





1. OBJIACTb IPUMEHEHUA U MECTO JUCHUIIJIMHBI B YHEBHOM
IMPOLECCE

VueOnast mucuuruinHa «OpraHu3anus CEKpeTapcKoro OOCIYKHBAaHUS» OTHOCUTCSA K
0a30Boii YacTH MPOo(HecCHOHATLHOTO 0JIOKA TUCIUIUIMH TI0 HampaBieHuto noaroroBku 46.03.02
JIOKyMEHTOBEICHUE W  apXMBOBEICHME W  OCHOBBIBAeTCS Ha  0ase  JMCIUILUIMH:
I[OKYMCHTOBGI[eHI/Ie, OpI‘aHI/I3aL[I/ISI n TEXHOJIOTUA JOKYMCHTAIIMOHHOT' O 06ecnequI/I$1
yrpasieHus, JlokyMeHTa bHbIe HHOOPMAMOHHBIC CHCTEMBI. SIBJISIETCS OCHOBOM I M3Y4EHHSI
CIICAYIONIMX TUCHUIUIMH: KaapoBoe aeI0mpon3BOJCTBO M apXHMBbI JOKYMCHTOB IO JINYHOMY
coctaBy, VHGOpPMAIIMOHHBIE TEXHOJIOTHU B JTOKYMEHTAIIMOHHOM OOCCIICUCHHH YIPABICHUS H
apXHMBHOM JIeJIC.

HopmaTuBHbIe CCHUIKH — He npedycMompeHo

2. CTPYKTYPA JUCHUIIJIMHBI

Xapakmepucmuka y4eoHoil OuCYUnIUHbL

HanpaBnenune noaroToBku

46.03.02 JlokyMeHTOBeIeHUE U

apX1BOBEJICHUE
ITporpaMmMa noJAroToBKU OakanaBpuaT
Kpanuduxanus aKaJeMHYeCKHil OakaiaBp
KonngecTBo conepkaTeabHbIX MOTyICH 1(11)

(Tem)

JucnuriuHa 6a30B0M / BApHaTUBHON YacTH

" ba3oBas yacTh npodeccrnoHaabHOro 6J10Ka
00pa30BaTebHOM POrpaMMbl

®opmel kouTpost (MK, sk3amen, 3auer) 1 MoynbHBIN KOHTPOJB, | 9K3amMeH

ouHas popma 3aouyHas popma
TMokasarem o0yuyeHus Ha Oaze o0yuyeHus Ha 0aze
HOpMar. YCKOD. HOpMarT. YCKOD.
CPOK CPOK CPOK CPOK
KonnuecTBo 3aueTHBIX eAMHUIL (KPEAUTOB) 3 3 3 3
I'on moaroToBKM 3 1 3 1
Cemectp 6 2
KonmgecTBo yacoB 90 90 90 90
- JIEKIIMOHHBIX 28 24 4 4
- IPAKTUYECKUX, CEMHUHAPCKUX 28 24 6 4
- 1a00paTOPHBIX - - - -
- CAaMOCTOSITEJIbHOM paboThI 34 42 80 82
B T.4. HHJMBHIyaJbHOE 3a/IaHUE -
HenenrHoe KoMM4YeCcTBO 4acoB, 6,4 6,4
B T.4. AYJJUTOPHBIX 4 4

3. OIMCAHUE JUCHUIIJIMHBI

Ieaun u 3apa4un
I[env — monTydeHne CTYyIGHTAMU MPEJICTABICHUH 00 OCHOBHBIX IIPHHIIAIIAX OPTaHHU3AIHH
CEKpPEeTapcKOoro OOCTy)XUBaHUs: opraHu3aiuu oQucHOH paboThl, B3aWMOOTHOIICHUH C
PYKOBOIMTEIIEM M COTPYAHHUKAMHU, METOJIUKH pa0OThI ¢ UCTOYHUKAMHU UH(POPMAITHH.
3aoauu:
1) mpocnenuTh
JIEATEIbHOCTH;

¢dbopMHpOBaHHE COBPEMEHHBIX TpeOOBaHMH K  CEKpETapCKOU
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2) paccMOTpeThb  pOJIb  CEKpeTapeil  pa3HbIX  KaTeropuii B COBPEMEHHOM
yIpaBICHYECKOM ammnapare;

3) O03HAKOMUTB CTYJICHTOB C OCHOBHBIMH JIOJDKHOCTHBIMHU O0OSI3aHHOCTSIMU CEKpeTapsi;

4)  chopMHUpOBATh MPAKTUYECCKHE TPOPECCHOHATbHBIC HABBIKH, HEOOXOAMMbIC B pabOTE
cekperaps-pedepenTa.

TpeGoBanus K pe3yJbTaTaM 0CBOEHUS AMCHUILIMHBI: [Iporiecc n3ydeHus TUCIUILTHHBI
HampaejieH Ha (OPMHPOBAHHE DJIEMEHTOB CJEIYIOIIMX KOMIETEHIIMA B COOTBETCTBUU C
tpeboBanusiMu ['OC BIIO mno wnanpaBienuto noaroroBku 46.03.02 JoxymeHTOBeAeHUE W
apXMBOBEJCHHE M OCHOBHOM 0Opa3oBaTeNbHOM MPOTpamMMbl  BBICIIETO o0Opa3oBaHUs
HanpasyieHus: noarotoBku 46.03.02 JlokyMeHTOBEIEHUE U apXUBOBEICHUE!

a) oowexkyarvmypnuix (OK):

CMOCOOHOCTh ~ MCIIONIB30BaTh OCHOBBI ITPABOBBIX 3HAHWH B pa3M4yHBIX  cdepax
nesrenapHoctr (OK-4);

CIOCOOHOCTh K KOMMYHHKAIIMM B YCTHOW W TNHCbMEHHOW (opMax Ha pPYCCKOM U
WHOCTPAaHHOM  f3bIKaX JJIA peIIeHUs 3aJa4 MEXKJIMYHOCTHOTO U MEXKKYIbTYpHOTO
B3aumoeiictBus (OK-5);

CHOCOOHOCTh paboTaTh B  KOJUIEKTHBE, TOJIEPAHTHO BOCIPUHUMAs COLIMAJIbHBIE,
ITHUYECKHE, KOH(PECCHOHANIbHBIE U KYIbTypHBbIe pa3nuuus (OK-6);

CHOCOOHOCTh K HCIIOJIb30BAHHIO OCHOBHBIX METOOB, CIOCOOOB M CPEICTB MOJIY4YCHHS,
xpanenwusi, nepepadorku uapopmanuu (OK-10);

0) oowenpogeccuonanvnuvix (OIlIK):

BJIaJICHNEC HAaBBIKAMHM HCIIOJb30BAaHMUS KOMIBIOTEPHOW TEXHUKA W HWH(POPMAIMOHHBIX
TEXHOJIOTHIl B TOUCKE UCTOYHUKOB M JUTEPaTyphl, UCHOJIH30BAHWU MPABOBBIX 0a3 JaHHBIX,
COCTaBJICHUH OHONMorpaduueckux u apxuBHbIX 0030poB (OI1K-4);

CIOCOOHOCTH pelIaTh CTaHIAPTHBIE 3a7aud MPO(ecCHOHATBFHON J1eATEeTbHOCTH Ha OCHOBE
uH(GOPMAllMOHHOW W OuOIMorpaguueckoi KynbTypbl C HNPUMEHEHHEM HH(OPMAIMOHHO-
KOMMYHHUKAIIHOHHBIX TEXHOJOTHA W C YYEeTOM OCHOBHBIX TpeOoBaHWI HH(OPMAIIMOHHON
6e3omacHoctu (OITK-6);

8) npogpeccuonanvuvix (I1K):

HAY4YHO-HCCIeJ0BATE]bCKAS N1eATeIbHOCTD:

BJIaJIcHHEe OCHOBaMH HH(POPMAIMOHHO-aHAJTUTHYECKOW JIESTEIFHOCTH M CIIOCOOHOCTBIO
HPUMEHSATH UX B npodeccronansoi chepe (ITK-2);

BJIaJIcHHE 3HAHUSIMH OCHOBHBIX MPOOJIEM B OOJACTH JOKYMEHTOBEIICHUS M apXWBOBEICHUS
(IIK-3);

CIIOCOOHOCTH CAMOCTOSTEIIBHO Pad0TaTh C Pa3IMYHbIMU HCTOYHUKaMK uHpopMmarmu (TTK-4);

