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1 Hean u 3axa44 M3y4eHHU s JTUCHUILTAHBI

1.1 Hean aucuMNJIMHbI
- 03HAKOMUTH CTYJICHTOB C OpraHu3aiyel nHPopManoOHHO-TOKyMEHTAITMOHHOTO
oOecrieueHus AeITENbHOCTA PYKOBOIUTENS OPraHU3alUH, PACKPHITH CYIIIECTBO
OCHOBHBIX MPOOJIeM JaHHOH MpohecCHOHATBHON IEATeTLHOCTH,

- U3YYUTh PO W OOS3aHHOCTEH JOJDKHOCTHBIX JIMI[ CEKpeTapuara B
OpraHu3anyd  WH(POPMAIIMOHHO-TOKYMEHTAIIMOHHOTO W 0€3JI0KYMEHTHOTO
00CITy>KMBaHUSI PYKOBOJICTBA, CTPYKTYPHBIX MOAPA3ICICHU;

- chopMupoBaTh KOMIIETEHIIMU CBS3aHHBIX C JOKYMEHTAIIMOHHBIM
obecricueHUEM JISATEIbHOCTH PYKOBOJMTENSI B XOJ/€ YIPABJICHUSI OpPTaHU3allNM, B
peXKHUME TIOBCEIHEBHON JICSITEIBHOCTH U B XOJI¢ TOJTOTOBKM W TIPOBEACHUS
Pa3IMYHBIX OPraHU3AIlMOHHBIX MEPONPHUATHN (COBEIIaHWM, JCJIOBBIX BCTpEY,
IIepEroBOPOB U JIp.).

OO0beKTOM H3YyYCHHs SBISACTCS JCATEIBPHOCTh MOMOIIHUKA PYKOBOJIUTEISA
(cexperaps-pedepeHTa) Mo ympaBiICHUIO COBPEMEHHOW OpraHu3alveil, aKTUBHO
B3aUMOJICHCTBYIOIIEH C BHEITHEN CPEIION.

IIpeamerom W3YUYEHUS SIBJISTFOTCS BEJICHUC nH(OPMAITMOHHO-
JTOKYMEHTAITMOHHOTO © 0€3 JOKYMEHTHOTO OOCTY)KHMBaHHS PYKOBOJICTBA,
CTPYKTYPHOTO TOPA3ACIICHHSI, OPTaHU3AIUHN B IIETIOM.

1.2 3agaun ocBOeHUS THCHUIINHEI

Teopemuueckas KOMnOHeHmMa

- 3HAHUE METOJOJOTHYECKUX OCHOB JOKYMEHTAIMOHHOTO OOECIeUECHHUS
MEHE[PKMEHTa COBPEMEHHBIMU OPTaHU3AIHUSIMU;

- (popMupOBaHUE TPEJICTABIICHUS O POJH CeKpeTaps-pedepeHTa B CTPYKType
JIOKYMEHTAIIMOHHOTO 00ECTICUeHUsI YIIPaBICHUS;

Ilo3nasamenvras komnonenma

- O3HAKOMJICHHUE C POJIbIO MOMOIITHUKA (CeKpeTapsi-pedepeHTa) pyKoBOAUTES
OpraHU3alli{ B YIIPABICHICCKOM IMPOIIECCE M OCOOCHHOCTSIMH OpTaHU3aIluu TPY/Ia;

- U3Y4YEHHE COJACpKaHUs pabOThl TOMOIIHUKA (cekpeTaps-pedepeHTa)
PYKOBOJIUTENISI OpraHU3auy ¢ nHpopmaIrmei 1 JT0KyMEHTaMH,

Ilpaxmuueckas komnoneHma

- MOJTy4YeHNEe HABBIKOB BeICHHS MH(GOPMAIIMOHHO-T0KYMEHTAILHON paboThI, a
TaKK€ TMPaBWI  JEJIOBOTO  OTHUKETa, HEOOXOJUMBIX TPU  BBINOJHEHUU
o0ecreynBaImX 00I3aHHOCTEH.

1.3 MecTo JTUCHUIIMHBI B CTPYKTYpe 00pa3oBaTeibHOM NPOrpaMmbl

JlucuuiuimHa «HdOopMalIMOHHO-TOKYMEHTAIMOHHOE oOecrieueHue
JESATEIbHOCTH PYKOBOJUTENS OPraHU3aLMU» SIBISETCS AUCLHMIUIMHON MO BBIOOPY
BapuaTUBHOM yactu bnoka 1 yueOGHoro miana HanpaiieHus noarotosku 46.03.02
«JlokymeHTOBeIeHHe W apxuBoBeneHHe» (mpodwib - «OpeanuszayuorHHoe
NPOEeKMUposaHue OOKyMeHMayuoHH020 0becnedetus: YnpasieHus 8 OpeaHu3ayuiL)



OCHOBHOM  00pa3oBaTenbHONW mporpamMmbl OakajmaBpa W UMEET HUHACKC
b1.B./IB.18.01.

Coaep:xanue y4eOHOM IUCHUIIMHBI HAIPABJIEHO HA PA3BUTHUE ITOJTYYCHHBIX
paHee 3HaHMW B OOJACTH PYCCKOTO SI3bIKa M KYJNbTYPbl PEUYHU, PEAAKTOPCKOU
CUCTEMbI, MH(POPMALMOHHOTO O0OECIEUEHUs] YINpaBICHUs, HHPOPMAIIMOHHOTO
MEHEDKMEHTA, aIMUHUCTPATUBHOIO M IPakKIaHCKOrO MpaBa, TOKYMEHTOBEICHUS,
OpraHU3alMU U TEXHOJIOTUU JOKYMEHTAI[MOHHOTO O0ECIIEUeHUs YIIpaBICHHUS.

B cBowo ouepedb, HU3ydYeHHE UCIUIUIMHBI OOECIEYMBAET BO3MOKHOCTH
YCHEIIHOIO  OCBOEHUSA CTYACHTAaMH CIEAYIOIIMX JUCHUIUIMH  OCHOBHOM
00pa3oBaTeNbHOM IPOTPaAMMBL: JOKYMEHTAIMOHHBII MEHEKMEHT,
JOKYMEHTAIlMOHHOE  OOECreueHue YIpaBiICHUS AaKIMOHEPHBIM  OOIIECTBOM,
opranu3auuss u TexHojorus JIOY a Takke TOATOTOBKY  BBITYCKHOMN
KBaJM(PUKAIIMOHHOM (6akaiaBpcKoil) paboTHl.

B aucuuiiMHE — MCHOJB3YIOTCS  OCHOBHBIE — IOHATHSA,  KOHLEIILMHU,
IPEJCTaBISIIOIINE COOOM TEOpeTHYECKyl0 0a3zy, OCBOECHHYIO CTyAE€HTaMU IpHU
U3y4EHUHU AUCLMILUIMH B paMKax OakajlaBpuaTa MpeicTaBieHHble B Ta0auie 1.

Tabnuna 1 — uciuruinasl 6akanaBpuaTa

JAucuunjanna Bonipocskl (TeMbl), 3HAHHE KOTOPBIX HEOOXOAMMO NPHU
U3YYECHHH JAHHOM AU CHUIITHHBI
1. Pycckuii s13bIk 1 Mopdonorus, cuntakcuc. [Tynkryanus. PeueBbie 0600pOoThI

KYJIbTYpBI peun

Penakropckue cucremsl

2. Penakropckas cucrema |[lopsimok  penaktupoBanusi Tekcra. IIporpammHoe oOecrieueHue.

3. UudopmanmoHHbIe HNudopmanmonnas cucrema. [loacucremsl. Pazsutre nadopmannonHoi
cucteMbl 1 b/ cucTeMEbl. ba3el JaHHEIX

4. UudopmanoHHBbIiH Hannble, undopmarnusi, 3Hanus. MubopMaiimonHoe odecrneueHue.
MEHEIKMEHT Ucrounnku nadopmanuun

5. AI[MI/IHI/ICTpaTI/IBHOC 151 A,Z[MI/IHI/ICTpaTI/IBHaH OTBCTCTBCHHOCTbD. I[OI‘OBOpBI.
Irpa’Xxa1aHCKO€ MMpaBo

6. JlokyMeHTOBeIeHHE CtpyKkTypa 1 IpU3HAKU JOKYMEHTA.

7. OpraHI/ISaHI/IH 151 COBpeMeHHHe TCXHOJIOTUHN JOKYMCHTAIMOHHOI'O obecrnieueHUs
TEXHOJIOTHUA ynpaBnqueCKofI JACATCIIBHOCTH
JAOKYMCHTAIIMOHHOT' O

o0ecrnieuyeHus yrnpaBIeHUs

1.4 TlepedyeHb NUIAHUPYEMBIX Pe3yJbTATOB 00y4eHHMs] MO JUCUMILINHE,
COOTHECEHHBIX C MJIAHUPYEMBbIMH Pe3yJIbTATAMHM OCBOEHHMSI 00pa30BaTeJIbHOM
NporpaMmbl

N3yuenne ydeOHOU auciuiiuHbl «MHpOpMaImoHHO-T0KYMEHTAIIUOHHOE
obOecricueHUEe JACATETLHOCTH PYKOBOJWTENS OpraHU3allMu» HaMpaBJeHO Ha
dbopMupoBaHUE Yy OO0YUYaIOIIUXCS HEOOXOAMMBIX JJIsi (PAKTHUECKOTO MPOSBICHUS
3as1BJICHHBIX KOMIIETCHIIMN MPEICTaBICHUS, 3HAHUS, YMEHUS U HABBIKOB.



