MMHUCTEPCTBO IMTPOCBEILIEHUS
POCCUNCKOM ®EJEPALIMHA

®EJEPAJILHOE
T'OCYJIAPCTBEHHOE BIOJKETHOE
OBPA30OBATEJILHOE YYPEX/JAEHHUE BbICIIEIO OBPABOBAHMSI
«IYTAHCKHI T'OCYJAPCTBEHHBIN IEJATOTr'MYECKHI YHUBEPCUTET»
(®TBOY BO «JIT'TIY»)

HHCTHTYT HCTOPHH, MeAKIYHAPOIHBIX OTHOLCHHH H COLHATLHO-TIOJIHTHYECKHX HAYK
Kadenpa noxymeHTOBeIeHHS H apXHBOBEIEHHSA

PABOYAS TIPOTPAMMA YYEBHOM JACIATIIIVHBI

Oprann3annoHHO-HH(pOPMaLHOHHOE O0ecneyeHHe AesiTeJTbHOCTH
PYKOBOIHTEJISI OPraHU3aALHH

ITo nHanpagsJiennio noaroroBku 46.03.02 JlokyMeHTOBeIeHHE U apXUBOBEICHHE
Ipodpuar  noaroroBkm  OpraHusanus  JeNONMPOM3BOACTBA B OpraHax
3aKOHOJATeNIbHOM, UCTIOIHUTEIBHOU U Cy1e0HOI BacTu

KBanudukanusi BbinycKkHHKa GakaiaBp

®opma o0y4yeHHs OYHAS, 3204YHAS

Kype O®0 - 1,300 -5

Jlyranck, 2026



Paboyas mnporpamMMa y4eOGHOH MAMCLMIUIMHBI SIBISIETCS YAacThIO OCHOBHOM
npodeccHoHabHONH 00pa3oBaTeNbHON MpPOrpaMMbl IJIsI HMOATOTOBKH OakaliaBpoB
10 HampaBlieHUI0 MoArotoBku 46.03.02 JlokyMeHTOBeIEHHE U apXHBOBEIEHUE,
npopumro  OpraHuzauus JAeJONPOM3BOACTBA B OpraHax 3aKOHOJATEIbHOI,
HCITOJTHUTENFHOM U CyNeGHOM BIacTH OYHO M 3209HOM (popM o0yueHus.

Pabouas mporpamMma yueOHOM IUCUMILIMHBI pa3paboTaHa B COOTBETCTBUHU
¢ ®I'OC BO - GaxanaBpuaT o HaIpaBIeHUIO MO/ATOTOBKH
46.03.02 JIokyMEHTOBEZICHUE U  APXUBOBEICHUE, YTBEPXKAECHHBIM  IPHKA30M
MunncrepcTBa Haykd M Bbicuiero obpasoBaHus Poccuiickoit  ®enepanuu
or 29 oktsibps  2020r. Ne 1343 (¢ U3MEHEHUSMH U JIONOJHEHHSIMH);
{IpodeccnonanpipiM  crangaproM «CrnenuamucT 1O  OpraHW3allMOHHOMY W
JIOKYMEHTAIlUOHHOMY OO€CTIeYeHHIO YIpPABIEHHS OpraHU3alHeil», YTBEPKIAECHHBIM
IIpukazom MuHHCTEpCTBa TpyZJa H COLManbHOW 3amuThl Poccuiickoit ®eneparuu
«O6 yTtBepxaeHHH NpodecCHOHATBHOrO cTaHaapta» oT 15 mroHs 2020 r. Ne 333g;
[MpodeccuonansupiM craHgapToM «CnenuaaucT IO YIpaBIeHUIO JOKyMEHTaMH
opraHuzanuuy, yTBepxIeHHbIM Ilpukazom MuHucrepcTBa TpyAa W COLMATBHOM
3ammTel  Poccuiickoii ®@epepanun  «O06  yTBep)KIEHMH MNPOQECCHOHATIBHOTO
cranaapra» ot 27 ampens 2023 r. Ne421n; IIpodeccroHanbHBIM CTaHIAPTOM
«Creupanuct apxuBa», yTBepXKIeHHBIM Ilpukazom MuHucTepcTBa Tpyna
CoLMaIbHOR 3aIlUTHI Poccuiickoit Denepanyu «O6 YTBEPKICHUU
npodeccroHansHOro crangapra» ot 18 mapra 2021 r. Ne 140m.

