnadems. nagvikamu pabomul ¢ 0QpucHoil
OpeMeXHUKOU U HABLIKAMU UCHOTb308AHUSL
COBPEMEHHO20 NPOSPAMMHO20 ObecneyeHs
npu ocywecmeneHuu pabomsl ¢
uH@opmayuel u NOO2OMOBKe CILYHCEOHBIX
O0OKYMEHMO8

IIK-6.3. YuacTByeT B IpOBEACHUNI
KOH()EPEHTHBIX MEPOTIPUSITHH,

3uams: nopsoox nposedenus
KOHGhepenmHblx Meponpusimuil,




JIOKYMEHTUPYET AESITeIbHOCTD
KOJUJIETHAJIbHBIX OPTaHOB, OPraHU3YeT
MPUEM MTOCETUTENCH, TUTaHUpYyeT pabodce
BpEMS pyKOBOJIUTENS, UCIIOIB3YET
COBPEMEHHOE MPOrpaMMHOE
oOecrieycHrEe ¥ OPUCHYIO OPTTEXHUKY
JUTSL IOATOTOBKHU CITYKEOHBIX
JIOKYMEHTOB

HOpMamueHylo 6asy 6 cghepe obecneuenus
KOJIE2UANbHOU OessmenbHOCTU

Ymemuw: opeanuzosamsv nposedenue
KOHpepeHmHbIX Meponpusmull,
OOKYMEHMUPOo8amy 0esimeibHOCHb
KOJLIe2UANbHBIX OP2AHO8, UCHONIb308AMb
cospemenHoe npocpamMmHoe obecneyenue u
oucHyro opemexHuxy

Braodems: nasvikamu opeanuszayuu npuema
nocemumerneti, NIGHUPOBAHUA paboyee
8peMeHlU PYKo8oOumess

[IK-8. CnocoGeH opraHn30BaTh
U JOKYMEHTHPOBAaTh
JIeSITENIbHOCTD KOJUIETHAIbHBIX
OpraHOB YIPaBJICHHS
XO35HCTBEHHBIX O0IIECTB

[IK-8.1. [IpumensieT Ha MPaKTHKE 3HAHUS
COCTaBa ¥ IPaBHII IOJTOTOBKH
JIOKYMEHTOB KOJUIETHaJIbHBIX OPTaHOB
YIPaBIEHUS B OpPraHU3alUaX PA3IUUHBIX
(hopM COOCTBEHHOCTH

3uams: HopmamugHo-npagosylo basy
DYHKYUOHUPOBAHUSL KOTIC2UATLHBIX
0pP2aH08 XO3AUCMBEHHBIX 00Wecms, cCOCmas
U npasuia n0020MOoOBKU OOKYMEHMO8
KOJLIeUANbHBIX OP2AHO8 YRPABILeHUS 8
OP2aAHU3AYUSX PAZTUUHBIX POpM
cobcmeennocmu

Ymemo: npumensme meopemuueckue
3HAHUS 8 0OIACMU DYHKYUOHUPOBAHUSL
KOJLIE2UAILHBIX OP2AHO8 8 NPAKMUYECKOU
oesmenbHOCmU

Brnaoemo: nasvikamu noo2omosku
OOKYMEHMO8 KOJIC2UANIbHBIX OP2AHO8

TIK-8.2. OpranusyeTt aesTeNbHOCTh
KOJIJIETHAJIBHBIX OPTaHOB YIIPABICHUS B
OpraHM3alysiIX Pa3IuyHbIX GOpM
COOCTBEHHOCTH U OCYILECTBIIET €€
JIOKYMEHTHPOBaHHE

3uamu: npasuna opeanuzayuu
OdesamenbHOCmU KOMNe2UANbHbIX OP2aHO8
YNpaeneHus 8 OPeaHU3AYUAX PAZTUYHBIX
gopm cobecmeennocmu

Ymems: opeanuzoeamv nposedenue
3ace0anus Koane2uaibHo20 Op2and
Braoems: nagvikamu 0okymenmuposanus
OesimenbHOCHU KOIe2UAIbHbIX OP2AHO8

TIK-8.3. YuacTByeT B IpoOBENECHUU
3acelaHni KOJJIETHalbHBIX OPTaHOB
YTPaBJICHUS B OPTaHHU3ALMX Pa3IMIHbIX
(hopM coOCTBEHHOCTH

3namu: nopsadok nposedenus 3acedanuil
KOJLIE2UANbHBIX OP2AHO8 YNPAGILeHUSL 6
OpPeAHU3AYUSX PAZTULHBIX POPM
cobcmeenHocmu

Ymems: unghopmuposams yuacmuuxos
3acedanust 0 pe2namenme npoGeOeHUs.
3ace0anust KOJLIe2UaIbHO20 0peana
Braoemu: nasvixamu obpabomxu
ungopmayuu u doxymenmayuu,
€030a8aemoll 8 X00e nposeoeHUs
3ace0anuii KOwNe2UAIbHbIX OP2aAHO8

1.3 MecTo TUCHUIJIMHBI B CTPYKTYpPe OCHOBHOM 00pa30oBaTebHOI
NMporpaMmal

Huctunmuna (Moayns) «OpraHu3aliOHHO-JOKYMEHTAIIMOHHOE OO0eCredeHne AesTeIbHOCTH
PYKOBOJUTENSI»OTHOCUTCA K YacTh, POopMHUpPyeMON y4acTHUKaMH 00pa30BaTeIbHBIX OTHOIIICHUN
0JI0Ka AMCUUILTNH Y4eOHOTO MJIaHa..

st OCBOGHMSI UCHMIUIMHBI (M0OOY/5) HEOOXOAWUMBI 3HAHWS, YMEHUS W BIAJACHUS,
chopMUPOBaHHBIE B XOJ€ HM3YYCHHS CICAYIONINX IUCHUIUINH W TPOXOXKIEHUS TMPaKTHK:
«be30MacHOCTh KUZHENEATENIbHOCTIY, «PyCCKHIL SI3bIK U KyJIbTypa peum».

B pesynbpTare OCBOCHHS MUCHUIUIMHBI (MOIyJsi) (OPMHUPYIOTCS 3HaHUS, YMEHUS H

BJIaJACHUA, HGO6XO)II/IMI)Ie IJId U3YUCHUA CICAYIOIUX JUCHUILIMH W HPOXOXKIACHUA MPAKTHUK:
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O3HAaKOMUTeNbHas MpakTuka, «MHopmalronHoe olecrieueHue ympaBieHus», «OpraHuzanus

paboThI ¢ OOPAIIEHUSIMU TPAKIAH.

2 CTpyKTypa ITUCHUNIMHBI

OO01mast TpyA0eMKOCTh JUCHIHUTUINHBI COCTaBisieT 33.e., 108 u.

CTpyKTypa JTUCHUILIMHBIAJISA 0YHOI (popMBbI 00yUeHUs

O0beM TUCIUIUIMHEI B ()OpME KOHTAKTHOW PaOOThI OOYYAIOMIMXCS C MEAaroru4ecKuMHU
paboTHUKaMU W (WJIM) JTUIAMHU, IPUBJICKACMBIMH K pealn3aiuyd 00pa3oBaTeIbHOW MPOrpaMMbl

Ha WHBIX YCJIOBUSX, IPU MPOBEJCHUN yUEOHBIX 3aHITHHI:

Cemectp | Tun yueOHBIX 3aHATHI KommmuecTBo
4acoB
2 Jlexumu 24
2 CemuHapbl/1ab0paTopHbIe pabOTHI 36
Bcero: 60

O0beM TUCIUILIMHEI B (pOopMe caMOCTOSTeNTbHON PabOoThl 00yUaromuxcst coctapisier 48

AKaJCMHUYCCKHUX 4aCOB.

CTpyKTypa JUCHUILIMHBI AJI51 0YHO-3204HOI (POopMBbI 00yUeHUs

O0beM TUCIUIUIMHEI B (pOpME KOHTAKTHOW PabOThI OOYYArOMIMXCS C TEIaroru4eCKUMHU
paboTHUKaMU U (WIM) JTUIAMH, TPUBIEKaEMbIMH K peai3alii 00pa30BaTeIbHONW MPOrpamMMbl

Ha WHBIX YCJIOBUSX, TIPU MPOBEICHUH yUEOHBIX 3aHATHHA:

Cemectp | Tun yueOHBIX 3aHATUH KonnyectBo
9acoB
2 Jlexumn 12
2 Cemunapsl/mabopaTopHble padoThI 18
Bcero: 30

O0beM TUCIHUILTIHEI B (pOpMe CaMOCTOSTENTbHON PabOThI 00YUYAIOIIUXCS COCTABISIET 78

aAKaICMHUYCCKUX YaCOB.

CTpyKTypa TUCHUIIMHBI JJs1 3204HOI () OpMBbI 00yUeHUsI

O0beM IUCHUIIIMHBI B (JOPME KOHTAKTHOM paboOThl 0OyYaromIMXCs ¢ MelarormyecKuMU
paboOTHUKAMU U (WJIM) JIMLAMU, IPUBJIEKAEMBIMH K pealu3aiii o0pa30BaTeIbHOW MPOrpamMMbl

Ha UHBIX YCIIOBUAX, IIPU ITPOBCACHUN yqe6HBIX 3aHATHH:

Cemectp | Tun yueOHBIX 3aHATUI KonnyectBo
9acoB
2 Jlexuun 8
2 CemuHapbl/1abopaTopHbIe pabOThI 16
Bcero: 24
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O0BeM AUCIUIUTHHBI B (hopMe caMOCTOITEIbHON paboThl 00yYarImumXxcs cocTapiser 84

aKaICMHUYCCKUX YaCOB.

3 Coaepxkanue TUCHUILTHHBI

HaumenoBanme pa3jaena
JUCIHUILINHDI

Conep:xxanue

Pa3nen 1. Beeaenue

Ienu n 3amayn kypca. lctTouHuky U nurTeparypa.
AKTyallbHOCTh Kypca B CBET€ COBPEMEHHOTO
COCTOSHMS pbIHKa Tpyza. Mecro Kypca B
npodeccroHanbHOM MOJATOTOBKE CTYyJICHTA.
Tepmunosornueckuit anmapar. CBsi3b Kypca co
CMEXHBIMHU JUCUUTIIMHAMUA u Kypcamu:
AOKYMCHTOBCACHUC, OpraHu3anud W TCXHOJIOIuA
JOKYMEHTAIlMOHHOTO  OOECTeueHusi yIpaBiCHHUS,
KOMITBIOTEPHBIE TEXHOJIOTUU; TICUXOJIOTHUS J1€JI0BOTO
oOuieHusl, 1e10Boi 3TukeT. OCHOBHBIC HCTOYHUKU U
auteparypa. llepuognyeckue n3nanusi.

Paznen 2. UcTopusi cekpeTapckoii
CIIYKOBI

3apoxeHue cekperapckoil cimyx6sl B Poccum.
Cnyxunsle JOIM B IpUKa3aX, KOJUIETHUSX.
I'enepanpublii persiameHT 1722 1. Kak  TepBbIA
HOPMAaTUBHBIA  JTOKYMEHT, PErJIaMEHTHPYIOLIUN
paboty  cekperapeil. Hcropussi  cekpeTapckoii
ciy0bl  pgopeBontonnoHHON Poccuun. Oco3znanue
3HaYMMOCTH  HpPO(ECCHOHATBHOW  IOJATOTOBKU
cekperapeii.  OtkpeiTHe 1O  Bceid  Poccum
CEKPETAPCKUX KypCOB, U3JlaHue
CHEIMATN3UPOBAHHBIX  JKYpPHAJIOB. Ponb
CEKpeTapell B COBETCKUX yupekaeHusx XX Beka.
Beenenue KaTerOpUIHOCTH CEKpETapCKUxX
o0s13aHHOCTE. YpaBHUBaHUE CEKpeTaped ¢
KaHLIEJISIPCKO-TEXHUUECKUMU pabOTHUKAMHU.
ITocranoBnennss CHK CCCP 1925 wm 1932 rr.
[Toxsem 3HAYUMOCTH CEKpETapCKOro
obciyxkuBanus B 90-x rogax XX Beka B KOHTEKCTE
pa3BUTHUA  4YacTHBIX  (GopM  COOCTBEHHOCTH.
CoBpeMEHHOE COCTOSIHME CEeKpeTapcKoil paboThl B
YCIOBUSIX ~ HMHTEHCU(UKAIMK  YIPaBICHUYECKUX
MIPOLIECCOB, PACIIMPEHUs] MACIITa00B AEATEIbHOCTH
rOCY/IapCTBEHHBIX U KOMMEPUYECKUX CTPYKTYP.

