MUHUCTEPCTBO HAYKU 1 BBICIIIEI'O OBPA3OBAHMSI
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PABOYAS ITPOT'PAMMA JUCIHUTIIMHBI (MOAY JIST)

OPI'AHU3AIIUA KOH®EPEHTHBIX MEPOITPHATHH

HampapneHue noAroTOBKH (CIIEIHAIEHOCTS)
46.03.02 JTokyMEeHTOBEICHHE K apXUBOBEICHAE

Hanpasiensocts (Mpouiib/crienuanysanys) IporpaMmel

JloKyMEHTOBeIeHHE U JOKYMEHTAIIHOHHOE 00eCIIeYEHHE YIIPABIECHHS

VpoBeHs BrICIIEr0 00pa3oBaHusl - GakaraBpHaT

Dopma 00ygeHus
3a04yHas

Muctutytr/ dakynsrer MHCTHTYT ryMaHHTapHOTO 06pa30BaHHUS
Kadenpa ITemarorugeckoro o6pa3oBaHus U JOKYMEHTOBEICHHS

Kypce 5

Marnuroropck
2025 rox



Pa6ogas nporpamma COCTaBIIeHa Ha ocHoBe PI'OC BO - 6axanaBprar mo
HapaBIICHHIO OATOTOBKH 46.03.02 JlokymeHTOBeIeHHE U apXHBOBeICHHE (IIPHKa3
Muno6prayxu Poccrn ot 29.10.2020 r. Ne 1343)

Paboyas mporpamma paccMoTpera u 0106peHa Ha 3ace[aHuH Ka €Zlpbl
[lemarormaeckoro 0Opa3oBaHus u TOKYMEHTOBEIEHHS
24.01.2025, mporoxon Ne 5

3aB. xadempoit C.C. Benmmkanosa
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JIner akryanu3zanuu padéouyei mnporpaMmsl

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peanusanuu B 2026 - 2027
y4eOHOM roy Ha 3acenanuu kadenapel [legarorndeckoro ooOpa3oBaHus U

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

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanusanuu B 2027 - 2028
y4eOHOM roy Ha 3acenanuu kadenapel [legarornyeckoro o0Opa3oBaHus U

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

PaGouas nmporpamma nepecMoTpeHa, oocyxaeHa u ogodpena st peanusanuu B 2028 - 2029
y4eOHOM roy Ha 3acenanuu kadeapel [lemarornyeckoro oopa3oBaHus U

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

Pabouas nmporpamma nepecMoTpeHa, 0ocyxaeHa u ogodpena st peanmsanuu B 2029 - 2030
y4eOHOM rojy Ha 3acenanuu kadeapsl [legarornyeckoro oopa3oBaHus u

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

PaGouas nmporpamma nepecMoTpeHa, oocyxaeHa u ogodpena st peanuszanuu B 2030 - 2031
yueOHOM rofy Ha 3acefaHuu kadeapsl [legarornueckoro oopa3oBaHus u

[Iporokon ot 20 . Ne
3aB. xadenpoit C.C. BenukanoBa




1 Henau ocBoOeHMs AUCHUNIMHBI (MOIYJISA)

Lenstmu ocBOeHMSI TUCHUTUTMHBI «Opranu3anus KOHOEPEeHTHBIX MEPOTIPUSITHI
ABIISIOTCS: 03HAKOMJICHHE CTYJIEHTOB C COBPEMEHHBIMHU TPEOOBAHUAMHU K OpraHU3aluu
KOH()EPEHTHBIX MEPOIPUSITHIA, a TAKKE PACKPBITHE OCHOBHBIX MPOOJIEM TaHHOM
npohecCuoHaTBbHOM NeSITeTbHOCTH.

OcCHOBHBIMU 3a7]auaMu IPETNOAaBaAHUS Kypca SBISIOTCA:

[J mpocieanuTh CKIIaJbIBaHUE COBPEMEHHBIX TPEOOBAaHUMN K CeKpeTapCcKon
JESTENIbHOCTH TP OpraHu3alui KOHPEPEHTHBIX MEPOTIPUSATHUH;

] 03HaKOMUTH CTYICHTOB C OCHOBHBIMHU JOJXKHOCTHBIMU O0SI3aHHOCTSIMU
CEKpeTapsi OpraHu3aliy KOH(GEpEeHTHBIX MEPOTIPUSITHIA;

[J chopmupoBaTh npakTuYeckue npoPeccuoHaNbHBIE HABBIKH.

2 MecTo AMCHMILNIMHBI (MOAYJIsI) B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl

Jucuunnuna Opranuszanus KOHPEPEeHTHBIX MEPONPUATUN BXOJUT B 4aCTh Y4€OHOTO
iaHa GOpMHUPYEMYIO YYaCTHUKaMU 00pa30BaTeNIbHBIX OTHOIICHUI 00pa30BaTEIbHOM
IPOrPaMMBI.

JUis u3ydeHus JUCLUIUIMHBI HE00X0IMMBI 3HaHUs (YMEHUs, BIIAICHU),
c(OpMHUPOBAHHBIE B PE3YJIbTATE U3YUEHUS TUCLMILINH/ IPAKTUK:

CoBpemeHHas opraHu3alus rocy1apCTBEHHbIX yupexaeHuil Poccun

IIpaBoBEICHME

Beenenue B mpogeccuio

OCHOBBI apXUBOBEACHHUS

OCHOBBI TOKYMEHTOBEICHUS

OcCHOBBI yIIpaBJI€HHs OpraHu3aueit

Opranu3annoHHO-UH(pOpPMAIIMOHHOE 00ecieueHue eATeIbHOCTH PYKOBOIUTENS

Opranu3zanus ¥ TEXHOJIOTUs JOKYMEHTAI[MOHHOTO 00eCTIeueHus YIIpaBIeHUs

3HaHus (YMEHHUs, BIa/I€HNs), TOTYYEHHbIE PU U3YUYE€HUHU JAHHOMN JHCHUILIMHBI
OyayT HEOOXOUMBI I U3YUEHUS TUCIUIIINH/TIPAKTHK:

Opranu3zanus paboTsl ¢ 00pallleHUSIMU TPaXKIaH

ITonroToBka K mporeaype 3aluThl ¥ 3allUTa BBITYCKHONW KBaTHU(PHUKAIIMOHHON
paboThI

IloaroroBka k cade u caada rocyJapCTBEHHOTO 9K3aMEHa

IIponsBoacTBEHHAs — MPEIIUIUIOMHAs MPAKTHKA

[IpoekTHas nesATENbHOCTD M0 JOKYMEHTAIIMOHHOMY O0OECIIEUEHHUI0 YIIPaBIECHUS
OpraHu3aruen

3 Komnerenuun ody4aromierocsi, popmupyembie B pe3yibTaTe 0CBOCHHUS

AUCHHUILVINHBI (MOYJIs) M INIAHMPYeMble pe3yJbTaTbl 00y4eHust

B pe3ynbrate ocBoeHUS NUCHUIUTMHBI (MOAYsl) «Opranuszanus KOHPepeHTHBIX
MEPOTIPUATHIN 00yJarOIUHCS TOJDKEH 00J1aaTh CIeAYIOMMMHA KOMIICTCHITUSIMU:

KOI[ HHJUKATOpa I/IH,I[I/IKaTop JOCTHIXKCHHA KOMIICTCHIIMH

[1K-1 Crioco6eH ocyIecTBIsATh, OpraHU3alMOHHOE, TOKYMEHTAIIMOHHOE U
nH(OpMaIMOHHOE 00ECTICUCHHE IEATeTLHOCTH PYKOBOIUTENSI OpraHU3aAINH

[K-1.1 Opranusyet 1 obecreunBaeT JOKYMEHTAIMOHHOE COITPOBOXKICHNE
ACATCIIBHOCTH PYKOBOAUTEIISA HA OCHOBEC BHCIITHUX U JIOKAJIbHBIX
HOPMATUBHBIX aKTOB




I1K-1.2

Opranuzyet nH()OPMALIMOHHOE U JOKYMEHTAIIMOHHOE B3aUMO/ICIICTBHE
PYKOBOIUTEIS C MOCETUTENSAMU, OIpa3AeICHUSIMH, TOJKHOCTHBIMH
JUIAMH TApTHEpaAMU




IK-1.3 Opranusyet pabouee Bpems, PyHKIIMOHAIBHOE TPOCTPAHCTBO CBOE U
PYKOBOAUTES, OPraHU3ALMOHHO COPOBOXKIAET paboUuHe IPOLECCHI
PYKOBOIUTENS

[1K-2 Crioco6eH ocymecTBIsATh JOKYMEHTAIIMOHHOE 00eCcIIeueHre yIPaBICHHS
Opranu3aiuen

[K-2.1 Opranu3syer U periaMeHTUpPYyeT JOKYMEHTUPOBAaHUE YIIPaBICHUECKON
JESITeIIbHOCTH B OPTaHU3aAINH

I1K-2.2 Opranu3syer U peraIaMeHTHPYeT JOKYMEHTOOOOPOT B OpraHU3aIuu

[1K-2.3 Opranu3syer, periiaMeHTUPYET OllepaTUBHOE XpPaHEHUE U

HCITI0JIb30BAHNUEC JOKYMCHTOB B OpraHHU3allin




4. CTpyKTYypa, 00bEM U coaep:kaHue TUCHUILINHBI (MOAYJIST)

OO0mmas TpyA0€MKOCTh JUCIUIUIMHBI COCTABISIET 3 3aueTHbIX enuHull 108 aka. 4acoB, B TOM

HHUCIIC:

— KOHTaKTHas padota — 34,4 akaJ. 4acoB:

— ayuToOpHas — 4 akaJl. 4acos;
— BHeayauTopHas — 30,4 akaj. 4acos;
— caMocCTosATeNbHas paboTa — 69,7 akas. 4acos;
— B (hopme mpakTHyIecKoi moarotToBku — 0 akaj. Jac;

®dopma aTTeCTalMu - 3a4€T C OLEHKOMN

AynuropHas

w
s g
KOHTaKTHas paboTa & z dopma TeKyIero
. o X Bu KOHTPOJISI
Pazzen/ tema 2 (B akaz. gacax) == 8 . p Kon
> 3 © | camocTOATENBHON |  yCIEeBaeMOCTH U
JACITATUTAHBL < [ . | xommerenun
o & paboThl MIPOMEKYTOYHOH
1130 mpaxt. | € 8
Tex. . 1 2¢ aTTecTaluuu
3aH. 3aH. | U &
1. HopMaTuBHBIE OCHOBBI
OpraHu3alny KOH()EPEHTHBIX
MEpONPUATHI
Koncnekr
yueOHOM U TK-1.1. TIK-
1.1 KondepeHTtHsie CIIPaBOYHOM -
MEPOIT l?ﬂTpHﬂ' ITOHSITHE 0,4 0,4 14 Jmfe aTyphl Cocrannenue 1.2, IIK-1.3,
BI/lIlpr I(i)yHKLII/'II/I ’ , , Bblng)ﬂﬂggné frroccapist TIK-2.1, TIK-
’ 2.2,TIK-2.3
TPEHUPOBOYHBIX ’
YOpaKHEHHUI
Koncnekr
4eOHOH U
1.2 HopmaTuBHO- y N Cocrasnenue IK-1.1, TIK-
CIPaBOYHOI
MeToaudeckas 0asa CIINCKA 1.2, IIK-1.3,
5 0,4 0,4 14 JUTEPaTypBbl,
opraHuszanun KoepeHTHBIX HOPMAaTHUBHBIX [K-2.1, TIK-
" BBITTOJTHEHUE
MEpONPUATUI JOKYMEHTOB 2.2,1IK-2.3
TPEHHPOBOYHBIX
YOpaKHEHHUI
Koncnekr
4eOHOU U
1.3 TpeboBanus K c}l; ABOUHOI IK-1.1, TIK-
OpraHu3aluu p CocraBiieHHe 1.2, IIK-1.3,
0,4 0,4 13 JIUTEPATYPHI,
KOH(EPEHTHBIX KOHCIIEKTa [K-2.1, TIK-
. BBITIOJTHEHHE
MEpONPUITUI 2.2,1IK-2.3
TPEHHPOBOYHBIX
YOpaKHEHHU
Hroro o pazneny 1,2 1,2 41
2. TexHOOTHS OpraHU3aLUH U
MIpOBEICHHS KOH(PEPEHTHBIX
MEpONPUITUI
Koncnekr
eOHOl 1
i . CocraBlieHHe IIK-1.1, TIK-
2.1 TlopsinoK MOArOTOBKU U CIIPaBOYHOM
HpOBeAEHNS KOHPEPEHTHRIX | 5 0,4 0,4 14 JUTEPaTypbL [POTPAMMI 1.2, TIK-1.3,
P . ! ! > KOH(EpPEeHTHOTO [K-2.1, TIK-
MEpPOTPUITUI BBITTOJTHCHUE
MEpOTIPHUSITUS 2.2, TIK-2.3
TPEHHPOBOYHBIX

YOpaKHEHHU




Koncnekr

GHO 1 CocrasieHnue
2.2 JIoKyMEHTallMOHHOE c}l;q ABOUHOR TIPOEKTOB TIK-1.1, ITK-
COTIPOBOKICHHUE 04 04 147 an S JIOKYMEHTOB, 1.2, TIK-1.3,
KOH(EPEHTHBIX ' ' ' BBIH(?J‘IHZII-:I)I/IG’ conpoBoxgaromux | I1K-2.1, TIK-
MEPOTPUATHI KOH(]epeHTHOe 2.2, TIK-2.3
TPEHUPOBOYHBIX MEDOHDISTIC
yIpaXHeHUN porp
Nzyuenue
TEOPETUYECKOTO IK-1.1, TIK-
Brmonnenune Becex
2.3 Konrpois Marepuana, KOHTPOJBHBIX 1.2, ITK-1.3,
’ BOIIPOCO B K sanaHuii TIK-2.1, TIK-
3avery, A 2.2, TIK-2.3
JTUTEPATYPBI
HUroro no pazzaerny 0,8 0,8 28,7
HUroro 3a cemectp 2 2 69,7 340
Uroro o aucuumuiige 2 2 69,7 3a4eT C OLIEHKOHI

5 Oo6pa3oBaTe/ibHbIE TEXHOJIOTHH

B xone peaiu3anuu 1mporpamMmabl JUCIHHITIINHBI «OpFaHI/ISaHI/IH KOH(bepeHTHLIX
MepoanHTHﬁ» HCIIOJIB3YIOTCA O6pa30BaTeJ'ILHI>Ie TCXHOJIOIWH, HAITPABJICHHBIC HAa
q)OpMI/IpOBaHI/Ie 3as1BJICHHBIX KOMHGTGHHHﬁZ HH(bOpMaHHOHHaH JICKO A, CCMHHAp,
HHTCPAKTHBHBIC TCXHOJIOTUH (J'IGKI_II/ISI — 6606&8., J'IeKI_II/IH',Z[I/IaJ'IOF), I/IH(bOpMaI_II/IOHHLIC
TCXHOJIOTHH (I/ICHOJIBSOBaHI/Ie npeseHTauHﬁ, MEAnapeCypCoB, CIIpaBOYHbIX CUCTEM «FapaHT»,

«KoHcynbTanT +» u ap.)

