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1 Hesan u 3axa4u M3y4eHHs JUCHUILTAHBI

1.1 Hean aucuMNJIMHbI

- O3HAKOMHTH CTYJEHTOB C OpTraHHW3allield COBPEMEHHOTO CEKPETapCKOTro
oOCTy)KWBaHUS,  PACKpPhITh  CYIIECTBO  OCHOBHBIX  TIpOOJIEM  JTaHHOM
npoecCHOHANEHOM eI TETbHOCTH;

- U3YYUTh PO W OOS3aHHOCTEH JOJDKHOCTHBIX JIMI[ CEKpeTapuara B
opraHu3anud  MHPOPMAINMOHHO-IOKYMEHTAIIMOHHOTO HW  OE3J0OKyMEHTHOTO
00CITy>KMBaHUSI PYKOBOJICTBA, CTPYKTYPHBIX MOAPA3ICICHU;

- chopMmupoBaTh KOMIETEHIIUU CBSI3aHHBIX C  JOKYMEHTAIMOHHBIM
obOecricueHUuEM JIeATEIbHOCTH PYKOBOJUTEIS B XOJI€ YIIPaBJICHUS OpraHU3allii, B
peXKHUME TIOBCEIHEBHON JICSITEIBHOCTH U B XOJI¢ TOJTOTOBKM W TIPOBEACHUS
Pa3IMYHBIX OPraHU3AIlMOHHBIX MEPONPHUATHN (COBEIIaHWM, JCJIOBBIX BCTpEY,
IIepEroBOPOB U JIp.).

OO0beKTOM H3YyYCHHs SBISCTCS IEATEIHLHOCTh IMOMOIIHHUKA PYKOBOIUTEIS
(cexperapsi-pedepeHTa) Mo ympaBiICHUIO COBPEMEHHOW OpraHu3alveil, aKTUBHO
B3aUMOJICHCTBYIOIIEH C BHEITHEN CPEIION.

IIpeamerom W3YUYEHUS SIBJISTFOTCS BCJICHUC nH(OPMAITMOHHO-
JOKYMEHTAITMOHHOTO ¥ 0€3 JOKyMEHTHOTO OOCTy)KHBaHHS PYKOBOJICTBA,
CTPYKTYPHOTO MOJPA3ACIICHHSI, OPTaHU3AIIH B IICTIOM.

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

- OJTy4YeHNEe HABBIKOB BEJICHMS MH(POPMAIIMOHHO-T0KYMEHTAILHON paboThI, a
TaKK€ TMPaBWI  JEJIOBOTO  OTHUKETa, HEOOXOJUMBIX TPU  BBINOJHEHUU
o0ecreynBaImX 00I3aHHOCTEH.

1.3 MecTo AUCHUIIMHBI B CTPYKTYpe 00pa3oBaTeibHOM NPOrpaMmbl

Hucuunnuna «CekpeTapckoe Aeno» ABISETCS AUCHMILUIMHOW IO BbIOOpPY
BapuaTUBHOM yactu bnoka 1 yueOGHoro miana HanpasiieHus noarotosku 46.03.02
«JlokymeHTOBeIeHUe W  apxuBoBeneHHe» (mpodwib - «OpeanuszayuorHoe
NPoOeKmMupo8aHue OOKYMEeHMAayuoHHO20 0becnedeHus: YnpaeieHus 8 OP2aHU3AYUL)



OCHOBHOM  00pa3oBaTenbHONW mporpamMmbl OakajmaBpa W UMEET HUHACKC
b1.B./IB.18.02.

Coaep:xanue y4eOHOM IUCHUIIMHBI HAIPABJIEHO HA PA3BUTHUE ITOJTYYCHHBIX
paHee 3HaHM B OOJACTH PYCCKOTO SI3bIKa M KYyJIbTYpbl pE4YH, PENAKTOPCKOU
CUCTEMbI, MH(POPMALMOHHOTO O0OECIEUEHUs] YINpaBICHUs, HHPOPMAIIMOHHOTO
MEHEDKMEHTA, aIMUHUCTPATUBHOIO M IPakKIaHCKOrO MpaBa, TOKYMEHTOBEICHUS,
OpraHU3alMU U TEXHOJIOTUU JOKYMEHTAIMOHHOTO OOECIIEUEHUs YyIIPaBICHHUS.

B cBowo ouepenb, HU3y4YEHHE JUCHUIUIMHBI OOECIEYMBAECT BO3MOXKHOCTh
YCHEIIHOIO  OCBOEHUSA CTYACHTAaMH CIEAYIOIIMX JUCHUIUIMH  OCHOBHOM
00pa3oBaTeNbHOM IPOTPaAMMBL: JOKYMEHTAIMOHHBII MEHEKMEHT,
JIOKYMEHTAIlMOHHOE OOEeCIeUYeHHEe YNpaBICHHUS AaKIMOHEPHBIM  OOILECTBOM,
opranu3auus u TexHoiorus JIOY a Takke TOATOTOBKY  BBITYCKHOM
KBaJM(PUKAIIMOHHOM (6akaiaBpcKoil) paboTHl.

B aucuuiiMHE — MCHOJB3YIOTCS  OCHOBHBIE — IOHATHSA,  KOHLEIILMHU,
IPEJCTaBISIIOIINE COOOM TEOpeTHYECKyl0 0a3zy, OCBOECHHYIO CTyAE€HTaMU IpHU
U3yYEHUHU AUCLMIUIMH B paMKax OakajlaBpuaTa MpejacTaBieHHbIe B Tabaule 1.

Tabnuna 1 — Juciuruinasl 6akanaBpuaTa

Jucnuninna Bomnpocel (TeMbl), 3HaHHE KOTOPBIX HEOOXOAHMO MPH
U3YYEeHHH JAHHOM AUCHUIIIMHBI
1. Pycckuii s13bIk 1 Mopdonorus, cuntakcuc. [Iynkryanus. PedeBsie 060pOThI

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 TlepevyeHb MIAHUPYEMBIX Pe3yJbTATOB O0y4YeHHs MO JAMCHHUILIUHE,
COOTHECEHHBIX C IJIAHUPYEMBbIMH Pe3yJibTaTaMH 0CBOEHHSI 00pPa30BaTeIbHOI
NporpaMmbl

N3yuyenue yueOHOM mucuuruinHbl «CekpeTapckoe Jelio» HalpaBeHO Ha
dbopmMupoBaHUE Yy OO0YUYaIOIIUXCS HEOOXOAMMBIX JJIsi (PAKTHUUECKOTO MPOSBICHUS
3asIBJICHHBIX KOMIIETEHIIMI MTPEICTABICHMS, 3HAHUS, YMEHUS U HABBIKOB.

B Ttabnuue 2 mnpexacraBieHsl TpeOoOBaHUS (KOMIIETEHLMH) K HW3YYEHUIO
CTYJEHTOM JHMCLMILIAHBI.



Tabnuna 2 — TpeGoBaHUs K OCBOEHUIO CTYIEHTOM JAUCIMUILTAHBI

No | Uupekc Conepxanue B pesynbprare nuzydeHus: yueOHON AUCIIUTUIAHBI
ILO. | KOMIIE- KOMIICTCHIUH 00yJaromuecs: J0IKHbI
TeHIMH | (WM €€ YacTH) 3HAThH yMeTh BJIA/I€Th
(HABBIKH)
1 OK-7 | CnocoOHOCTBIO | 3HATH OCHOBEI VYMeThb Bnanets
K CaMOOpraHu3a- | MIaHUpOBaAHUS IJIAHUPOBATh HaBBIKAMM TailiM -
MU U JIAYHOMN JTUYHYIO MeHEKMEHTa
camoo0pasoBa- JIeATCIIBHOCTH JIeITEILHOCTh Ha
HUIO MECSII U J€Hb
2 IIK -33 | 3uanueM ocHOB | 3HATh OCHOBBI VYMeThb Bnagers
TPYIOBOTO TPYI0BOTO MPUMEHSATH 3HAHUSAMHU OCHOB
3aKOHOJIATENILCT | 3aKOHOJATEILCT | OCHOBEI TPYZIOBOTO
Ba Ba TPYIOBOTO 3aKOHOJATEJIHLCTB
3aKOHOJATEIILCTB | a
a
3 IIK -34 | CoOironenuemM 3HaTh mpaBuiIa U | YMETh Bnanets
MpaBUJI M HOPM | HOPMBI OXpaHbl | IPUMEHSTh coOmMI0IEHNEM
OXpaHbl Tpyaa Tpyna npaBujia ¥ HOPMbI | IPABWII U HOPM
OXpaHbl Tpyaa OXpaHbl Tpyia
4 IIK -35 | 3Hanuem 3HATH YMeThb Bnanerts
TpeboBaHU K TpeOOBaHUS K IJIAHUPOBATH TEXHOJIOTHEN
OpraHu3aIu OopraHu3aIu pabouuii 1cHb IMOJITOTOBKHU
CEKpPEeTapCKOro CEKpPEeTapCKOro PYKOBOAMTEIS, MaTepHuaioB K
o0cTyKUBaHUS 00CIyXUBaHUSI | TOTOBUTH COBEIIAHUAM U HX
51 Ci1y>)keOHbIE OopraHu3anueu
WH(pOpPMAIIMOHH | COBELIAHUS,
0— OpraHU30BBIBAThH
JIOKYMEHTAIMOH | ¥ OOCIIYyKMBATh
HOT'O TIePErOBOPHI,
obecreueHus TOTOBUTH
MaTepuanbl s
TIePEroBOPOB;
obecneunBaTh
TenepoHHbIE
KOHTAaKTHI;
-TOTOBUTH
BBICTYILICHUS
PYKOBOJMTEIIS;
5 IIK -36 | 3nanuem 3HaTh YMeTh Bnaners
TpeOoBaHMil K MIPUHIIMUIIBI OpPTaHHU30BBIBATH | 3HAHUSMU
OpraHu3aIu OpraHu3aIu KaJIpoBOE TpeOOBaHUH K
KaJIpOBOTO KaJIpOBOTO JIEJIONPOU3BO/ICTB | OpraHU3alNU
JIETIOTPOU3BOJICT | ACIOMPOU3BOICT | O U | KapOBOTO
Ba U Ba U JOKYMEHTUPOBaH | JAEJIONPOU3BOACTB
JIOKYMEHTHUPOBa | JOKYMEHTHpPOBa | He TPYJOBBIX | a U
HUIO TPYIOBBIX | HUIO TPYAOBBIX | OTHOIIEHUH, JTOKYMEHTUPOBaH
OTHOIIICHUH, OTHOIIICHUH, XpaHeHue U0 TPYAOBBIX
XPaHEHUIO XpaHEHUIO JOKYMEHTOB  TIO | OTHOIIIEHUH,
JOKYMEHTOB IO | JOKYMEHTOB 10 | JMYHOMY COCTaBYy | XpaHEHHUIO
JTUIHOMY JTUIHOMY JIOKYMEHTOB T10
COCTaBy COCTaBy JUYHOMY COCTaBY




ITK-40

3HaHHEM
TpeOoBaHUIl K
OpraHu3aIu
obecneucHus
COXPaHHOCTH
JIOKyMEHTOB B
apxXuBax

3HaTh
TpeOOBaHUS K
OopraHu3aIu
oOecneucHus
COXpPaHHOCTH
JIOKyMEHTOB B
apXuBe
OpraHu3aIuu

YmMmeTn
obecreynBaTh
COXPAHHOCTh
JIOKYMEHTOB
apXuBax

Bnanets
TpeOOBaHUSMU K
OpraHH3aliH
obecrnecueHuUs
COXPAHHOCTH
JIOKYMCHTOB B
apXuBax




2. CTpyKTYypa M cofepKaHMe I CHUILTHHBI.

2.1 Pacnipenesienne TPyA0€MKOCTH IMCIUIIMHBI IO BUIaM padoT

OO6mast TpyJ0eMKOCTh JUCHUIUIMHBI cocTaBisieT 4 3ad.en. (144 gacom), ux
pacmpeneneHde 1o BujaaM paboT (ISl CTyACHTOB OYHOM (hOpMBI 0OydEHHUS)

MpeCTaBJICHO B Ta0OuIIe 2.

