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1. OBIIUE CBEAEHUA O AUCHUIIJIMHE

1.1. HamMeHOBaHMe AUCIUILIMHBI

PaGouass mnporpamma AUCHUILIUMHBI «JlOKyMEHTallUOHHOE oObOecreyeHue
rOCyJapCTBEHHOIO M HEroCyJAapCTBEHHOI'O YIPABICHUS» IpeAHAa3HAYeHa I
0akanaBpoB (B TOM 4HWcCiE ISl MHKIFO3UBHOTO 0Opa30BaHMS MHBAJIMIOB U JIUILL C
OTPaHUYCHHBIMA BO3MOXHOCTSIMH 3/I0POBBSI), OOYYAIOIIMXCS MO HaIpPaBJICHUIO
noaroroBku  46.03.02  «J/lokymMeHTOBe/ileHHE W apXHBOBEICHHE», MPODUIIb
MOJATOTOBKU  «JlOKyMEHTallMOHHOE oOOecrnedyeHne ynpaBieHus», Ha Kadenpe
OnOIMOTEeYHO-MH(GOPMAIIMOHHON NEATEIbHOCTH, NOKYMEHTOBEACHUS U
apxuBOBe/ieHU Xa0apOBCKOIO TOCYJapCTBEHHOIO MHCTUTYTa KYJIbTYphI, B
COOTBETCTBHHM C (PeiepaIbHbIM IOCYIapPCTBEHHBIM 00pa30BaTeIbHBIM CTAHIAPTOM
BBICIIIETO 00pa3oBaHMsl, yTB. MPUKa30M MuHHCTEPCTBa 00pa3oBaHusl U Hayku PO
o1 06.03.2015 r. Ne 176.

1.2. MecTo IMCHUILIMHBI B CTPYKTYpe 00pa3oBaTeIbHOM MPOIrPaMMbl

JucuuminHa «JloKyMeHTallMOHHOE OO0ECIeUEeHUEe TOCYJIapCTBEHHOTO U
HEroCyJapCTBEHHOTO  YINPABIEHUSA»  SBISIETCS  0053aT€IbHOM  AUCIUIUIMHON
BapuatuBHOU yactu (01oka 51.B.04).

N3yuenne JVCLUIUIVHBI «/loKyMeHTallMOHHOE o0ecrnieueHue
rOCy/IapCTBEHHOI'O M HETOCYAapCTBEHHOTO YIpaBlIEHUs» 0a3upyercs Ha 3HAHMSIX,
YMEHUSAX M HaBbIKAX, MOJYYEHHBIX B paMKax OCBOCHUS JUCLHUILIAH
«Opranu3anusi 1 TEXHOJIOTUS JOKYMEHTAIlMOHHOTO 00€CIIeUeHHsl YIIpaBICHU» U
«Oprasuzanys rocy 1apCTBEHHBIX yupexaeHuil B Poccumny.

JlaHHast TUCLMIUIMHA SBJIAETCA 0a30BOM I U3yUEHUS TaKOW AMCLMILINHBI,
KaK «Opranuzaiusi paboThl ¢ 00paIICHUSIMU TPAKIAH.

1.3. Ileab ocBoOeHUsI ANMCHUILINHBI
Lenp AMCIUIUIMHBI - 00€CTIEUNUTh CTYACHTOB NPO(heCCUOHATBHO 3HAYMMBIMU
3HAHMSIMU, YMEHUSMH UM HaBblkaMM B OOJACTH TEOpPUM U  MPAKTUKHU
JIOKYMEHTAllMOHHOTO ~ O0O€CIEeYeHUss OpraHoB BJACTH pPAa3HOrO YPOBHS U
KOMMEPYECKUX CTPYKTYP.

1.4. Ilnanupyembie pe3yabTaThl 00y4eHH S M0 TUCHUILIHHE

Kon @opmMyaHpoOBKa YpoBHHn IInannpyemMble pe3yJbTaThbl 00y4eHUs!
KOMIIeTeHII UM OCBOEHUS
OIIK-3 | Bnanenue 6a3oBeiMu | [loporoBerii | Vimeer oOluue, HO He CTPYKTYPUPOBAaHHbBIE 3HAHHSI CHCTEM
3HAHUSAMH CUCTEM YpOBEHb OPTaHOB IrOCYIapPCTBEHHOHN M MyHHUIIMIIATEHON BIACTH.
OpraHoB B nenom ycnemiHoe, HO He CHCTEMaTHYECKOE BIIAJCHUE
roCy1apCTBEHHOH U YMEHUSAMU IPUMEHEHUsI 3HAHUI CUCTEM OpPraHOB
MYHUIUNAIbHON rOCyJapCTBEHHOM U MyHHUIIUIIAIILHON BIIACTH.
BIACTU B nenom ycnemnisoe, HO He CUCTEMaTHYECKOE BIIaJiCHHUE

HaBBIKaMU HCIIOJIb30BAHUS 3HAHUH CHCTEM OPraHOB

rOCYJapCTBEHHOM U MYHUIIMIAIBHON BIACTU.

Crannapteiii | ChopMUpOBaHHEIE, HO COJIEPIKAINE OTAEIbHBIC TPOOEITBI
YPOBEHb 3HAHUA CUCTEM OPTraHOB IOCYJAapCTBEHHON U

MYHULIMINIAJbHOU BIACTH.

B 1enom ycnienrHoe, HO cozepaKaliiee OTAeIbHbIe TPOOEIbI

BJIa/ICHUE YMEHUSIMU IPUMEHEHUsI 3HAHUM CUCTEM OpPIaHOB
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roCyIapCTBEHHON U MYyHUIUTIAJILHOM BIACTH.

B 1ieniom ycrmeninoe, HO cofepikaliee OTACIbHBIC TPOOEIIbI
BJIaJICHIEC HABBIKAMH HCIIOJIH30BAHUS 3HAHUI CUCTEM
OpraHOB rOCYIaPCTBEHHOM M MYHUIIMIIABHON BIACTH.

DTanOHHLII
YpPOBCHB

ChopmHpoBaHHBIE CUCTEMATHYECKHE 3HAHUS CUCTEM
OPTaHOB roCyIapCTBEHHOHN M MYHUIIMIIANBHOM BIACTH.
VYcnenrHoe U Nocnea0BaTeNIbHOE BIaJeHUE YMEHUSIMU
MIPUMEHEHHUS 3HaHUH CHCTEM OpPraHOB I'OCYJapCTBEHHON U
MYHHUIOUIAIBHON BIACTH.

YcnemHoe 1 IoCne10BaTeNbHOE BIIaACHIE HABBIKAMHU
HCIOJIb30BaHNUs 3HAHUN CUCTEM OPraHOB rOCYJapCTBEHHOU U
MYHHUIOUIAIBHON BIACTH.

[K-1

CrrocoOHOCTB
MPUMEHSTH HAy4HbIE
METOJIBI TIPH
HCCIE0BAHUN
00BEKTOB
npo¢eCCUOHATBHOM
JIEATEILHOCTH

IToporosebrit
YPOBEHb

Nmeer o01mre, HO He CTPYKTYPHUPOBAHHBIC 3HAHHUS O
HAyYHBIX METOJIaX MCCIIEIOBAHUS 00BEKTOB
po¢heCCUOHANBHOM JCSITEIBHOCTH.

B mientom ycrmeninoe, HO He CHCTEMaTHIECKH
OCYIIECTRIIIEMOE YMEHHE MCIIOIb30BaTh HAYYHbIE METOIBI
MPU UCCIICIOBAHUN 00BEKTOB MPO(HECCHOHATEHON
JIEATEILHOCTH.

