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46.03.02 JTokyMeHTOBeJeHHE U apXHUBOBEIECHUE
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PaGouas mporpamMma COCTaBJIeHa Ha OCHOBE ®I'0C BO - 6axanaBpuar 1o
HanpaBJIeHHIO OATOTOBKH 46.03.02 JIoxyMeHTOBEIEHHE U apXHBOBESJICHHE (mpuxas
Muno6prayxu Poccuu ot 29.10.2020 1. Ne 1343)

PaGouas nporpaMma pacCMOTPEHa U omobpeHa Ha 3ace/laHAu Kapeapel
TTenaroradeckoro 00pa3oBaHus i JOKyMEHTOBCACHHA
01.02.2026, mpotoxon Ne 7 ﬁ

3aB. kadenpoi .C. Benukanosa

Pa6ouas mporpamma ogoOpeHa merommaeckoit komuccueit VIO
02.02.2026, ipoToxon Ne 6 Q =
" Ilpencenarens g JL.H. CanHEKOBa
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JIner akTyanusanuu padoyeil nporpaMmsl

PaGouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2027 - 2028
y4eOHOM rojy Ha 3aceqanuu kadeapsl [legarormyeckoro oOpazoBaHus U

[Iporokom ot 20 . Ne
3aB. kadenpoii C.C. Benukanona

Pabouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2028 - 2029
y4eOHOM rojy Ha 3acenanuu kadeapsl [legarormyeckoro oOpazoBaHus U

[Iporokonm ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

PaGouas mporpamma nepecmMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2029 - 2030
y4eOHOM rojly Ha 3acefanuu kadeapsl [lemarormueckoro ooOpasoBaHus U

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, oocyxieHa u ogoopena s peanusanuu B 2030 - 2031
yueOHOM ro1y Ha 3acenanuu kagenpel Ilemaroruueckoro oOpa3oBaHus 1

IIporokom or 20 . Ne
3aB. kadeapoii C.C. BenukanoBa

PaGouas mporpamma nepecmMoTpeHa, odcyxieHa u ogoopena s peanuzanuu B 2031 - 2032
yueOHOM Tojy Ha 3acefannu kagenpsl [legarornueckoro o6pa3oBanus u

[Iporokom ot 20 . Ne

3aB. xadenpoit C.C. Benukanosa




1 Leau ocBOeHMS TUCHUNIIMHBI (MOIYJIA)

[enssmMu ocBoeHUST AUCITUTIIMHBI «OCHOBBI CEKPETAPCKOTO OOCTYKUBAHUS
SIBJISIFOTCS: O3HAKOMJICHHE CTYJSCHTOB C OPTaHU3alliel COBPEMEHHOTO CEKPETAPCKOTO
o0CITy>)KMBaHUS, @ TAKXKE PACKPBITHE OCHOBHBIX MPo0JIeM JaHHOU MpodhecCHOHATBHOM
JIEITEIBHOCTH.

OcHOBHBIMU 3a7a4amu npenojaBanusa kypca OCO sBagroTCs:

[] mpocCJIeIUTh CKJIAIbIBAHUE COBPEMEHHBIX TPEOOBAHMUM K CEKPETAPCKOM
JEeITEIbHOCTH;

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

[} 03HAKOMUTH CTYJICHTOB C OCHOBHBIMH JIOJDKHOCTHBIMH O0s3aHHOCTSIMU
ceKpeTaps;

] chopmupoBaTh IpaKTUUYECKUE MPOPECCHOHATHHBIC HABBIKH.

2 MecTo AUCHHMILIMHBI (MOAYJIs1) B CTPYKTYpe 00pa30oBaTe/ibHOI NPOorpaMMbl

Juctuummna Opranu3anoHHO-UHPOPMALMOHHOE 00eCTIeYeHHE AeITEeIbHOCTH
PYKOBOJIUTENSI BXOAUT B 4aCTh y4eOHOTO I1aHa (POPMUPYEMYIO YIaCTHUKAMHU
00pa3oBaTeNbHBIX OTHOIIEHUH 00pa30BaTENbHON MPOTPaAMMBI.

JUis n3ydeHus JUCUUIUIMHBI HE00XO0AMMBI 3HAaHUS (YMEHUS, BIIa/ICHU),
c(OpMHUPOBAHHBIE B pPe3yJIbTAaTe U3YUYEHHs TUCLMILUIMH/ IPAKTUK:

IIpaBoBeneHue

Beenenue B npodeccutro

OCHOBBI apXUBOBEICHUS

OCHOBBI JOKYMEHTOBEICHUS

JlokymeHTOBEICHUE

CoBpemeHHast opraHu3alus Tocy1apcTBEHHbIX yupexaeHuil Poccun

JlenoBasi KOMMyHHKAIA

[enoBas nepenucka

3HaHus (YMEHUs, BIa/IeHUs ), TOTY4YEHHbIE IPU U3yYEHUU JaHHOMN TUCIUIUINHBI
OyayT HEOOXOAUMBI AJIsl U3YUEHUS TUCIHUIUINH/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 DK3aMeHa

ITpon3BoacTBEHHAs — IPEAAUILIOMHAs PAKTHKA

VYrpasneHne JOKyMEHTaMH U 3allACSAMH B CUCTEME MEHEI)KMEHTA Ka4eCTBa

3 Komnerenuun o0y4aromerocsi, popmupyemsbie B pe3yibTaTe 0CBOCHHUS

AUCHUILIMHBI (MOYJIs) M IJIAHMPYeMble pe3yJIbTaThl 00y4eHH s

B pesynbrare ocBoeHUs AUCHUILIUHBL (MOayIsl) «OpraHu3alroHHO-
nHpOpMaIMOHHOE 0becrieueHHe AeITeTbHOCTH PYKOBOIUTEN 00yUarOIUICs TOHKEH
o0yazaTh CIEAYIOIIMMU KOMITETEHIIUAMMU:

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

YK-6 Crocoben YIIPABJISITL CBOUM BPpCMCHEM, BBICTPAUBATHL U PCAJIM30BBIBATL TPACKTOPUTO
CaMOpPAa3BUTHUA HAa OCHOBC IIPUHIIUIIOB 06pa3OBaHI/I$I B T€UEHHE BCEH KU3HU

YK-6.1 Hcnonb3yeT HHCTPYMEHTBI U METO/IbI YIIPABJIEHUSI BDEMEHEM IPU
BBITIOJJHEHUM KOHKPETHBIX 3a/1a4, IIPOEKTOB, ITPU JOCTUKEHUU
IOCTaBJICHHBIX I1eJIel




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

YK-6.3 OnenuBaeT TpeOOBaHUs PbIHKA TPYZAa U MPEAIOKEHUS 00pa30BaTEIbHbIX
YCIIYT JUIS BRICTPAMBAHUS TPACKTOPHH COOCTBEHHOTO
podeccCHOHaIBHOIO pocTa

I1K-1 CriocobeH ocymecTBIATh OPraHU3alMOHHOE, JIOKYMEHTAIMOHHOE U
nH(OpPMAIIMOHHOE 0OecneueHHE AeSITeIbHOCTH PYKOBOIUTENS] OpraHH3auu

IIK-1.1 OpranuzyeT u 00ecreunBaeT JOKyMEHTAllMOHHOE COITPOBOXKIECHNE
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 paboyre MPOLECCHI
PYKOBOIUTEIS




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

OO6miast TpyA0€MKOCTh JUCIHUIUIMHBI COCTABIISIET 4 3a4eTHBIX enuHull 144 akaj. 4yacos, B TOM

HHUCJIIC:

— KOHTaKTHast pabora — 32,6 akaj. 4acos:
— ayuTopHas — 6 akaJl. 4acos;
— BHeayAuTOpHas — 26,6 akaj. 4acos;

— camocTosTenbHas padora — 102,7 akaj. 4acos;

— B (popme npakTudeckoil moaroroBku — 0 akai. yac;
— MO/ATOTOBKA K 3K3aMeHy — 8,7 akaj. Jac

<DopMa aTTeCTaluu - 3K3aMEH

AynuropHas

S g
KOHTaKTHas paboTa E z ®dopma TeKyIero
S B
B aKaJl. yacax 3} u KOHTPOJISt
Paszen/ Tema 2 (B axan ) =l A y P Kox
> & © | camocTosiTeNBEHOM |  ycneBaeMOCTH U
JUCLUATUINHBI A £ o . | xommerenyu
S 5 paboThI MIPOMEKYTOUHOM
b nab. | mpakt. [ 39 aTTecTaluu
CK. < S
3aH. 3aH. | O &
1. HopMaTHBHO-METOAMYIECKUE
OCHOBBI OpPraHU3aIHOHHO-
UH()OPMAIIIOHHOTO 00ecIeueH s
JIESITEIBHOCTH PYKOBOTUTEIIS
Koncnekr
eOHOM 1
1.1 Ponsb cexperapsi- i o YK-6.1, VK-
CIPaBOYHOM
pedepenra B CTpyKType Beimonuenue np.3., | 6.2, YK-6.3,
0,5 0,35 12 JIUTEpPaTypBhl,
JTIOKyMEHTAI[HOHHOTO TECT TIK-1.1, TIK-
BBINOJIHEHNE
obecriedeHus yrpaBIeHUs 1.2, TIK-1.3
TPEHUPOBOYHBIX
YOpaKHEHHUI
Koncnekr
4eOHOU U
J N VK-6.1, VK-
1.2 HopmartusHo- CIIPAaBOYHOMN
MeToandeckas 6aza padoThl 0,3 0,5 12 JIUTEPATYpPhI Bomomenne recta | 6.2, VK-6.3,
A p ' ' Patyprl, 1 TIPaKTHYECKOTO TIK-1.1, TIK-
cekperaps BBITIOJTHEHNE 12 K-1.3
TPEHUPOBOYHBIX e '
9 YOpaKHEHHU
Koncnekr
. 4eOHOH U
1.3 Kareropuu cexperapeit Y . YK-6.1, YK-
CIPaBOYHOM
U pabOTHUKOB oduca 6.2, YK-6.3,
. 0,1 0,5 12,7 JTUTEPaATYPHI, BrinonHenue tecra
3apyOeIKHBIX U POCCUICKHUX BBIIOHCHIG TIK-1.1, TIK-
KOMITaHU M 1.2, I1IK-1.3
TPEHUPOBOYHBIX
yIpaKkHEHUH
Koncnekr
eOHOM 1
1.4 JlenoBbie U JIMYHOCTHBIC ya . Brimonnenue tecra, | YK-6.1, VK-
CIPaBOYHOMN o
KayecTBa 4acTH KOHTpOJIbHOH | 6.2, YK-6.3,
0,1 0,65 12 JIUTEPATYPHI,
KBTU(UIIIPOBAHHOTO paboTsl 1 IK-1.1, TIK-
BBITIOJTHEHUE
crennannucTa HUTOTOBOI'O TECTA. 1.2, IIK-1.3
TPEHUPOBOYHBIX
yIpaKkHEHUH
HWroro no pazaeny 1 2 48,7

2. OpraHuzanys 1 TEXHOJIOTUs
OpraHU3aIMOHHO-
UHPOPMAIIIOHHOTO 00ECTICUYCHHUS




JACATCIBHOCTU PYKOBOAUTECIIS

Koncnekr
2.1 Opranuzanus paboTsl OHOM 1
ceKkperaps, aHaJIUTHYECKUE 1 N Beimonnenue tecra, | YK-6.1, VK-
. CTIPaBOYHOM o
(dyHKIMU ceKpeTaps; 9acTH KOHTpOJIbHOH | 6.2, YK-6.3,
0,25 0,5 14 JUTEPATYPHI,
opraHusanus padoTsl pabotsl u TK-1.1, TIK-
BBIIIOJIHEHHE
CeKpeTapsi, TEXHUUECKHUE HUTOTOBOTO TECTA. 1.2, TIK-1.3
TPEHUPOBOYHBIX
(hyHKIMU cekperaps N
yIpaXHSHU I
Koncnekr
yueOHOM U BeinonHenne VK-6.1. VK-
2.2 Pabouee mecTo CIIPaBOYHOM TecTa , YaCTH 6.2 YK’B 3
MOMOIIHHKA PYKOBOAUTE, 0,25 0,5 12 JUTEPATYPBI, KOHTPOJIbHOM H.K’-I 1 H.K’-
YCIIOBHS M PEXKUM TPya BBIIIOJIHEHHE pabotsl 1 12 HI’(l 3
TPEHUPOBOYHBIX UTOTOBOTO TECTA. - '
YOpaKHEHHUI
Uzyuenue
2.3 Pabora cekperaps 1o Teo ezltllqecxoro
COCTaBJICHUIO U P Brimonnenue tecta, | YK-6.1, YK-
Mmarepuaa, o
odopMIIEHHIO TOKYMEHTOB, 025 05 14 IHTEDATYDEL JacTH KOHTPONBHOH | 6.2, YK-6.3,
ero 00s3aHHOCTH TIO ' ' PATYPEL, paboThI 1 TK-1.1, TIK-
BBITTOJTHEHUE
OpraHM3ally UX XpaHEHUs U HUTOTOBOTO TECTa 1.2, 1IK-1.3
KOHTPOJIBHBIX
UCTIOJIb30BaHUSA °
MEpOTPHUTHH
2.4 O6cyxuBaHUE
PYKOBOIHTEIS: OPTaHU3aIlns Nzyuenne Brimonuenne YK-6.1, YK-
pabouero qHs 025 05 14 TEOPETUYECKOTO KOHTPOJIBHOM 6.2, YK-6.3,
PYKOBOIUTES; IPUEM ' ' MaTepuana, paboThl 1 TIK-1.1, TIK-
nocetureneil; ciryxeOHble JUTEPaTypPhI HUTOrOBOTO TECTA. 1.2,1IK-1.3
Tene(OHHBIE TIEPETOBOPHI
Nzyuenne
TEOPETUIECKOTO YK-6.1, YK-
Brinonnenue Beex
2.5 Dx3ameH Mareprana, KOHTPOJBHBIX 6.2, VK-6.3,
’ BOIIPOCO B K S TIK-1.1, TIK-
K3MEHY, A 1.2, TIK-1.3
JUTEPATYpPbI
HWroro no pazgeny 1 2 54
HWroro 3a cemectp 2 4 102,7 SK3aMeH
Wroro no aucuuminze 2 4 102,7 3K3aMeH




5 O0pa3oBaTesibHbIE TEXHOJIOTHH

B xoze peanuzanuu nporpaMMbl JUCHHMILTHHBL «OpraHn3ainoHHO-UH(OPMAIIHOHHOE
o0ecrieyeHre AeATEIbHOCTH PYKOBOAUTEIS» UCIIONB3YIOTCS 00pa30BaTeNIbHBIE TEXHOIOTHH,
HanpaBJIeHHbIC Ha (popMUpOBaHHE 3agBICHHBIX KOMIIETCHIIM: HH(POPMALIMOHHAS JICKIIU,
CeMUHAp, MHTEPAKTHBHBIE TEXHOJIOTUH (JIEKIUA — Oecena, JeKIHsI-I1alor),
nH(OPMAIIMOHHBIE TEXHOJIOTUHU (MCTIOIH30BAHKUE MIPE3CHTAIINH, MEIHAPECypCOB,
cipaBo4HbIX cucteM «I'apanT», «KoHCYynbTaHT +» U ap.)

HNHdpopMannoHHO-KOMMYHHUKALMOHHBIE 00pa30BaTebHbIE TEXHOJIOTHH :

Jlexuus-Bu3yanusanus — U3J0KEHUE COACPIKAHUSI COIIPOBOXKIAETCS MPE3EHTaLuEN
(memMoHCTpamel yueOHbIX MaTepHajIoB, IPEACTABICHHBIX B PAa3IMYHBIX 3HAKOBBIX
cucTeMax, B T.4. WIIIOCTPATUBHBIX, IpaUIeCcKux, ayJuo- U BUJCOMATEPHAIIOB).

[TpakTuyeckoe 3ansTue B popme npe3eHtanuu. Yar-3anarus. Be6-3ansaTus.
Tenexondepenunu. OnnaitH-ceMuHap.

CamocrosTenpHas padoTa CTyIEHTOB MOpa3yMeBaeT padOTy BHIMOJIHEHUE
IIPAKTUYECKUX 3a/1aHUI; HHAMBUYalbHYIO paOOTy B KOMIIBIOTEPHOM KJlacce U OubImoTeKe.
Omna HanpaBieHa Ha 3aKpeIuIeHUe U yriyOleHne 3HaHUM, MOIy4eHHBIX B X0/1€ Ay JUTOPHBIX
3aHATUI U OCBOCHUS MaTepHaioB 00pPa30BaTEIBHOIO MOpTAJIA.

OneHka 3HaHUH NpescTaBIsseT cO00I COBOKYIMHOCTh pa3IMYHbIX MTOKa3aTeae paboThl
CTY/IEHTa B T€YEHHUE BCEro nporecca o0ydyeHus. IIpoMexyTOUHbIN KOHTPOJIb IO UTOraM
OCBOCHHUS JMCLUIUIMHBI BKJIIOYAaeT 3K3aMeH (4 Kypc).

