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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

Bnademb: Hagbikamu
UCNO/Ib308AHUS PA3IUYHBIX
UHCMPYMeHMOo8
UH(POPMAYUOHHO-CNPABOUHDIX
cucmem, NO360ASIOWUX
ocyujecmeumb noOGOPKy

Heobx00UMbIX NPABOBbIX AKIMO8

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
OesimesbHOCMU

Ymemb: noayuams opuoudecku
3HAUUMYH UH(popMayuro u3

paA3nu4HbIX UCMOYHUKO8

Bnademb: Haebikamu cbopa,
XpaHeHusi, noucka u obpabomku
uHpopmayuu 8 ropuduueckoil
OesimenbHOCMU C
uCnob308aHUeM
UH(popMayuoHHbIX mexHono2ull

OIlIK-7.4:

3Hamb: 31ekmpoHHble adpeca
pazMewjeHust UCMOYHUKO8
opuyuanbHo20 onybauKo8aHus
npagoebix aKkmoe

Ymemb: ocywjecmenimb
6bIcMpbili NOUCK HEOOXOOUMbIX
npaeosbIx aKmog ¢ Yesbio
npoeepKu ux
deticmeumeabHOCMU

Bnademb: coepemeHHbIMU
Memooamu u npo2pammHo-
MmexXHU4ecKuMu cpedcmeamu 0
npogepku OelicmeumenbHoCcmu
npaeosbix 00KyMeHMos

OIIK-7.5:

3Hamb: nepeueHb U cooepicaHue
HOpMAamueHO-Npagosblx akmos,
pe21aMeHmupyowux npasuia
3awumbl KOH(pUOEHYUANbHOU
uHpopmayuu

Ymemb: npuHUMamsb Mepbl no
oxpaHe KoH@uOeHYuaabHoll
UHpopmayuu

Bnademb: Hasbikamu
npumeHeHusi cpedcme u
Memo0oo8 3awjumbl
KoH¢pudeHyuanbHoll
uHpopmayuu, He

npomugopeuawjux




3akoHodamenbcmay Pocculickoli

dedepayuu

ITK-8: Cnocoben
0p2aHu308b18aMb
pabomy npasoeozo
noopasoeneHusi 8
pamkax obujeti
cmpameauu
passumust

TIK-8.1: Pa3zpabambigaem
00/12ICHOCMHbIe UHCMPYKYUU,
K/louesble nokazamenu
a¢ppexkmusHocmu pabomHukos
noopasoeneHust

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

TIK-8.3: Ocywecmensiem
g3aumodelicmague ¢ Opyaumu
noopasoeneHusIMU C Yeabio
onpedesieHusi 3a0au
noopaszodesieHust N0 Npaso8omy
obecneueHuio

T1K-8.4: OpeaHuszoebieaem u
KOHmpoaupyem
OesimebHOCMb NOOYUHEHHbIX
pabomHukos

IIK-8.5: I1navupyem u
opaaHuzyem obyueHue
NOOUUHeHHbIX pabOMHUKO8

IIK-8.1:

3Hamb: codepacaHus
00/121CHOCMHbIX 06513aHHOCMell
pabomHukos, cucmemy
mpe6oeaHuli npu paspabomke
00/1HCHOCMHbBIX UHCMPYKYUL U
K/louesblx nokazamesetll
a¢pppexmusHocmu pabomuukos
noopasoeneHus

Ymemn: ¢popmynupogamb
codepoicaHue 00NHCHOCMHBIX
UHCMpYKYull, npeonoxceHus u
pexkomendayuu no paspabomke
K/I0Uesblx nokazamesell
appexkmusHocmu pabomHukos
noopa3zoesneHust

Baademb: cnocobHoCmbio
paspabambieamb O0AHCHOCMHbIE
UHCMPYKYUU U K/alo4esble
nokasamenu 3¢ggexmueHocmu
pabomHukoe noopazoeneHus

IIK-8.2:

3Hamb: 0CHO8Hble Memoobl,
npuembl, cpeocmed u MemoouKy
pazpabomku mekywux u
nepcneKmueHbIX N1IAHO8 pabomal
noopasodeneHust

Ymemb: cocmasensampb mekywutl
U nepcnekmueHblli n1aH pabomalt
U Npo8oOUMb OYEHKY €20
8bINO/HEHUS]

Bnademb: Hasbikamu
pazpabomku mekywjux u
nepcneKmMueHbIX NIAHO8

pabombi

ITIK-8.3:

3Hamb: cucmembl
e3aumodeticmsusi ¢
noopasoeneHusIMuU C Yeabto
onpedeseHusi 3a0au no
npasogomy obecneueHuro
Ymems: ¢popmynupogamb
060CHOBAHHbBIE NPEOAONCEHUS N0
ocyujecmesneHuro
83aumodelicmagusi ¢ Opyaumu
noopasoeneHusmu
Bnadems: cnocobHocmblo

¢opmynuposamb NpednoHceHU0

CobecedosaHue

3auém:
loknad




U pekomeHOayuu no
ocyujecmeneHuro
83aumoOelicmeus ¢ Opyaumu

noopasodeneHusimMu

IIK-8.4:

3Hamb: cnocobbl U cpedcmea
OpeaHu3ayuu U KOHMpos
desimeabHOCMU NOOYLHEHHbIX
pabomHukos, cnocobbl u
MemoObl NpuHAMuUsl
ONMUMAABLHBIX yNpasneH4ecKux
peweruii no desmenbHocmu
NOOYUHeHHbIX pabOMHUKO8
Ymemb: opaaHu3o8bleamn,
ynpaensimb, oyeHusamn u
KOHMpOoAUposamsb
OesimenbHOCMb NOOYUHEHHbIX
pabomHukos

Bnademb: Hagbikamu
ope2aHu3ayuu, ynpagneHus u
KoHmposs 3a pabomoti

NOOUUHEHHbIX pabOMHUKO8

IIK-8.5:

3Hamb: 0CHOBHble Memookbl,
npuembl u cpedcmea
IIGHUPOBAHUSL U Op2aHU3ayuul
06yueHust NOOUUHEHHbIX
pabomHuKos, cucmembl
mpeboeaHuli K opeaHusayuu
06yueHUs NOOYUHEHHbIX
pabomHukos

Ymemb: cocmaensamp naaH
opeaHu3ayuu odyueHus
NoOUUHeHHbIX paboMHUKO8,
nomozams 061ademb HA8bIKAMU
npuMeHeHUsl NO/AYYeHHbIX 3HAHULl
pabomHukamu Ha npakmuke
Bnademb: mpaduyuoHHbIMU U
UHHOBAYUOHHbIMU
mexHon02uAMU 0OYUeHUs
NOOUUHEHHbIX pabOMHUKO8 0151
NIGHUPOBAHUSA U Op2aHU3ayuU Ux

obyueHus

IIK-9: Cnocoben
npuHUMams
onMuMdasbHble
ynpaeneHueckue
peweHust

TIK-9.1: 3Haem memoObl
YynpaeneHusi npoeKmamu
IIK-9.2: Ocywecmensiem
no020mMoeKy U npuHAmus
ynpaeneHuecKux peweHull ¢
Yyuemom ux coomeemcmaust
mpe6o8aHusM CA0MHCUBLILXCS

ITIK-9.1:

3Hamb: 3Manbl HCU3HEHHO20
YUK/A NpoeKkma; 3manbl
paspabomku u peanusayuu
npoexkma; memoobl pazpabomxu
U ynpae/ieHusi npoeKmamu
Ymemb: paspabambieamsb

