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1. OBIIUE CBEAEHUA O AUCHUIIJIMHE

1.1. HaumeHoBaHue QJUCHMILIMHBI

PaGouas mporpamma mucnmiuiiHbl «JlokymeHTarmoHHOe oOecreueHne
rOCyJapCTBEHHOIO W HETrOCYJAPCTBEHHOTO YNPABICHUS» NpPEAHA3HAYCHA JUIs
OakanaBpoB (B TOM uHucie JJIsl MHKIIO3UBHOTO 0Opa30BaHMs MHBAJIUIOB U JIUIL C
OTPaHUYCHHBIMA BO3MOXHOCTSIMH 3/I0POBbsi), OOyYalOLIUXCs IO HAMpPaBJICHUIO
noaroroBku  46.03.02 «J/lokymeHTOBeJieHHE U apXHBOBEICHHE», MPOPUIIb
MOJATOTOBKU  «JlOKyMEHTallMOHHOE oOOecrieyeHre yIpaBieHUs», Ha Kadeape
OnOIMOTEeYHO-MH(GOPMAILIMOHHON NEATEIbHOCTH, NOKYMEHTOBEACHUS U
apxuBoBe/ieHUs Xa0apOBCKOrO0 TOCYJIapCTBEHHOTO WHCTUTYTa KyJbTYphl, B
COOTBETCTBHH C (peepabHBIM TOCYIapCTBEHHBIM 00pa30BaTeIbHBIM CTAHIAPTOM
BBICIIIETO OOpa3oBaHUs, YTB. MpUKa3oM MMUHUCTEPCTBA HAyKU U BBICHIETO
oOpazoBanuss P® ot 29.10.2020 r. Ne 1343, ¢ yyeroMm mnpodeccHoHaIbHBIX
CTaHJapTOB, COOTBETCTBYIOIINX MPO(HECCUOHATBHOMN AESITEILHOCTH BBIITYCKHUKOB.

1.2. MecTo IMCHUIIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM MPOIrPaMMbl

HuciuminHa «JloOKyMEHTallMOHHOE O0EeCreYeHrue TroCyJapCTBEHHOTO H
HEroCyJIapCTBEHHOI'O  yNpAaBICHUS»  SBISIETCS  00s3aTEIbHOM  JUCLMILIMHON
BapuatuBHOU vyactH (0soka 51.B.04).

N3yuenune JVCLIUIUIVHBI «/loKyMeHTallMOHHOE o0ecrnieueHue
rOCy/IapCTBEHHOI'O M HETOCYAAPCTBEHHOTO YIPaBICHUS 0a3upyeTcss Ha 3HAHUSIX,
YMEHUSAX M HaBBIKAX, MOJYYEHHBIX B paMKax OCBOCHUS JUCLHUILIAH
«Opranu3anusi 1 TEXHOJIOTUS JOKYMEHTAIlMOHHOTO 00€CIIeUeHHsI YIIPaBICHUA» U
«Oprann3anys rocyJapCTBEHHBIX YUpexaeHnid B Poccum».

JlaHHast AMCLMIUIMHA SBIIAETCS 0a30BOM I M3YUYEHUS TaKOM MCLUILIMHBI,
KaK «Opranuzaiusi paboThl ¢ 00paIICHUSIMU TPAKIAH.

1.3. Ileab ocBOeHUSsI AMCHUILINHBI
Lenp AMCIUIUIMHBI - 00€CTIEUNUTh CTYACHTOB NPO(eCCUOHATBHO 3HAYMMBIMU
3HAHMSIMU, YMEHUSMH M HaBblkaMM B OOJACTH TEOpPUM U  MPAKTUKHU
JOKYMEHTAllMOHHOTO  00€CleYeHHs] OpraHoB BJIACTH Pa3HOIO ypOBHA U
KOMMEPYECKUX CTPYKTYP.

1.4. Ilnanupyembie pe3yabTaThl 00y4eHHS 110 JTUCHUILIHHE
[IpodeccuonanbHple  KOMIETCHIIMH  C(OPMYJIMPOBAHBI HAa  OCHOBE
BBIOpPAHHBIX U3 MPOGECCHOHATBHBIX CTAHAAPTOB OOOOIIEHHBIX TPYIOBBIX
¢bynkumii  (OT®), COOTBETCTBYIOIMIMX  MPO(PECCHOHANBHON  JI€SITEIbHOCTH
BBITTYCKHUKOB.



dDopMupyeMbIe
KOMIIETEHIIUH

NuaukaTopsl J0CTHXKEHUS
KOMIIeTeH NI

Ilnannpyemble pe3ybTaThl
NMPAKTHYECKOM 1esITeJIbHOCTH,
o0ecneynBaomue popMupoBanmne
KOMIIeTEeHIInii

OomenpodeccuoHATIbHbIE KOMIIETEHIIMU

[1IK-1. Bnaneaue
3aKOHOJATEILHOM U
HOPMAaTHBHO-
METOIUYCCKOM
Oasoii
UH(POPMALMOHHO-
JIOKYMEHTAITMOHHOTO
obecneucHus
YIpaBJICHUS U
aApXUBHOTO JIeTa,
crocobden
OpPUEHTUPOBATHLCS B
IpaBOBOi Oa3ze
CMEXKHBIX o0y1acTeit

IIK-1.1. 3nats:

- OCHOBbl NPABOBEOEHUSL,

- 3aKoHoOamenbHble u
HOPMAMUBHO-NPABOGble  AKMbl
Poccuiickoti @edepayuu 6 cghepe
OOKYMEHMAYUOHHO2O
obecneueHus Ynpaegnenus,
apxuenoco 0ena U CMEHCHbIX
obnacmeil,

- HOPMAMUBHO-MEMOOUYecKue
OOKyMeHmbl U  HAYUOHATIbHbIE
cmanoapmol 8 cghepe
OOKYMEHMAYUOHHO20
obecneuenus
apxuemoco Oena u
obnacmelt.

ynpaenenus,
CMEMHCHBIX

[IK-1.1. 3Hats:

- 3aKOHOJIaTEIIbHBIC 1 HOPMATHUBHO-
MpaBoOBbIC aKThl Poccuiickoi
®denepanun B chepe
JIOKYMEHTAIMOHHOTO 00ecrieueHust
yIpaBIeHUS TOCYJaPCTBEHHBIX U
KOMMEPUYECKUX CTPYKTYD;

- HOPMAaTUBHO-METOUYECKHE
JOKYMEHTBI U HAallUOHAJIbHbIE
CTaHJIapTHI B cepe
JOKYMEHTAIMOHHOTO 00eCcTieueHust
rOCy/IapCTBEHHBIX H KOMMEPUECKHUX

CTPYKTYD.

IIK-1.2. YMeTh:

- OPUEHMUPOBAMbCS 8
HOPMAMUBHO-NPABOBOL u
Memoou4eckol 0aze 8 CMeNCHbIX
c OOKYMEeHMAYUOHHBIM
obecneueHuemM  ynpaeieHus U
apxusHo2o oena oonacmsx,

- AHAU3UPOBAMb HOPMAMUBHO-
npagosyto 6azy 6 cCoOomeemcmauu
¢ 3a0avamu OOKYMeHMAayuoHHO2O0
obecneyueHus ynpasieHus u
apxusHo2o oeda.

IIK-1.2. YMeTh:

- OPUEHTUPOBATHCSI B HOPMATUBHO-
MIPaBOBOM M METOUYECKON Oa3e B
CMEXHBIX C JIOKYMEHTAIIMOHHBIM
o0ecrieueHreM ympaBIeHUS;

- QaHAJIU3UPOBATH HOPMATHUBHO-
MPaBOBYIO 0a3y B COOTBETCTBUU C
3a/1auaMu JJOKyMEHTAIlMOHHOTO
obecrnieueHus ynpaBIeHUs
TOCYJapCTBEHHBIX U KOMMEPUYECKHUX

CTPYKTYD.

[1K-1.3. Bnagers:

- HasblKamu NOUCKA, aHAIU3d,
MOKOBAHUS u npUMeHeHUs.
npaeoevix  HopmM &  cgepe
OOKYMEHMAYUOHHO2O
obecneveHuss  ynpasiemus U
apxueHozo oena,

- HaBbIKAMU NPUMEHEHUs]
HOPMAMUBHO-NPABOBLIX AKMOG U
Memoouyeckux OOKYMeHmos OJisl
peutenus 3a0ay
npogheccuonanbHoll
demanvHocmu 8 cghepe
OOKYMEHMAYUOHHO2O
obecneyeHus ynpagieHus u
apxusHo2o oeida.

TIK-1.3. Bnagerts:

- HaBBIKaMH MOHMCKA, aHAIN3a,
TOKOBaHUS U IPUMEHEHHS TPABOBBIX
HOPM B cdepe T0KYMEHTAIIMOHHOTO
obecrieueHus ynpaBIeHUS;

- HaBBIKAMU TTPAMCHCHHUS
HOPMATHUBHO-TIPABOBBIX aKTOB U
METOJIMICCKUX TOKYMEHTOB JIJISI
peleHus 3aaa4d npodeccruoHaibHON
JETATBHOCTH B chepe
JTOKYMEHTAI[MOHHOTO 00eCTIeueHust
yIpaBIeHUS TOCYIaPCTBEHHBIX U
KOMMEPUECKHUX CTPYKTYP.

[1K-3. Cnocoben [1K-3.1. 3HaTh: I1K-3.1. 3HaTh:
HCII0JIb30BaTh - 3aKoHoO0amenvHble U | - 3aKOHOJIATEJIbHbIE U HOPMAaTHBHO-
[IpaBUJIa HOPMAmMU8HO-Npasosvle akmul | ipaBoBble  akThl P® B obnactu

5




OopraHu3aln BCCX
ATaIoB paboTHI C

P® ¢ ob6racmu pabomwvr ¢
doxymenmayuell u uHgopmayueti,

paboTbl ¢ JOKyMEHTalmued
nHpOpManmeil B ToCy1apCTBEHHBIX U

JOKYMEHTaMHU apxueHozo oena; KOMMEPUYECKHX CTPYKTypax;
pa3HbIX - npasuia pabomol c | - mpaBuia pabOTHI C TOKyMEHTaMHU B
JOKYMEHTALMOHHBIX | OOKYMeHmamu opeanuzayuu, | TOCYAapCTBEHHBIX M KOMMEPYECKHX
CUCTEM, B TOM YHUCIIE€ | YCMAHOBIEHHble ee JIOKAIbHbIMU | CTPYKTYpaX, YCTaHOBIEHHBIE  HX
ApXUBHBIMHU HOPpMAMUBHbIMU AKMAMU, JOKQTbHBIMH HOPMAaTUBHBIMH
JIOKYMEHTaMU; - mexHojo2uueckue  Imansl | AKTaMH;
pabombi c PA3IUYHbLIMU | - TEXHOJIOTMYECKHE dTarbl paboThI €
Kame2opusamu 0OKYMeHmog | pa3In4HbIMU KaTeropusiMu
opeaHuzayuu; JOKYMEHTOB TOCYJIapCTBCHHBIX H
- NopsA0oK u  codepdicanue | KOMMEPUYECKHUX CTPYKTYP;
npoyeoyp MeXHOI02UYeCKUX | - IOPSIIOK U COJIepKaHUe POLIeTyp
amanog pabomel ¢ pazIuuHLIMU | TEXHOJIOTHUUYECKUX 3TANOB pabOTHI ¢
Kamez2opusimu O0OKyMeHmo8 | pa3IN4HbIMH KaTeTOPUSIMU
opeaHuzayuu. JIOKYMEHTOB TOCYJIapCTBEHHBIX U
KOMMEPUYECKHUX CTPYKTYP.
[1IK-3.2. Ymers: [IK-3.2. Ymers:
- CMpyKmypuposamo, | - CTPYKTypHUPOBATh,
cucmemMamu3upo8ams u | cuCTeMaTU3UpPOBaTh u
Kaaccupuyuposams  00KyMeHmuyl | KINaCCUPHUIUPOBATH TOKYMEHTHI I10
no ONpeoenéHHbIM KpUMepusim, OIPENICTIEHHBIM KPUTEPUSIM;
- 8LINOIHAMb pabomy ¢ - BBITIOJIHATH PabOTY C IOKyMEHTaMU
OOKYMEeHMAamMu 8 pamKax B paMKax MpoLeayp, YCTAaHOBICHHBIX
npoyeoyp, YCMaHOBIEHHbIX 8 B TOCYJIapPCTBCHHBIX H
opeanuzayuu. KOMMEPUYECKUX CTPYKTYpax.
I1K-3.3. Bnanerts: [1K-3.3. Bnanerts:
- MeXHoNo2UAMU U onepayusmu | - TEXHOJOTHUSMU U  OlepalusIMH
pabombi c paziuunbiMy | paboThl C Pa3TUYHBIMU KaTETOPUSIMHU
Kame2opusamu 00KyMeHmog | TOKyMEHTOB B TOCYJapCTBEHHBIX H
opeaHuzayuu; KOMMEPUYECKHUX CTPYKTypax;
- Op2aHU3aYUOHHOU OQUCHOLI - OpraHu3alMoHHON oducHOU
MEXHUKOU 8 PAMKAX c80ell TEXHUKOW B PaMKaX CBOCH
npogheccuonanvHol npodecCuoHaTbHOMN 1S TETbHOCTH.
oesimenbHOCIU.
I1IK-4. Bmageer | T1IK-4.1. 3uarts: T1IK-4.1. 3uaTh:
HaBBIKAMU - munol u 6UObL | - TUTIBI U BUJBI JIOKYMCHTAIIMOHHBIX
OpraHu3aIuu OOKYMEeHMAYUOHHBIX cucmem, | CHCTEM, COCTaB M TOPAJOK HUX
JNOKYMEHTHPOBAaHUS | cOCMAg u nops00K ux | yHKIIMOHUPOBAaHUS B  CHUCTEME
yIpaBleHYeCKON @dyHKYUOHUPOBAHUS, yOpaBlIeHUSI TOCYAApCTBEHHBIX W
JeSITeTbHOCTH B |-  HOpMAMueHO-npagosylo U | KOMMEPYECKHX CTPYKTYpax;
OpTraHu3aIuu MemoouyecKyo baszy, | - HOPMAaTHUBHO-TIPABOBYIO u
pecyIupyrouyio pabomy ¢ | METOUYECKYIO 6a3y,
O0oKyMeHmamu PA3HLIX | PETYTUPYIOLIYIO paboty c
OOKYMEHMAYUOHHBIX CUCTEM, JTOKYMEHTaMHU pa3HbIX
- mpasuna  cocmagieHusi U | JTOKYMEHTALMOHHBIX CUCTEM;
ogopmnenus VAPABIeHUeCcKuUx | - MpaBHiIa COCTaBJICHUS "
OOKYMEHMO8 pasnvlx munog u | oHopMICHUs yIpaBICHUYECKUX

61008,

- npasuia opeaHuzayuu
OOKYMEHMAYUOHHO20
CONPOBOICOCHUsL  YNPABIEHUS U

JOKYMCHTOB Pa3HBIX TUIIOB 1 BUAOB,
- [IpaBUJia OpraHnu3anuun
JOKYMCHTAITHOHHOT' O
COIIPOBOKACHUS YIIPABJICHUA U
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opeanuzayuu apxuHo2o | OpraHu3aluy ApXUBHOTO XPAHCHHUS
Xpamenust 00OKYMeHMmO8. JOKYMEHTOB B TOCYJIaPCTBCHHBIX U
KOMMEPUYECKHX CTPYKTypax.

IIK-4.2. YMeTb: IIK-4.2. YMeTh:

- NPUMEHAMb  HOPMAMUBHO- | - OPUMEHSITh ~ HOPMATHBHO-
npasosvie akmovl U HOPMAMUGHO- | TIPABOBbIC aKThl W HOPMAaTHBHO-
Memoouyeckue OOKYMeHmMbl Npu | METOIMYECKHe  JOKYMEHTBI  IIpH
cocmasnenuu U oQopmieHuu | COCTABICHUN u odopmiteHUH

VAPABLEHYECKUX OOKYMEHMOs,

- nposodums yHugpukayuo gopm
OOKYMEHMO8, NPUMEHAEMbIX 8
VAPABLEHUeCKOU  0essmenbHOCIU
opeanuzayuu;

- NPUMEHSIMb KOHKPEemHbvle GUObL
OOKYMEHmMo8  Olisl  peanu3ayuu
@yHKyul YApasienus 8
opeanuzayuu;

- COBEPUIEHCMBOBAMb CUCTLEMY
OOKYMEHMUPOBAHUSL
VAPABIEHUeCKOU OesimelbHOCU
opeanuzayulL.

yIpaBIEHYCCKUX JTOKYMEHTOB;
- TPOBOJAUTH YyHHUHUKANHIO (OpM
JOKYMEHTOB,  TPUMCHSEMBIX B
yIpaBICHYECKOH JeSITeIIbHOCTH
TOCY/IapCTBEHHBIX M KOMMEPYECKHX
CTPYKTYD;,

- TPUMEHSATh KOHKPETHBIE BUIBI
JIOKYMEHTOB TUIs peanu3aiuu
byHKIHI YIIpaBIICHUS B
TOCYJTApPCTBEHHBIX U KOMMEPUYECKUX
CTPYKTYypax;

- COBEPIIICHCTBOBATh CHCTEMY
JOKYMEHTHUPOBAHHUS
yIpaBJICHYECKOM ESTETLHOCTH B
rOCy/IapCTBECHHBIX H KOMMEPUECKHUX

CTPYKTYypax.

[1K-4.3. Bnagers:

- HABbIKAMU paspabomku
mpebosanutl K  uHpopmayuu,
8KIIOUAEMOl 8  OOKYMEHNbl

opeaHuzayuu;
- OpPeaHU3AYUOHHOU OGQUCHOU
MEeXHUKOU 8 pamkax  ceoeu
npogeccuonanvrol
oesmenbHOCm;

- OP2aHU3AYUOHHBIMU U
MexHu4ecKumMu cpeocmeamu Ojis
nepesooa 6 3J1eKMpOHHbII GUO
OOKYMEHmMO8 U
OOKYMEeHMUpOBAHHOU
ungopmayuu opeanuzayuu.

[1K-4.3. Bnanerts:

- HaBBIKAMH pa3pabOTKH TpeOOBaHUN
K uHbOpMaNUU, BKIOYACMOH B
JOKYMEHTbl ~ TOCYJapCTBEHHBIX U
KOMMEPYECKUX CTPYKTYD;

- OpPraHU3allMOHHOW  O(HCHOI
TEXHUKOM B paMKax  CBOEH
npodeccuoHaIbHOM e TeTbHOCTH;

- OpraHu3alOHHBIMU U
TEXHUUYECKUMHU CPECTBAMU IJIs
MEepEeBO/IA B JICKTPOHHBIN BHU]I
JOKYMEHTOB M IOKyMEHTHPOBaHHON
“H(pOpMaIIUU OpraHU3aIIH.

IIK-5. Bnaneer
HaBBIKAMU
00paboTku
JIOKYMEHTOB Ha BCeX
JTamax
JIOKYMEHTO0000poTa

[TK-5.1. 3HaTs:

- Memoobl peciameHmayuu
0e10npouU3800CMEEHHbIX
npoyeccos;

- NPUHYUNBL U MEMOObL
YROPAOOUEHUsL COCMABA
OOKYMEHMO8 U UHPOPMAYUOHHBIX
nokazamenetl OpeaHu3ayuU;
- npasua opeanu3ayuU
0e10nPoU3800CMBEHHBIX
npoyecco8 68 Opeanu3ayuu;
- NOPSLOOK U COOepIHCaHUe
npoyedyp no pabome c

ITK-5.1. 3HaTs:

- METO/IbI peryiaMeHTaI!
JIEJI0NIPON3BOJICTBEHHBIX MPOLECCOB;
- PUHITUTIBI ¥ METOIBI
YHOPSI0YEHHS COCTAaBa IOKYMEHTOB
1 MH()OPMAITMOHHBIX TTOKa3aTeNiel B
rOCYJapCTBEHHBIX U KOMMEPUYECKHUX
CTPYKTYpax,

- IpaBUJIa OpraHU3alun
JIETIOTIPON3BO/ICTBEHHBIX MPOIECCOB
B FOCYJJaPCTBEHHBIX U
KOMMEPUYECKHUX CTPYKTYpax;

- IOPSIJIOK U COJIepKaHue MPOLEaYp




OOKYMEHMAMU Op2anu3ayuu 1o paboTe ¢ JTOKYMEHTaMH B
(obpabomiu, pecucmpayuu, TOCYJapCTBEHHBIX U KOMMEPUYECKHUX
UCNOIHEHUS, KOHMPOJA, CTPYKTYpax; (00paboTkH,
MeKywe20 U apXueHo20 XpaneHus. | pErUCTPaIluy, UCTIOTHEHUS,
00KYMeHnmoeg) KOHTPOJIsI, TEKYIIETO U apPXUBHOTO
XpaHEeHHUs JOKYMEHTOB)
ITIK-5.2. YMers: [IK-5.2. Ymers:
- NP06oOUmMsb yHuguKayuro Gopm | - IpOBOAUTH YHU(DHKAIHIO GopM
OOKYMEHMO8, NPUMEHAEMBIX 8 JIOKYMEHTOB, IIPUMEHSIEMBIX B
VAPABIEHYeCKOl OesimelbHOCmY | YIIPABICHUECKOW IS TeITbHOCTH
opeanuzayuu; rOCyIapCTBEHHBIX H KOMMEPUECKHUX
- ocyuecmensims npoyedypvl no | CTpyKTyp;
pabome ¢ 0OKyMeHmamu - OCYIIECTBJIATH IPOIETyPHI IO
opeanusayuu (06pabomxu, pabote ¢ JOKyMEHTaMH B
peaucmpayuu, UCNOJHEeHUs, TOCYJapCTBEHHBIX M KOMMEPYECKHX
KOHMPOJI, MeKyue2o u CTpyKTypax; (06paboTku,
ApXUBHO20 XPaHeHUs pEeTUCTpAINH, UCTIOITHEHUS,
OOKYMEHMO8) KOHTPOJISI, TEKYIIETO U apXUBHOTO
XpaHEHUsl JOKYMEHTOB)
[1K-5.3. Bnaners: TIK-5.3. Biaagers:
- MeXHON02UAMU PAOOMbL C - TEXHOJIOTUSIMU PabOTHI ¢
O0oKkymenmamu u uHgpopmayuetl, 8 | TOKyMeHTaMu U uHGoOpMaIueil, B
MOM YUcie 02PAHUYEHHO2O TOM YHCJI€ OTPAHUYEHHOTO JOCTYyIa
docmyna

2. OFbEM U COAEPKAHUME JUCIHUIIJIMHBI

2.1. O0beM TUCHUMILINHBI

00 390
Bupx yueOHoii padoThI Bcero CemecTtpbl Bcero Kypc
4acoB 4acoB
KonTakTHasi paGoTa (Bcero) 123 56 59 3,4
B TOM YHCIIE:
- nexkyuu (J13) 54 56 24 3,4
- cemunapwi (C3)
- npakmuueckue (113) 66 56 32 3,4
- meakoepynnosvie (MI3)
- uHousudyauvrule (MU3)
- epynnogoe Koucynomuposarue (1)
- UHOUBUJAyaIbHOE KOHCYIbmuposarue (H) 3 6 3 3
CamocTosiTeIbHAsi padoTa CTyaeHTa (BCero) 93 56 157 3,4
CPC 28 5,6 124 3,4
KOHTPOJIb 65 5,6 33 3,4
B TOM YHCIIE:
- 10020MOBKA KypCcoeoil pabomol 20 5 20 3
- meKywuil KOHmMpoJiv 32 56
- NPOMEIICYMOYHBLI KOHMPOAb (NOO20MOBKA K IK3AMEHY U 13 56 13 3,4
3auémy)
Oo0mast Tpy10eMKOCTh:
(Bcero 3a4. en./ko0Ji-Bo 4acoB no ®roC) 6/216 5.6 6/216 3,4
Buja npomeskyTouHoii aTTectanuu (3a4eT, IK3aMeH) ceMecTphbI: Kypc:
3auem 5 3
9K3AMEH 6 4




2.2. Tematudyecknii miaan (OPO u 3®0)

Temarnueckuii miaan OPO

n/n

HaumenoBanue
pa3zesoB M TeM

(bopmupyemebie
KOMIIETEHIIHH)

KoJji-Bo yacoB

Bcero yacos o ®TOC

KonrakTHas padora

CamocTosiTe1bHasi padoTa
CTY/IEHTOB

Bcero aya. yacos

J3

113

Kouncyabrauuun

(r, v)

KOHTPOJIb
CPC

npome
JKyTOY
HBIH

CPC | Teky

i

Bcero yacos CPC

Pa3zoen 1. /lokymenmuposanue

odeamenbHocmu opzano

camoynp.

