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MMPOT'PAMMA KBAJIM®UKAIIMOHHOT'O 9K3AMEHA K OCHOBHOU
IMPOI'PAMME ITPO®ECCHUOHAJIBHOI'O OBYYEHUSA
«CEKPETAPH-A/IMUHUCTPATOP»

Boinucka u3 yyeoHoro miana rp. BA-O®-22

®THA.01.03(K) Kanuduxanuonustii sk3amen 110 "Cekperapb-aaMuauctpaTop”
Kypc -2

Cemectp — 3

Tpynoemkocts — 1 3ET

KomnyectBo yacoB — 36 u.,

U3 HUX:

94acoB, OTBOAMMBIX Ha CAMOCTOSTENbHYIO paboTy — 9 4.,

JacoB, OTBOJIMMBIX Ha dK3aMeH — 27 d.

Ycii0BUS M TOPSIOK MPOBEAEHUS KBAJIN(PHUKANMOHHOT0 IK3aMeHa

O6yuenue 10 mporpamMme MpodecCHOHATHLHOTO OOyYEHMsI 3aBepIIacTCs HTOTOBOM
aTrecTanue B popMe KBaTM(PUKAIIMOHHOTO K3aMEHa, KOTOPHIH BKIIOYAET B CE0ST TPAKTUUECKYIO
KBATM(DUKAIIMOHHYIO  pab0oTy ©  TPOBEPKY TEOPETHUECKUX 3HAHMW B  Mpenernax
KBAJTHM(HUKAIIMOHHBIX TPeOOBaHUH, YKa3aHHBIX B NMPO(ECCHOHANBHOM CTaHAapTe MO Mpodeccuu
07.002 «CrienuamucT 1o OpraHU3alMOHHOMY U JOKYMEHTAIITMOHHOMY O0€CIICUCHUIO YITpaBICHUS
OpraHu3aIuen».

OOyJarommMcs, YCHENIHO COABIIMM KBATM(DUKAIIMOHHBIA JK3aMEH 10 pe3ylbTaraM
npodeccuoHaIbHOr0 00y4YeHHUs, MpucBauBaeTcs KBajmudukanus mo npopeccun «Cexperapb-
aJIMUHHCTPATOP.

B nepuon moArotoBkH K BBHIMYCKHOMY KBaJM(DUKAIIMOHHOMY 3K3aMEHY HPOBOAMTCS
KOHCYJIbTAIIMS 3a CUET CIelUaTbHO OTBEJCHHOTO Ha Hee BpeMeHH. K HMTOTOBO# aTTecranuu
JOITYCKAIOTCS JIUIIA, BBIMOJHUBIINE TPEOOBAHUS, MPEIyCMOTPEHHBIE MPOTPAMMON U YCIICUTHO
MpOUIe/IINEe BCE AaTTECTALIMOHHBIE HCIBITAHUS, MPEAYCMOTPEHHBIE MPOrpaMMaMU Y4YeOHBIX
JTUCIUTIINH ¥ MPpo(deCcCHOHATBHBIX MOAYJICH. ATTECTalIMOHHON KOMHUCCHUEH TTPOBOJIUTCS OIIEHKA
OCBOGHHBIX CIIYIIATEISIMU TPOGECCHOHATHHBIX KOMIIETEHIIUH B COOTBETCTBHH C KPUTEPUSIMH,
YTBEPKACHHBIMU 00pa30BaTeNbHBIM YUpexaeHueM. HeoOXoAuMbIM YCIOBHEM JIOMyCKa K
UTOTOBOW aTTECTalluU SBIISETCS OCBOCHHE OOYdYaloIIMMCS KOMIETEHLUUH MpU H3YyYECHUH HMU
TEOPETUUYECKOro MaTepuarna.