B Ttabmuue 2 mnpenacrtaBieHbl TpeOOBaHMS (KOMIIETEHIIMH) K H3YYECHHIO

CTYJICHTOM JUCITUTIIIUHBI.
Tabnuna 2 — TpeboBaHUS K OCBOSHUIO CTYACHTOM JUCITUTIIINHBI

Ne | Unpexc Conepxanue B pesynbrare u3ydeHus yd4eOHOM JUCIUTUINHBL
ILO. | KOMIIE- KOMIICTCHIUH 00ydaromuecs: J0KHbI
TEHIIUU (w1 ee 9acTH) 3HATD yMeTh BJIA/IETh
(HABBIKH)
1 OK-7 | CrnocobHOCTEIO | 3HATH OCHOBEI YMmeTh Bnanets
K CaMOOpraHu3a- | INIaHUPOBAHUS IJIAaHUPOBATH HaBBIKAMM TalM -
LU U JIAYHON JUYHYIO MCHEDKMEHTA
camoo0Opa3oBa- eSTEIbHOCTH IeITeJbHOCT, Ha
HUIO MecCHI ¥ JICHb
2 IIK -33 | 3HaHMEeM OCHOB | 3HATHh OCHOBEI VYMeThb Bnanets
TPYIOBOTO TPYI0BOTO MIPUMEHSATD 3HAHUSIMHU OCHOB
3aKOHOJATEJIbCT | 3aKOHOJATEJIBCT | OCHOBBI TPYJIOBOTO
Ba Ba TPYIOBOTO 3aKOHOJATEIILCTB
3aKOHOJATENILCTB | a
a
3 IIK -34 | CoOmroneHueM 3HaTh NpaBuia U | YMETh Bnanerts
MpaBUJI M HOPM | HOPMBI OXpaHbl | IPUMEHSTh COOJIIOICHUEM
OXpaHbl TpyAa Tpyaa npaBujIa ¥ HOPMBI | IPABWII U HOPM
OXpaHbl TpyJia OXpaHbl TpyJia
4 IIK -35 | 3nHanuem 3HATH YMeThb Bnanerts
TpeboBaHU K TpeOOBaHUS K IJIAHUPOBATH TEXHOJIOTUEN
OpraHu3aIu OopraHu3aIu pabouuii 1cHb IMOJITOTOBKHU
CEKpPEeTapCKOro CEKpPEeTapCKOro PYKOBOAMUTEIS, MaTepuaioB K
o0cTyKUBaHUS 00CIyXUBaHUSI | TOTOBUTH COBEIIAHUAM U HX
51 ci1y’)keOHbIe opraHu3anueu
WH(OPMALIMOHH | COBELIaHMUS;
0-— OpraHU30BBIBAThH
JIOKYMEHTAIMOH | U OOCIIYyKUBATh
HOT'O TIEPErOBOPHI,
obecreueHust TOTOBUTH
MaTepHuabl s
NIEPErOBOPOB;
obecneynBaTh
Tese()OHHbIE
KOHTAKTEHI,
-TOTOBUTH
BBICTYTUICHHS
PYKOBOJIUTEIIS;
5 IIK -36 | 3nanuem 3HaThL Vmers Bnaners
TpeOoBaHUIl K MIPUHIUIIBI OpPTaHHM30BBIBATH | 3HAHUSMU
OpraHu3aIu OpraHu3aIu KaJpoBOE TpeOoBaHUH K
KaJIpOBOTO KaJIpOBOTO JIEJIONPOU3BO/ICTB | OpraHU3alUU
JIETIOTPOU3BOJICT | ACIOMPOU3BOICT | O U | KapOBOTO
Ba U Ba U JOKYMEHTUPOBaH | JAEIONPOU3BOACTB
JIOKYMEHTHUPOBa | JOKYMEHTHpPOBa | W€ TPYJOBBIX | a U
HUIO TPYJIOBBIX | HUIO TPYAOBBIX | OTHOUICHUH, JOKYMEHTHUPOBAH
OTHOILICHHH, OTHOILICHHH, XpaHeHue HIO TPYJIOBBIX
XpaHEHUIO XPaHEHUIO OTHOILICHUH,




JOKYMCEHTOB I10

JOKYMCHTOB I10

JOKYMCHTOB 1o

XPaHEHHUIO

JTUIHOMY JTUIHOMY JUYHOMY COCTaBY | JOKYMEHTOB IO
COCTaBy COCTaBYy JUYHOMY COCTaBY

INK-40 | 3uanuem 3HaThL VYMeThb Bnagers
TpeOoBaHMil K TpeOOBaHUS K obecrieunBaTh TpeOOBaHUSIMU K
OpTraHu3aIuu OpraHu3aIuu COXPAaHHOCTh OpraHH3aIiH
obecnieueHus obecnieueHus JIOKYMEHTOB B | oOecrnieyeHus
COXPaHHOCTH COXPaHHOCTHU apxXuBax COXPAaHHOCTH
JIOKyMEHTOB B JIOKyMEHTOB B JTOKYMEHTOB B
apxXuBax apxuBe apxXuBax

OpraHu3aIuu




2. CTpyKTypa M cofepKaHue IUCHUILTHHbI

2.1 Pacnipeiesienre TPYA0EMKOCTH TUCHUIJIMHBI 10 BUAaM padoT

OO6mast TpyJ0eMKOCTh JUCHUIUIMHBI cocTaBisieT 4 3ad.en. (144 gacom), ux
pacrpeniesiende Mo BujaM paboT (I CTYASHTOB 3a04HON (DOpMBI OOyUCHMS)

MpeCTaBJICHO B Ta0OuIIe 2.

Tabmuma 3 — Pacmpenenenuwe TpymOeMKOCTH IO BCEM BHIAM ayJAUTOPHOU W
caMoCTOATENbHOM paboThl cTyneHTa 3M0 no Kypcam

Bun yaeOHO# paboThI Bcero Kypc (uachr)
4acoB | 2 3

KonTakTHas pabdora, B TOM unciie: 12,3 12,3
AyauTopHbIe 3aHATHS (BCEro):
3aHATHUS JEKIMOHHOIO TUTIA 4 4 -
JlaGopatopHbie 3aHITHS -
3aHATHS CEMUHAPCKOTO TUTA (CEMUHAPHI, 8 3 i
MPAKTUYECKUE 3aHSITHS)
Nuasi koHTaKTHas padora:
Kontpoibs camocTositenibHoi pabotsl (KCP)
ITpomexxyrounas arrecranus (MKP) 0,3 0,3
CamocrosiTejibHast padoTa, B TOM YHCJI€: 123 123
Kypcosas pabora -
[IpopaboTka yueOHOTO (TEOPETHIECKOTO) 40 40 i
MaTepuaia
BrimiosiHeHHE MHAMBUAYaIbHBIX 33 IaHAN 40 40 i
(moaroToBKa COOOIIECHUI, TPE3CHTAIINN)
Pedepar -
IToaroToBKa K TEKyImeMy KOHTPOJIIO 43 43 -
KoHnTtpoas:
ITonroroBka K 3K3aMeHy 8,7 8,7
Oomas Jac. 144 144 | - -
TPY10€MKOCTh B TOM 4HCJIe 123 123

KOHTAKTHasi padoTa ’ ’

3a4. €] 4 4

2.2 CTpyKTYpa QM CHUILTHHBI

Pacnipenenenne BunoB yueOHON pabOThl U UX TPYAOEMKOCTH IO paszjesiaM U
TeMaM JUCUUIUIMHBI [JI1 CTY/JICHTOB OYHOW M 3a04HOM ¢opM oOydeHus
MpejCTaBiIeHO B Tabmulie 4.



Tabmuia 4 — Pa3aenbl AUCIUIUIMHBL, ©3y9aeMble B 5 ceMecTpe

Ne HaumenoBanue Moayieit, pa3aeinoB U TEM 3aouHnas ¢popma (uac)
TEMBbI Bcero AynuropHas paboTa CPC
JI I13 (C) | KCP JI

1 2 8 9 10 8 9
BBEJIEHUE 1 1 1 1

1 [lomomuuk  pykoBoxuTens B cucreme | 16 1 16 1
yIOpaBlIeHUS M  YIOPaBIEHYECKOM IpOLecce
COBPEMEHHOW OpPraHM3ali M €ro MOJCIbHBIC
00513aHHOCTH

2 HopmaruBHo-MeToqnueckass  6a3a  pabotel | 16 1 16 1
noMouHuka pykosoaurens no MJ1O

3 Opranuzanus paboThI nomomiHuka | 16 1 16 1
PYKOBOIUTENS 1o UHGOPMAITMOHHOMY
00€CIIeYeHUIO

4 OproHoMuyeckie TpeOOBaHHS K OpraHHU3alNH 15 15
pabodero mMecta pyKOBOJMTENS W IOMOIIHUKA
PYKOBOIMTENS

3) Jlenonpon3BoACTBEHHbIE (PYHKIIMK NIOMOIIHMKa | 17 2 17
pykoBoauTens (cekperaps-pedepeHTa) U €ro
pouib B JIOY

6 PaGora  moMomHHMKa ~ PYKOBOAMTENS IO 17 2 17
0€310KyMEHTHOMY 0OCITY>KHBAaHUIO

7 DTUYECKUE AaCIHeKThl CEKPEeTapcKoil paloThI. 17 2 17
JlenoBoii aTUKET

8 B3anmooTHomenus cekperaps ¢ pykosoactsom | 20 2 20
1 KOJIJIEraMu o pabore
3AKJIIOYEHUE
IK3aMeH 8,7 8,7
HNKP 0,3 0,3
Bcezo: 144 4 8 144 4

2.3 Conep:kanue pas3aesioB U TeM IMCHUATIAHBI
2.3.1 3angaTHA JeKIUOHHOI0 THIIA

Tabnuma 5 — ConeprkaHue JIEKIUH MO TUCITUTIIINHE

Ne
HanmenoBanme
Pa3nena Coaepxxanue TeMbl
pasaesia M TeMbl
U TeMBbI
BBEJIEHUE Uctopus cekperapckoro gena B Poccur W COBpEMEHHOE
COCTOSIHUE OTEUYECTBEHHOM UH(GOPMAITMOHHO-
JIOKYMEHTAIlMOHHON  CIIY>KOBI. CBs3b C  ApYruMHu
qucruruiiHaMu.  DGopMbl  KOHTPOJISI YCBOGHHUSI MaTepHaa.
Jluteparypa u uHGOPMAITMOHHBIE HCTOYHUKHU 110 TUCIUTIINHE.
1 [TomorHuK [TomomauK pykoBOAUTENS (CEKpeTaphb-pePEepPeHT) B CUCTEME
PYKOBOIUTEIS B yIpaBIeHUS COBPEMEHHOW OpraHU3allid U €ro MOJIENIbHbBIE
CUCTEME oOsi3anHOCTH. KaTeropmu TOMOIIHMKOB M CeKpeTapeil.
yIpaBiIeHUs U [Ipodeccuonanbapie TpeOOBAHUS K PA3IUYHBIM KAaTETOPHSIM
yIpaBIECHIECKOM OcHOBHBIE KOMMETCHIIMM | JWYHBbIE KadecTBa. OO1ue
nporiecce MPUHIUIE  podecCHOHANBHOTO 0TOOpa. JloKyMeHTambpHOe




COBPEMEHHOM odopMIIeHHE TPYIAOYCTPOUCTBA (PE3IOME, 3asIBIICHUE O TIPHEME
OpraHu3alii v ero | Ha  pabory,  aBroOuorpadusi,  TPyAOBOH  JOTOBOD).
MOJIEJIbHEIE B03MOXHOCTH KapbepHOTO POCTa CEKPETAPCKOTO MEPCOHAIA.
0053aHHOCTH.