A6J1eHUA

6 zocydapcmeenuoﬁ eéacmu u MeCmHoz2o

11

JlokymeHTHpOBaHHUE
JEeATEIBHOCTH
TOCYZapCTBEHHOTO U
HEroCyJapCTBEHHOTO
yTpaBJICHUS KaK ydeOHas
JUCLUILTHHA

(OK-1, TIK-3, TTK-4, TIK-5)

1.2

Hcropudeckuil OnbIT pa3BUTUS
JIOKYMEHTUPOBAHHUS
JIeSATENIBHOCTH OPraHOB
roCcyJJapCTBEHHOH BJIacTH
(IIK-1, TIK-3, TK-4, TIK-5)

10

13

HopwmarusHo-TipaBoBOE
peryimpoBaHue
JIOKyMEHTHPOBAHUS
YTPaBIEHYECKON IESTEIbHOCTH
OPTaHOB roCyJapCTBEHHON
BJIACTH ¥ MECTHOTO
CaMOYIpaBIICHUS

(IIK-1)

18

10 4 6

14

branku JOKYMEHTOB OpPraHOB
sinactu (I1K-3, ITK-4)

17

15

JloxymeHTHpOBaHue
YIIPABJIEHYECKOU JESITEIbHOCTH
OpraHoB roCcyJ1apCTBEHHOM
rnactu (I1K-1, T1K-3, TTK-4,
I1K-5)

27

18

10

1.6

JlokymMeHTHpOBaHUE
yIpaBIE€HYECKOH AeSTeIbHOCTH
OpPraHOB MECTHOTO
camoynpasnenust (ITK-1, ITK-3,
[K-4, TIK-5)

25

16

10

IToaroroBka k 3a4éty

4

4

I

Bcero 3a 5 cemectp

108

56

28

28

52 16 32 4

Pazoen 2. /lokymenmuposanue

odesamenbHOCHU KOmMmepuecKux U HeKoOmMmepiecKux opzanu3auuﬁ

2.1

Buiel KOMMeEpYeCcKHX
opranmsaimii (TTK-1)

13

10

4

6

3 3




Bunsr HekoMmepueckux
2.2 | opranusanmii B Poccuiickoit 13 10 4 6 3 3
Depepaunn (ITK-1)
3aK0HOAATENBCTBO O
93 | KOMMEpHECKHX OpraHM3aLHsX: 15 12 6 6 3 3
JTambl Pa3BUTHUA
(IK-1)
JloKkyMeHTaIMOHHOE
obecrieueHre ynpasieHus
24 KOMMEpPUYECKON OpraHu3aluu 35 32 12 20 3 3
(Ha mpuMepe aKIMOHEPHOTO
obmectna (I1K-1, TTK-3, TIK-4,
I1K-5)
WNupuBuayansHOE KOHCYJIETHPOBAHHE 3 3 3
0 KYpCoBOH paboTe
IToaroToBka KypcoBor paboTHI 20 20 20
IToaroToBKa K 3K3aMeHy 9 9 9
Bcero 3a 6 cemecTp 108 72 26 38 3 41 12 29
HUTOTI'O yacos: 216 123 54 66 3 93 28 32 33

Temarnueckuni mian 3OO0

n/n

HaunmenoBanue
pa3iesioB U TeM

(¢hopmupyemebie
KOMIIETEHIIHH)

KoJj-Bo yacoB

Bcero yacos no PTOC

KonrakTHas padora

CamocrosiTesbHast paboTa
CTYIEHTOB

J3 | 113

Bcero ayj. yacon
KoncyabTanuu

@I, m

Bcero yacos CPC

CPC

KOHTPOJIb
CPC

npome
JKYyTOY
HBIH

TeKy
1107071

Pa3zoen 1. /lokymenmuposanue

0esamenbHOCmU 0P2aHo8 20Cy0

camoynpaenenus

apcmeermoﬁ ejacmu u MecCmHozo

11

JlokymMeHTHpOBaHUE
JIeITeIIbHOCTH
TOCYZapCTBEHHOTO U
HErocyJJapCTBEHHOTO
yTpaBJIeHUs KaK ydeOHast
JVCIUITTMHA

(TIK-1, TIK-3, I1K-4, TIK-5)

1.2

Hcropudeckuil OnbIT pa3BUTUS
JIOKYMEHTUPOBAHHUS
JIeSITENIBHOCTH OPraHOB
rocyJJapCTBEHHOM BJIacTH
(TIK-1, TIK-3, I1K-4, TIK-5)

12

10

10

13

HopmatusHo-11paBoBOE
peryJmMpoBaHue
JIOKYMEHTHPOBaHHUS
YIPaBIE€HYECKOH AeSTeIbHOCTH
OpraHOB roCy1apCTBEHHON
BJIACTU U MECTHOI'O
CaMOYIIpaBJICHUS

(IIK-1)

16

10

10

14

BiaHKK TOKYMEHTOB OPraHOB
siactu (I1K-3, TTK-4)

16

10

10

15

JloxymeHTHpOBaHUE
YIIPABJIEHYECKON AESITEIbHOCTH
OpraHoB roCcy/IapCTBEHHOM
rnactu (I1K-1, T1K-3, TTK-4,
I1K-5)

18

10

10

10




JlokymMmeHTHpoBaHue
YIPaBIEHYECKON ACSITeIbHOCTH

1.6 | opraHoB MecTHOTO 16 6 2 4 10 10
camoynpasnenust (ITK-1, ITK-3,
[K-4, TIK-5)
[ToaroToBka KypcoBoil paboThl 20 20 20
WuauBuayansHOE KOHCYJIbTHPOBAHUE 3 3
10 KYpPCOBOH paboTe 3
[ToarotoBka K 3auéry 4 4 4
HToro 3a 3 kypce 108 31 12 16 3 77 53 24
Pazoen 2. /lokymenmupoganue 0eamenbHOCHU KOMMEPUECKUX U HEKOMMEPUECKUX OP2AHUZAUUT
21 Bunbl koMMepyeckux 19 1 1 18 18

opranmszaiii (ITIK-1)

Buybl HeKoMMepUecKnX
2.2 | opranmszamnmii B Poccuiickoit 19 1 1 18 18
Denepanun (IIK-1)

3aK0HOIATEIBCTBO O
KOMMEPYECKUX OpraHu3aIusiX:

2.3 26 8 2 6 18 18

9Talbl PasBHTHS

(IIK-1)

JloKyMeHTallnOHHOE

obecrieyeHue yrpaBieHHs
24 KOMMEpPYECKOH OpraHu3aiuu 35 18 8 10 17 17

(Ha mpuMepe aKIIMOHEPHOT0

obmectna (I1K-1, TTIK-3, T1IK-4,

[1K-5)
[ToaroroBka K dK3aMeHy 9 9 9
Hroro 3a 4 xkypc 108 28 12 16 80 71 9
Bcero yacos: 216 59 24 32 3 157 124 33

2.3. Kparkoe cogep:xaHue pa3iejoB U TeM

Pazoen 1. /lokymenmuposanue oesasmeabHOCHU OP2AHO8 20CY0APCMEEHHOTL
61ACMU U MECHIHOZ20 CAMOYNDPAGIEHUA

Tema 1.1. /lokymMeHTHpPOBaHUE JeATEJbHOCTH TIOCYJAPCTBEHHOIO M
HEroCyJAapCTBEHHOI'0 YIIPaBJICHUA KAK Y4eOHasl JUCHUILINHA

[Ipenmer, comepxanue U 3aaaun Kypca. [loHaTHE OpraHbl roCy 1apCTBEHHOM
BJACTU M OpraHbl MECTHOro camoynpasieHus. Crneunuduka CTpyKTypbl U
NEATEIBHOCTH ~ OPraHOB  TIOCYJapCTBEHHOM Biacth. (Cucrema OpraHoOB
rocynapctseHHon Binactu B Poccuiickonn denepaunn: MHCTUTYT NpE3UIEHTCTBA
P®, ®enepanvHoe cobpanne PO, opranbl ucnoaHuTeabHON Biactu PO, u 1. 1.
Buapsl koMMmepuecknx opraHu3anuid. BuIbl HEKOMMEPUYECKMX OpraHu3aluil B
Poccun. Cneuuduka AeSITEIbHOCTH KOMMEPYECKMX W HEKOMMEPUYECKHX
OpTraHU3AIUN. Mecto Kypca «JloKyMeHTalMOHHOE obecrnieueHuUs
rOCYJapCTBEHHOIO M HETOCYAApPCTBEHHOI'O YNPABJICHUS» B CUCTEME IIOATOTOBKHU
CHELMATUCTOB MO JOKYMEHTAallMOHHOMY oOecredeHuio ympasieHus. OOumii
aHaJIn3 UCTOYHUKOB, HAYYHON U Y4eOHOI TUTepaTyphl MO Kypcy.

Tema 1.2. MHcropuyeckuili oOnbIT PpasBUTHA JOKYMEHTHPOBAHHUA
NAESITeJIbHOCTH OPraHOB rOCy1aPCTBEHHOM BJIACTH

[Ipeanocbuikn  GOpMHPOBAHUA  CHUCTEMBI  JIOKYMEHTAallMd  OpPraHOB
rOCyJapCTBEHHOU BJIACTH Poccuiickoii QOenepanuu. Opranuzanus
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JOKYMEHTUPOBAHMS B LICHTPAJIBHBIX YUPEKIECHUSAX PYCCKOTO LIEHTPATM30BAHHOTO
rocyJapcTra (a), ¥ MECTHBIX YUPEXKACHUSIX (MPUKA3HBIX H30axX), ero 0COOCHHOCTH.
OpraHu3anusi JOKYMEHTHPOBaHUS B KOJUIETUAX. XapaKTepucTuka «l eHepaabHOro
pernmamenTa» 1720 1. Kak  OCHOBHOro 3akoHojareinbHoro akra XVIII B.,
pPErJIaMEHTUPYIOIIET0  JIOKYMEHTUPOBAHUE  YIPABICHUYECKOW  JESATEIBHOCTH.
«Obmee yupexaeHue ryoepHckoe» 1775 T. 0 mOpsAaKe JTOKYMEHTHPOBAHUS H
YCTAHOBJICHUM HMEPAPXUU BO B3aMMOOTHOIIEHUSAX  IEHTPAJIbHBIX W MECTHBIX
yupexaeHuil. OTinuns TexHonorun gokyMeHtrupoBanus X VIII B. oT TexHonoruu
npeallecTBytomero nepuonaa. «Oo6mee yupexaeHue muHuctepers» 1811 r. kak
OCHOBHOM  3aKOHOJATENIbHBIA  aKT no  eIuHooOpa3ZHOMY HOPSILIKY
JOKyYMEHTHpOoBaHusi B  yupexaeHusx XIX  B. Co3gaHue  CUCTEMBI
JIEJIONPOU3BOCTBA, COOTBETCTBYIOUIEH €IWHOHAYAJIbHOMY TMOPSAAKY MPUHATHUSA
pemieHnid B LEHTpAIbHBIX yupexaeHusax Poccum XIX B. IlepBbie nexpeTsl
COBETCKOM BJIACTH O PErjJaMEHTaluu OTAEJIbHBIX CTOPOH JTOKYMEHTHPOBAHUS, O
JEMOKpATU3alUU IESITEIbHOCTH COBETCKUX YupexJaeHud. [loncku panroHasbHbIX
dbopm opranuzanuu gokymeHTupoBaHus B 19191920 rr. Hayunas opranuzanms
yOpPaBJIEHYECKOT0 TpyJda Kak (opma OOILIECTBEHHOTO  JIBMOKCHUS 3a
palMOHAIM3a LU0 rocanmnapara. Ponab HapkoMara pabouye-KpecThsIHCKON
uHcnekimn (HK PKM) CCCP  u nHapkomaroB PKM  coro3HbIX pecrmyOnuk B
pa3paboTKke ¥ BHEJAPEHUM MPUHIMIIOB M METOJOB HAy4YHOW  OpraHu3aluu
yOpaBJICHUS M JIeTonpou3BojcTBa. OnbIT padoTel OThena aIiMHUHUCTPATUBHON
texuuku (ATO) HK PKM CCCP, akuuonepHoro oOmiectBa «Oprerpoii»,
NHCTUTYyTa TEXHUKU YINPABICHUS MO palHOHAIM3aUUUA JOKYMEHTHPOBAHUS B
HEHTPAIBHBIX U MECTHBIX YUPESXKICHUSIX. XapaKTepucTuka u 3HadeHue «O0mux
OpaBWJI JOKyMEHTallUM W JOKYMEHTOOOOpOTa» Kak  IMOMNBITKM 0000IeHus
METO/IOB pPallMOHANIM3AMKI JOKYMEHTHpOBaHud. Metoaudeckue pa3padotku 'AY
CCCP 1960-x rr. mo opraHu3anvii M TEXHOJOTHM Jesonpou3BoiacTsa. [lombiTka
COBEPILIEHCTBOBAHMS  JCJIONPOU3BOACTBA  AJIMUHUCTPATUBHBIMU  METOJAMM:
napTUHHBIE ¥ IPABUTEILCTBEHHBIC TocTaHOBNIeHUS 1960-90-x TT., HampaBlieHHBIC
Ha pErJlaMeHTallMI0 OTAEJbHBIX CTOPOH PabOThl ¢ JOKYMEHTAMHM B amnmapare
YIIPABJICHUS. Co3panne wu BHeAapeHue (OCHOBHBIX MOJIOKEHUN EnuHon
rocyaapctBeHHon cucteMbl aenonpousBonactBa (EI'CI). Ctpykrypa OCHOBHBIX
nonoxkeunit ECJI, ee 3HaueHue Mg opraHu3aluyd JOKYMEHTUPOBAHMS B OpraHax
rOCyJapCTBEHHOW BJIACTH W MECTHOI'O CaMOYIPABIICHHS. AKTUBU3ALINS
COBEpUIECHCTBOBaHUsI JAOKyMeHTUpoBanus B 1970-e rr. Cranmaptuzauus u
yHU(UKaMA ynpaBieHYecKuX JoOKyMeHTOB B 1970-1990 rr. u ux BiMsSHHUE Ha
JOKYMEHTHUPOBAHUE U OPTaHU3aLUI0 PaOOThI C JOKYMEHTaMH.

Tema 1.3. HopmaTuBHO-IpaBOBOEe peryJiipoBaHHe JOKYMEHTHPOBAHUS
yIpaBJIeHYeCKOH [1esiTeJIbHOCTH OPraHOB TOCYJAPCTBEHHOW BJACTH U
MECTHOI'0 CaMOyNpaBJIeHUs!

3aKkoHOJATeNbHbIE W HMHBIE  MPaBOBbIE  aKThl,  PETYJHUPYIOLIUE
JIOKYMEHTUPOBAHKE JESATEIBHOCTH OPraHOB rOCYJapCTBEHHOUN BJIACTH U MECTHOT'O
camoyrmpasiieHus. ['ocyaapcTBeHHbIE MEKOTPACIEBbIE HOPMATUBHO-METOJUYECKHE

JOKYMEHTBI,  ONPENENSIOIUEe  MOPAJOK  paboThl € JIOKYMEHTUPYEMOM
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uHpOopMaLuen.

Tema 1.4. BaaHku JOKYMEHTOB OPraHOB BJIACTH

Bunpr 6;1ankoB, nx HazHadeHue. COCTaB peKBU3UTOB OJIAHKOB, OCOOCHHOCTH
ux odopmienusa. IlpaBuna odopmMiIeHHS  PEKBU3UTOB,  OMPEIACISIOMINX
IOPUIUYECKYIO CHITY U OTPAXKAIOIIUX CTaIui 00padOTKHU TOKYMEHTOB.

Tema 1.5. JlokymeHTHpOBaHHEe YNpPaBJIEHYECKOH /1esITeJIbHOCTH
OPraHoOB rocyAapCTBEHHOM BJIACTH

llopsook uzdanus 0okymenmog npesudenmom P®. Buabsl npe3uIeHTCKUX
akToB (yKa3bl W pacnopsbkeHus), yctaHoBiaeHHble KoHctutryumeit P® (ct. 90).
[Topsinok oduiuaibHOro ONMyOJMKOBAHUS yKa3a W PACHOpPSDKEHHM IMpe3ueHTa
(cornacHo npe3ugeHTCKOMY YyKazy «O mopsigke onyOJMKOBAaHUS U BCTYIUJICHUS B
cuny aktoB lIpesnnmenra PO, IlpaButensctBa PO W HOPMATWBHBIX NPABOBBIX
akToOB (heepalibHbIX OpPraHOB MCHOJHUTENBHOW BiIacTW» oT 23 mas 1996 r.).
Bunpl aktoB (mpukasbl U JUPEKTUBBI), n3aaBaeMbix [lpesnaentom PO B kauecTBe
BepxoBHOro TJIaBHOKOMAHIYIOLIErO (B COOTBETCTBUM €O CT. 13 denepanbHOro
3akoHa «OO0 000poHe»). JJoKyMeHThI, MOArOTaBIMBAEMbIE MPE3UIAECHTOM B XOJ€
peanu3alMyd  OCHOBHBIX HaIlpaBJICHUN BHEIIHEW NOJUTUKH (MOCIAaHUS TiIaBaM
rocyiapcTBa, 0puIalibHbIe 3asBJICHUS U 00palleHus).

Jloxymenmuposanue oesmenvHocmu Dedepanrvhozo cooparus PD. AKTbI
CoBera ®enepaumu. IlocraHoBieHHME KakKk OCHOBHOW mipaBoBOM akt (CoBera
®enepanuu  (cr. 102 Konctutynuu P®). Pacniopsikenue npeacenarenss Coeta
®enepauuu. Ilopsaok onyonukoBanus aktoB CoBera ®denepanuu (corinacHo O3
«O mopsiike OnyOJMKOBAaHUS W BCTYIUIGHHS B CHIY benepanbHbIX
KOHCTUTYIIMOHHBIX 3aKOHOB, (peiepanbHbIX 3aKOHOB, aKTOB majaT PenepanbHOTO
coOpanusi» ot 14 wmroHs 1994 r1.). AxTbl ['OCyHapCTBEHHOW IyMBI.
[TocTtanoBnenus, u3naBaeMmble [ocymapcTBeHHOM nyMoM (cormacHo cT. 103
Konctutynuun P®). Pacnopsokenust mnpencenartenss Ilamarel. Beimucka w3
nporokona Cosera ['ocynapctBeHHON naymbl. [lopsimok omyOJMKOBaHUS aKTOB
['ocynapCTBEHHOW TyMBI.

Jloxymenmuposanue VIPAGIeHUeCcKOU oesimenbHOCuU op2anos
ucnonHumenvHou  eracmu. AxTbl  mpaBuTenbcTBa P®. Buasl  akToB
(moctaHOBNEHUH, pacniopsbkenuii), usnaBaembie [IpaBurensctBom PO. [Mopsgox
MOJAMKUCAHKS U OMyOJMKOBAaHUS TTOCTAHOBJICHHUM U pacrnopsbkenuii [IpaBurenscTBa
P® (cormacuHo yxa3y npesuaeHta «O nopsake onmyOJMKOBaHUS U BCTYIUICHUS B
cuny aktoB Ilpesupenta P®d»). JlOKyMeHThl MpaBUTENIbCTBA, JIAIOIIUE
NOJINTUYECKYIO OLEHKY CUTYallMd WM Pa3bsSCHEHUS MO3HUIMH IPABUTEIBCTBA I10
pa3IMYHBIM BOMpPOCAaM BHYTPEHHEM M BHEUIHEH TOJUTUKH CTpPaHbl. AKTHI,
u3/iaBaembie (perepaabHBIMU OpraHaMu UCIOJIHUTEIBHOM BAACTH (IIOCTaHOBJICHUS,
MPUKa3bl, PACIOPSKEHUS, PaBUIIa, UHCTPYKUMUU U TIOJIOKEHUSI), YCTaHOBJICHHBIE
nocraHoByieHneM lIpaBurenscrBa PO ot 13 aBrycra 1997 r.

Jloxymenmupoeanue OeamenvbHocmu cyoebHou cucmemvl P®. AKTHI
KoHcTutymmoHsoro cyna. JIoKyMeHTHpOBaHUE UTOTOBBIX  pELIECHUMN

KoHctutynmonHoro cyaa (COCTaBi€HHUE TOCTAHOBIEHUM U 3aKIIOUYEHHM).
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JIOKyMEHTUPOBAHHE HWHBIX PEHIEHU KOHCTUTYLIHOHHOTO CyJa (COCTaBIIEHHE
onpenenenuii u pewmeHui). Ilopsgoxk mnoanucanuss W ONyOJMKOBAHHUS AKTOB
Konctutymonnoro cyaa. CocTaBiieHHE akTOB (pEIIeHUM, MOCTAHOBIECHUW U
OINPEJENICHHI ), IPUHUMAEMBIX APOUTPAKHBIMU CyJaMU IO NEPBOM MHCTAHLUUU U
IO aneJUIAIMOHHONW 1 KaCCAalMOHHOW MHCTAHIIWH.

Tema 1.6. [lokymMmeHTHpOBaHHUE YIPaBJIeHYECKOH 1eATeJIbHOCTH OPraHOB
MECTHOI'0 CaMOyNpaBJIeHUs!

AKTBI OpPraHOB MECTHOTO CaMOYMpaBlieHUs (COrIacHO (QeaepaabHOMY
3akoHy «O0 O0O0IIMX MPUHIIMUIIAX OPTAHU3AIMU MECTHOTO caMOympaBiieHus B POy
pemenuit). JIOKyMeHTBI, H37aBaeMble  MpelcenaTeiaeM  MpeACTaBUTEIBHOTO
opraHa. AKTbl TJIaBbl MYHHUIMIIAJLHOTO OOpa30BaHMs: TIOCTAHOBICHUS W
pacriopsikeHust (o0 BOIMPOCaM OpraHU3alUU ACSATEIbHOCTU MPEICTABUTEIBLHOIO
opraHa, Mo BOIIPOCaM MECTHOTO 3HAYEHMS U IO BOMPOCAM OpraHU3alU pabOThI
MECTHOM aJMHUHHUCTpAIuu). AKTHl TJIaBbl AJIMHUHUCTpAIUU (MOCTAHOBJICHUSA U
pacrniopsikeHust). PacnopsiiuTenbHble JTOKYMEHTHI (paclopsKEHUs] M TPUKA3bI),
U3/1aBaeMble PYKOBOJIUTEISIMUA CTPYKTYPHBIX MOJIPA3ACICHUI aIMUHUCTPALIUH.

Pazoen 2. /lokymenmupoeanue 0esameabHOCHU KOMMEPUECKUX U
HEKOMMEPUEeCKUX Op2anu3ayuii

Tema 2.1. Bugbl KOMMepYecKHX OPpraHu3amui

Xossticmeennoe mosapuwecmeo u odbwecmeo. llomHoe TOBApPUIECTBO.
[Tonsitue. Ilpusnaku. OcoOeHHOCTH ympaBieHus. TOBapUIIECTBO Ha Bepe
(xommanauTHOE). OTnuuuTenbHble Npu3Haku. OOIMECTBO C OTrpaHUYEHHOU
OTBETCTBEHHOCThbIO.  OOIIECTBO C  JIOMOJHUTEIBHOW  OTBETCTBEHHOCTHIO.
AknuoHepHble obmiectBa. HemyOnuunble akuuoHepHble oOmiectBa. [lyOnnunbie
aKLMOHEPHbIE 00IECTBA.

Xonouneu. OmpeneneHusi XOJAUHTa B JCHCTBYIOIIEM 3aKOHOAATEILCTBE.
[lonarue OaHkoBckoro XxojauHra B @DenepanbHoM 3akoHe «(O OaHKax H
OaHKOBCKOU AesTebHOCTH». OpraHu3allMOHHbIE OCHOBBI AESTENbHOCTH XOJUHTA.

Qunarncoso-npomviuiiennvle epynnol (QPIII). Ero 3nauenue. [lonstus Buaos
@Il u ee ywactukoB. Llenn npesrensHoctn OIII. Knaccudpukaums DI mo
cioco0y co3aHus, MO MHUIMATOPY CO3JaHUsi, MO CHOCO0y NMPOU3BOJICTBEHHOM
WHTErpauu (BEpTUKAJIbHBIE, TOPU3OHTAIBHBIC, CMEIIaHHbIE), MO0 cdepam
JEATEIIbHOCTH.

TI'ocyoapcmeennoe npeonpusamue. O0pa3oBaHNe YHUTAPHBIX NPEANPUITUH.
CreneHb CaMOCTOSITEIBHOCTH TOCYAApPCTBEHHBIX YHUTAPHBIX MPEANPUSTUM.
Oco0eHHOCTH TOCYJapCTBEHHBIX YHUTAPHBIX MPEANPUATUNA KaK KOMMEPYECKUX
OpTraHU3AIUN.

IIpoussoocmeennvie koonepamugvl. Opranu3aiys AesITeIbHOCTH.

Kommepueckue opeanuzayuu ¢ unocmpauwnvimu uxHeecmuyusmu. Y CIOBHS
CO3/IaHUSI M JICITEIIBHOCTH KOMMEPYECKMX OpTraHu3aluii ¢ HWHOCTPAHHBIMHU
UHBeCTUIIUSIMU B PD.

Kpeoummnsie opeanusayuu. IloHsaTne KpeauTHOW opraHu3zanuu. Buabl
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KPEAUTHBIX OpraHu3anuid. baHkn M HeOAHKOBCKHE KpEIUTHBIE OpraHu3aluu.
Bunpl  He0aHKOBCKMX  KpeaMTHbIX  opraHusauumid  (pacuernsle  HKO,
unkaccatopckue HKO). Cuctema xommepuyeckux OaHKOB M HEOAHKOBCKHX
KPEIUTHBIX OpraHU3aLHM.

Tema 2.2. Buabl HekomMMepyeckux opranusanuii B Poccuiickoit
Degepanuu

HexomMepueckne HerocynapcTBeHHblE opraHuzauuu HekoMmepueckas
OpraHu3alys ¢ €€ NpPHU3HAKU. 3aKOHOAATEIbCTBO O HEKOMMEPUYECKUX
OpraHU3alusX.

Topeoso-npomviuinennas nanama. llosBIEHUE TOPrOBO-IIPOMBIIIIEHHBIX
namat B Poccun B 1991 r. IIpaBoBO#i cTaryc TOProBO-NMPOMBINLICHHBIX Majiar.
OCHOBHBIE 337]a4M JIEATEIBHOCTH TOPrOBO-NPOMBINUIEHHBIX nNanar. Poccuiickas
CHUCTEMA TOPrOBO-IPOMBINUIEHHBIX Nanar. ToproBo-npoMsinuieHHas nanara PO.
PervonanbHble  TOPrOBO-TIPOMBINLICHHbIE — TajdaThl.  MeECTHbIE  TOProBO-
MPOMBIILJICHHBIC MaJIATHI.

@ono. llonstue ¢onma. Co3gaHue W MOPSAIOK ACATEILHOCTH (OHAA.
Hezocyoapcmeennwiii nencuonnwii ¢oono. Knaccudukaiuss HErocyJapCTBEHHBIX
NEHCUOHHBIX (oHIOB. KOHTpOJAL 32 [EATENBHOCTHIO HEroCyJapCTBEHHBIX
NEHCUOHHBIX (POHIOB. JlesTeTbHOCTh HETOCYIAPCTBEHHBIX MTEHCUOHHBIX (POHJIOB B
coBpemeHHoi Poccuiickoii dheneparumu.

Vupeoicoenue. Tlonarue yupexsieHUs KaKk HEKOMMEPYECKOW OpraHu3aluu.
[emu cozmanusa yupexnaenus. Knaccudukaus yupexIeHUd B 3aBUCUMOCTH OT
dbopMbl  COOCTBEHHOCTH. ['OCylapCTBEHHbIE, MYHHIIMMNAIbHBIE U YacCTHBIC
yupexaeHus. Kinaccudukaims yuapexxIeHuid 1Mo e IS TeIbHOCTH.

