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1 TIlosicHUTEJBLHAA 3aNMUCKA

1.1 Ileap v 33024 JTUCHUTNIMHBI
lleJlb JUCHUITIIMHBI - HU3YUUTH OCHOBHBIC HaIlTpaBJICHUA OpFaHHSaHHOHHOﬁ 158

nH)OPMAITMOHHOM palbOThI, OCYIIECTBISIEMOM CEKpeTapeM Ui O0ecleueHus NeSTeIbHOCTH
PYKOBOJUTEIIA, @ TAK)KE BBIIBUTH Hanbosee 3¢ (HeKTUBHBIE METObI ATON PaOOTHI.

3adauu TUCUUIIIIUHBI COCTOSIT:
- YCTaHOBJICHHE POJIU CEKpeTapsi B 0OCCIICUCHUH JICATEIHHOCTH PyKOBOIUTES,
- OTcaexkuBaHue (HopMupoBaHus IPodECcCHr CEKpeTaps U OMPEACTICHUS MECTA PA3IMIHBIX
KaTeropmii cekperapeil B COBPEMEHHBIX CTPYKTYpax yIpaBJICHUS;
- OMpeJielieHre OCHOBHBIX TPeOOBaHU, MPEABABISAEMBIX K CEKPETAPSM U OPTaHU3AINH UX
paboTHI;
- ONMCAaHKME OCHOBHBIX HAINpPaBIEHUN PabOTHI CEKpeTaps Mo 00eCTIEUeHUIO NI TEIbHOCTH
PYKOBOJUTEIS;
- OCBEIICHHE BOMPOCOB IPAMOTHOTO MOCTPOCHHS OPraHU3allMOHHO-UH(POPMAITMOHHON paboTHI;

- (opmupoBaHNE OCHOBHBIX MPO(ECCHOHATBHBIX HABBIKOB.

1.2 IlepedeHb MJIAHUPYEMBIX Pe3yJbTATOB 00y4eHUS 10 AMCHUIIMHE,
COOTHECEHHBbIX ¢ HHANKATOPAMHU J0CTHKEHUS KOMIIETeHIU

Komnerennus HNnankaTopsl KoMIeTeHI Mt PesysbTaTnl 00y4eHust
(K01 M1 HAaUMEHOBAHHUE) (K01 ¥ HAMMCHOBAHUE)

1.3 MecTo AUCHUIIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/IbHOM

NPOrpamMMmbl
I[I/ICHI/IHJ'II/IHa ((OpFaHI/ISaIII/IOHHO-}IOKYMCHTaIII/IOHHOC obecnieucHue JCATCIIbHOCTH

PYKOBOJUTEIISD» OTHOCHTCS K YacTH, (POPMUPYEMOM yIaCTHUKaMH 00pa30BaTEIbHBIX OTHOIICHHIMA
0JI0Ka TUCUUIUINH Y4eOHOTO IJIaHa..

Jyist oOcBOEHUS AUCIUILTUHBI HEOOXOIMMBI 3HAHUS, YMEHHUS U BIIaJICHUS, CHOPMUPOBAHHEIC
B XOJIC M3YUYCHUS CICAYIONUX TUCIHUILUIMH W MPOXOXKIACHHUS MPAKTHK: «J{OKyMEeHTOBEICHHEY,
«Pycckuii SI3bIK U KyJIbTYpa PEUm».

B pesynpTaTe OCBOCHMS AUCHMILTUHBI (OPMUPYIOTCS 3HAHUWS, YMEHUS WM BIAJCHUSA,

HCOGXOIII/IMBIG JJIA HN3YyUCHUA CICAyromux  JUCHUILIIMH n MIPOXOKACHUA IMPAKTHK:



O3HAKOMHUTENbHass TpakTuka, «MHpopmammonHoe obecnieueHue ynpaBieHUs», «MecTHoe

CaMOYIIPAaBJICHUEC U MYHUIUITAJIbHAA cny>K6a», O3HakoOMUTEIIbHAS IIpaKTHUKa.

2 Crpykrypa AMCHUILIAHBI

OO6miast TpyA0€MKOCTh AUCIMIUIUHBI COCTABISIET 3 3.€., 108 u.

CTpyKTypa IMCUMIIMHBI JIs1 04HOH opMbI 00yUeHUst

O0beM AUCHUILIMHBI B (JOPME KOHTAKTHON PaGOTHI OOYYAOIIUXCS C TEAaroruIeCKUMHU
pabOTHUKaMU U (WIJIH) JTUIIAMH, IPUBIICKAEMBIMU K peaji3alii 00pa3oBaTeIbHON MPOrpaMMbl Ha
WHBIX YCJIOBHSIX, TIPY IPOBEJCHUH YICOHBIX 3aHATHH:

Cemectp | Tum ydeOHBIX 3aHATHI KonuuectBo
4acoB
3 Jleknun 24
3 CeMuHaph1/1a00paTOPHBIC PAOOTHI 36
Bcero: 60

O06beM TUCHUILIMHBL B (hopMe caMOCTOATENbHON pabOThl 00YYAIOUINXCS COCTaBIsAET 48

AKaICMHUYCCKUX 4aCOB.

3 Coaep:kanue TUCUUILINHBI

Ne [ HammeHoBaHme pa3jaesia
AMCIUILIMHBI

Conep:xanue

1 Pa3gen 1. Beenenue

enu u 3anaum kypca. UcTouHMKY U TUTeparypa.
AKTyallbHOCTh Kypca B CBETE€ COBPEMEHHOTO
COCTOSHUSI pBIHKa Tpyda. Mecto Kypca B

npodeccuoHaNBHOM MOATOTOBKE CTYJICHTA.
Tepmunosornyeckuii anmapar. CBsi3b Kypca co
CMEC)KHBIMU JUCHUITNIMHAMHAU n KypcaMu:

JIOKYMEHTOBEJICHUE; OpraHU3alMs M TEXHOJOTHUS
JAOKYMCHTAIITUOHHOT' O 06ecnequH5{ YHOpaBJICHUA,
KOMITBIOTEPHBIC TEXHOJIOTHH; TICUXOJIOTHS JIeJTIOBOTO
001IeHus, 1e10BOM STUKET. OCHOBHBIC HCTOYHUKHU U
quTeparypa. [leprnognueckue n3maHus.

2 Pa3znen 2. UcTopusi cekpeTapckoi
CJIYKOBI

3apoxieHue Ccekperapckoil ciyx0sl B Poccum.
Cinyxwible JIOAM B IpHUKa3axX, KOJUIETHSAX.
I'enepanbubiit pernmament 1722 r. kak  NepBBIT
HOPMATHBHBIM  JIOKYMEHT, PErjJaMEHTUPYIOIINI
paboTty cekperapeil. Mictopus cekpeTapcKoil CiryKObI
JnopeBoItonMoHHOM Poccun. Oco3HaHre 3HAaYUMOCTH
npoeCcCUOHATBHONM  MOATOTOBKH  CEKpETapeil.
OtkpeiTHE IO BCceil Poccuu cekpeTapcKux Kypcos,
W3JIaHUE CHEIUATN3UPOBAHHBIX XypHaJIOB.  Ponb
CeKpeTapell B COBETCKUX YUPEKICHHSIX XX Beka.
Bsenenue KaTerOpUMHOCTU CEKpETapCKUx
0053aHHOCTEH. YpaBHHBaHHE CEKpeTaperd ¢




KAHIIEJISIPCKO-TEXHUYECKUMHU paboTHUKAMHU.
ITocranoBnenms CHK CCCP 1925 m 1932 rr.
[TogbeM 3HAYMMOCTH CEKPETAPCKOTO OOCITY KHUBAHUS
B 90-x romax XX Beka B KOHTEKCTE pPa3BUTHUA
qacTHBIX (opMm coOctBeHHOCTH. COBpeMEHHOE
COCTOSIHME  CEKpPETapCKOM paboThl B YCIOBHUAX
WHTCHCH(HUKAIIMN  YMPABICHUYECKUX  IPOIECCOB,
pacIIupeHHs MacimTadboB JIEeITEIBHOCTH
TrOCYJAPCTBCHHBIX M KOMMEPUYECKUX CTPYKTYD.

Pazgen 3. Poab u Mecto
ceKpeTaps B COBpeMeHHbIX
CTPYKTYpax ynpaBJieHusl

Karteropun cekperapeil. CekpeTapp B CTPYKType
ciyx0b1 JIOY, B annapaTe pyKOBOJIUTENS, B COCTaBE
CTPYKTYpHOTO nozpa3nenenus. Kpanudukanmonssie
XapakTEPUCTUKH  CEeKpeTapei. OyHKIUH U
JOJDKHOCTHBIE ~ OOSI3aHHOCTH ~ CEKpeTapeil B
3aBUCHMOCTH  OT  KaTeTOPHH  CEKPETapCKOro
00CITy)KHBaHUSL. Cucrema CITy’KeOHBIX
B3aMMOOTHOIICHUH, BO3HUKAIOMIMX B IMpoIecce
BBITIOJTHEHUSI CEKPETapeM BO3JIOXKEHHBIX Ha HEro
¢ynkuuii.  TpeOoBaHUS  TpeabsBIsIEMBIE K
CeKpeTapsiM: K 00pa3oBaHUIO, MPO(ecCHOHATBHBIM
3HAHUSIM, TEXHMYECKUM YMEHHSIM M HaBbIKaM.
XapakTepuCcTHUKa JICNOBBIX W JIMYHBIX KadecTB
cekperaps. HaBbIKM 1O TICHUXOJOTMHM OOIIEHHS.
CamoaxTyanu3anus CeKpeTaps. Oco3Hanne
cekperapeM ceds B mpodeccuu. CTpyKTypa paboThI
CeKpeTapsl.

Paznen 4. Opranu3anusi padoTsl
cekperaps

HpaBOBLIe OCHOBBI JACATCIIbHOCTH CCKpCTap:a

(3aKOHOJATEIILHO-TIPABOBAS 51 HOPMAaTUBHO-
MeToan4deckass 0a3a): KOJICKCHI; (dhenepanbpHbIC
3aKOHBI;  CTAaHIAPTHI, HWHCTPYKIUHU;  IPaBUIIA;
[TOJIOKEHHS; HOPMATHBHBIC JIOKYMEHTHI,

coJiep Kalie HOPMbI BpPEMEHH.  PerymupoBanue
TPYIOBBIX B3aWMOOTHOIICHHI paboromarens u
CeKpeTapsl.