CobecedosaHue

3auém:
loknad




ycnosuli ynpaeneHus
TIK-9.3: Bradeem Hasblkamu
oyeHKu 3¢pgpekmusHocmu
NpUHUMAeMmblx
ynpasneHuecKux peweHuli
TIK-9.4: Pa3pabambigaem
cucmemy npedomepaujeHus
1opuduyecKux puckos

npoeKkm ¢ yuemom aHaiusa
a1bMepHamMueHbIX 86apUAHMO8
e20 peaausayuu, onpedensimb
yesegble 3Manbl, OCHOBHbIE
Hanpaenexust pabom;
06BsCHUMD Yeau u
copmynuposams 3adauu,
ces13aHHble ¢ N0020MOoBKoll U
peanuszayueti npoekma,
ynpaensimb npoeKmom Ha ecex
IManax e2o HCUIHeHHO20 YUKAa
Baademb: Memoouxkamu
pazpabomku u ynpagneHust
NpoeKmoM; mMemooamu oyeHKU

a¢ppexmugHocmu npoekma

IIK-9.2:

3Hamb: cucmemy mpebogaHutii K
op2aHu3ayuu ynpasneH4eckoil
desimenbHOCMU, NOO20MOBKE U
NPUHSMUIO ynpaeneHuecKux
pewleHull; cucmemy oyeHKu
ynpassneHuecKux peweHull ¢
yuemom ux coomeemcmaust
mpeboBaHUSM CA0MHCUBLUUXCS
ycaosuli ynpaeneHus

Ymemb: nodeomaenuseams u
NpUHUMAamb ONMUMAbHble
ynpas/neHuecKue pewieHust;
npogooumb aHaau3
a¢pekmusHocmu npuHUMaembIx
ynpasneHuecKux peweHuli
Bnademb: HagbiKamu
No020MOo6KU U NPUHAMUs
ynpaeneHyecKux peweHuti ¢
yuemom ux coomeemcmaust
mpebo8aHuUsM CA0MHCUBLULIXCS
ycnoguil ynpagneHusi; HaebiKamu
oyeHKu 3chpekmusHocmu
NPUHUMAeMbIX ynpasneHuecKux
peuwieHull HenocpedCmeeHHO Ha
npaxkmuxe

IK-9.3:

3Hamb: 8udbl ynpaeneHueckux
peuueHuli U Memoobl UX
npuHsmust; Memoobl OYeHKU
NPUHSMbIX yNpaeneHuecKux
peweHutl

Ymemb: oyeHusams ycnosus u
nocnedcmausi NPUHUMAembix
0p2aHU3AYUOHHO-

ynpaeneHuecKux pewleHuil




Bnademb: memooamu
peanuzayuu

OCHOBHBIX YNpasneHuecKux
¢yHKyull; Memooamu OyeHKU
3¢hpekmusHoCmMuU NPUHUMAEMbIX

ynpaeneHuecKux pewieHutl

TK-9.4:

3Hamb: 0CHOBHble MemoObl
pelueHuss cmaHOapmHblx 3a0au
npedomepaiyeHus 1opuouyecKuUx
puckos

Ymemb: paspabambieamb HO8ble
MemoObl pellieHust OYeHUBaHuUsl U
npedomepaiyeHus 1opuouyecKUx
puckos

Baademsb: memooamu
paspabomku HOBbIX Memooos
peuleHust HeCmaHOapMHbIX
3a0au, oyeHusaHus u
npedomepauyeHus IopuouUecKUx
puckos

3. CTpyKTypa U cojepKaHHe AUCIUILIUHbI

3.1 TpyAa0eMKOCTb AUCLUII/IUHBI

ouyHas 3a04yHasn
O01ias Tpy/j0eMKOCTB, 3.e. 1 1
Yacos 1o yue0HOMY IJIaHY 36 36
B TOM YHCJIe
ay/JUTOpPHBIE 3aHATHA (KOHTaKTHas padoTa):
- 3aHATHUSA JIeKIIHOHHOT'0 THIIA
- 3aHATHSA CEMHUHAPCKOro THINa (MpaKTHYecKue 3aHATHs / 1abopaTopHbie 4
padoThI)
- KCP 1 1
caMocTosATe/IbHasA padoTa 29 25
IIpomexyTouyHas arrecTanusa 0 4
3auét 3auét

3.2. CozepxaHWe JUCLUIIIMHbI

(cmpykmypupogaHHoe no memam (pazdenam) C yKasaHueM OMEe0eHHO20 HA HUX Koauuecmed

akademuuecKux 4acos U 8uobl yuebHbIX 3aHamutil)

HanmMeHoBaHue pa3/ie/ioB ¥ TeM AWUCLIATUIMHbI

Bcero (uachi)

B TOM UHcC/e

KonTakTHas pabora (paboTa Bo B3aMOAEHCTBUI
C MpernozaBaresieM), Yachl U3 HUX

3aHATHS

3aHATHS Bcero

CamocrosTepHas
pabora
obyuatorerocs,
Yackl




CeMHHapCKOro
THIA
JIEKIIMOHHOTO | (IpakTHUuecKue
THMA 3aHsTHs1/nabopat
OpHBIe paboThI),
Yackl

0 3 0 3 0 3 0 3 0 3
¢ o o) o) o) ¢ ¢ o) o o)
0 0 0 0 0 0 0 0 0 0
Tema 1. [TpodeccroHanbHBIN CTaTyC CeKpeTapsi pyKOBOAUTETIS. 5 3 1 0 0 1 1 1 4 2
Tema 2. [IpaBoBbIe OCHOBBI [|eSITE/ILHOCTH CeKpeTapst
OpraHU3aLMOHHOTO U JOKyMEeHTALIOHHOT0 0becrieueHust 5 4 1 0 0 1 1 1 4 3
JlesITe/IbHOCTH PYKOBOZUTEJISI.
Tema 3. OpraHusaiiysi TOBCeHEBHOU [iesiTe/IbHOCTU 45 45 0 0 05 05 05 05 4 4
PYKOBOZAUTEISI.
Tema 4. OcobeHHOCTH OpraHU3alliy [|e/I0BBIX MEPOIIPUSATHI C 5 5 0 0 1 1 1 1 4 4
yuacTheM pyKOBOJUTe/Is.
T i
ema 5. lHbopMalioHHOe obecrieueHye fiesTelbHOCTH 5 5 0 0 1 1 1 1 4 4
PYKOBOZAUTESI.
Tema 6. [lokyMeHTHpOBaHHe TIOBCeJHEBHOM [1esITe/IbHOCTH. 5 5 0 0 1 1 1 1 4 4
Tema 7. be30KyMeHTHast KOMMYHUKALMS. 55 | 45 0 0 0.5 0.5 0.5 | 05 5 4
ATTecranust 0 4
KCP 1 1 1 1
HWtoro 36 36 2 ‘ 0 ‘ 4 ‘ 6 7 7 29 25

Cojep>xaHue pa3/e/ioB U TeM AUCIUIUTUHBI

Tema 1. ITpocheccroHanbHbIN CTaTyC CeKpeTapsi pyKOBOJUTeIS.

1. WicTopus pa3BUTUS CEKPETapCKOM /lesiTe/IbHOCTH.

2. 3HaueHHe OPraHU3alMOHHOTO U JIeJIONIPOM3BO/ICTBEHHOr0 obecrieueHHst O(HCHBIM I1ePCOHATIOM
JlesiTe/IbHOCTH PYKOBOJUTEJISI B COBPEMEHHBIX YC/I0BUSIX.

3. Kateropuu o¢ucHoro rnepcosana.

4. OnTrManbeHBIe CTPYKTYPbI OQHCOB, TIPHEMHBIX PYKOBOAUTE M.

5. Posnb cexkpeTapsi B CTPYKTYpe J0KYMeHTALMOHHOT0 0becriedeHHs yIipaB/ieHysl opraHu3anyeil. BivsHue
MaciiTaboB M HarpaB/IeHUH /IesITeTbHOCTA (UPMBI Ha OpPraHM3alMoOHHOe U MH(pOPMaLMoHHOe obecrieueHue
JlesiTe/IbHOCTH PYKOBOJUTEJIS.

