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JIner akryaqm3zanuu padodeil mporpamMMsl

PaGouas mporpamma nepecMoTpeHa, o0CcyxieHa 1 ooopenHa uist peanmu3armu B 2023 - 2024
yueOHOM roy Ha 3aceqanuu kageapsl Ilenarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Iporokom or 20 . Ne

3aB. kadenpoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00CcykieHa u ogo0pena uist peanmsarmu B 2024 - 2025
yueOHOM rony Ha 3aceqannu Kadeapsl Ilemarormyeckoro oOpa3oBaHus U JOKYMEHTOBEICHHS

[Iporokom oT 20 1. Ne

3aB. kadenpoit C.C. Benukanosa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa u oo0pena uist peanm3armu B 2025 - 2026
y4eOHOM To/ly Ha 3acenanuu kadeapsl [lemarornyeckoro 00pa3oBaHUs M TOKYMEHTOBEACHHSI

[IpoTokomor 20 . Ne

3aB. kadenpoit C.C. Benmkanosa

Pabouas mporpamma nepecMoTpeHa, 00CykieHa 1 ojo0peHa it peanm3armu B 2026 - 2027
yueOHOM rony Ha 3aceqannu kadeapsl [legaroruueckoro 0Opa3oBaHUs M JOKYMEHTOBEICHHS

[IpoTtokonm oT 20 1. Ne

3aB. kadenpoit C.C. BenukanoBa

Paboyas nmporpamma nepecMoTpeHa, 00CyxieHa 1 o100peHa s peanusarmu B 2027 - 2028
y4eOHOM roay Ha 3acenanuu kadeapel Ilemarorunyeckoro o6pa3oBaHus U JOKYMEHTOBEICHUS

[Ipotokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 eyt 0CBOEHUSI AUCHUILITAHBI (MOTYJI51)

Henssmu  ocBoeHus aucHUIUIMHBL  «Opranuzanysi KOH(EPEHTHBIX MEpONPHUSITUN
SABJISIFOTCA: O3HAKOMIJICHHC CTYACHTOB C COBPCMCHHLIMU Tpe60BaHI/I5IMI/I K OpraHusanvuu
KOH(QEPEHTHBIX ~MEPOINpPHUATHH, a TaKkXKe pPacKpbITUE OCHOBHBIX MpOOJIeM JaHHOM
npodeccCHoHABHOM NesITeTLHOCTH.

OCHOBHBIMH 3ala4aMu IPEroaaBaHus Kypca sABJIAIOTCA:

[ mpocienuTh CKIIaJbIBAHUE COBPEMEHHBIX TPEOOBaHUM K CEKPETapCKOU AESITEIbHOCTH
IIPU OpraHu3ay KOH()EPEHTHBIX MEPOTIPHSITHH;

[J O3HAKOMHUTbH CTYACHTOB C OCHOBHBIMU OOJDKHOCTHBIMH 00s13aHHOCTSIMU CCKpEeTapsa
OpraHu3auy KOHPEPEHTHBIX MEPOTIPUSITHIA;

[J copMUpOBATh MPAKTHYECKUE TPOPECCHOHATBHBIC HABBIKH.

2 MecTo TMCHMIIMHBI (MOYJIs1) B CTPYKTYpe 00pa3oBaTe/ibHOI MPOrpaMmsbl

Jucuunnuua Opranuzanusi KOHQEPEeHTHbIX MEPONpPUATHH BXOJUT B YacTh Y4eOHOTO
WwiaHa (QOpMUPYEMYIO y4YaCTHMKaMH 0Opa30oBaTeNbHBIX OTHOIIEHHWH 00pa30BaTENbHOMN
MIPOrpaMMBbl.

JUigs  u3ydeHus  JUCUUIUIMHBI  HEOOXOoAMMbl  3HaHMsS  (YMEHHUs,  BJIAJCHUS),
c(OpMUPOBAHHBIE B PE3YJIbTATE U3YUEHUS] JUCIUILINH/ TPAKTUK:

CoBpeMeHHas opranu3anus rocyJapcTBEHHbIX yupexaeHnil Poccun

[IpaBoBeneHnE

Brenenue B mpodeccuto

OCHOBBI apXUBOBEECHUS

OCHOBBI TOKyMEHTOBECHUS

OCHOBBI yIpaBJI€HUs OpraHu3aluen

Opranu3annoHHO-UH(OPMAILIMOHHOE 00eCTIeYeHHUE IEATEIbHOCTH PYKOBOIUTENS

Opranu3anys 1 TEXHOJIOT U TOKYMEHTAMOHHOI0 00eCTIeueHNs YIIPaBIeHUs

3HaHusA (YMEHUs, BIAJCHUS), OTYYEHHbIE IPU U3YYEHUM JAHHOW JUCLUIUIMHBI OyIyT
HE0O0XOAUMBI 7151 U3yUCHU S IUCLUILINH/TIPAKTHK:

Opranuzanus paboTsl ¢ 00paleHUsIMHU IPaKaaH

[ToaroToBka K mpoueaype 3aluThl U 3alUTa BBITYCKHOM KBaTM(PUKALIMOHHOMN paboThI

IToaroroBka K crade v cAada rocyAapCTBEHHOIO 9K3aMEHa

IIpousBoacTBEHHAS — MPENIUILUIOMHAS IPAKTUKA

[IpoexTHast JAEATENBHOCTh 1O JOKYMEHTAllMOHHOMY OOECNEUYEHUIO0 YIpPaBJICHUS
Opranu3amuen

3 Kommnerenuun ody4arouierocsi, opMupyembie B pe3yJIbTaTe 0CBOCHHUS

AUCHMILINHBI (MOAYJISA) U INIAHUPYeMbIe Pe3y/IbTaThl 00y4eHHus

B pesynbrate oOcBOeHMs AMCUUIUIMHBL (Moayis) «OpraHuzanus KOH(EPEeHTHbBIX
MEpPONPUATHID 00yUaroIuiics JOKEH 001a1aTh CIEAYIOIUMU KOMIIETSHIUSIMHU:

KOI[ HHAUKATOpa I/IHI[I/IKaTOp JOCTHXXCHHA KOMIICTCHIITUN

IIK-1 Crnocoben OCYIICCTBJIATL OPTaHHU3AIIMOHHOC, NOKYMCHTAUWMOHHOC H I/IH(i)OpMaLII/IOHHOG
obecneucHue JACATCIbHOCTH PYKOBOJUTECIIA OpraHu3alinn

IK-1.1 Opranuzyer u obecreuMBaeT JIOKYMEHTAlMOHHOE COIPOBOXKICHUE
NeATeNbHOCTH PYKOBOAWTENS Ha OCHOBE BHEIIHUX M JIOKAJIbHBIX
HOPMATHBHBIX aKTOB

[1K-1.2 Opranuszyer WHGOpPMAIMOHHOE U JOKYMEHTAllMOHHOE B3aMMOJCHCTBUE
PYKOBOJUTENS € TIOCETUTENAMH, TNOAPA3ACICHUAMH, JTOJDKHOCTHBIMU
JMLIaMU TApTHEPAMHU

I1K-1.3 Opranusyet paboyee Bpems, QyHKIIMOHAIBHOE IPOCTPAHCTBO CBOE U




PYKOBOJHUTEIIS, OPraHU3alIOHHO COMPOBOXKIAeT pabouyue MPOIECCh
PYKOBOJUTEIS

I1K-2 CriocoOeH OCYIIECTBIATh JIOKYMEHTAIIMOHHOS 00CCIICUCHHE YIIPABJICHHS OpraHu3aIiei

[1K-2.1 Opranuszyer u periiaMeHTUPYET JOKYMEHTHUPOBAHUE YIIPABJIEHUYECKOUN
JIeSITEJIbHOCTH B OpraHu3aluu

I1K-2.2 Oprasu3yer 1 periiaMeHTHPYET JOKYMEHTOOO0POT B OpraHu3aIuu

[1K-2.3 Opranuzyer, perjiaMeHTUpYeT ONEPaTUBHOE XPaHEHUE U MCIOJIb30BaHUE

JOKYMCHTOB B OpraHM3aliiin




4. CTpyKTypa, 00b€M U coep:KaHue TMCHUIIJIMHBI (MOYJIs1)
OO0mast TpyI0eMKOCTh AMCIUILTUHBI COCTaBlsieT 3 3a4eTHhIX eaunuil 108 akaja. dacoB, B TOM

YHUCIIC:

— KOHTaKTHas paborta — 34,4 akaj. 4acoB:
— ayauTopHas — 4 akaJl. 4acoB;
— BHeayautopHas — 30,4 akaJ. 4acos;

— camocTosTenbHas pabota — 69,7 akas. 4acos;
— B (hopme npakTrueckoit moarorosku — 0 akas. vac;

dopma aTTecTaluy - 3a4ET C OLEHKOMN

AynuropHast I =
KOHTaKTHas paboTta E E dopma TeKyILEero
=
Paszen/ Tema 2 (B akan. yacax) ) > Bun 3 KOHTpPOJIS Ko
> 3 ©|caMoCTOATENbHOM |  yCTIeBAaEMOCTH U
JIACIUTUTAHBI A £ = . | xoMmereHIn
o & paboThI MPOMEKYTOTHON
na6. | mpakr. | £ 8
Jlex. - [TPAKT | =g aTTecTalyH
3aH. | 3aH. |Q &
1. HopmatuBHbIe OCHOBBI
OpraHu3aIu KOH() epEeHTHBIX
MEpPONPUITUI
Koncnek
ene MK-1.1,
yueOHOI u K-1.2
1.1 Kondepenrthsie CIPaBOYHOM N
CocraBiieHue I1K-1.3,
MEpOTPHSTHUS: TIOHSITHE, 0,4 0,4 14 JIUTEPATYPHI,
rioccapust I1K-2.1,
BUABI, GYHKLIUH BBITIOJTHEHUE K-2.2
TPEHUPOBOYHBIX oA
YIpaXHEHUN MK-2.3
Koo
1.2 C}: ABOUHOI CocraBnenue MK-1.2,
HopmartuBHo-mMeTomuueckas p CIICKA I1K-1.3,
5104 0,4 14 JIUTEPATYPHI,
0aza OpraHu3aluu HOPMATHBHBIX [K-2.1,
o BBITIOJTHEHUE
KO(EpEHTHBIX MEPONPUATHI JIOKYMEHTOB [K-2.2,
TPEHUPOBOYHBIX K-2.3
yIpaxHEHU I '
Koncme
neneet MK-1.1,
yueOHOM 1 K-1.2
1.3 TpebOoBanus K CIPaBOYHO# o
OpraHu3zalyyu KOH(PEPEHTHBIX 0,4 0,4 13 JIUTEPATYPbI Cocrasnemne R-1.3,
MI; ONPUATUI , , BbIHOHHeHI/Ié Komcrekra R-2.1,
porp TK-2.2,
TPEHUPOBOYHBIX K-2.3
yIIpaXHEHU I '
HWroro no pasaeny 1,2 1,2 41
2. TexHonorus OpraHu3alMd H
MIPOBEACHHUS KOH(EepEeHTHBIX
MEPONPUSITUN
Koncme
e
v N CocrasieHue IK-1.2,
2.1 TlopsmoK TOATOTOBKH M CIPaBOYHO#
nposeneHns koHpepenTHsx| 5 [ 0,4 04 14 JIUTEPATYPHI [TPOTPAMMBI MK-1.3,
P N ' ' ’ KoH(epeHTHoro MK-2.1,
MEpOIPHUAITHI BBITIOJTHEHNE
MEPONPUSTHS [K-2.2,
TPEHUPOBOUHBIX IK-2 3

yIpaKHEeHUH




Koncmexr

GOl 1 CocraBiieHue I1K-1.1,
2.2 JloKyMeHTalroHHOE c}: ABOWHOI MIPOEKTOB IIK-1.2,
COTPOBOXICHUE 04 04 147 ng eDATYDLL JIOKYMEHTOB, IIK-1.3,
KOH(EpPEHTHBIX ' ' ' - (?HHZIEHé COTPOBOXKIAOIINX IK-2.1,
MEpONPUATUIL IDCHIDOBOUHBIX KoH(epeHTHOe IK-2.2,
pyr[p apncHeHI/Iﬁ MEPONpPUSITHE IK-2.3
N3ydenne I1K-1.1,
TEOPETHYECKOrO | o IIK-1.2,
BITTOJTHEHHE BCEX
2.3 Kon b MatepHaa, KOHTP OJIbHBIX MK-1.3,
~> ROHTPOT BOIIPOCO B K 3?3}{“171 IIK-2.1,
3a4ery, a I1K-2.2,
JIUTEPaTypbl I1K-2.3
HUroro no pazgeny 0,8 0,8 287
HUroro 3a cemecTp 2 2 69,7 320
Wroro no aucuurivae 2 2 69,7 3a4eT C OIICHKOM




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B xome peamusanuu mporpamMmbl JUCHHMIUIMHBL  «OpraHuzanus KOH(DEpEeHTHBIX
MEpOTIPUATHI»  HMCIONB3YIOTCSI  00pa3oBaTelbHbIC  TEXHOJIOTHM,  HAMpaBICHHBIE  HaA
dbopMHpOBaHHE  3aSBJICHHBIX  KOMIICTEHIWH:  WH(OpPMAIMOHHAs  JIKIHs,  CEMHUHap,
WHTEPAKTUBHBIC TEXHOJIOTHH (JICKIIUA — Oece1a, JICKIU-I1aJIor ), HHPOPMAIIMOHHBIE TEXHOJIOT U
(ucnoJsib30BaHUE MPE3EHTAIIUN, MEINAPECYPCOB, CIPaBOYHBIX cucTeM «I apanT», «KoHCymbTaHT

+» U 1p.)
NHubopmanmoHHO-KOMMYHHUKAIIMOHHBIE 00pa30BaTeIbHbIC TEXHOJIOTHH
Jlekuusa-BU3yanu3anysi — W3JI0KCHHUE COJEPKAHHUS COIMPOBOXKIACTCS IpE3eHTaIen

(neMoHcTpanueil yueOHbIX MaTepuaioB, NPEACTABICHHBIX B PAa3JIUYHbIX 3HAKOBBIX CHCTEMax, B
T.4. WITIOCTPATUBHBIX, TPpaQUUECKUX, ayJU0- U BUJICOMATEPHAIIOB).

[IpakTnueckoe 3aHsatue B Qopme mnpe3eHtanuu. Yar-3aHsaTus. BeO-3ansarus.
Tenexkondepenuyn. OHnalH-ceMUHAP.

