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JIMcT akTyasu3anum padoueii nporpaMMbl

Pabouas mporpamma nepecmMoTpena, oocyxaeHa u ogoopena s peanusanuu B 2021 - 2022
yueOHOM roy Ha 3aceqanuu Kadeapsl Ilemarornyeckoro oopa3oBaHus U TOKyMEHTOBEICHUS

[IpoTokom o 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamMma rnepecMoTpeHa, 00CykaeHa u o00peHa s peanusaruu B 2022 - 2023
yueOHOM roay Ha 3aceqannu Kadeapsl Ilemarornyeckoro oopazoBaHus U JOKYMEHTOBEICHHS

IIpotokom ot 20 1. Ne
3aB. kadenpoii C.C. Benukanona

PaGouas nmporpamma nepecmoTpeHa, odcyxieHa u ogoopena s peanuszanuu B 2023 - 2024
yueOHOM roy Ha 3aceqanuu Kadeapsl [lemarormyeckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

[Iporokon ot 20 1. Ne
3aB. kadenpoii C.C. Benukanona

Pabouas mporpamma nepecMoTpena, oocyxieHa u ogoopena s peanusanuu B 2024 - 2025
y4eOHOM rojly Ha 3acenanuu Kadeapsl [lemarornyeckoro oopa3oBaHus U JTOKYMEHTOBEICHHUS

IIpotokom ot 20 1. Ne
3aB. kadenpoit C.C. Benukanoa

Pabouas mporpamma nepecMoTpeHa, o0cykieHa u ogoopena i peanusanuu B 2025 - 2026
y4eOHOM rojly Ha 3acefanuu kadeapsl [lemarornueckoro oopa3oBaHus U TOKYMEHTOBEICHUS

IIpotokom ot 20 1. Ne
3aB. kadenpoit C.C. Benukanoa




1 Ilesin ocBOCHMSI IMCUMILIUHBI (MOIYJISA)
Lensimu ocBOeHUsT MUCHUTUIHHBI «OCHOBBI CEKPETAPCKOTO OOCTYKUBAHUS» SIBIISIOTCS:

O3HAKOMJIEHHE CTYJEHTOB C OpraHU3allMeil COBPEMEHHOI'O CEKPETapCKOro OOCIyXHBaHHUSA, A
TaKXe PaCKPBITHE OCHOBHBIX MPOOJIEM TAaHHOH POPEeCCHOHATBHOM eI TEIHbHOCTH.

OcHOBHBIMU 33/1a4yaMi nipenogaBanus kypca OCO sBstOTCS:
[J mpoclieINTh CKIIaIBIBAHUE COBPEMEHHBIX TPEOOBAHUMN K CEKPETaPCKON IeATETHbHOCTH;
[] paccMOTpeTh pOJb CEKpeTapel pa3jiuuHbIX KaTeropuii B  COBPEMEHHOM

YIIPaBJICHYECKOM aIIapaTe;

[] 03HAKOMHTB CTYJICHTOB C OCHOBHBIMH JIOJDKHOCTHBIMHU OOSI3aHHOCTSIMU CEKpETaps;
[] cpopmupoBaTh nMpakTUIecKue NpohecCuOHATbHBIC HABBIKH.

2 MecTo quCHMIIMHBI (MOYJIs1) B CTPYKTYpe 00pa3oBaTe/ibHOi POrpaMmMbl

I[I/ICI_II/IHJ'II/IHB. OCHOBEI CCKPCTApCKOro 06CJ'Iy>KI/IBaHI/I$[ BXOAUT B BApPUATHUBHYK YaCTb

y4eOHOTO T1aHa 00pa30BaTEIbHOM MPOTPAMMBI.

I[J'ISI N3YUCHU JUCHUITIINHBI HCO6XOI[I/IMBI 3HaHHUA (YMeHI/IH, BJ'Ia)ICHI/IH) ,

c(hOpMHUPOBAHHEIC B PE3YNIHTATE H3yUCHUS TUCITUILTAH/ PAKTHK:

Hcropus

Coruonorus

TexHonorust komaH1000pa30BaHUs U CAMOPA3BUTHS

OCHOBBI IOKYMEHTOBEICHUS

OCHOBBI apXMBOBEICHUS

IIpaBoBeneHue

Beenenue B npodeccuto

CoBpeMeHHast OpraHu3alys rocy1lapCTBEHHBIX yupexaeHuil Poccun

3HaHus (YMEHHUs, BIIaJIeHUs), MOJTYYEHHbIE IPU U3yYEHUHU JaHHOW JUCLMILIMHBI OyIyT

HCO6XOI[I/IM]':>I JJI U3YUCHUA ,Z[I/ICI_II/IHJ'II/IH/HpaKTI/IKZ

[Tpou3BoICTBEHHAs — PEAUIUIOMHAS IPAKTHUKA

[TonroroBka K cjaue ¥ caya rocy1apCcTBEHHOTO AK3aMEHa

[ToaroToBka K 3alyiTe U 3aIIMTa BBITYCKHON KBaTU(UKAIIMOHHON paboThI
Opranuzanus padoTsl ¢ 00palleHUusIMHU IpaskIaH

Kon¢uaenuuansHoe Ae10Mpor3BOACTBO

HHdopmaninoHHbIE pecypchl KaJpOBOH CITykKObI

ApPXUBBHI 110 TUYHOMY COCTaBY

3 Komnerenuuun odyuarouierocsi, popMupyembie B pe3yJjbTaTe 0CBOECHHUS
AUCHUILIMHBI (MOAYJISA) M IIJIAHUPYEMBbIe Pe3yabTAThl 00yYeHH s
B pesyaprare ocBOGHHMS ~ AMCUMIUIMHBL  (MOayns) «OCHOBBI  CEKPETApCKOTO

o0CcTy>)KUBaHUS» 00YUAIOIIUNCS JOJKEH 00JIaIaTh CISTYIOIIMMHU KOMIIETSHITUSIMU:

CrpykTypHBIT [Inanupyemble pe3ynbTaThl 00yueHUs

9JICMCHT
KOMIICTCHIIM U

ITK-6 criocoOHOCTBIO aHATTM3UPOBATh CUTYAIMIO HA PhIHKE HH(OPMAIIMOHHBIX TPOAYKTOB U
YCIIyT, AaBaTh SKCIEPTHYIO OLEHKY COBPEMEHHBIM CUCTEMAaM AJIEKTPOHHOTO JOKYMEHTO000pOoTa
U BEJCHMSI DJIEKTPOHHOT'O apXHBa

3HaTh

OCHOBHBIE ITpaBUJIa MOMCKA HHPOPMAIIUH U €€ UCTIOIb30BaHUS B
npodecCHOHATIBLHOM eI TETLHOCTH CeKpeTapst




YMmets NPUMEHSATH 3HaHUS 110 HCIIOJIB30BAaHUIO HCTOYHUKOB B MPO(ECCHOHANBHOM
JeSITEIbHOCTH - CAMOCTOSITENbHBIH MOMCK HH(POPMALIUU O PIHKE
UH(POPMALMOHHBIX MPOIYKTOB M YCIYT ISl TPO(hECCHOHATEHON
JeATEeIbHOCTH CEKpeTaps

Bnagers HaBBIKAMHU M METOJMKAaMH 0000LIEHHS PE3y/IbTaTOB CAMOCTOATEIBHOTO

NOUCK MH(POPMALIUHU O PhIHKE WH(OPMAIIMOHHBIX POIYKTOB U YCIIYT IS
npogeCcCHOHATIBHON 1A TEIbHOCTH CeKpeTapst

IIK-20 cnocoOHOCTBIO UCITOIb30BaTh IIpaBuJjia OpraHu3alu BCEX OTAIlOB pa6OTI)I C
AOKYMCHTAaMH, B TOM YHCJIC apXHUBHBIMU JOKYMCHTaAMU

3HaTh NpaBUiIa OPraHU3aluyu paboThl ¢ ApXUBHBIMHU JIOKYMEHTaMHU B
JESITEIIbHOCTH CeKpeTaps

YmMmerb 0oTOMpaTh HEOOXOAUMYIO MH(GOPMAITHIO TSI OPTaHU3aIluN PabOTHI C
JIOKYMEHTaMH B JICATEILHOCTH CEKpeTaps

Bnanets HaBBIKAMU 0(DOPMIICHHUSI BHYTPEHHUX HOPMATUBHBIX JIOKYMEHTOB JIJIS

pabOTHHKOB CeKpeTapuaTa Mo XpaHeHUI0 HH(OpMAIUHU - COCTABIICHHE
JIOKYMEHTOB C HEKOTOPBIMH 3aMeUaHUsIMU

[1K-26 BnasgeHreM HaBbIKaMU 00OpaOOTKHU JOKYMEHTOB Ha BCEX dTamax JOKYMEHTO0000poTa,
CHUCTEMaTHU3aIlMH, COCTABIICHUSI HOMEHKJIATYPhI Je

3HaTh TpeOoBaHuUs K 00pabOTKEe TOKYyMEHTOB U OCHOBHBIE IIPAaBUJIA SIKCIEPTU3BI
[IEHHOCTH JOKYMEHTOB B paboTe cekpeTapsi

Ymets npUMeHATh 3HaHus 1o D1JI, cocTaBieHnH HOMEHKIATYpPBI A€ CEKpeTapeM
OpraHu3aluu

Bnaners HaBBIKAMU M METOJMKAMH OLICHHBAaHUS 3HAUUMOCTH TJOKYMEHTa U

odopMIIeHUS IPUMEPHOIN 1 UTOTOBOM HOMEHKJIATYD Jie] B paboTe
cekperaps

JIIK-2 criocoOHOCTBIO OpUEHTHPOBATHCS B 3aKOHOJIATENIbHON M HOPMaTUBHO-METOINYECKOMN
0a3e MHPOPMAIIMOHHO-TOKYMEHTAIMOHHOTI'O 00eCIeYeHNs YIIPaBICHHUS U apXUBHOI'O Jeia U

CMEXHBIX 00JIacTeit

3HaTh MIPABOBBIE OCHOBBI HH(OPMALIMOHHO-JOKYMEHTAI[MOHHOTO O0eCTIeueHus!
YIPaBJICHUS U aQpXUBHOTO Jieja JIJIsl OpraHu3aIii padoThl ceKpeTaps

YMmerb MPUMEHSTh Ha IPAKTUKE B MPOPECCHOHATBHON AeSITETbHOCTU
CEKpeTapcKoro paboTHHKa 3HaHUS MPpaBoBbIX 0ocHOB IOV u apxuBHOTO
zena

BJ'Ia)IeTI) METOAUKaMHU O(l)OpMJ'IeHI/ISI N XPaHCHUA JOKYMCHTOB, COCTABJIACMBIX

CeKpeTapeM (¢ HEKOTOPBIMH 3aMEUaHUSIMH )

JITK-4 criocoOHOCTRIO K COOMIOICHUIO TPEOOBAHMI K OPraHU3aIuKl CEKPETAPCKOTO

00CITyKHUBaHUS

3HaTh IPaBOBbIE OCHOBBI OPraHU3alMK CEKPETAPCKOTO 00CTYKUBAHUS

YMmeth MPUMEHSTh Ha IPAKTUKE B MPOPECCUOHANBHOM 1€ATEeIbHOCTH 3HA-HUS
npaBoBbix ocHOB OCO

BJ'Ia)]eTB TEXHHNKAaMHU 1 HaBBIKaMU O(bOpMJ'IeHI/ISI " XpaHCHUA TOKYMCHTOB, CBS-

3aHHBIX C CCKPCTAPCKUM 06CJ’Iy')KI/IBaHI/ICM - COCTABJICHUC NOKYMCH-TOB C
HEKOTOPBIMHA 3aMCYaHUAMHA




4. CTpyKTypa, 00bEéM H coep:KkaHue AUCHUIIMHBI (MOAYJIS)
OO0miast TpyTI0OEMKOCTh JAUCIUILTHHBI cocTaBisier 3 3adeTHbIX eawauil 108 akan. wacos, B ToM
qHcIIe:
— KOHTaKTHas pabora — 8,6 akaJ. yacoB:
— ayqUTOpHas — 6 aKaJ1. 4acos;
— BHeayIUTOpHas — 2,6 aKaj. 4acoB
— camocrosTenbHas padora — 90,7 aka. 4acos;
— MMOJITOTOBKA K 3K3aMeHy — 8,7 akaj. yaca

CDopMa aTTeCTalluu - 3K3aMEH

AynutopHas s s
KOHTaKTHasl paboTa E 5 dopma TeKyLEero
Pasnen/ Tema o (B aKaz. yacax) 2 = Bun KOHTPOJIsL Kox
> & ©|caMocTOsATENbHOM | ycrieBaeMOCTH
JCIUTLTAHBI 7 £ ., | KoMOeTeHIn
Qo & paboThI POMEKYTOUHOMN
na6. | mpaxr. | € 8
Tex. : 128 aTTecTaluu
3aH. 3aH. O &
1. Ponb cekperapsi-pedepeHra
B CTPYKTYpE
JIOKYMEHTAIIMOHHOTO
Koncnekr
1.1 Pomp cexperaps- yueOHOi u
pedepeHTa B CTPYKType CIPaBOYHOM BhIHOMHEHME TIK-6, TTK-20,
JIOKYMEHTAI[MOHHOTO 3] 0,5/0,51 0,35/0,351| 11 JUTEPATYPHI, IK-26, ATIK-
mp.3.Nel, Tect Nel
obecrieueHus BBITIOJIHEHUE 2, JIIK-4
yIIpaBJICHHS TPEHUPOBOYHBIX
YOpaKHEHHUI
Hroro no pasaeny 0,5/0,51 0,35/0,351| 11
2. HopmarusHo-
Meroauueckass 0aza paboThl
Koncnekr
yueGHoi i Brinonnenne
2.1 Hopwmarusho- CIIPaBOYHOMN recTa n TIK-6, I1K-20,
METOIUYECKAS 6azal 3 | 0,3/0,31 0,5/0,51 | 11 JUTEPATYPHI, IIK-26, OIIK-
MPAKTHIECKOTO
paboThI cekperapst BBITTOJTHEHUE No2 2, ATIK-4
TPEHUPOBOYHBIX -
yIpaxxHEHUH
Uroro no pazaeny 0,3/0,31 0,5/0,51 | 11
3. Kareropuu cekperapeii u
pabOTHHKOB oduca
3apyOeKHBIX M POCCHHUCKUX
Koncnekr
3.1 Kareropuu yaeOHOU 1
cekpeTapeit u CIIPaBOYHOMN BAITONHEHHC TK-6, T1K-20,
paboTHUKOB oducal 3 | 0,1/0,11 0,5/0,51 10,7 JTUTEPaATYPHI, a IIK-26, OIIK-
tecta Ne3
3apyOeIKHBIX u BBITIOJTHEHHE 2, ATIK-4
POCCHICKAX KOMIaHUH TPEHUPOBOYHBIX
yIpasKkHEHUH
Uroro no pazaeny 0,1/0,11 0,5/0,51 |10,7




4. JlenoBble W JIMYHOCTHBIC
KauecTBa

KBaJTH()HUIIUPOBAHHOTO
Koncnekr
yueOHO U Brinmonnenne
i;‘IHOCTIﬁfSOBLII(ZHeCTBg CIPaBOYHOM tecta Ne4, vactu | TIK-6, T1K-20,
31 0,1/0,11 0,65/0,651] 11 JUTEPATYPHI, koHTponpHoOM | [TK-26, ATIK-
KBaJTH(DHUIIUPOBAHHOTO
criewaHcTa BBITIOJIHEHUE paboThI 1 2, AIIK-4
TPEHUPOBOYHBIX | HTOrOBOTO TeCTa.
yIpaXHeHUN
HUroro no pazaeny 0,1/0,11 0,65/0,651| 11
5.  Opranuszamus  paboOTh
CeKpeTaps,  AaHAIUTHYECKHE
GbyHKIIU CeKpeTaps;
OpraHu3aIys paboThI
cekperaps, TEXHHUYECKUE
(GyHKIUH cekperaps
5.1 OpraHu3zanus Koncnekr
paboTsr cekpeTaps, yueOHOM U Brimonunenne
aHAIUTUYECKHE CIIPAaBOYHOMN tectra Ne5, wactu | TIK-6, [1K-20,
GbyHKIUH cekperaps;| 3 [0,25/0,251 0,5/0,51 | 10 JUTEPATYPHI, koutponbHoit | [TK-26, ITTK-
opraHu3anus paboThl BBITNIOJIHEHNE paboTs! 1 2, ATIK-4
CeKpeTapsi, TeXHUYECKHe TPEHUPOBOYHBIX | HTOrOBOTO TeCTa.
GbYHKIMHU ceKpeTapst yIpaXHEHU T
Uroro no pazaeny 0,25/0,251 0,5/0,51 | 10
6. Pabouee MECTO
MOMOIIHUKA  PYKOBOAMTEIIS,
YCIIOBHS ¥l PEXKHM TPy
Koncnekr
yueOHOM U Brinonnenue
iélMomiiizqee MecTo CIIPaBOYHOMN tecta Ne6, wactu | I[1K-6, TTK-20,
3 10,25/0,251 0,5/0,51 | 12 JUTEPATYPHI, koutponbHoit | [TK-26, ITTK-
PYKOBOIMTEIL, - yCIIOBHA BBIIIOJHEHUE paboTh! 1 2, AIIK-4
U PEKUM TPyZaa
TPEHUPOBOYHBIX | HTOrOBOTO TeCTa.
yIpasKkHEHUHN
Uroro no pazaeny 0,25/0,251 0,5/0,51 | 12
7. Pabora cekperaps 1O
COCTaBJIEHHIO U O(OPMIICHHIO
JIOKYMEHTOB, ero
00513aHHOCTH TI0 OpraHU3ALIH
ux XpaHEHHS "
7.1 Pabota cekperapst 1o Nzyuenue
COCTaBJICHHIO u TEOPETHYECKOTO Beimonnenne
0(OpPMIICHHIO MaTepuana, tecta Ne7, wactu | [1IK-6, ITK-20,
JIOKYMEHTOB, ero[ 3 10,25/0,251 0,5/0,51 | 12 JTUTEPaATYPHI, koutponbHoit | TTK-26, ITTK-
00s13aHHOCTH 1o BBITIOJIHEHHUE paboTHI 1 2, AIK-4
OpraHu3aINU ux KOHTPOJIBHBIX | HTOTOBOTO TECTA.
XpaHeHHS u MEPOTIPHUSITHI
Uroro no pazaeny 0,25/0,251 0,5/0,51 | 12
8. Oo6cyxuBaHHe
PYKOBOIUTEINS: OpraHH3aLus
pabodero mHS pPYKOBOIUTE-
Js;  TpUeM  TOCETHUTelNei;
ciryxeOHbIe TeneoHHbIE
MepEeroBOPhl;  OpraHH3aIHs
IIEPEroBOPOB; COBEIaHUl;




8.1 OO6cyXruBaHHe

PYKOBOJIUTEIIS:
opraHuzaims pabodero Uzyuenue Brmosmenue
iﬂ OBOILHTEIS: COPETHIECKOrO tecra Ne§, wactu | IIK-6, TTK-20,
A PYROBOAHTESL |3 1 9570251 0,5/0,511 | 13 | TCOPCTIHCCKOTO | rponbhoit | ITK-26, JIITK-
puemM ITOCETUTEIEN; Mmarepuana, 6 2 TIK-4
ciyxeOHble Terae(oHHbIE TUTEepaTypHl PaboTEHL 1 A
HTOTOBOIO TECTA.
MIEPErOBOPHI;
OpraHu3aIus
HUTtoro 1o paszaeny 0,25/0,251 0,5/0,51 | 13
9. Konrpoub
Nzyuenne
TEOPETHYECKOTO Brlimonnenune
9.1 Dxzamen MaTeprana, peex TK-6, [TK-20
BOIIPOCO B K KOHTPOJIBHBIX
JK3MEHY, 3alaHui.
JIUTEPATyphl
Uroro no pazneny
Hroro 3a cemecTp 221 4/41 90,7 DK3aMeH
TIK-6,ITK-
20,I1K-
Hroro no nucumiiinHe 2/21 4/41 90,7 JK3aMeH 26 JTITK-

2, AI1K-4




5 O0pa3oBaTe/ibHbIE TEXHOJIOTHH

1. TpaguiuoHHbIe 00pa3oBaTENbHBIC TEXHOJOTHMH OPHEHTHUPYIOTCS Ha OpPraHU3aIUIo
0o0pa3oBaTeNpHOrO  MIpOIEecca, MPEANOJarallyl0 HpsIMYyI0 TPAHCISILUIO 3HAHUH  OT
MpernoaBaTelis K CTYICHTY

@®opMbl y4eOHBIX 3aHATUH C UCTIOIB30BAHUEM TPAIUIIMOHHBIX TEXHOJIOTHIl:

WudopmaninoHHast TEKIs

Cemunap

[TpakTHdeckoe 3aHATHE, MOCBSIMICHHOE OCBOSHUIO KOHKPETHBIX YMEHUW W HABBIKOB IO
MPEIJIOKEHHOMY aITOPUTMY.

2. TexHonoruu NpoOIEMHOTO O0yIECHHUS.

®opMbl y4eOHBIX 3aHATHUH € UCIIOIB30BAHUEM TEXHOJIOTUHN MPOOIEMHOI0 O0YUCHHUS:

[IpoGnemuas exius

Jlexuus «BaBoem» (OMHApHAS JICKIIHS)

[TpakTHdeckoe 3aHATHE B POpPME IPAKTHUKYMA .

[TpakTueckoe 3aHsATHE Ha OCHOBE Keiic-merona. Keiicbl 0a3upyloTcss Ha peallbHOM
(haKTHYECKOM MaTepraje WK )K€ PUOIIKEHBI K pEaIbHON CUTYaIINH.

3. TexHOMOTMYU MPOEKTHOTO OOYYECHHUS.

OCHOBHBIE THITBI TPOSKTOB:

HccnenoBatenbCkuii MPOEKT

TBOpUYECKUH TPOEKT.

HNudopMalinoHHBIN IPOEKT.

5. lHTepakTHBHBIC TEXHOJIOTHMH — OpraHu3aIlis 00pa30BaTEIILHOTO MPoIlecca, KOTopas
MpeJiroJiaraeT akTMBHOE U HETMHEITHOE B3aUMO/IEHCTBYE BCEX YYACTHUKOB, JOCTH)KEHHE HA ATON
OCHOBE JIMYHOCTHO- 3HAYMMOTO /IS HHUX 00pa3oBarelnbHOro pesynbraTa. Hapsgy co
CHEIHMATM3UPOBAHHBIMU ~ TEXHOJOTHSIMH  TakOro  poja  MNPHUHIMI  WHTEPAKTUBHOCTH
MPOCJICKUBACTCS B OOJNBIIMHCTBE  COBPEMEHHBIX  OOpa30BaTENbHBIX  TEXHOJIOTHH.
HHTEepakTUBHOCTH MOApPa3yMeEBaET CYOBEKT-CyOBEKTHBIE OTHOIICHUS B X0Jie 00pa30BaTeIbHOTO
mporecca M, Kak cje/icTBre, (GOpMHPOBAHKE CaMOPa3BUBAIOIIEHCS HH(OPMAITMOHHO-PECYPCHOM
CpeIbl.

6. MadopMarimoHHO-KOMMYHHKAITMOHHBIE 00pa30BaTEIIbHBIC TEXHOJIOTHH !

Jlexnus-Bu3yam3anusi — W3JI0KCHUE COJCPIKAHUS COMPOBOXKIACTCS IPE3CHTAIUCH
(meMoHCTpamueil yueOHbIX MaTepHalioB, MPEICTABICHHBIX B PA3IMYHBIX 3HAKOBBIX CHUCTEMaXx, B
T.4. WITIOCTPATUBHBIX, TPaQHUECKUX, ayTHO0- ¥ BUJICOMATEPHAIIOB ).

[TpakTudeckoe 3aHsaTHE B OopMe IPE3eHTALINH.

Yar-3ansATHS.

Be6-3ansTus.

TenexkondepeHMH.

OunaliH-ceMuHap.

6 YueOHO-MeTOANUYECKOE 00ecTeueHe CAMOCTOSATEIbHOM PadoThl 00yYalOIMXCS
[Ipencraieno B npuiioxxeHuu 1.



7 OneHOYHbIE CPEACTBA AJIl NPOBEACHHS MPOMEKYTOYHOMH ATTeCTAUHN
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHO-MeTOAHYecKOe M MHPOPMAIMOHHOE 00ecnevyeHHe JUCIUIITIMHBI (MOYJIs1)

a) OcHoBHas JIUTEpaTypa:

1. Ky3nenos, U. H. JlokymeHnTanimonHoe obecnedeHue ymnpasiaeHus. JJokyMeHTo000poT 1
JICJIONIPOM3BOICTBO © YUEOHUK M MPAKTUKYM JIJIs pukiaaHoro Oakanaspuara / Y. H. Ky3Heros.
— 3-e u3n., nepepad. u qon. — Mocksa : M3gatenbctBo FOpaiit, 2019. — 461 ¢. — (bakanasp.
[Mpuknaguoit kype). — ISBN 978-5-534-04275-7. — Teker : anekrponnsiii // DbC Opaiit
[caitr]. — URL.: https://urait.ru/bcode/431759 (marta obpamienus: 23.08.2020).

2. Jloponmuna, JI. A. Opranuzanus ¥ TEXHOJOTHs JOKYMEHTAI[MOHHOTO O0ECIICUCHUS
yIpaBiieHus | y4eOHUK M MPAKTHKYM JUIs akageMudeckoro oakanaspuara / JI. A. Jloponuna, B. C.
WpurukoBa. — Mocksa : M3natensctBo FOpaiit, 2019. — 233 ¢. — (bakanaBp. AkaieMu-4eCcKuii
kypc). — ISBN 978-5-534-04568-0. — Tekcr : anexrponsusiii // DBC FOpaiir [caiit]. — URL:
https://urait.ru/bcode/433078 (nara oopaimenus: 23.08.2020).

0) /lomostHUTEIbHAS JIUTEPATYpA:

1. JlokymeHTallMOHHOE obecrieueHue yrpapienus : yaeouuk / A. C. I'punbepr u ap. - M. :
IOHUTU-AAHA, 2011. - 1 snexrpon.ont. auck (CD-ROM). - 3aru. ¢ tutya.skpana. - (YueOHast
TuTeparypa TUTS BBICIII. u cpen.npod. o0pas.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10794
40/427 .pdf&view=true (mara obOpamenus: 25.08.2020). - MakpooObeKT. - TeKCT | 3IEKTPOH-
HbIi. - CBenenus noctymasl Takke Ha CD-ROM.

2. KoxymkxoBa H. B. Crpykrypa nokymeHnta. CucTeMbl TOKYMEHTAIIUU.
YHupumupoBaHHas CHUCTEMa OPTaHW3AIMOHHO-PACTIOPSAIUTEILHON JOKYMEHTAIIUU: OOIIHe
TpeOOBaHUS K COCTABJICHHIO U OOPMIIEHHUIO [ DIeKTPOHHBIH pecypc] : yuebHoe mocodue / H. B.
Koxymkosa ; MI'TY. - Marautoropck : MI'TVY, 2016. - 1 anekrpon. ont. auck (CD-ROM). -
Pexxum JIOCTyIa:
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129
973/2334.pdf&view=true . —- MakpoOOBEKT.

