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[Iporpamma coctaBneHa B cootBeTcTBUU ¢ TpeboBanusimu @I'OC BO (Bepcus 3++)
0 HarnpasyieHUI0 MoaAroToBkH 46.03.02 JIokyMeHTOBEIEHNE U ApXUBOBECHHUE.

ABTOp-coctaBuTenb: 3anekuHa H.M., nexaH ¢akynbreTa JOKyMEHTaIbHBIX KOMMYHH-
KAl ¥ TypU3Ma, KaHAUIAaT [IeJarorn4ecKux HayK, JOLEHT.

Pabouas nmporpamma aucuuIuinHbl kKak coctaBHas yacth OINIOII Ha 3acenanuu coBeTa
¢dakynbTeTa JOKYMEHTAJIbHBIX KOMMYHHMKAIMI U Typu3Ma PEKOMEH/I0BaHa K PAaCCMOTPEHUIO
AKCIEPTHON KoMHccuel, mpoTokoa Ne 6 ot 22.03.2022.

Dxkcneptu3za mposeaeHa 22.04.2022, akt Ne 2022/10V.

Pabouas nporpamma aucuuiuinHbl kak cocrtaBHas yacth OITOII yTBepkaeHa Ha 3ace-
JTaHUW YYEHOTO coBeTa MHCTUTYTa MPoTOoKoa Ne 6 ot 30.05.2022.

Cpok neiictBust paboyeil mporpamMmbl AUCHUILTAHBI TPOJUICH Ha 3acelaHUM Y YEeHOTO
COBETa MHCTUTYTA!

Y4eOHblii 1o Ne mpoToKoJIa, 1aTa YTBEPAKACHUS
2023/24 npoTokos Ne 8 ot 29.05.2023
2024/25 npotokoia Ne 11 ot 27.05.2024
2025/26 npotokoa Ne 8 ot 26.05.2025
2026/27 npotokoi Ne 10 ot 25.05.2026
0 64 Opranuzaiius ceKpeTapckoro o0CIyKUBaHUs: pabodasi mporpaMmMa JTUCIUTLIN-

HBI: porpamma 6axanaBpuata 46.03.02 «/lokymeHTanmonHoe obecreyeHue ymnpas-
JIEHUsD» 10 HampaieHuto noaArotoBku 46.03.02 JlokyMeHTOBEACHUE U apXUBOBEE-
HUe, KBammdukamus: OakamaBp / aBT.-coct. H. M. 3anekuna; YensOumHCKHIA
rOCYJIapCTBEHHBIN MHCTUTYT KyJIbTYpbl. — Yensabunck, 2022. — 38 c. — (®I'OC BO
Bepcust 3++). — TekcT: HemocpeICTBEHHBIH.

PaGouas nporpaMma JUCHUINUIMHBI BKJIHOYACT: NEPCUCHDb INNIAHUPYCMBIX PE3YJILTATOB
O6yq6HI/I$I 0 AUCHUIITIMHE, COOTHECCHHBIX C INNIAaHUPYEMBIMU pE3YyJbTaTaMHU OCBOCHUSA
o0pa3oBaTeIbHON MPOrpPaMMBbI; yKazaHUe MecTa AUCUUIUTHHEI B cTpykType OIIOII; o6bem
JAUCHUIIIMHBL B 3aUCTHBIX €IUHUIAX C YKAa3aHUEM KOJIMYCCTBA aKaJECMHUYCCKHUX YaCOB, BbI-
ACJICHHBIX Ha KOHTAKTHYIO pa60Ty O6y‘laIOH_II/IXC$I C MpenoaaBaTciicM (HO BuUaamM y‘{€6HLIX
3aHATHH) M Ha CaMOCTOATCIBHYIO pPaboTy oOydaromuxcs; coaepKaHWe IUCIIUILIAHEI,
CTPYKTYpPUpPOBaHHOE 10 TeMaM (pa3fesiaMm), ¢ yKazaHHEM OTBEJEHHOTO Ha HUX KOJINYECTBA
aAKaJCMHUYCCKHUX 4aCOB U BUIOB y‘le6HLIX 3aHHTHﬁ; NEepeUCHb yqe6HO-MeT0,Z[I/I‘lCCKOFO obec-
MIEYEHUS IS CAMOCTOSATENEHON pabOTHI 00YUAOIINXCSI TIO TUCIUILTHHE; (DOH]] OIIEHOYHBIX
CPEICTB Ui TPOBEACHHUS TEKYIIEro KOHTPOJS W TPOMEXYTOYHOW arrecTamuu o0y-
Jaronuxcd 1mo JAUCHUIIIIMHE, TICPEUYCHb OCHOBHOH U HOHOHHHTCHBHOﬁ yqe6H0171 JInTepary -
PBIL, HeO6XOZ[HMOﬁ AJI1 OCBOCHUA MNUCHUIUIMHBI; MEPEUYCHb PECYpPCOB I/IH(i)OpMaLII/IOHHO-
TETICKOMMYHHUKAITMOHHON ceTh «MHTepHeT», HEOOXOANMBIX JIJISI OCBOCHWS JTHUCIIUILINHEL,
METOJIMUCCKUAE YyKa3aHUS JJIsi OOydyarolMXCs 10 OCBOCHHUIO JMCUMIUIMHBI, IEPEUYCHBb
I/IH(i)OpMaL[I/IOHHI)IX TeXHOHOFI/Iﬁ, HCIIOJIB3YCMBIX MPU OCYHICCTBIICHUHN 06p3,30BaT€J'H>HOFO
mpooecca 1o JUCHHUINUIMHE, BKIOYaA ICEPEYCHb IIPOIrpaMMHOI0 OGCCHC‘ICHI/UI; OITMCAaHUC
MaTepHAIbHO-TEXHUYECKON 0a3bl, HEOOXOAMMON ISl OCYIIIECTBIICHHSI 00pPa30BaTEIBHOTO
mnmponecca no JUCHUIIIIANHE.

© YensOMHCKUH TOCYAapCTBECHHBIN
UHCTHUTYT KyJIbTYpbl, 2022
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AHHOTALIUA

Kon w wnasBanme nauc-
UIUIMHBL TI0 y4eOHOMY
TJIaHy

b1.B.13 Opranuzanus ceKpeTapcKkoro 00CIyKHBaHUS

Llenp TMCIUTIIINHEBI

dopmMHpOBaHKE y CTYJACHTOB 3HAHUS TEOPETHICCKUX U Me-
TOAWYECKHX OCHOB OpraHW3allUM CEKPEeTapcKoro 00-
CIY»KMBAHUS JUIS MPAKTHYECKOTO MCHONB30BaHUs B cdepe
npodecCHOHATHLHOMN e TeIbHOCTH.

38.,[[8.‘11/1 JUCHHUIIIIMHBI 3a-
KIIIOYarOTCA B:

— u3yyeHMH OQYHKUMH M JOJDKHOCTHBIX OOsI3aHHOCTEH
Pa3JINYHBIX KATETOPHUM CEKpEeTapel U PO UX ACSITENb-
HOCTHU B COBPEMEHHOM YIIPaBIECHYECKOM aIapare;

— OBJIQJICHUU TEOPETUYECKUMHM, NPAKTUUYECKUMU U METO-
JMYECKUMH BOIPOCAMHU O0ECIEUYEHUsI CEKPeTapcKOro
00CcITy)KMBaHUS;

— (GOpPMHpPOBAHUU HABBIKOB JOKYMEHTHOIO H
JJOKYMEHTHOT'0 00CITy>KHBAaHUS PYKOBOIUTEJIS.

oe3-

[Inanupyemsle pe3yibTa-
ThI OCBOCHUS

[1K-3; T1K-4.

OOmass  TPyJOEMKOCTh | B 3a4E€THBIX €AMHHIIAX — 6
MUCLUILIINHGBI COCTABIISIET | B aKaJeMUUECKHUX yacax — 216.
PazpaboTunku 3anekuna H.M., nekan @QakynpTeTa JOKYMEHTAJIbHBIX

KOMMYHHUKAIIU W Typu3Ma, KaHIUAAT TeJIarornyecKux
HayK, JOIICHT.




1. [IEPEYEHD IINIAHUPYEMBIX PE3YJLTATOB OBYUEHUS 11O JUCIHUILIIUHE,
COOTHECEHHBIX C INTAHUPYEMBIMMU PE3YJbTATAMU OCBOEHHUA
OBPA3OBATEJILHOM ITPOI'PAMMBI

B pe3ynbraTe 0cBoeHHSI OCHOBHOI MTPpOQecCHOHATTbHON 00pa30oBaTebHON MPOrpaMMBbI
(manee — OITOIT) oOyvaromuiicst JOMKEH OBIAIETh CIETYIOIUMHE Pe3yIbTaTaMi 00y4eHUs
0 IUCIUTUINHE:

Taomauna 1
IL1anupy- IlepevyeHb NJIaHUPYEMBIX Pe3yJIbTATOB 00yYeHHS
eMbIe (MHAUKATOPBHI JOCTUKEHUA KOMIIETEHIIUIT)
PE3y.IbTaThI Kon Dy1eMeHTBI M0 KOMIIeTEeHIUH Mo AUCHUILIHHE
OCBOCHH HHAUKATO | KOMIETeHUHH B LIeJIOM
oron
pa
[1K-3. T1IK-3.1. 3HaTh: o0IIMe MPUHIMIBI 1MO- | OOIIME MPUHIIMIIBI T10-
Crnocoben CTPOCHHSI  JIOKYMEHT- | CTPOCHMSI  JOKYMEHT-
OCYILLECTBIIAT HOM  CHCTEMBI, CH- | HOM CHCTEMBI, CH-
b CTEMBI YIpPaBIEHUS | CTEMBI yIpaBIeHUS
OpTraHU3aIo JIOKYMEHTaMH, OpTaHU- | JOKYMEHTaMH, Opra-
HHOE, 3a1uu CITyOBI | HU3aIIUU CITyKOBI
JIOKyMEHTAI! JIOKYyMEHTAIMOHHOTO JIOKyMEHTAIMOHHOTO
OHHOE u obecrieueHUs yrpasjie- | 0OCCIICUCHHsI yIIpaBIIe-
UHpOpMAIHO HUSL. HUsL.
HHOE IK-3.2. YmeTs: OCYIIECTBIATH  0a30- | OCYHIECTBIATh  0a3o-
oOecrieueHne BBIC TIPOIIECCHI OPTaHu- | BBIE TMPOIECCHl Opra-
JIeATETLHOCT 3aIlMIOHHOTO, JIOKyMEH- | HU3aI[MOHHOTO,
u TaIIHOHHOTO U | TOKyMEHTAIlMOHHOTO U
PYKOBOAMTEN UH(POPMALTMOHHOTO UH(POPMAITTOHHOTO
s oOecrieyeHUst JAesITeNb- | 00CCTICUCHUS JesATelb-
OpraHHU3aIiH HOCTH  PYKOBOJUTENS | HOCTH PYKOBOJMTEIS
OpraHu3aIvH. OpraHU3aINH.
[1K-3.3. Brnaners: HaBbIKaMU ~ MH(OpMa- | HaBbIKaMH  MH(OpMa-
IIUOHHO-JIOKYMEHTAIU- | ITMOHHO-TOKYMEHTAITH-
OHHOTO  O0OECIICYCHHSI | OHHOTO OOeCIeueHUs
JIeATETLHOCTH  amia- | IeATeIbHOCTH  ara-
parta yrpaBiieHusl opra- | para yIpaBIeHUS
HU3aIUH. OpTraHM3AIIHH.
[TK-4. [TK-4.1. 3HaTh: HOPMAaTHUBHO-TIPABOBYIO | HOPMATHUBHO-
Cnocoben 0azy MIPaBOBYIO 0a3y
OpraHu30BaTh JIOKYMEHTUPOBAHHUS JIOKyMEHTHUPOBAHHUS
u JIEATCILHOCTH JIeATCILHOCTH
OCYIIIECTBIISAT OpTraHH3AIHH. OpTraHM3AIIHH.
b T1K-4.2 Ymers: OCYIIECTBIIATH IIPOLIECC | OCYIIECTBIIATH
JIOKyMEHTHPO JIOKyMEHTHPOBaHUS mporiecc
BaHUE JESATEILHOCTH JIOKYMEHTHUPOBAHHUS
JIEATCIIBHOCTH OpraHu3aINH. JEATEILHOCTH
OpraHu3aIu OpraHu3aIH.
T1IK-4.3. Biagers: HaBBIKAMHU HaBBIKAMU
opraHu3au U | OpraHu3aluu u
aHajan3a aHajan3a
pe3yIbTaTUBHOCTH Pe3yIIbTaTUBHOCTH
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nporecca npotecca
JOKyMEHTHPOBaHHUS JOKyMEHTHPOBAHHUS
JeSITeIbHOCTH JeSITeIbHOCTH
OpraHH3alHH. OpraHU3alHH.

2. MECTO JUCHMILIUHBI B CTPYKTYPE OBPA30OBATEJILHOM ITPOI'PAMMBI

JucuuiuinHa BXOAMT B 4acTh, (OPMHPYEMYIO yYaCTHHKaMHU OOpa30BaTENbHBIX OT-

HOIIIEHUH y4eOHOTO MiIaHa.

JlucuuimHa JIOTMYECKHM M COAEPKATENbHO-METOAMYECKH B3aMMOCBSI3aHA C JIHAC-
LUIUIMHAMU: «JloKymMeHTOBeneHne», «PerakTupoBanrue JOKyMEHTOBY.
OcBoeHue TUCIUIUTMHBI OyJeT He00X0IMMO NIPU U3yYEHHH AUCUUIUINH: « ITUKA JIeJI0-
BBIX OTHOLIEHUI», «JIMINIOMAaTHYECKUN IPOTOKOJI M JITUKET», «/lenoBasg mnepenucka»,
MPOXOXKJICHUN y4eOHOW O03HAKOMHUTEIIBHOW MPAKTUKH, MPOU3BOJICTBEHHOM MPEIAUIIIIOMHON
IIPAKTUKH, IIOATOTOBKE K TOCYJaPCTBEHHON UTOIOBOM aTTECTALUH.

3. OBBEM JUCHUIJIUHBI B 3AYETHBIX EJJUHULIAX C YKAZAHUEM
KOJMYECTBA AKAJEMHUYECKHNX YACOB, BBIJIEJIEHHBIX HA KOHTAKTHYIO
PABOTY OBYYAIOIIMXCS C MPENOJIABATEJIEM (ITO BUJIAM YUEBHBIX
3AHSATHIN) U HA CAMOCTOSITEJIbHYIO PABOTY OBYYAIOHIUXCSA

O61ua;1 TPYAOCMKOCTE AJHUCHUIIIIMHBI B COOTBCTCTBHU C YTBECPKIACHHBIM y‘IC6HLIM

IUIAHOM COCTAaBJIACT 6 3a4CTHEIX SIUHMIIL, 216 4acoB.

Tabaunna 2
Bun yuyeOHo# padoThI Beero uacon
Ounas popma | 3aounas popma
OO0mmas TpyI0eMKOCTh AUCITUTLIMHBI IO yUSOHOMY TUTaHY 216 216
— KonTaktHas pabora (Bcero) 110,3 42
B TOM YHCIIE:
JIEKIINU 36 8
CEeMHHAapbI 14 2
NPaKTUYECKUE 3aHATUS 58 14
8 m. 4. 8 hopme nPaKmuuecKol NOO20MOBKU 4 -
KOHCYJIbTallUsl B paMKax MPOMEKyTOYHOH aTTecTa- 2 2
mn (KoncllA)
nHas KoHTakTHas padora (MKP) B pamkax mpomexy- 0,3 2
TOYHO aTTecTaluu
KOHCYJbTauu (KOHC.) 5% ot 10
KOHTPOJIb camocToATenbHOM paboTs! (KCP) JIEKIIMOHHBIX 4
qac.
— CamocrositenbHas paboTa o0y4Jaronmxcs (BCero) 79 167
6 M. 4. 8 hopme npaxmuueckol no020moeKu 4 —
— [IpomexxyTodnas aTTecTanusi 00ydJaronerocsi — K- 26,7 7
3aM€EH: KOHTPOJIb




4. CONEPKAHUE JUCIHHUAILIMHBI, CTPYKTYPUPOBAHHOE 110 TEMAM (PA3/IEJIAM)
C YKA3AHMEM OTBEJIEHHOI'O HA HUX KOJIMYECTBA AKAJEMHUYECKHNX YACOB M BUJIOB
YUYEBHBIX 3AHSATUI

4.1. CTpyKTypa npenojaaBaHus JUCHUNINHBI

Tabaunna 3
Ounas ¢opma o0yueHus
Buapl yueOHoii padoThl,
BKJIIOYAsl CAMOCTOSI- ®opma
TeJLHYI0 padoTy CTy- MPOMEKYTOYHOMH
HaunmeHoBaHue AEHTOB U TPY10EeMKOCTh aTTecTaluu

pa3aejoB, TEM

Oo6mast Tpyaoem-
KOCTH (Bcero 4ac.)

(B akajeM. 4ac.)