COCTABUTEIJIb:
KaHAWOAT TeJarorMyeckux HayK, JAOLEHT Kadeapsl JOKYMEHTOBEICHHS |
apxuBoBezieaus PI'BOY BO «JII'TIY» Ynpuenko FOnus Bukroposna

VTBepik/eHa Ha 3aceJaHi Kadeapsl JOKyMEHTOBEIEHUS ¥ apXHUBOBEICHHS
IMpotokon oT « Z3_» 024 . Ne &
3aBenyromuii kadenpoit

JOKYMEHTOBEJIEHHSI U apXUBOBEIECHUS Vnsuenko 1O.B.

Onobpena Ha 3acenaHuM y4eOHO-METOAMYECKOH Komuccuu MHcTHTyTa HCTOpDUH,
MEXyHapOJHBIX OTHOLIEHUH U COLMATbHO-TIOTUTUYECKUX HAYK

IIpoTokoin ot « 73 »»WM 20 Z£ 1. Ne £

IIpencenarens yue6HO-MeTO 1HyecKO

Komuccuu MHCTUTYTa UCTOPHH,

MEXTyHapOIHBIX OTHOIICHUH /

¥ COLMATIBHO-TIOIUTUYECKUX HayK z Axunmesa U.I1.
COI''TACOBAHO:

Jupextop JlenaprameHTa 00pazoBaHus " Casenkos B.B.




1. Henun 1 3axa4m y4eOHOM AU CHUIITHHBI

Heabro OCBOECHUS y4ueOHOI TV CLUATUIAHBI «OpraHu3anoHHO-
uHPOpPMAIIMOHHOE OOEeCIeUYeHrue JACSITENbHOCTH PYKOBOAHUTENS  OpTaHU3aIHI»
U3YYEHUE TEOPETHUECKUX MpOOJIEM W MPUKIAJHBIX AaCHEKTOB OpraHU3alMOHHO-
UHGOPMAIIMOHHOTO 00eCIeUeHUS EATEIBHOCTH PYKOBOIUTENSI OpTraHU3AIIH .

3ajauMm  JMCUMIVIMHBI: HW3YyYEHUE TEOPETUYECKHUX M  HOPMATUBHO-

METOANYECKUX OCHOB OpraHu3alMOHHO-UH(OPMAIIMIOHHOTO obecrieueHus
NEATEIbHOCTH  PYKOBOAMUTENS;, (OPMHPOBAHHME CHUCTEMHOIO  YIPABJICHUYECKOTO
MBIIJIEHUST B 00JacTH OpraHu3anuud paboyero BpEeMEHH, MPOCTPAHCTBA U
MH(OPMAITMOHHBIX TTOTOKOB PYKOBOJUTENS; (POPMUPOBAHUE YMEHUMN MOMCKa, 0TOOpa
Y aHaJ13a HOPMATUBHBIX MPABOBBIX aKTOB, PETJIAMEHTUPYIOMIMX JOKYMEHTAIMOHHOE
oOecrieyeHue ynpaBlIeHUs U JEIO0BYIO MEPEIUCKY.

2. Mecro aucuuniannsl B crpykrype OIIOII

VYueOHass auciumuinHa «OpraHu3allmOHHO-UH(POPMAIMOHHOE oOecredyeHne
JIESITEIIbHOCTH  PYKOBOJUTENS OPTraHU3allii» BXOJUT B 4YacTh, (POPMHUPYEMYIO
y4acTHUKaMU 00pa30BaTEeNbHBIX OTHOIICHUH JUCIUIUIMH MOJTOTOBKU CTYACHTOB IO
HanpasJeHHIo MoAroToBku 46.03.02 JIokyMEHTOBEICHUE U APXHUBOBEICHUE.