Hexommepueckoe napmuepcmeo. 11oHsITHE HEKOMMEPYECKOTO MapTHEPCTBA.
[IpuzHaku  HEKOMMepyeckoro  maptHepcTBa.  DoHmoBasg  Oupxka  Kak
HEKOMMEPYECKOE MapTHEPCTBO.

AemonomHnas Hexommepueckas opeanuzayus. 1loHATHE aBTOHOMHOM
HEKOMMEpYECKOM opraHu3auuu. lIpu3Hakn aBTOHOMHOW HEKOMMEPYECKOU
OpraHu3allyu.

Obveounenuss  wpuoudeckux auy (accoyuayuu u  coro3vl). Bumpl
oObeauHeHu# ropuauueckux yuil. Accomuarus. [lonstue accoumamnmu. Coro3s.
[Tonsitue coroza. llemu co3ganusi oObEeAMHEHUN KOMMEPYECKUX OpraHH3allvu.
CwMmernianHbie 00bEAMHEHUS IOPUANYECKUX JIUII.

Ilompebumenvckuti xoonepamug. 3aKOHOJATEIBCTBO O MOTPEOUTEIBCKUX
KOOIepaTuBax. Crnennduka npeANPUHUMATENIbCKON NEeATEeNbHOCTU
MOTPEeOUTENHCKOTO KoomepaTuBa. I[loTpeOurtensckoe obmecTtBo. KumumiHo-
CTPOUTEJbHBIC, 1aYHO-CTPOUTENIbHBIC, TapaKHO-CTPOUTEIbHBIE KOOIEPATHUBHI.
Kpenutnsie coro3bl. O01IeCTBa B3aHMHOTO CTPaXOBaHUSI.

T'ocyoapcmeennas kopnopayus. IloHsiTHe TOCYAapCTBEHHOW KOPIOPALIUH.
VYupenurens rocynapcTBeHHOM kopropanuu. [IpaBoBble OCHOBBI CO3JaHUSA
roCcyapCTBEHHOW KOPIOpaLUU.

Tosapuwecmeo  coocmeeHHuxog  dcuvs. lloHsATHE  KOHAOMHUHHYMA.

Opranuzanusi ToBapuilecTBa COOCTBEHHUMKOB >Kuibs. [IpaBa u 00s3aHHOCTH
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TOBApUIICCTBA COOCTBEHHUKOB KHIIbS.

bnacomeopumenvnas  opeanuzayus.  IloHatue  G1aroTBOPUTENHHOM
opranmzaii.  OpraHu3allMOHHO-TIpaBOBbIE  (OpPMBI  OIArOTBOPUTEIHHOMN
OpraHU3alyu.

Tema 2.3. 3aK0HOAATENIBCTBO 0 KOMMEPUYECKUX OPraHU3AIMUAX: ITAMbI
pa3BUTHSA
3akoH PCOCP 25.12 1990 r. «O npeanpusTusix v NpearpuHAMATENbCKON
JesTeIbHOCTHY. Paciimpenne opraHu3aliMOHHO-TIPaBOBBIX (OPM KOMMEPUECKHX
oprann3zanus OcHOBaMHM TpaxkaaHckoro 3akoHonarenbctBa Coro3a CCP u
pecniyouk ot 31 mas 1991 r. I'paxmanckuii kojgekc PD o mpaBoBom cratyce
KOMMEpPYECKUX  OpraHu3alui, HX  OpPraHU3alMOHHO-TIPABOBBIX  (opmax.
denepanbHbIE 3aKOHBI O KOMMEPYECKMX OpraHu3anusx. denepanbHblil 3aKOH OT
26 pekabps 1995 r. «0OO6 akumoHepHbIXx oOmecTBax». HWM3MeHeHus B
3aKOHOAATENBCTBE 00 akMOHEepHbIX obmecTBax (2002 r.); 3akon ot 19.06.1998 r.
«O0 0COOEHHOCTSIX MPABOBOrO MOJOKEHUS aKIIMOHEPHBIX OOIIECTB PAOOTHUKOBY;
3aKoH OT 8.05.1996 1. «O denepanbHbie 3aKOHBI «O0 MHOCTPAHHBIX UHBECTHUIUAX
B PO», «O BHecenun m3MmeHeHus u gonoiHeHnil B 3akoH PCOCP «O Oankax u
OaHKOBCKOM  jAesTenbHOCTH», «O  JUIEH3UPOBAaHUU  OTHEJIBHBIX  BHJIOB
JEATeNIbHOCTH» U JIp. VX poiib B PEryJMPOBAHUM ACSITEIBHOCTH KOMMEPUYECKHUX
OpraHu3aluu. [Tog3akoHHBIE aKThl B  PETrYJUPOBAHMHU  ACATEIBHOCTU
KOMMEPUYECKUX OpTraHU3aLNMN.

Tema 24. JJoxyMeHTAallUOHHOE o0ecneyenmne yIIpaBJICHUSA
KOMMep4eCKOil opranu3anum (Ha npuMepe aKIUOHEPHOro 001ecTBa)

Ilpasosas u HOpMamueHoO-Memoouyeckasi O0CHO8A OOKYMEHMAYUOHHO20
obecneuenusi ynpasieHus 6 akyuomepHwvlx odowecmeax Poccutickou Dedepayuu.
AKIIMOHEpHOE  00IIEeCTBO-OpraHU3alMOHHO-TIpaBoBas (opmMa KOMMEpPUYECKOIo
PEATPUSTHUS. ['ocynapcTBeHHOE peryJIMpoBaHue JIOKYMEHTAITMOHHOTO
oOecrieueHUsT  ymOpaBjieHUs B  aKIUMOHEpPHBIX  oOmiecTBax.  JlokanbHas
peryiaMeHTalus T0KYMEHTAIlMOHHOTO 00ECIIeUeH sl YIIPaBIICHHUS.

Llokymenmupoeanue cozoanus akyuornepuvix obujecms. JJokyMEeHTUpOBaHUE
YUpeXKACHUS akKIMoHepHOTo obmiectBa. JlokyMeHTupoBaHue [ocymapcTBeHHOU
perucTpaluy akiMOHEPHBIX OOIIECTB.

Jlokymenmayuonnoe obecneuenue OessmenrbHOCMU OpP2AHO8 YAPAGNEHUS U
annapama  Yynpaeneuus — akyuomepHoco  obujecmea.  JIOKyMEHTAllMOHHOE
oOecrieueHWE TIOJTOTOBKM ¥ TMPOBEACHUS OONMX COOpaHWil aKIIMOHEPOB.
JlokymeHTarmonHoe obecreuenue aestenbHocT CoBeTa TUPEKTOPOB.

bnanku pokymentoB. OOmme mnpaBwia 0GOPMIICHUS  PEKBHU3UTOB.
TpeboBanuss K M3rOTOBJICHUIO JOKyMEHTOB. IIpaBuia MOJATOTOBKH UM
o(OopMIICHUS OT/ACJIBHBIX BUJIOB JIOKYMEHTOB.

Xpanenue OOKyMeHmMO8 6 aKyUuOHepHblX obujecmeax. 3aKOHOAATEIbHAs
OCHOBa XpaHEHUS JOKYMEHTOB aKIIMOHEPHBIX oOmecTB. Opranu3anus XpaHECHUs
JIOKYMEHTOB B JICJIONPOU3BOJICTBE AKIMOHEPHOro odmiecTBa. DopMupoBaHue U

xpaHeHue gen. Cpoku XpaHEHHS JIOKYMEHTOB AaKIIMOHEPHBIX  OOIIECTB.
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Homenknatypa nen. DKcnepTh3a LEHHOCTH JOKYMEHTOB B J€JIONPOU3BOJICTBE.
[ToaroToBKa JOKYMEHTOB K C/1a4€ B apXHB.

3. YYEBHO-METOJNYECKOE OBECIIEYEHUE JIIS
CAMOCTOSITEJABHOI PABOTBI OBYYAIOLIUXCS IO
JTUCHUTIINHE

3.1. Ili1aHbl CEeMUHAPCKUX 3aHATHI
CeMmuHapcKkue 3aHATUS 1O JUCUUIUIMHE HE NPEIyCMOTPEHbI B y4EOHOM
IUTAHE.

3.2. Ili1a"bl NPAKTUYECKUX 3AHATHH

IpakTnyeckoe 3ansitue Ne 1
«HopMaTHBHO-IPaBOBOE PeryJMpoBaHue JOKYMECHTHPOBAHUS
YIIPaBJEeHYECKOH eSiITeJIbHOCTH OPraHOB rOCyIapCTBEHHOM BJIACTH U
MECTHOI'0 CAMOYIIPABJICHUSD)

Heanb 3ansaTHA — (HOPMUPOBAHUE UYETKUX MPEJCTABICHUNA O HOPMATHUBHO-
MpaBoBOM 0a3e JOKYMEHTUPOBAHUSI YIIPABICHUECKON JEATEIbHOCTH OpPTaHOB
roCy/1IapCTBEHHOM BJIACTU U MECTHOTO CaMOYyIIPaBJICHUS.

3aganue:

1. Bompocsl 411 caMONOITOTOBKH:

1.1. Tlepeuncnure 3aKOHOHATENbHBIE akThl B cdepe HHPoOpMALMH H
JIOKyMEHTAITUH.

1.2. Kakue HOpMaTUBHBIE aKkThl (enepabHBIX OPTaHOB HCIOJHUTEIILHOM
BJIACTH, PEMVIAMEHTUPYIOT TPOUEAYPY [IOKYMEHTUPOBAHMS  YIPaBICHUYECKUX
pEeLIEHUM.

1.3. B kakux HOpPMAaTHMBHO-METOJAMYECKHX JTOKYMEHTaX 3aKpEIUICeH MOPSIOK
oopmiteHus: TOKyMEHTOB?

1.4. IlepeunciuTe OTEYECTBEHHBIE M TOCYAAPCTBEHHBIE CTaHAAPTHI Ha
JIOKYMEHTAIHIO.

2. M3ByunuTh KOMIUIEKT 3aKOHOJATEIBHBIX M HOPMATUBHO-METOIMYECKUX
nokymeHtoB  (IIpaBuna  menompomsBoactBa B DenepalibHbIX — OpraHax
UCTIOJIHUTENbHOM  Biactu, [lonoxkeHue O  cUCTEME  MEXBEIOMCTBEHHOIO
AJIEKTPOHHOTO JIOKYMEHTOO0O0pOTA ...).

3. Ilo 3akoHOAAaTEeNbHBIM W HOPMATUBHO-METOJMYECKUM JIOKYMEHTaM
OTPEICIUTh HAMNpaBJICHUs PErJIAMEHTAllMU PabOThl C JOKYMEHTaMH B OpraHax
rocyaapcTBeHHou Biactu Poccuiickon denepanum.

4. CocTaBUTh Ha OCHOBAaHUU MU3YYEHHOI'O MaTepuasa nepeueHb HOPMaTUBHBIX
JIOKYMEHTOB, PErJaMEHTUPYIOIUX padoTy C JOKyMEHTaMH B  OpraHax
rOCy/IapCTBEHHOM BIACTH U MECTHOT'O CAMOYIIPABJICHHSI.

DopMa 0TYETHOCTH:

1. KoHcniekT wu3yueHHOro Marepuana (PJIEKTpOHHAsT MpPE3eHTAlus — IO
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JKEJIaHHUIO).

IIpakTnyeckoe 3ansaTue Ne 2
«bJIaHKHU JOKYMEHTOB OPraHOB BJIAaCTH»

Hean 3anaTus — GopMUpPOBaHUE HABBIKOB COCTaBJICHUS OJAHKOB OPraHOB
BJIACTH.

3ananne:

2. Bormpocs i caMOnoATrOTOBKU:

1.1. Kakue TpeOoBaHUs TPEIBSABISAIOTCS K OJIaHKaM JOKYMEHTOB OpPraHOB
rOCy/IapCTBEHHOM BJIACTU U MECTHOI'O CaMOYIIPABIICHUS ?

1.2. Kakue Bubpl OJaHKOB JTOJKHBI UMETh OpPraHbl FOCY/1aPCTBEHHOM BIIACTH U
MECTHOT'O CAMOYITPABIICHUA?

1.3. Tlepeuncnure peKBU3UTHI O00s3aTenbHble g akToB [Ipesumenta
Poccuiickoit @enepanmn?

1.4. Hepeunciure PEKBU3UTHI u06513aTeJ'IBHBIe TS aKTOB
(ITOCTAHOBJIEHUN u PACIIOPSAKEHWMU) IlpaButensctBa Poccuiickoi
deneparuun?

1.5. Kakue OnaHKM JOKYMEHTOB MCIIOJIB3YIOTCS B (hefepalibHbIX OpraHax
VCTIOJTHUTEJILHOW BIAacTU?

1.6. Kakoii mopsiiok JOKEH OBITh B OpraHax rocyJapCTBEHHOM BIacTHU U
MECTHOT'O CaMOYTIPaBJICHUs [0 COXPAHHOCTH OJIaHKOB?

2. 3yunth Bupl OJIAaHKOB OPraHOB IOCY/AapPCTBEHHON BJIACTH M MECTHOTO
CaMOYIIPaBJICHHUS.

3. Ilo HOPMAaTUBHO-METOJIUYECKUM JIOKYMEHTaM ONPEAEIUTh OCOOCHHOCTU
W3TOTOBJICHUS, MCIIOJIb30BAaHUS, XPAHEHUS M YHUUYTOKEHHUS OJAHKOB OpraHOB
rOCy/JapCTBEHHOM BIACTH U MECTHOT'O CAMOYIIPABJICHHUS

4. ITogroToButh 1o 2 BrUaa OJIAHKOB ISl OPIaHOB FOCYAAPCTBEHHOM BIACTH U
MECTHOT'O CAaMOYIIPABJICHHS.

dopMa 0TYETHOCTH:

1. KOHCHIEKT N3y4EeHHOT0 MaTepraa.

2. DNeKTPOHHBINA BapHaHT OJIAHKOB.

IIpakTu4yeckoe 3ansaTue Ne 3
«/lokyMeHTHpOBaHNE YIIPABJICHYECKOM 1eATeJIbHOCTH OPraHOB
roCyJapCTBEHHOM BJIACTI

Hens 3ansgTMs —  QOpMHpOBaHME  HABBIKOB  JOKYMEHTHUPOBAHUS
YIPABJICHYECKOH AESITEILHOCTH OPTaHOB TOCYIaPCTBEHHOM BIIACTH.

3AJIAHUE 1. [loaroroBka u odopmieHue mpoektoB akToB [Ipesunenra PO.
3aganus:

1. Bonpock! AJis cCaMONOATOTOBKH:
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1.1. Kakue akrtbl BripaBe uzaaBath [Ipesunent PO? KakoBa ux ropuaudeckast
cuia?

1.2. B kakoM HOpPMAaTMBHOM JOKYMEHTE 3aKpeIUIeHbl  TpeOOBaHUS K
oopmitenuto aktoB [Ipesnnenra PO.

1.3.IlepeuricnuTe OCHOBHBIE MpaBWJIA MOATOTOBKH U O(GOPMIICHHS MPOEKTOB
akToB (yka30B U pacniopstkenuit) [Ipesunenra Poccuiickoit @enepanuu

2. lIpoanasm3upoBaTb HOPMATHBHBIE JIOKYMEHTHI, PETJIaMEHTHUPYIOLINE
cocraBiicHuE akToB [Ipesunenra PO.

2. W3yuure mnpaBwia MOJATOTOBKM M OQOPMIIEHHS THPOEKTOB aKTOB
[Tpe3unenra (yka3oB U pacOpsKEHH).

DopmMa 0TYETHOCTH:

1. IToArOTOBUTH KOHCHEKT U3yYEHHOTO MAaTepHaiIa [0 METOAMKE COCTABIICHHUS
pa3IMYHBIX BUJIOB aKTOB MIPE3UICHTA.

2. [Ipoananm3upoBath n3nanHble [Ipe3nieHToM yKa3bl U paCOPSKEHUS.

3AJIAHUE 2. [loaroroBka u ogopmiieHne NMpoeKToB akToB IIpaBuTenbcTBa
Poccuiickon ®@enepanumn

3apanus:

1. Borpocs! 111 caMONIOATOTOBKH::

1.1. Kakue BuAbl MPaBOBBIX AKTOB BIPAaBE M3AaBaTh Naynatel PenepalbHOrO
cobpanus? KakoBa ux ropuaudeckas cumia?

1.2. B kakoM HOpPMAaTUBHOM JOKYMEHTE 3aKpeIUIeHbl  TpeOOBaHUS K
odopmieHuto aktoB [IpaButenbcTBa PO.

1.3. Ilepeuncanre OCHOBHBIE IIpaBUiIa MOJTOTOBKU U O(OPMIIEHHUS TIPOEKTOB
aKToB (mocTaHoBIIeHUH U pacniopsbkenuit) [IpasutensctBa Poccuiickoit @enepariu

2. Ilpoanaim3upoBaTe HOPMATHMBHBIE JOKYMEHTBI, PErJIAMEHTHPYIOIIUE
cocraBiieHue akToB [ IpaButenscTBa PO.

3. M3yuure mnpaBuia TNOATOTOBKM M O(OpPMIIEHUS TMPOEKTOB AaKTOB
[TpaBurenscTBa Poccuiickoil @enepatiyiv (IIOCTAHOBICHUNA U paCOPSKEHUN ).

dopMa 0TYETHOCTH:

1. IToaroToBUTH KOHCIIEKT N3yYEHHOIO Marepuaia o METOJUKE COCTABICHUS
pa3nu4HbIX BUAOB akToB [IpaBurenscTBa PO.

2. CocTaBUTh NPOEKT PACIOPSKEHUS [0 ONEPATUBHBIM WM TEKYyLIUM
Borpocam IIpasurenscrBa PO.

3AJJAHUE 3. TloaroroBka u oQopmiieHHE TPOEKTOB HOPMATHUBHBIX
IPaBOBBIX aKTOB (PeJiepalbHOTO OpraHa UCIOJHUTEIBHOM BIaCTH

3aganusa:

1. Bonpock! AJi caMONOATOTOBKHU:

1.1. Kakue Buabl akTOB U3MAI0T (hefepaibHbIE OpPraHbl HUCIOJHUTEIBHOM
BiacTu? B Kakux opUIIMaIbHBIX U3IaHUSX OHU ITyOJITUKYOTCS?

1.2. Kakue OnaHKu JOKYMEHTOB HCHOJB3YIOTCS B (heAepalbHbIX OpraHax
VCITOJIHUTEIILHOW BJIACTH?

1.3. [lepeuncnnte OCHOBHBIE MpaBWia MOATOTOBKUA U O(POPMIIEHUSI TIPOEKTOB

aKToB (pe/iepabHbIX OPraHOB UCIOJHUTEILHOU BIACTH.
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2. IlpoaHamn3upoBaTh HOPMATUBHBIC JOKYMEHTBI, PETJIAMECHTHPYIOIINE
COCTaBJICHHE aKTOB (heJIepATbHBIX OPTraHOB UCIIOJHUTEIBHON BIACTH.

3. U3yunth OmaHKM TOKYMEHTOB (eAepabHBIX OPTaHOB HCIOJHUTEIIHHOM
BJIACTH.

4. W3yunte mnpaBuiia TOATOTOBKM W OGOPMIICHHS TPOCKTOB aKTOB
denepanbHbIX OpPraHOB HCIOJHUTENILHOM BIACTH (IIPUKA30B, PACHOPSHKEHUH,
MPaBWJI, TUPEKTUB, TOCTAHOBIICHUH ).

DopmMa 0TYETHOCTH:

1. IToaAroTOBUTH KOHCIIEKT U3YYEHHOIO Marepuaia o METOJUKE COCTABICHUS
aKToB (peliepalIbHBIX OPTaHOB UCIIOJIHUTEILHOM BIIACTH.

2. CocTaBuTh NPOEKTHI JOKYMEHTOB (ITPHKa3a, pacoOpsKEHUsI, HACTABJICHUS U
ap.) peneparTbHBIX OPraHOB UCIIOJIHUTEIBHON BIIACTH.

IIpakTnueckoe 3ansitue Ne 4
«JlokyMeHTHpOBaHHE YIIPABJIEHYECKOH AeSITeIbHOCTH OPraHOB
roCyJJapCTBEHHOM BJIACTID)

Heas 3ausiTusi —  QOpMUpPOBAaHME  HABBIKOB  JIOKYMEHTHUPOBAHMS
YIIPaBJIEHYECKON JEATEILHOCTH OPraHOB MECTHOT'O CAaMOYIIPABJICHHUS.
3aganus:

1. Borpocs! aJis1 caMONOATOTOBKH:

1.1. Kakue BUIbI aKTOB W3AaIOT OPraHaMHd MECTHOTO CaMOYIIPAaBJICHHUS?

1.2. Kakue OnaHKM JIOKyMEHTOB HCIOJB3YIOTCS B OpraHax MECTHOTO
caMOYIIpaBJICHHUS?

1.3. TlepeunciuTe OCHOBHBIE TpaBUJIa MOATOTOBKH W OGOPMIICHUS MTPOSKTOB
aKTOB OPraHOB MECTHOT'O CaMOYIIPaBJICHHUSI.

2. V3yunTh OJaHKU TOKYMEHTOB OPTraHOB MECTHOTO CaMOYITPABIICHUSI.

3. MByuuTe mpaBuia NOArOTOBKA U O(POPMIICHHSI aKTOB OpraHaMu MECTHOTO
caMOYTIpaBJICHHUSI.

dopMa OTYETHOCTH:

1. TIoaAroTOBUTH KOHCIIEKT U3YYEHHOI'O MaTepuaia Mo METOJUKE COCTABICHUS
aKTOB OpraHaMl MECTHOTO CaMOYIIPaBJICHUSI.

2. CocTtaBuTh  MPOEKTbl  JOKyMEHTOB  (MpUKa3a,  pPaCIOPSHKEHMUS,
MOCTAHOBJICHUS U JIP.) OPraHOB MECTHOTO CaMOYIIPABIICHUSI.

IIpakTueckoe 3ansiTue Ne 5
«Buabl KOMMepYeCKHUX OPraHu3aluin

Henbp 3ansTH — QOPMUPOBAHME YETKOTO NPEIACTABICHUS O BHUAAX
KOMMEPUYECKUX OPTraHU3aL1H.

3apanus:

1. U3yunTh BUABI KOMMEPUYECKUX OPTraHU3ALINN.

2. Wcnonb3yst pecypcebl IHTEpHET, 3an0JIHUTE TaOJIUILy

Buj koMMepyeckoii opranusanuu | KpaTkasi XapaKTepucTHKAa KOMMeP4ecKoi
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OpraHu3anuu (HauMeHOBaHMe, OPraHN3alHOHHO-
npasoBasi gopMma, cepa AeITeTLHOCTH, HATPABJICHHUS
JeATeTbHOCTH)

Xossiticmeennoe mosapuiecmso u 06uecmso

Xonoune

@MHGHCOGO'HPOMleﬂEHHble cpynnbl

Tocydapcmesennoe npeonpusmue

HpOU’o’GO()CWl@EHHble Koonepamuebl

KOMMepHECKue opeaHuzayuu C UHOCMPAHHbIMU
uneecmuyuimMu

Kpeoumnvie opeanuzayuu

DopMa 0TYETHOCTH:

1. IToAroToBUTH KOHCIIEKT U3YYEHHOT0 MaTepHrasa (3arojJHEHHas Tabaula).

2. IloaroToBUTH 3MEKTPOHHYIO MPE3EHTAINI0 00 OJJHOM BHJI€ KOMMEPUYECKOU
OpraHU3alMy Ha PUMEPE KOHKPETHOW OpraHU3alllu.

IIpakTuyeckoe 3ansaTue Ne 6
«Buabl HeKOMMepPYeCKUX OPraHu3aL Ui

Hens 3ansaTust — QopMUpOBaHME YETKOIO TMPEACTaBICHUS O BUIAX
HEKOMMEPUYECKHUX OpraHu3aIui.
3aganus:

1. N3yunTh BUABI HEKOMMEPUYECKUX OPTraHU3ALIHI.
2. Vcnonw3ys pecypcbl IHTEpHET, 3al10JIHUTE TaOJIUILy

Bui HekoMMepuecKoii opraHu3anuu KpaTkasi XapakTepucTHKA HEKOMMePYeCcKoi
opraHu3anuy (HAMMeHOBaHUe, OPraHU3ALMOHHO-
npaBoBasi popma, cdepa 1esaTeIbHOCTH, HANPABJIEHUSI
JeATeTbHOCTH)

TOpZOGO-I’lpOMleﬂeHHa}Z nalama

Dono

Yupeosicoenue

Hexommepueckoe napmnepcmso

Asmonommuas HeKommep4ecKas opzanusayus

Obvedunenus puOUecKUx auy (accoyuayuu i corsbl).

Tlompebumenvckuii kKoonepamus

LTocyoapcmsennas kopnopayus

Toeapumecmeo COOCMBEHHUKOB JHCUIIbSL

Eﬂazomeopumeﬂbnaﬂ opeaHuzayus

®opMa 0TYETHOCTH:

1. IToaAroTOBUTHh KOHCIIEKT M3yYEHHOTO MaTepraia (3arnojJHeHHAs TabIuIa).

2. TloaroTtoBUTH  DJNEKTPOHHYIO  TPE3CHTAIMI0O 00  OJHOM  BHUJE
HEKOMMEPYECKOW OpTraHU3aIMK Ha PUMEPE KOHKPETHON OpraHu3aIiim.

IIpakTuyeckoe 3ansitue Ne 7
«3aKOHOJATEIHHO-TIPABOBOE 1 HOPMATUBHO-METOAHYECKOEe PeryJiMpoBaHue
AOKYMEHTHPOBAHMSA eSITeJIbHOCTH KOMMeEPUYEeCKHUX OPraHu3auii»

Hean 3ansaTuss — QopMUpOBaHHE YETKUX MPEICTABICHUNH O HOPMATHUBHO-
MpaBoOBOM 0a3e JOKYMEHTUPOBAHUS YIIPABJICHUECKOW JEATEIbHOCTH OpPraHOB
roCcyJIapCTBEHHOU BJIACTHU U MECTHOTO CaMOYNPABJICHUSI.

