MMHUCTEPCTBO HAYKH Y BBICIIEI'O OBPA3OBAHMAA
POCCUMCKON ®EJIEPAITINA

OenepanbHOE rocy1apcTBEHHOE OI0KeTHOE 00pa30BaTeIbHOE YUPEKICHHE
BBICIIEr0 00pa3oBaHHs
«MarauToropcKuii rocy 1apcTBeHHEIH TeXHIYecKkuii yauBepcutet uM. .M. HocoBay

YTBEPXJIAIO
Hupexrop 'O
JLH. CannukoBa

—
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O5RA30RAHIS
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PABOYAS ITPOI'PAMMA JUCHUIVIMHBI (MO JIST)

OPTIAHU3AIIHA KOH®EPEHTHBIX MEPOITPHATHH

HampaBnenue moAroToBKy (CreUaIbHOCTE)
46.03.02 JTokyMeHTOBE/ICHHE U apXUBOBEICHHE

HanpasnernocTs (Ipouis/crieruain3anis) mporpaMMBbl
JIoKyMEHTOBEIEHUE U IOKyMEHTAIL[MOHHOE 00ECIIeYeHHE YIIPaBICHHUS!

YpoBeHs BhICIIEro 00pa3oBaHusi - GakagaBpuar

®opma 00yueHus
3a04Hast

Wnctuty1/ dpakynsrer WHCTHTYT ryMaHHTapHOTO 0Opa30BaHHs
Kadenpa IMenaroruyeckoro 06pa3oBaHus i JOKYMEHTOBEICHHUS

Kype 5

MaruauTtoropek
2024 rox



Pabouas nporpamma cocrasiiena Ha ocaose ®T'OC BO - GakanaBpuaT 10 HAPABICHHIO
noxroToBku 46.03.02 JlokyMeHTOBeIeHHE U apXuBOBeeHUe (Mpuka3 Muno6pHayk Poccun ot
29.10.2020 T. Ne 1343)

PaGoyas mnporpamma paccMoTpena ®  omobpeHa Ha _ 3acenaHHM  KabeIphl
[lenaroruyeckoro 06pa3oBaHus U JOKyMEHTOBEACHHUS
15.02.2024, nporoxon Ne 6

3as. xadenpo : C.C. Benukanosa
PaGoyast mporpamMma 0106peHa METOIMIECKOI K cf( Ur:
20.02.2024 r. mpotokon Ne 7 e =
' IIpencenarens JL.H. CannukoBa
U

PaGoyas mporpamma cocrasnena:
nouent kadenps! I10u/l, kauzx. nex. Hayk : 1.B.CamapokoBa

e

Penenzent:
CoBeTHHK YTIpaBIeHHS aIMHHHCTPATHBHOTO, OKOJIBHOTO M JJOKYMEHTAI[MOHHOIO
obecneuennst AO «Hayka u mHHOBaImmy T. MoCKBa C.A. Beno6opoaosa




JIner akryaauszanuu padoueil mporpaMmbl

PaGouast mporpamMmma repecMoTpeHa, 00CykaeHa u 0100peHa s peanusamnuu B 2024 - 2025
yueOHOM rofy Ha 3acefnanuu Kadeapsl llemarornueckoro oopa3oBaHus U TOKyMEHTOBEACHUS

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

PaGouast mporpamMma repecMoTpeHa, 00CyKaeHa u 0100peHa s peanuzamnuu B 2025 - 2026
yueOHOM rofy Ha 3acenanuu kadeapsl llemarornyeckoro oopa3oBaHus U TOKyMEHTOBEACHUS

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

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peanmszanuu B 2026 - 2027
y4eOHOM roy Ha 3acenanuu Kadeapsl [lemarornyeckoro o0pa3oBaHus U JIOKyMEHTOBEICHHUSI

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2027 - 2028
y4eOHOM roy Ha 3acenanuu kadeapsl Ilegarorndeckoro o0pa3oBaHus U JOKYMEHTOBEICHHUS

[IpoTtokom oT 20 . Ne
3aB. kadenpoii C.C. Benukanona

Pabouas mporpamma nepecmMoTpeHa, o0cyxaeHa u ogoopena st peanusanuu B 2028 - 2029
y4eOHOM roy Ha 3acenannu kadeapsr Ilemarornyeckoro o0pazoBaHus U JOKYMEHTOBEICHHS

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




1 Iles1u ocBOEHUS TN CUMILTHHBI (MOYJI51)

Hensitmu  ocBoeHMsST TUCHUIUIMHBI  «OpraHu3anusi KOH(PEPEHTHBIX MEPOTPHUSTHIN)
ABIIAIOTCS: O3HAKOMJICHHE CTYACHTOB C COBPEMEHHBIMH TpPeOOBaHHSIMH K OpraHU3aluu
KOH(EPEHTHBIX  MEPONPUATHN, a TaKkKe PACKPBITHE OCHOBHBIX TIPOOJieM  JTaHHOW
npodeccuoHaNbHOM ASITETbHOCTH.

OCHOBHBIMU 337]a4aMHU MIPETIOIABAHMS KypCa SBIISIIOTCS:

) mpociieuTh CKIIaJblBaHUE COBPEMEHHBIX TPEOOBaHUM K CEKPETapCKOM AESITeTbHOCTH
MIPH OpraHU3aIK KOHPEPEHTHBIX MEPOTIPUSATHH;

(] O3HAaKOMHTH CTYJEHTOB C OCHOBHBIMH JOJDKHOCTHBIMU OOS3aHHOCTSIMH CEKpeTaps
OpraHu3ai KOH()EPEHTHBIX MEPOTIPUITHI;

[J copmupoBath npakTudeckue npodeccnoHanbHbIe HABBIKH.

2 MecTO IUCHUILTUHBI (MOIYJIs1) B CTPYKTYpe 00pa30BaTe/ibHOI NPOrpaMMbl

HucuuruinHa OpraHu3anus KOH(EPEHTHBIX MEpPONPHUSATHHA BXOAUT B 4YacTh y4eOHOTO
wiaHa QOpMHPYEMYI0 YYaCTHHKAMH 0Opa3oBaTENbHBIX OTHOIIEHHWH 00pa30BaTeNIbHOM
IIPOrPaMMBI.

JUia  u3ydeHus  AMCUMIUIMHBI  HEOOXOAMMBI  3HAaHUS  (YMEHMs,  BJaJEHUs),
c(OpMHUPOBAHHBIE B PE3Y/IbTATE U3YUCHHSI AUCLUIUIUH/ IPAKTUK:

CoBpeMeHHas OpraHu3alysi rocy1apCTBEHHbIX yupexxaeHuil Poccun

IIpaBoBEICHME

Beenenue B npodeccuto

OcCHOBBI apXUBOBEICHUS

OCHOBBI TOKYMEHTOBEACHUS

OcHOBBI yIIpaBJI€HUsI OpraHu3anuen

Oprann3zannoHHO-UHPOPMAIIMOHHOE 00ECTICYCHHE e TETFHOCTH PYKOBOIUTES

Opranu3anus 1 TEXHOJIOTUs TOKYMEHTAMOHHOT0 00eCTIeYeHUs YIIPaBICHUs

3HaHus (YMEHUs, BJaJIeHus), MOJTYYeHHbIE IPU U3yYEHUHU JaHHOW AUCLUILIMHBI OyayT
HEO0XOIUMBI JUIsl U3yYSHUS TUCHUILTIH/TIPaKTHK:

Opranuzanus paboThl ¢ 00paleHUSIMHU IPaXIaH

[ToaroroBka Kk npoiietype 3aliuThl ¥ 3alIMTa BHITYCKHON KBaTM(PUKAMOHHOMN paboThl

IToaroroBka k cade u cjadya rocyapCTBEHHOTO SK3aMEHa

IIpon3BocTBEHHAs — IPEIIUIUIOMHAs TPAKTUKA

[IpoekTHas AeSATENBbHOCTh IO JAOKYMEHTAllMOHHOMY OOECIIEUEHUIO YIpaBJICHUS
Opra"u3aluen

3 Komnerenuun ody4aromierocs, (popMupyembie B pe3y/ibTaTe 0CBOCHUS

AUCUHMILIMHBI (MOAYJISA) U INIAHUPYEMbIe pe3yJIbTaThbl 00y4YeHHUs

B pesynpraTe oCBOEHMS IUCHMIUIMHBI (Monynsi) «Opranu3anusi KOH(EpPEeHTHBIX
MEpONPHUATHIN» 00yUarOIIUNACS JOKEH 001a1aTh CIEAYIOIIUMU KOMIETEHIUSMHU:

KO,Z[ HHJUKATOpa I/IH,I[I/IKaTOp JOCTHIXXCHHA KOMIICTCHIIMH

[IK-1 CrmocobeH ocymecTBISTh OpPTaHU3alMOHHOE, JOKYMEHTAIMOHHOE W WH(OPMAIMOHHOE
o0ecrneveHne 1eITeIbHOCTH PYKOBOJAUTENSl OPraHu3aluu

[IK-1.1 Opraam3yer u oOecrneurMBaeT JOKYMEHTAIIMOHHOE COIPOBOXKICHUE
NESATEIbHOCTH PYKOBOJAMTENE Ha OCHOBE BHEIIHMX M JIOKAJbHBIX
HOPMAaTHUBHBIX AKTOB

[1K-1.2 Opranusyer HH(QOPMAIMOHHOE U JOKYMEHTAIIMOHHOE B3aUMOJEHCTBUE
PYKOBOIMUTENS C IOCETUTENSMHU, MOAPA3AEICHUSIMH, JOJKHOCTHBIMU
JHUIIAMU TapTHEpPaMU

I1K-1.3 Opranusyet pabodee BpeMs, HYHKIIMOHATHLHOE MPOCTPAHCTBO CBOE U




PYKOBOJUTENS, OPraHU3al[MOHHO COMPOBOXKIAET paboyue MPOIECCHI
PYKOBOJIUTEIISI

[TK-2 Crioco0GeH oCylecTBIATh JOKYMEHTAIIMOHHOE O0eCcieueHUe YIpaBIeHUsl OpraHu3aluei

[1K-2.1 Opranuszyer U perilaMeHTUPYET JOKYMEHTHUPOBAHUE YIIPaBIEHUYECKOMN
JeSITebHOCTH B OpPraHU3aIIU

I1K-2.2 OpraHu3yeT U perIaMeHTUPYeT JOKYMEHTOOO0POT B OpraHu3aluu

[1K-2.3 Opranusyer, perjiaMeHTUpYET ONEPATUBHOE XPAHEHUE M HUCIOJIb30BAaHUE

JOKYMCHTOB B OpraHHu3alluu




4. CTpyKTypa, 00b€M U colepkaHNe TUCHHUIINHBI (MOLYJI5)
OO0mmast TpyTI0eMKOCTh AUCIHILTUHBI cocTaBiseT 3 3aueTHbIX eauaui 108 akan. dacoB, B ToM
qHUCIIe:
— KOHTaKTHas pabora — 34,4 akaJ. 4acoB:
— ayIuTOpHas — 4 akaJi. 4acoB;
— paeayautopHas — 30,4 akaJ1. 4acos;
— camocTosTeapHas paboTta — 69,7 akaz. 4acos;
— B (hopMe npakTudeckoit moaroroBku — 0 akaj. yac;

dopma aTTecTaluy - 3a4ET C OUEHKOMN

AynutopHast ) s
KOHTaKTHas paborta E = DopMma TEKYILETo
=
Pa3nen/ Tema 3 (B axan. wacax) g Bux . KOHTPOJIA Kon
> & ©|camocTosTeNpHO | ycIIeBaeMOCTH U
JACIATUTAHBL N [ . | xoMnerenH
Q9 & paboThI MIPOMEKYTOYHOM
na6. | mpaxt. | €8
Tex. : 128 aTTeCcTaIlu
3aH. 3aH. | QO &
1. HopmaruBHblE  OCHOBBI
OpraHu3alnuud  KOH()EPEeHTHBIX
MEpONPUITHI
Koncnekr
yueOHOi u MK-1.1. TIK-
11 Koundepenrusie CIIPaBOYHOM i
MEPONPUSTHUS: TOHATHE 0,4/0,41 0,4/0,41| 14 UTEpaTyphl Cocrasienie 1.2, TIK-1.3,
BI/IpLIE) HK I;II/I ’ o C J;LIH(?JIH:I-II)I/IG’ rroccapui TK-2.1, TIK-
AR @YHIEH 2.2, TIK-2.3
TPEHUPOBOUHBIX
YOpaKHEHHUI
Koncnekr
12 Hopmarusro- yaeOuoii " CocrasneHue TK-1.1, TIK-
METOANYECKas 6aza CIPaBOYHOI . 12 MK-1.3
OpraHu3aIuu 5 10,4/0,41 0,4/0,41| 14 JUTEPATYPHI, HOpMATHBHBIX TK-2.1, TIK-
KO(EpPEHTHBIX BBITTOJTHEHUE
N JIOKyMEHTOB 2.2, T1IK-2.3
MEpONPUITHIA TPEHHPOBOYHBIX
yIpaKkHEHUI
Koncnekr
13 TpeboBanus K C};;Zi};?{ﬁ:ﬁ IK-1.1, TIK-
OpraHHu3aIu CocraBlieHHE 1.2, T1IK-1.3,
KOH()EPEHTHBIX 0.4/0,41 0.4/0,41) 13 JIUTEPATYPR, KOHCIIEKTa TIK-2.1, TIK-
2 BBITTOJTHECHUE
MEpONPUITUI 2.2,1IK-2.3
TPEHHPOBOYHBIX
yIpaKHEHU I
Uroro no pazneny 1,2/1,21 1,2/1,21| 41
2. TexHONOTHS OpraHU3aAlHA U
MpoBeleHUs  KOH(EPEHTHBIX
MEPOIPHITHN
Koncnekr
2.1 TopsAnok MOATOTOBKU yaeOHoii " CocrapneHue IIK-1.1, IIK-
u MIPOBEACHUS CHpaBOHHON MIPOrpPaMMBI 1.2, TIK-1.3
5 10,4/0,41 0,4/0,41| 14 JUTEPATYPHI, . -
KOH(EPEeHTHBIX koH(pepentHoro | ITK-2.1, ITK-
. BBITIOJTHEHHE
MEpPOTPUITUI MEPOTIPHUATHUS 2.2, TIK-2.3
TPEHUPOBOYHBIX
yIpaKHEHUI




Koncnekr

OHOM 1 CocraBienue
2.2 JloKkyMeHTaI[HOHHOE i . MIPOEKTOB TK-1.1, IK-
COIPOBOKACHUE CTIPABOTHOM JOKyMEHTOB 1.2, TIK-1.3
0,4/0,41 0,4/0,41| 14,7 JUTEPATYPHI, i . -
KOH(EPEHTHBIX conpoBoxaatonmx | TTK-2.1, TIK-
. BBITIOJTHEHUE
MEpONpUsTUil KOH(EpEHTHOE 2.2,TIK-2.3
TPEHHPOBOYHBIX
. MEpONpHsTHE
yIpaKHEHUH
Uzyuenne
TEOPETUIECKOTO TIK-1.1, TIK-
Brinonnenue Bcex
2.3 KonTpoib Marepuana, KOHTPOJIbHBIX 1.2, TIK-1.3,
' BOIIPOCO B K - TIK-2.1, TIK-
savery, A 2.2, TIK-2.3
JIUTEPATYPHI
Hroro no paszaeny 0,8/0,81 0,8/0,81| 28,7
Hroro 3a cemecTp 2/21 221 | 69,7 320
Wroro no nucuumnnune 2/21 22N | 69,7 3a4eT C OL[EHKOU




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B xome peamuzanmuuM mporpaMMmbl  TUCHHUILIMHBL  «OpraHu3anus KOH(pEpEeHTHBIX
MEpONPUATHI»  HUCIONB3YIOTCS  00pa3oBaTelIbHblE  TEXHOJOIMH,  HAalpaBlCHHbIE  HA
dopmupoBaHUEe  3asBICHHBIX  KOMIIETEHIM:  HMH(QOpPMAlMOHHAS  JIGKIHs, CEMHHAp,
MHTEPaKTUBHbIC TEXHOJIOTMH (JIeKLus — Oecea, JIEKLUA-AUaor), UH(GOpMallMOHHbIE TEXHOJIOTHH
(ucrionb30BaHME MPE3EHTALMM, MEANAPECYPCOB, clIpaBoUYHbIX cucteM «l'apanT», «KoHCynbTaHT
+» u ap.)