KonrTakTHas
padoTa

JIEK. | CEM. [IIPAKT.

c/p

(mo cemecTpam) B T.
4. ¢ KOHTAKTHOI
paboroii

Pa3nen 1. Cekperapb B CTPYKType A0KY

MEHTAIIMOHHOTI'0 00ecIedeHus YupaBJjeHus

Tema 1. DTansl cTaHOBIEHUS U pa3BU-
THSL ceKpeTapcKoil ciyx0b1 B Poccun
3a pyoeRkoM

22

4 2 6

10

Tema 2. [Ipodeccronanbubie TpeboBa-
HHS K Pa3IMYHbIM KaTErOPUsM CEKpe-
Tapen

19

Tema 3. 3Hanus, yMEHUS U JIMYHOCT-
HbIE€ Ka4ecTBa CEKpeTapsi

22

4 4 6

Paznes 2. Oprannzanusi 1eiTeIbHOCTH ceKpeTaps

Tema 4. HopmatuHo-Mmeronmueckue | 18 4 - 6 8 —
JOKYMEHTHI, periIaMeHTHpPYIOIue Jes-

TEJIBHOCTh CEeKpeTapsi

Tema 5. Opranuszanus padouero mecrta | 20 4 - 6 10 -
cekpeTaps

Tema 6. HopmupoBanue u Taim- | 18 4 - 6 8 -

MEHEKMEHT TPYAa CeKpeTaps

Pa3nen 3. ®yHKIUHU CeKPeTapsl 10 00eceYeHUI0 TeATeIbHOCTH PYKOBOIUTEISE

Tema 7. JlokymeHTanbHOEe obOecrede- | 22 4 4 6 8 —
HUE JIeATENIbHOCTH PYKOBOIUTEINS
Tema 8. HMudopmannonHas pesrens- | 20 4 - 6 10 -
HOCTb CEKpeTapst
Tema 9. besnokymentHoe oOcimyxuBa- | 26 4 4 10 8 —
HUE JIeATENIbHOCTH PYKOBOIUTEINS
29 - - - — | Ox3amen
SKsamer 3 cem KouTpons — 26,7 4ac.
) KonclIA — 2 yac.
MKP — 0,3 gac.
Hmozo 6 3cem. 216 36 14 58 79 29
Bcero nmo jucuuninHe 216 36 14 58 79 29
3aounas ¢popma 00yueHusn
Buanbi yueoHoii padoTsl, dopma
HaunmeHoBaHue BKJIIOYasi CAMOCTOSITEIbHYIO padoTy | NPOME:KYTOYHOM
pa3zienoB, TeM CTY/IEHTOB U TPYA0EMKOCTh aTTecTauMu
(B akajeM. 4ac.) (mo cemecTpam)
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KonrakTHas padora

! ~

Z%¢ Kxcp| P
S £ g JTeK. | ceM. |NPaKT.| KOHC.

e 23

S &

Pazpnen 1. Cekperapb B CTPYKTYpe JOKYMEHTALHOHHOT0 o0ecnieyeHHs1 yIpaBJIeHUsl
Tema 1. Ortansl craHoBIE- 20 - - 2 — — 18 -
HUSI W pa3BUTHUSA CEKpe-

Tapckoit ciyxOsl B Poc-

CHH U 32 pyOe:KoM

Tema 2. Ilpodeccronains- 22 2 - 2 — - 18 -
HbIe TpeOOBaHUSI K pas-

JIMYHBIM KaTETOpHsIM CeK-

petapeit

Tema 3. 3HaHuA, yMeHUs 24 2 - 2 — - 20 -
W JMYHOCTHBIE KadecTBa

cekpeTaps

Koncynpranuun 4 - - - 4 — — —
KoHnTpones camocTosiTens- 2 - - - - 2 - -
HOM pabOThI

Hmozo 60 2 cem. 72 4 - 6 4 2 | 56 -

Paznen 2. Opranus

allud 1eITCJILHOCTU CeKpeTaps

Tema 4. HopmaTtusHO- 20 2 - - — — 18 -

METOANYECKUE JOKYyMEH-

THI, pPETJIAMEHTHPYIOIINE

JIeSITEIbHOCTh CEKpeTapst

Tema 5. Opranuzanus 20 - 2 - — — 18 -

pabouero mecra cekpera-

ps

Tema 6. HopmupoBanue u 20 - - 2 - - 18 -

TallM-MEHEPKMEHT TpyIa

CeKpeTapsi

Pa3nen 3. ®yHKkuuM cexperaps o odecnedeHHIO eI TeJJbHOCTH PYKOBOAUTESA

Tema 7. JlokyMeHTaJIbHOE 24 2 - 2 — - 20 -

obecrnieueHue MAesITEIbHO-

CTH PYKOBOJAMTEIS

Tema 8. Undopmarmon- 21 - - 2 - - 19 -

Hasl IESTENbHOCTh CEKpe-

Taps

Tema 9. beznokymeHnTHOE 20 - - 2 - - 18 -

oOCITy>)KUBaHUE JEsATelb-

HOCTH PYKOBOJTUTEIS

Koncynpranmm 6 — — — 6 — — —

KonTpons camocTosTens- 2 - - - - 2 - -

HOM paboOThI

Ok3ameH 3 cem. 11 - - - - - - OK3aMeH
KonTtposns — 7 yac.
KoncIIA — 2 gac.
HKP — 2 gac.

Hmozo 6 3cem. 144 4 2 8 6 2 | 111 11

Bcero nmo gucuunjinHe 216 8 2 14 10 4 167 11
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Taoauna 4
4.1.1. Mampuuya KomnemeHnyui

HaumenoBanue pasgenos, TeM

IIK-3
11K-4

Pazpnen 1. Cexkperapb B CTPYKTYpe JOKYMEHTAIIHOHHOTO 00ecriedeHnsl ynpaBjaeHus

Tema 1. DTamel CTaHOBIICHHS W Pa3BUTHS CEKpeTapcKoil cimyx0el B Poccum u 3a

+ |+
pyOexoM
Tema 2. I[IpodeccronanbHbie TpeOOBaHUS K Pa3IMIHBIM KaTETOPHUSIM CEKpeTapei + | +
Tema 3. 3HaHUS, yMEHUS U THIHOCTHBIC KAU€CTBA CEKpeTapsi + | +

Paznen 2. Opranuzanus JessTeJIbHOCTH ceKpeTapsi

Tema 4. HopMaTHBHO-METOAMYECKHE JOKYMEHTHI, PETJIAMEHTUPYIOIIUE JesTElb- R
HOCTb CeKpeTaps
Tema 5. Opranuzamus pabodyero Mecrta cekpeTaps + | +
Tema 6. HopmupoBaHue U TaliM-MEHEKMEHT TPy Ia CEKpeTapst + | +

Paznen 3. @yHKIMH ceKpeTaps 10 odecneYeHUI0 AesITeIbHOCTH PYKOBOIMTEJIs
Tema 7. JlokyMeHTalIbHOE OOecrieueHHe AEATEIbHOCTH PYKOBOAUTENS

Tema 8. npopmanmonHast JeITeNbHOCTh CEKpeTaps

Tema 9. BQS,I[OKYMeHTHOC 06CJ'Iy>KI/IBaHI/I€ ACATCIIBHOCTU PYKOBOAUTEIIA

4|+ ]+
4|+ ]+

DK3aMeH 3 ceM.

4.2. ConepxaHue TMCUMILINHBI

Pa3nen 1. Cekperapb B CTPYKTYpe J0OKYMEHTALMOHHOI0 o0ecneyeHusi ynpaBjaeHust

Tema 1. Omanvl cmanoenienus u pazeumusi ceKpemapckou cayxcovl 6 Poccuu u 3a
pyoeaxcom. Tpukaznoe nenonpousBoAcTBO XVI — XVI BB., MOHATHE «ABSIK», 00S3aHHOCTH
«CIYKWIbIX» JtoJieil. Poib cekpeTaps B KOJIEKCKOM JieaonpousBoacTBe. O0sS3aHHOCTH TN -
HBIX CEKpeTaper — IOMOLIHUKOB pykoBoaureien B XIX — Hagana XX BB., KypChl IOATOTOBKU
CeKpeTapel-MallluHUCTOK U CeKpeTapei-CcTeHOrpauCcTOK, IMOSBICHHUE >XEHCKOro Tpyda B
cdepe ynpasinenus. PazButre cekpetapckux ciayx0 B coBeTckoe Bpems. Bo3pactanue 3Haue-
HUs cekperapckoro oocmyxuBanus B 1990-e rr. [IpodeccuonanbHasi moaroToBka cekpera-
peii-pedepentoB B Poccuu u 3a pyOesxxkom. JlesTensHOCT MeXIyHapOIHOM acCOIUAIK CeK-
perapei.

Tema 2. Ilpogeccuonanvuvie mpebosanus K pasiuyHbiM Kame2opusim cexpemapeu.
Kareropuu cexperapeil (cekperapb Ha TeneoHE, CEKpeTapb PYKOBOAUTEINS, TEXHUYECKUN
CeKpeTaph, CeKpeTapb CTPYKTYPHOIO MOApA3/IEIeHUs, CEeKpeTapb-pedepeHT, ceKpeTapb KO-
JIETUM, YYEHBIH CEeKpeTaph). 3aBUCUMOCTh (DYHKIIMOHAJIBHBIX OOS3aHHOCTEH OT JOJIKHOCT-
HOT'O cTaTyca CeKpeTaps, CpaBHUTEJIbHAs XapaKTepUCTHKa o0si3aHHOCTEN. TpyaoycTpoilcTBO
CeKpeTaps: MOPSI0K COCTABIICHUS U MCIIOJIb30BaHUs pe3toMe, 0TOOpOYHOe cobeceoBaHue U
MHTEPBbIOMpOBaHUE. PeKkoMeH1alluu 10 MOBEJCHUIO IPU YCTPOICTBE HA TOJKHOCTh CEKpeTa-

ps.

Tema 3. 3uanus, ymenus u 1uyHocmuvie kayecmea cekpemaps. OCHOBHbIE TpeOOBa-
HUS, IPEIbSIBISIEMbIE K 3HAHUSAM CEKpeTaps. Y MeHUs U MpodeccroHallbHbIE HaBBIKU CEKpeTa-
ps. JlenoBele kauecTBa cekpeTaps (MHUIMATUBHOCTb, OPraHU30BAHHOCTh, OTBETCTBEHHOCTb,
MyHKTYaJbHOCTh, MH(GOPMUPOBAHHOCTH). JIMuHbIE KauecTBa cekperapst (J10Opokenaresb-
HOCTb, CKPOMHOCTb, aKKypaTHOCTb, TPYJOJO0HE, OT3bIBUMBOCTh, YMEHHE aJalTHPOBATHCS,

11



HMOIMOHANIBHAS ypaBHOBEIIEHHOCTH). [IpodeccronanpHas 3Tuka cexperaps (BHEIIHUI BHI,
KyJIbTypa [OBEIeHUs, KyJIbTypa OOLEHHS).

Pa3zgea 2. Opranu3anus 1esiTeJIbHOCTH CeKpeTaps

Tema 4. Hopmamueno-memoouueckue OOKYMeHmMbl, peclameHmupyowue Oesmeilb-
Hocmb cekpemaps. [IpaBoBast ocHOBa cekperapckoi nesrenbHocT (Koncturyuus PO, I'pax-
naHckuit koaeke PD, Tpymosoe 3akoHogaTenbcTBo, Komekec PO 00 aqxMuHUCTpaTUBHBIX HAPY -
IICHHUSIX, OCHOBBI 3aKOHOJATEILCTBA 00 OXpaHe Tpylda, 3aKOHBI PD 00 opraHu3amusx c pas-
JUYHOU (opMOH COOCTBEHHOCTH). JIOKambHas periaMeHTaIus JOKHOCTHBIX 00sI3aHHOCTEH
cexkperaps (Ycras. [lonoxenue, CTpykTypa U IITaTHAasE YUCIEHHOCTh, IITATHOE pacHUCaHue,
[Tonoxenue o nepconane, KomiekTuBHbiil goroBop, [1omoxeHus 0 CTPYKTYPHBIX MOApPA3Ac-
neHusx, TpynoBoi 10ToBOp (KOHTPAKT), HOJDKHOCTHAs MHCTpyKuus). [Topsgok u ocobenHo-
CTH pa3pabOTKH JOJDKHOCTHBIX HHCTPYKIIUH CEKpeTapeil pa3IMuHbIX KaTeTOPHil.

Tema 5. Opeanusayus paboueco mecma cexkpemaps. IloHsTHs «paboyee MecTO»,
«opranuzanusi pabouero MecTa», «palHroHalbHasi opraHu3anus padounx mect». OCHOBHBIC
TpeOoBaHUs, MPEIbABISEMbIEC K PAllMOHAIBHOMN MJIAHUPOBKU pabodyero MecTa, XapaKTepHUCTH -
Ka Mebenn 1 000pyIOBaHUS, TEXHUUECKUX CPEJICTB, OPITEXHHUKH, KAHIEIAPCKUX MPUHAIIECHK-
HOCTEH, CrieluaibHas JIUTepaTypa, MPOAYKTHl U HAMUTKH, allTe4yKa, IPEeIMEeThl JINYHOH HE00-
XOAMMOCTHU. Y CJIOBHUS TPyJa: JOKYMEHTHI IO OXpaHe TpyJa U TEXHUKE 0E30IacHOCTH, OCBE-
IIEHHOCTh paboyero mMecra, IIyM, TeMIiepaTypa Bo3ayxa.

Tema 6. Hopmuposanue u maim-menedxncmenm mpyoa cekpemaps. HopmaTuBHBIE
MaTepuaibl MO TPYAy, HOPMBI BPEMEHH Ha BBIMIOJHEHUE MAIIMHOMUCHBIX, CTCHOTrpaduye-
CKUX, JIEJIONPOU3BOJICTBEHHBIX paboT. Pexxum Tpyna u otasixa. [IpaBuna opranuzanuu pado-
4ero JHS: MOCTETICHHOE BXOXKIEHUE B PabOTy; pUTMHUYHOCTh TPYJa; YepeJOBaHUE TPYJa H
OT/IbIXa; CMEHA BUJOB JEATEIbHOCTH; COIVIACOBAHHOCTh JEHUCTBUN CEKpeTapsi U pyKOBOAUTE-
JIs1; TUTaHUpOBaHUE PaboThl. MeToArKa TIaHUPOBaHUS JIMYHOW paboThl cekpeTaps. [Ipumep-
Hasi cxema pabouero aHs cexkpetaps. Opranuzanus pabodero AHA pyKOBOJIUTEINSI, COOTHOLIE-
Hue rpaduka paboThl CEKpeTaps U PyKOBOIUTEIS, aHAIN3 UTOTOB TNIAHUPOBAHUS.

Pasznen 3. (I)yHKIII/II/I CeKpeTapsd nmo o0ecnevYeHuIo ACATEJIbHOCTH PYKOBOAUTEJISAA

Tema 7. JJoxymenmanvroe obecneyenue dessmenbHocmu pykosooumens. [lpuem u o0-
paboTKa BXOAsIIeH KOPPECIOHICHIIUH, TIOJrOTOBKA BXOAAIIEH KOPPECTIOHASHIINH K JTOKIaLy
pykoBoautento. Cuctematusanus koppecnonaeHuu. [Topsaok NpoxoKaeHUsT UCXOIAIUX U
BHYTPEHHUX JIOKyMEHTOB B Ipoliecce WX MOAroTOBKHU. [lopsaok mpoxokaeHus BHYTPEHHUX
JIOKYMEHTOB B MPOIIECCE UX MOJTOTOBKHU. Peructpaius JOKyMEHTOB, KOHTPOJIb U CIIPaBOYHAS
pabora. dopMupoBaHHE A€l M CHUCTEMAaTH3alUs OTAENbHBIX KaTEropuil JOKYMEHTOB.
[TonroroBka fei K MOCJIEAYIOUIEMY XPAHEHUIO U UCIIOJIb30BAHUIO.

Tema 8. Ungopmayuonnas oesmenvnocms cexpemaps. OCOOEHHOCTH CITyKeOHOTO
Tee()OHHOTO Pa3roBOPa, OCHOBHBIC AJIEMEHTHI TeJIe()OHHOTO Pa3roBOpa, ITHKA TeJIeGOHHOTO
OO0IIeHUs], CEeKpeTapb-MHULMATOP TEIEPOHHOTO pa3roBOpa, 3BOHAT cekperapro. Ilcuxomnoru-
YecKre OCOOCHHOCTH Telle)OHHOTO pasroBopa. JJOKyMeHTHpOBaHUE TelePOHHBIX COOOIIe-
Hul, Tenedonorpamma. OpraHu3almOHHO-TEXHUIECKHE MEPONPHUSITHS TI0 TIOJTOTOBKE COBE-
manus. TeXHOJIorus poBeIeHHsI coBeIanmii. [Icuxomornueckue acrekThl MPOBEICHUS COBE-
mraamii. O0cmyxuBanue copemanuii. Pabora mo coopy mHpopManuu — ee meIeBoe Ha3Haye-
HUE, CIIOCOOBI MOTyYeHHUs, 00paOOTKU U XpaHCHHS.
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Tema 9. bBezookymenmuoe obcnyscusanue desmenvrocmu pykogooumeins. OcoOEHHO-
CTH MOATOTOBKH JIEJIOBBIX BCTPEY U MEPETOBOPOB, Kode-nay3swl, (hypiieTa, kokreimns. Obs3an-
HOCTH CEKpeTaps IO MOATOTOBKE KOMAHIUPOBOK PYKOBOJHUTEISI, COCTABICHHE TIPUKa3a O KO-
MaHAMPOBKE, oopmIIeHHEe KOMaHIAMPOBOYHOIO YJAOCTOBEPEHUS, COCTABJICHHE MPOTPAMMBI
KOMAaHIUPOBKH (ITOJTHASI, KpaTKasi), MaTepHasbl ¥ JTMYHBIC JOKYMEHTBI PYKOBOIHUTENSI, 0POpM-
JICHWE OT4YeTa KOMaHAUPOBKU. PaboTa cexperaps B OTCyTCTBUE pykoBoauTens. [IpaBuia mpu-
eMa U PErUCTpaIys MOCETUTENCH U3 JPyruX OpraHu3aIfil; KOMaHIMPOBAaHHBIX PaOOTHHUKOB;
JIeJIeTalfii; COTPYAHIUKOB OPTaHU3alUU M0 TEKYIIMM BOIIPOCaM; COTPYIHUKOB OpraHU3aI[uN
10 JIMYHBIM BOITPOCAM; IPaXJIaH 110 JIMYHBIM BOTIPOCAM.

5. IIEPEYEHDb YYEFHO-METOJUYECKOI'O OBECTIEYEHUS JJIA
CAMOCTOSTEJbHOMN PABOTHI OBYYAIOIUXCSH O JUCLHHUIIIMHE

5.1. O01mme noJ0KeHus

CamocrosTenbHas paboTa CTyI€HTOB — OCOOBII BU/JI IO3HABATENbHON AEATEIBHOCTH, B
nporecce KOTOPOr MPOUCXOAUT (POPMUPOBAHHE ONTUMAIBHOTO JUIsl JAHHOTO MHIIMBU/A CTHU-
71 TIOJTy4eHMsl, 0OpabOTKU U YCBOEGHHUs ydeOHOH MH(OpManuu Ha OCHOBE MHTErpalllu €ro
CyOBEKTUBHOTO OTIBITA C KYJIbTYPHBIMH 00pa3IaMu.

CamocrosTenbHas paboTa MOXKET ObITh ay TMTOPHOM U BHEAYAUTOPHOMU.

AyIuTOpHAas CaMOCTOATENbHAS padoTa OCYIIECTBISETCS HA JEKIHAX, IPAKTHUECKUX U
CEMHUHAPCKUX 3aHATHUSX, [IPU BBIIIOJHEHUN KOHTPOJIBHBIX paboT u ap. BHeaynutopHas camo-
cTosiTeNbHast paboTa MOXKET OCYIIECTBIIATHCS:

— B KOHTaKT€ C IpernojaBaTeieM: Ha KOHCYJIbTALUSAX MO y4eOHBIM BOIpOCAM, I10
MOJTOTOBKE KYPCOBBIX W BBIMYCKHBIX KBaJHU(HKAIMOHHBIX paboT, B XOA€ TBOPYECKHX
KOHTAKTOB, IPH JIMKBUJALMU 33J0JDKEHHOCTEH, TPY BHIOJIHEHUU UHAMBUAYAJIBHBIX 3aaHUN
T I;

— 0e3 KOHTaKTa ¢ MpernoAaBaTeseM: B ayJUTOPUH JI MHAMBUIYaJIbHBIX 3aHATUH, B
oubimoreke, 0Ma, B OOLICKUTHH U JIPYTHX MECTax MPHU BIMOJIHEHUH YYeOHBIX M TBOpUE-
CKHUX 3aJIaHHUM.

