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I. OPTAHU3AIIMOHHO-METOJJUYECKHAM PA3IEJ

Henp m3yyeHuss JMCHUIUIMHBI: H3YYEHME OCOOEHHOCTEH  OpraHu3aluu
COBPEMEHHOI'0 CEKPETapCKOro OOCITYKUBaHHS, BBIACHEHHE OCHOBHBIX MPOOJEM AaHHON
po(heCCUOHATIBHON JESTENBHOCTH.

3agaum n3y4eHus IMCUMILIMHBI:

- paccMOTpPEHHE  3aKOHOJNATEIBHBIX,  HOPMAaTUBHO-METOJIWYECKHX  AKTOB,
UCIIOJIb3YEMBIX CEKpETapsiMU B IPOPECCHOHATBHON AESITENbHOCTH;

- XapaKTepHUCTUKA COBPEMEHHBIX KBANU(UKALMOHHBIX TPEOOBaHHM K pa3IMuHBIM
KAaTeropHsiM CEKpeTapeid, X TOJKHOCTHBIX 00S3aHHOCTEH;

- BBISICHCHHE POJIM CEKPETAPS B CUCTEME YIIPABIICHUs OpraHU3aluen;

- OIIPEJIETIEHNE TUTIOBBIX CTPYKTYP CEKPETApUATOB;

- pacCMOTpeHHE HEOOXOUMBIX JIEJIOBBIX U JMYHBIX KaYECTB CEKpETaps;

- O3HAKOMJICHHE CTYACHTOB C TpeOOBaHMSIMH K paboueMy MECTy M OpraHu3aluu
paboThI cekpeTaps;

- OIIpElEIICHUE aIMUHUCTPATUBHBIX, OPTaHU3ALMOHHBIX U JEJIONPOU3BOICTBEHHBIX
(YHKIMI B €A TEIBHOCTH CEKpeTaps;

- (opMupOBaHHE  MPAKTUYECKHMX  MPOPECCHOHANBbHBIX  HABBIKOB IO
0€310KYMEHTHOMY U JIOKyMEHTALIMOHHOMY O0OECIIEUEHUIO PYKOBOAUTENS U OpraHU3alluu.

VY CTyneHTOB JOJKHBI OBITh Pa3BUThl HAaBBIKM [0 OpraHu3aluu pabodyero JHs
PYKOBOJUTENSA, BEICHHUIO U IOKYMEHTUPOBAHUIO TeJIE€()OHHBIX MEPErOBOPOB, MOATOTOBKE
pPa3IMYHBIX COBEUIAHUH, O O(DOPMIICHHIO M MPEACTABICHHUIO JOKYMEHTOB K JOKIIATy
PYKOBOJMTENO, CHUCTEMATH3alMd, KIAacCU(UKAUUM  JOKYMEHTAIMH, TOJArOTOBKE
JOKYMEHTOB K apXUBHOMY XPAHEHUIO.

Mecto aucuuniunsl B cTpykrype OIIOII: peannsyercs B pamkax BapuaTUBHOU
yactu 6;10ka b1. lucuumnunsl (Moaymn).

Ilnanupyemsie pe3yabTaThl 00y4eHHs 0 AMCHMILIMHE:

