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COJEPKAHUE

ITosicHuTe/IbHAA 3alIHCKA
HanpasieHHOCTB MPOrpaMMBI.
AKTyanbHOCTb, HOBU3HA.

Ilenp u 3a1a4n IPOrpaMMmBl.
Kareropus ciymareneil.

DopMBI 3aHATUH.

Kanennapuslii yueOHblIii rpaduk.
[Inanupyemsle pe3yabTaThl.
Oco0OplIe yclIoBHsI TOMTyCKa K paboTe.
DopMBbI KOHTPOJISL.

Y4eOHO-TeMaTHYECKHH IUIAH U COIePKAHUE TPOTrPaAMMBbI
Y4eOHO-TeMaTH4eCKHil M1aH.
Cognepkanrie  TporpaMmbl  MpodeCCHOHATBHON  MepenoAroToBkd  «Crenuaimuct

OpraHU3alMOHHOMY U JOKYMEHTAI[HOHHOMY O0ECIICUCHHIO YIIPABICHUS OpraHU3aIle».

Y4yeOHO-MeTOANYeCKOE 00ecnedeHue MPorpaMmbl.
[epeuens cpencts UKT, HEOOXOIMMBIX AJISl pealIn3aliy IPOTPaMMBbI.
OneHouHble MaTEPUATIBL.
CHnucoK JIUTepaTypsl.
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l. IMosicHUTENBLHASA 3aNIHCKA

OOpazoBatenpHas mporpamMma MpodhecCHOHATBLHON MepenoaAroToBkd «CHeruanucT 1o
OpPraHU3allMOHHOMY U JOKYMEHTAIlHOHHOMY OOECIEUCHMIO YNpaBJICHUs OpraHu3anuen» (maiaee —
nmporpaMmma) pazpaboTaHa Ha OCHOBAHUHU CJIEIYIOIMIMX HOPMATHUBHO-TIPABOBBIX JOKYMEHTOB:

- Ilonoxxenus cr.76 @enepanpHoro 3akoHa Ne 273-03 «OO6 obpazoBanuu B Poccuiickoit
denepanum» ot 29 nexadbps 2012 r.;

- Ilpukaza MunucrepcTBa obpasoBanuss u Hayku P® ot 1 wmroms 2013 r. Ne 499 «O06
YTBEPKACHUM TMOpsAKAa OpTaHM3allMd M OCYIIECTBIECHUS O0O0pa30BaTENbHON JESTENLHOCTH 110
JIOTIOJTHUTEIBHBIM NMPO(eCcCHOHANBHBIM TPOrpaMMaM»;

- IIpodeccuonanpHoro  cranmapra  «Chenuanuct 1O OpraHU3allMOHHOMY U
JOKYMEHTALMOHHOMY O0ECIICUEHHUI0 YIPaBICHHUsS OpraHuzanueil» (yTB. mpukazoM MHHHCTEpCTBa
TPy/Aa U colranbHOM 3amuTel Poccuiickoit ®eneparuu ot 15 urons 2020 r. Ne 333H).

esa» nporpaMmebl.
* (QopmHupoBaHHE Yy CiyIIaTeNedl NPUHIMIIOB peATU3aluu O0eCTIeYNBAOMUX (DYyHKIHI
yIpaBJI€HUs] OpraHu3alyell; BHEAPEHHE JIyYIIMX TEXHHUUYECKUX pPa3pabOTOK M HOBEWIIMX
TEXHOJIOTUH B 0OecrieueHne yIpaBiIeHUsI OpraHUu3aIHeH.

3agauu nporpaMmsi.

"  W3yYUTh COBPEMEHHBIC HOPMATHUBHBIC NPAaBOBBIE aKThl B cdepe TOKYMEHTAIlMOHHOTO
o0ecrieueHus ynpaBlIeHUs;

" OCBOWTH TpeOOBaHUSI K OPOPMIICHHIO PEKBU3UTOB IOKYMEHTOB IIOJIYYUTHh MPAKTHUECKHUE
HaBBIKM O(POPMIICHHUS OpPraHU3aAMOHHO-PACIOPSAUTEIBHON JOKYMEHTAIUN B COOTBETCTBUU
C HOPMaTHBHBIMH MPABIIIAMH;

* [puoOpecTH HaBBIKU M YMEHHUS M0 (OPMHPOBAHUIO BHUIOB JOKYMEHTOIIOTOKOB, B
COOTBETCTBHUH C dTanmaMu 00pabOTKH JTOKYMEHTOB U y4eTa 00beMa IOKYMEHTO000pOTa;

. OCBOUTBH HNPAKTUKY PCTUCTPALIUA U KOHTPOJIA HCIIOJIHCHUSA AOKYMCHTOB Ha KOHKPCTHBIX
NPaKTUYECKHUX MPUMeEpax Mo JOKYMEHTAIIHOHHOMY O0ECTICUCHHIO YIPABICHHUS.

CaymaTtejas, ydYacTBYIONIME B pealH3allMd JJaHHOW MPOrpaMMBI, IOJDKHBI WMETh CpeaHee
npodeccuoHanbsHOE UITH BBICIIee 0OpazoBanue. B rpymme 3anumatores ot 4 1o 10 genoBek.

