MuHUCTEPCTBO HAYKH U BBICIIETO 00pa3oBaHUs
Poccuiickoit ®eneparuu

®enepanbHOE rOCY/IapCTBEHHOE OO DKETHOE
00pa3oBaTeIbHOE YUPEKACHUE BBICIIETr0 00pa3oBaHuUs
«JloHe1KHiT rocy 1apCTBEHHbIM YHUBEPCUTETY

dakypTeT MaTeMaTHKN U HHPOPMAIIMOHHBIX TEXHOIOT Ui
Kadenpa unpopmaiioHHBIX CUCTEM YIIPABICHUS
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OPI'AHM3AHUOHHO-TIOKYMEHTAIIMOHHOE OBECIIEYEHHE
AEATEJIBHOCTHU PYKOBOAUTEJIA

YKpynHeHHas rpyIina HarpaBJjieHUun
MO/ITOTOBKH

[Iporpamma Bbicuiero o6pa3oBaHus
HamnpasieHue 1noaroroBku

[Tpo¢uiab noaAroToBKu
KBanudukarms
®opma 00yueHus

46.00.00 HMcropus u apxeoaorus

[Iporpamma GakanaBpuara

46.03.02 JIokyMeHTOBEIEHUE U
apXUBOBE/ICHUE

JI0OKyMEHTOBEJCHHE U apXHUBOBEIEHHE
bakanasp

Ouynas, 3a04Has

PaGouas nporpamma ajarntupoBaHa yis JIULL
C OrpaHUYCHHBIMH BO3MOKHOCTSIMH 310POBbSI 1 HHBAIH/I0B

Jlonenk 2024



Paboyas nporpamma JTUCLIATUTAHEI «Opranu3anHoOHHO-10KYMEHTAIlHOHHO®
obecnevenue AesiTeJIbHOCTH PYKOBOAHTE/ IS /U 00y 4alOIUXCsl 10 HAIIPABJICHHUIO MOArOTOBKA
46.03.02 loxymenroBeacnue u apxusosenenue (IIpoduns noarotoBku: JloKyMeHTOBEACHNUE U
apXuBOBEJICHWE),  COCTaBJIeHa Ha  OcHOBaHMM  DegepalbHOrO  rocyJapCTBEHHOrO
00pa30BaTe/IbHOTO CTaHJapTa BhICIIEro oOpa3oBaHus — OakajaBpuaT [0 HalpaBJICHUIO
noaroroBku 46.03.02 JlokyMeHTOBe/leHHE W apXUBOBEJEHHWE, YTBEPXKIEHHOTO IPHKA30M
MpunncTepcTBa HayKH U Bbiciuero obpazosanus Poccuiickoit ®@enepauum ot 29 okrabps 2020 r.
No 1343 (¢ w3m. wm gpon.), llopsnka opraHuzanuu W OCyWeCTRBIEHUS 0O6pa3oBaTenbHON
JeATeNbHOCTH 1O 00pa3oBaTesibHBIM TPOTpaMMaM BhICLIEr0 00pa30BaHHS — MporpaMmam
GakanaBpuara, NporpaMMaMm CHELHAJIUTETa, NPOrpaMMaM MarucTparypsl, YTBEP)KICHHOTO
npukazom MuHMCTEpCTBa HAyKH M Bhiciiero obpasosanus Poccuiickoii @enepauun ot 06 anpens
2021 r. Ne 245 (c u3M.  JI011.), B COOTBETCTBUU C y4eOHBIM IUITAHOM, YTBEPXKICHHBIM Y YEHbBIM
coetoM ®I'BOY BO «JlonI'Y» mns nabopa 2024 rona.

Pazpaboruuk:

noueHT kadenpel HHOOPMAIMOHHBIX CHCTEM

yIpaBJIeHUs, KaH/l. 9KOH. HayK, AOLIEHT W H. E. Mamenko

Pabowas mnporpamma opoOpeHa Ha 3acefaHuu Kadeapsl HHOOPMALMOHHBIX CHCTEM

yIIpaBIeHHS.
[Tporokoun ot 22.03.2024 r. Ne 6a

3aBenyromuii Kadeapoii W H. I1I. [TonomapeHnko

COI''TACOBAHO:

JlekaH ¢aKyabTeTa MaTeMaTHKH U
UH(POPMAIIMOHHBIX TEXHOJIOTHI
28.03.2024 r.

H. A. Mouceesko

YuebHO-MeTOoIMYecKasi KOMUCCHS (haKyIbTeTa MaTeMaTHKH U HHGOPMALIMOHHBIX TEXHOIOT .
ITporokon ot 27.03.2024 r. Ne 7.
[Ipencenarens JI. W. CensixoBa

PykoBoauTenb OCHOBHOM NMpohecCHOHATBHOM

06pa30BaTebHON MPOTPaMMBI,
I-p 9KOH. HayK, JOLEHT W H. I11. TTonoMapeHKO

26.03.2024 r.
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1. MECTO JUCLIUITIMHBI B CTPYKTYPE OBPA3OBATEJIBHOM ITPOI' PAMMBI

1.1. TpeboBaHus K MpenBApUTENIBHON MOATOTOBKE 00YYaIOUIUXCS, MPEIIIECTBYIONINE
Y CONYTCTBYIOIIME TUCLMILIMHBI, HA KOTOPBIX OCHOBBIBAECTCS U3YUEHUE TAHHOM:
JlokymenroBeaenue, Jlenooe muceMo, JlenoBoe oOIIeHHE B yIpaBlieHUH, MeHE)KMEHT B
MH(OPMaIIMOHHO-A0KYMEHTAI[HOHHOM IS TEIbHOCTH.
1.2.  JIucuuIuIMHBI, KypcOBbIE pa0OThI M MPAKTUKH, JJII KOTOPBIX OCBOCHHUE JTaHHOUN
JUCIUIIMHBI HEOOXOIMMO KakK MPeIeCTBYIOIIEE:
TexHnueckoe peJakTUpOBaHUE U JU3aiH JOKYMEHTOB.

