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1. MACHIOPT PABOYEM IMPOT'PAMMBI JUCIIUILIUHBI T111.02

MeHea:KkMeHT

1.1. ObsacTh npuMeHeHus1 pado4eil MporpaMMsbl

PabGouas nporpamma gucuumiussl [111.02 "MeHnemxMeHT" SIBIsSETCS 4acThIO

OCHOBHOW mpodeccruoHanbHOM oOpa3zoBarenbHoi mporpammel @I'OC CIIO u
paspadorana B cootBercTBUM DI'OC CIIO mno cneumnanbHocT 46.02.01

JlokyMeHTaIlMOHHOE 00eclieueHre yIpaBlICHUs U apXUBOBEICHHUE ...
Juctumunna I[11.02 "MenemxMeHnT" o6ecrieurnBaeT GopMHUPOBAHUE U Pa3BUTHE
caenyromux komnereHuid B cooTrBeTcTBUU ¢ @I'OC CIIO mo cnenuanbHOCTH U

TPYJOBBIX (PYHKIIMI B COOTBETCTBUHU C IPO(HECCHOHATFHBIMU CTaHAAPTAMH, a TAKXKe

paznenoB WSSS:

1.1.1. IlepedyeHn 0OMMUX KOMIETEHIIUM

Kon

HaumeHoBaHue 00IMX KOMIIETECHIINHI

OK 01.

Bri6upath ciocoObl perieHus 3aaa4d npoeccuoHaTbHON
JIEATEIIbHOCTH MPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTaM

OK 02.

Hcronb30BaTh COBPEMEHHBIE CPEACTBA IIOUCKA, AHAIIN3A U
WHTEpHpeTauuy nHpopmManuu 1 THGOPMALIMOHHBIE TEXHOJIOTUH IS
BBINIOJIHEHHUS 33124 TPO(PECCUOHAIBHOMN AESITENIbHOCTH

OK 03.

[InanupoBaTh U peanr30BbIBaTh COOCTBEHHOE MPOPECCHOHAIBHOE U
JUYHOCTHOE Pa3BUTHE, IPEANTPUHUMATEILCKYIO IEATCILHOCTD B
npodeccuoHalbHOU cepe, UCTI0Ib30BaTh 3HAHUS 10 (PMHAHCOBOM
I'PaMOTHOCTH B Pa3JIMYHBIX )KU3HEHHBIX CUTYaIIUSIX

OK 04.

D} heKTUBHO B3aUMOJICHCTBOBATh U pabOTaTh B KOJIJIEKTUBE U
KOMaHjIe

OK 05.

OCyIIEeCTBIIATh YCTHYIO M TUCBMEHHYI0 KOMMYHUKALIUIO Ha
roCyJ1apCTBEHHOM s3bIke Poccuiickon denepanuu ¢ yueTom
O0COOEHHOCTEN COLMAIBHOTO M KYJIBTYPHOIO KOHTEKCTa

OK 06.

[IposBIATH IPaXKAAHCKO-IATPUOTUYECKYIO TTO3ZUIIUIO,
JEMOHCTPUPOBATHh OCO3HAHHOE MOBEAEHUE HA OCHOBE TPAJULIMOHHBIX
00I11eUEeI0BEYECKUX LIEHHOCTEN, B TOM YHCIIE C YUETOM
rapMOHU3ALUN MEKHALIMOHAIBHBIX U MEKPEIUTMO3HBIX OTHOLIEHNH,
IIPUMEHSITh CTAaHAPThl AHTUKOPPYNIIMOHHOT'O IOBEACHUS

OK 07.

CoJelicTBOBaTh COXPAHEHUIO OKPY KAIOIIEH Cpebl,
pecypcocoepexeHunto, MPUMEHATh 3HAHUS 00 U3MEHEHHUH KJIMaTa,
TIPUHIIAIIBI OEPEKITMBOTO ITPOU3BOICTBA, I3P(HEKTUBHO ICHCTBOBATH B
YpE3BBIYAHBIX CUTYAITUIX

OK 08.

Hcnonb3oBaTh cpencTBa PU3NUECKON KyJIbTYphI JI1 COXPAaHEHUS U
YKpEIUIeHHs 3J0pOBbA B Mpoliecce NpodhecCuoHanbHOU AeATeIbHOCTH
U TIOJIep KaHMsl HEOOXOIMMOTO YPOBHS (pU3MUECKON
IIOATOTOBJICHHOCTH

OK 09.

