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Iens

JUCHUINIIMHBI  —

1 TIlosicHUTEJBLHAA 3aNMUCKA

1.1 Ileap v 3aga4y AUCHUILIMHDbI

HU3Yy4YUTDb

OCHOBHBEIC

HanpaBJICHUA  OpraHu3 aHHOHHOﬁ n

UH(POPMALIMOHHOW pabOThI, OCYIIECTBISIEMOIl CeKpeTapeM sl O0eCleUYeHUs: AEATeIbHOCTU
PYKOBOJUTEIIA, @ TAK)KE BBIABUTH HanOosee 3¢ (HEeKTHUBHBIC METObI 3TOW PabOTEHI.

3adauu NYCIUAIIMHLI COCTOST:
- YCTAHOBJICHHE POJIM CEKpeTapsi B 00CCIICUCHUU JICATEIBHOCTH PyKOBOINUTEIIS,
- OTCJIe)KUBaHUE (POPMUPOBAHUS TPODHECCHU CEKPeTaps U ONPEICICHUS MECTa Pa3InIHBIX
KaTeropHii cekpeTapeil B COBPEMEHHBIX CTPYKTYpax YIPaBIICHUS;
- OHpeI[CJIeHI/Ie OCHOBHBIX TpCGOBaHHﬁ, HPCHBHBHHCMBIX K CCKpCTapHM nu OpFaHI/IBaI_[I/II/I nux

paboTHI;

- OIIMCaHME OCHOBHBIX HAIIpaBJIEHUH pabOTHI CEKpeTaps M0 00ECIEUEHHIO IEATENBHOCTH

PYKOBOJUTEIS;

- OCBEILIEHHE BOMPOCOB I'PAMOTHOTO ITOCTPOEHUS OpPraHU3allMOHHO-UH(OPMAIIHOHHON paboTHI;
- (hopMHUpPOBaHHE OCHOBHBIX IPO(PECCUOHATBHBIX HABBIKOB.

1.2 IlepeveHb NIaHMPYEMBIX Pe3yJIbTATOB 00y4YeHUs 10 AUCHUILIIHHE,
COOTHECEHHBIX C MHAUKATOPAMM I0CTHKEHUSI KOMIIEeTeH M i

Komnerennus
(K01 1 HANMCHOBAHHE)

HNHaukaTopsl KOMIIETeH U
(KOJ 1 HANMCHOBAHME)

PesynbTaTnl 00y4yeHust

ITIK-6. Criocoben
OCYIIECTBIIATH
OpraHHU3AIMOHHOE,
JOKYMEHTAI[MOHHOE H
MH(POPMALIMOHHOE
obOecreyeHne
ACATCIIBHOCTHU
PYKOBOJIUTEIS
OpraHHU3aIiH

[1IK-6.1. Mcnonb3yeT 3HaHUS
NIPABOBBIX M OPTaHU3AIMOHHBIX
OCHOB YIPaBJICHHUs, OCHOB
JOKYMEHTHOM JINHTBUCTHKH,
MIPAaBUJI PYCCKOTO S3BIKA, IEJIOBOTO
3THKETa, COBPEMEHHBIX METOIOB
noucka u 06paboTKu UH(popMaIU
I obecreueHus
npodeccroHaABHOM eI TeTbHOCTH

3HAaTh: IIPaBOBLIC 1 OPraHU3allUOHHBIC
OCHOBBI YIIPABJIICHHS, OCHOBBI
ILOKyMeHTHOI‘/JI JIMHI'BUCTUKH, ITPpaBUJIA
PYCCKOTO SI3bIKa, IETIOBOM ITHKET

VYMerTh: MMPUMCHATH COBPEMCHHBIC MCTOAbI
MOUCKA U 00pabOTKK WHGOPMAIUH IS
obecnieueHus npodeccruoHaIbHON
JeSITeTbHOCTH

BJ'IaIICTB: HaBbIKaMU 06€CHC‘-IGHI/ISI
JEeSITeIbHOCTH PYKOBOJIUTEISI HA OCHOBE
3HAHUU MMPaBOBBIX U OPraHU3allMOHHBIX
OCHOB YTPaBJICHHUS, OCHOB JJOKYMEHTHOU
JIMHTBUCTUKHU, IIPABUJI PYCCKOI'O A3bIKA,
JIEIOBOTO 3TUKETA, COBPEMEHHBIX METO/IOB
MOMCKa M 00paboTKK MHDOpMaIUu

[1IK-6.2. Ocymectsisier coop,
00paboTKy 1 aHaIH3
nHpOPMAIIUH, COCTABIISICT U
PEAAKTHPYET TEKCTHI CITY>KEOHBIX
JOKYMEHTOB C UCTIOJIb30BaHUEM
COBPEMEHHOT0 MPOTPAMMHOTO
obecrieueHust 1 0ohUCHOU
OPITEXHUKHU

3HaTh: MpaBUIIa COCTABICHUS U
pelaKTUPOBAHHSI TEKCTOB CITY)KEOHBIX
JOKYMEHTOB

YMetb: codupath, 00pabaThIBaTh U
aHaJTM3UPOBaTh HH(POPMAIIHIO, CO3/1aBaTh
dbopMy ee mpeacTaBIeHUsS

Bnanets: HaBbikamMu pabOThI ¢ OUCHOM
OPTTEXHUKOH M HABBIKAMU HCIIOJIb30BAHHS
COBPEMEHHOTO MTPOrPaMMHOTO
o0ecreyeHns PU OCYIIECTBICHUH
paboThl ¢ mHGOPMAITUEH U TIOITOTOBKE
CITy’K€OHBIX JOKYMEHTOB

[1K-6.3. YyacTByeT B IPOBEICHUH

3HaTh: MOPSIOK IPOBECHHUS




KOH(EPEHTHBIX MEPOTIPUSITHH, KOH(EPEHTHBIX MEPOTIPUSITHH,
JIOKYMEHTUPYET JAeSATETHHOCTD HOpMaTHBHYIO 0a3y B chepe obecrieueHus
KOJUIETHAIILHBIX OPTaHOB, KOJIJIETHAJIbHOW AEATENbHOCTH
OpraHU3yeT NPUEM ITOCETUTENICH, | YMETh: OpraHU30BaTh MPOBEICHHE
IUTaHUpYyeT pabouee Bpems KOH(EPEHTHBIX MEPOTIPHUATHH,
PYKOBOJIUTEIIS, HCIIONB3YET JOKYMEHTHPOBATh JESATEILHOCTD
COBPEMEHHOE MTPOrPaMMHOE KOJUIETHAJILHBIX OPTaHOB, UCTIOIb30BaTh
obecrieueHne u 0(UCHYIO COBPEMEHHOE MPOTPAMMHOE 00€CTICUCHHE
OPITEXHUKY ISl TOATOTOBKHU 1 0(h)UCHYIO OPTTEXHUKY
CITy’)K€OHBIX JOKYMCHTOB BnaneTs: HaBbIKaMH OpraHU3aluN
npreMa MOoCeTUTEeNeH, MIaHNPOBAHUS
pabouee BpeMeHH PYKOBOIUTEIIS

1.3 MecTO AMCHHUIUIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/IbHOM

NPOrpaMMbl

Hucuunnuna  «MHbOpMallMOHHO-IOKYMEHTAIIHOHHOE — OOecliedeHne  AesITebHOCTH
PYKOBOJUTEINISD» OTHOCUTCS K d9actH, (opMHpyeMOl ydacTHUKaMU OOpa30BaTEIIBHBIX
OTHOIICHUN OJ0Ka IUCUUIUIMH y4eOHOTO IJIaHa.

Jnst  oCBOGHUST  UCHUMIUIMHBI ~ HEOOXOAMMBI  3HAHMS, YMEHUS W  BIAJCHUS,
c(OpMUPOBAHHBIE B XOJ€ W3YYECHHS CIEIYIOMIMX AUCHUIUIMH W TPOXOXKACHUS MPAKTHK:
«be30nacHOCTb JKU3HENEATENbHOCTIY, «PyCCKUH SA3BIK U KYJIBTYpa PEUN.

B pesynbraTe OCBOCHMS AUCHMILTUHBI (GOPMUPYIOTCS 3HAHUS, YMEHUS M BIAJCHUSA,
HEOOXOMUMBIC JUIsI HM3yYeHHUs CICAYIONIMX JTUCHUIUIMH W TMPOXOXKICHUS  TPAKTHK:
03HAaKOMMTEJIbHAS IPAKTUKA, « APXHBBI JIOKYMEHTOB I10 JUYHOMY COCTaBy», «O3HAKOMUTEIbHAS
MPAKTUKAY.

2 Crpykrypa AMCHUILIAHBI

OO6mias TpyA0€MKOCTh AUCIUIUIMHBI COCTABIISIET 2 3.€., 72 .

CTpyKTypa IMCUMIIMHBI JIs1 04HOH opMbI 00yUeHUst

O0beM TUCIUIUIMHBI B (hOpME KOHTAKTHOW PAOOTBI OOYYAIOMIMXCS C TEAaroru4eCKuMHU
pabOTHUKaMU W (MJIM) JIUI[AMHU, IPUBJICKACMBIMH K peaju3aiud 00pa3oBaTeIbHON MPOrpaMMbI
HA WHBIX YCJIIOBUSX, TP MPOBEICHUN YUCOHBIX 3aHITHIA:

Cemectp | Tum yueOHBIX 3aHATHIA KonuuectBo
4acoB
2 Jlekuuu 14
2 CeMHHApHI/1Ta00paTOPHBIE PAOOTHI 14
Bcero: 28

O0beM AUCHUIUTHHBI B (POpME CaMOCTOSITENIbHON PaboThl 00yYarIIMXCsS COCTaBisieT 44
aKaJeMHUYECKHX Jaca.