JIOJOKHOCTHAsT ~ MHCTPYKIMSL  CeKpeTaps,  Kak
OCHOBHOW OpraHU3aI[MOHHO-TIPABOBON JIOKYMEHT:
NPaKTHYECKOE 3HAUCHHE JIOJDKHOCTHOU HHCTPYKITUH,
METOJIMKa  COCTaBJCHUS, CTPYKTypa, COCTaB
uHopManuu, Cciaydad H MOPSIOK TEepecMoTpa,
odopmIIeHHE.

Opranusanus pabouero Mecta cekperapsi:
IMpuemnass kak paboyee MECTO  CEKpeTaps.

30HUPOBAHUE MPUEMHOM. OcobenHoctr
OpraHM3aly 30H IPUEMHOI: HHTEpbEP, OCBELICHHE,
03€JICHEHuE, OCHaII[CHHE OPITEXHUKOMN u
CIpaBOYHBIMU  Marepuanamu.  OOopynoBaHMe

paboueii 30HbI cekperaps. Cnenuduka opraHu3aun
IPUEMHON  pPYKOBOJUTENS, BEAYIIET0  IPHUEM
MOCETUTEJNICH MO JTUYHBIM BOIIPOCAM.

VYcnoBusa Tpyna: cTaHzapTbl O€30MaCHOCTH TpyJa,
CaHUTapHbIe MpaBuia. XapaKTEPUCTHUKU OCHOBHBIX




(bakTOpOB, COCTABISIOUIMX ONTHUMAJIBHBIC YCIOBUS
TpyAaa cekperaps (CaHHUTApHO-TUTUEHHYECKUE -
OCBEIIEHHOCTD, IIIyM, BIaXXHOCTb, TEMIIEparypa H
mp.;  NCUXO(HU3HOJIOTUYECKHE,  ICTETUUYCCKHUE).
Be3omacHoCcTh Tpyia pu paboTe 3a KOMITBIOTEPOM.
Opranm3anust pabodero BpEeMEHH  CeKpeTaps:
pasrpy3ka pyKOBOAWUTENS KaK OCHOBHAs (YHKITHS
CeKpeTraps, IOMOIIb B IUIAHUPOBAaHHU pabodero
BPEMEHH PYKOBOJUTENS (JIOJITOCPOYHOE, TEKyIee),
NOPSIZIOK  3alMCH  IUIAHUPYEMBIX  MEPOIPHUSTHIA,
opranuzanusi ~ paboyero  AHA  PYKOBOIMTEIS,
METO/MKA COCTAaBJICHUE CEKpeTapeM ILIaHa CBOETO
pabodero HS, €KEIHEBHUK M €KEHEACTbHUK Kak
WHCTPYMEHTHI IUIAHUPOBAHUS pab0vYero BPeMEHH.

Pasnen 5. Opranu3zanuoHHo-
aAMMHUCTPATHBHAS
AeAITeJIbHOCTD CeKpeTaps

Opranuzanus mnpuemMa nocerureneid. Mertonuka
npueMa  pas3fiMyHbIX  KaTeropuid  MOCETUTEIEH:
COTPYAHHUKOB 1o CITy’>KEOHBIM BOIIpOCaM,
COTPYJTHUKOB 10 JIMYHBIM BOMPOCAM, CTOPOHHUX
IIOCETUTEJIEH 110 TIPEIBAPUTEILHON 10TOBOPEHHOCTH
u 6e3 Hee, mpuem neneranuii. [IpuopureTHOCTH B
NPEJICTaBICHUM  IIOCETUTENEH  PYyKOBOJIUTEINIO.
IIpaBuna nepenoca win oTMeHsl nprema. [loBeaeHue
CEKpeTaps C OKUAAIOIINUM [TOCETUTEIIEM.
Opranuzanys npuema rpaxjiaH. 3aluch Ha MPHUEM,
rpaduku  TpueMa, PEeTUCTpalus IOCETUTENEH,
JOKYMEHTHPOBAaHUE TMpHeMa, HH(DOpMHUpPOBaAHUE
rpak/IaH.

Opraamszanus TenedOHHBIX TEPEroBOpoB. Buibl
TeneOHHBIX MeperoBopoB. [IpaBuia MOATOTOBKHU
«HMcXonAmmx» neperoBopoB. IlpaBuna BexeHus
«BXOJAIIMX» MeperoBopoB. Cucremarusauus U
pacnpezeneHue 3BOHKOB, a/JIpeCOBAHHBIX
pykoBojnuTento.  Mcmonp3oBaHue — TeneOHHOTO
Omanka s cekperaps. Tenedonorpamma. [IpaBuna
teneponHoro  obmenus.  Crnemuduka  cBA3M
a0OHEHTOB  pa3Horo  craryca. (OOecnedyeHue
KOH(UICHIIMATEHOCTH TeNe(OHHBIX TIEPETOBOPOB.

- IloaroroBka MAenOBBIX BCTpeY U IEPErOBOPOB.
Otanbl NOArOTOBKU BCTPEYM: OINPEACIECHUE MECTa,

BpPEMEHU BCTpPEUH, cocraBa YYaCTHHKOB,
OIOBELLICHUE YYaCTHUKOB, MOATrOTOBKA
HEO0OXOIMMBIX MaTepHaIOB. [Tomomp

PYKOBOJHUTEIIIO BO BPEMSI IIPOBEJAEHHUSI IIEPETOBOPOB.
- IToaroroBka U TPOBEICHHE COBEIIAHUHN
(3acemaHuii)  KOJJIETHAJIbHBIX  OpPraHoB.  THIBI
COBElIAaHWH. OJTambl MOATOTOBKH  COBEIIAHHUS:
noiydyeHue  MHPOpPMAIMM  OT  PYKOBOJIUTEINS
OTHOCHTEIBHO OpraHU3aALMOHHBIX BOIIPOCOB
MIPOBECHUS COBEIIAHMUS, COCTaBJICHUE
MPEBAPUTEIIBHBIX CMET PACXOJ0B, MOBECTKU [HS,
CIUCKa YYacCTHHMKOB, MpOBEIEHUE paboOThl TIO
YTOYHCHHUIO CHMCKAa M OINOBEHICHHWIO YYaCTHHKOB,




pacchuIKa MIPUTJIAIICHUH, MpOBEICHUE
OpraHU3aIMOHHBIX MEPOTPUATUH (3aKa3 TOCTUHULIBI,
TpaHCIOPTa, OWIETOB, OOecTIeueHue KyJIbTYpPHO-
MacCCOBBIX MEpPONPHUATHH W TIp.); BOCTpeOOBaHHE
MPOEKTOB PELICHUH; TMOArOTOBKAa HEOOXOAMMBIX
MaTepuasoB, KOHTPOJb 3a OCHAIllEHHEM MecTa
MIPOBEICHUS COBEIIAHMS.

OyHKIIH ceKpeTraps o 00CITyKUBaHUIO
coBellaHuil. Benexnue nmporokoa.

IToaroroBka KOMaHAMPOBOK. BUIbl KOMaHIUPOBOK
PYKOBOJUTENS. DTanbl MOATOTOBKH KOMAaHIUPOBKH:
coop wuH(MOpPMAIIUM OTHOCHUTEIHHO IUIAHHPYEMOM
KOMaHAMPOBKH, CO3JaHHE IJJaHA KOMAaHJIUPOBKH,

ITOATrOTOBKA HEOOXOIMMBIX PYKOBOIUTEIIO
JOKYMEHTOB ¥ MaTepuaioB, 3aka3 OWIIETOB,
TOCTHHHIIBL. JlokymeHTanpHOe opopmiieHnE

KOMaHIUPOBKU. MHCTpyKkumMs mis cexkperaps Ha
BpeMsI OTCYTCTBUSI PYKOBOJUTENS: CIIOCOO U BpeMst
CBSI3U C PYKOBOJMTENEM, MOANUCAHUE JOKYMEHTOB
3aMenarIMu JuiamMu. [IpueM koMaHIMpOBAHHBIX
COTPYITHUKOB.

Opranuzanys U TPOBEICHUSI MPUEMOB, STHKETHBIC
MACbMA, [OJAPKH, npaBuwia OQOpPMIICHHUS H
WCIIOJB30BaHMUSI BU3UTHBIX KapTouek. JlemoBoi
OTHUKET.

Pazgen 6. PaGora cexkperaps mo
HH(poOpMaALMOHHOMY
00CJIy’)KMBAHHMIO PYKOBOAUTEJIS

PaGota cekperaps mo cOopy ®  aHaIM3y
uHpOpMAaIUH. Hctounuku, cmocoObl TMOWCKa,
MeToAMKa cOopa W 00paboTku uWHGOPMAIUH.
Crioco6bl  mpescTaBieHus HMH(DOpMAIUK: KOIMHUU
JIOKYMEHTOB, BBINMCKM, aHHOTaUuH, pedeparsl,
0030psb1. [loAroroBKa BHICTYIUICHUH PyKOBOAUTEIIS.
Opranmzanus CBs3e ¢ OOIIECTBEHHOCTHIO.
CpencTtBa pacnpocTpaHeHus: MH(GOpPMaUM BHYTPU
opranuzanuu. Pabora co CMMU, naprHepamu,
KJIMEHTaMH, KOHKYPEHTaMHU.

OyHKINH cekpeTaps 1o o0ecrevyeHnIo
6e3onmacHoctn HH(popmaiuu. PaGota cekperaps ¢
KoH(puneHnmanpHoi wuHpopManuei. OnpeneneHue
KOH(UICHIIMATBHON MHPOPMALIUU U KOMMEPUYECKOH
TaiiHel. Kareropum CcBeleHUN, OTHECEHHBIX K
KoMMepueckoil TaifHe. CrnocoObl TpeacTaBiIeHUs
CaHKUMOHHpOBaHHOW  uHpopmamuu.  CrocoOsl
3aLIUTHI HH(OPMAIIHH.