CamocrosaTenbHass  paboTa  CTYAEHTOB  NOJpa3yMeBaeT paloOTy  BBINOJHEHHE
MPaKTUYECKUX 3aJaHUI; UHIUBUIYalbHYIO0 pad0Ty B KOMIIBIOTEPHOM Kilacce 1 oubnuoreke. OHa
HaIpaBJIeHa Ha 3aKPEIJICHUE U YII1yOJeHNe 3HAaHUH, TOJIyYeHHBIX B X0/1€ ayJUTOPHBIX 3aHITHH U
OCBOEHHS MaTepHalIoB 00pa30BaTEIbHOTO MOPTAJIA.

OrneHka 3HaAHUN TIPEACTABISET COOO0N COBOKYITHOCTh Pa3IMYHBIX MOKa3aTesled padoThI

CTyJEHTAa B TEUCHHE BCETO Iporecca 00ydeHus. [[poMeXyTOUHbIH KOHTPOJIH IO HTOTaM OCBOCHHSI
MTUCTTUTITUHRT RETITART RaueT ¢ nrteaknts (R wvne)

6 YueOHO-MeTOIHYECKOE 00eciedeHe CAMOCTOSITeIbHOI padoThl 00yYaOIIUXCS
[IpencrasneHo B mpuiioxeHnu 1.

7 OueHOYHBbIE CPeACTBA 1/ MPOBeAeHU POMEKYTOUYHOMH aTTeCTAlMH
[IpencraBieHsl B IPUIOKEHUH 2.

8 YueOHo-MeTOoIUYecKOe M HHPOPMAIMOHHOE 00ecnieyeHHe AU CIUTIHHBI (MOYJIs1)

a) OcHoBHas1 IMTEpPaTypa:

1. Ky3uenos, U. H. JlokymenTanimonHoe odecnedeHue ymnpasiaeHus. JJOokyMeHTO000poT u
JIeJIONPOM3BOJICTBO © YUCOHUK U MPAKTHKYM Jisl npukiaaHoro Oakanaspuata / M. H. Ky3Heros.
— 3-e u31., nepepad. u qon. — Mocksa : U3garensctBo FOpaiit, 2019. — 461 ¢. — (bakanasp.
[Mpuknagnoit xkypc). — ISBN 978-5-534-04275-7. — Texkcr : snekrponnsiii // DBC Opaiir
[caitr]. — URL.: https://urait.ru/bcode/431759 (nara oopamenwus: 23.08.2020).

2. lloponuna, JI. A. Opranm3ainus W TEXHOJOTHS JAOKYMEHTAIIMOHHOTO OOECIEUYCHHS
yIIpaBIICHUS . yIeOHHK U IPAKTUKYM JUIs akajeMudeckoro 6akanaspuata / JI. A. Jloponuna, B. C.
HputukoBa. — Mocksa : M3garensctBo HOpaiit, 2019. — 233 ¢. — (bakanaBp. AkagemMu-ueckuii
kypc). — ISBN 978-5-534-04568-0. — Tekcr : anexkrponnsiit // DbC FOpaiir [caiit]. — URL:
https://urait.ru/bcode/433078 (narta obpamienus: 23.08.2020).

0) lonostHUTEIBHAS IUTEPaTypa:

1. JlokymeHTanmoHHoe obecriedeHue yrpasienus | yueOnuk / A. C. I'punbepr u ap. - M. :
IOHUTU-JTAHA, 2011. - 1 anextpon.ont. auck (CD-ROM). - 3aru. ¢ tutyn.okpana. - (YueOHast
auTeparypa JUIS BBICILI. " cpea.npod. o0pa3.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10794
40/427.pdf&view=true (nara oopamenus: 25.08.2020). - MakpooObeKT. - TEKCT : 31EKTPOH-HBIIA.
- CBegenus nocrymnusl Takke Ha CD-ROM.

2. KoxymkxoBa H. B. Crpykrypa pokymenta. CuHCTeMBl JIOKyMEHTAIUU.
YHuduuUpoBaHHAas CHUCTEMa OPraHU3allMOHHO-PACTIOPSIUTENbHON JOKYMEHTAluu: o0uue
TpeOOBaHMUs K COCTABJICHHIO 1 0(hOPMIICHHIO [ DIEKTPOHHBIH pecypc] : yueOHoe mocooue / H.



B. Koxymikosa ; MI'TY. - Maruutoropck : MI'TVY, 2016. - 1 snekrpon. ont. auck (CD-ROM). -
Pexum JOCTYIIA:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true. — MakpooOBEKT.

3.Kypnanb! «Cekperapckoe A€oy, «X0opouuil cekperappy, «CpaBOYHUK CEKpeTaps U
oduc-meHemKepay, «JlemonponsBoactBo». Jloctyr ¢ opuaIbHBIX CAUTOB

B) MeroauyecKkue yKasaHus:

1.CamocrosiTenbHas paboTa CTYACHTOB By3a: MpakTukyMm /cocraBurenu: T.I'. Heperuna,
H.P.VpazaeBa, E.M.PazymoBa, T.®.OpexoBa; Maruutoropckuii roc. Texuudeckuid yH-T um.I".1.
Hocoga. - MarsauToropck: MITY UM. .. Hocoga, 2019. -
1CD-ROM.-3arxn.ctutyn.akpana.-URL:https://magtu.informsystema.ru/uploader/fileUpload?na
me=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true (mata oOparieHus:
28.08.2020). - Makpoo0mnekr. - Teker: anmekrpoHHblil.-CBenenns noctynasl Takke Ha CD-ROM

r) [IporpammHoe o6ecieuenune u UnTepHeT-pecypesi:

https://book.ru/book/930703 Kumxuukoa, A.H. JleJonpou3BOACTBO H PEKUM
cekpetHocTH | yueOnuk / Kumxuukoa A.H. — Mocksa : FOcturus, 2019. — 161 ¢. — ISBN
978-5-4365-2838-0. — URL: https://book.ru/book/930703 . — TekcT : 3eKTPOHHBI.

https://book.ru/book/908374 Poroxxun, M.IO. CrpaBo4HUK MO AETONPOU3BOJCTBY :
cnpaBoynuk / Poroxkmn M.}O. — Mocksa : HOctunmadopm, 2011. — 254 ¢. — ISBN
978-5-7205-1072-5. — URL: https://book.ru/book/908374. — TekcT : 37eKTPOHHBIH.

IIporpamMmmHoOe o0ecnieyeHue

HaumenoBanue N
10 No norosopa CpoK el CTBYS TULEH3UN
MS Office 2007 |\, 135 1 17.09.2007 Gecepoamo
Professional
7Zip cBOOOTHO 0OEeCCPOYHO
FAR Manager |cBo06oHO 0OEeCCPOYHO
IIpodeccuonanbHblie 0a3bl JaHHBIX U HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI
Hassanue xypca CcrlIKa
MexayHapoaHas pedepaTuBHas u http://scopus.com
MTOJHOTEKCTOBAsl CIpaBoYHas 0a3a JaHHBIX
OJICKTpOHHaA basa  MEPHOMMHMECKHX | oo /dlib eastview.com/
uznanuii East View Information Services,
HanmonanpHas
undopmanonHo-ananuTHueckas cucrema —|URL: https://elibrary.ru/project_risc.asp
Poccuiickui HHIEKC Hay4HOI'O

[TouckoBass cucrema Akamemus Google
(Google Scholar)

Wudopmanmonnas cucrema - EnquHoe okHO
J0CTyna K MH(QOPMaIllMOHHBIM pecypcam
Poccuiickas ['ocynapcTBeHHas 6uOnIMoTeKa.

URL.: https://scholar.google.ru/

URL.: http://window.edu.ru/

https://www.rsl.ru/ru/4readers/catalogues/

Karasoru
DnektpoHHbIe pecypenl oubmmorekn MI'TY |https://magtu.informsystema.ru/Marc.html?loca
uM. .. HocoBa le=ru

9 MartepuajibHO-TEXHHUYECKOE o0ecrieyeHne TUCHUTITHHBI (MOTYJIs1)

MaTepI/IaHLHO-TeXHI/I‘{eCKOG obecrneueHue JUCIUITIIIMHBI BKJIIFOYACT:



VY4eOHble ayIuTOPUH UIS MPOBEACHUS IUCTAHIIMOHHBIX 3aHATUH JIEKIMOHHOTO THUIIA:
CTon KOMIBIOTEPHBIH, CTOJ NMCbMEHHBIHN, CTYN 0(UCHBIN, JOKYyMEHT-Kamepa Epson, nctounux
6ecnepeboitnoro nuranuss POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelieHHus,
KOMITBIOTEp MEepPCOHANBHBIN (THUNO), ipoekTop ViewSonicPJD7526W, cnimkepdoH HaCTOJBHBIIH
Calisto-620 Plantronics, Be06-xamepa LogiteachC920, cucrema akycTuyeckas HacCTOJIbHAS,
crepeorapuurypa (MUKpoGOH ¢ HIyMOIIOAaBicHHEM), 3KpaHHacTeHHbIHDIgIs Optimal-C MW
DSOC-11032*2

VYdeOHble ayIUTOPUM JUISL TPOBEIACHUS MPAKTUYECKUX 3aHSATHH, TPYNIOBBIX U
WH/IMBUIYAIBHBIX KOHCYJIBTAIMNA, TEKYIIErOo KOHTPOJS M MPOMEXYTOuHOU arrectamuu: Croi
KOMIBIOTEPHBIN, CTOJI MHUCHBMEHHBIA, CTyn OQHUCHBIN, JOKyMeHT-kamepa EpPSon, ucrouHumk
oecnepeboitnoro nuranuss POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelieHHs,
KOMIIBIOTEp MEePCOHATIBHBIN (THTIO), ipoekTop ViewSonicPJD7526W, cnimkepdoH HACTOJIBHbIH
Calisto-620 Plantronics, Be6-xamepa LogiteachC920, cucrema akycThdeckas HACTOJIbHAS,
crepeorapuurypa (MUKpoGOH ¢ HIyMOIOAaBicHHEM), 3KkpaHHacTeHHbIHDIgIs Optimal-C MW
DSOC-11032*2

[Tomemenus s camMOCTOSITENIbHOM — paboThl  oOyuaromuxcs:  [lepcoHanbHbIC
kommbioTepsl ¢ makerom MS Office, BbixogoM B MHTEpHET U C JIOCTYIIOM B 3JIEKTPOHHYIO
MH(POPMAITMOHHO-00Pa30BaATEILHYIO CPEy YHUBEPCUTETA

[lomemenne st XpaHeHUs M NPOPUIAKTUYECKOTO OOCTYKMBaHUS Y4eOHOTO
obopynoBanus: CTeyaxu sl XpaHEeHUs yaeOHO-HATIIAIHBIX TOCOOU U Y4eOHO-METOTUIECKOM
JTOKYMEHTAITHH.



MPUJIOKEHHUE 1
«Y4ueOHO-MeToAnYecKoe ofecneyeHne caMoOCTOATEIbHOW PA00ThI 00YYAIOIINXCS
Tema: «Poub cekperapsi-pepepeHTa B CTPYKTYpe KOJLJIETHaIbLHOI0 OpraHa
ynpasJjenus. [Ipodeccuonaibubie TpeGOBaHUS K CEKPETAPSIM NPH OPraHU3aluu U
NpoBeIeHUN KOH(EePEeHTHBIX MEPONPUSTHII»
Ilenv wu3yuenua - paccmompemv ponv ceKpemapeii pa3iUYHBIX Kamezopuii 6
COBPEMEHHOM YRPABGIEHUECKOM annapame Koi1e2udibHblX 0P2aH06 YNPaeieHusl.
H3yuue oannwiii pazoen cmyoeHm 001HCeH:
- 3Hamb:
- COBpEMCHHBIC KBaJIM(PHUKAIMOHHBIC TPEOOBAaHHUS K Pa3IMYHBIM KaTETOPHIM
CeKpeTapei, uX JOJKHOCTHBIE 00sI3aHHOCTH;
- THIIOBBIE CTPYKTYPHI CEKpPETapHaToB;
- YMemb.: BBITIOJIHATH (PYHKITUHU CIEAYIONINX KaTEropui
- ceKperapb Ha Tene(oHe, INYHBINA CEKPeTaph, TEXHUUECKUN CEKpPeTaph,
- CeKpeTapb CTPYKTYPHOI'O [O/Ipa3/ielieHusl, CeKpeTapb-pedepeHT,
- CeKpeTapb KOJUIETHH, YUEHBIN CEKpeTaph;
- gnademy:
- wHpOpMAIMEH O TNPUHIUIHAIBHBIX OTJIHYUAX OO0S3aHHOCTEH cekperaps |
cekpeTapsa-pedepenTa, cekperaps KoJIJIeTUH, YIEHOI'0 CeKpeTapsl.
Ilpu uzyuenuu pazoena 1 neooxooumo:
1) u3yuuTh yueOHBII MaTepHa:
®  TEKCTHI JIEKIUH, IPECTABICHHBIX HAa 00pa30BaTEIbHOM MOpTaje
2) caMoCTOATENBHO O0Jiee MoAPOOHO PACCMOTPETh:
- pabOTHI aBTOPOB, 0003HAYCHHBIX B PEKOMEHYEMOM JTUTEPATYPE;
- nepuoanyeckue uganus «Cekperapckoe aeno», «Cekperapb-pedepeHT» u ap.

Ocoboe enumanue oopamums Ha:
OYHKIMU CEKpeTapsi U UX 3aBUCUMOCTb OT KAaTETOPUU CEKPETAPCKOTo 00CTyKUBaHNUS,
YPOBHS KOJUIETHMAJILHOTO OpraHa, HamnpaBiICHUM JeATENbHOCTH OpraHu3aluu,
JOKYMEHTAI[HOHHOTO obecrieyeHust anmnapata yIpaBJIeHHUs, CHCTEMBbI
JIeNIONIPOU3BOICTBA, TEXHOJIOTHH IOKYMEHTHUPOBAHUS.
Jlna camokonmpoas no pazoeny Heo0Xo0UuMo Omeenmums Ha C1edyrouiue 60nPocyl:
- KounneruanbHble opransl ynpaBieHUs: BUIbL, CTPYKTYpa, PyHKIUU.
- Ponp cekperapss B COBpPEMEHHOM YIIPaBJICHUECKOM ammapaTe U B CTPYKType
KOJUIETHAJIbHBIE OPraHbl yIIPaBICHUS.
- Ilpodeccuonanpibie TpeOOBaHHS K CEKpeTapsM KOJJIETHAJIbHBIX OPraHoB B
Poccuu u 3a pyoexxom.
IInan npakmuueckux/1a00pamopHbIX/CeEMUHAPCKUX 3AHAMUIL RO PA30eny .
- Onumure TUIOBYIO CTPYKTYPY KOJUIETHAIIBHOTO OpraHa B 3aBUCUMOCTH OT YPOBHS
yIpaBICHUS.
- Onumure JOHKHOCTHON COCTaB MPOTOKOIBHOM MPYIIIBI OpraHU3aIiH.
- AHanu3 JOJKHOCTHOM HMHCTPYKUMU TEXHUYECKOTO CEKpeTapsl KOJUIErHalbHOIO
oprasa.
- AHanu3 TOJKHOCTHON MHCTPYKIIMHM PYKOBOJUTEINS POTOKOJBHON TPYIIIBL.
- KakoBbl OTIHYHS B JOJDKHOCTHBIX OOSI3aHHOCTSIX CEKpeTaps PYKOBOJIUTENS U
cekpeTapsi IPOTOKOIbHOU TPYMIIbI.