Heo0xoaumMbpiMu yCITOBUSIMU /1711 OCBOSHUS yUeOHOM NUCHIUTUIHHBI SIBISIFOTCS:

3HaHUSA: IPABOBbIE OCHOBBI M TEXHOJIOTUU OpraHU3aIMK padOThl pyKOBOIUTES
st 3 PexTuBHOTO (YHKIIMOHUPOBAHUS OpraHM3aIisi BCEX HITAmoB padOThl C
JIOKYMEHTaMH,

YMEHHsI: TPaBOBOE OOECTeUeHUE COCTaBICHHUS ¢ O(QOPMIICHHS Pa3TUYHBIX
BUJIOB JJOKYMEHTOB, BBITIOJNHSTH OMPEEICHHBIE BHJbI MO OpPraHHU3aIMu paboThI C
JOKYMEHTaMH B YUPEIKICHUSIX;

HABBIKK: JICJIOBOTO OOIICHHWSA, HABBIKAMHU TOJACpPXKaHUS YPOBHS CBOEH
KBaJIM(UKALMKA, HEOOXOAMMOIrOo Uil HAAJIeKAIIEr0 HWCHOJHEHUS JIOJKHOCTHBIX
O0sI3aHHOCTEeHW;  MeToAaMM W  TeXHoJorued  oOpabOTKM  JOKYMEHTOB €
UCIIOJIb30BaHNEM MH(POPMAIIMOHHBIX TEXHOJIOTHH.

CopepxaHne  JAWCUUIUIMHBI  SIBISIETCS  JIOTHYECKMM  TPOAODKCHHUEM
COJIEpKaHUs JUCIUIUTUH « ITUKA TOCYAAPCTBEHHBIX U MYHHUIIUITATLHBIX CITYXKAIIAX,
«l"ocynapcTBeHHAs: U MyHHUIIMNIANbHAS CITyKOa».

3. IlepeyeHb IUIAHMPYEMBIX Pe3yJabTATOB OOy4YeHHUSI 1O IMCIUIJIMHE
(M0OyJ110), COOTHECEHHBIX C HHAUKATOPAMH JOCTHKEHHUS KOMIIETEHIIUI

Koxa mo

Nuaukarop JocTHKeHUus Pe3yabTaThl 00YUEeHHUS IO JUCIHILINHE
®roc BO ) P A A Yy JAUCI

ITpodeccronanbHble

YK-6. \VK-G.l. VYrpasnser cBoum \3HaeT: HOPMATHUBHO-TIPABOBBIC ~ aKThl  JUIS




Cnocoben
YIPaBISTh
CBOUM
BPEMCHEM,
BBICTPaNBAaTh
pean30BhIBATh
TPAEKTOPHIO
CaMOpa3BHUTHS
Ha OCHOBE
MIPUHIIAIIOB
o0pa3zoBaHus B
TEUCHUE BCEU
KU3HH

BpPEMEHEM, BBICTPAaUBACET U
peanusyeT TPaeKTOpUIO
CaMOpa3BUTHS HA OCHOBE
MIPUHIIUIIOB 00Pa30BaHUs

penieHus CTaH/IapPTHBIX 3amaq
npodeccrnoHaIbHOI NeSITeNIbHOCTH,
CaMOCTOATENIFHO paboTaTh C Pa3TUYHBIMU
HUCTOYHUKAMU uHpOpMALIUU s
3 PeKTUBHOTO OPraHU3aLOHHOTO u
UH(POPMAITMOHHOTO oOecrnieueHus
JEATEILHOCTH PYKOBOJUTEIIS; npaBHiIa

MOATOTOBKU YIPABIEHYECKUX TOKYMEHTOB U
BEJICHUS JIEJIOBOM NEPEIUCKH;

YmMeeT: oOecnieunBaTh MPaBOBBIC HOPMBI IS
pellIeHUs] CTAaHAAPTHBIX 3aJady M IPUHLIMIIOB

3aKOHOJATENILCTBA, HEOOXOIUMBIX IS
OCYIIIECTBIICHHS YIIPaBJICHYCCKOH
IEeSITETLHOCTH,

Bnaneer HaBbIKaMu: IPUMEHEHUS ITPABOBBIX
3HAHUM NP OCYLIECTBICHUU YIIPABIECHYECKOMN
JEATEIIBHOCTH.