I/IH(bOpMaI_II/IOHHO-KOMMy'HI/IKaI_II/IOHHBIC 06pa30BaTeHBHLIC TCXHOJIOI'UH

HGKHI/IH-BI/ByaJ'II/ISaHI/ISI — U3JI0OKCHHEC COACPIKAHUSA COIIPOBOKIAACTCA Hpe3€HTaLII/IeI71

(memoHcTpanueil yueOHbIX MaTepUajoB, MPEICTABICHHBIX B PA3JIMYHbBIX 3HAKOBBIX
CUCTEMaXx, B T.4. WJUTFOCTPATUBHBIX, TpapUUeCKUX, ayJAHO- U BHIEOMATEPUAIIOB).
[TpakTrueckoe 3ausTue B popMme npe3eHraunu. Yar-3ansatus. Beb-3ansrus.

Tenexondepenunu. OHnaH-ceMUHAp.

CamocrosTensHas pa60Ta CTYACHTOB IIOJAPA3yMEBACT pa60Ty BBIIIOJTHCHHUC
IMPAKTUICCKUX 38.IlaHI/II7I; WHAUBUYAJIBbHYIO pa60Ty B KOMIIBIOTCPHOM KJIACCC U OuOIHOTEKE.

Ona HallpaBJICHA HA 3aKPCIIJICHUC U YFJ'IY6J'ICHI/IC 3HaHPII>i, MOJIYYCHHBIX B X0€ aYAUTOPHBIX

3aHATUI U OCBOCHUS MaTepHajoB 00pa30BaTeIbHOTO MOpTaa.

OneHka 3HaHUH IpeacTaBiIsgeT coO00 COBOKYITHOCTh Pa3JIMYHbBIX MOKa3aTeseil paboThl
CTYZI€HTa B T€YEHHE BCEro Ipolecca o0yueHus. [IpoMexyTouHbIN KOHTPOJIb IO UTOTaM
OCBOCHMS JUCIIUIUIMHBI BKIJIFOYAET 3a4eT C OIEHKOH (5 Kypc).

6 YueOHO-MeTOqUYEeCKOE 0O0ecTiedeHHe CAMOCTOSAITeJIbHOM padoThl 00y4YaoImMXcst

[IpencraBieno B mpuiioxeHuu 1.

7 OneHo4YHbIe CPEACTBA IJIsl IPOBEACHHUS IPOMEKYTOYHOM aTTeCTallnu

[IpencraBieHsl B IPUIOKEHUH 2.

8 YueOHo-MeTOAMYECKOE U MH(POPMAIIMOHHOE o0ecTieYeHre TUCITUTIITTUHBI

a) OcHoBHasi IMTEpPaTYpA:




1. Ky3ueunos, U. H. JlokymMeHTanMoHHOE OOECIEYeHUE YIPABICHHUS IEPCOHATIOM :
yueOHHK U nipakTukyMm 11t By3oB / U. H. Ky3nenos. — 3-e u3a., mepepad. u gomn. — Mockaa :
NznarensctBo IOpaiit, 2025. — 397 ¢. — (Bricmiee obpaszoBanue). — ISBN 978-5-534-16692-
7. — Tekcr : snextponHslid // OOpa3oBarenpHas miarpopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/560482 (nara obpamienus: 02.02.2025).

2. boikoBa, T. A. JlokyMeHTalimoHHOE o0ecrieueHre yrpaBaeHus (1eI0MPOU3BOJICTBO) :
yueOHoe mocooue / T. A. beixkoBa, T. B. Ky3nenosa, JI. B. Cankuna ; nmog o6m. pexn. T. B.
Ky3nenoBoit. — 2-e uza., nepepad. u gon. — Mocksa : UHOPA-M, 2024. — 304 c. + Jom.
Marepuaibl [IIeKTpoHHBIA pecypc]. — (Bricmiee o6pa3oBanue: bakanaspuar). - ISBN 978-5-
16-004805-5. - Tekcr : smexrponnsii. - URL: https://znanium.ru/catalog/product/2110037
(mara o6pamenus: 02.02.2025). — Pexxum 1ocTyma: mo moAmnucke.

0) /lomoJiHUTeIbHAA JIUTEpaTypa:

1. Konpikuna, T.b. JlenoBele =~ KOMMYHHMKAalMW,  JOKYMEHTOOOOPOT U
Jenonpou3BoACTBO : yaeOHUK ist By3oB/ T. b. Komeimikuna, U. B. lllyctura. — 3-¢ w3,
ucenp. u  jgom. — MockBa: MsmarensctBo  FOpaiit, 2025.— 145c.— (Beicmee
obpazoBanue). — ISBN 978-5-534-14216-7. — Tekct : snexTpoHHbd // OOpa3oBarenbHas
wiargpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/562162 (nara oOpamicHus:
12.02.2025).

2. KoxymxoBa, H. B. Ctpykrypa gokymenta. CucCTeMbl JIOKYMEHTAIIHH.
YHudunupoBanHas cucTeMa OpraHU3alMOHHO-PACIIOPSIUTENIBHON JOKYMEHTAIMU: 001Iue
TpeOoBaHus K cocTaBleHUIO U oopmiieHuto : yuebHoe nmocobue / H. B. Koxymikosa ; MI'TYV. -
Maruurtoropek : MI'TVY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3ari. ¢ TUTYI. 3KpaHa. -
URL: https://host.megaprolib.net/MP0109/Download/MObject/20594 (mata oOpamieHus:
14.01.2025). - MakpooObeKT. - TeKCT : 31eKTpoHHbIH. - CBeaeHUsT AOCTYNHBI Takke Ha CD-
ROM.

B) MeTtoanueckue yKazaHus:

1. CamocrositenpHass paboTa CTYICHTOB By3a : NpakTHkym / coctaButenu: T. T.
Heperuna, H. P. VpazaeBa, E. M. PasymoBa, T. ®. OpexoBa ; Marnutoropckuii roc.
texHuueckuil yH-T uM. I'. . HocoBa. - Maruutoropck : MI'TY um. I'. M. Hocosa, 2019. - 1
CD-ROM. - 3arm. c TUTYIL. JKpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2391 (nata oOpamenus: 28.09.2023). -
MaxkpooObeKT. - TEeKCT : aeKTpoHHBIH. - CBeneHus gocTymnHbl Takke Ha CD-ROM

r) IIporpammuoe obecnieuenne u MHTEpHET-pecypcsl:

IIporpamMHoe odecnevenue

HaunmenoBanue .
10 Ne norosopa Cpoxk neicTBUS TUIICH3UH
7Zip cB00O0aHO pactpocTpansemoe [10 6eccpouHo
FAR Manager cB00O0aHO pactpocTtpansemoe [10 6eccpouHO
Eﬁg;)e(p Mozilla cB00OHO pacnpocTpansemoe [10 6eccpodHo
Bbpaysep Yandex |cBoOoaHo pacnpoctpansiemoe [10 0eccpovHO

IIpodeccnonanbubie 6a3bl JAHHBIX 1 HHPOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI
HazBanwne xkypca CchlIKa
DnekTpoHHbIe pecypcbl oubaunoreku MI'TY um. I'.1. https://host.megaprolib.net/M
Hocosa P0109/Web



https://urait.ru/bcode/562162

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

Poccuiickas I'ocynapctBennas Oubnuoreka. Karangoru
/catalogues/

HannonansHas nH)OpMamoHHO-aHATUTHYECKAS URL:
cucrema — Poccuiickuii nuaekc Haydnoro nutupoBanust | https://elibrary.ru/project_risc.
(PUMHII) asp

DJekTpoHHas 0a3a nepuoIuuecKux u3nanuii East View

Information Services, OOO «MIBUC» https:/fdlib.eastview.com/

9 MaTtepuajJibHO-TEXHHYECKOe o0ecreyeHne TUCUUIINHBI (MOLYJIs1)

MarepuaabHO-TEXHHUECKOE 00ECIICYCHHUE IUCITUTUINHBI BKITFOYALT:

Y4eOHble ayAUTOPUH [T IPOBEACHUS TUCTAHIMOHHBIX 3aHATUHN JIGKIIMOHHOTO TUTIA:
CToJn KOMITBIOTEPHBIN, CTOJI TUCbMEHHBIHN, CTY 1 O(UCHBIH, TOKYMEeHT-Kamepa Epson,
uctoynuk oecrepedoiinoro nutanuss POWERCOMIMD-1500AP , kamepa BBICOKOTO
pas3pelieHus, KOMITBIOTEpP NEPCOHAIbHBIN (THIO), ipoekTop ViewSonicPJD7526W,
ciiukepdon HacronbHblid Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHYeCKasl HACTOJIbHAs, CTepeorapHUTYpa (MUKPO(OH C IIyMOIIOIaBICHHEM),
skpanHactenubiiDigis Optimal-C MW DSOC-11032*2

VY4eOHbIe ayAUTOPUH [T IPOBEICHUS MPAKTUUECKUX 3aHATHH, TPYIIOBBIX U
WH/IMBUYAIbHBIX KOHCYJIBTAIUN, TEKYIIEI0 KOHTPOJIS U TIPOMEXYTOYHON
arrectanuu: CTOJ KOMITBIOTEPHBIN, CTOJI MTUCBMEHHBIHN, CTYJ I O(UCHBIH, TOKYMEHT-KaMepa
Epson, ucrounuk 6ecriepedoiinoro nutanus POWERCOMIMD-1500AP , kamepa BBICOKOTO
pas3pelieHus, KOMITBIOTEpP EPCOHAIbHBIN (THIIO), ipoekTop ViewSonicPJD7526W,
cniukepdon HactonbHbI Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHYeCKasl HACTOJIbHAS, CTepEorapHUTYpa (MUKPO(OH C ITyMOIIOIaBIICHHEM),
skpanHactenubriiDigis Optimal-C MW DSOC-11032*2

[Tomernenus A1t caMoOCTOSATENBHOM paboThl 00yvaronuxcs: [lepconanbubie
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MNPUJIO)KEHHUE 1
«Yue0HO-MeToAnYecKoe o0ecneyeHre CAaMOCTOATEIbHOI Pa00ThI 00YYAI0 M XCID)
Tema: «Poab cexperapsi-pedepeHTa B CTPYKTYpe KOJLUIETHAJTBHOT0 OPraHa
ynpasJienus. [Ipogeccnonanbubie TpeOOBAHUSA K CEKPeTAPSAM IIPH OPraHU3alMH U
NpoBe/leHUN KOH(EePEeHTHBIX MePONPUATHII»
Ilenv u3yuenus - paccmompemv ponb ceKpemapei paziu4HbIX KAmezopuil @
COBPEMEHHOM YNPAGIEHYECKOM annapame Kole2uaibHplX 0P2aHo8 ynpaesieHusl.
H3yuue oannwlii pazoen cmyoeHm 0014cen:
- 3HamM».
- COBpPEMCHHBIE KBAIM(UKAIIMOHHBIE TPEOOBAHUS K Pa3IMYHBIM KaTEroOpHsIM
CeKpeTapel, UX JOKHOCTHBIE 00s3aHHOCTH;
- TUIOBBIE CTPYKTYPbI CEKPETapHATOB;
- yMemb.: BBIOTHITH PYHKIIMH CICIYIOIINX KaTErOpPHid
- cekperapb Ha TenedoHe, TUUHBIN CeKpeTaph, TEXHUUECKU CeKpeTaphb,
- CeKpeTapb CTPYKTYPHOTO IMOApa3AeNeHHs, CeKpeTapb-pedepeHT,
- CeKpeTapb KOJUIETHH, YUCHBII CeKpeTaphb;
- nadems:
- uHopMmalyeil O MNPUHIUNHAIBHBIX OTIWYUSAX O0Os3aHHOCTEH cekperaps W
cekpeTaps-pedepeHra, cekperaps KOJUIETUH, YUEHOI'0 CEKpeTaps.
Ilpu uzyuenuu pazoena 1 neodoxooumo:
1) u3y4uTh yueOHBIH MaTepHUa:
"  TEKCTHI JEKIUH, MPEACTaBICHHBIX Ha 00pa30BaTEIbHOM MOpTAale
2) camMoCTOATENBbHO O0Jiee OIPOOHO PACCMOTPETD:
- paboThI aBTOPOB, 0003HAUEHHBIX B PEKOMEHTyEeMO JINTEepaType;
- mepuoauieckue n3aanus «Cexkperapckoe aenoy», «Cekperapb-pedepeHT» u Jp.

Ocoboe enumanue oopamums Ha:
OyHKIMU CceKkpeTaps M MX 3aBUCHUMOCTb OT KaTerOpHMM  CEKPEeTapcKoro
OOCITy’)KMBaHUS, YPOBHS KOJUIETHAILHOTO OpraHa, HampaBJIeHUH JeATeNbHOCTH
OpraHu3aliy, JTOKYMEHTAllMOHHOTO OOECleYeHHUs alnapara ylnpaBlIeHUs, CHCTEMbI
JIeJTOTIPOU3BOICTBA, TEXHOJIOTUHN JIOKyMEHTHPOBAHUSI.
na camokonmpona no pasoeny Heod6Xo0umo omeemumsy Ha c1e0yIuiue 60nPoChl:
- KonnernanbHbie opransl yripaBlIeHUs: BUJIBI, CTPYKTYpa, QYHKIINH.
- Ponp cekperaps B COBPEMEHHOM YIIPABJICHUECKOM ammapare U B CTPYKType
KOJIJIETHAIIbHBIE OPTaHbl YIIPABIICHHUS.
- IIpodeccuonanbHble TpeOOBaHMS K CEKpeTapsM KOJUIETHAJIbHBIX OpPraHOB B
Poccuu u 3a pybexxom.
Ilhan npakmuueckux/1ab6opamopHbvIX/CeMURHApPCKUX 3aHAmMUil no pazoeny .
- OnumuTe TUTIOBYIO CTPYKTYPY KOJUIETHAIBHOTO OpraHa B 3aBHCUMOCTH OT
YPOBHSI yIIpaBJICHUS.
- OnumuTe JOHKHOCTHON COCTaB MPOTOKOIBHOM TPYIIIBI OpraHU3aIlnH.
- AHan3 JO0JDKHOCTHOM MHCTPYKIIMM TEXHHUYECKOTO CEKpeTapsi KOJUIErHajIbHOIo
oprasa.
- AHau3 NOHKHOCTHONW MHCTPYKIIUU PYKOBOAUTENISI IPOTOKOJILHON TPYIIIBL.
- KakoBel OTIMYMS B JOJDKHOCTHBIX OOSI3aHHOCTSIX CEKpeTapsi pyKOBOIUTENS U
ceKpeTaps IPOTOKOJIbHOW TPYIIIBL.