CTpyKTypa AUCHUIIMHBI ISl 04HO-3204HOI (POPMBI 00yUeHUsI

O0beM TUCIUIUIMHBI B ()OpME KOHTAKTHOW PAOOTBI OOYYAIOMIMXCS C TEAarorH4ecKUMHU
paboTHHKaMU ¥ (WJIH) JIMIIAMH, TIPUBJICKAEMBIMU K pealn3alid 00pa30oBaTeIbLHON MPOrpaMMBbl
Ha UHBIX YCJIOBUSX, PU MPOBEACHUH YICOHBIX 3aHSATHI:

| Cemectp | Tun yuyeOHbIX 3aHITHI | KoauuecTtBo




4acoB

2 Jlexiumn 12

2 CeMUHApHI/1a00paTOPHBIE PAOOTHI 12
Bcero: 24

O0beM TUCHUILTUHBL B (pOopMe caMOCTOATENbHON pabOThI 00YYAIOUINXCS COCTaBIsAET 48

aKaJICMHUYCCKUX Yaca.

CTpyKTypa AUCHUNIMHBI VIS 3204HO0I () OpMBbI 00yUeHH sl

O06bemM aUCHUTUIMHBL B (hOpME KOHTAKTHOW PaGOTHI OOYyYaromIuXcsl ¢ MeJaroru4ecKuMu

paOoTHUKaMU U (M) JUIAMHU, IPUBJIEKAaeMbIMH K peaju3aluyd 00pa3oBaTeNbHOM MpOrpaMMmsl
Ha UHBIX YCJIOBHUAX, IPU MPOBEACHUN YU€OHBIX 3aHATHIL:

Cemectp | Tum yueOHBIX 3aHATHIHA KommuectBo
4acoB
2 Jlekun 4
2 CemuHapbl/1a00paTOpHBIE PAOOTHI 4
Bcero: 8

O0beM TUCHUILTUHBL B (hOpME CaMOCTOATENbHON paboThl 00YUArOIIKMXCs cocTaBiseT 64

aKaJICMHUYCCKUX Yaca.

3 Coaep:kanue TUCUUIINHBI

Ne | HaumeHoBaHme pa3aesa
M CHHUILIMHbBI

Conepxanue

1 Pa3nen 1. Beenenne

Henu u 3anaun kypca. ICTOUHMKY U JIUTEpaTypa.
AKTyaJIbHOCTb Kypca B CBE€T€ COBPEMEHHOIO
COCTOSIHMSL pBbIHKa TpyAa. Mecto Kypca B

npodeccuoHaTbHON MOJTOTOBKE CTYyJICHTA.
Tepmunonorndeckuit amnmapar. CBsi3b Kypca coO
CMECXKHBIMHA JUCHUIITIMHAMN )41 KypCaMu:

JIOKyMEHTOBEJICHUE; OpraHW3alus ¢ TEXHOJIOTHS
JOKYMEHTAI[MOHHOTO OOECTICUCHHUsl yNpaBJICHHUS,
KOMIThIOTEPHBIC TEXHOJIOTHH; TICUXOJIOTHS JIETIOBOTO
o01eHus, aea0Boi STUKeT. OCHOBHBIC HCTOYHHUKU H
nureparypa. Ileprogndeckmne n3maHusl.

2 Pasnen 2. UcTtopusi cekperapckoi
CIIYKOBI

3apoxaeHue cekpeTapckoil ciayxk0el B Poccum.
Cnyxunple TOIM B TpPUKa3aX, KOJUIETHUSX.
['enepanbubiii pernmamedt 1722 r. Kak  NepBbId
HOPMATUBHBIM  JOKYMEHT, perjiaMeHTHPYIOIIHi
paboty  cekperapeii. Hctopust  cekpeTapckoi
CyO0bl  opeBotonnoHHON Poccun. Oco3HaHue
3HAYUMOCTH  MPOPECCHOHATBHONW  MOATOTOBKH
cekperapeii.  OTkpeiTue 1O  Bced  Poccunm
CEKpEeTapCKUx KYPCOB, W3/1aHKe
CHEIHATM3UPOBAHHBIX  KypPHAJIOB. Ponp
CeKpeTapell B COBETCKHMX ydpexkIeHusx XX Beka.
BBenenue KaTeropuitHOCTH CEKpETapCKUX
00513aHHOCTEN. YpaBHUBAHNE CceKpeTapeii ¢




KaHIIEJISIPCKO-TEXHUYECKUMHU paboTHUKAMHU.
IToctanoBienus CHK CCCP 1925 u 1932 rr.
[Toavem 3HAYUMOCTH CEKpPETapCKOro

obcimyxkuBanus B 90-x romax XX BeKa B KOHTEKCTE
pa3BUTHUS YaCTHBIX bopm COOCTBEHHOCTH.
CoBpeMEHHOE COCTOSIHHE CEKPETapCKOl padoTHI B
YCIIOBUSIX ~ HMHTCHCU(DUKAIMH  YIIPABICHUYECKUX
MPOIIECCOB, PACHTUPEHUS MACIITa00B JIEATEILHOCTH
rOCYJIapCTBEHHBIX M KOMMEPYECKUX CTPYKTYD.

Pa3nen 3. PoJab u MecTo
ceKpeTapsi B COBpeMEHHbIX
CTPYKTYpax ynpaBJieHUs!

Kareropun cekperapeit. Cekperapb B CTPYKType
ciyx0b1 JIOY, B anmapaTe pyKkoBOJUTENS, B COCTAaBE
CTPYKTYPHOTO HOJpa3/IeIeHusl.
KBanudukanmoHHble XapaKTEPUCTHUKH CEKpeTapeil.
OyHKIUH U JOJKHOCTHBIE 00sI3aHHOCTH CeKpeTapeit
B 3aBUCUMOCTH OT KaTerOpuu CEKPETapcKoro
00CITy)KUBaHUSL. Cucrema CITy’KE€OHBIX
B3aMMOOTHOUIEHUH, BO3HUKAIOIIUX B IIpOILECCE
BBINOJIHEHUSI CEKpeTapeM BO3JI0KEHHBIX Ha HEro
(byHKIMHA. TpeboBanust  mpeabsBIseMblE K
cekperapsM: K 00pa30BaHUIO, MPOpECCHOHATBHBIM
3HAaHUSAM, TEXHUYECKHMM YMEHHUAM M HaBBbIKaM.
XapakTepucTUKa JEJNOBBIX M JIMYHBIX KadyecTB
cekperaps. HaBblkM 1O TICHMXOJIOTMH OOIIEHMS.
CamoakTtyanu3anus ceKpeTapsl. Oco3HaHue
cekperapeM cebs B mpodeccun. CTpykTypa paboTh
cekperaps.

Paznen 4. Opranu3anus pa6oTbl
ceKkpeTaps

HpaBOBHC OCHOBBI ACATCIIbHOCTH CCKpCeTapa

(3aKOHOIATEIIBHO-TIPABOBAS 31 HOPMAaTHUBHO-
MeToAuYecKass 0asa): KOJEKCHI, benepabHbIC
3aKOHBI;  CTaHAAPTHI, HWHCTPYKIWHU;  TPaBUIIA,
[TOJI0KEHUS, HOpPMATHUBHbBIC JIOKYMEHTHI,

coJepXxaliie HOPMbI BpeMeHH. PerymupoBaHue
TPYJIOBBIX B3aUMOOTHOIIEHUI paboTonmatens U
CeKpeTaps.

JIOmKHOCTHAasT ~ WMHCTPYKLHMSA  CEeKperapsi,  Kak
OCHOBHOM OpraHU3allMOHHO-TIPABOBOM JOKYMEHT:
MIPaKTUIECKOe 3HaYCHHE JOJKHOCTHOU
WHCTPYKIIUH, METOJIMKA COCTAaBJICHHS, CTPYKTYpa,
coctaB  HHQOpMAIMH, CcIydad U  TMOPSAOK
nepecMoTpa, opopMIICHHE.

Opranu3zanus pabodero Mecta cekperapsi:
[Ipuemnass kak paboyee MECTO  CEKpeTaps.
30HUpPOBaAHUE MIPUEMHOM. OcobGeHHOCTH
OpraHu3aluu 30H MIPUEMHOM: UHTEPbED,
OCBEILICHUE, O3€JICHEHHE, OCHAIIEHUE OPTrTEXHUKOU
U CHpaBOYHBIMU MaTepuanamu. OOOpyaoBaHUE
paboueii 30HbI cexperaps. Cnenuduka opraHu3auu
MPUEMHONH  PYKOBOJUTEINSA,  BEAYIIETO  IPHEM
MOCETUTENEH MO JTNYHBIM BOIPOCAM.

VYcnoBust TpyAa: CTaHIApThl 0€30MacHOCTH TPYAa,
CaHUTapHbIe MpaBuia. XapaKTePUCTHKU OCHOBHBIX




(baKTOPOB, COCTAaBJIAIOMIUX OMNTHUMAJIBHBIC YCJIOBUA
TpyAa cekperaps (CaHUTapHO-TUTHEHUYECKHE -
OCBEILIEHHOCTh, IIyM, BIIQXHOCTh, TEMIEparypa U
mp.;  NCUXO(PHU3UOJOTUYECKHUE,  ACTETUUYECKHUE).
bezomacHocTh Tpyaa nmpu paboTe 3a KOMIIBIOTEPOM.
Opranmsanusi  paboyero BpeMEHH  CEKpeTaps:
pasrpy3ka pyKOBOAMTENS KaK OCHOBHAs (YHKITUS
CeKpeTapsi, IMOMOIIb B IUIAHUPOBAaHHU pabouero
BPEMEHHU PYKOBOJUTENS (IOJITOCPOYHOE, TEKYIIee),
MOPSIZIOK  3alMCH  IUIAHUPYEMBIX  MEPOTPHUSTHIA,
opranuzanust ~ paboyero  JHA  PYKOBOAMTEI,
METOJMKA COCTaBJICHUE CEKpPEeTapeM IUIaHa CBOETO
pabodero 1HS, €KETHEBHUK U ©KEHEACIbHUK Kak
WHCTPYMEHTHI TUNITAHUPOBAHHUS pab0Yero BPEeMEHH.

