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1 TIlosicHHUTEIbHAA 3ANMUCKA

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

HaIrpaBJICHUA OpFaHI/I3aI_[I/IOHHOI71

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

3aoauu NUCUUIIIIMHEL COCTOST.

- YCTaHOBJICHHE POJIM CEKpeTapsi B 00ECICUCHHUH NEATSIILHOCTH PYKOBOIUTEIIS;

- OTCIEeKUBaHUE (OPMUPOBAHUS MTPOPECCUN CEKpeTaps U ONPEACICHHUS MECTa Pa3IMIHbIX

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 00eCIICYCHUIO 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 ¢ HHAUKATOPAMH J0CTHKEHUS KOMIIETeHIIUIl

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 U (WIM) JTULAMH, IPUBIEKaEMbIMH K peaid3alii 00pa30BaTeIbHONW MPOrpamMMbl
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.

3 Coaepxxanue TUCHMILTHHBI

Ne [ HaumenoBaHme pa3jaesa
JUCIHHUILINHBI

Conepxanue

1 Pa3znea 1. Beeaenne

Ienu u 3anaun Kypca. ICTOYHUMKY U TUTEpaTypa.
AKTyalnbHOCTh Kypca B CBE€TE€ COBPEMEHHOIO
COCTOSIHMS pBIHKa TpyAa. Mecro Kypca B

po¢eCCUOHAILHON HOJTrOTOBKE CTyJCHTA.
Tepmunonornueckuii anmapar. CBA3p Kypca co
CMEKHBIMHU JUCIUTUIMHAMU u KypCcaMu:

JOKYMEHTOBEACHUE; OpraHu3alMsl W TEXHOJIOTHS
JIOKYMEHTAIIMOHHOTO  OOECIeYEeHUsl  yIpPaBJICHHUS;
KOMITbIOTEPHBIE TEXHOJIOTUU; TICUXOJIOTHUS 1€I0OBOTO
o0menust, 1eoBor d3TUKET. OCHOBHBIE UCTOUYHUKA U
nuteparypa. lleproanyeckue n3ganusi.

2 Pasnen 2. UcTtopus cekperapckoi
CIIYKOBI

3apoxaeHue cekperapckoi cmyxk0bl B Poccum.
Cnyxunble JIOAM B NpHKa3aX, KOJUIETHUSX.
I'enepanbublil permameHT 1722 r. Kak  INEpBBIH
HOPMAaTUBHBI  JIOKYMEHT, pErjlaMeHTUPYIOLIUI
paboty  cekperapeir. Mcrtopus  cekperapckou
cnyx0b1  popeBomoninoHHoW Poccun. Ocosznanue
3HAYUMOCTH  NPOPECCHOHANBHON  MOATOTOBKH
cekperapeil.  OtkpeiTHe 10  Bced  Poccum
CEKPETapCKUX KypCOB, n3/1aHue
CHELUATU3UPOBAHHBIX  KYPHAJIOB. Ponb
CEeKpeTapeil B COBETCKHX YUPEKICHUsAX XX BeKa.
Beenenue KaTE€rOpuitHOCTU CEKPETAPCKUX
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00sI3aHHOCTEH. YpaBHUBaHUE CEKpETapeur C
KaHLEJSIPCKO-TEXHUYECKUMHU pabOTHUKAMHU.
[TocranoBnenuss CHK CCCP 1925 u 1932 rr.
[Togbpem 3HAYUMOCTHU CEKpETapCKoro

obciyxuBanus B 90-x rogax XX BeKa B KOHTEKCTE
pa3BUTHs ~ YacTHBIX  (OpM  COOCTBEHHOCTH.
CoBpeMEHHOE COCTOSIHHE CEKpeTapcKoil paboThl B
YCIOBHUAX  MHTEHCHU(DHMKALMU  YIPABICHUECKUX
MPOIIECCOB, PACIIMPEHUs] MACIITAa00B AEATEIbHOCTH
rOCYJAapCTBEHHBIX M KOMMEPYECKHX CTPYKTYP.

Pa3zgen 3. PoJb 1 MecToO
ceKpeTapsi B COBpeMeHHBIX
CTPYKTYpax ynpaBJjieHUsI

Kareropun cekperapeit. Cekperapb B CTPYKType
cyx6s1 IOV, B anmapaTte pyKOBOJIUTES, B COCTaBE
CTPYKTYpPHOTO [0/Ipa3/IeJICHNUS.
KBanuduxanonnelie xapakTepUCTUKU CEKpeTapei.
OyHKIHMH U JOKHOCTHBIE 0053aHHOCTH CeKpeTapei
B 3aBUCUMOCTH OT KaTerOpUU CEKPETapCKOro
00CITyKUBaHUSL. Cucrema CI1yK€OHBIX
B3aMMOOTHOILICHHM, BO3HUKAIOIIUX B TpoIecce
BBITIOJTHEHUST CEKPETapeM BO3JIOKEHHBIX Ha HETO
¢bynkuuii.  TpeGoBanusi — mpeabsBiIseMble K
CeKpeTapsiM: K 00pa3oBaHUI0, TPOGECCHOHATHHBIM
3HAHUSAM, TEXHHUYECKMM YMEHHUSM M HaBBIKaM.
XapakTepucTUKa JICJOBBIX UM JIMYHBIX Ka4yeCTB
cekperapsi. HaBblkM 10 TICHUXOJOTMHM OOIICHHUS.
CamoakTyanuzanus cekperapsi. Oco3Hanue
cekperapeM cebdst B mpodeccuu. CTpykTypa paboTh
CEeKpeTapsl.

Pa3nesn 4. Opranusanusi pa6éoTsl
ceKpeTaps

[IpaBoBbIE  OCHOBBI ~ JIEATENBHOCTH  CEKpeTaps

(3aKOHOIATENBHO-TIPABOBAs u HOPMAaTHUBHO-
MeToandeckass 0aza): KOJEKCHI, (benepanbpHbIC
3aKOHBI;  CTAHAApPTHI, WHCTPYKIUHU;  TPaABUIIA;
IIOJIOXKCHUA, HOPMAaTHUBHBIC JOKYMCHTEI,

coJiepKalle HOpPMbI BpeMeHHM. Perynmposanue
TPYJAOBBIX B3aMMOOTHOLIEHMM paloTojarens W
CEeKpeTapsl.

JIOJDKHOCTHAsT ~ MHCTPYKLMS — CEeKpeTaps,  Kak
OCHOBHOH OpraHU3allMOHHO-TIPAaBOBOM JOKYMEHT:
MIPaKTUYECKOE 3HAYCHHE JOJKHOCTHOM
UHCTPYKIIMH, METOJAMKA COCTaBJIEHHUS, CTPYKTYpa,
coctaB  MH(OpMalIMM, CcIydyaul U  MOPSJIOK
nepecMoTpa, ohopMIIeHUE.

Opranu3zanus pabodero Mecta cekperapsi:
[IpuemHass kak paboyee MeCTO  CEKpeTaps.
30HUPOBAHUE MIPUEMHOM. OcobenHoctH
OpraHu3aIu 30H IIPUEMHOM: UHTEPBED,
OCBEILIEHUE, 03€JICHEHHE, OCHAIEHHUE OPTrTEXHUKOU
U crpaBoYHbIMM Matepuanamu. OOopynoBaHue
paboueii 30HbI cekperaps. Crienuduka opranu3auu
NIPUEMHON  PYKOBOJUTENA,  BEAYLIETr0  IPHEM
MOCETHUTEIIEN TT0 JIMYHBIM BOITpOCaM.

YcnoBust TpyAa: cTaHIapThl 0e30MacHOCTH TPYAA,
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CaHUTapHbIe MpaBUIa. XapaKTEPUCTUKH OCHOBHBIX
(haKTOpOB, COCTABISIONIMX ONTHMAJIBHBIC YCIIOBUS
TpyAa cekperaps (CaHHUTApHO-TUTHEHHUYECKUE -
OCBEILICHHOCTh, IIyM, BJIQKHOCTb, TEMIIEpaTypa MU
np.;  NCHUXO(HU3HOIOTUYECKHE;  ACTETUYECKHUE).
be3omacHocTh Tpyaa nmpu paboTe 3a KOMITBIOTEPOM.
Opranmsanuss  pabodero BpeMEHH  CeKpeTaps:
pasrpy3ka pyKOBOAUTENS KaK OCHOBHAs (DYHKIHS
CeKperapsi, IMOMOIIb B IUIAHUPOBAHMU pabodero
BPEMEHH PYKOBOJUTENS (JOITOCPOYHOE, TEKyIIee),
NOPSIAOK  3allUCH  IJIAHUPYEMBIX MEPOIPUSATUH,
opranmzanusi ~ pabodero  THS ~ PYKOBOJHTEI,
METOJIMKA COCTABJICHUE CEKPETapeM ILIaHa CBOETO
pabodero IHS, KEAHEBHHK U C©KCHEAETbHUK Kak
WHCTPYMEHTHI IUNIAHUPOBAHHUS pab0Yero BpeMEHH.

Paznen 5. Oprann3zauuoHHo-
aJIMUHUCTPATHBHAas
NesiTeIbHOCTh CeKpeTapsi

Opranuzanus npuema IoceTurtesien. MeTtoauka
mpreMa  Pa3IMYHBIX  KATETOPHA  IMOCETHUTEIICH:
COTPYJIHUKOB o CITy>K€OHBIM BOIIpOCaM,
COTPYJIHUKOB II0 JIMYHBIM BOIPOCAM, CTOPOHHHUX
MoceTUuTeNne 1o peBapUTENbHOM
JIOTOBOPEHHOCTH W 0€3 Hee, MpHEM Jeleraiui.
[IpropUTETHOCT, B NPEJCTABICHUU MOCETUTENEH
pykoBoguteno. [IpaBuia mepeHoca WM OTMEHBI
npuema. [loBeaeHune cekperaps C OXUIAIOIIUM
MTOCETUTEIICM.

Opranuzanus npuemMa rpaxiad. 3aluch Ha IPHEM,
rpaguku  TpHeMa, PETUCTpAlUs IOCETHTEINEH,
JOKYMEHTUPOBaHUE TMpHeMa, HH(OOpPMHpPOBaHHE
TpaXKIaH.