HopmatusHo- OO6mmerocynapcTBEHHBIC HOPMAaTHUBHO-METOIUYECKUE
Meroandeckas 6a3a | mokyMeHThl. Cuctembl nokymeHtanuu. YCJl JlomkHOCTHAS
paboThI WHCTPYKIUS CEKpeTapsi-pedepeHTa, ee OCHOBHBIC pa3ieiibl.
MTOMOIIHHKA

PYKOBOJUTEIS 110
a0

Opranuzanus Pome  cekperaps B uHpOpManmMOHHOM  OOECIIEUYECHUU
paboThI JeSTeIbHOCTH pykoBoauTensa. PedepeHTckas cocrapisiomas
MTOMOIITHHKA JESITEIBHOCTH ceKpeTaps-pedepenta pykoBoautens. Coop u
PYKOBOAMTEIS TIO cuctemaruzanus uHbopmanuu. IloaroroBka crpaBok IO
UHPOPMALIMOHHOMY | JOKYMEHTaM, HWH(POPMAIMOHHBIX TOAOOpOK, pedeparos,
o0ecrneveHuo nporpamM, IutaHoB. PemaktupoBanue. PedepupoBanue.
CnnupailTepcTBo.
DproHoMuyeckue OproHoMuyeckue TpedoBaHMsI K OpraHu3anuu padbodero
TpeOOBaHUS K Mecrta. Heobxoaumeie opucHble akceccyapbl. O0s3aTenbHas
OpraHu3aIuu crpaBoyHas nuTeparypa. Opranuzanus

pabouero mecta

KOMIIbIOTEPU3UPOBAHHOIO pabouero Mecra.

Henonpouns-
BOJ/ICTBEHHBIE
byHKUIUM
MOMOITHUKA
PYKOBOIUTEIIS
(cexpeTtaps-
pedepenTa) u ero
poius B JIOY

Jlenonpon3BoCTBEHHbIE byHKINN MIOMOIITHUKA
PYKOBOIMTEIS U €r0 POJIb B TIOKYMEHTALIMOHHOM O0eCTieYeHUU
ynpasineHusi. OOmue TpeOoBaHUS K TEKCTYy TOKYMEHTOB.
[Tpuem u MepBUYHAS obOpaboTka JIOKYMEHTOB.
[IpenBaputenbHOE  pacCMOTpPEHUE U pacCIpe/eeHHUe
MOCTYNHUBIIMX JOKYMEHTOB. Perucrtpanus JOKYMEHTOB.
[lepenaua  n1okymMeHTOB Ha  ucrnojHeHue. KoHTponb
UCTIOJIHEHUS: TEKyIIMd U mnpeaynpeautenbHblid. CHsATHE
JoKyMeHTa ¢ KoHTposs. Coznanue 0a3bl  JaHHBIX O
JOKYMEHTaX YyUYpexJAeHus M HH(POPMaIMOHHO-CIIPaBOYHAs
pabora. OOpaboTka W OTIpaBKa HCXOJAIIUX JTOKYMEHTOB.
Opranuzanus TEKYIETo XpaHEHHUS JOKYMEHTOB.
Homenknarypa nen. TpeGoBaHus K GOPMHUPOBAHUIO /€T, UX
oopmieHnio U xpaHeHuto. [loAroroBka neyn K apXUBHOMY
xpaHeHuto. Cpoku XpaHeHus JokymeHToB. CocraBieHHe
onuceil. Cnava aen B apxuB. 3anura uHpopmauuu B pabore
cekperapss ¢ KOH(HIEHIUaIbHBIMU AokyMeHTamHu. CocraB
KOH(HIEHIIMAJIbHBIX JIOKYMEHTOB, OpraHu3alus paboThl ¢
HumH, ux yder. Cozmanue O0a3bl JaHHBIX O JOKYMEHTax
yupexkaeHus: 1 UH(HOpMaIIMOHHO-CIIpaBoYHast padora.

PaGoTa momorniHuka
PYKOBOAMTETS TIO
0€3710KyMEHTHOMY
00CITyKUBAHUIO

[TnanupoBanue padodero aus pykoBoauTes. O0mme
npaBuja npuema nocerurenei. [lpuem corpyiHUKOB 1O
TEKYIIUM U JUYHBIM Boripocam. [Ipuem mocetureneit u3
JIPYTrUX OpraHu3aluii 1 KOMaHIUPOBaHHBIX.
WNupopmanronHoe odecrieueHre B IpUeMHOM. 3amura
uH(popManuu pu pabote ¢ mocerutensiMu. Opranusanus
JIeTOBBIX TIeperoBopoB. [loaroToBka u oO6CIy)KMBaHNE
copemanuii. Benenue nportokona. [TogroroBka cimyxeOHBIX
KOMAaHJIUPOBOK PYKOBOJIUTENISI U COTPYTHHUKOB.




7 DTHYeCKHE JenoBoe obiieHue, ero ocHOBHbIE BUIbI. CiryxeOHas
ACIEKThI cybopauHanus. Pabora cekpetaps ¢ TenedoHOM.
CeKpeTapcKoun Ocobennoctu cimyxke0Horo TeiaehoHHOro pasroBopa. Obmue
paboTel.  JlenoBO# | peKOMEHIAINY 110 BEJCHHUIO Tele()OHHBIX IEPETOBOPOB.
ITUKET [Tpuem u opopmienue tenedonorpamm. [lepenncka kak

AJIEMEHT JIeJIOBOM KOMMYHUKaUuu. Mcnonb3oBanue
AIIEKTPOHHON MOYTHI.

8 B3aumootHomenust | Mctoku nenoBoro atuketa. UMumk cexperaps. OcodeHHOCTH
cekperaps C | CiIy>)keOHOTr0 3THUKeTa XKeHIIUHBI. [loBeieHueCKnil ITUKET.
PYKOBOACTBOM M | DTHKA peueBoi KoMMyHUKauu. KOH(MIMKTHBIC CUTYAIluU B
KOJJIeraMu 1o | paboTe NOMOIIIHUKA PYKOBOIUTENS (CeKpeTaps-pedepeHTa)
pabore (mpenoTBpaleHue 1 pa3penieHne KOHQINKTOB).
3AKJIFOYEHUE | Bo3pacranue ponu o0ecrieunBaromeil pyHKIIUN B CUCTEME

yIpaBiIeHUS] OPraHU3alUU. Y CUICHUE POJIH
MH(POPMAIITMOHHOW 1 UMHJIPKEBOW COCTABJISIFOIIECH B
JIESITEIbHOCTH TepCOHAaa.

2.3.2 lIpakTuyeckne (ceMUHAPCKHE) 3aHITHS

Tabnuna 6 — ConepkaHue CEeMUHAPCKUX 3aHATUM

TGJ::./(I_)BI HanmenoBanue paszaena v TeMbl Temaruka npakTUYECKUX 3aHATHH (CEMUHApPOB)

1 [ToMOIIHUK PYKOBOJUTENS B Hctopus cekperapckoro jneira B Poccum
CHCTEME YIpaBJICHUS U COBPEMEHHOE COCTOSIHUE OTEYEeCTBEHHOMN
yIIpaBJIEHYECKOM IIpOLIecCe MH(GOPMALIMOHHO-T0KYMEHTAIlUOHHO CITyKOBI.
COBPEMEHHOW OpraHu3aIluy U [IpodeccuonanpHple W JWYHBIE  KadecTBa
€ro MoJieJIbHbIe 0053aHHOCTH. MIOMOIIIHUKA PYKOBOJUTEIIS. Kareropuu

IMOMOIITHUKOB U CEKpeTapen.

JlokyMeHTanbHOEe 0(hOpMIIEHHE TPYAOyCTPOHCTBA
(pestome, 3asiBIEeHHE O IIpUeMe Ha paborty,
aBTOOHOrpadusi, TPYI0BOH JOrOBOP).

2 HopmaTtuBHO-MeTO1MuecKas JlomKHOCTHAsI MHCTPYKIUSA CeKpeTaps-pedepenTta u
6a3a paboThl MOMOIIHUKA MIOMOIIIHUKA PYKOBOJUTENS W HX OCHOBHBIE
pykoBogutens no MJ10 pazzensl.

3 Opranuzanus paboTsl dopmupoBaHue HHPOPMALMOHHOW TMOAOOPKU O
MTOMOIITHUKA PYKOBOJUTEIIS TIO JIeTOBOM TapTHepe opraHuzanuu. CocraBieHue
UH(POPMALIMOHHOMY aHHOTalUU HOPMAaTUBHO-METOAMYECKOTO
o0ecrne4eHuno JIOKYMEHTA.

I'pynnoeas padboma:
CocraBienne KpaTtkoro pedepara >KypHAIBHOM
CTaThU M0 TEME, MHTEPECYIONeH PYKOBOIUTENS
4 Opronomuueckue TpedoBanus Kk | TexHuueckoe o0ecrieyeHue JeSITeTbHOCTH
OopraHu3amu padbovero Mecta cekperaps. CucremHoe u cepucHoe 110.
IIpoekTHast pabora:
1. Cnenudukarus o00pya0BaHUS PYKOBOIUTEIS
2. Cnemmdukanuss 00OpyAOBaHHS  MPHUEMHON
PYKOBOJIUTEIS

5 Jlenonpou3BoICTBEHHbIE CocraBieHue TeKcTa Cly>KeOHOT0 TOKYMEHTA.

(YHKIIMH TTOMOIITHUKA
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pPYKOBOAMTEIA (CEKpeTapsi-
pedepenra) u ero pois B JJOY

CucremaTu3anus KOppeCnoHICHIINH Ha padoueM
MecTe cekperaps. Homenknarypa e
OpraHu3alyH.