B mestom yermentnoe, HO He CHCTEMAaTHYECKH BIIAJICHUE
HaBBIKAMH TIPUMEHECHUSI HAYYHBIX METOIbI TIPH
HCCIIEIOBAHUH 00BEKTOB TPO(DECCHOHATBHOMN NeATEIbHOCTH

CranpapTHbIf
YpOBEHb

CoopMupoBaHHbIE, HO COJEPIKAIINE OTACTBHbIE TPOGEITHI
3HAHHUI O HAYYHBIX METOaX UCCIIEMOBAHUS 0OBEKTOB
po(heCCHOHATBHOMN JIEITETBHOCTH.

B mesrom yermentrnoe, HO cojiepyKariee OTAeIbHBIE TPOOeThI
YMEHUEC UCTIOJIB30BATHh HAYUYHBIC METOABI IIPHU UCCIICJOBAHUN
00BEKTOB TIPOPECCHOHAIBHOM JCSTEIBHOCTH.

B mestom ycrmeninoe, HO cojieprKariiee OTaeIbHbIC MPOOEThI
BJIaJICHUEC HABbIKAMU IPUMCHECHNA HAYYHBIX METOABI IIPU
HCCIICI0OBAaHUK 00BEKTOB MPO(EeCCHOHATLHON JACATSIILHOCTH.

OTanOHHBII
YpPOBEHb

CdopMupoBaHHBIC CHCTEMATHYECKUE 3HAHUS O HAYYHBIX
METOJIaX HCCIIeI0BaHus 00bEKTOB podeccroHaIBbHOM
JIeSITEIIbHOCTH.

ChopMHpOBaHHOE CHCTEMATHYECKOE YMEHHE HCIOJIb30BaTh
HAy4YHBIE METO/IbI IPU UCCIIEIOBAHIH O0BEKTOB
podeCCHOHAIBLHOM JIeITeIbHOCTH.

VYcnenHoe 1 mocie[0BaTeIbHOE BIIaICHHE HABBIKAMH
MPUMEHCHUA HAYYHBIX METO/IbI IPU UCCIICIOBAHUN O6’I)CKTOB
npodeccuoHaBbHOM eATENbHOCTH.

IK-3

Brnanenne 3HaHMAMU
OCHOBHBIX TIpo0IeM
B o0jacT
JIOKYMEHTOBEICHUS
1 apXHUBOBEICHHUS

IToporogsrit
YpOBEHb

Hwmeer o0mmue, HO HE CTPYKTYpHUPOBAHHBIE 3HAHUS
TEPMUHOJIOTMU IOKYMEHTOBEICHHUSI.

B nenom ycneninoe, HO He CUCTEMATHYECKOE BIIJICHNE
YMEHHSMH H3y4YaTh BHAOBOE, TUIIOBOE pa3HOOOpasue
JIOKYMEHTHPOBAHHOH MH()OPMAIHH.

CraHmapTHBIH
YpOBEHb

CdopmupoBaHHBIE, HO COIEPIKAIIUE OTACIbHBIC MPOOEITHI
3HaHUH 0 TEOPETHYECKUX OCHOBAX JOKYMECHTOBEIICHHUS KaK
HAYKH O JJOKYMEHTE.

B nientom ycrmeniHoe, HO cofepikaliee OTACIbHBIC TPOOEIIhI
BJIaJICHIE YMEHUSIMH U3y4aTh BUIIOBOE, TUIIOBOE
pa3sHoo0pasue JOKYMEHTHPOBAHHON HH(POpMAIIHH.

OTanOHHBIN
YpOBEHB

C(l)OpMI/IpOBaHHBIC CUCTEMATU3UPOBAHHBIC 3HAHUSA TCOPETHUKO-
METOJ0JOIMYCCKUX OCHOB JOKYMEHTOBEACHUA.
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VcnentHoe u mociie10BaTeIbHOE BIAICHUE pa6OTBI C
Ppa3jiMIHbIMU BUJIAMU U TUIIAMU JOKYMCHTOB.
C(i)OpMI/IpOBaHHLIe HCCIICA0BATC/IbCKMUC HABBIKU 1O U3YYCHUIO
HpOGJ'IeM JOKYMCHTOBCACHMUS.

[K-5

Bnanenue
TEHJCHLMSIMU
pa3BUTHS
nH(OpMaLMOHHO-
JOKYMEHTAIJHOHHOTO
obecrieueHns
YIpaBICHUS U
ApXUBHOTO JieTIa

IToporoserit
YpOBEHb

Hwmeer obmmue, HO HE CTPYKTYpUPOBaHHbIE 3HAHUS O
pa3BUTHUH UHHOPMALMOHHO-JOKYMEHTAI[HOHHOTO
obecrieueHns yIpaBlIeHHUs! U apXUBHOTO Jiefa.

B nienom ycmerniHoe, HO He CHCTeMaTHYECKH
OCYIIECTBIIIEMOE YMEHHE YIPABICHHS TCHACHIUAMH
B menom ycnenrHoe, HO HE CHCTEMATHYECKH BIaJICHUE
HaBBIKAMH YIIPaBICHUA

TEHJCHLISIMU Pa3BUTHUS HHPOPMAINOHHO-
JIOKyMEHTAI[IOHHOTO 00ECICUCHNUS YIIPABICHUS U
ApXMBHOTO JIENA.

CraHmapTHBIH
YPOBEHb

CdopmupoBaHHEIE, HO COAEPIKALINE OTACTBHBIC IPOOEITBI
3HAHMH O TEHJEHUUSIX Pa3BUTUS HHPOPMAIMOHHO-
JIOKyMEHTAI[HOHHOT'0 00ECTIeYCHUs YIIPaBICHUS 1
apXHUBHOTO JieNa.

B nenom ycrennoe, Ho cofepiKaliee OTASIbHbIC IPOOEIb
YMCEHUEC OCYHICCTBIATL YIPABJICHUEC TCHACHIUAMU Pa3BUTHUA
UH(POPMALMOHHO-I0OKYMEHTAMOHHOTO 00eCcIeYeH S
YIIPaBJICHUS U apXUBHOTO JeNa.

B menom ycrneniHoe, HO coiepiKaliiee OTASIIbHBIC TPOOEIIbI
BJI/ICHHAC HABBIKAMH YIPABJICHHS TCHICHIMAMHU Pa3BHTHS
UH(POPMALMOHHO-TOKYMEHTAMOHHOTO 00eCcIeYeH S
YIPaBJICHUS U apXHUBHOIO Jiela.

OTanOHHBII
YPOBEHb

CdopmMupoBaHHBIC CHCTEMATHUECKUE 3HAHUS O TCHICHIIUAX
pa3BuTHUs HHPOPMALMOHHO-T0OKYMEHTAIHOHHOTO
oOecrieyeHNs yNpaBJICHUS U apXUBHOTO Jiena.
ChopMHpOBaHHOE CUCTEMATHYECKOE YMEHUE OCYIICCTBISTh
yIpaBJieHUE TCHICHIMAMH Pa3BUTHUsI HH(OpMALIMOHHO-
JIOKYMEHTAIHOHHOT'0 00ecTIedeHus YIIPaBIeHUs U
ApXUBHOTO Jiena.

VYcnemnHoe U nocie10BaTeNIbHOE BIaJeHUE HABBIKAMHU
YIpaBJIeHUS TCHICHIUSIME Pa3BUTHA HHPOPMAIMOHHO-
JIOKYMEHTAIIHOHHOT'O 00ECIICYCHHUS YIIPABICHUS U
ApPXMBHOTO Jiefa.