Tema: «HopmaTnBHO-MeTOANYecKas 0a3a padoThI NPOTOKOJIBbHOM IPyNIIbI
opranmu3anuu. 3HAHUsI, YMEHHUS, 1eJI0Bble U JINYHOCTHbIE Ka4eCTBa PA0OTHMKOB
NMPOTOKOJIbHOM rpynnbDh)

Ilens u3yuenus - paccmompemb HOPMAMUGHO-MEMOOUUECKYIO oazy
KéanugukayuoHnbvix mpedosanuil K npogeccuu, 6xo0auium ¢ nPpomMoKoabHblE ZPYNNbL.

H3yuue oannsiii pazoen cmyoenm 00ax4ceH:

- 3HamMb.



- COBPEMEHHYIO HOPMaTHBHO-METOINYECKYIO PETIAMEHTAINIO KBATH(PUKAIIMOHHBIX

TpeOoBaHui K mpodeccun; 6a30BbIe 3HAHUS CEKpeTapsl MPOTOKOJIBHON TPYIIIBI;
- yMemb: OPUEHTUPOBATHCS B

- BHYTPHYYPEKICHUECKOU periiaMeHTallH JOJDKHOCTHBIX 00sI3aHHOCTE! ceKpeTaps
KOJUIETHAJIBHOTO OPraHa;

- TOpSAIKE M OCOOCHHOCTSAX pa3pabOTKH JOJDKHOCTHBIX MHCTPYKIHUN PaOOTHUKOB
IIPOTOKOJIBHOM T'PYIIIIBL;

- gnaoemy:
- HaBbIKaMH pabOTHI ¢ HOPMATUBHBIMU HCTOYHUKAMH.
Ilpu uzyuenuu pazoena 2 Heodx00umo:

1) u3yuuTh yueOHBII MaTepHa:

" TEKCTHI JIEKIUH, IPEICTABICHHBIX HAa 00pa30BaTeIbHOM MOpTaJIe

2) caMOCTOATENbHO O0Jiee MOAPOOHO PaCCMOTPETD:

- paboThl aBTOPOB, 0003HAUYEHHBIX B PEKOMEHTyEMOH JINTEpATypE;

- mepuoudeckue nznanus «Cekperapckoe nenoy», «Cexkperapb-peepeHT» u ap.
Ocoboe enumanue oopamums Ha:

- JIOJDKHOCTHOM M YMCIIEHHBIM COCTaB IPOTOKOJBHOM TPYIIBI, pacHpeneicHue
00s13aHHOCTEH B TpyIIIeE.

- JIOJDKHOCTHOM C€Taryc PYKOBOIMUTENSI MPOTOKOJBHOM TIPYNIbl, OTHOLIEHUS C
MOTYMHEHHBIMH W HETOJYMHEHHBIMA CTPYKTYPHBIMU TOJAPA3JICICHUSIMHA U
JOJIKHOCTHBIMU JIMIIAMH.

Jlna camokonmpoas no pazoeny Heo0Xo0umMo omeemums Ha c1edyloujue 60npocol:

- bazoBble 3HaHMS cekpeTapa-pedepeHTa — KOMIBIOTEP, JEJIOIPOU3BOICTBO
MalIMHONUCh, HMHOCTPAaHHBIM  s3bIK.  [IpodeccrnoHanbHble 3HAHUST UM HAaBBIKU.
Kpanuduxanronnsie TpeGOBaHUS K CEKPETAPSAM PA3IUUHBIX KATETOPUH.

- VHMIMATHBHOCTb, OPraHM30BAHHOCTh, OTBETCTBEHHOCTb, MYHKTYaJIbHOCTD,
MH()OPMHUPOBAHHOCTh - OCHOBHBIE JIEIOBbIE KaUeCTBA paOOTHUKOB MPOTOKOIBHON TPYIIIIHIL.
®opmupoBaHrEe KOMIETEHTHOCTH.

- JloOpokenaTenbHOCTh, CKPOMHOCTb, aKKypaTHOCTb, Tpya0JII00HE,
SMOIIMOHANbHAS YPABHOBEUICHHOCTH - BayKHEHIIINE JTMYHOCTHBIE KaUeCTBa, HEOOXOUMbIE B
paboTe IPOTOKOJIBHOU TPYIIIIHI.

IInan npakmuueckux/1a00pamopHbIX/CeMUHAPCKUX 3AHAMUIL NO PA30eIl).

AHanu3 MoJ0XKEeHUs O MPOTOKOJIBHOM IPyIIIe OpraHu3aluu.

AHanu3 10KHOCTHON MHCTPYKIIMH CEKpeTapsi MPOTOKOJIBHOM TPYIIIIBI.

CocTaBuTh CIMCOK CITPABOYHBIX U3AaHUN, HEOOXOAUMBIX /Ui pabOThl CEKpeTaps
MIPOTOKOJIHOM TPYIIIHI.

[ToBenenue cekpeTaps B KOH(MIMKTHBIX CUTYalIHUSIX.

Onumure He0OX0AUMbIE B pabOTEe JEOBBIE U TMYHOCTHBIE KauyecTBa CEKpeTaps AJs
OpraHu3aIiy U MPOBEICHHS KOHPEPEHTHBIX MEPOIPUATUH.

Tema: «Opranu3auusi padoTbl ceKpeTapsi KOJLIernajbHOr0 OpraHa, aHaJIuTHYecKkue
U TeXxHHYeckne QPYHKIHM.)
Ilenv u3zyuenus - paccmompemsv 0coOeHHOCMU Op2anu3ayuu padomvl u padouezo
Mecma cekpemaps KoJ1ecuaibHo20 op2ana.

H3yuue oannsiii pazoen cmyoenm 001H4Cen:

- 3HAMb:
— TOPSIOK MOATOTOBKHU TOKYMEHTOB K JIOKJIAly U KX PACCMOTPEHUS KOJUIETHAIBHBIM OpraHOM;
— TOPSIIOK XpaHEeHHs TOKYMEHTOB, OJJaHKOB, IITAMIIOB, TIEYaTeH;
— cHUCTeMaTH3aIus 1 KiaccuuKaius TOKyMEHTOB B KOJIETHajIbHOM OpPraHe;

- yMemb: OPraHU30BaTh pabodyee MeCTO cekpeTaps KOJUIETHAIBHOTO OPraHa;

- grnademy:

- BIaAeTh OCHOBaMH  HH(OPMAIMOHHO-aHATUTUYECKOW  AEATEIBHOCTH U
CIIOCOOHOCTBIO UX MMPUMEHHTH B MpodeccnoHanbHoi chepe;



- TpaBHJIAMU COCTABJICHUS U OPOPMIICHHS YIIPABICHUYECKUX JOKYMEHTOB;

- HaBbIKaMH PabOTHI C JOKYMEHTAaMH, COJICPKAIIUMH WH(OPMAIIMIO OTPAaHUIEHHOTO
JOCTYyTIA.

Ilpu uzyuenuu pazoena 3 HeodX00UMO:

1) u3yuuTh yueOHBII MaTepHa:

®  TEKCTHI JIEKLUH, IPEJCTABIEHHBIX HA 00pa30BaTEIbHOM HIOpTAJIE

2) caMOCTOATENIBHO 00Jiee TOJPOOHO PACCMOTPETH:

- paboThl aBTOPOB, 0003HAUYEHHBIX B PEKOMEHIyEMOI1 JINTEpaType;

- mepuoudeckue nznanus «Cekperapckoe nenoy», «Cexkperapb-pe@epeHT» u ap.

Ocoboe enumanue oopamums Ha:

- Pabora ¢ TexkcTamMu ympaBICHYECKHX JOKYMEHTOB IPHU COCTAaBJICHHUH O030PHBIX
JOKYMEHTOB (JIOKJIAJI0B, OTYETOB, BBICTYIUICHUH pPYKOBOAMTENS) B paMKax
JeSITeIbHOCTH KOJUIETHAIbHOTO OpraHa.

- Kon¢unennmansHeie CBeICHHS.

- ®yHKUMU cekpeTapsl KOJUIETHAIBHOTO OpraHa 1o obOecrneueHuto 0e30macHOCTH
nHdpopmauuu npu paboTe € JAOKYMEHTaMH KOH(EPEHTHBIX MEPOIPHUSATHH
(ToKyMEHTHpOBaHUE, YUET TOKYMEHTOB, IBIKEHHE TOKYyMEHTOB, UX XpaHEHHE).

Jna camokonmpoas no pazoeny Heo0Xo00uMo omeemums Ha ciedylouiue 60npocel:

- [ToaroToBka TekcrTa, pelakTHPOBAHUE, COTJIACOBAHHE.

- Pabota mo cbopy uHpOpMauu - €€ 1eIeBoe Ha3HaYeHUe, CIOCOObI TOJIyUeHNUS,
00pabOTKH ¥ XpaHEHHUS.

- Oco6eHHOCTH pabOTHI C BEAOMCTBEHHBIMU M3JIAaHUSMH, ITyOJIMKANASMU B TIpecce,
CHELMAaJIbHOMN JINTEpaTypOil.

- Opraau3zanusi KOHPEPEHTHBIX MEPOTIPUATHH.

- VYcnoBust Tpyna - OCBEIIEHHOCTh pabouero Mecra, iyM, TeMIieparypa BO3IyXa.
PexxuMm Tpyna u otnpixa.

IInan npakmuueckux/1a00pamopHvlX/CeMUHAPCKUX 3AHAMUIL RO PA30el).

- Ha ocHoBe miana npoBeneHusi KOH(GEPEHTHBIX MEPONPHUSATHII COCTaBUTH IUIaH
pabouero JIHs cekpeTapsi.

- B uem 3akiroyaercs MOArOTOBKA CEKpETapeM MOCTYNMBIIMX TOKYMEHTOB JUIs
PaccMOTPEHUS UX KOJIJIETHaIbHBIM OPraHOM.

- Kakum o06pazoM ocymiecTBisiercs opraHuzanusi pabodyero Mecra cekperaps,
MepevnciInTe Habop HEOOXO0AMMOTO 00OPYIOBAHUS U CIIPABOYHBIX U3JaHUI.

Tema: «Padora cekperapsi KOJJIErHAJbHOT0 OPraHa M0 COCTABJIEHHUIO U
0(pOpPMJIEHH IO IOKYMEHTOB KOH()EPEHTHBLIX MEPONIPUATHI, €ro 00sI3AaHHOCTH 110
OPraHu3aNuu UX XPaHEHHUS U HCIOJIb30BAHMSL.)

Ilenv u3yuenus - paccmompemsv 0COOEHHOCMU OpP2AHU3AUUU pPAGOmMbBL U pPAdoOUeo
Mecma cekpemaps npu npoeedeHun KOHpepeHmHbIX MeponPUAmMUIL.

H3yuue oannsiii pazoen cmyoenm 001HCeH:
- 3HamMb:
TICUXOJIOTUYECKHE OCHOBBI OOIICHUS, TPO(HECCHOHATBLHYIO STHKY;
— OCHOBBI PabOThI C KOPPECTIOHACHIIUEH PYKOBOIUTENS;
— pOIIb CEeKpeTapsi B OpraHu3aliy COBEIIAHUN PA3IMIHOTO YPOBHS YIIPABJICHNUS;
— 0COOEHHOCTH Mepefayd HMH(OpMaluMu B MUCBMEHHOW M YCTHOM (opme, JIMYHO MU 110
Tenedony;

- yMemsb. OPraHU30BaTh PabOTy MPUEMHON PYKOBOIUTEINS; BECTH U JOKYMEHTHPOBATh
TeneoHHbIE TEPEeroBOPHI; MOATOTOBUTH M JOKYMEHTUPOBATh pA3NUYHBIE BHJIbI M THUIIBI
COBEIIIaHUH,

- 81a0emb. METOJIaMU OPTaHU3AIUN COBEIIAHUH Pa3IMYHOTO YPOBHS U KOH(EPEHTHBIX
MEPOTIPHUATHH, TPOBOAUMBIX KOJUIETHAILHBIMHI OpPraHaAMHU.

Ilpu uzyuenuu pazoena Heo6xo0umo:

1) u3yunTh y4eOHBII MaTepHa:

- TEKCTHI JICKIIM, TPEJICTABICHHBIX HAa 00pa30BaTeILHOM MOpTase



2) caMOCTOATENIBHO 00Jiee TOJPOOHO PACCMOTPETh:

- paboTbI aBTOPOB, 0003HAUEHHBIX B PEKOMEHIyeMOU JTUTEPaTypE;
- nepuoanyeckue uznanus «Cekperapckoe aenoy», «Cexkperapb-pedepent» u ap.
Ocoboe enumanue oopamums Ha:

- Opranuzanus paboThl ceKpeTapst o OpraHU3aK U IPOBEICHUIO KOH()EPEHTHBIX
MEpPONPUATHIA: TpaBUiIa, OPraHn3aus paboThl, TOKYMEHTUPOBAHUE U T.1I.

- Oco0eHHOCTH NOATOTOBKHU JIEJIOBBIX BCTPEY U IIEPETOBOPOB PYKOBOIUTEISL.

- Turmb! coBemanmii 1 MpaBuIIa UX MOJATOTOBKU M OPraHU3aIHH.

Jna camokonmpona no pazoeiy HeodXo0umo omeemums Ha ciedyloujue 60nNPochl:

- [ToaroToBKa MOCTYMUBIIEH KOPPECTIOHACHIINH K JJOKIIATy PYKOBOIUTEIIIO.

- [Ipoueypa npenBapuTEIHHOTO PACCMOTPEHHS IOKYMEHTOB.

- CucreMaTtu3zaius KOPpECOHACHIIUN Ha paboYeM MecTe CeKpeTapsi.

- B3anMocBs3b TIOpsi/IKa MOIMUCAHNS, BU3HPOBAHNUS, COTIACOBAHMS JOKYMEHTOB B
opraHusaiuu 1 o0s3aHHOCTEN cekpeTaps-pedepeHTa.

- KoHTposts 32 Ka4eCTBOM BBIITYCKAEMBIX TOKYMEHTOB.

- Perucrpanus 10KyMeHTOB, KOHTPOJIb U CIIPAaBOYHAsK padoTa.

