MuHucTepcTBO HayKH U BbIciiero oopaszoBanus Poccuiickoit denepaunu
denepanbHOE rocy1apcTBEHHOE OIOIKETHOE 00pa30BaTEIbHOE YUPEKICHHE
BBICIIIEr0 00Opa30BaHUs
«KybaHCKuit TOCYy1TapCTBEHHBIN YHUBEPCUTET
@DaxyJIbTET yIPABICHUS U IICUXOJIOTUU

YTBEP)I{ILAIO; M,
HpgpeKTop 1o’ y‘;gﬁﬂou pabore,
Kﬁt{emsy o6pa3OBaHgm — MepBbIH

: N
' TQQQKTOP o TR 22
'13? - “‘L‘Xarvpos LA,

PABOYASA IPOT'PAMMA JNCHUIIVIMHBI (MOAYJIA
b1.B./IB.18.01 ”TH®OPMALMNOHHO-AOKYMEHTAIIMOHHOE
OBECIIEYHEHHUE AEATEJIBHOCTHU PYKOBO/JIUTEJIA
OPI'AHU3AIIMHN

Hanpagnenue noarotoBku 46.03.02 [{lokymenmoseoenue u apxusogeoenue

Hampasnennocts (ipodminb) OpearuzayuonHoe npoeKkmuposarue
O0OKYMEHmMAayuoHH020 0becnedenusl ynpasieHus.
8 opeaHuzayuu

[Iporpamma moArOTOBKU axademMuiecKast

dopma o0ydeHUst ouHas

KBamudukanus (cTerneHb) BEITYCKHUKA OaKald8p

Kpacnonmap 2020



PaGouas mporpamma aucnumumHbl  «HOpMAIIMOHHO-TOKYMEHTAITMOHHOE
o0ecrieueHrne JEATEIBHOCTH PYKOBOJWUTENSI OpraHMW3ali» COCTaBJICHA B
COOTBETCTBHH ¢ (hefiepabHBIM TOCYIapCTBEHHBIM 00pa30BaTEbHBIM CTaHIAPTOM
Bbiciiero  ob6pazoBanuss (OGI'OC BO) mno  nHanpasienuto  46.03.02
JIOKyMEHTOBEICHHE U apXUBOBEICHHE

Ilpozpammy cocmasunu: ‘ «,

Jlanckas apesa BrnagumupoBHa, JOLIEHT Kadeapbl, KaHAUAAT (7/ X‘ ”
Hitees

HSKOHOMMYECKUX HAYK, JOIEHT ¢

Epmonenko Brnagumup BaneHTHHOBHY, 3aBEIYFOIIAN
Kadeapoii, TOKTOP PKOH. HAYK, JOIEHT

PabGouass nporpamma aucuumuiuabl  «HOpMaAIIMOHHO-TOKYMEHTAIMOHHOE
oOecrieyeHue JESITeIbHOCTH PYKOBOAUTENS OpraHu3alu» yTBEpXKICHAa Ha

3aceJaHuu Kadeapsl obmero, CTpPaTEeTUYECKOro, 0G
WH(POPMAITMOHHOTO MEHE/KMEHTA M OM3HEC - TIPOIECCOB
npoTokod Ne 9 ot «22» mas 2020 r. <

3aenyrommii kadeapoii Epmonenko B.B.

Pabouast mporpamma 00Cy*k/IeHa Ha 3ace/laHii Kaenpsl (BbITYCKAOMIEH)
poTokoJ Ne 9 ot «22» masa 2020 r.
3aBenyromuii kadeapoii (Beimyckatomeir) Epmonenko B.B.

VTBepk/IeHa Ha 3acelaHUd Y4yeOHO-METOIUYECKOM KOMHCCHH (haKyJIbTeTa
yIpaBJIeHUs ¥ TICUXOJIOTHUH

4

npoTokoi1 Ne 6 ot «25» mas 2020 r. /
[Ipencenarens YMK daxynbreta lno0ymns E.FO. //7
Perien3eHThI: ‘X

dansko Cepreit ['puropseBud, 3aBeaywonuil kabeapod «IKOHOMHUKA U
opranuzanusi npousBojactBay MITY wum. H.D. baymana, uCHOJHUTEIbHBIN
JTUPEKTOP HEKOMMEpUYECKOro napruepctBa «O0beAMHeHre KOHTpoJuiepoB Poccumy,
JI-p 9KOH. HayK, podeccop

bonpapesa Mapuna lBaHoBHa, HaYaJIbHUK OT/ENIa CITY>KEOHOW NMEePENUCKU
aagmuHuAcTpannu KpacHogapckoro kpas



1 Hesan u 3axa4u M3y4eHHs JUCHUILTAHBI

1.1 Hean aucuMNJIMHbI

- O3HAKOMHUTH  CTYACHTOB C  OpraHm3amuedi  WH(OPMAIMOHHO-
JIOKyMEHTAITMOHHOTO O00ECTICUCHUsI JEATECILHOCTH PYKOBOIUTENST OpraHU3allvy,
PacKpBITh ~ CYIIECTBO  OCHOBHBIX MpoOJieM JaHHOW  MpodeCcCHOHATBHON
NEeSATEeTLHOCTH;

- U3YYUTh POJIM W OOS3aHHOCTEH JTOJDKHOCTHBIX JIMI[ CEKpeTapuara B
opraHuzanud  MHGOPMAIMOHHO-AOKYMEHTAIIMOHHOTO U 0€3JJ0OKyMEHTHOTO
00CITy>KHBaHUS pyKOBOJICTBA, CTPYKTYPHBIX MOJIpa3/IeJICHUMN;

- chopmMupoBaTh KOMIETEHIIMM CBSI3aHHBIX C JIOKYMEHTAIIHOHHBIM
oOecrieyeHueM JesTeIbHOCTH PYKOBOJMTENS B XO/€ YIIpaBJICHUs! OpraHU3alliu, B
peXuMe TOBCEHEBHOM JNEATEIbHOCTH W B XOJI€ TOJTOTOBKM U TMPOBEICHUS
pPa3IMYHBIX OPTaHMU3AIMOHHBIX MEPONPUITHI (COBEIIaHMM, JENIOBBIX BCTpEY,
MIEPEroBOPOB U JIp.).

OO0beKTOM H3YyYCHHs SBISCTCS IEATEIHLHOCTh IMOMOIIHHUKA PYKOBOIUTEIS
(cexperapsi-pedepeHTa) Mo ympaBiICHUIO COBPEMEHHOW OpraHu3alueil, aKTUBHO
B3aUMOJICHCTBYIOIIEHN C BHEITHEN CPEIION.

IIpeamerom W3Y4YEHUS SIBJTSTFOTCS BCJICHUC nH(OPMAITMOHHO-
JOKYMEHTAITMOHHOTO ¥ 0€3 JOKyMEHTHOTO OOCTy)KHBaHHS PYKOBOJICTBA,
CTPYKTYPHOT'O MOJIpa3/ieJICHHs], OpraHU3alluu B 1IEJIOM.

1.2 3agaun ocBOeHUS THCHUIINHEI

Teopemuueckas KOMNOHeHmMa

- 3HAHUE METOJOJOTHYECKUX OCHOB JOKYMEHTAIIMOHHOTO OOECIICUCHHUSI
MEHE[PKMEHTa COBPEMEHHBIMU OPTaHU3AIHUSIMU;

- (popMupOBaHUE TPENICTABIICHUS O POJH CeKpeTapsa-pedepeHTa B CTPYKType
JTOKYMEHTAITMOHHOTO 00CCTICUCHHMSI YITPaBICHUS;

Tlo3nasamenvras komnonenma

- 03HAKOMJICHHUE C POJIbIO MOMOIITHUKA (CeKpeTapsi-pedepeHTa) pyKoBOAUTENS
OpraHW3alli{ B YIPABICHIESCKOM IMPOIIECCE M OCOOCHHOCTSIMH OpTaHU3aIluu TPY/a;

- U3Yy4YeHHE COJACpKaHUs pabOThl TOMOIIHUKA (cekpeTaps-pedepeHTa)
PYKOBOJIUTENISI OpraHU3aluy ¢ nHpopMarmei 1 T0KyMEHTaMH,

Ilpaxmuueckas komnoneHma

- MOJTy4YeHNEe HABBIKOB BeICHHS HH(GOPMAIIMOHHO-T0KYMEHTAILHON paboThI, a
TaKK€ TMPaBWI  JEJIOBOTO  OTHUKETa, HEOOXOJUMBIX TPU  BBINOJHEHUHU
o0ecreynBarIMnX 00I3aHHOCTEH.

1.3 MecTo AUCHUIIMHBI B CTPYKTYpe 00pa3oBaTeibHOM NPOrpaMmbl

JlucuuiuimHa «HdOopMalIMOHHO-TOKYMEHTAITMOHHOE o0ecrieueHue
JEATEIbHOCTH PYKOBOJUTENS OPraHU3aLMU» SIBISETCS AUCLHMIUIMHON MO BBIOOPY
BapuaTMBHOM yactu bnoka 1 yueOHoro miana HanpasiieHus noarotosku 46.03.02
«JlokymeHTOBeIeHUe W  apxuBoBeaeHHe» (mpodwib - «OpeanuszayuorHHoe



NPOEeKmMupoB8aHue OOKyMeHmMayuoHH020 obecnedenus YNpasieHus: 8 OPSaHU3AUUU»)
OCHOBHOM  00pa3oBaTelbHOM TMporpamMmbl 0OakajgaBpa U MMEET MHJEKC
b1.B./IB.18.01.

Conepsxkanue y4eOHOM M CHUIIIMHBI HATIPABJIEHO HA PA3BUTHUE MTOTYYEHHBIX
paHee 3HaHM B 00JIACTU PYCCKOTO SI3bIKa W KYJBTYPhl PEUM, PEAAKTOPCKOU
CUCTEMBI, WH(OPMAIIMOHHOTO OO0ecreyeHus: YyIpaBjieHus, HWH()OPMAIMOHHOTO
MEHEI)KMEHTA, aMUHUCTPATUBHOTO U IPaXkAaHCKOrO MpaBa, JOKYMEHTOBEICHUS,
OpraHu3alliy U TEXHOJOTUH JOKYMEHTAMOHHOTO 00ECIEUEeHHSI YIIPABICHUS.

B cBowo ouepeab, HU3y4YEHHE JUCHUIUIMHBI OOECIEYMBAET BO3MOXKHOCTh
YCHEIIHOIO  OCBOEHUSA  CTYACHTAaMH CIEAYIOIIMX JUCHUIUIMH  OCHOBHOM
o0pa3oBaTeNbHOM IPOTPaMMBL: JOKYMEHTAIMOHHBII MEHEKMEHT,
JIOKYMEHTAIlMOHHOE OOECIeYeHNEe YNpaBICHHUS AaKIMOHEPHBIM  OOILECTBOM,
opranuzauus u TexHojorus JIOY a Takke TOATOTOBKY  BBITYCKHOM
KBATM(PUKAIMOHHOM (0akaiaBpCcKoii) pabOThI.

B gucuuiMHE — MCHOJB3YIOTCS  OCHOBHBIE — IOHATHSA,  KOHLEIIMHU,
IPEJCTaBISIIOIINE COOOM TEOpeTHYeCKyr0 0a3zy, OCBOECHHYIO CTYAE€HTaMU IpHU
U3yYEHUHU AUCLMIUIMH B paMKax OakajlaBpuaTa MpejcTaBieHHbIe B Tabaule 1.