WudpopmMannoHHO-KOMMYHHUKAIIMOHHBIE 00pa30BaTeIbHbIC TEXHOJIOTHH !

Jlexuusa-Bu3yann3anys — HW3JI0KEHUE COACPKAHMS CONPOBOKIACTCA IIPE3CHTALMEH
(IeMoHcTpamueil yueOHbIX MaTepUasoB, IIPEICTABICHHBIX B PA3JUYHbIX 3HAKOBBIX CHCTEMax, B
T.4. WUTIOCTPATUBHBIX, IPahUUECcKUX, ayH0- U BUIEOMATEPHAIIOB).

[Ipaktuyeckoe 3ansTHe B ¢opme mpe3eHTanuu. Yar-3aHsaTtus. BeO-3aHsaTus.
Tenexkondepenuuu. OHIaliH-cCEeMHUHAP.

CamocrosiTenbHast ~ paboTa  CTyAEHTOB  MOJpa3yMeBaeT  pabdoTy  BBINOJIHEHUE
NPAaKTUYECKUX 3a/1aHU; HHAUBUYaIbHYIO paO0Ty B KOMIIBIOTEPHOM Kilacce u oubnuoreke. OHa
HaIpaBJieHAa HA 3aKPEIJICHUE U YII1yOJIeHUE 3HAHUM, [TOJIyUEHHBIX B X0/1€ ayJJUTOPHBIX 3aHATHH 1
OCBOCHMS MaTepUaoB 00pa30BaTEIbHOIO OpTAaIa.

OmneHka 3HAaHUI MPENCTABISET COOOW COBOKYIMHOCTh Pa3IMYHBIX IOKa3aTesell paboTh
CTYZICHTa B T€YEHHUE BCEro npolecca 00ydeHus. [I[poMexxyTouHblii KOHTPOJIb IO UTOTaM OCBOCHHUS

TUCTTUTITUHLT RETTINUAAT RAUAT C NTTAHKNTT (q I('\m(‘\

6 YueOHO-MeTOAUYECKOE 00eciedeHHe CAMOCTOSITeJIbHOI PadoThl 00yYaOIIMXCS
[TpexncraBneno B mpuioxenun 1.

7 OueHOYHBIE CPeACTBA /1Jisl IPOBeeHHs POMEKYTOUHOI aTTecTAlMN
[IpencraBneHbl B IPUIIOKEHIH 2.

8 YueOHo-MeTOAMYeCcKOEe H HH(POPMALIMOHHOE 00ecneyeHrue TUCIUIIHHBI (MOTYJIs1)

a) OcHoBHas1 IMTEpPaTypa:

1. Ky3uenos, . H. JlokymeHTanimonHoe o0ecreueHue ynpasieHus. JJokyMeHTO000pOoT U
JICTIOTIPOM3BOCTBO © YIEOHUK U MPAKTUKYM IS pukiaaHoro OakanaBpuara / M. H. Kysueros.
— 3-e u3n., nepepad. u gorn. — Mocksa : M3narenscTBo FOpaiit, 2019. — 461 ¢. — (bakanasp.
[Mpuknanuoit kypc). — ISBN 978-5-534-04275-7. — Texcr : snekrponnsiit // OBC Opaiit
[caiiT]. — URL.: https://urait.ru/bcode/431759 (nara oopamienus: 23.10.2022).

2. Jloponuna, JI. A. OpraHuszanus ¥ TEXHOJOTHs JOKYMEHTAIlMOHHOTO oOecrneuyeHus
yIIPaBJICHUS | YICOHUK M MPAKTUKYM JUTs akageMudeckoro bakanaspuara / JI. A. Jloponuna, B. C.
HputukoBa. — Mocksa : U3natensctBo FOpaiit, 2019. — 233 ¢. — (bakanaBp. AkaieMu-uecKuii
kypc). — ISBN 978-5-534-04568-0. — Tekcr : anexrponnsiii // DbC Opaiir [caiit]. — URL:
https://urait.ru/bcode/433078 (nata ooparienus: 23.08.2022).

0) lonostHuTEILHAS IUTEpaTypa:

1. loxymeHTamoHHOe obecnieuenue yrnpasienus | yaeouuk / A. C. I'punbepr u np. - M. :
IOHUTU-TAHA, 2011. - 1 snextpon.ont. auck (CD-ROM). - 3ari. ¢ tutyn.okpana. - (YueOHas
auTepaTtypa TUTST BBICIIL. u cpen.mpod. o0pa3.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=427.pdf&show=dcatalogues/1/10794
40/427 .pdf&view=true (nata oopamenus: 25.10.2022). - MakpooObeKT. - TeKCT : AIeKTPOH-HBIH.
- CBenenus qoctymnHbl Takke Ha CD-ROM.

2. Koxymkxosa H. B. Crpykrypa npokymenta. CucTeMbl JIOKyMEHTAIIHU.
YHUpUUMpPOBaHHAs CUCTEMA OpPraHU3allMOHHO-PACIOPSIUTENbHON JTOKYMEHTALUU: O00Iue
TpeOOBaHMUs K COCTaBJICHUIO ¥ 0ohopMIIeHH IO [ DIEKTPOHHBIH pecypc] | yaeoHoe nocooue / H.



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

3. KypHans! «Cekperapckoe Jeio», «X0opolni ceKpeTapby», «CIpaBOYHUK CEKpeTaps U
oduc-meHemKepay, «JlemonponsBoacTBo». JlocTymn ¢ opuanIbHBIX CAHTOB

B) MeTonuyeckue ykazaHusi:

1.CamocTosiTennbHas paboTa CTYy/ICHTOB By3a: NMpakTUKyM /coctaButenu: T.I'. Hepetuna,
H.P.VpazaeBa, E.M.PazymoBa, T.®.OpexoBa; Marautoropckuit roc. Texunueckuit yu-t um.I".1.
Hocoga. - Marautoropck: MI'TY um. I'.11. HocoBa, 2019. - 1CD-ROM.-3arxn.cturyn.okpana.-
URL:https://magtu.informsystema.ru/uploader/fileUpload?name=3816.pdf&show=dcatalogues/1
/1530261/3816.pdf&view=true (mata oOpamenus: 28.10.2022). - MakpooObekr. - TekcT:
3JIEKTPOHHBIN.-CBeIeHHS JOoCTyIHBI Takke Ha CD-ROM

r) [Iporpammuoe obecneuenue u UaTepHer-pecypcebi:

https://book.ru/book/930703 Kumxuukoa, A.H. [lenonpou3BOJICTBO U  PEXKUM
cekpetHocTH | yueOHuk / KumxunkoBa A.H. — Mocksa : FOctumus, 2019. — 161 ¢. — ISBN
978-5-4365-2838-0. — URL.: https://book.ru/book/930703 . — TekcT : 37eKTPOHHBIH.

https://book.ru/book/908374 Poroxun, M.}O. CrpaBoyHHK IO AEIONPOU3BOJICTBY -
cupaBounuk / Poroskxun M.FO. — Mocksa : FOcturiuagopm, 2011, — 254 ¢. — ISBN 978-5-
7205-1072-5. — URL.: https://book.ru/book/908374. — TeKCT : 311€KTPOHHBII.

IIporpamMmmHoe oGecnieueHue

Haumenoanue .

0o Ne noroBopa CpoKk JIeHCTBYS JIUIICH3UH
MS Office 20071\, 135 o1 17.09.2007 GeccpoHO
Professional
7Zip CBOOOJTHO 0ecCpovHO
FAR Manager |cBo6oHO 0EeCCPOYHO

IpodeccuonanbHblie 6a3bl JAHHBIX 1 HH(OPMAIMOHHBIE CIPABOYHbIE CHCTEMbI
HazBaHue kypca Ccblika
DnekTpoHHbIE  pecypcsl  Gubmoreku|https://magtu.informsystema.ru/Marc.html?locale=
MI'TY um. I'.'11. HocoBa ru
Poccniickas l'ocynapcrBennas
oubamoreka. Karamoru
Nudopmarnmonnass cucrtema - Enunoe
OKHO _JIOCTyna K _HMH(OPMAIIMOHHBIM
[TouckoBast cucrema Akxanmemust Google
(Google Scholar)
Hanmonansuas nH(pOpPMaAITUOHHO-
aHanutuueckas cucrema — Poccuiickuii|URL: https://elibrary.ru/project_risc.asp
HHACKC HaydHoro nuTuposanus (PYHI)
OnekTpoHHass  0a3a  MEePUOJUYECKHX
u3nanuii East View Information Services,
9 MartepHaJIbHO-TEXHHYECKOE o0ecneyeHne TUCIUILIHHBI (MOLYJIs1)

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

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

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

https://dlib.eastview.com/

MaTepI/IaJ'IBHO-TeXHI/I'-IeCKOe o0OecrieueHue JUCHHUIIIIMHBI BKJIIIOYACT:



Y4eOHble ayAUTOpPUH ISl TIPOBEACHUS NUCTAHIIMOHHBIX 3aHSATUN JICKIIMOHHOTO THUIA!
CTos1 KOMIIBIOTEPHBIN, CTOJ TUCBMEHHBIHN, CTYJI O(DUCHBIN, JOKYMEHT-Kamepa Epson, uctouHuk
6ecniepedoiinoro nuranusi POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelIeHus,
KOMITBIOTEP MepCOoHaNbHBIN (THI6), mpoekrop ViewSonicPJD7526W, criukepdoH HACTOIBHBIN
Calisto-620 Plantronics, Be06-xamepa LogiteachC920, cucrema akycrtuyeckas HaCTOJIbHAS,
crepeorapuutypa (MUKpoGOH ¢ HIyMOITOAaBjieHHeM), SKpaHHacTeHHbIDIgis Optimal-C MW
DSOC-11032*2

Yd4eOHbIE ayAUTOPUHM [UISI TPOBEACHUS NPAKTUYCCKUX 3aHATHHA, TPYNIOBBIX U
WHAWBUIYAILHBIX KOHCYJIBTAIlUH, TEKYIIEro KOHTPOIS W MPOMEXyTouHOW arrectammu: CTomn
KOMITBIOTEPHBIN, CTOJI MUCHMEHHBIA, CTYJN OQHUCHBIN, JTOKyMEHT-Kamepa EpSon, wmcrouyHuk
6ecniepedoiinoro nuranuss POWERCOMIMD-1500AP , kamepa BBICOKOTO pa3pelIeHus,
KOMITBIOTEP MepCOHaNbHBIN (THI6), mpoekrop ViewSonicPJD7526W, crimkepdoH HACTOIBHBIN
Calisto-620 Plantronics, Be0-xamepa LogiteachC920, cucrema akycrtuyeckas HaCTOJIbHAS,
crepeorapHuTypa (MUKpOGOH C HIyMOIOJIaBlIcHHEM), dKkpaHHacTeHHbIDIigis Optimal-C MW
DSOC-11032*2

[Tomenienuss s cCaMOCTOSATENIbHOW  paboThl  oOywaromuxcs:  [lepcoHanbHbIE
kommbioTepsl ¢ makerom MS Office, Beixomom B MHTEpHET M C JAOCTYIIOM B 3JCKTPOHHYIO
UH(POPMAIMOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCUTETA

[lomemenne [Is1 XpaHeHUs M NPO(UIAKTUYECKOrOo OOCIYXUBaHUS Y4eOHOro
obopynoBanus: CTeIUIaxu i XpaHeHUs y4eOHO-HATJISAIHBIX TOCOOMI U yueOHO-METOIUYECKOM
JIOKYMCHTAIUH.



MMPUJIO)KEHHE 1
«Yue0HO-MeToAnYecKOoe o0ecneyeHne CAaMOCTOATEIbHOI Pa00Thl 00YYAK0 M XCHD)
Tema: «Poiab cexperapsi-pedepeHTa B CTPYKTYpe KOJLIETHAJILHOI0 OpraHa
ynpasJienus. [Ipogeccnonaibubie TpeOOBAHUSA K CEKPeTAPSAM IIPH OPraHU3alMH U
NpoBe/IeHUH KOH(EePEeHTHBIX MePONPUATHII»
Ilenv usyuenusn - paccmompemsv ponb ceKpemapei pAa3iu4HbIX KAmezopuil @
COBPEMEHHOM YNPAGIEHUECKOM annapame Koai1e2udibHulX OP2aH08 YnpaeieHusl.
H3yuue oannwlit pazoen cmyoenm 00axHceH:
- 3HamMb.
- COBpPEMCHHBIE KBAIM(UKAIIMOHHBIE TPEOOBAHUS K Pa3IMYHBIM KaTErOpHsIM
ceKperapeil, X JOJKHOCTHBIE 00sI3aHHOCTH;
- THIIOBBIE CTPYKTYPHI CEKPETAPHATOB;
- yMemb. BBIONTHITH PYHKIIMU CICTYIOIINUX KATETOPHIA
- cekperapb Ha TenedoHe, TMYHBIN CEeKpeTaph, TEXHUYECKUN CEKpeTaph,
- CeKpeTapb CTPYKTYPHOTO IMOApa3AeIeHHs, CeKpeTapb-pedepeHT,
- CeKpeTapb KOJUIETUH, YUCHBII CEeKpeTaph;
- g1ademn.
- uHopmalyeil 0 MNPUHIUIHAIBHBIX OTJIWYUSAX O0O0s3aHHOCTEH cekperaps u
cekpeTaps-pedepeHTa, cekperapsi KOJJIeTUH, YUSHOT'0 CeKpeTapsl.
Ilpu usyuenuu pazoena 1 neooxooumo:
1) u3y4uTh y4eOHBIN MaTepHUa:
"  TEKCTHI JICKIHiA, IPEACTAaBICHHBIX Ha 00pa30BaTEILHOM TOPTAJIE
2) caMOCTOSTENBHO 00JIee MOAPOOHO PaCCMOTPETh:
- pabOTHI aBTOPOB, 0003HAYCHHBIX B PEKOMEHIyEMOI JIUTEPATYPE;
- nepuoauueckue uznanus «Cekperapckoe nenoy», «Cekperapb-pedepeHT» u Jp.

