AHHOTADIUSA JUCOUITJINHBI
b1.B.1B.18.02 TH®OPMAINIMOHHO-JOKYMEHTAIIMOHHOE OBECIIEYEHUE JEATEJIBHOCTH
PYKOBOJIUTEJISA OPTAHU3ALINN

O6mast TpyZoEMKOCTh TUCIUIDIMHEL cocTaBiseT 4 3ad. ex. (144 yac.,; us nux — 12,3 yaca konmaxmuoii pabomei, 8
mom uucie, 12 waca ayoumophoii Hazpy3xu: ieKyuonusix 4 u., npaxmuveckux 8 u, UKP — 0,3 yac.; 123 uac.
camocmosnmenvHoli pabomul; 8,7 -9K3amen)

Heau tuCOMIUIMHBL

- O3HaKOMHUTb CTYJGHTOB C OpraHuzanueil WH(QOPMaNNOHHO-TOKYMEHTAIHOHHOTO 00eCHeYeHUs
JIeITEIIbHOCTH PYKOBOAMTENS OPraHU3alluK, PACKPHITh CYIIECTBO OCHOBHBIX NPOOJIEM JAaHHOH MpodeccHoHaNbHON
JIeSITeIIbHOCTH;

- M3YYUTh POJM M OOS3aHHOCTEH MOJDKHOCTHBIX JIMIl CEKpeTapuaTa B OpraHu3aluu HH(OpManMOHHO-
JOKYMEHTAI[IOHHOTO 1 0€3 JOKyMEHTHOTO 00CITy>KUBaHHUS PYKOBOJCTBA, CTPYKTYPHBIX IIOAPa3/ICICHNH;

- cdhopMHUpPOBATH KOMIIETCHIIMM CBS3aHHBIX C JIOKYMCHTAIMOHHBIM OOECIECYCHHUEM JESATEIBHOCTH
PYKOBOAUTENS B XOA€ YIPABICHNS OPTaHU3ALNH, B PEXIME ITOBCEIHEBHON AESTEINBHOCTH M B XOZE IIOATOTOBKH U
MPOBEICHUS PA3TIMYHBIX OPTaHM3aNNOHHBIX MEPOTIPHATHH (COBEIIAHHH, IENOBBIX BCTPEY, IEPETOBOPOB U IIP.).

O0beKTOM WU3y4eHHs SIBISIETCS ACATEIBHOCTh IOMOINHUKA PYKOBOAWTENS (cekperapsi-pedepeHTra) o
YIOPaBJIEHUIO COBPEMEHHOM OpraHu3alieil, akTUBHO B3aUMOEHCTBYIOLIEH ¢ BHELIHEHN cpeaou.

IIpenmeTromM u3ydeHus SBISIIOTCS BeJeHHE HH(POPMAIMOHHO-IOKYMEHTAIIMOHHOTO M 0e3 JOKYMEHTHOTrO
00CITy>)KHBaHHUsI PYKOBOJICTBA, CTPYKTYPHOTO MOIPAa3/ICJICHHs, OPTaHU3AIMH B IIEJIOM.

3asmaumn ocBOeHMSs AMCHHMILITHHBI

Teopemuueckas kKoMnoHenma

1) 3HaHHE METOJOJIOTHYECKHUX OCHOB JOKYMEHTAIIMOHHOTO OOECTeYEeHUs] MEHEIPKMEHTa COBPEMEHHBIMU
OpTaHM3aIISIMHY;

2) ¢opMupoBaHHE MPEACTABICHUS O POJHM CeKpeTaps-pedepeHTa B CTPYKTYpe MIOKYMEHTAlMOHHOTO
obecrieueHns yIpaBIICHHUS;

Ilosnasamenvhas kKoMnoHenma

3) O3HaKOMJICHHE C pOJIBI0 IIOMOIIHMKAa (CceKperaps-peepeHTa) pYKOBOAWTEIS OpTaHM3alMH B
YIIPaBICHYECKOM TPOIECCE U OCOOEHHOCTSIMH OpPTaHHU3AINH TPYAA;