2. OIMMCAHUME AMCLHUITIIMHBI

2.1. OOmas xapakTepucTUKa

HaunmenoBanue nokasaress 3HaueHue nokasaTesns
HasBanue o0pa3oBaTelbHON MTPOTpaMMBbI 46.03.02 JlokyMeHTOBEICHUE U
apxusoBezenue (IIpoduap moaroToBku:
JIOKYMEHTOBEICHHE U apXUBOBEICHUE)

[[Indp 1 Ha3BaHUE B COOTBETCTBUU C b1.B.O/1.7. OpranuzaimoHHo-
y4eOHBIM MJIAHOM JOKYMEHTAIIMOHHOE 00EeCTICUeHIE
JESITSIIBHOCTH PYKOBOTUTEIIS
Yacth 00pa30BaTENIbHOM MPOrpaMMBbl BapuaTuBHas 4acTh: BEIOOpP By3a
KonunuectBo 3a4eTHBIX €MUHULL / BCETO YacOB 4144

2.2.  Pacnpenenenue yacoB 1o (popmam u repronaM o0ydeHuUs

OO0111e€ KOJIMYECTBO YaCcOB
o = CaMoOCTOS-
®dopma a8 g N
> | 2 JCKIU- | jJabopa- | MPaKTH- | TEJIbHOU dopma
o0yueHus & = BCEro

8 OHHBIX | TOPHBIX | YeCKUX | paboTHI + KOHTPOJISI

KOHTPOJIb
OvyHas 3 6 30 — 45 69 144 3K3aMeEH
3aouHasn 3 6 — 8 130 144 3K3aMeH

3. HEJIN AUCHUTIJIMHBI

[lomydyeHue cTylneHTaMu TMPEACTaBICHHA 00 OCHOBHBIX NPUHIMUIAX OpTraHU3AIHNH
OpraHru3allMOHHO-JOKYMCHTAIMOHHOT'O oOecrieueHus OCATCIIBHOCTHU PYKOBOOHUTEJIA:
opranmuzanui oQHCHON pabOTHI, B3aMMOOTHOIIEHUN C PYKOBOAWTEIEM M COTPYIHHKAMHU,
METOIUKH PAOOTHI C ICTOUHUKAMHU MH(POPMAIIHH.

4. KOMIETEHIINHN OBYYAIOINEI'OCS, ®POPMUPYEMBIE B PE3YJIbTATE
OCBOEHMA KOMIIOHEHTA OBPA30OBATEJIbHOU ITPOI'PAMMEI, UX MHIANKATOPLI
N ITNTAHUPYEMBIE PE3VIJIBTATBI ObYUEHW A

Komnerenimu Nunukatopsl Pe3ynbrathl 00y4eHHs
ITK-1. Cnoco6en | ITK-1.3. IIK-1.3.1. 3naer Buabl pabOT PYKOBOIMTEIS,
OCYIIICCTBIISATh OcymecTBisieT 00CITy)KUBaeMbIC CEKpETapeM
OpraHU3alMOHHOE, opranmzanmonnoe | [1K-1.3.2. YmMmeer OpTraHU30BHIBATH
JTOKYMCHTAllMOHHOE | U JESITEIIBHOCTh PYKOBOTUTEIIS
u uHpopMaMOHHOE | UH(POPMAIIHOHHOE
obecnieueHne obecrieueHne
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JeATEeNIbHOCTH
PYKOBOIUTES
OpraHu3auu

NEeATeTbHOCTH
PYKOBOIUTENS

(ITpodheccronanbHbIi
CTaHaapT 07.002
«CrenuananucT 110
OpraHU3alMOHHOMY U
JIOKYMEHTallHOHHOMY
00ecIeYeHHIO
yIpaBiIeHUs
opranuzarueiny, C)

I1K-1.3.3. Brnaneer HaBBIKAMH
MH(OPMAIIMOHHO-I0KYMEHTAI[MOHHOT O
o0ecreYeHus e TEIIbHOCTH PYKOBOTUTEIIS

5. [MTPOI'PAMMA JTUCHUITJINHBI

Ha3zsanue TeMEbl

Kpartkoe conepkanne TeMbl (BOIPOCHI TEMbI)

Uctopus pa3BUTHS CEeKpeTapCKOn
JeATeNbHOCTH

1.OBomronus cekpeTapcKo-peepeHTCKOro Jena.
2.0Tanbl Pa3BUTUSL CEKPETapCKOM CIyXObl IpH
ITerpe L.

3.0Tanbl pa3BUTHS CEKPETAPCKON CIIyk OBl BO
BpeMeHa Exarepunst 1.

4.3nauenue npodeccuu cekperaps B Havane XIX
BEKa.

5.CekpeTtapckas ciy»0a nocie oKTsI0pbCKOro
nepesopora 1917 rona.

3HaueHue U poJib CEKPETAPCKOTO
[IEPCOHANA B CTPYKTYpE
JIOKYMEHTallMOHHOT'O 00ecreYeHHs
yIpaBiaeHUs

1.Ponb cekpeTrapckoro mepcoHaia B CTPYKType
AOKYMCHTAlITMOHHOTI'O obecrieyeHnst YHpaBJICHUA.
Kateropun cekperapckoro nepcoHana.

2.JleNoBBIC W JIMYHBIC KAU4eCTBA CEKPETApsI.
3.006s13aHHOCTH cexperaps o
JTOKYMEHTALMOHHOMY O0CITYKHBaHHIO.
4.00513aHHOCTH ceKpeTaps 1o 0€310KyMEHTHOMY
00CTYKUBAHUIO.

HopmaTtuBHO-IpaBOBOE peryinpoBaHue
NesTETbHOCTH CeKpeTapst

1.006m1as xapakTepUCTHKA 3aKOHOIATEIbHBIX U
JAPYTUX HOPMATHBHO-TIPABOBBIX aKTOB,
HOPMAaTHBHO-METOJMUYECKUX JOKYMEHTOB,
KOTOPBIE PETYJIUPYIOT IEATEILHOCTh CEKpETapsi.
2.00ecrievyeHune MpaBoBOi IPaMOTHOCTH

cekpeTaps.
3.PermameHTanus AeITeIbHOCTH CEKPETAPSL.