Pa3nea 5. OpranusanuoHHo-
aIMHHUCTPATHBHAS
AeSITeJIbHOCTh CeKpeTaps

Opranmzanus npuema nocerureneid. MeToauka
npyueMa pas3jIndHbIX  KaTEeropuil  MOCETUTEICH:
COTPYJHUKOB 1o CITy’Ke€OHBIM BOIIpOCaM,
COTPYIHHUKOB IIO JIMYHBIM BOIPOCAM, CTOPOHHHUX
[IOCETUTENEH o IIpEeABAPUTEIILHON
JIOTOBOPEHHOCTH U 0€3 Hee, NpHeM Jeleranuil.
IIprOpHUTETHOCTE B TMIPEICTABICHUU IIOCETUTEIIECH
pykoBogutenmo. [IpaBuna mepeHoca WM OTMEHBI
npuema. [loBeneHue cekperaps C OXUIAIOLIMM
ITOCETUTENIEM.

Opranuzanus npuemMa rpaxxiaH. 3aluch Ha IPHEM,
rpaduKu  TpUeMa, pPErucTpalys MOCETUTENeH,
JOKYMEHTUPOBAaHHE IpueMa, HH(OPMUPOBAHHE
IpaXAaH.

Opranuzanust TeneOHHBIX IEpPEeroBopoB. Bumibl
TeneOHHbIX IeperoBopoB. IlpaBmia MmoAroTOBKH
«MCXoIAUIMX» IeperoBopoB. llpaBuna BeneHus
«BXOAAIIMX» meperopopoB. Cucremaruszanus H
pacnpezeienue 3BOHKOB, aJpecoOBaHHbIX
pykoBogutento.  Mcrmonb3oBaHue — TeneQOHHOTO
Onmanka i cekpetaps. Tenedonorpamma. [Ipasuna
teneponnoro  obmenus.  Cnemuduka  CBs3U
aOoHeHTOB  pa3Horo  craryca. OOecredyeHue
KOH(PUACHITMAITBHOCTH TeIe()OHHBIX TTEPETOBOPOB.

- IloaroroBka nENOBBIX BCTpPEY M IEPETOBOPOB.
Oranbl MOArOTOBKM BCTPEUM: OIpEAETICHHE MecTa,

BpCMCHU BCTPCUH, cocCTaBa Y4aCTHHKOB,
OIIOBCIICHHUEC Y4aCTHHKOB, IOATOTOBKA
HCO6XOI[I/IMLIX MaTCpHraIoB. IToMomis

PYKOBOJIUTEITIO BO BPEMsI IPOBEICHUS TIEPETOBOPOB.
- [TonrotroBKa ¥ TPOBEACHHE COBELIAHHIA
(3acemaHuii)  KOJUICTHMAJIBHBIX ~ OPraHOB.  THITBI
COBENIaHUH. DTambl TOJITOTOBKUA  COBEIAHUS:
noixydeHue  uHOpMAMM  OT  PYKOBOJIUTENS
OTHOCHUTEIIEHO OpraHMU3aIMOHHBIX BOTIPOCOB
MIPOBEICHUS COBCIIAHNUS; COCTaBJICHUE
MpPeIBAPUTENLHBIX CMET PacXO/0B, MOBECTKU MIHS,
CIIMCKa VYYaCTHHKOB, IIPOBCACHUC pa6OTI)I 10




YTO‘IHCHI/IIO CIIMCKA MW OIIOBCUICHUIO y‘-IaCTHI/IKOB,
pacchiIKa IPHTITAICHUH, MIPOBEICHHE
OpraHU3alMOHHBIX MEpOINPUATHN (3aka3
TOCTHHHIIBI, TpPAaHCIOpPTa, OWJIETOB, oOOecreYeHue
KyJIbTYPHO-MAacCCOBBIX ~ MEpONpHUATHH MU  1p.);
BOCTpEOOBAHHME TIPOCKTOB PEIICHUH; ITOATOTOBKA

HEOO0XOIUMBIX MaTepUasos; KOHTPOJIb 3a
OCHAIICHUEM MECTa IPOBEACHHS COBEIIAHHNSA.
OyHKIMH cekpeTaps 1o 00CITy’)KUBaHUIO

coBelllanuii. Benenue nmporokoua.

[ToaroroBka KOMaHAMPOBOK. BHIbI KOMaHIUPOBOK
PYKOBOJHMTEIS. DTanbl MOATOTOBKM KOMAaHIUPOBKH:
coop uH(pOpPMALMKU OTHOCUTEIHHO IIAHUPYEMOU
KOMaHJMPOBKH, CO3JaHUE IUIaHA KOMaHIUPOBKH,

MOATOTOBKA HEOOXOTUMBIX PYKOBOAUTEIIO
JOKYMEHTOB M  MaTepualioB, 3aKa3 OWJIETOB,
TOCTUHMIIBI. JoxymeHTanbHOe odopmiieHHe

KOMaHIUpOBKHU. MHCTpyKuus uisi CeKperaps Ha
BpeMsI OTCYTCTBHSI PyKOBOAMTEINS: CIIOCOO M BpeMs
CBA3U C PYKOBOJUTENEM, MOJANUCAHNE JOKYMEHTOB
3aMEILA0IIMMHU JULAMU. ITpuem
KOMAaH/INPOBAaHHBIX COTPYIHUKOB.

Opranuzanus U NpOBEACHUS NPUEMOB, ITUKETHBIE
MACbMa, TOJAPKH, npaBmwia 0oGOpMIICHHUS H
UCIIOJIb30BaHUs BU3UTHBIX KapTodek. JlemoBon
JTHKET.

Pa3nes 6. PaGora cexperaps nmo
HHGPOPMALMOHHOMY
00cJIy’KHBAHHMIO PYKOBOJAUTEJIS

PaGora cekperaps mo cOopy ©  aHaIU3y
nH(popmanuu. Hcrounnku, cnocoObl IOHUCKa,
MeToAuka cOopa u 00paboTkM HH(OPMAIUH.
CrocoObl  mpejacTaBieHUs] HWHPOPMAIMH: KOTHH
JOKYMEHTOB, BBINUCKH, AaHHOTAIUH, pedeparsl,
0030ps1. [ToaroroBka BRICTYIUICHUH PYKOBOIUTEIS.
Opranm3anuss cBsizel ¢ OOIIECTBEHHOCTHIO.
CpenctBa pacnpocTpaHeHusi MH(GOpMalUu BHYTpU
opranmzaiuu.  Pabora co CMMU, mnaptHepamu,
KITMCHTaMH, KOHKYpEHTaMHU.

OyHKIUU cekperaps o 00ecreyeHHIo
6esomacHoct uHpopMmanuu. Pabora cexperaps ¢
KoHpuIeHMaabHOH HuH(opMarueir. OnpezneneHue
KOH(UIEHIHATBbHON HHPOPMALlUU U KOMMEPUYECKOM
taiiHpl. Karteropum cBeneHuil, OTHECEHHBIX K
KoMMepueckoit TaifHe. CrocoObl MpelCTaBICHUS
CaHKIIMOHMpPOBaHHOW  MH(popMmarmu.  CrnocoObI
3aIUThl HH()OPMAIIHH.

Pa3gen 7. IlcuxoJiorus o01eHus
ceKkpeTaps

Cekpertapb u PYKOBOJIUTEITb. Tonkoctu
B3aUMOOTHOIICHHSI MOJOB. YUeT MCHXOJIOTHYECKUX
0COOCHHOCTEH PYKOBOUTEIIS.

Kondmukrheie cutyanuu. [IpuuuHbl, cTagnuu, MyTH

BbBIXO/J4. YMeHue yYOpaBJjadTb OSMOLOUSIMU U
YyBCTBaMH.
ITcuxonoruueckue MMPUCMbI BIIMSAHUA Ha

cobeceqnrka. HeBepOanbHbBIC CcpeacTBa B JICIOBOM
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OOIICHUH.
B3aumooTtHomenuss ¢ kosjuieramu. Kak uzbexartb
MaHumyJIauuid Ha pabore. Pomb cekperaps B
dbopMUpOBaHUKM  ONArONMPHUATHOTO  KJIMMaTa B
KOJIJICKTUBCE.

4 OoOpa3oBaTejibHbIE TEXHOJOTUH
I[JISI IMPOBCACHUA y‘-IeGHBIX 3aHSATUU 10 JUCHUITIINHE HCIIOJIB3YIOTCA Pa3INIHbIC
oOpa3zoBaTenbHbIe TEXHOJOTMH. [l opraHu3anmuu y4eOHOrO Tpolecca MOXET OBITh
UCTIOJIb30BAHO JJICKTPOHHOE 00y4eHHE U (MITH) TUCTAHIIMOHHBIE 00pa30BaTEIbHBIC TEXHOJIOTHH.

5 OueHka IJIAaHUPYEMBIX Pe3yJIbTATOB 00y4YeHH sl
5.1 Cucrema oieHUBaHUA

DopmMa KOHTPOJIS Makc. K0JIu4ecTBO 0aJJI0B
3a ogny Bcero
padoTy

Tekymmit KOHTPOJIb:

- onpoc u yyacmue 8 OUCKYCCUU HA ceMunape (membvl |5 6annos 35 bannos

1-7)

- KOHMPONLHAS PAbOMA HA CEMUHAPCKOM UNU 10 b6annos 10 b6annos

NPaKmu4eckom sauamuu (memovt 3-4)

- KOHMPONLHAS PAbOMA HA CEMUHAPCKOM UNU 15 bannos 15 bannos

npakmu4eckom 3ausmuu (memvt 5-6)

IIpomexxyTouHas arrecTanus 40 6annos

(nucobmennblll omeem Ha 2 60npoca)

HToro 3a cemectp (Qucyuniuny) 100 6annos

3auem

[Tosry4eHHbII COBOKYIHBIN pe3yIbTaT KOHBEPTUPYETCS B TPAJAUIIMOHHYIO IITKATy OIICHOK U B
IIKaly olleHOK EBponeiickoii cucteMbl iepeHoca u HakorieHus kpeautoB (European Credit
Transfer System; ganee — ECTS) B COOTBETCTBUH C TaOIHUIICH:

100-6ampHas TpasionHas mkaa [kana
HIKaJIa ECTS
95 -100 A
3394 OTJIMYHO B
68 — 82 XOPOIIO 3a4TEHO C
56 —67 D
50 55 yIIOBJIETBOPUTEIHHO E
20-49 FX
HEYJIOBIIETBOPHUTEIBHO HE 3aUTEHO
0-19 F
5.2 Kpurepuu BbICTABJEHHUS OLEHKH MO TMCIUIIHHE
bannel/ Onenka no Kputepuu onieHku pe3ynbTaToB 00yUeHuUs O JUCIUILINHE
[xana ECTS | nucuuruinze
100-83/ COTJIINYHO» BricraBnsiercs oOyuaromemMycs, €Clid OH IITyOOKO U
A,B MPOYHO YCBOWJI TEOPETUUECKUN U MPAKTUYECKUI
MaTepHuall, MOKET IPOJIEMOHCTPUPOBATH 3TO Ha 3aHATUSAX U
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Bamnel/
[Ixana ECTS

O1ueHka 1o
IUCLUILINHE

Kpurepun onieHKH pe3yabTaToB 00yUEHUs 110 TUCIHUILIHE

B X0/IC IPOMEIKYTOYHO aTTECTaIHH.