Opranuzanus TtenedOHHBIX TEPEroBOPOB. Bujbl
TeneOHHBIX IMeperoBopoB. IIpaBmiia MOATOTOBKH
«HUCXOIAUINX» TeperoBopoB. [lpaBuna BeneHus
«BXOJISIIUX» TeperoBopoB. CucreMaruzanus U
pacnpeseneHue 3BOHKOB, a/IpECOBAHHBIX
pykoBogutento.  Mcmonb3oBanue — TeaeOHHOTO
Omanka s cexkperaps. Tenedonorpamma. Ilpasumna
tenepoHHoro  obmenusa.  Cnenuduka  cBs3M
a0OHEHTOB  pa3Horo  craryca. (OoOecnedyeHue
KOH(UIEHITNATBHOCTH TeNe(OHHBIX IEPETOBOPOB.

- IloaroroBka MAEMOBBIX BCTPEY M TIEPETOBOPOB.
DTanbkl TOATOTOBKM BCTPEUM: OMpEAeNiCHUE MecTa,

BpPEMEHU BCTpPEYH, cocTaBa YYaCTHHKOB,
OIOBEIIEHUE YYaCTHHUKOB, MOATOTOBKA
HEOOXOINMBIX MaTepHaIOB. ITomonis

PYKOBOJMTEIIO BO BPEMS IPOBEAEHHUS IIEPETOBOPOB.
- [TonrotoBka W TIPOBEICHHE COBEIIAHUMN
(3acemaHuii) KOJUICTHATBHBIX  OPraHOB.  THUIIBI
COBEIIaHWH. OTambl MOJATOTOBKHM  COBEIIAHHUS:
noiydeHne  UHGOPMAUU  OT  PYKOBOJAUTEINS
OTHOCHUTEIHLHO OpPTraHU3AIMOHHBIX BOIIPOCOB
MIPOBEICHUS COBCIIIaHMUS; COCTaBJICHUE
MPEIBAPUTENBHBIX CMET PAacXoJIOB, MOBECTKH JIHS,
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CIIMCKAa YYAaCTHHKOB; NPOBEJACHUE paboOThl IO
YTOYHEHUIO CIIMCKA M OIOBEUICHUIO YYaCTHUKOB,
pacceuika MpUTIANIEH UM, MPOBEAECHNUE
OpraHU3aMOHHBIX MEpOPUATHIA (3aka3
TOCTHHHUIIBI, TPaHCIOpPTa, OWJIETOB, oOecreyeHue
KyJIBTYPHO-MAacCOBBIX ~ MEpPONPHATHH U Tp.);
BOCTpEOOBaHHE TIPOCKTOB PELICHUH; IOATOTOBKA

HE0OXO0IMMBIX MaTepuasos; KOHTPOJIb 3a
OCHAIIIEHUEM MECTa IIPOBEICHMS COBELIAHMS.
OyHKIMH ceKperaps 1o 00CITyKUBaHUIO

COBEIlaHuil. Benenue npoTokoia.

[ToaroroBka xKOMaHIMPOBOK. Buabl KoMaHAUPOBOK
PYKOBOOUTCIIA. Jransl MOATOTOBKH KOMAaHAWPOBKMU:
coop uH(pOpMALMU OTHOCUTENIHHO ILIAHUPYEMON
KOMaH/IUPOBKH, CO3JaHHE IUIaHAa KOMaHJUPOBKH,

MOATOTOBKA HEO0OXOTUMBIX PYKOBOIUTEIO
JOKYMEHTOB ¥ MaTepualoB, 3aKa3 OWIETOB,
TOCTUHUIBL. JIoKkymMeHTaNbHOE odopmieHne

KOMaHIUPOBKU. WHCTpyKuus JUisi cekperaps Ha
BpeMsl OTCYTCTBUSI PYKOBOJIHUTENS: CIIOCOO M BpeMsi
CBA3U C PYKOBOJUTEJIEM, MOJNUCAHUE JOKYMEHTOB
3aMeLIAO MU JIULIAMU. [Ipuem
KOMAaH/IUPOBAaHHBIX COTPYIHUKOB.

Opranuzanys ¥ NPOBEIACHUS MPUEMOB, ITHKETHBIC
MUChbMa, TOJAPKH, npaBujia O0QOPMIICHHUST |
WCMOJIb30BAHUSI BH3WUTHBIX KapTouyek. JlenoBoii
JTHKET.

Paznen 6. Pabora cekperapsi mo
HHGpoOPMALIMOHHOMY
00CJIYy’)KMBAHMIO PYKOBOAUTEJISA

PaGora cekperaps mo cOopy W  aHaIM3y
nHpOpMaNny. HcTtounukm, cmocoObl TOWUCKa,
MeToAuKa cOopa u 00pabOTKH HMH(OPMAIUH.
CrnocoObl  mpencTaBieHus UHGOPMALMU: KOMUHU
JOKYMEHTOB, BBINMCKH, aHHOTAIUM, pedeparsl,
0030psl. [loAroToBKa BHICTYINIEHUIN PyKOBOIUTEIS.
Opranmszanus cBsizel ¢ OOIIECTBEHHOCTHIO.
CpenctBa pacnpocTpaHeHUs: MH(OpMauy BHYTpPU
opranuzanuu.  Pabora co CMMU, mnapruHepamu,
KIIMEHTaMH, KOHKYpEHTaMHU.

OyHKIMH ceKperaps o 00ecreyeHnIo
6e3onmacHocTy HH(popmaruu. Pabora cekperaps c
KOHpUACHIMaIbHOU uHpopManuei. OnpeneneHue
KOH(UIEHIIMATbHON HHPOPMALUU U KOMMEpUYECKOH
TaiiHpl. Kareropum CBEIEHWH, OTHECEHHBIX K
KomMMmepueckoil TaitHe. CrnocoObl mpecTaBiIeHUs
CaHKUMOHMpOBaHHOW  uHopmanuu.  CrocoObl
3alIUThI HH()OPMAIIHH.

Pa3gen 7. IlcuxoJiorus oomeHus
cekperaps

Cekpertapb u PYKOBOTUTEIT. ToukocTn
B3aMMOOTHOIIIEHHS IIOJIOB. YUYET NCUXOJOTHYECKUX
0COOCHHOCTEH PyKOBOTUTEIIS.

Koudnukraeie curyanuu. [Ipuunnel, craguu, myTH
BBIXOJIA. YMeHHue yNpaBlsATh 3MOIMSIMU U
YyBCTBaMH.

IIcuxomoruueckue IMPUEMBI BIIMAHUA Ha
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cobecennuka. HeBepOanbHble CpeicTBa B JEIOBOM
0o0IIEeHNH.

B3aumooTtHomenuss ¢ kojuteramu. Kak wuzbexarhb
MaHuUnynsauuid Ha pabore. Pomb cekperaps B
dbopMupoBaHur  OIArONpPUATHOTO  KIMMara B
KOJJIEKTHBE.

4 OOpa3oBaTe/ibHbIE TEXHOJIOTHHU
I[J'ISI IIPOBCACHUA y‘le6HHX 3aHATHH 110 JAUCLHUITIINHE HCITIOJIb3YIOTCA Pa3InN4HBIC
oOpa3oBaTenbHble TeXHOJOTMH. Jlyis opraHm3anmuu y4eOHOro mporecca MOXeT ObITh
HCII0JIB30BAHO 3JICKTPOHHOC o6yqu1/1e u (I/IJ'II/I) JUCTAaHIIMOHHBIC O6p330BaT€J'II>HBIe TCXHOJIOTHH.

S5 OueHka IVIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHHs
5.1 Cucrema oneHNBaHUSA

‘(I)opMa KOHTPOJIA Makc. KoJIM4ecTBO 0aJ110B
3a ogny Bcero
padoty

Tekymuit KOHTPOJIb:

- OMpoC U yuacmue 8 OUCKYCCUuu Ha cemuHnape (memvl |5 6annos 35 bannos
1-7)
- KOHMPOIbHAS paboma HA CEMUHAPCKOM UL 10 6annos 10 6annos

npakmuyeckom 3auamuu (memoi 3-4)

- KOHMPOIbHAS paboma HA CEMUHAPCKOM UL 15 b6annos 15 6annos

npakmuyeckom 3auamuu (memoi 5-6)

[TpomexxyTouHas aTTecTalus 40 6annoe

(nucvmenHvlll omeem Ha 2 8onpoca)

Hroro 3a cemectp (Oucyunaumny) 100 6annos

3a4ém C OYeHKOU

[Tomry4eHHBI COBOKYMHBIN pe3yibTaT KOHBEPTUPYETCS B TPAIUIIMOHHYIO IIIKATY OLIEHOK U B
niKany oueHok EBponelickoil cucreMsl nepeHoca u HakorsieHus: kpeautos (European Credit
Transfer System; ganee — ECTS) B cOOTBETCTBHH ¢ TabIUIIEH:

100-6ammpHast TpaimonHas mkana [kana
IKaza ECTS
95100 OTJIMYHO A

83 -94 B

68 — 82 XOpOIIIO 3a4TEHO C

gg :g; YJIOBJIETBOPUTEIHLHO [E)
2049 EX
0_19 HEY/IOBJIETBOPUTEIHHO HE 3a4TEHO F

5.2 Kpurtepum BbICTaBJeHUSI OLEHKH MO JUCUMILINHE

Bamnsl/ Or1eHka 110 Kputepuu onieHKU pe3yabTaToB 00ydeHUs MO TUCITUTUINHE
Mxana ECTS | qucumiutinge
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Bamnel/
HIxama ECTS

O1eHKa 110
IUCLIUILINHE

Kputepun onieHkH pe3yinbTaToB 00yUeHHs 110 TUCIUIUTMHE

100-83/
AB

«OTJIHUYHO»

BricTaBisiercs o0ydaromieMycsi, €Ciii OH TTyO0KO U
IIPOYHO YCBOWJI TEOPETUYECKUM U NIPAKTUYECKUI
MaTepuai, MOXeT IPOJEMOHCTPUPOBATh 3TO HA 3aHATUIX U
B XO/I€ IPOMEKYTOYHON aTTECTALINH.

OO0yyaromuiicss HICUYEPITBIBAIOIIE U JIOTUYECKUA CTPOMHO
M3JaraeT yueOHbIi MaTepuall, yMeeT yBsI3bIBaTh TEOPHUIO C
MIPAKTUKOM, CIIpaBIISIeTCs C peUICHUEM 3aj1ad
npo¢ecCHOHATLHON HANPaBIEHHOCTH BHICOKOTO YPOBHS
CJI0KHOCTH, IPAaBUIILHO OOOCHOBBIBACT MPUHSTHIC
pelIeHus.

CB0OOIHO OPUEHTHPYETCS B y4eOHOH U
npoeCCHOHATILHOM ITepaType.

OneHka 0 JUCLUIUIMHE BBICTABIISIOTCS 00Y4aIOIEMYCS C
YYETOM PE3YIbTATOB TEKYLIEH U POMEKYTOYHON
aTTECTALUN.