TpynoycrpoiicTBo u ananraius k pabore | 1.Oprannsamus 17 IPOBEJICHIE

CEKPETapCKOro epeoHala npo(eCCUOHATIBHOIO  0TOOpa  CEKPeTapcKOro
TIepCOHAIIA.

2.CoBpeMeHHBIE CIIOCOOBI TPYIOYCTPOMCTBA Ha
JOJKHOCTB CeKpeTapsi.

3.PekoMeHgaIuu 1o MoBEICHUIO MPETCHICHTA TPU
TPYIOYCTPOHCTBE HA JIOJDKHOCTH CEKpETaps.
4.Anantanus k paboTe cekperapsi.

OnrtuManbHbIe yCIOBUS PaOOTHI
cekperaps

1.PannonansHOE MIaHUPOBAHUE paboyero Mecra
ceKpeTaps. DProHOMHYECKUE TPEOOBAHHS.

2. CaHUTapHO-TUTUCHHYECKHE M JCTCTUUYCCKUE
ycioBus Tpyaa. Pexxum Tpyna u oTasixa.
3.0Opranu3zarus pabo4yero Mecta pyKOBOIUTENS.
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Opranu3zanuoHHas ¥ HHQOpMaIOHHAS
MOJEPIKKA ONIEPATUBHOU JEATEIBHOCTH
PYKOBOJMTEIA

1.Opranusanust NpoBeIEHNs COBEIIAHUM.
2.Yyactue cekpeTapsi B IOATOTOBKE BBICTABKH.
3.Yyactue cekpeTaps B OpraHu3auu
IIEPETOBOPOB.

4.0co0eHHOCTH OpraHu3alMi MEPEeroBOPOB C
MHOCTPaHHBIMU TOCTSIMHU.

5. Yyactue cexperaps B OpraHU3alMM JEJIOBBIX
MIPUEMOB.

6. Opranuzanus 1 IpoBEJICHUE JEIOBbIX MOE30K
PYKOBOJIUTETS.

7.0co0eHHOCTH Tele()OHHOTO JEIOBOTO OOIICHUS
B pabote cekperapsi. PaGota c
TenedoHOrpaMMaMu.

Opranuzanys u miaHUpOBaHUE pabovero
BPEMEHHU CEKpeTaps. YIIpaBiIeHUE
BPEMEHEM

1.Opranusanus paboyero BpeMeHH CeKpeTapsi.
2. MeTo[ibl yripaBIIeHUS] BpEMEHEM.

Opranuzanys npuema noceTuTenei

1.00mue  BOMpOCHl  OpraHM3allud  [pHUeMma
MIOCETUTENEN.

2.1Ipuem cOTpyTHHKOB MO TEKYILIUM BOIIPOCAM.
3.ITpuem paOOTHHUKOB MO JIMYHBIM BOIPOCAM.
4.ITpuem noceTuTesNeH U3 APYrux OpraHu3aiuin.
5.IIpueM rpaxk1aH 1o JMYHBIM BOIIPOCAM.
6.IIpreM He3amIaHUPOBAHHBIX IOCETUTENEH.

Ananutnueckue QyHKIUH CeKpeTaps

1.PaboTa cekperaps o cOopy HHPOPMAIHH.
2.0cobeHHoCcTH paboThI cekperaps c
uHpopMalren A1 pyKOBOAUTETIS.

3.IlonroroBka  BBICTYIUIEHUH  PYKOBOAMTEIS.
CrouypailTUHT.

JlenoBo# MPOTOKOJ M 3TUKET B paboTe
PYKOBOJMTEIIS U CEKpeTaps

1.Ilcuxonornyeckne acmekThl pabOTHI CeKpeTapsi.
B3aumooTHOmEHUsT ¢ pPYKOBOIUTEIEM U
KoJIJIeraMH. B3auMOOTHOIIIEHUS C IIOCETUTEIISIMU.
2.ImMux cexperaps.

3.IlpaBuiia 1e10BOrO ITUKETA.

JlenoBas nepemnucka B pabote
PYKOBOJUTENS U CEKpeTaps

1.0cobeHHOCTH [e10BOM Mepenucku B padoTe
ceKpeTapsl.
2. Benenue 3J1€KTPOHHOM J€JI0BOM NEPENUCKHU.

6. CTPYKTVYPA U COAEPXAHUE JUCIHUITIINHBI

6.1. ®dopwma obydeHwus — ouHasi, Kypc — 3, cemecTp — 6

HaumeHnoBanus pa3ienoB u TeM Komiectso yacos
Jlexku. | JlaGop. | Ilpakr. | CPC+K | Beero

HcTopust pa3BUTHS CEKPETapCKOM 5 3 4 5 12
JIeSTETbHOCTH
3HaueHUE U POJIb CEKPETAPCKOTO MepcoHaa
B CTPYKTYpE JOKYMEHTAIIMOHHOTO 4 — 4 6 14
o0ecrieueHHs ynpaBIeHUs
HopmatuBHO-ipaBOBOE perynrpoBaHUE 5 B 4 5 12
JIESITEIIbHOCTH CeKpeTapst
TpyaoycTpoiicTBO u ajanrtanus K padore 4 B 4 5 14
CEKPETapCKOro rmepcoHaa
OnTuMaIbHBIC YCIOBUS PabOTHI CEKpeTaps 2 — 4 7 13




