AHHOTAUMS K padovell mporpaMMe QU CIUIIIAHbBI
b1.B.02.03 «KOPTAHU3AIIMOHHOE, UTH®OPMALIMOHHO -
JOKYMEHTALHUOHHOE OBECHEYEHHME JEATEJIBHOCTHU PYKOBOJAUTEJISA
OPTAHU3ALIUN

O6bem Tpynoemkoctu: 180 wac = 5 3a4eTHbIC STUHUIIBL.

Ienp ocBOeHUs1 AUCHHUIINHBI

Henpto aucuurumnel  «Opranu3almoHHOe, HH()OPMAIMOHHO — JOKYMEHTAI[HOHHOE
o0ecrieyeHne AeATEIIbHOCTU PYKOBOAUTEIS OPTaHU3AIUI» CPOPMHUPOBATH CUCTEMHBIN KOMILIEKC
3HaHUH, CBS3aHHBIX € HMH()OPMALMOHHO-JOKYMEHTALMOHHBIM OO0ECIEeYeHUEM JesTeIbHOCTH
PYKOBOJMTENS B XOJ€ YIPABJICHUs OpraHU3alUel, B PeKUME IIOBCETHEBHOM /E€ATEIbHOCTH U B
XOZIe TOATOTOBKMA M TPOBEJCHUS PAa3JIMYHBIX OPraHM3AlMOHHBIX MEpOIpUsATHI (COBENIaHUI,
JIEJIOBBIX BCTPEY, IEPEroBOPOB U JP.).

3agauu AMCHMILINHBI

Teopemuueckas KOMNOHEHMA:

— 3HaHME  METOJAOJIOTMYECKMX  OCHOB  HMH(pOPMAIMOHHO-AOKYMEHTAlMOHHOTO
o0ecrieyeHns MEHEKMEHTa COBPEMEHHBIMH OpTaHU3aIHsIMU,

— 3HAHUE OCHOBHBIX IIPUHIMIIOB YCTAHOBJICHHs JI€JOBBIX B3aMMOOTHOLICHHM C
Pa3IMYHBIMU KaTETOPUSIMHU [IEPCOHANA;

— 3HaHHME OCHOBHBIX INPHHIMIIOB OpPraHU3aLUU COOCTBEHHOI0 pabouero BpEeMEHH U
pabouero BpeMeHH PYKOBOIUTEIIS;

— 3HaHME IPaBUJI BEJICHHUS JEJIOBbIX Oece/ U TeaeQOHHBIX 1ePEroBOPOB,;

— 3HaHWE OCHOBHBIX NPUHIUIIOB OpraHu3anuu SPQPEKTUBHONW CHUCTEMBI KOHTPOJIIS
UCIIOJIHEHUS JOKYMEHTOB U IIOPYUYEHUH;

— 3HAHHE OCHOB MPO()ECCHOHATBHOM YTHKH.

Ilo3nasamenvras KomMnonenma:

— yYMETh HCHOJB30BaTh JOKYMEHTHPOBAHHYI0 HMH(POPMALUIO JJi1 IOBBILICHUS
3¢ (EKTUBHOCTH YIPaBICHYECKOHN 1EATEIbHOCTH,

— yMEeTh HCIOJb30BaTh COBPEMEHHYI0 HOPMAaTHMBHO-TIPAaBOBYIO 0a3y, COCTaBISISI M
oopmIIsis ynpaBieHYeCKHe JOKYMEHTBI, paboTasi ¢ HUMH;

— YMEThb AaHaJU3UpPOBAaTh COCTOSIHUE U BBISIBJIATH HEAOCTAaTKUM OpraHU3allOHHO-
MH(POPMAIIMOHHOTO O00eCeUeHHsl AEATENbHOCTH PYKOBOAUTENS KOHKPETHOM OpraHM3alluy,
(bopMyIIMpOBaTh MPEATIOKEHUS 10 UX YCTPAHEHUIO;

— BIAJeTh HaBbIKaMM MNPOGECCHOHATBLHOIO OOIIEHUs, BEJIEHHs [ENOBBIX Oecel M
Teae(OHHBIX IEPETOBOPOB,;

— BJIaJIeTh METOJMKAMH TUIAHUPOBAHUS paboyero BpeMEeHU MOMOLTHUKA PYKOBOJUTENS
U PYKOBOJUTENS] OPraHU3alNH;

— BJIaJeTh METOJMKAMHU OpraHU3allMi COBEIIAHUHM, CIyXKeOHBIX MOE3J0K M JPYTUx
MEPOIPUATHH, TPOBOAUMBIX PYKOBOJUTENIEM OpraHU3aIUH.