- Benenune nepenucku pyKoBOIUTEIIS.

- Cucremaru3zaiys TOKyMEHTOB U X XpaHECHHUE.

- JlocTyn K TOKyMEHTaM CeKpeTapuaTa.

IInan npakmuueckux/1a00pamopHbIX/CeMUnaAPCKUX 3aHAMUN N0 Pa3oeiy.

- OxapakTtepu3yiite paboTy cekperaps ¢ HHPOpMANHMEH s PYKOBOJIUTENS,
METO/AUKY MOATOTOBKH JTOKJIAI0B, BEICTYINIEHUH, CITPAaBOK, 0COOEHHOCTH cO0pa HHGOpMALUH JUIs
COBEIIaHNS.

- KakoBbsl mpaBmna mnpuema u 00pabOTKH MOCTYMAOIIMX JOKYMEHTOB IIO
pe3ynbTaT™M paboThl KOHPEPEHTHOTO MEPOTIPUSATHS.

- Onumure Ccekperapckue OO0S3aHHOCTM MO TOJATOTOBKE JIOKYMEHTOB K
KOH(EepEeHTHOMY MEPOTPHUSTHIO.

- Onumure cexkperapckue 00S3aHHOCTH IO MOATOTOBKE HCXOJSIIMX JTOKYMEHTOB
(TOKYMEHTOB K OTIIPaBKE) 10 pe3yJbTaraM KOH(GEPEHTHOTO MEPOTIPHUSTHSI.

- Kakum 06pazom ocyiiecTBiseTcss KOHTPOJIb CeKpeTapeM KadecTBa O(pOpMIICHUS
JIOKYMEHTOB?

- B uem 3akiiouaercs paboTa cexperaps o perucTpaluu J0KyMEHTOB?

- Kto u kak ocymiecTBisieT KOHTPOJb CPOKOB HCIOJIHEHHS JOKYMEHTOB H
MOPYYECHUN PYKOBOIUTENA?

- KaxoBbl TpeOoBaHMs K OpraHU3aluy XpaHeHHs! TOKYMEHTOB, UX CUCTEeMaTHU3aIl1H.

- Cocrasnenue TenedoHOrpaMMbl IO MIPOBEICHUIO KOH(PEPEHTHOTO MEPOTIPUSATHSL.

- B uewm 3akmiouaercs crienuuka ciayxeoHoro reiaeoHHoro parosopa?

- [Ipoananuzupyiite  TuUNuuHble OWMOKK TeneoHHoro oobmeHus. OtBer
MPOUJUTIOCTPUPYITE IPUMEPOM.

- [Inan neficTBui cekpeTaps B Cllydyae CPOYHOTO COBELIAHUS Y PYKOBOAUTETIS.

- CocTaBuTh mporpamMmy-npuriamneHue coopanus (KOHPepeHIun).
Pexomenoayuu no nodzomoeke K 3aueny ¢ OYeHKoIl:

IIpu moAroToBKe K 3a4eTy ¢ OLIEHKOH 0c000e BHUMaHME CIIeyeT 00paTUTh Ha CIIeyIOLIHe
MOMEHTBHI:
Tembl 1191 cooOmIeHMIt:

1. AHanu3 CcOBpeMEHHOH HOpPMAaTHBHO-METOJMYECKOM  0a3bl, periiaMeHTHpYHoIei
JesITeNbHOCTh CeKpeTaps MPU OPraHu3aluy KOH(PEPEHTHBIX MEPOTIPUSTHIA.

2. Anamu3 TpeOOBaHMI HOPMATHMBHO-METOJMYECKUX JIOKYMEHTOB K COCTAaBJICHUIO U
0QOpPMIICHHIO  YMpPAaBIECHUYECKUX JOKYMEHTOB IpPH MPOBEAECHUM KOH(EPEHTHBIX
MEpOIPUITHH.

3. JloKHOCTHasT WHCTPYKIUS CEKpeTaps oOopraHu3anuu (Ha TMpuMepe KOHKPETHOH
OpraHM3aIum).

4. TIpoOneMbl IUIaHUPOBAHUSA M OpPraHU3alMU pabodero JHs cekperaps (10 COBpeMEHHOMH



JUTEPATYPE).

5. Ponp cekperaps B OpraHu3alMd  XpaHEHUS JOKYMEHTOB, COIPOBOXKJIAIOIINX
KOH(EPEHTHOE MEPOIPUATHE.

6. OpraHu3aoOHHBIC U TEXHUYECKUE MPOOIEMBI OIOTOBKH KPYITHBIX COBEIIAHUM.

OnsIT npuema 3K3aMeHa (3a4eTa) BbISIBUIL, YTO HAaUOOJIbIINE TPYAHOCTH IIPU NIPOBEICHUU
9K3aMeHa (3aueTa) BO3HUKAIOT IO CIEAYIOIIUM pa3ieiiaM:

- [Ipoheccronanbubie TpeOOBAHUS K CEKPETAPSIM PA3IUIHBIX KaTETOPHIA.

- HopmatuBHO-MeTOIMUeckas 6aza paboThl ceKkpeTaps.

Jnst Toro 4ToOBl M30EKaTh TPYAHOCTEH NMPU OTBETaX MO BHIIMICHA3BAaHHBIM pa3JielaM,
PEKOMEH/yeM YIeIUTh OoJIblliee BpEMs Ha OCBOCHHE MaTepHaja JaHHbBIX TEM.

IIpakTnueckoe 3axanue 1.
CocraBuTh pedepat 1o o 1HOM U3 TEM:
e KomnernanbpHble OpraHbl yIpaBiIeHUS: BUIBI, CTPYKTYpa, QYHKINN.
e Ponp cekperaps B COBPEMEHHOM YIIPABJICHUYECKOM ammapaTre W B CTPYKType
KOJUICTHAIBHBIC OPraHbl YITPABICHHUS.
e [IpodeccroHanbHbIe TPEOOBAHUS K CEKpeTapsM KOJUICTHAILHBIX OpraHoB B Poccun u 3a
pyoexoM.
IIpakTHyeckoe 3aganue 2
OnpenemuTh JOHKHOCTHOM COCTAB MPOTOKOJIBHOM TPYIIIBI TPEATPUSATHS.
CocTaBbTe MaKeT IMOJIOKESHHS O TIPOTOKOJIBHOMN TPYIIIEe OpraHU3aI|H.
IIpakTuyeckoe 3aganue 3
JlaliTe muCbMEHHBIE OTBETHI HA CIAEAYIONIUE BOMPOCHI:

- OxapakTepu3yiite paboTy cekperaps ¢ HHPOpMANHMEH I PYKOBOJIUTEIS,
METOAUKY MOATOTOBKH JOKJIA0B, BEICTYINIEHUH, CIIPAaBOK, 0COOEHHOCTH cOopa HHGOpMALIUH IS
COBEILIaHUS.

- KakoBbsl mpaBuna mnpuema u 00pabOTKM MOCTYMAIOMIMX JOKYMEHTOB IIO
pe3ynbTaT™M paboThl KOHPEPEHTHOTO MEPOTIPUSATHS.

- Onumure cekperapckue OO0S3aHHOCTH IO TOJATOTOBKE JIOKYMEHTOB K
KOH(EepEeHTHOMY MEPOTIPUSTHIO.

- Onumure cexkperapckue 00sS3aHHOCTH IO MOATOTOBKE HUCXOISIIMX JTOKYMEHTOB
(IOKyMEHTOB K OTIpAaBKE) MO pe3ysbTaTaM KOHGEPEHTHOTO0 MEPOTIPUSTHSL.

IIpakTnyeckoe 3axanue 4
1) Kakoit HopMaTUBHBII JOKYMEHT yCTaHaBJIMBAET MpaBuiia 0(opMIICHHS MPUKa3a O IPUMEHEHUU
JUCHUIUTMHAPHOTO B3bIcKaHus (cT. 193), wu3rotoBieHuss U BbAaYM PAOOTHUKY KOIHUU
JOKYMEHTOB, CBSI3aHHBIX ¢ paboToi (cT. 62), mpenynpexaeHus paboTHHUKA 00 YBOJIBbHEHUU (CT.
79, 80) B TpeXTHEBHBIN CPOK?

2) VkaxxuTe Ha3BaHHUC CIIpaBOYHHKA, KOTOpLIﬁ npeaHasHadyCH IJisd UCIIOJb30BaHUS B Ka4CCTBC
OCHOBHOI'O HOPMATHBHOI'O AJOKYMCHTA IpHU COCTABJICHUHW HOMCHKIIATYPbBI ACJI OpraHu3aluy,
ONpCACIICHNU CPOKOB XpaHCHU, 0T60pe Ha XpaHCHUC U YHUYTOXKCHHUC YITPABJIICHUYCCKHUX TUITIOBBIX
AOKYMCHTOB B JCATCIBHOCTU OpPraHU3alnuu (y‘{pe)KI[CHI/ISI) U paclpoCTpaHACTCd Ha BCC
opranusanuu, HE3aBUCHUMO OT TOTO, IMOCTYIIAIOT UX TOKYMCHTBI Ha XpAHCHUEC B TOCYJapCTBCHHBIC,
MYHUIUIIAJIBHBIC apXHUBBI UJIH K€ HC IOCTYIIAIOT.

3) Kakoit TOKyMeHT ycTaHAaBIUBAET MOPSIIOK MOArOTOBKH U MPOBEICHUSI COOpaHUH, COBEIIaHUH U
MepeueHb BOMPOCOB, PEIICHHE KOTOPHIX MPUHUMAETCS OOJBIIMHCTBOM TOJIOCOB WU
€MHOTJIACHO; B HEM yKa3aHO, KTO UMEET IPaBO MOAMUCH JOKYMEHTOB?

4) Hanuuue kakoro JAOKYMCHTa OpraHu3alu IO3BOJISICT CCKPETAPHO YCTKO 3HATH IMOPAIOK
MOATOTOBKU NOKYMCHTOB (HOp}IIlOK peuicHusA Bonpoca) H JICTKO MPOBEPUTH CTCIICHb TOTOBHOCTH
AOKYMCHTOB (HaJ'II/I‘-II/IC HCO6XOI[I/IMBIX BI/I3) IIpHu NMpEACTABJIICHUH HA IOANHNCH py'KOBO,Z[I/ITeJ'IIO?



KonTposbnas paéora

3anonHMB Tabnmuily, pa3paboTaiiTe IUIAH U PACKPOHTE OCHOBHOE COJIEpKAaHUE
OpraHu3aluy MPE3eHTAIMH KaKOT0-JIN00 NPOIyKTa WK YCIYTH (DUPMBL.

Oran

BapuaHT cryneHra

1. Onpenenennie TeMbl MEPOIIPUATHS

Tema:

2. BwiObop Mecta W BpeMeHH TmpoBelcHHS (KOoH(epeHI-3a]
OpraHu3aliiyi WIA apeHJIOBaHHOE MOMEIICHUE, ero IUIoIab U
crmoco0 paccagkd yYacCTHUKOB - B 3aBUCUMOCTH OT UX
KOJINYECTBA).

3. Dcku3bl 2 (IBYX) IUIAKATOB: KakKe (pasbl U B COMPOBOKICHNY]
KAKUX WLTIOCTPALUNA IOMECTHUTE.

4. Bun u macmtab o60pyAoBaHMsI M YKpallleHus 3aja (MakeThl
[TPOJTyKIIMH, CTEH/IbI, KOMIIO3ULIUU U3 KaKUX 1IBETOB IIPUEMJIIEMBI
VIl TaHHOTO Ciydas, IPEeIyCMOTPEHO JIM CONPOBOXKICHHUE
NTEMOHCTpAIMK WJIH JIETYCTAllUU JEBYIIKaMU-MOJENISIMU U T. 11.)

5. Dcku3 O6elka, IMEHHON KAapTOYKU COTPYAHHKA KOMIIaHHH,
KOTOPBIM BCTPEYAET OCTEN.

6. OmnpeneneHne NOOKIAJUYUKOB IO TeMaM, cOOp TE3HCOB
NTOKJIa/I0B.

7. CoctaBieHue 0a3bl JAaHHBIX JJIS PACCBUIKU TPUTIIALICHUN
(aynuTopus, ypoBEHb, CTENIEHb 3HAYMMOCTH U T.J.). KOHTHHIeHT]
[IPUIJIALIEHHBIX (KaKue OpraHu3allud MpPeJCTaBISIIOT, POJ
3aHATHUI), KOJUYECTBO Y4aCTHUKOB.

8. IlpegycMOTpeHO 1M TpUTIANICHHUE BBICOKOIIOCTABICHHBIX
TOCTEH.

9. CocraBieHue NMPUTIIAIECHUS, PACCHUTKA TIPUTJIAICHHH 110 0a3e
TTAHHBIX.

10. MakeT npuriaacuTeIHHOTO.

CocraBieHue HpeﬂBapHTCJII)HOﬁ CMCTBI MCPOITPUATHUS.

[ TpuGM3uTEIHLHO

[louck croHcOpoB MepomnpusiTusi (B ciaydae HEOOXOIMMOCTH),
[MOATOTOBKA CIIOHCOPCKUX MAKETOB.

Pexnama meponpusitus B CMU, TemaTMueckux HW3JaHUSX, HA)
CHEIHATM3UPOBAHHBIX caiiTax. B KakuX M3IaHUAX MOMECTUTE
nHpopManuo  (MEepeYrcCiInTh), Kakoro poja (peKIaMHOE
00bsBICHUE, MHPOPMAITMOHHAS CTAThs U T.IL.).

OpraHI/ISaI_II/Iﬂ HpeHBapHTeHBHOﬁ perucrpannn  ACJICraTros,
COCTaBJICHUC CIIMCKaA.

bpoHupoBaHue rocTHHUL 1O 3asBKaM. (Ha3zBanue rocTUHMIIBL,
[IpUMEPHOE KOJIMYECTBO HOMEPOB).

ApeH[a ToMeleHus (ero IUIOIIaab 3aBUCUT OT KOJIHUYECTBA|
neneraroB). Kakoe momemieHrne B paMKax Balllero TOpojia Bam|
[OIXO0JIUT, 00OOCHYITE.

[loaroroBka PEKIaMHO-TIPE3EHTALIMOHHBIX MaTepHaJIoB.
[Ipe3eHTalIMOHHBI TaKeT BKJIIOYaeT B cels: makeT (WiH
[UIOTHYIO Tarky), Manky i UHQOPMALMOHHBIX MaTepUaloB
KOH(EpeHINH, PyUIKy, OJOKHOT Ui 3amuceid. DTH MaTepHalbl
NOJDKHBI OBITH M3TOTOBJIEHBI C JIOTOTUIIOM MEpOIpPUATHS, a B
OJIOKHOTaX MOJKHO YyKa3aTb TIOBECTKY [HS, IEPEUUCIIUTH
[apTHEPOB M CIOHCOPOB. Takke B MAaKET CIOHCOPBI MOTYT

BJIOKUTH PCKJIAMHBIC MAaTCpHaJibl, MUHN-ITPC3CHTEI.




