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JIdcT akTyajm3anuu padoueil mporpamMmbl

Pabouas mporpamMma rnepecMoTpeHa, 00CykaeHa u 0100peHa s peanusaruu B 2026 - 2027
y4eOHOM rojy Ha 3acefnanuu Kadeapsl [lemarornyeckoro oopa3oBaHus U

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

Pabouas mporpamMma nepecMoTpeHa, 00CykaeHa u o00peHa s peanusaruu B 2027 - 2028
y4eOHOM rojy Ha 3acefnanuu Kadeapsl [lemarornyeckoro oopa3oBaHus U

IIporokonm ot 20 r. No
3aB. kadenpoii C.C. Benukanona

Pabouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2028 - 2029
yueOHOM roy Ha 3acenanuu kadenpel [legarorndeckoro o0pa3oBaHus U

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

PaGouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena s peanusanuu B 2029 - 2030
y4eOHOM roj1y Ha 3acenanuu Kadeapsl [lemarornyeckoro oopa3oBaHus U

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







1 Leau ocBOeHMS TUCHUNIIMHBI (MOIYJIA)

[enssmMu ocBoeHUST AUCITUTIIMHBI «OCHOBBI CEKPETAPCKOTO OOCTYKUBAHUS
SIBJISIFOTCS: O3HAKOMJICHHE CTYJEHTOB C OPraHU3alMe COBPEMEHHOT'O CEKPETAPCKOTO
o0CITy>)KMBaHUS, @ TAKXKE PACKPBITHE OCHOBHBIX MPo0JIeM JaHHOU MpodhecCHOHATBHOM
JIEITEIBHOCTH.

OcHoBHBIMU 3a7a4amu nipenogaBanus kypca OCO sBusaroTCA:

[] mpocCJIeIUTh CKJIAIbIBAHUE COBPEMEHHBIX TPEOOBAHMUM K CEKPETAPCKOM
JEeITEIbHOCTH;

[] pacCMOTpETh POJIb CeKpeTapel pa3IuIHbIX KaTETOPUA B COBPEMEHHOM
YIPaBJICHYECKOM arnrapare;

[] 03HAKOMUTH CTYJICHTOB C OCHOBHBIMHU JIOJDKHOCTHBIMH O0S3aHHOCTSIMHU
ceKpeTaps;

] chopmupoBaTh IpaKTUUYECKUE MPOPECCHOHATHHBIC HABBIKH.

2 MecTo ATUCHMILIMHBI (MOAYJIs1) B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl

Juctuummna Opranu3anoHHO-UHPOPMALMOHHOE 00eCTIeYeHHE AeITEeIbHOCTH
PYKOBOJIUTENSI BXOAUT B YACTh YU4EOHOTO MJIaHa (POPMUPYEMYIO YIaCTHUKAMH
00pa3oBaTeNbHBIX OTHOIIEHUH 00pa30BaTENbHON MPOTPaAMMBI.

Jis n3yyeHust JUCUUIUIMHBL HE0OXO0AMMBI 3HaHUS (YMEHUs, BIIAJICHNU),
c(OpMHUPOBAHHBIE B pPe3yJIbTAaTe U3YUYEHHs TUCLMILUIMH/ IPAKTUK:

IIpaBoBeneHue

Beenenue B npodeccutro

OCHOBBI apXUBOBEICHUS

OCHOBBI JOKYMEHTOBEICHUS

JlokymeHTOBEICHUE

CoBpemeHHast opraHu3alus Tocy1apcTBEHHbIX yupexaeHuil Poccun

JlenoBas KOMMyHHKAIUSA

[enoBas nepenucka

3HaHus (YMEHUs, BIa/IeHUs ), TOTY4YEHHbIE IPU U3yYEHUU JaHHOMN TUCIUIUINHBI
OyayT HEOOXOAUMBI JJIsl U3YUYEHHUS JUCIUILINH/TIPAKTHK:

ApPXUBBI TI0 TUYHOMY COCTaBY

KondunennuaibpHoe 1€I10MpOU3BOJCTBO

Opranuzanus paboTsl ¢ 00paleHUSIMH TpaskIaH

JlokymeHTanus 1o CONMAIBHO-TICUXOJIOTUYECKOMY PETYJINPOBAHUIO B TPYAOBBIX
KOJUIEKTUBAX

IToaroToBka K ciade u caada rocyJapCTBEHHOTO K3aMeHa

ITpon3BoacTBEHHAs — IPEAAUILIOMHAs PAKTHKA

VYrpasneHne JOKyMEHTaMH U 3allACSAMH B CUCTEME MEHEI)KMEHTA Ka4eCTBa

3 Komnerenuun o0y4aromerocsi, popmupyemblie B pe3yJbTaTe 0CBOCHUS

AUCHUILIMHBI (MOYJIs) M IJIAHMPYeMble pe3yJIbTaThl 00y4eHH s

B pesynbrare ocBoeHus AUCHUILINHBI (MOAYs) «OpraHU3aluoOHHO-
nHpOpMaIMOHHOE 0becrieueHHe AeITeTbHOCTH PYKOBOIUTEN 00yUarOIUICs TOHKEH
o0yazaTh CIEAYIOIIMMU KOMITETEHIIUSAMU:

KO,}I HHAUKaTopa I/IH}II/IKaTOP JOCTHKEHUS KOMIICTCHIIN

YK-6 Crocoben YIIPAaBJIAITL CBOUM BPpCMCHEM, BBICTPAUBATh U PCAJIM30BLIBATL TPACKTOPUTIO
CaMOpPAa3BUTHUA HAa OCHOBC IIPUHIIUIIOB 06pa3OBaHI/I$I B T€UEHHE BCEH KU3HU

YK-6.1 Hcnonb3yeT HHCTPYMEHTBI U METO/IBI YIIPABJIECHHS BPEMEHEM IIPU
BBITIOJJHEHUM KOHKPETHBIX 3a/1a4, IIPOEKTOB, ITPU JOCTUKEHUU
IOCTaBJICHHBIX I1eJIel







YK-6.2 Omnpenensier IPUOPUTETH COOCTBEHHON ACSITETbHOCTH, IMYHOCTHOTO
pa3BUTHA U TIPOHECCHOHATHLHOTO POCTa

YK-6.3 OuenuBaeT TpeOOBaHUs PHIHKA TPYAA U IMIPEII0OKEHUS 00pa30BaTEIbHbIX
YCIIYT JUIS BRICTPAMBAHUS TPACKTOPHH COOCTBEHHOTO
podeccHoHaIbHOrO pocTa

[TK-1 Crioco6eH ocymecTBIsATh OPraHU3alMOHHOE, JTOKYMEHTAIIHOHHOE 1
nH(OpPMAIIMOHHOE 0OecneueHHE AeSITeIbHOCTH PYKOBOIUTENS] OpraHH3auu

IIK-1.1 Opranuzyet 1 00ecreunBacT JOKyMEHTAlMOHHOE CONPOBOKACHHE
ACATCIIBHOCTH PYKOBOJUTCIIAA HAa OCHOBC BHCIIHHUX U JIOKAJIbHBIX
HOPMATUBHLIX dKTOB

IK-1.2 OpranusyeT nHGOPMAIIMOHHOE U JOKYMEHTAIIMOHHOE B3aUMOJICHCTBUE
PYKOBOIMTEIS C MOCETUTENSAMU, OAPa3ACICHUSIMH, TOTKHOCTHBIMH
JUIAMH TTapTHEpaMU

IK-1.3 Opranusyet pabouee Bpems, (pyHKIIMOHAIBHOE TPOCTPAHCTBO CBOE U
PYKOBOANTEIS], OPTaHU3ALMOHHO COIPOBOXKIAET paboUre IPOLECChI
PYKOBOIUTEIS







4. CTpykTypa, 00b€M U copepkaHue JUCHUILIMHBI (MOTYJISA)

OO6mias TpyA0€MKOCTh TUCIHUILUIMHBI COCTABIISIET 4 3aueTHBIX equHull 144 akaj. 4acoB, B TOM

qHce:
— KOHTaKTHas pabora — 61,2 akaz. 4acos:

— ayauTopHas — 54 akaj. 4acos;

— BHeayAUTOpHasi — 7,2 aKajl. 4acos;

— camocTosTenpHas pabora — 47,1 akaj. 4acos;

— B (popme npakTudeckoil moaroroBku — 0 akai. yac;

— MOATOTOBKA K 3K3aMeHy — 35,7 akaj. yac

<DopMa aTTeCTaluu - 3K3aMEH

AynuropHas = o
KOHTaKTHas paboTta E z dopma TeKyIero
o
Pasen/ Tema 5 (B akan. 4acax) s X Bun KOHTPOJIS Ko
N — S 5 G | caMocTOATeNBbHOM |  ycneBaeMoCTH U PR—
£ = .
3 o & paboThI [IPOMEXKYTOTHOM
na6. | mpaxr. | € &
Tlek. . 1 28 aTTeCTaluu
3aH. 3aH. | O &
1. HopmaTuBHO-MeTOIMYECKHE
OCHOBBI OpPraHU3aIHOHHO-
UH()OPMAIIIOHHOTO 00ecIeueH s
JIESITEIBHOCTH PYKOBOTUTEIIS
Koncnexr
1.1 Ponsb cexperapsi- y1ebuoi " YK-6.1, VK-
CIPaBOYHOI
pedepenra B CTpyKType Beimonuenwue np.3., | 6.2, YK-6.3,
2 4/11 51 JUTEPATYPBI,
JTIOKyMEHTAI[HOHHOTO TECT TIK-1.1, TIK-
BBITTOJTHEHUE
o0ecrieyeHus ynpaBJIeHHs TpCHHPOBOUHBIX 1.2, TIK-1.3
YIOpaKHEHUI
Koncnexr
yueOHOi u VK-6.1. VK-
1.2 HopmartusHo- CIPaBOYHOM .
Brmomanenne tecta | 6.2, YK-6.3,
MeToandeckas 6aza padoThl 2 4/11 6 JUTEPATYPHI, 4 npaxtiveckoro | TIK-1.1, TTK-
cekperaps BBITIOJTHEHHE 12 HI’< 13
TPEHUPOBOYHBIX - '
5 YIOpaXKHEHUH
Koncnekr
. eOHOI 1
1.3 Kareropuu cexperapeit C}l:;aBquoﬁ YK-6.1, YK-
U pabOTHUKOB oduca 6.2, YK-6.3,
6 N 2 4/21 6 JIUTEPATYPEI, BeimonHeHue Tecta K11 TIK
3apyOeIKHBIX U POCCUICKHUX BEIIO/THOHIe -1.1, IK-
KOMITaHU M 1.2, IIK-1.3
TPEHHPOBOYHBIX
yrnpaKHEeHUI
Koncnekr
eOHOI U
1.4 JlenoBble ¥ TMYHOCTHBIE c}ll'[q ABOYHOI Brimonuenue tecta, | YK-6.1, YK-
KayecTBa p 4acTu KOHTpOJbHOM | 6.2, YK-6.3,
2 421 6 JIUTEPATYPHI,
KBaJTH(UIIUPOBAHHOTO paboThI 1 TIK-1.1, TIK-
BBITIOJTHEHHE y
crennannucTa HUTOTOBOI'O TECTA. 1.2, TIK-1.3
TPEHUPOBOYHBIX
yrpaKHEeHUI
HWroro no pazaeny 8 16/61 | 23,1
2. OpraHuzanys 1 TEXHOJIOTUs
OpTaHM3aIMOHHO-
UHPOPMAIIIOHHOTO 00ECTICUYCHHUS







JACATCIBHOCTU PYKOBOAUTECIIS

Koncnekr
2.1 Opranuzanus paboTsl OHOM 1
ceKkperaps, aHAJIUTUYECKUE i o Brmmonnenue tecra, | YK-6.1, VK-
. CTIPaBOYHOI o
(dyHKIMU ceKpeTaps; 9acTH KOHTpoJIBHOH | 6.2, YK-6.3,
2 421 6 JUTEPATYPHI,
opraHusanus padoTsl paboThl [IK-1.1, IIK-
BBIIIOJIHEHHE
CeKpeTapsi, TEXHUUECKHUE HUTOTOBOTO TECTA. 1.2, 1IK-1.3
(byHKIIN cexpeTaps TPEHUPOBOYHBIX
Y yIpa)KHEHUI
Koncnekr
yueOHOM n Brinonuenue VK-6.1, VK-
2.2 Pabouee mecTo CIIPaBOYHOM TecTa , YacTH 6.2. VK-6.3
MOMOIIHUKA PYKOBOJUTEIL, 3 6/21 6 JUTEPATYPBI, KOHTPOJIbHOU HK’- 11 HK,-
YCIIOBHS M PEKUM TpyAa BBIIIOJIHEHHE paboThl 12 1;[I’<-1 3
TPEHUPOBOYHBIX UTOTOBOTO TECTA. - '
YOpaKHEHHUI
2.3 Pabora cekperaps 1o Teol/lgljzggforo
COCTaBJICHUIO U P Brmonnenue tecra, | YK-6.1, YK-
Mmarepuaa, o
0 OPMIICHHIO TOKYMEHTOB, 2 40N 6 IHTEDATYDEL 4acTH KOHTPOJbHOH | 6.2, YK-6.3,
ero 00s3aHHOCTH TIO PATYPEL, paboThI U IK-1.1, TIK-
BBIIIOJIHCHUE
OpraHM3ally UX XpaHEHUs U HUTOTOBOTO TECTa 1.2, TIK-1.3
KOHTPOJIBHBIX
UCIIOIb30BAHUS °
MEPOTPHUATHH
2.4 O6cyxuBaHUE
PYKOBOIHTEIS: OPTaHU3aIlns Nzyuenne Brmonmnenue VK-6.1, VK-
pabouero qHs TEOPETUIECKOr0 KOHTPOJILHOM 6.2, YK-6.3,
3 6/211 6
PYKOBOIUTES; IPUEM MaTepuana, paboTh U IK-1.1, IIK-
nocetureneil; ciryxeOHble JUTEPATypPhI HUTOrOBOTO TECTA. 1.2,1IK-1.3
Tese(OHHBIE NIEPErOBOPHI
Nzyuenne
TEOPETUIECKOTO VK-6.1, VK-
Brinonnenue Beex
2.5 Dx3aMeH Marepuasa, KOHTPOJIbHBIX 6.2, YK-6.3,
: BOITIPOCO B K 3apaHHﬁ TK-1.1, TIK-
K3MEHY, A 1.2, TIK-1.3
JUTEPATYpPbI
HWroro no pazaeny 10 20/81 | 24
HWroro 3a cemectp 18 36/1411 | 47,1 SK3aMeH
Wroro no aucuuminze 18 36/141 | 47,1 3K3aMeH







5 O0pa3oBaTesibHbIE TEXHOJIOTHH

B xone peanuzanuu nporpaMmbl AUCUUILTUHBI «OpraHu3aiiOHHO-UH(POPMAILIIOHHOE
o0ecrnieueHue AesITeNbHOCTH PYKOBOAUTENS» UCIIONBb3YIOTCA 00pa30oBaTeNIbHbIE TEXHOJIOTHH,
HanpaBJieHHbIE HA (OPMUPOBAHKE 3aBICHHBIX KOMIETCHIUN: HH(OPMALMOHHAS JIEKIUS,
CEMHUHAap, MTHTEPAKTUBHbBIC TEXHOJOTUH (JIeKUus — Oeces1a, JeKIusi-11ajor),
nH(}OpPMaILMOHHbIE TEXHOJIOTUH (MCIIOIb30BaHHE MTPE3CHTALIHI, MEAHAPECYPCOB,
cipaBo4HbIX cucteM «[ apanTy», «KoHCynbTaHT +» U 1p.)

NudopmaninoHHO-KOMMYHHUKAIIMOHHBIE 00pa30BaTEIbHBIC TEXHOJIOTHUH :

Jlexuusi-Bu3yaiu3anus — U3J0KEHHE COACPKAHUSI COIIPOBOXKIAETCS Mpe3eHTauei
(emoHcTpalyei yueOHbIX MaTepraioB, IPEICTaBICHHbBIX B Pa3JIMUHbIX 3HAKOBBIX
CUCTEMaXx, B T.4. MWJUTFOCTPATUBHBIX, T'paMueCcKUX, ayJAHO- U BUAEOMATEpUasoB).

[IpakTuueckoe 3ansarue B popMe npe3eHranuu. Yar-3ausatus. Bed-3ansrus.
Tenexondepeniuu. OHIaH-CEMUHAp.

CamocrosTenbHast paboTa CTYACHTOB MOJIpa3yMeBaeT paboTy BBINOJIHEHHE
MPAKTUYECKUX 3aJaHH; HHIUBUAYAIbHYIO paO0OTy B KOMIBIOTEPHOM KJlacce U OMOIMOTEeKe.
Omna HampaBjieHa Ha 3aKpeIyIeHHE U yriIyOJieHne 3HaHUH, MOTYYSHHBIX B X0JI€ ayTUTOPHBIX
3aHITHI U OCBOEHUSI MaTepuaioB 00pa30oBaTeIbHOTO OpTAIa.

OneHka 3HaHUHN MPECTaBIIET COO0M COBOKYITHOCTh PA3IMYHBIX MMOKa3aTeNeil paboThl
CTYJIEHTa B TEYEHHE BCETo Ipoiiecca o0yueHus. [IpomMexyTOUHbI KOHTPOJIb [10 UTOTaM
OCBOEHUS AUCHMILTUHBI BKIIOYAeT dK3aMeH (4 Kypc).