Pa3gen 7. Ilcuxoorust oomieHust
cekperaps

Cexkperapb u PYKOBOJIMTEb. TonkocTn
B3aMMOOTHOIIICHHUS II0JOB. YUET IICHUXOJIOTHYECKHUX
0COOEHHOCTEHN PYKOBOIUTEIS.

Kondnukrueie curyauuu. [lpudunsl, craguu, myTH
BBIX0/1a. YMeHue ymnpaBisATb OSMOLUSMU U
JyBCTBaAMMU.

[Icuxonoruueckue MIpUEMBbI BIIUSIHUS Ha
cobecennuka. HeBepOanbHble CpeacTBa B JEIIOBOM
OOLICHHH.




B3aunmoorHomenus ¢ kosuteramu. Kak wuzbexartb
MaHUITYJISIuid  Ha pabote. Pomb cekperaps B
dopmMHupoBaHUM  ONArOMpPUATHOrO  KJiIMMara B

KOJIJICKTUBC.

4 OoOpa3oBaTejibHbIE TEXHOJIOTHH

No Buowt yueonwvix
Haumenoeanue pazoena OopazosamenvHble mexHonocuu
n/n 3anamuil
1 2 3 4
1. |Pazoen 1. Bseoenue. Jexyus 1. Ilpobnemnasn nexyus
Camocmosamenvhnas |[{uckyccus
paboma
Iloozomoska x 3auamuio ¢
UCNONb308AHUEM UHDOPMAYUOHHBIX U
91eKMPOHHBIX Pecypcos
2. |Pa3zoen 2. Hcmopus Jexyus 2 IIpobnemnasn nexyus
CeKpemapcKou cyxicovl
Camocmoamenvuas |[{uckyccus
paboma
Ilooecomoska k 3anamuio ¢
UCNOBL308AHUEM UHDOPMAYUOHHBIX U
91eKMPOHHBIX Pecypcos
3. |Paszoen 3. Ponv u mecmo|Jlexyus 3 IIpobremnas nexyus
cekpemapsi 8
COBDEMEHHBIX Camocmosamenvnas |/[{uckyccus
CMPYKmMypax paboma
ynpaseneHust Ilooecomoska k 3ansamuio ¢
UCNONb308AHUEM UHDOPMAYUOHHBIX U
91eKMPOHHBIX Pecypcos
4 |Paszoen 4. Opeanusayus |Jlexyus 4 IIpobnemnas nexyus
pabomul cekpemaps IMpaxmusecioe
/[uckyccus
sanamue [
Iloozomoska k 3ansamuio ¢
Camocmosmenvhast
UCNOIL30BAHUEM UHDOPMAYUOHHBIX U
paboma 9eKMPOHHBIX PeCyPco8
Tloozomoska Kk KoHmpoabHOU pabome
5 |Paszoen 5. Jlexyus 5 Ilpobnemnasn nexyus
OpeanuzayuoHHo- Ipaxmusecxoe
AOMUHUCTMPAMUBHAS J[uckyccus
OesimenbHOCMb 3ausmue 2
cekpemaps Ilooecomoska k 3anamuio ¢
Camocmosmenvhast
UCNONIb308AHUEM UHDOPMAYUOHHBIX U
paboma 91eKMPOHHBIX PeCypco8
6 |Paszoen 6. Paboma Jexyus 6 Ilpobnemnas nexyus

cekpemapsi no
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UHPOPMAYUOHHOMY Ipakmuueckoe Jluckyccus
00CIYIAHCUBAHUIO
sanamue 3
[pykosooumens Iloozomoeka k 3anamuro ¢
Camocmosmenvhas |UCNOIb308aHUEM UHDOPMAYUOHHBIX U
NEKMPOHHBIX Pecypcos
paboma P peayp

Tloo2omoska Kk KOHmpobHOU pabome
7 |Pazoen 7. I[lcuxonoeuss  |Jlekyus 7 Ilpobnemnas nexyus
00weHus cexpemaps

/[uckyccus
Camocmosimenvhas
Tlooeomoska k 3auamuio ¢
UCNONIL30BAHUEM UHDOPMAYUOHHBIX U
91eKMPOHHBIX PeCypPco8

Iloozomoska x sxKzameny

paboma

B mepuon BpeMEHHOTO NPHUOCTAHOBICHUS MOCEHIEHUS OOyYalOIMMUCS TMOMEIICHUN W
tepputopun PITY nns opranmzamuu y4eOHOTO mpolrecca ¢ MPUMEHEHHEM JJIEKTPOHHOTO
06yquH;1 U OJUCTAHIOUMOHHBIX O6paSOBaTeHLHBIX TEeXHOJIOTUH MOT'YyT GBITB HUCIIOJIB30BAaHbI
cienyromue o0pa3zoBaTesibHbIe TEXHOJIOTHU:

— BHAECO-JIEKIIUH;

— OHJIAIH-JIEKLIMU B PEKUME peaIbHOr0 BPEMEHHU;

— JJICKTPOHHBLIC y‘-I€6HI/IKI/I, y‘-Ie6HI>I€ HOCO6I/ISI, HAaYUYHBIC U3JJaHUA B 3JICKTPOHHOM BUJC U
JOCTYT K UHBIM 3JIEKTPOHHBIM 00pa30BaTeIbHBIM PECYpCaM;

— CUCTCMBI IJId 3JICKTPOHHOT'O TCCTUPOBAHUS

— KOHCYJIbTallkH C UCITIOJIb30BAHHUEM TCICKOMMYHUKAIMOHHBIX CPCICTB.

5 OueHka IJIAHMPYEMBIX Pe3yJIbTATOB 00y4YeHUs!
5.1 Cucrema oneHUBaHUs

DopMa KOHTPOJIS Makc. K0JIM4ecTBO 0aJJI0B
3a oxny Bcero
padoTty

Texynui KOHTPOJIb:

- onpoc u yyacmue 8 ouckyccuu Ha npakmuveckom |10 bannos 40 b6annos
3auamuu
- KOHMPOJIbHAs paboma 20 bannos 20 6annos

[IpomexyTouHas aTTecTanus 40 6annos

(nucomennwvlll omeem Ha 2 60npoca)

HToro 3a cemectp (Oucyuniuny) 100 6annos

3auem

[Toy4eHHbII COBOKYIHBIN pe3yabTaT KOHBEPTUPYETCS B TPAAUIIMOHHYIO IIKATy OIICHOK U B
IKaly oleHok EBponeiickoii cucteMbl iepeHoca u HakorieHus kpenutoB (European Credit
Transfer System; nanee — ECTS) B COOTBETCTBHHM ¢ TaOIUIICH:

100-6amnpHas TpaionHas mkata [IIxana
IIKaja ECTS
95 -100 A

23— 04 OTJIMYHO B

68 — 82 XOPOIIO 3ATEHO C

56 — 67 VJIOBJIETBOPHUTEILHO D
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50-55 E
20-49 FX
0-19 HEYIOBJIETBOPUTEIBLHO HE 3a4TEHO F

5.2 Kpurepuu BbICTABJEHHUS OLEHKH IO IMCIUIIHHE

Bansr/
Ixkama ECTS

Orenka 10
UCLUAIUINHE

Kputepuu onieHKH pe3ynbTaToB 00yUdeHus 0 AUCIUILTUHE

100-83/
AB

«OTJIHUYHO»

BrictaBisiercs o0yyaromemMycs, €ciii OH IIyOoKo U
MIPOYHO YCBOMJI TEOPETUUECKUI U MMPAKTUUECKUI
MaTepua, MOXKeT IPOJEMOHCTPUPOBATh 3TO HA 3aHIATHUSIX U
B XOJI€ IPOMEKYTOYHON aTTECTALNN.

OO0yuaroluiics uCUepIbIBAIOIIE U JJOTHUYECKH CTPOHHO
u3jaraeT yueOHbIM MaTepuall, yMeeT yBI3bIBATb TEOPHUIO C
IIPAKTHKOM, CIIPABIIAETCA C PELIEHUEM 3a]1a4
po¢eCCHOHATILHON HANIPABIEHHOCTH BBICOKOTO YPOBHS
CJI0)KHOCTH, MPaBUIILHO 000CHOBBIBAET NPUHSTHIC
pelIeHus.

CB00OIHO OpUEHTHPYETCS B YUeOHOH U
npodeccuoHanbHOM JTUTEpaType.

OrneHka o JUCIUIUIMHE BBICTABIISAIOTCA 00y4arOIIeMycs C
Y4ETOM PE3yIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTeCTalUN.

Komnerenuuu, 3akperi€HHble 3a JUCHUIUIMHOM,
chopMHpOBaHBI HAa YPOBHE — «BBICOKHID.

82-68/

«Xopouo»

BricTaBnsiercs 00y4aromemMycsi, €Clid OH 3HaeT
TEOPETUYECKUN U MPAKTUYECKUN MaTepHal, TpaMOTHO U 110
CYIIECTBY MU3JIaraeT €ro Ha 3aHATUSAX U B XOJE
IIPOMEKYTOUYHOM aTTECTAlMH, HE I0ITyCKasl CYIIECTBEHHBIX
HETOYHOCTEH.

OOy4aromuiics IpaBWIHHO MPUMEHSET TEOPETHUECKHE
MOJIOKEHUS [IPU PELLICHUU MPAKTUYECKUX 3a/1a4
poQeCCHOHAIBHON HAIIPABIECHHOCTH Pa3HOTO YPOBHS
CJIOHOCTH, BJIaJIe€T HEOOXOAUMBIMHU JIJISl 3TOTO HABBIKAMH
Y IpUEMaMHU.

JlocTaTouHO XOPOIIIO OPHEHTUPYETCS B yUeOHOU U
npodeccuoHanbHOM JTUTEepaType.

OreHKa 1o TUCITUILIMHE BBICTABIISIOTCS 00YYarOIIEeMYyCs C
Y4ETOM PE3YIBTATOB TEKYIIEH U MPOMEKYTOUHOU
aTTeCTallUu.

Komnerenuuu, 3akpeni€éHHple 3a TUCIUIIIIMHOM,
c(hopMUPOBaHBI HA YPOBHE — «XOPOIIHII».