Tabnuna 1 — Juciuruinasl 6akanaBpuaTa

Jucnuninna Bomnpocel (TeMbl), 3HaHHE KOTOPBIX HEOOXOAMMO MPH
U3YYEeHHH JAHHOM AUCHUIIMHBI
1. Pycckuii s13bIk 1 Mopdonorus, cuntakcuc. [Iynkryanus. PedeBsie 060pOThI

KYJIbTYpBI peun

Penakropckue cucremsl

2. Penakropckas cucrema |[lopsimok  penaktupoBanusi Tekcra. [IporpammHoe oOecriedeHue.

3. UadopmarimonHsle WNndopmannonnas cucrema. [loncucremsl. Pazsutie nupopmannoHHoR
cucteMsl 1 b/ cucTeMEbl. ba3el JaHHEIX

4. apopManinoHHBIH Jlannble, uH@opmarus, 3Hanus. MHpopmanmoHHOe obecrieueHue.
MEHEKMEHT Ncrounuku nndopmanuu

5. AI[MI/IHI/ICTpaTI/IBHOC )51 A,Z[MI/IHI/ICTpaTI/IBHaH OTBCTCTBCHHOCTbD. I[OI‘OBOpLI.
rpaXxaIaHCKO€ MMpaBo

6. JlIokyMeHTOBeIeHHE CtpyKkTypa 1 IpU3HAKU JOKYMEHTA.

7. OpraHI/ISaHI/IH 151 COBpeMeHHHe TCXHOJIOTUHN JOKYMCHTAIMOHHOI'O obecrnieueHUs
TEXHOJIOTHUA ynpaBnqueCKofI JACATCIIBHOCTH
JAOKYMCHTAIIMOHHOT' O

o0OecrnieuyeHus ynpaBIeHUs

1.4 TlepevyeHb MIaAHMPYEMBIX Pe3yJbTATOB O0y4YeHHMS O JAMCHHUILINHE,
COOTHECEHHBIX C IVIAHUPYEMbIMHU Pe3yJIbTATAMHU OCBOCHHUSI 00pa3oBaTeIbHOM
MPOrpaMMblI

N3yuenne ydeOHOUW auciuiiuHbl «MHpOpMaImoHHO-T0KYMEHTAIIUOHHOE
obOecricueHUEe JCATEILHOCTH PYKOBOJWTENS OpraHU3allMi» HaMpaBJeHO Ha
dbopmMupoBaHUE Y OOYUYaIOIIUXCS HEOOXOAMMBIX JJIsi (PAKTHUUECKOTO MPOSBICHUS
3as1BJICHHBIX KOMIIETCHIIMH MIPEICTABIICHUS, 3HAHUS, YMEHHS U HABBIKOB.



B Ttabmuue 2 mnpenacrtaBieHbl TpeOOBaHMS (KOMIIETEHIIMH) K H3YYECHHIO

CTYJICHTOM JUCITUTIIIUHBI.
Tabnuna 2 — TpeboBaHUS K OCBOSHUIO CTYACHTOM JUCITUTIIINHBI

Ne | Unpexc Conepxanue B pesynbrare u3ydeHus yd4eOHOM JUCIUTUINHBL
ILO. | KOMIIE- KOMIICTCHIUH 00ydaromuecs: J0KHbI
TEHIIUU (w1 ee 9acTH) 3HATD yMeTh BJIA/IETh
(HABBIKH)
1 OK-7 | CrnocobHOCTEIO | 3HATH OCHOBEI YMmeTh Bnanets
K CaMOOpraHu3a- | INIaHUPOBAHUS IJIAaHUPOBATH HaBBIKAMM TalM -
LU U JIAYHON JUYHYIO MCHEDKMEHTA
camoo0Opa3oBa- eSTEIbHOCTH IeITeJbHOCT, Ha
HUIO MecCHI ¥ JICHb
2 IIK -33 | 3HaHMEeM OCHOB | 3HATHh OCHOBEI VYMeThb Bnanets
TPYIOBOTO TPYI0BOTO MIPUMEHSATD 3HAHUSIMHU OCHOB
3aKOHOJATEJIbCT | 3aKOHOJATEJIBCT | OCHOBBI TPYJIOBOTO
Ba Ba TPYIOBOTO 3aKOHOJATEIILCTB
3aKOHOJATENILCTB | a
a
3 IIK -34 | CoOmroneHueM 3HaTh NpaBuia U | YMETh Bnanerts
MpaBUJI M HOPM | HOPMBI OXpaHbl | IPUMEHSTh COOJIIOICHUEM
OXpaHbl TpyAa Tpyaa npaBujIa ¥ HOPMBI | IPABWII U HOPM
OXpaHbl TpyJia OXpaHbl TpyJia
4 IIK -35 | 3nHanuem 3HATH YMeThb Bnanerts
TpeboBaHU K TpeOOBaHUS K IJIAHUPOBATH TEXHOJIOTUEN
OpraHu3aIu OopraHu3aIu pabouuii 1cHb IMOJITOTOBKHU
CEKpPEeTapCKOro CEKpPEeTapCKOro PYKOBOAMUTEIS, MaTepuaioB K
o0cTyKUBaHUS 00CIyXUBaHUSI | TOTOBUTH COBEIIAHUAM U HX
51 ci1y’)keOHbIe opraHu3anueu
WH(OPMALIMOHH | COBELIaHMUS;
0-— OpraHU30BBIBAThH
JOKYMEHTAIMOH | ¥ OOCIIYy>KMBATh
HOT'O TIEPErOBOPHI,
obecreueHust TOTOBUTH
MaTepHuabl s
NIEPErOBOPOB;
obecneynBaTh
Tese()OHHbIE
KOHTAKTEHI,
-TOTOBUTH
BBICTYTUICHHS
PYKOBOJIUTEIIS;
5 IIK -36 | 3nanuem 3HaThL Vmers Bnaners
TpeOoBaHUIl K MIPUHIUIIBI OpPTaHHM30BBIBATH | 3HAHUSMU
OpraHu3aIu OpraHu3aIu KaJpoBOE TpeOOBaHUH K
KaJIpOBOTO KaJIpOBOTO JIEJIONPOU3BO/ICTB | OpraHU3alUU
JIETIOTPOU3BOJICT | ACIOMPOU3BOICT | O U | KapOBOTO
Ba U Ba U JOKYMEHTUPOBaH | JAEIONPOU3BOACTB
JIOKYMEHTHUPOBa | JOKYMEHTHpPOBa | W€ TPYJOBBIX | a U
HUIO TPYJIOBBIX | HUIO TPYAOBBIX | OTHOUICHUH, JOKYMEHTHUPOBAH
OTHOILICHHH, OTHOILICHHH, XpaHeHue HIO TPYJIOBBIX
XpaHEHUIO XPaHEHUIO OTHOILICHUH,




JOKYMCEHTOB I10

JOKYMCHTOB I10

JOKYMCHTOB 1o

XPaHEHHUIO

JTUIHOMY JTUIHOMY JUYHOMY COCTaBY | JOKYMEHTOB IO
COCTaBy COCTaBYy JUYHOMY COCTaBY

INK-40 | 3uanuem 3HaThL VYMeThb Bnagers
TpeOoBaHMil K TpeOOBaHUS K obecrieunBaTh TpeOOBaHUSIMU K
OpTraHu3aIuu OpraHu3aIuu COXPAaHHOCTh OpraHH3aIiH
obecnieueHus obecnieueHus JIOKYMEHTOB B | oOecrnieyeHus
COXPaHHOCTH COXPaHHOCTHU apxXuBax COXPAaHHOCTH
JIOKyMEHTOB B JIOKyMEHTOB B JTOKYMEHTOB B
apxXuBax apxuBe apxXuBax

OpraHu3aIuu




2. CTpyKTYypa M cofepKaHMe I CHUILTHHBI.

2.1 Pacnipenesienne TPyA0€MKOCTH IMCIUIIMHBI IO BUIaM padoT

OO6mast TpyJ0eMKOCTh JUCHUIUIMHBI cocTaBisieT 4 3ad.en. (144 gacom), ux
pacmpeneneHde 1o BujaaM paboT (ISl CTyACHTOB OYHOM (hOpMBI 0OydEHHUS)

MpeCTaBJICHO B Ta0OuIIe 2.

Ta6nuua 3 — PacnpenesieHue TPyJI0eMKOCTH 0 BCeM BHAAM ayJAUTOPHOH M
CaMOCTOSAITeIbHOM padoThl ctyaeHTa ODO no cemecTpam

Bun yuebHo# paboThl Bcero | Cemectpsl (4achl)
yacoB | 5 6
KonTakTHas pabdora, B TOM unciie: 76,3 76,3
AyauTopHbIe 3aHATHS (BCEro):
3aHATHS JICKITMOHHOTO THITA 36 36 -
JlaGopatopHbie 3aHITHS -
3aHATHS CEMUHAPCKOTO TUTA (CEMUHAPHI, 36 36 i
MPAKTUYECKUE 3aHSITHS)
Nuasi koHTaKTHas padora:
KonTtpoas camocrositenbHol padotsl (KCP) 4 4
ITpomexxyrounas arrecranus (MKP) 0,3 0,3
CamocTrosiTejibHasi padoTa, B TOM YHCJI€: 32 32
Kypcosas pabora -
[IpopaboTka yueOHOTO (TEOPETHIECKOTO) 19 19 i
MaTepuaia
BrimiosiHeHHE MHAMBUAYaIbHBIX 33 IaHAN 10 10 )
(moaroToBKa COOOIIECHUI, TPE3CHTAIINN)
Pedepar -
[ToaroToBKa K TEKyIIeMy KOHTPOJIIO 10 10 -
KoHnTtpoas:
ITonroroBka K sK3aMeHy 35,7 35,7
Oo0masn gac. 144 144 | - -
TPY10€MKOCTh B TOM YMCJIe 76.3 76.3
KOHTAKTHasi padoTa ’ ’
3a4. €] 4 4

2.2 CTpyKTYpa AUCHHUILTHHBI

Pacnipenenenne BunoB yueOHON pabOThl U UX TPYAOEMKOCTH IO paszjesiaM U
TeMaM JUCUUIUIMHBI [JI1 CTY/JICHTOB OYHOW M 3a04HOM ¢opM oOydeHus
MpejCTaBiIeHO B Tabmulie 4.



Tabmuia 4 — Pa3aenbl AUCIUIUIMHBL, ©3y9aeMble B 5 ceMecTpe

Ne HaumenoBanue Moayieit, pa3aeinoB U TEM Ounas ¢opma (uyac)
TEMBbI Bcero AynuTopHas pabota CPC
JI I1P KCP
1 2 3 4 5 6 7
BBEJIEHUE 1 1
1 [IoMomHMK  pyKOBOOMTENA B  CHUCTEME 11 3) 4 4
yIOpaBlIeHUS M  YIOPaBIEHYECKOM IpOLecce
COBPEMEHHOW OpraHW3allMd U €ro MOJEJIbHbIC
00513aHHOCTH
2 HopmaruBHo-MeToquueckass  6a3a  pabotel | 12 6 4 4
noMouHuka pykosoaurens no MJ1O
3 Opranuzanus paboThI nomomiHuka | 16 6 6 4
PYKOBOIUTENS 1o UHGOPMAITMOHHOMY
00€CIIeYeHUIO
4 OproHoMuyeckie TpeOOBaHHS K OpraHHU3alNH 10 4 2 4
pabodero mMecta pyKOBOJMTENS W IOMOIIHUKA
PYKOBOIMTENS
5 Jlenornpon3BoACTBEHHbIE ()YHKIIUUA TTOMOIIHUKA 14 6 4 4
pykoBoauTens (cekperaps-pedepeHTa) U €ro
pouib B JIOY
6 PaGora  moMomHHMKa ~ PYKOBOAMTENS IO 10 4 2 4
0€310KyMEHTHOMY 0OCITY>KHBAaHUIO
7 DTUYECKUE AaCIHeKThl CEKPEeTapcKoil paloThI. 16 6 6 4
JlenoBoii aTUKET
8 B3anMooTHOLIEHN cekpeTapsl C pyKOBOACTBOM 11 5 4 4
1 KOJIJIEraMu o pabore
3AKJIIOYEHUE 3 1
IK3aMeH 35,7 35,7
HNKP 0,3 0,3
Bcezo: 144 36 36 4 68
2.3 Conep:kanue pas3aesioB U TeM IMCHUATIAHBI
2.3.1 3aHaTHA JEeKUMOHHOIO THIIA
Tabnuma 5 — ConeprkaHue JIEKIUH MO TUCITUTIIINHE
Ounas ¢popma
Ne o0y4eHus
HaumeHoBaHue
Pa3nena Copnepxanue TeMbl ®opma
pa3jiesia u TeMbl
H TeMbI Bpemsi | Tekymero
KOHTPOJIst
BBEJEHUE Hcropust  cekperapckoro — nena
Poccun u coBpeMeHHOE COCTOSTHHE
OTEYECTBEHHOH nH(OPMaIMOHHO-
JIOKYMEHTAIlMOHHOM cITy>KObl. CBsI3b C 1
IpyruMH  aucuuruimHamMu.  Dopmbl
KOHTPOJISI ~ YCBOGHHMSI ~ MarepHana.
Jlutepatypa u  uH(pOpMalMOHHBIE
VMCTOYHUKHU MO JUCIHUILINHE.