Tema: «HopmaTuBHO-MeTOoAMYecKasi 0a3a pa00ThI MPOTOKOJILHOM IPyIIIbI
opraHuzauuu. 3HAHMs, YMEeHUs], JeJ10Bble H JIMYHOCTHbIE Ka4yecTBAa PA00THUKOB
NPOTOKOJILHOM rpynnbD

Leny usyuenus - paccmompemp HOPpMAMUGHO-MEMOOUUECKYIO oasy
Keéanugukayuonnvix mpedoganuil K npogheccuu, 6xX00AuuM 6 RPOMOKOJIbHbIE 2PYNNbL.



H3yuue oannwlit pazoen cmyoenm 00axHCeH:
- 3HamMb.

- COBPEMEHHYIO HOPMAaTHUBHO-METOINYECKYIO peraamMeHTaluio
KBaIM(UKAIIMOHHBIX TpeboBaHuii K mpodeccuu; 0a3oBble 3HAHUS CEKpeTaps
MPOTOKOJILHOM IPYIIIBL;

- yMemyb: OPUEHTUPOBATHCS B

- BHYTPUYYPEXKJCHUYECKOM  perjamMeHTallud  JOJDKHOCTHBIX  00sf3aHHOCTEH
CeKpeTaps KOJJIETHajJbHOTO OpraHa;

- TOpSAKE U OCOOCHHOCTSX pa3pabdOTKU JOJDKHOCTHBIX WHCTPYKIHMN PaOOTHUKOB
MPOTOKOJILHOM TPYIIIBL;

- gnadems:
- HaBbIKaMHU pabOTHI C HOPMATUBHBIMU UCTOYHUKAMH.
Ilpu uzyuenuu pazoena 2 neodoxooumo:

1) u3yuuTh yueOHBII MaTEpUAaI:

"  TEKCTHI JICKIM, IPEJCTABICHHBIX Ha 00pa30BaTEIIbHOM MOpTAaJe

2) caMOCTOSTENBHO 00JIee MOAPOOHO PACCMOTPETh:

- pabOTHI aBTOPOB, 0003HAYCHHBIX B PEKOMEHIyEMOM JIUTEPaType;

- nepuoaudeckue u3naanusa «Cekperapckoe aeno», «Cekperapb-pedepeHT» u ap.
Ocoboe enumanue oopamums Ha:

- JIomXHOCTHOM W YHUCIEHHBI COCTaB MPOTOKOJIBHOM TPYIIIBI, pacrpeaeicHue
00s13aHHOCTEN B rpymIe.

- JIomXHOCTHOHM cTaTyc pyKOBOAUTENS MPOTOKOIBHOM TPYIIbI, OTHOIICHHUS C
MOMYMHCHHBIMU W HEMOJYMHCHHBIMU CTPYKTYPHBIMHU TOJPA3ICICHUSIMH U
JOJKHOCTHBIMU JIMIIAMH.

na camokonmpona no pazoeny Heod6Xo0umo omeemumsy Ha c1e0yIouiue 60nPoChl:

- ba3oBeie 3HaHUA cekpeTaps-peepeHTa — KOMIBIOTEp, AENOMPOU3BOICTBO
MAIIMHONIUCh, WHOCTPaHHBIA  s3bIK.  lIpodeccmoHanbHble 3HAHUS W HAaBBIKH.
KBanuduxarponnsie TpeOOBaHUS K CEKPETAPSAM Pa3INYHBIX KATETOPUH.

- VaunmatuBHOCTB, OPraHMW30BAaHHOCTh, OTBETCTBEHHOCTh, IYHKTYaJIbHOCTH,
MH(GOPMHUPOBAHHOCTh - OCHOBHBIE JIEJIOBbIE KayecTBAa PaOOTHUKOB MPOTOKOJIBHOM TPYIIIHI.
dopMupoBaHUE KOMIETEHTHOCTH.

- J1oOporkenaTenbHOCTb, CKPOMHOCTb, aKKypaTHOCTb, Tpyanosooue,
HMOIIMOHAIbHASI YPABHOBEIICHHOCTH - BAKHEUIIINE JIMYHOCTHBIE KaueCTBa, HEOOXOIMMBIE B
paboTe IPOTOKOJIbHON I'PYIIIBL.

Ilhan npakmuueckux/nadopamopHbviX/ceMunapcKux 3aHamuil no pazoeny.

AHanu3 noJ0XeH!s 0 MPOTOKOJIBHOM IpyIiie OpraHu3alyH.

AHanm3 T0JKHOCTHOM MHCTPYKIIMM CEKpeTaps MPOTOKOJIBHON I'PYIIIBL.

CocTaBUTh CIIUCOK CITPABOYHBIX M3AaHUH, HEOOXOAUMBIX /ISl pabOThI CEKpeTapst
IIPOTOKOJILHOM TPYIIIIBI.

[ToBeneHnue cexkpetapsi B KOHOIUKTHBIX CUTYaIUX.

Omnumute HeoOX0AUMbIE B pabOTe JEIOBBIE U JIMYHOCTHBIE KadecTBa CEKpeTaps IS
OpTraHHU3aIMH U MPOBEICHUS KOH(PEPEHTHBIX MEPOTPUATHH.

Tema: «Oprann3zanusi padoThl ceKpeTaps KOJLJIerHaJbHOr0 OPraHa, aHaJIuTHYeCKue
U TeXHHYeCKHe PyHKIUM.»
Ilenv u3yuenus - paccmompems 0codeHHOCMU Op2anHu3auuu padomuvl u padoyezo
Mecma cekpemaps KouiecuanbHozo opeana.

H3yuue oannwlit pazoen cmyoenm 00axHcen:

- 3HamMb.
— MOPSAJOK TOArOTOBKM JOKYMEHTOB K JIOKJIaQy M HUX PAacCMOTPEHHUS KOJUIETHATbHBIM
OpraHom;
— TOPSIIOK XpaHEHHS TOKYMEHTOB, OJJAHKOB, IITAMIIOB, II€YATEIH;



— CHCTEeMaTH3alMs U KIacCU(PUKAIM JOKYMEHTOB B KOJUIETHAJILHOM OpraHe;
- yMemb: OPraHU30BaTh pabouee MECTO CeKpeTaps KOJJIETHAIBHOTO OpraHa,
- 81a0emy:

- BJAIeTh OCHOBaMH  HMH(DOPMAIMOHHO-AaHAIUTHYECKOW  JEATEIBHOCTH U
CITOCOOHOCTBIO X TPUMEHUTH B PO eCCHOHAIBHOU chepe;

- TpaBWJIAMHU COCTABIICHUS U OPOPMIICHHS YIIPABICHUYECKUX TOKYMEHTOB;

- HaBbIKAMH  pabOThl C  JOKYMEHTaMH,  COAEpXKalluMU  HH(OPMALIUIO
OTrpaHMUYEHHOI0 JI0CTYyIA.

Ilpu u3yuenuu pazoena 3 neodxooumo:

1) u3y4uTh yueOHBIH MaTepHUa:

"  TEKCTHI JEKIUH, MPEACTaBIECHHBIX Ha 00pa30BaTEIbHOM HOpTAaJe

2) caMoCTOSTENBHO O0JIee TOPOOHO PACCMOTPETD:

- paboThI aBTOPOB, 0003HAUEHHBIX B PEKOMEHTyeMOIl JINTEpaType;

- nepuoandeckue u3ganus «Cekperapckoe aenoy», «Cexkperapb-pedepeHT» u ap.
Ocoboe énumanue oopamums na:

- Pabora ¢ TekcramMH ympaBICHYECKHX JTOKYMEHTOB IPU COCTABICHHU OO30pHBIX
JOKYMEHTOB (JIOKJIaJI0OB, OTYETOB, BBICTYIUICHHH PYKOBOAUTENS) B paMKax
JESTEIbHOCTH KOJUIETHAJIbHOTO OpraHa.

- KondunenuuanbHeie cBeieHuUS.

- OYHKIUU CeKpeTapsi KOJUIETHAIFHOTO OpraHa 1Mo 00ecnedeHUIo 0e30MacHOCTH
uHpopMaluu Tpu paboTe C JOKyMEHTaMHU KOH(EPEHTHBIX MEPONPUATHIA
(IOKyMEHTHPOBAaHME, YUET TOKYMEHTOB, ABH)KEHHUE JOKYMEHTOB, UX XpaHEHUE).

Jlna camokonmpons no pazoey Heodxo0umo omeemums Ha ciedyrujue 60npPocol:

- [TonroroBka Tekcra, pejakTUPOBAHUE, COITIACOBAHUE.

- Pabora mo cOopy uHpOpMaIK - €€ 1eJIeBOe Ha3HAUYEHHUE, CIIOCOOBI MOTYUYCHHUS,
00pabOTKM M XpaHEHHUS.

- OcoOenHocTH pabOThI C BEOMCTBEHHBIMH M3JaHHUSIMU, MYOJIMKAIUSIMH B IIpecce,
CIIELMAJILHOM JINTEPATypOH.

- Opranuzanus KoH()EepeHTHBIX MEPOIPHUSITHA.

- VYcnoBus Tpyna - OCBELIEHHOCTh paboyero Mecra, IIyM, TeMIleparypa Bo3ayXa.
Pexum Tpyna u oTabIxa.

Ilhan npakmuueckux/nadopamopHviX/ceMunapcKux 3aHamuil no pazoeny.

- Ha ocHoBe muaHa npoBefeHUsST KOH(EPEHTHBIX MEpPONPHUSATHIA COCTABUThH ILIaH
paboyero JIHs ceKpeTapsl.

- B dyem 3akirodaeTcss MOJArOTOBKAa CEKpeTapeM MOCTYHNHUBIIUX JOKYMEHTOB JUIS
PacCMOTPEHMSI UX KOJIJIETHaIbHBIM OPTaHOM.

- Kakum o00pa3zom ocymiecTBiasieTcss OpraHuzanus pabodyero Mecra cekperaps,
nepeyucinTe Habop He0OX0AMMOT0 000PYIOBaHUS U CIIPABOUHBIX U3JJaHUM.

Tema: «PaGoTa cexkperapsi KOJUIerHaJbHOI0 OPraHa 1Mo COCTABJICHUIO U
0opMIIEHHIO JOKYMEHTOB KOH()epPEeHTHBIX MEePONPUATHIi, ero 00s13aHHOCTH 110
OPraHu3aliy UX XPaHEHUSs] U UCIOIb30BAHMSL.)

Ilenv u3yuenus - paccmompems 0codOeHHOCMU oOpaHu3ayuu padomel u padouezo
Mecma cekpemapsa npu npoeedeHun KOHPepeHmuvix Meponpusmuil.
H3yuue oannwlit pazoen cmyoenm 00axHcen:
- 3HamMb.
— TICUXOJIOTUYECKHE OCHOBBI OOILIEHUS, TPOPECCUOHATIBHYIO 3TUKY;
— OCHOBBI pabOThI C KOPPECTIOHACHIIMEH PYKOBOIUTEIIS;
— POJIb CEeKpeTaps B OpPraHU3aluyi COBEIAHUM Pa3InYHOTO YPOBHS YIPABJICHHUS;
— 0coOeHHOCTH Tmepefauyd HMH(OpMalMU B MUCBMEHHOW M YCTHOM (opme, JIMYHO H TIO
Tenedony;



- yMemb: OPraHU30BaTh pabOTy MPUEMHONW PYKOBOIUTENS; BECTH U JOKYMEHTHPOBATh
TeneOHHbIE TIEPEeroBOPHI; IMOATOTOBUTH U JIOKYMEHTHPOBATH Pa3UYHBIC BHUIBI M THIIBI
COBCIIIAHMI;

- g1a0emb: METOJIAMH OPTaHU3AIMH COBEINAHUH Pa3IMYHOrO YPOBHS M KOH(EPEHTHBIX
MEPOIPUITHIA, TPOBOAUMBIX KOJUIETHAIBHBIMU OpPraHaMHU.

Ilpu uzyuenuu pazoena Heo0xo0umo:

1) u3yuuTh yueOHBII MaTEpUAaI:

- TEKCTBI JIEKIIMH, MPEJCTaBICHHBIX Ha 00pa30BaTEeIbHOM MOPTAJIC
2) caMOCTOSTENBHO 00JIee MOAPOOHO PACCMOTPETh:
- paboOTHI aBTOPOB, 0003HAYCHHBIX B PEKOMEHIyEMOI JIUTEPATYpE;

- nepuoauyeckue u3nanusa «Cekperapckoe aeno», «Cekperapb-pedepeHT» u p.

Ocoboe enumanue oopamums Ha:

- Opranuzanus paboThl ceKpeTaps M0 OpraHu3aluy U IPOBEICHUI0 KOH(GEPEHTHBIX
MEPOTPHSITHIA: PaBUIIA, OPraHU3AIHs paOOThI, JOKYMEHTUPOBAHUE H T.]I.

- Oco0OeHHOCTH MOATOTOBKHU J€JIOBBIX BCTPEY U MEPErOBOPOB PYKOBOAUTEIS.

- Turnel coBellaHUii U MTPaBUiIa UX MOATOTOBKH M OPraHU3aIUH.

Jlna camokonmponsa no pazoey Heodxo0umo omeemums Ha c1edyrujue 60npPocsl:

- [TonroroBka MOCTyNMBIIEH KOPPECIIOHAEHLUH K JOKIAAY PYKOBOJIUTENIO.

- [Tpouenypa npeaBapuTENbHOIO PACCMOTPEHUS JOKYMEHTOB.

- CucremaTu3zaiys KOppecnoHISHIINH Ha paboueM MeCTe ceKpeTaps.

- B3aumMocBs3b mopsiika MOANKMCaHus, BUSUPOBAHUS, COTJIACOBAHUS JOKYMEHTOB B
OopraHu3aiuy u 00si3aHHOCTEN cekperapsi-pedepeHra.

- KoHTpoJib 32 Ka4eCTBOM BBIMTYCKAEMBIX JOKYMEHTOB.

- Perucrpanus 10KyMeHTOB, KOHTPOJIb U CIIpaBOYHast paboTa.

- Benenune nepenucku pykoBOIUTENS.

- CucremaTtu3zanus JOKYMEHTOB U UX XpaHEHUE.