[Tomp30BaTHCS PO ECCUOHATBHON JOKYMEHTAIEH Ha
rOCYJAapCTBEHHOM M MHOCTPAHHOM SI3BbIKAX




1.1.2. ITepeyens npodeccnoHaTbHBIX KOMITETCHITHMA

Kon

HauMeHoBaHue npodecCuOHAIBLHBIX KOMIIETeHIUM

IIK 1.1.

OcymiecTBIsATh MpUeM-Tiepeady ynpaBieHIeCcKol HH(POpMAIUH C
MTOMOIIIBIO CPEJICTB MH(GOPMAIIMOHHBIX 1 KOMMYHHUKAITHOHHBIX
TEXHOJIOTUN

IIK 1.2.

KoopaunupoBaTh paboTy NPUEMHON pyKOBOJIUTENS, 30H MpUEMa
Pa3IMYHBIX KaTETOpUil MOCETUTENIEN OpraHu3aIun

[IK 1.4.

OcCy1IecTBIIATh MOATOTOBKY JEJIOBBIX MOE3/I0K PYKOBOJIUTENS U
JIPYTUX COTPYAHUKOB OPTraHHU3aLAN

IIK 1.5.

Bnanets ciocobamu opraHuzaiuu paboyero mpocTpaHCTBa
nprueMHON U KaOWHEeTa PyKOBOJIUTEIS

IIK 1.6.

Ocy1iecTBIATh paboTy MO MOATOTOBKE U MPOBEACHUIO
KOH(EpEeHTHBIX MEPONIPUATHIA, 00€CTIeunBaTh UH(POPMALIUOHHOE
B3aMMO/JICHCTBUE PYKOBOAUTENS C OAPA3ACICHUSIMH U
JOJDKHOCTHBIMU JIUI[AMU OpTaHU3aI|H

[IK 1.7.

OdopMIIATh OpraHU3alMOHHO-PACTIOPSAIUTEIbHBIC TOKYMEHTHI U
OpraHU30BBIBATH PA0OTY C HUMU, B TOM YHUCJIE€ C UCIIOJIb30BAHUEM
ABTOMATHU3UPOBAHHBIX CUCTEM

[IK 1.8.

OCI)OpMJIHTB AOKYMCHTHEI 110 IMYHOMY COCTAaBY M OPIraHU30BLIBATH
pa60Ty C HUMH, B TOM 4YHCJI€ C UCIIOJIb30BaAaHHUECM
ABTOMATHU3HUPOBAHHBIX CUCTCM

IIK 1.9.

OpraHu3oBBIBaTh TEKYIIIEE XPAHEHHUE IOKYMEHTOB, 00pabOTKY Je
JUTSl OTIEPATUBHOTO U a@pXHWBHOTO XPAHEHUS, B TOM YHUCIIE C
MCII0JIb30BAaHUEM aBTOMATHU3UPOBAHHBIX CUCTEM

1.1.3. Ilepeyens TpyAOBBIX GYyHKLIUN

Kon

HaumenoBanue npogeccuoHAJIbHBIX CTAHIAPTOB,
00001ICHHBIX TPYAOBBIX (DYHKIUI U TPYAOBbIX (PYyHKIMHU

07.002

CrnenuajucT Mo OPraHu3alMoOHHOMY U IOKYMEHTAIMOHHOMY
o0ecrevYeHNI0 YNpaBJeHus Oprann3anmeii

OT® A. OpranuzanmoHHoe o0ecrneueHne AeATeIbHOCTH OpPraHn3aliy

Td A/01.3. | [Ipuem u pacnpeaencHue Tesie)OHHBIX 3BOHKOB OpTaHU3aluN
Td A/02.3. | Opranusaiysi pabOThI ¢ TOCETUTEISIMH OpTaHU3aIHH
Td A/03.3. | BeimoaHeHHnE KOOPIUHUPYIONUX U 00CCIICUMBAOIIUX (DYHKITHIA

OT® B. JlokyMeHTanimoHHOE 00eCTIeYeHHE eI TeILHOCTH OpraHu3alliu

T® B/01.5. Opranuzarus paboOThI ¢ TOKyMEHTaMU
Td B/02.5. | Opranuzanus TeKyIiero XxpaHeHus JOKYMEHTOB
Td B/03.5. | Opranuzanus o0pabOTKH A€ JJIs MOCISAYIONIETO XPaHCHHS