Pa3znen 3. PoJb u MecTo
ceKpeTapsi B COBpeMeHHbIX
CTPYKTYpax ynpaBJieHUst

Kareropun cexperapeii. Cekperapp B CTPYKType
ciyx0b1 JIOV, B anmapaTte pyKoBOJUTENS, B COCTaBE
CTPYKTYpPHOTO MO/Ipa3IeJICHNU.
KBanuduxaontneie XapakTepUCTUKU CEKpeTapei.
OyHKIUHN U JOJDKHOCTHBIE 00S3aHHOCTH CeKpeTapeit
B 3aBUCUMOCTH OT KaTerOpUU CEKPETapCKOro
00CITy>)KUBaHUS. Cucrema CITy>KE€OHBIX
B3aMOOTHOUIEHUH, BO3HUKAIOIIUX B Tpolecce
BBINIOJTHEHUSI CEKPETAPEM BO3JIOKEHHBIX HA HETO
¢ynkuuii.  TpeOoBanust  HpenbsBIsieMble K
ceKpeTapsM: K 00pa30BaHUIO, MPOPECCHOHATBHBIM
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S3HAaHUAM, TCXHUYCCKHUM YMCHHAM W HaBbIKaM.
XapakTepucTHKa JENOBBIX M JIMYHBIX KadecTB
cekperaps. HaBbplkM 10 TMCHXOJIOTMM OOIICHHS.
CamoakTyanu3anus cekperapsi. Oco3Hanue
cekperapeM cebs B mpodeccun. CTpykTypa paboTsl
cekperapsi.

Paznen 4. Opranu3anus padoTbl
ceKperaps

HpaBOBBIe OCHOBBI JACATCIIbHOCTH CEeKpeTapsa

(3aKOHOIATEIBHO-TIPABOBAS i1 HOPMAaTUBHO-
MeToAnYecKass 0asa): KOJEKCHI, dbenepanpHbIC
3aKOHBI;  CTAHIAPThI, HWHCTPYKIUHU; TPABUIIA;
ITOJI0KEH U, HOPMATUBHBIC JIOKYMEHTHI,

coJiepKalie HOpMBI BpeMmeHu.  PerynmpoBanue
TPYIOBBIX B3aHMMOOTHOIICHHH paboTojarens W
ceKperapsl.

JIoOMKHOCTHAasT ~ WMHCTPYKLHMSA — CeKperaps,  Kak
OCHOBHOHM OpraHU3aI[MOHHO-TIPAaBOBOM JIOKYMEHT:
MPaKTUIECKOe 3HAYCHHE JOJKHOCTHOU
WHCTPYKIIMM, METOJAMKA COCTaBJICHHUS, CTPYKTYpa,
coctaB  uMHQOpMAIMH, CIAydyaul U  TOPSJIOK
nepecMoTpa, 0ohopMIICHHUE.

Opranu3zanus pabodero Mecta cekperapsi:
[Ipuemnass kak paboyee MeCTO  CEKpeTaps.
30HUpOBaHUE MIPUEMHOM. OcoGenHoctu
OpraHu3aIH 30H IPUEMHOM: UHTEPBED,
OCBEILIEHUE, 03€JICHEHHE, OCHAIICHHE OPTrTEXHUKOU
U COpaBOYHbBIMU Marepuanamu. OO6opyaoBaHMe
paboueii 30HbI cekperaps. Crenuduka opraHu3auu
NPUEMHOW  PYKOBOJAWTENS, BEAYIIETO  IPHEM
MOCETUTENIeH MO INYHBIM BOTIPOCAM.

YcnoBust TpyAa: CTaHIApThl OE30MacHOCTH TPYAA,
CaHHUTapHBIC MpaBuia. XapaKTePUCTUKU OCHOBHBIX
(akTOpPOB, COCTABISIONINX ONTHMAIBHBIE YCIOBUS
Tpyda cekperaps (CaHUTapHO-TUTHEHUYECKUE -
OCBEIICHHOCTh, IIyM, BIIAXXHOCTb, TEMIIeparypa
np.;  NCUXO(U3HOIOTUYECKHE;  ACTETUYECKHUE).
BezonacHocTh Tpyaa mpu paboTe 3a KOMIIBIOTEPOM.
Opranuzanuss paboyero BpEeMEHHM  CEKpeTaps:
pasrpy3Ka pyKOBOIHUTENS Kak OCHOBHas (DYyHKIHS
CeKpeTapsi, IMOMOIIs B IUIAHUPOBAHUH pabodero
BPEMEHU PYKOBOAMTENS (AOJITOCPOUYHOE, TEKYIIEE),
MOPSAIOK  3alMUCH  IJIAHUPYEMBIX  MEPOIPHUSITHIH,
opraHuzamysi ~ pabodyero  JHA  PyKOBOIMTEIS,
METOMKa COCTaBJIEHHUE CEKpeTapeM IUIaHa CBOEro
pabouero IHS, eXKETHEBHUK M €XKCHEACTHHUK Kak
WHCTPYMEHTHI IUTAHUPOBAHUS pabovyero BpeMeHHU.

Pazgen 5. OpranuzauuoHHo-
aIMUHUCTPATHUBHAas
NesITeIbHOCTh CEKpeTapsi

Opranuzanus npuema moceturene. Meroanka
IIpUeMa  Pa3IM4YHBIX KaTErOpUM  ITOCETUTEIEH:
COTPYJIHUKOB o CITy>K€OHBIM BOIIpOCaM,
COTPYJHHUKOB II0 JIMYHBIM BOIIPOCAM, CTOPOHHHUX
ITOCETUTENEN o MIpEeABAPUTEIIBHON
JIOTOBOPEHHOCTH M 0e3 Hee, INpHEM JeJeraiuii.
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IIpropUTEeTHOCTE B IMIPEACTABICHUU I1OCETUTENCH
pykoBoautento. IlpaBuna mepeHoca WIM OTMEHBI
npuema. [loBengeHue cekperapss C OXUIAOIIUM
IIOCETUTEIIEM.

Opranuzanus npuema rpaxxiad. 3aluch Ha IPUEM,
rpaduKkd  IpueMa, perucTpanus —IMOCETUTENeH,
JOKYMEHTHPOBAaHUE TMpHeMa, HH(OPMUPOBAHHE
rpaxkJaH.

Opranusanust TeneOHHBIX IEPEroBOpoB. Buabl
Tesie(pOHHBIX MeperoBopoB. [IpaBuia MOArOTOBKH
CHCXOASIMX» TeperoBopoB. IlpaBuma BeneHus
«BXOJAIIMX» THeperoBopoB. CucremaTusanus U
pacnpezeneHue 3BOHKOB, aJipeCOBaHHBIX
pykoBoautento.  Mcnonb3oBanue — Tesne()OHHOro
Onmanka Juia cekperaps. Tenedonorpamma. IIpaBuna
teneponHoro  oo6menus. Crnenmduka  CBs3H
a0OHEHTOB  pa3Horo  craryca. (OoOecnedyeHue
KOH(PHUACHITMATBHOCTU TeJIe(OHHBIX MTEPETOBOPOB.

- IloaroroBka nenoOBBIX BCTPEY U IEPETOBOPOB.
Otanbl MOJArOTOBKH BCTPEUHU: ONpEACIICHUE MECTa,

BpEMCHHU BCTpEYH, cocTaBa Y4aCTHUKOB,
OIIOBEIIIEHHUE YYaCTHUKOB, IIOATCOTOBKA
HEOO0XOIMMBIX MaTepHaJIoB. ITomomp

PYKOBOJIUTEIIO BO BpEMsI POBEJICHUS TIEPErOBOPOB.
- [lonrotroBKa ¥ TPOBEACHHE COBEIIAHHIA
(3acemanuii)  KOJUICTMANBHBIX  OpPraHOB.  THIIBI
COBELIaHUH. DTambl MOJITOTOBKUA  COBEIAHUS:
moJiydeHue  WHGPOPMAIUd  OT  PYKOBOJIUTEIIS
OTHOCHUTEIIEHO OpraHU3aIMOHHBIX BOIIPOCOB
MIPOBEICHUS COBEIIAHNUS; COCTaBIICHUE
MPEBAPUTENILHBIX CMET PACXOOB, MOBECTKH IHA,
CIIMCKa Y4YaCTHHUKOB; TIIPOBCACHUC pa6OTBI 10
YTOUHEHHUIO CIIMCKA M OIOBEIEHUIO YYaCTHHUKOB,
pacceuika MpUTIANIEHUH, MPOBEJECHHE
OpraHU3aIOHHBIX MEpONPHUATHIA (3axa3
TOCTUHUIBL, TpaHCIOpTa, OWJIETOB, OOecreyeHue
KyJbTypHO-MAacCOBBIX ~ MEPONPUATHH U 1p.);
BOCTpeOOBaHME TMPOEKTOB pEHICHWH; MOJIrOTOBKA

HEOOXO/JMMBIX  MaTepUaloB; KOHTpOJIb 34
OCHAIIIEHUEM MECTa IIPOBEACHUS COBEIIAHUS.
OyHKIUU cekperaps 1o 00CITy’)KHBaHUIO

CoBelllaHuil. Benenue npotokoia.

[ToaroroBka KOMaHIUPOBOK. BHIIbI KOMaHIMPOBOK
PYKOBOOUTECIIA. JTarsl IOATOTOBKHY KOMAaHAWPOBKHU:
coop wuHpOpMaMM OTHOCUTEIHHO ILIAHUPYEMOMH
KOMaHIAUPOBKH, CO3JaHHME IIJIJaHAa KOMAaHIWPOBKH,

MOJITOTOBKA HEOO0XOIUMBIX PYKOBOJIUTEITIO
JOKYMEHTOB ¥ MaTepuajoB, 3aka3 OWJIETOB,
TOCTHHMIIBI. JIOKyMEHTaJIbHOE odopmieHue

KOMaHIUPOBKU. WHCTpyKnHs [uisi cekperaps Ha
BpeMsl OTCYTCTBHSI PyKOBOAMTEIS: CIIOCOO M BpeMs
CBSA3U C PYKOBOJMTENEM, MOJINMCAHUE NOKYMEHTOB
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3aMeIIaoIIIMH JIMIIAMH. [Ipuem
KOMaHIMPOBAHHBIX COTPYIHUKOB.

Opranuzanys ¥ NPOBEIACHUSI MPUEMOB, ITHKETHBIC
MUChbMa, TOJAPKH, npaBujia 0QOpPMIICHHUST |
WCMOJIb30BAaHUSI BHU3UTHBIX KapTouyek. JlenoBoi
JTHKET.

6 | Pa3gen 6. PaGora cekperaps no
HH(OPMAIUOHHOMY
00cJ1y’KHBAHHUIO PYKOBOJAUTEJIS

PaGora cekperaps mo cOOpy ©  aHaIU3y
nHpOpMAIIHH. HcTtounukn, crmocoObl TOWCKa,
MeTonuka cOopa u 00paboTku uWHPOpPMAIUH.
CriocoObl  mpezicTaBicHUss HHMOPMAIMH:  KOIUU
JOKYMEHTOB, BBINMCKH, aHHOTAIUH, pedeparsl,
0030pk1. [loAroToBKa BHICTYIUICHUH PYKOBOJIUTEIIS.
Opranuzanus  cBsi3ed € OOIIECTBEHHOCTHIO.
CpencrtBa pacnpoctpaHeHUs] HHQOpMaIK BHYTPHU
opranmsamuu.  Pabora co CMMU, mnaprHepamu,
KIIMCHTaMH, KOHKYPEHTaMHU.