3aganusa:
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1. Borpocs! 1151 CaMOIIOATOTOBKH:

1.1. 3akoHOnaTenbHBIE W HOPMATHBHBIE akThl P®, pernameHTUpYIOIIHE
JOKYMEHTUPOBAHHE JIEATEIbHOCTH KOMMEPUECKUX OpraHu3alHiil.

1.2.  OcHOBHbIE  BHABI  JIOKYMEHTOB, COCTaB/IIEMbIE B  XOJ€
JOKYMEHTUPOBAHMS I€ATEIIbHOCTH KOMMEPUYECKUX OpPraHU3alui.

1.3. Ilepeunciure OTAMYMS B JTOKYMEHTUPOBAaHUHU YIPABICHUYECKOU
JEATEIbHOCTH KOMMEPUYECKUX OpTraHU3aIuil.

2. Ilpoananuzupyiite ®3 «OO0 akuuoHepHBIX obOmecTBax», D3 «OO6
o0IIecTBaxX C OMPaHUYEHHOM OTBETCTBEHHOCTBIO» U ONpEAEIUTE TPeOOBAaHUSA K
cocTaBy ¥ 0(OPMIIEHUIO TOKyMEHTOB.

3.  Omnpenenure II0 3aKOHOJAATEJIbHO-IIPABOBBIM W HOPMaTHUBHO-
METOJMYECKUM JIOKYMEHTAM COCTaB JOKYMEHTOB, CO3/JaBacMbIX B XOJ€
JOKYMEHTUPOBAHMSI KOMMEPUYECKUX OpraHu3alui.

®opMa OTYETHOCTH:

1. TloaroroBUTh KOHCHEKT aHalM3a 3aKOHOAATEIbHO-TIPABOBBIX MU
HOPMAaTHUBHO-METOANYECKUX JOKYMEHTOB, PErNIAMEHTHPYIOIIUX JAESITEIbHOCTh
KOMMEPUYECKAX OPTaHU3aLNMN.

2. 3anoJIHATh TaOJMILYy CpaBHUTEIBHOrO aHayn3a aestenbHoctu 000, AO.

Kateropus 000 AO

Y‘Ip CKACHUC IOPUANICCKOro JIMIa

Oprassl yopaBiIeHUs

[Nopsinok ¢puHAHCHpOBaHUS
JIeSITeIIHOCTH

T'ocynapcTBeHHBIN KOHTPOJIb

VBennueHne YCTAaBHOI'O KaluTajia

Pe3epBHBII 1 HHBIE QOHIBI

TIponmaxa oyiei/aKkimi

BrIxoa U3 10pHIMYECKOTO JINIA

3. CocraBuTh NEPEYEHb [IOKYMEHTOB, COCTaBJISIEMBIX B KOMMEPYECKUX
OpraHU3alKMIX COTJIACHO 3aKOHOJATEIbHBIM aKTaM.

IIpakTnueckoe 3ansaTue Ne 8
«/loxkyMeHTalIHOHHOE O00ecnieyeHne YNIPaBJIeHNs HEroCy1apcTBEeHHOM
OPraHu3alui — AKIHOHEPHOT'0 00IIIECTBA

Henab 3ansiTust — (GopMUpOBaHME TMPEICTABICHUNA O JOKYMEHTHPOBAHHUH
YVIOPaBJIEHYECKON  JEATEIbHOCTH  HETOCYJApCTBEHHBIX  OpraHu3aluu U
dbopMUpOBaHUE HABBIKOB JOKYMEHTHUPOBAHUS JCATEIBHOCTH HEroCyJapCTBEHHBIX
CTPYKTYP.

3AJIAHUE 1. OO6mue TtpeOoBaHus, NpeabsBisieMble K 0O(QOpMIICHUIO
JIOKYMEHTOB KOMMEPUYECKUX OpraHu3aIui.

3aganus:

1. Boripocs! 1151 00CYy XK I€HUS

1.1. ®yHKIIMU JOKYMEHTOB KOMMEPYECKOW OpPraHU3aIIHH.

1.2. TlpaBwia odopmiieHUsS YIPABICHUSCKHX JOKYMEHTOB, PEKOMEHTyEeMbIe
['OCTamu.

1.3. TpeGoBaHus1, IpEeIbABIIEMbIC K TEKCTY YIPABICHUECKUX JOKYMEHTOB.
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1.4. JlenoBble mucbMa: BUIbI, PEKBU3UTHI, KOMIIO3UIUS TEKCTa, XapakTep
apryMeHTaIl1H.

1.5. OpraHuzallMOHHbIC JIOKYMEHTBHI: BHUJbI, pyOpUKalUsi TEKCTa,
YAOCTOBEPEHUE JIETUTUMHOCTH, COTJIACOBAHHE.

1.6. PacnopsauTenbHble JOKYMEHTBI: BHJbI, CTPYKTypa, YAOCTOBEPEHHUE
JIETUTUMHOCTH, COTJIACOBAHUE.

1.7. BnaHku JOKYMEHTOB KOMMEPYECKOW OpraHU3aI1u.

1.8. JIOKyMeHTBI IO TMYHOMY COCTaBY U TPeOOBaHUS K UX O(DOPMIICHHIO.

2. 3aKOHCIIEKTUPOBATh U3yYEHHBIN MaTepual

®DopmMa 0TYETHOCTH:

1. IIoArOTOBUTH KOHCIIEKT U3yUYEHHOTO MaTeprasa

3AJTAHUE 2. JTokymMeHTHpOBaHue rocynapctseHHon perucrparuu O0O0.

3ananusa:

1. Borpocs! 111 caMONOATOTOBKH::

1.1. Bergennure OCHOBHBIE JOKYMEHTHPYEMBIE HANPABJIEHUS YIIPABICHUECKOU
nesareapsHocT O0O0.

1.2. Tlepeuucnute BHUABI JOKYMEHTOB, HEOOXOJIMMBbIE Ji1  MOJAYd B
HAJOTOBBIM OpraH, C IIeJIbI0 TOJMYyYEHUsS CBHUJETEILCTBA O TOCYJapCTBEHHOM
perucTpanuu.

1.3. Oxapakrepu3yiTe OCHOBHBIE MpaBWJIa COCTaBJICHUS MPOTOKOJIA OOIIETOo
coOpaHusi, ycTaBa, yupeIUTeIbHOTO I0TOBOpa U Jp.?

1.4. TunoBbie U mpuMepHbie (GOpMBI yupeauTeabHbIX AokyMeHToB OO0,
MOPSAJIOK UX 3aI0JTHEHUSI.

2. Ilpoananu3upoBaTh MPeAIOKEHHBIE 00pa3Ilbl JOKYMEHTOB, HEOOXOANMBIX
JUISL TIOJa4d B HAJOTOBBIM OpraH, C LEJIbI0 TMOJYYEHHUS CBUACTEIILCTBA O
rOCyapCTBEHHOMN PETUCTPALIUU, BBISBIISIE OCOOEHHOCTH UX O(DOPMIICHHS.

3. Byuuth TUMOBBIE W TpUMEpHbIE (HOPMBI YUPEAUTEIIBHBIX JTOKYMEHTOB
OO0, nopsAaOK UX 3aMOTHEHUS.

dopMa OTYETHOCTH:

1. CocTaBuTh TOKYMEHTBI, HEOOXOUMBIE JUIsl TOJa4i B HAJIOTOBBIN OpraH, ¢
LEJIbIO TIOJTyYE€HUSI CBUJIETEILCTBA O TOCYAAPCTBEHHON PETUCTPALIUU.

2. I[ToaroToBUTH NPOEKT Y CTaBa.

3. oaroroButh mpoekT noroBopa 06 yupesxaenuu OO0O0.

4. CoctaButhb poTOKOJT cobpanus yupeaureneit OOO.

5. 3anonauth TUTIOBYIO (opMy 3asiBieHusi o peructpaiuu OO0 (dhopma
NeP11001).

3AJJAHUE 3. JlokyMeHTHpOBaHHE CO3/aHUs, MPeoOpa3oBaHUS W
JIMKBUIALIUUA aKIIHOHEPHOTO 00IIIeCTBA.

3ananus:

1. Bompocs! a1t cCaMOIOATOTOBKH:

1.1. Tlopsimok co3gaHusi, MpeoOpa3oBaHUs M JIMKBHJALMUA aKIHOHEPHOTO
o01iecTna.

1.2. CoctaB u QopMbl JOKYMEHTOB, HEOOXOAUMBIX JJIA CO3JaHUs,

npeoOpa3zoBaHusl U JIMKBUAAIIMHN aKITMOHEPHBIX OOIIECTB.
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2. Tlpoanamu3upoBaTh JTOKYMEHTBHI, HEOOXOMUMBIC ISl YUPSKIACHHUS U
rocynapcrBeHHo# peructpauuu AO (ycTaB — yUpeIuTENIbHbIN JOKYMEHT; PELIEHHE O
co3aHuu 00mecTBa (MPOTOKOJ YUPEAUTEINHHOTO COOpaHus); JOTOBOP O CO3IaHUN
AQ; 3asiBJIeHUE O PEruCTpallu; JOKYMEHTHI, OJTBEPKIAIOIINE OIJIaTy yCTaBHOTO
KaIMTana; CBUACTEILCTBO 00 YIIaTe TOCYIaPCTBEHHOM MOIUTHHBI).

3. U3yuuth THNOBBIE (OPMBEI NOKYMEHTOB JUII TOCYJapCTBEHHOU
peructpauun AO, NOPSAOOK UX 3aMOJTHEHHS U YIOCTOBEPEHHUSI.

4. Tlpoananmu3upoBaTh pEIICHHE O MPEOOpPa30BaHUU WM PEOpraHU3aIUU
o0I1ecTBa, JOrOBOP O CIUSHUM OOIIECTB, MEPENaTOYHBIA aKT M Pa3IeIUTEIbHBINA
OanaHC yCIIOBHOW OpraHU3AlIUY.

5. M3y4uth AOKYMEHTBHI MO JTUKBUIAIMK OOIECTBa (MOPSIOK COCTaBICHUS U
YTBEPKACHUS JTUKBUAAIIMOHHOTO OallaHca).

dopMa OTYETHOCTH:

1.CoctaBuTh mepeyeHb JOKYMEHTOB, HEOOXOIUMBIC IS  YUPEKICHUS U
rocyaapcTseHHoM perucrpamuu AQO.

2. 3amnojHUTH THIOBBIE (OPMBI JTOKYMEHTOB ISl TOCYJApCTBEHHOM
peructpanuun AO.

3. [loArOTOBUTH TPOEKT JOTOBOPA O CIUSHUU OOIIECTBA.

4. 3anoaHUTH TOKYMEHTHI 10 JIMKBUAAIIMN OOIIECTBRA.

3AJIAHUE 4. JlokyMeHTalMOHHOE OOecnedeHre AesTEILHOCTH OPraHOB
YIPaBJICHUS aKIIMOHEPHBIX OOIIECTB.

3ananus:

1. Bonipocs! 1151 00CYy K 1€HUS

1.1. JlokyMeHTallMOHHOE OOecIeYeHUe MOJATOTOBKU U TPOBEICHUS OOIIMX
coOpaHuil aKIIMOHEPOB.

1.2. lokyMeHTallMOHHOE o0ecrieueHue esTeabHoCTH CoBeTa TUPEKTOPOB.

2. Ha mpuMepe KOHKPETHOTO aKIMOHEPHOIo OOIlecTBa MpOaHAIU3UPOBATH
JIEATEIIBHOCTh M0 JOKYMEHTAIIMOHHOMY OOECIEeUEeHHUIO TTOATOTOBKU U MPOBEACHUS
o0IIUX COOpaHMl aKIIMOHEPOB.

3. Ha nmpumepe KOHKPETHOT'O aKIIMOHEPHOT'O OOIIECTBA MPOAHATU3UPOBATh
JEATENIbHOCTh 10 JIOKYMEHTAIlMOHHOMY o0ecreueHuto aestenbHocTH CoBera
JTUPEKTOPOB.

dopMa 0TYETHOCTH:

1. CoctaBuTh ImepedYeHb JOKYMEHTOB, OOECHEUYHBAIONIUX JACSATEIBHOCTD
OpraHoOB YIIPaBJIEHUS aKIIMOHEPHBIX OOIIECTB.

2. DnexTpoHHas Tpe3eHTalusi 00 OCOOCHHOCTAX JOKYMEHTAI[MOHHOTO
oOecrieueHusl JeATEeILHOCTH OPTaHOB YIPaBJICHUS aKIIMOHEPHOTO oOIecTBa 9Ha
puMepe KOHKPETHOTO OOIIECTBA).

3.3. Bonipochl AJ1s1 CAMOKOHTPOJISI
Paszoen 1. «/[oxymenmuposanue 0esmenbHOCMU 0P2AHO8 20CYOAPCMBEEHHOU
GI1ACTNU U MECMHO20 CAMOYNPABIEHUS.
1. [TonsiTue oOpranbl TOCYAAPCTBEHHOW BJIACTH M OPTaHBl MECTHOTO
caMOYIIpaBJICHUSI.

2. Cucrema OpPraHoB TIOCYIapCTBEHHOW BilacTd B Poccuiickon
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®enepaunn: Uuctutyt npesuaentrctsa PO, Oenepanbaoe codpanue PO, opransl
UCHOJIHUTEAbHOM BiiacTu PD, u T. 1.

3. [Ipeamocbuiku  (HOPMHUPOBAHMSI CHUCTEMBI JTOKYMEHTAIlMd OpPTaHOB
rocyaapcTBeHHoM Biactu Pocculickon denepanumu.
4, Opranuzanusi JOKYMEHTHPOBAHUSI B IIEHTPAIBHBIX YUPEKICHUSIX

PYCCKOTO NEHTPAJU30BaHHOTO  TocyJaapcTBa (@), M MECTHBIX YUPEKICHUSIX
(mpuKa3HBIX U30aX), ero 0COOEHHOCTH.

S. Opranuzanust JOKyMEHTUPOBAHUS B KOJIJIETUSIX.

6. Otnnuust TexHoJmoruu aokymeHtupoBanus XVIII B. oT TexHOJIOrHU
MPEAIIECTBYIONIETO EPUOA.

7. Co3manue  cucrtemMbl  JENONPOM3BOACTBA,  COOTBETCTBYIONIEH

€MHOHAYAIBHOMY MOPSAKY MPUHATHS PEIICHUM B IEHTPAIBHBIX YUPEKIACHUSIX
Poccun XIX B.

8. [lepBbie MEKPEThl COBETCKOM BIACTU O PETJIaMEHTAIlMU OTACJIbHBIX
CTOPOH  JOKYMEHTHPOBAHHS, O JIEMOKpaTU3alMU ACSTEIbHOCTH  COBETCKUX
YUPEKICHUMN.

Q. Xapaktepuctuka W 3HadeHue «OOmMX TpaBUSl JOKYMEHTAlUM U
JIOKYMEHTOO0OpOTa» KaK TMOMNBITKA OOOOIIEHHS METOJ0B  palldOHAIM3aIlUuU
JIOKYMEHTUPOBaHUS.

10. Co3nanne wu  BHeapenue OCHOBHBIX — mosiokeHUW — EnuHoM
roCyJIapCTBEHHOM cucTeMsbl aenornpousBoacta (EI'CJ]

11.  Cranpaptuzanus U yHUDUKAIUS — YNPaBIEHYECKUX JOKYMEHTOB B
1970-1990 rr. u ux BAMSHUE HA JOKYMEHTHPOBAHHE W OPTraHU3AIUIO0 PabOTHI C
JIOKYMEHTaMH.

12. 3akoHONaTeNbHBIE U HUHBIE TIPABOBBIC aKThl, PETYIHPYIOLIUE
JIOKYMEHTUPOBAHUE JESATEILHOCTH OPraHOB TOCYAapCTBEHHOW BJIACTU U MECTHOTO
caMOyIIpaBJICHUSI.

13. T'ocymapcTBEHHBIE  MEXKOTpPACIEBBIE  HOPMATHBHO-METOIUYCCKUE
JOKYMEHTBI,  ONpEACNISIIoIMe  MOPSAOK  paboThl € JOKYMEHTUpPYyEMOM
uH(popmanuen.

14. Buael OnankoB, ux Ha3HaueHue. COCTaB PEKBUBUTOB OJIAHKOB,
0COOEHHOCTH MX O(POPMIICHUS.

15. TIIpaBuna odopMieHUs PEKBU3UTOB, OMPEICISIONINX FOPUITICCKYIO
CHJIY ¥ OTPaXarolux cTagui 00pabOTKH TOKYMEHTOB.

16. Buner MPE3UICHTCKUX aKTOB. ITopsnox oy OJIMKOBaHUS
MPE3UICHTCKUX aKTOB.

17.  Axtel CoBera ®@enepanuu. [lopsnok omyomukoBanus aktoB CoBeTa
denepanum.

18. Axrtel T'ocynmapctBeHHO#l nymbl. [lopsigok omyOiMKOBaHUST aKTOB
['ocynapcTBEHHOMN AyMBI.

19.  Axrtbl npaBurensctBa PO. [lopsaok moanucanuss U omyOJIUKOBaHUS
IIOCTAaHOBJICHUU U pacniopspkeHun [IpasurenscTea PO.

20.  AKTbl, u3naBaemble (QenepaTbHBIMU OpraHaMu HUCIOJHUTEIbHON
Bractu. [Topsaok nmoanvucanus u omyOJUKOBaHUS.

21. Axtel  Kouctutryuuonnoro cyaa. Ilopsgoxk moamucaHus |
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OnmyOJIMKOBaHuUs akTOB KOHCTUTYIIMOHHOTO CcyAa.

22.  AKTBI OpraHOB MECTHOTO CaMOYITPaBJICHHUS.

23.  AKTHI I7IaBbl MyHUIIMTIATBHOTO 00pPa30BaHMUs.

24.  AKTHI TTIaBbI QIMUHUCTPALUU (TIOCTAHOBJICHUS M PACTIOPSIKCHHS).

25. PacnopsautenpHble JOKYMEHTHI (paclopsbKeHHsST U MPHUKasbl),
U3/IaBaeMble PYKOBOJHUTENSIMU CTPYKTYPHBIX MOAPA3ACICHUI aIMUHUCTPALIUH.

Pa3zoen 2. Jlokymenmuposanue oessmenbHOCMU KOMMEPUECKUX U HEKOMMEPUeCKUX
op2anuzayul

26. IlonsAThe HeErocyJapCTBEHHOTO KOMMEPUYECKOTO  MpPEINpHUSTHUS.
AkmmonepHoe o0miecTBo. Cnenuduka CTpyKTypbl €ro0 OpraHOB YIIPABIICHUS.

27. IlpaBoBas 0a3za JOKYMEHTAllMOHHOTO OO€CTICYCHHUS CO3JaHUs M
JESITEIbBHOCTH HErOCyIapCTBEHHOTO KOMMEPUECKOTO IPEIIPUSTHUS.

28. HopMmaTHBHO-METOIWYECKHE  JOKYMEHTBHI,  pErIaMEHTUPYIOIINE
oopmiieHre pa3TUYHBIX BHIOB TOKYMEHTOB.

29. VupexaeHue aKMOHEpHOTo o0miecTBa. TpeOoBaHUS K COCTaBICHHIO
1 0(pOpMIIEHHUIO JOKYMEHTOB, HEOOXOIMMBIX JJIsl yUPEKIECHHUS 00IIeCTBA.

30. Tlopsmox TrocyaapCTBEHHOW pErucTpali aKIHOHEPHBIX OOIIECTB.
CocraB u conepx’aHue JOKYMEHTOB, HEOOX0AUMBIX 1Jisi peructpauuu AO.

31. OcoOeHHOCTH JOKYMEHTHUPOBAHUS PEOPraHU3alMU U TPEOOPA30BAHUS
aKIMOHEPHBIX OOIIECTB.

32. ®enepanbHbli  3akOH  «OO0  aKIMOHEPHBIX  OOMIECTBaX» O
JNOKYMEHTUpOoBaHuU JukBuaanuu AO.

33.  OcoOeHHOCTH cOCTaBICHUS U 0(QOPMIICHHS yCTaBa — yUpEAUTEIHLHOTO
nokymenTa AO. CoctaB nHpopmMaIim ycrasa.

34. Oco0eHHOCTH AOKYMEHTAJIBHOTO O(MOpMIICHHUS peIIeHH COOpaHHs
yupenutenein AO. [IpoTokos coOpaHusi yupeauTenen.

35. Opranst ynpasiaeHuss AO, 1X KOMITIETCHITHS.

36. CocraB BHYTpEHHUX OPTraHM3AIMOHHBIX JOKyMeHTOB AO, UX poJib B
JIESITEIbHOCTH arapara ynpaBIeHHs.

37. Tlopsmox pa3pabOTKM TOJOXKEHUH 00 opraHax ympaBlICHHUs, WX
COrjacoBaHMe, MOJIUCAHUE, YTBEPKICHUE.

38. JlokyMeHTHpOBaHUE pacnopsauTensHoil gestenbHocTH. CocTaB
pacnopsiAUTENbHBIX JOKYMEHTOB.

39. TpeboBaHUs K COCTABJICHHUIO U O(POPMIICHUIO TPUKA30B 110 OCHOBHOM
NESTEIbHOCTH U IMYHOMY COCTaBY aKIIMOHEPHBIX OOIIECTB.

40. JIOKyMEHTUpOBaHUE  JCSATENIbHOCTH  KOJUIETHAIbHBIX  OPIraHOB
yrpaBiieHus: 0011ero coopanus akimonepos, CoBeTa AUPEKTOPOB, MPABICHHUSL.

41. JIOKyMEHTHpPOBAaHHE TMOJTOTOBKM W TPOBEACHHUS TOJIOBOIO OOIIETO
coOpaHusi aKIIMOHEPOB.

42. JIOKyMEHTUpOBaHWE TIOJTOTOBKM U TPOBEACHUA BHEOUYEPETHOTO
oO1rero coOpaHusi akIIMOHEPOB.

43.  OcCOOEHHOCTH JIOKYMEHTHMPOBAHHUSI NpPOBEIEHUs oOIIero codpaHus
aKIIMOHEPOB B ()OpPME 3a0YHOTO TOJIOCOBAHMUS.

44, OcoOeHHOCTU COCTaBJ€HUS W O(GOpPMIICHHS MPOTOKOJOB OOIIETO
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cobpanus akunoHepos u CoBeTa AUPEKTOPOB AKLIMOHEPHOT'O OOIECTBA.

45. KomMmepueckuid ~ A0roBop  (KOHTPAakKT):  CTPYKTypa,  COCTaB
uHpopMaIuu, TpeboBaHus K OPOPMIICHHUIO.

46. PeecTp akIMOHEPOB — BAXKHEUIINI YUETHBIN TOKYMEHT aKIIHOHEPHOTO
o01ecTBa.

47. Ilopsanok BeaeHUs peecTpa akIMOHEpOB. BeImucku U3 peecrtpa.

48. Ilopsanox XxpaHeHMs TOKyMEHTALMU aKIIMOHEPHOTO 00I1IEeCTBA.

49. IlpaBuna cuctemMaTH3aly JOKYMEHTOB IIPU UX TEKYIIEM XPaHEHUU.

50. Howmenknarypa nen KOMMEpYECKOTO IPEANPUATHS:
KJIaCCU(UKALMOHHAS CXeMa, COCTaB HH(opMalnu, TpeboBaHUsI K 0(OPMIICHUIO.

51. JloroBOpHbIE OCHOBBI ~ B3aMMOOTHOIIEHUN  HEroCyAapCTBEHHBIX
KOMMEPUYECKUX CTPYKTYp U FOCYAapCTBEHHBIX OPTaHU3alMN B Cpepe COXPaHHOCTU
JIOKYMEHTOB.

3.4. IlIpumepHbIe TeMbI KyPCOBBIX padoT

1. Jlenonpor3BOACTBO B OpraHax rocy1apCTBEHHOM BJIACTH (Ha MpUMeEpe
KOHKPETHOT'O OpraHa).

2. Jlenonpou3BoACTBO B OpraHax MECTHOTO CaMOYMpaBlieHUs (Ha
npuMepe KOHKPETHOTO MYHHIIMIIAJBLHOTO pailOHa UM KOHKPETHOTO TOPOJCKOTO
OKpyTa).

3. JIOKyMEHTUPOBaHUE MPOXOXKJIECHUS MYHUIUNAIBHON CIy»kObl (Ha
KOHKPETHOM IIPUMEPE).

4. Opranuzanusi pabOThl KaHIEIAPUM YUpEeXKJIeHUus (Ha mpuMmepe
KOHKPETHOI'O YUPEXKICHUS).

5. Opranuzanusi J10KyMEHTOOOOpOTa YUpeKJIeHUs (Ha KOHKPETHOM
IpUMEepe) U OCHOBHBIE HAIIPABJICHUS €T0 COBEPIICHCTBOBAHM.

6. AHanu3 T0KyMEHTO000pOTa YUpexIeHUs (Ha KOHKPETHOM IIPUMEPE).

1. Opranuzanusi  JIeJIONPOU3BOJICTBA MO paboTe ¢ oOpalieHUusIMu
rpaX<1aH B TOCYIapCTBEHHBIX YUPEKICHUSAX.

8. Opranuzanusi  JI€JIONPOU3BOJICTBA MO paboTe ¢ oOpalieHUus MU
rpaXkIaH B HErOCYIaPCTBEHHBIX YUPEKICHUSAX.

9. Opranuszaiusi JAeTONMPOU3BOJACTBEHHON CITyKOBI TOCYAapCTBEHHOTO

opraHa BJIacTH / MyHUIIMIIAJILHOTO CaMOYIIpaBJieHus (Ha KOHKPETHOM MpUMeEpe).

10. JloxymeHTallMOHHOE OOecIieYeHue YTMpaBieHUs B 3aKOHOAATEIbHOMN
Jyme (Ha mpuMepe KOHKPETHOTO Kpasi WiId 00J1acTH).

11. JlokymeHTanmoHHOEe oOecrieueHue ympapieHus B Jlyme ropona ....
(Ha mpuMepe KOHKPETHOTO TOpoJa).

12. JloxymeHTallMoOHHOE oOO0ecIlieueHne YIMpaBlIeHUS B aIMUHUCTPAIUU
ropoja XabapoBcka (1 Ha BIOOp Baiil ropos uiau noceneHue).