Ocoboe enumanue oopamums Ha:
OyHKIIMU ~ CceKpeTaps M WX 3aBUCHMOCTh OT KAaTeTOPUH  CEKPETapCKOTO
0OCITy’)KMBaHUs, YPOBHS KOJUIETHAIBHOTO OpraHa, HalpaBlIeHUIl AeATelIbHOCTH
OpraHM3aly, JOKYMEHTAlMOHHOTO OOECIeYeHHUs ammapaTa yIpaBiIeHMs, CHCTEMBbI
JIEJIONPOU3BO/ICTBA, TEXHOJIOTUH IOKYMEHTUPOBAHMSL.
na camokonmpona no pazoeny HeodXo0umo omeemums Ha cledylouue 60npocsl:
- KonnernanbHble opransl yrpaBieHUs: BUJIbl, CTPYKTYpa, PYHKIUH.
- Ponp cekperaps B COBPEMEHHOM YIPABJICHUECKOM ammapare U B CTPYKTYype
KOJIJIETHAJIbHBIE OPTraHbl YIPABICHHUS.
- IIpodeccuonanbHble TpeOOBaHMA K CEKpeTapsM KOJIJIETHAIbHBIX OpPraHOB B
Poccun u 3a pyoexom.
Ilhan npakmuueckux/nadopamopHbvIX/ceMunapcKux 3aHamuii no pazoeiny .
- OnummuTe THIIOBYIO CTPYKTYPY KOJUISTHAIbHOTO OpraHa B 3aBHCHMOCTH OT
YPOBHSI YIIPaBJICHUSI.
- OnummuTe AOKHOCTHOW COCTaB MPOTOKOJIBHOM IPYMIbl OpraHU3alkH.
- AHau3 JOJKHOCTHOM WMHCTPYKIIMHM TEXHMYECKOTO CEeKpeTaps KOJUIETMajJbHOTO
oprasa.
- AHau3 NOHKHOCTHOW MHCTPYKIIUU PYKOBOJIUTENS POTOKOJILHON TPYIIIIBL.
- KakoBel OTIMYMS B JOJDKHOCTHBIX OOS3aHHOCTSIX CEKpeTapst PYKOBOIUTENS H
ceKpeTapsi IPOTOKOJIbHON TPYIIIHI.

Tema: «HopmaTuBHO-MeTOANYecKasi 6a3a padoThbl NPOTOKOJIbHOM IPYNIIbI
opraHu3zanuu. 3HaAHHUs, YMEHUs], 1eJ0BbIe H JIMYHOCTHbIE KaYeCcTBAa PA0OTHHKOB
NPOTOKOJILHOM ITPyNIb»»

Iens u3yyenus - paccmompems HOPMAMUBHO-MEMOOUYECKY IO oazy
Kéanugurayuonnvix mpedosanuil K npogeccuu, 6x00AuuUM 6 NPOMOKOIbHbIE ZPDYNNbL.

H3yuue oannwlit pazoen cmyoenm 00nNxHcen:

- 3HamMb.



- COBPEMEHHYIO HOPMaTUBHO-METOJUYECKYIO periaMeHTaltIo
KBAJTM(HUKAIIMOHHBIX TpeOOBaHUI K mpodeccuu; 0a30Bble 3HAHUSA CEKpeTaps
IPOTOKOJIEHOW I'PYIIIIBI;

- yMemb: OPUEHTUPOBATHCS B

- BHYTPUYYPEXKJECHUYECKOM  perjaMeHTaluyd  JOJDKHOCTHBIX  00s3aHHOCTEM
CEKpeTaps KOJJIETHaJIbHOIO OpraHa;

- TOpSAKE U OCOOCHHOCTSX pa3pabdOTKU JOJKHOCTHBIX WHCTPYKIMN PaOOTHUKOB
IIPOTOKOJILHOM I'PYIIIIBL;

- 81a0emy:
- HaBbIKaMHU pabOThl C HOPMATUBHBIMU UCTOUHUKAMH.
Ilpu u3yuenuu pazoena 2 neodxooumo:

1) u3y4uTh yueOHBINA MaTepHUa:

"  TEKCThI JIEKLH1H, IPeACTaBICHHBIX Ha 00pa30BaTEIbHOM ITOpTalIe

2) caMoCTOSTENHHO OoJiee MOAPOOHO PACCMOTPETH:

- paboThI aBTOPOB, 0003HAYEHHBIX B PEKOMEHIyeMOM JIUTEpaType;

- mepuoandeckue u3nanus «Cekperapckoe aenoy», «Cexkperapb-pedepeHT» u ap.
Ocoboe enumanue oopamums Ha:

- JIOJDKHOCTHOW M YHUCIIEHHBIH COCTaB IMPOTOKOJBHON TIpYIIIBI, paclpeneieHue
00s13aHHOCTEH B rpymIe.

- JIOJDKHOCTHOH CTaTyC PYKOBOJAUTEINS NPOTOKOJIBHOM TIPYIIIbl, OTHOLIEHUS C
HOJYUHEHHBIMH M HENOJUYUHEHHBIMH CTPYKTYPHBIMU TOApA3JeNCHUSIMU U
JOJIKHOCTHBIMU JIMLIAMH.

Jlna camokonmponsa no pazoey Heodxo0umo omeemums Ha c1e0yloujue 60nNPOCoL:

- ba3zoBele 3HaHMA cekperaps-pedepeHTa — KOMIBIOTEp, JEJIONPOU3BOJICTBO
MAalllMHONUCh, WHOCTpaHHBIH  s3bIK. lIpodeccuoHanbHble 3HAHUS W HAaBBIKU.
KBanudukanmonapie TpeOOBaHUS K CEKPETapsM pa3IMUHBIX KATETOPHH.

- VHMIMaTUBHOCTb, OpPraHU30BaHHOCTb, OTBETCTBEHHOCTb, MYHKTYaJbHOCTb,
MH(OPMHUPOBAHHOCTh - OCHOBHBIE JIEJIOBbIE KAUeCTBA pAOOTHUKOB MPOTOKOIBHON TPYIIIHL.
DopMHUpPOBaHUE KOMIIETEHTHOCTH.

- J1oOporkenaTenbHOCTb, CKPOMHOCTb, aKKypaTHOCTb, Tpyanomooue,
HMOLMOHAIbHASL YPABHOBEIIEHHOCTh - BAKHEHIIIME TUYHOCTHBIE KauecTBa, HE00X0AUMBIE B
padoTe NPOTOKOIBHON IPYTIIHI.

Ilhan npakmuueckux/1a60pamopHbIX/CeMUHApCKUX 3aHAMUN No pazoeny.
AHaJIN3 MOJ0KEHUS O TPOTOKOJIBHOM TPYIIIE OpraHu3aluu.
AHanu3 JOKHOCTHON MHCTPYKIMH CEKpeTapst MPOTOKOIbHOM IPyIIIbI.
CocTaBUTh CIMCOK CIIPABOYHBIX M3AaHUM, HEOOXOAUMBIX /7151 pabOThI ceKpeTaps
IIPOTOKOJIEHOM T'PYIIIIBI.
[ToBenenue cexperapsi B KOHQIMKTHBIX CUTYaIUsX.
Onuure He0OX0AUMBIE B pabOTe JEOBbIE M TMYHOCTHBIE KauecTBa CEKpeTaps Iis
OpraHMU3aIly U MPOBEIEHUS KOHPEPEHTHBIX MEPONPUATUH.

Tema: «Opranu3anus padoThbl ceKpeTaps KOJLIernajibHOr0 OPraHa, aHAJINTHYECKHe
U TeXHHYecKne PyHKIIUM.)
Ileny usyuenus - paccmompemv 0coOeHHOCHMU Opzanu3zayuu padomsvt U pavouezo
Mecma ceKpemapsa KonnezuanibHozo op2and.
H3yuue oannwlii pazoen cmyoenm 0014cen:
- 3HAMYb!
— TMOPSIOK TOATOTOBKH JIOKYMEHTOB K JOKIAAy W WX PACCMOTPEHUS KOJUIETHAIbHBIM
OpTraHoOM;
— TOPSIIOK XpaHEHHS TOKYMEHTOB, OJIAHKOB, IITAMIIOB, II€YATEIH;
— cHCTeMaTH3aIus U Kiaccu(UKamus TOKyMEHTOB B KOJIJIETHATbHOM OpTraHe;
- yMemb: OPTaHU30BaTh pabouee MECTO CeKpeTaps KOJUIETHAILHOTO OpPTaHa,
- g1aoemn.



- BIIaJIeTh ~ OCHOBaMH  MH(OPMALMOHHO-aHAIUTUYECKOW  NIEATENbHOCTH U
CIIOCOOHOCTBIO UX MMPUMEHHTH B MpodeccnoHanbHoM chepe;

- TpaBWJIAMHU COCTABIICHUS U OPOPMIICHHS YIIPABICHUYECKUX JOKYMEHTOB;

- HaBbIKAMH  paboOThl C  JOKyYMEHTaMH, COAEpXKallUMU  HH(OPMALIHIO
OTPaHUYEHHOTO0 JIOCTYTA.

Ilpu uzyuenuu pazoena 3 HeodX00UMO0:

1) u3yuuTh yueOHBII MaTEpUAI:

"  TEKCTHI JICKIH, IPEACTAaBICHHBIX Ha 00pa30BaTEIbHOM HIOPTAJe

2) caMOCTOSTENBHO 00JIee MOAPOOHO PACCMOTPETh:

- paboTHI aBTOPOB, 0003HAYCHHBIX B PEKOMEHIyEMOI JIUTEPATYPE;

- nepuoauyeckue u3nanus «Cekperapckoe aeno», «Cekperapb-pedepeHT» u ap.

Ocoboe enumanue oopamums Ha:

- Pabora ¢ TekctamH ympaBI€HYECKHX JTOKYMEHTOB IPH COCTABJICHHUU O030pPHBIX
JOKYMEHTOB (JOKJIaI0B, OTYETOB, BBICTYIJICHHH PYKOBOJAWTENSA) B pPaMKax
JESTENIbHOCTH KOJUIETHAIBHOTO OpraHa.

- KondunennuanbHeie cBeieHUS.

- OYHKIUU CeKpeTapsi KOJUIETHAIBHOTO OpraHa 1Mo 0o0ecneueHUro 0e30MacHOCTH
uHpopMaluu Npu paboTe C JOKYMEHTaMU KOH(EPEHTHBIX MEPOIPUITUN
(IOKyMEHTHPOBAHHE, YYET TOKYMEHTOB, JABI)KEHUE JOKYMEHTOB, UX XpaHEHUE).

Jna camokonmpona no pazoeiy HeodxXo0umo omeemums Ha ciedyloujue 60npocol:

- [ToaroToBka TEKCTa, peJaKTHPOBAHUE, COTIACOBAHHE.

- Pabora o cOopy uHpOpMaIK - €€ 1eJIeBOe Ha3HAuUEHUE, CIOCOObI MOTyYCHHUS,
00pabOTKH M XpaHCHHUS.

- OcoOeHnHocTH pabOThI C BEAOMCTBEHHBIMH M3JaHHUSIMHU, MYOIUKAIUSIMH B IIpeEcce,
CHEIMAIIbHOMN TUTEpaTypoil.

- Opranuzanus KoH()EepEeHTHBIX MEPOIPHUSITHA.

- VYcioBus Tpyna - OCBEIIEHHOCTh pabO4yero Mecra, IIyMm, TeMIepaTypa BO3ayXa.
Pexxum Tpyna n oTasixa.

Ilhan npakmuueckux/1a60pamopHbIX/CeMUnHapcKux 3aHAmMUI no pazoeny.

- Ha ocHoBe muaHa npoBefieHHs KOH(EPEHTHBIX MEpPONPHUSATHIA COCTABUTH IUIAH
pabouero JHsS cekpeTapsi.

- B dyem 3akirodaeTcs MOJArOTOBKAa CEKpEeTapeM MOCTYHMUBIIMX JOKYMEHTOB JUIs
paccMOTpEeHUs UX KOJIJIETHAIbHBIM OPTaHOM.

- Kakum o0pa3zom ocymiecTBiasieTcs OpraHuzanus pabodyero Mecra cekperaps,
nepevncianTe Habop He0OXOMMOro 000PYIOBAaHUS U CIIPABOYHBIX M3/1aHUH.

Tema: «PaGoTa cexkperapsi KOJLJIerHaJbLHOI0 OPraHa Mo COCTABJIEHUIO H
0pOpMIICHHIO JOKYMEHTOB KOH()EPEeHTHBIX MEPONPHATHH, ero 00s13aHHOCTH 110
OpraHM3alnuy UX XpaHeHUs ¥ UCTOIb30BAHUSL.)

Ilenv usyuenus - paccmompemv 0COOEHHOCMU Op2AHU3AUUU padomvl u padouezo
Mecma cekpemaps npu npoeedeHun KOHpepeHmuvix Meponpusmuil.

H3yuue oannwlii pazoen cmyoenm 001x4cen:

- 3HamM».

— TICUXOJIOTUYECKHE OCHOBBI OOIIEHUS, TPOPECCHOHATBHYIO 3THKY;

— OCHOBBI pabOThI C KOPPECTIOHACHIIUEH PYKOBOIUTEIS;

— POJIb CEeKpeTaps B OpraHU3aluy COBEIAHUM Pa3InYHOTIO YPOBHS YIIPaBICHHUS,

— 0CcOoOeHHOCTH Tmepegaud HMH(OpPMalMU B NMHUCBMEHHOW M YCTHOM (opme, JMYHO U IO
Tenedony;

- YMemb. OPTaHW30BaTh pabOTy MPUEMHON PYKOBOJWTEINS; BECTH W JOKYMEHTHUPOBATH
Tesie()OHHbIE TEePErOBOPHI; MOATOTOBUTH M JIOKYMEHTHPOBATH pPAa3JIMYHbIC BHUAbI M THIIBI
COBECIIIaHUH,;

- 61ademb:; METOJIaMH OPTaHU3AIMH COBEINAHUI Pa3IMYHOrO YPOBHS M KOH(EpPEHTHBIX
MEpPOMPUITHIA, TPOBOAUMBIX KOJUIETHAIBHBIMU OpraHaMHU.

Ilpu usyuenuu pazoena neo6xo0umo:



1) u3y4uTh yueOHBIH MaTepHUa:
- TeKCThI JIEKLIUH, PEJICTaBIEHHBIX HAa 00pa30BaTEIHLHOM MOpTase
2) caMOCTOSTENHHO OoJiee MOAPOOHO PACCMOTPETH:
- paboThI aBTOPOB, 0003HAUEHHBIX B PEKOMEHyeMOH JINTEpaType;
- nepuoandeckue u3ganus «Cekperapckoe aenoy», «Cexkperapb-pedepeHT» u ap.
Ocoboe énumanue oopamums na:

- Opranuzanus paboTsl ceKpeTaps M0 OPraHu3aluy U IPOBEACHUI0 KOH()EPEHTHBIX
MEpPOIPUITHIA: TpaBUIIa, OpraHu3alys paboThl, JOKYMEHTUPOBAHUE U T.1.