Tema 2. HpaBOBbIe OCHOBBI AedATe/IbHOCTH CeKPeTapsd OPraHrU3alJUOHHOTI'O U JOKYMEHTalJMOHHOI'O obecrieueHust
AedaTe/IbHOCTHU PYKOBOAUTEIA.

1. CprKTypa 3aKOHO,Z[aTeHBHOI>’I n HOpMaTHBHO—MeTOAH‘JECKOﬁ 0askbl 110 AOKYMEHTALIMOHHOMY obecrieueHuI0
yIipaBJ/I€HHS.

2. TpynoBoii KoZieKC B paboTe ceKpeTapst pyKOBOAUTEIS.

3. depnepanbHbBIe 3aKOHBI, PETYIUPYIOLINE OTAeNbHbIE aCTIeKThI JOKYMEeHTUPOBAHUS 1 pabOThI C JOKYMEHTaMHU.
4. HopmaTUBHO-MeTOAUYeCKUe aKThbl I10 /1e/IONPOU3BOACTBY U apXUBHOMY Jielly.

5. HopmupoBaHue 1 oxpaHa TpyZa ceKpeTapsl.

6. BHyTpuyupex/jeHueckast peryiaMeHTalys IesTe/IbHOCTU B IO/DKHOCTHON ¥ 00yUarolel MHCTPYKIUH
cekpeTaps.

Tema 3. Opranusanusi IOBCeAHEBHOU JesiTeTbHOCTHA PYKOBOJUTES.

1. Ob1ee cofep>kaHue MOBCEAHEBHOM /1esiTe/TbHOCTH PYKOBOJIUTEJIS], €e COCTAaBJISIOLINE U K/TFOUeBbIe
HaripaBJ/leHUsl.

2. OCHOBHBIe 3a/]auu CeKpeTapsi B 00/1aCTh OpPraHU3aLlMOHHOTO 00ecrieueHusl OBCeJHEBHOM /eI TeTbHOCTH




PYKOBOJUTES.
3. OCHOBBI [TEPCIIEKTUBHOTO [/IaHUPOBAHUS PYKOBOJUTEJISL.
4. MeponpusTus, CBI3aHHbIE C HAYa/I0M HOBOT'O JIe/I0TIPOM3BO/CTBEHHOrO rojia

Tema 4. Oco6eHHOCTH OPraHU3aLIMH JIe/IOBBIX MEPOTIPHUSTHIA C yUacTHeM PYKOBOJUTETS.
1. OcobeHHOCTH OpraHu3aly COBelljaHH.

2. Pabota cekpeTapsi Ipy MOJTrOTOBKEe COBEIaHHH.

3. OcobeHHOCTH OpraHU3aly MpUeMa TTOCeTUTEIeH.

4. ITpueM 110 [e/I0BbIM BOIIPOCAM.

5. IIpyem 1o JIMUHBIM BOIIPOCAM.

Tema 5. lndopmarionHoe obecrieueHne [jesiTeTbHOCTH PYKOBOUTES.
1. YnpaBnieHve AoKyMeHTaLien.

2. OpraHusauus JOKyMeHToobopoTa.

3. Opranusanys KOHTPOJIS UCIIOJTHEHNS JOKYMEHTOB.

4. OpraHusauysi XpaHeH!s JOKyMEHTOB.

Tema 6. [JoKyMeHTHPOBaHUe NTOBCEeJHEBHOM [1eATe/IbHOCTH.

. O61mue TpeboBaHMS K MOJTOTOBKE TIPOEKTOB JJOKyMEHTOB.

. IToArOTOBKA MPOEKTOB TMPHUKA30B.

. IloAroToBKa poeKTOB MUCEM.

. IToAroToBKa NPOEKTOB /IOK/IaZI0B TI0 KaZipaM.

. OcobeHHOCTH TIOATOTOBKU JJOKYMEHTOB /1711 TIPe/l0CTaB/IeH s OTITyCKa.

. OcobeHHOCTH TIOATOTOBKH JIOKYMEHTOB /I/IsI HalTpaB/IeH!sI B KOMaH/IUPOBKY.

. Oco6eHHOCTH TIOATOTOBKH JOKYMEHTOB /17l IPUMEHEHHUsI TIOOIIPEHUsT MW HaKa3aHUsl.

0O NN Ul A WN -

. [TogroroBka MpoeKTOB HOPMaTUBHBIX aKTOB, JOKYMEHTOB BHYTPEeHHe! JOKyMeHTaL[1H.

Tema 7. be30KyMeHTHasi KOMMYHUKaLIKs.

1. TToBCceziHEBHOE /Ie/IOBOE ODIIEHNUE.

2. OcobeHHOCTH NTOBCEIHEBHOIO 001IIeHNs 10 Tesle(oHy.

3. OcobeHHOCTH MTOBCEIHEBHOTO OOIIIEHHSI TI0 3IEKTPOHHOM TouTe.

4. Begenre pabouux 3arnvceli B IPOLIeCCe MOBCeIHEBHOM /1eSITeIbHOCTH.

4. YueOHO-MeToANUYeCKOe ofecrieyeHHe CaMOCTOSITe/TbHOW PadoThI 00yJarouxcst

CamocrosiTenibHasi paboTa 00ydvaroIuxcsi BK/IrOUaeT B Ce0si MOATOTOBKY K KOHTPOJIbHBIM BOMPOCAM U
3a/IlaHUSAM [IJIs1 TEKYILEro KOHTPOJS W TPOMEXKYTOUHOM aTTeCTalldd MO0 UTOraM OCBOEHMs JUCLIUM/TUHbBI
TIPUBE/IEHHBIM B I1. 5.

[poriecc oGyueHus MO AUCLIUIIUHE CTPOUTCS C UCTIOTh30BaHHUEM aKTUBHBIX METOZIOB: COUeTaHHe
ayJIUTOPHBIX 3aHITUN M CAMOCTOSATEIbHOM paboThl. OO0yueHHe MOXKET OCYIIECTB/SATCS C
rcrosib3oBanreM CII0 MOODLE, rae pa3melijeHbl Bce HEOOXOAMMbIe MaTepHasbl Kak JJist
obecrieueHust ayIUTOPHOM, TaK ¥ CAMOCTOSITe/TbHOW PaboThl.

AyUTODHBIe 3aHSTHS BK/IIOUAIOT B ce0sl IeKIUU, KOTOPble MOT'YT MPOBOJUTLCS KaK HerloCpeICTBEHHO
B ay/IMTOPHWH C Mperno/iaBareseM, Tak U OCPe/ICTBOM BUEOKOH(EPEHLICBS3H.

[1711 TOJTHOTO YCBOEHHs Kypca HeoOX0AUMO COueTaHHe ayAUTOPHBIX 3aHATHN U CaMOCTOSTeTbHOU
paboThL.

AynuTopHbIe JIeKLMY TIPOBOJSATCS HEMOCPeACTBEHHO Mpero/iaBaTesieM JUCLUIUIMHGI B ayUTOPUH,
mibo mocpeICTBOM KOH(epeHLICBS3U C UCIT0/Ib30BaHUEM TeXHUUECKHUX CPeJICTB (MHTepeT, «CKauI» 1



Ip.). [Ipu uTeHuM JIeKLUM UCTIONMB3YIOTCSl 00bSICHUTE/TbHO-WITFOCTPAaTUBHBIN METO/, C 3/IeMeHTaMu
Npo6IeMHOTO U3/0KeHUs yuebHOoM nH(opmaru (MOHOOTMUeCKOH, ThaoruuecKoi uin
3BpUCTHYeCcKOoi). CTyieHTaM peKOMeH/yeTCs 3alMChIBaTb OCHOBHBIE Te3UCHI JIEKLIMU (BeCTH KOHCITEKT
NIeK1[UM), TaK ke peKOMEeH/1yeTCsl 3a/1aBaTh Mpero/aBaTesito BOMPOCHI [0 TeEMe JIEKL[UH.