OOyyaronuiicss KICYEPIBIBAIOLIC U JIOTHYESCKU CTPOIHO
u3jaraet y4eOHbIil MaTepual, yMeeT yBsI3bIBaTh TEOPHUIO C
NPaKTHUKOH, CIIPABIISCTCS C PEIICHUEM 33714
npohecCHOHAIBHON HAPAaBICHHOCTH BEICOKOTO YPOBHS
CJIO)KHOCTH, IPpaBUJIBHO 000CHOBEIBA€ET IMPUHATLIC
peLICHHS.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npohecCHOHATIBHON JTUTEpaType.

OreHka o JUCHUIUIMHE BBICTABIIAIOTCS 00YYarOIEMyCs C
y4E€TOM PE3YJIbTATOB TEKYIIEH U TPOMEKYTOUHOU
aTTECTALlNN.

Komnerenmuu, 3akpenia€éHHble 3a AUCHUIIIMHOM,
c(OPMHUPOBAHBI HA YPOBHE — «BBICOKHI».

82-68/

«XOopouo»

BrictaBnsiercst oOydaromiemMycsi, €ciid OH 3HAeT
TEOPETHUUECKUI U MPAKTUUYECKUI MaTepHall, FPAMOTHO U MO
CYILIECTBY M3JIaraeT €ro Ha 3aHITHUSIX U B XOJI€
MIPOMEXKYTOUYHOM aTTECTallMHU, HE JOIYCKasl CyLIECTBEHHbBIX
HETOYHOCTEH.

OOyyaronuiics MpaBUJIbHO IPUMEHSET TEOPETHUECKUE
TMOJIOXKEHUS MIPU PEILICHUU MTPAKTUYECKUX 3a/1a4
npodeccroHalIbHOM HANPaBICHHOCTH PA3HOTO YPOBHS
CJIO)HOCTH, BJIaJICET HEOOXOIUMBIMH JIJIsl 3TOTO HABBIKAMH
W OIpUEMaMU.

JlocTaToYHO XOPOIIIO OPHUEHTUPYETCS B yUeOHOU U
npodeccnoHanbHOM TUTEpaType.

OreHka o JUCIUILTAHE BBICTABISIOTCS 00ydatomeMycst ¢
Y4YETOM PE3yJIbTATOB TEKYLIEH U MPOMEKYTOUHOMN
aTTECTaIUU.

Komniereniuu, 3akpeni€HHble 3a TUCIUIIITNHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «XOPOIIHII».

67-50/
D.E

«YOOBJICTBOPH-
TCIBHO»

BeictaBnsercs o0yuatromemMycs, €Ciid OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUYECKUH U MTPAKTUUECKUI MaTepurall,
JIOITyCKAET OTAEIbHbIE OIIMOKY MPH €ro U3JI0KEHUHU Ha
3aHATHUAX U B XOJE IIPOMEXYTOYHOU aTTECTALIUH.
OOyuarouuiics UCTIBITHIBACT ONPEAEIEHHbIE 3aTPyAHEHUS
B IPUMEHEHHUH TEOPETUYECKUX ITOJI0KEHUN IIPU PELLICHUH
IIPAKTUYECKHX 3a/1a4 NPO(HEeCCHOHAIBHON HApaBIEHHOCTH
CTaHJAPTHOI'O YPOBHS CIIOKHOCTH, BJIAJICET
HEOO0XOAMMBIMU JJIs1 3TOT0 0a30BBIMH HAaBbIKAMU U
MIpUEMaMH.

JIeMOHCTpHUPYET TOCTATOYHBIN YPOBEHDb 3HAHUS yUeOHOM
JIUTEPaTyphI 110 JUCLUIUIMHE.

OreHka o JUCHUIUIMHE BBICTABIIAIOTCS 00YUarOIEMyCs C
y4E€TOM PE3YJIBTATOB TEKYIIEH U TPOMEKYTOUHOU
aTTECTALlUN.

Komnerenmuu, 3akpeni€éHHble 3a AUCUUTIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «JOCTATOYHBIH».
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bannsl/ Onenka 1no Kpurepun onieHKH pe3yabTaToB 00yUEHUs 110 TUCIHUILIHE
[Ikana ECTS | qgucoumminge

49-0/ «HEYyJIOBJIETBOpHUTE | BhicTaBisercs oOy4darolemMycsi, €Ciii OH He 3HAeT Ha

F,FX JIBHO» 0a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI

MaTepuall, J101yckaeT rpy0oble oliOKY Ipu ero
M3JI0KEHUU Ha 3aHATHUSX U B X0J1€ IPOMEKYTOUHON
aTTECTALNN.

OOyuJarouuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUN TEOPETUYECKUX TOJI0KEHUH NIPU PELICHUH
MPAKTUYECKHX 33124 MPO(HEeCCHOHAIBHON HAPaBICHHOCTH
CTaHIapTHOTO YPOBHS CIIO)KHOCTH, HE BIAaIEET
HEOOXOAUMBIMU JIJIs1 3TOTO HAaBBIKAMU M MTPUEMaMHU.
JleMoHCTpHpYyeT parMeHTapHbIE 3HAHUS YIEOHOU
JUTEPaATYphl 110 TUCLUILINHE.

OneHka o JUCUUIUIMHE BBICTABIIAIOTCS 00YYarOIEMYyCs C
y4E€TOM PE3YJIBTATOB TEKYIIEH U TPOMEKYTOUHON
aTTECTALNN.

KomMmnereHuu Ha ypoBHE «JOCTaTOUHBIN», 3aKPEIUIEHHBIE
3a AMCUUILUIMHON, HE COPMHUPOBAHBI.

5.3 OueHo4HbIe cpeacTBa (MaTEepPHUAJIbI) 1Sl TEKYLIEr0 KOHTPOJIS
yCIeBA€eMOCTH, IPOMEKYTOYHOM aTTeCTAIUN 00Y4aAIONIUXCS 10
AUCUMILTIMHE

Konmponwvusie 6onpocwt 0151 mekyuieil u RPOMeHcymouHoi ammecmayuu

e o

MOTYMHEHHBIMU;
10. OOGs13aHHOCTH ceKpeTapsi IO MOATOTOBKE M MPOBEICHUIO COBEIIAHUL;
11. Ponb cekpeTapsi B MOJATOTOBKE KOMaHIUPOBOK PYKOBOAUTENS;

12. TIpaBuia noBeJEHUECKOIO ITUKE CEKPETaps;

13. MecTto cekpeTapsi B YIPaBJICHYECKOU CTPYKTYpPE OpraHU3aIUK;

14. KonduneHuaabHOCTh B paboTe cexperaps;

15. IlpaBuna moBeneHUs ceKpeTaps B KOHQIMKTHBIX CUTYaIUsX.

[TpodeccuonanbHble TPEOOBAHUS K CEKPETAPIO PYKOBOIUTEIIS;

OcobOeHHOCTH OpraHu3aIuy padbovero MecTa CeKpeTaps;

[IpaBuna BeneHus TeneOHHBIX IEPETOBOPOB;

OO6s13aHHOCTH CEKpeTaps 0 OpraHU3aluH MIEPEroBOPOB PYKOBOAUTEIS;

Crnenuduka miaHupoBaHue paboyero THS pyKOBOAUTEINS U CEKpeTaps;

[IpaBoBast 1 HOpMaTUBHAs perIaMeHTalus pabOThI CEKpeTaps;

Opranuzanust paboThl IPUEMHON PYKOBOAUTEIS;

Pabota cexperapst B chepe nHGOPMAIIMOHHOTO 00ECTICUCHHS;

[IpaBuna pgemoBoro OOLIEHHS C PYKOBOJHUTEIEM, COTPYIHHUKAMH, ITOCETUTENSIMHU,

Bapuanm onuy-konmpoavnoii pabomot
1. Bugsl nesTeIbHOCTH CeKpeTaps.
2. TpeOGoBaHusl, IPeAbABISEMbIE K CEKPETapIO: UTO OH JIOJKEH 3HATh U YMETh.
3.CocTaBuTh pe3toMe NPETEeHIEHTA Ha JOJIKHOCTh CEKpeTapsl.

6 YueOHO-MeTOAMYeCcKOe U MHPOPMALIMOHHOE 00ecnevyeHre JUCIUILTHHbI
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6.1 Cnucoxk MCTOYHHMKOB M JIMTEPATYPbI

Hcemounuku

Obs3zamenvHolie

@enepanbhblif 3akoH 0T 27.07.2006 Ne 149-03 «O6 undopmaryu, HHPOPMATMOHHBIX
TEXHOJIOTHSIX W 3amuTe uHpopManum» [DIeKTpoHHBIM pecypc] — Pexum mgocryma:

http://www.garant.ru.

Oenepanbhblii 3akoH 0T 02.05.2006 Ne 59-D3 «O mopsiake paccMOTpeHUs oOpalieHHi
rpaxnaaHn  Poccuiickoit  @enepanun» [ONeKTpoHHBIM  pecypc] — Pexum  pocryna:
http://www.garant.ru.

O®enepanbubiii 3akoH oT 27 wutonga 2006 . N 152-®3 «O nepcoHaNbHBIX JAaHHBIX
[DnexTponnsIit pecypc] — Pexxum noctyma: http://www.garant.ru.