BueaynutopHass camocTosiTelbHas paboTa, MPEXJE BCEro, BKIOYAET MOBTOPEHUE
MaTepHala, U3y4eHHOIO B XO/I€ ayJUTOPHBIX 3aHATUH; paOOTy ¢ OCHOBHOM M JOMOJHUTEIb-
HOW JIUTEPaTypOHd M HMHTEPHET-UCTOYHUKAMHU; MOJATOTOBKY K CEMHUHAPCKHUM, MPAKTHUYECKUM
3aHATHSM; BBIIIOJIHEHHUE 3a/1aHUI, BBIHECEHHBIX IIPEN01aBaTeNIeM Ha CaMOCTOATENIbHOE U3yde-
HHE, HAYYHO-HCCIIEIOBATENBCKYIO M TBOPUYECKYIO Pa0OTy CTY/ICHTA.

Llenbro caMOCTOATENBHON PaOOThI CTYACHTOB SBIISAETCS:

- (¢opmHpOBaHKE MPUBEPKEHHOCTHU K OyayIeit npodeccun;

- cucTeMaTH3alus, 3aKpeIvieHne, yriayOJieHue U pacllipeHne MOIy4YEeHHbIX 3HaHUN
YMEHUM, HABBIKOB U (WJIM) ONIBITA JIEATEIbHOCTH;

- (dopMHpOBaHNE YMEHUI UCIIOIB30BaTh Pa3IMYHbIE BUJIbI U3JaHUN (0UIIMaNIbHBIE,
Hay4HbIE, CIIPaBOYHbIC, HH()OPMAIIMOHHBIE H JP.);

- pa3BUTHE MO3HABATEJIbHBIX CHOCOOHOCTEH M aKTUBHOCTH CTYJEHTOB (TBOPYECKOMH
WHHUIIMATUBBI, CAMOCTOSITEIILHOCTH, OTBETCTBEHHOCTH M OPTraHU30BAHHOCTH);

- (GopMHpOBAaHHE CAMOCTOSATEIILHOCTH MBILIUIEHHSI, CIIOCOOHOCTEN K CaMOPa3BUTHIO,
CaMOCOBEPILICHCTBOBAHHIO, CAMOPEATH3AIINH;

- pa3BHUTHE MCCIIEJOBATEIBCKOIO U TBOPUYECKOTO MBIIUICHUS.

CamocrosTenbHas paboTa sBISETCS OO0S3aTENBHOW S KaXKIOro CTyJIEHTa, M ee
00BEM 110 KaXKJI0W JUCLUIUIMHE ONpesenseTcss yueOHbIM IIaHOM. MeToiKa ee opraHu3aluu
3aBUCHUT OT CTPYKTYPBI, XapakTepa U 0COOCHHOCTEH M3y4aeMOi AUCIUILTUHBI, HHIUBUIYallb-
HBIX KaueCTB U YCJIOBUHN y4eOHOMU 1eATEIIbHOCTH.
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Jist 5pPexTUBHOM OpraHU3aluu CaMOCTOSTEIBLHON paboThI CTYI€HT OJDKEH:

3HaAMb:

— cuctemMy GOpM U METOI0B OOYUYCHHUS B BY3€;

— OCHOBBI HAyYHOM OpraHu3aluy Tpya;

— METOJIMKU CAMOCTOSITENIbHON pabOTHI;

— KPUTEPUU OLICHKHU KauecCTBa BBIMOIHAEMONW CaMOCTOSATEIbHOW PaOOTHI.

ymemu:

- IPOBOJUTH NOUCK B PA3JIMUHBIX IOMCKOBBIX CHCTEMAX;

- HCIOJIb30BaTh PA3JIMYHbIE BUJbI U3/IAHUM;

- IPUMEHATh METOJUKU CaMOCTOSATENIbHOW paboThl C Y4YeTOM OCOOEHHOCTEH
M3y4aeMON JUCUUILINHBL,

enaoemy:

— HaBbIKaMU [IJIJAHUPOBAHUS CAMOCTOSITEIILHON pabOThI;

— HaBBIKAMU COOTHECEHMs IIJIAHUPYEMBIX LIE€JeH U MOJYYEHHBIX Pe3yJibTaTOB B XOJI€
CaMOCTOSITENIbHON PabOTHI;

— HaBBIKAMM MPOEKTUPOBAHUS U MOJEIMPOBAHMS PAa3HBIX BUJJOB U KOMIIOHEHTOB MpO-
(heccuoHaIbHON ACSITETLHOCTH.

Mertonuka caMOCTOATENBHOM pabOThl NPEABAPUTEIBHO Pa3bACHSICTCA Ipenoja-
BaTeJIeM U B IMOCJEIYIOIIEM MOXET YTOUHATHCSA C YUYETOM WHAMBHUIYaJIbHBIX OCOOCHHOCTEH
CTYZEHTOB. Bpems u MecTo caMocTosTeNnbHOM paboThl BHIOUPAIOTCA CTYAEHTAaMH 110 CBOEMY
YCMOTPEHHIO, HO C YYETOM pPEKOMEHAALNN ITpernogaBaTes.

CamocrosTenbHy 0 paboTy Hajl JUCLUIUIMHON CleyeT HAYMHATh C U3y4YeHus paboueit
IIPOrpaMMbl JUCLUIUIMHBI, KOTOpasi COJAEPKUT OCHOBHBIE TPEOOBAHUS K 3HAHUSAM, YMEHUSIM U
HaBblkaM oOyuaeMmbIX. OOs3aTenbHO ClelyeT IOMHHTh PEKOMEHJALMM IIperojaBaTels,
JJaHHBIE B XOJI€ YCTAaHOBOYHOI'O 3aHSTHS, a 3aTEM — IPUCTYNATh K M3YUEHUIO OTIEIbHBIX
pas3zesoB U TeM B MOPSJIKE, IPETyCMOTPEHHOM pabodel IporpaMMoM JUCHUIUIMHBL.

5.2. Y4eOHO-MeTOAUYECKOE 0O0ecTedeHHe CaMOCTOATEIbHOH padoThI

Tabauua 5
5.2.1. Cooeprncanue camocmoamenvhoii pabomaol
HaumenoBaHue Coaepxanne ®opma
pa3aeJioB, TEMbI CaMOCTOSATeIbHOM padoThI KOHTPOJIsI

Pa3nen 1. Cekperapb B CTPYKType IOKYMEHTAMOHHOTO 00ecreYeHusl ynpaBJIeHHs

Tema 1. Dramel cranoBierus u | Mzydenue omgHoro u3 mpoOneM- | M3noxeHune pe3yiabTaToB B

Pa3BUTHS CEKPETApCKOM CIIyK- | HBIX aCIIEKTOB TEMBI Buze pedepara

061 B Poccuu 1 3a pyOeskoM

Tema 2. IlIpodeccuonanbueie | M3yyenne teopernueckux wuc- | M3noxenue pe3yNIbTaToB
TpeOOBaHMsT K  Pa3IMYHBIM | TOYHHUKOB 110 TEME paloThl B IMCbMEHHOM BUIE
KaTeropusM cekperapei

Tema 3. 3nanus, ymenus u nud- | [lonroroBka pestome cekpetaps | MznoxeHue pe3yabTaToB
HOCTHBIE KayecTBa CeKpeTaps IUIA TPYAOYCTPONCTBA paboThI B TMCEMEHHOM BHUJIE

Pa3)1e.11 2. Oprannsaunﬂ AEATECJIBbHOCTH CEKpeTaps

Tema 4. HopmartusHo-meronu- | 3yueHne 3akoHOAaTeNbCTBa | M3noxkenue pe3yJIbTaTOB
YeCKHe JOKYMEHTBI, perjlameH- | PdD B oOyiacTu CEKPETapCKOro pa6OTBI B MIMCBMCHHOM BUIEC
THPYIOUIUE NEATENBHOCTE  CeK- | 0GCiTyKHBAHMS

petaps
Tema 5. Opranmzanust pabouero | Pazpabotka cxember pabouero | MznoxeHue PEe3ynbTaTOB
MecTa CeKpeTapst MecTa ceKpeTaps paldoThl B IMCbMEHHOM BUJIE
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Tema 6. HopmupoBanue u Taiim-
MEHEDKMEHT TpyJia ceKpeTraps

[InanupoBanue pabovero mHS
ceKkpeTapsi

3amucu B TaOIMYHON (opme

Paznen 3. DyHKuUM cek

eTaps 1o ooecrnevyeHuIo aesiTeNlb

HOCTH PYKOBOJAUTEJIS

Tema 7. JlokymeHTanpHOE 0bOec-
IMEYCHUC [JOCATCIIBHOCTU PYKO-
BOJIUTEINS

JlokxyMeHTHUpOBaHUE  COBelIa-
HuUH, coOpaHuii

Nznoxenue pe3yJbTaToB
pa6OTI)I B IMICBMCHHOM BHJIC

Tema 8. Undopmarmonnas nes-
TEeTHLHOCTH CeKpeTapst

[ToAroroBKa HHIMKATHBHOTO
pedepara

Hznoxenue PE3yJIbTaTOB
pa6on,1 B IMCBMEHHOM BHJIC

Tema 9. Be3gokymeHTHOE 00-
CITy’)KUBaHHUE JCATCIBHOCTH pY-
KOBOJIUTEJIS

Odopmnenue KypHaa
perucTpanyu npueMa Ioce-
TUTEJIEH

N3noxenue pe3yabTaToB
paboThI B TMCEMEHHOM BHUJIE

5.2.2. Memoouueckue yKkazanusa no 6bINOJIHEHUI0 CAMOCHOAMENbHOU PAdombl

CamocrosTenbHas padora Ne 1
Tema «ITanbl CTAHOBJIEHHUA M PA3BUTHS CEKPETAPCKOM CIyKObI

B Poccum u 3a pyoe:xom»

Llenv pabomvi: NOAPOOHO U3YUUTh OAMH M3 IPEAJIOKECHHBIX NPOOJIEMHBIX ACIIEKTOB

TCMBEI.

3aoanue u memoouxka 8bINOAHEHUS.:

Onupasich Ha TEOPETHUECKUE UCTOUHUKHU T10 Kypcy (CM. paszzen 7) u MaTepHalibl CETH
WuTepHer, u3yuuTh (10 BBIOOpPY CTyAEHTA) MPOOJEMHBIA aclekT Tembl (cM. M. 6.3.2), mpen-
CTaBUTb pe3yJbTaThl U3y4YeHUs B BUJAE pedepaTa. MeTOAMKY MOATOTOBKH 33JaHUS CM. B II.

6.3.2.

CamocrosTenpHas padorta Ne 2
Tema «IIpodeccnonanbHbie TpeGOBAHUS K PA3JINYHBIM

KATErOpHsIM CeKpeTapeii»

Leno DCI6OI’I’Ibl.' MMOJY4YHUTh MPCACTABJICHUA O CTCIICHU p33pa60TaHHOCTI/I TCMBI B JIM-

Teparype.

3aoanue u mMemoouxka 8bINOAHEHUSL.:

1. BeisiBUTH TUTEpaTYpy B KOTOPOI pacKpHIBAIOTCS KATETOPHH CEKpeTapei, mpodeccuo-
HaJIbHbIE TPEOOBAHMS K Pa3IYHBIM KaTeropUsM CeKpeTapei.
2. Bce BBIsSIBIICHHBIE HCTOYHUKH KIIACCU(DUITUPOBATH MO BUAM:

- MOHOrpaduH U Hay4HbIE TPY/bI;

- y4eOHHKH U yuyeOHbIe TOCOOuS;

- CcTaTbM U MaTepuaibl B COOPHHUKAX.
- HAy4YHO-IIOINYJISIPHBIE W3JaHUs, IpeJHAa3HAYCHHbIE MIMPOKOMY Kpyry 4HUTareneil u
YUEHBIM — CIELIMAINCTaM B CMEXHBIX 00JIaCTSIX 3HAHUM.

CamocrosTenpHas padora Ne 3

Tema «3HaHI/IH, YMEHUA U THYHOCTHBIC KAY€CTBAa CEKPETApPS»

Lenw DCZ6OI’I1bl.' BI)Ipa6OTaTI> HaBBIKH TOATOTOBKHU PE3IOMCE.

3aoanue u mMemoouxka 8bINOAHEHUSL.:

1. CoctaBuTh pe3toMe sl TPYA0YCTPOUCTBA Ha padoTy.
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2. CocTaBUTh OTBETHI Ha BOIIPOCHI COOECEIOBAHUS /IJIsl y4acTus B KOHKYypCE Ha 3amMe-
IIeHHE BAKAHTHOM JT0OJKHOCTH.

CamocrosTenbHas padora Ne 4
Tema «HopMaTHBHO-MeTOAMYECKHUE JOKYMEHTBI, periJiaMeHTHPYIoIIue
AeATeJIbHOCTH CeKpeTaps»

Llenv pabomul: U3y4uTh 3aKOHOATENILCTBO PD B 0051aCTH CEKPETapCKOro 00CITyK1Ba-
HUSL.

3aoanue u mMemoouxka 8bINOAHEHUSL.:

1. CocTaBuTh TiepeueHh HOPMATHUBHO-IIPABOBBIX M METOAMYECKHUX AKTOB B OOJACTH
CEKpEeTapCcKoro oOcmykuBaHusA, nehcTByromux B Poccuiickoit deneparuu. Mcmonp3oBaTh
JUISL COCTABJICHMSI TIEPEYHsI CIIpaBOYHbIE MTpaBoBblie cucTembl ["apant, Koncynbsrantllntoc.

2. Ha ocHOBe HOPMAaTHBHO-METOAMYECKUX aKTOB COCTaBUTh MEPEUEHb JIOKAIbHBIX aK-
TOB OpraHU3alNH, PETVIAMEHTHUPYIOIIUX JESITEIIbHOCTh CEKpeTapsi.

CamocrosrenbHas padorta Ne 5
Tema «Opranusanusi pabo4ero MecTa ceKpeTraps»

Llenv pabomsi: copMUpPOBATH HABBIKM OpPraHu3allid pabo4yero Mecra cekperapei c
y4eToM TpeOOBaHMI, HAYYHOH OpraHU3aluy TPy/a K ero INIAHUPOBKE U 00CITy)KUBaHUIO.

3aoanue u mMemoouxka 8bINOAHEHUSL.:

1. PaspaboTka IpOEKTa NPHEMHOM PyKOBOAWTENS IUIOIAABI0 8 M’ C y4ETOM
APrOHOMUYECKHX M THTUCHUYCCKHX TPEOOBAHH.

2. Opranuzanusi paboyero CTOla CEeKpeTaps, COOTBETCTBYIOIEIO PrOHOMHYECKHM
TPeOOBaHUAM: IOCATAEMOCTH, 0003PUMOCTH, U30JIUPOBAHHOCTH.

CamocrositenbHas padora Ne 6
Tema «HopMupoBaHue U TaiiM-MeHe:KMEHT TPY/a CeKpeTaps»

Llenb pabomul: 3aKpeNUTh 3HAHUS O IUNITAHUPOBAHUU pabOUero AHS CEKpeTaps.

3aoanue u mMemoouxka 8bINOAHEHUSL.:

1. PaccmoTpenue BHIOB padOT, BBHIMOIHIEMBIX CEKpEeTapeM B TEYCHHE BOCHMHUYA-
coBoro padouero JHsl.

2. Pacnpenenenue BUJIOB PaOOT, BBINOJHAEMBIX CEKpETapeM HX M0 Cleayrolen
cxeMe: ImepBas MOJIOBUHA pabodero AHs; BTOpas MOJOBHHA pabodero AHs; KOHEI paboudero
JTHSL.

3. OdopmieHue pe3yabTaToB B TAOIHIIE.

CamocrostenbHas padorta Ne 7
Tema «/lokyMeHTaIbHOE 00ecTIedeHNe 1eATeJTbHOCTH PYKOBOIUTES»

3aoanue svinonnsemcesn 6 popme npaxmuueckoii ROO2OMOGKU

Ha npumepe oekanama axyiomema 0OKyMeHMaa1bHoIX KommyHukayuit u mypuszma @I -
bOY BO «Yenabunckuii 2ocyoapcmeeHHblil UHCHUNYHL KYJIbIYPbL)
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[[env_pabomwl: 0TpabOTATh MPUEMBl JOKYMEHTAIBHOTO OOECIICUCHHUs COBEINAHUN U
3aceIaHui.

3adanue u Mmemoouxka 8blNOJAHEHUs

1. CocraBieHue 1 0pOpMIICHHE IPUTIIAIIICHUH HA COBEIIAHUE [T COTPYIHHKOB.
2. CocraBienue 1 opopMIICHHE TIOBECTKH JTHSI COBEIIIAHUSI.

3. OdopmiieHHE PEruCTPAMOHHOTO JHCTA YYACTHUKOB COBEIAHMS.

4. CocraBienue 1 opopmIIeHHE TIPOTOKOJIA COBEIIAHMS.

5. CocraBiieHue u 0pOpMIICHHE IPOTOKOJIA 3aCCIaHMs.

6. CocraBienue 1 0pOpMIICHHE BBIMUCKU U3 IIPOTOKOJIA COBEILAHHUS.

CamocrosTenpHas padora Ne 8
Tema «HpopMaunoHHAasi 1eATEIbHOCTh CEKPeTapsi»

Llenv pabomul: oBIaETh criocobamMu 00paboTKN MHPOPMAIIUH, HAYYHTHCS COCTABIIATh
WH/IMKaTHBHBII pedepar.

3adanue u Mmemoouxa 8blNOJAHEHUS

1. I3y4enue npaBuil cocTaBIeHHUs U 0(OPMIICHUS HHANKATHBHOTO pedepata.

2. CocraBneHue MHIMKATUBHOTO pedepara 1o IUlaHy: Ha3BaHUE pedepara; CIUCOK
cTaTell ¢ yKa3aHHEM aBTOPOB U CBEICHMS 00 M3JaHMU; IIeJbh 0030pa (03HAKOMIICHHE C KOH-
KPETHOM TeMoil); mpoOieMaTHKa, KOHKPETHbIE IUQPHI, NMPUMEPHI, (HaKThl, KOTOPHIE PYKO-
BOJIUTENb MOXKET MCIOJIb30BaTh NPAKTHYECKH; BBIBOJIBI aBTOPOB CTATEH.