6 YueOHO-MeTOAUYeCKOe 00ecTieueHe CAMOCTOSITeIbHOIH Pa6oThl 00y4arouxcst

[IpencraBieHo B npuiioxeHuu 1.

7 OueHo4HbIe CpeAcTBA 1JIsl IPOBeAeHHUS IPOMEKYTOYHON aTTeCTAlluM
[TpencraBieHbl B IPUIOKEHUH 2.

8 YueOHo-MeTOAMUECKOEe M HH(OPMALIMOHHOE 00ecneyeH e TUCHMILTUHBI

a) OcHoBHas JuTEpaTypa:

1. Ky3unenos, U. H. JlokymeHTanmoHHoe oOecrieyeHe yrpaBieHHs! IEPCOHAIIOM :
y4eOHUK U npakTukyM ais By3oB / M. H. Ky3nenos. — 3-e u3n., nepepal. u gomn. —
Mocksa : U3narensctBo IOpaiit, 2025. — 397 ¢. — (Bsiciiee o6pazoBanue). — ISBN 978-5
-534-16692-7. — Texkcr : anexTpoHHbIH / O6pazoBarenbHas miargopma FOpait [caift]. —
URL.: https://urait.ru/bcode/560482 (mara obpamienus: 22.01.2025).

2. loponuHa, JI. A. OpraHuzaius 1 TEXHOJOTHS JOKYMEHTAIMOHHOTO 00eCIeueHHs
yIIpaBJIeHUs : yUeOHUK U pakTukyMm Ui By3oB / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢
u31., nepepad. u gon. — Mocksa : M3natensctBo FOpaiit, 2025. — 270 c. — (Beiciee
obpazoBanue). — ISBN 978-5-534-16016-1. — TekcT : anexktponHbit // O6pazoBaTenbHast
atdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/560116 (nara oOpameHus:
22.01.2025).

0) JonosHuTeabHas1 JUTEpaTYypa:

1. JloxymeHTanMoHHOE obecrieueHue ynpanienus : yaueonuk / A. C. I'punbepr u ap. -
M. : JOHUTU-JAHA, 2011. - 1 anexrpon.ont. guck (CD-ROM). - 3arn. ¢ tutyn.okpaHa. -
(YueOnas nuteparypa A BbICII. U cpel.npod. o6pas.). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?
name=427.pdf&show=dcatalogues/1/1079440/427 .pdf&view=true (mata oOpaieHus:
25.01.2023). - MakpooOBeKT. - TekcT : aekTpoH-Hbli. - CBeZeHus 1ocTynHbI Takke Ha CD



-ROM.

2. Koxymkosa H. B. Ctpykrypa nokymenra. CucreMsl JOKyMEHTaIUH.
YHupHUIUpOBaHHAS CUCTEMA OPraHU3AIMOHHO-PACIOPSAUTEIBHON JOKYMEHTAIIUH: 001IHe
TpeOOBaHUS K COCTaBICHHIO M 0(hopMIIeHHIO [ DIeKTpOoHHBIN pecypc] : yuebnoe nocodbue / H.
B. KoxymkoBa ; MI'TVY. - Marautoropck : MI'TVY, 2016. - 1 anextposn. ont. auck (CD-
ROM). - Pexxum noctyma: https://magtu.informsystema.ru/uploader/fileUpload?
name=2334.pdf&show=dcatalogues/1/1129973/2334.pdf&view=true. — MakpooOBbeKT.

3. XKypnanb! «Cekperapckoe J1en0», «Xopouuil cekperapby, «CpaBOYHUK CEKpeTapst
u ouc-menemrepay, «lenonponsBoactsoy. JocTyn ¢ opuranbHBIX CAiTOB

B) MeToanueckue yKazaHusi:

1.CamocTosiTensHast paboTa CTYJIEHTOB By3a: IPaKkTUKyM /coctaButenu: T.I .
Heperuna, H.P.VYpa3zaesa, E.M.PazymoBa, T.®.OpexoBa; Marautoropckui roc.
texHndeckui yH-T uM.I".1. HocoBa. - Marauroropck: MI'TY um. I'.'1. Hocoga, 2019. - 1CD
-ROM.-3arn.cruryn.akpana.-URL:https://magtu.informsystema.ru/uploader/fileUpload?
name=3816.pdf&show=dcatalogues/1/1530261/3816.pdf&view=true (nata obpaieHus:
28.02.2023). - MakpooObeKT. - Tekct: a7eKTpoHHbIi.-CBeieHus J0CTyMHBI Takke Ha CD-
ROM

r) [Iporpammuoe odecneuenue u UnTepHer-pecypcebi:

https://book.ru/book/930703 KumxuukoBa, A.H. JIenonpon3BocTBO U peKUM
cekpeTHocTH : yueObnuk / Knmwknukoa A.H. — Mocksa : FOctunus, 2019. — 161 c. —
ISBN 978-5-4365-2838-0. — URL: https://book.ru/book/930703 . — TekcT : 3neKTPOHHBIH.

https://book.ru/book/908374 Poroxxuu, M.FO. CipaBo4HUK 110 1€IONPOU3BOCTBY :
cnpaBoyHuK / Poroxxun M.JO. — Mocksa : FOctutimngopm, 2011. — 254 ¢. — ISBN 978-5-
7205-1072-5. — URL.: https://book.ru/book/908374. — TekcT : 21K TPOHHBIIA.

IIporpammHuoe odecnieuenune

Haunmenosanue .
10 Ne norosopa Cpoxk nelcTBUS TUIICH3UH
7Zip cB00O0HO pactpocTpansemoe [10 O6eccpouHo
FAR Manager cB00OHO pacnpocTpansemoe [10 6eccpodHo
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9 MaTepuajibHO-TeXHHYeCKOe o0ecneyeHnue JUCHUIIMHBI (MOYJIs1)

MaTepI/IaJIBHO-TeXHI/I‘-IGCKOG obecrneucHue JUCHUIIIIMHBI BKIIIOYACT:



Y4eOHble ayAUTOPUHN IS TPOBECHUS TUCTAHIIMOHHBIX 3aHITUN JTEKIIMOHHOTO THIIA:
CTOJ KOMIIBIOTEPHBIHN, CTOJ MUCHMEHHBIHN, CTYN O(DHCHBINA, TOKyMEHT-KaMepa Epson,
ncrounuk 6ecnepedoitnoro mutanuss POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelIeHus, KOMIIBIOTEP IEPCOHANbHBIN (THII6), mpoekTop ViewSonicPJD7526W,
crkepdon HacronbHbIi Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTUYeCKas HaCTOJIbHAS, CTEpeorapHUTYypa (MUKPO(OH C IIyMOTIOAaBICHHEM),
skpanHactennbiiDigis Optimal-C MW DSOC-11032*2

VYdeOHbIe ayIUTOPUH [T IPOBEICHUS MPAKTHUECKUX 3aHSATHIA, TPYIIOBBIX U
WH/IMBUYAJIbHBIX KOHCYJbTAIUH, TEKYIIETO KOHTPOJISI U IPOMEKYTOUHOU
arrectanuu: CTOJ KOMITBIOTEPHBIN, CTOJI TUCBMEHHBIH, CTYJI OUCHBIH, JOKYMEHT-KaMepa
Epson, ucrounuk 6ecniepedorinoro nuranusi POWERCOMIMD-1500AP , kamepa BBICOKOTO
paspelIeHus, KOMIIBIOTEP IePCOHANbHBIN (THII6), mpoekTop ViewSonicPJD7526W,
crkepdon HacronbHbIi Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema
aKyCTUYeCKas HaCTOJIbHAS, CTEpeorapHUTYpa (MUKPO(OH C IIyMOTIOAaBICHHEM),
skpanHactennbiiDigis Optimal-C MW DSOC-11032*2

[TomenieHus st caMOCTOSTEIBLHON paboThl 00yvaromuxcs: [lepconanbHbIe
KoMibioTepbl ¢ akeroM MS Office, Beixomom B IHTEpHET U ¢ IOCTYIIOM B 3JIEKTPOHHYIO
UH(POPMAIMOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCUTETA

[Tomenienue st XpaHEHHsI ¥ TIPOPHIAKTUIECKOTO 00CTy)KMBaHUSI Y4eOHOTO
obopynoBanusi: CTeIUTaXu JUTsl XpaHEHHs y4eOHO-HATIISAIHBIX TOCOOUH 1 yueOHO-
METOMYECKON JIOKYMEHTAIIHH.



HPUJIOXKEHUE 1

IIpakTuyeckas padora 1

Jlekmst 1 Ponp cekperaps-pedepeHTa B CTPYKType JAOKYMEHTAIIHOHHOTO OOECeueHHs
YIpaBJIEHUs

1) Vkaxure BuUABl JODKHOCTEH, KOTOpBIE 3aHUMAalM BBIMYCKHHUKH KHEBCKOTO Y4eOHOTO
3aBeJICHUs Ul JeTel 00sip U CTapIIMX JPY)KMHHUKOB B IIEPUOJ TMpaBJICHUs KHs3d Brnaaumupa
CesitocnaBuua (978 — 1015 rr.).

1.

2.

2) Ilepeuncnure JOHKHOCTHBIE O0S3aHHOCTH CIYKUJIBIX JIFOJEH PUKA30B

JIbsIKOB

Crapmux («CTapbix») MOIbIUUX

CpenHux noJpsuux («CperHei pyku»)




Muaamux moabaIux

3) VYkaxure BHUABI JODKHOCTEH, KOTOpbIe corjacHo «Tabemu o paHrax....», yTBEP)KICHHON
ITerpom | 24 suBaps 1722 r, moaydaaud YMHBI

V1 kiacca -

VIl xmacca -

VIII xmacca -

IX kiacca -

X knacca -

Xl knacca -

X1l xnacca;-

X1V kiacca. -

4) Ilepeuncnure TpeOOBaHMs, IMPEIbSIBIIEMbIE K CEKPETapCKOMY pPAaOOTHUKY B COBETCKHUMH
HEPUOLL.

5) U306pa3ute mMecto U poib CeKpeTaps KOMIAHUU Ha CXEeME€ OpraHU3alMOHHON CTPYKTYpPBI
yrpaBieHus: HeOoIbIIoH GUPMBI



6) Hzo0pasute MecTto W poilb cekperaps-pedepeHTa TeHepallbHOTO JUPEKTOpa Ha CXeMe
OpTraHU3aIMOHHON CTPYKTYPHI YIIPABJICHUS KPYITHONH KOMITAHUH

7) Tonp3ysice cxemol, mpeminoxkeHHord M.II. bacakoBbIM, mepeunciauTe Ha Kakue KaTeropuu
COTPY/JIHUKOB B OPraHU3allMOHHOM CTPYKTYpe KaHIEISIPUU CO CTOPOHBI 3aBEAYIOIIETO
pacnpocTpaHseTcst

1) aTMUHHUCTPATUBHOE TTOTYNHECHHE

2) METOIN4YEeCKOe PYKOBOACTBO

8) Ilepeuncnure [EATENBHOCTh CEKpeTaps OpraHu3alidd, OTHOCSIIYIOCS K  TpyIIme
KOOPJIMHAIIMOHHBIX OIepariui,

9) K «kakoil rpymnme omepanuii OTHOCSTCS OOS3aHHOCTH CEKpeTaps [0 BEACHHUIO
JIENIONPOU3BOJICTBA, TMPUEMY KOPPECIOHACHIIUU, (HOPMHUPOBAHHHM Jie1 B COOTBETCTBUU C
YTBEPKJACHHONH HOMEHKIIATypoil, oOecriedyeHre HX COXpPAaHHOCTH, Iepefadya B apXWB U T.1.?

Tect Nel

Bompoc 1

IToka HeT oTBeTa

B nepuoo npasnenus knusasa Braoumupa Cesamocnasuua (978 — 1015 22.) 6 Kuege 6 donsrcnocmsx
cyoelicKux cekpemapeti, OmeencmeeHHbiX 3a 0el0NPoU3800CME0, pabomanu

BriGepure ofuH OTBET:

a. TUCIIBI TP KHS3BSIX ¥ KPYIHBIX (eoaanax

b. meyaTHUKK

C. CyIeMICKHE MUCLBI

d. MeTamHUKH

Bomnpoc 2

B npuxasnoii cucmeme QyHKyuu >3mux Kame2opuu CIyHCAWUx 3aKuOHaIUCL 6 COCHABIeHUU
CHPABOK 6 apxuee NPuKaza u coO30aHul OOKYMeHmMOo8

Bribepure of1H OTBET:

a. «cTapIme» u «CPEIHNE) TOIbTINe

b. «crapbie» (craprime) moabsuue

C. MOJBSUNE «CPETHEH PYKU» (CpEeTHHE)

d. «monoammey (MIaaIIne) NoAbsIHe

Bomnpoc 3

Honoicnocmo kabunem-cekpemaps npu UMnepamope NOABULACL 8 200bl NPABTIEHUs
Bribepure of1H OTBET:
a. Exarepunst |l



b. Ierpa |

c. Exarepunsr |

d. EnuzaBerst [TeTpoBHBI
Bormpoc 4

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

a. cekpeTapb-cTeHOrpaucTKa

b. cekpeTaph-MaIIMHUCTKA, TOMOIHUK PYKOBOIUTEJISI

C. CeKpeTapb YUpEeXKICHUs, CEKpeTaph MHHUCTEPCTBA, CEKPETAPh-MaIIMHUCTKA

d. cekperapb-MalIMHUCTKA, CEKpeTapb-CTEHOTpaducTKa

Bormpoc 5

Coenacno  cxeme — OpeaHU3AYUOHHOU — CMPYKMYPbl — YNPAGLeHUs  HeDOAbuWlol  upmbl,
uLIrOCmpupyowel Mecmo U pojib CeKpemaps, 3mom coOmpyOHUK Haxo0umcs 8 NOOYUHeHUU
Bribepute ouH OTBET:

a. KOMMEPYECKOIro JTUPEKTOpa

b. nupexropa

C. TCHEPAIBHOTO IUPEKTOPA

d. rmaBHOTO OyXTanTepa

Bomnpoc 6

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

Brib6epute ouH OTBET:

a. OT/IeT OpraHu3aluy TPyAa

b. m1aHOBO-TTPOM3BOCTBEHHBINH OTAEIT

C. prHAHCOBO-PKOHOMHYECKUN OT/IEN, OTAE] KaJApOB

d. ropuauaeckuit oTen, OyxraaTepus

Bormpoc 7

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

Bri6epute ouH OTBET:

a. cekpeTapuar

b. ciyx0y I0Y

C. oOmmuii oTaen

d. kaHIEenApHIo

Bompoc 8

Cexpemapu pyxosooumeneii cmpyKmypHviX H00pa30eieHuli OMHOCAMC K

Bribepute ouH OTBeT:

a. cyx06e JI0Y

b. o6memy oraeny

C. apXHBY OpTraHHU3AINH

d. kaHnenspun

Bompoc 9

B epynne aomunucmpamusHnulx onepayuii, 8bINOIHAEMbIX CEKpemapem, npogedeHue cosewanuil u
3ace0anuli, Op2aHU3AYUOHHOE U UHGOPMAYUoOHHOe obecnevenue dmMou  OesamenrbHOCmU
PYKOBOOUMeENs OMHOCUMCSL K

Bribepute ofuH OTBeT:



a. ”HPOPMAIIMOHHO-TEXHHYECKIM

b. KoopAMHALIMOHHBIM

C. CIIy’)keOHO-KOMMYHHKATHBHBIM OTEepaIfsM

d. pacriopsiAMTEHHBIM OIIEPAIHSIM

Bomnpoc 10

B epynne aomunucmpamusneix onepayuii, 6biNOJIHAEMbIX CeKpemapem, npuem nocemumenet,
meneghoHHbIE NEPe20B8OPbl, CAYAHCEOHbIE KOMAHOUPOBKU, 008e0eHUe PeuleHUll 00 UCHOIHUmeNel
OMHOCUMCSL K

BriOepure o1iH OTBET:

a. pacropsAUTEIbHBIM OTepaIHsIM

b. KoopAMHALIMOHHBIM

C. “H(POPMAIIMOHHO-TEXHUYECKIM

d. cy’)keOHO-KOMMYHHUKATUBHBIM OTIEPALUSIM

IIpakTuyeckas padora 2
Jleknus 2 HopmaTuBHO-MeTOAUYeCKAas 6a3a padoThl cekpeTapsi

1) Kakoifi HOpMAaTUBHBIA JOKYMEHT YyCTaHABJIMBAaeT HpPaBUIO O(GOpPMIIEHUS IpHKa3a o
MPUMEHEHUN JTUCLUIUIMHAPHOIO B3bICKaHUs (cT. 193), M3roTtoBieHHs W BbIJAYU PAOOTHUKY
KOIUH IOKYMEHTOB, CBSI3aHHBIX C paboToii (CT. 62), mpeaynpexaeHus padboTHUKa 00 YBOJIbHEHUN
(ct. 79, 80) B TpeXIHEBHBIN CPOK?