Opranu3zanuoHHas ¥ HHQOpMaIOHHAS

MO/IJIEPXKKA ONIEPATHBHOM JIESITEIIBHOCTH 4 - 4 7 15
PYKOBOAMTEIIS
Opranuzanys v IIaHUPOBaHUE padovero 4 B 5 - 15
BpEMEHH ceKpeTaps. YpaBleHHE BPeMEHEM
Opranu3zanys npueMa rnoceTurTenei 2 — 4 6 12
AHanutnueckue GYHKIIUU CEKpeTapst 2 — 4 6 12
JlenoBoOi MPOTOKOJ U 3TUKET B paboTe 5 B 4 6 12
PYKOBOJIUTEIISI M CEKpeTapsi
JlenoBasi epenucka B paboTe pyKOBOIUTEIISI 9 B 4 5 12
U CeKpeTaps
HNTOI'O 3A CEMECTP 30 — 45 69 144

6.2. ®opma oOydeHHs — 3a049Has, Kypc — 3, ceMecTp — 6

HanmeHoBaHMs pa3ienoB U TeM Konmiectso Hacos

Jlekn. | JlaGop. | Ilpakr. | CPC+K | Bcero

Hcropust pa3BUTHS CEKPETapCKOM 0,5 — 0,5 11 12
JIeSTEITbHOCTH
3Ha4YCHHUE U POJIb CEKPETAPCKOTO TIEpCOHAIa 0,5 — 0,5 11 12
B CTPYKType€ JOKYMEHTAIMOHHOTO
oOecrieyeHusl ynpaBJIeHUs
HopmatuBHO-TIpaBOBOE pErynMpoBaHue 1 - 1 12 14
JESATEIBHOCTH CeKpeTaps
TpynoyctpoiicTBo 1 aganTtanus K padore 0,5 — 1 12 13,5
CEKPETapCcKOro rnepcoHasa
OnTuMalbHbIE YCIIOBUS paOOTHI CEKpeTapst 0,5 — 0,5 12 13
OpranuzanuoHHas ¥ UHGOpPMAIIMOHHAS 0,5 1 12 13,5
MOIJICPKKA OTICPATUBHOM JESATSIIBHOCTH
PYKOBOIUTEJIS
Opranuzanus v IUIaHUPOBaHKE pabovero 0,5 1 12 13,5
BpPEMEHH ceKpeTaps. YIpaBlIeHHUE BPEMEHEM
Opranu3zanus npueMa rnmoceTuTenei 0,5 - 0,5 12 13
AHanuTuyeckne QyHKITMU ceKpeTapst 0,5 — 1 12 13,5
JlenoBoM MPOTOKOJ M 3TUKET B paboTe 0,5 — 0,5 12 13
PYKOBOJIUTEIISL U CEKpeTaps
JlenoBas niepenucka B paboTe pyKOBOIUTEIS 0,5 0,5 12 13
U ceKpeTaps
HUTOI'O 3A CEMECTP 6 — 8 130 144

7. OLEHOYHBIE MATEPUAJIBI (CPEACTBA) UL TEKYILEI'O KOHTPOJIA
YCIIEBAEMOCTU, IPOMEXYTOYHOU ATTECTALIMN

7.1.  KoHTpoJibHBIE BOIIPOCHI

1. Uctopus pa3BUTHS CEKPETAPCKON EATEIBHOCTH.

2. 3HaueHWEe M POJIb CEKPETAPCKOrO TIepcoHalla B CTPYKTYype JTOKYMEHTAI[HOHHOTO

o0ecrieueHHs yrnpaBIeHUsI.

3. IICJ'IOBI)IC " JTMYHBIC Ka4€CTBa CEKpETAp.

4. O0s3aHHOCTH CEKpeTapss MO JOKYMEHTAlMOHHOMY oOcimykuBaHuioo. OOs3aHHOCTH
cekpeTaps o 6€3JOKyMEHTHOMY O0CITYKUBaHUIO.

5. OOmas xapakTepuUCTHKa 3aKOHOJNATENIBHBIX M JIPYTMX HOPMAaTHBHO-TIPABOBBIX AaKTOB,
HOPMAaTUBHO-METOAMYECKUX TOKYMEHTOB, KOTOPBIE PETYJIHUPYIOT JESTEIBHOCTh CEKpeTaps.



6. OOecrneyeHue MPaBoOBOM TPAMOTHOCTH.

7. Permamenranus nesTeNbHOCTH ceKpeTapsi-pedepenTa. JlomKHOCTHAS HHCTPYKIIHS.

8. Opranuzanus u npoBeaeHue MpodheccuoHaIbHOro 0TOOpa CeKpeTapCcKoro nepcoHaia.

9. CoBpemeHHbIE CIOCOOBI TPYIOYCTPOMCTBA HA JTOJKHOCTD CekpeTaps. Pekomennanuu no
MOBEICHUIO NMPETEHICHTA MPU TPYAOYCTPOMCTBE HA JOHKHOCTH CEKpeTapsl.

10. ApanTarus kK paboTe cekpeTapsi.

11. OnTumanbHbIE YCITOBUS paOOTHI CEKpeTaps.

12.  Opraamsanms pabovero Mecta CeKpeTapsi i pPyKOBOIUTEIIS.

13.  Opranuzanus 1 NpoBeIeHNE COBEIIAHUH.

14.  Opranuzanusi NpOTOKOJIbHBIX MEPOIIPHUATHIA.

15.  Opranuzanus npoBeACHUS IEPETOBOPOB, IPUEMOB, ITPE3CHTAIIHIA.

16. Opranu3anus U MPOBEJCHHUE JAETIOBBIX MOE3J0K PYKOBOIUTEIIS.

17.  Ocobennoctu TenedOHHOrO AENOBOro odmieHuss B pabore cekperapsa. Pabora c
Tese(hOHOrpaMMaMHU.

18. Ilpumepnas cxema pabouero nHs cekpetaps. [lnanupoBanue pabodero gHs.

19. Meroapl ¥ IPUHIIMITEI YIIPABJICHUS PA00OYHM BpEMEHEM.

20. Ilpuem mocetuTenei U3 Pyrux OpraHU3aluil U KOMaHIUPOBAHHBIX.

21. TlpueM cCOTpYTHUKOB IO TEKYIIUM W JIMYHBIM BoripocaM. [IpreM rpaxian mo JUIHBIM
BOIIPOCAM.

22. Tlpuem paerneraruid.

23. PabGora cexpetaps no coopy unpopmaru. opmsl npeacTaBiIeHUs HHPOPMALHH.

24. TloaroroBka BBICTYIUIEHUH pyKoBoauTeNsl. ClIMUpaniTHHT.

25.  OcoOeHHOCTH pabOThI cekpeTaps ¢ HHpOpMaLueil st pyKOBOIUTEIS.

26. Tlcuxodwusmonornuecknue yciaoBusi Tpyaa cekperaps. CaHHTapHO-TUTHEHHUYECKHUE
yCIOBHA TPyAa. DCTETUUYECKHUE YCIOBUS TPYa.