CamocrosTenpHas padora Ne 9
Tema «be310kyMeHTHOE 00C/IYKMBAHHE eSITeILHOCTH PYKOBOIUTEJIS

geﬂb Qa60m171.' 3aKpPCIHUTh 3HAHUC MCTOJUKHU IIpUCMa IMOCETHUTEIICH.

3aoanue u mMemoouxka 8bINOAHEHUSL.:

1. V3yueHue npaBui OpraHu3alvy IpUeMa NOCETUTENEH.

2. BbISIBUTH 0COOEHHOCTU PabOTHI CeKpeTapsi ¢ COTPYIHUKAMU YUPEKICHHS U TOce-
TUTEJISIMA HA OCHOBE JINYHBIX KOHTAKTOB.

2. OdopmieHue KypHaja perucTpaiiy IprueMa MmoceTUTeNeH.

5.2.3. llepeuens neuamuulx u In1eKmMpPOHHBIX 00PA306AMENbHBIX U UHPOPMAYUOH-
HbIX
pecypcos HeodxXo0umulx 0151 CAMOCHOAMETbHOU padomaul

Cwum. Paznen 7. [lepeuenb nevyaTHbIX U AMEKTPOHHBIX 00Pa30BaTEIbHBIX U HHPOPMAIH -
OHHBIX PECYPCOB HEOOXOUMBIX JIJISi OCBOCHUS TUCIIUTUTHHEIL.

http://fgosvo.ru/ — Tlopran @enepalbHbIX TOCYAAPCTBEHHBIX O0OpPa30BATEIBHBIX
CTaH/IapPTOB BBICIIEr0 0Opa30BaHMSI.

http://gramota.ru/ — CnpaBouHo-uH(pOpMaMOHHBIN MopTan ['pamora.py — pycckuit
SI3BIK IS BCEX .

https://grants.culture.ru/ — Kynesrypa. I'pantel Poccun. O6mepoccuiickast 6a3a KOH-
KypCOB M I'PAaHTOB B 00JIACTH KYJIbTYPBI U HCKYCCTBA.
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https://mpe3uaenTckuerpanTel.pd — QOoHT TPE3UACHTCKUX TPAHTOB.
https://openedu.ru — OTKpbITOE OOpa3OBaHME.
https://rsv.ru — Poccust — cTpana BO3MOXKHOCTEH.

6. ®OHT OIEHOYHBIX CPEJCTB JJIsI IPOBEJEHHS TEKYIIETO KOHTPOJISI
YCHEBAEMOCTH M IIPOMEKYTOYHOM ATTECTAIIMHA OBYYAIOIIMXCS MO JUCIHUATIINHE

6.1. [lepeyeHb KOMIETEHIIMI ¢ YKa3aHHeM 3TanoB ux GopMupoOBaHUs B Mpolecce
0CBOEHUS1 00pPa30BaTeJIbHON MPOrpaMMbl

Taoauuma 6

IHacnopT ¢poHaa OLEHOUYHBIX CPEACTB AJIA TeKyleil GopMbl KOHTPOJIS

HaumeHnosa- ILlnanupyembie Koawbt HaunMmeHoBanue
HHe pe3yJbTaThl OCBOCHHUSI | WHIMKATOPO OLIEHOYHOT'0 CpecTBA
pasnenos, OI1oI11 B
TeMbl AOCTHKEHUS
KOMIIeTeHIH
i
Pa3pen 1. «Cexkperapb B CTPYKType JOKYMEHTALMOHHOI0 o0ecneyeHusi ypaBJieHus»
Tema 1. Dtans | [TK-3. Crnocoben | ITK-3.1. — Cemunap Ne 1. Tema «3tambl
CTaHOBJICHHS U | OCYIIECTBISTh CTaHOBIICHUSI u pa3BUTHUS
pasBUTHS  CEK- | OPTaHU3AIlMOHHOE, [IK-3.2. CEKpETapCKOi Ciy)0bl B Poccuu 1
peTapckoit JOKYMEHTAallUOHHOE U 3a pyOexxom»
ciryx0bl B Poc- | uadpopmanmonnoe [IK-3.3. — Ilpaktnueckoe 3ansathe Ne 1.
(97171 u 3a | obecrmieycHME Tema «3ITambl CTAHOBICHUS U pa3-
pyOexom JeSITETbHOCTH BUTHSI CEKPETapCKOW CIyXObl B
PYKOBOAMTENS Poccun u 3a pyoesxom»
OpraHu3alyu — CamocrosrenpHas pabora Ne 1.
[1K-4. Crmocoben | T1K-4.1. Tema «ITarbl CTAHOBICHUS U pa3-
OpraHU30BaTh u BUTHSI CEKPETapCKOW CIyxObl B
OCYILIECTBIIATh [1K-4.2 Poccun 1 3a pyGesxom»
JTOKYMEHTHUPOBaHNE
aeslzenbﬂoc?m [K-4.3.
OpraHu3alyu
Tema 2. Ilpo- Te orce Te ace — IlpakTnueckoe 3ansTHe Ne 2.
(heccroHaTb- Tema «IIpodeccrnonansHbIE
Hple TpeboBa- TpeOOBaHMsI K Pa3InYHBIM KaTero-
HUSL K pa3iny- pHsIM cekpeTapei
HBIM KaTeropu- — CamocrosrensHas pabora Ne 2.
sIM CeKpeTapeit Tema «[IpodeccrnonanbHbie
TpeOOBaHMsI K Pa3InYHBIM KaTero-
pHSIM ceKpeTapei»
Tema 3. 3Ha- Te oice Te oice — Cemunap Ne 2. Tema «3HaHuA,
HUSI, YMEHUS | YMEHHSI U JMYHOCTHBIE KadecTBa
JIMYHOCTHBIE ceKpeTapsi»
KauecTBa  CeK- — Ilpaktuueckoe 3ansitue Ne 3.
peraps Tema «3Hanug, ymMeHHS W JWY-
HOCTHBIE KaueCTBa CEKpeTaps»
— CamocrosrenbHas padora Ne 3.
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Tema «3HaHug, ymMeHHs U JIHY-
HOCTHBIE KaueCTBa CEKpeTapsd)

Pa3nen 2. Oprannsanusi AesiTeIbHOCTH ceKpeTaps

Tema 4. Hopma- Te orce Te orce — Ilpaktnueckoe 3anstHe Ne 4.
TUBHO-METOIH- Tema «HopmatuBHO-MeTOOMYE-
YecKHe CKUE JIOKYMEHTBHI, PErilaMeHTHpPY-
JIOKYMEHTHI, IOIIHE JIEITETHHOCTh CEKpeTapsH»
peraMeHTupy- — CamocrosiTensHas padota Ne 4.
IOIINE JAesATeNb- Tema  «HopmaruBHO-MeTOOMYE-
HOCTh CEKpeTa- CKHE JOKYMEHTBHI, PerIaMeHTHpY-
pa IOIIUE IESTENbHOCTh CEKpeTaps»
Tema 5. Opra- Te orce Te orce — Ilpaktuueckoe 3ansTue Ne 5.
HU3anus pado- Tema «Opranuzanus paboyero
Yero MecTa Cek- MecCTa CeKpeTapsi»
peraps — CamocrosrenbHas padora Ne 5.
Tema «Opranuzanuss paboyero
MeCTa CeKpeTapsi»
Tema 6. Te orce Te orce — Ilpaktuueckoe 3ansitue Ne 6.
HopMmuposanue Tema «HopmupoBanue u Taiim-
51 Talim- MEHEDKMEHT TPyAa CEKpeTapsi»
MEHEHKMEHT — CamocTosiTenbHas padota Ne 6.

TpyZ#a cekpera-
ps

Tema «HopMmupoBanue u Taiim-
MEHEDKMEHT TpyJia CeKpeTaps»

Pazpen 3. ®yHkuum cekperaps o o6ecne4eHNI0 e TeIbHOCTH PYKOBOAUTEJISI

Tema 7. Te orce Te orce — Cemunap Ne 3. Tema

JloxymeHnTans- «/loxymenTanpHoe obecrieueHre

HOe obecneue- JIeSITENIEHOCTH PYKOBOTUTEIS

HUE JEATEIBHO- — Ilpaktnueckoe 3ansaTHe Ne 7.

CTU PYKOBOJU- Tema «JlokymeHTanpHOE obOecte-

Tes YeHHE JEATEIbHOCTH PYKOBOJIUTE-
JISD
— CamocrosrenpHas pabora Ne 7.
Tema «JlokymeHTansHOe oOecte-
YeHHE AEATEIbHOCTH PyKOBOJIUTE-
TS

Tema 8. Te orce Te orce — Ilpaktuueckoe 3ansaTue Ne 8.

Wupopmaimon- Tema «udpopmanmonHas nes-

Has  JiesTelb- TEIBHOCTH CEKpEeTaps»

HOCTb CEKpeTa- — CamocrosrenpHas pabora Ne 8.

ps Tema «udpopmanmonHas nes-
TEIBHOCTH CEKpeTaps»

Tema 9. bes- Te oce Te ace — CemuHap Ne 4. Tema

JIOKYMEHTHOE «be3noxkymenTHOEe 0OCITy)XKHBaHNE

o0CITy>)KUBaHUE JIeAITENIbHOCTH PYKOBOTUTEIS

JIEATEIIBHOCTH — Ilpaktnueckoe 3ansatHe Ne 9.

PYKOBOJIUTENS Tema  «besmoxkymentHoe  00-

CITyKMBaHHUE JESITEITFHOCTH PYKO-
BOAUTEIS»
— CamocrosrenpHas pabora Ne 9.
Tema  «be3gokymentHoe  00-
CITy’KMBaHHUE JESTEIbHOCTH PYKO-
BOJAMTEISD
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Taoauua 7

IHacnopT ¢poHaa OLIEHOYHBIX CPEACTB JJISl IPOMEKYTOUYHOM aTTecTAlul

HaumenoBa- IInanupyembie Konsl HaunmeHoBanue
HHe pe3yJbTaThl OCBOEHUS] | HHIMKATOPOB OLIEHOYHOT0 cpecTBa
pasneiios, ornon JOCTHKEHU ST
TeMbI KOMIIeTeHIIU

Paznen 1. «Cexperapb B CTPYKType T0KYMEHTAIMOHHOTO o00ecrevYeHust YIpaBJieHUusD)

Tema 1. Dtamsr | I1K-3. Cnocoben | T1K-3.1. — Bonpocer k sx3ameny (3
CTAHOBJICHUS U | OCYIIECTBIISTh I1K-3.2. ceMecTp): TEOPETUYECKUE
pa3BUTHS  CEK- | OPraHU3aLMOHHOE, IIK-3.3. Bonpocs! Ne 1-2;
peTapcKoi JOKYMEHTAIlHOHHOE U — IIpakTuko-opreHTHPOBaHHOE
ciyx0s1 B Poc- | mHpOpMaImonHoe 3amanue Ne 1
cum W 3a | obecrieueHue
pyOexxom JeSTeTbHOCTH

PYKOBOIMTEIS

OpraHu3alnuu

[K-4. Cnocoben | T1K-4.1.

OpraHu30BaTh u | [IK-4.2

OCYHIECTBJIIATH I[IK-4.3.

JIOKYMEHTHUPOBAHUE

JeATeTbHOCTH

OpraHu3aIyn
Tema 2. Ilpo- Te oice Te oice — Bompocer k »x3ameny (3
(eccruonanb- ceMecTp): TEOPETUUECKHUE
HBIe TpeboBa- Bonpocs! Ne 3-6;
HUS K pasiud- — IIpakTuKo-opHeHTHPOBAaHHOE
HBIM KaTeTOpH- 3amanue No 2
SIM_CceKpeTapeit
Tema 3. 3Ha- Te orce Te orce — Bonpocer k sk3ameny (3
HUS, YMEHUS U ceMecTp): TEOPETHUCCKHE
JUYHOCTHBIE Borpockl Ne 7-10;
KayecTBa CeK- — IIpakTuKo-OpHEeHTHPOBaHHOE
peraps 3aganue Ne 3

Pa3nen 2. Opranuzanus AesiTeIbHOCTH ceKpeTaps

Tewma 4. Hopma- Te oice Te oice — Bompocer k »x3ameny (3

TUBHO-METOTH- ceMecTp): TEOPETUUECKHUE

YECKHE Bonpocsk! Ne 11-12;

JIOKYMEHTHI, — IIpakTuKo-opHeHTHPOBAaHHOE

peryIaMeHTHupy- 3amanue Ne 4

IOIINE JAesATeNb-

HOCTh CeKpeTa-

pst

Tema 5. Opra- Te orce Te oice — Bompocer  sx3ameny (3

HU3anus pabo- ceMecTp): TEOPETUUECKHUE

Yero Mecra CeK- Borpockl Ne 13-15;

peraps — I[pakTuko-OpHEHTHPOBAHHOE
3aganue Ne 5

Tema 6. Te orce Te orce — Bompocer k 3x3ameny (3

Hopwmuposanue ceMecTp): TEOPETHIECKUE

u TanM- Bompockl Ne 16-18;

MEHEKMCHT — IIpakTuKo-OpHEHTHUPOBAHHOE

3ananue Ne 6
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TpyJaa Ccekpera-
pst

Pa3nen 3. ®yHKknum cexperaps 1o odecne4eHHIO e TeJbHOCTH PYKOBOAUTEIS
Tema 7. Te orce Te oice — Bompocer & »x3ameny (3
JokymeHTanb- ceMecTp): TEOPETUUECKUE
HOoe obecmnede- Bonpocs! Ne 19-22;
HHE JIeATEIbHO- — IIpakTuKo-OpHUEHTUPOBAHHOE
CTH PYKOBOJHU- 3aganue Ne 7
Tes
Tema 8. Te oice Te orce — Bonpocer k sx3ameny (3
Wudopmarmon- ceMecTp): TEOPETHUECKUE
Hasg  JesATelb- Bompockl Ne 23-25;
HOCTh CEeKpeTa- — IIpakTuKo-OpHEeHTHPOBaHHOE
ps 3amanne Ne 8
Tema 9. bes- Te orce Te oice — Bompocer k »k3ameny (3
JIOKYMEHTHOE ceMecTp): TEOPETUUECKUE
o0ciTyXrBaHHe Borpockl Ne 26-30;
JeSITETEHOCTH — IIpakTuKo-OpHEeHTHPOBAHHOE
PYKOBOIMTENS 3aganue Ne 9

6.2. Onucanne nokasaresjied 1 KpUTEPUEB OLICHMBAHUS KOMIIETCHIIHI HA Pa3JINYHBIX
Tanax ux (popMUpPOBaHUS, ONIUCAHME IIKAJ OLlEHUBAHUSA

6.2.1. Iloxazamenu u Kpumepuu ouernueanui Komnemelmuﬁ HaA pas3jindHovlX ymanax

ux popmuposanusn

Taoauma 8

Iloka3aTes i M KPpUTEPUH OLIEHUBAHUSA KOMIIETEHNH

ILnanupyembie
pe3yJbTaThl
OCBOCHMS
onolIl

IToka3aTenn
chopmupoBanHoOCTH
KOMIIeTeHIIM i

Kpurtepun oueHuBanus

IIK-3

— TOHWUMAaeT NPUHIMILI HHPOPMALH-
OHHO-aHAITUTUYECKON JEATCIBHOCTH U
UX TPUMEHEHHs B TPOQeCcCHOHATBHOM
JIeSTeITbHOCTH;

— TpUMEHsET TpaBwia HHPOPMALH-
OHHO-JIOKYMEHTallMOHHOTO  obecreye-
HHSI ICATEIBHOCTH PYKOBOAUTEIIS;

— croco0eH UCIIONB30BaTh 3HAHUS, YMe-
HHS, BIAQJICHUS B IPO(ECCHOHAIBHOM
JIeATEIbHOCTH.

OOyuaromuiicss o0jamaeT HeobXo-
JIUMOM CHCTEMOM 3HAHUH, JOCTHT
OCO3HAaHHOTO BJAJIEHUS YMEHHUIMH,
HaBBIKaMH U criocobamu mipodeccro-
HaJIbHOW JESATENbHOCTH. JleMoHCTpH-
PYeT CIIOCOOHOCTh aHaIM3UPOBATh,
MIPOBOJINTH CPaBHEHUE W OOOCHOBA-
HUE BHIOOpA METOJIOB PEIICHUS 3a]a-
HUIl B MPaKTUKO-OPUEHTHPOBAHHBIX
CUTYaIHsIX.

I1IK-4

— MOHMMAaeT OCHOBHBbIC TPEOOBAHUS K
OpraHu3aluu JOKYMEHTHOT'O 00-
CITy)KMBaHHSI PyKOBOIUTEIIS;

— NpPUMEHSET TpaBWia TMOArOTOBKH M
oopmIIeHUS pa3IUUHBIX BUIOB OPTraHH-
3aI[MOHHO-PACIIOPSIUTENIBHBIX U CIIpa-
BOYHO-MH(OPMAIIMOHHBIX JOKYMEHTOB;
— CIIOCOOEH MCTOIB30BaTh 3HAHUS, yMe-
HHS, BIAQJICHUS B IPO(ECCHOHAIBHOM
JICATEIbHOCTH.

OOyuatomuiicss o0mamaeT HEOO0XO0-
JUMOM CHCTEMOM 3HaHHWM, JTOCTHT
OCO3HAHHOI'O BIIAJICHUS YMEHUIMH,
HaBBIKAMH U CTIoco0amu mpodeccro-
HaJIbHOW JESITENbHOCTHU. JleMOHCTpH-
pPYeT CIIOCOOHOCTh aHaIM3UPOBATH,
MMPOBOJINTH CpaBHEHHE W OOOCHOBa-
HUE BBIOOpA METOJIOB PEIICHUS 3a]a-
HUH B MPaKTUKO-OPUEHTHUPOBAHHBIX
CUTYalUsIX.
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Taoauma 9

Jrtanbl GOpMUPOBAHUA KOMIETEH Mt

HaunMeHoBaHMe 3Tana

XapakTepHCcTHKA 3Tana

(I)OpMI)I KOHTPOJA

HavanpHBIH (BXOTHOMN)
Tanm  (OPMUPOBAHHUS
KOMIIETCHIIU I

JlmarHocTrka BXOJHBIX 3HAaHUH B
paMKax KOMIIETEHIUH.

BxonmHoe tectupoBaHue, caMo-
aHaJIu3, YCTHBIM OIIpocC U Ap.

Texymuii stan hopmu-
POBaHMS KOMIIETCHLINH

Brimonnenne o0yvaromumucs 3aa-
HUH, HampaBJeHHBIX Ha (opmupo-
BaHMe KommereHImi OcymiecTsie-
HUC BBIABJIICHUA TIPUYMUH TMPCIAT-
CTBYIOIIUX 3((PEKTHBHOMY OCBOE-
HHIO KOMIIETCHITHH.