13. JlokymeHTanmoHHOE oOecreueHre yrpapieHuss B DeaepaibHOM
HAJIOTOBOM city>k0e (Ha mpuMepe KOHKPETHOTO YIPaBIICHHUS ).

14. JlokymeHTallMOHHOE oOOecrieueHue yrpaBieHuss B MUHUCTEpPCTBE
KylnbTypel XabapoBckoro kpas (Widm Ha TpUMepe TOABEIOMCTBEHHBIX
OpraHu3aIui).
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15. JloxymeHTarimoHHOe  oOeclieueHWEe  yMpaBlIGHWs B  ammapare
YIOJHOMOYEHHOTO IO MpaBaM 4eloBeka / pebeHka (Ha mpuMepe KOHKPETHOTO
Kpasi wiin o0JacTu).

16. OcobenHoctu pabOThl C BICKTPOHHBIMU JOKYMEHTaMH B OpraHe
BJIACTU (Ha KOHKPETHOM IIpUMeEpe).

17. CoBpemenHble HH()OPMALIMOHHBIE TEXHOJIOTUU B JOKYMEHTAIIHOHHOM
00ecrieueHnH TOCyTapCTBEHHOT'O YIIPaBICHMUS.

18. ®opmupoBaHHE U XpaHEHHE JEJ B AEIONPOU3BOACTBE (Ha MpUMEpE
KOHKPETHOI'O TOCYIapCTBEHHOI'O WJIM MyHUILIMIIAJILHOTO OPraHa).

19. OcobGenHoctu cyneOHOTO M HOTApUAIBHOTO JIEJIONPOU3BOJICTBA (HA
IpUMeEpEe KOHKPETHOTO YUPEKICHHUS).

20. OdopmieHue [ITOKYMEHTOB B JIEATEIbHOCTU TOCYIapCTBEHHBIX
OpraHoB (Ha MpUMEPE KOHKPETHOTO IOCYIapPCTBEHHOTO OpraHa).

21. OdopmieHne TOKyMEHTOB B ACSITEIbHOCTA MYHHUITUIAIBHBIX OPTaHOB
(Ha mpuMepe KOHKPETHOTO MYHHUIIMTIATBHOTO OPTraHa).

22. JlokyMEHTHpOBaHHE MOATOTOBKM M MPOBEIEHHUS TOJOBOTO OOIIETO
coOpaHus aKIIMOHEPOB (Ha KOHKPETHOM ITPUMEDE).

23. JlokyMeHTanMOHHOE OOecTeueHue IeATENbHOCTH HCIOIHUTEIHLHOTO
opraHa yIrpaBJieHUsl aKIIHIOHEPHOT0 O0IIeCTBa (Ha KOHKPETHOM MPUMEPE).

24. HowmeHnkiarypa aen KOMMEpPUECKOH OpraHU3alNN:
KJIaCCU(UKALMOHHASI CXEMa, COCTaB HMH(popmauuu, TpedoBaHUSA K O(OPMIICHUIO
(Ha KOHKpETHOM IIPUMeEpE).

25. MHunuatvBHAs TeMa MO NPEJIOKEHHUIO CTYACHTA.

4. METOIMYECKHUE YKA3AHUA 11O OCBOEHUIO JUCHUAIIVINHBI

YcBoeHne MaTepralia JUCIUIUIMHBI Ha JICKIHIX, TPAKTHICCKUAX 3aHATUAX H
B pe3yJbTaTe CaMOCTOSITEIHLHOW TMOJATOTOBKHM W HM3YyYCHHsI OTACIBHBIX BOIPOCOB
JTUCITUTUIMHBI, TIO3BOJIAT CTYJACHTY TOJOWTH K TIPOMEXYTOYHOW aTTecTaluu
MOATOTOBJICHHBIM. 3HAHWs, HaKaILIMBaeMble TIOCTETICHHO ¥ B Pa3JIMYHBIX
pakypcax, ¢ UCIOJIb30BaHUEM TIPOTHUBOIOIOKHBIX MHCHUH W B3TJIAI0B HA Ty WJTH
UHYI0 TIpOOJIeMy SBISIOTCS TIIYOOKMMH W KAa4eCTBEHHBIMH, W TIO3BOJISIOT
bopMHpPOBAaTH COOTBETCTBYIONTHE MPO(PECCHOHATBHBIE KOMITETEHIINA KaK HTOT
o0pa3oBaTenpHOTO Ipolecca.

JIyist cucteMartu3aly 3HaHUM M0 JTUCHIUILIMHE TEPBOHAYaIbHOE BHUMAHHE
cienyeT oOpaTHTh Ha pabouyl0 MporpaMmy Kypca, KOTopas BKJIIOYAaeT B ceOs
OCHOBHBIC MPOOJIEMBbl NUCHUIUIMHBI (TEMATUKY 3aHSATHI), B paMKax KOTOPBIX H
bopMHPYIOTCS BOMIPOCHI JIJIsi KOHTPOJIS U aTTecTaruu. [loaToMy CTyneHT, 3apaHee
O3HAKOMUBIIIUCH C MPOTPAMMOM Kypca, MOXET JIydIllle COPHEHTHPOBATHCS B
MIOCIIEZIOBATEILHOCTH OCBOCHHS Kypca C MO3UINI OpraHU3aIllii CaMOCTOSATETHHON
paboThI.

[Tpu opranu3zanuu mporecca OCBOSHUS TUCITUTUIMHBI CJIEAYET YUUTHIBATS:

1. Ilnanuposanue 8pemenu, 0meeodeHH020 HA 0CBOEHUE OUCYUNTIUHDL.

[Ipy nmnnaHupoBaHWMM BpPEMEHM HA OCBOCHHE JAUCITUIUIMHBI  CIIEAYET
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PYKOBOJCTBOBATBCSI: CTPYKTYpPOM NHUCUHUIUIMHBI, B KOTOPOW YKa3aHbl KOJUYECTBO
aKaJeMUYECKHX YacoOB B pa3pe3e KaKIOM TeMbl, BHUJA 3aHATUN (JIEKLIMOHHOE,
IPAaKTHYECKOE) M Yachl Ha CaMOCTOSTENbHYIO paboTy; QopMoil TeKyIero
KOHTPOJISl YCIIEBAEMOCTHU (TECThI, BHITIOTHEHNE UHIUBHUIYATbHBIX U MPAKTUUYECKUX
3aHATUHN U JIp.); GOPMOH MPOMEKYTOUHOM aTTeCTANH (3a4eT, IK3aMEH).

2. IlocnedosamenvHocmuv Oeticmeuti npu 0C80eHUU OUCYUNTIUHDL.

N3yuenne kaxaod TemMbl AUCIHUIUIMHBI I1€JIeCOO0pa3HO HAYMHATH CO
3HAKOMCTBA C COAEP)KAHUEM IUCUUIUIMHBI B pa3pe3e TEM; 3aTe€M CIEAYET dTall
1no100pa UCTOYHUKOB U3 YKCIIAa PEKOMEHIYEMBIX U MOA0OPAHHBIX CAMOCTOATEIHHO
(HayuyHble cTaTbu; WHG(OpMaNUsi C O(PUIMAIBHBIX CAWTOB TOCYJIAPCTBEHHBIX
OpraHoB, OPraHOB MECTHOT'O caMoOyIpaBieHUs u J1p.). 3yueHue MCTOYHMKOBOM
0a3pl MOXET COIPOBOXKIATHCA KOHCIEKTHpoBaHUeM. LlernecooOpa3Ho BecTH
NEepeUYeHb MPOOJEMHBIX BOIPOCOB KaK IO CYIIECTBY TEMBI, OOYCIOBIEHHBIX
npo0eraMyu B HAYYHOM M IIPaBOBOM TMOJ€ M MpoOJeMaMH MPaKTHYECKOIrO
XapakTepa, TaK U B CIydae 3aTPyAHEHUI C YSICHEHHEM CMbICIAa H3JI0KEHHOIO B
UCTOYHHUKAX MmaTepuana (yKa3aHHbIE BOIPOCHI MOTYT OBITh pa3pelieHbl
CaMOCTOATENIbHO, BO BpPEMsSI CECCHOHHBIX 3aHSATHM WJIM Ha KOHCYJbTAlMU C
IPENoIaBaTesieM).

JInsi MOATOTOBKM K MPAKTUYECKHM 3aHATUSM PEKOMEHAYETCS MOAPOOHO
M3YYHUTh KOHCIIEKT JIEKIIMA U MaTepUalIbl JEKIUOHHBIX 3aHATUH, MPEIIIECTBYIOIINX
IIPAKTUYECKOMY 3aHATHIO. Takke PEKOMEHIYETCS] O3HAKOMHUTHCS C TEXHOJIOTHEH
MPOBEJACHUS MPAKTUUECKUX 3aHATUM, KOTOpas BKIIOYAET CIICAYIOIIME ATarlbl:
OOBSICHEHHE 3a/IaHUsI U HAaBBIKOB (KOMIIETEHIINI), KOTOPBIE 3aKPEILISIOTCS B XOJI€
€ro BBINIOJIHEHUS;, 3HAKOMCTBO C KOHKPETHBIMH HMCTOYHMKAMHU WHMOpMaIuu s
BBITIOJIHEHUS 3a7aHusi; OOCYXJICHHE M YTOYHEHHE BOIMPOCOB B XOJ€ aHAIM3a
HMCTOYHUKOB HWH(OpMAIIMHU; COBMECTHBIH MPOCMOTP IMEPBUYHBIX PE3YJbTATOB,
OLICHKAa UX COOTBETCTBUS MO (POPMATIbHBIM U COAEPKATEIbHBIM TPEOOBAHUSIM.

3. HUcnonvzosanue yueOHO-MemoOOUHeCKUx Mamepualoe u pabomy c
aumepamypou.

Crnenyer NpUMEHSTH CIEIYIOLIYH ITOCJIEI0BATEIbHOCTh MCTOYHUKOB IS
M3YUYCHUS] TEM AUCIHUIUIMHBI: HOPMATHUBHBIE MPABOBBIE aKTHl MO JUCIUIUIMHE;
KOMMEHTApUU K 3aKOHOJATENIbHBIM aKTaM; HaYyYHYI0 W y4eOHYIO JUTEpatypy, a
TaKXe APYrue UCTOUHUKH.

4. [loocomo6Ky Kk mexkywemy KOHmporo yCneeaemocmu.

OcHOBHOM 3a/ayeil TEKYIIEro KOHTPOJISI YCIEBAEMOCTH OOyYaronuxcs
SIBJISICTCSI TIOBBIIICHUE KaueCTBa 3HAHUM, MPUOOPETCHUE U PA3BUTHE UMH HABBIKOB
CaMOCTOSITENIbHOM paloThl. Tekymuid KOHTPOJIb 3HAHUN OOyYaroIIMXCs IO
JUCUUIUIMHE MOXET HMMETh CIEeAYIOUME BHUABL: YCTHBIA OMNPOC Ha JEKIMSIX,
MPAKTUYECKUX 3aHATHUSX; MPOBEPKA BHITIOIHEHUS MUCbMEHHBIX CaMOCTOSITEIbHBIX
paboT 1 JOMAIIHUX 33JJaHUI; TECTUPOBAHHUE.

Jnst 5ppekTUBHON MOATOTOBKUA K TEKYLIEMY KOHTPOIK MO IUCUHUILIUHE
HEOOXOJMMO HCIOJIb30BATh PEKOMEHJIOBAHHYIO OCHOBHYIO U JOMOJHUTEIbHYIO
JUTEPATYPY, KOHCHEKThl JEKUUH, pa3padOTKU CTYACHTOB, BBINOJHEHHbBIE B
pe3yJbTaTe MOJTOTOBKHY U BBIMOJHEHUS] CEMUHAPCKUX U MPAKTUYECKUX 3aHSITHIA.

5. Iloocomoexa Kypcosoti pabombui.
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KypcoBas paboTa mo IUCHUIUIMHE SBISETCS HUTOTOM CaMOCTOSTEIbHOMN
pabotsl cTyneHta. KypcoBas pabota goikHa OBITh HMCCIEAOBATEILCKOM,
aKTyaJIbHOM U UMETh MPAKTUYECKYIO 3HAYNMOCTb.

L{enb MOATOTOBKHU KYPCOBOM PabOTHI - 3aKpEIICHHE TEOPETUIECKIX 3HAHUN
M0 JUCHUUIUIMHE, TMPHOOPETEHHWE CTYyJIEHTAMU HaBbIKA CaMOCTOSITEIBHOTO
yIIyOJIeHHOTO MU3yYeHUsl OJJHOTO U3 pa3/ielioB Kypca, a TakKe BhIpaOOTKa YMEHUs
paboTarth C pa3IUYHBIMM UCTOYHHMKAMU HH(OpMallUU, aHAIU3UPOBATh (DAKTHI U
JAaHHBIE CIIEUHUALHON JUTEpaTyphbl, U3JaraTb MPOYUTAHHOE COBPEMEHHBIM
JUTEpATypHBbIM si3bIKOM. KypcoBasi paboTa mNOMOraeT pa3BUTHUIO MBIILICHUS
CTYJIEHTa, HABBIKOB CBOOOJIHO ONEPUPOBATh HAYUYHBIMHU 3HAHUSIMH MPUMEHUTEIHHO
K pa3Ho00pa3HbIM chepaM mpodecCHOHATIBHOMN e TENbHOCTH.

KypcoBas paboTa nomkHa MpoAeMOHCTPUPOBATh YMEHHUE CTYICHTA:

- 000CHOBATh aKTyaJIbHOCTh BHIOPAHHOM TEMbI B HAYYHOM U MPAKTUYECKOM
IUTaHAX;

- IOKa3aTh CTENEHb N3YYCHHOCTH M pa3pab0TaHHOCTH MPOOIEMbI B HAyYHOM
JUTEPATYDPE;

- (hopMyIHpOBaTh LIETh U 33/1a4U pabOTHI;

- U3JIOKUTH COJIep KaHue naparpaoB pabOThl IUTEPATYPHBIM;

- aHaJIM3UpOBaTh COOpAHHBIA MaTepuay, COMOCTaBIATh Pa3TUYHBIC
KOHIEMIINH, aTbTePHATUBHBIE MTOJIXO0/Ibl, PEILICHUE OTACIBHBIX IPOOIIEM;

- (hopMyIMpPOBAThH BHIBOJBL;

- opopmIIATH pabOTy B COOTBETCTBUU C TPEOOBAHUSIMU, PEABIBISIEMBIMU K
HAyYHO-UCCIIEI0OBATENLCKUM paboTam.

HenocpeacTBeHHBIMU JTaHHBIMM JJI1  BBIIOJHEHUS KypCOBOM paboOThI
SBIIAIOTCA HAay4YHbIE TPYIbl, MyOJUKaUUU B NPOGECCHOHATIBHONW NMEPUOIUUYECKON
nevyaTd, HOPMATHBHO-TIPABOBAsl JOKYMEHTAIlWs, CHElHadbHas JIOKyMEHTAIHSA,
CTIPaBOYHbBIE M3AAHHS, WHTEPHET-PECYPChl U Op., COAEpKaIre WH(OOPMALUIO IO
npobJieMe KypcoBOM paOOTHI.

[ToaroroBka KypcoBoi pabOThl COCTOUT U3 HECKOJIBKUX ATAIOB:

1. BriOop TeMbI 1 000CHOBaHHE €€ AKTYAJIbHOCTH.

2. COOp TEOPETUYECKOTO U MPAKTUYECKOr0 Marepuaia, He0OX0IUMOTO IS
HaIMCaHUs KypCOBOM pabOTHI.

3. OOpaboTka ¥ aHamU3 TMOJYYEHHOM HH(POPMAIUK C TPUMEHEHUEM
COBPEMEHHBIX METOIOB UCCIIEI0OBAaHUS U aHAJIN3a.

4. ®opMyIIMpOBaHUE BBIBOJIOB.

5. OdopmaeHnrue KypcoBOMl pabOThI B COOTBETCTBUHM C YCTaHOBJICHHBIMH
TpeOOBaHUSIMU.

Bobi6op Tembl KypcoBOW pabOoThl — OCYIIECTBISIETCSI CTYJIEHTOM IOCIE
3HaKOMCTBAa C TEOPETHUYECKHUMH TpPOOJIeMaMy JUCIUIUIMHBI, W3J0KEHHBIMH B
JEKIMOHHOM Kypce. [Ipu BeIOOpe TeMBI CTYACHT MOKET UCXOAUTh U3 TIPUMEPHOU
TEMAaTHUKH KypCOBBIX padoT.

[lo cormacoBaHui0 C MPENOAABATENEM, OCYUIECTBISIOIUM HAy4YyHOE
PYKOBOJICTBO TIOJTOTOBKOM KyPCOBBIX pa0OT, CTYIEHT MOXKET MPEJIOKHUTh TEMY C
y4eTOM CBOMX HAYYHBIX HWHTEPECOB, CHECIU(PHUKU AEITETLHOCTH KOHKPETHOU

opranuzanuu (pupmbl), a TakKe CBOMX JOJDKHOCTHBIX OOSI3aHHOCTEM (IJis
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cryneaToB 3P0) m T.1. Tema KypcoBoil pabOTHI JODKHA OTBEYATh TEMATHKE
npo0ieM, pacCMaTpPUBAEMBIX B TEOPETHUYECKOM Kypce W BKIIOYEHHBIX B
porpamMmy Kypca.

KypcoBass pabora momKHA SBIATHCS TPAKTUYCCKAM HCCIEAOBAHUEM II0
BBIOpPAHHOH TEME.

KypcoBasi pabora momkHa OBITH TOATOTOBJICHA CTYJICHTOM B CPOKH,
MPEAyCMOTPEHHbIE YYEOHBIM IIJITAaHOM, KOTOpBIE NPENnojaBareib IJOBOJIUT [0
cBelieHus1 cTyAeHTOoB. [IpoBepuB paboTy, PEIIEH3EHT BBICTABIISIET HA TUTYJIHLHOM
JIMCTE UTOTOBYIO OLIEHKY U MUIIET KPATKYIO PEIEH3HIO.

B ciywae nosiydeHHsT HEYAOBJIETBOPHUTEIILHOM  OIIEHKU  CTYIEHTY
npeajiaraeTcsi mepepadoTarb KypcoByl0 paboTy ¢ y4eTOM 3aMEYaHHUil pelieH3eHTa
WM TIOJTOTOBUTH KYPCOBYIO paOOTy Ha JAPYTYIO TEMY.

CrtyneHT BmpaBe OOpaTUTBCS K IMPENONABATENI0 3a KOHCYJbTAlUCH TIO0
J1000My BOIIPOCY, BO3HHKIIIEMY B XOJE TOJITOTOBKH KypcoBoW paboThl. Kak
MPaBUJIO, TPETNOIaBaTellb KOHCYIBTHUPYET CTYJICHTA MO BOIPOCAM, CBSI3aHHBIM C
BBIOOPOM HMCTOYHHUKOB, aHAJIM30M CIICIIHAJIBLHOM JUTEpaTyphbl, pa3padOTKOM
palMOHAIBLHON CTPYKTYpPBI pabOThI, COOPOM (haKTOB M CTATUCTHYCCKUX JTAHHBIX,
ux o0OpaboTkoi. B xoze KOHCyIbTalui CTYJEHT MOJy4YaeT JOMOJTHUTEILHYIO
nH(popMaIio, HeOOXOAUMYIO JIJISl MOJATOTOBKU KypcoBoi paboThl. [IpenogaBarens
KOHTPOJIUPYET IMOATOTOBKY KypCOBOWM pabOThI, 3HAKOMHUTCS C TEKCTOM, JeliaeT
CBOM 3aMEUaHUsI.

[IpenonaBatenb JOJMKEH JOBECTU JO CBEJEHUS CTYJIEHTOB TpeOOBaHUS K
KYpPCOBBIM paboTaMm.

CrpykTypa U conaepxkaHue KypcoBod pabotel. KypcoBas pabora momkHa
COCTOSITD U3:

- TUTYJIBHOTO JIUCTA;

- OTJIABJICHUS;

- BBEJICHUS;

- 2-X T71aB (B KaXJI0W U3 KOTOPBIX JODKHO OBITh HE MEHee 2-X maparpados);

- 3aKJTIOYEHUS;

- Oubmmorpaduueckoro cnucka (MCIoIb30BaHHBIX HCTOUHHUKOB);

- IPUJIOKEHUH (IO HEOOXOUMOCTH).

OO6beM paboThI, Kak IpaBWJIO, cocTaBisger 25 - 30 cTpaHHUIl OCHOBHOTO
Tekcta (0e3  Oubnmorpaduyeckoro cmumcka W npwiokeHuit). OObeM
OoubnuorpaduyecKoro CHucKa U MPUIIOKEHUM HE OTPAaHUYMBACTCS M HAMPSIMYIO
CBsI3aH C BBIOpAaHHOUM TEeMOW U OCOOEHHOCTSIMU €€ PACKPBITHSI.

Bo 66edenuu naercs obmas xapakTepUCTHKA KypCOBOW pabOTHI:

- 000CHOBaHUE aKTYaJTbHOCTH BBIOPAHHOM TEMBI;

- YKa3aHUe 1SN U 33]1a4;

- onipeniesieHne 00beKTa U MPeaAMETa UCCIICIOBAHUS;

- YKa3aHUE TCOPETUUCCKON 0a3bl HCCIICIOBAHUS;

- KpaTKasi XapaKTepUCTUKa CTPYKTYPbI paOOTHI;

- YKa3aHHUE MPAKTUUECKON 3HAYUMOCTH KyPCOBOUM pabOTHI.

Inaser  Kkypcosoii  pabomuvl MOTYT — COJIEpkKaTh OINUCAHHE MPOOJIEMBI

(HanpuMep, JOKYMEHTAllMOHHOTO OOECNeYEeHUsl YMpaBJIECHUS B ONpPEEICHHOU
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OpraHu3alid ¥ NPH ONPEIEICHHBIX YCIOBHSX); aHAIW3 OPraHU3ALMOHHBIX WM
TEXHOJIOTHUYECKUX  OCOOEHHOCTEH  JOKYMEHTHUpOBaHHA (WiIM  paboOThl ¢
JIOKYMEHTaMH ); HICTOPUIO PA3BUTHS BOIIPOCA HIIK IPOOIIEMBI.

KonnuectBo maparpadoB B Kaxk0#l IJ1aBe ONMpeAeseTcs UCXOsi U3 3aaad
KypCcOBOM pabOThl U COOpPAaHHOTO MaTepuaia, OJHAKO MUHUMAILHOE KOJWYECTBO
naparpadoB B KaKJ0W U3 JBYX IJIaB JOJDKHO ObITh HE MEHEE JIBYX.

B KoHIIe I1aBbl CTYJEHTHI JTIOJDKHBI MPEJICTABUTh BBHIBOBI MO COACPIKAHUIO
BBITIOJIHEHHON PaOOTHI.

3axnouenue NOIKHO COJEPKaTh OOLIUE BBIBOJBI, 000OIIEHHOE U3JI0KEHUE
CYTH OCHOBHBIX IPOOJIEM, aBTOPCKYIO OIIEHKY PabOThI C TOUKH 3PEHHS PEIICHUS
MOCTABJICHHBIX  3a7a4,  BO3MOXKHOCTHM  MPAKTUYECKOTO  HMCIOJb30BaHUS
PEKOMEH 1AL, TPEITIOKEHHBIX B paboTe, 3 PEKTUBHOCTD UX BHEAPEHHUS.

Bubnuoepaguueckuti  cnucox BKIIOYaeT OMOIMOTrpapuUecKre OMHCAHMS
MCIIOJIb30BAaHHBIX HMCTOYHUKOB, H3YYEHHBIX B IPOLECCE MOJITOTOBKH pabOTHI,
COCTABJICHHBI B COOTBETCTBUU C €JUHBIMH TPEOOBaHUSAMHU OMOIHOTrpadUuecKoro
OMKCAHMS TOKYMEHTOB Ha OCHOBE MPUHATHIX FTOCYJaPCTBEHHBIX CTAaHAAPTOB.

bubmuorpaduueckre onucaHus UCTOYHUKOB B CIIMCKE PACIONararTcs, Kak
npaBuio, B oOmieM andaBuTe aBTOPOB M 3arjiaBUil BHE 3aBUCUMOCTU OT BHUJOB
MH()OPMAIMOHHBIX HCTOYHUKOB. KomnyecTBO HH(POPMAILIMOHHBIX HCTOYHUKOB,
XPOHOJIOTMYECKUE PaMKH OXBaTa ONPEIEISIOTCS HAay4YHbIM PYKOBOJMTEIEM B
KQ)KJIOM KOHKPETHOM CJIy4ae OTHEJIBHO.

Ecniu kypcoBas pabota mnpeaycMaTpUBaeT MpPEACTABICHUE CHUCKA
COKpawjenuti, TO OH JOJDKEH IMOMEIAThCs Mociae OMOImorpapuueckoro Coucka
nepes MpUI0KEHUSMH.

IIpunooicenus MOMEMAOT HA TIOCIETHEM MECTE B MOPSIAKE UX YIOMUHAHUSA
B Tekcte. Kaxnoe mpuiioxkeHue cieyeT HauMHATh C HOBOM CTPAHMIIbI, B IPABOM
BEPXHEM YTIIy KOTOpOM muiyTcst cyioBo «lIpunoxxenune» u Homep, 0003HAYEHHBIN
apabckoit umdpoit (6e3 3Haka Ne). Ha3BaHue NPUIIOKEHUS MPUBOJIUTCS dYepe3
UHTEpBal MO LEHTpy. lIpuiiokeHus BKIIOYAIOT BCIIOMOTATeNIbHbIE MaTepHualbl,
HEOOXoauMble I  OOOCHOBaHUSA  OTHENbHBIX IMOJIOKEHUH, BBIBOJOB H
npeaioxkeHuit (popmMbl TOKyMEHTOB, (OTO, MILTIOCTPATUBHBIN MaTepHUal U T.11.).

KypcoBas paboTa noikHa ObITh OTPEJAKTUPOBAHA U TILATEIBHO BHIYUTAHA.
Opdorpaduyeckue ommOKH HE JOIMYCKAIOTCS.