27. Tlcuxomorndeckue acreKThl padoThI ceKpeTaps. B3anMOOTHOIICHHS C PYKOBOIUTEIIEM,
COTPYTHUKAMHU.

28. WMk cexpeTaps-pedepeHnra.

29. IlpaBuna aTukeTa B paboTe cexperapsi-pedepeHra.

30. OcoOeHHOCTH JeJIOBOM MepeniCcKU. Buabl mrcem.

31. Benenue 351eKTpOHHOH /1€JI0BOM MEPETTUCKH.

32.  Curyanus «/lemoBoit CTHIIb B OASKIE»

33. Curyamus «KynbpTrypa TenedoHHOTO 00IICHUSDY

34. Curyanus «PannoHanbHOe MIIaHUPOBAHUE BPEMEHI»

35. Curyanus «IleperoBops».

36. 3amanue «/lenoBoii mpuem» (3aBTpak, o0es, yKuH, 4ail, GypiieT) ¥ 0COOEHHOCTH €ro
OCYILIECTBIICHUS.

37. Curyamus «Cekperapb-MEHEIKEP.

38. 3amanue «IloaroToBKa K COBELIAHHION.

39. 3apmanue «Bumsl mucemy.

40. 3amanme «OdopMiIeHHS TPOTOKOJIA COOPAHUS PAOOTHUKOB.

41. Curyanusa «Pacopsaox aas».

42. Curyanus «ConpoBoXIeHIE KOMaHIUPOBKIY.

43. Curyanusa «Opraau3anys npueMa rmoceTUTEICH.

44. 3ananue «TenedoHHbIC Ppas3bDy.

45. 3ananme «[IpaBuna 1em0BoOro O0MIEHUSY.

46. 3amanme «OdopmieHHe CTy)eOHOTO MIChMA U OTPEACIICHUE €TO BUIaY.

47. 3apanune «PexiiaMHOE MUCHMO).

7.2.  Tewmsl nokmnanoB (pedepaToB)
1. adopMaimoHHbIE TEXHOJIOTUN B PabOTE CeKpeTaps KaK METOJ COBEPIICHCTBOBAHUS
JeSITEITLHOCTH.
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2. O6ecnieuenne >(O(PEeKTHBHBIX KOMMYHHKAIMii B oduce — KIoYeBas
(YHKIMS cexpeTrapsl.
. Kak «uurarp codbeceHUKay U MCUXOJOTHUECKH YIIPABIISATH UM.

. KommyHUKaImmoHHbIH TIporiecc B paboTe cexpeTapsi.

OCHOBBI OpraHU3aIMK TPYJa CEKpeTaps.

PernamenTanus 10JKHOCTHBIX 00SI3aHHOCTEH ceKpeTapsl.

VYcnoBus Tpyia cekperapsi.

AMUHHUCTpaTUBHBIE (QYHKIIUU CEKpeTapsl.

OpranuzannoHHble (PyHKIIMUA CEKpeTaps.
10. Jlemompou3sBoicTBeHHBIC (DYHKITMH CEKpeTapsl.
11. Coumupaiitunr — BakHas GpyHKIUS B paboTe cekperaps-pedepeHra.
12. TexHuueckue GyHKIIUN CEKpeTapsl.
13. TpynoyctpoiicTBO cekpetapsi.
14. TlmanupoBaHue U OpraHU3aIUs paboYero BpeMeH! ceKpeTapsl.
15. KomaHaupoBKka pyKOBOJUTENS: AEHCTBUS CEKpeTapsl.
16. MeTtoabr 60pBEOBI CO CTpeccoM B paboTe ceKkpeTapsi.
17. MotuBanus B paboTe cexpeTaps.
18. B3auMoOTHOILIEHUS C PYKOBOAUTENEM, KOJUIETAMH, ITOCETUTEISIMU: OCHOBHBIE

MICUXOJIOTUYECKHE ACTICKTHI.

19. [lenoBoii 3TUKET IpU OpraHU3AIUU IPUEMOB: y4acTHE CEKpeTapsl.
20. 3HayeHHEe M OCHOBHBIC TPEOOBAHUS K JICJIOBBIM M JIMYHBIM KaueCTBaM CEKpeTapsi.
21. ®opMbl 00CYXIEHHS IeTTOBBIX MTPo0JIeM B paboTe cekpeTapsi.
22. OyHKIUH CeKpeTaps MPH OpraHu3alny KaapoBOi paboTHI.
23. Pabora cekperapsi ¢ MMCbMEHHBIMU OOpAIICHUSMH IPaK/IaH.
24. MeTtoanKa COCTABJICHUS aHATTUTUIECKIX 0030POB.
25. Knaccudukanus u xapakTepUCTHKa OCHOBHBIX BHUI0B 0030pa.
26. AHHOTHpOBaHUE U pedepupoBaHHe B paboTe cexperapsa-pedepeHTa.

©CoON O~ W

7.3.  OoOpa3sern comepxaHHus 3K3aMECHAIMOHHOTO Owmiera (MPU HAJIMYMK SK3aMEHa 10
JTUCIIUATIIINHE)

B ciyuae Bemenus ydeOHOro mpoiiecca ¢ MCHOIB30BAHUEM 3JIEKTPOHHOTO OOYYECHUS U
AUCTAHIITMOHHBIX O6paSOBaTeHBHLIX TGXHOHOFHfI, coaepmaHHe 6I/IJ'ICTa MOXET OTJINMYATBCSI OT
IIPUBEIAEHHOTO.

