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JIner akryanuzanuu padouyeil nporpamMmsl

Pabouas mporpamma nepecMoTpeHa, oocyxaeHa u ogoopena st peanusanuu B 2026 - 2027
y4eOHOM roy Ha 3acenanuu kadeapel [legarornyeckoro o0Opa3oBaHus U

IIporokonm ot 20 r. Ne
3aB. kadenpoii C.C. Benukanona

Pabouas mporpamma nepecMoTpeHa, oocyxaeHa u ogoopena st peanmsanuu B 2027 - 2028
y4eOHOM roay Ha 3acenanuu kadenapel [legarornyeckoro o0Opa3oBaHus U

ITporokon ot 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

PaGouas nmporpamma nepecMoTpeHa, oocyxaeHa u ogodpena st peanuszanuu B 2028 - 2029
y4eOHOM rojy Ha 3acenanuu kadeapsl Ilemarornyeckoro oopa3oBaHus U

[Iporokonm ot 20 r. No
3aB. kadeapoii C.C. BenukanoBa

Pabouas nmporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peamszanuu B 2029 - 2030
y4eOHOM rojy Ha 3aceqanuu kadeapsl [legarornyeckoro oopa3oBaHus u

[Iporokonm ot 20 r. No
3aB. kadeapoii C.C. BenukanoBa

PaGouas nmporpamma nepecMoTpeHa, oocyxaena u ogodpena st peanuszanuu B 2030 - 2031
y4eOHOM rojy Ha 3acenanuu kadeapel Ilemarornyeckoro ooOpa3oBaHus U

[Iporokon ot 20 . Ne
3aB. xadenpoii C.C. Benukanoa




1 Henau ocBOeHNMS AUCHUNIMHBI (MOIYJISA)

HenssMu ocBoeHUST TUCITUTIIMHBI «OCHOBBI CEKPETAPCKOTO O0CTYKHBAHUS
SIBJISIFOTCSI: O3HAKOMJICHHE CTYACHTOB C OPTaHHU3alleld COBPEMEHHOTO CEKPETAPCKOTO
00CITy>)KMBaHUS, @ TAKXKE PACKPBITHE OCHOBHBIX MPOOJIEM JaHHOM MpodhecCHOHATBHOM
JeITEIbHOCTH.

OcHoBHBIMU 3a1auamu nipenogaBanus kypca OCO sBIsIOTCA:

(] mpoCIeIUTh CKJIaIbIBAHUE COBPEMEHHBIX TPEOOBAHUI K CEKpETapCKOU
JeITEIbHOCTH;

[] pacCMOTPETh POJIb CEKPETAPEH pa3IMUHBIX KATETOPHI B COBPEMEHHOM
YIIPABJICHUYECKOM aIlapare;

[] 03HAKOMUTH CTYJICHTOB C OCHOBHBIMH JIOJDKHOCTHBIMHU 00SI3aHHOCTSIMU
cekperapsi;

[ copMupoBaTh MpaKTUYECKHUE MPOPECCHOHATHHBIC HABBIKH.

2 MecTo AMCHMILNIMHBI (MOAYJIsI) B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl

Juctunnuaa Opranu3anuoHHO-UHPOPMALIMOHHOE 00ecTiedeHUE ACSITEIIbHOCTH
PYKOBOJIUTEISI BXOAUT B YaCTh YU4E€OHOTO IJIaHa (POPMHUPYEMYIO YIaCTHUKAMHU
00pa30BaTebHbIX OTHOIIEHUH 00pa30BaTENbHOM IPOTrPAMMBI.

Jlist u3ydeHus AUCUUIUIMHBI HE0OXO0AUMBI 3HAaHUS (YMEHUS, BIIa/ICHU),
c(OpMHPOBAHHBIE B PE3YJIbTATE U3YUYEHUS TUCLMILINH/ IPAKTUK:

IIpaBoBeneHuE

Beenenue B npodeccuto

OCHOBBI apXUBOBEACHUS

OCHOBBI TOKYMEHTOBEICHUS

JIOKyMeHTOBeIeHNE

CoBpemeHHas opraHu3alus ToCyJapCTBEHHbIX yupexaeHuil Poccun

JlenoBasi KOMMYHHUKAaLWS

Jlenosast nepenucka

3HaHus (YMEHHUs, BIa/I€HNs), TOTYYEHHbIE IPY U3YUYEHUHU JAHHOMN JTUCHUIUIMHbI
OyayT HEOOXOUMBI I U3YYEHUS] TUCIUIUINH/TIPAKTHK:

ApXUBBI 110 TUYHOMY COCTaBY

KondunennuanbHoe 1e101pou3BOACTBO

Opranuzanus padoThl C 00paIIeHUsIMU TpaxaaH

JIoKyMeHTaIus 0 COLMATbHO-TICUX0JI0TMUYECKOMY PETYINPOBAHUIO B TPYIOBBIX
KOJUJIEKTUBAxX

[ToaroroBka k cjaue U caaya rocyJapcTBEHHOIO IK3aMeHa

IIponsBoacTBEHHAs — MPEIIUIUIOMHAs MPAKTHKA

VYnpapiieHue 10KyMEHTaMU U 3alUCIMU B CUCTEME MEHEI)KMEHTa KauecTBa

3 Komnerenuun ody4aromerocsi, popmMupyembie B pe3yibTaTe 0CBOCHHUS

AUCHHUILUIMHBI (MOAYJIs) M INIAHMPYeMbIe pe3yJIbTaThbl 00y4eHust

B pe3ynbrare 0CBOGHUS TUCHUILINHBI (MOys1) «OpraHu3aioHHO-
UHPOPMALIMOHHOE 0OecrieueHHE AeITEeIbHOCTH PYKOBOIUTENN 00yUYarOIUIACs TOIKEH
o0ajaTh CIeayIOUMMUA KOMITIETEHIUSAMU:

Ko nnaukaropa NuaukaTop JOCTHAKEHUS] KOMIIETEHIIUN

VK-6 Cniocoben YIIpaBJIATE CBOUM BPECMCHEM, BBICTPAUBATH U PCAJIM30BBIBATL TPACKTOPUTO
CaMOpPa3BUTUA Ha OCHOBC IPUHIUIIOB o6pa303aH1/1;{ B T€UEHHE BCEH KU3HHU




VK-6.1

Hcnonb3yer HHCTPYMEHTHI U METO/IbI YIIPABIIEHUSI BpEMEHEM MPU
BBITIOJTHEHUH KOHKPETHBIX 3a7a4, IPOEKTOB, P TOCTUKEHUU
IIOCTABJICHHBIX IIeJIeH

YK-6.2 Omnpenensier IpUOPUTETHI COOCTBEHHOM IESTENLHOCTH, TMYHOCTHOTO
pa3BUTHI ¥ TPOECCHOHATBHOTO pOCTa
YK-6.3 OnenuBaeT TpeOOBaHUS PHIHKA TPYAA U NPEIIOKEHHS 00pa30BaTeIbHbBIX

YCIIyT AJis BBICTPAUBaHUS TPAEKTOPUH COOCTBEHHOTO
po(eCCHOHATTLHOTO POCTa

I1K-1 Crioco6eH ocyIecTBIATh, OpraHU3allMOHHOE, JTOKYMEHTAIIMOHHOE U
nH(pOpMaIMoOHHOE 00ECTICUCHHE IeATEILHOCTH PYKOBOIUTENSI OpraHU3aINH

IK-1.1

OpraHmyeT 1 00ecreuynBaeT JOKYMCHTAIIMOHHOC COIIPOBOXKICHUC
ACATCIIBHOCTH PYKOBOAUTEIISA HA OCHOBE BHCIIHUX U JIOKAJIbHBIX
HOPMATHBHBIX aKTOB

I1K-1.2

Opranuzyet nH()OPMALIMOHHOE U JOKYMEHTAIIMOHHOE B3aUMO/ICIICTBHE
PYKOBOJUTENS C MOCETUTENSAMU, TIOIPa3AeICHUSIMH, TOJKHOCTHBIMH
JTUIAMH TApTHEpaMu

IK-1.3

Opranusyet pabouee Bpemsi, QYHKIIHOHAIEHOE IPOCTPAHCTBO CBOE U
PYKOBOJIUTEIS, OPTaHU3AIMOHHO COMPOBOXKIAET pabouune Mpouecchl
PYKOBOIMTENS




4. CTpyKTypa, 00b€M U coep:kaHue TUCHUILITHHBI (MOLYJIsI)
OO0mmas TpyA0eMKOCTh JUCIMIUIMHBI COCTABIISIET 4 3a4eTHBIX eauHull 144 akaj. 4acoB, B TOM

qHuCIIC:

— KOHTaKTHas padota — 32,6 akaJl. 4acoB:
— aynuTopHas — 6 akaJl. 4acos;

— BHeayIMTOpHas — 26,6 axajl. 4acos;

— camocTosTenbHas pabota — 102,7 akaj. 4acos;
— B (hopme npakTudecKoi nmoarotroBku — 0 akaj. Jac;
— MOJTOTOBKA K AK3aMeHY — 8,7 aKkaJ. yac

®dopma aTrTecTalui - IK3aMEH

AynutopHas g 8
KOHTaKTHas paboTa E z dopma TeKyIero
. o X Bu, KOHTPOJISI
Pasnen/ Tema 2 (B axan. uacax) £ n . p Kon
> 3 © | caMOCTOSITENbHOM | ycrieBaeMOCTH U
JCIUTLTAHBI N £« . | komnerenunu
Q & paboTsl MIPOMEKYTOYHOM
na6. | mpaxt. | € &
Tlek. . 1 28 aTTecTaluuu
3aH. 3aH. | O &
1. HopmaTuBHO-MeTOIMYECKHE
OCHOBBI OpraHU3alHOHHO-
UH()OPMAIIIOHHOTO
obecrieyeHus
Koncnekr
eOHOIt
1.1 Ponb cexperaps- i N YK-6.1, VK-
CIIPaBOYHOM Brmonaenne
pedepenTa B CTpyKType 6.2, YK-6.3,
0,5 0,35 12 JUTEPATYPHI, mp.3.,
JIOKYMEHTallHOHHOT'O [IK-1.1, IIK-
BBITIOJTHEHNE TecT
obecriedeHus yrpaBIeHUs 1.2, TIK-1.3
TPEHUPOBOYHBIX
yIpaKHEHUI
Koncnekr
eOHOM 1
1.2 HopmatusHo- ya g VK-6.1, VK-
CIPaBOYHOM Brimonaenne
METOJHYECKast 6aza 03 05 12 HTEDATVDEL recta 6.2, YK-6.3,
paots! l l BbIH(E)J]Hf}:III-I)I/IG; U [IPAKTUYECKOIO TIK-1.1, TIK-
cekperaps p 1.2, TIK-1.3
TPEHUPOBOYHBIX
4 yIpaKHEHUI
Koncnekr
1.3 Kareropuu cexperapeit eOHOM 1
u 3.60THI/II£)OB odmlza b c}l;lI aBOYHOH YK-6.1, VK-
3ap OCIKHBIX u 0,1 0,5 12,7 Jmfe aTyphl Brmouenne 6.2, VK-6.3,
24 - ! ! ! PaTypEL, TecTa IIK-1.1, TIK-
poccuiickux BBINOJIHEHNE 12 TIK-1.3
KOMITaHUH TPEHUPOBOYHBIX - '
YIOpaKHEHHUI
Koncnekr
1.4 Henossie u 4eOHOU U Brmonenne
JI;/I‘{HOCTHBIG C}II'I ABOYHOI reera, YK-6.1, VK-
KasecTBa 0,1 065 | 12 | mureparypm Hacti 62, VK63,
KBaJIU(UIUPOBAHHOTO ’ ’ BI)IH(E)HHZII-:I)I/I(; KOHTPOIIBHOIA TIK-1.1, TIK-
TP paboThl 1 1.2, 1IK-1.3
CIeIHAaINCTa TPEHUPOBOYHBIX
. UTOTOBOTO TECTa.
YIIpaXHEHHH
HWroro no pasaeny 1 2 48,7

2. OpraHu3anus ¥ TEXHOJIOTHS

OpraHH3aIlHOHHO-
MH()OPMAIIIOHHOTO




JACATCIBHOCTU PYKOBOAUTECIIS

Koncnekr
2.1 Opranusanus padoTsl . Brimonnenune
yueOHOI u
CeKpeTapsi, aHaIUTHUECKUE . TeCTa, YK-6.1, YK-
. CIPaBOYHOM
(byHKIMH cexpeTaps; 9acTH 6.2, VK-6.3,
0,25 0,5 14 JTUTEepPaTyphl, .
opraHusanus padoTsl KOHTPOJIBHON IK-1.1, TIK-
BBITIOJTHEHUE
CeKpeTapsi, TEXHUUECKHUE paboThI 1 1.2, TIK-1.3
TPEHUPOBOYHBIX
(byHKIMU cexpeTaps . HTOTOBOTO TECTA.
yIpaXHSHU
Koncnekr
2.2 Pabouee mecTo C};;z?:)?;:ﬁ ?Q’;?;)szgﬁ VK-6.1, YK-
[TOMOII[HHAKA i N 6.2, YK-6.3,
PYKOBOMTEA, 0,25 0,5 12 JIUTEPaTypBhI, KOHTPOJBHON TIK-1.1, TTK-
BBITIOJTHEHUE paboThI U
YCIIOBHSL M PEIKUM TPYy/a 1.2, TIK-1.3
TPEHUPOBOYHBIX | HUTOTOBOTO TECTA.
yIpaXHEHUN
23 faz;im:nce}g)empﬂ o ] I/I3¥II/IIZHH; ) BAIIONHCHUE
SZ)CO anﬂnz JOKYMEHTOB e;r;e I/IZ.(J:'IaO ° Tecra, YK-6.1, VK-
ero (I:GSISaHHOCTI/I 1¥0 ’ 0,25 0,5 14 HI/ITepI:lTypbi Hacti 6.2, VK-6.3,
OpTaHU3AIMU UX XPaHCHHS l l BLIHOJ'IHCHI/IC, KOHTPOIILHOH TIK-1.1, TTK-
p a P paboThl 1 1.2,1IK-1.3
u KOHTPOJIBHBIX
. UTOTOBOTO TeCTa
HCTIONIb30BaHHUS MEPOTPHUATHH
2.4 O6cyxuBaHUE
PYKOBOJIUTEIIS: Nzyuenue Brimonaenue VK-6.1, VK-
OpraHW3anust 0.25 05 14 | Teopermueckoro KOHTPOJIbHOM 6.2, VK-6.3,
pabotero nus : : Marepuaa, paGoTsI 1 IK-1.1, TK-
PYKOBOJUTEIST; TIPHEM JIUTEPaTyphl utorosoro Tecra. | 1.2, TIK-1.3
MOCETHTEIIEH; CITy)KeOHbIC
Nzydenne
TEOPETUIECKOTO YK-6.1, YK-
Brinmonnenue Bcex
2.5 Dk3ameH Marepnana, KOHTPOJIBHBIX 6.2, VK-6.3,
' BOIIPOCO B K e TK-1.1, TIK-
JK3MEHY, A 1.2,1IK-1.3
JIUTEPaTyphl
HWroro no pazaeny 1 2 54
HWroro 3a cemectp 2 4 102,7 9K3aMeH
Hroro no aucuuruimHe 2 4 102,7 JK3aMEH




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

B xoze peanu3zanyu nporpaMMbl JUCHUILTHHBI «OpraHn3almoHHO-UH(OPMAIIMOHHOE
o0ecrieyeHne AeATEIIbHOCTH PYKOBOAUTEIS UCIIONB3YIOTCS 00pa30BaTeNIbHBIE TEXHOJIOTHH,
HarpaBJIeHHbIC Ha (YOPMUPOBAHKE 3asBJICHHBIX KOMIIETCHIINNA: HHPOPMALMOHHAS JICKLUS,
CEMHUHap, HHTEPAKTUBHbBIE TEXHOJIOTUHU (JIeKIus — Oeceia, JeKIUs-11ajor),
nH(GOPMAIMOHHBIE TEXHOJOTUH (MCIIOIh30BAHKUE MTPE3CHTAIIHI, MEAHAPECYPCOB,
cupaBouHbIX cucteM «I'apanT», «KoHCynbTaHT +» U 1p.)

WNudpopmMannoHHO-KOMMYHHUKAIIMOHHBIE 00pa30BaTeNIbHBIE TEXHOJIOTHH :

Jlexuusi-Bu3yanu3anus — U3JI0KCHUE COAEPIKAHUSI CONTPOBOKIACTCS IIPE3CHTALMEN
(memMoHCTparmel yueOHbIX MaTepHUaIoB, MPEACTABICHHBIX B PA3IMYHBIX 3HAKOBBIX
cucTeMax, B T.4. WITIOCTPATUBHBIX, TPaQUUYECKHX, ayIM0- U BHICOMAaTEPUAIIOB).

[IpakTuyeckoe 3ansaTe B popme mpe3eHTanun. YaT-3ansatus. Beb-3ansaTus.
Tenexondepenunu. OnnaiH-ceMUHap.

CamocrodTenbHas paboTa CTyI€HTOB IOJpa3zyMeBaeT padOTy BINOJIHEHUE
NPaKTUYECKUX 3a/1aHUi; HHAMBUYAIbHYIO pabOTy B KOMIIBIOTEPHOM KJlacce U OubimoTeke.
Omna HanpaBjIeHa Ha 3aKpeIUICHUE U yrilyOJIeHne 3HaHUM|, MOy4E€HHBIX B XOJ€ ayIUTOPHBIX
3aHATUI U OCBOCHMS MaTepHaioB 00Pa30BaTEIBLHOIO MOPTAJIaA.