OT® C. Opranu

3aIllMOHHOE, IOKYMEHTAIMOHHOE U MH(DOPMALIMOHHOE

oOecrieueHue ACATCIIBHOCTHU PYKOBOIUTCIISI OpTraHn3alnn

Td C/01.6. | OkazaHue MOMOIIH PYKOBOIUTEIIO B IUNIAHKPOBAHUN Pab0OYETo
BpPEMEHH

Td C/02.6. | [LmanupoBaHue paboyero JIHs CeKpeTaps

Td C/03.6. | Opranusanus Tene(GOHHBIX IEPErOBOPOB PYKOBOAUTEIS




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,

Kox N .
000011IeHHBIX TPYIOBbIX (PYHKIMI M TPYAOBBIX (PYHKIIUIA
Td C/04.6. | Opranuzanys KOMaHAHXPOBOK PYKOBOIUTEIIS
Td C/05.6. | Opranuzanus pabOThI C MIOCETUTEIAMU B IPUEMHOI
PYKOBOIUTEIS
T® C/06.6. Opranu3zaius MoJAroToOBKH, IPOBEACHUS U 00CTYKUBAHUS
KOH(EPEHTHBIX MEPONPHUSITHIA
Td C/07.6. | Opranu3anus UCTIOTHEHUS PEIICHUH, OCYIIECTBICHUE KOHTPOJIS
WCITOJTHCHMSI TIOPYYEHUN PYKOBOIUTEIS
Td C/08.6. | Opranuzanus u nojaepx)anue pyHKIHOHATLHOTO pabodero
MIPOCTPAHCTBA MMPUEMHON M KaOWMHETa PYKOBOAUTEIIS
Td C/09.6. | Pa3paboTka J0KaIbHBIX HOPMATHBHBIX aKTOB,
pErIaMeHTUPYIONINX PaboTy ceKpeTaps
Td C/10.6. | CocraBnenue u oopMIICHHE YIIPABICHUECKOW JOKYMECHTAITUH
Td C/11.6. | Opranuzanus pabOThI C JOKyMEHTaMH B TPHEMHOM
PYKOBOJUTEIIS
Td C/12.6. | Opranu3anus XpaHeHUS JOKYMEHTOB B IPHEMHOM
PYKOBOJUTEIIS
Td C/13.6. | OGecnieueHue pyKoBoIUTENSI HH(DOpMALIAEH
T® C/14.6. Opranuzanus HHPOPMAITMOHHOTO B3aUMOJIEHCTBUS

PYKOBOIAUTCILA C IOAPA3ACIICHUAMU U NOJDKHOCTHBIMHU JIMIIaMHA
OpraHu3annunu

OT® D. NudopmarimoHHO-aHATUTHYECKAS] U OpPTraHU3alMOHHO-

AIMHWHUCTPATUBHAA INOAACPIKKA ACATCIBHOCTH PYKOBOJAUTCIIA OpraHru3alnuu

Td D/01.6. | dopmupoBanre HHPOPMALIMOHHOTO B3aMMOCHCTBUS
PYKOBOJIMTEIISI C OPTaHU3alUSIMU
Td D/02.6. | Ananu3 uHbOpMaIMK U TTOATOTOBKA MHPOPMAIIMOHHO-
aAHAIUTUYECKUX MaTEpUaJIOB
T® D/03.6. Opranu3aius 1eJI0BbIX KOHTAKTOB U MPOTOKOJIbHBIX
MEPOIPHUITUI
Td D/04.6. | Opranusaiiyisi ICTIOJHEHUS PEIICHUN PYKOBOIUTEJIS
TD 01.6. ®opmMupoBaHue HHHOPMALIMOHHOTO B3aUMOICUCTBUS
Td 04.6. Opranu3anusi UCHOJHEHUN PEeIICHUN PYKOBOAUTENS
07.004 CrnenuaJjucTt no ynpapjieHHI0 JOKYMEHTAMHU OPraHU3aluu

OT® A. JlokymeHTallMOHHOE 0OecrieueHre yIpaBiIeHUs] OpraHu3anuen

Td A/04.6. | [IpoekTupoBaHue, BHEAPCHUE U PA3BUTUE CUCTEMBI
AJIEKTPOHHOTO JOKYMEHTO0000pOoTa
07.004 CrnenuaJucT no ynpapjieHHI0 JOKYMEHTalel OpraHu3anumn