BJIaicHUE MPUHLMIAMH M METOJaMH CO3/IaHHSl CHPaBOYHO-MH(OPMAIMOHHBIX CPEACTB K
nokymenrtam (ITK-10);

BJIaJICHHE HaBbIKaMH pedepUpOBaHUS M aHHOTUPOBAHWS HAYYHOU ITUTEPATyphl, HaBBIKAMU
penakropckoit padots! (ITK-11);

CIIOCOOHOCTh BBISBIATH M OTOMpATh JOKYMEHTHI JJIsI Pa3HbIX THUIOB M BUIOB ITyOIUKAIAiA
(TIK-12);

TeXHOJIOTHYeCKAasl AeATeIbHOCTh:

CTIIOCOOHOCTh HWCIIONIB30BaTh TPaBWJIa IMOATOTOBKH YIPABICHUYECKUX JTOKYMEHTOB U
BesieHus aenoBoit nepenucku (ITK-19);

BJIaJICHNEC HaBBIKAMH ITOATOTOBKH YIPABICHUYECKUX TOKYMEHTOB M BEIEHUS JICIOBOM
nepenucku (IT1K-25);

OpPraHU3alMOHHO-YPABJIEHYECKAS 1eATeIbHOCTD:

CIOCOOHOCTH CO3/1aBaTh M BECTU CUCTEMBbI JJOKYMEHTAI[MOHHOTO 00ecrieueH s yIpaBIeHHs
B OpraHuszaiuu Ha 0ase HoBeimux texuonoruit (ITK-29);

CHOCOOHOCTh ~ pa3pabaThiBaTh JIOKAbHBIE HOPMATUBHBIE aKThl M  HOPMATHUBHO-
METOJMYECKHE JOKYMEHTHI 10 BEICHHIO MH(OPMAIMOHHO-TOKYMEHTAIIMOHHOTO OOECTICUCHUS
yrpasieHus u apxuBHoro jaena (I1K-31);



5

BIIQJICHUE 3aKOHOJATENbHOW M HOPMATHBHO-METOAMYECKOH 0a30i HMH(OpPMAIOHHO-
JOKYMEHTAIlMOHHOTO  O0eCrevYeHHs YOpaBJIEHHWs W apXHUBHOTO Jiefla, CIOCOOHOCTBIO
OPHCHTHUPOBATHCS B IIPaBOBOI 0a3e cMexxHbIX obuacteit (ITK-32);

3HaHWE TPeOOBAaHUI K OpraHu3aluu cekperapckoro oocayxupanus (ITK-35).

B pe3ysibTare nzyueHus y4eOHOH JUCHUILUINHBI CTYIEHT JI0/KEH

3Hamp COBPEMEHHbIC KBAIM(HUKAIMOHHBIE TpeOOBaHHS K pa3HbIM KaTEropusM
CeKpeTaped, WX JOJDKHOCTHBIE OOS3aHHOCTH; HOPMATHBHO-METOIUYECKYI0 0a3y paboThl
CEKpeTapsi; OpraHu3alldi0 TpyJda CeKpeTaps; HEOOXOAMMBbI JENIOBblE M JIMYHBbIE KayecTBa
CeKpeTapsi; TICUXOJOTHMYECKHE OCHOBBI OOIIEHUS, MNpo(ecCHOHANBHYI0 J3THUKY; TIpaBHia
OpraHu3any padoThl B MPUEMHONW PYKOBOJIUTENS; METOAbl OpraHu3anuu pabodero IHs
PYKOBOAMTENS; TpeOOBaHMS K BEICHUI0O W JIOKYMCHTHPOBAHHIO Tele(OHHBIX IEPETOBOPOB;
AQHAIUTUYECKUE  COCTaBlsifoluMe  pabOoThl  ceKkpeTaps; OCOOCHHOCTH  MOJATOTOBKU U
JOKYMEHTHUPOBAHUS Pa3HBIX COBEIIAHUI; MOPSIOK MOJATOTOBKHA JOKYMEHTOB K JOKIAAy M HX
PacCMOTPEHHUIO PYKOBOJUTENEM; IpaBUJIa COCTABJIEHHUS W OQOPMIICHHS YIPaBICHUYECKUX
JIOKYMEHTOB;

yMemb BBIICIATH JIEJOBbIE M JIMYHBIE KadecTBa CEKpeTapsi BO BpEMs COOTHOILICHUS
TBOPUYECKUX, JIOTHYECKUX M TEXHHYCCKHUX BHJIOB pPabOT;, COCTaBIATH MPO(EcCHorpamMmy
CEKpeTapsi; MoJb30BaThCsl B CBOCH paboTe 3aKOHOJATENbHBIMU M HOPMATHBHO-METOAMYECKUMU
aKTaMU; COCTaBJIATh JIOJDKHOCTHBIC MHCTPYKIIMH PAa3HBIX KATETOPUN CEKPETAPCKOTO MEPCOHANA;
palroHadbHO  OpPraHM30BbIBATH  pabodyee  MECTO;  OpPraHM30BBIBATH M MPOBOAMUTH
OpPTaHHU3AI[MOHHO-TCXHUYECKHE  MEPONPHUSTHS  OTHOCHUTEILHO  IOJATOTOBKH  COBCIIAHUM;
OpPraHU30BBIBATH IPOBEJICHUE BBHICTABOK, IEPETOBOPOB, MPHUEMOB, MPE3CHTALUN; TOTOBUTH
JOKYMEHTBHI JUIsi KOMaHIUPOBKH PYKOBOJMTENS; TPABHILHO OPraHW30BBIBATH Telle(hOHHBIC
MEPErOBOPBI; PAllMOHANBHO IUIAHUPOBAaTh pPAaOOuUMi JIEHb, paIlMOHaJbHO 000pYAOBaThH
MPUEMHYIO; OPTaHU30BBIBATh MPHEM IOCETUTENCH; O0IMAaThCS C PYKOBOJMTEIEM U KOJUICTaMU;
COCTaBIATh M ODOPMIISTE AETOBBIE JOKYMEHTBI, TOTOBUTDH BBICTYIUICHUS JJIsI PYKOBOIUTEIIS;

61a0emb HABBIKAMU COCTaBJICHUS OCHOBHBIX BHJIOB YIPABICHYCCKUX JOKYMEHTOB,
JIOKAJIbHBIX ~aKTOB, HEOOXOJHWMBIX B paboTe CeKpeTapsi, HaBBIKAMH CEKPETapCKOro
00CITy)KMBaHUS.

4. COJEPKAHME JIMCIMILIAHBI 1 ®OPMBI OPT AHU3AIIMN YYEBHOT O
MPOLIECCA

Kypc mucrumummabl «OpraHu3aims CEKpPeTapcKoro OOCITYKHUBAHHS» IMPEIyCMaTPHBACT
creayronme (HopMbl OpraHu3alMyd ydeOHOTo Tpollecca: JIEKIUH, MPAKTHUYECCKUE 3aHATHS,
caMoCTosITeNIbHAs paboTa CTYJCHTA.

Marepuan  uznaraeTcss € HUCIOJb30BAHHEM  OOBICHHUTEILHO-UJUTFOCTPATUBHBIX,
IBPUCTHYUECKUX M MCCIIEIOBATEIBCKMX METOJIOB MpenojaBanus. [Ipu mpoBeneHUH JICKIIUN IS
06CY)K)I€HI/I$I MaTcpHrajia IUPOKO UCIIOJIb3YHOTCA My.]'[BTHMeI[HfIHBIe MNpe3CHTalu, aHUMalluu.

B yueOHOM mporiecce IMUPOKO MPUMEHSIOTCS AKTUBHBIE W HMHTEPAKTUBHBIC (POPMBI
MIPOBEJCHUS 3aHATUN (pa300p KOHKPETHBIX CUTYAllMi, BHIIIOJIHEHUE 3aJaHUIl IO COCTaBJICHUIO U
0(hOPMIICHHIO JTOKYMEHTOB, TUCKYCCHS, TIOJIEMUKA), BHEAYJAUTOPHAsS CaMOCTOSITEIbHAs padoTa,
6aHHBHO-peﬁTHHFOBaH CucreMma OLCHKU yClI€eBa€MoOCTH, JIMYHOCTHO-OPHUEHTUPOBAHHOC
oOydeHue, mpobremMHoe oOydeHue, 6109HO-MOAYIbHOE 00yUeHue.

[TpeaycMOTpeHO HCITOB30BaHKE B yUEOHOM IMPOIECCE HHTEPHET-PECYPCOB IO JTaHHOMY
KypCY JUIsl PEIICHUs IPAKTUYCCKUX 3a/IaHU, IPOBEICHUS JTa0OPATOPHBIX 3aHATHIA.