IK3aMeHalMOHHBIN oOuJteT Ne 1

1. Tlcuxodusmosornueckue ycioBus Tpyna cekperaps. CaHUTapHO-TUTUCHUYECKHE
yCIIOBUS TPyAa. DCTETUUECKHE YCIOBUS TPYyAa.

2. Opranuzanus pabodero Mecta ceKpeTapsi ¥ pyKOBOIUTEIIS.

3. Curyanusa «Cekperapb-MEHEIKEPY.

8. PACIIPEJJEJIEHUE BAJIJIOB, KOTOPBIE ITOJIYHAIOT ObYHYAIOUIUECA

OOwiast oneHka 3HaHMHM OOyYarOMIMXCS MO AUCHUIUIMHE NpoBoauTcs mo 100-0annbHOM
IIKaJe MCXOMS M3 MaKCHMyMa, HpPUBEICHHOro B Tabimie Hmke. OpraHu3aluoHHO-ydeOHas
paboTa B ayAMTOpUH OIIEHWBAETCS HAa OCHOBE TAKUX KPUTEPHEB KaK MOCEHIIAEeMOCTb 3aHSATHH,
CBOEBPEMEHHOE M Ka4eCTBEHHOE BBINOJIHCHHE JOMAIIHUX 3a/JaHUH, aKTUBHOCTH BO BpEMS
MIPOBEICHUS JICKIIMOHHBIX M TMPAKTUYECKUX 3aHATHH (y4acTHe B OOCYKICHMH TEKYIIEro H
NPOWICHHOTO MaTepuaa, peleHue 3a1ad 1 T.11.).



8.1. Cewmectp 1

Howmepa pasnenos Bunst pabor Maxcumaibroe
KOJIMYECTBO OAJIJIOB
1 OpraauzaninoHHO-y4eOHas padoTa B Ay IUTOPUH 56
CamocrositenpHas pabora 4
HUTOI'O 60
DK3aMeH 40
OO0muit UTOT 33 ceMecTp 100

CooTtBeTcTBHE OAJIOB OLIEHKE

OrieHKa Mo NATHOAUILHOM IIKaJIe
KonnuecTBo 6amios "
s 100 ECTS | Dx3amen, nuddepeHIrpoBaHHBIN 3auer
3a4eT

90-100 A OTJIMYHO 3a4TEHO
80-89 B 3a4TEHO
75-79 C xoporo 3a4TEHO
70-74 D 3a4TEHO
60-69 E YIOBJICTBOPUTEIIEHO aTemHo
35-59 FX HE 3a4TEHO

0-34 = HEYJIOBIETBOPUTEIHHO He 3a9TeHO

9. OBECIIEYEHHME ObPA30OBATEJIbHOI'O ITPOLUECCA I JIALL C
OI'PAHMYEHHBIMU BO3MOXHOCTAMMU 3J0POBbA 1 UTHBAJINIOB

B xone peanuzanuu AUCIUTUIMHBI UCTIOJIB3YIOTCS CIAEAYIOIINE JOTOTHUTEIIBHBIE METOIbI
00y4YeHUsI, TEKYIIIETO KOHTPOJISl YCIIEBAEMOCTH U MPOMEKYTOYHON aTTECTAIIUN OOYJArOIIUXCS B
3aBUCHMOCTH OT MX WHIUBUYAIbHBIX OCOOCHHOCTEH:

1) JUISL CIICTIBIX M CIIAa0OBUIAIINX

- JeKIH 0(OPMIISTFOTCS B BUJIE SJICKTPOHHOTO IOKYMEHTA, JIOCTYITHOT'O C TIOMOIIBIO
KOMITBIOTEpA CO CHEIHATM3UPOBAHHBIM POTPAMMHBIM 00€CTICYCHHEM;

- JUIL  BBINOJHEHHUS  3aJaHusl  INPH  HEOOXOJMMOCTH  IPEIOCTaBIIACTCS
YBEJIIMYUBAIOIIEE YCTPOMCTBO; BO3MOXKHO TaKKe MUCTIOIb30BAHUE COOCTBEHHBIX YBEIMIHBAIOIINX
YCTPOWCTB;

- MUCHMEHHBIC 3a]aHUS O(DOPMIIAIOTCS YBEITHYSHHBIM HIPUDTOM.

2) JUTSL TITYXHUX W CJIa0O0CITBIIAIIIHX

- JEKIUU O(hOPMITSIOTCS B BHJIE DJIEKTPOHHOTO JOKYMEHTA;

- MTMCHMEHHBIC 3/IaHHsSI BBITTOJTHSAIOTCS HAa KOMIIBIOTEpPE B MUCBMEHHOU (popme;

- 9K3aMEH TPOBOJHUTCS B THUCHBMEHHOW (opMe Ha KOMIBIOTEPE;, BO3MOXKHO
MpoBe/ieHue B GopMe TECTUPOBAHHUS.

3) JUTSI JTUT] C HAPYIICHUSIMU OMTOPHO-/IBUTATEIILHOTO arapara:

- JeKIUU 0(hOPMIISIOTCS B BUJIE DJIEKTPOHHOTO IOKYMEHTA, TOCTYITHOTO C TTIOMOIIBHIO
KOMITBIOTEpA CO CTCIHATM3HPOBAHHBIM TIPOTPAMMHBIM 00eCTICYCHHEM;

- MUChbMEHHBIE 3a]JaHUsl BBIMTOJIHAIOTCS Ha KOMIIBIOTEPE;

- 9K3aMeH U 3a4€T MPOBOJIATCS B YCTHOW ()OpME HITU BBHITIOTHSIOTCS B TUCHMEHHOU
(opMe Ha KOMITBIOTEPE.

