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1. IEJIX OCBOEHU JUCHUITJIMHBI (MOAY JIST)

ObecrieunTh CTYACHTOB NPO(ECCHOHANBPHO 3HAYMMBIMH 3HAHUSMH, yYMEHHMAMH W HaBBIKAMH B OOJAacCTH TEOpHH W
HPaKTUKU JOKYMEHTALMOHHOT0 00eCIeYeHUs] OPTaHOB BIACTH PA3HOTO YPOBHS U KOMMEPUYECKUX CTPYKTYP.

2. MECTO JUCHUIIVIMHBI MOAYJIsl) B CTPYKTYPE OBPA3OBATEJIBHOM TPOI'PAMMBbI
Luxx (pazpen) OIT: |

2.1 | TpeGoBaHus K NpeABAPUTEIbLHOH IIOATOTOBKE 00y4arolierocs:

2.1.1| OpraHusamms 1 TEXHOJOTHS TOKYMCHTAIIHOHHOTO 00ECIICUCHHS YITPaBIICHHSI

2.1.2| Hcropus rocyqapCTBEHHOTO U MYHHUIIHITIATLHOTO YIIPABICHHUS

2.1.3| OcHOBbI TPaBOBBIX 3HAHUH B OOJACTH JOKYMEHTOBEACHHMSA U ApXUBOBEACHHs (AIMHUHHMCTPATHBHOE, WH(POPMAIMOHHOE,
apXUBHOE, IPaKIAHCKOE)

2.2 | JucuunianHbl (MOXYJIM) M MPAKTUKY, 1151 KOTOPHIX OCBOEHHE JAHHON THCHUTNIHHBI (MOIYJIsI) HEOOXOMUMO KAK
npeanecTByonee:

2.2.1| Opranusanus paGoTsl ¢ 00paLICHUAMH TPAXKIAH

2.2.2| TloAroToBKa K MPOIEAype 3alINTHI U 3aIl[UTa BBITYCKHOM KBATH(UKAIIHOHHOMH paGoThI

223 IloaroroBka k ciade u caada rocyaapCTBEHHOI'0 5K3aMCHa

2.2.4| TIpousBOACTBEHHAS TPAKTHKA (TIPEIIMIIOMHAsT )

3. KOMIETEHIUU OBYYAIOIIET OCSI, ®OPMHUPYEMBIE B PE3YJIbTATE OCBOEHUSI JUCHATIINHEI
(MOJLYJIST)

IIK-1: Bragenue 3akoHoaaTeIbHONH U HOPMATHBHO-MeTOANYeCKOi 0a30ii HHGOPMALMOHHO-T0KYMEHTALMOHHOI'0
obdecneyeHHsl YNPaBJIEHUs U APXUBHOTO /1eJIa, CNOCOOHOCTHIO OPUEHTHPOBATHLCS B MPABOBOii 6a3e CMEKHBIX 00J1acTel
3HaTh:

- 3aKOHOJAATEeNIbHBIE M HOPMATHBHO-IIPAaBOBbIE aKThl Poccuiickoit ®Penmepauuu B cdepe HTOKYMEHTALIMOHHOTO OOeCledeHUs
yNpaBJIeHHs TOCYy1apCTBEHHBIX U KOMMEPYECKUX CTPYKTYD;
- HOpPMAaTHBHO-METOJIMYCCKHE JOKyMEHTHl W HAaI[MOHAIbHBIC CTAaHAApTHl B cdepe ITOKYMEHTAllMOHHOTO OO0eCHeUeHUs
rOCYJapCTBEHHBIX U KOMMEDPYECKUX CTPYKTYDP.

Ymers:

- OpHEHTHPOBATHCS B HOPMATHBHO-IIPABOBOM M METOJMYECKOM 0a3e CMEXKHBIX C JOKYMEHTAIMOHHBIM OOECIICUYEHHEM YIIPABICHUSI
obJacreii;

- aHANM3MPOBAaTh HOPMATHUBHO-TIPABOBYIO 0a3y B COOTBETCTBHU C 3aJa4aMH JOKYMEHTAI[MOHHOTO OOCCIICUCHHUS YIIPaBICHHUS
rOCYApCTBEHHBIX U KOMMEPUYECKUX CTPYKTYP.
Baagern:

- HaBbIKAMH T[IOMCKA, aHajiHW3a, TOKOBAHHS ¥ NPHUMCHECHHUS NPABOBBIX HOPM B cdepe IOKYMCHTAIIMOHHOIO OO0CCHCUCHUS
YIIPaBIICHHUS;

- HaBBIKAMH TIPIMEHEHHS HOPMAaTHBHO-TIPABOBBIX AaKTOB W METOIMYECKHX TOKYMEHTOB IS PEIIeHHS 3a1ad MpoQecCHOHANBHON
JETAIBHOCTH B Chepe JOKYMEHTAMOHHOTO 00eCIeUeHNUs YIIPABICHHUS TOCY IapCTBEHHBIX M KOMMEPYIECKUX CTPYKTYP.

IIK-3: Cnoco6en ncnonb30BaTh NnpaBuJjIa OpraHu3alm BCEX 3TAIIOB paﬁOTbI C JOKYMEHTAMHU PA3HbIX TOKYMECHTAIIHOHHBIX
CHCTEM, B TOM YHCJIC APXUBHBIMH TOKYMECHTaAMH

3HaTh:
- 3aKOHOJATeIbHbIE U HOPMATHBHO-NIPaBOBbIC akThl P B 001acTH pabOThI ¢ AOKyMEHTalUeH U HHPOPMAIIUEH B TOCYIapCTBEHHBIX
1 KOMMEPUYECKUX CTPYKTypax;

- mpaBmwiaa pabOTBl C JOKYMEHTAMH B TOCYJAPCTBCHHBIX M KOMMEPUECKHX CTPYKTYpaxX, YCTAHOBJIEHHBIE HX JIOKaJIbHBIMHU
HOpPMAaTUBHBIMU aKTaMU;

- TEXHOJIOTHYCCKHUE 3TaIlbl pa6OTLI C PA3JINYHBIMHU KaTCTOPHUAMU JOKYMCHTOB I'OCyJapCTBECHHBIX U KOMMCEPUCCKUX CTPYKTYP,

- TOPSIOK W COJEpKaHHWE TMPOIENyp TEXHOJOTHYECKAX JTalmoB paboThl C pPasIUYHBIMH  KaTETOPHSIMH  JTOKYMEHTOB
TOCYJapCTBEHHBIX U KOMMEPYECKUX CTPYKTYP.
YMmers:

- CTPYKTYPHPOBaTh, CUCTEMAaTH3UPOBATh U KIaCCUPHULUUPOBATh JOKYMEHTHI IO ONPEAeIEHHBIM KPUTEPHSIM;
- BBIMOJIHATH paboTy ¢ JOKYMEHTaMH B paMKaXx MPOIEAYpP, YCTAHOBICHHBIX B TOCYIaPCTBEHHBIX K KOMMEPUECKUX CTPYKTYypax.
Baanern:

- TEXHOJOTHSMH M OIepanus M pabOTHl C pPa3sIHYHBIMH KAaTETOPHAMH JIOKYMECHTOB B TOCYJapCTBEHHBIX M KOMMEPYECKHX
CTPYKTYpax;
- OpraHU3alMOHHOHN O(PHCHON TEXHUKOH B paMKax cBOeil MpoeCCUOHATIBHOM NesTeIbHOCTH.

IIK-4: Brageer HaBbIKaMHU OPraHU3AIUHM JOKYMEHTHPOBAHUS YIPABJIEHYECKOIl 1eSITeIbHOCTH B OPraHu3aluu
3HaTh:
- TUIBI U BUABI JOKYMEHTAIIMOHHBIX CUCTEM, COCTAaB U MOPAIOK HUX q)yHKHI/IOHI/IpOBaHI/IH B CUCTEMC YIPABJICHHUA TOCYJapCTBEHHBIX
U KOMMEPYECKUX CTPYKTYP;
- HOpMAaTUBHO-ITPABOBYIO U MCTOJAUYICCKYIO 633}/, PETYJIMPYIONIYIO pa60Ty C TOKYMCHTAaMH Pa3HbIX JOKYMCHTAIIMOHHBIX CUCTEM;




- IpaBHJIa COCTABJIEHHS U ODOPMIICHHUS YIIPABIEHUYECKHUX JOKYMEHTOB PA3HBIX TUIIOB U BHUJIOB,;

- IIpaBuJIa OpraHu3aliui AOKYMCHTAIMOHHOI'O COIPOBOXKICHHUA YIIPABJICHUSA W OpraHU3allMi apXWBHOI'O XpaHCHHSA JOKYMCHTOB B

FOCYI[apCTBeHHBIX u KOMMCp‘-IeCKI/IX CprKTyan.
Ymers:

NPUMCHATh HOPMATHUBHO-IIPABOBBIC AKTHI

YIPaBIEHYECKUX JOKYMEHTOB;

NPOBOIUTH yYHU(HKAIMIO (HOpM TOKYMEHTOB,

KOMMEPYECKUX CTPYKTYP;

- TPUMEHATH KOHKPETHBIC BHABI IOKYMEHTOB JUIS peain3aluy (YHKIWN YNPaBlIeHHS B TOCYIAPCTBEHHBIX M KOMMEPUECKHX

CTPYKTYypax;

COBCPUICHCTBOBATb CHCTEMY HOOKYMCHTHUPOBAHUA praBJ'IeH‘IeCKOf/'I ACATCIBHOCTH B TOCYAApPCTBECHHBIX MW KOMMCPUYCCKUX

CTPpYKTypax.
Baanernb:

- HaBBIKAMH pa3pabOTKH TpeOOBaHMUH K HH(OPMAIUHN, BKII0OYaeMOi B JOKYMEHTHI TOCYJapCTBEHHBIX H KOMMEPUECKHUX CTPYKTYD;
- OpraHU3alMOHHOI O(PHCHON TEXHUKOH B paMKax CBOEH NMpodhecCHOHATbHOMN e TeTbHOCTH;

- OpraHu3allMOHHBIMH W TEXHHYCCKUMH CPCACTBAMH JIs IIEPEBOJA B SHGKTpOHHLIfI BUO OOKYMCHTOB U ﬂOKyMeHTHpOBaHHOﬁ

nHGOpMANH OPTraHU3AIIHH.

IIK-5: Baageer HaBbIKAMHU 06p360TKI/I AOKYMEHTOB Ha BCE€X dTamnax HOKyMeHTOOﬁOpOTa

3HaThb:

- METOABI pETIIaMCHTANU JACJIOMPON3BOACTBCHHBIX IIPOLICCCOB;

- TPUHIOUNBI W METOABl YHOPSAOUCHHS COCTaBa JOKYMEHTOB W HMH(MOPMAIIMOHHBIX IIOKa3aTeslieil B TOCYJapCTBEHHBIX U

KOMMEPYECKUX CTPYKTYPaX;
- IpaBUJIa OPraHU3aIMU JICTIONPOU3BOACTBEHHBIX MPOIECCOB B TOCYAAPCTBEHHBIX M KOMMEPYECKUX CTPYKTYpaXx;
- HOpHIIOK u COIIep)KaHI/IC Hpouenyp 10 pa60Te C I[OKyMeHTaMI/I B FocyﬂapCTBeHHBIX nu KOMMCp‘ICCKI/IX CprKTyan.
YMmers:

HNPOBOIUTE yHUHKAMIO (OpM TOKYMEHTOB,

KOMMEPYECKHX CTPYKTYD;

- OCYIIECTBIIITh IpPOLEAYpHl NO padoTe C JOKyMEHTAMH B TOCYNApCTBEHHBIX H KOMMEPYECKHX CTPYKTypax (0OpaboTkw,

perucTpanyu, UCIIOITHEHH, KOHTPOJIS, TEKYIIETO U apXUBHOT'O XPAHEHHUS JJOKYMEHTOB).
Baanernb:

- TEXHOJIOTHSAMH PAaOOTHI ¢ JOKyMEHTaMH U HHpOpManueH, B TOM YHCIIe OTPAaHHISHHOTO IOCTYIA.