Ta6nuua 3 — PacnpenesieHue TPyJI0eMKOCTH 0 BCeM BHAAM ayJAUTOPHOH M
CaMOCTOSAITeIbHOM padoThl ctyaeHTa ODO no cemecTpam

Bun yuebHo# paboThl Bcero | Cemectpsl (4achl)
yacoB | 5 6
KonTakTHas pabdora, B TOM unciie: 76,3 76,3
AyauTopHbIe 3aHATHS (BCEro):
3aHATHS JICKITMOHHOTO THITA 36 36 -
JlaGopatopHbie 3aHITHS -
3aHATHS CEMUHAPCKOTO TUTA (CEMUHAPHI, 36 36 i
MPAKTUYECKUE 3aHSITHS)
Nuasi koHTaKTHas padora:
KonTtpoas camocrositenbHol padotsl (KCP) 4 4
ITpomexxyrounas arrecranus (MKP) 0,3 0,3
CamocTrosiTejibHasi padoTa, B TOM YHCJI€: 32 32
Kypcosas pabora -
[IpopaboTka yueOHOTO (TEOPETHIECKOTO) 19 19 i
MaTepuaia
BrimiosiHeHHE MHAMBUAYaIbHBIX 33 IaHAN 10 10 )
(moaroToBKa COOOIIECHUI, TPE3CHTAIINN)
Pedepar -
[ToaroToBKa K TEKyIIeMy KOHTPOJIIO 10 10 -
KoHnTtpoas:
ITonroroBka K sK3aMeHy 35,7 35,7
Oo0masn gac. 144 144 | - -
TPY10€MKOCTh B TOM YMCJIe 76.3 76.3
KOHTAKTHasi padoTa ’ ’
3a4. €] 4 4

2.2 CTpyKTYpa AUCHHUILTHHBI

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 Ounas ¢opma (uyac)
TEMBbI Bcero AynuTopHas pabota CPC
JI I1P KCP
1 2 3 4 5 6 7
BBEJIEHUE 1 1
1 [IoMomHMK  pyKOBOOMTENA B  CHUCTEME 11 3) 4 4
yIOpaBlIeHUS M  YIOPaBIEHYECKOM IpOLecce
COBPEMEHHOW OpraHW3allMd U €ro MOJEJIbHbIC
00513aHHOCTH
2 HopmaruBHo-MeToquueckass  6a3a  pabotel | 12 6 4 4
noMouHuka pykosoaurens no MJ1O
3 Opranuzanus paboThI nomomiHuka | 16 6 6 4
PYKOBOIUTENS 1o UHGOPMAITMOHHOMY
00€CIIeYeHUIO
4 OproHoMuyeckie TpeOOBaHHS K OpraHHU3alNH 10 4 2 4
pabodero mMecta pyKOBOJMTENS W IOMOIIHUKA
PYKOBOIMTENS
5 Jlenornpon3BoACTBEHHbIE ()YHKIIUUA TTOMOIIHUKA 14 6 4 4
pykoBoauTens (cekperaps-pedepeHTa) U €ro
pouib B JIOY
6 PaGora  moMomHHMKa ~ PYKOBOAMTENS IO 10 4 2 4
0€310KyMEHTHOMY 0OCITY>KHBAaHUIO
7 DTUYECKUE AaCIHeKThl CEKPEeTapcKoil paloThI. 16 6 6 4
JlenoBoii aTUKET
8 B3anMooTHOLIEHN cekpeTapsl C pyKOBOACTBOM 11 5 4 4
1 KOJIJIEraMu o pabore
3AKJIIOYEHUE 3 1
IK3aMeH 35,7 35,7
HNKP 0,3 0,3
Bcezo: 144 36 36 4 68
2.3 Conep:kanue pas3aesioB U TeM IMCHUATIAHBI
2.3.1 3aHaTHA JEeKUMOHHOIO THIIA
Tabnuma 5 — ConeprkaHue JIEKIUH MO TUCITUTIIINHE
Ounas ¢popma
Ne o0y4eHus
HaumeHoBaHue
Pa3nena Copnepxanue TeMbl ®opma
pa3jiesia u TeMbl
H TeMbI Bpemsi | Tekymero
KOHTPOJIst
BBEJEHUE Hcropust  cekperapckoro — nena
Poccun u coBpeMeHHOE COCTOSTHHE
OTEYECTBEHHOH nH(OPMaIMOHHO-
JIOKYMEHTAIlMOHHOM cITy>KObl. CBsI3b C 1
IpyruMH  aucuuruimHamMu.  Dopmbl
KOHTPOJISI ~ YCBOGHHMSI ~ MarepHana.
Jlutepatypa u  uH(pOpMalMOHHBIE
VMCTOYHUKHU MO JUCIHUILINHE.




[ToMourHuK [TomourHUK PYKOBOJIMTEINS
PYKOBOJIMTEIIA B (cexperapb-pedpepeHT) B CUCTEME
CUCTEME yIpaBiIeHUsS COBpPEMEHHO
yIIpaBJICHUS U OpraHM3alii U €ro  MOJEJIbHbIE
yIpaBICHYECKOM 00s13aHHOCTH. Kareropuun
nporecce IIOMOLTHUKOB u ceKpeTrapeil.
COBpPEMEHHO [Ipodeccuonanvupie TpeOOBaHUS K
OpraHu3alliy U €r0 | Pa3lu4HbIM Kateropusim (OCHOBHBIE Juckyccus
MoJieJIbHbIE KOMIIETEHIIMM U JIMYHBIE KauyecTBa. 5 Ha
00s13aHHOCTH. OO6mmue MIPUHIUTIBI CeMHUHape
po¢eCCHOHAIIBHOTO otbopa.
JlokymMeHTanbHOe oopmienue
TPYIAOYCTpOICTBa (pe3tomMe, 3asBICHUE
0 mpueme Ha paboty, aBToOHOrpadus,
TpyoBOM jmoroBop). Bo3mokHoCTH
Kappbe€pHOIO  POCTa  CEKPETApPCKOro
nepcoHaia.
HopmatusHo- OO61erocyiapcTBEHHbIE HOPMATUBHO-
MeToauyeckas 0aza | MeToaudeckue JTOKyMEeHThl. CHCTeMBI
paboTsl nokymentanuu. YCJI JlomkHOCTHas 6
MOMOITHUKA MHCTPYKIUS cekpeTaps-pedepeHTa, ee
PYKOBOJUTENSA 1O OCHOBHBIE pa3/IeIbl.
1401(0)
Opranuzanus Ponb cexperapss B MHPOPMALIIOHHOM
paboThI obecrieyeHnn JEeSITEIIbHOCTH
[IOMOIIHHKA PYKOBOIMTEIIS. Pedepentckas
PYKOBOAMTEIS TIO COCTaBIISIONIA JESITEIbHOCTH
UHPOPMALIMOHHOMY | CeKpeTapsa-pedepeHTta pyKOBOIUTES. r
o0ecrneveHuo Coop u cucTeMaTu3alus 6 pyroBaz
uH(popmanuu. [loaroroska crnpaBox 1o patora
JIOKYMEHTaM, UH(OPMAIIMOHHBIX
noa0OpoK, pedeparoB, Mporpamm,
IUJIaHOB. PenaxktupoBanue.
PedepupoBanue. CnnupailtepcTso.
OproHOMHUYECKHE OproHomMuyeckue TpeOOBaHUS K
TpeOoBaHUs K OpraHu3anuy paboyero Mecra.
OpraHu3aIu Heo6xonuMmele oducHbIe akceccyapsl. Huckyccns
pabouero mecrta OO6s3aTenbHast cripaBoyHas KCP Ha
auteparypa. Opranu3zanus ceMHHape
KOMITBIOTEPU3UPOBAHHOTO pabovero
MECTA.
Henonpous- Jlenonpoun3BoICTBEHHBIE GyHKIIIN
BOJICTBEHHBIE MOMOIIIHUKA PYKOBOJUTEIIS U €T0 POJIb
byHKIIUN B JIOKYMEHTAallHUOHHOM oO0OecreuyeHun
MOMOIITHUKA ynpasinenus. OOmue TpeOoBaHHS K
PYKOBOIUTENS TEKCTy  JOKyMeHTOB. [lpmem wu
I'pynnosas
(cexperapsi- nepBUYHas 00pabOTKa JOKYMEHTOB. 6 6
pedepenTa) u ero [IpenBaputenbHOE pacCMOTpPEHUE U pabota
poiib B JIOY pacrpeiesieHie MOCTYIMBIINX
JIOKYMEHTOB. Peructpanus
JnokyMeHTOB. Ilepemaua JOKyMEHTOB
Ha HCIIOJIHEHUE. KoHTtpoib




WCTIOJTHCHUS: TEeKYIIHNI u
IPEAYIPEAUTEIBHBIN. Cuarue
nokymMeHTta ¢ KoHTpoisi. Co3maHue
0a3bl JaHHBIX (0] AOKYMCHTax
YUpSKACHUS W HH(DOPMAIMOHHO-
cnpaBoyHas pabora. OOpaboTka u
OTIIpaBKa HMCXOJSIIUX JTOKYMEHTOB.