2) YkaxuTe Ha3BaHHE CIIPABOYHMKA, KOTOPBIN MpeaHa3HaueH Ui MCIOJb30BaHUS B KayecTBE
OCHOBHOI'O HOPMAaTHBHOI'O JIOKYMEHTa IIPU COCTABJICHUM HOMEHKIIATYphl [€]1 OpraHu3alui,
OTpe/ieNIEHUU CPOKOB XpaHEHMsI, 0TOOpE Ha XpaHEHNE U YHUUTOKEHHE YIIPABICHUECKUX TUIIOBBIX
JOKYMEHTOB B JESTEJIbHOCTH OpraHu3aluu (y4peKJIeHHUs) M paclpocTpaHseTcsl Ha BCe
OpraHu3alyH, HE3aBUCUMO OT TOTO, IIOCTYNAOT UX JOKYMEHTHI Ha XpaHEHHE B TOCYIapCTBEHHEIE,
MYHUILUIIAJIBHBIE APXUBBI WX K€ HE TIOCTYIAKOT.

3) Kaxkoii okyMeHT ycTaHaBIMBAET MOPSIOK MOATOTOBKH U MTPOBEICHUS COOpaHUil, COBEIaHui U
MepeueHb BOMPOCOB, pEIICHHE KOTOPHIX MpPUHUMAeTcs OOJIBIIMHCTBOM TOJIOCOB  WITU
€AMHOTIIACHO; B HEM yKa3aHO, KTO UMEET MPABO MOIUCH JOKYMEHTOB?

4) Hanuume kakoro AOKYMCHTA OpraHu3alyi IMO3BOJIACT CCKPCTApPHO YCTKO 3HATH IMOPAJ0K
MOoATOTOBKHU NOKYMCHTOB (HOpr,Z[OK peuicHu-d Bonpoca) H JICTKO NMPOBEPUTH CTCIICHb TOTOBHOCTHU
HAOKYMCHTOB (HaJ'II/I‘-II/IC HCO6XOI[I/IMBIX BI/IS) Ipu NMpeaACTaBJICHUHU HA TOANNCH pyKOBO,Z[I/ITeHIO?

Tect No2



Bormpoc 1

U3 cm.89 3axona « 06 akyuonepHuix 06wecmeaxy 6 nepeuenb 00KYMeHmMo8, Komopbwle 0ouecmeo
0053aH0 XpaHums, 6X00um

Br16epute oauH OTBET:

a. IOTOBOP O CO3JaHMH OOIIECTBA, MEPBBIA YCTaB 00IIeCTBA

b. ycras o01miecTBa, T010BbIC OTYETHI

C. IOTOBOP O CO3JaHHUU OOIIECTBA, YCTaB OOIIECTBA, TOAOBBIE OTYETHI

d. mpOTOKOJIBI COOpaHHsI yUpeauTeNei 00IIecTBa, COACPIKAIIUI PEIICHHUE O CO3aHUH 00IIeCTBA 1
00 yTBEp>KICHUH JCHEKHOM OLIEHKH JEHEKHBIX BKJIAIOB B YCTABHBIM KanuTan o0IeCTBa, a TAKXKe
WHBIE PEIICHUS, CBA3aHHBIE C CO3JJaHUEM O0ILECTBa

Bomnpoc 2

Tpyoosotui kodekc Poccuiickoti @edepayuu ocpanuyusaem oghopmienue npukaza o npuMeHeHuu
OUCYunIuHapHo2o 8svickanus (cm. 193), uzeomosnenue u @vldawy pabOMHUKY KoONuil
O0OKYMEeHMO08, C8A3aHHbIX ¢ pabomotl (cm. 62), npedynpesicoenue pabomuuka oo y8oibHeHuu (Cm.
79, 80) svinonnenuem

Bri6epute ofuH OTBET:

a. B IBYXHEJIEJIbHBIN CPOK

b. B TpexTHEBHBIN CPOK

C. B TCUCHHE MECSIIIa

d. B TeueHune ceMu paboOYKX JTHEH

Bompoc 3

Ykaoicume nassanue cnpagounuxa, Komopwli npeoHa3HayeH O/ UCNONIb308AHUS 8 Kauecmee
OCHOBHO20 HOPMAMUBHO20 OOKYMEHMA NpuU COCMAGIEHUU HOMEHKIAmypbl Oel Op2aHu3ayul,
onpeoeneHuly CpoK08 XpauneHus, omoope Ha XpaneHue U YHUUModiCeHue ynpasienyeckux munogolx
O0OKYMEeHMO8 8 0esmelbHOCIU Op2AHU3AYUU

BriGepure ofuH OTBET:

a. AnmbOoM yHH(PHUIUPOBAHHBIX (HOPM MEPBUYHON YUETHON JOKYMEHTAIIUH IO YUETY TPYZAa U €ro
OTLJIATHI

b. KBanudukayoHHblii COpaBOYHUK ODKHOCTEH PYKOBOAMTENCH, CICIUATMCTOB M JIPYTHX
ciyxanux (yreepxkaeH [loctanosinennem Muntpyna Poccuu ot 21.08.1998 Ne 37)

C. IlepeyeHp THUIOBBIX YIPaBIEHUYECKUX apXMBHBIX JIOKYMEHTOB, 00pa3yloluXcs B Ipoliecce
JeSTeIbHOCTH FOCYJapCTBEHHBIX OPraHOB, OPIaHOB MECTHOT'O CaMOYIIPABJICHUS U OpraHU3aIMM,
C yKa3aHHEM CpOKOB XpaHEHUs, YTBEPXKICHHBbIM pykoBoautenem @DenepalbHON apXUBHOM
ciyx6s61 Poccun 2010 .

d. OcHoBHBIE TpaBWja PabOTHI APXMBOB OpraHH3alMi, OJOOPCHHBIC PEIICHHEM KOJICTHU
Pocapxusa ot 06.02.2002

Bompoc 4

Kaxotui ookymenm ycmanasnusaem nopsoox noo2omosku u nposedeHust CoOparuil, co8ewaHutl u
nepeyeHb B0NPOCO8, peuieHue KOMOPLIX NPUHUMAEMCS  OONbUUHCINEOM — 20]10C08  UNU
€OUHO2NIACHO, 8 HeM YKA3AHO, KMO UmMeem npaso noONUcU 00KyMeHmos?

Bribepure of1H OTBET:

a. l'ocynapcTBeHHass cucreMa JIOKYMEHTAllMOHHOTO obecnieueHust ynpaieHus. OCHOBHbBIE
nosioxkeHus. OOue TpeOoBaHMs K JOKYMEHTaM U ClIy:k0aM JTOKYMEHTallMOHHOTO o0ecreueHus
(rcaoy)

b. Ycras opranuzanuu



c. 'OCT P 6.30-2003 YHuduupoBaHHble CHCTEMbI JOKYMEHTAIMH. Y HU(DUIIMPOBAHHAS CUCTEMA
OpraHU3aIMOHHO-PACTIOPSAUTEIHLHON JOKyMeHTauu. TpeboBaHus K 0pOPMIIEHUIO TOKYMEHTOB

d. Homenknarypa jen opraHusanuu

Bormpoc 5

Hanuuue kakoco Ooxkymenma opeanuzayuu no360.8em CeKpemapro 4emKo 3HAmMb NOpsi0oK
NnO020MOBKU OOKYMEHMO8 (NOPAOOK peuwleHusi B0npoca) U JaecsKo Nnposepums CmeneHsb
20MOBHOCMU OOKYMEHMO8 (Haiudue HeoOXO00UMbIX 6u3) Npu NpeoCcmasieHuu Ha HNOONUCH
PYKogooumenio?

Bri6epute ofuH OTBeT:

a. Homenknarypa nen opraHusanuu

b. Jlo;DKHOCTHASI MHCTPYKLIUS CEKpeTapsi

c. Tabenb hopM TOKYMEHTOB OpPraHU3AINH

d. YcraB opranuszaiuu

Bormpoc 6

B Oannom noxaneHom HopmamusHOM OOKYyMeHme NpOnUcbleaemcs NOpsOOK COCMABLeHUs U
Co21aco8anus Haubolee Yacmo paspadamsl8aemvix 8 Op2aHUu3ayuL OOKYMeHMOo8, U 8 pe3yibmane
3aKpenisiemcs nopsa0oK peuleHus munosvlx 60NpPoco8

Br16epute oauH OTBET:

a. MHCTpYKIIMS 110 JIeNTONIPON3BOACTBY OpraHU3aluu

b. Jlo;KHOCTHAS. MHCTPYKIIUS CeKpeTapsi

c. Homenknarypa gen opranuzanuu

d. ITosmokenue o ciyx0e IeT0npOU3BOACTBA

Bormpoc 7

B smom ookymenme cghopmynuposamnst yenu u 3adavu noopazoeieHus, NOKA3AHbL €20 MeCmo 8
CMpYyKmype op2aHu3ayuul, 8binoaHsaemMble QyHKYuu

BriGepure ofuH OTBET:

a. Homenknarypa gen opranuszanuu

b. [Tonoxenue o ciyx6€e AeTONPOU3BOACTBA

. MuCcTpYyKIIMS 10 JIeONIPON3BOACTBY OpraHU3aluu

d. JIo;oKHOCTHASI HHCTPYKIIUS CeKpeTapst

Bomnpoc 8

Iaeuwili  Opeanu3ayuoOHHO-NPABOBO  OOKYMeHm, onpedelsiowull Mecmo cekpemaps 8
VNpagnienyeckou  Cmpykmype, €20  NOOYUHEHHOCmb,  Kpye  00sa3aHHOCmel,  npasa,
0meemcmeeHHOCMb

Br16epute oauH OTBeT:

a. JloJoKHOCTHASI HHCTPYKIIHSI CEKpeTapst

b. HomeHknaTypa Jien opraHu3ainum

. MaCTpYyKIIHS TTO IeOTPOU3BOICTBY OpraHH3aINN

d. [Tonmoxxenue o ciyx0e IeT0NPOU3BOACTBA

Bomnpoc 9

B kaxom npagosom Ooxymenme ommeueHo, YMO PYCCKUL A3bIK NOOAEHCUM 00SA3amMenrbHOMY
UCNONBL308AHUIO 68 0eAMENbHOCIU (edepanbHblX 0p2aH08 20CY0apCMEEHHOU 61ACMU, OP2AHO8
2ocyoapcmeennou eracmu cyovekmos Poccutickou @edepayuu u uUHbIX 20CYOAPCMBEHHBIX
0pP2aHO8, OP2AHO8 MECMHO20 CAMOYNPABIeHUsl, OP2AHU3AYULL 8ceX hOpM COOCMBEHHOCU, 8 MOM
yucie 8 0essmeslbHOCMuU No 8e0eHUI0 0eloNPoU3800cmea?

Bribepute ofuH OTBeT:



a. ®3 «O6 wunpopmanuu, HHPOPMAIMOHHBIX TEXHOJOTHUAX W O 3alUTEe HWHPOPMAIHH
27.07.2006 r.

b. @3 «O s3bikax Hapog0B PD» o1 25.10.1991 1. Ne 1807-1

C. [IpaBuna nenonpousBocTBa B (peiepalIbHBIX OpraHax MCIOJHUTEIHHOW BJIACTH OT 15 WIOHS
2009 r. N 477

d. @3 «O rocymapcrBennoM si3bike Poccuiickoit deaepammm» ot 01.07.2005 1.

Bormpoc 10

Cmamou 324, 325 Yzonoemoco xooexkca P® om 13.06.1996 N 63-@3 omwuocam «
npagoHapyueHusM npuobpemenue Uiy covim

Br16epute oauH OTBET:

a. IOKYMEHTOB, COJIEpKaIINX roCyJapCTBEHHYIO TalHy

b. odunManbHBIX JOKYMEHTOB, MOXHUIIEHUE UK TOBPEKICHHE JOKYMEHTOB, IIITAMIIOB, TICUaTeH
C. opUIIMANBHBIX JOKYMEHTOB, HMMCIOIIUX HAYYHYIO, XYAOXKCCTBCHHYIO WM KYyJIbTYPHYIO

LIEHHOCTb

d. mpeaMeToB MK TOKYMEHTOB, HMEIOIINX 0COOYI0 HCTOPUUECKYIO IIEHHOCTD
Tect Ne3

Bormpoc 1

Oma opeanusayus CIIA enepsvie paspabomana CneyuarbHyilo npocpammy noo20mMoeKu
K6AMUDUYUPOBAHHBIX CEKPEMaPCKUX pabOmMHUKO

BriOepure o11H OTBET:

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

b. EBporeiickas acconuarius mpodeccuoHanbHbIX cekperapeii (EAPS— European Association of
Professional Secretaries)

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

d. Certified Professional Secretaries (CPS)

Bomnpoc 2

Ilo mHenuro cneyuanucmos OaHHOU OP2AHU3AYUU CeKPemapsb Q0IHCeH «C80000HO neyamanms Ha
08YX UHOCMPAHHBIX AZbIKAX C PYKONUCU UTU NOO OUKIMOBKY, COCMABIIAMb MEMOPAHOYMbI, NUCbMA,
gakcol u Opysue 0okymenmsl, pabomamv ¢ OMYEMAMU MEHEOHCePos, YMemb NPUHUMAMb U
nepeoasams coobwenus no kanaiam ceszu (gpaxc, E-mail u m. I1.)»

Br16epute ouH OTBeET:

a. Certified Professional Secretaries (CPS)

b. EBpomneiickas accormarus npodeccruoHanbHbix cekperapeit (EAPS— European Association of
Professional Secretaries)

. Hanimonanehas acconmanus ropuandeckux cekperapeit (The National Association of Legal
Secretaries)

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

Ilo  unuyuamusee axkmueucmog >mou accoyuayuu Obll  OMKpbLIM  OOM-NPUOM O
cekpemapeti-nencuonepos, ¢ 1953 eooa 6 CIIIA npu noodoepoicke 0buecmeeHHoO20 MHEHUs
edceco0Ho nposooumcs Heodena cekpemaps. Accoyuayusa uzoaem ceou scypran « Cekpemapvy
(THE SECRETARY)

Bri6epute o OTBET:

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


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

b. EBporeiickas acconuarius mpodeccuoHanbHbIX cekperapeii (EAPS— European Association of
Professional Secretaries)

c. Certified Professional Secretaries (CPS)

d. HanmonanbHast accormanus ropumudeckux cexperapeir (The National Association of Legal
Secretaries)

Bormpoc 4

Oma accoyuayus ¢ 1990x ee. obyuaem cekpemapeii 8biCOKOU Kearugurayuu 0as pUOUecKux
0moenos, YacmHoU HOMAPUATLHOU KOHMOPbL, ANNApama cyoa uiu npoKypamypbul

BriOepure o1iH OTBET:

a. EBpornieiickas accoumanus npogdeccuonanbHbix cekperapeit (EAPS— European Association of
Professional Secretaries)

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

c. Certified Professional Secretaries (CPS)

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

Coenacno  knaccugpurkayuu  cmyneneii  (VposHell) — KAPbepHOU — NeCMHUYbl  CeKPemaps
B.I1 lletunosa, smom compyonux oOeucmeyem no YKA3AHUK PYKOBOOUMENs, NPAKMUYECKU He
NPUHUMASL CAMOCMOAMENbHBIX PEUeHUll

Br16epute oauH OTBET:

a. Cekperapb-TIepeBOIYUK

b. AcCHCTEHT pyKOBOUTEIS

c. CekpeTapb-MalIMHUACTKA

d. Cekperapb-pedepeHT

Bomnpoc 6

OcHnosHble YHKYUU Moo cekpemapsi: CAMOCMOAMeNbHOe COCMABIeHUue NUCeM, KOHMPOJb
UCNOJIHeHUs OOKYMEHMO8 U 3a0aHull, cocmasienue epaguxa pabouez2o OHs pyKkogooumeis, 0030p
U nod2omoska ungopmayuu 01 weda, n002omosKa u obecneveHue nepe2osopos

Br16epute oauH OTBeT:

a. Cekpetapb-pedepeHT

b. Cekperapb-niepeBOAUHK

C. ACCHUCTEHT PyKOBOIHUTEs

d. CekpeTapb-MalIMHACTKA

Bormpoc 7

Iloocomoska Oannoco compyoHuka npedycCMampueaem noo020mosKy Nno npouio @upmol,
CMAadcuposKy 3a pyoeicom

Bribepute ouH OTBeT:

a. Cexperapp-TiepeBOAUNK

b. Cekperapb-pedepeHt

c. Cekperapb-MalInHUCTKA

d. AccucCTeHT pyKOBOAMTEIIS

Bompoc 8

Cexpemapwv cnedyrowell Kamezopuu ocywecmensem pabomy no noo2omoeKe 3aAceOanHuti U
COoBeWaHnull, NpoBOOUMbBIX pPYKogooumenem (coOop HeoOXOOUMbIX Mamepuanos, ONOBeueHUe