4) wu3yueHHE COJepXaHus PabOTHl TMOMOIIHHKA (CekpeTapsa-pedepeHTa) PYKOBOAMTENS OPTaHU3AIMH C
uHpopmanuei 1 JOKyMEHTaMH;

IIpakmuueckas KoMnoHenma

5) mosydeHUE HABBIKOB BeJCHUS MH(OPMALMOHHO-JOKYMEHTAJIbHOW PaboThl, a TaKke MpPaBHJ JIEIOBOTO
9THKETa, HEOOXOAUMBIX MPH BHIIOIHEHUH 00€CIIeUNBAIOIINX 00I3aHHOCTE.

Hucnurummza  «MHQOpManMOHHO-TOKYMEHTAMOHHOE ~ O0ECIeYeHUe  JISSTENbHOCTH  PYKOBOAUTEIS
OpTaHM3aIN» SBIAETCS AWCIMIUIMHOM MO BBHIOOPY BapHMaTHUBHOM 4acTH brnoka | y4eOHOTO IulaHa HarpaBiIeHHS
noarotoBku 46.03.02 «JlokyMeHTOBeJeHHE W apXUBOBeIeHUE» (MPOQmib - « OpeanuzayuonHoe npoeKmuposanue
OOKYMEHMAYUuonHo20 obecneuenusi YnpasieHus 6 Opeanu3ayuuy) OCHOBHOH 00pa3oBaTeNbHOH IMPOTrpaMMBbl
OakanmaBpa u nmeet uuaekc b1.B./IB.18.01.

Copepixanue y4eOHOH IMCHUIJIMHBI HANPABJIEHO Ha Pa3BHTHE MNOIYYCHHBIX paHee 3HAHWH B 00JaCTH
PYCCKOTO f3bIKa W KYJIBTYPBl pEUYH, PEAAKTOPCKOH CHCTeMbI, MH(OPMALMOHHOTO OOECHEeUeHUs YIpaBIlICHHUS,
MH()OPMALMOHHOTO MEHEPKMEHTA, a/IMUHUCTPATUBHOTO U I'PAXKIAHCKOTO MPaBa, JOKyMEHTOBEICHUS, OpraHU3aI[iH
1 TEXHOJIOTUH TOKYMEHTAIHOHHOT'O 00ECTIeYeHNUS YIIPABICHHUS.

B cBoro odepenp, n3yueHHE AUCIMIUIMHBI 00ECTIEYNBAET BO3MOXKHOCTh YCIEIIHOTO OCBOEHHUS CTYICHTaMH
CIIEYIOUIMX  AWCIMIUIMH OCHOBHOM  00pa3oBaTeNbHOW MPOrpaMMbl:  JOKYMEHTAl[HOHHBIH  MEHEIKMEHT,
JIOKYMEHTAI[HOHHOE 00ecTIeYeHNE YIpaBIeHUs aKIIHOHEPHBIM 001IIeCTBOM, opraHu3aius u TexHonorus IOV a takxe
MOJTOTOBKY BBITYCKHOW KBaTH(PHUKAIIMOHHOW (0aKaaaBpCKOif) pabOTHI.

B aucuniuiiHe MCHOJB3YIOTCS OCHOBHBIE NMOHSTHS, KOHIEIIIMH, HPEICTABISIONINE COOOH TEOPETHYECKYIO
6a3y, OCBOEHHYIO CTYAEHTaMH IIPY U3YYEHUN TUCIUIUIMH B paMKax OakajiaBpHraTa npejacTaBieHHbIe B Tabmuie 1.