3.Kypaansr «Cekperapckoe JIeio», «XOpolmid ceKpeTapby, «CIpaBOYHUK CeKpeTaps u
oduc-mMeHemxepay, «Jlemonpon3BoacTBoy. JJocTyr ¢ opuinambHbIX CalTOB

B) MeTroauyeckue yka3anus:

1.CamocrosTenbHas paboTa CTYJEHTOB By3a: npakTukyM /coctasurenu: T.I'. Heperuna,
H.P.Ypa3zaeBa, E.M.PazymoBa, T.®.OpexoBa; MarouToropckuii roc. TexHnueckud yu-t um.I". 1.
Hocoga. - Maruutoropck: MI'TY um. I'1. HocoBa, 2019. - 1CD-ROM.-3arxn.ctutyn.skpaHsa.-
URL:https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1
/1530261/3816.pdf&view=true (mara oOpamenus: 28.08.2020). - MakpooObekT. - TekcT:
3IEKTPOHHBIN.-CBeIeHHs JOCTYIHBI Takke Ha CD-ROM

r) [Iporpammuoe o6ecneuenue u UHTEepHET-pecypcenb:


https://urait.ru/bcode/431759
https://urait.ru/bcode/433078
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/1079440/427.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true

IIporpammHoe obecnneyenne

HaumenoBanue .
o Ne norosopa CpoK JIeHCTBUS JTULICH3UU

MS Windows 7
Professional(ms [[-1227-18 ot 08.10.2018 11.10.2021
KJIACCOB)
MS Windows 7
Professional (s [[1-757-17 ot 27.06.2017 27.07.2018
KJIACCOB)
MS Office 2007 |y, 135 o1 17.00.2007 GecepouHo
Professional
7Zip CBOOOJIHO PacCIpOCTPaAHIEMOC 0EeCCPOYHO
FAR Manager CBOOOHO PacCIpPOCTPAHICMOC OECCPOUHO

IIpodeccnonanbubie 0a3bl JaHHBIX U HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI

Hassanue xypca

CchUika

OnexTpoHHass 0a3za MNEPUOJUYECKUX W3JaHUN
East View Information Services, OO0 «MBUC»

https://dlib.eastview.com/

Harmmonansuasa nH(pOpMaIMOHHO-
aHaJIMTHYeCcKass cucreMa — PoccuiicKkMi HHIEKC
HayuHoro nuruposanus (PMHII)

URL.: https://elibrary.ru/project_risc.asp

[TouckoBas cuctema Axanemus Google (Google
Scholar)

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

Nudopmanmonnas cucrtema - EnuHOEe OKHO
JIOCTYIIA K HH(POPMAIIMOHHEIM pecypcam

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

Poccuiickas T'ocynapctBenHass — OuOiamoreka.
Karanoru

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

OnekTpoHHbIe pecypcebl oubmuorexkn MI'TY um.
I'.1. HocoBa

http://magtu.ru:8085/marcweb2/Default.asp

MesxayHapoHas pedeparuBHas u

ITOJJHOTCKCTOBAsA  CIIpaBO4YHas 0aza JIAHHBIX

http://scopus.com

9 MaTepuaJibHO-TEXHHYeCKOe o0ecreyeHue TUCIUIIHHBI (MOTYJIs1)

MaTepHaHBHO-TGXHquCKOG obecrieucHue JUCIIMITIIIMHBI BKJIIFOYACT:




YueOHble ayAUTOPUH JJIsl MPOBEACHUS TUCTAHIIMOHHBIX 3aHATUN JICKIIMOHHOTO THUIIA:
CTOa KOMIBIOTEPHBIN, CTOJ MUCHMEHHBIN, CTYJT OPUCHBIN, JOKyMEHT-Kamepa EPSon, ucTouHnk
6ecnepeboitnoro muranust POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelieHus,
KOMIIBIOTEP MepCcoHanbHbIN (THIT6), mpoekTop ViewSonicPJD7526W, crnmkepdoH HACTOIbHBII
Calisto-620 Plantronics, Be06-xkamepa LogiteachC920, cucrema akycTuyeckas HaCTOJIbHaS,
crepeorapautypa (MHUKpOGOH C IIyMOIIOJaBIeHHEM), sKpaHHacTeHHbIDIgis Optimal-C MW
DSOC-11032*2

V4eOHble ayIUTOPUHM JUIS TPOBEACHUS TNPAKTUYCCKUX 3aHITUH, TPYNIOBBIX |
WHIUBHUyIbHBIX KOHCYJIBTALlMi, TEKYILEro KOHTPOJISA M MPOMEXYTOuHOW arrectaruu: CTon
KOMIIBIOTEPHBIN, CTOJI MUCHMEHHBIA, CTYN OQUCHBIN, JOKyMeHT-kamepa EpPSon, wcrouHuk
6ecnepeboitnoro muranust POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3perieHus,
KOMIIBIOTEP MepCcoHanbHbIN (THIT6), mpoekTop ViewSonicPJD7526W, crimkepdoH HACTOIbHBII
Calisto-620 Plantronics, Be06-xkamepa LogiteachC920, cucrema akycTuyeckas HaCTOJIbHaS,
crepeorapautypa (MEUKpoOH C IIyMOIIOAaBiIeHHeM), sKpaHHacTeHHbIDIgis Optimal-C MW
DSOC-11032*2

[Tomemienust aisi  camoCTOsITeNIbHOW — paboThl  oOydatomuxcsi:  [lepcoHanbHbIe
kommbioTepsl ¢ makerom MS Office, Beixogom B MHTEpHET M C JIOCTYIIOM B DJICKTPOHHYIO
WH(POPMAIIMOHHO-00pa30BaTEIBHYIO CPEly YHUBEPCUTETA

[Tomemenne gt  XpaHeHHsT ¥ HPOQPHIAKTHYECKOTO OOCITY)KUBaHHS —y4eOHOTO
obopynoBanusi: CTeIuIaxu 1Jis XpaHEHUs yueOHO-HATIISIHBIX TTOCOOUH U y4eOHO-MEeTOINYECKOM
JTOKYMEHTAI[HH.



IIpuiaoxenne 1
IpakTnyeckas padora 1

Jlexuusa 1 Ponb cekperaps-pedepeHTa B CTPYKTYpE [IOKYMEHTALIMOHHOTO OOecreueHus
yIpaBiIeHUs

1) Vkaxure BHIBI JODKHOCTEH, KOTOPBIE 3aHUMAIM BBIMTYCKHHKH KHEBCKOTO Y4eOHOTO
3aBEJICHUS JUIs JieTed 00sip M CTapIIUX JIPYKHUHHUKOB B TIEPHO/] MpaBJICHUS KHs31 Brnaaumupa
CesitocimaBuya (978 — 1015 rr.).

1.

2.

2) Ilepeuncnure TOJKHOCTHBIE OOS3aHHOCTH CITY>KHIIBIX JIFOJICH TIPUKA30B

paxoB

Crapmux («CTapbixX») MOIbSUUX




CpenHux noapsauux («CpeaHEH PyKH)»)

Muaamux moabIInux

3) Vkaxute BUIBl JODKHOCTEHM, KOTOphle coriacHo «Tabemu O paHrax....», yTBEp>KICHHOU
ITerpom | 24 suBaps 1722 r, monyyanu YUHBI

V1 kiacca -

VIl xmacca -

VI kiacca -

IX kiacca -

X knacca -

Xl xnacca -

X1l xnacca;-

X1V xnacca. -




4) Tlepeuncnaute TpeOOBaHMs, TPEIBABIIEMBIE K CEKPETAPCKOMY paOOTHUKY B COBETCKHUH
HEPUO/I.

5) N300pa3ute MECTO M POJIb CEKpeTapsi KOMIAHHUH Ha CXEME OPTraHU3aIMOHHOW CTPYKTYpPBI
yIpaBiieHUs] HEOOIBIIOH (HUPMBI

6) H3o00pasute MecTo M pojib ceKpeTaps-pedepeHTa TIeHEepallbHOTO JHUPEKTOpa Ha CXeMe
OpTraHU3aLMOHHON CTPYKTYPhI YIIPaBJIECHUS KPYITHONH KOMITAaHUH

7) Honp3ysice cxemol, mpemnoxxenHoi M.II. bacakoBeiM, mepeyrciauTe Ha Kakue KaTeropuu
COTPYAHMKOB B OPraHU3allMOHHOM CTPYKTYpe KAaHLEISAPUA CO CTOPOHBI 3aBEAYIOLLErO
pacpocTpaHsercs

1) AIAMUHUCTPATUBHOC IMOJYUHCHUC

2) METOIUYECKOE PYKOBOJICTBO

8) Hepe‘-II/ICJ'II/ITC ACATCIIBHOCTb  CCKPETApd  OpraHu3alv, OTHOCAINYIOCA K  TPYIIIC
KOOpAMHAITMOHHBIX onepaunﬁ,

9) K «kakoit rpymnme omepanuii  OTHOCSTCS OOSI3aHHOCTH  CEKpeTapsi 110  BEJICHHIO
JIeTIONIPOU3BO/CTBA, TPUEMY KOPPECIOHJACHINK, (OPMHPOBAHUM JET B COOTBETCTBHH C



YTBEPKJICHHOM HOMEHKJIATYpOH, OOecredeHue WX COXPaHHOCTH, Tepeaada B apXuB U T.JA.7

Tect Nel
Bormpoc 1
[Toka HeT oTBeTa
B nepuoo npasnenus xuaza Braoumupa Ceamocnasuua (978 — 1015 22.) 6 Kuese 8

OQ0INCHOCIIAX CYOCUCKUX ceKpemapeli, OMEemcmeeHHbIX 3a 0el0NpouU3s00cmeo, pabomaniu

Br16epute oauH OTBET:
a. MUCIIBI TIPU KHSA3BSAX U KPYIMHBIX (eoganax
b. meuaTHUKH
C. cylleficKue MUCIbI

d. MeranHuku
Bompoc 2

B npuKa3H0L7 cucmeme (ﬁyHKLﬂ/lu amux Kameeopud Cayacayux 3aKnodalucb 6 cocmaeilenHuu
CNnpaeokK 6 apxuee npuxkasa u CO30aHUU ()OKyMeHmOG

Bri6epute oquH OTBET:
a. «CTapIIMC» U «CPECIAHHUC) MOAbSIINC
b. «ctapsie» (crapiue) moapsune
C. MOABSYHNE «CPEAHEH PYKH» (CpeaHue)

d. «momomme» (MIIaIINE) MOIbIIHE
Bompoc 3
Honocnocmo kabunem-cekpemapsi npu umnepamope nossuiLach 6 200bl NPAGIeHUS.

Bribepure of1H OTBET:
a. Exarepunst |l
b. Ierpa |

c. Exarepunsr |



-~
d. EnuzaBetsl [TeTpoBHEI

Bormpoc 4

o 1990x 2e. 6 CCCP cywecmesoganu ciedyiowue cekpemapckue Q0N CHOCMHblE NO3UYUL.!

Bri6epute ofuH OTBeT:
a. cekperapb-cTeHOrpapucTKa
b. cekpeTapp-ManIMHUCTKA, TOMOIIHUK PYKOBOIUTEIIS
C. CeKpeTapb YUPEKJICHHUS, CEKpEeTaph MUHUCTEPCTBA, CEKPETAPh-MaITHHUCTKA

d. cekpeTapb-MalIMHUCTKA, CEKpETaph-CTeHOrpadruCTKa
Bormpoc 5

Cocnacho  cxeme  Op2aAHU3AYUOHHOU  CMPYKMYPbl  YNpAGieHus  HeboIbwon  upmbl,
ULIFOCMpupyowel Mecmo U pojib CeKpemaps, 3mom coOmpyoOHUK Haxo0umcs 8 NOOYUHeHUuU

BriGepuTe o11H OTBET:
a. KOMMEPYECKOTO TUPEKTOpa
b. mupexTopa
C. TEHEPAIBLHOTO JUPEKTOPa

d. rmaBHOTO OyXTanTEepa
Bomnpoc 6

Coenacrno cxeme opeanu3ayuUOHHOU CMPYKMYPbL YAPAGLEHUs KPYNHOU KOMIAHUU OOJHCHOCHb

cekpemap: omcymcemeyem moJjlbKO 6 mAaKux nodpas’deﬂeHuﬂx KdakK

Bribepute ofuH OTBeT:

a. OTAEN OpraHu3alyy TpyAa

b. mIaHOBO-TTPOM3BOACTBEHHBIN OT/AEIT

C. pUHAHCOBO-IKOHOMHUYECKUH OT/I€N, OTJEI] KaJpOB

d. ropuandeckuii otaen, Oyxraarepus

Bormpoc 7



Cexpemapbv-peghepenm u 06a ucnornumens-oeionpouzgooumens no cxeme M.I1. bacaxosa
npeocmasisom

Bri6epute ofuH OTBeT:
d. CCKpeTapuar
b. cnyxoy JIOY
C. o0wmuii otzen

d. xKaHIEIApHIO
Bompoc 8
Cexpemapu pykosooumesneti CmpyKmypHbiX NOOPA30eLeHUll OMHOCAMCSL K

BeiGepute ofuH OTBET:
a. cryx0e JI0Y
b. o6memy otaeny
C. apXMBY OpraHU3aIUU

d. kaHnenApUN
Bomnpoc 9

B epynne aomunucmpamusHnvix onepayuii, 8blNOIHAEMbIX CEKpemapeMm, nposeoeHue co8eujanull
U 3ace0anull, Op2aHU3AYUOHHOE U UHGOpMayuonHoe obecneyenue >3Mol OesmenrbHOCU
PYKOBOOUmEN OMHOCUMCA K

Bribepute 011H OTBET:
a. HH()OPMAIIMOHHO-TEX HUISCKHM
b. KoOpIUHAIIMOHHBIM
C. CITy’KeOHO-KOMMYHHUKATHBHBIM OTICPAIUSIM

d. pacriopsAUTETLHBIM ONEPAIHSIM
Bomnpoc 10

B epynne aomunucmpamugnvlx onepayuil, GbINOIHAEMbIX CEKpemapem, npuem nocemumenet,
menegonHble nepe2oB8opbl, CyJiceOHble KOMAHOUPOBKU, 008edeHle peulenutl 00 UChOHUumeIell
OMHOCUMCSL K



Bri6epute oquH OTBET:

a. pacropsAUTEIbHBIM OICpaIHsIM
b. KoopaMHAIMOHHBIM

C. nH(MOPMAIIMOHHO-TEXHUYCCKIM

d. ciny»e0HO-KOMMYHHKATHBHBIM OTIEPAIUSIM

[IpakTuueckoe Ne2

IMpakTnyeckas padora 2
Jlekuusi 2 HopmaTtuBHO-MeTOANYecKas 0a3a padoThl cekpeTaps

1) Kakoii HOpPMAaTHUBHBIA JIOKYMEHT YyCTAaHABIMBACT NPaBWIO O(GOPMIICHUS TMIpHKa3a o
MPUMEHEHUN JUCLUIUIMHAPHOIO B3bIcKaHMs (cT. 193), u3roToBieHus U BblIayM PaOOTHUKY
KOMUU JOKYMEHTOB, CBS3aHHBIX ¢ pabotoil (cT. 62), mnpenymnpexaeHus paboTHHKA 00
yBoJbHEHHUH (cT. 79, 80) B TpexAHEBHBIN CPOK?

2) VkaxxnTe Ha3BaHUC CIIpaBOYHHKA, KOTOpI:Iﬁ npeaHazHauCH AJId MCIOJb30BaHUA B KA4YCCTBEC
OCHOBHOI'0O HOPMATHWBHOI'O JOKYMCHTA IHpPHU COCTABJICHUHW HOMCHKJIATYPbI ACJT OpTraHHU3allH,
OIIPEACIICHUN CPOKOB XpPaHCHUA, 0T60pe Ha XpaHCHHUC W YHHUYTOXCHUC YIIPABJICHUCCKUX
THUIIOBBIX JOKYMCHTOB B ACATCIIbHOCTH OpTraHU3allun (y‘lpe)KI[eHI/IH) " pacClpoCTPaAHIACTCA HAa BCC
opraHu3anuv, HE3aBUCHUMO OT TOro, IOCTYIIAKOT HUX JOKYMCHTBI Ha XpaHCHHC B
rocyaapCTBCHHBIC, MYHUIIUIIAJIbHBIC apXUBLI UJIU K€ HC IMOCTYIIAIOT.

3) Kakoii TOKyMEHT yCTaHaBJIMBACT MOPSIOK MOJATOTOBKH U TIPOBEICHUsI COOpaHUM, COBENaHUHN
W TepeYeHb BOIPOCOB, pEHICHHWE KOTOPBIX MPUHUMAETCS OOJIBIIMHCTBOM TOJIOCOB WIIU
€IMHOIJIACHO; B HEM YKa3aHO, KTO UMEET MPABO MOAMUCH JOKYMEHTOB?

4) Hanuume kakoro JAOKYMEHTa OpraHH3allMd IO3BOJIET CEKPETapl0 YETKO 3HATh IMOPSIOK
MOATOTOBKU JIOKYMEHTOB (IIOPSAJOK PELIEHUs] BOIPOCca) U JIETKO MPOBEPUTH CTENEHb TOTOBHOCTHU
JOKYMEHTOB (HaJIlune He0OXOJUMBIX BU3) MPU NPECTABICHUN Ha MOINCH PYKOBOIUTENO?

Tect No2

Bompoc 1



3z cm.89 3axona «06 axkyuonepHvlx o00Wecmeaxy 6 nepeueHb O0OKYMEHMO8, KOmopble
00wecmeo 00653aHO XpaHumMb, 6X00UM

BeiGepute of1H OTBET:
a. IOTOBOP O CO3JaHHH OOIIECTBA, MEPBBIA YCTaB 00IIEeCTBA
b. yctaB o01iecTBa, T010BBIC OTUYETHI
C. IOTOBOP O CO3J]aHHH OOIIECTBA, YCTaB OOIIECTBA, TOAOBBIE OTYETHI

d. mpoTokosibl coOpaHusi ydpemutened OOIIeCTBa, COACPKAIUI peIIeHHEe O CO3IaHUM
obmiecTBa U 00 YTBEPXKIACHHH JCHE)KHOW OIICHKH JICHS)KHBIX BKIIAJOB B YCTAaBHBIM KalMTAaJ
o0I1ecTBa, a TaK)Ke UHbIE PEIICHUs, CBA3aHHbBIC C CO3JJaHUEM 00IIecTBa

Bompoc 2

Tpyoosoii kooexc Poccuiickou @edepayuu ocpanuuusaem ogopmieHue npuxkaza 0 nPUMeHeHuu
oucyuniunapro2o e3vickanusi (cm. 193), uzeomoenenue u 6vloayy pabOMHUKY KONuu
O0OKYMEHmMO8, C81A3aHHbIX ¢ pabomou (cm. 62), npedynpexcoenue pabomHuka o6 Y80JbHeHUU
(cm. 79, 80) svinonnenuem

Br16epute oauH OTBET:

a. B IByXHEJIEIbHBIN CPOK
b. B TpexIHEeBHBII CpOK

C. B TEUEHHE MecALa

d. B TeueHue ceMu paboUYuX JHEH
Bompoc 3

Yxaorcume naszeanue Cnpaco4HUKA, K0m0pbll:i npedﬂas’HaueH O/151 UCNONL30BAHUSL 8 Kauecmee
OCHOB6HOCO HOPMAmMueHO2cO ()OKyMeHma npu cocmaeileHu HOMEHKIAnypol oen opearuszayuu,
onpedejzeHuu CPOKO8 XPAaHEHUA, 0m60pe HA XpAaHeHue u YHUUNMOINCERUE YNnpaeleH4YeCKux
mMunoeslx 00KyM€H7’l’l06 6 OesimelbHOCmU opearnusayuu

Bribepute ofuH OTBeT:

a. Anp60oM yHUGDUUIMPOBAHHBIX (POPM NEPBUUHOMN y4eTHOM JOKYMEHTAIUH 10 YYeTy Tpyla
U €T0 OIJIaThl

b. KBanudukauoHHbIi CIPaBOYHUK TODKHOCTEH PYKOBOIUTENICH, CIICIIUATHCTOB U IPYTHX
ciyxamux (yreepxaeH I[locranoBinennem Muntpyaa Poccun ot 21.08.1998 Ne 37)



C. [IepedeHb TUTIOBBIX YIPABICHYECKUX ApPXUBHBIX TOKYMEHTOB, 00pa3yIoluXxcs B Mpoliecce
JEeSTeIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYITPABJICHUS W OpPTraHU3aIInH,
C yKa3aHHEM CPOKOB XpaHEHUs, YTBEPXKICHHBbI pykoBoautenem @DenepalibHON apXUBHOM
ciyx0s1 Poccun 2010 r.

i o

d. OcHoBHBIC TIpaBMIIa PAOOTHI APXUBOB OpPraHMU3aIUi, OJO0OPCHHBIC PEIICHHEM KOJUICTHH

Pocapxusa ot 06.02.2002

Bormpoc 4

Kaxoti 0okymenm ycmarnasiueaem nopsiook no020moeKu u npoeedeHusi COOpanul, co8eujanull u
nepeyeHb  B0NpPOCO8, peuleHue KOMOPLIX NPUHUMAEMCS  OONbUWMUHCINIBOM — 20]10C08  UNU
€OUHO2NIACHO, 8 HeM YKA3AHO, KMO umeen npaso noOnuUcU 00KyMeHmos?

Bri6epuTe oquH OTBET:

a. 'ocynapcTBeHHasi cucrteMa JIOKYMEHTallMOHHOTO oOecnieyeHus: ynpasieHus. OCHOBHbBIC
nonioxkeHus. Obue TpeGoBaHMs K JOKYMEHTaM U CIIy:k0aM JTOKYMEHTallMOHHOTO O0ecrieueHust
(rcaoy)

b. Ycras opranusaryu
o

c.TTOCT P 6.30-2003 YHubuuupoBaHHble CHUCTEMBbl JOKYMEHTAIMH. YHUDUIUPOBAHHAS

CHUCTEMa OpraHU3allMOHHO-PACIOPAIUTENBHON AOKyMeHTauuu. TpeOoBaHUS K OQOPMIICHHUIO
JIOKYMEHTOB

o
d. Homenknartypa Jien opraHu3aiiu

Bormpoc 5

Hanuuue xaxoco 0oxymenma opeanuzayuu nO360J5€m CEeKpemapio Yemko 3HaAmb NOpSo0oK
Nn0020MOBKU OOKYMEHMO8 (NOPAOOK peuleHusi B80onpoca) u JaecKko Hnposepums Cmenelsb
20MOBHOCMU OOKYMEHMO8 (Haiudue HeoOXO0UMbIX 6u3) Npu NpeocmasieHuu HAa HNOONUCH
PpYyKosooumenio?

Bribepute ouH OTBeT:
-~
a. Homenknarypa nen opranusanuu
b. lo;mKHOCTHAS MHCTPYKIUS CEKpeTapsi

c. Tabenb HopM JOKYMEHTOB OpraHU3aLUU

d. YcraB opranusaiuu

Bormpoc 6



B oarnnom noxanvrnom HOPpMAamMueHoM ()OKy/vzeHme nponucsleaemcs I’lOp}ZOOK cocmaenerus u
coznacosanus Hauboniee uacmo pa3pa6amb16aeMblx 6 opecarnuzayuu OOKyMeHmOG, u 6
pesyiomame 3aKpenyisiemcs nOp}ZOOK PpeuLerHusl munoeoblx 60Npocoe6

Br16epute oauH OTBET:

a. MHCTpyKIMS 110 AeI0NpOU3BOICTBY OPraHU3aIUU

-~
b. JlomkHOCTHAS MHCTPYKIIUS CEKpeTaps
o
c. Homenknarypa gen opranu3zanuu
d. TTososkenue o cayx0e IeTopOr3BOICTBA
Bormpoc 7

B smom ookymenme cghopmynuposanvl yeau u 3a0auu noopazoenenus, NOKA3aHvl e20 Mecmo 8
CMpYKmype op2anu3ayuil, 8bINoaHaeMble QYHKYUU

Bri6epute oquH OTBET:

O a. Homenkiarypa Jien opranusaniu
b. TTonoxenue o ciyx6€e ATONPOU3BOICTBA
C. MHCTpyKIUs 1O A€I0NpPOU3BOJICTBY OpraHU3aluu
d. JIo/mKHOCTHAS HHCTPYKIIUS CeKpeTapst

Bompoc 8

I nasnvlii  opeanu3ayuOHHO-NPABOBOL  OOKYMEHm, ONpeoelsiiowull MeCmo ceKkpemaps 6

VNpaenenyeckou  Cmpykmype, €20  HOOYUHEHHOCMmb,  Kpye  obsa3aHHoCcmel,  npasa,
0meemcmeeHHOCb

Bribepure of1H OTBET:

a. JlomxHOCTHAs MHCTPYKLUS CEKpeTaps
-~

b. HomenkaTypa Jiest opraHu3aiim

C. MHCTpyKIUS 1O A€T0NpPOU3BOICTBY OpraHU3AIUU

d. IonoxeHue o ciryk0e IeTonpOru3BOICTBA

Bompoc 9



B kaxom npasosom Ooxymenme ommeueHo, YmMo PYCCKUl A3bIK NOOAEHCUM 0053amenrbHOMY
UCNONBL306AHUIO 8 0eAMENbHOCIU (DedepalbHblX OP2aHO8 20CYOAPCMBEHHOU 61ACMU, OP2AHO8
2ocyoapcmeenHol gracmu cyovekmos Poccutickoni @edepayuu u UHBIX 20CYOAPCMBEHHBIX
0p2an08, Op2aHO8 MeCMHO20 CaMOYNPABIEeHUs, OP2AHU3AYULL 8ceX (popM cOOCMBEEHHOCU, 8 MOM
yucie 8 0essmenbHOCmuU N 8e0eHUI0 OelONPOU3B00Cmea?

Br16epute oquH OTBET:
-~
a. @3 «O6 wmHpopmanuu, MHOOPMAIMOHHBIX TEXHOJOTHSAX M O 3aIIUTe WHGOpMAIUN»

27.07.2006 .

© b. @3 «O s3bikax HapomoB PD» or 25.10.1991 r. Ne 1807-1

C. I[IpaBuna nenonpousBoACTBa B (peepalbHBIX OpraHax MCIOJHUTENbHOM BiIacTu OT 15
utons 2009 r. N 477

O d. @3 «O rocymapcrBenHoM si3bike Poccuiickoit deneparuu» ot 01.07.2005 r.

Bormpoc 10

Cmamou 324, 325 Yeonosmoco rooexca P® om 13.06.1996 N 63-®@3 omwuocam k
NPABOHAPYWEHUSIM NPUOOpemeHue Uiy covim

Br16epute oauH OTBET:
a. IOKyMEHTOB, COJEPKAIINX FOCYyJapCTBEHHYIO TaillHY

b. opurmanbHBIX JTOKYMEHTOB, MOXHINEHHE WM TOBPEXKACHHE JTOKYMEHTOB, IITAMIIOB,
nevyaren

C. O(l)I/H_II/IaJ'H)HBIX JAOKYMCHTOB, UMCHOIIHUX HAYYHYIO, XYHOXCCTBCHHYIO WHJIM KYJIBTYPHYIO
OCHHOCTb

d. npeaAMeTOB WK JOKYMEHTOB, HMEIOIIMX 0COOYI0 HCTOPHUECKYIO IIECHHOCTD
Tect Ne3
Bomnpoc 1

Oma opeanuzayus CILIIA enepsvie paspabomana CneyuaibHylo npocpammy noo2omoeKu
K8ANUPUYUPOBAHHBIX CEKPEemMapCKux pabomHuKo8

Bribepute ofuH OTBeT:

a. HarmonanbHas acconumarnust ropuaudeckux cekperapeit (The National Association of
Legal Secretaries)


http://www.rusarchives.ru/news/order_gov477.shtml
http://www.rusarchives.ru/news/order_gov477.shtml

b. EBpormieiickast acconmarusi npodeccuoHadbHbix  cekperapeir  (EAPS—  European
Association of Professional Secretaries)

¢. HarmonanesHoit accormanuu cekperapeii (National Secretaries Association (International)

d. Certified Professional Secretaries (CPS)
Bomnpoc 2

I1o mHenuto cneyuanucmos OAHHOU OP2AHU3AYUU CEKPemapsb 00HCeH «C80000HO neyamamy Ha
08YX UHOCMPAHHLIX SA3bIKAX C PYKONUCU UMU NOO OUKMOBKY, COCMABIAMb MEMOPAHOYMbI,
nucvma, ¢haxkcol u Opyeue OOKYMeHmMbl, pabomams ¢ OMYEmamu MeHeoHCepos, yMemb
npuHUMams u nepedasamsv coobujenus no kanaiam cessu (gaxce, E-mail u m. I1.)»