Komnerenuu, 3akpeni€HHuble 3a AUCUUTIIMHOM,
c(OpMHPOBAHBI HA YPOBHE — «BBICOKHI.

82-68/

«XOpOoUIo»

BricraBisercs o0yuaromemMycs, €Cii OH 3HaeT
TEOPETHYECKUM U MPAKTUYECKUN MaTepHall, IPaMOTHO U 110
CYILLECTBY M3JIaraeT €ro Ha 3aHATHSAX U B XOZE
MIPOMEKYTOYHON aTTECTAllUU, HE JOIYCKasl CYyLIECTBEHHBIX
HETOYHOCTEH.

OOyyaromuiics MpaBUJIbHO IPUMEHSAET TEOPETUUECKUE
II0JIO>KEHHUS IIPU PELICHNUN IPAKTUYECKUX 3a7a4
npoeCCHOHATTLHON HANPaBIEHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/Ie€T HEOOXOUMBIMHU IS ’TOT'0 HaBBIKAMU
U IpUEMaAMH.

JIOCTaTOuHO XOPOIIO OPUEHTHPYETCS B yUeOHOH U
npodeccnoHanbHOM TUTEpaType.

OneHka 1o JUCHHUIUIMHE BBICTABISAIOTCS 00yYaromeMycs C
Y4ETOM pE3yIbTAaTOB TEKYIIEH U IPOMEKYTOYHOU
aTTeCTaluu.

Komniereniuu, 3aKkpeni€éHnble 3a TUCUUTITMHOM,
c(OPMHPOBAHBI HA YPOBHE — «XOPOIIUM».

67-50/
D,E

«yZIOBJIETBOPU-
TEIBHO»

BrictaBnsercst o0yuaromemMycs, eciu OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUHN U IIPAKTUYECKUN MaTepual,
JIOTTYCKaeT OT/JENIbHbIE OIMIMOKH MPH €T0 W3JI0KEHNUU Ha
3aHATUAX U B XOJ€ IIPOMEXKYTOYHOU aTTECTALUH.
OOyyaromuiicst UCIIBITHIBAET OIpeEIEHHbBIE 3aTPYIHEHUS
B IPUMEHEHHUH TEOPETUYECKUX IT0JI0KEHUN IIPU PELICHUN
MPaKTUYECKHX 3a1a4 MPOo(hecCHOHAbHOM HallpaBI€HHOCTH
CTaHJAPTHOI'O YPOBHS CJIIOKHOCTH, BJIAJIEET
HEO0OXOUMBIMHU ISl 3TOTO 0a30BBIMHM HAaBBIKAMU U
IPUEMAMH.

JleMOHCTpUpYyEeT OCTaTOYHBIM YpOBEHb 3HAHUS yUeOHOU
JIUTEPATYypPBI 110 TUCLUIIINHE.

OneHka no JUCHUILIMHE BBICTABJISIOTCS 00ydaroiemMycs ¢
y4E€TOM PE3YJBTATOB TEKYIIEH U MPOMEKYTOUHOU
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bannsl/ Onenka no Kputepun onieHkH pe3yinbTaToB 00yUeHHs 110 TUCIUIUTMHE

HIxkama ECTS | nucuuniaune

aTTeCTalUu.
KomnereHiuu, 3aKkpeniénnpie 3a JUCUUILTMHON,
c(hOpMUPOBAHBI HA YPOBHE — «JIOCTATOYHBII.

49-0/ «HEYyJIOBIIETBOpUTE | BricTaBisercst oOydaroieMycsi, €ciii OH He 3HAeT Ha
F.EX JILHO» 0a30BOM ypOBHE TEOPETUYECKHIA U TPAKTUIECKUI

MaTepHal, J1oMyckaeT rpyoblie olMOKY IIpU ero
M3JI0KEHUU Ha 3aHATHUIX U B XOJI€ IPOMEKYTOUHON
aTTECTaLlUN.

OOyuaronuiicst UCTIBITHIBACT CEPhEIHBIC 3aTPYAHECHUS B
IIPUMEHEHUH TEOPETUYECKUX TI0JI0KEHUH IIPU PELICHUH
MPAKTUYECKHX 33124 MPO(HECCHOHAIBHOW HAIPaBICHHOCTH
CTaHJapTHOI'O YPOBHS CIIO)KHOCTH, HE BJIaJIeeT
HEO0OXOIMMBIMHU ISl 3TOTO HaBbIKAMU U IPUEMaMHU.
JleMoHCTpHpYET (pparMeHTapHbIe 3HaHUS y4eOHOM
JUTEPATYPHI 110 AUCLUILIMHE.

OneHka 1o JUCHHUIUIMHE BBICTABISAIOTCS 00YYarOIEMyCs C
y4E€TOM PE3yNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTECTaLlUN.

Komnerenumn Ha ypoBHE «IOCTaTOYHBIIN», 3aKPEIUIEHHBIE
3a AMCLUUILUIMHON, HE COPMHUPOBAHBI.

5.3

© o N o gk~ wDh -

Ouenounble cpeacTBa (MaTEepHAJbI) 1S TEKYHIEr0 KOHTPOJIS
yCIIeBA€MOCTH, IPOMEKYTOYHOM aTTeCTAIUM 00Y4AIOLIUXCS 110

JUCIHUILIINHE
Konmponvusie 6onpocwt 0na mekyuieit u npomedCcymouHol ammecmayuu

[Ipodeccuonanbubie TpeOOBaHUS K CEKPETAPIO PYKOBOJUTES;

Oco0eHHocTH OpraHu3aly pabovyero Mecra ceKperapsi;

IIpaBuna BeneHus Tesne(OHHBIX IEPErOBOPOB;

O0s3aHHOCTH CeKpeTaps 0 OpraHU3aIH [IEPETOBOPOB PYKOBOAUTEIS;

Creunguka niaHupoBaHUe padOYero Hs PyKOBOAMUTENS U CEKpeTaps;

[IpaBoBas 1 HOpMaTHBHAs periiaMeHTaIs paboThI CEKpeTaps;

Opranuzanus paboThl IPUEMHON PYKOBOAUTEIS;

Pabota cexperaps B chepe HHPOPMALIMOHHOTO 00eCTIeUeHUS;

[IpaBuna penoBoro OOIICHWS C PYKOBOAMTENEM, COTPYJHHKAMH, TTIOCETUTENSIMH,

IIOJYNHCHHBIMU

10. O6s3anHOCTH CCKpPETap IO NOATOTOBKE U NPOBCACHUTO COBCI_I_[aHI/II\/'I;

11. Ponb cekpeTaps B IOATOTOBKE KOMaHAUPOBOK PYKOBOUTEIS;

12. TlpaBuia NOBEEHUECKOTO ITHKE CEKpeTaps;

13. Mecro cekperaps B yIIPaBIEHIECKOH CTPYKTYpe OpraHU3allny;
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14. KonduaeHmmaaipsHOCTh B pabOTE CEKpeTaps;

15. TIpaBuia moBeneHus cekpeTapsi B KOHQIMKTHBIX CUTYalHsX.

Bapuanm 6auy-konmponvnoii pabomut

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

6 YuyeOHo-MeTOAUYECKOEe U HH(POPMALIMOHHOE O0ecTieYeHHue TUCIIUTTIMHBI

6.1 Cnmucok HCTOYHUKOB M JIUTEPATYPbI
Hcmounuku

Obs3amenvHuvle

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

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

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

IIpuka3z PocapxuBa ot 20.12.2019 N 236 "OO6 ytBepxkneHuu IlepeuHss THMOBBIX
YIpaBIEHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3ymloluxcs B Ipolecce AesITeIbHOCTU
rOCyJJapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIpPABJIEHUS M OpraHU3aluii, C yKa3aHHEeM
cpokoB ux xpaHeHus" (3apeructpupoBaHo B Muniocre Poccum 06.02.2020 N 57449)
[OnexkTponnbiit  pecypc] // CnpaBouno-mouckoBasi cucreMa «KoHCymabTaHT — TUTIOCK.
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

ITpuka3 MunuctepcTBa Tpyaa u corpanbHoi 3amuthl PO ot 15.06.2020 Ne 3331 «O6
yrBepxkaeHun I[IpogeccronanbHoro crapaapra «CHenMamucT MO OpPraHU3alMOHHOMY U
JIOKYMEHTAIIMOHHOMY OOECIIEYCHHUIO YIPaBJICHUIO OpTaHMW3aluen» [DIeKTpoHHBIA pecypc] —

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

Jlumepamypa
Obs3amenvhast
brikoBa T.A. JlokymeHTanimoHHOEe oOecleueHne yIpaBieHusi (IeI0MpOU3BOJICTBO)

[OnexTpoHHBIi pecypc]; yueOHoe mocodue/ T.A. beikosa, T.B. Ky3nenosa. -2-e u3z. nepepal. u


http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.garant.ru/

14

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

JlononnumenvHas

Jlykam, 0. A. BTk cekperapemM pykoBoauTest GUPMBI [ DIIEKTPOHHBIN pecypc] : yueo.
nocobue / FO. A. Jlykam. - M.: ®aunta, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocryna: http://znanium.com/catalog/product/455324

[Tpodeccus - nomomHUK pykoBoautesns: [lpuemsl «Beiciiero nunoraxa» / Jlazapes K. -

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

6.2 IlepeueHb pecypcoB HH(OPMANMOHHO-TEJIEKOMMYHUKANIMOHHOM CeTH
«AHTepHeT»
- TapanT [OnekTpoHHBIH pecypc]. — DnekTpoH. aaH. — M., cop. 2013. — Pexum pocryna:

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

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

DneKTpOoHHO-OMOMMoTeyHass cucreMa [DIeKTpoHHbIH pecypc]. Pexum nmocryna:

http://www. znanium.com

6.3 IlpodeccuonajbHbie 6a3bl JAHHBIX U HHPOPMAIHOHHO-CIIPABOYHbIE
CHCTEMBI

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

1. Koncynbsrant [Tnroc
2. Tapanr

7 MaTepuajibHO-TeXHHUYECKOe o0ecnevyeHne TUCIUMINHBI

Aynutopud i1 TPOBEJEHUS JIGKIUH W CEMHUHAPCKUX 3aHATUH C TEXHUYECKHUMH
cpeacTBaMu 00ydeHHs (MyJIbTHMEIUa-TIPOEKTOp (BUIACOMPOEKTOP), dKpaH (MEPEHOCHOW WU
CTAIMOHAPHBIN)), KOMIBIOTEPHBIN KJIACC /IS TPOBEACHUS JIA0OPATOPHBIX 3aHITHI.