Jlis mpoBeACHHUS WTOTOBOW arTecTaluu B (QopMe KBATM(DUKAIIMOHHOTO JK3aMeHa

CO34acTCA aTTCCTalMOHHAsA KOMMCCHII. B cocraB aTTeCTaHHOHHOﬁ KOMHUCCHHU BXOJAT:



npejcenaTesb; CEKpeTapb; WIEHbl KOMUCCUH - IIPENOAaBaTeNIn yueOHOH opraHu3aly 1 Beaylue
CHELMATHUCTHI MPEIIPUATHI, OpraHu3alui, YIpeKICHUH OTpaciu Mo MpOoQUII0 MOATOTOBKH, a
TaKXe MPEICTaBUTENIN 3aKa3UYUKOB KaJIpoB. Pe3ynbrarel pabOTHl aTTECTAIIMOHHONW KOMHCCHH
0(OPMIIAIOTCS TPOTOKOJIOM M 9K3aMEHAI[MIOHHON BEIOMOCTBIO.

JluuaM, mpomeqmuM COOTBETCTBYIOIEE OOydeHHE B IOJHOM O0BbEME M aTTeCTalHIo,

00pa30BaTEeNbHBIMU YUPEXKICHUSIMH BBIIAIOTCS TOKYMEHTHI YCTaHOBJIIEHHOTO 00pas3iia.



BOITPOCHI K UTOI'OBOMY KBAJIMOUKAIIMOHHOMY 3K3AMEHY

TEOPETUYECKAA YACTD
1 BJIOK

. Ilpuem u nepBruyHas 00pabOTKa BXOJAIIEH KOPPECTIOHACHIIUH.
. O6paboTka oTIpaBIsseMOl KOPPECIIOHICHIIUH.

. IIpoxoxieHne BHYTPEHHUX TOKYMEHTOB B OpPTraHHU3aIH.

. Perucrpanus 10KyMeHTOB.

. KoHTpOJIb HCIOTHEHUS TOKYMEHTOB.

. Knaccugukarus 1enoBsix TOKyMEHTOB.

. TpeboBanus xk hopmyssapy u OJaHKY JOKYMEHTA.

. CnpaBouHO-uH(pOpMAIIMOHHAS paboTa ¢ TOKYMEHTaMHU.
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. HOpMaTI/IBHO-HpaBOBOG obecrneucHue ACATCIIBHOCTU CCKPETApsI.

10. CiocoOs! 3amuThl KOHPHUAESHIIMATFHON HH()OPMAIIK B OpraHn3aliH.

2 BJIOK
. IlpaBuia BeeHus TeneOHHBIX IEPETOBOPOB.
. IlpaBuia paGoThI C MOCETUTENSAMU B IPUEMHOM.
. Opranu3anus COBEIaHU U TPOTOKOJIbHBIX MEPOIIPUSITHH.
. Opraau3zanust KOMaHAMPOBOK PYKOBOJIUTEIIS.
. IlnanupoBanue pabovyero BpeMeH! PyKOBOJAUTEIIS.
. Opranuzanus pabo4yero MpoCTpaHCTBA CEKPETaps.
. [IpaBuia peueBOro 3TUKETa CEKpeTapsl.

. OCHOBHBIE IPUHIIUIIBI IETIOBOI 3TUKH U ITHUKETAa CEKpeTapsl.
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. TpeboBanwust oxpansl Tpyaa B paboTe cekpeTapsi.
10. Texuuueckue cpeAcTBa ympamieHuss B oduce, X Kiaccudukauus, HazHAuCHHE,

MPUHITUT PAOOTHI.

[NPAKTUYECKAA YACTDH
3 BJIOK

1. CoctaButh 1 0HOPMUTH B COOTBETCTBUU C MPABHIAMH JICTIONPOU3BOJICTBA 1 PEUCBOTO
aTHKeTa B mporpamme Microsoft Word uHbopMamonHOe THCHMO.
2. CoctaBuTh ¥ 0)OPMUTH B COOTBETCTBUU C MPABUIIAMHU JIETONPOU3BOJICTBA  PEUEBOTO

sTHKeTa B mporpamMme Microsoft Word rapantuitHoe mucbMo.