6 YueOHO-MeTOo UYeCcKOe o0ecTieueHHe CAMOCTOATEILHOM padoThl 00y4Yarommxcst

[IpencraBieHo B npusoxeHuu 1.

7 OneHo4YHbIe CPEACTBA IJIsl IPOBEACHHUA IPOMEKYTOYHOM aTTeCTALINH
[IpencraBieHsl B NPUIOKEHUH 2.

8 YuebHo-MeTOoAMUYECKOE M HHPOPMALIMOHHOE 0O0ecnieyeHue TUCIHIIIMHBI

a) OcHoBHas IMTEpaTYpA:

1. Ky3nenos, 1. H. JlokymeHTannoHHoe o0ecriedeHne yrpaBIeHUs [IEPCOHATIOM :
y4eOHUK 1 pakTuky™m aiist By3oB / W. H. Ky3nenos. — 3-e u3 ., mepepa0. u qom. —
Mockga : U3natensctBo FOpaiit, 2025. — 397 ¢. — (Bricmiee o6pazoanue). — ISBN 978-5
-534-16692-7. — Texkcr : anekrponHbIi // OOpa3oBarensHas ardgopma KOpait [cait]. —
URL.: https://urait.ru/bcode/560482 (mata oopamienus: 22.01.2025).

2. loponuna, JI. A. Opranu3zanus U TEXHOJOTHs TOKYMEHTAIIMOHHOTO 00eCTIeueHus
yIIpaBJICHUS : YI€OHHUK U pakTUKyM uist By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢
u3., nepepad. u non. — Mocksa : U3gatensctBo IOpaiit, 2025. — 270 c. — (Bsiciee
obpazoBanue). — ISBN 978-5-534-16016-1. — Texkcr : anekrponHsii // O6pa3oBaTenpHas
wiatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/560116 (nata obpareHus:
22.01.2025).

OpraHu3anvOHHbIE TPOLECCHl : YYeOHUK Ui BY30B/ OTBETCTBEHHBIH pPEIAKTOP
A. H. ITerpoB. — 3-e u3na., ucnp. — MockBa : M3marensctBo HOpaiit, 2025. — 132c. —
(Beiciee oOpazoBanme). — ISBN 978-5-534-20119-2. — Tekct : DIEKTpOHHBIA //
OopazoBarenbHas mnardpopma lOpaiit [caiir]. — URL: https://urait.ru/bcode/568723 (nara
obpammenus: 22.01.2025)

0) JonmosiHuTEILHAS JIUTEpaTypa:


https://urait.ru/bcode/568723

1. JloxymeHTannmonHoe obecnieueHue ynpasienus : yaeOHuk / A. C. I'punbepr u ap. -
M. : OHUTU-TAHA, 2011. - 1 snekrpon. ont. auck (CD-ROM). - 3ari. ¢ TUTYIL. 3KpaHa. -
(Yuebnast  nmteparypa Uil BeIc. W cpeda.  mpod.  obpa3.). -  URL:
https://host.megaprolib.net/MP0109/Download/MObject/2866 (mara oOpamenus: 14.07.2023).
- MakpooOBbeKT. - TeKCT : 35eKTpoHHBIN. - CBeAeHus JocTynHbI Takke Ha CD-ROM

2. Konpmmkuna,  T.b. JlemoBele = KOMMYHHUKAIUH,  JOKYMEHTOOOOpOT |
JIeONpou3BoACcTBO : yucOHuK mius By3oB/ T.b. Kombmmkuna, W. B. lllyctuaa. — 3-¢ usn.,
ucrnp. u jgoi. — MockBa: HMzpmarensctBo  FOpaiit, 2025.— 145c¢.— (Bwicmee
obpazoBanue). — ISBN 978-5-534-14216-7. — Texcr : anmekTpoHHbI // OOpazoBarenbHas

mwiarpopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/562162 (natra  oOpareHus:
19 N9 2NIR)
3. KoxymkoBa, H. B. Crpykrypa nokymeHTta. CuHCTeMbl OKyMEHTAllUU.

YHupHUIUpoBaHHAas CUCTEMa OpPraHU3AIMOHHO-PACTIOPSIUTENLHON JIOKYMEHTAlUU: O0IIue
TpeOOBaHUs K COCTaBIECHUIO U oopmiieHuto : yuebnoe nocodbue / H. B. Koxymkosa ; MI'TY. -
Marnuroropck : MI'TY, 2016. - 1 snextpon. onrt. auck (CD-ROM). - 3arn. ¢ TuTyi. 3KpaHa. -
URL: https://host.megaprolib.net/MP0109/Download/MObject/20594  (mara oOpaiieHus:
14.08.2023). - MakpooObekT. - TekcT : anekTpoHHbIH. - CBeaeHus: AocTynHbl Takke Ha CD-
ROM

4. XKypnansl «Cekperapckoe aeno», «X0opouui cekperapby, «CpaBouYHUK CEKpeTaps
u opuc-MeHemKepay, «Jlemonpon3BoacTBoy. JJocTyn ¢ odUIMaTbHBIX CAHTOB.

B) MeToanueckue yKa3aHus:

1. CamocrosTenbHass paboTa CTYIEHTOB By3a : HpakTukym / cocraButenu: T. T.
Heperuna, H. P. VYpazaea, E. M. PazymoBa, T. ®. OpexoBa ; MarHuToropckuii roc.
texHuueckuid yH-T uM. I'. . HocoBa. - Maruutoropck : MI'TY um. I'. . Hocosa, 2019. - 1
CD-ROM. - 3aru. c TUTYIL. JKpaHa. - URL:
https://host.megaprolib.net/MP0109/Download/MObject/2391 (nata oOpamenus: 28.09.2023). -
MaxkpooObeKT. - TekcT : aneKTpoHHbIH. - CBefieHns AocTynHbI Takke Ha CD-ROM

r) IlIporpammuoe obecnieyenne u MHTEpHET-pecypcsl:

IIporpammHoe ob0ecnieuenune

HanmenoBanue o
o Ne norosopa Cpok neficTBUS JIUIEH3UH
7Zip cB0OOHO pacnpocTpansemoe 10 6eccpodHo
FAR Manager cB00OIHO pactipocTpansemoe [10 OecCpovyHO
Eﬁggip Mozilla cB0OOHO pacnpocTpansemoe [10 6eccpodHo
Bbpaysep Yandex |cBoOoano pacnpocrtpansiemoe [10 OeccpovYHO

IIpodeccnonanbubie 0a3b1 JAHHBIX 1 HH(POPMALMOHHBIE CIIPABOYHbIC CHCTEMbI

HazBanue Kypca Cchlka
OnekTpoHHas 0a3a nmepuoauueckux u3nanuii East View
Information Services, OOO «MIBUC»

https://dlib.eastview.com/

HanmonanpHas HHGOpMaMOHHO-aHATUTHYECKAST URL:

cucrema — Poccuiickuii nuaekc Haydnoro nutuposanust | https://elibrary.ru/project_risc.
(PVHI) asp

DnekTpoHHbIe pecypcbl oubauoreku MI'TY um. I'.1. https://host.megaprolib.net/M
Hocoga P0109/Web

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

Poccuiickas I'ocynapcTBennas 6ubnnoreka. Karaisoru
/catalogues/



https://urait.ru/bcode/562162

9 MaTtepuajibHO-TeXHUYECKOe o0ecnedeHne JUCHUIIMHBI (MOYJIs1)

MaTepI/IaJIBHO'TeXHI/I‘ICCKOG obOecrieueHue JUCLHMITIIIMHBI BKIIIOYACT:

Y4eOHbIe ayIUTOPUH [T IPOBEICHUS TUCTAHIIMOHHBIX 3aHITUH JICKIIUOHHOTO THUIIA:
CTOJ KOMIIBIOTEPHBIN, CTOJ MUCBMEHHBIHN, CTYN 0(DUCHBINA, TOKyMEHT-KaMepa Epson,
ncrounuk 6ecnepedoitnoro nutanus POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelIeHus, KOMIIBIOTEP IePCOHANbHBIN (THII6), mpoekTop ViewSonicPJD7526W,
crkepdon HacronbHbIi Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTHUYeCKasl HaCTOJIbHAS, CTEPEOrapHUTYpa (MHKPO(OH C ITyMOIIOIaBICHUEM),
skpanHactennbiiDigis Optimal-C MW DSOC-11032*2

VYdeOHbIe ayIUTOPUH [T IPOBEICHUS MPAKTHUECKUX 3aHSATHMA, TPYIIOBBIX U
WH/IMBUIYAIbHBIX KOHCYJIbTAIUH, TEKYILIETO KOHTPOJIS U IIPOMEKYTOYHOMN
arrectanuu: CTOJ KOMITBIOTEPHBIN, CTOJI TUCBMEHHBIHN, CTYJI OUCHBIH, JOKYMEHT-KaMepa
Epson, ucrounuk 6ecniepedoiinoro nuranusi POWERCOMIMD-1500AP , kamepa BICOKOTO
paspelIeHus, KOMIIBIOTED IepCOHANbHBIN (THII6), mpoektop ViewSonicPJD7526W,
crrkepdon HacronbHeIi Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTUYeCKasl HaCTOJIbHAs, CTEpeorapHUTypa (MUKPO(QOH C IIyMOTIOaBICHUEM),
skpannactennbiiDigis Optimal-C MW DSOC-11032*2

[TomenieHus st caMOCTOSTEILHON paboThl 0Oyvaromuxcs: [lepconanbHbIe
KommbioTepsl ¢ maketom MS Office, Beixogom B IHTEpHET U € IOCTYIIOM B 3JIEKTPOHHYIO
UH(POPMALMOHHO-00pa30BaTENBHYIO CPEely YHHBEPCUTETA

[Tomemmenue st XpaHeHHs © TPOPHUIAKTHIECKOTO 00CTy)KUBAHUS y4eOHOTO
obopymoBanust: CTeIUTau ISl XpaHEHHS YIeOHO-HATIISITHBIX TOCOOMI B yaeOHO-
METOJINYCCKON JOKYMEHTAIUH.



HPUJIOXKEHUE 1

IIpakTnuyeckas padora 1

Jlekmst 1 Ponp  cekperapsi-pedepeHTa B CTPYKType JAOKYMEHTAIIHOHHOTO OOeCTeueHHs
yIpaBJIEHUs

1) Vkaxure BUABl JODKHOCTEH, KOTOpBIE 3aHUMAlM BBIMYCKHHUKH KHEBCKOTO Y4e€OHOTO
3aBeleHus Ul JIeTeil 00sp U cTaplliuX APYKMHHUKOB B IEPUOJ IpaBiieHUs KHs3s8 Bruaaumupa
CesitocnnaBuua (978 — 1015 rr.).

1.

2.

2) Ilepeuncnure TOJKHOCTHBIE 00S3aHHOCTH CITYKHIIBIX JIFOJICH MTPUKA30B

JIbsIKOB

Crapmux («CTapbIx») MOIbIUUX

CpenHux noabpsunx («CpeaHe pykn»)




Muaamux moabaIux

3) VYkaxure BHUABI JODKHOCTEH, KOTOpbIe corjacHo «Tabemu o paHrax....», yTBEP)KICHHOH
[Terpom | 24 suBaps 1722 1, momy4yanu YUHbI

V1 kiacca -

VIl xmacca -

V11l xitacca -

IX kiacca -

X knacca -

Xl xnacca -

X1l xnacca;-

X1V xnacca. -

4) Ilepeuncnure TpeOOBaHUS, NPEIBSABISEMbIE K CEKPETapCKOMY PpaOOTHHUKY B COBETCKUMN
HEPUOL.

5) N300pa3ute MECTO U pOJIb CEKpeTaps KOMIAHMM Ha CXEME OPraHU3alMOHHOW CTPYKTYpPBI
ynpaBieHus: HeOoIb1IoH GUpPMBI



6) M3o0pasute MecTo M pPOJb CeKpeTaps-peepeHTa reHepalbHOro AUPEKTOpa Ha CXeMe
OpPraHU3alMOHHON CTPYKTYpHI YIIPABJICHUS KPYITHON KOMIIaHUH

7) Tonp3ysick cxemoi, mpeminokeHHord M.II. bacakoBbIM, mepednciauTe Ha Kakue KaTeropuu
COTPYIHUKOB B OPraHU3alMOHHON CTPYKType KaHUEISPUU CO CTOPOHBI 3aBEIYIOIIETO
pacmnpocTpaHsieTcs

1) aTMUHHUCTPATUBHOE TTOTYNHECHHE

2) METOUYECKOE PYKOBOJICTBO

8) Ilepeuncnure [eATENBHOCTh CEKpeTaps OpraHU3allM, OTHOCSIIYIOCS K  TpyIe
KOOPJMHAIIMOHHBIX OIepariui,

9) K «xakoil rpymme omnepanuii OTHOCSATCA OOS3aHHOCTHM CEKpeTaps 10 BEICHUIO
JIETIOTIPOU3BOACTBA, TPUEMY KOPPECIOHJCHINH, (OPMHPOBAHUU J€JI B COOTBETCTBHHU C
YTBEP)KICHHON HOMEHKIJIATYpoH, oOecliedeHHe HMX COXPaHHOCTH, lepejadya B apxuB M T.1.7

Tect Nel
Bompoc 1
Iloka HET oTBETA
B nepuoo npaenenus xuaza Bnaoumupa Ceamocnasuua (978 — 1015 22.) 6 Kuege 6

O00IHCHOCIAX CYOCUCKUX ceKpemapeti, OMeemcmeeHHbIX 3a 0elONPOU3800Cmaeo, pabomanu
Bribepure ofuH OTBET:

a. TIMCIBI TIPU KHA3BAX U KPYIHBIX (heoamax

b. neyatHukn

C. CyIeMICKHE MUCIBI

d. MeTamHHUKH

Bompoc 2

B npuxasnoil cucmeme QYHKyuu 3mux KAmecopuu CIYHCAWUX 3aKIIOYATUCL 8 COCMABIEeHUU
CNpABOK 6 apxuge NPUKaza u cO30aHUYU OOKYMEHMO8

Bribepure of1H OTBET:

a. «cTaplIne» U «CpeJHne» Noabsune

b. «crapeie» (crapiime) moabsuue

C. MOJBSYNE «CPETHEH PYKU» (CpEeTHHE)

d. «monoamme» (MIaaIne) NoAbsIIHe

Bompoc 3

Hondxxcnocmo kabunem-cekpemaps npu umnepamope nosasuiach 8 200bl NPAGIEeHUs.



BriGepute oauH OTBET:
a. Exarepunsr 11

b. Ierpa |

c. Exarepunsr |

d. EnuzaBerst [TeTpoBHBI
Bormpoc 4

o 1990x 2e. 6 CCCP cywecmesoganu ciedyiowue cekpemapckue 00N CHOCMHblE NO3UYUL.!
Bri6epute ofuH OTBeT:

a. cekpeTapb-cTeHOrpaucTKa

b. cexpeTaph-MaIIMHUCTKA, TOMOIHUK PYKOBOIUTEJISI

C. CeKpeTapb YUpEeXKICHUs, CEKpeTaph MHHICTEPCTBA, CEKPETAPh-MaIIMHUCTKA

d. cekpeTapb-MalIMHUCTKA, CEKPETAph-CTEHOrpadUCTKA

Bormpoc 5

Coenacno  cxeme  Op2AHU3AYUOHHOU — CMPYKMYPbl — YAPAGIEHUsl  HeOOabuwlol  Qupmul,
ULIFOCMpupyowell Mecmo U pojib CeKpemapsi, 3mom compyoOHUK HaxXo0Umcs 8 NOOYUHeHUU
Bribepute ofuH OTBET:

a. KOMMEPYECKOIro JTUPEKTOpa

b. nupexropa

C. TeHEepaIbHOTO TUPEKTOPA

d. rmaBHOTO OyXTanTepa

Bomnpoc 6

Coenacno cxeme Opeanu3ayuOHHOU CMPYKMYPbl YAPAGIEHUs KPYNHOU KOMNAHUU OOJIHCHOCHb
cekpemaps Omcymcmeyem moabko 8 maKux noopazoeieHusx Kaxk

Bri6epute ofuH OTBET:

a. OT/IeT OpTraHu3aluy TPyAa

b. m1aHOBO-TTPOM3BOACTBEHHBIH OTAET

C. prHAHCOBO-PKOHOMHYECKUN OTJIEN, OT/IEN KaJpOB

d. ropuauaeckuit oTen, OyxraaTepus

Bormpoc 7

Cexpemapbv-peghepenm u 06a ucnonnumens-oeionpouzgooumens no cxeme M.I1. bacaxosa
npeocmasisitom

Bri6epute ouH OTBET:

a. cekpeTapuar

b. ciiyx0y 10Y

C. oOmmuii oTaen

d. kaHmEenApHIo

Bompoc 8

Cexpemapu pykogooumeneti CmpyKmypHuIX noOpa30eieHUull OMHOCAMCS K

Bribepute ofuH OTBeT:

a. cyx06e JI0Y

b. o6memy oraeny

C. apXHBY OpTraHHU3AIIH

d. kaHnenspun

Bompoc 9



B epynne aomunucmpamusHnvix onepayuil, bINOIHAEMbIX CEKpemapem, nposeoeHue Co8eujanull
U 3ace0anull, Op2aAHU3AYUOHHOE U UHGOpMaAYUOHHOe obecneyeHue 3moll OesmeirbHOCmU
PYKOBOOUMEN OMHOCUMCS K

Br16epute oauH OTBET:

a. "HPOPMAIIMOHHO-TEXHUYECKUM

b. KoopAMHAIMOHHBIM

C. CIIy’)keOHO-KOMMYHHKATUBHBIM OTIEPAIHSIM

d. pacropsAUTEIbHBIM OIIEPAIMSIM

Bormpoc 10

B epynne aomunucmpamugnwix onepayuil, 8bINOJHAEMbIX CeKpemapem, npuem nocemumeretl,
menegonHble Nepe2o8opbl, CyJceOHble KOMAHOUPOBKU, 008edeHle peuleHutl 00 UChOHumeell
OmMHOCUMCS K

Br16epute o1H OTBET:

a. pacropsAUTEIbHBIM OTICpaIHSIM

b. KoopAMHAIIMOHHBIM

C. H(POPMAIIMOHHO-TEXHUYECKUM

d. ciy)xeOHO-KOMMYHHUKATHBHBIM OTIEPAIlHsIM

IpakTnyeckas padora 2
Jlekuusi 2 HopmaTtuBHO-MeTOAUYecKas 0a3a padoThl cekpeTaps

1) Kakoii HOpMaTHBHBIH JOKYMEHT YCTaHABJIMBAET MpaBWiIO O(OpMIIECHUS MpUKa3a o
IPUMEHEHUH JUCLUIUIMHAPHOTO B3bICKaHUA (cT. 193), M3roToBieHUS M BBLAAYM PAOOTHHUKY
KOMUU JOKYMEHTOB, CBS3aHHBIX ¢ paboToil (cT. 62), mpenymnpexaeHus paboOTHHKA 00
yBOJIbHEHUH (CT. 79, 80) B TpeXJHEBHBII CPOK?