[IpogymbIBaHUE BAapHAHTOB MHUTAHHUA JeNeratoB. Bo3MOXHO
[pUBJICUCHUE KEHTCPUHIOBBIX KOMIIAHMHM JUIS OpraHu3aliy
[IPUBETCTBEHHOTO KOde-Opelika ©u B  TEpepbIBE MEXIY
3acemanusMu - (ypmrera. [Ipu TOCTH)KEHUH TOTOBOPEHHOCTH C
Kahe WIM  PECTOpPaHOM, HAxXOJMIIUMCS BOMM3UM  MeECTa
[POBEACHUSI MEPOTIPHUSTHS WIN B TOCTUHUIIE, JI€JeTaTaM MOTYT,
BBIJIaBATHCS TAJIOHBI HA MUTAHUE (3aBTPAK, 00E, Y)KIH).

Korma, kakol MPOJOJIKHTEIHLHOCTBIO, B Kakoil Qopme Oyxaer
MPOXOAUTH OOCIACHHBIM TepephiB U (PUHANBHBIA (QypIIET HIN
y>kuH. COCTaBUTh MEHIO (3aKyCKH U HAIIUTKH).

20. MakeT KyBepTHOH KapThl.

[lonroToBKa MpPE3EHTAIMOHHOTO W JAPYrOro TEXHHYECKOTO
oOopynoBaHus (kakoe OyneTe HCIoib30BaTh). lIpeaycmoTpeH
M B TporpaMMe BHICO(PHMIBM WM PEKIaMHBIA  POJIHK]
(TIpOI0JKUTETFHOCTh, OCHOBHOE cojepxanue). B dem Oyger
COCTOSITh M3IOMUHKA (KyJbMUHAIUS OQHUIIMATILHON YacTh).
Kakne rpaduueckue MaTepuaibl IUIAHUPYETE€ HCIOIh30BAaTh
(cxembl, rpaduxu, pucynkn)? C kakoi 11eabio?

My3bIKQIEHOE COTIPOBOXKJCHHUE TPE3eHTAMU (KaKoro poja

KOJIJIEKTHB, YUCJIO Y4aCTHUKOB, MMPOAOJIKUTCIIBHOCTD
BBICTYIUICHUSI, periepTyap).
TupaxupoBaHue HE0OXO0IUMBIX MaTepHaJIOB.

HbopMaIOHHBIE MaTepUAITBI, TE3UCHI JOKIIAI0B, TPE3CHTAIIH
Ha TUCKaX M T.I1..

3aka3 TpaHCIOPTa W JOCTaBKa JEJIEraToB K MECTY MPOBEICHUS
koHpepeHnmu u oOpatHo. K kakoit ¢upme oOpaTuTech,
npremMiIeMast JJ1sl BAaC MapKa aBTOMOOWMJISI, UX KOJIMYECTBO.
Opraamzanus nocyra. IKCKypCHsl A1 HHOTOPOTHUX JICTIETaToB,
OpraHu3aiusi KOHIEPTHOW MPOTpaMMBl, Oy | T.I. B ueM OyneT,
3aKII0YAThCsl HeODUITHMANIbHASL, KYJIbTYPHAsI YaCTh MEPOTIPUSTHS
3aKkynka CyBeHHpOB, THojapkoB. Kakoro poja rmuraHupyercs
pa3gaTouHbId M CYBEHUPHBIH MaTepuan (Kakoro COJEpKaHHs
OyKJIEeThI ¥ TMpaiChl, KaKOW MOJAPUTE CYBCHHpP U C KaKuM|
1300pakKeHUEM ).

28. Pa3paboTka JOKYMEHTOB (JMUIIJIOMOB, CEpTH(PHKATOB) 00
y4aCTHUH B IPE3CHTAIMU. DCKU3 JUILIOMA.

[TonroToBKa 3aKphIBAIOIIUX JOKYMEHTOB JUIS TPEICTABHTENICH
IOPUINYECKUX JIMI[ (OpUTMHAll cueTa, cyeT-(aKTypa, aKT
BBITTOJTHEHHBIX pa0oT).

Pa3zpaboTka perucTpanioHHON (OPMBI JUTSI ICJIETaToB.
[loarotroBka WHGOPMAIMOHHBIX MAaTEPUAIOB KOH(EpEHITHH.
[IporpamMma (periamMeHT) KOH(EpPEHIUU, TE3UCHl JOKIAJA0B U
COMPOBOIUTENBHBIE MaTEPHAIbI K HUM (CXEMBI, TAOIUIIBI U T.1.),
(hOpMBI HTOTOBBIX PEIICHUHN, AHKETHI, OMPOCHBIE JIMCTHI.
[loaroToBka MarepHalioB TMpPE3eHTAlUU A  OQHUIHATBEHON
MyOIMKAIIMU ¥ PACCBHUIKY (B cllydae HEOOXOAUMOCTH) JiesieraTam
1 OpodWIBHBIM  yUpexJIeHHsM. B kakue — u3gaHusdy|
OCYIIIECTBUTHCS PACCHUIKA, YKAKUTE CPOKHU.

Hrorosbiii Tect
Bomnpoc 1
Ilo mHenuto Kakou opeauuzayuu npogeccuu «COBPEMEHHbI CeKpemapvy, COOMEemcmasyem
credyioujee onpeoeieHue:



«HMuuyuamusnoli. U  paccyoumenvHulli NOMOWHUK — PYKOBoOumens, 001a0arnwuil  ecemu
npoQheccUOHATbHLIMU  HABLIKAMU, HE0OX0OUMbIMU 0N  Opeanuzayuu pabomvl 6 oguce,
NPUHUMATOWUT peuleHUsl 8 npedenax C8oell KOMNEmeHyuuy.

Bribepure oauH OTBET:

a. EBpomeiickoii acconuanuu npohecCHOHaIBHBIX CeKpeTapeit

b. MexayHapo1HOTo podecCHOHATBHOTO KiTyba cekpeTapeit

C. Poccuiickoii HaMOHAJIBHON acCOLMaluU CEKpeTapen

Bomnpoc 2

B epynne aomunucmpamusnvix onepayuii, 6bInOIHAEMbIX CeKpemapem, npuem nocemumeretl,
mene@onHble Nepe208opPbl, CLYHCeOHblE KOMAHOUPOBKU, 008edeHuUe peuleHull 00 UCNOIHumeell
OMHOCUMCS K

Br16epute o/1uH OTBET:

d. KOOpAWHALTMOHHBIM

b. pacopsiIuTEIbHBIM OTIEPAITUAM

C. CITy»eOHO-KOMMYHHUKATUBHBIM OTICPAIUSM

Bompoc 3

B epynne aomunucmpamusnvix onepayuii, 8bINOIHAEMbIX CEKpEMapeM, NpogedeHue Co8euanuil u
3acedanuli, OpeaHUu3ayuoHHoe U UHGoOpMayuoHHoe obecneyeHue IMOU  OesiMeNbHOCMU
PYKOBOOUMENSi OMHOCUMCSL K

Br16epute 0/1uH OTBET:

a. KOOpAWHAITMOHHBIM

b. pacopsiAuTEIEHBIM OTEPAITUAM

C. CITy»eOHO-KOMMYHHUKATHBHBIM OTICPAITUSM

Bompoc 4

3asedyrowuii kanyensapueti (oguc-meneoxcep) o OMHOUEHUIO K CEKpemapsam pyKogooumenel
CMPYKMYPHBIX NOOpA30eNeHUti KPYNHOU 0p2aHu3ayuu npo8ooum

BriGepute ouH OTBET:

a. KOHTPOJIb Bcex chep IesTeNbHOCTH

b. MmeToaMYyeckoe pyKOBOICTBO

C. aIMUHUCTPATUBHOE PYKOBOJICTBO

Bomnpoc 5

Ilepsvim nuunvim cekpemapem Examepunvl |l cman

Bri6epute 0/1uH OTBET:

a. A.B. Xpanosuikuii

b. A.A. Be3bopoako

c. I''H. Tennos

Bomnpoc 6

Bosuuxwas 6 40-x ee. XX 6. 6 CLA opeanuzayus, enepsvie pazpabomasuias CneyudibHyio
npocpammy no020moeKU K8aruGuUyuposaHHslX ceKpemapCcKux pabomHuKo8, 3mo

Bri6epute 0/1uH OTBET:

a. EBpomneiickas accorualius npogeccuoHaIbHbIX CEKpeTapeit

b. HarmoHanbHas accoruanus cekperapeit

C. HanmonanbHas acconuanus IOpUAMYECKUX CeKpeTapen

Bomnpoc 7

Keanuguxayusa xaxoti oonxcnocmu, coenacro B.11. letinogy, npedycmampugaem noo02omogxy no
npogunio upmuvl U cmadcuposxy 3a pyoexcom?

Bri6epute o/1uH OTBET:

. ACCUCTEHT PyKOBOIUTEIS

b. cekpeTapb-niepeBo UMK

C. cekpeTapb-pedepeHT

Bomnpoc 8



Coenacno xnaccugpuxayuu B.I1. [lleiinosa kaxas u3 Hudce NepPeyUCIEHHbIX OO0JNCHOCMElU He
npeoycmampusaem — GbINOIHEHUe Julb  OelCmeuti no  YKA3aHuio  pykosooumens, 6e3
CAMOCMOSIMENbHLIX peuleHull

Bribepure 01MH WM HECKOJIBKO OTBETOB:

a. cekperapb-pedepeHt

b. cekperapb-ManIMHUCTKA

C. aCCHUCTCHT PYKOBOOUTECILA

Bormpoc 9

Cexkpemapv 5mou Kame2opuu npogooum pabomy no HPOBEOeHUI) 3ACe0aHUll MAaKux
opeanuzayuu, Kak 000po8oIbHoe 00beduHeHue auy 00HOU npogheccuu

Bribepure oauH OTBET:

a. cekperapb-cTeHoTrpauCcTKa

b. cekperaps KosuTerHH

C. CeKpeTapb yU4eHOTO COBETa

Bomnpoc 10

Cexpemapv 3moti kame2opuu nposooum pabomy no no020moske 00OKYyMeHmo8, Mamepuaios OJis
PACCMOMPENUsT HA 3ACeOaHUsIX NOCMOSIHHO OeliCm8yloue20 6bl00pHO20 NpeoCcmasumenbHO20o
Op2aHOMa 8blcule20 YUeOHO20 3a8e0eHUs, 3AHUMAIOWE20Cs peuleHuemM CmpameSuyecKux
80NPOCOG €20 pa3suUmus

Br16epute 0/1uH OTBET:

a. cekperapb-cTeHoTrpaduCcTKa

b. cexperaps ydaeHOro coBeTa

C. ceKpeTapb KOJUICTHH

Bompoc 11

Kaxorti us nuosice nepeuucienuvix 0oKymeHmos ne obnadaem gvicuieli npaso8oll 3HAUUMOCHbIO NPU
opeanuzayuu pabomol 0el10nPoU3800Umes?

BriGepute ouH OTBET:

a. ®exnepanbHbIil 3ak0H «O0 aKITMOHEPHBIX OOIIECTBAXY

b. [Tonoxenue o degaeparbHOM aApXUBHOM arcHTCTBE

c. ®enepanbHbIil 3ak0H «O0 IEKTPOHHOUN UGPOBOI TOAITHCH

Bomnpoc 12

Vkaswcume, umo exooum 60 GHYMPUYUPEIHCOEHUECKVIO PelaAMEeHMAayuio  OOAHCHOCTNHBIX
06s3aHHOCmell ceKpemapsl KOLLe2UaibHO20 Op2aHa

Bri6epuTe 0J1uH MM HECKOJILKO OTBETOB:

a. IOJDKHOCTHAs MHCTPYKIUS cekperapsi, [lonoxkenue o ¢eaepanbHOM apXUBHOM areHTCTBE

b. HOMeHKTIaTypa JIel, JOKHOCTHAS HHCTPYKIIUS CeKpeTapst

C. Tabenb popM TOKYMEHTOB OpraHU3aIUH

Bomnpoc 13

Ipu opeanusayuu cosewjanus vloensaom ciedyrouue Kame2opuu yuacmHuKos

Bri6epuTe 0IuH MM HECKOJIKO OTBETOB:

a. COTPYHUKH CBOEH OpraHMU3alliy 10 TEKYIIHM BOIIPOCaM; COTPYTHUKHU APYTUX OpraHu3alui
b. moceTuTeNM MO JUYHBIM BOTIPOCAM

C. pyKOBOJIAIINE pAaOOTHUKU OpraHU3AIUH

d. KOMaHIUpPOBaHHbIE, JCTIEralluH

Bomnpoc 14

Vrasxcume npuznaxu He3akOHHOCMU OelicmEull COmMpPYOHUKO8 KAK020-1Ub0 HAO030PHO20 UlU
KOHMPOIUPYIOue20 opeana

BribepuTe 0IuH WM HECKOJILKO OTBETOB:

a. BU3UTED HE MPEIbSIBISIET YAOCTOBEPEHUS;, HE COCTABISIOTCS MPOTOKOJBI MPOBEPKH M UBBATHUS
JTOKYMEHTOB

b. moxymeHTBI, oTpakaromue (GakT H3bATHUS Yero-aubo W3 Baliero oguca COCTABISIOTCS B
OTCYTCTBHE TIOHATHIX; B O(uce OCTaBISIETCS KOMHSA aKTa HU3BATHS COOCTBEHHOCTH Ballei
OpraHHu3aIuu



C. YeTKO HE OOBSCHSAETCS MPHYMHA BU3UTA; OTCYTCTBYET MpPEIIMUCAHHE Ha IMPOBEPKY Ballleu
OpraHu3alu

Bompoc 15

Henosomy menedonnomy pazeo8opy npeovasisaomcs ciedylouue mpebo8anus:

Bribepure oauH OTBET:

a. TpyOKy cieayeT CHHMaTh HE Tmo3aHee 4 Tyaka, CKOpOoCTh peud 145 cioB B MUHYTY,
JUTUTEILHOCTD - HEe 00jiee 8 MUH.

b. TpyOKy ciieyeT cHUMATh mmociie 2-3 ryjka, CKOpoCTh pedr 165 ¢I0B B MUHYTY, JJTUTEIBHOCTD -
He 0ojiee 6 MUH.