®opmblI 00yUYeHHS.
OYHO-3a04Has, 3a04yHas C [PUMEHEHHEM DJEKTPOHHOrO OOydeHHs] U  JUCTAHIMOHHBIX
00pa30BaTeNbHBIX TEXHOJIOTUH.

Kanennapusblii yueOHbIi rpaduk.
[Iporpamma paccunrana Ha 250 akaIeMUYECKUX YacOB.
Pestcum padbomot yuedbnoz2o yenmpa:
[TonenensHuk — nsatauna ¢ 9.00. 1o 21.00
Cy660ta ¢ 10.00 no 18.00
Bockpecenne — ¢ 10.00 1o 16.00

I[Inanupyemble pe3y/bTaThl.
Crnymarenu JOJIKHBI 3HATh:
- (pyHkuMH, 3a7a4n, CTPYKTypa OpraHu3alliy, ee CBsI3H;



- TpaBWja B3aMMOJCHCTBHS C TapTHEpaMH, KJIMCHTAMH, CpPEACTBAMH MacCOBOH
uH(pOpMaIuy;

- OTHUKA OEJIOBOTO OOIIEHUS,

- IpaBUJIa PEUEBOTO ITHKETA,

- TpeOOBaHUsI OXpaHbI TPY/A;

- IpaBUJIa 3alUTH KOHQUACHIMAIBHON CITy>KeOHOH MH(OpMAITHH.

yMeThb:

- UCIOJB30BaTh TEXHHYECKHE W MPOTPAMMHBIC CPEICTBA ISl MPOBEICHHUS TOJOCOBOW WIIH
BUJIC0-KOH()EPEHII-CBS3H,

- WUCIIOJIB30BaTh CPEICTBA KOMMYHHUKAIIMOHHOW OPTTEXHHKH JUI TOJYYEHHUS W Tepenadu
uH(pOopMaIuy,;

- BECTH YYETHBIC PETUCTPAIMOHHBIC (OPMBI, HCIOIB30BaTh WX I HH()OPMAIMOHHOU
paboTHI;

- yCTaHaBIIMBaTh KOHTAKT ¢ COOECETHUKOM, MOICP)KUBATh U Pa3BHBATh JIEJIOBYIO Oeceny B
npoiiecce Terae(oHHBIX IEPErOBOPOB;

- CTJIAKUBATh KOH(DIMKTHBIE U CIIOKHBIC CUTYAIIMHA MEXIMYHOCTHOTO B3aUMOICHCTBHS;

- coOMI01aTh CIYKEeOHBIN ITHUKET.

BJIA/IETh:

- IepeHarnpaBJcHre TeJIeOHHBIX 3BOHKOB PYKOBOJCTBY M COTPYIHHKAM OpPTaHU3AINY;

- perucrpanus NoCTynaromux Teﬂe(bOHHBIX 3BOHKOB,

- TIOJTy4YeHHE HEOOX0IMMOHN MH(OpMAITUY U Tepeadya CaHKIIMOHUPOBAHHOW HH(POPMAITHH 110
Teneony.

D®opMbI KOHTPOJIA.

Umoeoswiii konmpons — TPOBOAUTCA B KOHIE Kypca W TIO3BOJIIET OIICHHTH YPOBEHBb
PEe3yIBTAaTUBHOCTH YCBOCHHSI MporpamMMbl. DopmMa poBeICHUS: IK3aMEH.

[To pesymbraraM »53K3aMeHa CIyIIATETI0 BBIJACTCS YAOCTOBEPEHHWE O TOBBIIICHUH
KBTI (UKAIIAH.

. Y4yeOHO-TeMAaTHYECKHH IJIAH U COAEP:KaHHMe MPOrpamMMmbl NpodeccuoHaNbHOI
nepenoAroToBkn «CneuuaaucT o OPraHu3aliiOHHOMY U TOKYMEHTAIIHOHHOMY 00ecrneyeHnI0
ylpaBJ/ieHUs OpraHu3anuein»

Y4yeOHO-TEeMaTHYECKHH TIaH

Ne i/t Conepxanue KommuectBo
4acoB
1. |Jdesonmpou3BOJACTBO M €ro 3HAaYeHHe B COBpeMeHHOI cdepe ynpaBJieHuUst 10
1.1. |IlonsiTHe O AENONPOU3BOICTBE 4
1.2. |Poiub cekperapsi B COBpeMEHHOM cdepe yrpaBiIeHUs 6
2. |TexHOJOrMs M OPraHU3aLUs 1eJIONPOU3BOICTBA 80