- Oco0eHHOCTH MOATOTOBKYU J€NIOBBIX BCTPEY U IIEPETOBOPOB PYKOBOIUTEIS.

- Tunsl coBelaHuil ¥ MpaBuiia UX MOATOTOBKH M OpraHU3aIUu.

na camokonmpons no pazoeny Heo6xo00umo omeemums Ha c1edyoujue 60npocol:

- [TonroroBka MOCTYNMUBIICH KOPPECIIOHACHLIMH K JOKIAAY PYKOBOIUTEINIO.

- [Tpouenypa npeaBapuTENbHOIO PACCMOTPEHUS JOKYMEHTOB.

- CucremaTu3zanus KOppecnoHISHIINHN Ha padoueM MecTe ceKpeTaps.

- B3aumocBs3p nopsiika noANMCaHUs, BA3UPOBAHUS, COIVIACOBAHUS IOKYMEHTOB B
OpraHu3anuu U o0si3aHHOCTEN cekperapsi-pedepeHTa.

- KoHTposb 3a KauecTBOM BBIITYCKAEMBIX JTOKYMEHTOB.

- Perucrpanus 10KkyMeHTOB, KOHTPOJIb U CIpaBO4Has paboTa.

- Benenue nepenucky pykoBOAUTEIS.

- CucremaTtu3zanus JOKYMEHTOB U UX XpaHEHUE.

- JocTtyn K T0KyMEeHTaM ceKkpeTapuara.

Ilhan npakmuueckux/nadopamopHbvIX/ceMunHapcKux 3aHAmuil no pazoeny.

- Oxapakrepusyiite paboTy cekperaps ¢ HHPOpMALMEH i PYKOBOIMUTEIS,
METOAMKY TOJTrOTOBKH JOKJIQJ0B, BBICTYIUICHHWH, CIIPaBOK, OCOOCHHOCTH cOopa MHGpOpManun
JUTSL COBEIIIAHUA.

- KakoBbl mpaBuia mnpuemMa U 00pabOTKH MOCTYMAIOUIUX JIOKYMEHTOB IO
pe3yabTaT™M paboThl KOH(PEPEHTHOTO MEPOIPUSATHSL.

- Onumure cekpeTapckue OOS3aHHOCTH IO TOJTOTOBKE JIOKYMEHTOB K
KOH(EpEHTHOMY MEPOIPUSTHIO.

- Onumute cekperapckue 00s3aHHOCTH MO MOATOTOBKE MCXOISAIIUX JOKYMEHTOB
(TOKYMEHTOB K OTIPaBKe) MO pe3ylbTaTaM KOHPEPEHTHOTO MEPOIPUSATHS.

- Kakum o0pa3oM ocymiecTBIseTcS KOHTPOJIb CEKpeTapeM KadecTBa O(QOpMIICHUS
JIOKYMEHTOB?

- B uem 3akmtouaercst paboTa cexperaps MO perucTpanuu J0KyMEHTOB?

- KTo u kak ocymiecTBiser KOHTpPOJIb CPOKOB MCIIOJIHEHHUS JOKYMEHTOB U
MOpYUYEHUIN pyKOBOIUTENS?

- KakoBbl TpeOOBaHMSI K OpraHU3aluy XpaHEHHs IOKYMEHTOB, X CUCTEMaTHU3al|H.

- CocraBnenue TenepoHOrpaMMBI IO MPOBEACHUIO0 KOHPEPEHTHOTO MEPOIPUSTHS.

- B uem 3axmmrouaetcs cnenuduka ciryxedHoro TenepoHHoro pasropopa’?

- [Ipoananusupyiite TUNUYHBlE oOKMOKM TenedpoHHoro obmenus. Otser
IPOUJUIIOCTPUPYITE IPUMEPOM.

- [Tnan neficTBHii cekpeTaps B Cilydae CPOYHOI'O COBEIIAHUS Y PYKOBOJUTEIS.

- CocTaBuTh nporpammy-npuriamneHue coopanus (KoHpepeHInn).
Pekomenoauuu no noozomoexe K 3auemy ¢ OYeHKou:

IIpu moaroToBke K 3ayeTy C OIEHKOH 0coboe BHHUMaHHE CleayeT OOpaTHTh Ha
CJIETYIOIINE MOMEHTBI:
Tembl A1 co0OICHNMI:

1. Ananmm3  COBpEeMEHHOW  HOPMAaTHBHO-METOAMYECKOW  0a3bl, periaMeHTHUPYIOIICH
NeSITeIbHOCTD CeKpeTapst IPH OpraHnu3alui KOH(PEPEHTHBIX MEPOIPUATHH.

2. Anamu3 TpeOOBaHWH HOPMATHBHO-METOJUYECKUX JIOKYMEHTOB K COCTABICHHIO U
opopMIICHHIO  YNPaBIEHYECKUX JOKYMEHTOB TIPH MPOBEACHUU KOH(EPEHTHBIX
MEpONPHUATHIA.

3. JlokHOCTHAsT MHCTPYKIMSL CEKpeTapsi OpraHu3aluu (Ha TpuMepe KOHKPETHOM



OpraHU3aIlkH).

4. TlpoGnemMbl NIIAaHUPOBAHUS M OpPTraHMU3AIlMK padodero JHs cexkpeTraps (10 COBPEMEHHOU
JTUTEPATYpE).

5. Ponp cekperaps B oOpraHMzalli  XpaHEHHs] JIOKYMEHTOB, COIPOBOXKIAIOLINX
KOH(EpEHTHOE MEPOTPHUSATHE.

6. OpraHuzaloHHbIE U TEXHUYECKUE MPOOIEMBbI TOATOTOBKU KPYITHBIX COBEIIAHUM.

OmnbIT MpuemMa SK3aMeHa (3a4eTa) BBISIBHII, YTO HAUOOJBIINE TPYIHOCTH TIPU IPOBEICHUH
sK3aMeHa (3ayeTa) BO3HUKAIOT MO CIEAYIOIIUM pa3ieiiaM:

- [IpodeccronanpHbie TPEOOBAHUS K CEKPETAPSIM PA3IUYHBIX KATCTOPHIA.

- HopmaruBHO-MeToauaeckast 6aza paboThl cekperapsi.

st Toro 4ToOBl M30EKaTh TPYJHOCTEH MPH OTBETaX IO BHIIICHA3BaHHBIM pPa3JieiaMm,
PEKOMEHIyeM YACIUTh OOJIbIIee BPeMsl HA OCBOCHHE MaTepHasa TaHHBIX TEM.

IIpakTHyeckoe 3aganue 1.
CocraBuTth pedepar 1o oJHON U3 TeM:
e KomnernanbHbie OpraHsl yIpaBJIeHUs: BUIBL, CTPYKTYpa, QYHKIUH.
e Ponp cekperaps B COBPEMEHHOM YIIPABICHYECKOM afapare M B CTPYKType
KOJUIETHAJIbHBIE OpTaHbl YIIPaBICHHUS.
e IIpodeccuonanbuble TpeOOBaHUS K CEKpETapsiM KOJUIETHAJIbHBIX opraHoB B Poccuu u 3a
pyOexoM.
IIpakTuyeckoe 3axanue 2
Onpenenuts JOKHOCTHOW COCTaB MPOTOKOJIBHOM IPYIIIbI IPETPUSATHSL.
CocTaBbTe MaKeT MOJIOKEHHSI O TPOTOKOIBHON TPYIINe OpraHU3aIUH.
IIpakTnueckoe 3aganue 3
JlaiiTe MUCbMEHHBIE OTBETHI Ha CIIEAYIOLINE BOIPOCHIL:

- OxapaktepusyidiTe paOoTy cekperaps ¢ uUHpopMmanuedl g pPyKOBOJUTEIS,
METOAMKY MOJATOTOBKM JOKJIAJ0B, BBICTYIUIEHUH, CIIPaBOK, OCOOEHHOCTH cOopa MHGpOpMaluu
JUISL COBEIIaHNUS.

- KakoBbl mpaBmia mnpuemMa U 00pabOTKM MOCTYHAOUIUX JIOKYMEHTOB IIO
pe3ynbTaT™M paboThl KOHPEPEHTHOTO MEPOTIPUSATHSI.

- OnummMre cekperapckue OO0S3aHHOCTM IO MOJATOTOBKE JOKYMEHTOB K
KOH()EpPEHTHOMY MEPOIPUSITHIO.

- Onummre cexkperapckue O0S3aHHOCTH IO MOATOTOBKE HCXOSIIMX JIOKYMEHTOB
(TOKYMEHTOB K OTITpaBKe) M0 pPe3yJibTaraM KOH(EPEHTHOTO MEPOTIPUSATHUS.

IIpakTnyeckoe 3aganue 4
1) Kakoifi HOpMaTHBHBIM JOKYMEHT YCTaHaBIMBAeT IpaBuwia OQOpPMIIEHHS IpuKa3a o
OPUMEHEHUH IMCUUIUIMHAPHOTO B3bICKaHUS (cT. 193), m3roroBiieHUs W BbIaYM PAOOTHUKY
KOMHUIA JTOKYMEHTOB, CBSI3aHHBIX C pabotoi (cT. 62), mpeaynpexiacHuss padboTHHKa 00
yBosibHEHUHU (cT. 79, 80) B TpeXIHEBHBIN CPOK?

2) VkaxuTe Ha3BaHUE CIPABOYHUKA, KOTOPBIN NMpeAHa3HAYEH AJIsi UCIOJIb30BAaHUSI B KAaueCTBE
OCHOBHOTO HOPMATHBHOTO JOKYMEHTa IMPHU COCTABJICHUM HOMEHKJIATyphl JI€JI OpraHu3alluH,
OTIpe/ICIEHUH CPOKOB XpaHEHUs, OTOOpe Ha XpaHEHHWE M YHHUYTOXKEHHE YIIPaBICHUECKUX
TUTIOBBIX JOKYMEHTOB B JIEATEILHOCTH OpraHu3amiu (yUpekIeHHs) U pacCpOCTpaHsIETCs Ha BCe
OpraHu3aly, HE3aBUCMMO OT TOrO, IIOCTYNAalOT MX JOKYMEHTBl Ha XpaHEHUE B
rOCyIapCTBEHHbIC, MYHUIIUIIAJIbHBIE aPXUBBI UJIU K€ HE MOCTYIAOT.

3) Kakoli TOKyMEHT yCTaHaBIIUBAET MOPSIOK MOJTOTOBKH W MPOBECHUS COOpaHUii, COBEIIaHUI
U TIEpPEeYeHb BOMPOCOB, pEIIEHHWE KOTOPBIX NPHHUMAETCS OONBIIMHCTBOM TOJOCOB WU
€IMHOTJIACHO; B HEM YKa3aHO, KTO UMEET IIPaBoO MOJINUCH JOKYMEHTOB?




4) Hanuuume Kakoro JOKYMEHTa OpraHM3alMd IIO3BOJISIET CEKPETAPI0 UYETKO 3HATh IMOPSAJIOK
HOJArOTOBKH JOKYMEHTOB (TIOPSIOK PELIEHUs] BOIPOCA) U JIETKO IPOBEPUTH CTENEHb TOTOBHOCTU
JOKYMEHTOB (HAJIN4YHe HEOOXOAUMBIX BH3) IIPU NPEACTABICHUN HA MOJIUCH PYKOBOIUTEIIO?

KonTpoabnas padora
3anonHUB Tabiuiy, paszpaboTaiiTe IUIAaH M PAcKpoOWTEe OCHOBHOE COJEpXKaHME
OpraHu3aIiy MPE3CHTANHN KAKOT0-IM00 IPOIYKTA WIH YCIYTH (PUPMBI.

Oran Bapuanr cryaenra
Tema:

1. Onpenenenuie TeMbl MEPOIIPUATHS

2. Beibop Mecrta W BpeMeHH NpoBeacHHS (KOH(pepeHII-3all
OpraHU3alMi WIK apeHJI0OBAHHOE TOMEIEHHUE, ero IUIOIAb U
crocod paccaJkM YYacTHUKOB - B 3aBHUCHUMOCTH OT UX
KOJINYECTBA).

3. Ocku3pl 2 (AByX) TIUIaKaToB: Kakue (¢passl U B
COITPOBOKIACHNUN KAaKUX WILTIOCTPAIMI TOMECTHTE.

4. Bun u macutab 000pyAoBaHUS U YKpallleHUs 3aja (MakeThl
MPOIYKIIMKM, CTEHIbl, KOMIIO3UIIMU U3 KaKUX I[BETOB
MpUeMJIEMbl  JUISI  JIaHHOTO  CJIy4as, MpPEeIyCMOTPEHO JIH
COMPOBOXKACHHUE JIEMOHCTPAIMHN WU JEeTyCTallud JEBYIIKAMMU-
MOJICJISIMH | T. I1.)

5. Dcku3 Oeiika, IMEHHON KapTOYKU COTPYIHUKA KOMITAHUU,
KOTOPBIM BCTpEYaeT rOCTEN.

6. OmpeneneHue IOKIAIYMKOB IO TeMaM, cOOp TE3HCOB
ITOKJIJIOB.

7. CocraBieHue 0a3bl JAHHBIX I PACCBUIKU TPHUTJIAlICHUN
(aymuTopusi, yYpOBEHb, CTENEHb 3HAYUMOCTH U  T.I.).
KOHTHUHTEHT MIPUTJIAIIeHHBIX (xaxue OpraHu3aIuu
MPECTABISIOT, POJ] 3aHITHH ), KOJINYECTBO YUACTHHKOB.

8. IlpenrycMOTpeHO 1M MpUIVIALIEHHE BBICOKONOCTABIEHHBIX]
FOCTEM.

0. CocraBieHne TpUTIAICHHS, PAacChUIKa NPUTIAIICHUH 110
0a3e JaHHBIX.

10. MakeT npuriIacuTeNLHOTO.

CocTaBiieHHe NpeIBAPUTEIHHON CMEThl MEPOTIPHSITHS. [TpuGnu3uTensHO
[Torck crOHCOPOB MepOIpHUATHS (B cllydae HEOOXOAMMOCTH),
[0JIrOTOBKA CHOHCOPCKUX MAKETOB.

Pexnama mepornpuatus B CMU, TeMaTHuecKuX H3AaHUSAX, HA
CTEMANM3UPOBAHHBIX CcaiTaX. B Kakux W3TaHUAX TIOMECTHUTE
mHpopManMio  (MEePEeYrCInTh), KaKoro poaa (pexkiiaMmHoe
00BsiBIICHHE, NH(OPMAIlMOHHASI CTAThs U T.I1.).