CamocrosiTenbHast paboTa CTYyIEHTOB IPEIyCMAaTPUBAET BBIMOIHEHUE WHIUBUIYaTbHBIX
3aJlaHMii, TMOJATOTOBKY K TMPAKTHUECKUM 3aHSATHSM, H3yueHHE YYeOHOW W METOAMYECKOU
JMTEPATyPhl, COCTABIICHHE KOHCIIEKTOB, 3alllUTa MMPE3CHTAIMI U TOKIaI0B.



IHopsinkoBbIiA HOMEP M TeMa

Kpartkoe conep:kaHue TeMbl

2

Cooeprcamenvuulit Mmooy 1.

Tema 1. Vcropus pa3Butus
CEKPETapCKOil 1esTeIbHOCTH

DBOJIOIHUS CEKPETAPCKO-PEEPEHTCKOrO AeNia. DTarbl
pa3BUTHS ceKpeTapcKoi ciryx0bl ipu [letpe . Drtambr
pPa3BUTHS CEKpETapCKOM Ciry)0bl Bo BpeMeHa Exarepunsr 11.
3navyenue npodeccuu cekperaps B Hayane XIX Beka.
Cekperapckas ciryk0a mocie oKTIOpbCKoro nepesopora 1917
roja.

Tema 2. 3HaueHue U PoJib
CEKPETAPCKOT0 IEpCoHala B
CTPYKTYype€
JOKYMEHTAIlMOHHOTO
oOecrieueHus yrpaBieHUs

Poik cekpeTapckoro nepcoHaia B CTpyKType
JOKYMEHTAIMOHHOTO obOecrieueHus ynpasieHus. Kareropun
CEKPEeTapCcKoro nepcoHasna. /lenospie v TMYHBIC KA4eCTBA
cekperaps. O0s3aHHOCTH CeKpeTapsi 10 JOKYMEHTAIHOHHOMY
obciyxuBanuto. O0s13aHHOCTU CEKpeTaps Mo
0€3J0KyMEHTHOMY 00CITY>KHBAHUIO.

Tema 3. HopmaruBHO-
IPAaBOBOE PEryJINPOBAHUE
JIeITEIbHOCTH CEKpeTapst

OO01as xapakTepUCTHKA 3aKOHOIATENIbHBIX U APYTUX
HOPMAaTHBHO-IIPABOBBIX aKTOB, HOPMAaTHBHO-METOINYECKUX
JOKYMEHTOB, KOTOPBIE PEryJIUPYIOT AEATEILHOCTh CEKPETapS.
ObecnieueHue NpaBoBOM rPaMOTHOCTU CEKPETAPSI.
PernamenTtanus qesTeIbHOCTH CEKpETapsl.

Tema 4. TpynoycTpoiicTBo u
ajanTanus K padore
CEKPETApCKOro IepcoHala

Opranuzanus u npoBefeHre npodeccuoHaIbHOTO 0TOopa
cekpeTapckoro nepconana. CoBpeMeHHbIE CIIOCOOBI
TPYAOYCTpPOICTBa Ha JJOJKHOCTh CeKpeTaps. Pekomennanuu no
MIOBE/ICHUIO MIPETEH IEHTA IIPU TPYI0YCTPONCTBE Ha JIOJIKHOCTh
cekperaps. Ananraius K paboTe cekpeTaps.

Tema 5. OnTuManbHbIe
ycloBHs pabOThI ceKpeTaps

PannonanbHOe TIIaHUpOBaHUE PabOYero MecTa CeKpeTapsl.
Opronomuueckue TpedboBanus. CaHUTapHO-TUTMEHUYECKHUE U
ACTETUYECKUE YCIOBH Tpyaa. Pexxum Tpyna n oTabIxa.
Opranuzanus pabodero Mecta pyKOBOJIUTEISL.

Tema 6. Opranu3zanvoHHas U
UH(OPMAaLIMOHHAS TOJJIEPIKKa
OTepaTUBHON JI€ATEIBHOCTH
PYKOBOAUTEIS

Opranuzanus mpoBeaeHUS COBEUIaH. YdyacTue ceKpeTaps B
MOJATOTOBKE BHICTABKU. YUacTHE CeKpeTaps B OpraHU3aIlluu
neperoBopoB. OCOOEHHOCTH OpraHU3alMH ITEPETOBOPOB C
HHOCTpaHHBIMHU I'OCTAMM. Yuactue CCKpETaps B OpraHu3aliui
JIENOBBIX preMoB. OpraHu3aius 1 MpoBEJICHNUE IETOBBIX
noe3/1ok pykoBoautens. Oco0eHHOCTH Tene(OoHHOro 1eI0BOro
obmeHust B pabote cekpetaps. Pabota ¢ renedonorpammamu.

Tema 7. Opranuzanus u
IUTaHUPOBaHKUE paboyero
BPEMEHHU CEKpeTaps.
VYrpasieHue BpeMeHeM

Opranuzanus pabodero BpemeHH cekperaps. [InanupoBanue
BpEMEHHU 110 MeToly AibIbl. [I1aHupoBaHue BpeMeHU 1O
npuniuny [lapero. [InanupoBanue BpeMeHH 1O CUCTEME
@pankiauHa. YpaBieHue pabouuM BpeMEHEM 10 MaTpHULe
DifzeHxayapa.

Tema 8. Opranuzanus npuema
IOCETUTEIIEN

OO61e Bonpockl OpraHu3anuu npuema nocerurenei. [puem
COTPYAHUKOB IO TEKYIIMM BorpocaM. [Ipruem paboTHHUKOB 1O
JUYHBIM BomipocaMm. [Ipuem nocerureneit u3 qpyrux
opranuzanuii. [Ipuem rpaxaan mo JMYHBIM Bonipocam. [Tpuem
HE3aIUIAHUPOBAHHBIX IIOCETUTENECH.

Tema 9. A”anutuueckue
GYHKIINH cekpeTaps

Pabota cekperapst o c6opy nHpopmanuu. OcoOeHHOCTH
paboThI cekperapst ¢ HHPpopMaLueil Uit pyKOBOIUTEIS.
[ToaroToBka BBICTYIUIEHUH pyKOBOAUTENs. CIMYPAaWTHHLT.

Tema 10. Jlen0Bo# IpOTOKOI
U OTUKET

[Icuxonoruueckue acnekTbl paboThl CeKpeTaps.
B3anMoOTHOLIEHHS C PYKOBOAUTENIEM U KOJUIETAMHU.
B3aumooTHOmeHus ¢ nocerurensimMu. UMupk cekperaps.
IIpaBuia 1eI0BOTO ATUKETA.

Tema 11. JlenoBas nepemnucka

OcobenHocTH J1e70BOM mepenucku. Buasr nucem. Benenne
JIEKTPOHHOU JEJI0BOM NEPEIUCKH.