- JocTtyn K TOKyMeHTaM ceKkpeTapuara.

Ilnan npakmuyeckux/n1adopamopHbviX/CeMUHAPCKUX 3aHAMUIL RO PA30ey.

- Oxapakrtepusyiite paboTy cekperaps ¢ HHPOpPMAIUEH I PYKOBOJIUTEINS,
METOJUKY TOJTOTOBKU JOKJIAJI0B, BBICTYIIEHHUH, CIPAaBOK, OCOOEHHOCTH cOopa MHGOpMaIuu
JUISL COBEIIaHNUS.

- KakoBbl mpaBuia mpueMa U 00pabOTKH MOCTYHAIOMIMX JOKYMEHTOB TIO
pe3yabTaT™ paboThl KOHPEPEHTHOTO MEPOITPHUSITHSI.

- Onummre cekperapckue OO0S3aHHOCTH MO0 TOJTOTOBKE JOKYMEHTOB K
KOH()EPEHTHOMY MEPOIPUSITHIO.

- Onummre cexperapckue 00S3aHHOCTH MO MOATOTOBKE HCXOSIIMX JTOKYMEHTOB
(TOKYMEHTOB K OTITpaBKe) MO pe3yJibTaTaM KOHPEPECHTHOTO MEPOITPHUSITHSI.

- Kakum 00pa3zom ocyIliecTBIsSeTCsS KOHTPOIb CeKpeTapeM KadecTBa OQOpMIICHUS
JIOKYMEHTOB?

- B gewm 3akmtogaercs paboTa cekperaps 1o perucTpaiiui J0KyMEHTOB?

- KTo u kak oOcCymecTBIsIET KOHTPOJIb CpPOKOB HCIIOJHEHHUS JOKYMEHTOB U
MOPYYEHUN pYKOBOIUTENS?

- KakoBbl  TpebGoBaHMsi K  OpraHu3aldd  XpaHEHUs  JOKYMEHTOB, WX
cHUCTEeMaTH3aluu.

- Cocranenue TenaehoHOTpaMMBI TI0 TPOBEACHUIO KOHPEPECHTHOTO MEPOTIPHUSTHS.

- B uewm 3akmiouaercs criennpuka ciayxebHoro TenedoHHOro pazroropa?

- [Ipoananusupyiite TUNUuHble OmMMOKK TenedpoHHOro obOmeHus. Otser
MPOWITIOCTPUPYHUTE TPUMEPOM.

- [Tnan neiicTBUil cekpeTrapst B CIyyae CPOUYHOTO COBEUIAHMS Y pPyKOBOIUTEIS.

- CocTaBuTh mporpammy-npuriamneHue coopanus (KOHPEpEeHINN).

Pekomenoauuu no noozomoexe K 3auemy ¢ OYeHKou:



[Ipn moaroroBke K 3aueTy € OIEHKOM ocoboe BHUMaHHE cleAyeT oOpaTuTh Ha
CJeIYIOIINE€ MOMEHTHI:
Tembl 1191 OO0 ICHUI:
1. Ananmu3 COBpEeMEHHOW  HOPMATMBHO-METOAMYECKOM  0a3bl, periaMeHTUPYIOIIeH
JESTEIbHOCTh CeKpeTapsi MPU OpraHU3aluyi KOH()EPEHTHBIX MEPOIIPHUSITHIA.
2. Anamu3 TpeOOBaHWU HOPMATHBHO-METOAMYECKHX JTOKYMEHTOB K COCTaBICHHIO U
O(QOpPMIICHHIO  YNPaBIEHYECKHMX JOKYMEHTOB TMpU MPOBEICHHUH KOH(EPEHTHBIX

MEPOIIPUATHH.

3. JloiKHOCTHas HWHCTPYKLMS CEKpeTapss oOpraHu3anud (Ha TMpuMepe KOHKPETHOM
OpraHu3allkN).

4. TlpobGnembl TUIaHUPOBAHUS U OpraHU3alMu padbodero AHS cekpeTaps (MO COBPEMEHHOU
JUTEPATYpE).

5. Ponp cekperaps B OpraHu3aldd  XpPAaHEHUS JOKYMEHTOB, COIPOBOYKIAIOIINX
KOH(EpEHTHOE MEPOTPHUSATHE.
6. OpraHu3anroOHHBIC U TEXHUYECKUE MPOOIEMBI TOJrOTOBKH KPYIHBIX COBCIIAHUH.

OmnbIT mpuemMa SK3aMeHa (3a4eTa) BhISIBUII, YTO HAHOOJIBIIINE TPYIHOCTH TPU POBEICHUH
sK3aMeHa (3a4yeTa) BO3HUKAIOT 0 CIEAYIOIIUM pa3ieiiaM:

- [IpodeccronanpHbie TPEOOBAHUS K CEKPETAPSIM PA3JIUYHBIX KATCTOPHIA.

- HopmatuBHO-MeTOtMUecKast 6a3a pabOThI cekpeTapsi.

Jlnst Toro 4ToOBl M30EKaTh TPYJHOCTESH NMPH OTBETaX IO BBINICHA3BAHHBIM pPa3JieiiaM,
PEKOMEH/IyeM YICIIUTh OOJIbIIIee BPEeMs Ha OCBOCHHE MaTepraa JaHHBIX TEM.

IIpakTHyeckoe 3aganue 1.
CocraBuTh pedepar 1o 0JHOI U3 TeM:
e KomnernanbHble OpraHbl YIPaBIEHUS: BUIbL, CTPYKTYpa, PYHKIIHH.
e Ponp cekperaps B COBPEMEHHOM YIIPABICHYECKOM ammapare M B CTPYKType
KOJUIETHAJIbHbIE OpTaHbl yIIPaBICHHUS.
e IIpodeccuonanbuble TpeOOBaHUS K CEKpeTapsiM KOJUIETHAIBHBIX OpraHoB B Poccuu u 3a
pyoexom.
IIpakTnyeckoe 3aganue 2
Onpenenuth JOMKHOCTHONW COCTaB MPOTOKOJIBHOM TPYNIIBI IPEANPUSATHS.
CocTaBbTe MaKeT MOJ0XKEHUS O POTOKOJIBHOM IpyIIe OpraHu3altu.
IIpakTnueckoe 3aganue 3
JlaiiTe MICbMEHHbIE OTBETHI HA CJEAYIOIINE BOIPOCHL:

- Oxapakrepusyiite padoTy cekperaps ¢ HHPOpMALMEH i PYKOBOJMUTES,
METOAMKY MOJATrOTOBKM JIOKJIQZOB, BBICTYIUIGHHUH, CIIPaBOK, OCOOEHHOCTU cOopa MHGpopManuu
JUISL COBEIIaHNUS.

- KakoBel mpaBuna mnpuemMa Hu 00paOOTKM IMOCTYMAIOUIMX JOKYMEHTOB IIO
pe3ysbTaT™M paboThl KOHPEPEHTHOTO MEPOTIPUSTHSI.

- Onumure cekperapckue O0OA3aHHOCTH IO TOJTOTOBKE JIOKYMEHTOB K
KOH()EPEHTHOMY MEPOIPUSATHIO.

- Onumure cekperapckue 00s3aHHOCTH MO MOATOTOBKE MCXOSIIUX JOKYMEHTOB
(TOKyMEHTOB K OTIIPaBKe) MO pe3yJibTaTaM KOHPEPEHTHOTO MEPOTIPUSATHSI.

IIpakTnueckoe 3aganue 4
1) Kakoifi HOpMaTHBHBIM JOKYMEHT YyCTaHaBIMBAeT IMpaBuia OQOpMIICHHUS TMpuKa3a o
NPUMEHEHUH JUCLUUIUIMHAPHOTO B3bICKaHUS (cT. 193), M3roToBieHUS M BBLAAYM PAOOTHHKY
KOMHUIA JTIOKYMEHTOB, CBSI3aHHBIX C pabotoii (cT. 62), mpemynpexacHus paboTHUKA 00
yBosibHEHUHU (cT. 79, 80) B TpeXIHEBHBIN CPOK?

2) VkaxuTe Ha3BaHHUE CIIpaBOYHHKA, KOTOpBIﬁ OpeaAHa3HauYCH Ui UCIIOJIb30BAHUA B KAa4YCCTBC
OCHOBHOI'0O HOPMATHWBHOI'0 JOKYMCHTa IIPpU COCTABJICHUHW HOMCHKIIATYpblI JCJI OpraHU3aluu,



OTpe/IeIEcHUU CPOKOB XpaHEHUs, OTOOpe Ha XpaHEHHWE M YHHUYTOXKEHHE YIPaBICHUYECKUX
TUTIOBBIX JOKYMEHTOB B JIEATEIILHOCTH OpraHu3aiuu (yupexJIeHHs) U pacpoCTpaHsieTCs Ha BCe
OpraHu3aly, HEe3aBUCUMO OT TOrO, IIOCTYNaldT HX JOKYMEHThl Ha XpaHEHHE B
roCyJapCTBEHHbIC, MYHULIMTTAIbHBIC APXUBBI UJIH K€ HE MOCTYIIAOT.

3) Kakoiif TOKyMEeHT yCTaHABIMBACT MOPSAOK MOJATOTOBKH U MPOBEICHUST COOpaHUii, COBEIIaHMIA
U TEepeYeHb BOMPOCOB, pELICHUE KOTOPBIX MPUHUMAETCS OONBIIMHCTBOM TOJIOCOB HWIIU
€IMHOTJIACHO; B HEM YKa3aHO, KTO UMEET IIPaBo MOMUCH JOKYMEHTOB?

4) Hanuuue Kakoro JOKYMEHTa OpraHM3alMd II03BOJIIET CEKPETAPI0 UYETKO 3HATh IMOPSJIOK
HOJArOTOBKH JJOKYMEHTOB (IIOPSI0K PELIEHUs BONPOCA) U JIETKO IPOBEPUTH CTENIEHb TOTOBHOCTH
JOKYMEHTOB (HaJIM4YHe HEOOXOAUMBIX BH3) IIPH MPEACTABICHUN Ha MOAMUCH PYKOBOAUTEIIO?

KonTtpoabnas padora
3amonHUB Tabiuiy, paszpa0oTaiiTe IUIAaH M PacKpoWTe OCHOBHOE COJIEpKaHMe
OpraHu3aliy MPE3CHTAMH KaKOT0-JIM00 MPOIYKTA WIH YCIYTH (PUPMBI.

Bapunant
CTyIEHTa
Tema:

Jtan

1. Onpenenenue TeEMbl MEPOIIPUATHS

2. Boibop Mecra U BpEeMEHU  IIPOBEICHUS]
(KoH(epeHL-3aJ1 OpraHU3alUU WIK apeHIO0BaHHOE
MMOMEMICHNWE, €ro IUIOM@AAb M CII0CO0 paccaaku
YYACTHHUKOB - B 3aBUCUMOCTH OT UX KOJMYECTBA).

3. Ocku3bl 2 (ABYX) IIAKaTOB: Kakue (pa3sl M B
COIIPOBOKIACHUN KaKUX WILTIOCTPALMI TOMECTHTE.

4. Bug u Macmrab o00pya0BaHUs M YKpaLIECHUS 3ai1a)
(MakeThl IPOIYKINHU, CTEH/Ibl, KOMIIO3ULIUN U3 KAKUX
[[BETOB  INpHEMJIEMbl Ui  JAaHHOTO  CJydYas,
[PETYCMOTPEHO JIM COIMPOBOKIACHUE JIEMOHCTpAINH
VUTH JICTYCTAIlMH AEBYIIKAMU-MOJICIISIMH H T. 11.)

5. Ocku3 Oeika, UMEHHOW KapTOYKH COTPYIHUKA]
KOMIIAHWHU, KOTOPBIN BCTPEYAET rOCTeNl.

6. OmnpeneneHue ITOKIAAYUKOB TIO Temam, cOop
TE3UCOB JIOKJIA/I0B.

7. CoctaBneHue ©0a3bl JaHHBIX JJI  PaCChUIKU
npuriianieHuii  (ayAuTopusi, ypOBEHb,  CTENEHb
BHAYMMOCTH ¥ T.H.). KOHTHHIEHT NpUTIalIeHHBIX
(Kakue opraHu3alM MPEeACTaBIAIOT, POJ 3aHATHUIN),
KOJIMYECTBO YIACTHHKOB.

8. [TpenycmoTpeno Y IPUTJIAIICHUE)
BBICOKOTIOCTABIICHHBIX TOCTEH.

9. CocraBienune MIPUTIIAIICHUS, pacchuIKa
mpurianieHuii no 60ase JaHHBIX.

10. MaxkeT npuriIacuTeNLHOTO.

CocraBieHue npeaBapuTeNTbHON CMETBI
MEPOTIPUSITHSL.

[Touck cnoHcopoB  MepompusTus (B ciydae
HEOOXOIUMOCTH), OATOTOBKA CITOHCOPCKHX
MaKEeTOB.

Pexsiiama Meponpusitus B CMU, Ttemarnueckux|

[TpuGin3uTENBEHO




M3JaHUAX, HA CIIEUMAIM3UPOBAaHHbIX calTax. B kakux
M3IaHUSIX TTOMECTUTE HH(POpMANHIO (TIEPEUUCITHTH),
KaKoro ponaa (pexiiamHoOE 00BsIBIICHUE,
MH(pOpMaIMOHHAs CTAThs U T.I1.).

Opranuzanus MPEIBAPUTENBHON  PErucTpauuu
/1eJIeraToB, COCTABJICHUE CIMCKA.

bponupoBanue roctuHul no 3asBkaMm. (Ha3anuel
rOCTHHHUIIBI, IPUMEPHOE KOJIMYECTBO HOMEPOB).

ApeHza momenieHuss (€ro IUIOIMIAaJb 3aBHCHUT OT
KoJIMuecTBa jaeneraroB). Kakoe momernienue B pamkax|
BallIero ropojia BaM MoJAX0UT, 0OOCHYHTE.

[TonroroBka PEKIaMHO-TIPE3EHTALIMOHHBIX|
MaTepuanioB. [Ipe3eHTallMOHHBIA MaKeT BKIIOYAET B
ceOsi: makeT (WM IUIOTHYIO TamKy), Manky s
MHGOPMALIMOHHBIX ~ MaTepUaloB  KOH(EpEHIUH,
py4Ky, ONOKHOT sl 3amuceidl. DT MaTepHhaibl
NOJDKHBL ~ OBITH ~ M3TOTOBJIIEHBI € JIOTOTHUIIOM
MEpOIpUATHs, a B OJOKHOTaX MOYHO YKa3aTb
[OBECTKY  JHS, IEPEUUCIUTh  HapTHEPOB U
crioHcOpoB. Takke B TMakKeT CIOHCOPbl MOTYT
BJIOXHTbH PEKJIAMHbBIE MAaTEPUaJIbl, MUHH-ITPE3EHTHI.