Br16epute oauH OTBET:

C a. Certified Professional Secretaries (CPS)

b. EBpormeiickas  accormanus mnpodeccuoHanbHbIX  cekperapeit  (EAPS—  European
Association of Professional Secretaries)

C. Hanmonanenas accornumarus opuauiecknx cekperapeid (The National Association of
Legal Secretaries)

d. HanmonanwsHo# acconmariuu cekperapeii (National Secretaries Association (International)
Bomnpoc 3

Ilo unuyuamuee akxmusucmos 3moi accoyuayuu Obll OMKpbim 0OM-npuiom 07 cekpemapell-
nencuonepos, ¢ 1953 2o0a 6 CIIA npu noodepiicke 006ujecmeenHo20 MHEHUs eHce200HO
npoeooumcsa Heoena cexpemaps. Accoyuayus uzdaem ceoui ocypuan «Cexpemapvy (THE

SECRETARY)

Bri6epute ouH OTBET:
a. HarmmonanpHo accormanuu cekperapeit (National Secretaries Association (International)

b. EBpomeiickast acconmanusi mpodeccroHanbHbIX —cekperapeii (EAPS—  European
Association of Professional Secretaries)

c. Certified Professional Secretaries (CPS)

d. HarmonaneHast accommanust ropununueckux cekperapeid (The National Association of
Legal Secretaries)

Bormpoc 4



Oma accoyuayus ¢ 1990x 2. obyuaem cekpemapeil 8biCOKOU K8arupurayuu 0as opuoudecKux
omaoenos, YacmHol HOMAPUAILHOU KOHMOPbL, annapama cyoa uiu RpoKypamypbol

Bri6epute oquH OTBET:

a. Esponeiickas accommarusi  npodeccroHanbHbBIX  cekperapeit  (EAPS—  European
Association of Professional Secretaries)

b. HatnonanbHass accouumanus ropuguueckux cekperapeit (The National Association of
Legal Secretaries)

c. Certified Professional Secretaries (CPS)

d. HarmonanbsHoi#t accormaruu cekperapeii (National Secretaries Association (International)
Bormpoc 5

Coenacno  knaccugpuxayuu  cmynenei  (YposHell)  KApbepHOU  JeCMHUYbL  CeKpemaps
B.I1 lleunosa, smom compyoHux oOeucmeyem no YKA3aHUK pPyKo8oOumess, NpaKmuiecku He
NPUHUMASL CAMOCMOANENbHBIX PeUeHUll

Br16epute oauH OTBET:

a. Cekperapb-niepeBOIUMK

O b. AccucteHT pyKkoBOIUTEIIS
c. CexpeTapb-MalIMHUCTKA
d. Cekperapb-pedepeHT

&

Bomnpoc 6

OcHo8Hble YHKYUU MO0 CeKpemapsi: CamMoCMOSIMENbHOe COCMAGIEHUe NUCeM, KOHMPOIb
ucnoiHeHuss 0OKYMeHmo8 U 3a0aHull, cocmasieHue 2paguka paboueco OHA PYKOBOOUMEs,
0030p u noocomoska uHgopmayuu 01s uegha, no020mosKa u obecneyerue nepe2osopos

BriGepute oquH OTBET:
a. Cekperapb-pedepeHT
b. Cekperapb-niepeBOTIHK
C. ACCHUCTEHT pyKOBOJUTEIS

d. Cekperapb-MaIInHUCTKA



Bormpoc 7

Iloocomoska OanHo20 cOmMpPYOHUKA NpedyCMampueaem noo20mosKy no npoguio @upmol,
CMAascuposKy 3a pyoeicom

Bri6epute oquH OTBET:

~

a. Cexperapb-1epeBoIYnK
o

b. Cekperapb-pedepent
o

. Cekperapb-MalIMHUCTKA
~

d. AccucTeHT PyKOBOIUTEIIS
Bormpoc 8

Cexkpemapb credyiowell Kamezopuu ocywecmeisien. pabomy no noo20moeke 3ace0aHutl u
Cco8ewanull, NpoBOOUMbBIX pPYKOGoOUumenem (coop HeobXOOUMbIX Mamepuanos, OnoseueHue
VUACMHUKO8 O 8peMeHU, Mecme, N08ecmKe OHsl 3ACe0aHUsi UIU COBEUJAHUSL, UX pecUcmpayusl),
gedem u ogpopmsem npomoxoisl

BeiGepute ofuH OTBET:
a. Cekperapp yu4e€HOT0 COBETa
b. Cexperapp Ha pecemnH
c. Corpynuuk call-nentpa

d. Cekperapb-cTeHOrpaducTKa
Bompoc 9

Obbluno eakancus 3mo2o ceKkpemaps OmKpsvleaiom KOMNAaHUuu, 6 O¢MCbl Komopblx nocmynaem
OobULOE KOIUYECmBO meﬂed)OHHblx 360HKO6 Uiu npuxodum MHO20 nocemumenel

Bribepure of1H OTBET:
a. Cekperapb-cTeHOrpaducTka
b. Cekperapp Ha peceriiH
. Cekperappb y4eHOTO COBETa

d. Corpynnuk call-niearpa

Bomnpoc 10



Dmom compyonux paccmampueaem MAamepuaisl, CEA3AHHbIE C 3AWUMOL Ouccepmayul u
NpUCBOeHUeM YYeHbIX 36aHUL; 20MOBUM NPEONONHCEHUs K NIAHAM U30AHUS HAYYHBIX MPYO08,
obecneuugaem ux peyeH3upoganue, a maxdice npogedeHue HayyHvlX KOHpepeHyull, cogeujanull,
CeMUHAapo8, OUCKYCCUll

Br16epute oauH OTBET:
a. Cekperapb yu4eHOTO COBETa
b. Cekperapb-creHorpaducTka
c. Corpynuuk call-nentpa

d. Cekperaph Ha pecerniH
Tect Ned
Bompoc 1

Cnocobrnocmsb 0moenvHoU AULHOCMU npasuibHoO OYeHUmMb CIP0HCUBULYIOCH CUMYAYUIO U NPUHAND
6 C6A3U C omum coomeemcmeyrnulee peuerue, no3eoidruiee OOCMI/IZHymb npakmu4eckozo ujiu
UHO20 3HAYUMO20 pesyibmama - 9mo

BriOepure o11H OTBET:
a. [lpodeccronanusm
b. OcBenomieHHOCTD

. CoxpaHeHue cirykeOHOI TaliHbI

I
d. KommeTeHTHOCTE

Bompoc 2

Ymenue cexpemaps nposgums OuniomamuyHocmv 8 paze080pax NO mene@oHy U JUUHbIX
KOHMAKMax, maxmuyro yumu om 6ecedbl, KOMOpas Moxcem Hanecmu ywepo oeny ¢hupmbi,
deMoHCcmpupyem

Beibepute 01H OTBET:

a. OcBeIOMIIEHHOCTE

b. CoxpaneHnue ciyxeOHO# TailHbI
o

¢. KomneTreHTHOCTH

d. IMpodeccnonanuzm



Bompoc 3

Ykaowcume nuwnee «Ilpu oyenke mpyoa cekpemapeii NpuHamo 6uloensims cledyruyue 0elossle
Kauyecmea: ...»

Bri6epute oquH OTBET:

a. KommyHnukabenbHOCTh

o
b. OTBEeTCTBEHHOCTD
€. OcBeIOMIIEHHOCTD
d. IMpodeccuonanizm

Bormpoc 4

Ymenue 6vicmpo nepexnouamvcsa ¢ 00Ho20 uda pabomel Ha Opyeou, CHOCOOHOCMb
O0OHOBPEMEHHO BbINOJIHSMb HECKONbKO NOPYYEHULL AGNAIOMCS KOMIOHEHMAaMU

BeiGepure oauH OTBeT:
a. CaMOOpraHm30BaHHOCTHU
b. TpymonroGust
c. [Ipodeccuonanuzma

d. YMenus agantupoBatbcs

Bomnpoc 5

Obecneyums c80e8peMeHHOCHb NOO2OMOBKU COBEUlaHUs, Npuemd, 0popmieHuss OOKyMeHma u
m.0. noseousaem

Bri6epute oqun oTBET:
a. TpynomoGue
b. YMenus angantupoBaThCst
c. [Ipogeccuonanuzm

d. CamoopraHn30BaHHOCTb

Bomnpoc 6



Cexkpemapb 002iCeH XOPOUIO OPUEHMUPOBAMbCS 8 BONPOCAX OesiMENbHOCMU, NO KOMOPbIM
pabomaiom e2o pykogooumenvb u npeonpusmue (upma) 8 yeiom, Ovimv 8 Kypce codObimull,
NPOUCXOOAWUX 8 YUpedtcOeHuU (NoOpazoeieHult), 3mo 0eMOHCMpPUpPyem

Br16epute oauH OTBET:
a. KommyHukabenbHOCTh
b. OcBenomieHHOCTD
c. [Ipodeccuonanuzm

d. OTBETCTBEHHOCTh
Bormpoc 7
K nuynocmuviv kavecmeam, Heobxooumvim 6 pabome ceKpemaps, OMHOCAMCA

Bri6epute o1H OTBET:
a. OTBETCTBEHHOCTD
b. CiocobHOCTh K CaMOOOYYEHHIO, COCTOSIHUE 310POBbSI
C. [Ipenannocts pabote u mpodeccun

d. I[TyHKTYyaabHOCTh, HHUIIMATHBHOCTH
Bompoc 8

Bepno nu ymeepowcoenue, kacaroweecs cmeneHu 000podiCeIaMeNbHOCMU COMPYOHUKA: «B
0enosom obOujeHuu cekpemapv 6ce20a O0O0JJICeH Oblmb  20MO8 0KA3AMb MAKCUMATbHOE
cooeticmeue compyoOHUKAM, ROCemMumensm, u noumu, 8 ciyudae HeobXxo0umMoCmu, Ha HeKOMopbvle
JIUYHBIEe Heyoobcmea paou doenaxy?

BeiGepute ofMH OTBET:
a. HE BEPHO
b. cornacen yacTuyHo
C. TaK CHeJIyeT HOCTyrIaTB B UCKIIIOYUTCIIBHBIX CJ'Iy‘-Ia?IX

d. BepHO

Bompoc 9



Kauecmeo ewvinonusemou pabomsi, 6HewHull 6ud, Kyibmypa paboueco mecma ceKpemaps
ABNAIOMCA NOKA3AMENAMU

Bribepure ofuH OTBET:
a. 0JaronpuATHOTO BIEYATIEHUS O CEKpETape
b. muuHOTO KauecTBa COTPYAHUKA - AKKYPATHOCTH
C. IpCeCTUKA OpTraHu3aln

d. TMYHOTrO KayecTBa COTPYAHHUKA - TOOPOCOBECTHOCTH
Bompoc 10

Ilepsocmenennoe 3HaueHue 6 pabome cekpemaps Npu npeocmMasieHuu OOKYMEeHMOos8 U
unpopmayuu 018 NpUHAMUA peuleHull, OP2aHU3aAYUY 6Cmpey U COBeUAHUL UMeem

Bribepure ofuH OTBET:
a. IlyHKTyaIbHOCTB
b. ITpodeccuonanuszm

¢. KommyHukabeapHOCTh
O d. OTBETCTBEHHOCTH
Tect NeS
Bomnpoc 1

Bosmooicno 1w ucnonvzosanue ouxmoghona 0 3anucu KOHQDUOeHYUATbHOU UHGopmayuu,
Hanpumep HA COBEWAHUAX, HA KOMOPLIX 00cCyxcoaemcs uH@opmayus, cooeprcauas
KOMMepUecKyro maumy?

BriOepure o1H OTBET:

a. Bo3aMOXHO € ycCJIOBHEM, YTO YYAaCTHHKH COBEINIAHWH, JODKHBI OBITh TOCTaBIICHBI B
M3BECTHOCTh 00 OCYIIECTBJICHHUU ayAuO3alMCH, a TaKXe O TOM, KaK TUKTO()OHHBIC 3alucu
MIPE/ITIOJIaraeTCsl KCIO0JIb30BaTh B OyAyIieM

b. Kareropuuecku 3anpermmaercs

c. BosmoxHO

d. Pemienne nmpuHUMaeT PyKOBOAUTEIh OPraHU3aINN



&

OYUCTUTH MO BBIOOD

Bomnpoc 2

Cnocob6 nepedauu nucbMeHHOU UHDOpMAYUU C NOMOWDBIO CHEYUAIbHO20 annapamd,
NOOKNIOYEHHO20 K MeNeOHHOU cemu; Mo npoyecc OUCMAHYUOHHOU nepeoadu HenoOBUNHCHbIX
uz00pasxicenuti u mexcma: OOKYMEHMO8 C OYMANXCHBIX JUCMO8 omnpagumeneli Ha OyMajdcHvle
Jucmol nonyuamerneti (MeKcmol, YePMedtCU, pUCYHKU, cXeMbl, POMOCHUMKY U M. N.)

Br16epute oquH OTBET:

a. Tenedponnas cethb

o
b. ®akcumunpHas CBA3b
C. DIEKTPOHHAS 110YTa
d. Pusorpadus

Bompoc 3

Bosmoorcna nu nepedaua ¢ ucnonvsosamuem GaxcumMuibHo20 annapama KOH@OUOEHYUATbHBIX
00KyMeHmog?

BriGepure oauH OTBeT:
a. BoszmoxHa
b. Kareropuuecku 3amperiaercs
¢. Bo3smoxxHa ¢ YCJIOBUEM, YTO U OTHPABUTCIIb U IMMOJIYUATC/Ib HAXOAATCA B KOMHATC OAHH

d. Pemienne mpuHUMaET PyKOBOAUTEIh OpraHU3aInN
Bompoc 4

Coenacho knaccuguxayuu 0en1060u nepenucku U NOJ0HCeHUemM coooueHuti 8 UHHOPMAYUOHHBIX
cucmemax no NPU3HAKY «3A6ePULCHHOCTb UHQGOPMAYUOHHO20 O0OMEHA» NPUHAMO BblOeNanb
nucoma:

Bribepure of1H OTBET:
a. TpeOyrolIe Uiu He TpeOyIole OTBeTa
b. MUCBMO OT MOCTOSHHOTO KOPPECIOH/ICHTA

C. IOCTyNaroumMe U OTIIPABIISICMBIC COO6H.[€HI/I$I


https://newlms.magtu.ru/mod/quiz/attempt.php?attempt=747288&cmid=299482

d. mepBuYHOE, TOBTOPHOE THCHMO
Bormpoc 5

Coenacno knaccugukayuu 0eno8otl nepenucKu o NPU3HAKY «YCmouyu8ocms UHGOPMAYUOHHBIX
cesa3ell» NPUHAMO 8bl10eAMb NUCbMA

Bri6epute oquH OTBET:
a. IOCTYNAIOIIKE U OTHPABIIIEMbIE COOOIICHUS
b. TpeOyromue wiu He TpedyroIIKe OTBETa
C. MUCHMO OT MOCTOSTHHOTO KOPPECIIOHACHTa

d. mepBuYHOE, TOBTOPHOE THCHMO
Bomnpoc 6

Cozenacrno KJZGCCM¢MK61L]MM 0enosoll nepenucku no npusHaxky «yacmomda MH¢OpMaL;MOHHOZO
obmenay npuHAmMo 6b10eIAMb NUCLMA

Bri6epute oquH OTBET:
a. IEPBUYHOE, TOBTOPHOE TUCHMO

b. moctymnaromye 1 otTnpapisieMble COOOICHUS

P
C. TpeOyrolIe Uiu He TpeOyIole OTBeTa

d. MHCBMO OT MOCTOSIHHOTO KOPPECIIOHICHTA
Bomnpoc 7

Ykasxcume eepnyro nocnedosamenvnocmv «Obpabomka nocmynaioujeni.  KoppecnoHOeHYuu

gKatOYAem 6 cebsi: ...»

Bribepure of1H OTBET:

a. COPTUPOBKY JOKYMEHTOB Ul MOCIEAYIOIeH Mepefayd 0 Ha3HAYeHUI0; (PUKCAIUI0
dakTa TOCTYMJIEHUS JOKYMEHTOB, TMPOBEPKY MPABHIBHOCTH JOCTaBKH JIOKYMEHTOB,
[[EJIOCTHOCTA yIMAaKOBKH W  BJIOXKEHHH, KOMIUIEKTHOCTH JOKYMEHTOB (HaJdWuus BCEX

MIPHUIIOKEHU)

b. mpoBepKy NpaBUILHOCTH JAOCTaBKU JOKYMEHTOB, IIEJIOCTHOCTH YITAKOBKM M BJIO)KECHHI,
KOMIUIEKTHOCTH JOKYMEHTOB (HaJIWYMs BCEX MNpPUJIOKEHUH); ¢pukcanuio (akra MOCTYIICHUS
JOKYMEHTOB; COPTUPOBKY JOKYMEHTOB JJIsl TOCIIEAYIOIIEH IIepeiaur 110 Ha3HAYEHUIO



C. pukcanuio ¢akra TMOCTYIUICHHS] JOKYMEHTOB; TIPOBEPKY MPAaBUIBHOCTU JIOCTaBKU
JIOKYMEHTOB, IIEJIOCTHOCTH YIAaKOBKH U BJIOKEHUM, KOMIUIEKTHOCTU IOKYMEHTOB (HAJTU4YHS BCEX
MIPUJIOKEHUI ); COPTHPOBKY IOKYMEHTOB IS MTOCIEAYIOIIEH nepeaadr o Ha3HAYEHUIO

d. copTHpOBKY JTOKYMEHTOB JUIsl TOCJICAYIOMICH Mepeaadyd M0 Ha3HAYCHHIO, MPOBEPKY
MPABWJIBHOCTH JOCTaBKU JIOKYMEHTOB, LEIOCTHOCTH YIIAKOBKM U BIJIOKEHUU, KOMIUIEKTHOCTHU
JOKYMEHTOB (HaJIM4us BCEX MPUIOKEHHH); prkcannio pakTa MoCTyIICHHUS JOKYMEHTOB

Bormpoc 8

Cexpemapu npu nepéuunol o0Opabomke U COPMUPOBKE UMEIOM NPABO  BCKPLIBAMND
KOppecnoHOeHYyuio ¢ NoMemamu

Br16epute oauH OTBET:
a. «KonduaenmuaibHo», «JInano»
b. «/ly1s1 ciy»)eGHOro MoJIb30BaAHUS»
c. «KKoMmepueckas TaitHay

d. «Perucrparusi»
Bomnpoc 9

B cnyuae eciu 6 opeanuzayuio 00HOBPEMEHHO NOCMYNUAU NUCOMA, MenecpamMmbl U
meneghoHocpammyl, 8 nepayro ouepedb 0OpaAdbamvleaOmcs

Bri6epute oquH OTBET:
a. MexxnyropoiHue OTIpaBiIeHUs
b. ITucema
C. TenepoHorpammsr

d. TenerpamMMsI U TesIe()OHOTPAMMEI
Bompoc 10

Ilpu pabome c exoosweii koppecnonoenyuei 6 coomsemcemeuu ¢ I'OCT P 6.30-2003 ommemxka
0 NOCMYNeHUU NPOCMABAAEMCs HA CONPOBOOUMENILHOM NUCLME UL NEPBOM TUCHe OOKYMEHMA

Bribepute ofuH OTBeT:
a. Ha HUYKHEM I10J1€ CIipaBa

b. B mpaBoM BepxHeM yriry



C. B JIEBOM BEPXHEM YTy

d. Ha HMKHEM 110JIE clieBa

Tect Ne6

Bormpoc 1

s opeanuzayuu pabouezo mecma ciedyem yuumsléams ciedyrouue paccmosHus

Bri6epute oquH OTBET:

a. MeXy cToJIamu - 95 cMm.

o
b. mupuHa npoxoa it Tpex yenosek - 110 cm
C. MEXIy CTEHOU U CTOJIOM - 45 cM.
d. MeXxIly OTONUTEIBHBIMU TIPUOOpPAMU M PabOYHM CTOJIOM — 55 cM.
Bormpoc 2

Paccmosnue om anas oo IKpaAHA MOHUmMopa 00IHCHO ObiMb

Br16epute oauH OTBeET:

a. He meuee 70 cM.

C b. e Menee 60 cm.
C. He meHee 80 cm.
d. He menee 50 cM.
Bompoc 3

C mouku 3PEHU IP2OHOMUKU MOHUMOPbL KOMNnblomepa OO0JIICHDL pasmeuamuvcs noo yeaom

Bribepute oauH OTBeT:

C a. 90—115° x okHam
o

b. 90—100° k oxkHaM
-

C. 95—105° k okHaMm
-

d. 90—105° k okHam



Bompoc 4

Cymmaproe epemsi pabomvl 3a GUOCOMEPMUHAIOM 6 MedeHue padoue20 OHs He OONNCHO
npesvluamy

Bri6epute oquH OTBET:

C a.Su.
O b.3u.
O C.6u.
© d. 4.
Bormpoc 5

I'H 2.2.5.1313-03 (' ueuenuueckue Hopmamugwl) pe2iameHmupyom

Br16epute oauH OTBET:

a. [IpenenvHo nomyctumsele koHueHTpauuu (I1JIK) BpenHbix BemiecTB B BO3Jyxe paboueit
30HBI

b. EcrecTtBennoe u HCKYCCTBCHHOC OCBCIICHUC

C. ' urmennueckue Tpe60BaHI/I$I K MUKPOKJIUMATy NpOU3BOJCTBCHHBIX HOMGHIGHI/Iﬁ

P
d. lllym Ha paboumnx mMecTax

Bomnpoc 6
Tepmun s3peonomuxa 6vL1 NPUHAM

Br16epute ofuH OTBeET:

a. B Smoanu B 1940 1.

© b.sCCCPB 1034,

c.s CIIIA B 1920 .
o

d. B BeukoOpuranuu B 1949 r.
Bompoc 7

Oma Hayka 3aHumaemcs usydeHuem u npoexkxmuposaHuem cucmem «HYCIO0BEK-KOJIICKTUBY,
«KoJLlekmue-opraiu3anusiy, «KoJuiekmue-MallilnHa), «4elo06eK-CEThb)


http://ru.wikipedia.org/wiki/%D0%A7%D0%B5%D0%BB%D0%BE%D0%B2%D0%B5%D0%BA
http://ru.wikipedia.org/wiki/%D0%9A%D0%BE%D0%BB%D0%BB%D0%B5%D0%BA%D1%82%D0%B8%D0%B2
http://ru.wikipedia.org/wiki/%D0%9E%D1%80%D0%B3%D0%B0%D0%BD%D0%B8%D0%B7%D0%B0%D1%86%D0%B8%D1%8F
http://ru.wikipedia.org/wiki/%D0%9C%D0%B0%D1%88%D0%B8%D0%BD%D0%B0
http://ru.wikipedia.org/wiki/%D0%A1%D0%BE%D1%86%D0%B8%D0%B0%D0%BB%D1%8C%D0%BD%D0%B0%D1%8F_%D1%81%D0%B5%D1%82%D1%8C

Bri6epute oquH OTBET:
a. MakposproHomuka
b. AnTponorexHuka
C. MiiuspronomMuka

d. Miikpo3proHomuka
Bompoc 8

Cambim 300p06biM C8eMOM OCMAemcs: eCmecmeeHublll - OHegHolU. Ymobbl e2o ucnonv3osams,
2nyOUHa oQhucHvIX nNomewjeHUll He 00NHCHA NPEGbILUANMD

Bri6epute oquH OTBET:

O a.3 M.
© b. 6 m.
O C.5m.
C d. 4 m.
Bompoc 9

Cneyuanucmul cuumaiom, umo npeoenbHblll yposeHs uyma 0Jis 0QUCHOU pabomul

Bribepure ofuH OTBET:

© a. 50 - 60 nermben
-~

b. 150 - 160 neunnben
-~

c. 70 - 80 mermben
-~

d. 170 - 160 geumnben
Bomnpoc 10

Ilo Tpyoosomy xooexcy P® cm. 108 Ilepepuvissl 015 omovixa u numanus. « B meuenue pabouezo
OHsl (CcMeHbl) pabOmMHUKY 00JdiceH Oblmb NpedoCcmasieH nepepvle O0is Omovlxd U NUMAaHUs
APOOOIAHCUMENLHOCTBIO ..., KOMOPbILL 8 pabouee 8pemsi He BKII0UAeMCSL. . »

BriGepute oauH OTBET:

a. He OoJiee Tpex 4acoB U HEe MeHee 45 MUHYT



b. He OGonee nByx yacoB u He MeHee 30 MUHYT
C. He Oonee Tpex yacoB U He MeHee 30 MUHYT

d. He Gosee ABYX yacoB U HEe McHee 20 MUHYT
Tect Ne7
Bompoc 1
Ykaowcume nuwnee: «>Kypnan yuema nocemumeneii npedycmampusaem epagoi ...

Bri6epute oquH OTBET:

d. KOHTpOJIb 3a UCIIOJIHCHHUCM nopyquI/Iﬁ PYKOBOAUTEIIA

-~
b. HaumeHnoBaHue opranu3anuu, moapasaeieHus
C. [laTa u Bpemst npuema (IIOCELICHMSI)
d. IIpenBapuTesbHas TOrOBOPEHHOCTh

Bormpoc 2

Bepno nu ymeepowcoenue: «/leticmeuss 1106020 HAO30pHO20 UNU KOHMPOIUPYIOUE20 OpP2aHd
gce20a O0NIHCHBL HAlIMU C80e ompadcenue Ha bymaze. Imo mMo2ym Oblmb aKmul iU NPOMOKOJIbL
npoeepoK, 006C1e008aHUl, UBAMUL OOKYMEHMO8 UIU 00paA3y08 NPOOYKYUU U M.N.»7

BeiGepute ofMH OTBET:
a. BEpHO
b. cornmacen yactuuHo
C. HE BEPHO

d. aTo TpeboBaHue He 00S3aTEILHO
Bomnpoc 3

Hmeem nu npaeo cekpemapv He NOONUCLIBAMb AKMbl npoeepoK, NPOMOKOJIbl U3BAMUA UTU UHbLE
0OKyM€Hn’Ibl, COCmMAaesJjleHHble nposePAIOWUM OPZGHOM?