3. CocTtaBuTh U 0()OPMUTH B COOTBETCTBUH C IIPABUIIAMHU JIEJIIONPOU3BOJCTBA U PEUEBOTO
sTHKeTa B mporpamme Microsoft Word nucsMo-pexiiamanuio.

4. CoctaBuTh 1 0pOPMUTH B COOTBETCTBUU C MPABUIIAMHU JIETIONPOU3BOJICTBA  PEUEBOTO
3THKeTa B mporpamme Microsoft Word pekiiaMHoe muchbMo.

5. CocTtaBUTh U 0()OPMUTH B COOTBETCTBUU C IIPABUIAMU JEJIONPOU3BOJICTBA U PEUYEBOTO
sTHKeTa B mporpamme Microsoft Word conpoBoauTenbHOE MHCEMO.

6. CoctaBuTh U 0()OPMHUTH B COOTBETCTBUU C MPABUIAMU JIEJIIOTIPOU3BOJICTBA U PEUYEBOTO
aTHKeTa B mporpamme Microsoft Word mucemo-3ampoc.

7. CocTaBUTh U O()OPMHUTH B COOTBETCTBUU C IIPABUIAMU JEJIONPOU3BOJICTBA U PEUYEBOTO
sTHKeTa B mporpamme Microsoft Word nucsMo-noaTBepKaeHue.

8. CoctaBUTh U 0OPMHUTH B COOTBETCTBUH C NMPABUIIAMHU JEJIONPOU3BOICTBA U PEUYEBOTO
3THKeTa B mporpamme Microsoft Word nucsMo-npuriamenue.

9. CoctaBuTh U 0()OPMUTH B COOTBETCTBUU C IIPABUIAMU JEJIONPOU3BOJICTBA U PEUYEBOTO
sTHKeTa B mporpamme Microsoft Word nrcbMo-HanoMuHaHHE.

10. CocTtaButh U 0HOPMHUTH B COOTBETCTBUH C IIPABUIIAMU JICTONPOU3BOJICTBA U PEUEBOTO

3THKeTa B mporpamme Microsoft Word mo3apaBuTenbHOE THCHMO.

4 BJIOK (cuTyalinoHHBIE 3a/1a4M)

1. IloceTutens mpuIIen Ha MEPETOBOPHI K OHOMY M3 PYKOBOAWUTENEH KOMIAHMM Ha 15
MUHYT paHbIlle Ha3HAYEHHOTO BpeMeHH. Bamm neiictBus? OG0CHYHTE UX.

2. IlocetuTens, KOTOPOMY Ha3HAYEHA BCTpEUYa OJTHUM U3 PYKOBOJAUTENEH KOMIIAHUH, KIET
y’ke 5 MUHYT. B 3TOT MOMEHT pykoBoauTenb coobmaer Bam no tenedony, uro Oyaer Ha mecTe
TOJIbKO 4epe3 15 MunyT. Bamm neiictBus?

3. OcMmotpute Ham oduc/aTy KOoMHATy. UTO 3/1€Ch ymadyHo W 4To OBl BBl mpemtoxunm
YIYYIIUTh C TOUYKH 3peHUs 0puc-MeHeKMeHTa?

4. TIlpencraBpre cebe, 4ro Bam HYXHO BbIOpaThb ONTHMAJIBHOIO IOCTABIIMKA
KaHIEJSIPCKUX TOBApOB Ui KoMmMmaHuu. OmNuIIMTE CBOU JCWCTBUS M TO, KaKuM o0Opazom Bwl
OyzIeTe MpUHUMATDH pELICHHUE.

5. OnmHoBpeMeHHO Bac mpociIT 0 Kakux-TO JCHCTBUAX (KOTOphIE BXOASAT B Bammm
00513aHHOCTH) J1Ba pa3HBIX COTpyIHUKA. [lapaniensHo nenath 3TO HEBO3MOXKHO, a 00a MpPOCAT
c/enath Kak MOKHO ObIcTpee. Bamm neictus?

