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I. IlosicHuTEIBbHAA 3aNIHCKA
1.1. Hean u 3aa0aum JMCUMILTAHBI (MO1YJIs)

lenb AMCUMIUIMHBI — U3Yy4YUTh OCHOBHBIC HANpPaBIICHUS! OPraHU3aLMOHHON U MH(POPMAIIMOHHON
paboThI, OCYLIECTBISIEMON CEKpeTapeM /st 00SCIICUCHUS eI TSILHOCTH PYKOBOJIUTEIIS, @ TAKIKE BBISIBUTH
HanOomee 3PEeKTUBHBIE METOJIBI ATON PaOOTHI.

3ajaun JUCHUIUIUHBI COCTOSIT B CJIEIYIOLEM:

- YCTaHOBJICHUC POJIM CCKPCTAps B obecreucHUN ACATCIIBHOCTH PYKOBOAUTCIIA,

- OTCJIC)KUBAHHEC (l)OpMI/IPOBaHI/IH HpO(l)GCCI/II/I CCKPCTAapA U ONIPCACIICHUA MECTA Pa3JINYHBIX KaTel"OpI/Iﬁ

CEKpeTapeil B COBPEMEHHBIX CTPYKTYpax yIpaBICHMUS;

- OTIpeiesIeHNe OCHOBHBIX TPeOOBaHUI, IPEABABISIEMBIX K CEKPETapsIM M OpraHU3aluy UX paboTsl;

- OTHMCaHKWE OCHOBHBIX HANPaBJICHUI paOOTHI CEKpeTapsi o0 00ECTIEYCHUIO AESTEILHOCTH PyKOBOAUTEIIS;
- OCBELICHUE BOMPOCOB IPaMOTHOT0 IIOCTPOSHHSI OPTaHU3aLMOHHO-UHPOPMATHOHHOH paboThI;

- (GopMHpOBaHHE OCHOBHBIX MPO(ECCHOHATIBHBIX HABBIKOB.

1.2. ®opmupyeMble KOMIETCHIHH, COOTHECEHHbIe C IUIAHHPYEeMbIMH pe3yJbTaTaMH

00yuyeHusi Mo TUCHUILINHE (MOIYJII0):

Koambt Coaepxxanue Ilepeyenn IVIAHUPYEMBbIX  Pe3yJabTAaTOB
KOMIeTEeHI[U | KOMIeTeHIHii 00y4yeHUs MO THCIHUIINHE
[TK-4 CrniocobHOCTB 3HaTh:
CaMOCTOSITENILHO - c11oco0bI MOOMIIBHOTO U APPEKTUBHOTO
pabotarts ¢ Mo¥cKa 1 0TOopa nHMOpMaInK;
PA3THYHBIMH -BH/Ibl Pa3JIMYHBIX HCTOYHUKOB MH(OpMALIIHU 1
MCTOYHHKAMH HX CrIeHpuKy; .
-MH(POPMAITOHHEI BI T
unbOpMAIHH (hopMaIMOHHBIE PEeCypPChl 0OIIECTBA, TUITHI

uHpopManuu 1 GopMbI ee IpeICcTaBICHuUs.
YMmers:

-BBISIBJIATH, OTOMPATh, UCIIOIB30BaTh pa3IMyHbIC
BUIBl ~ UCTOYHHMKOB, U3BIEKaTh M3  HUX
HEO0X0IMMYI0 MH(OPMALMIO U KOPPEKTHO €e
MHTEPIPETHPOBATD;

-COeIMHATh  Pa3HOPOAHYI0 HMH(POpPMALUIO B
eIMHOE 11eJI0e ISl pa3padOTKU YIPaBICHYECKHX
peuieHui.

Bnagers:

-METOJIaMH aHaIn3a coJiepKaHus u
MHTEpHpEeTaluy BRIABICHHON MH(OpMaIy;
-HaBbIKAMH CAMOCTOSITEJILHOTO MPUOOPETEeHUs
HOBBIX 3HAaHUH U3 PA3JINYHBIX UCTOUHUKOB,;
-oopmiienuss uHpopmanmu (pedepupoBaHus,
aHHOTHPOBAHUS, COCTaBJICHUS 0030pOB,
MIpE3eHTalNN);




-crocob6aMu OpUEHTAIMH B MPO(eCcCHOHANTBHBIX
UCTOYHUKAX WH(pOpMAIMU (GKypHAJbl, CAaWTHI,
¢aiinoBsle cepBepa), TEXHOJOTHSIMU PAaOOTHI C
Pa3IUYHOTO POAAa UCTOUYHHKAMH MH(OpMaIy, B
TOM YHCIIE B I100anbHOM cetn MHTEepHET.

M[K-11

Bnanenue HaBRIKAMU
pedepupoBanus u
aHHOTUPOBAHUS
Hay4HOU JIUTEPATYPBHIL,
HaBbIKaMU

PEIAKTOPCKOM pabOThI

3HaTh:

-TpeOoBaHMsA K MPOPECCHOHATBHBIM 3HAHHSIM,
YMEHUSM, OTIBITY; XapaKTePUCTHKH
(YHKIMOHATBHBIX CTHIICH OOLICHNUS;
-IIPUHIMIIBI  TIOCTPOCHUS M OTOOpa CJIOB H
¢bpazeonoru3Mos, peann3yeMbIx B
JOKYMEHTHBIX TEKCTaX;

-0co0eHHOCTH CUHTAKCUYECKUX €IMHUII,
XapaKTePHBIX JUIS JOKYMEHTHBIX TEKCTOB,
-OCOOCHHOCTH  pENaKTUPOBAaHHS  TEKCTOB
JOKYMEHTOB.

YMers:

- OpUEHTHPOBATHCS B CMEXKHBIX O00JACTIX
NesTeTbHOCTH; pa3nuyartb 00BEKTHI
npodeccuoHaIbHON JeSITeTbHOCTH o
JOKYMEHTAITHOHHOMY 00ecTeyeHHIo
yTpaBJICHUS;

-ONpeaesaTh BUJIbI npodeccuoHaTBLHON
NesTeIbHOCTH; aJIeKBaTHO UCTIOJIb30BaTh
peueBble CpeACTBAa B TEKCTE NMPHU COOITIONECHUH
S3BIKOBBIX HOPM;

- OCYLIECTBIISITh CJIOBECHO-IU(POBYIO 3aIMUCh
YHCIIOBOU uHpopManuy, rpadu4ecKux
COKpalleHuii u  abOpeBuaryp, MpPaBUIBHO
ynoTpeOasaTh  Oe3MUYHbIE W TACCHUBHBIC
KOHCTPYKIIMH, TJIar0JIbHO-UMEHHBIE CKa3yeMbIe,
NIPEUIOKHOE YIIPaBIICHUE;

-IPOBOJIUTH PEeIaKTOPCKYIO OLIEHKY
CHUHTaKCUYECKHUX, MOP(OJIOTHUECKUX u
JICKCUUYECKUX CPEJICTB S3bIKA.

Biagers:

-HaBbIKaMH 110100pa UICTOYHUKOB U JINTEPATYPbI
I10 3aJJaHHOM TOKYMEHTOBEIYECKON TEME;
-HaBbIKAMH COCTaBJICHHSI M PEIaKTHUPOBAHUS
o(pUIMANBHBIX ~ TEKCTOB,  OTHOCSIIUXCA K
Pa3NUYHBIM JKaHpaM.

IIK-35

3Hanue TpeOoBaHUSA K
OpraHH3aluH
CEKpEeTapCKOro
o0CITyKUBaHUS

3HaTh:

-OCHOBHBIE ()YHKITUU CEKpETaps;

-mpaBuia, Tele(OHHBIX MEPETOBOPOB, BEICHUS
npuema MOCETUTENEH, MOATOTOBKH
KOMAaHJIUPOBOK PYKOBOJIUTES U JIP.

-HIOPSJIOK MOATOTOBKU u MIPOBEACHUS
KOH(EPEHTHBIX  MEPONPUATHI  (COBEIIAHMIA,
3aceqaHuil, KOH(EepEHIH U ap.)

YMeTh:




-obecreunBaTh paboty IpUEeMHOMR
PYKOBOJIUTEIIS;

-IIJIAHUPOBATH pabouee BpeMsi PyKOBOJUTEIIS;
-OpraHM30BbIBaTh  Mepefady  pacropsKeHUH
PYKOBOJUTES TIO YPOBHSIM YIIpaBIICHHUS;

-BECTH KOHTPOJb 32 CPOKAMU HCIIOJIHEHUS
IIOPYYEHUN PYKOBOJIUTEIIS;

Biagers:

-HaBbIKAMHM  OpPTaHM3aLUU  YIPABICHYECKHX
IPOLIECCOB;

-IIJIJAHUPOBAHUS pabovero BpeMeHH;

-paboTHI C JOKYMEHTAIIUEH.

1.3. MecTto AucHMIINHBI (MO1YJIs1) B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM IPOrPaMMBbl

Jucuunnmza (Moyb) «Opranu3aioHHO-J0KYMEHTAIIMOHHOE obecrnieueHue

JESITeIbHOCTH PYKOBOJHUTENSD» OTHOCUTCS K BapUMaTUBHOW 4YacTH OJIOKa MUCHHUIUIMH Yy4eOHOTO
IIaHAa.

Jis OcBOEHMSI TUCHMIUIMHBI (MOIYJIsl) HEOOXOOUMBI 3HAHHS, YMEHHS W BIAJCHHS,
c(OPMHPOBAHHBIE B XOJ€ HM3YUYCHHS CIEAYIOIIMX TUCHUIUIMH M MPOXOXKICHHUS TMPAKTHK:
«/lokymenroBenenue», «OpraHu3anuss M TEXHOJOTHS JOKYMEHTAIMOHHOIO OOecredYeHus
ynpasienus», «KampoBoe nemomnpounsBoactBo», «TexHomorust paboTsl € 0oOpalieHUsIMH
rpaxaan».

B pesynpTare OCBOEHHS IUCHMIUIMHBI (MOXIYJsi) (OPMHUPYIOTCS 3HAHUS, YMEHHUA U
BJIQJICHUS, HEOOXOMMMBIE ISl M3YYEHHUS CIEAYIOIINX IUCHUIUIMH M MPOXOXKICHHUS MpPAKTUK:

«HpopmanonHoe obecrieueHne yupaBIeHUs».

2. CTpyKTypa AMCHHMILIMHBI (MOLYJI51)

Cmpykmypa oucuyuniaunvl (MoOyns) 0na 04HO-3A04YHOU Popmbl 00yUeHusn
(2017 200 nabopa)

Obwas mpyooemkocms oucyuniunvl cocmasisem 3 3.e., 108 u., 6 mom uucie
KOHMAKmuas paboma o00yuarowuxcs c npenooagamenem_24__ u., camocmosamenbHas
paboma obyuarowuxcsi_66 4., KOHMPOIL cAMOCmoamenvbHou pabomot 18 u.

Bunsl yueOHoit paboThI ®opmbl
Ne Paznen TEKYIIETO
B (B wacax) Y
n/o | OUCHUIUIAHBL/ TEMBI 3 KOHTPOJIA
3 KOHTaKTHasI O | YycmeBaeMocTH,
QO




) o) R popma
S %) o = o
% = = MIPOMEXKYTOUYHOM
< o | & |2 | B § aTTecTaluu (no
S S
= = EE|gE| 28 cemecmpam)
Z = S 2 |Q Z| &%
O o =T I = =<
= @) E 8|5 & =
1 4 Onpoc
Pa3zoen 1. Beoenue. Konmponvnuie
80NPOCH
Pa3zoen 2. Hcmopus 1 6 Onpoc
ceKkpemapcKou Konmponvhuie
CyoHcobl 80NPOCHI
Pa3zoen 3. Ponv u 1 4 Onpoc
Mecmo cekpemapsl 6 Huckyccus na
COBDEMEHHBIX cemunape
cmpyKkmypax Konmponvnuie
VAPAGNeHUsA 60npochl
Pasoen 4. 3 2 10 Onpoc
Opeanuzayus Konmponvnuie
pabomul cekpemaps 80NPOCHI
Ilposepxa
NPAKmMu4ecKux
pabom
Pasoen 5. 4 4 12 Onpoc
Opeanuzayuonno- Koumponvhuvie
AOMUHUCTPAMUBHAS 80NPOCHI
oesamenbHOCHb
Ilposepxa
cekpemaps
NPAKmMu4ecKux
pabom
Pa3zoen 6. Paboma 2 4 10 Onpoc
cekpemaps no Konmponvnuvie
unpopmayuoHHomy 80NPOCHI
00CIYHCUBANHUIO
4 Ilposepxa
PYKOBoOumens
NPAKmMu4ecKux
pabom
Paszoen 7. 2 10 Onpoc
Icuxonoeusn obwenus Ilposepxa
cekpemaps 00K1a008




5 10 IIposepka
UmMo2o8oti
9K3aMeH KOHMPONbHOU
pabomwi
UTOTO: 14 10 66

Cmpykmypa oucuyuniaunst (MoOy1s) 01: 3a04HOU hopmbl 00yUeHUA

(2017 200 nabopa)

Obwas mpyooemkocms oucyuniunvl cocmasisem 9  3.e., 324  u., 6 mom uucie
KOHMAaKmuas paboma odyuarowuxcs c npenooagamenem_28 4., camocmosmenbHas
Y., KOHMPOb CAMOCMOoAmenbHou pabomot -11 u.