AkTHBHas yd4eOHas JICKIIHS,
CEMHUHAPBL; MPaKTHYECKUE;
CaMOCTOSTEITbHAS pabora:
MMCbMEHHas paboTa

IIpomexyTounslii  (at-
TECTallMOHHBIN)  3Tam
(hopMHUpOBaHUS KOMIIE-
TEHINHN

OnenuBanne  CPOPMUPOBAHHOCTH
KOMIIETEHIMM I10 OTICILHOM 4YacTHu
JUCHMININHEl WA JUCIHILIAHBI B
IICTIOM.

Ixzamen:
— OTBETHl Ha TEOPETHUYECKUE
BOIPOCHI;
— BBIITOJTHCHHUC HpaKTI/IKO-

OPUCHTUPOBAHHBIX SaI[aHI/Iﬁ

6.2.2.1.

6.2.2. Onucanue wKan OoueHUBAHUA

Taoauua 10

Omnucanue MKajbl OLICHMBAHHUA OTBETA HAa 3K3aMCHEC

OneHka no HoMHu-
HAJBHOH IIKAJIE

Onucanune ypoBHeil pe3yJbTaTOB 00y4eHHUs

OT1an4HoO

CTyIeHT TOKa3blBaeT TIIyOOKHE, WCUEpIBIBAIONINE 3HAaHHA B 00BEMe
MPONACHHON MPOrpaMMBbl, YBEPEHHO JIEHCTBYET MO NMPUMEHEHHUIO TOJTYYeH-
HBIX 3HAHUM Ha IMPAKTUKE, ICMOHCTPUPYA YMCHUA U HABBIKH, OIIPCIACIICHHBIC
IPOTrPaAMMOM.
I'pamMOTHO W JIOTMYECKU CTPOWHO M3JIAraeT MaTepHal IMPU OTBETE, yMEET
(hopMyTUpOBaTh BBIBOABI M3 W3JOKEHHOTO TEOPETUYECKOr0 MaTepuana,
3HAET JOMOJIHUTENHFHO PEKOMEHIOBAaHHYIO JIUTEPATYPY.
CryzneHT crnocobeH eiicTBOBaTh B HECTAHAAPTHBIX NPAKTHKO-OPUEHTH-
poBaHHBIX cutyanusix. OTBeYaeT Ha BCe JIOTIOJTHUTENEHBIE BOIPOCHI.
Pesynprar 0OyueHHs MMOKa3bIBaeT, YTO OCTUTHYTHIH YpPOBEHb OIICHKH
pe3yIbTaTOB O0YYEHUS MO AUCUUILUIMHE SBISETCS OCHOBOW At (hopMHpOBa-
HUSl OOMIEKYJIBTYPHBIX M MPOGECCHOHAIBHBIX KOMIETEHIIUH, COOTBETCTBY-
romux TpedoBarmsiM OI'OC

Xopowmo

PesynmpraT 00yueHUS TMOKA3bIBAaCT, YTO CTYACHT IPOJIECMOHCTPHUPOBAI
pe3yNbTaT Ha YPOBHE OCO3HAHHOTO BIIAJICHUS YYCOHBIM MaTEPUAIOM U yuel-
HBIMH YMEHHUSIMH, HABBIKAMU U CITIOCOOAMU JAESATEIHHOCTH I10 TUCIUILTHHE.

Jlomyckaer He3HaUMTEIBHBIE OIMMOKM TPH OCBEIICHUU
BOITPOCOB.
CryneHT cocoOeH aHaIM3HPOBATh, MIPOBOJNUTH CPaBHEHHE W O00OCHOBA-
HUE BBIOOpA METOIOB PEIICHMS 3aJaHii B MPAKTHKO-OPUCHTUPOBAHHBIX CH-
TyaIusax

3aJaHHBIX

Yaosaersopu-
TeJIbHO

Pesynbrar 00ydeHus MOKa3bIBacT, YTO CTYIEHT 00IaaeT HEOOXOIUMOM
CHUCTEMOM 3HAHWH U BIAJICET HEKOTOPHIMU YMEHHSMH MO TUCIUTLTHHE.

OTBeTHI U3JIaracT XOTs U C OIIMOKaMH, HO UCIPABIISIEMBIMH ITOCIIE AOIION -
HUTCJIIBHBIX U HABOASAIINX BOHpOCOB.

CrygeHt

CHocoOEeH IOHUMATH

U HMHTEpUpPETHPOBATH

OCBOCHHYIO
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WHQOPMAIHIO, YTO SBJSETCS OCHOBOHM YCHEITHOTO (DOPMUPOBAHUS YMEHHN H
HAaBBIKOB JUIsl pELICHUs] IPAKTUKO-OPUEHTUPOBAHHBIX 33Ja4

HeynoBiaersopu-
TeJILHO

Pesynprar 00ydueHMs CTy/IeHTa CBUIETENBCTBYET 00 YCBOCHUH UM TOJIBKO
3JIEMEHTAPHBIX 3HAHUM KJITIOUEBBIX BOIIPOCOB MO JTUCIUILIMHE.

Jlomy1ieHHbIe OMMOKU M HETOYHOCTHU B XOJI€ TIPOMEKYTOYHOTO KOHTPOJIS
MOKA3bIBAIOT, YTO CTYACHT HE OBIAJe] HEOOXOMUMOW CUCTEMOH 3HaHWW U
YMEHUH IO JUCLHUIUIMHE.

CryneHT nomycKaeT rpyObie OIIMOKU B OTBETE, HE MOHMMAET CYIHOCTH
M3JIaraeéMoro BOIIPOCa, HE YMEET NMPUMEHATh 3HAHUS Ha MPAKTHUKE, JAacT He-
TIOJIHBIE OTBETHI HA TONOJIHUTENBHBIE M HABOASAINE BOIIPOCHI

Onucanne MIKAJBI OICHUBAHUA NMPU TECTUPOBAHUM HA 0a3e TeCTOBBIX
MaTepuajoB HUHCTUTYTA

OueHka M0 HOMHUHAJIbHOI mIKajde | % MPaBUWIBHBIX OTBETOB, MOJYYEHHBIX HA TECTHPOBAHUH
OTJIINYHO ot 90 no 100
Xopomuio oT 75 mo 89,99
Y 10BIETBOPUTENBEHO ot 60 1o 74,99
HeynosnerBopurensHo MeHee 60
6.2.2.2. Onucanue MIKaJbl OIl€HUBAHUA
Taomauna 11
Ycemmuoe evicmynnenue (cemunap, 0oxnao)
O0pa3uoBblii, . MunumaJib-
NMPUMEPHBII; 3aKoHYEHHBIIA, Hmomeﬂﬂmvn ’ HbIil 0TBET
Hdeckpunro- N N PACKPBITHIA Ouen-
phbI MOCTOHMHBII MO~ | MOHBIH oTBET | (y10B.1¢- (HeynoBiie- a
pa:kaHus OTBET (xopo1uo) TBOPHTETBHO) TBOPUTEJIb-
(OTJIM4HO) HO)
Packpeitue | [IpoGmema  pac- | [IpoGnema pac- | I[IpoGimema pac- | [IpobGnema He
poOJIeMbI KpeITa  TOJHO- | KpbiTa. [IpoBe- | KpbITa HE TOJ- | pacKphITa.
cteio. IlpoBeneH | neH aHan3 | HOCTBIO.  BwI- | OTCcyTCTBYIOT
aHaM3 mpo- | mpoOaemMsl  0e3 | BOIBI HE cliela- | BHIBOIBI
OJIeMBbI C MPUBJIC- | TPUBIICUYCHHS Hbl W/MJIH BBI-
YEHHEM  JIOTOJI- | JIOTIOJHUTENb- | BOJBI HE
HUTENFHOW M- | HOM JHTepary- | 000CHOBaHBI
TepaTypel. BbI- | ppl. He Bce BBI-
BOIBI OOOCHOBa- | BOABI CHENaHBI
HBI u/unu  000CHO-
BaHBI
Ilpencrasne- | [IpencraBngemas | [Ipencrasis- IIpencrasins- IIpencrapns-
HUE HHpOpMALHS emas uHdopma- | emas uadopma- | emas
CHUCTEMaTH3UPO- | WS CHCTEMATH- | sl HE  CH- | WHpOpMAIHI
BaHa, TIIOCIE/NO0- | 3UpPOBaHa U I0- | CTEMATHU3UPO- JIOTHYECKH HE
BaTeNbHA W JIOTH- | CIIeI0OBAaTENbHA. | BaHA W/MIM HE | CBS3aHa.
YecKH CBs3aHa. | Mcmomp3oBaHO | mocreno- He wucnons3o-
Hcrionp30BaHbI OOJBIITTHCTBO BarenpHa. [Ipo- | BaHBI mpodec-
BCE HE00X0- | HEOOXOIUMBIX (eccroHaNbHAS | CHOHAJILHBIC
auMele  mipodec- | mpodeccuo- TEPMHUHOIIOTUS | TEPMUHBI
CHOHAJIbHEIE HAJIBHBIX WCTIONIb30BaHa
TEPMHHBI TEPMUHOB MaJIo
Odopmite- Iupoko ucnons- | Ucnonb3oBanbl | Mcnonb3oBanbl | He ucnonb3o-
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HUE 30BaHBbI uHQOpPMaMOH- | UHPOPMAIIMOH- | BaHBI
MH(POPMAITUOH- HBIC TEXHO- | HbIC TEXHO- | MH(OpMAITH-
HBIE TEXHOJIOTHU | JIOTHH JIOTHUH OHHEIC TEXHO-
(PowerPoint). (PowerPoint). (PowerPoint) JIOTHH
OTCyTCTBYIOT He ©Oomee 2 | wactuuHo. (PowerPoint).
OIMMOKU B TIpen- | OmImOOoK B | 3-4 ommbOku B | Bonpmie 4
CTaBIISIEMOI TIPEACTABIIS- TIPEACTABIIS- OIINOOK B
HHPOPMAITUH emoii uadopma- | emoit napopma- | mpeacTaps-
I AU eMoii
nHOpMaITIH
OtBetel  Ha | OTBETHI Ha | OTBeTHI Ha | Tombko oTBeThl | HeT oTBeTOB
BOTIPOCHI BONPOCHI TIOJHBIC | BOIIPOCHI  TIOJ- | HA 3JIEMEHTAp- | Ha BOIPOCHI
C TPUBHACHUEM | HBIE W/WIH | HbIE BOIPOCHI
TIPUMEPOB YAaCTHYHO II0JI-
HbIC
VYmenue CBo0oaHO CBob6oHO CkoBaH, o0par- | CkoBaH,
JIepKAThCS JIepKaThCst Ha | IepKaThCs Ha | HAsA CBA3b C | oOpaTHas
Ha ayJuTO- | ayJUTOPHH, ObITh | ayJIUTOPUH, ay uTOpHeH CBSI3b C ayu-
pyH, KOMMY- | CITOCOOHBIM K | MOAJEPKUBATh | 3aTpyJHCHA TOpHUEH OTCYyT-
HUKATUBHBIC | UMIIPOBHU3AIIHH, o0OpatHytO CTBYET, HE
HAaBBIKU YUIUTHIBATh CBSI3b C AyIUTO- coOmogaer
00paTHYIO CBS3b | puei HOPMBI peUH B
¢ ayauropuei MPOCTOM
BBICKa3bIBa-
HUAN
Hror

Ilucomennan paboma (pegpepam u m. 0.)

Kputepuu ouenkun

OT1in4yHo

Xonomio

YnoBJj1eTBODUTEILHO

HevnoBieTBODUTEIBHO

O06ocHOBaHKE AKTYyaJIbHOCTU TCMbI

KauecTBo o11eHKM cTeTieHH pa3paOOTaHHOCTH TEMBI B CIIEIIMATILHOMN JINTEpaType

CrereHn pcaiunzanuu IIOCTaBIICHHOM OCIn U 3aga4

O0BeM 1 TITyOMHA paCKPBITHS TEMBI

Hanuuue MaTcpuajia, OpUCHTUPOBAHHOI'O Ha MPAKTUICCKOC UCIIOJIL30BAHUC

I[OCTOBepHOCTB 1 000CHOBAaHHOCTh TOJIYYEHHBIX PE3YJIbTATOB U BBIBOJOB

CrereHn OpPUT'MHAJIBHOCTH TCKCTa

3py,I[I/ILII/I$I, HCIOJIB30BAHNUEC MCKIANCITUTIIIMHAPHBIX CBsI3eH

Cobnronenne TpeboBaHuil K CTPYKType paboThI

KauectBo odopmienus paboTel ¢ yueToM TpeOoBaHUI

HNudopmarmorHas KyIbTypa (IUTHPOBaHUE, 0(QOPMIICHHE CITMCKA MCTIOIh30BaH-
HOW JIUTEpaTyphl)

O0nIag oneHka
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Hpa:cmuuecxoe (npakmuko-opuenmupoearmoe) 3a0anue

OneHka Mo HOMHHAJIb-
HOH HIKAaJIE

XapaKkTepHCTHKH 0TBETA 00y4aIOLIErocst

OT1In4YHO

OOyuaromuiicst CaMOCTOSITENILHO B MPAaBUIIBHO PELIHI y4eOHO-TIpodec-
CHUOHAIBHYIO 3aJauyy, YBEPCHHO, JIOTMYHO, TIOCJIEI0BATCIbHO M
apryMEHTHPOBAaHHO W3lIarajl CBO€ peIIeHre, HCIOoNb3ys Ipodeccuo-
HAJIbHYIO TEPMHHOJIOTHIO.

Xopouo

OOyuaromuiics caMOCTOATENIFHO U B OCHOBHOM MPAaBWIILHO PEIIHI
yueOHO-NIPOEeCCHOHANBFHYIO 3a/lady, YBEPEHHO, JIOTUYHO, IOCIeI0-
BaTeIbHO W apTyMEHTHPOBAHO U3JIaraj CBOE PEIIeHUE, UCIIONIB3Ys PO~
(heccroHANBHYIO TEPMUHOJIOTHIO.

YaoBierBopuTeabHO

OOyyarommuiics B OCHOBHOM peIml y4eOHO-TIpodeccHOoHaBbHYIO 3a/1a-
4y, JOMYCTHJI HECYIIECTBEHHBIE OIIMOKH, CI1ab0 apryMEHTHPOBAT
CBOC PCUICHUC, TyTasACh B HpO(I)eCCI/IOHaJH)HI)IX IIOHATHAX.

HeynoBiaersopureasHo

OOyuaroIuics He pelw yueOHO-Po(PeCcCHOHATBHYIO 33/1a4y.

6.3. TunoBbIe KOHTPOJIbHBIC 32IaHUS WM MHbIE MAaTEPHAJIbI, HCOOXOAUMBbIE /115l OLICH-
KM 3HAHMIl, YMeHHUIi, BJIaJleHHil, XapaKTepHU3YIOIIHNX 3Tanbl (JOPMUPOBAHUS KOMIIe-
TeHI M B Ipouecce 0CBOCHUs1 00pPa30BaTeIbHON MPOIrPaMMbl

6.3.1. Mamepuanwl 014 ROO20MOBKU K IKIAMEHY

Tabamuna 12
Martepuanbl, He00X0AMMBbIE /151 OLEHKH 3HAHUI
(mpuMepHbIe TeopeTHYECKHEe BOIPOCHI)
K JK3aMeHYy
Ne IIpumepHbIe (OPMYJIHPOBKH BOIIPOCOB Kon
n/n KOMIIeTeH i
1. | Poap cekperapsi B CTPYKTYpe OpTraHU3aIiu I1K-3, I1IK-4
2. | DTansl pa3BUTHS CEKPETAPCKOM NEATEILHOCTH I1K-3, T1IK-4
3. | TumoBas cTpyKTypa cekperapuara I1K-3, I[1K-4
4. | Cekperapuart: pacupeieneHne 00s3aHHOCTEH, KATETOPUH ceKpeTapei. [IK-3, T1IK-4
5. | HopMatuBHasI periiaMeHTanus CeKpEeTapCKuX 00sS3aHHOCTEH I1K-3, TTIK-4
6. | OTnuuns B JOIDKHOCTHBIX 005I3aHHOCTSIX CEKpeTaps M cekpeTapsi-pedepeHra. [1K-3, I[1K-4
7. | BHewHuid BUJ ¥ KYJIBTYPA IOBEJAECHUS CEKPETAPS. [1K-3, I1K-4
8. | JlemoBble KauecTBa CEKpeTapsl. ITK-3, TIK-4
9. | JINUHOCTHBIE KaueCTBa CEKpeTaps I1K-3, TIK-4
10. | BapuanTsl moncka paboTsl. [IpaBriia cocTaBiIeHHUS Pe3IOMeE. I1K-3, TIK-4
11. | HopMaTHBHO-METOAMYECKHE OCHOBBI ICATENBHOCTH CEKpPeTapst I1K-3, I[1K-4
12. | IlpaBuna cocraBieHus U 0hOpMIICHHS JOJDKHOCTHOW MHCTPYKIAN I1K-3, I[1K-4
13. | YcnoBus Tpyzia cekpeTaps I1K-3, T1IK-4
14. | TpeOoBaHUs K OpraHu3alMK padovYero MecTa CeKpeTaps I1K-3, ITIK-4
15. | Habop o6opyaoBaHus ¥ CIPAaBOYHBIX M3IAHUHA Pab0UIEro MecTa CeKpeTapst I1K-3, I1IK-4
16. | [IpaBuiia opranu3aiuy pabo4ero JHs cekpeTaps I1K-3, I1IK-4
17. | Opranusanms pabo4ero AHs pyKOBOJIUTEIISI I1K-3, I1K-4
18. | TpeboBaHusl K MIaHUPOBaHHUIO pabodero BpemeHu. [ 'paduk paboTs [IK-3, T1IK-4
19. | IIpaBuia mpueMa U 00pabOTKH MOCTYIAIOIINX JOKYMESHTOB I1K-3, TTIK-4
20. | IToaroToBKa JOKYMEHTOB K JOKJIATy PYKOBOJHUTEIIO I1K-3, I1IK-4
21. | IlogrotoBka JOKYMEHTOB K OTIIPaBKe I1K-3, I[1K-4
22. | JJoKyMEeHTHpOBAaHUE COBEIIAHUN U 3aCeaHuI ITK-3, T1IK-4
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23. | Pabota c nnbopmaLuei sl pyKOBOIUTEIISI [1K-3, IIK-4
24. | Coop nHbopMaIy U METOMKA MOATOTOBKHY JOKJIAJIOB, BRICTYIUICHUH, cipaBok. | TTK-3, [TK-4
25. | JlokymeHnTHpOBaHME TeleOHHBIX COOOIIEHHI I1K-3, TIK-4
26. | Opraam3aIys npueMa ImoceTUuTeNIeH I1K-3, TTIK-4
27. | Oprann3anus KOMaHIUPOBOK PYKOBOIUTEIS [1K-3, I[1K-4
28. | OOcnyXuBaHUE COBELIAHMIA. IK-3, [1K-4
29. | Opranu3anus A€JI0BBIX BCTPEY PYKOBOIAUTENS [1K-3, I1K-4
30. | Opranuzamus kode-nay3sl, Qypurera, KOKTEHIs I1K-3, TTIK-4
Tabamna 13
MatepuaJbl, He00OX0AMMbIe [IJIsl OLIEHKH YMEHUI U BJIaJeHUil
(mpuMepHbIe NPAKTHKO-OPHEHTHPOBAHHbIE 32JaHUA)
Ne TeMbl NIPUMEPHBIX Kon
n/n NMPaKTHKO-OPHEHTHPOBAHHBIX 3aJaHUI KOMIeTeHIn i
1. | DTamsl CTAaHOBJICHHS U Pa3BUTHS CEKpeTapcKoit ciry>kObl B Poccnm u 3a pybexxom | T1K-3, [IK-4
2. | lIpodeccuonanbHbie TpeOOBaHUS K PA3IMYHBIM KATETOPUSAM CEKPET [TK-3, TIK-4
3. | 3HaHus, yMEHHUSI U JTUYHOCTHBIE KaueCTBa CEKpeTaps [TK-3, TIK-4
4. | HopMaTHBHO-METOIMYECKUE JOKYMEHTHI, perjamMeHTupytomme nesrensHoctsh | [1K-3, T1IK-4
cekperaps
5. | Opranuzanus pabodero Mecta cekperaps [IK-3, TIK-4
6. | HopmupoBanue u TaiiM-MEHEIKMEHT TpyJa CeKpeTaps I1K-3, I[1K-4
7. | JokymeHTanpHOe obecnieyeHne AesTEIbHOCTH PyKOBOAUTEIS I1K-3, I1K-4
8. | Uudopmarnmonnas nesTep-HOCTh CeKpeTaps IIK-3, T1IK-4
9. | besnokymeHTHOE OOCTYKHBAaHUE JESITENbHOCTH PYKOBOJUTEINS I1K-3, I1K-4

6.3.2. Tembt u memoouueckue yKazanus no noo2omoeKe peghepamos, ycce u meopue-

PN W=

p—t et \O
N = O

CKUX 3a0aHUTL RO OUCUUNTIUHE
Tembl pedepatoB (3cce, TBOPUECKHUX 32TaAHUI)

3apoxaeHUE CEKpeTapCcKoit ciryx0b1 B Poccun.