6. Bama 3amaya — BBIOpaTh KOMIAHUIO-TIPOBAiiiepa U OPraHU30BaTh 00eIbl B oduce.
Bamm neiictBusa?

7. B ouce 3ByuuT cupeHa noxapHoi TpeBoru. Bamm neiictus?



8. Bac mpocsAT BBIMOTHUTH, paboOTy, KOTOpas HE BXOJWUT B Bamm HemocpencTBEeHHBIC
00s13aHHOCTH, HO OOJIBIIIE HUKTO €€ Ceiiuac He CMOXKET CIeNaTh UCXOIS U3 YPOBHSI KBATU(DUKAIIHH.
Bammu nevictBus?

9. Bamr pykoBoauTenb A0DKeH ObITh B AMcTepiame uepe3 S5 aHeil. Buza B [Nommanauro
JleTIaeTCs B TEYEHUE TpexX Henenb. Bamm gerictBus?

10. Ber — oduc-meHemxep u HabupaeTre mepcoHan B cekperapuar. Bamm neiictBus?

KaxoBsl 0ynyT ocHOBHEIE 3-4 TpeOoBaHMS K OYAYIIUM COTPYAHHKAM?

IMoxa3aTenu, KpUTEpPUHU U MIKAJIA OLleHUBAHUS

YpoBeHb
Kpurepuii Ounenka
OCBOEHMA

Janbl  monHBIE,  pa3BEpHYTbIE  OTBETHl  Ha
IIOCTaBJIEHHbIE TEOPETUYECKHE BOIIPOCHI, IOKa3aHa
COBOKYITHOCTh OCO3HAHHBIX 3HAHUI MO JTUCHUILIINHAM,
JIOKa3aTeIbHO  PACKPBITBI  OCHOBHBIE  ITOJIOKEHUS
BOIIPOCOB; B  OTBETE€ IIPOCIIEKUBACTCH  UETKad
CTPYKTYpa, Joru4ecKas IIOCJIEZI0BATEIBHOCTD,
OTpaXKarlllasg CYHIHOCTb PACKPBIBAEMBIX IOHATHUH,
TEOpUW,  SABJICHWI. 3HAHWE IO  MpeaMeTam
Beicokuit OTJINYHO
JIeMOHCTpHUpYyeTcs Ha (poHEe MOHMMAHUS €ro B CUCTEME
JAHHOW HAayKH U MEXIUCLUUIUIMHAPHBIX CBs3eld. OTBET
W3JI0KEH JINTEPATYpPHBIM SI3BIKOM C MCIOJIb30BAaHUEM
COBPEMEHHOM  JIMHIBUCTHYECKOM  TEPMUHOJIOTHH.
MoryT OBITH JOMYIIEHBI HEIOYETHl B OIpE/IeICHUU
MOHSITUH, UCIIPABJIICHHBIE CTYJJEHTOM CAMOCTOSITEIILHO

B IMpo1eCcCC OTBLTA. B MPAKTUYICCKOM 3aJaHUU MOIKET

ObITh monymieHa 1 gakTuueckas onmoka.

JlaHb1 IIOJIHBIE, pa3sBeEpHYTEIE OTBETEI Ha
MOCTaBJICHHBIE TEOPETHUUYECKUE BOMPOCHI, MOKA3aHO
YMEHHE BBIACIUTh CYLIECTBEHHbIE U HECYIIECTBEHHbBIE
ba3zoBbiii MPU3HAKKW, TMPUYUHHO-CIIECICTBEHHbIE CBs3U. OTBET XOPOIIIO
YETKO CTPYKTYpPHPOBaH, JIOTUYEH, H3JI0KEH
JIMTCPATYPHBIM A3BIKOM C HUCITIOJIB30BAHUEM

COBPEMEHHOM  THCTOJIOTUYECKOM  TEPMHHOJIOTHH.




Moryr ObITh JgomymieHbl 2-3 HETOYHOCTH WU
HE3HAYUTENbHbIC OMINOKH, NCTIPABICHHBIE CTYICHTOM
C TOMOMIBIO TMpernojaaBaTensi. B mpakTHyecKkoM
3alaHUM MOTYT OBITH JOMYIICHBI 2-3 (aKTHUYECKHE

OLLIMOKH.