OT® A. JlokymMeHTaIlIMOHHOE 00eCIIeUeHHE YIIPABJICHUSI OpraHu3aluei

Td A/01.6. | Pa3paboTka 1 BHEAPEHHE JTOKATBHBIX HOPMATHBHBIX aKTOB IO
JOKYMEHTAIIMOHHOMY 00€CIICUCHHIO YITPABICHUS OpTaHu3aIei

Td A/01.6. | Pa3zpaboTka v BHEIPEHHE JOKAIbHBIX HOPMATHBHBIX aKTOB B
o0JacTy ynpaBiaeHHs TOKYMEHTaAMH OpraHU3alluu

Td A/02.6. | Opranu3zamus JOKYMEHTHPOBAHUS YIIPABICHYECKOM

ACATCIIbBHOCTHU B OpraHrn3aliun




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,

Kon . .
00001IEHHBIX TPYAOBBIX (PYHKIHUI M TPYAOBbIX GyHKIM

Td A/02.6. | Opranu3zamus JOKYMEHTHPOBAHUS JICATEIHHOCTH B
OpraHu3aIiu

Td A/03.6. | Opranuzarnus J0KyMEHTO000pOTa B OpraHU3aliu

Td A/04.6. | OcymectBiacHHE padOT O MIPOSKTUPOBAHUIO M BHEPECHUIO
CUCTEMBI 3JIEKTPOHHOTO IOKYMEHTO000poTa B chepe
JOKYMEHTAI[MOHHOTO YIPABJICHUsI OpTaHU3aIIH

Td A/04.6. | [IpoexkTupoBaHue, BHEAPSCHUE U PA3BUTUE CUCTEMBI
AIIEKTPOHHOTO JOKYMEHT0000pOTa

Td A/05.6. | OcymecTBiaeHre HHPOPMAIIHOHHO-CITPABOYHOM PabOTHI C
JOKYMEHTaMH OpTraHu3aluu

Td A/06.6. | OcyriecTBiieHHE KOHTPOJIS TIPOLIECCa M CPOKOB UCTIONTHEHHUS
JOKYMEHTOB B OPTaHU3alUU

Td A/07.6. | Opranuzaiusi OepaTUBHOTO XpaHCHHUS IOKYMCHTOB B
OpraHM3alMM U NepeJadu e JUIsl IOCIEAYIOIEro XpaHeHus

Td A/07.6. | Opranusaiys XpaHeHHs JOKYMEHTOB B OpraHU3aIiy U
nepeiavyn el Ha apXUBHOE XpaHEeHUE

Td 01.6. Pa3paboTka 1 BHEIpEHUE JIOKATBHBIX aKTOB 10
JOKYMEHTAIIMOHHOMY 00€CIIEUCHHIO YITPABICHUS OpraHu3aIfei
Td 03.6. Opranuzanus JOKyMEHTO000pOTa OpraHu3aIuu

OT® B. PykoBoACTBO JI€ATETLHOCTHIO MO IOKYMEHTAIIUOHHOMY O0OECTICUEHHIO
YIIPaBJICHUsI OpraHu3aluen

Td B/01.7. PykoBOJICTBO AEATEIBHOCTHIO TOAPA3ICIICHUS 110
JIOKYMEHTAIIMOHHOMY O0ECIICUCHHIO YIIPaBJICHUS OpraHu3aIuu

Td B/02.7. | Opranu3anus pa3paOb0TKH JIOKAIEHBIX HOPMAaTUBHBIX aKTOB U
METOJIUYECKUX JIOKYMEHTOB IO TOKYMEHTAIIUOHHOMY
00eCTIeYeHUI0 YIIPaBJICHUS OpraHu3aIuu

T® B/03.7. [TocTpoeHue cucTeMbl TOKYMEHTAITMOHHOTO 00eCIIeUeHUS
yIpaBJICHUs] OPTaHU3AIUU

T® B/04.7. | OcyiiecTBiacHHE KOHTPOJIS (PYHKIIMOHUPOBAHUS CHCTEMbI
JIOKYMEHTAITMOHHOTO 00ECTICUeHHMsI YIIPABICHUS OpTraHU3aI|H

Td B/05.7. CoBeplHICHCTBOBAaHUE CUCTEMBI IOKYMEHTAIMOHHOTO

obecrnieueHusl yIpaBJieHUs OpraHu3aIuu

OT® B. PykoBOACTBO AESATEIBHOCTHIO TOAPA3ACIICHUS 110 TOKYMEHTAITUOHHOMY
00eCTIeUeHUI0 YITPaBJICHUs OpraHu3aluen

Td 01.7.