Kon IInanupyemsie pe3yabTaThl 00y4eHUs
KOMIIETeHIIH I/I]—[}]l/lKaTOpbl JOCTHIKCHUS KOMIICTCHIUUN 110 UCIMILIHHE
IIK-9. Bnagenue 3HATE: 3HaeT: METOJIMKY pEIaKTUPOBAHMS;
0a30BbIMU HaBbIKaMH | - 0a30Bble METOABI M  MPUEMBI | IPUHLIUIBI pabOThl HaJl (PaKTHUECKUM
I0pabOTKU U I0paboTKM U 00pabOTKM TEKcTa, | MaTepUanoM; HOPMBI COBPEMEHHOIO
00paloTKu (Harpumep,| IparMaTHuecKue CPEICTBA | PYCCKOIO JINTEPATYpPHOTO S3BIKA.
KOPPEKTYpa, OpraHu3aLuu " IIOCTPOEHHUS
peaKTUpOBaHUE, OpPUTMHAJIBHBIX TEKCTOB BCEX CTHUJIEH,
KOMMEHTHPOBAaHUE, CpPEICTBA  OCHOBHOIO  M3y4aeMOro
pedepupoBanue, sI3bIKa I BBIPQXKEHHUS JIOTUYECKON U
MH(pOPMAIMOHHO- SMOLIMOHAJIBHO-OLEHOYHOU
CJIOBapHOE OMHcaHue) | nH(popMaIuu J000H CI0KHOCTH;
Pa3IYHbIX TUIIOB - METOJIUKY PEIaKTUPOBAaHUS;
TEKCTOB - MIPUHIIMIIBI paboThI HaJ
(aKTHYECKUM MaTepHUajIoM;
- 9TUKY peAaKTOPCKOM paboThI;
- OCHOBBI KOPPEKTOPCKOH paboThl,
3HAKU KOPPEKTOPCKOI MpaBKH;
- CHUCTEMY KaHPOB TEKCTOB JEJIOBOTO
1 HAyYHOTO COJIEpP KaHMUS;




- HOPMBI COBPEMEHHOI'O PYCCKOTO
JUTEPATYPHOTO S3BIKA,

- TUIIOBBIE MaKpOCTPYKTYpPHI Pa3HOTO
pola  TEKCTOB,  MPHHIMIBI WX
pEeAaKTHPOBAHUS;

- OCHOBHBIE TIOHSTUS CTUJIUCTHKH,
MPUHIIMIIBI U TIPUEMBI JINTEPATYPHOTO
pEeAAKTUPOBAHUS.

Ymern:

- POBOJUTH KOPPEKTOPCKYIO MPABKY
TEKCTa;

- paboTaTh HaJl KOMIIO3UIEH TEKCTa,
JICKCUKOW PYKOIIHCH,
rpaMMaTHYECKUMHU 0COOCHHOCTSIMH
TEKCTa;

- PEIaKTHPOBATH TEKCT;

- CO3/1aBaTh BCE BH/IbI
npodeccrnoHABHBIX TEKCTOB H
JIOKYMEHTOB;

- pedepupoBaTh  JIOObIE  BHJBI
TEKCTOB.

YMeer: IpOBOAUTH KOPPEKTOPCKYIO
IIpaBKy TEKCTa; PEIAKTUPOBATh TEKCT.

Baaners:

- OCHOBHBIMH BUJAMHU
peoaKTUPOBaHUS TEKCTOB;

- HaBbIKaMHU BOCIIPUATHUSA U CO3/1aHUsA
YCTHBIX U TUCbMEHHBIX TEKCTOB
0001 TeMaTHKH, B TOM YUCIIE B XOJ1€
Hay4YHOU U TPO(HEeCCHOHATLHOM
KOMMYHMKaIIU1, KOMMYHUKAaTUBHBIMU
TaKTUKAMH;

- METOJMKON pedeprpoBaHus U
KOMMEHTHUPOBAHUS TEKCTA;

- CUCTEMOM (PyHKIIMOHAIBHBIX CTUJIEH
COBPEMEHHOTI'0 PYCCKOI0O S3bIKA.

Baaaeer: OCHOBHBIMHU BHIAMU
PEIAKTUPOBAHUS TEKCTOB; HABBIKAMU
BOCIIPUSITHUS U CO3J]aHUSI YCTHBIX U
MMMCHEMEHHBIX TEKCTOB 000
TEMATHUKH, B TOM YHCJIE B XOJIE
HAy4YHOU U POo(hecCHOHATBHOM
KOMMYHUKAIIUU, KOMMYHUKAaTUBHBIMU
TaKTHUKaMU;

