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MUWHNCTEPCTBO HAYKHM U BBICIHIEI'O OBPA30BAHMSA POCCUMCKOW ®EJEPALINN

(eaepanbHOe rocyjlapcTBeHHOE AaBTOHOMHOE
oOpa3oBaTe/IbHOE yUpe)KJeHHe BhICIIero 00pa3oBaHMs_
«HanuoHaibHbIN HCC/Ie/JoBaTeTIbCKUil HKeropoackuii rocy/japCTBeHHbIN YHUBEPCUTET
uMm. H.W. JTo6aueBcKkoro»

FOpuguueckuii pakyabTeT

YTBEPXXIEHO

pelieHvem YyeHoro copera HHI'Y

npoTokosa Ne 15 ot 24.12.2025 1.

Pa6ouasi nporpaMma AMCLMIUITAHBI

OpraHu3alyoHHO-HH(pOpMaLIMOHHOe obecrieueHue JesiTeTbHOCTU
DYKOBOZAUTEJIsS

YpoBeHb BhICIIero 06pa3oBaHus
Maructparypa

Harpag/ieHrie oAroTOBKY / CrieLMaJbHOCTh
40.04.01 - FOpucripyaeHuus

HamnpaBieHHOCTb 00pa3oBaTe/IbHOM MPOrpPaMMbI
FOpucT B cepe 111bpoBOro rocyjapCTBEHHOTO YIIpaB/IeHus

dopma oOyueHUs
OuYHasi, 3a04Hast

r. Hwknauit Hoeropog,

2026 roj Hauana MOATOTOBKHU



1. Mecto pucyuninHsbl B cTpyktype OITIOII

HOucturmza T/1.02 Opranu3zanyoHHO-MHGOPMALMOHHOE obecriedeHue JesaTeTbHOCTA PyKOBOJUTETIS
siBsieTcsi (haky/IbTaTUBOM B 00pa3oBaTelbHOM MpOrpaMMe.

2. IInanupyembie pe3y/ibTaThl O0yYeHHsI MO JAUCIUIUIMHE, COOTHECEHHbI€ C TUIAHUPYEMBIMH
pe3y/ibTaTaMi OCBOeHUsI 00pa3oBaTe/bHON MpPorpaMmbl (KOMIETeHHMAMH M HWH/UKATOPaMH
AOCTYDKeHHsI KOMITeTeHI[Ui)

mexHos02uU U
ucnonb308amb
npaeoeble 6asbl
OaHHbIX 01151 pewleHust
3a0au
npogeccuoHanbHou
desimenbHOCMU C
yuemom mpe6o8aHuli
uH¢opmayuoHHoli
6e3onacHocmu

3aKoHoOamenbcmee U
npagonpumeHumenbHol
npaxkmuxe

OIIK-7.2: Ucnonbzyem
CnpagoyHble cucmembl 045
cocmasneHus no0bopKu
npaeoebIx aKmoe,
OMHOCAWUXCS K
axanusupyemol cumyayuu
OIIK-7.3: Ocywjecmensem
UHpOPMAYUOHHbIE
mexHosno02uu cbopa, xpaHeHus,
noucka u obpabomku
uHpopmayuu 8 ropuduueckoil
desimeabHOCMU

OIIK-7.4: Ucnonb3yem
coepemeHHble MexXHoA02UU U
OmKpbimble pecypchbl 045
npogepku OelicmeumenbHocmu
npagoebix 00KYyMeHMos
OIIK-7.5: 3uaem npasuna
3aujumbl KOHGPUOeHYUAAbHOU
uHpopmayuu

cucmem
Ymemb: ocywecmensimb
6bIcmpbili NOUCK HEOOXOOUMbIX
npaeoebIx aKmoe ¢ Yenbio
YCMAHoBNeHUs! U3MeHeHUl 8
3aKoHoOamesnbcmee U
npasonpumeHumenbHou
npaxkmuxe

Bnademb: Hasbikamu
UCNOAB30BAHUS PAZNUUHBIX
UHCMpYMeHMo8
UHPOPMAYUOHHO-CNPABOUHBIX
cucmem 0415 NOUCKA U3MeHeHUll 8
3aKoHodamesnbcmae u
npasonpumeHumenbHol

npaxkmuxe

OIIK-7.2:

3Hamb: uHmepdetic paznuuHbix
UHPOPMAYUOHHO-CNPABOUHBIX
cucmem

Ymemb: ocyujecmensimb
6bIcmpbili NOUCK HEOOXOOUMbIX
npaeosbIx aKkmoes, OMHOCAWUXCS
K aHanuzupyemoll cumyayuu
Bnadems: Hasbikamu
UCNOAb30BAHUS PA3NUUHBIX
UHCMpYMeHMo8
UHGOPMAYUOHHO-CNPABOUHDIX
cucmem, no38oAAIOUUX
ocywecmeumb n006OPKy

HeobX00UMbIX NPAB0BbIX AKIMOs

dopmupyemsbie IlnaHupyeMbie pe3yabTaThl 00yUeHHs M0 AUCHUILUIMHe | HanMeHOBaHHe OLeHOYHOTO CPe/ICTBA

KOMIIeTeHL{UH (Mofgyn0), B  COOTBETCTBMM C€  HHAUKATOPOM

(xof, comep)kaHue | JOCTH)KeHHS KOMIIeTeHIIMH

KOMTIETEHIIVN) Nupukarop poctwkeHusi | PesyabTarsl 00yueHust Jns Tekymiero | /ins
KOMIIeTeHL{UMN o AUCLUIIUHE KOHTPOJIA IPOMEXXyTOUHOH
(xon, coZiepkaHue ycreBaemMoCTH aTrTecTranuu
VHAWKATOpa)

OIIK-7: CnocobeH OIIK-7.1: Ucnoabzyem OIIK-7.1: CobecedosaHue

npumeHsmb CNpagouHble cucmembl 05 3Hamb: uHmepdelic pasauuHbIX 3quém:

urchopmayuoHHble NoucKa usmeHeHuil 8 UH(POPMAYUOHHO-CNPABOUHDIX Jloknad




OIIK-7.3:

3Hamb: COBOKYNHOCMb Memooos
U NPO2PAMMHO-MeXHUYECKUX
cpedcms, N0360AAIOUUX
ocyujecmensmb c60p, XpaHeHue,
nouck u obpabomky
uHpopmayuu e ropuduyeckotl
dessmenbHOCMU

Ymemb: noayuams opuouuecku
3HAUUMYH UHOpMayuro u3
DA3NUYHBIX UCMOYHUKOB
Bnademb: Haebikamu cbopa,
XpaHeHusi, noucka u obpabomku
uHpopmayuu 8 ropuduueckoil
dessmeabHOCMU C
UCNONb308aHUEM

uH(popmayuoHHbIX mexHono2ull

OIIK-7.4:

3Hamb: 31ekmpoHHble adpeca
pazMewjeHust UCMOYHUKO8
opuyuanbHo20 onybaUKO8aAHUs
npaeoebix aKkmog

Ymemb: ocyujecmensimb
6bIcMpbili NOUCK HEOOXOOUMbIX
npaeosbIx aKmog ¢ Yebio
npoeepKu ux
delicmeumenbHocmu

Bnademb: cospemeHHbIMU
Memooamu u npo2pammHo-
mexHUYecKumu cpedcmeamu 01s
npogepku OelicmeumenbHocmu

npagoebix 00OKyMeHMos

OIIK-7.5:

3Hamb: nepeueHb U codepicaHue
HOPMAMUBHO-NPABOBbIX AKMOB,
pe21aMeHmupyowux npaguia
3aujumbl KOHGPUOEHYUAAbHOU
uHpopmayuu

Ymemb: npuHUMamsb Mepbl nNo
oxpaHe KoH@uOeHYuaabHoll
uHpopmayuu

Bnademb: Hasbikamu
npumeHeHusl cpedcms u
Memo0ooe 3aujumbl
KoH¢pudeHyuanbHoll
UHgopmayuu, He

npomugopeuawjux

TIK-8: Cnocoben
0p2aHU308bI8aAMb

IIK-8.1: Pa3pabambigaem
00/11CHOCMHble UHCMPYKYUU,

IIK-8.1:

