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, (popMupyemas ydyacCTHUKAMU
oOpa3oBaTelbHbIX OTHOIIEHUH Moaynp 2 "JlokyMeHTalMOHHOE oOecreueHue yrpasieHus"
yuebHoro miuana. M3ydaercss oHa TpeThbeM Kypce 3a0uHOi Gopmbl 00ydeHHs, U Oa3upyercs Ha
3HAHMSIX, YMEHUSAX M HABBIKAX, MOJYYEHHBIX I10 CIEAYIOLIUM AMCLUIIIIMHAM: OCHOBBI TEOPHUH
yIOpaBiIeHUS, OCHOBBI HMH(POPMAIIMOHHOTO MEHEKMEHTa, OCHOBBI HH(OPMALMOHHOTO
MapKeTUHTa, HOPMATHBHO-METOJMYECKas 0a3a JOKYMEHTHOW IEsITeIbHOCTH B OpraHU3aIUH,
CaMOMEHE/KMEHT, CTpPAaTErHMYecKoe yIpaBiICHUE TOKYMEHTAlMeld OpraHu3alud, OCHOBBI
AIIEKTPOHHBIX JIOKYMEHTOB B KaJIpoBOW paboOTe, OCHOBBI KOHTPOJILHOW JEATEILHOCTH B
JIOKYMEHTOBE/ICHUU U apXUBOBE/ICHUU.
VYuyebHast mporpaMma AUCUUIUIMHBI «OpraHn3alnoHHOe, HH()OPMAIIMOHHO - TOKYMEHTALMOHHOE
ofecrieueHre JESATENIbHOCTH PYKOBOJIUTEN OpraHu3alliu» IpeaycMaTpUBaeT IPOBEICHUE
3aHATUH B (opMe NeKUui, MPaKTHYECKHMX M JabopaTopHbIX paboT. OHa MOATOTOBIICHA B
COOTBETCTBUU TPeOOBaHUSIMHU, MpeIbsiBIeHHbIMU ¢ TpeboBanussMu OI'OC BO 3++.
JlocTuxeHnue 3Tol 1eu CONPOBOXKIAETCS U3YUEHUEM U NIPUBUTUEM MTPAKTUUYECKUX HABBIKOB I10
OpPraHU3aIMOHHOMY M HWH(OPMAalMOHHO-JOKYMEHTAIMOHHOMY OOECIEUEHHUI0 AESITeIbHOCTU
pykoBogutena. OCHOBHbBIE IOJIO)KEHUS JAUCHUUIUIMHBI JIOJDKHBI OBITh HCIOJB30BaHbl B
JMAIbHEUIIEM B TPOIECCE PEATbHON OpPraHU3allMOHHOW MPAaKTUKH WM HAMMCAaHUM BIYCKHON
KBaJIM(DUKALIMOHHOM paboThI.

Ilepeyenb mNmIaHMpPYeMBIX pe3yJabTATOB OOy4YeHHMsl IO JMCUHMILIMHE (MOIYJIIO),
COOTHECEHHBIX C IVIAHUPYEeMbIMH Pe3yJIbTATAMH OCBOCHHS 00pa30BaTeJbHOH NPOrpaMMbl
N3yuenune naHHOM y4yeOHOM IUCHMIIMHBI HAINPaBICHO Ha (OPMHUPOBAHHE Yy OOYyYaroIIUXCS
CIEAYIOIIMX KOMIETECHIINM:

PesynbTarel 00yueHus O JUCIUILTUHE

Kon 1 HanMeHOBaHHE HHAWKATOPA
(3Haem, ymeem, eadeem (HaABbIKU U/UIU ONBIM OESIMELbHOCML))

I1K 2 CniocobeH k opraHu3aliy JOKyMEHTHPOBAHUSI yIIPABICHUECKON NEATETLHOCTH B OpraHU3allui