[ToMourHuK [TomourHUK PYKOBOJIMTEINS
PYKOBOJIMTEIIA B (cexperapb-pedpepeHT) B CUCTEME
CUCTEME yIpaBiIeHUsS COBpPEMEHHO
yIIpaBJICHUS U OpraHM3alii U €ro  MOJEJIbHbIE
yIpaBICHYECKOM 00s13aHHOCTH. Kareropuun
nporecce IIOMOLTHUKOB u ceKpeTrapeil.
COBpPEMEHHO [Ipodeccuonanvupie TpeOOBaHUS K
OpraHu3alliy U €r0 | Pa3lu4HbIM Kateropusim (OCHOBHBIE Juckyccus
MoJieJIbHbIE KOMIIETEHIIMM U JIMYHBIE KauyecTBa. 5 Ha
00s13aHHOCTH. OO6mmue MIPUHIUTIBI CeMHUHape
po¢eCCHOHAIIBHOTO otbopa.
JlokymMeHTanbHOe oopmienue
TPYIAOYCTpOICTBa (pe3tomMe, 3asBICHUE
0 mpueme Ha paboty, aBToOHOrpadus,
TpyoBOM jmoroBop). Bo3mokHoCTH
Kappbe€pHOIO  POCTa  CEKPETApPCKOro
nepcoHaia.
HopmatusHo- OO61erocyiapcTBEHHbIE HOPMATUBHO-
MeToauyeckas 0aza | MeToaudeckue JTOKyMEeHThl. CHCTeMBI
paboTsl nokymentanuu. YCJI JlomkHOCTHas 6
MOMOITHUKA MHCTPYKIUS cekpeTaps-pedepeHTa, ee
PYKOBOJUTENSA 1O OCHOBHBIE pa3/IeIbl.
1401(0)
Opranuzanus Ponb cexperapss B MHPOPMALIIOHHOM
paboThI obecrieyeHnn JEeSITEIIbHOCTH
[IOMOIIHHKA PYKOBOIMTEIIS. Pedepentckas
PYKOBOAMTEIS TIO COCTaBIISIONIA JESITEIbHOCTH
UHPOPMALIMOHHOMY | CeKpeTapsa-pedepeHTta pyKOBOIUTES. r
o0ecrneveHuo Coop u cucTeMaTu3alus 6 pyroBaz
uH(popmanuu. [loaroroska crnpaBox 1o patora
JIOKYMEHTaM, UH(OPMAIIMOHHBIX
noa0OpoK, pedeparoB, Mporpamm,
IUJIaHOB. PenaxktupoBanue.
PedepupoBanue. CnnupailtepcTso.
OproHOMHUYECKHE OproHomMuyeckue TpeOOBaHUS K
TpeOoBaHUs K OpraHu3anuy paboyero Mecra.
OpraHu3aIu Heo6xonuMmele oducHbIe akceccyapsl. Huckyccns
pabouero mecrta OO6s3aTenbHast cripaBoyHas KCP Ha
auteparypa. Opranu3zanus ceMHHape
KOMITBIOTEPU3UPOBAHHOTO pabovero
MECTA.
Henonpous- Jlenonpoun3BoICTBEHHBIE GyHKIIIN
BOJICTBEHHBIE MOMOIIIHUKA PYKOBOJUTEIIS U €T0 POJIb
byHKIIUN B JIOKYMEHTAallHUOHHOM oO0OecreuyeHun
MOMOIITHUKA ynpasinenus. OOmue TpeOoBaHHS K
PYKOBOIUTENS TEKCTy  JOKyMeHTOB. [lpmem wu
I'pynnosas
(cexperapsi- nepBUYHas 00pabOTKa JOKYMEHTOB. 6 6
pedepenTa) u ero [IpenBaputenbHOE pacCMOTpPEHUE U pabota
poiib B JIOY pacrpeiesieHie MOCTYIMBIINX
JIOKYMEHTOB. Peructpanus
JnokyMeHTOB. Ilepemaua JOKyMEHTOB
Ha HCIIOJIHEHUE. KoHTtpoib




WCTIOJTHCHUS: TEeKYIIHNI u
IPEAYIPEAUTEIBHBIN. Cuarue
nokymMeHTta ¢ KoHTpoisi. Co3maHue
0a3bl JaHHBIX (0] AOKYMCHTax
YUpSKACHUS W HH(DOPMAIMOHHO-
cnpaBoyHas pabora. OOpaboTka u
OTIIpaBKa HMCXOJSIIUX JTOKYMEHTOB.

Opranuzanusi TEKYIIEro XpaHEHUus
nokyMeHToB. HomeHnknatypa  jgen.
TpeGoBanwusi K GOPMUPOBAHUIO ACT, UX
0(pOpMIICHHIO u XpaHEHHUIO.
IlogroroBka gel K  apXUBHOMY
XPaHEHUIO. Cpoxu XpaHeHus
JoKkyMeHTOB. COCTaBJI€HUE OIHCEH.
Chnaya gen B apxXuB.  3alura

uHpopmauuu B paboTe cekperaps ¢
KOH(UACHIIMATBHBIMU JJOKYMEHTaMHU.
CocraB KOH(UEHITNAIbHBIX
JOKYMEHTOB, OpraHM3anus pabOThI C
HuMH, ux yder. Co3manue 0a3bl
JAHHBIX O JIOKyMEHTaX YYPEKICHHUS U
MH(OPMaIIMOHHO-CIIPaBOYHast padoTa.

PaboTa momoiHuka
PYKOBOJIUTEIIS TIO
0€3/I0KyMEHTHOMY
00CITy>)KMBaHUIO

[TnanupoBanue paboyero JHs
pykoBoautens. O0uue npaBuia
npuema nocerureneu. [Ipuem
COTPYJIHHUKOB IO TEKYIIUM U JIUYHBIM
BornpocaM. [Ipuem nocerurenen u3
JIPYruX OpraHu3alui u
KOMaHANPOBaHHBIX.
WnpopmanmonHoe odecrieueHue B
npreMHOH. 3aimuTa nHpopMaluy Ipu
paboTe ¢ MOCETUTEISIMHU.
Opranuzanys JeJI0BBIX IEPErOBOPOB.
[TonroroBka u oOcIyKMBaHUE
coBellaHui. Benenue nporokona.
[ToaroToBka ciy:keOHbBIX
KOMaHAMPOBOK PYKOBOJIUTEINS U
COTPYJHUKOB.

KCP

Jenopas
urpa

DTHuYecKue
ACTICKTBI
CEKpeTapcKon
pabotel.  JlemoBoit
ITUKET

JlenoBoe o011eHNe, ero OCHOBHBIE
Buibl. CimyxeOHasi cyOopauHaIus.
Pabota cexperaps ¢ TeneoHOM.
OcobeHHOCTH CITYKEOHOTO
teneoHHOTO pasroBopa. O0miue
PEKOMEHIalliu TI0 BEJICHUIO
TesneOHHbIX TieperoBopos. [lpuem u
odopmiieHne TeaehoOHOTPaAMM.
Ilepenucka Kak 3JIEMEHT JENOBOM
KOMMYHUKaluu. Mcnone3oBanue
AIIEKTPOHHOM MOYTBHI.

Jenoas
urpa

B3aumooTHOILIEHUS
cekperaps c
PYKOBOJICTBOM U

HUctoku nemosoro >tukera. UMumx
cekpetapsi. OCOOEHHOCTH CITy:KeOHOTO
STUKETA KeHIUHBI. [ToBegenueckmii

Juckyccus
Ha
ceMHHape

10




KOJUIETraMH o
pabote

ATUKET. DTUKA PEYEBOU
koMMyHHKaIH. KoHpIukTHBIE
CUTyalluu B pabOTe MOMOILTHUKA
pYKOBOAMTENS (CeKpeTapsi-
pedepenTa) (MpeaoTBpaIICHUE U
pa3pernieHue KOHQIUKTOB).

SAK/IIOYEHUE

Bo3spacranue posin obecneurBaromen
(YHKINU B CUCTEME YIIPaBICHUS
OopraHu3aiuu. Y CWICHHUE Poiu
UH(POPMALIMOHHON U UMHJIKEBOI
COCTABJISIIOLLEH B J€ATEIbHOCTH
IIepCcoHaJIa.

Bcezo

36

2.3.2 lIpakTuyeckne (CeMUHAPCKNE) 3aHATHSA

Tabnuna 6 — CoeprkaHue CEeMUHAPCKUX 3aHATUM

Ounas popma 00ydeHHS

Ne HanmenoBanue TemaTuka NpakTU4YECKUX 3aHATUN ®opma
TEMBI paszela u TeMbl (cemuHapoB) Bpemsa TEKYILEro
KOHTPOJISI
1 ITomomHuk HcTtopust cexperapckoro naeina B
PYKOBOJUTEIS B Poccun u coBpeMeHHOE COCTOsIHUE
CHCTEME YIPABJICHUs | OTEYECTBEHHON MH(OPMAIMOHHO-
U yIIpaBJIEHYECKOM JIOKYMEHTAIlMOHHOM CITy>KOBI.
pouecce [TpodeccronanbHble M JIMYHBIE Jlnckycens Ha
COBPEMEHHOMN KayecTBa IIOMOIIIHHUKA
OpraHU3alH U €r0 PYKOBOIUTEIIS. Kareropun 4 Kgfx;:;f;;ﬂ
MOJI€TIbHBIE MTOMOITHUKOB M CEKpeTapeu. aGoTa
0053aHHOCTH. JlokymeHTanbHOe  OodopMmIIeHHUE P
TPYIOyCTPOICTBA (pe3tome,
3asdBJICHUE O IpHUeMe Ha paboTy,
aBroOuorpadus, TPYJAOBOH
JIOTOBOP).
2 HopmatusHo- JloipKkHOCTHAs UHCTPYKIUS
MeToauyeckas 0a3a cekpeTaps-pedepeHTa u
paboThI MOMOIITHUKA HOIVII)OHHfI/IKE g)yIIZOBonHTenﬂ u Hux 4 KOHT%OHBHM
PYKOBOIUTENS IO OCHOBHBIE pa3/IEIbl. pabota
na0
3 Opranuzanus pabotsl | @opMupoBaHue
ITOMOIIIHUKA MH(OPMALIMOHHON MOJO0OPKU O
PYKOBOIUTENS IO JIEJIOBOM TIapTHEPE OpraHM3alUH.
MH(OPMALIOHHOMY CocraBnenue aQHHOTALIUU r
o0ecreYeHn o HOPMaTHUBHO-METOIUYECKOTO pyIéHOBaH
JIOKYMEHTA. 6 y (f) a OTE;’M
I'pynnosasa paboma: padora
CocraBneHue Kpatkoro pedepara
KYpHaJIbHOM CTaTbu IIO0 TEME,
MHTEPECYIOIIEH PYKOBOAUTENS
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DpProHOMUYECKHUE TexHuueckoe oOecrieueHne
TpeOOBaHUS K JeATETbHOCTH cekperapsi.
OpraHu3alu Cucremnoe u cepucHoe I10.
pabouero mecra [IpoekTHas pabora: [Ipoext n
1. Cneuundukamnms cnenuduranys
obopymoBaHus obopymoBa-
PYKOBOIUTENS HUS KaOnHeTa
2. Crneuuduxamms
o0opynoBaHusT  MPUEMHOM
PYKOBOAMTEIIS
HenonpouzBoacteeHH | CocTaBieHHE TEKCTa CIyKeOHOTO
pIe QYHKIUU JIOKYMEHTA.
MTOMOUTHHUKA CucremaTtu3zanus
PYKOBOJUTEIIA KOPPECTOH ICHITNH Ha pabodeM
(cexperapsi- MecTe cekperaps. Homenknarypa
pedepenra) u ero JIe7 OpTaHU3allUH.
poiib B JIOY HucTpyKius no odbecrnedyeHnro

COXPAHHOCTH KOH(HICHITHATBHON
uHpopmarun

I'pynnosas paboma:

1. CoctaBuTth pe3rome
MpPETEHACHTA Ha JIOJDKHOCTh
MOMOIITHUKA PYKOBOIUTEIIS;

2. CocTaBUTh pEKOMEHIATEIHLHOE
nuchMO Kadeapsl Ha
BBIITYCKHUILY;

3.CocTaBUTh XapaKTEPUCTUKY Ha
CTYJICHTKY-BBIITYCKHHUILY.