ITpuka3 PocapxuBa ot 20.12.2019 N 236 "OOG yrtBepxiaeHuu llepeuHsi THUIOBBIX
yOpaBIE€HYECKUX apPXUBHBIX JOKYMEHTOB, 0Opasylouuxcs B Ipolecce AeSTeIbHOCTU
rOCYJJapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYTPABJICHUS M OpraHU3alui, ¢ yKa3aHHEeM
cpokoB wux xpaHeHus" (3apeructpupoBano B Muniocte Poccum 06.02.2020 N 57449)
[OnexTponnblii  pecypc] // CnopaBouHo-mouckoBas cuctema «KOHCydabTaHT — IUIHOCY.
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

[Ipuka3 Munucrepcta Tpyna u couuanbHoi 3amuTel PO ot 15.06.2020 Ne 333H «O0
yrBepkaeHnn IIpodeccuonanpHoro crangapra «CHenuaniucT MO OPraHU3allMOHHOMY H
JIOKYMEHTAIIMOHHOMY OOECIEeUYEHHUIO YIIPABICHUIO OpraHu3anuein» [DIEeKTpOHHBIN pecypc| —
Pexxum noctyna: http:/www.garant.ru.

Jlumepamypa

Obs3amenvhas

brikoBa T.A. JlokymeHTanimoHHOe oOecleueHrne YIpaBlIeHUs (IeTOMPOU3BOJICTBO)
[2nexTpoHHBI pecypc]; yueoHoe mocobue/ T.A. beikoBa, T.B. Ky3Hnerosa. -2-e uza. nepepad. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 C. —Pexum JIOCTyTa:
http://znanium.com/go.php?id=942800/

JlononnumenvHas

Jlykam, FO. A. BeITh cekpeTapem pykoBoauTenst pupmbl [DneKTpoHHbIH pecypce] @ yued.
nocobue / 0. A. Jlykam. - M.: ®aunta, 2012. - 98 c. - ISBN 978-5-9765-1374-7 - Pexum
nocrtymna: http://znanium.com/catalog/product/455324

[Ipodeccus - momourHuk pykoBoautens: [Ipuemsl «Bbiciiero nuiaoraxa» / Jlazapes K. -
M.:Anpninnallabn., 2016. - 144 c.: ISBN 978-5-9614-1706-7 - Pexum poctyma:

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

6.2 IlepeuyeHnb pecypcoB HHPOPMANMOHHO-TEJIEKOMMYHHUKAIIMOHHOM CEeTH

«HTepHeT»
- Tapant [OnexkTpoHHslll pecypc]. — DnekTpoH. naH. — M., cop. 2013. — Pexum nocryna:
http://www.garant.ru.
- Koncynperaut Ilmoc [DnekTpoHHBIM pecypce]. — DnekTpoH. aad. — M., cop. 2013. — Pexum

nocrtyma: http:// www.consultant.ru.
DNeKTpOHHO-OMONMMOTeYHast cucTeMa [JDJeKTpoHHBI pecypc]. Pexum pgoctyna:

http://www. znanium.com

6.3 IlpodeccnonanbHbie 0a3bl JAHHBIX U HHGOPMALMOHHO-CIIPABOYHbIEC
CHCTEMBI

Joctyn k mpodeccroHanbHbIM 0a3aM naHHbIX: https://liber.rsuh.ru/ru/bases


http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.consultant.ru/cons/cgi/online.cgi?req=doc&base=LAW&n=345020&fld=134&dst=1000000001,0&rnd=0.5989149124283691#09893595070554722
http://www.garant.ru
http://znanium.com/go.php?id=942800/
http://znanium.com/catalog/product/455324
http://znanium.com/catalog/product/917159
http://www.consultant.ru
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WndpopmanroHHble CIIPaBOYHbIE CUCTEMBI:
1. Koncynsrant Ilmroc
2. Tapanr

7 MarepuajJibHO-TeXHUYECKOe o0ecnevyeHne 1 CIUTTHHbI

Jns  obecriedeHuss AMCUMIUIMHBI — UCIOJB3YETCSl  MaTepUalbHO-TEXHUYECKas 0asa
00pa3oBaTeNbHOTO  YUPEKICHHS: Yy4yeOHbIe ayJIUTOpPUHU, OCHANIEHHBIE KOMIBIOTEPOM U
IPOEKTOPOM JIJISl IEMOHCTPALIMU YYEOHBIX MAaTEPUAJIOB.

CocTaB mporpaMMHOT0 00€CTICUCHHS:
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

8 OoecneueHue 00pa3oBaTeILHOIO MPOLECCA IJI JIUI C OTPAHUYCHHBIMU

BO3MOKHOCTAMH 310POBbSI U HHBAJIUIAO0B
B xoJze peanuzanuyu IUCHUIUIMHBI HCIIONb3YOTCS CIEAYIOINE TONOJHUTEIIBHBIC
METOABl OOYyYeHHUs, TEKYyIIEro KOHTPOJI YCHEBAaEeMOCTH M IPOMEXKYTOYHOH aTTecTallu
00yyaroIuxcs B 3aBUCUMOCTH OT UX MHAUBUYaJIbHBIX OCOOEHHOCTEH:

® 71 CIeNbIX U cIa0oBUIALINX:

- JIeKUMU O(OPMIISIOTCS B BHUJAE 3JIEKTPOHHOTO JIOKYMEHTA, JOCTYIHOTO C IIOMOIIBIO
KOMIIBIOTEPA CO CHEIMATN3UPOBAHHBIM ITPOrPaMMHBIM 00€CIIEUEHUEM;

- IIMCbMEHHBIC 33JaHMs BBINOJHSIOTCS HA KOMIIBIOTEPE CO CIEHUAIU3UPOBAHHBIM
IPOTrpaMMHBIM 00€CTIIEYeHUEM, WJIU MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- o0ecrieunBaeTCsl MHIMBUIyallbHOE paBHOMEpHOE ocBenieHne He meHee 300 ItoKc;

- U1 BBIOJHEHMA 3aJaHusl NP HEOOXOJUMOCTH TPEAOCTABISACTCA YBEJINYHMBAOLIEE
YCTPOHCTBO; BO3MOXHO TAK)K€ MCIIOJIb30BaHHE COOCTBEHHBIX YBEIMUUBAIOIINX YCTPOUCTB,;

- IUCbMEHHBIE 3aJJaHUs O(POPMIISIOTCS YBEIMYEHHBIM HIPUPTOM;

- 9K3aMEH U 3a4€T MPOBOJATCA B YCTHOM (popMe MIIM BBIMIOTHSAIOTCS B MUCbMEHHOHN (opme Ha
KOMIIBIOTEPE.

® IS TIIyXUX U CIA0OCIbIIIAIINX:

- JeKIMH O(OPMIISIIOTCA B BHJE 3JEKTPOHHOIO JOKYMEHTa, JIHOO MpPeJoCTaBIAETCs
3BYKOYCWJIMBAIOILAs alnapaTrypa HHAUBUAYAIbHOIO II0JIb30BaHUS;

- IICbMEHHBIE 3aJJaHUs BBIIOJIHAIOTCS Ha KOMIIBIOTEPE B MUCbMEHHOU (hopMe;

- 9K3aMEH M 3a4€T MPOBOIATCA B NHUCHbMEHHOW (hopMe HAa KOMIBIOTEPE; BO3MOXKHO
IpoBe/ieHUE B (hOpME TECTUPOBAHHUS.

® Ui JMI C HAPYLIEHUSIMU OIIOPHO-JBUTATEIBHOIO alapara:

- JIeKUMU O(OPMIISIOTCS B BHUAE 3JIEKTPOHHOIO JIOKYMEHTA, JOCTYIHOTO C IIOMOIIbIO
KOMIIBIOTEpA CO CIIEIHMATU3UPOBAHHBIM IIPOrPAMMHBIM 00eCIICUeHUEM;

- IIMCbMEHHBIC 3aJaHMs BBINOJHIKOTCS Ha KOMIIBIOTEpE CO CHELUAIH3UPOBAHHBIM
MIPOrPaMMHBIM 00€CTICUeHUEM;

- 3K3aMeH U 3a4€T MPOBOJATCS B YCTHOM (JOpME WK BBIMOIHSIIOTCS B MUCbMEHHOU hopme Ha
KOMIIBIOTEPE.

[Ipy HeoOXoIMMOCTH MperyCMaTpUBAETCS YBEIUYEHHE BPEMEHHM [UIS MOJATOTOBKU
OTBETA.

[Ipouenypa  mpoBeaeHHS  MPOMEXKYTOYHOM  arTecTaluud s o0ydarouuxcs
YCTAHABIMBAETCS C Y4YETOM HMX HMHIMBUAYAIBHBIX TCUXO(U3UYECKHMX OCOOEHHOCTEN.
[IpomerxxyTouHast aTTecTalysi MOXKET MPOBOJAUTHCS B HECKOJIBKO 3TAIOB.

[Tpu npoBeneHUN MpOLEAYpPhl OLEHUBAHUS PE3YJIbTaTOB O0yUeHHs MpeaycMaTpUBaeTCs
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UCIIOJIb30BaHUE TEXHUYECKUX CPEJICTB, HEOOXOAMMBIX B CBS3M C HWHIMBUAYAJIbHBIMU
OCOOCHHOCTSIMU 00y4YaroIUXCsl. DTU CPEeACTBA MOTYT OBbITh IMPEIOCTABIEHBl YHHUBEPCUTETOM,
WM MOTYT MCIIOJIb30BaThCs COOCTBEHHBIE TEXHUUECKUE CPE/ICTBA.

[IpoBenenne mpoueaypbl OIEHMBAHMS  pPe3yJbTaTOB  OOy4YeHMs] JIONMYyCKaeTcs C
UCTIOJIb30BaHUEM JIUCTAHIIMOHHBIX 00pPa30BaTEIbHBIX TEXHOIOTUH.

Ob6ecnieunBaeTcss 10cTyn K MHGOPMaLMOHHBIM U OMOIHOrpadUyecKuM pecypcam B CETH
WuTepHer 11 kaxjaoro oOydvaromierocss B (opmax, aJanTUPOBAHHBIX K OTPAHUYEHUSM HUX
3/10pOBbS U BOCTIPUSATHUS HHPOPMAIIH:

® I CIeNbIX ¥ cIa0oBUIAIINX:

- B meyaTHOU (hopMe yBEeJIMYEHHBIM HMIPUPTOM;
- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B popme ayauodaiina.