Opranuzanusi TEKYIIEro XpaHEHUus
nokyMeHToB. HomeHnknatypa  jgen.
TpeGoBanwusi K GOPMUPOBAHUIO ACT, UX
0(pOpMIICHHIO u XpaHEHHUIO.
IlogroroBka gel K  apXUBHOMY
XPaHEHUIO. Cpoxu XpaHeHus
JoKkyMeHTOB. COCTaBJI€HUE OIHCEH.
Chnaya gen B apxXuB.  3alura

uHpopmauuu B paboTe cekperaps ¢
KOH(UACHIIMATBHBIMU JJOKYMEHTaMHU.
CocraB KOH(UEHITNAIbHBIX
JOKYMEHTOB, OpraHM3anus pabOThI C
HuMH, ux yder. Co3manue 0a3bl
JAHHBIX O JIOKyMEHTaX YYPEKICHHUS U
MH(OPMaIIMOHHO-CIIPaBOYHast padoTa.

PaboTa momoiHuka
PYKOBOJIUTEIIS TIO
0€3/I0KyMEHTHOMY
00CITy>)KMBaHUIO

[TnanupoBanue paboyero JHs
pykoBoautens. O0uue npaBuia
npuema nocerureneu. [Ipuem
COTPYJIHHUKOB IO TEKYIIUM U JIUYHBIM
BornpocaM. [Ipuem nocerurenen u3
JIPYruX OpraHu3alui u
KOMaHANPOBaHHBIX.
WnpopmanmonHoe odecrieueHue B
npreMHOH. 3aimuTa nHpopMaluy Ipu
paboTe ¢ MOCETUTEISIMHU.
Opranuzanys JeJI0BBIX IEPErOBOPOB.
[TonroroBka u oOcIyKMBaHUE
coBellaHui. Benenue nporokona.
[ToaroToBka ciy:keOHbBIX
KOMaHAMPOBOK PYKOBOJIUTEINS U
COTPYJHUKOB.

KCP

Jenopas
urpa

DTHuYecKue
ACTICKTBI
CEKpeTapcKon
pabotel.  JlemoBoit
ITUKET

JlenoBoe o011eHNe, ero OCHOBHBIE
Buibl. CimyxeOHasi cyOopauHaIus.
Pabota cexperaps ¢ TeneoHOM.
OcobeHHOCTH CITYKEOHOTO
teneoHHOTO pasroBopa. O0miue
PEKOMEHIalliu TI0 BEJICHUIO
TesneOHHbIX TieperoBopos. [lpuem u
odopmiieHne TeaehoOHOTPaAMM.
Ilepenucka Kak 3JIEMEHT JENOBOM
KOMMYHUKaluu. Mcnone3oBanue
AIIEKTPOHHOM MOYTBHI.

Jenoas
urpa

B3aumooTHOILIEHUS
cekperaps c
PYKOBOJICTBOM U

HUctoku nemosoro >tukera. UMumx
cekpetapsi. OCOOEHHOCTH CITy:KeOHOTO
STUKETA KeHIUHBI. [ToBegenueckmii

Juckyccus
Ha
ceMHHape
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KOJUIETraMH o
pabote

ATUKET. DTUKA PEYEBOU
koMMyHHKaIH. KoHpIukTHBIE
CUTyalluu B pabOTe MOMOILTHUKA
pYKOBOAMTENS (CeKpeTapsi-
pedepenTa) (MpeaoTBpaIICHUE U
pa3pernieHue KOHQIUKTOB).

SAK/IIOYEHUE

Bo3spacranue posin obecneurBaromen
(YHKINU B CUCTEME YIIPaBICHUS
OopraHu3aiuu. Y CWICHHUE Poiu
UH(POPMALIMOHHON U UMHJIKEBOI
COCTABJISIIOLLEH B J€ATEIbHOCTH
IIepCcoHaJIa.

Bcezo

36

2.3.2 lIpakTuyeckne (CeMUHAPCKNE) 3aHATHSA

Tabnuna 6 — CoeprkaHue CEeMUHAPCKUX 3aHATUM

Ounas popma 00ydeHHS

Ne HanmenoBanue TemaTuka NpakTU4YECKUX 3aHATUN ®opma
TEMBI paszela u TeMbl (cemuHapoB) Bpemsa TEKYILEro
KOHTPOJISI
1 ITomomHuk HcTtopust cexperapckoro naeina B
PYKOBOJUTEIS B Poccun u coBpeMeHHOE COCTOsIHUE
CHCTEME YIPABJICHUs | OTEYECTBEHHON MH(OPMAIMOHHO-
U yIIpaBJIEHYECKOM JIOKYMEHTAIlMOHHOM CITy>KOBI.
pouecce [TpodeccronanbHble M JIMYHBIE Jlnckycens Ha
COBPEMEHHOMN KayecTBa IIOMOIIIHHUKA
OpraHU3alH U €r0 PYKOBOIUTEIIS. Kareropun 4 Kgfx;:;f;;ﬂ
MOJI€TIbHBIE MTOMOITHUKOB M CEKpeTapeu. aGoTa
0053aHHOCTH. JlokymeHTanbHOe  OodopMmIIeHHUE P
TPYIOyCTPOICTBA (pe3tome,
3asdBJICHUE O IpHUeMe Ha paboTy,
aBroOuorpadus, TPYJAOBOH
JIOTOBOP).
2 HopmatusHo- JloipKkHOCTHAs UHCTPYKIUS
MeToauyeckas 0a3a cekpeTaps-pedepeHTa u
paboThI MOMOIITHUKA HOIVII)OHHfI/IKE g)yIIZOBonHTenﬂ u Hux 4 KOHT%OHBHM
PYKOBOIUTENS IO OCHOBHBIE pa3/IEIbl. pabota
na0
3 Opranuzanus pabotsl | @opMupoBaHue
ITOMOIIIHUKA MH(OPMALIMOHHON MOJO0OPKU O
PYKOBOIUTENS IO JIEJIOBOM TIapTHEPE OpraHM3alUH.
MH(OPMALIOHHOMY CocraBnenue aQHHOTALIUU r
o0ecreYeHn o HOPMaTHUBHO-METOIUYECKOTO pyIéHOBaH
JIOKYMEHTA. 6 y (f) a OTE;’M
I'pynnosasa paboma: padora
CocraBneHue Kpatkoro pedepara
KYpHaJIbHOM CTaTbu IIO0 TEME,
MHTEPECYIOIIEH PYKOBOAUTENS
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DpProHOMUYECKHUE TexHuueckoe oOecrieueHne
TpeOOBaHUS K JeATETbHOCTH cekperapsi.
OpraHu3alu Cucremnoe u cepucHoe I10.
pabouero mecra [IpoekTHas pabora: [Ipoext n
1. Cneuundukamnms cnenuduranys
obopymoBaHus obopymoBa-
PYKOBOIUTENS HUS KaOnHeTa
2. Crneuuduxamms
o0opynoBaHusT  MPUEMHOM
PYKOBOAMTEIIS
HenonpouzBoacteeHH | CocTaBieHHE TEKCTa CIyKeOHOTO
pIe QYHKIUU JIOKYMEHTA.
MTOMOUTHHUKA CucremaTtu3zanus
PYKOBOJUTEIIA KOPPECTOH ICHITNH Ha pabodeM
(cexperapsi- MecTe cekperaps. Homenknarypa
pedepenra) u ero JIe7 OpTaHU3allUH.
poiib B JIOY HucTpyKius no odbecrnedyeHnro

COXPAHHOCTH KOH(HICHITHATBHON
uHpopmarun

I'pynnosas paboma:

1. CoctaBuTth pe3rome
MpPETEHACHTA Ha JIOJDKHOCTh
MOMOIITHUKA PYKOBOIUTEIIS;

2. CocTaBUTh pEKOMEHIATEIHLHOE
nuchMO Kadeapsl Ha
BBIITYCKHUILY;

3.CocTaBUTh XapaKTEPUCTUKY Ha
CTYJICHTKY-BBIITYCKHHUILY.

I'pynnosas
pabora,

KOHTPOITGHAS
pabora

Pabota momomHuka
PYKOBOJIUTEIIS 10
0€310KyMEHTHOMY
00CITyKUBaHUIO

Opranu3zanus npe3eHTanui u
npuemoB. CepBUpOBKa CTOJIA.
[TonGop cCyBEeHUPOB U MaMSATHBIX
M0JIapKOB.

/enosan uzpa na memy:
«IToaroroBka AeNOBBIX
[IEPErOBOPOB PYKOBOIUTEIIS
OopraHu3aIyu ¢ Ou3HeC —
MapPTHEPOM).

[Henosas urpa

DTHYECKHE  aCIEKThI
CEKpeTapcKoil padoTHI.
JlemoBoit aTHKET

WnTepuer — a3 pexTrBHOE
CpPEACTBO COBPEMEHHOM JEIOBOM
KoMMyHHUKaruu. [louck u
pacrpocTpaHeHre HHPOPMALIUU B
cetu MHTEpHET.

HcToku 1enoBoro 3TUKETa. JTHKA
pedeBoit KOMMYHUKAIHH.
IToBegenueckuit »TuUKeT. MUK
cekperaps. JKeHmmHa B pamMkax
CITy’)keOHOTO PTHUKETA.

Jenosasn uzpa na memy: «Pabora
IIOMOIIHUKA  pPYKOBOJUTENS  C
pa3IMYHbIMU CpeacTBaMu
KOMMYHHUKAaIUH (tenedon,

[Henosas urpa
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HHTCPHET, OJJICKTPOHHAA II104Ta,
npsiMasi TPAHCIISIIUS U T.J1.)».

8 BzaumoorHOmEeHU J1emoBoil ATUKET M UMHIK Jluckyccus Ha
cexperaps C | IOMOLIHUKA PYKOBOJIUTEIS B 4 ceMuHape,
PYKOBOJICTBOM 1 | KOHGIUKTHON CUTyaluu B orice KOHTPQOJTGHAS
KOJUIEraMH 1o pabore | (mpueMHOi) pabota

Bcezo: 36
2.3.3 TeMbl J1a00pATOPHBIX 3aHATHIA
JlaGopatopHble 3aHATHS YI€OHBIM IJIAHOM HE TPEyCMOTPEHBI
2.3.4 Tembl KypCcOBBIX IPOEKTOB U PadoT
TeMbl KypCOBBIX MPOEKTOB U KYPCOBBIX pa0OT HE MPEAYCMOTPEHBI
2.3.5 Ilepeuyennb yueOHO-MeTOoAN4eCKOro o0ecneueHust NI

CaAaMOCTOATECJIBbHOI'O paﬁoTbI Oﬁy‘lalOll_lI/IXCH mo AMCIHMUIIJINHE «CereTapCKOC

HEJI0»

Tabnuna 7 — YyebHo-MeToanueckoe 00eCieueHre CaMOCTOSITEIbHOM paboThI

[lepeuens yuebHo-MeToaueckoro odecneuenus | KonmnyectBo
No HauMeHOBAHME JVICIIATUTMHBI IO BBITIOJTHEHUIO 4acoB
TeMBI pas/Iena i TeMbI CaMOCTOSITENIbHON PabOTHI
OYHasl

1 2 3

4 DproHoMHuuYecKue | IProHOMHUYECKUE TPeOOBAHUS K OpraHU3aAIUH 2
TpeOOBaHUS K pabouero mecta. Heooxoaumele oucHbIe
OpraHu3aluu akceccyapsl. O0s3aTeNbHAs CIIPABOYHAS
pabouero mecra nmutepatypa. Opranusanus

KOMIIBIOTEPU3UPOBAHHOTO pabOYero Mecra.
Texuuueckoe obecriedeHre AesITeNbHOCTH
cekperaps. Cucremuoe u cepucHoe [10.