B pe3yabTaTte ocBOeHUS JMCUMIIMHBI (MO1Y.I51) 00yUaloUIuiics 10/KeH

3.1

3.2

33

3HaThb:
- 3aKOHOJATENIbHYI0, HOPMAaTHBHO-TIPABOBYI0 M HOPMAaTUBHO-MeTOAWUYecKylo 0a3y Poccuiickoit ®enepanum B cdepe
JIOKyMEHTAI[HOHHOTO 00€CIedYeH sl yIIPaBIeHHs TOCY JapCTBEHHBIX 1 KOMMEPUECKHX CTPYKTYD;

- TpaBWIa, HOPMBI M HPUHIUIEI OCYIICCTBICHUS JTOKYMEHTALMOHHOTO COMPOBOXICHUS ACATEIBHOCTH TOCYAAPCTBEHHBIX
U KOM MEPYECKHUX CTPYKTYD;

- MOPSOOK M COJAEp)KaHUE MpOLEAyp MO paboTe C IOKyMEHTAaMH B TOCYIAPCTBCHHBIX M KOMMEPYECKHX CTPYKTypax
(0OpaboTKH, peruCTpaIvy, UCTIOTHESHHS, KOHTPOJIS, TEKYIIETO H apXUBHOT'O XPaHCHHUS JJOKYMEHTOB).

YMmern:

- aHaNIM3UpPOBaThb HOPMATHBHO-TIPABOBYIO U METOAMYECKYI0 0a3y B COOTBETCTBUH C 3aJayaMu JOKyMEHTal[HOHHOTO
obecIieueHns yIpaBJIeHUs TOCYAapCTBEHHBIX 1 KOMMEPUYECKUX CTPYKTYP;

- CTPYKTYypHpOBaTh, CHCTEMaTH3WPOBATh M KIACCH()UINPOBATH JOKYMEHTH IO ONpPENeIEHHBIM KPUTEPUSM W BEHITOIHATH
paboTy C HIMH B paMKax IPOLEAYpP, YCTAHOBICHHBIX B TOCYJapCTBEHHBIX I KOMMEPYECKUX CTPYKTYPax.

- COBEpIICHCTBOBATh CHUCTEMY JIOKYMEHTHPOBAaHHUS YIPABICHUYECKOM MEATEIBHOCTH B TOCYNApPCTBEHHBIX M KOMMEPYECKHX
CTPYKTYpax.
HNmeTh HABBIKYU U (MJIH) ONBIT AeSITEJILHOCTH:

- TOHWCKa, aHauW3a, TOKOBAHMS W TPUMEHEHMS MPABOBBIX HOPM M METOAMYECKHX peKoMeHpmammii B cdepe
JIOKyMEHTAI[HOHHOTO 00€CIeYeH sl yIIPaBIeHHs TOCY JapCTBEHHBIX 1 KOMMEPUECKHX CTPYKTYD;

- paboTBI ¢ Pa3IMYHBIMU KaTETOPUSIMU JOKYMEHTOB B TOCYIAPCTBEHHBIX M KOMMEPYECKUX CTPYKTYPax C HCIOJIb30BaHHEM
0(HUCHOI TEXHUKY;

- pa3paboTKH TpeOOBaHUI K HH(POPMAIIUH, BKIIOYAEMOH B JIOKYMEHTBI TOCYIaPCTBCHHBIX H KOMMEPUYECKHX CTPYKTYP;

- 00pabOTKH, PETHCTPAllMU, HCIONHEHUS, KOHTPONSA, TEKyIIero M apXUBHOTO XpaHEHUS JOKyMEHTOB, B TOM 4YHCIE
OTPAaHUYEHHOIO OCTYIIA.

4. CTPYKTYPA U COJIEP’)KAHME JUCHUTLTAHBI (MOJLYJIST)

Cemectp

HaumeHoBaHue pa3aesioB H TeM /BUJ 3aHATHS/
pasi A / Kype

Yacos Komnerenuun Jlutepatypa

U HOPMAaTUBHO-METOJAMYCCKUEC HNOKYMCHTBI IIpU COCTaBJIICHUHU U Oq)OpM.TIeHI/II/I

NOPUMCHACMBIX B praBHCH‘{€CKOﬁ ACATCIIBHOCTH TOCYJAAapCTBCHHBIX H

IPUMEHSIEMBIX B YIPABICHUYECKOM JEATEIBHOCTH TIOCYJapCTBEHHBIX U




HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/

Cemectp

Yacos

KomnereHmun

JlurepaTtypa

/ Kype

Paznen 1. JlokyMeHTHpOBaHHe [esiTeIbHOCTH OPraHoOB
roCyAapCTBEHHOH BJIACTH M MECTHOI0 CaMOYNpPaBJIeHUsI
/Pazmen/
Tema 1. JlokymeHTHpOBaHue JIEATEIIEHOCTH
TOCYJTApCTBEHHOTO U HETOCYNApCTBEHHOTO YIPAaBICHHS Kak 3
yueOHast AUCIHMILUINHA
JlokyMeHTHpOBaHHE JEATEIbHOCTH TOCYAApCTBEHHOIO U JI1.4J11.3 J11.2 J11.1
HErocyJapCTBEHHOIO YIpaBlIeHHs KaK yueOHas IUCIUILIMHA 3 TK-1 HK_35HK_4 K-\ 11 55122 2.6 12,1
(camocrosiTenbHas padota) /Cp/ 2.5
Tema 2. Mcropudeckuil ONBIT Pa3sBUTUSA JTOKYMEHTHPOBaHUS 3
JEATEIIBHOCTH OPraHOB TOCYJapPCTBEHHOW BIIACTH
Hcropuueckuii  OHNBIT  pa3BUTHA  JOKYMEHTHPOBAaHUS
JIEATENEHOCTH OPraHOB TOCYJapCTBEHHOW BIACTH (JIEKIIHS) 2 TIK-1 HK_35HK_4 TIK- ?IlliJJ'IIZI 23 Jj_IIzl 62 JJ_ITZI 11
/JTex/ o ) :
Hcropuueckuif  OmBIT  pa3BUTUA  JOKYMEHTHPOBAaHUS
JEATENBHOCTH OpraHoB roCy1apCTBEHHOM BIIACTH 10 TK-1 HK_35HK_4 TIK- J}[llijj'}zl 23 JJ_IIZl 62 JJ_ITZI : 11
(camocrosiTenbHas padota) /Cp/ Rt ) )
Tema 3. HopmartusHo-1ipaBoBOE peryaupoBaHue
JOKYMCHTUPOBAHHS YIPABICHYCCKOW NESATEIFHOCTA OPraHOB 3
TOCYAapCTBEHHOI BIACTH M MECTHOTO CaMOYIPaBICHHUS
HopmatuBHO-TIpaBOBOE peryaHpOBaHUE JTOKYMEHTHPOBAaHUS
YIIPABIEHYECKOH [EATENLHOCTH OPraHOB TOCYAAPCTBEHHOM 2 TIK-1 HK'35HK_4 TIK- J}Ill‘;j_[-lzl 23 JJ_B 62 j_[-lzl 11
BJIACTH M MECTHOTO camoympaBieHus (Jiexius) /Jlex/ e ) )
HopMaTHBHO-IPaBOBOE pEryIHPOBAaHUE JAOKYMCHTHPOBAHUS
YIPaBIEHYECKON JIEATEIBbHOCTH OpPraHOB TOCYIapCTBEHHOM 4 TIK-1 IIK-3 TTK-4 T1K- | JI1.4 JI1.3 JI1.2 JI1.1
BJaCTH W MECTHOTO  CaMOyYIpaBieHUs (IIPaKTUIECKOe 5 JIT1.5J12.2 J12.6 JI2.1
3ansTue) /Ilp/
HopMaTHBHO-IIpaBOBOE pETYIMPOBAHUE JIOKYMEHTHPOBAHUS
YIPaBICHUYECKON JEATEIbHOCTH OpPraHOB TOCYJapCTBEHHOM 10 TIK-1 T1K-3 TIK-4 T1K- | JI1.4 JI11.3 JI1.2 JI1.1
BJaCTH M MECTHOTO CaMOYIpAaBJIEHHUS (CaMOCTOSTENbHAs 5 JI1.5J12.2 J12.6 J12.1
pabota) /Cp/
Tema 4. biaHku TOKyMEHTOB OPTaHOB BIACTH 3
bnaHku MOKyMEHTOB OpraHoB BiacTh (Jekius) /JIex/ ) TIK-1 T1K-3 TIK-4 T1K- | JI1.4 JI11.3 JI1.2 JI1.1

5 JI1.5J12.2 J12.6 J12.1
BnaHkM [OKyMEHTOB OpraHOB BIAcTH  (IPaKTHIECKOE : 3 3 [ JI1.4J11.3 JI1.2 J11.1
3austue) /TIp/ 4 TK-TTIK 35HK 4TIK JI1.5J12.2 J12.6 J12.1

J2.4

brnankn 1OKyMEHTOB OpraHoB BJacTH (CaMOCTOATEIbHAS 10 TTK-1 TTK-3 TIK-4 I1K- | JI1.4 JI1.3 JI1.2 JI1.1
pabota) /Cp/ 5 JI1.5J12.2 J12.6 J12.1
Tema 5. JlokyMEHTHUpPOBaHUE YIPABICHUECKON NESITEIBHOCTU 3
OPTaHOB TOCYIAPCTBEHHOH BIACTH
JIoKyMeHTUpOBaHUE YIIPABICHYECKON AEATEIILHOCTH OpPraHOB 4 IK-1 [TK-3 TIK-4 TIK- | JI1.4 JI1.3 J11.2 JI1.1
roCyapCTBEHHOM BracTu (Jexiust) /JIex/ 5 JI1.5J12.2 J12.6 J12.1
JIOKyMEHTUPOBAaHUE YIIPABICHYECKON AEATEIIbHOCTH OpPraHOB 4 IIK-1 IIK-3 I1K-4 IIK- | JI1.4 JI1.3 J11.2 JI1.1
rOCYAapCTBEHHOH BiacTH (mpakrudeckoe 3ansatue) /Ip/ 5 JI1.5J12.2 J12.6 J12.1
JlokyMeHTHpOBaHNE yIPaBICHYECKOHN AEITEIbHOCTH OPTaHOB 10 TIK-1 IIK-3 TIK-4 TIK- | JI1.4 J11.3 JI1.2 JI1.1
TOCyJIapCTBEHHOM BIacTH (camocTosTenbHas padora) /Cp/ 5 JI1.5J12.2 J12.6 J12.1
Tema 6. JJokyMeHTHpOBaHUE YNPABICHYECKOHN N1EATEIBHOCTH 3
OpPraHOB MECTHOTO CaMOYIIPABIICHUS
JloKyMeHTHpOBaHUE YNPABICHYECKON NEATEIbHOCTH OPTaHOB 5 TTK-1 T1K-3 TIK-4 T1K- | JI1.4 JI1.3 JI1.2 JI1.1
MECTHOTO caMoyIpaBieHus (Jekmwst) /JIex/ 5 JI1.5J12.2 J12.1 J12.5
JIOKyMEeHTUpOBaHUE YIPABICHYECKON NEATENTbHOCTH OPraHOB 4 IK-1 [IK-3 1TK-4 TIK- | JI1.4 JI1.3 J11.2 JI1.1
MECTHOTO CaMOYIpaBjicHus (mpakTudeckoe 3anstue) /TIp/ 5 JI1.5J12.2 J12.1 J12.5
JIOKyMEHTUPOBAaHUE YIIPABICHYECKON AEATEILHOCTH OPraHOB TK-1 TTK-3 TTK-4 TIK- J1.4J11.3 J11.2 JI1.1
MECTHOTO CaMOYIIpaBieHus (caMocTosTenbHas padota) /Cp/ 10 3 JI1.5J12.2 J12.6 J12.1