[IponyMbIBaHHE BapUAHTOB IIMTAHUSA JIE€JEraTOB.
B03MOKHO NpHBIICYCHUE KEHTEPUHIOBBIX KOMITAHHIA
U1l OpraHu3aliy IPUBETCTBEHHOTO Kode-Opeiika u B
repepbiBe MEXIy 3aceiaHusiMu - (ypmera. [Ipu
NTOCTMKCHUHM  JIOTOBOPEHHOCTH ¢ Kade  wi
pecTopaHOM,  HAXOASANIMMCS  BOJM3W  MecCTa
IMPOBCACHUA MCpPONpPUATUA i B T'OCTHHUIIC,
nesierataM MOTYT BBIJABAThCs TAJOHBI HA IHUTAHHE
(3aBTpak, 00e, y)KHH).

Korna, kakoi mpoJoIKUTEIFHOCTHIO, B KaKoi opme
OyZeT  TpOXOIUTh  OOCHEHHBIM  IEpephlB |
(bunanpHBI Gyprier uau yxuH. COoCTaBUTH MEHIO
(3aKyCKHM ¥ HAITUTKH).

20. MakeT KyBepTHOH KapThl.

[lonroToBKka  TPE3EHTAIMOHHOTO W JAPYTOro
TEXHUYECKOro  obopyaoBaHus  (kakoe  Oynere
MCTIOBb30BaTh). llpeaycMoOTpeH 5 B mporpamme
BUCOUIBM WIN pEeKJIaMHBIN POJHK
(MpOIOJKUTENBHOCTh, OCHOBHOE cojepxaHue). B
geM OyJIeT COCTOATh H3IOMMHKA (KyJIbMHUHAIMA
oQUIMATIEHON YacTH).

Kakue rpaduueckue Mmartepuanbl — IUIaHUPYETE
MCTIOJIb30BaTh (CXeMbl, rpaduku, pucynkn)? C kakon
eJIn0?

My3bIKalbHOE CONPOBOXKICHUE MpEe3eHTaluN
(kakoro pojla KOJJIEKTHB, YHCJIO YYaCTHHKOB,
[TPOJIOJKUTENFHOCTD BBICTYIUICHHS, PETIepTyap).

TupaxxupoBanue HE00XO0TMMBIX MaTEpHAIIOB.
HbopMallMOHHbIE MaTepUaibl, TE3HChl JOKJIAJ0B,
[TPE3eHTAMK HA TUCKAX U T.II..

3aka3 TPAHCIIOPTA W JOCTABKa JCJICTATOB K MCCTY]




npoBeieHuss KoHpepeHmuu u oOparHo. K kakoi
(bupme oOpatuTech, MpHemiieMas g Bac Mapka
ABTOMOOMJISL, X KOJINYECTBO.

Opranuzanus gocyra. DKCKypcusi Ui HHOTOPOJIHHUX
NeNeraToB, OpraHU3alisl KOHIEPTHOW MPOTPAMMBI,
moy u T.I. B yem Oyzmer 3axiroyarbes
Heo(duImabHasl, KYJIbTypHasi 4aCTh MEPONPHUSITHS
3akynka CyBeHHMpOB, mojapkoB. Kakoro poxa
[JIAHUPYETCs Pa3gaTOYHbIM U CYBEHUPHBIA MaTepHUall
(kakoro cojepxaHus OyKJIeTbl W Tpaiichl, Kakoi
[OJTAPUTE CYBEHHUP M C KAKUM H300PAKECHUEM).

28. Paszpabotka JIOKYMEHTOB (mMIIIOMOB,
ceprudukaroB) 00 y4acTHH B TMPE3CHTAIIUU. DCKU3
UIIIOMa.

[TonroroBka  3aKkpbIBAIONIMX  JOKYMEHTOB  JUIS
MpEICTaBUTENCH  IOPUANYECKUX JIHMI  (OpUTHHAI
cuera, cueT-QaKTypa, aKT BBIIIOJIHEHHBIX padoT).

PazpaboTka  perucrpaniMoHHOH  QopMbl  JUIs

TleNIeraToB.
[ToxroroBka UH(OPMAITMOHHBIX MaTepHUajIoB
KOH(EPEHIINH. [Tporpamma (pernameHT)
KOH(EPEHIINH, TE3UCHI JIIOKJIaJIOB Hu

COIPOBOJUTENBHBIE MaTepualibl K HHM (CXEMBI,
TabauIBl W T.1.), (OPMBI HMTOTOBBIX PpEIICHHH,
AHKETBI, ONPOCHBIE JINCTHI.

[lonroToBka  MarepuanoB  NpPE3CHTAIMH  JUIS
opuIHManbHOM MyOIMKallMM W PACCHUIKH (B CiIydae
HEOOXOAMMOCTH)  JeierataM W NpOQUIBHBIM
yIpeXICHUSIM. B Kakue W3gaHus OCYIIECTBUTHCS
aCCBUIKA, YKKHUTE CPOKH.

Hrorosbliii TecT
Bompoc 1
Ilo mHeHuro Kakou opeanuzayuu npogeccur «COBPEMeHHbl CeKpemapsy, COOMEemcmasyem
cnedyoujee onpeoeieHue:
«HMnuyuamugnviti U paccyOumenbHovlli. NOMOWHUK —PYKOBOOUmeNs, 00aadaowuil  6cemu
npogeccuoHanbHbiMU  HABLIKAMU, HE0OX00UMbIMU OJisi  Opeanuzayuu pabomsl 8 oguce,
NPUHUMAIOWULL peulenUsl 8 npeoenax c8oetl KOMNemeHyum.
BriGepure oauH OTBeT:
a. EBporetickoit accornuanuu npopecCuoHaAIbHBIX CEKpeTape
b. MexayHapoaHoro npodeccuoHaIbHOTO Kilyda cekperapeit
C. Poccuiickoi HallMOHAIBbHOW aCCOLMALNN CEKpeTapein
Bompoc 2
B epynne aomunucmpamuenwix onepayuil, 8bINOIHAEMbIX CeKpemapem, npuem nocemumerell,
menegonHble nepecoopul, CyIiceOHble KOMAHOUPOBKU, 008edeHUe peuleHUll 00 UCNOHumenell
OMHOCUMCSL K
BriGepute oH OTBET:
a. KOOpANHAIMOHHBIM
b. pacnopsiTuTeNbHBIM ONepanysIM
C. CITy’KeOHO-KOMMYHUKATUBHBIM OIEPAIUsM
Bomnpoc 3



B epynne aomunucmpamusenvix onepayutl, 8bINOJIHAEMbIX CeKpemapem, nposeodeHue coseuanuii
U 3ace0anull, Op2aAHU3AYUOHHOE U UHPOpMAYUOHHOe obecneyeHue Mol OesmenrbHOCU
PYKOBOOUMeNs OMHOCUMCS K

Bribepure ouH OTBET:

a. KOOPJIMHAIIMOHHBIM

b. pactiopsiuTenbHBIM ONEpaIsIM

C. cITy’ke0HO-KOMMYHHKATHUBHBIM OMepaIusM

Bompoc 4

3aseoyrowuii xanyensapueti (oguc-menedxncep) no OMHOWEHUIO K CEKpemapsam pyKkogooumeel
CMPYKMYPHBIX NOOPA30eeHUll KPYNHOU OP2aHU3ayuu npoeooum

Bribepute oauH OTBET:

a. KOHTPOJIb BCEX cep AeATeILHOCTH

b. MeToanveckoe pyKOBOICTBO

C. aAMMHUCTPATUBHOE PYKOBOJICTBO

Bompoc 5

Iepsvim nuunvim cekpemapem Examepunet |l cman

Bribepute oguH OTBET:

a. A.B. XpanoBuukwuii

b. A.A. Be36opoako

c.I'.H. Tenuos

Bormpoc 6

Bosnukwasn 6 40-x ce. XX 6. 6 CIlIIA opeanuzayus, enepsvie paspabomasuidas CneyudibH)O
npocpammy no020mo8KU KEANUGUYUPOBAHHBIX CEKPemapCcKux pabomHuKos, 3mo

Bri6epute ouH OTBET:

a. EBpomeiickas accoruarus mpoecCHOHANBHBIX CEKpeTapeit

b. HanmonanbHas accorumanus cekperapeit

C. HaumonanbHas acconuanus I0pUAMYECKUX ceKpeTapeit

Bompoc 7

Keanugurayusa rxaxoti donsxcnocmu, coenacuo B.I1. lletinogy, npedycmampugaem noo2omosKy
no npoghuito upmuvl U CMaNCUPOBKY 3a pyoexcom?

BeiGepute ouH OTBET:

d. aCCUCTCHT PYKOBOJUTECIIS

b. cekperapp-riepeBoUNK

C. cekpeTapb-pedepeHT

Bomnpoc 8

Coenacno knaccugpuxayuu B.I1. llleiinosa kakas u3 Hudce nepevucienHHvlX OO0JIHCHOCMEU He
npedycmampusaenm — GblNOJHEeHUe Ul O0elCmeull. no  YKA3auulo  pykogooumens, 0e3
CAMOCMOSIMENbHBIX PeuleHUli

BeiOepuTe 0AMH MM HECKOIBKO OTBETOB:

a. cekperapb-pedepeHT

b. cexpeTapb-MalMHUCTKA

C. aCCHUCTCHT PYKOBOJUTECIIS

Bomnpoc 9

Cekpemapv smoti  kamezopuu npogooum pabdomy no npoeeoeHulo 3ace0anuti MmaxKux
opeanuzayuu, Kak 000p08oabHOe 0ObeduHenue Uy 00HOL npogheccuu

Bribepute oauH OTBET:

a. cekpeTapb-cTeHOrpaducTKa

b. cekperaps KosuTerHN

C. CeKpeTapb yUeHOIro COBETa

Bompoc 10

Cexpemapb amoii kame2opuu npogooum pabomy no noo20mogke 00KyMeHmo8, Mamepuanos OJisl
PACCMOMPEHUsi Ha 3ACe0aHUsx NOCMOSIHHO OeliCmeyIouie2o 6bl00pHO20 NpeocmasumeibHO20



OopeaHoma 8blcuie20 Y4eOHO20 3a8e0eHUs], 3AHUMAIOUWe20Ccs peuleHuem CmpameuiecKux
80NPOCOG €20 pa3eumusi

Brib6epute oauH OTBET:

a. ceKkpeTapb-cTeHOrpaucTKa

b. cexpeTtaph yueHoro coera

C. CeKpeTapb KOJJICTHA

Bompoc 11

Kakou u3 nuoce nepeuuciennvix 00KyMeHmos He 0baadaem 6vicuieli Npagosol 3HAUUMOCIBIO
npu opeanuzayuu pabomol 0e10npouzsooumens?

Bribepure ouH OTBET:

a. ®enepanbHbIi 3ak0oH «O0 aKIMOHEPHBIX OOIIECTBAX)

b. [Tonoxenue o peaepanTbHOM apXHUBHOM areHTCTBE

€. ®enepanbHbiil 3ak0oH «O0 IEKTPOHHON UPPOBO TTOATTHCH

Bomnpoc 12

Yrkascume, umo 6xooum 60 GHYMPUYYPEHCOEHUECKVIO Pe2NAMEHMAYUI0  OOIHCHOCTIHBIX
0bs3anHOCmell cekpemapsi KOAne2uaibHo20 0peana

Bribepute oquH UM HECKOJIBKO OTBETOB:

a. IOJDKHOCTHAsl MHCTPYKLUs cekpeTaps, [lonoxkenue o ¢enepaabHOM apXUBHOM areHTCTBE

b. HOMeHKIaTypa /e, TOHKHOCTHAS. MHCTPYKIIHS CeKpeTapst

C. Tabenpb (HopM TOKYMEHTOB OpraHU3aIluu

Bompoc 13

Ilpu opeanusayuu cosewjanus vioensaom ciedyrouue Kame2opuu y4acmiuKkos

Bribepute oauH UM HECKOJIBKO OTBETOB:

a. COTPY/AHUKH CBOEH OpraHU3aIMH 110 TEKYLIUM BOIIPOCAM; COTPYIHUKH IPYTUX OpraHU3alMi
b. moceTuTeN! MO JIMYHBIM BOIPOCAM

C. pyKoBOJsIIME paOOTHUKH OpraHU3aINU

d. KoMaHIUPOBaHHbIE, JCTIETalluH

Bompoc 14

Vrkaxcume npuznaxu HezakoHHOCMU Oelicmeull COMPYOHUKO8 KAKO020-T1UO0 HAO30PHO20 UL
KOHMPOUPYIOuje20 op2ana

Bribepute ouH UM HECKOTIBKO OTBETOB:

a. BU3UTEDP HE NPEIBIBISIET YOCTOBEPEHNUS; HE COCTABISIOTCS MPOTOKOJIBI MPOBEPKH M UBBATHUS
JIOKyMEHTOB

b. nokyMeHTbI, oTpakaroliue (GakT HU3BATHS YEro-IMOO0 M3 Bamiero oguca COCTABISIOTCS B
OTCYTCTBHE TOHATHIX; B O(uce OCTaBISIeTCS KOMUS aKTa HU3IBATHUS COOCTBEHHOCTH BaIlei
OpraHu3aluu

C. YeTKO He OOBSACHSAETCS MPUYMHA BU3UTA; OTCYTCTBYET MpEANUCaHHEe Ha MPOBEPKY Ballen
OpraHu3aluu

Bomnpoc 15

Henosomy menegponnomy pasz2oeopy npedvasnsaomcs ciedyouue mpeoo8anus.:

BeiGepute ouH OTBET:

a. TpyOKy cienyer cHUMaTb He Mo3AaHee 4 Tylka, CKOpocTb peud 145 cilIoB B MHHYTY,
JUINTENILHOCTS - He OoJiee 8 MUH.

b. TpyOKy ciieayeT cHUMATh Tociie 2-3 ryaka, CKOpOCTh peur 165 CI0B B MUHYTY, JJTHTEIHOCTh
- He Oosee 6 MUH.