C. TpyOKy cieayeT CHHMaTh HE TMo3aHee 4 TyAkKa, CKOpOCTh peud 125 cioB B MUHYTY,
JUTUTEILHOCTD - HEe O00jiee 10 MuH.

Bomnpoc 16

K obszamenvhvim anemenmam meneghonocpammvl OMHOCAMCS

BriGepuTe 0/1MH WU HECKOJIBKO OTBETOB:

a. azgpecar, ¢pamMuiIus U TesnedoH JInua, IPUHABLIETO TeaeOoHOrpaMMy

b. nata, Homep TenedoHOrpaMMBbI; haMHUIHK 3aMECTUTENEH ajapecaTta Teiae(GoHOrpaMMBbI

C. BpeMsi mpueMa TeleQOHOTPaMMbI;, JOJKHOCTh JIMI[A, OT WMEHH KOTOPOTO TIeperaeTcs
TenegoHorpamma

d. HanMeHOBaHMe yUpeKACHUS, haMIIUs U TelehOH JINIIA, TEPEIABIIEro TeaecGoHOrpaMmy
Bompoc 17

Tun xounghepenmnoeco meponpusmus, coopanue npeocmasumeinell OpeaHu3ayull, epynn, napmull,
00w ecmseeHHbIX 00beOUHeH Ul

Br16epute 0/1uH OTBET:

a. Che3

b. cobpanme akinoHepoB

C. CUMITO3UYM

Bompoc 18

Kaxas ¢opma npomokona coeewanus npeononacaem ¢ukcuposanue 00CYHCOAIOUWUXCS
B0ONPOCO8, PaAMUIUL OOKNIAOYUKOB U NPUHAMBIX PeuleHUull?

BriGepuTe o1MH OTBET:

a. TIOJIHBIN TIPOTOKOJI

b. kpaTkuii MPOTOKOJI

C. cTeHOTrpaUUECKU TPOTOKOJT

Bomnpoc 19

Buvibepume eephuiii sapuanm gpacmenma nogecmku OHsL CO8EUaAHUS

BriGepuTe o1MH OTBET:

a. Utoru nestenpHOCTH 3KcniepTHOM Komuccuu B 2008 1. Joknamguuk: Koxanenko B. 1.

b. Utoru nesrenpHOCTH 3KCcmepTHOH kKommccuu B 2008 r. Jlokmamumk: mpeacemarens DK
Koxanenko B.N.

€. O6 wtorax nesATenbHOCTH 3KcnepTHOoM Kommccuu B 2008 r. Jlokmamumk: mpeacenarens K
Koxanenko B.N.

Bomnpoc 20

Kaxue oeticmsus npu noocomoske u 6edenuu nepeco8opos AGNAIOMC OUUOOUHBIMU?

Bri6epuTe 0IuH MM HECKOJILKO OTBETOB:

a. BeJICHHE TIEPETOBOPOB Ha S3bIKE MPUHUMAIOIIEH CTOPOHBI

b. He ymensercs JODKHOrO BHHMaHHMs IOJATOTOBKE K  IMEPEroBOpaM,  3aBBIIIACTCS
KOJIMYECTBEHHBIN COCTAB JIeIeTaiiu

C. 32 CTOJIOM MIEPEroBOPOB BO3HUKAIOT CIIOPHI BHYTPH JIENeTaIl[ui

d. He yuuTBIBalOTCS 0COOCHHOCTH MEHTAJIMTETA 3apyOCIKHBIX ITAPTHEPOB

IIpuMepHBbIe BONPOCHI K 3a4eTy C OLeHKOI
1. KounernanpHble Opransl yIpaBieHUs: BUIbI, CTPYKTYpa, (QYHKIIHH.



N

© oo

12.

HOpMaTI/IBHBIe Tpe6OBaHI/ISI K Opranuvsanuu JCATCIbHOCTU KOJUICTHAJIbHBIX OPraHOB.
Ponb cekperaps B COBPEMCHHOM YIIPAaBJICHYECKOM ammapate ©W B CTPYKType
KOJUIETUAJIBHBIE OPraHbl YIIPaBIICHUS.

[Ipodeccuonansubie TpeOOBaHUS K CEKpeTapsM KOJIIETHAIBLHBIX OpraHoB B Poccun u 3a
pyOexoM.

[TpoToKobHAS TPYIIIAa OpraHU3AMKK: 11eJ1b, PYHKIMH, JOJDKHOCTHOM COCTaB.
PernamenTtanus n1esTeabHOCTH IPOTOKOJIBHON IPYIIIIBI.

Pernamenranus nedareabHOCTH PAOOTHUKOB MPOTOKOJIBHOM TPYIIIBL.

KondepenTHbie MeponpusTHs: BU/IbI, HA3HAYCHHE.

[lopsinok opraHu3alMu W TPOBEICHUS KOH(pEpeHTHBIX Meponpustuil. Crernuduxa
OpraHu3anuy KOH(PEPEHTHOIO MEPOIIPUSITHS B 3aBUCUMOCTH OT YPOBHSI YIIPaBJICHUSI.

. Trmer COBGHIaHI/Iﬁ " IIpaBuJIa UX MMOATOTOBKH U OpraHu3anuu.

11.

JlokymMeHTHpOoBaHUE coBellaHui U 3acemaHuid. [lopsiiox cocraBneHusi, oGopmiaeHUs U
XpaHeHus npoTokoJioB. [IpaBuia odopMiIeHHs BHITUCKU U3 TPOTOKOJIA.

OcoOeHHOCTH OpraHu3allMk  3acelaHuil  KOJUIETHAJIbHBIX opraHoB. (OcoOeHHOCTH
JOKYMEHTUPOBAHUS 3acellaHuil IOCTOSHHO JAECWCTBYIOUIMX KOJUIETHAIbHBIX OPIaHOB.
Oco0eHHOCTH OpraHU3alK PE3EHTAUH.



I[MTPUJIOXEHUE 2

O1neHoYHbBIE CPEACTBA LISl IPOBEIEHHS NPOMEKYTOYHOM aTTeCTAIMU

H.TIaHI/IpyeMbIe pe3yJdbTaThbl oﬁyqe}mﬂ H OIICHOYHBIC CPEeACTBA IJIA IPOBECACHUSA
l'lpOMe)KyTO‘lHOﬁ arrecranmun.

Kox WNunukarop
JOCTHKCHUS OneHouHbIE CpeICTBA
WHIUKATOpA
KOMIICTCHIINHU
IIK-1 Choocoben ocyliecTBJASTH OPraHU3alMOHHOE, [OKYMEHTALMOHHOE U

nHpopManHoHHOE 00ecnevyeHue

AEATECJIbHOCTH PYKOBOAUTE/ISI OPrannu3saluu

[K-1.1

Opranuszyer u
oOecreunBacT
JOKYMEHTAITMOHH
oe
COTIPOBOXKJICHHE
JCATEITBHOCTH
PYKOBOJIUTEIIS Ha
OCHOBC BHCIIHHUX
u JIOKAJIBHBIX
HOPMaTUBHBIX
AKTOB

[MpakTHyeckoe 3aganue Ne 4

1) Kakoil HOpMaTUBHBIN TOKyMEHT yCTaHABJIMBAET MpaBUiia
oopMIIeHHS TPUKa3a O MPUMEHEHUH TUCITUIUIMHAPHOTO
B3bICKaHUS (CT. 193), U3roToBieHMs U BbIAAYN PAOOTHUKY
KOIUH JIOKYMEHTOB, CBA3aHHBIX ¢ paboToii (cT. 62),
npenynpexaeHus: paboTHuka 00 yBosibHeHuH (cT. 79, 80) B
TPEXIHEBHBIA CPOK?

2) YkaxuTe Ha3BaHUE CIIPABOYHUKA, KOTOPBIN MpeIHa3HAYEeH
JUISl UICTIOJIB30BAHUS B KAU€CTBE OCHOBHOI'O HOPMAaTUBHOTO
JIOKYMEHTA IIPU COCTABIIEHUH HOMEHKJIATYPHI J1E7
OpraHu3aluy, ONPEIeIEHUN CPOKOB XpaHEHUs, 0TOOpe Ha
XpaHEHUE ¥ YHUUTOXKCHHUE YIIPABICHUYECKUX THIIOBBIX
JOKYMEHTOB B JIeSITEIbHOCTH OpraHu3alnuy (yupekaeHus) u
pPacIpoCTpaHAETCs Ha BCE OPraHU3alMN, HE3aBUCUMO OT TOTO,
IOCTYNAIOT UX JOKYMEHTHI Ha XPAHEHUE B TOCYIapCTBCHHBIE,
MYHHIIMIIAJIbHBIE aDXUBBI WU JK€ HE MOCTYNAIOT.

3) Kakoli JOKyMEHT yCTaHaBIUBAET MOPSIOK MOJTOTOBKH U
pOBEJCHUS COOpaHuii, COBELIaHHUM U MepeueHb BOIIPOCOB,
pelIeHre KOTOPBIX MPUHUMAETCS OOJIBIIMHCTBOM T'OJIOCOB
WM €IUHOTJIACHO; B HEM YKa3aHO, KTO UMEET MPaBO MOIIMHCH
JIOKYMEHTOB?

4) Hanuuue kakoro JOKyMEHTa OpraHU3ally [TO03BOJISIET
CEKpeTaplo YeTKO 3HATh MOPSIIOK MOJTOTOBKU JOKYMEHTOB
(MOpsAAOK pelieHrs BOIpOca) U JIETKO MPOBEPUTH CTETICHb
TOTOBHOCTU JJOKYMEHTOB (HaJIM4ue HEOOXOAUMBIX BU3) MIPH
MPEJICTaBICHUH Ha TIOJIUCH PYKOBOAUTENO?

IIpumepHbIe BONPOCHI K 3a4eTy € OLIEHKOM

1. KousnernanbHple  OpraHbl  yNpaBJICHUS:  BHJBIL,
CTPYKTYpa, GYHKLHUH.
2. HopmaTtuBHple  TpeOoBaHMS K  OpraHu3alMu

JeSITeTbHOCTH KOJJIETHAJIBHBIX OPraHoB.

3. Ponp cekperaps B COBPEMEHHOM YIPaBIECHUYECKOM
anmapare M B CTPYKTYpe KOJUIETHAJbHBIE OpraHbl
yTIpaBJICHUSL.

4. TlpodeccuoHanbHble TpeOOBaHUS K  CEKpeTapsim
KOJIJIETHAJIBHBIX OpraHoB B Poccun 1 3a pyOexom.

5. [IporokosbHas rpymnmna opraHu3alyu: 1elb, GyHKIUH,
JIOJDKHOCTHOM COCTaB.

6. Per JaMCHTal s ACATCIBHOCTHU HpOTOKOJ’IBHOfI
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TPYILIBIL.
7. Pernamenrauus JEATEINBHOCTH

IIPOTOKOJIBHOM T'PYIIIIBI.

KondepenTapie MeponpusTHs: BUIbI, HA3HAYCHHE.
[opsinok opranu3anyu U MpoBeneHs] KOH()EPEHTHBIX
MEPOIPUSITHH. Crennduxa OpraHu3aluu
KOH(EPEHTHOTO MEpPONPHUATHS B 3aBUCUMOCTH OT
YPOBHS yIIPaBJICHHUSL.

Tunbl coBemaHWii W TpaBWIa MX TMOIATOTOBKA U
OpraHu3aIiy.

JIOKyMEHTUpOBaHHE COBELIAHMA W  3acedaHUU.
[lopsinox coctaBnenus, oGOpMICHUS U XpaHEHUS
nporokoJyioB. IlpaBuna odopmieHUs BBIIUCKU U3
IIPOTOKOJIA.
OcobenHoctu
KOJUIETHaJIbHBIX
JIOKYMEHTUPOBAHHUS 3aceaHui
NENCTBYIOIIUX KOJUIETHAIbHBIX
Oco0eHHOCTH OpraHU3aly MPE3eHTalUH.

paboOTHUKOB

© ©

10.

11.

12. 3acemaHui
Ocobennoctu
IIOCTOSIHHO

OpraHoB.

OpraHu3aIuu
OpraHoB.

I1K-1.2

Opranusyer
WH(POPMAITUOHHO
e u
JOKYMEHTAIlMOHH
oe
B3aMOJIEICTBUE
PYKOBOJIUTENS C
MOCETUTEIISIMH,
10/Ipa3/ieNIeHUsIM
u,
JOJIKHOCTHBIMU
JIUIAMHU
napTHepamu

IIpakTnyeckoe 3axanue 3
JlaliTe mMuCbMEHHBIE OTBETHI HA CIETYIOIIME BOIPOCHI:

- Oxapakrepu3yiite  paboTy  cekperaps ¢
uHbopMaluen A PYKOBOIUTENS, METOIUKY IOATOTOBKH
JOKJIAZ0B, BBICTYIUICHUH, CIPaBOK, OCOOCHHOCTH cOopa
uH(GOpPMAaIUH 711 COBEILaHUSI.

- KakoBbl mpaBwia mpuemMa ©u  00pabOTKH
MNOCTYMAIOIIUX  JOKYMEHTOB IO  pe3ylIbTaTM  pabOThbI
KOH(EPEHTHOTO MEPOTIPUSATHSI.

- Onumure cekpeTapckue 0O0S3aHHOCTH IO
MOJFOTOBKE JOKYMEHTOB K KOH(EPEHTHOMY MEPOMIPUATHUIO.

- Onumnre cekpeTapckue O0O0S3aHHOCTH IO
MOJATOTOBKE HMCXOJAALIUX JOKYMEHTOB (JIOKYMEHTOB K
OTIPaBKe) MO pe3yabTaTaM KOHPEPEHTHOTO MEPOIIPHUSITHSL.
IToaroroBuTH COO0IIIEHME IO OHOM U3 TEM:

1. Amnanu3 coBpeMEHHOU HOPMATHUBHO-METOJNYECKON 0a3bl,
perIaMeHTHpYIOLIeH  JesITeNbHOCTh  CEeKpeTaps  Ipu
OpraHu3anui KOHPEPEHTHBIX MEPOTIPUSITHI.

2. Ananmu3 TpeOOBaHMI HOPMATHUBHO-METOAMYECKUX
JIOKYMEHTOB K COCTaBJICHUIO u 0hOpMIICHHUIO
YIPABIEHUECKUX JOKYMEHTOB npu MIPOBEACHUU
KOH(EPEHTHBIX MEPOIPHUITHIA.

3. JlomKHOCTHAs MHCTPYKIUSI CEKpeTapsi OpraHu3auu
(Ha mpuMepe KOHKPETHON OpraHU3aIIHH).

4. TIpo6GneMbl IUTAHUPOBAHUS M OPTaHU3AINH pabOUuero
THS cekpeTaps (0 COBpEMEHHOU TUuTeparype).

5. Pomp cekperaps B  OpraHu3alMd  XpaHEHUS
JIOKYMEHTOB, COIIPOBOXKAAIOIINX KOH(EepEeHTHOE
MEPOIIPUSATHE.

6. OpraHu3allUOHHbIE U TEXHHYECKHE MPpOOIeMbl
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IIOJATOTOBKH KPYITHBIX COBELIAHUM.