OyHKIMH ceKperaps o 00ecIeueHnIo
O0e3onacHocTy MH(popManuu. Pabora cekperaps c
KoH(uaeHIMaTpHOW nHQOpManuei. OnpenencHue
KOH(HICHIIMATHLHONH HHPOPMAIIMKA U KOMMEPUYECKOU
TaiiHpl. Kareropum CBEIEHUH, OTHECEHHBIX K
KomMMepueckoil TaiiHe. CrocoObl TpeICcTaBICHHUS
CaHKUMOHMpOBaHHOM  uH@opmanuu.  CrocoObl
3alIUThl HHG)OPMAIIHH.

7 Pazgea 7. Ilcuxojiorus oouieHus
ceKperaps

Cekpertapb u PYKOBOAUTEIb. Tonkoctu
B3aMMOOTHOIICHHUS TI0JIOB. YYeT MCHXOJOTHYECKUX
0COOEHHOCTEHN PYKOBOIUTES.

KondumkrHeie cutyanuu. [IpuduHbl, craauu, myTd

BbIXO/Ja. VYmenue YOpaBjadATb OSMOLOUAMU U
YyBCTBaAMHU.
IIcuxomoruueckue IMPUEMBbI BJIIMAHUA Ha

cobecennuka. HeBepOanbHble CpefcTBa B JIETOBOM
OOLIEHUH.

B3aumooTrHomenus ¢ kosmteramu. Kak wnszbexarsb
MaHuUNyIsauuid Ha pabore. Ponb cekperaps B
¢dbopmupoBaHUN  OIArONPUATHOrO  KiIMMara B
KOJJIEKTHBE.

4 (Oopa3oBaTesibHbIE TEXHOJIOT UM

Jns mpoBeneHuss  ydyeOHBIX — 3aHATUH

1o JUCIHHITIINHE HCIIOJIB3YIOTCA Pa3iInN4HbIC

oOpa3oBaTenbHble TexHONOTWU. [lnsg opraHuszanMd y4eOHOTO Tpoliecca MOXKET OBbITh
HCITOJIH30BAHO JIEKTPOHHOE O0y4deHHe U (MJIH) IMCTAaHIIMOHHBIE 00pa30BaTeIbHbIC TEXHOJIOTHH.

5 OueHka IVIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHHs

5.1 Cucrema oueHUBaHUA

\d)opMa KOHTPOJISA

Makc. KOJIH4eCcTBO 0aJ1J10B

3a oany Bceero
padory

‘TeKymHﬁ KOHTPOJIb:
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- 0MpocC u yuacmue 8 OUCKYCCUuu Ha cemuHnape (memvi |5 6an108 35 6annos
1-7)

- KOHMPOILHASL pabOMa HA CEMUHAPCKOM UL 10 b6annos 10 bannos
npakmuyeckom 3ausmuu (memvi 3-4)

- KOHMPOILHAS pabOmMa HA CEMUHAPCKOM UL 15 bannos 15 bannos
npakmuyeckom 3ausmuu (memvi 5-6)
[TpomexyTouHas arTecTanus 40 6annos
(nucvmerHwvlIll omeem Ha 2 onpoca)
HToro 3a cemectp (ducyuniumy) 100 6annos
3a4ém ¢ OUeHKOU

[TosrydeHHBI COBOKYNHBIN pe3yibTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO LIKATY OLIEHOK U B
mKajay oreHok EBponelickoii cucteMbl epeHoca u HakorieHus kpeautoB (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBUH ¢ TaOIHIICH:

100-0ampHas TpazmHonHas mKana [xana
IIKaza ECTS
95 —100 A
8394 OTJIMYHO B

68 — 82 XOpOIIIO 3a4TEHO C

56 —67 D

50 55 YIOBJICTBOPUTEIIHHO E
20—49 FX
0-19 HEYJIOBJICTBOPUTEIIBHO HE 3aYTCHO F

5.2 Kpurtepum BbICTaBJIEeHHUSI OLEHKH MO TUCUMUILINHE

bamnsl/ Ouenka 1o Kpurepuu onieHKH pe3yapTaToB 00yUeHHS 1O AUCIUTUINHE
kana ECTS | qucuuninuze

100-83/ COTIIMIHOY BricTaBisiercst o0y4aromemMycsi, €Clii OH TITyOOKO U

AB MIPOYHO YCBOWJI TEOPETHYECKUH U TIPAKTHYECKUN

MaTepHuall, MOKET TIPOJIEMOHCTPUPOBATH 3TO HA 3aHATHUAX U
B X0/I€ IPOMEKYTOUHOM aTTECTalUH.

OO0yuaromuiicsi HICUEPIBIBAIOIIE U JJOTUYECKUA CTPOMHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPHUIO C
MPAKTUKOH, CIIPABIISIETCS C pEIIEHUEeM 3aad
npo¢eccuOHaTbHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CIIO’)KHOCTH, MPABIIILHO 00OCHOBBIBACT MTPHHSATHIC
peleHHs.

CB00OIHO OpHEHTUPYETCS B YUEOHOH 1
npo¢ecCHOHATILHOM JITepaType.

OrneHka o JUCIHUILTHHE BBICTABIISIOTCS 00yUaromemMycs ¢
YYETOM PE3yIbTATOB TEKYIIEH U IIPOMEKYTOUHOU
aTTeCTalluu.

Komniereniuu, 3aKkpeni€Huble 3a TUCIUTITMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKHIIY.




12

Bamnel/
HIxama ECTS

O1eHKa 110
IUCLIUILINHE

Kputepun onieHkH pe3yinbTaToB 00yUeHHs 110 TUCIUIUTMHE

82-68/
C

«XOpOoUIo»

BeicraBisiercs oOyuaromemMycs, €Cii OH 3HaeT
TEOPETUYECKUM U MPAKTUYECKUN MaTepHUall, IPaMOTHO U 110
CYILECTBY M3JIaraeT €ro Ha 3aHATHSAX U B XOZC
IIPOMEKYTOYHON aTTEeCTAlllU, HE JOIYCKas CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaronuiicsi IpaBUIBHO MPUMEHSET TEOPETHUECKHE
IIOJIO’KEHHUS IIPY PEIICHNUN IPAKTUYECKUX 3a1a4
npoeCCHOHATLHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIaJIeeT HEOOXOUMBIMHU JUI TOI'0 HABBIKAMU
U IIpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B y4eOHOH U
npoeCCHOHATILHOM ITepaType.

OneHka 1o JUCLHUIUIMHE BBICTABIISAIOTCS 00yYaromeMycs C
y4E€TOM PE3yNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTECTallUN.

Komniereniuu, 3aKkpeniénnble 3a JUCUUILTMHON,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIUM».

67-50/
D,E

«yIOBJIETBOPU-
TEIILHO»

BricTaBnsiercsa oOy4aromemMycsi, €CiIi OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUYECKUI U MPAKTUYECKUI MaTepuall,
JIOITyCKAeT OTAEIbHBIE OMMOKH MPH €r0 U3JI0KECHUHU Ha
3aHATHSAX U B XOJI€ IPOMEKYTOUHOM aTTECTALUH.
OOyyaromuiicst UCIIBITHIBAET OIPENEIEHHBIE 3aTPYIHEHUS
B IPUMEHEHUH TEOPETUUECKUX I0JI0KEHUH TPU PELICHUU
MPaKTHYECKHX 3a/1a4 MPO(heCCHOHAIBHON HAIPABIEHHOCTH
CTaHIapTHOI'O YPOBHS CJI0OKHOCTH, BJIAZICET
HEOOXOAUMBIMH JJISl 3TOTO Oa30BBIMH HABBIKAMH U
IIPUEMAMH.

JleMOoHCTpUpYyEeT JOCTaTOYHBIM YpOBEHb 3HaHUS yUeOHOU
JIUTEPATYPHI 110 TUCLHUIIINHE.

OneHka 0 JUCLUIUIMHE BBICTABIISAIOTCS 00Y4aIOIEMYCS C
y4E€TOM PE3YJbTATOB TEKYILEH U TPOMEKYTOUHOU
aTTECTALlUN.

Komnerenuu, 3akpeni€HHble 3a AMCUUTIIMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «JIOCTATOUYHBIN.

49-0/
F,FX

«HCYHNOBJICTBOPUTC
JIBHO»

BricTaBnsiercs oOyuaromemMycs, €ciii OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETUUECKHUI U MPAKTUIECCKUN
MaTepHal, 1oMycKaeT rpyoblie OIMOKY IpU ero
M3JI0’KEHUU Ha 3aHATHSIX U B XOJ€ MPOMEXYTOUHON
aTTeCTalLlUN.

OOyyaromuiicst UCIIBITHIBAET CEPHEIHBIE 3aTPYAHEHUS B
MIPUMEHEHUH TEOPETUUECKUX TIOJIOKEHUH NPU PELICHUH
MPaKTUYECKHX 3a1a4 MPOo(hecCHOHAbHOM HallpaBI€HHOCTH
CTaHJIapTHOI'O YPOBHS CJI0)KHOCTH, HE BIIa/I€ET
HEO0OXOIMMBIMHU ISl 3TOTO HaBbIKAMU U IPUEMaMHU.
JleMoHCTpHpYeT pparMeHTapHbIe 3HaHUS Y4eOHOM
JIUTEpaTyphl 10 JUCHUILINHE.

OreHka 1Mo JUCHUIUIMHE BBICTABISIOTCS 00YYatOIEMYCs C
YYETOM PE3yIbTATOB TEKYIIEH U IPOMEKYTOUHOU
aTTECTaLlUU.
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bannsl/ Onenka no Kputepun onieHkH pe3yinbTaToB 00yUeHHs 110 TUCIUIUTMHE

HIxkama ECTS | nucuuniaune

3a AMCUMIUIMHOW, HE CHOPMHUPOBAHBI.

KOMHeTeHHI/II/I Ha YPOBHC ((HOCT&TOHHBIﬁ)), SaerHJIéHHBIe

5.3 OueHo4YHbIE cpeAcTBa (MATEPUAJIBI) IJIA TEKYIEr0 KOHTPOJIA
yCIIeBA€MOCTH, IPOMEKYTOYHOM aTTeCTAIIUM 00Y4AIOIUXCS 110

JAUCHHUIIJIMHE
Konmponwvnsie 6onpocst 011 mekyuieii U RPOMeNCymouHou ammecmayuu

© 0 N o g bk~ wbhPE

10.
11.
12.
13.

14
15

[Tpodeccronanbable TPeOOBaHUS K CEKPETAPIO PYKOBOIUTEIIS;
OcoOeHHOCTH OpraHu3ayy paboyero Mecra ceKperaps;

[TpaBuia BeneHus Tene(OHHBIX IEPETOBOPOB;

O0s13aHHOCTH CEKpeTaps 0 OpraHU3aluu EPEroBOPOB PYKOBOAUTEIS;
Crenuduka rmiaHupoBaHue paboyero THS pyKOBOJUTEINS U CEKpeTaps;
[TpaBoBas 1 HOpMaTHBHAs pErIaMEHTAIM PaOOTHI CeKpeTaps;
Opranusanus paboThl IPUEMHON PYKOBOIUTEIIS;

Pabora cexperaps B chepe nHGOPMAIMOHHOTO 00CCIICUCHNS;

[IpaBuna penoBoro OOMICHUS C PYKOBOAMTENEM, COTPYIHHKAMH,
MOJYNHECHHBIMH;

O0s13aHHOCTH CeKpeTaps MO MOATOTOBKE M IIPOBEICHHUIO COBEIIAHHH;
Poms CCKpPETapsd B IOATOTOBKEC KOMAHAUPOBOK PYKOBOIAUTCIIA,
[IpaBuia MoBeICHUYECKOTO ITHKE CEKpeTaps;

MecTo cexpeTapsi B ypaBI€HUECKON CTPYKType OpraHH3alty;

. KondunenumansHocTh B paboTe cekperaps;

. IlpaBuna noBegeHus cekperapsi B KOHQIUKTHBIX CUTYaLUsX.

Bapuanm onuy-konmponvnoi padomot

1. Buzpl 1eSTENBHOCTH CEKpeTaps..
2. TpeOoBaHusl, IPEABABISAEMbIE K CEKPETAPIO: UTO OH JIOJKEH 3HATh U YMETh.
3.CocTaBuTh pe3roMe MPETEHICHTA Ha IOJKHOCTD CEKpeETapsl.