paboma obyuarowuxcs 285

Bunsl yueOHoM paboThI

DopMBbI
(B yacax) TEKYIIETO
KOHTPOJIS
KOHTaKTHas -
No Pasnen _ % yCIIEBaEMOCTH,
/Tl | JAUCUUTUTMHBI/ TEMBI QEJ oé Ci c% é g bopma ]
. S g 2 § 2 POMEKYTOUHOM
% z = E 5 g = 2 gl 8 2l arrecTaluu (1o
% g % é E L§ E é ; § cemecmpam)
@] = o =285 8 =
Pa3zoen 1. Beoenue. 3 2 30 Cobecedosanue
Paszoen 2. Hcmopus 3 2 2 30 Cobecedosanue
ceKkpemapcKou
CAYIHCOBL
Pa3zoen 3. Ponv u 3 2 2 30 Cobecedosanue
Mecmo cekpemapsi 6
CO8PEeMEHHBIX
CMpPYKmMypax
VApasieHus.
Pasoen 4. 3 2 2 30 | IIposepka
Opeanuzayus NpaKmuyeckou
pabomwi cekpemaps pabomwi
Pasoen 5. 3 2 2 30 Onpoc
OpeanusayuonHo- IIposepka
AOMUHUCTPAMUBHAS NPaKmu4ecKoul
OesimenbHOCmb pabomol
cekpemaps
Pa3zoen 6. Paboma 3 2 2 30 Onpoc
cekpemapst no ﬂLlCKyCCI/l}Z Ha




UHDOPMAYUOHHOMY cemuHape
00CIYHCUBAHUIO Koumponvhoie
PYKOgoOumens 80NPOCH
Pazoen 7. 3 2 2 30 Onpoc
Tcuxonocus obwenus Jloxnaowi
cekpemapsi

3 75 umoeoeas
9K3aMeH KOHMPOIbHASL

paboma

UTOTO; 14 14 285

Cmpykmypa oucuyuniaunvl (Mo0Oy1s) 01: 3a04HOU hopmbl 00yUeHUA

(2018 200 nabopa)

Obwas mpyooemkocms oucyuniunvl cocmasisem 3 3. e, 108 u., 6 mom uucie
KOHMaKkmuas paboma odyuarowuxcs c npenooagamenem_ 12 u., camocmosmenvHas
paboma obyuarowuxcs 87 4., KOHMPOIbL CAMOCMOAMENbHOU pabomul — 9 u.

Bunsl yueOHoit paboThI

®opMsbl
(B yacax) TEKYLIETO
KOHTPOJIS
KOHTaKTHAas -
Ne Pasnen 3 yCIIEBaEMOCTH,
w| 4
0/l | AUCIHUTUTHHBI/ TEMBI c@a ‘é Ci’ % é g dopma )
3 = ? 5 8 MIPOMEXKYTOUYHOM
= < § 2 =5 g 2 E Q & aTTecTaiyu (10
8 = S |2 5|8E8| 8= 3 cemecmpam)
53 |8 |2 |EZ|8E| 5§ S
@) = @) E 8|5 =
3 0,5 4 Onpoc
Pa3zoen 1. Beoenue. Konmponvnuie
80NPOCHI
Paszoen 2. Hcmopus 3 0,5 4 Onpoc
cekpemapcKou Konmponvnuie
CyoHcobl 80NPOCHI
Pa3zoen 3. Ponv u 3 1 1 4 Onpoc
Mecmo cekpemapsl 6 Huckyccus na
COBPEMEHHbIX cemunape
cmpyKmypax Konmponvnuie
VAPAGNeHUsA 60Nnpochl
Pasoen 4. 3 1 1 14 Onpoc
Opeanuzayus Konmponvnuie
pabomul cekpemaps 80NPOCHI
Ilposgepxa
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NPAKmMu4ecKux

pabom
Pasoen 5. 3 1 2 12 Onpoc
Opeanuzayuonno- Koumponvhuvie
AOMUHUCTPAMUBHAS 80NPOCHI
oesamenbHOCHb

Ilposepxa
cekpemaps

NPaKmu4ecKux

pabom
Pa3zoen 6. Paboma 3 1 1 12 Onpoc
cekpemaps no Konmponvnuvie
uHpopmayuoHHoMy 80NPOCHI
00CIYACUBAHUIO Iposepra
PYKOgoOumens

NPAKmMu4ecKux

pabom
Paszoen 7. 3 1 1 10 Onpoc
Icuxonoeusn obwenus Ilposepxa
cekpemaps 00K1A008

27 umoz2086ast

IK3AMEH KOHMPOIbHASL

paboma
UTOTO: 6 2 4 87

Cmpykmypa oucyuniaunsl (MoOyns) 01a 04HOU hoOpMbl 00yUeHUA

(2019 200 naodopa)

Obwas mpyooemkocms oucyuniunvl cocmasisem 3 3.e., 108 u., 6 mom uucie
KOHMAaKmuas paboma odyuarowuxcs c npenooasamenem_42  u., camocmosamenbHas
4., KOHMPOJIb CAMOCMOAMeNbHOU pabomul — 18 u.

paboma obyuarowuxcs 48

Bunsl yueOHoM paboThI

DopMBbI
(B yacax) TEKYIIETO
KOHTPOJIS
KOHTaKTHas -
No Pasnen 3 yCIIEBAEMOCTH,
=| 4
/o HCLIMILUIUHBI/TEMBI ) o ! E
AMCLL 2 z g % S dopma
S g % & & | npomexyTouHOi
£ o
= ~ § > =|§ & 2 E Q & arTecTaiuu (10
Q = = o
‘D 5 S |2 £l K| 2% 2 cemecmpam)
= i = S 2 |l© 2| &5
() () () a5 |s8 5|2 5 ©
Q = Q E 5B & =
Pa3zoen 1. Beoenue. 3 2 2 Cobecedosanue
Paszoen 2. Hcmopus 3 2 2 4 Cobecedosanue
cekpemapcKou
CAYHCOBL
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Pa3zoen 3. Ponv u 3 2 4 6 Cobecedosanue
Mecmo cekpemapsl 6
COBPEeMEHHbIX
cmpyKmypax
VApasieHus.
Pasoen 4. 3 2 4 6 IIposepka
Opeanuzayus NpaKmuyeckou
pabomwi cekpemaps pabomwi
Pasoen 5. 3 6 4 6 Onpoc
OpeanusayuonHo- IIposepka
AOMUHUCTPAMUBHASA NpaKmu4ecKoul
OesimenbHOCmb pabomol
cekpemaps
Pa3zoen 6. Paboma 3 4 4 6 Onpoc
cexpemaps no Huckyccus na
UHDOPMAYUOHHOMY cemunape
00CIYACUBAHUIO Konmponvhvie
PYKOgoOumens 60NpOCH
Pazoen 7. 3 2 4 6 Onpoc
Tcuxonocus obwenus Jloxnaowi
cekpemapsi

3 12 umoeoeas
IK3AMEH KOHMPOIbHASL

paboma

UTOTO: 20 10 12 48

Cmpykmypa oucuyuniaunvl (MoOyns) 01a 04HO-3A04YHOU Popmbl 00yUeHusn

(2019 200 naoopa)

Obwas mpyooemkocms oucyuniunvl cocmasisem 3 3.e., 108 u., 6 mom uucie
KOHMAKmuas paboma 00y4arowuxcs c npenooagamenem_24__ u., camocmosamenbHas
paboma obyuarowuxcsi_66 4., KOHMPOIb CAMOCMOAMENbHOU pabomul — 18 u.

®opMsbl
(B wacax) TEKYLIETO
KOHTPOJIS
KOHTaKTHas -
No Pasgen = YCIIEBAEMOCTH,
¥a)
/11 | JAMCLMIUIMHBI/ TEMBI o ) ] = (bopma
= = o g & ¢ 3
o 2 S &l ¥ 2| mpomMexyTouHOM
e = & 2 = |5 = | 8 8| © & arrecrauuu (no
5 = = = |8 5| = El
o = S 2 210 g 9 = cemecmpam,)
= = p= S 2 |e =F o w
(5] (9] 5] (= = IR =S (@)
@) = Q EslB & T

Bunsl yueOHoit paboThI
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1 4 Onpoc
Pa3zoen 1. Beoenue. Konmponvhuie
80NPOCH
Paszoen 2. Hcmopus 1 6 Onpoc
cekpemapcKou Konmponvhuie
cyoHcobl 80NPOCHI
Pa3zoen 3. Ponv u 1 4 Onpoc
Mecmo cekpemapsl 6 Huckyccus na
COBDEMEHHBIX cemunape
cmpyKkmypax Konmponvnuie
VAPAGNeHUsA 60Nnpochl
Pasoen 4. 3 2 8 Onpoc
Opeanuzayus Konmponvnuie
pabomul cekpemaps 80NPOCHI
Ilposepxa
NPAKmMu4ecKux
pabom
Pasoen 5. 4 4 12 Onpoc
Opeanuzayuonno- Koumponvhuvie
AOMUHUCTPAMUBHAS 80NPOCHI
oesamenbHOCHb
Ilposepxa
cekpemaps
NPAKmMu4ecKux
pabom
Pa3zoen 6. Paboma 2 4 12 Onpoc
cekpemaps no Konmponvnuvie
uHpopmayuoHHoMy 80NPOCHI
00CIYHCUBAHUIO Iposepxa
PYKOgoOumens
NPAKmu4ecKux
pabom
Paszoen 7. 2 12 Onpoc
Icuxonoeusn obwenus Ilposepxa
cekpemaps 00K1a008
12 Ilposepxa
UMoz20860ti
IK3AMEH KOHMPONbHOU
pabomwi
UTOTO: 14 10 66
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HaumenoBanue pa3jaeia
AMCHUIINHBI

Conepxanue

Pa3zgen 1. Beenenue

Ienu u 3anaun kypca. IcTouyHuKH 1 1uTeparypa.
AKTyalqbHOCTh Kypca B CBET€ COBPEMEHHOIO
COCTOSHMsS pbIHKa Tpyza. Mecto Kypca B
npodeccuoHaTbHON IIOATOTOBKE CTYJICHTA.
Tepmunonornyeckuii anmapar. CBs3b Kypca cO
CMEXHBIMHU JUCLUIIIINHAMU u KypcaMu:
JOKYMEHTOBEACHUE; OpraHu3alys WU TEXHOJIOIUS
JOKYMEHTAIMOHHOTO O0ECTeYeHUs1 YIpPaBICHUS;
KOMIIBIOTEPHBIE TEXHOJIOTUU; IICUXOJIOTUS 1€JI0BOTO
o01eHus, 1enoBoi ATUKeT. OCHOBHBIE UCTOYHUKU U
aureparypa. llepuoauyeckue nu3ganus.

Pa3znen 2. UcTopusi cekpeTapckoi
CIYXKOBI

3apoxaeHue cekperapckoil ciyx06sl B Poccum.
Cnyxunble J0OOM B TPUKa3ax, KOJUIETHUSX.
I'enepanbHblil pernameHT 1722 r. Kak  NEpBBIH
HOPMATUBHBIM  JIOKYMEHT, PErJIaMEHTUPYIOLIUN
paboty  cekperapeil. Hctopus  cekpeTapckoi
ciny k061 gopeBomonnoHHo Poccun. Oco3nanue
3HAYUMOCTH  NPO(PECCHOHATBHOW  MOJATOTOBKU
cekperapeil.  OtkpeiTHe 10  Bce  Poccum
CEKPETAPCKUX KypCOB, U3J1aHue
CHELMATM3UPOBAHHBIX  JKYypPHAJOB. Ponb
CeKpeTapell B COBETCKHMX ydpexacHusx XX Beka.
Bsenenue KaTerOPUMHOCTH CEKpETapCKUX
00513aHHOCTEH. YpaBHUBaHME CEKpeTaperd ¢
KaHLIEISAPCKO-TEXHUUECKUMU paboTHHUKaMHU.
ITocranoBnennss CHK CCCP 1925 u 1932 rr.
ITonvem 3HaYUMOCTHU CEKpETapCKOro
obciyxuBanus B 90-x rogax XX BeKa B KOHTEKCTE
pa3BUTHS  YacTHBIX  (HOpM  COOCTBEHHOCTH.
CoBpeMEHHOE COCTOSIHHE CEKpeTapcKoil paboThl B
YCIOBUAX  MHTEHCHU(DMKALMU  YIPABICHUECKUX
MPOIIECCOB, PACIIUPEHUs] MACIITa00B AESITEIbHOCTH
rOCy/IapCTBEHHBIX U KOMMEPUECKHUX CTPYKTYP.

Paszgen 3. Poab u MecTo
ceKpeTapsi B COBpeMEHHbIX
CTPYKTYpax ynpaBJeHUsI

Kareropun cekperapeit. Cekperapb B CTPYKType
ciryx0561 JIOY, B anmapaTe pyKOBOJIUTENS, B COCTAaBE
CTPYKTYpPHOTO NOJIpa3esICHNUSI.
KBanudukaoHHble XapaKTEPUCTHUKU CEKpeTapeil.
OyHKIUH U JOJDKHOCTHBIE 00SI3aHHOCTH CeKpeTapeit
B 3aBUCUMOCTH OT KaTerOpUU CEKPETapCKOro
00CITy>)KUBaHMUSL. Cucrema CITy>KE€OHBIX
B3aMMOOTHOUICHHWH, BO3HUKAIOIIMX B TNPOILECCE




14

BBITIOJIHEHUSI CEKPETapeM BO3JIOKEHHBIX Ha HEro
¢yukuuid.  TpebGoBaHus  TMpenbsBISEMbIE K
CeKpeTapsiM: K 00pa3oBaHUIO, TPOGECCHOHATHLHBIM
3HAHUSM, TEXHUYECKMM YMEHHSIM M HaBbIKaM.
XapaKkTepucTUKa JEJIOBBIX M JIMYHBIX KauyecTB
cekperaps. HaBBIKM 1O TICHXOJOTHH OOILICHHUS.
CamoakTyanuzanus cekperapsi. Oco3Hnanue
cekperapeM ceds B npodeccun. CTpykTypa paboThl
ceKkpeTapsl.