Ogopmnenue kypcosou pabomwl. KypcoBas paboTa J0DKHA OBITh
HaleyaTtaHa Ha OTJENIbHBIX JIUCTaxX, Ha OJIHOM cTOopoHe aucTta Oymaru (opmara
A4.

Texcr cnemyer medarate depe3 1,5 wunTtepBana (pasmep mpudta 14),
coOJIo/1as CASAYIONUE pa3Mephl moJiei: Jesoe - 30 MM, ipaBoe - 15 MM, BepxHee -
20 mm, HIkHee - 20 mMm. Ha3BaHUS OCHOBHBIX CTPYKTYPHBIX 3JIEMEHTOB pabOThI
(BBeeHME, Ha3BaHMS TJIaB, 3aKIIOUCHHE, OMOIMorpauuecKkuil CrucoK) B TEKCTE
paboThl YKa3bIBalOT C HOBOM CTpaHUIIbl 3arjlaBHbIMU OykBamu (pazmep mipudra
14, nonyxupusiit). [laparpadsl BHyTpH KaxA0W I1aBbl CIEAYIOT APYT 3a IPYTroM U
BBIJICJISIFOTCSL B TEKCTE MOJIY>KUPHBIM IIpudToM 14 pazmepa ¢ OAHUM HHTEPBAIOM
JI0 U MOCJie Ha3BaHus naparpada.
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Bce crpammmpl  KypcoBoW  paboThl  00s3aTENBHO  JODKHBI  OBITh
npoHyMepoBaHbl. HoMep He cTaBUTCS Ha TUTYJBHOM JHUCTE, HO TUTYJIbHBIA JIUCT
BXOJUT B OOmmMi mojcyer crTpaHull. Hymepamus cTtpaHuil, TakuM o0pa3owm,
HAaYMHAETCSl CO BTOPOro JHUCTa (C OIJIABJICHUSA) M 3aKaH4YMBAaeTCs mocieanum. Ha
BTOPOM JIUCTE CTaBUTCA HOMep «2». Homepa cTpaHHIl NMPOCTaBIAIOTCS BHU3Y
CTPaHHMILIBI B IEHTPE.

TutynbHbBIN JUCT pabOTHI BKIOYAET HAUMEHOBAHUE By3a M BBILIECTOSLIEH
opranu3anuu (B AaHHOM ciiyyae MuHHUCTEpCTBO KyJibTyphl P®), HanMeHOBaHHE
kKadenpsl, Tema pabOTBl C yKa3aHHEM BHJA JOKYMEHTa (KypcoBas pabora IIo
JUCHMIUIMHE «...»), @O wncnosHuTeNss U HAyYHOrO PYKOBOAWUTENS, MecTo (T.
XabapoBck) M rox u3gaHus. TUTYJIbHBINA JINCT MOJIIMBAETCS HA IMEPBOM MECTE
BHYTPH IAIKH.

Bcnen  3a TUTYJBHBIM JIMCTOM, pAcCIONaralOT OIJIaBIEeHHE pabOThI, C
NEPEUNCICHUEM BCEX CTPYKTYPHBIX 3JJIEMEHTOB pa0OThl OT BBEACHHS [0
MPWIOKEHUH C yKa3aHUEM HOMEPOB CTPAHULI.

Ocoboe BHHMMaHHME CIEOyeT YIEIUTh O(OPMIEHHIO CCBUIOK Ha
oubnuorpapuuecknii crnucok. Ccbuika oQopMisieTcss B KBaJpaTHBIX CKOOKax
MOCJIE TOCJEIHEr0 3aMMCTBOBAHHOIO W3 MCTOYHMKA MPEIJIOKEHUS WU
NPUBEACHUS B TEKCTE€ KaKUX-TMOO (akTtoB. B ckoOkax mpocTaBisieTcs HOMEp
NO3UIMH, TOJ KOTOPbIM HCTOYHUK YKa3aH B OuOmmorpaduueckom crucke. B
TEeKCcTe paboThl BO3MOXKHA CChLJIKA Ha KOHKPETHYIO CTPaHUIly HCTOYHMKA WU
Cpa3y Ha HECKOJbKO MCTOYHHMKOB; B 3TOM CIIy4ae HOMEpA, 0] KOTOPHIMH OHH
3HayaTcsi B OMOIMOrpauueckoM CHHMCKE 3aKIIOYaloTCs B €IUHBIE CKOOKU U
OTIEJNAIOTCS APYT OT JApyra TOYKOM C 3amsToH, a Mpu HEOOXOJUMOCTH yKa3aHMs
KOHKPETHOM CTpaHULBl mepex Hel craBuTcs 3ansaras. CcpUlka Ha HCTOYHMK
SBJIIETCS] YACTBIO MPEAJIOKEHUS, IOATOMY TOUKA CTABUTCS B KOHLE MPEII0KEHUS
MIOCJIE CCHUIKH.

6. Iloocomoexka Hayuno2o 00KIA0A U 3NEKMPOHHOU Npe3eHMAayuu no
Dpe3yIbmamam 8biNOJIHEHUS KYPCOBOU padombi.

Ha 3amure KypcoBoi paboThl JOJIKEH OBITh MPECTABIECH HAYYHbINA TOKIIa]
B (popMe 3JIEKTPOHHON MpPE3eHTAUUU C AEMOHCTpAlMEld OCHOBHBIX PE3YJIbTATOB
U3Yy4YEHUS TPOOIIEMBI.

Hayunplii goksiajn AOMKEH pacKpbiBaTh CYTh HCCIEAYEMOW TPOOIEMBI;
IIPUBOJNUTH PA3IMUHBIE TOUKH 3PEHMS, a TAK)KE B3IVIAJbI HA HEE aBTOpa KypCOBOMI
pabotel. CogepxaHue MaTepuana JOJDKHO ObITh JIOTMUHBIM, M3JI0KEHUE
MaTepuasa HOCUTh MPOOJIEeMHO-TIOUCKOBBIN XapakTep.

IIpe3eHTanus — HarJIsAIHOE MPEICTABIEHUE, JOIIOJIHEHUE TOKIaa.

[Ipe3eHTanus 1ONOJHAET, WUTFOCTPUPYET JTOKIA.

Nudopmanuio Ha crnaiijax npeanouTUTEILHO pacloiaraTb rOPU30HTAIBHO.
Haubonee BaxxHas nHopManus J0JKHA pacroiaraTbCsl B IEHTPE dKpaHa.

Jlist BeineneHuss MH(OpMaANUU CJlEAyeT HUCIOJIb30BaTh KUPHBIA HIPUPT,
KypCHUB, TOAUEpKUBaHue. [[71s 3arooBKoB — Keryib He MeHee 24. [l unpopmanuu
— kernp He MeHee 18. IlpudTel 0e3 3aceuek Jierdye 4YUTaTh C OOJBIIOTO
paccrosiHusi. He >xenaTenbHO CMEMIMBATh Pa3jiM4HbIe TUMBI MIPUPTOB B OAHOU
Mpe3eHTalUH.
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5. ®OHJ OHEHOYHBIX CPEACTB AJI51 IPOBEJEHU S
HPOMEXYTOYHOU ATTECTAIIUM 110 JUCIHHUIIJIMHE

5.1. Ilepeyenb KoMNeTeHUM U A3TANbI UX (POPMUPOBAHUS
Cornmacho ®I'OC BO 1o HamparieHuto mnoaroroBku  46.03.02
JIOKyMCHTOBE/ICHHC W apXUBOBCJACHUE B paMKaX WM3yYCHHS JUCIUIUIMHBI Y
00yJaroIMXcsl TOJDKHBI OBITh CHOPMHPOBAHBI CIICTYIONTUE KOMICTECHITUH:

Kon DopMyIHPOBKa KOMIICTCHIIUU
K npodeccuoHaIbHbIE KOMIIETEHIIUH
IK-1 Bnamenue  3akOHOJATENBHOM W HOPMATHBHO-METOJIUYCCKOW  0a30if  MH(pOPMAIMOHHO-

JOKYMEHTAI[MOHHOTO ~ oOecreueHuss  yIpaBlICHHWS W apXMBHOI'O  JeJla,  CIIOCOOHOCTBIO
OPHEHTHPOBATHLCSI B IPABOBOM 0a3e CMEKHBIX 00JacTe

IK-3 CriocoOeH MCHOJbp30BaTh MpaBHJa OPraHU3AIMHM BCEX 3TAlOB PaOOTHI C JOKYMEHTAMH Pa3HBIX
JOKYMCHTAIIOHHBIX CHCTEM, B TOM YHCJIE apXUBHBIMH JOKYMCHTAMHI

[IK-4 Bnameer HaBBIKAaMU OpraHM3allid  JOKYMEHTHPOBAHUS YIPABICHYECCKOH JEATCIHHOCTH B
OpTaHU3aINH

K-5 BrnazmeeT HaBbIKaMH 00pa0OTKH TOKYMEHTOB Ha BCEX ATalax JOKYMEHT0000poTa

Jtanbl POPMHUPOBAHUS KOMIIETCHIIMH:

Hauanoneri — Ha 3TOM  3tane  (QOPMHUPYIOTCS  3HAHUEBBIE U
WHCTPYMEHTAJIbHBIE OCHOBBI KOMIIETEHI[MH, OCBAaWBAIOTCSI OCHOBHBIE KaTErOpHH,
dbopmupyrorcs 6a3oBbie  yMeHHMS. CTyIEHT BOCIPOM3BOAUT TEPMHUHBI, (aKTHI,
METO/Ibl, MOHATHUS, MPUHLUIIBI U MPAaBWIIA; peliaeT yyeOHble 3a1a4ud o oOpasily.
Ecnu crygeHT oTBedaeT 3TUM TpeOOBaHUS MOXXHO TOBOPUTH 00 OCBOEHHUU UM
MIOPOTrOBOrO YPOBHS KOMIIETEHIINU;

OcHo6Holi — 3HaHUS, YMEHMsI, HaBBbIKH, oOecrneunBarome (HopMHpoBaHHUe
KOMIIETEHIIUH, 3HAYMUTEJIbHO BO3pPACTalOT, HO €HI€ HE JOCTUralT MTOrOBBIX
3HaueHnii. Ha 3TOM 3Tame CTyAeHT OCBaMBaeT AHAIIUTHUYECKUE JIEUCTBUS C
OpeIMETHBIMA  3HAaHUSAMM 10  KOHKPETHOM  AMCUMIUIMHE,  CIOCOOeH
CaMOCTOSITENIbHO peliaTh y4eOHble 3aJayd, BHOCS KOPPEKTHUBBI B aJIFOPUTM
JEHCTBUM, OCYIIECTBISAS CAMOPETYJISALMIO B X0/le pabOThl, IEPEHOCUTh 3HAHUS U
YMEHUSI Ha HOBBIE YCJIOBHS. YCHEIIHOE NPOXOXKAECHUE HTOrO 3Tara I03BOJISET
JOCTHYb CTAaHJAPTHOTO YPOBHS CPOPMUPOBAHHOCTH KOMIIETEHIINH;

3asepwiarowyuti — Ha 3TOM 3Tare CTYIEHT IOCTUTAaeT UTOTOBBIX MOKa3aTenei
N0 3asiBJICHHOW KOMIETEHIMH, TO €CTh OCBAMBAET BECh HEOOXOAMMBIA 00BEM
3HAHWM, OBJAJEBACT BCEMU YMEHHMSIMU M HaBbIKaMU B cdepe 3asBICHHON
KoMrieTeHIuu. OH crnoco0eH HMCHOJb30BaTh 3TWU 3HAHMS, YMEHHUS, HABBIKH IPHU
pelIeHU 3a/ayd TOBBIIMIEHHOW CIIOKHOCTH M B HECTAHAAPTHBIX ycioBusx. Ilo
pe3yibTaTaM 3TOrO 3Tana CTYyAEHT JAEMOHCTPUPYET 3TAJIOHHBIA  YpOBEHb
cOpMHUPOBAHHOCTH KOMIETEHIIHH.

5.2. Tloka3aTe/in U KPUTEPUH OLEHUBAHUS KOMIETEHIUMH
JIyist olleHMBaHUSL PE3yIbTATOB OOYYEHHS B BHJE 3HAHUU HCIOIB3YIOTCS
CIEAYIOINE TPOUEAYPbl M TEXHOJIOTMU: TECTUPOBAHUE;, WHIAWBUIYaIbHOE
cobece0BaHNne, MMCbMEHHBIC OTBETHI Ha BOMIPOCHI (B BUIC MEKYULE20 KOHMPOIA).
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IIpoMe:KyTOUYHBIH KOHTPOJIb PEATH3YETCs] B XOJ€ Clauyu O0YUYaIOIIUMHUCS
3agera B 5 cemecTpe u dk3aMeHa B 6 cemectpe (mis OPO); 3aueta Ha 3 Kypce U
sk3aMeHa Ha 4 kypce (s 3D0).

3ader MpOBOAWMTCS B BHUAEC COOECENOBAHMSI O KOHTPOJBHBIM BOIPOCAM.
OueHka 3HaHWK TMPOU3BOAUTCSA IO WIKaje: 3a4T€HO W He3auTeHo. B ciyuae
HEYJIOBJICTBOPUTEIBHON OIIEHKH CTYJIEHT HMMEET IMpaBO IMepeciaTh 3a4eT B
YCTaHOBJICHHOM TIOPSIJIKE.

Dk3aMeH mpoBoauTcs B (opMe TecTUpoBaHus. Ha BhImoaHEeHUE TecTa
orBoauTcs 50 MuHyT. OlICHKA 3HAHUN MPOU3BOAMUTCS 10 4-X Oa/uibHOM mikaie. B
CJIy4ae HEYJIOBJIIETBOPUTEIIBHOW OLICHKH CTYJIEHT UMEET MPABO NEPECAATh IK3AMEH
B YCTAHOBJICHHOM MOPSJIKE.

Oﬁume KPUTCPHUH OLICHKH 0TBETOB CTYACHTOB

Onenka
«OTJIHYHO»

Onenka
«XOpOLIO0»

Onenka
«YAOBJIETBOPUTEIbHOY

Onenka
«HEY/10BJIETBOPHUTEILHO»

OneHka «3a4TeHO»

OHeHKa «HE€ 3aYTCHO»

OIIGHUBAETCS OTBET, €CIIU
CTYJICHT UMeeT
CHCTEMHBIC TTOJIHBIE
3HAHUS U YMEHUS 110
MIOCTaBJICHHOMY
Bompocy. Conepxanue
BOIIPOCA U3JIaraeT
CBSI3HO, B KPaTKOH
(opme, packpbIBaeT
MIOCJIEI0BATENILHO CYTh
N3y4YEHHOTO MaTepHaia,
JEMOHCTPHPYS
MIPOYHOCTH U
MPUKIIAHYIO
HaIpaBJIeHHOCTh
MOJIyYEHHBIX 3HAaHUH U
YMEHHUI, HE 1OIIyCKaeT
TEPMHUHOJIOTHIECKUX
OmuO0K U (PaKTUICCKUX
HETOYHOCTEH

OILICHUBAETCH OTBET, B
KOTOPOM OTCYTCTBYIOT
HE3HAYUTEIIbHbIC
DIIEMEHTEI
COJICPXKAHUS HITU
MIPUCYTCTBYIOT BCE
HEOOXOAUMBIE
3JIEMEHTBI
COJICpIKaHuUs, HO
JIOMYIICHBI HEKOTOPbIC
OIIIMOKH, MHOT I
HapyIIagach
IOCJIEN0BATENLHOCTE
U3JIOMKEHUS.

OILICHMBAETCS HEMOJIHBIN
OTBET, B KOTOPOM
OTCYTCTBYIOT 3HaUUTEIIbHbIE
3JIEMEHTHI COAEPKAHUS WIH
MIPUCYTCTBYIOT BCE
BBIIICHU3JI0KCHHBIC 3HAHMUS,
HO TOMYLIEHbI
CyIIIECTBEHHBIC OIIHOKH,
HEJIOTUYHO, POCTPAHHO
H3JI0’KEHO OCHOBHOE
coJZiep>KaHue BOIpoca.

OLIEHUBAETCS OTBET, MTPH
KOTOpOM CTyZ[eHTI)I
JEMOHCTPHPYIOT
OTpI)IBO‘IHbIe,
OGecCUCTEMHBIEC 3HAHMS,
HeyMeHI/Ie BBIJACJIIUTH
rJIABHOE, CYIIECTBEHHOE B
OTBETE, OMYCKAIOT IpyObIe
OIIIHOKHU

OnpenesieHne YPOBHSI OCBOEHHS KOMIIETE

HIIUMI B COOTBETCTBMH € OLICHKO# 0TBETA CTYJAeHTAa

OneHKa «OTJIHYHO»
CBUJICTEIBECTBYET O
HAJTAYHAA
c(hopMUpPOBaHHBIX
KOMIICTEHI[HI BHICOKOTO
(3TaJIOHHOI0) YPOBHS
JUTSL PEUICHUS
poheCCHOHATBHBIX
3a1a4

OueHka «xopouo»
CBUJICTEIECTBYET O
HAJIMIMHU
c(hOpMHUPOBAHHBIX
KOMITIETEHIIU I
CTaHJAPTHOIO
YPOBHSI ISl PEIICHUS
npodeccrnoHamTbHBIX
3a7a4

Onenka
«YAOBJIETBOPUTEIHHO»
CBUJICTEIILCTBYET O HATMYUHI
c(hOpMUPOBAHHBIX
KOMIIETEHI[H 02a30BOr0
YPOBHSI JIJIs1 PEIICHUSI
npodeccCHOHAIBHBIX 33034

Ouenka
«HEey10BJIETBOPHUTEJIbHO»
CBUJICTEITLCTBYET 00
OTCYTCTBUHU
copMUpPOBaHHBIX
KOMIEeTeHI Ui JJIst
pemenus
npodeccroHaNbHBIX 3a/1a4

5.3. MarepuaJibl 1Jisl OLIEHKH W KOHTPOJIsl Pe3YJbTATOB 00y4eHUsI

3aganus K 3Kk3amMeny / 3a4éTy ®opmupyemMble
KOMIIETEHIIUH
1. [lonsiTe oOpransl TrOCYJapCTBEHHOM BIACTH W OPraHbl MECTHOI'O I1K-1
CaMOYIIPaBJICHHUS.
2. Cucrema OpraHoB TrOCyAapCTBEHHOW BiacTu B Poccuiickoi IK-1
Oeneparun: Wuctutyt npesugenrctBa PD, denepanbHoe cobpanue PO,
OpraHbl UCIOJHUTENbHON BiacTu PO, u T. 1.
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3. [Ipennoceiiku  GOpMHUpPOBAaHUS CUCTEMBbl JokKyMeHTauuu opraHos | [IK-3, TIK-4,

rocynapcTBeHHOM BiacTu Poccuiickoi Denepannm. [1IK-5

4. Opranuzanus JOKYMEHTUPOBaHUS B LeHTpaibHbIX YyupexaeHusax | IIK-3, [IK-4,

PYCCKOTO LIEHTPAJIU30BaHHOTO TrocyAapcTBa (@), U MECTHBIX YUYPEKICHHSIX I1K-5

(mpuka3HbIX U30ax), ero 0COOEHHOCTH.

5. Opranuzanus 10KyMEHTUPOBAHUS B KOJUICTHSIX. I1K-3, I1K-4,
ITK-5

6. Otnuuusa texHonorun gokymeHTupoBanuss XVIII B. or TexHomoruu I1K-3, IIK-4,

MPEAIECTBYIOUIETO MEPUOJIA. I1K-5

7. Co3pnanue CUCTEMEI JIETIONTPOU3BOJICTBA, COOTBETCTBYIOIEH I1K-3, IIK-4,

€IMHOHAYAJIbHOMY HOPSAAKY IIPUHATUSA  pELICHUN B IEHTPaJIbHBIX ITK-5

yupexaeHusx Poccun XIX B.

8. [TepBbie nEeKpeThl COBETCKOM BJIACTH O pPErjaMeHTallUd OTIEIbHBIX [1IK-1

CTOPOH JOKYMEHTHUPOBAaHMS, O JEMOKpPATU3ALUU JCSITEIIbBHOCTH COBETCKUX

YUPEKICHUH.

9. XapakTepucTuka U 3HaueHue «OOHMX MpaBWJl JAOKYMEHTAllMM U I1K-1

JOKYMEHTOO0OpOTa» KaK TMOMBITKA OOOOIICHHS METOAOB pallOHAU3alUN

JIOKYMEHTHPOBAHHSI.

10. Co3nanne u  BHeapeHue  OCHOBHBIX — MMOJOXKeHUM — EnunHoi IIK-1, TIK-3,

rocyJIapcTBeHHOM cuctemsl fenonpounsbojctea (EI'CLL

11. Cranpgaptuzanus ¥ yHU(UKANMS ~ yNPaBICHUYECKUX JTOKYMEHTOB B IIK-1, TIK-3,

1970-1990 rr. u X BAMSHHE HA JOKYMEHTHPOBAHHE M OPTaHHU3ALUI0 PAOOTHI

C IOKYMEHTaMH.

12. 3aKkoHOJATENbHbIE M  UWHBIE [PABOBBIE AaKThl, PEryJIHPYIOLIHE [K-1

JOKYMEHTUPOBAHHUE JESITENbHOCTH OpPraHOB TOCYJAapCTBEHHOW BJIacTH U

MECTHOTO CaMOYTIPABJICHHUS.

13. ['ocynapcTBeHHbIE ~ MEXOTpAciIeBbIE  HOPMATUBHO-METOJUYECKHE [K-1

JOKYMEHTBI, OINpPEACISIONUEe TOPSIOK paboThl ¢ JIOKYMEHTHPYEMOU

uHpopmanuen.

14, Buasl OmankoB, ux HasHadeHue. CoCTaB pPEKBU3UTOB OJIAHKOB, I1K-3, T1IK-4

0C00EHHOCTH UX 0(OPMIICHHUSL.

15. [TpaBuna odopmiieHHs] PEKBU3UTOB, ONPEACISAIOIINX FOPUAUYECKYIO [K-1, I1IK-3

CHJIY ¥ OTPKAIOLIUX CTAANH 00pabOTKH JOKYMEHTOB.

16. Buner MPE3UIEHTCKUX aKTOB. [Topsimok OIyOJIMKOBaHUS I1K3, I1K-4,

IIPE3UICHTCKUX aKTOB. [IK-5

17. Axtel CoBera ®eneparuu. [lopsnok omybnukoBanusi aktoB Coera I1K-3, TIK-4,

denepanuu. ITK-5

18. Axtel T'ocynapctBennoit nymsl. [lopsnok omyOsukoBanust aktoB | [IK-3, I1K-4,

['ocyaapcTBEHHOM JTyMBI. I1K-5

19. Axtbl mpaButenbcTBa PD. [lopsaok moamnucaHusi ¥ OMyOIMKOBAHUS I1K-3, TIK-4,

IIOCTaHOBJICHM U pacniopsikeHuit [IpaBurenscrBa PO. I1K-5

20. AKTBI, wu3gaBaemble (eaepaTbHBIMU OpraHaMU  HCTIOJHUTEIbHOM I1K-3, T1IK-4,

BiacTu. [lopsok moanucanus U onmy0JIMKOBAaHUS. I1K-5

21. Axtel  Koncturyumonnoro cyna. Ilopsgok — moamucanus I1K-3, T1IK-4,

onmy0JIMKoBaHUs akTOB KOHCTUTYIIMOHHOTO cyJa. I1K-5

22. AKTBI OPraHOB MECTHOT'O CaMOYIIPABJICHUS. [K-3, TIK-4,
I1K-5

23. AKTBI TJIaBbl MyHHUIIUIIAILHOTO 00pa30BaHus. [K-3, TIK-4,
I1K-5

24, AKTBI TJ1aBbl aIMUHUCTPALUH (TIOCTAHOBJIEHUS U PACIOPSHKEHUS). [K-3, TIK-4,
I1K-5
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25.  PacmopsinutenpHble  TOKYMEHTHI  (pacnopspbkeHuss u  npukassl), | TIK-3, TIK-4,
U3/1aBaeMble PYKOBOJUTEISIMU CTPYKTYPHBIX OJIpa3AesieHUi aIMUHUCTPALIUH. I1K-5
26.  IlonsaTHe  HErocylapCTBEHHOIO  KOMMEpPYECKOrO  MPEANpPUSATHS. [IK-1
Ak1monepHoe o6miectBo. Cneruduka CTpyKTypbl €ro OpraHoB YIpaBJIeHUSL.
27. [IpaBoBass 0a3a JHOKYMEHTAIIMOHHOTO OOECIICYCHHSI CO3JaHHS U TIK-1
JESITEJIbHOCTH HErOCYAAPCTBEHHOTO KOMMEPUECKOT0 MPE I PUSITHSL.
28.  HopmaTuBHO-METOJMYECKHE JIOKYMEHTHI, periaaMeHTHpYoIIne [K-1, I1K-3
oopMIIeHHE PA3NUYHBIX BUAOB JOKYMEHTOB.
29.  VYupexaeHue akIHoHepHOro odmiecTBa. TpeOoBaHUS K COCTABICHUIO U IK-1
0(OPMIICHHIO IOKYMEHTOB, HEOOXOAUMBIX JUIsl YUpEexkIeHHUs 00LIecTBa.
30. [TopsiioKk TroCyIapCTBEHHON pErMCTpali aKIMOHEPHBIX OOIIECTB. I1K-3, I1K-4,
CocraB u coepkaHue JOKYMEHTOB, HeOOXOAMMBIX s peructparmu AO. ITK-5
31. Oco0eHHOCTH JTOKYMEHTUPOBAHUs peopraHu3zanuu u npeodpazosanus | [IK-3, [1K-4,
AKIIMOHEPHBIX OOIIECTB. I1K-5
32. Odenepanpubiii 3akoH  «O0 aKIIMOHEPHBIX  00IIeCcTBaxX» 0 [1K-1, T1IK-3,
JOKyMeHTHpoBaHuu JuKBUanuu AQ. I1IK-4, TIK-5
33. OcoOeHHocTH cocTaBieHHUs U OPOPMIICHHUSI yCTaBa — YUYPEIUTEIbHOTO ITK-3, T1IK-4,
nokymenTa AO. CoctaB nHpOpManu yCTaBa. [IK-5
34. Oco0eHHOCTH JOKYMEHTAJIBHOTO O(OpPMIICHUS pEeLIeHUH coOpaHus I1K-3, T1IK-4,
yupenuteneit AO. IIpoTokon coOpanusi yupeauTesen. ITK-5
35. Opransl ynpasienust AO, UX KOMIIETEHIIMS. I1K-3, I[1K-4,
ITK-5
36. CocraB BHYTPEHHUX OpPraHU3ALMOHHBIX JOKyMeHTOB AQO, uX poib B I1K-3, TIK-4,
JIESITEIIbHOCTH anliapara yupaBJICHUsI. I1K-5
37. Tlopsmox pa3paboTKu TMONOKEeHUH 00 opranax ympasinenus, ux | [1K-3, I1K-4,
corjacoBaHue, MOAMNMCAHNE, YTBEPKICHHUE. I1K-5
38. JlokymeHnTupoBanue pacrnopsautensHoir  gesrenpHoctd.  CocraB | I1K-3, [TK-4,
pacops,ANTEIbHBIX TOKYMEHTOB. I1K-5
39.  TpeboBaHHS K COCTaBJICHHIO W O(OPMIICHHIO TpHKa3oB 1mo ocHoBHOU | [IK-3, [1K-4,
JESITENIbHOCTH U JJMYHOMY COCTaBY aKIIMOHEPHBIX OOIIECTB. I1K-5
40. JlokyMeHTUpOBaHUE JIEATEIIbHOCTH KOJIJIETHAIbHBIX opranoB | [IK-3, I[1K-4,
yropaBlieHusi: o011ero cobpanus akimonepon, CoBeTa AUPEKTOPOB, MPABICHUSL. I1K-5
4]. JIoOKyMEeHTUpPOBaHHE TOATOTOBKM M TIPOBEJIEHUS TOJOBOTO OOIIETO T1K-3, I1K-4,
coOpaHus aKIIMOHEPOB. I1K-5
42.  JIoKyMEeHTHpOBaHHE TMOJATOTOBKH U TmpoBeneHus BHeodepenHoro | [I1K-3, T1K-4,
o011ero codpanus aklIMOHEPOB. I1K-5
43. OcobOeHHOCTH JOKyMEHTHPOBaHUS TipoBeneHust obOmero coOpanus | [IK-3, [1K-4,
aKIIMOHEPOB B (JOPME 3a0UHOT0 IOJIOCOBAHUSI. I1K-5
44,  OcobeHHOCTH cocTaBieHUs M odopmieHus mnpotokosoB oodmero | I1K-3, ITK-4,
cobpanus akimoHepoB U CoBeTa TUPEKTOPOB AKIIMOHEPHOTO OOIIECTBA. ITK-5
45.  Kommepueckuil 10roBop (KOHTPAaKT): CTpyKTypa, coctaB uHdopmaruy, | I1K-3, T1IK-4,
TpeboBaHMs K 0(hOPMIICHHUIO. I1K-5
46. Peectp akimoHepoB — BakHEHIIMH ydeTHbIM NOKyMeHT akiuoHepHoro | IIK-3, TTK-4,
oOuiecTna. I1K-5
47. ITopsnok BefeHUs peecTpa akIIMOHEPOB. BhInucku U3 peecrpa. [K-3, T1K-4,
ITK-5
48. [MTopsamok xpaHeHHs TOKyMEHTAIUN aKIIMOHEPHOTO O0IIeCTRa. I1K-3, T1IK-4,
ITK-5
49.  IlpaBuna cucTeMaTu3aluy JOKYMEHTOB MPU UX TEKYIIEM XpaHESHUH. [K-3, TTK-4,
ITK-5
50.  Homenkuatypa Jen KOMMEPUYECKOTO npennpustus: | [1K-3, TIK-4,
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KJaccu(UKalMOHHAs  CXeMa, cocTaB  HMH(popManuu, TpeOoBaHUS K I1K-5
0hOpMIICHHUIO.