[Tpu HEOOXOIUMOCTH TIPEyCMATPUBACTCS YBEITUICHUE BPEMEHH JIJISl TIOATOTOBKH OTBETA.

[Ipouenypa  mpoBeAeHHS  MPOMEKYTOUYHOM  arTecTaliud AN OOYyYaroluxcs
YCTaHABIIMBACTCA C YYETOM WX HWHAWBHIYAIBHBIX ICHXO(DH3UYECKHMX OCOOECHHOCTEH.
[IpoMexxyTouHast aTTeCTAIHsI MOXKET MPOBOAUTHCSI B HECKOJIBKO TAIOB.

[TpoBenenne TporeAypHl OICHUBAHHUS PE3yJIbTaTOB OOYYCHHS JIONMYCKAeTCcs C
WCIOJIb30BaHUEM JAUCTAHIIMOHHBIX 00Pa30BATENbHBIX TEXHOIOTHIA.
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ObecneunBaeTcs OCTYI K MHGOPMAITMOHHBIM M OnOInorpaduueckum pecypcam B CeTH
WNuTtepHer s Kaxxaoro oOydaromierocss B ¢opmax, aJanTHPOBAHHBIX K OTPAaHHUYCHUSM HX
3II0POBbSI U BOCIIPUATHS UHPOPMALIUH:

1) JUTSI CTICTIBIX M CTIA00BUISIINX:

- B TICUaTHOH (popMe yBeTMUeHHBIM mpudTOM;

- B (hopMe 3IEKTPOHHOTO JJOKYMEHTA;

2) JUTSL TITYXHUX W CJIa0O0CTBIIAIIHX

- B IIe4aTHOU popme;

- B ()OpMeE AIIEKTPOHHOTO JJOKYMEHTA.

3) JUTSE O0YYAIOIIMXCS C HAPYIICHUSIMU OIIOPHO-/IBUTATEIILHOTO armapara:

- B TMieyaTHOM popme;

— B (hopMe IIEKTPOHHOT'O JOKYMEHTA.

10. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUE YYEBHOI'O [TPOHECCA

VYueOHble 3aHATHUS IPOBOJATCS B B 8-M yueOHOM Kopiyce (T. JloHenx, yi. YearocKHHIEB,
n. 198 a) ynusepcutera. s mpoBeneHus J1aOOpaTOPHBIX 3aHITUH TpeOyercs ayauTopus,
00Opy/I0OBaHHAsi MEJIOBOM MM MapKepHOH JOCKOW, MYJIbTUMEIUNHHBIA NPOEKTOp U IKpaH,
HOYTOYK, KOMIUIEKT Y4eOHOU MeOenn sl CTYJEHTOB, pabouee MeCTO MpernoaaBaTelisi, BEIXO] B
WHTepHeT — MpOBOIHOI Wi ¢ ucnonb3oBaHreM Wi-Fi.

st caMocTOATENbHONM pabOThl HCIOJIB3YIOTCSI TEKCTOBBIE U 3JIEKTPOHHBIE PECYPCHI
HayuHo#i O6uOIMOTEKM YHUBEpCUTETa U JPYTUX DJIEKTPOHHBIX OHOIMOTEYHBIX 0a3 JaHHBIX,
y4eOHO-METOANYecKoe obecreueHre, MPEeCTABIeHHOE B y4eOHO-METOAMYECKOM KaOWHETe
I'maBHOTO KOpITyCa (ayn.405).

OOyyaronuecss HMMEIOT BO3MOXHOCTh HCIIOJIb30BaTh  y4eOHble MaTepuajbl 110
JTUCLUIUIMHE, pa3MelleHHble Ha 1uiatgopme Moodle LlenTpa aucTaHIMOHHOTO 00pa3zoBaHUs
OI'BOY BO «/loul'V». [Ipn uzyyeHur IUCUUIUIMHBI IPUMEHSIOTCS 3JIEKTPOHHOE O0yuYeHUe U
JTUCTAaHIIMOHHBIE 00pa30BaTEIbHbIE TEXHOJIOTHH.

C  wucnonp3oBaHUMEM  pecypcoB  MIAaTGOpPMbl  JUCTAHIIMOHHOTO  0Opa3oBaHUS
OCYILECTBIISIETCSI TEKYIIMH KOHTPOJb 3HAHUH OOy4YalOLIMXCS HAa OCHOBE TECTUPOBAHMUA U
MIPOBEPKHU PE3YyJIbTATOB CAMOCTOSATEIBHON paOOTHI.

11.  PEKOMEHJYEMAS JIMTEPATYPA

11.1. OcHoBHas nuTepaTypa

1. ITemkoBa, I'. JI. Cexpetapckoe nemno : yueoHnoe nmocodwue / I'. JI. [lemkoBa. — 3-e u3n,
ucnp. u non. — MuHck : Beimmiimas mkona, 2014. — 318 ¢. — ISBN 978-985-06-2337-9. —
Texcr: onektponHsni// Jlamp : snekTpoHHO-OMOnMoreunas cucrema. —  URL:
https://e.lanbook.com/book/65310 (mata obOpamienus: 12.04.2024). — Pexum aoctyma: yis
aBTOpH3. OJB30BATENCH.

2. I'ycapoBa, M. H. OpraHunzaiiuoHHO-UH(POPMALIMOHHOE U JOKYMEHTAI[HOHHOE
oOecreyeHue eaTeIbHOCTH PYKOBOAUTENS : yueOHo-MeToanueckoe nmocooue / M. H. I'ycapoga,
C. B. T'opkym. — Mocksa : PTY MUPDA, 2021. — 106 ¢. — TekcT : 3nexTpoHHbIH // JIaHb :
3JIEKTpOHHO-OMOMmoTeyHass cucrema. — URL:  https://e.lanbook.com/book/176556 (mata
obpamenust: 12.04.2024). — Pexxum JocTyma: 1 aBTOPHU3. TOJIE30BATEICH.