6

IOCCTUTCIISIMU,

Y4eOHO-MeTOAMYEeCKOEe U MH(POPMALIMOHHOE o0ecriedeHHue TUCHUILIMHBI

6.1 Cnucok HCTOYHUKOB M JTUTEPATYPbI

Hcemounuxu

Obsaszamenvivie
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®enepanpHblil 3akoH oT 27.07.2006 Ne 149-03 «O6 unbopmaruu, HHGOPMAITMOHHBIX
TEXHOJOTHSX W 3amuTe HWHPopMarmmy [DIeKTpoHHBIM pecypc] — Pexum pocryma:
http://www.garant.ru.

®enepanpublii 3akoH 0T 02.05.2006 Ne 59-D3 «O mopsimke paccMOTpeHHUs oOparieHui
rpaxaan Poccuiickoit ~ @enepauumn» [DneKTpoHHBIM  pecypc] — Pexum  gocryna:
http://www.garant.ru.

@enepanbubiii 3akoH ot 27 wmrona 2006 r. N 152-®3 «O mnepcoHaTbHBIX JTAHHBIX»
[DnexkTponHbIi pecypc] — Pexxum gocryna: http://www.garant.ru.

IIpuka3 PocapxuBa ot 20.12.2019 N 236 "OO6 yrtBepkaeHun IlepedHs THUITOBBIX
YIOPaBICHUYECKUX AapPXUBHBIX JIOKYMEHTOB, O0O0pa3yloLIuXcsi B IMpolecce JIeSTeIbHOCTU
rOCyJJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABJICHHUS U OpraHU3allMi, ¢ yKa3aHUEM
cpokoB ux xpaHeHus" (3apeructpupoBaHo B Muniocte Poccum 06.02.2020 N 57449)
[OnexTponnblii  pecypc] // CnpaBouHo-mouckoBas cuctema «KOHCYIbTaHT — ILTIOCY.
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

[Tpukaz MunucrepctBa Tpyaa u coruanbHoi 3amuThl PO ot 15.06.2020 Ne 3331 «O0
yrBepxkaeHun [IpodeccuonanbHoro cranaapra «CroenuaaucT IO OpPraHU3alMOHHOMY U
JIOKYMEHTAIIMOHHOMY OOECIEUYCHHUIO YIPaBJICHUIO OpraHu3aluen» [DIeKTpoHHBIM pecypc] —

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

Jlumepamypa

Obsi3amenvhast

beikoBa T.A. JlokymeHTanmoHHOE oOecIleueHue yIpaBiaeHUs (JeIONPOU3BOICTBO)
[DnexTpoHHEIH pecypc]; yueoHoe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ u3a. nmepepad. u
JIO1I. — Mocksa: Hndpa-M, 2018. -304 c. —Pexum JOCTyIIA:
http://znanium.com/go.php?id=942800/

Jononnumenvrnas
Jlykam, FO. A. BeiTh cekperapem pykoBoauTenst GUpMBI [ DIEKTPOHHBIN pecypc] : yueo.
nocobue / FO. A. Jlykam. - M.: ®aunra, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocryma: http://znanium.com/catalog/product/455324

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



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/
http://znanium.com/go.php?id=942800/
http://znanium.com/catalog/product/455324
http://znanium.com/catalog/product/917159
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6.2 IlepeueHb pecypcoB HH(POPMAITMOHHO-TEJIEKOMMYHUKALIMOHHOM ceTH
«HHTEepHET»
- l'apanT [OnektponHblil pecypc]. — OnekTpoH. gaH. — M., cop. 2013. — Pexxum nocryna:

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

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

DNeKTpOHHO-OMOMMoTeUHass cucreMa [DIeKTpoHHBIH pecypc]. Pexum mocryma:

http://www. znanium.com

6.3 IlpodeccuoHajibHble 6a3bl JAHHBIX M HHPOPMAIIMOHHO-CIIPABOYHbIE
CHCTEMBbI

Joctyn k mpodeccruoHanbHbIM 0a3am naHHbIX: https:/liber.rsuh.ru/ru/bases
WHu(popMalinoHHbIE CIIPABOYHbIE CUCTEMBI:

1. Koncynsrant [Imtoc
2. Tapanr

7 MaTepHaJIbHO-TeXHH‘IeCKOC o0ecrneueHue ANCHUIIINHBI

Aynutopuu JUis TpPOBEAEHUS JIEKUMH M CEMUHApCKUX 3aHATUH C TEXHUYECKUMHU
cpeacTBaMu 00y4eHHs (MyJIbTHUMEIUA-TIPOEKTOpP (BHUICONPOEKTOP), dKpaH (IEPEHOCHOW WU
CTALlMOHAPHBIH)), KOMIIBIOTEPHBIN KJIacc AJIs IPOBEJCHUS 1a00paTOPHBIX 3aHATHH.

1. Iepeuens IO

Nort Haumenosanue 110 [TpouzBoauTenn Crioco6
/m pacrpoCcTpaHeHHS
(ruyenzuonnoe unu
c60000HO
pacnpocmpansiemoe)
1. Adobe Master Collection CS4 Adobe JUIEH3HOHHOE
2. Microsoft Office 2010 Microsoft JIUIIEH3HOHHOE
3. Windows 7 Pro Microsoft JINIIEH3UOHHOE
4, Microsoft Office 2013 Microsoft JIUIIEH3HOHHOE
5. Windows 10 Pro Microsoft JIIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMLIEH3UOHHOE
7. Microsoft Office 2016 Microsoft JInneH3nonnoe
8. Zoom Zoom JIMIIEH3UOHHOE

2. Hepeyens Bl u UCC

Nen ‘ Hanmenosanue



http://www.consultant.ru/
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/n

1 | Mexnaynapoansie pedepaTuBHbIe HayKoMeTpruieckue b/, noctymHbie B paMkax
HaoHaILHOM noanucku B 2020 T.

WebofScience

Scopus

2 | IlpodeccnonanbHbie MOTHOTEKCTOBBIE b/, TOCTymHBIE B paMKaxX HallMOHATLHOM
noamucku B 2020 1.

KypuansiCambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypuansl Taylor and Francis

3 | IIpodeccronanbHbie MOTHOTEKCTOBBIE B/]

JSTOR

W3nanus 1o oOLIECTBEHHBIM U TYMaHUTAPHBIM HayKam
OnekTponHas oubsunoreka Grebennikon.ru

4 | KoMmbloTepHbIe CIIPAaBOYHBIE IPABOBBIE CHCTEMBI
Koncynsrant Ilmtoc,
['apanT

8 Obecneyenue 00pa3oBaTeJbLHOI0 MPoOLECCa JJIS JUI[ C OTPAHUYEHHBIMH

BO3MOKHOCTHAMMH 310POBbS U HHBAJIHI0B
B xone peamm3an JUCHUIIIIMHBI HCIIOJIB3YIOTCA CIICAYIOIIUC TOITOJIHUTCIIbHBIC
METO/bI O6y‘~ICHI/I$I, TCKYHIECTO KOHTPOJIA YCIICBAEMOCTH H HpOMC)KYTOHHOﬁ arrecranuu
06yqa}01unxc51 B 3aBUCUMOCTH OT UX UHAUBUAYAJIbHBIX 0COOEHHOCTEH:

® JUIS CJCIBIX M CIIA00BUIASIIUX:

- JeKIuu O(OPMIISIFOTCS B BHJIE DJICKTPOHHOIO JOKYMEHTA, JOCTYIHOTO C IOMOIIBIO
KOMIIBIOTEPA CO CIIEeUATN3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHUEM;

- THChbMEHHBIE 3a/laHWs BBIOJHAIOTCS Ha KOMIIBIOTEpE CO CHEIHaTu3UpPOBAHHBIM
MIPOrPaMMHBIM 00€CIIEYCHUEM, U MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieynBaeTCsl MHIMBUYalbHOE paBHOMEpHOE ocBelleHue He MeHee 300 mrokc;

- QI BBITIOJNHEHUS 33J]aHUsl TPH HEOOXOIAMMOCTH TMPEIOCTABIISICTCS YBEIHMYUBAIOIICE
YCTPOMCTBO; BOZMOYKHO TaKKe UCIIOJIb30BaHHE COOCTBEHHBIX YBETUYMBAIOIINX YCTPONUCTB;

- MUCbMEHHBIC 3aJIaHusT OPOPMIIIOTCS YBEITHUESHHBIM IPU(TOM;

- 9K3aMEH | 3a4€T MPOBOASATCS B YCTHOM (pOpMe UITH BBIMOTHIIOTCS B TUCbMEHHON (hopMe Ha
KOMITBIOTEPE.

® IS TIIYXUX U CIA0OCIBIIIANINX:

- Jekuuu Oo(OpMISIOTCS B BHUAE JJIEKTPOHHOTO JOKYMEHTa, JUOO0 TpPeaoCTaBIseTCs
3BYKOYCHJIMBAFOIIAS aIllapaTrypa WHIANBUIYATHHOTO TIOJ30BaAHUS;

- IMCbMEHHBIE 3a/IaHUs BHITMIOIHIIOTCS Ha KOMITBIOTEpPE B MUCbMEHHOH opMe;

- 9JK3aMeH W 3a4éT MPOBOJATCS B MHUCHBMEHHOW (oOpMe Ha KOMITBIOTEpPE; BO3MOXKHO
npoBeqieHNe B popMe TeCTUPOBAHUS.

e IS JIUI] C HAPYIICHUSIMU OMOPHO-/IBUTATEILHOTO afmapara:

- JeKmuu O(OPMIIOTCS B BHJE AJIEKTPOHHOTO JOKYMEHTA, IOCTYMHOTO C TOMOIIBIO
KOMITBIOTEPA CO CIIeIHATN3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHUEM;

- THChbMEHHBIE 3a/laHWsl BBIOJHAIOTCS HAa KOMIBIOTEPE CO CIENHATU3UPOBAHHBIM
MPOrPaMMHBIM 00€CTIeYeHUEM;

- 9K3aMeH | 3a4€T MIPOBOAATCS B YCTHOM (DOpPME HMITH BBITTOTHSIOTCS B TUCBbMEHHOH (hopMe Ha
KOMIIBIOTEPE.

[Tpu HEOOXOMMMOCTH MPETYCMATPUBACTCS YBEITMUCHNE BPEMEHH IS ITOITOTOBKH OTBETA.
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IIponenypa  mpoBeAeHHs  NPOMEXYTOYHOM — arrectamuu Uil OOy4aroIIUXCs
YCTaHABIMBACTCS C Y4YETOM UX HMHIUBUAYAJIbHBIX TCUXO(PHU3MUECKUX OCOOEHHOCTEH.
[TpomexyTouHas aTTecTalysi MOKET IPOBOAUTHCS B HECKOJIBKO 3TAIIOB.

[Tpu mpoBeneHNH TPOLEAYPHl OLEHUBAHUS PE3yIHTATOB OOyUEHHs IMpeayCMaTpHBaeTCs
UCIOJIb30BAaHUE TEXHUYECKHUX CpEICTB, HEOOXOAMMBIX B CBSI3U C HMHIMBUAYaJIbHBIMU
0COOCHHOCTSAMHU O0yYaroIuXcsi. DT CPEACTBa MOTYT OBITh MPEJOCTABICHBI YHUBEPCUTETOM,
WJINA MOTYT MCIIOJIb30BaThCSl COOCTBEHHbBIE TEXHUYECKHE CPECTBA.

[IpoBeneHre mpoUEAYpbl OLICHUBAHHUA  pPE3yIbTaTOB  OOy4YEeHHs JOIMYyCKAaeTcss ¢
UCIOJIb30BaHUEM JAUCTAHIIMOHHBIX 00Pa30BaTeIbHbBIX TEXHOIOTUH.

ObecneunBaeTcs A0CTyN K MH(GOPMAIIMOHHBIM U OMOIHOrpauueckuM pecypcam B CETH
WutepHer Ui Kaxjaoro oOydaromierocs B (Gopmax, aJalTHPOBAaHHBIX K OIPAaHUYEHHUSAM HUX
3JI0pOBbBsI U BOCTIPHATHS HHPOPMALIUU:

® IS CIICIIBIX U CIA0OBUISIINX:

- B ICYAaTHON (pOpME yBETMUEHHBIM MIPHUPTOM;
- B (hOpMeE 3IIEKTPOHHOIO JOKYMEHTA;

- B hopme aynuodaiina.