1. Mepeuens 1O

Nen Haumenosanue [10 IIpousBoaurens Crnoco6
/m pacnpocTpaHeHus
(ruyenszuonnoe unu
€c680600HO



http://znanium.com/go.php?id=942800/
http://znanium.com/catalog/product/455324
http://znanium.com/catalog/product/917159
http://www.consultant.ru/
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pacnpocmparsiemoe)
1. Adobe Master Collection CS4 Adobe JIUIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JIMLIEH3UOHHOE
3. Windows 7 Pro Microsoft JIULEH3UOHHOE
4, Microsoft Office 2013 Microsoft JIMLIEH3UOHHOE
5. Windows 10 Pro Microsoft JIULEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMIIEH3MOHHOE
7. Microsoft Office 2016 Microsoft JIuneH3nonHoe
8. Zoom Zoom JINIIEH3UOHHOE

2. Hepeyens B/{u UCC

Ner
/11

HaunmenoBaunue

1

MesxnyHapoanble pedepatuBHble HaykoMeTpuueckue bJl, toctynHeie B pamkax
HaMoHaAILHOM noanucku B 2020 1.

WebofScience

Scopus

HpO(beCCI/IOHaIIBHBIe IIOJITHOTECKCTOBBIC BI[, AOCTYIIHBIC B paMKax HaLII/IOHaJIBHoﬁ
noamucku B 2020 1.

KypuansiCambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypuanst Taylor and Francis

[TpodeccuonanpHbIe MOTHOTEKCTOBBIE b/]
JSTOR
W3nanus o oOLIeCTBEHHBIM U TYMaHUTAPHBIM HayKam
DnexTponHas 6ubnmoreka Grebennikon.ru

KoMmproTepHbI€ ClIpaBOYHBIE IIPABOBBIE CUCTEMBI
Koncynsrant Ilntoc,
I"apanT

8 ObecneyeHue 00pa3oBaTeJbLHOI0 MPoOLECCA JIs JIUI] C OTPAHUYEHHBIMH

BO3MOKHOCTHAMMH 3/10POBbSI U HHBAJIH/IA0B

B X0A¢ pea3anuu JUCHUIIIINHBI UCTIOJIB3YIOTCA CICAYIOMUC TOITOJTHUTCIIbHBIC
METOJBI O6yquI/I$[, TCKYIIECTO KOHTPOJIA YCICBAEMOCTH H HpOMe)KYTOqHOﬁ arTeCTalnmu
06yqa}01unxc;1 B 3aBUCUMOCTH OT UX UHAUBUAYAJIbHBIX 0COOEHHOCTEH:

® IS CHEMNBIX U CIIa00BUAAIINX:

- JeKmuu O(OPMIIOTCS B BHJE AJICKTPOHHOTO JOKYMEHTA, IOCTYMHOTO C TOMOIIBIO
KOMITBIOTEPA CO CIIEeIHATN3UPOBAHHBIM IPOTPAMMHBIM 00ECTICUCHUEM;

- THChbMEHHBIC 3a/laHWsl BBIOJHAIOTCS HAa KOMIBIOTEPE CO CIENHATU3UPOBAHHBIM
IPOrPaMMHBIM 00€CIIeYeHUEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieunBaeTCsl MHIMBUIYalbHOE paBHOMEpHOE ocBemleHue He MeHee 300 mokc;

- JUI BBITIOJHEHUS 33JaHUsl TPH HEOOXOAMMOCTH TPEIOCTABIIACTCS YBEIHMYUBAIOIIEE
YCTPOMCTBO; BOZMOYKHO TaKKe UCIIOJIb30BAHUE COOCTBEHHBIX YBETUYUBAIOIINX YCTPOUCTB;

- MIACbMEHHBIC 3aJITaHUS OPOPMIISFOTCS YBEITMYCHHBIM MIPH(PTOM;
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- 9K3aMEH M 3a4€T NPOBOAATCS B YCTHON (hOpME UM BBIIOIHSIOTCA B TUCBbMEHHON (hopMme Ha
KOMITBIOTEPE.

® JUIS TIIYXUX U CIa0OCIBIIIAIINX:

- Jekuud O(OPMIIIOTCS B BHJE JJIEKTPOHHOTO JIOKYMEHTA, JHOO MpPedoCTaBIsAETCS
3BYKOYCWJIMBAIOLIAsl anliapaTypa MHAUBUYaIbHOIO M0JIb30BaHMS;

- MUCHbMEHHBIC 3aJJaHUs BBITIOJIHAIOTCS Ha KOMITBIOTEPE B MUCHbMEHHOM (hopme;

- 9K3aMeH M 3auéT MNpOBOAATCA B IHUCbMEHHOW (hopME Ha KOMIBIOTEPE; BO3MOXKHO
npoBeseHue B (hopMe TeCTUPOBAHMUS.

® IS JIUL C HAPYIICHUSIMH OTIOPHO-/IBUTATEIBHOTO allnapara:

- JeKUuM O(OPMIISIIOTCA B BHJE 3JIEKTPOHHOI'O JOKYMEHTa, JOCTYHHOI'O C IOMOILBIO
KOMITBIOTEpA CO CHEIMATHM3UPOBAHHBIM ITPOrPAMMHBIM 00eCTIeUeHHEM;

- IHUCBMEHHbIC 33JaHUS BBINOJHAIOTCA HAa KOMIBIOTEPE CO CHELHMAIU3UPOBAHHBIM
MIPOrpaMMHBIM 00€CIIEYCHUEM;

- 9K3aMEH M 3a4€T NPOBOAATCSA B YCTHON (hOpMe UM BBIIOIHSIOTCA B TUCBbMEHHON (hopMme Ha
KOMITBIOTEPE.

ITpu HEOOXOIUMOCTH MpelycMaTpUBAETCs yBEIMUEHUE BPEMEHH IS IOATOTOBKH OTBETA.

[Iponienypa  mpoBeAeHHsT  NPOMEXKYTOYHOM  arrectamuu Uit OOyJaroIIuxcs
yCTaHABIMBAeTCS C Y4YETOM HUX HMHIUBUAYAJIbHBIX ICUXO(PU3MUECKUX OCOOEHHOCTEH.
[TpomexyTo4Hast aTTEeCTAIHsI MOYKET TPOBOAUTHCS B HECKOJIBKO 3TAIIOB.

IIpu npoBeneHNM NpPOLEAYPHl OLEHUBAHUS PE3YIbTAaTOB OOyuUeHHs IMperyCcMaTpHBaeTCs
UCTIOJIb30BAaHNE TEXHUYECKUX CPENCTB, HEOOXOAMMBIX B CBSI3W C HHIUBUAYAIbHBIMH
0COOEHHOCTSAMHU O00y4aroIuxcsi. OTU CPEJCTBa MOTYT ObITh IPEJOCTaBIECHBl YHUBEPCUTETOM,
WJIA MOTYT HCIIOJIb30BAThCSl COOCTBEHHBIE TEXHUYECKHE CPEICTBA.

[IpoBeneHue mpouedypbl OLIEHUBAHMUS  pe3yldbTaroB  OOydeHHs  JOIMYyCKAaeTcss ¢
UCTIOJIb30BaHUEM JUCTAHIIMOHHBIX 00Pa30BaTeIbHBIX TEXHOIOTHH.

ObecnieunBaeTcss 10cTyn K MHGOOPMALMOHHBIM M OHOIHOrpaduueckuM pecypcam B CETH
WuTepHer st Kaxkaoro oOydaromierocs B ¢Gopmax, aJalnTHPOBAaHHBIX K OTPAaHUYCHHUSM HX
3JI0POBbsI U BOCHIPUATHUS UH(DOpMALUH:

® IS CJICIBIX U CIIA0OBUISIIUX:

- B [Ie4aTHOM (hopMe YBEITNYEHHBIM IIPUPTOM;
- B (hOpMeE IJIEKTPOHHOTO JOKYMEHTA;

- B (popme ayauodaiina.

® I TUIYXUX U CTA0O0CTBIIIANTNX:

- B IeyaTHOH popme;

- B (hOpMe IIEKTPOHHOTO TOKYMEHTA.

e Ui 0O0yYaroIUXCcs ¢ HAPYIICHUSIMHU OMTOPHO-IBUTATEIBHOTO arapara:
- B IeyaTHOH popme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA;

- B hopme aynuodaiina.

Y4eOHble ayAUTOPUH IS BCEX BUIOB KOHTAKTHOW M CaMOCTOSITEIBHON pabOTHI, HaydHast
6u0nIMoTEeKa M MHbIE MOMEIIEHUs sl 0Oy4eHHUS OCHAIIEHBI CIEeLUAIbHBIM 00OpPYJOBaHUEM U
y4eOHBIMH MECTaMH C TEXHUYECKHMHU CPEACTBAMHU O0YUICHUSI:

e JUIs CIeNbIX U cIa00BUIAIINX:

- YCTPOMCTBOM Uil CKaHUPOBaHUs U uTeHus ¢ kamepoir SARA CE;

- mucrieeM bpaiinst PAC Mate 20;

- npuHTepoM bpaiins EmBrailleViewPlus;

e Ui TJIYXMX M CIa0OCHbIIAIINX:

- aBTOMATHU3MPOBAaHHBIM pPAa0OYMM MECTOM JUISI JIIOJIEH C HapylIeHHeM cliyXa |
¢71a00CIIBIIIAIINX;

- aKyCTUYECKHI YCUITUTENh U KOJIOHKH;

e Ui O0yYaroIUXCcs ¢ HAPYIICHUSIMHU OMTOPHO-IBUTATEIHHOTO arapara:

- IEPEABMKHBIMU, PETYJIMPYEMBIMHU dproHoMuueckumu napramu CU-1,
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- KOMIIBIOTEPHOM TEXHUKOM CO CIEIUaIbHBIM MPOrPaMMHBIM 00€CTICUCHHEM.
9 MeTtoanuyeckne MaTepualibl
9.1 IliaHbl NPAKTHYECKUX3AHATHIA.

Tema 1. Posib 1 MecTO cekperapsi B COBPeMEHHBIX CTPYKTYPax ynpaBJieHus.
Lenv 3anamus: OnpenenuTb OPraHU3aLMOHHBIE U IIPABOBBIE OCHOBBI JEATEIbHOCTH

CEKpeTape, Hay4uTbCsA OINPEAEIATh INEPCOHAIBHYIO 3arpy’KEHHOCTb CEKpeTaps, COCTaBIATh
JIOKaJIbHbIC HOPMATUBHBIE aKThI B cepe ero AesITeIbHOCTH.