OOGyueHwue 110 JUCLIMTITMHE TIPe/ITIoJiaraeT TaK ke OCBOeHHe JIeKIIMOHHOTO MaTepuarna,
pa3paboTaHHOTO TIpero/iaBaTe/IIMHU - aBTOpaMH Kypca 1 pa3meliienHoro B CZIO MOODLE.

Jlek1uu, MOATOTOB/IEHHBIE TI0 Ka)K0M TeMe MOAY/JIs, SIB/ASIOTCS KPaTKUM (Te3HMCHBIM) U3/10)KEHUEM
TeM, COJiepyKaT U pacKpbIBAalOT OCHOBHbBIE, HanboIee 3HaUMMbIe BOITPOCKHI MOYJIs. VI3ydeHue JIeKI|i
SIBJISIeTCsT 00s13aTe/IbHBIM, TIOCKOJ/IbKY B HUX:

- PacKpbIBalOTCS OCHOBHBIE TOHSTHS, OTIpe/Ie/sIFOTCS MPU3HAKM MPAaBOBBIX KaTeTOPUM U MHCTUTYTOB;
- Pa3bsICHSIETCST CMbIC/I TTPABOBBIX HOPM;

- COZlep>KaTcsl CChIIKA HAa KOHKPeTHbIe HOPMATHBHbIE MIPAaBOBbIe aKThl, UHbIE PAaBOBbIE aKThI U
CyZnebHYIO TTPAKTUKY;

- Coflep>KaTcsl CChIKA Ha UCTOYHUKY JIMTePATYPbl, MOCBSIeHHbIe COOTBETCTBYIOLLel TeMe.
[TpakTUueckue 3aZlaHKst MOT'YT MPelyCMaTPUBATh aHA/IM3 HAYUHBIX MPo6ieM, pa3dop MpaKTUUeCKUX
CUTYaL[|i, aHa/Mn3 CyAeOHOM MPaKTHKH U [JID.

YuebHO-MeToMueCcKoe obecrieyeHre CaMOCTOSITeNIbHON paboThl 00yUarOLXCs

CPC HarpaB/ieHa Ha pellieHre CIeIyIOIIUX 3a/1au B rpotecce GopMUPOBaHUS Y CTYJEHTOB
TpebyeMbIX KOMITETEeHLIUH:

- pa3BUTHE U COBEPIIIEHCTBOBAHME HABBIKOB IMOMCKa U 00paboTKu (aHanmu3a, 060011eHus,
CUCTEeMAaTHU3all|MK) TIPaBOBOW ¥ UHOW MH(OPMALIWH, B T.U. HABBLIKOB PAabOTHI C HOPMAaTUBHBIMU
MPABOBBIMU AaKTaMU, aKTAMH [TPAaBONIPUMEHUTETbHOM MPAKTUKY;

- Pa3BUTHE HABLIKOB PAbOTHI C FOPUIMUECKUMH JOKYMeHTaMu (TIOAr0TOBKa, 0(hOpM/IeHHe, aHa/N3);
- Pa3BUTHE HABLIKOB TOJKOBAHHSI IPaXK/IaHCKO-TIPABOBBIX HOPM, TIPABOBOM KBa/HU(pUKaLN
IOPU/INUECKU 3HAUUMBIX 0OCTOSITEILCTB COLMATBHOM CUTYALINY;

- Pa3BUTHE U COBEPIIIEHCTBOBAHKE Y CTYAEHTOB CIIOCOOHOCTEH (hOPMUPOBaHHsSI COOCTBEHHOM
TIPABOBOM MO3UIIMH, €e apryMeHTalUi U 3allUThI.

CamocrosiTenibHast paboTa CTy/ieHTa IpeAIo/iaraeT u3yueHre HOpMaTUBHBIX aKTOB U JIMTEPATYPBI,
BBITIO/THEHHE 3a/IaHKH 110 KYPCYy U TECTOB, ITOJTrOTOBKY K ayIMTOPHBIM CEMUHAPCKUM M TIPAKTHUECKUM
3aHSITHSIM, BBITTO/THEHYE KyPCOBOM PabOThI, TIOArOTOBKA K IPOMEXXYTOUHOM aTTeCTAL[UH TI0
IHCLIATUTHHE.

[Tpome)xyTouHasi aTTecTaLus 10 AUCLUIIMHE «OpraHn3aloHHO-MH(OpMaLMOHHOe obecrieyeHue
JlesITeIbHOCTA PYKOBOZIUTEs» POBOAUTCS B (hopme 3aueta. K 3aueTy no yueOHOI AUCHUTIIMHE 10
TIpe/iCTaB/IeHUIO Mpero/iaBaresis, Beyllero ayJUTOpHbIe 3aHATHS, U PelleHNI0, IPUHATOMY Ha
3acesaHru Kadeapbl, He OMyCKAlTCs 00yJaromecs:

1) mpornyctuBmme 6omee 50% MpakTUUECKUX ¥ CEMHUHAPCKUX 3aHSITHH;

2) He TIPOLIeAIIIVE WK BLITIOJIHUBILIE Hey/I0B/IeTBOPUTEIHEHO KOHTPOIbHBIE 3a/jaHust 110 4 1 Hosiee
TeMaM Kypca (pelleHre CUTYalMOHHBIX 3a/la4, TPOXO0JKeHre TeCTUPOBaHus, aHa/In3 UCTOPUYECKUX
HWCTOYHUKOB).

3ayeT MPOBOJUTCS B yCTHOM (popMe 110 yTBePKAEHHBIM 3aBeIyIOLIM Kadenpoii buneram.
OObs3aTeNIbHOM SB/ISIeTCS TIOATOTOBKA CTYA€HTOM Pa3BEPHYTOTO OTBETA IO CYIIIeCTBY BOIIPOCOB
9K3aMeHallMOHHOT0 OuieTa, Ha UTO OTBOJUTCS He MeHee 45 MuHyT. Ha 3auere He iomycKaeTcst
Ha/Mure y 00yJaroupxcsi MOCTOPOHHUX TIPeIMETOB, B TOM UHC/Ie TEXHUUECKUX YCTPOMCTB
(MOOW/IBEHBIX Tesie)OHOB U TIP.), TT0JIb30BaHHE KOTOPBIMU MOYKET 3aTPy/JHUTH JIM0O CenaTh



HEBO3MO>KHOH 00HeKTUBHYIO OLI€HKY pe3y/IbTaTOB IIPOMEXYTOUHOM aTrTecTariui. OOyuarormecs,
HapyILUUBIIIMe TIpaBU/Ia TIPOBe/IeHUs 3aueTa, 110 PelleHHI0 SK3aMeHaTopa 1 3aBe/lytoliero
COOTBeTCTBYHOLeH Kadeapoit MOTYT ObITh yAaaeHbl U3 ayiuTOpun. [1py 3TOM B 5K3aMeHallMOHHYIO
BeJIOMOCTb YJa/IEHHOMY C 9K3aMeHa CTYZeHTY TIPOCTaBJISIeTCsl OLIeHKa «HeY/J0B/IeTBOPUTeTbHO». [1pu
TIPOBE/IEHUH 3aueTa B yCTHOU (hopMe I10 SK3aMeHal[MOHHBIM Or/ieTaM OL[eHUBAKOTCs 001ee
TOHMMaHWe CTYZeHTOM COJiepyKaHUsl U CTPYKTYPhI BOTIPOCA, TIOTHOTA PACKPBITHS KaXKJ0r0 U3
3JIEMEHTOB BOIIPOCA, CTeIeHb B/iafieHHst 0a30BOM IOPHUANUECKON TePMUHOJIOTHEH, TOHUMaHHe
MIPUMEHUMOCTH U 0COOEHHOCTel TIPaKTUYeCKOT0 UCI0/Ib30BaHUSI U3/laraeMbIX TeOPeTHYeCKUX
TI0JI0)KeHUH. DK3aMeHaTop /il yTOUHeHHUsI OLIeHKH BIpaBe 3a/laBaTh JIOTIOTHHATE/IbHbIE BOTIPOCHI,
MpelyCMOTPeHHbIe paboueii TpOrpaMMOiA.