5

J2.5




Cemectp

HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ / Kype Yacos Komnerenuun Jlutepatypa
3auer (3 kypc) /Paznen/
Tema 7. IIpomMeKyTOUHBIN KOHTPOJIb 3
TIpomexxyTOUHBIN KOHTPOIB /3a4€T/ JI1.4 J11.3 JI1.2 JI1.1
g | T HK'35HK'4 MR | 115122 12,6 1121
J2.5J12.4J12.3
HaumeHoBaHue pa3/iesioB U TeM /BU/I 3aHSITHS/ C/elnca)e]lc):p Yacos Komnerenuuu Jlutepartypa
KypcoBasi padora /Pa3nes/
Tema 8. ITonroToBka KypcoBoit paboTsI 3
TToxroroBka kypcoBoii padotsl /KP/ 3 3 : | JI1.4 J11.3 J11.2 JI1.1
20 TR-1TIK 35HK 4 1K JI1.5J12.2 J12.6 J12.1
J2.5712.4J12.3
WHunuBuayansHOe KOHCYNBTHPOBaHME IO KypcoBoil pabote : 3 : [ JI1.4J11.3 JI1.2 J11.1
m/ 3 TK-1 TIK 35HK 4 TIK JI1.5J12.2 J12.6 J12.1
J12.5712.4J12.3
HaumeHoBaHue pa3jiejioB U TeM /BU/I 3aHATHS/ C/elnca)e/lc)zp Yacos Komnerenuuu Jlutepartypa
Paznen 2. JokymeHTHpOBaHUE JIeSITeJIbHOCTH
KOMMEPYeCKHX H HeKOMMep4YecKux opranusauuii /Paznen/
Tema 9. Buipl KOMMEPUYECKUX OpraHu3auit 4
Buner kommepueckux opranuzanmid (Jiexius) /Jlex/ 1 TIK-1 IIK-3 ITIK-4 TIK- | JI1.4 JI1.2 JI1.1J12.2
5 J2.1J12.4J12.3
Bunpl  komMMmepueckux ~— opraHu3zanuid - (caMoCTOSITeNbHAs 18 TIK-1 TIK-3 TTIK-4 TIK- | JI1.4 JI11.2 J11.1J12.2
pabota) /Cp/ 5 JI2.1J12.4J12.3
Tema 10. Bugsl HEKOMMEpYECKHX OpraHH3alMid B 4
Poccuiickoit @enepannn
Buner  HekomMmepueckux —opraHuzanuii B Poccuiickoit 1 TIK-1 ITK-3 TIK-4 TIK- | JI1.4 JI1.2 JI11.1J12.2
Oenepanuu (iexkuus) /Jlex/ 5 J2.1J12.4J12.3
Buner  HekomMmepueckux —opraHmzanuii B Poccuiickoit 13 TIK-1 TIK-3 TIK-4 TIK- | JI1.4 JI11.2 J11.1J12.2
Oenepanun (camoctosTenbHas padora) /Cp/ 5 JI2.1 J12.4 J12.3
Tema 11. 3aK0HOATENBCTBO O KOMMEPUYECKUX OpPraHU3aLUsIX: 4
3TAIbl Pa3BUTH
3aKOHOAATETLCTBO O KOMMEPUYECKUX OpPTaHHM3AIMsIX: 3TaIlbl 5 TIK-1 IIK-3 T1IK-4 TIK- | JI1.4 JI1.2 JI11.1J12.2
passuths (Jieknus) /JIex/ 5 JI2.1J12.4J12.3
3aKOHOJATEIbCTBO O KOMMEPYECKHX OpPTraHU3aIMsIX: OSTarlbl 6 TIK-1 IIK-3 I1K-4 IIK- | JI1.4 JI1.2 JI1.1J12.2
pasButHs (paktauueckoe 3ausatue) /TIp/ 5 J2.1J12.4J12.3
3aKOHOJATEIBCTBO O KOMMEPUYECKHX OPTraHW3aIlHsIX: OTarlbl 18 TIK-1 ITK-3 IT1K-4 TIK- | JI1.4 JI1.2 JI1.1J12.2
pa3ButHs (camocTosTenbHas padora) /Cp/ 5 J12.1J12.4J12.3
Tema 12. JlokyMeHTanMOHHOE OOeCIIeYeHHE YIPaBICHU
KOMMEPUYECKO oOpraHuzaluu (Ha TpuUMepe aKIHOHEPHOTO 4
o01ecTsa
,Z[OKyMeHTaHI/If)HHoe obecrieueHne YIpaBJICHUS TK-1 TIK-3 T4 TIK- | JT1.4 7112 711122
KOMMEPUYECKOW oOpraHuzaluu (Ha TpuUMepe aKLHOHEPHOTO 8
5 J12.1J12.4J12.3
obmrectra) (yekius) /JIex/
I[OKyMeHTaHI/IS)HHOG obecrieyeHne yIpaBIeHUs TIK-1 TTK3 T4 TIK- | J11.4 7112 71117122
KOMMEPUYECKOH oOpraHuzaluu (Ha NpuUMepe aKLHOHEPHOTO 10
5 J12.1J12.4J12.3
obmrectBa) (mpakTrueckoe 3austue) /I1p/
IIOKyMeHTaqu)Hﬂoe obecrieueHue yIpaBIeHUs K1 TTK3 T4 TIK- | J11.4 112 71117122
KOMMEpUYECKOW opraHuzaluu (Ha NpuUMepe aKLHOHEPHOTO 17
5 J12.1712.4J12.3
obnrectBa) (camocrosiTenbHas padora) /Cp/
HaumeHnoBaHue pa3iesioB U TeM /BU/1 3aHATHS/ C/ell\cl;lizp Yacos Komnerenuun Jlutepatypa
Jx3ameH (4 kypc) /Pasnen/
Tema 13. [IpoMexyTOUHBII KOHTPOIb 4




HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ C/elnca;lc)zp Yacos Komnerenuun Jlutepatypa
TIpoMexxyTOUHBIN KOHTPOJIB /DK3aMeH/ 3 3 3 [ JI14J11.3 JI1.2 J11.1
g | IS MR Gy 5120 .6 2.1
J12.5712.4J12.3

5. ®OHJ ONEHOYHBIX CPEACTB

5.1. KonTposbHbIe BONPOCHI U 3aaHUS

I. Bonpochl 11 CAMOKOHTPOJIS:
Paznen 1. «JlokyMeHTUpOBaHUE IE€ATEIBHOCTH OPraHOB FOCYIAPCTBEHHOM BIACTH M MECTHOI'O CaMOYTIPaBIIEHHUS

L. ITonsiTHe opraHbl rocyJapCTBEHHOMN BIIACTH M OPTaHbl MECTHOTO CaMOYIPaBIIEHUS.

2. Cucrema opraHoB rocyaapcTBeHHOM Biactu B Poccuiickoit @enepanuu: WUnctutyT npesuneHtcrsa PO, denepanbHoe
cobpanue PO, oprans! HcONHUTENbHOH BracTH PO, u T. 1.

3. IMpennocsuiku GopMUPOBaHUS CUCTEMBI JOKYMEHTAIMK OPraHOB roCy1apCTBeHHOM BilactH Poccuiickoit @enepannu.

4. OpraHu3amnyst JTOKYMEHTHPOBAHUS B IEHTPAIBHBIX YUPEXKICHUSIX PYCCKOTO IEHTPAIM30BAHHOIO TocymapcTa (a), U
MECTHBIX YUPEKICHIAX (IPUKA3HBIX N30aX), ero 0COOCHHOCTH.

5. Opraxusanust JOKyMEHTUPOBAaHUS B KOJIIETHSX.

6. OTtnnuns TexHonorun JokyMmeHTtuposanus X VIII B. oT TexHONOrMM MHpeAIeCTBYIOLMIETO IEPHOIA.

7. Co3aHne CHCTEMBI JIENONPOM3BOJICTBA, COOTBETCTBYIOIICH EIMHOHAYAIBHOMY NOPAIOKY NPHHATHS pEeIIeHHH B
LEHTpalbHbIX yupexaeHusax Poccun XIX B.

8. IlepBble OEKpeThl COBETCKOM BIACTH O PErIaMEHTallud OTAENbHBIX CTOPOH JOKyMEHTHPOBAHUS, O IEMOKpaTH3aluu
JIESITEIIFHOCTH COBETCKUX YUPEKICHHUMH.

9. XapakTtepucTuka H 3HaueHHe «OOIMX MpaBMI JOKYMEHTAaIlMd W JOKYMEHTOOOOpOTa» KaK IOMIBITKH 0000IeHHs
METOJIOB PaLMOHATU3AINN JOKYMEHTUPOBAHUSL.

10. Cosznanue u BHenpenrne OCHOBHBIX MOJOXKeHU EquHol rocynapcTBeHHO# cucteMsbl nenonpoussoactsa (EI'CJI).

11. CranmapTu3anus W yHUQUKAINS YIPaBIEHUYECKUX AOKyMeHTOB B 1970-1990 rr. m mX BIMSHHE HA JOKYMCHTHPOBaHHE
U OPTaHH3AIUIO0 PAOOTHI C JOKYMEHTAMH.

12. 3aKkoHOJATENbHBIE U HHBIE MPABOBBIE AaKThl, PETYNUPYIOUIME JOKYMEHTHPOBAHHE JAEATEIbHOCTH OpraHoB
rocyJ1apCTBEHHOM BIACTH U MECTHOI'O CAMOYIIPABJICHUSI.

13. Tl'ocymapcTBEeHHBIE MEXOTpPAcieBble HOPMATHBHO-METOJWYECCKHE JOKYMEHTHI, ONpPEIelIIonie MOpSIoK paboTHl ¢
JIOKYMEHTUpYyeMOi nHpopManuei.

14. Busl GiiankoB, ux HazHaueHHe. COCTaB PEKBU3UTOB OJIAHKOB, OCOOCHHOCTH UX O(OPMIICHHS.

15. [IpaBunma odopmieHNS pPEKBU3UTOB, ONPEACISAIOMNX IOPHIMYECKYI0 CIIy W OTPaKAOIIMX CTaAud 00paboTKh
JOKyMEHTOB.

16. Bunsl npe3uneHTCKUX akToB. Ilopsanok omyOaMKoBaHUs MPE3UAEHTCKUX aKTOB.

17. AxTtre1 CoBera @enepanmu. [Topsaok omyonukoBanus aktoB Coera Oenepanui.

18. AxTtsl 'ocynapcTBenHoit 1yMmel. [Topsiiok omyOimkoBaHus akToB ['ocy1apCTBEHHON TyMBEI.

19. AxThl mpaButenbctBa PO. [Mopsmok moanucaHus W OMyOJMKOBaHHs MOCTAaHOBIEHHH M pacnopsbkeHuid IIpaBurenbcTBa
PO.

20. AKTHI, H371aBaeMble (eliepabHBIMIA OpraHaM{ HCIOJHUTENBHOH BIacTH. I10psAaoK Moanucanns U Oy OJIMKOBaHHS.

21. Axrtsl KoncTuTymmonHsoro cyaa. Ilopsaok noamnucanus U omyOIMKoBaHUS akToB KOHCTHTYIIHOHHOTO Cya.

22. AKTBI OPraHOB MECTHOTO CaMOYTIPaBIECHUS.

23. AKTBHI TJIaBBl MyHHIUITAIEHOTO 00pa30BaHMSI.

24. AKTHI TJIaBBI aIMHHUCTPAINH (TTOCTAHOBICHUS U PACTIOPSDKCHNS).

25. PacnopsimutensHble  JOKYMEHTBI  (PacmloOpsbKEHMS M NIPHUKasbl), H3JaBaeMble PYKOBOJUTENSMH  CTPYKTYpPHBIX

noz[pasz[eneﬂnﬁ aIMUHHUCTpAlLUU.
Pa3z[en 2. ,HOKyMeHTI/IpOBaHI/Ie ACATCIBHOCTH KOMMEPYECKUX 1 HEKOMMEPUYCCKUX opraHmaum‘/'I

26. [loHATHE HEroCyAapCTBEHHOTO KOMMEPYECKOTO MpeanpusTHs. AKIuoHepHoe obmectBo. Crernuduka CTPYKTYyphl €ro
OpraHOB yNpaBICHUS.

27. ITpaBoBast 6a3a IOKYMEHTAIIMOHHOTO OOECIIEYEHHS CO3TAaHUS W JACATEIBHOCTH HETOCYAApCTBEHHOTO KOMMEPUYECKOTO
TPeATPUATHS.