IK-19

CriocoOHOCTB
HCIIONB30BATh
npaBuia
[IOJATOTOBKH
YOPABICHYECKUX
JIOKYMEHTOB U
BEJCHUS JCI0BOM
MEePEIUCKH

IToporosebrit
YPOBEHb

Hmeet o0mmne, HO HE CTPYKTYPUPOBAHHbBIE 3HAHUS O
MPaBUJIaX MOATOTOBKH yNPAaBIEHYECKUX JOKYMEHTOB U
BEJICHUS 1€JI0BOM NIEPEIIUCKHU.

B nenom ycnemsoe, HO He CUCTEMaTUYECKU
OCYILECTBIIIEMOE YMEHUE UCIOIb30BaTh IPaBUIA
MOJArOTOBKH YIPABJICHUYECKUX JOKYMEHTOB U BEJCHUS
JIETIOBOM MepernucKu.

B nenom ycnemHoe, HO He CUCTEMAaTUYECKU BIIaJICHUE
HaBBIKaMU HCIIOJIb30BAHUS IPABUI NOATOTOBKU
YIPaBIEHYECKUX JOKYMEHTOB U BEICHUS JEIOBOH
HNEPENUCKU.

CranpapTHbIf
YpOBEHB

CcopmupoBaHHBIE, HO CO/IEPIKAINE OTICIBHBIE TIPOOEITBI
3HaHUI 0 NMpaBUJIAX NOATOTOBKU YIPaBIEHYECKHX
JIOKYMEHTOB U BEJICHUS 1€J0BON NEPEIUCKHU.

B 1ieniom ycrienrHoe, HO cozepakaliiee oTesbHbIe TPOOeIbI
YMEHHE HCIIONB30BaTh MPaBUIa MOATOTOBKU
YIpaBIEHYECKUX JOKYMEHTOB M BEICHUS JETIOBOH
MEPEIUCKH.

B mestom ycmemHoe, HO cofieprkaliiee OTAEIbHbBIE TPOOEIIBI
BJIaJICHIE HABBIKAMH HCIIOJIB30BAHMS PABUII IOATOTOBKU
YIpaBIEHYECKUX JOKYMEHTOB M BEICHUS IETOBOM
HNEePEnuCKU.

OTanOHHBIN
YpOBEHb

CcopmupoBaHHBIE CHCTEMATHUECKHE 3HAHUS O MTPaBUIIaX
HOJTrOTOBKH YIIPABIEHUECKUX JOKYMEHTOB U BEACHUS
JIEJIOBOY MEPENUCKH.
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CdopmMupoBaHHOE CHCTEMATHUECKOE YMEHHE HCIIOJIh30BaTh
MpaBUJIa MOJArOTOBKY YIIPABICHYCCKUX JTOKYMEHTOB U
BEJICHUS JICJIOBOM MEPEITUCKH.

VYcnenrHoe u mocieI0BaTeIbHOE BiaICHHE HABBIKAMU
WCTIOJIb30BaHUsI MPABMJI MOJATOTOBKY YIPABICHYCCKUX
JTOKYMEHTOB M BEJICHUS JICTIOBOM MEPEITHCKH.

I1K-20

CnocoOHOCTh
HCIIONB30BaTh
npaBuia
OpraHU3aL1 BCeX
3TaroB paboTHI C
JOKYMEHTaMH, B TOM
YHCIIe apXUBHBIMH
JOKYMEHTaMH

IToporossrit
YpOBEHb

Hmeer obmmue, HO HE CTPYKTYpPUPOBAHHBIE 3HAHUS O
NpaBUJIax OpraHU3alny BCEX ITAaroB padoTHI ¢
JOKyMEHTaMH, B TOM YHCIIE APXUBHBIMH JOKYMEHTaMH.

B nenom ycnemrHoe, HO He CHCTEMaTHIECKH
OCYIIECTBIIIEMOE YMEHHE HCIIONb30BaTh IPABMIIA
OpTaHM3aIMH BCEX ITANOB PAOOTHI C IOKYMEHTAMH, B TOM
YHciIe apXUBHBIMU TOKyMEHTaMu. B 1ienom ycnemHoe, Ho He
CHCTEMAaTHYECKH BIIaICHUE HABBIKAMH HCIIOJIb30BaAHMSA
MPaBHJI OPraHU3alUK BCEX TANOB PadOTHI C JIOKYMEHTaMU, B
TOM YHCJIe aPXUBHBIMHU JOKYMEHTaMHU

CranpapTHbIi
YPOBEHb

ChopmupoBaHHBIE, HO COEPIKAIIKE OTACIbHBIE MPOOEITBI
3HAHMU O MPaBWIIAX OPraHU3aAIMU BCEX ATATIOB PabOTHI C
JOKYMEHTaMH, B TOM YHCJIC apXUBHBIMU JOKYMCHTaMU.

B mienom ycrmeniHoe, HO cojieprKaliee OTAeIbHbIC MPOOETbI
YMEHHE UCIOIb30BaTh NpaBHia OPraHU3aIIK BCEX ITAIMOB
paboThl C JOKYMEHTaMH, B TOM YHUCIIC apXUBHBIMH
JIOKyMEHTaMH.

B 11e110M ycmeniHoe, Ho cofiepaKaliiee OTaelIbHbIe TPOOEIhI
BJIaJICHUE HABBIKAMH HCIOJIb30BAHUS [TPABUIT OPraHU3alnu
BCEX JTANOB Pa0OTHI C IOKYMEHTAMH, B TOM YHCIIE
APXHUBHBIMU JTOKYMCHTAMMU.

ODTanOHHBII
YpPOBEHb

CdopMupoBaHHBIC CHCTEMATHUECKUE 3HAHUS O TIPABUIIAX
OpraHU3aI[iK BCEX ATAIMOB PaOOTHI C JOKYMEHTAMH, B TOM
YHUCIIe ApXUBHBIMH JJOKYMEHTaMU.

ChopMHpOBaHHOE CHCTEMATUYECKOE YMEHHE HCIOJIb30BaTh
MpaBWJIa OPTaHU3AIMH BCEX ITANOB PadOTHI C TOKYMEHTaMU,
B TOM YHUCJIC APXUBHBIMH JOKYMEHTaMHU.

VYcnensoe ¥ nocie10BaTeNIbHOE BIIAJICHHE HABbIKAMU
WCTIOJIB30BaHUS ITPABHII OPTAaHU3AIUHU BCEX ATAIIOB PaOOTHI C
JIOKYMEHTaMH, B TOM YHCJIE ApXUBHBIMU JOKYMEHTaMHU.

I1K-26

Bnanenue
HaBBIKAMU
00paboTku
JIOKYMEHTOB Ha BCEX
aTanax
JIOKyMEHTO000pOTa,
CHUCTEMaTH3aIlNH,
COCTaBJICHUS
HOMEHKJIATYPBI JeJT

IToporosebrit
YPOBEHb

Hmeet obmmue, HO HE CTPYKTYpUPOBAHHbBIE 3HAHUS 00
00paboTKe TOKYMEHTOB Ha BCEX JTaIax JIOKyMEHTO000poTa,
CHCTeMaTH3aliH, COCTAaBICHUN HOMEHKJIATYPBI A€

B 11e10M ycrienrHoe, HO He CUCTEMATHYECKH
OCYIIECTBIIIEMOE YMeHHe 00pabdaThIBaTh JOKYMEHTHI Ha
BCEX 3Tanax AOKyMEHTO000pOTa, CUCTEMAaTU3UPOBATh U
COCTaBJIATh HOMEHKIJIATYPY €.