Pa3znen 4. Opranuszanus paéorTsl
cekperaps

IIpaBoBBIE  OCHOBBI ~ JEATEIBHOCTH  CEKpeTaps

(3aKOHOATEILHO-TIPABOBAS u HOPMATHUBHO-
MeTonudeckass 0asza): KOJEKCHI, benepanbHbIE
3aKOHBI;  CTAaHAAPTHI, HWHCTPYKIWHU;  TPaBUIIA,
MTOJIOKCHUS, HOpPMATUBHBIC JIOKYMEHTHI,

cojZiep:Kalie HOPMBI BpeMeHu.  PerynmpoBanue
TPYAOBBIX B3aMMOOTHOLICHUH paboTomarens W
ceKkperapsl.

JIOJDKHOCTHast ~ MHCTPYKIUSL — CeKperaps,  Kak
OCHOBHOM OpraHU3allMOHHO-IIPABOBOM JOKYMEHT:
MPAaKTUYECKOe 3HA4YEHUE JIOJPKHOCTHOM
MHCTPYKIIMH, METOJAMKA COCTaBICHUSA, CTPYKTYpa,
coctaB  HMH(pOpManuM, CciIy4ad U TOPSIOK
nepecMoTpa, ohopMIIeHHUE.

Opranuzanust pabo4ero MecTa cekperaps:
[IpuemHass kak paboyee MECTO  CEKpeTaps.
30HUpOBaHUE MPUEMHOM. OcobenHoctu
OpraHu3aIIH 30H MIPUEMHOM: UHTEphED,
OCBEIIICHUE, 03€JICHEHHE, OCHAIEHHE OPTTEXHHUKOMN
U CIpaBOYHBIMH MaTepuanamu. OOopynoBaHue
paboueii 30HbI cekpeTaps. Criennpuka opranu3aum
NPUEMHONH  PYKOBOIMTENS, BEAYIIETO  IPHEM
MOCETUTENICH MO JIMYHBIM BOIIPOCAM.

VYcnoBust TpyAa: CTaHIApThl 0€30MacHOCTH TPYyAa,
CaHWTApHBIC TNpaBHia. XapaKTEPUCTHKH OCHOBHBIX
(aKTOpOB, COCTABJISAIOUINX ONTHUMAJbHBIC YCIOBHUS
TpyAa cekperapss (CaHHUTapHO-TUTMEHUYECKHEe -
OCBEIICHHOCTh, IIIyM, BJIQXXHOCTb, TeMIIepaTrypa M
np.;  NCUXO(U3MONIOTUYECKHE;  ACTETUYECKHUE).
be3zonacHocTh Tpyaa npu paboTe 3a KOMIBIOTEPOM.
Opranmsanust  paboyero BpeMEHH  CEKpeTaps:
pasrpy3ka pyKOBOJHMTENS KaK OCHOBHAs (DyHKITHS
CeKpeTrapsi, IMOMOIIb B IUIAHUPOBaHUU pabouero
BPEMEHHU PYKOBOJAUTEINS (IOATOCPOYHOE, TEKYILEE),
MOPSIOK  3alHMCH  IJIAHUPYEMBIX  MEPONPUSATHIA,
opraHuzanust ~ paboyero  JHA  PYKOBOAMTEI,
METOMKAa COCTaBJICHUE CEKpeTapeM IUIaHa CBOETO
pabGouero IHS, €XKEIHEBHHK M €XKEHEACIbHUK Kak
MHCTPYMEHTHI INIAHUPOBAHHUSL pab0Yero BpeMEHH.

Pasnen 5. OprannzanmoHHo-

Opranmzanus npuema nocerurened. Metonuka




15

aIMIHHCTPATHBHAS
AesITeJIbHOCTH CeKpeTaps

IIpUeMa  pPa3jau4HbIX KAaTErOpPUHM  IIOCETUTENEH:
COTPYJIHUKOB 1o CITy’KE€OHBIM BOIIpOCaM,
COTPYJIHHUKOB II0 JIMYHBIM BOIPOCAM, CTOPOHHHUX
[IOCETUTENECHU o IIpeABaPUTEIILHON
JIOTOBOPEHHOCTH U 0e€3 Hee, MpHEeM Jeleraiuil.
[IpuopuTeTHOCT B NPEACTABICHUM ITOCETUTEIICH
pykoBogutento. [lpaBuia mepeHoca WM OTMEHBI
npuema. [loBeneHue cekperaps C OXHUIAIOLINM
IIOCETUTEIIEM.

Opranuzanus npuemMa rpaxiaH. 3aluch Ha MPHEM,
rpaduKu  TpuUeMa, perucTpanus —MOCETUTENeH,
JOKYMEHTUPOBAaHHE IpueMa, HH(OPMUPOBAHHE
rpaXxaaH.

Opranuzanust TeneOHHBIX IEpPEeroBOpoB. Bumbl
TeneOHHBIX MeperoBopoB. IlpaBmia MOATOTOBKH
«MCXOIAUIMX» IeperoBopoB. llpaBuna BeneHus
«BXOAAIMX» neperoBopoB. Cucremaruszauus u
pacnpezeneHue 3BOHKOB, aJpecOoBaHHbBIX
pykoBonutento.  VMcmone3oBaHue — Tesne()OHHOTO
Onmanka juis cekperaps. Tenedonorpamma. [Ipasuia
teneponnoro  obmenus.  Crenuduka  CBA3M
aboHeHTOB  pa3Horo  craryca. OOecreueHue
KOH(UICHIINATLHOCTH TeIe(QOHHBIX IEPETOBOPOB.

- IloaroroBka nENOBBIX BCTPEY MU IIEPETOBOPOB.
Oranel NOArOTOBKM BCTPEYM: OIPEAEIECHUE MECTa,

BPEMEHU BCTpPEUH, cocTaBa YYaCTHUKOB,
OMOBeEINIeHUE YYaCTHHUKOB, HOATOTOBKA
HEOOXOINMBIX MAaTEPUANOB. ITomorp

PYKOBOAMTEIIO BO BPEMsI IIPOBEICHUSI IEPETOBOPOB.
- IlogroroBka M IpOBENEHUE COBELAHUU
(3acemanHui)  KOJUIETHMAJIIbHBIX ~ OPraHOB.  THIIbI
COBEeIIaHW. Tanbl MOATOTOBKM  COBEIIAHMS:
nmoilydeHne  MHPOpMAIUU  OT  PYKOBOJIUTEIS
OTHOCUTEJILHO OpraHU3aLMOHHBIX BOITPOCOB
MPOBEACHUS COBEIIaHUS; COCTaBJICHUE
MpEeABAPUTENIbHBIX CMET PAaCX0JI0B, MOBECTKHU [HS,
CIHCKAa YYAacTHHUKOB;, TMpOBeAeHHE paboOThl TIO
YTOYHEHUIO CIUCKA U OMOBEUICHUIO YYaCTHUKOB,
pacchlika MIpUTJIALIEHUH, MIPOBE/ICHHE
OpraHU3aLMOHHBIX MEpOTPUATHIA (3aka3
TOCTUHUIIBI, TPAHCIOpPTa, OWJIETOB, OOEcIeYeHHE
KYJbTYPHO-MAaCCOBBIX ~ MEpPOINpPHUSTUH U 1p.);
BOCTpEeOOBAHHE TIPOCKTOB pEIICHUH; MOATOTOBKA

HEOO0XOIUMBIX MaTepUaos; KOHTPOJIb 3a
OCHAILICHUEM MECTa MPOBEICHUS COBEILAHNU.
OyHKIMH cekpeTaps 1o 00CITy’)KUBaHUIO

coselanuil. Begenue nporokona.

ITogroroBka KOMaHIUPOBOK. BHIBI KOMaHIUPOBOK
PYKOBOIUTENSA. DTallbl MOATOTOBKM KOMAaHINPOBKHU:
coop wuH(OpPMAIMK OTHOCHUTENBHO IUIAHUPYEMOM
KOMAHJIUPOBKH, CO3JAHME IUIAHA KOMAHJIUPOBKH,
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MIOArOTOBKA HEOOXOIUMBIX PYKOBOJUTEIIIO
JOKYMEHTOB M MaTepualioB, 3aKa3 OWJIETOB,
TOCTUHUIIBL. JlokyMeHTanbHOE odopmieHue

KOMaHAMPOBKU. MHCTpykums st cexkperaps Ha
BpEMSI OTCYTCTBHUSI PYKOBOJUTEIS: CIIOCO0 M BpeMs
CBSI3U C PYKOBOJMTENEM, MOANUCAHHUE JTOKYMEHTOB
3aMeIIAr0IIUMH JIUIIAMU. [Tpuem
KOMaHJMPOBAaHHBIX COTPYIHUKOB.

Opranuzanus ¥ NPOBEACHUS MPUEMOB, ITHUKETHBIE
MHCbMa, MOJAPKH, mpaBwia OQOPMIICHHS |
WCIOJIb30BaHUSI BHU3UTHBIX KapTouyek. JlenoBoii
STHUKET.

Pa3nen 6. PaGora cexperaps no
HH(pOpMaALOHHOMY
00CJIy’KUBAHHUIO PYKOBOAUTEJIsA

PaGora cekperaps mo cOopy W  aHaIM3y
nH(pOpMAIIUH. Hcrounuku, cmocoObl MOUCKA,
MeToauka cOopa u 00paboTKM HH(pOpMAIUH.
CriocoObl  mpezacTaBieHUss HMHGOPMAIMM: KOIUHU
JOKYMEHTOB, BBINUCKH, AaHHOTAIUH, pedeparsl,
0030psl. I[loAroToBKa BHICTYIUIEHUH PYKOBOAUTEIIS.
Opranmsanuss cBsizel ¢ OOIIECTBEHHOCTHIO.
CpenctBa pacnpocTpaneHus: MHQOpMaMu BHYTpPHU
opranmzaiuu.  Pabora co CMMU, mnaprHepamu,
KJIMEHTaMH, KOHKYpEHTaMHU.

OyHKIUU cekperaps o o0ecreueHHIo
6e3onacHoctu uH(popmaruu. PabGora cekperaps c
KoHpuIeHaabHOH uH(popMarueir. OnpenencHue
KOH(HIECHIINATBHON HH(POPMAIIUKA U KOMMEPUYECKON
TaiiHpl. Kareropum CBeeHMI, OTHECEHHBIX K
KomMMmepueckoil TaiiHe. CrnocoObl TpeacTaBICHUS
CaHKIIMOHMpOBaHHOW  uH(popMmarmu.  CrocoOb!
3alIUThl HH(OPMAIHH.

Paszgen 7. Ilcuxojiorus oomeHus
cekperaps

Cexkpetapb u PYKOBOJIUTEI. Tonkoctn
B3aMMOOTHOIICHHUS TOJOB. YYET NCHXOJOTHUECKUX
0COOCHHOCTEH PYKOBOUTEIIS.

Koudnukraeie curyaruu. [IpuuuHel, cTaauu, myTH
BBIXOJ1A. YMeHue ymnpaBisaTh OMOLUSMU U
9yBCTBaMH.

[cuxomoruueckue TIPUEMBI BIUSTHUS Ha
cobecennnka. HeBepOasbHble CpefcTBa B J€ITOBOM
OOIIEHUH.

B3aumooTtHomenuss ¢ kosmteramu. Kak wuzbexartb
MaHumyIsauuid Ha pabore. Pomb cekperaps B
dbopMupoBaHur  OJIAroONMpUATHOTO  KIWMaTa B
KOJIJICKTHBE.