IK-1.3

Opranuszyer
pabouee Bpems,
(GyHKIMOHATBHOE
IPOCTPAHCTBO
CBOE u
PYKOBOJUTEIIA,
OpraHu3aIMoHHO
COTIPOBOXKIAET
pabouue
MIPOIIECCHI
PYKOBOIUTEIIS

KonTposbnas padora
3anoHUB Ta0NHIly, pa3paboTaiiTe ImIaH U pacKpouTe
OCHOBHOE COJICpP)KaHUE OPraHU3alNH PE3CHTAUN
KaKOT0-JIN0O0 MPOTYKTA MU YCIYTH (DUPMBI.

Oran

Bapunanr
CTyIEHTA

1. Onpenenenue
MEpPONIPUATUS

TEMB]

Tema:

2. BwiOop Mecta u BpeMmeHH|
[TPOBEICHUS (xoH(bepeHI-3ar
OpraHu3aliiii  WIH  apeHJI0BaHHOE
[MOMEIIEHHE, €ro IUIOIaab M CII0CO0)
[paccaZKyl y4acTHUKOB - B 3aBUCHMOCTH
OT UX KOJINYECTBA).

3. Ockm3pl 2 (ABYX) IIJIAKaTOB:
Kakue (ppasbl U B COMPOBOKICHUH KaKUX
MJTIOCTPALIMI TTOMECTHTE.

4. Bua u macmrab o0opyioBaHus
1 yKpalleHus 3aia (MakeTbl POIyKIUH,
CTEH[Ibl, KOMIIO3UIIMU U3 KAKHX LIBETOB
NpUeMJIEMBbl Ul JAaHHOTO  Cilyyas,
PEIYCMOTPEHO JIM  COIPOBOXKIECHUE
NIEeMOHCTpaIun Wi JEryCTaluu
NIEBYIIKAMU-MOJICJISIMU U T. I1.)

HUMEHHOH
KOMIIaHMH,

5. Dckus Oeimka,
KapTOYKU  COTPYIHHKA
KOTOPBIN BCTPEYAET TOCTEH.

6. OnpeneneHue TOKIAIYUKOB MO
remMam, cOOp TE3UCOB JOKJIAJIOB.

7. CocraBienue 0a3pl JaHHBIX 1]
[PACCBUIKA TPHUIJIANICHUN (ayIUTOPHS,
YPOBEHb, CTEIECHh 3HAYUMOCTH U T.II.).
KOHTHHI€HT NpPUIVIAIICHHBIX  (KaKHe
OpraHM3allii  IPEJACTABIAIOT, PO/
3aHSATHUI), KOJIMYECTBO YIACTHUKOB.

8. [TpenycMoTpeno B3yl
[pUTJIallCHUE BBICOKOITOCTABJIEHHBIX]
TOCTEN.

9. CocraBieHue
[pacchlIKa
TAHHBIX.

NIpUTTIaLIeHNS,
npuriamenuii  mo  Gasel

10. Maket npuriacuTesbHOrO.

CocraBieHue IpeaBapUTENBHOM
CMETBI MEPOTIPHSTHSL.

[Tpubnu3uTensHO

[Touck CHOHCOPOB MEpPOTPHUATHS]
(B cimydae He0OX0IMMOCTH), TIOJITOTOBKA
CIIOHCOPCKUX MAKETOB.




Nuaukarop
JIOCTUKEHUS OneHouHbIe CpeCcTBa
KOMIICTCHIIUN

Kon
HHOUKATOpa

Pexnama wmeponpusarus B CMU,
TeMaTUYECKUX U3JIAaHUSX, HA
CIICLIMAIM3UPOBAHHBIX caWTax. B kakux
M3aHUAX  TIOMECTHTE  HH(OPMAIIHIO
(epeyuncauTs), KaKoTo pona
(pexsiaMmHOe 00BsIBIICHUE,
MH(POPMAIMOHHAS CTAThS  T.IL.).

Opranuzanys IpeaBapUTENIbHOM
[PETHCTpallMi JAEJEraToB, COCTaBICHHUE

CTICKA.
bpoHnpoBaHue  TrOCTHHHI[  TIO
3asBKaM. (HazBanue TOCTHHHIIHI,

PUMEPHOE KOJIMYECTBO HOMEPOB).

Apenpa nmomMenieHus (ero mioaI
BaBUCUT OT KOJUYECTBA JICJIETATOB).
Kakoe mnomenieHne B paMKax Ballero
ropoja BaM MOJIXOJIUT, 000CHYHTE.

ITonroroska
[PEKIIaMHO-TIPE3E€HTAIIMOHHBIX
MaTtepuayioB. [Ipe3eHTalMOHHBIN MaKeT
BKJIFOYAET B CeOs: MakKeT (WM MJIOTHYIO
Marky), Manky s WH(QOPMAaIMOHHBIX
MaTepuaaoB  KOH(MEpeHLHH, pYUKY,
OJIOKHOT JUTsl 3amuceil. DTH MaTepHUaIbl
MOJKHBI ~ OBITh ~ M3TOTOBJIEHBI €
IMTOTOTUIIOM ~ MEPOINpHUSATHS, a B
OJIOKHOTaX MOKHO YKa3aTb IIOBECTKY|
THS,  [EPEeYUCIUTh  MapTHEPOB U
crioHCOpoB. Takke B MakeT CIOHCOPBI
MOTYT BJIOXKHTH pEKJIaMHbIE MaTEPHUAIBL,
MUHU-TIPE3ECHTHI.

HpOI[YMBIBaHI/Ie BAapHaHTOB|
IMUTaHUA ACJICTaTOB. Bo3moxHo
[IPHUBJICYCHUC KeﬁTepHHrO BBbIX|
KOMITAaHU I JJIA OpraHmn3anuyl

[PUBETCTBEHHOTO0 Kode-Opelika ©u B
[epepbiBE  MEXIY  3aceJIaHUsIMH -
dypuiera. [pu JIOCTHKEHUH
TOTOBOPEHHOCTHU c Kage WIH
[PECTOpPaHOM,  HaxXOJAIIUMCS  BOJIH3H
MecTa MPOBEJCHUS MEPOTPUATHS WU B
TOCTHHHULIE, JeneraTam MOTYT|
BBIJABATHCSI  TAJlOHBl HAa  MUTAHUE
(3aBTpak, o0es1, Y)KHUH).

Korna, Kakou
[POJOJDKUTEIBHOCTBIO, B Kakoil (opme]
OyneT MpOXOJUTh 0OEAECHHBIA TepephIB
M (UHATBHBIA (QypHIET WM  YXKHUH.
CocTaBUTh MEHIO (3aKYCKH M HAITUTKH).
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20. MaxkeT KyBepTHOH KapThl.

[ToaroToBKa MpPE3eHTAIMOHHOTO U
NPYroro TEXHHUYECKOTO O0OpYyHOBaHUS
(kakoe Oynere HCII0JIb30BATH).
[IpenqycMOoTpeH JM B IPOrpaMMe]
BUICODMIBM WM PEKIAMHBIA  POJIHK]
(IpOAOKUTENBHOCTD, OCHOBHOE@
cojepxanue). B uem OyneT cocTosTh
M3IOMHUHKA (KyJIbMUHALUS 0(UIIHATbHOM
YaCTH).

Kakune rpaduyeckne matepuansbl
[UIAaHUpPYETE  MCIIONb30BaTh  (CXEMBI,
rpaduku, pucyHku)? C Kakoi 1enbro?

My3bIkanpHOE  COIPOBOKIEHUE
[pe3eHTaluK (Kakoro pojia KOJUIEKTUB,
YHCIIO YYaCTHHKOB,
PO IOJIKUTEIIBHOCTD BBICTYILJICHUA,

enepryap).

TupaxupoBanue  He0OXOIUMBbIX|
MaTEPHAJIOB. HNudpopmannoHHsle
MaTEpHAIbL, TE3UCHI JOKJIAZIOB,
[IPE3CHTALMK HA AUCKaX U T.IL.

3aka3 TpaHCIOpTa H JIOCTaBKa3
neneraToB K MECTy — IPOBEICHUS
koHpepeHnmn u oOpatHo. K Kakoi
¢bupme oOpatuTech, mpuemieMas s
Bac MapKa aBTOMOOWJIS, UX KOJIMYECTBO.

Opranuzanus gocyra. DKCKypCusy
ISt UHOTOPOJIHUX JIeNIeraToB,
OpraHu3anusi KOHIIEPTHOH MPOTPaMMBI,
oy 1 T.1. B yem OyneT 3akioyaThes]
HeopUIMaNbHasl, KyJIbTypHas 4acTh
MEPOTIPUATHS

3akynka CyYBEHHUPOB, IIOJIApKOB.
Kakoro poJia IiiaHupyeTcst pa3aaTovHbIi
W CYBCHUpHBIII Marepuan (Kakoro
coziepKaHust OyKJICTBl M IMpPaiichl, KaKOMH
NoJapuTe CYBEHHp M C  KakuM
N300pa’keHNEM).

28. Pa3pabotka JOKYMEHTOB
(IMIIIOMOB, cepTH(UKATOB) 00 y4acTHH
B IPE3CHTAIMU. DCKU3 AUILIOMA.

[ToaroroBka 3aKPBIBAIOIIUX
ITOKyMEHTOB  JJI1  MpeICTaBUTENeH
IOPUJINYECKUX JIHI (OpUTHHAT CYeTa,
cueT-(hakTypa,  aKT  BBINOJHEHHBIX
pabor).

PaszpaboTka pETUCTPAITMOHHOM|
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(OpPMBI JIIsI IeIeTaToB.

[ToarotoBka  MHQPOPMAIMOHHBIX
MaTepuaioB KoHdpepeHimu. [Iporpamma
(peryiaMeHT) KOH(EpPEHIUH, TE3UCH]
ITOKIJIaJI0B u COMPOBOAUTEIIHHBIE
MaTepuaibl K HUM (CXEMBbI, TaOJIUIbI U
T.7.), (OPMBI HUTOTOBBIX PCIICHUH,
AQHKETHI, OTIPOCHBIE JIUCTHI.

IToaroToBka MaTEpUAIIOB
[pe3eHTaluN hing:| opuUIHATEHOM
nyOnuKalMi U PacChUIKM (B cllyyae
HEO0OXOJMMOCTH ) Jeneratam 3|
NpoUIbHBIM yupexaeHusM. B kakue
M3 1aHUA OCYIICCTBUTHCA pacchliIKa,
[YKQ)KATE CPOKH.

IIK-2 CnocodeH ocyumecTBJAATh [T0OKYMEHTAIIMOHHOE o0ecrieueHHe YNpaBJieHUs!

opraHusanmen

[K-2.1 Opraamsyer  u IIpakTH4eckoe 3aganue 2
periaMeHTHpyeT Onpenenuth JOJHKHOCTHOM COCTaB MPOTOKOJIBHOM
JOKYMEHTUPOBAH | FPYIIIbI PEITPUSITHS.
ue CocTaBbTe MAaKET MOJIOKEHHS O MPOTOKOJIBHON IpyIIIe
YIPaBIECHYECKON | OpraHu3alllu.
JEATEIbHOCTH B KonTpoasHnas padora
OpraHu3aIuu 3anoJiHUB Ta0IMITy, pa3paboTaiTe IJIaH U PACKPOUTE

OCHOBHO€ COJACPIKAHUC OPraHu3anu Npe3CcHTalunu

KaKoro-a1u00 MpoayKTa WU YCIYrH GUPMBI.

Ortan

Bapuant
CTyJIeHTa

1. Onpenenenue TeMbl MEPOIIPUITUS

Tema:

2. Bwibop Mecra W  BpeMeHH
npoBeneHus (KoH(pepeHIl-3al opraHu3aIuy]
WM apeHJOBaHHOE  MOMEIIEHHE, €ro
[UIOIIA/Ib M CIOCO0 paccagky y4aCTHUKOB - B
3aBUCHMMOCTH OT UX KOJIMYECTBA).

3. Ocku3bl 2 (ABYX) IJIAKAaTOB: KaKHe
(Gpasbl W B CONPOBOXKICHHH  KaKHX
VJLTIOCTPAIIMA IOMECTUTE.

4. Bua u macmtab o0opynoBaHUs U
YKpaleHus 3aia  (MakeTbl MPOIYKIUH,
CTEH/Ibl, KOMIIO3UIIMM W3 KaKUX IIBETOB
npueMiieMbl A8 JAHHOTO  ciydas,
[pe1yCMOTPEHO i COIIPOBOXKIECHUE]
NIeMOHCTpaIin WIH JeTyCTalluu
NIEBYIIKAMU-MOJICJISIMU U T. 11.)

5. Ocku3 Oelpka, IMEHHOW KapTOUYKH
COTPY/IHUKA KOMIIAaHHH, KOTOPBIH BCTpeYaeT

TOCTEM.
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6. Ormpezgenenue AOKJIAJIYUKOB IIO
remam, cOOp T€3UCOB JOKJIAJIOB.

7. CocraBiienre 0a3bl JaHHBIX IS
[PACCBUIKM ~ TPHIJIAICHUN  (ayIuTopus,
YPOBEHb, CTCTNICHb 3HAYUMOCTH U T.II.).
KoHTHHTEeHT MIPUTIIAIICHHBIX (kakue
OpraHu3aIUuy MPEACTABISIOT, PO 3aHITHI),
KOJTMYECTBO YIACTHUKOB.

8. IlpeaycMOTpeHO 1M MpUTIAIICHHUE
BEICOKOIIOCTABJIEHHEBIX TOCTEH.

9. CocraBnenune TIPUTJIAIICHUS,
[pacchUIKa MPUTIIANICHUH 10 6a3e JaHHbBIX.

10. Maket NpuriIacuTeNLHOTO.

CocraBiieHne MIpeABAPUTEIIBHON
CMETBI MEPOIIPUATHS.

[Tpubnunzu
TEJIBHO

[Touck cnoHcopoB MepomnpusTus (B
cllydyae  HEOOXOJUMOCTH),  IMOATOTOBKQ]
CIIOHCOPCKHUX ITAKETOB.

Pexnama wmeponpustus B CMU,

TEMAaTHYECKUX H3TaHUAX, Ha
CIICIIMAIM3UPOBAHHBIX calTax. B  kakux
M3IaHUASIX IIOMECTHUTE nHpOpMaITHIO

(mepeuncauTh), Kakoro poja (pekiiaMHOe
00bsIBIICHHE, WH(OpPMAIMOHHAS CTAaThsl H
T.I1.).