PykoBOICTBO AEATEIBHOCTHIO TTOAPA3ICIICHUS 110
JIOKYMEHTAITMOHHOMY 00€CIICUEHUI0 YIIPABJICHHS OpraHu3aIuen

OT® C. Ynpasn

€HHE IOKyMEHTAallMeW OpraHn3auu

Td C/01.8. | Crparernyeckoe IIaHUPOBAHKUE U PYKOBOJICTBO IMOCTPOSHUEM
SIMHOM CHCTEMBI YIIpaBJICHUs JOKYMEHTAIIUEH OpraHn3aliuy

Td C/02.8. | Ynpasnenue pa3pab0TKOH JIOKaIbHBIX HOPMATHBHBIX aKTOB
OpraHM3aIMH 10 BOIIPOCaM YNPABJICHHsI €€ JOKYMEHTAIeH

Td C/03.8. | YnpasieHue 1eTeIbHOCTBIO 10 KOHTPOJIIO (PYHKIIHOHUPOBAHUS

BCCX CUCTCM JOKYMCHTAIIMMU OPTraHU3al U €€




HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,

Kon . .
00001IEHHBIX TPYAOBBIX (PYHKIHUI M TPYAOBbIX GyHKIM
KOPIOPATUBHOTO JOKYMEHTO0O0pOTa
Td C/04.8. | YnpasieHue MpoeKTaMu 110 BHEIPCHUIO KOPITOPATUBHOMN
CUCTEMBI JJIEKTPOHHOTO JIOKYMEHTO000pOTa OPTaHU3aluU U
pa3paboTKe CTpaTETUH €€ Pa3BUTHS
Td C/05.8. | CrpaTernyeckoe IIaHUPOBAHUE M PYKOBOACTBO ITOCTPOCHHUEM
€IMHOM CHCTEMBI XpaHEHUS JOKYMEHTaIbHOTO (hoHIa
OpraHu3aIu
Td 02.8. VYrpasienue pa3paboTKOH JIOKAIBHBIX AKTOB OPraHU3alUu 110
BONPOCaM YIPABJICHUs €€ TOKyMEHTaluen
07.009 Coenunanuct no ¢popMUPOBAHUIO 3JIEKTPOHHOI0 APXUBa

OT® A. Beinonnenue padoT 10 co3/1aHuI0 rpaduyecKkux 00pa3oB JOKYMEHTOB B
CUCTEME JIEKTPOHHOTO apXHBa

Td A/01.3. | [loaroroBka TOKyMEHTOB K CKAHUPOBAHHIO JUISI AJIEKTPOHHOTO
apXuBa

Td A/02.3. | CkanupoBaHUE JOKYMEHTOB JUIS JJICKTPOHHOTO apXHBa

Td A/03.3. Bo3BpaT 1OKyMEHTOB B UCXOAHBIN BU]I

Td A/04.3. | KoHuTposb KauecTBa pe3ysibTaTOB CKAHUPOBAHMS JOKYMEHTOB B
CUCTEME DJIEKTPOHHOTO apXUBa

Td A/05.3. | O6paboTka rpaduveckux o0pa3oB JOKYMEHTOB B CHCTEME
AIIEKTPOHHOTO apXHUBa

OT® B. ®opMupoBaHKe U 3arpy3Ka JaHHBIX B CHCTEMY DJIEKTPOHHOIO apXMBa

Td B/01.4. | Pacmo3HaBaHUE TEKCTAa JOKYMEHTA IO CMBICITY M COAEPIKAHMIO C
OCJIeAYIONIeH Kiaccudukaueid 1 HHIeKCaIllue B CUCTEME
AJIIEKTPOHHOTO apXHBa

Td B/02.4. | 3arpy3ka 000OIIEHHBIX JaHHBIX B CHCTEMY 3JIEKTPOHHOTO

apxuBa

OT® C. PykoBOACTBO MPOLIECCOM CKaHUPOBAHMSI, BBOJIA U 0OpAOOTKHU JAHHBIX B
CUCTEME WIEKTPOHHOI'O apXUBa

T C/01.6.

VYnpaBiieHue 1eATeIbHOCTBIO [0 KOHTPOJIIO
(YHKUMOHUPOBaHUS, BBOAA U 00paOOTKU JaHHBIX B CUCTEME
AJIIEKTPOHHOI'O apXHBa

Td C/02.6.