[K-2.1 Opranmusyer | 3HaeT  OCHOBBI  JOKYMEHTHPOBAHHS  yNpPaBICHYECKOU

JIOKyMEHTUPOBAaHUE
YIPaBICHYECKON JAESITEIBHOCTH B
OpraHu3aluu

JACATCIIBHOCTH B OpraHyu3aliu

Vmeer OpPraHu30BbBIBATL JOKYMCHTHUPOBAHUEC ynpaBnqueCKoﬁ
ACATCIIBHOCTH B OPraHU3aluun

Brnageer HaBpIkaMM =~ OpraHHM3alliéd  JOKYMEHTHPOBAHUS
YIIPABJICHYECKOU JCATEIHPHOCTH B OpraHU3aIlun

[IK-2.2 [Ipumenser
WHPOPMALIMOHHBIE ~ CUCTEMBI B
YIpPaBICHYECKON NEATENbHOCTH B
OpraHMu3aIiu

3HaeT OCHOBHBIC HH(l)OpMaI_II/IOHHLIC CHUCTEMbI B

ynpaBnque(:Koﬁ ACATCIIBHOCTHU B OpraHu3aluu

YMmeer mpuUMeHsITh Ha PaKTHKe HHHOPMAIIMOHHBIE CUCTEMBI B
YIPABJIECHYECKON JESTEIBHOCTH B OpraHu3aluu

Bnaz[eeT HaBbIKaMH IMIPUMCHCHUA I/IH(I)OpMaI_II/IOHHLIX CHUCTEM B
ynpaBnque(:Koﬁ ACATCIIBHOCTHU B OpraHu3aluu

Pacnpenenenue Bu10B yueOHON pabOThI U UX TPYJOEMKOCTHU IO pa3JienaM JAUCHUIITUHBI.
Pa3zenbl (TeMbl) TUCHUIUTHHBI, H3y4aeMbie Ha 3 Kypce (3aouHas popma oOyueHuUs)




KomnuecTtBo yacos
Bueaynut
No HanmenoBanwue pa3zenon (Tem) AyuropHas opfiﬁl
Bcero pabota
pabora
JI 113 I1P CPC
[ToMOUTHUK pyKOBOJIUTENS B CHCTEME YIIPABICHUS H
1. YIIPABJIIEHYECKOM IIPOLIECCE COBPEMEHHOM OPraHU3alyy U 22 2 2 18
€ro MoJieNbHBIC 0053aHHOCTH
5 HopmaTtusHO-MeToamueckas 6a3a paboThl TOMOIITHIKA 18 5 16
' pykoBoaurens o MJ10
3 Opranunzanyst paboThl TOMOLTHHKA PYKOBOAMTES 110 20 ) ) 16
' WH(POPMAITMOHHOMY 00€CTIEYeHHIO
N DproHoMuyeckue TpeOOBaHUS K OpraHU3aIl padodero 16 16
MecTa pPyKOBOJIUTENS] U TOMOIIHUKA PYKOBOAUTEIS
Jenomnpou3BoacTBeHHbIE PYHKIIMK TOMOLIHHAKA
5. 24 2 2 2 18
pykoBoauTeNs U ero pons B JOY
6 PaboTta moMomHNKa pyKOBOIUTEIS IO O€30KYMEHTHOMY 20 5 18
' 00CITyKBAHHIO
7 KommyHHKammoHHOE obecneueHne ceKpeTapeM 24 ) ) ) 18
JIESTENIbHOCTH PYKOBOTUTENS
8. B3aumooTHOIIEHHS CEKpeTaps ¢ pPYKOBOJICTBOM H 25 5 5 5 19
KOJUIEraMu 10 pabote
HUTOI'O no pazoenam OucyuniuHol 169 | 12 6 12 139
KoHnTposb camocrositenbroi pabotsl (KCP) 2
ITpomesxxyrounas arrectanus (MKP) 0,3
IlonroToBKa K TEKyeMy KOHTPOITEO 8,7
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.