3Hamb: codepircaHusi

CobecedosaHue




pabomy npagogozo
noopa3zodeneHust 8
pamkax obweil
cmpameauu
pazeumusi

K/louesble nokazamenu
a¢ppexkmusHocmu pabomHukos
noopasoeneHust

TIK-8.2: Pazpabambigaem
meKyujue u nepcnekmugHbie
naaxbt pabombl
noopasoeneHus u
ocyujecmensimb KOHMPO/b 3d
UX 8bINONHEeHUeM

TIK-8.3: Ocywecmensiem
g3aumodelicmague ¢ opyaumu
noopasoeneHusiMuU C Yeabio
onpedesieHusi 3a0au
noopaszodesnieHust N0 Npaso8omy
obecneueHuio

T1K-8.4: OpeaHuszoebieaem u
KOHmpoaupyem
OesimenbHOCMb NOOYUHEHHbIX
pabomHukos

IIK-8.5: IInavupyem u
opaaHuzyem obyueHue
NOOUUHeHHbIX pabOMHUKO8

00/121CHOCMHbIX 06513aHHOCMell
pabomHukos, cucmemy
mpeb6oeaHuli npu paspabomke
00/1HCHOCMHbIX UHCMPYKYUL U
K/louesblx nokazamesetll
a¢pppexmusHocmu pabomHukos
noopasoeneHus

Ymemb: ¢popmynupogamb
codepoicaHue 00NHCHOCMHBIX
UHCMpYKYuUll, npeonoxceHus u
pexkomendayuu no paspabomke
K/I0Uesblx nokazamesell
appexkmueHocmu pabomHukos
noopa3zoeneHust

Baademb: cnocobHocmbio
paspabambieamb O0AHCHOCMHbIE
UHCMPYKYUU U K/aoUegble
nokasamenu 3¢ggexkmueHocmu
pabomHukoe noopazoeneHus

IIK-8.2:

3Hamb: 0CHOBHble Memookbl,
npuembl, cpeocmed u MemoouKy
pazpabomku mekywux u
nepcneKmueHbIX N1IaHO8 pabomal
noopasodeneHust

Ymemb: cocmaensampb mekywutl
U nepcnekmueHbilli n1aH pabomnlt
U Npo8ooUMb OYEHKY €20
8bINO/HEHUS]

Bnademb: Hasbikamu
pazpabomku mekywjux u
nepcneKmMueHbIX N1AHO8

pabombi

ITK-8.3:

3Hamb: cucmembl
83aumoOeticmeusi
noopasoeneHusIMuU C Yeabto
onpedenieHusl 3a0au no
npagosomy obecneueHuro
Ymems: ¢popmynupogamb
060CHOBAHHbIE NPeda0HCeHUs NO
ocyuwjecmeneHuio
83aumodelicmagusi ¢ Opyaumu
noopasoeneHusmu

Bnademb: cnocobHOCMbIO
¢opmynuposamb npednoxHceHuo
U pekomMeHOayuu no
ocyujecmeneHuio
g3aumodelicmgusi ¢ Opyaumu
noopa3zoeneHusMu

3auém:
Joknad




TIK-8.4:

3Hamb: cnocobbl u cpedcmea
op2aHu3ayuu u KOHMpons
desimeabHOCMU NOOYUHEHHbIX
pabomHukos, cnocobbl u
MemoObl NpuHAMUsl
ONMUMA/IbHbIX YNPABAeHUeCKUX
peueHuli no desimeabHOCMU
NOQUUHEHHbIX pabOMHUKO8
Ymemb: opeaHu306b16amb,
ynpaensimb, OYyeHu8amsn u
KOHMpOAUpo8amb
0esime/bHOCMb NOOYUHEHHbIX
pabomHukoe

Bnademb: Hagblkamu
Op2aHu3ayuu, ynpasneHus u
KoHmposs 3a pabomoti
NOOYUHEHHbIX pabOMHUKO8

IIK-8.5:

3Hamb: OCHOBHble Memookbl,
npuembl U cpedcmea
NIAHUPOBAHUSI U Op2aHU3ayuul
06yueHUs NOOYUHEHHbIX
pabomHuKos, cucmembl
mpeboeaHuli K opeaHusayuu
06yueHusl NOOUUHEHHbIX
pabomHukos

Ymemb: cocmaensmp naaH
opeaHu3ayuu odyueHus
NoOUUHeHHbIX paboMHUKO8,
nomozams 061ademb HA8bIKAMU
npuMeHeHUsl NOAYYeHHbIX 3HaHULI
pabomHukamu Ha Npaxkmuke
Bnademb: mpaduyuoHHbIMU U
UHHOBAYUOHHbIMU
mexHo02uAMU 0OYUeHUs
noOUUHeHHbIX pabomHUKO8 0151
IIQHUPOBAHUSL U OP2aHU3AYUU UX
obyueHus

IIK-9: Cnocoben
npuHUMams
onmuManbHble
ynpaeneHueckue
peweHus

TIK-9.1: 3Haem memoobl
ynpas/neHust npoeKmamu
IIK-9.2: Ocywecmensiem
n0020MoBKy U npuHAmus
ynpasneHueckux pewieHuti ¢
yuemom ux coomeemcmaust
mpeb08aHUAM CAOHCUBLIUXCS
ycaosuli ynpaeneHus
ITIK-9.3: Bradeem Hagbikamu
oyeHKu 3¢hpekmusHocmu
NpUHUMaemblIx

ynpaeneHuecKux peweHutl

IT1IK-9.1:

3Hamb: 3Manbl HCU3HEHHO20
YUK/1a npoekma; smansl
pazpabomku u peanuzayuu
npoekma; mMemoodb! pa3pabomxu
u ynpaeneHus npoekmamu
Ymemb: paspabambieamb
npoekm ¢ yuemom aHaau3a
anbmepHamueHbIX 8apUAHMO8
€20 peanusayuu, onpedeasimb
yesneable 3Manbl, OCHOBHbIE

HanpaeneHus pabom;

CobecedosaHue

3auém:
Zloknad




TIK-9.4: Pazpabambigaem
cucmemy npedomepawjeHust

ropuouyecKux puckos

06BsCHUMD Yeau u
copmyauposamsp 3adauul,
€8s3aHHbIe € N0O20MOBKOL U
peanusayueil npoekma,
YNpaensimb NPOeKMoM Ha 8cex
aManax e2o HCU3HeHHO20 YUKAd
Bnademb: memoduxkamu
paspabomku u ynpaeneHust
NpoeKmom; Memooamu OYeHKU
a¢ppexmusHocmu npoekma

IK-9.2:

3Hamb: cucmemy mpebosaHuii K
OpeaHu3ayuu ynpaeneHuecKoll
OesimenbHOCMU, N0O20MOBKe U
NPUHAMUIO ynpaeneHuecKux
pewleHull; cucmemy oyeHKU
ynpagneHueckux pewieHuti ¢
yuemom ux coomeemcmeust
mpefoBaHUSIM CAONCUBWUUXCS
ycnosuil ynpasneHus

Ymemb: nodzomaenueams u
NpUHUMAMb ONMUMA/bHbIE
YynpaeneHueckue peweHusl;
npoeooumb aHanu3
appexmusHocmu npuHUMaembIx
YynpaeneHuecKux peweHutl
Bnademb: Hasblikamu
no020moeKuU U npuHAMus
ynpaeneHuecKux peweHuti ¢
Yyuemom ux coomeemcmaust
mpeb08aHUAM CAOHCUBLIUXCS
ycaoguil ynpagneHust; HaeblKamu
oyeHKu 3cpgpekmusHocmu
NPUHUMAeMbIX ynpasaeHuecKux
peweHuli HenocpeOCmMe8eHHO Ha

npaxkmuxe

IK-9.3:

3Hamb: 8udbl ynpasneHuecKux
peweHuli u Memoobl ux
NpuHsMusl; Memoobl OYeHKU
NPUHAMbIX ynpasneHuecKux
pewieHuli

Ymemb: oyeHusamp ycao8us u
nocneo0cmeus NpUHUMAemblx
0p2aHU3AYUOHHO-
ynpasneHueckux peweHuil
Bnademb: memodamu
peanuzayuu

OCHOBHbIX YNpaeneHUecKux
¢yHKyull; Memodamu OyeHKU

adpekmugHOCMU NPUHUMAEMBbIX




ynpaes/neHuecKux peweHuli

ITIK-9.4:

3Hamb: OCHOBHble Memoobl
peuwleHusi CmaHOapmHblx 3a0ay
npedomepatyeHus 1opuouyecKux
pUcKos

Ymemb: paspabambieamb HOBble
MemoObl pelieHuUsl OYeHUBAaHUs U
npedomepaiyeHus 1opuouyecKUx
puckoe