TemaTnueckuii miian

Conep:kareJibHbIA MOAYJIb 1

KoauuecTrBo yacoB

Ounas dpopma

3aounas ¢gopma

HopmaTuBHblii Cpok Y ckopeHHbIi CPOK HopmaTuBHblii Cpok Y ckopeHHbli CPOK
o0yueHust o0yueHust o0yueHmust 00yJeHust
B T.4. B T.4. B T.4. B T.4.
Ha3Banusi comep:kaTeJbHbIX MOTYJIEH H TeM = = ® =
o o] s Q L s Q o g 2 ol g
o S| 2| = o S| 2| 2 o S| 2| g ° S| |2
0"3 = Q o, 5 < 0"3 = Q o, 5 < b = Q o, 5 < b = Q o, 5 s
| E| g2l g2 g | g e g2 ¢ | g 2l 59 2 S| 2| 2|g8
A < =| 8| 3¢ A < = S| 2 A g = 8] 3¢ = > = 8| 3¢
5| 2| 8 & & g £ | & 6 & = 2| & 5 & = 2| &5 9
2| ¢ ¢ 2| gl ¢ 2| ¢ ¢ 2| €| ¢
= B 3 = =S 2 = 2 2 = 2| 3
(] Q (9] Q
Tema 1. Mcropusi pa3BUTHS CEKPETAPCKOU 6 2 2 |- 2 6 2 2 - 2 78 1 03| 05| - 7 7,6 0,3 0,3 - 7
TIEATENLHOCTH
Tema 2. 3HaueHHE U POJIb CEKPETAPCKOTO 6 2 2 |- 2 8 2 2 - 4 78 1 03| 05| - 7 7,6 0,3 0,3 - 7
MePCOHAJIA B CTPYKTYPE JOKYMEHTAI[MOHHOTO
obecrieyeHs yrpaBIeHUs
Tema 3. HopMaTHBHO-TIPaBOBOE PETYIIUPOBAHUC 8 2 2 |- 4 8 2 2 - 4 79 | 04 0,5 - 7 7,8 0,4 0,4 - 7
JIEATEIILHOCTH CeKpeTapsi
Tema 4. TpynoycTpoicTBO 1 aganTaims K padore 12 4 4 | - 4 8 2 2 - 4 89 |04 0,5 - 8 8,8 0,4 0,4 - 8
CEKPETAPCKOTo MepCoHaa
Tema 5. OnrTiMaIbHBIC YCIOBHS PaOOTHI CEKpeTapst 8 2 2 |- 4 8 2 2 - 4 8,8 0,3 0,5 - 8 8,6 0,3 0,3 - 8
Tema 6. OpraHu3anyioHHast 1 MHPOPMAIMOHHASL 12 4 4 | - 4 12 4 4 - 4 9,3 0,3 1 - 8 8,6 0,3 0,3 - 8
TOJIIEPIKKA OTIEPATUBHOI JIeSTENLHOCTH
PYKOBOJIUTEISI
Tema 7. Opranu3anys ¥ IUIAHAPOBaHHE PabodIero 8 2 2 |- 4 8 2 2 - 4 79 | 04 0,5 - 7 8,8 0,4 0,4 - 8
BPEMEHH CeKpeTapsl. YIpaBlieHHEe BpeMEHEM
Tema 8. Opranu3zanys npremMa IoceTuTenei 12 4 4 | - 4 8 2 2 - 4 79 |04 0,5 - 7 8,8 0,4 0,4 - 8
Tema 9. Ananurrdeckue (GQyHKIIHHA CEKpeTapst 6 2 2 |- 2 8 2 2 |- 4 7,9 04| 05| - 7 7,8 0,4 04 | - 7
Tema 10. /IenoBoii mpOTOKOI ¥ AITUKET 6 2 2 |- 2 8 2 2 - 4 79 0,4 0,5 - 7 7,8 0,4 0,4 - 7
Tema 11. JlenoBas nmeperucka 6 2 2 |- 2 8 2 2 - 4 79 04 | 05 - 7 7,8 0,4 0,4 - 7
Bcezo uacoe no Mo@yjuo 90 28 28 | - 34 90 24 24 42 90 4 6 - 80 90 4 4 82




S.METOANMYECKHUE PEKOMEHJAIHU A ITPOBEJIEHUSA

JEKIIMOHHBIX, MPAKTUYECKHUX U JIABOPATOPHBIX 3AHATUM

TeMbl JeKIIMOHHBIX 3aHATHI

Konuuecmeo
Ne uacos
nin Haseanue memot O“”a"c‘b"pMa qf());:«?c 3(;‘;;?;" ii%‘g‘;”c
HOPMAaTHBHBIM|YCKOPEHHBIM{HOPMAaTUBHBIM| YCKOPECHHBIM
CPOKOM CPOKOM CPOKOM CPOKOM
0o0y4eHus 00yueHus 0o0y4eHust 0o0y4eHust
1 [|WcTtopus pa3BUTHS CEKPETAPCKOM ACATEIHHOCTH 2 2 0,3 0,3
2 [|3HaueHHWE M POJIb CEKPETapCKOro IepcoHana B 2 2 0,3 0,3
CTPYKTYpE  JOKYMEHTAI[HOHHOTO  O0ecredyeHus
yIIpaBJICHUS
3 |HopmaTuBHO-TIpaBOBOE peryJiupoBaHue 2 2 0,4 0,4
NesITeIbHOCTH CEKpeTaps
4 |TpymoyctpoiicTBO M  ajantauus K  pabote 4 2 0,4 0,4
CEKPETapCKOTo MmepcoHaa
5 |OnTumanbsHBIE YCIOBHS pabOTHI CeKpeTapsi 2 2 0,3 0,3
6 |OpranuzanmonHas ¥ WHGOPMAIMOHHAS TOICPIKKA 4 4 0,3 0,3
OIIEPaTUBHOM JESITEIBHOCTA PYKOBOIUTEIISI
7 |Opranuzanus ¥ IUIaHUpPOBaHHE PabOYero BpeMEHU 2 2 0,4 0,4
cexperaps. YTpaBlieHHEe BpEMEHEM
8 |Opranusamus nprueMa noceTuTeen 4 2 0,4 0,4
9 |AnanmuTnueckue GyHKIUU CEKpeTaps 2 2 0,4 0,4
10 |[denoBoii MPOTOKOI U ITUKET 2 2 0,4 0,4
11 |[denoBas nmepenucka 2 2 0,4 0,4
BCEI'O 28 24 4 4
TeMbl NIPAKTHYCCKUX 3AHATHI
Konuuecmeo
Ne yacoe
o Hassanue mems Ouan popual - O | Saowian | Saounas
[HOPMaTHBHBIM|YCKOPEHHBIM{HOPMATUBHBIM| YCKOPEHHBIM
CpOKOM CPOKOM CPOKOM CPOKOM
o0y4eHust 00y4eHus o0y4eHust o0y4eHust
1 |Hctopus pa3BUTHS CEKPETAPCKOM NESTEIEHOCTH 2 2 0,5 0,3
2 [3HaueHWEe W pONb CEKPETAPCKOTO TEpCOHaIa B 2 2 0,5 0,3
CTPYKType  JOKYMEHTAI[MOHHOTO  OOecreueHus
YIIpaBJICHUS
3 |[HopmaTtuBHO-TpaBOBOE peryaupoBaHHe 2 2 0,5 0,4
e TENIbHOCTH CeKpeTaps
4 [TpymoycTpolicTBO W  ajamTtaius K  pabore 4 2 0,5 0,4
CEKpeTapCcKoro rnepcoHana
5 |OnTumanbsHbIE YCIOBUS paboOTHI cCeKpeTaps 2 2 0,5 0,3
6 |OpranuzanuoHHass ¥ HH(pOpMaIMOHHAs MOJJIEPKKa 4 4 1 0,3
OTIePaTUBHON JECSITETHPHOCTH PYKOBOIUTEIS
7 |Opranuzamnusi ¥ IUTaHUpOBaHHE pabodero BpPEeMEHHU 2 2 0,5 0,4




ceKpeTaps. YIpaBiIeHHE BpeMEHEM
8 |Opranu3anus npueMa moceTuTeNeH 4 2 0,5 0,4
9 |AnanuTnyeckue QYHKIIMHM CEKpeTaps 2 2 0,5 0,4
10 |/IemoBO¥ MPOTOKOJ U ITUKET 2 2 0,5 0,4
11 |[denoBas nepenucka 2 2 0,5 0,4
BCEI'O 28 24 6 4

6. METOOIUMYECKUE PEKOMEHJALMHA 110 OPTAHU3ALIUHN
CAMOCTOSTEJBbHOM PABOTHI CTYJIEHTOB

OcHoOBHBIE 337]a41 CAMOCTOSITEIILHON paOOTHI:

OBJIAJICHUE CTYJICHTaMHU HaBbIKaMH U (HOpMHUpPOBaHKE MOTPEOHOCTEH B caM00Opa30BaHuH;

OCBOCHHC COJACpKAHUA AUCHUILIMHBI B paMKax TCM, BBIHOCHMMBIX Ha CaMOCTOSATCJIbHOC
U3yUYCHHE CTY/CHTA;

OCO3HAHME, YIJIyOJNeHHE COICp)KaHWS H OCHOBHBIX TIIOJIOKEHHWH Kypca B Xoje
KOHCIIGKTUPOBaHUS Marepuajia Ha JICKIHUIX, €ro OTPa0OTKHU B XOJI¢ MOJATOTOBKH K MPAKTUYCCKUM
3aHSTHSIM,

UCIIOJIb30BaHUE MaTepHaia, COOPaHHOTO U TOJIYYCHHOTO B XOJI€ CAMOCTOSTEIILHBIX 3aaHui
npu HanucaHuu pedeparos, st 3PHEKTUBHON TOATOTOBKU K MOYTHHBIM KOHTPOJIEHBIM 33aHUSM
U 3K3aMCHY.