67-50/
D.E

«yIOBJIETBOpPU-
TEJIBLHOY

BricTaBnsercst o0ydaromemycs, eCiu OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUI U MPAKTUYECKUN MaTepurall,
JIOITYCKaeT OTJENIbHbIE OUIMOKH NP €ro U3JI0KEHUU Ha
3aHATHUSAX U B XOJI€ IPOMEKYTOUHOM aTTeCcTaliu.
OO0yyaronuiicst UCIBITHIBAET OINPeAEIEHHBIE 3aTPYTHEHUS
B IPUMEHEHUU TEOPETHUUECKUX MOJIO0KEHUN MPU PEIIeHUN
MPAKTHUYECKHX 3aj1a4 Npo(dhecCHOHAbHOM HAIPABJIEHHOCTH
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Bamnel/

Orwenka 110

HIxama ECTS | pucuuniube

Kpurepun onieHKH pe3yinbTaToB 00yUeHHs 110 TUCIUILIMHE

CTaHJAPTHOI'O YPOBHS CIIOKHOCTH, BJIAJICET
HEOOXOIUMBIMH JJISI TOT0 0a30BBIMH HABBIKAMU U
NpuEMaMU.

JleMOHCTpHpYET J0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JUTEPATYpPHhI 10 JUCLHUILIMHE.

OreHKa 1o JUCIUILIMHE BBICTABIISIOTCS 00YJarOIIEeMYCs C
YYETOM PE3YJIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTECTALIUH.

Komnerennuu, 3akpeni€éHHble 3a TUCIUTIIIMHOM,
c(hOopMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBINY.

49-0/
F,FX

«HCYOOBJICTBOPUTEC
JIBHO»

BeicTaBisiercs oOyuaromemMycs, €Ciid OH HE 3HAeT Ha
0a30BOM ypOBHE TEOPETUUCCKUHN U MPAKTUICCKUI
MaTepuall, 1oMyckaeT rpy0oble olMOKH IpU €ro
U3JI0KCHUH Ha 3aHATHUSAX U B X0J1€ IPOMEKYTOUHON
aTTECTALINH.

OOyuaromuiics UCTIBITHIBAET CEPbE3HbIC 3aTPYIHECHUS B
IIPUMEHEHNN TEOPETUYECKUX MOJI0KEHUM IIPU PELICHUH
NPaKTUYECKHX 33/1a4 MPO(ECCHOHATLHON HAPaBICHHOCTH
CTaHJapTHOI'O YPOBHS CII0KHOCTH, HE BIaICET
HEOOXOJUMBIMH I TOTO HAaBbIKAMU U MPUEMaMHU.
JleMoHCcTpHpyeT (pparMeHTapHble 3HaHUs y4eOHOH
JIUTEPATYPBI 110 JUCLUILIMHE.

OneHka 1o JUCLUIUIMHE BBICTABIIAIOTCS 00YYarOIEMYyCs C
Y4ETOM PE3yIbTAaTOB TEKYILEH U IPOMEKYTOYHOU
aTTECTALINH.

KomneTeHnuy Ha ypoBHE «OCTaTOUHBIN», 3aKPETIEHHBIE
3a AUCUUILIMHON, He CPOPMHUPOBAHBI.

5.3 OueHouyHbIe cpeacTBa (MaTEepUAJIbI) VISl TEKYLIEr0 KOHTPOJIS
yCIIeBAeMOCTH, IPOMEKYTOYHOMN aTTecTallMi 00Y4aroIMuXCs 10

JAUCHHUIIJINHE
Konmponsnsie 6onpocwt 011 meKyujeil U npOMedHCymouHol ammecmayuu

A S AT S

IIOAYMHCHHBIMH,

IIpodeccuonanbuble TPeOOBaHUS K CEKPETAPIO PYKOBOIUTEIIS;
OcobeHHOCTH OpraHu3aly paboyero MecTa CeKpeTaps;

[IpaBuna BeneHus TeneOHHBIX IIEPETOBOPOB;

O06s13aHHOCTH CEKpeTaps 0 OpraHU3aluH IEPEroBOPOB PYKOBOAUTEIS;
Crnenuduka niaHupoBaHue paboyero THs pyKOBOAUTEINS U CEKpeTaps;
[IpaBoBas 1 HOpMaTHUBHAs perilaMeHTaIUs paboTHI CeKpeTaps;
Opranu3zanus paboThl IPUEMHON PYKOBOJIUTENS;

Pabota cexperapst B chepe nHGOPMAITMOHHOTO 00ECTICUCHHS;

HpaBI/IJIa ACJI0OBOIo O6H.[CHI/I$I C PYKOBOAUTCIIEM, COTPYAHUKAMHU, TIOCCTHUTCIISAMU,

10. O6s13aHHOCTH CeKkpeTaps MO MOATOTOBKE U MPOBEIACHUIO COBEIIAHU;
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11. Ponb cexperapst B HOArOTOBKE KOMAaHAUPOBOK PYKOBOJUTENS;
12. TIpaBuia MoBeJEHUECKOIO ATUKE CEKpETaps;

13. MecTo cekperaps B yIIpaBIE€HYECKON CTPYKTYPE OpraHU3allNy;
14. KonduneHInaaIbpHOCTh B paboTe ceKpeTaps;

15. IlpaBuna noBeaeHUs ceKpeTapst B KOHPIUKTHBIX CUTYaUSX.

Bapuanm onuy-xkonmponvnoii pabomot

1. Buapl eI TETbHOCTH CEKPETapPA.
2. TpeboBaHus, MPEABIBIIEMBIC K CEKPETAPIO: UTO OH JOJKEH 3HATh U YMETh.
3.CocTaBuTh pe3tOMe MPETCHICHTA Ha JOJKHOCTh CEKpeTaps.

6 YueOHO-MeTOaAMYeCKOe U HH(POPMAIIHOHHOE o0ecniedeHue JUCHUIIJINHbBI

6.1 Cnucoxk MCTOYHHMKOB M JIMTEPATYPbI
Hcemounuxu

Obs3amenvHovlie

®enepanbhblif 3akoH 0T 27.07.2006 Ne 149-03 «O6 undopmaruu, HHPOPMATUMOHHBIX
TEXHOJIOTHSIX H 3amuTe uHpopMauum» [DIEeKTpoHHBIM pecypc] — Pexum gocryma:
http://www.garant.ru.

®enepanbhblil 3akoH oT 02.05.2006 Ne 59-D3 «O mopsiake paccMoTpeHHs oOpalieHuit
rpaxkgan  Poccuiickoit  ®Denepanuu»  [OnekTpoHHBIM  pecypc] — Pexum  gocryma:
http://www.garant.ru.

®enepanbublii 3akoH OT 27 wurosst 2006 r. N 152-®3 «O nepcoHadbHBIX JaHHBIX
[DnexTponHsIii pecypc]| — Pexxum noctyna: http://www.garant.ru.

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OG ytBepxiaeHuu llepeuHsi THUIOBBIX
YIPaBICHYECKUX AapXWUBHBIX JOKYMEHTOB, O0OpasymoIIuxcs B TpoOILecce JesITeIbHOCTH
roCy/apCTBEHHBIX OPTaHOB, OPTaHOB MECTHOI'O CaMOYIIPABJICHUSI U OpraHM3allHii, ¢ yKa3aHUEeM
cpokoB wux xpaHeHus" (3apeructpupoBano B Muniocte Poccum 06.02.2020 N 57449)
[OnexTponnblii  pecypc] // CnopaBouHo-mouckoBas cuctema «KOHCyJIbTaHT — IUTOCY.
i?req=doc&base=L. AW &n=345020&fld=134&
dst=1000000001,0&rnd=0.5989149124283691#09893595070554722

URL:http://www.consultant.ru/cons/cgi/online.c

[Ipuka3z MunuctepcTBa Tpyaa U couuainbHoi 3ammTbel PO ot 15.06.2020 Ne 333 «O6
yrBepxkaeHnn [IpodeccronanbHoro cranaapra «Croenuaauct IO OpPraHU3allMOHHOMY U
JOKYMEHTAI[MOHHOMY OOCCIICUCHUIO YMPABICHUIO OpraHu3aIuei» [DIeKTpOHHBIA pecypc| —

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

Jlumepamypa


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

brikoBa T.A. JlokymeHTanimoHHOe oOecleueHrue YIpaBieHUs (JIeJTOMPOU3BOJICTBO)
[DnexTponHsbIit pecypc]; yueObnoe mocoodue/ T.A. breikosa, T.B. Ky3nerona. -2-e u3a. nepepad. u
JIOTI. - Mockaa: Nudpa-M, 2024. -304 C. —Pexum JIOCTyTa:

https://znanium.ru/catalog/document?id=437674

JHononnumenvuas
Jlykam, 0. A. BeiTh cekpetapeM pykoBoauTesst GUpMBbI [ DIEKTPOHHBIN pecypc] : yueo.
nocobue / FO. A. Jlykam. - M.: ®@aunTa, 2022. - 98 c¢. - ISBN 978-5-9765-1374-7 - Pexum

noctyna: https://znanium.ru/catalog/document?id=394934

[Ipodeccus - momonHuK pykoBoautens: [Ipuemsr «Breiciero mwiotaxay / Jlazapes K. -

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

6.2 IlepedyeHnb pecypcoB HHGPOPMANMOHHO-TEJICKOMMYHHUKAIIMOHHOM CEeTH

«HTEpHET»
- I'apanT [OnekTpoHHblld pecypc]. — DnekTpoH. aaH. — M., cop. 2013. — Pexum pocryna:

http://www.garant.ru.
- Koncynperant Ilmtoc [DnekTpoHHBIN pecypce]. — DnekTpoH. aaH. — M., cop. 2013. — Pexum

nocrtyra: http:// www.consultant.ru.