Bribepure of1H OTBET:

a. Ja, eCIM YMHOBHHUK OTKa3bIBACTCSA MCIPABATH HCTOYHOCTH B JOKYMEHTEC, C KOTOPBIMH BBI
HE COI'JIaCHBI



b. aTo mpecnenyercs 3akoHOM

C. 3TO HE BXOJUT B €0 0053aHHOCTH

© d. na

Bormpoc 4
IIpu suzume 6 opeanuzayuro YacmMHviM OemMeKmueam 3anpeuaemcs

Bri6epute oquH OTBET:

d. MoJIy4yaTh IpHA COBCPIICHHUH HCIIOJHUTCIIBHBIX HeﬁCTBHﬁ HCO6XOI[I/IMYIO HHQ)OpMaHI/IIO,

OOBSICHEHUS U CIPABKU
b. ycTHBIH onpoc rpaxiaH U JOJKHOCTHBIX JIUI]
C. MICIIOJIb30BATh CICLHATBHBIC CPE/ICTBA U OPYIKHE

d. oCyIIecTBIsATh BHICO-U AyAMO3ANUCh, (POTO-U KUHOCHEMKY B CIIY)KEOHBIX MM HMHBIX
[IOMENICHUAX 0€3 MUCbMEHHOI0 COIJIacHs Ha TO COOTBETCTBYIOLIMX JOKHOCTHBIX MJIM YaCTHBIX
JIULL

Bormpoc 5

Cocmasnenue naana paboueco Omus  pykogooumensi (pexomenoayus 1.FO. Kacvanosoti)
noopaszymesaem 3anoiHenue spaghvi

Br16epute oauH OTBeET:
a. Pe3zepB BpemeHn
b. OcHoBHas undopmarys

C. IIporpamma nHA

C d. Mepsr obecrieueHust

Bompoc 6
Vkaoicume eephbiil nopsi0ok 00KyMeHmanbHo20 0ghopmaeHus: KOMaAHOUPOBKU

Bribepure of1H OTBET:

a.B KaApOBOM JOCJIONPOU3BOACTBC KOMAaHIUPOBKA O(I)OpM.HSICTCSI CJ'IY)K66HLIM 3aaHuCM,
IMPHUKA30M U KOMaHAWPOBOYHBLIM YIOCTOBEPECHHUEM C OTMETKAMHU O BBLIOBITHH



o
b.B kampoBOM JeIOMPOM3BOJACTBE KOMAHAMPOBKA O(GOPMIIIETCS KOMaHIUPOBOYHBIM

YIIOCTOBEPEHHEM C OTMETKaMHU O BBIOBITHH, IPUKA30M, CITyKEOHBIM 33aJaHHEM
-~
Cc. B kagpoBoM nenompou3BOACTBE KOMaHAMPOBKAa O(OpMIISIETCS KOMaHIMPOBOYHBIM
YIIOCTOBEPEHUEM C OTMETKaMHM O BBIOBITHUH, CIIyKEOHBIM 3aJaHUEM, IPUKA30M

d. B kagpoBoM Jen0nmpoM3BOJCTBE KOMAaHIMPOBKA O(OPMIISETCS MPHUKA30M, CIYKEOHBIM
3aJJaHMEM M KOMaHAWPOBOUYHBIM YJOCTOBEPEHHUEM C OTMETKAMH O BBIOBITHH

Bormpoc 7

Jlokymenmanvhoe ogopmieHue KOMAHOUPOBKU NPeOYCMaAmpusaenm COCMAgieHue CrylceOHOuU
3anUCKU 0 KOMAHOUpPOBKe C YKA3aHUeM HeoOXo0uUMblX CYMM, KOMOPYIo HeobXxooumo
npedocmasums 8 Oyxeaimepuro émecme

Br16epute oauH OTBET:

d. Co CJ'IY)K66HBIM 3aJaHUECM

-
b. ¢ KOMaHIUPOBOYHBIM YIOCTOBEPEHUEM
C. C perJIaMeHTOM Ha IPEICTABUTEIILCKUE U TPAHCIIOPTHBIE PACXO/IbI
d. ¢ komuei mprkaza 0 KOMaHIUPOBKE

Bomnpoc 8

Ilpu ookymenmuposanuu KoMaHOUpo8Ku Ouiemovl, cuema omeieu, 4eKu, pecmopanHvle cuemad,
keumanyuu no I CM, apenoe mpancnopma u m.o. A61810mcs 0CHO8AHUEM OJisl COCMABIeHUS

Bri6epute oquH OTBET:
a. pacxoJHO-KaccOBOIro opjaepa
b. oTueTa Mo KOMaHAUPOBKE
C. periiaMeHTa Ha NpPeICTAaBUTEILCKUE U TPAHCIIOPTHBIE PACXObI

d. aBaHCOBOTO OTYETA MO HATMYHBIM OIIATaM
Bomnpoc 9

Cocmasnenue CnuckKka y4acnitHuKoe, d)opmupoeaHue noeecmku OHA AenAromceA
Nn0020MOBUMENbHbIMU IMANAMU K l’lp06’€0€Hu70

Bri6epute ofuH OTBeT:

d. COBECIIIaHUA



b. 3acemanust SKCIEPTHON KOMUCCUU
C. coOpaHus aKIIMOHEPOB

d. xoHpepeHIHH
Bomnpoc 10

Kaxkas ¢hopma npomokona npedocmasgnsem coboii puxcupoganue u paccmMompeHubix 60npocos u
NPUHAMNBIX PeuleHUtl, U BbICIMYNIEHUL YYACMHUKOS, NPO38YYABUIUX HA COBEUWAHUU, BONPOCHI,
PpeniuKu, 3amedanus u m.n.?

Br16epute oauH OTBET:
a. J€TaJIbHBIMA ITPOTOKOJI
b. kpaTkuii
C. IIOJIHBIN

d. crenorpaduueckuii
Tect Ne8
Bompoc 1
yKanClee JuUuwHee. ((HOOZOWIOGK& K nepecosopam eKjirodaem 6 6'66}1

Bribepure ofuH OTBET:

-
a. AHayn3 mpoo6IeMbl

-~
b. ITepBbie KOHTaKTHI ¢ TAPTHEPOM IO TIEPETOBOPAM
C. [InaHupoBaHue NeperoBOpoB
d. [TpoTokoJt poBeACHUSI IEPErOBOPOB

Bomnpoc 2

Bpemennvie opuenmupul 015 opeanuzayuu nepe2osopos

Bribepute ouH OTBeT:

a. MPOJOJDKUTENFHOCTE - 2-2,5 4. Kak mpaBuwino, oHm Ha3HayaroTcs Ha 10 4., ecim
IIPOBOJSATCS BO BTOPOi MOJIOBUHE JHS, TO 3aBEPILIEHUE IIaHUpyeTcs He no3aHee 17.30 - 18 4.



b. mpogomkutensuocts - 1,5-2 4. Kak mnpaBumino, oHM HasHa4daorcs Ha 10 9., ecnm
MIPOBOJATCS] BO BTOPOM MOJIOBUHE JHS, TO 3aBeplleHre IiaHupyercs He nosauee 17.30 - 18 u.

C. IpoJOJDKUTENbHOCTh - 1,5-2,5 4. Kak mnpaBuigo, OHM Ha3HaudalTcs Ha 12 4., ecnu
MPOBOJSATCS] BO BTOPOM MOJIOBUHE AHS, TO 3aBepiieHue mianupyercs B 18.30 - 19 4.

d. npomomkutenbHocTh - 2-2,5 u. Kak mnpaBwio, oHM HasHauyatoTcss Ha 11 4., eciu
MPOBOJISATCS] BO BTOPOM MOJIOBUHE JHS, TO 3aBepIlIeHUE IanupyeTcs He no3auee 18.30 - 19 u.

Bormpoc 3
B cocmase nepezosopnoii epynnel cekpemapu OmMHOCAMCA K 2pynne:

Br16epute oauH OTBET:
a. BCIIOMOT'aTeJIbHOTO MIEpCOoHaa
b. HemocpeACTBEHHBIX YYACTHUKOB [IEPETOBOPOB
C. K OIlepaTUBHOM rpyrme

d. KOMIETEHTHBIX CIEIUATUCTOB, KOHCYJIbTAHTOB, SKCIICPTOB
Bormpoc 4
K xapaxmepucmuxam oenosozo meneghonHoz2o pazeos8opa omuocam ciedyioujue 02paHudeHus:

Br16epute oauH OTBET:

a. TpyOky 3BoHswIero TenedoHa cienyeT CHUMaTh nocie 2 - 3 TyIKoB (He Mo3xke 5-r0),
MIPOIOIDKUTEITBFHOCTH pa3roBopa — 4 MUHYTHI

b. TpyOky 3BoHsmIero TenedoHa cleayeT CHUMATh mocie 3 - 4 TynkoB (He mo3xe 6-ro),
MIPOIOIDKUTEIHLHOCTD Pa3roBopa — 5 MHUHYT

C. TpyOky 3BoHsmIer0 TenedoHa cienyeT CHUMaTh mociie 1 - 2 ryakoB (He mo3xke 4-10),
MPOJOIDKUTEIBHOCT pa3roBopa — 3 MUHYTHI

d. TpyOky 3BoHsimiero teiedoHa cieayeT CHUMATh mocie S5 - 6 ryakoB (He mo3ke 7-T0),

MPOJIOJDKUTEIBHOCTh Pa3roBopa — 6 MHHYT
Bomnpoc 5
Cmpyxkmypa 0enoeozo menegonno2o paszosopa

Bri6epute ofuH OTBeT:



a. BBeJIeHHE CcoOecelHNKa B Kypc Jejia, HalOMHUHAHHWE COJICP)KaHUS TPEIbIIYIIETO
pasroBopa, 00CyXJIeHUE CUTYaIH, 3aKITI0YUTEITFHOE CIIOBO

b. B3aumubIE npeaAcTaBJICHUA, BBCICHUC CO6CCC[[HI/IK3. B KypC Ac€jia, HAIIOMHWHAHUC
COoACpKaHUA NPEABIAYIIETO pa3roBopa, O6CY)KI[€HI/IG CUTyallH, 3aKJIIOYUTEIIBHOC CIIOBO

C. B3aUMHBbIE IIPE/ICTABIICHHUS, BBEJICHUE COOECEAHUKA B KypC Jiela, OOCYKICHUE CUTYalluH,
3aKJIIOYUTENBHOE CII0BO

d. B3aMHBIC TPEICTABICHUS, BBEACHHE COOeCenHMKAa B Kypc Jeja, HallOMHHAaHHUE
COZICpIKaHUs TPEBIIYIIETO Pa3roBopa, 00CYKICHHE CUTYaI[HH

Bormpoc 6
Hokymenmuposanue meneghonHvix cooduenuti noopazymesaem 3anuch

Br16epute oauH OTBET:

a. q)aMI/IJII/II/I, HMCHH, OTYCCTBA U AOJDKHOCTH 3BOHUBIICTO, CYThb COO6HI€HI/I$I; 10 KaKOMYy
HOMCEPY IIEPEC3BOHUTDH
I

b. q)aMI/IJII/II/I, HMCHH, OTYCCTBA W AOJDKHOCTHU 3BOHHMBLICTO, CYTb COO6HI€HI/I$I; 110 KaKoOMy
HOMEPY IIEPE3BOHUTH U KOI'ld, TOYHOI'O BpEMCHU 3alIUCHU COO6H.I€HI/I$I

C. 1aThbl U BPEMEHM 3BOHKA; (haMWJINU, UMEHH, OTUECTBA M JIOJDKHOCTU 3BOHUBIIETO; CYTh
COOOIIIEHNS; IO KAKOMY HOMEpY NEPE3BOHUTH U KOria

d. paMunuu, UMeHH, OTYECTBA U JODKHOCTH 3BOHHMBIIETO; IO KAKOMY HOMEPY MEpE3BOHUTH
H KOrza

Bormpoc 7
Lenv menegponno2o 360HKA, peuieHue pyKO8oOumens u 0elicmeaus cexpemapst QuKcupyromcsi 8
Bribepute ofuH OTBET:

© 4 PKK

b. creHOrpamMme cOOOIICHMS
C. 6okHOTE (KypHAaJIe) TeNe(OHHBIX IEPETOBOPOB OPTraHU3AIIUN

d. xypHase BXOAAIIMX TeJle()OHOrpaMM

Bomnpoc 8



Bepno nu ymeepowcoenue, umo mexcm menegornocpammsbl 3anucvléaemcs cekpemapem 8
CcOOM8emcmayIouyIo epady HcypHana u IuyHo nepeoaemcs pyKkosooumento?

Bri6epute oquH OTBET:
d. COTJIaC€H 4aCTUYHO
b. sTo TpeOoBaHUE HE 00S3aTEIBHO
C. BEpHO

d. He BepHO

Bompoc 9

Cobpanue uneHos opeanuzayuu 0as o00CyHcOeHUss mekywux eonpocos. Dopma pe2yiapHoU
pabomvl KOJLIEKMUBHO20 OP2aHA

Bri6epute oquH OTBET:

O a. Cumnosuym

b. Bacenanue

c. Cosemanue

d. CoOpaHue akImoHEpOB
Bompoc 10

Omom cnocob paccadku Ha KOHGEPEHMHLIX MEPONPUAMUAX ONMUMANLEH Ol NPOGeOeHUs
3aKPLIMbIX MEePONPUAMUL C NPUBLEYeHUEM 02PAHUYEHHO20 YUCAA VYACTHUKOS, CHOCOOCmEyem
€030aHut0 0cobo 008epumenbHoU 00CMAaAHOBKU

Bribepure ofuH OTBET:
a. Kpyrnslii cron

b. ITo nepumeTpy

C c. [1(V)-o0pa3usrii

d. Buzasu

HTOroBLIN TECT

Bompoc 1



Ilo muenuro kakoii opeanuzayuu npogeccuu «COBPeMeHHbll CeKpemapsvy, COOMEemcmayem
cnedyrowee onpeoeienue:

«HHuyuamusnviti U paccyoumenvbHvlli  NOMOWHUK — PYKOBOOUMENs, 001a0arowull  6cemu
nPOGecCUOHATbHBIMU  HABLIKAMU, HE0OX00UMbIMU OJisl  Opeanuzayuu pabomsl 8 oguce,
NPUHUMAIOWULL PeuteHUsl 8 NPeOeiax C8oell KOMNEmeHYUU.

Bri6epute ofuH OTBeT:
a. EBpomeiickoii acconuanuu npoheCCHOHATBHBIX CEKpeTapei
b. MexayHapoaHoro npodeccoHaIbHOTO Kiiyda cekpeTapei

C. Poccuiickoi HallMOHAIBHOW acCOLMALMU CEKpeTapei
Bompoc 2

B epynne aomunucmpamusnvix onepayuii, 6bINOJHAEMbIX CeKpemapem, npuem nocemumeletl,
menegonHble Nepe208opbl, ClLyJceOHble KOMAHOUPOBKU, 008edeHUe peulenuti 00 UCNONHUumeIell
OMHOCUMCSL K

BriOepure ofuH OTBET:
d. KOOpAUHAIIMOHHBIM
b. pactiopsuTenbHBIM ONEpaIsIM

C. CITy)KeOHO-KOMMYHHKATHBHBIM OTIEpPAIHsIM
Bomnpoc 3

B epynne aomunucmpamusHnuix onepayuii, blNOIHAEMbIX CEKpemapem, nposeoerue co8eujanull
U 3ace0anull, Op2aAHU3AYUOHHOE U UHGOpMaYUuoHHOe obecneyeHue Mol OesmenrbHOCMU
PYKOBOOUmEN OMHOCUMCA K

Bribepure ofuH OTBET:
a. KOOpAWHAIIMOHHBIM
b. pacnopsiTuTeNbHBIM ONepaIusamM

C. cITy’kKeOHO-KOMMYHHUKATUBHBIM OMepaIusim
Bomnpoc 4

3asedyrowuil kanyenapuetl (oguc-meneddicep) no OMHOUEHUIO K CeKpemapsam pyKogooumeneu
CMPYKMYPHBIX NOOPA30eeHUll KPYRHOU OP2AHU3AYUL NPOSOOUM

Bribepure ofuH OTBET:



a. KOHTPOJIb BCeX cep eI TeNTbHOCTH
b. MeToMYECKOE PYKOBOJICTBO

C. aIMHHUCTPATUBHOE PYKOBOJICTBO
Bormpoc 5
Ilepevim nuynvim cekpemapem Examepunst || cman

Bri6epute oquH OTBET:

a. A.B. XpanoBuukuii

© b. A.A. Be36opoako
O c. ['.H. Tennos
Bormpoc 6

Bosuuxwasn 6 40-x 2e. XX 6. ¢ CILIA opeanuszayus, enepsvie paspabomasuidas CReyuaibHyo
npocpammy no020mo6KU KearuGuyuposaHHvix ceKpemapcKux pabomuuxkos, 3mo

Bribepure ofuH OTBET:
a. EBponeiickas acconmanus npopeccuoHaIbHbIX CeKpeTapei
b. HarmonanbHas accormanus cekperapeit

C. HanmonanbHas accouuanys FOpUIUYECKUX CEKpeTapen
Bomnpoc 7

Keanugpurayus xaxoti donsxcnocmu, coenacvo B.I1. lletinogy, npedycmampugaem noo2omosKy
no npo@uaio Gupmel U CMANCUpoOsKy 3a pyoexcom?

Bribepute ofuH OTBeT:
a. ACCUCTEHT PYKOBOJUTEIIS
b. cexpeTapp-niepeBo UMK

C. cekpeTapb-pedepeHT
Bomnpoc 8

Coenacno knaccuguxayuu B.I1 Illetiinosa kaxas u3 Hudice NepeyucieHHvlX OOJINCHOCMEU He
npedycmampueaem  GulNOJHEHUe Ul Oelcmseuli no YKA3aHuro  pykosooumens, 0e3
CAMOCMOSIMENbHBIX PeuleHull



BI)I6epI/ITe OJWH HUJIN HECKOJIBKO OTBECTOB:

-
a. cekperapb-pedepeHt
b. cekperapp-marmHUCTKA
C. aCCUCTCHT PYKOBOIUTECIIA
Bompoc 9

Cexkpemaps >moil  Kamezopuu nposooum pabomy no NPOBEOeHUr0 3ACeOaHUll  MAaKux
opeanuzayuu, Kak 006po8obHoe 00beduHenue auy 00HOU npogheccuu

BriGepure oauH OTBeT:
a. CeKpeTapb-CTeHOTpauCTKa
b. cexperaps xomteruu

C. CeKpeTapb yu4eHOIr0 COBETa
Bormpoc 10

Cexpemaps 3moti kame2opuu npo8ooum padomy no n0020mosKe 0OKYMeHMO8, Mamepuanos OJisl
PACCMOMPEHUsT HA 3ACeO0aHUsX NOCMOSAHHO OelCm8yrue2o 8bl00pH020 NpPedCmasumenbHO20
OpeaHoMa 8blcule20 YUeOHO20 3A8e0eHUs, 3AHUMANUIe20Cs peuleHUueM CmpameutiecKux
B80NPOCO6 €20 pa3sumusi

BriGepure ofuH OTBET:
a. cekperapb-cTeHOrpauCcTKa
b. cexperaps yueHoro cosera

C. CeKpeTapb KOJJICTHA
Bomnpoc 11

Kakoti uz Husce nepeyuciennvix 00KyMeHmos He obnadaem @vicuiell npagogoll 3HAUUMOCHIBIO
npu opeanuzayuu pabomul 0e1onpouzsooumens?

Bri6epute ofuH OTBET:
a. denepanbHbIi 3aKk0H «O0 aKIIMOHEPHBIX OOIIECTBAX)
-~

b. [Tonoxenue o GhegepasbHOM apXUBHOM areHTCTBE

C. ®enepanbHbIi 3ak0H «O0 PIEKTPOHHOM TUPPOBO TTOATTHCH



Bormpoc 12

Ykaowcume, umo e6xooum 60 eHympuyupescOeHueckyo pe2iameHmayuro  O0AHCHOCTHBIX
obsA3anHOCmell cekpemaps

BH6€pI/ITC OJJWH HUJIN HECKOJBKO OTBCTOB:

r
d. JOJDKHOCTHAsA MHCTPYKIMA CEKpeTaps, ITonoxxenue o (beIlepaHBHOM APXKWBHOM arc¢HTCTBE

b. HomeHKaTypa e, TOJHKHOCTHAS MHCTPYKIIHS CeKpeTapst

C. Tabenb (hopM TOKYMEHTOB OpPTaHU3AINH
Bormpoc 13
Ipu opeanuzayuu npuema vloensitom ciedyrowue Kame2opuu nocemumereti

Br16epuTe 01H UM HECKOJIBKO OTBETOB:

a. COTpPYJHUKHA CBO€W OpraHu3aluMyd [0 TEKYIIMM BONPOCAM; COTPYAHUKU JAPYTUX
opraHu3anun

b. mocerurenu mo IMYHBIM BOIIPOCAM
C. PYKOBOJISIIIIME pAOOTHUKU OpraHU3aluu

d. KoMaHIUPOBaHHbIE, JCTICTalluH
Bomnpoc 14

Vkaowcume npusnaxu nezaxoHnocmu Oeucmeuii compyoHUKO8 KaK020-1ub0 HAO30PHO20 UNU
KOHMPOIUPYIOWe20 Opeand

Br16epuTe 01H UM HECKOJIBKO OTBETOB:

a. BUBUTCP HE TIPCABIBISACT YIAOCTOBECPCHHS; HE COCTABJIAIOTCS MNPOTOKOJBI IIPOBECPKH H
HU3BATUSA JOKYMCHTOB

b. nokymMeHTBI, oTpakaroiiue GpakT U3BATHS YEr0-ITH00 M3 Bamiero ouca COCTABISIOTCS B
OTCYTCTBHE TMOHSATHIX; B O(HUCE OCTaBISAETCS KOMHUS aKTa M3bATUS COOCTBEHHOCTH Ballei
OpraHM3aluu

N .
C. YETKO HE OOBSICHSICTCS IprUiYrMHa BU3UTA, OTCYTCTBYCT NPCAINNMCAHUC HAa ITPOBCPKY BalllICH

OpTaHu3aIIH
Bomnpoc 15

Henosomy meneghonnomy pazeosopy npedvasiaromcs ciedyroujue mpedo8anus.



Bri6epute oquH OTBET:

a. TpyOKy clielyeT CHHUMaTh He mo3aHee 4 rylka, CKOpocTh peun 145 cioB B MHUHYTY,
JUTUTENFHOCTH - He OoJiee 8 MUH.

b. TpyOky cnemyer cHuMmarh mocie 2-3 Tyaka, CKOpPOCTh pedd 165 CIOB B MHHYTY,
JUTUTENBHOCT - He OoJiee 6 MUH.

C. TpyOKy clleayeT CHUMAaTh He Mo3/aHee 4 TyaKa, CKOPOCTb peud 125 ciIoB B MHHYTY,
JUIMTEIBHOCTE - He OoJiee 10 MuH.

Bomnpoc 16
K obsazamenvuvim snemenmam meieg)oHocpammbl OMHOCAMCSL

Br16epute 01H UM HECKOJIBKO OTBETOB:

-

a. agpecar, pamMuwiHs U Teye(oH JINIA, TPUHSBIIETO Telie(hOHOTpaMMy

b. nata, Homep TeneoHOrpamMmbl; haMUIHK 3aMECTHTENICH ajapecarta Teine(GoHOrpaMMbI

C. BpeMsi mpuemMa Telle)OHOTPaMMBbI; JOJDKHOCTh JIMIA, OT MMEHH KOTOPOIrO IepeaaeTcs
TeneoHOrpamMma

d. HauMeHOBaHUe yupeaeHUs, haMuus U TeraedoH JuIa, epeaaBIiero TeaeGoHorpaMMy
Bomnpoc 17

Tun xongpepenmuozo meponpusimus, cooparue npedcmagumeneil OpeaHu3ayull, 2pynn, napmull,
o0bUecmeeHHbiX 00beOUHeHUll

Br16epute ouH OTBET:
a. cbe3]
b. cobpaHue akiMOHEPOB

C. CUMITO3UYM
Bompoc 18

Kaxaa ¢opma npomokona cosewanus npeononazaem @urkcuposanue 00CYyHCOArOUWUXC
80NPOCO8, hamunuil OOKIAOYUKOE U NPUHAMBIX peuleHUll?

Bribepure of1H OTBET:

a. TIOJTHBIN TPOTOKOJI



b. kpaTkuii mpoToko

C. cTeHOrpadHYeCKuil MPOTOKOI
Bomnpoc 19
Buvibepume eephbitl sapuanm ghpacmenma nosecmku OHs CO8EUJAHUs

BriOepure ouH OTBET:
a. Uroru nestenpHoCcTH 3KcniepTHON kKomuccuu B 2008 r. JJoxnanuuk: Koxanenko B.U.

b. Utorn nesrenbHOCTH 3KCcrepTHOM komuccuu B 2008 r. Jlokmamumk: mpeacematens DK
Koxanenko B.1.

i o

€. O0 urorax nedaTenbHOCTH dKcrepTHOH kKomuccuu B 2008 1. Jloknaguuk: npeacenarens DK
Koxaunenko B.1.
Bompoc 20

Kaxue oeticmsus npu noocomoske u 6edenuu nepe2o8opos AGNAI0MCsL OUUOOUHbIMU?

BLI6epI/ITC OAHH NJIN HECKOJIBKO OTBCTOB:
d. BECHHUEC NICPETOBOPOB HA SA3BIKE HpI/IHI/IMaIOH_Ieﬁ CTOPOHBI

r
b. ne YACIACTCA  OOJDKHOI'O BHHMAHUA IMOATOTOBKE K IIEPEroBopaM, 3aBbIIIACTCHA
KOJUYCCTBCHHBIN COCTaB JACIeraun

C. 32 CTOJIOM IEPEroBOPOB BO3HUKAIOT CIIOPHI BHYTPH ACJICTallun

d. He yUUTBIBAIOTCS OCOOCHHOCTH MEHTATUTETA 3apy0e)KHBIX TApTHEPOB

KonTpoubnas padora

1) CocraBbTe TeneoOHHOE COOOIIEHHE aBTOOTBETYMKA OpraHU3alld, B KOTOpPOH B
HACTOSAIIEE BPEMS ITPOBOAUTCS BAKHOE COBEIIAHHUE.

2) CocraBbTe TeKCT U opopMute TeraehoHorpaMmmy



TEJIEOOHOI'PAMMA

3) [TepeuncnuTe THMUYHBIC HEIOCTATKH B BEJICHUU TeJIe()OHHBIX IIEPETOBOPOB.

4) 3anonHuUB Ta0nMIly, pa3paboTaiiTe TIUIaH W PACKPOWTE OCHOBHOE COJEpXKaHUE
OpraHM3alMK MPE3EHTALMHN KaKOT0-JIN00 MPOIYKTa UITH YCIYTH (PUPMBI.

BapuaHT
CTYyJIEHTa

Jtan

Tewma:
1. Onpenenenne TeMbl MEPOIIPUATHS

2. BpiObop MecTa W BpEeMEHH IPOBEICHHS
(kOoH(epeHI-3a]l OpraHM3alluy WK apeHI0BaHHOE
[OMEIIeHNe, €ro IUIoI@AAb M CIOCO0 paccalku
YYaCTHHUKOB - B 3aBUCUMOCTH OT UX KOJMYECTBA).

3. Ocku3bl 2 (IBYX) IUIaKaToB: Kakue ¢pa3sl U B
COIIPOBOKACHNUN KAaKUX WILTIOCTPAIMI TOMECTHTE.

4. Bun n Maciuta® 060pyioBaHMS M YKpaIICHHS 3aJ1a




(MakeThbl MPOIYKIIMH, CTEH/Ibl, KOMITIO3UIIUU U3 KAKUX|
[IBETOB  [PUEMJIEMBI  JUII  JAHHOTO  Cliydyas,
[IPEyCMOTPEHO JIM CONPOBOXKIAECHUE IEMOHCTPALNH
MU IETYCTaIliu JACBYIIKAMU-MOJIEIISIMU U T. 11.)

5. Ocku3 Oeika, MMEHHOM KapTOYKH COTPYIHUKA
KOMITaHHH, KOTOPBIA BCTPEYaeT TOCTEH.

6. OrmpeneneHue MOKIAMYMKOB MO TeMaM, cOop
TE3UCOB JIOKJIA/IOB.

7. CocraBnenune 0a3pl JaHHBIX IS PACCHUIKY
NpUriamieHuii  (ayJuTopusi, YpOBEHb, CTEIEHb,
BHAYUMOCTH M T.A.). KOHTHHTEHT NpHIIalIeHHbIX
(Kakue OpraHu3aldy NPEACTABISAIOT, PO 3aHSITHI),
KOJIMYECTBO YUYACTHUKOB.

8. [Ipenycmotpeno m MIPUTIIAIICHUE]
BBHICOKOIIOCTABIIEHHBIX TOCTEH.

9. CocTaBiieHue MMpUrjIamcHuAd, PpaCChIIIKA
HpI/IFHaH_ICHI/Iﬁ o Oase JaHHBIX.

10. MakeT npuriacUTEIIbHOTO.

CocraBiieHne IIPEIBAPUTEIIBHOMN CMETBI
MEPOIIPUSTHSL.

[TpuGnu3uTensHO

[louck crnoHcopoB  MepomnpusTHs (B ciydae
HE00X0AMMOCTH), MIOArOTOBKA CIIOHCOPCKHUX
[TaKETOB.

Pexnama Meponpustus B CMMU, Ttemarnyeckux
M31aHMSX, HA CIIEUAIM3UPOBAHHBIX caTax. B kakux
M31aHUSAX MOMeCTUTe MH(OpMaluio (NMEepPEeYUCInTh),
KaKoTo ponaa (pexiiamHOE 00BSBIICHHE,
MH(OpMallMOHHAs CTaThs U T.I1.).

Opranuszanus MIPEABAPUTEIIBHON  perucTpanuy
J1eJIEraToOB, COCTABIICHHUE CIIMCKA.

bponupoBanue roctuHul] no 3asBkaM. (Haspanue
OCTHHHUIIBI, IPUMEPHOE KOJIMYECTBO HOMEPOB).

ApeHsa mnoMmenieHus: (ero IUIOMIaab 3aBHCHUT OT
KOJIMYECTBA AeneraroB). Kakoe momenienue B pamkax|
BaIllero ropo/jia BaM MoAX0IUT, 000CHYMHTE.