28. HopmatuBHO-MeToIn4eCKHe JOKYMEHTHI, periiaMeHTHPYIoLe 0(pOpMIIEHHE Pa3NUIHbIX BUIOB TOKYMEHTOB.

29. VapexaeHne akIHOHEpHOTro obmiecTBa. TpeOoBaHHA K COCTABICHHIO M O(QOPMIICHHIO JOKYMEHTOB, HEOOXOIUMBIX [UIS
yUpeXICHUs 00IIeCTBa.

30. Iopsimok ToCyAapcTBEHHOM perucTpaluy akquOHEepHBIX oOmiecTB. CoCTaB M COIEp)KaHHWE JOKYMEHTOB, HEOOXOJUMBIX
11t peructparyn AO.

31. OCO0CHHOCTH JIOKYMEHTHPOBAHHSI pEOPraHU3alluy | MPeoOpa3oBaHus aKIIMOHESPHBIX OOIIECTB.

32. DenepanbHBI 3aK0H «O0 aKIIMOHEPHBIX 00MIECTBAaX» O JOKyMEHTHPOBAaHHH JUKBUAannH AO.

33. Oco0eHHOCTH COCTaBICHUS U 0(OPMIICHHSI yCTaBa — YUYPEAUTEIbHOTO

nokymenta AO. CocraB nH(pOpMAIIMK YCTaBa.

34. Oco0eHHOCTH JOKyMEHTAIFHOTO oopMIIeHHs pemeHnit coopanns yuapeaureneit AO. IIpoTokon coOpanus ydapenurerneii.
35. Oprans! ynpasnerust AO, nX KOMIETEHIIUS.

36. CocTaB BHYTPEHHUX OPTaHU3alMOHHBIX JOKYMEHTOB AO, UX POJb B AEATEILHOCTH annapaTa ynpaBleHHs.

37. [Mopsimok pa3paboTKH MOJIOKEHUI 00 OpraHax yrnpaBleHHs, UX COTNIACOBaHKE, OUCAHNE, YTBEPKICHHE.

38. JIoKyMeHTHpPOBaHHE PACTIOPSAANTEIBHON esTenbHOCTH. COCTaB pacIopsIIUTENIBHBIX JOKYMEHTOB.

39. TpeOGoBaHHS K COCTABICHUIO M O(POPMIICHHUIO MPUKA30B 110 OCHOBHOW AEATENHHOCTH U JIMYHOMY COCTaBY aKIMOHEPHBIX



00I11eCTB.

40. JIoKyMEHTUpOBaHHE JESATENbHOCTH KONJIETHANbHBIX OPraHOB YIpaBleHMs: oOmero cobpaHus axkuuoHepoB, CoBera
JUPEKTOPOB, IPABIICHHUS.

41. JlokyMeHTHpOBaHHE TOATOTOBKH U IIPOBEICHHS TOJI0BOTO OOIIETO COOPAHUS aKI[OHEPOB.

42. JlokyMeHTupoBaHKe OATOTOBKH U MPOBEIEHHSI BHEOUEPEAHOTO 0OLIEro COOpaHusl aKIIMOHEPOB.

43. Oco0eHHOCTH JOKYMEHTHPOBAHHS TIPOBEACHHMS 00IIero cCoOpaHus akIIMOHEPOB B ()OpME 3a0UHOTO TOIOCOBAHUS.

44. OCOoOCHHOCTH COCTaBICHHSA H O(GOPMIICHHSA IIPOTOKONOB o0mero coOpaHus akiuoHepoB W CoBeTa AHPEKTOPOB
AKIMOHEPHOTO OOIIECTBA.

45. Kommepueckuii 1oroBop (KOHTPakT): CTPYKTypa, cocTaB HHpOpMaLHH, TpeOOBaHMs K 0(OPMIICHHIO.

46. Peectp aknmoHepoB — BaKHEHIINH YUSTHBIN TOKYMEHT aKI[HOHEPHOTO O0IIEeCTBRA.

47. Iopsinok BeneHus peecTpa akHUOHEPOB. BeInucku u3 peecTpa.

48. [Mopsimok xpaHeHHs TOKYMEHTAlUH aKIIMOHEPHOT0 001IecTBa.

49. ITpaBuna cucreMaTH3alUK JOKYMEHTOB IPH UX TEKYILEM XPaHEHHUH.

50. HomeHnkiatypa nen KOMMEpPYECKOTo TPEANPHATHS: KiIacCH(UKAIMOHHAS CXeMa, COocTaB WHGPOpPMAIWHU, TpeOOBaHUS K
0o opMIICHHIO.

51. JloroBopHblE OCHOBBI ~ B3aHMMOOTHOIIEHMH HETrOCYyJapCTBEHHBIX KOMMEPUYECKHX CTPYKTYp M TOCYIapCTBEHHBIX

opraHM3aIyii B chepe COXpaHHOCTH JOKYMEHTOB.

I1.3apanus k sx3aMeny / 3a4€Ty:

L. ITonsiTue opransl rocyJapCTBEHHOMN BIIACTH M OPTaHbl MECTHOTO CAMOYIPABIIEHUS.

2. Cucrema opraHoB rocygapcrBeHHoi BinacTu B Poccuiickoit ®enepauuun: MuctutyT npesunentcrsa PD, denepanbHoe
cobpanue PO, oprans! HCHONHUTENbHOH BIacTH PD, u T. 1.

3. IMpennocsuiku GopMUPOBaHUS CUCTEMBI JOKYMEHTAIMK OPraHOB roCy1apCTBEHHOM Bilacti Poccmiickoit @enepannu.

4. OpraHu3aiyst TOKYMEHTHPOBAHUS B IEHTPAIBHBIX YUPEXKICHUSIX PYCCKOTO IEHTPAIM30BAHHOIO TocymapcTa (a), U
MECTHBIX YUPEKICHIAX (IPUKA3HBIX N30aX), er0 0COOCHHOCTH.

5. Opraxusanust JOKyMEHTUPOBAaHHS B KOJIETHSX.

6. Otnnuns TexHonorun JoxkyMmeHTtuposanus X VIII B. T TexHONOrMM MNpeAIECTBYIOLMIETO IEPHOIA.

7. Co3maHne CHCTEMBI JIENONPOM3BOJACTBA, COOTBETCTBYIOIICH €IMHOHAYAIFHOMY NOPAIOKY NPHHATHS pEIIeHHH B
LEHTpalbHbIX YupexaeHusax Poccun XIX B.

8. IlepBble OEKpPETHl COBETCKOM BIACTH O PErIaMEHTAllMd OTAENbHBIX CTOPOH JOKyMEHTHPOBAHUS, O IEMOKpaTH3aluu
JIESITEIIFHOCTH COBETCKUX YUPEKICHUH.

9. XapakTtepucTuka u 3HaueHHe «OOIUX MpaBMI JNOKYMEHTAIlMd M JOKYMEHTOOOOpOTa» KaK IOIBITKH 0000IeHus
METOJIOB PaLMOHATU3AINY JOKYMEHTUPOBAHUSL.

10. Cosznanue u BHenpernne OCHOBHBIX MOJI0XeHHH EquHoN rocynapcTBeHHOM cucteMsbl qenonpousBojactsa (EI'C/Y

11. CranmapTu3anus U yHUQUKAINS YIPaBIEHUYECKUX AOKyMeHTOB B 1970-1990 rr. u mX BIMSHHE HA JOKYMCHTHPOBaHHE
U OPTaHH3AIUIO0 PAOOTHI C JOKYyMEHTAMH.

12. 3aKOHOJATENbHBIE U  HHBIE MPABOBBIE AaKThl, PETYIUPYIOUIME JOKYMEHTHPOBAHHE JAEATEIbHOCTH OpPraHoB
TOCYZapCTBEHHOM BIACTH M MECTHOTO CaMOYIIPABJICHUS.

13. Tl'ocymapcTBeHHBIE MEXOTpPAciIeBble HOPMATHBHO-METOIWYECCKUE JOKYMEHTHI, ONpENelIIoNie MOpSgoK paboTel ¢
JIOKYMEHTHUpYyeMO# nHpopManyei.

14. Busl GiiankoB, ux HazHaueHHe. COCTaB PEKBU3UTOB OJIAHKOB, OCOOCHHOCTH UX O(OPMIICHHS.

15. IIpaBunma odopmiueHNS pPEKBU3UTOB, ONPEACISAIOMNX IOPHIMYECKYI0 CIIy W OTPaKAOIIMX CTagud 00paboTKh
JOKYMEHTOB.

16. Bunsl npe3uneHTCKUX akToB. ITopsanok omyOaMKoBaHUs MPE3UAEHTCKUX aKTOB.

17. Axtrl CoBera @enepanmu. [Topsnok omyonukoBanus aktoB Cosera Oenepanui.

18. Axrtsl 'ocynapctBenHOi 1yMmsl. [Topsiiok omyGiukoBaHus akToB ['ocy1apCTBEHHON TyMBEI.

19. AkThl TipaButenbctBa PO®. IMopsmok moanucaHus U OMyOJMKOBaHHMs MOCTAaHOBIEHHH M pacnopsbkeHuid [IpaBurenbcTBa
P®.

20. AKTBI, u371aBaeMble (eIepaTbHBIMA OpTaHaMH UCTIOTHUATENFHON BIacTH. [1OpSIIOK MOATTMCAHUS M Oy OJIUKOBAaHUSI.

21. Axtsl KoncTuTymmonHsoro cyaa. Ilopsmok noanucanus U omyOIMKoBaHUS akToB KOHCTHTYLIHOHHOTO Cya.

22. AKTBI OpTaHOB MECTHOT'O CaMOYIIPaBJICHUSI.

23. AKTBHI TJIaBBl MyHHIUITAIEHOTO 00pa30BaHMSI.

24. AKTHI TJ1aBBI aIMHHUCTPAINH (TIOCTAHOBICHUS U PACTIOPSDKCHUS).

25. PacnopsimutensHble  JOKYMEHTBl  (PaclopsbK€HHMS M NIPUKasbl), H3JaBaeMble  PYKOBOJMUTENSMHU  CTPYKTYpPHBIX
nojpaselieHui aAMUHUCTPALIUH.

26. IToHsATHE HETOCYNAPCTBEHHOTO KOMMEPYECKOTO MPEINpHATHA. AKIHOHEepHoe obmecTtBo. Cremuduka CTPyKTypsl €ro
OPTaHOB yIIPABICHUS.

27. [IpaBoBasi 6a3a JOKyMEHTAaMOHHOTO OOECIIEUCHMS CO3JaHMS M JCATENLHOCTH HErOoCYAapCTBEHHOTO KOMMEPYECKOro
TPeATIPUSATHS.

28. HopMaTuBHO-MeTOANYECKHE JOKYMEHTHI, peTJIaMEHTHPYIONIe 0(hOPMIICHHE PA3THIHBIX BUAOB JOKYMEHTOB.

29. VYupexxaeHne akUMOHEpHOro oOmecTBa. TpeGoBaHHS K COCTABICHUIO M O(GOPMIIEHHIO IOKYMEHTOB, HEOOXOIUMBIX ISt
YUPEKIICHUSI O0LIECTBa.

30. ITopsimok TOCyAapCTBEHHON perucTpali akIHOHEpHBIX obmiecTB. CocTaB M COIEpKaHWE JOKYMEHTOB, HEOOXOTHUMBIX
qutst peructpanun AO.

31. Oco0eHHOCTH JOKYMEHTHPOBAHHS PEOPraHU3aliuK U PeoOpa3oBaHus aKIIMOHEPHBIX OOIIECTB.

32. ®DenepanbHBIN 3aK0H «O0 aKIIMOHEPHBIX 00MIECTBAaX» O JOKYMEHTHPOBAaHHH JUKBUIAHH AO.

33. Oco0OeHHOCTH COCTaBIEHNS U 0(OPMIIEHHS ycTaBa — yapeauTensHoro qokymenta AO. CoctaB HHpOpManuy ycTasa.

34, Oco0eHHOCTH TOKYMEHTaJIbHOTO odopmileHHs peweHnid coopanus yupeaureneid AO. IIporokon cobpanus yupeautenei.