CamocrosarenbHass paboTa CTYAGHTOB IO JUCHHMIUIMHE «OpraHu3anus CeKpeTapcKoro
0OCITy>)KMBaHUS» BKJIFOYACT TAaKUE BUIbI YUCOHOH JIEATEILHOCTH:

1) mnepBuUYHOE O3HAKOMJICHHE C MaTepUAIaMU JICKIIHI, COCTABICHHUE KOHCIICKTA,

2) W3yYeHHUE U YCBOCHHE JICKIMOHHOTO MaTepHaa;

3) camocTosTeNbHAS TPOPA0OTKA JTUTEPATYPHBIX UCTOYHUKOB M 000OIICHHE H3YYEHHOTO
Marepua’a,

4) TOAroTOBKA K MPAKTHYSCKUM 3aHITHSM U JICTIOBBIM UTPaM;

5) TOAroTOBKA YCTHBIX OTBETOB Ha BOMPOCHI JIJIsi CAMOIIPOBEPKH;

6) MmOAroTOBKA K TECTOBBIM 33JJaHHUSIM 10 YCBOCHHUIO MaTepHaia;

7) wuHAMBHAyaJbHas paboTa 1Mo 3aJaHHI0 TPETOaaBaTeIs;

8) MOoATrOTOBKA K BBINNOJIHCHHIO TMCbMCHHBIX MOAYJIBbHBIX KOHTPOJBbHBIX pa60T;

9) TMOArOTOBKA K 3K3aMEHY.

KoHTponbHBIMH  (pOpMaMH  CaMOCTOATENbHOW paboThl MO JaucuuiuinHe «OpraHu3anus
CEKPETapCKOTO OOCIY)XMBAHH» MOTYT OBITh CIEAYIOUINE: MPOBEpKa KOHCIEKTa;  IPOBEpKa
OTBETOB HAa KOHTPOJIbHBIE WJIM TECTOBBIE BOIIPOCHI; MPOBEPKaA pedepaToB; NPOBEPKA BBHITOJIHEHHBIX
SaI[aHI/II\/’I; IMPOBEPKA BBIITOJHCHHBIX HHANBUAYAJIbHBIX SaﬂaHHﬁ.

Oprasuzanus caMoCTosITeIbHON padoThl CTYICHTOB

Konuuecmeo
Ne uacoe
nin Haseanue memot O“Ha"f"’pMa q)?,;f;ﬂc 3(;2;32" ii‘;‘z‘:"c
[HOPMATUBHBIM|YCKOPECHHBIM|HOPMAaTUBHBIM| YCKOPEHHBIM
CPOKOM CpOKOM CpOKOM CpOKOM
o0y4eHHst o0yueHus o0y4eHust o0y4eHust
1 |Mctopus pa3BUTHS CEKPETAPCKOM 1eATENbHOCTH 2 2 7 7
2 [3HaueHWe U POIb CEKPETAPCKOTO TepcoHala B 2 4 7 7
CTPYKType JIOKYMEHTAIIMOHHOTO oOecrieueHus
YIIpaBICHUS
3 |HopmaTuBHO-IIpaBOBOE peryiaupoBaHue 4 4 7 7
e TEIILHOCTH CeKpeTapst
4 [TpymoycTpolicTBO W  ajamTtaius K  pabore 4 4 8 8
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CEKPeTapCKOTo MmepcoHaa

5 |OnTuManbeHbBIE YCTIOBUS PaOOTHI CEKpeTaps 4 4 8 8

6 |Opranm3anuoHHas ¥ WH(OpPMaAIMOHHAS TOIICPIKKA 4 4 8 8
OTIEPATUBHOM JIEATEIIEHOCTH PYKOBOIUTEIIS

7 |Opranmszamusi ¥ TUTaHUpPOBaHWE pabOYEro BpEMEHU 4 4 7 8
cekperaps. YIpaBlieHHEC BpEMEHEM

8 |Opranmzamus npueMa noceTuTeNen 4 4 7 8

9 |Ananutuueckue GYHKIUHU CEKpeTaps 2 4 7 7

10 |/lenoBO# MPOTOKOI U ITUKET 2 4 7 7

11 |[denoBas nepenucka 2 4 7 7
BCEI'O 34 42 80 82

7. AHANBU A YAJIBHBIE 3ATAHUSA

OaHuM U3 BUAOB MHAMBHUIYaJbHOM pabOThl CTYIEHTOB SIBJISETCA IMOATOTOBKA JOKJIAAa C
MyJIbTUMEAUHHON mpe3eHTanuei. Llenp nanHo# paboThl — OCMBICIEHUE U YIyOJieHUe 3HAaHUN 10
JIAHHOM JHUCIUIUIMHE, PAa3BUTHE HABBIKOB CAMOCTOSTEIBLHOM palbOThI MO COOpY, CHCTEeMaTH3alUU
MaTepuana, IMPOBEACHUIO MCCIENOBAHUA M aHauu3a. SBIsgsACh OJHUM H3 BUAOB HAY4HO-
HCCJIEIOBATENbCKON paboOThl CTYACHTOB, IOATOTOBKA JOKJIAaJa ¢ MYJIbTUMEIUNHON Ipe3eHTaunuen
CHocoOCTBYeT (POPMUPOBAHUIO Y CTYI€HTOB AaHAIUTHUECKOT0, TBOPUECKOTO0 MBILIUICHUS.

1.

Tembl HHANBHAYAJIBHBIX 32JAHUI
HNupopmalinoHHbIE TEXHOJOTUU B paboOTe CEKpeTapsi Kak METO]l COBEPIICHCTBOBAHUS

JACATCIIbHOCTH.

RHROOo~NoOGOR~LN

0

11.
12.
13.
14.
15.
16.
17.
18.

Obecneuenne 3¢ (HeKTUBHBIX KOMMYHUKAIUI B oduce — KirroueBast QyHKIUS ceKpeTapsi.
Kak «uutath cobeceJHIKa» U ICUXOJIOTUYECKH YIIPABIATH UM.
KoMMyHUKaITMOHHBIN MpoIiecc B paboTe ceKpeTaps.
OcCHOBBI OpraHu3anyu Tpyaa cekperapsl.
PernamenTanus JOIKHOCTHBIX 00s13aHHOCTEN CeKpeTapsl.
VYcnosus Tpyna cekperaps.
AIMUHUCTpAaTUBHBIE (DYHKIINU CEKpeTapsl.
Opranu3anroHHble (QYHKIIMU CeKpeTaps.
Jlenonpon3BOACTBEHHbIE (PYHKIIMH CEKpETapsl.
CrnmupaiiTuHr — BaxkHas (GyHKIMS B paboTe cekpeTapsi-pedepeHTa.
TexHnueckue QyHKIMU ceKpeTaps.
TpynoycTpoiicTBO cekpeTaps.
[TnanupoBaHue U opraHu3aus paboyero BpeMEeHU ceKpeTaps.
KomanaupoBka pyKOBOIUTENS: IEUCTBUS CEKPETAPSI.
MeTtoap1 60pBOBI CO CTPECCOM B paboTe CeKpeTaps.
MotuBanus B paboTe cexperaps.
B3auMoOTHOLIEHUST C  pPYKOBOJAUTENEM, KOJUIETaMH, IIOCETUTEISIMU: OCHOBHBIE

ICHUXOJIOTHYCCKHE ACIICKThI.

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

JlenoBOM ATUKET PU OpraHU3aluy MPUEMOB: YHaCTHUE CEKpETapsI.

3Ha4yeHre U OCHOBHBIE TPEOOBAHMSI K JICIIOBBIM M JIMUYHBIM KaueCTBaM CEKpeTapsl.
®dopmbl 00CYKICHHS JICTOBBIX MPOOJIeM B paboTe cekpeTapsi.

OYHKIUHU ceKpeTaps PU OpraHu3aluu KaJpoBoil paboThl.

PaGora cexperaps ¢ MMCbMEHHBIMU OOPAILIEHUSMH TPaKIaH.

MeTtoanka cOCTaBICHUS aHATTUTUYECKUX 0030pOB.

Knaccudukanus u xapakTepucTuka OCHOBHBIX BUJIOB 0030pa.

AHHOTUpOBaHME U pedeprupoBaHie B paboTe cekpeTaps-pedepeHrTa.



11

Kpurtepun oneHuBaHus HHIMBUAYAJIbHONH PaldoOThI CTyJdeHTA:

1. Ilenb paboOTHI: HACKOJIBKO YETKO CPOPMYIIMPOBAHA.

2. CrpykTypa: JJOTUYHOCTb U MOCIJI€A0BAaTENbHOCTh H3JI0KEHUS MaTepuana.

3. AprymMmeHTanus: OOOCHOBAaHHOCTb, YOEOUTEIHHOCTb, HAJIMYUE IMO3UTHUBHON OIICHKU U
BO3MO>KHOM KPUTHKH, CEPbE3HOCTH HAYYHBIX HCTOYHHUKOB.