2) VkaxknTe Ha3BaHUE CIIpaBOYHHKA, KOTOpI:Iﬁ npe€aHasHa4YcH JIA UCIIOJB30BaHUA B Ka4YC€CTBC
OCHOBHOI'0O HOPMATHWBHOI'O JOKYMCHTA IHpPHU COCTABJICHUHW HOMCHKJIATYPbI ACJT OpTraHHU3allH,
OIIPEACIICHUN CPOKOB XpPaHCHUA, 0T60pe Ha XpaHCHHUC W YHHUUYTOXCHHC YIIPABICHYCCKUX
THUIIOBBIX JOKYMCHTOB B ACATCIIbHOCTH OpTraHU3allun (y‘lpe)KI[eHI/IH) " paclpoCTpaHACTCA Ha BCC
opraHu3anuv, HE3aBUCHUMO OT TOro, IOCTYIIAKOT HUX JOKYMCHTBI Ha XpaHCHHC B
rocyaapCTBCHHBIC, MYHUIIUIIAJIbHBIC apXUBLI UJIU K€ HC IMOCTYIIAIOT.

3) Kakoil 1OKyMEeHT ycTaHaBIMBAET MOPSAAOK MOATOTOBKU U MPOBEIEHUs cOOpaHuil, COBEIIaHUI
U TepeyeHb BOMPOCOB, pEIIEHHE KOTOPBIX MPUHUMAETCS OOJNBIIMHCTBOM TOJIOCOB WIIU
€IMHOIJIACHO; B HEM yKa3aHO, KTO UMEET IIPaBoO MOANNUCU JOKYMEHTOB?




4) Hamnuue Kakoro JOKYMEHTa OpPIaHU3alUHU I103BOJIAET CEKPETapl0 YETKO 3HATh HOPSI0K
MIOATOTOBKH IOKYMEHTOB (IIOPSZIOK PELIEHUS BOIPOCa) U JIETKO MPOBEPUTH CTENIEHb TOTOBHOCTHU
JOKYMEHTOB (HaJIMuue HE0OXOJUMBIX BU3) IIPU NPEICTABICHUN HA MOJIUCH PyKOBOJUTEINO?

Tect No2

Bormpoc 1

3z cm.89 3axona «06 axkyuonepHvix o0bWecmeaxy 6 nepeueHb O0OKYMEHMO8, KOmopble
0bwecmeo 0653aH0 XPAHUMsb, 6X00UM

Bri6epute o1H OTBET:

a. IOTOBOP O CO3JaHHH OOIIECTBA, MEPBBIA YCTaB 00IIeCTBA

b. ycraB o01iecTBa, roI0BbIE OTYETHI

C. IOrOBOP O CO3/IaHUU OOIIIECTBA, YCTaB 00IIECTBA, F'0JIOBBIC OTUYETHI

d. mpoTOKOJIBI COOpaHMsl yupeauTeieii 00IecTBa, COACPKAILIMIA PELIICHUE O CO3IaHUU O0IIeCTBa
1 00 yTBEpKICHUU JICHEKHOW OIEHKU JIEHEXKHBIX BKIIAJOB B YCTaBHBIA KamuTall OOIIECTBa, a
TaK)Ke MHbIE PELICHUS, CBSI3aHHBIE C CO3/IaHuEM OOIIeCTBA

Bormpoc 2

Tpyoosoii kooexc Poccuiickou @edepayuu oepanuuugaem oghopmieHue npuxkaza o0 npuMeHeHuu
oucyuniunapro2o e3vickanus (cm. 193), uzeomoenenue u 6vidayy pabOmMHUKy Konuu
O0OKYMEHMO8, C853aHHbIX ¢ pabomoil (cm. 62), npedynpedcoeHue pabomuuxa 00 y8oabHeHUU
(cm. 79, 80) svinonnenuem

Br16epute oauH OTBET:

a. B IBYXHEJIEJIbHBIN CPOK

b. B TpexIHEBHBIN CPOK

C. B Te€YCHHE MecsIa

d. B TeueHre ceMu pabOYMX THEH

Bomnpoc 3

Vkaowcume maszeanue cnpagounuka, KOmopwviii npeoHa3HayeH Oas UCNONb308AHUS 8 Kauecmee
OCHOBHO20 HOPMAMUBHO20 OOKYMEHMA NpU COCMABIEHUU HOMEHKIAmypsbl O0ell Op2aHu3ayul,
onpeoeneHuu CpoKo8 XpaHmeHus, omobope HA XpPaneHue U YHUUMONCEHUe YNPaeleHYecKux
MUNOBLIX OOKYMEHMO8 8 0esimelbHOCMU OP2AHU3AYUU

Bribepute o OTBET:

a. Amp00M YHU(DUIMPOBAHHBIX (HOPM MEPBUYHON YUETHOM JOKYMEHTAIlMU MO Y4eTy Tpyla |
€ro OIIaThl

b. KBain(pukanmoHHbI CIPABOYHUK JIOJKHOCTEH PYKOBOJIUTEINEH, CICIUAIUCTOB M JIPYTUX
cyxanux (yreepxkaeH [loctanosinennem Muntpyna Poccun ot 21.08.1998 Ne 37)

C. [IepedeHp THIOBBIX YIPaBICHYECKUX APXHUBHBIX JOKYMEHTOB, O0pa3yIOIMIUXCS B TpOIECcCe
JESATEIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYITPABJICHUS M OPTaHU3aINH,
C YKazaHUEM CpOKOB XpaHEHHWs, YTBEpKICHHBIM pykoBojuteseM DenepaibHON apXHUBHOMN
ciy>x6s61 Poccun 2010 .

d. OcHOoBHBIC TpaBWia pPabOTHI APXMBOB OpraHU3allMii, OJOOPEHHBIC PEIICHUEM KOJUICTUU
PocapxuBa ot 06.02.2002

Bomnpoc 4



Kaxoii ookymenm ycmanasnusaem nopsi0ok noo2omosKku u nposedeHus: CoOparuil, co8ewaHutl u
nepeyeHb  B0NPOCO8, peuieHue KOMOPbIX NPUHUMAEMCS  OONbUUHCINEOM —2010C08  UNU
€OUHO2NIACHO, 8 HeM YKA3AHO, KMO umeem npaso noOnUCU 0OKyMeHmos?

Br16epute oauH OTBET:

a. locynmapcTBenHass cucremMa JOKYMEHTAllMOHHOTO obecneueHus: ynpasieHus. OCHOBHbBIE
nonioxkeHus. OOue TpeGoBaHus K JOKYMEHTaM U CiIy>k0aM TOKYMEHTallMOHHOTO o0ecrieueHus
(rcaoy)

b. YcraB opranusanuu

c.'OCT P 6.30-2003 VYaubuuupoBaHHBIE CHCTEMBI JIOKYMCHTALMH. YHHU(PUIIMPOBAHHAS
cCHCTEMa OpPraHU3alMOHHO-PACTIOPSIUTENFHON JOKyMeHTanuu. TpeOoBaHHs K O(OpPMIICHUIO
JOKYMEHTOB

d. Homenkiarypa aen opranuzaiuu

Bormpoc 5

Hanuuue kakozco Ooxkymenma opeanuzayuu no3eonsem cekpemapro YemKo 3HAmb NopsooK
n0020MOBKU OOKYMEHMO8 (NOpAOOK peuleHuss 6ONpoca) u J1e2Ko Nposepums CmeneHbs
20MOBHOCMU OOKYMEHMO8 (Hanuuue HeoOXoOuUMbIX 6U3) npu npeocmagieHuu Ha NOONUCH
PYKO80OUmenio?

Br16epute oauH OTBET:

a. Homenknarypa gen opranuzanuu

b. Jlo;KHOCTHAS. MHCTPYKIIUS CeKpeTapsi

c. TaGenb (hopM TOKYMEHTOB OpPTaHU3AIHH

d. YcraB opranusanuu

Bormpoc 6

B Oannom noxanbHom HopmMamusHOM OOKYMeHme NpOnUCbleaemcs NOpsOOK COCMABLeHUs U
CO21aco8anus Haubojee 4acmo pazpadbamvléaemvlx 8 Op2aHu3ayuu OOKYMEHmMOos, U 8
pe3yibmame 3aKpeniemcs nopsa0oK peuleHus munosslx 60Npocos

Br16epute oauH OTBeET:

a. lHCTpYKIIMS 1O JIeNTOTIPON3BOICTBY OpTaHU3aluu

b. Io;KHOCTHAS MHCTPYKIIUS CeKpeTapsi

c. Homenknarypa gen opranu3anuu

d. [osnoxenue o ciyx0e IeTONPOU3BOACTBA

Bomnpoc 7

B smom ooxymenme cghopmynuposanst yenu u 3adavu noopazoeieHus, NOKA3AHbl e20 Mecmo 8
CMpYyKmype op2aHu3ayuul, 8binoaHsemble yHKYuu

Br16epute oauH OTBeT:

a. Homenkmnarypa gen opranu3amnun

b. [Tonoxenue o ciyx6€e AeTONPOU3BOACTBA

. MaCcTpyKIIMS 110 JIeNTONPON3BOACTBY OpTaHU3aluu

d. JIo/KHOCTHAsI MHCTPYKIIUS CEKpeTaps

Bomnpoc 8

Inasnvlii  opeaHu3ayUOHHO-NPABOBOL  OOKYMEHm, ONpeoelsiowull MeCmo ceKkpemaps 6
VApasieHueckou  cmpykmype, €20  NOOYUHEHHOCmb,  Kpye  obA3anHOocmell,  Npasa,
0meemcmeeHHOCHb

Bri6epute o1H OTBET:

a. JloJoKHOCTHASI HHCTPYKIIHSI CEKpeTapst

b. HomeHknaTypa Jien opraHu3anuu



€. MHCTpyK1MS 110 1€T0NPOU3BOICTBY OpraHU3aluu
d. ITonoxeHue o ciyx0e IeTonpPOru3BOICTBA
Bompoc 9
B kaxom npagsosom Ooxkymenme ommeueHo, YMO PYCCKUL A3bIK NOOAEHCUM 00SA3amMenrbHOMY
UCNONBL306AHUIO 68 0eAMENbHOCIU (PedepantbHblX 0p2aH08 20CYOaApPCMEEHHOU 81ACMU, OP2AHO8
2ocyoapcmeennol eracmu cyovekmos Poccutickou @edepayuu u UHBIX 20CYOAPCMBEHHbIX
0pP2aHO8, OP2AHO8 MECIHO20 CAMOYNPABIIeHUsl, OP2AHU3AYULL 8ceX hOpM COOCMBEHHOCU, 8 TNOM
yucie 8 0essmebHOCHU N0 8e0eHUI0 0elONPoU3B00Cmea?
Bri6epute ofuH OTBeT:
a. @3 «O6 wunHpOopManuy, HWHPOPMAIMOHHBIX TEXHOJOTHSAX M O 3alluTe HH(OPMAIII»
27.07.2006 r.
b. @3 «O s3bikax Hapog0B PD» o1 25.10.1991 1. Ne 1807-1
C. [IpaBuna nenonpousBocTBa B (peiepalIbHBIX OpraHax MCIOJHUTEIBHON BiIacTH OT 15 WioHs
2009 r. N 477
d. @3 «O rocynmapcTBeHHOM si3bike Poccuiickoii depeparum» ot 01.07.2005 .
Bormpoc 10
Cmamou 324, 325 Yeonosmnoco kooexca P® om 13.06.1996 N 63-®@3 omwuocam k
npagoHapyueHusM npuoobpemenue uiu covlm
Br16epute oauH OTBET:
a. IOKyMEHTOB, COJICPKAIIHNX TOCYJapPCTBCHHYIO TAHY
b. odunManbHBIX JOKYMEHTOB, MOXHUIIEHUE WK MTOBPEK/ICHHE JOKYMEHTOB, IIITAMIIOB, TICUaTeH
C. obUIMANBbHBIX JOKYMEHTOB, MMEIOIIUX HAYYHYIO, XYAOKECTBEHHYIO WM KYJIbTYPHYIO
LIEHHOCTh
d. mpeaMeToB WK TOKYMEHTOB, HMEIOIINX 0CO0YI0 HCTOPUUECKYIO IIEHHOCTD

Tect Ne3

Bomnpoc 1

Oma opeanusayus CIIA enepsvie paspabomana CneyuarbHyio npocpammy nod2omoeKu
K6ANUDUYUPOBAHHBIX CEKPEMAPCKUX PAOOMHUKOG

Br16epute oauH OTBET:

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

b. EBporeiickas accornumarus 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 neyamamy Ha
08YX UHOCMPAHHLIX S3bIKAX C PYKONUCU UTU NOO OUKMOBKY, COCMABIAMb MeMOPAHOYMb,
nucoma, @axkcol u Opyeue OOKYMEHMbl, pabomamsv ¢ OMUYEemMAaAMU MeHeoHCepos, Ymenb
NPUHUMAMb U nepedasams coodujeHus no kanaiam ceéssu (axe, E-mail u m. I1.)»