35. Oprans! ynpasineHust AO, UX KOMIETCHIUSL.

36. CocTaB BHYTPEHHUX OPraHU3allMOHHBIX JOKYMEHTOB AQO, UX POk B JEATENLHOCTH allllaparta yIpaBIeHHs.

37. [Mopsimok pa3paboTKH MOJIOKEHUI 00 OpraHax yrnpaBlIeHHs, UX COTNIACOBaHKE, OUCAHNE, YTBEPKICHHE.

38. JloKyMeHTHPOBaHHE PACIIOPSAAUTEIBHON fesTeNbHOCTH. COCTaB pacopsIIUTENIBHBIX JOKYMEHTOB.

39. TpeOGoBaHMsS K COCTABICHUIO M O(POPMIICHHUIO MPUKA30B 110 OCHOBHOW AEATENHHOCTH U JIMYHOMY COCTaBY aKIMOHEPHBIX
001IeCTB.

40. JIOKyMEHTHpPOBaHHUE [ESATENFHOCTH KOJJIETHANBHBIX OPraHOB YIIPABICHHA: 00mero coOpanus aknuoHepoB, Cosera
JUPEKTOPOB, IPABICHHUS.

41. JloKyMeHTHpOBaHHE MOArOTOBKH U IPOBEICHNUS F'OI0BOTO O0IIET0 cOOpaHust aKIIMOHEPOB.

42. JlokyMeHTHpOBaHHE TIOATOTOBKH U TIPOBEICHNS BHEOUEPETHOTO OOIIEro coOpaHms aKIIMOHEPOB.

43. OcobeHHOCTH JOKyMEHTHPOBAaHHS MPOBEACHHS 00IEro COOpaHus aKIHOHEPOB B (DOPME 3209HOTO TOJIOCOBAHUSI.

44. OcobeHHOCTH cocTaBleHUsT W O(GOpMIIEHHST MHPOTOKOJOB oOmero coOpanusi akunoHepoB u CoBera JTUPEKTOPOB
aKIIMOHEPHOTO OOIIECTBA.

45. Kommepaeckuit 1oroBop (KOHTPAKT): CTPYKTypa, COCTaB HH(OpMAINH, TpeOOBaHNS K 0(OPMIICHHIO.

46. Peectp aknnoHepoB — BaKHEHIIUH yUETHBIN JOKYMEHT aKI[HOHEPHOTO OOIIEeCTBA.

47. IMopsnok BeneHus peecTpa akIIHOHEPOB. BhInucku u3 peecrpa.

48. [Mopsimok XpaHeHHs TOKYMEHTAITUH aKIIMOHEPHOTO 00IIeCTRa.

49. IIpaBuna cucreMaTH3aluy JOKYMEHTOB IIPU UX TEKYIEM XpaHEHUU.

50. Homenknatypa nen KOMMEPYECKOro NPEeANpUATHs: KiacCU(HUKAIMOHHAs cXeMa, cocTaB WHGpOpMaluu, TpeOoBaHUS K
0 OpMIICHHIO.

51. JloroBopHBIE OCHOBBI B3aMMOOTHOIICHHH HETOCYJapCTBEHHBIX KOMMEPYECKHX CTPYKTYp ¥ TOCYIAapCTBEHHBIX

opraHu3aiuii B cepe COXpaHHOCTH JOKYMEHTOB.

II1. ITpumepHBIE TeMBI KypCOBBIX paboT:

1. Jlenonpon3BOACTBO B OpraHax rocy1apCTBEHHON BIACTH (Ha MpUMepe KOHKPETHOTO OpraHa).

2. JlenonpousBoACTBO B OpraHax MECTHOTO CaMOYIpaBleHHs (Ha MpHMepe KOHKPETHOTO MYHHIUMAJIBHOTO paifoHa wuiu
KOHKPETHOI'0 FOPOJICKOT0 OKpYTa).

3. JlokyMeHTHpOBaHHE TIPOXOKICHNS MYHHIUITATEHON CIy>KOBI (Ha KOHKPETHOM IIpUMeEpe).

4. Opranusanus paboTh! KaHIEISPUH yIPEKACHHS (Ha IPUMepe KOHKPETHOTO YUPEKICHHUS).

5. Opranusanus JOKyMEHTOOOOpOTa yupexIeHUss (Ha KOHKPETHOM IIpUMEpPE) M OCHOBHBIE HAMpAaBIEHUS €ro
COBEPIIICHCTBOBAHUS.

6. AHanu3 JOKyMEeHT0000poTa yUpexkaeHus (Ha KOHKPETHOM TIpHMeEpe).

7. Opraxusanus JeI0nponu3BOJCTBA 10 paboTe ¢ 0OpaIleHUAMH IpakAaH B FOCYAapPCTBEHHBIX YUPEKICHUSAX.

8. OpraHu3anys AeJONpPOU3BOICTBA 110 paboTe ¢ 00palIEHUAMHU IPAKIaH B HETOCYAAPCTBCHHBIX YUPEKACHUIX.

9. Opranu3anust JeToNpONu3BOJICTBEHHON CIYXObI TOCYIapCTBEHHOTO OpraHa BIACTH / MYHHWIIMITAIBHOTO CaMOYIPaBICHUS
(Ha KOHKPETHOM IpUMeEpE).

10. JlokyMeHTanmoHHOE oOecIieyeHe yIpaBieHus B 3aKoHoAaTesIbHON JlymMe (Ha nprMepe KOHKPETHOTO Kpasi Wl 00JIacTH).
11. JlokyMeHTaImoHHOE oOecriedeHre yrpasieHns B Jlyme ropona .... (Ha mpruMepe KOHKPETHOTO TOpoa).

12. JlokyMeHTanMoHHOe obecrieueHne yIpaBieHNs B aAMHHHACTpAaLUH ropoja XabapoBcka (WiaM Ha BeIOOp Bam ropox mmm
MOCEJICHUE).

13. JlokymMeHTannoHHOe obecniedeHue ympaBieHus B DenepasbHOW Haloropod ciyxbe (Ha IpUMepe KOHKPETHOTO
YTIpaBICHHA).

14. JlokyMeHTallMOHHOe oO0OecredeHne ympaBleHHs B MuHHCTepCcTBE KyIbTypsl XabapoBCKOTO Kkpas (MM Ha IIpUMepe
MOJBEIOMCTBEHHBIX OpraHU3aIHii).

15. JlokyMeHTanmoHHOe oOecIieueHne yIpaBiIeHHs B allapare yIOJHOMOYSHHOIO IO IpaBaM deloBeKa / peOeHka (Ha
IpuUMepe KOHKPETHOTO Kpasi UM 00JIacTH).

16. Oco6eHHocTH paboTHI C ANEKTPOHHBIMH JJOKYMEHTAaMH B OpraHe BIAcTH (Ha KOHKPETHOM MpHMeEpe).

17. CoBpeMeHHbIE HH()OPMAIIMOHHBIE TEXHOIOTHU B JOKYMEHTAILIMOHHOM 00€CIICUEHNH TOCYAAPCTBEHHOTO YIIPaBICHHUSI.

18. ®dopMHupoBaHWE W XpaHEHHWE Jel B JEJONPOW3BOACTBE (HAa IpHMepe KOHKPETHOTO TOCYJapCTBEHHOTO —WIIH
MYHHIUTAIBHOTO OPraHa).

19. OcobeHHoCTH Cy1eOHOr0 1 HOTApHAIBHOTO JICJIONPOU3BOJICTBA (Ha IPUMEPE KOHKPETHOTO YUPEXKIACHUS).

20. OdopmireHre TOKYMEHTOB B JIEATEIBHOCTH T'OCYAAapCTBEHHBIX OPraHOB (Ha MIpHMeEpe KOHKPETHOTO TOCYIapCTBEHHOTO
oprana).

21. OdopmiieHre JOKYMEHTOB B JESTEIbHOCTH MYHHLMNAIBHBIX OpPraHoB (HAa NpHUMepe KOHKPETHOT'O MYHHUIIMIIAIBHOTO
oprasa).

22. JlokyMeHTHpOBaHHE TIOATOTOBKH W IIPOBEICHAS TOJIOBOTO 00IIEro cOOpaHus aKIIMOHEPOB (Ha KOHKPETHOM IIpUMEpe).

23. JlokyMeHTaIlMOHHOE OOecledeHne AEATeIbHOCTH HCIOMHUTEIBHOTO OpraHa YHpaBICHHUS aKIHOHEpHOro ofmecTsa (Ha
KOHKPETHOM IIpUMepe).

24, HomeHnkiatypa &Ien KOMMEPYECKOW OpraHu3alMd: KiacCH(UKAIMOHHAS CXeMa, cocTaB HH(opMaiuu, TpeOOBaHUSA K
oopmieHNIO (Ha KOHKPETHOM IIpUMeEpe).

25. WNHunnumaTtuBHAs TEMa M0 NMPEAIOKEHUIO CTYICHTa.

5.2. ®oH OLICHOYHBIX CPEACTB
DOHJT OIIEHOYHBIX CPEJICTB CM. TTO CCHUTKE

doHn KOHTPOJBHO-U3MCPUTECIBHBIX MAaTCPUAJIIOB CM. 11O CCBIJIKE

5.3. Iloka3aTenu u KPpUTEPUH OLICHUBAHUSA KOMIIeTEeHIIH A



Jlns oneHWBaHMA pPe3yIbTAaTOB OOy4YEHUs B BHJE 3HAHUI HCIONB3YIOTCA CIEIYIOIIME MPOLEAYypPHl M TEXHOIOTHH: TECTHPOBAHHE,
WHIMBHAYaJIbHOE COOECeIOBaHNE, MUCEMEHHBIC OTBETHI Ha BOIPOCHI (B BHJIE TEKYIIETO KOHTPOIIS).

ITpoMe)xyTOUHBIH KOHTPOJH peayu3yeTcs B Xole cladl oOyJaloMMMIECS 3adeTa B 5 ceMecTpe, SK3aMeHa M KypcoBOi paboTH B 6
ceMecTpe.

3ayer MpOBOOUTCA B BHIE COOECENOBaHMS IO KOHTPOJBHBIM BompocaMm. OIeHKa 3HaHUM MPOW3BOAMTCS MO INKaje: 3auTeHO M
He3auTeHo. B ciyvae Hey10BIETBOPUTEILHON OLIEHKH CTYEHT UMEET NIPaBo IepeciaTh 3a4eT B YCTAHOBICHHOM IOPSAKE.

Dk3aMeH npoBoauTcs B (hopme TectupoBaHus. Ha BeimomHeHne Tecta oTBoAuMTCA 50 MuHYT. ONeHKa 3HAHWUN MPOU3BOIUTCS 1O 4-X
6ammpHOM 1mIKane. B cirydae HeyJOBIETBOPUTENBHOM OIIEHKH CTYACHT UMEET IPaBo MepeciaTh 3K3aMEeH B YCTAaHOBICHHOM IOPSAKE.

Ha omenky "ormimmuno" / '"3auTeHO" OILICHWBAeTCS OTBET, €CIM CTYACHT HMEET CHCTEMHBIC IIOJHBIC 3HAHWSI WM YMEHHSA II0
MOCTaBIeHHOMY Bompocy. Conep:kaHue BOIpOCa H3JTaraeT CBA3HO, B KpaTKod (Qopme, pacKphIBacT IIOCIEIOBATEIBFHO CYTh
M3YYCHHOT0 MaTepuaja, JIeMOHCTPUPYs HNPOYHOCTh M NMPUKJIAJHYIO HAIPABICHHOCTh IOJYYEHHBIX 3HAHUH W YMEHHH, HE JIOIyCKaeT
TEPMUHOJIOTMUECKUX OMINOOK U (PaKTUUECKUX HETOUHOCTEH.

Ha omenky "xopomo" / "3auTeHO" OIlCHMBAaeTCS OTBET, B KOTOPOM OTCYTCTBYIOT HE3HAUHTENIBFHBIC SJIEMEHTH COACPXKAHHS WIH
HOPUCYTCTBYIOT BCE€ HEOOXOAUMBIE »SIEMEHThl COJCpKaHMSA, HO JOMyIIEHbl HEKOTOpble OMMOKM, WHOTAA HapylIanzach
HOCIIEZIOBATEIbHOCTD U3JIOXKEHHSI.

