MMUHHUCTEPCTBO ITPOCBEIIEHUA

POCCHICKOW ®EJEPAIIUA
®EJEPAJIBHOE TOCYJAPCTBEHHOE BIO/I’JKETHOE OBPA3OBATEJIBHOE
YUYPEXJEHUE BBICHIEI'O OGPA3OBAHUS

«JIMMENKAN TOCYJAPCTBEHHBIN NEJATOT'MYECKA YHUBEPCUTET
NUMEHMU ILI1. CEMEHOBA-TAH-ITAHCKOI'O»

OIIMCAHHUE

JOTIOTHUTEIBHON MPO(heCCHOHAIBHOM MPOrpaMMbl
(mporpammbl ipoheCCUOHATLHON MEPETOATOTOBKH )

«'ocyrapcTBeHHOEe H MYHHIIUIIAJIbHOE YIIPABJICHUE)

1. Bua mporpamMmBel: JIOTIOJTHUTEIBHOE 00pa30BaHKe
2. MoaBuA: JOMOTHUTEIHLHOE TPOGECCHOHATBHOE 00pa30BaHHE
3. IIporpamma: nporpamma npodeccuoHaATbHON EPETOArOTOBKU

4. O6bem (Tpynoemkoctb): 520 yacos

5. ®opma o0yueHHsi: OUHO-320YHAS
6. Lenp o0yuyeHHs: MOTyYeHHE KOMIIETEHIIMHM, HEOOXOIUMOM ISl BBIIOJHEHHUST HOBOT'O BHJA
po(ecCHOHATTLHOM I TEIILHOCTH B chepe ToCyIapcTBEHHOTO M MYHUITUTIAIIBHOTO YITPABICHHUS.
7. Ilianupyemble pe3yabTaThl O0y4YeHHsI: B PE3yJIbTaTe OCBOCHUS MPOrPaMMBI CIIyIIATEIh
JOJDKCH TPUOOPECTH CIEAYIONIUMEe 3HAHWUS W yMEHHS, HEOOXOIUMBIC ISl KadeCTBCHHOTO
M3MEHEHUS KOMIETSHITHIA:

TpynoBas Tpynosoe Caymareib 10JKeH Caymaresb 10JKeH
(pynkuus AeHCTBHE 3HATh YMeTh
JIOKyMEHTalMOHH Benenne HopmatuBHbIe paBoBbIE PaGorats co Bcelt
oe obecrnieueHne nH(pOpMaAITMOHH aKThl U HOPMATHBHO- COBOKYITHOCTBIO
NEeSATeTbHOCTH 0-CIIPaBOYHOM METOIUYECKHUE nH(pOpMaIIUOHHO-
OpraHu3aIu paboTsl JOOKYMEHTHI, JIOKYMEHTAIlMOHHBIX
Opranuzanus O6paboTka u OTIpe/IENAIOLIHE TOPSIOK pECypCcoB OpraHu3aIuu
paboThI ¢ OTIpaBKa JIOKYMEHTAIHOHHOTO [Tonp3oBatbes Oazamu
JTIOKyMEHTaMU UCXOISAIINX JIAHHBIX, B TOM YHCIIC
obecrieyeHust yrpaBlieHuUs
B/01.5 JIOKYMEHTOB ynanenHo [lonbp3oBaThes
CtpyKTypa opraHu3zaium,
CIIPaBOYHO-TIPABOBBIMHU
OBOJICTBO CTPYKTYPHBIX
20 Up YKIYP cuctemami. [IpuMeHsITH
o/ipa3iesieHui
COBpPEMEHHBIE
CoBpemeHHbIE HH(OPMAIHOHHO-
MH(pOPMAIMOHHEIE KOMMYHHUKAIHOHHBIE

TEXHOJIOTUH paboTHI ¢
nokymentamu [lopsaox
paboThI ¢ JOKYMEHTaMH
CxeMmbl TOKyMeHTO00O0poTa
[IpaBuna
JOKYMEHTAIHOHHOTO
o0ecrieueHus
JeSITETbHOCTH
OpraHu3aluu