Mecto nucuunianHbl (MOAyJisl) B CTPYKTYpe 00pa30BaTeIbHOI NPOrpaMMbI

HucuumuimHa «Opraau3aliioHHOe, HHPOPMALIMOHHO - JOKYMEHTALMOHHOE o0ecreueHne

JeSITeIbHOCTH PYKOBOJUTENSI OPraHU3allui» OTHOCUTCA K 4acTH, popMupyemasl y4aCTHUKaMHU
oOpa3oBaTenbHbIX OTHOHIEHHH Monynbs 2 "JloKyMeHTalMOHHOE oOOecreueHue YIpaBiIeHUs"
yueOHoro riaHa. M3yuaeTcst oHa B IIECTOM CEMECTPE TPEThEro Kypca Ha OUHOU popme 00ydeHus,
u 0asupyercs Ha 3HAHUIX, YMEHHUSIX M HaBbIKaX, MOJYYEHHBIX MO CIEAYIOUUM AUCIUILIUHAM:
OCHOBbI MH(GOPMAIMOHHOTO  MEHEI)KMEHTa, OCHOBbI ~TEOPUM  YIPAaBJICHUS, OCHOBBI
UH(POPMALIMOHHOTO MapKETUHIa, HOPMATUBHO-METOIMuecKas 0a3a JOKyMEHTHOM J1eATeIbHOCTH
B OpraHM3al1H, CTPATETMUYECKOE YIIpaBICHUE JOKYMEHTAMEN OPTaHNU3alluy U IpyTHE.

VYuebHas nmporpamMma  JUCHMIUIMHBI  «OpraHu3aloHHOe, HH()OPMAIMOHHO -
JIOKYMEHTallMOHHOE oOecrieueHue JESTEbHOCTH PYKOBOUTENS OpraHu3aLuN»
npeaycMaTpuBaeT POBEICHHE 3aHATUI B (hOpMe JIEKLINH, IPAaKTUYECKUX U 1a00paTOpHBIX padoT.



OHa moATrOTOBJICHA B COOTBETCTBUU TPEOOBAHMIMH, MPEIbABICHHBIMU ¢ TpeOboBaHusiMu OI'OC

BO 3++.

JloCcTHKEHHME 3TOM LEeJIM CONPOBOXKIAETCS HM3YYEHHEM M IIPUBUTHEM IIPAKTUYECKHUX
HaBBIKOB 10 OPraHM3AaLMOHHOMY U HH(POPMAIMOHHO-JOKYMEHTAIMOHHOMY OOECIIEYECHHUIO
NeSITeIbHOCTH pyKOBOAUTEINSA. OCHOBHBIE MTOJIOKEHUS AUCIUTUTUHBI JJOJKHBI OBITh UCTIOIH30BAHBI

B naaneﬁmeM B IIpomecce peaﬂbHOﬁ OpFaHHSaHHOHHOﬁ INPaKTUKHU W HAIIMCAHWUH BHYCKHOﬁ

KBATH(UKAIIMOHHON PabOTHI.

TpeOoBaHMsi K YPOBHIO OCBOCHUS M CIAIIINHbBI
N3ydyenne maHHON ydeOHOW MUCIUIUIMHBI HAmpaBlieHO Ha (OPMHUPOBAHHE Y OOYyUYAIOUTUXCS

ClIeaAyromunux KOMIICTCHITHM:

KOJI 1 HAMMCHOBAHUE MHHUKATOPA

PeByJ’ILTaTLI 06y‘{eHI/I${ 0o AUCHUIIIINHE

(3naem, ymeem, enadeem (nagvixu uluiu onvim dessmenvrHocmu))

IIK 2 CriocobeH kK opraHn3aliii TOKyMEHTUPOBAHUS YIIPABICHUECKON JeSITETFHOCTH B OPTaHU3AIAN

[IK-2.1 Opranuzyet
JOKYMEHTHUPOBaHHUE
yIpaBIeHYECKON e TeTTbHOCTH B
OpraHu3aluu

3HAeT OCHOBBI TIOKYMEHTUPOBAHUS YIPABICHYECKOM
JESITETIbHOCTH B OpraHU3aluu

YMeeT opraHu30oBbIBaTh JOKYMEHTHPOBAHUE YIPABICHUYECKOU

JACATCIIBHOCTH B OpraHu3alun

Brnaneer HaBBIKaMH OpraHu3alMu JOKYMEHTUPOBAHUS
YIPaBJIEHUYECKON AEATEIbHOCTH B OpPraHU3aliH