I'pynnosas
pabora,

KOHTPOITGHAS
pabora

Pabota momomHuka
PYKOBOJIUTEIIS 10
0€310KyMEHTHOMY
00CITyKUBaHUIO

Opranu3zanus npe3eHTanui u
npuemoB. CepBUpOBKa CTOJIA.
[TonGop cCyBEeHUPOB U MaMSATHBIX
M0JIapKOB.

/enosan uzpa na memy:
«IToaroroBka AeNOBBIX
[IEPErOBOPOB PYKOBOIUTEIIS
OopraHu3aIyu ¢ Ou3HeC —
MapPTHEPOM).

[Henosas urpa

DTHYECKHE  aCIEKThI
CEKpeTapcKoil padoTHI.
JlemoBoit aTHKET

WnTepuer — a3 pexTrBHOE
CpPEACTBO COBPEMEHHOM JEIOBOM
KoMMyHHUKaruu. [louck u
pacrpocTpaHeHre HHPOPMALIUU B
cetu MHTEpHET.

HcToku 1enoBoro 3TUKETa. JTHKA
pedeBoit KOMMYHUKAIHH.
IToBegenueckuit »TuUKeT. MUK
cekperaps. JKeHmmHa B pamMkax
CITy’)keOHOTO PTHUKETA.

Jenosasn uzpa na memy: «Pabora
IIOMOIIHUKA  pPYKOBOJUTENS  C
pa3IMYHbIMU CpeacTBaMu
KOMMYHHUKAaIUH (tenedon,

[Henosas urpa
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HHTCPHET, OJJICKTPOHHAA II104Ta,
npsiMasi TPAHCIISIIUS U T.J1.)».

8 BzaumoorHOmEeHU J1emoBoil ATUKET M UMHIK Jluckyccus Ha
cexperaps C | IOMOLIHUKA PYKOBOJIUTEIS B 4 ceMuHape,
PYKOBOJICTBOM 1 | KOHGIUKTHON CUTyaluu B orice KOHTPQOJTGHAS
KOJUIEraMH 1o pabore | (mpueMHOi) pabota

Bcezo: 36
2.3.3 TeMbl J1a00pATOPHBIX 3aHATHIA
JlaGopatopHble 3aHATHS YI€OHBIM IJIAHOM HE TPEyCMOTPEHBI
2.3.4 Tembl KypCcOBBIX IPOEKTOB U PadoT
TeMbl KypCOBBIX MPOEKTOB U KYPCOBBIX pa0OT HE MPEAYCMOTPEHBI
2.3.5 Ilepeuyennb yueOHO-MeTOoAN4eCKOro o0ecneueHust NI

CaMOCTOSITEJILHOr0 PadoThI 00yUYarIuxcs mo gucuumiute «uadopmaronso-
JIOKYMEHTAIMOHHOE 00eCTIeUeHNE NeITeIbHOCTH PYKOBOIUTENSI OPraHU3aIIAN
Tabnuna 7 — YyebHo-MeToanueckoe 00eCieueHre CaMOCTOSITEIbHOM paboThI

[lepeuens yuebHo-MeToaueckoro odecneuenus | KonmnyectBo
No HauMeHOBAHME JVICIIATUTMHBI IO BBITIOJTHEHUIO 4acoB
TeMBI pas/Iena i TeMbI CaMOCTOSITENIbHON PabOTHI
OYHasl

1 2 3

4 DproHoMHuuYecKue | IProHOMHUYECKUE TPeOOBAHUS K OpraHU3aAIUH 2
TpeOOBaHUS K pabouero mecta. Heooxoaumele oucHbIe
OpraHu3aluu akceccyapsl. O0s3aTeNbHAs CIIPABOYHAS
pabouero mecra nmutepatypa. Opranusanus

KOMIIBIOTEPU3UPOBAHHOTO pabOYero Mecra.
Texuuueckoe obecriedeHre AesITeNbHOCTH
cekperaps. Cucremuoe u cepucHoe [10.

6 Pabota [TnanupoBanue paboyero THs pyKOBOAUTEIS. 2
IMOMOIIHHKA OO6mume npaBuiia mpuemMa nocerutene. [Ipuem
PYKOBOJUTENS IO | COTPYAHHUKOB MO TEKYLIUM U JIMYHBIM BOIIPOCAM.
6e3nokymenTHoMy | IIpuem nmoceruTenel u3 qpyrux opraHuszanuii u
00CITy’)KUBAaHUIO KOMaHIupoBaHHbIX. THpopMamonHoe

o0ecrnieyeHre B IpUEMHOM. 3amura
uH(popMaluu Ipu paboTe ¢ MOCETUTENSIMHU.
Opranu3zanys AeJ0BbIX IIEPErOBOPOB.
ITonroToBka u 00GCITy>)KUBaHHE COBELIAHUH.
Benenune npotokona. [ToarotoBka ciyke0HbIX
KOMAaHJIMPOBOK PYKOBOJIUTEIISL U COTPYTHUKOB.
Bcezo: 4

JUnist U1 ¢ HapyIIEeHUSIMUA 3pEHUS:
— B (popMe dJIEKTPOHHOTO IOKYMEHTA,

— B I1e4aTHoO! (opme Ha

a3bIKe bpaiims.

JInst an ¢ HapyIeHUs MM CITyXa:

— B I1e4aTHoOM (opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.
JUnist a1 ¢ HapyIIEHUsIMHM OTIOPHO-/IBUTATEIBHOTO amnmapaTta:

— B TIeYaTHOM opme,

— B (hopMe 2IEKTPOHHOTO IOKYMEHTA,
— B ¢popMme ayaunodaiina.
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3 Oo6pa3oBaTeibHbIE TEXHOJIOTHHN
3.1 @opMbI IPOBeACHUS 3aHATHH 10 JUCHUIJINHE

OO0pazoBaTeNbHbIE TEXHOJOTUH, UCIIOJIb3YyEeMbIE TIPU peau3allii pa3IudHbIX
BUJIOB y4€OHOM J1eITeTbHOCTH:

— JICKIIMM:  WHTEpPaKTUBHbIE  (IMAJOTOBbIE) M MpOOJEMHBIE  C
KOMITBIOTEPHBIMU MPE3EHTALUSIMU;

— CEMHHAPCKHE 3aHATHS: JUCKYCCHHU, TPYIIOBBIE PAaOOTHI, KOHTPOJIHHBIC
paboTa, 1eJI0BbIE UIPBI.

TpanuuuoHHble 00pa3oBaTeNbHbIE TEXHOJOTHU: JIEKIIMHM M CEMUHAPCKUE
3aHATHUA.

TexHonorus mnpoOieMHOro OOy4YeHHs: JIKIUS — JAMCKYCCHs, MpoOJeMHas
JEKIUsA, KOMIIbIOTEpHAas mnpe3eHTanus. Ha Jneknusax wu3mararorcsi OCHOBHBIE
TEOPETUUYECKHE TIOJIOKCHHS U KOHIICTIIIHS Kypca, TaloIIue CTyIeHTaM HH(pOopMaIuy,
COOTBETCTBYIOILYIO ITPOrpaMMe.

Ha npakTtuueckux (CeMHUHAPCKUX ) 3aHITUSX OTBOJUTCS BpeMsI JUIsl TUCKYCCHH,
B KOTOPOW YYaCTBYIOT JOKJIATYUK, TOJATOTOBUBIINKN COOOIIEHUE TIO TPAKTHUECKOMN
npobJieMe, ero onmoHeHTHI (1 v 2 YemoBeka), MOArOTOBUBIINE KOHTPAPTYMEHTHI,
U JPYTUe CTYACHTHI TPYIIIHI.

Hpyras ¢opma opraHuzaiusi paboThl CTyJICHTOB — HAIMlMCAHHUE 3CCE, KOTOPOE
MpEACTaBIsAeT CcOOOM HEOOIbIIOEe HCCIeA0BaHUE Kakod — 100 mpoOsieMbl
Kacaromieecss TEOpUM U TPAKTUKA  HHGOPMAIMOHHO-I0KYMEHTAIIMOHHOTO
oOecrieueHus JesITENbHOCTA COBPEMEHHOTO PYKOBOIUTES.

JIns OTBETOB HAa WHIWBUAYAJIbHBIE BOIPOCHI, a TAKXKE MJIs1 MOMOIIU B
MOATOTOBKE M HAMMCAHUS ACCE MPEAYCMOTPEHBI MHIUBUAYAIbHbIE KOHCYJIbTALIUU
MpenoaaBaTels.

4. OueHOYHbIE CPeACTBA JJfl TeKYIIero KOHTPOJIA YCIIEBAEMOCTH H
NMPOMEKYTOUYHOM aTTeCTAUUM

4.1 ®oHA OULEHOYHBIX CPEACTB /Jsi NPOBEACHUS MPOMEKYTOYHOI
arrecTauuu

Tabmuma 8 — OneHOYHBIC CpPEACTBA, HAIPaBJICHHBIC HA ONpEICICHUE CTCICHHU
c(hopMHUPOBAHHONW KOMIIETEHIINH

PacuerHo-
rpapuueckoe | Tect | Pedepar | Dcce
3a7aHue

Kypcosas
paborta

KonTponbHas

KomMmmnerenmn
paborta

OK-7 ;

MK-33

I1K-34

K-35

IK-36

4+ +]|+]+]|+
+ 4+ +]+]| +

IK-40
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IlpumepHass TemaTuka »3cce 1o aucuuiuiuHe «HUHpopManuoHHO-