Dopma npogedenus — IPAKTUIECKOE 3aJaHUE.

3aoanus:

1.13yuuTh TUIOBBIE CTPYKTYpPBHI CIYKO IEIONpPOM3BOACTBA (KAHLEISAPUI), ONpPEaeTUTh
MECTO CEKPETAPUATOB U CEKpETApel PyKOBOAUTENS B CTPYKTYPE YIIPABIICHUS.

2. B cootBercTBHM C MpeIoKeHHOW «doTorpaduein» pabouero IHS ceKperaps, H
IPEJIOKEHHBIMA  HOPMAaTUBHO-METOJMYECKUMU MaTepualaMd pacCuuTaTh IEPCOHAIBHYIO
3arpyKEHHOCTb CEKpeTapsl.

3.Ha ocHoBanuu npogeccronaibHoro cranaapra « Crieuanuct 1o opraHu3aliOHHOMY U
JIOKYMEHTallMOHHOMY OOECHEYEHHI0 YINPaBICHUIO OpraHu3anueil’> M THUIOBOW CTPYKTYpbI
JOJKHOCTHOM MHCTPYKLIMHU, pa3padoTaTh 3TOT JIOKYMEHT JUIsl CEKpeTaps pyKOBOIUTEIS.
Ykazanus no eévinonnenuro 3a0anuii:

1. W3yuuTh TOpeACTaBICHHBIE CXEMbl C THIOBBIMH  CTPYKTypamMH  CIIyXO
JIEJIONPOU3BOJCTBA (KaHENISApHUI), YCTAHOBUTh KaKO€ MECTO B CTPYKTYpE YIPaBIEHUS 3aHUMAET
CEKpeTapuaT, Kakue CEKpeTapd BKIIIOUYEHbl B COCTAaB CEKpeTapuara, Kakue METOJUYECKH UM
pykoBoasaTcs. OTBETUTh Ha BOIPOC, K KAKOW KaTETOPUHM OTHOCHUTCS CEKPETaph PYKOBOIUTEIIS.
ITomuMHEHHOCTD CEKpeTapsi pyKOBOAUTENS OTPA3UTh CXEMATHUECKH.

2.M3yunth «dortorpaduio» padbodero HsS CEKpeTaps, CIelaTb BBIBOJ O COCTAaBE €ro
GbyHKIMH, onpeaenuTs, Kakue u3 GyHKIUHN SBISAIOTCS HOPMUPOBAHHBIMH, Kak HET. C MOMOIIBIO
dopMyn pacueta SBOYHOW YHMCICHHOCTH W HOPM BPEMEHH, 3aKPEIUICHHBIX B OTPAciEeBBIX U
MEXKOTPACIEBBIX HOPMATUBAX BPEMEHH, PAaCCUUTATh IIEPCOHAIBHYIO 3arPy>KEHHOCTb CEKpETapsl.
Crenatb COOTBETCTBYIOIIMM BBIBOJI O ME€pax IO ONTUMHU3ALUHU €T0 padOTHI.

3.M3yunth KBanu(UKALMOHHBIE XapPAaKTEPUCTUKH CEeKpeTapss  pyKoBoauTens (U3
npodeccuoHambHOro cranjgapra «CoenuanucT MO OpraHU3allMOHHO-I0KYMEHTAIlMOHHOMY
00eCreyeHNI0 JIeITeIbHOCTH OpHTraHU3alun»), CieJaTh BBIBOJ O cocTaBe (DYHKIMHA ceKkpeTapsl.

Ha ocHoBaHUM TUIIOBOI CTPYKTYpBI, pa3paboTaTh TOJKHOCTHYIO CEKpETapsi PyKOBOAUTEIIS.
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Pa3zmensl  MODKHOCTHOM — MHCTPYKIMHM — «IIpaBa» W «OOS3aHHOCTH»  CIIEAYET
chopMyIHpOBaTh UCXOS U3 PYHKIHUI cekpeTaps..
B kauectBe pabouero marepuaiga K COCTAaBICHHIO JODKHOCTHOW HMHCTPYKIIMM MOXHO

0hOpMHTH TAOIHUITY:

DOyHkuM (10JKHOCTHBIE IIpaBa OTBEeTCTBEHHOCTH

00513aHHOCTH)

Chucox ucmouHuko8 u iumepamypul.
Hcmounuku:

®enepanbhblil 3akoH 0T 27.07.2006 No 149-03 «O06 unbopmanuu, HHPOPMAITHOHHBIX
TEXHOJOTHSX W 3amuTe HWHPopManuuy [DJIeKTpoHHBIA pecypc] — Pexum pocryma:
http://www.garant.ru.

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

@enepanbubiii 3akoH or 27 wmronsa 2006 r. N 152-03 «O mnepcoHaTbHBIX JTAHHBIX)»
[DnexTpoHHBIH pecypc]| — Pexxum noctyna: http://www.garant.ru.

[Ipodeccuonanbupiii  cranmapt  «CoenuanucT MO OpPraHU3alMOHHOMY |
JIOKYMEHTAIIMOHHOMY OOECIEYCHHUIO YIPaBJICHUIO OpTraHu3aluen» [DIeKTpoHHBIA pecypc] —
Pexxum noctyma: http://www.garant.ru.

Jumepamypa

Obsi3amenvhast

beikoBa T.A. JlokymeHTanimoHHOEe oOecleueHne yIpaBieHusi (IeI0MpOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yueoroe mocooue/ T.A. beikosa, T.B. Ky3Hnenosa. -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 cekpeTapeM pykKoBOAMUTENS PUPMBI [DIIEKTPOHHBIN pecypc] : yueo.
nocobue / FO. A. Jlykam. - M.: @aunra, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocrymna: http://znanium.com/catalog/product/455324

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



http://znanium.com/go.php?id=942800/
http://znanium.com/catalog/product/455324
http://znanium.com/catalog/product/917159
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Mamepuanvno-mexnuueckoe obecnevenue 3aHAmus:
Paznarouneiii Matepuait:
1. Belmepxku u3 mnpodeccHoHambHOro crapaapra «CrenuanucT Mo OpraHU3alMOHHO-
JOKyMEHTALMOHHOMY 00€CIEUCHHUIO IESTEIbHOCTH OpPTraHU3aIII»
2. Marepuansl 1e10B0ii urpsl («dotorpadus» pabodero JHs ceKpeTaps).
3. COOpHUKHM C HOpMATHBAMHU BPEMEHH.

4. CxeMsbl CIIyk0 JIeTTOTPOU3BOICTBA (KaHIIEISPHIA).

Tema 2. OpFaHI/I3aIII/IOHHO-aI[MI/IHI/ICTpaTI/IBHaﬂ AEATEJIbHOCTD CEKPETApPs

Lenv 3anamus: OnpenenuTb OCHOBHBIC OpraHU3AIMOHHBbIE (YHKIMH CEKpeTaps,
oTpaboTaTh TEXHOJOTHUIO BEIEHUS IpUeMa TOCETUTENel, TOArOTOBKM  COBEILIAHUS,
KOMaHJAUPOBOK PYKOBOJUTEISL.

dopma npogedeHus — MIPaAKTUIECKOE 3aJIaHUE.
3aoanus:

1. M3yunts ®3 «O mopsiake paccMOTpeHHsi OOpalleHUudl TrpaxaaH», ONpPeaeInuTh
00s13aHHOCTH CeKpeTaps B XOJi¢ MPOBEACHUA NpUeMa TpakJaH [0 JHUYHBIM BOIPOCAM.
[ToaroroButh QopMmy perucrpanuu mnocerureneil. Ha ocHOBe MarepualioB [1€710BOM UIPbI
0hOPMHUTH KOHTPOJIBHYIO KAPTOUKY HA MMOCETUTEJIS.

2. V3y4uTh MOMIAroBy0 WHCTPYKIIMIO TOJATOTOBKM COBEIIAHUS, OPOPMUTH JOKYMEHTHI,
CO3/1aBa€MbI€ B X0JI€ ATON MPOLEAYPHI.

3. Tlpoananu3upoBaTh MaTepuaibl [eIOBONH Wrpbl (MH(MOPMALMIO O KOMAaHIWPOBKE
pykoBoauTensi), OGOPMUTH JTOKYMEHTBI, CO3/laBaeMbleé B XOJ€ TOJTOTOBKH K TIOE€3]IKE

PYKOBOJIUTES.

Yxazanus no evinoanenuro 3aoanuii:

1. N3yuuts @3 «O nopsjike paccCMOTpEHMs OOpaIEHUH TpakIaH», CAeNaTh
BbIBOJl , KAKHMEC BOIIPOCHI MpUEMa I'paXJaH PCriIaMCHTHPOBAHbBI B JTaHHOM 3aKOHC. YcTaHOBUTH
HOPS/IOK IIpUeMa TpakaaH, JOKYMEHTHI, opopmisieMble B Xoje ux npuema. OpopMHuTh B BHJIE
NOIIArOBOM MHCTPYKIUH.

Ha ocHoBe maTepuanoB 1e10BOM UTPHI, coepkaiiei HHHOPMAITUIO O TOCETUTENE, TIETH
MOCCHICHUA, MPCAOCTABIACMBIX MATCpUalaX 3apCruCTpupoBaTh IMOCCTUTCIIA B IXKYPHAJIC

peructpanmuun IMOCETUTEIIEeH i O(I)OpMI/ITL KOHTPOJIBHYIO KapTO4YKY.
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2. N3y4yuTh MoImaroByt0 MHCTPYKIMIO MOJATOTOBKU K COBEILAHUIO, CAENaTh
BBIBOJ O COCTaBe JOKYMEHTOB, O(OpPMIIIEMBIX CEKpEeTapeM B XOJe €ro IOATOTOBKH U
MOCJIE0BATENbHOCTH HX co3AaHusa. OQOpMUTH COOTBETCTBYIOIIME JOKYMEHTHI (CIIHCOK
Y4aCTHUKOB, TIOBECTKA JTHS, SIBOUHBIH JIUCT, IPUIJIAllICHUE Ha COBEIIAHUE).

3. Hcnonpe3ys MaTepuanbl JeI0BOM UTPbl OPOPMUTH KOMIUIEKT JOKYMEHTOB
K T[I0€3]IKE pYKOBOJIUTENSA: IUIAH IIOE3/1KH, IpPUKAa3 O HANpaBICHUU pPYKOBOJIUTENS B
KOMaHIUPOBKY, IPUKA3 O BO3JIOKEHUU OOS3aHHOCTEH PYKOBOIMTENS Ha ero 3amectutend. [lpu
pa3palboTKe MprKa3a O HalpaBICHUH PYKOBOJIUTENS B KOMAaHIUPOBKY MOXKHO BOCIOJIb30BAThCS
yHuuUIMpoBaHHOM popmoit T-9 miu coctaBUTh ero mo o6muM npasuiiaM oQOpMIICHUS JaHHOTO

BHJIA IOKYMEHTA.