® IS TIIyXUX U cIaboCblIamux:

- B IeyaTHou popme;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

® i 00y4aroIIKXCs C HapYLICHUSIMH OIOPHO-BUTATEILHOTO arapara:
- B le4aTHoi popme;

- B JopMe 3IEKTPOHHOTO IOKYMEHTA;

- B (hopme ayanodaiina.

VY4eOHble ayAUTOPUHU Ul BCEX BUJAOB KOHTAKTHOM M CaMOCTOSITENIbHOM paboThl, HayyHas
O6u0IMOTEeKa M MHbIE MOMEIICHUs sl 0Oy4eHHUS OCHAIEHBI CIEHUaTIbHBIM 00OPYJOBaHUEM U
y4eOHBIMU MECTaMH C TEXHUYECKUMHU CPEJICTBAMU O0yUEHUS:

® I CIenbIX U cIa0oBUIAIINX:

- YCTpOHCTBOM JuIsl ckaHupoBaHus 1 uyTeHus ¢ kamepoit SARA CE;

- nuctieeM bpaitns PAC Mate 20;

- npuHTepoM bpaiinsg EmBrailleViewPlus;

® IS IIIyXUX U cIabocCblIamux:

- ABTOMATU3MPOBAaHHBIM padOYUM MECTOM JJs JIIOJed ¢ HapyleHHeM ciyXxa |
¢71a00CIIBIIIAIINX;

- aKyCTUYECKUH YCUIIMTEb U KOJIOHKH;

® 1151 00YyYaOLIUXCS C HApYIIEHUSIMH OTIOPHO-/IBUTATEJILHOTO anmapara:
- IEPEABMKHBIMU, PETYINPYEMBIMU 3proHoMuueckumu napramu CU-1;
- KOMIIBIOTEPHON TEXHUKOW CO CHeMaIbHBIM ITPOrPaMMHBIM 00€CIICUEHUEM.

9 MeroauvecKkue MaTepHAJIbI
9.1 IlnaHbl NPAKTHYECKUX 3AHATHIA.

Tema 1. Posib 1 MecTO ceKpeTapsi B COBPEMEHHBIX CTPYKTYPAaX yIpaBJIeHHs.

Lenv 3anamus: OUpenenuTh OPraHU3alMOHHBIE W TIPABOBBIC OCHOBBI JICATEIHBHOCTH
CeKpeTapel, Hay4uThCs OIpPEAeNsATh IMEPCOHATBHYIO 3arpyKEHHOCTh CEKpeTaps, COCTaBISATh
JIOKQJIbHBIC HOPMATHUBHBIC aKTHI B C)epe ero ACSITeIbHOCTH.

Dopma nposeoderisi — IPAaKTUUECKOE 3a/IaHHE.

Baoanus:

1.3y4uTh TUMOBBIE CTPYKTYpPBI CIIy>KO JETOMPON3BOACTBA (KaHUEISIPUi), ONPEISIUTh
MECTO CEKPETapUaTOB M CEKpeTapell PyKOBOJUTENS B CTPYKTYPE YIIPABIICHUS.

2. B cootBercTBUM C TMpemsiokeHHOUN «doTorpaduein» pabodero IHS CEKperaps, U
NPEUIOKEHHBIMA  HOPMATHBHO-METOIMICCKUMU  MaTepUAIAMH  PACCUUTATh TEPCOHAIBHYIO
3arpy’KeHHOCTh CeKpeTapsi.

3.Ha ocHoBanuu npodeccuoHanbHOro cranaapra « CeruaiucT Mo OpraHu3allHOHHOMY U
JIOKYMEHTAI[MOHHOMY OOECIEUYCHHUIO YTMPABICHUIO OpraHU3alUeil» Hu THUIOBOH CTPYKTYpPBI
JOJDKHOCTHOM WHCTPYKIIUH, pa3pad0TaTh 3TOT JOKYMEHT JJIS CEKpPeTapss PYKOBOJIUTEIIS.
Vxkazanus no evinonnenuio 3adanuil.
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1. W3yuuth TpeACTaBICHHbIE CXEMbl C THIOBBIMH  CTPYKTypaMH  CIIyXO
JIeTTOTIPON3BOICTBA (KaHIIENSPHIA), YCTAHOBUTH KAKOE MECTO B CTPYKTYpPE YIPABJICHUS 3aHUMAET
CeKpeTapuaT, Kakhe CEKpeTapu BKIIIOYEHBI B COCTaB CEKpeTapuara, Kakue METOIHYECKH UM
pykoBomsTcsi. OTBETUTh HA BOMPOC, K KaKOH KaTerOpuu OTHOCHTCS CEKPEeTaph PYKOBOIUTEIIS.
[ToruMHEHHOCTH CeKpeTapsl pyKOBOAUTEINS OTPa3UTh CXEMaTHUECKH.

2.13yunth «doTtorpaduio» padbodero HsS CEKpeTaps, CAeNIaTh BBIBOJ O COCTAaBE €ro
(GyHKIMH, ONpeenTh, Kakue U3 (QyHKIUHA SBISAIOTCS HOPMUPOBAHHBIMU, Kak HeT. C IOMOIIbI0
(dopMyn pacdera SBOYHOW YUCIECHHOCTH W HOPM BPEMEHH, 3aKPEIUICHHBIX B OTPACIEBHIX U
MEXOTpacleBbIX HOPMATUBAX BPEMEHH, PACCUUTATh MEPCOHAIBHYIO 3arpy>KEHHOCTh CEKpeTaps.
CraenaTh COOTBETCTBYIOIIAN BBIBOJI O MEPAX IO ONTHMHU3AIUHU €T0 PAOOTHI.

3.M3yunTh KBaNU(UKALUMOHHBIE XaPAKTEPUCTUKH CEKpeTapss  pyKoBoauTens (U3
npodeccuoHambHOrO cTaHmapra «CnenmuaiucT 10  OpraHU3allMOHHO-TO0KYMEHTAIIHOHHOMY
00€CTeYeHNIO JIeITebHOCTH OpPHIaHU3aluny), CENaTh BBIBOJ O cocTaBe (YHKLUUN CeKpeTaps.
Ha ocHOBaHMM THTIOBO CTPYKTYpPBI, pa3paboTaTh JOIDKHOCTHYIO CEKpeTapsi PyKOBOIHTEIS.

Paznmenbl  TOMKHOCTHOM ~ MHCTPYKUMHM — «IpaBa» M «OOS3aHHOCTH»  CJEIyeT
chopMynupoBaTh UCXOs U3 QYHKIUN ceKpeTapsl.

B kauectBe pabouero marepuana K COCTABJICHHIO JOPKHOCTHOW MHCTPYKIMH MOXHO
0hOpMUTH TAOJIHITY:

DOyHKIUM (10JTKHOCTHBIE IIpasa OTBEeTCTBEHHOCTDH
00513aHHOCTH)

Tema 2. Opraun3auuoHHO-aIMUHUCTPATHBHAS JIATEIbHOCTD CEKpeTaps

Llenv 3amamus: OnpeneuTh OCHOBHBIC OpTaHW3AIlMOHHBIE (DYHKIMHA CeKpeTaps,
oTpaboTaTh TEXHOJIOTUIO BEJACHUS IpHEMa IIOCETHTENeH, IOATOTOBKH  COBCIIAHHMS,
KOMaHJIUPOBOK PYKOBOIUTEIIS.

dopma nposedenusi — MPaAKTUIECKOE 3aJaHUE.
3aoanus:

1.W3yunte @3 «O mopsake pacCMOTpeHHUs OOpalleHHWil TpaxkaaH», OMNpeAeTuTh
00SI3aHHOCTH CEKpeTaps B XOJ€ TNPOBEACHHS IpPHEMa TPaXKIaH IO JUIHBIM BOIPOCAM.
[MonroroButs (opMy perucrpanuu mnocetutencii. Ha ocHOBe MarepuanoB IEOBOW HIPHI
0(OPMUTH KOHTPOJIBHYIO KAPTOYKY Ha TTOCETUTEIIS.

2. V3y4nTh MOMIATOBYI0 MHCTPYKIIUIO MOJITOTOBKH COBEIIAaHUsS, 0QOPMUTH JTOKYMEHTHI,
CO3/1aBacMbI€ B XOJI€ ATOU MPOIEAYPHI.

3. IlpoaHamu3upoBaTh MaTepHajbl JEI0BOM Hrpbl (MH(OPMALKIO O KOMaHIUPOBKE
pyKoBOIUTEINSI), O(GOPMHUTH JIOKYMEHTHI, CO3JaBacMble B XOJI¢ TIOJTOTOBKHM K IIO€3]IKE

PYKOBOIMTETIS.
Yxazanus no evinonnenuro 3adanuii:
1. N3yunts @3 «O nopsiike paccCMOTpeHHs 00pallleHUH rpaskaan», CAelaTh

BBIBOJ] , KAKME BOIPOCHI MPHEMa T'Pa)KIaH PErIaMEHTHPOBAHBI B JIAHHOM 3aKOHE. Y CTaHOBUTh
HOPSIOK IpUeMa TpakaaH, JOKyMEHThI, opopmisieMble B Xoae ux npuema. OdopMuTh B BHJIE
MOIIArOBOM MHCTPYKIIMH.

Ha ocHoBe marepuasoB Je0BOM UIphl, coaepxaiieil HHPpopMaluo o MoceTuTene, Heln
MIOCEIICHUs, TPENOCTAaBISIEMbIX MaTepHajaX 3aperUCTPUpPOBATh IOCETUTENS B JKypHale
perucTpanuy noceTurenei win oGopMUTh KOHTPOJIBHYIO KAPTOUKY.

2. N3yunTh MOMIaroBYI0 HHCTPYKIUIO TOATOTOBKM K COBEIIAHUIO, CHIENATh
BBIBOJ O COCTaBe JOKyMEHTOB, O(OpPMIISIEMBIX CEKpeTapeM B XOJle €ro IOATrOTOBKU U
NOCJIE0BATENbHOCTH HX co3AaHus. OQOpMUTH COOTBETCTBYIOIINME TOKYMEHTHI (CIHCOK
YYaCTHHUKOB, MIOBECTKA JIH:, SBOUHBIN JIUCT, IPUIJIALIICHNE HAa COBELIAHUE).