AOKYMEHTALMOHHOE o0ecneuyenune AeATeJIbHOCTH PYKOBOIMTEIS
OpPraHu3alHuN»
Tabnuia 9 — TeMbl 3cce 7151 CaMOCTOATEIbHOTO U3YYCHUS
Ne
TeMLI HaumenoBanue TemMmbl
1. | IIpomecc nH(OPMAITMOHHO—IOKYMEHTAIIHOHHOTO obecrieueHus
YIOPABJICHUS] B OpraHU3ALNH
2. | PykoBoauTelb B CHCTEME YIIPABJIEHHS OpraHU3alun
3. | Craryc v 3HaYeHHE IeITEIbHOCTH MOMOIITHUKA PYKOBOAUTENS B oduce
4. | I[loTpeOHOCTEN pYKOBOAUTENSI OpraHu3aldd B HHPOpPMALUU U
JOKYMEHTAaX
5. | Cucrema nHhopMalimoOHHOTO 00ecreYeHNs YIpaBIeHHs B OpraHu3aliu
6. | Monenp MOMOIIHHMKA PYKOBOAWUTENSA. THUIIOJIOTMYECKUE MPU3HAKU
npodeccuoHanm3ma
7. Mogenb cexperapst pykoBoauTenst. CTyneHH Kapbepbl CEKpETaps
8. | BzaumoOTHOIIIEHHS CEKpeTapsl C PyKOBOJUTEIEM U COCTYKHBIAMHU
9. | DddexTuBHas MoaENH B3aMMOOTHOIICHHH CEKpeTaps C JeJIOBBIMU
napTHeEpaMu
10. | Ortuker W dSPdexkTuBHAT MOJCIb B3aUMOOTHOIICHHM CeKpeTaps ¢
MTOCETUTEIISIMU
11. | OcoOeHHOCTH B3aMMOOTHOLIEHUN CEKpeTaps ¢ HHOCTPAHHBIMU
napTHepaMu
12. | 'ennepHbie 0COOCHHOCTU B OOIIEHUHU U NTOBEICHUU
13. | JleiicTBus cekperapsi B KOHMIUKTHBIX CUTYallUIX
14. | [IpodeccrnoHanbHbIE CEKPETHI CEKpeTaps
15. | ®an-1lyit npu miaHupoBaHuM KaOWMHETa U IPUEMHOMN
16. | JlenoBO# CTHIIb (MMUJIK) IOMOIIHUKA U CEKPETapsi PyKOBOAMUTENS
17. | OcobeHHOCTH pabOThI ceKpeTaps ¢ nHpopMarei 1Jisi pyKOBOIUTEIIS
18. | Ilpe3eHTanyii B MAPKETUHTOBBIX KOMMYHUKAITUSAX PYKOBOAUTES
OpraHu3ally U PoJib €r0 MOMOITHUKA
19. | PoJsib MOMOIIIHUKA PYKOBOAUTENS B OpraHU3alUK U IPOBEICHUU
POTOKOJIBHBIX MEPOIPHUATUI
20. | ObGecnieuenre OM3HEC - 030K (KOMaHAUPOBOK) PYKOBOIUTEIIS
KOMIaHUU
21. | OnepatuBHOE o0OecrieyeHue paboThl PYKOBOJUTENS C TOKYMEHTaMHU
22. | OcobeHHOCTH pabOTHI CEKpeTaps ¢ KOHPUACHIMAIBHON HH(OpMaIei
23. | Kananbl nomydenust uHpopManuu sl pyKOBOUTEIS
24. | Hepopmanwuas nndopmarus 1y pyKOBOIUTEIS
25. | KoHpuaeHIMaIbHOCT, B JIEUCTBUSX TOMOITHUKA PYKOBOAUTENS H
cekperaps
26. | Texnonornueckas cucrema 00paboTku KOH(HIeHIIMATTbHBIX
JIOKYMEHTOB
27. | llomomHUK pyKOBOAUTENS (CEKPETAPh) B AJIEKTPOHHOM Odrice
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28. OpraHu3aiys apxvuBa CeKpeTaps

29. Tembl, TPEINIOKEHHBIE CTYACHTAMU
B Xoze BBINOJIHEHHS 3CCE, TECTOBBIX W KOHTPOJIBHBIX 3aJlaHUU CTYIEHTaM

BBICTaBJISIFOTCS OLIEHKH.

Kpumepuu oyenxu:

«YIOBJICTBOPUTEIILHO» - CTYACHT MMEET (parMeHTapHbIC MPEACTABICHUSI O
pelIeHNH CTaHIAPTHBIX 3aJad NPOPECCHOHATBHONU ACSITENbHOCTH Ha OCHOBE
uHOPMAIIMOHHOW ©  OuOmmorpaduueckod  KyJIbTypbl €  IPUMEHEHUEM
UH(POPMAIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTUH; c1abo BialeeT HaBbIKaMU
COCTaBJICHHS] HWH(OPMAITMOHHBIX 0030pOB TIO HCCIEeayeMoil TmpobiemMe w
opraHuzanuei UHMOPMAIMOHHOTO OOECHEeUYEHHUsI PEIICHHsS 3a7ad MOJIOJICKHOM
MOJIUTUKWY;

«XOPOUIO» - CTYACHT UMEET OO0IINE MPEACTABICHUS O PEIICHUH CTaHJaPTHBIX
3aJa4 NpPOPECCHOHANBHON JESATEIbHOCTM Ha OCHOBE HWH(POPMAIMOHHON WU
oubnuorpaduyeckoin KYJIbTYpbI c MIPUMEHEHUEM nH(}OpMaIMOHHO-
KOMMYHUKAIIMOHHBIX ~TEXHOJOTUN; CJIad0 BIAJEET HaBBIKAMH COCTaBJICHUS
MHPOPMAILIMOHHBIX 0030pOB IO UCCIEAYyeMON mpobiieMe U OpraHu3anuein
MH(OPMAIMOHHOTO 00ECTIEUEHHSI pEIEHUS 33]1a4 MOJIO/ICKHOM MOJIUTUKH;

«OTJIMYHO» - CTYIJEHT HMEET CHUCTEMHbIE IIPEACTABICHHUS O pEUICHUU
CTaHJAAPTHBIX  337a4  NpPOPECCUOHANBHOW  JIEATETbHOCTH  Ha  OCHOBE
UHQOpPMAMOHHOW U OuOiMorpaduueckoil  KyJlbTypbl €  HPUMEHEHUEM
UH()OPMAIIMOHHO-KOMMYHUKAI[MOHHBIX ~ TEXHOJOTMA C  Y4YE€TOM OCHOBHBIX
TpeOoBaHuil HMHGPOPMAIMOHHON O€30MacHOCTH; CJIad0 BIAJEeT HaBBIKAMU
COCTaBJICHUsI HWH(POPMALMOHHBIX O030pOB IO HCCIEAyeMOM IpobieMe W
opranuzanued MH(GOPMALKUOHHOIO OOECHEUYeHMsI PEIICHMs 3a/ad MOJIOJASKHON
MOJIATUKH.

Occe mpeacTaBiseT coOOM JMYHYI0O HAYyYHYIO TOUYKY 3PEHHs CTYJEHTa WJIU
CTYACHTKH, C(QOpPMHUPOBABIIYIOCS B XOJE€ M3YyUEHUS HECKOJIbKUX JIMYHO
MOI00paHHBIX UCTOYHUKOB B OnOmoTeke (yueOHMKa, HAYYHBIX CTaTe U T.J.) T0
TeMe 3cce. HaunHaercst acce KpaTkuM OOOCHOBAHHMEM aKTYaJIbHOCTh TEMBI. DJcce
MOXHO CTPYKTYpUpPOBaTh U BBIACIUTH 1O JBYX MYHKTOB. Kaxaplii MNyHKT
3aBepIIIaeTCsS aBTOPOM ICCE KPATKUM, COJIEPKaTeIbHBIM, HO EeMKUM BBIBOJOM B 2-3
CTPOUKH. cce 3aBepiiaeTcss oOummM BbIBOJOM 10 1/3 crpanunbsl. B acce
IMPUBETCTBYIOTCA OJIMH PUCYHOK MJIM Iuarpamma (Tabiunia), pa3paboTaHHbIE JIMYHO
aBTopoM. TekcT npoBepsieTcst Ha omnOku (opdorpaduueckue u ctunesbie). O0beM
acce ot 500 3nakoB no 1,5 — 2-x nucros. Ilons: BBepxy, BHUBY, cieBa — 20MM,
cripaBa — 15mm, mpudT 14, Times New Roman, orctyn 10 MM, BeIpaBHUBaHHE T10
mupuHe. JIMCTBI B JIEBOM BEpPXHEM YIJIy CKPEIUSIIOTCA CTEINIEPOM. CCe
MIPE/ICTABIICTCS B pacrieyaTaHHOM Ha Oymare (opmaTta A4 1 B 3JIEKTPOHHOM BHUAX.
[leyaTHBIN BapuaHT JOJKEH OBITH UACHTHYEH dJIEKTpOHHOMY. [Llnmaruat B scce He
JOITYCKaeTCs

3a TpW MOCIEIHUX TOAa MPOCMOTPETh CIEAYIOIINE XKypHaibl B OMOIHOTEKE
dakynbpTeTa ynpasiaeHus U ncuxosoruu unu Kyol'Y, nanpumep: Undopmartrka u
oOpa3zoBanue; I[lpoOremMbl TeopuM W TMPAKTUKKA YNPABIEHUS; YIpaBieHHUE
nepcoHasioMm; KpeatuBHasi 5JKOHOMUKA.
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Pedepar cocTouT U3 CleayrOmUX CTPYKTYPHBIX 3JIEMEHTOB (BCE AJIEMEHTHI
HAYMHAIOTCS C HOBOTO JIUCTA):

— THUTYJBHOTO JIUCTa (10 ycTaHoBJIeHHOU popme) (1 nuct);

— cojepkaHus U BBeneHue (Ha 1 mucte);

— 2-3 OCHOBHBIX BOIPOCOB (CTYAECHT CAaMOCTOATEIBHO HX OIpeeseT,
UCXOAs M3 HEOOXOAMMOCTH pACKpBITUSL TeMbl pedepara), KaKIblii BOIMPOC
3aKaHYMBAETCS BHIBOJAMHU, OTPAKAIOIIMMH JIMYHOCTHYIO MO3UIIMIO aBTOPA;

— 3aKJIIOYEHUssT M CIUCKA  HUCIOJIb30BAaHHBIX  MCTOYHUKOB  (7-12
HavMeHOBaHul, odopmiieHHbix 1o ['OCTy, cm. cait Kkubsu.ru, npanee
YHUBEPCUTET, nanee BUBJIMOTEKA, odopmienue crivcka muteparypsl) (Ha 1
JIACTE).

Kaxp1ii myHKT 3aBepIaeTcst KpaTKUM, COAEPIKATeIbHBIM, HO EMKUM BBIBOJIOM
B 2-3 crpouku. Pedepar 3aBepuiaercss oO0mMM BBIBOAOM (3aKiroueHuem) ao 1/3
ctpanulibl. B pedepare npusetTcTBytorcs 1-2 pucyHka, 1-2 nuarpaMmbl (TaOIHILB),
pa3pabOTaHHbIE JTUYHO aBTOPOM M Ha KOTOPBIE JAETCS CChUIKA MO TEKCTy. Tekct
npoBepseTcs Ha ouoOku (opdorpapuyeckue u crunuctudyeckue). O0bveM pedepara
ot 5000 3HakoB 10 9-10 muctos. [lons: BBepXy, BHU3Y, cieBa — 20 Mm, cripaBa — 15
mMm, mpudt 14, Times New Roman, orctyn 10 MM, BBIpaBHHBAHHE T10 IIUPHHE.

Pedepar odopmisercs B COOTBETCTBUM C TpPeOOBaHUSIMH  CIEAYIOLIUX
I'OCTos:

— T'OCT 7.32-91: OT4uer 0 HAy4YHO-HCCIIEIOBATEIBCKOM paboTe;

—  TOCTP 7.0.5 —2008: Odbopmnenue 6udbnaorpaduuecKux CChUIOK.

Pedepar crmaercs NMYHO NPENoJaBaTEN0 HAa 3aHATUM B CKOPOCIIMBATEIIE.
Pedepar npencraBnsiercs B pacrieyaTaHHOM Ha Oymare Qopmara A4 u B
AJIEKTPOHHOM BHJe. [leyaTHbIN BapHaHT AOJDKEH OBITH HIIEHTHYCH JIEKTPOHHOMY.
[Tnaruar B pedepare He HOMyCKaETCA.

