





1. OBJIACTb IPUMEHEHUSA 1 MECTO JUCHUIIJIMHBI B YYHEBHOM ITPOLTECCE

VYyebnas gucruminHa «OpraHu3alMoOHHO-I0KYMEHTAITMOHHOE 00CCIICUCHHE NeSITeIbHOCTH
PYKOBOJUTEIISD» SIBIASETCS YACTHMUHO MPAKTUKO-OPUEHTUPOBAHHOMN JIUCUUILIMHON M OTHOCHUTCS K

BapHaTUBHOM dYacTu 00pazoBaTeNbHON

nporpammbl.  Jli  W3ydeHHWss JaHHOW — ydeOHOM

JUCHUTUTMHBI HEOOXOIUMBI 3HaHUS U YMEHHUsA, (HOpMUpyeMble MPEIIIECTBYIOUIMMH JTUCIUILTHHAMA
— JloxymeHnToBeznenue, JlenoBoe nucbmo, JlenoBoe oOmieHue B ynpaBieHHHM, MeEHEIKMEHT B
UH(POPMALMOHHO-TOKYMEHTALIMOHHOW JIeSITeIbHOCTA. 3HAHUS W YMEHHs, INOJYYECHHBIE B XOJ€
U3y4eHMs] JUCLUIUIMHBL «OpraHu3alloHHO-I0KyMEHTAlUOHHOE OOecreueHre MAeATelIbHOCTU
PYKOBOIMTENSA» SBISIOTCS OCHOBOW ISl M3Y4YEHMsI IOCIEAYIOUIMX JUCUUIUIMH: TeXHu4yeckoe

pPEAAKTUPOBAHUE U HHSafIH JOKYMCHTOB;

KBaJTM(PHKAIIMOHHOH paboTHI.

HUCIIOJIB3YIOTCA  IIpU  HAIIMCAHHU BBIHYCKHOﬁ

2. CTPYKTYPA JUCHHUIIJINHBI

XapakTepucTuka yueOHOU JUCIUILTUHBI

dopma 00ydeHust

OuHas 3aouHasn

Hanpasnenne noarotoBku

46.03.02 JIokyMEeHTOBEIEHUE U apXUBOBEICHUE

[Tpoduns JlokyMeHTOBeIeHHE U apXUBOBE/ICHUE
OO6pazoBarenbHasi MporpaMma bakanaBpuar
Kpanuduxanus AkazieMuyeckuil 0akajiaBp
KonnuecTBo copepkateabHbIX MOTYJIEH U TeM 1 (10)

Jucuurmna 6a30Boii / BapuaTHBHON YacTh
00pa30BaTeIbHONW IPOTrPaAMMBI

BapuarusHoi yactu

@DopMBbI KOHTPOJIS

1 MOAYbHBINA KOHTPOJIb,
1 sx3ameH B 6-M cemecTpe A 04HOM (POpMBI
o0yueHwust, Ha 3 Kypce i 3a09HON ()OpMBI 00yUECHHS

I'ox moaAroTOBKU 3 3
Cemectp 6 x
KonngecTBo 3a4eTHBIX €IMHMI] 4 4
KonnuecTBo 4yacoB BCero 144 144
B T.4..
- JICKIIMOHHBIX 32 6
- IPaKTUYECKNUX MJIM CEMHUHAPCKUX 32 6
- 1a00paTOPHBIX x X
- CaMOCTOSITEIbHON pabOThI 80 132
B T.4. MHIAWMBUJIYAJIbHOC 3aJaHUEC X X
HenenbHoe KOJIMYECTBO 4acoOB 9 x
B T. 4.. - AyJIUTOPHBIX 4 x
- CAMOCTOSATEJIbHOM padOoThI CTYJIEeHTa 5 x

3. OIMCAHHUE JUCHUIIJIMHBI

Heab u3ydyenuss IMCUMIVIMHBI  «OpPraHu3anMOHHO-IOKYMEHTALMOHHOE olecredyeHue
JAeSITeIbHOCTH PYKOBOAMTENs» - TOJIy4eHHE CTYACHTAMH NpPEACTAaBICHUH 00 OCHOBHBIX
IPUHIIMIIAX OpraHMu3alli OpPraHU3allMOHHO-TOKYMEHTAIMOHHOTO oO0ecreyeHusl AesITeNbHOCTU
PYKOBOJUTENS: OpraHu3anuu O(UCHONW paboThl, B3aMMOOTHOLIEHHH C pPYKOBOJHUTEIEM H
COTPYIHUKAMHU, METOJUKHU pabOTHI C UICTOYHUKAMU WH(OpMaLIUU.

3agaun:

— IpocienTh  (POpPMHUPOBAHUE

ACATCIIBHOCTH,

COBPEMEHHBIX TpeOOBaHUH K  CEKpeTapcKoi
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- paccMOTpeTh POJIb CEKPETApCKOTO TMEepPCOHANIa Pa3HBIX KATETOPHH B COBPEMEHHOM
yIPaBJICHYECKOM aIllapare;

— O3HAaKOMHUTH CTYJCHTOB C OCHOBAaMHU OPraHU3allMOHHOTO M JOKYMEHTAI[MOHHOTO
oOecrnieueHus JesTEIbHOCTH PYKOBOAUTEIIS.

TpebGoBanus k pe3yjbTaTamM OCBOEHHMS AUCUMIIMHBI: [Ipornecc u3yueHus TUCIUILINHBI
«Opranu3anoHHO-I0KYMEHTAIIMOHHOE O0ECIIeYeHNUE JESITeIbHOCTH PYKOBOAMUTENS» HAlpaBieH
Ha (OPMHUPOBAHKE JEMEHTOB CIEAYIOMUX KommeTeHIui B cootBeTcTBUU ¢ ®I'OC BO PD, 'OC
BO JIHP (mpoekT) no HampasiaeHuto noaroroBku 46.03.02 JlokyMeHTOBEICHUE U apXHUBOBEICHUE U
OCHOBHOI1 IpodheccCoHaIbHOM 00pa3oBaTeNbHON MPOrPaMMBbI BBICIIETO 00pa30BaHUs HANIPaBICHUS
noarotoBku 46.03.02 JlokymeHTOBeneHHE U apxuBoBeneHHE, npoduist: «/lokymMeHToBeneHue u

APXHUBOBCIACHUC) .