MuHuManbHBIN

JlaHpl  TONIHBIE,  pa3BEepPHYTHIE  OTBETHl  Ha
MOCTaBJIEHHbIE TeOopeThyeckue Borpockl. Jloruka u
MOCIIE0BATEIHHOCTh U3JI0KEHUS UMEIOT HapyLICHUS.
Jonymiensl  OomMOKM B PacKpbITUM — MOHATHUH,
yrnoTpebieHnn TepMUHOB. CTyIneHT He crnocobeH
CaMOCTOSITENIbHO ~ BBIACIUTH  CYIIECTBEHHbIE U
HECYIIECTBEHHbIE pU3HAKU u MPUYUHHO-
CJICZICTBEHHBIE CBSI3U. B 0TBETE OTCYTCTBYIOT BHIBOIBI.
YMeHue packpheITh 3HaYeHHE 000OIICHHBIX 3HAHUN HE
nokaszaHo. PedeBoe odopmiieHne TpeOyeT MOIMpaBoK,
KOppeKkuud. B mpakTHueckoM 3aJaHUM MOTYT OBITh

JOTYIIEHHI 4-5 (haKTHUECKHUX OLTHOOK.

YIOBJIETBOPUTEIHHO

He ocBoeHO

OTBeT npeacTaBiseT coOOW pa3pOo3HEHHBIC 3HAHUS C
CYIIIECTBEHHBIMU omurOKaMu o BOIIPOCY.
[IpucyTcTBYIOT  (parMeHTapHOCTh, HEIOTUYHOCTH
uznoxkenuss.  CTygeHT  HE  OCO3HAaeT  CBS3b
oOcyxgaeMoro Bompoca TO Oujery ¢ JIpyruMH
00BEKTaMU AMCUUIUIMHBL. OTCYTCTBYIOT BBIBOJIBL,
KOHKPETHU3aIsl 1 JI0Ka3aTeIbHOCTh M3JIOKeHHs. Pedp
HErpaMOTHAsi, TEPMUHOJIOTHS HE HCIOJB3YETCs.
JlomonHUTENbHBIE M YTOYHSIIONIME  BOIPOCHI
npernojaBaTeNss He MPUBOIAT K KOPPEKIMH OTBETa
CTyZAeHTa. B mpakTHyeckoM 3aJaHuu JIOMYIIEHO Ooee
5 (hakTHUECKUX OMIHOOK.

unu OTBET Ha BOIPOC MOTHOCTHIO OTCYTCTBYET

wru OTKa3 OT OTBETA

HEYIOBJIETBOPUTEIBHO




Y4eOHO-MeTOANYECKHE MATEPHUAJIbI,
o0ecrneyuBaOIIMe peajn3anuio NporpaMMsbl

Y4eOHO-MeTOInYeCKHEe MaTepHalIbl IPECTABICHbI:

OcHo6Hble UCMOYHUKU:
Konctutynus PO.
Tpynosoii konekc Poccuiickoit @enepanuu.
I'paxxmanckuit konekc Poccuiickoit denepann.

1
2
3
4, Konexkc PO 06 agMUHUCTpaTHBHBIX MPABOHAPYIIICHUSX.
5 VYronosHbI Kogeke Poccutickoit denepanun.