4. HayuHblli TOMCK: MCIOJIBb30BAaHUE COOTBETCTBYIOIIEH JIUTEpAaTyphl, 00BEM MPOBEICHHBIX
Hay4YHBIX MCCIIEIOBAHNN.

5. SI3bIK paOOTHI: MOHATHOCTH, TPAMOTHOCTb.

6. TBopueckuii MOMEHT: TBOPYECKOE OTHOLIEHHE K OTOOpY, 0OpabOTKHM MaTepHajos,
HaJINYME OPUTHMHAIbHBIX BHIBOIOB.

8. BOITPOCBHI K MOAYJIBHOMY KOHTPOJIIO

1 Dtansl pa3BuTHs cekperapckoil ciyx0bl npu Iletpe |.

2. Drambl pa3BUTHs ceKpeTapckoi ciyxObl npu Exatepune Il. 3nauenue npodeccun
cekperaps B Hayase XIX Beka.

3. Cekperapckas ciy:x0a nocie okTa0pbckoro nepesopora 1917 rona.

4. Poiabp cekpeTapckoro IepcoHansa B CTPYKTYpE JOKYMEHTAIIMOHHOTO 00ecredeHUs
ynpasneHus. Kateropuu cekpeTapckoro nepcosana.

5. JlenoBeble U JINYHBIE KaYECTBA CEKpETapsl.

6. Kakue  nomonHutenbHble  (QYHKIMH  MOXET  BBIIONHATH  CEKpeTapb, KpoMme
JIOKYMEHTAIMOHHOTO ¥ 0€310KYMEHTAIIMOHHOTO 00CITy>KHUBaHUs?

7. 3HaHME KaKuX JICUCTBYIOIIMX 3aKOHOB HEOOXOJUMO CEKpeTapl0 COBPEMEHHOMU
opraHu3amuun?

8. Ilcuxonoruueckre  mpodeccHOHAIBHO  BaKHbIE  KauecTBa I CEKpeTapeu.
[TpodeccuonanpHbIi MoaOOp NEpcoHaANIA Ha T0JKHOCTD CEKpeTaps.

9. Haiite XapakTepHUCTUKY HSPrOHOMHUYECKUM TpeOOBaHUSAM IMPH IUIAHUPOBKE pabouero
MecTa ceKpeTapsi, CAHUTAPHO-TUTHEHUYECKUM U 3CTETUYECKUM YCIOBUSAM TpyZa.

10. CocTaBbTe TOJKHOCTHYIO MHCTPYKIIUIO CEKPETapSI.

9. OBPA3EIl MOAYJbHOI'O KOHTPOJISA

rOYy BIIO «IOHEHKUI HAIIMOHAJIbHbII1 YHUBEPCUTET»
®AKYJIBTET MATEMATUKH U UTHOOPMAIIMOHHBIX TEXHOJIOT UM

Hanpasnenue noocomosxu: 46.03.02 /lokymenmosedenue u apxugogeoenue
ObpaszosamenvHas npoecpamma Oakanagpuam

Cemecmp Vi

Yuebnas oucyuniuna Opzanuzayusn ceKpemapcKozo 00CaAyHcueanus

MOAYJBbHASA KOHTPOJIBHAS PABOTA
BAPUAHT Ne 1

1. JlaiiTe XapaKTEpUCTHKY JPrOHOMHYECKMM TpPEOOBaHUSAM MpHU TIAHUPOBKE pabodero mecra
cereTapﬂ, CaHI/ITapHO-FI/IFI/IeHI/IquKI/IM U 3CTCTUYCCKUM yCJ'IOBI/ISIM prz[a.

2. Dransl pa3BUTHUs ceKpeTapckoil cimyk0nl ipu Exarepune |l. 3nauenue npodeccuu cexperaps B
Havane XIX Beka.

VYTBepkeHo Ha 3acenaHuu Kadeapbl HHPOPMAIIMOHHBIX CUCTEM YIPaBIEHUS, MPOTOKOI No

or“ ” 20 r.

3aB. xadeapoit H.
IIpenonaBarens H.

. IToromMapeHKo
E. Mamenko
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Kputepun oneHuBaHNs MOAYJbHOT0 KOHTPOJISI

Homep 3apanus KoanuectBo
0aJ110B
3ananue 1 5
3aganue 2 5
Bcero 10 oanioB

12. KOHTPOJBHBIE BOITPOCHI K IPOMEXYTOUYHOM ATTECTAIIUU

KOHTpOJIbHLIe BOIIPOCHI K 3K3aMEHY

1.
2.

3.
4

©oN®

18.
19.
20.
21.

22.
23.
24.
25.
26.

27.

28.
29.
30.
31.
32.
33.

HcTopus pa3BUTHS CEKPETAPCKOU JESATEIBHOCTH.

3HayeHHe M POJb CEKPETAPCKOrO0 IEPCOHAna B CTPYKTYpe JOKYMEHTALMOHHOTO
o0ecreueHus yrnpaBiieHUsl.

JlenoBble U IMYHBIE Ka4eCTBA CEKPETapsl.

OO0s3aHHOCTH  CeKpeTaps 10 JOKYMEHTAlMOHHOMY o00cimyxkuBaHuio0. OOs3aHHOCTU
cexpeTapst o 6e3J0KyMEHTHOMY OOCIIy>KUBAHUIO.

OOmiast XapakTepUCTUKA 3aKOHOAATENBbHBIX U IPYTUX HOPMAaTHBHO-IIPABOBBIX AKTOB,
HOPMATHUBHO-METOAUYECKUX TOKYMEHTOB, KOTOPBIE PETYIUPYIOT AEATEILHOCTH
ceKpeTapsl.

ObecrieueHue paBoBON IPaMOTHOCTH.

PernameHranus nesTeabHOCTH cekpeTapsi-pedepenTa. JJoIKHOCTHAsS HHCTPYKLIHUS.

Opranusanus 1 NpoBeJeHHEe IPOPECCUOHATBHOIO 0TOOPa CEKPETAPCKOro MEepCoHaa.
CoBpeMeHHbIE CIIOCO0BI TPYAOYCTPOICTBA HA JOIKHOCTh ceKperaps. PekomeHaanuu mno
MOBE/ICHUIO MIPETEH IEHTA IIPU TPYI0YCTPOMCTBE Ha JIOJKHOCTh CEKpETapsl.

. Ananramnus kK pabote cekpeTaps.
11.
12.
13.
14.
15.
16.
17.

OnTuManbHbIe YCTIOBUSL PaOOTHI CEKpeTaps.
Opranuzanus paboyero MecTa ceKperapst U pyKOBOIAUTEINS.
Opranuzanys v MpoBEeCHUE COBEIIAHUM.
Opranu3zanus IPOTOKOJIbHBIX MEPOIPUATHH.
Opranu3zanys NpoBeJeHHs EPEroBOpOB, IPUEMOB, MPE3EHTALIUH.
Opranu3anus 1 MpoBeCHUE IETOBBIX MOE30K PYKOBOIUTEIIS.
OcobenHoctu TeneoOHHOroO JenoBoro ooOueHuss B paborte cekperaps. PabGorta c
Tesie(hOHOrpaMMaMH.
[TpumepHas cxema pabouero aHs cekperaps. [InmanupoBanue padouero nHs.
MeTobl 1 IPUHIUIBI YIPaBIEHUs PaOOYMM BPEMEHEM.
[IpueM noceTuTenen U3 IPyrux OpraHu3anil 1 KOMaHAUPOBAHHBIX.
[IpueM COTpyIHUKOB MO TEKYIIUM M JUYHBIM BorpocaMm. IIpuem rpaxkaan mo JUYHBIM
BOIIpOCaM.
[Ipuem nenerauui.
PaGoTa cexpetaps mo coopy uHbopmanmu. opmel peacTaBiaeHUs HHOOPMAITUH.
[ToarotoBka BeIcTymIeHUN pykoBoauTest. CIMYpaTUHT.
OcoOenHocTH pabOTHI CEKpeTaps ¢ HHPOpMAIUel sl pyKOBOIUTEIS.
[Tcuxodusnonornyeckue ycioBus Tpyaa cekperaps. CaHUTapHO-TUTHEHHYECKHE
yCIIOBUS TpyAa. DCTETHUECKHE YCIOBUS TPYAa.
[Tcuxonoruueckue acrekTbl paboThl cekpeTaps. B3anMOOTHOIIEHUS ¢ PYKOBOIUTEIEM,
COTPY/IHUKAMHU.
WNmux cexperapsi-pedepenra.
[IpaBuna sTukeTra B paboTe cekperaps-pedepeHTa.
OcobeHHoCTH /1e70BOi nepenucku. Buasl nucem.
Benenune 31eKTpOHHOM J1€710BOM MEPENTUCKHU.
Cutyanus «J1enoBoii CTHIIb B OJEKAE»
Curyauus «Kynbrypa Tene@oHHOTO OOIIeHUs
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34. Curyanus «PanuoHanbHOE IIIAHUPOBAHUE BPEMEHI

35. Curyanus «IleperoBopsi».

36. 3ananue «JlemoBoii mpuem» (3aBTpak, o0en, yKuH, 4al, (ypiier) 1 0COOEHHOCTH €ro
OCYIIIECTBIICHUSI.