4. CTpyKTYypa M coepKaHue Y4eOHOH TUCHMIIUHBI
4.1. O0beM yueOHOM TUCHMILIMHBI H BUABI Y4eOH0il padoThl

O0BeM 4acoB / 3a4eTHBIX €IHMHHUII

Bupj ydeOHoii pa6oThl Ounas dopma 3aouHasn
dopma
O0u1as TPY10eMKOCTh AMCIMILIMHBI 144 (4 3au. en.) | 144 (4 3au4. en.)
Oos13aTesibHasi ayIMTOPHAs HArpy3Ka (Bcero 4acoB), B TOM 4HcJIe: 64 16
Jlexuun 16 4

CCMI/IHapCKI/I 3aHATHA

IIpakTryeckue 3aHsITUS

48 12

JlaGoparopHbie pabOTHI

Kypcosas pabora / KypcoBoil MPOEKT

Hpyrue ¢opmbl opranmzanuu y4eOHOro mnpouecca (KOHTPOJIbHBIE — -
paboThl, MHIVBHIyaIbHbIE 3aHATHS, KOHCYJIBTAIMH U JIP.)

CamocTosiTesIbHasi pa0doTa CTyJAeHTa (BCEro 4acoB)

53 119

Koutposns

27 9

CDopMa aTTeCTallnn

OK3aMCH OK3aMCH

4.2. Conep:xxaHue pa3iesioB y4eOHOM AUCHUNIIHHBI

Tema 1. IIpaBoBbIe OCHOBBI 1eATEILHOCTH PYKOBOAUTEJIS
Cneunduka mpaBoBOro craryca pyKOBOAMUTENs opranuzanuu. IlonHomouws

PYKOBOJAHUTECIIA opraHu3aluu.
PYKOBOJUTCIIAA OpraHU3aIuu.

ITpaBoBbIE

OCHOBBI  PETYyJINPOBAHUS

Tpyna

Tema 2. Opraﬂmaunonno-ynpaBHquecKne KOMIICTCHIIMMA PYKOBOAUTE/ISA

KiroueBple KOMIIETEHIINU.

[IpoekTHass KOMIETEHIIUS.

Opranu3zaioHHas

KOMIICTCHLI M. KOMMYHI/IKaTI/IBHaH KOMIICTCHII M. KOHCTPYKTI/IBHEUI KOMIICTCHII M.

PednexcuBHas KoMneTeHIIHS.

Tema 3. OTBeTCTBEHHOCTh PYKOBOJAUTEJ/ISI OPTraHU3AIUMN

JucuunnuHapHas

OTBCTCTBCHHOCTD

PYKOBOJIUTCIIA OpraHu3aluu.

I/IMYH_IeCTBeHHaH U MaTC€purajlbHasd OTBETCTBCHHOCTb PYKOBOAWTCIIA OpraHrn3alu.

A,Z[MI/IHI/ICTpaTI/IBHaH )41

YTOJIOBHAA

OTBCTCTBCHHOCTbD PYKOBOJUTECIIA




OopraHn3any KakK JOJKHOCTHOIO JIMIIA.