[loaroroBka PEKJIIaMHO-TIPE3EHTAMOHHBIX|
MaTteprayioB. [Ipe3eHTalMOHHBIN MAKET BKIIIOYAET B




ceOsi: makeT (WM IUIOTHYIO TamKy), Mamnky Majs
MH(POPMALIMOHHBIX ~ MAaTEpUAIIOB  KOH(EPEHIIHH,
PYUKy, OJIOKHOT Uil 3amuceil. DTH MaTephalibl
MODKHBI ~ OBITh ~ M3TOTOBJIIEHBI € JIOTOTHUIIOM
MeponpusATHs, a B OJOKHOTaxX MOXHO YKa3aTh
[IOBECTKY  JIHS, [EPEUUCIUTh  MapTHEPOB U
CcrloHCOpOB. Takke B MakeT CIOHCOPbl MOTYT
BJIOXKHTH PEKJIAMHbBIC MAaTEpUaJIbl, MUHU-IIPE3ECHTHI.

[IponyMbIBaHWE BapWAHTOB TUTAHUS JICJIETAaTOB.
B03MOXXHO NMpUBJICYCHUE KEUTEPUHTOBBIX KOMITAHUI
ISl OpraHU3allii IPUBETCTBEHHOTO KOode-Opeiika u B
[epepblBe MEXIy 3acedaHusiMu - ¢ypuiera. [lpu
NTOCTMKCHUHM  JIOTOBOPEHHOCTH ¢ Kade  wim
[PECTOpPaHOM, HaXOAIIUMCS BOJIH3H MecTa
[POBEACHUS MEPOIPHUATHS WM B  TOCTHHUIIE,
nerierataM MOTYT BbIIABaThCsl TAJOHBI HA TMUTAHHE
(3aBTpak, 00el1, yKUH).

Koraa, kKakoi TpOJJOIKUTEIEHOCTBIO, B KaKol (opme
Oyner  mpoXoauTh  OOCICHHBIH  TEpepHB U
(buHanpHBI Qypuier nian yxuH. COCTaBUTh MEHIO
(3aKyCKHU ¥ HAIIUTKH).

20. MakeT KyBepTHOI KapThlI.

[lonroToBKka  MPE3EHTALlMOHHOTO U JAPYroro
TeXHUYeCcKoro  obopynoBanust  (kakoe  Oynere
MCcronb30Bath). llpegycMoTpeH 5 B mporpamme
BUICODIITEM W PEKIIaMHBIN POIHK
(IpOIOIKUTETBFHOCTh, OCHOBHOE cojepkaHue). B
yeM OyJaeT COCTOSATh W3IOMHMHKA (KyJIbMHUHALUA
oQUIHaTBEHON YacTH).

Kakne rpaduyeckne Marepuansl — IUIAHUPYETE
MCTIO0JIb30BaTh (CXeMbl, rpaduku, pucynkn)? C Kakoi
LEJIBI0?

MySBIKaJ'ILHOC COIIPOBOKACHUC MMpE3CHTAllU
(KaKOF 0O poda KOJUICKTHUB, YHUCIO YYAaCTHHKOB,
IIPOAOJIKUTCIIBHOCTD BBICTYIIICHUA, penepTyap).

TI/Ipa)KI/IpOBaHI/IC HGO6XO,Z[I/IMBIX MaTCpHraJIOB.
HH(I)OpMElI.[PIOHHBIC MaTcepHralibl, TC3UCHl MOOKJAI0B,
MMPE3CHTAIMU Ha JUCKaX U T.II..

3aKa3 TpaHCIIOPTa W JOCTaBKa JEJIeraToB K MeECTY)
mpoBeAcHUST KoH(pepeHIMu u obpaTHo. K Kkakou




¢upme obOpaTtuTech, mpuemieMas s Bac Mapka
ABTOMOOMJISL, UX KOJINYECTBO.

Opranuzanus 1ocyra. KCKypCcHs JUisi MHOTOPOJHUX
lleneraToB, OpraHU3alUsl KOHIEPTHOW MPOTPAMMBL,
moy u T.I. B yem Oymer 3akimrodarbes
HeoduManbHas, KyJIbTypHasi 4aCTh MEPONPUATHS

3akynka cyBeHUpOB, mnojapkoB. Kakoro pona
[TAHUPYETCS pa3laTOYHBIA M CYyBEHUPHBIM MaTepua
(kakoro cojep>kaHusi OYyKJIeThl W Mpaichl, Kakou
[10/1apUTe CYBEHHUP U C KAKUM U300paKEHUEM).

28. Paszpabotka JIOKYMEHTOB (mMIIIOMOB,
ceptudukaroB) o0 y4acTUH B MPE3CHTAIUU. DCKU3
IIoMa.

[lonroToBka  3aKpbIBAIOIIMX  JOKYMEHTOB  JUIs
[Ipe/CTaBUTENICH  IOPUAWYECKUX JIML  (OpUTHHAI
cueTa, cueT-(paKTypa, aKT BHIIIOJHEHHBIX padoT).

Pa3paboTka  peructpalioHHOM  (QOpMBI  JUId

1IeJIeraToB.
[lonroroBka MH(}OPMaILMOHHBIX MaTepuasoB
KOH(epeHIHH. IIporpamma (permaMeHT)
KOH(epeH1IHH, TE3UCHI JIOKJIaJIOB u

COIIPOBOJIUTENFHBIE MaTepHaibl K HHUM (CXEMBI,
Tabmubsl M T.JA.), (OPMBI HTOTOBBIX pELICHHUH,
QHKETbI, OIIPOCHBIE JIUCTHI.

[lonroToBka  MarepuanoB  NpPE3EHTAlMHU  JUIs
ounmanbHOW NMyOMMKAMU U PACCBUIKU (B CiIydyae
HEOOXOAMMOCTH)  JeneraraM W MpOQUIbHBIM
yupexaeHusM. B Kkakue u3gaHMs OCYILECTBUTHCS
[PACCBUIKA, YKQKUTE CPOKH.

1. TlepedeHb BONPOCOB MO BCEMY KYpCY JUISl TOATOTOBKH K TPOMEXYTOUHOM aTTeCTaIUH.

2. Ponb cekperaps B COBPEMEHHOM YIPABJICHUYECKOM alapare U B CTPYKTYype CIykObI
JOKYMEHTAI[HOHHOTO 00ECTIeYeHHUs yIIPaBICHHSL.

3. Hcropusi cekperapckux CIy:KO B TOPEBOJIONMOHHOW Poccum m B COBETCKOE BpeMms.
Bo3spacranne 3HaueHus1 cekperapckoro oocmyxuBanus B 1990-e rossl.

4. TloaroroBka nmpogeccuoHaIbHBIX cekperapeil B Poccun u 3a pyGexom.

5. JlestenpHOCTh MEXTyHApOIHOM acCOIMAIUN CeKpeTapei.



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,
25.

26.

27.

28.

29.

Kareropum cekperapeii (cekperapb Ha Tele(oOHE, JMYHBIA CEKpeTapb, TEXHUYECCKUUN
CeKpeTapb, CeKpeTapb CTPYKTYPHOTO TMOApa3AeieHHs, CeKpeTapb-pedepeHt, cekperapb
KOJUIETMH, YUEHBIH CeKpeTapsb).

Cekperapuar Kak CHELHAIM3UPOBAaHHAS CIyk0a B CTPYKType ammapara YHpaBJiCHUS.
TurnoBsie CTPYKTYpBI CEKPETAPCKHUX CITYXKO.

OYHKIMM CEeKpeTaps U MX 3aBHUCUMOCTb OT KaTErOPUM CEKPETAPCKOIrO OOCITYKHBaHMUS,
YpOBHSI pYKOBOJUTEISI, HAIIPABICHUN JIEATEIbHOCTH OpraHU3aluy, JOKYMEHTAIHOHHOTO
o0OecrieueHus anmapara YOpPaBJICHUS, CHCTEMbI JEJIONPOU3BOJCTBA, TEXHOJIOTHH
JIOKYMEHTUPOBAHUS.

[MpuHnMmUaneHbie  OTIMYUS  OOS3aHHOCTEH Ccekperaps U cekperaps-pedepeHra,
CEKpeTaps KOJIJIETUH, YYEHOTO CEKpeTapsl.

HopmatuBHO-MeToiMueckass 0aza KBalM(UKAIMOHHBIX TpeOOBaHUK K Tpodeccu.
BryTpuyupexaeHuecKkas periaaMeHTalus JODKHOCTHBIX 00s13aHHOCTEH CeKpeTapsl.
IMopsmoxk u ocoOeHHOCTH pa3pabOTKU JIOJDKHOCTHBIX HMHCTPYKIMH —CeKpeTapei
Pa3IMYHBIX KaTErOpHii.

JIOMKHOCTHOW M YHCJICHHBIA COCTaB MPHEMHON PYKOBOAMTENS, paclpeaeicHue
00s13aHHOCTEH B cekpeTapuarax. J[omKHOCTHOM CTaTyC pyKOBOJUTENSI CEeKpeTapHara.
basoBble  3HaHMS ~ cekpeTaps-pepepeHTa —  KOMIBIOTEP, JIEJIONPOU3BOJICTBO
MAalIHHOINCH, HHOCTPAHHBIH SI3BIK.

[IpodeccrnonansHbic 3HaHUS M HaBBIKUA. KBanudukanmonHeie TpeOOBAaHUS K CEKpeTapsM
Pa3INYHBIX KATETOPHM.

OcHoBHbIE J1eJI0BbIE KadecTBa cekpeTaps. PopMupoBaHre KOMIETEHTHOCTH.
JIM4HOCTHBIE KaueCcTBa, HEOOXOJUMbIE B padOTe CeKpeTaps.

PaGora cekperapss ¢ TeKCTaMH YIPaBICHUECKUX JOKYMEHTOB IIPH COCTaBICHUU
0030pHBIX TOKYMEHTOB (JIOKJIa/I0B, OTYETOB, BBICTYILIEHUH PYKOBOIUTEIS).
OcoGenHocti paboOTBl C BEJOMCTBEHHBIMH W3JaHHUSIMH, MYOIUKAlUSIMU B Tpecce,
CIELMAJIbHOM JINTEpaTypoi.

OYHKIIMKA CEeKpeTapst 1Mo obOecrnedeHnio Oe3omacHoCTH HHGoOpManuu mnpu padbore ¢
JOKYMEHTAMU B TPUEMHOU (IOKYMEHTHPOBAHHE, Yy4YeT JOKYMEHTOB, JBHKCHHE
JOKYMEHTOB, UX XPaHCHHE).

[Tewyats, TUpaKUPOBAHKE U KOTIMPOBAHUE TOKYMEHTOB B paboTe CEKpeTapsl.

[Tpuem u nepenava pakCUMIIBHBIX COOOIIEHUH.

[Tonyuenne w  ormpaBka  KoppecnoHaeHIuu.  [loarotroBka  mocTymuBIIeH
KOPPECTIOHIEHIINH K JIOKJIaly PYKOBOJIUTEITIO.

[Ipouenypa mpenBapUTENILHOTO  PacCMOTPEHHs  JOKyMeHTOB.  Cucremarusanus
KOPpPECHOHIEHIIUU Ha pabodyeM MecTe ceKpeTrapsl.

Benenne nepenucku pyKOBOIUTEIIS.

Opranmsanus pabodyero mMecra cekperapsi, XapakKTepucTuka MeOenu u o0O0pyIoBaHUS,
HEO0OXOIUMBIX TEXHUYECKUX CPEJICTB, KAHIEISIPCKUX MPUHAIIICKHOCTEH, OPTTEXHUKH.
VYcnoBust Tpyna cekperaps (OCBEIIEHHOCTh pabouero mecra, UIyM, TeMmIepaTypa
BO3/1yXa).

Pexxum Tpyna u oTApIXa cekpeTaps.

B3anMocBs3p TOpsiKa TIOINMHMCAaHUS, BU3UPOBAHHS, COTJIACOBAHHS JIOKYMEHTOB B
opranmzal u oOsi3aHHOCTeH cekperaps-pedepenta. KoHTponp 3a KauecTBOM
BBIITYCKAEMbIX JOKYMEHTOB.

Perucrpanust J0KyMeHTOB, KOHTPOJIb U CIIpaBOYHas paboTa.



30.
31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

Cucremaru3anys JOKyMEHTOB U MX XpaHeHHe. J[oCTyI K TOKyMEHTaM CeKpeTapHara.
Opranuzanus paboyero JHs PyKOBOIUTENS, rpaduk HeIeIbHOM paboThl, KOPPEKTUPOBKA
TUTaHOB.

CoortHomenne rpaduka pabOTBl PYKOBOAMTENS U CEKperaps. AHalIU3 UTOTOB
TUTAHUPOBAHMUSL.

Ponb cexperapst B opraHu3aiy KOMaHANPOBOK PyKOBOIUTENS. BrimonHenue mopy4eHuit
PYKOBOAMTEIIS.

Opranuzanus pabOTHl IPUEMHOMN: MpaBUIiIa, OPraHU3alus pabOThI, TOKYMEHTHPOBAHHE;
pErynupoBaHKE ITOTOKA ITOCETHTEIICH, IPUEM M PETHCTPALHS TOCETUTEICH.

OcoOeHHOCTH TIOJTOTOBKHU JETOBBIX BCTPEY M MEPEroBOpPOB pykoBoauTelns. Pazpaborka
COJIepKaTEIIbHOM YacTH TEPErOBOPOB U PEIICHUE OPraHU3alUOHHBIX (TEXHHUYECKHUX )
BOIIPOCOB.

[IpaBuna BeneHus 1emoBOi Oecebl.

Tunel coBemanuii ¥ paBuiia UX MOJArOTOBKH U OpPraHU3aIHH.

JlokyMeHTHpOBaHUE coBeulanuii n 3aceqanuii. [lopsimok cocraBneHus, opOpPMIICHUS H
XpaHeHHst MPOTOoK0I0B. [IpaBuiia opopMIIeHUS BBITUCKU U3 TPOTOKOJIA.

OcoOeHHOCTH OpraHM3allid 3aceJaHWi KOJUICTHAJbHBIX OpraHoB. (OcoOeHHOCTH
JOKYMEHTUPOBAHMS 3aceaHUi ITOCTOSHHO JCUCTBYIOUIMX KOJUICTHAIBHBIX OPIaHOB.
OcoOeHHOCTH OpTraHU3aIMH MTPE3CHTAIHH.

Crennuka ciyxxe0HOr0o TeneoHHOr0 pa3roBopa. JloKyMeHTHpOBaHUE TeleOHHBIX
cooOuienuit, Tenedonorpamma. Tunudapie OMMOKH MPH TeIe(HOHHOM OOLICHHN.



[pniaoxenune 2

OLeHOYHBIE CPEICTBA ISl MPOBEICHUS TPOMEKYTOUYHOM aTTECTAllN

Ilnanupyembie pe3yJbTaThl 00y4eHUs U OlleHOYHbIE CPEACTBA AJ MPOBeAeHUSs MPOMEKYTOYHOM

aTTecTallMu:
Crpyktyp
HBII [Inanupyemblie
JIIEMEHT pe3yabTaThI OneHouHbIE CpeCTBA
KOMIIETEH o0yueHus
1812078

IIK-6 cnoco0HOCTHI0 AHAJM3MPOBATH CUTYAIIMIO HA PbIHKE HHGOPMAIMOHHBIX TPOAYKTOB

H yCIYT, 1aBaTh IKCIHIEPTHYIO OIICHKY COBPEMEHHBIM CUCTEMAM 3JICKTPOHHOI'O
IlOKyMCHTOOﬁOpOTa U BCACHHUSA IJICKTPOHHOI'0 apXuBa

3HaTh

OCHOBHbLE
npasuia noucka
ungopmayuu u
ee
UCNOTL306AHUS
6
npogeccuonanb
HoU
desamenbHOCIU
cekpemapsi

MepeuyeHb BONPOCOB K 3K3aMeHy:

1. Ponnb CEKpeTapsi B COBPEMCHHOM YIIPABJICHYCCKOM ammapare u B
CTPYKTYpC CJ'Iy>K6I>I JOKYMCHTAILIUOHHOT O obecrieueHus YIpaBJICHUA.

2.  MHcropus cekpeTapckux ciayx0 B aopeBoironMoHHOW Poccum u B
coBeTCKOe  Bpems.  Bo3pacranme  3Ha4e€HHA  CEKpPETapCKOTO
obciyxuBanus B 1990-e rompl.

3. IlomrotoBka mpodeccuoHaNbHBIX CcekpeTape B Poccum u 3a
pyoexom. [lesTensHOCTh MexIyHapOoIHOW aCCOIUAIIMN CEKPETapen.

4.  Karteropuu cekperapei (cekperaph Ha TenedoHe, TMUHbIA CeKpeTaph,
TEeXHUYECKHH CEKpeTaph, CEKpeTaph CTPYKTYPHOTO IIOJpa3AeieHHs,
cexkpeTapb-peepeHT, CeKpeTapb KOJUIETHH, YUSHBIH CeKpeTapsb).

5. CexperapuaT Kak CHCIMAIN3UPOBAHHAs CIyxk0a B CTPYKType
armapara yrnpasjieHHs. THIIOBbIE CTPYKTYPhI CEKPETAPCKHUX CITyXkO.

6. DyHKIUHM ceKpeTaps U MX 3aBUCHMOCTH OT KAaTETOPUH CEKPETapCKOTO

O6C.]'Iy>KI/IBaHI/I$[, YPOBHS PYKOBOAWTECIIA, HaHpaBJ’ICHI/II\/'I ACATCIIBHOCTHU

OpraHu3allny, JIOKYMEHTAITMOHHOTO obecrneueHus amnmapara
YIPaBJICHHUSI, CHCTEMBEI JIIIOTIPOU3BOICTBA, TEXHOJIOTUH
JIOKyMEHTHPOBAHUSI.

7. IlpuHIMNUaNbHBIE OTINYUS OOSI3aHHOCTEH CEKpeTapsi U CeKpeTapsi-

pedepenta, cekperapsi KOJUIETUH, YYSHOTO CEKpeTapsi.

TecThI:




CtpykTyp
HBIN

DJIEMEHT
KOMIIETEH
805054

[Inanupyemblie
pe3ybTaThl
o0OyueHus

O11eHOYHBIE CPEICTBA

1. Ilo muenurw Kaxoil opzanusayuu npogheccuu «co8pemeHHblil
ceKkpemapuby, coomeemcmayem ciedyruiee onpeoeienHue:

«Huuyuamuenwtii u paccyoumenbHulii HOMOUHUK PYKOBOOUmeIsl,
obnaoarowuil 6cemu nPohecCuOHaAIbHLIMU HAGLIKAMU, HE0OX00UMBIMU
071 opeanu3ayuu pabomol 6 ohuce, NPUHUMAIOWLUIL PEUIEHUA 8
npeoenax ceoeil KOMNEemenyuuy.

Bri6epute onuH 0TBET:

a. MexayHapomHOTro npodeccnoHaIbHOTo KiIyda cekpeTapeit

b. EBpormeiickoit accounanyu mpodhecCHOHaIbHBIX CEKpeTapei

C. Poccuiickoil HallMOHAIBHOM accouualnuu ceKpeTapen

2. B zpynne aoMuHucCmpamugHsIxX onepayuil, 6bInOHACMbIX
ceKkpemapem, npuem nocemumeneil, meie)OHHbIE HEPE2OBOPL,
CIyIHCceOHble KOMAHOUPOBKU, 008eOeHUE PelieHUTl 00
UcCnoIHumenel OMHOCUMCs K

Bri6epute oauH OTBET:

a. KOOpAMHAIMOHHBIM

b. pacrnopAaaAuTCIbHBIM OIICpausM

C. CIIy’)keOHO-KOMMYHHUKATHBHBIM OTIEPAIHSIM

3. B zpynne aoMuHuCmpamugHsIX onepayuil, 6bInOTHAEMbIX
cekpemapem, npogeodeHue coeeuianuil u 3ace0aHuil,
OpP2AHU3AUUOHHOE U UHPOPMAYUOHHOE 0Decneuenue IMoil
oeamenbHOCmU PyKOBOOUmMena OMHOCUMCA K

Bribepute oauH OTBeT:

d. KOOpJAMHALMOHHBIM

b. ciyxeOHO-KOMMYHHUKATHBHBIM OTIEPAIHIM

C. pacnopsiAUTCIIbHBIM OII€palusIM

3aeedyrowuii kKanyenapuei (oguc-meneodrcep) no OMHOUIEHUIO K




CtpykTyp

HBII [Inanupyemblie
JJIEMEHT pe3ybTaThl OneHouHbIE CPENCTBA
KOMIIETEH o0yueHus
07051
ceKpemapam pyKkoeooumeneil CImpyKmypHusixX noopaszoeienuii KPynHo
opzaHu3ayuu NPOEoOUm
BriGepuTte oauH OTBET:
8. METOIMYECKOE PYKOBOJICTBO
b. KoHTpOIBE Beex chep AeATENbHOCTH
C. aAIMUHHUCTPATUBHOE PYKOBOJCTBO
4.
YMetb npuMeHsamo I[IpakTHyeckoe 3axanue Ne 1
3HAHUA NO
UCnojlb3068aHUIO 1) Ykaxure BH/IbI I[OH)KHOCTGP'I, KOTOPBIC 3aHUMAJIN BBIITY CKHUKN

UCMOYHUKOG 8
npogeccuonanb
Hou
desamenbHOCU
camocmosimens
HbIT NOUCK
ungopmayuu o
pbiHKe
uHgopmayuoHH
bIX NPOOYKMO8
u ycuye ons
npogeccuonano
HOU
OdessmenbHOCU
cexpemapsi

KHEBCKOT0 y4eOHOTO0 3aBEICHUS IS IeTel GOsAp U CTapIIuX
JPYKUHHUKOB B IIEPHO]I ITPABICHUs KHs13s Bragumupa CesrociaBuya
(978 — 1015 r.).

2) [lepeunciuTe MOMKHOCTHBIE O0S3aHHOCTH CITYKUJIBIX JIFOAEH MTPUKA30B
Jlbskos

Cmapwux («cmapbulix») noobsuux

Cpeonux nodvauux («cpeowneil pykuy)

Mnaowux noovsuux

3) Ykaxxute BUIBI JOJDKHOCTEH, KOTOpBIe cornacHo «Tabenu o




CtpykTyp
HBIN

DJIEMEHT
KOMIIETEH
805054

[Inanupyemblie
pe3ybTaThl
o0OyueHus

O11eHOYHBIE CPEICTBA

paHrax....», yrepxaennoi [lerpom | 24 saBaps 1722 r, momy4dann YHHbBI

VI xnacca -

VIl xiacca -

VIII xnacca -

IX xmacca -

X kiacca -

XII kiacca -

X1 kmacca;-

X1V knacca. -

4) Ilepeuncnute TpeOOBaHNUS, IPEABSIBISEMbIE K CEKPETAPCKOMY
pabOTHUKY B COBETCKHH HEPHOA.

5) N300pa3uTe MecTo U poJib CEKpPeTapsi KOMIIAHUHU Ha CXeMe
OpPraHU3alMOHHON CTPYKTYpPBI YIIPaBICHUS

HeOOoIIbIION QUpMEI

6) M300pasute MecTo U poiib cekpeTaps-pedepeHTa reHepaIbHOro
JUPEKTOpa Ha CXEME

OpTaHU3alMOHHON CTPYKTYPHI YIIPABICHUS KPYITHON KOMITAHUH

7) IMonp3ysick cxemoi, mpemioxenHo M.I1. bacakoBpiM, iepednciInTe Ha
KaKue KaTerOpuy COTPYIHUKOB

B OpraHM3alIOHHON CTPYKTYpE KaHLEISPUU CO CTOPOHBI 3aBETYIOIIETO
pacnpocTpassercs

1) AIMAHUCTPATUBHOC NOAYNHCHHUC




CtpykTyp

HBII [Inanupyemblie
JJIEMEHT pe3ybTaThl OneHouHbIE CPENCTBA
KOMIIETEH o0yueHus
07051
2) METOINYEeCKOE PYKOBOJCTBO
8) Ilepeuncanre nesSTETHLHOCTD CEKpETapsl OpraHU3aluy, OTHOCSIIYIOCS K
rpyIe KOOPAUHAIIMOHHBIX OTIepalni,
9) K kakoii rpyrme onepanuii OTHOCATCS 00S3aHHOCTH CEKPeTaps 1o
BEJICHUIO JIEIONPOU3BO/ICTBA, IPUEMY KOPPECTIOHICHIINH, (POPMUPOBAHUU
Jie]l B COOTBETCTBUH C YTBEP)KICHHOW HOMEHKIIATYPOii, o0ecrieueHue ux
COXpPaHHOCTH, [lepeaaya B apXuB U T.4.7
Bnaners | nagvikamu u Kountpoannas padora

Memoouxamu
00606uenus
pe3yrpmamos
camocmosimens
HO020 NOUCK
ungopmayuu o
pbiHKe
uHgopMayUoHH
bIX NPOOYKMO8
u ycnye ons
npogeccuonanb
HoU
desamenbHOCIU
cekpemapsi

1) CocraBbTe Tene(hOHHOE COOOIICHUE aBTOOTBETYMKA OPTaHU3alluH, B
KOTOPOH B HACTOSIIIEE BPEMsI IPOBOIUTCS BAXKHOE COBEIIIAHUE.

2) CocraBbTe TEKCT U 0POPMHTE TeNeHOHOTPAMMY

3) [lepeuncnuTe THTMYHBIE HEJOCTATKN B BEACHUH TeIe(POHHBIX
MIePEroBOPOB.

4) 3aroyiHuB Ta0uIly, pa3paboTalTe IaH U PACKPONTEe OCHOBHOE
COZIep)KaHUE OPTraHM3alMHU MMPE3EHTAIMN KaKOTr0-TH00 MPOIyKTa UK
yCIyTH (QUPMBI.

Oran

1. Onpenenenue TeMbl MEPOIIPUSTHS

2. Be10op MecTa 1 BpeMeHH poBeacHUs (KOH(EPEHII-3al OpraHnu3alliy 1Ty
ApPEHI0OBAaHHOE MTOMEIIIEHUE, €ro TUIOIAAb U CII0CO0 PaccajKu YYaCTHUKOB |
3aBUCHMOCTH OT UX KOJTHUYECTBA).

3. Dckuzvl 2 (06yx) naaxamos. kaKue Qpasvl U 6 CONPOBONCOCHUU KAKUX
ulocmpayuii nomMecmume.

4. Bun u macmta® o00opy1oOBaHHS M YKpaIIeHHs 3aja (MaKeThl MPOIYKIIUH,
CTEH/IbI, KOMIIO3UIIMH U3 KaKHX IIBETOB IPUEMJIEMBI JUUIs JAHHOTO CIIydas,
MPETyCMOTPEHO JIM COMPOBOXKACHNE IEMOHCTPAINH WIIH JeTyCTalluU
MeBYIIKAMUA-MOJAEISIMA U T. TI.)

5. Dckuz betiodca, UMEHHOU KAPMOUKY COMPYOHUKA KOMAAHUU, KOMOPbL
6cmpeuaem 2ocmeii.

6. OmpeeiieHre JOKJIATIUKOB TI0 TeMaM, COOp TE3UCOB JTOKJIAJOB.

7. CocraBnenre 6a3bl TAaHHBIX IS PACCHUIKH MPUTIIANICHIH (ayAUTOPHS,




CtpykTyp
HBIN

OJICMCHT
KOMIICTCH
87858

[Inanupyemblie
pe3ybTaThl
o0OyueHus

O11eHOYHBIE CPEICTBA

YPOBEHB, CTENIEHh 3HAYMMOCTH | T.J.). KOHTHHTEeHT MpUTIalIeHHBIX (KaKue
OpraHU3alMK MPEACTABISIOT, PO 3aHITHI ), KOJTUYECTBO YUYACTHUKOB.

8. Hpe):[}/CMOTpeHO JIKM NIPpUTJIAIICHUEC BBICOKOIIOCTABJICHHBIX I OCTEH.

9. CocraBienue npurjialiCHus, pacCbliIKa HpI/IFJ'IaHICHI/Iﬁ o Oase JaHHBIX.

1.

10. Maxem npuenacumenvroeo.

CocraBieHue HpeI[BapI/ITCJ'II)HOI‘/'I CMCThbI MEPOIIPUATHUA.

[Tpubnm3uTen

Iowck crioHCOPOB MEpONPUATHS (B CIydae HEOOXOIUMOCTH),
MOJrOTOBKA CIIOHCOPCKHUX MaKETOB.

Pexnama meponpusitust B CMU, TemMaTHUeCKUX U3IAHUAX, HA
CHEeNMANIN3UPOBAHHbIX caliTax. B Kakux n3gaHusAX MOMECTHTE
HHPOpMaIUIO (IEPEINCIINTD), KAKOTO poja (peKiIaMHOe 0ObsIBIICHHE,
WH(GOPMAITMOHHAS CTAThA U T.I1.).