Cnucox ucmoyHuKo8 u 1umepamypul.
Hcemounuku:

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

http://www.garant.ru.

@Oenepanbhblil 3akoH 0T 02.05.2006 Ne 59-D3 «O mopsiake paccMOTpeHHs oOpalieHuit
rpaxknan  Poccmiickoit  ®enepamun»  [DnekTpoHHBIM  pecypc] — Pexum  goctyma:
http://www.garant.ru.

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

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

Jumepamypa

Obsazamenvhas

beikoBa T.A. JlokymeHTanimoHHOEe oOecleueHne yIpaBieHus: (IeI0MpOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yuebnoe mocodue/ T.A. beikoBa, T.B. Ky3unenosa. -2-e uzz. nepepabd. u
JIO1I. — Mocksa: Hndpa-M, 2018. -304 c. —Pexum JOCTyIIA:
http://znanium.com/go.php?id=942800/

Jononnumenvnas
Jlykam, FO. A. BeITh cekpeTapem pykoBoauTenst pupmbl [DeKTpoHHBIN pecypce] : yueO.
nocobue / FO. A. Jlykam. - M.: @aunra, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocryma: http://znanium.com/catalog/product/455324



http://znanium.com/go.php?id=942800/
http://znanium.com/catalog/product/455324
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[Tpodeccus - momomHMK pykoBoautens: [Ipuemsr «Bbiciero munotaxay / Jlazapes K. -
M.:Anpnmnrallabn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexwum poctyma:
http://znanium.com/catalog/product/917159

Mamepuaﬂbyo-mexHuquKoe obecneyenue 3aHAMUA

Paznarounslii MaTepuait:

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

Tema 3. Pa6ora cekperaps o HH(PpOPMANHOHHOMY 00CIYKUBAHHIO PYKOBOTUTEISI
Lenv 3anamus: WV3yunth QYHKIUU CceKperaps MO HH(GOPMAIMOHHOMY OOCTYXKHBaHHIO

PYKOBOJIUTEIS, OTPA0OTATh HABBIKK HH(POPMALIMOHHOM PabOTHI.
dopma nposedenust — MIPAKTUICCKOE 3aJIaHuE.
3aoanus:

1.Ilpoananu3upoBath  MPEIJIOKEHHBIC  UCTOYHUKKA  WHPOPMAIMM H  BBIOpATh
HEOOXOIUMBIN B COOTBETCTBUU C 3a/IaHUSIMH JICJIOBOM HUTPHI.

2. [ToaroToBUTH MpECC-penn3 O MPEACTOSIIEH BRICTABKE, B KOTOPOH Y4acTBYEeT KOMITAHUS
U PYKOBOJIUTEIIb.

3.M3y4nTh CTaTHCTUYCCKUE TaHHBIE 00 MCIIOJTHUTEIHCKOW JUCHIUIUIMHE B OPTaHHW3AI[UN
32 OTYETHBIN MTEPHO/I, IIOATOTOBUTH AHAIUTUICCKYIO CIIPABKY.
Vxazanus no evinonnenuro 3a0anuil:

1.M3yunTh MaTepuasbl NEI0BOM WIPHI, BBIICHUTH, Kakas HH(opmanus HeoOxoamma
PYKOBOJIUTEITIO IO YCJIIOBUSM HUTPBI. Y CTAHOBUTH KaKWe MCTOYHHKU HAWOOJIEE COOTBETCTBYIOT
3alaHHbIM ycnoBusaM. Crenats BBIBOJ 00 MX JIOCTOBEPHOCTH, CBOEBPEMEHHOCTH, JOCTYITHOCTH,
MOJIHOTE, TIEPBUYHOCTH WM BTOPUYHOCTH HCTOYHUKOB HH(popMmaiuu. Pe3ynbpTarhl aHammsa

MOTYT OBbITh O()OPMJIIEHBI B BHJIE TAOJINIIBL:

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

2.M3yunth MaTepuanbl [J€10BOM HUIpbl  (yyacTHe B BBICTaBKE), Ha OCHOBaHUU
MpEeIOKEHHOW TUTOBOM  ¢opMbl  mipecc-penu3a, odopmuth I[Ipecc-penmmza nmns CMU,
coJepKalii MHPOPMAILMIO O NPEACTOSIIEM MEpPONPHUATHUA M YYaCTUU DPYKOBOJHUTEIS B
OTKPBITHH BBICTaBKH.

3. U3yuutsh npencraBieHHbIE B TaOIUIE CTATUCTHUYECKHUE JaHHbIE 00 HCIIOIHUTEIbCKON

TUCIUATIIIMHE B OPTraHMU3aIlMy 3a OTYETHBIM mepuoj. Pa3paboTarh aHATMTHYECKYIO CIPABKY C



http://znanium.com/catalog/product/917159
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y4eToM TpeOOBaHUM K CTPYKType TeKCTa 3Toro jgokyMmeHnrta u tpebosanmii 'OCT P. 7.0.97-2016

npu ee 0POPMIICHHH.

Cnucox ucmoyHuKo8 u 1umepamypul.
Hcmounuku:

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

http://www.garant.ru.

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

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

[TpodeccrnonanbHbII CTaHJIaApT «CrenuanucT o OpraHu3alluOHHOMY U

JIOKYMEHTAIlMOHHOMY OOECIEUYCHHUIO YIPaBJICHUIO OpraHu3anuei» [DIeKTpOHHBIM pecypc]

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

. TOCT P 7.0.97-2016. Cucrema cranmaptoB mno uHbopMaluu, OUOIUOTEYHOMY H

u3zaTesnbckoMy aeny. OpraHu3allMOHHO-paclopsiiuTedbHast JOKyMeHTauus. TpeGoBaHUs

=~

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

Jumepamypa

Obsi3amenvhast

beikoBa T.A. JlokymeHTanimoHHOEe oOecleueHne yIpaBieHus: (IeI0MpOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yueoHoe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ u3a. nmepepad. u
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 nunortaxa» / Jlazapes K. -
M.:Anprimnallabm., 2016. - 144 c¢.: ISBN 978-5-9614-1706-7 - Pexwum jgocTyra:
http://znanium.com/catalog/product/917159

MamepuaﬂbHo-meXHuquKoe obecneuenue 3aHAMUL.

Paznarounblii Matepuait:


http://www.garant.ru/
http://www.garant.ru/
http://znanium.com/go.php?id=942800/
http://znanium.com/catalog/product/455324
http://znanium.com/catalog/product/917159
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1.TOCT P 7.0.97-2016. Cuctema cTaH1apToB 1o HHGpOpMauu, OMOJIMOTEIHOMY U
u3areabckoMy neny. OpraHu3alroOHHO-pacopsIuTeNbHast JoKyMeHTalus. TpeGoBaHus K
0(OPMIICHHIO TOKYMEHTOB.

2.Matepuaibl J1eJIOBOW MBI (3alaHUe PYKOBOIMTENS HA TMOUCK WH(POPMAILIUHU, TTHCHMO
00 ydYacTMM B BBICTaBKe, CBOJHAs Ta0JMIa MO CTPYKTYPHBIM TOJpa3JeleHUsIM 00

UCIIOJIHUTEJIbCKOW TUCIUILIINHE)

Tema 4. Opranusanusi padoTbl cekpeTaps.

Llenv 3anamus: W3y4UTb UCTOPHUIO CEKPETAPCKOM CIy>KOBI, paccMOTpPeTh M OOCYIUTH
OCHOBHBIC (DYHKIIMH, BHIIOTHIEMBIC CEKPETAPEM.
Dopma npogedenus — IOATOTOBKA U 3aIUTA JOKJIAJ0B.

B mpounecce mnOArOTOBKM K  MPAKTUYECKOMY  3aHSTHIO, CTYIEHTHI  JIOJKHBI
CaMOCTOSTENIbHO U3YYUTh OAWH WJIM HECKOJIBKO ACIEKTOB IMPEIJIOAKEHHON TEMBbI, MOATOTOBUTH
pa3BEpHYTHIN J10KJIaJA, COJAEpKAIIMi OCHOBHbBIE TE3UCHI AOKJIAa, MO3ULUI0 aBTOpPA, €r0 OLECHKU
U3JI0KEHHOU NH(POpMAIIHH.

[IpakTueckoe 3aHsATHE TPOXOAUT B (opMe pa3BepHYTOMl Oecenbl ¢ 3aciaylIMBaHHUEM
JOKIaA4YUKOB. Kaxkaplil U3 JOKIA/I0B JIOJKEH OTPAKaTh OTAECIbHBIM ACIEKT TEMbl CEMUHAPCKOTO
3aHSTHS.

OO6cyxaeHne MOKIIaaa OCYIIECTBIseTcS B (OpMe TUCKYCCHH C MPHUBICYEHHUEM BCEX
CTYJIEHTOB IpynIibl. B X01e IMCKycCUM CTYZIEHTHI BBICKA3bIBAIOT CBOE KPUTHUYECKOE OTHOILIEHUE
K TeM€ JIOKJIaJia, BbIIBUTAIOT CBOU TOUKU 3PEHUSI.

TeMbl 10KJIA10B:

1.Ucropus cexperapckoi ciry>k0bl TOpeBOMIOIIMOHHOM Poccuu.
2.Ponb cekperapeil B COBETCKUX yupexaeHuAxX XX Beka.
3.Anexcanap ITockpe6rimeB — cekperapp U.B.Cranuna
4.I'anuna benncnasckas — cekperapb C.A.Ecennna
5.Anna CHutkuHa — cekpetapb @.M./locToeBckoro
6.Muxaun CnepaHckuil — cekpetaps Anekcapa |
7.I'aBpuna [lep>xaBuH — cekperapb Exarepunsi ||
8.Anekceilt Makapos — cexperaps Iletpa 1

9.Anexcannp bezbopoako — cekperapb Exarepunsi ||
10.JIngusa @oruesa — cexperaps B.W. Jlennna

11.ITerp KproukoB — cexperaps M. ['oppkoro

12. Banepus JlebeneBa — cekperaps M.M. [Ipumsuna
13. VBan beuxoii — cexperaps Exarepunsr ||
14.Bnagumup Ilo3nep — cexperapp C.5. Mapaka
15.A.C. I'paueB — pecc-cexpetapb M.C. ['opbauena

16. JIronmuna bapmesa — cexperaps A.H. ToncToro

17. A.A. I'pomoB — nipecc-cekpetaps B.B. Ilytuna
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18. CoBpeMEHHOE COCTOSIHUE CEKpPETapCKON CIy)XKObl B YCIOBUAX HWHTCHCU(DUKAIIUN
YIPaBIEHYECKUX IPOLECCOB, PACHIMPEHHsS] MacIITabOB JESTEIbHOCTH TOCYJApCTBEHHBIX H
KOMMEPUYECKUX CTPYKTYP.

