AHHOTaNUA K padoyeil nporpaMMe JUCHUILIHHBI
b1.B.02.03 «KOPTAHU3AIIMOHHOE, TH®OPMAIIMOHHO -
JOKYMEHTALHUOHHOE OBECIHEYEHHUE AEATEJIBHOCTU PYKOBOJAUTEJIA
OPTAHU3ALIUN»

O0bem Tpynoemkoctu: 180 gac = 5 3aueTHBIX €IUHUIIBI

Llesb ocBOeHMS TUCHMIIIHHBI

Lenbto muctumunabl «OpraHu3anoHHOe, HHPOPMALMOHHO - JOKYMEHTAIIHOHHOE OOecreueHue
JeSITEIbHOCTH PYKOBOAMTENSI OpraHU3alun» CHOPMHUPOBATh CUCTEMHBIM KOMILJIEKC 3HaHUM,
CBSI3aHHBIX €  MH(POPMALMOHHO-TOKYMEHTALlMOHHBIM  OO€cle4eHHueM  JAEATeNbHOCTU
PYKOBOJUTENS B XOJI€ YIPABJICHUS OpraHU3allel, B pexXUMe IOBCEAHEBHON J€STEIbHOCTH U B
XO0Jle MOJATOTOBKM M IPOBEJECHMS DPA3JIUYHBIX OPraHU3allMOHHBIX MEpPONPHUATUH (COBELaHHH,
JIEJIOBBIX BCTPEY, IEPETOBOPOB U AP.).

Llenu u3y4eHus AUCUUIUINHBL:

— W3y4YCHHE pOINM U OOS3aHHOCTEH JOKHOCTHBIX JIMI CEKpeTrapuata B OpraHU3aliu
UH(POPMALIMOHHO-TOKYMEHTALIMOHHOTO U 0€3J0KYyMEHTHOI0 O0OCIY)XMBaHUS PYKOBOJCTBA,
CTPYKTYPHBIX IOAPA3IACIICHUI;

— §puoOpecTd HaBbIK PabOTHI, CBSA3aHHOH C HMH(POPMALMOHHO-AOKYMEHTALIMOHHBIM
o0ecreyeHneM JIeATeIbHOCTH PYKOBOAMTENS B XOJ€ YIPaBJIEHUS OpraHU3allM, OIpelelisiTh
IPUOPUTETHOCTh M OYEPETHOCTH BBHIMOIHEHUS paboT M 3(h(EeKTHBHO pacmpenensTs padouee
BpeMs;

—  IOJIy4€HHUE HaBBIKOB BeJleHUs] MH(POPMALMOHHO-T0KYMEHTAIbHON paboThl, a TAKXKe MPaBUII
JIeJTIOBOTO 3TUKETA, HEOOXOAUMBIX IPH BBHITIOJTHEHUH 00€CIIEUNBAIONINX 00s3aHHOCTEH.

3agaum AUCHMIIMHBI

Teopemuueckas KoMnoHenma:

— 3HaHME METOJOJOIMYECKMX OCHOB HWH()POPMAIMOHHO-TOKYMEHTALMOHHOIO 00ecneueHus
MEHEKMEHTa COBPEMEHHBIMHI OpTaHU3alUsIMU;

— 3HAHUE OCHOBHBIX NPHUHIMIIOB YCTAHOBJEHUS JEIOBBIX B3aMMOOTHOLIEHUH C pa3iIUYHBIMU
KaTeropusiMHU epCOHANa;

— 3HaHME OCHOBHBIX MPUHIUIIOB OPraHU3aIMM COOCTBEHHOro pabouero BpeMeHH U paboyero
BPEMEHH PYKOBOIUTEIIS;

— 3HaHME MPaBUJI BEJCHHUS JETIOBbIX Oecesl U TeIepOHHBIX IePErOBOPOB;

— 3HaHWE OCHOBHBIX NPUHIMIIOB OPTaHU3aIUHN YPPEKTHBHON CHCTEMBI KOHTPOJSI MCTIOJHEHHUS
JIOKYMEHTOB U OPYUYECHHUH;

— 3HaHHWE OCHOB MPO(PECCUOHAIIBHON ITUKH.

Tlosnasamenvras KomnoHenma:

— YMEThb HUCIOJIb30BaTh JTOKYMEHTHPOBAHHYIO WH(GOPMAIHIO Ui TOBBIEHUS PPEKTHUBHOCTH
yIpaBJIEHYECKOH 1€ TeIbHOCTH;

— YMETh HCIOJIb30BaTh COBPEMEHHYI0 HOPMATHBHO-IIPABOBYIO 0a3y, coCTaBisisi U O(QopmiIss
yIpaBJIeHYEeCKHUE JOKYMEHTHI, paboTasi ¢ HUMH;

— yMETb AQHAIM3UPOBAaTh COCTOSHUE U  BBIABIATH  HEIOCTATKHM  OpPraHU3al[MOHHO-
UH(POPMALIMOHHOTO O0eCledyeHus] JAEATENbHOCTH PYKOBOJUTENS] KOHKPETHOM OpraHu3alui,
(bopMyIUpOBaTh MPENTIOKEHUS IO UX YCTPAHEHUIO;