VUACMHUKOB O 8peMeHU, Mecme, NogecmKe OHsl 3ACeOaHUsl WU COBEWANUsL, UX PecUCmpayusi),
gedem u ogpopmisaem npomoKoibl
Br16epute oauH OTBET:
a. CekpeTappb Y4€HOTO COBETa
b. Cekperappb Ha pecemniH
c. Corpyauuk call-tiearpa
d. Cekperapb-cTeHorpaducTka
Bormpoc 9
ObbiuHO 6aKancusi 3mMoeo cekpemapsi OMKPbIEAm KOMNAHUU, 8 OQUCL KOMOPBLIX NOCMYnaenm
OoNbLULIOE KOIUYECTNBO MeNe)OHHBIX 360HKO8 ULU NPUXOOUM MHO20 nocemumereti
Br16epute oauH OTBET:
a. Cekperapb-cTeHOrpaducTKa
b. Cekperappb Ha pecemniiH
c. CekpeTaphb YYCHOTO COBETA
d. Corpyanuxk call-ienrpa
Bormpoc 10
Omom compyonuk paccmampueaem MAamepuansl, CEA3aHHble C 3AWUMOU OUCCEpMayull u
NPUCBOEHUEM YUEHbIX 36AHUL; 20MOBUM NPEONONHCEHUs K NIAHAM U30AHUS HAYYHBIX MPYO08,
obecneuugaem ux peyeH3upogaHue, a Maxdxice npogedeHue HayyHvlX KOHpepeHyull, cogeujanull,
CeMUHAapo8, OUCKYCCUlL
Br16epute oauH OTBET:
a. CekpeTappb YYCHOTO COBETA
b. Cekperapb-creHorpaducTka
c. Corpyanuk call-ientpa
d. Cekpetapb Ha pecerniH
Tect Ne4

Bomnpoc 1

Cnocobrnocms omoenbHol TUYHOCMU NPABUTIBHO OYEHUMb CLOACUBULYIOCS CUMYAYUIO U NPUHAMND
8 C8A3U C IMUM COOMEEMCmeyioujee peuleHue, no36oauee 00CMUSHYMs NPAKMUYECKo20 UU
UHO20 3HAYUMO20 Pe3yIbmama - Mo

Br16epute oauH OTBeET:

a. [Ipodeccronanusm

b. OcBenOMIICHHOCTD

c. CoxpaHeHue ciyxeOHOM TailHbI

d. KomnerentHoCTh

Bomnpoc 2

Ymenue cexpemaps npossums OuniomamuyHocmv 8 paze080pax NO mene@oHy U JUUHbIX
KOHMAKmMax, maxmuyro yumu om 6ecedbl, KOMOpAas Moxcem Hanecmu ywepod oeny gupmol,
deMoHCcmpupyem

Bribepute ofuH OTBeT:

a. OCBEJOMIIEHHOCTh

b. Coxpanenue ciyxeOHO TaifHbI

c. KomnereHTHOCTD

d. IIpodeccuonanuzm

Bomnpoc 3



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

Br16epute o1H OTBET:

a. KommyHMKaOEIEHOCTH

b. OTBeTCTBEHHOCTD

C. OCBEIOMIICHHOCTb

d. ITpodeccuonanmzm

Bormpoc 4

Vmenue oOvicmpo nepexnouamecs ¢ 00HO20 8uda pabomvl HaA Opyeou, CHOCOOHOCHb
0OHOBPEMEHHO BbINONIHAMb HECKOAbKO NOPYYEHUL AGNAIOMCA KOMNOHEHMAMU

Br16epute oauH OTBET:

a. CaMoOpranm3oBaHHOCTH

b. Tpynonroous

c. [Ipodeccuonanuzma

d. YMeHus anantupoBarhCst

Bormpoc 5

Obecneuums c80€8PEMEHHOCMb NOO2OMOBKU COBEWANUsL, Npuemd, opopmieHus 0OKyMeHma u
m.0. n0360J5em

Br16epute oauH OTBET:

a. TpynomoOue

b. YMeHus agantupoBathes

c. [Ipodeccrnonanusm

d. CaMm00OpraHu30BaHHOCTb

Bormpoc 6

Cexkpemapb 001CeH XOPOUIO OPUEHMUPOBAMBCS 8 BONPOCAX O0esiMENbHOCMU, NO KOMOPbIM
pabomaiom e2o pykosooumenv u npeonpusmue (upma) 6 yeiom; 6vimsv 6 Kypce cobwbimull,
NPOUCXO0AWUX 8 YUpeHcOeHUU (NOOPa30esieHUlL), IMO 0eMOHCmpupyem

Br16epute ouH OTBeET:

a. KommyHMKa0eIpHOCTh

b. OcBenOMIICHHOCTD

c. I[Ipodeccuonanuzm

d. OTBETCTBEHHOCTD

Bomnpoc 7

K nuunocmuvivm kauecmeam, Heobxo0umvim 6 pabome ceKpemapsi, OMHOCAMCs

Br16epute oauH OTBeT:

a. OTBETCTBEHHOCTh

b. CtocoOHOCTh K CAaMOOOYUEHHIO, COCTOSTHHE 3710POBbSI

c. [IpenannocTs pabote U npodeccuu

d. ITyHKTyaIbHOCTh, HHUIIMATUBHOCTh

Bomnpoc 8

Bepno nu ymeepowcoenue, racarowjeecsi cmeneHu 000pod#ceNamensHOCMU COMpYOHUKa: «B
0e11080M 00ujeHUU cekpemapb 8ce20d O0JIHCeH OblMb 20M08 OKA3AMb MAKCUMATIbHOE COOeliCmaue
COMPYOHUKAM, NOCemumensm, U NOUmu, 6 ciyuae HeoOXOOUMOCMU, HA HEeKOmMopbvle JUYHble
Heyoobcmea paou oenay?

Bri6epute ofuH OTBeT:

a. HE BEpHO



b. corynacen yacTu4HO
C. TaK CJIEAYeT MOCTYNaTh B UCKIIOYUTENBHBIX CITydasix
d. BepHO
Bompoc 9
Kauecmeo evinonnsemou pabomsi, 6HewHuti 6uo, Kyibmypa padboye2o Mmecma ceKpemaps
ABNAIOMCA NOKA3AMENAMU
Bri6epute ofuH OTBeT:
a. 0J1arompusATHOTO BIEYATICHUS O CEKpeTape
b. mruHOrO KaYecTBa COTPYAHUKA - AKKYPATHOCTH
C. mpeCTHXKa OpraHu3anuu
d. TMYHOTO KauecTBa COTPYAHUKA - JOOPOCOBECTHOCTH
Bomnpoc 10
Ilepgocmenennoe 3HaueHue 6 pabome cekpemaps npu npeoCmasieHuu OOKYMEHMO8 U
ungopmayuu 015l NPUHAMUSL PeUleHUll, OP2aHU3aAYUY 8CpeY U COBeWAHULL UMeem
Brib6epute ouH OTBET:
a. IlynkryanbHOCTB
b. IIpodeccuonanusm
c. KommyHnukabeapHOCTh
d. OTBETCTBEHHOCTH
Tect NeS

Bompoc 1

Bosmooicno 1w ucnonvzosanue ouxmoghona 0nsi 3anucu KOHQGUOeHYUAIbHOU uHGopmayuu,
Hanpumep HA COBEWAHUAX, HA KOMOP®IX 00cyxcoaemcs uHGopmayus, cooepucawas
KOMMepPYeCKy0 matimy?

Bri6epute ouH OTBET:

a. Bo3aMoxHO ¢ ycroBHeM, UTO YUaCTHUKU COBEIIAHHM, TOJKHBI OBITH TOCTABIIEHBI B U3BECTHOCTH
00 OCYIIECTBIICHUU ayAHO3aMUCH, & TAaKKe O TOM, KaK TUKTO(MOHHBIE 3aMUCH MPEANONIaraeTcs
UCIOJIb30BaTh B OYAyIIIEM

b. Kareropuuecku 3anperiaeTcs

C. Bo3amoxHO

d. Pemrenue mpuHUMaeT PyKOBOUTEb OpraHU3aInN

O4YHCTUTH MOH BBIOOD

Bompoc 2

Cnocob nepedauu nNUCbMEHHOU UHGOpPMAYUU C NOMOWDIO CREYUAIbHO2O —annapama,
NOOKNIOYEHHO20 K MeNeq)OHHOU cemu, 3mo npoyecc OUCMAHYUOHHOU nepeoayiu HenoOBUNCHbIX
uzobpasxicenuti u mexcma.: OOKYMEHMO8 C OYMAMCHLIX JUCNO8 omnpasumenei Ha OymMaxchvie
Jucmol nonyuamerneti (MeKcmol, YePmMedtcU, pUCYHKU, cxembl, POMOCHUMKY U M. N.)

Bribepute ofuH OTBeT:

a. Tenedonnas cetpb

b. dakcuMuIIbHAS CBSI3b

C. DIIEKTpOHHAs MMOYTa

d. Puzorpadus

Bomnpoc 3

Bosmoorcna nu nepedaua ¢ ucnonvzosanuem @GakCUMuibHO20 annapama KOHQGUOEeHYUATbHbIX
00KyMeHmog?


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

Bri6epute oquH OTBET:

a. Bozmoxna

b. Kareropuuecku 3anperaercs

. Bo3amoykHa ¢ ycioBueM, 4TO ¥ OTIPABUTENb U NIOTYYaTeNlb HAXOAATCS B KOMHATE OJTHU

d. Perienue npuHMUMaeT pyKOBOJUTEb OpraHU3aIuU

Bormpoc 4

Coenacno knaccuguxayuu 0en1060i nepenucku U NOI0NCeHuem coooueHuti 8 UHHOPMAYUOHHBIX
cucmemax no NPU3HAKY «3A6EPUEHHOCb UHQOPMAYUOHHO20 OOMEHA» NPUHAMO B6blOENAMb
nucbma:

Br16epute oauH OTBET:

a. TpeOyrolIre Win He TpeOyoIue OTBEeTa

b. mUCHMO OT OCTOSTHHOTO KOPPECIIOH/ICHTA

C. IOCTYTAIOUINE U OTHPABISIEMbIE COOOLICHUS

d. mepBHUYHOE, IOBTOPHOE MMUCHMO

Bormpoc 5

Coenacno knaccughuxayuu 0enosoti nepenucku o NPU3HAKy «YCMouuU80Cms UHDOPMAYUOHHBIX
ces3elly NPUHAMO 8bl0EAMb NUCbMA

Br16epute oauH OTBET:

a. IOCTYTAIOUINE U OTIPABJISIEMbIE COOOIICHHS

b. Tpebytomue nim He TpeOyrolKe OTBETa

C. MUCHMO OT TIOCTOSIHHOTO KOPPECIIOHICHTA

d. mepBHUYHOE, IOBTOPHOE MMUCHMO

Bormpoc 6

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

BeiOepure oauH OTBET:

a. IEpBUYHOE, TOBTOPHOE MTUCHMO

b. moctynarorye U OTIpaBsieMbie COOOIICHHUS

C. TpeOyromIye uian He TpeOyroIe OTBeTa

d. MUCHMO OT MOCTOSHHOTO KOPPECIIOH/ICHTA

Bomnpoc 7

Ykascume eepnyto nocnedosamenvnocmv «Obpabomka nocmynaoujeli.  KoppecnoHOeHYuu
gKIIOYAem 8 ceOsl: ...»

BriGepure ofuH OTBET:

a. COPTUPOBKY JIOKYMEHTOB JIJIsl MOCJEAYIONIEH TMepeaadyn 1Mo HazHadeHHIo; Gukcanuio (axra
MOCTYIUICHUST JTOKYMEHTOB; TPOBEPKY TPABMWIBHOCTH [OCTAaBKHA JTOKYMEHTOB, IEIOCTHOCTH
VITAKOBKH U BJIIOKEHUH, KOMIUIEKTHOCTH IOKYMEHTOB (HAJTHUYHUS BCEX TPUIIOKEHUH )

b. mpoBepKy NPaBUIBHOCTH JOCTABKH JIOKYMEHTOB, IEJIOCTHOCTH YIIAKOBKA W BIIOXCHHIA,
KOMIUIEKTHOCTH JOKYMEHTOB (HaJIW4Ms BCeX MPUIOXKEHHUH); (ukcaruio (pakra MOCTYIUICHUS
JOKYMEHTOB; COPTUPOBKY JOKYMEHTOB JJIsl TOCIIEAYIOIIEeH Tiepeiaun 10 Ha3HAYEHUIO

C. (hukcaruio (pakTa MOCTYIIEHHUS JOKYMEHTOB; IPOBEPKY NMPABHIIBHOCTH JJOCTABKU JOKYMEHTOB,
LIEJIOCTHOCTH YITAaKOBKHU U BIIO’KEHHH, KOMIUIEKTHOCTH JJOKYMEHTOB (HAJIHUHUS BCEX MPUIIOKEHUH );
COPTHPOBKY TIOKYMEHTOB JJIsl TIOCJIEYIOICH TIepeadu 10 Ha3HAYCHUIO

d. COpTHPOBKY [OKYMEHTOB Uil TOCICIYIOUICH TMepenavyd 10 Ha3HAYCHHIO, IPOBEPKY
MPAaBUIHLHOCTH JTOCTABKH JOKYMEHTOB, IIEIOCTHOCTH YIMAKOBKH W BJIOKEHUH, KOMIUIEKTHOCTH
JIOKYMEHTOB (HaJIMuus BCeX MPUIIOKEHHH); PuKcalnio (pakTa MOCTYIUIEHUS JOKYMEHTOB



Bormpoc 8
Cexpemapu npu nepeuunol 0bpabomke U COPMUPOBKE UMEOM NPABO  BCKPLIBAMDb
KOppecnoHOeHYuio ¢ NoMemamu
Br16epute oauH OTBET:
a. «KonpuaenuuansHo», «JIMaHOY
b. «Jlys ciy»)eGHOTO MOJIb30BAHUS
. «Kommepueckas TaitHa»
d. «Perucrparusi»
Bormpoc 9
B cayuae ecnu 6 opeanuzayuio 00HOBpEMEHHO NOCMYNUIU NUCOMA, MeNecpamMmel U
menegonocpammyl, 6 nepeyio ouepedb 0opabamvlearOmcs
Br16epute oquH OTBET:
a. MexnayropoaHue oTnpaBieHUs
b. [Tucema
c. Tenedonorpammsl
d. TeserpamMMmbl u TelIe)OHOTPAMMBI
Bormpoc 10
Ilpu pabome c 6xooaweti koppecnonoenyueii 8 coomgeemcmeuu ¢ ' OCT P 7.0.97-2016 ommemxka
0 NOCMynjieHuu NPoOCMAasasemcs Ha CoONPOBOOUMENbHOM NUCbME UL NEPEOM TUcme 0OKYMEeHmda
Br16epute oauH OTBET:
a. Ha HUO)KHEM I10JI€ CIIpaBa
b. B mpaBOM BepXHEM yIiTy
C. B IEBOM BEpXHEM YTy
d. Ha HIDKHEM T0JIe CJIeBa
Tect Ne6

Bomnpoc 1

s opeanuzayuu paboueco mecma ciedyem yuumvleams ciedyloujue paccmosHus
Bribepure ofuH OTBET:

a. MeX]ly CToJIaMH - 95 cm.

b. mmpuHa npoxona i Tpex denosek - 110 cm

C. MEXAY CTEHOU U CTOJIOM - 45 cM.

d. MeXIy OTONUTEIBHBIMU IPHOOPAMHU B Pab0O4UM CTOJIOM — 55 cM.

Bompoc 2

Paccmosinue om 2naz 00 skpana MoHumopa 00IHCHO ObiMb

Bribepure of1H OTBET:

a. He meHee 70 cM.

b. He meHee 60 cm.

C. He meHee 80 cm.

d. He menee 50 cm.

Bompoc 3

C mouku 3peHusi 3p2OHOMUKU MOHUMOPbL KOMILIOMEPA OOHCHBL PAZMEUWAMBCS NOO Y2IOM
Bribepure of1H OTBET:

a. 90—115° k okHam

b. 90—100° k oxHam

€. 95—105° k okHam



d. 90—105° k okHam

Bompoc 4

Cymmapnoe 6pemsi pabomuvl 3a GUOCOMEPMUHANIOM 6 MedeHue paboueco OHs He OOIHCHO
npesviuamy

Br16epute oauH OTBET:

a.5u.

b.3u.

C.6u.

d. 4u.

Bormpoc 5

TH 2.2.5.1313-03 (l'ueuenuyeckue Hopmamueul) pe2iameHmupyom

Br16epute 0uH OTBET:

a. [Ipenenvuo momyctumbie kKoHeHTpanuu (I1JIK) BpenHbIx BelecTB B Bo3ayxe pabodeil 30HbI
b. EcrecTBeHHOE M HCKYCCTBEHHOE OCBEIIICHHUE

C. 'uruennyeckue TpebOBaHUs K MUKPOKINMATY MPOU3BOACTBEHHBIX TOMEIIEHUI

d. Illym Ha pabo4mx MecTax

Bormpoc 6

Tepmun speonomuxa OvL1L NPUHAM

Br16epute oauH OTBET:

a. B Slmonuu B 1940 r.

b.s CCCP B 1034 .

c.B CIIA B 1920 .

d. B BenmukoOpuranuu B 1949 r.