Bnademb: memooamu
pazpabomku HOBblx Memooos
peweHuss HeCmaHOapMHbIX
3a0au, OYyeHUBaHus u
npedomepaiyeHus 1puouUecKUx
puckKos

3. CTpyKTypa U cojepKaHHe AUCLUILIUHbI

3.1 TpyAoeMKOCTb AMCLUTITUHBI

Oo4YHas 3a04Has
O01IasA TPY/0EMKOCTD, 3.e. 1 1
Yacos 1o yue0HOMY IJIaHY 36 36
B TOM YHCJIe
ayUTOpPHbIE 3aHATHSA (KOHTaKTHas padoTa):
- 3aHATHUSA JeKI{MOHHOI'0 THIIA
- 3aHATHSA CEMHUHAPCKOro THINA (MpaKTHYecKue 3aHATHS / 1adopaTopHbie 4
padoThI)
- KCP 1 1
caMocTosTe/bHasA padoTa 29 25
IIpomexyTouyHas arrecTanysa 0 4
3auét 3auét

3.2. CozepxaHWe JUCLUIIIVHbI

(cmpmeypupoeaHHoe no memam (pa36e/1aM) C YKdsdHuem 0mee0eHHO20 HA HUX Ko/auuecmed

axkademuuecKux udacos U 8uobl yuebHbIXx 3aHamuil)

HaunmeHoBaHue pa3zgesioB U TeM JUCLIMITTIMHBL

Bcero (uackr)

B TOM UHucC/e

KoHTakTHas pabora (paboTa Bo B3aMOZeHCTBUI
C MpernoziaBaresieM), Yachl U3 HUAX

3ansTus CamocrosiTe/ibHast
CeMHHapCKOT0 pabota
3aHAaTUs TUIA obyuatorerocs,
JIEKIIMOHHOrO | (IpaKTHuecKue Bcero Yachl
THIa 3aHsTHs/mabopar
OpHble paboTsl),
Yacel
IR I T S T T T A




o o o o o

Tema 1. [TpodeccroHanbHBIN CTaTyC ceKpeTapsi pyKOBOAUTETIS. 5 3 1 0 0 1 1 1
Tema 2. [IpaBoBbIe OCHOBBI /IeSITeNIBHOCTH CeKpeTapsi
OpraHU3aLMOHHOTO U JOKYMEHTAL[IOHHOTO 06ecrieueHust 5 4 1 0 0 1 1 1 4 3
JlesiTe/IbHOCTU PYKOBOJUTeJIS.
T 3.0 7

eMa praHu3aliysi oBCeJHEBHOM /lesITe/IbHOCTU 45 45 0 0 05 05 05 05 4 4
PYKOBOAUTE/IS.
Tema 4. OcobeHHOCTH OpraHU3alliM [1e/I0BBIX MEPOTIPHUATHIL C 5 5 0 0 1 1 1 1 4 4
yuyacTheM pyKOBOJMTeIsI.
T .n

ema 5. lHbopMalrioHHOe obecrieueHye fiesiTelTbHOCTH 5 5 0 0 1 1 1 1 4 4
PYKOBOAWTEIS.
Tema 6. [lTokymMeHTHpPOBaHHe TIOBCEJHEBHOM [IeSITeTbHOCTH. 5 5 0 0 1 1 1 1 4 4
Tema 7. be30KyMeHTHast KOMMYHUKaLUS. 55 | 45 0 0 0.5 0.5 05 | 05 5 4
ArTrecrarust 0 4
KCP 1 1 1 1
Wtoro 36 36 2 ‘ 0 ‘ 4 ‘ 6 7 7 29 25

Cojep)kaHue pa3/ie/ioB M TeM AUCIUIUTAHBI

Tema 1. [TpodeccroHanbHBIN CTaTyC CeKpeTapsi pyKOBOAUTEIS.

1. WcTopus pa3BUTHSI CEKPETapCKOM /1esiTe/IbHOCTH.

2. 3HauyeHMe OpraHU3aLMOHHOTIO U [ieJI0NPOU3BO/CTBEHHOr0 obecreueHHs: 0(UCHBIM NIepCOHAIOM
JlesiTe/IbHOCTH PYKOBOJUTE/ISI B COBPEMEHHBIX YC/I0BUSIX.

3. Kateropuu o¢ucHOro rnepcoHana.

4. OnTrMasnbHble CTPYKTYPbI O(UCOB, IPHEMHBIX PyKOBOJUTEIEeM.

5. Posnib cekpeTtapsi B CTPYKTYpe JOKYMeHTALMOHHOT0 00ecriedeHust yIipaB/ieHusl OpraHu3anyeil. BivsHue
MaciuTabOB ¥ HamnpaB/IeHUH JesTebHOCTH (PYPMBI Ha OpraHM3aloHHOe U MH(opMariMoHHoe obecrieyeHue
JlesITe/IbHOCTH PYKOBOJUTEJIS.

Tema 2. TIpaBoBbIe OCHOBHI JieSITeTbHOCTH CeKpeTapsi OPraHU3alliOHHOTO U JOKYMEeHTAllMOHHOTO 00ecrieueHust
JlesITelIbHOCTH PYKOBOJUTETISI.

1. CTpyKTypa 3aKOHOZATeJbHONW ¥ HOPMAaTUBHO-MEeTOJuueckKoi 6a3bl 10 JOKYMeHTALMOHHOMY 00ecrieyeHHI0
yTIpaB/IeHus].

2. Tpy0BOli KofieKC B paboTe ceKpeTapsi pyKOBOAUTES.

3. depepanbHbIe 3aKOHBI, PETY/IMPYIOIIHE OTAeNbHbIE aCTIeKThI IOKYMEeHTHUPOBAHUS 1 pabOTHI C IOKyMEHTaMH.
4. HopMaTHBHO-MeTOAMYEeCKHe aKThlI 110 [1e/IONPOM3BO/CTBY U aDXUBHOMY [iey.

5. HopmupoBaHue 1 oxpaHa TpyJia ceKpeTapsi.

6. BHyTpuyupex/jeHueckas perJiaMeHTarus AesTeTbHOCTU B IO/DKHOCTHOW M 00yUaroiel HCTPYKIUU
cekpeTapsi.

Tema 3. Opranusaijusi TOBCeAHEBHOU JiesiTe/TbHOCTHA PYKOBOJUTEIS.

1. OO11jee cofiep>kaHue MOBCEAHEBHOM /IeSITeTbHOCTH PYKOBO/IUTEJIS, €€ COCTABJISOIINE U K/TFOUeBbIe
HaripaBJ/ieHHUsI.

2. OcHOBHBIe 3afiauMl ceKpeTapsi B 00/1aCTH OpraHM3al[iOHHOTO 0becTieueHNs TIOBCeJTHEBHOM JIesITeTbHOCTH
PYKOBOJHUTESI.

3. OCHOBBI IePCIIeKTUBHOTO MJIAaHUPOBAHUSI PYKOBOJUTEJIS.

4. MeponpusTusi, CBsI3aHHbIe C HauajloM HOBOT'O /Ie/IONPOM3BO/ICTBEHHOTO T'o/ia.

Tema 4. OcobeHHOCTY OpraHU3alLuy [Je/I0BbIX MEPOIIPUSTHNA C YYaCTUeM PYKOBOJUTEISI.




1.0co0eHHOCTH OpraHU3aliy COBEIaHHUM,
2.Pabota cekpeTapsi Ipy TIOATOTOBKE COBEIL[aHHH.
3.0cobeHHOCTH OpraHu3alyy MprueMa MoceTUTe ei.
4.TIpueM 10 Zie/I0BBIM BOMIPOCaM.

5.I1puem 1o IMYHBIM BOIIPOCAM.

Tema 5. lndopmarionHoe obecrieueHne /1esiTeTbHOCTH PYKOBOJIUTETTS.
1.YmpaBneHue JOKyMeHTaLUe.

2.0OpraHu3ais JoKyMeHTo0bopoTa.

3.0Opranusanyist KOHTPOJISL UCTIOJIHEHUS JJOKYMEHTOB.

4.0OpraHu3anys XxpaHeHH!s! JJOKYMEeHTOB.

Tema 6. [JokyMeHTUpOBaHUe TTOBCeJHEBHOM JeITeTbHOCTH.

1.061me TpeboBaHus K TIOATOTOBKE ITPOEKTOB J0KYMEHTOB.