Ilpogpeccuonanvnvie komnemenyuu (11K):

[1K-1

CriocobeH ocynecTBIATh OPraHU3alMOHHOE, JOKYMEHTAIIHOHHOE 1
nH(pOpMallMOHHOE 00ecrieueHue AeATeIbHOCTA PYKOBOAUTENS OPraHU3al|H

NuaukaTopsl AOCTHKEHHS KOMIeTeHUMIi U pe3yibTaTbl 00yueHusi. [loctmxeHue
KOMITETCHIIMI OLIEHUBACTCS HA OCHOBE TAKWUX MHIAMKATOPOB U COOTBETCTBYIOIIUX MM PE3YJbTAaTOB

o0Oy4eHus:
IIpodeccnonanbubie
HNupukatopbl Pe3yabTaTbl 00y4eHust
KOMIIeTeHIMH
3HaeT MPUHIMIBI PAlHOHATBHOTO IUIAHUPOBAHUS
pabouero BpPEMCHHU B COOTBETCTBUU C
T1IK-1.1-1. JTOJKHOCTHBIMU O0SI3aHHOCTAMA
OcCy11€ecTBISET 3HaeT BUABI pabOT PYKOBOAMTENS, 0OCITyKHBaeMbIe
y
IK-1. Cniocoben OpPraHM3allHOHHOE | CEKPETapeM
OCYIICCTBILATE obecreuenye Vmeer OpraHH30BbIBATH pabounuit JieHb
OpraHH3alHOHHOC, NEeATENLHOCTH PYKOBOIMTETIS
AOKYMEHTALHOHHOS 1 PYKOBOIUTEIS YMeeT BecTH IpHeM IOCETUTENEH
WHPOPMAITUOHH
¢)60 PMAIlHOHHOC YMeeT IaHUpOBaTh U OPTaHU30BLIBATH COBEIAHMS,
o0ecrieueHue
MIPUEMBI, BRICTABKH, MIEPETOBOPHI, KOMaHIMPOBKH
eSITeTIbHOCTH
. 3Haer npaBwia OQOPMICHHMSA  Ppa3HBIX  BUAOB
PyKOBOAMTENS [K-1.1-2.
OpraHu3alnuu OcyiiecTBiager AOKYMCHTOB
10K B}/IieHTaI_II/IOHHOG 3HaeT npaBuiia 00pabOTKU KOPPECTIOHICHIINN
. Y Ymeer odopMIATh, COCTaBIATH, AHATM3UPOBATH
[podeccrnonanbHbIi COIIPOBOXICHHE
cranapr 07.002 eSITEBHOCTH JIOKYMEHTBI 110 33JaHUI0 PYKOBOIUTEJIS
i YMeeT BeCTH NPHEM, PErHCTPALINIO, PACCHUIK eT
«Crienuanuct 1o PYKOBOIUTEIA XpateHe KOppIe)CHOI:IzI[)eHanp LHIO, P Y, YUET,
OPTaHU3alMOHHOMY U 3
JIOKYMEHTAIHOHHOMY HaeT HWCTOYHUKH H  (QOpPMBI  TIpEICTaBICHHS
P — IK-1.1-3. nH(pOpMaITUU
yIIpaBJieHus [HonnepxuBaet 3HaeT MH(OPMALMOHHBIE CHUCTEMBI, HMPUMEHSEMbIE
opranmzanmeii, C WH(POPMAIHOHHOE | IPU CONPOBOXKIICHHUH JICATEILHOCTH PYKOBOIUTEIS
b
CONPOBOXKJICHHE YMeeT npoBoIUTE COOp M aHAMHU3 MHPOPMAIMH IS
JeSITEIbHOCTH PYKOBOJHTEIS
PYKOBOAMTEIIA YMeeT ncnonb30BaTh MHOOPMAIIMOHHBIE CHCTEMBI B
po(heCCHOHAIBHOMN IeSTEIbHOCTH

4. ®OPMBI OPTAHU3ALIMM YYEBHOT'O ITPOLIECCA U COJEPKAHUE
TUCIATITAHBI

JucuuIummHaa

«OpFaHI/ISaI_II/IOHHO-,I[OI(YMGHTaL[I/IOHHOC

o0ecrieueHne NEATEIIbHOCTH

PYKOBOAMTENS» IpeaycMaTpUBaeT cieayromue GopMbl OpraHu3aluy yueOHoro mpoliecca: JIEKIHH,
MPAKTUYECKHE 3aHITHS, CAMOCTOSITeNIbHASL PadoTa CTyIeHTA.
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Marepuan =~ u3maraercsi C  HCIOJb30BaHUEM  OOBSICHUTEIHHO-WLTIOCTPATHUBHBIX,
IBPUCTHYECKUX M MCCIENOBATEIbCKUX METOAOB IpenojasaHus. IIpu mposeneHum nexuuil ams
o0Cy)XJieHUsl MaTepuajla IMIMPOKO HCIIOJIB3YIOTCS MYJIbTUMEIUITHBIE MPE3EHTAllMH, CIIELHAIbHOE
obopyoBaHue.

B yue6HOM mpoliecce MIMPOKO TNPUMEHSIOTCS AKTUBHBIE M HMHTEPAKTUBHBIE (POPMBI
IpOBE/IeHUs 3aHATUH (pa300p KOHKPETHBIX CUTYyalluH, BBINOJIHEHHE 3aJaHUN 10 COCTABJICHUIO U
o(popMIICHHIO JOKYMEHTOB, JWCKYCCHs, IOJIEMHKA), BHEAyIUTOpPHAas CaMOCTOsITeNbHas padorta,
0aJUIbHO-PEUTHHIOBasl CUCTEMA OLIEHKU YCIEBAEMOCTH, JIMYHOCTHO-OPUEHTHUPOBAHHOE OOyuYeHHE,
npobiaemMHoe oOydeHue.

IIpenycMOTpeHO HCIOIB30BaHUE B Y4EOHOM IIPOLIECCE MHTEPHET-PECYPCOB IO JAHHOMY
KypCy ISl pELICHUs] TPAKTUIECKUX 3a1aHHH, IPOBEICHHs Ja00paTOPHBIX 3aHATHIA.

CamocrodrenbHas paboTa CTYIEHTOB IpelyCMaTPUBAeT BBIINOJIHEHUE WHIMBHyalbHbBIX
3aJaHii, TOATOTOBKY K TMPAKTHYECKHUM 3aHATUSAM, H3Y4YeHHUE YUEOHOH M METOAMYECKOU
JUTEPATypBhl, COCTABICHUE KOHCIIEKTOB, 3aIIUTa IIPE3EHTALlUi U JOKJIaJOB.

TemaTuuyeckuii niian «OpraHu3aluOHHO-T0KYMEHTALIMOHHOE o0ecneyeHue 1eATeJIbHOCTH

PYKOBOJUTEJIS»

Tembl

Bonpocsl Tembl

2

Cooepircamenvuwlit Modys 1.

1. Vctopust pa3BuTus
CEKPETapCKOH eATeIbHOCTH

1.1.9Bomronus cekpeTapcko-pedepeHTCKOro aena.
1.2.9rtamnbl pa3BuTHs cekpeTapckoi ciyx0sl pu Iletpe L.
1.3.0Tansl pa3BUTHS CEKPETAPCKOM CITY>KOBI BO BpEMEHa
Exarepunsr 11

1.4.3navenue npodeccun cexperaps B Hauane XIX Beka.
1.5.Cekperapckas ciayx0a nocie oKTsIOpbCKOTro nepeBopoTa
1917 ropa.