B Tabmuue 2 mpeacTaBiIeHO COJEp)KaHME ITAHHBIX PE3YNIbTaTOB C yKa3aHHEM KOMIIETCHIMH, (aKkTHYecKoe
NPOSIBJICHUE KOTOPBIX OHU 00ECTICUNBAIOT.

TpeGoBanus K pe3yJbTaTaM 0CBOEHHS CTYA€HTOM AMCIHILIMHBI
Tabmmna — TpeboBaHUS K OCBOCHUIO CTY/AIEHTOM JAHUCIMILUINHBI

Ne Wnnekc Conepxanue B pesynbraTe n3ydeHus y4eOHOM JUCIUIUIMHBI 00yYarONTHecs TOIKHbI
ILIL. | KOMIIe- KOMITETEHIINT 3HATH yMeTh BJIa/IeTh (HABBIKH)
TEHIIUU (mn ee yacTy)

1 OK-7 | CnocoOHOCTBIO K 3HaTh OCHOBEI YMmers IJIaHUpoBaTh | Bianers HaBbIKaMu
CaMOOPTaHW3AIMHA U | TUITAHUPOBAHUS JUYHYIO JIeITeIbHOCTh Ha | TallM - MEHE/PKMEHTA
caM000pa30BaAHUIO JTIUIHON MecCsIl ¥ JIeHb

JIeSITeIbHOCTH

2 IIK -33 | 3HaHneM OCHOB 3HaTh OCHOBEI YMeTh NpUMeHSTh BrnaneTs 3HaHUAMH
TPYAOBOTO TPYAOBOTO OCHOBBI TPYJIOBOTO OCHOB TPYZOBOTO
3aKOHO/IATEIbCTBA 3aKOHOJATENbCTBA | 3aKOHOJATEIBCTBA 3aKOHOJIATEIbCTBA