2.IloAroToBKa NpOeKTOB MPUKA30B.

3.IToAroToBKa NpOEKTOB MUCEM.

4.TToaroToBKa MpPOeKTOB JOK/IaZ0B IO KaJpaM.

5.0co6eHHOCTH TIOATOTOBKY JOKYMEHTOB /IJIsl TIPeJJOCTaB/IeHUs OTITyCKa.
6.0co0eHHOCTH TIO/ITOTOBKH JOKYMEHTOB [I/Il HAIIPaB/IeHNsI B KOMaH/IUPOBKY.
7.0cobeHHOCTH TIOATOTOBKY JJOKYMEHTOB ZIJIs IPUMeHeHHsI TIOOLLPeHUsT MIM HaKa3aHHsl.
8.[ToAroToBKa NMPOEKTOB HOPMaTUBHBIX aKTOB, JOKYMEHTOB BHYTPeHHeH JOKYMeHTaI|H.

Tema 7. be3oKyMeHTHast KOMMYHUKaLIKs.

1.TToBcefHEBHOE [Ie/IOBOE OOITIEHHE.,

2.0cobeHHOCTH TIOBCEAHEBHOTO 001[eHHs TI0 TenedoHy.
3.0co0eHHOCTH TTOBCEIHEBHOTO OOIIEeHUS TI0 3JIEKTPOHHOM TIouTe.
4.Benenvie paboumnx 3amuceit B rporiecce MOBCeAHEBHOM /1eATeTbHOCTH.

4. YueOHO-MeToaNUYeCKOe o0ecrieueHHe CaMOCTOSITe/TbHOW Pad0ThI 00yJarouxcst

CamocrosiTenibHasi paboTa 00ydYaroIuxcsi BK/IrOUaeT B Ce0si MOATOTOBKY K KOHTPOJIbHBIM BOMPOCAM U
3a/IlaHUsAM [IJIs1 TEKYILEero KOHTPOJIS W TPOMEXXYTOUHOM aTTeCTaldd MO0 UTOraM OCBOEHMs JUCLIUTTUHbBI
TIPUBE/IEHHBIM B II. 5.

ITporiecc oOyueHws 10 AUCLATUIMHE CTPOUTCS C UCITO/Ib30BaHUEM aKTUBHBIX METO/IOB: COUETaHHE
ayJUTOPHBIX 3aHITUH M CAaMOCTOSATETbHOM paboThl. OOyueHHe MOXKET OCYIIECTB/SAThCS C
ucnonb3oBanuem C/JO MOODLE, rae pa3melijeHbl Bce He00X0AUMbIe MaTepUasIbl KaK Jist
obecrieueHust ayJUTOPHOM, TaK U CAMOCTOSITE/IbHON PaOOTHI.

AyauTOpHBIe 3aHSITHSI BK/TFOUAIOT B Ce0s1 JIeKLIU, KOTOPbIe MOTYT TPOBOAUTHCS KaK HETIOCPe/ICTBEHHO
B ay/IUTOPHH C MpeTio/ilaBaTesieM, Tak U TIOCPe/ICTBOM BHI€OKOH(hEPEHIICBSI3H.

[1711 IOJTHOTO YCBOEHHs Kypca Heo0X0AMMO COueTaHHe ayAUTOPHBIX 3aHATHI U CaMOCTOSITeIbHOU
paboThL.

AyauTopHbIe JIeKLMY TIPOBOJATCS HeMOCPeCTBEHHO Mpero/iaBaTesieM JUCLUIUIMHBI B ayUTOPUH,
mibo rocpeiICTBOM KOH(epeHLICBSI3U C UCIT0/Ib30BaHUeM TeXHUUeCKHUX CPeJICTB (MHTepeT, «CKauI» 1
Ip.). [Ipu uTeHun JIeKI| UCTIONB3YIOTCS 00bSICHUTE/TLHO-WITFOCTPATUBHBIM METO/, C 3/IeMeHTaMu
1po6JIeMHOTO U3/10’KeHus yueOHOM nHdopMaru (MOHOJIOTHUECKOU, AUaorudeckon Uiiu
3BpUCTHYeCcKOoi). CTyjeHTaM peKOMeH/YyeTCsl 3alMChiBaTb OCHOBHBIE Te3UCHI JIEKLIUU (BeCTH KOHCITEKT
NIeKL[1MK), TaK ke peKOMeH/1yeTCsl 3a/laBaTh Mpero/aBaTesit0 BOMPOCHI 10 TeMe JIeKI[1H.



OO6yueHwue 110 JUCLIMIITMHE TIPe/IrioJiaraeT TaK ke OCBOeHHe JIeKIJMOHHOT0 MaTepuarna,
pa3paboTaHHOTO TIpero/iaBaTe/IsIMU - aBTOpaMu Kypca 1 pa3meiiienHoro B CZIO MOODLE.

Jlek1juu, MOATrOTOB/IEHHBIE TI0 Ka)KJ0W TeMe MOZY/JIs, B/SIOTCS KPaTKUM (T€3HMCHBIM) U3/I0)KEHUEM
TeM, CoJiepyKaT U pacKpbIBalOT OCHOBHbBIe, Hanboiee 3HaUMMbIe BOTPOCKHI MOYJIs. VI3ydeHue JIeKIuit
sIBJIsieTCsT 00s13aTe/IbHbIM, TIOCKOJ/IbKY B HUX:

- PacKpbIBalOTCS OCHOBHbIE TOHATHS, OTIpe/le/sIFOTCS MPU3HAKM MPaBOBBIX KaTeTOPUM U UHCTUTYTOB;
- pa3bsICHSETCS CMBICJI TTIPABOBBIX HOPM;

- COZiep’KaTcs CChIIKA Ha KOHKPeTHbIe HOpMAaTHBHbIE NTPAaBOBbIE aKThl, UHbIE TIPABOBBIE aKThl U
CyaebOHYI0 MPaKTUKY;

- COflep>KaTcsl CChIIKU HAa MCTOYHUKY JIMTEPATYPbl, MOCBSIeHHbIe COOTBETCTBYIOLLEl TeMe.
[TpakTUueckue 3aZlaHysI MOT'YT TPelyCMaTpPUBATh aHaIM3 HayUHBIX MPo6sieM, pa3dop MpakTUYeCKUX
CUTYaL|, aHanmn3 CcyAeOHOM NPaKTHKY U JIp.

YuebHO-MeTOUeCKOe 0becrieueHre CaMOCTOSITe/TbHOM PaO0ThI 00y UarOIIAXCST

CPC HanpaB/ieHa Ha pellleHHe C/Ie[yIOLMX 3a/iau B rpoLjecce (-OpMUPOBaHUs y CTY[€HTOB
TpeOyeMbIX KOMITeTeHLHI:

- pa3BUTHE U COBEPIIIEHCTBOBaHME HABBIKOB IMOMCKa U 00paboTKy (aHam3a, 000011eHus,
CHCTeMaTH3alliH) TIPaBOBOM M MHOW MH(GOPMALIUH, B T.4. HABBIKOB PabOThI C HOPMaTHBHBIMU
TIPaBOBLIMU aKTaMH, aKTaMH ITPABOTIPUMEHUTeTbHON TIPaKTUKY;

- Pa3BUTHe HABBIKOB PabOTHI C IOPUANUYECKUMH JOKYMeHTaMH (TOAr0TOBKa, 0hopMIIeHre, aHaTU3);
- Pa3BUTHeE HABBIKOB TOJIKOBAHMS TPaKAaHCKO-TIPABOBBIX HOPM, TIPABOBOM KBa/IM(HUKALIIN
IOpPUMYECKH 3HAUMMBIX 00CTOSTE/TECTB COL[AIbHOM CUTYaL[UH;

- Pa3BUTHE U COBEPILEHCTBOBAHHUE Y CTYAEHTOB CII0COOHOCTeH (popMUPOBaHUST COOCTBEHHOMH
TIPaBOBOM TO3ULUH, ee apT'yMeHTALMH 1 3all[UThI.

CamocrosiTenibHas paboTa CTyZieHTa MpeAro/iaraeT U3yyeHue HOPMaTUBHBIX aKTOB U JIMTEPATYPBI,
BBITIOJTHEHUE 3a/IaHUH 110 KypCY U TECTOB, MMOATOTOBKY K ayJJUTOPHBIM CEMUHAPCKUM U MPAKTUYeCKUM
3aHSTHSIM, BBIIIOJIHEHUE KypPCOBOM paboThl, MOATrOTOBKA K IPOMEXXYTOUHOM aTTecTaluy 110
JUCLIUITMHE.