2. 3HaYeHHE U POJIh
CEKpeTapcKoro nepcoHasa B
CTPYKTYpE
JOKYMEHTAI[HOHHOTO
oOecrnieyeHusl yrpaBieHUs

2.1.Poib cexpeTapcKoro rnepcoHaia B CTpYKType
JIOKYMEHTAIlMOHHOT0 oOecrnieueHus ynpasinenus. Kareropun
CEKPEeTapCcKOro rnepcoHala.

2.2.]lenoBbIe U TMYHBIC Ka4eCTBa CEKpeTapsl.
2.3.00513aHHOCTH CEKpeTaps MO JOKYMEHTAIHOHHOMY
00CITyXKUBAHUIO.

2.4.006513aHHOCTH CceKpeTaps Mo 6e310KyMEHTHOMY
00CITy>)KMBaHUIO.

3. HopmaruBHO-TIpaBoBOE
peryIupoBaHHE AEATEIbHOCTH
cekperaps

3.1.00mas xapakTepucTUKa 3aKOHOAATEIBHBIX W JPYTUX
HOPMAaTHBHO-TIPABOBBIX aKTOB, HOPMAaTHBHO-METOINIECKUX
JIOKYMEHTOB, KOTOpBIE PErYJIUPYIOT AEATEIbHOCTh CEKpeTaps.
3.2.006ecrnieyeHre NpaBoBOM IPAMOTHOCTH CEKpeTaps.
3.3.PernmamenTanusi IesiTeIbHOCTH CEKpeTapsl.

4. TpyaoycTpoicTBO 1
ajanTtanus K padbore
CEKPETapCKOro mepcoHaa

4.1.Opranu3anus u NpoBeaeHue MpodheccuoHaILHOTO 0TO0pa
CEKpEeTapCcKoro rnepcoHaa.

4.2.CoBpeMeHHBbIE CIIOCOOBI TPYI0YCTPONUCTBA HA JOJKHOCTh
CeKpeTapsl.

4.3.PexoMeH a1y 1Mo MOBEICHHUIO MPETEHACHTA TIPH
TPYAOYCTPOICTBE Ha JOHKHOCTD CEKpeTaps.

4.4.Anantainus K paboTe ceKkperaps.

5. OnTuMalnbHbIe yCIOBUS
paboTHI CeKpeTaps

5.1.PanronanpHOE IJIAHUPOBAaHUE PabOYero MeCTa CEKpeTaps.
OproHomuueckre TpeGoBaHMUsL.

5.2. CaHUTAapHO-TUTHEHUYECKHE U ICTETUYECKHE YCIOBUS
Tpyaa. Pexxum Tpyna u oTasixa.

5.3.0pranm3anus paboyero MecTa pyKOBOJIUTEIISI.




6. OpranuzanuoHHas 1 6.1.0Opranu3anus NpoBeICHUS COBEIAHUH.
nH(popManmoHHas moanepkKa | 6.2.YyacTue cekperapsi B TOATOTOBKE BHICTABKH.

OIEPATUBHOM JESITEIbHOCTH 6.3.YudacTue cexkperaps B OpraHHU3alUy 1EPErOBOPOB.
pyKoBoAMTENS * 6.4.0co0eHHOCTH OpTraHU3aINH [IEPETOBOPOB C MHOCTPAHHBIMU
TOCTSIMHU.

6.5. Yuacrue cekperapsi B OpraHU3aluH ACIOBBIX IPUEMOB.
6.6. Opranu3anyst ¥ MPOBEICHHE JEIOBBIX ITOC30K
PYKOBOJIUTEIIS.

6.7.0cobeHHOCTH Tene(OHHOTO JEIOBOr0 O0IIeHHs B padoTe
cekperapsi. Pabora ¢ TenedoHorpaMmamu.

7. Opranu3zanus u 7.1.0pranuzanus paboyero BpeMeHU ceKpeTapsi.

IUTaHUPOBAHKE PaboYero 7.2.IlnanupoBaHyre BpEMEHHU 110 METOAY AJIBITHI.

BPEMEHU CEKpeTaps. 7.3.IlnanupoBanue Bpemenu no npuHmumy [lapero.

YnpasneHnue BpeMeHeM * 7.4 .1lnanupoBanue BpeMeHu 1o cucreme dOpankinna.
7.5.Yupasnenue pabouuM BpEeMEHEM 10 MaTPHUIIS
DifzeHxayapa.

8. Opranu3zanus npuema 8.1.001m11e BOIpoCkl OpraHu3alyy MpreMa OoCeTUTEIICH.

noceTuTenen * 8.2.IIpuem COTpYAHHUKOB MO TEKYIIUM BOIIPOCAM.

8.3.ITpuem paGbOTHUKOB IO JIMYHBIM BOIIPOCAM.
8.4.Tlpuem noceTuTeneil U3 APyrux OpraHu3aui.
8.5.IIpuem rpakad Mo JHYHBIM BOIIPOCAM.
8.6.IIpuem He3arIaHUPOBAHHBIX MTOCETUTENCH.

9. Anamutnueckue pynkuuu | 9.1.Pabota cexperaps mo coopy uHpopMaIuu.

cekperaps * 9.2.0cobenHoCTH PabOTHI cEKpeTaps ¢ HH(opMaIuen s
PYKOBOJIUTEIIS.
9.3.IToxroToBKa BBICTYILICHUH pyKoBoauTeNsl. ClIMUpaiTHHT.
10. JlemoBO# MpOTOKOI U 10.1.ITcuxonoruvyeckre acreKThl paboThl CEKpeTaps.
STHKET B pabore B3auMOOTHOIIICHNUS C pYKOBOJIUTENIEM U KOJIJICTAMH.

PYKOBOJUTEIIS U CEKpeTapss * | B3aMMOOTHOIICHHSI C TTIOCETUTEIISIMH.
10.2. Mk cexperapsi.
10.3.I1paBusna 1e70BOT0 ATHKETA.

11. [lenoBas mepemnucka B 11.1.0cobenHOCTH IEN0BOI MTEPENUCKU B pabOTe CEKpeTapsl.
paboTe pyKOBOAUTENS U 11.2. BeneHue 2JIEKTPOHHOMU JCITOBOM TTEPETTHCKH.
cekperapst *

*— MMPAKTUKO-OPUCHTUPOBAHHBIC TCMBbI.
falale BOIIPOCHI, BBIHOCUMBIC Ha CAMOCTOATCIIBHOC U3YUCHUC.