4.3. Jlekuun
O0beM yacoB
Ne
HaumeHnoBaHue TeMbl Ounas | 3aouHas
n/n
¢popma dopma
2 cemectp / 13 TpumMecTp
1. | IIpaBoBbIE OCHOBBI JICATEIHLHOCTH PYKOBOIUTEIIS 4
2. | Opraau3anioHHO-yIIPaBICHICCKUE KOMIIETEHIIUHA 6 2
PYKOBOAUTEISA
3. | OTBETCTBEHHOCTh PYKOBOJUTEISI OPTaHU3AI[UU 6 2
Hroro: 16 4
4.4, IlpakTuyeckne / ceMUMHAPCKHE 3aHITHS
O0BbeM yacon
Ne
HaumeHoBaHHe TEMbI Ounas 3aounas
n/n
¢opma dopma
2 cemectp / 13-14 Tpumectp
1. | IlpaBoBbIE OCHOBBI JICATEIHLHOCTH PYKOBOIUTEIIS 16 4
2. | Opraau3aiioHHO-yIIPaBICHICCKUE KOMIIETEHIIUHA 16 4
PYKOBOIUTEISA
3. | OTBETCTBEHHOCTh PYKOBOJUTEIISI OPTaHU3AIUU 16 4
Hroro: 48 12
4.5. JJabopaTopHble padoThl Y4eOHBIM IVIAHOM He NPeAyCMOTPEHbI
4.6. CamocTosiTeIbHAsA padoTa CTY/IECHTOB
e Bun O0BeM yacoB
I /;1 HaunmenoBanue pazaesia / TeMbl camocrosiTeJibHOM | OuHas | 3aouHan
padoThI ¢opma | ¢opma
2 cemectp / 13-14 Tpumectp
1. | IIpaBoBbIie OCHOBBI nesrenpHOCTH | ITonroroska K 17 39
PYKOBOIMTENS HK3aMEHY
Opranu3aioHHO-YITPaBICHYECKUE
2. p . yip Hanucanuepedepara 18 40
KOMITETEHITH PYKOBOIUTEIS
3. | OTBETCTBEHHOCTh PYKOBOAUTEIS Opranu3amuu | Hamucanueaokiana 18 40
HTroro: 53 119

4.7. KypcoBbie padoThl / IPOEKTHI y4eOHBIM IJIAHOM He MPeAyCMOTPEHbI
5. Metoanueckoe odecrevyenne, 00pa3oBaTeibHbIe TEXHOJIOTHH

[IpenonaBanue y4eOHOW MUCIUTUIMHBI BEIETCS C MPUMEHEHUEM CIICAYIONINX
BUJIOB 00pa30BaTEIbHBIX TEXHOJIOTHIA:

Hughopmayuonnvie MexXHONI02UU: UCIIOJIB30BaHUE AIEKTPOHHBIX
o0pa3oBaTeNbHBIX PECYpPCOB  (RJIEKTPOHHBIA  KOHCIEKT, pa3MEIIEHHbIH  BO
BHYTPEHHEH CeTH) NP MOJATOTOBKE K JICKIUSAM, TPAKTUYECKUM 3aHSATUSIM.

Paboma 6 odunouke:camocTosiTeNibHasi paboTa CTYIAEHTOB IMpPHU MOATOTOBKE K




MPAKTUYECKUM 3aHSATHUSAM, HaMcaHue pedepaTa v TOKIaaa.

6. ®opMBbI KOHTPOJISI OCBOCHUS Y4€OHOM IMCIMILIIMHBI

Texymast aTrecTanusi CTyACHTOB NPOU3BOAUTCS B JUCKPETHBIE BPEMEHHBIC
WHTEpBaJbl TPErojaBaTeieM, BEAYIIEr0 NPAKTUYECKUE 3aHATUS 10 Y4eOHOU
JUCHUIUIMHE B CIETYIONUX GopMax:

— NMCHbMEHHBIE IOMAalIHUE 33JaHUs;

— BBIIIOJIHEHUE CAMOCTOSTENIbHBIX MPAKTHYECKUX padoT;

— KOHTPOJIbHBIE Pa0OTHI;

— HanucaHue pedepara.