Opranuzanus IpeaBapuTeIbHON PETUCTPAIINH ICTIEraToB,
COCTaBJICHUE CIIHMCKA.

BponupoBanue roctunuil 1o 3asskam. (Ha3zBanue roCTUHUIIHI,
MIpUMEPHOE KOJIMYECTBO HOMEPOB).

Apenna omenieHus (ero IIoaab 3aBUCUT OT KOJTUIECTBA
neneratoB). Kakoe momenienne B paMkax Ballero ropojaa BaM
MOJIXOTUT, 00OCHYHTE.

ITonroroBka pekiaMHO-TIPE3€HTAI[IOHHBIX MaTEPHAJIOB.
[Ipe3eHTaMOHHBIN MAaKET BKJIIOYAET B ce0sl: MakeT (MK IUIOTHYIO
Narnky), Nanky A HHPOPMaMOHHBIX MaTepHaIoB KOH(PEPEHINH,
PYUKY, OJIOKHOT JIJIsl 3aIuceid. DTH MaTepuabl JOKHBI ObITh
W3TOTOBJICHBI C JIOTOTUIIOM MEPOTIPHSTHUS, a B OJIOKHOTaX MOXKHO

YKa3aTb NOBECTKY AHA, ICPCUUCINUTD IIAPTHEPOB U CIIOHCOPOB. Taxike

B [TAKET CIIOHCOPBI MOTYT BJIOKUTh PEKJIAMHBIE MAaTEpUaIbl, MUHU-
MIPE3EHTHI.

IIpogyMbIBaHME BapHaHTOB MUTaHUS JieleraToB. Bo3aMokHO
MIpHUBIICYCHNE KEHTEPUHTOBBIX KOMIIAHUHN ISl OPraHu3aIiui
NIPUBETCTBEHHOT0 Ko(he-Opelika 1 B mepephiBe MEKAY 3aceqaHus MY
¢ypuera. [Ipu focTHXKEHUN TOTOBOPEHHOCTH € Kade miu

pECTOpaHOM, HaXOASAIMMUMCS BOJIM3M MecTa IPOBEACHUS MEPOTIPUSTHS

WM B TOCTUHHIIE, JieTieraTaM MOTYT BbIJIaBaThCsl TAJIOHBI Ha TTUTAHKE
(3aBTpak, obex, yKuH).

Korna, kakoi mpoao/KUTEIbHOCTBIO, B Kakoi opme OyieT

IPOXOAUTH O6CQ€HHLII7[ HEPEPLIB U (1)HHaJ'ILHBII>i (I)![)H_ICT HIIH !)KI/IH




CtpykTyp
HBIN

DJIEMEHT
KOMIIETEH
805054

[Inanupyemblie
pe3ybTaThl
o0OyueHus

O11eHOYHBIE CPEICTBA

CocTaBUTh MEHIO (3aKyCKH F HAITUTKH).

20. Maxem xysepmmoil kapmol.

[ToaroroBka Npe3eHTAOHHOTO U APYTOro TEXHUIECKOTO
o0opynoBaHus (kakoe OyzaeTe cnonb3oBaTh). [IpeaycMoTpeH i B
nporpamMMe BUACO(GHIEM HIIH PEKJIAMHBIN POJIHK
(TIpOIOIKUTEIHLHOCTL, OCHOBHOE cojiepkanue). B yem Oynet cocto
M3IOMUHKA (KyJTbMHUHALHUS OQUIAATEHON YaCTH).

1Th

Kaxkue rpadudeckre MaTepransl INIAHUPYETE UCTIONB30BATh (CXEME
rpaduku, pucyHkn)? C Kakoii nenpio?

=
-

My3bIKaJIbHOE COIPOBOXKICHUE NIPE3EHTAMHU (KaKOro poaa
KOJUJIEKTUB, YUCJIO YYACTHUKOB, MPOIOJIKUTEIHHOCTD BBICTYIIIICHHS

penepryap).

TupaxupoBanue HeoOXOAUMBIX MaTepuaioB. HdopmanronHbie
MaTepHabl, TE3UCHI TOKIIAI0B, IPE3CHTANY Ha TUCKaX U T.II..

3aka3 TpaHCIOPTa U JOCTABKA JEJIETaTOB K MECTY MPOBEACHHUS
koH(epeHuuu u oopatHo. K kakoit pupme odOpaTutecs, nmpuemiiema
JUTS BaC Mapka aBTOMOOMIIS, UX KOJIMYECTBO.

)

Opranmzanus 1ocyra. DKCKypCus Il HHOTOPOIHUX JEJIeraToB,
OpraHusalys KOHIEPTHON MPOrpaMMBI, IOy | T.1. B uem Oyaer
3aKIII0YATHCS HeO(DUITMATTbHAS, Ky IbTYPHAs YacTh MEPOTIPUATHS

3akynka CyBeHHPOB, ojapkoB. Kakoro pona mianupyercs
pa3IaTOYHbIA U CYBEHUPHBIN MaTepHal (KaKoro COepKaHus OyKII
U TIPaiichl, KaKOW MOJAPUTE CYBEHUP U C KAKHM U300paKEHUEM).

PThI

28. PazpaboTka TOKyMEHTOB (IMIIJIOMOB, CEPTU(UKATOB) 00
YYacTHH B MPEe3EHTANNN. DCKU3 OUNIOMA.

[MoxroroBka 3aKphIBaIONIUX JOKYMEHTOB JIJISl IPEACTaBUTENICH
OPUIMYECKUX JIHII (OPUTHUHAI CcYeTa, cueT-(pakTypa, aKkT
BBITIOJTHEHHBIX padoT).

PazpaboTka peructpaiioHHOM (HOPMBI TSI JETIETaTOB.

[MoaroroBka HHPOPMALIMOHHBIX MATEPUATIOB KOHPEPEHIIUH.
[IporpaMma (periiaMeHT) KOH(pEpPEHIINH, TE3UCH JOKIIAI0B U
COTIPOBOJUTENHHBIE MAaTEPHABI K HUM (CXEMBI, TAOIHIIBI U T.1I.),
(opMBI UTOIOBBIX PEIICHUH, AHKETHI, OIIPOCHBIE JIUCTHI.




CtpykTyp
HBIN

DJIEMEHT
KOMIIETEH
805054

[Inanupyemblie
pe3ybTaThl
o0OyueHus

O11eHOYHBIE CPEICTBA

1. TloaroToBka MaTEpHAIOB MPE3CHTAIMH IS ODHUITHATEHOMN
myOIMKAIVK U PACChUIKY (B CIy4ae HEOOXOIMMOCTH) JeiieraraM 1
PO UIBLHBIM YUPEXJACHUSIM. B kakue n3jjanus ocyniecTBUTHCS
pacchiiKa, YKOKUTE CPOKH.

IIK-20 cioco0HOCTHIO HCMOJIb30BATH MPABMIIA OPTAHM3AIMM BCEX ITANOB PadOTHI ¢ JOKYMEHTaMH,

B TOM YHUCJI€ apPXUBHBIMH JOKYMEHTAMHU

3HaTe

npasuna
opaanusayuu
pabomul ¢
apXuGHbLIMU
O0OKyMeHmamu 6
OdessmenbHOCIU
cexpemaps

MepeuyeHb BONPOCOB K 3K3aMeHy:

8.  HopmartuBHO-mMeTonmueckas 6a3a KBaTU(PHUKAIMOHHBIX TPEOOBAaHUH K
npodeccun. BHyTpuydpekaeHueckasi periiaMeHTalusl JODKHOCTHBIX
00s13aHHOCTEH ceKkpeTapsl.

9. Tlopsmok M 0COOEHHOCTH Pa3paldOTKU OJKHOCTHBIX HHCTPYKITHHA
CeKpeTrapeil pa3InYHbIX KATerOpHi.

10. JIoKHOCTHOM M YHUCIEHHBIH COCTaB IPUEMHOH PYKOBOIMTEIS,
pacnpenenenne o0s3aHHOCTEH B cekpeTapuarax. JlOJDKHOCTHOH cTaTyc
PYKOBOJUTEINS CEKpETapHaTa.

11. basoBele  3HaHWS  ceKpeTapsa-pedepeHTa —  KOMIBIOTED,

JACIOIMPOU3BOACTBO MAIIMHOIINUCH, I/IHOCTpaHHHﬁ SI3BIK.

12. TlpodeccuonanpHble 3HaHUST M HaBBIKM. KBanu(ukanuoHHBIE
TpeOOBaHUS K CEKPETapsIM Pa3IMUHBIX KaTETOPHIA.

13. OcHoBHBIE  JenOBBIE  KauecTBa  cekperaps.  DopMupoBaHue

KOMIICTCHTHOCTH.

14. JIuyHOCTHBIE KauecTBa, HEOOXOAUMBIEC B paboTe cekpeTapsl.

TecThl:

ITepsvim nuunvim cexkpemapem Examepunst |1 cman

Bribepute oauH OTBeT:

C a. A.B. Xpanosurkuit
=

b. A.A. Be3bopoako
-

c.I''H. Temos




CtpykTyp

HBII [Inanupyemblie
JJIEMEHT pe3yIbTaThI OrneHOYHBIE CpeCTBA
KOMIIETEH o0yueHus
1017078
Bosnukwan 6 40-x z2. XX 6. ¢ CIIIA opzanu3ayus, énepevie
paspadomasuian cneyuaibHyo npozpammy no020moeKu
K8anuuuyupoeannuvix ceKpemapckux padomHuKos, 3mo
Bribepute oauH OTBeT:
a. HanmonaneHas acconmanusi cekperapei
b. HanmonansHast accorparust FOpUaINYECKUX CeKpeTapeit
c. EBponeiickas accounanus npodeccHoHATBHBIX CEKpeTapeit
Keanughurxayusa kaxoit oonxycnocmu, cocnacuo B.I1. Illeiinogy,
npedycmampueaem no020moeKy no npogunio upmsl u CHAdCUPOBKy
3a pybexcom?
BriGepute onuH OTBET:
-
8. aCCHCTEHT PYKOBOIUTEIS
=
b. cexperapr-tiepeBo UMK
C. cekperapb-peepeHT
Coznacno knaccupukayuu B.11. Illeitnosa kakas u3 nudice
nepeuuciIeHHbIX 00NHCHOCEll He PedyCMampueaem 6blnoIHeHue
AU Oelicmeuil no YKA3anulo pyKoeooumens, 6e3 camocmoameabHblx
peuieHuil
Bribepute onuH UM HECKOIBKO OTBETOB:
a. aCCHCTEHT PYKOBOJIUTEIS
b. cexperapb-mammHHCTKA
C. cekperapb-pedepeHT
YMmeTh omoupams IIpakTnyeckoe 3aganue Ne 1
HEoOX00UMYH0
ungopmayuro 1) Yxaxkute BUIBI JOKHOCTEH, KOTOPBIE 3aHUMAJIH BBIITYCKHUKH
ons KHEBCKOro y4yeOHOTO 3aBeICHUs ISl AeTel 00sp U cTapIIuX

opzarusayuu

IpY>KHHHUKOB B TIEpHO/JT TIpaBJieHNs KHs3s Bragumupa CearocnaBuda




CtpykTyp

HBII [Inanupyemblie
JNIEMEHT pe3yIbTaThI OueHouHBIE CpeCTBa
KOMIIETEH o0yueHus
1817078
pabomoi ¢ (978 — 1015 rr.).
O0OKyMeHmamu 6
oesmenvrocmu | 1.
cexpemapsi
2.
3.
4.

2) [lepeuuncnure TOIAKHOCTHBIE 00S3aHHOCTH CITY)KUIIBIX JIFOJICH TIPUKA30B
Hovsikos

Cmapuiux («cmapuix») noObAYUX

Cpeonux nodvsuux («cpeoHetl pyKuy)

Mnaowux noovsyux

3) Ykaxwurte BUABI IOJDKHOCTEH, KOTOpBIe cornacHo «Tabemn o
paHrax....», yrBepxaennoi [lerpom | 24 saBaps 1722 r, momydanu YHHbI

VI xnacca -

VIl xiacca -

VI xnacca -

IX xmacca -

X kiaccea -

Xl xmacca -

X1l xknacca;-




CtpykTyp
HBIN

OJICMCHT
KOMIICTCH
87858

[Inanupyemblie
pe3ybTaThl
o0OyueHus

O11eHOYHBIE CPEICTBA

X1V kiacca. -

4) Iepeuncnute TpeOOBaHNUS, IPEABSIBISEMBIE K CEKPETAPCKOMY
pabOTHUKY B COBETCKHI IEPHO.

5) N306pa3uTe MecTo U pOIIb CEKpeTapsi KOMIIAHUH Ha CXeMe
OpraHM3aIlMOHHON CTPYKTYPHI YIIPABICHUS

HEOOJBIION GUPMBI

6) M300pasute MecTo U poiib cekpeTapsi-pedepeHTa reHepaIbHOro
JMPEKTOpa Ha CXeMe

OpPraHU3allMOHHON CTPYKTYpPBI YIIPABJICHUS KPYITHOM KOMIIaHUU

7) [ome3ysichk cxemoi, mpeanoxkeHHor M.II. bacakoBeiM, IepeuncianTe Ha
KaKHe KaTerOpuy COTPYIHUKOB

B OpraHM3aIMOHHON CTPYKTYpPE KaHILIEISPUU CO CTOPOHBI 3aBEIYIOIIET0
pacnpocTpaHsercs

1) aTMUHUCTPATUBHOE TTOTYNHEHNE

2) METOJUIECKOE PYKOBOJICTBO

8) Ilepeuncaure 1esSTETLHOCTD CEKpETapsl OpraHu3alliy, OTHOCSIILYIOCS K
rpymnne KOOpAMHALMOHHBIX ONeparyi,

9) K kaxoii Tpymrie onepanyii OTHOCATCS 0053aHHOCTH CEKpeTapsl 1Mo
BEJICHUIO JIETIOMPOU3BOJICTBA, IPUEMY KOPPECTIOHACHITNH, ((OpMHUPOBaHUN
JIeT B COOTBETCTBUH C YTBEPKJICHHONH HOMEHKIIATYPOH, obecreueHne ux
COXPaHHOCTH, Nlepeiaya B apXuB U T.1.7

Bnanets

HAaBbIKAMU
oopmnenus
GHYMPEHHUX
HOPMAMUGHbIX
0OKYyMEHmMO8
ons

KonTtpoasnas padora

1) CocraBbTe TeneOHHOE COOOIICHNE aBTOOTBETUNKA OPTaHU3aIHH, B
KOTOPOW B HACTOSIIIEE BPeMsl IPOBOAMUTCS BXKHOE COBEIIIAHNE.




CtpykTyp

HBII [Inanupyemblie
JJIEMEHT pe3yabTaThI Or1ieHOYHbBIE CpeJICTBA
KOMIIETEH o0OyueHus
11104
pPabomHuKo8 2) CoctaBbTe TEKCT B 0opMHTE TenehOHOTPAMMY
cexpemapuama
1O XPaHeHUuIo 3)  IlepeuncnuTe TUHMWYIHBIC HETOCTATKH B BEACHUH TeIC(POHHBIX
uHgopmayuu - | IEPEroBOpoB.
cocmaenenue

0OKYMEHmMOos ¢
HeKOmopbiMu
3amMeuaHusMu

4) 3amoHUB TabIUIYY, pa3paboTaifTe TUTaH U PaCKpOHTEe OCHOBHOE
coJiepyKaHUE OpraHU3alMK MTPE3CHTALNN KaKOTO-THOO0 MPOTyKTa WU

yCIyTe UPMBL.

Oran

1. Onpenenenne TeMbl MEPOIIPUITHS

2. Be1bop MecTta u BpeMeHH IpoBeieHNs (KOH(EpEeHII-3a]1 OpraHnu3alluH HITY
ApeHI0BaHHOE ITOMEILEHHE, €To0 IUIOLIAb U COCO0 Paccaaky YJaCTHUKOB 1
3aBUCHMOCTH OT UX KOJMYECTBA).

3. Dckuzvl 2 (08yx) niakamog: KaxKue Gpasvl U 6 CONPOBOHNCOSHUU KAKUX
ulocmpayuii nomMecmume.

4. Bug 1 macitad 000pyJJ0oBaHHS U YKpalIeHHUs 3a1a (MaKeThl MPOAYKIHH,
CTEH/IbI, KOMIIO3UIIMU U3 KaKUX IIBETOB IPUEMJIEMBI JIJIsl TAHHOTO CITydas,
[PEIyCMOTPEHO JIM CONPOBOXKICHNE IEMOHCTPALMU WM ACTYCTaluN
MeBYIIKaMU-MOJEJIAMU U T. 11.)

5. Dcxusz betiodica, UMEHHOU KapmodKu COMPYOHUKA KOMNAHUU, KOMOPbII
scmpeuaem cocmeil.

6. OnpesieneHue TOKIATIMKOB IO TeEMaM, COOp TE3UCOB TOKIAJIOB.

7. CocraBiieHre 06a3bl JaHHBIX JUIS PACCBUIKH MIPUTTIALICHUH (ayIUTOpus,
YPOBEHB, CTENIEHb 3HAUMMOCTH | T.J.). KOHTHHT€HT NpUTialeHHbIX (KaKue
OpraHU3alMU IPEICTABISAIOT, PO 3aHATHH ), KOJTMYECTBO YUACTHHUKOB.

8. HpeZ[YCMOTpeHO JIM TIPpUTJIAIICHUE BBICOKOIIOCTABJIICHHBIX rocTeil.

9. CocraBienue pUrjIaliCHus, pacCbliIKa HpI/IFJ'IaH_IeHI/Iﬁ mo Oase JaHHBIX.

2. 10. Maxem npuenacumenvroeo.

2. CocraBlieHHE TIPEIBAPUTEILHON CMETHI MEPOTIPUSITHS.

2. Tlouck crioHCOPOB MepoIpusTHs (B clydae HEOOXOIHMMOCTH),
MOJITOTOBKA CIIOHCOPCKUX ITaKETOB.

2. Pexnama meponpusitust B CMU, TemaTnueckux M3aHusX, Ha
CIENMANTN3UPOBAHHBIX caliTax. B KakuX U3JaHUSX TOMECTHTE
UHPOpMaLUIo (IEPEUNCINTD), KAKOTO poja (peKIaMHOe 0ObSBICHY
WHPOPMAaLMOHHASI CTATHS U T.II.).




CtpykTyp
HBIN

DJIEMEHT
KOMIIETEH
805054

[Inanupyemblie
pe3ybTaThl
o0OyueHus

O11eHOYHBIE CPEICTBA

Opranuszanus npeaBapuTe-HON PETUCTPAIINH JIEJIETaToB,
COCTaBJICHHE CITHCKA.

BponnpoBanue roctunuil no 3asBkam. (Ha3Banue roctuHUIIEL,
MPUMEPHOE KOJITMYECTBO HOMEPOB).

Apenza moMeneHus (ero IIOMaab 3aBUCUT OT KOJINYECTBA
neneratoB). Kakoe moMenenue B paMkax Ballero ropojia BaMm
MOJIXOIUT, 00OCHYHTE.

[ToaroroBka peKIaMHO-IPE3CHTALMOHHBIX MaTEPHUATIOB.
[Ipe3eHTallMOHHBIN MAKET BKIIIOYACT B CeOsI: MakeT (MK IJIOTHYIO
TMATKY ), TanKy i1 HHGOPMAIIMOHHBIX MaTepruaIoB KOH(pEPEHITNH,
PYUKY, OJIOKHOT [JIs 3aruceid. DTH MaTepuabl JOJKHBI ObITh
W3TOTOBJICHBI C IOTOTUIIOM MEPOTIPHSTHUS, a B OJIOKHOTaX MOXKHO

YKa3aTb NOBECTKY AHA, ICPECUNCIUTD IIAPTHEPOB U CIIOHCOPOB. Taxkjke

B [IAKET CIIOHCOPBI MOT'YT BIIOKUTh PEKIIAMHBIE MATEpUaIIbl, MUHU-
IIPE3EHTHI.

[IponymbIBaHME BapUAHTOB MUTAHUS AeeratoB. Bo3amMoxHO
NPUBJICUYCHNE KEUTEPUHTOBBIX KOMIIAHHUH JUIsl OpraHU3aLUH
MIPUBETCTBEHHOTO Ko(he-Opelika 1 B epephiBe MEKIY 3aceaHusIMH
¢ypurera. [Ipu 1oCcTHKEHNH OTOBOPEHHOCTH C Kade Win

pecTopaHOM, HaXOAAIMMCs BOJIN3U MECTa MPOBECHUS] MEPOIIPUST
WM B TOCTUHHIIE, JieTieraTaM MOTYT BbIJIaBaThCsl TAJIOHBI HA TTUTaH}K
(3aBTpak, obem, yKUH).

15524
i<

Korna, kakoit mpoJo/DKUTEIBHOCTBIO, B Kakoi opme OyieT
MPOXOJIUTH 00/ ICHHBIH MepepbIB U GUHAIBHBIA (QYPILIET WK YKUH
CocTaBHUTh MEHIO (3aKyCKH M HAITUTKH).

20. Maxem xysepmmoii Kapmol.

[ToaroToBKa Mpe3eHTAMOHHOTO U IPYTOr0 TEXHUYECKOTO
obopynoBaHus (kakoe OyzeTe UCTIOIB30BaTh). [IpexycmMoTpeH u B
nporpamMmMe BUACO(UIEM HIIN PEKJIAMHBINA POJIHUK
(IPOIOIKUTENBHOCTE, OCHOBHOE coziepkanue). B uem Oyner cocto
M3IOMHHKA (KyJIbMUAHAIHS O(UITHAIBHON YacT).

ITh

Kakue rpadudeckne MaTepuaisl INIAHUPYETE UCIIOIB30BaTh (CXEMH
rpadukn, pucyakn)? C Kakoi menpo?

=
-

My3BIKaJ'II)HOG COIMPOBOXJACHHUC NPC3CHTAIIUN (KaKOFO poaa
KOJUICKTHUB, YUCJIO YYaCTHUKOB, IPOAOJDKUTCIBHOCTL BBICTYIIJICHUS

pemnepTyap).

TI/Ipa)KI/IDOBaHI/IC HCO6XO,I[I/IMBIX MaTCpPHAJIOB. I/IH(bO'pMa]_[I/IOHHLIC




CtpykTyp
HBIN

DJIEMEHT
KOMIIETEH
805054

[Inanupyemblie
pe3ybTaThl
o0OyueHus

O11eHOYHBIE CPEICTBA

Mar€pualibl, TE3NCHI JOKJIAA0B, IIPE3CHTAIUN HA JUCKaX U T.II..

3aka3 TpaHCIIOPTa U JOCTABKA JIETIEraTOB K MECTY MPOBEJICHUS
koH(pepennnn 1 oOpatHO. K Kakoit pupme oOpaTnuTech, mpreMiema
JUTSL BAC MapKa aBTOMOOWIIS, MX KOJIMYECTBO.

Opranunzanus gocyra. DKCKypcHst Uil HHOTOPOIHUX JIeJIeraToB,
opraHuszalus KOHIEPTHON MPOrpaMMEl, IOy | T.I. B uem Oyner
3aKII04aThCsl Heo(UIMaIbHasl, KYIbTypHas YaCTh MEPOTIPUSITHS

3aKkyIKka CyBEHHPOB, oJapkoB. Kakoro poaa mianupyercs
pa3maTOYHBIN U CYBEHUPHBIM MaTepral (KaKoro coJep KaHus OyKIIg
U TIpaichl, KaKOW MOAAPUTE CYBEHUD U C KAKUM H300paKEHUEM).

PThI

28. Pa3paboTka JOKYMEHTOB (JIMILJIOMOB, cepTH(PHUKATOB) 00
y4YacTHH B MIPE3EHTAIMU. DCKU3 OUNIOMA.

[MoaroroBka 3aKphIBAIONINX TOKYMEHTOB ISl IPEICTAaBUTENCH
IOPUINYECKUX JIMI (OpUTHUHAJ c4eTa, cueT-(pakTypa, aKkT
BEITIOJTHEHHBIX PadoT).

PazpaboTka peructpaiioHHOM (HOPMBI TS JIETIETaTOB.

IToaroroBka MHGOPMALMOHHBIX MAaTEPHATIOB KOH()EPEHIHUH.
[IporpaMMa (periiaMeHT) KOHQEpPEHIINH, TE3UCHI TOKIIAI0B 1
COIIPOBOJIUTEIbHBIE MAaTEPUANIbI K HUM (CXEMBI, TAOJIHULBI U T.1.),
(OpMBI HTOTOBBIX PEILICHUH, AHKETHI, OPOCHBIE JIUCTEHI.

[MoxroroBka MaTepuaoB MPEe3eHTAINHU 1Jis1 OQUIIMATBHOMI
MyOIMKAINK U PACCHUIKY (B ClIydae HEOOXOUMOCTH) JiesierataM u
npo(UIBHBIM YUpexXIeHUsIM. B Kakue u31aHus OCyIIEeCTBUTHCS
pacchuIKa, YKaXKHTE CPOKH.

IIK-26 BiaanenneM HaBbIKaMU 00pa0OTKH JOKYMEHTOB Ha BCeX ITANax JOKYMEHT0000poTa,

CUCTEMATHU3AIIUHA, COCTABJICHUA HOMCHKJIATYPDI J1€/1

3HaTh

mpebogarus K
obpabomxe
0OKYMEeHmMOo8 U
OCHOBHbLE
npaeuna
IKCHepmu3bl
yenHocmu
0OKYMEHmMOo8 8
pabome
cexpemapsi - Ha

15.

16.

17.

MepeueHb BONPOCOB K 3K3aMeHy:

PaboTa cekperapss ¢ TEKCTaMU YIPABICHYECKUX ITOKYMEHTOB IPH
COCTaBJIICHHM  OO30pHBIX  JOKyMEHTOB  (ZOKJIJOB,  OTYETOB,
BBICTYIUIEHUH PyKOBOJIUTES).

Ocobennocta paboThI C BEIOMCTBEHHBIMU A3IaHUSIMH,
yOJIMKAIMSIMU B IIPECcCe, CTICIHAIBHON TUTepaTypoi.

OyHKIIUU ceKpeTaps MO0 O0ECIEYCHHI0 0e30MacHOCTH MH(pOpMaIuu
npu paboTe C JOKyMEHTaMH B MPUEMHOW (IOKYMEHTHPOBAHKE, YIeT




CtpykTyp

HBII [Inanupyemblie
3JIEMEHT pe3yabTaThl O11eHOYHBIE CPEICTBA
KOMIICTCH o0OyueHus
1197174
docmamouHom JIOKYMEHTOB, IBHKEHHE JOKYMEHTOB, UX XpaHEHHE).
ypogHe He
wenee 3 18. TleuaTh, THpaXHMpOBAaHWUE M KOMHMPOBAaHHE JOKYMEHTOB B paboTe

ceKkpeTapsi.
19. TIlpuem un nepenaya GpaKCUMHIBHBIX COOOIIEHHH.

20. Tlomyuyenme w  OTHOpaBKa  KoppecmoHneHIwmH.  [loaroroBka
MOCTYNHBIICH  KOPPECHOHACHIIMA K  JIOKJIAAy PYKOBOIMTEIIO.
IIpouenypa  OpeABapUTENLHOTO  PACCMOTPEHHS  JIOKYMEHTOB.
CucreMaTr3alys KOPPECHOHICHIIMK Ha pabodeM MecTe CeKpeTapsi.