C. TpyOKy cienyeT cHUMaThb He Mo3AaHee 4 TylKa, CKOpOCTb peyd 125 cilIoB B MHUHYTY,
JUIMTENLHOCTE - He Ooitee 10 MuH.

Bompoc 16

K obazamenvuvim snemenmam meneghonocpammvl OmHOCAMCA

Bri6epute oa1H UM HECKOJIBKO OTBETOB:

a. agpecar, pamMuus U TenedoH JIMia, TPUHSIBIIETo TenehoHOrpaMMy

b. mata, HOMep TenmehoHOrpaMMBbI; (haMUITHK 3aMECTUTEINEH aapecaTa Tee(OHOrpaMMbI



C.BpeMsi mpuema TeleoHOrpaMMbl; JOJDKHOCTh JIMIA, OT HMMEHH KOTOPOTO TIepeaaercs
TesneoHorpaMma

d. HauMeHOBaHHUe yupekaeHUs, paMuus U TeraedOoH Juia, epeaaBero TeaeGoHorpaMMy
Bompoc 17

Tun xongepenmnozo meponpusmus, cobpanue npeocmagumeinell Op2aHu3ayuLl, 2pynn, napmut,
0bWecmeeHHbIX 00beOUHeHUL

Bribepute oauH OTBeET:

a. cpe3 ]

b. cobpaHue akIMOHEPOB

C. CUMIIO3UYM

Bompoc 18

Kaxas ¢opma npomokona coeewanus npeononazaem Qukcuposanue 006CYyHCOAOUUXCSL
80NPOCO8, hamunutl OOKIAOYUKOB U NPUHAMBIX PeuleHUil?

Bribepure ouH OTBET:

a. MOJHBINA TPOTOKOJ

b. kpaTkwuii mpoToKoI

C. creHorpadu4ecKuii MpPOTOKOII

Bomnpoc 19

Buvibepume sepuwiii gapuanm ¢pacmenma nogecmku OHsA cO8eUAHUSA

Bri6epute oquH OTBET:

a. Uroru gesrenpHocTH 3KcniepTHOM komuccuu B 2008 1. Jlokinanuuk: Koxanenko B.1.

b. Utoru nesrenpHOCTH 3KcrepTHOW komuccuu B 2008 r. Jlokmamuumk: mpencenarens OK
Koxanenko B.H.

€. O0 uTorax aesTenbHOCTH 3KcrepTHOM kKomuccuu B 2008 r. Joxmaguuk: npeacenarens OK
Koxanenko B.1.

Bomnpoc 20

Kaxue oeticmsus npu noozomoske u 6edenuu nepe2o8opos AGNAIOMC OUUOOUHBIMU?

Bribepurte o 1H UM HECKOIBKO OTBETOB:

a. BeJIeHHE TIEPEeroBOPOB Ha S3bIKE MPUHUMAIOIIEH CTOPOHBI

b.He ynensercs JOJDKHOTO BHHMAaHHMS MOJrOTOBKE K  MEPEroBopaM,  3aBBIIIACTCS
KOJIMYECTBEHHBIN COCTaB JeNeraluu

C. 3a CTOJIOM TIEPETOBOPOB BO3HUKAIOT CIIOPBI BHYTPH JeJIeTallul

d. He YUHTBIBAIOTCSI OCOOCHHOCTH MEHTAIUTETA 3apyOeKHBIX TAPTHEPOB

IIpumepHbIe BONPOCHI K 3a4eTy € OLEHKO
1. KomnernanbHble OpraHsl ypaBieHUs: BUABI, CTPYKTYpa, QyHKIUU.
HopmaTtuBHbie TpeOoBaHUS K OpraHU3AINH IEATETLHOCTH KOJUIETHATBHBIX OPTaHOB.
3. Pomb cekperaps B COBPEMEHHOM YIPaBICHUECKOM ammapaTe U B CTPYKType
KOJIJIETUAJIbHBIE OPTaHbl YIIPABJICHHUS.
4. TlpodeccuonanbHble TPeOOBAHUS K CEKpETapsiM KOJUIETHANBHBIX OpraHoB B Poccuu u 3a
pyoexom.
[TpoTokonbHas TpyMna OpraHu3auu: Melb, GYHKINH, JOTHKHOCTHON COCTaB.
PernamenTanust 1esITEIbHOCTH MPOTOKOIBHOW TPYIIIBI.
PermamenTarus 1eaTeIbHOCTA PAOOTHUKOB MMPOTOKOJIBHOM TPYIIIHI.
Kondepentasie MeponpusaTusi: BUIbI, HA3HAYCHHE.
[Topsimox opraHu3alu W TPOBEACHUS KOHQPEpEeHTHBIX Meponpusatuil. Crenuduka
OpraHu3aIi KOH()EPEHTHOTO MEPOIIPUSATHS B 3aBUCUMOCTH OT YPOBHS yIIPABIICHUS.
10. Tunsl coBemaHui U MpaBUiia UX TMOJTOTOBKH U OPraHU3aIINH.
11. JlokymeHnTupoBaHue coBeliaHuil W 3acemanuil. [lopsmok coctaBieHus, ohopMICHUS U
XpaHeHus mpoTokooB. [IpaBuna opopMieHHs BRITUCKU U3 TPOTOKOIA.

N

LCoNo O



OcobenHocTH OpraHu3aIu 3aceJaHui KOJUIETHAIHLHEIX OpraHoB. OcobennocTH
I[OKYMGHTI/IpOBaHI/IH 3aCGIIaHI/Iﬁ IIOCTOAHHO HeﬁCTBYIOIHHX KOJIJICTUAJIbHBIX OpFaHOB.
Oco0EHHOCTH OpraHU3aIuu IIPE3CHTAIUH.



I[MTPUJIOXEHUE 2

OL[GHO‘-IHBIC CpCacTBa AJjid MpOBCACHU A HDOMG)I(VTO‘-IHOﬁ arTeCTannuu

[Inanupyemble pe3y/bTaThl 00y4eHHS M OLIEHOYHbIE CPeACTBA I IPOBeeHU S
NMPOMEKYTOYHOM aTTeCTAlluM:

Kon Nunuxarop
WHJUKATOP JIOCTHKEHMS OueHouHbIe CpeicTBa
a KOMIIETEHIUN
IIK-1 CnocodeH oCymecTBASTh OPraHU3alMOHHOE, JOKYMEHTAIlHOHHOE W

uH(pOpMALIMOHHOE 00ecTiedeHue

ACATCJIbHOCTH PYKOBOAUTE/ISA OPraHu3saliumn

IK-1.1

Opranuzyer u
obecrieunBaeT

JIOKYMEHTAIMOHHO
€ CONpPOBOXICHUE
JeSITebHOCTH
pyKOBOIWTENSI HA
OCHOBE BHELIHHUX U
JOKaJIbHBIX
HOPMAaTUBHBIX
aKTOB

IIpakTuyeckoe 3axanue Ne 4

1) Kakoli HopMaTUBHBIN JOKYMEHT YCTaHABJIMBAET IIpaBUIIa
odopmieHHs IpUKa3a 0 IPUMEHEHUH JUCHUIUIMHAPHOTO
B3bICKaHUA (CT. 193), N3roToBiIeHMS U BblAAYU PAOOTHUKY
KOMUH TOKYMEHTOB, CBSI3aHHBIX ¢ paboToH (cT. 62),
npeaynpexaeHus pabotauka o0 ysonpHenuu (ct. 79, 80) B
TPEXAHEBHBIN CPOK?

2) YkaxuTe Ha3BaHUE CIIPAaBOYHUKA, KOTOPBIN IIpeIHA3HAYCH
JUTSL UCTI0JIB30BAHUS B KAUECTBE OCHOBHOI'O HOPMAaTHUBHOI'O
JIOKYMEHTa IIPU COCTABJIEHUH HOMEHKJIATYPBI Je
OpraHu3aIiy, ONPEIeIICHUU CPOKOB XpaHEHUs1, 0TOOpe Ha
XPAaHEHHE U YHUUTOKEHUE YIIPABICHUYECKUX THUIIOBBIX
JIOKYMEHTOB B JIEATEIbHOCTU OpraHU3alMK (YUpEKICHUS) U
pacipocTpaHsieTCs Ha BCe OpraHu3aluu, HE3aBUCUMO OT
TOT0, MOCTYNAIOT UX JTOKYMEHThI Ha XpaHEHHUE B
rocyJapCTBEHHbIE, MYHULIUIIAJIbHBIE apXUBbI UM K€ HE
MOCTYMAIOT.

3) Kakoit JoOKyMeHT yCTaHABIUBAET MOPSIIOK MOJATOTOBKH U
MPOBEJCHUS COOpaHUi, COBEIIaHHH U MTepeueHb BOPOCOB,
pelIeHrne KOTOPBIX MPUHUMAETCS OOJLITUHCTBOM T'OJIOCOB
WM €TUHOTJIACHO; B HEM YKa3aHO, KTO UMEET MPaBO TOITUCH
JIOKYMEHTOB?

4) Hannune Kakoro TOKyMEHTa OpraHU3aluy 103BOJISET
CEKpETapI0 YETKO 3HATh MOPSAIOK MOJTOTOBKHU JTOKYMEHTOB
(TIOpsAZIOK peleH st BOIPOCca) U JIETKO MPOBEPUTH CTETIEHb
FOTOBHOCTH JJOKYMEHTOB (HaJIn4re HE0OXOJUMBIX BU3) IpU
IIPEJICTaBICHUH HA TIOJIUCH PYKOBOJUTEIO?

IIpumepHbIe BOPOCHI K 3a4eTy € OLIEeHKOH

12. KoyuternanbpHble  OpraHbl  yINpaBJICHUS:  BHJBIL,
CTPYKTYypa, QYHKIIHH.
13. HopmatuBHble ~ TpeOOBaHUS K  OpraHM3aluu

JESITeTbHOCTH KOJJIETHAILHBIX OPTaHOB.
14. Ponp cekperapss B COBPEMEHHOM YIPaBIEHYECKOM
ammapare W B CTPYKTYpe KOJUICTHaJbHBIE OPTaHBI
yIIpaBIICHUS.
15. IIpodeccuonanvupie  TpeOOBaHMS K  CEKpeTapsM

KOJUICTHAJIBHBIX OPraHOB B Poccuu u 3a py6e>1<0M.




Kon Nuaukarop
UH/IUKATOp JOCTHKEHUS OreHouHBIE CpeACTBa
a KOMIIETECHINH
16. IIpoTrokonbpHast TpyIa OpraHUu3aK: 1eb, (QYHKIIHH,
JOJPKHOCTHOM COCTaB.
17. PernamenTanus NEATEIIbBHOCTH MIPOTOKOJIBHOM
IpYIIIBL.
18. PernmamenTanus JESTEIIbHOCTH pabOTHUKOB
IIPOTOKOJIbHOW I'PYIIIIBL.
19. KondepeHntusie MeponpusTvs: BUAbI, HA3HAYECHUE.
20. ITopsmok opraHu3aluy ¥ NPOBEACHUs KOH(EPEHTHBIX
MEPOTPUATHHA. Crenuduxa OpraHu3aIuu
KOH(EPEHTHOTO MEpONPUATHS B 3aBHUCUMOCTH OT
YPOBHS yIIpaBJICHUSI.
21. Tunbl coBelaHUN M MpaBwia HMX MOJITOTOBKM H
OpTaHu3aIIH.
22. JIokyMEHTUpPOBaHHUE COBELIAHUN U  3aceIaHMIA.
Ilopsimox cocraBieHus, OQOpPMIEHHUS U XpaHEHHS
npoTokonoB. IlpaBuia ohopMiIeHUS BBITUCKH W3
IPOTOKOJIA.
23. OcobeHHOCTH OpTraHU3aIuU 3acenaHuit
KOJIJIETHAJIbHBIX OpraHoB. OcobenHoctu
JTOKYMEHTHUPOBAHHS 3aceaHui MIOCTOSTHHO
JeUCTBYIOIIUX KOJIJIETHAJIBHBIX OpIaHoB.
Oco0eHHOCTH OpraHU3al1K IPE3EHTAIIH.
[1K-1.2 Opranuzyet IIpakTnyeckoe 3aganue 3
UH(POPMALIMOHHOE JlaiiTe MMCbMEHHbIE OTBETHI Ha CJIEAYIOIINE BOIPOCHL:
u - Oxapakrepusyiite  paboTy  cekperaps ¢
JOKYMEHTALlMOHHO | MH(popManuel A pPyKOBOAUTENS, METOAUKY MOATOTOBKU

€ B3amMOJCHCTBHE
PYKOBOJHUTEIIA c
IIOCECTUTCIAMU,
MoApa3IeICHUSIMH,
JIOJKHOCTHBIMH
JIMIIaMH
MapTHEpaMH

JIOKJIAJ0B, BBICTYIUICHHH, CIPaBOK,
UHpOPMALINUU JIJIs1 COBEILAHUSL.

- KakoBbl mpaBuia mnpuemMa u  0o0pabOTKH
MOCTYMAIOUIMX  JIOKYMEHTOB IO  pe3ylbTaTM  paboTbl
KOH()EPEHTHOTO MEPONPUATHUS.

- Onuummre cekperapckue OO0s3aHHOCTH IO
MOJIFOTOBKE JOKYMEHTOB K KOHPEPEHTHOMY MEPOIPUSITHIO.

- Onummre cekpeTapckue OO0s3aHHOCTH IO
MOJATOTOBKE MCXOJAAIIUX JOKYMEHTOB (JOKYMEHTOB K
OTIIPaBKE) MO pe3ybTaTaM KOH(EPEHTHOI'O MEPOTIPHUSATHS.
IHoaroroBuTh COO0LICHHE 10 OIHOM H3 TEM:

7. AnHanmu3 COBpEMEHHOM HOPMAaTHBHO-METOINYECKOH
0a3pl, pPETIAMEHTUPYIOLIEH MAESITEIbHOCTh CEeKpeTaps IpH
OpraHu3alyi KOH(PEPEHTHBIX MEPONPUATHH.

8. Amnamu3 TpeOoBaHHMH HOPMATHBHO-METOINYECKHX
JIOKyMEHTOB K COCTaBJIEHUIO u othopmieHHIO
yIpaBIeHYECKUX JIOKYMEHTOB npu MIPOBEICHUH
KOH(EpPEHTHBIX MEPOIIPUATHH.