[K-2.2 [Tpumensier
nH(pOpPMaMOHHEIE CHCTEMEBI B
YIIPaBIEHYECKOH ESITEILHOCTH B
OpraHu3aIyu

3HaeT OCHOBHBIC HH()OPMAIIMOHHBIE CHCTEMBI B
YIPaBJICHUYECKON ACSTEIFHOCTH B OpraHU3alliu

YMeeT NpUMEHATh Ha MPAKTUKE UH(POPMAIIMOHHBIE CUCTEMBI B

YIPaBJIEHUYECKON AEATEILHOCTH B OpPraHU3aliu

Bnaneer HaBbIKamMu MpUMEHEHUS] HHPOPMAIIMOHHBIX CHCTEM B

YHpaBIEHYECKOH IEATETFHOCTH B OpraHU3aIiu

Pacnpenesienne Tpy10éMKOCTH JMCHUILIMHBI 10 BHIaM padoT
OOmiass Tpymo€MKOCTh JMCIMIUIMHBI cocTaBisier 5 3aderHble emuauipl (180 wac.), ux
pacripeielieHue 1o BUJiaM paboT MpeaCTaBICHO B Ta0IHLIE.

KonnuecTBO 4acoB

ACATCIIBHOCTH PYKOBOJUTCIIA

No H AynutopHas Breay -
o arMEHOBaHHUE pa3/esioB (Tem) Beero padora TOpHast
nafhora
J | 113 1P CPC
[TOMOIIHUK PYKOBOJUTEISI B CHCTEME YIPABICHUS H
1. |ympaBieHYECKOM IMpOLEcCEe COBPEMEHHON OpraHu3aluu 18 2 2 2 12
U €r0 MOJICTIbHBIC 0053aHHOCTH
9 HopmaTuBHO-MeTOMMUeCKas 6a3a padoThl TOMOIIHUKA 18 ) ) ) 12
" |pykoBogutens mo UJ1O
3 Opranusaiiyst paboThl MOMOIIHUKA PYKOBOIUTEIS 110 18 ) ) ) 12
" |uH(bOpMAHOHHOMY 00ECTICUCHHUIO
4 DproHoMHuYecKue TpeOOBaHUsI K OpraHu3aiuy pabouero 14 ) ) 12
" [MecTa pyKOBOJMTEIS M TIOMOIITHUKA PYKOBOIUTEIS
5 Jlenonponu3BoACTBEHHBIC (DYHKIIMU TOMOIIHUKA 18 ) ) ) 12
" |pykoBoguTens u ero pois B JJOY
5 Pa6oTa IOMOLIHMKA PYKOBOAUTENS 110 O€310KyMeHTHOMY | 18 ) ) ’ 12
" |obcmykuBaHUIO
7 KoMMyHHKAIIHOHHOE 00ECTIeUeHUE CeKpeTapeM 18 ) ) ) 12




g B3aMMOOTHOLIEHHUS CEKPETAPS ¢ PYKOBOICTBOM H 18 ) ) ’ 12
' KoJuIeraMu 1o padore
UTOI'O no pazoenram OuCyuniuHbl 142 | 16 14 16 96
Kontposs camocrosrensroii pabotsr (KCP) 2
ITpomeskyrounas arrectais (MKP) 0,3
IToaroToBka K TEKyIeMy KOHTPOJIIO 35,7
OO01as TPyI0EMKOCTh 110 JIUCITUTLTHHE 180

KypcoBbie padoThl: HE IPEeTyCMOTPEHbI
®opMa NpoBeeHUs] ATTECTANUM MO IMCUUILIHHE: 324YET

ABTOpBI: 3aBenyromuii kKageapoi 001ero, CTpaTernuecKoro, MHPOPMAMOHHOTO MEHEPKMEHTA

1 OM3HEC-TIPOIIeCCOB, KaH/1. KOH. HayK, AoueHT Jlanckas J[.B.

I[OI_IGHT Ka(be,[[pbl 06]1_[61"0, CTPATCTrU4CCKOIO, I/IH(1)OpMaI_II/IOHHOFO MCHCIXKMCHTA H ousHec-

MPOIIECCOB, KaH[I. 3KoH. Hayk ®ubept C.B.