00yJarmuxcs

II. COAEPXKAHUE U OB BEM JUCIHHUIIJIMHBI
€ YKa3aHHEM KOJHMYeCTBA YaCOB, BbIICICHHBIX HA KOHTAKTHYIO padoTy

¢ nmpenoaasareseM (110 BUAAM y4eOHBIX 3aHATHI) U HA CAMOCTOSITEJIbHYIO padoTy

Ounas ¢popma o0yueHust

Ne HanmeHoBaHMe pa3jeioB U TeM Bcero AyaAUTOpPHBIE 3aHATHHA Cam.
n/n JIK 113 JIb pao.
Pa3nen 1. «Cexperapb-pedepeHT - 27 10 4 15

IIOMOIIHUK PYKOBOJUTEIS B
MH(OPMaLMOHHO-A0KYMEHTAIIHOHHOM
00eCreyeHNH! AeATeIbHOCTH




OpraHu3alinyy

1 | Temal. «Ponb moMOIIHUKA 6 2 2 3
PYKOBOAMTENSA B HH(GOPMAIHOHHO-
JIOKYMEHTAIMOHHOM 00eCTIeYeHUHN
JIESATCIIBHOCTH OPraHu3aIum»

2 | Tema 2. «IIpaBoBbl€ OCHOBBI 5 2 3
CEKPETAPCKOM JeITEIILHOCTH

3 | Tema 3. «Opranuszanus v ycJIOBUS 6 2 2 3
Tpy/a cekperapsi B IPUEMHOM, opuce»

4 | Tema 4. «KopropaTupHas KyJnbTypa. 5 2 3
TpynoycTpoCTBO U afanTanus K
paboTe NOMOIIHUKA PYKOBOIUTEIIS,
CEKpeTapsi pyKOBOAUTEIS»

5 | Tema 5. « Bausgaue IenoBbBIX U JJUYHBIX 5 2 3
Ka4eCTB CEKpeTapsi Ha ONIEPaTUBHOCTD B
pabote»

Pa3nen 2. «O6s13aHHOCTH CEKpeTaps» 17,8

N
=)
Nl
=]

6 | Tema 6. «J10JDKHOCTHBIE OOSI3aHHOCTH 6 2 2 3
CeKpeTaps»

7 | Tema 7. «<AIMUHUCTPATUBHbIE 6 2 3
(GyHKLUU cekpeTaps »

8 | Tema 8. «Opranuzanonnsie GyHKIIUHA 5,8 2 2,8
CEKpeTaps»
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Paznen 3. «OyHKIIMM CEKpeTaAPS» 27

9 | Tema 9. «/lenonpon3BoICTBEHHbIE 6 2 2 3
(GYHKLIMU CEKpeTaps»

10 | Tema 10. «AHanuTHYEeCKHE QYHKIUN 5 2 2
ceKperaps »

11 | Tema 11. «Texunueckue pyHKIMH 5 2 2
CEeKpeTaps »

12 | Tema 12. «CepBucHsie pyHKIUU 5 2 2
ceKpeTaps»

13 | Tema 13. « OTuket B pabote 6 2 2 3
CEKpeTaps»

DopMa 0TYETHOCTHU: 3a4€ém 0,2

HUTOIO: 72 18 18 35,8

OuHo-3204Hast popma 00yueHHsI HE PEaATU3yETCA.
3aouyHas popma 00yueHHsI HE PEaTU3yeTCs.