® I TUIYXUX U CIa00CTBIIIANTNX:

- B IeyaTHOH opme;

- B (hOpMeE IIEKTPOHHOTO JOKYMEHTA.

e Ui 00yYaromUXcs ¢ HAPYIICHUSIMHU OMTOPHO-ABUTATEIBHOTO arapara:
- B IeyaTHOH Gopme;

- B (hopme 31EKTPOHHOTO TOKYMEHTA;

- B popme ayauodaiina.

VY4eOHble ayAUTOPUH I BCEX BUIOB KOHTAKTHOW M CAMOCTOSITEIBHON pabOTHI, HayyHast
6u0nIMoTEeKa UM MHbIE MOMEIIEHUs sl 00y4eHUs OCHAILIEHBI CIELUAIbHBIM 00OpPYJOBaHUEM U
y4eOHBIMH MECTaMHU C TEXHUYECKHMHU CPEACTBAMHU O0YUCHUSI:

® IS CIICIIBIX U CIIA0OBUISIINX:

- YCTPOMCTBOM JJ1s1 CKaHUpOBaHuA U uTeHus ¢ kamepoit SARA CE;

- mucruteeM bpaitiis PAC Mate 20;

- npuHTepoM bpaitns EmBrailleViewPlus;

e Ui TIIYXMX M CIa0OCHbIIAIINX:

- aBTOMATHU3MPOBAaHHBIM pPA0OYMM MECTOM JUIsI JIFOJIEH C HapylIeHHeM cliyXa |
¢71a00CIIBIIIAIINX;

- aKyCTUYECKHI YCUIIUTENh U KOJIOHKH;

e Ui 00yYaroIUXCs ¢ HAPYIICHUSIMHU OMTOPHO-/IBUTATEIBHOTO arapara:
- IEPEABIKHBIMU, PETYJINPYEMBIMU 3proHoMuueckumu napramu CU-1,
- KOMITBIOTEPHON TEXHUKOHN CO CIIEUAIBHBIM TPOTPAMMHBIM 00ECTICYCHHEM.

9 MeToauyecKue MaTepuabl
9.1 IliaHbl NPAKTHYECKUX3AHATHIA.

Tema 1. Posib u MecTo cexperapsi B COBPeMEHHBIX CTPYKTYPax ynpaBJieHus.
Lenv 3anamua: OnupenenuTb OPraHU3alMOHHBIE U IIPABOBBIE OCHOBBI JEATEIBHOCTH

CeKpeTapel, HayuuThCs OIpPEAENsATh IMEPCOHATbHYIO 3arpy’KEHHOCTh CEKpeTaps, COCTaBIATh
JIOKaJIbHbIE HOPMATHUBHBIE aKTHI B cepe ero AesITeNbHOCTH.
Dopma npoeedenus — MPaKTUUECKOE 3a7aHUE.

3aoanus:
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1.M3yunTh TUIIOBBIE CTPYKTYPHI CIYKO JCIONMPOU3BOACTBA (KAaHUEISAPHII), ONPEIeTUTh
MECTO CEKPETapHaToOB U CEKpeTapel pyKOBOIAMUTENS B CTPYKTYPE yIpaBICHUSI.

2. B cooTBercTBHM C MpeIOKeHHOW «doTorpadueii» pabouero THS ceKperaps, H
PEJIOKEHHBIMA  HOPMAaTHBHO-METOJMYECKUMHU MaTepuaiaMd pacCuuTaTh MEPCOHAIBHYIO
3arpyKeHHOCTh CEKpeTapsi.

3.Ha ocHoBanun npogeccronansHoro crangapra « CrieruanicTt Mo opraHu3alioOHHOMY H
JOKYMEHTALIMOHHOMY OOECII€YeHHUIO YIPABICHHUIO OpraHU3alMeid» W THIIOBOW CTPYKTYpHI
JOJIKHOCTHOM MHCTPYKIIMHU, pa3paboTaTh 3TOT JOKYMEHT JUIsl CeKpeTaps PyKOBOIUTEIIS.
Yxazanus no evinonnenuro sadanuii:

1. W3yuuth TpeACTaBICHHBIE CXEMBl C THIIOBBIMH  CTPYKTypamMH  CIIyKO
JIeTTOTIPOU3BOICTBA (KaHIENSPUIA), YCTAHOBUTH KAaKOE€ MECTO B CTPYKTYpE yIpaBJICHUS 3aHUMAET
CEKpeTapuaT, Kakue CEeKpeTapd BKJIIOUYEHBI B COCTAaB CEKpeTapuara, Kakue METOJUYECKH UM
pykoBojsaTcs. OTBETUTh HA BOIPOC, K KaKOW KAaTErOpUH OTHOCHUTCS CEKPEeTaph PYKOBOIUTEIS.
[ToqurHEHHOCTH CeKpeTapst PyKOBOIUTEISI OTPA3UTh CXEMaTHYECKH.

2.W3yunts «dotorpaduro» paboyero ITHS CeKperaps, CAeNaTbh BBIBOJ O COCTaBE €ro
byHKIMi, onpeaenuTh, Kakue u3 QyHKIUN SBISAIOTCS HOPMUPOBAHHBIMH, Kak HEeT. C MOMOIIBIO
dbopMyn pacuera SIBOYHOM UYMCICHHOCTH U HOPM BpPEMEHH, 3aKpPEIUICHHBIX B OTPACIIEBBIX H
MEKOTpACIEBBIX HOPMATUBAX BPEMEHH, PACCUMTATh MEPCOHATBHYIO 3arpy>KEHHOCTh CEKpETaps.
CraenaTbh COOTBETCTBYIOMIMN BBIBOJ O MEPAX 10 ONTHMHU3ALUHU €T0 PaOOTHI.

3.M3yunth KBanu(UKALMOHHBIE XapAaKTEPUCTUKH CEKpeTaps  pyKoBoauTens (U3
npodeccuoHanpHOro cranaapra «CHenuaiucT M0 OpraHU3aI[MOHHO-I0KYMEHTAIIHOHHOMY
00eCTIeYeHHIO JIeSTETFHOCTH OPHTaHW3aIMW»), CeTIaTh BBIBOJ O cOcTaBe (DYHKIIHIA CEeKpeTapsl.
Ha ocHOBaHMM THUTIOBOH CTPYKTYpPHI, pa3paboTaTh JOIDKHOCTHYIO CEKpeTapsi PyKOBOIHTEIIS.

Pa3nensl  MOMDKHOCTHOM ~ WMHCTPYKLIMH — «IOpaBa» U «OOS3aHHOCTH»  CJEIYyeT
chopMyIMpOBaTh UCXOS U3 PYHKIUI cekpeTapsl.

B kadecTBe pabouero marepuaia K COCTAaBICHHIO JOPKHOCTHOW HMHCTPYKIIMH MOXKHO

0hOopMHUTH TAOIHUILY:

DOyHKkuM (10JKHOCTHBIE IIpaBa OTBETCTBEHHOCTH

0013aHHOCTH)

Cnucok ucmoyHuxkos u Jumepamypbol.

Hemounuku:
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®enepanpHblil 3akoH oT 27.07.2006 Ne 149-03 «O6 unbopmaruu, HHGOPMAITMOHHBIX
TEXHOJOTHSX W 3amuTe HWHPopMarmmy [DIeKTpoHHBIM pecypc] — Pexum pocryma:
http://www.garant.ru.

®enepanpublii 3akoH 0T 02.05.2006 Ne 59-D3 «O mopsimke paccMOTpeHHUs oOparieHui
rpaxaan Poccuiickoit ~ @enepauumn» [DneKTpoHHBIM  pecypc] — Pexum  gocryna:
http://www.garant.ru.

@enepanbubiii 3akoH ot 27 wmrona 2006 r. N 152-®3 «O mnepcoHaTbHBIX JTAHHBIX»
[DnexkTponHbIi pecypc] — Pexxum gocryna: http://www.garant.ru.

[Ipodeccuonanpupiii  cranmapt  «CoenuanucT MO OpPraHU3alMOHHOMY |
JIOKYMEHTAIlMOHHOMY OOCCIICUCHUIO YMPABICHUIO OpraHu3anueily [DIeKTPOHHBIA pecypc| —
Pexxum noctyma: http://www.garant.ru.

Jumepamypa

Obsi3amenvhast

beikoBa T.A. JlokymeHTanmoHHOEe oOecleueHrue yIpaBieHusi (IeI0MpPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebroe mocooue/ T.A. beikosa, T.B. Ky3uenosa. -2-¢ u3a. nepepad. u
JOII. — MockBa: HNudpa-M, 2018. -304 C. —Pexnm JOCTYTIA:
http://znanium.com/go.php?id=942800/

Jononnumenvnas
Jlykam, FO. A. BeITh cekpeTapeM pyKoBOAHTENsT GUPMEBI [ DIIEKTPOHHBIN pecypc] : yueo.
nocobue / 0. A. Jlykam. - M.: ®aunra, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocrymna: http://znanium.com/catalog/product/455324

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

Mamepuanbro-mexnuyeckoe obecneyerue 3aHAMuUA:
Paznarouneiii Matepuait:
1. Beinepxku u3 mnpodeccuoHambHOro cranaapra «CrenuaniucT MO OpraHW3allOHHO-
JIOKYMEHTALlMOHHOMY 00€CIIeUEHHIO JIeATeIbHOCTH OpraHu3alim
2. Marepwuansl neoBoit urpsl («hotorpadus» padodero JaHs cekpeTaps).
3. COOpHUKHM C HOpMAaTHBAMHU BPEMEHH.

4. CxeMmbl CITy>K0 Jeonponu3BO/ICTBA (KaHLIETSPUHL).

Tema 2. Opraun3annoHHO-aIMHHUCTPATUBHAS JEATEILHOCTH CEKPeTaps


http://znanium.com/go.php?id=942800/
http://znanium.com/catalog/product/455324
http://znanium.com/catalog/product/917159
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Llenv 3anamusa: Onpenenutb OCHOBHBIE OpraHU3allMOHHbIE (DYHKIMU CEeKpeTaps,
oTpaboTaTh TEXHOJOTHIO BEIEHUS TpUeMa TOCETUTENel, TIOJArOTOBKM  COBEIIAHUS,
KOMAaHJIUPOBOK PYKOBOJUTEIIS.

dopma npogedeHus — MIPAKTUIECKOE 3aJIaHUE.
3aoanus:

1. M3yuuts ®3 «O mnopsiake paccMOTpeHUst oOpalleHUu TrpaxaaH», ONpPeaeInuTh
00sI3aHHOCTH CEKpeTapsi B XOJie MPOBEICHUS IpUeMa TpaxiaH [0 JIMYHBIM BOMIPOCAM.
[ToaroroButh QopMmy perucrpanuu mnocerureneil. Ha ocHoBe MarepuasioB [1€710BOM HIPbI
0(pOPMUTH KOHTPOJIbHYIO KAPTOUKY Ha MOCETUTEIS.

2. V3y4nTh MONIATOBYIO MHCTPYKIUIO MOATOTOBKH COBEIIAHUS, OOPMUTH JOKYMEHTHI,
CO3/1aBa€MbI€ B X0/JI€ ITOM MPOLETYPHI.

3. Ilpoananu3upoBaTh MaTepuaibl [€IOBONH Wrpbl (MH(MOPMALMIO O KOMAaHJIWPOBKE
pykoBoauTens), OGOPMUTH [IOKYMEHTHI, CO3JaBacMbleé B XOJI¢ IOATOTOBKHM K TIOE3]Ke

PYKOBOJIUTESL.

Vxkazanus no evinonnenuio 3a0anuil.

1. N3zyuuth O3 «O nopsizike paccMoTpeHHs 00palleHui rpaxJiaH», C/1eNaTh
BbIBOJl , KAKHMEC BOIIPOCHI IIpUEMa I'paXJaH PCriIaMCHTHPOBAHbI B JAHHOM 3aKOHC. YcTaHOBUTH
HOPS/IOK TIpUeMa TPpaKAaH, JOKYMEHTHI, opopmisieMble B Xojae ux npuema. OGopMHUTh B BHIIE
HOLIaroBOM MHCTPYKIMH.