Bormpoc 7

Oma wnayka 3anumaemcs uydemuem u NPOEKMUPOBAHUEM CUCEM «UeJIOBEK-KOJIICKTUBY,

«KOJLIeKMuG-0praHu3alusy, «KOJLIeKmug-MallluHay, «4e106eK-CeThy
Br16epute oauH OTBeET:

a. MakposproHoMuka

b. AHTpOonOTEXHHKA

c. Muauspronomuka

d. MAKpO3proHOMHUKa

Bomnpoc 8

Camvim 300po8bIM C8EMOM OCMAEMCcsl ecmeCmeenHbll - OHe8HOU. Ymobbl e2o ucnonv3osams,
2nyouHa oghucHvIX nomewjeHull He 00NNCHA NPEeGbILUAMb

Br16epute oauH OTBeT:

a. 3 m.

b. 6 m.

C.5m.

d. 4 m.

Bomnpoc 9

Cneyuanucmul cuumarom, 4mo npeoenbmblil ypO8eHs uyma 0is 0QucHol pabomul
Bribepure of1H OTBET:

a. 50 - 60 meruben

b. 150 - 160 neruben

c. 70 - 80 meruben

d. 170 - 160 neuunben


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

Bompoc 10
Ilo Tpyoosomy xoodexcy P® cm. 108 Ilepepuvissl 015 omovixa u numanusi. « B meuenue pabouezo
OHsl (CcMeHbl) paboOmHUKy 00JdiceH Obimb NPedoCmasieH nepepvié 0t Omoblxd U NUMAHUS
NPOOOIHCUMENLHOCBIO ..., KOMOPbILL 8 pabouee 8pems He KII0UAENCA... »
Br16epute oauH OTBET:
a. He OoJiee TpeX YacoB U HE MeHee 45 MUHYT
b. He Gonee 1ByX yacoB u He MeHee 30 MUHYT
C. He OoJsiee Tpex yacoB U He MeHee 30 MUHYT
d. e Gosee ABYX yacoB U He McHee 20 MUHYT
Tect Ne7

Bormpoc 1

Ykaorcume nuwmnee: «Kypnan yuema nocemumeneii npedycmampueaem epagol ...

Br16epute oauH OTBET:

a. KonTpons 3a ucnosHeHHEM MOpyYeHUH PYKOBOIUTEIS

b. HaumeHoBaHKe OpraHU3alum, OApa3aCICHIsI

C. [lata u Bpems npuemMa (IIOCELIEHHUS])

d. [IpeaBapuTtenpHas JOrOBOPEHHOCTh

Bormpoc 2

Bepno nu ymeepoicoenue: «/leticmeus 1106020 HA030pHO20 UU KOHMPOIUPYIOUIE20 OP2aHa 6ce20d
00JDICHbL HaUMU c8oe ompadicenue Ha Oymazce. Omo moeym Oblmb aKmvl UIU NPOMOKOIbL
nposepox, 00ciedosanuil, U3bAMUsL OOKYMEHMOo8 Ul 00pa3yo8 npoOYKYuu u m.n.»?

Br16epute oauH OTBET:

a. BEpHO

b. coryacen yacTu4HO

C. HE BEpHO

d. 9T0 TpeboBaHKe HE 00s3aTEIBHO

Bomnpoc 3

Hmeem nu npago cexpemaps He NOONUCHIEAMb AKMbl NPOEEPOK, NPOMOKOIbL UbAMUSL UTU UHbLE
O0OKYMeHmbl, COCABIeHHble NPOBEPIIOUUM OPSAHOM?

Br16epute oauH OTBeET:

a. 71a, €ClIM YMHOBHHUK OTKA3bIBAETCSl MCIPABUTh HETOYHOCTH B JOKYMEHTE, C KOTOPBIMU BbI HE
COTJIACHBI

b. aTo mpeciemyercs 3aKOHOM

C. 3TO HE BXOJUT B €ro 00s13aHHOCTU

d. na

Bompoc 4

Ilpu suzume 6 opeanuzayuro 4acmHviM 0emeKmueam 3anpewaemcs

Bri6epute ouH OTBET:

a. oJy4aTh TIPU COBEPIICHWH WCIIOJIHUTEIBHBIX JEHCTBUH HEOOX0IuMyI HWH(OpMAIHIO,
OOBSICHEHUS U CIIPaBKU

b. ycTHBIH ompoc rpaxiaH U TOHKHOCTHBIX JIUIL

C. UCTOJIb30BATH CIEUAIbHBIE CPE/ICTBA U OPYKUE

d. OCyIIeCTBIATh BHICO-H ayIUO3amuch, (HOTO-U KHUHOCHEMKY B CIY)KEOHBIX WM HMHBIX
MOMENICHUAX 0€3 MUChMEHHOT0 COTJIacHs Ha TO COOTBETCTBYIOIIMX JOJDKHOCTHBIX MJIM YACTHBIX
JIMIL



Bompoc 5

Cocmasnenue naana pabouyeco OHsA pykogooumens (pekomenoayus 1.1O. Kacvsanosoii)
noopaszymesaem 3anonneHue spaghoi

Br16epute oauH OTBET:

a. Pezeps BpeMeHn

b. OcHoBHas uHpOpMAIHs

C. [Tporpamma ans

d. Mepsl obecrieueHus

Bormpoc 6

Ykaosrcume seprulil nopsaoox 00KymMeHmanbHo20 oghopmaeHUs KOMAHOUPOBKU

Br16epute oauH OTBET:

a. B xagpoBoMm memompou3BOACTBE KOMAaHIUPOBKA oOQopMIIIeTCs CIyKEOHBIM 3aJlaHueM,
MIPUKA30M ¥ KOMaHUPOBOYHEIM YAOCTOBEPEHHUEM C OTMETKAMHU O BHIOBITUI

b.B KkagpoBOM JEJOMPOM3BOJACTBE KOMAHAUPOBKA O(OPMIISETCS  KOMAHIWPOBOYHBIM
YIOCTOBEPEHHEM C OTMETKAMHU O BBIOBITHH, IPUKA30M, CITY)KEOHBIM 33JJaHHEM

c. B kampoBoM  Jenonpou3BOACTBE KOMaHAMPOBKA  OGOpMIIIETCS  KOMaHIUPOBOYHBIM
YIOCTOBEPEHHEM C OTMETKAMHU O BBIOBITHH, CITY)KEOHBIM 33/IaHUEM, TPUKA30M

d. B kaapoBoMm J1eIOMPOM3BOJICTBE KOMAHAUPOBKA O(OPMIISCTCS MPUKA30M, CIYKEOHBIM
3aJlaHuEeM ¥ KOMaHIUPOBOYHBIM YIOCTOBEPEHHUEM C OTMETKAMHU O BHIOBITUU

Bormpoc 7

Hokymenmanvhoe oghopmnenue KOMAHOUPOBKU NpedycMampugaem cOCmasieHue CryHceOHoll
3anUCKU O KOMAHOUpPOBKe C YKA3aHUeM HeoOXO00UMbIX CYMM, KOMOpPYIo HeobXo0umo
npedocmasums 6 byxeaimepuio emecme

BriOepure o11H OTBET:

a. co CIy>KeOHBIM 33aJJaHUEM

b. ¢ KOMaHIUPOBOYHBIM YIOCTOBEPEHUEM

C. C PETJIaMEHTOM Ha MPEJACTABUTEILCKHE U TPAHCTIOPTHBIE PACXOIBI

d. ¢ komue#t mpruKaza 0 KOMaHIHPOBKE

Bompoc 8

IIpu 0oxkymeHmuposaHuu KOMAHOUpOBKU OUlemvl, cuema omeel, YeKu, peCmopanHvle ciemd,
keumanyuu no I CM, apende mpancnopma u m.o. sa61s10mcst OCHO8AHUEM OJisl COCMAGNEHUS.
Bri6epute o1H OTBET:

a. pacXoJHO-KacCOBOTO OpJiepa

b. oTyera Mo KOMaHIMPOBKE

C. periaaMeHTa Ha IPEICTAaBUTEIIbCKUE U TPAHCIIOPTHBIC PACXOJIbI

d. aBaHCOBOTO OTYETA 1O HATUYHBIM OILJIaTaM

Bompoc 9

B nepeune 3adau cexpemapsi 6 obnacmu opeaHu3ayUOHHO20 0bOecneyeHuUsi NOBCEOHEeBHOl
OdesimenibHOCmU PYKO8oOUumelis yoepume TUUHION.

Bri6epute o OTBET:

a. y4eT U aHaJu3 3aTpaT pabovyero BpeMeHu

b. manupoBaHue COOCTBEHHOTO pabovero BpeMeH!

C. pacCTaHOBKA IMPHUOPUTETOB MPO(HECCHOHATTLHOM JISATSIIBHOCTH PYKOBOIUTEIIS

d. mouck u c60p nHGOPMAIUU HEOOXOTUMOM PYKOBOIUTEITIO

Bompoc 10

B nepeune ocnosuwix obs3annocmeti pykogooumeins yoepume JUUHIO



Bri6epute oquH OTBET:

a. o0paboTka nHpopMaUu

b. mocranoBka 1ienei u 3aga4

C. MOJIrOTOBKA U Tiepeiada JOKYMEHTOB B apXUB

d. moAroToBKa U peanu3aius yrnpaBiIeHISCKOro PEIICHUs

Tect Ne8

Bormpoc 1

Ykaowcume nuwnee: «Iloocomoska k nepezosopam exnouaem 6 ceos ...

Br16epute oauH OTBET:

a. AHanu3 npoosIEeMbl

b. [TepBbie KOHTAKTHI C TAPTHEPOM TI0 TIEPETOBOPAM

c. [InanupoBaHue neperoBopos

d. [IpoTokoJ IPOBECHUSI IEPETOBOPOB

Bormpoc 2

Bpemennvie opuenmupul 0ns opeanuzayuu nepecosopos

Br16epute oauH OTBET:

a. MPOJIOJDKUTEIILHOCTH - 2-2,5 4. Kak nmpaBwiio, oHu HazHavaroTcst Ha 10 9., eciiu mpoBOISATCS BO
BTOPO MMOJOBUHE JIHSI, TO 3aBeplIeHUE TuiaHupyercs He mosanee 17.30 - 18 u.

b. mpomomkuTensHOCTD - 1,5-2 u. Kak npaBuiio, onu HazHavaroTcs Ha 10 4., eciiu poBOISATCS BO
BTOPOM MOJOBUHE JIHS, TO 3aBepLICHUE I1aHupyeTcs He no3aHee 17.30 - 18 u.

C. IPOAOIDKUTEIBHOCTD - 1,5-2,5 u. Kak npaBuio, oHM Ha3HavaroTcs Ha 12 4., e MpoBOASITCS BO
BTOpO¥ MOJIOBUHE JIHS, TO 3aBepiueHue mianupyetcs B 18.30 - 19 u.

d. mpoIOKUTENBHOCTS - 2-2,5 4. Kak mpaBuiio, oHM Ha3Ha4yatoTes Ha 11 4., eciti MpoBOASATCS BO
BTOPOH NMOJIOBUHE JHS, TO 3aBEPLIECHUE IIaHUpyeTCs He no3aHee 18.30 - 19 4.

Bompoc 3

B cocmase nepezosopnoii epynnel cekpemapu OmHOCAMCA K 2pynne:

Br16epute o1H OTBET:

a. BCTIOMOTraTeJIbHOTO IIepcoHana

b. HemocpeACTBEHHBIX YUYACTHUKOB MEPETOBOPOB

C. K OIIEPaTUBHOM TpyIIe

d. KOMIIETEHTHBIX CIEIUATICTOB, KOHCYIbTAHTOB, YKCIIEPTOB

Bompoc 4

K xapaxmepucmuxam oenogozo meneghonnozo pazeosopa omuocsam ciedyioujue 02paHudeHus:
Bribepute ofuH OTBeT:

a. TpyOKky 3BoHsmIero TenedoHa cieqyeT CHHMAaTh Mocie 2
MIPOIOIDKUTEITHFHOCTH pa3roBopa — 4 MUHYTHI

3 rymkoB (He TO3Xe 5-TO),

b. TpyOky 3BOHsIEro TtenedoHa cieqyeT CHHUMATh IMocie 3
MIPOAOIDKUTEIBHOCTD Pa3roBopa — 5 MHUHYT

4 rynkoB (He mo3xe 6-r0),

c. TpyOky 3BoHsmero TenedoHa cieayeT CHUMaTh mocie |
IIPOJOJKUTEIBHOCTD Pa3roBopa — 3 MUHYTHI

2 rtyakoB (He mo3xe 4-10),

d. TpyOky 3BoHsIIero tenedoHa cienyeT CHAMaTh mocie 5 - 6 TyakoB (He mo3ke 7-T0),
MIPOIOIDKUTETHFHOCTD Pa3roBopa — 6 MHHYT



Bompoc 5

Cmpykmypa 0eno6oeo meneghoHHo20 pazeo8opa

Br16epute oauH OTBET:

a. BBeJIeHHE coOeceHHKa B KypcC Jielia, HallOMUHAHHUE COJepKaHUs MPEAbIIYIIEr0 pa3roBopa,
00CyXJIeHUE CUTYAINH, 3aKJII0YUTEIBHOE CIIOBO

b. B3auMHbIC MpeCcTaBICHUs, BBEJICHHE COOCCEIHNKA B KypC Jeia, HAIIOMUHAHKE COJCPIKAHMS
MPEIBIAYIIETO Pa3roBopa, 00CYKIECHUE CUTYAINH, 3aKITIOYHTEITBHOE CIIOBO

C. B3aMMHBIC TPEJCTABICHHS, BBEJICHHE COOECEHUKA B KypC Jeia, OOCYKICHHWE CHUTYAIlHH,
3aKITIOYUTEIBHOE CIIOBO

d. B3aMHBIE MPEICTABICHUS, BBEJACHUE COOCCEIHNKA B KypC Jeia, HAIIOMUHAHHUE COJCPIKaHHS
MPEIBIAYIIEr0 Pa3roBopa, 00CYKIEHNE CUTYAIIH

Bomnpoc 6

Hokymenmuposanue meneghonHvix cooduenuti noopazymesaem 3anuch

BriOepure o11iH OTBET:

a. (haMWIMK, IMEHHU, OTYECTBA M JIOJDKHOCTH 3BOHUBIIETO; CYTh COOOIICHUS; IO KAKOMY HOMEpY
NIEPE3BOHUTH

b. bamuum, MEHH, OTYECTBA M TOJDKHOCTH 3BOHHMBIIICTO; CYTh COOOIICHHUS; [0 KAKOMY HOMEPY
MIEPE3BOHUTH U KOT/Ia, TOYHOTO BPEMEHH 3aITUCH COOOICHHS

C. JaTbl ¥ BPEMEHW 3BOHKA; (haMWINK, UMEHH, OTYECTBA W JIOJDKHOCTH 3BOHHUBIIETO; CYTh
COOOMICHUS; IO KAKOMY HOMEPY MEePE3BOHUTH U KOTIa

d. paMuinm, UMEHH, OTYECTBA U JOJDKHOCTH 3BOHHMBIIETO; MO0 KAKOMY HOMEPY MEpPE3BOHUTH U
KorJa

Bormpoc 7

L]env meneponnoco 360HKa, peuteHue pyKogooumens u 0eticmeus cekpemaps (PuUKCUpyromcs 8
Bribepure ofuH OTBET:

a. PKK

b. creHorpamme cooOIIEHUS

C. 6okHOTE ((KypHaJIe) Telne(OHHBIX IEPETOBOPOB OPraHU3AIUN

d. sKypHasie BXOAAIIMX TeJePOHOrpaMM

Bompoc 8

Bepno nu ymeepoicoenue, umo mexkcm menepoHOZpaAMMbL 3ANUCLIBAEMC CeKpemapem 8
COOMBemMCmaYIouYI0 epapy JHCypHaIa u IuYHoO nepeoaemcst pyKosooumento?

BriOepure of1H OTBET:

a. COIJIaceH YaCTUYHO

b. 3T0 TpeboBaHMe HE 00SA3ATEITBHO

C. BEpHO

d. He BepHO

Bompoc 9

Ecnu nocemumens npuwen 6e3 npedsapumenbHou 002080peHHOCMU, CEKPEMapb:

Bri0epuTe HECKOJIBKO MPaBUIIBHBIX OTBETOB:

a. mpeJularaeT IMOCETUTENI0 IEePErOBOPUTh C 3aMECTHTEISIMM PYKOBOAMTENS MM JPYTUM
KOMITETEHTHBIM PaOOTHUKOM TPEIIPUSITUS

b. u3BHHSETCS, YTO HUYEM HE MOXKET EMY TTOMOYb

C. IpeJyIaraeT MOCETUTEITIO 3aIUCaThCs Ha TIPHEM B APYroe BpeMs

d. ToKJIabIBaCT O HEM PYKOBOIUTEIO HEMEUICHHO

Bompoc 10



Omom cnocob paccadku Ha KOHMEPEHMHbIX MepPONPUAMUILX ONMUMANeH Ol NPoBedeHUs.
3aKPbLIMBIX MEPONPUAMUL C NPUBTIeYeHUeM 0SPAHUYEHHO20 YUCIA YYACMHUKOS, CHOCOOCmBYyem
€030aHut0 0cobo 008epumenbHoU 00CMaHOBKU
Br16epute oauH OTBET:
a. Kpyruslii cron
b. ITo nepumetpy
c. I1(U)-o6pa3Hubrii
d. BuzaBu
HUTorossliii Tect

Bormpoc 1

Ilo muenuro kakoi opeanusayuu npogeccuu «COBPeMeHHblll CeKpemapvy, COOMEemcma)yem
credyrujee onpeoeieHue:

«HMuuyuamusnovlii. U paccyoumenvbHoulii. NOMOWHUK — PYKOBoOumens, 001a0arnuull  ecemu
npohecCUOHANbHBIMU — HABLIKAMY, HeOOXO0UMbIMU Ol  OpeaHuzayuu pabomsl 6 oguce,
NPUHUMATOWUT peuleHUsl 8 Npedeax C8oell KOMNemeHYUu».