I11. OHEHOYHBIE MATEPUAJIBI JIJISI TIPOBEJEHUS TEKYIIEW U
MMPOMEXKYTOUHOM ATTECTAIIUU OBYYAIOIIUXCS MO JUCIHUILINHE

Tekyias arrectaius npoBoauTcs B hopme Tecta, pedepara.
Tunosoii BApuaHT TecTa

1. Cekperapsb — 3710 ...




1) mepBoe U110 OpraHu3aluu

2) UCTIOTHUTENIbHBIA M MTHUIIUATUBHBIN MOMOITHUK PYKOBOJIUTENS

3) 3amecTUTeNb PYKOBOJIUTES

4) nenonpou3BOIUTEND

2. YuuduunupoBaHHbie (GOpMBbI NEPBHUYHOH Y4YETHOH JOKYMEHTALUM
YTBEPKAAKTCA ...

1) Ykazom Ilpesuaenta PO

2) l'ocynapcrBennoi {ymoii PO

3) MuHHCTEpPCTBOM TPYyAa U COLIMATIBLHOTO Pa3BUTHUS

4) I'ockomcTaToM

3. BoJie3Hb «CMHAPOM He310POBOI0 MOMEILIEeHUsD» OTKPbITA Y4eHBIMH B...

1) 60-e rr XIX B.

2) 80-e rr. XX B.

3) 30-e rr. XX B.

4) 20-e rr. XX B.

4. Cnpocutsb 0 nesin Tej1e)OHHOr0 3BOHKA MOKHO ¢pa3oii —

1) «Yto Bei xoTHTE? »

2) «ITo xakoMy Bompocy Bsi 3BoHUTE?»

3) «Yro Bam Hamo? »

4) «3auem Bri 3BoHUTE? »

5. OnoBeneHne y4aCTHUKOB COBEIIAHUS CeKpeTapeM MOXeT ObITh POBeIeHO

1) yctHO (110 TeneoHy UK JTUYHO)

2) pacChUIKOW MPUTIIAIIEHUH 10 3JIEKTPOHHOM MOYTe

3) oTnpaBkoil TenepoHorpaMm

4) BO3MOKEH 1000 13 Ha3BaHHBIX BAPUAHTOB

6. B ci1y:keOHBIX JOKYMEHTAX UCIOJIb3YeTCH CTH/Ib-...

1) odbunmansHO-/1EI0BOM

2) cTaHAapTU3UPOBAHHBIN

3) byHKIMOHATBHBIH

4) nutepatypHbIil

7. K opranusanum pado4ero MecTa MOKHO OTHECTH...

1) untepnep oduca

2) ocBernieHue oduca

3) ocHamieHue ouca KaHIEISIPCKUMU TOBapaMHu

4) Bce mepeyuciIeHHoe

8. K npodeccnoHaIbHBIM Ka4yecTBaM CeKpeTapsi OTHOCHUTCH ...

1) koMMyHUKa0EJIBbHOCTh, CHOCOOHOCTh K pYTHHHOU paboTe

2) 3HaHME OCHOBHBIX KOMIBIOTEPHBIX IPOTPAMM, OCHOB ATUKETA U JP.

3) xopotias ynpaBiasieMOCTb, OPraHU30BaHHOCTh

4) MyHKTYyaJabHOCTb, OTBETCTBEHHOCTD

9. ITo mpaBUJIaM 3THKETA 3aKAHYMBAET PAa3roBOP MO TeJePOoHy ...

1) TOT, KTO 3BOHUI

2) TOT, KOMY ITO3BOHUJIN

3) pyKOBOJIUTEID
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CEKpeTaph
. IIpu npexpaneHun TPyA0BbIX OTHOUICEHU COTPYIHUK, PadOTAIOLIUI C

KOH(PUACHIMAIbHOU uH(popMaHen, HCIIOJIHAET 00513aTEJILCTBO 0
Hepa3rJaleHuu 3THX
CBeleHUH B TeYeHHe ...

1)
2)
3)
4)

—_— O 00 1N WU B~ WD~

0
(UpPMBL.

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.

IATH JICT
ABYX JICT
IIOKN3HCHHO
OAHOI'o0 roga

IIpuMmepHas TemaTuka pedeparon

. Mecto cekpetapsi-pedepeHTa B YIPaBICHUECKON CTPYKTYpE.

. PoJib ¥ motHOMOYMSI KOPIOPATUBHOTO CEKpETapsl.

. TpynoBoii koziekc B paboTe cekperapsl.

. CobecennoBanme B TpPyJ0YCTPOMCTBE CEKpeTapsl.

. Ponb cexpetapst B ajanrtanuu rnepcoHaia.