19..Kareropuu cexperapeit. Cexkperapsb B cTpykType ciayx0b1 JJOY, B anmapare pyKOBOIUTEIIS,
B COCTaBE CTPYKTYPHOI'O IOJPa3IeJICHUS

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

21.JlenoBol STHKET B paboTe CeKpeTaps

22 .IlpaBuiia OBEACHUS CeKpeTapsl B KOH(DIMKTHBIX CUTYaLMsIX

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

24. TpynoycTpOoiCTBO CeKpeTaps U ajanTalys Ha HOBOM MECTe

25. CekpeTapb ¥ pyKOBOJAUTEIb, B3AUMOOTHOILEHUS I10JIOB.

26.Ctpecc Ha pabouem mecte. Kak n36exarb cTpecca u Kak ¢ HUM OOpOThCHL.

27.Croco0sl moucKa paboThl, aHAIM3 BaKaHCUH HA PBIHKE TPya, 3hekTUBHOE pe3roMe.
HcToyHuKkM U uTeparypa:
beikoBa T.A. JlokyMeHTanMOHHOE OOCCIICUeHUE YIPaBICHHS (JIEIOMPOU3BOJICTBO)
[DnexTpoHHEIH pecypc]; yuebroe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ u3a. nmepepad. u
JIOII. — MockBa: HNudpa-M, 2018. -304 C. —Pexnm JOCTYTIA:
http://znanium.com/go.php?id=942800/

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 «Boicmiero nunoTtaxay» / Jlazapes K. -
M.:Anprimaallabn., 2016. - 144 c.. ISBN 978-5-9614-1706-7 - Pexum pgocryma:
http://znanium.com/catalog/product/917159

Konecuukosa H. JI. [lenoBoe obmenue. Business Communication [31eKTpOHHBIN
pecypc] : yue6. nocodue / H. JI. KonecHukosa. - 5-e u3zz., crep. - M.: ®nunra, 2012. - 152 c. -
ISBN 978-5-89349-521-8. - Pesxum moctymna: http://znanium.com/catalog/product/495986

JlenoBoe o6Omenue. JlemoBoit aTuker: Y4ed. mocobue ajis CTYIEHTOB BY30B / ABTOp-
cocraBurtens M.H. Ky3nenos. — M. : KOHUTU-AAHA, 2017.- 431 c. - ISBN 978-5-238-01337-
4. - Texcr : anekTpoHHbIid. - 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 moctyma: http://znanium.com/catalog/product/411372

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

9.2 MetoanuecKue peKOMEHAANUM M0 MOATOTOBKEe NUCbMEHHBIX padoT


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

OCHOBHBIMU LIETSIMH ITUCBMEHHBIX pa0OT B BY3€ SIBISIOTCS:

* 3aKpEIJICHUE NTOJIYYEHHBIX 3HAaHUN 110 CIIEHUAIbHOCTH, IPUMEHEHHUE 3TUX 3HAHUU ITPU
peneHny npoecCuOHATIBHBIX 3a/1ay;

* pa3BUTHE HABBIKOB BEJICHUS CAMOCTOSITENIbHOM pabOThl, OBJIaJICHIE METOAUKAMH U
IPUHLIMIIAMU CaMOCTOSITENIbHOM HCCIIE10BATENIbCKON JESITENIbHOCTH;

* (popmupoBaHUE YMEHUS TPAMOTHO U JIOTUYHO U3J1araTh COOpaHHbIE HAyYHbIC IaHHbIE
Y MaTepuabl COOCTBEHHON UCCIIEJOBATEIbCKOM 1€ATENbHOCTH.

Haubonee npocras, HO oueHb BaxHast opMa MUCbMEHHOM pabOThI B By3€ — 3TO
KOHTpoJbHas pabota. OHa sBiISETCs 00s3aTeIBHBIM 3JIEMEHTOM CaMOCTOSITEIIbHOM paboThI
CTYJIEHTA U, IPEXKJIE BCETO, IEMOHCTPUPYET YMEHUE BOCIPUHUMATh U NIEPE1aBaTh
UH(OPMALIHIO.

DTOT BUJI TUCBMEHHON PabOTHI MPEAYyCMOTPEH YUeOHBIMU TUIaHAMHU TOJITOTOBKU
OakanaBpoB M Ha Kadeape apXUBOBEICHHS MTPEIaracTcsi B paMKax U3y4eHUs OOIUX KypCOB U
KIIB.

Taxxke B mporecce 0oOyudeHHs! CTYAEHTY MpPEICTOUT BBIIOJHEHHWE KYpCOBBIX paloT,
KOTOpBIE€ (DOPMHUPYIOT HCCIEA0BATEIbCKHE HABBIKHU, PA3BUBAIOT CLIOCOOHOCTH CHCTEMAaTH3alluu 1
OCMBICJIEHHS YK€ CYILIECTBYIOUIET0 3HAHUS M HAINpaBIEHbl Ha CAMOCTOATEIBHOE pEIlEHUE
HEKOTOPBIX TEOPETHUYECKUX WM MpakTU4eckux 3amad. KypcoBas pabora AeMOHCTpUPYET
yMeHHe padoTaTh C UCTOYHUKAMH, UCIIOJIb30BaTh JOCTHKEHHSI COBPEMEHHON HAyKH (Hampumep,
HCIIOJIb30BaTh JOCTHMIKEHHS apXUBOBEICHHUSA, & TAK)KE CMEXKHBIX HAYK M HAYYHBIX IUCIUIUIMH),
YCIIENIHO peIaTh MOCTAaBICHHBIE 3a7adyd, oO0pabarbiBaTh M 0000maTh Marepuan. Hammcanue
KOHTPOJIbHON paboThl, MOATOTOBKA M 3allUTa KYypCOBOW HMMEET psJ OpraHU3allMOHHBIX U
METOUYECKUX OCcOOeHHOCTeH. O3HAKOMIIEHHE C JIaHHBIMM METOJAMYECKUMHU PEKOMEHIALUSIMU
MOMOXET CTYJCHTaM MPaBUIBHO OPTaHMU30BaTh CBOIO YYEOHYIO M HAyYHO-UCCIIEIOBATEIbCKYIO
pabory.

OO0mue TpedOBaHUs K CTPYKTYPE H COAEPKAHNI0 MUCbMEHHBIX PpadoT

Baxnoi#t ¢opmoii caMOoCTOSATENIbHONW PabOTHI CTyIEHTA ABISETCS KOHTPOJIbHAS padoTa.
Ona npegycMoTpeHa aisi OOJBIIMHCTBA AUCIHMILIAH Y4eOHOTO IIaHa, YATAEMbIX Ha Kadenpe
apxuBoBeieHUs. Ee Hanncanue npecienyer ueiab yriyoJeHHOW MpopaboTKU AMCIUIIINHBIL.

KontponbHast paboTa BBINONHAETCS CTYIEHTaMH B COOTBETCTBHMM C TEMAaTUKOIA,
eXEerogHo  yTBepxkaaemoil  kadenpoit. KoHTponpHass pabora  sBISETCS  DJIEMEHTOM
CaMOCTOSITENIbHON PabOThI CTYZEHTOB, TO3TOMY BBIOOD TEMBI IPEAOCTABISAETCS CTYICHTY.

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

PaGora 1o HamuMcaHUIO KOHTPOJILHOM HAUMHAETCSI C BBISIBICHUS U HU3YYEHUS
UCTOYHUKOB M JHTepaTypsl Mo TeMe. Ilo okoHyaHMu cOOpa M H3Yy4eHHUsS JUTEpaTypbl U
HCTOYHUKOB CJIeAyeT MPOAyMaTh IJIaH KOHTPOJIbHON paboThl. CocTaBieHHe IUIaHa — BaykKHas
yacTh paloTbiHag Temol. Ilnan mpexacraBiser co0oif mHepedyeHb BONPOCOB, OTPAKAIOIIMX
coziepkanue uccienoBanus. OT TOro, HaCKOJIbKO YETKO OH IMPOAYMAaH U MOCTPOEH, BO MHOI'OM
3aBHCUT KaueCTBO KOHTPOJIbHOM paboThl. B miaH nenecooOpa3Ho BKIOYHUTH Hanbosee BaKHbIE
TEOPETUYECKHE M MPAKTHUUECKHUE BOIPOCHI TEMbI, KOTOpPBIE MPU HEOOXOJUMOCTH MOTYT OBITH
neranusupoBaHbl. Kak mpaBuio, pabounii BapuaHT IUlaHA JOJDKEH OBITH Pa3BEPHYTHIM, YTO
oOneryaet paboTy HaJ TEMOH.

B okoHuaTenpHOM BapHaHTe IIJIaH MOXET OBITh JJaH B COKpAIIEHHOM BHJE, HO
00s3aTeNbHBIM YCJIOBHEM TIPU 3TOM SBIISIETCS OTPaX€HHWE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpUBaeMbIX B KOHTPOJIbHOU pa 6oTe. CocTaBleHHBIN MJIaH JOJHKEH HalTH OTpakeHue B
OTJIaBJICHUUK KOHTPOJIbHOW pabote. PaGoTa moimkHA BKIIIOYATh THTYJIBHBIN JIUCT, OTJIABIICHUE,
BBEJICHUE,0CHOBHYIO 4YacCTh, COCTOSIIIYI0 M3 HECKOJbKHX pa3/eloB WIM maparpados,
3aKIJIIOYEHUE, CIIMUCOK UCTOYHHMKOB U JHUTepaTypbl. Bo BBeleHUN HEOOXOAUMO KPATKO PACKPHITH
3HaYeHHE M aKTyaJbHOCTh M3y4aeMOro BoOIlpoca (TeMbl), Ha3BaTh OCHOBHBIE 3a/laul paboThI, ee
XPOHOJIOTUYECKUE paMKHU, OOOCHOBAaTh CTPYKTYpy, HaTb KpaTKHil 0030p HCTOYHHMKOB U
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autepatypel 1o Teme. OO030p HMCTOYHMKOB U JIMTEPAaTypbl HE JOJDKEH CBOJIUTHCS K
NEPEUYHCIICHNIO HCIIOJIb30BAaHHOTO aBTOPOM HOPMATHBHOTO MaTepualiad ONMyOJIMKOBAaHHBIX
crareil. B HeM cnenyer naTh aHaIU3 UCTOYHUKOB M JIMTEpaTyphl. B 3aBucumocTtu ot o0bema u
[IEJIEBOTO0 Ha3HA4YEeHHUs1 PabOThl, 0030p MCTOYHHMKOB U JUTEPATYyphl MOXKET OBITH INpe/CTaBlICH
OTJeJIbHBIM IIaparpagom Hiu pa3JesioM B OCHOBHOM 4acTH pabOTHI.