B 11e10M ycrnienrHoe, HO He CHCTEMATHYECKOe BIIaJICHUE
HaBbIKaMU 00pabOTKU JOKyMEHTOB Ha BCEX Tarax
JIOKyMEHTO0000pOTa, CUCTEMATH3AIIMH ¥ COCTAaBIICHUS
HOMEHKJIATYPBI JIell.

CranpapTHbIf
YpOBEHB

CdopmupoBaHHEIE, HO COAEPIKAIINE OTACITBHBIC IPOOEITBI
3HaHUA 00 00padOTKE JOKYMEHTOB Ha BCEX ATarax
JIOKYMEHTO000pOTa, CHCTEMATH3aIliH, COCTABICHUH
HOMEHKJIATYPHI JeII.

B niermom ycmeniHoe, HO cofepikaliee OTACIbHBIC MPOOEITbI
yMeHue 00pabaThiBaTh JOKYMEHTHI HA BCEX dTamax
JIOKYMEHTO000POTa, CHCTEMATH3UPOBATh M COCTABJISATH
HOMEHKJIATYPY HeJI.

B 11e510M ycCrenHoe, Ho coAeprkaliee OTAeIbHbIC POOesIbl
BJIaJICHHE HAaBBIKAMU 00PabOTKH JOKYMEHTOB Ha BCEX 3Tarax
JIOKYMEHTO000POTa, CHCTEMATH3aIUU M COCTABICHHUS
HOMEHKJIATYPBI JeIl.

OTanOHHBIN
YpOBEHb

ChopmupoBaHHBIE cCHCTEMaTHYECKHE 3HaHUS 00 00paboTke
JIOKyMEHTOB Ha BCeX 3Tamax JOKyMEeHT000opoTa,
CHCTeMaTH3alliH, COCTAaBICHHN HOMEHKJIATYPBI JeJl.
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CdopmMupoBaHHOE CHCTEMATHUECKOE YMEHHE 00padaThIBaTh
JIOKYMEHTHI Ha BCEX 3Tarnax JOKyMEeHTO0o0opoTa,
CHUCTEMATH3HPOBAThH M COCTABJISTh HOMCHKIIATYPY HCII.
VYcnenrHoe v mocieI0BaTeNIbHOS BIaICHUE HABBIKAMU
00paboTKM TOKYMEHTOB Ha BCEX dTalax JOKyMEHTO000poTa,
CHUCTEMATH3allM{ ¥ COCTABJICHUS] HOMCHKIIATYPHI JCL.

[1K-32

Bnanenue
3aKOHOJIATEILHON U
HOPMAaTHBHO-
METOIUIECKON
0azoii
UHPOPMALIMOHHO-
JIOKYMEHTaIlHOHHOTO
obecrieueHus
YIOpaBJICHUS U
ApPXUBHOTO JICNa,
CIIOCOOHOCTEIO
OPUCHTUPOBATHCS B
MpaBoOBOM Oaze
CMEXHBIX 00J1acTeit

IToporoserit
YpOBEHb

Hmeer obrue, HO HE CTPYKTYPUPOBAHHBIC 3HAHUS
3aKOHOJIATEIBHOM U HOPMATUBHO-METOIUICCKO Oa3bl
HHPOPMAINOHHO-IOKYMEHTAIIIOHHOTO 00eCIICUeHUs
YIPaBICHUS U ApXUBHOTO JIef1a, TIPABOBOM 0a3bl CMEXHBIX
obacTei.

B 11e710M ycrienHoe, HoO He CHCTeMAaTHYECKH
OCYIIECTBISIEMOE YMEHHE HCIIOIB30BaATh 3aKOHOIATEIbHY O
U HOPMaTHBHO-METOINIECKYI0 0a3y HH(POPMANOHHO-
JIOKYMEHTAIMOHHOT'O 00CCTICYCHUS YIIPABICHUS U
APXUBHOTO JIeNIa, OPUCHTHPOBATHCS B MPABOi 0a3¢ CMEKHBIX
obnacreit

B 1ieniom ycmerniHoe, HO HE CUCTEMaTHYECKOE BIIAJICHUE
HaBbIKaMH1 IPUMCHATH 3aKOHOAATC/IbHYIO 1 HOPMATUBHO-
METOIUYECKYIO 6a3y HH()OPMALMOHHO-JOKYMEHTAI[HOHHOTO
obecrieueHns YIpaBICHHs K apXUBHOTO JIe]1a, OPUCHTAIMH B
IIPaBoi 0a3e CMEKHBIX 00JIACTEH.

CranpapTHbIf
YpOBEHb

ChopmupoBaHHbBIE, HO COICPIKAIIKE OTACIbHBIC MPOOEITBI
3HAHUS 3aKOHOAATEIHLHOW U HOPMATHBHO-METOIHUYECKO#
6a3b1 MHMDOPMAHOHHO-TOKYMEHTAI[MOHHOTO 00eCIIeYCHUsI
YIPABICHUS U APXUBHOTO JIeJ1a, PABOBOI 0a3bl CMEIKHBIX
obiacTei.

B 1iestom ycrmeriHoe, HO coepikaliee OTAeIbHbBIC TPOOeIbI
BJIaJICHHS YMECHHUSIMH HUCIIOIh30BATh 3aKOHOIATECIBHYIO U
HOPMATHUBHO-METOMYCCKYIO 0a3y HH(POPMAIHOHHO-
JIOKYMEHTAITMOHHOT'O 00CCIICYCHHUS YIIPABICHUS U
ApPXUBHOTO JIeJIa, OPUCHTHPOBATHCS B MPABOii 0a3¢ CMEKHBIX
o0JracTei.

B 11e110M ycmenHoe, Ho cofiepaKaliiee OTaelIbHbIe TPOOEIhI
BJIaJICHUE HABBIKAMU MPUMEHSITh 3aKOHOIATEIbHYIO U
HOPMATHBHO-METOJMYECKYIO0 0a3y HH(POPMAIIMOHHO-
JIOKyMEHTAI[HOHHOT'O 00ECIeYCHUSI YIPABICHUS U
apXHMBHOTO Jel1a, OPUSHTALIMH B MPABOi 0a3¢ CMEKHBIX
o0JtacTeid.

OTanOHHBII
YPOBEHb

CdopmMupoBaHHbIE CHCTEMATU3UPOBAHHBIE 3HAHUS
3aKOHOATEIHLHON U HOPMATHBHO-METOINIECKON Oa3bl
“H(POPMAIMOHHO-A0KYMEHTAIMOHHOTO 00eCcTIeueHus
YIIPaBIIEHUS U ApXUBHOTO JIeNa, MPaBOBOM 0a3bl CMEXKHBIX
oOacTei.

YcmenrHoe 1 OCIIeJOBAaTEIFHOE BIIAJICHHE MCIIOB30BATh
3aKOHOJATEIbHYI0 H HOPMAaTHBHO-METOIMYECKYIO 0a3y
HHPOPMAINOHHO-IOKYMEHTAIIHOHHOTO 00eCIICUeHUS
YIpaBJICHUS W ApXUBHOTO JIe)Ia, OPHECHTHPOBATHCS B TIPABOit
0ase CMeXHBIX 00TacTel.

YcnenrHoe u OCIeI0BaTENFHOE BIaJCHHE HABBIKAMHU
MIPUMEHSTH 3aKOHOIATENbHYIO0 U HOPMaTHUBHO-
METOAMYECKYI0 6a3y HH()OPMAIIIOHHO-T0KyMEHTAIIHOHHOTO
obecrieueHusl yIpaBJIeHUsI U ApXUBHOTO JIeJia, OPUCHTAINN B
mpaBoi 0a3e CMEXHBIX 00JacTeH.