ITpomeskyTouHasi aTTecTalys Mo AUcHUruIHe «OpraHu3aloHHO-UHPOPMaLMoHHOe obecrieueHue
JesITeTbHOCTU PYKOBO/IUTEJIsI» TIPOBOJUTCS B hopMe 3aueTa. K 3aueTy 1o yueOGHOM JUCLIUTIIIHE TI0
ripe/iCTaB/IeHUIO Mpero/jaBarerisi, BeJyll[ero ay/JUTOpHbIe 3aHSATHS, U pelleHHI0, IPUHITOMY Ha
3aceflaHUU Kade[pbl, He OTYCKAIOTCs 00yJarolrecs:

1) mponyctuBire 6osee 50% TPaKTUUeCKUX U CEMUHAPCKUX 3aHSITHM;

2) He TIPOIIIeILIVE UM BHITIO/THUBIIIME HEY/JOBJIETBOPUTETbHO KOHTPOJIbHBIE 3aZilaHus 110 4 1 bosiee
TeMaM Kypca (pellleHrde CUTYalMOHHbIX 3a/lay, MPOX0’KJeHre TeCTUPOBaHusl, aHa/IM3 UCTOPUUECKUX
HCTOUHUKOB).

3aueT MPOBOJUTCS B YCTHOM (hopMe T10 YTBePXK/IEHHBIM 3aBeIyIOIIUM Kadepoii buieram.
OO0s13aTeIbHOM SABJISIETCS TIOJITOTOBKA CTYZEHTOM Pa3BEPHYTOTO OTBETA 110 CYIIIeCTBY BOMPOCOB
9K3aMeHaIMOHHOTO Ou/eTa, Ha UTO OTBOJUTCS He MeHee 45 MuHyT. Ha 3aueTte He Zj0mmycKaeTcs
Ha/imure y 00yuaroImmxcsi IOCTOPOHHUX MPeIMETOB, B TOM UKCJ/Ie TEXHUUECKUX YCTPOUCTB
(MOOUBHBIX Te/Ie(OHOB U TIP.), TI0JIb30BaHUE KOTOPLIMU MOXKET 3aTPYAHUTH JINOO C/1e/1aTh
HEBO3MO)XHOM 00BEKTUBHYIO OLIEHKY Pe3y/IbTaTOB MPOMEXYTOUHOH aTrTecTaluu. OOyuaroruecs,
HapylLIMBILIYe IIpaBU/Ia NpPOBeJieHUs 3a4eTa, 10 PelleHUI0 5K3aMeHaTopa U 3aBe/lyIoLero
COOTBETCTBYIOLIEH Kadeapoit MOTYT ObITh yZa/eHbl U3 ayIUTOPUU. IIpy 3TOM B 5K3aMeHAIIMOHHYIO
BeIOMOCTb YJJa/IEHHOMY C 9K3aMeHa CTY/IeHTy MPOCTaBJ/IsSIeTCs OL[eHKa «HeyA0B/IeTBOPUTEeIbHO». [1pu



TIPOBe/IeHNH 3aueTa B yCTHOU (hopMe I10 SK3aMeHal[MOHHBIM OrsieTaM OL|eHUBAIOTCs o011ee
MOHUMAaHUe CTY/IEHTOM CO/IeP>KaHusl ¥ CTPYKTYPhI BOIIPOCA, MOTHOTA PACKPBITUS KaXKO0Tr0 13
3/IeMEeHTOB BOIIPOCa, CTeleHb BiaZieHrs: 6a30BOM I0pUINUYeCKOi TePMUHOJIOTHEN, TTOHUMaHKe
MIPUMEHUMOCTU U 0COOEHHOCTel TIPaKTUYeCKOT0 UCTI0/Ib30BaHUsl U3/laraeMbIX TeOPeTHYeCKUX
T0JI0YKeHUH. DK3aMeHaTop /i yTOUHeHHs OLIeHKH BIpaBe 3a/1aBaTh JIOTIOTHHATe/IbHbIe BOTIPOCHI,
rpelyCMOTPeHHbIe paboueli MporpaMMo.

YpoBeHb 3HaHUM, 00yUarOIIUXCS OTIpe/ieNsieTCsl C/IeAYIOIIMMH OLeHKaMHU: 3a 3aUeT «3auTeHO», «He
3aUTEeHO», 3a 9K3aMEH «IIPEBOCXO/IHO», «OTJIMUHO», «OUEHb XOPOILI0», «XOPOILIO»,
«y[IOBJIETBOPUTE/ILHO» U «HEYOB/IE€TBOPUTETHLHOY.

5. ®oHJA OLEHOYHBIX CPEJCTB /I/Isi TeKYIero KOHTPOJIi YCIeBaeMOCTH U TPOMEeXYTOYHOM
aTTecTalMu Mo JUCIUILIMHE (MO/Y/II0)

5.1 TunoBble 3ajjaHusA, HEOOXOAUMBIE /I OLIEHKH Pe3y/JbTaTOB 00yuyeHHs NPH MPOBeJeHHH
TeKyIlero KOHTPOJIsA yCIieBaeMOCTH C yKa3aHMeM KpuTepHeB X OLleHUBaHHUA:

5.1.1 TunoBbie 3asaHusa (omeHouHoe cpeacrBo - CoOecefoBaHue) /I OLEHKH
copmupoBanHocTu KomnereHiuu OITK-7:

1. Vcropus pa3BUTHs CeKpeTapcKOU JiesTe/TbHOCTH.

2. 3HaveHMe OpraHU3alMOHHOIO U [IeJI0NPOM3BO/CTBEHHOT0 obecrieueHns: 0(UCHBIM NIepCOHAIOM
JleATe/IbHOCTA PYKOBOJUTEJIsI B COBPEMEHHBIX yC/IOBUSAX.

3. Kateropuu o¢ucHOro repcoHana.

4. TpypoBoii Kojekc B paboTe cekpeTapsi pyKOBOAUTEJISI.

5. ®enepasnbHble 3aKOHBI, PETY/MPYIOIUe OTAeNbHbIe aCTIeKThl JOKyMEeHTUPOBAHHS U PadOTHI €
[JOKYMEHTaMHU.

6. Ob1iee cozep>KaHKe ITOBCeIHEBHOM /IeSITeTbHOCTH PYKOBOZWTEJIS, ee COCTAB/ISIOLIHe 1 K/TFoUeBble
HaripaBJ/IeHUs..

7. OcCHOBHBIE 33/jauM cekpeTapsi B 00/1aCTy OpraHU3alMoHHOr0 00ecrieyeHust TOBCeJHEBHOM
JleATe/IbHOCTA PYKOBOJUTEISL.

8. OCHOBBI I1epCIIeKTUBHOI'O TJIAHUPOBAHUS PYKOBOAUTeIS.

9. MeponpusTus, CBsi3aHHbIE C HAYaJIOM HOBOI'O [1e/I0NPOU3BO/CTBEHHOI0 r0/ia.

5.1.2 TunoBble 3apaHusa (oneHouHoe cpeactBo - ColecefoBaHmne) [IA  OLlEHKH
copmupoBaHHocTH Komnerennuu ITK-8:

1. PaboTa cekpeTtapsi MpH MOATOTOBKE COBEII[AHHM.
OcobeHHOCTH OpraHU3aIuy MPUeMa MOCEeTHUTEIeH.
ITpueM 110 Z1€/I0BBIM BOTIPOCAM.

YmnpaBnieHue JOoKyMeHTaLyel.

Opranusanys J0KyMeHToo0opoTa.

OpraHuzaiiysi KOHTPOJIsL UCTIOJTHEHUsI IOKYMEHTOB.
Opraau3anys XpaHeHusi TOKyMeHTOB.

Nk wWwN

5.1.3 TumnoBble 3asaHusa (oueHouHoe cpeacTBo0 - CobecefoBaHue) sl  OLEHKH
chopmupoBanHocTH KommereHuu ITK-9:



1. Ob6uue TpeOOBaHUS K TIOATOTOBKE MTPOEKTOB JOKYMEHTOB.
2. OcobeHHOCTH MOBCeIHEBHOTO OOIIIEHHUS TI0 IEKTPOHHOM TouTe.
3. Bepgenue pabourx 3anuceli B mpoLiecce MOBCeAHEBHOM 1eATeTbHOCTH.