Bri6epute ouH OTBeET:

a. Certified Professional Secretaries (CPS)

b. EBpomnefickast accounanms npodeccnoHanbHbix cekperapeit (EAPS— European Association
of Professional Secretaries)


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

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

d. HanmonanwHo# acconmariuu cekperapeii (National Secretaries Association (International)
Bompoc 3

Ilo unuyuamusee axmusucmos smoi accoyuayuu Obll OMKPbIM 0OM-NpUiom Oiisi ceKpemapeli-
nencuonepos, ¢ 1953 cooa 6 CIIIA npu noooepoicke 00WECMBEHHO2O0 MHEHUsL eNCe200HO
nposooumcs Heodens cexpemaps. Accoyuayus uzoaem ceoti ocypran «Cexpemapwvy (THE
SECRETARY)

BriOepure o1iH OTBET:

a. HarmonaneHoit accormanuu cekperapeit (National Secretaries Association (International)

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

c. Certified Professional Secretaries (CPS)

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

Bormpoc 4

Oma accoyuayus ¢ 1990x 2e. obyuaem cexkpemapeti 8blcOKOU Keanuguxayuu 01 10pPUOULECcKUx
omaoenos, 4acmHol HOMAPUATLHOU KOHMOPbI, ANNapama cyoa uiu npoKypamypbul

Br16epute oauH OTBET:

a. EBpomneiickas accorumanus npodeccuoHaibHbix cekperapeit (EAPS— European Association
of Professional Secretaries)

b. HatmonaneHas accormanus ropuauueckux cexperapeii (The National Association of Legal
Secretaries)

c. Certified Professional Secretaries (CPS)

d. HarmonansHoi#t accornmariu cekperapeii (National Secretaries Association (International)
Bomnpoc 5

Coenacno  knaccugurkayuu  cmyneneii  (VposHell) — KAPbepHOU  NeCMHUYbI  CeKpemaps
B.I1 lletuinosa, smom compyonux Oeucmeyem no YKA3AHUK pPYKOBOOUMENs, NPAKMUYECKU He
NPUHUMAST CAMOCMOAMENbHBIX PeuleHUtl

Br16epute oauH OTBeT:

a. Cexpetapb-TiepeBOAUNK

b. AccHCTeHT pyKOBOUTENS

c. Cekperapb-MalInHUCTKA

d. Cekperapb-pedepeHT

Bompoc 6

OchosHble YHKYUU 3M0o20 cekpemapsi: CAMOCMOAMeNbHOe COCMABIeHUe NUCeM, KOHMPOIb
UCNOJIHEHUs1 OOKYMEeHMO8 U 3a0aHull, cocmasienue 2cpaguxa paboyeco OHSA PYKOBOOUMes,
0030p u noocomoska uHgopmayuu 01s uegha, no020mosKa u obecneyerue nepe2o8opos
BriOepure o1H OTBET:

a. Cekpetapb-pedepeHT

b. Cekperapb-niepeBOTIHK

C. ACCHCTEHT PyKOBOAUTENS

d. Cexperapb-MalImHUCTKa

Bompoc 7



Iloocomoska Oanno20 compyoHUKa npeodycCMampueaem noo020mosKy no npoguio @upmol,
CMaxdcuposKy 3a pyoexicom
Br16epute oauH OTBET:
a. Cekperapb-niepeBOIYUK
b. Cekperapb-pedepeHt
c. CekpeTapb-MalIMHUACTKA
d. AcCHCTEHT pyKOBOIUTEJISI
Bormpoc 8
Cexkpemaps credyouell Kamezopuu OCywecmsisien pabomy no nod2omogKe 3ace0anuti u
cosewanull, NPoBOOUMbBIX DPYKOGoOumenem (coop HeobXOOUMbIX MAamepuanos, OnogeujeHue
VUACMHUKO8 O 8peMeHU, Mecme, nogecmke OHs 3ACe0aHUsl U COBEWANUs, UX PecUCmpayus),
gedem u ogpopmisem npomoKoib
Br16epute oauH OTBET:
a. Cexperapp y4€HOTO COBETa
b. Cekperappb Ha peceniH
c. Corpynnuk call-ientpa
d. Cekperapb-cTeHOrpaducTka
Bompoc 9
ObbiuHO 6aKancus Moo ceKpemapsi OMKPbIBAOm KOMNAHUY, 8 OQUCHI KOMOPLIX NOCIYnaem
OoNbUIOE KOIUYECTNBO MeNePOHHBIX 360HKO8 ULU NPUXOOUM MHO20 nocemumeretl
Br16epute ouH OTBET:
a. Cekperapp-cTeHOrpaucTka
b. Cekperappb Ha peceniH
c. Cekperapp y4€HOTO COBETa
d. Corpynuuxk call-tientpa
Bomnpoc 10
Dmom compyonux paccmampueaem Mamepuansl, CEA3AHHblE C 3AWUMOU Ouccepmayuil u
NPUCBOEHUEM YYEHbIX 36AHUL; 20MOBUM NPEONONHCEHUs K NIAHAM U30AHUS HAYYHLIX MPYOO0s,
obecneuugaem ux peyeH3upo8aHue, a Mmaxdice npogedeHue HayyHvlX KOHpepeHyull, cogeujanull,
ceMuHapos, OUCKyccull
BriGepure ofuH OTBET:
a. CekpeTapb Y4€HOT0 COBETa
b. Cekperapb-creHorpaducTka
c. Corpynnuk call-nenrpa
d. Cexperappb Ha pecerniis
Tect Ned

Bomnpoc 1

CnocobHocms 0omoenbHOl TUYHOCIU NPABUILHO OYEHUMb CILOHCUBUUYIOCA CUMYAYUIO U NPUHAMNb
8 C6A3U C IMUM COOMBEeMCmayIowee peuieHue, no3eoaauee 00CMUSHYMy NPAKMU4ecKo2o Ul
UHO20 3HAYUMO20 Pe3VIbmama - 3mo

Bribepute ofuH OTBeT:

a. I[Ipodeccuonanuzm

b. OcBenomiIeHHOCTH

c. CoxpaHeHue ciyxeOHOM TailHbI

d. KomnerentHOCTD



Bormpoc 2

Ymenue cexpemaps nposgums OuniomamuyHocmv 6 paze080pax NO mene@oHy U JUUHbIX
KOHMAKmMax, makmudno yumu om 0eceobl, KOMopas mModxcem Hanecmu yuepd oeny upmol,
demoncmpupyem

Br16epute o1H OTBET:

a. OcBeIOMIIEHHOCTD

b. Coxpanenue ciry:keOHOMN TaliHBI

c. KommnerentHoCTH

d. ITpodeccuonanmzm

Bompoc 3

Yxkascume nuwmnee «Ilpu oyenke mpyoa cekpemapeti npuHamo 6vi0eamy ciedyroujue 0enosbie
Kauyecmea: ...»

Br16epute oauH OTBET:

a. KomMmyH#nkabensHOCTb

b. OTBeTCTBEHHOCTD

C. OcBeIOMIIEHHOCTD

d. ITpodeccuonanusm

Bormpoc 4

Ymenue oOvicmpo nepexmouamvcs ¢ 00HO20 8uda pabomvl HA Opyeou, CHOCOOHOCHIb
00HOBPEMEHHO BbINOIHAMb HECKOIbKO NOPYYEeHUl AGNAI0MC KOMNOHEHMAMU

Br16epute oauH OTBET:

a. CaMmoOpraHn30BaHHOCTHU

b. Tpymonroous

c. [Ipodeccuonanuzma

d. YMeHus amantupoBarhCst

Bomnpoc 5

Obecneuums c60e8peMeHHOCIb NOO20MOBKU CO8EUaHUs, Npuemd, 0QopmieHus OOKyMeHma u
m.0. N0360J51em

Br16epute oauH OTBeET:

a. TpynomtoOue

b. YMeHus anantupoBathCs

c. I[Ipodpeccuonanuzm

d. CaMmOOpraHu30BaHHOCTb

Bomnpoc 6

Cekpemapb 00/151ceH XOpOUWIO OPUEHMUPOBAMBCS 8 8ONPOCAX O0esAMeNbHOCMU, N0 KOMOPbIM
pabomarom e2o pykosooumenv u npeonpusmue (upma) 8 yeiom; ovimsb 6 Kypce codOvbimull,
NPOUCXO0AWUX 8 YUpeHcOeHUU (NOOPa30esieHult), IMO OeMOHCMPUpyem

Bribepute ouH OTBeT:

a. KommyHmMKabensHOCTh

b. OcBenoMIEeHHOCTD

c. I[Ipodeccuonanuzm

d. OTBETCTBEHHOCTH

Bormpoc 7

K nuunocmuwivm kauecmeam, neobxooumvim 8 pabome cekpemaps, OMHOCAMCSL

Bri6epute ofuH OTBeT:

a. OTBETCTBEHHOCTH



b. CriocoGHOCTB K CaMOOOYUIEHHUIO, COCTOSHHUE 3I0POBBS
c. [Ipenannocts pabore u nmpodeccun
d. ITyHKTyaaIbHOCTh, HHUIIMATUBHOCTh
Bompoc 8
Bepno nu ymeepowcoenue, racaroujeecsi cmeneHu 000pO#CENAMENbHOCMU COMPYOHUKA: «B
0eno8oM obweHuU cekpemapsb 6ce20d O00JCeH OblMb 20MO8 O0KA3amb MAKCUMATbHOE
cooelicmeue compyOHUKAM, NOCeMUmesiM, U notumu, 8 ciyuae HeooXo0UMOCmuU, Ha HeKOMopble
JIUYHBIEe Heyoobcmaa paou denax»?
BriOepure o1iH OTBET:
a. HEe BEpHO
b. cornacen yacTU4HO
C. TaK CJIEeAYeT MOCTYIATh B UCKITIOYUTEIBHBIX CITydasx
d. BepHO
Bormpoc 9
Kauecmeo evinonnsemou pabomol, eHewHuti 6ud, Kyibmypa paboyeco mecma ceKpemapst
ABNAIOMCS NOKA3AMEAMU
BriOepure o11H OTBET:
a. 0JIarompUSATHOTO BICUATIICHUS O CEKpeTape
b. mu4HOTO KaYecTBa COTPYAHUKA - AKKYPATHOCTH
C. mpeCTHXKa OpraHu3anuu
d. TMYHOTO KavecTBa COTPYHHKA - JOOPOCOBECTHOCTH
Bormpoc 10
Ilepsocmenennoe 3HaueHue 6 pabome cekpemaps Npu NPeoCmAagieHuu OOKYMEHMO8 U
uHpopmayuu 011 NPUHAMUSL peuleHUll, OPeAHU3AYUY 6CMPeY U COBCUJAHULE UMeem
Bribepute ofuH OTBET:
a. [TyHkTyanbHOCTB
b. TIpodeccronanusm
c. KommyHnkabeapHOCTh
d. OTBETCTBEHHOCTH
Tect NeS

Bompoc 1

Boszmooicno nu ucnonvzosanue ouxmogona Ons 3anucu KOHGUOEHYUAIbHOU UHGOpMayuu,
Hanpumep HA COBEWAHUAX, HA KOMOPLIX 00CyxHcoaemcs uH@opmayus, cooepircauas
KOMMepUecKyro maumy?

Bri6epute o OTBET:

a. Bo3aMOxkHO ¢ ycloBHEM, YTO YYaCTHHUKH COBEIIAHWUH, JOJDKHBI OBITH IIOCTAaBJICHHI B
M3BECTHOCTh OO OCYIIECTBICHHH ayAHO3allUCH, a TaKKe O TOM, KaK JUKTO(DOHHBIC 3aluCh
MIPE/IIOoIaraeTcsl MCIOJIb30BaTh B Oy IyIeM

b. Kareropuuecku 3amnperaeTcs

C. BozmoxHO

d. Pemrenue mpuHUMaeT pyKOBOIUTEb OPraHU3aINN

O4YHCTUTEL MO BBEIOOD

Bomnpoc 2

Cnocob nepedauu NUCbMEHHOU MHQbOpMCZL;uM C  NOMOWbIO cneyuailbHoco annapama,
NOOKIIOYEHHO20 K me]lequHHOﬁ cemu, amo npoyecc 01/lcmaHl4u0HHOﬁ nepedauu HENnoOBUMNCHBIX


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

uzobpasjicenuti u mexcma: OOKYMEHMOE C OYMAJCHBIX TUCMO8 omnpagumeneti Ha OyMadicHvle
Jucmel nonyuamenei (MeKcmol, Yepmedicy, PUCYHKU, CXembl, POMOCHUMKY U M. N.)

Br16epute oauH OTBET:

a. TenedoHnHas ceThb

b. ®akcumuiibHas CBS3b

C. DIEeKTpOHHAs MoYTa

d. Puzorpadus

Bormpoc 3

Bosmoocna nu nepedaua ¢ ucnonvzosanuem GakcumMuibHo20 annapama KOH@OUOEHYUANbHBIX
O00KyMeHmog?

Br16epute o1H OTBET:

a. Bozamoxna

b. Kareropuuecku 3anperaercs

. Bo3amoskHa ¢ ycioBueM, YTO ¥ OTIPaBUTENb U NOTy4aTeslb HAXOAATCS B KOMHATE OJTHU

d. PelieHne npuHUMAaeT PYKOBOUTEh OPraHU3aIluN

Bormpoc 4

Coenacno knaccuguxayuu 0e10680u nepenucku U NoJ0NceHuem cooouenuli 8 UHGOPMayUoHHbIX
cucmemax no NPUSHAKY «3A6EPUIEHHOCIb UHGOPMAYUOHHO20 OOMEHA» NPUHAMO 6bl0eNsmb
nucbma:

Br16epute oauH OTBET:

a. TpeOyromIre Win He TPeOyoIue OTBETa

b. mHCHEMO OT OCTOSIHHOTO KOPPECHOHICHTA

C. IOCTYMAIOUINE U OTHPABJISIEMbIE COOOLICHUS

d. mepBUYHOE, IIOBTOPHOE MTHCHMO

Bomnpoc 5

Coenacno knaccughuxkayuu 0enosotl nepenucky no NPU3HAKy «YCMouyuU8oCms UHDOPMAYUOHHBIX
ces3elly NPUHAMO 8bl0EAMb NUCbMA

Br16epute ouH OTBeET:

a. TOCTYTAIOUINE U OTHPABISIEMbIE COOOIICHHS

b. Tpebyromue nim He TpeOyrolKe OTBETa

C. IUCHMO OT MOCTOSIHHOT'O KOPPECIIOHIEHTA

d. mepBHYHOE, TOBTOPHOE MMUCHMO

Bomnpoc 6

Coenacno knaccuguxayuu 0eno6oli nepenucku no NPU3HAKY «4acmoma UHGOPMAYUOHHO2O
00MeHa» NPUHAMO BbLOENAMb RUCLMA

Bribepute ofuH OTBeT:

a. IEpBUYHOE, TOBTOPHOE MTUCHMO

b. moctynarorue U OTIpaBiIsieMble COOOIICHHS

C. TpeOyrolIre WK He TpeOyrolue OTBeTa

d. MMCHMO OT MOCTOSTHHOTO KOPPECIIOH/ICHTA

Bompoc 7

Vkaosicume eepnyio  nocnedosamenvnocme «Obpabomka nocmynarowen KoppecnoHOeHyuu
gKnouaem 6 cebs. ...»

Bri6epute ofuH OTBeT:



a. COPTHPOBKY JOKYMEHTOB JIJIsl TIOCJIEAYIOMICH Tepeadyd Mo Ha3HA4YeHWIo; Gukcanuio (akra
NOCTYIUICHUSI JJOKYMEHTOB; MPOBEPKY IPABWIBHOCTH JOCTAaBKM JOKYMEHTOB, ILIEIOCTHOCTH
YIIaKOBKH U BJIOKEHHUH, KOMIZICKTHOCTH JOKYMEHTOB (HAJIMYUS BCEX TPUIIOKCHUH )
b. mpoBepKy NpaBHIBHOCTH JOCTABKH JIOKYMECHTOB, LIEJIOCTHOCTH YIIAKOBKM U BIIOXKCHHUH,
KOMIUICKTHOCTH JOKYMEHTOB (HAJIMYHs BCEX NPUIOKEHHUH); (ukcaruio (pakra MOCTYIUICHUS
JOKYMEHTOB; COPTUPOBKY JTOKYMEHTOB JIJIS IIOCIIEAYIOICH TIepeIadn 10 Ha3HAYCHUIO
C. bukcamuio (akrta MOCTyIUICHWS JOKYMEHTOB; IPOBEPKY MPABHIBHOCTH  JOCTaBKU
JOKYMEHTOB, IIEJIOCTHOCTH YIIAaKOBKH M BJIOKCHUH, KOMIUICKTHOCTH JJOKYMEHTOB (HaJHUYUS BCEX
MIPUIIOKECHUH ); COPTUPOBKY JOKYMEHTOB JUISI ITOCIIEAYIOIIEH Iepeayn o Ha3HAUYCHUIO
d. COpTHPOBKY JOKYMEHTOB Uil TOCIEIYIOIIed Tepeadyd [0 HA3HAYCHHIO; NPOBEPKY
MPaBUIBHOCTH JTOCTaBKU JOKYMEHTOB, IIEIOCTHOCTH YMAKOBKHM W BIIOKEHHUU, KOMILICKTHOCTH
JOKYMEHTOB (HAJINYMS BCEX MPHUIIOKEHUN); PUKCAUIO (haKTa MOCTYIUICHHUS JOKYMEHTOB
Bompoc 8
Cekpemapu npu nepeuuHol 0bpabomke U COPMUPOBKE UMEIOM NpPABO  BCKPbIEAND
KOPPEeCNOHOEHYUIO ¢ NOMemamu
BriOepure o11H OTBET:
a. «KonpuaeHuuanbHo», «JINIHOY
b. «/lns ciyeGHOTO MOJIb30BaAHUS
c. «Kommepueckas TaiiHa»
d. «Perucrparus»
Bompoc 9
B cnyuae ecnu 6 opeanuzayuio  00HOSBPEMEHHO NOCMYNUIU NUCOMA, MerecpamMmbl U
menegorHocpammsl, 8 nep8yio ouepedsb 0opabamvlearomcs
BriOepure o11H OTBET:
a. MexyropoiHue OTIIpaBIeHUS
b. ITucema
c. Tenedonorpammsl
d. TenerpaMMsl 1 Telle)OHOTPAMMBI
Bompoc 10
Ilpu pabome c exoosweli xkoppecnonoenyuei 6 coomsemcmeuu ¢ 1I'OCT P 7.0.97-2016
OmMMemKa 0 NOCMYNIEHUU NPOCMABILEMCS HA CONPOBOOUMENbHOM NUCbME UTU NEPEOM TUCe
O00KyMeHma
BriGepure oauH OTBeT:
a. Ha HIDKHEM T10JIe CITpaBa
b. B mpaBOM BepxXHEM yriry
C. B JIECBOM BEPXHEM YTITy
d. Ha HIDKHEM ToJIe CIieBa

Tect Ne6

Bompoc 1

Lna opaanuzayuu paboue2o mecma ciedyem y4umvléams ciedyiouwue pacCmosnus
Bribepute ofuH OTBeT:

a. MEeXAy cTojamHu - 95 cm.

b. mmpuHa npoxona s Tpex denoBek - 110 cm

C. MEX/y CTEHOH U CTOJIOM - 45 cM.

d. MeXIly OTONUTEIBHBIMU PHOOPaMHU B PadOYMM CTOJIOM — 55 cM.



Bormpoc 2

Paccmosnue om enasz 0o skpana monumopa 00nxcHo 6bimb

Br16epute oauH OTBET:

a. He meHee 70 cM.

b. He menee 60 cm.

C. He meHee 80 cm.

d. He menee 50 cm.