2. OPbEM U COAEPKAHUE JUCIUIIINHBI

2.1. O0beM TUCHUILTHHBI

020 300
Bup y4yeOHoIi padoThI Bcero CemecTphbl Bcero Kypc
4acoB 4acoB
KonTakTHas padora (Bcero) 49 3,4
B TOM YHCIIE:
- nexyuu (J13) 16 3,4
- cemunapwi (C3)
- npaxmuyueckue (113) 30 3,4
- meaxoepynnosvie (MI13)
- unousudyanvivie (H3)
- epynnogoe koncyrvmuposanue (I)
- unoUBUIyarvbHoe Koncyromupoganue (M) 3 3
CamocTosiTeJIbHAasi padoTa CTyaeHTa (BCero) 203 3,4
CPC 170 3,4
KOHTPOJIb 33 3,4
B TOM YHCIIE:
- N10020Mo8Ka Kypco8oi pabomol 20 3
- MeKywull KOHMpOoJb
- NPOMENCYMOUHBIL KOHMPOAb (NOO20MOBKA K IK3AMEHY U 13 3,4
3auémy)
Oo0mast Tpy10€eMKOCTh:
(Bcero 3a4. e1./k0J1-Bo 4acoB no ®I'OC) 71252 3,4
Bug mpoMe:XyTOUHO# aTTecTanny (3a4€eT, IK3aMeH) ceMecTphbl: Kypc:
3auem 3
9K3AMEH 4
2.2. TemaTH4YeCKHUil IUIAH
KoJu-Bo uyacos
&) KonTakthas pa6ota CamocrosiTesbHast pabora
8 CTYIEeHTOB
HaumenoBanue S = = &) KOHTpO.Ih
Ne pa3IesioB U TeM g S = ) CpPC
n/m (¢opmupyemsbie 2 7 B =) 2
KOMIeTEeHIHH) § % J3 | I3 i = § CPC | rexy | "POME
2 & = s i | YT
2 59 § 3 HBII
=] ~ /M

Pa3zoen 1. /lokymenmuposanue 0eameabHOCHU OP2aHo8 20Cy0
camoynpagnenus

apcmsennoﬁ eéacmu u MeCmHo20

JloKyMeHTHpOBaHHE
JeATeTbHOCTH

11 | TrocynapcTBeHnoro u
HETOCYAapCTBEHHOTO
yIpaBiIeHUs Kak yaeOHas
mucimminHa (OlNK-3, MK-3)

12

14

Hcropuueckuii onbiT
Pa3BUTHSI JOKYMEHTHPOBAHHUS
1.2 JIESITEIILHOCTH OPTaHOB 16 1 1
roCcyJ1IapCTBEHHOM BIIACTH
(OIIK-3, IIK-1)

17

15




Hopmartusno-nipaBoBO€E
perynupoBaHue
JOKYMEHTUPOBaHUS
YIPaBICHYECKOU
JIeSITeIbHOCTH OPTaHOB
rOCyJ1JapCTBEHHOM BJIACTU U
MECTHOTO CaMOYTpaBlICHUS
(OIIK-1, IK-1, TIK-3, TTK-32)

1.3 20 3 1 3 15 15

bnanku TOKyMEHTOB OpraHOB

14 Baactu (IIK-19)

20 3 1 3 17 17

JlokyMeHTupOBaHue
YIIpaBJIEHYECKON
JEATEILHOCTH OPTaHOB
roCcyAapCTBEHHON BIAacTH
(TIK-5, TIk-19, T1K-20, ITK-26,
IK-32)

1.5 26 6 5 4 17 17

JlokyMeHTupoBaHHe
YIPaBICHYECKOU
JIeSITeIbHOCTH OPTaHOB
MECTHOTO CaMOYTIpaBIICHUS
(TIK-5, TIk-19, T1K-20, ITK-26,
I1K-32)

1.6 23 5 2 4 17 17

IToaroToBka KypcoBor paboThI 20 20 20

WHauBHyanbHOE KOHCYIBTHPOBAHUE 3 3
0 KypCcoBOH paboTe 3

Ioaroroska k 3auéty 4 4 4

HToro 3a 3 kypc 144 25 8 14 3 119 95 24

Pazoden 2. Jlokymenmuposanue 0eamenbHOCHU KOMMEPUECKUX U HeKOMMeEPUeCKUX Op2anu3ayuil

Bunbl komMmepueckux 20 3 1 18 18

2.1 opranmsaruii (ITK-1)

Buibl HEKOMMEPUYECKHUX
2.2 opranuzamuii B Poccuiickoit 20 3 1 19 19
Deneparmn (ITK-1)

3aKOHOIATEIBCTBO O
KOMMEPUYECKUX

2.3 | opraHu3anUsIX: ITaIbI 24 6 2 6 19 19
pas3BUTHS

(OIIK-1, IK-1, TIK-3, TTK-32)

JloKyMeHTalluOHHOE
obecrieueHne ynpaBieHUs
KOMMEpPUYECKON OpraHU3aluu

2.4 35 14 4 10 19 19
(Ha mpuMepe aKIUOHEPHOTO
obmiecrsa) (ITK-5, T1k-19,
I1K-20, TTIK-26, T1K-32)
[ToaroToBKa K 9K3aMeHY 9 9 9
HToro 3a 4 kypc 108 24 8 16 84 75 9
Bcero uacos: 252 49 16 30 3 203 170 33

2.3. KpaTkoe coaep:kaHue pa3jiejioB U TeM

Pazoen 1. /lokymenmuposanue oeamenbHoOCmu 0p2anos 20cyoapcmeeHHol
61ACMU U MECHIHOZ20 CAMOYNDPAGIEHUA

Tema 1.1. [JoxkymeHTHpOBaHHE [AeATEIbLHOCTH TOCYJIAPCTBEHHOI0 U
HEroCyJapCTBEHHOTI'0 YIIPABJICHUSA KAK Y4eOHAasl TUCIHUILINHA

[Ipenmert, conepxkanne u 3agadn Kypca. [loHsTHe opranbl rocy 1apCTBEHHON
BJJACTU M OpraHbl MeECTHOTro camoyrpabieHus. Cnenuduka CTPYKTypbl U
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NEATEIbHOCTH OpraHoB rocyAapcTBeHHoW Biacth. (Cucrema OpraHoOB
rocynapcrBeHHON Biacth B Poccuiickon denepanuun: MHCTUTYT npe3naeHTCTBA
P®, ®enepanvHoe cobpanne PD, opranbl HCHOIHUTENBHOU BiacTu PD, u 1. 1.
Buael koMMmepueckux opraHu3anui. Buabl HEKOMMEPYECKMX OpraHu3aluid B
Poccun. Cnemmduka AESITEIPHOCTH KOMMEPYECKMX W HEKOMMEPUYECKHX
OpraHu3aIuu. Mecto Kypca «JlOKyMEHTallMOHHOE obecrieueHus
rOCyJJapCTBEHHOTO U HETOCYJAAapPCTBEHHOI'O YNPABJIEHUS» B CUCTEME IOJATOTOBKHU
CHEIUAINCTOB M0 JOKYMEHTAIIMOHHOMY OO€CledYeHHIo yrpaieHus. OO0mmii
aHaJIM3 UCTOYHUKOB, HAYYHOU U yueOHOU TuTepaTyphl MO Kypcy.