Br16epute oauH OTBET:

a. EBpormetickoii acconuanuu npodecCHoHaNbHBIX ceKpeTapen

b. MexayHapoaHoro npodeccHoHaIbHOTO KiIyda cekperapeit

C. Poccuiickoii HallMOHAIBHOM acCOIMAIIMKU CEKpeTapei

Bormpoc 2

B epynne aomunucmpamusnvix onepayuti, 8bINOIHAEMbIX CeKpemapem, npuem nocemumernetl,
mene@onHble Nepe20B8opbl, CYJcedHble KOMAHOUPOBKU, 008edeHle peuleHutl 00 UCNOHumeell
OMHOCUMCSL K

Br16epute oauH OTBET:

a. KOOPIMHAITMOHHBIM

b. pacriopsiTuTeIbHBIM OTIEpaIMsIM

C. CIyKeOHO-KOMMYHUKATHUBHBIM OTI€PAIUSIM

Bomnpoc 3

B epynne aomunucmpamusHnvix onepayuii, 8bINOIHAEMbIX CEKpemapem, npogedeHue cosewanuil u
3ace0anuli, Op2aHU3AYUOHHOE U UHPOpMayUuoHHOe obecneuenue SMoOU  OesimeNbHOCmU
PYKOBOOUmENs OMHOCUMCS K

Br16epute ouH OTBeET:

d. KOOpAWHAIIMOHHBIM

b. pacriopsiTuTeIbHBIM OTIEpaIMsIM

C. CIyKeOHO-KOMMYHHUKATHBHBIM OTIEPAIUSM

Bompoc 4

3asedyrowuil kanyenapuetl (oguc-meneddicep) no OMHOUEHUIO K CeKpemapsim pyKogooumeneu
CMPYKMYPHBIX NOOPA30eIeHUll KPYNHOU Op2aHU3ayuu npo8ooum

Bribepute oauH OTBeT:

a. KOHTPOJIb BceX cep NesTeNbHOCTH

b. MeToMUEeCKOE PYKOBOICTBO

C. aIMUHUCTPATUBHOE PYKOBOJICTBO

Bomnpoc 5

Ilepevim nuynvim cekpemapem Examepunsi || cman

Bri6epute ofuH OTBET:



a. A.B. XpanoBuukuii

b. A.A. Be3bopoako

c. I'.H. Teruios

Bompoc 6

Bosnuxwasn 6 40-x ee. XX 6. ¢ CIIA opeanuszayus, enepsvie pazpabomasuidas CReyudibHy0
npocpammy no020mo6KU KearuGuyuposaHHslx ceKpemapckux pabomuuxkos, 3mo

Bri6epute ofuH OTBeT:

a. EBpormeiickas acconuanus npodeccuoHalIbHBIX CeKpeTapeit

b. HarmonaspHas accoruanus cekperapeit

C. HanmonanpHast acconnanys OpUANYECKUX CEKpeTapen

Bormpoc 7

Kesanughuxayus kaxoti oonocnocmu, coenacro B.11. [lletinogy, npedycmampusaem noo2omogKy no
npoGUII0 PupMbL U CIMANCUPOBKY 3 PYOercom?

Brib6epute ofuH OTBET:

a. aCCUCTEHT PYKOBOJIUTES

b. cexperapn-repeBo UMK

C. cekpeTapb-pedepeHT

Bompoc 8

Coenacno rnaccugpurkayuu B.11. [lletinoga xaxas u3 Hudce NepeducieHHvIX OOJIHCHOCMmel He
npedycmampueaem GblNOJHEHUe Juulb  Oellcmeull no  YKA3auulo  pykogooumens, 0e3
CAMOCMOSIMENbHBIX PeuleHuli

Bri6epute o1H UM HECKOJIBKO OTBETOB:

a. cekpeTapb-pedepeHT

b. cexpeTapb-MaIIuHUCTKA

C. aCCUCTEHT PYKOBOJIUTES

Bomnpoc 9

Cexpemapv 5motl  Kame2opuu npogooum pabomy no HPOBEOeHUI) 3ACe0aHUll MAaKux
opeanu3ayul, Kak 006posoIbHOe 00beduHeHue auYy 00HOU npogheccuu

Br16epute oauH OTBeET:

a. cekpeTapb-cTeHOrpaucTKa

b. cexperaps KoJUICTHH

C. CeKpeTapb Y4€HOTO COBETa

Bomnpoc 10

Cexpemaps 3moti kame2opuu npo8ooum padomy no n0020mosKe OOKYMEeHMOs8, Mamepuanos OJis
PACCMOMPEHUsT HA 3ACe0aHUsX NOCMOAHHO OeUCm8yloue20 8bl00PHO20 NPeodCmasumenbHO20
Op2aHOMa BblCUle20 YUEOHO20 3A8e0eHUs, 3AHUMAIOWe20Cs peuweHuem CmpameuiecKux
80NPOCO8 €20 pa3sumus

Bribepute ouH OTBeT:

a. cekpeTapb-cTeHOrpauCTKa

b. cexperaps yueHoro coera

C. ceKpeTapb KOJUICTHH

Bomnpoc 11

Kaxkoti uz nuoice nepeuucienHvix OOKyMeHmos ne obiadaem evicuiell nPpago8oU 3HAYUMOCHbIO NPU
opeanuzayuu pabomuol 0eL1onpou38ooumens?

Bri6epute ofuH OTBeT:

a. denepanpHbIif 3ak0H «O0 aKIMOHEPHBIX OOIIECTBAX)



b. [Tonoxenue o heaepaaIbHOM aAPXHUBHOM areHTCTBE

C. ®enepanbHblil 3aK0H «O0 IEKTPOHHON TUPPOBON MOIAITHUCH

Bomnpoc 12

Vkasxcume, umo e6xooum 60 GHYMPUYUPEHCOEHUECKYIO PelaMeHMAayuto  OOIHCHOCHHbIX
obs3aHHOCMell ceKkpemapsi

Bri6epute 01H UM HECKOJIBKO OTBETOB:

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

b. HoMeHKIIaTypa /e, TOHKHOCTHAS HHCTPYKIIHS CeKpeTapst

C. Tabeinb HopM TOKYMEHTOB OpraHU3aINH

Bomnpoc 13

IIpu opeanuzayuu npuema vloensaom ciedyrowue Kame2opuu nocemumeret

BriGepure ouH WM HECKOIBKO OTBETOB:

a. COTPYAHMKH CBOEH OpPTraHU3aIlNH 10 TEKYIIUM BOIIPOCAM; COTPYAHUKH JPYTUX OPraHU3aIUHI
b. moceTuTeNM MO TMYHBIM BOTIPOCAM

C. pyKoBOJsIIME PAOOTHUKU OpraHU3aIHH

d. KOMaHIUPOBaHHbIC, JACTIErAIUH

Bormpoc 14

Vkaoswcume npusnaxu neszaxonmocmu Oeucmeutl COmMpPYOHUKO8 KAKO20-1UOO HAO30PHO20 UNU
KOHMPOIUPYIouje2o opeana

BriGepure ouH WM HECKOIBKO OTBETOB:

a. BUBHTEP HE MPEIBSIBISIET YIOCTOBEPEHUS; HE COCTABIIIOTCS MIPOTOKOJIBI TPOBEPKH M U3BATUS
JOKYMEHTOB

b. nokymeHTBI, OTpakaromue (GakT H3BATHS Yero-inbo W3 Baiiero opuca COCTABISIOTCS B
OTCYTCTBHE TMOHATHIX; B O(UCE OCTABIAETCS KOIHUSA aKTa M3bSITHS COOCTBEHHOCTH Balllei
OpraHu3aIH

C. YeTKO HE OOBSCHAETCS NMPUYMHA BHU3UTA; OTCYTCTBYET INpEANMCaHME Ha IMPOBEPKY Ballei
OpTaHu3aIIH

Bonpoc 15

Jenosomy menegponrnomy paseoeopy npedvasisaomcs ciedyrouue mpedosanusl:

Br16epute oauH OTBeT:

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

b. TpyOKy cremyeT cHuMaTh nocie 2-3 ryaka, CKopocTb peur 165 CloB B MUHYTY, JUTUTEIBHOCTS -
He Oosnee 6 MUH.

C. TpyOKy cieayeT CHUMAaTh HE Mo3aHee 4 TyaKa, CKOpOCTh pedd 125 cioB B MHHYTY,
JUIUTEIBHOCTS - He 6osee 10 MuH.

Bompoc 16

K obsazamenvrbim snemenmam meneghoHocpammovl OMHOCAMCS

BriGepure oMH MM HECKOJIBKO OTBETOB:

a. aapecar, pamMuIus U TenedoH LA, IPUHSBIIETO Tele(GoHorpaMMy

b. nara, Homep TeneoHOrpaMMBI; (aMUIINU 3aMECTHUTENCH aapecaTa TeaepOoHOrpaMMBbI

C. BpeMs IpueMa TeleOoHOrpaMMbl; JODKHOCTh JIMIA, OT HMMEHHM KOTOpOro Mepeaaercs
TenepoHorpamMmma

d. HauMeHoOBaHUe yUpeKIeHUs, hamMIHst U TeneOH JInIa, epeaaBero TeaedoHorpaMmy
Bomnpoc 17



Tun xongepenmuozo meponpusmus, cobparue npedcmagumenei op2aHu3ayull, pynn, napmuti,
o0bwecmeeHHbIX 00beOUHeHUl

Br16epute oauH OTBET:

a. che3n

b. coOpanue akIOHEPOB

C. CUMIIO3UYyM

Bormpoc 18

Kaxas ¢opma npomokona cosewanus npeononracaem ¢ukcuposanue 00CYHCOAOUWUXC
80NPOCO8, hamunutl OOKIAOYUKOB U NPUHAMBIX PeuleHUll?

Br16epute oauH OTBET:

a. MOJIHBIM MPOTOKOJI

b. kpaTkuii TPOTOKOI

C. CTeHOTpapUUECKUIl TPOTOKOT

Bormpoc 19

Buvibepume sepmwiii sapuanm ¢pacmenma nogecmku OHsA co8eujaHus

Bri6epute ofuH OTBET:

a. Utoru pestenpHocTH 3KcriepTHOM komuccuu B 2008 1. Joknanuuk: Koxanenko B..

b. Utoru pestenpHOCTH 3KcrepTHOH komuccuu B 2008 r. Jlokmamumk: mpencenarens K
Koxanenko B.1.

. O6 urorax aeATeNbHOCTH 3KcrepTHO komuccuu B 2008 1. Jloxmamuuk: npencenarens DK
Koxanenko B.I.

Bormpoc 20

Kaxue oeticmsus npu noocomoske u 6edenuu nepe2o8opos AGNAIOMC OUUOOUHBIMU?

Bri6epute o1H UM HECKOJIBKO OTBETOB:

a. BeJIeHUE TIePEroBOPOB Ha S3bIKE MPUHUMAIOIIEH CTOPOHBI

b.He yaensercs JODKHOTO BHHMaHHs IOJArOTOBKE K  IEPEroBOpaM,  3aBBIMIACTCS
KOJIMYECTBEHHBIN COCTAB JeTeTaI[iH

C. 32 CTOJIOM IIEPETOBOPOB BOSHHUKAIOT CIIOPBI BHYTPH JeNIEeTallui

d. He YYHUTBIBAIOTCS OCOOCHHOCTH MEHTAIUTETA 3apYOCIKHBIX TAPTHEPOB

KounTtpoabHnas padora

1) CocraBbTe TeneoHHOE CO00IIeHNEe aBTOOTBETYNKA OpraHN3alluy, B KOTOPOH B HacTosIIee
BpEeMs ITPOBOJIUTCS BAYKHOE COBEILAHHE.

2) CocraBbTe TeKCT U 0opMHTE TenePOHOTpaMMy




TEJIEOOHOI'PAMMA

3)

Hepe‘II/ICHI/ITC THUIIMYHBIC HCEAOCTATKH B BCACHNU Teﬂe(i)OHHBIX IICPEroBOPOB.

4)

CocraBUTh TOPSIIOK PaOOThl PYKOBOAMTENSI W CEKpeTaps Ha OJUH pado4Hil JCHb.

CoctaBuTh I1aH pabOTHI CEKpeTapst Ha MECHLL.

>

ITepeyenb BOPOCOB N0 BCeMy KYPCY MJIsi HOATOTOBKH K IPOMEKYTOYHOM
aTTecTAlMU.

Ponp cekperapst B COBpEMEHHOM YIpPaBICHYECKOM afmnapaTe U B CTPYKType CIIy>KObl
JOKYMEHTAI[MOHHOT0 00eCIieueHus yIpaBIeHUS.
Hctopusi cexperapckux ciy:)x0 B JopeBONIIOLMOHHOM Poccuum um B coBeTckoe Bpems.
BozpacTranue 3HaueHus cekperapckoro oociyxuanus B 1990-e roasl.
[ToaroroBka npodeccnoHaNbHBIX ceKpeTapeit B Poccuu u 3a pyoekoMm.
HesarenbHOCTs MEXIyHAPOIHON aCCOLMALMK CEKPETAPEH.
Kareropum cekperapeil (cexperapb Ha TeneoHe, JUYHBIA CEKpeTapb, TEXHUYECKHM
CeKpeTapb, CeKpeTapb CTPYKTYPHOTO IMOApa3feiieHHs, CeKpeTapb-pedepeHT, ceKkperapb
KOJIJIETUH, YUEHBIH CEKpeTaph).
Cekperapuar Kak clelUaIM3upoOBaHHas Cly)k0a B CTPYKType ammapara yrpaBJjeHHS.
TunoBble CTPYKTYpPBI CEKPETAPCKUX CITYKO.
OYHKIMM CeKpeTaps U MX 3aBHCHUMOCTb OT KaTerOpUU CEKPETApCKOTo OOCITyKUBaHMS,
YPOBHSI pyKOBOJUTEISI, HAIIPABJIECHUHN JI€ATEIbHOCTH OpraHU3aluy, JOKYMEHTAHOHHOTO



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.
24,

25.

26.
27.

28.
29.
30.
31.

32.

oOecrieyeHHsT ammapara yIpaBJiCHUs, CHCTEMBI JICJIONPOM3BOJCTBA, TEXHOJOTHH
JIOKYMEHTHUPOBAHUSI.

[MpuHIMIMAaTBHBIC OTAMYUS 00S3aHHOCTEH CEKpeTaps U cekperapsi-pedepeHTa, cekperapst
KOJIJIETUH, YUEHOT'O CeKpeTapsi.

HopmatuBHO-MeToMueckass 0aza KBaIM(UKAIMOHHBIX TpeOOBaHUU K Tpodeccu.
BHyTpuyupexaeHuecKas periaMeHTaIus J0JHDKHOCTHBIX 00sS3aHHOCTEH CeKpeTapsl.
[Mopsimox 1 0cOOEHHOCTH Pa3pabOTKH JOKHOCTHBIX MHCTPYKIIUH CEKpeTapel pa3imyHbIX
KaTeropuii.

JIOJDKHOCTHOW W YHCJICHHBI COCTaB TPHUEMHOW PYKOBOJIUTEIS, paclpeesicHHe
00s13aHHOCTEH B ceKpeTapuaTtax. JJOMKHOCTHOM CTaTyc pyKOBOJIUTENS CEKpeTapuara.
bazoBeie 3HaHMA cekpeTapsa-pedepeHTa — KOMIBIOTED, JeIONPOU3BOACTBO MAIIMHOIIHUCH,
WHOCTPAHHBIN SI3bIK.

[Tpodeccronanbuble 3HaHUS U HaBbIKU. KBanugukannoHHble TpeOOBAaHUS K CEKpeTapsM
pa3IMYHBIX KATErOPUH.

OcCHOBHBIE JIeIOBbIC KauecTBa cekperaps. DopMupoBaHHE KOMIIETECHTHOCTH.
JIMuHOCTHBIE KauecTBa, HEOOXOIUMBIE B pab0Te CEeKpeTapsl.

Pabora cexperaps ¢ TEKCTaMH YIPaBICHUECKUX JJOKYMEHTOB IIPU COCTABICHHH 0030PHBIX
JOKYMEHTOB (IOKJIa/I0B, OTUYETOB, BHICTYIUICHUH PYKOBOJIUTEIIS).

OcobenHoct pabOTBI C BEJOMCTBEHHBIMH W3JAHHSIMH, ITyOJUKAUSIMUA B TIpecce,
CIELMAJIbHOM JINTEpaTypOi.