JlonmonHuTenpHas IUTEPATYypa
1. [IpaxTukym no gucuuiuivee "OpraHu3aius CeKpeTapcKoro 00CayKUBaHus" : s
CTyZIEHTOB HampasiieHus noArotoBku 46.03.02 "JlokymeHTOBeACHUE W apXUBOBEIEHHUE" BCEX
¢dbopm o6yuenus / [cocT. H. E. Mamenko] ; Jlonenkuii Hai. yH-T, Pak. MaTeMaTUKu U UHGOPM.
texaonoruii, Kad. nadopm. cucrem ymp. — Jonenk : JJorHY, 2016. — 78 c.
2. Annpuenko, E. B. Dtuka OusHeca M 1e10BOro OOLICHUS : [Kypc JEKUMH Juis
CTY/ICHTOB AKOH. W JKOH.-TIpaB. (ak. THEBHOW ¥ 3a04HOU Popm oOyuenwmii| / E. B. AnapueHko ;
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Honenkuit Hait. yH-T. — Jlonenk : JlonHY, 2011. — 148 c.

3. [TepcoHanbHBI MEHEKMEHT : YI€OHUK ISl CTYICHTOB BY30B, O0YJAIOIIUXCS 110
crenuansHocTd  080507(061100) "Menemxment opranmsanuu” / C. JI. Pesnuk, B. B.
Boupnapenko, C. H. Coxomnos, ®@. E. Yaanos ; nox o6mr. pexa. C. [1. Pesnuka. — 3-e m3a. — Mocksa
: THDPA-M, 2009. - 556,[1] c.

4, TomuueBa, 1. JlokyMEeHTHpOBaHUE MOATOTOBKH M MPOBEICHUS COBEIIAHUM, UX
ucropus u knaccudukarus / . Tormuuesa // lenonpounsBoactso. — M. — 2012, Ne 4, — C. 35-45.

12. NHOOPMAIIMOHHBIE PECYPCBI

1. Hauunonanbhas 3JIEKTPOHHAS ondaMoTeKka (H3B): denepanpHas
rocynapctBeHHass wHpopmanuonHas cucrema / MunuctepctBo Kynbrypel P®; Poccuiickas
rocyaapcTBeHHas Oubmnoreka. — Mocksa, 2019- . — URL: https://rusneb.ru/ (nata oOpamienus:

01.09.2023). — PexuM goctymna: cBOOOIHBIH, moanmucka. Heooxomuma ycTaHOBKA MPOrPaMMHOTO
oOecrieyeHus. — TeKCT: IJEKTPOHHBIH.

2. eLIBRARY.RU: nayunas snekrponHas 6ubanoreka: caiiT. — Mocksa, 2000- . —
URL: https://elibrary.ru (mara oo6pamenus: 01.09.2023). — Pexxum mocTyna: Uit aBTOPU30B.
I0JIb30BaTeENEN. —TEKCT: IIEKTPOHHBIM.

3. Hayunast snexktponnas Oubnuorexka «KubepJlenunkay»: caiit / Accoumanus
«OtkpbiTas Hayka». — Mocksa, 2014- . — URL: https://cyberleninka.ru/. — Pexxum mocrtyma:
cBOOOAHBIN. — TeKCT: 3JIEKTPOHHBIMH.

4, DNeKTPOHHO-OMOINOTeUHAs cucreMa «Jlanb»: [caliT]. — URL:

https://e.lanbook.com (mara o6pamienms: 01.09.2023). — Pexxum gocTyma: Jjas aBTOPH30B.
MOJb30BaTeNen. — TEeKCT: ANEKTPOHHBIN.

S. 9BC KOpaiit: >nekTpoHHas OuONMMOTEeYHasi cuctema: cat. — Mocksa, 2013. —
URL: https://biblio-online.ru (nata o6parmenus: 01.09.2023). — Pesxum gocTyna: st aBTOPU30B.
MOJIb30BaTENEeH. — TEKCT: JIEKTPOHHBIMN.

6. DJIeKTpPOHHO-0ubIuoTeuHas cucrema Jloul'Y: caiit / ®I'BOY BO «loHl'Y». —

Honernk, 2016- . — URL: http://library.donnu.ru/ (mata obpamenus: 01.09.2023). — Pexum
J0CTyTa: CBOOOHBIN. — TeKCT: 3JIeKTPOHHBIM.
7. DuieKTpOoHHbI KaTtajgor Hayunoit 6ubmmoreku Jlonl'Y: pasmen caitra / Hb

JouI'Y. — Tekcrt: anekrponnsiii / DBC Joul'Y: caiit. — URL: http://library.donnu.ru/catalog/
(mata oopamenus: 01.09.2023). — Pexxum gocTyna: MOMCK CBOOOHBIN, AJIEKTPOHHBIE TOKYMEHTHI
— st mosk3oBarenei J{onl'Y.

8. Onextpounblii apxuB JouI'Y: pa3nen caiita / Hb Jlonl'Y. — TekcT: aneKTpoHHBIH
// OBC HouIl'V: caiit. — URL: http://repo.donnu.ru/ (nara obpamenus: 01.09.2023). — Pexum
JIOCTYTIa: CBOOOTHBIH.

13.  IIPOI'PAMMHOE OBECIIEYEHHME

1. Windows 7 PRO (xoprioparuBHas nunen3ust JJoal'Y Ne 46484614)

2. Microsoft Office (kopnoparuBnas ymien3us JJoH'Y Ne 46472919)

3. Microsoft Visual Studio (sunensust nmporpammsl Dream Spark niist BRICIINX y4eOHBIX
3aBEJICHUN)

4. AwntuBupyc Kacnepckoro, Adobe Acrobat Reader, xPDF (iunensun GPL, Apache,
BSD a5t cB0O0HOTO IPOrpaMMHOTO 00ECTICUCHUS ).


https://rusneb.ru/
https://elibrary.ru/
https://cyberleninka.ru/
https://e.lanbook.com/
https://biblio-online.ru/
http://library.donnu.ru/
http://library.donnu.ru/catalog/
http://repo.donnu.ru/