Tema 1.2. Hcropuyeckuii omnbIT Pa3BUTHA JOKYMEHTHPOBAHMS
NAESITeJIbHOCTH OPraHOB rOCyIapCTBEHHOM BJIACTH

[Ipeanocbuikn  GOpMHPOBAHUS  CHUCTEMBI  JTIOKYMEHTAllMd  OPTaHOB
roCy1apCTBEHHOMN BJIACTH Poccniickon denepanumu. Opranuzanus
JIOKYMEHTHPOBAHUS B IEHTPAIBHBIX YUPEKICHUIX PYCCKOTO HEHTPAIM30BAHHOIO
rocynapcta (a), 1 MECTHBIX YUPEKICHUSIX (TTPUKAa3HBIX M30ax), €ro 0COOEHHOCTH.
Opranuzanus JOKyMEHTUPOBAHUS B KOJUIETHAX. XapaKTEpUCTUKA «I eHEpAIBHOTO
pernamenTa» 1720 1. Kak  OCHOBHOro 3akoHojareinpHoro akra XVIII B.,
PErIaMEHTUPYIOIETO  JTOKYMEHTHPOBAHUE  YNPABICHUYECKOW  JIESTEIBHOCTH.
«Obmee yupexaenue rydepHckoe» 1775 r. o mopsiake JTOKYMEHTHPOBAHUS M
YCTAHOBJICHUM HEPAPXUU BO B3aMMOOTHOIIEHUSAX  IEHTPAJIbHBIX W MECTHBIX
yupexaeHuil. OTinuns TexHouorun aokyMeHtrupoBanusi X VIII B. oT TexHonoruu
mpealiecTBytomero nepuojaa. «Oo6mee yupexxaeHue MuHuctepers» 1811 1. kak
OCHOBHOM  3aKOHOJATEJIbHBIA  aKT Mo  eIuHOOOpa3ZHOMY HOPSAAKY
JOKyMEHTHpoBaHusi B  yupexaeHusx XIX B. Co3gaHue  CUCTEMBI
JIEJIOMPOU3BOJCTBA, COOTBETCTBYIOIICH €IMHOHAYAIBHOMY TOPSJIKY MPUHSATHA
pemieHnid B LEeHTpaJbHBIX yupexaeHusax Poccum XIX B. IlepBbie nexpets
COBETCKOW BJIACTH O PErJaMEHTAlMM OTHAEJIbHBIX CTOPOH JOKYMEHTHUPOBAHUS, O
JIEMOKpAaTHU3alNU JICSITEIbHOCTH COBETCKUX yupexacHuil. [loncku panroHalIbHBIX
dbopm opranuzanuu gokymeHTupoBaHus B 19191920 rr. Hayunas opranuzamms
yOpaBJIEHYECKOro Tpylna Kak (opma OOIIIECTBEHHOTO  JIBHXKCHUS 3a
palOHAIN3aLUIO rocanmnapara. Ponab HapkoMara pabouye-KpecThsIHCKON
uHcnekiun (HK PKU) CCCP  u nHapkomatoB PKU  coro3HbiX pecrmyOnuk B
pa3pabOTKe ¥ BHEAPECHUHM MPUHIUMIIOB M METOJOB HAy4YHOW  OpraHM3alluu
yOpaBJIeHUs U JenonporsBojacTBa. OnbIT paboTel OtTnena aaiMUHUCTPATUBHON
texuuku (ATO) HK PKM CCCP, akuuonepHoro oOmiectBa «Oprcrpoii»,
NHCTUTYyTa TEXHUKU YNPABICHUS MO palMOHAIM3AlUUA JOKYMEHTHPOBAHUS B
IEHTPAIBHBIX U MECTHBIX YUPSKICHUSIX. XapaKTepucTuka v 3HadeHue «Oo0mux
MpaBWI JOKYMEHTAIlMU W JOKYMEHTOOOOpOTa» KaKk  IOIMBITKH 0000IIeHUs
METOJIOB pallMOHAIM3AlNK JOKYMEHTUPOBaHUs. MeTtoanueckue paspadbotku ['AY
CCCP 1960-x rr. mo opraHu3alliid WU TEXHOJIOTUM JeJIonpou3BojcTBa. [lombiTka
COBEPILICHCTBOBAHUS  JICJIONIPOU3BOJICTBA  AIMUHUCTPATUBHBIMU  METOJIAMM:
napTUITHBIE ¥ TPaBUTENLCTBEHHbIE TOCTaHOBIeHUs 1960-90-X rr., HampaBiIeHHbIE
Ha pErjiaMEeHTAIlMI0 OTJACJIbHBIX CTOPOH padOThl ¢ JOKYMEHTAMH B armmapare

yIIpaBJICHUS. Co3manne wu BHeapeHue OCHOBHBIX TOJNOXKEHHW EaumHoin
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rocynapctBeHHO# cuctemsl aenonpousBoacTBa (EI'C/l). Crpykrypa OCHOBHBIX
nosioxxenuit ECJl, ee 3HaueHue Juisi opraHu3alyy JOKYMEHTHPOBAaHUSA B OpraHax
rOCyJapCTBEHHOM BIIACTH M MECTHOI'O CaMOYIPABJICHHS. AKTHBU3ALMSA
COBEPILIECHCTBOBAHUS JOKymMeHTHpoBaHus B 1970-e rr.  Cranpaptuzauus u
yHU(pHUKAIUS yIpaBlIeHYecKuX To0KyMeHTOB B 1970-1990 rr. u ux BiusHUE Ha
JOKYMEHTUPOBAHHUE U OPTraHU3aI1io padoOThl C JOKyMEHTaAMHU.

Tema 1.3. HopmaTuBHO-ipaBoBoOe peryJupoBaHHe JOKYMEHTHPOBAHMSA
YIPaBJICHYECKOl /eATEeJbHOCTH OPraHOB TIOCYJAPCTBEHHON BJIACTH H
MECTHOI'0 CaMOYIpaBJICHUS

3aKOHOJATEIbHBIE W HWHBIE  IIPAaBOBBIE  AKThbl,  PETYJHPYIOLIUE
JOKYMEHTUPOBAHUE JIEATEIBHOCTH OPraHOB IOCYIapCTBEHHON BJIACTU U MECTHOIO
camoyImpasiieHus. ['ocy1apcTBEHHbIE MEKOTPACIEBbIE HOPMATHBHO-METOJUYECKHE
JOKYMEHTBI,  ONPEAENSIOIME  MOPAAOK  pabOTbl € JTOKYMEHTUPYEMOM
uH(popmanuen.

Tema 1.4. BiaaHku 10KYMEHTOB OPraHOB BJIACTH

Bunbl 6;1ankoB, nx HazHaueHue. CocTaB peKBU3UTOB OJIAHKOB, 0COOEHHOCTH
ux odopmienusa. [lpaBuna odopMICHHS  PEKBU3UTOB,  OMPEICISIONINX
IOPUIMYECKYIO CHITy M OTPa)aroluX CTaJuu oOpabOTKH T0KYyMEHTOB.

Tema 1.5. JlokyMeHTHpOBaHHe YNPABJEHYECKON 1eAITEJbHOCTH
OPraHoOB roCcyiapCTBEHHOM BJIACTH

llopsdox uzoanuss 0okymeHnmos npesudenmom P®. Bunbl npe3ueHTCKUX
aKkToOB (yKa3bl W pacropsbkeHus), ycraHoBieHHble Konctutymueit PO (ct. 90).
[Topsinok oduuumanbHOro ONyOJMKOBAHMS yKa3a W PacCHOpsLKEHHM Mpe3nJeHTa
(cormacHo npe3uaeHTckoMy ykazy «O mopsiike onyOJMKOBAaHMS U BCTYIUICHUS B
cuny aktoB lIpesnnmenra PO, IlpaButensctBa PO W HOpMATWBHBIX NPABOBBIX
aKkToOB (heepalibHbIX OpPraHOB MCHOJHUTENbHOW BiIacTW» oT 23 mas 1996 r.).
Bunpl aktoB (mpukasbl U AUPEKTUBBI), u3aaBaeMbix I[Ipesunentom PO B kauecTBe
BepxoBHOro Ti1aBHOKOMAHIYIOLIEro (B COOTBETCTBUU €O CT. 13 denepanbHOro
3akoHa «OO0 00opoHe»). JIOKyMEHThI, MOJArOTaBIMBAEMbIC MPE3UACHTOM B XOJI€
peanu3alMyd  OCHOBHBIX HaIlpaBJICHUN BHEIIHEW NOJUTUKH (MOCIAHUS IJaBaM
rocyaapcTBa, ouMaIbHbIE 3asBICHUAS U 0OpaIeHus).