Pa3zpaboTka nokanbHBIX HOPMATUBHBIX aKTOB IO BOIIPOCAM
OpTraHu3alyy NPOLECCa CKAHUPOBAHUS B CUCTEME JIEKTPOHHOTO
apxuBa

Td C/03.6.

CrpaTrerndeckoe IjIaHUPOBaHUE U MIOCTPOCHHE MPOLIECCOB
CKaHMPOBAaHUs, BBOJA U 0OpabOTKH JIaHHBIX B CUCTEME
AJIEKTPOHHOI'O apXHBa

OT® C. PykoBOACTBO MPOILIECCOM CKAaHUPOBAHMSI, BBOJIA U 00PAOOTKHU TAHHBIX

T 01.6. VYrpaBiieHHe IeSITEIbHOCTHIO IO KOHTPOJIIO
(GYHKIIMOHUPOBAHMS, BBOAA U 00paOOTKU JaHHBIX
Td 02.6. VYnpasnenue pa3paboTKOH JIOKaJTbHO-HOPMAaTUBHBIX aKTOB

OpraHu3alMH 110 BOIIPOCaM OpraHu3aluy mpouecca
CKaHUPOBAHUS




Ko HaumenoBanue npogecCHOHAIBHBIX CTAHAAPTOB,
0000111eHHBIX TPYAOBbIX (PYHKIMI M TPYAOBBIX PYHKIUIH
Td 03.6. Crpareruueckoe IaHUPOBAHUE U ITOCTPOCHUE TTPOLIECCOB
CKaHMPOBAHUS, BBOJIa M 00PaOOTKH TaHHBIX
07.013 Cnennanuct uudposBoii Tpanchopmanumn
JOKYMEHTHPOBAHHBIX c(ep 1eATeJbHOCTH OPraHu3alumn

OT® A. TexHoOrHuecKoe CONpoBOXKACHUE UPPOBOI TpaHCHOPMALIHH
JIOKYMEHTUPOBAHHBIX CEpP NEATeTbHOCTH OPraHU3aluu
Td A/02.5. | Cucremarusanus CTPYKTYPUPOBAHHBIX TAHHBIX

AJOKYMCHTHPOBAHHBIX ccpep ACATCIIbHOCTU OpraHu3alun J1JIsl
HCIIOJIb30BAHUA U XPAHCHUS

1.1.4. ITepeuens pazaenoB WSSS no koMneTeHIMH

1.2. He.]'lb U IVIAHUPYEMBIC PE3YJIbTATbI 0OCBOCHHUSA PE3YJIbTATDI

B pamkax mporpammel aucturumabl [111.02 "MenemxMenT" 00ydarommuMucs
OCBaMBaloOTCs cienayromue ymMeHuss u 3HaHusi B cootBerctBuu ¢ ®I'OC CIIO mo
CHEIUATBLHOCTH U MTPO(PECCUOHAIBHBIMU CTaHAapTaMH, a Takxke pasaeinoB WSSS:

1.2.1. O6mume u npodeccroHaaIbHbIe KOMIETEHIIUN:

Kon
MK, OK YMmennst 3HaHug

OK 01.
OK 02.
OK 03.
OK 04.
OK 05.
OK 06.
OK 07.
OK 08.
OK 09.
IIK 1.1.
IK 1.2.
[1K 1.4.
IIK 1.5.
IIK 1.6.
IK 1.7.
IIK 1.8.
IIK 1.9.

1.2.2. TpynoBsie pyHKINU:




Kon IIC

0 T® Ymenust 3nanus
07.002 Conenmajuct 10  OPraHMU3alMOHHOMY M JOKYMEHTAIlHOHHOMY
ofecrevyeHUI0 YNpaBJIeHusl Opranu3anuei
A - OpranuzaionHoe obecrneyeHue IesiTeIbHOCTH OpraHu3alun
A/01.3
A/02.3
A/03.3
B - JlokymMeHTaInmoHHOE 00ecTeyeHue eI TEIbHOCTH OPraHnu3aluu
B/01.5
B/02.5
B/03.5