— BJIaJIeTh HaBBIKAMU MPOQECCHOHATIBLHOTO OOILICHHUs, BEACHUS JENIOBBIX Oecen U Tene(oHHBIX
MIEPETOBOPOB;

— BJAJeTh METOAMKAMM IUIAHUPOBaHUS pabouero BpPEMEHU IIOMOIIHHMKA PYKOBOAUTENS H
PYKOBOIMTENSI OpraHU3alliig;

— BJIaJIETh METOAMKAMHU OPTaHU3AIMH COBELAaHUM, CITyKEOHBIX MOE3/I0K U IPYTUX MEPOIPUITHH,
IIPOBOAMMBIX PYKOBOJHUTENIEM OpPraHU3aliH.



MecTo IMCHUIUIMHBI (MOAYJIsI) B CTPYKTYpPe 00pa30BaTeIbHOM MPOTrPaMMbl

JucuumumHa «Opranu3aioHHOe, HHPOPMALIMOHHO - JOKYMEHTAlMOHHOE O0ecreyeHne
JESTEIIbHOCTH PYKOBOAMUTENSI OpPraHU3allii» OTHOCUTCS K 4YacTH, (opMupyemas ydyacTHUKaMU
oOpa3oBaTelbHbIX OTHOIIEHUH Moaynp 2 "JlokyMeHTalMOHHOE oOecreueHue yrpasieHus"
yueOHoro riaHa. M3yyaeTcst oHa B IECTOM CEMECTPE TPEThEro Kypca Ha 04HOU popMme 00ydeHus,
U 0a3upyercs Ha 3HAHMSIX, YMEHMSIX M HaBbIKaX, [OJYYEHHBIX M0 CIEAYIOUIUM AUCLUILIMHAM:
OCHOBbI ~TEOPHHM  YIpPABJICHUS, OCHOBbI HH(OPMALIMOHHOTO  MEHEIXKMEHTa, OCHOBBI
UH(POPMALIMOHHOTO MAapKETUHTa, HOPMAaTUBHO-METOANYECKas 0a3a JOKYMEHTHOU JesITeIbHOCTH
B OpraHu3allii, CAMOMEHEKMEHT, CTpaTernYecKoe yrpaBieHue TOKyMEeHTalluel OpraHu3alu,
OCHOBBI 3JIEKTPOHHBIX JIOKYMEHTOB B KaJIpOBOH padOTe, OCHOBBI KOHTPOJILHOM JIE€ATEIBHOCTH B
JIOKYMEHTOBE/ICHUU U apXUBOBE/ICHUU.

VYuebHas mporpamMma  AUCHUIUIMHBI  «OpraHu3anyoHHOe, HH()OPMAIMOHHO -
JIOKYMEHTAIlMOHHOE obecrnieueHue NesITeIbHOCTH PYKOBOIMTES OpraHu3aIum»
npeaycMaTpuBaeT MPOBEACHHE 3aHATUI B (pOpMeE JIEKIIUH, TPAKTUIECKUX U Ja00paTOPHBIX paboT.
OHa moArOTOBJICHA B COOTBETCTBUHU TPEOOBaHUSIMH, NMPEAbABICHHBIMU ¢ TpeOboBaHusiMu OI'OC
BO 3++.

JlocTukeHre S5TOM e COMPOBOXKIACTCS M3YUYEHHEM U MPUBUTHEM MPAKTUYECKUX
HaBBIKOB 110 OPraHM3allMOHHOMY U HH(OPMaLMOHHO-JOKYMEHTAllUOHHOMY OO0ECIEUEHUIO
JEeSTENIbHOCTH pyKOBO U TENs. OCHOBHBIE MOJIOKEHUS TUCIUILINHBI 10JKHBI ObITh UCIIOIb30BaHBI
B JAJIBHEHMIIEM B IPOLECCE PEaJbHOM OPraHU3aLMOHHOM IPAKTHKM M HANMCAaHUU BIIYCKHOHN
KBATM(UKAIIMOHHON PabOTHI.

IlepeyeHb MUIAHUPYEMBIX pe3yJabTATOB OOyYeHHUs] MO AUCHHUILIMHE (MOIYJIIO),
COOTHECEHHBIX € MJIAHUPYEMbIMU Pe3yJIbTATAMH OCBOCHHS 00pa30BaTelbHOI MPOrpaMMbl
W3ydyeHne naHHOW Y4eOHOH MMCHIMIUIMHBI HAMpPaBICEHO HA (OPMUPOBAHHE y OOYUAFOIIMXCS
CJICAYIONIMX KOMITCTEHIIUHA:

PCSyJ’ILTaTLI 06yqu1/I$[ 0 AUCIUILIINHE

Kon 1 HanMeHOBaHUE UHIUKATOPA
(3Haem, ymeem, enadeem (HABbIKU U/UNU ONBIN OeAMENbHOCML))