WNHucTpyKius mo 00ecreuyeHnIo COXPaHHOCTH
KOH(pHUACHIIMAIbHON HH(OpMaIun

I'pynnoeas paboma:

1. CocTaBuTh pe3roMe MPETeHIeHTa Ha TOKHOCTh
MTOMOIIIHUKA PYKOBOUTES;

2. CocTaBUTh peKOMEHAATEIbHOE MUCHEMO Kadeapsl
Ha BBITYCKHUILY;

3.CocTaBuTh  XapakTEpUCTUKY Ha
BBIITYCKHHILY.

CTYICHTKY-

PaGora momomniHnka
PYKOBOJIUTEIIS TIO
0€3I0KYMEHTHOMY
00CITy>)KUBAaHHUIO

Opranu3zanys npe3eHTaluil u NprueMoB.
CepBuposka crouna. [londop cyBeHnpos u
MaMSTHBIX TOJAPKOB.

Jenoeas uzpa na memy: «I1oaroroBka ae10BbIX
MIEPEroOBOPOB PYKOBOIUTEINSI OpraHU3alluu ¢ Ou3HeC
— [IapTHEPOM.

OTHueckue aCTIEeKThI
CeKpeTapcKoi padoTsl. [leroBoii
ITUKET

NuTepuer — 3ppexTuBHOE CPEICTBO COBPEMEHHOM
Je0BOM KoMMyHUKauu. [louck u
pacnpocTpaneHue uHpopmaiuu B cetu MuaTepHer.
HUcrtoku nenmoBoro HsTHKeTa. OTHKA pPEUEBOU
koMMyHuKaruu. lloBenenueckuii »tuxer. Mmumx
cekperaps. JKeHImMHA B paMKax CIyXeOHOTo
ITHKETA.

Jlenosas ucpa na memy: «Pabora mnOMOIIHUKA
PYKOBOIUTENS €  Pa3IMYHBIMU  CPEICTBAMHU
KOMMYHHKAIUH (TeneOH, HHTEPHET, dJICKTPOHHASL
1ouTa, MpsiMasi TPAHCISIUS U T.J.)».

B3anmooTHOIIEHUsT cekpeTaps ¢
PYKOBOJICTBOM M KOJUJIETaMH IO
pabore

JlenoBoii 3TUKET U UMHJIK TTOMOIIIHHUKA
PYKOBOUTENS B KOH(DIUKTHOM CUTYyalluu B opuce
(mpuemMHoIif)

2.3.3 Tembl J1a00PaATOPHBIX 3aHATHIA

JlabGopaTopHble 3aHATHS YY€OHBIM TUTAHOM HE MPETYCMOTPEHBI
2.3.4 Tembl KypcOBBIX IPOEKTOB M Pad0T

TeMBbI KypCOBBIX IMTPOCKTOB M KyPCOBBIX Pa0d0T HE TIPETYCMOTPEHBI

2.35

Ilepeyennb

Y4eOHO-MeTOANYeCKOro

odecrneyeHus IS

CaMOCTOSITEJILHOI0 padoThl 00yuyarmuxcs mo gucuuniaude «udpopmarmonso-
JOKyMEHTAITMOHHOE 00ECTICUCHHE JIEATSILHOCTH PYKOBOAUTEIIS OPTraHU3aIHI)
Tabnuna 7 — YueOHOo-MeToAMYecKoe 00ecriedeHne CaMOCTOSTEIIbHOU PabOThI

HCpC‘-ICHB Y‘IC6HO'MCTOI[I/I‘-IGCKOI‘ 0 o0ecrieueHus JAUCIHUITIIMHBI
110 BBIIOJIHECHUIO CAaMOCTOSATSIbHOM pa6OTBI

Ne HaumenoBanue
TEMBI paszena U TeMbI
1 2 3
4 DproHoMuUYecKue | IProHOMHUYECKUE TPEOOBAHUS K OPTaHU3aAIH PaboYero MecTa.
TpeOOoBaHUs K Heo6xoaumeie oducHbie akceccyapsl. Obs3arenbHas
OpraHu3aIH crnpaBoyHast auTeparypa. OpraHu3amus

pabouero mecra

KOMIIbIOTCPU3HUPOBAHHOI'O pa60qero MecTa. TeXHU4IecKoe
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o0ecnieueHue AesTeabHOCTH cekpeTaps. CuctemMHoe u
cepsuchHoe [10.

6 Pabora [TnanupoBanue padouero aHs pykoBoauTes. OOuue mpaBuia
MTOMOITHHUKA npuema rnocerureneil. [I[puemM coTpyAHHKOB 1O TEKYIUM U
PYKOBOIMTENS IO | JIMYHBIM BorpocaM. [IpueM nocerurenei u3 apyrux
0€310KYMEHTHOMY | OpTaHM3aIMid U KOMaHAUPOBaHHBIX. H(DOpManmoHHOE
00CITy’)KMBaHUIO obecrieueHre B MpUeMHOM. 3amuTa nHOopMaIuy Ipu padoTe ¢
nocerutensiMu. OpraHu3anusi 1eI0BBIX IEPETOBOPOB.
[ToaroroBka u oOciy’)kMBaHue coBeliaHuii. Benenue
nporokoia. [loaroroska ciry>ke0OHBIX KOMaHIUPOBOK
PYKOBOJUTEISI U COTPYIHUKOB.

Bceco:

JUist 1 ¢ HApyIICHUSIMH 3PEHHS:

— B popMe IEKTPOHHOTO IOKYMEHTA,

— B re4aTHoi (hopme Ha si3bike bpaits.

J17ig U1 ¢ HapYIICHUSMHU CITyXa:

— B mieyaTHOU hopme,

— B popMe PIEKTPOHHOTO TIOKYMEHTA.

JUiist i1 ¢ HapyIIEHUSIMHA OTIOPHO-/IBUTATEILHOTO amapara:
— B IIeYaTHOM opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA,

— B ¢popme ayaunodaiina.

3 O0pa3oBaTejibHbIE TEXHOJIOTHHI
3.1 @opMbI IPOBeACHUS 3aHATHH 10 JUCUUILJINHE

OO0pazoBaTeNbHbIE TEXHOJIOTHUH, UCIIOJIb3YyEeMble TIPHU peau3allii Pa3TudHbIX
BUJIOB y4EOHOM J1eITeTbHOCTH:

— JICKIIMM:  WHTEpPaKTUBHbIE  (IMAJOTOBBIE) W MPOOJEMHBIE  C
KOMITBIOTEPHBIMU MPE3EHTALUSIMU;

— CEMHUHApCKHUE 3aHATUS: JTUCKYCCUH, TPYIIOBBbIE pabOThI, KOHTPOJILHBIE
paboTa, J1eJI0BbIC UTPHI.

TpaaumonHbie 00pa30BaTENIbHBIC TEXHOJOTHM: JIEKIIMM U CEMHUHApPCKUE
3aHSATHUA.

TexHonmorus npoOIEeMHOr0 OOYYEHUS: JICKIUS — JAUCKYCCHSs, MpoOJIeMHas
JEKIUs, KOMIIbIOTEpHAas mpe3eHTanus. Ha neknusax wu3nararorcsi OCHOBHBIC
TEOPETUUYECKHE TIOJIOKSHHS M KOHIICTIIIHS Kypca, TaloIIue CTyIeHTaM nH(popMaIuu,
COOTBETCTBYIOILYIO ITPOrpaMMe.

Ha npakTtrueckux (CeMHUHAPCKUX ) 3aHITUSX OTBOJUTCS BpEMSI ISl TIUCKYCCUU,
B KOTOPOW YYaCTBYIOT JOKJIATYUK, TOJATOTOBUBIINM COOOIIEHHE TIO TPAKTHUECKOMN
npobiieMe, ero onmoHeHThI (1 wim 2 yemoBeka), MoArOTOBUBIINE KOHTPAPTYMEHTHI,
U JPYTUe CTYACHTHI TPYIIIHI.

Hpyras ¢opma opraHuzaiusi paboThl CTyJCHTOB — HAIlMCAHHUE 3CCE, KOTOPOe
MpeCTaBisieT coOOM HeOONbIIOE HCCIeA0BaHUE Kakoh — JM00 MpoOsieMbl
Kacaromieecss TEOpUH M TPAKTUKU  WH(POPMAIIMOHHO-IOKYMEHTAIMOHHOTO
oOecrieueHus AesITENbHOCTA COBPEMEHHOTO PYKOBOIUTEIS.
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I[J'I}I OTBCTOB HA4 HWHAWUBUAYAJIBHBIC BOIIPOCHI, a4 TaKXC I IIOMOIOHW B
IMOATOTOBKEC W HAIIMCAaHMUA 3CCC MPCAYCMOTPCHBI HHANBUAYAJIbHBIC KOHCYJIbTAllUH
IMpCroaaBaTCIid.

4, OIIeHO‘IHbIe cpeacra My TEKYIIEro KOHTPOJIHA YCHEBACMOCTH H
l'[pOMe)KyTO‘IHOﬁ arTrecranmumn

4.1 q)OHI[ OLCHOYHLIX CpeaACTB JIA MNPOBCACHUNA IIpOMe)KyTO‘lHOﬁ
arTrecranmmn

Tabnuua 8 — OrieHOYHBIE CpEJCTBA, HAINpaBJICHHbIE Ha OMNpENETICHUE CTEIEHU
c(hOpMHPOBAHHON KOMITETEHIIUU