Ha omenky "ymoBnerBopurenbHO" / "3auTeHO" OIIEHMBAETCS HETIONHBIM OTBET, B KOTOPOM OTCYTCTBYIOT 3HAYHMTEIBHBIC JJIEMEHTHI
COZIepPKaHUS WM MPUCYTCTBYIOT BCE BBIMICH3JIOKEHHBIE 3HAHMSA, HO JIOMYIIEHB! CYIICCTBCHHBIC OIMIMOKH, HEIOTHYHO, NMPOCTPAHHO
U3JI0)KEHO OCHOBHOE COZIEPKaHHe BOIPOCa.

Ha onenky "HeymoBneTBOpuTeNnbHO" / "He3auTeHO" OICHMBAETCS OTBET, NMPH KOTOPOM CTYICHTHI JEMOHCTPHUPYIOT OTPHIBOYHEIC,
OeccucTeMHBIC 3HAHNA, HEYMECHHUE BBIACINTH ITIABHOE, CYIIECTBEHHOE B OTBETE, JIOITYCKAIOT IPyObIe OMIMOKH.

Kpurepuu oneHnBaHus KypcoBoil paboThl

KagecTBo KypcoBoOii pabOTHI OIICHUBACTCS TI0 Py KPUTCPHEB:

— aKTYaJIbHOCTh M HOBU3HA HCCIICOBAHMS;

— TeopeTHuecKas 1 NpaKTUIecKast 3HaUUMOCTb pabOThI;

— 000CHOBaHHOCTb TEOPETUKO-METOJUIECKOI 0a3bl;

— CTPYKTYpHPOBAaHHOCTH PAOOTHI, CTHIIb M JIOTHYHOCTD M3JI0KEHHS;

— nTyONHA aHAIN3a;

— COOTBETCTBHE MEXy LIETSIMU, 3ala4aMH, COIEPKAaHUEM U pe3yIbTaTaMy PaboThI;

— CTEIEHb CAMOCTOSATEIBHOCTH U TBOPYECTBA OaKaaBpa;

— TIpecTaBIeHNE PA0OTHI K 3aIIUTE M Ka4eCTBO 3AIUTEL.

IIpu onpeneneHuy OKOHYATENBHOM OLIEHKH I10 3aIUTe KypCOBOH pabOThl yUUTHIBAIOTCS:
— JOKJIaJ CTYZIEHTa [0 KypcoBOii paboTe;

— HaJIMYUE KAUECTBEHHOM 3JIEKTPOHHOMU IPE3EHTAlUY, OTPAXKAIOLIEH OCHOBHBIE MOMEHTBI UCCIIEJOBAHUSI U BHIBOJIBL;
— OTBETHI HA BOIIPOCHI;

— OT3bIB PELECH3EHTA.



6. METOJJUYECKHUE YKA3AHUSA JJI1 OBYYAIOIIUXCA IO OCBOEHHUIO TUCIUIIVIMHBI (MO Y JIS)

VYcBoeHne Marepuana AWCHUIUIMHBI HA JIGKOUSAX, MPAKTHYECKUX 3aHATHAX H B pPe3ydbTaTe CAMOCTOSTENBHONH MOATOTOBKU U
U3Y4YEHUs] OTAENbHBIX BOIPOCOB AUCLUUIUIMHBL, TMO3BOJAT CTYAEHTY MOJOMTH K HPOMEXKYTOUHON AaTTECTAlUHM IOATOTOBICHHBIM.
3HaHMs, HAKAIUIUBAEMBIE NIOCTENEHHO U B Pa3IMYHBIX PAaKypcax, C MCIOJIB30BaHHEM MPOTUBOIONOKHBIX MHEHHUI M B3INIAA0B Ha Ty
WIH MHYIO0 NPOOJIEeMy SBISIOTCS TIIyOOKMMH M KadeCTBEHHBIMH, M TIO3BOJIAIOT (DOPMHPOBATH COOTBETCTBYIONINE NMPOQECCHOHATBHBIC
KOMITETEHIIMU KaK UTOT 00pa30BaTEILHOTO Ipolecca.

Jnsa cucreMaTH3alMM 3HAHMH MO JUCHUIIMHE IEpPBOHAYaIbHOE BHUMaHHE CJIedyeT OOpaTHTh Ha pPabouylo MporpamMmy Kypca,
KOTOpasi BKJIFOYAeT B ce0s OCHOBHBEIC NMPOOJIEMBI MUCIUIUIMHBI (TEMAaTHKy 3aHATHH), B paMKaxX KOTOPBIX W (POPMHPYIOTCS BOIPOCHI
JUISL KOHTPOJIS M aTrectanuu. [1o3ToMy CTyAeHT, 3apaHee 03HAaKOMUBIINUCH C MIPOTPaMMOM Kypca, MOXET JIydIlle COPHEHTUPOBATHCA B
MOCJIeI0BAaTENBHOCTH OCBOEHHS Kypca C MO3UIIMI OpraHU3al[ii CaMOCTOSTENbHON pabOoTHI.

ITpu opranusanuy npouecca 0OCBOSHHs AUCIUILUIUHBI CIEAYET YUUTHIBATh:

1. IInaHMpOBaHNWE BPEMEHH, OTBEACHHOTO Ha OCBOCHHE TUCIIUTIINHEL

IIpn nmaHuMpoBaHMM BPEMEHM HAa OCBOCHHE IMCIMIUIMHBI CIEAyeT PYyKOBOJCTBOBAThCSA: CTPYKTYPOH MUCIHIUIMHBI, B KOTOpPOH
yKa3aHbl KOIMYECTBO aKaJeMHYECKUX 4YacOB B pa3pe3e KaKHOM TeMbl, BUAA 3aHATHH (JIEKIMOHHOE, NMPAaKTHYECKOE) M 4achl Ha
CaMOCTOATENBHYI0 paboTy; (OPMOH TEKYyIIero KOHTPOJIS YCIIEBAEMOCTH (TECTHI, BBINONHCHHWE HWHIMBHIYAIBHBIX M IIPAKTHIECKHX
3aHATHH U [Ip.); HOPMOH IPOMEKYTOUHON aTTECTALUH (3a4eT, FK3aMeH, KypcoBas paboTa).

2. ITocnenoBaTenbHOCTD JEMCTBUM IPU OCBOCHUH TUCLUTUIAHBL.

N3yueHne Kakmol TeMbl AWCHUIUIMHBI EIeCO00pa3sHO HAauMHATH CO 3HAKOMCTBA C COAEPKAaHMEM JAUCLUIUIMHBI B pa3pese TeM;
3aTeM CIemyeT 3Tam Iog0opa HCTOYHWKOB M3 UHCIA PEKOMEHIYEMBIX M IIOJOOpaHHBIX CaMOCTOATENHHO (HAay4dHBIE CTaThH;
uHpopMaus ¢ O(QUIMANBHBIX CAlTOB TOCYJAPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYNpaBleHHA H Jp.). M3yueHue
HCTOYHMKOBOW 0a3bl MOXET COIPOBOXKIAThCS KOHCHEKTHpoBaHHEM. LlenecooOpa3HO BecTH IepedeHb MPOOJIEMHBIX BOIPOCOB Kak
M0 CYIIECTBY TEMBI, OOYCIIOBICHHBIX NpoOeraMyu B HAYyYHOM M IPaBOBOM IIOJ€ M MpoOJIeMaMd MPaKTHYECKOTO XapakTepa, Tak M B
Cilydae 3aTpyIHEHUH C ySICHEHHEM CMBICIA M3JIOKEHHOTO B MCTOYHHKAX MaTepuaia (yKa3aHHBIE BOIPOCHI MOTYT OBITH Pa3peIICHBI
CaMOCTOSITENIBHO, BO BPEMSI CECCHOHHBIX 3aHATHI MM HAa KOHCYJIBTALUH C IIPEMOAaBaTENEM).

Jlns MOATOTOBKM K TNPAaKTUYECKHM 3aHATHAM PEKOMEHAYeTCS MOAPOOHO M3y4YUTh KOHCIEKT JIEKUMH W MaTepHanbl JIEKIHMOHHBIX
3aHATHH, TPEIIIECTBYIOMNX MPAaKTHIECKOMY 3aHATHIO. Takke pPEKOMEHAYeTCS O3HAKOMHTBCA C TEXHOJOTHEH IIPOBENCHUS
HOpaKTUYECKUX 3aHATHH, KOTOpas BKIIOYAeT CIEAYIONIME JTalbl: OOBSICHEHHWE 3aJaHHs M HABBIKOB (KOMIETEHLHil), KOTOpBIE
3aKPEIUIIOTCS B XOJIE €ro BBINOJHEHHS; 3HAKOMCTBO C KOHKPETHBIMM HCTOYHMKAMH WH(OpPMalWM JUIsS BBIIOJHEHMS 33/IaHUS;
oOCy)XIeHHe M yTOYHEHHE BOIIPOCOB B XOJE aHAJM3a MCTOYHHKOB MH(OPMAINH; COBMECTHBIH ITPOCMOTp IEPBHYHBIX PE3yJIHTATOB,
OILICHKA UX COOTBETCTBHSA IO (DOPMATBHBIM U COAEPKATEIBHBIM TPEOOBAHUSAM.

3. Ucnonb3oBanue y4eOHO-METOIMUECKUX MAaTEPHUAIOB U PabOTY C TUTEPATypPOM.

Crenyer OPUMEHATH CHEAYIOIIYI0 MOCIEA0BATENbHOCTh MCTOYHUKOB JUIl W3Y4YEHHs TeM AUCLUILIMHBL: HOPMATHBHBIE IIPABOBHIE
aKTHI 10 AUCIUIUIMHE; KOMMEHTAPHHN K 3aKOHOATEIbHBIM aKTaM; HaAyJHYIO H YIeOHYIO TUTEePaTypy, a TakKe IPyTHe HCTOYHUKH.

4. IToAroToBKY K TeKyIIeMy KOHTPOIIO yCIEBAEMOCTH.

OCHOBHOW 337aueii TEKyIIero KOHTPOJIS yCIIEBAEMOCTH OOyYalOIIMXCsl SIBISCTCS IOBBILICHHE KauecTBa 3HAHWM, NpHOOpETEeHHE U
pa3BUTHE WMH HAaBBIKOB CAMOCTOSTEIBbHONH paboThl. TeKkymuii KOHTPONb 3HAHWH OOYJalOmMXCS MO IUCHHUIUIMHE MOXKET HWMETh
CIICAYIONINE BUABL YCTHBII ONpPOC Ha JICKIHAX, MPAKTHYECKUX 3aHATHUAX; MPOBEPKA BBIIOJHEHUS MHCHMEHHBIX CaMOCTOSTEIBHBIX
paboT 1 TOMAIIHUX 3a/laHUH; TECTUPOBAHHUE.

Jnst 3¢ deKTHBHOM MOATOTOBKM K TEKYIIEMY KOHTPOJIO MO JIMCHUILIMHE HEOOXOAMMO HCIIOIb30BaTh PEKOMEHJOBAHHYIO OCHOBHYIO
U JOTONHHUTENBHYIO JINTEPaTypy, KOHCICKTHI JIEKIWH, pa3paboTKH CTYAEHTOB, BHIIIOJHEHHBIE B pe3ynbTaTeé MOATOTOBKH U
BBIMIOJIHEHUSI CEMHHAPCKUX U MIPAKTHUCCKUX 3aHATHH.

5. [MonroroBka KypcoBoi pabotsl (cM. [TpunoxxeHus).

6. IlogroroBka HaydHOTO JOKJIama M OJIEKTPOHHOH TIPE3CHTAMM 110 pe3yNbTaTaM BBITOJHEHHS KypcoBOW paboTHl (cM.
[punoxenus).

7. YAEBHO-METOIUYECKOE U THOOPMAIIMOHHOE OBECIIEYEHHUE JUCIUMIIJIMHBI (MOAY JISI)
7.1. Pexomenayemas Jqurepatrypa

7.1.1. OcHoBHasI TUTEpaTypa

ABTOpBI, COCTABUTEIIH 3arnaBue W3natenbcTBO, TOA, KOI-BO

J1.1 HacTonphas kHUTa PYKOBOJHUTENS OpPraHU3aliK: IPAaBOBhIE Mocksa: FOctutmadopm,
OCHOBBI: MPAKTHUYECKOE TTOCOOHE 2016. - 506 c.
https://biblioclub.ru/index.php?page=book&id=460432

J1.2 | TIpoxopos A. H. PaboTa B coBpeMeHHOM oduce: Kypc JEKIUi Mocksa: HantmonansHb1i
https://biblioclub.ru/index.php?page=book&id=428816 OTKpBITBI YHUBEPCUTET

«VHTYUT», 2016. - 392 c.