OneHka 3HaHU NpescTaBseT c000i COBOKYITHOCTh pa3IMYHbIX [TOKa3aTee paboThl
CTYZIEHTa B TeYEHUE BCcero nporecca ooydyeHus. [IpoMexyTOUHbII KOHTPOJIb IO UTOTaM
OCBOCHMS JUCLUIUIMHBl BKJIIOYaeT 3K3aMeH (4 Kypc).

6 YueOHO-MeTOo U1YeCcKOe 00ecniedeHHe CAMOCTOATEIBLHOM padoThl 00yYaroIMXcst

[IpencraBieHo B npuioxeHuu 1.

7 OneHOYHBIE CPEICTBA 1S POBEACHHUS MPOMEKYTOYHOM aTTecCTallul
[IpencraBieHsl B IPUIOKEHUH 2.

8 YuebHo-MeTOoAMUYECKOE M HHPOPMALIMOHHOE 0O0ecnieyeHue TUCIHIIIMHBI

a) OcHoBHas JMTEpaTypa:

1. Ky3nenos, 1. H. JlokymeHTannoHHoe o0ecriedeHne yrpaBaeHUs IEPCOHATIOM :
y4eOHUK 1 pakTuky™m aiist By3oB / W. H. Ky3nenos. — 3-e u3n., mepepal. u gom. —
Mockga : U3natensctBo FOpaiit, 2025. — 397 ¢. — (Briciee oopazosanue). — ISBN 978-5
-534-16692-7. — Texkcr : anekrponHbIi // OOpa3oBarensHas iardgopma KOpait [cait]. —
URL.: https://urait.ru/bcode/560482 (mata oopamienus: 22.01.2025).

2. loponuna, JI. A. Opranu3aius U TEXHOJOTHsI IOKYMEHTAIIMOHHOTO 00eCTIeueHus
yIIpaBJICHUS | YIeOHHUK U pakTUKyM uist By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢
U3, nepepad. u gon. — Mocksa : U3narenscto FOpaiit, 2025. — 270 c. — (Briciuee
obpazoBanue). — ISBN 978-5-534-16016-1. — Texkct : anekrponnsii // O6pa3oBaTenbHas
wiatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/560116 (nata obpaieHus:
22.01.2025).

0) JomosiHuTEILHAS JIUTEpaATypa:

1. lokymeHTarimonHoe obecriedenue ynpapineHus : yueonuk / A. C. ['punbepr u ap. -
M. : JOHUTU-JAHA, 2011. - 1 snekrpon. onrt. auck (CD-ROM). - 3arn. ¢ Tutyn. skpaHa. -
(YueOnast ~ nmurtepaTypa g Bblcml. M cpea.  mpod.  obpas.). -  URL:
https://host.megaprolib.net/MP0109/Download/MObject/2866 (nara obpamenus: 14.07.2023).
- MakpooObeKT. - TeKCT : aeKTpoHHBIN. - CBefieHus AocTynHbI Takke Ha CD-ROM.



2.  Kompimkuna, T.b. JlenoBble  KOMMYHUKAIlUH,  JOKYMEHTOOOOPOT  H
Jeonpon3BoaAcTBO : yueOHUK it By3oB/ T. b. Kombmmkmaa, U. B. lyctura. — 3-¢ wm3f.,
ucnp. u gom. — MockBa: HMsmarensctBo  Opaiit, 2025.— 145c¢.— (Beicmee
obpazoBanue). — ISBN 978-5-534-14216-7. — Tekcrt : snektpoHHBI // OOpa3oBaTenbHas
mwiarpopma FOpaiit  [caiit]. — URL: https://urait.ru/bcode/562162 (nata oOpamicHus:
12.02.2025).

3. KoxymkoBa, H. B. Crpykrypa nokymeHTa. CuHCTeMbl TOKyMEHTAIWU.
YHupHUIUpoBaHHAs CUCTEMa OpPraHU3alMOHHO-PACTIOPSIUTENLHON JTOKYMEHTAIlUU: OO0IIne
TpeOOBaHUs K COCTaBIeHUIO U oopmieHuto : yuebnoe nocoobue / H. B. Koxymkosa ; MI'TY. -
Marnuroropck : MI'TY, 2016. - 1 snextpon. onr. auck (CD-ROM). - 3arn. ¢ TuTyI. 3KpaHa. -
URL: https://host.megaprolib.net/MP0109/Download/MObject/20594 (nata oOparnicHus:
14.08.2023). - MakpooObekT. - TekcT : anekTpoHHbIH. - CBeaeHus: AocTynHbl Takke Ha CD-
ROM.

4 Kypnanst «Cekperapckoe J1e10», «X0opolui cekperapby, «CrpaBOuYHUK CEKpeTaps
u opuc-MeHemKepay, «Jlemonpon3BoacTBoy. JJocTyn ¢ OpUIIHAIBHBIX CAUTOB.

B) MeToanueckue yKa3aHus:

1. CamocrosiTenpHasi paboTa CTYIACHTOB By3a : MpakTHKym / cocrtaButenu: T. T.
Heperuna, H. P. VYpazaea, E. M. PazymoBa, T. ®. OpexoBa ; Marautoropckuii roc.
texHuueckuid yH-T uM. I'. . HocoBa. - Maruutoropck : MI'TY um. I'. U. Hocoga, 2019. - 1
CD-ROM. - 3arm. C TUTYIL. JKpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2391 (nata obpamenus: 28.09.2023). -
MaxkpooObeKT. - TekcT : aneKTpoHHBIH. - CBefeHus AocTynHbI Takke Ha CD-ROM

r) [Iporpammuoe o0ecnieuenne u UHTEpHET-pecypcebl:

https://book.ru/book/930703 Kumxkuukosa, A.H. JIenonpon3BoAcTBO U peKUM
cekpeTHocTH : yueOnuk / KnmxnankoBa A.H. — Mocksa : FOctunms, 2019. — 161 c. —
ISBN 978-5-4365-2838-0. — URL: https://book.ru/book/930703 . — TekcT : 351eKTPOHHBI.

https://book.ru/book/908374 Porosxxun, M.}O. CripaBOYHHK 110 JICIIOTIPOU3BOICTBY :
cnpaBovHuK / Poroxxun M.JO. — Mocksa : FOctutimadopm, 2011. — 254 ¢. — ISBN 978-5-
7205-1072-5. — URL: https://book.ru/book/908374. — TekcT : 31eKTPOHHBIN.
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9 MaTepuajibHO-TEXHUYECKOE o0ecnevyeHne JTUCHUUIIMHBI (MOIYJIs1)

MarepuanbHO-TEXHHUECKOE 00eCTICYCHHE TUCITUTUINHBI BKITFOYACT:

Y4eOHble ayIUTOPUH I IPOBEICHUS TMCTAHIMOHHBIX 3aHATUH JIEKIMOHHOTO THUIIA:
Cron KOMITBIOTEPHBIH, CTOJI TUCHMEHHBIN, CTYJ O()UCHBIN, TOKYMEHT-Kamepa Epson,
ucrounuk oecriepedoiinoro nuranuss POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelIeHus, KOMIIBIOTEP IePCOHANbHBIN (THII6), mpoekTop ViewSonicPJD7526W,
crkepdon HacronbHbIi Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTUYeCKas HaCTOJIbHAS, CTEpeorapHUTypa (MUKPO(OH C IIyMOTOAaBICHHEM),
skpanHactennbiiDigis Optimal-C MW DSOC-11032*2

VYdeOHbIe ayTUTOPHH JUTS IPOBEICHUS MPAKTHUSCKUX 3aHSATHIA, TPYIIIOBBIX U
WH/IMBUYAJIbHBIX KOHCYJbTAIUH, TEKYIIETO KOHTPOJIS U TIPOMEKYTOUHOU
arrectanuu: CTOJ KOMITBIOTEPHBIN, CTOJI TUCBMEHHBIHN, CTYJ I O(UCHBIH, JOKYMEHT-KaMepa
Epson, ucrounuk 6ecniepedoiinoro nutanusi POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelIeHus, KOMIIBIOTED IEPCOHANbHBIN (THII6), mpoektop ViewSonicPJD7526W,
crrkepdon HacronbHbIi Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTUYeCKas HaCTOJIbHAS, CTEpeorapHUTypa (MUKPOQOH C IIyMOTIOAaBICHHUEM),
skpannactennbiiDigis Optimal-C MW DSOC-11032*2

[TomenieHus st caMOCTOSTEILHON paboThl 00yvaromuxcs: [lepconanbHbIe
KomIbioTephl ¢ makerom MS Office, BerxomoM B IHTEpHET | € TOCTYIIOM B 3JIEKTPOHHYIO
UH(POPMAIMOHHO-00pa30BaTEIBHYIO CPEly YHHBEPCUTETA

[Tomenienue st XpaHEHHsI ¥ TIPOPHIAKTHIESCKOTO 00CTy)KUBaHUSI y4eOHOTO
obopynoBanusi: CTeIUIaXu JUIsl XpaHEHHs y4eOHO-HATIISAHBIX TOCOOUH 1 yueOHO-
METOMYECKON JTOKYMEHTAIIHH.



HPUJIOXKEHUE 1

IIpakTuyeckas padora 1

Jlexuusa 1 Ponb cekperaps-pedepeHTa B CTPYKTYpe [IOKYMEHTAIMOHHOTO oOOecreueHus
yIpaBJIEHUs

1) VYkaxure BUABI JODKHOCTEH, KOTOpPBIE 3aHUMAlIM BBIMMYCKHHUKH KHEBCKOTO Y4eOHOTO
3aBeJICHUS JUIs JieTed 0Osip W CTapIIMX JPYKMHHUKOB B TIEPUO/] TpaBJICHUS KHs31 Brnagumupa
CesitocnnaBuua (978 — 1015 rr.).

1.

2.

2) [lepeuncnure JOHKHOCTHBIE O0S3aHHOCTH CITYKUJIBIX JIFOJEH MPUKA30B

JIbsIKOB

Crapmux («CTapbix») MOAbIUUX

CpenHuxX noapsuux («CperHer pyKn»)




Miuaamux noabIunx

3) VYkaxure BHABI JODKHOCTEH, KOTOphIe corjacHO «Tabemu o paHrax....», yTBEP)KICHHOH
Ilerpom | 24 suBaps 1722 1, nomy4yanyu YUHbI

VI knacca -

V1| kiacca -

V11l xitacca -

IX kmacca -

X kmnacca -

Xl xnacca -

X1l knacca;-

X1V xnacca. -

4) Ilepeuncnure TpeOOBaHUS, MPEIbSBIAEMbIE K CEKpPETapcKOMy paOOTHHKY B COBETCKHM
HEPUOI.

5) N300pa3ute MECTO W POJIb CEeKpeTapsi KOMIIAHMH Ha CXEME OpPTraHW3alMOHHOW CTPYKTYpPHI
yIipaBJieHUs] HEOObIIOH (HUPMBI



6) Hzo0pasute MecTto W poiib cekperapsi-peepeHTa TeHepalbHOTO JUPEKTOpa Ha CXeMe
OpTaHU3aIMOHHON CTPYKTYPHI YIIPABJICHUS KPYITHONH KOMITAaHUH

7) Tonp3ysice cxemol, mpemaioxkenHoir M.II. bacakoBbIM, mepeyucianTe Ha KaKue KaTEeropuu
COTPY/IHUKOB B OPraHU3allMOHHON CTPYKTYpe KaHIEISIPUU CO CTOPOHBI 3aBEAYIOIIETO
pacmnpocTpaHsieTcs

1) atMUHHUCTPATUBHOE MTOTYUHEHHE

2) METOUYECKOE PYKOBOJICTBO

8) Hepe‘{I/ICHHTC ACATCIBHOCTD  CCKpPETAps  OpraHu3aluv, OTHOCAIIYIOCI K  T'PYIIIIC
KOOpAWHAIITMOHHBIX onepaunﬁ,

9) K «kakoil rpymnme omepanuii OTHOCSTCS OOS3aHHOCTH CEKpeTaps [0 BEACHUIO
JENIONPOU3BOJICTBA, TMPUEMY KOPPECIOHACHIIUH, (HOPMUPOBAHMM Jied1 B COOTBETCTBUU C
YTBEPkKJACHHON HOMEHKIIATypoil, oOecrieueHHe MX COXpPAaHHOCTH, Iepenaya B apxuB U T.A.7

Tect Nel
Bompoc 1
IToka HeT oTBeTa
B nepuoo npaenenus xuaza Baaoumupa Ceamocnasuua (978 — 1015 22.) 6 Kuege 6

O00IHCHOCIAX CYOCUCKUX ceKpemapeti, OM8emcmeeHHbIX 3a 0eloNpouU3e00cmseo, pabomanu
Bribepure ouH OTBET:

a. TUCIIBI TP KHS3BSIX ¥ KPYIHBIX (eoaanax

b. mevyaTHUKH

C. CyIeMICKHE MUCLBI

d. MeTamHUKH

Bomnpoc 2

B npuxasnoii cucmeme GyHKyuu 3mux Kamecopuu CIyHCAuUX 3aKIIOYATUCL 8 COCMABIEeHUU
CNpABOK 6 apxuge NPUKAaza u coO30aHUU OOKYMEHMO8

BriGepure ouH OTBET:

a. «cTapIme» u «CPEIHNE) TOIbTINe

b. «crapeie» (crapiime) moapsiuue

C. MOJBSUNE «CPETHEH PYKU» (CpEeTHHE)

d. «monoammey (MIaaIIne) NoAbsIHe

Bomnpoc 3

Hondxxcnocmo kabunem-cekpemaps npu umMnepamope noasuiach 8 200bl NPAGIEeHUs.
Bri6epute ouH OTBeET:
a. Exatepunst Il



b. ITerpa |

c. Exarepuns! |

d. EnuzaBetsl [leTpoBHBI
Bormpoc 4

o 1990x 2e. 6 CCCP cywecmsosanu ciedyiowue cekpemapckue Q0N CHOCMHblE NO3UYUL.!
Bri6epute oauH OTBET:

a. cekpeTapb-cTeHOrpauCcTKa

b. cexkpeTaph-MaIIMHUCTKA, TOMOIHUK PYKOBOIUTEIIS

C. CeKpeTapb YUpEeXKJICHUs, CEKPeTaph MHHICTEPCTBA, CEKPETApb-MaIllIMHUCTKA

d. cekperapb-MalIMHUCTKA, CEKpeTapb-CTCHOTpaducTKa

Bormpoc 5

Coenacno  cxeme — Op2aHU3AUUOHHOU — CMPYKMYPbl — YApaGieHus  HeDONbwol  Qupmbl,
ULIOCMpupyloweli Mecmo U pojib CeKpemapsi, 3mom compyoOHUK HaxXo0Umcs 8 NOOYUHeHUU
Bri6epute ouH OTBET:

a. KOMMEPYECKOro JTUPEKTOpa

b. nupexropa

C. TCHEPAIBHOTO IUPEKTOPA

d. rmaBHOTO OyXTanTepa

Bomnpoc 6

Coenacno cxeme Opeanu3ayuOHHOU CMPYKMYPbl YAPAGIEHUs KPYNHOU KOMNAHUU OOJIHCHOCHb
cekpemaps Omcymcmeayem moabko 8 maKux noopazoeieHusx KaxK

Bri6epute o1H OTBET:

a. OT/IeT OpraHu3aluy TPyAa

b. m1aHOBO-TTPOM3BOCTBEHHBIH OTHAEIT

C. pHAHCOBO-7KOHOMHYECKUN OT/IEN, OT/IEN KaJpOB

d. ropuaudeckuii oTen, OyxraaTepus

Bormpoc 7

Cexpemapbv-pehepenm u 06a ucnornumens-oeionpouzgooumens no cxeme M.I1. bacaxosa
npeocmasisitom

Bri6epute o OTBET:

a. cekpeTapuar

b. ciyx0y I0Y

C. oOmmuii oTaen

d. kaHIEenApHIo

Bompoc 8

Cexpemapu pykogooumeinell CmpyKmypHblxX n00pa30eieHulti OMmHOCAMCs K

Br16epute ouH OTBET:

a. cyx6e JI0Y

b. o6memy otaeny

C. apXHBY OpTraHHU3AINH

d. kaHnenspun

Bompoc 9

B epynne aomunucmpamuenvix onepayutl, 8bINOIHAEMbIX CEKpemapem, npoeedeHue cosewjaHull
U 3aceo0aHull, Op2aHU3aAyUOHHOe U UHDOPMAYUOHHOe obecneueHue 3Mol OeamenlbHOCmU
PYKOBOOUMENs OMHOCUMCS K

Bri6epute ouH OTBeT:



a. ”HPOPMAIIMOHHO-TEXHIYECKIM

b. KoopAMHALIMOHHBIM

C. CIIy’)keOHO-KOMMYHHKATUBHBIM OTEepaIfsM

d. pacriopsiAMTENHHBIM OIIEPAIHSIM

Bomnpoc 10

B epynne aomunucmpamusneix onepayuii, 8bINOJHAEMbIX CeKpemapem, npuem nocemumeretl,
meneghoHHbIE NEPe20B8OPbl, CAYAHCEOHbIE KOMAHOUPOBKU, 008e0eHUe PeuleHUll 00 UCHOIHUmeNel
OMHOCUMCSL K

Bribepute oauH OTBET:

a. pacropsAUTEIbHBIM OIepaIHsIM

b. KoopAMHALIMOHHBIM

C. “H(POPMAIIMOHHO-TEXHUYECKUM

d. ciy’)keOHO-KOMMYHHUKATUBHBIM OTIEPALUSIM

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

1) Kakoii HOpMaTHBHBIH JOKYMEHT YCTaHAaBJIMBAeT NpPaBWJIO OG(OpPMIEHHUS TMpUKa3a o
MPUMEHEHUN JTUCLUIUIMHAPHOIO B3bICKaHUs (cT. 193), M3roTtoBieHHs W BbIJAYU PAOOTHUKY
KONUH JIOKYMEHTOB, CBSI3aHHBIX ¢ pabotoir (cT. 62), mpenynpexaeHus paboTHHKA 00
yBoJbHEHHUH (cT. 79, 80) B TpexAHEBHBIN CPOK?