9. JloyKHOCTHAst MHCTPYKIHS CEKpPeTapst OpraHu3auu
(Ha mpuMepe KOHKPETHOM OpPraHU3alVH).

10. IIpoGneMbl  TMJIAaHUPOBAaHUS W OpPTaHU3ALUHU
pabouero HS cekpeTaps (110 COBPEMEHHOM TUTeparype).

11. Ponp cekperapss B OpraHu3allud  XpaHEHUs

oco0eHHOCTH cOopa




Kon Nuaukarop
UH/IUKATOp JOCTHKEHUS OreHouHBIE CpeACTBa
a KOMIIETEHIIMH
JIOKYMEHTOB, COIPOBOKIAOIINX KOH(EepEeHTHOE
MEpOINpUITHE.
12. OprannzanMoHHbIE M TEXHHYECKHE MPOOIEMBI
HOJIOTOBKH KPYIHBIX COBEIAHUH.
[1K-1.3 Opranuzyer KonTposbnas padora
pabouee Bpems, | 3anonHuB Tabauiy, paspaboTaiiTe IUIaH U pacKpoiTe
(yHKIMOHATIBHOE | OCHOBHOE COJIEp)KAaHHE OPTaHMU3aLUH MTPE3CHTALUHN KaKOT0-

IIPOCTPAHCTBO CBOE
U PYKOBOJIUTEI,
OpraHU3aI[IOHHO
COIPOBOXKIAET
paboune Mpoleccs
PYKOBOJUTENS

100 MPOAYKTA WU YCIYTH (DUPMBI.

Bapuanr
CTyJICHTa
TeMblI'eMa:

Oran

1. Onpenenenne
MEpOTIPUATHS

2. Boibop wmecra u BpemeHH
[TPOBEICHUS (xoH(pepeHI-3a1
OpraHM3ali WU apeHI0BaHHOE
[IOMCIICHHE, €ro INIOMAah M CI0C00
[paccaiki y4aCTHUKOB - B 3aBHCHUMOCTH
OT UX KOJIMYECTBA).

3. Ocku3bl 2 (OByX) IJIAKaTOB:
Kakue ¢Gpa3el W B COINPOBOXICHHUU
KaKUX WIUTIOCTPAINi TOMECTHTE.

4. Bun n macmrad o6opynoBaHusy
1 yKpalieHus 3aja (MaKeThl IPOAYKIIUH,
CTCHJIbI, KOMITO3UIINN W3 KaKUX IBETOB
[pueMiieMbl ISl JaHHOTO  Cily4as,
[IPSIYCMOTPEHO JIK  CONPOBOXKICHHE
IEMOHCTpAINH 1001 JerycTaluu
IeBYNITKAMU-MOJICIISIMH | T. 11.)

HUMEHHOH|
KOMITaHHUH,

5. Dcku3 Oeimka,
KapTOUKHU COTpYJHHUKA
KOTOPBIN BCTPEYAET IOCTEN.

6. Onpenenenne JOKIaIYUKOB II0|
TeMaM, cOOp TE3MCOB JIOKJIAOB.

7. CocraBieHue 0a3bl TaHHBIX IS
[PAacCCbUIKM MpUIJallleHud (ayauTopus,
YPOBEHb, CTENEHb 3HAYUMOCTU M T.II.).
KOHTUHIeHT MNpUIMalIeHHbIX (Kakue
OpraHu3aly  NPEIACTaBIAIOT,  POJ
3aHSITHII), KOJIMYECTBO YYACTHUKOB.

8. [Ipenycmotrpeno |
[IPUTIAIICHUC BBICOKOITOCTABJICHHBIX]
COCTEMN.

9. Cocrasnenue
[pacchuIKa
ITAaHHBIX.

HPUTJIAIICHUS,
npurianieHuii  mo  0ase

10. MakeTt npuriIacuTeIHHOTO.

CocraBieHne  IpenBapUTENBHON
peaBap [IprOau3nuTENbHO

CMETBI MEPOIPUSTHSI.




Kon Nuaukarop
WHIUKATOP IOCTHKEHUS OrneHOYHBIC CpPEICTBA
a KOMIIETEHIINHU

ITouck CIIOHCOPOB MEpPONPUATHS
(B ciryyae HEOOXOAMMOCTH ), TOATOTOBKA]
CIIOHCOPCKHX IAaKETOB.

Pexnama wmepomnpustus B CMU,
TEMaTHYECKHUX U3JIAHUSX, HA|
CHeIHaTM3UPOBAHHbIX cailTax. B kakux|
M3IaHUSAX  [OMECTHTEe HWH(POPMAIUIO
(TIepeurciauTh), KaKoTO pona
(pexiiamHoe 00BSIBIICHHE,
MH(pOpMaIIMOHHAS CTAThs U T.I1.).

Opranuzanus IpeaBapUTENbHON
[PErUCTpalMM  JCJIEraToB, COCTABJICHUE
CIIMCKA.

bponupoBanue  TOCTHMHHI  IIO
3asIBKaM. (HazBanue TOCTHHHIIHI,
[IpUMEpHOE KOJIMYECTBO HOMEPOB).

Apenna MOMETLICHHUS (ero|
[UIOI[alb  3aBUCHT OT  KOJHMYECTBA|
neneraroB). Kakoe mnomemieHue B
[paMKax Ballero ropoja BaM IMOJIXOJIHT,
o0ocHYHTE.

[ToaroroBka PEKIIaMHO-,
[IPE3EHTALIMOHHBIX MaTepHuaoB.
[[pe3eHTallMOHHBIN TNAKEeT BKJIIOYAET B
ceOs: makeT (WIM IUIOTHYIO TMAfKy),
[anKy TUISt MH(POPMAITMOHHBIX
MaTepuasioB  KOH(QEpeHIMH, PYUKY,
OJIOKHOT JJis 3amuceil. OTH MaTepuabl
NOJDKHBI ~ OBITH ~ M3TOTOBJEHBI (|
JIOrOTUIIOM ~ MeponpusATus, a B
OJIOKHOTaX MOXHO YKa3aTb IOBECTKY]
THS, [EpPEeYUCIUTh  [ApTHEPOB U
crioHcOopoB. Taxke B IAkeT CIOHCOPS
MOTYT BJIOKHUTH pEKJIAMHbIE MaTEPHUAIIBL,
MUHU-TIPE3EHTHI.

[IponymbiBanne BapUaHTOB
MU TaHUS JIEJIEraToB. Bo3moxHO
[PUBJICUCHUE KEHTEPUHT OBbIX|
KOMITaHU I JUIS OpraHu3aluy|

[IPUBETCTBEHHOIO Kode-Opeiika u B
[epepblBE  MEXIY 3aceJaHusMU -
¢dypiera. [Tpu JIOCTHOKCHUH]
TOTOBOPEHHOCTH C Kade WIIN
[PECTOpPaHOM, HaxOMSIIUMCS  BOJH3H|
MecTa MPOBEACHUST MEPOTPUATHS HIH B
TOCTHHUIIE, JeneraTam MOTYT
BbIIaBAaThCSI  TAJOHBl HAa  MUTAHUE
(3aBTpak, 00e, y)KuH).




Kon Nuaukarop
WHIUKATOP IOCTHKEHUS OrneHOYHBIC CpPEICTBA
a KOMIIETEHIINHU

Korna, KaKkoM
[IPOJIOJKUTENLHOCTBIO, B Kakol (opme
OyZeT MPOXOIUTh OOCICHHBIN MepephIB
1 QuHATBHBIA QypHIET WX Y)KHH.
CocTaBUTh MEHIO (3aKyCKU U HAITUTKH).

20. MakeT KyBepTHOM KapThl.

[ToaroToBKa MPE3EHTAIMOHHOTO U
NIPYyroro TEXHUYECKOTO O0O0pYIOBaHUS]
(kakoe Oynere WCII0Ib30BATh).
[IpenycMoTpeH M B NpOrpaMme]
BUICODUIBM MM PEKIAMHBIA  POJIHK

(IIPOIOIKUTEIIEHOCTD, OCHOBHO€]
conepxanue). B dyem Oyner cocTosTh
M3FOMHUHKA (KyIbMHHAIHS

o(uIMaNbHOM YacTH).

Kakue rpaduveckue marepuabl
[UIAHUPYETE  HCIIOJIB30BAaTh  (CXEMBI,
rpaduku, pucynkn)? C Kakoi 1enpro?

My3bIKaJIbHOE  COMPOBOXKICHUE
[Ipe3eHTaluu (Kakoro pojia KOJJIEKTUB,
YHCIIO Y4aCTHHUKOB,
[TPOJIOKUTEIIBHOCTh BBICTYILICHUS,

penepryap).

TupaxxupoBanue  HEOOXOAMMBIX
MaTepuaoB. HNudopmaninoHHbIe
MaTepuabl, TE3UChI JIOKJIaJIOB,
[TpE3EHTAlMK HA IUCKaX U T.II..

3aka3 TpaHCHoOpTa U JIOCTaBKa
7leneratoB K MECTy  IPOBECHUS
KoHpepeHnmu U oOpatHo. K Kakoif
¢upme obOpaTtuTech, mpuemseMas JyIs
Bac MapkKa aBTOMOOMJIS, MX KOJIHYECTBO.

Opranuzanus nocyra. DKCKypcHs
ISt MHOTOPOJIHUX JIeNIeraToB,
OpraHM3anys KOHLEPTHOM NpPOTrpaMMBl,
oy v T.. B yem Oyner 3akirodarbes
HeoduIManbHas, KyJbTypHas  4YacTh)
MEpONPHUATHS

3aKynka CYBEHHUPOB, I10/apKOB.
Kakoro pona IJIAHUPYETCS
[pa3gaToOuHBIA M CYBEHUPHBIH MaTepual
(kakoro  cojaepaHus  OYKIETHI U
[paiChl, KaKoil MojapuTe CyBEHUP U C
KakuM H300paskeHrEM).

28. Pa3pabotka TOKYMEHTOB
(IMIIIOMOB, CepTU(PHUKATOB) 00 y4acTUH
B IIPE3EHTAIMN. DCKU3 IUIUIOMA.

IloaroroBka 3aKpbIBAOIIN X




Kon Nuaukarop
WHIUKATOP IOCTHKEHUS OrneHOYHBIC CpPEICTBA
a KOMIIETEHIINHU

TOKYMEHTOB  JJIsi  TIPEICTaBUTENCH
IOPUINYECKUX JIAI (OpUTHHAII CYeTa,
cueT-GpaKkTypa, akT  BBIOJHEHHBIX
pabdor).

Pa3pabotka PETHCTPAIIOHHON
(bOpMBI ISl JIEJIeraToB.

[MonroroBka  MHGOPMALMOHHBIX
MaTepuasioB KoH(pepennuu. [Iporpammal
(pernamMeHT) KOH(EpPEeHINH, TE3HCH]
TOKJ1a/10B u COIIPOBOTUTEIIHHBIE]
MaTepuaibl K HUM (CXEMBbI, TaOJIUIbI U
T.1.), (OPMBI HUTOTOBBIX pEIICHUH,
QHKETHI, OIIPOCHBIE JIMCTHI.

[ToaroroBka MaTEpUAIIOB
[pE3CHTAIIH ISt ounmansHON
MyOJIMKAalMu M PAacChUIKU (B Cllydae
HEOOXOIMMOCTH ) neneratam "
NpoQUIBHEIM YyYpexaeHHsM. B kakue
M3AHUS ~ OCYHIECTBUTHCS — PacChUIKA,
YKQKHTE CPOKH.

IIK-2 CnocobdeH ocCymecTBJAATh JOKYMEHTAIlHOHHOEe o0ecrieyeHHe YIPAaBJICHUS

OpraHus3anmen

[1K-2.1 Opranuzyet U IIpakTnueckoe 3aganue 2
periaMeHTupyeT OnpenenuTts JOIKHOCTHON COCTAaB MPOTOKOJIBHOM
JOKYMEHTHPOBAHU | TPYIIIEI IPEAIPUSLTHS.
€ yIpaBJIeHYECKOH CocTtaBbTe MakKeT MOJ0XKEHUS O IPOTOKOJIbHON
JEeTENbHOCTH B | IpyIIIE€ OpraHu3aInH.
OpraHu3anuu KonTposbnas padora

3anosHuB TaOIUIly, pa3paboTaiTe MIaH U PaCKPOUTe
OCHOBHOE COJIepKaHKNE OpTraHU3alluy MPE3eHTALNU KaKoTro-

100 NPOAYKTA WIIH YCIYTH (GUPMBIL.

Oran

Bapuant
CTyICHTA

1. Onpenenenne TeMbl MEPOIIPUATHS

Tema:

2. Bwibop Mecta U  BpeMeHH
rpoBeAeHUsT (KOH(EPEHII-3a1 OpraHu3aIliy|
WM apeHJOBaHHOE  TMOMEIEHUE, €ro
[JI01a/1b U CIOCO0 paccajki YYacTHHUKOB -
B 3aBUCHMOCTHU OT X KOJIMYECTBA).

3. Ocku3bl 2 (OBYX) MIAKATOB: KaKHe
dpasbl W B  CONPOBOXKICHHH  KaKHX|
MJLTIOCTPAINi TOMECTHTE.

4. Bug u macmrad o00pyAOBaHUS U
yKpamieHus: 3aja (MakeTbl HpPOAYKIHH,
CTEH/Ibl, KOMITO3UIIMHM M3 KaKUX I[BETOB
[pyueMJIEMbl  JUI1  JAHHOTO  cilydas,
[IPEYCMOTPEHO 0% COIIPOBOKICHHUE




Kon Nuaukarop
WHIUKATOP IOCTHKEHUS OrneHOYHBIC CpPEICTBA
a KOMIIETEHIINHU

TEMOHCTpALIHI 1503051 JIerycTaluu
IEBYIIKAMU-MOJICIISIMH | T. 11.)

5. Ocku3 Oeiika, UMEHHON KapTOYKH
COTpYJHHMKA KOMITaHHH, KOTOPBII BCTpeYaeT|
FOCTEH.

6. OrnpeneneHue JTOKJIATYUKOB 10
TeMaM, cOOp TE3UCOB JIOKJIAJIOB.

7. CocraBiienne 0a3bl JAHHBIX IS
PACCBUIKM  TMPUIJIAIICHUH  (ayIuTOpHs,
YPOBEHb, CTENEHb 3HAYMMOCTH U T.I.).
KoHTHHTEHT MPHUTJIAMICHHBIX (kakue
OpTraHHU3aIMK TPEICTABISIIOT, PO 3aHITUN),
KOJIMYECTBO YUYaCTHHKOB.

8. IlpenycMOTpeHO 1M MpUTIAIICHHE
BBICOKOIIOCTABIICHHBIX TOCTEH.

9. CocraBinenue MIPUTJIAIICHUS,
[pacchlIKa NPUIIALICHUH 110 0a3e TaHHbIX.

10. MakeTt npuriacuTeIbHOTO.

CocrapieHnue MIPEIBAPUTEIIHHOM]
CMETBhI MEPOTTPHUSITHSI.

[TpuGmm3uT
eIILHO

[louck cnoHcopoB MeponpustTus (B
cillyyae  HEOOXOJUMOCTH),  IOJTrOTOBKA
CIIOHCOPCKHX IAKETOB.

Peknama wmeponpusatus B CMU,

TEMATUYECKHUX W3aHUSAX, HA|
CIICLIMAJIM3UPOBAHHBIX canTax. B kakux
M3JaHUSIX MMOMECTHUTE nHpOopMaIrIo

(mepeyncnuTh), Kakoro poja (pekiaMHOe
00bsiBIIeHNE, WH(POPMAIMOHHAS CTAaThi U
T.11.).