4. O0pa3oBaTe/IbHbIE TEXHOJIOTHH

Oo0pa3oBaTte/ibHbIE TEXHOJIOTHHI

Ne

Haumenoeanue pazoena | Buowvl yueonoii OopazosamenvHble mexHono2uu




17

n/n padomul
1 2 3 4
1. |Pazoen 1. Bseoenue. Jlexyus 1. IIpobremnas nexyus
Jluckyccus
CamocmosmenvHnas
paboma Iloozomoeka k 3anamuro ¢
UCNONBL308AHUEM UHPOPMAYUOHHBIX U
9JIEKMPOHHBIX PeCcypco8
2. |Pazoen 2. Ucmopus Jlexyus 2 IIpobnemnas nexyus
CeKpemapcKoll CiyHcovl
Jluckyccus
CamocmosmenvHnas
paboma Iloozomoeka k 3anamuro ¢
UCNONb308AHUEM UHPOPMAYUOHHBIX U
INIEKMPOHHBIX PECypCo8
3. |Pasoen 3. Ponv u mecmo  |Jlexyus 3 IIpobremnas nexyus
cekpemapsi 8 CO8PEMEeHHbIX
CIMPYKmMypax ynpaeieHus Juckyccus
CamocmosmenvHnas
paboma Iloozomoeka k 3anamuro ¢
UCNONb308AHUEM UHPOPMAYUOHHBIX U
9NIeKMPOHHBIX PeCcypcos
4 |Pazoen 4. Opeanuzayua  |/lexyus 4 IIpobremnas nexyus
pabomol cekpemaps
Ipaxmuueckoe Juckyccus
sauamue [
Iloozomoeka k 3anamuro ¢
Camocmosimensnas |UCNOIb306aHUEM UHGOPMAYUOHHBIX U
INEKMPOHHBIX PeCYpCo8
paboma
Ilo02omoska Kk KOHmpOoabHOU pabome
5 |Pa3zoen 5. Jlexyus 5 IIpobremnas nexyus
Opeanusayuonno-
AOMUHUCMPAMUBHASL Ipaxmuvecroe Juckyccus
oesmenbHOCmb cekpemaps |sanamue 2
Iloozomoeka k 3anamuro ¢
Camocmosimensnas |UCNOIb306aHUEM UHGOPMAYUOHHBIX U
INIEKMPOHHBIX PECYPCo8
paboma
6 |Paszoen 6. Paboma Jlexyus 6 IIpobremnasn nexyus
cekpemaps no
UHpOPMAYUOHHOMY Ipaxmuuecroe Juckyccus
00CIYHCUBANHUIO sansmue 3
pyKosodumens Iloozomoeka k 3anamuro ¢
Camocmosimensnas |UCNOIb306aHUEM UHGOPMAYUOHHBIX U

paboma

9eKMPOHHBIX PECYPCO8
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Iloozomoska Kk KoHmpoabHOU pabome

7 |Pazoen 7. [Icuxonozcus Jlexyus 7 IIpobremnas nexyus

0bwenus cekpemapsi

Jluckyccus

Camocmosmenvnas | [Toocomoera k 3aHAMUIO €

paboma UCHONIb308AHUCM qubopmaquHHblx u
OJIeKMPOHHBIX Pecypcos

Toozomoska k OK3AaMeEH)

5. OneHka IVIaHNUPYeMBbIX Pe3yJIbTATOB 00y4eHHus

5.1. CucTremMa oLleHUBaHUA

®opma KOHTPOJIA Makc. KoJ1H4ecTBO 0217108
3a ogny Bcero
padory

Texymui KOHTPOJIb:

- Onpoc u yyacmue 8 OUCKYCCUU HA cemunape (memul |5 6annos 35 6annos

1-7)

- KOHMPONLHASL PAOOMA HA CEMUHAPCKOM UTU 10 6annos 10 6annos

npakmuyeckom 3ansamuu (memol 3-4)

- KOHMPONbHASL pAOOMA HA CEMUHAPCKOM UNU 15 6annos 15 6annos

npakmuyeckom 3ansamuu (memwl 5-6)

[TpoMexyTodHas aTTecTalus 40 6annos

(nucbmenHwvlli omeem Ha 2 6onpoca)

Hroro 3a cemectp (Oucyuniuny) 100 6annos

3a4ém ¢ OYeHKou

ITosrydeHHBII COBOKYNHBIN pe3yabTaT KOHBEPTUPYETCS B TPAAULIMOHHYIO IIKATy OLICHOK U B
IIKaly OIleHOK EBporeiickoii cucteMsl nepenoca u HakoruieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTCTBHHM ¢ TabnuIeit:

100-6amipHas Tra R lkana

HIKaJia PaJHULIMOHHAA Tl ECTS

95 -100 A
OTIINYHO

83-94 3a4YTEHO B

68 — 82 XOpOIIO C
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56 - 67 D
YZIOBJIETBOPUTEIBHO

50-55 E

20-49 FX
HEYJI0BJIETBOPUTEIBHO HE 3a4TEHO

0-19 F
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5.2.KpuTepum BbICTABJIEHUS] OLIEHKH O AUCHUIIHHE

Banael/
HIxana
ECTS

Ounenka no
MUCHUILINHE

Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
AUCHUIINHE

100-83/
A.B

COTIIMYHOY/

«324TEHO
(oTHYHO)»/

«3a4YTCHO»

BricraBnsiercs oOyuaromemMycs, €ciid OH IITyOOKO U
IIPOYHO YCBOMJI TEOPETUYECKUM U IPAKTUUECKUI
Marepuai, MOXET IIPOJAEMOHCTPUPOBAT 3TO HA 3aHATUAX
U B X0JI€ TPOMEKYTOYHON aTTECTaLUU.

OOyuaronuiics HCUEPIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPUIO C
IIPAKTUKOM, CIIPABISICTCA C PEIICHUEM 3aad
npo¢eCCHOHATBLHON HAMPAaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, ITPABHIILHO 0OOCHOBBIBACT ITPUHSATHIC
peleHusl.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeccHoHaIBHOM JIUTEepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJaromEeMycs C
y4E€TOM PE3yNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnerenmnuu, 3akpeni€HHuble 3a AUCHUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «BBICOKUI.

82-68/

«XOpouIo»/

«324TEHO
(xoporo)»/

«3a4YTCHO»

BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUH U IIPAKTUYECKUNA MaTepua, paMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUAX U B XOJE
IIPOMEKYTOYHON aTTECTAlUU, HE JOIYyCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicss IpaBUIBHO MPUMEHSET TEOPETHUECKHUE
IIOJIOXKEHUS IIPU PELLIEHNUHN ITPAaKTUYECKUX 3a1a4
npodeCCHOHATBLHON HAMPAaBICHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMHU ISl TOTO HaBbIKAMH
U IpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATIBLHOM TUTepaType.

O1eHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOMEMyCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnerennuu, 3akpeni€HHble 3a AUCHUIIIMHOM,
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Banasl/ Ounenka no Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
Hlkana AUCHUIINHE AUCHUIINHE
ECTS
c(OpPMHPOBAHBI HA YPOBHE — «XOPOIIHUI».
67-50/ «yIOBJIIETBOPH- BricraBnsiercs o0yuaromemMycs, eciii OH 3HaeT Ha 6a30BOM
D TEJNbHOY/ YPOBHE TEOPETUUECKUI U IIPAKTUYECKUN MaTepual,
B JIOMYCKAEeT OTAETIbHBIC OMIMOKH MPH €ro U3JI0KEHUU Ha
(SATTCHO 3aHATHAX U B X0J1€ IPOMEXKYTOUHOM aTTeCTalUH.
(ynosnerBopu-
TEJIBHO)»/ OOyuaronuiicss UCTIBITHIBACT ONpPEACIEHHBIE 3aTPYAHEHUS
B IIPUMEHEHUH TEOPETUUECKUX TOJIOKEHUH NPU PELIEHUU
(GATTCHOY MPAaKTUYECKHX 3a/1a4 MPO(HeCCHOHAIBHONW HAPaBICHHOCTH
CTaHJIapTHOI'O YPOBHS CIIO)KHOCTH, BJIAJEET
HEOOXOUMBIMU JIJIs1 3TOTO Oa30BBIMHM HAaBBIKAMHU U
IPUEMAMH.
JIeMOHCTpHpPYET 0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JUTEPATYpPHI 110 TUCLHUIUIMHE.
OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEMycCs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCcTaluu.
Komnereniuu, 3akperniéHuble 3a AUCIUITUTMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «JJOCTATOUHBIIH).
49-0/ «HEYIIOBIIETBOpPHUTE | BricTaBisercs oOyydaromemMycs, €ciii OH He 3HaeT Ha
JTBHOY/ 6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
FEX MaTepHal, 10MycKaeT rpyOblie OUIMOKH IpU ero
HE 3a4TEHO

HU3JI0KCHHUHU Ha 3aHATHUAX U B XO€ HpOMG)I(yTO‘IHOﬁ
aTTcCTalluu.

OOyuaronuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKHUX ITOJI0KEHUN IIPU PELLICHUU
MPAaKTUYECKHX 3a/1a4 MPO(eCCHOHAIBHON HAPaBICHHOCTH
CTaHIAPTHOI'O YPOBHS CIIOKHOCTH, HE BIIAJIEET
HEOOXOIMMBIMU JIJISl 3TOTO HAaBBIKAMU U IPHUEMaMHU.

JleMOHCTpHpYeT (pparMeHTapHbIe 3HAHUS YIeOHOH
JUTEPATyphI 10 TUCHUTUIHHE.

OreHka Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJaromEeMycs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.
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Banasl/ Ounenka no Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
I xana AUCHUIINHE AUCHUIINHE
ECTS

KomMmneTeH1uy Ha ypoBHE «JOCTaTOUHBINY, 3aKPEIUIEHHBIE
3a AUCUUIUIMHON, He C(OPMHUPOBAHBI.

5.3. OueHouHble cpeacTBa (MATEPHAJIBI) VISl TEKYIET0 KOHTPOJISI yCIIeBAeMOCTH,
NMPOMEKYTOYHOM ATTEeCTANMH 00y4alOIHUXCS M0 JUCHUILIHHE (MOOY10)

Konmponvnoie 6onpocwl 0nsa meKywieii u npOMeXNCymo4Hou ammecmayuu

[Ipodeccrnonanbhbie TpeOOBaHUS K CEKPETAPIO PYKOBOIUTEIIS;
Oco0eHHOCTH OpraHu3aly Pabovero MecTa CeKpeTaps;

[IpaBuia BegeHus TeneOHHBIX IEPETOBOPOB;

O0s3aHHOCTH ceKpeTaps 0 OpPraHU3aLuH [IEPEroBOPOB PYKOBOAUTEIIS;
Crienn¢rika mmaHupoBaHHE PabOYero AHS PyKOBOAUTENS H CEKpeTapsi;
[IpaBoBas 1 HOpMaTHBHAs perjJaMeHTanus paboThl CEKpeTaps;
Opranun3zanyst paboThl IPUEMHON PYKOBOJUTEIIS;

Pabora cexperapst B chepe nHDOPMAITHOHHOTO 00ECIICUCHUS;

¥ X NNk w

[IpaBuna  pmemoBoro  oOmIEHWST C  PYKOBOAMTENIEM, COTPYJHHKAMH, IOCETHUTEISIMH,
MTOTYMHEHHBIMH;

10. O6s3aHHOCTH ceKpeTaps MO MOATOTOBKE U MPOBEACHUIO COBEILIAHNH;

11. Ponb cekpeTaps B IOATOTOBKE KOMaHAMPOBOK PYKOBOJUTENS;

12. TlpaBuia MoBEIEHYECKOTO ATUKE CEKpETaps;

13. Mecto cexpeTaps B yIpaBIE€HUYECKON CTPYKTYyp€e OpraHU3aLlNN;

14. KonduneHunanbHOCTH B paboTe ceKpeTaps;

15. IlpaBuna noBeaeHUs ceKpeTapsi B KOHQIUKTHBIX CUTYaIHsX.

Bapuanm 6nuy-xonmponwvnoi pabomaol

1. Bunpl 1esTeNnbHOCTH CEKpeTapsl.
2. TpeboBaHUs1, IPEIbIBIsAEMbIC K CEKPETapIO: YTO OH JIOJKEH 3HATh U YMETh.

3.CocTaBuThH PE3IOMC MPETCHACHTA Ha JOJDKHOCTD CCKPETaps.
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6. YuyeOHO-MeTOAMYeCcKOEe U HH(POPMALIMOHHOE 00ecneuyeHue TUCIHIIJIMHBI

6.1. CnuCOK HCTOYHHKOB H JINTEPaTypbl

Hemounuku

Obs3amenvHuvle

®enepanbublii 3akoH oT 27.07.2006 Ne 149-03 «O6 unpopmaryu, HHPOPMATMOHHBIX
TEXHOJOTUSX W 3amuTe uHpopManuu» [DIeKTpoHHBIM pecypc] — Pexum pgocrtyma:
http://www.garant.ru.

®enepanbubiii 3akoH 0T 02.05.2006 Ne 59-D3 «O mopsake paccMOTpeHHs OOparieHui
rpaxgan  Poccuiickoit  ®enepamuu»  [OnekTpoHHBIM  pecypc] — Pexum  gocryma:
http://www.garant.ru.

O®enepanpubiii 3akoH ot 27 wutona 2006 r. N 152-®3 «O mnepcoHANbHBIX JAaHHBIX
[DnexTpoHHBIH pecypc]| — Pexxum noctyna: http://www.garant.ru.

HpO(i)CCCI/IOHaHLHBIf/’I CTaHAapT ((CHG]_[I/Ia.]'II/ICT o OpraHn3allMOHHOMY U JOKYMCHTALIMOHHOMY
00eCIeYCHNIO  yIPABJICHUIO oOpraHu3anuein» [DIEKTpOoHHBbIM pecypc] — Pexum npocryna:
http://www.garant.ru.

Jlumepamypa

Obs3amenvhas

beikoBa T.A. JlokyMeHTallMOHHOE OOeCIeueHUe YMpaBiIeHHs (JIEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3uerosa. -2-e¢ uza. nepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 C. —Pexum JIOCTyIa:
http://znanium.com/go.php?id=942800/

Hononrnumenvras
Jlykam, FO. A. BeITh cekpeTapem pykoBoauTenst GupMbl [DIeKTpOHHBIN pecypce] : yued.
nocobue / FO. A. Jlykam. - M.: @aunTta, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum

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

[Tpodeccus - nomomHUK pykoBoautess: Ilpuemsl «Bbicero nunoraxay / Jlazapes K. -
M.:Anpnmaa  [labn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum pocryna:
http://znanium.com/catalog/product/917159

6.2. Ilepeuenb pecypcoB HHGOPMAIHMOHHO-TEJEKOMMYHMKAIIMOHHON  CeTH
«HHnTepHeT»

IapanT [DnexTpoHHbIH pecypc]. Pexxum nocryma: http://www.garant.ru.
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ONeKTpOHHO-OMOIMOTeYHas cucTeMa [ODNeKTpoHHbIM pecypc]. Pexum goctyma: http://www.

znanium.com

7. MaTtepuaJibHO-TEXHMYECKOe o0ecreyeHne TMCUMILUIUHBI (MO1YJIs1)

AyauTopun sl TPOBENEHMS] JIEKUMIA M CEMUHAPCKMX 3aHSATUI C TEXHUYECKUMHU CPefcTBaMu
00y4YeHHs (MyJIbTUMEHA-TIPOEKTOP (BUIEONPOEKTOP), 3KPaH (IIEPEHOCHOI I CTALMIOHAPHBIN)).