2) VYkaxuTe Ha3BaHUE CIIPABOYHUKA, KOTOPHIN IMpelHa3HAaueH ISl UCIOJIb30BaHUSI B KAUECTBE
OCHOBHOI'O HOPMAaTHUBHOIO JOKYMEHTa IIPH COCTaBJICHUM HOMEHKJIATyphl /€] OpraHu3alui,
OTNpe/IeIECHUU CPOKOB XpaHEHHUs, OTOOpe Ha XPAaHEHHWE M YHUUYTOXKEHHE YIPaBIECHYECKHX
TUIIOBBIX JOKYMEHTOB B JIEATEILHOCTH OpraHU3aliK (YUpeKI€HUs) U paclpOCTPaHSAETCS Ha BCe
OpraHu3alyM, HE3aBUCUMO OT TOrO, IIOCTYNAKT WX JOKYMEHTbl HAa XpaHEHHE B
roCylapCTBEHHbIE, MYHUIIMIIAJIILHBIE ApPXHUBBI WIIH K€ HE MOCTYAIOT.

3) Kaxoit AOKYMCHT YCTAHABJIMBACT MOPAAOK IMMOATOTOBKU U ITPOBCACHUA CO6p8.HPII>i, COBEIIIaHUI
U TCepCUYCHb BOIIPOCOB, PCUHICHUC KOTOPBIX MMPUHUMACTCA OOJIBIIIMHCTBOM TOJIOCOB HIIH
CANHOIIIACHO,; B HEM YKA43aHO, KTO UMECT IIPpaBO IMOAIINUCHU I[OKYMGHTOB?

4) Hannuue Kakoro JIOKyYMEHTa OpPIraHU3alUH I03BOJIIET CEKPETaplo YEeTKO 3HATh MOPSI0K
MOJITOTOBKH JTOKYMEHTOB (TIOPSIIOK PELICHHUsI BOIPOCA) U JIETKO MIPOBEPUTH CTETIEHb TOTOBHOCTH
JOKYMEHTOB (HaJnure He0OXOJUMBIX BU3) IPU NPEICTABICHUN HA TOJIUCH PYKOBOIUTEIO?

Tect No2



Bormpoc 1

Hz cm.89 3axona «06 axkyuonepHwvix obOwjecmeax» 6 nepeyeHb OOKYMEHMO8, KOmopbvle
00wecmeo 006:3aHO XpaHumMb, 6X00UM

Br16epute oauH OTBET:

a. IOTOBOP O CO3JIaHUM OOIIEeCTBa, MEPBBIN YCTaB 00IIECTBA

b. ycras o01iecTBa, TO10BbIC OTYETHI

C. IOTOBOP O CO3JaHUU OOIIECTBA, YCTaB OOIIECTBA, TOJ0BbIC OTUETHI

d. mpoTOKOJIBI COOpaHMsl yupeauTeieii 00IecTBa, COAEPIKAIIHMIA PEIICHHE O CO3IaHUU O0IIeCTBa
1 00 yTBEpK/ICHUU JIEHE)KHOW OLEHKU JIEHEKHBIX BKJAJOB B YCTaBHBIM KamuTaj oOIecTBa, a
TaK)Ke WHBIE PEUICHNUs, CBSI3aHHBIE C CO3/IaHHEeM O0IIecTBa

Bomnpoc 2

Tpyoosotui kodekc Poccuiickoti @edepayuu ocpanuyusaem oghopmienue npukaza o npuMeHeHuu
oucyuniuHapHo2o 8svickanus (cm. 193), uzeomosnenue u 6vl0auwy pabOmMHUKy Konui
O0OKYMEHmMO8, C81A3aHHbIX ¢ pabomou (cm. 62), npedynpedxcoenue pabomHuka 00 Y80JIbHeHUU
(cm. 79, 80) svinonnenuem

Bribepute ofiH OTBET:

a. B IBYXHEJIEJIbHBIN CPOK

b. B TpexTHEBHBIN CPOK

C. B TCUCHHE MECSIIIa

d. B TeueHune ceMu paboOUMX JTHEH

Bompoc 3

Vkaoicume nassanue cnpageounuxa, Komopwli npeoHasHayeH O/ UCNONIb308AHUS 8 Kauecmee
OCHOBHO20 HOPMAMUBHO20 OOKYMEHMA NpU COCMABIEHUU HOMEHKIAmMYpsbl O0ell OpeaHu3ayul,
onpeoeneHuU CpoKo8 XpaumeHus, omoope HA XPAaHneHue U YVHUUMONCeHUe YNPaeleHUecKux
MUNOBLIX OOKYMEHMO8 8 0esiMelbHOCMU OP2AHU3AYUU

Brib6epute ouH OTBET:

a. AnbOOM YHU(PHUIIMPOBAHHBIX (POPM TEPBUYHON YyUETHOH JOKYMEHTAIlMH IO y4eTy TpyAa U
€ro OTIATHI

b. KBanudukaoHHbIi COPaBOYHUK TOJDKHOCTEH PYKOBOJAUTENCH, CHEIUATUCTOB M JIPYTHX
cyxanux (yreepxkiaeH [loctanoBienuem Muntpyna Poccuun ot 21.08.1998 Ne 37)

C. I[lepeyeHp THUIOBBIX YIpPaBIEHUYECKUX APXMBHBIX JIOKYMEHTOB, 00pa3yloluxcs B Ipolecce
JesTeIbHOCTH FOCYJapCTBEHHBIX OPraHOB, OPIraHOB MECTHOI'O CaMOYIIPABJICHUS U OpraHU3aIMiH,
C YKa3aHHMEM CpPOKOB XpaHEHHWs, YTBEP)KICHHbIM pykoBoauTesneM @DenepanbHOW apXHUBHOU
ciyx6s61 Poccun 2010 .

d. OcHoBHBIC TmpaBWja pPabOTHI APXHBOB OpTraHU3AlMid, OMOOpPEHHBIC pEIICHHEM KOJUICTHH
Pocapxuga ot 06.02.2002

Bormpoc 4

Kaxotui ookymenm ycmanasnusaem nopsoox noo2omosku u nposedeHust CoOparuil, co8ewaHutl u
nepeyeHb B0NPOCO8, peuieHue KOMOpblX NPUHUMAEMC  OONbUUHCINGOM — 2010C08  UNU
€OUHO2NIACHO, 8 HeM YKA3AHO, KMO umMeem npaso NOONUCU 00KyMeHmos?

Bribepure o1H OTBET:

a. l'ocynapcTBeHHass cucreMa JIOKYMEHTAllMOHHOTO obecniedueHust ymnpasieHus. OCHOBHbBIE
nosioxkeHus. OOue TpeboBaHMs K JOKYMEHTaM U Cly>K0aM JTOKYMEHTallMOHHOTO o0ecrieueHus
(rcaoy)

b. Ycras opranuzanuu



c.'OCT P 6.30-2003 VYaupuuupoBaHHbIE CHUCTEMBI JOKYMCHTAIMH. YHHUQPUIIMPOBAHHAS
CHUCTeMa OpraHU3allMOHHO-PACIIOPSIUTEIBHON JOKyMeHTanuu. TpeboBaHUS K OGOPMIICHHIO
JTOKYMEHTOB

d. Homenknarypa jen opranusanuu

Bormpoc 5

Hanuuue kakozco Ooxkymenma opeanuzayuu no3eossem ceKkpemapro YemKo 3HAmb NOpsa0oK
NnO020MOBKU OOKYMEHMO8 (NOPAOOK peuleHusi B80npoca) U JaecKo Nnposepums CmeneHsb
20MOBHOCMU OOKYMEHMO8 (Haiudue HeoOXO00UMbIX 6u3) Npu NpeoCcmasieHuu Ha HNOONUCH
PYKogooumenio?

Br16epute 01H OTBET:

a. Homenknarypa nen opraHusanuu

b. Jlo;DKHOCTHAS MHCTPYKLIUS CeKpeTapst

. Tabenb hopM TOKYMEHTOB OpPTaHU3AINH

d. YcraB opranusanuu

Bormpoc 6

B Oannom noxaneHom HoOpmMamusHOM OOKYyMeHme NpOnUCbleaemcs NOpsOOK COCMABLeHUs U
co2nacosanus Haubojee 4acmo pazpadbamviéaemvlX 8 Op2aHu3ayuu OOKYMEHmMOos, U 8
pe3yibmame 3aKpenisemcs nops00K peuleHus munosblx 60npocos

Br16epute oauH OTBET:

a. MHCTpYKIIMS 1O JIeNTONIPOU3BOACTBY OpraHU3aluN

b. Jlo;DKHOCTHAS MHCTPYKIIUS CeKpeTapst

c. Homenknarypa nen opranu3anuu

d. ITonmoskenue o ciayx0e JIeI0npOor3BOACTBA

Bormpoc 7

B smom ookymenme cghopmynuposamnst yenu u 3adavu noopazoeieHus, NOKA3AHbl €20 Mecmo 8
CMpyKmype op2aHu3ayuu, 8binoIHsemble QyHKYuu

Br16epute oauH OTBET:

a. Homenknarypa gen opranuszanuu

b. [Tonoxenue o ciyx6€e AeTONPOU3BOACTBA

. MaCcTpyKIMS 10 IeONpOn3BOCTBY OpraHU3aIuN

d. JIOJOKHOCTHAST MHCTPYKITUS CeKpeTapst

Bomnpoc 8

Iaeuwili  opeanu3ayuoHHO-NPABoOBoOll  OOKYMeHm, onpeoelsiowull Mecmo cekpemaps 8
VNpagnienyeckou — Cmpykmype, €20  NOOYUHEHHOCmb,  Kpye  00sa3aHHOCmel,  npasd,
0meemcmeeHHOCb

Br16epute o1H OTBET:

a. JloJoKHOCTHASI HHCTPYKITHSI CEKpeTapst

b. HomeHknaTypa Jien opraHu3ainum

. MHCTpyKIHMS 110 IETONPOU3BOICTBY OpPraHU3aluN

d. [Tonmoxenue o ciyx0e JeT0NPOU3BOACTBA

Bomnpoc 9

B kaxom npagosom Ooxymenme ommeueno, YMO PYCCKUL A3bIK NOOAEHCUM 00SA3aMenNbHOMY
UCNONIL3068AHUIO 8 0eAMeNbHOCMU (PedepanbHblX Op2aHo8 20CY0apCMEEeHHOU 81ACMU, OP2aHO8
eocyoapcmeennou enacmu cyovekmos Poccutickou ®@edepayuu u UHbIX 20CYOAPCMBEHHbIX
0pP2aHO8, OP2AHO8 MECMHO20 CAMOYNPABIeHUsl, OP2AHU3AYULL 8ceX hOPpM COOCMBEHHOCU, 8 MOM
yucie 8 0essmebHOCMU No 8e0eHUI0 0eIONPOU3B00Cmea?



Bri6epute oquH OTBET:
a. ®3 «O6 wunHpopManuy, HWHPOPMAIMOHHBIX TEXHOJOTHSAX M O 3alluTe HH(OpMAIII»
27.07.2006 .
b. @3 «O s3bikax Hapog0B PDy» o1 25.10.1991 1. Ne 1807-1
c. [IpaBuna nenonpou3BoACTBa B (eepalbHBIX OpraHax HCIOJHUTENBFHON BJIACTH OT 15 WIoHA
2009 r. N 477
d. @3 «O rocymapcrBennoM si3bike Poccuiickoii deaeparmm» ot 01.07.2005 1.
Bompoc 10
Cmamou 324, 325 Yzonoemoco rooexkca P® om 13.06.1996 N 63-®@3 omwuocam «
npAasoHapyweHusM npuobpemenue iy covim
Br16epute oauH OTBET:
a. IOKYMEHTOB, COJIEpKaIUX FOCYyJapCTBCHHYIO TalHY
b. opuLMaTBHBIX JOKYMEHTOB, TIOXHUIIICHHE WM MOBPEKACHHE JOKYMEHTOB, IITAMIIOB, TIeyaTei
C. obuIMANbHBIX JOKYMEHTOB, MMEIOIIUX HAYYHYIO, XYAOXKECTBEHHYIO WM KYJIbTYpPHYIO
LIEHHOCTh
d. mpeaMeToB WK JTOKYMEHTOB, HMEIOIINX 0COOYI0 HCTOPUUECKYIO IIEHHOCTD

Tect Ne3

Bormpoc 1

Oma opeanusayus CILA enepsvie paspabomana CneyuarbHyilo npocpammy noo20moeKu
K6ANUDUYUPOBAHHBIX CEKPEMaPCKUX PAOOMHUKOG

Br16epute oauH OTBET:

a. HarmonaneHas acconmanus opuanydeckux cekperapeit (The National Association of Legal
Secretaries)

b. EBporeiickas accornmarus mpodeccrnoHanbHbix cekperapeit (EAPS— European Association
of Professional Secretaries)

c. HanmonaneHo# accormanuu cexperapei (National Secretaries Association (International)

d. Certified Professional Secretaries (CPS)

Bomnpoc 2

Ilo mHenuto cneyuanucmos OaHHOU OP2AHU3AYUU CeKPemapsb 00HCeH «C80000HO neyamams Ha
08YX UHOCMPAHHLIX SA3bIKAX C PYKORUCU UAU NOO OUKMOBKY, COCMABIAMb MeMOPAHOYMbI,
nucoma, @axkcel u Opysue OOKYMeHmbvl, padbomamsv ¢ OMUYEemMAaMu MeHeoNCepos, YMenb
NPUHUMAMb U nepedasams coodujeHus no kanaiam ceéssu (axe, E-mail u m. I1.)»

Br16epute ouH OTBET:

a. Certified Professional Secretaries (CPS)

b. EBponeiickas accormarus npodeccuoHanbHbeix cekperapeir (EAPS— European Association
of Professional Secretaries)

. HanmonaneHast acconmarus ropuanueckux cekperapeit (The National Association of Legal
Secretaries)

d. HanmonansHo# acconmariuu cekperapeit (National Secretaries Association (International)
Bompoc 3

Ilo unuyuamusee axmusucmos 3moil accoyuayuu Obli OMKpPbIM 0OM-Npuiom O0iisi ceKpemapeli-
nercuonepos, ¢ 1953 200a 6 CIIA npu noooepoicke 00WECNEEHHO20 MHEHUS eHCe200HO
npogooumcs Hedens cexpemaps. Accoyuayus uzoaem ceou ocypranr «Cexkpemapwvy (THE
SECRETARY)

BriOepute o1H OTBET:


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

a. HarmonaneHoii accormanuu cekperapeii (National Secretaries Association (International)

b. EBpomneiickasi accoumarms npodeccuoHanbHbix cekperapeit (EAPS— European Association
of Professional Secretaries)

c. Certified Professional Secretaries (CPS)

d. HanmonanwHast accormanus ropuaudeckux cexperapeir (The National Association of Legal
Secretaries)

Bormpoc 4

Oma accoyuayus ¢ 1990x ee. obyuaem cekpemapeil 8biCOKOU K8arugpurayuu 0as puoudecKux
omoenos, YacmHoU HOMAPUAILHOU KOHMOPbL, annapama cyoa uiu npoKypamypbl

Br16epute oauH OTBET:

a. EBpornieiickast accoumanus npogeccuoHanbHbix cekperapeit (EAPS— European Association
of Professional Secretaries)

b. HattmonanbHast accormanus ropuauueckux cekperapeit (The National Association of Legal
Secretaries)

c. Certified Professional Secretaries (CPS)

d. HannonansHo# acconmaruu cekperapeii (National Secretaries Association (International)
Bormpoc 5

Coenacno  knaccugpuxayuu  cmynenei  (YposHell) — KApbepHOU  JeCMHUYbL  CeKpemaps
B.II lleunosa, smom compyoHux oOeucmeyem no YKA3AHUK PYKOBOOUMENS, NPAKMUYECKU He
NPUHUMASL CAMOCNOSIMENbHBIX PeuleH Ul

Br16epute oauH OTBET:

a. Cekperapb-niepeBOAUNK

b. AccHCTEHT pyKOBOUTEIS

c. Cekperapb-MallnHUCTKA

d. Cekperapb-pedepeHT

Bomnpoc 6

OchosHble YHKYUU Moo cekpemapsi: CAMOCMOAMeNbHOe COCMABIeHUue NUCeM, KOHMPOJb
UCNOJIHeHUs1 OOKYMEHMO8 U 3a0aHull, cocmasienue 2epaguxa paboyeco OHSA PYKOBOOUMEs,
0030p U N002oMoBKa UHGopmayuu 01 wega, n0020MosKa U obecneyeHue nepe2o8opos
Bribepute ouH OTBET:

a. Cekperapb-pedepeHt

b. Cekperapb-niepeBOAUHK

C. ACCHUCTEHT PyKOBOJUTES

d. Cexperapb-MaImHUCTKA

Bormpoc 7

Iloocomoska Oannoco compyoHuKa npeoycCMampueaem noo020mosKy no npoguuo @upmul,
CMadcuposKy 3a pyoeicom