21. Benenwue nmepenucku pyKOBOIUTEIIS.

TecTbI:

Cexpemapv 3moii Kamezopuu npoeooun padomy no npoeedeHuro
3ace0anuil MaKux op2anu3ayuu, Kax 000poeovHoe odveounenue nuy
00HOIl npogheccuu

Bri6epute onuH OTBET:

a. CeKpeTaphb KOJUICTHH

b. cexperapb-crenorpaducrka

C. ceKkpeTapb YYEHOT0 COoBeTa
Cexpemaps 3moii Kamezopuu npoeooum padomy no H0020mosKe
00KYMEHM 06, MAMEPUALOE 0151 PACCMOMPEHUA HA 3ACEOAHUAX
HOCHOAHHO 0eliCmEYIouez0 6blOOPHO20 NPEOCHMABUMENbHO20 OP2AHOMA
svicuLezo yuetH020 3a6e0eHUs, 3AHUMAIOULE20CA PelleHuem

cmpamecudecKux 60npocoe eco paseumus

Bribepute oauH OTBeT:

a. cexpeTrapb-cTeHOTpaducTKa

b. cexperaps yuenoro coBera

C. cexpeTapb KOJJIETUN




CtpykTyp

HBII [Inanupyemblie
DJIEMEHT pe3yIbTaThI O11eHOYHBIE CPEICTBA
KOMIIETEH o0OyueHus
805054
Kakoit u3 nusice nepequcieHHbIX 0OKYMEHMOE He o01adaem gvicuieil
NPABoBOIl 3HAUUMOCHIBIO RPU OPZAHUZAUUU PAOOMbL
denonpouseooumensn?
BriGepute ouH OTBET:
a. [Tonoxenue o heneparbHOM apXHUBHOM arcHTCTBE
b. ®enepanbublii 3aK0H «O0 aKIIHOHEPHBIX OOIIECTBAX
. ®enepanbHblii 3aK0H «O0 MEKTPOHHOH HUPPOBOH MOAMTUCH)
Ykaricume, umo e6xooum 60 eHympuyupescoeH1ecKyio peziameHmayuio
001HCHOCIHBIX 00A3AHHOCH el CeKpemaps
BriGepuTte oauH WK HECKOJIBKO OTBETOB:
a. TOJDKHOCTHAsI MHCTPYKIUs cekperaps, [Tomoxenue o GenepaibHOM
ApPXUBHOM areHTCTBE
b. HoMeHKaTypa e, T0MKHOCTHAS HHCTPYKIIUS CEKpeTapst
C. Tabenb (opM JOKYMEHTOB OpTraHU3aIlluu
VYMeTh npuMeHsmo I[IpakTHyeckoe 3axanme Ne 1
3HAHUS NO
a0, 1) Ykaxwute BUABI TOIDKHOCTEH, KOTOPBIE 3aHUMAITH BBIITYCKHUKH
cocmaenenuu KHEBCKOI'0 yueOHOr0 3aBeICHUS IS JAeTelH 00sp U CTapIInuX
HOMeHKAamypsl | APY’KNHHUKOB B IIEPUOJ ITpaBiieHHs KH:3s Baagumupa CearocnaBuya
oen (978 — 1015 rr.).
cekpemapem
opeanuzayuu 1.
2.
3.
4,

2) Hepe‘-II/ICJ'II/ITC JOJDKHOCTHBIC 00513aHHOCTH CIIYKUJIBIX J'IIO)ICﬁ MpUKa3oB




CtpykTyp
HBIN

DJIEMEHT
KOMIIETEH
805054

[Inanupyemblie
pe3ybTaThl
o0OyueHus

O11eHOYHBIE CPEICTBA

Jlbsikos

Cmapwux («cmapulix») noobsuux

Cpeonux nodvauux («cpeoHetl pyKu»)

Mnaowux noossuux

3) YkaxwuTte BUABI JTOIDKHOCTEHN, KOTOphIe cornacHo «Tabemn o
paHrax....», yreepxkaennoi [lerpom | 24 suaBapst 1722 1, nonydany 4YuHbI

VI kiacca -

VI knacca -

VIII xnacca -

IX xiacca -

X kiacca -

Xl xiacca -

X1l xnacca;-

X1V kiacca. -

4) IMepeunciute TpeOOBaHNUS, IPEIBSIBISIEMBIE K CEKPETAPCKOMY
PabOTHHUKY B COBETCKHM MEPHUOI.

5) N300pa3uTe MecTo U pOJib CEKpPEeTapsi KOMIIAHUHU Ha CXeMe
OpPraHU3aLMOHHON CTPYKTYpHI YIIPaBICHUS

HeOO0IIbII0N QUPMBI

6) M300pasute MecTo U poiib cekpeTaps-pedepeHTa reHepaIbHOro




CtpykTyp

HBII [Inanupyemblie
JJIEMEHT pe3yNbTaTh OneHouHbIE CPENCTBA
KOMIIETEH o0yueHus
1007078
JUPEKTOPa Ha CXEME
OpPraHHU3aLMOHHON CTPYKTYPBI YIPABICHUS KPYITHOH KOMIIAHAN
7) Honw3ysck cxemoi, npeanoxkenHor M.I1. bacakoBbIM, IepeyrcianTe Ha
KaKue KaTeropuy COTPYTHUKOB
B OpraHM3alMOHHON CTPYKTYpe KaHLEISPHUN CO CTOPOHBI 3aBEIYIOIIErO
pacnpocTpansercs
1) anMUHHCTpAaTUBHOE OJYNHEHUE
2) METOINYECKOE PYKOBOJICTBO
8) Ilepeuncnure AesTETLHOCTh CEKpETaps OpraHu3aliy, OTHOCAIIYIOCS K
rpymnne KOOpAUHALMOHHBIX ONepaiui,
9) K kakoii rpyrmme onepamnuii OTHOCATCS 0053aHHOCTH CEKpeTaps 1o
BEJICHUIO JICIONPOU3BO/ICTBA, IPUEMY KOPPECTIOHIEHIINH, (DOPMUPOBAHUT
Jie]l B COOTBETCTBUHM C YTBEP)KICHHOW HOMEHKIIATYPOil, o0ecrieueHue ux
COXPAaHHOCTH, Nepeiaya B ApXUB U T.1.7
Bnanere | nasvikamu u KonTtpoasnas padora

MemoouxKamu
OYEeHUBAHUSL
BHAYUMOCTU
OoKymenma u
opopmnenus
NpUMepHoU U
Umo2080i
HOMEHKAAmyp
den 6 pabome
cexpemapsi

1) CocraBbTe Telie(hOHHOE COOOIICHUE aBTOOTBETYMKA OPTraHU3alliH, B
KOTOPO# B HACTOSIIIIEE BPEMST TIPOBOIUTCS BaXKHOE COBEIIIAHHE.

2) CocraBbTe TEKCT U 0POPMHTE TeNeHOHOTPAMMY

3) Hepe‘lI/ICHI/ITe THIIMYHBIC HEAOCTAaTKHU B BCACHUNU Teﬂe(l)OHHBIX
NEpEroBOPOB.

4) 3anoaHUB TabNIHIy, pa3paboTaliTe TIaH U PAaCKPOUTE OCHOBHOE
coJiepyKaHUE OpraHU3alMK MTPE3CHTALMH KaKOT0-THO0 MPOIyKTa HIH

yCIyTH GUpMEI.

Oran

1. Onpenenenne TeMbl MEPOIIPHUSTHA

2. Bei0op MecTa v BpeMeHH IpoBeAcHUs (KOH(EPEHI[-3al OpraHnu3alliy 1y




CtpykTyp
HBIN

DJIEMEHT
KOMIIETEH
805054

[Inanupyemblie
pe3ybTaThl
o0OyueHus

O11eHOYHBIE CPEICTBA

ApPEHI0OBAHHOE ITOMEIIEHHUE, ero TUIOIMAAb U CII0co0 paccagKu YIaCTHHUKOB 1
3aBHCUMOCTH OT UX KOJIMYECTBA).

3. Dckuzvl 2 (08yX) nAAKAmMos: KaxKue Ppasvl U 6 CONPOBOANCOCHUU KAKUX
wocmpayuil nomecmume.

4. Bun u macmita® o00opy1oBaHHS W YKpAIIeHUS 3aja (MaKeThl MPOAYKIINH,
CTCH/IbI, KOMIIO3UIIMY U3 KaKHX I[BETOB IPUEMJIEMBI JUUIS JAHHOTO CITy4as,
MPEIyCMOTPEHO JIM COMPOBOXKICHHUE IEMOHCTPAIIMHN HITH JIETyCTaIlN
eBYIIKAMUA-MOJICIISIMA U T. II.)

5. Dcxusz betldaica, UMEHHOU KapmouKu COMPYOHUKA KOMNAHUU, KOMOPbIIl
scmpeyaem cocmeil.

6. OmnpenienieHre JOKIaI9MKOB MO TeMaM, COOp TE3UCOB JTOKIIAIOB.

7. CoctaBneHue 0a3bl JaHHBIX JUIS PACCHUTKH MIPUTIIAIICHUN (ayAUTOPHS,
YPOBEHB, CTETIEHb 3HAYUMOCTH U T.J1.). KOHTHHIeHT npHTIamenHbIX (Kakue
OpraHU3AlMH PEACTABISIOT, PO 3aHITHI ), KOJTUYECTBO YUACTHUKOB.

8. [IpeaycMOTpeHo i pUTIIaeHIE BRICOKOIIOCTABICHHBIX TOCTEH.

9. CocTaBiieHue NpUTJIAIICHUS, pacChUIKa MPUIJIAICHHH M0 0a3e JaHHBIX.

3. 10. Maxem npueracumenvrozo.

3. Cocrasienne npeaBapUTENbHON CMETBI MEPOIIPHUSTHSL.

[Tpubnm3uTen

3. Tlowmck cioHCOpPOB MeponpusATus (B ciaydae HEOOXOJUMOCTH),
MOJIrOTOBKA CIIOHCOPCKUX MaKETOB.

3. Pexmama meponpusitus B CMU, Tematniecknux n3gaHusx, Ha
CHEeNMAIN3MPOBAaHHbIX caliTax. B Kakux n3JaHMsAX TOMECTHTE
uHpOpMaIUio (ePeInCIIuTb), KAKOTro poja (peKiIaMHOe 0ObSBICHY
WH(POPMAITUOHHAS CTAThA U T.I1.).

3. Opranuzaius npeaBapuTeIIbHON PETUCTPAIIUH JICJIeraToB,
COCTaBJIEHUE CIIHCKA.

3. bBponupoBanue roctunuil 1o 3asBkaM. (Ha3BaHue rocTHHUIIBI,
MPUMEPHOE KOJIMYECTBO HOMEPOB).

3. ApeHja noMelieHus (ero rmiolaab 3aBUCUT OT KOJHUYECTBA
neneraroB). Kakoe momemnieHre B paMKax BaIllero ropojaa Bam
MOJIXOIUT, 00OCHYHTE.

3. TloaroroBka peKklIaMHO-IIPE3CHTAIIHOHHBIX MaTEPHAIIOB.
[Ipe3eHTalMOHHBIN MAaKeT BKJIIOYAET B ce0sl: MakeT (WK IUIOTHYIO
Narnky), Nanky A HHPOPMaMOHHBIX MaTepHaIoB KOH(PEPEHIINH,
PYUKY, OJIOKHOT JIJIsl 3aITUceid. DTH MaTepHabl JOKHBI ObITh
M3TOTOBJICHBI C JJOTOTUIIOM MEPONPHATHS, a B OJJOKHOTaX MOXKHO

YKa3aThb HOBECTKY JHS, IICPCUUCIIUTD Ha!gTHCHOB n CHOHCO!gOB. Tagge




CtpykTyp
HBIN

DJIEMEHT
KOMIIETEH
805054

[Inanupyemblie
pe3ybTaThl
o0OyueHus

O11eHOYHBIE CPEICTBA

B IIAKET CIIOHCOPBI MOTYT BJIOKUTbH PEKJIAMHBIE MaTepUaJIbl, MUHU-
MIPE3ECHTHI.

[MpoxymbIBaHUE BAPUAHTOB MUTAHUSI JielieraToB. Bo3aMoKHO
MPHUBJICYCHUE KEHTSPUHTOBBIX KOMITAHUHN JIJIsl OPraHu3aIiui
MPUBETCTBEHHOTO Ko(e-Opelika 1 B mepephiBe MEKAY 3aceqaHus MY
¢dypmrera. [Ipu mocTmkeHNH JOTOBOPEHHOCTH C Kade HiTn
pecTopaHoM, HaXOJAIIUMCS BOJIM3U MECTa MPOBEIECHHIS MEPOTIPHAT]
HJIKW B TOCTUHUILIC, ACJI€raTaM MOTYT BbIAaBaThCA TaJIOHBI Ha INUTAaHK
(3aBTpak, obex, yKUH).

i$

Korna, kakoi mpoJo/KUTEIEHOCTRIO, B Kakoi opme OyieT
MIPOXOJUTH 00CCHHBIN MepephiB U (YMHANBHBIN (pypIIeT WK YKUH
CocTaBUTh MEHIO (3aKYCKH H HAITUTKH).

20. Maxem xkysepmmoil Kapmol.

[MoaroroBka NMpe3eHTAMOHHOTO U APYTOr0 TEXHUIECKOTO
obopynoBanust (kakoe OyzaeTe ucnonb3oBaTh). [IpeagycMoTpeH i B
nporpamMMe BUACO(UITEM HIIH PEKIAMHBINA POJIHK
(TPOIOIKUTENIFHOCTD, OCHOBHOE cojiepkaHue). B uem Oyner cocto
W3IOMUHKA (KyJTbMHUHAIUS OPHUIMATEHON YacTH).

ITh

Kaxkue rpaduyeckre MaTepruasl INIAHUPYETE UCTIONB30BATh (CXEME
rpaduku, pucyHkn)? C Kakoii nensio?

=
-

My3I>IKaJ'IBHOG COMMPOBOXJACHHUC NPC3CHTAIUU (KB.KOFO poaa
KOJUICKTUB, YUCJIO YUaCTHUKOB, IPOAOJIKUTCIbHOCTDb BBICTYIIJICHUS

penepryap).

TupaxupoBanue HeoOXOAUMBIX MaTepuanoB. HGopmanmoHHbIe
MaTepHalbl, TE3UCH] JOKJIAI0B, IPE3EHTAMU Ha IUCKAaX U T.II..

3aka3 TpaHCIOpPTa U IOCTaBKa JIEJIeraToB K MECTY NPOBEIACHUS
koH(pepeHuu u oopatHo. K kakoit pupme oOpaTutecs, mpuemiiema
JUTSL BAC MapKa aBTOMOOWIISA, MX KOJIMYECTBO.

Opraamzarus 1ocyra. DKCKYpCHs 11 HHOTOPOIHUX JeJIeraToB,
OpraHu3anys KOHIEPTHOW IPOTrpaMMel, oy u T.I1. B uem Oyner
3aKIII0YaThCS HEOPUIMATIbHAS, KYJIbTYPHAS 9YaCTh MEPOIPUSATHUS

3akymnka CyBEHUPOB, MoaapkoB. Kakoro poma mianupyercs
pa3gaTOYHbIN U CyBEHUPHBIM MaTepHuai (KaKoro CoAep KaHus OyKJIg
Y TIpaiChl, KaKoil MOgapuTe CYBEHHP U C KAKUM N300paKeHUEM).

P ThI

28. Pa3paboTka JOKYMEHTOB (QUILIOMOB, CEPTU(HUKATOB) 00
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Y9acTHH B MIPEe3EHTANNN. DCKU3 OUNIOMA.

[ToaroToBka 3aKphIBAIONINX IOKYMEHTOB JUIS TIPEICTABUTEICH
FOPUAMYECKUX JIHII (OPUTHHAI CYeTa, cueT-(hakTypa, aKkT
BBITIOJTHCHHBIX PadoT).

Paszpabotka peructpartnoHHoi GOPMBI AJIS IEIETaToB.

[MoaroroBka nHGOPMALIMOHHBIX MAaTEPHATIOB KOH(EPEHIHH.
[Iporpamma (pernamenT) KOH(pEpEHIHH, TE3UCH TOKIAI0B U
COTIPOBOUTENHFHBIC MAaTEPHAIBI K HUM (CXEMBI, TAOHIIBI U T.1I.),
(OpMBI HTOTOBBIX PEIICHH, aHKETBI, OMPOCHBIC JIUCTHI.

[lonroroBka MaTepuaioB Mpe3eHTau! A1 opHUIraIbHON
myOJIMKAIMK U PACChUIKY (B Cllydae HEOOXOUMOCTH) JejierataM 1
NpoUIBHBIM YUpeKACHUIM. B Kakue n3ganus ocymecTBUThCS
pacchliKa, yKaKUTe CPOKH.

JAIIK-2 cnoco0HOCTHI0O OPHEHTHPOBATHCS B 3AKOHOAATEIbHOI M1 HOPMATHBHO-METOANYECKO Oa3e

HHGOPMALHOHHO-A0KYMEHTAIHOHHOI'0 00ecneyeHNsl YIIPABJIEHUs] U apXHBHOIO Aesia

3HaTe

npaeogvie
0CHOBbI
uHgopmayuonH
o-
00KyMeHmayuo
HHO20
obecneuenust
VIPAGNEHUsL U
apxuenHoeo oeid
ons
opeanuzayuu
pabomul
cexpemapsi

22,

23.

24.

25.

26.

27.

28.

MepeuyeHb BONPOCOB K 3K3aMeHy:

Opranuzanus pabo4ero Mecra ceKkperapsi, XapakTepucTuka MeOenu u
00opyIoBaHMsI, HEOOXOAMMBIX TEXHHUYECKHX CPEJICTB, KaHIICIAPCKUX
TIPUHAUICHKHOCTEH, OPTTEXHUKH.

YcmoBust Tpyzma cekperaps (OCBEHIEHHOCTH padoduero Mecra, IIyM,
TeMIlepaTypa BO3ayxa).

Pexxum Tpyzna u otapixa cexkperapsl.

B3anMocBs3p TOpsiiKa MMOMIMCAHUS, BH3WPOBAHHUS, COTIACOBAHUS
JIOKYMEHTOB B OpraHW3allid W OOS3aHHOCTEW cekpeTapsi-pedepeHTa.
KOHTpOHB 3a Ka4CCTBOM BBIITYCKA€MBIX TOKYMCHTOB.

Perucrpanmst JOKyMeHTOB, KOHTPOJIb U CTipaBoYHas padora.

Cucremaruszanuss JOKYMEHTOB M UX XpaHeHue. JlocTynm K

JOKyMEHTaM CeKpeTapHaTta.

OpraHuzanust pado4ero AHSA PYKOBOAUTENS, TpaduK HEACTHHOM
paboThl, KoppekTupoBka TuiaHoB. CooTHomieHue rpaduka padoThI
PYKOBOAHMTEINSI U CEKpeTaps. AHAJIN3 UTOTOB TUIAHUPOBAHHUS.

TecTbI:
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Ilpu opzanuzayuu npuema 6vloenAOmM ciedyroujue Kamezopuu
nocemumenei

BLI6CpI/ITe OJJMH HUJIM HCCKOJIBKO OTBCTOB:

a. COTPY/IHUKH CBOEH OpraHM3aluy MO TEKYIIUM BOIIPOCaM;
COTPYIHHKH IPYTHX OpTaHU3aIuil

-
b. xoMaHaHMpOBaHHBIE, TETErAITUH

C. PYKOBOZIME PAOOTHUKH OpraHU3aluN

d. moceTHTeN! MO JIMYHBIM BOIIPOCAM

Ykasicume npusnaxu ne3akoHHOCmMU Oelicmeuil COmpyOHUK08 KaAK020-
JUOO HADZOPHO20 UNU KOHMPOTIUPYIOU,E20 OP2anda

BBI6CpI/ITe OJWH HUJIN HCCKOJIBKO OTBETOB!

a. IOKyMEHTBI, OTpaKarolie (aKkT U3bATUS YEro-JIn00 U3 BaIlIero
odrica COCTaBISIOTCS B OTCYTCTBHE MTOHSITHIX; B OPUCE OCTABISETCS KOIHUS
aKTa U3bATHS COOCTBEHHOCTH Balllel OpraHu3aIluu

b. BU3UTCP HC NIPCABABIACT YAOCTOBCPCHHS; HC COCTABIIAIOTCA
MMPOTOKOJIBI ITPOBCPKU U UZBATUA JOKYMCHTOB

C. YETKO He OOBACHSETCS IPUUMHA BU3NTA; OTCYTCTBYET MIpEANHCAHHIE
Ha MPOBEPKY Ballleil OpraHu3auu

enosomy menegponnomy pazecoeopy npedvasnaromeca cieoyroujue
mpebosanus:

Bri6epute onuH OTBET:

a. TpyOKy clieyeT CHUMaTh He TIo3/1Hee 4 TyAKa, CKOPOCTh peun 125
CJIOB B MUHYTY, JUTUTEIILHOCTE - He OoJiee 10 MuH.

b. TpyOky ciemyer cHuMaTh He TIO31HEe 4 Ty/IKa, CKOPOCTh peun 145
CJIOB B MUHYTY, JUTUTSIILHOCTE - HE OoJiee 8 MUH.
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C. TpyOKy ClieyeT CHUMATh mociie 2-3 TyJaKa, CKOpocTh peun 165
CJIOB B MUHYTY, JUTUTEILHOCTH - He OoJiee 6 MUH.

K obsa3amenvubim 3nemenmam m8ﬂe¢0ﬂ02paMMbl OMHOCAMCA

BI)I6epI/ITe OJWH HUJIN HCCKOJIBKO OTBETOB!:

d. HAMMEHOBAHUE YUPEXACHUsI, haMHIKs U TenedoH uia,
nepeaaBuIero TeaeQoHorpaMmy

b. Bpems nprema TenehoHOrpaMMBI; TOMIKHOCTD JINIA, OT KMEHH
KOTOPOTO Iepeaaercs TesieoHorpamma

C. agpecar, paMuius 1 TeneQoH JUIa, TPUHIBLIETO TeIeQOHOTpaMMy

d. nata, Homep TenedoHOrpaMMbl; (haMIIHK 3aMECTUTENEH aapecaTa
TeaepOHOTPaMMEI

VYMmeTs

NPUMEHSIMb HA
npaxmuxe 6
npogeccuonaio
HOU
desamenbHOCIU
Ccexpemapcro2o
pabomuuxa
SHAHUS
npasoeuIx
ocnos ][OV u
apxugHoeo oeid

IIpakTnyeckoe 3aganue Ne 2

1) Kakoii HOpMaTHBHBIH JJOKYMEHT yCTaHABIUBACT MPABHIO OPOPMIICHUS
MpHKa3a 0 MPUMEHEHUH TUCIMITIMHAPHOTO B3bICKaHus (cT. 193),
W3rOTOBJICHUS U BbIIa4u paOOTHUKY KOIMH JOKYMEHTOB, CBS3aHHBIX C
paboroii (cT. 62), mpeaynpexacHus paboTHHKA 00 YBOJIbHEHUH (CT. 79,
80) B TpexTHEBHBII CPOK?

2) YKkaxuTe Ha3BaHHUE CIPABOYHUKA, KOTOPBIA MpeAHa3HAUEH IS
HCIIOJIb30BaHUS B KAUE€CTBE OCHOBHOI'O HOPMATUBHOIO JOKYMEHTA IIPH
COCTaBJICHMH HOMEHKIIATYPBI €] OpraHU3aluy, ONPEACICHIH CPOKOB
XpaHeHus1, 0TOOpe Ha XpaHEHNE U YHUUTOKEHHUE YIIPABICHYECKUX
TUTIOBBIX TOKYyMEHTOB B JESTEIFHOCTH OpPraHu3alui (YUpeKIeHHs ) U
pacIpoCTpaHsAeTCs Ha BCE OPTaHU3alH, HE3aBUCUMO OT TOr'0, IIOCTYIIAK0T
UX JOKYMEHTBI Ha XPaHEHHE B FOCYJapCTBEHHbBIE, MyHHUIIUITAJIbHBIE
ApPXUBbI UM K€ HE NIOCTYIAOT.

3) Kakoit JAOKYMCHT YCTaHAaBJIMBACT NOPAJOK MOATOTOBKH U MPOBCACHU




CtpykTyp

HBII [Inanupyemblie
JJIEMEHT pe3ybTaThl OneHouHbIE CPENCTBA
KOMIIETEH o0yueHus
07051
coOpaHwii, COBEIIaHUH 1 MIEPEUYeHb BOIIPOCOB, PEILICHNE KOTOPBIX
MIPUHUMAETCS OOJIBIIMHCTBOM T'OJIOCOB MJIM €AMHOIIIACHO; B HEM YKa3aHo,
KTO UMEET IIPaBO MOANHNCH JOKYMEHTOB?
4) Hanmuune Kakoro TOKyMEHTa OpraHU3aluy MO3BOJISIET CEKPETAPI0 YETKO
3HATh NOPSAAOK MMOJATOTOBKHU IOKYMEHTOB (IIOPSAIOK pEIIeHHUs BOIIpoca) U
JIETKO NIPOBEPUTH CTETIEHb TOTOBHOCTU IOKYMEHTOB (HaJIM4ne
HEOOXOIUMBIX BU3) IIPH NPEACTABICHUN Ha MOAIUCH PYKOBOIUTEIIO?
Bnagers | mMemoouxamu Kounrpoabnas padora

oopmnenus u
XpaneHust
0OKYMeHmMO8,
COCMABIAeMbIX
cekpemapem (c
HEeKoOmopvLmu
3amedanusmu)

1) CocraBbTe TeneoHHOE COOOIIEHNEe aBTOOTBETYMKA OPTaHU3aIH, B
KOTOpOH B HACTOSIIEE BPEMsI IPOBOIUTCS BAYXKHOE COBELIAHUE.

2) CoctaBbTe TEKCT B 0opMHTE TenehOHOTpAMMY

3) [lepeuunciiuTe TUIIMYHBIC HEOCTATKU B BEICHUU TEIC(POHHBIX
[IEPErOBOPOB.

4)  3anonHuB TabuHIly, pa3paboTaiiTe IIaH U PACKPOUTE OCHOBHOE
coJiep>)kaHue OpraHU3alMY NPE3SHTAIMHA KaKOTO-TH00 TPOIyKTa MU
yCIyTH (QUPMBI.

Oran

1. Onpenenenue TeMbI MEPOTIPUATHUS

2. BeiOop MecTa U BpeMeHH MpoBeaeHus (KOH(epeH-3al OpraHu3aluy Wil
ApEHI0BAaHHOE TIOMEIIEHHE, €T0 IUIONIAb U CIIOCO0 PAacCcaaky YIaCTHUKOB 1
3aBHCUMOCTH OT MX KOJIMYECTBA).

3. Dckuzvl 2 (06yx) naaxamos. kaKue Qpasvl U 6 CONPOBONCOCHUU KAKUX
ulocmpayuii nomMecmume.

4. Bun 1 Mmacirab 000opyJIoBaHHS M YKpalleHUs 3a1a (MaKeThl POAYKITHH,
CTEH/IbI, KOMIIO3UIIMH U3 KaKUX IIBETOB IPUEMIIEMBI JUUIS JAHHOTO CIIydas,
[pPeyCMOTPEHO JIM COMPOBOXKACHNUE IEMOHCTPAIVH WIH JEeTyCTalluu
MEeBYIIKaMU-MOJIENISIMU U T. 11.)

5. Dcxusz betiodica, UMEHHOU KapmodKu COMPYOHUKA KOMNAHUU, KOMOPbLI
scmpeuaem 2ocmell.
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6. OmpeaeiieHre JOKIATINKOB IO TeMaM, COOp TE3UCOB TOKIIAIOB.

7. CoctaBneHue 0a3bl JaHHBIX U PACCHUTKH MIPUTIIAIICHUN (ayAUTOPHS,
YPOBEHbB, CTEIICHh 3HAYMMOCTH | T.J.). KOHTHHTeHT NPUTIIAIICHHBIX (KaKUg

OpraHu3aIyy MPEICTABIIOT, PO 3aHATHH ), KOJIHYECTBO YIACTHUKOB.

8. [IpemrycMoTpeHO v MpHrIameHne BRICOKOMOCTABICHHBIX TOCTEH.

9. CocramiieHue MPUTIANICHHS, PACCHUTKA TPUIITANICHUH 1Mo 0a3e JaHHBIX.

4.

10. Makem npuenacumenvroeo.

CoctaBieHue npeaBapuTeIbHON CMEThI MEPOTIPHUSTHUSL.

[IpubnusuTen

[Tonck cIOHCOPOB MEPONPUATHS (B CiIydae HEOOXOAUMOCTH),
MOJIFOTOBKA CIIOHCOPCKUX MAaKETOB.

Pexmama meponpusitust B CMU, TemMaTHuecKuX U3IaHUAX, HA
Crieuain3upOBaHHbIX canTax. B kakmnx n3JaHusIX IMIOMECTUTE
WH(POPMAITHIO (TIEPEUNCIHTE ), KaKOT0 poaa (peKiiaMHOe 00BSIBICHY
WH(GOPMAITMOHHAS CTAThA U T.II.).