DNeKTpOHHO-OMONMMOTeYHass cucTeMa [DIeKTpoHHBIM pecypc]. Pexum  mocrtyma:

http://www. znanium.com

6.3 IIpodeccnonanbHble 0a3bl JAHHBIX M HHPOPMALMOHHO-CIIPABOYHbIEC
CHCTEMBI

Joctyn k mpodeccruoHanbHbIM 0a3aM naHHbIX: https://liber.rsuh.ru/ru/bases
WndpopmanroHHble CIIpaBOYHbIE CUCTEMBI:

1. Koncynsrant [Lroc
2. Tapanr

7 MarepuajJibHO-TeXHHYECKOe o0ecneyeHne TUCIUIIAHbI
AYJII/ITOpI/II/I JJISA HpOBeJIeHI/Iﬂ J'IGKIII/Iﬁ nu CeMI/IHapCKI/IX 33H$[TI/II71 C TCXHUNYCCKNUMU Cpe)ICTBaMI/I
o0yuyeHHs (MyJIbTUMETUA-IIPOEKTOP (BUIECONPOEKTOP), IKpaH (IIEPEHOCHOM WM CTAl[MOHAPHBIN)),

KOMITBIOTEPHBIN KJIacc JUIsl MPOBEACHUS J1a00paTOPHBIX 3aHATHH.

1. Ilepeuens I1O


https://znanium.ru/catalog/document?id=437674
https://znanium.ru/catalog/document?id=394934
http://znanium.com/catalog/product/917159
http://www.consultant.ru
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Nent Haumenosanue 10 [IpousBogurens Crnioco6
/m pacrpocTpaHeHUs
(ruyensuonrnoe unu
c80000HO
PACNPOCMPAHSAEMOE)
1. Adobe Master Collection CS4 Adobe JIMLIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JINLIEH3MOHHOE
3. Windows 7 Pro Microsoft JIMLIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JINIICH3UOHHOE
5. Windows 10 Pro Microsoft JINLIEH3MOHHOE
6. Kaspersky Endpoint Security Kaspersky JINIICH3MOHHOE
7. Microsoft Office 2016 Microsoft JInneH3noHHoe
8. Zoom Zoom JINIIEH3UOHHOE

2. Ilepeyens B/l u UCC

Nern HaunmenoBauue
/i

1 | MexayHaponanbie pedeparuBHbie HaykoMmeTpudeckue b/, mocTymHpie B pamMKkax
HauoHaJILHOM noamucku B 2020 T.

Web of Science

Scopus

2 | Ilpodeccronanbubie moHOTEKCTOBBIE b/], MOoCcTymHBIE B paMKaX HaIlMOHAIBLHOM
noamucku B 2020 T.

Kypnansr Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypnaius Taylor and Francis

3 | IlpodeccronanbHbie TOJTHOTEKCTOBBIE B/

JSTOR

W3nanus no o01ecTBEHHBIM U TYMaHUTAPHBIM HayKaM
DnekrponHas oubanoreka Grebennikon.ru

4 | KoMmmbroTepHbIE CIIPABOYHbIC ITPABOBBIE CUCTEMBbI
Koncynbrant Ilmtoc,
I'apaHT

8 OoecneueHue 00pa3oBaTeJILHOIO MPOLECCA IJIS JIUI C OTPAHUYCHHBIMU

BO3MOKHOCTAMH 310POBbSI U HHBAJIUIAOB
B xone peam3aniu JUCHUIIIINHBI UCIIOJIB3YIOTCA CICAYIOIUC TOITOJITHUTCIIBHBIC
METO/bI O6y‘-ICHI/I$I, TCKYIICTO KOHTPOJIA YCIIEBACMOCTU U HpOMC)KYTOHHOfI arrecrauu
06yqa}omnxcx B 3aBUCHUMOCTHU OT UX HHAUBUAYAJIbHBIX 0COOEHHOCTEH:

® I CJCTBIX U CIa00BHISAIINX:

- JIEKIMH O(QOPMIIIOTCSI B BHJIE DJICKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C ITOMOIIBIO
KOMITBIOTEpA CO CIEIMATH3UPOBAHHBIM ITPOrPAMMHBIM 00€CIICUeHUEM;

- TINHUCBMCHHLIC 3aJaHWs BBIIIOJHAOTCA Ha KOMIIBIOTEPE CO CHCHHUAIIM3UPOBAHHBIM
NPOTPaMMHBIM 00ECTICUCHHEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrneynBaeTcs UHIMBHIyalbHOE paBHOMEpHOE ocBelienrne He menee 300 Jrokc;
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- U1 BBIIOJMHEHMS 3aJlaHusl NPU HEOOXOJUMOCTH TPEJOCTABISACTCA YBEIWYHMBAIOLICE
YCTPOHCTBO; BO3MOXHO TAK)KE€ MCIIOJIb30BaHIE COOCTBEHHBIX YBEIMUUBAIOIIAX YCTPOUCTB;

- MUCbMEHHBIC 3a/1aHUsT OPOPMIISIFOTCS] YBETTUUYCHHBIM MIPHUPTOM;

- 9K3aMEH U 3a4€T MPOBOJIATCS B YCTHOM (DOpMe MITH BBITTOTHSIOTCS B MUCHMEHHOHN opme Ha
KOMITBIOTEPE.

® IS TIyXHUX U CIa0OCTBIIIAIINX:

- JekmMu O(OPMISIIOTCS B BHJE 3JEKTPOHHOIO JOKYMEHTa, JHOO MpPeJoCTaBIIseTCs
3BYKOYCHJIMBAIOIIAs allmapaTypa WHAWBHIYaTbHOTO MTOJIb30BaHMS,

- IUCHbMEHHBIE 33JJaHNS BBIMOJIHSAIOTCS Ha KOMIIbIOTEPE B MUCHbMEHHOM (hopMe;

- DK3aMEH ¥ 3a4€T MPOBOATCS B MUCEMEHHOM (hopMe Ha KOMITBIOTEPE; BO3MOYKHO IIPOBE/ICHUE
B hopMe TECTHPOBAHUSI.

® IS JTUI] C HAPYIICHUSIMA OTTIOPHO-ABUTATEIILHOTO armapara:

- JIeKUMU O(OPMIISIOTCS B BHUJAE 3JIEKTPOHHOTO JIOKYMEHTA, JOCTYIHOTO C IOMOIIbIO
KOMIIBIOTEpA CO CIIEIATN3UPOBAHHBIM ITPOTPAMMHBIM 00eCIieueHUEM;

- TUChbMEHHBIC 3aJaHHS BBIMONHSIOTCS HA KOMIIBIOTEpE CO CIEHUATH3UPOBAHHBIM
MIPOTrpaMMHBIM 00€CIICUeHUEM;

- 9K3aMEH U 3a4€T MPOBOJATCS B YCTHOM (popMe MK BBIMOJHAIOTCS B MUCbMEHHOHN opme Ha
KOMITBIOTEPE.

ITpu HeoOX0AUMOCTH IPEyCMaTPUBACTCS YBEIMUEHUE BPEMEHH J1JIsl HIOATOTOBKU OTBETA.

[lponienypa  mpoBeACHUST  NMPOMEXKYTOYHOM  aTTecTalliil Ui OOyYaromuxcs
YCTAHABIMBAETCS C Y4YETOM HMX HMHIMBUAYAIBHBIX THCUXO(U3UYECKHX OCOOEHHOCTEH.
[IpomexyTouHast aTTeCTanus MOXKET MIPOBOIUTHCS B HECKOJIBKO ITAIIOB.

[Tpu mpoBeneHUH MpOLEAYpPhl OLEHUBAHUS PE3YJIbTAaTOB O0yUeHHs HpeaycMaTpUBaeTCs
UCTIOJIb30BaHUE TEXHUYECKHX CPEICTB, HEOOXOAMMBIX B CBS3M C HWHIWBUAYAIbHBIMU
0COOEHHOCTAMH 00yUaroIUXCst. DTH CPEACTBA MOTYT ObITh IPEJOCTaBIEHBl YHUBEPCUTETOM, TN
MOTYT HCIIOJIb30BaThCsi COOCTBEHHBIE TEXHUYECKHE CPECTBA.

[IpoBenenue mpoueaypbl OLEHMBAHUS  PE3YyJbTaTOB OOyYEHHUS JIOMyCKaeTcs ¢
UCTIOJIb30BaHUEM JHCTAHIIMOHHBIX 00pPa30BaTEIbHBIX TEXHOIOTHH.

ObecneunBaeTcst AOCTYN K MH(GOPMALMOHHBIM M OuOIMorpaduyeckuM pecypcaMm B CETH
WnTtepner nns kaxgoro oOywaromierocsi B (GopMax, aJalnTUPOBAHHBIX K OTPAaHUYEHUSM HX
3JI0pOBbS U BOCTIPUSATHUS HHPOPMAIIH:

® IS CJCTIBIX U CITAa00BUISIINX:

- B meyaTHO! (hopMe yBEIUYEHHBIM HMIPUPTOM;
- B JopMe 3IEKTPOHHOTO TIOKYMEHTA;

- B popme ayanodaiina.

® I TIyXUX U CIa0OCIIBIIIAINTNX

- B meyaTHOU dopme;

- B (hopMe IEKTPOHHOTO JOKYMEHTA.

® uig 00yYarOIIUXCS C HAPYUICHUSIMHU OMOPHO-BUTATEILHOTO alapara:
- B IeyaTHou opme;

- B opMe IEKTPOHHOTO TIOKYMEHTA;

- B popme ayauodaiina.

Y4eOHble ayAUTOpUU IS BCEX BUAOB KOHTAKTHOM M CaMOCTOSITENIbHOM pabOThl, HAyYyHAas
OMOIMOTEKAa U WHBIE TIOMEIICHHS IJisi OOY4YEHHUs OCHAIICHBI CIIENUATBHBIM O000PYIO0BAaHUEM U
y4eOHBIMU MECTaMH C TEXHHYECKUMHU CPEICTBAMU O0yUEHUS:

® IS CICTBIX U CITA00BUISIINX:

- YCTPOMCTBOM JJIsl CKaHUpOBaHUs U uTeHus ¢ kamepoid SARA CE;

- nuctuieeM bpaiinsa PAC Mate 20;

- npuHTepoM bpaiinsg EmBraille ViewPlus;

® I TIyXUX U CIa00CIIBIIIAITNX:

- ABTOMATU3MPOBAaHHBIM pabOYUM MECTOM /s JIOJed ¢ HapylleHHeM ciyXxa |

cl1a00CIIBIIIAIINX;
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- aKyCTUYECKUI YCUIIMTEID U KOJIOHKH;
® Ui 00yYarOIIKXCs C HapYUICHUSIMH OMOPHO-/IBUTATEILHOTO arapara:
- IEPEABMKHBIMU, PETYIUPYEMBIMHU 3proHOMUUYecKUMHU napramu CH-1;
- KOMITBIOTEPHOM TEXHUKOM CO CcTielnaibHbIM IPOrPaMMHBIM 00€CTIE€YECHUEM.