Bunbl 10KyMEHTOB, UX
Ha3zHaueHue. TpeboBaHwus,
NpeIbABIsSEMbIE K
JIOKYMEHTaM B
COOTBETCTBUHU C

TEXHOJIOTUH IS Pa0OTHI
C IOKyMEHTaMH, B TOM
YqHCIIe IS e¢
ONTUMU3AIMH U
MIOBBIIIICHUS

3¢ (HeKTUBHOCTH




HOPMAaTHUBHBIMU
MIPaBOBBIMHU aKTaMU U
roCyJapCTBEHHBIMH
crangapramu. [Ipasuiia
COCTaBJICHUS U
oopMIICHHS
UH(POPMAIMOHHO-
CIPaBOYHBIX,
OpraHU3alMOHHBIX,
yIpaBJIEHYECKUX
JOKyMeHTOB. CHCTeMBI
3JIEKTPOHHOTO
JIOKYMEHTO0000poTa

NudopmanronHo-
aHAIUTUYECKas U
OpraHU3aIMOHHO-
aJMUHHUCTpaTUBHAS
HOJIePIKKa
JeSITeTbHOCTH
Opranuzanus
JIETTOBBIX KOHTAKTOB
U TIPOTOKOJIBHBIX
MEPOIPUATHN

D/03.6

Opranuzanus u
IJIAHUPOBaHUE
JIEIOBBIX
KOHTAaKTOB,
BCTpEY U MOE3/10K
PYKOBOJUTEA
Opranuzanus
3aceJaHui,
COBCIIAHUI U
MEpONPHUATHH,
MIPOBOIUMBIX
PYKOBOJUTENIEM

Bectu neperoBopsi ¢
naptHepamu. COCTaBIATh U
0(OPMIISITH TPOTOKOJIBI
COBEIIaHMH, 3aceJaHuil 1
KOH()EPEHTHBIX
MEpPOIPUATHI, TOTOBUTH
CIIMCOK YYaCTHHKOB,
MOBECTKY JHS, IBOYHBIC
JIUCTHI U TIPOEKTHI
UTOTOBBIX JIOKYMEHTOB
PaGorats B pexxume
MHOTI'033/1a4HOCTH.
Co3naBath 1
MOJJIEPKUBATH
MOJIOKUTEIbHBIN UMUK
OpraHu3anuu u
PYKOBOJUTENS

Bectu neperoBopsi ¢
napTHEpamMu
CocCTaBiIATh U

0hOpMIIATH MPOTOKOJIBI
COBCIIAHMI, 3aCCIaHUN

1 KOH()EPEHTHBIX

MEpOIPUATHI, TOTOBUTh

CIIMCOK YYaCTHHUKOB,

IIOBECTK OHA, ABOYHBIC

JIMCTBI U IMTPOCKTHI

HUTOT'OBBIX TOKYMCHTOB

PaGorats B pexxume
MHOT'033JJa9HOCTH
Co3znaBath 1
HOJIEP>)KUBATh

MOJ0XKHUTEIbHBIN UMHIK

OpraHu3aluy U
PYKOBOIUTENS

Hepeqeﬂb JUCHHUIIIINH yqeﬁﬂoro IJIaHa

Teopust ynpaBieHHUs U AEIOBbIE KOMMYHHUKAIIMU

[TpaBoBoe oGecrnieueHre rocyJapcTBEHHOI0 M1 MyHULIMTIAIBHOIO YIIPaBJICHUS

Cucrema rocy1apCTBEHHOIO U MyHULIAITAJILHOTO YIIPABIICHUS

8.
1
2
3. | YmpaBneHue nepcoHaioMm
4
5

HGHOHPOI/ISBOHCTBO U JOKYMCHTAIIMOHHOC obecneyeHne TOCYAapCTBEHHOI'O U
MYHUIMIIAJIBHOTO YIIPpaBJICHUS.

o

VYrpasneHne nmpoekTaMu

7. | BromxeTupoBanue

8. | Utorogas arrecTaims

9. Pa3padoT4uK NPOrpaMmabi:
K.COII.H., o1, boromoaoBa A.B.