Bribepute oiH OTBET:

a. Cexperapb-TiepeBOAUNK

b. Cekperapb-pedepeHt

c. Cekperapb-MalInHUCTKA

d. AccucTeHT pyKOBOAMTEIIS

Bompoc 8

Cexpemapwv cnedyowell kame2opuu ocywecmensem pabomy no Nnoo20mosKe 3aceOaHuil U
CcOoBeWanull, NpoBOOUMbBIX pYKogooumenem (coOop HeoOXOOUMbIX Mamepuanos, ONOBeUeHUE



VUACMHUKOB O 8peMeHU, Mecme, NogecmKe OHsl 3ACeOaHUsl WU COBEWANHUsL, UX PecUCmpayusi),
gedem u ogpopmisem npomoxobl
Br16epute oauH OTBET:
a. CekpeTapb y4eHOTO COBETa
b. Cekperappb Ha pecemniH
c. Corpyauuk call-iearpa
d. Cekperapb-cTeHorpaducTka
Bormpoc 9
ObbiuHO 8aKaHCUsi HIMO20 CEKpemapsi OMKPbIBAIOM KOMNAHUU, 8 OQUCHI KOMOPLIX NOCMYynaem
OonbULIOE KOIUYECTNBO MeNehOHHBIX 360HKO8 ULU NPUXOOUM MHO20 nocemumeret
Br16epute o1H OTBET:
a. Cekperapb-cTeHOrpaducTKa
b. Cekperappb Ha pecemniH
c. CekpeTapp YYEHOTO COBETA
d. Corpynnuxk call-ienrpa
Bormpoc 10
Omom compyonuk paccmampueaem MAamepuansl, CEA3aHHble C 3AWUMOU OUCCEpMayull u
NPUCBOEHUEM YYEHbIX 36AHUL; 20MOBUM NPEONONHCEHUs K NIAHAM U30AHUS HAYYHLIX MPYO08s,
obecneuugaem ux peyeH3Uposanue, a maxdxice npogedeHue HayyHvlX KoHpepenyuil, cogeujanull,
CeMUHAapo8, OUCKYCCUlL
Br16epute oauH OTBET:
a. CekpeTappb YYCHOTO COBETA
b. Cekperapb-creHorpaducTka
c. Corpyanuk call-tientpa
d. CekpeTapb Ha pecerniH
Tect Ned

Bomnpoc 1

Cnocobrnocms omoenbHolU TUYHOCMU NPABUILHO OYEHUMb CLONCUBULYIOC CUMYAYUIO U NPUHAND
8 C8A3U C IMUM COOMEEMCmeyioujee peuleHue, no36oauee 00CMUSHYMs NPAKMUYECKo20 UU
UHO20 3HAYUMO20 Pe3yIbmama - Mo

Br16epute ouH OTBeET:

a. [Ipodeccronanusm

b. OcBenOMIICHHOCTD

c. CoxpaHeHue ciyxeOHOM TailHbI

d. KommeTeHTHOCTB

Bomnpoc 2

Ymenue cexpemaps npossums ouniomamuyHocms 8 paze080pax no mene)oHy U JIUUHBIX
KOHMAKMax, maxmuyro yumu om Oeceobl, KOMopas Moxcem Hanecmu yuepo oeny ¢hupmoi,
deMoHCcmpupyem

Bri6epute ouH OTBeT:

a. OCBEJOMIIEHHOCTh

b. Coxpanenue ciyxeOHO TaifHbI

c. KomnereHTHOCTD

d. IIpodeccuonanuzm

Bomnpoc 3



Vkaorcume nuwnee «Ilpu oyenke mpyoa cekpemapeil npuHamo 6vl0eamy ciedyloujue 0enosvie
Kavecmea: ...»

Br16epute oauH OTBET:

a. KommyHMKaOEembHOCTD

b. OTBeTCTBEHHOCTD

C. OCBEIOMIICHHOCTb

d. ITpodeccuonanmzm

Bormpoc 4

Vmenue oOvicmpo nepexnouamecs ¢ 00HO20 6uda pabomvl Ha Opyeou, CHOCOOHOCHb
0OHOBPEMEHHO BbINONIHAMb HECKONbKO NOPYYEHU ANAIOMC KOMNOHEHMAMU

Br16epute oauH OTBET:

a. CaMoOpranm3oBaHHOCTH

b. Tpynonroous

c. [Ipodeccrnonanuszma

d. YMeHus anantupoBatbCs

Bormpoc 5

Obecneuums c80€8PEMEHHOCb NOO2OMOBKU COBEWANUs, Npuemd, 0popmieHus 0OKyMeHma u
m.0. n0360J5em

Br16epute oauH OTBET:

a. TpynomoOue

b. YMeHus agantupoBathes

c. [Ipodeccrnonanusm

d. CaMm00OpraHu30BaHHOCTb

Bormpoc 6

Cexkpemapb 002iCeH XOPOUWIO OPUEHMUPOBAMBCS 8 BONPOCAX OesIMENbHOCMU, N0 KOMOPbIM
pabomaiom e2o0 pykosooumenv u npeonpusmue (upma) 6 yeiom; Ovimsv 6 Kypce cobwvimull,
NPOUCXO0AWUX 8 YUPeHcOeHUU (NOOPa30esieHULt), IMO OeMOHCMPUPYem

Br16epute ouH OTBeT:

a. KommyHMKa0eIpHOCTh

b. OcBenOMIICHHOCTD

c. I[Ipodeccuonanuzm

d. OTBETCTBEHHOCTh

Bomnpoc 7

K nuunocmuvivm kauecmeam, Heobxo0umvim 6 pabome ceKpemapsi, OMHOCAMCs

Br16epute ouH OTBeT:

a. OTBETCTBEHHOCTH

b. CiocoOHOCTh K CAaMOOOYUEHHIO, COCTOSIHUE 3/I0POBbSI

c. [IpenanHocTs pabote u npodeccuu

d. ITyHKTyaIbHOCTh, HHUIIMATUBHOCTh

Bomnpoc 8

Bepno nu ymeepowcoenue, racarowjeecsi cmeneHu 000pod#ceNamensHOCMU COMpYOHUKa: «B
0en08omM obujeHuu cekpemapb 6ce20d OO0JNHCeH OblMb 20MO8 OKA3AMb MAKCUMALbHOE
cooelicmeue compyOHUKAM, NOCemMumensim, U notumu, 8 ciyuae HeooXo0UMOCmu, Ha HeKOMopble
JIUYHBIEe Heyoobcmaea paou oena»?

Bri6epute oauH OTBeT:

a. HE BEpHO



b. coryacen yacTu4HO
C. TaK CIEeAyeT MOCTYIATh B UCKIIOYUTEIBHBIX CITydasx
d. BepHO
Bompoc 9
Kauecmeo evinonnsiemon pabomsi, @HewHull 6u0, Kyaibmypa paboyeco Mmecma ceKpemaps
ABNAIOMCA NOKA3AMENAMU
Bri6epute ouH OTBET:
a. 0J1arompusATHOTO BIEYATICHUS O CEKpeTape
b. mryHOrO KaYecTBa COTPYAHUKA - AKKYPATHOCTH
C. mpeCTHUXKa OpraHu3anuu
d. TMYHOTO KauecTBa COTPYAHUKA - JOOPOCOBECTHOCTH
Bomnpoc 10
Ilepgocmenennoe 3HaueHue 6 pabome cekpemaps HpU NPeoCmasieHuu OOKYMEHMO8 U
uHgopmayuu 05l NPUHAMUSL peuleHUll, OP2aHU3aAyUY 8CMpey U COBeWanuli umeem
Bribepute ouH OTBET:
a. IlynkryanbHOCTB
b. IIpodeccuonanusm
c. KommynukabeapHOCTh
d. OTBETCTBEHHOCTH
Tect NeS

Bompoc 1

Bosmoocno nu ucnonwvzoeanue ouxmoghona Ons 3anucu KOH@OUOEHYUANbHOU UHGOpMayuu,
Hanpumep HA COBEWAHUAX, HA KOMOPLIX 00CyxHcoaemcs uH@opmayus, cooeparcauas
KOMMEPUECKY0 mauny?

BriOepure o1H OTBET:

a. Bo3aMOxkHO ¢ ycrmoBHEM, UYTO YYAaCTHUKH COBEIIAHUW, JOJDKHBI OBITh TOCTAaBJICHBI B
M3BECTHOCTh OO OCYIIECTBICHHH ayAHO3alHCH, a TaKKe O TOM, KaK JUKTO(OHHBIC 3alucCh
MIpeIoiaraeTcs NCMoIb30BaTh B OyayIleM

b. Kareropuuecku 3anperaercs

C. BozmoxHO

d. Pemrenue mpuHUMaeT pyKOBOIUTEb OpraHU3aInN

OYHUCTUTL MO BBIOOD

Bompoc 2

Cnocob nepedauu nNUCbMEHHOU UHGOpPMAYUU C NOMOWDIO CREYUAIbHO2O —annapama,
NOOKNIIOYEHHO20 K MeNeQOHHOU cemu, 3mo npoyecc OUCMAHYUOHHOU Nepeoadu HenoOGUNCHbIX
u300pascenuti u mexcma.: OOKYMEHMO8 ¢ OVMANCHBIX JUCMO8 omnpasumeneli Ha 6yMadcHvle
ucmol noywameneti (MeKcmol, YePMedtcu, PUCYHKU, CXeMbl, POMOCHUMKY U M. N.)

Bribepute ouH OTBeT:

a. Tenedonnas cetpb

b. dakcuMuIIbHAS CBSI3b

C. DIIEKTpOHHAs MMOYTa

d. Puzorpadus

Bomnpoc 3

Bosmoorcna nu nepedaua ¢ ucnonvzosamuem GaxcumMuibHoO20 annapama KOH@OUOEHYUANbHBIX
00KyMeHmog?


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

BriGepute oqun oTBET:

a. Bozmoxna

b. Kareropuuecku 3anperaercs

. Bo3aMoykHa ¢ ycioBueM, YTO ¥ OTIPABUTENb U OTyYaTelb HAXOAATCSA B KOMHATE OJTHU

d. Pemienue npuHMMaeT pyKOBOJUTEIb OpraHU3auN

Bormpoc 4

Coenacno knaccuguxayuu 0e10680u nepenucku U Noa0NceHuem cooOuenuli 8 UHQHOPMAYUOHHbIX
cucmemax no MPU3HAKY «3A6EPUIEHHOCb UHQDOPMAYUOHHO20 OOMEHA» NPUHAMO BblOeNMmb
nucbma:

Br16epute oauH OTBET:

a. TpeOyromIre Wi He TpeOyroIue OTBeTa

b. mUCHMO OT MOCTOSTHHOTO KOPPECIIOH/ICHTA

C. IOCTYTAIOUINE U OTHPABISIEMbIE COOOLICHHS

d. mepBUYHOE, IIOBTOPHOE ITHCHMO

Bormpoc 5

Coenacno knaccughuxayuu 0enosoti nepenucku o NPU3HAKy «YCMoUuU80CmMs UHDOPMAYUOHHBIX
ces3elly NPUHAMO 8bl0EAMb NUCbMA

Br16epute oauH OTBET:

a. IOCTYTAIOUINE U OTHPABIISIEMbIE COOOIICHHS

b. Tpebytomue nim He TpeOyrolKe OTBETa

C. MUCHMO OT TIOCTOSIHHOT'O KOPPECIIOH ICHTA

d. mepBHUYHOE, IOBTOPHOE MMUCHMO

Bormpoc 6

Coenacno knaccuguxayuu 0eno6oii nepenucku no NPU3HAKY «4acmoma UHGOPMAYUOHHO2O
00MeHay NPUHAMO 8bLOENAMb NUCLMA

Bribepure ouH OTBET:

a. IEpBUYHOE, TOBTOPHOE MTUCHMO

b. moctynarorye U OTIpaBIsieMbie COOOIICHHUS

C. TpeOyromIre uiau He TpeOyroIIe OTBeTa

d. MUCHMO OT MOCTOSHHOTO KOPPECIOH/ICHTA

Bomnpoc 7

VYkasxcume eepnyto nocnedosamenvnocmv «Obpabomka nocmynaowjeni.  KoppecnoHOeHYuu
gKIIOYaAem 6 ceos: ...»

BriGepure ouH OTBET:

a. COPTHPOBKY JOKYMEHTOB /ISl TIOCJIEAYIOMICH TMepeaadd 10 Ha3HA4YeHUIo; (uKcanuio (axra
MOCTYIUICHUST JTOKYMEHTOB; TPOBEPKY INPABMIIBHOCTH JOCTAaBKHA JIOKYMEHTOB, IEIOCTHOCTH
VITAKOBKH U BJIOKEHUH, KOMIUIEKTHOCTH IOKYMEHTOB (HAJTHUYUS BCEX TPHIIOKEHHIA)

b. mpoBepKy MPaBUIBHOCTH JOCTABKH JIOKYMEHTOB, IEIOCTHOCTH YIIAKOBKH W BIIOXKCHUIA,
KOMIUIEKTHOCTH JTOKYMEHTOB (HaJIM4Ms BCeX MPUIOXKEHHH); (ukcaruio (paxkTa MOCTYIUICHUS
JOKYMEHTOB; COPTUPOBKY JTOKYMEHTOB JJIsl TOCIIEAYIOIIEeH Tiepeiaur 10 Ha3HAYEHUIO

C. hpukcanuio (akra TOCTYIUICHHS JOKYMEHTOB; MpPOBEPKY IPAaBHIBHOCTH JOCTaBKU
JOKYMEHTOB, LIEJIOCTHOCTH YIaKOBKH M BJIOKEHUH, KOMIUIEKTHOCTU JOKYMEHTOB (HaJIMYHs BCEX
MIPUJIOKEHNH ); COPTUPOBKY JOKYMEHTOB JUTSI ITOCIIEAYIOIIEH Tepeiaun 10 Ha3HAUYCHUIO

d. COpTHPOBKY [OKYMEHTOB Il TOCICIYIOIIeld Tepefadyd [0 HAa3HAYCHHIO; MPOBEPKY
MPAaBUILHOCTH JTOCTABKH TOKYMEHTOB, IIEIOCTHOCTH YIMAKOBKH W BJIOXKEHUH, KOMIUIEKTHOCTH
JOKYMEHTOB (HaJIM4us BCeX NMPUIIOKEHHH); pruKcalnio pakTa MoCTYIIeHUs JOKYMEHTOB



Bormpoc 8
Cexpemapu npu nepeuuHou 0bpabomke U COPMUPOBKe UMEIOM NpPaABo  BCKPbIEAMD
KOppecnoHOeHYuio ¢ NoMemamu
Br16epute ouH OTBET:
a. «KonpuaenuuansHo», «JIMaHOY
b. «Jlys ciy»)eGHOTO MOJIb30BAHUS
. «Kommepueckas TaitHa»
d. «Perucrparusi»
Bormpoc 9
B cayuae ecnu 6 opeanuzayuio 00HOBpEMEHHO NOCMYNUIU NUCOMA, MeNecpamMmel U
menegonocpammyl, 6 nepeyio ouepedb 0opabamvlearOmcs
Br16epute ouH OTBET:
a. MexayropoaHue oTnpaBieHUs
b. [Tucema
c. Tenedonorpammsl
d. TeserpamMMmbl u TelIe)OHOTPAMMBI
Bormpoc 10
Ilpu pabome c exoosweli koppecnonoenyuei 6 coomsemcmeuu ¢ 1'OCT P 7.0.97-2016
ommemKka 0 NOCMynJieHuu NPoCmaegisaemcs Ha CoOnpo8oOUMENbHOM NUCbME UTU NEPBOM Jucme
O0oKyMenma
Br16epute oauH OTBET:
a. Ha HUO)KHEM I10JIe CIIpaBa
b. B mpaBOM BepXHEM yriTy
C. B IEBOM BEpXHEM YTy
d. Ha HIDKHEM T0JIe CJIeBa
Tect Ne6

Bomnpoc 1

na opeanuzayuu pabouezo mecma ciedyem yuumvléams ciedyloujue paccmosanus
Br16epute ouH OTBET:

a. MeX]ly CToJiaMH - 95 cm.

b. mmpuHa npoxona uis Tpex denosek - 110 cm

C. MEXAY CTEHOU U CTOJIOM - 45 cM.

d. MeXIy OTONUTEIbHBIMU PHOOPAMHU B PA0OYHUM CTOJIOM — 55 cM.

Bomnpoc 2

Paccmosnue om enasz 0o skpana monumopa 00ondxcHo 6bims

Bribepure ouH OTBET:

a. He meHee 70 cM.

b. e menee 60 cM.

C. He meHee 80 cm.

d. He menee 50 cm.

Bompoc 3

C mouxu 3peHus: 5p2OHOMUKU MOHUMOPbL KOMNLIOMEPA OOIHCHbL PAZMEUAMBbCS NOO Y2I0M
Bribepure of1H OTBET:

a. 90—115° k okHam

b. 90—100° x okHam



€. 95—105° k okHam

d. 90—105° k oxHam

Bormpoc 4

CymmapHnoe eépemsi pabomvl 3a GUOCOMEPMUHAIOM 6 MedeHue paboyeco OHA He OO0NHCHO
npesviuamy

Bri6epute o1 OTBeET:

a.5u.

b.3 .

C.6u.

d. 4 u.