Crpykrypa mucuunanabl «OpraHu3anioHHO-I0KYMEHTANMOHHOE o0ecneyeHue
NAeATeJJbHOCTH PYKOBOANTEJIS» 10 BUAAM y4eOHOM AeATeJbHOCTH

KoJsmdecTBo yacos
Ounas ¢popma 3aounas ¢popma
o0yuyeHust 00yueHust
B T.U. B T.U.
Ha3spanus coaepskaTeJbHbIX MOLYJICH U - -
< <
TEM g E g E
S |3 S | 3
Q = Q =)
2|z 2|z
S = = =
o = E Q g o =~ E [} cg
= = 1 2 5 = = = e 5
o i < =S o > < =&
Q (] o S < Q [ [ S =
m = E |0 al m = = O o
CoaepskaTeJbHbIH MOAYIb 1.
Tema 1. Vcropus passutus cekperapcekoir | 11 2 2 7 13 1 05| 05 12
JEATENIbHOCTH




Tema 2. 3HauyeHue u poib cekperapckoro | 11 2 2 7 13 | 05| 05 12
HIepCOHANA B CTPYKTYpE
JOKYMEHTALIMOHHOTO 00eCIIeueHNMsI

yIpaBIICHUS

Tema 3. HopmaTtuBHO-IIpaBoBOE 11 2 2 7 13 105 | 05 12
PEryJIMPOBAHKE ICSITEILHOCTH CEKPETapsI

Tema 4. TpynoycrpoiictBo 1 agantaiust K | 16 4 4 8 13 105 | 05 12
paboTe CEeKpPeTapCKOoro nepcoHaa

Tema 5. OnTuMabHbIC YCITOBHUS PAOOTHI 11 2 2 7 13 | 05| 05 12
ceKperapst

Tema 6. OpranuzaiuoHHas u 20 6 6 8 14 1 1 12

nH(OpPMAITOHHAS TIOIICPIKKA
OIEPATHBHOU JCATEITHHOCTH
PYKOBOJUTEIS™

Tema 7. Opranuszanys 1 IIaHUPOBaHHUE 12 2 2 8 13 | 05| 05 12
pabouero BpeMeHH cekpeTapsi.
YnpasieHue BpemeHeM™

Tema 8. Opranuzanus nprema 15 4 4 7 13 | 05| 05 12
MIOCETUTENeH™

Tema 9. Anamuruyeckue QyHKIUH 15 4 4 7 13 | 05| 05 12
ceKkperaps™

Tema 10. JlenoBoii MPOTOKOI ¥ STUKET B 11 2 2 7 13 1 05| 05 12
paboTe PYKOBOIMTEIISI U CEKpETaps™

Tema 11. /lenoBas nepenwcka B padore 11 2 2 7 13 1 05| 05 12
PYKOBOJUTEIIS U CEKpeTaps™

Hroro no conep:xkaresbnomy moaymo 1 | 144 | 32 32 80 144 6 6 132
Bcero yacos 144 | 32 32 80 144 6 6 132

5. TEMATHKA JIEKIIAOHHBIX, MTPAKTUYECKHNX W JIABOPATOPHBIX 3AHATHI

TeMbl TeKIIMOHHBIX 3AHATHI

No Koau4yecTBo yacon
n/n
Ha3zeanue memui Ounas 3aouHas
¢opma ¢popma
1 [Mcropus pa3BUTHS CEKPETAPCKOM EATEIHHOCTH 2 0.5
2 |3HaueHHE U PpOJb CEKPETAapCKOro IMepcoHala B CTPYKType 2 0,5
TOKYMEHTAIMOHHOTO 00eCTIeYeHHs yIIpaBIeHUs
3 |[HopmaTuBHO-TIpaBOBOE peryJinpoBaHUe AeSITEIbHOCTH CEKpeTaps 2 0.5
4 [TpymoyctpoiicTBO H ajantanmust K paboTe CeKpeTapcKoro 4 0,5
nepcoHaia
5 |OnTtumaneHbIe yCnoBHsS pabOThI ceKpeTaps 2 0.5
6 |Opranuzanuonnas u nHGOPMAITMOHHAS TTOICPKKa OITePaTHBHON 6 1

ACATCIIbBHOCTH PYKOBOJAUTCIIA

7 |Opranuzanusi ¥ IUTaHHPOBaHHE pabOYero BPEMEHU CeKpeTaps. 2 0,5
YIpaBiieHnEe BpeMEHEM

8 |Opranusanus nmpuemMa rnocetTutenei 4 0,5

9 |AHanuTuueckue GyHKLIUHU CEKpeTaps 4 0,5




10 |IenmoBoif MPOTOKON M OSTHKET B pabOTe PYKOBOIUTEIS U 2 0.5
cekperapst

11 |[JenoBas mepenucka B paboTe pyKOBOIUTENS U CEKpeTaps 2 0,5
BCETO 32 6

TekcThI TEKIUH TPUBEICHBI B TUCTAHIIMOHHOM Kypce Ha tardgopme Moodle yHuBepcutera
«OCO  Opranuzamust  cekperapckoro  obcmyxuBanus (Mamenko)»  http://dl-test.donnu-
support.ru/course/view.php?id=137

TeMbl NPAKTHYCCKUX 3aAHATHH

No KounyecTBO 4acon
n/n
Ha3zeanue memui Ounasn 3aounasn
¢opma dopma
1 |Ucropus pa3BUTHS CEKPETAPCKOM NESTEIBHOCTH 2 0,5
2 |3HaueHHE W PpOJb CEKPETAapCKOro IMepcoHala B CTPYKTYpe 2 0,5
TOKYMEHTAIMOHHOTO 00ECTICYeHHS yIIPaBICHHUS
3 |HopmaTuBHO-IIpaBOBOE peTyIMPOBAaHHE JACATEIBHOCTH CEKpeTaps 2 0.5
4 |TpynoycTpoiicTBO ¥ ajanTamuss K paboTe CEeKpPeTapcKoro 4 05
nepcoHaia
5 |OnTtumaneHble ycioBHUs pabOThI ceKpeTaps 2 0,5
6 |Opranuzanuonnas u HHGOPMAMOHHAS TIOICPKKA OTIEPATHBHON 6 1
NIeATEIbHOCTH PYKOBOIUTEIIS
7 |Opranuzanus ¥ IUIaHUPOBAaHUE PaOOYEro BPEMEHM CEKpeTaps. 2 0.5
YIpaBieHue BpeMeHeM
8 |Opranusarnms mpuema rmoceTuTenei 4 0,5
9 |AHanuTuyeckue GyHKLIUU CEKpeTaps 4 0,5
10 |[denoBoil MNPOTOKON U OSTHUKET B paboTe pYKOBOIUTENS U 2 0,5
cexperaps
11 |/lenoBas mepenucka B paboTe pyKOBOAUTEIS U CEKpeTapsi 2 0.5
BCEI'O 32 6

[Tnanb! (MpakTUYECKUX, CEMUHAPCKUX) 3aHATHH ¢ yKa3aHUEM paccMaTpHUBAEMbIX BOIIPOCOB
U BBIOJNHSAEMBIX 33/IaHMi TpPUBENEHBI B IUCTAHIMOHHOM Kypce Ha muiatdopme Moodle
yauBepcutera «OCO Opranuzanus cekperapckoro o6cmyxkuBanus (Mamenko)» http://dl-
test.donnu-support.ru/course/view.php?id=137