6 Pabota [TnanupoBanue paboyero THs pyKOBOAUTEIS. 2
IMOMOIIHHKA OO6mume npaBuiia mpuemMa nocerutene. [Ipuem
PYKOBOJUTENS IO | COTPYAHHUKOB MO TEKYLIUM U JIMYHBIM BOIIPOCAM.
6e3nokymenTHoMy | IIpuem nmoceruTenel u3 qpyrux opraHuszanuii u
00CITy’)KUBAaHUIO KOMaHIupoBaHHbIX. THpopMamonHoe

o0ecrnieyeHre B IpUEMHOM. 3amura
uH(popMaluu Ipu paboTe ¢ MOCETUTENSIMHU.
Opranu3zanys AeJ0BbIX IIEPErOBOPOB.
ITonroToBka u 00GCITy>)KUBaHHE COBELIAHUH.
Benenune npotokona. [ToarotoBka ciyke0HbIX
KOMAaHJIMPOBOK PYKOBOJIUTEIISL U COTPYTHUKOB.
Bcezo: 4

JUnist U1 ¢ HapyIIEeHUSIMUA 3pEHUS:
— B (popMe dJIEKTPOHHOTO IOKYMEHTA,

— B I1e4aTHoO! (opme Ha

a3bIKe bpaiims.

JInst an ¢ HapyIeHUs MM CITyXa:

— B I1e4aTHoOM (opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.
JUnist a1 ¢ HapyIIEHUsIMHM OTIOPHO-/IBUTATEIBHOTO amnmapaTta:

— B TIeYaTHOM opme,

— B (hopMe 2IEKTPOHHOTO IOKYMEHTA,
— B ¢popMme ayaunodaiina.
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3 Oo6pa3oBaTeibHbIE TEXHOJIOTHHN
3.1 @opMbI IPOBeACHUS 3aHATHH 10 JUCHUIJINHE

OO0pazoBaTeNbHbIE TEXHOJOTUH, UCIIOJIb3YyEeMbIE TIPU peau3allii pa3IudHbIX
BUJIOB y4€OHOM J1eITeTbHOCTH:

— JICKIIMM:  WHTEpPaKTUBHbIE  (IMAJOTOBbIE) M MpOOJEMHBIE  C
KOMITBIOTEPHBIMU MPE3EHTALUSIMU;

— CEMHHAPCKHE 3aHATHS: JUCKYCCHHU, TPYIIOBBIE PAaOOTHI, KOHTPOJIHHBIC
paboTa, 1eJI0BbIE UIPBI.

TpanuuuoHHble 00pa3oBaTeNbHbIE TEXHOJOTHU: JIEKIIMHM M CEMUHAPCKUE
3aHATHUA.

TexHonorus mnpoOieMHOro OOy4YeHHs: JIKIUS — JAMCKYCCHs, MpoOJeMHas
JEKIUsA, KOMIIbIOTEpHAas mnpe3eHTanus. Ha Jneknusax wu3mararorcsi OCHOBHBIE
TEOPETUUYECKHE TIOJIOKCHHS U KOHIICTIIIHS Kypca, TaloIIue CTyIeHTaM HH(pOopMaIuy,
COOTBETCTBYIOILYIO ITPOrpaMMe.

Ha npakTtuueckux (CeMHUHAPCKUX ) 3aHITUSX OTBOJUTCS BpeMsI JUIsl TUCKYCCHH,
B KOTOPOW YYaCTBYIOT JOKJIATYUK, TOJATOTOBUBIINKN COOOIIEHUE TIO TPAKTHUECKOMN
npobJieMe, ero onmoHeHTHI (1 v 2 YemoBeka), MOArOTOBUBIINE KOHTPAPTYMEHTHI,
U JPYTUe CTYACHTHI TPYIIIHI.

Hpyras ¢opma opraHuzaiusi paboThl CTyJICHTOB — HAIMlMCAHHUE 3CCE, KOTOPOE
MpEACTaBIsAeT CcOOOM HEOOIbIIOEe HCCIeA0BaHUE Kakod — 100 mpoOsieMbl
Kacaromieecss TEOpUM U TPAKTUKA  HHGOPMAIMOHHO-I0KYMEHTAIIMOHHOTO
oOecrieueHus JesITENbHOCTA COBPEMEHHOTO PYKOBOIUTES.

JIns OTBETOB HAa WHIWBUAYAJIbHBIE BOIPOCHI, a TAKXKE MJIs1 MOMOIIU B
MOATOTOBKE M HAMMCAHUS ACCE MPEAYCMOTPEHBI MHIUBUAYAIbHbIE KOHCYJIbTALIUU
MpenoaaBaTels.

4. OueHOYHbIE CPeACTBA JJfl TeKYIIero KOHTPOJIA YCIIEBAEMOCTH H
NMPOMEKYTOUYHOM aTTeCTAUUM

4.1 ®oHA OULEHOYHBIX CPEACTB /Jsi NPOBEACHUS MPOMEKYTOYHOI
arrecTauuu

Tabmuma 8 — OneHOYHBIC CpPEACTBA, HAIPaBJICHHBIC HA ONpEICICHUE CTCICHHU
c(hopMHUPOBAHHONW KOMIIETEHIINH

PacuerHo-
rpapuueckoe | Tect | Pedepar | Dcce
3a7aHue

Kypcosas
paborta

KonTponbHas

KomMmmnerenmn
paborta

OK-7 ;

MK-33

I1K-34

K-35

IK-36

4+ +]|+]+]|+
+ 4+ +]+]| +

IK-40

le/IMepHaﬂ TEMAaTHKA 3CCe M0 JUCHHUIIJINHE «CelcpeTapcxoe JEJI0»
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Tabmuna 9 — Temsbl 3cce 7151 CAMOCTOATEIHHOTO U3YUCHHUS

Ne
TeMbI HaumeHnoBaHue TeMbl

1. | IIpouecc UH(OPMAIMOHHO—I0KYMEHTAIIMOHHOTO oOecrieyeHust
yIpaBJICHHs B OpraHU3aluN

2. | PykoBoauTens B CUCTEME YIIPABJICHUS] OpraHU3alluN

3. Craryc 1 3HaYCHHUE ICSITEIHLHOCTH TOMOIITHUKA PYKOBOJMUTEIS B 0urce

4. | I[loTpeOHOCTEN pYKOBOAUTENSI OpraHu3aldd B HUHPOPMALUU U
JOKYMEHTAaX

5. Cucrema nHQOPMAIIMOHHOTO OOECTICYEHUS YIIPABICHUS B OpraHu3aIuu

6. |Mogenp NOMOIIHHKA pPYKOBOJIWUTENA. THUINONIOTMYECKUE MPU3HAKU
npodeccuoHanu3Ma

7. | Monens cekperapst pykoBojautesisa. CTyneHU Kapbepbl CEKpeTapst

8. | BzaumooTHOIIIEHUS CEKpeTaps C PyKOBOJUTEIEM U COCTY>KUBIIAMHU

9. OddexTuBHasT MOMAETb B3aUMOOTHOIICHHN CEKpeTaps C JeJIOBBIMU
napTHEpaMu

10. | Otuker W dSPdexkTuBHAT MOJCIb B3aUMOOTHOIICHHM CeKpeTaps ¢
OCETUTEIISIMU

11. | OcobeHHOCTH B3aUMOOTHOIIECHUN CEKpeTapss C¢ HHOCTPAHHBIMU
napTHepaMu

12. | 'engepHble 0COOCHHOCTU B OOIIEHUHU U NTOBEICHUU

13. | JleiicTBus cekpeTapsl B KOH(MDIMKTHBIX CUTYalHUsIX

14. | [IpodeccrnoHnanbHbIE CEKPETHI CEKpETaps

15. | ®an-1lyit npu niiaHupoBaHuK KaOMHETAa U MPUEMHOMN

16. | JlenoBo# cTHIIb (MMUJIK) TIOMOIIIHUKA M CEKPETapsl PyKOBOAUTENS

17. | OcobeHHOCTH pabOThI ceKpeTaps ¢ nHpopMare 1Jisi pyKOBOIUTEIIS

18. | Ilpe3eHTanyii B MApKETUHTOBBIX KOMMYHUKAITUSAX PYKOBOAUTEIS
OpraHu3aliy U pojib €ro MOMOITHUKA

19. | Posib mOMOIIIHUKA PYKOBOAUTENS B OpTaHU3aLMK U MPOBEICHUU
POTOKOJIBHBIX MEPOIPUATUI

20. | ObGecnieuenre Ou3HEC - MOE30K (KOMaHAUPOBOK) PYKOBOIUTEIIS
KOMIaHUU

21. | OnepatuBHOE oOecriedyeHue paboThl PYKOBOJUTENS C TOKYMEHTAMHU

22. | OcobeHHOCTH pabOThI CEKpeTaps ¢ KOHPUASHIHMAIBHON HH(popMaIei

23. | Kanayiel nosnyyenust uHbopManuu st pyKOBOIUTENS

24. | HedopmanbHas undopmarus ajis pyKoBOAUTENS

25. | KoHpuaeHIMaIbHOCT, B JEUCTBUSX TOMOITHUKA PYKOBOAUTENS H
ceKkperaps

26. | TexHonornueckas cucreMa 00paboTKH KOH(HUIESHIIHATBHBIX
JIOKYMEHTOB

27. | IllomomHUK pyKOBOAUTENS (CEKPETAPh) B AJIEKTPOHHOM Odrice

28. | Opranu3zanms apxuBa CEKpeTaps

29. Tembl, TPEIOKEHHBIE CTYAECHTAMU
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B Xozie BBITIOJIHEHHS 3CCE, TECTOBBIX W KOHTPOJIBHBIX 3aJIaHUN CTYIEHTaM
BBICTaBJISIFOTCS OLIEHKH.