3. Hcnonp3ys MaTepualisl JeI0BOK UTPBl 0POPMUTH KOMIUIEKT JOKYMEHTOB
K II0€3/IKE pPYKOBOJIMTENSA: IUIAaH TI0€3[KH, MpHUKa3 O HaIpPaBICHUM PYKOBOIUTENS B
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KOMaHIUPOBKY, IPUKa3 O BO3JOKEHUU OOs3aHHOCTEW PYKOBOJMTENS Ha ero 3amecturens. [lpu
pa3paboTke mpHKa3a O HaIpaBJIEHUU PYKOBOJAUTENS] B KOMaHIUPOBKY MOKHO BOCIIOJIb30BATHCA
yHupunmpoBanHoit popmoii T-9 mwim cocTaBUTh €ro Mo o0IUM MpaBuiiaM 0hOPMIICHHUS JaHHOTO
BHJIA IOKYMEHTA.

Tema 3. Paora cexperapsi 1o HH(POPMAIHOHHOMY 00CTYKUBAHHIO PYKOBOIUTEISI
Lenv 3anamus: W3yunth GYHKIMHM cekpeTaps 10 HH(POPMAIMOHHOMY OOCITY>KHBaHUIO
PYKOBOAUTEIISA, OTPabOTaTh HaBBIKK MH(GOPMALIMOHHOHN paboThI.
Dopma npogedenus — IPaAKTHUECKOE 3aaHuUE.
3aoanus:

l.IIpoananu3upoBaTh  MpPEUIOKEHHBIE  WCTOYHHKM  WHpOpMAMM H  BBIOpATh
HEOOXOMMBIN B COOTBETCTBHH C 3a/1aHUSIMH JI€JIOBON HIPBI.

2. [loaroToBUTH pecc-penus3 o MPEeACTOSALIEH BHICTaBKE, B KOTOPOM y4acTBYET KOMIIAHUS
Y PyKOBOJUTENb.

3.M3yunth cTaTMCTUYECKUE JaHHbIE 00 MCIIOIHMTEILCKON AMCUMILIMHE B OpraHU3aluu
3a OTYETHBIN IEPHOJ, TIOATOTOBUTH aHAIIUTUYECKYIO CIIPABKY.
Yxazanus no evinonnenuro 3a0anuii:

1.M3yunTe Marepuanbl J€JOBOW WIPbI, BBIICHUTH, Kakass HMH(popMmalus HeoOXxoanma
PYKOBOJIUTEIIO TIO YCJIOBUSIM UIPBL. YCTAaHOBUTH KaKHe MCTOYHHUKHM HanOOJEe COOTBETCTBYIOT
3aJaHHbIM yciaoBusAM. CaenaTh BbIBOA 00 UX JIOCTOBEPHOCTH, CBOEBPEMEHHOCTH, JOCTYITHOCTH,
MOJTHOTE, TEPBUYHOCTH WM BTOPUYHOCTH MCTOYHHKOB HH(pOpManuu. Pe3ynpraThl aHanmza
MOT'YT OBITh O(DOPMIICHBI B BUE TAOIHUIIHI:

Hcro Kpurepuu onieHKH HCTOYHUKA
THUK I Hocro Csoespe Hoct ITepBUYHOCTH/BTO
I/IH(bOpMaL[I/II/I OJIHOTa BCPHOCTH MCHHOCTbB YIOHOCTb PHUYHOCTH

2.M3yunth MaTepuangbl J€JI0BOM HWrpbl  (yyacTHE B BBICTaBKE), Ha OCHOBAHHUHU
NpeUIOKEHHONM TUMOBOM ¢opmbl mpecc-penusa, odopmuth Ilpecc-penuza mia CMU,
coJiepkaliuii MHGOPMALUMI0O O MPEACTOSALIEM MEPONPUITUM U YYacCTUU PYKOBOJIUTENS B
OTKPBITHH BBICTaBKH.

3. HW3yuuTh mpeAcTaBICHHBIC B TA0IUIE CTATUCTHYECKUE JaHHBIE 00 MCIOTHHUTEIbCKOM
JUCLUIUIMHE B OpraHM3allMy 3a OTYETHBIH nepuoi. Pa3paboTarh aHaIMTHYECKYIO CIPaBKY C
y4eTOM TpeOOBaHUH K CTPYKType TeKcTa 3Toro nokymenTa u tpedoBanuii [[OCT P. 7.0.97-2016
npu ee 0pOPMIICHUH.

Tema 4. Oprannsanusi padoTsl cekpeTaps.

Llenv 3amamus: M3y4UTh UCTOPHUIO CEKPETAPCKOM CIyKOBI, paccMOTpeTh U OOCYIUThH
OCHOBHbBIE (DYHKIIMHU, BHIMIOTHIEMBIE CEKPETAPEM.
dopma npoeedenusi — NOATOTOBKA U 3alIUTa TOKJIAJI0B.

B mpomecce TNOArOTOBKM K  MPAaKTUYECKOMY 3aHSTHIO, CTYJIEHTHl  JIOJKHBI
CaMOCTOSITEJIBHO M3YYUTh OJIMH WUJIM HECKOJIBKO ACHEKTOB IMPENJIOKEHHOW TEMbl, TOATOTOBUTH
Pa3BEpHYTHIN JIOKJIAJ, COAEPKAIIUA OCHOBHBIE TE3UCHI JI0KJIaJa, O3ULUI0 aBTOPA, €r0 OLIEHKU
U3JI0KEHHOM MH(pOpMAaIIUH.

[TpakTHyeckoe 3aHSATHE MPOXOAUT B (GopMe pa3BepHYTOH Oeceabl ¢ 3aciaylIMBaHUEM
JOKJIaTUMKOB. Kakblil U3 TOKJIAI0B JOJKEH OTPAX,aTh OTIEIbHBIA aCIIEKT TEMbI CEMUHAPCKOT0O
3aHATUS.

OO6cyxaeHne JToKJIazga OCYIIECTBISETCS B (pOpMe IUCKYCCHU C TPHBICYCHHUEM BCEX
CTYJIEHTOB I'pynnbl. B X01e IUCKyCcCHM CTYJIEHTHI BBICKa3bIBAIOT CBOE KPUTHUECKOE OTHOLLIEHUE
K TEME JI0KJIa/1a, BBIIBUTAIOT CBOM TOUKH 3pPEHUS.

TeMmbl T0KJIAA0B:
1.Mcropus cekpeTapcKoii ciryk0bl 10peBOIIOIMOHHON Poccun.
2.Ponb cekpeTapeil B COBETCKUX YUPEKICHHUAX XX BEKa.
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3.Anekcanap IlockpeOsimeB — cekpetaps 1.B.Cranuna

4.I'anmnna benucnasckasa — cekpetaps C.A.Ecennna

5.Anna CHutkuHa — cekpetapb ©.M./locToeBckoro

6.Muxaun CnepaHckuii — cekperapb Anekcanpa I

7.I'aBpuna JlepxkaBuH — cexperapb Exatepunst 11

8.Anekceit Makapos — cekperaps Ilerpa 1

9.Anekcanap bezooposko — cekperaps Exatepunsi 11

10.JInmns dotueBa — cexperaps B.U. Jlennna

11.ITetp KproukoB — cexperapp M. ['oppkoro

12. Banepus Jlebenena — cexperappr M.M. IlpumBuna

13. NBan benxkoii — cexperaps Exatepunsr 11

14.Bnagumup I[lo3zuep — cexperapp C.5. Mapiraka

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

16. JIrommuna bapmesa — cekperaps A.H. Toncroro

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

18. CoBpeMEHHOE COCTOSHHE CEKpPETapCKOM CIyKObl B  YCJIOBUSAX HHTEHCU(UKALUU
yIpaBIEHYECKUX IPOLECCOB, PACIIMPEHHUs] MacIITaboB JESTEIbHOCTH T'OCYJApCTBEHHBIX H
KOMMEPUYECKUX CTPYKTYP.

19..Kareropuu cekperapeil. Cekperapb B CTpykType ciyx0sl JJOY, B annapare pykoBOAWUTEI,
B COCTaBE CTPYKTYPHOI'O MOJpa3AeICHUS

20.QyHKIMM U JOJDKHOCTHBIE OOSI3aHHOCTH CEKpeTapeil B 3aBUCUMOCTH OT KaTErOpHH
CEKPETapCKOro 00CITyKUBAHUS

21.JlenoBoii 3TUKET B paboTe ceKpeTaps

22 IlpaBuiia noBeieHUsl CEKpeTapsi B KOHQIUKTHBIX CUTYaIUsIX

23.IlpaBwiia  11e10BOro  OOIIEHUS C  PYKOBOJMUTEIEM, COTPYIHUKAMH, MOCETHTEISIMH,
NIOJTYMHEHHBIMH

24. TpyioycTpONCTBO CEKpeTapsl U afjanTalys Ha HOBOM MECTE

25. Cekperapb U pyKOBOAMTEIH, B3AUMOOTHOILIEHUS TIOJIOB.

26.Ctpecc Ha paboueM mecte. Kak n3bexarsb cTpecca U Kak ¢ HUM O0pOThCA.

277.CriocoObI oucka paboThl, aHaJIN3 BaKaHCUN Ha phIHKE TPy1a, 3PPEKTUBHOE pE3IOME.

9.2 MeTtoanueckne peKOMEHAANMH MO MOATO0TOBKE MUCbMEHHBIX padoT

B npomnecce oOyuenus cryaeHTsl PI'TY BBINOMHAIOT pa3Hbie BUABI TUCBMEHHBIX pa0oT.