6. OPTAHM3AIIUA CAMOCTOATEJBbHOM PABOTHI CTYJIEHTOB

CamocrodarenbHas paboTa MMeeT OCOOCHHOE 3Ha4YeHHE JJIsi KPEaTHBHOTO (TBOPUECKOTO)
YCBOEHHUS OCHOBHBIX MOHSATHM M Karteropuil AaucuuriinHbl. CaMocTosiTenbHas paboTa CTyAeHTa
ABISIETC BaXHOM (hopMoii ydeOHOro mpolecca, KOTopas IO3BOJSIET MPHOOpEecTH, a TaKke
3aKpEeNUTh HOBBIE 3HAHMS, HaBBIKU U YMEHHS, CPOPMUPOBATH JTUYHbIE YOEXKIEHUS, UCIIOIb30BaTh
IIOJIyYEHHBIE 3HAHUS W YMEHHUS B IIPAKTHUECKON JesATenbHOCTH. OHa OCYIIECTBISAETCS Ha
IPOTSKEHUH BCETo Mpolecca 00yueHHsl U UMEET CIEAYIOIINE CTaJUH:

1) mnepBUYHOE O3HAKOMJICHHE C MaTepHaaMy JICKIHI U COCTaBJICHUE KOHCIIEKTA JICKIIHH;

2) W3ydYeHHE M YCBOCHHE JICKIIMOHHOTO MaTepHraa,;

3) camocTosTeNbHas MPOPadOTKa JIUTEPATYPHBIX UCTOUYHUKOB M 00OOIIECHHE M3YYEHHOTO



MarepHaa;

4) TOArOTOBKA K MPAKTUYCCKUM 3aHSATHSIIM;
5) wuHaMBUAYyanbHAs paboTa 10 3aJaHUI0 TPEIIOIaBaTelIs.

KoHTponbHbIMU  (pOpMaMH  caMOCTOSITENIBHON paboOThl MO AMCHUILIHHE «NEKTPOHHBIN
JOKYMEHTOO00POT» MOTYT OBITH ClIeAyIOIIHe: padoTa ¢ JIUTEPAaTypHBIMU MEPBOMCTOYHHKAMH IO
TeMaM JUCIUILIMHBI; 0030p Pa3HBIX MOAXO0JI0B K PEUICHUIO OAMHAKOBBIX MPOoOJieM U 000CHOBAaHUIO
CBOEM TOUYKM 3pEHUS; BBINOJIHEHHE WHAMBUAYAJIbHBIX 3aJaHUM, a TAaK)Ke TECTOB, MOJTrOTOBKA

JIOKJIa 10B.
Opranusanusi CaMOCTOSITEJIbHOI Pad0ThI CTY/IEHTOB
No KosnyecTBO 4acon
n/n
Ha3zeanue memui Oumnas 3aoyHas
dopma dopma
1 |Mcropus pa3BUTHS CEKPETAPCKOM NEATETLHOCTH 12
2 [BHaueHWe © POJb CEKPETApCKOTO TIEpPCOHAla B CTPYKTYype 7 12
TOKYMEHTAIIHOHHOTO 00ECIIeYEeHUs! YIIPaBICHUS
3 |HopmaTHBHO-IIPaBOBOE PETyIMPOBAHKE JACATEIBHOCTH CEKpeTaps 12
4 [TpymoyctpoiictBO © ajanrtaimuss K paboTe CEKpeTapcKoro 8 12
nepcoHasa
5 |OnTumanbHbIe yCI0BUS pabOThI CEKpETapst 12
6 |OpranuzanuronHas 1 HHGOPMAIIMOHHAS MTOAEPIKKA ONEPAaTUBHOMN 12
e TEIbHOCTH PYKOBOIUTEIISI
7 |Opranuszamnusi U TUTAaHUpOBaHHE pabodero BpPEMEHHU CeKpeTapsi. 8 12
YrpaBieHne BpeMeHeM
8 |Opranuszanms npueMa moceTuTenei 7 12
9 |AHanuTuyeckue GyHKLIUHU CEKpeTaps 7 12
10 |enoBoil TPOTOKON M OSTHUKET B paboTe pYKOBOIUTENS U 12
ceKkpeTapst
11 |[denoBas mepenucka B paboTe PyKOBOIUTENS U CEKpeTaps 7 12
BCEI'O 80 132

mwiatpopme Moodle yHuBepcutera

CopepxaHue caMOCTOSITENbHOM (B T.4. HHIAUBUAYAIbHOH) pabOThI
METOJUYECKHE PEKOMEHAALMMU II0 €€ BBIIOJHEHUIO IPHUBEACHBI B JMCTAHIMOHHOM Kypce Ha

(Mamenko)» http://dl-test.donnu-support.ru/course/view.php?id=137

o TeéMaM H

«OCO Opranuzanus CeKpeTapcKoro 00CIyKUBaHUS

7. KOHTPOJIBHBIE BOITPOCHI K MPOMEKYTOUYHOMN ATTECTAIIUA

1. Hcropus pa3BUTHS CEKPETAPCKOM NESATETHLHOCTH.

2. 3HaucHUEe U POJIb CCKPETAPCKOTO IICPCOHAJIA B CTPYKTYPEC HOOKYMCHTAIMOHHOI'O

oOecrnieueHus yrnpaBIeHUs.
JlenoBble U TMYHBIE KaueCTBa CEKpeTapsl.

~ow

ceKpeTaps 1o 6e3J0OKyMEHTHOMY OOCITYKHBAHHIO.

OO0s3aHHOCTH CEeKpeTapsl MO JOKYMEHTAIIMOHHOMY oOciyxkuBaHuto. OOs3aHHOCTH

5. OOmas xapakTepHCTHKa 3aKOHOAATEIbHBIX U JIPYTUX HOPMATHUBHO-TIPABOBBIX AaKTOB,
HOPMAaTUBHO-METOJUYECKUX  JIOKYMEHTOB, KOTOPBIE  PEryJIUpYyIOT

cekperapsi.
6. OOecneueHue MpPaBoBO PaMOTHOCTH.

ACATCIIBHOCTD



7.
8.
9.

10.
11.
12.
13.
14.
15.
16.
17.

18.
19.
20.
21.

22.
23.
24,
25.
26.

27.

28.
29.
30.
31.
32.
33.
34.
35.
36.