6

®enepanbHblii 3aK0oH "O6 obpazoBanuu B Poccuiickoit @enepanuun o1 29.12.2012 Ne 273-
3.
7. ®enepanpublii 3ak0H "OO0 uHpOpManuu, UHPOPMAITMOHHBIX TEXHOJIOTHSIX M O 3aIUTe
uHpopmanun" ot 27.07.2006 Ne 149-D3.
8. ®enepanbHblil 3akoH "O nepcoHanbHbIX JaHHBIX" 0T 27.07.2006 Ne 152-D3.
9. 3akoH P® "O rocynapctBennoi taiine" ot 21.07.1993 Ne 5485-1.
10. ®denepanbHblil 3akoH "O koMMepueckoi TaitHe" oT 29.07.2004 Ne 98-D3.
11. @enepanbubiii 3akoH "O moOpsiIKe paccMOTpeHHUs oOpaieHuil rpaxaan Poccuiickoit
®enepanun” ot 02.05.2006 Ne 59-3.
12. ®denepanbHblil 3akoH "O0 smekTponHOo# oanucu" ot 06.04.2011 Ne 63-D3.
13. ®denepanbHbli KOHCTUTYIHOHHBIN 3aKOH 0T 25.12.2000 Ne 2-®K3 "O INocynapcTBeHHOM
rep6e Poccuiickoit @enepanun’.
14. @enepanbHblii 3akoH "O rocyaapcTBeHHOM si3blke Poccuiickoit ®enepanun” ot
01.06.2005 Ne 53-@3.
15. 3akon P® "O s3pikax HapooB Poccuiickoit @enepamuu” ot 25.10.1991 Ne 1807-1.
16.  Ilpukaz MunoOpuayku Poccum ot 18.04.2013 Ne 292 "OO6 yrBepxkaenuu Ilopsaka
OpraHu3allii M OCYIIECTBJICHUS 00pa30BaTENbHON JESITEIBHOCTH MO OCHOBHBIM IpOrpamMMaM
podeCCHOHAIBHOTO 00yueHus".
17.  Ilpukaz MwunoOpHayku Poccum ot 02.07.2013 Ne 513 "OO6 yrBepxknaenun Ilepeuns
npodeccuit pabounx, TOHKHOCTEH CITYKAIIHUX, 10 KOTOPHIM OCYIIECTBIsIETCs MPO(hecCHoHAIbHOE
oOyuenue".
18. Ilpukaz Muntpyna Poccum ot 06.05.2015 Ne 276m "OO  yTBepXkAcHUU
npodeccuoHaIbHOTO cTaHaapTa "CHeruanucT 1Mo OpraHu3allMOHHOMY U JIOKYMEHTAIMOHHOMY

00€CTIeYeHHIO YIIpaBICHUS OpraHu3aIuen".



19. "TOCT P 7.0.97-2016. Haumonanwsubiii cranmapt Poccuiickoit @eneparuu. Cucrema
CTaHJApTOB MO HH(OpMaIUK, OUOIMOTEUHOMY M H3JAaTeNbCKoMy aeny. OpraHu3anuoHHO-
pacniopsauTenbHas JoKyMeHTanus. TpeboBanus k opopmiieHuio 1okymeHToB" (yTB. IIpukazom
Poccrangapra ot 08.12.2016 Ne 2004-cT).

20.  Ilocranomnenue IIpaButensctBa P ot 15.06.2009 No 477 "O6 yrBepxknenuu [IpaBui
JIeNTOTIPOU3BOICTBA B (heiepaIbHBIX OpraHax UCIOIHUTEIbHON BIacTu".

21. Ilpuka3 PocapxuBa ot 23.12.2009 Ne 76 "OO6 yrBepxkaeHun MeToaUYECKUX
peKoMeHAalui Mo pa3paboTKe MHCTPYKIHUH MO JEeNONpPOU3BOJACTBY B (perepalbHbIX OpraHax
VCIIOJIHUTENIBHON BIIAacTH".

22.  '"TocymapcTBeHHas cucTeMa JOKYMEHTALMOHHOTO o0ecrieyeHus yrpasieHus. OCHOBHBIE
nojoxenus. Oomupe TpeOOBaHUS K JOKYMEHTaM U CIIy)kK0aM TOKYMEHTAllMOHHOTO obecrieueHus "
(omobpena xosterueit ['maBapxusa CCCP 27.04.1988, I1puka3 ['maBapxua CCCP ot 25.05.1988
Ne 33).

23.  "OK 011-93. OGmepoccuiickuii kiaaccupukaTop yrnpaBieHYecKol TokyMeHTauuu" (yTB.
[TocranoBnenunem ['occtanaapra Poccun ot 30.12.1993 Ne 299).