9 MeToauvecKkue MaTepHaJIbI
9.1 IlnaHbl NPAKTHYECKUX 3AHATHI.

Tema 1. Posib 1 MeCcTO cekpeTapsi B COBPEMEHHBIX CTPYKTYpax yIpaBJieHHsI.
Lenv 3anamua: OnpenenuTs OPraHU3allMOHHBIE M IIPABOBBIE OCHOBBI JIEATEIBHOCTH

CeKpeTrapel, Hay4uThCs OMNPENEIATh MEPCOHATBHYIO 3arpy>KE€HHOCTh CEKpeTapsi, COCTaBJISATh
JIOKaJIbHbIE HOPMATUBHEIE aKThI B Cepe ero ACSITEIHPHOCTH.

dopma npogedeHus — MIPaAKTUIECKOE 3aJJaHUE.

3aoanus:

1.V3y4uTh THUIIOBBIE CTPYKTYpPBI CIIy>KO JEIOMPOW3BOACTBA (KaHIEISIPUii), ONIPEICITUTh
MECTO CEKpPETapHaTOB U CEKpeTapel PyKOBOJUTENS B CTPYKTYPE YIIPABICHHS.

2. B cootrBercTBUM C mpemioxkeHHON «dororpadueity pabouero mgHS cekperaps, U
NPEeIJIOKEHHBIMM  HOPMAaTHBHO-METOAMYECKUMU MaTepuajaMyd pacCUUTaThb IEPCOHAIBHYIO
3arpyK€HHOCTb CEKpeTapsl.

3.Ha ocHoBanuu npodeccruoHanbHOro ctanaapra «CrenuanaucT o OpraHu3aliMOHHOMY 1
JOKYMEHTAIlMOHHOMY OOECIEUYEHHUIO YTPABICHUIO OpraHu3alueil» ¢ THUIOBOH CTPYKTYpPbI
JOJKHOCTHOM MHCTPYKIIMH, pa3paboTaTh 3TOT JOKYMEHT AJIs CEKpeTaps PyKOBOAUTEIIS.
Yxazanusa no evinoanenuro 3adanuii:

1. U3yuuTh npeAcTaBICHHBIE CXEMBI C TATIOBBIMH CTPYKTYpPaMH CITYKO JI€TONMPOU3BOICTBA
(kaHUENsIpuil), yCTAHOBUTH KaKO€ MECTO B CTPYKTYype yIpaBJieHHsI 3aHUMAET CeKpeTapuart, Kakue
CEKpeTapyu BKJIIOYEHBI B COCTAB CEKpeTapuara, Kakue METOAMYECKH UM PyKoBOIsATCS. OTBETUTH
Ha BONIPOC, K KAaKOM KaTeropuu OTHOCUTCS CEKpeTapb pykoBoauTes. [loqunHeHHOCTh cekpeTapst
PYKOBOIUTEIS OTPA3UTh CXEMATUUYECKH.

2. N3yunts «dororpaduro» paboyero mHsS cekperaps, cIenaTh BBIBOJ O COCTaBE €ro
(byHKIUH, OnpeaenuTh, Kakue U3 QYHKUUN SBISIOTCS HOPMUPOBAHHBIMU, Kak HET. C OMOIIIbIO
(dopMyn pacdyera SBOYHON YHMCIECHHOCTH W HOPM BPEMEHHU, 3aKPEIICHHBIX B OTPACICBBIX U
MEXOTPACIEBBIX HOPMAaTUBaX BPEMEHHU, PACCUUTATh MEPCOHAIBHYIO 3arPY>KEHHOCTh CEKpeTapsi.
Crnenatb COOTBETCTBYIOIIMI BHIBOJI O MEpax IO ONTUMHU3ALUHU €r0 padOThI.

3.M3yunth KBanuUKALUOHHBIE XapAaKTEPUCTHKU CEKpeTaps pykoBoguTens (u3

HpO(I)GCCI/IOHaJIBHOl"O CTaHdapTa «CHGI_[I/IaJ'II/ICT o OpraHru3allMOHHO-JOKYMCHTAIIUOHHOMY
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00eCTeYeHNIO JIeITebHOCTH OPHIaHU3allMny), CENaTh BBIBOJ O cocTaBe (YHKUMH CeKpeTaps.
Ha ocHOBaHuM THTIOBOH CTPYKTYpHI, pa3paboTaTh JOJDKHOCTHYIO CEKpeTapsi PyKOBOJHTEISL.
Pa3zmensl  MOMKHOCTHOM — MHCTPYKIMHM — «IIpaBa» W «OOS3aHHOCTH»  CIIEIyeT
copMyIHpoBaTH UCXO0s U3 QYHKINI cekpeTapsl.
B kauectBe pabouero marepuana K COCTABJICHHIO JOPKHOCTHOW MHCTPYKIMH MOXHO

0pOpMUTH TAOHILY:

DOyHKUMH (10ZKHOCTHBIE IIpaBa OTBeTCTBEHHOCTH

00513aHHOCTH)

Paznarounsiit Mmatepuait:
1. Beigepxku u3 mnpodeccuonanbHoro crangapra «CHenuanucT Mo OpraHu3aluOHHO-
JOKYMEHTAITMOHHOMY 00€CIIEUCHUIO ICATEIIEHOCTH OpPTraHN3aIHm»
2. Marepwuainsl AeoBoi urpsl («dororpadus» padouero JaHs cekperaps).
3. COOpHHUKHM C HOpMATUBAMHU BPEMEHH.

4. Cxewmsbl City k0 JeONPON3BOACTBA (KAHIICISPUA).

Tema 2. Opraun3auuoHHO-aIMUHUCTPATHBHAS JIATEIbHOCTD CEKpPeTaps

Llenv 3amamusa: Onpenenutb OCHOBHBIE OpraHU3allMOHHbIE (YHKIHUU CEKpeTaps,
0TpaboTaTh TEXHOJOTHIO BEICHUS IpHUeMa OCETUTENEH, OATOTOBKH COBEILAHM, KOMaHAUPOBOK
PYKOBOJUTEIIS.

dopma npogedeHus — MIPaAKTUIECKOE 3a]JaHUE.
3aoanus:

1.U3yunte ®P3 «O mnopsake paccMOTpeHHs OOpallleHUul TpakJaH», OIpPeIeINuTh
0053aHHOCTH CEKpeTaps B XOZA€ IMPOBEICHHS INpuUeMa TpaKIaH IO JHYHBIM BOIPOCAM.
[ToaroroButs ¢opmy peructpanuu moceruteneidi. Ha ocHoBe maTepuanoB AEIOBON HIPHI
0(QOPMUTH KOHTPOJIBHYIO KAPTOUKY Ha TOCETUTEIIS.

2. V3y4uTh MOMIArOBYI0 MHCTPYKLHUIO MOJTOTOBKH COBEIAHUs, OQOPMUTH JTOKYMEHTHI,
CO371aBa€Mbl€ B X0JI€ ITOU NMPOLEAYPHI.

3. Ilpoananu3upoBaTh MaTepuajbl J€JIO0BOM Hrpbl (MH(GOPMALMIO O KOMaHAWPOBKE
pykoBoauTens), OGOPMUTh JOKYMEHTHI, CO3JaBacMble B XOJ€ TOArOTOBKHM K TIOE3]Ke

PYKOBOIMTEIIS.
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Vkasanus no evinonnenuro 3a0anuil:

1. Nzyunte O3 «O nopsiike paccMOTpeHHs 00paleHuid TpaXkIaH», ClenaTh
BBIBOJI , KaKue€ BOIPOCHI MpHeMa IpakAaH PeriaMeHTUPOBAaHbI B JaHHOM 3aKOHE. Y CTaHOBUTh
HOPSIOK IpUeMa TpakaaH, JOKyMEHThI, opopmisieMble B Xoae ux npuema. OGopMHUTh B BHJIE
NOLIArOBOM MHCTPYKIIUH.

Ha ocHOBe mMaTepuasioB JIeI0BOI UTPBI, coiepkaiieil MHOOPMAIUIO O TIOCETUTEIE, IEITH
MOCEIEHUs, NPEJOCTaBIsEMbIX MaTepuajax 3aperucTpupoBaTh IMOCETUTENSI B IKypHaie
perucTpanuy noceTuTene nin opopMUTh KOHTPOJIBHYIO KapTOUKY.

2. N3yunth nomaroByr0 MHCTPYKIMIO TOATOTOBKM K COBEIAHUIO, CAENIATh
BBIBOJ O COCTaBe JOKYMEHTOB, O(OPMIIIEMBIX CEKpeTapeM B XOJle¢ €ro MOATOTOBKU U
MOCNIE0BATENbHOCTH MX co3aaHusi. OQOopMUTh COOTBETCTBYIOLIME JIOKYMEHTHI (CIHCOK
YYaCTHHUKOB, IOBECTKA JIH:, SBOUHBIN JIUCT, IPUIJIALLICHNE HAa COBELIAHUE).

3. Hcnonb3ys MaTepualisl JeI0BON UTPbl 0POPMUTH KOMIUIEKT JOKYMEHTOB
K TI0€3[Ke pYKOBOOUTENA: IUIAaH IOE3/1KH, IpUKA3 O HalpaBICHUM pPYKOBOAUTENIS B
KOMaH/JUPOBKY, [IPUKA3 O BO3JIOXKEHUU O0A3aHHOCTEH pyKOBOJAUTEIN Ha ero 3amecturens. [lpu
pa3paboTKe NpUKa3a O HAIPABICHUU PYKOBOAUTENS B KOMAHIUPOBKY MOYKHO BOCIIOJIb30BaThCS
yHupumpoBanHoit popmoii T-9 mwim cocTaBUTh €ro no ooIuM npaBuiiaM 0hOpMIICHUS JaHHOTO

BHJIA IOKYMEHTA.