C - Opranuzanu

PYKOBOJUTEIIA OpraHu3alun

OHHOE, TOKyMEHTAIMOHHOE ¥ HH(POPMAIIMOHHOE 00eCIIeYCHHE NeATSIbHOCTH

C/01.6

Cl02.6

C/03.6

Cl04.6

C/05.6

C/06.6

C/07.6

C/08.6

C/09.6

C/10.6

C/11.6

C/12.6

C/13.6

C/14.6

D - Undopmanu

OHHO-aHaJIMTUYCCKAas U OpraHu3alliOHH

ACATCIIBHOCTH PYKOBOJUTEIIA OpraHru3alun

0-aIMMHHUCTPATHUBHAA TOAACPIKKA

D/01.6

D/02.6

D/03.6

D/04.6

01.6

04.6

07.004

Cﬂelll/la.ﬂl/ICT 110 YIIPABJCHHUIO JOKYMEHTAMHA OPraHu3saluu

A - I[OKYMCHTaI_II/IOHHOC obecrnieucHue YIIPaBJICHUA OpTaHHSaHHCﬁ

A/04.6

07.004

Cl'[eI[I/Ia.]'[I/ICT 110 YIIPaBJCHUIO uoxyMeHTauneﬁ OpraHusanuuunu

A - JlokyMeHTanmoHHOe 00ecTeueHre YIPaBJICHHs OpraHn3aluen

A/01.6

A/01.6

A/02.6

AJ02.6

A/03.6

AJ/04.6

AJ/04.6

A/05.6

A/06.6

A/07.6

A/07.6




Kon IIC

u T YMennst 3HaHug

01.6

03.6

B - PykoBOJCTBO [1€ATENHHOCTHIO MO TOKYMEHTAMOHHOMY 00€CIIEUEHHIO YIIPaBICHUS
Opra"u3aluen

B/01.7

B/02.7

B/03.7

B/04.7

B/05.7

B - PykoBOJICTBO A€ATENBHOCTBIO MTOIPa3AEICHUs M0 JOKYMEHTAlIMOHHOMY 00€CIIEUeHHIO
YIIPABJICHUs OpraHUu3aluen

01.7 |

C- praBHeHI/IC ﬂOKyMeHTaHHeﬁ OpraHu3aluu

C/01.8

C/02.8

C/03.8

C/04.8

C/05.8

02.8

07.009 Crnenuajguct no GOpMHUPOBAHUIO JTIEKTPOHHOI0 APXUBA

A - BrimostHeHrE paboT 1Mo co3aHuio TpaduIecKuX 00pa3oB JOKYMEHTOB B CHCTEME
9JIEKTPOHHOTO apXHBa

A/01.3

A/02.3

A/03.3

A/04.3

A/05.3

B - ®opmupoBanue 1 3arpy3Ka JaHHbBIX B CUCTEMY IEKTPOHHOI'O apXHBa

B/01.4

B/02.4

C- PYKOBOI[CTBO mponecCoM CKaHUPOBAHUSA, BBOJAa U O6pa6OTKI/I JaHHBIX B CUCTEMC
SJICKTPOHHOI'O apXuBa

C/01.6

C/02.6

C/03.6

C - PykoBOJICTBO MPOIIECCOM CKaHUPOBAHUS, BBOJIa U 0OPaOOTKHU TaHHBIX

01.6

02.6

03.6

Cnenmnanucr nudposoii TpaHchopManum JOKYMEHTHPOBAHHBIX cdep
AeATeTbHOCTH OPraHU3aALNH

07.013

A - TexHonmornueckoe conpoBoXaAcHUE MUGPOBOM TpaHChHOPMAITUU JOKYMEHTHPOBAHHBIX Cdep
JIeATETbHOCTH OpraHUu3aluu

A/025 | \

1.2.3. Pa3znensr WSSS o koMmmereHnnmn

1.3. Ucnoab3oBanne yaco BapuatusHoii yactu [IICC3






2. CTPYKTYPA U COAEP KAHUME JUCIHIUIT/IMHBI

2.1. O0beM TMCHHUILVIMHBI U BUABI Y4eOHO# padoThI

= O0bem
Bun yuyeOHo# padoThI
4acoB

O6beM 00pa3oBaTeIbHON MPOrpaMMBbl IO AUCHUIINHE 60
PaboTa oOydarommxcst BO B3aUMOACHCTBUH C IIPETOaBaTeieM 48
B TOM YHCIIE:
ITpakTHueckoe 3aHsATHE 24
Jlexuusa 24
CamocTosTenpHas padora o0ydaronierocs (BCero) 12
B TOM YHCIJIE:
CamocTosTenpHas pabora 12
[TpomexyrouHas arrectanus B popme qudpepeHIIMpOBaHHOTO 3a4eTa