Kommerenmn

PacyetHo-
rpaduueckoe | Tect | Pedepar | Dcce
3a7aHue

KypcoBas
paborta

KonTposnbnas
pabora

OK-7

+

IK-33

IK-34

IIK-35

I1K-36

ITK-40

+l+|+] ]|+ +

++|+]| +

IIpumepHas TeMaruka 3cce mno aucuuiuiuHe «MHpopMannoOHHO-

JOKYMEHTALIMOHHOE o0ecrieyenmne AesATeTbHOCTH PYKOBOAUTEIS
OPraHU3aLHN»
Tabnuma 9 — Temsbl 3cce 7151 CAMOCTOATEIHHOTO U3YUCHHS
Ne
TeMBI HaumenoBanue remMbl
1. ITpouecc HH()OPMAIIMOHHO—TOKYMEHTAITMOHHOTO oOecrieueHus
YIPABJICHHsI B OPraHU3alun
2. | PykoBoaMTElNb B CHCTEME YIPABJICHHS OPraHU3alun
3. | Craryc 1 3Hau€HHUE eATEIbHOCTU OMOIIHUKA PYKOBOJUTENS B opuce
4. | IloTpeOHOCTENl pYKOBOAUTENSl OpraHu3alMd B HHPOpMaLUU U
JOKYMEHTax
5. Cucrema HHQOPMaIMOHHOrO 0OECTIEYEHUs YIIPABIECHUS B OpraHu3aluu
6. | Monenp TIOMOIIHMKA PYKOBOAWUTENSA. THIIOJIOIrMYECKUE MPU3HAKU
npodeccruoHaau3mMa
7. | Mognens cexperaps pykoBoauTelssd. CTylIeHH Kapbepbl CEKpeTaps
8. | B3auMOOTHOIIEHHS CEKpETapsl C PyKOBOJUTEIIEM U COCITYKUBLAMU
9. | OddexTuBHas Moaenb B3aMMOOTHOIICHHH CEKpeTaps C JeJIOBbIMU
napTHepaMu
10. | Ortuker W d3PdexkTuBHAT MOJENb B3aMMOOTHOIICHHM CeKkpeTaps ¢
OCETUTEIISIMU
11. | OcobeHHOCTH B3aMMOOTHOIIECHUN CEKpeTapss C¢ HWHOCTPAHHBIMU
MapTHEPAMH
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12. | 'enyepHble 0OCOOEHHOCTH B OOIIIEHUU U TOBEJCHUU
13. | JleiicTBus cekperapsi B KOH(MIUKTHBIX CUTYalUsIX
14. | [IpodeccrnoHanibHbIE CEKPETHI CEKpETapsi
15. | ®@au-1lyii npu n1aHUPOBAHUH KAOMHETA U IPUEMHOMN
16. | JleqioBOM CTHIIb (MMUJIK) IOMOIIIHUKA U CEKPETapsi pyKOBOJAMTENS
17. | OcobenHocTr pabOThI cekpeTaps ¢ HHGOPMAIUEH I PYKOBOIUTEISA
18. | [Ipe3eHTanu B MAPKETUHTOBbIX KOMMYHUKAIUSAX PYKOBOAUTEIIS
OpraHu3alliy U POJIb €ro MOMOIIHUKA
19. | Posib moMoniHMKa pyKOBOJUTENS B OpraHU3allMK U IPOBEACHUU
IPOTOKOJIBHBIX MEPONPUSATUN
20. | OGecmeueHue OU3HEC - MOE3M0K (KOMAaHIUPOBOK) PYKOBOIUTEIIS
KOMIIaHUH
21. | OnmepatuBHOe obecriedeHre paboThl PYKOBOAMUTENS C TOKYMEHTAMU
22. | OcobeHHocTH pabOThI ceKpeTaps ¢ KOHPUACHIMAIbHON HH(opMaIei
23. | Kananbl nomydenust uHGopManuu Jijisi pyKOBOIUTEISI
24. | Hepopmanbnas undopmarus ajis pyKoBOJIUTENS
25. | KonpuneHunanbHOCTh B JCHCTBUSX IOMOIIHUKA PYKOBOAMTENS U
cekperapsi
26. | Texnomornueckas cucreMa 00paboTKu KOH(HIEHIIMATIbHBIX
JOKYMEHTOB
27. | IllomomHUK pyKOBOAUTENS (CEKpETaph) B JIEKTPOHHOM oduce
28. Opranu3zaius apxuBa ceKkpeTapsi
29. | TeMbl, IpeUI0KEHHBIE CTYACHTAMU

B Xozne BBINOJIHEHHs 3CCE, TECTOBBIX M KOHTPOJIBHBIX 33JlaHUW CTYIEHTaM
BBICTAaBJISFOTCS OLIEHKH.

Kpumepuu oyenxu:

«YyZOBJIETBOPUTENBHO» - CTYJAEHT UMeeT (hparMeHTapHbIE MPEICTABICHUS O
pPEIIEHUH CTaHAAPTHBIX 3aJad MNPO(PECCHOHATIBHOM JEATENbHOCTH Ha OCHOBE
uHpOpMAMOHHOW W OubOiuorpaduueckoil  KyJabTypbl C  IPUMEHEHUEM
MH(OPMAIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJOTUH; €Iabd0 BiaJieeT HaBbIKAMU
COCTaBJieHUsI HMH(POPMAIMOHHBIX 0030pOB MO HccleayeMod mpodieMe u
opraHuzainuei UHGOPMAIMOHHOTO OOECIEUCHHsST pPEIIeHUs 3a7ad MOJIOJEHKHOM
MOJIUTUKWY;

«XOpOILIO» - CTYIEHT UMEET 00IMe MPECTABICHUS O PEIICHUN CTaHIapTHBIX
3aJa4 NpPO(PECCHOHANBHON JESTEIbHOCTM Ha OCHOBE HMH(POPMAIMOHHON W
oubnuorpaduyeckoin KYJIbTYPBI c MPUMEHEHUEM nH(OPMAITMOHHO-
KOMMYHMKAIIMOHHBIX TEXHOJOTHM; ciabo BiaJeeT HaBbIKAMU COCTaBJICHUS
WH(OPMAITMOHHBIX 0030pOB MO HCCIEAyeMOW TMpoOsieMe U OpraHu3arueit
MH(OPMAIMOHHOTO 00ECTIEUeHHSI pEICHUS 3a]1a4 MOJIO/ICKHOM MOJIUTUKH;

«OTJIMYHO» - CTYJEHT HWMEET CHUCTEMHbIE IMPEACTABJICHHUS O pEUICHUU
CTaHJAAPTHBIX  3a7ad  NpodeCcCUOHANIbHOW  JIEATETbHOCTM  Ha  OCHOBE
uHQOpMAlMOHHOW W OubOiuorpaduueckoil  KyJabTypbl C  IpPUMEHEHUEM
WH()OPMAIMOHHO-KOMMYHUKAIIMOHHBIX ~ TEXHOJOTMA C  YYETOM  OCHOBHBIX
TpeOoBaHuii HMHGOPMAIMOHHON OE30MacHOCTH; CJ1abo BaAeeT HaBbIKAMHU
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cocTaBieHUs] WHGOPMAIMOHHBIX O030pOB IO HCCIEAyeMOM TmpobieMe W
opraHuzanuei MHMOPMALMOHHOTO OOECHEUYEHUsl PEIICHHs 3a7ad MOJIOJIEKHOM
MOJIATUKH.

Dcce mpeacTaBisieT coOOM JUYHYIO HAYYHYIO TOUKY 3PEHHS CTYJIEHTa WUIIU
CTYJIEHTKH, C(HOPMHUPOBABIIYIOCS B XOJI€ H3YYEHUS HECKOJBbKUX JIMYHO
moA00OpaHHBIX UCTOYHMKOB B OMOIMOTEKe (yueOHMKA, HAYYHBIX CTaTeH W T.1.) IO
TeMe 3cce. HaunHaercst acce KpaTkuM OOOCHOBAaHHMEM aKTyalbHOCTh TE€MBI. Dcce
MOJKHO CTPYKTYpUpPOBAaThb U BBIACIUTH [0 JBYX NYHKTOB. KaXnplili MyHKT
3aBepIIaeTCS aBTOPOM 3CCE KPATKUM, COJIEP>KAaTeIbHBIM, HO EMKUM BBIBOJOM B 2-3
CTpPOUKH. Icce 3aBepuiaercs oOmmMM BbIBOJOM a0 1/3 crpanumsl. B acce
IPUBETCTBYIOTCSA OJIMH PUCYHOK MJIM TMarpamma (Tadnuia), paspaboTaHHbIE TUYHO
aBTOpoM. TekcT mpoBepsieTcs Ha ommOKu (opdorpadudeckne u cTuieBbie). O0beM
acce ot 500 3nakoB 1o 1,5 — 2-x nucros. Ilons: BBepxy, BHUY, cieBa — 20MM,
cripaBa — 15mmMm, mpudTt 14, Times New Roman, orcryn 10 MM, BEIpaBHUBAHHE 110
mupuHe. JIMCTBI B JIEBOM BEpPXHEM YINIy CKPEIUIIOTCS CTeIiepoM. Jcce
IpeJICTaBIsIeTCs B pacrieyaTaHHOM Ha Oymare ¢popmaTta A4 U B 3JIEKTPOHHOM BHUJAX.
[TeyaTHbIil BapuaHT OJKEH ObITh UAEHTHUYEH 3JIEKTpoHHOMY. Ilnaruat B 3cce He
JIOTTYCKAeTCsl

3a TpU MOCIEIHUX TOAAa MPOCMOTPETH CIEAYIOIINE KypHAJIbl B OMOINOTEKE
dakynpTeTa ynpasiaeHus u ncuxosiorun uinu Kyol'Y, nanpumep: Uudopmartrka u
oOpa3zoBanue; I[IpoOnembl TeopuM W TNPAKTUKKA YNPABICHUSA; YIpaBICHHUE
nepcoHaioM; KpeatnuBHast 5JKOHOMUKA.

Pedepar cocToUT U3 CHEayIOUUX CTPYKTYPHBIX 3JEMEHTOB (BCE AJIEMEHTHI
HAaYMHAIOTCS C HOBOTO JIMCTA):

— TUTYJBHOTO JICTa (10 ycTaHoBIeHHOU popme) (1 nuct);

— cojepykaHus U BBeneHue (Ha 1 mucte);

— 2-3 OCHOBHBIX BOIIPOCOB (CTYAEHT CAMOCTOATEIBHO HX OIpEleseT,
UCXOJl W3 HEOOXOJMMOCTH PACKpPBITUS TeMbl pedepara), KaxIblid BOIPOC
3aKaHUYMBAETCS BBIBOJIAMH, OTPAXKAIOIIUMH JTHYHOCTHYIO MO3UIIMIO aBTOPA;

— BaKIIOYEHUS W  CIUCKA  HWCIOJIb30BAaHHBIX ~ MCTOYHUKOB  (7-12
HanMeHOBaHuH, odopmieHHsix 1o I['OCTy, cm. cair Kkubsu.ru, nasnee
YHUBEPCUTET, nanee BUBJIMOTEKA, odopmienue crivcka muteparypsi) (Ha 1
JIUCTE).