37. Curyanus «Cekperapb-MeHEIKEPY.

38. 3aganue «loaroToBka K COBEIIAHUION.

39. 3ananue «Buasl mucem».

40. 3amanne «OdopmiIeHUsI TPOTOKOIA COOpaHus PaOOTHUKOBY.

41. Cutyauus «Pacniopsiiox JHs».

42. Cutyauus «ConpoBOoKIeHIE KOMaHIUPOBKI.

43. Curyauus «Opranu3zamys nprueMa noceTUTENen».

44, 3ananue «Tenedonnsie Gpasp».

45. 3ananne «[IpaBuia 1eI0BOro OOLICHUS.

46. 3amanne «OdopmieHHE CIIy>)KeOHOT0 MUChMa M ONIPEACIICHUE €0 BUIAAY.

47. 3amanne «PexiiaMHO€E ITHCHEMO).

11.0BPA3EIl DK3AMEHALIMOHHOI'O BUJIETA

TrOY BIO «IOHELKW HALIIMOHAJILHBI YHUBEPCUTET»
(I)aKy.]'[bTeT MaTEeMaAaTuUKI U ]/IH(l)OpMaIII/IOHHbIX TEeXHOJIOT Ui

Hanpaenenue noocomosxu: 46.03.02 lokymMeHTOBeIeHUE U APXUBOBEEHUE

Obpaszoeamenvras npocpamma.  aKkaJeMUYecKHii 6aKkajaBpuar

Cemecmp Vi

Yuebnas oucyunmuna Opezanuzayus ceKpemapcKozo 00CaysHcueanus
BUWJIET Ne 1

1. [lcuxodusnonornueckue ycioBus Tpyaa cekperaps. CaHUTapHO-TUTHEHUYECKUE YCIIOBHS TPYy/a.
DcTeThyecKue ycIoBUs Tpyaa.

2. Opranu3zanus pabodero MecTa cekperapsi © pyKOBOIUTEIIS.

3. Curyauus «Cekperapb-MEHEKED».

YT1BepxkaeHo Ha 3acenannu kKadeapsl nHOOPMAITMOHHBIX CUCTEM YIPABIEHUS, TPOTOKOJT Ne oT
« » 20 T

3aBeayromuii kadenpoit
OK3aMeHaTop

III. ITonomapeHKO
E.

H.
H. E. Mamenko

Kpurepun oneHuBaHHus 3K3aMeHa

Howmep 3apanus KoumnuectBo
0aJU10B
Bonpoc 1 15
Bormpoc 2 15
3ananue 3 10
Bcero 40 6anJ10B

12. OBPA3ELl TECTOBOTI'O 3AJAHUSA

1. Iens coBemanus:
a) peleHre BOIPOCOB, CBA3aHHBIX C 3aKJIFOUYECHHEM JIOTOBOPOB;
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6) oOMeH mHpopManuel 1o 3apaHee ONpeeIeHHON MOBECTKE JIHs, 3aTparuBaromeii padoty
BCEX €r0 YYaCTHHUKOB,;

B) 3aKJIFOYCHUEC B3aUMOBBIT'OJHBIX CACIOK.

2. BpINUCKY U3 MPOTOKOJIAa COBEIIAHUS TIOIICHIBACT:
a) CeKpeTaphb;

0) mpezacenarenb U CEKpeTaphb;

B) IIpejicenaTeb.

3. Jlunia, KOTOPBIX PYKOBOAMTEIF KOMIIAHUU HE MOXKET NMPUHATH B OJVIKaWIINNA TPUEMHBIN

JICHb:
a) OIOBEIIAIOTCS 00 3TOM CEeKpeTapeM;
0) HE OTOBEIIAIOTCS CEKpeTapeM;

B) OITIOBCIIAIOTCS 00 >TOM CCKPETApEM, a TAKXKE COO6HIaIOTCH IpeaABapUTCIIbHBIC JaTa, BpEMs
" IPOAOJDKUTCIIBHOCTD ITPUCMa.

13. KPUTEPUU OHEHUBAHUA

CornacHo MOAYJIBHOMY MPHHIUITY OPraHU3alMU y4eOHOTO Mpolecca coepkanue yaeOHom
JUCIUIUIMHBL W3 OJHOTO 3a4€THOTO MOJYJsA. 3a4eTHBIH MOJYJIb COCTOMT W3 TEOPETHYECKOIrO
Marcepuajia M IPAKTUYCCKUX 3adad, BBIIIOJIHCHUC KOTOPBIX TpeGyeT OBJIaACHUSA Teopneﬁ B
yKa3aHHOM B MOJIyJIe O0bEeMeE.
Ornenka 3HaHUM CTYAEHTOB IpoBoauTCs 1o 100-0ayibHOM 1IKajge COTJacHO CIIEAYIOUIUM

KPUTEPHSIM:
N Bubl KOHTPOJILHBIX MEPONIPUATHI Koawiecrso
n/n 0a/1J10B

Tema 1

1. Tekyniee recTupoBaHue 1
Tema 2.

1. IIpakTHueckoe 3a1anue 4

2. Tekyuee TecTupoBaHue 0,5
Tema 3

1. [IpakTdeckoe 3aanme 6

2. Tekyuiee TecTupoBaHue 0,5
Tema 4

1. [TpakTHyeckoe 3aganue 5

2. Tekyriee TecTupoBaHue 0,5
Tema S

1. IIpakTHueckoe 3a1aHue 4

2. Texyree TecTupoBaHue 0,5
Mopay/ibHBII KOHTPOJIb 10
Tema 6

1. ITpakTHyeckoe 3aganue 11

2. Texyree TecTupoBaHue 0,5
Tema 7

1. ITpakTnueckoe 3aganue 1 2

3. Texyree TecTupoBaHue 0,5
Tema 8

1. IIpakTueckoe 3ananue 4

2. Tekyuiee TecTupoBaHue 0,5

Tema 9
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1. [IpakTrueckoe 3a1anue 2

2. Teky1iee TecTupoBaHue 0,5
Tema 10

1. [IpakTuyeckoe 3a1anue 3

2. Teky1ee TecTUpOBaHUE 0,5
Tema 11

1. [IpakTyeckoe 3amanue 1 3

3. Teky1ee TecTUpoOBaHUE 0,5
IK3zameH 40
Bcezo 3a cemecmp: 100

IlIkaja cooTBeTCTBHS 0AJIOB rOCYy1apCTBEHHOM MIKAaJIe

Onenka Cymma 6ajiiioB 3a OueHka Mo rocy1apcTBeHHOM Ouenka mo }
ECTS BCe BUAbI y4eOHOi mKaJje (3K3ameH, rocy1apcTBeHHOM
JeATEJbHOCTH aupdepeHunaIbHbIN 3a4€T) HIKaJje (3aqer)
A 90-100 5 (OTIUYHO) 324TEHO
B 80-89 4 (xoporo) 3a4TCHO
C 75-79 4 (xoporio) 324TEHO
D 70-74 3 (YIOBJIETBOPUTEIHHO) 3a4TCHO
E 60-69 3 (YIOBJIETBOPHUTEIHHO) 324TEHO
EX 35-59 2 (HGYI[OBJIGTBOpI/ITeJIBIjO) c He 3aUTeHo
BO3MOYXHOCTBIO TTOBTOPHOM CIaYU
2 (HeyIOBJIETBOPHUTEIBHO) C
= 0-34 BO3MOXHOCTBIO ITOBTOPHOM CHAaYn He 3a4TeHO
IIPU YCIIOBUU 005I3aTEIBHOTO
HabOpa JONOJTHUTENBHBIX 0aJIOB

14. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEBHOI'O ITPOIECCA

JIGKIMOHHBIE M MpPAKTUYECKHE 3aHATUS TMPOBOAATCA B Y4eOHOM ayAuTOpUH  JJs
IMPOBCACHU A 3aHATHI JICKOIUMOHHOI'0 THIIA, MNPAKTHYCCKUX 3aH$ITI/II\/'I, TCKYLIECTO KOHTPOJIA U
IPOMEKYTOUHON aTTeCTalllu, OCHAIIIEHHOW KOMIUIEKTOM yueOHOM MebenH, KOMIIJIEKTOM padouero
MecTa IHpernojaBaTenis, MeJOBOM (MapkepHOM) MJOCKOH, | MyJIbTUMEAUIHBIM TPOEKTOPOM,
HOyTOYKOM (1 mIT.).