3 MK -34 | CoGmonenuem 3HaTh NpaBuiIa U YMeTs npuMeHsTh Bnanets
HpaBWI U HOPM HOPMBI OXPaHbI MpaBHJIa U HOPMBI co0moieHeM
OXpaHbl Tpya Tpyna OXpaHbl TpyIa TPaBHI X HOPM
OXpaHsl Tpya
4 MK -35 | 3nanuem TpeOoBanuii | 3HaTh TpeOOBaHUS | YMETh IIIAHUPOBATH Bnanets
K OpraHu3aluu K OpraHuzanuu pabouwnii 1eHp TEXHOJIOTHEHN
CEKpPETapCKOro CEKpPETapCKOro PYKOBOAUTENSI, TOTOBUTh | TIOATOTOBKH
o0CITy)KUBaHHA 00CITy)KUBaHHA U CITy>)kKeOHBIC COBEIAHUS; | MaTEpPHAaJIOB K
WH(OPMALIMOHHO — | OPraHMU30BHIBATH U COBEIIAHMAM U HX
JOKYMEHTAI[HOHHOT | OOCITy)KHBAaTh opraHuzanuen
0 obecrnieueHus NIeperoBopbl, FTOTOBUTH
MaTrepuabl I
NIepEeroBOpOB;
obecrieynBaTh
TeneOHHbIE KOHTAKTBI;
-TOTOBUTH BBICTYIUICHHSA
PYKOBOIUTEIIS;
5 MK -36 | 3nanuem TpeboBaHMH | 3HATH NPUHIMIIBI YMerp opranu3oBbiBaTh | Biagers 3HaHUSMU
K OpraHu3alyn OpTaHM3aINA KaJpoBoe TpeboBaHuil K
KaJpoBOTO KaJpoBOTO JIETIONPON3BOICTBO U | OpraHu3alun
JIETIONPON3BOJICTBA I | AEJIONPOU3BOJICTBA | JOKYMEHTHPOBAaHHE KaJpoBOTO
JOKYMEHTHPOBAHUIO | U TPYIOBBIX  OTHOLICHUH, | JENONPOM3BOICTBA U
TPYIOBBIX JOKYMEHTUPOBAHH | XpaHEHHE JOKyMEHTOB 110 | JIOKYMEHTHPOBAHHUIO
OTHOIIICHHH, 10 TPYAOBBIX JUYHOMY COCTaBY TPYIOBBIX
XPaHEHUIO OTHOLLEHUH, OTHOILICHUH,
JIOKyMEHTOB MO XpaHEHHIO XpaHEHHIO
JUIHOMY COCTaBy JOKyMEHTOB I10 JIOKyMEHTOB 10
JIMYHOMY COCTaBy JUYHOMY COCTaBy
6 IMK-40 | 3nanuem TpeboBaHmii | 3HaTh TpeOOBaHUA | YMETh obecrnieunBatb | Brmagers
K OpraHu3alyn K OpTaHM3aIiN COXPaHHOCTb TpeOOBaHMIMH K
obecrieueHus obecrieueHUs JIOKyMEHTOB B apXHBax OpTaHM3aIiN
COXPaHHOCTH COXPaHHOCTH obecrieueHus
JIOKyMEHTOB B JIOKyMEHTOB B COXPaHHOCTH
apxMBax apxuBe JIOKYMEHTOB B
OpraHu3aiuu apxMBax
Tabmuna — Pacnipenenenue TpyI0€MKOCTH MO BCEM BHJIaM ayTUTOPHON U CaMOCTOSITeNIbHOU paboTs! cTyaeHTa 300
10 Kypcam
Bun yae6HOit paboThI Bcero Kypc (uacsr)
4acoB 3
KonTakTHasi padoTa, B TOM 4Hcje: 12,3 12,3
AyIuTOpHBIE 3aHATHS (BCero):
3aHATHS JIEKIHOHHOTO THIIA 4 4 -
JlaGopatopHble 3aHATHS -
3aHATHS CEMUHAPCKOTO THIA (CEMUHAPHI, TPAKTHYECKUE 3aHSATHS) 8 8 -
HNuasi koHTaKTHAas padora:
Kontpons camocrosrensHoi pabotsl (KCP)
ITpomexyrounas arrecraius (MKP) 0,3 0,3
CamocrosiTeJibHAsi padoTa, B TOM YHCJIe: 123 123
KypcoBas pabota -
IIpopaboTrka y4eOHOro (TEOPETHIECKOro) MaTepraa 40 40 -
BeinonHeHe UHAUBUAYaIbHBIX 33JaHuil (II0ATOTOBKA COOOIICHHH, 40 40 i
IIpE3CHTAIH)
Pedepar -
TToAroTOBKA K TEKYIIEMY KOHTPOJIIO 43 43 -
KoHTpoJib:
TToArOTOBKA K DK3aMEHY 8,7 8,7
Oomast Tpy10eMKOCTh qac. 144 144 - -
B TOM YHCJIe KOHTAKTHAasI 123 123
padota
3a4. e 4 4




KypcoBble poeKThI MU PadOTHI. He npedyCMOmpeHbi.

HHTepakTHBHBIE 00pa3oBaTe/ibHbIE TEXHOJIOTHH, HCIIOIb3yeMble Ha ayJMTOPHBIX 3aHSTHUSX: JAUCKYCCHH,
rPyINOBbIE pabOThl, KOHTPOJILHBIE PA0OTa, IENOBbIC HUIPHI.

Buja arrecramum: dk3amMeH. MTOrOBBI KOHTPOJIb 10 JUCLUILIMHE UMO206bil KOHMPOLb TO AUCHHUILINHE
OCYIIECTBIISICTCS B XOJI€ IK3aMEHa, KOTOPBIH POBOIUTCS B YCTHOW WIIM MHUChbMEHHOI opMme ¢ yd4eToM pe3ysibTaToB
TEKYIIIEro KOHTPOJIS B XOJIe CeMecTpa.

OCHOBHaf JINTEPATypAa:
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