Texymuii KOHTPONb OCYIIECTBISIETCS B XOA€ Yy4eOHOro mpolecca u
KOHCYJIbTUPOBAaHUS CTYJEHTOB, IO PE3yJbTaTaM BBIIOJHEHHUS CaMOCTOSATEIbHbIX
pabot. OCHOBHBIMH (POpMaMHU TEKYILETO KOHTPOJIA 3HAHUI SBISIOTCS:

— 00Cy’KJIeHH€ BBIHECEHHBIX B IUIAHAX MPAKTHUYECKUX 3aHATUN BOIPOCOB TEM U
KOHTPOJIBHBIX BOIIPOCOB;

— BBIIIOJIHEHUE KOHTPOJIBHBIX 33JJaHUI U 00CYXJIEHUE Pe3yIbTaTOB;

— 00CYXIeHHsI 3aKOHOJATENbHBIX, IPABOBBIX 1 HOPMATUBHBIX aKTOB;

— U3y4YECHHE TEOPETUYECKOr0 MaTeprala,;

— IMCUUIUIMHBI HA JIEKIUAX C UCIOJB30BaHUEM KOMIBIOTEPHBIX TEXHOJIOTH;

— CaMOCTOSITEIbHOE HM3YyYEHHE TEOPETUYECKOTr0 Marepuana AUCIUIUIMHBI C
UCIojab30BaHueM  Internet-pecypcoB, HHQPOpMAIMOHHBIX 0a3, METOJMYECKUX
pa3paboTOoK, CrieNMaIbHON YUeOHON U HAyYHOM JIUTEepaTyphl.

OueHka 3HaHUHM CTYJIEHTOB OCYLIECTBISETCS B Oajiax C y4ETOM:

— OIEHKM 3a paboTy B ceMmecTpe/TpuMmecTtpe (OIEHKH 3a BBINOJHEHUE
KOHTPOJIbHBIX 3a/IaHHUM, y4acTHsI B TUCKYCCHM HA MPAKTUUECKUX 3aHATUSAX U JIp.);

— BEJICHUE 3aIliCel BO BpeMs JICKIIUU, TPOPa0O0TKa JISKITHil;

— OLICHKM 3HAaHHUU B XOJI€ SK3aMEHa.

[IpoMexXyTOUHBIII KOHTPOJb MO pe3yJibTaTaM OCBOEHUS JAMCLHUILIMHbBI
IPOXOJUT B JOpME YCTHOIO IK3aMEHA.

Cucrema OlLIEHMBaHUS yU€OHBIX JOCTH)KEHUN CTYJEHTOB, OLICHOYHbBIE CPEJCTBA

MPEICTaBICHBl B (POHIE OIIEHOYHBIX CPEACTB K pabodyeil mporpamme y4deOHOM
JTUCHUIUINHE (TPUIIOKEHUN ).

7. YueOHO-MeTOoAuYeCKOoe U NMPOrpaMMHO-UH(OPMallMOHHOE ol0ecnevyeHune
AUCUHMIIHHBI

@) OCHOBHAs IUMepamypa:
1. T'anueBa, H. B. [loxymenTanimonHoe obecrieueHne ynpaBieHHs : y4eOHUK /
H. B. I'anmuera, K. K. I'ames. — M. :H3nar. Jlom MUCuC, 2021. — 188 c. — Teker :
anekTpoHHbIi // Ludpooit oopazoBarensHbiil pecypc IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/116986.html.
2. 3. Pozym, M. 1O. OcHOBBI Aenonpou3BoaACcTBa : yueOHoe nocodue / M. HO.
Po3zywm. -


https://www.iprbookshop.ru/116986.html

2-¢ u3a., uctp. u gom. ; ®DI'bOY BO «JIT'TIY». — Jlyraack : U3pgarenscto JII'TIY,
2024.-304 ¢

3. .CumonsH, P. S. JlokyMeHTaIlMOHHOE 00ECIeUeHUE CUCTEMbl YIPABICHHUS
opranuzanueii : yuednoe nocooue / P. S. Cumonsin. — CaparoB :A#t [1lu Op Menua,
2018. — 180 c. —Tekcr :dnektponHbii // IludpoBoii obpazoarensHbiii pecypc IPR
SMART : [caiiT]. — URL: https://www.iprbookshop.ru/72458.html