37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.
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PermamenTanus nedareapbHOCTH cekpeTapsi-pedepenTa. JJomKHOCTHAS HHCTPYKITHSL.
Opranu3zaiys u npoBeAeHue MpodeccnoHaTbHOTr0 0TOOPa CeKpeTapCKOoro nepcoHaia.
CoBpeMeHHBIE CTIOCOOBI TPYAOYCTPOMCTBA HA JIOJDKHOCTH CeKpeTaps. PekoMeHmanuu mo
MOBE/ICHUIO MPETEH IEHTA MPU TPYI0YCTPOHUCTBE HA IOJKHOCTD CEKpeTaps.
AnanTanus K pabote cexperapsi.
OnTuMalnbHbIe YCIOBUSL pa0OTHI CeKpeTapsl.
Opranuzanus paboyero MecTa CeKpeTaps U pyKOBOIUTEIS.
Opranu3zanus u IpoBeJeHHE COBEIIAHUN.
Opranusanus npoTOKOJIbHBIX MEPOIIPUITHH.
Opranu3zanys npoBeIeHHs NeperoBopoB, IPUEMOB, MPE3CHTAIUH.
Opranuzanys v NpoBeACHHUE IETOBBIX MOE3/I0K PYKOBOIUTEIIS.
Ocobennoctu TeneoOHHOTO JenoBoro oOmieHus B pabore cekperaps. Paborta ¢
Tesne()OHOrpaMMaMH.
[Tpumepnas cxema pabouero AHs cekperaps. [ImanupoBanue paboyero IHs.
Metoapl ¥ IPUHIUIIBI YIIpaBICHUSI paO0YNMM BpEMEHEM.
[Ipuem nocerureneit U3 Ipyrux opraHU3auil ¥ KOMaHIUPOBAHHBIX.
[IpueM cCOTpyAHMKOB IO TEKYIIMM M JIMYHBIM BompocaM. [Ipuem rpaxaaH mo JUYHBIM
BOIIPOCaM.
[Ipuem neneranuid.
Pabora cexperaps no c6opy nnpopmanuu. @opmsl IpeacTaBieHUs HHHOPMAIIUH.
[TonroroBka BbICTYIUIEHUH pykoBoauTeNs. COUYpaiTHHT.
OcoOenHoctu paboTHI ceKpeTapsi ¢ UHPpOpMAIHeH ISt PyKOBOIUTEIS.
[Tcuxodusmonorndeckue ycimoBus Tpyaa cekperaps. CaHHTapHO-TUTHCHUYCCKUE
YCIIOBUS TpyAa. DCTETHUECKHE YCIOBUS TPyAa.
[Icuxonorudeckue acmekTshl padoThl cekperaps. B3auMOOTHOIIEHUSI C PYKOBOJIUTETIEM,
COTPYIHUKAMHU.
Nmumk cexperaps-pedepenta.
[TpaBuna sTukeTa B paboTe cekperapsi-pedepeHra.
OcobeHHOCTH J1eTI0BOM Mepenucku. Buasl mucem.
Benenue 3neKTpOHHOM 1€JI0BOM NEPETTUCKH.
Curyanus «JlenoBoit CTHUIIb B OJIEKIEN
Curyanus «Kynbrypa TeneoHHOTo 0OIIeHUs»
Curyanus «PannoHanbHOE MIIAHUPOBAHUE BPEMEHI
Curyanus «lleperoBopsi».
3ananue «/lenoBoit mpuem» (3aBTpak, 00en, YXKHUH, 4aid, Qypuier) U 0COOEHHOCTU €ro
OCYILIECTBJICHUS.
Curyanusa «Cekperapb-MEHEIKEP».
3ananue «[1oAroToBKa K COBEIIAHUIO».
3aganue «Buasl mmucemy.
3ananue «OdopmiieHus: IPOTOKONIA cCOOpaHus PaOOTHUKOBY.
Cutyarusa «Pacniopsimok gHs.
Curyanus «ConpoBoX/I€HHE KOMaHAUPOBKI.
Curyanus «Opraauzanys IpueMa oceTuTenen».
3ananue «TenepoHuble Gpasby».
3amanne «[IpaBumna gem10BOT0O OOIICHUS.
3ananue «OdopmieHue cykeO0HOro MUChMa U ONIPEIeTICHHE €ro BUIa.
3amanue «PexiaMHOE ITHCEMOY.
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8. OBPA3EL 3AJAHUA MOAYJIbBHOI'O KOHTPOJIA

IOy BIIO «JIOHEIKAHN HAIIMOHAJIbHBIIA YHUBEPCUTET»
OO6pa3oBarenbHas nporpamMma: OakagaBpuar
Hanpagsnenue noarorosku: 46.03.02 JlokymeHTOBeEHUE U apXHUBOBEICHHE
[Tpoduns: JlokymMmeHTOBeIEHIE U apXHUBOBEICHHE
Ounas ¢popma oOyuenus. Cemectp: 6
3aounas popma odyuenus. ['ox: 3
VYuebnas qucuuiuiHa:  «OpraHn3aluoHHO-IOKYMEHTAIIHOHHOE 00eCTIeYeHne IeATeIbHOCTH
PYKOBOIUTES»

MonayJsibHasi KOHTPOJIbHasA padoTa
Bapuant Ne 1

1. JlaiiTe XapaKTEpUCTHKY 3PrOHOMHYECKMM TpEOOBaHUSAM IpHU IUIAHUPOBKE pabodero mecra
cereTaps[, CaHI/ITapHO-FI/IFI/IeHI/IquKI/IM " 3CTCTUYCCKUM YCJIOBI/IHM praa.

2. Dranbl pa3BUTHUSA ceKpeTapckoil cimy»k0nl pu Exarepune |l. 3nauenue npodeccuu cexperaps B
Havane XIX Beka.

YTBepxkIeHo Ha 3acenaHuu Kadeapbl HHOOPMAITMOHHBIX CUCTEM YIPABJICHUs, IPOTOKOI No
13 2

oT “ 20

3aB. kadenpoii H. III. ITonomapenko

IIpenonaBareins H. E. Mamenko

9. KPUTEPUU OHEHUBAHUA MOJAYJBbHOI'O KOHTPOJISL

Howmep 3ananus KosmuectBo
0a/1;10B
3amanue 1 5
3amanue 2 5
Bceero 10 6anoB

10.0BPA3ELl DK3AMEHAIIMOHHOI'O BUJIETA

OO6pa3zoBarenbHas IporpaMMa: 6akagaBpuaT

Hanpasnenue noarorosku: 46.03.02 JIokyMEHTOBEIEHUE U apXUBOBEICHUE

[Tpoduie: JlokyMeHTOBEIeHUE U apXUBOBEICHHE

Ounas popma o0yuenus. Cemectp: 6

3aounas Gopma oOyuenus. ['ox: 3

VYuebnass aucnuruiHa: OpraHU3alOHHO-JIOKYMEHTAIIMOHHOE OOecreueHne JAeSTelNbHOCTH
PYKOBOJUTENS

DK3aMeHAHOHHBIN onyteT Ne 1

1. Ilcuxodusznonornueckue ycioBus Tpyaa cekperaps. CaHUTapHO-TUTHEHUYECKUE YCIIOBHS TPy/ia.
OcTeTn4ecKue ycloBus Tpyaa.

2. Opranu3zanus pabodero MecTa ceKkperapsi  pyKOBOIUTEIIS.

3. Curyauus «Cekperapb-MEHEKED».

YTBepxkaeHo Ha 3acenannu kKadeapsl HHOOPMAITMOHHBIX CUCTEM YIPABIECHUS, TIPOTOKOJT No oT
« » 20 .
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3aBenyromuit kadeapoit H. III. ITonomapeHnko
DK3aMeHaTop H. E. Mamenko

11. KPUTEPUM OHEHUBAHUSA DK3AMEHAIIMOHHOI'O 3AJAHUA

Homep 3apanus KoanuecTBo
0aJ10B
Bonpoc 1 15
Bormpoc 2 15
3aganue 3 10
Bcero 40 6an0B