. TpynoycTpoiicTBO cekpeTaps B 3apyoexkHyto pupmy.

. TexHonornueckoe obecrneueHue paboyero Mecta cekpeTapsl.

. [lcuxonoruueckasi XapaKTepUCTUKA JIEATEILHOCTH CEKpeTapsl.

. Bei6op kannumaTa Ha JOHKHOCTD CEKpeTapsi PyKOBOJUTEIEM OpraHU3allvu.

. Ilcuxonornueckue acnekTsl BbIOOpa cekperaps-pedepeHTa Ui COBPEMEHHON

[Touck paboTsl cekperaps yepe3 aTepHer.
TecTtupoBaHue Npu TPyAOYCTPOMCTBE HA TOJKHOCTh CEKPETapSI.
HayuHnast opranusanus TpyJa COBpEMEHHOI'O CEKpeTapsl.
Pannonanuzanust paboThl cekpeTaps Ha TenedoHe.
TeneoHHbIN pa3roBop ceKpeTapsi Ha AHTITUICKOM SI3bIKE.
BzaumonerictBue cekperapst U pyKOBOJAUTEIS.
Pounb cexkpeTaps-pedepenTta B Opranu3aluy U 00CIyKMBaHUH BbICTABOK.
CocraBneHue miaHa MoAroTOBKY JEJI0BOM NOE3IKHA PYKOBOIUTEIIS.
[IpoTokosbHBIE MEPOIIPUATHS B Ouce.
JlesiTenbHOCTh ceKpeTapsi 00IECTBEHHON TPUEMHOM.
Opranuzanus paboThl cekpeTapst ¢ KOH(QUICHIIMATbHBIMU JOKYMEHTAMHU.
CocTaBieHue OTYETHBIX JOKYMEHTOB CEKPETAPEM.
YTo HY)KHO 3HATh CEKPETapIo MpH O(POPMIECHUH IE€TOBOU MEPEUCKU?
[Tpuem u nepenaya TOKYMEHTOB CEKPETAPEM B aBTOMATU3UPOBAHHBIX CUCTEMAX.
Benenre KOHTPOJIS 32 CPOKaMU UCIIOJIHEHHS IOKYMEHTOB CEKpETapeM.
CocraBnenue rpaduka 10KyMeHTo000poTa (pUpPMBI CEKpeTapeM-pedepeHToM.
Cekpetapckast 1eaTelIbHOCTh OPUC-MEHEIKEepa.
VYuyactue cekperaps B IpueMe OCETUTEIIEH.
YcTHas pedb B 1€710BOM OOLICHUH CEKpeTaps.

ABTOMATH3UPOBAHHBIE CHCTEMBl YOPABICHUS W JOKYMEHTAalMOHHOTO

obecrieuenus B paboTe cekperapsi.

31

. [IpaBuia u mprueMsbl IeTOBBIX B3aUMOOTHOIIICHUH B oduce.
6



32. PeueBoii 3TUKET B JIEJIOBOM OOILIEHUHU CEKpeTapsi.
33. TpeGoBaHus K BHEIIHEMY BUJTy CEKpETapsl.

34. KoHpauKkThl B paboTe ceKkpeTapsi.

35. Texuuueckue GyHKIIUU CEKpeTapsl.

36. CepBucHble GyHKIIUU CEKpeTapsl.

37. JlenoBbI€ U JINYHBIE KAYECTBA CEKPETAPA.

[IpomexxyTouHast arrectanuss OOydYaIOLIMXCSl OCYIIECTBIsIETCS B ¢opMme 3auéra C
VICIIOJIb30BAHUEM CIIENYIOIINX OLEHOYHBIX MaTEPUATIOB: NepeyUeHb 60NpoCco8 K 3a4emy.