Bormpoc 3

C mouku 3peHus 3p2OHOMUKU MOHUMOPbI KOMNbIOMEPA OO0NNCHBL PAZMEUAMbCsL NOO Y2I0M
Br16epute oauH OTBET:

a. 90—115° k okHam

b. 90—100° k oxHam

€. 95—105° k okHaMm

d. 90—105° k okHam

Bormpoc 4

Cymmapnoe epems pabomvl 3a GUOCOMEPMUHANOM 6 MmeueHue paboueco OHs He OO0JIHCHO
npesviuamy

Br16epute oauH OTBET:

a. 5.

b.3u.

C.6u.

d. 4u.

Bormpoc 5

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

Bribepute ofuH OTBET:

a. [IpenenvHo momyctumsbie koHueHTpanuu (I1JIK) BpenHbix BelecTB B Bo3ayxe paboueid 30HbI
b. EcTtecTBeHHOE U HCKYCCTBEHHOE OCBEIICHHE

C. l'uruennyeckue TpeOOBaHUS K MUKPOKJIMMATY MPOU3BOACTBCHHBIX TOMEIIICHUI

d. Illym Ha pabo4mx MecTax

Bompoc 6

Tepmun speonomuxa OvLL NPUHAM

Bribepute ouH OTBET:

a. B Slnonuu B 1940 r.

b.s CCCP B 1034 .

c. B CIIIA B 1920 r.

d. B BenukoOpuranuu B 1949 r.

Bormpoc 7

Oma Hayka 3aHUMaemcsi u3yyeHuem U HNpPOeKMUpOBAHUEM CUCMEM «UEIIOBEK-KOJUICKTUBY,

«KOJLIeKMU-0praHu3allusy, «KOJLIeKmMug-MallluHay, «4e106eK-CeThy
Bribepure of1H OTBET:

a. MakposproHomuka

b. AuTpOomoTEeXHIKA

C. Muauspronomuka

d. Miikpospronomuka

Bompoc 8


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

Camvim 300p08bIM CEEMOM OCMAEMC s eCMeCMBeHHbIL - OHe6HOU. Umobbl e2o ucnoiv3osams,
2nYyOUHa oQhuCHbIX NoMewjeHUull He 00NHCHA NPebILUAMb
Br16epute oauH OTBET:
a.3 M.
b. 6 m.
C.5m.
d. 4 m.
Bormpoc 9
Cneyuanucmoi cuumarom, 4mo npeoeibHvlii yposeHsb uyma 0jisi 0QucHol pabomoi
Br16epute oauH OTBET:
a. 50 - 60 nermben
b. 150 - 160 neuunden
c. 70 - 80 meumben
d. 170 - 160 geunben
Bormpoc 10
Ilo Tpyoosomy xkooexcy P® cm. 108 Ilepepwvigvl 013 omovixa u numanus: «B meuenue pabouezo
OHs (cMeHbl) paboOmHUKY 00JdiceH Oblmb NpeodocmasieH nepepvle Ol Omovlxd U NUMAHUs
NPOOOIHCUMENTLHOCBIO ..., KOMOPbILL 8 pabouee 8pemMs He BKII0UAENCA... »
Br16epute oauH OTBET:
a. He OoJjiee Tpex 4acoB U HE MeHee 45 MUHYT
b. He Gonee ABYX YacoB U He MeHee 30 MUHYT
C. He OoJee Tpex JacoB U He MeHee 30 MUHYT
d. He Gosiee ABYX 4acoB U He MeHee 20 MUHYT
Tect Ne7

Bomnpoc 1

Vrascume nuwmnee: «Kypnan yuema nocemumeneii npedycmampueaem pagpul ...

BriGepure oauH OTBeT:

a. KoHTpoIb 3a nconHeHneM Mopy4eHuil pyKOBOANUTENS

b. HaumeHoBaHKe OpraHU3alum, OApa3IeIeHHsI

C. [lata u Bpems npuemMa (TIOCEIIeHHUs])

d. [IpenBapuTesnbHas TOrOBOPEHHOCTh

Bompoc 2

Bepno nu ymeepoicoenue: «/leticmeuss 1106020 HAO30pHO2O UMY KOHMPOIUPYIOUIE20 OpeaHd
8ce20a OOJINHCHBL HAUMU C80e ompaxdcenue Ha oymaze. Dmo moeym 6blmeb aKmuvl Ul HPOMOKOIbL
npogepox, 006cne008anull, U3bAMUsL OOKYMEHMO8 Uil 00pazyo8 npooyKyuu u m.n.»?

BriGepure oauH OTBeT:

a. BEpHO

b. coryacen yacTu4HO

C. HE BEPHO

d. aT0 TpeboBaHuE He 00A3aTEIHLHO

Bompoc 3

Hmeem au npaso cekpemapv He NOONUCHIEAMb AKMbL NPOBEPOK, NPOMOKOIbL UbAMUS UIU UHbIE
OOKYMEHMbl, COCMABIEHHbLE NPOBEPSIOUWUM OPLAHOM?

BriGepure oauH OTBeT:



a. 71a, €CJIM YMHOBHHMK OTKA3bIBACTCSl MCIPABUTh HETOYHOCTH B JJOKYMEHTE, C KOTOPBIMU BhI HE
COTJIACHBI

b. aTO MpecnenyeTcs 3aKOHOM

C. 3TO HE BXOJUT B €ro 00s13aHHOCTH

d. na

Bormpoc 4

Ipu suzume 6 opeanuzayuro YACMHbIM OeMeKMuUBam 3anpeuaenmcs

BriOepure ouH OTBET:

a. moJyyath TIPU COBEPIICHUH HCIOJIHUTEIBHBIX JCHCTBUH HEOOXOIUMYI HH(OPMAIIHIO,
OOBSICHEHUS U CIPABKU

b. ycTHBIH ompoc rpakaH U JOJDKHOCTHBIX JIHIL

C. UCTIOJIB30BATh CIIELUAIBHBIC CPEICTBA U OPYKUE

d. OCYIIECTBIATh BHICO-H ayIu03amuch, (OTO-U KHUHOCHEMKY B CIYXKECOHBIX WM HHBIX
MOMENICHUAX 0€3 MUChMEHHOTO COTJIACHs Ha TO COOTBETCTBYIOIIUX JIOJKHOCTHBIX MIJIH YaCTHBIX
JIHII

Bormpoc 5

Cocmasnenue nnana paboueco OHA pykogooumens (pekomenoayus 1 F0. Kacvanosoii)
noopaszymesaem 3anoHeHue epaghol

Br16epute oauH OTBET:

a. PezepB BpeMeHn

b. OcHoBHast uHpOpMAaIHs

C. [Iporpamma niHst

d. Mepsi obecrieueHust

Bormpoc 6

Vxaosicume eeprulil nOpsi0OK 00KYMEeHMANbHO20 OOPMIEHUSL KOMAHOUPOBKU

BriGepure ofuH OTBET:

a. B kampoBoMm [enompom3BOJCTBE KOMaHAWPOBKA OQOPMIISIETCS CIY)KEOHBIM 3aJaHHEM,
MPUKA30M ¥ KOMaHUPOBOYHBIM YIOCTOBEPEHHUEM C OTMETKAMHU O BBEIOBITHH

b.B KkagpoBOM JeNIOTNPOM3BOJICTBE KOMAHAMPOBKA O(OPMIISETCS  KOMaHIUPOBOYHBIM
YIIOCTOBEPEHHEM C OTMETKAMH O BBIOBITHH, IPUKA30M, CITy)KEOHBIM 3a/laHUEM

c. B kampoBoM enompou3BOACTBE KOMaHAUPOBKA OMOPMIISETCS KOMaHIUPOBOYHBIM
yIIOCTOBEPEHUEM C OTMETKaMH O BBIOBITHH, CITY>)KEOHBIM 3a/1aHUEM, TIPUKA30M

d. B kaapoBoM JeJIONpPOM3BOACTBE KOMAHIAMPOBKA O(GOPMIISIETCS MPUKA30M, CIYKEOHBIM
3aJJaHueM H KOMaHIUPOBOUYHBIM YIOCTOBEPEHHUEM C OTMETKaMHU O BHIOBITHI

Bormpoc 7

Hokymenmanvhoe oghopmienue KOMAHOUPOBKU NPedyCMAMpUAent COCMABIeHUe CLyHeOHOU
3aNUCKU O KOMAHOUPOBKe C VKA3AHUeM HeOoOXOOUMbIX CYMM, KOMOPYIO HeobXooumo
npeodocmasums 6 Oyxeaimepuio emecme

Bribepure of1H OTBET:

a. CO CIy>)KeOHBIM 3aJJaHUEM

b. ¢ KOMaHIUPOBOYHBIM YIOCTOBEPCHUEM

C. C PETJIaMEHTOM Ha MPEICTaBUTEIHCKUE M TPAHCTIOPTHBIE PACXOIbI

d. ¢ xonueit mpruKkaza 0 KOMaHIMPOBKE

Bompoc 8

IIpu 0oxkymeHmuposaHuu KOMAHOUPOBKU OULemvl, cuema omeell, YeKu, peCmopanHvle cuemd,
keumanyuu no I CM, apende mpancnopma u m.o. a6110mMcs OCHO8AHUEM OJis COCMABNEHUS.



Bri6epute oquH OTBET:

a. pacXxoJJHO-KaccoBOro opjepa

b. oTyera Mo KOMaHIMPOBKE

C. periaamMeHTa Ha IPECTaBUTEIIbCKIE U TPAHCIIOPTHBIC PACXOJIbI

d. aBaHCOBOIO OTYETA 10 HATUYHBIM OILJIATaM

Bormpoc 9

B nepeune 3a0au cexpemapsi 6 obnacmu opeaHu3ayUOHHO20 00OecneyeHUsi NOBCEOHEEHOL
OdesimenbHOCMU PYKOBOOUmens yoepume TUUHION.

BriOepure o1iH OTBET:

a. y4eT U aHaJu3 3aTpaT pabodyero BpeMeH!

b. mnanupoBaHue COOCTBEHHOTrO pabovero BpeMeH!

C. pacCTaHOBKA MPUOPUTETOB MPO(HECCHOHAIBHOMN IeATETHHOCTH PYKOBOIUTEIS
d. mouck u c6op uHpopMaIKu HEOOXOIUMON PYKOBOIUTEITIO

Bormpoc 10

B nepeune ocnosuwix obszannocmeti pykogooumeins yoepume JUUHIO
BriOepure o11H OTBET:

a. 00paboTka HHPpOpMaLTUH

b. mocranoBka menei u 3aaau

C. MOATOTOBKA U Mepeiada JOKYMEHTOB B apXUB

d. moAroToBKa M peanu3aius yrnpaBiIeHIECKOro peHIeHUs

Tect Ne8

Bomnpoc 1

Yrkascume nuwmnee: «Iloocomoeka k nepecogopam ekarouaem 6 ceos ...

BriGepure ofuH OTBET:

a. AHanu3 mpoOsIEeMbI

b. [TepBbie KOHTAKTHI C TAPTHEPOM IO TIEPErOBOPaM

C. [InanupoBanue NeperoBopoB

d. ITpoTokos npoBeieH s IEPErOBOPOB

Bomnpoc 2

Bpemennvie opuenmupul 0ns opeanuzayuu nepe2osopos

Bribepure ofuH OTBET:

a. IPOAOIDKUTENBHOCTS - 2-2,5 u. Kak npaBuio, oHu Ha3HavyaroTesd Ha 10 4., eciii mpoBOJsATCS BO
BTOPOM IOJIOBUHE JIHS, TO 3aBepLICHUE IUIaHUupyeTcs He no3anee 17.30 - 18 4.

b. mpomomkuTensHoCTh - 1,5-2 u. Kak mpaBuiio, onu HazHayaroTcs Ha 10 4., eClii IpOBOIATCS BO
BTOPOM ITOJIOBUHE JIHS, TO 3aBepLICHUE IUIaHUupyeTcs He mo3aHee 17.30 - 18 4.

C. MPOAOIKUTENBHOCTD - 1,5-2,5 4. Kak mpaBuio, oHr Ha3Ha4arOTCsa HA 12 4., €Cliu TPOBOSATCS
BO BTOPOM IOJIOBUHE JIHSA, TO 3aBeplieHue Iuianupyercs B 18.30 - 19 u.

d. mpomomKHuTeNEHOCTD - 2-2,5 4. Kak npaBuio, oHM Ha3HavaroTcst Ha 11 4., eciiu mpoBOASTCS BO
BTOpPOI MOJIOBUHE JHS, TO 3aBEPIIEHUE IIIaHUpYyeTCs He no3aHee 18.30 - 19 4.

Bomnpoc 3

B cocmase nepezosoproii cpynnvi cekpemapu OmHOCAMCA K epynne:

Bribepute ofuH OTBeT:



a. BCIOMOTaTeIbHOT0 IEPCOHANA

b. HemocpeICTBEHHBIX YYACTHUKOB MIEPETOBOPOB

C. K OIIEpaTUBHOM TIPYyIIIIE

d. KOMITIETEHTHBIX CIEIUATNCTOB, KOHCYJIbTAHTOB, SKCIIEPTOB

Bormpoc 4

K xapaxmepucmukam denosozo meneghonnoco pazeoeopa omuocam ciedyioujue 02paHudeHus.:
Bri6epute ofuH OTBeT:

a. TpyOky 3BoHsimiero TenedoHa cieqyeT CHHUMAaTh Iociie 2
MIPOJIOJKUTENIBHOCTD Pa3roBopa — 4 MUHYTHI

3 ryakoB (HE MO3Xe 5-T0),

b. TpyOky 3BoHsmero tenedoHa cieayeT CHUMATh mocie 3 - 4 ryiakoB (He mo3xke 6-ro),

IIPOJOJKUTEIBHOCTD Pa3roBopa — 5 MUHYT

1
N

c. TpyOky 3BoHsmero TenedoHa cieAyeT CHUMaTh mocie | I'yIKOB (HE mo3xe 4-10),
MPOJOIDKUTEILHOCTD Pa3roBopa — 3 MUHYTHI

d. TpyOky 3BoHsIIero tenedoHa cieayeT CHAMaTh mocie 5 - 6 TyakoB (He moke 7-T0),
IPOAOIKUTEIBLHOCTD pa3roBopa — 6 MUHYT

Bormpoc 5

Cmpykmypa 0enosoeo meneghonnozo pazeo8opa

Br16epute oauH OTBET:

a. BBEJICHHE COOeceHHKa B KypC Jelia, HallOMUHAHKUE COJepPKaHUs MPEABIIYIIETO pa3roBopa,
00CYXIIeHUE CUTYAINH, 3aKJII0YUTEIBHOE CIIOBO

b. B3auMHBIC MpeCcTaBICHNs, BBEJICHHE COOCCEHNKA B KypC Jejla, HAIOMUHAHUE COJCPKAHUS
IPEbIAYIIEro pa3roBopa, 00CyXkKIeHUE CUTYALNH, 3aKJII0YUTEIbHOE CI0BO

C. B3aUMHBIE€ MPEJCTABICHUs, BBEJCHHE COOECeHMKAa B Kypc Jeina, OOCYKAEHHE CHUTYyallMH,
3aKIIIOYUTENBHOE CII0BO

d. B3auMHbIE MPEJCTABICHUS, BBEICHUE COOCCEIHUKA B KYpPC Jielia, HATOMHUHAHHUE COJCPIKAHUS
IpEeIbIAYIIEro pa3roBopa, 00CykJIeHHE CUTYaIH

Bomnpoc 6

Lokymenmuposarnue meneghonnvix cooougenuti noopazymesaem 3anuch

Br16epute oauH OTBeET:

a. (haMWIMM, IMEHHU, OTYECTBA U JIOJDKHOCTH 3BOHMBILIETO; CYTh COOOIICHHUS; 10 KAKOMY HOMEpPY
NePe3BOHUTH

b. hamunmu, uMeHH, OTYECTBA U JOHKHOCTH 3BOHHBIIETO; CYTh COOOLICHHS; 0 KAKOMY HOMEPY
NEPEe3BOHUTD U KOT/1a, TOYHOTO BPEMEHH 3aITUCH COOOIICHUS

C. JaTbl M BPEMEHHU 3BOHKA; ()aMWJIMK, UMEHH, OTYECTBA U JOJDKHOCTH 3BOHMBILETO; CYTh
COOOMICHUS; IO KaKOMY HOMEPY MEePE3BOHUTH U KOTIa

d. paMunu, UMEHH, OTYECTBA U JOJDKHOCTH 3BOHHMBIIIETO; TI0 KAKOMY HOMEPY MEpE3BOHUTH U
KoTJIa

Bormpoc 7

Lenv menegponnozo 360nKa, peuienue pyKogooumensi u Oeucmeus cexpemaps PuKcupyomcs 6
BriGepute oauH OTBET:

a. PKK

b. creHOrpamme cooOIeHHS

C. 6mokHOTE (KypHaJIe) TeNeOHHBIX IEPETOBOPOB OPTraHU3AIUN

d. sKypHasie BXOAAIIMX TeJePOHOrpaMM

Bompoc 8



Bepno au ymeepoicoenue, umo mexkcm menepoHOZPAMMbL 3ANUCLIBAEHIC CeKpemapem 8
COOMBemMcmayIouyIo epady HcypHaia u Iu4Ho nepeoaemcs pyKogooumento?
Br16epute oauH OTBET:
d. COrJIacCH 4aCTU4YHO
b. aTo TpeboBaHue HE 00SM3aTEIBLHO
C. BEepHO
d. He BepHO
Bormpoc 9
Ecnu nocemumens npuwen 6e3 npedsapumenbHou 002080PEHHOCHIU, CEKPEMapPhb.
BriOepuTe HECKOJIBKO TPAaBUIIbHBIX OTBETOB:
a. mpeularaeT IMOCETUTENI0 IEePETOBOPUTh C 3aMECTHTEISIMH PYKOBOAMTENS WM JPYTUM
KOMIICTCHTHBIM PAOOTHUKOM MPEATIPHUSITUS
b. u3BUHSETCS, YTO HUYEM HE MOXKET EMY ITOMOYb
C. IpeJyIaraeT MOCETUTEITIO 3aIUCaThCs Ha MPUEM B APYroe BpeMs
d. TOoKJIaaBIBACT O HEM PYKOBOJUTEIIO HEMEIEHHO
Bormpoc 10
Omom cnocob paccadku Ha KOHGEpeHMHbIX MepOnpUsmuUixX Onmumanier Oisi NpogedeHuUs
3aKPLIMBIX MEPONPUAMUL C NPUBTeYeHUeM 0SPAHUYEHHO20 YUCIA YYACMHUKOS8, CHOCOOCMBYem
€030aHut0 0cobo 008epumenbHoU 00CMAaHOBKU
Br16epute oauH OTBET:
a. Kpyruslii cron
b. ITo nepumetpy
c. I1(U)-o6pa3Hubrii
d. BuzaBu
HTorosbiii TecT

Bomnpoc 1

Ilo muenuro kakou opeaumuzayuu npogeccuu «COBPeMeHHblll CeKxpemapvy, COOmeemcma)yem
cnedyioujee onpeoeneHue:

«Muuyuamuenelii. u  paccyoumenvbHulii. NOMOWHUK — PYKOBOOUmens, 001a0aruwui  ecemu
npoghecCUOHANbHLIMU  HABBIKAMU, HEO0OX0OUMbIMU OJiIsl  Opeanusayuu pabomel 6 oguce,
NPUHUMATOWUT peuletUsl 8 Npedenax C8oel KOMNEemeHyYun.