Opranuzanys IpeJBapuTeIbHON PErUCTpaLuy JeNeraTos,
COCTaBJICHHE CITHCKA.

BpOHPIpOBaHI/Ie TOCTHHHMII 110 3asABKaM. (HaBBaHI/IC TOCTUHMIIBI,
MMPUMCEPHOC KOJINYICCTBO HOMepOB).

Apenna iomenieHus (ero IIoaab 3aBUCUT OT KOJTUIECTBA
neneratoB). Kakoe moMenenne B paMKax Balllero ropojia BaM
MOJIXOIUT, 00OCHYHTE.

IlonroroBka peks1aMHO-TIPE3EHTAIUOHHBIX MaTepHAIIOB.
[Ipe3eHTalMOHHBIN MAaKET BKJIIOYAET B ce0sl: MakeT (WM IUIOTHYIO
MAarnky), Nanky Jjas HHPOPMAIMOHHBIX MaTepHaIoB KOH(EPEHIIHH,
PYUKY, OJIOKHOT JJ1s1 3aruceid. DTH MaTepuabl JOIKHBI ObITh
W3TOTOBJICHBI C JIOTOTUIIOM MEPONPHTHUS, a B OJIOKHOTaX MOXKHO

YKa3aTb NOBECTKY AHA, IEPECUNCINUTD ITAPTHEPOB U CIIOHCOPOB. Taxkixe

B MTAKET CIIOHCOPHI MOTYT BJIOXKHUTH PEKJIAMHBIE MaTepUaIbl, MUHHU-
MIPE3ECHTHI.

[MponymbIBaHUE BAPUAHTOB MUTAHUSI JielieraToB. Bo3aMokHO
NPUBJICYEHNE KEUTEPUHTOBBIX KOMIIAHUH AJ151 OpraHn3aliu
NIPUBETCTBEHHOT0 Ko(e-Opelika 1 B mepephiBe MEKAY 3aceqaHUsIMY
¢bypueta. [Ipu TOCTIKEHHN TOTOBOPEHHOCTH ¢ Kade miu
pecTopaHoM, HaXOJAIIMMCS BOJIM3M MECTa MPOBEIEHHS MEPOTIPHAT]
WIN B TOCTUHHULIE, JieJIeraTaM MOT'YT BbIJIaBaThCsl TAJIOHBI HA TUTaH}K
(3aBTpak, obem, yKuH).

i

Korma, kakoi poa0omKUTEIbHOCTRIO, B Kakoil (opMme OyneT
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MIPOXOIUTH 00ECHHBIN MepephiB U (GUHANBHBIN (pypIIET Wi YKUH
CocTaBUTh MEHIO (3aKyCKH M HAITUTKH).

20. Maxem kysepmmoul kapmol.

[MoxroroBka Mpe3eHTAIMOHHOTO U APYTOr0 TEXHUYECKOTO
obopymoBanus (kakoe OyzaeTe UCTI0Ip30BaTh). [IpexycMoTpeH u B
nporpaMMe BUACO(GUIbM HIIH PEKIIAMHBIN POJIUK
(IpOIOIKUTEIHLHOCTL, OCHOBHOE cojiepkanue). B yem Oynet cocto
M3IOMHHKA (KyJIbMUAHAINS O(UITHAIBHON YacTh).

1Th

Kakue rpadudeckre MaTepuaisl TNIaHUPYETE UCTIONB30BaTh (CXEME
rpadukn, pucyHkn)? C kakor 1enpo?

My3bIKallbHOE COMPOBOXKICHUE MPE3CHTAINHN (KaKOTro poja
KOJUICKTHUB, YUCIIO YYACTHUKOB, MPOJIOKUTEILHOCTh BBICTYILICHHUS

penepryap).

TupaxupoBanue HeoOXOAUMBIX MaTepuanoB. HQopmanronHbie
MaTepHuabl, TE3UCHI TOKIA0B, TPE3EHTAIMN HA TUCKaX U T.IL.

3aka3 TpaHCIOPTA U JOCTaBKa JEJIETaTOB K MECTY IIPOBECHUS
koH(pepeHnuu u oopatHo. K kakoit pupme obpaTurecs, mpuemiemy
JUISL BaC MapKa aBTOMOOMJISI, X KOJIMYECTBO.

Opranuszanus focyra. OKCKypcHsl JUIsi THOTOPOJHUX JENIEraToB,
OpraHu3anys KOHLEPTHON MPOrpaMMel, IOy | T.11. B uem Oyner
3aKII0YaThCsl Heo(UIMaIbHasl, KYIbTypHast YaCTh MEPOTIPUSITHS

3aKynKa CyBeHHPOB, ToJapkoB. Kakoro pona miaHupyercs
pa3gaToOYHbIN M CYBEHUPHBIN MaTepHall (Kakoro coep:kaHus OyKIIg
U TIpaiichl, KaKOW MOJAPUTE CYBEHUP U C KAKHM U300paKEHUEM).

PThI

28. Pa3paboTka JOKYMEHTOB (IMILJIOMOB, cepTH(HUKATOB) 00
YYaCTHH B MIPE3CHTAINH. ICKU3 OUNTIOMA.

Iloaroroska 3akpbIBalOIIUX JOKYMEHTOB AJIS IPEACTaBUTENEH
IOPUINYECKUX JIMI] (OpUTHHAJ c4eTa, cueT-(pakTypa, akT
BBITOJIHEHHBIX padoT).

PazpaboTka peructpaiioHHOM (HOPMBI JUTS JIeTIETaToB.

[MoxroroBka MHPOPMAIIMOHHBIX MATEPUATOB KOHPEPEHITUH.
[Iporpamma (peryiaMeHT) KOH(MEPEHITUH, TE3UCHI JJOKJIAI0B U
COTIPOBOANTEILHBIC MaTepUaIbl K HUM (CXEMBI, TAOJHUITLI U T.1.),
(hOPMBI UTOTOBBIX PEIICHUH, AHKETHI, OTIPOCHBIC JTUCTHI.
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[ToaroToBKka MaTepHagIoOB MPE3CHTAITNH IJIs OPHUITHATEHOMN
myOIMKAIVK U PACChUIKY (B CIy4ae HEOOXOIMMOCTH) JeiieraraM 1
PO UIBHBIM YUPEXJACHISIM. B kakue n3jjanus ocyniecTBUTHCS
pacchiiKa, YKOKUTE CPOKH.

JITK-4 cnioco0HOCTBIO K c00JII0IEHHI0 TPeOOBAHHI K OPraHH3AIH CeKPeTAPCKOro 00cIyKuBaHNs

3HaTe

npasoswvle
OCHOBbL
opeanusayuu
CeKpemapcro2o
00CayIHCUBAHUSA

MepeuyeHb BONPOCOB K 3K3aMeHy:

29. Ponp cekperaps B OpraHH3allid KOMAaHIHUPOBOK pPYKOBOIUTEINS.
Brimonuenue mopy4eHuii pykoBOAUTENS.

30. Opranmzanms paboThl NMPUEMHOW: MpaBWiia, OpraHU3amus padoTEl,
JOKYMEHTHPOBAHKE; PETyIMPOBaHKUE MOTOKA MOCETUTENCH, MPHEM U
perucTpanys MoceTuTemnei.

31. OcobOeHHOCTH TOIATOTOBKH JENOBBIX BCTPEY U  IMEPErOBOPOB
pykoBoautens. Pa3paboTka comepiKaTelbHOH YacTH IEepPErOBOPOB H
pelIeHre OpPTraHu3aOHHBIX (TEXHIYESCKHUX) BOIIPOCOB.

32. TlpaBuia BeleHUS JICIOBOM Oecepl.

33. Tumsl coBemlaHWii W TpaBmiIa WX MOATOTOBKH W OpraHMU3aIlHH.
HoxymeHTHpOBaHUE coBelaHuil u 3acenanuil. [lopsok cocraBieHus,
opopmireHHsT W XpaHEeHHS TPOTOKONOB. [lpaBuma odopMiteHs
BBIIACKH U3 MIPOTOKOJA.

34. OcoOEHHOCTH OpraHM3allMU 3aceJaHWii KOJUIETHAIBLHBIX OpPraHoB.
Ocobennoctu JTOKYMEHTHPOBAHHUS 3acemaHuit MTOCTOSIHHO
JEHCTBYIOMINX KOJUIETHAIBHBIX OPTaHOB.

35.  Oco0eHHOCTH OpraHHU3aliU MPE3CHTAIHN.

36. Cneuunduxa CIIy’keOHOT0 Teneh)OHHOTO pasrosopa.
JokymeHTHpoBaHHE Tene(OHHBIX COOOIIEHHH, TesneoHOrpaMMa.
TunudHele OINOKY P TeNe(OHHOM OOIICHUH.

TecTsI:

Tun konghepenmnozo meponpuamusn, coopanue npeocmasumeeil
opzanuzayuil, Zpynn, nApmuil, 0OUEeCmeeHHbIX 00beOuHeH Ul

Bri6epute onuH OTBET:

a. coOpaHue aKITMOHEPOB
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b. cumnozuym

C. cpe3n
Kakasa ¢popma npomoxona coeewjanusa npeononazaem pukcuposanue
odcyacoaromuxca 60npocos, pamunuii 00K1A0YUKO8 U NPUHAMBIX

peuwtenun?

Bri6epute oauH OTBET:
a. TIOJIHBIN POTOKOJI
b. crenorpaduyeckuit mpoToKoI

C. KpaTKU{ IIPOTOKOJI
Buibepume eepnuiii 6apuanm gpazmenma nogecmKu OHA CO6CULAHUSA

Bri6epute oauH OTBET:

a. Utoru gestenbHOCTH 3KcnepTHOM KoMuccuu B 2008 r. Jloknaauuk:
npeacenarens DK Koxanenko B.1.

- .
b. O6 urorax mesirenbHOCTH SKCTIEPTHON KOMuccHu B 2008 .

Hoxnanuuk: npeacenarens K Koxanenko B.1.

C. Utoru gestenbHOCTH 3KcnepTHOM KoMuccuu B 2008 r. Jloknaauuk:
Koxanenko B.U.

Kakue oeiicmeus npu noozomogke u 6e0eHuu nepezo8opos AGNAIOMCA
owuoounvimu?

Bri6epuTe oaMH MM HECKOIBKO OTBETOB:

d. HE yAeIseTCs JODKHOIO BHUMAHMS MOATrOTOBKE K IIEPEroBOpam,
3aBBIMIACTCS KOJIMYESCTBECHHBIN COCTaB Jcaeranuu

b. 3a cronom MEPEroBOPOB BO3HUKAIOT CIIOPBI BHYTPHU ACJICTallun

C. HE YUYUTHIBAIOTCA OCOOCHHOCTH MEHTAIIUTETA 3apyOeIKHBIX




CtpykTyp

HBII [Inanupyemblie
DJIEMEHT pe3yIbTaThI O11eHOYHBIE CPEICTBA
KOMIIETEH o0OyueHus
LIHH
MapTHEPOB
d. BeieHHE TIEPETOBOPOB HA A3BIKE MIPUHUMAIOIIEH CTOPOHEI
YMeTh npumenamo Ha | [lpakTH4eckoe 3axanue Ne 2

npakmuxe 6
npogeccuonanb
HoU
oessmenbHoCmu
3HAHUS
npasoeuIx
ocrnos OCO

1) Kakoit HOpMaTHUBHEIN JOKYMEHT YCTaHABIMBAET IIPABIIIO OGOPMIICHHUS
MpHUKa3a 0 MPUMEHEHUH TUCIMITTIMHAPHOTO B3bICKaHus (cT. 193),
W3TOTOBJICHUS M BbIJIa4W paOOTHUKY KOTIMI TJOKYMEHTOB, CBSI3aHHBIX C
pabotoii (cT. 62), mpexynpexaeHust paboTHHKa 00 yBonpHeHHH (CT. 79,
80) B TpexXTHEBHEII CPOK?

2) YkaxxuTe Ha3BaHUE CIPAaBOYHUKA, KOTOPBIN MpeHa3HauyeH AJis
HCTIOJIb30BaHMS B KAYECTBE OCHOBHOT'O HOPMAaTUBHOT'O IOKYMEHTA IIPH
COCTaBJICHUM HOMEHKJIATYPBI JIe]l OpraHu3aluy, OlIpeJeICHUN CPOKOB
XpaHeHus1, 0TOOpe Ha XpaHEHNE M YHUYTOKEHHE YIPaBICHYECKHX
THUIIOBBIX JOKYMEHTOB B A€ATEIILHOCTH OpraHU3aluu (yUpexaeHus) 1
pacnpocTpaHseTcsl Ha BCe OpraHU3alliu, He3aBUCUMO OT TOr'O, IOCTYNAOT
UX JOKYMEHTHI Ha XpaHEHUE B TOCYAAPCTBEHHbBIE, MyHHUIIMIIAIbHBIC
apXMBbI MJIM K€ HE MTOCTYIAIOT.

3) Kakoif JOKyMEHT yCTaHABIMBAET TIOPSIOK MOATOTOBKH M TIPOBEICHHS
coOpaHHuii, COBEIIAHNH U ITePEUYEHBb BOMPOCOB, PEIICHNUE KOTOPHIX
MIPUHUMAETCST OOJBITMHCTBOM T'OJIOCOB MIJTH €IMHOTIIACHO; B HEM yKa3aHO,
KTO UMEET MPABO MOANKUCH JOKYMEHTOB?

4) Hanuuune Kakoro JOKyMEHTa OpraHU3aliH [O3BOJISIET CEKPETAPIO YETKO
3HATh MOPSAOK HOATOTOBKH JOKYMEHTOB (TIOPSAO0K PELICHUs BOIpOca) U
JIETKO TIPOBEPHUTDH CTETIEHb TOTOBHOCTH JOKYMEHTOB (HaJINYHE
HEOOXOUMBIX BH3) MPH MPEJICTABICHNH HA MOANUCH PyKOBOIUTEIIO?




CtpykTyp

HBII [Inanupyemblie
JJIEMEHT pe3ybTaThl OneHouHbIE CPENCTBA
KOMIIETEH o0yueHus
07051
Bnaners | mexuuxamu u KonTtpoannas padora

HABbIKAMU
ogpopmaenus u
XpaueHust
0OKYMeHmo8,
CBAZAHHBIX C
cexpemapcKum
obcryocusanue
M-
cocmaenenue
O0OKYMEHmMOo8 ¢
HeKomopvLmMu
3AMeUAHUIMU

1) CocraBbTe Tene(hoOHHOE COOOIICHNE aBTOOTBETYMKA OPTaHU3alluH, B
KOTOPO# B HACTOSIIIICE BPEMsT IIPOBOJAUTCS BaXKHOE COBEIIIAHHE.

2)  CocraBbTe TeKcT U opopmure TenedoHorpammy

3) [lepeuncnuTe THIMYHBIE HEJOCTATKN B BEACHUH TeIe(POHHBIX
TIEPETOBOPOB.

4) 3arnoyiHuB TabauIly, pa3paboTaiTe IIaH U PACKPOMTEe OCHOBHOE
coJiepyKaHue OpraHU3alMU MPE3CHTAIUHA KaKOTO-THO0 TPOYKTa KT
yCIyru (PUPMBI.

Oran

1. Onpenenenne TeMbl MEPOIPUSITHS

2. Bei0op MecTa v BpeMeHH IpoBeicHUs (KOH(EPEHII-3a1 OpraHnu3aluy 1Ty
ApPEHI0OBAaHHOE TTOMEIIIEHHUE, ero TUIOIMAAbh U CIIOCO0 PaccaKu YIYaCTHUKOB |
3aBUCUMOCTH OT X KOJUYIECTBA).

3. Dckuzvl 2 (08yX) naakamos: KaKue Gpasvl u 6 CONPOEONCOCHUU KAKUX
ULIIOCIPaYUil noMecmume.

4. Bun n macirab 000opyJoBaHUS M YKpalleHus 3ay1a (MaKeThl IPOIYKLIUH,
CTCH/Ibl, KOMIIO3UIMH U3 KaKUX LIBETOB IIPUEMJIEMBI JIs1 JAHHOTO CITyvasi,
MpeyCMOTPEHO JIM COMPOBOXKACHNE IEMOHCTPAINH WIH JeTyCTalluU
MeBYIIKAMHA-MOAEISIMU U T. II.)

5. Dckuz betiodca, UMEHHOU KAPMOUKYU COMPYOHUKA KOMAAHUU, KOMOPbLU
ecmpeuaem 2ocmeii.

6. OnpenenieHrie JOKIaIUKOB MO0 TeMaM, COOP TE3UCOB JIOKJIAIOB.

7. CocTaBnenue 0a3bl JaHHBIX U PACCHUTKH MIPUTIIAIICHUN (ayAUTOpHS,
YPOBEHB, CTENIEHb 3HAYUMOCTH U T.J.). KOHTHHIeHT NpUriameHHbIX (Kakne
OpraHu3ayy MPEACTABIISIOT, PO 3aHATHH ), KOJINYECTBO YIACTHUKOB.

8. [IpeycMOTpEeHO JI IPUTIIAIIICHIE BRICOKOITOCTABICHHBIX TOCTEH.

9. CocragiieHre TpUIJalleHus], pacChliKa MPUIJIAIICHUH 110 0a3e JaHHBIX.

5. 10. Maxem npuenacumenvroeo.

5. CocraBienue npeaBapUTEIbHON CMETBI MEPOIIPUSATHSL.

5. Tlouck crIOHCOPOB MEPONIPHUATHS (B Cllydyae HEOOXOIUMOCTH),
MOJTOTOBKA CIIOHCOPCKUX MAaKETOB.




CtpykTyp
HBIN

DJIEMEHT
KOMIIETEH
805054

[Inanupyemblie
pe3ybTaThl
o0OyueHus

O11eHOYHBIE CPEICTBA

Pexnama mepomnpustus 8 CMU, TeMaTHYECKUX M3TaHMIX, Ha
CIICIMATM3UPOBAHHBIX caiiTaX. B Kakux U3gaHUsIX TOMECTHTE
nHOopMaIio (TIEPEUNCITUTD), KaKoro poaa (peKiraMHoe 00bsIBIICHHE,
nH()OPMAITHOHHAS CTAThSI U T.I1.).

OpI‘aHI/I?)aHI/I}l Hpe[[BapHTeHLHOﬁ perucTpanuu acjacraTos,
COCTaBJICHUC CIIMCKa.

BponupoBanue roctunun no 3asBkam. (Ha3zanue roctuHuIpbI,
MIPUMEPHOE KOJIMIECTBO HOMEPOB).

Apennia noMenieHus (ero miouiaab 3aBUCUT OT KOJTUYECTBA
neneratoB). Kakoe momernienue B paMKax Ballero ropoja Bam
MTOIXOJIUT, 0OOCHYHTE.

[TonroroBka pekjaMHO-TIPE3€HTAI[IOHHBIX MaTEpPHUAJIOB.
IIpe3eHTalMOHHBIN MAKET BKJIIOYAET B ce0sl: MaKeT (WM IUIOTHYIO
MAarnky), Nanky Ajas HHPOPMAIMOHHBIX MaTepHaIoB KOH(PEPEHIIHH,
PYUKY, OJIOKHOT JJIsI 3aIuceid. DTH MaTepuaibl JOJKHBI ObITh
W3TOTOBJICHBI C JIOTOTUIIOM MEPONPHATHUS, a B OJJOKHOTaX MOXKHO
yKa3aTh IIOBECTKY JIHA, IEPEUUCIUTH TAPTHEPOB U CIIOHCOPOB. Takjke
B MAKET CIIOHCOPHI MOTYT BJIOKHUTH PEKJIaMHbIE MaTepHabl, MUHHU-
MIPE3CHTHI.

[MponymbIBaHrE BAPUAHTOB MUTAHUSI JiesieraToB. Bo3aMokHO
MPUBJICYCHNE KEUTEPUHTOBBIX KOMITAHUH [Tl OpraHU3alluH
NPUBETCTBEHHOT0 Ko(e-Opeiika U B IepephIBe MEXITy 3aceIaHuUsIMY
¢bypueta. [Ipu TOCTIKEHHN TOTOBOPEHHOCTH ¢ Kade miu
pecTopaHoOM, HAXOISAIIUMCS BOJIM3W MeCTa MTPOBEIECHHUS MEPOTIPHUSTIS
WM B TOCTUHUIIE, JleJieraTaM MOTYT BbIJIaBaThCS TAJOHBI HA TUTAaHHE
(3aBTpak, o0ex, yKUH).

Korga, kakoii mpo10JKUTEILHOCTBIO, B Kakoi opme OyneT
MPOXOIUTH 00€ICHHBIH MepepbIB U GUHATIBHBIA (QYPILET WIN YKUH
CocTaBUTh MEHIO (3aKyCKH M HAITUTKH).

20. Maxem Kysepmmou Kapmol.

[MoaroroBka NMpe3eHTAMOHHOTO U IPYTOro TEXHUIECKOTO
o0opynoBaHus (kakoe Oyznere ucrnonb3oBars). [IpeaycMoTpeH i B
nporpaMMe BHICOQUIEM HITH PEKIIAMHBIN POJIUK
(TIpOAOMKUTENFHOCTL, OCHOBHOE cofiepkaHue). B 1em OymeT cocTosTh
M3IOMUHKA (KyJIbMHUHALUS OUIUATBHON YaCTH).

Kakue rpadudeckne MaTepuaisl TNIAHUPYETE UCTIONB30BATh (CXEME
rpa¢uky, pucynkn)? C Kakoil nenpio?

—




CtpykTyp
HBIN

DJIEMEHT
KOMIIETEH
805054

[Inanupyemblie
pe3ybTaThl
o0OyueHus

O11eHOYHBIE CPEICTBA

My3bIKallbHOE COMPOBOXKICHUE MPE3CHTAIMU (KaKOTro poja
KOJIJIGKTHB, YUCIIO YYACTHHUKOB, MPOODKUTEIBHOCTD BRICTYILICHHS

penepryap).

TI/Ipa)KI/IPOBaHI/Ie HGO6XOI[I/IMI)IX MaTcepuaioB. HH(bOpMaIII/IOHHLIG
Martcpualibl, TC3UCHI JOKJIAA0B, IPE3CHTALIUN HA JUCKAX U T.II..

3aka3 TpaHCIOPTa U AOCTABKA JEJIETaTOB K MECTY MPOBEACHHUS
koH(pepeHuuu u oopatHo. K kakoit pupme odOpaTutecs, mpuemiiema
JUTS BAC MapKa aBTOMOOMIIS, UX KOJIMYECTBO.

)

Opranmzanus 1ocyra. DKCKypcus Il HHOTOPOIHUX JEJIeraToB,
OpraHusalys KOHIEPTHOW MPOrpaMMEI, IOy | T.1. B uem Oyaer
3aKII0YATHCS HeO(DHUIAbHAS, KyTIbTYpHAs YacTh MEPOTIPUSATHS

3akyIka CyBeHUPOB, ojapkoB. Kakoro pona ninanupyercs
pa3IaTOYHbIA U CYBEHUPHBIN MaTepHal (KaKoro COIepKaHus OyKIIg
U TIpaiichl, KaKOW MOAAPUTE CYBEHUP U C KAKHM U300paKeHUEM).

PThI

28. Pa3paboTka JOKYMEHTOB (IHMITIOMOB, cepTH(PHUKATOB) 00
Y4YacTHH B NIPE3EHTAIUN. DCKU3 OUnioma.

[ToAroTOBKA 3aKPHIBAIOIIMX JOKYMEHTOB JUTS IIPEICTABUTEIICH
FOPUNIECKUX JIKIT (OPUTHHAI CYeTa, CueT-(haKkTypa, aKT
BBITIOJTHEHHBIX PadoT).

Pa3paboTka perucTpaliuoHHON (HOPMBI TSI JETIETaTOB.

[MoaroroBka HHGOPMAIIMOHHBIX MaTEPHATIOB KOH(EPEHIHH.
IIporpaMma (periiaMeHT) KOH(pEpPEHINH, TE3UCHI JOKIIAI0B U
COTIPOBOJUTENBHBIE MaTepHAIIbl K HUM (CXEMBI, TAOIHLIBI U T.1.),
(OpMBI HTOTOBBIX PEIICHH, aHKETHI, ONIPOCHBIC JINCTHI.

IMoxroroBka MaTepuaoB Mpe3eHTANU )11 OHIIHaTbHON
MyOJTUKAIINY | PACCBUTKH (B CITydae HEOOXOUMOCTH ) JejieraTaM 1
MpOo(UIBHBIM YUpEXKISHUSIM. B Kakne u3aaHus 0CyIeCTBUTHCS
PacChUIKa, YKaXKUTE CPOKH.




IIpome:xxyTouHas aTTecTanusi MPOBOAUTCA B (popMe IK3aMeHA.

DK3aMeH M0 JaHHOW NUCIUILTMHE JUIsl CTYJACHTOB JHUCTAHIIMOHHOW (hOPMBI OOYYCHHsS MPOBOJUTCSA B
(hopMe TecTUPOBaHUS C YIETOM Pe3yIbTaTOB KOHTPOIHHON PaOOTHI.

IToxa3zatenu u KPUTECPUH OLICHUBAHUSA 3K3aMCHA:

— Ha OLEHKY «oTinu4HO» (5 0amioB) — o0OyJaromuiCsS JIEMOHCTPHPYET BBICOKHI ypPOBEHb
c(hOpMUPOBAHHOCTH KOMIICTEHIIH, BCECTOPOHHEE, CHCTEMAaTHYECKOE M TIyOOKOe 3HAHHE Y4eOHOro
MaTepuaina, CBOOOIHO BBITIONHSACT MPAKTUYCSCKUE 3aIaHus, CBOOOJIHO ONIEPUPYET 3HAHUSMH, YMEHHSIMHY,
MPUMEHSICT UX B CUTYAIVSIX TIOBBIIIICHHOM CIIOHOCTH.

— Ha OIEHKYy «xopomo» (4 Oamma) — oOydaromuiics JEMOHCTPUPYET CpPEeOHHH ypOBEHb
C(bOpMI/IpOBaHHOCTI/I KOMHCTCHHHP'I: OCHOBHBIC 3HaHU, YMCHUA OCBOCHBI, HO  JO0IIYCKaroTCsA
HE3HAYNTEIbHBIC OMMOKH, HETOYHOCTH, 3aTPYIHEHUS MIPH aHATUTHYECKUX OIepanusX, IepeHoce 3HAaHUH
u }/MGHI/Iﬁ Ha HOBBIC, HCCTAHAAPTHBIC CUTYyalluU.

— Ha OIEHKY «yIOBIETBOPUTENHHO» (3 Oamna) — oOyJaromuiics AeMOHCTPUPYET MOPOTOBBIA YPOBEHB
c(OPMHUPOBAHHOCTH KOMIIETCHIIMI: B XOJ€ KOHTPOJBHBIX MEPONPUSITHH JOMYCKAIOTCS OIIHOKH,
HpOSBIACTCS OTCYTCTBHE OTHEIBHBIX 3HAHWH, YMEHHWH, HABBIKOB, OOYYAIOIIMIICA WCIBITHIBACT
3HAUUTENbHBIC 3aTPyJHEHHS TPH ONCPUPOBAHMU 3HAHMSAMH M YMEHHSMH IPH HX IEPEHOCe Ha HOBBIC
CHUTYaIUH.

— Ha OLICHKY «HEYJIOBJIETBOPUTENIBHO» (2 Oaiia) — 00ydaronuiics: IeMOHCTPUPYET 3HaHus He Oosee 20%
TEOPETHIECKOTO MaTepHaa, JOMyCKaeT CYIIeCTBEHHBIE OIMOKH, HE MOYKET IMOKa3aTh HHTEIEKTYaIbHBIE
HaBBIKH PEIICHHS TPOCTHIX 3371a4.

— Ha OILIEHKY «HEYIOBJIETBOPUTEIbHO» (1 Oamn) — oOydaromuiicsi He MOXET I0Ka3aTh 3HaHKS Ha YPOBHE
BOCIIPOM3BEICHUSI U OOBACHEHMs HH(POpMAlMK, HE MOXKET I[I0Ka3aThb MHTEUICKTYalbHbIE HAaBBIKH
pelIeHus MPoCThIX 3ajay.