Kaxp1il myHKT 3aBepIaeTcst KpaTKUM, COJEPKATebHBIM, HO EMKUM BBIBOJIOM
B 2-3 ctpouku. Pedepar 3aBepiraercst oOmmM BbIBOJOM (3akitoueHueMm) mo 1/3
cTpanuiibl. B pedepare npuBercTBytores 1-2 pucynka, 1-2 quarpaMmsl (TaOIUIb),
pa3zpaboTaHHbBIE JTHYHO aBTOPOM M Ha KOTOPBIE JAETCS CChIJIKA MO TEKCTY. TeKcT
npoBepseTcs Ha ook (opdorpaduyeckue u crunuctudyeckue). O0bveM pedepara
ot 5000 3HakoB 110 9-10 nuctos. [Tosst: BBepxy, BHUBY, cieBa — 20 MM, ciipaBa — 15
mm, mpudt 14, Times New Roman, orctyn 10 MM, BIpaBHUBaHUE T10 IIUPUHE.

Pedepar odopmiasiercs B COOTBETCTBUM C TPEOOBAHUSIMHU  CIICIYIOIIUX
['OCTos:

—  TOCT 7.32-91: Otuer o Hay4YHO-HCCIIEA0BATENbCKOM paboTe;

—  TOCTP 7.0.5—-2008: Opopmuenune 6udarorpadudecKux CChIIOK.
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Pedepar cmaercss nuyHO mpemoAaBaTeNi0 Ha 3aHATUU B CKOPOCIIKBATEIE.
Pedepar mnpencraBnsiercas B pacrneyaTaHHOM Ha Oymare dopmara A4 u B
AJIEKTPOHHOM BHjie. [ledaTHbIN BapuaHT AOHKEH ObITh UICHTUYEH JICKTPOHHOMY.
[Inaruar B pedepare He TOMyCKAETCA.

Y4yeOHO-MeTOAMUECKHE MaTepuaybl JUIsi  CaMOCTOATENbHON  paboThI
oOy4JaronmMxcss U3 4YuCiia UHBAIMJOB U JIUI[ C OTPAHUYECHHBIMH BO3MOKHOCTSIMHU
3n0poBbst (OB3) npenocrasnstorcs B hopMax, alaiTUPOBAHHBIX K OrPAaHHUYECHUSIM
WX 3I0pOBbS U BOCTIPUATHUS HHGOPMAIIUH.

4.2 Bompocbl K JKk3amMeHy 1m0 aucuuniuHe «WHpopmanuoHHo-
JOKYMEHTALMOHHOE ol0ecrieyenmne NAeATeJIbHOCTH PYKOBOAUTEIS
OpPraHu3alHuN»

1. [ToMomHKUK pykKoBOOUTENS (CEKpeTapb—pedepeHT) B CUCTEME YIIPABICHUS
COBPEMEHHOW OpraHU3aLMK U €r0 MOJEIbHbIE 00SI3aHHOCTH

2. Ilpodeccuonanbupie TpeOOBAHUS, OCHOBHBIE KOMIIETEHLUU W JIMYHBIE
KauecTBa IMIOMOIIHUKA pyKOBOAUTENsl. KaTeropuu moOMONTHMKOB U CEKpeTapei

3. UcTopus npodeccuu «cekpeTapby»

4. HopMatuBHO-MeTOAMUYECKasA 6a3a B 00JAaCTH CEKPETapCKOro 00CTyKUBaHUS

5. O6mme npuHUIUOBI NpodeccHoHaNbHOro 0TO0pa. JlokyMeHTanbHOE
oopmiieHHEe TPYIOYyCTpOHCTBa (pe3ioMe, 3asBICHHE O IpueMe Ha pabory,
aBToOHOrpadusi, TpyA0BON JOTOBOP)

6. JIoJoKHOCTHAsI HHCTPYKLHUS ceKpeTaps—pedepeHTa, €€ OCHOBHBIE pa3Ieibl

7. Pedepentckas cocTaBisiomas JEATEIbHOCTH CceKpeTapsi—pedepeHrta
PYKOBOJIUTENSI COBPEMEHHOM OpraHu3aluu

8. TloaroroBka cHpaBOK MO JOKYMEHTaM, WH(OPMAIMOHHBIX MOAOOPOK,
pedeparos, nporpamm, wiaHoB. COop u cucteMatu3zanus HHGOpMaLUK

9. DpronoMuyeckue TpeOOBaHMUS K OpraHU3alKi padovero Mecra

10. Opranuzaiusi KOMIBIOTEPU3UPOBAHHOTO paboyero mecra. TexHuueckoe
o0ecrniedyeHne AesITeIbHOCTU CEKpeTaps

11. OpraHu3auvOHHbIE NPHUHIMUIBI pacnopsiaka AHs. [IpuMepHbIid MIIaH
pabouero JHS pyKOBOJIUTEINS U CEKpeTaps

12. Jlenonpou3BoACTBEHHbIE (PYHKIIUH TOMOIIHUKA PYKOBOJIUTEIS U €r0 POJIb
B JJOKYMEHTAI[MOHHOM O0€CTeUYeHUH YIIPaBIICHUS

13. Ilpuem wu mnepBuuHas oOpaboTka mgOKymMeHTOB. IIpenBapurensHOE
pPaccMOTpEHUE U paclpeeieHrue NOCTYIUBIINX TOKYMEHTOB

14. TexHoyorusi perucTpanuvu JIOKyMEHTOB. llepenaya mOKyMEHTOB Ha
ucnonHeHrne. KOHTpOIb MCNIOJHEHUs: TEKYIIUA U NpeaynpeauTenbHbii. CHiITHe
JIOKYMEHTOB C KOHTPOJISL.

15. O6paboTka u OoTIpaBKa UCXOASIINX JOKYMEHTOB

16. Opranuzanusi TEKyLIEro XpaHEHWs JOKyMEHTOB. HoMeHknatypa nedn.
TpebGoBanus kK GOPMUPOBAHUIO JIeTT, UX OPOPMIICHUIO U XPAHCHHIO

17. Cucrema aBTOMaTH3alUM JEJIONPOU3BOJACTBA U  BJIEKTPOHHOIO
JIOKyMEHTO000pOTa

18. 3ammura wuHoOpmanuu B paboTe cekperaps ¢ KOH(GUICHIIMATHLHBIMU
JNOKYMEHTaMH, UX y4eT
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19. Coznanue 6a3bl JaHHBIX O JOKYMEHTAaX YUpEeKACHUS U MHPOPMAIIHOHHO—
crpaBo4Has paboTa

20. IInanupoBanue paboyero AHs pyKOBOIUTEIS

21. O6mue npaBuiia mpremMa noceTuTenei

22. IlpueM COTpYJHUKOB IO TEKYIIUM U JIUYHBIM BOIPOCAM

23. Ilpuem nocerutenelt U3 Apyrux OpraHu3aluii 1 KOMaHIMPOBAHHBIX

24. Opranuzauus JenoBbIX IeperoBopoB. IlonroroBka u oOciyxuBaHHUE
COBEIIAHUN

25. Benenue npoTokoJia

26. [loaroToBka ciry»€0OHBIX KOMaHIUPOBOK PYKOBOAMTEIS U COTPYAHUKOB

277. B3auMOOTHOIIEHHS CEKpPETapsi C PyKOBOJICTBOM U KOJUIETaMH 110 padoTe

28. OcobenHoctu ciayxxkebHOro  TeneoHHOTO  pasroBopa. OOmue
PEKOMEHIAIIUU 110 BEJICHUIO TeJe(hOHHBIX IEPETOBOPOB

29. Ilepenucka Kak 3J€MEHT JI€I0BOM KOMMYHUKALIUN

30. /lenoBOro 3TUKET U UMUK CEKpeTaps

31. IloBeneHuyeckuil STHUKET ceKkpeTaps—pedepeHTa. ITUKAa pedyeBou
KOMMYHHKAIIH

32. KoHQnukTHbIE cUTyallud B paboTe MOMOUIHMKA PYKOBOAMUTENS
(cexpeTaps—pedepenTa) (peaoTBpalieHUe U pa3pelieHne KOH()IUKTOB)

Kpurepun oneHuBaHuA Ha IK3aMeHe N0 Aucuumuinae «MapopmannonHo-
JAOKYMEHTAIIMOHHOE obecrneyeHune AeATeJIbHOCTH PYKOBOIUTEJIS
OpraHu3anum»:

1) omeHka 5 BBICTABISACTCS TNPU OTIUYHOM OTBETC HA KaKIbId BOIPOC
(3a1aHne) PK3aMEHAIIMOHHOT0 OMIeTa.

Jisi moslydyeHHsl OLEHKHM «OTJMYHO». B oTBeTe packpwiTa CyIIHOCTH
OCHOBHBIX KAaTerOpUM M MOHATHI, COAEPKAIIMXCS B BOIPOCE, OMPEAECIEHBI BCE
HEOOXOJMMbIE JIOTUYECKUE CBSI3M M OTHOIICHHS MEXKIY HHUMH TOJHOCTBHIO
PACKPBIBAIOIIME CMBICT OTBETA HA IMOCTABICHHBIN BOMPOC, U MPUBEACHBI IPUMEPHI
U3 TMPaKTUUYECKOW EeATEIbHOCTH, WUTIOCTPUPYIONIME OTBET Ha TMOCTaBJICHHBIN
BOIIPOC.

2) oleHka 4 BBICTABJISICTCS TNPU OTBETE Ha KaXAbIH BOmpoc (3agaHue)
HK3aMEHAI[MOHHOTO OUJIETa C OLICHKON HE HIKE «XOPOIIO».

Jis moJiydyeHMsl OLEHKH «XOopoiio». B oTBeTe packpbiTa CYHIHOCTH
OCHOBHBIX KaTE€TOPHUIl W MOHSTHH, COACPKAIIUXCS B BOMPOCE, U OMPEETICHbI BCE
JIOTUYECKUE CBSI3M M OTHOILICHUSI MEXAYy HHUMH, OOECHEUYMBAIOIIUE TOJHOE
PacCKpbITHE CMbICIIa OTBETA HA MOCTABJICHHBIN BOIIPOC.

3) omeHka 3 BBICTABISCTCS MPHU YIOBJICTBOPUTEILHOW OIICHKE HAa OJUH W3
BOIPOCOB (33/1aHNe) IK3aMEHAIITMOHHOTO OujeTa.