ol. JloroBOopHbIE ~ OCHOBBI  B3aMMOOTHOLIEHMH  HerocynapcTBeHHbIX | IIK-3, [IK-4,
KOMMEpUYECKUX CTPYKTYp M TOCYJapCTBEHHbIX oOpraHusanuuii B cdepe I1K-5
COXPaHHOCTH JOKYMEHTOB.

5.4. MeToguuecKkue MaTepuaJibl 0 OLEHUBAHUIO Pe3yJIbTATOB 00yUeHHUsA

IIpome:kyTouHasi aTTecTalMs peaju3yeTcsl B XO€ c/ladyl 00y4YaroImUMHUCS
OYHOM ¥ 3a09HOM (OopMBI OOyUEHHsI 3a4eTa U dK3aMeHa. [lenpro mpoMeKyTouHOM
aTTECTAINM SBIIACTCS KOMIUICKCHAS M OOBEKTHBHAS OICHKA 3HAHWKA CTYJICHTOB B
MPOIIECCE OCBOCHHMSI MMM OCHOBHOW 00pa30BaTENbHOM MPOTPAMMBbI BBICIIETO
podecCHOHATEHOTO 00pa30BaHMS.

DK3aMeH / 3a4eT MO JUCIUIUIMHE TpECcleayeT Ielb OICHUTh pPadoTy
CTYJEHTA 3a KypC, CTEIEHb YCBOCHHS TECOPETUYECKHUX 3HAHWW U KOMIICTCHIWM,
YPOBEHb TBOPUYECKOTO MBIIIJICHUS, HABBIKOB CAMOCTOSITENIbHOW pabOThI, YMEHUE
AHAJIN3UPOBATh IOJIYYECHHbIE 3HAHUS U NPUMEHATH UX B PELICHUM IPAKTUYECKUX
3a7ad4.

3auét mpoBoauTCS B (hopme codeceoBaHuUs IO KOHTPOJIBHBIM BOITPOCAM.

DK3aMeH TMPOBOJUTCA B YCTHOW WM MNHUCbMEHHOW (dopme 1o
HK3aMEHAIMOHHBIM OwmieraMm (TeCTOBBIM (opmMaMm), KOTOpPbIE YTBEPKIAIOTCA
kadeapoit. [Ipu HEOOXOIUMOCTH PK3aMEHATOPY MPEIOCTABIISIETCS NMPABO 33]]aBaATh
CTYAEHTAM JOMNOJIHUTEIbHBIE BOMNPOCHI, A TAKXKE TIOMUMO TEOPETHUYECKHUX
BOIIPOCOB J1aBATh 33/1a4M U MMPAKTUUYECKUE 3aJJaHUS 10 IIPOrpamMMe Kypca.

Bo Bpemsi sk3aMeHa / 3au€ra CTYyAEHTHI MOTYT TOJIb30BaThCsl YUE€OHBIMU
nporpaMMmamu, CIpPaBOYHMKAMH U TMPOYMMHU HUCTOYHUKAMU HHGOpMAIUU,
MIEPEUYCHb KOTOPBIX YCTAaHABJIMBACTCS IMPENOJABATEIEM M COTJIACOBBIBACTCA HA
3aceqanun kadenpel. lcnonp3oBaHHWE MaTepUaioB, HE MPEAYCMOTPEHHBIX
yKa3aHHBIM TIEPEUHEM, a TaKXKe MOMBITKA OOIICHUs C IPYTUMHU CTYACHTaMH, B TOM
Yyyclie C IMPUMEHEHUEM OJJIEKTPOHHBIX CPEIACTB CBS3M, HECAHKIMOHUPOBAHHBIC
IEPEMELICHHUS CTYACHTOB U T.II. IBJISIOTCS OCHOBAHUEM JUUISl YIAJICHUS CTYICHTA U3
ayauTOPUM W TOCIEAYIOWIETO  BHECEHUS B BEIOMOCTb  OTMETKHU
«HEYJIOBJIETBOPUTEIILHO» («HE 3aUTEHOM).

KputepusiMu  yCHIEITHOCTH  OCBOCHHUS CTYACHTOM JaHHOW  y4ueOHOM
JUCLUILUIAHBI IPU MPOBEACHUH TEKYIETO U UTOTOBOTO KOHTPOJIS SIBJISIFOTCS:

1. KonnyecTBO MpaBUIIBHBIX OTBETOB HA TEKYIIEM TECTUPOBAHUM W IO
HK3aMEHAIMOHHOMY OUJIETY.

2. AKTHBHOCTh W QJICKBATHOCTh IIOBEJICHMSI CTYJACHTA HA CEMHHAPCKUX
3aHATUAX, BBIMOJHEHUE KaXJIbIM CTYJICHTOM BCEX MPAaKTUYECKUX pador,
OCMBICIICHHOCTh U CaMOCTOATEBHOCTh CY)KJICHUW, MPOSBICHHBIX B X0JI€ YCTHOTO
omnpoca.

3. IIpaBusnbHBIE OTBETHI HA BOMPOCHI TIO COACPKAHUIO 0A30BBIX MCTOUHUKOB U3
CIMCKOB PEKOMEHI0BAHHOW JIMTEPATYPHI 110 TUCLHUTUIMHE.

4. ]JlemoHcTpaiusi 3HaHHSA NPOQPECCUOHATBHBIX TEPMHUHOB, TOHITHH,
KAaTETOpHU U TEOPUH.
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5. Hamuume CcOOCTBEHHOTO BHJAEHHS pPAacCMaTPUBAEMOW MPOOJIEMBI,
c(OpMUPOBAHHOTO Ha OCHOBE M3yUCHUS M aHAJIM3a HAYYHBIX PaOOT, BHITOIHEHHUS

MIPAKTUYECKUX 3ATaAHUM.
6. PECYPCHOE OBECIIEYHEHUME

6.1. OcHOBHAS U JONOJHUTEILHAA y4eOHAsl JUTEPATypa

OcHoBHas JuTEpaTypa

1. Jenonpon3BoacTBO u JOKYMEHTAIMOHHOE oOecrieueHue
rOCyJapCTBEHHOW W MYHUIMIAIBLHOM CIYy>XObl : TpakTUKyM / MUHHUCTEPCTBO
obOpazoBanus U Hayku Poccuiickoii Denepanuu, deaepanibHOE TOCy1apCTBEHHOE
aBTOHOMHOE 00pa30BaTeIbHOE YUYPEXKACHHE BbICHIETO MNpodhecCuOHATBLHOTO
oOpazoBanust «CeBepo-KaBkasckuil ¢enepaibHbIi YHUBEPCUTET» ; aBT.-COCT.
1O.B. Muprouikuna. - CtaBpononas : CKOY, 2016. - 115 c. : Tabn. - bubnuorp.: c.

80. ; To xe [OnektpoHHbli pecypc]. — Pexum goctyma: URL:
http://biblioclub.ru/index.php?page=book&id=458925
2. Kupuenko, B.E. Ilpunstne u wuCHoNHEHHWE TOCYAapPCTBEHHBIX

pemienuii : yueoHoe nocodue / B.E. Kupuenko ; MunuctepctBo o0pa3oBaHuUs U
Hayku Poccuiickon @enepanuu, Tomcknii ['ocynapCTBEHHBIM YHHUBEPCUTET
Cucrem Ynpasnenus u Paguosnekrponuku (TYCVYP). - Tomck : TYCVYP, 2016. -
210 c. : un.,rabiu., cxem. - bubmuorp.: ¢.201-205. - ISBN 978-5-86889-739-9 ; To

xe [DIIeKTPOHHBI pecypc]. - Pexxum JOCTymna: URL:
http://biblioclub.ru/index.php?page=book&id=480812
3. HacronbHast KHUTa pyKOBOJUTEINSI OPTaHU3AIMU: TTPABOBBIE OCHOBHI /

otB. pea. U.C. llutkuna. - 2-e uz., uctp. - Mocksa : FOctumadopm, 2016. - 506
c. - bubmuorp. B kH. - ISBN 978-5-7205-1324-5 ; To e [aekTpoHHBIN pecypc]. -
Pexxum moctyna: URL.: http://biblioclub.ru/index.php?page=book&id=460432

4, Opranuzanusi U TEXHOJOTHS JOKYMEHTAI[MOHHOTO OOeCIeueHUs
yIpaBlieHUs] : DJEKTpOoHHOe YyueOHoe mocobue / coct. C.E. Muinenus ;
MunucrepctBo oOpa3zoBanusi U Hayku Poccuiickoit ®deneparuun, denepanbHoe
roCcyJlapCTBEHHOE  OrO/KETHOE  00pa3oBaTeNbHOE  YUPEKICHHE  BBICIIETO
oOpa3zoBanust «KeMepoBCKMII TrOCyJapCTBEHHBIH YHHUBEPCHUTET», VHCTUTYT
ucropuu u 1p. - Kemeposo : KemepoBckuii TocyqapCTBEHHbIA YHUBEpCUTET, 2017.
- 478 c. - bubaumorp. B kH. - ISBN 978-5-8353-2149-0 ; To xe [DneKTpOHHBIN
pecypcl. Pexum JOCTyTIa:
URL.: http://biblioclub. ru/mdex php?page=book&id=481592

S. [Tpoxopos, A.H. Pabora B coBpemennom oduce / A.H. [Ipoxopos. - 2-
€ u3l., ucrpan. - MockBa : Harmonanbsubiit OTkpbIThIl Y HUBEpcuTeT « MHTYU T,
2016. - 392 c. : un. - ISBN 5-9556-0046-9 ; To ke [DnekTpoHHEII pecypc]. -
Pexxum moctyna: URL: http://biblioclub.ru/index.php?page=book&id=428816

JonosHuTEILHAA JIMTEPATypPa

6. ['pankuna, A.b. JlokyMeHTauMOHHOE OO€cleueHUe YINpaBlIEHUS B
opranax CnencrBeHHOro komurteta Poccuiickoit denepainuu : yuebHoe mocooue /
A.b. I'pankuna, A.JK. Capkucsn ; Axanemuss CleACTBEHHONO KOMUTETA

Poccuiickoit ®enepanuu ; nox pea. A.M. barmer. - Mocksa : FOuuTu-/{ana, 2015.
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- 167 c. : cxem., un., Tabn. - bubmmorp.: ¢.156-158. - ISBN 978-5-238-02635-0 ;

To  xe [DnekTpoHHBIA  pecypc]. - Pexum  pgocryna: URL:
http://biblioclub.ru/index.php?page=book&id=426576

1. Hamkos, JLII. Opranuzanuss u  ynpaBjieHHE KOMMEPYECKOH
nestenbHOCThIO : yueOnmk / JLII. Jlamkor, O.B. IlamOyxumsaI. - 2-¢ wu37.,

nepepad. - Mocksa : U3narenscko-Toprosast kopropanus «Jlamkos u K°», 2015. -
400 c. : Tabxa., cxemsl - (YueOHble u3ganus g 6akanaBpoB). - ISBN 978-5-394-
02531-0 ; To xe [DnekTpoHHBIM pecypc]. - Pexum pocrynma: URL:
http://biblioclub.ru/index.php?page=book&id=375809

8. EropoB, B. II. CoBpemeHHass oOpraHu3anus TOCYAapCTBEHHBIX
yupexaeHuit Poccuu : yuedbnoe nocooue / B. I1. Eropos, A. B. CnunbkoB. — 3-¢€
u3n., crep. — Cankr-IletepOypr : Jlans, 2020. — 204 c. — ISBN 978-5-8114-
5839-4. — Tekct : anexTpoHHbIH // JlaHb : 3JIEKTPOHHO-OUOIMOTEUHAsS CHCTEMA.
— URL: https://e.lanbook.com/book/147142 (nata o6pamenusi: 07.05.2021). —
Pexum moctyna: A aBTOpU3. OJIB30BATENCH.

Q. Ka6amos, C.1O. Jlenonpon3BoACTBO U apXHUBHOE J€JI0 B TEPMHUHAX U
onpenenenusx / C.}O. Kabamos, N.I'. Achanausposa. — 3-e u3a., crep. — MockBa
W3narensctBo «®munTtay, 2018. — 295 c. — Pexum poctyma: URL:

http://biblioclub.ru/index.php?page=book&id=69168

10. MecTHOE caMOyNpaBleHUE U MYHUIIUIIATIHHOE yIpaBlIeHUE : YUeOHUK
/Al T'op6bynoB, B.WU.T'onuapoB, WN.®.TonoBuenko u ap. ; pena. A.C.
[IpynuukoBa, M.C. Tpodumona. - 2-e u3zz., nepepad. u gom. - Mocksa : KOautu-
Hana, 2015. - 543 c. : Tabi., cxemsl - bubauorp. B kH. - ISBN 978-5-238-01866-9 ;
To xe [DneKTpoHHBIM  pecypc]. - Pexxum  nmoctyna: URL:
http://biblioclub.ru/index.php?page=book&id=115017

11. MecTHOE caMOynpaBieHUE U MyHULIMIIATIBHOE YNpPaBIICHUE : YUEOHUK
/ Al T'opbynoB, B.WU.IT'onuapoB, WN.®.I'onoBuenko u ap. ; pea. A.C.
[IpynaukoBa, M.C. Tpodumona. - 2-¢ u3z., nepepad. u gom. - Mocksa : KOauTH-
Hana, 2015. - 543 c. : Tabi., cxemsl - bubamorp. B kH. - ISBN 978-5-238-01866-9 ;
To e [ DneKTpOHHBIM pecypcl. - Pexxum JIOCTyTIA: URL:
http://biblioclub.ru/index.php?page=book&id=115017

12. PyGwun, 0.b. YnpaBnenne coOCTBEHHBIM OM3HECOM : y4eOHUK : [16+]
/ ¥O.b. Pyoun. — 17-e u3zn., non. — Mocksa : YauBepcuretr Cuneprus, 2021. — 1104
c. : wi. — (YHuBepcurerckas cepusi). — Pexxum ngoctymna: mo mommucke. — URL:
https://biblioclub.ru/index.php?page=book&id=602851 (mara oOpareHus:
07.05.2021). — bubsmorp. B ka. — ISBN 978-5-4257-0504-4. — DOI 10.37791/978-
5-4257-0504-4-2021-1-1104. — TekcT : DIEKTPOHHBIM.

13.  VYcanoga, O. I'. [lokymeHTOBeZIcHIE U apXUBOBeAeHHE : ciaoBapb / O.
I'. Ycanosa, A. B. JlymnukoBa. — 2-e usa., crep. — Cankr-IletepOypr : [lnanera
my3bikd, 2019, — 172 ¢. — ISBN 978-5-8114-3873-0. — TekcT : 3nekTpoHHBI# //
Jlanb : AJIEKTPOHHO-OMOIMOTEeUHAs cucrema. — URL:
https://e.lanbook.com/book/113186 (mata o6pamenusi: 07.05.2021). — Pexum
JOCTyTa: JIJIsl aBTOPH3. TTOJIH30BaTEINCH.

14. Yenypnona, H.M. MynununansHoe npaBo Poccuiickoit denepanum :

yueOHo-nipakTueckoe nocooue / H.M. Yenypuosa, A.B. ®ununmnosa. - Mockaa :
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EBpasuiickuit OTKpbITBIA HHCTUTYT, 2011. - 559 c. - ISBN 978-5-374-00485-4 ; To
xe [D51eKTpOHHBIM pecypc]. - Pexxum JOoCTymna: URL:
http://biblioclub.ru/index.php?page=book&id=90430

6.2. Pecypchl uH(poOpManMOHHO-TeIeKOMMYHUKAIIMOHHOM ceTn «AHTEepHeT»

B coorBercTBMM €  JIMUEH3UOHHBIMH  HOpPMaTHBaMU  O0O€CIEUEHHUS
OMOJIMOTeYHO-UH(POPMALIMOHHBIMH ~ pecypcaMu  OMOJMOTEKa  OpPraHu3yeT
WH/IMBU Ty aJIbHBI HEOTPAHUUEHHBIN JOCTYI U3 JI000M TOUKH, B KOTOPOM MMEETCS
JIocTym K ceth MHTepHeT, K y4eOHbIM MaTepuaiaM DJIEKTPOHHO-OMOIMOTEUHbIX
cucteM (3BbC):

1. ObC «YnHuBepcurerckas OubiamoTexka owmaitn». M3marensctBo: OO0
«HexkcMenuay. IlpunamnexHocts ctoponnss. Www.biblioclub.ru. KomugectBo
krouerd  (momp3oBateneit): 100% on-line. Xapakrepuctuku OUOIHMOTEYHOTO
dboHAa, HOCTyn K KOTOPOMY MPEIOCTaBISETCS JTOTOBOPOM: JOCTYH K 0a30BOM
yactu ObC.

2. ObC «UM3narensctBo Ilnanera My3bIKH». DIEKTPOHHO-OMOIMOTEUHAS
cucrema OOO «M3parensctBo IIJITAHETA MYVY3bIKW». IlpuHagnexHOCTH
croponHsss. WWWw.e.lanbook.com. KommdectBo wimodeit (moss3oBateneid): 100%
on-line. Xapakrepuctuku OuONMHOTEYHOTO (OHAA, JOCTY K KOTOPOMY
MPEAOCTABISAETCS JOTOBOPOM: JOCTYM K KoJuleKuusaMm: «My3bika U Teatpy, «baier.
Tanen. Xopeorpadus».

3. B/l Onexrponnas Cucrema «KynpTypa». baza JlaHHbIX DJeKTpOHHas
Cucrema «Kymnbrypay. [TpunHaanexxuocts ctoponnss. http://www.e-mcfr.ru.

4. Web MPBUC XabapoBCKHil TOCYyJIapCTBEHHBIH HHCTHTYT HCKYCCTB H
KYJIbTYphI (3JIEKTPOHHBIN KaTajor). MexayHapoHasi acColMaIMsl MOoab30BaTeNei
U pa3pabOTYUKOB JJIEKTPOHHBIX OMOJMOTEK W HOBBIX HWH(POPMAIIMOHHBIX
TEXHOJIOTUI (accouunanus OBHUT). [IprHaaIEeKHOCTH CTOPOHHSISI.
http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas snektponHas Oubmmorexka. OOO HayuHnas
DJIGKTpOHHAs OuOmmoTeka. [IpuHamnexkHOCTh, cTOpoHHss.  http://elibrary.ru/
JIuuensuonnoe cornamenue Ne 13863 ot 03.10.2013 r. — 6GeccpouHo.

6. DnexTpoHHo-6mbmMoTeuHas cucrema ®I'bOY BO «XTMKy». ®I'BOY BO
«XT'UK». [IpuHagIeKHOCTD COOCTBEHHas. JloxanbHbII JTOCTYII.
http://carta.hgiik.ru. TTpuka3 no Muactutyty Ne 213-06 ot 07.10.2013 .

7. EnuHOoe OKHO J0CTyna K 0Opa3oBaTelIbHBIM pecypcaM. DJIEKTPOHHAS
oubnuorexka. ®I'AY THUU UTT «Uudopmuka», MunucrepcTBo oOpa3oBaHus U
HayKU PO. [TpuHagIEKHOCTD CTOPOHHSISL. CBoOoHBIH JOCTYII.
http://window.edu.ru

8. Emunas xomnexuust Hudpossix OOpazoBarenbhbix PecypcoB. ®I'AY
'HUU UTT «Uudopmuka». IlpunannexHoctb cropoHHss. CBOOOAHBIA JOCTYII.
http://school-collection.edu.ru

9. ®enepanbHblii LEHTP WHOOPMAIMOHHO-00PA30BATENIbHBIX PECYPCOB.
®denepanbHbli 1EHTp HWHGOPMAIMOHHO- O0pa3oBaTelbHBIX pecypcoB, DI'AY
'HUU UTT «Uudopmuka». IlpunannexHoctb cropoHHss. CBOOOAHBIA JOCTYII.

http://fcior.edu.ru
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JI7i1 MOATOTOBKU KYPCOBBIX, BBITYCKHBIX W HAyYHBIX pabOT oOydaromiuecs
MOT'YT MCIIOJIb30BaTh IOJIHOTEKCTOBYIO 0a3y maHHbIX Web of Science. Pexum
JOCTyIA: JJIEKTPOHHBIM, W3 BHYTPEHHEW ceTu HHCTUTYyTa. OQUIManbHbINA
caiit: webofknowledge.com

IIpogeccnonanbubie 0a3bl JaHHBIX, HH(pOPMALMOHHBIE CIPABOYHbBIE
cucreMbl M pecypcbl UHTEpHET CBOOOHOIO 10CTYNA

10. https://docplan.ru — cBoGoaHO pacmpocTpaHseMas MOJIHOTEKCTOBas 0asa
JAHHBIX JJOKYMEHTOB HAllMOHAJIIBHOW CUCTEMBI CTaHAAPTU3ALINH.

11. https://www.gost.ru/portal/gost//home/standarts - CBOOOJIHO
pacrpocTpaHsieMble MOJHOTEKCTOBbIE 0a3bl JIAHHBIX HAIIMOHAJIBHBIX CTAHIAPTOB,
MEKTOCYTAPCTBEHHBIX CTAHAAPTOB, MEKIYHAPOAHBIX cTaH1apToB [SO.

12. https://www.gost.ru/portal/gost/ - cBobGomHO pacmpocTpaHseMbIC
MOJIHOTEKCTOBBIE 0a3sl JTAHHBIX HAMOHAJIbHBIX CTaHAapTOB,
MEKTOCYyJAPCTBEHHBIX  CTAaHAAPTOB,  MEXKIYHAapOAHBIX  cranaaproB  ISO
pa3MEIlEHHbIX Ha caiite @eaepaJbHOr0 AareHTCTBa MO  TEXHHUYECKOMY
PETrYyJIMPOBAHUIO U METPOJIOTUU

13. https://www.kadrovik-praktik.ru/MatKadr - CBOOOHO
pacrpoCTpaHsieMble  CIIPAaBOYHBIC  0asbl JaHHBIX 1O  KaJpPOBOMY
JICTIONIPOU3BO/ICTBY.

14.  https://www.eos.ru/eos_delopr/ - cBobogHO  pacmpocTpaHsemas
UH(POPMAIIMOHHAS CIIPaBOYHAs CHUCTEMa IO BOMPOCAM OpPTraHU3alUdU PabOThI C
JIOKYMCHTaMH, aBTOMATH3aI[H JICITOTIPOU3BO/ICTBA, 3JIEKTPOHHOTO

JIOKYMEHTO000pOTa, apXUBHOTO JIEeJa.