OpraHu3anus MpeIBapUTEIbHON  PErucTpaldl  JIeJeraTos,
COCTaBIICHHE CITHICKA.

bpoHupoBaHue TOCTHHUI] 1O 3asBKaM. (Ha3BaHue rocTHHHUIIBL,
[PUMEPHOE KOJMYECTBO HOMEPOB).

ApeHza moMerieHusi (€ero IJouaab 3aBHUCUT OT KOJMYECTBA
neneratoB). Kakoe momerieHre B paMKax Ballero ropojia Bam
MOIXOJIUT, 0OOCHYMTE.

[TonroroBka PEKJIaMHO-TIPE3EHTALIHOHHBIX MaTepHaoB.
[Ipe3eHTalIMOHHBIA IMAaKeT BKJIOYAET B ceOs: makeT (Wiu
[UIOTHYIO TAMNKy), Manky Juisi WHQOPMAIMOHHBIX MaTepUaIOB
KOH(EPEHIINK, PYyYKY, OJIOKHOT JJI 3amuceil. DTH MaTepHalIbl




NTOJKHBI OBITh M3TOTOBJIEHBI C JIOTOTUIIOM MEPONpPHUATHS, a B
OJIOKHOTaxX MOXKHO YyKa3aThb TIOBECTKY [HS, IIEPEUUCIUTh
[IapTHEPOB M CHOHCOPOB. Takke B IaKeT CHOHCOPBI MOTYT
BJIOKMTh PEKJIAMHBIE MAaT€pUaIbl, MUHU-TIPE3CHTHI.

[IponyMbIBaHUE BAapUAaHTOB MHTAHUS JAeJIeraToB. Bo3MOXHO
[PUBJICYCHUE KEHUTEPUHIOBBIX KOMIIAHUM JUIsl OpraHu3aliu
[PUBETCTBEHHOTO Kode-Opeiika U B TMepepbiBe  MEXIY]
BacemaHusIMH - ¢ypiera. [Ipu JOCTHKEHHH JOTOBOPEHHOCTH C
kage WIM pecTopaHOM, HaXOASIIMMCS BOJIU3M  MecTa
[TPOBEIECHUS MEPONPUSITHS UM B TOCTUHHULE, JAEJIeraraM MOTyT
BbIIaBaThCS TAJIOHBI HA MUTaHKe (3aBTpaK, 00el, Y)KUH).

Korma, xakoll MpOJOKHTENBLHOCTBIO, B Kakoil ¢opme Oyaer
MPOXOAUTh OOCACHHBIM TEpepblB U (UHAIBHBIA (ypiieT uiu
y>krH. COCTaBUTh MEHIO (3aKYCKU U HAIIUTKH).

20. MakeT KyBepTHOM KapThl.

[TonroToBka MpPE3CHTAIMOHHOIO U JIPYTOr0 TEXHUYECKOTO
oOopymoBanusi (Kakoe OyneTe HCIoJb30BaTh). [IpemycMoTpeH
i1 B mporpamMme BHUICO(DWIBM WJIM PEKJIAMHBIA  POJIUK
(TIpOTOJKUTEIFHOCTB, OCHOBHOE cojepkaHue). B dyem Oyxaer
COCTOSITh M3IOMUHKA (KYJIbMUHAIMS O(QHUIIMATBHOMN YacTh).

Kakue rpaduveckue Marepualibl ILIAHUPYETE HCIIOIh30BATh
(cxembl, rpaduku, pucynkn)? C kakoi neiabo?

My3bIKaJIbHOE CONPOBOKJICHUE Ipe3eHTaluu (Kakoro poja

KOJUICKTHB,  YWCJIO  YYaCTHUKOB,  IPOJIOJDKHTEIBHOCTD
BBHICTYIICHUSI, periepTyap).

TupaxupoBanue HEO0OXOIUMBIX MaTepuasoB.
NubopmannoHHbIe MaTEePHAIIBI, TE3UCHI TOKJIaJI0B,

IMPE3CHTAINN Ha JUCKAX U T.II..

3aka3 TpPaHCIOpPTa M JOCTABKA JIEJIETATOB K MECTY MPOBEICHHUS
KoHpepeHiMu U oOpatHo. K kakoit ¢upme oOparutecs,
mpremMiIeMasi IjIsl BaC MapKa aBTOMOOWIISI, UX KOJIWYECTBO.

Opranuzanus 1ocyra. OKCKypcus s HTHOTOPOJAHUX JIEJIEraToB,
OpraHu3alysl KOHLIEPTHON MpOorpamMMmsl, oy U T.1. B ueM Oyzaer
BaKJII0YaThCs HeOPUIMATIbHAs, KYyJIbTypHasl 4YaCTh MEPOIPUSITUSI

3aKynka CyBE€HUpPOB, NojapkoB. Kakoro poaa miaHupyercs
pa3gaTouyHbIi M CYBEHUPHBIM MaTepuan (Kakoro cCojAep KaHUs
OyKJIeTbl M Mpaichl, KaKOH MNOJapUTe CYBEHHpP U C KaKuUM
M300paKeHUEM).

28. Pa3paboTka AOKYMEHTOB (JMILJIOMOB, CepTH(PHUKATOB) 00
YJACTHH B MIPE3CHTAIIMU. DCKU3 TUTLIOMA.

[TonroToBKa 3aKpbIBAIOIIMX JOKYMEHTOB Ui MpPEICTaBUTENIEH
FOpUANYECKUX JMIl (OpUTMHAN cueTa, cueT-(akTypa, akT
BBINOJIHEHHBIX padoT).

PazpaboTka perucTpaiiioHHON GOPMBI JUIsI eJIeraToB.

[lonroroBka WHGOPMAIMOHHBIX MaTE€pUAIOB KOH(EpEeHIHH.
[Tporpamma (peryiaMeHT) KOH(EPEHIMH, TE3UChl JOKJIAI0B U
COMPOBOJUTENIbHbIE MaTepHalibl K HUM (CXeMbl, TaOIUIBl U
T.71.), GOPMBI UTOTOBBIX PEIIEHUH, aHKETHI, ONPOCHBIE JHUCTHI.

[lonroroBka MaTepuanoB MpPE3eHTAUUU s OPHUIHAIBEHOU
MyOMMKalMu W pacchUIKM (B clydyae HEOOXOAMMOCTH)
nenerataM U IpOQMIBHBIM ydpexJIeHusM. B kakue nznaHus
OCYILIECTBUTHCS PACCHUIKA, YKAXKUTE CPOKH.




Hroroswlii Tect
Bompoc 1
Ilo mHenuto Kaxoll opeanuzayuu npogeccuu «COBPeMEeHHbI CeKpemapby, COOmeemcmeyem
cnedyrujee onpeoeieHue:
«HMuuyuamugnolii. U paccyoumenvbHbvlil. NOMOWHUK — PYKOBoOumens, 001a0arnuwuil  ecemu
NPOhecCUOHAIbHLIMU  HABLIKAMU, HEOOX0OUMbIMU OJIs1  OpeaHuzayuu pabomsl 6 oguce,
NPUHUMATOWUT] PeUleHUsl 8 NPeOeNax C8oel KOMNEMeHYUuy.
Bribepute oauH oTBeET:
a. EBpomeiickoii acconnanuu npohecCUOHATBHBIX CEKpeTapei
b. MexaynapoaHoro npodeccruoHanbHOro Kityda cekperapeit
C. Poccuiickoi HallMOHAIIBHOW acCOLMALMU CEKpeTapei
Bompoc 2
B epynne aomunucmpamusnvix onepayuti, GbINOIHAEMbIX CEKpemapem, npuem nocemumeinell,
meneghoOHHblE NEepPe2oBopbl, CAYHCEOHblE KOMAHOUPOBKU, 0068edeHUe peuleHUll 00 UCHOAHUmeNel
OMHOCUMCSL K
Bribepute oauH OTBET:
a. KOOpANHALIMOHHBIM
b. pacnopsiTuTeNbHBIM OIEpaIusimM
C. CIIy’KeOHO-KOMMYHHKATHBHBIM OTICPAIUSIM
Bompoc 3
B epynne aomunucmpamuenvix onepayuti, 8blNOIHAEMbIX CEKpemapem, NpoeedeHue coseujanut
U 3acedanuti, Op2aAHU3AYUOHHOe U UHDOpMaAYUOHHOe obecnedenue 3MOU OesamerbHOCU
PYKOBOOUMENs OMHOCUMCSL K
Bribepute oauH OTBET:
a. KOOpANHALIMOHHBIM
b. pacniopsiuTeNbHBIM OIEpaIusiM
C. CITy’KeOHO-KOMMYHHKATHBHBIM OTICPAITUSIM
Bomnpoc 4
3aseoyrowuii xanyensapueti (oguc-meneodxncep) no OMHOUEHUIO K CEKPEeMapsiam pyKogooumenel
CMPYKMYPHBIX NOOPA30eleHUll KPYNHOU Op2aHU3ayuu Rpo8ooUum
Bri6epute ouH OTBET:
a. KOHTPOIb BceX chep NesaTenbHOCTH
b. MeToMYECKOE PYKOBOJICTBO
C. aIMUHUCTPATUBHOE PYKOBOJICTBO
Bompoc 5
Ilepsvim nuunvivm cekpemapem Examepunst || cman
Bri6epute ouH OTBET:
a. A.B. XpanoBunkuii
b. A.A. Be3bopoako
c. I'.H. Tennos
Bompoc 6
Bosnuxwasn 6 40-x ee. XX 6. 6 CILIIA opeanuzayus, énepsevie pazpabomasuias cneyuaibHyro
npocpammy no020mo8KU KEANUPUYUPOBAHHBIX CEKPemapCcKux pabomuuKkos, 9mo
Bri6epuTe o1uH OTBET:
a. EBporieiickas accoruarus mpodecCHOHABHBIX CeKpeTapein
b. HattnonanbHast accorpianus cekperapei
€. HanmonanbHas accounanus IPUITIECKUX CEKpeTapen
Bompoc 7
Keanugurayusa xaxou oonosicnocmu, coenacrno B.I1. Llleiinogy, npedycmampusaem noo2omoexy
1o npouito pupmsl u CMadxscuposKy 3a pyoexcom?
Bri6epute oquH OTBET:
d. aCCUCTCHT PYKOBOOUTECIIA
b. cekpeTapb-iepeBOAUNK



C. cekpeTapb-pedepeHt

Bormpoc 8

Coenacno knaccugurxayuu B.I1. [lletinosa xaxas u3z Hudce nepeducieHHviX OOIHCHOCMel He
npedycmampueaem GulNOJIHEHUe JUlb O0elUCmeull Nno YKA3auur  pyKkogooumens, 0e3
CAMOCMOAMENbHIX PeUleHUli

Bri6epute oauH UM HECKOJIBKO OTBETOB:

a. cekperapb-pedepeHt

b. cexpeTapb-MalMHUCTKA

C. aCCUCTCHT PYKOBOUTECIIA

Bormpoc 9

Cexpemaps 3moil  Kamezopuu nposooum pabomy no NpPoedeHulo 3ace0anuii Mmakux
opeanuzayul, Kak 000posobHOe 00bedUuHeHUe Uy 00HOU npogheccuu

Bribepure ouH OTBET:

a. cekperapb-cTeHOrpapucTKa

b. cekperaps xomteruu

C. ceKpeTapb Y4eHOI0 COBETa

Bomnpoc 10

Cexpemapws 3moti kamez2opuu nposooum padomy no n0020mosKe OOKYMeHMO8, Mamepuanos OJis
PACCMOMPEHUsi Ha 3ACeO0aHUAX NOCMOSHHO OeliCmeyIouieco 6bl00pHO20 NPeoCcmagumenbHO20
OpeaHoMa 8bicule20 YUeOHO20 3a6e0eHUsl, 3AHUMANULe20Cs peuleHuem Cmpameuieckux
80NPOCOG €20 pa3sumusi

Bribepute oauH OTBET:

a. CeKpeTapb-CTeHOTpauCTKa

b. cexpeTtaph yueHoro coera

C. CEKpeTapb KOJJICTHA

Bompoc 11

Kaxkoti us nuoice nepeuucieHnvix 00KymMenmos He odraoaem Gulcuiell npagosol 3HAYUMOCBIO
npu op2anusayuy pabomsel 0e10npoussooumens?

Bri6epute ouH OTBET:

a. ®enepanbHblil 3aK0H «OO0 aKIIMOHEPHBIX OOIIECTBAX

b. [Tonoxenue o GeneparbHOM apXUBHOM areHTCTBE

. ®enepanbHblil 3aK0H «OO0 3IEKTPOHHOM LU(POBOM MOIITHCHY»

Bomnpoc 12

Vrkaoscume, umo e6xooum 60 HYyMpPUYUPEIHCOEHUECKVIO pe2iaMeHMAayuro  OOAHCHOCTNHBIX
0bsa3anHOCmell ceKpemapsi KOANe2uaibHo20 0peana

BeiOepuTe 0AMH MM HECKOIBKO OTBETOB:

a. TOJDKHOCTHASI HHCTPYKIUS cekpeTapsi, [lomoxkenue o genepaabHOM apXUBHOM areHTCTBE

b. HOMeHKIaTypa Jes1, TOKHOCTHASE HHCTPYKITHS CEKpeTapst

C. Tabenb hopM TOKYMEHTOB OpraHU3aINU

Bomnpoc 13

IIpu opeanuzayuu cosewjanus evidensrom ciedyrouue Kame2opuu y4acmHukos

Bribepute oJ1H UM HECKOJIBKO OTBETOB:

a. COTPYJIHHMKH CBOEH OPTaHM3aIMH 110 TEKYIIIUM BOIIPOCaM; COTPYTHHUKH JIPYTUX OpraHU3ani
b. moceTuTeNny MO IMYHBIM BOIIPOCAM

C. PYKOBOJISIIIME PAOOTHUKH OpTraHU3aInN

d. KoMaHTUpOBaHHbIE, JAETEraluH

Bonpoc 14

Vkaorcume npusnaku HezaxomHocmu Oelicmeuil cOmMpYOHUKO8 KAKO20-TUOO HAO30PHO20 UNU
KOHMPOUPYIouje2o op2ana

Bribepute 0JMH UM HECKOJIBKO OTBETOB:

a. BU3UTEP HE MPEIBIBISCT YIOCTOBEPEHHUS; HE COCTABISIOTCS MPOTOKOJIBI TPOBEPKU U U3BATHUS
JIOKYMEHTOB



b. mokymeHTBI, oTpaxaromme (akT H3BATHS YEro-mub0 W3 Bamiero opuca COCTaBISIOTCS B
OTCYTCTBHE TOHATHIX; B O(uce OcCTaBiseTcss KOMHUS aKTa H3bATUS COOCTBEHHOCTH Ballen
OpraHu3aIu

C. YeTKO HE OOBSACHSAETCS NpPUYMHA BU3UTA; OTCYTCTBYET IPEANKMCAHHWE Ha MPOBEPKY Balleil
OpraHu3aIu

Bompoc 15

Henosomy meneghonnomy pazeosopy npedvasiaromcs ciedyrouue mpedosanus:

Bribepute oauH oTBeET:

a. TpyOKy cjenyeT CHUMaTh He Mo3aHee 4 Tyaka, CKOpocTh peun 145 crnoB B MUHYTY,
JUIUTETILHOCTD - HE OoJiee 8 MUH.

b. TpyOKky cienyer cHuMaTh nocie 2-3 ryuka, CKopocTh pedr 165 ¢JI0B B MUHYTY, JJIMTEILHOCTh
- He 6osee 6 MUH.