Cocras nporpammuoro odecneuenusi (I10), coBpemennbix npogeccuoHanbHbIxX 6a3 gaHHbIX (BII) u
uHgopmMauuoHHO-cnipaBoyHblie cuctem (MCC) (2017 r.)

1. Ilepeuens 11O

Tabauya 1
Nen Haumenoanue 110 ITpousBopurens | CnocoO pacnpocTpaHeHUs
/i (uyensuonmoe Uil
Cc80000HO
pacnpocmpanaemoe)
1 Adobe Master Collection CS4 Adobe JIMLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLEH3UOHHOE
11 Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE
2. Ilepeyens B u UCC
Tabauya 2

Neri/im HaumenoBanue
MexyHaponsble pedpepaTuBHbIe HayKomeTpuieckue b1, mocTynHble B paMKax
HalyoHaJIBLHOM mogmcku B 2017 1.

Web of Science

Scopus

IIpodeccronanbible nomHOTEKCTOBBIE B, MOCTYNMHBIE B paMKaxX HAMOHAJIBLHOM MOANVCKY B
2017 r.

Kypnanb! Oxford University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnainel Taylor and Francis
[Tpopeccronanbhbie nonHoTeKCTOBLIE BT

JSTOR
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M3pnanus no oOEeCTBEHHbIM U T'YMAHUTAPHBIM HayKaMm

KOMHI)IOTCPH])IC CIIPABOYHbIC NPABOBLIC CUCTEMbBI

Koncynbsrant Imoc,
I'apanT

Cocras nporpammuoro odecneyenust (I10), coBpemennpix npogeccuonanphpix 6a3 nanupix (b1) n

uHgopmMauuoHHo-cnipaBoyHblie cuctem (MCC) (2018 r.)

1. Ilepeyens 11O

Tabauya 1
Nen Haumenosanue 110 ITpousBopurens | CnocoO pacnpocTpaHeHUs
/i (uyensuonmoe Uil
Cc80000HO
pacnpocmpanaemoe)
1 Adobe Master Collection CS4 Adobe JIMLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLEH3UOHHOE
11 Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE
2. Ilepeyens B u UCC
Tabauya 2

Nerr/

HanmeHnoBanue

Mexynaponsblie pedhepaTiBHbIe HayKoMeTpuieckue b1, mocTynHbie B pamMkax
HalyoHaabHOM nognucku B 2018 r.

Web of Science

Scopus

IIpoeccronanbble nosHOTEKCTOBBIE B, HOCTYNHBIE B paMKaXx HalOHAJIBHOW MOJNACKA B
2018 r.

Kypnanb! Oxford University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Kypnainbl Taylor and Francis

[Tpopeccronanbhbie nonHOoTEKCTOBLIE BT

JSTOR
M3pnanus 1o oOeCTBEHHbIM U T'YMAHUTAPHBIM HayKaMm

KOMHI)IOTCPH])IC CIIPABOYHbLIC MPABOBLIC CUCTEMbI

Koncynbsrant Imoc,
I'apanT
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Cocras nporpammuoro odecneuenusi (I10), coBpemennbix npogeccuoHanbHbIx 6a3 gaHHbIX (BII) u
uHgopmauuoHHo-cnipaBoynblie cuctem (MCC) (2019 r.)

1. Ilepeuens 11O

Tabauya 1
Neni/ Haunmenosanue I1O ITpousBopuTens Cnoco6 pacrpocTpaHeHHs
n (auyensuonrnoe uau c60600HO
pacnpocmpanaemoe)
1 Adobe Master Collection CS4 Adobe JIMLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLEH3UOHHOE
9 Microsoft Office 2013 Microsoft JIMLEH3UOHHOE
12 Windows 10 Pro Microsoft JIMLEH3UOHHOE
13 Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE
2. Ilepeyens B u UCC
Tabauya 2

Neri/im HaumenoBanue
Mexynaponsblie pedhepaTiBHbBIe HayKoMeTpuieckue b1, mocTynHbie B paMKax
HalyoHaJabHOM nognucku B 2019 r.

Web of Science

Scopus

IIpodeccronanbuble nomHOTEKCTOBBIE B, MOCTYNMHBIE B paMKaxX HaMOHAJIBLHOM MOANVCKY B
2019r.

Kypnanbl Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnaine! Taylor and Francis

DJIEKTPOHHbIE U3[1aHKs U3/IaTeIbCTBA Springer
[Tpopeccronanbhbie nonHOoTEKCTOBLIE BT

JSTOR
M3pnanus 1o oOeCTBEHHbIM U T'YMAHUTAPHBIM HayKaMm
KoMnbloTepHble cipaBOYHbIE IPABOBbLIE CUCTEMbI

Koncynbsrant Imoc,
I'apanT
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8. Oo0ecneyeHue 00pa3oBaTeIbLHOr0 MpoLecca A JHL ¢ OrPAHMYEHHBIMH BO3MO:KHOCTSIMU

3A0POBbS U HHBAJIU/I0B

HpI/I HCO6XO,I[I/IMOCTI/I pa60qa;1 nporpaMma AJUCHUIIIIMHBI MOXKET OBITH alaliTUpoBaHa JJId
obecneucHus 06pa30}3aTem>Horo nponoecca juiaM € OrpaHMYCHHBIMU BO3MOKHOCTAMU 310POBbSA, B TOM
YUCJIC O JUCTAHIITMOHHOI'O 06yqum1. I[J'DI 9TOT0 OT CTYACHTA Tpe6yeTc;1 OpCACTAaBUTH 3aKJIHOUCHHUC
HCI/IXOJ'IOFO-MC,Z[HKO—HC,I[aFOFH‘{eCKOﬁ KOMHUCCHUHU (HMHK) 1 JJUYHOC 3asBJICHHC (BaﬂBHCHI/Ie 3aKOHHOI'O

MPEIICTABUTEIS ).
B 3axnrouenuu [IMIIK nomkHO OBITH TPOITUCAHO:

- pPEKOMCHAYyCMas yqe6Ha;1 Harpyska Ha O6y‘laIOH_[€FOC$I (KOJ'II/I‘lCCTBO ,Z[Heﬁ B HCACIIO, 4aCOB B

JICHB);
- 000pyIOBaHNE TEXHUYECKHX YCIOBHHU (TIPH HEOOXOJUMOCTH);

- CONpOBOXKICHUE M (WJIM) MPHUCYTCTBUE pOIUTENCH (3aKOHHBIX MPEICTaBUTENECH) BO BpeMs

y4eOHoro mporecca (mpu HE0OXOAUMOCTH);

- OpraHusanus MNCUXOJIOTO-ICAArOrn4YCcCKOro COMnpoOBOKICHUC 06yqa10meroc;1 C YKasaHueM

CIICIHUAJINCTOB 1 ,Z[OHYCTPIMOP'I Harpys3ku (KOHI/IHGCTBa 4JacoB B He,I[CJ'IIO).

IIJ'ISI OCYHICCTBJICHUA TMPOLCAYP TCEKYHICrO KOHTPOJA YCIOCBACMOCTH U HpOMC)KyTO‘-IHOﬁ
aTTCCTallu1 o6yqa}oumxc;1 npu HeO6XO,I[I/IMOCTI/I MOTYyT OBITH CO3JaHbI (1)OH,I[I>I OLCHOYHBIX CpPCACTB,
aIallTUPOBAHHBIC JId JIUMI] C OIrpaHUYCHHBIMU BO3MOXKHOCTAMH 3A0POBbA W IMO3BOJIAIOMIUMC OLCHUTH
AOCTUKCHUC UMHU 3aIJIAHUPOBAHHLBIX B OCHOBHOH O6p8.30BaTCJ'II>HOI‘/1 nporpaMme pe3yJjibTaToB O6y‘-I€HI/I$I u

YPOBCHb C(l)OpMI/IpOBaHHOCTI/I BCECX KOMHGTCHL{I/Iﬁ, 3asBJICHHBIX B O6pa3OBaTCJ'H>HOI>’I nmporpamMmme.

®dopma mpoBeneHHMs TEKyIleli W MTOrOBOM aTTeCTalud A JIML C OrpaHMYCHHBIMU
BO3MOXHOCTSIMH ~ 3[IOPOBBSl  yCTaHABIMBAETCS C YYETOM HHAMBUAYAIBHBIX ICUXO(PHU3MUECKUX
oco0eHHOCTeH (yCTHO, MUCbMEHHO (Ha Oymare, Ha KOMIbIOTEpE), B (opMe TecThpoBaHus U T.1.). [lpu
HEOOXOIUMOCTH CTYJIEHTY MPEJOCTABISETCS TOTOTHUTEIBHOE BpEMs ISl IOATOTOBKH OTBETA Ha 3a4eTe

MK OK3aMCHCE.

9. MeToau4eckue MaTepuaJbl

9.1. Il;1aHbI CeMMHAPCKUX 3aHATHH

Tema 1 (4 4.). Posib 1 MeCTO ceKpeTapsi B COBPEMEHHBIX CTPYKTYPax ynpaBJieHHsI.
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Opranmsanus pa0doThI ceKpeTaps.

Lenv 3anamus: OnpenenuTb OpPraHU3alMOHHBIE W IPABOBbIE OCHOBBI JESTEIHLHOCTH
CeKpeTapei, Hay4YHTbCS ONPEACNSATh MEPCOHAIBHYIO 3arpyKEHHOCTh CEKpETapsi, COCTaBIIATH
JIOKaJIbHBIE HOPMATHBHBIE aKThI B c(hepe ero IesTeNbHOCTH.

Dopma nposedenus — NPAaKTUUECKOE 3aJaHUE.

3aoanus:

1.M3y4nTh THUNIOBBIE CTPYKTYPHI CIIYKO JEJIOMPOU3BOJCTBA (KAaHLEISAPUI), ONPENeIuTh
MECTO CEKpETapuaToB U CEKpeTapeil pyKOBOIUTENS B CTPYKTYpE YIPaBICHHUS.

2. B COOTBeTCTBMM C TMpeUIOKEeHHOW «(doTorpadueit» pabodero nHs cekpeTaps, U
NPE/UIOKEHHBIMH  HOPMAaTHBHO-METOJMYECKMMU MaTepHajaMi pPAacCUUTaTh IEPCOHAIBHYIO
3arpy>KeHHOCTh CeKpeTapsl.

3.Ha ocHoBanuu npogeccruoHaibHOro cranaapra « CrienuaiucT 1o OpraHu3alioHHOMY U
JTOKYMEHTAITMOHHOMY OOECIICYeHHUIO YIPABICHHUIO OpraHU3allei» W THIIOBOM CTPYKTYpHI
JOJDKHOCTHOW MHCTPYKLUH, pa3padoTaTh 3TOT JOKYMEHT Ha CEKpeTapsi pyKOBOJAUTEIIS.
Vkasanus no evinonnenuro 3a0anuii:

1. W3yuutb TpeACTaBICHHBIE CXEMbl C THIOBBIMH  CTPYKTypaMH  CIIyXO
JIeTIOTIPOU3BOICTBA (KAHIIENSAPUIL), YCTAHOBUTH KAKO€ MECTO B CTPYKTYpPE YIPABJICHUS 3aHUMAET
CeKpeTapuaT, Kakue CEKpeTapu BKIIIOYCHBI B COCTaB CEKpeTapuara, Kakue METOIMYECKH UM
pykoBozsTcsi. OTBETUTh HA BOMPOC, K KaKOH KaTEropuu OTHOCHUTCS CEKpPeTapb PYKOBOIUTEIIS.
[TouMHEHHOCTH CEKpeTapsi pyKOBOAUTEINS OTPA3UTh CXEMaTHUECKH.

2. U3yunts «dortorpaduio» paboyero IHSA CEKpeTaps, cIaelaTh BBIBOA O COCTAaBE €ro
(byHKUMH, OIpeIennTh, Kakue U3 (QyHKIMHA SBIAIOTCS HOPMUPOBAHHBIMU, Kak HeT. C IOMOIIbIO
¢dopmyn pacuera SBOYHOW YHCICHHOCTH M HOPM BPEMEHH, 3aKPEIUICHHBIX B OTPACIEBBIX U
MEKOTPACJIEBbIX HOPMATHUBAX BPEMEHH, PACCUUTATh NMEPCOHAIBHYIO 3arPyKEHHOCTh CEKpeTapsl.
CraenaTh COOTBETCTBYIOIIMI BBIBOJ O MEPAX M0 ONTHUMHU3ALUH €T0 PAOOTHI.