YpoBeHb 3HaHUM, 00yUarOIIUXCS OTIPe/IeNsIeTCsl CJIeAYIOIIMMY OLeHKaMHU: 3a 3aUeT «3auTeHO», «He
3aUTeHO», 3a 9K3aMeH «IIPEBOCXO/IHO», «OT/IMUHO», «OUEHb XOPOIII0», «XOPOILIO»,
«yJIOBJIETBOPUTE/ILHO» U «HEYIOBI€TBOPUTE/TBHOY.

5. @OoHA OLEHOYHBIX CPeACTB [/l TeKyIllero KOHTPO/isi YyCIIeBaeMOCTH U IPOMEeXYTOUYHOU
aTrTecTalyH M0 JUCLHII/IHHE (MOAY/II0)

5.1 TunoBbie 3a/laHHUA, HEOﬁXO}II/IMbIe AJId OL€éHKM Ppe3y/ibTdTOB 06y‘IEHl/Iﬂ npu mnpoBejeHHUU
TEKYIIEero KOHTPOJ/IA yCII€eBA€MOCTH C YKd3dHHUEM KPUTE€PHUEB UX OLl€HUBAHUA:

5.1.1 TunoBble 3ajaHusi (oueHouHoe cpeacTtBo - CoOeceoBaHue) /i OLlEHKH
copmupoBanHocTu KomnereHiuu OITK-7:

Tema 1. IIpodeccnoHanbHBIN CTAaTyC ceKpeTapsi pyKOBOJUTe/IA.

1. Wcropus pa3BUTHUs CeKpeTapCKOM /iesiTe/IbHOCTH.

2. 3HayeHHe OPraHU3aLMOHHOTO U [IeJIONPOM3BO/ICTBEHHOT0 obecrieueHus: 0(HCHBIM MepCOHAIOM
JesITelTbHOCTH PYKOBOJUTESI B COBPEMEHHBIX YCIIOBHSIX.

3. Kareropuu oducHoro nepcosarna.

4. OnrtvMainbHBIe CTPYKTYPbI OHCOB, TIPHEMHBIX PYKOBOAUTEeM.

5. Posb cekpeTaps B CTPYKType ZJOKyMeHTalOHHOro o0ecrieueHus yripaB/ieHHs opraHy3saryeil. BiusiHue
MaciuTaboB ¥ HarpaBJIeHUH /1eSITeTbHOCTH (UPMBI Ha OpPraHM3aliOHHOe U MH(POPMaLOHHOe
obecrieueHue JieaTelbHOCTH PYKOBOJUTEIIS.

Tema 2. IIpaBoBbIe 0CHOBBI A€ATEILHOCTH CeKpeTaps OPraHU3aljMOHHOr0 ¥ A0KYMEHTal[HOHHOI0 00ecreyeHus AesATeTbHOCTH
PYKOBOAUTe/IA.

1. CTpyKTypa 3aKOHOZATeJbHON ¥ HOPMAaTHBHO-METOJUUeCKOl 6a3bl 10 JOKYMEHTAI[HOHHOMY
obecrieueHu0 yrpaBieHMs.

2. TpynoBoii KoZieKC B paboTe cekpeTapsi pyKOBOJIUTETS.

3. depepanbHbBIe 3aKOHBI, PETYIUPYIOLINE OTAebHbIE aCIIeKThl JOKYMEeHTUPOBaHUS U paboThl ¢
[IOKyMEHTaMH.

4. HopMaTHBHO-MeTOANUeCKHe aKThl 10 eJIOTPOM3BO/CTBY M apXUBHOMY JieJTy.

o

HopmupoBaHnue 1 oxpaHa Tpy/ia ceKpeTapsi.
6. BHyTpuyupex/eHuecKas perJlaMeHTaIus AesTeTbHOCTU B IO/DKHOCTHON M 00yUaroi|el HHCTPYKIUU
cekpeTapsi.

Tema 3. OpraHu3aifusi H0BCeJHeBHOH /ieATe/IbHOCTH PYKOBOJUTE/ISA.

1. O6iijee cofep>kaHue TTOBCEAHEBHOM /1eSITETBHOCTH PYKOBOIUTEJIS, €€ COCTABJISIOIINE U K/TFOUeBbIe
HarpaB/IeHUs.

2. OcCHOBHBIe 3a/lauu CeKpeTapsi B 00/1aCTh OpPraHU3alMOHHOT0 00ecrieueHus! OBCeJHEBHON
JIesITe/TbHOCTH PYKOBO/IUTETS.



3.
4,

5.1.2

OcHOBBI TEepCIIeKTUBHOI'O IJ/IaHWPOBaHUA PYKOBOAUWUTEJIA.
MepOHpI/IHTI/IH, CBsI3aHHbIe C HAa4Ya/IOM HOBOTI'O JeJIOIIPOM3BOACTBEHHOT'O IroJa

TumnoBble 3afaHus  (omeHouHoe cpeactBo - CoOecejoBanue) s

cpopmupoBanHocTu KomnereHyuu ITK-8:

Tema 4. Oco0eHHOCTH OpPraHU3aUH JAe/I0BbIX MEPONPUATHH C yJacTHEM PYKOBOJUTEIS.

1.
2.
3.
4.
5.

OcobeHHOCTH OpraHU3alii COBELaHUH.

PaboTa cekpeTapsi Ipu NOATrOTOBKE COBEIAaHUH.
Oco6eHHOCTH OpraHU3aLiK MIpHUeMa MoCeTUTe el.
[IpueM 1o Ae0BBIM BOIPOCaM.

[Ipuem no TMYHBEIM BOMPOCaM.

Tema 5. UndopmanuoHHoe ofecrieueHne JesATeTLHOCTH PYKOBOAUTE/ISA.

1.
2.
3.
4.

5.1.3

YnpasneHue JOKyMeHTaL[eM.

Opranu3zanus JoKyMeHTo000poTa.

Opranusanyst KOHTPOJIsE UCTIO/IHEHUSI JOKYMEHTOB.
Opranu3zanust XxpaHeHus! JOKYMEeHTOB.

TunoBble 3asaHusi  (omeHouHoe cpeactBo - ColecegoBanme) s

copmupoBaHHocTH Komnerennuu ITK-9:

Tema 6. [loKkyMeHTHpPOBaHHe OBCeJHEBHOM /IeATeTbHOCTH.

1.

Nk WwWwN

8.

O6miue TpeboBaHuS K MOTOTOBKE TIPOEKTOB JOKYMEHTOB.

ITogroroBka NMpoeKTOB MPUKa30B.

IMoaroToBKa MPOEKTOB TIHCEM.

IToAroTOBKA MPOEKTOB /IOK/IA/I0B TI0 Ka/IpaM.

Ocob6eHHOCTH TIOZTOTOBKU JJOKYMEHTOB ZIJ1s1 PeJOCTaB/IeHHsT OTITYCKa.

OcobeHHOCTH TIOJITOTOBKY JJOKYMEHTOB /IJisl HallpaB/ieHHs] B KOMaHTUPOBKY.
Oco6eHHOCTH TIOZITOTOBKH JJOKYMEHTOB /151 IPUMEeHEeHUs TIOOIPEeHHsT UM HaKa3aHUs.
IMoaroToBKa MPOEKTOB HOPMATUBHLIX aKTOB, JOKYMEHTOB BHYTPEHHeH JOKYMeHTAL[HH.

Tema 7. Be3fokyMeHTHasi KOMMyHUKAaIU.

1.
2.
3.
4.

[ToBceHEBHOE [IeI0BOE 00IIeHNe.

Oco6eHHOCTY TIOBCEAHEBHOTO 001I[eHus 110 Teie(oHy.

OcobeHHOCTH TIOBCEHEBHOTO O01IeHNs TI0 3/IEKTPOHHOM ouTe.
Bezienue pabounx 3amnuceit B poriecce MOBCEHEBHOM /IeATETLHOCTH.