Bomnpocs! k 3auéry
(5 cemecrtp, ouHasi popma o0yueHust)

1. Pons cexperapsi-pedepenta B ctpykrype JOV.

2. HopMaTuBHO-METOAMYECKHE JOKYMEHTBI, HEOOXOAUMBIE B paboTe CEKpeTaps.

3. Kareropuun cekperapeii u mnpodeccUOHaIbHbIE HABBIKU K Pa3IUYHBIM
KaTE€ropusM.

4. [lenoBble 1 TMYHBIE KauecTBa CeKpeTaps-pedepeHTa.

5. Opranu3anus paboThI U YCIIOBUS TPyAa CEKpeTaps.

6. PabGorta cekperapst o cocTaBlieHUIO U 0OpMIIEHHIO JOKYMeHTOB. KoHTpomb 3a
KayeCcTBOM O(OPMIICHUS TOKYMEHTOB.

7. OOs3aHHOCTH CEKpeTaps IO OpraHu3alMyd XpaHEHUS U HCMOJb30BaHUS
JOKYMEHTOB B TEKYILIEH I€ATEIbHOCTH OPraHU3alUH.

8. @yHKIMU cexkpeTaps 1o 00padoTKe Aes ISl MOCAEAYIOIIEr0 XpaHEHUS!.

9. IIpodeccuonasibHas 3TUKA U JIEJIOBOM 3TUKET B paboTe cekpeTaps-pedepeHTa.

10. [TogroroBka JOKyMEHTOB Ha KOMITBIOTEPE.

11. Opranu3zaius cekpeTapeM COBElLIaHUM, COOpaHul, 3aceTaHmil.

12. TloaroroBka JIeJIOBBIX MOE30K PYKOBOAUTEIIS.

13. KynbTypa citykeOHbIX TelIe()OHHBIX TIEPErOBOPOB CEKPETAPS.

14. KagpoBbie JOKyMEHTHI U paboTa cekpeTapsi C HUMHU.

15. PabGorta cekperaps ¢ JOKYMEHTaMH, COJEPKAIIMMU KOH(PUICHIIUATbHBIC
CBEJICHUSI.

16. PaboTa cekperapsi ¢ OyXraaTepcKuMU JOKyMEHTaMHu.

17. TlonrotoBka u opopmMiIeHHE KOMaHAUPOBOK.

18. Opranuzamusi npuema MoceTuTenell U paboTa cekperaps C MUCbMEHHBIMU
oOpalieHUsIMU TpaXaaH.

19. Kpasin(rikanmoHHasi XapakTepucTruka opruc-MeHemKepa.

20. IlnanupoBanue paboyero JTHs cEKpeTapsi.

21. IInanupoBanue paboyero IHS PyKOBOIUTEIIS.

22. IlpaBuna npuema W 0OpabOTKM MOCTYyHAIOLIMX JIOKYMEHTOB. Peructpanms,
KOHTPOJIb 32 CPOKaMH HCIIOJIHEHHS IOKYMEHTOB U TOPYYEHHUI PyKOBOAUTEIIA.

23. [loaroToBKa JOKYMEHTOB K JIOKJIaLy PYKOBOJHUTEIIS.

24. O6s3aHHOCTH U TTPO(hecCHOHANBbHBIE HABBIKU CEKpeTapsi-pedepenra.

25. 25.00653aHHOCTH CEeKpeTaps 0 OpPTaHU3aIui MPUEMHON PYKOBOIUTETIS.

26. Opranu3zaiuoHHbIe (PYHKITMN CEKpeTaps.
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27. Apantanus K paboTe cekpeTaps.

28. Opranuzanus Haiima nepcoHana oduca. CoBpeMEHHbIE  METOJIbI
TPYZAOYCTPOMCTBA.

29. IlpumeHeHHME  KOMIBIOTEPHBIX  TEXHOJOTMH B  pabore  cekperaps.
ABTOoMartn3upoBaHHble cucTeMbl JJOY B neATEeIbHOCTH CEKpeTaps.