Jloxymenmuposanue oesmenvHocmu Dedepanrviozco cooparus PD. AKTHI
CoBera ®enepaumu. IlocraHoBieHME Kak OCHOBHOW mpaBoBOoM akTt (CoBera
®enepanuu  (ct. 102 Koncturyuuun P®). Pacnopsixenue npencenarens CoBera
®enepanuu. [lopsmok omyonmkoBanus aktoB Coera deneparuu (cormacHo O3
«O mopsanke oOmMyOJIMKOBaHHWA M BCTYIUIEHUSI B  CHIY benepanbHbIX
KOHCTUTYIIMOHHBIX 3aKOHOB, (he/lepanbHbIX 3aKOHOB, akTOB najar denepaibHOro
coOpanusi» ot 14 wurons 1994 r1.). AkTbl ['OCyHapCTBEHHOW IyMBI.
[TocTtanoBnenus, u3aaBaemble [ocymapcTBeHHOM myMoM (cormacHo cT. 103
Koncturynuu P®). Pacnopsokenust mnpencenatenss Ilamatel. Beimucka u3
nporokona Cosera ['ocynapctBeHHO naymbl. [lopsimiok omyOJMKOBaHUS aKTOB

['ocynapcTBEHHOMN AyMBI.
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Lokymenmuposanue YnpaséieHyeckou oesamenvHocmu 0p2aHo8
ucnonHumenvhot  eracmu.  AKTbl  npaButensctBa  P®.  Bugel  akToB
(moctaHoOBJIEHUH, pacniopsbkeHuil), usnaBaeMbie [IpaButensctBoM P®. ITopsgok
NOJANHUCAHMS U OMyOJMKOBaHUS MOCTAHOBJICHUN U pacnopsbkeHuil [IpaBuTenscTBa
P® (cormacHo yka3dy npesuaeHTa «O nopsjake omyOJIMKOBaHUS M BCTYIUIEHUS B
cuty akrtoB lIpesmgenta P®»). JloKkyMeHTbl NpaBUTENIbCTBA, JAIOLIUE
IIOJINTUYECKYIO OLIEHKY CUTYyallid WIHA Pa3bsICHEHUs MMO3ULMM IPABUTEIBCTBA 110
pa3IMYHBIM BONPOCAaM BHYTPEHHEM M BHEIIHEM TIOJUTUKH CTpPaHbl. AKTHI,
u3JaBaeMble (perepalibHbIMU OpraHaMu UCIIOJHUTENIBHOM BJIaCTH (IIOCTAHOBJICHUS,
IPUKa3bl, PaCIOPSKEHUS, paBUjia, HTHCTPYKIUN U MOJIOKEHUS), YCTAaHOBJICHHBIE
nocra”HoBjeHueM IIpaBurtenbctBa PO ot 13 aBrycra 1997 r.

Hokymenmuposanue oeamenvnocmu cyoebnou cucmemvl P®P. AKXTHI
KoncTuTynimonnoro cyza. JIOKyMEHTHpPOBAHUE UTOrOBBIX permeHnn
KoHcTutynmonHoro cyaa (COCTaBiI€HHUE TOCTAHOBIEHUM U 3aKIIOUYEHHM).
JIOKyMEHTUPOBAHHE HWHBIX PEHIEHUH KOHCTUTYLIMOHHOTO CyJa (COCTaBlIEHHE
onpeneneHuii u pewmeHui). llopsgoxk mnoanucaHuss W OMyOJMKOBAaHUS aKTOB
KonctutymnmonHoro cyaa. CocTaBiieHHE akTOB (pElIeHUM, MOCTAaHOBIECHUU U
OINPEENCHHI ), MPUHUMAEMBIX aApOUTPAKHBIMU CyJaMU 1O NEPBOM MHCTAHLUUU U
10 aNeJUBSIMMOHHON Y KACCAalMOHHON MHCTaHIINH.

Tema 1.6. /lokyMeHTHpOBaHNeE YIIPABJIEHYECKOIi 1eATEJILHOCTH OPraHOB
MECTHOI'0 CaMOYNpaBJICHUS

AKTbI OpraHOB MECTHOTO caMOyIIpaBiieHUsl (corjacHo (enepanbHOMY
3akoHy «O0 001MX MPUHLIMIIAX OpraHU3allud MECTHOTO CaMoylpaBieHus B POy
pemieHuit). JIOKyMEHTBI, H3JaBaeMble  MPEACENaTe]IeM  IMPEACTaBUTEIBLHOTO
opraHa. AKTbl TJIaBbl MYHHULUIIAJBHOTO OOpa30BaHMS: TOCTAHOBIICHUS H
pacnopsbkeHus (10 BOINpocaM OpraHu3aluu JIEATeIbHOCTH MPEICTaBUTEIbHOTO
oprasa, o BOIIPOCaM MECTHOTO 3HAY€HHs W MO BOMPOCAM OpPraHu3aluu padoThI
MECTHOM aJIMHUHHUCTpAlMHU). AKTHI TJIaBbl QJIMHHHUCTpAalUU (TIOCTAHOBIEHUS U
pacnopsbkeHus). PacnopsiiutenbHble JTOKYMEHTBI (pactopsbKeHUS U MPUKa3bl),
U3/1aBaeMble PYKOBOJUTEISIMU CTPYKTYPHBIX MOAPA3IECIECHUN aAMUHUCTPALIMH.

Pa3zoen 2. /lokymenmuposanue oeamenbHOCmu KOMMEPUECKUX U
HEKOMMepPUeCKUX Op2anu3ayuil

Tema 2.1. Buabl KOMMepYecKHX OPraHu3amui

Xozavicmeennoe mosapuwecmeo u odbuecmeo. llomHOEe TOBapUIIECTBO.
[Tonsitue. Ilpusnaku. OcoOeHHOCTH ympaBieHHs. TOBapUIIECTBO Ha Bepe
(xommanguTHOE). OTnuuutenbHble Tpu3Haku. OOMECTBO C OTrpaHUYEHHOU
OTBETCTBEHHOCTBhIO.  OOIIECTBO €  JIONOJHUTEIBHOM  OTBETCTBEHHOCTHIO.
AknuoHepHble obmiectBa. HemyOnuunble akuuoHepHble oOmiectBa. [lyOnnunbie
aKIIMOHEPHBIC OOIIIECTRA.

Xonouneu. OnpezelieHUss XOJIIUHTA B JICUCTBYIOIIEM 3aKOHOAATENIbCTBE.
[lonatue OaHkOBckOro XxojauHra B @DenepanbHoM 3akoHe «(O OaHKax H
0aHKOBCKOM AesTeNbHOCTH». OpraHu3allMOHHBIE OCHOBBI JEATEILHOCTH XOJIIMHTA.
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Qunancoso-npomviunentwvle epynnol (PIII). Ero 3nauenue. [lonstus BuaoB
@Il u ee yuactHukoB. Llemu nestensHoctn DI, Knaccupukauus OII mo
cioco0y co3maHusi, 0 MHHUIMATOPY CO3JaHHs, MO CHOCOO0Y MPOU3BOJICTBEHHOM
UHTEerpayu (BEepTUKAIbHBIE, TOPH3OHTAJbHBIC, CMEIIAHHBIE), MO chepam
NEeSATEIbHOCTH.