OcHOBHasi 4acTh KOHTPOJBHON pabOThl JNOJDKHA OBITH HM3JI0KEHA B COOTBETCTBUU C
IUIAHOM, OCBELIATh COCTOSIHUE M COJEP)KaTh aHAJIU3 PacCMaTPUBAEMBIX BOIIPOCOB C Y4E€TOM
COBPEMEHHOTO YpPOBHSI Pa3BUTUS TEOPETUYECKUX 3HAHWNH M OMNBITA MPAKTHYECKOH pabOTHI
apXMBHBIX YUPEXkKAECHUH B 3TON 001aCTH.

[Ipu packpbITHM TOH WIM MHOH TEMBI CTYJIEHT JOJDKEH CTPEMHTBCSA IMOAPOOHO U
ri1yOOKO M3JI0KUTh KPYrI BOIPOCOB, BXoismux B Hee. Ilo Mepe paccMoTpeHust marepuana
OTJENIbHBIC MOJIOKEHHUSI KOHTPOJIBHOM paboOThl CleayeT WUIIOCTPUPOBATh NpUMEpaMu U3
JUTEPATyphl ¥, HOBO3MOKHOCTH, U3 NMPAKTUKU pabOThl KOHKPETHBIX apXUBOB C 0053aTEIbHBIMU
CCBUIKAMH Ha JIUTEPATypy M HCTOUYHUKU. B 3aKitoyeHMH KOHTPOJIBHOW pabOThl HEOOXOIUMO
IOJIBECTH UTOTUTEOPETUYECKON U MpaKTHUECKON pa3paboTku BonpocoB. CIUCOK UCTOUHUKOB U
JUTEpaTyphl MPEACTaBIsieT COOOH IMepedeHb HCIOJIb30BaHHBIX PAadOT MO TeMe, B KOTOPOM
yKa3bplBaloTCsd (aMUIMM W HHULHUAIBl aBTOpa (aBTOPOB), Ha3BaHUE pPabOThHI, MECTO, BpeMs
€eoIyOJMKOBAaHUS U CTPAHUIIBL.

Ipuioxenue 1

AnHomayus oucyunaunvl (Mooyns)

Hucuuminbaa  (Moaynb) — peanu3yercss Ha  (akyJdbTeTe  apXMBOBEAEHUS U
JIOKYMEHTOBE/IeHUs Kadeapoil JOKyMEHTOBEIEHHs, ayJHMOBU3yalbHbIX U HAyYHO-TEXHUYECKUX
apXUBOB .

HenbaucuuIiHbpl — MOATOTOBUTH CIELUANNCTA, OOJAJAIOLIEr0 3HAHUSMU OCHOBHBIX
HalpaBJIeHUN OpPraHU3alMOHHOW W HMH(OPMAIMOHHON PabOThI, OCYIIECTBISIEMOM cekpeTapemM
Juis o0ecreyeHus IesTeIbHOCTH PYKOBOJIUTENS, a TakKe BBIABUTH HauOosee 3((deKTuBHbIE
METO/IbI ATOU PabOTHI.

3agauu:

- YCTaHOBJIEHHE POJIU CEKpeTapsi B 00ecreueHUH JesITeIbHOCTH PYKOBOIUTEIIS;

- OTCJIeKUBaHUe (POPMUPOBaHUS IPOPECCUN CeKpeTaps U ONpPeAeTICHU MECTa Pa3IUYHbIX
KaTEerOpHil CEKpeTapel B COBPEMEHHBIX CTPYKTYPaX yIPABJICHHUS;

- ONpEeIeIIEHNE OCHOBHBIX TPEOOBAHMM, PEIBABISIEMBIX K CEKPETapsiIM M OpraHu3aluu UX
paboThI;

- ONHMCaHNe OCHOBHBIX HANPaBJIEHUN pabOThI ceKkpeTaps Mo 00ECIEUEHUIO JeSITeIbHOCTH
PYKOBOJMTEIIS;

- OCBEIIIEHHE BOIPOCOB IPAMOTHOTO MMOCTPOESHMS OpraHU3allMOHHO-UH(OPMAIITMOHHON paboThI;

- (bOpMI/IpOBaHI/IC OCHOBHBIX HpO(I)CCCI/IOHaJIBHBIX HaBBbIKOB.

Jucuunirza (MOyJib) HalpaBjieHa Ha (pOpMUpPOBaHHE CIETYIOMUX KOMIETEHIIMMA:
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e [IK-6.1. Ucnonb3yeT 3HaHUS MPABOBBIX U OPraHU3aMOHHBIX OCHOB YIIPABJICHHS, OCHOB
JIOKYMEHTHOM JIMHTBUCTUKH, MPABUII PYCCKOTO S3bIKA, JIEJIOBOTO 3TUKETA, COBPEMEHHBIX
METOJIOB TOMCKa W 00paboTku wWHopMaruu s olecredeHus MpodecCuoHaTLHOM
JESITEIIbHOCTH;

e [IK-6.2. OcymectBiuser cbop, 00pabOTKy W aHaIM3 HHPOPMALUHM, COCTaBIACT |
pPENAaKTUPYET TEKCTHl CIYyKEOHBIX JOKYMEHTOB C HCIIOJIb30BAHHEM COBPEMEHHOTO
POrpaMMHOTr0 obecrieueHust ¥ 0QUCHON OPIrTEXHUKH;

e [IK-6.3. YuactByeT B mpoBeIeHUHM KOH(PEPEHTHBIX MEPONPHITHH, IOKYMEHTHPYET
JESTEIbHOCTh KOJUIETHAIbHBIX OPraHOB, OpPraHU3yeT MPHUEeM IOCETUTENEH, MIIaHUupyeT
pabouee BpeMsi pyKOBOJIUTEISI, UCIOJIB3YET COBPEMEHHOE MPOrpaMMHOe oOecrieueHrue 1
0(pHCHYIO OPITEXHUKY ISl IOATOTOBKHU CITY>KEOHBIX JTOKYMEHTOB;

e [JIK-8.1. IlpumMeHsieT Ha MpaKTHUKE 3HAHUS COCTaBa U IPAaBUJI MOATOTOBKH JOKYMEHTOB
KOJJICTHAJIGHBIX ~ OPraHOB  YIpPAaBICHHWs B  OpPraHU3alUsaX  Pa3sIUYHBIX  QOpM
COOCTBEHHOCTH;

e [IK-8.2. Opranuszyer [AeATEIbHOCTh KOJUICTMANBHBIX OpPraHOB yIpaBICHUS B
OpraHM3alMsaX  pasIUYHbIX  (QOpM  COOCTBEHHOCTH U OCYIIECTBISET €€
JIOKYMEHTHUPOBAHUE;

e [IIK-8.3. YuacTByeT B IpPOBEIECHUMU 3acCElaHUN KOJIJIETHAJIbHBIX OPraHOB YIPABJICHUS B

OpraHu3aIUsIX PA3TUIHBIX (OPM COOCTBEHHOCTH.

B pezynomame uzyuenus OuCyuniunbl CmyOoeHm OO0JHCEH 3HAMb:
- POJIb M MECTO CEKpETapsi B COBPEMEHHBIX YIIPABIECHYECKUX CTPYKTYpax;
- TpeOOBaHUs, MPEbABIIEMbIE K CEKpPEeTapsM Pa3IMYHbIX KaTeropuii;
- OCHOBHBIE (DYHKIIMH U JOHDKHOCTHBIE 00S3aHHOCTH CEKpeTapsi 10 OpraHu3alioOHHO-
MH(OPMALIMOHHOMY 00ECTIEUEHUIO AESITETbHOCTH PYKOBOAUTES,
- IpaBUJIa PAlMOHAILHOTO OCTPOCHUS OPTaHU3AIMOHHO-UH(POPMALIMOHHONW paboTHI;
-METOJUKHU pabOTHI MO JOKYMEHTHOMY U 0€310KyMEHTHOMY OOCITyKHBAaHUIO
PYKOBOJIUTES.
B pezynomame uzyuenus OUCYUniIunbl CmyOoeHm O0IHCeH YMemb.
- OpPraHU30BBIBATH PAOOTy MPUEMHON PYKOBOIHUTEINS;
- OpPraHU30BBIBATH TeJIEPOHHBIE IEPETOBOPHI PYKOBOIUTEIS;
- TOTOBUTH JIEJIOBBIE BCTPEYH U NEPETOBOPHI PYKOBOIUTEIS;
- y4acTBOBAaTh B IIOJrOTOBKE U MPOBEACHUN KOH(EPEHTHBIX MEPOIPUSITHIA;
- BECTH paloTy 10 MOATOTOBKE KOMAaHAUPOBOK U JIEIOBBIX MOE3/I0K PYKOBOAUTEIS;

- OpTaHHU30BbIBATH U IIPOBOJUTH MIPOTOKOJIbHBIC MECPOIIPUATHUA;
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- BeCTH HH(GOPMAITMOHHYIO paboTy;
- o0ecrieunBaTh KOH(PHUACHIINATILHOCTh HH()OPMAITHH.
B pezynomame uzyuenus Oucyuniunsl cmyoeHm 00xiceH 001a0amy Ha8bIKAMU!
- OpraHu3aluy YIPABICHYCCKHUX MPOIIECCOB;
- 3¢ deKTUBHOTO YIIpaBIECHUS BPEMECHEM;
- pabOThI C MOCETUTEIISIMU;
- OpraHu3alyy COBELIAHUN U 3aCEaHU;
- METOZIaMH TIOUCKa, cOopa U CTPYKTYPHPOBaHUS HH(DOPMAITUH.

[To nucnumnune (Modynro) penycMOTpeHa MPOMEXKYTOUHAs aTTecTauusi B popme
3auema ¢ OYeHKOou.
OO61mas TpyA0eMKOCTh OCBOEHUS IUCUUIUIMHBI COCTABIISIET 3 3aU€THbIC €UHUIIBL.