Ha ocHoBe mMarepuanoB Je0BOM UTPHI, cofepxalel nHpopMauo o moceTutelne, enu
MMoCCUICHUA, MPCAOCTABIACMBIX MATCpUAIaX 3apCruCTpupoBaTh IMOCCTUTCIIA B IKYPHAJIC
perucTpanum noceTuTeneii i opopMUTh KOHTPOJIbHYIO KapTOUKY.

2. M3y4uTh MOIIAroByr0 MHCTPYKIMIO MOJATOTOBKU K COBEIAHUIO, CAEIATh
BBIBOJ O COCTaBe JOKYMEHTOB, O(OpPMIISIEMBIX CEKpeTapeM B XOJe €ro IOATOTOBKH U
MOCNIEA0BATENbHOCTH MX co3aaHusd. OQOopMUTh COOTBETCTBYIOLIUE JIOKYMEHTHI (CIHMCOK
YYaCTHHUKOB, ITOBCCTKA OHA, SIBOYHBIN JIUCT, MIPUTJIAICHUC Ha COBCHIaHI/Ie).

3. Hcnonb3ysa MaTepuaisl Je10BOM UTPpbl 0QOPMUTH KOMIUIEKT JOKYMEHTOB
K T0€3]IKE pYKOBOIUTENSA: IUIaH IIOE3KH, IpPUKA3 O HANpPaBICHUH pPYKOBOJUTENS B
KOMaHAMPOBKY, MMPUKA3 O BO3JIOXKEHUU O0S3aHHOCTEN pyKoBOJUTEINA Ha ero 3amecturens. [Ipu
pa3paloTKe MprKa3a O HalpaBICHUH PYKOBOJIUTENS B KOMAaHIUPOBKY MOXKHO BOCIOJIb30BATHCS
yHH(pUIpoBaHHOK Gopmoii T-9 mim cocTaBUTh €ro Mo o0IUM MpaBuiiaM 0(hOPMIIEHHUS JaHHOTO

BUJa TOKYMCHTA.

Cnucok ucmoyHuxkos u Jumepamypbol.’
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Hcmounuku:
®enepanbblii 3akoH o1 27.07.2006 Ne 149-D3 «O6 undopmaruu, nHHOpMAITMOHHBIX
TEXHOJOTHSX W 3amuTe HWHPopManum» [DIeKTpoHHBIA pecypc] — Pexum pocryma:

http://www.garant.ru.

®enepanpublii 3akoH 0T 02.05.2006 Ne 59-D3 «O mopsigke paccMOTpeHHUs oOparieHui
rpaknan  Poccuiickoit  ®enepanun»  [DnekTpoHHBIM  pecypc] — Pexkum  goctyma:
http://www.garant.ru.

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

[Mpodeccuonanbupiii  cranmapr  «CHenuamucT MO OPraHM3AIMOHHOMY U
JIOKYMEHTAIlMOHHOMY OOECIEUYCHHUIO YIPaBICHUIO OpTraHu3aluen» [DIEeKTpOHHBIN pecypc| —
Pexwum nocryna: http://www.garant.ru.

Jumepamypa

Obsi3amenvhas

beikoBa T.A. JlokymeHTanmoHHOe oOecleueHrue yIpaBieHusi (IeI0MpPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yuebnoe nmocobue/ T.A. beikoBa, T.B. Ky3nenosa. -2-e uzz. nepepabd. u
JIOII. — MockBa: HNuppa-M, 2018. -304 C. —Pexnm JOCTYTIA:
http://znanium.com/go.php?id=942800/

Jononnumenvnas
Jlykam, FO. A. BeITh cekpeTapem pykoBoauTenst pupMbl [DeKTpOHHBIN pecypce] : yueO.
nocobue / 0. A. Jlykam. - M.: ®aunra, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
noctyna: http://znanium.com/catalog/product/455324

[Ipodeccus - momourHuk pykoBoautens: [Ipuemsl «Bbiciiero nunotaxa» / Jlazapes K. -
M.:Anpniunallabn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum poctyma:
http://znanium.com/catalog/product/917159

Mamepuaﬂbﬁo-meXHuueCKoe obecneyenue 3aHAMUA

Paznarouneiii Matepuait:

1. Briaepkku U3 mpaBOBBIX aKTOB;
2. Matepuansl genoBoi  Urpel  (IpUEM  TOCETUTENEH, COBEIlaHue,
KOMaHJIUPOBKA).

Tema 3. Pa6ora cekperaps mo HH(GpOPMANHOHHOMY 00CIYKMBAHHIO PYKOBOTUTEISI
Llenv 3anamusa: W3yunTh (QYHKIMM ceKpeTapss 1O HMH()OPMAIMOHHOMY OOCITY>KHBAaHUIO

PYKOBOJUTENS, OTPAOOTaTh HAaBBIKM HH(POPMALIMOHHOM pabOTHI.

Dopma npogedenus — IPAKTHUECKOE 3aJaHHUE.


http://znanium.com/go.php?id=942800/
http://znanium.com/catalog/product/455324
http://znanium.com/catalog/product/917159
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3aoanus:

1.Ilpoananu3upoBath  MPENJIOKEHHbIE  UCTOYHUKKM  WHPOpMAIUM H  BBIOpaATh
HEOOXOAMMBIN B COOTBETCTBUHU C 33JaHUSIMU JIEJIOBOM HUTPHI.

2. IloaroToBUTH Mpecc-pesiu3 O MPEACTOSIICH BRICTABKE, B KOTOPOH y4acTBYeT KOMITAHHS
1 PYKOBOJIUTEIIb.

3.M3yunTh CTaTHCTUYECKUE TaHHBIE 00 MCIIOJHUTEIHCKOW JAUCHIUIUINHE B OPTaHU3AI[uN
3a OTYETHBIN MEPUO/], MOATOTOBUTH AHATUTUYECKYIO CITPABKY.
Vxazanus no eévinonnenuro 3a0anuil.

1.3yunth MaTepualibl JIEJOBOM WIPHI, BBIACHUTH, Kakas HHopMamus HeoOxoauma
PYKOBOJUTEIIO MO YCIIOBUSIM HIPBI. Y CTAHOBUTH KaKW€ MCTOYHHKU HAWOOJIEE COOTBETCTBYIOT
3a1aHHBIM ycloBUsAM. Crienarh BbIBOJ 00 UX JIOCTOBEPHOCTH, CBOEBPEMEHHOCTH, JOCTYITHOCTH,
MOJIHOTE, TEPBUYHOCTA WIIM BTOPUYHOCTH HCTOYHUKOB HH(popMmainuu. Pe3ynbpTarhl aHammza

MOTYT OBITH O(OPMIICHBI B BUE TAOJIHUIIBI:

Hcro Kpurepuu onieHKH HCTOYHMKA
YHUK I Iocto Caoespe Hocr ITepBUYHOCTL/BTO
uH(opMaIuu | onnora BEPHOCTH MEHHOCTh YIHOCTB PUYHOCTH

2.3yunTh MarTepuanbl J€10BOM HUrpbl  (yyacTHME€ B BBICTaBKE), HAa OCHOBAaHUU
MPEIUIOKEHHOW THIOBOM (opmbl mpecc-penm3a, odopmuth [Ipecc-pemmza mis CMU,
coJepKalii MHPOPMALMI0 O NPEACTOSIIEM MEpPONPHUATUH M YYaCTUU DPYKOBOJMUTENS B
OTKPBITUH BBICTABKH.

3. M3yuuTh npeacTaBiIeHHbIC B TAOIUIE CTATUCTHYECKHUE JaHHBIE 00 MCIIOIHUTEIBCKOM
JTUCHUTUTMHE B OPraHM3alM{ 32 OTYETHBIA nepuoia. Pa3paboTarh aHAIUTHYECKYIO CHpPaBKY C
y4eToM TpeOOBaHUH K CTPYKType TeKCTa 3Toro JokyMmeHTa u TpedoBanuii OCT P. 7.0.97-2016

npu ee 0POPMIICHHH.

Chucox ucmoyHuko8 u 1umepamypul.
Hcemounuku:

®enepanbHblif 3akoH oT 27.07.2006 Ne 149-D3 «O6 undpopmarum, nHHOpMaITMOHHBIX
TEXHOJIOTHSIX MW 3amuTe uHPopMauum» [DIeKTpoHHBIM pecypc] — Pexum nocryma:

http://www.garant.ru.

®enepanbublif 3akoH 0T 02.05.2006 Ne 59-@3 «O mopsiike paccMOTpeHHsI 0OparieHuit
rpaknan  Poccuiickoit  ®enepanum»  [DnekTpoHHBIM  pecypc] — Pexum  goctyma:
http://www.garant.ru.

®enepanbHbiii 3akoH oT 27 wmronsa 2006 r. N 152-®03 «O mnepcoHANBHBIX JTaHHBIX)

[DnexTpoHHBIH pecypc]| — Pexxum noctyna: http://www.garant.ru.
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[TpodeccuonanpHBIN CTaHJIapT «Cnenuanuct o OpraHu3allMOHHOMY U

JOKYMEHTAllMOHHOMY OOECIICUEHHUIO YIPABICHUIO OpraHu3aluen» [DIeKTpOHHBIH pecypc]

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

. TOCT P 7.0.97-2016. Cucrema crtangapTtoB 1o HHGOpMAIMH, OUOIHMOTEUYHOMY U

=

HU31aTCIIbCKOMY JICITY. OpFaHI/I3aHI/IOHHO-paCl'IOpf{I[I/ITeJIBHaH AOKYMCHTAaIM. Tpe60BaHI/I${

oopMIICHHIO TOKYMEHTOB. [ DJIEKTPOHHBIH pecypc] — Pexxum mocryma: http://www.garant.ru.

Jlumepamypa

Obs3amenvhast

beikoBa T.A. J[lokymMeHTalmoHHOE oOOecIieueHHe VYIpaBICHUs (JIEIONpPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebroe mocobue/ T.A. beikosa, T.B. Ky3nenosa. -2-e u3a. nepepad. u
JIOTI. — Mockaa: HNudpa-M, 2018. -304 c. —Pexxum JOCTYTIA:
http://znanium.com/go.php?id=942800/

Hononnumenvras
Jlykam, 0. A. BeiTh cekperapem pykoBoauTenst GupMBbI [ DIEKTPOHHBIN 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

[Ipodeccus - momourHuk pykoBoautens: [Ipuemsl «Boiciiero nunoTtaxay» / Jlazapes K. -
M.:Anprimaallabn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexwum poctyrma:
http://znanium.com/catalog/product/917159

Mamepuanvro-mexnuueckoe obecneyenue 3aHAmusL:
Pa3narouHslii MmaTepuai:

1.TTOCT P 7.0.97-2016. Cucrema cranaapToB 1o uHpopmanuu, OuGIMOTEUHOMY U
u3JIaTeNIbcKoMy Jieny. OpraHu3almoHHO-PacopaIuTeNbHas JoOKyMeHTanus. TpeboBaHus K
0(OPMIICHUIO IOKYMEHTOB.

2.Matepuansl J1el10BOW UIphI (3alaHUE PYKOBOAMTENS HA MOMCK MH(POPMALUMHU, THCHMO
00 ydJacTMM B BBICTaBKe, CBOJHAs TaOJWIAa MO CTPYKTYPHBIM TIOApAa3JeleHUsIM 00

WCIIOJTHUTEIIbCKOW TUCIIUTLITNHE)

Tema 4. Opranuszanusi padboTsl ceKperaps.
Llenv 3amamus: WM3y4UTb UCTOPHUIO CEKPETAPCKOM CIy>KOBI, paccMOTpeTh U OOCYIUThH
OCHOBHBIC Cb}IHKIIHI/I, BBITTIOJIHACMBIC CEKPETAPEM.
Dopma npogederusi — TIOATOTOBKA U 3aIIUTa JOKIAI0B.
B 1mpoumecce MOATOTOBKM K  HMPaKkTUYECKOMY  3aHITHIO, CTYJIEHTBl JIOJKHBI

CaMOCTOATCIIBHO M3YUYWUTH OJJMH HJIM HECKOJBKO acCIICKTOB HpG,}]J’IO)KGHHOfI TEMBI, ITOATOTOBUTH


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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Pa3BEPHYTHIM JOKIAJ, COAEPKAIIN OCHOBHBIE TE3NCHI JIOKJIA/IA, MO3UIUIO aBTOPA, €O OLECHKH
U3JI0KEHHOHM NH(pOpMAIIHH.