Kpurtepuu oueHuBanus (oueHouHoe cpecTBo - CodeceoBaHme)

OueHka Kputepun onieHuBaHUs

OO6yyarommuiicsi TOHMMaeT CyTh PACCMaTPHUBAeMOT0 BOIIPOCA, MOJKeT BbICKa3aTh CYy)KJeHHe T10
3auTeHO BOMpOCY. ByiazieeT TeopeTHueCcKrM MaTepraioM He Hike 6a30BOr0 ypOBHS, OTBeyaeT Ha
JIOTIOJTHUTE/IbHbIE BOTIPOCHI TIPerojaBare)isi, He J0IycKasi rpyObIX U CyIeCTBeHHBIX OLIMOOK.

O6yuaroluiicst 0TKa3bIBaeTCs OT OTBETa Ha BOIPOCHI, MO0 AeMOHCTPUPYET C/1abyto MOAr0TOBKY
He 110 TEOPETUUECKOMY MaTepuasy. BiajieeT TeopeTMueCKUM MaTepUaIoM Ha HU3KOM ypoBHe. He
3aUTE€HO | OTBEYAeT Ha JIOTIOJTHUTEIbHBIE BOMIPOCHI TMOO TIPH OTBETe 0MyCKaeT TPyOble U CYIIeCTBEHHbIe
OIIIMOKH.

5.2. OnxcaHue MIKa/I OLeHUBaHUSA Pe3y/IbTaTOB 00y4YeHHs MO JUCIUIIMHE IPH MPOMeXYyTOUHOMH
arrecTanuu

IITkana oneHUBaHUs C()OPMUPOBAHHOCTH KOMIIeTeHLINH

YpoBen
b
copmu HeyA0BJIeTBOP Y/A0BJIETBO O4YeHb
TJI0X0 X0poIIo OT/IMYHO MPeBOCX0/{HO
pOBaHH HTe/TbHO PHTE/IBHO X0poIIo
ocTH
KOMIIeT
eHIUH
(uHpUK
aropa
AOCTHXK He 3aUTeHO 3a4TeHo
eHus
KoMIeT
eHIHi1)
YpoBeHb
OtcyTcTBUE YpoBeHb poset
o » 3HaHUM B
3HaHUI MuHUManeH | 3HaHUM B obneme YpoBeHb
TeopeTHUecKoro 0 obnewme, ’ 3HaHUH B
YpoBeHb COOTBETCTBY YpoBeHb
MaTepuaa. o JIOIyCTUMBI | COOTBETCTBY obneme, o
3HaHWUI HIDKe ) 1oLeM 3HaHUH B
HeB03MO>XKHOCTB 1l ypOBeHb 0LeM COOTBETCTB
MHUHUMaJbHbIX . rporpamMme obneme,
3HaHWSA | OL|eHUTb NOJHOTY N 3HaHUM. rporpaMmme yoIeM
o TpeboBaHMH. MOJrOTOBKU TIpeBbILLIAOLIe
3HaHUN [Homny1ieHo NO/IrOTOBKU rporpaMme
Nwmemu mecto . JonyeHo M IIpOrpammy
BCJ/Ie/ICTBUE MHOTO . Jomy1ieHo MOArOTOBK
rpyObie OIINUOKK HEeCKOJ/IbKO MO/ OTOBKHU.
OTKasa HerpyObIx HECKOJIbKO u. Ommbok
HeCylllecTBe
obyuatorerocs ot oboK Herpy6bIx HHEIX HeT.
oTBeTa oruboK
ommnboK
IIpogemonc | Ilpogemonc | Ilpogemonc | Ilposemonc | ITpopemMoHCTp
OtcyTcTBUe TPUpPOBaHbl | TPUPOBaHbl | TPUPOBaHbl | TPUPOBaHbl | WPOBaHHI BCe
y TIpu perenmH pyp! pup pup 2 P
MHHUMAa/bHbIX OCHOBHbIe BCE BCE BCE OCHOBHBI®
o CTaH/,apTHBIX
YMEeHUI. 33734 He YMeHHUs. OCHOBHBI® OCHOBHBI® OCHOBHBIe yMeHusl.
HeBo3M0XXHOCTB A Pemenst YMeHHs. YMEeHHs. YMeHUs. Pemtens1 Bce
MPOJieMOHCTPUP
OLIeHUTb Ha/IMuue TUIIOBbIE Pemens! Bce | Pemiensl Bce | PeleHsl OCHOBHbIE
YmeHus o OBaHbI
yYMeHU OCHOBHLIE 3aJauu C OCHOBHBbIE OCHOBHbIE BCE 3ajaum.
BCJ/Ie/ICTBUE vers. VIMenm HerpyObIMH | 3afauu C 3a7launl. OCHOBHBIe BeInosnHeHs!
OTKasa i]/leCTO r- . ommbKkamu. | HerpyObiMM | BbImosHeHBI | 3azauu C BCe 3a/laHus, B
obyuarolerocs ot omHGKpr BrinosiHeHb! | omMOKamMu. | Bce 33JaHUsl | OTAE/NBHBIM | TMOJIHOM
oTBeTa BCe BhINO/HEHBI | B MOJHOM u obbeme Ge3
3a/laHusl, HO | BCe 33/jaHusl | oObeMe, HO | HeCyIeCTB | HeJOueToB




€HHBIMHU
HeJoueTam
B TOJIHOM
HEKOTOpbIe | U,
He B obLeme, HO
c BBITIOJIHEH
TIOJTHOM HEKOTOpble
HeJjoueTaMH | bl BCe
obbeme c
3a/laHus B
HeoueTaMu
TIOTHOM
obbeme
Nwmeetcs
OTcyTcTBHE IIpogemoHC IIpogemoHc
MHHUMaJbH [IpogemoHc
6a30BbIX ITpu pereHnn o TPHUPOBaHbI TPUPOBAHBI
bl HAbOp TPHUPOBaHBI TTpoieMOHCTp
HaBbIKOB. CTaH/JapTHBIX 6a3oBble HaBbIKH
HABBIKOB 6a3oBble HpPOBaH
HeB03MO>XHOCTh 3aj1a4 He HaBBIKU IIPU npH .
ISt HaBBIKH TIPH TBOPUYECKHUI
OLIEHUTDb Ha/lMuue | MPOAEMOHCTPUP pelLieHnn perieHun
HaBbiku pelIeHust pelLIeHnH TOAXOZ, K
HaBBLIKOB oBaHbI 6a30BbIe CTaH/[apTHbI HeCTaHAapT
CTaH/IapTHEI CTaH/|apTHBI PeLIeHUI0
BCJIe/ICTBHE HaBBIKU. VIMenu X 33724 C HBIX 3a/]au
X 33724 C X 3azay 6e3 HEeCTaHJAPTHbI
OTKaza MecTo rpy0Obie HEKOTOPBIM 6e3
HEKOTOPbIM owmboK 1 X 3a71au
00yuaromerocst oT | OUIMOKH u omuboK 1
u He[0UeTOB
oTBeTa He/loueTaMu HeJJ0UeTOB
HeJloueTaMu
IHIkana OLl€CHUBAHHA ITPH ITIPOMEXYTOUYHOHU aTTECTAIlUHA
Onenka YpoBeHb NOJrOTOBKH
MPEBOCX0/{HO Bce KommeTeHIMM (YaCTM KOMIIETEHLMH), Ha ()OPMHpPOBaHHe KOTOPLIX HarpaB/ieHa
[MCLUIIMHA, CHOPMHUPOBAHBI HAa YPOBHE He HIDKE «IIPEBOCXOJHO», MPOJE€MOHCTPHPOBAHEI
3HAHUS, YMEHWs, BJafieHUs [0 COOTBETCTBYIOLIMM KOMIIETEHL[USIM Ha YPOBHE BBIIIE
MpelyCMOTPEHHOT0 TIPOrpPaMMOi
OT/INYHO Bce KommereHUMM (Y4acTW KOMIIETEHLMH), Ha (OPMHDOBaHME KOTOPbIX HarpaBjeHa
[UCLIUIUIAHA, CHOPMHUPOBAHBI HA YPOBHE He HIDKE «OTIHUHO».
3auTeHo OUYeHb XOpOLI0 Bce KommeTeHIMM (YaCcTM KOMIIETEHLWH), Ha ()OPMHUpOBaHHEe KOTOPLIX HAarpasjeHa
[MCLIUIIMHA, CHOPMHUPOBaHbI HAa YPOBHE He HHXKE «OUeHb XOPOLLIO»
XOPOLLIO Bce KommereHUMM (Y4acTW KOMIIETEHLMH), Ha (OPMHDOBaHME KOTOPbIX HarpaBjeHa
MUCLIUIUTAHA, CHOPMHUPOBAHBI HA YPOBHE He HIDKE «XOPOLLIO».
yAoOBJIeTBOpUTE/b | Bce KommeTeHIMM (YacTH KOMIIETeHIMiH), Ha (OpMHpOBaHHe KOTOPBIX Harpas/ieHa
HO [IUCLIUIUIAHA, C)OPMHUPOBaHbI HA YPOBHE HE HIDKE «Y/IOBJI€TBOPUTEILHO», MPU 3TOM XOTs ObI
O/iHa KOMITeTeHIMs1 ChOPMHUPOBaHa Ha YPOBHE «Y/IOB/IETBOPUTE/ILHO»
HeypoB/eTBopure | XoTs Obl 07Ha KOMITIETEHLIMS CHOPMHUPOBaHA HA YPOBHE «HEY/[OBIETBOPUTEIBHOY.
JIbHO
He 3a4YTeHO
TJI0X0 Xots 6bI 0[JHa KOMITETeHLUsI CHOPMUPOBaHA Ha YPOBHE «ITJIOXO»