Y4eOHO-MeTONUYECKUE  MaTepuaibl Uil CaMOCTOSATENbHOM  pabOThI
OOy4JaromMXCcs W3 YHUCJIa UHBAIMIIOB U JIUI[ C OTPAHUYECHHBIMH BO3MOKHOCTSIMH
3nopoBbst (OB3) npenoctasmisitorcs B hopMax, alaiTUPOBAHHBIX K OTPAHHYCHUSIM
WX 37I0POBBS U BOCIIPUATHUS HH(DOPMAITUH:

4.2 Bompocbl K JKk3amMeHy no aucuuniuHe «WHpopmanuoHHo-
JOKYMEHTALMOHHOE o0ecreyenune AeAITeJIbHOCTH PYKOBOAMTEISA
OpPraHu3alum»

1. [ToMomHKMK pykKoBoguTENS (CeKpeTapb—pedepeHT) B CUCTEME YIIPaBICHUS
COBPEMECHHOW OpTraHU3aIMK B €T0 MOJICIbHBIC 00513aHHOCTH

2. TlpodeccuonanpHbie TpeOOBaHUSA, OCHOBHBIC KOMIICTCHIIMHM W JIMYHBIC
KauecTBa MOMOIIHUKA PYKOBOAUTENsI. KaTeropuu moMOITHIKOB U CEKpeTapei

3. Uctopus npodeccun «cekperapby»

4. HopmaTuBHO-MeTOIMYECKast 0a3a B 00JIaCTH CEKPETAPCKOTO OOCITY KUBAHUS

5. OOmue mnpuHnMnbl npodeccuoHaIbHOr0 0TOOpa. JloKyMeHTambHOe
oopMiIeHHE TPYIOyCTPONCTBA (pe3toMe, 3asBIICHHE O TMpueMe Ha padorty,
aBTOOMOTpadusi, TPYA0BOM JOTOBOP)

17



6. JIOJ>KHOCTHASI MHCTPYKLUA CeKpeTaps—peepenHTa, €€ OCHOBHBIE pa3/Ieibl

7. Pedepentckas cocraBisiomias JEATENbHOCTH CceKpeTapsi—pedepeHTa
PYKOBOJIMTEIIS COBPEMEHHOW OpPraHU3aluu

8. IloaroroBka cHpaBOK MO JOKyMEHTaM, HH()OPMALMOHHBIX MOAOOPOK,
pedeparos, nporpamm, miaaHoB. COop U cucreMaruzanus HHpopMauu

9. OproHomuueckue TpeOOBaHMs K OpraHu3aluy padodero Mecta

10. Opranusanusi KOMIBIOTEPU3UPOBAHHOTO pabouero mecra. TexHudyeckoe
o0ecrnieueHne AeSITeNbHOCTU CEKpeTaps

11. Opranu3auuoHHbIE NPUHLHUIBI pacnopsaka aHd. [IpuMepHblil 1uaH
paboyero JHS pyKOBOIAUTENS U CEKpeTaps

12. lenonpou3BoACTBEHHBIEC (YHKITUH TOMOIIHUKA PYKOBOJUTEIS U €r0 POJIb
B JJOKYMEHTAI[MOHHOM O0€CTIeUYeHUH YIPABICHUS

13. Ilpuem wu mnepBuyHas o00paboTka [JOKyMEHTOB. IlpenBapurensHOe
PacCMOTPEHHE U pacHpeeICHUE OCTYIUBIINX TOKYMEHTOB

14. TexHosiorust perucrpauvd JAOKYMEHTOB. llepemada HOKyMEHTOB Ha
ucroysiHeHne. KOHTpoJIb MCIIONMHEHUS: TEKYIIMU U NpenynpeauTenbabiid. CHITHE
JOKYMEHTOB C KOHTPOJISL.

15. O0paboTKa 1 OTHpaBKa UCXOASIIUX JOKYMEHTOB

16. Opranusanus TEKylIEro XpaHeHWs ITOKyMeHTOB. HomeHknarypa nei.
TpeboBanust K pOPMUPOBAHUIO J€IT, UX OPOPMIICHUIO U XPAHEHUIO

17. Cucrema aBTOMAaTH3alMM  JCJIONPOM3BOJACTBA W DJIEKTPOHHOIO
JIOKYMEHTO000pOTa

18. 3ammra wuHOpmManuu B pabore cekperapss ¢ KOH(QUIECHUIMATbHBIMU
JIOKyMEHTaMH, UX y4eT

19. Co3nanue 6a3bl JAHHBIX O JOKYMEHTaX YUPEKJIEHUS U UH(OPMAIIMOHHO—
crpaBouHas padboTa

20. ITnanupoBanue paboyero JHS pyKOBOIUTEIS

21. O6mume npaBuiia mpremMa moceTuTenei

22. IIpuem COTpyAHUKOB MO TEKYIINM U JIMYHBIM BOIIPOCAM

23. IIpuem noceTuTeneil U3 Ipyrux OpraHu3aluii 1 KOMaHIUPOBAHHBIX

24. Opranuzanusi AENOBbIX TeperoBopoB. [loaroroBka u o0cCIyKHMBaHUE
COBELIAHUN

25. Beaenue npoTtokona

26. [loaroToBka Ci1y»K€OHBIX KOMaHIUPOBOK PYKOBOAMUTEIIS U COTPYAHUKOB

2’7. B3auMOOTHOIIEHUS CEKpETapsi C PyKOBOJCTBOM U KOJUIETaMH IO padoTe

28. OcobenHoctu  ciayxkeOHOTO  TeneoHHOro  pasroBopa. OOwmue
PEKOMEHIallMKY IO BEJACHUIO TeIE(POHHBIX MEPErOBOPOB

29. Ilepenuncka Kak 371€MEHT AEI0BOM KOMMYHUKALIMU

30. Z1en0BOro 3TUKET U UMUK CEKpETaps

31. TloBenmeHueckmii OTHUKET CceKpeTaps—pedepeHTa. ITHKa peueBOU
KOMMYHUKALNH

32. KoHbnukTHble cuUTyallud B paboTe MMOMOUIHMKA PYKOBOIUTEIS
(cexperaps—pedepenTa) (IpeaoTBpaIliecHre U pa3penieHne KOHMINKTOR)
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Kpurepuu oueHUBaHHMS HA IK3aMeHe 10 Aucuuninie «HpopMaumoHHo-
JOKYMEHTAIMOHHOE o0ecrnieyeHnue NeSTeIbHOCTH PYKOBOIMTES
OPraHU3aIMN»

1) omeHka 5 BBICTABIACTCS MPU OTIIMYHOM OTBETE Ha KaXJbIi BOIPOC
(3a1aHue) PK3aMEHAIIMOHHOT0 OMIIeTa.

JIsi moJslydyeHHsl OLEHKH «OTJMYHO». B o0oTBeTe packpwiTa CYITHOCTH
OCHOBHBIX KAaTErOpUM M IOHATHM, COAEPKAIIMXCS B BOIIPOCE, ONPENEIEHBI BCE
HEOOXOJMMBIC JIOTUYECKUE CBSI3M M OTHOIICHHS MEXKIY HHUMH TOJHOCTBHIO
PacKphIBAIOIINE CMBICT OTBETA HA MOCTABJICHHBIN BOMPOC, U MPUBEACHBI IPUMEPHI
U3 TMPAKTUYECKOW [EeATEeTbHOCTH, WJUTIOCTPUPYIOIIME OTBET Ha MOCTABJICHHBIN
BOIIPOC.

2) omeHka 4 BBICTABISICTCS TP OTBETE Ha KaXABIH Bompoc (3agaHwue)
AK3aMEHAITMOHHOTO OMJIETa C OIIEHKOW HE HUKE «XOPOIIIOY.

JIsi moJIy4eHHsI OLEHKH «XO0pomo». B oTBeTe packpbiTa CYITHOCTH
OCHOBHBIX KaTE€TOPUU W TIOHATHHA, COIACPKAIIUXCSI B BOMPOCE, M OMPEICICHBI BCE
JIOTUYECKUE CBSI3M W OTHOUIICHUS MEXKIy HUMH, OOECNEUYMBAIOIIUE IOJHOE
pPacKphITHE CMbICIIa OTBETA HA MOCTABIECHHBIN BOIPOC.

3) oreHKa 3 BBICTABIIACTCS MPH YIOBICTBOPUTEIILHOW OLIEHKE Ha OJMH U3
BOIIPOCOB (3a/1aHK€) SK3aMEHAIIMOHHOTO OuJIeTa.

JIsi moJIydeHHsl OLEHKH «YJAOBJIEeTBOPUTENbHO». B oTBeTe packpsiTa
CYITHOCTh OCHOBHBIX KAaTETOPHHA M TIOHSTHH, COJAEPIKAIIUXCS B BOMPOCE, TAaKUM
o0pa3oM, 4ToObI B HEM MTPOCMATPUBAIICS OTBET HA OCTABJICHHBINA BOIIPOC.

4) oleHKa 2 BBICTABISCTCS MPHU HEYIOBICTBOPUTEIHHON OILIEHKE Ha BOIPOC
(3a7aHmMe) SK3aMEHAIIMOHHOTO OHIeTa.
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5 IlepevyeHb OCHOBHOM M ONOJHUTEIBHOMN Y4eOHOM JIUTEepaTyphbl,

HEe00XO0AMMOM /1)1l 0CBOCHHUS THCHUILINHEI

5.1 OcHoBHas JuTEpaTypa

Ta6nuna 10 — [lepeyenb OCHOBHOM JTUTEPaATyPhI

No

/1.

ABTOp, Ha3BaHWE, MECTO U3IaHMUSI, U3/1aTEIbCTBO,
roJl U3JIaHUs YI€OHOH JTUTEpaTyphl, K-BO
CTPaHMUII, BUJI U XapaKTEPUCTHKA UHBIX
WH()OPMAITMOHHBIX PECYPCOB

Kon-Bo
9K3. B
ouobimoTe
Ke

DIIEKTPOHHBIN
pecypc

Kysnenos 1.H. JlokymeHnTanmonHoe
oOecrieueHre ynpaBiIeHHs U JEI0NPOU3BOICTBO:
y4eOHMK JIJIs1 OaKaJIaBpOB: YUCOHUK IS
CTYJICHTOB BY30B, 00Yy4arOIINXCs 110
HSKOHOMHUYECKUM crnenuanbHoctsM / U.H.
Ky3snenos. - Mocksa: FOpaiit, 2014. - 576 c.

12

brikoBa T.A. JlIokyMeHTaIIMOHHOE O0ecIieYeHuE
YVIPABJICHHS HETOCYTApPCTBEHHBIX OpPTaHU3aIlHii:
y4ueOHoe mocodue 11 CTy1eHTOB By30B / T.A.
brikosa, JI.B. Cankuna. M.: UH®PA-M, 2011.
288 c.

10

Kysuenos, U. H. JlokymeHTanimoHHoe
oOecrieuenue ynpasiieHus. JJokyMeHTO000pOT
U JICTIONIPOU3BOACTBO [ DIEKTPOHHBIN pecypc] :
y4eOHUK U MPAKTUKYM JIJIsI TIPUKIIATHOTO
OakanaBpuata / Kysuenos U. H. - 3-e u3n.,
nepepal. u nom. - M. : FOpaiit, 2018. - 461 c. -

https://biblio-
online.ru/boo
k/7873BF4B-
A3F7-44E2-
8ECO-
1E3D639270
2A.

5.2 lonosiHuTEILHAS JIUTEPATYpPa

Tabmuua 11 — [lepedyeHb TONOJHUTEIBHOM JIUTEPATYPHI

No
m/
I

ABTOp, Ha3BaHUE, MECTO U3/IAHUS,
M31aTeNbCTBO, TOJI U3aHUS YICOHOM
JIATEPATYPHI, K-BO CTPAHHUII, BUJ U
XapaKTePHUCTHKA MHBIX HH()OPMAIIMOHHBIX
pecypcoB

Komr-Bo
SK3. B

oubnoTeke

DJIEKTPOHHBIN
pecypc

Ky3Henos, Uropsp HwukonaeBuu.

JIoKymMeHTanmoHHoe

obOecrieueHue ynpasieHus nepcoHanom [ TekcT]
Y4eOHUK W MPAKTUKYM [JIsl MPHUKIATHOTO

OakanaBpuarta : y4eOHUK JUIsl CTYJECHTOB BY30B,

00yJarommxcst 1o SKOHOMHYECKHUM
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HampaBjJeHusIM U crnenuanbHocTsiM /WM.
H. Ky3nenos. - Mocksa : FOpaiit, 2015. - 520 c.

2 | YopaBiaeHYecKui — JOKYMEHTOOOOpPOT:  OT 5
OyMa)XHOTO K 9JJeKTpoHHOMY / boOblieBa,
Mapuna [laBnoBua; M. II. BoGsineBa. - M.:
Hsnarensckuii mom MOU, 2010. - 295 c.