3.3yunTth KBaIM(UKAUOHHBIE XapPaKTEPUCTUKHU CEKpeTaps  pyKoBoauTens (U3
npodeccuoHanbHoro cranpapra «CoenuanucT 10 OpraHU3alMOHHO-I0KYMEHTAIHOHHOMY
00ECTIeYeHNIO EATETPHOCTH OPHIaHU3ALMN), CENaTh BBIBOJ O cocTaBe (YHKUMN CEKpeTaps.
Ha ocHOBaHuM TUNIOBOI CTPYKTYpPHI, pa3paboTaTh JOJKHOCTHYIO CEKpeTapsi PyKOBOIUTEIS.

Paznensl  OMKHOCTHOM ~ MHCTPYKIMHM — «IpaBa» M «OOS3aHHOCTH»  CJEIyeT
copMyIHPOBATH UCXO U3 (PYHKIMI cekpeTaps.

B kauectBe pabouero marepuaiga K COCTAaBICHHIO JODKHOCTHOW MHCTPYKIMH MOXHO

oopMuTh TAOIHUILY:
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DOyHKIUH (10KHOCTHbIE IIpasa OTBEeTCTBEHHOCTH

00s13aHHOCTH)

Cnucox ucmouyHuKos u Jaumepamypbol.

Hemounuku:

®enepanbublii 3akoH oT 27.07.2006 N 149-03 «O6 unpopmaryu, HHPOPMATMOHHBIX
TEXHOJOTUSIX W 3amuTe uHpopManuu» [DIeKTpoHHBIM pecypc] — Pexum pocryma:
http://www.garant.ru.

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

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

HpO(l)CCCI/IOHaHLHBIf/’I CTaHAapT ((CHG]_[I/IaJ'II/ICT o OpraHnu3alilMOHHOMY U JOKYMCHTALIMOHHOMY
00eCIeYeHNIO  yIPaBJICHUIO oOpraHu3anuein» [DIEKTpoHHBIM pecypc] — Pexum npocryna:
http://www.garant.ru.

Jlumepamypa

Obs3amenvhas

beikoBa T.A. JlokyMeHTalMOHHOE OOecIeueHUe YMpaBiIeHHs (JIeIOMPOU3BOJICTBO)
[DnexTponHBIH pecypc]; yuebnoe nocooue/ T.A. brikoBa, T.B. Ky3nenona. -2-e u3z. nepepad. u
JO1I. - Mocksa: Hndpa-M, 2018. -304 c. —Pexum JOCTYyIIA:
http://znanium.com/go.php?id=942800/

Hononrnumenvras
Jlykam, FO. A. BeITh cekpeTapem pykoBoauTenst GupMbl [DIEeKTpOHHBIN pecypce] : yued.

nmocobue / FO. A. Jlykam. - M.: @aunTta, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum

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

[Mpodeccus - momontHUK pykoBoautens: [Ipuemsl «Bbiciiero nuaoraxay» / Jlazapes K. -
M.:Anpnmaa  [labn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum pocryna:

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

Mamepuaﬂbﬂo-mexﬂuquKoe obecneuenue 3aHAMUA.
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Pazpgatounsiii MaTepuan:

1. Beimepxku u3 mnpodeccuoHambHOro craHaapra «CHenUMalucT MO OpPraHU3alMOHHO-
JOKYMEHTAITHOHHOMY 00€CIICUEHUIO IeATEIIbHOCTH OpraHU3aIum»

2. Marepuaisl 1e10Boi Urpsl («pororpadus» padbodero AHA CEKpeTaps).

3. COOpHHKH C HOpPMAaTHBaMH BPEMEHHU.

4. CxeMblI CITyK0 1eJ0MPOU3BOJICTBA (KaHIICISAPHiL).

Tema 2 (4 4.). Opraun3annOHHO-AIMUHUCTPATHBHAS JEATEIbHOCTH CEKPeTaps

Lenv 3anamus: OnpenenuTb OCHOBHBIE OpPraHM3AaLMOHHBIE (YHKLIHU CEKpeTaps,
0oTpabOTaTh TEXHOJIOTUIO BEJEHUS IpHEMa IOCeTUTENeH, TIOATOTOBKH  COBELIAHMS,
KOMaHAUPOBOK PyKOBOJUTEIIS.

Dopma npogedenuss — IPaAKTHUECKOE 3a7aHuUE.
3aoanus:

1. U3yunte @3 «O mopsake paccMOTpeHHss OOpallleHH TpakJaH», OIpPENeIUTh
0053aHHOCTH CEKpeTaps B XOJA€ MPOBEACHHS INpuUeMa TpakIaH IO JMYHBIM BOIPOCAM.
[ToaroroButs Qopmy perucrpaiuu mnocerurencii. Ha ocHOBe MaTepuanoB AETOBOW HIPBHI
0(hopMUTH KOHTPOJIBHYIO KAPTOUKY Ha MOCETUTEIIS.

2. V3y4uTh MOMIAroBYI0 MHCTPYKIUIO MOJATOTOBKH COBEINAHUs, O(QOPMUTH JTOKYMEHTHI,
CO3/1aBaEMbIE B XO/1€ ITOW MPOLEAYPHI.

3. Ipoananu3upoBaTh MaTepHaibl J€IOBOW Hrpbl (MHGOpMAIMIO O KOMAaHIHPOBKE
pykoBoauTens), O(GOpPMUTH JOKYMEHTBHI, CO3JaBacMble B XOJ€ MOATOTOBKM K IIOE3JKE

PYKOBOAMTEIIA.

Vkasanus no evinonnenuro 3a0anuii:

1. Nzyuuth @3 «O nopsiike paccMOTpeHUs 00palleHuid TpaxkIaH», CeNaTh
BBIBOJl , KAKHE€ BOIIPOCHI IIpUEMa Ipa’kJaH PETIaMEHTHPOBAHBI B IaHHOM 3aKOHE. Y CTaHOBHTH
MOPSIOK MpHUeMa TpakJaH, JOKYMEHTHI, oopmisieMble B xoae ux npuema. OpopMuTs B Buze
IIOIIArOBOM MHCTPYKLIUH.

Ha ocHOBe mMaTepuasioB JeI0BOI UTPHI, copepxkaiieil MHOOPMALIUIO O TIOCETUTENE, [EH
MIOCEIEHNUs, NPEJOCTABISEMBIX MaTepuagax 3aperucTpupoBaTh IOCETUTENSI B IKypHale

perucTpanyy noceTuTene uin opopMUTh KOHTPOJIbHYIO KAPTOUKY.
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2. M3yunTh MOIMIArOBYI0 MHCTPYKIUIO MOATOTOBKM K COBEIIAHUIO, CHIENATh
BBIBOJ] O COCTaBE€ JOKYMEHTOB, O(OpPMISIEMBIX CEKpeTapeM B XOJA€ €ro MOJIrOTOBKH H
MOCTIEeIOBATEeNbHOCTH MX co3faHusa. OQOpMUTH COOTBETCTBYIOIIME JIOKYMEHTHI (CHHCOK
YYaCTHHUKOB, TIOBECTKA JIHS, SBOYHBIH JIMCT, MPUTJIAIICHUE Ha COBEILIAHHE).

3. Hcnonb3ys MaTepuaisl Jel0BON UTPbl 0hOPMUTH KOMIUIEKT JOKYMEHTOB
K T[I0€3/IKe pYKOBOJAWTEINS: IUIAaH TOE3JKM, IpPUKa3 O HalpaBIeHUH PYKOBOAUTENS B
KOMaHIUPOBKY, IPUKA3 O BO3JIOKEHUU O0S3aHHOCTEH PYKOBOIUTENS Ha ero 3amectutens. [lpu
pa3paboTke MpUKa3a O HAIPABICHUU PYKOBOAUTEINS B KOMAHIMPOBKY MOXKHO BOCIIOJIb30BATHCA
yHupUIpoBaHHOK Gopmoit T-9 ninm coctaBUTH €ro mo o0IKUM IpaBuUiIaM 0QOPMIICHHUS JAHHOTO

BUJa JOKYMCHTA.

Cnucox ucmouyHuKos u Jaumepamypbol.

Hemounuku:

®enepanbublif 3akoH 0T 27.07.2006 Ne 149-03 «O6 undopmauu, nHGOPMAITHOHHBIX
TEXHOJOTUSIX W 3amuTe uHpopManuu» [DIeKTpoHHBIM pecypc] — Pexum pocryma:

http://www.garant.ru.

®enepanbubiii 3akoH oT 02.05.2006 Ne 59-D3 «O mopsake paccMOTpeHHs OOparieHui
rpaxgan  Poccuiickoit  ®enepamuu»  [OnekTpoHHBIM  pecypc] — Pexum  gocryma:
http://www.garant.ru.

O®enepanpublii 3akoH ot 27 wutona 2006 . N 152-®3 «O mnepcoHANbHBIX JAaHHBIX
[DnexTpoHHBIH pecypc]| — Pexxum noctyna: http://www.garant.ru.

HpO(l)CCCHOHaHLHBIfI CTaHAapT ((CHG]_[I/IaJ'II/ICT o OpraHu3allMOHHOMY M AOOKYMCHTAIMOHHOMY
00eCIeYCHNIO  YIPABJICHUIO oOpraHu3anuein» [DIEKTpoHHBIM pecypc] — Pexum npocryna:
http://www.garant.ru.

Jlumepamypa

Obs3amenvhas

beikoBa T.A. JlokyMeHTallMOHHOE OOecCIeueHUe YMpaBiIeHHs (JI€IOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikosa, T.B. Ky3uerosa. -2-e¢ uza. nepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 C. —Pexum JIOCTyIa:
http://znanium.com/go.php?id=942800/

ﬂOnOﬂHumEJZbHa}Z
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Jlykam, FO. A. BeITh cekpeTapem pykoBoauTenst pupMbl [DIeKTpOHHBIN pecypce] : yued.
nmocobue / FO. A. Jlykam. - M.: ®aunTta, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocryma: http://znanium.com/catalog/product/455324

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

Mamepuaﬂbﬂo-mexﬂuqeacoe obecneuenue 3aHAMUL.

Pazpgatounsiii MaTepuan:

1. Boiaepxkuy u3 MpaBoBbIX aKTOB;
2. Martepuansl  Ael10BOM UIpbl  (IIPUEM  IIOCETUTENEH, COBELIAHME,
KOMaHAMPOBKA).

Tema 3 (4 4.). Pagora cekperaps mo HH(YOPMANHOHHOMY 00CIYKUBAHHIO PYKOBOTUTEISI
Lenv szansmus: W3yunTh GYHKOUH CEKpeTaps 10 HHOOPMAIHOHHOMY OOCIYKHBAHHIO

PYKOBOJIUTENS, OTPaOOTaTh HABBIKK WH(GOPMAIIMOHHOHN paboThI.
Dopma npogedenus — MPAKTUIECKOE 3aJaHUE.
3aoanus:

1.Ilpoananu3upoBaTh  NPEUIOKEHHBIE  WCTOYHMKM  WHpOpMALMM U BBIOpaTh
HEOOXOUMBIN B COOTBETCTBHH C 33/IaHUSIMH JICIIOBON HIPHI.

2. [ToaroToBUTH Mpecc-pen3 O MPeACTOosIIEH BRICTABKE, B KOTOPOH Y4acTBYeT KOMIIaHUS
U PYKOBOJUTEb.

3.3yunTh CTaTUCTHYECKUE JaHHBIC 00 MCHOIHHUTENBCKON AMCUUIUIMHE B OpraHU3ALUU
3a OTYETHBINH NEPUO/I, TOATOTOBUTH aHATUTUYECKYIO CIIPABKY.
Vkasanus no evinonnenuro 3a0anuii:

1.M3yunTh MaTepuanbl [EJOBOW WIPHI, BBUICHUTH, Kakas HH(popMaius HeoO0Xoanma
PYKOBOJIUTEIIO TI0 YCIOBHUSIM WIPBL. YCTAaHOBUTH KaKHe MCTOYHHUKHU HanOOJEee COOTBETCTBYIOT
3aJJaHHBIM ycIoBUsAM. CenaTh BBIBOJ 00 UX JIOCTOBEPHOCTH, CBOEBPEMEHHOCTH, JOCTYITHOCTH,
MIOJTHOTE, TEPBUYHOCTH WM BTOPUYHOCTH HMCTOYHHKOB HH(pOpMauuu. PesynpraThl aHanmza

MOTYT OBbITh O(OPMIICHBI B BHJI€ TAOJIUIIBL:

Hcro Kpurepun oleHKM HCTOUHHKA

YHUK I Hocto Caoespe Hocr [MepBUYHOCTH/BTO
nH(pOpMAaILIUY | onHoTa BEPHOCTD MEHHOCTb YIHOCTh PUYHOCTh
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2.M3yunth MaTepuanbl [€JI0BOM HIpbl  (ydyacTHE B BBICTABKE), Ha OCHOBAHMHU
NPe/UIOKEHHOH TUIOBOH (Gopmbl mpecc-penusa, odopmuth Ilpecc-penmuza mia CMU,
coZiepKalii MHGOPMAIMIO O TPEACTOSIIEM MEpPONPHUATHUA M YYaCTUH DPYKOBOJHUTEIS B
OTKPBITUH BBICTaBKHU.

3. U3yuuTh npeacTaBiIeHHbIC B TaOIUIE CTATUCTHYECKUE JaHHBIE 00 MCIOIHUTENbCKOM
JUCLUMIUIMHE B OPraHW3allld 3a OTYETHBIA nepuoa. Pa3paboTarh aHaNMTHYECKYIO CIIPAaBKY C
ydeToM TpeOOBaHUI K CTPYKType TEKCTa 3Toro Aokymenta u TpedoBanuii 'OCT P. 7.0.97-2016

npu ee 0pOpPMIICHHH.