Opranuzanus MpeIBApUTEIHHOM]
[perucTpalyy  JIeJeratoB,  COCTAaBJICHUE
CIIUCKA.

bponupoBaHye roCTUHUIL 1O 3asBKaM.
(Ha3Banue TOCTUHUIIBL, IpUMEPHOE
KOJIMYECTBO HOMEPOB).

Apenaa moMenieHus (€ro IUIOMIAIb
3aBHCUT OT KOJIMUECTBa JeieraroB). Kakoe
MMOMEIICHUE B paMKax BaIllero ropojia Bam
[0IXOTUT, 000CHYHTE.

ITonroroska
[PEKJIaMHO-TIPE3EHTALMOHHBIX MaTepUaJIOB.
[Ipe3eHTalMOHHBIN MTAKeT BKIIOYAET B ceOs:
nakeT (WM IUIOTHYIO MAnkKy), Mamnky s
MH(POPMALMOHHBIX MaTepHalloB
KOH(pEepeHIIMH, pydKy, OJOKHOT s
Banuceil. OTH Marepuanbl JOJDKHBI OBIThH
M3TOTOBJIEHBI C JJOTOTHIIOM MEPONPUATHS, 4
B OJIOKHOTaX MOXHO yKa3aTb MOBECTKY JHS,
[EpeUHCIUTh TApTHEPOB U  CIOHCOPOB.
Taxoke B MakeT CHOHCOPBI MOTYT BIJIOKHTH
€KJIaMHbIe MaTepHaJIbl, MUHU-TIPE3EHTHI.

HpOILYMBIB AHUC BApHAHTOB ITMTAHM
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I1eJIeraToB. Bo3moxHo IIPUBJICYCHUE]
KEUTEPUHTOBBIX KOMITaHUM s
OpraHu3auu MIPUBETCTBEHHOTO

Koe-Opelika © B TIEpEphIBE  MEXKY|
BacenaHusMu - Qypuiera. [lpu noctmkeHuy|
ITOTOBOPCHHOCTH C Kade WM PecTOpaHOM,|
HaXOOAIUMCA B6JII/I3I/I MCCTa IPOBCACHUS
MCPOIIPUATHA WM B TOCTHUHHUIIC, ACJICraTaMm
MOTYT BbIAaBaTbCd TaJOHBI Ha IIHUTAHUC
(3aBTpak, o0es, YKUH).

Korma, xakoil mpoaoJKUTEIBHOCTBIO,
B Kkakoil ¢opme OyaeTr  IPOXOJUTH
00eIeHHBIN NIepephIB U (pUHATBHBIN (ypIIeT
i ykuH. COoCTaBUTh MEHIO (3aKYCKU M
HAITUTKH).

20. MaxkeT KyBepTHO KapThl.

[TonroToBka TpPE3EHTAIIMOHHOTO H
NPyroro  TEXHWYECKOTO  00OpyIOBaHUS
(kakoe Oynere HCIIOJIb30BAaTh).
[IpenycmoTpeH B0 B MpOTpamMme
BUICOPUIBM  WJIM  PEKJIAMHBIM  POJHK|
(TIpOAOTKUTENBHOCTD, OCHOBHOE€|
cogepxkanue). B uyem Oymer cocToATh
M3IOMUHKA (KyJIbMHUHAIUSA ~ OQUITHATBHON
YacTH).

Kakue  rpaduyeckue  marepuaibl
TUIaHUpPYyeTe HCIIOJIH30BaTh (cxeMsr,
rpaduku, pucyHku)? C Kakoi 1enpro?

Mys3bikanabHOE COIIPOBOXKICHUE
mpe3eHTaluu (Kakoro poja KOJUIEKTHB,
YMCIIO YYaCTHUKOB, MPOJOJDKUTEIBHOCTH)
BBICTYIUICHUS, PETiepTyap).

TupaxxupoBanue HEO0OXO0TUMBIX
MaTepUajoB. Nudopmanmonnsie
MaTepuasbl, TE3UCHI IOKJIA/I0B, IPE3CHTAUY]
Ha JMCKaX U T.IL..

3aka3  TpaHCHOpTa U  JIOCTaBKa
NleNIeraToB K MecTy MIPOBECHUS
KoH(pepeHIMH U obpaTtHO. K kakoi ¢upme
oOpatuTech, mpuemseMas A Bac MapkKa
ABTOMOOWJIS, X KOJIMYECTBO.

Opranuzanus gocyra. OKCKypcus AJs
MHOTOPOJHMUX  JEJEraroB, OpraHMu3alusg]
KOHLIEPTHOM MPOrpaMMBbl, IOy U T.II. B ueMm|
OyneT  3akirodaThCsl  Heo(UIMAIbHAS,
KYJIbTYpHasl 4aCTb MEPONPUATHUS

3aKynka  CYBEHUpPOB,  IIOJIapKOB.

Kakoro pojia mjaHupyeTcs pa3gaTOYHBIN U]
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CYBEHHUPHBIN MaTepua (Kakoro cojepxaHusy
OykJeTbl M TIpaiichl, Kakoil mojapure
CYBEHUP M C KAaKUM HU300pakeHUEM).

28. Pa3pabotka JOKYMEHTOB
(IMTUIOMOB, CcepTH(HKATOB) 00 y4JacTUU B
[pe3eHTalMK. JCKU3 JUIIIOMA.

[Toaroroska 3aKpBIBAIOLINX
ITOKYMEHTOB TUIs IpesicTaBuTeNen
OPDUIMYECKUX  JIMI  (OpUTHMHAN  CYera,
cueT-(akTypa, aKT BBIIOJHEHHBIX paboT).

Pa3paboTtka peructpaninoHHoi Gopmbl
TIJIS1 JIeNIeTaToB.

[HoarotoBka WH(POPMAIMOHHBIX
MaTepuanoB KoHdepeHuuu. Ilporpammal
(pernmameHT) KoH(pepeHuu, TE3HUCHI
ITOKJIaJIOB U COMPOBOAMUTEIbHBIE MaTepUab]
K HUM (cXeMbl, TaOnMuIbl U T.1.), (opMmbl
MTOTOBBIX pEIICHWH, AaHKEThl, OMPOCHbIE
UTUCTBHI.

IToaroroska
[pe3eHTALNN TUIS oduIHaIbHOM
MyOMuKaMk W pacchUlku (B cliydae
HEOOXOAMMOCTH ) JiesieraTaM 1 PO QUITHHBIM
[YIPEXKICHUSIM. B KaKue U3JIaHus

MaTepHalioB

OCYIIIECTBUTHCS PACCHUIKA, YKAKUTE CPOKH.

[1K-2.2

Opranusyer u
periaMmeHTHpyeT
JIOKYMEHTO000PO
T B OpraHHU3aIiu

IIpakTnyeckoe 3axanue 3

JlaliTe MUCbMEHHBIC OTBETHI HA CIIEAYIONINE BOIIPOCHI:

- Oxapakrepu3yiite  paboTy  cekperaps ¢
uHopMmarmend uIsi PyKOBOJIUTENS, METOAHMKY ITOJTOTOBKH
JOKJIaJ0B, BBICTYIUICHUH, CIPaBOK, OCOOCHHOCTH cOopa
nHpOpMaIU U1 COBEIIaHMUSL.

= KakoBbl mpaBwia mnpuemMa W
MNOCTYMAOIIKUX  JOKYMEHTOB IO  Pe3yiabTaTM
KOH(EPEHTHOT'O MEPOTIPUSITHS.

- Onumure CceKpeTapckue O00sS3aHHOCTH TIO
MOJATOTOBKE JOKYMEHTOB K KOH(PEPEHTHOMY MEPOTPUSTHIO.

- Onuimure CceKpeTapckue O0O0sS3aHHOCTH TI0
MOJATOTOBKE HCXOMAAIIUX JOKYMEHTOB (JIOKYMEHTOB K
OTIpaBKe) MO pe3yabTaTaM KOHPEPEHTHOTO MEPOTIPHSITHSL.

00paboTku
paboThI

I1K-2.3

Opranusyer,
peraaMeHTHpyeT
OTIEpPAaTUBHOE
XpaHEeHue u
HCII0JIb30BAHNE
JOKYMEHTOB B
OpraHu3anuu

IIpumepHBIe BOIPOCHI K 324eTy ¢ OLCHKOI

1. KouernanpHble Opraibl ypaBieHUs: BUbI, CTPYKTYpa,
byHKIUH.

2. Ponp cexkperapss B COBPEMEHHOM YIIPaBIEHYECKOM
afnmapare M B CTPYKType KOJUICTHAIbHBIE OpraHbl
yTIpaBJICHUSL.

3. Ipodeccronansubie

Tpe6OBaHI/Iﬂ K CCKpPLCTaApsAM
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10.

11.

KOJUIErMaJIbHbIX OpraHoB B Poccuu u 3a py0exom.
[IpoTokonbHAs Tpyma OpraHU3alMU: LeNb, (YHKIHH,
JIOJKHOCTHOM COCTaB.

PernamenTanus 1esTeaIpHOCTH MIPOTOKOIBHOU IPYIIIIBI.
Pernamenranus NEATEIBHOCTH pabOTHUKOB
IIPOTOKOJIBHOM T'PYIIIIBL.

KondepenTabie MeponpusTHs: BU/IbI, HA3HAYCHHE.
[lopsinox opranu3anuu M NpOBEIEHUS KOH(EPEHTHBIX
MEPOTPHUATHI. Crennduka OpraHu3alNx
KOH(EPEeHTHOTO MEpPOIPUITUS B 3aBUCUMOCTH OT
YPOBHS YIIPaBJICHUS.

Tunel coBemaHM W NOpaBWwIa HMX MOATOTOBKUA H
OpraHu3aluu.

JlokyMeHTHUpOBaHK€e COBEIAHMI 1 3acenannii. [lopsaok
cocTaBlieHUsl, OOPMIICHUSI U XPAaHEHUS MPOTOKOJIOB.
[IpaBuna odopmieHHs BBITUCKU U3 TPOTOKOJIA.
Oco0eHHOCTH OpraHM3allK 3acelaHUil KOJUIETHAIbHBIX
opraoB. OCOGEHHOCTH TOKYMEHTHUPOBAHUS 3aceJaHHi
IIOCTOSTHHO JIEMCTBYIOIIMX KOJUIETHAIBHBIX OpPraHoOB.
Oco0OeHHOCTH OpraHU3aliy PE3eHTaIUH.




[TpomexyTodHast aTTecTamnus MPOBOIUTCS B POpME dK3aMeHA.

3ayer C OLEHKON MO JAaHHON IMCUUIUIMHE IS CTYICHTOB IUCTAaHIIMOHHOW (HOpMBI
o0y4eHus: IpOBOIUTCA B (pOpME TECTUPOBAHUS C YIETOM PE3YIIbTATOB, MOJYYEHHBIX CTYIEHTOM B
MPOLIECCE BBIMIOTHEHHSI TPAKTUYECKUX 3a/JaHUi, KOHTPOJBHOW pPabOThl M IMPOMEKYTOUHBIX
TECTOB.

[Toxa3zaTeny u KpUTEPHH OLICHUBAHHS YK3aMeHa:

— Ha OLEHKY «OTJIMYHO» (5 06aymioB) — o0ydaromuiicst AeMOHCTPUPYET BHICOKUN YPOBEHb
c(OPMHUPOBAHHOCTH KOMIIETEHIMH, BCECTOPOHHEE, CHUCTEeMAaTHYeCKOe M TIIyOOKOe 3HaHue
y4eOHOTrO Marepuana, CBOOOIHO BBITIONHSET NPAKTHUECKUE 3allaHHsi, CBOOOJIHO OIEpPHUPYET
3HAHHUSIMH, YMCHUSMH, TPAMCHSCT UX B CUTYaIUSIX MTOBBIIIICHHON CII0)KHOCTH.

— Ha OIEHKY «Xopoio» (4 6amna) — oOyJaromuics JeMOHCTPUPYET CPEIHUM YPOBEHD
Cc(OPMHUPOBAHHOCTH KOMITETCHIIMI: OCHOBHBIC 3HAHWS, YMEHHS OCBOCHBI, HO JOITyCKaIOTCS
HE3HAYUTENIbHBIC ONIMOKH, HETOYHOCTH, 3aTPyTHEHUS TIPY aHATUTUIECKUX OTIEPAIHAX, IEpPEeHOCe
3HAHWI U YMEHUH Ha HOBBIC, HECTAaHAPTHBIC CUTYAIUH.

— Ha OIICHKY «yAOBJETBOpUTENbHO» (3 Oamma) — oOydyaromuiicss IEeMOHCTPUPYET
MTOPOTOBBIM YPOBEHb CHOPMHUPOBAHHOCTH KOMIICTCHIIUN: B X0J€ KOHTPOJBHBIX MEPOTPHSITUAN
JOIYCKAIOTCSl OIIMOKH, TPOSBISAETCS OTCYTCTBHE OTHEIBHBIX 3HAHWH, YMCHHHA, HAaBBIKOB,
OOyJaIONTUICSA HWCIBITHIBACT 3HAYUTEIBHBIC 3aTPYIHEHHUS IPU ONCPUPOBAHWH 3HAHHUSAMH U
YMEHHSIMHU TIPY UX TIEPEHOCE HA HOBBIC CUTYAITUH.

— Ha OIIEHKY «HEYOBJIETBOPUTEIHHOY (2 Oaia) — 00yJaronuics AeMOHCTPUPYET 3HAHUS
He Oosee 20% TEOpPETHYECKOTO Marepuania, JOMYCKaeT CYIIECTBEHHBIC OIIUOKH, HE MOXKET
MMOKAa3aTh WHTEJUICKTyaIbHbIC HABBIKM PEIICHUS MPOCTHIX 3a/1a4.

— Ha OIIEHKY «HEYAOBJIETBOpUTEILHO» (1 0amn) — oOydaronuiics HE MOXKET IMoKas3aTh
3HaHMUS Ha YPOBHE BOCIPOU3BEACHUS U OOBSCHEHHS HHQOpPMAIMKM, HE MOXET IMO0Ka3aTh
MHTEJJIEKTyaJIbHbIE HAaBBIKU PEIICHUS IPOCTHIX 3a/1a4.



	ПРИЛОЖЕНИЕ 1
	Тема: «Роль секретаря-референта в структуре коллегиального органа  управления. Профессиональные требования к секретарям при организации и проведении конферентных мероприятий»
	Тема: «Нормативно-методическая база работы протокольной группы организации. Знания, умения, деловые и личностные качества работников протокольной группы»
	Тема: «Организация работы секретаря коллегиального органа, аналитические и технические функции.»
	Тема: «Работа секретаря коллегиального органа по составлению и оформлению документов конферентных мероприятий, его обязанности по организации их хранения и использования.»
	ПРИЛОЖЕНИЕ 2
	Оценочные средства для проведения промежуточной аттестации