12. ”AHANBUAYAJIbBHBIE 3ATAHU S

OnHuM U3 BUAOB MHAMBHUIYaJbHOM pabOThl CTYIEHTOB SIBJISETCA IOJArOTOBKA JOKJIAja C
MyJIbTUMEAUMHON mpe3eHTanueil. Llenp nanHON paboThl — OCMBICIECHUE U YIIyOJieHUue 3HaHUN 10
JAHHOW JUCLMIUIMHE, PAa3BUTHE HABBIKOB CaMOCTOSITENIbLHOM paboThl 1Mo cOopy, cucTeMaTu3aluu
MaTepuana, IMPOBEACHUIO MCCIENOBAHUA M aHauu3a. SBisgsACh OJHUM H3 BUAOB HAY4HO-
UCCJIEIOBATEIbCKON paboOThl CTYAEHTOB, MOATOTOBKA JOKJIaJa C MYJbTUMEIUIHON Mpe3eHTanuei
CrocoOCTBYeT (POPMUPOBAHUIO Y CTYI€HTOB aHAIUTHUECKOTO, TBOPUECKOTO MBILICHHS.

1.

Tembl HHANBHAYAJIBHBIX 32JAHUH
WNupopMalilnoHHbIE TEXHOJOTMU B paboTe CEeKpeTapsi KaKk METO]| COBEPIIECHCTBOBAHUS

JACATCIIbHOCTH.

RBOooo~NoOT kWD

0.
1.
12.
13.
14.
15.
16.
17.
18.

Obecneuenne 3¢ (HeKTUBHBIX KOMMYHUKAIUI B odrice — KirtoueBast QyHKIUS ceKpeTapsi.
Kak «autath cobeceJHIKa U MCUXOJIOTUIECKH YIIPABIATH M.
KomMmyHHKaIIMOHHBIH Mpolecc B paboTe cekperaps.
OCHOBBI OpraHU3aIluH TPy/Aa CEKpeTaps.
PernameHTanus JOMKHOCTHBIX 00sI3aHHOCTEN ceKpeTapsl.
VYcnoBus Tpyna cexkperaps.
AJIMUHHCTpAaTUBHbIE (DYHKIIUN CEKpeTapsl.
OpranuzanvoHHble QYHKIIMHN CEKpeTaps.
Jlenonpou3BoICTBEHHbIE (DYHKIIUH CeKpeTaps..
CrnuupaliTuHr — BakHas QyHKIMS B paboTe cekperaps-pedepeHra.
TexHuueckue QpyHKIUN ceKpeTaps.
TpynoycTpoicTBO cekpeTaps.
[TnanupoBaHue U opraHuszanus paboyero BpEMEeHU CeKpeTapsl.
KoMaHnpoBKa pyKOBOIMTENS: IEHCTBHS CEKpETaps.
Mertoab! 00psOBI CO cTpeccoM B paboTe cekpeTaps.
MoTuBanus B paboTe cexpeTaps.
B3auMooTHOIIEHUT €  pPYKOBOAWTENEM, KOJUIETaMH, IIOCETUTENIIMU: OCHOBHBIE

IICUXOJIOTHYECCKHUE aCIICKThI.

19.
20.
21.
22.
23.
24,
25.
26.

JlenoBoii STUKET U OpraHU3aIMH IPUEMOB: Y4aCcTHE CEKpeTapsl.

3HayeHNe U OCHOBHEIE Tpe6OBaHI/I$I K JCJIOBBIM U JIMYHBIM Ka4€CTBaM CEKpETaps.
®Dopmbl 00CYKIEHUS AETOBBIX MPOOIEM B paboTe CeKpeTapsl.

OyHKIMH ceKpeTaps MPU OPraHUu3alnuy KaapoBOi padOTHI.

PaGora cexperapsi ¢ MMCbMEHHBIMHU OOPALICHUSIMH TPAXKIAH.

MeToarKka cOCTaBIICHUS] AaHATUTUIECKUX 0030POB.

Knaccudukanus u xapakTepucTika OCHOBHBIX BUJIOB 0030pa.

AHHOTHpOBaHUE U pedepupoBaHne B paboTe cekpeTaps-pedepeHTa.
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13. KPUTEPUH OLIEHUBAHUS UHIUBUIYAJIBHON PABOTHI CTYJEHTA

1. Iens paboOTHI: HACKOIBKO YETKO CHOPMYITUPOBAHA.

2. CrpykTypa: JOTUYHOCTb U IOCIIE€A0BATEIbHOCTh U3JI0KEHHS MaTepuaa.

3. ApryMmeHTanus: OOOCHOBAaHHOCTb, YOETUTEIHHOCTb, HAJIMYWE MO3UTUBHOW OICHKH H
BO3MO>KHOM KPUTHKH, CEPbE3HOCTH HAYYHBIX UCTOYHHUKOB.

4. HayuHblli TIOMCK: UCIOJB30BAHUE COOTBETCTBYIOLICH JUTEPATyphl, 00BEM MPOBEICHHBIX
Hay4YHBIX MCCIIEIOBAHNN.

5. SI3bIK paOOTHI: MOHATHOCTH, TPAMOTHOCTb.

6. TBopueckuii MOMEHT: TBOpPYECKOE OTHOLIEHHE K OTOOpYy, OOpabOTKH MaTepualloB,
HaJIN4Kie OPUTMHAIBHBIX BBIBOJIOB.

14. KPUTEPUH OLIEHUBAHMS OBIIENA YCIIEBAEMOCTH

B Teuenue cemecTtpa oOydaromuiicss MoOXeT 3apaboraTh Oanbl 3a CICAYIOIIUE BHUIBI
NESITEIPHOCTH: MOJYJIbHYIO KOHTPOJBHYIO pPa0OTy, NpPAaKTUYCCKHE 3aJaHHs 10 IMCIUILINHE,
UMHAMBUAYaJIbHbIE 3a/aHus (pedeparsl, Ipe3eHTaUH, TOKIabl) U IK3aMEH.