Bormpoc 5

T'H 2.2.5.1313-03 (l'ueuenuyeckue Hopmamueul) peciameHmupyom

Br16epute oauH OTBET:

a. [Ipenensuo nomycrumseie konneHTpanuu (I1/IK) BpeaHbix BemecTB B Bo3ayxe pabodeit 30HbI
b. EcrecTBeHHOE M HCKYCCTBEHHOE OCBEIIICHHUE

C. ['uruennyeckue TpebOBaHUs K MUKPOKINMATY MPOU3BOACTBEHHBIX TOMEIEHUI

d. Illym Ha pabo4mx MecTax

Bompoc 6

Tepmun speonomuxa OvL1L NPUHAM

Br16epute oauH OTBET:

a. B Slmonuu B 1940 r.

b.s CCCP B 1034 .

c.B CIIIA B 1920 .

d. B BenmukoOpuranuu B 1949 1.

Bormpoc 7

Oma wnayka 3anumaemcs uydeHuem U NPOEKMUPOBAHUEM CUCEM «UeJIOBEK-KOJIICKTUBY,

«KOJLIeKMUG-0PraHu3aIUsy, «KOJLIeKMUg-MAIINHAY, «4el1068€K-CETh)

Br16epute ouH OTBeT:

a. MakposproHoMuka

b. AHTpOnOoTEXHHKA

c. Muauspronomuka

d. Miikpospronomuka

Bomnpoc 8

Cambim 300p06biM C8eMOM OCMAemcsi eCmecmaeeHublll - OHegHoU. Ymobbl e2o0 ucnonv3oeams,
2/1YOUHA OPUCHBIX NOMeWeHULL He O0NHCHA NPeBbLULAMb

Br16epute oauH OTBET:

a.3 M.

b. 6 m.

C.5m.

d. 4 wm.

Bomnpoc 9

Cneyuanucmul cuumaiom, Yymo npeoenbHblll yposeHs Wyma 0Jis 0QUCHOU pabomul
Bribepute ouH OTBeT:

a. 50 - 60 mermben

b. 150 - 160 neuuden

c. 70 - 80 mermben


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

d. 170 - 160 geunben
Bomnpoc 10
Ilo Tpyoosomy xodexcy P® cm. 108 Ilepepwvisvl 05 omovixa u numanus. « B meuenue pabouezo
OHsl (CMeHbl) paboOmHUKY 00JiceH Oblmb NPedoCmasieH nepepvle O0isi OmovlXd U NUMAaHUs
NPOOOIHCUMENTLHOCBIO ..., KOMOPbILL 8 pabouee 8pems He KII0UAENCA... »
BriOepure o1H OTBET:
a. He OoJiee TpeX YacoB U HE MeHee 45 MUHYT
b. e Gonee 1ByX yacoB u He MeHee 30 MUHYT
C. He OoJsiee Tpex yacoB U He MeHee 30 MUHYT
d. He Oosnee AByX 4acoB U He MeHee 20 MUHYT
Tect Ne7

Bormpoc 1

Vrkascume nuwmnee: «Kypnan yuema nocemumeneii npedycmampueaem pagul ...

Br16epute oauH OTBET:

a. KonTpons 3a ucnosHeHnEM MOpyYeHUH PYKOBOIUTEIS

b. HaumeHoBaHKe OpraHu3alum, MOApa3aeICHHsI

C. Jlara u Bpems npuema (TocemeHus )

d. IIpenBaputesbHas 1OrOBOPEHHOCTh

Bormpoc 2

Bepno nu ymeepowcoenue: «/leticmeusi 1106020 HAO30PHO20 UNU KOHMPOIUPYIOWE20 OpP2aHd
6ce20a 00IHCHBL HAUMU C80e OmpaxdceHue Ha bymaze. Imo mocym Obimb aKmuvl UIU NPOMOKOJIbL
nposepox, 00ciedos8anuil, U3bAMUsL OOKYMEHMO8 Ul 00pa3yo8 nPOOYKYuu u m.n.»?

Br16epute oauH OTBET:

a. BEpHO

b. coryacen yacTu4HO

C. HE BEpHO

d. 9T0 TpeboBaHKe HE 00s3aTEIBHO

Bomnpoc 3

Hmeem nu npago cexpemapb He NOONUCHIEAMb AKMbl NPOBEPOK, NPOMOKOIbL UbAMUSL UTU UHbLE
O0OKYMeHmbl, COCMABIeHHblE NPOBEPAIOUUM OPSAHOM?

Br16epute ouH OTBeET:

a. 71a, €ClIM YMHOBHHUK OTKA3bIBAETCS MCIIPABUTH HETOYHOCTH B JJOKYMEHTE, C KOTOPBIMHU BBI HE
COTJIACHBI

b. aT0 mpecnenyercs 3akoHOM

C. 3TO HE BXOJUT B €ro 00s13aHHOCTH

d. na

Bomnpoc 4

Ilpu euzume 6 opeanuzayuro YacmMHulM OemeKmueam 3anpeuiaemcs

Bribepute oauH OTBeT:

a. oNy4aTh TP COBEPIICHWH WCIIOJIHUTENBHBIX JEHCTBUH HEOOXO0IUMYI HWH(OPMAIIHIO,
OOBSICHEHUS U CITPaBKU

b. ycTHBIN onpoc rpaxiaH U JOJKHOCTHBIX JIUI]

C. UCTOJIb30BATh CIIELUAILHBIE CPE/ICTBA U OPYKUE



d. OCyIIECTBISATh BHICO-M ayaUO3aMKCh, (OTO-U KHHOCHEMKY B CIYXKEOHBIX WM HHBIX
MOMEIIEHUAX 0€3 MTUCHMEHHOTO COTTIACHs Ha TO COOTBETCTBYIOIINX JTOJDKHOCTHBIX MM YaCTHBIX
JIHII

Bormpoc 5

Cocmasnenue naana paboyeco OHs pykogooumens (pexomenoayus 1.FO. Kacvsanosoii)
noopasymesaem 3anoaHeHue epagpui

BriOepure o1H OTBET:

a. PezepB BpemeHu

b. OcHoBHas uHpOpMAaIHs

C. ITporpamma nus

d. Mepsl obecrieueHus

Bomnpoc 6

Ykaosrcume seprulil nopsaoox 00KymeHmanbHo20 oghopmaeHus KOMaAHOUPOBKU

BriOepure o1H OTBET:

a. B kampoBoMm [enonpou3BOJACTBE KOMAaHAWPOBKA OQOPMIISIETCS CIY)KEOHBIM 3aJJaHHEM,
MPUKA30M ¥ KOMaHJIUPOBOYHBIM YIOCTOBEPCHUEM C OTMETKAMH O BHIOBITHH

b.B KkagpoBOM JEJOMPOM3BOJACTBE KOMAaHAUPOBKA O(OPMIIAETCS  KOMAaHIWPOBOYHBIM
YIOCTOBEPEHUEM C OTMETKAMU O BBEIOBITHH, ITPUKA30M, CITYKEOHBIM 3aJaHHECM

c. B kampoBoM Jenompow3BOACTBE KOMAaHAUPOBKA O(OPMIISETCS  KOMaHIUPOBOYHBIM
YIOCTOBEPEHUEM C OTMETKAMU O BBIOBITHH, CITY)KCOHBIM 3a/IaHUEM, TIPUKA30M

d. B kaapoBoMm JeJ0NpPOM3BOACTBE KOMAHAMPOBKA OQOPMIISICTCS MPUKA30M, CIYKECOHBIM
3aJJaHMEeM ¥ KOMaHJIUPOBOYHBIM YJOCTOBEPCHUEM C OTMETKAMH O BBIOBITHH

Bormpoc 7

Hokymenmanvhoe oghopmuenue KOMAHOUPOBKU NPedyCMAmMpUAent COCMABIeHUe CLyHceOHOU
3anUCKU O KOMAHOUpPOBKe C YKA3aHUeM HeoOXO00UMbIX CYMM, KOMOpPYIo HeobXo0umo
npedocmasums 8 byxeaimepuio emecme

Br16epute oauH OTBET:

a. CO CITY>KE€OHBIM 3aJaHuEM

b. ¢ KOMaHIUPOBOYHBIM YIOCTOBEPEHUEM

C. C PETJIAaMEHTOM Ha MPEJICTABUTEIHCKUE U TPAHCTIOPTHBIE PACXOTBI

d. ¢ xomueit mpruKaza 0 KOMaHIUPOBKE

Bomnpoc 8

Ilpu 0oxkymeHmuposanuu KOMAHOUpOBKU OULembl, cuema omeietl, YeKu, pecmopanHvle cuemd,
keumanyuu no I CM, apende mpancnopma u m.o. sa61s10mcst OCHO8AHUEM OJisl COCMAGNEHUS.
Br16epute ouH OTBeT:

a. pacXxoJJHO-KacCoOBOTO opjepa

b. oTuera Mo KOMaHMPOBKE

C. perjJaMeHTa Ha IPEICTAaBUTEIICKHIE W TPAHCIIOPTHBIC PACcXOJIbI

d. aBaHCOBOIO OTYETA IO HATMYHBIM OTLIATaM

Bomnpoc 9

B nepeune 3a0au cexpemapsi 6 obnacmu opeanu3ayUOHHO20 0becneyeHus NoBCeOHEeBHOl
OdesimenibHOCMU pYKo8ooumelis yoepume JTUWHIOHN.

Bribepute ouH OTBeT:

a. y4eT ¥ aHaJiu3 3aTpaT pabouero BpeMeHH

b. manupoBaHue COOCTBEHHOTO Pab0Overo BpeMEeH!

C. paccTaHOBKA MIPUOPUTETOB MPO(PECCHOHATBHON eI TETHHOCTH PYKOBOIUTEIS



d. mouck u c6op nHpOpMaIKH HEOOXOIUMON PYKOBOIUTEITIO

Bomnpoc 10

B nepeune ocnoguwix obsa3annocmeti pykogooumeins yoepume JUUHION
Br16epute oauH OTBET:

a. o0paboTka nHpOopMaUU

b. mocraHoBKa 1enei u 3a1aq

C. MOATOTOBKA U Iepe/iaya JOKYMEHTOB B apXUB

d. MOArOTOBKA M pean3aliys yIpaBIeHIeCKOro PeIIeHHs

Tect Ne8

Bompoc 1

Yxaorcume nuwmnee: «Iloocomoexa k nepecogopam exarouaem 6 ceos ...

Bribepure ouH OTBET:

a. AHam3 poOIeMbI

b. ITepBbie KOHTAKTBI C HAPTHEPOM 10 TIEPErOBOPaM

C. [InanupoBaHue neperoBopos

d. [TpoTokos nmpoBeieH!s IEPErOBOPOB

Bompoc 2

Bpemennvie opuenmupul 015 opeanuzayuu nepe2osopos

Br16epute oauH OTBET:

a. IPOAOIDKUTENBHOCTD - 2-2,5 u. Kak npaBuio, oHu Ha3HavyaroTes Ha 10 4., eciiv npoBOJsATCS BO
BTOPOM MOJIOBUHE JIHS, TO 3aBeplLIeHUE I1aHupyercs He no3aHee 17.30 - 18 u.

b. nponomxkurensHOCTS - 1,5-2 u. Kak npaBuiio, oHu HazHavyaroTcs Ha 10 4., eClti MPOBOISATCS BO
BTOPOH NMOJIOBUHE JHS, TO 3aBEPLIECHUE IUIaHUpyeTCs He no3adee 17.30 - 18 4.

C. IPOAOIDKUTENBHOCTH - 1,5-2,5 u. Kak mpaBuiio, oHM Ha3zHauyaroTcs Ha 12 4., eciy NpoBOAATCS
BO BTOPOM IMOJIOBUHE JIHA, TO 3aBeplieHue mianupyercs B 18.30 - 19 u.

d. mpomomkuTenbHOCTD - 2-2,5 4. Kak npaBwiio, oHu Ha3HayaroTcst Ha 11 4., eciii pOBOIATCS BO
BTOPOI MOJOBHUHE JHS, TO 3aBEpILIEHUE MIIaHupyeTcs He no3aHee 18.30 - 19 u.

Bompoc 3

B cocmase nepezosopnoii epynnel cekpemapu OmHOCAMCA K epynne:

Bribepure ouH OTBET:

a. BCIOMOTraTebHOIO IepCOHaa

b. HemocpeACTBEHHBIX YYACTHUKOB MEPErOBOPOB

C. K OIEpaTUBHOM TpyIIIIE

d. KOMIIETEHTHBIX CHEIUATUCTOB, KOHCYJIBTAaHTOB, IKCIICPTOB

Bompoc 4

K xapaxmepucmuxam oenogozo meneghonnozo pazeosopa omuocsam ciedyoujue 02paHudeHus:
Bribepure o1H OTBET:

a. TpyOky 3BoHsmIero TenedoHa cieAyeT CHUMaTh mocie 2 - 3 TYAKOB (He Mmo3xke 5-T0),
MPOJOIKUTEIBLHOCTD pa3roBopa — 4 MUHYTHI

b. TpyOky 3BoHsIero teneoHa cienyeT CHUMarh nocie 3 - 4 ryiakoB (He mo3xke 6-ro),
MPOJOJIKUTENLHOCTD Pa3roBopa — 5 MUHYT



. TpyOky 3BoHsmero TenedoHa ciemyeT CHMUMaTh mocie 1 - 2 TyakoB (He mo3xke 4-r0),
MPOAOIDKUTEILHOCTD Pa3roBopa — 3 MUHYTHI

d. TpyOky 3BoHsiero tenedoHa cieayeT CHUMaTh mocie 5 - 6 TyakoB (He mo3xe 7-T0),
MPOJOIDKUTEIHLHOCTD Pa3roBopa — 6 MUHYT

Bormpoc 5

Cmpykmypa 0enosoeo meneghonnozo pazeo8opa

BriOepure ouH OTBET:

a. BBeJIeHHEe cobeceHMKa B KypcC Jiesla, HallOMUHAHHE COJEp KaHUs MPEAbIAYLIEro pa3sroBopa,
00CyXJIeHUE CUTYaIIH, 3aKIII0YUTEIBHOE CI0BO

b. B3auMHBIC MpecTaBICHNs, BBEJICHHE COOCCEHNKA B KypC Jejia, HAIOMUHAHUE COJCPKAHUS
IPEBIAYIIET0 Pa3roBopa, 00CYKIEHUE CUTYAINH, 3aKIIOYUTEIHHOE CII0BO

C. B3aUMHBIC MPEJCTABICHHS, BBEJCHHE COOECETHUKA B KypC Jeina, OOCYKJECHHWE CHTYaluH,
3aKIIIOYUTEIBHOE CIIOBO

d. B3auMHBIC NPE/CTABICHUS, BBEICHUE COOCCEIHUKA B KYpPC Jielia, HAIOMHHAHHUE COJCPIKaHUS
IPEbIAYIIEro pa3roBopa, 00CyXkJIeHNE CUTYaIH

Bormpoc 6

Hokymenmuposanue meneghonnvix coodujenuti noopazymesaem 3anuch

Br16epute oauH OTBET:

a. (haMmIIMM, IMEHHU, OTYECTBA U JIOJDKHOCTH 3BOHMBIIETO; CYTh COOOIICHHUS; [0 KAKOMY HOMEPY
NEPE3BOHUTH

b. bamuum, MeHu, OTYECTBA M IOJDKHOCTH 3BOHHBILETO; CYTh COOOICHHUS; TI0 KAKOMY HOMEPY
NIEPE3BOHUTD U KOT/1a, TOYHOTO BPEMEHH 3aIIUCH COOOLICHHUS

C. JaTbl M BPEMEHHU 3BOHKA; (paMMIIMM, MMEHM, OTYECTBA M JOJDKHOCTH 3BOHMBILETO; CYTh
COOOIIEHNUS; IO KAKOMY HOMEPY IePE3BOHUTH U KOTJa

d. bamminu, UMEHH, OTYECTBA M JOJDKHOCTH 3BOHHMBIIIETO; [0 KAKOMY HOMEPY HEPE3BOHUTH U
Korja

Bormpoc 7

Lenv menegponnoeo 360nka, peuienue pyKosooumens u Oeucmeus cekpemapsi PuKCUpyiomcs 8
Br16epute oauH OTBeT:

a. PKK

b. cTeHorpamme cooOmIeHus

C. 6iokHOTE (KypHase) TeneOHHBIX EPEroBOPOB OPraHU3AUH

d. »KypHase BXOIAIIHX TeledoHOrpaMM

Bomnpoc 8

Bepno nu ymeepowcOenue, umo mexcm menepoOHOSPAMMbL 3ANUCLIBAENICA CeKpemapem 6
COOMBemMCmaYWYIo 2paghy HCypHaia u Iu4HO nepeoaemcs pyKogooumento?

Br16epute ouH OTBET:

d. COrIaccH 9aCTUIHO

b. aTO TpeboBaHME HE 00SA3ATEIBHO

C. BEpHO

d. He BepHO

Bomnpoc 9

Ecnu nocemumens npuuien 6e3 nped8apumenbHol 002080PEHHOCMU, CEKPeMapb:

BriOeprTe HECKOIBKO PAaBUIIBHBIX OTBETOB:

a. IpeJyIaraeT IMOCETUTENI0 TEePETOBOPUTh C 3aMECTHTEISIMH PYKOBOAMTENS WM JIPYTUM
KOMIIETEHTHBIM PaOOTHUKOM TIPEATIPHSITUS



b. u3BHHSETCS, YTO HUYEM HE MOXKET EMY TTOMOYb
C. mpeaiaraeT MOCEeTUTEIIO 3aITUCAaThCsI HA TIPHEM B IPYTO€ BPEeMsI
d. ToKJIaIbIBAET O HEM PYKOBOJUTEIIO HEMEIICHHO
Bomnpoc 10
Omom cnocob paccadku Ha KOHMEPEHMHLIX MEPONPUAMUAX ONMUMANEH Ol NPOBeOeHUs
3AKPLIMBIX MEPONPUAMULL C NPUBTEUeHUEeM OZPAHUYEHHO20 YUCIA YYACMHUKOS, CHOCOOCMBYen
co30anuro 0cobo 008epumenbHol 0OCMAaHOBKU
BriOepure oiH OTBET:
a. Kpyrublii cron
b. [To nepumetpy
c. I1(U)-o6pa3ubrii
d. Buzasu
HUTorosBbliii TecT

Bompoc 1

Ilo mHenuro Kaxoll opeanuzayuu npogeccuu «COBPEeMeHHbIL CeKpemapby, COOMEemcmeayem
cnedyrwoujee onpeoeieHue:

«HMuuyuamugnelii. U paccyoumenvbHulil NOMOWHUK —pPYKOBoOumens, 001a0aruull  ecemu
npohecCUOHAIbHLIMU — HABLIKAMU, HEO0OX00UMbIMU OJisl  Opeanuzayuu pabomsl 6 oguce,
NPUHUMATOWUTL peuleHUsl 8 npedelax c8oell KOMNEemeHYuny.