5.3 Tunorbie KOHTPOJ/IbHBIE 3dadHHUA HW/IH HHbIE€ MaTepHdJ/Ibl, HeoﬁXOAI/IMbIE AJIsA OLl€éHKH
pPe3y/ibTdTOB OﬁquHl/lﬂ Ha l'lpOME)KyTO‘-IHOﬁ dTTeCTdllU1 C YKd3dHUE€EM KPpHUTEpPpHEB HX
OIléHUBAHUA:

5.3.1 TunoBble 3afiaHusi (OLleHOUHOe CpPeACTBO - JloK/1aA) A/ OLEeHKH C(OpMHPOBAHHOCTH
kovmnereHuu OITK-7

13. OcHOBHBIe 3a/jauu CeKpeTapsi B 00/1aCT OpPraHU3alOHHOT0 00ecrieueHusi OBCeJHEBHOM /1eSITeTbHOCTH
PYKOBOJUTES.
14.0OcHOBBI IepCTIEKTUBHOTO TUIAHUPOBAHUST PYKOBOZAUTEISI.



15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.

MeporipusiTusi, CBsi3aHHbIe C Haua/loM HOBOT'O ZleJIONPOM3BO/ICTBEHHOT'0 TO/a.
Oco6eHHOCTH OpraHU3aIuy COBEII[aHNH.

PaboTa cekpeTaps TIpy TIO/[TOTOBKE COBEIIlaHUH.
Oco6eHHOCTH OpraHU3aIuy MPUeMa MOCEeTHUTEe .

IIprem o fenoBeIM BOIIPOCAM.

[IprieM 1O TMYHBIM BOTIPOCAM.

YmnpaBneHue AoKyMeHTaleH.

OpraHu3aiysi IOKyMeHToobopoTa.

Opranu3aijysi KOHTPOJISI UCTIOJTHEHUST JOKYMEHTOB.
OpraHuzaiusi XxpaHeHusi JOKYMeHTOB./

OO011e TpeboBaHMS K TIOATOTOBKE TIPOEKTOB [JOKYMEHTOB.

5.3.2 TunoBble 3ajaHus (OLeHOUHOe cpeJcTBO - J0K/aj) Ajisi OLeHKH C(HOPMHUPOBAHHOCTH
kKoMmnereHuu 11K-8

1. Wcropus pa3BUTHs CeKpeTapcKou JesTeTbHOCTH.
3HaueHWe OPraHU3alMOHHOTO U JIe/IOTIPOM3BO/[CTBEHHOTO 00ecreueHst O(PUCHBIM ITEPCOHATIOM
[lesITe/IbHOCTH PYKOBOJUTEJISI B COBDEMEHHBIX YC/IOBUSAX.

3. Kareropum oducHoro nepcoHarna.

4. OnTumasbHbIe CTPYKTYPBI OUCOB, MPUEMHBIX PYKOBOAUTETEH.

5. Ponb cekpeTapsi B CTPYKTYpe AOKYMeHTALMOHHOT0 obecrieueHust yIipaB/ieHrs: opraHui3anueil. BnvsHue
MaciTaboB U HaTlpaB/IeHUH JieaTebHOCTH (PUPMBI Ha OpraHU3al[MOHHOE Y MH(OpMaIlMOHHOe
obecrieueHue JesATeIbHOCTA PYKOBOAUTEJIS.

6. CTpyKTypa 3aKOHO/|aTe/TbHOM ¥ HOPMaTUBHO-METOAWYECKOM 0a3bl 10 JOKYMeHTal[HOHHOMY
obecrieueHUIO yTIpaB/IeHus.

7. TpyzoBo#i KofieKc B paboTe ceKpeTapsi yKOBOAWTEJISI.

8. dezepanbHbIe 3aKOHBI, PETYIMPYIOIINE OT/Ae/bHbIE aCITEKThI JOKYMEHTUPOBAHUS U pabOoThI €
[IOKYMEHTaMH.

9. HopMaTuBHO-MeTOAUUeCKre aKThl 110 ZeJIOTIPOM3BO/CTBY M apXUBHOMY JleJTy.

10.HopmupoBaHue u oxpaHa TpyZia cekperaps.

11.BHyTpryYpekaeHUYecKasi perjiaMeHTalus [IesTelTlbHOCTH B JO/DKHOCTHOM 1 00y4Jaroliield MHCTPYKINA
cekpeTapsi.

12.06111ee cogeprkaHue MOBCeAHEBHOM /1esiTe/TbHOCTH PYKOBOJUTEJIs], €e COCTAaBIISIOLINE U K/TFOUeBbIe
HaTipaB/eHUs].

5.3.3 TumnoBble 3ajaHus (oLeHOUHOe cpeAcTBO - [lok/1aj) ANA OLeHKU CHopMHPOBAHHOCTH
kKommneTeHniuu [TK-9

26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.

IToAroToBKa NMPOEKTOB MPUKA30B.

IToAroToBKa NpoeKTOB IUCEM.

[ToaroToBKa rpoeKToB AOK/IAJ0B 110 KaJipaM.

Oco6eHHOCTH TIOATOTOBKH JOKYMEHTOB Ji7IsI TIpe/JOCTaBIeHHsI OTITyCKa.

Oco6eHHOCTH TIOATOTOBKY JIOKYMEHTOB /1711 HarlpaBJ/ieH!s1 B KOMaH/JUPOBKY.
Oco6eHHOCTH TIOATOTOBKH JOKYMEHTOB /171 IPUMeHeHHs TIOOIIPeHus] WM HaKa3aHusl.
[ToaroroBka rpoeKTOB HOPMaTUBHBIX aKTOB, IOKYMEHTOB BHYTPeHHe! JOKYMeHTaL[|H.
IToBceaHeBHOe fiesi0Boe 0OIeHMe.

OcobeHHOCTH TIOBCeHEBHOTO 0011{eHus 110 Tesie)oHy.

Oco6eHHOCTH TIOBCEHEBHOTO OOILEHHS 110 3/IEKTPOHHOM MOUTe.

Bezenue pabounx 3amvceil B Tipoiiecce MOBCEAHEBHOM /IeSTeTBHOCTH.

Kputepumn onjeHnBaHus (0LeHOUHOe CpeACTBO - Jlok/an)



OueHka Kpurtepun ouieHMBaHuis

Bce kommeTeH1[uM (4acTH KOMIIeTeHIMH), Ha (POPMUPOBaHKe KOTOPLIX HarpaB/ieHa AUCLIATIINHA,

3auTeHo
c(hopMUpOBaHbI Ha YPOBHE He HIKe «Y0BJIETBOPUTETHHO».
He
Xots 661 0fHa KOMITeTeHLMs1 COPMUPOBaHa Ha YPOBHE «HEY/I0BJIETBOPUTETHHOY.
3auTeHo

6. YueGHO-MeTOAMUECKOEe M HH(OPMaLMOHHOE 00ecrieyeHHe JUCIUILTHHBI (MO/1y/1s1)

OcHoBHas MTeparypa:

1. beikoBa T.A., iog pez., ['noroBa C.A., Konekosa A.FO., Kykapuna FO.M., Ckpunko E.A.
IokymeHTaloHHOe obecrieyeHue yripasseHus : Yuebnuk / boikosa T.A., mop pea., I'norosa C.A.,
KonskoBa A.IO., Kykapuna FO.M., Ckpurnko E.A. - Mocksa : KHoPyc, 2023. - 266 c. - Pexxum pocryna:
book.ru. - ISBN 978-5-406-10334-0., https://e-1ib.unn.ru/MegaPro/UserEntry?
Action=FindDocs&ids=809663&idb=0.