Ponb cexpeTtapckoii cityk0bl B IPUKA3HOM JICIIOIPOU3BO/ICTBE.

Pedopmer [leTpa [ m ux BiusiHEE Ha CEKPETAPCKOE JEINO.

Crienmanu3upoBaHHBIE KYPHAJIbI O CEKPETAPCKOM TPY/IE.

Dodronus GYHKIUNA CeKpeTapei.

[IpaBoBast OCHOBa CEKPETAPCKOMN AEATEILHOCTH.

Hayunas opranuzanus TpyJia COBpEMEHHOIO CeKpeTaps.

JlesITenbHOCTD CEeKpeTapst B yCIOBUAX JIEKTPOHHOTO odrca.

[ToaroroBka cexkpeTapeil Ha COBpeMeHHOM 3Tare B Poccuu u 3a pyoexxom.
. [Ipo6nembl mIaHUPOBAHUS M OPTaHU3ALUU pabOYero JAHS CEKpeTaps.
. Biusinue TeXHOMOrnYecKuX N3MEHEHUN Ha JIeATeIbHOCTh CEKpeTapsl.
. UcTopus cexperapckux ciryk0 B TOPEBOIIOIMOHHON Poccuu.

Memoouueckue ykaszanus

[Ipuctynas K BEINOTHEHUIO 3aJJaHH, 00yJarOIUNCs JOHKEH 3HaTh, 4TO paboTa OyaeT
3auTeHa P YCIOBUHU COOJIOICHUS CIEAYIOIINX TPEOOBAHMIA:

1.

B pabore.
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2. Hcnonp3oBaHue 00ydYarOUIMMCs HECKOJIBKUX HMCTOUYHUKOB (CTaTeil, MOHOTpadwii,
CIPaBOYHOM U JPYToM JIUTEpATyphl) sl pACKPITHS U30paHHOH TEMBI.
3. Kynbrypa u akageMuuecKiue HOpMbI U3JIOKEHHUS MaTepualia: 00s3aTelIbHOE yKa3a-
HHUE Ha MCTOYHHMKH, 'PAaMOTHOE IIUTUPOBAHHE aBTOPOB (MPSAMOE M KOCBEHHOE), OIpEeIICHUE
COOCTBEHHOM MO3UIMU U 0053aTENIbHBIA COOCTBEHHBI KOMMEHTAPHA K IPUBOIUMBIM TOUKAM
3pEeHHUS.
4. CobOmroneHre TpeOOBaHMA K CTPYKTYPE U OPOPMIICHHIO.

Tpebosanus k cmpykmype u 0QopMIeHUIO

Crpykrypa. PaboTa cocTOUT U3: BBeleHHs, OCHOBHOM 4acTH, 3akiatoueHus. Bo BBese-
HUU HEOOXOAMMO OIPEAETUTh LIEIb U 3a/1a4i padoThl. B 0CHOBHOM YacTu 0053aTeIbHbI CChLI-
KA Ha HOMepa Oubiuorpaduyeckux 3amucedl B CIHUCKE UCIOIb30BaHHON JUTEpaTypsl. B 3a-
KIIFOYEHUH HEOOXOJIMMO CJieNaTh OCHOBHBIE BBIBOJbI. CIHMCOK MCHOJIb30BAaHHOW JIUTEPATYpPhl
IOMeIIaeTcs nocie 3aKioueHus. bubnuorpaduueckue 3anucu HyMepyIOTCS U PacIoiararoT-
csl B aJi)aBUTHOM MOPSIKE.

Odopmiienne. [pudTt rapaurypsr «Times New Romany, kernp 12 i 14, gepes 1,5
uHTepBasa. PaboTy nevaraTh Ha OJJHOM CTOPOHE CTaHIApTHOro Jucta Oymaru gopmara A4 c
coOroienneM mosieit: ieBoe — 30 mm, mpaBoe — 20 M, Bepxaee — 20 MM, HIbKHEE — 20 MM.

BeinonnenHnas padorta 10/1kHa OBITh CKpEIICHA.

Paborta oTkpriBaeTcs TUTYJIBHBIM JIHUCTOM. 3aTeM ciaenyet «OrnasneHue». [lopsiako-
BbIC HOMEpA CTPaHMI] YKa3bIBAIOTCS BHU3Y CTPaHUIIBI C BBIPABHUBAHHMEM OT LieHTpa. He nmo-
IyCKAaeTCAd PACCTAaHOBKAa HYMEpALMU CTPAHUL OT pykH. IlepBoi CTpaHulLEl CUMTAETCA TH-
TYJBHBIN JIMCT, HO Ha HeM Iudpa «1» He craBuTcs. Kaxaplil pa3aen Bcerja HauMHAETCs C
HOBOM CTPAaHMIIBI.

PaboTta MoxeT ObITh WJUIIOCTPUPOBaHA, HO HE JIOMYCKAeTCs HCIOJIb30BAHUE WILIIO-
CTpalui, BBIPE3aHHBIX U3 KHUT, )KYPHAJIOB U IPYTUX U3/IaHUH.

6.3.3. Memoouueckue ykazanus no éblnoJTHEHUIO KYPCOBOI padonivl

KypcoBas paboTa 1o IuciuIuiMHe yueOHbIM IUIAaHOM HE MPeaycMOTpeHa

6.3.4. Tunoevle 3a0anusn 0141 npoeedeHus MeKyuiezo KOHmpons
dopmuposanus komnemenyuil

6.3.4.1. [lnansl cCEeMUHAPCKUX 3aHATUN

Cemunap Ne 1
Tema «JTanbl CTAHOBJIEHUS M PA3BUTHS CEKPETAPCKOM CIIYyKObI
B Poccuu u 3a pyoeskom»
CemuHap npoxoauT B (hopMe TUCKYCCUU

Bonpocw 0151 06cyarcoenus:

HcTopus cexkpeTapcKux ciayx 0 B JOPEBOIIOLMOHHBIA EPUO/I.
HcTopus cexperapCcKux ciy,0 B COBETCKOE BPEMSI.

3HaueHue cexpeTapckoro oocinykuBanus B 1990-e rospl.
[ToaroToBka mpodeccnoHaIbHBIX ceKpeTapel B Poccum.
[ToaroroBka npogeccuoHaNbHBIX CEKpETapeil 3a pyoeKoM.
JesitenpbHOCTh MEXTyHAPOIHOM acCOIUAIIMU CEKpeTape.

SNk W=
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Marepuans! 11 NOArOTOBKM ceMuHapy cM. Pasgen 7. IlepeyeHp IedaTHBIX U JIEK-
TPOHHBIX OOPa30BaTENIbHBIX U MH(MOPMALMOHHBIX PECYpPCOB HEOOXOOUMBIX IJII OCBOCHUS
JCLUTIIINHBL

JlononHuTeNbHBIE MAaTEPUAIbl K CEMUHAPY BBIABIIIOTCA B PaMKaX CaMOCTOSITEIIBHON
paboTHL.

Cemunap Ne 2.
Tema «3HaHus, yMeHHUs M JIMYHOCTHbIE KAa4eCTBA ceKpeTaps»
CemuHap npoxoaut B (hopMe TUCKYCCUU

Bonpocwi 015 06cyarcoenus:

1. TpeGoBanusl, MpeAbsABIsSEMbIE K 3HAHUSIM CEKpeTapsl.

2. YMeHus " npogeccuoHalbHbIE HABBIKU CEKpeTapsl.

3. JlenoBble KauecTBa cekperapsl (MHULUATUBHOCTb, OPraHU30BaHHOCTh, OTBETCTBEH-
HOCTb, MyHKTYaJIbHOCTh, TH(HOPMUPOBAHHOCT).

4. JIuunble KadecTBa cekperaps (I0OpoKeIaTeIbHOCTh, CKPOMHOCTh, aKKyPaTHOCTb,
TpyAoIo0ue, OT36IBYMBOCTD, YMEHUE aJalITHPOBATHCS, SMOLIMOHAIbHAS YPABHOBEILIEHHOCTD).

5. IlpodeccuonanpHasl 3TUKA cekpeTaps (BHEIIHUN BHJ, KyJbTypa IOBEICHUS,
KyJbTypa OOILIEHUS).

Marepuainsl Uil TOATOTOBKH ceMHuHapy cM. Pasmen 7. IlepedeHp meyaTHBIX M 3JIEK-
TPOHHBIX 00Pa30BaTENFHBIX W WH(POPMALMOHHBIX PECYPCOB HEOOXOIMMBIX IS OCBOCHUS
JUCIUTUTHHBL

JlonoHUTEbHBIE MaTEpUaNbl K CEMHHAPY BBIABIISIOTCS B PaMKax CaMOCTOSTEIHLHOMN
paboThL.

Cemunap Ne 3.
Tema «/lokymMeHTaIbHOE O0ecTIeUeHNE 1eATeJTbHOCTH PYKOBOIUTEIS»
CemuHap npoxoaut B hopMe AUCKYCCUU

Bonpocuwl 011 06cyacoenus:

1. [Ipuem 1 0O6paboTKa BXOAIIEH KOPPECTIOHICHITHH.

2. Tlopsigok MpOXOXKACHUS HCXOASAIIMX UM BHYTPEHHUX JTOKYMEHTOB B MpOIECCe HX
IMOJTOTOBKH.

3. [Topsiiok MPOXOKIACHUSI BHYTPEHHUX JOKYMEHTOB B MTPOIIECCE UX MOATOTOBKHU.

4. Peructpanus TOKyMEHTOB, KOHTPOJIb M CIIpaBoyHas padoTa.

5. ®opMHUpOBAHUE JET U CUCTEMATH3AIUs OT/ACIIbHBIX KaTErOpuil JOKYMEHTOB

6. [ToaroToBka fie K MOCIEAYIONIEMY XPaHEHUIO U UCIIOIh30BaHUIO.

Marepuanbl i1 MOATOTOBKH ceMuHapy cM. Paszmen 7. [lepedeHb NeyaTHBIX U AJIEK-
TPOHHBIX 00pa30BATEIBHBIX U HH(OPMAIMOHHBIX PECYpPCOB HEOOXOIMMBIX IS OCBOCHHS
JICTIATUTHHBL

JlomoTHUTENbHBIE MaTepUabl K CEMHHAPY BBISBIISIOTCS B paMKaX CaMOCTOSITEIIBHOMN
padoTHI.

Cemunap Ne 4
Tema «be31okyMeHTHOE 00C/IyKMBAHHE eSITeJILHOCTH PYKOBOIUTEJISD)

CeMuHap npoxoauT B popMe TUCKYCCUU

Bonpocuwi 05 06cyoarcoenus:
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1. Ilpuem moceruTeneii: mpaBuia U OpraHu3anus padoThI:
- IIpUeM IOCETUTENIeH U3 APYTUX OPTaHU3ALNMN, AeJIeralui;
- IIPUEM COTPYIHMKOB OpraHU3ALNMU:
- IpUEM TpakJaH 10 JIUYHBIM BOIIPOCAM.
2. Opranu3zanys 1 IpoBEJCHUE COBEIIaHUI!
- KjaccuuKanus eJI0BbIX COBEIIAHU;
- OpPraHU3aLMOHHO-TEXHUYECKUE MEPOIPUATHUS 110 IIOATOTOBKE COBEIIAHMS;
- TEXHOJIOTHs NPOBEJCHUS COBELIAHUIN: 0053aHHOCTH CEKpeTaps;
- JOKYMEHTUPOBAHME COBEILAHUM.

Marepuans! 11 NOArOTOBKM ceMuHapy cM. Pasgen 7. IlepeyeHp IedaTHBIX M DJIEK-
TPOHHBIX OOPa30BaTENIbHBIX U MH(MOPMALMOHHBIX PECYpPCOB HEOOXOJUMBIX IJII OCBOCHUS
JUCLUTIIINHBL

JlononHuTENbHBIE MAaTEPUAIbl K CEMUHAPY BBIABIIIOTCA B PaMKaX CaMOCTOSTEIBHON
paboTHL.

6.3.4.2. 3agaHus 115 NPaKTUYECKUX 3aHATHH

[IpakTnueckast padora Ne 1
Tema «ITanbl CTAHOBJIEHUA M PA3BUTHS CEKPETAPCKOM CIy:KObI
B Poccum u 3a pyoe:xom»

Llenv pabomul: 3aKpenUTh 3HaHUS 00 UCTOPUU PA3BUTHS CEKPETAPCKUX CITYXKO.

3aoanue u Memoouxa 8blINOAHEHUSL:

1. V3yuuTh OSTambl CTAHOBICHUS M PA3BUTHS CEKpeTapckux ciyxk0 B Poccum u 3a
pyoexom.

2. CocTaBHUTh XpPOHOJOTUYECKYIO TAOIHILY.

3. CpenaTh BBIBOJIBI MO PE3YJIbTaTaM CPABHUTEIHHOTO aHAIM3a PA3BUTHS CEKPETAPCKOTO
nena B Poccun u 3a pyOGexxom.

[IpakTuyeckas padora Ne 2
Tema «IIpodeccnonaibHbIe TPeOOBAHUSA K PA3JIMYHBIM KATETOPHSIM CeKpeTapeii»

Lenvy pabomei: MOTYYUTH MIPEICTABICHHE O KATETOPUSAX CeKpeTapei u ux mpodeccro-
HAJIBHBIX 00S3aHHOCTIX.

3adarnue u Memoouxa 8blNOAHEHUSL:

N3yunTh TpeOOBaHuUs, IPEABABISIEMbIEC K Pa3JINYHBIM KaTETOPUAM CeKpeTape.
BbIABUTE KaTeropuu ceKpeTapel U COCTABUTh CIIUCOK JOJIKHOCTEM.

3. 3anosHuTh TAOIMIy (YHKIMOHANBHBIX 00s3aHHOCTEH CeKpeTapei: ceKpeTapb-Mallll-
HUCTKA, JUYHBIA CEKpEeTapb, CEKpeTapb CTPYKTYPHOI'O IOAPA3ACICHHUS, CEKpeTapb-
pedepeHT, cekpeTapb KOJUIETHH, YUEHbIH CeKpeTapb.

N —

[IpakTuueckas pabora Ne 3
Tema «3HaHuUsl, YMEHMs M JIMYHOCTHbIE KaYyecTBA CeKpeTaps»

ueﬂb Qa607’l’lbl.‘ HU3YYUTH JCJIOBBIC U JINYHOCTHLIC KaUE€CTBA CCKPETApA.

3aoanue u mMemoouxkda 8bINOAHEHUS.:
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1. M3yuuTh npeaoxKeHHbIC CUTYallMHd U ONPEACIIUTh JCIOBbIC M JUYHOCTHBIC Kaue-
CTBa CeKpeTaps.

2. OnpenenuTh COCTaBIAIONINE MTPO(ECCHOHATEHON ATUKH CEKPETAPCKOTO TPy a.

3. Bemonauth Tect «Cekperapckie 00s3aHHOCTH U B3aUMOOTHOILCHHS B KOJUICKTH -
BEY.

[IpakTuyeckas padora Ne 4
Tema «HopMaTUBHO-MeTOAUYECKHE TOKYMEHTHI,
perjiaMeHTHpPYIoIIUe AesiTeIbHOCTh CEKpeTapsi»

Llenv pabomei: chopMUPOBATH HABBIKH COCTABIICHHS JOJDKHOCTHON MHCTPYKIIMH CEK-
peTaps.

Jaoanue u memoouxa 8bINOJIHEHUS:

1. M3ydyeHne HOPMATHUBHBIX aKTOB, PETIAMEHTHPYIOIIUX IOPSAIOK COCTABICHHS H
oopMIICHHUS JOHKHOCTHOW HHCTPYKIIUH.

2. CocraBiieHHE TOJDKHOCTHOM MHCTPYKIMH CeKpeTaps-pedepenra.

3. IIpocraBieHre HEOOXOAUMBIX PEKBU3WTOB Ha JOHKHOCTHOW WMHCTPYKIHU CEKpe-
Taps-pedepeHra.

[TpakTrueckas padorta Ne 5
Tema «Opranuszanus paéoyero Mecta cekperapsi»

TBOPYECKOC 3aJITaHUC

Llenv pabomul.: 3aKpeNUTh HABBIKU TUIAHUPOBKH pab0Yero Mecra cekpeTapsl.