I1K 2 CnocoOeH k opranu3aliy JOKyMEHTHPOBAHUS yIIPaBICHUECKON AEATEILHOCTH B OpraHU3aluH

[K-2.1 Opranusyer | 3HaeT  OCHOBBI  JOKYMEHTHPOBAaHHsS  YNpPaBIEHUYECKOU
JOKYMEHTHPOBaHHUE JeSITETIbHOCTH B OpPraHU3aliH
YIIPABIEHYECKON JEATENEHOCTH B | YMeeT OpraHM30BbIBATH JOKYMEHTHPOBAHHE YNPaBICHUECKON
OpraHu3aIuu JIeSITEIbHOCTH B OPTaHU3alluu

Bnaz[eeT HaBbBIKaMH OopraHusanuu JAOKYMCHTHUPOBAHUSL
ynpaBnque(:Koﬁ ACATCIIBHOCTHU B OpraHU3aliuu

[K-2.2 [Ipumenser | 3Haer OCHOBHBIE UH(QOPMaIMOHHbIE CUCTEMBI B
WHPOPMALIMOHHBIE ~ CHUCTEMBl B | YIPaBJICHYECKOH JIESITEIbHOCTH B OpraHU3alin
YIIPaBJIEHYECKOH JEATEIBHOCTH B | YMeeT MPUMEHSTh Ha NMPaKTHKe HH()OPMAIIMOHHBIC CUCTEMBI B
OpraHu3alun yIpaBJIEHYECKON AESTENILHOCTH B OpraHU3aluu
Brnaneer HaBbIkamMu NprMEHEHUs] HHPOPMALIMOHHBIX CHCTEM B
YHpaBJIeHYECKO JIeTeIbHOCTH B OPraHu3allui

Pacnpenenenne BumoB yaeOHON paOOTHI M KX TPYJOEMKOCTH TI0 pa3ieaM JUCIUTLTHHBI.
Paznenbl (TeMbl) AMCHUIUIMHEL, H3y4aeMble B 6 cemecTpe 3 Kypca (ouHast popma oOydeHus)



KomnuecTtBo yacos
A Bueaynut
No HanmenoBanwue pa3zenon (Tem) yAuTOpHas opHas
Bcero pabota
pabora
JI 113 I1P CPC
[ToMOIIHUK PYKOBOJIUTENS B CUCTEME YIIPABJICHUS U
1. YIIPaBIEHYECKOM MPOLIECCE COBPEMEHHOW OpPraHU3aliu 1 18 2 2 2 12
€ro MoJieNbHBIC 0053aHHOCTH
5 HopmartusHo-MeToqu4ueckas 6a3a pabOThI TOMOIIHUKA 18 ) ) ) 12
' pykoBoaurens o MJ10
3 Opranunzanyst paboThl TOMOLTHHKA PYKOBOAMTES 110 18 ) ) ) 12
' WH(POPMAITMOHHOMY 00€CTIEYeHHIO
4 DprosoMuyeckue TpeOOBaHMS K OpraHu3aluy pabouero 14 ) ) 12
MecTa PyKOBOJIUTENS] U TOMOIIHUKA PYKOBOAUTEIS
5 Jenomnpou3BoacTBeHHbIE PYHKIIMK TOMOLIHHAKA 18 ) ’ ’ 12
' pykoBoauTeNs U ero pons B JOY
6 PaboTa moMoIHKa pyKOBOAUTENS IO OE€3J0KYMEHTHOMY 18 ) ) ) 12
' 00CITyKBAHHIO
7 KommyHHKammoHHOE obecneueHne ceKpeTapeM 18 ) ’ ’ 12
JIESITETIHHOCTH PYKOBOTUTEIISI
8 B3aumooTHOIIEHHS CEKpeTaps ¢ pPYKOBOJICTBOM H 18 5 5 5 12
' KOJUIEraMu 10 pabote
HUTOI'O no pazoenam OucyuniuHol 142 | 16 14 16 96
KonTtpons camocrostensHoit pa6oTsl (KCP) 2
ITpomesxxyrounas arrectanus (MKP) 0,3
IToaroToBKa K TEKYMEeMy KOHTPOIIO 35,7
OO01ast TpyI0EMKOCTD T10 JUCIUTUIHHE 180

[Mpumeuanwue: JI — nexuuu, [13 — npakrudyeckue 3ansatus / cemunapsl, JIP — maboparopusie 3austus, CPC
— CaMOCTOATeNNbHAS PaboTa CTyJeHTa

KypcoBbie padoThl: He IPe1yCMOTPEHBI
®opma npoBeeHUA ATTECTAUM N0 JUCHHUILINHE: YK3aMEH

ABTOp: 3aBenyronuii kageapoit od1iero, CTpaTernuecKoro, UHPOPMaMOHHOTO MEHEKMEHTA
1 OM3HEC-TIPOIIecCOB, KaH/I. IKOH. HayK, noieHT Jlanckas J.B.