2. Ky3uenioB 1. H. /JokymeHTaroHHOe obecrieueHre yrpasyieHus. [JokyMmeHTO000poT 1
JIeJIOTIPOU3BO/ICTBO : yueOHUK U TipakTuKyM / Y. H. Ky3Hell0B. - 3-e u3f. ; miep. u Jorl. - MockBsa :
FOpaiir, 2023. - 461 c. - (Bsiciiee obpa3oBanue). - ISBN 978-5-534-04275-7. - TeKCT : 37IeKTPOHHbIH //
OBC "FOpaiit"., https://e-lib.unn.ru/MegaPro/UserEntry? Action=FindDocs&ids=844612&idb=0.

[lononHuTebHASA MUTEpaTypa:

1. beikoBa T.A.; oz peg.; I'noroBa C.A.; KonpkoBa A.FO.; Kykapuna FO.M.; Ckpurnko E.A.
IokymeHTaioHHOe obecrieueHue yripaBeHus : YuebHUK. - Mocksa : KHoPyc, 2021. - 266 c. - Pexxum
pocryna: book.ru. - ISBN 978-5-406-08272-0., https://e-lib.unn.ru/MegaPro/UserEntry?
Action=FindDocs&ids=737765&idb=0.

2. TpynoBou kogekc Poccurickort @egepanuu : HopmatrBHbie JoKymeHTHI. - Mocksa : OOO "HayuHo-
u3parensckuit eHTp MHO®PA-M", 2007. - 255 c. - ISBN 978-5-16-003016-6.,
https://e-lib.unn.ru/MegaPro/UserEntry? Action=FindDocs&ids=616504&idb=0.

3. lllyeanosa H. H. Opranu3saiys ¥ TeXHOJIOTHsI JOKYMEHTAIl[MOHHOTO 00ecrieueHyst yIipaB/IeHus :
yuebHuK 1 ipakTuky™m / H. H. [IlyBanoBa. - 2-e u3p. ; mep. u for. - Mocksa : FOpaiir, 2023. - 265 c. -
(Briciiee obpa3oBanue). - ISBN 978-5-534-12358-6. - Tekcr : anekrpoHHbii // OBC "FOpait"., https://e-
lib.unn.ru/MegaPro/UserEntry?Action=FindDocs&ids=848304&idb=0.

4. KubanoB ApjanboH SIKoBeBHY. YTIpaB/ieHHe MIepCOHAIOM OpraHU3al[iu : YueOHUK /
l'ocynapcrBennsiii yHuBepcutet ynpasieHus; 3SAKPBIT YHukym-I'YY. - 4. - Mocksa : OOO "HayuHo-
u3gatenbckui eHtp MH®PA-M", 2023. - 695 c. - (Bricitiee obpa3oBanue: bakanaBpuar). - BO -
bakanaBpuar. - ISBN 978-5-16-003671-7. - ISBN 978-5-16-100653-5.,
https://e-lib.unn.ru/MegaPro/UserEntry? Action=FindDocs&ids=837877&idb=0.

[TporpammHoe oGecrieueHrie 1 VIHTepHeT-peCcypchl (B COOTBETCTBHUU C COJlePKaHUEM IMCIUTIIAHBI):

1. WHTepHeT-nopTan Accouyanyy npodeccuoHaNbHbIX CeKpeTapei - www.aps.net.ru.
2. Odwurmanbhbiii caiit KoHcturyionHoro cyga P® - http://www . ksrf.ru/ru/Pages/default.aspx



OdwumaneHbiii caiT BepxoBHoro cyza P® - http://supcourt.ru/

OdwurmanbHbii caiit Hipkeropozckoro obactHoro cyja - http://oblsudnn.ru/

Odwuumanehbiii caiiT [1pe3ugenta PO — www.kremlin.ru

Odwunmanehbiii caiT [1paBuTenscTBa PO — www.government.ru

Odwumanehbiii cepep [IpaBuTesibcTBa MOCKBBI — WWW.MOS.TU

[TouckoBasi cicTeMa HOPMaTUBHBIX IMPaBOBBIX aKTOB ['apaHT — www.garant.ru

[TonckoBasi cucTeMa HOPMaTHMBHBIX MPaBOBbIX akTOB KoHcynbTaHTIIM0C — www.consultant.ru
10. CekpeTtapckoe Jiefno — npodeCcCrOHaMbHBIN XypHas A5 ceKpeTapeil. - www.sekretarskoedelo.ru.
11. CepBep opraHoB rocyZiapCcTBeHHOU BjacTu P® — www.gov.ru

LN AW

7. MaTepHua/IbHO-TeXHHYeCKoe ofecreyeHUe JUCLUIIMHBI (MOY /1)

YueOHble ayUTOPUM [I/IsI TIPOBeZIEHUs yUeOHBbIX 3aHSITHM, TpPeJyCMOTPEeHHBIX 00pa30oBaTe/bHOU
MPOrpaMMO#, OCHalljeHbl MYJbTUMeAUNHBIM 000pyZoBaHUeM (TIPOEKTOp, 9KpaH), TeXHUUeCKUMHU
cpencTBaMu 0OyueHUs, KOMITbIOTePAMH, CITel[HaM3UpOBaHHbIM 000pysoBaHueM: [Ijis TpoBeieHHUS
JIEKLIMOHHBIX U CeMUHAPCKUX 3aHSATUH TI0 AUCLUIJIMHE WCIIOJIB3YIOTCS CIelUaabHO 000py/j0BaHHbIe
NeKI[MOHHbIE ayJUTODUM, OCHAllleHHble KOMIIbIOTepOM, mpoekTopoM uau JKK-TeneBr30poM,
aKyCTHUeCKOM cuCcTeMOi M MUKpo(doHOM (MpU HeOOXOAMMOCTH), a TakKke NOCKOH. [Ipu rnpoBeeHun
JUCTAHI[UOHHBIX JIEKI[UM Ha KOMITbIOTEPE ZI0/DKHO OBITh YCTAaHOBJIEHO TPOrpaMMHOe obecrieueHue,
M03BOJIAOLLIee OCYILIeCTBJISITh BU/I€OKOH(DepeHLICBS3b.
1 poBeJieHUsT MPAKTHUUECKUX 3aHSTHUN WCTIOB3YIOTCS CIelaabHO 000pyI0OBaHHbIE ayAUTOPUH C
KOMITIBIOTEpAaMM, Ha KOTOPBIX YCTaHOBJIEHbl CIIPABOUHO-TIPaBOBble cuUcTeMbl «['apaHT» U
«KoHCynbTaHT [Tmroc».
[ns BoinonHenus 3aganui ansi CPC cryzeHTam obecrieueH [OCTYN B MHTEPHET, a TakKe JOCTYI K
pecypcam OubmoTeKy.

[TomerieHust 711 CaMOCTOSITe/TbHOM paboThl 0OYYarolMXCsl OCHAI[eHbl KOMITBIOTEDHOM TEXHUKOU C
BO3MOKHOCTBIO TMOAK/IOUeHUss K ceTd "VHTepHeTr" u obecrieueHbl [OCTYIIOM B 3/IeKTPOHHYIO
MHGOPMAaLIMOHHO-00pa30BaTeIbHYI0 Cpey.

[Tporpamma cocrtaBiieHa B cooTBeTcTBUM ¢ TpeboBanusmu OC HHI'Y mno HampaBieHHO
noarorosky/crieriuanbHOCTU 40.04.01 - FOpucnpygeHus.

ABtop(b1): MapThiHOB Anekceil BiafuMupoBuy, JOKTOP FOPUANUYECKUX HayK, rpodeccop.
3aBeaytomuii Kadeapoii: MapTbiHOB Asiekceli BiaiuMupoBuy, OKTOP IOPUAUUECKHX HayK.

[Tporpamma ofobpeHa Ha 3ace[JaHUN METOANYeCKO KoMrccuu oT 17 Hosibpst 2025, mpoTokos Ne 2.
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