Kpumepuu oyenxu:

«YZOBJICTBOPUTENIBHO» - CTYIAEHT MMeeT (parMeHTapHbIC MPEJICTABICHUS O
pelIeHUN CTaHAApTHBIX 3a7a4 NpodecCHOHANBHOU JEATEIbHOCTH Ha OCHOBE
uHpopMarmoHHOM W OuOnMorpaduyeckod  KyJbTYyphl C  IPUMEHEHUEM
MH(OPMAIMOHHO-KOMMYHHUKAIITMOHHBIX TEXHOJIOTUH; €lab0 BiaJieeT HaBbIKAMU
COCTaBJICHHS] HWH(OPMAITMOHHBIX 0030pOB TIO HCCIEeAyeMoil TmpobiemMe w
opranuzanuei MHGOPMALMOHHOTO O0ECNEUYeHHs PEIICHUs 3a7a4 MOJIOACIKHOM
TIOJIUTHKW;

«XOPOIIIO» - CTYACHT UMEET OOIIHE MPEACTABICHHS O PEIICHUH CTaHIAPTHBIX
3aJa4  MPOQPECCHOHANBHON JESTENIbHOCTH Ha OCHOBE HMH(POPMAIMOHHON W
oudnunorpaduyeckoit KYJIbTYpPbI C MIpUMEHEHUEM uH()OPMAITMOHHO-
KOMMYHUKAIIUOHHBIX ~TEXHOJOTUM; CJI1a00 BIAJEET HaBBIKAMH COCTaBJICHUS
UHPOPMAILIMOHHBIX 0030pOB IO UCCIEAYyeMON mpobiieMe U OpraHu3anuein
MH(OPMAITMOHHOTO 00ECTICUEHHSI PEIICHUS 33]1a4 MOJIO/ICKHOM MOJIUTUKH;

«OTJMYHO» - CTYJEHT HWMEET CHUCTEMHbIE TIPEACTABJICHUS O pEUICHUU
CTaHJAPTHBIX  3a7a4d  NpodeCcCHOHAIBHOW  JIEATETbHOCTH  Ha  OCHOBE
uHpopMalMOHHOW U Oubiuorpaduueckoil  KyJnbTypbl €  HpPUMEHEHUEM
WH()OPMAITMOHHO-KOMMYHUKAIITMOHHBIX ~ TEXHOJOTUA C  Y4E€TOM  OCHOBHBIX
TpeOoBaHUl HMHGPOPMAIMOHHON O€30MacHOCTH; CJIad0 BIAJeeT HaBbIKAMU
COCTaBJIcHUSI HMH(POPMAIMOHHBIX 0030pOB MO UCCIEAyeMONl mpobieme U
opraHuzainue MHGOPMAIMOHHOTO OOECIEUECHUsS] PEIICHUs 3aady MOJIOJICKHOU
TTOJIATHKH.

Dcce npeacTaBiseT coOOM JIMYHYIO HAYYHYIO TOUKY 3PEHHS CTYJEHTa WJIU
CTYJIEHTKH, C(HOPMHPOBABIIYIOCS B XOJ€ HW3YyYEHUS HECKOJBKUX JIMYHO
MOI00paHHBIX UCTOYHUKOB B OmOmoTeke (yueOHMKa, HAYYHBIX CTaTe U T.J.) T0
Teme 3cce. HaunHaercst scce KpaTKUM OOOCHOBAaHHEM aKTyaJlbHOCTh TEMbI. Jcce
MOXHO CTPYKTYPUPOBAaThb W BBIACIUTH JO JABYX NYHKTOB. Kakaplii MyHKT
3aBEPIIAETCS aBTOPOM ICCE KPATKUM, COJIEPKATEIIbHBIM, HO €MKHUM BBIBOJIOM B 2-3
CTpOYKH. cce 3aBepliaercss oOmuM BBIBOJOM 10 1/3 crpanumisl. B acce
MIPUBETCTBYIOTCS OJIMH PUCYHOK WJIM uarpamma (Tabiuia), pa3paboTaHHbIC JIMYHO
aBTOpoM. TekcT mpoBepseTcs Ha ommOku (opdorpaduyeckue u cTuieBbie). O0bem
acce ot 500 3nakoB no 1,5 — 2-x nucros. Ilons: BBepxy, BHUBY, cieBa — 20MM,
crpaBa — 15mmMm, mpudTt 14, Times New Roman, orctyn 10 MM, BEIpaBHUBAHHE 110
mmpuHe. JIMCTBI B JIEBOM BEpPXHEM YINIy CKPEIUIIOTCS CTemiepoM. Jcce
IpeCTaBIsIeTCs B pacriedaTaHHOM Ha Oymare ¢opmata A4 U B 2JIEKTPOHHOM BHJaX.
[lewaTHbI BapuaHT MOJDKEH OBITh MASHTHYEH 3JIEKTpoHHOMY. [lmaruaT B acce He
JIOTTYCKAETCs

3a TpH MOCJIEIHUX T0Jia MPOCMOTPETh CIEMYIONTUE XKypHAIbI B OHMOIHOTEKE
dakynbpTeTa ynpasiaeHus u ncuxosoruu unu Kyol'Y, nanpumep: Uudopmarnka u
oOpazoBanue; I[IpoOremMbl Teopur W TMPAKTUKWA YNPaABICHUS;, YIpaBICHHUE
nepconanom; KpeaTuBHast 5)KOHOMUKA.

Pedepar coctout m3 creayronmx CTPYKTYPHBIX DJIEMEHTOB (BCE AJIEMEHTHI
HAYUHAIOTCS C HOBOTO JIMCTA):
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— TUTYJBHOTO JUCTAa (0 ycTaHoBIeHHOH dopme) (1 mucr);

— coJiepaHus U BBeJieHHe (Ha 1 jucre);

— 2-3 OCHOBHBIX BOIPOCOB (CTYACHT CAaMOCTOATEIBHO HX OIpeeyseT,
UCXOAsl M3 HEOOXOAMMOCTH pACKpBITUSI TeMbl pedepara), KaKIblii BOMPOC
3aKaHYMBAETCS BBIBOJAAMM, OTPAXKAOIIMMH JINYHOCTHYIO IMO3ULIMIO aBTOPA;

— BaKIIOYEHUS W  CIUCKA  HWCIOJIb30BAaHHBIX ~ MCTOYHUKOB  (7-12
HanuMeHOBaHul, odopmiieHHbix 1o ['OCTy, cm. cait Kkubsu.ru, npanee
YHUBEPCUTET, nanee BUBJIMOTEKA, odopmienue crivcka muteparypsi) (Ha 1
JIUCTE).

Kax1p1il MyHKT 3aBepIaeTcst KpaTKUM, COJEPKATebHBIM, HO EMKUM BBIBOJIOM
B 2-3 ctpouku. Pedepar 3aBepuiaercss oOmMM BBIBOAOM (3aKiroueHuem) ao 1/3
cTpanuibl. B pedepare npuBercTBytores 1-2 pucynka, 1-2 quarpaMMel (TaOIHIIb),
pa3paboTaHHbBIE JTUYHO aBTOPOM M Ha KOTOPBIE JAETCS CCBUJIKA MO TEKCTY. TeKcT
npoBepseTcs Ha ook (opdorpapuyeckue u crunuctudyeckue). O0bveM pedepara
ot 5000 31HakoB 10 9-10 muctos. [lons: BBepXy, BHU3Y, cieBa — 20 Mm, cripaBa — 15
mMm, mpudt 14, Times New Roman, orctyn 10 MM, BBIpaBHHBaHUE T10 IIUPHHE.

Pedepar odopmisiercs B COOTBETCTBUU C TPEOOBAHUAMHU CIETYIOUIUX
I'OCTos:

— T'OCT 7.32-91: OT4uer 0 HAyYHO-HCCIIEIOBATEIBCKOM paboTe;

— TOCT P 7.0.5—-2008: Odpopmienue 6udarorpapudecKux CChIIOK.

Pedepar crmaercs AMYHO NPENoJaBATEN0 HAa 3aHSATUUM B CKOPOCIIHMBATEIE.
Pedepar npencraBnsiercs B pacreyaTaHHOM Ha Oymare Qopmara A4 u B
AJIIEKTPOHHOM BHji€. [ledaTHbIil BapUaHT AOKEH ObITh UIEHTUYEH 3JIEKTPOHHOMY.
[Inaruar B pedepare HE TOMyCKAETCA.

Y4yeOHO-MeTOAMYECKME  MaTepuaslbl JUIsl  CaMOCTOATENbHOH  paboThI
OOy4YaromMXCcs U3 YUCJIa UHBAIMIIOB U JIUI[ C OTPAHUYECHHBIMH BO3MOKHOCTSIMH
3nopoBbst (OB3) npenoctasmisitorcs B hopMax, alaiTUPOBAHHBIX K OTPAHHUYCHUSM
WX 37I0POBBS U BOCIIPUATHUS HHDOPMAITUH:

4.2 Bonipockl K 3K3aMeHy N0 aucuuiuinie «Cekperapckoe /1ej10»

1. [ToMomHKMK pykKoBOguUTENS (CeKpeTapb—pedepeHT) B CUCTEME YIIPaBICHUS
COBPEMEHHOW OpPTaHU3aIMHU U €r0 MOJIeIbHbIE 00SI3aHHOCTH

2. IIpodeccuonanbupie TpeOOBaHMS, OCHOBHBIE KOMIETEHIIMM U JIUYHBIC
KayecTBa MOMOIIHUKA pyKoBoAuTeNs. KaTeropun moMOIIHUKOB U CEKpeTapei

3. Uctopus npodeccuu «cekpeTrapby»

4. HopmaTuBHO-MeTOIMYECKast 0a3a B 00JIACTU CEKPETAPCKOTO 0OCITYKUBAHUS

5. OOmme npuHIUIBl nOpodeccuoHanbHOro o0TO0pa. JlOKyMeHTalbHOE
oopmiieHne TPyIOyCTpoicTBa (pe3ioMe, 3asBICHHE O TIMpueMe Ha paborty,
aBTOOMOTpadusi, TPYA0BOM JOTOBOP)

6. JIOJKHOCTHASI MHCTPYKLUS CeKpeTaps—peepenHTa, €€ OCHOBHBIE pa3/Ieibl

7. Pedepentckas cocraBisiouias JEATEIbHOCTH CeKperaps—pedepeHTa
PYKOBOAMTENSI COBPEMEHHOW OpraHU3aIiu
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8. IloaroroBka cHpaBOK MO JOKyMEHTaM, HH()OPMAIMOHHBIX MOAOOPOK,
pedeparos, nporpamm, miaaHos. COop u cucreMaruzanus HHpopMauu

9. OproHomuueckue TpeOOBaHMs K OpraHu3aluy padodero Mecta

10. Opranusanusi KOMIIBIOTEPU3UPOBAHHOTO pabouero mecra. TexHudyeckoe
o0ecrnieueHne AesITEIbHOCTU CEKpeTaps

11. Oprasu3anuoHHble NPUHLHMIBI pacnopsaka aHA. [IpuMepHbIl 1u1aH
paboyero Hs pPyKOBOJUTENS U CEKpeTaps

12. Ilenonpou3BoACTBEHHBIEC (YHKITUHM TOMOIIHUKA PYKOBOJUTEIS U €r0 POJIb
B JJOKYMEHTAI[MOHHOM O0€CTIeUeHUH YIIPABICHUS

13. Ilpuem wu mnepBuyHas o00paboTka [TOKyMEHTOB. llpenBapurensHOe
pPacCMOTPEHHUE U paclpeeieHUe NOCTYIUBIINX TOKYMEHTOB

14. TexHosiorusi perucrpauvd AOKYMEHTOB. llepemaya HOKyMEHTOB Ha
ucrnosHeHne. KOHTpoJib MCMIONMHEHUS: TEKYIIMU U MpenynpeauTenbHbiid. CHITHE
JOKYMEHTOB C KOHTPOJISL.