Jadanue u memoouxa 8bINOJIHEHUS:

1. Vcnionb3ys npuBeneHHOE HUXe n300pakeHue oduca, HAUTH MaKCUMaJIbHOE KOJIH-
YECTBO HAPYLICHUH.

2. Ilepeurcauth HapylleHUs B MUCbMEHHOW (hopMme, MpeaBapUTEIbHO CIPYIIIUPOBaB
UX 110 BUJIAM.

[IpakTuyeckas pabora Ne 6
Tema «HopMupoBaHue U TaiilM-MeHeKMEHT TPyJa ceKpeTaps»

Llenv pabomul: chopMUpOBaTH HABBIKY IJIAHUPOBAHUS pabOYero JHS CeKpeTaps.
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Jaodanue u memoouxa 8bINOJIHEHUS:

Hcnone3yss «OKHO DMH3eHXayspa», pacCTaBUTb MPUOPHUTETH UX BBHIMOIHEHUS (T.€.
BCTaBUTh B COOTBETCTBYIOIINE STYCHKHN OKHA), HA IOHEICTBHUK, 15 OKTAOpS:

- *3akazarb OmneTsl ¥ rocTuHULy medy (¢ 30 okTaops 1o 4 HOAOPA);

- <IlogroToBUTH OTBETHl Ha MHUChbMa MO MpEIOKEHUSIM O coTpyaHuuectBe ¢ OO0
«Bekropy;

- *OtMmeHuTh npueM nocetruteiei ¢ 30 okTa0ps 1o 4 HOSOPS;

- eIlepenectu BcTpeun meda ¢ 30 oxTsI0pst mo 4 HOSOPS;

- *3aka3aTb CyBEHUPHYIO IPOAYKIIHMIO IJIs Oe3KH 1eda;

- *3aka3aTh HOBBIC BH3UTKH Hieda (04YTH 3aKOHUMINCH!!!);

- 3aka3aTh BOJY JI IPUEMHOM;

- *O0HOBUTH HH(POPMAIIMOHHBIN CTEHIT;

- *Cpnenath Tabenpb ydera pabouero BpeMeHH (CaBaTh Ha ClaeAyolIel Henene!);

- «[logroroButh pedepatsl crareil k noxiamy meda (HosIOps!);

- *I103BOHUTH MO MOBOY PEMOHTA MPOEKTOpa U3 KOHpEpeHII3aa;

- e[loarotoBuTh NouTy Ha noanuck He kK 16-00, a k 14-00.

OkxHO dM3eHxayapa:

Ba)Hble u CpOoUHble aena Ba)XHble HeCpouHble gena

CpouHble HeBaXKHbie gena HecpouHble U HeBaXkHbIe aena

[IpakTnueckas padbora Ne 7
Tema «/lokymMeHTaIbHOE 00ecnieyeHHe eI TeTbHOCTH PYKOBOIHTES»

3adanue evtnonnaemca ¢ hopme npaKmuuecko noO20moseKu
Ha npumepe oexanama (axyiomema 0OKyMeHmManbHulX KOMMyHukauui u mypusma @I -
bOY BO «Yenabunckuii 2ocyoapcmeeHHblil UHCMUNLYM KYbHLYPbl

Llenv _pabomul: oTpabOTaTh HABBIKM Pa3paOOTKH MapIIpyTOB pabOTHI CEKpeTaps C
JIOKYMEHTaMH.

3adanue u Memoouxka 8bINOAHEHUSL.:

1. IToAroTOBUTH BXOJAIIYIO KOPPECTIOHACHIIUIO K JIOKIAy PYKOBOJUTEIIIO.
2. CucTeMaTu3upoBaTh BXOJISIIYO KOPPECTIOHICHITHIO.

3. PazpaboTaTh MapmipyT 0OpaOOTKH BXOJSIIUX JOKYMEHTOB.

4. Pazpabotats MapupyT 0OpaObOTKH BHYTPEHHHX JIOKYMEHTOB.

[TpakTrueckas padota Ne 8
Tema «UnpopmaunoHHAasi 1eATEJTbHOCTH CEKPeTaps»

[lenb pabomul: 3aKpeNUTh 3HAHUSA O crielu(rKke BeJeHNs TeIe()OHHBIX IEPErOBOPOB.

3adanue u Memoouxa 8blNOJAHeHUs

1. CocraBienue TenaeOHOrPaMMBI.

31



2. Peructpanus tenedoHOrpaMMbl B )KypHaJle HCXOSIINX TeJIe(hOHOTPAMM.
3. OOcy:xaeHue MpeaaoKeHHBIX IMpernojaBaTesieM TeaehOHHBIX MEPEroBOPOB, BBISB-
JIEHUE TOCTOMHCTB U HEJOCTAaTKOB.

[Ipaktuyeckas padora Ne 9
Tema «be3nokymMeHTHOEe 00CTyKMBAHNUE NeSITEJIbHOCTH PYKOBOIUTEJISI»

M@ﬂb gza60mbz: BBIpa60TaTB HaBBIKH OpPraHu3anyu KOMaHIUPOBOK PYKOBOJUTEIIA.

3adanue u memoouxa 8blNOJAHEHUS

N3yunth 00s13aHHOCTH CEKpeTapsi MO MOATOTOBKE KOMAaHAHUPOBOK PYKOBOIUTEIS.
CocTaBuTh pUKa3 0 KOMaHAUPOBKE PyKOBOIUTEIS.
CocTaBUTh MONHYIO IPOrPaMMy KOMAaHIUPOBKH PYKOBOIUTEIIS.
CocTaBuTh KpaTKyI0 IIPOrpaMMy KOMaHIUPOBKH PYKOBOIUTEIS.

5 CocTaBUTh CIMCOK MAaTEPUANIOB U JTMYHBIX TOKYMEHTOB JUIsi KOMaHIUPOBKH PYKO-
BOJMTEIIS.

6. OdbopMUTB OTUYET MO KOMAHIUPOBKE PYKOBOIUTEIS.

b s

6.3.4.3. Tembl ¥ 3a1aHUST UT MEJIKOTPYIIIOBBIX/UHUBHLY aJTbHBIX 3aHSATHIHA

MenkorpynnoBble/MHAUBULyaJIbHbIE 3aHATUSA NO AMCLUUIUIMHE Y4€OHBIM IUIAHOM HE
IIPEyCMOTPEHBI.

6.3.4.4. TunoBble TEMbI U 33/1aHUS KOHTPOJIBHBIX Pab0T (KOHTPOIBHOIO YPOKa)

KonTtponbHas pabora B yueOHOM Ipoliecce He UCTIOIb3YEeTCsl.

6.3.4.5. TecTtoBbIe 3agaHNsA

TecToBbIe 3a7aHUsT BKIIOUEHBI B (JOH]T OIEHOYHBIX CPEACTB. MCronb3yroTCsl TeCTOBBIE
3amaHus B (popme BBHIOOp OJHOTO, MBYX U OoJiee MPaBUIBHBIX OTBETOB W3 MPEIIOKEHHBIX,
YCTaHOBJICHHE COOTBETCTBHUS (IIOCIIEI0BATEIBHOCTH ), Keiic-3aJaHusl.

6.4. MeToanueckue MaTepuaJibl, ONpeae/siiolue Mpoue1ypbl OLeHUBAHUSA 3HAHMIA, yMe-
HHMI M BJIa/ICHU, XapaAKTEePU3YKIIHUX 3Tanbl (POPMHUPOBAHUS KOMIIETCHIM I

1. HopmatuBHO-MeTOAMYECKOE OOECIEYeHNE TEKYIIero KOHTPOJIS YCIIEBaeMOCTH U
MIPOMEKYTOYHON aTTECTAIlMK 00yUYAIOIINUXCS OCYIIECTBISIETCS. B COOTBETCTBHH C JIOKATbHBIMHU
aKTaMH BY3a.

Konkpernsie opMbI U MpoLeaypbl TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH M TPOMEXKY-
TOYHOW aTTeCTalluu MO JUCLMILIMHE, OTpaxeHbl B 4 pasgene «ConepkaHue AMCLUIUINHBI,
CTPYKTYpHUPOBaHHOE 1O TeMaM (pa3zesaM) C yKa3aHHEeM OTBEICHHOTO Ha HHX KOJMYECTBA
aKaJIeMUYECKUX 9aCOB U BUJOB YYEOHBIX 3aHATHI».

AHaM3 ¥ MOHUTOPHHT MTPOMEKYTOYHOH aTTECTAIlMN OTPaXEH B COOPHUKE CTATUCTH-
YecKuX mMarepuainos: «Toru 3umMHel (J1eTHel) 3a4eTHO-OK3aMEHAIIMOHHON CeCCHI.

2. JIas MOATOTOBKH K TPOMEKYTOYHOW aTTEeCTallid PEKOMEHIYETCS IMOJb30BaThCs
(OH/IOM OLIEHOYHBIX CPE/ICTB:

— TepedeHb KOMIIETEHIMI C yKa3aHHeM 5TamoB WX (HOpPMUpPOBaHHS B MpoIEcce
OCBOEHHUs 00pa3oBaTeNbHOI mporpamMmsl (cM. 1. 6.1);
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— ONHMCaHUE IOKa3aTeNeil W KPUTEpUEB OLEHUBAHUS KOMIIETCHIMNA Ha DPa3ITUYHBIX
sTanax ux (GoOpMUpPOBaHMsI, ONMCAHKE IIKAJ OLEHUBAHUSA (CM. I1. 6.2);

— TUTIOBBIE KOHTPOJBHBIE 3a/IaHUs WIM UHBIE MaTepUallbl, HEOOXOIUMBIEC I OLIEHKU
3HAHUM, yMEHUH, HaBBIKOB M (MJHM) OIbITA JAEATEIBHOCTH, XapaKTEPU3YIOLIMX ITallbl
(dbopMHpOBaHUS KOMIIETCHLIUH B MPOLECCE OCBOSHHS 00pa30BaTENbHOW MPOrpaMMBbl (CM. II.
6.3).

3. TpeGoBaHUs K MPOXOXKICHUIO MPOMEKYTOUHON aTTectanuu (dk3amena).CTyneHT
JIOJKEH:

IIPUHUMATh yYaCTHE B CEMUHAPCKUX 3aHATHS;
CBOEBPEMEHHO U KaU€CTBEHHO BBIMOJIHATH IPAKTUYECKHE PadOThHI,
CBOEBPEMEHHO BBINIOJIHATH CAMOCTOSITEIbHBIC 3a/1aHMS;
IIPOUTH MPOMEKYTOYHOE TECTUPOBAHUE.

4. Bo BpemMs IpOMEKyTOYHOM aTTECTAIIMN UCIIOJIb3YFOTCS:

— OnaHKM OMIIETOB (YCTaHOBIIEHHOTO 00pasia);

— CIIMCOK TEOPETHUYECKHX BOIMPOCOB U 0a3a MpaKTUYECKUX 3aJaHHi, BBIHOCUMBIX Ha
JK3aMEH;

— ONMCAaHUE IIKaJl OLICHUBAHUS;

— CIIPaBOYHBIE, METOIUYECKHUE U UHBIE MAaTEPUAJIBI.

5. I OCyHIECTBIIEHUS IPOLEAYP TEKYLIETO KOHTPOJI yCIIEBAEMOCTH U IIPOMEXKYTOY -
HOM aTTecTally JUIs MHBAJIHUJIOB U JIUI] C OTPAaHMYEHHBIMH BO3MOKHOCTSMU 3/I0POBbsI (POHIBI
OLIEHOYHBIX CPEJCTB AJANTUPYIOTCS 33 CUET UCIOJIb30BAHUS CHEHMAIN3UPOBAHHOIO 000PYI0-
BaHUs JUI MHKITIO3UBHOrO oOydeHus. dopma MpoBeZeHUsT TEKyIIed M UTOrOBOM aTTecTaluu
JUISL CTYJIEHTOB-UHBAJIUOB YCTaHABIMBAETCS C YUETOM HMHAUBHUAYAIbHBIX NMCUXO(U3MUECKUX
ocoOeHHOCTeH (YCTHO, MMCBbMEHHO Ha Oymare, MUCbMEHHO Ha KOMIbIOTEpe, B (opMe TECTH-
poBanus U T.1.). [Ipy HEOOXOIMMOCTH CTYIEHTY-UHBAJIUAY NPEIOCTABISETCS JTONOTHUTEIb-
HOE BpeMs I IIOATOTOBKYU OTBETA HA DK3aMEHE.

7. HIEPEYEHb IEYATHBIX W DJIEKTPOHHBIX OBPA3OBATEJIbHBIX 1 HH®OPMAIIMOHHBIX
PECYPCOB, HEOBXOJIUMBIX JIJI51 OCBOEHUSA JUCHUITJINHBI

7.1. TleuaTHble ¥ (HWJIK) JEKTPOHHBIE 00pPa30BaTeIbLHbIE pecypehl’

1. Kynses, H. H. MndopmarionHble TEXHOJOTHH B JOKYMEHTAIMOHHOM 00ecreueHUH
ynpasieHus u apxuBHoM jiese : yueOHnuk / H. H. Kynses ; nmon penakuueit H. H. Ky-
HieBa. — Mocksa : Jloroc, 2020. — 408 c. — ISBN 978-5-98704-786-6. — TekcT : dIeK-
TpoHHbIM  // Jlamb :  3nekTpoHHO-OmOMmMoteyHas  cucrema. —  URL:
https://e.lanbook.com/book/163042 (mara oOpamenus: 05.05.2026). — Pexum no-
CTyma: JUisi aBTOPH3. MOJIb30BATEICH.

2. TlaBnoga, P. C. JlokymenranuonHoe obecrneuenue ympasienus / P. C. [laBnoBa. — 2-¢
u3n., crep. — Cankr-IlerepOypr : Jlanp, 2023. — 608 c. — ISBN 978-5-507-46443-2. —
Texct : anexkTpoHHbIN // Jlab : anekTpoHHO-OMONMoTeuyHas cuctema. — URL:
https://e.lanbook.com/book/310175 (mara ob6pamenus: 05.05.2026). — Pexum mo-
cTyna: Juis aBTOPH3. MTOJIb30BaTENCH.

3. Capamynosa, JI. H. [lokymeHTarimoHHOE 00ECTICYeHHE YIIPABICHYCCKOH IS TEIIBHOCTH
: yuebnoe nocodue / JI. H. Capanynosa, H. B. I'punkux. — Upkyrtck : UT'Y, 2023. —
124 c. — ISBN 978-5-907596-53-5. — TekcT : anekTpoHHbI // JlaHb : 2IE€KTpOHHO-

! OOGecneuenue o6yqa}0nmxc;1 HWHBAJIUAOB U JIMI C OrPpaHUYCHHBIMU BO3MOXKHOCTSAMHA 340POBbs NMECHYATHBIMU U

AJIEKTPOHHBIMH 00pa30BaTENIbHBIMU PECYpPCaMU OCYLIECTBISIETCS B (hOpMax, aalTUPOBAHHBIX K OIpPaHUYECHHSIM
UX 3JI0OPOBBS.
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oubnmoreunas cuctema. — URL: https://e.lanbook.com/book/343130 (mara obGparie-
Hus: 05.05.2026). — Pexxum mocTyma: 1 aBTOpH3. TOJIb30BaTEIICH.

4. Cenuenko, II. B. JlokyMeHTanMOHHOE OOECreYeHUE YIPABICHYECKUX PEUICHUHN :
yueonoe nocodbue / I1. B. Cenuenxo, FO. 1. Exmakos, B. E. Kupuenko. — Mockga :
TYCVYP, 2018. — 180 c. — Tekcr : anekTpoHHbii // JIaHb : 31eKTPOHHO-OMOIMOTEUHAS
cuctema. — URL: https://e.lanbook.com/book/313370 (nara obpamenus: 05.05.2026).
— Pexxum noctyma: 11 aBTOpU3. OJIB30BATEICH.

5. VYpaera, U. B. Cekperapckoe obcmyxuBanue : yueOHoe mocodue / M. B. Ypaesa. —
Tamb6o0B : TT'Y um. I'.P. [lepkaBuna, 2014. — 230 ¢. — Tekcr : anexkTpoHHbIH // Jlanb :
ANIEKTPOHHO-OMOMMoTeunast cucrema. — URL: https://e.lanbook.com/book/137588
(mata obpamenus: 05.05.2026). — PexxuM gocTyma: Uit aBTOPU3. MOJIb30BATEIICH.

7.2. UndopManoHHbIe pecypchl

7.2.1. Ilpogheccuonanvuvie 6a3vt OAHHBIX U UHPOPMAUUOHHBIE CRPABOYUHBIE CUCEMDBL

Bba3el janHbBIX:

— EnpmHoe okHO noctynma kK wuH(DOpPMANMOHHBIM pecypcaM. — Pexum pgocryma:
http://window.edu.ru;

— «KubGepnennnka» Hayunas osnektpoHHas OubOnmorexka. — Pexum nmocryma:
https://cyberleninka.ru;

— Hayunas  osnextponnHas ~ OubOmmorexka  E-library. —  Pexum  pmocryma:

https://elibrary.ru/defaultx.asp;

— HauunonanbHas snexTponHas 6ubanoreka — Pexxum nocryma:http://xn--90ax2c.xn--
plai/;

— 3OBC «Jlanp» — Pexxum noctyna:http://e.lanbook.com;

— DBbC «PykoHT» — Peskum noctymna: http://rucont.ru;

— DnexrponHas 6ubnnoreka quccepranuii PI'b — Pesxxum nocra:http://www.dslib.net.

NudpopmaniuoHHbie CIPABOYHbIE CUCTEMBbI:

I'apanr,
Koncynbrant+.

7.2.2. Pecypcovl unghopmayuonno-menekomMmyHuKkauyuonnou cemu Humepnem

http://archives.rumethodics/ — caiit ®enepanbHOro apXUBHOI'O areHTCTBA.

http://e.sekretariat.ru/ — caliT 37eKTpOHHOI Bepcuu KypHaia « ClipaBOYHUK CEKpeTaps U
oduc-MeHeKEpay.

http://www.delo-press.ru — caliT xypHasia «J[enmonpon3BOACTBO U JOKYMEHTOOOOPOT Ha
TPEIANPUITHI).

http://www.funnycong.ru/ — JIenonpou3BoaCTBO (CAliT MaTepHaioB).

http://www.kadrovik-praktik.ru — caliT MaTepraIOB 110 KaJ[pOBOMY JEJIONPOU3BOICTRY.

http://www.kdelo.ru/ — caiit xypHana «KaapoBoe aemno».

http://www.profiz.ru/sr/ — caiit )xypHana «Cekperapb-pedepeHT.

http://www.sekretariat.ru/forum/forum1/topic78 1/messages — PRO -JlenonpousBoactBo
u COJI (moptain muist pykoBoautenei ciyx0 IOY u cexperapeit Bcex ypoBHEH ).

http://www.sekretarskoe-delo.ru — caiiT )xypHana «Cekperapckoe JIemom.

http://www.top-personal.ru/officeworks — caiiT xypHaina «Jler1onpou3BoaCTBOY.
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8. METOJAUYECKHUE YKA3AHUS JIJIsSI OBYYAIOIUXCSI 10 OCBOEHUIO JUCLUIIJINHbBI

KommiekcHoe n3yueHue oOydaromuMUcs Y4eOHON TUCIUIUIMHBI «J{eT0BOM STHKET»
IIpeaIoiaraeT: OBJIaJeHUEe MaTepralaMu JIEKIIUH, y4eOHON U JOIOJIHUTENBHOMN JINTEPATYPHI,
yKa3aHHBIMH B paboyeil mporpamMme TUCIHUIUIMHBI, TBOPUECKYI0 paboTy oOyuaroluxcs B
XO0J1e MPOBEJICHNS CEMUHAPCKUX, MPAKTHUECKUX 3aHITHH, a TAKXKE BBHITIOJHEHUE 3aIaHUM IS
CaMOCTOSITENTbHOM paboThl 00yYaIOIINXCSL.