15. PEKOMEHJOBAHHAS JIUTEPATYPA

Ne HanmenoBanue Koxa-Bo Hanu4yue
n/n IK3EMILIAPOB | JJIEKTPOHHOM
B OubJmoTeke BEpCHHU B
JouHY IBC

OcHoBHasi IuTEpaTYpa

1. | bana6anoBa, JI. B. Opranizamis mpaii MeHemDKepa : 10 -
niapyynuk / JI. B. banabanosa, O. B. Capnax ; Jloner.
JIepX. YH-T exkoHoMiku 1 topriBmi iM. M. Tyran-
bapanoscekoro. — K. : IIpodecionan, 2007. — 416 c.

2. | bonoroma, A. K. Ilcuxosorus opraHu3alii BPEMEHU : 1 -
yueOHoe 1mocobue JUIsi CTYI€HTOB BY30B, 00yJaroImuxcs
o HampasieHuto u crenuanbHoctd "llcuxomorus" /
A.K. bonorosa ; ['oc. yn-1, Beicul. mk. 3kOHOMHKH. — M.
: Acniekt IIpecc, 2006. — 254 c.
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Bunorpaacekuii, M. JI. Opranizariis mpari MeHeKepa : 20
HaB4y. moci6. / M. JI. BunHorpanmcekmii, A. M.
Bunorpaaceka, O. M. IlIkanoBa ; KuiBcbkuii €KOH. 1H-T
MeHexMenTy. — Kuis : Konnop, 2010. —412 c.

I'opaienko, K. [[. JlimoBoacTBO B poOOTI cekpeTaps : 3
npakt. noci6. / K. 1. T'opaienko. — 3-te Bua. — KuiB :
KHT, 2009. — 302 c.

JlonoJIHUTeIbHAS JTUTEpaTypa

CrentokoB M. B. Cekperapckoe pgeno : [IIpakr. 2
nocobue]. — 3-e uza. — M. : I[TIPHUOP, 2000. —189 c.

[IpakTukym no JTUCIIUIUIMHE "Opranuzanus 1
CEKpeTapcKoro oOchmykuBaHusA" : JJS  CTYJCHTOB
HanpaBJICHUSA IMOATOTOBKU 46.03.02
"JIOKyMEHTOBEJICHHE M apxXuBoBeleHHE" Bcex (opMm
oOyuenus / [coct. H. E. Mamenko] ; JloHenkuii Ha1l. yH-
T, ®ak. marematuku u wuHOpM. TexHosoruii, Kad.
undopm. cuctem ynp. — Joneuk : louHY, 2016. — 78 c.

Annpuenko, E. B. DOtuka OuzHeca U JeI0BOro oOIIECHUS : 1
[Kypc JeKuuil a1 CTYIEHTOB 3KOH. M SKOH.-IpaB. (ak.
JTHEBHOM 1 3a04HOU (hopm oO0ydenwmii]| / E. B. Annpuenko ;
Jlonenxuii Haul. yH-T. — [lonenk : JlonHY, 2011. — 148 c.

[lepcoHanbHbIi MEHEIKMEHT : Y4EOHHUK AJIs CTYAEHTOB 2
BY30B, o0y4aromuxcs o CHEIHaTbHOCTU
080507(061100) "MenemkmenT opranuzanuu" / C. ]I
Pesnuk, B. B. bonmapenko, C. H. Cokonos, @. E.
YnamoB ; moxn obmr. pex. C. JI. Pe3nuka. — 3-e u3m. —
Mocksa : UHOPA-M, 2009. - 556,[1] c.

MuxaiinoB, 0. M. Cekperapb pyKOBOIWUTENS 1
yHUBepcaJdbHbI cnpaBouyHuk / FO. M. MuxaitnoB. —
Mocksa : Anbda-IIpecc, 2010. — 576 c.

10.

l'onuapoBa, H. [. Jlokymenrtaiiiine 3a0e3nedeHHs 11
MeHeUKMEHTY : HaBu. moci0. [uid cTyl. BHUIIMX HaBY.
3aknaniB / H. I. 'onuaposa ; KuiB. Ha1l. yH-T KyJAbTYypH 1
muctenTs. — K. : Ilentp HaBu. 1-pu, 2006. — 259 c.

11.

TomuneBa, W. JIOKyMEHTUPOBAHHWE MOATOTOBKH H 1
MIPOBE/ICHUS COBEIAHU, UX UCTOpUS M KiIaccu]UKanus
/ Y. Tommuuena // JlemonpousBoactBo. — M. — 2012, No 4,
— C. 35-45.

12.

VYnopasniHHA cydacHUM o¢icoM (odic-MEHEIKMEHT) : 3
HaB4. 1oci0. /i cTyA. Buml. HaBy. 3aki. / C. I1. llleBuyk,
B. A. CkopoxomoB, B. M. XykoBcbka Ta 1H. ;
[TiBnenHocnoB'sHCbKUN 1H-T KHiBCHKOTO CI1aBICTUYHOTO
yH-Ty. — KuiB : [Ipodecionan, 2010. — 183 c.

16. T H®OPMAIIMOHHBIE PECYPCBI —

17. MIPOTPAMMHOE OBECIIEYEHHUE

1. Windows 7 PRO (kopnoparusnas nunensus JOHHY Ne 46484614)
2. Microsoft Office (kopnopatuBnas munensus JJOHHY Ne 46472919)
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3. Microsoft Visual Studio (;uuensust nporpammer DreamSpark mist BeICIINX y4eOHBIX
3aBEICHUI)

4. Awntusupyc Kacniepckoro, Adobe Acrobat Reader, XxPDF (muuensun GPL, Apache,
BSD mi1st cB0OOOAHOTO MPOrpaMMHOTO 0OECIICUCHUS).

18. UCIIOJIb30BAHMUE 3JIEKTPOHHOI'O OBYUEHUS
U TUCTAHIIMOHHBIX OBPA3OBATEJIBHBIX TEXHOJIOT U

- DHUO npenooasamensn
Hucyunauna unu opyzou N
N U 8U0 IJ1IEKMPOHHO20 63AUMOOEICM U
6UO0 yueOHou padbomul
npenooasamenb-cmyoeHm no OUCYUnIuUHe
Mamenko H.E.:
Opranuzanus cekperapckoro | O6mako (https://cloud.mail.ru/public/2rxR/SBTyWLr9V/),

00cITy>)KMBaHUS BK (https://vk.com/maschenko n),

e-mail (n.mashchenko@donnu.ru)
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Pabouass mporpamma paccMOTpeHa U TMEpEyTBEpXKACHA Ha 3aceJaHuu Kadeapsl C
n3MeHeHusMu (6e3 n3meHenui) Ha 2021-2022 ron.

B pabouyto npocpammy Oucyunaunel «OpeaHuzayus cekpemapcrKozo 00CHYHCUBAHUY
BHeCeHbl cledylouue U3MeHeHUs. U OONOTHEeHUs.:

[Tporokon 3acenanus kadeapsl Ne oT . 3aB.kadeapou

Pabowas mporpamMma paccMOTpeHa | TepeyTBEp)KICHAa Ha 3aceJaHuu Kadeapsl ¢
n3MeHeHusMu (0e3 n3meHenui) Ha 2022-2023 rox.

B pabouyto npocpammy Oucyuniunel «Opeanuzayus cekpemapcrko2o O00CIYHCUBAHUAY

6HECEHbI Cﬂedy;ou;ue UBMeEHeHUst U OONOAHEHUS!

[Iporokon 3acenanus kadeapsl Ne oT . 3aB.kadeapou