Paznarounslii MaTepuait:

1. Bolaepxkky u3 MpaBoOBBIX AKTOB;
2. Marepuansl  AeM0BOM  WUIrpbl  (IIPUEM  TIOCETHTENEH, COBELIAHME,
KOMaHJIUPOBKA).

Tema 3. Pa6ora cexperaps Mo HH(GpOPMANHOHHOMY 00CIYKUBAHHIO PYKOBOTUTEJISI
Llenv 3anamusn: W3yunth GYHKIMH cekpeTapss O HH()OpPMAIMOHHOMY OOCIIY>KHBaHUIO

PYKOBOJUTEIS, OTPadOTaTh HABBIKK WH(POPMAIIMOHHOHN paboTHI.
Dopma npogedenus — MPaKTHIECKOE 3aJaHUE.
3aoanus:

1.IIpoananu3upoBaTh NpeAI0KEHHbIE HCTOUHUKU HH(GOPMAIIUU U BBIOpATh HEOOXOUMBII
B COOTBETCTBHH C 33JaHUSIMU JICIIOBOW HIPBHI.

2. [ToaroTOBUTH MpECC-pen3 O MPEACTOSIIEH BRICTABKE, B KOTOPOH y4acTBYeT KOMITaHUS
Y PYKOBOJNTEIb.

3.M3y4nTh cTaTUCTUYECKUE TAHHBIE 00 UCTIOIHUTEIBCKON AUCIUIIIMHE B OpraHU3aluy 3a

OTYETHBIN nepuon, NOAroTOBUTH AHAJIUTUICCKYIO CIIPABKY.
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Vkasanus no evinonnenuro 3a0anuil:

1.M3yunTe Marepuanbl [EJOBOW WIPHI, BBIICHUTH, Kakas HH(popMaius HeoO0Xoanma
PYKOBOJUTEIO MO YCJIOBUSM UIPHL. YCTAHOBUTH KaKH€ MCTOYHUKU Hanboyiee COOTBETCTBYIOT
3aJaHHbIM yciaoBusAM. CaenaTh BbIBOA 00 UX JIOCTOBEPHOCTH, CBOEBPEMEHHOCTH, JOCTYITHOCTH,
HOJHOTE, MEPBUYHOCTHU WIM BTOPUYHOCTH HCTOUHUKOB HHPOpMaLMu. Pe3ynpTaThl aHaIM3a MOTYT

OBITH O(OPMIICHBI B BU/I€ TaOJIHIIBL:

HUcto Kputepuu orieHKM UCTOYHUKA
THUK I Hocro Croespe Ioct [MepBu4HOCTH/
I/IHd)OpMaHI/II/I OJIHOTA BEPHOCThH MCHHOCTb YIHOCTh BTOPUYIHOCTH

2.M3yunth MaTepuangbl J€JI0BOM HWrpbl  (yyacTHE B BBICTaBKE), Ha OCHOBAHHUHU
MPEIOKCHHOW  TUTIOBOM  ¢opMbl  mipecc-penu3a, odopmuth Ilpecc-penuza g CMU,
coJepkKalii MHGOPMAIMI0 O MPEACTOSIIEM MEpPONPHUATHUA M YYaCTUM DPYKOBOJHUTENS B
OTKPBITUU BBHICTABKHU.

3. U3yuuth mpencraBieHHbIE B TAOJIUIE CTATUCTUYECKHUE JAHHBIE 00 MCIOIHUTEIbCKON
JUCIUIUIMHE B OpraHM3alliK 3a OTYETHBIN mepuoj. Pa3paboTaTh aHaIMTUYECKYIO CIIPaBKY C
y4eToM TpeOOBaHH K CTPYKTYype TeKCTa 3Toro nokymenta u TpedoBanuii 'OCT P. 7.0.97-2016
npu ee 0POPMIICHHH.

Paznarounbliii MaTepuait:

1.T'OCT P 7.0.97-2016. Cucrema crannapToB 1o uapopmManuu, OMOJIMOTEYHOMY U
u3zarenbckomy aeny. OpraHu3alnoOHHO-pacopsUTeIbHas JOKyMeHTaus. TpeboBaHus K
0 OPMIICHHIO TOKYMEHTOB.

2.Marepuansl eJI0BOM UTpHI (3aJaHHE PYKOBOJUTENS Ha MOMCK HHPOPMAIMH, TUCHEMO 00
y4acTUH B BBICTABKE, CBOJIHAS TAOJIUIIA MO CTPYKTYPHBIM MOAPA3IEICHUIM 00 UCIIOTHUTEIbCKON

JTUCITUTIIINHE)

Tema 4. Opranusanusi padoThbl ceKpeTaps.
Llenv 3anamus: M3y4UTh UCTOPHUIO CEKPETAPCKOM CIyKOBI, paccMOTpPeTh M OOCYIUThH
OCHOBHBIE (DYHKIIMHU, BHITIOTHIEMBIEC CEKPETAPEM.
Dopma npogederuss — IOATOTOBKA U 3alUTA JOKIAI0B.
B mponecce IIOATrOTOBKH K MPAKTUYCCKOMY  3aHATHUIO, CTYACHTHI JOJIKHBI
CaMOCTOSITEJIBHO M3Y4YUTh OJWH WM HECKOJIBKO aCIEKTOB IPEUIOKEHHON TE€MBI, OATOTOBUTH
Pa3BEpHYTHIN OKJIAJ, COJAEpKAIIU OCHOBHBIE TE3UCHI JI0KJIaa, O3ULUI0 aBTOPA, €r0 OLEHKU

U3JI0KEHHOM HH(pOpMAIHH.
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[TpakTHdeckoe 3aHSATHE TPOXOAHWT B (GopMe pa3BepHYTOH Oeceibl ¢ 3acaylIMBaHUEM
JOKJIaTYMKOB. Kakblil U3 TOKIJIAI0B JOJKEH OTPAX,aTh OTIEIbHBIA aCIEKT TEMbI CEMUHAPCKOTO
3aHATHS.

OOcyskJIeHne JO0KJIana OCYIIECTBIseTCS B (OpME TUCKYCCHHM C TIPUBJICUEHHEM BCEX
CTYZEHTOB TpyIIbl. B X01€ TUCKYCCHM CTYIEHTHI BBICKA3bIBAKOT CBOE KPUTUUECKOE OTHOLIECHUE
K TeME JOKJIaJa, BBIABUTAIOT CBOU TOUKH 3PEHUS.

TeMbl JOKJIATO0B:

1.McTopust cekperapckoi CiTy»KObI TOpEeBOONMOHHON Poccun.

2.Ponb cexperapeil B COBETCKUX YUpexaeHUAX XX BeKa.

3.Anekcanap ITockpeOrnimeB — cekperaps M.B.Cranuna

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

5.Anna CHutkuHa — cekpetapb ©.M.JlocToeBCcKoro

6.Muxaun Criepanckuii — cekpetapb Anekcanzpa |

7.T'aBpuinia [lepaBuH — cekperapb Exarepunsl 11

8.Anexceit Makapos — cekpetapsb [lerpa 1

9.Anekcanap bezbopoako — cekperaps Exarepunsr 11

10.JIunus @ortuesa — cekperaps B.1. Jlennna

11.ITetp KproukoB — cexkperapb M. ['opskoro

12. Banepus Jlebenesa — cekperappr M.M. [IpumBruna

13. UBan beukoii — cexperaps Exkatepunsnr 11

14.Bnanumup I[lo3zuep — cexperapp C.5. Mapiaka

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

16. JIrommuna bapmesa — cekperaps A.H. Tosncroro

17. A.A. I'pomoB — nipecc-cekpetaps B.B. [lytuna

18. CoBpeMeHHOE COCTOSHHE CEKpPEeTapcKOM CiIyXObl B YCJIOBUSAX HHTEHCH(DHKAIUN
yOpaBIE€HYECKUX TPOIECCOB, PACHUIMPEHUs MAacIITabOB JESTeNbHOCTH TOCYNAapCTBEHHBIX U
KOMMEPUYECKHUX CTPYKTYP.

19..Kareropun cekperapeii. Cekperappb B cTpykType ciyx0b1 JIOY, B anmapare pyKoBOIUTEIS,
B COCTaBE€ CTPYKTYPHOTI'O IOJAPA3ACICHUS

20.OyHKIMA ¥ JOHKHOCTHBIE OOS3aHHOCTH CEKpeTapeid B 3aBUCUMOCTH OT KaTeropuu
CEKPETAPCKOTO OOCITYKIUBaHUS

21.J1en0oBOM ATUKET B paboTe ceKpeTaps

22 IlpaBuiia moBeIeHUs CEKPETapsi B KOHQIUKTHBIX CUTYaITHSIX

23.IlpaBuna nemoBoro OOIICHUST C  PYKOBOJWUTENEM, COTPYIHUKAMH, TOCETUTEIISIMU,
MO TYTHEHHBIMU

24. TpyaoycTpOHCTBO CEKpEeTaps U aantanys Ha HOBOM MECTE

25. CekpeTapb U pyKOBOAUTEIb, B3AUMOOTHOILEHHUS MOJIOB.

26.Ctpecc Ha pabouem mecte. Kak n30exaTh cTpecca U Kak ¢ HUM OOpPOThCS.

27.Crioco0bl morcka paboThl, aHAIU3 BaKaHCUI Ha PBIHKE TPY/a, 3pPeKkTuBHOE pe3toMe.

9.2 MeTtoanueckne peKOMEHIANNH MO MOAT0TOBKEe MUCbMEHHBIX padoT

B nponecce o6yuenus ctyaeHTsl PITY BBINONHAIOT pa3Hble BUbI TMCbMEHHBIX PaloT.