3 | UHdpopMaIIHOHHO-TOKYMEHTAIIMOHHOE 35
o0ecrnevyeHne eATEJIbHOCTH PYKOBOIUTEJIA
OpraHu3anuu (oOpa3ibl JIOKYMEHTOB,
OpraHu3aIys U TEXHOJIOTHsS paboThl): ydeOHO-
npaktudeckoe mnocooue/ [B.B.I'amaxoB u ap.;
nox pea. M.K. Kopueea]/-M.: [IpocniekT, 2008.
- 605c.

JIoKyMeHTaImoHHOE 00eCIIeUeHNE YIIPaBICHUS 3
NPOEKTaMU: y4yeOHO-METOJUYEKOe Mocooue /
M. B. Jlapun, M. M. Jlapun; M. B. Jlapun, M.
M. Jlapun; Bcepoc. HaydHO-HCCAEN0BAT. UH-T

JAOKYMCHTOBCACHUS WM apXHWBHOI'O Acjia. - M.:
[BHUWJIAJ], 2011. - 187 c.

MupoBoii pbIHOK WHGOPMAITMOHHBIX YCIIYT: 2
[yaeOnuk] / 3. C. Cnupugonos, M. C. Kibikos, Yur. 3an
5 |M. A. Pykun wm gap.; mox pea. O. C.| yHuUBepcuTe-

CoupunonoBa, M. C. KnsikoBa. - M.: URSS: Ta
[Kuamxnsiit oM "JIMBPOKOM"], 2010. - 410 c.
Kpyrmsackas  JI.  fI. HacronbHas kHura 6

cekpertaps: cnpaBounuk // JI.A. KpyrnsHckas;
oy BO  Cankr-lIlerepOyprckuii  yH-T
UH(GOPMAITMOHHBIX TEXHOJOTUH, MEXaHUKH H
ontuku. M3n. 3-e, nepepab. u pomn. M.; CII6.:
I'epna, 2007. 448 c.

Kopnees, Urops KoncrantunoBuy. JlenoBas 15
nepernucKa u 00pasisl JoKyMeHTOB [Tekcr] :
7 | yaeOHO-TIpakTHYeCcKoe mocooue / U.

K. Kopsnees, A. B. ITmienko. - M. : IIpocnexr,
2009. - 324 ¢

5.3. [lepuoanyeckne u3gaHus

HayuHble XypHaJbl B UATAJIBLHOM 3asie OMOIMOTeKH (akyiabTeTa yInpaBiIeHUs
Y TICUXOJIOTUH U (WJIK) Ha caiiTaX UX 3JIEKTPOHHBIE BEPCUHU:
CexkpeTtapckoe J1e710
JlenonpousBoICTBO
Jlenonpon3BoACTBO U TOKYMEHTOOOOPOT HA MPEANPUITHH
OTeuecTBEHHBIE APXUBbI
BectHuk apxuBucra

bR
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6. YmnpaBneHue nepcoHaioM
7. HWurennextyanbHble pecypchl Poccuun
6 Ilepeyennb pecypcoB HHPOPMAIHOHHO-TEJIEKOMMYHHUKAIIMOHHOM CeTH

CMHTECPHET», HEOﬁXOHI/IMbIX AJIA OCBOCHHUA JUCIHHUIIIIMHBI

— URL: wwwe.elibrary.ru - caiiT Hay4HO# 3JIEKTPOHHOI OMOJIMOTEKH;

— URL: www.biblio-online.ru — snekrponHusie yueOHbIE TOCOOUS;

— URL: www.iprbooksshop.ru - snekTpoHHO-0HOIHOTEYHAS CHCTEMA,;

— URL: www.gdm.ru/info/ - I'unpaus yrpaBisiomux J0KyMEHTAIUEH

— URL: www.termika.ru - DnexkTpoHHAas oubmmoTeKa 1o
JOKYMEHTAI[HOHHOMY O0€CIICUCHHIO YIIPABIICHNUS;

— URL: www.rusarchives.ru — ®eaepaapbHOoe apXHBHOE areHTCTBO
(Pocapxus);

—  URL: www.vniidad.ru — Bcepoccuiickuii Hay4HO-HCCIIEIOBATEbCKHIA
MHCTUTYT JOKyMEHTOBeAeHUs U apxuBHoro aena (BHUNIAN).

7. MeToanueckne YKa3aHusl JJIA OOyYAKOIIMXCH IO OCBOCHHUIO
TUCHUIIAHBI (MOIYJIs1)

OcBoeHHME AUCHUILIMHBI TIpeaycMaTpUBaeT MPOCITYIIMBAHUE JICKIIUH M
MIPOBEJICHUE JTA00PATOPHBIX padoT.

Jl1st TIyG0OKOTO M3YYEHUS JUCITUTUTHHBI HACTOSTEIPHO PEKOMEHTYETCS

— CHCTEMaTHYECKH TOTOBHUTHCS K JIAOOPATOPHBIM 3aHATHIM IO YYECOHBIM
MOCOOMSIM, HAYYHBIM CTaThsIM B J)KypHajaX, a TaK)Ke C MCIOJIb30BAHUEM PECYpPCOB
HNHurepHer;

— CBOEBPEMEHHO BHITIONHATH JTAOOPATOPHBIE 33aJlaHus, TOTOBUTH pedepaTsl U
acce.

CamocTtosTenpHass paboTa CTyJIEHTa - OJWH M3 BaXHCUIIMX JTArlOB B
MOATOTOBKE creruanucToB. OHa MPUOOIIACT CTYACHTOB K HCCIIEIOBATECIHCKON
paboTte, oboramaer OnbITOM M 3HAHHAMHU, HEOOXOAUMBIMU IS JadbHEUIIIETO UX
CTAHOBJICHUSI KaK CICIIMAIIMCTOB, NMPHUBHBACT HABBIKU PaOOTHI C JHUTEPATYpOH,
CTaTUCTUYCCKUMU JJAaHHBIMH.

[leas camocToATENBbHON pabOTBI - CHUCTEMaTH3alus, 3aKperyieHue u
pacuIupeHrue TEOPETUYSCKUX M IPAKTHYECKUX 3HAHUM C HCIIOJIb30BaHUEM
COBPEMCHHBIX HH(POPMAIIMOHHBIX TEXHOJIOTHUH M JTUTEPATYPHBIX UCTOYHUKOB. J[yist
pPa3BUTHS  HABBIKOB  CaMOCTOSATENBHOH pabOTBl  CTyJIEHTaMH BO  BpeMs
CaMOCTOSTEILHOM pabOTHI BBITIOJTHSIIOTCS:

— 3¢ce, CBA3aHHBIC C PACCMOTPEHHUEM CTPYKTYPBI U MPUHIIUIIOB OpraHU3aINN
nH(OPMAITMOHHBIX peCypcoB B ceTn MIHTEepHET;

— 3cce, CBSA3aHHBIC ¢ 0030pOM COBPEMEHHOTO PBIHKA CIICIIHAIN3HPOBAHHBIX
CIIPABOYHBIX CHCTEM, KOHKYPEHTHON OOpPBOBI MEXTY UX CO3/IATEISIMU 32 BIaJCHUE
PBIHKOM;
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— JIOMaIllHue 33/JlaHus 1o Moucky B MHTepHeTe nHpOpManuy Ha 3aJaHHYIO
HAy4YHYIO TEMY M MOJIrOTOBKE J0KJIA/a.

— 3cce, CBSA3aHHbIE C  TPABOBBIMM  aCHEKTaMU  MCIIOJIb30BAHMS
uHQOpPMAIMOHHBIX ~ pecypcoB  MHTepHeTa, OXpaHOW  HHTEUICKTYallbHON
COOCTBEHHOCTHU;

Dcce  TOTOBSITCS CTYJACHTOM CaMOCTOSITEIbHO, B HUX 00001maroTCs
TEOPETUUYECKHE MaTepHAIIbl TI0 UCCIIEYEMON TeME C UCII0JIb30BAaHUEM MaTEpPHAJIOB
U3  CHCUMANBbHOW  JIUTEpaTypbl, = HOPMAaTUBHO-TIPABOBHIX  JIOKYMEHTOB,
CTaHJAPTU3UPYIOMINX paccMaTpuBaeMylo cdepy. B conmepkaHuun mUChMEHHBIX
paboT moykeH ObITh COOCTBEHHBIN aHANU3 U KPUTHUECKUN MOIXOJ] K PELICHUIO
IpOoOJIEMBI IO BEIOPAHHOM TeMe UCCIIEIOBAHMSI, TOIKPEIICHHBIN CTATUCTUYECKUMU
JJAHHBIMU Y KOPIOPATUBHOW OTYETHOCTBIO M3BECTHBIX KOpriopamui. Marepuansl
JIOJKHBI OBITh M3JI0’KEHBI HA BBICOKOM TEOPETHUYECKOM YPOBHE, C MPUMEHEHHUEM
MPaKTUYECKUX JAHHBIX, IPUMEPOB.

CryneHTaM peKOMEHyeTCs HENPEPHIBHO MPOBOJUTH HAyUHbIE UCCIIEJOBAHMUS
10JlT PYKOBOJCTBOM IpernojaBaresss kKadeapbl Mo M30paHHONM TeMe€ U TOTOBUTH
COoOOILIEHUs Ha HayuyHble KoH(pepeHIMH, cTaTbh B COOpPHHUK MOJOABIX
uccienoBarenei u HayqHble JKypHaJIbI.

OOydeHHEe CTYACHTOB C OrpPaHUYEHHBIMHU BO3MOXHOCTSMU OPraHU3YETCs B
COOTBETCTBUM € TpeOoBaHUAMU «MeTOINYECKUX PEKOMEHIAUN 0 OpraHu3aluu
00pa3zoBaTEeILHOTO Mpolecca Jjisi 00yUeHUs] HHBAJMOB U JIUI C OTPAaHUYCHHBIMU
BO3MOXXHOCTSIMH  3JI0OpOBbSI B 0Opa30OBaTENbHBIX OPraHM3AIMSIX BBICHIETO
npodeccuoHanbHOro 00pazoBaHus» OT «8» ampens 2014 r.

B ocBoeHMM AMCUMITIMHBI WHBAIMIAMU W JIMIIAMH C OTPaHUYCHHBIMU
BO3MOXKHOCTSIMHU 3/7I0POBbsI OOJIBIIIOE 3HAUCHHE UMEET WHIAMBUAyalTbHAs ydeOHas
paboTa (KOHCYJIbTAIIUN) — IOTIOJTHUTEIBLHOE Pa3bsICHEHUE YUeOHOro MaTepuraia.

NunuBuyanbHble KOHCYJIbTAllUM TIO TMPEAMETY SBIAIOTCS  BaXHBIM
dbakTopoM, CHOCOOCTBYIONIUM HWHAMBUAYyATU3alUK OOYYEHHS U YCTAHOBIICHUIO
BOCITUTATEIHLHOTO KOHTAKTa MEXK/Ty TPErojiaBaTesieM U 00yJaronuMcs HHBAIHIOM
WJIH JIMIIOM C OTPaHUYEHHBIMU BO3MOKHOCTSIMH 3/10POBBS.

8. IlepeyeHbr HHMPOPMAIMOHHBIX TEXHOJIOTHMH, HCHOJb3yeMbIX NPH
OCYIIeCTBJIEHUH 00Pa30BaTEeIBLHOIO MPoIecca M0 JUCHUILUIUHE (MOIYJII0)

8.1 Ilepeyenb HHGPOPMALMOHHBIX TEXHOJIOT UM

[IpoBepka pgOMamIHUX 33JaHUl W KOHCYJIBTHUPOBAHHE IOCPEACTBOM
AJIEKTPOHHOM IMOYTHI.

Hcnonb3oBaHre 3JIEKTPOHHBIX MPE3eHTAMI PU MPOBEICHUN MPAKTUUYECKUX
3aHSATUU.

8.2 [lepeyeHb HEOOXOAMMOT0 MPOrPAMMHOT0 OOecIeYeHus]

[TporpamMmbl At AEMOHCTpalMd W co3maHus mpesentarmid («Microsoft
Power Pointy).