24, ®enepanpublil 3akoH "O06 apxuBHOM nene B Poccuiickoit deneparuu” ot 22.10.2004 Ne
125-03.

25. Ilpukaz Munkynbetypel Poccum ot 31.03.2015 N 526 "OO yTBepkKICHUHU TPaBUI
OpraHu3allii XpPaHEHUs, KOMIUICKTOBAHUS, y4e€Ta U MCIOJIb30BAHUS JTOKYMEHTOB APXUBHOTO
donaa Poccuiickoit deneparnuu U Ipyrux apXMBHBIX JTOKYMEHTOB B OpraHax TroCylapCTBEHHON
BJIACTH, OpPraHaX MECTHOT'O CaMOYIIPABJIEHUS U OpraHu3ausx".

26.  Ilpuka3z MunkynsTypel Poccum ot 25.08.2010 Ne 558 "OO6 yrBepxkaenun "llepedns
TUIOBBIX YIPABIEHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yloluxcs B Ipolecce AesITeIbHOCTH
rOCy/IapCTBEHHBIX OPIaHOB, OPIaHOB MECTHOI'O CaMOYIIPaBJICHUS U OpraHu3alui, ¢ yKa3aHHEeM

CPOKOB XpaHeHUs".

HononnumenvHuie uCMOYHUKU:

27. AuapeeBa B.U. Jlenonpoun3BoacTBO: opraHu3aisi U BeneHue: yded.-mpakt. [locobue mms
cTya. By30B. — M.: Knopyc, 2010.

28. Amnommna H.H. [lenoBoe muchMO: METOIWMKA COCTaBICHHS M TpaBmia O(QOpMIICHUS:
npaktud. nocodue. — M.: Omera-JI., 2008.

29. bacakos M.U., 3ameimkoBa O.U. [lenonpousBoactBo. JlokyMeHTalMOHHOE 00ecriedeHre
yIpaBieHus: yuel. 11 cTya. cp. npod. odpazoBanus. - Pocros-Ha-Jlony: ®enukc, 2009.

30.  JlenkeBuu JI.A. Jlenonpou3BoacTBo: yued.mocodue. — M.: Axkagemus, 2008.



31. CrenrokoB M.B. OCHOBBI JOKYMEHTOBEIICHUSI U JCIIONMPOU3BOACTBA: y4eb.mocodue st

cTyn. By30B. — M.: A-IIpuop, 2007.

Onexmponnvie 0bpazosamenvhvie pecypcyi:

1. CrpaBounas npaBoBas cuctema «KoncynprantlLirocy» (http://www.consultant.ru/).
2. Odunmanbhelii caiitr @exepanpHoro apxuBHoro arenrctsa (http://archives.ru/).
3. LIeHTp KOMIIETCHI[MH MO BOMPOCAM JOKYMEHTAIIMOHHOTO OOECIICUCHUS YIPABICHUS U

apxuBHoro jaeia (http://www.edou.ru/)

4, Cexkpetapb-pedepent. [IpodeccnoHanbHBIN )KYpHAT I CEKpeTapei U o(hrc-MEeHEIKEPOB

(https://www.profiz.ru/sr/)

Cooo6mectBo «Kiyb cekperapeii» (https://www.superjob.ru/community/assistant/)

Pycckwmii punonornueckuii mopran Philology.ru, http://www.philology.ru/

«JlemonpousBoacTBo», http://www.funnycong.ru/

5
6
7. DnexkrponHas HHGOpMaIMoHHO-00pa3oBaTenbHas cpena «Moodle»
8
9

Pasnen «/lenonponsBoacTso u AJIEKTPOHHBIN JTOKYMEHTOO00POT»

b

http://www.termika.ru/dou/docs/index.php

10. «CoBpemMeHHbIE TEXHOJIOTHH JIETIOTIPOU3BOICTBA u JTOKYMEHTO000pOTa»,

http://sekretariat.ru/magazinestdd/

11. DHIMKIIONEIUS IeIonpou3BoaCcTRa , http://www.edou.ru/enc/index.php
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