Kpurepuu oueHuBanus (oneHouHoe cpecTBo - CobecefoBaHme)

OL|€HKH

OL[€eHKH

OueHka Kpurepuu onjeHrBaHUs

3a4Te€HO  BOIPOCY. BiazieeT TeopeTHUECKMM MaTepHaioM He HiKe 0a30BOTO yPOBHs, OTBeuaeT Ha
JIOTIOJTHUTE/TbHBIE BOTIPOCHI MPETo/iaBaTesis, He A0MycKas rpyObIX U CyIeCTBEeHHBIX OIIHOOK.

OOyuaronuiics MOHUMAaeT CYyTh PACCMaTPUBAEMOI'0 BOTIPOCA, MOKET BBICKA3aTh CYK/EHHUE 110

He

3a4TeHO

OILINOKU.

OG6yuaromuiicss 0TKa3bIBaeTCs OT OTBETAa Ha BOIIPOCHI, MO0 AeMOHCTPUPYET C/1abyto MoArOTOBKY
10 TEOPEeTHUECKOMY MaTepuany. BiajieeT TeopeTHUeCKMM MaTepUaioM Ha HU3KOM ypoBHe. He
OTBeYaeT Ha /IOTIOJIHUTE bHBIE BOTIPOCH IMOO TIPU OTBETe J0MyCKaeT rpyObie U CyIeCTBEeHHbIe




5.2. OnucaHue KA/l OlleHUBAHUsI Pe3y/IbTaToB 00yueHHs M0 JUCLIMILIMHE NPU MPOMe)XXYTOUHOMN

aTTecTalu

IITkana oneHUBaHUs C()OPMHUPOBAHHOCTH KOMIIeTeHLINH

YpoBen
b
copmu Hey/A0BJIeTBOP Y/A0OBJIETBO O4YeHb
J10X0 X0pOoIIO0 OT/IMYHO MPeBOCX0/{HO
POBaHH UTEe/JIbHO pHMTe/ILHO XopouIo
OCTH
KoMIeT
eHIHH
(uHpUK
aropa
AOCTHIK He 3aUTeHO0 3a4YTeHO
eHus
KoMIIeT
eHIHiT)
YpoBeHb
OtcyTcTBHE YpoBeHb poset
N . 3HaHWH B
3HAHUI MuHuManeH | 3HaHUM B obBeMe YpoBeHb
TeOpeTHUeCcKoro o obneme, ’ 3HAHUH B
YpoBeHb COOTBETCTBY YpoBeHb
MaTepHaa. M JIOTTyCTUMBI | COOTBETCTBY obbeme, .
3HaHUN HIDKe . oLeM 3HaHUH B
HeBo3Mo>XHOCTB 11 ypOoBeHb o1emM COOTBETCTB
MHHUMaJIbHBIX o rporpaMme obbeme,
3HaHUSl | OLIEHUTH MOJIHOTY N 3HAHUM. rporpamme yIOLIeM
o TpeboBaHUI. TOJITOTOBKH TIpeBbILIAOLIe
3HaHUM [Homny1eHo MO/ArOTOBKH rporpamme
Nwmem mecto . JonymeHo M IIpOrpammy
BCJIE/ICTBHE MHOTO . Jony1eHo TO/IFOTOBK
rpyOble OIUOKH HECKOJIbKO MO/IOTOBKHU.
OTKaza HerpyObIx HECKOJIbKO u. Ombok
HeCyll[eCTBe
obyuarolerocs ot omrbok Herpy6bIx HHEIX HeT.
oTBeTa ommbok
oboK
IIpogemoHc
TPUPOBAHBI
[TpomemoHc PHp
[IpogemoHc | Bce
IIposeMoOHC | TpUpOBaHbI
TPUPOBaHbl | OCHOBHbIE
TPUpOBaHbl | BCe
BCE yMeHUs.. IIpogemoHcTp
OCHOBHbIE OCHOBHbIE
OTcyTcTBHE OCHOBHBIE Perenst HWPOBaHkbI BCe
[1pu pereHun YMeHHUS. yMeHusl.
MHUHUMaJIbHBIX yMeHusl. BCe OCHOBHbIE
. CTaH/apTHBIX Perenst Periens! Bce
YMeHUM. PerieHbl Bce | OCHOBHbIE yMeHwUsl.
3a/jau He THUIIOBbIE OCHOBHBIE
HeBo3moxHOCTh OCHOBHbIE 3a/lauu C PeiieHsl Bce
TPOJIEMOHCTPUP | 3ajauu C 3a/jauu ¢
OLIeHUTb Ha/THune 3a/jauu. OT/Ie/IbHBIM | OCHOBHBIE
YMmenus N OBaHbI HerpyobIMH | HerpyObIMU
YMeHUH BrimoniHensr | u 3aJaum.
OCHOBHbBIE omubKaMu. | OIIMOKaMMU.
BCJIE/ICTBHE BCe 33/laHus | HecyllecTB | BbimonHeHbl
yMmeHus. Vimeny | BeinonHeHsl | BbinonHeHbl
OTKasza B [TOJIHOM €HHbIMU BCe 3aJjaHuisl, B
MecTOo rpy0Oble BCe BCe 3a/jaHust
obyyatorjerocsi ot o006BeMe, HO HeZiloueTaM | TOJIHOM
OLIMOKH 3a/laHUs], HO | B IOJIHOM
oTBeTa HEKOTOpble H, obbeme 6e3
He B obneme, HO
d BBITIO/THEH HeJI0UeToB
TI0JIHOM HEKOTOphble
HeJoueTaMy | bl BCe
obbeme C
3a/laHUSA B
HeJoueTaMu
TIOJTHOM
obbeme
Nwmeetcsa
OtcyTcTBUE IIpogemoHc [IpogemoHc
MHHUMaJIbH IIpozsemoHC
0a30BBIX [pu pereHun . TPUPOBaHBI TPUPOBaHbI
bIii Habop TPUPOBaHbI IIpozemMoHCTp
HaBBIKOB. CTaHZAPTHBIX 6a3oBbie HaBbIKU
HaBBLIKOB 6a30BbIe HpOBaH
HeBo3Mo>XHOCTB 3a/jau He HaBBIKU TIPA pu .
st HaBBIKU TIPU TBOpUECKU
OLIeHUTb Ha/Inuyue | TMPOJeMOHCTPUD pelleHruu pelLeHun
HaBbIiku pelLieHus pelLleHnn MOAX0[ K
HaBBLIKOB OBaHbI 6a30BBIE CTaH/,ApTHBI HecTaH/apT
CTaH/apTHbI CTaH/lapTHBI pelleHuo
BCJIE/ICTBHE HaBbIKU. VIMenu X 3a/ia4 C HBIX 3afiau
X 3a/1a4 C X 3azau 6e3 HeCTaH/JapTHBI
OTKaza MecTOo rpy0Oble HEKOTOPbIM 6e3
HEKOTOPbIM ommboK U X 3a/1a4y
obyuarorierocsi OT | OMIUOKK u OLIMOOK U
u HeJJ0ueToB
OTBeTa HeJoueTaMu HeZI0UeTOB
HeZloueTaMu
IITkana oneHMBaHUA [IPU IPOMEXYTOUHOHN aTTeCTaliiu
OueHka YpoBeHBb NOJrOTOBKH




MPEeBOCX0/JHO Bce xkommeTeHIMM (YacTd KOMIIETeHIMH), Ha (OpMUpOBaHWEe KOTODLIX HarlpaBjeHa
JMCLUIVIMHA, COPMUPOBAHBI Ha YDOBHE He HIDKE «IIPEBOCXO[HO», IMPOJEMOHCTPUPOBAHEI
3HaHUS, YMeHWs, B/afieHuss 110 COOTBETCTBYIOLMM KOMIIETEHL[SIM Ha YPOBHE BBIIIe
pe/lyCMOTPEHHOT 0 TIPOrpaMMoi

OT/INYHO Bce KommeTeHIMM (4YacTW KOMIeTeHLMH), Ha (OpMHpOBaHHMe KOTOPHIX HarpaB/eHa
JUCLITUIAHA, COPMHPOBAHBI HAa YPOBHE He HIDKe «OTJIMYHO».