B xose maGopaTopHBIX 3aHATUI UCTIOJIb3YETCS MPOTPAMMHOE OOeCIIeUeHHE:

1. DnekTpoHHas HH()OPMAITMOHHO-00pa3oBaTeNbHAs Cpejla YHUBEPCUTETA.
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2. DIEKTPOHHO-OMOIMOTEUHAS CHCTEM YHUBEPCUTETA
3. DnexkTpoHHas UHPOPMALIMOHHO-00pa3oBaTeIbHAs Cpe/la YHUBEPCUTETA.
4. DNEeKTPOHHO-OMOIMOTEYHAS] CUCTEM YHUBEpPCUTETA
5. Ha cepBepe yHuBepcurera:
— Onmneparmonnas cucrema WINDOWS XP;
— Ipunoxenus: Microsoft Office.
8.3. Ilepeyennb He0OXOAUMBIX HH(OPMAIIMOHHO CIIPABOYHBIX CHCTEM

1. CnpaBouHO-TIpaBOBast cucremMa «KoHCynbTanT [Lroc»
(http://www.consultant.ru)
2. DJIEKTpOHHAs OoubIuoTeUHast cucrema eLIBRARY.RU

(http://www.elibrary.ru)/

9. MaTtepuajbHO-TeXHUYECKas1 0a3a, HeoOXoaMMasi 1JIsl OCylleCTBICHHUS
00pa30BaTeJbHOI0 MPoIecca Mo JUCHUIINHE (MOTYJIIO).
Ta6muma 12 - MarepuajbHO-TEXHHYECKOEe o0ecnedyeHHe JTUCIHHILIAHBI
(MoyJisl) 1 OCHAILIEHHOCTh

MarepuanbHO-TEXHUYECKOE 00eCIIeYeHNEe AU CIIUITITHBI
(MoOIyINsl) ¥ OCHAIIEHHOCTh

1. Jlexunonusie 3ansatus | Jlaboparopus (ayn. 402H wnm 403H): 16 yueOHbIX Mecr,

YKOMILJIEKTOBAaHHAs ~ CHELMAIU3UPOBAHHON Mebenbio U

KOMIBIOTEPHBIMH CPEJICTBAMHU OOYYEHHUsI C BBIXOJIOM B CETh

VHTEepHeT U ¢ mporpaMMHBIM 00€CIIeYeHHEM Ha cepBepe

Ne Bun pabor

2. | JlaboparopHbie
3aHATHUS

3. Cemunapckue 3anstust| Jlabopatopust (ayn. 402H wmm 403H): 16 ydeOHBIX MecT,
YKOMIIJIEKTOBaHHasl ~ CHEIMATU3UPOBAHHON MeOenblo H
KOMITBIOTEPHBIMHU CPEJICTBAMHU OOYYEHHS C BBIXOJIOM B CETh
WHTepHeT u ¢ mporpaMMHbBIM 00ecrieueHHeM Ha cepBepe

4. | I'pynnosele YuranbHbli 321 OMOINOTEKH QaKyabTeTa
(MHIUBUyaTbHBIC)
KOHCYJIbTallUH

S5. Texymumit KoHTpOJb, | Aynutopus 415A /417A
IIPOMEXKYTOUHAs
aTTecTaus

6. | CamocTosATenbHas Kabuner s caMocTosTeNbHONM paOOThl (YMTAJBHBIN 3ai
pabora O0ubmuoTexkn (akynbTeTa), OCHAIIECHHBIH KOMIIBIOTEPHOU

TEXHUKOM C BO3MOXHOCTBIO IIOJKJIIOYEHHUS K  CETH
«MHTEpHET», TPOrpaMMoOil 3KPAHHOTO YBEJIMYEHUA U
00eCTeUeHHBIN JOCTYIOM B JIEKTPOHHYIO HH(OPMAIIMOHHO-
00pa30BaTeNbHYI0 Cpely YHUBEPCUTETA.

9.3. IIpe3eHTanuu:

1. Tlpe3enTanust yueOHON AUCHUTIIHHbBI

2. OCHOBBI OpraHM3alMK CTPATETHYECKOTO aHaAIN3a
3. TexHOJOrus CTpaTErMuecKoro aHajmsa

4. TexHosorust TOArOTOBKH pedepaTa u 3cce
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PEOEH3UAI1

Ha pado4yI0 y4eOHYI0 IpOorpaMmMy Mo AMCHHUILINHE
b1.B./IB.18.01 Un¢gopMmanuoHHO-T0KYMEHTALIMOHHOE o0eceuyeHue
NAeITeJIbHOCTH PYKOBOIMTEJISI OPraHUu3alun

Pabouass mporpamma nucuurminHbl «MHDOpManmoHHO-TOKyMEHTAIMOHHOE
oOecrieueHUEe JIEATETLHOCTH PYKOBOJUTENS OpraHM3alldu» COCTaBlieHA B
coorBercTBUM ¢ TpedoBanusimu PI'OC BO 3+ wu IlpumepHoil OCHOBHOM
oOpa3oBaTeIbHOM MpOrpaMMO TO0  HampaBieHUIO moArotoBku  46.03.02
«/lokyMeHTOBEIEHUE 1 ApXUBOBEICHUE.

Copnepxanusa paboueid mporpaMMbl cOOTBETCTBYET TpeboBanusam PI'OC BO
3+ (Pasmen IV). Conepxanue pabodeii mporpaMMbl COOTBETCTBYET ITOCTABICHHBIM
LEISIM, COBPEMEHHOMY YPOBHIO M TEHJCHLHSIM Pa3BUTHS KOMIIbIOTEPHOW HAYyKH,
CIIOCOOCTBYET MOBBIIIEHUIO s exTuBHOCTH uH(dOpMAIMOHHO-
JOKYMEHTAllMOHHOTO OO0ECIEeYEHUsl YINpaBi€HHUs OpraHu3alnued B YCIOBHSX
COBPEMEHHOTO Pa3BUTHUS YKOHOMHUKHU U MEHEPKMEHTA MPEIIIPUATHS.

[Ipu pazpabotke paboueil yueOHON IporpaMMbl HCIIOIb30Baach HOBEHIIAs
OTEYECTBEHHAs] W CTAaTbU U3 NPOPECCHOHAIBHBIX >KYpHAJIOB U COOCTBEHHbIE
u3aanus [IIC kabenpsl.

ConeprkaHus pa3iesioB CTPYKTYPUPOBAHbBI M HACHIIICHBI (YHIAMEHTAIbHBIM U
PaKTUKOOPHUEHTHPOBAHHBIM  MaTepUajoM, 4Yachl  ayJUTOPHBIX  3aHATUUI
1EJeCO00pa3HO pacHpeieieHbl IO BUIaM JEKUHUAM, CEMHUHApaM B COOTBETCTBHUHU C
TPYJOEMKOCTbIO B yacax. Pabouas yueOHas mporpaMma OTJIMYAETCS JIOTUYECKOU
CTpOMHOCTBIO. Paboueill mporpaMMoil AMCHMILUIMHBI MPEAYCMOTPEHO MPOBEACHUE
3aHSATHI C UCIOJIb30BAaHUE AKTHBHBIX (POPM M METOIOB, a TaAKXKE€ KOMITbIOTEPHBIX
npe3eHtauuid. Ilpenycmorpena rpynmoBas W MNpoekTHas paldoTa, a Takke
JUCKYCCHHU.

3AKIFOYEHHUE.
Pabouas yuebnas nmporpamma mno aucuuruinae b1.B.JIB.18.01 UudopmarmonHo-
JOKYMEHTAIlMOHHOE O0OecreueHne JIesTeIbHOCTH PYKOBOAMUTENSl OpraHu3aluu
MOKET HCHOJIb30BaThCsl B Y4eOHOM IMpollecce Mo MporpaMMme OakajiaBpuara
«OpraHu3alMOHHOE  MPOEKTHPOBAaHHE  JIOKYMEHTALMOHHOTO  OOecreyeHUs
yOpaBJICHWS B OpraHW3alliu» [0 HampaBieHuio moarotoBku  46.03.02
«JoxymentoBeaenue u apxuBoegeHue» B DI'bOY BO «KyoI'V».

3aBenyromuii kadenpoit « 9KOHOMHKA U OPraHM3aIUs IPOU3BOICTBA»

MI'TY um. H. D. baymana, MCTIOJTHUTENBHbIN AUPEKTOP HEKOMMEPYECKOro
naptHepcTBa «OO0beIMHEHNE KOHTPOJUIEPOB) ,ZIOKTOp 3KQHOMHH€CKHX HayK,
npogeccop ) — &% C.I'. ®ansko
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PEOEH3MNA2

Ha pado4yI0 y4eOHYI0 IpOorpaMmMy Mo AMCHHUILINHE
b1.B./IB.18.01 Un¢gopMmanuoHHO-T0KYMEHTALIMOHHOE o0eceuyeHue
AeITeJIbHOCTH PYKOBOAMTEJIS OPraHu3anun

Pabouas nporpamma aucuuinasl «MHG(OpMaLMOHHO-A0KYMEHTAIIMOHHOE
o0ecrieueHrne JEeSATEIbHOCTH PYKOBOJAWUTENS OpraHM3alli» COCTaBJeHA B
coorBercTBUM ¢ TpedboBanusimMu PI'OC BO 3+ u IlpumepHoil OCHOBHOM
oOpa3oBaTeNbHOM  MpPOrpaMMOl 1O  HAMpaBiICHUIO TMOATOTOBKH  46.03.02
«/lOKyMEHTOBEICHUE U APXUBOBEICHUEY.

Conepxanusa paboueid mporpaMMbl cOOTBETCTBYET TpeboBanusam PI'OC BO
3+ (Pasmen V).

[Ipu pazpabotke paboueld yueOHON IporpaMMbl HCIIOIb30Baach HOBEHIIAs
oreuecTBeHHast U coOcTBeHHble n3nanus [I1C kadenpsi.

Pabouas yueOHas mporpaMma OTJIMYaeTCs JOTHYECKON CTPOHHOCTBIO.

CopnepxaHue pa3ziesoB CTPYKTYPUPOBaHbI U HACBILLEHBI (yHITaMEHTAIbHBIM U
IIPaKTUKOOPUEHTHUPOBAHHBIM  MaTEpHUAIOM,  4achl  AyJWTOPHBIX  3aHATHU
1eJ1eco000pa3HO pacipeieseHbl 10 BUAaM JIEKIUSIM, CEMUHapaM B COOTBETCTBUU C
TPYILOEMKOCTBIO B Yacax.

Paboueii mporpaMMoil JUCHUIUIMHBI MPEAYCMOTPEHO MPOBEACHUE 3aHITHI C
UCIIOJIb30BAHUE AKTUBHBIX (OPM W METOJOB, a TAKXKE KOMIIBIOTEPHBIX
npe3eHTauuid. B Xoje 3aHATMH B JHCKYCCUOHHOM peXuMe (opMupyercs
CTPAaTETMYECKOE MBILICHUE Y CTYyIeHTOB. [IpenycMoTpena rpymnmoBas padora.

3AKJIFOYEHHUE.
PaGouas yuebnas nmporpamma mno aucuuruinae b1.B.JIB.18.01 UudopmarmonHo-
JIOKyMEHTAITMOHHOE oOecreueHrne JACSTeIbHOCTH PYKOBOJIUTENSI OpTaHU3aIluu
MOXXET HCIOJIb30BAThCSI B Y4EOHOM TMpoIlecce Mo Mporpamme OakaiaBpuara
«OpraHu3alMoHHOE  TMPOCKTUPOBAHME  JIOKYMEHTAIIMOHHOTO  OOecredeHUs
yOpaBJI€HUsT B OpraHu3alydW» IO HalpaBlIeHHI0 noArotoBku  46.03.02
«oxymentoBenenue u apxuBoBeaeHue» B GDI'bOY BO «Kyol'V».

PenieH3eHnr

HAYaJIbHUK OTAea

ClTy:keOHOM NepenucKy yrpaBieHus A8
aamuHucTpauuu KpacHozapckoro Kp}m

M.H. bonaapesa
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