Bri6epute o OTBET:

a. EBporerickoii acconmanuu npogecCuOHaIbHBIX CEKpeTape

b. MexmyHapoHoro npodeccHoHanbHOTO Kiyda cekpeTapeit

C. Poccuiickoil HaMOHAJIIBHOW acCOLMalMy CeKpeTapei

Bompoc 2

B epynne aomunucmpamusHulx onepayuii, 8bINOIHAEMbIX CeKpemapem, npuem nocemumernetl,
menegonHble nepe2o8opsl, CyJHceOHble KOMAHOUPOBKU, 008edeHle peulenuti 00 UChONHUumeIell
OMHOCUMCSL K

Bribepure ouH OTBET:

d. KOOpAWHAIIMOHHBIM

b. pacriopsiTUTEIBbHBIM OTIEpaIHsSIM

C. CIIy’)keOHO-KOMMYHHKATHBHBIM OTIEpaIHsIM

Bompoc 3

B epynne aomunucmpamuenvix onepayutl, 8bINOIHAEMbIX CEKpemapem, npoeedeHue coseuwjanuil
U 3acedaHull, OpeaHUu3ayUuoHHoe U UHDOPMAYUOHHOe obecnedeHue >3Mol OeameilbHOCmU
PYKOBOOUmeENs OMHOCUMCS K

BeiOepure oauH OTBET:

a. KOOPIMHAIMOHHBIM

b. pacriopsiTUTEeIbHBIM OTepaIisIM

C. CIIy’)keOHO-KOMMYHHKATHBHBIM OTIEpAIHSIM

Bompoc 4

3aseoyrowuii kanyenapueil (oguc-meneoxcep) no OMHOUEHUIO K CEKPEemapsim pyKogooumenel
CMPYKMYPHBIX NOOpa30esienuti KpYNnHoU OpeaHu3ayuu npoeooum

BriGepure oauH OTBET:

a. KOHTPOIIb BCeX cep eI TeNbHOCTH

b. MeToanYeckoe pyKOBOICTBO



C. aIMUHUCTPATUBHOE PYKOBOJICTBO

Bompoc 5

Llepsvim nuunvim cexpemapem Examepunot || cman

Br16epute oauH OTBET:

a. A.B. XpanoBuukuii

b. A.A. Be3bopoako

c. I'.H. Tenunos

Bormpoc 6

Bosnukwas 6 40-x 2e. XX 6. ¢ CIIIA opeanuzayus, enepsvle paspabomasuidas CneyudibH)o
npocpamMmy n0020MOBKU KEANUDUYUPOBAHHBIX CEKPEMAPCKUX pAOOMHUKO8, MO

Br16epute oauH OTBET:

a. EBporetickast acconmanusi mpodeccuoHaIBHBIX CEKpeTapeit

b. HatmonasnbHas acconuanus cekperapei

. HaumonanbHas accounanus I0pUIMUECKUX ceKpeTapei

Bormpoc 7

Keanugpurayusa xaxoti donsxcnocmu, coenacvo B.I1. letinogy, npedycmampugaem noo20mogKy
no npounto pupmsl u cmadcuposky 3a pyoexcom?

Br16epute oauH OTBET:

d. aCCHUCTCHT PYKOBOJIUTEIISA

b. cekpeTapb-niepeBOUNK

C. cekpeTapb-peepeHT

Bormpoc 8

Coenacno xnaccugpuxayuu B.I1 Illeiinosa kakas u3 Hudice NnepeyucienHvlx OOJICHOCMeEU He
npeodycmampueaem GulNOJHEHUe Uy Oelicmseull no YKA3aHuro  pykosooumens, 0Oe3
CAMOCMOSIMENbHBIX peuleHull

Bri6epute 01H UM HECKOJIBKO OTBETOB:

a. cekpeTapb-peepeHT

b. cekpeTapb-MalIMHUCTKA

C. ACCHUCTCHT PYKOBOIUTEIISI

Bompoc 9

Cexpemaps >3moiti  kKamezopuu npogooum pabomy no NpoBeoeHUl0 3ace0anuti MmaKux
opeanuzayuu, Kak 006po8oIbHoe 00beduHenue auy 00HOU npogheccuu

Bribepure ouH OTBET:

a. ceKperapb-cTeHOTrpaducTKa

b. cekperaps KouTerHN

C. CEeKpeTapb y4eHOTO COBETa

Bompoc 10

Cexpemaps smoii kame2opuu nposoounm pabomy no no02omoske 00KyMeHmos, Mamepuanios OJis
paccmMompenus Ha 3ace0aHusx NOCMOAHHO OelUcmeyiouje2o 8blOOPHO20 NPeoCmasUumenbHO20
opeanoma 8viculeco YyuebHO020 3A6e0eHUs, 3AHUMAIOWE20CsA peueHuem Cmpameudeckux
80NPOCO8 €20 pa3sumus

Bribepure o1H OTBET:

a. cekpeTapb-cTeHOrpaucTKa

b. cexperaps yueHoro coera

C. CeKpeTaphb KOJIJICTHH

Bonpoc 11



Kaxoti uz nuosice nepeuuciennvix 0oKymenmos He odraoaem @vlcuiell Npagosoll 3HAYUMOCBIO
npu opeaHuzayuy pabomuol 0e10npou3sooumens?

Br16epute oauH OTBET:

a. @enepanbHblil 3aK0H «O0 aKIIMOHEPHBIX OOIIECTBAXY

b. [Tonoxenue o dhenepaabHOM aPXHUBHOM areHTCTBE

. ®enepanbhbIii 3ak0H «O0 IEKTPOHHON U(PPOBOI TOATUCHY

Bormpoc 12

Vkaowcume, umo 6xooum 60 GHYMPUYYPEHCOCHUECKVIO PelaMEeHmMayuio  OOIHCHOCHHBIX
obsA3anHOCmell cekpemaps

BriGepure ouH WM HECKOJIBKO OTBETOB:

a. IOJDKHOCTHAsI MHCTPYKIUS cekpetapsi, [lonoxkenue o (eneparbHOM apXUBHOM areHTCTBE

b. HoMeHKIIaTypa /e, TOJKHOCTHAS MHCTPYKIIUS CeKpeTapst

C. Tabenb (opM TOKYMEHTOB OpPTaHU3AIHH

Bormpoc 13

IIpu opeanusayuu npuema evidensirom ciedyrowue Kame2opuu nocemumereli

Bri6epute 01H UM HECKOJIBKO OTBETOB:

a. COTPYIHUKH CBOEH OpPraHMU3aIMH [0 TEKYIIHM BOIIPOCaM; COTPYIHUKU JPYTUX OpTaHu3alnun
b. moceTuTeNy MO TMYHBIM BONIPOCAM

C. PYKOBOSIINE pAaOOTHUKHN OpPTraHU3aLuN

d. KOMaHIUPOBaHHbIC, ICIICTAUH

Bonpoc 14

Ykaoicume npusnaxu HezakomnHocmu Oeticmeuil COMPYOHUKO8 KAKO20-TUOO HAO30PHO20 UIU
KOHMPOUpYoue2o opeana

Bri6epuTe 01H UM HECKOJIBKO OTBETOB:

a. BU3UTEP HE MPEIbSBISIET YAOCTOBEPEHHUS; HE COCTABIISIOTCS MPOTOKOJBI TPOBEPKU U UIBATHUS
JOKYMEHTOB

b. TokyMeHTbI, OTpakaromue (GakT H3BATHS YEro-JIMOO0 W3 Baliero opuca COCTABISIOTCS B
OTCYTCTBHE IOHSTHIX; B O(HUCE OCTABISETCS KOMUS aKTa HM3bATHUS COOCTBEHHOCTH Ballei
OpTaHu3aIIH

C. Ye€TKO HE OOBSICHAETCS NMPUYMHA BH3HUTA; OTCYTCTBYET IpENIUCAaHWE Ha TMPOBEPKY Ballen
OpraHu3aIu

Bomnpoc 15

enosomy menegonnomy paseosopy npedvasiaomcs ciedyrouue mpedosanus:

BriGepure ouH OTBET:

a. TpyOKy cieayeT CHUMAaTh He TMo3aHee 4 TyaKa, CKOpOCcTh pedd 145 cioB B MHUHYTY,
JUIUTEIBHOCTH - HE Oosiee 8§ MUH.

b. TpyOKy cieayer cHUMATh Tocie 2-3 ryaka, CKOpocTh pedr 165 ¢jI0B B MUHYTY, JITUTEILHOCTh
- He OoJsiee 6 MUH.

C. TpyOKy cieayeT CHUMaTh He Mo3aHee 4 Tyaka, CKOpocTh peud 125 cioB B MHUHYTY,
JUINTENILHOCTE - He Ooiee 10 MuH.

Bomnpoc 16

K obazamenvrvim snemenmam meneghoHoepammovl OMHOCAMCA

BriGepure oiH WM HECKOIBKO OTBETOB:

a. agpecar, pammind U TenedoH JIula, MPUHABIIETO TeaedOoHOrpaMMy

b. nata, Homep TeneoHOrpaMMBbI; (haMUITHK 3aMECTHTENEH aspecaTta Tene(GoHOrpaMMbI



C.BpeMsi mpuema TeleoHOrpaMMbl; OOJDKHOCTH JIMIA, OT HMMEHH KOTOpPOTO MepenaeTcs
TenedoHOrpamMma

d. HauMeHOBaHUE yUpeKacHHS, haMIIUsS U TeseOH JINIIA, TePEIaBIIero TeaePOHOTPaMMy
Bomnpoc 17

Tun xoungepenmnoz2o meponpuamus, coopanue npedcmagumerneti OpeaHU3AYUll, 2pynn, NApmull,
o0buecmeenHbix 006vbeOUuHeHUll

Bri6epute ouH OTBET:

a. che3 [

b. cobpaHue aKIMOHEPOB

C. CUMIIO3UYM

Bomnpoc 18

Kaxas ¢opma npomokona cosewanus npeononazaem @uUKCUposanue 00CyHcoarouuUxcs
80NPOCO8, hamunuti OOKIAOUUKOB U NPUHAMBIX PeuleHUll?

Bri6epute oauH OTBET:

a. TOJIHBIN MPOTOKOJ

b. kpaTkuii TIPOTOKOI

C. cTeHOrpapUUeCcKHii MPOTOKOII

Bompoc 19

Bvibepume eeprulil 6apuanm gpacmenma nosecmkiu OHs COBEUAHUSL

Br16epute oauH OTBET:

a. Uroru nesrenpHocTu skcriepTHoi komuccuu B 2008 r. [Joxnaguuk: Koxanenko B.U.

b. Utoru pesrensHOCTH 3KcmepTHOH komuccuu B 2008 1. Jlokmamumk: mpeacemarens DK
Koxanenko B.1.

€. O6 urorax aeaTeabHOCTH 3KcnepTHo komuccuu B 2008 r. Jlokmamumk: mpeacenarens DK
Koxanenko B.I.

Bormpoc 20

Kaxue oeticmsusi npu noocomoeéxe u 6edenuu nepe2o8opos AGNAMCs OUUOOUHBIMU?

BriGepuTe 01uH MM HECKOJIBKO OTBETOB:

a. BEJICHUE TIEPETOBOPOB HA SI3bIKE MPUHUMAIOIIEH CTOPOHBI

b.He yaensercs JODKHOTO BHMMAaHHS IOJTOTOBKE K  IEPErOBOpaM,  3aBBIIIACTCS
KOJIMYECTBEHHBIN COCTaB JeNIeTalliu

C. 32 CTOJIOM TEPEroBOPOB BO3HUKAIOT CIIOPHI BHYTPH JIEIETaIlluu

d. He YUHUTBIBAIOTCS OCOOCHHOCTH MEHTAIUTETA 3apyOEIKHBIX TAPTHEPOB

KounrtpoabHnas padora

1) CocraBbTe TeJ'Ie(l)OHHOC COO6H.I€HI/Ie ABTOOTBCTYHMKA OpraHu3aluuv, B KOTOpOfI B
HACTOAIICEC BPEMS ITPOBOAUTCA BaXKHOC COBCIIAHUC.




2)  CocraBbTe TEKCT U 0POPMHUTE TeNCPOHOTPAMMY

TEJIEOOHOI'PAMMA

3) Hepe‘lI/ICHI/ITC THUIIMYHBIC HCAOCTATKHU B BECACHHUHN TGHGQ)OHHHX IEpEroBOpoOs.

4) CocTaBUTh TOPSIOK pPAaOOTBl PYKOBOIUTENS U CEKpeTaps Ha OAMH paOouuil JeHb.
CocraBuTh I1aH pabOTHI CEKpeTapsi Ha MECHILL.

Ilepeyenb BONPOCOB N0 BceMy KYpCY MJISl HOATOTOBKH K IPOMeKYTOYHOM
arrecTalnuu.
1. Ponb cekperapss B COBPEMEHHOM YIPABICHYECKOM ammnapaTe U B CTPYKType CIIy>KObl
JOKYMEHTAI[HOHHOTO 00ECTIeYeHUs] yIIPaBICHHSL.
2. Hctopust cekpeTapckux CIyK0 B JOpPEBOJIOINMOHHOW Poccum M B COBETCKOE BpeMmsl.
Bospacranue 3HaueHus cekperapckoro oocinyxubanus B 1990-e ronsl.
3. TloaroroBka nmpodeccHoHaIBHBIX cekperapeid B Poccuu u 3a pyoexoM.

e

HearenbHoCTh MeEXIyHApOAHOM aCCOIMALIMKM CEKPETAPEH.

5. Kareropum cekperapeit (cekperapb Ha Tene]oHe, JMYHBIA CEKpeTapb, TEXHUYECKUUN
CeKpeTapb, CEKpeTapb CTPYKTYPHOTO TOApa3JeNieHHs], CeKpeTapb-pedepeHT, CeKpeTaph
KOJUIETHH, YUEHBIH CeKpeTapsb).
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27.

28.
29.
30.

Cekperapuar Kak clelUaIM3upoBaHHas Ciy)x0a B CTpYKType ammapara yIpaBiIeHHS.
TumnoBsie CTPYKTYpBI CEKPETAPCKHUX CITYXKO.

OyHKIIUN CeKpeTapsi U MX 3aBUCHMOCTb OT KaTeTOPUH CEKPETApPCKOro OOCTYKHUBaHMS,
YPOBHSI pyKOBOJUTEIIS, HAPABICHUHN AEATEIbHOCTH OpraHU3aluy, JOKYMEHTAllMOHHOTO
oOecrieyeHrs1 ammapara yIpaBie€HUS, CHCTEMBI JIEJIONPOM3BOJCTBA, TEXHOJIOTHU
JOKYMEHTUPOBAHMUS.

[IpunnunuaneHele  OTIMYUS  OOA3aHHOCTEH Ccekperaps U cekperaps-pedepeHra,
cekpeTaps KOJUIETUH, YYEHOTO CEKpeTapsl.

HopmatuBHo-mMeTonnueckas 0aza KBadM(UKAIUMOHHBIX TpeOOBaHUUH K mpodeccuu.
BayTpuyupexaeHuecKas periaMeHTaIus J0HKHOCTHRIX 00s3aHHOCTEH CeKpeTapsl.
[Mopsimok u ocoOeHHOCTH pa3pabOTKU JIOJDKHOCTHBIX HMHCTPYKIIMH — CeKperapeit
Pa3JIMYHBIX KATETOPUM.

JIOJDKHOCTHOM ¥ YHCJIEHHBIM COCTaB IIPUEMHOW PYKOBOIHUTENS, PpaCHpEACIICHHUE
o0s13aHHOCTEH B cekperapuarax. JJomKHOCTHOM cTaTyc pyKOBOAUTENS CEKpeTapHara.
bazoBble  3HaHMs ~ cekpeTaps-pedepeHTa —  KOMIBIOTEP, JAEJIONPOU3BOJICTBO
MalIMHONUCh, THOCTPAHHBIN S3bIK.

[Ipodeccuonanpubie 3HaHUA U HaBbIKU. KBanudukanuonneie TpeOOBaHUS K CEKpeTapsm
Pa3INYHBIX KATETOPHM.

OcHoBHbIE J1€70BbIE KauecTBa cekpeTapst. PopMUpoOBaHUE KOMIETEHTHOCTH.
JInuHOCTHBIE KauecTBa, HEOOXOUMBIE B padOTE ceKpeTaps.