15. O0paboTKa 1 OTHpaBKa UCXOASIIUX JOKYMEHTOB

16. Opranusanus TEKylIEro XpaHeHWs ITOKyMeHTOB. HomeHknarypa nei.
TpeboBanust K POPMUPOBAHUIO A€, UX OPOPMIICHUIO U XPAHEHUIO

17. Cucrema aBTOMAaTH3alUUU JACJIONPOU3BOACTBA M DJIEKTPOHHOIO
JOKYMEHTO000poTa

18. 3ammurta umHpopmanuu B paboTe cekpeTaps C KOHQUACHIMAIBHBIMU
JIOKyMEHTaMH, UX y4eT

19. Co3nanue 6a3bl JAHHBIX O JOKYMEHTaX YUPEKJIEHUS U UH(OPMAIIMOHHO—
cIpaBoyHas padboTa

20. IInanupoBanue paboyero AHI PYKOBOAUTEIS

21. OO0mue npaBwiia npuemMa noceTuTenei

22. IIprem COTpyAHUKOB MO TEKYIIMM U JIMYHBIM BOIIPOCAM

23. IIpuem noceTuTeneil U3 Ipyrux OpraHu3aluuii 1 KOMaHIUPOBAHHbBIX

24. Opranuzanusi AENOBbIX TeperoBopoB. [loaroroBka u o0cCIyKHUBaHUE
COBELIAHUN

25. Beaenue npoTtokona

26. IloaroroBka city>k€0HBIX KOMaHAUPOBOK PYKOBOJUTENS U COTPYAHUKOB

27. B3aMMOOTHOIIIEHUSI CEKPETaps C pyKOBOJICTBOM M KOJUIETaMU 1O padoTe

28. OcobenHoctu ciykeOHOTO  TeneoHHOro  pasroBopa. OOmue
PEKOMEHJAIIMU 110 BEICHUIO TeJIe(POHHBIX MTEPErOBOPOB

29. Ilepenuncka Kak 371€MEHT AET0BOM KOMMYHUKALIUU

30. Z1en0oBOr0 ATUKET U UMUK CEKPETAPS

31. [TloBeneHueckuii ATUKET cekpeTaps—pedepeHTa. ITHKa peyeBOr
KOMMYHUKALIUH

32. KoH(}pnUKTHBIE CHUTyallud B paboOTe€ MOMOUIHUKA PYKOBOJIUTEIS
(cexperaps—pedepenTa) (IpeaoTBpaIicHre U pa3penieHne KOHMINKTOB)

KpnTepnn OIICHUBAHHUA HaA 3K3aMCHC IO AUCIHMUIIIMHE «CereTapacoe
J€eJ10> .
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1) omeHka 5 BBICTABISACTCS TNPU OTIUYHOM OTBETC HA KaKIBIA BOIPOC
(3aaHne) SK3aMEHAIMOHHOTO OuJIeTa.

JIsi moJIydeHHsl OLEHKH «OTJHYHO». B OTBeTe packphiTa CYIIHOCTH
OCHOBHBIX KaTeTOPHH W IOHSATHH, COACP)KAIIUXCS B BOIIPOCE, OIMPEACICHBI BCE
HEOOXOJMMBIC JIOTUYECKUE CBSI3M M OTHOIICHHS MEXKIY HHUMH TOJHOCTBHIO
PaCKPBIBAIOIINE CMBICT OTBETA HA MOCTABICHHBIN BOTPOC, U MPUBEICHBI TPUMEPHI
U3 TMPAKTHYECKOW EeATEeTLHOCTH, WUTIOCTPUPYIONMIME OTBET HAa MOCTABJICHHBIN
BOIIPOC.

2) oueHka 4 BBICTABISICTCS NPU OTBETE Ha KaKAbId Bompoc (3agaHmue)
HK3aMEHAITMOHHOTO OMJICTa C OLICHKOM HE HIKE «XOPOIIOY.

JIIsi TOJIy4eHHsI OIEHKH «XOpomo». B oTBere packpbiTa CYIIHOCTB
OCHOBHBIX KaTE€TOPWUW W TOHATHHA, COJACPKAIIUXCSI B BOMPOCE, M OMPEICICHBI BCE
JIOTUYECKAE CBSI3M W OTHONIICHUS MEXKIYy HHUMH, OOSCIEeYMBAIOIINE ITOJTHOE
PacCKpBITHE CMBICIA OTBETA HA ITOCTABJICHHBIN BOIIPOC.

3) omeHka 3 BBICTABJSETCS MPHU YIOBJICTBOPUTEILHOW OICHKE HAa OJUH W3
BOIIPOCOB (3aJ1aHK€) SK3aMEHAIIMOHHOTO OuJIeTa.

JIs moJiydyeHHsl OLEHKH «Y/OBJIETBOPUTEIbHO». B oTBeTe packpsiTa
CYIIIHOCTh OCHOBHBIX KaTeTOpPUH MU TOHATHUH, COAEpKAIIUXCS B BOIPOCE, TaKHUM
o0pa3oM, 4ToObI B HEM MIPOCMATPUBAIICS OTBET HA IOCTABJICHHBINA BOIIPOC.

4) olleHKa 2 BBICTABJIICTCS MPH HEYIOBICTBOPUTEIBHON OIIEHKE HA BOIPOC
(3a1aHue) PK3aMEHAIIMOHHOT0 OMIeTa.
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5 IlepevyeHb OCHOBHOM M ONOJHUTEIBHOMN Y4eOHOM JIUTEepaTyphbl,

HEe00XO0AMMOM /1)1l 0CBOCHHUS THCHUILINHEI

5.1 OcHoBHas JuTEpaTypa

Ta6nuna 10 — [lepeyeHb OCHOBHOM JTUTEPaATyPhI

Ne

/1.

ABTOD, Ha3BaHUE, MECTO U3JAHUS, U3/1aTEIbCTBO,
roJ U37aHus y4eOHOM JTUTepaTyphl, K-BO
CTpaHUIl, BUJ U XapaKTEPUCTHUKA UHBIX
MH(GOPMAIIMOHHBIX PECYPCOB

Kon-Bo
JK3. B
ouodimore
Ke

DNEeKTPOHHBIN
pecypc

Kysnenos 1.H. JlokymeHTanimonHoe
oOecrieueHre ynpaBJIeHUs U JEI0MPOU3BOICTBO:
y4eOHMK JIJIs1 OaKaJIaBpOB: YUCOHUK IS
CTYZEHTOB BY30B, 00yYaroIuxcs 1o
HSKOHOMHUYECKUM crnenuanbHocTsM / U.H.
Ky3snenos. - Mocksa: FOpaiit, 2014. - 576 c.

12

beikoBa T.A. JlIokyMeHTallMOHHOE 00ecIieyeHnue
yIpaBIeHUS! HETOCYIapCTBEHHBIX OPTaHU3AIIHIA:
y4ueOHOoe mocodue Jj1s CTy1eHTOB By30B / T.A.
brikosa, JI.B. Cankuna. M.: UH®PA-M, 2011.
288 c.

10

Kysnenos, . H. JlokymMmeHTallMOHHOE
oOecrieuenue ynpasiieHus. JJokyMeHTO000pOT
U JISJIONIPOU3BOACTBO [ DIEKTPOHHBIN pecypc] :
y4eOHUK U MPAKTUKYM JIJIsI TIPHUKIIATHOTO
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 JIUTEPATYPA

Tabmuua 11 — [lepedyeHb TONOJHUTEIBHOM JIUTEPATYPHI

No
m/
I

ABTOp, Ha3BaHUE, MECTO U3/IAHUS,
M31aTeNbCTBO, TOJI 3aHUs YICOHOM
JIUTEPATYPBHI, K-BO CTPAHHUL], BUJ U
XapaKTePHUCTHKA MHBIX HH()OPMAIIMOHHBIX
pecypcoB

Komi-BoO
SK3. B

oubnoTeKe

DJIEKTPOHHBIH
pecypc

Ky3nenos, Hrops Huxkonaesuu.

JIoKymMeHTalmoHHoe

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

OakanaBpuarta : y4eOHUK JUIsl CTYJEHTOB BY30B,

00yJarommxcst 1o SKOHOMHYECKHUM
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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.:
Hsnarensckuii mom MOU, 2010. - 295 c.

3 | Cekperapckoe naemno (oOpasmbl JOKYMEHTOB, 35
OpraHu3anus ¥ TEXHOJIOTHSI paboThl): yueOHO-
npakTuueckoe nocobue/ [B.B.I'amaxoB u np.;
nox pen. M.K. Kopueea]/-M.: [IpocniexT, 2008.
- 605c.

JlokyMeHTaIlmoHHOE 0OecTriedeHre YIpaBICHUS 3
MPOCKTaMH: y4eOHO-METOAuYEeKoe Iocooue /
M. B. Jlapun, M. M. Jlapun; M. B. Jlapun, M.
M. Jlapun; Bcepoc. HaydHO-HCCAEN0BAT. UH-T
JIOKYMEHTOBE/ICHHUS W apXHWBHOTO jena. - M.:
[BHUMJIAJ], 2011. - 187 c.

MupoBoii PpBIHOK HH(MOPMALMOHHBIX YCHYT: 2
[yaeOnuk] / 2. C. Cnupugonos, M. C. Kibikos, Yur. 3an
5 |M. A. Pykun wm gap.; moxa pea. O. C.| yHuUBepcuTe-

CroupugonoBa, M. C. KnsikoBa. - M.: URSS: Ta
[Kuamxnsiit oM "JIMBPOKOM"], 2010. - 410 c.
Kpyrmsinckas  JI. 1. HacrtonbHas kHUTra 6

cekpertaps: cnpaBounuk // JI.A. KpyrisHckas;
oy BO  Cankr-lIlerepOyprckuii  yH-T
WH()OPMAITMOHHBIX TEXHOJIOTHA, MEXaHHKU W
ontuku. Mzn. 3-e, nepepab. u nomn. M.; CII6.:
I'epna, 2007. 448 c.