2.1. |Opranmsanus 1oKkymMmeHT0000poTa. [IpaBuna opranu3anum JOKyMEHTO000poTa

2.2. |bnaHkM JOKYMEHTOB

2.3. |OpraHu3anioHHbIC TOKYMEHTHI

2.4. |PacnopsimuTenbHBIE TOKYMEHTHI

(el Nocll Hoo} Nool ool

2.5. |MudopmarimoHHO-CIIPaBOYHBIC JOKYMEHTHI




2.6. |IIpuem Ha paboty

2.7. |Peructpamus J0KyMEHTOB

2.8. |llogMMHHUKH U KONTHH IOKyMEHTOB

2.10. |Homenkmarypa aen

8
8
8
2.9. |[loaroToBka Jen K apXUBHOMY XpaHEHUIO 4
4
8

2.11. |OcobGeHHOCTH PabOTHI C JOKYMEHTAMH B AJICKTPOHHOM BH/JIC

3. |Opranusanus paGoThbl ¢ 00palieHUIMH 20
3.1. |OO0pamenus u )kaao0bl TpaxkaanH 20
4.  [I¢dpexTHBHOE 001ICHHE H 1eT0BOE B3AUMOACHCTBHE C PYKOBOANTEIeM 40

4.1. |Opraau3zanus pabodero Mecta cekperaps

4.2. |Pabota cexperaps B IpUeMHON

4.4. |[IpoBeneHue COBEIIAHMM, 3aCeTaHUI

8
8
4.3. |Tenedonnsie neperoBopsl. KoMmaHAMPOBKH PyKOBOIUTEIS 8
8
8

4.5. |[InanupoBanue pabodero BpemeHu. TaiiM-MeHEHKMEHT

5. |YnpasieHHe KOH()JIMKTAMH, OCHOBBI CTPeCC-MEeHeKMEHTA 48

5.1. |[Ipy4rHBI BO3SHUKHOBEHHS KOH(MIMKTOB

5.2. |YmpasneHue KOHMQIUKTAMHA U CTPECCAMU

5.3. |DneMeHTHI U 3Tarbl KOMMYHHUKAIIMOHHOTO Mpolecca

5.5. |Drtuka nenoBoro oOLeHUs

5.6. |OcHOBBI cTpecc-MEHEIKMEHTA

4
4
8
5.4. |JlenoBoe  ynpaBieHYECKOe 00IIEeHNE 8
8
8
8

5.7. |[1enoBoil MPOTOKOM U ATUKET

6. |HudopmanmoHHbIe TEXHOJIOTHH 20

6.1. |OcnoBsl pabotsl B OC Windows 2
6.2. |Omnpenenenue nousatuii «Paitne» u «I[IporpaMMbn 2
6.3. |CrannmapTHbIC IPUIOKEHUS 2
6.4. |Microsoft Word 2
6.5. |Hacrpoiika mapameTpoB CTpaHHIIbI 2
6.6. |Microsoft Excel 2
6.7. |KommbroTepHble KOMMYHUKAITUH 2
6.8. |Iloura 2
6.9. |KommbroTepHble TEXHOJIOTUH B EIONPOU3BOICTBE 4

7.  |DJIeKTPOHHBII TOKYMEHT0000pPOT 30

8. |HUrToromas arrecramus 2

HTroro 250

Y4eOHO-MeTOoAMYECKOE 0OOecnieueHHe MPOrpaMMbl MPo(hecCHOHAIBLHOI NMepenoaroTOBKH.
Ilepeuensb cpencts UKT, HeoOXoauMBbIX /151 peajiu3alui NPOrpaMMbl.
AnmnapaTtHble CpeJICTBa:
KommneroTep.
IIpunrep.
VYerpoiicTBa BRIBOJIa 3BYKOBOM MH(POPMAIMK — HAYITHUKHA TSl MHIUBUAYAIbHOM pabOTHI CO
3BYKOBOW HH(popMaLuei.
VYerpolicTBa ISl pyyHOro BBOJA TEKCTOBOM HMH(OpPMAaNMM UM MaHUITYJIMPOBAHMS SKPAaHHBIMU
00BEKTaMU — KJIaBHATYPa U MBIIIIb.




IIporpammHBIe CpeacTBa:
OneparrionHast cuctema — Windows.
AHTUBHpPYCHAs TporpaMma.

Be6 Bpaysep.

OueHoYHbIE MATEPHUAIBI.

[{enb 3K3aMeHa — UTOTOBBIM KOHTPOJIb MOJYYEHHBIX 3HAHUN HABBIKOB MO Kypcy «Cnenuanauct
10 OPraHU3aIMOHHOMY U JOKYMEHTAIMOHHOMY O0ECIICUCHHIO YIIPABICHUS OpTaHU3aIHe».

[IpakTHueckoe 3amaHue B 3a4€THOM pabOTe COCTaBICHO B COOTBETCTBUU C Y4YEOHOM
porpaMMoii mo Kypcy «CrenuanicT o OpraHu3alluOHHOMY M IOKYMEHTAllMOHHOMY 00€CTIeYeHHIO
YIIPaBJICHUS] OpTaHU3aALNEIT».

Cnucok JuTepaTyphbl.
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13. Ynpasnenue nepconanom/ moxa pea. O.M. Mapuenko. — M.: «Ocp — 89», 2006.



	«УТВЕРЖДЕНО»
	Директор ЧУДПО «Учебный центр «ДЕЛЬФА»

	Оценочные материалы.
	Список литературы.