Cnucox ucmouyHuKos u Jumepamypbol.

Hemounuku:

®enepanbublif 3akoH 0T 27.07.2006 Ne 149-D3 «O6 undopmaruu, nHGOPMAITHOHHBIX
TEXHOJOTUSIX W 3amuTe uHpopManuu» [DIeKTpoHHBIM pecypc] — Pexum pocrtyma:

http://www.garant.ru.

®enepanbubiii 3akoH oT 02.05.2006 Ne 59-@3 «O mopsake paccMOTpeHHs OOparieHui
rpaxgan  Poccuiickoit  ®enepanuu»  [OnekTpoHHBIM  pecypc] — Pexum  gocryma:
http://www.garant.ru.

®enepanbublii 3akoH ot 27 wutona 2006 . N 152-®3 «O mnepcoHANbHBIX JAaHHBIX
[DnexTpoHHBIH pecypc]| — Pexxum noctyna: http://www.garant.ru.

HpO(l)CCCI/IOHaJ'ILHBIf/’I CTaHaapT ((CHCL[I/I&J'H/ICT o0 OpraHu3allMOHHOMY MW AOOKYMCHTAIIUOHHOMY
00eCIIeYCHNIO  YIPABJICHUIO oOpraHu3amuein» [DIEKTpoHHBIM pecypc] — Pexum npocryna:

http://www.garant.ru.

I'OCT P 7.0.97-2016. Cucrema cTaHgapToB 10 HWHQOpPMAnUH, OHOIMOTEYHOMY U
U3JaTenbeKoMy aerny. OpraHu3aluOHHO-PACTIOPAAUTENbHAS ToOKyMeHTaus. TpeboBanus kK opopMiIeHUIO

JOKYMEHTOB. [ DIIeKTpOHHBIN pecypc] — Pexxum nocrymna: http:/www.garant.ru.

Jlumepamypa

Obs3amenvhas

beikoBa T.A. JlokyMeHTallMOHHOE OOECIeueHUE YMpaBiIeHHs (JIEIOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3nerosa. -2-e¢ uza. nepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 C. —Pexum JIOCTyIa:
http://znanium.com/go.php?id=942800/

ﬂOnOﬂHumEJZbHa}Z
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Jlykam, FO. A. BeITh cekpeTapem pykoBoauTenst GupMbl [DIeKTpOHHBIN pecypce] : yued.
nmocobue / FO. A. Jlykam. - M.: ®aunTta, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocryma: http://znanium.com/catalog/product/455324

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

Mamepuanvro-mexnuueckoe obecneuenue 3aHAMuUs.
Pazpgatounsiii MaTepuan:

1.TOCT P 7.0.97-2016. Cucrema ctangapToB 1o HHQOpMaru, OMOIHOTEYHOMY H
u3JaTenbekoMy neny. OpraHn3aloHHO-pacTiopsANTENbHAs JOKyMeHTanus. TpeOoBaHus K 0(OPMIICHUIO
JOKYMEHTOB.

2.Marepuanbsl AeNOBOM WUrpbl (3aJaHUE PYKOBOAWTENS HA IMOHMCK HMH(OpMAalMu, MUCBMO 00
y4yacTHM B BBICTaBKE, CBOJAHas TabiWLa IO CTPYKTYpHBIM IOApa3AeieHUsIM 00 HCIIOIHUTEIbCKON
JUCIIATLITHE)

IInan CEMMHAPCKHUX 3aHATHil. MeToanmdeckue YKa3aHus [0 UX OPraHu3alnuu M NpoBEACHUIO.

Jns pucruminuasl «OpraHu3anoHHO-UH(OPMAIIMOHHOE 00ecTeYeHne NesATeIbHOCTH
pPYKOBOIUTENS » 0TBeACHO 10 4acoB HAa CEMUHAPCKUE 3aHATHS.

Jlnst mpoBeneHust 3aHATHs BeiOMparoTcst TeMbl Ne 2,3.7 «Mcropusi cekperapckoit cirykObn», «Poiib

A MECTO CEKpeTaps B COBPEMEHHBIX CTPYKTypax YyIpaBJIEHUs», «IICHXOMOTHMYECKHE acleKThl B

pa60Te CCKpCTaps, IMOUCK pa6OTI>I 1 ajanrTanysa Ha HOBOM pa6oqu MECTE», , H€ OXBA4YCHHBIC

MPAKTUYCCKHUMU 3aHATUSAMU.

HCJ'H:IO CCMHUHAPCKUX 3aHATUH SBIISCTCS 3aKpCIIJICHUC CTYACHTOM IIOJTYYCHHBIX BO BpEM:A
JICKOUOHHOI'O0 KypcCa 3HaHI/If/’I, Pa3BUTUC Yy HETO0 INO3HABATCIIbHBIX CHOCO6HOCTGI71, CaMOCTOATCIIBHOCTHU

MBIIIJICHUWA.

B mpouecce mMOArOTOBKM K  CEMHHAPCKUM  3aHATHAM, CTYJCHTHI  JIOJIKHBI
CaMOCTOSITENIbHO M3YYHTh OJMH WM HECKOJBKO acleKTOB MPEIOKEHHONW TEMBbI, MOJTOTOBUTH
Pa3BEpHYTHIM JOKIIAA, COJACPKALIINI OCHOBHBIC TE€3HCHI OKJIAAA, TIO3ULUIO aBTOPA, €r0 OILCHKH
U3JI0KEHHOM NH(pOpMAIHH.

CemuHapckue 3aHiATHE TPOBOAMUT B (GopMe pa3BepHYTOll Oecenbl ¢ 3aciIyIIMBaHUEM
JOKIaauiKoB. Kax bl U3 TOKIIaZ0B JOKEH OTPaXaTh OTJCIbHBIA aCIIEKT TEMbl CEMHUHAPCKOTO

3aHATHUA.
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OO6cyxneHue NOKJIaza OCYIIECTBIsAETCS B (pOpMe IUCKYCCHUU C TNPHBICYCHUEM BCEX
CTYJEHTOB I'pyNIbl. B Xo1e AMCKycCcUU CTyI€HThI BBICKA3bIBAIOT CBOE KPUTUYECKOE OTHOILIECHUE
K TEME JI0KJIa/1a, BBIIBUTAIOT CBOM TOUKH 3pPEHUS.

TeMbI T0KJIA10B:

1.McTopus cexperapckoit ciy»0bl TopeBooIMoHHON Poccun.
2.Ponb cekperapeil B COBETCKUX yupexaeHusAX XX Beka.
3.Anekcanap ITockpeOsieB — cekpetaps 1.B.Cranuna
4.T'anuna benucnasckas — cekperapb C.A.Ecennna
5.AHHa CHutkuHa — cekperapb @.M.JocToeBckoro
6.Muxaun Criepanckuil — cekperapp Asekcanpa |
7.T'aBpuna [lepxkaBuH — cexperapb Exarepunsi 11
8.Anekceit Makapos — cexpetaps Iletpa 1

9.Anekcanap bezdbopoako — cexkperaps Exarepunsi 11
10.JIngus ®oruesa — cekperaps B.1. Jlennna

11.I1etp KproukoB — cekpetapb M. I'opbkoro

12. Banepus Jlebenena — cexperaps M.M. [IpumBuna
13. MBan benkoii — cexperapp Exatepunsr 11
14.Bnagumup Ilo3nep — cekperaps C.5. Mapiaka
15.A.C. I'paueB — npecc-cexkperaps M.C. ['opbayeBa

16. JIronmuna bapmesa — cexpetaps A.H. Toscroro

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

18. CoBpeMeHHOE COCTOSHHE CEKpPETapCcKOM CiIyXObl B YCJIOBUSAX HMHTEHCH(DHKAIUN
YIPaBJIEHYECKUX MPOIECCOB, PACHIMPEHHs MacIITabOB JESTEIbHOCTH TOCYJApCTBEHHBIX H
KOMMEPYECKHUX CTPYKTYP.

19..Kareropuu cexperapeii. Cekpetaps B CTpyKType ciyx0sl JJOY, B anmapare pyKOBOAUTEIS,
B COCTaBE CTPYKTYPHOT'O MOJPA3ICICHUS

20.OyHKIIMM M JOJDKHOCTHBIE OOSI3aHHOCTH CEKpeTapell B 3aBUCUMOCTU OT KaTeropuu
CEKPETapCKOT0 OOCITYKUBAHUS

21.J1enoBoIi ATUKET B paboTe ceKpeTaps
22 IlpaBuia OBEJACHUS CEKpeTaps B KOHPIUKTHBIX CUTYaIUSIX

23.IlpaBuna fe710BOr0 OOMIEHUST C PYKOBOJHUTEIEM, COTPYAHUKAMH, MOCETHUTEISIMH,
[TOJAYMHEHHBIMU

24. TpynoycTpolCTBO CeKpeTaps U ajanTalysi Ha HOBOM MECTe
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25. Cekperapb 1 pyKOBOAUTEIb, B3AUMOOTHOLIEHUS MTOJIOB.

26.Ctpecc Ha pabouem Mecte. Kak n3bexaTh cTpecca U Kak ¢ HUM O0pOThCSI.
27.Cnoco0bl morcka padoThl, aHAIN3 BaKAHCHI Ha PBIHKE TPYAa, SQ(PEKTHBHOE PE3IOME.

HcTouHuku u Jimrepartypa:

beikoBa T.A. JlokyMeHTallMOHHOE OOeCIeueHUe YMpaBiIeHHs (JI€TOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3nerosa. -2-e¢ uza. nepepad. u
JIOTI. - Mockaa: HNudpa-M, 2018. -304 C. —Pexum JIOCTyIa:
http://znanium.com/go.php?id=942800/

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

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

KonecuukoBa H. JI. lenoBoe obmenue. Business Communication [Dn1eKTpOHHBIN
pecypc] : yueb. mocobue / H. JI. Konecnukosa. - 5-e u3a., crep. - M.: @aunra, 2012. - 152 ¢. -
ISBN 978-5-89349-521-8. - Pexxum poctyma: http://znanium.com/catalog/product/495986

JHenoBoe obmienue. [lenoBoit 3Tuker: Yued. mocobue isi CTYIACHTOB BY30B / ABTOp-
cocrasutens U.H. Ky3nernos. — M. : OHUTU-JTAHA, 2017.- 431 c. - ISBN 978-5-238-01337-

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

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

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

Ipunooicenue 1

AHHOTAIUA JTNCHUIIJINHBI

HucuuruinHa  (MOIyNb) — peanusyercs Ha  (akyJbTeTe JOKYMEHTOBEOCHHS U
TEXHOTPOHHBIX apXWUBOB Kadeapoil JOKYMEHTOBEACHHUS, ayIMOBH3YalIbHbIX M HAy4YHO-

TCXHUYCCKUX apXHUBOB.
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[lenp AUCHUIUIMHBI — MOATOTOBHUTH CHEIMAIMCTA, OOJAMAIOIIET0 3HAHUSIMH OCHOBHBIX
HanpaBJICHUH OPraHU3alMOHHOW M WH(POPMAIMOHHONH palbOoThl, OCYLIECTBIAEMOW CEKpeTapeM s
obecrieueHus IesSTEILHOCTH PYKOBOAMTEIS, a TakKe BBIIBUTH Hamboinee 3(h(eKTHBHBIE METOIBI ATOU

paboTEL.

3anaq1/1 JUCHUITIIUHBI:

- YCTAHOBJICHUC POJIN CCKPCTAps B obecreucHun ACATCIIBHOCTH PYKOBOAUTCIIA,

- OTCJIC)KUBAHHC (1)0pMI/Ip0BaHI/ISI HpO(l)GCCI/II/I CCKpPCTapA U ONIPCACIICHUA MECTA PA3JIMIHBIX KaTCI‘OpI/Iﬁ

CEKpeTapeil B COBPEMEHHBIX CTPYKTYpax yIpaBICHMUS;

- OTIpeiesIeHNE OCHOBHBIX TPEOOBAaHUH, IPEABSIBIAEMBIX K CEKpPETapsiM U OPTaHU3alKu UX paboThI;

- OTHMCaHKWE OCHOBHBIX HANPaBJICHUH paOOTHI CEKpeTapsi Mo 00ECIIeYCHUIO AeSTEILHOCTH PyKOBOAUTEIIS;
- OCBELICHUE BOMPOCOB IPaMOTHOTO IIOCTPOSHHSI OPTaHU3aLMOHHO-UHPOPMAITHOHHOH paboThI;

- (I)OpMI/II_)OBaHI/Ie OCHOBHBIX HpO(l)CCCI/IOHaHLHBIX HaBBIKOB.

JucuumuinHa (MOyJb) HalpaBjieHa Ha (pOpMUPOBAHHUE CIETYIONUX KOMITETCHIIMNA:

- CIOCOOHOCTh CaMOCTOSITENBHO PadoTaTh ¢ pa3NuYHbIMU HcTouyHHKaMy nHpopmanmu ([1K-4);

- BJIAaJACHUC HaBBIKaMU pe(i)epI/IPOBaHI/IH U aHHOTHUPOBAHUA Hay‘lHOfI JIMTCpATyphbl, HaBBIKAMU

penakropckoit padotsr (ITIK-11);
- 3HaHUe TPpeOOBaHMA K OpraHU3anuu cekperapckoro oocmyxuBanus (I1K-35).