OreHka 3HaHUHM CTyIeHTOB TpoBoauTcs Mo 100-0aIbHOM IIKajie COTIACHO CICIYHOIIUM
KPUTEPUIM:

Coneparennupre Buna padorsl Banabl
MOYJIH
OpranuzannoHHO-y4eOHast paboTa CTyIeHTa B ayIMTOPUU 43
Conepxarenbupiii  |CaMocTosATenbHAS paboTa 7
Moayib 1 MopynbHas KOHTpoIIbHAs paboTa 10
IK3aMeH 40
OO0mmii utor 100

ITopsinok oneHuBaHUs y4eOHBIX JOCTHKEHUH 00y4AI0IIMXCS

OlleHKa 0 Orenka o 100- OreHKa 1Mo TOCYJapCTBEHHOH IIIKaje
wkane ECTS | GannbHol mikane | sk3ameH, qudGpepeHIMpOBaAHHbIN 3a4€T 3ayeT
A 90-100 5 (0TAM4HO) 3a4TE€HO
B 80-89 4 (xoporo) 3a4TEHO
C 75-79 4 (xopor1o) 3a4TE€HO
D 70-74 3 (YAOBIETBOPUTENBHO) 3a4TEHO
E 60-69 3 (YIOBJIETBOPHUTEIHHO) 3a4TEHO
FX 35-59 2 (Hey1OBJIETBOPUTEINILHO) C HE 3a4TEHO
BO3MOYKHOCTBIO TIOBTOPHOM aTTECTAIINU
F 0-34 2 (HeYIOBJIETBOPUTEIILHO) C HE 3a4TEHO
BO3MOYKHOCTBIO TIOBTOPHOH cl1auu TIpH
yCJI0BUHU 00s13aTeNIbHOr0 Habopa
JIOTIOJTHUTEJIBHBIX 0aJJIOB

15. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEBHOI'O ITPOLECCA

VY4eOHble 3aHATUS MPOBOAATCS B 8-M ydueOHOM Kopmyce (r. JloHenk, yi. YemtoCKHHIIEB,
n. 198 a) ynuepcurera. s mpoBeneHUS JIEKUIMOHHBIX M TNPAKTHUECKUX 3aHATHH TpeOyercs
aynuTopusi, 000py/lI0BaHHAas MEJIOBOM WM MapKepHOM JO0CKOH, MyJIbTUMEIUNWHBIM MPOEKTOPOM U
HKpPaHOM, HOYTOYKOM, KOMIUIEKTOM Yy4eOHOH MeOenu sl CTYIEHTOB, pabouuM MeCTOM
npemnoaaBarens. Berxoa B IHTepHET POBOHOM MITH ¢ UCTIONb30BaHneM Wi-Fi.
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Jlnst  caMoCTOSITeNbHON padOThl HMCHOJNB3YIOTCS TEKCTOBBIE U 3JEKTPOHHBIE PECYpChl
Hayunoli OWMONMMOTEKHM YHHMBEpPCHUTETa M JAPYTHX DOJICKTPOHHBIX OMOJMOTEYHBIX 0a3 JaHHBIX,
MaTepHalbHO-TEXHHUECKass 0a3za ydeOHOW Jsaboparopuu Kadeapbl HHPOPMAIMOHHBIX CHCTEM
ynpasienus (ayza. 206 a).

B npouecce o0yueHHs CTYA€HTHI HMEIOT BO3MOKHOCTH MCIIOJI30BaTh Y4eOHBIC MaTepHAIIbI
no  aucuumianHe — «OpraHu3alloHHO-IOKYMEHTAlMOHHOE  oOecreueHue  AesITeNbHOCTH
PYKOBOIUTENS», pa3MelieHHble Ha riardgopme Moodle IlenTpa aucTaHIIMOHHOTO OOpa3oBaHUs
'OV BIIO «JlouHY». C ucnonb30oBaHUEM pecypcoB IUIaTGOPMBI JTUCTAHIIMOHHOTO O00pa30BaHUs
TaK)K€ OCYLIECTBJIAETCS TEKYLIMM KOHTPOJIb 3HAaHUM CTYJAEHTOB Ha OCHOBE TECTHPOBAHUS U
MIPOBEPKHU PE3yIbTATOB CAMOCTOSTENILHOM paOOTHI.

16. PEKOMEHIOBAHHAS JIUTEPATYPA

Ne HaumenoBaHmue Koa-Bo Hanu4yue
n/n IK3EMILIAPOB | JJIEKTPOHHOM
B Ou0JIMoTeke BepCUH B
JdouHY IbC

OcHoBHas1 JIMTEpaTypa

1. | banabanoBa, JI. B. Opranizamis mnpaii MeHeIKepa : 10 -
niapyynuk / JI. B. bamabanosa, O. B. Capnax ; [oner.
JIepX. YH-T eKkoHoMiku 1 topriBmi iM. M. Tyran-
bapanoscekoro. — K. : [Ipodecionan, 2007. — 416 c.

2. | bonoroBa, A. K. Ilcuxosnorus opraHu3anid BPEMEHH : 1 -
yae0Hoe mocobue ISl CTYJICHTOB BY30B, 00YYarOIIHXCs
10 HampasjieHHt0 W crnennanbHoctd "llcuxomorums” /
A.K. bonotosa ; ['oc. yH-T, BpiCHI. K. 3KOHOMHUKHU. — M.
: Acniext Ilpecc, 2006. — 254 c.

3. | Bunorpancekmii, M. JI. Opranizaiist pari MeHepKepa : 20 -
HaBu. moci6. / M. JI. Bunorpagcekuii, A. M.
Bunorpaaceka, O. M. IlIkanosa ; KuiBcbkuii €KoH. 1H-T
MeHeKMeHTy. — Kuis : Konpop, 2010. —412 c.

4. | I'opaienxo, K. JI. [linoBoactBo B poOOTi cekperaps : 3 -
npakt. moci6. / K. JI. Topaieako. — 3-te Bun. — KuiB :
KHT, 2009. - 302 c.

JlonoJIHUTEIbHAS JINTEepaTypa

5. | CrentokoB M. B. Cekperapckoe pneno : [IIpaxr. 2 -
nocobue]. — 3-e m3a. — M. : [TIPHUOP, 2000. —189 c.

6. | [IpakTukym o IUCHUIIINHE "Opranu3zauus 1 +
CEKpeTapCKOro  OOCHyXKMBaHUA" : JUIsl  CTY/JCHTOB
HaIpaBJICHUS MIOATOTOBKH 46.03.02

"JlokyMeHTOBeleHHe M apxuBoBeneHue" Bcex (opm
obyuenus / [cocT. H. E. Mamenko] ; Jlonenkuii HaIl. yH-
1T, ®dak. matremaruku u uHPopM. TexHomoruii, Kad.
uHbpopm. cucteM ynp. — lonenx : JJouHY, 2016. — 78 c.

7. | Aampuenko, E. B. Otuka OusHeca u Je0BOTO OOIICHUS : 1 -
[Kypc neKuui il CTYACHTOB JKOH. M JKOH.-TIpaB. (Qax.
JTHEBHOM U 3a04HOI Gopm oOyuenwmii] / E. B. Aunpuenko ;
Jlonenxwuii Hanl. yH-T. — [lonenxk : JlonHY, 2011. — 148 c.

8. | [lepcoHanbHBI MEHEHPKMEHT : YUYECOHHK JUIS CTYJCHTOB 2 -
BY30B, o0ydaromuxcs o CIICLIMAIbHOCTH
080507(061100) "Menemxment opranmzaruu" / C. ]I.
Pesnuk, B. B. bonmapenko, C. H. Cokoso, ®. E.
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VYnanos ; mox obm. pen. C. JI. Pesnmka. — 3-¢ u3g. —
Mocksa : UTHOPA-M, 2009. - 556,[1] c.

MuxaitnoB, . M. Cekperapb pyKOBOAUTENS
yHUBepcaibHbI crpaBounuk / FO. M. MuxaiinoB. —
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