30. HasnaueHue, coaepxaHue, STalbl NOJATOTOBKM OOydarolmeld HHCTPYKIUH
cexperapsl.

31. Ananutnueckue QyHKIUU CEKpeTapsl.

32. TexHuueckue U CEpPBUCHBIC (PYHKIIMH CEKpETapA.

33. HopmatuBHble TpeOOBaHUS K OOOPYIOBAaHHMIO NPUEMHON PYKOBOJIUTEINS,
pabodero Mecrta ceKkperapsi.

34. ®yHKUMM CceKpeTaps PYKOBOJIUTENS M HX 3aBUCUMOCTb OT KaTerOpHUH
CEKPETapCKOTO 00CTYKUBAHHUS.

35. IloaroToBka cekperapeM HeOOXOIUMBIX JOKYMEHTOB K OTIIPABKeE.

36. ®yHKIMM ceKpeTaps MO MOJArOTOBKE IMPE3CHTALMH. YYacTHE B IEPETOBOPHOM
nporecce.

IV. NEPEYEHD JJUTEPATYPBI, HEOBXOIUMOW JIJISI OCBOEHMS
TV CHUTILIAHBI

4.1. OcHOBHas1 JJUTEpaTypa
1. ITemxosa I'. [I. Cekperapckoe aeno. 3-e€ u3a., ucnp. u gon. MuHck: Beimmitmas mkona,
2014. 368 c. [DnexrtpoHHbli pecypc]. VYHuBepcuterckas OuOmmoreka Online.
URL:http://biblioclub.ru/index.php?page=book&i1d=23572872702 (mara oOpaleHHus:
02.08.2020).

4.2. lonosiHUTEILHAS JIUTEPATYpPa
1. I'saea U. B. JlenompousBoactBo. YueOHbii cnpaBounuk / WM. B. I'BaeBa, C. B.
CobaneBckuit. Munck: TerpaCucremc, 2011. 224 c¢. [DaekrpoHHBIH pecypc].

YHuBepcUTETCKAS oubimoTeka Online.
URL:http://biblioclub.ru/index.php?page=book&id=78519 (mara oOparieHus:
02.08.2020).

2. Hdemun HO. M. Cekperapckoe Oen0: yHUBEpCAJIbHBIN crnpaBoYHUK. M.; bepnun :
Hupexr-Menua, 2014. 321 c. [DnekTpoHHBIN pecypc]. YHuBepcurerckas OMOIMOTEKA
Online. URL: http://biblioclub.ru/index.php?page=book&id=253658 (mara oOpaiieHus:
02.08.2020).

3. Tpodumona O. B. OcHoBbl fienoBoro nuckMa: yued. mocodue / O. B. Tpodumona, E.B.
Kymuuk. M.: ®nunra, 2010. 304 c. [DnekTpoHHBIM pecypc]. YHUBEpCUTETCKas
ouommoreka Online. URL:http://biblioclub.ru/index.php?page=book&id=57968 (mara
obpamenus: 02.08.2020).

V. IIEPEYEHb PECYPCOB HHO®OPMAILIMOHHO-
TEJEKOMMYHUKAIMOHHOU CETU «MHTEPHET», HEOBXOANMBIX
JJIA OCBOEHUA ITNCHUITJIMHBI
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Ne

CcbliIKka Ha

HaumenoBanue pa3padoTku

I UHGpopMaLMOHHBIH B 31€KTPOHHOI dhopMe JocTynmHocTh
pecypc
1. DNEeKTPOHHO-ONOIMOTeUHAs Perucrpanus yepes o6oi
cuctema (3bC) YHUBEPCUTETCKUN KOMITBIOTED.
YHuBepcurerckas B nanbhelimem
http://www.biblioclub.ru OunbIMoTEKa OHIANH HH,I[PIBHI[ya{IBHBIﬁ
HEOTPAaHUYEHHBIN JOCTYII U3
0001 TOYKH, B KOTOPOM
MMeEEeTCs IOCTYI K CETU
Nurepuer
2. HudopmannoHHO-TIPaBOBO DNEKTPOHHBIE TOKYMEHTHI,
nopran «["apant» HaxosIuecs B CBOOOHOM
[DnexTpoHHbI pecypc]: JIOCTyTIE
3aKOHOAATENHCTBO (KOACKCHI,
http://www.garant.ru 3aKOHDI, yKasbl,
MoCTaHOBJICHHS ) PD,
aHAJINTUKA, KOMMEHTApHUH.
OnekTpoH. nad. — M.: HIIII
«CAPAHT-CEPBUC-
YHUBEPCUTET», 2010
4. HNHuTtepHer-nopran ONEKTPOHHBIE JOKYMEHTHI,
http://www.aps.net.ru Accouuanuu HAXOIALINECS B CBOOOIHOM
poeCCHOHATBHBIX JI0CTyTIE
cekpeTapeit