[IpakTHyeckoe 3aHATHE TPOXOIUT B (popMe pa3BepHYTOH Oeceqpl C 3aciIylIMBaHUEM
JOKIaq9uKoB. KaxkIplil M3 TOKJIa10B JJOJDKEH OTPaXKaTh OTACNBHBIN aCIEKT TEMbl CEMHHAPCKOTO
3aHATHS.

OO6cyxaeHue TOKJIaaa OCYIIECTBISETCS B (hopMe TUCKYCCHHM C MPHUBICYEHHUEM BCEX
CTYACHTOB TPYIIBL. B X0/1€ TUCKYCCHU CTYICHTHI BBICKA3bIBAIOT CBOE KPUTHUECKOE OTHOLICHUE
K TEMe JIOKJIa/1a, BEIIBUTAIOT CBOU TOYKH 3PEHHS.

TeMmbl I10KIa10B:

1.McTopus cexperapckoil ¢y Obl TOpeBOIIOIMOHHON Poccun.

2.Ponb cekperapeil B COBETCKUX YUPEKICHUAX XX BEKa.

3.Anekcanap ITockpebrimieB — cekperapp U.B.Cranuna

4.I'anuna benncnapckas — cekperapb C.A.Ecenuna

5.Anna CHutkuHa — cekpetapb @.M./locroeBckoro

6.Muxaun Criepanckuii — cekperaps Anekcanpa |

7.I'aBpuna [lep:xaBun — cekperapb Exarepunsi ||

8.Anekceir MakapoB — cekpetaps Ilerpa 1

9.Anexkcanap bezdoopoako — cexkperapp Exarepunsi ||

10.JIunus @otuena — cekperapp B.U. Jlennna

11.I1lerp KproukoB — cexperapb M. I'oppkoro

12. Banepus JlebeneBa — cexperapr M.M. [IpumBuna

13. MBan beuxkoii — cexperaps Exarepuns! ||

14.Bnagumup Ilo3uep — cekperapp C.5. Mapiaka

15.A.C. I'paueB — npecc-cexperapp M.C. ['opOaueBa

16. JTronmuna bapieBa — cexkperaps A.H. Toncroro

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

18. CoBpeMeHHOE COCTOSHUE CEKpeTapCcKoil Ciy>)kObl B YCIOBUSX HMHTEHCH(UKALUU
YOPaBIE€HYECKUX IPOLECCOB, PACHIMPEHUs MaclITabOB JESITENbHOCTH TOCYIapCTBEHHBIX U
KOMMEPUYECKUX CTPYKTYP.

19..Kareropuu cekperapeit. Cekperappb B cTpykType ciyx0b1 JIOY, B anmapare pyKoBOJIUTEIS,
B COCTaB€ CTPYKTYPHOI'O NOJpa3AeiICHUs

20.OyHKIIMM U JOJDKHOCTHBIE OOSI3aHHOCTU CEKpeTapeil B 3aBHCHUMOCTH OT KaTe€ropuu
CEKPETapCKOro 00CIyKUBaHHS

21.[lenoBoOM 3TUKET B paboTe cekpeTaps

22 IlpaBuiia MOBEACHUS CeKpeTapsi B KOH(PIUKTHBIX CUTYaIHIX

23.IlpaBuna genoBoro OOMIEHUST C  PYKOBOJMUTENEM, COTPYAHUKAMH, TOCETUTEIISIMU,
MO TYMHEHHBIMU

24. TpynoycTpoiCTBO CeKpeTaps U afjanTaiys Ha HOBOM MECTe

25. CekpeTapb U pyKOBOJUTENb, B3AUMOOTHOILLIEHHS T1OJIOB.

26.Ctpecc Ha paboueM mecte. Kak u3bexars cTpecca v Kak ¢ HUIM OOpOThCSL.

27.Cnioco0sI morcka padoThl, aHAIM3 BaKaHCUH Ha PhIHKE Tpyaa, 3G ()EeKTHBHOE pe3toMe.
HcTounuku u ureparypa:
beikoBa T.A. JlokymMeHTallmoHHOEe oOecneueHne YyIpaBieHUs (JeI0mpOU3BOJICTBO)

[DnexTpoHHEIH pecypc]; yueOHoe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ u3. nmepepad. u
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JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. —Pexum JOCTyTa:
http://znanium.com/go.php?id=942800/

Jlykam, FO. A. BeITh cekpeTapeM pykoBoauTeNsT GUPMEI [ DIIEKTPOHHBIN pecypc] : yueo.
nocobue / FO. A. Jlykam. - M.: ®aunta, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocryma: http://znanium.com/catalog/product/455324

ITpodeccus - nomomHUK pykoBoautesns: Ilpuemsl «Beiciiero nunoraxay» / Jlazapes K. -
M.:Anpnimrallabn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexwum poctyma:
http://znanium.com/catalog/product/917159

KonecuukoBa H. JI. [lenoBoe o6menune. Business Communication [D1eKTpOHHBII
pecypc] : yue6. mocobue / H. JI. Konecnukosa. - 5-e u3a., crep. - M.: @nunTa, 2012, - 152 ¢. -
ISBN 978-5-89349-521-8. - Pexxum poctyna: http://znanium.com/catalog/product/495986

JlenoBoe obmieHue. JlenoBoii sTuker: Yueb. mocoOue AJjisg CTyJACHTOB BY30B / ABTOp-
cocraBurens M.H. Ky3nenos. — M. : KOHUTU-AAHA, 2017.- 431 c. - ISBN 978-5-238-01337-
4. - Tekcr : anextponnsiid. - URL: http://znanium.com/catalog/product/1028716

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

JlenoBoe obmenue: YueoHnoe nocodue / Jlepepsukun E.B., - 2-¢ u3n., crep. - M.:dnuHTa,
Wsn-Bo VYpan. yH-Ta, 2017. - 48 c. ISBN 978-5-9765-3088-1 - Pexum poctyma:
http://znanium.com/catalog/product/946644

9.2 MeTtoanyeckne peKOMeHAAlMU MO MOATr0TOBKe NMMCbMEHHBIX padoT

B npouecce o0yuenus ctyneHTs PITY BbINONHAIOT pa3Hble BUJIbI MHCbMEHHBIX PadoT.

OCHOBHBIMU LIETSIMH ITUCBMEHHBIX pabOT B By3€ SIBIISIOTCA:

* 3aKpEIJICHUE NTOJIYYEHHBIX 3HAaHUN 110 CIIELMAIbHOCTH, IPUMEHEHHE 3TUX 3HAHUU ITPU
peleHnH npodecCHOHAIbHBIX 3aj1ay;

* pa3BUTHE HABBIKOB BEJICHUS CAMOCTOSITENIbHOM pabOThl, OBJIaJICHHE METOAUKAMU U
IIPUHLIAIIAMH CaMOCTOSITENILHOM HCCIIEI0BATENBCKON NEATEIBHOCTH;

* (popmMHupoBaHUE YMEHUS TPAMOTHO U JIOTUYHO M3J1araTh COOpaHHbIE Hay4HbIE JaHHBIE
U MaTepuaibl COOCTBEHHOH HCCIIe10BATENbCKOM 1A TEIbHOCTH.

Haubonee npocrasi, HO oueHb BaxHasi opmMa MMCbMEHHOM pabOThI B By3€ — 3TO
KOHTpoJbHas paboTa. OHa sBiIeTCs 00s13aTeIbHBIM 3JIEMEHTOM CaMOCTOSTEIbHOU PaboThI
CTYJIEHTA H, IIPEXKJIE BCETO, IEMOHCTPUPYET YMEHNE BOCIPUHUMATh U IIEPEIaBaTh
UH(OPMAILIHIO.

DTOT BUJI TUCbMEHHON pabOTHI MPEIYyCMOTPEH YU€OHBIMU TUIaHAMHU OJITOTOBKU
OakanaBpoB M Ha Kadeape apXUBOBEICHHSI MTPeIaraeTcsi B paMKax U3y4eHUs OOIIUX KypCcOB U
KIIB.

Taxke B mporecce oOyueHHs! CTYAEHTY MpPEICTOUT BBIIOJHEHHE KYpCOBBIX paloT,
KOTOpBIE€ (POPMUPYIOT HCCIEA0BATENbCKUE HABBIKH, PA3BUBAIOT CLIOCOOHOCTH CHCTEMaTH3alluu U
OCMBICIICHUs YK€ CYILECTBYIOIIETO 3HAHMS W HAIpPABJICHBI HA CAMOCTOSTEIBHOE DEILICHHE
HEKOTOPBIX TEOPETHUYECKUX WM MpakTHUeckux 3amad. KypcoBas pabora aeMOHCTpUpYET
yMeHHue paboTaTh ¢ UCTOYHUKAMH, UCIIOJIb30BaTh JOCTHKEHHUSI COBPEMEHHON HayKH (Hampumep,


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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UCIOJIb30BaTh JOCTHKEHHsI apXUBOBEICHUS, a TAKKE CMEXKHBIX HAyK M HAYYHBIX AUCLUIUINH),
YCIIEIIHO pelIaTh MOCTaBICHHBIE 3ahayd, oOpabareiBaTh U 0000maTs marepuain. Hamucanue
KOHTPOJIbHOM pPabOThl, NOArOTOBKA M 3alUTa KypcOBOW HMEET psj OpraHU3allMOHHBIX U
METOANYECKHX 0coOeHHOCTeH. O3HAKOMIICHHE C JAHHBIMH METOJMYECKUMH PEKOMEHIALUSIMHU
IIOMOKET CTYAEHTaM IPaBUIbHO OPraHU30BaTh CBOK yUEOHYI0 U Hay4YHO-MCCIIEJOBATENIBbCKYIO
pabory.

O0mme TpedOBaHMS K CTPYKTYPE M COJEPKAHUIO MMCbMEHHBIX PadoT

Baxnoit ¢opmoii caMOoCTOATENIbHONW PabOThI CTyIEHTA ABISETCS KOHTPOJIbHAS padoTa.
Ona mpenycMoTpeHa Aisi OOJIBIIMHCTBA JUCLMILIMH y4eOHOTo IJIaHa, YMTaeMbIX Ha Kadeape
apxuBoBeZieHUs. Ee HanucaHue npecieayeT neib yriayOoneHHOW TpopadOTKU IUCIUILINHEL.

KontponbHast paboTa BBINONHAETCS CTYIEHTaMH B COOTBETCTBMM C TEMATHKOIM,
eXKeromHo yTBepxkmaemoir  kadempoii. KoHTponmbHass pabora  SBISETCS  DIEMEHTOM
CaMOCTOSITENIbHON PabOThI CTYZEHTOB, IO3TOMY BBIOOD TEMBI PEIOCTABISETCS CTYACHTY.

Jlo HamucaHus KOHTPOJBHOM pabOThl CTYACHT JOJKEH B LIEJIOM O3HAKOMHUTHCS C
paszenaMmu Kypca, IpeyCMOTPEHHbIMH yu4eOHO ITporpaMmoi.

PabGota 1m0 HamMcaHUIO KOHTPOJBHOM HAYMHAETCS C BBIIBICHUS M HU3yYCHHS
UCTOYHUKOB M JHTepaTypbl Mo TeMe. [lo okoH4YaHHMH cOOpa W H3ydeHHs JIUTepaTypbl M
MCTOYHUKOB CJIEAyeT MPOAYyMaTh IUIaH KOHTPOJIbHON paboThl. CocTaBieHHE IUIaHa — BayKHas
yacTh paloTbiHag Temoil. Ilnan mnpexncraBiser co0oil mHepedyeHb BONPOCOB, OTPAKAIOIIMX
coziepkanue uccienopanus. OT TOro, HaCKOJIBKO YETKO OH IPOAYMaH U MOCTPOEH, BO MHOTOM
3aBUCUT KayeCTBO KOHTPOJIbHOW paboThl. B miaH nenecooOpa3Ho BKIIOUUTH HanOoJiee BaXKHbIE
TEOPETUYECKHE W TMPAKTHYECKHE BOIMPOCHl TEMBI, KOTOPHIE NMPH HEOOXOIMMOCTH MOTYT OBITH
neranusupoBaHbl. Kak mpaBuio, pabounii BapuaHT IUIaHA JOJDKEH OBITh Pa3BEPHYTHIM, UTO
oberdaer paboTy HaJ TEMOIA.