4. CmupnoBa, E. I1. [lenonpousBoactso ansi cexkperaps. Pazpabotka, yuer u
XpaHEeHHE  CIOy)KEOHOW  JOKyMEHTallMh :  [pakTH4Yeckoe  mocobue  /
E. I1. CmupnoBa. — 2-e u3a. — Caparos : At [Iu Op Menua, 2019. — 210 c. — Tekcer :
anekTpoHHbli // lludpoBoit odpazoBarensHbiil pecypc IPRSMART : [caiit]. — URL:
https://www.iprbookshop.ru/79622.html

0) OonoHumenvHasIumepamypa.:
1. lenoBoe mucbMoO: y4eOHO-CIIpaBOYHOE MocoOue st OakanaBpoB / ABT.-

COCT.
N.H. Ky3nenon. — 5-e uza. — M.: M3parenscko-ToproBast koprnopamus «Jlamkos u
K, 2013. —
196 c.

2. [IpaBuiia opraHW3alMy JAEIONPOU3BOJICTBA, KOMIUIEKTOBAHUS, XpaHEHHUS,
ydyeTa U HCIOJb30BaHUA JOKYMEHTOB B TOCYAApCTBEHHBIX OpraHax, OpraHax
MECTHOTO CAMOYIPABJICHUS, HA MPEAIPHUATHSIX, B YUPEKICHUAX, OpraHU3aIUgX, YTB.
[Toctanonennem Coera MunuctpoB Jlyranckoit Hapomnoit PecnyOmuku ot 21
mapta 2017 rtoma Ne 109/17. — [DOnekrpoHHslii pecypc]. — Pexum
noctyna:https://docs.google.com/viewer?url=https%3A%2F%2Fminobr.su%2Fengin
e%2Fdownload.php%3Fid%3D1352%26viewonline%3D1

3. Posym M.IO. OcHoBbl nmemompousBojcTBa : ydeOHOE mocodbme / M.IO.
Posym; I'OY BIIO JIHP «Jlyranckuii HanmoHanbHBIA YHUBEPCUTET MMEHU Tapaca
[lTeBuenko». — Jlyranck :Kuwura, 2019. — 148 c.

4. TunoBasi MHCTPYKIUS 1O JEJIONPOU3BOACTBY B HCIOJIHUTENBHBIX OpraHax
rocynapctBeHHoH Biactu Jlyranckoit Hapoanoii PecrryOnuku, yTB. IloctanoBnenuem
Cosera Munuctpos Jlyranckoit Hapoanoit PecriyOiuku ot 18 okta6pst 2016 roma No

562. — [DnexTponHbIit pecypc]. — Pexum
nocryma:https://sovminlinr.ru/akt/24.10.2016/562.pdf
8) Uumepnem-pecypco:

1. Bcepoccuiicknii HAy4YHO-HCCIEA0BATENbCKUI HHCTUTYT TOKYMEHTOBEICHUS 1
apxusHoro jena (BHUNIAA) :[odur. caiit]. — Pexxum goctyna: https://vniidad.ru/.

2. Kypnan «Jlemonpon3BoacTBo» : [apxuB HOMepoB]. — Pexum mocryna:
https://www.top-personal.ru/officeworks.html.

3. Kypnan «Jlenonpon3BoACTBO U JOKYMEHTOOOOPOT Ha MPEANPUATUN: [apXUB
HOMepoB]. — Pexxum nmocrtyma: https://delo-press.ru/journals/documents/.

4. Kypnan «KaapoBas cnyx0a M ympaBieHHE MEPCOHAIOM MPEIPUSTUSY:
[apxuB HOMepoB]. — Pesxxum noctyma: https://delo-press.ru/journals/staff/.



5. Kypnan «Cekperapckoe naeno» : [apxuB HOMepoB|. — Pexum pocrymna:
http://www.sekretarskoe-delo.ru/.

6. XKypnan «Cekperapb-pedpepeHT» : [371. Bepcus xypH.]. — Pexxum nmocryma:
https://www.profiz.ru/sr/.

7. XKypnan «YmnpapieHue nepcoHaioM» : [apXuB HoMepoB]. — Pexxum nmoctyna:
https://www.top-personal.ru/magazines.html.

8. Jlyranckas pecnyOfMuKaHCKas YHUBeEpcajdbHas HayyHas OHOIMOTEKa WM.
M. T'opwkoro :[caiiT]. — Pexxum nocryma: http://lib-1g.com/.