B pe3ynbraTe 0ocBOSHUS TUCHUTUIHNHBI (MOYJIS1) OOYYAIOIIHIACS TOMIKEH:
3name

- POJIb ¥ MECTO CEKpeTapsi B COBPEMEHHBIX yIpaBieHyeckux cTpykrypax (I1K-35);
- TpeOOBaHMsL, IPEABSIBIAEMBIE K CEKpeTapsaM paznuuHbix kateropuii ( [IK-35);

- OCHOBHBEIC (1)YHK]_[I/II/I 1 JOJIZKHOCTHBIC 00s13aHHOCTH CCKpPCTaps MO0 OpraHru3aliluOHHO-

WHPOPMATMOHHOMY 00ecIieueHHIo aesTeabHocTH pykoBoauress (I1IK-35) ;
- IpaBMJIa PAlMOHAIFHOTO MIOCTPOSHHS OpPTaHN3alOHHO-UHPOopMaoHHo# padotsr (ITK-35);

-METOJMKH PabOTHI IO JOKYMEHTHOMY H 0€310KyMeHTHOMY oOcyskuBanuto pykoBoautens (I1K-

35).

Ymems

- OpraHu30BBIBaTh PaboOTy npueMHoi pykooautens ( [1IK-35);

- OpraHU30BHIBaTh TeJeOHHBIE MeperoBopsl pykosoautens (I[1K-35);
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- TOTOBUTH JENIOBBIE BCTpEUH U neperoBopsl pykosoautens (I1K-4, TIK-35);

- y4acTBOBaTh B TIOATOTOBKE U MPOBeACHNH KoHpepeHTHBIX Meponpustuii (ITK-4, TTK-35);

- BECTH paboTy IO MOATOTOBKE KOMaHIMPOBOK U JIENOBBIX Moe3/10K pykooaurens (ITK-35);

- OpraHU30BBIBATh U MPOBOIUTH MpOTOKOIbHEIE Meponpustus ([1K-4, ITK-35);

- BecT HHPopMaroHHyto padoty (IIK-11);
- obecrieunBath KoH(pUACHIHATbHOCTH HH(popMmanmu ([1K-4).

Braoemo

- opranu3anuu ynpasieHdeckux mponeccos (I1K-35);
- a¢dexruBHoOrO ynpasienus BpemeneM (I1K-35);
- pabotsl ¢ moceturensmu (I1K-35);

- opraHu3aiuu coemanuii u 3aceganuii (I1K-35);

- METOAaMHU TMOKCcKa, cOopa u cTpykTypupoBanus napopmaunu (IIK-11).

[To pucrummuHe (MOMYIIO) MPEIyCMOTpPEHa IPOMEXKYTOYHAs arrectauus B Qopme

OK3aMcCHa.

PaGoueit mporpamMmoii pe1yCMOTPEHBI CIICAYIOIINE BUIBI KOHTPOJIS: TEKYIIUI KOHTPOIh

ycreBaeMocTd B (hopMe orpoca U KOHTPOJIBHBIX padoT, MPOMEKYTOUHAsl aTTecTalus B Gpopme

39K3aMCHa.

OOmiasi TpyHOEMKOCTh OCBOCHHUS AMCIUILIUHBI (MOIYJS) COCTaBISET 3 3a4eTHBIX

CJIMHUIIBI.
Ipunoowcenue 2
Ne TekcT akTyanuzauuu wiu npuiaraemblii K PIIJT nokymeHT, Hata Ne
COJiep>Kallil U3MEHEHHST NpOTOKOJIA
1. 1. ObHOBACH CNUCOK UCMOYHUKO8 U AUMEPAIYDbL 22.05.2017 e. Ne 10
2. O6HO8.M€HA CMPYKMYPA OUCUURAUHBL OAS OYHO-3AOHUHOU U
3a04HOlL hopm 0OYyuenus
2. 3. Obnosaen cocmas npozpammnozo obecneverus (I10),
COBPEMEHHbIX NPoghecCUuoHarbHbIX 6a3 Oannbix (B ) u
uHpopmayuonHo-cnpasounbie cucmem (MCC)
3. 1. ObHOBACH CNUCOK UCMOYHUKO8 U AUMEPAIYDbL 25.05.2018 e. Ne 10
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2. ObuosreHa cmpyKmypa OUCUUNAUHBL 04 3A0OHHOU (hoOpMbL
0OyueHus

3. Obnosaen cocmas npozpammnozo obecnevenus (I10),
COBPEMEHHbIX NPoghecCUuoHarbHbIX 6a3 Oannbix (B ) u
uHpopmayuonHo-cnpasounbie cucmem (MCC)

5. 1. ObHO8ACH CRUCOK UCMOYHUKO8 U AUMEPANYDbL 22.06.2020 Ne 10
Hpunosxcenue 2.1.

2.06n080eHa CMPYKMYPA OUCYUNAUHBL OASL OUHOLL, OYHO-3A0UHOU
opm obyuenus

Hpunoscenue 2.2.

6. 3. Obnosaen cocmas npozpammnozo obecnevenus (I10),
COBPEMEHHbIX NPoghecCUuoHarbHbIX 6a3 Oannbix (B ) u
uHpopmayuonHo-cnpasounbie cucmem (MCC)

Hpunosxcenue 2.3

Ipunoowcenue 2.1
HUcTounuku
[Tpuka3 Pocapxua ot 20.12.2019 N 236 "OG6 yrtBepxaeHuu IlepeuHsi TUIOBBIX

YIPABICHYECKHX ApPXUBHBIX JIOKYMEHTOB, O00pasymoliuxcs B Tpolecce JesTeIbHOCTH
rOCYJJapCTBEHHBIX OPIaHOB, OPraHOB MECTHOT'O CaMOYTPABJICHUS M OpraHU3alui, ¢ yKa3aHHEeM
CpokoB uXx XxpaHeHus" (3apeructpupoBaHo B Muniocte Poccun 06.02.2020 N 57449)
[OnexTponnblii  pecypc] // CnopaBouHo-mouckoBas cuctema «KOHCyJIbTaHT — IUIOCY.
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 (mata oOparieHus:
19.10.2020)

[Tpuka3 MunuctepcTBa Tpyaa u corpanbHoi 3anmtsl PO ot 15.06.2020 Ne 333n «O06
yrBepkaeHnn IIpodeccrnonanpHoro crangapra «CHenuamiucT MO OpPraHU3alUOHHOMY H
JTOKYMEHTAIMOHHOMY OOECIICYEHHUIO YTPABICHUIO OpraHu3aluein» [DIeKTPOHHBIH pecypc] —

Pexxum moctyma: http://www.garant.ru. (mata oopamenus: 20.10.2020).

Ipunoowcenue 2.2
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Cmpykmypa oucyuniaunsl (MoOyns) 01a 04HOU hoOpMbl 00yUeHUA
(2020 200 naoopa)

Obwas mpyooemkocms oucyuniunevl cocmasisem 3 3. e, 114 u., 6 mom uucie
KOHMAaKmuas paboma odyuarowuxcs c npenooagamenem_42  u., camocmosamenbHas
paboma obyuarowuxcs 72 u.

Bunsl yueOHoI paboThI Dopubi
(B yacax) TEKYIIETO
KOHTPOJIS
KOHTaKTHas -
No Paznen _ % yCIIEBAEMOCTH,
/Tl | AUCUUTUTMHBI/ TEMBI QEJ oé Ci c% é g bopma ]
S g ? 528 IPOMEKYTOUHOM
= ~ § > =5 & 2 E Q & arTecTaiuu (10
§ 5 S % = § = 25 2 cemecmpam)
) 0) ) 2 Z|s 5|2 s O
Q = Q E 5B & =
Pa3zoen 1. Beoenue. 2 2 2 Cobecedosanue
Paszoen 2. Hcmopus 2 2 2 8 Cobecedosanue
cekpemapcKou
CAYHCOBL
Pa3zoen 3. Ponv u 2 2 4 10 Cobecedosanue
Mecmo cekpemapsl 6
CO8PEeMEHHBIX
CMpPYKmMypax
VApasieHus.
Pasoen 4. 2 2 4 10 | IIposepka
Opeanuzayus NpaKmuyeckou
pabomwi cekpemaps pabomwi
Pasoen 5. 2 6 4 10 Onpoc
OpeanusayuonHo- IIposepka
AOMUHUCTPAMUBHASA NpaKmu4eckoul
OesimenbHOCmb pabomol
cekpemaps
Pa3zoen 6. Paboma 2 4 4 10 Onpoc
cekpemaps no Huckyccus na
UHDOPMAYUOHHOMY cemunape
00CIYACUBAHUIO Konmponvhvie
PYKOBoOumens 60NpOCH
Pazoen 7. 2 2 4 10 Onpoc
Tcuxonocus obwenus Jloxnaowi
cekpemapsi
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2 12 umo208as
3auem c oyenkoti KOHMPObHAS
paboma
HUTOTO: 20 10 12 72

Cmpykmypa oucuyuniaunvl (MoOyas) 01s 3a04HOU Popmbl 00yUeHUun

(2020 200 naoopa)

Obwas mpyooemkocms oucyuniunvl cocmasisem 3 3.e., 114 u., 6 mom uucie
KOHMaKkmuas paboma odyuarowuxcs c npenooasamenem_ 12 u., camocmosmenvHas

paboma obyuarowuxcs_ 102 u.
Bunsr yueOHO paboThI
Y P ®opMmsbl
(B wacax) TEKYLIETO
KOHTPOJIS
KOHTaKTHast -
No Pasnen _ % yCTeBaeMOCTH,
/1 VCHUTIIAHBI/ TEMBI o D) ! =
S & % 5| 5 8| npomexyTouHOM
S
= < § 2 =5 g 2 E Q & aTTectaiuu (10
Q = = o
g 5 = 28|98 8°% 3 cemecmpam)
= i = S 2 |© 3| &5
(5} ) (5} SIS ls 5|2 s C©
Q = Q E 5B & =
2 0,5 4 Onpoc
Pa3zoen 1. Beoenue. Koumponvhuvie
80NPOCHI
Pa3zoen 2. Hcmopus 2 0,5 |2 6 Onpoc
cekpemapcKou Konmponvnuie
cyoHcobl 80NPOCHI
Pa3zoen 3. Ponv u 2 1 1 4 Onpoc
Mecmo cekpemapsl 6 Huckyccus na
COBDEMEHHBIX cemunape
cmpyKmypax Konmponvnuie
VAPAGNEeHUsA 60Nnpochl
Pasoen 4. 2 0,5 2 8 Onpoc
Opeanuzayus Konmponvnuie
pabomul cekpemaps 80NPOCHI
Ilposepxa
NPAKmu4ecKux
pabom
Pasoen 5. 2 0,5 1 12 Onpoc
Opeanuzayuonno- Koumponvhuvie
AOMUHUCTPAMUBHASA 80NPOCHI
oesamenbHOCHb
Ilposepxa
cekpemaps
NPAKmMu4ecKux
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pabom
Pa3zoen 6. Paboma 2 0,5 1 12 Onpoc
cekpemaps no Konmponvhnuvie
uHpopmayuoHHoMy 80NPOCHI
00CIYACUBAHUIO Iposepxa
PYKO8oOUmes
NPAKmMu4ecKux
pabom
Paszoen 7. 2 0,5 12 Onpoc
Icuxonoeusn obwenus Ilposepxa
cekpemaps 00K1A008
2 12 Ilposepxa
UMoz20860t
3auem c oyenkou KOHMPOIbHOU
pabomwi
UTOTO: 4 4 66

ITpunoxenue 2.3

Cocras nporpammuoro odecneuenusi (I10), coBpemennbix npogeccuoHanbHbIx 6a3 gaHHbIX (BII) u
uHgopmauuoHHo-cnipaBoynblie cuctem (MCC) (2020 r.)

Ilepeuens 110

Nen/ Haumenosanue I10 ITpoussoguTens Crnioco6 pacnpocTpaHeHust
I (Muyen3uonHoe uru

60060010
PACnPOCMpanaemoe)

1. Adobe Master Collection CS4 Adobe JINLIEH3MOHHOE

2. Microsoft Office 2010 Microsoft JINLICH3MOHHOE

3. Windows 7 Pro Microsoft JIMLEH3UOHHOE

4. Microsoft Office 2013 Microsoft JINLIEH3MOHHOE

5. Windows 10 Pro Microsoft JIMLEH3UOHHOE

6. Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE

7. Microsoft Office 2016 Microsoft JIuneHn3nonHoe

8. Zoom Zoom JIMLIEH3UOHHOE
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Ilepeuyens B u UCC
Nerr/ HaumeHnoBanne
n
1 | MexpayHapopHble pedpepaTuBHbIe HayKomeTpudeckue BI1, mocTynHble B paMKax HaMOHAIBLHOM
nopmcku B 2020 r.
Web of Science
Scopus
2 | IIpogpeccuonanbhble monHoTekcToBbIe BI1, IOCTYNHBIE B paMKax HAUMOHAJILHON MOANKMCKY B
2020 .
Kypnansr Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals
Kypnans! Taylor and Francis
3 | Ilpocpeccuonanbhbie NOAHOTEKCTOBbIE B
JSTOR
W3nanus no oO1iecTBEHHbIM 1 T'yMaHUTAPHBIM HayKam
DnekTpoHHas 6ubnmoreka Grebennikon.ru
4 | KoMnbioTepHble CpaBOYHbIE MPABOBbIE CUCTEMBbI

KoncyapranT [Tntoc,

lapanT
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