OyHKIMH cekperaps 1Mo o0ecnedyeHruto 0e30MmacHOCTH HWHGOpMAMU TpH padoTe ¢
JOKYMEHTaMH B TNPUEMHON (JIOKyMEHTHpPOBAaHHME, Yy4YeT JOKYMCHTOB, JIBHIKCHHE
JOKYMEHTOB, UX XpaHCHHUE).

[ledaTs, TUpaXHUpPOBaHKE M KOITUPOBAHHUE JOKYMEHTOB B pabOTe CeKpeTapsi.

[Tpuem u nepenava pakCUMIIBHBIX COOOIIEHUH.

[lonyyenne u  ormpaBka  KoppecnoHjeHuMH.  [loaroroBka  mocTymuBLIEH
KOPPECTIOHICHIINH K JIOKJIay PYKOBOJIUTEITIO.

[Iponienypa  mpeaBapuUTENHHOTO  PACCMOTpeHHs  OKyMeHTOB.  CucreMaTu3arus
KOPPECTIOHIEHIINH Ha pabodeM MecTe ceKpeTapsi.

Beznenune nepenucku pyKOBOJUTEIIS.

Opranuzanus pabouero Mecrta cekpeTapsi, XapakTepUCTHKa MeOenu U 00opynoBaHMS,
HEO0OXOIUMBIX TEXHUYECKUX CPEJICTB, KAHIEISIPCKUX MPUHAIIICKHOCTEH, OPTTEXHUKH.
YcnoBus Tpyaa cekperaps (OCBEIIEHHOCTbh pab0vero MecTa, IyM, TeMIepaTypa Bo3/1yXa).
Pexxum Tpyna u oTAbIXa cekpeTaps.

B3anMocBs3p TOpsAKA TOANHMCAHUS, BH3UPOBAHMS, COTJIACOBAHUS JOKYMEHTOB B
OpraHu3alii W O0s3aHHOCTEW cekperaps-pedepenta. KoHTpomp 3a KadecTBOM
BBIITYCKaeMbIX JOKYMEHTOB.

Perucrpanust 1oOKyMEHTOB, KOHTPOJIb U CIIPaBOYHAs padoTa.

CucremaTu3zanus JOKYMEHTOB U UX XpaHeHue. J[ocTyn K JOKyMeHTaM ceKpeTapHara.
Opranuzanus pabodero AHS pyKOBOIUTENS, IpaduK HEASTbHON pabOThl, KOPPEKTUPOBKA
TJIAHOB.

CootHomieHne rpaduka pabOThl PYKOBOAMTENS U CeKperaps. AHaluU3 UTOTOB
TUTAHUPOBAHMUSL.

Poib cexperapst B opraHu3aiiii KOMaHAUPOBOK PyKOBOAMTEINS. BhImoHeHNe mopydeHwi
PYKOBOIIUTETIS.



33.

34.

35.
36.

Opranu3zanus padoThl IPUEMHOI: MpaBuiia, opraHu3anus padoThl, TOKYMEHTUPOBAHHUE;
PETYIUPOBAHKE MTOTOKA MOCETUTETICH, TPHEM U PETUCTPALIUS TOCETUTEICH.

Oco0eHHOCTH TTOATOTOBKH JIEIOBBIX BCTPEY U MEPETOBOPOB pyKoBoauTes. Pa3paboTka
COJIepKaTEeIIbHOW YacTH TNEPETOBOPOB W PEIICHHE OPTraHU3alMOHHBIX (TEXHUYECKHX)
BOIIPOCOB.

[IpaBuna BegeHUs neI0BOM OECe/bl.

Crneuuduka cayxedHoro tenedoHHoro pazrosopa. JlokyMeHTUpOBaHUE TelehOHHBIX
coolOmieHui, TeneponorpamMma. TUITHYHBIE OMTUOKU TP TeJIe(POHHOM OOIIICHUH.



IMPUJIOKEHUE 2

OuneHoUYHbIE CPEACTBA JIJIsl NPOBEAEHHUS NPOMEKVTOUHOMH aTTeCTAIHNI

HHaHpreMbIe pe3yJbTaThbl oﬁyqe}mﬁ H OIICHOYHBIC CpeaACTBA AJISl IIPOBEACHUSA

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 IK3aMeHY:
uHCTpyMeHTsl u| 1. Pomp cekperaps B COBPEMEHHOM  YIPaBICHYECKOM
METOBI ammapare U B CTPYKTYpE CIyKObl JOKYMEHTAlMOHHOTO
yIpaBiIeHUs oOecrieueHus yrnpaBIeHUs.
BpemeHeM mnpu| 2. Hcropus cekperapckux Ciyxk0 B TOPEBOIIOIMOHHOM
BBITIOJTHEHUH Poccun u B coBerckoe Bpems. Bospacranue 3HaueHHS
KOHKPETHBIX ceKkpeTapckoro oociyxuBanus B 1990-e rosl.
3amay, mpoektoB, | 3. IloaroroBka mpodeccroHanbHBIX cekperapeil B Poccuu u
MpU TOCTHKECHUU 3a pyoexom. [lesrenbHOCT, MeXTyHapOIHOM acconuaum
MMOCTABJIEHHBIX ceKkpeTapeil.
ueneu 4. Kareropuu cekperapeii (cekperapb Ha TenedoHe, THIHBIIA
CeKpeTapb,  TEXHHYECKHH  CEKpeTapb,  CEKpeTapb
CTPYKTYpHOTO  TOJApA3JeNeHus, CeKpeTapb-pedepeHr,
CEKpeTaphb KOJUJIETHH, YUYEHBIH CEKPETaph).
5. CekperapuaT Kak CHOeUHaIU3UpPOBaHHAs CIyk0a B
CTPYKType ammapara ympaBlieHUs. THIOBBIE CTPYKTYPHI
CEKPETapCKUX CIYKO.
6. DyHKIMU cekpeTaps M WX 3aBHUCHMOCTh OT KaTErOpHH
CEKPETapCKOro OOCITYKUBaHUS, YPOBHSI PYKOBOJUTEIS,
HarpaBJICHUH JIeITeTbHOCTH OpraHu3aIiH,
JOKYMEHTAITMOHHOTO 00eCTIeueH s anmnapaTa yrpaBieHus,
CHCTEMBI JIeNIOTIPOU3BO/ICTBA, TEXHOJIOTHH
JIOKyMEHTHUPOBAHHUS.
7. llpuHuunuanbHble OTIMYUS OOS3aHHOCTEH cekpeTaps U
cekperaps-pedepeHTa, Cekperaps KOJJIETUH, YYEHOIo
CeKpeTapsl.
VK-6.2 Omnpenernsier IMpakTuyeckoe 3aganue Ne 1
MIPHUOPUTETHI 1) Vkaxkure BBl JODKHOCTEH, KOTOPBIC 3aHUMAJIH BBIITYCKHUKH
COOCTBEHHOM KHEBCKOT0 Y4eOHOT0 3aBeIeHUs JUIsl JeTel 00sp U cTaplInx
NeSITeNbHOCTH, JIpYKHHHUKOB B TIEPUO]T TIPaBIeHUS KHsI3s1 Biagumupa
JIMYHOCTHOTO CesarocmaBuya (978 — 1015 rr.).
pa3BuUTHUA ull.
npodeccnoHanbH | 2.
Oro pocra 3.
4




Kon
HHIAKATO

pa

Nupukarop
JOCTHKEHUS
KOMIIETEHIIUH

OneHouHble CpeacTBa

2) [lepeuncnure JOMHKHOCTHBIE O0S3aHHOCTH CITY>KUJIBIX JIFOIECH
MIPUKA30B
[vsaxos

Cmapwiux («cmapwvix») noobsauux

Cpeonux noovsauux («cpeoueti pyKuy)

Mnaowux noovsauux

3) YkaxxuTte BUABI JOKHOCTEH, KOTOpBIE coryiacHo «Tabemnu o
paHrax....», yreepxkaennoi Ilerpom | 24 suBaps 1722 1,
MOJTyYaJIld YUHBI

VI

Kjacca -

VIl

Kjacca -

VIII

Kjacca -

IX

Kjacca -

X KJacca -

XIl
Kjacca -
X111
Kjacca;-
XV
Kjacca. -

4) Ilepeuncnure TpeOOBaHUs, IPEABIBIIEMbIE K CEKPETAPCKOMY
pabOTHUKY B COBETCKHI TIEPHO/I.
5) N306pa3ute MecTo U poJib CEKpeTaps KOMIIaHUU Ha CXEMe
OpraHU3aIMOHHON CTPYKTYPHI YIIPaBICHUS
HEeOOoJIBIION pUPMBI
6) M3006pa3ure MecTo U poiib cekpeTapsa-pedepeHra
reHepabHOrO AUPEKTOPa Ha CXeMe
OpraHU3alMOHHON CTPYKTYPBI YIIPABJIECHUS KPYITHON KOMITAaHUH
7) Ilonb3ysice cxemoit, npeioxenHoit M.I1. bacakoBbiM,
MEPEYHCIINTE Ha KAKHE KaTeTOPUHU COTPYTHUKOB
B OPTaHU3AI[MOHHON CTPYKTYpE KaHIIETSIPUU CO CTOPOHBI
3aBeIYIOIIETO PaclpOCTpaHsIeTCs

1) amMUHHCTPATUBHOE MO TYMHEHHE

2) METOIUYECKOE PYKOBOJICTBO
8) Ilepeuncnure AeATETLHOCTH CEKPETAPS OpPraHU3alllY,
OTHOCSIIYIOCS K TPYIIE KOOPJMHALMOHHBIX ONEeparuid,




Kon Nupukarop
MHIUKATO IOCTHOKEHUS OneHoYHBIE CPECTBA
pa KOMITETCHLIMU

9) K xakoii rpyIirie orneparyii OTHOCATCS 003aHHOCTH CEKpeTapst
0 BEJICHUIO JICIONPOU3BOCTBA, IPHEMY KOPPECTIOHICHIIHH,
(GhOpMUPOBAHUH JIE]T B COOTBETCTBUU C YTBEPKIACHHON
HOMEHKJIATYpPO, 00€CIIeYeHHE UX COXPAaHHOCTH, TIepeaada B
apXuB H T.1.7

VK-6.3 OneHuBaer TecTbl:

TpeOoBaHUs 1. Ilo muenur kaxoii opzanuzauyuu npogeccuu

pBIHKA Tpyda u
MIPEITIOKEHUS
00pa3oBaTeIbHBI
X  ycuyr s
BBICTpAUBaHUs
TPACKTOPUHU
COOCTBEHHOT'O
npodeccuoHalbH
oro pocra

«COBpEMEHHBLIL CEKPemapby, COONEEen cmeyem
cnedywuiee onpeoenenue:
«Muuyuamuenulii u paccyoumenbHovlit HOMOWHUK
PYKogoOumens, 001a0arouyuil 6cemu npogheccuonanbHoiMu
HABBLIKAMU, HEOOXO0OUMBIMU 0J15 OP2AHU3AUUU PAOOMbL 8
ouce, npunumarOwuIl peuieHus 6 npedenax ceoell
KoMnemeHyuuy.
Bribepute oguH OTBeET:
a. MexnyHapoIHOTO MTPOoECCHOHAIBHOTO KITy0a CeKpeTapei
b. EBporefickoii accorpanuy npoecCHoHaIbHbBIX CeKpeTapeit
C. Poccuiickoil HaMOHAJIBHOM acCOLMAlMU CEKpeTapen
2. B zpynne aomunucmpamugnvix onepayuii,
6bINOJIHAEMBIX CEKPemapem, npuem nocemumeeil,
meneghonnvle nepezoeopul, C1yrHceOHble KOMAHOUPOBKU,
0ogedenue peutenuil 00 UCnoJIHUmenell OMHOCUMCA K
BeiGepute oquH OTBET:
a. KOOPIMHAIIMOHHBIM
b. pacopsIUTeTILHBIM ONIEPAIHSIM
C. CITYXeOHO-KOMMYHHUKATHBHBIM OTIEpPAIHsIM
3. B zpynne aomunucmpamugnvix onepayuii,
6bINOJIHAEMBIX CEKPemapem, npoeedenHue co8euianuil u
3ace0anuil, Op2aHu3auUOHHOE U UHPOPMAUUOHHOE
obecneuenue IMoil deamenbHOCmu PyKogooumens
OmHOCUMCA K
BeiGepute ofuH OTBET:
a. KOOpAMHAIXMOHHBIM
b. ciy:keO0HO-KOMMYHUKATHBHBIM OIEpPAIUAsM
C. pacnopsiAUTCIbHBIM OIICpaLAsIM
3asedyrowuii kanuenapueit (ogpuc-meneoxncep) no
OMHOWIEHUIO K CEKPEeMapam PyKogooumenei cmpyKmypHbix
noopa3zoenenuilt KpynHou 0p2anu3ayuu npoeooum
BeiGepure ofuH OTBET:
a. METOJIMYECKOE PYKOBOJCTBO
b. koHTpOIE Beex chep AeATeTbHOCTH
C. a/IMUHUCTPATHBHOE PYKOBOJICTBO




Kon Nupukarop
WHIAKATO JIOCTHKCHUS OueHouHbIE CpeCcTBa
pa KOMITETCHLIMU
IIK-1 CnocobeHn ocymecTBJIsITb  OPraHM3alMOHHOE, JOKYMEHTAIIMOHHOE WU

HH(])OpMaIII/IOHHOC odecneuyeHue ACATECJIbHOCTH PYKOBOAUTE/IS OPraHu3anumn

IIK-1.1

Opranusyer u
o0OecreyuBaeT
JOKYMEHTAI[MOHH
oe
COIPOBOYXKICHHE
JEATEIbHOCTH
PYKOBOJUTENS Ha
OCHOBE BHEIIHHX
u JIOKAJIbHBIX
HOPMAaTHBHBIX

aKTOB

IIpakTuyeckoe 3aganue Ne 2

1) Kakoit HOpMaTUBHBINM JOKYMEHT YCTaHABIIMBACT MPABUIIO
oopMIIeHUS MTPUKA3a O IPUMEHEHUH JUCLUILTHHAPHOTO
B3bICKaHUsA (CT. 193), U3roToBICHUS U BBIJaYl PAOOTHHUKY KOITHIA
JIOKYMEHTOB, CBSI3aHHBIX C pabO0TOM (CT. 62), MpeaynpeKaAcHUs
paboTtHuka 00 yBonbHeHHH (CT. 79, 80) B TpEX THEBHBII CPOK?

2) VkaxuTe Ha3BaHUE CIIPAaBOYHUKA, KOTOPBIN IIPeJHA3HAYEH
JUISL UCTIOJIb30BAaHUS B KAU€CTBE OCHOBHOI'O HOPMATHUBHOTO
JIOKYMEHTa U COCTAaBJIEHUH HOMEHKJIATYPhI JIeJl OpraHu3alui,
OIIpeIeIEeHNU CPOKOB XpaHEHUs1, 0TOOpe Ha XpaHEHUE U
YHUYTOKECHUE YIPABICHUECKUX TUIOBBIX TOKYMEHTOB B
JeSTEIbHOCTH OpraHu3aluy (Y4pexxIeHus) U pacpOoCTpaHsAeTCs
Ha BCE OpraHu3alliy, HE3aBUCUMO OT TOT'0, IOCTYIMAIOT UX
JIOKYMEHTBI Ha XpaHEHUE B rOCYJapCTBEHHbIE, MyHUIUIIAIbHBIE
apXUBbI UJIU 5K€ HE MOCTYMAIOT.

3) Kaxkoii JTOKyMeHT ycTaHaBIUBAET MOPSAAO0K MOATOTOBKU U
IPOBE/IEHUS] COOpaHMii, COBEIIaHUI U NepeYeHb BOIIPOCOB,
peleHre KOTOPbIX MPUHUMAETCS OOJIBIIIMHCTBOM T'OJIOCOB MIIH
€IMHOIJIaCHO; B HEM yKa3aHO, KTO UMEET MPaBo MOANNUCH
JIOKYMEHTOB?

4) Hannune Kakoro TOKyMeHTa OpraHu3aluy 103BOJISET
CEKPETApIO YETKO 3HATH MOPAJOK MOATOTOBKHU TOKYMEHTOB
(TIOpsAI0K peleH st BOIpOca) U JETKO MPOBEPUTH CTETIEHb
TOTOBHOCTH JJOKYMEHTOB (HAJIMYME HEOOXOAUMBIX BU3) IIPH
IPEJCTaBICHUN Ha MOJIMUCh PYKOBOJUTEIIO?

IlepeyeHb BONIPOCOB K IK3aMeEHY:

8. HopmarumBHO-MeTOqM4Yeckass ©0a3a KBaTM(UKAIMOHHBIX
TpeboBaHuit Kk mpodeccun. BHyTpuyupexaeHueckas
periaMeHTalus JOJDKHOCTHBIX 00s3aHHOCTEH ceKkpeTaps..