Pabora cekperaps ¢ TeKCTaMH YIPABICHUECKUX JIOKYMEHTOB IIPH COCTABIICHUH
0030pHBIX IOKYMEHTOB (JI0KJIa/10B, OTYETOB, BHICTYIUICHUN PYKOBOAUTEIS).
OcoGenHoctu paboOThl C BEJOMCTBEHHBIMH U3JaHUSIMH, MYOIUKAlUSIMHU B Tpecce,
CHEeLHUaIbHOMN JIUTEepaTypoil.

OyHkuuu cekperaps o obecredyeHHuro Oe3omacHOCTH HHPOpPMAIMU MpH padoTe ¢
JOKYMEHTAaMH B TMPUEMHON (IOKyMEHTUPOBAHHE, Y4YeT JOKYMEHTOB, JIB)KEHUE
JIOKYMEHTOB, UX XpaHEHHUE).

[lewyars, TUpa)KUPOBAaHNE U KOMMPOBAHUE JOKYMEHTOB B paboTe cEKpeTaps.

[Ipuem u nepenava pakCUMHIBHBIX COOOIIEHUH.

[Tonyyenue u OTIPAaBKa  KOPPECTOHICHIINH. [TongroroBka  mOCTynMBIIEH
KOPPECHOHIEHIIY K JOKJIaay PYKOBOJIUTEINIO.

[Ipouenypa mpenBapUTENBHOTO  PacCMOTPEHMsT  AOKyMeHTOB.  Cucremarusanus
KOPPECTIOHIEHIIMM Ha paboueM MecTe ceKpeTapsl.

Benenue nepenucku pykoBOAUTENS.

Opranmzanus pabodyero mMecra cekperapsi, XapakKTepuUCTHKa MeOenn U 00opyAOBaHMUS,
HEO0OXOIMMBIX TEXHUYECKUX CPEJICTB, KAHUEISIPCKUX PUHAICKHOCTEN, OPTTEXHUKH.
VYcnoBus Tpyaa cekperaps (OCBEIIEHHOCTh paboyero Mecra, IIyM, TemIepaTrypa
BO3/IyXa).

Pexxum Tpyna u oTapixa cekperaps.

B3aumocBs3p mopsiika TNOMNUCAHUS, BU3MPOBAHMS, COIVIACOBAHUS JIOKYMEHTOB B
OpraHu3an W o0s3aHHOCTEeW cekperapsa-pedepenta. KouTposnp 3a KadecTBOM
BBIIIYCKAEMBIX JOKYMEHTOB.

Perucrpanus J0KyMEHTOB, KOHTPOJIb U CIIpaBOYHas paboTa.

CucremaTu3zanus JOKYMEHTOB U UX XpaHeHue. JlocTyn K JOKyMeHTaM ceKpeTapHara.
Opranu3zanus padbodero AHsS pyKOBOJIUTENS, IpadUuK HEeAeTbHON paboThl, KOPPEKTUPOBKA
IIJIAHOB.



31.

32.

33.

34.

35.
36.

CootHomieHne rpaduka pabOTBl PYKOBOAMTENS U CeKperaps. AHalW3 UTOTOB
TUTAHUPOBAHHUSL.

Pounb cekperapst B opranu3anuy KOMaHIHPOBOK PYKOBOIUTEINS. BeIoHEHNE TOpyYEHUI
PYKOBOJUTEIIS.

Opranu3zanys padOThl TPUEMHON: MpaBuUiia, OpraHu3alus padoThl, TOKYMCHTHPOBAHNCE,
peryaupoBaHHUe TIOTOKA MOCETUTENICH, TPUEM M PETUCTPAIIHSI TOCETUTEIICH.

OCoOEHHOCTH TIOJITOTOBKHU JETIOBBIX BCTPEY U MEPEroBOPOB pyKoBoauTels. Pa3zpaboTka
COJZICPIKATEIIBHOM YacTH IEPErOBOPOB U PEIICHHWE OPraHW3alMOHHBIX (TEXHUYECKHUX )
BOTIPOCOB.

[IpaBuna BeeHus 1en0BOM Oecebl.

Crenunduka cmyxedHoro tenedoHHoro pasropopa. JlokyMeHTUpOBaHUE Telle(hOHHBIX
coolOmieHui, TeneponorpamMma. TUTTHYHBIE OMTUOKY TP TeJIe(OHHOM OOIIIEHUH.



MNPUJIOKEHHUE 2

O1neHoUYHbIE CPEACTBA JIJIsSl NPOBEAEHHUS NPOMEKVTOUHOM aTTeCTAIMNI

HHaHpreMbIe pe3yJbTaThbl oﬁyqe}mﬁ H OIICHOYHBIC CpeACTBA JIA IIPOBCACHUA

l'lpOMC)KyTO‘[HOfI arrecranum.

Kon
WHIUKATO

pa

Nupukarop
ITOCTHKEHUS
KOMIIETEHIIUHU

OneHouHble CpeaCcTBa

YK-6 Cnoco0eH ynpaBJjisiTb CBOMM BpeMeHeM, BbICTPAUBATHL U PeajM30BbIBATH
TPAEKTOPHUIO CAMOPA3BUTHS HA OCHOBE MPUHIUIIOB 00Pa30BaHUs B TeYeHHE BCeil JKM3HU

YK-6.1 Hcnons3yer IlepeyeHb BONIPOCOB K IK3aMeEHY:
uHcTpyMeHTsl u| 1. Pomp cekperaps B COBPEMEHHOM  YIPAaBIECHYECKOM
METO/IbI anmapare M B CTPYKTYpe CIYKObl JTOKYMEHTAlIUOHHOTO
yIpaBiIeHUs oOecrieueHus yrnpaBIeHUs.
BpemeHeM npu| 2. UHcrtopus cekperapcKkux Cchnyk0 B JOPEBOJIOLHOHHOMN
BBITIOJTHEHUH Poccun u B coBerckoe Bpems. Bospacranue 3HaueHUS
KOHKPETHBIX ceKkpeTapckoro oociyxuBanus B 1990-e rosl.
3amad, mpoektoB,| 3. ITloxroroBka mpodeccuoHanbHbIX cekpeTapeit B Poccun
P JOCTHKEHUH u  3a pyoexoMm. JlesrenpHOCTh  MeEXIyHAPOAHOM
MOCTABJIEHHBIX acCoLMAIMU CEKpeTapeil.
ueneu 4. Kareropunm cekperapeil (cekperapb Ha TenedoHe,
JIMYHBIA CEKpeTapb, TEXHUYECKUN CEKpPETaphb, CEKPETAPb
CTPYKTYpHOTO  TOJApa3JIeleHus, CeKpeTapb-pedepeHr,
CEKpeTaphb KOJUJIETHH, YUYEHBIH CEKPETaph).
5. Cekperapuar Kak CHeMUAIM3UpOBaHHAs CiIyx0a B
CTPYKType ammapara yrhpaBlieHusi. THIOBBIE CTPYKTYpPHI
CEKPETApCKUX CIYKO.
6. DyHKIUH CeKpeTaps W HX 3aBHCUMOCTh OT KaTETOPHH
CEKPETapCKOro OOCITYKUBaHUS, YPOBHSI PYKOBOJUTEIS,
HaIpaBJIEHUI JeSITeIbHOCTH OpraHu3alvi,
JIOKYMEHTAIlMOHHOT'O 00ecrieueHus anmnapara yrnpaBJeHus,
CUCTEMBI JIEJIONIPOU3BO/JICTBA, TEXHOJIOTMH
JIOKyMEHTHUPOBAHHUS.
7. llpuHuunuanbHblE OTIMYUS OOS3aHHOCTEH cekpeTaps U
cekperaps-pedepeHTa, Cekperaps KOJJIETUH, YYEHOIo
CeKpeTapsl.
VK-6.2 Omnpenernsier IMpakTuyeckoe 3aganue Ne 1
MIPHUOPUTETHI 1) VkaxuTe BUIBI TOJDKHOCTEN, KOTOPBIE 3aHUMAIIN
COOCTBEHHOM BBIITYCKHUKH KHEBCKOT'O Y4eOHOTO 3aBeIeHUs ISl IeTeil 6osp u
JESTENIbHOCTH, CTapIINX IPY>KMHHHUKOB B MEPHO/] TIPpaBIeHUs KHsI3s1 Biagumupa
JIMYHOCTHOTO CesarocmaBuya (978 — 1015 rr.).
pa3BUTHUSA ull.
npodeccnoHabH | 2.




Kon Nupukarop
UHNKATO TOCTHKEHUS OneHoYHBIE CPECTBA
pa KOMIIETEHIINH
oro pocra 3.
4.

2) [lepeuncnure JOHKHOCTHBIC O0S3aHHOCTH CITYKHUJIBIX JTFOIEH
MIPUKA30B
[vsaxos

Cmapwux («cmapvix») noovbsauux

Cpeonux noovsauux («cpeoueii pyKuy)

Mnaowiux noovauux

3) YkaxuTte BUJbI JOJKHOCTEH, KOTOpbIe coriiacHo «Tabenu o
paHrax....», yreepxkaennoi [lerpom | 24 suBaps 1722 1,
MOJTyYaJIld YUHBI

VI knacca -

VIl kiacca -

VIl kiacca -

IX kmacca -

X Kiacca -

Xl kacca -

X1 xnacca;-

X1V kmacca. -

4) [lepeuncnure TpeOOBaHUS, IPEABIBIIEMbIE K
CEKpeTapcKoMy pabOTHUKY B COBETCKUUN TIEPUO/I.
5) N306pa3uTte MecTo U poJib CeKpeTapsi KOMIIAHUHM Ha CXeMe
OpraHU3alMOHHON CTPYKTYpbI YIpaBICHUS
HEeOOoJIbIION (pUPMBI
6) M306pa3urte MecTo U poJib cekpeTaps-pedepeHTta
TeHEePaTbHOTO IUPEKTOPa Ha CXeMe
OpraHU3aIMOHHON CTPYKTYPHI YIIPABJICHUS KPYITHONH KOMITAaHUH
7) Ilonb3ysice cxemoit, npeioxenHoit M.I1. bacakoBbiM,
MEPEYHCITNTE Ha KaKHE KaTeTOPUHU COTPYTHHKOB
B OPTaHU3AI[MOHHON CTPYKTYpE KaHIIEISIPUU CO CTOPOHBI
3aBEYIOIIETO PACIPOCTPAHIETCS

1) anMUHHCTPATUBHOE MO TYNHEHHE

2) METOIMYECKOE PYKOBOJCTBO




Kon Nupukarop
UHNKATO JOCTHOKCHUS OueHouHbIE CpeICcTBa
pa KOMIIETEHIINH

8) Ilepeuncnure neATeIbLHOCTh CEKPETAPsl OpPraHU3aIHH,
OTHOCSIIIIYIOCS K TPYIMIE KOOPAWHALMOHHBIX ONEpaliui,
9) K kakoii rpymre onepaiuii OTHOCSTCS 00513aHHOCTH
ceKpeTapsi 1o BEJCHUIO JEIOMPOU3BOJICTBA, IPUEMY
KOPPECTOHICHITNH, (OPMHUPOBAHUH JI€] B COOTBETCTBUU C
YTBEPKACHHON HOMEHKIIATypoii, 00ecrieueHne uxX COXpaHHOCTH,
nepegava B apXuB U T.J.7

YK-6.3 OnenuBaet TecTsi:

TpeOOBaHUS 1. Ilo mnenurw kaxoit opeanuzayuu npogeccuu

pBIHKA Tpyda u
MIPEUIOKEHUS
00pa3oBaTebHbI
X  ycayr s
BBICTPAHBAHUS
TPaeKTOPUHU
COOCTBEHHOTO
npodeccnoHaTbH
Oro pocra

«COBPEMEHHDLIL CEKPEeMapby, COOMEEn Cmeyem
ciedyloujee onpeoenenue:
«Huuyuamugenwlit u paccyoumenbHvlil HOMOUWHUK
PYKogoOumens, 001a0arouiuil cemu npogheccuoHaIbHblMuU
HABbLIKAMU, HEOOXO0OUMBIMU OJ151 OP2AHU3AUUU PAOOMbL 8
opuce, npunumarlowyuil peuienus 6 npeoenax ceoeil
KomnemeHnuyuuy.
Br1bepute oauH OTBET:
a. MexxnyHapoIHOTO MTPOPECCHOHAIBHOTO KITy0a CeKpeTapei
b. EBporeiickoii accoruanuy mpoecCHoHaIbHbBIX CeKpeTapeit
C. Poccuiickoit HallMOHAJIbHOM accoIMalliKi CEKpeTape
2. B zpynne adomunucmpamuenslx onepayuil,
6bINOIHAEMBIX CeKpemapem, npuem nocemumesneii,
menegonnvle nepezoeopul, cyiceoHbvle
KOMAHOUpoeKu, 0oeedenue peuieHuil 00
ucnonHumeneil OMHOCUMCA K
Br16epute oauH OTBeET:
a. KOOpANHAIOHHBIM
b. paciopsIUTETILHBIM ONIEPAIHSM
C. CITy’KeOHO-KOMMYHHKATHUBHBIM OTepaIusiM
3. B zpynne adomunucmpamugnvix onepayuii,
6bINOJIHAEMBIX CEKPEMapem, npoeedenHue CoO6eu|anuil u
3ace0anuil, Op2aHu3auUOHHOE U UHPOPMAYUOHHOE
obecneuenue IMoil 0eamenbHOCmU pPyKogooumes
omuocumcsa K
Bribepute oauH oTBeET:
a. KOOpAMHAIMOHHBIM
b. cny)e0HO-KOMMYHHKATHBHBIM OTIEPAIHSIM
C. pacropsIANTENIbHBIM ONEPALIUSAM
3asedyrowuii kanyenapueit (ogpuc-meneorncep) no
OMHOWIEHUIO K CEKpEemapam PyKogooumenei cmpyKmypHblxX
noopaszoenenuii KPynHoil opanu3ayuu npoeooum
Bribepute oauH oTBeET:




Kon Nupukarop
WHIAKATO JIOCTHKCHUS OueHouHbIE CpeICcTBa
pa KOMITETECHLIUU
a. METOJIMYECKOE PYKOBOJICTBO
b. KoHTpOIIB BCex chep AesTeIbHOCTH
C. aJIMUHUCTPATUBHOE PYKOBOJICTBO
IIK-1 CnocobeHn ocymecTBJIsITb  OPraHM3alMOHHOE, JOKYMEHTAIIMOHHOE WU

HH(pOpMALIOHHOe o0ecneyeHne eI TeIbHOCTH PYKOBOAUTE/ISI OPraHNu3aluu

IIK-1.1

Opranusyer
obecneunBaeT

u

AOKYMCHTAIIMOHH
oc
COITPOBOXACHUEC
ACATCIIBHOCTH
PYKOBOOUTCIIA Ha
OCHOBC BHCIIHHX
n JIOKAJIbHBIX
HOPMAaTUBHBIX

aKTOB

IIpakTuyeckoe 3aganue Ne 2

1) Kakoli HOpMaTUBHBIN JOKYMEHT YCTaHABIMBAET IIPABUIIO
odopmieHHs TpUKa3a 0 MPUMEHEHUH AUCHUIUIMHAPHOTO
B3bICKaHUs (CT. 193), U3rOTOBIIEHUS U BbIIAYH PAOOTHUKY
KOITUHA TOKYMEHTOB, CBSI3aHHBIX C paboTOM (CT. 62),
npenynpexaeHus paboTHuka o0 yBonbHeHuu (cT. 79, 80) B
TPEXTHEBHBIN CPOK?

2) VkaxuTe Ha3BaHUE CIIPAaBOYHUKA, KOTOPBIN IPeJHA3HAYEH
JUTSL UCTI0JIB30BAHUSI B KAUECTBE OCHOBHOI'O HOPMAaTHUBHOI'O
JIOKYMEHTA IPU COCTABJIEHUU HOMEHKJIATYpbI €]l OpraHu3alui,
OIIpeIeIEeHNU CPOKOB XpaHEHUs1, 0TOOpe Ha XpaHEHUE U
YHUYTOKCHUE YIPABICHUECKUX TUIOBBIX JIOKYMEHTOB B
JeSITeIbHOCTH OpraHu3aluy (YUpexIeHHUs) U pacpOCTPaHAETCs
Ha BCE OpraHU3al1M, HE3aBUCUMO OT TOT'0, OCTYMAOT MX
JIOKYMEHTBI Ha XpaHEHUE B rOCYJapCTBEHHbIE, MyHHUIUIAIbHbIE
apXUBbI UJIU JK€ HE TIOCTYMAIOT.

3) Kakoii JOKyMEHT ycTaHaBIUBAET NOPSI0K MOJATOTOBKU U
IpOBEIEHUs] COOpaHMii, COBEIIaHUI U NIepeYeHb BOIIPOCOB,
peleHre KOTOPbIX MPUHUMAETCS OOJIBIIMHCTBOM T'OJIOCOB MIIH
€IMHOIJIaCHO; B HEM YKa3aHO, KTO UMEET MIPaBo MOANNUCH
JIOKYMEHTOB?

4) Hannuure kakoro JOKyMEHTa OpraHU3allK I103BOJISIET
CEKpETapIo YETKO 3HATh MOPSAIOK OJTOTOBKHU JTOKYMEHTOB
(OpsIIOK pelIeHus BOIPOCaA) U JIETKO MPOBEPUTH CTETIEHb
TOTOBHOCTH JJOKYMEHTOB (HaJIMYMe HEOOXOIMMBIX BU3) IPU
IIPEJICTaBICHUH HA TIOJIUCH PYKOBOJUTEIO?

IlepeyeHb BONIPOCOB K IK3aMeEHY:
8. HopmatuBHO-MeTonHMuecKas 0a3a KBaTH(UKAIMOHHBIX
BryTtpuyupexnendeckas

TpeOoBaHUIl K MNpodeccuu.

peraamMeHTanus JOJKHOCTHBIX 00S3aHHOCTEH ceKkpeTaps.