J1.3 Jlenonpou3BoACTBO U JOKYMEHTALMOHHOE 00ecTedeHne Cragpornonb: CKOY, 2016. -

rOCYAapCTBEHHON M MYHUIIUIIAIILHOM CITY>KOBI: IPAKTHKYM. 115c.

HarpasneHue noAarotosku 38.03.04 - rocyzapcTBeHHOE U
MYHHIUIAIBHOE YIpaBIeHUE. TPOQUIN MOITOTOBKU:
«TOCYHapCTBEHHAs] M MyHHLHUITATbHAS CITy)0ay,
«PETHOHANBHOE YIIPABICHHE)

https://e.lanbook.com/book/155606




ABTOpBI, COCTaBUTETH 3arnaBue W3naTenbCcTBO, roj1, KOJI-BO
J1.4 | Mumenun C. E. OpraHu3anys 1 TeXHOJIOTHS JOKYMEHTAlHOHHOTO 00eCIICUeHUs Kemeposo: KemI'V, 2017. -
yIIpaBJIEHHs: 2IEKTPOHHOE yyeOHOe mocodue: yueOHoe 477 c.
nocob6ue
https://e.lanbook.com/book/99438
JI1.5 | Kupuenxo B. E. IIpuHsATHE U UCTIOIHEHNE TOCYAaPCTBEHHBIX PELICHHH: yaeOHoe Tomcxk: TYCVL, 2016. - 210
rocooue c.
https://biblioclub.ru/index.php?page=book&id=480812
7.1.2. lonoJHuTeAbHAS JUTEPATypa
ABTOpBI, COCTaBUTEIH 3arnasue HW3narenscTBo, T0]1, KOJI-BO
JI2.1 | Ka6amos C. IO., JIenompou3BOACTBO M ApXHBHOE N0 B TEPMHHAX U Mocksa: ®JIMHTA, 2018. -
Acangusposa V. I'. | onpeneneHusix: yuebHOe mocodue 295 c.
https://biblioclub.ru/index.php?page=book&id=69168
JI2.2 | Vcanosa O.T., JloKyMEeHTOBe/IeHHEe U apXHBOBEJCHHUE: CIIOBaph Cankrt-IlerepOypr: IInanera
Jlynmiaukosa A. B. https://e.lanbook.com/book/113186 My3bIkH, 2019. - 172 c.
JI2.3 | Py6un 10. B. Vrpasnenue cOOCTBEHHBIM OM3HECOM: YIEOHUK MockBa: YHUBEpCUTET
https://biblioclub.ru/index.php?page=book&id=602851 Cuneprus, 2021. - 1104 c.
J2.4 | Namkos JI. T1., Opranusanus 1 ynpasjieHHe KOMMEPUECKON AEATEIIbHOCTBIO! Mocksa: Jlamkos u K°, 2018.
MamOyxunsan O. B. yaeOHHUK -400 c.
https://biblioclub.ru/index.php?page=book&id=495757
JI2.5 | Topbynos A. I1., MecTHOE caMOyTIpaBIeHHE U MyHHLUIIAIBHOE YIIPABICHHUE: Mocksa: YOunTH, 2015. - 543
T'onuapos B. 1., yueOHHK c.
T'omoBuenko U. @., https://biblioclub.ru/index.php?page=book&id=115017
Anexcee U. A.,
IIpynuukos A. C.,
IIpynnukos A. C.,
Tpodumor M. C.
JI2.6 | Eropos B. L., CoBpeMeHHas opraHu3anus rocy1apCTBEHHbIX yUPEKACHUI Canxt-IlerepOypr: Jlans,
CnunbkoB A. B. Poccun: yue6HOE mocobue 1i1st By30B 2020. - 204 c.
https://e.lanbook.com/book/147142
7.3.1 IlepevyeHb NPOrpaMMHOro obecneyeHus
6.3.1.1| Microsoft Office 2010
6.3.1.2| Adobe Creative Suite 6 Master Collection
6.3.1.3| Libre Office
6.3.1.4| AIMP
6.3.1.5| Windows Media Classic
6.3.1.6| Chrome
6.3.1.7| Kaspesky Endpoint Security
6.3.1.8| Microsoft Windows
6.3.1.9| OpenOffice
6.3.1.1| Acrobat Reader
0
6.3.1.1| NVDA
1
6.3.1.1| Steinberg Cubase Pro 8
2
6.3.1.1| Finale 2014E Academic
3
6.3.1.1 | SunLight Suite
4
6.3.1.1| Open Broadcaster Studio
5
7.3.2 TlepeyeHb HHPOPMALMOHHBIX CIIPABOYHbBIX CHCTEM
6.3.2.1| MdenepanbHBIil IEHTP HHPOPMAITHOHHO-00PA30BATENBHBIX PECYPCOB
6.3.2.2| Enunoe OKHO JOCTYyIIa K 06pa30BaTelIbHBIM pecypcaM. DIeKTpOHHas OHbIroTeKa
6.3.2.3| eLIBRARY.ru — Hayunas snekrponnas 6ubianorexa




6.3.2.4| MdenepanbHBIil IeHTP HHPOPMAITHOHHO- 06pa3oBaTenbHbIX pecypco, DI'AY THUU UTT «Uudopmukay

6.3.2.5| EnuHoe OKHO J0CTyma K 00pasoBaTelbHBbIM pecypcaM. DjektponHas Gubmuorexka. ®IAY THHUU UTT «Mudopmukay,

MunncrepcTBO 00pa3oBaHus U HayKu PP

6.3.2.6| Dnekrporno-6ubnmoreynas cucrema ®I'BOY BO «XTUKy». ®TBOY BO «XTUK»

6.3.2.7| Web NPBUC XabapoBcKuii rocy1apcTBEHHBI HHCTUTYT UCKYCCTB U KYJIBTYPbI (3J€KTPOHHbIN KaTajior)

6.3.2.8| DBC «M3uarensctio [lnanera My3bIKn»

6.3.2.9| OBC «YHuBepcHuTeTCKast OUOIMOTEKA OHIIANH

6.3.2.1| BBC JIAHb

6.3.2.1| TTonnoTekcToBas 6asza nanubx Web of Science u Scopus

6.3.2.1| T'apanr

2
6.3.2.1| BJI Dnexrponnas Cucrema «KyabTypay
3
8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUITIJIMHBI (MOAYJIS)
Aynuropus Hasnayenue OobopynoBaHue IporpammHoe
obecrnieueHne
ITomernienue as XxpaHeHUs U CrernpanmsupoBanHas Mebeab Ha 1 | Microsoft Windows
TIPOQHITAKTHIECKOTO pabouee Microsoft Office
o0CITy)KUBaHUs y4eOHOTO MecTo (mKkagsl 2 mT., cTeuiaxu 3 mwr., | 2010
03 00opyI0oBaHUs CTYJbA, Kaspesky Endpoint
cton). Ilepconanpubiii kommbtorep (1 | Security
IIT.)
[omemnieHne 1u1s XpaHSHUS U CnennammupoBaHHas Mebenb Ha 1 | Microsoft Windows
TIPOQHITAKTHIECKOTO pabouee Microsoft Office
00CITy)KUBaHUs y4eOHOTO mecto  (mkad, cremmax, cTyiabs, | 2010
00opyI0BaHUs CTOJIBI). Kaspesky Endpoint
ITepconanbHbII KOMITBIOTEP B | Security
122 KoJu4uecTse 1 mr.
C monmKiIoYeHHeM K cetd «VHTepHeT»
u
JOCTYTIOM B JIIEKTPOHHYIO
HH()OPMAINOHHOOOPa30BaTEIBLHY IO
cpeny By3a.
ITomemenne mis CrnenmanmupoBanHass MeOens Ha 25 | Microsoft Windows
CaMOCTOSITENILHON paboThl OCaJIOYHBIX AIMP
(YUTANBHBIH 3211 ONOIHOTEKH) Mect  (crombl, cTynmes, KHIDKHBIE | Kaspesky Endpoint
mKader), Security
TEJIEBU30D, KHUKHBIN u | OpenOffice
209 JIOKYMEHTaIbHBIN ¢donn. | Acrobat Reader
[epconanpHBIE KOMITBIOTEPHI (9 WT.) € NVDA

moJKIroueHneM Kk cetn «UHTEpHET» U
JOCTYIIOM

B JJEKTPOHHYIO  HMH()OpMaIHOHHO-
00pa3oBaTeIpHYIO Cpery By3a.




Aynuropus Ha3nauenue O6opynoBanne IIporpammuoe

obecrieyeHre
VYdaeOHast ayUTOPHS JUIS CnennammupoBanHas Mebens Ha 28 | Microsoft Windows
TIPOBEICHUS 3aHATHHI MOCAJIOYHBIX Microsoft Office
JICKIIMOHHOTO THIA, 3aHATUH MeCT (CTOJIBI KOMITBFOTEPHBIE, CTOJIBI 2010
CEMUHAPCKOTO THITA, TPAKTHICCKUX 3aHATHH, ITICEMEHHBIE, CTYIIBSI, pabodee MecTo Kaspesky Endpoint
IPYIIOBBIX U HHIUBUIYATbHBIX IIperoAaBaTens, mKad, JocKH | Security
KOHCYJIbTAIMi, TEKYIIETO HACTCHHBIE,
KOHTPOJISL K TIPOMEKYTOYHON ayAUTOPHBIE).
aTTeCTaIHN. IepconansHbIE KOMITBIOTEPHI (®
JlabGoparopus Konuuectse 11
HH(POPMAMOHHBIX TEXHOJIOTHI T.) C TOAKIIOYCHHEM K  CETH
(;maboparopwsi, ocHaICHHAS «WHaTepHeT N
11a00paTOPHEIM JOCTYTIOM B IEKTPOHHYIO
000pyI0BaHHEM) “H(POPMALIMOHHO-00Pa30BaTEIbHYIO
309 (KOMITBIOTEPHBIH KITacc) cpeny By3a, DU(poBasdt
HHTEpakTHBHas  jgocka  PolyVision
Webster TS

600 (B KOMIUIEKTE C IPOrPAMMHBIM
obecrieuernem). JleMOHCTpaIHOHHOE
obopynoBaHHe (MyTbTHMEANIHBIN

IPE3CHTALMOHHbIN KOMILIIEKC B
cocraBe

IIPOEKTOpa, 9KpaHa, AKTHBHOH
aKyCTUYECKOU

CHCTEMBI, NIEPCOHAILHOTO

KOMITBIOTEpA) U
y4eOHO-HarIsIHbIe TOCOOHS (B T.4. B
9IEKTPOHHOM BH/IE).

9. BOCITUTATEJIBHASA PABOTA

Bocrmranme o0yd9aromuxcst IPH OCBOCHHH HMMH OCHOBHBIX NPO(ECCHOHATIBHBIX 00pa30oBaTeNbHBIX mHporpamm (mamee — OIIOII)
OCYIIECTBISIETCS] HA OCHOBE paboueil ImporpaMMbl BOCIUTAHHMA M KaJlCHIAPHOTO IIaHA BOCHHTATEIbHON pabOTHI, BKIIOYAEMBIX B
OIIOII.

Ilenms BocmUTAaTETHHOW pPAabOTHI — CO3MAHME YCIOBHI JUIA aKTHBHOHM JKM3HEAEATEIHHOCTH OOYYaromMXCs, WX TPakAaHCKOTO
CaMOOIIpeNIeNICHNs, TMPO(PECCHOHANBHOTO CTAaHOBICHUS M WHAMBHIYAJIbHO-TMYHOCTHOM caMOpealu3allid B  CO3HJATeNbHOI
JEATeNbHOCTU Ul YJOBIETBOPEHUS TMOTpeOHOCTE! B HPAaBCTBEHHOM, KYJBbTYPHOM, MHTEIUIEKTyalbHOM, COLMAIBHOM U
MpoQeCCHOHATBHOM Pa3BUTHH.