15. http://base.garant.ru - cnpaBouHast mpaBoBas cucteMa «I'apaHT».

16. ttps://www.doc-online.ru/tags/rynok_sed - cBoGomHO pactpocTpaHsemas
uHGOPMAIIMOHHAS CIPABOYHAS CHCTEMa O CTATHCTUKE M aHAJIMTHUKE PhIHKA CHCTEM
3IIEKTPOHHOTO JIOKyMEHT0000poTa B Poccumu.

17. https://www.gdm.ru/info/ - cBoOOgHO pacmpocTpaHsieMblii WHTEPHET
pecypc, MPEICTABISIOIINN MaTepUAIIbI «'mnbaun Ynpasnsromux
JokyMeHTaruein» - mnpodeccuoHaIbHOTO OOBEAVMHEHHUS CHEIUATUCTOB CIYXO
JOKyMEHTallMOHHOro  obecnieyenust ynpasienus ([JOY) npennpusituii u
yupexaenuit Poccun.

18. http://www.top-personal.ru/ - cBoGomHO pacnpoCTpaHsAeMblii HHTEPHET
pecypc, TPEACTABISIOMNNA TOCTYN K JKypHAJaM «YTIpaBleHHE TEPCOHAIOMY,
«TpymoBoe TpaBo», «AJIMHHHUCTPAaTHBHOE TpaBo», «Jlermonpon3BoiacTBOY,
«CekpeTapckoe Aeoy.

19. http://www.rusarchives.ru/ - mnopran «ApxuBsl Poccum» CoOmaepKuUT
CBOOOJHO  pacmpocTpaHseMbie  MpodeCCHOHANbHBIE  0a3bl  JaHHBIX IS
CICLUAIMCTOB B 00J1aCTH apXUBHOTO JIEJA.

20. http://delo-up.ru - cBoOGomHO pacmpocTpansiemas HH(DOPMAIIMOHHAS
cripaBoyHas 0a3a, MPEICTABIIAIONMIAS JOCTYN K OOpas3laM pas3lIuYHbIX BHJIOB
JOKYMEHTOB M aJTOPUTMYy JOKYMCHTHPOBAHHS Pa3IUYHBIX YIPaBICHYCCKUX
OIepaLvu.

21. www.docdelo.ru - cBoGogHO pacmpocTpaHseMas HH()OPMAaIMOHHAS

crpaBo4yHas 0asza, TPEACTaBISAIONIIAs JOCTYN K o0OpasliaM pa3jiudyHbIX BHOB
42


https://docplan.ru/
https://www.gost.ru/portal/gost/home/standarts
https://www.gost.ru/portal/gost/
https://www.kadrovik-praktik.ru/MatKadr
https://www.eos.ru/eos_delopr/
http://base.garant.ru/
https://www.gdm.ru/info/
http://www.top-personal.ru/
http://www.rusarchives.ru/
http://delo-up.ru/
http://www.docdelo.ru/

JOKYMEHTOB M QJITOPUTMYy JOKYMEHTHPOBAaHUS pPa3JUYHBIX YNPABICHYECKHUX
omnepanui.

22. https://www.rsuh.ru/vestnik/daizi/ - cBobomHO pacmpocTpaHSIeMBbIii
MHTEPHET pecypc, mpenacraBisiomuid  goctyn K Bectnuky PITY, cepusam
«oxymenrtanucrtuka. JlokymeHTOBeneHUe. ApxuBoBeAcHHE», «MHPopmaTHKa.
3amuTta uHpopmanuu. Marematuka», «JlOKyMEHTOBEIEHUE U apXUBOBEICHHUE.
Nudopmatuka. 3ammra nuapopmanuu u uHbopmalmoHHasi 60€30MacHOCTbY.

23. http://elar.urfu.ru/handle/10995/10015 - cBoGOAHO pacmpOCTpaHsIEeMBbIit
WHTEpPHET pecypc, COAepX alluii marepuainbl IMEPUOJAMYECKOr0  COOpHHUKA
UCTOpUYECKOTO (paKkynbTeTa ¥Ypanbckoro deaepalbHOro YHUBEPCUTETA.

6.3. UndopmanuoHHbIE TEXHOJIOTHH, IPOTPAMMHOE O0ecIieYeHue u

uHGpOPMALMOHHBbIE CTIPABOYHBbIE CHCTEMbI

[IporpamMmMHO-MHpOPMALIMOHHOE ~ OOecreyeHue  y4yeOHoro  mpoiiecca
COOTBETCTBYET TpeOOBaAHUSIM dbenepanbHOTO rocyJ1apCTBEHHOTO
00pa3oBaTEILHOIO CTaHIaApTA.

JIns mpoBeAEHHS 3aHATUM JICKHIMOHHOTO THIIA, 3aHATHM MPAKTUYECKOTO
TUIA, KypCOBOTO MPOEKTUPOBaHUS (BBIMIOJHEHUSI KYPCOBBIX palOoT), IPYNIOBBIX U
WHJUBUAYAJIbHBIX KOHCYJbTAllMM, TEKYIIEro KOHTPOJS W MPOMEKYTOUHOU
aTTeCTAIlMH UCTOJb3YyeTCs CIAEAYIOIIee MPOorpaMMHOE OOecriedeHHE:

— JIMIIEH3UOHHOE MPONPUETAPHOE MPOTPaMMHOE 00ecIieueHue:

1. Microsoft Windows

2. Microsoft Office (B cocraB makera Bxomsat. Word, Excel, PowerPoint,
FrontPage, Access)

3. Adobe Creative Suite 6 Master Collection (B coctaB makera BXOJIST:
Photoshop CS6 Extended, Illustrator CS6, InDesign CS6, Acrobat X Pro,
Dreamweaver CS6, Flash Professional CS6, Flash Builder 4.6 Premium
Edition, Dreamweaver CS6, Fireworks CS6, Adobe Premiere Pro CS6,
After Effects CS6, Adobe Audition CS6, SpeedGrade CS6, Prelude CS6,
Encore CS6, Bridge CS6, Media Encoder CS6);

— CBOOOJIHO pacrpocTpaHsieMoe MPOorpaMmMHoOe o0ecrieYeHue:

1. wabop o¢ucHbIx mporpamm Libre Office

2. ayauornpourpsiBatenb AIMP

3. BuaeonpowurpeiBaTens Windows Media Classic

4. untepHeT-Opaysep Chrome.

JI1s1 caMOCTOSITEIbHOM TOATOTOBKH CTYJIEHTOB K 3aHSTHSIM IO JAUCIUILIIUHE
TpeOyercsi oOpaiieHre K mporpaMMHoMy oOecrneuenuio Microsoft Windows,
Microsoft Office, B ToM ymcie a1 MOATOTOBKM MYJIbTHUMEAMHHBIX MPE3CHTAIMMA
o0 TeMaM CeMHHAapoB B mporpamme PowerPoint. [Iyis co3gaHuss KOHEYHBIX HE
PEIaKTUPYEMBIX BEPCHi JOKYMEHTa peKOMEHIyeTCsl MCIoIb30BaTh Acrobat X Pro,
Bxoasumii B cocraB makera Adobe Creative Suite 6 Master Collection.

[Ipy wW3ydYeHMM JUCHUIUIMHBI OOydYaroudecs: HMMET BO3MOXKHOCTH
WCIIOJIB30BaHUsl MH(POPMAITMOHHO-CIIPaBOYHBIX cucteM «Kynbrypa» u «["apanty,
Bceepoccuiickyro OTpPaCIIEBYIO CIIPABOYHYIO CUCTEMY «udopmuoy,
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pedepaTUBHBIX U OUOJIMOMETPUIECCKUX 0a3 JaHHBIX PELCH3UPYEMOM JHTEepPaTyphl
Web of Science u SCOpus, B COOTBETCTBHH C 3aKJIFOUSHHBIMH JJOTOBOPaMH.

Ha Bcex KkoMmploTepax B HWHCTHUTYTE YCTAHOBJICHO JIMIICH3WOHHOE
aHTHBHpPYCHOE TmporpamMMmHoe obOecneuenne Kaspesky Endpoint  Security.
Heo6xomuMpIM ycaoBUeM HHGOPMAIMOHHON 0€30IaCHOCTH MHCTHTYTA SIBIISICTCS
o0s3aTenbHas MPOBEpPKa HAa HAJIMYWE BHPYCOB BHEIIHUX HOCHUTEIICH IEpel WX
UCIoJb30BaHueM ¢ momoiisio Kaspesky Endpoint Security.

[TepeurcieHHOE MTPOrpaMMHOE 0OecIieueHne OOHOBIISIETCS 10 MEpEe BhIX0J1a
HOBBIX BEPCUH MPOTrpaMM B paMKax COOTBETCTBYIOIIMX JIUIICH3UIA U COTJIAIIICHUH.

6.4. MaTepuajJibHO-TeXHUYECKAasi 0a3a

MarepuanbHO-TEXHUYECKOE  OOECIEYEHUE peaM3yeMOl  JIUCUUILIIMHBI
COOTBETCTBYET TpeOOBAHUIM (denepaibHOTO roCyJapCTBEHHOT'O
00pa30BaTeIbHOTO CTaHAAPTA.

JInst mpoBeAeHUs 3aHATUIM JIEKIIMOHHOTO TUIIA, 3aHATUN CEMUHAPCKOTO THIIA,
KypCOBOTO MPOEKTUPOBAHMS (BBINOJHEHUS KypCOBBIX padOT), TPYIIOBBIX U
WHIUBUIYAIbHBIX KOHCYJbTAallMd, TEKYIIEr0 KOHTPOJSI M IMPOMEXKYTOUYHON
aTTecTallui B Y4Ye€OHOM TIPOLECCE AaKTUBHO HCIOJIBb3YIOTCA  CIEIYIOLIUE
CHelUalbHbIE TOMEIICHMUS:

- ydeOHbIe ayJIWTOpPUH, OCHAIICHHbIE CIEHUATU3UPOBAHHON MeOenblo,
JEMOHCTPALlMOHHBIM ~ 000pYy/IOBaHUEM  (MYJBTUMEAUWHBIN IpPEe3eHTALlMOHHBIN
KOMIIJIEKC B COCTaB€ IIPOEKTOpPA, SKpaHA, AKTUBHOM aKyCTHUYECKOW CHCTEMBI,
NEPCOHAIBHOIO KOMIIBIOTEPA) M Y4YEOHO-HArISAHBIMU HOcOOMsIMH (B T.4. B
anekTpoHHoM Buze) (aya. 303 (xkommbroTepHOM kiacc), 309 (maGoparopus
UH(OPMAITMOHHBIX TEXHOJIOTHUH).

Jlist caMoCcTOsATENbHOM padOThI CTYIEHTOB IIPEIHa3HAUCHBDI:

- ayn. 209 (udranpHBIM  3a7), OOOPYIOBAaHHbIE MEPCOHATBHBIMU
KOMITbIOTEPAMH, OO0ECHEUYMBAIOIIMMH JIOCTYN K AJIEKTPOHHOM HWH(OpMauMOHHO-
o0pa30oBaTeNnbHON Cpele OpraHu3anuu, K ceT «VHTepHeT», K 3IeKTPOHHBIM
OMOJIMOTEUHBIM CUCTEMAaM.

[Tomenienne s XpaHeHUssT H  NPOPUIAKTUYECKOTO  OOCITYKUBAHUS
yaeOHoro odopyaoBanus (aya. 03, 122).

[Ipy HEoOXOAMMOCTH B Y4YEOHOM TMPOLIECCE MCIONB3YIOTCS KOMIUIEKTHI
NEPEHOCHBIX IEMOHCTPAILMOHHBIX KOMIUIEKCOB (HOYTOYK, IPOEKTOP, SKPaH).

Bce xommnbroTepsl MHCTHTYTAa O0BEAMHEHBI B JIOKAIBHYIO CETh, C KaXI0TO
U3 HUX BO3MOKEH BBIXOJ B INI00aNbHYIO ceTh MHTepHeT. MHCTUTYT HCHONb3yeT
BBIZICJICHHBI KaHal co ckopocteio 10 MO/c. Jlms CTymeHTOB wuMeeTcs
BO3MOXKHOCTh BBIXOJIa B CeTh VMHTEpHET ¢ MOOMJIBHBIX YCTPOHCTB MOCPEICTBOM
cetu WiFi, koTopast ycraHoBJIeHa B yuTanbHOM 3asie HcTUTyTA.

[IpoBeaenue JAeKUMA MO AUCLHMILIMHE COMPOBOXKIAETCS MCIOJIb30BAaHUEM B
KauecTBe y4eOHO-HAIJIAIHbIX MAaTePUAJIOB ClalI-TIPEe3ECHTALUSIMU.

7. BOCIIMTATEJIBHAS PABOTA

44



Bocnutanne — oOywarommxcs ~ OpU  OCBOGHMM  HWMH  OCHOBHBIX
npodeccHoHaNbHBIX ~ 00pa3oBaTeNbHBIX  mporpamMm  (mamee —  OIIOII)
OCYIIIECTBIISIETCS HA OCHOBE paboyeil MporpaMMbl BOCIIUTAHUS U KaJCHIAPHOTO
IJIaHa BOCIIUTATENbHOM padoThl, BKitouaeMmbix B OITOIL.

llenr BocmuTaTeNbHONM pPAOOTHI — CO3/[aHHUE YCIOBUH MJi aKTHUBHOU
KU3HEICATEIIBHOCTH ~ O0y4alolMXCs, HUX TIPakJaHCKOTO CaMOOIPEIEIICHHUS,
1po(heCcCUOHATIBHOTO CTaHOBJICHUS u VH/IMBU1yaJIbHO-TUYHOCTHOM

caMOpeaJiu3allud B  CO3MJATENIBHOM  JI€ATEIBHOCTH JJI  yJIOBJIETBOPEHMS
HOTPEOHOCTEN B HPAaBCTBEHHOM, KYJIbTYPHOM, MHTEJUIEKTYaJIbHOM, COUAIIBHOM U
po(heCCUOHATILHOM Pa3BUTHUHU.

3ajaud  BOCHUTATENbHOM  pabOTBI:  pa3BUTUE  MHUPOBO33PEHUS U
aKTyalu3alus CHCTeMbl 0a30BbIX LEHHOCTEH JIMYHOCTH, NPHUOOIIEHUE K
OO0IIeYeI0BEYECKUM HOPMaM MOpaJid, HAIlMOHAJIbHBIM YCTOSIM M aKaJeMUYECKUM
TpaJMLMAM; BOCIUTAHHE YBA)KCHHS K 3aKOHY, HOpPMaM KOJUIEKTUBHOMN KW3HH,
pa3BUTHE TPAXKIAHCKOM M  COIMAIBHOW  OTBETCTBEHHOCTH; BOCIHUTAHUE
MOJIOKUTEIBHOIO OTHOWIEHUS K Tpyay, (OpMUPOBAHHE KYJIbTYpbl U 3THUKH
npodecCUOHAIBHOTO ~ OOIIeHusl;  (GOpPMUPOBAaHWE  JIMYHOCTHBIX  KA4eCTB,
HE0OX0AUMBIX 1S 3D PEeKTUBHON MPODEeCCHOHATBHON AESTENbHOCTH; BOCITUTAHUE
BHYTPEHHEN MOTPEOHOCTH JIMYHOCTH B 3JOPOBOM 00pa3e >KM3HU, OTBETCTBEHHOTO
OTHOUIEHUS K NPHUPOJAHOW M COLHOKYJIBTYPHOH CpEnNe; MOBBILIEHUE YPOBHS
KyJbTYpPbl 0€3011aCHOTO TTOBEICHHUS.

OcobOenHoctn u Tpaguuuu HMHcTuTyta 0OYCHOBIMBAIOT — CIEAYIOIINE

OCHOBHBIC HallpaBJICHUA BOCHHUTATEIBHOMN pa6OTBII IMaTpUOTHUYICCKOC,
I'paxKaaHCKOC, AYXOBHO-HPAaBCTBCHHOC, KYJIBTYPHO-TBOPYCCKOC, Hay4HO-
06pa30BaTCJ'II>HOG, HpO(l)GCCI/IOHaJIBHO'pr,ZIOBOG, BOJIOHTCPCKOC

(moOGpoBoJibueCcKOE),  dKOJIOrHYeckoe, (usnueckoe. Buasl  aesTeabHOCTH
oOyJaronMxcsi B BOCIUTATEIbHOM CHUCTEME 00pa30BaTeIbHOM OpraHU3aliu:
IIPOEKTHAs JIEATEIbHOCTh (KaK KOJIJIEKTUBHOE TBOPYECKOE JIEN0), BOJIOHTEPCKas
NeSATEIbHOCTh,  y4€OHO-MCCIENOBATENbCKAsI W HAYYHO-MCCIIEI0BATEIbCKAS
JEATENBHOCTD, T0CYTOBas, TBOPYECKASI U COLMATIBHO-KYJIbTypPHas AEATEIbHOCTD U
Ap.

BocnurarenpHblii NOTEHIMAl Y4EOHO-MCCIEAOBATEIbCKOM UM HAy4HO-
UCCIICIOBATEIIbCKON  IEATENIBHOCTH  PEAIIU3YyeTCs B IIPOLIECCE  Pa3BUTHA
UCCIIEIOBATENCKONM KOMIETEHTHOCTH 00yUaroluXcsl Ha MPOTSHKEHUN BCETO CpOKa
ux oOyuenuss B  MHctutyTte.  PesynpTaThl  CTyJIEHUYECKOW  HAy4yHO-
WCCJIEIOBATENLCKON JIEATEIbHOCTH MPOXOMAST ampoOaIyio B paMKax Hay4YHBIX U
HAyYHO-TIPAKTUYECKUX KOH(MEPEHIUN PAa3IMYHOTO YPOBHS, B T.4. KOH(MEPEHIUH,
OpraHu30BaHHbIX NHCTUTYTOM.

CouunanbHO-KyJIbTypHasi W TBOpYECKass JEATEIbHOCTh OOYyYarouIuXcs
peanu3yeTcss TpU OpraHu3aldd W MPOBEACHUM 3HAYUMBIX COOBITUH U
MEPOTPUATHN IPAKIAHCKO-NTATPUOTUYECKOH, Hay4YHO-HMCCJIEN0BATENBCKOM,
COITMOKYJIBTYPHOU ©  (DU3KYJbTYPHO-CIIOPTUBHON  HANpaBJICHHOCTH. Buabl
TBOPYECKOM  JeATeNbHOCTH oOydaronmxcs B MHCTUTyTE:  My3BIKalIbHOE
TBOPYECTBO, XOpeorpaduyeckoe TBOPUECTBO, TeaTPaTbHOE TBOPYECTBO, HAYYHOE

TBOPUYCCTBO, MCAHUAIIPOCKTELI U JIP.
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BononTtepckas nesTenbHOCTh 00yYarOIIMXCS — MUPOKUN KPYT HAIIPABJICHHMA
CO3UAATEIIFHON JCATEIBPHOCTH, BKIIFOUAIOIINA pa3IndHbie (POPMBI TpaskIaHCKOTO
yudactus. [lo wHUIMATHBE OOydYarONMMXCS W TMPU WX AaKTUBHOM YYacTHH B
NHCTUTYTE OCYHIECTBISIET CBOIO JEATEIBHOCTD I00POBOJIbUECKUM OTPpsia « MbD».

Peanuzanuio PaGouelt mporpaMMbl BOCTMTAHHS IOMOTAeT OOECIICUMBATH
B3aMMOJICUCTBUE C PA3JIHYHBIMU COIMAIBHBIMA HHCTHTYTaMHU, CyOBbEKTaMu
BocniuTanus. (Ocoboe 3HaueHHWe I BOCHUTATEIBHOTO Mpolecca HUMeEeT
OpraHu3alys MPaKTUYECKOW MeSITeIbHOCTH OOyYaroumxcsl C IeJbI0 Pa3BUTHS
npo(ecCUOHANBHBIX KOMMETEHIMH B ycioBusXx WHCTHUTYyTa W HPOQPUIBHBIX
YUPEKICHUN U OPraHU3alnM.

8. OCOBEHHOCTH OBYYEHUS NHBAJIMO0B U JIML C
OI'PAHUYEHHBIMHA BO3MOKHOCTAMMU 310POBbA

B nporecce nzyueHus AUCHUILIMHBI U OCYIIIECTBICHUS MPOLIEAYP TEKYIIETO
KOHTPOJISl YCIIEBAEMOCTH W TPOMEXKYTOUHOM arTecTalid WHBAJIUJIOB W JIUI[ C
OTPAHUYECHHBIMH BO3MOXKHOCTSIMU 3JI0POBbSI MPUMEHSIOTCS  aJallTUPOBAHHBIC
dbopMbl  O0y4YeHHSI C Y4YETOM HHAMBUIAYATbHBIX TCUXO(PU3UOJIOTMYECKUX
0COOEHHOCTEM.

OOyueHue JMIl C OrPAaHUYEHHBIMH BO3MOXKHOCTSMH U HMHBAJIHJIOB
OpraHU3yeTCsi KaK COBMECTHO C JIPYTMMU OOYYAIONIMMHCS Ha JIEKIMOHHBIX H
MPAKTUYECKUX 3aHITHUSIX, TaK U 110 HHIUBUyIbHOMY yueOHOMY I1aHy. Bo Bpems
MPUEMHOM KaMIIaHUH, a TaKKEe BO BPEMSI CIaud Pa3ITUYHBIX (JOPM MPOMEKYTOUHON
U TOCYJIapCTBEHHON MTOTOBOW aTTecTaluu B MHCTUTYTE cO3/aHbl HEOOXOIUMBIE
YCIOBUS I OKAa3aHWs TEXHUYECKOW IMMOMOIIM HWHBAIWAAM U JHULIAM C
OTPAHUYECHHBIMU BO3MOXXHOCTSIMU 37I0pOBbsl (MU HEOOXOJUMOCTU MOXKET OBITh
JOMYIIEHO TPUCYTCTBUE B ayJIUTOPUU ACCHUCTEHTOB, COMPOBOXKIAOUIUX JIHII,
cO0aKU-MOBOJBIPSA U T.I1.).

OOyuaroruecss W3 4YUClIa MHBAIUMIOB M JIMIl C OTPAaHUYCHHBIMHU
BO3MOXXHOCTSIMU 3JI0POBbsl, MPU HEOOXOJAMMOCTH, MOTYT OBITh OO€CIECUCHBI
AJIEKTPOHHBIMU M TICYaTHBIMU O0pa30BaTEJIbHBIMM pPECypcaMy C YUYE€TOM HX
WHIUBUIYAIbHBIX TOTpeOHOCTEe. Jliig peanu3auvu AOCTYDHOM Cpenbl MpHU
HEOOXOJAMMOCTA B Y4EOHOM IIpOIlECCe MOTYT OBbITh 3aJeHCTBOBAHbI JIOKYMEHT-
KaMmepa JUIsl YBEJIMYEHUS TEKCTOBBIX (PparMEHTOB W M300pakKeHWUW (A JIUI] C
HapylIeHUsIMA  3pEHUs]) MW  [EPEHOCHAas UWHAYKIMOHHAs  CHCTEMa s
crmabocnpimammx «Mctok» A2 cO BCTPOCHHBIM IIJIEEPOM — 3BYKOBBIM
uH(OpPMATOPOM.

9BC «YHUBEpCUTETCKAs onoInoTexka OHJIAH» MPEI0CTaABISAET
oOyuatommumcsi ¢ OB3 (mo 3peHuro) psjg BO3MOXKHOCTEH [Jisi OOecreueHUs
s exTrBHOCTH mporiecca oOyuenus. [Ipu ureHMM macmTad CTpaHMIIBI caiTa
MOXHO YBEJIIMYUTH C TMOMOIIBIO CIEIHAIBHOTO 3HAYKa Ha TJABHOM CTpaHHUIIE.
MoOXHO HCMOJB30BaTh TOJHOAKPAHHBIM PEXUM OTOOpPaKEHUS] KHUTH WIIU
BKJIIOYMTHh O3BYYMBAHHUE HEMOCPEJICTBEHHO C caillTa MpU IOMOIIM Mporpamm
AKpaHHOTO JocTyma (Hampumep, Jaws , «Balabolkay). CkaunBaembie ¢hparMeHTHI B

dbopmare pdf, wumerommMe BBHICOKOE KauyeCTBO, MOTYT  HCIIOJIb30BaThCS
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TU(IONPOrpaMMaMU ISl TOJIOCOBOTO  O3BYYMBAHUS TEKCTOB, MOTYT OBIThH
3arpy’KeHbl B THQIIOIUIEEPH], a TaKKe€ CKOMUPOBAaHBI Ha JI0O0E YCTPOWCTBO st
KOM(pOPTHOTO YTEHHUS.

CepBuc ObC «lluTaTHHK» IMOMOTaeT IMOJIB30BATEN0 HU3BJIEYb LUTATy U
aBTOMAaTUYECKH (POPMHUPYET KOPPEKTHYIO OMOIUMOrpapuuecKkylo CChUIKY, YTO
OCOOCHHO aKTyaJbHO Ui JIMI C OTPAHMYEHHBIMA BO3MOXXHOCTSIMU M 00JIerdaeT
IPOLIECC HAMUCAHUS KypPCOBOM UIIU BBIITYCKHOM KBaIU(PUKAITMOHHOMN pabOTHI.

JUis OArOTOBKM K 3aHATHAM oOydaromumecs ¢ OB3 (mo 3peHuto) moryr
UCIOJIB30BaTh MoOWIbHOE mnpuioxenne ObC «JlaHby, npenaHa3sHaueHHOE s
O3BYyUMBaHUsl TEKCTa KHUTH. PeXHM [AOCTyma: 3JEKTPOHHBIM, NPUIOKEHHUE
CKauuBaeTcs 00y4aroluuMcs CaMOCTOSTENbHO ¢ caiTa e.lanbook.ru, HeoOxonumoe
yciioBue: ObITh 3apeructpupoBaHHbIM B OBC «Jlanp». Hcnonb3yercs cBoOOIHO
pacrpocTpaHsiemMast mporpamma dkpaHaoro npocrymna Nvda.

[ToapoOHee 00 opraHu3alu JOCTYITHON Cpelibl CM. COOTBETCTBYIOIIUI
pazzie’ OCHOBHOM NpodecCHOHaIbHOM 00pa30BaTENbHONU TPOTrPaMMBI.
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