9. Hayunas osnektponHas OuOmmoteka €eLIBRARY.RU: [caiit]. — Pexum
nocryna: https://www.elibrary.ru/.

10. Hayuynas onextponnas OuOimmoteka «KubepJlennnka»: [caiiT].— Pexum
noctyna: https://cyberleninka.ru/.

11. Poccuiickasi rocynapcTBeHHas OuOmuoTteka : [cailiT]. — Pexxum poctyna:
https://mwww.rsl.ru/.
12. Poccuiickasi HamMOHaJbHas OwOmmMoTeka : [caldT]. — Pexum mocryma:

http://nlr.ru/.
8. MarepuajbHO-TEXHUYECKOE 00eceYeHue U CIUILTHHbI

OcBoenune  y4eOHOM  JUCHUIUIMHBI  TPEIIOiaraeT  HMCIOJIb30BAHHE
aKaJeMUYECKUX ayJUTOPHUM, COOTBETCTBYIOIIMX JEHUCTBYIOIIMM CaHUTAPHBIM U
MIPOTUBOIIOKAPHBIM TIPABUJIAM M HOPMaM.

[Ipouee: pabouee MecTOo NpemojaaBaTessi, OCHAIICHHOE KOMIIBIOTEPOM C
noctynom B IHTEpHET.

AynuTOpHOE OCHAIlleHWe: JIeKIIMOHHAs ayauTopus, pabouee MecTo
npernojaBaTessi, OCHAIIEHHOE KOMIIBIOTEpOM, paboume MecTa CTYIEHTOB,
KaHIIESIPCKOE OCHAIIEHNE y4eOHOTO Tpoliecca.

JlekniMOoHHBIC ~ 3aHATHS:  MYJIbTUMEIWWHAS ~ AyJAUTOPHUSA:  KOMITBIOTED
MYyJIbTUMEIMA C TPHUKIATHBIM TPOTPAMMHBIM OCHAIIEHHUEM: MPOEKTOP, KOJIOHKH,
nporpamMma i IpocMoTpa BuAeo ¢ailioB, cUCTeMa BHUICOMOHTaXa, TEJIEBU30D,
AJIEKTPOHHBIC MPE3EHTALUU 110 TEMaM JUCIUTUTNHBI.

[IpakTrdeckue 3aHATHS: KOMITBIOTEPHBIHN KJlacc, MPe3eHTAIMOHHAS TEXHUKA.

[IpenmogaBanne  y4eOHOM  AWCHUIIMHBI  TpEAyCMaTpWBaeT  JIOCTYI
o0y4Jaromuxcs K JJIEKTPOHHO-OMOimMoTeunbiM cucteMam JITTIY (snekTpoHHBIM
oubimuoTrekaM) W K DJIEKTPOHHOW WH(OOPMAIIMOHHO-00Pa30BaTEIBHON Cpele
YHUBEPCUTETA, KOTOpas OOECIEeYMBAECT BO3MOXKHOCTH JOCTYIa OOYy4YaroIHUXCs K
WH(pOPMAIIMOHHO- KOMMYHHUKAIIMOHHOU ceTn «IHTepHeTY.



9. JIucT 10MOJTHEHUH U U3MEHEeHUI

n/n

Hara
BHECEHUS
u3MeHeHus /
JOMOJTHEHUS

OcHoBanune

Conep:xanue u3MeHeHUs!
/ monoJiHeHust

Jluua, noaTBepKIa0IIAe
H3MeHeHHe / TOMmoJTHEHne

3aBeayrouuii Jupextop /
kadenpoii JAEeKaH
(®PHO, (PHO,
MOJANHUCH) MOJANUCH)