Jisi moJIydeHHsl OLEHKH «Y/JAOBJIEeTBOPUTENbHO». B oTBeTe packpsiTa
CYITHOCTh OCHOBHBIX KAaTETOPHA M TIOHSTHM, COJAEPXKAIIUXCS B BOMPOCE, TAKUM
o0pa3oM, 9TOOBI B HEM MPOCMATPUBAIICS OTBET HA TTOCTABJICHHBIN BOTIPOC.

4) oreHKa 2 BBICTABSICTCA IMPH HEYIAOBJICTBOPUTEIBHOM OIECHKE Ha
BOMPOC (3a/1aHK€) IK3aMEHAITMOHHOTO OUJIeTa.
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5 IlepeyeHb OCHOBHOM M IONOJIHUTEJIBHOM y4eOHO JIUTEepaTyphbl,

HEe00XO0AMMOM /1)1l 0CBOCHHUS THCHUILINHEI

5.1 OcHoBHas JuTEpaTypa

Ta6muna 10 — [1epeyeHb OCHOBHOM JTUTEPATyPhI

Ne

/1.

ABTODp, Ha3BaHUE, MECTO U3JAHUS, U3/1aTEIbCTBO,
roJ U37aHus yaeOHOM JTUTepaTyphl, K-BO
CTpaHUIl, BUJ U XapaKTEPUCTHUKA UHBIX
MH(GOPMAIIMOHHBIX PECYPCOB

Kon-Bo
JK3. B
ouodnuore
Ke

DNEeKTPOHHBIN
pecypc

Kysnenos 1.H. JlokymeHnTanmonHoe
oOecrieueHre ynpaBJIeHUs U JEI0MPOU3BOICTBO:
y4eOHMK JIJIs1 OaKaJIaBpOB: YUCOHUK IS
CTYJICHTOB BY30B, 00Yy4arOIINXCs 110
HKOHOMHUYECKUM crnenuanbHocTsaM / U.H.
Ky3snenos. - Mocksa: FOpaiit, 2014. - 576 c.

12

beikoBa T.A. JlIoKkyMeHTalIMOHHOE 00ecIieyeHue
yIpaBIeHUS! HETOCYIapPCTBEHHBIX OPTaHU3AIIHIA:
y4ueOHoe mocodue 11 CTy1eHTOB By30B / T.A.
brikosa, JI.B. Cankuna. M.: UH®PA-M, 2011.
288 c.

10

Kysuenos, . H. JlokymMmeHTallMOHHOE
oOecrieuenue ynpasiieHus. JJokyMeHTO000pOT
U JICTIONIPOU3BOACTBO [ DIEKTPOHHBIN pecypc] :
y4eOHUK U MPAKTUKYM JIJIsI TIPUKIIATHOTO
OakanaBpuata / Kysuenos U. H. - 3-e u3n.,
nepepal. u nom. - M. : FOpaiit, 2018. - 461 c. -

https://biblio-
online.ru/boo
k/7873BF4B-
A3F7-44E2-
8ECO-
1E3D639270
2A.

5.2 lonosiHuTEILHAS JIUTEPATYpPa

Tabmuua 11 — [lepedyeHb TONOJHUTEIBHOM JIUTEPATYPHI

No
m/
I

ABTOp, Ha3BaHUE, MECTO U3/IAHUS,
M31aTeNbCTBO, TOJI U3aHUS YICOHOM
JIATEPATYPHI, K-BO CTPAHHUII, BUJ U
XapaKTepHUCTHKA UHBIX HH()OPMAIIMOHHBIX
pecypcoB

Komi-Bo
SK3. B

oubnoTeke

DJIEKTPOHHBIN
pecypc

Ky3nenos, Hrops Huxkonaesuu.

JIoKymMeHTanmoHHoe

obOecrieueHue ynpasieHus nepcoHanom [ TekcT]
Y4eOHUK W MPAKTUKYM [JIsl MPHUKIATHOTO

OakanaBpuaTa : y4eOHUK JUIsl CTYJI€HTOB BY30B,

O0y4JaroIIMXCS 1o HKOHOMHUYECKUM
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HampaBjJeHusIM U crnenuanbHocTsiM /WM.
H. Ky3nenos. - Mocksa : FOpaiit, 2015. - 520 c.

2 | YopaBiaeHYecKui — JOKYMEHTOOOOpPOT:  OT 5
OyMa)XHOTO K 9JJeKTpoHHOMY / boOblieBa,
Mapuna [laBnoBua; M. II. BoGsineBa. - M.:
Mz narensckuii jom MOU, 2010. - 295 c.

3 | UadopMaiimoHHO-T0KyMEHTAIIHOHHOE 35
obecrieyeHne JesTeIbHOCTH  PYKOBOAUTEINS
OpraHu3aIu (o6pasibl JOKYMEHTOB,

OpraHu3aIys U TEXHOJIOTHsS paboThl): ydeOHO-
npaktudeckoe mnocooue/ [B.B.I'amaxoB u ap.;
nox pea. M.K. Kopueea]/-M.: [IpocniekT, 2008.
- 605c.

JIoKyMeHTaImoHHOE 00eCIIeUeHNE YIIPaBICHUS 3
POEKTaMU: Yy4yeOHO-METOJUYEKOoe Mocooue /
M. B. Jlapun, M. M. Jlapun; M. B. Jlapun, M.
M. Jlapun; Bcepoc. HaydHO-HCCAEN0BAT. UH-T
JIOKYMEHTOBEICHUS U apXWBHOTO nena. - M.:
[BHUMJAN], 2011. - 187 c.

MupoBoii pbIHOK WH(GOPMAIMOHHBIX YCIYT: 2
[yaeOnuk] / 3. C. Cnupugonos, M. C. Kibikos, Yur. 3an
5 |M. A. Pykun wm gap.; mox pea. O. C.| yHuUBepcuTe-

CoupunonoBa, M. C. KnsikoBa. - M.: URSS: Ta
[Kuamxnsiit oM "JIMBPOKOM"], 2010. - 410 c.
Kpyrmsackas  JI.  fI. HacronbHas kHura 6

cekpertaps: cnpaBounuk // JI.S. KpyrasHckas;
oy BO  Cankr-lIlerepOyprckuii  yH-T
UH(GOPMAITMOHHBIX TEXHOJOTUH, MEXaHUKH H
ontuku. M3n. 3-e, nepepab. u pomn. M.; CII6.:
I'epna, 2007. 448 c.

Kopnees, Urops KoncrantunoBuy. JlenoBas 15
nepernucKa u 00pasisl JoKyMeHTOB [Tekcr] :
7 | yaeOHO-TIpakTHYeCcKoe mocooue / U.

K. Kopsnees, A. B. ITmienko. - M. : IIpocnexr,
2009. - 324 ¢

5.3. [lepuoanyeckne u3aHus

HayuHble XypHaJbl B UATAJIBLHOM 3asie OMOIMOTeKH (akyiabTeTa yInpaBiIeHUs
Y TICUXOJIOTUH U (WJIK) Ha caiiTaX UX 3JIEKTPOHHBIE BEPCUHU:
CexkpeTtapckoe J1e710
JlenonpousBoICTBO
Jlenonpon3BoACTBO U TOKYMEHTOOOOPOT HA MPEANPUITHH
OTeuecTBEHHBIE APXUBbI
BectHuk apxuBucra

bR
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6. YmnpaBneHue nepcoHaioM
7. HWurennextyanbHble pecypchl Poccuun
6 IlepeueHb pecypcoB HHPOPMAITMOHHO-TEJIEKOMMYHUKAIMOHHOM ceTH

CMHTECPHET», HCOﬁXOI[l/IMbIX AJIFA OCBOCHUSA JUCHHUILIINHBI

— URL: wwwe.elibrary.ru - caiitr Hay4HO#H 3JEKTPOHHOI OUOTHMOTEKY;

— URL: www.biblio-online.ru — snekrponHusie yueOHbIE TOCOOUS;

— URL: www.iprbooksshop.ru - snekTpoHHO-0HOIHOTEYHAS CHCTEMA,;

— URL: www.gdm.ru/info/ - I'uie s ynpaBIIsSroImux TOKyMEHTAIHCH

— URL: www.termika.ru - DnexkTpoHHAas oubmmoTeKa 1o
JOKYMEHTAI[HOHHOMY O0€CIICUCHHIO YIIPABIICHNUS;

— URL: www.rusarchives.ru — ®eaepaapbHOoe apXHBHOE areHTCTBO
(Pocapxu);

—  URL: www.vniidad.ru — Bcepoccuiickuii Hay4HO-HCCIIEIOBATETbCKHIA
WHCTUTYT NTOKyMEHTOBeIeHUs U apxuBHoro nena (BHUNIAN).

7. MeToanueckne YKa3aHusl JJIA OOyYAKOIIMXCH IO OCBOCHHUIO
TUCHUIIAHBI (MOIYJIs1)

OcBoeHne AUCIUIUIMHBI TIPEIYCMATPUBACT NPOCIYIIMBAHWE JIEKIUH |
MPOBEJICHUE JTA0OPATOPHBIX PadoT.

Jltst TIyGOKOTO M3YYEHUS UCITUTUTMHBI HACTOSTEIIBHO PEKOMEHIYCTCS:

— CHCTEMaTHYECKH TOTOBHUTHCS K JIAOOPATOPHBIM 3aHATHIM IO YYECOHBIM
MOCOOMSIM, HAYYHBIM CTaThsIM B J)KypHaaX, a TAKXKE C UCIIOJIH30BAHUEM PECYPCOB
HNHurepHer;

— CBOEBPEMEHHO BBITIOJHATH JIAOOpaTOPHBIC 3aaHus, TOTOBUTH pedeparsl U
acce.

CamocTtosTenpHass paboTa CTyJIEHTa - OJWH M3 BaXHCUIIMX JTArlOB B
MOATOTOBKE creruanucToB. OHa MPUOOIIACT CTYACHTOB K HCCIIEIOBATECIHCKON
paboTte, oboramaer OmnpITOM M 3HAHUSAMHU, HEOOXOAUMBIMU JUIA JaJIbHEUIIEro UX
CTAHOBJICHHUSI KaK CICIMAIIMCTOB, NMPHUBHBACT HABBIKM PAaOOTHI C JUTEPATypOH,
CTATHCTUYECKUMHM JaHHBIMM.