Br16epute ouH OTBeET:

a. EBporietickoif accormanuu npogecCuoOHaIbHBIX CEKpeTape

b. MexnyHapoaHoro nmpodeccnoHaIbHOTO Kiiyba cekperapei

C. Poccuiickoi HallMOHAIBHOM aCCOLMALIMU CEKPETApEn

Bomnpoc 2

B epynne aomunucmpamugnvix onepayuil, 8bINOIHAEMbIX CeKpemapem, npuem nocemumeretl,
menegh)oHHbLEe NEPe2c0BOPbl, CAYHCEOHbIE KOMAHOUPOBKU, 008e0eHUe PeuleHUll 00 UCHOIHUmeNel
OMHOCUMCA K

Bribepute ofuH OTBeT:

a. KOOpJAWHAIIMOHHBIM

b. paciopsiTuTETEHBIM OTIEpAITUSIM

C. CIyKeOHO-KOMMYHUKATHBHBIM OTIEpPAIUsM

Bomnpoc 3



B epynne aomunucmpamuenvix onepayutl, 8bINOIHAEMbIX CEKpemapem, npogedeHue coseuwaHull
U 3ace0anull, Op2aAHU3AYUOHHOE U UHGOpMaAYUOHHOe obecneyeHue 3moll OesmeirbHOCmU
PYKOBOOUMEN OMHOCUMCS K

Br16epute oauH OTBET:

d. KOOpAWHAIIMOHHBIM

b. pacriopsiTUTEeIbHBIM OIEpaIHsIM

C. CIy>K€OHO-KOMMYHUKATUBHBIM OTI€pAIUSIM

Bormpoc 4

3aseoyrowuii kanyenapuetl (oguc-meneoxicep) no OMHOUEHUIO K CEKPemapsim pyKogooumenel
CMPYKMYPHBIX NOOpa30esienuti KPYNHoU OpeaHu3ayuu npoeooum

Br16epute oauH OTBET:

a. KOHTPOJIb BCEX cep AesATeTbHOCTH

b. MeToIMUeCKOE PYKOBOJICTBO

C. aIMUHUCTPATUBHOE PYKOBOJICTBO

Bormpoc 5

Ilepsvim nuynvim cexpemapem Examepunul |l cman

Bri6epute oquH OTBET:

a. A.B. XpanoBunxuii

b. A.A. Be3bopoako

c. I'.H. Tenuios

Bomnpoc 6

Bosnuxkwasn 6 40-x 2e. XX 6. 6 CLIA opeanuzayus, enepsvie pazpabomasuias CneyudaibHyo
npocpammy no020mo6KU KeaiuGuUyuposaHHsvlx ceKpemapcKux pabomuuxkos, 3mo

Bribepute ouH OTBET:

a. EBpomeiickast acconuanus npodeccruoHalbHBIX CEKpeTapeit

b. HarmonaspHas accolanus cekperapeit

C. HannonanpHas accounanus PUINIECKUX CEKpeTapen

Bormpoc 7

Keanugurayusa xaxou oonoscnocmu, coenacrno B.I1. ILlleiinogy, npedycmampusaem noo2omoexy
no npoghuiro upmul U CMaiCUPoBK) 3a pybexcom?

Bribepute o OTBET:

. aCCUCTEHT PYKOBOJIUTES

b. cexperapn-repeBoIUNK

C. cekpeTapb-pedepeHT

Bompoc 8

Coenacno knaccuguxayuu B.I1 Illetinosa kaxas u3 Hudice NepeyucieHHvlX OOJINCHOCMEU He
npedycmampueaem  GblNOJHEHUe Ul  Oelcmseuli no YKA3aHuro  pykosooumens, 0e3
CAMOCMOSIMENIbHBIX PeuleHUli

Br16epute o1H WM HECKOIBKO OTBETOB:

a. cekpeTapb-pedepeHT

b. cekpeTapp-ManMHUCTKA

C. aCCUCTEHT PYKOBOIUTEIS

Bompoc 9

Cexpemapv 5motl  Kame2opuu npogooum pabomy no NPOBEOeHU) 3ACe0aHUll MaKux
opeanu3ayul, Kak 006posobHoe 00bedUuHeHUe auYy 00HOU npogheccuu

Bribepute ofuH OTBeT:



a. cekpeTapb-cTeHOrpauCcTKa

b. cexperapp KosIerUM

C. CEeKpeTapb y4eHOT0 COBETa

Bomnpoc 10

Cexpemapv smoii kame2opuu npogooum pabomy no no020moske 0OKYMeHmos, Mamepuanos OJis
PACCMOMPEHUsT HA 3ACeO0aHUsX NOCMOAHHO OelCm8yrue2o 8bl00pH020 NpPedCmasumenbHO20
Op2aHOMa BblCUe20 YUEOHO20 3A8e0eHUsl, 3AHUMAIOUe20Cs peuweHuem CmpameuiecKux
80NPOCO8 €20 pa3sumus

Bri6epute ofuH OTBeT:

a. ceKpeTapb-CTeHOTpaducTKa

b. cexperaps yueHoro coera

C. CCKpeTaph KOJIJICTHH

Bomnpoc 11

Kaxoti uz nuosice nepeuucieHnvix 00KyMeHmos He odradaem @vlcuiell npagosoll 3HAYUMOCTBIO
npu opeanuzayuu pabomul 0eronpoussooumens?

Bri6epute o1H OTBET:

a. ®enepanbHblil 3aK0H «OO0 aKIIMOHEPHBIX OOIIECTBAX)

b. [Tonoxenue o henepaabHOM aAPXUBHOM areHTCTBE

C. ®enepanbHblil 3aK0H «O0 IEKTPOHHON TUPPOBON TOIITHCHY

Bomnpoc 12

Ykaoscume, umo exooum 6o emympuyupescoenueckylo pe2rameHmayuro  OOAHCHOCHHBIX
obsA3anHOCmell cekpemaps

Bri6epute o1H UM HECKOJIBKO OTBETOB:

a. TOJKHOCTHAsI MHCTPYKIUS cekperaps, [lonoxenue o ¢peaepanbHOM apXUBHOM areHTCTBE

b. HOMeHKTaTypa e, JOKHOCTHASI HHCTPYKIHSI CeKpeTapsi

C. Tabenb (HopM JOKYMEHTOB OpraHU3aLUU

Bompoc 13

Ipu opeanusayuu npuema evidensrom ciedyrowue Kame2opuu nocemumenei

BriGepure ouH MM HECKOIBKO OTBETOB:

a. COTPYAHHUKH CBOEH OpPTaHU3aIlNH 10 TEKYIUM BOIIPOCAM; COTPYAHUKH JPYTUX OpTaHU3aIIi
b. moceruTenu mo IUYHBIM BOIIPOCAM

C. PYKOBOJIIIME pAaOOTHUKHN OpraHU3aluu

d. KOMaHIUPOBaHHEIE, JCTICT AN

Bomnpoc 14

Vkaotcume npusnaku HezaxomHOcmu Oelucmeuil COmMpYOHUKO8 KAKO20-TUOO HAO30PHO20 UMU
KOHMPOUpYoue2o opeana

BriGepure ofiH MM HECKOIBKO OTBETOB:

a. BUBHTED HE MPEIBSIBISIET YIOCTOBEPEHHS; HE COCTABIISIOTCS TPOTOKOJIBI TIPOBEPKU U U3BATHUS
JOKYMEHTOB

b. mokymeHTBI, oTpaxkaromue (akT H3BATHS YEro-JIMOO0 W3 Ballero ogpuca COCTAaBISIOTCS B
OTCYTCTBHE TMOHSATHIX; B O(HCE OCTaBISAETCS KOMHUS aKTa M3bATUS COOCTBEHHOCTH Ballei
OpraHu3aIH

C. YeTKO HE OOBSICHAETCS NMPUYMHA BHU3HUTA; OTCYTCTBYET IpENIUCAaHWE Ha TMPOBEPKY Balmei
OpTaHu3aIH

Bonpoc 15

Jenosomy menegponnomy paseosopy npedvasisaomcs ciedyrouue mpedosanusl:



Bri6epute oquH OTBET:

a. TpyOKy cieayeT CHUMarh He Mo3aHee 4 TyaKa, CKOpocTh peud 145 cioB B MHHYTY,
JUTUTEIHHOCTH - He 0oJiee 8§ MUH.

b. TpyOKy ciemyer cHUMATh Toce 2-3 ryka, CKOpocTh pedr 165 ¢JI0B B MUHYTY, JUTUTEILHOCTh
- He Oosee 6 MHH.

C. TpyOKy cieayeT CHUMaTh HE IMo3aHee 4 Tyaka, CKOpOCTh pedyd 125 clioB B MHHYTY,
JUIMTEIBHOCTE - He OoJiee 10 MuH.

Bormpoc 16

K obsa3amenvHvim s1emenmam mene@onocpammol OMHOCAMCA

BriGepuTe 01uH MM HECKOJIBKO OTBETOB:

a. aapecar, pamMuIus U TenedoH JINLA, IPUHSIBIIETO Tele(hoHOrpaMMy

b. nata, Homep TenehoHOrpaMMBbl; (haMUITHK 3aMECTUTEINEH apecaTa Tene(OHOrpaMMbl

C.BpeMsi mpuema TeneoHOrpaMMbl; JOJKHOCTh JUIAa, OT HMMEHH KOTOPOTO TMepenaeTcs
TenegoHorpamma

d. HauMeHOBaHUE yUpEKICHNUS, (haMuTus U TeaedOoH JInia, epeIaBIiero TeaeGoHOrpaMMy
Bormpoc 17

Tun xoHgpepenmuozo meponpusmus, cobparue npedcmagumenei op2aHu3ayul, 2pynn, napmuti,
0OwecmeenHbIx 00beOUHeHUll

Br16epute oauH OTBET:

a. che3 [

b. coOpanue akIMOHEPOB

C. CUMITO3UYyM

Bormpoc 18

Kaxas ¢opma npomokona cosewanusi npeononacaem ¢ukcuposanue 00CyHcOAOUWUXCS
80NpPOCO8, pamunuii OOKIAOYUKOE U NPUHAMBIX PEUeHUl?

Bribepute o OTBET:

a. IOJIHBIN POTOKOJI

b. kpaTkuii TPOTOKOI

C. cTeHOrpaUUecKuil MPOTOKOJI

Bompoc 19

Buvibepume sepmwiii sapuanm ¢pacmenma nogecmxu OHs co8eujanus

Bribepute ouH OTBET:

a. Utoru gestenbHocTH 3kcniepTHOM komuccuu B 2008 1. Joknaguuk: Koxanenko B.U.

b. Utorn naestensHOCTH 3KcrepTHONH komuccuu B 2008 1. Jlokmamuuk: mpencemarens K
Koxanenko B.1.

€. O6 urorax nesrenbHOCTH 3KcnepTHOW komwmccuu B 2008 r. Jlokmamuuk: npeacemarens DK
Koxanenko B.1.

Bompoc 20

Kaxkue oeticmeus npu noocomoeke u 6edeHuu nepe2osopos AGNAIOMCA OUUOOYHBIMU?

Br16epute o1H WM HECKOIBKO OTBETOB:

a. BEJICHUE MEePErOBOPOB Ha SI3bIKE MPUHUMAIOIIEH CTOPOHBI

b.He yaensercs JOJDKHOTO BHHMMAaHHUS IOJTOTOBKE K  IIEPEroBOpaM,  3aBBIIIACTCS
KOJIMYECTBEHHBIN COCTaB JIeTeraiuu

C. 3a CTOJIOM TIEPETOBOPOB BO3HUKAIOT CIIOPHI BHYTPH JEJIeTaAIUN

d. He yYUTBIBAIOTCS OCOOCHHOCTH MEHTAJIMTETA 3apyOCIKHBIX TAPTHEPOB



KonTpoasHnas padora

1) CocraBpTe TeneoHHOE COOOIIEHHE AaBTOOTBETUYMKA OpraHu3allid, B KOTOpOHl B
HACTOSIIEE BpeMs ITPOBOJAUTCS BaKHOE COBEIIAHMUE.

2)  CocraBbTe TEKCT U 0POPMUTE TelIePOHOTPAMMY

TEJIEOOHOI'PAMMA

3) [Tepeuncnure TUMMYHBIE HEAOCTATKH B BEJCHUU TEIEPOHHBIX TIEPETOBOPOB.

4) CocTaBUTh TOPSIIOK PabOTHI PYKOBOAMTENSI W CEKpeTaps Ha OJUH padouHii JICHb.
CocTaBuThb 1m1aH pabOThI ceKpeTaps Ha MECHII.



&

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

IlepeyeHb BONMPOCOB M0 BceMy KYPCY JJIsl HOATOTOBKH K MPOMeKYTOYHOM
aTTecTallMU.