Opranu3zanus IIpEeIBapUTEIIBHON
[pErUCTpallMy  JIEJIEeraroB,  COCTaBJICHUE
CIIMCKA.

BpoHnpoBaHMe TOCTHHUIIL 110 3asBKaM.
(HazBanue TOCTHHUIIBI, MIPUMEPHOE
KOJINYECTBO HOMEPOB).

ApeHnga momenieHus (€ro IUIOIIAIb
3aBUCHT OT KOJIMYeCcTBa JeineratoB). Kakoe
[MOMEIIICHUE B paMKax Balllero ropoja BaM
[MOIXO0JIUT, OOOCHYMHTE.

IToaroroska pEKIaMHOA
[pe3eHTallMOHHBIX MaTepHalIoB.
[Ipe3eHTaIllMOHHBIN aKeT BKJIIOYAET B ceOs:
MakeT (WiIM IUIOTHYIO TAankKy), Manky Juis]
H(pOPMAaIMOHHBIX MaTepUajoB
KOH(MEepeHIIMH, pPY4Ky, OJOKHOT [
3anuceil. DTW MaTepuaibl JOJDKHBI OBIThH

M3T'0OTOBJICHBI C JIOT'OTHIIOM MCPOIIPUATHSA, A




Kon Nuaukarop
WHIUKATOP IOCTHKEHUS OrneHOYHBIC CpPEICTBA
a KOMIIETEHIINHU

B OJIOKHOTaX MOYKHO YKa3aTh IIOBECTKY JHS,
[EepPEeYUCIUTh MApTHEPOB M  CIOHCOPOB.
Taxe B MAaKET CIIOHCOPBI MOTYT BIIOXKHTb
[peKJIaMHBblEe MaTepHUasIbl, MUHU-TIPE3EHTBHI.

[IponyMmbIBaHWE BapUAHTOB IMHTAHUS
TeJIeraToB. Bo3mMoskHO MIPUBJICUYCHHUE]
KEHTEPUHT OBBIX KOMIIaHUHU sl
OpraHu3aly  MPUBETCTBEHHOTO  Kode-
Opeiika U B MepephIBE MEXY 3aCeTaHUSIMU
- ¢dypiera. [Ipu JIOCTYKCHHH|
TOTOBOPEHHOCTH C Kae WM pPecTopaHoM,
HaxOSIIUMCST BOJIM3M MeECTa TPOBEICHUS
MEpOTPUSITHS WIM B TOCTUHHMIIE, JIeJieraram|
MOT'YT BbIIaBaTbCs TaJOHbl Ha MHUTAHUE
(3aBTpak, 00e, y)KHH).

Korna, xakoil mpoaonKUTEIbHOCTBIO,
B Kakoii Qopme Oymer TPOXOIUTH
00CIECHHBI  TIepephlB U (PUHAITBHBIN
¢dypmer wim  yxuH. COCTaBUTH MEHIO
(3aKyCKHU M HAIIUTKH).

20. MakeT KyBepTHOH KapThl.

HOI[FOTOBKa MNPE3CHTAIUOHHOTO U
AIpyroro TCXHHUYCCKOI'O O60py,Z[OBaHI/I$I

(xaKoe Oynere MCTIOJb30BATH).
[lpenycMOTpeH 1M B IIpOrpamme
BUICODMIBM WM  PEKIAMHBIA  POJIUK
(TPOIOIKUTENEHOCTb, OCHOBHO®

comepxanue). B uem Oyaer cocToATH
M3IOMUHKA (KyJIbMUHAIMS — O(QUIIHAIBHOMN
YacTH).

Kakue rpaduyeckue  MaTepualsl
[UIaHUpYeTe MCTIOJIb30BATh (cxemsl,
rpaduku, pucyHku)? C Kakoi 1esbio?

My3bikanbpHOE COIIPOBOXKICHUE
Mpe3eHTalMu (Kakoro poja KOJUIEKTUB,
UUCIO0 YYaCTHHUKOB, MPOJOJIKUTCIBHOCTD|
BBICTYIIJICHUS, pENepTyap).

TupaxupoBanue HEOOXOIUMBIX|
MaTEpHaJIOB. WNudopmannoHHble
MaTepHabl, TE3UCHI JOKJIa10B,

MPC3CHTAMN HA JUCKAX U T.II..

3aka3 TpaHCHopTa MW  JOCTaBKa
niesieraToB K MECTy IIPOBEJCHUS
KoH(pepeHu U oOpatHo. K kakoil dpupme
oOpartutech, Tpuemiemas IJs Bac Mapka|
ABTOMOOWMJISI, UX KOJIMYECTBO.

Opranm3anus gocyra. DKCKypCcus IJist

MHOTI'OPOJHUX JCJICTraToB, OpraHu3anusii




Kon
WHUKATOP
a

Nuaukarop
IOCTHKEHUS
KOMIIETEHIINU

OueHoYHbIE CpEeACTBA

KOHLIEPTHOM IIPOTrpaMMBbl, II0Y U T.1I. B uem
OynmeTr  3akiro4aThCs — Heo(UIMaTbHAs,
KYJIbTypHast 4aCTh MEPOTIPUSITHS

3aKkynka  CYBEHHUPOB,  IOJApKOB.
Kakoro pona miaHupyercs pas3iaToOuHbIN Y
CYBEHHUPHBII MaTepuan (xakoro|
cojlepxkaHusi OYKJIEThl M TMpalchl, KaKou
[oJapuTe  CYBEHHMp U C  KaKuMm
M300paskeHNEM).

28. Paszpabotka JIOKYMEHTOB
(IMIuIoMoB, cepTu(UKaToB) 00 ydyacTHH B
[pe3eHTaIK. JCKU3 JTUIIOMA.

[ToxroroBka 3aKPBIBAIOIIHX|
ITOKYMEHTOB TUTSI MIpeJICTaBUTENICH
FOPUIMYCCKUX JUI] (OpUTHHAJT CYETa, CUeT-
(hakTypa, aKT BBINOJIHEHHBIX PaboT).

Pazpabotka pETUCTPAlMOHHOMN
(hOpMEI JIJIS IeTIeTaToB.

[MoxroroBka UH(POPMALMOHHBIX
MatepuanoB kKoHpepeHmuu. IIporpammal
(periameHT) KOH(EpeHIINH, TE3HCHI
ITOKJIa/I0B ¥ COMTPOBOIUTENLHBIC MaTePHAIIbI
K HUM (CXEMbl, TaOMUIBI U T.A.), GOpMBI
MTOTOBBIX PCIICHUHN, AHKETBI, OIPOCHBIC
UTHICTBI.

[ToaroroBka MaTEPUAIIOB
[Ipe3eHTaIH ISt ounnanbHOM
MyOJaMKalMu M pacchbUIKM (B ciIyvae
HE00XO0AUMOCTH) Jieneratam u
MpoGUIbHBIM  ydpexaAeHusM. B  kakue
M3 TaHHS OCYILLIECTBUTHCSA pacchlika,

YKa)XHTE CPOKH.

[1K-2.2

Opranusyer u
periiaMeHTHpyeT
JIOKyMEHTO000pOT
B OpTraHU3aIIH

IIpakTnyeckoe 3axanue 3

JlaiiTe MICbMEHHbIE OTBETHI Ha CJIEAYIOIINE BOIPOCHL:

- Oxapakrepusyiite  paboTy  cekperaps ¢
uHpopManuel s pyKOBOJAUTEINS, METOAUKY IMOATOTOBKU
JIOKJIAZIOB, BBICTYIUIGHUM, CIPaBOK, OCOOCHHOCTH cOopa
UHpOPMALINUU IS COBEILIAHUS.

- KakoBbl mpaBuina mnpuemMa u  00pabOTKH
MOCTYMAIONIMX  JIOKYMEHTOB IO  Pe3ylbTaTM  paboThI
KOH(EPEHTHOTO MEPONPUATHUS.

- Onummmre cekperapckue OO0s3aHHOCTH IO
MOJITOTOBKE JOKYMEHTOB K KOH()EPEHTHOMY MEPOTIPUSITHIO.

- Onummmre cekperapckue OO0s3aHHOCTH IO
MOJTOTOBKE HMCXOSIINX JTOKYMEHTOB (JIOKyMEHTOB K
OTIIPaBKE) MO pe3yibTaTaM KOH()EPEHTHOIO MEPOTIPUATHS.




Kon Nuaukarop
UH/IUKATOp JOCTHKEHUS OreHouHBIE CpeACTBa
a KOMIIETEHIIMH
[1K-2.3 Opranusyer, IIpuMepHBIEe BONIPOCHI K 324€TYy € OLEHKOM
periiaMeHTupyeT 1. KomnernanpHble OpraHbl  yIpaBJICHUS: BUJIBI,
OIIEpaTUBHOE CTPYKTYpa, QyHKLIUH.
XpaHeHHe u| 2. Ponp cekperaps B COBPEMEHHOM YIIPaBJIEHYECKOM
UCIIOJIb30BaHUE anmapare MU B CTPYKType KOJUIETHAIbHBIE OpPraHbl
JIOKYMEHTOB B yIpaBJICHHSL.
OpraHu3aluu 3. IIpodeccuonanpupie  TpeOOBaHHS K  CEKpeTapsM
KOJIJIETHAJIbHBIX OpraHoB B Poccun u 3a pyoOexom.
4. TlporoxonbHas Tpylmna OpraHU3alMH: Leb, (YHKIUH,
JOJPKHOCTHOM COCTaB.
5. Pernamenranus nesTelbHOCTH IPOTOKOJIBHOMN TPYIIIIBI.
6. Permamenranus JesTeNbHOCTH pabOTHUKOB
IIPOTOKOJIHOM TPYIIIBI.
7. KoHbepeHTHbIE MEPOIIPUATHUS: BHU/Ibl, HA3HAUCHHE.
8. Ilopsnok opraHuzanuu M MPOBEAEHUS KOH(EPEHTHBIX
MEPOIPUATHIH. Crnenuduka OpraHu3anuu
KOH(EPEHTHOTO MEpOIPUATUS B 3aBUCHUMOCTU OT
YPOBHS YIIPaBJICHHUS.
9. Tunmsl coBemaHuii W mnpaBwia HX MOATOTOBKU U
OpraHu3alyH.
10. loxymeHTHpOBaHue coBellaHui 1 3acepanuil. [lopsaok
COCTaBJICHUS, OQOPMIICHUSI U XPaHEHUsS IPOTOKOJIOB.
[IpaBuna opopmiieHHs! BEIMMCKU U3 IPOTOKOJIA.
11. OcoGeHHOCTH OpraHu3aluK 3aCeAaHUN KOJUIETHATbHBIX

OpraHoB. OcobenHoctu AOKYMCHTHPOBAHUS 3acez[aHI/H71
IIOCTOSAHHO I[CI\/JICTByIOHII/IX KOJUICTHAJIBHBIX OPraHoOB.
OcobeHHOCTH OopraHu3anuvu Mpe3CcHTaluu.




[TpomMexxyTodHast aTTeCTalus MPOBOIUTCS B PopMe 3aueTa ¢ OlEHKOM.
3aueT ¢ OLEHKOW MO JaHHOW NUCHUIUIMHE JUIsl CTYACHTOB MPOBOJUTCS B (JOpME TECTUPOBAHUS C
y4€TOM pe3yJbTaTOB, MOJYYCHHBIX CTYJCHTOM B TMPOIECCE BBITOJIHEHUS MPAKTUUYECKHUX
3aJJaHu#, KOHTPOJIbHOU PadOTHI M MPOMEKYTOUHBIX TECTOB.
[TokazaTenu u KpUTEpUU OIICHUBAHUSI K3aMEHA:
— Ha OIEHKY «OoTIH4YHO» (5 0OamioB) — oOydaroumuics AEMOHCTPUPYET BBICOKUN YPOBEHD
c(OPMHPOBAHHOCTH KOMIIETECHIMI, BCECTOPOHHEE, CHCTEMAaTHYEeCKOe W TIIyOOKOe 3HaHue
yueOHOro Martepuasga, CBOOOJHO BBIMOJHSET MPAKTUYECKHE 3a/laHus, CBOOOJIHO ONEpUpYET
3HAHUSIMH, YMCHHUSIMH, TPUMEHSET UX B CUTYAIlUSIX TOBBIIICHHON CII0)KHOCTH.
— Ha OLEHKY «Xxopomio» (4 Oamia) — oOyyaroluiics IEMOHCTPUPYET CPEIHHN YpPOBEHb
c(OPMUPOBAHHOCTH KOMIICTEHIMI: OCHOBHBIC 3HAHUS, YMEHHS OCBOCHBI, HO JIOIYCKAIOTCS
HE3HAYUTENbHbIE OIIMOKH, HETOYHOCTH, 3aTPyJHEHHS TMpPU aHAIUTUYECKUX OIEepalusx,
NepeHoCce 3HAaHUU U YMEHHI Ha HOBbIE, HECTAaHAAPTHBIE CUTYalIUH.
— Ha OLICHKY «YyIOBJIETBOpPUTENBbHO» (3 Oaymna) — oOydaromuiics NeMOHCTPUPYET MOPOTOBBIi
YpOBEHb CHOPMUPOBAHHOCTH KOMITETEHITHI: B X0JI¢ KOHTPOJILHBIX MEPOIPHUITHN JAOMYCKAIOTCS
OIIMOKHU, TPOSBISAETCS OTCYTCTBHE OTIECNbHBIX 3HAHUM, YMEHUW, HABBIKOB, OOYyYarOLIUICS
WCIBITHIBACT 3HAYUTENIbHBIC 3aTPYJHEHUS MPH OMEPUPOBAHUU 3HAHUSMU U YMEHUSIMU TPU HUX
[IEPEHOCE HAa HOBBIE CUTYaLIUU.
— Ha OLICHKY «HEYJOBJIETBOPUTENHHO» (2 Oanna) — oOydarouuiicss 1eMOHCTPUPYET 3HAHUS HE
Ooonee 20% TEOpPETHUYECKOTO MaTepHalia, JOMYCKAeT CYIICCTBCHHBIC OINMUOKHA, HE MOXKET
MOKAa3aTh UHTEIJICKTyaIbHbIe HABBIKU PELICHHS MPOCTHIX 3a/1ad.
— Ha OILICHKY «HEYAOBJIETBOpUTEILHO» (1 Oat) — oOydaromuiicss He MOKET MOKa3aTh 3HAHUS HA

YPOBHE BOCIIPOU3BCACHUS U 00BsACHEHHS I/IH(bopMaI_[I/II/I, HE MOJKCT IIOKAa3aTb UHTCIIJICKTYAJIbHBIC
HAaBBIKW PCIICHHA ITPOCTBIX 3a/a4.