3auTeHo OUYeHb XOpOLI0 Bce KommeTeHIMM (YacTW KOMITeTeHLMH), Ha (OpMHpOBaHHe KOTOPHIX HarpaBieHa
JUCLIMIUIMHA, CHOPMHUPOBAHbI HAa YPOBHE He HIDKe «0UeHb XOPOLLIO»
X0po1I10 Bce KommeTeHIMM (4acTW KOMIeTeHLUH), Ha (OpMHpOBaHHMe KOTOPHIX HarpaB/eHa
JUCLITUTNHA, CHOPMHUPOBAHBI HAa YPOBHE He HIDKE «XOPOILIO».
yAoB/leTBopuTeNnb | Bce KoMmmeTeHIMM (4acTH KOMIeTeHLMH), Ha (OpMHMpOBaHMe KOTODPBIX HarpaB/ieHa
HO JUCLIIUIAHA, C()OPMHPOBAHLI HAa YPOBHE He HIDKe «Y/[OBIIeTBOPHTEIBHO», IIPY 3TOM XOTS OBI
0JjHa KOMITleTeHL{usi ChOpMUPOBaHa Ha YPOBHE «YZOBIETBOPUTEEHO»
HeyjoB/eTBopuTe | X0Ts Obl OjHa KOMIIeTeHLMst CQOPMHMPOBaHA Ha YPOBHE «HEY/|OB/IETBOPUTE/IBHOY.
JIbHO
He 3a4TeHO
TJIOXO0 XoTs1 6bI 0/]HA KOMITETeHLUs1 CHOPMUPOBAHA Ha YPOBHE «ILIOXO0»

5.3 TunoBble KOHTPOJ/IbHBbIE 3aflaHUsi WM HWHbIe MaTepHa/ibl, HeO0XOAMMBbIe A/ OLIEHKHU

pe3y/IbTaTOB O0yueHHsT HA NPOMEXYTOUHOH aTTeCTallMi C YKa3aHHeM KpHTepHeB HX
OLIeHVBaHMA:

5.3.1 TumnoBble 3ajaHus (oLeHOUHOe cpeACcTBO - [lok/aaj) ANA OneHKU CHopMHPOBAHHOCTH
komnerenuu OTTK-7

1.

©®NO U A WN

10.

11.
12.
13.

OcHOBHBIE 3a/lauM CceKkpeTaps B obactu OpraHr3aljHOHHOT'O obecrieueHus HOBCEAHBBHOﬁ AedaTe/IbHOCTH
PYKOBOZMTEJISI.

OCHOBBI ePCIeKTUBHOTO MJIAHUPOBaHUS PYKOBOJUTEJISL.

MepOHpI/IHTI/IH, CBsA3daHHBbIE C HAYa/IOM HOBOI'O J€/I0MTPOU3BOACTBEHHOIO ro/id.
Oco6eHHOCTY OpraHU3aIvy COBeIIaHuH.

Pabora cekpeTapsi pu MOATOTOBKE COBEIIaHUH.

Oco6eHHOCTH OpraHU3aL{|y IpreMa I0CeTUTeIeH.

[Iprem 1o feoBBIM BOIIPOCAM.

HpI/IeM 10 JIMYHBIM BOIIPOCAM.

YripaBieHue JOKyMeHTaLuei.

Opranu3anysi J0KyMeHToo60poTa.

OpraHu3aryisi KOHTPOJISI UCTIO/THEHHUST [JOKYMEHTOB.

OpraHu3alyisi XpaHeHus! JOKyMeHTOB./

O6mue TpebOBaHKUSA K MOTOTOBKE TIPOEKTOB JOKYMEHTOB

5.3.2 TunoBble 3afiaHusi (OLleHOUHOe cpeACTBO - Jlok/ajA) A/l OLeHKH C(OpMHPOBAHHOCTH
kKoMmneTenuu 11K-8

1.

VicTopusi pa3BuTHsI ceKpeTapcKoM JlesiTe/IbHOCTH.

3HavyeHHe OpPraHU3aLIOHHOTO U /Ie/I0NIPOM3BO/ICTBEHHOT0 00ecrieueHust OQUCHBIM TIePCOHAIOM
JesITelIbHOCTH PYKOBOJUTEISI B COBDEMEHHBIX YCI0BUSIX.

Kareropuu oricHoro nepconasna.

OnrtumainbHbIe CTPYKTYPbI OQHCOB, TIPUEMHBIX PYKOBOJUTE M.



5. Ponb cekpeTapsi B CTPYKTYpe AOKYMEHTALMOHHOTO obecrieueHUst yIipaB/ieHrs: opraHui3anueil. BnvsHue
MaciTaboB U HaTpaB/IeHUH JieaTeTbHOCTH (DUPMbI Ha OPraHU3al[MOHHOE Y HH(OpMAITMOHHOE
obecrieyeHue JesITeTbHOCTH PYKOBOAUTEIIS.

6. CTpyKTypa 3aKOHO/IaTe/TbHOU ¥ HOPMaTUBHO-METOANYECKOU 0a3bl 10 JOKYMEeHTal[HOHHOMY
obecrieueHUIO yTIpaB/IeHus.

7. TpyzoBotii KofieKc B paboTe ceKpeTapsi pyKOBOAWTEJISI.

8. dezepanbHbBIE 3aKOHBI, PETYIUPYIOIINE OT/AebHbIE aCITEKThI JOKYMEHTUPOBAHUS U pabOThI €
JIOKyMEeHTaMH.

9. HopMmaTuBHO-MeTOAuYeCcKHe aKThl [0 Je/I0NPOM3BOLCTBY U apXUBHOMY ey .

10.HopmuypoBaHue u oxpaHa TpyZa cekperaps.

11.BHyTprydpeskieHUecKasi perjiaMeHTalus [IesTelTbHOCTH B JO/DKHOCTHOM 1 00y4Jaroltield MHCTPYKIMA
cekpeTapsi.

12.06111ee cofeprkaHue MOBCEAHEBHOM /1eSITe/TbHOCTH PYKOBOJIUTEJIS], €€ COCTABJISOLINE U K/TFOUeBbIe
HarpaB/iIeHUsI

5.3.3 TunoBble 3afiaHusi (OLleHOUHOe CpPeJACTBO - JloK/1ajA) A/l OLeHKH C(OpMHPOBAHHOCTH
kKommneTteHiuu [TK-9

IMToAroToBKa MPOEKTOB MPHKA30B.

IToaroroBka IpoeKTOB IMUCEM.

IToAroToOBKa ITPOEKTOB JOK/IA/IOB TI0 KaJjpaM.

Oco6eHHOCTH MOATOTOBKHU JOKYMEHTOB JI/151 IIPe/i0CTaB/IeHNs OTIIyCKa.

Oco6eHHOCTH MOATOTOBKY JOKYMEHTOB JIJIs1 HarlpaB/ieHHs] B KOMaH/IUPOBKY.
Oco6eHHOCTH TIOATOTOBKHY JOKYMEHTOB [1/1s1 TPUMEHEHHS [TOOLIPeH s U/ HaKa3aHHsl.
IMoAroTOBKa MPOEKTOB HOPMATHUBHBIX aKTOB, JOKYMEHTOB BHYTPEHHe! JOKyMeHTAL[|H.
[ToBceHEBHOE Ae/I0BOe OOIIIeHHe.

Oco6eHHOCTH NOBCeAHEBHOTO 00IL{eHusI 110 TesiedoHy.