C. TpyOKy cienyeT CHUMaTh He Mo3aHee 4 Tyaka, CKOpocTb pedd 125 clioB B MHUHYTY,
JUTUTEIBHOCTH - He Ooiiee 10 MuH.

Bomnpoc 16

K ob6s3amenvHuim s31emenmam meneghonocpammvl OMHOCAMCA

BriOepuTe 01MH WU HECKOIBKO OTBETOB:

a. agpecar, pamunus U TesnedoH JIMia, IPUHSBIIETo TeaehoHOrpaMMy

b. nara, Homep TenedoHOrpaMMBbI; haMUITUK 3aMECTHTEIICH aapecaTa TeaepOoHOrpaMMBbI

C. BpeMsi mpuema TeleOoHOTpaMMbl; JIOJDKHOCTh JIMIA, OT HMMEHHU KOTOPOTO IMepelaeTcs
TenepoHorpamma

d. HauMeHOBaHUE yupeKaeHUs, haMuTus U TeraedOoH Jua, epeaaBIiero TeaeGoHorpaMMy
Bompoc 17

Tun xongepenmnozo meponpusmus, coopanue npeocmagumenell OpeaHu3ayutl, 2pynn, napmut,
0bWecmeeHHbIX 00beOUHeHUl

Bribepute oauH OTBET:

a. cpe3 ]

b. cobpaHue akIIMOHEPOB

C. CUMIIO3UYM

Bomnpoc 18

Kaxas ¢opma npomokona cosewanus npeononazaem @QuUKCUpOBaHUue 00OCYHCOAIOUUXCSL
60NpOCo8, pamunuii OOKIA0YUKO8 U NPUHAMBIX PEUUeHUl?

Bri6epute oguH OTBET:

a. TIOJTHBINA TPOTOKOT

b. kpaTkuii TPOTOKOI

C. creHOrpau4IeCKHil MPOTOKOI

Bomnpoc 19

Buvibepume sepuwiii sapuanm ¢pacmenma nogecmku OHsA cO8eUAHUSA

Bribepute oauH OTBeET:

a. Utoru ngestenbHocTH 3kcnepTHor komuccuu B 2008 1. Joxnaguuk: Koxanenko B.U.

b. Utorn nestensHOoCTH 3KCcmepTHON Komuccuu B 2008 1. Jlokmamumk: mpeacemarens DK
Koxanenko B.1.

€. O6 urorax neATenbHOCTH dKcrepTHOM komwuccuu B 2008 r. Jlokmamuwk: mpeacenarens DK
Koxanenko B.1.

Bompoc 20

Kaxkue oelicmsus npu noocomoeke u 6edeHuu nepe2o8opos AGNAIOMCA OUUOOUHBIMU?

Bri6epuTe ouH MM HECKOJIBKO OTBETOB:

a. BEJICHUE TIEPETOBOPOB HA A3BIKE TPUHUMAIOLIEH CTOPOHBI

b.He ymensercs JMODKHOTO BHHMAHHUS — IOJATOTOBKE K  IEPErOBOPAaM,  3aBBIIIACTCS
KOJIMYECTBEHHBII COCTaB JIeJerauu

C. 32 CTOJIOM IEPEroBOPOB BO3HUKAIOT CIIOPBI BHYTPH JIeJIeraluu

d. HE yUHTBIBAIOTCS OCOOCHHOCTH MEHTAJIMTETA 3apyOS)KHBIX TAPTHEPOB
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12.

IIpumepHBbIe BONPOCHI K 3a4eTy € OLEHKOI
KonnernansHbie opraisl yIpaBiICHHs: BUABI, CTPYKTYpa, QYHKIUU.
HopmaTtuBHbie TpeOOBaHUS K OpraHU3aIlK e TEIbHOCTH KOJUIETHAIBHBIX OPTraHOB.
Ponp cekperaps B COBpEMEHHOM YINpaBICHYECKOM afmapaTte U B CTPYKType
KOJUIETHaJIbHbIE OpraHbl yIIPaBICHHUS.
[TpodeccrnonansHbie TpeOOBaHMS K CEKPETAPSM KOJIJIETHATBHBIX OpraHoB B Poccuu u 3a
pyoexom.
[TpoTokobHAS TPYIIa OPTraHU3AIUH: [IeTh, PYHKIIHH, JODKHOCTHOM COCTaB.
PernamenTanus neareabHOCTH IPOTOKOJIBHOU TPYTIIEIL.
PernamenTanus nesTeabHOCTH paOOTHUKOB MTPOTOKOJIBHOM TPYIIIIHL.
Kondepenrnsie MmeponpusiTusi: BUbl, Ha3HAUCHUE.
[Topsimok opraHW3aliu W TPOBEACHUS KOHPEPEeHTHBIX Meponpusithii. Crenuduka
OpraHu3any KOHPEPEeHTHOrO0 MEPOIIPUSATHS B 3aBUCUMOCTH OT YPOBHS yIIPaBJICHHUS.

. Trmer COBGHIaHI/Iﬁ U IMpaBUJjia UX MMOATOTOBKH W OpraHu3aluu.

11.

JlokymeHTupoBaHue coBelanuii u 3acenanuil. I[lopsaok cocraBienus, opopmieHUs U
XpaHeHus NpoTokoJoB. [IpaBuna opopmieHHs BBITUCKU U3 TPOTOKOJIA.

OcoOeHHOCTH OpraHM3alluy  3acellaHhil  KOoJUIETHalbHbIX OpraHoB. (OcoOE€HHOCTH
JOKYMEHTUPOBAHUS 3aceAaHUi IIOCTOSHHO JCMCTBYIOIIMX KOJUIETHAIbHBIX OpIaHOB.
Oco0eHHOCTH OpraHu3alMy MPE3eHTalHH.



IMPUJIO)KEHUE 2

O1eHoYHbIE CPeACTBA JJIS IPOBEJIeHUs MPOMEKYTOUYHOM aTTeCcTAIUU

IlnanupyemMsble pe3yabTaThbl 00y4eHHs U OLIEHOYHbIE CPeICTBA 1JIs1 IPOBeAeHUS
MPOMEKYTOYHOM aTTEeCTALMU:

Kon Nuaukarop
IOCTHIKEHHUS OneHOYHbIE CpEeACTBA
WHJUKaTopa
KOMIICTCHIINN
IIK-1 CnocodeH oCymecTBJASTh OPraHU3alMOHHOE, [JOKYMEHTAIIHOHHOE W

uH(pOpMAIMOHHOE 00ecTiedeHue

ACATECJIbHOCTH PYKOBOAUTE/ISA OPraHu3salmumn

IK-1.1

Opranuszyer
obecreyuBaeT
JIOKYMEHTAI[MOHH
oe
COIIPOBOKICHHE
JIEATENIBHOCTH
PYKOBOJUTEINS Ha
OCHOBE BHEIIHHX
u JIOKAJIbHBIX
HOPMATHUBHBIX
aKTOB

IIpakTuyeckoe 3axanue Ne 4

1) Kakoit HopMaTUBHBIN JOKYMEHT YCTaHABIIMBACT IPABHIIA
o opMIICHHS MTPUKA3a O MPUMEHEHHUH TUCITUTUIMHAPHOTO
B3bICKaHUA (CT. 193), U3roToBIeHUS U BbIAAYU PAOOTHUKY
KOIIUH IOKYMEHTOB, CBSI3aHHBIX ¢ paboToii (cT. 62),
npenynpexaeHus paboTHuka o0 yBonbHeHuu (cT. 79, 80) B
TPEXHEBHBIN CPOK?

2) VkaxuTe Ha3BaHUE CIIPAaBOUYHUKA, KOTOPBINA IpeIHA3HAYEH
JUISL UCTIOJIb30BAaHUS B KAU€CTBE OCHOBHOI'O HOPMATUBHOTO
JIOKYMEHTA IPU COCTABJIEHUU HOMEHKJIATYpPbl A€l
OpraHu3aliy, ONpe/Ie]IeHuH CPOKOB XpaHEHus1, 0TOope Ha
XPaHEHUE U YHUUTOKEHHUE YIPABICHUYECKUX THUIIOBBIX
JIOKYMEHTOB B JISSITEJIbHOCTH OpraHu3aluuu (YUpexIeHus) u
pacIpoCTpaHsIeTCs Ha BCE OPraHU3alUK, HE3aBUCUMO OT
TOTr0, IOCTYNAIOT UX JIOKYMEHTHI Ha XpaHEHHE B
roCy/1apCTBEHHbIE, MYHUIIUIAJIbHBIE apXUBbI WX XK€ HE
MOCTYMAIOT.

3) Kakoii JOKyMEHT yCTaHAaBIMBAET MOPSAAOK NOJTOTOBKU U
MPOBEJCHUS COOpaHuii, COBELIaHUM U MepeueHb BOIPOCOB,
peleHre KOTOPbIX NPUHUMAETCs OOJBIIMHCTBOM T'OJIOCOB
WJIM €IMHOIJIACHO; B HEM YKa3aHO, KTO MMEET MPaBO MOAIUCH
JIOKYMEHTOB?

4) Hannune Kakoro JOKyMeHTa OpraHH3aluu 03BOJISIET
CEKpETapIo YETKO 3HATh MOPSAIOK MOJrOTOBKH IOKYMEHTOB
(TIOpsAIOK peleH st BOIPOca) U JIETKO MPOBEPUTH CTETIEHb
FOTOBHOCTH JJOKYMEHTOB (HaJIlune HEOOXOUMBIX BU3) MpU
IIPEJICTaBICHUH HA TIOJIUCH PYKOBOJUTEIO?

IIpumepHbIe BONPOCHI K 3a4eTy € OLleHKOMH

1. KomnermanpHble  OpraHbl  YINpaBJIEHUS:  BHJBIL,
CTPYKTYypa, GyHKIHH.
2. HopmatuBHble = TpeOoBaHHMS K  OpraHU3allH

NeSITeIbHOCTH KOJUIETHAJIbHBIX OPTaHOB.

3. Pomp cekperapss B COBPEMEHHOM YIPaBICHUECKOM
anmapate U B CTPYKType KOJUJIETHaJbHbIE OpTaHbI
yIpaBIECHUS.

4. TlpodeccuoHanbHble TpeOOBaHUA K CEKpeTapsM
KOJUJIETHAJIbHBIX OpraHoB B Poccun u 3a pyoOexom.

5. [IlporokonbHas rpynmna opraHu3alnuu: 1eib, QyHKINH,

JOJDKHOCTHOM COCTaB.




Nunukarop

Kon
JOCTHKEHUS OueHouHbIE CpeICTBa
WHJUKAaTOpa
KOMIIETEHIINHU

6. Permamenranus NEeATEIbHOCTH MIPOTOKOJIBbHOM
TPYIIIIBIL.

7. Pernmamenranus JIeATEITbHOCTH paboTHUKOB
IIPOTOKOJILHOM TPYIIIBI.

8. KoudepenTtHsie MeponpusaTus: BU/Ibl, HA3HAYCHHUE.

9. Tlopsimok opraHu3anuu U MPOBeACHUS KOHPEPEHTHBIX
MEpPOIIPUATHH. Crneuuduka OpraHu3auu
KOH()EPEHTHOTO MEpOTPUATHS B 3aBUCUMOCTH OT
YPOBHSI YIIPaBJICHUSI.

10. Tunpl coBeMIaHWK W TpaBWIA WX MOATOTOBKH H
OpraHu3aluu.

11. JlIokyMeHTHpOBaHUE  COBEUIaHMM W  3acelaHui.
[Topsmox cocraBnenusi, oGOpMIICHHUS U XpaHEHUS
npotokoiyioB. [IpaBuna opopMIICHHUS BBIUCKH W3
POTOKOJIA.

12. Ocobennoctu OpraHu3aIuu 3acelaHun
KOJUIETUATIBbHBIX OpraHoB. OcobenHoctu
JIOKYMEHTUPOBAHUS 3acelaHui MOCTOSIHHO
JENUCTBYIOLIUX KOJUIETUATTbHBIX OpTraHoB.
Oco0eHHOCTH OpraHu3aIiy MPE3eHTAIIH.

I1K-1.2 Opranusyer IIpakTH4yeckoe 3a1anue 3
nH()OpPMAITMOHHO JlaliTe MMCbMEHHBIE OTBETHI HA CIEAYIOLIME BOIPOCHI:
e u - Oxapakrepusyiite  paboTy  cekperaps C
JOKYMEHTAIIMOHH | mH(pOpMaIel isi pPyKOBOIUTENS, METOJUKY IOIATOTOBKH
oe JOKJIa 0B, BBICTYIUIGHHUH, CIPaBOK, OCOOEHHOCTH cOopa
B3aUMOJICUCTBUE | MH(POPMAIIMH JIJISi COBEIIAHMUS.

PYKOBOIMTENSA C - KakoBbl mpaBuina mnpuemMa u  00pabOTKH
MTOCETUTEISIMH, MOCTYMAIINX  JOKYMEHTOB 10  pe3yibTaTM  pabOThI
noJipa3eNieHusIM | KOHPEPEHTHOTO MEPOTIPUSATHSL.

u, - Onumure cekperapckue OOS3aHHOCTH TI0
JTOJKHOCTHBIMU | TOATOTOBKE JOKYMEHTOB K KOH(PEPEHTHOMY MEPOTIPUSITUIO.
JTUTAMA - Onumure cekperapckue OOS3aHHOCTH TI0
napTHEpaMHu MOJATOTOBKE HCXOMAAIIUX JOKYMEHTOB (JOKYMEHTOB K

OTIIPaBKE) MO pe3yJbTaTaM KOHPEPEHTHOTO0 MEPOTIPUSITHSI.
IToaroroBUTHL COOOLIEHHE 110 OXHOM U3 TEM:

1. Ananu3 coBpeMEHHON HOPMAaTHUBHO-METOJINYECKOU 0a3bl,
periaMeHTHpYIoLe  JedTeNbHOCTh  CeKpeTaps  Mpu
OpraHu3aiuy KOH(EPEHTHBIX MEPOTIPUSTHIA.

2. Anamu3 TpeOOBaHMH HOPMATHUBHO-METOANYECKHX
JIOKyMEHTOB K COCTaBJICHUIO u oopmiieHuI0
yIpaBJIEHYECKUX JOKYMEHTOB npu MIPOBEJCHUN
KOH(EPEHTHBIX MEPOTIPHATHH.