2.2. TemaTtuvecknii mu1an U coaepskanue Jucuuiuinabl I111.02 MenexxmeHnT

HaunmenoBanue
pa3esioB U TeM

Coaeprxanue yueOHOIro MaTepuaJa, JabopaTopHble M NPAKTHYECKHE
padoThl, caMocTOosITe/IbHAS padoTa o0y4yaromuxcsi, (POpMbI OPraHu3anuu
AeATeTbHOCTH 00y4YaouXCs

Kos-Bo yacos

Koabl koMneTeHIUi,
¢dopmupoBanuio
KOTOPBIX CIOCOOCTBYET
3JIEMEHT NPOrPaMMBblI

2

4

60

Pasnen 1

Conepkanue yueOHOrO MaTepuaa:

60

Bcero:

60




3. YCJIOBUSI PEAJTA3AIIAN PABOYEN ITPOTPAMMBI
JACTOUTIIAHBI

3.1. [luis peajJu3anuy NporpamMmMbl y4eOHOM TUCHUIIMHBI T0JKHBI ObITH
Npea1ycMOTPEHbI CJIeYIolHe CllelHalbHbIe MOMeleHUs:
VYyeOHast TUCIMIUIMHA peau3yeTcsl B y4eOHOM KaOMHETE ...

MuHHUMaIbHO  HEOOXOAMMOE  MaTepHalbHO-TEXHHYECKOe  OOecCreueHue
BKJIOUYAET B CEO4:

TexHuueckue cpeacrsa oﬁyqunﬂ:

3.2. UndopMmanmonHoe obecnevyeHne o0yueHmst

IIOHOJIHI/ITCJIBHI)IC HCTOYHUKH:
Ne ni/m bubnunorpaduueckoe onucanue

HNuTepHeT-pecypcesl

3.3. ConpoBoxkaeHue peajusanuu 00pa3oBaTeJIbHOM MPOrPaMMBbI C
NPUMEHeHNEeM IJIEKTPOHHOT0 00yUeHHUs U JUCTAHIIMOHHBIX 00Pa30BaTEILHbBIX
TEeXHOJIOTH I

OcBoeHre MmporpaMMbl MOXKET MPOBOJIUTHCS C MPUMEHEHHEM 3JIEKTPOHHOTO
oOy4eHHsI M JMCTAaHIIMOHHBIX oOpa3zoBarenbHBIX TexHojorui (mamee — JIOT) mpu
HATUYUA ~ OOBEKTHBHBIX  YBAXKHUTENBHBIX  NPUYMH  W/WIM  OOCTOSITENIBCTB
HETMPeoNoMMON  cuiibl  (POpC-MaKOPHBIX  OOCTOSITENICTB), MPEMATCTBYIOIINAX
0oOy4JaronuMCsl W/WIIM TIPENoaBaTe/IsasM JIMYHO TMPHUCYTCTBOBATH MPH IPOBEICHHUH
3aHATHS.

B aToM ciydae morryckaercst MpOBOJINTD 3aHATHE yIaJIEHHO B COOTBETCTBHUU C
pacnucaHueM, YTBEP)KICHHBIM PYKOBOJMTENIEM CTPYKTYPHOTO MOJpa3eieHHs Ha
miaThopmax: ...



4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS
JACTOUTIIAHBI

Kontpons u oneHka pe3yinbTaToB ocBoeHHs —aucuuruimibel  [111.02
"MeHeKMEHT" OCYIIECTBISIETCSl MENarori4eckuM pabOTHUKOM B  IIpOILECCe
IPOBEACHUS AYAUTOPHBIX 3aHATHM, YTO MO3BOJIAET IPOBEPUTH Y OOyUaIOLIUXCS HE
TOJILKO C(POPMHUPOBAHHOCTh NPO(ECCUOHATBHBIX KOMIIETEHLUH, HO U PpPa3BUTHE
O0LIMX KOMIETEHIIMNA U 00ECICUNBAIOIINX UX YMEHUH.

@opMbl W  METOAbl KOHTPOJII W OLEHKM pEe3ylbTaToOB  OOy4YEHUs
periiaMeHTUPOBaHbl COOTBETCTBYIOIIMM PoHIOM oneHouHbIX cpeactB (POC) no
yuebHoit quctuminae [111.02 "Menemxment".