[lens camocTOsITENBHOM pPabOTHl - CHUCTEMaTH3alus, 3aKpeIUIeHHE |
pacIIMpeHUe TEOPETHUECKUX W TMPAKTHYECKUX 3HAHWUH C HCIOJb30BaHUEM
COBPEMCHHBIX HH(POPMAIIMOHHBIX TEXHOJIOTHUH M JTUTEPATYPHBIX UCTOYHUKOB. J[yist
pPa3BUTHS  HABBIKOB  CaMOCTOSITCIIBHOM  paOOTBI  CTyJIGHTaMH BO  BpeMs
CaMOCTOSTEILHOM pabOTHI BBITIOJTHSIIOTCS:

— 3¢ce, CBA3aHHBIC C PACCMOTPEHHUEM CTPYKTYPBI U MPUHIIUIIOB OpraHU3aINN
nH(OPMAITMOHHBIX pecypcoB B cetu HTEepHET;

— 3cce, CBA3aHHBIE C 0030pOM COBPEMEHHOT'O PHIHKA CIICIHATU3HPOBAHHBIX
CIIPABOYHBIX CHCTEM, KOHKYPEHTHON OOpPBOBI MEXTy UX CO3/IAaTEIISIMU 32 BIaJCHHUE
PBIHKOM;
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— JIOMaIllHue 33/JlaHus 1o Moucky B MHTepHeTe nHpOpManuy Ha 3aJaHHYIO
HAy4YHYIO TEMY M MOJIFOTOBKE J0KJIA/IA.

— 3cce, CBSA3aHHbIE C  TPABOBBIMM  aCHEKTaMU  MCIIOJIb30BAHMS
WHQOPMAIIMOHHBIX ~ pecypcoB  VHTepHeTa, OXpaHOW  WHTEJUIEKTYaJbHON
COOCTBEHHOCTHU;

Dcce  TOTOBSITCS CTYJACHTOM CaMOCTOSITEIbHO, B HUX 00001maroTCs
TEOPETUUYECKHE MaTEpHUAIIbI TI0 UCCIIEAYEMON TEME C UCTIOIb30BAHUEM MAaTEPHUATIOB
U3  CHCUMANBbHOW  JIUTEpaTypbl, = HOPMAaTUBHO-TIPABOBHIX  JIOKYMEHTOB,
CTaHJAPTU3UPYIOMINX paccMaTpuBaeMyio cdepy. B conmepkaHun MHUCEMEHHBIX
paboT moykeH ObITh COOCTBEHHBIN aHANU3 U KPUTHUECKUN MOIXOJ] K PELICHUIO
po6JIeMBbI IO BEIOPAHHOW TeME UCCIIEIOBAHMS, TIOJKPETUICHHBIM CTATUCTUYECKUMU
JJAHHBIMU Y KOPIOPATUBHOW OTYETHOCTBIO M3BECTHBIX KOpriopamui. Marepuansl
JIOJKHBI OBITh M3JI0’KEHBI HA BBICOKOM TEOPETHUYECKOM YPOBHE, C MPUMEHEHHUEM
MPaKTUYECKUX JAHHBIX, IPUMEPOB.

CryneHTaM peKOMEHYETCsl HEMIPEPhIBHO MPOBOJIUTH HAYUHbIE UCCIIEI0BAHUS
10JlT PYKOBOJCTBOM IpernojaBaresss kKadeapbl Mo M30paHHONM TeMe€ U TOTOBUTH
COoOOILIEHUs Ha HayyHble KoH(pepeHnuu, ctaTbi B COOpPHHUK MOJIOABIX
uccienoBarenei u HayqHble JKypHaJIbI.

OOydeHHEe CTYACHTOB C OrpPaHUYEHHBIMHU BO3MOXHOCTSMU OPraHU3YETCs B
COOTBETCTBUM C TpeOOBaHUAMU «METOINYECKUX PEKOMEHIAlUN 10 OpraHu3aluu
o0pa3zoBaTEILHOIO Mpolecca sl 00yUYeHUs] THBAJIUJIOB U JIUI[ C OTPaHUYEHHBIMU
BO3MOXXHOCTSIMH  3JI0OpOBbSI B 0Opa30OBaTENbHBIX OPraHM3AIMSIX BBICHIETO
npodeccuoHanbHOro 00pazoBaHus» OT «8» ampens 2014 r.

B ocBoeHMM AMCUWIUIMHBI WHBAIWAAMH W JIMIIAMA C OTPAaHUYCHHBIMU
BO3MOXKHOCTSIMHU 37I0POBbsI OOJIBIIIOE 3HAUCHHE UMEET WHIUBUAyalbHas ydeOHas
paboTa (KOHCYJIbTAIIUN) — IOTIOJTHUTEIBLHOE Pa3bsICHEHUE YUeOHOro MaTepuraia.

NunuBuyanbHble KOHCYJIbTAllUM TIO TMPEAMETY SBIAIOTCS  BaXHBIM
(dbakTopoM, CHOCOOCTBYIONIUM HWHAMBUAYATU3AUK OOYYEHUS U YCTAHOBIICHUIO
BOCITUTATEILHOTO KOHTAKTa MEXy TIPerojaBaTesieM U 00yJaronuMcsi THBAJIUIOM
WJIH JIMIIOM C OTPaHUYEHHBIMU BO3MOKHOCTSIMH 3/10POBBS.

8. IlepeyeHbr HHMPOPMAIMOHHBIX TEXHOJIOTHMH, HCHOJb3yeMbIX NPH
OCYIIeCTBJIEHMH 00Pa30BaTeJIbLHOIO Mpolecca Mo JTUCHUILIHHE (MOIYJII0)

8.1 Ilepeyenb HHGPOPMALMOHHBIX TEXHOJIOT UM

[IpoBepka pOMamIHUX 33JaHU M KOHCYJBTUPOBAHHE IOCPEACTBOM
AJIEKTPOHHOM IMOYTHI.

Hcnonb3oBaHre 3JIEKTPOHHBIX MPE3eHTAMI PU MPOBEICHUN MPAKTUUYECKUX
3aHSATUU.

8.2 [lepeyeHb HEOOXOAMMOT0 MPOrPAMMHOI0 0OeceYeHN s

[Tporpammel 1 IGMOHCTpAIMK U co3anus npe3eHTanmii («Microsoft Power Pointy).
B xoJ1e 1abopaTOpHBIX 3aHATUH HCIIOIB3YeTCs TPOrPaMMHOE 00eCIICUeHHE:

1. DnexTponHas nHGOPMAITMOHHO-00pa3oBaTeIbHas cpefia YHUBEPCUTETA.

2. DIEeKTPOHHO-ONOIMOTeYHAS CUCTEM YHHUBEPCHTETA
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3. DnextpoHHas HH(pOpMAIIMOHHO-00pa30BaTeNbHAas cpe/la YHUBEPCUTETA.
4. DeKTpOHHO-OMOIMOTEYHAsI CUCTEM YHHUBEPCUTETA
5. Ha cepepe ynuBepcurera:
— Onmnepanmonnas cuctema WINDOWS XP;
— Ipunoxenus Microsoft Office.
8.3. [lepeuennb He0OXOAMMBIX HH(OPMAIIMOHHO CIIPABOYHBIX CHCTEM

1. CnpaBouno-nipaBoBasi cuctema «Koncynprant [Limtoc» (http://www.consultant.ru)
2. DnexrponHnas oubmuoreunas cucrema eLIBRARY.RU (http://www.elibrary.ru)/

9. MarepuajJbHO-TeXHHUYECKAS

0aza, HeoOxoaumMasi JIJIA

00pa3oBaTeILHOIO NMPoIEecca MO0 IUCHUILINHE (MOYJIIO).

Tabnuua

12 -

OCHAIICHHOCTb

MaTepI/IaHBHO-TCXHI/I‘leCKoe

obecrieueHne JUCLHHITIIMHBI

Ne

Bun pabor

MarepuanbHO-TEXHUYECKOE 00eCIIeYCHUE JUCIUITITHBI
(MOmynsl) ¥ OCHAIIIEHHOCTh

1.

JIGKIIMOHHEBIE 3aHATUS

Jlabopatopusa (aya. 402H unu 403H): 16 yueOGHBIX MecT,
VKOMIUICKTOBAHHAS  CICIHAIM3UPOBAHHOW  MeOenpio U
KOMIIBIOTEPHBIMH CPEJICTBAMHU OOYYEHHUsSI C BBIXOJIOM B CETh
WHTEepHET U ¢ MPOrpaMMHBIM 00ECIICUCHUEM Ha CepBEpPE

2. JlaGoparopHbie
3aHITHS
3. Cemunapckue 3auartus| Jlabopatopust (aya. 402H wunu 403H): 16 yueOHBIX MecT,
YKOMILJICKTOBAaHHAsI ~ CHEIMATU3UPOBAHHON MeOenbplo
KOMITBIOTEPHBIMH CPE/ICTBAMH OOYYEHHUSI C BBIXOJIOM B CETh
WHTepHeT u ¢ mporpaMMHBIM 00ecrieueHHEeM Ha cepBepe
4. | I'pynnossie UwutanbHbli 321 6MO6nMoTeKH (haKynbTera
(MHIMBUyaTbHBIC)
KOHCYJIbTallUH
S. Texymmii koHTposb, | Aynutopus 415A / 417A
MIPOMEKYTOUHAS
aTTecTanus
6. CamocTosiTenpHas Kabuner st camocTosiTenbHOM pabOThl (YUTAIBHBIA 3all
paboTta O6ubaroTekn (QaxkyabTeTa), OCHALICHHBI KOMIIBIOTEPHOM

TEXHUKOW € BO3MOXXHOCTBIO TMOJKIIOYEHUS K  CETH
«lHTEpHET», NPOrpaMMOl  DKPaHHOIO YBEIUYEHUA W
00€eCne4YeHHbIN JOCTYNOM B 3JIEKTPOHHYIO MH(QOPMAIIMOHHO-
00pa3oBaTeNbHYIO CPEAy YHUBEPCUTETA.

9.3. IIpe3enTanumu:

1. Ilpe3enranus yueOHON AUCIUIIINHBI

2. OCHOBBI OPTaHU3AIMH CTPATETHYECKOTO aHATN3a
3. TexHOJIOTHS CTPATErHYECKOT0 aHAIN3a

4. TexHonorust MOATOTOBKU pedepaTa U 3cce
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