3. JloiKHOCTHAst HHCTPYKIIMS CEKpeTaps OpraHu3aluu
(Ha mpuMepe KOHKPETHON OpraHu3allum).

4. TIpobnembl  TJIAQHUPOBAHHWA W OpraHU3alUU
pabouero qHs cekperaps (TI0 COBPEMEHHOM JIUTEPaType).

5. Pomp cekperaps B OpraHM3allud  XpaHEHUs
JIOKYMEHTOB, COTIPOBOKIAIOIINX KOH(epeHTHOe
MEpOTPUSITHE.




Kon
HHAUKATOpPa

Nunukarop
IOCTHIKEHUSI
KOMIIETEHIINHA

OneHouHble CpeacTBa

6. OpraHu3alMOHHbIE
IIOJIFOTOBKU KPYIHBIX COBEIIAHUH.

N TCXHHUYCCKHUC

POOJIEMBI

I1K-1.3

Opranuzyer
pabouee Bpewms,
(GYHKIIMOHATILHOE
MIPOCTPAHCTBO
CBOE u
PYKOBOJUTEII,
OpraHU3aI[IOHHO
COIIPOBOKIAET
paboune
IIPOIIECCHI
PYKOBOIUTENS

KonTpoabHasi padora

3amonHUB Ta0NMIly, pa3paboTaiiTe MjIaH U pacKpouTe
OCHOBHOE COJICpP)KaHUE OPTaHU3alluU MPE3ECHTAUN KaKOT0-

71100 MPOAYKTA MITH YCIYTH (UPMBIL.

Ortan

CTYJEHTa

BapuanTt

1. Ornpenenenue
MEpOTIPUSITHSI

TeMbl|TeMa:

2. BpiObop Mecra U BpeMeHH
[IPOBEACHUS (koHbepeHIT-3a7
OpraHu3alii  WIA  apeH/IOBAaHHOE
[MOMEIICHUE, €ro IUIONIaah M CIIOCO0|
[paccajKy y4aCTHHUKOB - B 3aBHCHMOCTH|
OT UX KOJINYECTBA).

3.Ocku3pl 2 (#BYX) IIJIaKaToB:
Kakue (pa3spl U B COINPOBOXKACHUY]
KaKMX WUIIOCTPALUN TOMECTUTE.

4. Bun u macmrabd o6opyaoBaHusy
1 yKpamieHus 3aja (MaKeThl TPOAYKIIHH,
CTEH/IbI, KOMIIO3UIIMA M3 KAKHUX I[BETOB]
[pUeMIIEMbl  JUIS  JTAHHOTO  CIJIydas,
[IPEyCMOTPEHO JIH  COIPOBOXKICHUE
IIEMOHCTpAIHH 15 8105 JIETYCTaIAH
IeBYITKAMU-MOJICIISIMH | T. T1.)

UMEHHOH|
KOMIIaHHH,

5. Dckns Oelimka,
KapTOUKM  COTPYAHUKA
KOTOPBIN BCTPEYAET IOCTEN.

6. Ompenenenne JOKIATUYUKOB TI0|
TeMam, cOOp TE3UCOB JTOKJIAJIOB.

7. CocraBienue 0a3nl JaHHBIX IS
[PACCBUIKM TpUTJIAlIeHUu (ayauTopus,
YPOBEHB, CTEIICHh 3HAYUMOCTU H T.II.).
KOHTUHTEHT MpUTIANICeHHBIX (Kakue
OpraHHW3allil  MPEJCTABISAIOT, PO/
3aHSTHII), KOTUYECTBO YYACTHUKOB.

8. [IpenycmoTpeno hi0|
[IpUTJIAIIEHHEe  BBICOKOMOCTABIICHHBIX|
rOCTEM.

9. CocraBsneHue
[pacchUIKa
TaHHBIX.

IpUTIaIeHus,
npurjameHuii  mo  Gaze

10. MakeTt npuriacuTeIbHOrO.

CocraBiieHHe  NpPEBAPUTEIBHOM]
CMETBI MEPOIPHSITHSL.

[TpuGnu3uTensHO

[lonck crnOHCOPOB MeEpPONPUATHS]

(B ciryyae HEOOXOIMMOCTH ), TOATOTOBKA




Nunukarop
JOCTHUIKXCHUA OI.[CHO‘-IHBIG CpGI[CTBa
KOMIIETEHIINHA

Kon
HHAUKATOpPa

CIIOHCOPCKHUX ITAKETOB.

Pexiiama mepomnpusitus B8 CMU,
TEMaTUYECKUX U3/IaHUSIX, HA
CIICLIMAIM3UPOBAHHBIX canTax. B kakux
M31aHUSAX ~ [OMECTUTEe  HMHGPOPMAIUIO
(IepeurciauTh), KakKoro ponal
(pexitaMHOE 0OBSIBIICHHE,
MH(pOpPMAIIMOHHAS CTAThs U T.I1.).

Opranuzanus HOpeaBapUTEIbHOM
[perucTpaly JeJeratoB, COCTaBJIECHHE
CIIUCKA.

bponupoBanue  TOCTHHHUII  TIO|
3asIBKaM. (HazBanue TOCTHHHIIHI,
[MPUMEPHOE KOJIMYECTBO HOMEPOB).

Apenna MIOMEILEHUS (ero
[UIOIIA]h  3aBHCUT OT  KOJIMYECTBA
neneratoB). Kakoe momenieHue B
[paMKax Ballero ropoja BaM IMOJIXOJIHT,

o0oCHYHTE.
[Moaroroska pEeKIIaMHO-|
[PE3CHTAIMOHHBIX MaTepuaIoB.

[Ipe3eHTallMOHHBIN IMAKeT BKIIOYAET B
ceOs: makeT (WIM IUIOTHYIO MalKy),
anKky s MH(pOPMaIIMOHHBIX
MaTepuaaoB  KOH(MEpEeHIMH,  pPYUKY,
OJIOKHOT JUIs 3amucell. DTU MaTepuab]
NOJDKHBI ~ OBITH ~ HM3TOTOBJIEHBI (|
JIOTOTUIIOM ~ MEpOIpHsTHsA, a B
0JIOKHOTaX MOKHO YKa3aThb IIOBECTKY|
IHsSI,  [EepPEeYUCIUTbh  MapTHEPOB U
CIIOHCOpPOB. Takke B ITakeT CIOHCOPBI
MOTYT BJIOXHTb PEKJIaMHbIE MaTepHaJIbl,
MUHHU-TIPE3EHTHI.

[IponymbiBanue BApUAHTOB
MATAaHUS JIeJIeTaToB. Bos3moxuHo
[IpUBJICUCHUE KEUTEepUHTOBBIX
KOMITaHUI TUTSt OpraHU3aINH

[IPUBETCTBEHHOTO Kode-Opeiika u B
MepepplBE  MEXIY 3aceJaHusIMH -
¢bypiueta. [Tpu JOCTH>KEHUH
TOTOBOPEHHOCTH c Kajde iy
[PECTOpAaHOM,  HaxXOISAIUMCS  BOJIM3H
MecTa MPOBEACHUST MEPOTIPUSTHS HITH B
TOCTHHUIIE, JeneraTam MOTYT
BHIIABAaThCSI ~ TAJOHBI HA  MUTAHUE
(3aBTpak, 00es, Y)KUH).

Korna, KakKoM|
[MPOJOJDKUTEIILHOCTBIO, B KaKoil hopme




Nunukarop
JOCTHUIKXCHUA OI.[CHO‘-IHBIG CpGI[CTBa
KOMIIETEHIINHA

Kon
HHAUKATOpPa

OyneT mpoXOoJUTh OOEECHHBIN IMEpEpPhIB
1 GUHATBHBIA QypIIET WM  YXKHH.
CocTaBUTh MEHIO (3aKYCKH U HAlIUTKN).

20. MaxkeT KyBepTHOM KapThl.

[ToaroroBka npe3eHTAMOHHOTO U
IPyroro TEXHUYECKOTo O0OpYIOBaHUS]
(kakoe Oynere HCIIOJIb30BATh).
[IpenqycMoTpeH 1M B IpOrpaMme
BUICOPIIBM WIM PEKIAMHBIN POJUK

(IpOOIKUTENBHOCTD, OCHOBHOE
comepxkanue). B dyem Oyaer cocTosTh
M3IOMHUHKA (KympMUHAIHS

0pUITNATHLHON YacTH).

Kakne rpadpuueckue Marepuaisl
[UIAHUPYETE€  HWCIOJIb30BaTh  (CXEMBI,
rpaduku, pucynkn)? C kakoi 1enbro?

My3bIKallbBHOE  COIPOBOXKICHUE
[Ipe3eHTaly (Kakoro poja KOJUIEKTHUB,
41 CIIO YYaCTHHKOB,|
[TPOJOJIKUTEIBHOCTD BBICTYIUICHUS,

perniepTyap).

TupaxupoBanue  HEOOXOIUMBIX|
MaTepHUaOB. HNudopmanronnsie
MaTepuabl, TE3UCHI JTOKJIaJI0B,
MMPC3CHTAlMM HAa JUCKAX U T.II..

3aka3 TpaHCIOpTa W JOCTaBK3|
nerleratoB K MECTy  IPOBEJICHUS
koH(pepeHnmu u obOpatHo. K kakoi
¢dbupme oOpaTuTech, TpHeMIeMas IS
Bac MapKa aBTOMOOMIISI, MX KOJIHYECTBO.

Opranuzanus nocyra. DKCKypcusy|
st MHOTOPOJHUX JIeNIeraToB,
OpraHu3anys KOHUEPTHON IIPOrpamMMBbl,
oy u T.1. B yem Oyzer 3akirodarhcesy]
HeopUIManbHasi, KyJIbTypHas 4acTh

MEpONPUATHS
3aKynka CyBEHUDPOB, II0JIapKOB.
Kaxkoro pona IJTAHUPYETCS

[pa3IaTOYHBIA M CYBEHUPHBIH MaTepuall
(kakoro  cojaepkaHus  OYKJIETBI W
[Ipaichl, KAKOW MOJAPUTE CYBEHHP M C
Kak1M N300paKeHHEM).

28. Pa3paboTka JIOKYMEHTOB
(IMII0MOB, cepTU(HUKATOB) 00 ydyacTuy|
B IpE3eHTAIMU. JCKU3 AUIIIOMA.

IloaroroBka 3aKPBIBAIOIIINX
ITOKYMEHTOB IS MpEACTaBUTENEN
FOPUANYICCKUX JIUIl (OpHTHHAI CYeTa,




Kon
HHAUKATOpPa

Nunukarop
IOCTHIKEHUSI
KOMIIETEHIINHA

OneHouHble CpeacTBa

cueT-paKTypa,  aKT  BBINOJHCHHBIX
pabor).

Pazpabotka pErucTpalluOHHON
(hOpMBI JIJIs1 IeTIeTaToB.

[MonroroBka  WHGpOPMAIMOHHBIX
MaTtepuanoB KoHpepenmuu. [Iporpamma
(pernameHT) KOH(EpPEHIIUH, TE3HUCHI
ITOKJ1a/10B u COIPOBOIUTEIHHBIC
MaTepuaibl K HUM (CXEMbI, TaOJIUIbl U
T.1.), (OPMBI HTOTOBBIX PpEIICHHIA,
QHKETHI, OIIPOCHBIC JIMCTHI.

[Moaroroska MaTepuaoB
[pE3CHTAIIH JUIst ounmansHoON
MyOJIMKalMu M pacchbUlkK (B ciydyae
HEOOXOIMMOCTH ) neneraTamM 7|
MpoGWIBHEIM yUpexkIeHUs M. B kakue
M3IaHUSl  OCYIIECTBHTHCS  PAcChLIKA,
YKQKUTE CPOKH.

IIK-2 CnocobfeH ocymiecTBJIASTh [JO0KYMEHTAIIMOHHOe o0ecrieyeHne YNpaBJieHUs!

OpraHmu3anmei

I1K-2.1 Opranusyer u IIpakTHYeckoe 3a1aHue 2
periaMeHTHPYET OnpenenuTh JOHKHOCTHONW COCTaB MPOTOKOJIBHOM
JOKYMEHTUPOBAH | TPYIIIbI TPEIIPUITHUS.
ue CocTaBbTe MaKET MOJOXKEHUS O TPOTOKOILHOM
yIpaBIEHUYECKON | TpYIIIe OpraHu3aIuu.
NESITCIIbHOCTH B KonTposbHasi padota
OpTraHu3aIuu 3anonHuB Ta0NHIly, pa3paboTaiiTe MiaaH U pacKponuTe

OCHOBHOC COACPIKAHUC OPraHu3aluy Npe3CHTAUN KaKOro-

71100 MPOAYKTA UITH YCIYTH (UPMBI.

Oran

Bapuanr
CTYyJIEHTa

1. Onpenenenyie TeMbl MEPOTIPUATHS

Tema:

2. Beibop Mecta U  BpeMmeHH|
npoBeeHus: (KoH(EpeHI-3al OpraHu3aluy|
WIM  apeHJOBAaHHOE  IOMEIIEHUE,  €ro
[UI0IIAb M CIIOCOO paccajkd YYaCTHUKOB -
B 3aBHCHMOCTH OT UX KOJIMYECTBA).

3. Ocku3bl 2 (IBYX) IJIaKaTOB: KAKHE
¢pa3sl W B CONPOBOXKICHUM  KaKHX
MIJUTIOCTPAIIUN TTOMECTHTE.

4. Bun u macmrad o0opyaoBaHUs U
yKpalleHuss 3aja (MakeTbl MpPOAYKIIHH,
CTEH/Ibl, KOMITO3UIIMM U3 KAaKUX IIBETOB
mpueMiIeMbl  JUIT  JTAHHOTO  CJIydas,
[IPEAyCMOTPEHO m COIIPOBOKIICHUE
IeMOHCTpanuu 17001 JIeTyCTaIiN

JICBYHIKAMU-MOJCIISIMU U T. H.)




Kon
HHAUKATOpPa

Nunukarop
IOCTHIKEHUSI
KOMIIETEHIINHA

OneHouHble CpeacTBa

5. Dcku3 Oeimka, UMEHHON KapTOUKH|
COTpYJTHUKA KOMITAHUU, KOTOPBIA BCTpeYaeT
rocTeil.

6. Ormpenenenue AOKJIATIYUKOB TIO
TeMaM, cOOp TE3HCOB JIOKJIAJIOB.

7. CocraBiienue 0as3bl JAaHHBIX JUIS
PACCBUIKM  TpHUIVIAICHUN  (ayauTopus,
YPOBEHb, CTEMEHb 3HAYMMOCTH H T.I.).
KoHTHHTEHT MPHUTJIAMICHHBIX (kakue,
OpraHHU3aIMH MPEACTABISAIOT, PO 3aHATHH),
KOJTMYECTBO YYaCTHHUKOB.

8. IlpengycMoTpeHO 1M MpUTIANICHHUE
BHICOKOIIOCTABJICHHBIX TOCTEH.

9. CocraBnenue MpUrIameHus,
[pacchlIKa MPUTJIAIICHHH 10 0a3e TaHHBIX.

10. Maker NpurIacuTEIbLHOTO.

CocraBnenue IpeJIBapUTENbHOM
CMETBl MEPOIPHUSITHS.