Kopuees, Mrops KoncrantunoBuy. JlenoBas 15
nepernucKa u 00pasiisl JoKyMeHTOB [Teker] :
7 | yaeOHO-TIpakTHYeCcKoe mocooue / U.

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

5.3. [lepuoanyeckne u31aHus
HayuHble XypHaJIbl B UATAJIBHOM 3ajie OMOIMOTEKH (akyiabTeTa yIpaBiIeHHUs
Y TICUXOJIOTUH U (WJIK) Ha caiiTaX UX 3JIEKTPOHHBIE BEPCUHU:
Cexkpertapckoe J1e10
JlenonpounsBoicTBO
Jlenonpon3BoACTBO U TOKYMEHTOOOOPOT HA MPEANPUITHH
OTeuecTBEHHBIE APXUBbI
BectHuk apxuBucra
YnpasieHue nepcoHaIoM
NuTennexryanbHbie pecypcol Poccnn

NogakowdPE
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6 Ilepeuenns pecypcoB HHPOPMAIMOHHO-TEJIEKOMMYHUKANIMOHHOM ceTH
«HHTEPHET», HeO0XOAMMBIX JI1 OCBOCHHS TN CHUIIINHBI

— URL: wwwe.elibrary.ru - caiiT Hay4HO 3JIEKTPOHHOI OMOJIMOTEKH;

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

— URL: www.iprbooksshop.ru - aiekTpoHHO-OHOIMOTEeYHAS CHCTEMA,

— URL: www.gdm.ru/info/ - I'unpaus yrpaBisiomux J0KyMEHTALUEH

— URL: www.termika.ru - DnexkTpoHHas oubmmoTeKa 1o
JOKYMEHTAITMOHHOMY O0ECITCUCHHIO YITPABIICHUS,

— URL: www.rusarchives.ru — ®eaepaabHOoe apXHBHOE areHTCTBO
(PocapxuB);

—  URL: www.vniidad.ru — Bcepoccuiickuii Hay4HO-HCCIICI0BATEIbCKHIA
MHCTUTYT JOKyMEHTOBeAeHUs U apxuBHoro aena (BHUNIAN).

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

OcBoeHHME AUCHUILIMHBI TIpeaycMaTpUBaeT MNPOCITYIIMBAHUE JICKIIUH H
MIPOBEJICHUE JTA00PATOPHBIX padoT.

Jls TiIryGOKOro U3ydeHUs JUCIUILIMHBI HACTOATEIIBHO PEKOMEHIYETCS:

— CHCTEMAaTHYEeCKU TOTOBUTHCA K JIA0OPATOPHBIM 3aHATHSAM 110 y4eOHBIM
MOCOOMSIM, HAYYHBIM CTaThsIM B J)KypHajaX, a TaK)Ke C MCIOJIb30BAHUEM PECYpPCOB
HNHurepHer;

— CBOEBPEMEHHO BBITIONHATH JTAOOPATOPHBIE 3aJlaHus, TOTOBUTH pedepaTsl U
acce.

CamocrosiTenpHas paboTa CTyAeHTa - OAWMH W3 BAXHEHIIMX ITaloB B
MOATOTOBKE crienuanucToB. OHa MpUOOIIAaeT CTYACHTOB K HCCIICIOBATEIHCKON
paboTte, oboramaer OnbITOM M 3HAHHAMHU, HEOOXOAUMBIMU IS JadbHEUIIIET0 UX
CTAHOBJICHUSI KaK CICIIMAIIMCTOB, NMPHUBUBACT HABBIKU PaOOTHI C JHUTEPATYpOH,
CTaTUCTUYCCKUMU JJAaHHBIMH.

[leas camocToATENbHON pabOTBl - CHUCTEMaTH3alus, 3aKperyieHue |
pacuIiupeHrue TEOPETUYSCKUX M IPAKTHUYECKUX 3HAHUM C HCIOJIb30BaHUEM
COBPEMEHHBIX MH(GOPMAIIMOHHBIX TEXHOJIOTUH U JINTEPATYPHBIX UCTOYHUKOB. JIIst
Pa3BUTHS  HABBIKOB  CAaMOCTOSITEIBHOM  pabOTBI  CTyJA€HTaMH BO  BpeMs
CaMOCTOSTEILHOM pabOTHI BBITIOJTHSIIOTCS:

— 3¢ce, CBA3aHHBIC C PACCMOTPEHHUEM CTPYKTYPBI U MPUHIIUIIOB OpraHU3aINN
nH(OPMAITMOHHBIX peCypcoB B ceTn MIHTEepHET;

— 3Cce, CBA3aHHBIC ¢ 0030pOM COBPEMEHHOTO PBIHKA CIICIIMATN3HPOBAHHBIX
CIIPABOYHBIX CHCTEM, KOHKYPEHTHOH OOpPBOBI MEXKTY UX CO3/IAaTEIISIMH 3a BIIaJCHHUC
PBIHKOM;

— JOMaltHue 3a7aHus 1Mo moucky B MHTepHeTe mH(bOpMaIMM Ha 3a/laHHYIO
HAy4YHYIO TEMY U TIOJIFOTOBKE JIOKJIAJA.
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— 3cce, CBA3aHHbIE C  NPABOBBIMH  ACHEKTaMHU  HCIOJIb30BAHMS
uHQOpPMAIMOHHBIX ~ pecypcoB  MHTepHeTa, OXpaHOW  HHTEJUIEKTYallbHOMN
COOCTBEHHOCTH;

Dcce  TOTOBSITCS CTYACHTOM CaMOCTOSITEIbHO, B HUX 0000ImaroTcs
TEOPETUUYECKHE MaTEpHAIIbl TI0 UCCIIEyEMOU TeME C UCII0JIb30BAaHUEM MaTEpPHAJIOB
U3  CHOEUUATbHOM  JIUTEepaTypbl, = HOPMATHUBHO-TIPABOBBIX  JOKYMEHTOB,
CTaHJApTU3HUPYIOLIUX paccMaTpuBaemylo cdepy. B comepxkaHuum NHUCHMEHHBIX
paboT moyKeH ObITh COOCTBEHHBIN aHANU3 M KPUTHUECKUU MOIXOJ] K PEIICHUIO
pOo0OJIEMBI IO BEIOPAHHOM TEME UCCIIEIOBAHMSI, TOIKPEIICHHBIN CTATUCTUYECKUMU
JJAHHBIMU Y KOPIOPATUBHOW OTYETHOCTBHIO M3BECTHBIX KOpropamui. Marepuanisl
JIOJKHBI OBITh M3JI0’KEHBI HA BBICOKOM TEOPETHUYECKOM YPOBHE, C MPUMEHEHHUEM
NPAKTHUECKHUX JAHHBIX, IPUMEPOB.

CryzneHTam peKOMEHAYETCS HEMPEPHIBHO MPOBOANTH HAYUHbIE UCCIEAOBAHUS
10Jl PYKOBOJCTBOM IperojaBaressi kKadeapbl Mo M30paHHONM TeMe€ U TOTOBHUTH
COoOOILIEHUs Ha HayuyHble KoH(pepeHUMH, cTaTbh B COOpPHHUK MOJOABIX
UCCIIeIOBaTENeH U HayUHbIE KypHaJbI.

OOydeHHEe CTYACHTOB C OrPaHUYEHHBIMHU BO3MOXHOCTSMU OPraHU3YETCs B
COOTBETCTBUM C TpeOoBaHUAMU «MeTOINYECKUX PEKOMEHIAUN IO OpraHu3aluu
o0pa3oBaTenpHOro Inpoiecca A 00ydeHus MHBAJIUIOB U JIUL C OrPaHUYECHHBIMU
BO3MOXKHOCTSIMH ~ 3/I0pOBbSI B 00pa30BaTENbHBIX OPraHMU3AlMsIX BBICLIETO
npodeccuoHanbHOro 00pazoBaHus» OT «8» ampens 2014 r.

B ocBoeHMM AMCUUIUVIMHBI WHBAIMAAMU M JIMIAMH C OTPaHUYEHHBIMH
BO3MOYKHOCTSIMU 37I0pPOBbsl OOJIBILIOE 3HAUEHUE MMEET WHJMBHIyalbHas ydeOHas
paboTa (KOHCYJIbTAIIUU) — IOTIOTHUTEIBLHOE Pa3bsICHEHUE YUeOHOr0 MaTepHraa.

NHauBuyanbHble KOHCYJbTAlMM MO MPEAMETY SBIIAIOTCS  BaXKHBIM
(bakTopoM, CHOCOOCTBYIOIIMM HWHAMBUAYaIU3alMK OOYYEHHS U YCTAHOBJICHUIO
BOCIHMTATEILHOTO KOHTAKTa MEXAY MpernogaBaTesieM U 00ydaromuMcs HHBATUI0M
WUJIM JINLIOM C OTPAaHUYEHHBIMU BO3MOYKHOCTSIMU 3/I0POBBSI.

8. IlepeyeHbr HHMPOPMAIMOHHBIX TEXHOJIOTHMH, HCHOJb3yeMbIX NPH
OCYILECTBJIEHHMH 00Pa30BaATEJIbHOIO NMPOLECCA MO AUCIHUIINHE (MOTYJII0)

8.1 Ilepeyenb HHPOPMALMOHHBIX TEXHOJIOT U

[IpoBepka pmOMAamIHMX 3aJaHUA W KOHCYJIBTUPOBAHUE ITOCPEACTBOM
AJIEKTPOHHOM MOYTHI.

Hcnonb3oBaHre 3JIEKTPOHHBIX MPE3EHTAMI PU MPOBEACHUN MPAKTUUYECKUX
3aHSATUU.

8.2 [lepeyenb HEOOXOAMMOIO IPOrPAMMHOI0 00ecIIeYeHUsI

[TporpamMmbl At AEMOHCTpalMU W co3maHus mpesentarmid («Microsoft
Power Pointy).