Ponb cekperapst B COBpEMEHHOM YIPABJICHYECKOM allapare U B CTPYKTYpEe CIyKObI
JOKYMEHTAI[HOHHOTO 00ECTIEYeHHUS yIIPABICHHSL.
Hcropusi cexperapckux ciiy:)k0 B JOpEBOJIIOLIMOHHOM Poccum m B coBeTckoe BpeMms.
Bo3spacranue 3HaueHus cekpeTapckoro oocmyxuBanus B 1990-e rojsl.
[ToaroroBka npodeccnoHanbHbIX cekpetapeil B Poccuu u 3a pydesxom.
HearenbHOCTh MeXyHAPOAHOM acCOIMALIMKM CEKPETAPEH.
Kareropum cekperapeii (cekperapb Ha TeneoHE, JTUYHBIA CEKpeTapb, TEXHUYCCKUU
CeKpeTapb, CEKpeTapb CTPYKTYPHOTO IMOApa3AeieHHs, CeKpeTapb-pedepeHT, ceKperapb
KOJUIETMH, YUEHBIH CeKpeTapsb).
Cekperapuar Kak CIELHAIM3UPOBAaHHAS CIyk0a B CTPYKType ammapara YHpaBJiCHUS.
TUnoBbIE CTPYKTYPBI CEKPETAPCKUX CIIYKO.
OYHKIMK CEeKpeTaps U MX 3aBHCHUMOCTh OT KaTErOpUU CEKPETapCKOTo OOCITYyKUBaHMS,
YPOBHSI pPYKOBOJUTENISA, HAMPABICHHUH JEATEIbHOCTH OpraHU3aIiH, JOKYMEHTAI[HOHHOTO
o0OecrieueHus anmapara YOpPaBJICHUS, CHCTEMbI JEJIIONPOU3BOJICTBA, TEXHOJIOTHH
JIOKYMEHTUPOBAHUS.
[MpuHnMIManpHBIe OTIMYUS  OOS3aHHOCTEH CeKperaps W ceKkperaps-pedepeHra,
CEKpeTaps KOJIJIETUH, YUYEHOTO CeKpeTaps.
HopmatuBHO-MeToiMueckass 0aza KBaTM(UKAIMOHHBIX TpeOoBaHWid K mpodeccuu.
BuyTpuyupexeHueckas perjiaMeHTalus J0JKHOCTHBIX 00s13aHHOCTEN ceKpeTapsl.
IMopsmok u ocoOeHHOCTH pa3pabOTKU JODKHOCTHBIX HMHCTPYKIMM — cekperapeit
Pa3IMYHBIX KaTErOpHii.
JIOMKHOCTHOW ¥ YHCICHHBIA COCTaB MPHEMHON PYKOBOAMTENS, paclpeaeicHue
o0s13aHHOCTEH B cekperapuaTax. JJOMKHOCTHOM cTaTyc pyKOBOJIUTENS CEKpeTapuara.
bazoBele  3HaHUsA ~ cekperaps-pedepeHTa —  KOMIIBIOTEp, JAEJIONPOU3BOICTBO
MaITMHOMUCH, MTHOCTPAHHBIN S3BIK.
[Ipodeccnonanbuble 3HaHNA U HaBbIKU. KBanu@ukanuonusie TpeOOBaHUS K CEKpeTapsM
Pa3IMYHBIX KaTETOPHIl.
OcHoBHBbIE J1€7I0BbIE KayecTBa cekpeTapst. PopMUpoBaHrEe KOMIETEHTHOCTH.
JINYHOCTHBIE KauecTBa, HEOOXOIUMBbIE B paboTe ceKpeTaps.
Pabora cekperaps ¢ TeKCTaMHM YIPABICHUYECKUX JIOKYMEHTOB IIPH COCTaBICHHUU
0030pHBIX TOKYMEHTOB (JIOKJIaZIOB, OTYETOB, BEICTYIJICHUNA PYKOBOJUTENS).
OcobeHHOCTH PabOThl € BEIOMCTBEHHBIMU U3JAaHUSAMH, NyOJIMKalMsIMU B TIpecce,
CIELMAJIbHOM JINTEpaTypoi.
DYHKIIMKA CEeKpeTapsi 1Mo oOecnedeHuio Oe30macHOCTH HWHGOpPMAIMU Mpu paboTe ¢
JOKYMEHTaMU B TMPUEMHON (JIOKYMEHTHPOBAHHE, Yy4YeT JOKYMEHTOB, JBUKCHHE
JIOKYMEHTOB, HX XpPAaHCHHE).
[ledaTs, TUpaXHPOBaHKE M KOMTUPOBaHHUE JOKYMEHTOB B paboTe cekpeTapsl.
[Tpuem u nepenava pakCUMIIBHBIX COOOIICHUH.
Ilonyuenne u  ormpaBka  koppecnoHieHuuu.  [loaroroBka  mocTynuBLIeH
KOPPECHOHIEHIINY K JOKJIaay PyKOBOJIUTEINIO.
[Ipouenypa mpenBapUTENLHOTO  PacCMOTPEHUs  JAOKyMeHTOB.  Cucremarusarus
KOPPECHOH/IEHIIUU Ha pabodyeM MecTe ceKpeTrapsl.
Benenue nepenucku pyKoBOJUTENSL.
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35.
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Opranmsanus pabodyero mMecra cekperaps, XapakKTepUCTHKa MeOenn W 00OpyaOBaHMS,
HEOOXOMMBIX TEXHUYECKHX CPE/ICTB, KAHLIESPCKUX MPUHAICKHOCTEH, OPTITEXHUKH.
VYcnoBust Tpyna cekperaps (OCBEIIEHHOCTh pabouero mecra, LIyM, TeMmIepaTypa
BO3/1yXa).

Pexxum Tpyna u oTabixa cekperaps.

B3aumocBsi3p mopsiika MOJMUCAHUS, BU3HPOBAHHS, COIJIACOBAHUS JIOKYMEHTOB B
opranmzaliii 1 oOsi3aHHOCTeH cekperaps-pedepenta. Koutponp 3a kauecTBOM
BBIIYCKAEMbIX TJOKYMEHTOB.

Perucrpanust 1OKyMEeHTOB, KOHTPOJIb U CIIPaBOYHAs paboTa.

CucremaTtu3anys JOKYMEHTOB M UX XpaHeHHe. J[ocTyI K JOKYMEHTaM CeKpeTapuara.
Opranuzanus paboyero JHs PyKOBOIUTENS, rpaduk HeleIbHOM paboThl, KOPPEKTUPOBKA
TUTaHOB.

CootHomienne Tpaduka pabOTBl PYKOBOAMTENS H CEKpeTaps. AHaIN3 WTOrOB
TUTAHUPOBAHMSL.

Ponb cexperapst B opraHu3aiyu KOMaHAMPOBOK PyKOBOIUTENS. BrimoaHeHue mopy4eHuit
PYKOBOAMTEIIS.

Opranuzanus padOTHl NPUEMHOM: MpaBUIiIa, OPraHU3alus padboThl, TOKYMEHTHPOBAHHE;

peryaupoBaHue MOTOKA MMOCETUTENEH, MPUEM U PETHCTPALIUsI TOCETUTENCH.

Oco0eHHOCTH TTOATOTOBKH JISIOBBIX BCTPEY M MEPErOBOPOB pyKoBoauTels. Pa3paboTka
COJIepKATEIIbHOW YacTH TEPETOBOPOB W PEIICHHE OPTaHU3AIMOHHBIX (TEXHUYECKHX)
BOIIPOCOB.

[IpaBuna BeaeHUs neM0BOM OECe/bl.

Crneuuduka cayxedHoro teneoHHoro pasrosopa. JlokymeHTHpOBaHUE Tele()OHHBIX
coobmieHu, TeneponorpamMma. TUITHYHBIC OMTUOKHY TP TeJIe(OHHOM OOIIICHUH.



MNPUJIOKEHHUE 2

O1neHoUYHbIE CPEACTBA JIJIsSl NPOBEAEHHUS NPOMEKVTOUHOM aTTeCTAIMNI

HHaHpreMbIe pe3yJbTaThbl oﬁyqe}mﬁ H OIICHOYHBIC CpeaACTBA AJISl IIPOBECACHUSA

l'lpOMC)KyTO‘[HOfI arrecranum.

Kon
WHIUKATO

pa

Nupukarop
IOCTHKEHUS
KOMIIETEHIIUHU

OneHouyHble CpeaCcTBa

YK-6 Cnoco0eH ynpaBJjsiTb CBOMM BpeMeHeM, BBICTPAUBATHL U PeajM30BbIBATH
TPAEKTOPUIO CAMOPA3BUTHS HA OCHOBE MPUHIIUIIOB 00PA30BaHUs B TeUYeHUe Beeil KU3HH

YK-6.1 Hcnons3yer IlepeyeHb BONIPOCOB K IK3aMeEHY:
uHcTpyMeHTsl u| 1. Pomp cekperaps B COBPEMEHHOM  YIPABJIEHYECKOM
METO/IbI amnmapare U B CTPYKTYpE CIYKObl JOKYMEHTAllMOHHOTO
yIpaBiIeHUs oOecrieueHus ynpaBIeHUsl.
BpemeHeM mnpu| 2. HcTopus cekperapcKux CclIyx0 B JOPEBOIIOIHMOHHOM
BBITIOJTHEHUH Poccun u B coBerckoe Bpems. Bospacranue 3HaueHHS
KOHKPETHBIX ceKkpeTapckoro oociyxuBanus B 1990-e rosl.
3amay, mpoektoB,| 3. ITloxroroBka mpodeccuoHanbHbIX cekpeTapedt B Poccuu
P JOCTHKEHUH u  3a pyoexoMm. JlesrenpHOCTh  MeEXIyHApOIHOM
MOCTABJIEHHBIX acCcoLMAIMU CEKpeTapen.
ueneu 4. Kareropum cekperapeid (cekperapp Ha TenedoHe,
JIMYHBIA CEKpeTapb, TEXHUYECKUU CEKpETapb, CEKpPETapb
CTPYKTYPHOTO  TOJpa3JesIeHusi, CeKpeTapb-pedepeHT,
CeKpeTapb KOJIJIETUH, YUEHBIN CEKpeTaph).
5. Cekperapuar Kak CHelUATM3UpOBaHHAs CilIyxk0a B
CTPYKType ammapara ympaBlieHHus. THIOBBIE CTPYKTYPHI
CEKPETapCKUX CIyxOo.
6. DyHKIMH CeKpeTaps W HX 3aBHCUMOCTh OT KaTETOPHH
CEKPETapCKOro OOCITYKUBaHUS, YPOBHSI PYKOBOJUTEIS,
HaIpaBJIEHUI JeSITEIbHOCTH OpraHu3alui,
JIOKYMEHTAIlMOHHOTO 00eCIieueHus anmnapara yrpaBieHUs,
CUCTEMBI JIEJIONIPOU3BO/JICTBA, TEXHOJIOTHH
JIOKYMEHTHUPOBaHUSI.
7. llpuHUuNUanbHBIE OTIMYUS OOS3aHHOCTEH cekpeTaps U
cekperaps-pedepeHTa, CeKkperaps KOJJIETUH, YYEHOIo
CeKpeTapsl.
VK-6.2 Omnpenernsier IMpakTuyeckoe 3aganue Ne 1
MIPUOPUTETHI 1) Ykaxute BUABI JOIKHOCTEHN, KOTOPBIE 3aHUMAIIH
COOCTBEHHOM BBIITYCKHUKH KHEBCKOT'O Y4eOHOTO 3aBeIeHUs ISl IeTeil 6osp u
NESTENbHOCTH, CTapUINX IPY>KMHHUKOB B MEPHO/] TpaBleHUs KHsI3s1 Biagumupa
JIMYHOCTHOTO CesarocmaBuya (978 — 1015 rr.).
pa3BUTHUSA u|l.
npodeccnoHabH | 2.




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

2) [lepeuncnure JOHKHOCTHBIC O0S3aHHOCTH CITYKHUJIBIX JTFOCH
MIPUKA30B
[vsaxos

Cmapwux («cmapvix») noovbsauux

Cpeonux noovsauux («cpeoueti pyKuy)

Mnaowiux noovauux

3) YkaxxuTe BUIBI TOIDKHOCTEH, KOTOpbIe cornacHo «Tabemnn o
paHrax....», yreepxkaennoi [lerpom | 24 suBaps 1722 1,
MOJTyYaJIld YUHBI

VI knacca -

VIl kiacca -

VIl kiacca -

IX kmacca -

X xiacca -

Xl kacca -

X1 xnacca;-

X1V kmacca. -

4) [lepeuncnure TpeOOBaHUS, IPEABABIIIEMbIE K
CEKpeTapCcKoMy paOOTHUKY B COBETCKUH TIEPHOJL.
5) N300pa3uTte MecTo U poJib CEKpeTapsi KOMIIAHUH Ha CXEMe
OpraHU3alMOHHON CTPYKTYpPbI YIpaBICHUS
HEeOOJIBIION (PUPMBI
6) M300pasure MecTo u poiib cekpeTaps-pedepeHra
TeHEePaTbHOTO IUPEKTOPa Ha CXeMe
OpraHU3aIMOHHON CTPYKTYPHI YIIPABJICHUS KPYITHONH KOMITAaHUH
7) Ilonp3ysice cxemoit, npenoxenHoit M.I1. bacakoBbiM,
MIEPEYHCIINTE Ha KAKHE KaTETOPUU COTPYTHUKOB
B OPTaHU3AIMOHHON CTPYKTYpE KaHIIEISIPUU CO CTOPOHBI
3aBEYIOIIETO PACIPOCTPAHIETCS

1) anMUHHCTPATUBHOE MO JYNHEHHE

2) METOIM4eCcKOe PYKOBOJCTBO




Kon Nupukarop
WHNKATO JOCTHKCHHUS OueHouHbIE CpeCcTBa
pa KOMIIETEHIINH

8) Ilepeuncnute neATEeIbHOCTh CEKPETapsl OPraHU3aluH,
OTHOCSIIIIYIOCS K TPYMIIE KOOPAUHAIMOHHBIX ONIEPALIHA,
9) K kakoii rpymrme onepaiuii OTHOCSATCS 0053aHHOCTH
ceKpeTapsi 10 BEJICHUIO JEIONPOU3BOICTBA, 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 H
MIPEUIOKEHUS
00pa3oBaTebHbI
X  ycayr s
BBICTPAHBAHUS
TPaeKTOPUHU
COOCTBEHHOTO
npodeccnoHaTbH
Oro pocra

«COBPEMEHHDLIL CEKPEemapvy, COOMEEn cmeyem
ciedyloujee onpeoenenue:
«Huuyuamuenwlit u paccyoumenbHvlii HOMOUWHUK
PYKogooumens, 001a0arouuil cemu npoheccuoHaIbHblMuU
HABbLIKAMU, HEOOXO0OUMBIMU 0J151 OP2AHU3AUUU PAOOMbL 8
opuce, npunumarlouwyuil peuienusn 6 npeoenax ceoeil
KomnemeHnuyuuy.
Br1bepute oauH OTBET:
a. MexmyHapoIHOTO MTPOoECCHOHAIBHOTO KITy0a CeKpeTapei
b. EBporeiickoii accoranuy mpopecCHoHAIBHBIX CeKpeTapei
C. Poccuiickoit HallMOHAJIbHOM accoIMalliKi CEKpeTape
2. B cpynne aomunucmpamugnvix onepayuii,
6bINOJIHAEMBIX CEKPemapem, npuem nocemumeeil,
menegonnvle nepezoeopul, cyiceoHbvle
KOMAHOUpoeKu, 0oeedenue peuieHuil 00
ucnonHumenel OMHOCUMCA K
Br16epute oauH OTBeET:
a. KOOpANHAIOHHBIM
b. paciopsIUTETLHBIM ONIEPAIHSIM
C. CITy’KeOHO-KOMMYHHKATHUBHBIM OTEepaIusiM
3. B zpynne adomunucmpamugnvix onepayuii,
6bINOJIHAEMBIX CEKPEMapem, npoeedeHue CoO6eU|anuil u
3ace0anuil, Op2aHu3auyUOHHOE U UHPOPpMAYUOHHOE
obecneyenue IMoil 0eamenbHOCmU PYKOBOOUmeIis
omuocumcsa K
Bribepute oauH oTBeT:
a. KOOpAMHAIMOHHBIM
b. cny)e0HO-KOMMYHHKATHBHBIM OIIEpPAIHsIM
C. pacrops,ANTENIbHBIM ONEPALIUAM
3asedyrowuii kanyenapueit (ogpuc-meneoxncep) no
OMHOWIEHUIO K CEKpemapam pyKogooumeinei cmpyKmypHblxX
noopaszoenenuii KPynHoil op2anu3ayuu npoeooum
Bribepute oauH oTBeET:




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

HH(pOpMaLNOHHOe o0ecneyeHne eI TeJIbHOCTH PYKOBOAUTEISI OPraHU3aluu

IIK-1.1

Opranusyer
obecneunBaeT

u

AOKYMCHTAIIMOHH
oc
COIIPOBOXKIACHHUC
ACATCIIBHOCTH
PYKOBOOUTCIIA Ha
OCHOBC BHCIIHHX
n JIOKAJIbHBIX
HOPMAaTUBHBIX

aKTOB

IIpakTuyeckoe 3aganue Ne 2

1) Kakoli HopMaTUBHBIN JOKYMEHT YCTaHABIUBAET IIPABUIIO
odopmieHHs TprKa3a O MPUMEHEHUH JUCIUTUTMHAPHOTO
B3bICKaHUA (CT. 193), U3roToBieHMs U BbIAAUN paOOTHUKY
KOMUI TOKYMEHTOB, CBSI3aHHBIX C paboToii (cT. 62),
npenynpexaeHus paboTHuka o0 yBonbHeHuu (cT. 79, 80) B
TPEXTHEBHBIN CPOK?

2) VkaxuTe Ha3BaHUE CIIPAaBOYHUKA, KOTOPBINA IPeJHA3HAYEH
JUTSL UCTI0JIB30BAHUS B KAUECTBE OCHOBHOI'O HOPMATHUBHOI'O
JIOKYMEHTA IPU COCTAaBJIEHUU HOMEHKJIATYpbI J1eJ1 OpraHu3aluH,
OIIpeIeIEHNU CPOKOB XpaHEHUs1, 0TOOpe Ha XpaHEHUE U
YHUYTOKECHUE YIPABICHUECKUX THIIOBBIX IOKYMEHTOB B
JeSITebHOCTH OpraHu3aluy (YUpexIeHHUs) U pacpOCTPaHIETCs
Ha BCE OPraHU3alliy, HE3aBUCUMO OT TOT'O, IIOCTYNAIOT UX
JIOKYMEHTBI Ha XpaHEHUE B TOCYJapCTBEHHbIE, MyHHUIUIATbHbIE
apXUBbI UJIU )K€ HE TIOCTYMAIOT.

3) Kaxkoii TOKyMeHT ycTaHaBIUBAET MOPSAAOK MOJATOTOBKU U
IpOBEIEHUs] COOpaHMii, COBEIIaHUI U NIepeYeHb BOIIPOCOB,
peleHre KOTOPbIX MPUHUMAETCS OOJIBIIIMHCTBOM T'OJIOCOB MIIH
€IMHOIJIaCHO; B HEM YKa3aHO, KTO UMEET MPaBo MOANNUCH
JIOKYMEHTOB?

4) Hannuure kakoro JOKyMEHTa OpraHU3allK 1103BOJISIET
CEKpEeTapro YETKO 3HATH MOPSAOK MOATOTOBKH JTOKYMEHTOB
(OpsIIOK pelIeHusl BOIPOCaA) U JIETKO MPOBEPUTH CTETIEHb
TOTOBHOCTH JJOKYMEHTOB (HaJIM4Me HEOOXOIUMBIX BU3) IPU
IIPEJICTaBICHUH HA TIOJIITUCh PYKOBOJIUTENIO?