Kon
WHJIAKATO

pa

Nupukarop
JOCTHKEHUS
KOMIIETEHIIUHN

OneHouHble CpeacTBa

9. TIlopsnok M 0COOEHHOCTH pa3pabOTKU JOKHOCTHBIX
MHCTPYKLUHI CEKpeTapei pa3IMuHbIX KaTErOpUi.

10. [JIomKHOCTHOM W  YHCIEHHBIH COCTaB  MPHEMHOU
PYKOBOAMTENS,  pacupeneieHue  oOs3aHHOCTEH B
cekperapuarax. JlOJDKHOCTHOM CTaTyc pPYyKOBOAMTEIA

CeKpeTrapuarta.
11. bBa3zoBbic 3HaHMS cekpeTaps-pedepeHTa — KOMIBIOTED,
JIEIIOTIPOU3BOICTBO MAITMHOIMCH, MHOCTPAHHBIH SI3bIK.

12. TIpodeccruoHanbHbIC 3HAHUS u HaBBIKH.

KBamudukanmonnsie  TpeOGoBaHHS K CEKpeTapsM
Pa3IMYHBIX KATETOPHH.

13. OcHoBHBIE JIEJIOBbIE Ka4yeCcTBa cekpeTraps.
®opMHUpPOBAHUE KOMIIETEHTHOCTH.

14. JIuyHOCTHBIE KadyecTBa, HeEoOXoauMmbie B  paboTe
cekperapsi.

TecTbl:

Ilepsvim nuunvim cekpemapem Examepunot |1 cman
Br1bepute oauH OTBET:

a. A.B. Xpanosuukuii

b. A.A. Be3dopoko

c.I'.H. Tenos

Bo3nuxwiasn ¢ 40-x 22. XX 6. 6 CIIIA opzanuzayus, enepevie
paspadomaeuian CneyuaIbHyIo RPOZPAMMY HOO20MOBKU
K8anuguuupoeannwvix cekpemapcKux pabomuuKos, 3mo
BeiGepute ofuH OTBET:

a. HanmonasibHas acconmanus cekperapeu

b. HarmonasnpHas accouanus PUINIECKIX ceKpeTapeit

c. EBpornelickas acconuanust npodeccnoHalbHbIX CEKpeTapeit
Keanugukayun kakoiu oonxcnocmu, coznacuo B.I1. Ileiinosy,
npedycmampueaem no020moeKy no npoguiio pupmol u
Cmaxccupoexy 3a pyoexncom?

BeiGepute ofuH OTBET:

a. aCCHCTEHT PyKOBOJIUTEIS

b. cekpeTapb-iepeBOAUNK

C. cekpeTapb-peepeHT

Cocnacno knaccugpuxayuu B.1I1. Illeinosa kakasa u3 nusxce
nepevUCIeHHbIX 00IHCHOCmEll He npedycmampugaen
6bINOJIHEHUE JTUULL 0ClICMEUTL NO YKA3AHUIO PYKO8OOUmes,
0e3 camocmoamenbHbIX peuleHull

BeiOepute 0AMH MM HECKOIBKO OTBETOB:

a. aCCHCTEHT PYKOBOJUTEIS




Kon Nupukarop
UHNKATO TOCTHKEHUS OreHOUHBIE CPEACTBA
pa KOMIIETEHIINH
b. cexpeTapb-MalMHUCTKA
C. cekpeTapb-pedepeHt
[K-1.2 Opranusyer 1. Pomb cekperaps B COBPEMEHHOM YIPaBJICHYECKOM
MH(OPMALIMOHHO anmapare U B CTPYKType CIykKObl JOKYMEHTAIIHOHHOTO
e u oOecrieueHus yrnpaBIeHUs.
JOKYMEHTAI[MOHH 2. Hctopusi cekperapckux ciyx0 B JTOpPEBOIIOIMOHHOI
oe Poccun u B coBerckoe Bpems. Bospacranue 3HaueHUs
B3aUMO/ICICTBUE cekperapckoro oocnyxuBanus B 1990-e rojsl.

pyKOBOIUTENS C
MMOCETUTENSIMHU,
10/1pa3/IeJICHUSIM
u,
JOJKHOCTHBIMU
TUAMU
napTHepamMu

3. TloaroroBka mpodeccuoHadbHBIX cekperapeil B Poccun

u 3a pyoexxoMm. JlesATeNbHOCTH

accolManuu cekperapen.

MexnynapoaHoit

4, Kareropuu cekperapeli (cekperapp Ha TenedoHe,
JMYHBIA CEKpeTaphb, TEXHUUYECKUI CEKpeTapb, CEKpeTaphb
CTPYKTYPHOTO cekperapb-pedepeHr,

CEKpeTaphb KOJUJIETHH, YUYEHBIH CEKPETaph).

noJpa3AeieHus,

5. CexkperapuaT Kak CHENHaIM3MpPOBAHHAS CIy)KOa B
CTPYKTypeE almapaTra yIpaBieHHS. THIIOBBIE CTPYKTYpBI
CEKPETAPCKUX CITYKO.

6. DyHKIMHM CeKpeTaps U HX 3aBHCUMOCTh OT KaTETOPHH
CEKPETapcKOro OOCITy)KUBaHUS, YPOBHS PYKOBOIHUTEI,

HaHpaBﬂeHI/Iﬁ ACATCIIBHOCTH OopraHusanuu,
JAOKYMCHTAITUOHHOT'O obecrieueHust arrapara yrnpaBJICHUA,
CHUCTCMBI ACJIONPONU3BOJACTBA, TCXHOJIOTHH
JAOKYMCHTHUPOBAHUA.

Kakoit uz nusice nepeuucieHHvlX 00KyMeHmMo8 He oonadaem
évlcuiell NPAGOEOIl 3HAYUMOCMbIO NPU OP2AHU3AUUU PADOM bl
oenonpouszeooumens?

Br16epute oauH OTBeET:

a. [Tonoxenue o eneparbHOM apXUBHOM areHTCTBE

b. ®enepanbHblii 3aKk0H «O0 aKIIHOHEPHBIX OOLIECTBAX)

C. @enepanbHblil 3aK0H «O0 3MEKTPOHHON IUPPOBON MOAMHUCH
12. Ykasicume, umo 6xo0um 60 6HYmMpuyupeHcOeH4ecKyro
pecnamenmayuio 00JaMCHOCMHBIX 00A3AHHOCHEN CeKpemaps
Br16epute o1H UM HECKOJIBKO OTBETOB:

a. IOJDKHOCTHAs MHCTPYKLUA cekpeTaps, [lonoxxenue o
benepabHOM apXHUBHOM areHTCTBE

b. HOMeHKIIaTypa J1e, TOHKHOCTHAS MHCTPYKIIHS CeKpeTaps

C. Tabenb (hopM JTOKYyMEHTOB OpraHU3aALUU

Ilpu opzanuzayuu npuema evidenarom ciedyroujue Kamezopuu
nocemumeneii

Br16epute ofuH UM HECKOJIBKO OTBETOB!

a. COTPYAHHUKH CBOEH OpraHU3aI1H 110 TEKYILIUM BOIIPOCAM;




Kon
WHJIAKATO

pa

Nupukarop
JOCTHKEHUS
KOMIIETEHIIUHN

OneHouHble CpeacTBa

COTPYIHUKH JPYTUX OpTaHU3aIMMi

b. KoMaHAMPOBaHHbBIE, JIC/ICrallun

C. pyKOBOJsIIME paOOTHUKH OpPraHU3aluu

d. moceTuTeN! MO JUYHBIM BOIIPOCAM

Ykascume npusnaxu nezaxkonnocmu oeiicmeuii compyoHuKos
KaKo20-1u6o Ha030pHO20 UIU KOHMPOTIUPYIOULE20 0P2ana
Br16epute ouH UM HECKOJIBKO OTBETOB:

a. IOKyMEHTBHI, OTpaXkarouie GakT U3bATHS Yero-1oo us3
Balero o(uca CoCTaBisIOTCA B OTCYTCTBHE MOHSATHIX; B orce
OCTaBJISIETCS KOTIUS aKTa U3bATUS COOCTBEHHOCTH Balllen
OpraHu3aIu

b. BU3MTEp HE MPEIBSIBISLCT YAOCTOBEPCHHUS; HE COCTABIISIFOTCS
MIPOTOKOJIBI TPOBEPKH U U3BATHS JOKYMEHTOB

C. YETKO HE OOBSICHACTCS MPUYMHA BU3UTA; OTCYTCTBYET
MpeMcaHue Ha TPOBEPKY Balllel OpraHu3aun

Jlenoeomy menegponnomy pazzoeopy npeovasiaomcs
cnedyruiue mpedoeanus:

Bribepute oguH OTBET:

a. TpyOKYy clle[lyeT CHUMATh HE M03/Hee 4 ry/ika, CKOPOCTh PeYu
125 cii0B B MUHYTY, ITTUTEIBHOCTD - HE Oosiee 10 MuH.

b. TpyOKy cienyer cHUMaTh He 1mo3/Hee 4 T'y/iKa, CKOPOCTh peun
145 cii0B B MUHYTY, ITTUTEIHHOCTD - HE OoJiee 8 MUH.

C. TpyOKy ciiefyeT CHUMaTh nocie 2-3 ryaka, CKopocTb peuu
165 ci10B B MUHYTY, JUIMTENILHOCTH - HE OoJiee 6 MUH.

16. K oo6a3amenvnovim nemenmam meneponozpammol
omnocamca

BriGepuTe oaMH WM HECKOIBKO OTBETOB:

a. HAUMEHOBAHUE YUpexaAeHUs, GaMuiIns U TeneoH JIuLa,
nepesaBUIero TeaeoHorpaMMy

b. Bpemst mpremMa TeneOHOrpaMMBbl; TODKHOCTD JIHIA, OT
UMEHH KOTOPOro nepenaercs TesedoHorpaMma

C. aapecar, pamMuiIus U TenedoH JIULA, TPUHSBILETO
Tese(hOHOrpaMMy

d. nara, HOMep TeneOHOrpaMMBbl; (aMUIHH 3aMECTUTENEH
anpecara tenaehoHOTpaMMBbl

IK-1.3

Opranusyer
pabouee
(byHKIIMOHATIBHOE
MIPOCTPAHCTBO

CBOE U

BpeMs,

PYKOBOAMTEIS,
OpraHU3alIOHHO

7. HopmartuBHO-mMeTOoAnueckass 0a3a KBaIM(PHUKAIIMOHHBIX
TpeboBanuit Kk mnpodeccun. BryTpuyupexneHdeckas
periaMeHTalus JOJDKHOCTHBIX 00s3aHHOCTEH ceKpeTapsl.

8. Ilopsmok M 0COOEHHOCTH pa3pabOTKU JOHKHOCTHBIX
MHCTPYKIUHN CEKpeTapeil pa3IMuHbIX KaTErOpUi.

9. JIOJDKHOCTHOH W YMCIACHHBIN

COCTaB  NPUEMHOM

PYKOBOJAUTENS,  pachpeieiieHue  OO0s3aHHOCTeH B




Kon Nupukarop
WHIAKATO JIOCTHKCHUS OueHouHbIE CpeICcTBa
pa KOMITETECHLIUU
COMPOBOXK/IAET cekperapuatax. JlOJDKHOCTHOM CTaTyc pPYKOBOJMTEIS
paboune cekperapuara.
MPOIIECCHI 10. basoBble 3HaHUS ceKpeTaps-peepeHTa — KOMITBIOTED,
PYKOBOJUTEIIA JIETIOTPOU3BOJICTBO MAITMHOMHUCH, HHOCTPAHHBIH SI3bIK.

11. TIpodeccronanbHbie 3HaHUA 51 HAaBBbIKHU.
KBanmudukanuonnsile  TpeGoBaHHMsI K CEKpeTapsm
Pa3IMYHbIX KaTErOpHii.

12. OcHoBHbIE JICJIOBBIE KayecTBa CeKpeTaps.
dopMHUpOBaHUE KOMIIETEHTHOCTH.

13. JInuHOCTHBIE  KadecTBa, HEOOXomuMMble B  pabore
cekpeTaps

14. PaGora cekperapss ¢ TEKCTaMH  YIPaBJIEHYECKUX
JIOKyMEHTOB TIPH COCTaBJICHUH OO30PHBIX JOKYMCHTOB
(TOKI1aJI0B, OTYETOB, BBICTYILICHUH PYKOBOIUTEIIS).

15. OcobGenHoCcTH PabOTHI ¢ BEAOMCTBCHHBIMHM H3JIaHHIMH,
nyOIUKaAIUsIMU B TIpecce, CrielnaIbHON JIUTEepaTypou.

16. @dyukuum cexkperaps Mo oOecrnedyeHHur0 Oe30MaCHOCTH
uH(popMaluu Mpu padoTe ¢ AOKYMEHTAaMU B MPUEMHOU
(TOKyMEHTHpPOBAHKE, y4YeT JIOKYMCHTOB, JBUKCHHE
JIOKYMEHTOB, UX XPaHCHHE).

KonTposbnas padora
1) CoctaBbTe TenedoHHOE COOOIIEHIE aBTOOTBETUHKA
OpraHu3aliy, B KOTOPOil B HAaCTOsIIEee BpeMs IIPOBOJUTCS
Ba)XHOE COBEI[aHHE.
2) CocraBbTe TEKCT U 0POpPMHUTE TeNePOHOTPAMMY
3) [lepeuncnure TUMMUYHBIE HETOCTATKHA B BEACHUU TEIEPOHHBIX
IIEPETOBOPOB.
4) CocTaBUTh MOPSIOK pabOTHl PYKOBOJIUTENSI U CEKpeTaps Ha
onuH pabounii neHb. CocTaBUTh IIaH pabOThHl cekpeTaps Ha
MecCsL.




[TpomexyTouHas aTTecTalus MPOBOAUTCS B (pOopMe SK3aMeHa.

DK3aMeH M0 JaHHOW JAMCUHUIUIMHE JJI CTYACHTOB IHUCTAaHIMOHHON (POpMBI OOYyUEHHS
npoBoAuTCS B (opMe TECTUPOBAHHUS C Y4YETOM pE3yJbTaTOB, IOJYYEHHBIX CTYAECHTOM B
nporecce BBIMOJHEHHUS MPAKTHYECKUX 3aJaHUi, KOHTPOJBHOM pabOThl M IMPOMEKYTOUHBIX
TECTOB.

[Toxazarenu ¥ KpUTEPUHU OLIEHUBAHUSA YK3aMEHA:

— Ha OLIEHKY «OTIUYHOY» (5 6amioB) — 00y4aroUHiics TEMOHCTPUPYET BHICOKHIA YPOBEHb
c(OpMHUPOBAHHOCTH KOMIIETEHIIMM, BCECTOPOHHEE, CUCTEMAaTHMYeCKoe U TIy0OoKoe 3HaHue
yueOHOro Marepuajia, CBOOOJHO BBIMOJHSET MPAKTUYECKHE 3a/aHus, CBOOOJIHO ONEpUpYeT
3HAHUSAMU, YMEHUSIMHU, IPUMEHSET UX B CUTYallUsX MOBBIIICHHON CII0KHOCTH.

— Ha OLEHKY «xopolo» (4 6amna) — oOydaromuics 1eMOHCTPUPYET CPEIHUN YpOBEHb
c(OPMHPOBAHHOCTH KOMIICTCHLIMH: OCHOBHBIC 3HAHMS, YMEHHS OCBOCHBI, HO JOIYCKAIOTCS
HE3HAYUTENIbHbIE OLIMOKH, HETOYHOCTH, 3aTPyJHEHUS IpU aAHAIUTUYECKUX OIepalusx,
NEepPEeHOCE 3HAaHUI U YMEHMUI Ha HOBbIE, HECTAHJAAPTHBIE CUTYALIUH.

— Ha OIICHKY «YIOBJIETBOPUTENHHO» (3 Oamia) — oOOydaromuiics IeMOHCTPUPYET
IIOPOTOBBIM YPOBEHb C(HOPMHUPOBAHHOCTU KOMIIETEHIMI: B X0J€ KOHTPOJIbHBIX MEpONPUATUI
JOTYCKAlOTCA OIIMOKH, MPOSBISETCS OTCYTCTBHE OTAEIbHBIX 3HAHWUW, yMEHUW, HaBBIKOB,
0o0Oy4arolMiCsl HCIBITHIBAET 3HAYUTENbHbIE 3aTPYAHEHUS TMPU ONEPUPOBAHUU 3HAHUSAMH U
YMEHHSIMH TIPU UX MIEPEHOCE HA HOBBIE CUTYALIUU.

— Ha OLEHKY «HEYIOBJIETBOpPUTENIbHO» (2 Oamia) — oOydaromuiics IEMOHCTPHUPYET
3HaHus He Ooznee 20% TeopeTHdecKoro MaTepuaia, JOIYCKaeT CYUIECTBEHHbIE OLIMOKH, HE
MOJKET II0Ka3aTh MHTEJUIEKTYaIbHbIE HABBIKYM PEIICHUS MTPOCTHIX 3ajau.

— Ha OILICHKY «HEYAOBJIETBOpUTEILHO» (1 Oat) — oOydaromuiicss He MOKET MOKa3aTh 3HAHUS HA
YpOBHE BOCTIPOU3BEACHUS U 00BICHEHUSI HTHPOPMAIH, HE MOKET MOKa3aTh UHTEIJIEKTyalbHbIE
HaBBIKU PEUICHMsI IPOCTHIX 3a]1a4.