10. OcobeHHOCTY MIOBCEAHEBHOTO OOIIIEHUS 10 37IEKTPOHHO MOUTe.

LN AW =

11. Begenue pabounx 3amnuceii B mpolecce MoBCeIHEBHOMU /IeSITe/TbHOCTH

Kputepun onjeHuBaHus (0LleHOUYHOE CPeACTBO - JloKn1an)

OrjeHka KpuTtepuu orjeHMBaHUs

Bce komneTeHIMY (YacTH KOMIIeTeHLIUH), Ha (YOpMUPOBaHHe KOTOPBIX HarlpaB/ieHa JUCLUILIMHA,

3a4TeHo
chopMUpPOBaHbI Ha YPOBHE He HUXKe «YJ0BJIETBOPUTETHEHO».
He
Xots ObI O/fHa KOMITeTeHLIMs1 COPMUPOBaHa Ha YPOBHE «HEY/I0B/IETBOPUTETBHOY.
3a4TeHo

6. YueOHO-MeTOMUECKOEe H HH(OpMaLMOHHOE o00ecrieyeHHe JUCIUILTHHBI (MO/1y/1s1)

OcHoBHas uTeparypa:

1. brikoBa TaTbsiHa AnekcaH/poBHa. JJOKyMeHTallMOHHOe obecrieueHre yIpaBIeHus
(memoripon3BoACTBO) : YuebHoe nocobue / Poccuiickuii ToCy1apCTBEHHBIN T'YMaHUTapHBIN YHUBEPCUTET
PITY. - 2. - Mockga : OOO "HayuHo-u3garensckuii ieHTp MTH®PA-M", 2023. - 304 c. - BO -
bakanaspuart. - ISBN 978-5-16-004805-5. - ISBN 978-5-16-101961-0.,
https://e-lib.unn.ru/MegaPro/UserEntry? Action=FindDocs&ids=836825&idb=0.

2. Ky3uenoB 1. H. /JokymeHTarMoHHOe obecrieueHre yrpasieHus. [JoKkyMmeHT0000poT 1



JIeNIOTIPOM3BO/CTRO : yueOHUK U npakTukyM / U. H. Ky3Hel[0B. - 4-e u3j,. ; riep. u Aor. - MockBa :
FOpaiiT, 2023. - 545 c. - (Beiciiee o6pa3oBanue). - ISBN 978-5-534-16003-1. - TeKCT : 3/1€KTPOHHbIM //
3BC "HOpauTt"., https://e-lib.unn.ru/MegaPro/UserEntry? Action=FindDocs&ids=870988&idb=0.

[ononHuTenbHas TUTepaTypa:

1. lyBanosa H. H. Opranu3aiysi ¥ TeXHOJIOTHs JOKYMEHTAI[MIOHHOTO 00ecrieueH st yIipaB/IeHus :
yuebHuK 1 ipakTuky™m / H. H. [IlyBanoBa. - 3-e u3p,. ; mep. u for. - Mocksa : FOpaiir, 2023. - 247 c. -
(Briciiee obpa3oBanue). - ISBN 978-5-534-16537-1. - Tekct : snekrponHbiii // OBC "FOpaitt"., https://e-
lib.unn.ru/MegaPro/UserEntry? Action=FindDocs&ids=871778&idb=0.

2. TpynoBoi kozekc Poccuiickoit @epnepariuu (HOBbINM) : HopMaTuBHBIE I0KYMeHTEL. - MockBa : OO0
"HayuHno-u3parenbckuii jeHTp MHOPA-M", 2009. - 208 c. - ISBN 978-5-16-003618-2., https://e-
lib.unn.ru/MegaPro/UserEntry? Action=FindDocs&ids=611620&idb=0.

3. KubanoB ApganboH SIKoBieBUY. YTIpaB/ieHHe 1epCOHANIoM OpraHU3aliiu: CTpaTerysi, MapKeTHHT,
VHTepHalMoHaMM3aLus : YuebHoe rocobue / 'ocyjapCTBeHHbIN YHUBEPCUTET YIIpaB/IeHUs;
Boponexxckuii rocyZiapcTBeHHbIN yHHUBepcuTeT. - 1. - MockBa : OOO "HayuHo-u3gaTenbCKUN LIEHTP
NH®PA-M", 2024. - 301 c. - (Boiciiee obpa3zoBanue: Maructpatypa). - BO - Maructpatypa. - ISBN
978-5-16-006649-3. - ISBN 978-5-16-107492-3., https://e-lib.unn.ru/MegaPro/UserEntry?
Action=FindDocs&ids=874845&idb=0.

[TporpammHoe obecrieueHre U VIHTepHET-peCcypChl (B COOTBETCTBUU C CO/IePXKaHUEM IVCIUTIIAHBI):

. InTepHeT-nopTan Accouyaiuu rpodeccoHalbHbIX ceKpeTapeil - www.aps.net.ru.

. OduimaneHeii caiit KoHctutylmonHoro cyaa PO - http://www.ksrf.ru/ru/Pages/default.aspx
. OdurmansHbIi caT BepxoBHoro cyaa P® - http://supcourt.ru/

. OdumanbHBIN caiiT Hukeropogckoro obsiactHoro cyza - http://oblsudnn.ru/

. Odurmanshbii cat [Mpe3uaenta PO — www.kremlin.ru

. OdurmansHbii cait I[MpaBuTtensctBa PO — www.government.ru

. OdurmansHbIi cepBep [1paBuTenbCcTBa MOCKBBI — WWW.IMOS.IU

. [TouckoBasi cicTeMa HOpMaTUBHBIX MPABOBbIX aKTOB I'apaHT — www.garant.ru

. [TouckoBasi cicTeMa HOpMaTUBHBIX MPaBOBbIX akTOB KoHcynbTaHTILmtoc — www.consultant.ru
10. CekpeTapckoe zeno — npodeccruoHanbHbIN XXypHasl AJisi ceKpetapeil. - www.sekretarskoedelo.ru.
11. CepBep opraHoB rocyZ,apCTBeHHOU Bj1acTH P® — www.gov.ru

© 00 NN Ul A WIN -

7. MaTepHua/IbHO-TeXHHYECKOoe o0ecreyeHHe JUCHUIIMHBI (MO /1)

YueOHble ayUTOpWU [/ TIPOBeJieHHs] y4eOHbIX 3aHATHM, MpPeAyCMOTPEeHHBIX 00pa3oBaTenbHON
MIPOrpaMMO#, OCHall[eHbl MYJbTUMeAUNHBIM 000pyZoBaHUeM (TIPOEKTOp, 9KpaH), TeXHUUeCKUMHU
cpezicTBaMHU 00yueHUsl, KOMIIbIOTePaMH, CTeL{Ma/Ti3UPOBaHHBIM 000pPYZ0BaHWEeM: TTPOEKTOP, SKPaH

[TomerieHust 711 CaMOCTOSITe/TbHOM pab0Thl 0OYYaroIMXCsl OCHAIeHbl KOMITHIOTEPHOM TEXHUKOU C
BO3MOKHOCTBIO TMOAK/IOUeHUss K ceTd "VHTepHeT" u obecrieueHbl [OCTYIIOM B 3/€KTPOHHYIO
WHGOPMAaLIMOHHO-00pa30BaTeIbHYI0 Cpejly.

[Mporpamma cocrtaBiieHa B cooTBeTcTBUM ¢ TpeboBanusmu OC HHI'Y mno HampaBieHHO
noarorosky/crieniuanbHOCTU 40.04.01 - FOpucnpyzeHus.



ABTOp(b1): MapThiHOB AJiekceil BnaguMupoBuu, JOKTOP HOpUAMYECKUX HayK, podeccop.
3aBenytomuii Kadeapoii: MapTbiHOB Asiekceli BiaauMupoBud, 0KTOP IOPUAUUECKHX HayK.

[Tporpamma ofj06peHa Ha 3ace/jaHUM MeToAnuYecKoi Komuccuu ot 15.01.2024 r., mpotokon Ne 3.
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