B xose naGopaTopHBIX 3aHATUI UCTIOJIb3YETCS MPOTPAMMHOE OOeCIIeUeHHE:

1. DnekTpoHHas HH()OPMAITMOHHO-00pa3oBaTeNbHAs Cpejla YHUBEPCUTETA.

2. DIEKTPOHHO-OMOIMOTEUHAS CUCTEM YHUBEPCUTETA

3. DnexTpoHHas HHPOPMAIMOHHO-00pa30BaTEIbHAS CPe/la YHUBEPCUTETA.
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4. DNEKTPOHHO-OMOINOTEUHAS] CHCTEM YHUBEPCUTETA
5. Ha cepBepe yHuBepcurera:
— Onmneparnuonnas cucrema WINDOWS XP;
— IMpunoxxenus Microsoft Office.
8.3. Ilepeyennb He0OXOAUMBIX HH(OPMAIIMOHHO CIIPABOYHBIX CHCTEM

I. CnpaBouHO-TIpaBOBast cucremMa «KoHCynbTanT [Lroc»
(http://www.consultant.ru)
2. DNeKTpOHHAs OuoOMoTEeUHAas cucrema eLIBRARY.RU

(http://www.elibrary.ru)/

9. MaTepuajibHO-TeXHHUYecKasi 0a3a, HeoOXoAUMAsI 1JIsl OCYIIECTBJIEHUSA
00pa30BaTeJIbHOIO0 MPOIeCcCca Mo JUCHUIINHE (MOXYJIIO).
Tabaumma 12 - MarepuajJbHO-TEXHUYECKOe o0ecneyeHrue JUCHUIINMHBI
(MoxyJisl) 1 OCHAIIIEHHOCThH

MarepuanbHO-TEXHUYECKOE 00eCIIeYeHNE U CIIUITITNHBI
(MoOIyINsl) ¥ OCHAIIEHHOCTh

1. Jlexunonusle 3ansatus | Jlaboparopus (ayn. 402H wnmu 403H): 16 yueOHbIX Mecr,

YKOMILJIEKTOBAaHHAs ~ CHELMAIU3UPOBAHHON Mebenbio U

KOMIBIOTEPHBIMH CPEJICTBAMHU OOYYEHHUsI C BBIXOJIOM B CETh

VHTEepHeT U ¢ mporpaMMHBIM 00eCIIeYeHHEM Ha CepBepe

No Bug pa6or

2. | JlaboparopHbie
3aHATHUS

3. Cemunapckue 3anstusi| Jlabopatopust (ayn. 402H wmm 403H): 16 ydeOHBIX MecT,
YKOMIUIEKTOBaHHAsl  CHEIMAIM3UPOBAHHOW MeOenpio |
KOMITBIOTEPHBIMHU CPEJICTBAMU OOYYEHHS C BBIXOJIOM B CETh
VHTepHeT u ¢ mporpaMMHbBIM 00ecrieueHHeM Ha cepBepe

4. I'pynmossie UuranbHbli 3271 OMOIMOTEKH (paKynbTeTa
(MHIMBUYyaTbHBIE)
KOHCYJIbTaIlH

S. Texymmii koHTponb, | Aynutopus 415A / 417A
MIPOMEKYTOUHAS
aTTecTanus

6. | CamocTosATenbHas Kabuner s caMocTosTeNbHONM paOOThl (YMTAJBHBIN 3ai
pabora O0ubmuoTexkn (akynbTeTa), OCHAIIEHHBIH KOMIIBIOTEPHOU

TEXHUKOM C BO3MOXHOCTBIO IIOJKJIIOYEHHUS K CETH
«MHTEpHET», TPOrpaMMoOil  3KPAHHOTO YBEJIMYEHUA U
00eCneUeHHbI JOCTYNOM B 3JIEKTPOHHYIO HH(OPMAIIIOHHO-
00pa30BaTeNbHYIO0 CPEy YHUBEPCUTETA.

9.3. IIpe3eHTanuu:

1. Tlpe3enTanust yueOHON AUCHUTIIMHBI

2. OCHOBBI OpraHM3alMK CTPATETHYECKOTO aHAIN3a
3. TexHOJ0rus CTpaTErMuecKoro aHajmsa

4. Texnosorust MOATOTOBKH pedepara u 3cce
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PEOEH3UAI1

Ha pado4yI0 y4eOHYI0 IpOorpaMmMy Mo AMCHHUILINHE
b1.B./1B.18.02 Cekperapckoe aeso

PaGouass mporpamma guciuiuinHbl «CeKpeTapckoe Jeo» COCTaBlieHa B
cootBercTBUM ¢ TpeboBanusimu DI'OC BO 3+ u IlpumepHoit OCHOBHOI
oOpa3oBaTeIbHONM MporpaMMoOM TIO  HampaBjieHUI0 MOAroToBku  46.03.02
«JlOKyMEHTOBEICHUE U APXUBOBEICHUEY.

Copepxanusa paboueid mporpaMMbl cOOTBETCTBYET TpeboBanusam PI'OC BO
3+ (Pasmen V).

Conepxxanue paboueld mporpaMMmbl COOTBETCTBYET ITOCTABIICHHBIM IIEJISIM,
COBPEMEHHOMY YpPOBHIO U TEHACHUMSAM pa3BUTHUS KOMIIBIOTEPHON HAyKH,
CHIOCOOCTBYET MOBBIIICHUIO 3¢ (HEeKTUBHOCTH UH(POPMALIMOHHO-
JIOKYMEHTAIIMOHHOTO OOECIEYeHHs] YINpaBJIEHUsS OpraHu3aleil B yCIOBUAX
COBPEMEHHOT'O Pa3BUTHS SKOHOMUKHU U MEHEIKMEHTA IPEATPUSITHUS.

[Ipu pazpabotke paboueil yueOHON IporpaMMbl HCIIOIb30Baach HOBEHIIAs
OTEUECTBEHHAs] U CTaThU U3 MPOQPECCHOHAIBHBIX >KYPHAJOB U COOCTBEHHBIE
u3aanus [IIC kabenpsl.

ConeprkaHus pa3iesioB CTPYKTYPUPOBAHbBI M HACHIICHBI (YHIAMEHTAIbHBIM U
MPAaKTUKOOPUEHTUPOBAHHBIM ~ MAaTE€pUAJIOM,  4Yachl  ayJUTOPHBIX  3aHSATUHN
1eJeCO00pa3HO pacHpeieieHbl IO BUIAaM JEKIHUAM, CEMHUHApaM B COOTBETCTBHUHU C
TPYJOEMKOCTBIO B Hacax.

Pabouas yueOHasi mporpaMma OTJINYAETCS JIOTUYECKON CTPOMHOCTBIO.

Paboueii mporpaMMoil JUCHUIUIMHBI MPEAYCMOTPEHO MPOBEJICHUE 3aHATUI C
UCIIOJB30BaHME AaKTUBHBIX (OpM W METOAOB, a TakKXKe KOMIBIOTEPHBIX
npeseHTanui. IlpeaycmoTrpena rpynmoBas M TNpoekTHass paboTa, a Takke
JIMCKYCCHHU.

3AKIFOYEHHUE.

Pabouas yuebnas nporpamma o aucuuruinae b1.B.JIB.18.02 Cexperapckoe nemno
MOXXET HCIOJIb30BaThCS B Y4YEOHOM TIpoliecce MO Tporpamme OakajiaBpuarta
«OpraHuzaiMoHHOE  TMPOEKTUPOBAHME  JOKYMEHTAIIMOHHOTO  OOecredeHus
yOpaBJICHWS B OpraHW3allii» [0 HampaBieHuio moarotoBku  46.03.02
«oxymentoBenenue u apxuBoBeaeHue» B DI'bOY BO «KyoI'V».

3aBenyromuii kadenpoit « 9KOHOMHKA U OPraHM3aIUs IPOU3BOICTBA»

MI'TY um. H. D. baymana, MCTIOJTHUTENBHbIN AUPEKTOP HEKOMMEPYECKOro
naptHepcTBa «OO0beIMHEHNE KOHTPOJUIEPOB) JIOKTOp SKQHOMHHCCKHX HayK,
npodeccop P . — %25 C.I. Dansko

g ' DHIT
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PEOEH3MNA2

Ha pado4yI0 y4eOHYI0 IpOorpaMmMy Mo AMCHHUILINHE
b1.B./1B.18.02 Cekperapckoe aeso

Pabouast mporpamma gucturuinHbl ««CeKkpeTrapckoe Aeo»» COCTaBleHa B
cootBercTBUM ¢ TpeboBanusimu DI'OC BO 3+ u IlpumepHoit OCHOBHOI
oOpa3oBaTeIbHOM  MpOrpaMMOl 1O  HaAMpaBICHUIO TOATOTOBKH  46.03.02
«/lokyMeHTOBEIEHUE 1 ApXUBOBECHUE.

Conepxanus paboueil nporpammbl cooTBeTcTBYeT Tpeboanusim OI'OC BO
3+ (Pasmen V).

[Tpu pazpabotke paboueill yd4eOHOI MPOrpaMMbI HCIIOJIBb30BaIaCh HOBEHIIIAs
oteyecTBeHHas u coOcTBeHHble n3nanus [1I1C kadenpsi.

Pabouas yueOHas mporpaMma OTJIMYaeTCs JOTHYECKON CTPOHHOCTBIO.

Copeprkanue pa3iesioB CTPYKTYPUPOBAHBI M HACHITIICHBI (hyHAaMEHTAIbHBIM U
MPaKTUKOOPUEHTHUPOBAHHBIM  MaTepUalioM, 4Yachl  ayJUTOPHBIX  3aHATUU
1eJ1ec000pa3HO pacIpeieeHbl 10 BUAaM JIEKIUSIM, CEMUHapaM B COOTBETCTBUU C
TPYJOEMKOCTBIO B 4acax.

Paboueil nporpamMmmoil TUCHUIUIMHBI NPEAYCMOTPEHO MPOBEACHUE 3aHITUN C
UCIIOJIb30BAaHUE AKTUBHBIX (OPM U METOJOB, a TaKXKE KOMIIBIOTEPHBIX
npe3eHTanuidi. B xoxe 3aHATH B JHCKYCCUOHHOM pexuMe (opMupyercs
CTPAaTETMYECKOE MBILIEHUE Y CTYIeHTOB. [IpenycMoTpena rpymnmoBas padora.

3AKJIFOYEHHUE.
Pabouas yuebnas nporpamma no gucturuimae b1.B.J[B.18.02 Cekperapckoe neio
MOXET HCIOJL30BaThCA B YU4E€OHOM IMpollecce MO Mporpamme OakanaBpuaTa
«OpraHu3alMOHHOE  MPOEKTHPOBAaHHE  JIOKYMEHTALMOHHOIO  OOecreyeHUs
yOpaBJI€HUsT B OpraHu3aludW» IO HaMpaBlIeHHI0 noaArotoBku  46.03.02
«oxymentoBenenue u apxuBoBeaeHue» B ®DI'bOY BO «KyoI'V».

PerieH3eHT

HaYaJIbHUK OTJesa

ciry:keOHOM NepenucKy yrpaBieHus A8
aamMuHucTpauuu KpacHoaapckoro p(p}m

M.U. bonnapesa
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