3amaun  BOCHHUTATENbHONH pPa0OTHI: pa3BHTHE MHPOBO33PEHHMSA M aKTyalH3alds CHCTEMBI 0a30BBIX IIEHHOCTEH JIMYHOCTH,
OpuoOIIeHHe K O0OlIedeloBeYecCKUM HOpMaM MOpaid, HAalMOHAIBHBIM YCTOSIM M aKaJeMHUYeCKHM TpaJuLUsAM; BOCIHUTAHUE
yBaXX€HHs K 3aKOHY, HOpPMaM KOJJIEKTUBHOW JKU3HM, Ppa3BUTHE TIPakJaHCKOM U COLUAIbHOW OTBETCTBEHHOCTH; BOCHHTaHHE
TIOJIOKUTENFHOTO OTHOIICHHSA K TPyAy, (opMHpoBaHWE KyIbTypsl M JTHKH TPO(ecCHOHATBHOTO oOImeHus; (opMupoBaHUe
JUYHOCTHBIX Ka4eCTB, HEOOXOMUMBIX Ui JI(QQPEKTUBHOH MNpodecCHOHATBHON IEATeNbHOCTH; BOCIUTAHUE BHYTpEHHEH
HNOTPeOHOCTH JUYHOCTH B 3A0pOBOM 00pa3e >KHU3HHM, OTBETCTBEHHOIO OTHOIIEHMS K IPHUPOJHONM M COLMOKYIBTYPHOH Cpele;
TIOBBIIICHHUE YPOBHS KYJIBTYPHI O€30I1aCHOTO TIOBEICHHUSI.

OcobenHoctn W Tpaaumuu HMHCTHTYTa OOYCIOBIMBAIOT CIEAYIOIIME OCHOBHBIC HANpaBICHHWS BOCIHTATENBHON paboTHI:
HNaTPUOTUYECKOE, TPakIaHCKOE, JTyXOBHO-HPABCTBEHHOE, KyJIbTYPHO-TBOpYECKOE, Hay4yHO-00pa3oBaTelIbHOE, MPO(ECCHOHANBHO-
TPYZOBOE, BOJIOHTEPCKOE (IOOPOBOIBUECKOE), IKOJIOTHUECKOE, (U3HNUecKkoe. Buapl pesTesbHOCTH 00y4alOmMXCsl B BOCIHUTATEIBHOI
cucteMe 00pa3oBaTeIbHOW OpraHW3alMM: IPOEKTHAs JEATeNbHOCTh (KaK KOJUIEKTHBHOE TBOPYECKOE JIENO), BOJOHTEPCKas
JeSATeNIbHOCTh, Y4eOHO-HCCIeN0BaTeIbcKas U HayYHO-HCCIeNOBaTeNbcKass AEATeIbHOCTh, IOCYroBas, TBOpYECKas M COLHUAIBHO-
KyIbTypHas AEATEIbHOCTb U JIP.

BocruraTenbHBIN TOTEHIMAN y4eOHO-HCCIEe0OBATENbCKOW U HAayYHO-HCCIEIOBATEIBCKOW JEITEIFHOCTH peali3yeTcss B Ipolecce
Pa3BUTHA HCCIEIOBATEIECKONH KOMIIETCHTHOCTH OOYYalomMXCsl HA TPOTSHKEHHH BCETO Cpoka WX oOydueHms B HMHctutyTe.
Pe3ynpTaTel cTyaeHuUecKoil HaydHO-HCCIIENOBATEIbCKOM AEATEIBHOCTH MPOXOAAT ampoOalui0 B paMKaxX HAy4YHBIX U HAY4HO-
HPaKTHYECKUX KOH(EPEHINH pa3IMIHOTO YPOBHS, B T.4. KOH(QEPEHIMH, OPraHM30BaHHBIX FHCTHTYTOM.

CounanbHO-KyIbTypHas M TBOpYECKas EATENBHOCTh OOYYaIOIIMXCS peann3yercs IpH OpPTraHW3alliM M MPOBEACHHH 3HAYMMBIX
COOBITHII M MeponpHusATHil TI'pa’kAaHCKO-NATPHOTUYECKOH, HAYYHO-HCCIEAOBATEIBCKOM, COIMMOKYIBTYPHOH U  (PU3KYIBTYpHO-
CIOPTHBHON HAaNpaBIEHHOCTU. Buabl TBOpueckol JedTeNnpHOCTH oOydaromuxcss B MHCTUTyTe: My3bIKAIBHOE TBOPYECTBO,
xopeorpaduaeckoe TBOPYECTBO, TeaTpaIbHOE TBOPYECTBO, HAYYHOE TBOPUECTBO, MEIUANIPOCKTHI U JIp.

BonoHTepckas meATenbHOCTh OOyJaroONMXCS — MIIMPOKHA KPYT HAmpaBlIeHHH CO3MAATENBHOW JEATebHOCTH, BKIFOUYAFONIHI
pasnuuHble (GopMBI TpaknaHckoro ydactus. Ilo wuHuNmMaTHBe OOydYaromuXcs M TPH HX AaKTUBHOM Yydactuu B HHctutyte
OCYIIECTBIISIET CBOIO AEATENBHOCTh JOOPOBOIBYECKUIT OTPsAT «MbI».

Peammzarro  PaGouedd mporpaMMbl BOCIIUTAHHS IIOMOTaeT OOecIednBaTh B3aMMOJCHCTBHE C PA3NMUYHBIMH  COIHAJIBHBIMHU
UHCTHTYTaMH, CyOBekTamu BocmnuTaHui. Ocoboe 3HaueHHE I BOCIMTATENBHOTO IIpollecca MMEeT OpPTraHH3aIUs IPAKTUYECKOi
JEATeNIbHOCTH O00Y4YaloluXcsl € IEIbl0 pa3sBUTUS NpodeccCHOHANbHBIX KOMIETEHIMH B ycinoBusX HWHcTHTyTa M HpodMIBHBIX




YUPEKACHUN U OpraHu3aLui.

10. OCOBEHHOCTH OBYYEHHWSI NHBAJIAIOB U JTUL[ C OTPAHHYEHHBIMHY BO3MOKHOCTSMM 3/JOPOBbSI
(OB3)

B mpomecce m3yueHHs NUCIMIUIMHBI U OCYIIECTBICHHUS IPOIENYP TEKYIIETO0 KOHTPOJIS yCIEBaeMOCTH M MPOMEXYTOYHOH
aTTeCTallu MHBAIUIOB U JIUI C OTPAHUYEHHBIMH BO3MOXKHOCTSMH 3IOPOBBS IPUMEHSIOTCS aJalTHPOBaHHBIC (OPMBI 00ydeHHS C
YYETOM MHIUBUYalIbHBIX ICHXO(H3UOIOTHYECKIX OCOOCHHOCTEH.

OOydyeHHe JHI[ C OrPaHWYCHHBIMH BO3MOXKHOCTSAMH W HWHBAIMAOB OPTraHM3YyeTCs KaK COBMECTHO C JAPYTHMH
00yJalOIMMMHCS HA JICKIMOHHBIX M IPAKTUYECKUX 3aHATHAX, TaK W 0 WHANBHIyaJIbHOMY y4eOHOMy IUTaHy. Bo Bpems mpueMHOI
KaMIIaHUM, a TAaKXKe BO BPEMs CAAYM Pa3IMYHBIX (OPM NMPOMENKYTOYHOH M TOCYIAAapCTBEHHOH MTOroBOM arrectauuu B MHcTHTyTE
CO3/1aHBl HEOOXOJMMBIE YCIIOBHS JUISl OKa3aHWSI TEXHWYECKOW ITOMOIIM WHBAIMIAM W JIMIAM C OrPaHMYECHHBIMH BO3MOXXHOCTSIMU
3I0pOBbs (TIPH HEOOXOANMOCTH MOKET OBITh JOMYIICHO NMPHUCYTCTBHE B ayAWTOPHH aCCHCTEHTOB, CONPOBOXKHAIOMINX JIMI, COOaKH-
MOBOABIPS U T.IL.).

OOyuaronyecs M3 4ucCia WHBAJIMIOB U JIML[ C OrPaHMYECHHBIMH BO3MOKHOCTSMH 3JJ0POBbS, NP HEOOXOJUMOCTH, MOTYT
OBITH 00ECTeYeHB! 3JICKTPOHHBIMH M II€YaTHBIMH 00pa30BaTEeIbHBIMH PECypcaMH C Y4eTOM WX HHIMBHAYaJIbHBIX MOTPEOHOCTEH.
Jns peanm3anny JOCTYNHON CpeAbl IMPH HEOOXOAMMOCTH B y4eOHOM mpoliecce MOTYT OBITh 3aeHCTBOBAaHBI JOKyMEHT-Kamepa JUis
YBEJIMUECHUSI TEKCTOBBIX ()PAarMEHTOB M M300pakeHWH (M1 JMI] C HapyLICHUSMH 3pEHUs) M NEPeHOCHAs MHAYKLMOHHAs cucTeMa
Jutst cabocnbimamux «Mcrok» A2 co BCTpOSHHBIM IIIEEPOM — 3BYKOBBIM HH(OPMAaTOPOM.

OBC «YHuBepcureTckas OWOIMOTEKa OHJAWH» TpenoctaBisier obydarommmcs ¢ OB3 (1o 3peHHIo) psia BO3MOXHOCTEH
st obecriedeHus: 3G ¢eKTUBHOCTH mpouecca oOydeHus. [Ipu uTeHHMM MacITa®d CTpaHUIBI CaliTa MOXKHO YBEIHYHUTh C MOMOIIBIO
CIICMAJIbHOTO 3HauKa Ha TJaBHOM CTpaHMIe. MOXKHO HCIIONb30BaTh MOJHORKPAHHBIA PEXUM OTOOpa)KEHMS] KHUTH WM BKIIOYUTH
03BYYMBAaHUEC HEMOCPEACTBCHHO C caiiTa MpH TOMOINM TNPOrpaMM SKpaHHOTO JocTtymna (Hampumep, Jaws , «Balabolkay).
CkaunBaeMble (parMeHTs! B (opmare pdf, mMeromue BBICOKOE KadeCTBO, MOTYT HCIIOIB30BATHCS THUQIOMPOrpaMMaMH IS
TOJIOCOBOTO O3BYYMBAHMsI TEKCTOB, MOTYT OBITH 3arpykKeHbl B TH(IIOIUIEEphl, a TaKKe CKOIMPOBAaHbI Ha JI00OE YCTPOWCTBO JUISt
KOM(OPTHOTO YTCHUSL.

CepBuc OBC «lluraTHHK» TIOMOTaeT ITOJH30BATENI0 W3BICYh ITUTATy M aBTOMATHYECKH (DOPMHPYET KOPPEKTHYIO
6ubmorpaUUecKyro0 CChUIKY, YTO OCOOEHHO aKTyaldbHO IJISl JIHI C OTPAHHYCHHBIMH BO3MOXKHOCTAMH H OOJerdaer IMpoIecc
HaITMCaHUs KypCOBOMN MIIM BBIITYCKHOM KBaJIM(DMKALMOHHOI paOoTHI.

Jis moAroToBkM K 3aHATHAM oOydarommecss ¢ OB3 (10 3peHHI0) MOTYT HCIOJB30BaTh MOOHMIbHOE TpmiiokeHue IbC
«Jlanpy, mpemHa3HaYeHHOE JUIi O3BYYMBAaHMSA TEKCTa KHUTH. PeXWM JocTyma: OJIICKTPOHHBIM, TPHIOKCHHE CKAaYMBAaCTCS
o0yyaromumcsi caMoCTOATENIbHO ¢ caidita e.Janbook.ru, HeoOxomumoe ycioBue: ObITH 3aperucTpupoBaHHbIM B OBC «Jlauby.
Hcnone3yercst cBOOOIHO pacpocTpaHseMas MporpaMma 3KkpaHHoro fgocryna Nvda.

ITogpobHee 00 opraHW3amMM JOCTYHHOM CpeAbl CM. COOTBETCTBYIOUIMH pa3fell OCHOBHOHW NpodecCHOHATBHOH
00pa3oBaTeIbHON IPOTPAMMEL.
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