B okoHuaTenbHOM BapuaHTe IJIaH MOXET OBbITh JaH B COKpAIIEHHOM BHJE, HO
00s3aTeNbHBIM YCJIOBHEM IIPU 3TOM SIBJISETCS OTPaXEHHWE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpUBaeMbIX B KOHTPOJIbHOU pa 6oTe. COCTaBIEHHBbIN IJIaH JOJDKEH HAMTH OTpa’keHHE B
OTJIaBJICHUHMK KOHTPOJIBHOM pabote. Pabora momkHa BKIIIOYATh THTYJBHBIN JIMCT, OTJIABICHHE,
BBEJICHUE,0CHOBHYIO 4YacCTh, COCTOSIIYI0 M3 HECKOJbKMX pa3/leloB WIM naparpados,
3aKJII0YEHNE, CIIMCOK UCTOYHUKOB M JUTEpaTypbl. Bo BBeaeHNH HEOOXOIUMO KpaTKO PacKphITh
3HaYeHHE M aKTyaJbHOCTh M3y4aeMOro BOIpoca (TeMbl), Ha3BaTb OCHOBHBIE 33Jauu paboThl, ee
XPOHOJIOTUYECKUE paMKH, OOOCHOBAaTh CTPYKTYpy, JaTb KpaTKHil 0030p HCTOYHHMKOB U
autepatypel 1o Teme. OO030p HMCTOYHUKOB U JIMTEPaTypbl HE JOJDKEH CBOJIUTHCS K
NEPEYUCIICHNIO HCIIOJIb30BAHHOTO aBTOPOM HOPMAaTHUBHOTO MaTepHallad OIyOJMKOBaHHBIX
crareil. B HeMm cnenyer naTh aHaTU3 UCTOYHUKOB M JIMTEpaTyphl. B 3aBucuMocTu ot o0bema u
LIEJIEBOI0 Ha3HaueHusi padoThl, 0030p MCTOYHMKOB M JIUTEPATYpPbl MOXKET OBbITh MPEJCTABIIECH
OTJeNIbHBIM Naparpadom Wi pa3esoM B OCHOBHOM yacTu paboTHlI.

OcHOBHass 4acCTh KOHTPOJBHOM PAaOOTHI JOJDKHA OBITH W3JI0KEHA B COOTBETCTBUHU C
IUTAHOM, OCBEIIATh COCTOSIHUE M COJEP)KaTh aHAIW3 PacCMaTPUBAEMBIX BOIIPOCOB C Y4YETOM
COBPEMEHHOT0 YpOBHSI DPa3BUTHSl TEOPETHUUECKUX 3HAHUUW U OMNBITA MPAKTHYECKOH padOThI
apXMBHBIX YUPEXKJAECHUH B 3TON 00IacTH.

[Ipy packpblTUM TOM WM WHOM TEMBI CTYJIEHT JOJKEH CTPEMHUTHCA MOAPOOHO H
rIIyOOKO M3JIOKUTH KPYr BONPOCOB, BXoasmux B Hee. Ilo Mepe paccMoTpeHMs marepuana
OTJIeIbHBIE TIOJIOKEHHSI KOHTPOJIbHOM paboThl cleAyeT WJUIIOCTPUPOBATh TNPUMEPAMU U3
JUTEpaTyphl U, TOBO3MOKHOCTH, U3 NMPAKTHUKH PabOThl KOHKPETHBIX apXUBOB C 0053aTENbHBIMU
CCBIJIKAMU Ha JIUTEPaTypy U HCTOYHUKU. B 3aKitOu€HUU KOHTPOJIBHOM paboThl HEOOXOIHMMO
MOJBECTU UTOTUTEOPETUYECKOIN U MPaKTHUECKOH pa3paboTku BOmpocoB. CIUCOK UCTOYHUKOB U
JUTEepaTyphl MpelCcTaBisieT co0oil MepedyeHb HCMOJIb30BaHHBIX pabOT MO TeMme, B KOTOPOM
yKa3bplBalOTCA (aMUIMM W HHULHMAIBl aBTOpa (aBTOPOB), Ha3BaHHE pPaOOThHI, MECTO, BpeMs
€eoIyOJMKOBAaHUS U CTPAHUIIBL.

Ipuioxkenue 1
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Annomayun oucyunaunsl (Mooyns)

HucuuminHa  (MoXynb) — peanu3yercss Ha  (akyJbTeTe  apXMBOBEAEHUS U
JIOKYMEHTOBE/IeHUsT Kadeapoil JOKyMEHTOBEIEHHs, ayJHUOBU3yalbHbIX U HAyYHO-TEXHUYECKUX
ApPXHBOB .

LenbucCuuIUIMHBl — TOATOTOBUTH CHEIHMAINCTa, O0JaJaloIero 3HAHUSAMH OCHOBHBIX
HalpaBJIeHUN OpPraHU3alMOHHONW M HMH(OPMALMOHHON PabOThI, OCYIIECTBISIEMOM CeKkpeTapem
Juid o0ecreyeHus IesTeIbHOCTH PYKOBOIUTENS, a TaKKe BbIABUTH HauOosee 3((eKTuBHbIE
METO/Ibl ATOU PabOTHI.

3anaum:

- YCTaHOBJIEHHE POJIU CEKpeTapsi B 00eCHeueHUH AesITeIbHOCTH PYKOBOIUTEIS;

- OTCiIeKUBaHue (POPMUPOBaHUS IIPOdECcCCUn ceKpeTaps U ONpeAeIeHUs MECTa Pa3Iu4HbIX
KAaTEeroOpHil CEKpeTapel B COBPEMEHHBIX CTPYKTYPaxX yIIPABJICHMUS;

- OTIpe/IeIeHNEe OCHOBHBIX TPEOOBaHMIA, TIPEABSBISIEMBIX K CEKpPETapsM U OpraHU3aIMH UX
padoTHI;

- ONMCaHNe OCHOBHBIX HAPaBJICHUI pabOThI ceKpeTaps 0 00ECIIEUEHUIO e TEeIbHOCTH
PYKOBOIUTES;

- OCBELICHHE BOIIPOCOB I'PAMOTHOTO ITOCTPOSHUS OPraHU3alMOHHO-HH()OPMAIIHOHHON pabOTHI;

- (I)OpMI/IpOBaHI/IC OCHOBHBIX HpO(I)eCCI/IOHaJ'IBHHX HaBBbIKOB.

Hucnurnnuna (MoTyb) HarpaBiieHa Ha (POPMHUPOBAHKE CIEAYIONINX KOMITETCHIIHI:

e [IK-6.1. Mcnonp3yeT 3HaHMSI IPaBOBBIX U OPraHU3AIIMIOHHBIX OCHOB YIIPaBJIEHUS, OCHOB
JIOKYMEHTHOM JTMHTBUCTUKH, IPABUJI PYCCKOTO S3bIKA, JI€JI0BOIO 3TUKETA, COBPEMEHHBIX
METO/IOB TMoucka ¥ o0paboTku wHbOpMaIuu 1is obecriedeHus: MpodecCHOHATBHON
JESATEIBHOCTH;

e [IK-6.2. OcymectBuser cOop, 00pabOTKy M aHaiau3 HHPOPMALUH, COCTABISET H
pEaKTUPYEeT TEeKCThl CIyKEOHBIX JOKYMEHTOB C MCIIOJIb30BAaHUEM COBPEMEHHOTO
IpOTrpaMMHOTr0 obecrieueHust U 0PUCHONW OPITEXHUKH;

e [JIK-6.3. VYyactByer B mpoBeleHUU KOH(PEPEHTHBIX MEPOIPHUATHH, TOKYMEHTHPYET
JIESATENIBHOCTh KOJUIETHAJIBHBIX OPraHOB, OPraHU3yeT NPHUEM IOCETUTENEH, IUIAHUPYET
pabouee BpeMsi pyKOBOJIUTEINSI, UCIOJIB3YET COBPEMEHHOE MPOrpaMMHOe oOecrieueHrne 1

0(HUCHYIO OPTTEXHUKY IS OJATOTOBKH CITY>KEOHBIX JJOKYMEHTOB;
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e [IK-8.1. [IpumeHsieT Ha MPaKTUKE 3HAHMUS COCTaBa W MPaBWJI MOATOTOBKHA JOKYMEHTOB

KOJJICTHAJIBHBIX OpraHoB YIIpaBJICHUA B OpraHru3anusax Pa3INIHbIX

COOCTBEHHOCTH;

e [JIK-8.2. Opranuszyer [AeATEIbHOCTb KOJUIETMAJIBHBIX OpPraHOB  yNPaBICHUS

OpraHM3aIUsaX  pPasIUYHBIX  (GopM  COOCTBEHHOCTH ¥ OCYIIECTBISET

JIOKYMEHTHUPOBAHUE;

o [IK-8.3. YyacTByeT B MpOBEACHUM 3aCEaHUIl KOJUIETHAIbHBIX OPraHOB yIpaBJCHUS B

OpraHu3aIMsaX pa3InuHbIX (OpM COOCTBEHHOCTH.

B pesynomame usyuenus oucyuniunbl cmyoenm 00JHCeH 3HAMb.
- POJIb U MECTO CEKpETapsi B COBPEMEHHBIX YIIPABICHUECKUX CTPYKTYpPaX;
- TpeOOBaHUs, MPEbABIAEMbIEC K CEKPETapsM Pa3IMYHbIX KaTeropuii;
- OCHOBHBIE (DYHKLIMH U JOJDKHOCTHBIE 00513aHHOCTH CEKpeTaps 0 OpraHu3aluOHHO-
UHPOPMALMOHHOMY 00ECTIEUCHHUIO ACATEITHHOCTH PYKOBOIUTEIS,
- IpaBUJIa PAIMOHAILHOTO TIOCTPOCHHUS OPTaHU3AIMOHHO-UH(POPMALIMOHHONW PadOTHI;
-METOJUKHU pabOTHI IO JOKYMEHTHOMY U 0€3I0KyMEHTHOMY OOCITYKHBaHUIO
PYKOBOJIUTEIIS.
B pezynomame uzyuenus Oucyuniunsl CmyoeHm O0HCeH YMems.
- OPraHNU30BBIBATH PA0OTY MPUEMHON PYKOBOIHUTEIIS,
- OPraHU30BBIBATH TEIEPOHHBIC TIEPETOBOPHI PYKOBOIUTEIIS,
- TOTOBHUTB JI€JIOBBIE BCTPEUU U MIEPETOBOPHI PYKOBOJAUTEIIS;
- y4acTBOBaTh B MOATOTOBKE U MIPOBEAECHUHU KOH(DEPEHTHBIX MEPOIPUATHI;
- BECTH paboTy 10 MOATOTOBKE KOMAaHAUPOBOK H JIEJIOBBIX MOE3/I0OK PYKOBOIUTEIIS;
- OPraHU30BBIBATH M MPOBOJIUTH MPOTOKOIHHBIE MEPOTIPUSTHS;
- BECTH HH(OPMAIMOHHYIO paboTy;
- o0ecrnieunBaTh KOH(GHUAECHIIMATBLHOCTh HH()OPMAIIHH.
B pezynomame uzyuenusn oucyuniunsvt cmyoenm 00oaxcen 001a0amv HAGLIKAMU.
- OpraHU3alUH YIPABICHYECKHUX IPOIIECCOB;
- 3(QQEeKTUBHOIO yIpaBiIeHNUs BPEMEHEM,;
- pabOTHI C TOCETUTENISMU;
- OpraHu3aliy COBEIIaHUN U 3aCEaHU;
- METOJIaMH TIOHUCKa, cOopa U CTPYKTYPUPOBAHUS HHPOPMAIIIH.

[To nucuummne (MoOyat0) IPEAYCMOTPEHA IPOMEXYTOUHAs! aTTecTals B (hopme
3auema ¢ oYeHKou.
OO011ast TpPyA0E€MKOCTh OCBOCHHUS AUCLUIUIMHBI COCTABIISAET 3 3aU4€THBIE €TUHHIIBI.
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