B xone nekmuil packpbIBarOTCs OCHOBHBIE BOIPOCHI B PAMKax paccMaTpUBaEeMOMN
TEMBI, JIENAI0TCS aKIEHThl Ha HauboJyiee CIOXKHBIE W WHTEPECHBIE MOJOXKEHHS H3y4yaeMoro
MaTepuaia, KOTOpbIe JOKHBI OBITh MIPUHATH 00ydYaromuMucs Bo BHUMaHue. OCHOBOU st
MOJATOTOBKHA O0YYaromerocs K CEMUHApPCKUM 3aHSATUSIM SBIISIOTCA JIEKIUW U WU3JaHUs, pe-
KOMEH/IyeMbI€ npernoaaBaTeneM (cM. 1. 6.3. TunoBbie KOHTPOJILHBIC 3a/IaHUS WJIM UHBIE MaTe-
pHalibl, HeOOXOIMMBbIE ISl OLEHKHW 3HAHWW, YMEHUMN, HaBBIKOB U (WJIM) OMBITa JEATENBHO-
CTH...).

OCHOBHOH 1ENBbI0 CEMUHAPCKHUX 3aHITHI SIBISETCS KOHTPOJb 33 CTENEHbIO YCBOCHMS
IIPONJEHHOI0 MaTepuaia U XOJOM BBIIOJHEHUS 00YYarOIIMMHKCS CaMOCTOSTENbHON paboThI,
o0cyxJieHue HanboJsee CIOKHBIX U CIIOPHBIX BOIMPOCOB B paMKax TEMbl CEMHHAPCKOTO 3aHs-
tust. [Ipu 0OcykIeHUU HA CeMUHApaxX CIOKHBIX U JIUCKYCCHOHHBIX BOIPOCOB M MPOOIIEM HC-
MOJIB3YIOTCS METOJIMKH MHTEPAKTHBHBIX (OpM OOyUEeHHS (Ouckyccus, debamwvl u m.0.), 4TO
MO3BOJISIET TTOTPYXKATh 00YYAIOIIUXCS B PEATbHYIO aTMOC(Epy AEJI0BOTO COTPYAHUYECTBA IO
pa3pelieHuto mpoodiieM, ONTUMATbHYIO JUISl BHIPAOOTKH YMEHUH U BIIaJICHU.

Jlyist ycrenrHoW TOATOTOBKH K CEMHUHAPCKUM 3aHSITHSIM OOydaromuecss B 00s3aTelb-
HOM TMOpSJKE, KPOME PEKOMEHAYEMOM K M3YUYEHUIO JUTEPATYPbl, JIEKTPOHHBIX W3JAHUN U
UHTEPHET-PECYPCOB, TOJDKHBI UCTIONB30BATh Iy OIMKAIINH 110 H3y4aeMOU TeMe B JKypHaJax:

1. Jemompou3BoncTBO: u3/. 2 pa3a B noayroaue. — M3a. ¢ 2011 r.
2. Jlenompou3BOJICTBO U JOKYMEHTOOOOPOT Ha MPEIIPUITUN: €KEMECSIUHBIN KYpHAIL. —

WNzn. ¢ 2002 .

3. VYmpasieHue nepcoHaioM: u3f. 2 pa3a B Mecsil. — M3, ¢ 1996 r.
4. IOpuanueckuil CpaBOYHHUK PYKOBOJUTENA: €XKEeMECIUHbIN )kypHai. — 3. ¢ 2002 T.

B 3aBucumocTH OT conepxkaHusl MPAKTUYECKOTO 3aHATUS MOTYT OBITh MCIOJIb30BaHbI
METOJIMKA MHTEPAKTUBHBIX (hopM oOyueHusi. OCHOBHOE OTIMYME AKTUBHBIX U UHTEPAKTHUB-
HBIX YNpPaXHEHUW W 3aJaHUM B TOM, YTO OHHM HAINpaBJIEHbI HE TOJLKO W HE CTOJIbKO Ha
3aKpEIUICHHUE YKE U3YyUEHHOT0 MaTepuala, CKOJIbKO Ha U3y4€HHE HOBOTO.

J1Jist BEITIOJTHEHUS 3aJaHU CAMOCTOSITEIBHON pa0OThl B MUCBMEHHOH opMe 1o TeMam
TUCIUIUIMHBL 00ydYaromuecs, KpoOMe PEKOMEHIYeMOU K HU3YUYEHHIO JINTEPATypbl, SJIEKTPOH-
HBIX W3JaHWA U HHTEPHET-PECYPCOB, JOJDKHBI HCIOJIb30BaTh MyOIHMKAIMHM M0 H3y4aeMOu
TE€Me U B JIPYTuX MpodeccuoHANbHBIX KXypHalax (3aJaHusl s CAaMOCTOSTENIbHON paboThHI CM.
B Paznene 5. [lepeuens yueOHO-METOIMYECKOTO 00ECTICUCHHUS JIISi CAMOCTOSTEIHPHON PabOThI
oOy4aromuxcs 1no aucuuiuingae). [lpenqycMoTpeHo npoBeneHrne KOHCYIbTAMM ¢ 00y4aromu-
MHCS B X0J/I€ U3yUEHHUS MaTeprasa JaHHOU JTUCIUTIIUHBL.

Br160op MeTo0B 00y4ueHHs Al MHBAJIUIOB U JIHI] C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH
3IIOPOBBSI OIPEETSETCS ¢ YYETOM OCOOCHHOCTEH BOCTPUATHS MMH y4eOHOW WH(pOpMAIUH,
coliepkaHusi 0Oy4eHHs, METOAMYECKOTO M MaTepuaibHO-TEXHHYECKOro obecrmeueHus. B
00pazoBaTeTbHOM TPOIIECCE MCIONB3YIOTCS COLMANBHO-aKTUBHBIE U PE(IIEKCUBHBIE METOMBI
00y4eHHUs, TEXHOJOTHH COIMOKYJIbTYPHOU peabuIUTAllMM C LETbI0 OKa3aHWUsS IMOMOIIU B
YCTAaHOBJICHUH TMOJHOIICHHBIX MEXINYHOCTHBIX OTHOIICHHUH C IPYTUMH OOYYarOIIUMUCS, CO-
3IaHUU KOM(POPTHOTO MCUXOJIOTHUECKOro KJIMMaTa B CTyI€HYECKOM rpyImie.

Taoauna 14

OueHoOYHBbIE CPEACTBA MO JUCIHHUIJIMHE C Y4eTOM BH/Ia KOHTPOJIsI
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HaunmeHnoBaHue
OLICHOYHOI'0
cpeacTBa

Kpatkas xapakrepucTnka
OLICHOYHOT'0 CPe/ICTBA

Buabl KOHTpOJIA

ATtTtecTanus B
paMKax TeKy-
IETO KOHTPOJIS

CpenctBo obecrieueHuss 00OpaTHOM CBA3M B YYEOHOM IPOILEC-
ce, (hopMa OIICHKM KadyecTBa OCBOCHHS 00pa30BaTEeIbHBIX
MporpamMM, BBITIOJNHEHH y4eOHOro miaHa u rpaduka y4eO-
HOT'O IPoIIecca B MEPHOJ O0YUCHHUS CTYACHTOB.

Texymmii
(aTTecramms)

Joxknan

CpencTBo OLIGHKHM HAaBBIKOM IYOJMYHOTO BBICTYIUICHHS IO
MPEJICTABIICHUIO TTOTyIEHHBIX PE3yJIbTaTOB PEIICHHS OIpeie-
JIEHHOW y4eOHO-TIPaKTUIECKOHN, ydeOHO-HUCCIIeT0BATEIHCKOM
WJIY HAYYHOU TEMBI.

Texymuwmii (B pam-
Kax caMOCTOSI-
TEIHHON pabOTHI
Y CEMHUHapa)

DK3aMeH

@opMBI OTYETHOCTH CTYACHTA, OIpenesieMble y4eOHBIM
TUTAaHOM. DK3aMe€H CITy’KUT JJIsl OLEHKH PabOoThl CTyNEHTa B
TE€YCHHE CPOKa O0Y4YeHHA MO AWCUUIUIMHE (MOIYJIO) U MPHU-
3BaH BBIBHTH YPOBEHb, IPOYHOCTh U CUCTEMAaTHYHOCTD TIO-
JMYYEHHBIX UM TEOPETHUYECKUX M MPAKTHUECKUX 3HAHUH, TPH-
0OpeTeHNSI HAaBBIKOB CaMOCTOSTENHLHON pabOThI, pa3BUTHA
TBOPYECKOTO MBIIUICHUS, YMEHUE CHHTE3UPOBATh IMONYYCH-
HBbIC 3HAHHUA U MPUMEHITH WX B PELICHUH MPAKTUYECKUX 3a-
Jad.

[IpomexyTouHbIi

KoucnekTsl

Bun nmucemeHHO# pa®oThI U1 3aKpenyIeHHs M IPOBEPKH 3Ha-
HUM, OCHOBaHHBII HAa YMEHUHU «CBEPTHIBATH MH(POPMAIHION,
BBLICIIATH [NIABHOE.

Texyuwmii (B pam-
Kax JICKIIMOHHBIX
3aHATHI)

Kpyrasiii cromn,
JUCKYyCCHUS

OueHouyHble CpENCTBA, IO3BOJSIONINE BKIIOYUTH 00y-
YaroIIKXCs B TPOIECcC OOCYKACHUS CIIOPHOTO BOMPOCA, MPO-
ONeMbl M OLICHUTh MX YMEHHE apryMEHTHpPOBAaTh COOCTBEH-
HYIO TOUKY 3pCHUSL.

Texymruii (B pam-
Kax CeMUHapa)

[TpakTuyeckas
pabora

OneHo4HOE CPEACTBO Ul 3aKPEMICHHUs] TEOPETUYECKUX 3Ha-
HUI 1 OTpabOTKM HABBIKOB M YMEHUI, CIOCOOHOCTH MpUMeE-
HATbH 3HAHMS [IPY PELIEHUU KOHKPETHBIX 3a/a4.

Texyumii (B pam-
Kax  TpakTu4e-
CKOTO  3aHATHS,
cam. paboThI)

Pedepar

[Ipogykr camocrosiTenbHOW pabOTHI CTYAEHTAa, IMPEACTaB-
JISTIOIIANA COOOM KpaTKOe M3JI0KEHNE B TUCHMEHHOM BHUJIE T10-
JyYEHHBIX Pe3yJIbTaTOB TEOPETHUUECKOI'O aHAN3a ONPEAeIIeH -
HOW Hay4yHOU (y4eOHO-MCCIIeOBATENHLCKOM) TEMBI, T/Ie aBTOP
PacKpBIBAaET CYTh HCCIEIyeMOW MPOOJIEMBI, TIPUBOIUT pa3-
JIMYHBIC TOYKU 3pCHUSA, OCHOBBIBAACH, MHNPEKAC BCECro, Ha
M3YUYEHUU 3HAYUTEIBHOTO KOJIMYECTBA HAYYHOM U MHOU Ju-
TepaTtypbl MO0 TeME HCCIEIOBAaHMSA, a TaKXKe COOCTBEHHBIC
B3TJIs11bI HA HEC.

Texymmii (B pam-
Kax caMm. paboThI)

Cemunap

OnuH U3 OCHOBHBIX METO/IOB 00CYKICHUSI yUeOHOTO MaTepH-
aJyla ¥ THCTPYMEHTA OILIEHKU CTETeHH ero ycBoeHus. CeMuHa-
pBI TIPOBOJATCS TI0 HamboJiee CIIOKHBIM BOIIpOcaM (Temawm,
pasaenam) ydeOHOW MpPOrpaMMbI C IICNIBI0  YIITyOJEHHOTO
W3YYCHUS JUCHUIUIMHBI, TPUBUTUS CTYACHTAM HAaBBIKOB
CaMOCTOSATEIHLHOTO TIONCKa M aHan3a HHpopManuu, GopMu-
pOBaHHA U Pa3BUTHA HAYYHOT'O MBIIUICHUSA, YMCHUSA aKTUBHO
y4acTBOBAaTh B TBOPYECKOW JMCKYCCUH, [IENIaTh BBIBOJIBI,
apryMEHTHUPOBAHO M3J1araTh U OTCTAMBATh CBOE MHEHHE.

Texymmi

Tect

CucremMa CTaHIAPTU3UPOBAHHBIX 3aJaHUM, I03BOJISIONIAS
aBTOMAaTU3UPOBATh MPOLEYPY U3MEPEHUS YPOBHS 3HAHUM U
yMEHHUH 00yJaromerocs.

ITpomexxyTouHbBIN
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9. ONMUCAHUE MATEPUAJIbHO-TEXHUYECKOI'O OBECIIEYEHU S, HEOBXOJIUMOT'O ISl
OCYHIECTBJIEHUS OBPA3OBATEJIBHOI'O ITPOLECCA 110 JUCIUIIJIMHE

Y4eOHbIe ayIUTOPUU /ISl TIPOBEACHUS YICOHBIX 3aHATHH MO TUCIUILUIMHE OCHAIICHBI
obopynoBanuem (ydeOHass MeOeNb) U TEXHHUYECKUMU CPEJICTBAMH 00y4YeHHUs (KOMITBIOTEpHAS
TEXHUKA, MyJIbTUMEIUITHOE 000pyA0BaHUE, TPOBOAHOM UHTEPHET).

3ajanne 1Mo caMoCTOATEIbHOM paboTe Ne 7, 3aaHue mpakTHudecKoi padboTel Ne 7 BbI-
MOJTHSIOTCA B (pOpME MPaKTUYECKOW MOATOTOBKH Ha 0a3e NekaHara (akyinbTeTa JOKYMEH-
TaabHBIX KOMMYHHKaUid U TypusMa GI'BOY BO «YenssOuMHCKUN TOCyIapCTBEHHBIN HHCTH -
TYT KYJbTYPBIL.

[TomereHust A1 CaMOCTOSITENILHON pabOThl O0YYaIOUIUXCS OCHAIIEHbl KOMIIbIOTEp-
HOW TEXHUKOUW ¢ BO3MOXKHOCTBIO MOAKIIOUCHHS K ceTH «IHTepHeT» 1 00eCIeueHbl JOCTYIIOM
B QJIEKTPOHHYIO HH(OPMALIMOHHO-00pa30BaTENbHYIO CpEy HHCTUTYTA.

JIuneH3MOHHOE ¥ CBOOOJHO paclpoCTpaHseMOe MpOrpaMMHOE OOecleYeHue:
Microsoft Windows, Microsoft Office 2007, Adobe Reader 9.0, Adobe Acrobat Pro 9.0, Fine
Reader 10.0, 7zip, Google Chrome, Internet Explorer.
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JINCT UBMEHEHHUI B PABOUYYIO IIPOTPAMMY JUCIHUATIIMHbBI

B pabouyio mporpamMmy TUCHMIUIMHBI BHECEHBI CIEAYIOIINE W3MEHEHHS M JIOTIOIHE-

HUS:
Yueo- PexpusuTeI Homep pazneaa, Conep:xxaHue u3MeHeHHH U J10-
HBII roj "POTOKOTA noapasaeia MOJTHEHHU I
Y4yeHoro cosera
2023/24 | mpotokonr Ne 8§ ot | 6.4. JlononHen pa3zaen
29.05.2023
2024/25 nporokosn Ne 11 ot | 7.1. JIOTI0JIHEHBI CTIUCKU JTUTEPATyPhI
27.05.2024 7.2.
2025/26 mpotokon Ne 8 or | P.8,P.9 JlopaboTtaHbl
26.05.2025
2026/27 mpotokoa Ne 10 ot be3 nzamenenmit
25.05.2026
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YyebOHoe u3anue

ABTOpP-COCTaBUTETH
Haranps MuxaiinoBHa 3anekuHa

OPI'AHM3AIIUA CEKPETAPCKOI'O OBCJIY KUBAHUA
PaGouasi nporpaMma JuCHMIIHHBI
IIporpamma GakanaBpuara
«/lokymeHTaniuOHHOE 00ecnieyeHUe YIIPABJICHUD)
10 HANPABJIEHUIO MIOATOTOBKHU

46.03.02 loxymeHTOBeleHHEe 1 apXUBOBe/IeHUE

KBanuduxkanus: 6akanasp

[lewaTaeTrcst B aBTOPCKOM pelaKuu

IToonucaHo K neuamu
dopmam 60x84/16 Ob6vem 4,6 n. 1.
3akas Tupaosc 100

YestOMHCKU rOCy IapCTBEHHBINH HHCTUTYT KYJIBTYPBI
454091, Yensbunck, yi. OpmkoHukuase, 36-a

Otneuarano B Tunorpadun YI'MK. Puzorpad
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	Тема 4. Нормативно-методические документы, регламентирующие деятельность секретаря. Правовая основа секретарской деятельности (Конституция РФ, Гражданский кодекс РФ, трудовое законодательство, Кодекс РФ об административных нарушениях, основы законодательства об охране труда, законы РФ об организациях с различной формой собственности). Локальная регламентация должностных обязанностей секретаря (Устав. Положение, структура и штатная численность, штатное расписание, Положение о персонале, Коллективный договор, Положения о структурных подразделениях, Трудовой договор (контракт), должностная инструкция). Порядок и особенности разработки должностных инструкций секретарей различных категорий.
	Тема 5. Организация рабочего места секретаря. Понятия «рабочее место», «организация рабочего места», «рациональная организация рабочих мест». Основные требования, предъявляемые к рациональной планировки рабочего места, характеристика мебели и оборудования, технических средств, оргтехники, канцелярских принадлежностей, специальная литература, продукты и напитки, аптечка, предметы личной необходимости. Условия труда: документы по охране труда и технике безопасности, освещенность рабочего места, шум, температура воздуха.

	2. Использование обучающимся нескольких источников (статей, монографий, справочной и другой литературы) для раскрытия избранной темы.
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