IlepeyeHb BONIPOCOB K IK3aMeEHY:
8. HopmatuBHO-MeTonHMuecKas 0a3a KBaTM(DUKAIIMOHHBIX
BryTtpuyupexnendeckas

TpeOoBaHUIl K mpodeccuu.

perJamMeHTanus JOJKHOCTHBIX 00S3aHHOCTEH ceKpeTaps.




Kon
HHIAKATO

pa

Nupukarop
JOCTHKEHUS
KOMIIETEHIIUH

OneHouHble CpeacTBa

9. TIlopsnok M 0COOEHHOCTH pa3pabOTKU JOHKHOCTHBIX
MHCTPYKLUHU CEKpeTapei pa3IMuHbIX KaTerOpUi.

10. [JIomKHOCTHOW W  YHMCIIEHHBIH COCTaB MPHEMHOU
PYKOBOAUTENS,  pacupeneieHue  oOs3aHHOCTEH B
cekperapuarax. JlOJDKHOCTHOM CTaTyc pPYKOBOAMTEI

CeKpeTrapuarta.
11. bBa3oBbic 3HaHMS cekpeTaps-pedepeHTa — KOMIBIOTED,
JIEITOTIPOU3BOJICTBO MAIITMHOIIMCH, MHOCTPAHHBIH SI3BIK.

12. TIpodeccruoHanbHbIC 3HAHUS u HaBBIKH.

KBamudukammonusie  TpeOOBaHHS K CEKpeTapsm
Pa3IMYHBIX KATETOPHH.

13. OcHoBHBIE JIEJIOBbIE Ka4yeCcTBa cekpeTraps.
®opMHpPOBAHUE KOMIIETEHTHOCTH.

14. JIuyHOCTHBIC KadyecTBa, HeEoOXoauMbIe B  paboTe
cekperapsi.

TecTbl:

Ilepsvim nuunvim cekpemapem Examepunot || cman
Br1bepute oauH OTBET:

a. A.B. Xpanosuukuii

b. A.A. Be3dopoko

c. I'.H. Tenuios

Bo3nuxwiasn ¢ 40-x 22. XX 6. 6 CIIIA opzanuzayus, énepevie
paspadomaeuian CneyuaIbHyIo RPOZPAMMY HOO20MOBKU
K8anuuuupoeannwvix cekpemapcKux pabomuuKos, Ino
BeiGepute ouH OTBET:

a. HarmmonanpHast acconmarnus cekperapeit

b. HarmonanpHas accouanus FOPHINIECKIX ceKpeTapeit

c. EBpornelickas acconuanust npodeccnoHalbHbIX CEKpeTapeit
Keanugukayus kakoiu oonxcnocmu, coznacuo B.I1. Ileiinoey,
npedycmampueaem no020moeKy no npoghuiiro gupmel u
cmaxccupoexy 3a pyoexncom?

BeiGepure o1H OTBET:

a. aCCHCTEHT PyKOBOJIUTEIS

b. cekpeTapb-iepeBOAUNK

C. cekpeTapb-peepeHT

Cocnacno knaccugpuxayuu B.1I1. Illeinosa kakasa u3 nusxce
nepevUCIeHHbIX 00IHCHOCmEll He npedycmampugaen
6bINOJIHEHUE TUULL 0eliICMEUIL NO YKA3AHUIO PYKO8OOUmeIs,
0e3 camocmoamenbHbIX peuleHull

BeiOepuTe 0aMH MM HECKOIBKO OTBETOB:

a. aCCUCTEHT PYKOBOJUTEIS




Kon Nupukarop
WHNKATO TOCTHKEHUS OreHOUHBIE CPEACTBA
pa KOMIIETEHIINH
b. cexpeTapb-MalMHUCTKA
C. cekpeTapb-pedepeHt
[K-1.2 Opranusyer 1. Pombp cekperaps B COBPEMEHHOM YIPaBIEHYECKOM
MH(OPMALIMOHHO anmapare U B CTPYKType CIIyKObl JOKYMEHTAIlHOHHOTO
e u oOecrieueHus yrnpaBIeHUs.
JOKYMEHTAI[MOHH 2. Hcropusi cekpeTapcKux Cclyk0 B JOpPEBOIIOIHMOHHOM
oe Poccun u B coBerckoe Bpems. Bospacranue 3HaueHHs
B3aUMO/ICICTBUE cekperapckoro oociyxuBanus B 1990-e rojsl.

pyKOBOIUTENSA C
MMOCETUTEIISIMH,
10/1pa3/IeJICHUSIM
H,
JOJKHOCTHBIMU
TUAMU
napTHepamMu

3. TloaroroBka mpodeccuoHanbHBIX cekperapeil B Poccuu

u  3a pyoexoMm. JlesATeNBHOCTH

accolManuu cekperapei.

MexyHapoaHoit

4, Kareropuu cekperapeli (cekperapp Ha TenedoHe,
JIMYHBIA CEKpPEeTaph, TEXHUUECKUI CEKpeTapb, CEKPETaph
CTPYKTYPHOTO cekperapb-pedepeHr,

CEKpeTaphb KOJUIETHH, YUYEHBIH CEKPETaph).

noJpa3AeieHus,

5. Cekperapuar Kak CHeUUAIM3UpOBaHHAs CilIyxk0a B
CTPYKTYypeE aImmapaTra yIpaBieHHUs. THIIOBBIE CTPYKTYpBI
CEKPETAPCKUX CITYKO.

6. DyHKIUHM CeKpeTaps W HX 3aBHCUMOCTh OT KaTETOPHH
CEKPETapCcKOTro O0OCITy)KUBaHUS, YPOBHS PYKOBOIUTEII,

HaHpaBJ'IeHPIfI ACATCIbHOCTHU OopraHu3anuu,
JAOKYMCHTAITUOHHOT'O obecrnieyeHUs alrmapara yrpaBJICHUA,
CHUCTCMBI ACJIOMPONU3BOJACTBA, TCXHOJIOTHH
JAOKYMCHTHUPOBAHUA.

Kakoit uz nusice nepeuucieHHvlX 00KyMeHmMo8 He oonadaem
evicuieil nPAGoBoIl 3HAYUMOCHILIO NPU OP2AHU3AUUU PADOM bl
denonpouszeooumensn?

Br16epute oauH OTBeET:

a. [Tonmoxenue o eneparbHOM apXUBHOM areHTCTBE

b. ®enepanbHblii 3ak0H «O0 aKIIMOHEPHBIX OOIIECTBAX)

C. @enepanbHblil 3aKk0H «O0 31EKTPOHHON IUPPOBON MOAMHUCH
12. Ykasccume, umo 6xooum 60 6HympuyupexncoeH4ecKyro
pecnamenmayuio 00aAHCHOCMHBIX 00A3AHHOCHEN CeKpemaps
Br16epute oauH UM HECKOJIBKO OTBETOB:

a. IOJDKHOCTHAsI MHCTPYKLUA cekpeTaps, [lonoxenue o
benepabHOM apXHUBHOM areHTCTBE

b. HOMeHKIIaTypa J1e, TOHKHOCTHAS MHCTPYKIIHS CeKpeTaps

C. Tabenb (HopM JTOKYyMEHTOB OpraHU3aLUU

Ilpu opzanuzayuu npuema evioenarom ciedyoujue Kamezopuu
nocemumeneii

Br16epute oauH UM HECKOJIBKO OTBETOB!

a. COTPYAHHUKH CBOEH OpraHU3aIMH 110 TEKYLIUM BOIPOCAM;




Kon
HHIAKATO

pa

Nupukarop
JOCTHKEHUS
KOMIIETEHIIUH

OneHouHble CpeacTBa

COTPYIHUKH JPYTUX OpTaHU3aIMMi

b. KoMaHAMPOBaHHbBIE, JIC/ICrallun

C. pyKOBOJsIIME paOOTHUKH OpPTraHU3alUuu

d. moceTuTeN! MO JIMYHBIM BOIIPOCAM

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

a. IOKyMEHTBI, OTpaXKarouue GakT U3bATHS 4ero-iudo u3
Balero o(uca CoCTaBJsIOTCSA B OTCYTCTBHE MOHATHIX; B oduce
OCTaBJISIETCS KOTIUS aKTa U3bATHS COOCTBEHHOCTH BaIlen
OpraHu3aIu

b. BU3MTEp HE MPEIBSIBISCT YAOCTOBEPCHHUS; HE COCTABIISIFOTCS
MPOTOKOJIBI TPOBEPKH U U3BATHS JOKYMEHTOB

C. YETKO HE OOBSICHACTCS MPUYNHA BU3HUTA; OTCYTCTBYET
MpeIMcaHue Ha MIPOBEPKY Balllel OpraHu3aluu

Jlenoeomy menegponnomy pazzoeopy npeovasiaomcs
cnedyrujue mpedoeanus:

Bribepute oguH OTBET:

a. TpyOKYy clle[lyeT CHUMAaTh He M03/Hee 4 ryjika, CKOPOCTh peun
125 cii0B B MUHYTY, IJTUTENHHOCTD - HE Oosiee 10 MuH.

b. TpyOKy ciieyetr cHUMATh He Mo3/Hee 4 TylIKa, CKOPOCTh peun
145 ciioB B MUHYTY, ITTUTEIHHOCTD - HE OoJiee 8 MUH.

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

16. K oo6a3amenvnovim nemenmam meneponozpammol
omnocamca

BriGepuTe oauH MM HECKOJIBKO OTBETOB:

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

b. Bpemst mprema TeneOHOrpaMMBbl; TOIDKHOCTD JIMIA, OT
UMEHH KOTOPOro nepenaercs TenedoHorpaMma

C. aapecar, paMuIHs U Teae(OH JINLA, TPUHSABIIETO
TesnehoOHOrpaMMy

d. mara, HOoMep TenedOHOrpaMMBbl; (aMUIMK 3aMECTHTEINEH
anpecara tenaehoHOTpaMMBbl

IK-1.3

Opranusyer
pabouee
(byHKIIMOHATIBHOE
MIPOCTPAHCTBO

CBOE u

BpeMs,

PYKOBOAMTEIS,
OpraHU3alIOHHO

7. HopmatuBHO-mMeTOAaMueckass 0a3a KBaIM(PHUKAIIMOHHBIX
TpeboBaHuit Kk mpodeccun. BrHyTpuyupexneHyeckas
periaMeHTanus JOJDKHOCTHBIX 00s3aHHOCTEH ceKkpeTaps..

8. Ilopsmok M 0COOEHHOCTH pa3pabOTKU JOHKHOCTHBIX
MHCTPYKLUHN CEKpeTapei pa3IMuHbIX KaTErOpUi.

9. JIOJDKHOCTHOH M YHCICHHBIN

COCTaB  NPUEMHOM

PYKOBOAUTENS,  pachpeiejieHue  OO0s3aHHOCTeH B




Kon Nupukarop
WHIAKATO JIOCTHKCHUS OueHouHbIE CpeCcTBa
pa KOMITETCHLIMU
COMPOBOXK/IAET cekperapuatax. JlOJDKHOCTHOM CTaTyc pPYKOBOJMTEIS
paboune cekperapuara.
MPOIIECCHI 10. basoBble 3HaHUS ceKpeTaps-peepeHTa — KOMITBIOTED,
PYKOBOJUTESA JIeTIOTPOU3BOJICTBO MAITMHOMHUCH, HHOCTPAHHBIH SI3bIK.

11. TIpodeccronanbHbie 3HaHUA 51 HAaBBbIKHU.
KBanmudukanuonnsile  TpeboBaHMsI K CEKpeTapsM
Pa3IMYHbIX KaTErOpHii.

12. OcHoBHbIE JICJIOBBIE KayecTBa CeKpeTaps.
dopMHUpOBaHUE KOMIIETEHTHOCTH.

13. JInuHOCTHBIE  KadecTBa, HEOOXonuMMble B  paboTe
cekperaps

14. PaGora cekperapss ¢ TEKCTaMH  YIPaBJIEHYECKHX
JIOKyMEHTOB TIPH COCTaBICHUM OO30PHBIX JIOKYMCHTOB
(TOKJ1aJI0B, OTYETOB, BBICTYIUICHUH PYKOBOIUTEIS).

15. OcobGenHocTH pabOTHI ¢ BEAOMCTBCHHBIMH H3JIaHHIMH,
nyOIUKaAIUsIMU B TIpecce, CrielnaIbHON JIUTEePaTypou.

16. ®yukuum cekperaps Mo oOeCHnedyeHHr0 Oe30MaCHOCTH
uH(popMaluu Mpu padoTe ¢ JOKYMEHTAaMU B MPUEMHOU
(TOKyMEHTHpPOBAHHWE, y4YeT JIOKYMCHTOB, JIBIDKCHUE
JIOKYMEHTOB, UX XPaHEHHE).

KonTposbnas padora
1) CoctaBbTe TenepoHHOE COOOIIEHIE aBTOOTBETUHKA
OpraHu3aliy, B KOTOPOil B HacTosIIee BpeMs IIPOBOAUTCS
Ba)XHOE COBEI[aHHE.
2) CocraBbTe TEKCT U 0POPMHUTE TEIEPOHOTPAMMY
3) [lepeunciute TUMMUYHBIE HEIOCTATKHA B BEACHUH TeJIe(OHHBIX
[IEPETOBOPOB.
4) CocTaBUTh MOPSIOK pabOTHl PYKOBOJIUTENSI U CEKpeTaps Ha
onuH pabounii neHb. CocTaBUTH IIaH pabOTHl cekpeTaps Ha
MecCsL.




[TpomexyTouHas aTTecTalus MPOBOAUTCS B (popMe SK3aMeHa.

DK3aMeH M0 JaHHOW JAMCUMIUIMHE AJI1 CTYACHTOB JHMCTAaHIIMOHHON (hOpMbl 00ydeHHUS
npoBoAuTCS B (opMe TECTUPOBAHMSI C Y4YETOM pE3yJbTaTOB, MOJYYEHHBIX CTYACHTOM B
npolecce BBIOTHEHHUS MPAKTHYECKUX 3aaHUi, KOHTPOJBHOW pabOThl M MPOMEKYTOUHBIX
TECTOB.

[Toka3zarenu u KpUTEPUU OLICHUBAHUS YK3aMEHA:

— Ha OILIEHKY «OTIUYHOY» (5 6aioB) — 00y4aroUIHiics 1EMOHCTPUPYET BBICOKUI yPOBEHb
c(hOpPMHUPOBAHHOCTH KOMIIETEHIIMI, BCECTOPOHHEE, CHUCTEMAaTHMYeCKOe U TJIyOOKoe 3HaHue
yueOHOro Marepuaia, CBOOOJHO BBIMOJHSET MPAKTUYECKHE 3a/laHus, CBOOOJIHO OIEpUpyeT
3HAHUSAMHU, YMEHUSAMHU, IPUMEHSET UX B CUTYallUAX MOBBIIIEHHON CIIOKHOCTH.

— Ha OLEHKY «Xxopoiio» (4 Oamna) — oOydaromuics 1eMOHCTPUPYET CPEIHUN YpOBEHb
c(OPMHPOBAHHOCTH KOMITCTCHIIMH: OCHOBHBIC 3HAHMS, YMEHHS OCBOCHBI, HO IOMYCKAIOTCS
HE3HAUUTENIbHbIC OINMOKHM, HETOYHOCTH, 3aTPyIHEHHs TpH aHAJUTUYECKUX OIEpalusx,
nepeHoce 3HaHWK M YMEHUN Ha HOBBIE, HECTaHJAPTHBIEC CUTYallUH.

— Ha OICHKY «YyIOBJICTBOPUTENbHO» (3 Oamia) — oOydaromuiicss JAEMOHCTPUPYET
MIOPOTOBBI YPOBEHb C(HOPMHUPOBAHHOCTH KOMIIETCHIIMH: B XOAE KOHTPOJBHBIX MEPOIPHITHI
JOMYCKAlOTCA OIIMOKM, MPOSBISETCS OTCYTCTBHE OTAETbHBIX 3HAHUM, YMEHHI, HAaBBIKOB,
0o0Oy4arolMiCs HCIBITHIBACT 3HAYUTENbHbIE 3aTPYAHEHUS TPU ONEPUPOBAHUU 3HAHUSAMH U
YMEHHSIMH TIPU UX MIEPEHOCE HA HOBBIE CUTYALIUU.

— Ha OLEHKY «HEYIOBJIECTBOPUTEIbHO» (2 Oamia) — oOydaromuiics IEeMOHCTPHUPYET
3HaHusi He Oosee 20% TEOPETHUECKOTO MaTepHalia, JOMYCKAeT CYIIECTBEHHbIE OIIMOKH, HE
MOYKET MOKa3aTh WHTEIUICKTYaJIbHbIC HABBIKM PEIICHNUS POCTHIX 3a/1a4.

— Ha OIIEHKY «HEYIOBJIETBOpUTEIbHO» (1 Oamin) — oOyuaromuiicss HE MOXKET IMOKa3aTh
3HaHUSI HAa YPOBHE BOCIIPOM3BEICHHS W OOBSCHEHHS WHQPOpPMAlUU, HE MOXKET I0Ka3aTh
MHTEIJIEKTyaaIbHbIe HABBIKM PELICHUS MPOCTHIX 3a/1a4.