5. Cekperapckoe Jeio — ONEKTPOHHBIE TOKYMEHTHI,

http://www.sekretarskoed
elo.ru

npodeccuoHaIbHbBIN KypHAa
JUIsL CEKpeTapen

HaXOJAIIUECS B CBOOOJHOM
JIOCTYTIE

V1. COBPEMEHHBIE ITPO®ECCHOHAJIBHBIE BA3bI IAHHBIX
N UHOOPMAILIMOHHBIE CITPABOYHBIE CUCTEMbI

http://www.biblioclub.ru

DNeKTPOHHO-OMOIMOTeYHAs
cucrema (3bC)

YHuBepcurerckas Oubmuorexa

OHJIANH

YHUBEPCUTETCKUU
KOMIIBIOTED.

B pganpHeiimem
MPEOCTABIIACTCS
HEOIPaHUYECHHBIN

13 M1000H TOYKH, B

K cetd MHTEpHET

www.elibrary.ru

Poccuiickuit nHpOpMamOHHbII
nopTai B 00JIaCTH HAyKH, TEXHOJIOTHH,

MEJUIIUHBI 1 00pa30BaHUS

CBoOOHBIH JOCTYI

VII. JUHEH3MOHHOE N1 CBOBO/IHO PACITPOCTPAHAEMOE
NPOI'PAMMHOE OBECIHEYEHHUE

Perucrpanus uepes nobdoit

VHIUBUYAJIbHBIN JOCTYN

KOTOPOU NMEETCs TOCTYII
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http://www.sekretarskoedelo.ru/
http://www.biblioclub.ru/
http://www.elibrary.ru/

[Ipu peanuzanuu y4eOHOW AUCITUIUIMHBI TPUMEHSETCS CIEAyIoNee JMICH3MOHHOE U
CBOOOJTHO PaCIPOCTPaHsIEMOe TPOrPaMMHOE 0OCCIICUCHHE:

- Microsoft Windows;

- Microsoft Office;

- LibreOffice

VIII. OGOPYJIOBAHUE U TEXHUWUECKHE CPEJICTBA OBYYEHWAI,
HEOBXOJIMMBIE JJISI OCYIIECTBJIEHUSA OBPA3OBATEJIBHOTO
MPOLIECCA MO JUCHUNJIUHE (MOJY.JIIO)

Y4eOHple ~ 3aHATUS  MPOBOJATCA B ayAUTOPUH,  YKOMIUIEKTOBAHHOM
CHEUUaIN3UpPOBAaHHOM MeOenpt0, B TOM YHCIE€ CTAalMOHAPHBIMH TEXHUYECKUMU
cpencTBamMu 0OydeHHs (MHTEpaKTUBHAS JI0CKA, POEKTOP, IKPaH, KOMIBIOTED).

CamocTosiTenbHas paboTa MPOBOJUTCS B KaOMHETaX, OCHAIICHHBIX KOMIIbIOTEPHOM
TEXHUKON ¢ BO3MOKHOCTBIO MOJKIIOUEHUS K ceTH «HTepHeT» u o0ecrieyeHueM JI0CTyIa
B AJIEKTPOHHYIO HH(POPMALIMOHHO-00Pa30BaTENbHYIO CPEly YHUBEPCUTETA.