[Tpubnuzu
TEIILHO

[lonck cnoHcopoB MepomnpusaTHs (B
cillyyuae  HEOOXOAMMOCTH),  MOATOTOBKA
CIIOHCOPCKHX IAaKETOB.

Pexiama wMmepompustus B CMU,

TEMaTUYECKUX W3/IaHUSIX, HA
CIICLIMAIM3UPOBAHHBIX calWTax. B  kakux
M3 0aHUSX IIOMECTUTE uH(}OPMAIIHIO

(mepe4yncnuTh), Kakoro ponaa (pekiamHoe
00bsiBIIeHHE, HMH(OPMAIMOHHAs CTaThsl U
T.I1.).

Opranuzanus npeaBapUTeIbHOM
perucTpanyy  JAEIeraToB,  COCTABICHHE
CIIMCKA.

bponupoBaHue TOCTUHUL IO 3asBKaM.
(Ha3Banue TOCTUHUIIBL, MPUMEPHOE
KOJIMYECTBO HOMEPOB).

ApeHya momemnieHus (€ro IJIomaab
3aBUCHT OT KOJM4ecTBa jelieratoB). Kakoe]
[MOMEIlleHHEe B paMKaX Balllero ropoja Bam|
MOIXOIUT, OOOCHYHTE.

[ToaroroBka PEKIIaMHO-,
[TPE3EHTALIMOHHBIX MaTepUasoB.
[Ipe3eHTalMOHHBIN MAaKeT BKIOYAeT B ceOs:
MakeT (WM TUIOTHYIO TArkKy), Tanky s
MH()OPMAIIMOHHBIX MaTepHaoB
KOH(MEepeHIIMH, pydKy, OJOKHOT  JUIf]
3anuceil. DTH Marepuanbl JOJKHBI OBIThH
M3rOTOBJIEHBI C JIOTOTUIIOM MEPONPUSATHS, )
B OJIOKHOTaX MOXXHO yKa3aTh MOBECTKY JIHS,

NCPCUNCIINTG HNapTHEPOB M CIIOHCOPOB.




Kon
HHAUKATOpPa

Nunukarop
IOCTHIKEHUSI
KOMIIETEHIINHA

OneHouHble CpeacTBa

Tax:ke B ITaKeT CIIOHCOPBI MOI'YT BJIOKHUTH
[PCKIIAMHBIC MaTCprajibl, MUHU-TIPC3CHTHI.

[IponyMbIBaHHE BapHaHTOB ITHTAHHS
1eJIeraTos. Bo3MoxHO MPUBJICYCHHE
KEHTEPUHTOBBIX KOMIIaHUH IS
OpraHM3alliil  MPUBETCTBEHHOTO  Kode-
Opeiika U B IepephIBE MEKTY 3aCETaHUSMH -
¢bypieta. [Tpu JOCTH>KEHUH
ITOTOBOPEHHOCTH C Kade WM PEeCTOPAHOM,
HaXOAIIMMCS BOMM3M MecCTa NpPOBEIACHHUS]
MEpOTIPUSITHS WU B TOCTHHUIIS, JIeJeraTam
MOTYT BBIJABaThCS TAJIOHBl Ha IHTaHUE
(3aBTpak, 00el, y)KUH).

Korpa, xakoil mpoaoiKUTENbHOCTHIO,
B Kakoil ¢opMe OymeT MIPOXOIUTH
00e/IeHHBIN TIepepbIB U (PUHAIBHBINA (ypIIeT|
i yxuH. CocTaBUTh MEHIO (3aKyCKU U
HAIUTKH).

20. MakeT KyBepTHOM KapThl.

IlonroToBka mNpPE3EHTALlMOHHOTO U
Npyroro  TEXHUYECKOTO  000pyI0BaHMUs
(kakoe Oyznerte HCII0JIb30BATh).
[IpenycmoTpeH m B IIporpaMme
BUICOMIbM WM PEKJIaMHBIH  pPOJHK
(IpOOIKUTENBHOCTD, OCHOBHOE
cojepkaHue). B uyem Oynmer coOCTOATH
M3IOMUHKA (KyJIbMUHALUg OQUIMATbHOM
qacTu).

Kakue  rpaduueckne  maTepuabl
[1aHupyere UCIOJIb30BATh (cxemsl,
rpaduku, pucynkn)? C kakoi 1enpro?

Mys3bIKanbHOE COITPOBOKIICHUE
Mpe3eHTalu  (Kakoro poja KOJIJIEKTHUB,
YMCIO YYAaCTHUKOB, HPOJIOJKUTENBHOCTh
BBICTYIUICHUSI, peTiepTyap).

TupaxupoBaHue HE0OXO0TMMBIX|
MaTepHaoB. Nudopmannonubie
MaTepuabl, TE3UCHI JTIOKJIa/I0B,

MMPE3CHTAlMN HA JUCKAX U T.II..

3akaz  TpaHcnmopra W JOCTaBKa
neneraToB K MECTY MIPOBE/ICHUS]
KoH(epeHIMM U oOpatHo. K kakoii ¢upme
oOpatuTech, mpuemiieMasl s Bac MapKa
ABTOMOOWJIS, X KOJMYECTBO.

Opranuzanus gocyra. JKCKypcus Ais
MHOTOPOJAHUX  JIeJIeraToB,  OpraHM3allus]
KOHLIEPTHOM MPOrpaMMBbl, IOy U T.II. B ueMm|

Oyner 3aKJII0YaThCs HeodumanpHasl,




Kon
HHAUKATOpPa

Nunukarop
IOCTHIKEHUSI
KOMIIETEHIINHA

OneHouHble CpeacTBa

KyJIbTYpHasi 4aCTh MEPONIPUSATHUS

3aKymka  CYBEHHMpOB,  IOJAapKOB.
Kakoro pona mmaHupyercst pa3gaToO4yHbIA U]
CYBEHUPHBII Marepuall (kakoro
colepkaHusi OyKJIEeThl W Mpaichl, Kakou
[10/1apuTe CYBEHUpP M  C  KakuMm
M300paKeHUEM ).

28. Pa3paboTka JIOKYMEHTOB
(mumIoMOB, cepTH(UKATOB) 00 y4acCTHH B
[pe3eHTalMy. DCKU3 AUIIIOMA.

ITogroroska 3aKpBIBAIOIINX]
TOKYMEHTOB TUISE npe/icTaBuTeNeH
FOPUINYECKUX TN (OPUTHHAT CcYeTa, CYeT-
(bakTypa, aKT BBINOJIHEHHBIX paboT).

Pa3zpabotka perucrparuoHHol GopMB]
IS IeTIeraToB.

[ToaroroBka MH(POPMALMOHHBIX
MaTepuanoB  KoH¢pepeHuuu. Ilporpammal
(periameHT) KOH()EPCHIINH, TE3HCHI
TIOKJIa/I0B U COMPOBOMUTENbHbBIE MaTEPHAIb]
K HUM (CXEMBbI, TaOIHIBI U T.1.), (HOPMBI
MTOrOBBIX pPEIIECHUH, aHKEThbl, OIPOCHBIE
THCTBHI.

[Moaroroska MaTepuaoB
Mpe3CHTAIIH Ut ounmansHON
NyOJIMKallMM M pacChlUIKM (B Cilydae
HEOOXOIMMOCTH ) Jeneraram "
NpoMIbHEIM — YUpexIeHUsM. B kakue
W3 TaHAS OCYIIECTBUTHCS pacchlKa,
YKQ)KUTE CPOKH.

[1K-2.2

Opranuzyer u
periIaMeHTHpYyeT
JIOKyMEHTO000pO
T B OpraHu3aIuu

IIpakTn4eckoe 3aganue 3

JlaliTe MMCbMEHHBIE OTBETHI HAa CIEAYIOIIUE BOIPOCHI:

- Oxapakrtepusyiite  paboTy  Ccekperaps C
uH(popmManen g PYKOBOAMUTENS, METOJUKY MOJArOTOBKU
JIOKJIQIOB, BBICTYIJICHUH, CHpPaBOK, OCOOEHHOCTH cOopa
MH(pOpMaLUKU AJIs1 COBELLIaHUSI.

- KakoBbl mpaBuina mnpuemMa u  00pabOTKU
MOCTYNAIOMIMX  JOKYMEHTOB IO  pe3yJbTaTM  paboThbl
KOH(EPEHTHOTO MEPOIPUATHSI.

- Onummmre cekperapckue OO0s3aHHOCTH IO
MOJTOTOBKE JJOKYMEHTOB K KOH()EPEHTHOMY MEPOTIPUSATHIO.

- Onummmre cekperapckue OO0s3aHHOCTH IO
MOJArOTOBKE MCXOSIIUX JOKYMEHTOB (JIOKyMEHTOB K
OTIIPaBKE) MO pe3yJbTaTaM KOHPEPEHTHOT0 MEPOTIPUSATHSI.

[1K-2.3

Opranusyer,
periaMeHTHpYeT

IIpumepHbIe BONPOCHI K 3a4eTy € OL[eHKOMH
1. KosternambHble OpraHbl  yIpaBJICHUS: BUJIBI,




Nunukarop

Kon
JOCTUKEHUS OneHouHble CpeacTBa
MHAMKATOpa
KOMIIETCHIIMH
OIlIEpaTUBHOE CTPYKTYpa, QyHKLHUH.
XpaHEHue u| 2. Ponp cekperaps B COBPEMEHHOM YIIPaBIEHYECKOM
UCIIOJIb30BaHUE anmapare M B CTPYKType KOJUICTHAIbHBIE OpPraHbl
JOKYMEHTOB B yIpaBJICHUS.
OpraHu3aluu 3. IIpodeccuonanpHple  TpeOOBaHMS K  CEKpeTapsM
KOJIJIETHAJIBHBIX OpraHoB B Poccun u 3a py0exxom.
4. TlporokonbHasi Tpylmna OpraHu3alUM: Ledb, (YHKLUH,
JIOJDKHOCTHOM COCTaB.
5. Pernamenranus nesTenbHOCTH POTOKOIbHOMN IPYIIIIBIL.
6. Permamenrarus JESITEIbHOCTH pabOTHUKOB
IIPOTOKOJILHOW I'PYIIIIBL.
7. KoHdepeHTHbIE MEPOIIPUITHS: BUJIbl, HA3HAYCHUE.
8. Ilopsnok opraHu3anuu M MpOBEAEHUS KOH(EPEHTHBIX
MEpPONPUITUH. Crnenuduka OpraHu3anuu
KOH(QEPEHTHOr0 MEpONpUATHS B 3aBUCUMOCTH OT
YPOBHS YIIPaBJICHHUS.
9. Tunmbl coBemaHuii W TpaBWwiIa WX TOATOTOBKU U
OpraHH3alyH.
10. loxymeHTHpOBaHKE COBEUIaHUN U 3acemanuil. [lopsmox
cocTaByieHUs,, O(OpMIIEHUS M XpaHEHUs INPOTOKOJIOB.
[IpaBuia opopmiIeHHsI BEITUCKH U3 IPOTOKOJIA.
11. OcobenHoCTH OpraHu3alMy 3acelaHuil KOJIErHabHbIX

opranoB. OCOOEHHOCTH JOKYMEHTHUPOBAHHUS 3acedaHHi
IIOCTOSIHHO JICHCTBYIOIIMX KOJUIETHAIBHBIX OPraHoOB.
Oco0eHHOCTH OpraHu3aIiy MPEe3EHTAIUH.




[TpomexyTouHas arTecTanus MPOBOJUTCS B opMe IK3aMeHa.

3ayeT C OUEHKOW MO JaHHOM AMCHUIUIMHE A CTYACHTOB JMCTAaHIIMOHHON (HOpMBI
o0OydeHus MpoBOAUTCS B GOpMe TECTUPOBAHUS C YUYETOM PE3ybTAaTOB, MOJYYEHHBIX CTYAEHTOM
B TIPOLIECCE BBIOJHEHHS MPAKTUYECKUX 3aJaHUN, KOHTPOJIHHOM pabOThl M MPOMEKYTOUHBIX
TECTOB.

[Toxazarenu ¥ KpUTEPUN OLIEHUBAHUSA YK3aMEHA:

— Ha OLEHKY «OTJIMYHOY» (5 OaljIoB) — 00y4aronuiicss AeMOHCTPUPYET BHICOKUN YPOBEHb
c(OPMHPOBAHHOCTH KOMIIETECHIMI, BCECTOPOHHEE, CHUCTEMAaTH4YEeCKOe U TIIIyOOKOe 3HaHue
yueOHOro Marepuasa, CBOOOJHO BBHINOJHSET MPAKTUYECKUE 3aJaHUs, CBOOOJHO OIEpPHUpPYET
3HAHUSIMH, YMEHUSIMH, IPUMEHSET UX B CUTYalUAX MOBBIIICHHOHN CIO0KHOCTH.

— Ha OLEHKY «xopolo» (4 Oamna) — oOydaromuics 1eMOHCTPUPYET CPEIHUN YpOBEHb
c(OPMHPOBAHHOCTH KOMITCTCHLIMH: OCHOBHBIC 3HAHMSA, YMEHHS OCBOCHBI, HO JOIMYCKAIOTCS
HE3HAYUTENbHbIE OLIMOKH, HETOYHOCTH, 3aTPyJHEHUS TMpPU aHAIUTUYECKHUX OIepalusx,
NEepPEeHOCE 3HAaHUI U YMEHUI Ha HOBbIE, HECTAHAAPTHBIE CUTYALIUU.

— Ha OICHKY «yJIOBJIETBOPUTENbHO» (3 Oamna) — oOydarouuiicss AEMOHCTPUPYET
MIOPOTOBBI YPOBEHb C(POPMUPOBAHHOCTH KOMIIETCHIMN: B XOJI€ KOHTPOJIBHBIX MEPONPHUSTHIA
JOMYCKAlOTCA OIIUOKM, MPOSBISETCS OTCYTCTBHE OTAETIbHBIX 3HAHUM, YMEHHI, HAaBBIKOB,
00y4aromuiCcsl MCTBITHIBACT 3HAYUTEIbHBIC 3aTPyIHEHHS TPH ONEPUPOBAHUH 3HAHUAMHU U
YMEHHSIMH TIPU X MIEPEHOCE Ha HOBBIE CUTYaIIUU.

— Ha OLEHKY «HEYJIOBJIETBOPUTEIbHO» (2 Oamia) — oOydaromuiics JEMOHCTPUPYET
3HaHusa He Oonee 20% TeopeTHUECKOro Mmarepuana, AOMYCKAeT CYIIECTBEHHbIE OMIMOKH, He
MOYKET MOKa3aTh WHTEIUICKTYaJIbHbIC HABBIKM PEIICHUS IPOCTHIX 3a/1a4.

— Ha OIICHKY «HEYAOBJICTBOPUTEILHO» (1 6amt) — oOydaronuiicss He MOKET MOKa3aTh 3HAHUS Ha

YPOBHE BOCIIPOU3BCACHUS U 00BsACHEHHS I/IH(bopMaI_lI/II/I, HE MOJKCT IIOKAa3aTb UHTCIIJICKTYAJIbHBIC
HAaBBIKW PCIICHUA ITPOCTBIX 3a/1a4.