9. Tlopsmok U 0COOEHHOCTH pPa3pabOTKH JOJKHOCTHBIX
MHCTPYKLUHN CEKpeTapei pa3IMuHbIX KaTErOpUi.

COCTaB

o0si3aHHOCTE B

10. Io)oKHOCTHOH W YHCIIEHHBIN IIPUEMHOMN

PYKOBOIUTENS,  pacHpeieicHue




Kon Nupukarop
WHUKATO JOCTHKCHHUS OueHouHbIE CpeCcTBa
pa KOMIIETEHIINH
cekperapuatax. JIOJDKHOCTHOH CTaryCc pPyKOBOJIUTEINS
CeKpeTapuara.
11. ba3oBeie 3HaHUS ceKkpeTaps-pedepeHTa — KOMIIBIOTED,
JIeJIOTPOU3BOJICTBO MAITUHONUCH, MTHOCTPAHHBIH SI3bIK.
12. IlpodeccuonanbHble 3HAHUA u HaBBIKU.
KBanmudukanuonnsile  TpeboBaHMsI K CEKpeTapsM
Pa3IMYHbIX KaTErOpHii.
13. OcHoBHBIE €TOBBIE KauecTBa cekperaps. DopMupoBaHue
KOMIIETEHTHOCTH.
14. JlnuHOCTHBIE ~ KadecTBa, HeoOXomumbie B paboTte
cekpeTaps.
TecTbl:
Ilepevim nuunvim cekpemapem Examepunsot || cman
Bribepute oguH OTBET:
a. A.B. XpanoBuikuii
b. A.A. Be36opoako
c.I'.H. Temios
Bosnukwasn ¢ 40-x 2e. XX 6. ¢ CLIIA opzanuszayus, énepevie
paspadomaguias cneyuaibHy nPoZPaAmMMy n0020MmoeKu
K6anuuuyuposannvix cekpemapcKkux padomHuuKkos, Imo
Br1bepute oauH OTBeET:
a. HanmonanbHas accouuanus cekperapeu
b. HarimoHabHas acCoOIMAINs FOPHINUYECKHX CeKpeTapeit
c. EBpometickast accomnuanus npodeccuOHANbHBIX CEKpeTapeit
Keanugukayua kakou oonxcnocmu, coznacuo B.I1. Ileiinogy,
npedycmampueaem no020mogKy no npoguiio upmol u
Cmax)cupoexy 3a pyoexncom?
Br16epute oauH OTBeET:
d. aCCUCTCHT PYKOBOJUTECIIS
b. cexpeTapp-repeBo UMK
C. cekpeTapb-pedepeHT
Coznacno knaccugpuxayuu B.I1. Illeiinosa kaxasa u3 nusice
nepevuCIeHHbIX 001CHOC el He npedycmampugaem
6bINOJIHEHUE TUULL 0eliICMEUIL NO YKA3AHUIO PYKO8OOUmeIs,
0e3 camocmoamenbHbIX PeuleH Ul
Br16epuTe ouH MM HECKOJIBKO OTBETOB:
d. aCCUCTCHT PYKOBOIUTEIIS
b. cekpeTapb-MalIMHUCTKA
C. ceKkpeTapb-pedepeHT
IK-1.2 Opranusyer 1. Pombp cekperaps B COBPEMEHHOM YIIPaBICHYECKOM
WH(pOPMaITMOHHO amnmapaTe M B CTPYKType CIyKObI JOKYMEHTAI[HOHHOTO




Kon Nupukarop
WHNKATO TOCTHKEHUS OneHoYHBIE CPECTBA
pa KOMIIETEHIINH
e u oOecrieueHus yrnpaBIeHUsI.
JOKYMEHTAI[MOHH 2. Hcropus CeKpeTapcKux CIyxk0 B TOPEBOIIOIMOHHOMN
oe Poccum u B coBerckoe Bpems. Bospacranuwe 3HaAYCHHS
B3aUMO/ICICTBUE cekperapckoro oocnyxuBanus B 1990-e rojsl.

pYKOBOIUTENSA C
MIOCETUTEISIMH,
MOJIpa3/IeeHUsAM
u,
JOJPKHOCTHBIMU
JULAMU
napTHepaMu

3. TMoxroroBka mpogeccuoHanbHBIX cekperapeil B Poccun u
3a pyoexom. [lesrensHOCTs MeXTyHapOIHOM accouauu
ceKkpeTapeil.

4. Kareropuu cekperapeil (cekperapb Ha TeiaeQoHe, TUUHbIN
CEKpeTapsb, CeKpeTaphb, CeKkpeTrapb
CTPYKTYPHOTO  TOJpa3JelieHusi, CeKpeTapb-pedepeHrT,
CEKpEeTaphb KOJJIETHH, YYEHBIH CEKpeTaph).

TEXHUYECKUU

5. CekperapuaT Kak CIELHAJIU3UpPOBaHHAs ciyx0a B
CTPYKTYypeE amrmapaTra yIpaBieHHs. THIIOBBIE CTPYKTYpBI
CEKPETAPCKUX CITYKO.

6. @dyHKUMM ceKkpeTaps M WX 3aBHCUMOCTb OT KaTeropuu
CEKPETapcKOTro OOCITy)KUBAHUS, YPOBHS PYKOBOJHUTEI,
HarpaBJIeHUI JeATeLHOCTH

JAOKYMCHTAITUOHHOT'O obecrieueHus alrrapara yrpaBJICHUA,

OopraHusanuu,

CUCTEMBI JIeJI0NPOU3BO/JICTBA, TEXHOJIOTHH
JIOKYMEHTHPOBAHUSI.

Kakoit uz nusice nepeuucieHHbviX 00KyMeHmos He oonadaem

evicuieil nPAGOBOIl 3HAYUMOCHILIO NPU OP2AHU3AUUL PADOMbL

denonpou3zeooumensn?

Bribepute oauH OTBET:

a. [Tonoxenue o GpeaeparbHOM apXUBHOM areHTCTBE

b. ®enepanbHblii 3ak0H «O0 aKIIMOHEPHBIX OOIIECTBAX)

. ®enepanbHblil 3aK0H «O0 3EKTPOHHON IUPPOBOI MOAHUCH»

12. Ykaxcume, umo 6xooum 60 6HympuyupeycoeH4ecKyro

pecnamenmayuio 00JaMCHOCMHBIX 00A3AHHOCHEN CEKpemaps

Br16epute o1H UM HECKOJIBKO OTBETOB:

a. IOJHXKHOCTHAsI MHCTPYKLMS cekpeTaps, [lonoxxenue o

benepanbHOM apXUBHOM areHTCTBE

b. HOoMeHKIIaTypa Jel, TOJHKHOCTHAS MHCTPYKIUS CeKpeTapsi

C. Tabenb (HopM JOKYMEHTOB OpPTaHU3AINH

Ilpu opzanuzayuu npuema évidensaom ciedyroujue Kamezopuu

nocemumeneu

Br16epute oauH UM HECKOJIBKO OTBETOB:

a. COTPYAHMKH CBOEH OpraHU3aI1H 110 TEKYIUM BOIIPOCAM;

COTPYAHUKH JIPYTUX OPTaHU3aINNA

b. KoMaHAMpOBaHHbBIE, JIENIEralluu

C. pyKOBOJsIINE PAOOTHUKU OpraHU3AIHH

d. moceTuTenu Mo JTMYHBIM BOITPOCAM




Kon
HHIAKATO

pa

Nupukarop
JOCTHKEHUS
KOMIIETEHIIUH

OneHouHble CpeacTBa

Ykaotcume npuznaxu nezakonnocmu oeiicmeuit compyoHuKkos
KaKo20-1ubo Ha030pHO20 U KOHMPOJIUPYIOu €20 Op2ana
BriOepuTe 0aMH MM HECKOIBKO OTBETOB:

a. IOKYMEHTBHI, OTpaKaroNe GaKT U3BATHS Yero-1udo u3
BaIIero ouca COCTaBISAIOTCS B OTCYTCTBUE TIOHATHIX; B Odrice
OCTaBJISICTCS KOMHS aKTa U3bSTHI COOCTBEHHOCTH Balllei
OpraHu3aluu

b. BU3MTEp HE MPEIBSIBIACT YAOCTOBEPCHHUS; HE COCTABIISIFOTCS
MIPOTOKOJIBI TPOBEPKU U U3BATHUS TOKYMEHTOB

C. YETKO HE OOBSICHAETCS MPUYMHA BU3HUTA; OTCYTCTBYET
IIpeIIMCaHue Ha IPOBEPKY Balllel OpraHu3aluu

/Jlenoeomy menegponnomy pazeo6opy npedvasnaiomcs
credyrouiue mpebosanus:

Br1bepute oauH OTBET:

a. TpyOKYy clieZlyeT CHUMATh He Mo3/Hee 4 ry/ika, CKOPOCTh peuu
125 cnoB B MUHYTY, AJUTENBHOCTSH - HE O6osee 10 MuH.

b. TpyOKy ciieayer cHUMATh He Mo3/Hee 4 T'yIKa, CKOPOCTh peur
145 cnoB B MUHYTY, AJUTEIBHOCTH - HE Oosiee § MUH.

C. TpyOKYy cieayeT CHUMATh ociie 2-3 TyaKa, CKOpocTh peun 165
CJIOB B MUHYTY, JJIUTEILHOCTH - HE Oosiee 6 MUH.

16. K ooa3amenvnovim Inemenmam menephonozpammol
omuocamcs

BeiGepuTe 0AMH MIIM HECKOJIBKO OTBETOB:

a. HAMMEHOBAHUE YUpexaeHUs, haMuiIus U TeneoH JInla,
nepeAaBLIero renedoHorpamMmmy

b. Bpemst npuema tenedoHOrpaMMBI; TOJDKHOCTD JIHIA, OT UMEHH
KOTOpOTo nepeaaercs TenedoHorpaMma

C. agpecar, pamuins U TenedoH Jna, IPUHSABIIETo
TenedoHOTpaMMy

d. mara, Homep TenedoHOrpaMMbl; (GaMHIUK 3aMECTUTENCH
azpecara TeiaeoHOrpaMMbl

I1K-1.3

Opranuszyer
pabouee
(GyHKIIMOHATIBLHOE
MIPOCTPAHCTBO

BpeMs,

CBOE "
PYKOBOJIUTEI,
OpraHU3aIIOHHO
COIIPOBOKIAET
paboune
MIPOIIECCHI
PYKOBOANTENS

7. HopmaruBHO-MeToquueckass 0a3a KBaJHM(PHUKAIIMOHHBIX
TpeOoBanuil k mnpodeccun. BuyTpuyupexneHueckas
periJamMeHTanus JOJKHOCTHBIX 00S3aHHOCTEH cekpeTaps.

8. Tlopsimok ®m 0COOEHHOCTH pPa3pabOTKH JOKHOCTHBIX
MHCTPYKIUI CEKpeTapeil pa3IMuHbIX KaTerOpuil.

9. JIOMKHOCTHOM W  YMCICHHBIN

pacpeneneHue

JIOJIDKHOCTHOM

COCTaB  IPUEMHOU
o0si3aHHOCTEH B
CTaTyC pPYKOBOAMTEIA

PYKOBOJMTEIIA,
ceKkperapuaTax.
cekperapuara.

10. ba3oBele 3HaHUS cekpeTaps-pedepeHTa — KOMITBIOTED,

JIETTONTPOU3BOJICTBO MAIIMHOIIUCh, HTHOCTPAHHBIH SI3bIK.




Kon
HHIAKATO

pa

Nupukarop
JOCTHKEHUS
KOMIIETEHIIUH

OneHouHble CpeacTBa

11. TlpodeccronanbHbIe 3HAHUS u HaBBIKH.
KBamudukammonusie  TpeOoOBaHHS K CEKpeTapsm
Pa3IMYHBIX KATETOPHH.

12. OcHOBHBIC JIeTIOBBIC KauecTBa cekperapsi. DopMupoBaHme
KOMITIETEHTHOCTH.

13. JluuHOCTHBIE KauecTBa, HEOOXOoAMMBIE B  pabore
cekpeTaps

14. PaGota cekpeTaps C€ TEKCTaMH  YIPABICHYECCKUX
JIOKYMEHTOB MpPH COCTaBJICHUH OO30PHBIX JIOKYMEHTOB
(TOKJIaZI0B, OTYETOB, BBICTYIIJICHUN PYKOBOIUTEIS).

15. OcobenHocTH PabOTBI C BEIOMCTBCHHBIMH H3IAHHSIMH,
nyOJMKaIUsIMU B Mpecce, CIeUaIbHON JIUTepaTypoil.

16. @ynkiuu cekperaps MO OOECIEYeHHI0 OE30MacHOCTH
uH(popMaluu npu padore ¢ JOKYMEHTAaMU B MPUEMHOU
(IOKyMEHTUpOBaHHE, Yy4YeT JIOKYMEHTOB, JIBI)KEHUE
JIOKYMEHTOB, UX XpaHEHHE).

KonTpoabHnas pa6ora
1) CocTaBbTe TenepOHHOE COOOIICHIE aBTOOTBETUHKA
OpraHu3aliy, B KOTOPOIl B HACTOSIIIEE BPEMS TIPOBOIUTCS
Ba)XHOE COBEIIIAHHE.
2) CocraBbTe TEKCT U 0POpMUTE TeTEPOHOTpaMMYy
3) IlepeuncnuTe TUTMYHBIE HETOCTATKU B BEJICHUH TeJIe()OHHBIX
NIEPEroBOPOB.
4) CocraBuTh HOPSAA0K pabOThl PYKOBOJIUTENS U CEKpeTapsl Ha
onuH pabounit neHb. CocTaBUTh IUIaH PabOTHI CEKpeTaps Ha
MECSIII.




IIpome:kyTOUHAs aTTecTAUMS MPOBOAUTCS B (hJOpMe IK3aMeHa.

DK3aMeH M0 JaHHOW JAMCUHUIUIMHE JJI CTYACHTOB JIHCTAaHIIMOHHOW (HOpMBbI OO0y4deHUS
POBOAUTCA B (hOpME TECTUPOBAHHUS C YUETOM PE3YyIbTaTOB, OJYYEHHBIX CTYIEHTOM B IIpoliecce
BBITIOJIHEHMS] IPAKTUYECKUX 3a/1aHUM, KOHTPOJIbHOU pabOThl U MPOMEKYTOUHBIX TECTOB.

[Toxazarenu ¥ KpUTEPUHU OLIEHUBAHUS YK3aMEHA:

— Ha OLIEHKY «OTIUYHOY» (5 6amioB) — 00ydaroUHiics TEMOHCTPUPYET BHICOKHIA YPOBEHb
c(OPMHPOBAHHOCTH KOMIIETEHIMI, BCECTOPOHHEE, CHUCTEMAaTHYEeCKOe U TIIIyOOKOe 3HaHue
yueOHOro Marepuaja, CBOOOJHO BBIMOJHSET MPAKTUYECKHE 3a/aHus, CBOOOJIHO OIEepUpyeT
3HAHUSMU, YMEHUSIMU, IPUMEHSET UX B CUTYallHUsAX MTOBBIIIEHHON CI0KHOCTH.

— Ha OLEHKY «xopoio» (4 6amna) — oOydaromuics 1eMOHCTPUPYET CPEIHUN YpOBEHb
c(OpMHUPOBAHHOCTH KOMIIETEHIMII: OCHOBHBIC 3HAHHS, YMEHHS OCBOCHbBI, HO JIOMYCKAIOTCS
HE3HAYUTENbHbIE OIIMOKN, HETOUHOCTH, 3aTPYAHEHUS [IPH aHATUTUYECKUX OIEpaLlUsiX, IEPEeHOCe
3HAaHUW U YMEHUI Ha HOBbIE, HECTaH/IaPTHBIE CUTYaLUH.

— Ha OICHKY «YyJIOBJICTBOPHUTENBHO» (3 Oamia) — oOydaromuiics JAEMOHCTPHUPYET
IIOPOTOBBIM YPOBEHb C(HOPMHUPOBAHHOCTH KOMIIETEHIMI: B X0J€ KOHTPOJIbHBIX MEpONPUATUI
JIOTIYCKAlOTCA OIIMOKM, NPOSBISETCS OTCYTCTBHE OTAEIbHBIX 3HAHUM, YMEHUN, HaBBIKOB,
0o0Oy4arolMiCsl HCIBITHIBAET 3HAYUTENbHbIE 3aTPYAHEHUS TNPU ONEPUPOBAHUU 3HAHHUSAMH U
YMEHUSIMHU IIPU UX MEPEHOCE HA HOBBIE CUTYAIUU.

— Ha OLICHKY «HEYJIOBJIIETBOPUTEILHOY (2 6aria) — o0ydyarouuiicss IEMOHCTPUPYET 3HAHUS
He Oonee 20% TEOpPEeTUUYECKOTO MaTepuana, JOMYCKaeT CYIIECTBEHHbIC OIIMOKU, HE MOKET
[I0KAa3aTh MHTEJUIEKTYya IbHbI€ HABBIKU PELICHMS IPOCTHIX 3a/1a4.

— Ha OIICHKY «HEYAOBJIETBOPUTEILHO» (1 6at) — oOydaromuiicss He MOKET MOKa3aTh 3HAHUS HA
YpOBHE BOCTIPOU3BEACHUS U 00BICHEHUSI HTHPOPMAIH, HE MOKET MOKa3aTh UHTEIEKTyaJIbHbIE
HaBBIKU PELICHMsI POCTHIX 3a]1a4.