OCHOBHBIMU TIEJISIMH ITUCEMEHHBIX pa0OT B By3€ SBISIOTCS:

* 3aKperieHUe TOJTYyYEHHBIX 3HAHU 110 CIEeUaTbHOCTH, IPUMEHEHHUE 3TUX 3HAHUI TpU
penieHny npohecCHOHANBHBIX 33714,

* pa3BUTHE HABBIKOB BEJICHUS CAMOCTOSITEILHOM pabOThI, OBJIA/ICHUE METOAUKAMU U
NPUHIUIIAMUA CAMOCTOSITEIbHON UCCIIE0BATEIbCKOM IESITEIbHOCTH;

* popMHUpOBaHUE YMEHUS TPAMOTHO U JIOTUYHO U3JIaraTh COOpaHHbIC HAYYHbIE TaHHbIC
U MaTepHuasibl COOCTBEHHOM UCCIIE0BATEIBCKOMN JAESITEIIbHOCTH.

Hauboiee npocTtas, HO 04eHb BakHas (hopMa MUCbMEHHOM pabOThI B BYy3€ — 3TO
KOHTpOJIbHAs paboTa. OHa SBISETCS 0053aTEIBHBIM JIEMEHTOM CAMOCTOSITEIILHON paOOThI
CTYJIEHTa U, IPEXkKE BCEro, IEMOHCTPUPYET YMEHHE BOCIIPUHUMATD U TIepeaBaTh
UH(OPMALIHIO.

OTOT BUJI MUCBMEHHOU PabOTHI MPEyCMOTPEH yUeOHBIMU TUIaHAMU TTOJTOTOBKU
OakanaBpoB M Ha Kaelpe apXUBOBEICHUS TPEIaracTcsl B paMKax U3ydeHus: OOIINX KypCcoB U
KIIB.

Takxe B mporecce OOYYEeHHS CTYACHTY TPEICTOUT BBITIOJHEHUE KYpPCOBBIX paboT,
KOTOpBIEe (POPMHUPYIOT HCCIIEAOBATEIbCKIE HABBIKU, PA3BUBAIOT CIOCOOHOCTH CHCTEMAaTU3allUU U
OCMBICIICHUS YX€ CYIIECTBYIOIIETO 3HAHWS M HaNpaBJIeHbl HAa CaMOCTOSITEIBHOE peLICHUE
HEKOTOPBIX TEOPETUYECKUX WM NpakTHueckux 3amgad. KypcoBas paboTa IeMOHCTpUpYET
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yMeHue padoTaTh C UCTOYHUKAMH, UCIIOJIb30BaTh JOCTHXKEHHSI COBPEMEHHON HAyKH (Harpumep,
WCIIOJIb30BaTh JOCTHKEHUSI apXUBOBEACHUS, a TAK)KE€ CMEXKHBIX HayK M HAYYHBIX AMCLMILINH),
YCIIEIIHO pelIaTh MOCTaBJICHHBIE 3a7ayd, oO0pabareiBaTh M 0000maTh Marepuan. Hamucanue
KOHTPOJIbHONH paboThl, MOATOTOBKA M 3allUTa KypCOBOW MMEET psj OpPraHU3allMOHHBIX U
METOANYECKHX 0coOeHHOCTeH. O3HaKOMJIEHHE C JJAHHBIMH METOJUYECKUMHU PEKOMEHIAlUsIMU
MIOMOYKET CTYJE€HTaM IpPaBHJIbHO OPraHU30BATh CBOIO YUEOHYIO M HAyYHO-HCCIIETOBATEIbCKYIO
pabory.

OO0mmue TpedOBaHNUs K CTPYKTYpPE U COACPKAHMIO MUCBMEHHBIX padoT

BaxcHoit ¢popmoii caMoCcTOsATeNNbHONW paboThl CTyIEHTa ABISETCS KOHTPOJIbHAS paboTa.
Ona npengycMoTpeHa aisi OOJBIIMHCTBA AMCLUMILIMH Y4eOHOTO IJIaHa, YATAEMbIX Ha Kadeape
apxuBoBeZieHus. Ee HanucaHue mpecienyer 1eib yriyOneHHOW NpopaOOTKU AUCIUITITNHBIL.

KontponbHass pa®oTa BBIIOJHSETCS CTYyJAEHTaMH B COOTBETCTBUUM C TEMAaTHUKOM,
©KerogHo  yTBepxknaemor  kadenpoil. KoHTponbHas paboTa  SBISIETCS  3JEMEHTOM
CaMOCTOSITENIbHOM pabOThI CTYIEHTOB, IOATOMY BBIOOP TEMBI IPEJOCTABISAETCS CTYACHTY.

Jlo HamucaHus KOHTPOJBHON pabOThl CTYOEHT JOJDKEH B IIEJIOM O3HAKOMHUTBCS C
pazzenaMu Kypca, IpelyCMOTPEHHBIMU Y4eOHOI mporpaMMon.

PabGoTa 1o HamMcaHUIO KOHTPOJIBHOW HAUMHAETCA C BBUIBICHUS U HM3yUYCHHS
UCTOYHUKOB W JuTepaTypbl mo Teme. [lo oxoHuaHuu cOopa U HU3Yy4YEHHs JIUTEpATypbl U
UCTOYHUKOB CJIEIYeT MPOoAyMaTh IUIaH KOHTPOJIbHOH paboThl. CocTaBieHHE MlaHa — Ba)kKHas
yacTb paOoTbiHaA Temoil. Ilman mnpencraBnsger coboil mepeyeHb BOIPOCOB, OTPAKAIOIIMX
coziepkaHue uccienoBanus. OT TOro, HaCKOJIBKO YETKO OH IPOAYMaH U IOCTPOEH, BO MHOI'OM
3aBUCHUT KauyeCTBO KOHTPOJIbHON paboThl. B miaH nenecooOpa3Ho BKIIOYUTH HAauOOJIEEe BayKHbIE
TEOPETUYECKHE U MPAKTHUYECKHE BOIPOCHl TEMBbI, KOTOPbIE NPH HEOOXOJUMOCTH MOIYT OBITH
netanuzupoBaHbl. Kak mpaBmiio, pabouuii BapuaHT IJlaHA JIOJDKEH OBITh pPa3BEpHYTHIM, YTO
oGneryaeT paboTy HaJl TEMOH.

B oxoHuaTenbHOM BapuaHTE IUIAH MOKET OBITh JaH B COKpAllEHHOM BHJE, HO
00s13aTeNIbHBIM YCIIOBUEM IIPH 3TOM SBJSIETCS OTPaXKEHHE B HEM OCHOBHBIX BOIIPOCOB,
paccMaTpuBaeMbIX B KOHTPOJIbHOU pa 60Te. COCTaBIICHHBIN TIJIaH JOJKEH HAWTH OTPa)KEHUE B
OTJIaBJICHUHK KOHTPOJIbHOM pabote. PaboTa 1omkHA BKIIOYATh TUTYJIBHBIA JIUCT, OTJIaBlIEHHE,
BBEJICHUE,0CHOBHYIO 4acCTh, COCTOSIIIYIO M3 HECKOJIbKMX pa3esioB Wik mnaparpados,
3aKJIFOYEHHE, CITIMCOK MCTOYHHUKOB M JUTEpaTyphl. Bo BBeJIeHNN HEOOXOJUMO KPAaTKO PacKpbITh
3HAYEHUE U aKTyaJIbHOCTh M3y4aeMoro Bompoca (Te€Mbl), Ha3BaTh OCHOBHBIE 3aJaul paldoThI, €€
XPOHOJIOTHYECKHE pPaMKH, OOOCHOBaTh CTPYKTYpY, JaThb KpaTKUil 0030p HCTOYHHUKOB H
autepaTypel 1o TeMe. OO030p MCTOYHMKOB U JIMTEPATypbl HE JIOJDKEH CBOJIUTHCS K
NEPEYHCIICHUIO HCIIOJIb30BAHHOIO aBTOPOM HOPMAaTHBHOIO MaTepHallal  OIyOJMKOBaHHBIX
ctateil. B HeM crnenyer naTh aHaIUM3 UCTOYHUKOB U JIMTEpaTypbl. B 3aBUcHMOCTH OT 00beMa U
IIeJIEBOr0 Ha3Ha4yeHUsi paboThl, 0030p MCTOYHMKOB M JUTEPATypbl MOXKET ObITh MpEACTaBIECH
OTJENFHBIM Taparpadom Mii pa3fesioM B OCHOBHOH 4acTH PaOOTHI.

OcHOBHast yacTb KOHTPOJBbHOH paOOThl JODKHA OBITH M3JI0KEHA B COOTBETCTBUU C
IUIAHOM, OCBELIAaTh COCTOSHUE M COJEP)KaTh aHAJINW3 PacCMaTPUBAEMBIX BOIPOCOB C YYETOM
COBPEMEHHOI'0 YpPOBHS Pa3BUTUS TEOPETUYECKUX 3HAHUH M OIBITa NPAKTUYECKOH pabOThI
apXUBHBIX YUPEKIEHUI B 3TOI 0bsacTu.

[Tpu packpbITUM TOH WIM HHON TEMBbl CTYJIEHT AOJDKEH CTPEMHTbCA IMOAPOOHO H
IIyOOKO H3JI0KUTh KpPyr BOIPOCOB, Bxondummx B Hee. Ilo mepe paccMmoTpeHus marepuala
OT/CNIbHbIC MOJIOKEHHUsST KOHTPOJIBHOM paboThl CileayeT WUIIOCTPUPOBaTh MpUMEpaMH U3
JUTEPATYPHI ¥, TOBO3MOKHOCTH, U3 MPAKTHKU PaOOTHI KOHKPETHBIX aPXUBOB C 0053aTEIbHBIMH
CCbUIKAMM Ha JIMTEPATypy M HCTOYHUKHU. B 3aKit0o4eHHHn KOHTPOJIbHON paboThl HEOOXOIMMO
[OJIBECTU UTOTMTEOPETUUECKON U MPAKTUUECKON pa3paboTku BonpocoB. CIMCOK UCTOYHUKOB U
JUTEpaTyphl NPEACTaBIseT COOOH IepeyeHb HCIOJIb30BaHHBIX PAabOT MO TeMe, B KOTOPOM
yKa3blBaloTCAd (aMUIMM U WHUIMAIbl aBTOpa (aBTOpPOB), Ha3BaHWE pPAOOTHI, MECTO, BpeMs
eeonyOIMKOBaHUS U CTPAHULIBI.
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