OCHOBHBIMU LIEJIIMU TUCBMEHHBIX pa0OT B By3€ SBJISIOTCS:

* 3aKpEIlICHUE NTOJIYYECHHBIX 3HAHUM 110 CIIEHUAIBbHOCTH, IPUMEHEHHUE DTUX 3HAHUN IIpU
perieHny npoecCHOHANBHBIX 3a/1ay;
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* pa3BUTHE HABBIKOB BEJCHUS CAMOCTOSTENIbHON pabOThI, OBJIaIeHHE METOAUKAMU U
MPUHIMIIAMUA CaMOCTOSITEIIbHOM HCCe0BAaTENbCKOM e TEIbHOCTH;

* (popMupoBaHNE yMEHHUS TPAMOTHO M JIOTHYHO U3JaraTb COOpaHHbIe HAy4YHbIC JaHHbIE
1 MaTepuaibl COOCTBEHHOM HCCIIEI0OBATENbCKON 1ESITEIbHOCTH.

Hawubonee npocrasi, HO oueHb BaykHast popMa NMCbMEHHOU pabOThI B By3€ — 3TO
KOHTpOJIbHAs paboTa. OHa sIBIsETCST 00s13aTEHHBIM 3JIEMEHTOM CaMOCTOSTEIIbHON PabOTHI
CTYJEHTA U, IPEXKIE BCET0, JEMOHCTPUPYET YMEHUE BOCIIPUHUMATD U NIEPEIaBaTh
nH(pOpMaLIHIO.

OTOT BUJ MUCBbMEHHOM pabOThI MPEyCMOTPEH YUeOHBIMH IUTAHAMU MTOATOTOBKH
OaxanaBpoB M Ha Kadepe apXUBOBEJIEHUS IPEUIaraeTcsl B paMKax U3yueHus: oOIINX KypcoB U
KIIB.

Takxe B mpouecce oOy4eHHs CTYACHTY HPEICTOUT BBINOJHEHHE KYpCOBBIX paboT,
KOTOpbIe (POPMHUPYIOT HCCIIEI0BATEIbCKIE HABBIKH, PA3BUBAIOT CIIOCOOHOCTH CUCTEMAaTH3AIMH U
OCMBICJIEHHS YK€ CYILIECTBYIOUIEr0 3HAHUS M HANpaBiI€Hbl HAa CAMOCTOSITEJILHOE pEIlIeHHE
HEKOTOPBIX TEOPETHUUYECKUX HIIU MpakTHUeCKuX 3aaa4. KypcoBas paboTa 1eMOHCTpUPYET yMEHUE
paboTaTh € HCTOYHUKAMH, MCIOJIb30BaTh JOCTHIKEHHUS COBPEMEHHOW Hayku (Hampumep,
UCIIOJIb30BaTh JOCTHKEHHS apXUBOBEIEHUS, a TAKKE CMEXHBIX HAyK M HAYYHBIX AUCLUIUINH),
YCHEIIHO pellaTh MOCTABJIEHHBbIE 3ajauu, oOpabaTbiBaTh U 0000mIaTh MaTepuan. Hamucanue
KOHTPOJBHON paboThl, MOArOTOBKAa M 3alUTa KypCOBOW HMEET psijJ OpraHu3allMOHHBIX U
METOIUYECKUX OocoOeHHOcTeH. O3HAKOMIIEHHWE C JaHHBIMH METOJAMYECKHMHU PEKOMEHIALUSIMU
IIOMOJKET CTYAEHTaM MPaBUJIBHO OPraHU30BaTh CBOIO yUEOHYIO0 U HAYYHO-HCCIIEOBATEIBCKYIO
pabory.

OO0mme TpeOOBaHUS K CTPYKTYPe H COACP/KAHUIO MMCbMEHHBIX padoT

Baxxnoit ¢opmoii camocToATeabHONU paboThl CTy/AEHTA SBISETCS KOHTpPOJIbHAs padoTa.
Ona mpenycMoTpeHa Aiisi OOJIBIIMHCTBA JUCHMIUIMH y4yeOHOro IUIaHa, YUTaeMbIX Ha Kadeape
apxuBoBeieHUs. Ee HanncaHue npecienyeT 1eab yriyoJeHHOW MpopaboTKU AUCIUIIIINHABIL.

KontponbHas paboTa BBINONHAETCS CTYJEHTaMH B COOTBETCTBHM C TEMAaTHUKOMH,
eXerogHo  yrBepxkmaemoit  kadenpoit. KoHTpompHas paboTa  SABIAETCS  DJIEMEHTOM
CaMOCTOSITENIbHON PabOThI CTYZEHTOB, TO3TOMY BBIOOD TEMBI MPEIOCTABISACTCS CTYACHTY.

Jlo HanucaHusi KOHTPOJBHOW pPaOOTHI CTYAEHT JODKEH B IEJIOM O3HAKOMHTHCA C
paszenaMu Kypca, pelyCMOTPEHHBIMH yu4eOHOH porpaMmoi.

Pabora o HanMcaHWIO KOHTPOJILHONW HAUWHAETCS C BBISIBICHUS U U3yUYEHUSI HICTOYHHUKOB
U auteparypsl o Teme. [lo okoHuaHun cOopa U M3y4YeHUs JIMTEpaTypbl U UCTOUHUKOB CIEIyeT
MPOIyMaTh IJIaH KOHTPOJIbHOM paboThl. CocTaBlIeHHE MJIaHa — BayKHAS 4aCcTh paOOTHI HAJl TEMOM.
[Inan mpexacraBnseT co0oil mepedyeHb BOMPOCOB, OTPAXKAIOIINX COJep:kaHue uccienoBanus. OT
TOT0, HACKOJIBKO YETKO OH MPOJYyMaH U MOCTPOEH, BO MHOTOM 3aBHCHUT Kau€CTBO KOHTPOJIbHOMN
paboTsl. B mian 1nenecoodpa3Ho BKIOYUTH Hanboliee BaKHbIE TEOPETUUECKUE U TPAKTHUECKUE
BOIPOCHI TEMBbI, KOTOpbIE IPU HEOOXOAMMOCTH MOTYT OBbITh JAeTanu3upoBaHbl. Kak npasuio,
pabouunii BapuaHT IJIaHa JOJKEH ObITh pa3BEPHYTHIM, YTO 00JeryaeT paboTy HaJ TEMOM.

B oxoHuaTenbHOM BapuaHTE IUIAH MOKET OBITh JaH B COKPAIlEHHOM BHJE, HO
00s3aTeNbHBIM YCJIOBHEM TIPU 3TOM SBISETCS OTPaXKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpuBaeMbIX B KOHTPOJIBHOU pa 60Te. COCTaBICHHBIN TUIaH JOHKCH HAWTH OTpPakKCHUE B
OTJIaBJICHWU K KOHTPOJbHOU pabote. PaboTa qomkHa BKIIOYATh TUTYJIBHBIN JIHCT, OTJIaBJICHUE,
BBEJICHUE, OCHOBHYIO 4aCTh, COCTOSIIYIO U3 HECKOJIBKUX pa3/esIoB UM naparpados, 3aK/I04eHNE,
CIIMCOK MCTOYHUKOB U JUTEpaTypbl. Bo BBelneHNN HEOOXOIMMO KpPAaTKO PACKPHITh 3HAYEHUE U
aKTyaJIbHOCTh H3y4aeMoro Bompoca (TeMbl), Ha3BaThb OCHOBHbIE 3aJaud paboThl, e€e
XPOHOJIOTUYECKHE paMKH, OOOCHOBaTh CTPYKTYpYy, OaTh KpaTKuili 0030p HMCTOYHHUKOB U
auTepaTypsl 1o Teme. O030p HCTOUYHUKOB U JIMTEPATYPhI HE JOJKEH CBOJUTHCS K IIEPEUUCIICHUIO
UCIIOJb30BAHHOTO aBTOPOM HOPMATHBHOTO MaTepuaja M OMyOJMKOBAaHHBIX cTaTeil. B Hem
clelyeT JaTh aHali3 MCTOYHMKOB M JuTeparypbl. B 3aBucuMocTH OT oObeMa M II€JIEBOTO
Ha3Ha4YeHHs pabOThI, 0030p MCTOYHUKOB U JUTEPATYPhl MOXKET OBITH MPEACTABIEH OTICIbHBIM
naparpadoM wim pa3aesioM B OCHOBHOW 9acTH PabOoTHI.
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OcHOBHasi 4yacTb KOHTPOJBHOH pabOThl NODKHA OBITH M3JI0)KEHA B COOTBETCTBUHU C
IUTAHOM, OCBEIIATh COCTOSHUE U COJEp’KaTh aHAJIN3 PAacCMaTPUBAEMBIX BOIPOCOB C YYETOM
COBPEMEHHOT'O0 YpPOBHSI Pa3BUTUSl TEOPETUUECKHUX 3HAHUH M OIBITa MPAKTUYECKOH pabOThI
apXUBHBIX YUPEKJIEHUI B 3TOI 00sacTu.

[Tpu pacKpbITHH TOH WM UHOM TEMBI CTYIEHT JOJKEH CTPEMUTHCS OAPOOHO U IITy00KO
W3JI0KUTh KPYT BOMPOCOB, BXOASIIMX B Hee. [lo Mepe paccMoTpeHHs] maTepuana OTAEJIbHbIE
HOJIOKEHUSI KOHTPOJIBHOM padoThl ciieyeT WLUTIOCTPUPOBATh MMPUMEPAMH U3 JIMTEPaTyphl U, 10
BO3MOXXHOCTH, W3 MPAKTHUKH pabOThl KOHKPETHBIX apXMBOB C 00S3aTENIbHBIMU CCHUIKAMHM Ha
JUTEpATypy U UCTOUHUKHU. B 3aKimroueHNH KOHTPOJIBHON paboThl HEOOXOIUMO MOJBECTH UTOTH
TEOPETUYECKOW M TPaKTHUYeCKOil pa3paboTku BompocoB. CHHCOK HCTOYHUKOB M JIMTEPATYpPbI
npezcTaBisieT co0oi MepedeHb HCMOIb30BaHHBIX paboT MO TeMe, B KOTOPOM YKa3bIBAIOTCS
(aMuIMK ¥ MHULIMAJIBI aBTOpa (aBTOPOB), Ha3BaHUE PAOOTHI, MECTO, BPEMsI €€ OIyOJIUKOBaHUS U
CTPaHHULIBI.