T'ocyoapcmeennoe npeonpusimue. OOpa3oBaHUE YHUTAPHBIX MPEATPUITUH.
CreneHb CaMOCTOSITEIBHOCTH TOCYAAPCTBEHHBIX YHUTAPHBIX IPEANPUATHM.
Oco0E€HHOCTH TOCYJapCTBEHHBIX YHUTAPHBIX MPEANPUATANA KaK KOMMEPUYECKHUX
OpTraHU3AIUN.

IIpoussoocmeennvie koonepamugvl. Opranu3aiys AesITeIIbHOCTH.

Kommepueckue opeanuzayuu ¢ uHoCmpanHviMu uHeecmuyusimu. Y CIOBHS
CO3JIaHUSI M [IEATEIIBHOCTH KOMMEPYECKMX OpPTraHu3alii C HWHOCTPAHHBIMU
MHBECTUIUAMU B PO.

Kpeoummnwie opeanusayuu. IloHsATHE KpeAUTHOW oOpraHu3auud. Buubl
KPEOUTHBIX OpraHu3auuid. baHku W HEOAHKOBCKME KPEAWTHBIE OpraHU3allvu.
Bunpl  He0aHKOBCKMX  KpeaIMTHbIX  opranu3auuid  (pacuerneie  HKO,
unkaccaropckue HKO). Cucrema kommepueckux OaHKOB U HEOAHKOBCKHX
KPEIUTHBIX OpraHU3aIHi.

Tema 2.2. Buabl HekoMMepyecKHx opranmsanuii B Poccumiickoit
Denepauuu

Hexommepueckue HerocynapcTBeHHblE opranuszauuu Hexommepueckas
OpraHu3alvs ¢ €€ NpPHU3HAKU. 3aKOHOAATEIbCTBO O  HEKOMMEPUYECKUX
OpraHu3anusx.

Topeoso-npomviuinennas nanama. llosBIE€HUE TOPTrOBO-TIPOMBIILIEHHBIX
nanaT B Poccun B 1991 r. IIpaBoBOM cTaTyC TOProBO-IPOMBINIJICHHBIX Maiar.
OCHOBHBIE 33Jla4d JEATEIBHOCTH TOPrOBO-NPOMBIIIJICHHBIX nanaT. Poccuiickas
CHUCTEMa TOPrOBO-NPOMBIIIJICHHBIX MHanaT. ToproBo-NpoMbINIIEHHAsS nanara PO.
PernonanpHble  TOProBO-TIPOMBILIIJIEHHBIE — MajaTbl.  MeECTHbIE  TOPTrOBO-
MPOMBIIIJICHHBIC MalaThI.

@ono. llonstue ¢onaa. Co3gaHue U MOPSAIOK AesTeIbHOCTA (HOHIA.
Hezocyoapcmeennwiii nencuonnwii goono. Knaccudukaiuss HErocyJapCTBEHHBIX
NeHCHOHHBIX (oHMOB. KOHTpOAL 3a JESITENbHOCTHIO HEroCyJapCTBEHHBIX
MEHCUOHHBIX (POHOB. JlesTeTbHOCTh HETOCYIAPCTBEHHBIX NTEHCUOHHBIX (POHJIOB B
coBpemeHHoi Poccutickoii heneparuu.

Vupeoswcoenue. TlonsiTne y4upexaeHuss Kak HEKOMMEPYECKON OpraHU3aIlHH.
[lemu cosmanusa yupexnaenus. Knmaccudukaius ydupexIeHUd B 3aBUCUMOCTH OT
dbopMbl  COOCTBEHHOCTH. [ OCylapCTBEHHbIE, MYHHIIUMAIbHBIE W YaCTHBIC
yupexenus. Knaccudukaius yapexIeHH 1o 1esisiM AesITeIbHOCTH.

Hekommepueckoe napmuepcmeo. I10HITHE HEKOMMEPUYECKOTO MAPTHEPCTBA.
[IpuzHaku  HEeKOMMepyeckoro  maptHepcTBa.  DonmoBas  Oupxka  Kak
HEKOMMEPYECKOE MapTHEPCTRBO.

Aemonomnas Hekommepyeckas opzanusayus. 1loHSATHE aBTOHOMHOU
HEKOMMEPUYECKOW  opraHu3auuu. IIpu3Haku aBTOHOMHOM HEKOMMEPYECKOU

OpTraHU3aIlNH.
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Obvedunenuss wpuouveckux Jauy (accoyuayuu u  coio3vl). Buapl
oObenuHeHu# opuandeckux nul. Accoumanusa. [lonstue accommanuu. Coros.
[Tonsitue coroza. Ilemu co3ganust oObeAMHEHUN KOMMEPYECKHUX OpTraHH3aIlvu.
CwmenianHble OObETUHEHUS FOPUTUYECKUX JIUII.

Ilompebumenvckuii koonepamus. 3aKOHOAATEIBCTBO O MOTPEOUTEITHCKUX
KOOIepaTruBax. Crnennduka npeANpPUHUMATEIbCKOMN NEATEeIbHOCTU
noTpeOuTeNbCKOro KoorepaTtuBa. I[loTpedutensckoe obmecTtBo. KumumiHo-
CTPOUTEJbHBIC, J1aYHO-CTPOUTENIbHBIC, TapaKHO-CTPOUTEIbHBIE KOOIIEPATUBHI.
Kpenutabie coro3bl. OOIIECTBAa B3aMMHOTO CTPaXOBaHUS.

T'ocyoapcmeennas xopnopayus. TloHSATHE TOCYyIapCTBEHHON KOPIIOpAIUH.
VYupenurenb rocynapcTBeHHOM kopropamnuu. [IpaBoBble OCHOBBI CO3JaHUSA
rocyJapCTBEHHON KOPIOpalUU.

Tosapuwecmso  cobcmeennuxog  dcunvs. 1loHATHE  KOHAOMHUHHYMA.
Opranuzanusi TOBapUIllECTBA COOCTBEHHUKOB Kujbsi. IIpaBa u 00s3aHHOCTH
TOBAPUILECTBA COOCTBEHHUKOB KUJIbS.

bnazomeopumenvnaa  opeanusayus.  IloHstue  G1aroTBOPUTENHLHOMN
opranuzauuyd.  OpraHu3alMOHHO-TIPABOBBIE  (OpMBI  OJIAroTBOPHUTEILHON
OpraHu3alyu.

Tema 2.3. 3ak0oHOAATEIBCTBO 0 KOMMEPUYECKHX OPraHU3alMAX: ITAMbI
pa3BUTHSA
3akoH PCOCP 25.12 1990 r. «O npeanpusatusx U NpearpuHUMATEIbCKON
JesATeIbHOCTHY. Paciimpenne opraHu3aliMOHHO-TIPaBOBBIX (OPM KOMMEPUECKUX
opranu3zanus OcHOBaMHM TpaxkaaHckoro 3akoHonarenbctBa Coroza CCP u
pecnyonmuk ot 31 mas 1991 r. I'paxnanckuii konekc Pd o mpaBoBoM craTyce
KOMMEPUYECKUX  OpraHu3aluii, WX  OpraHU3alMOHHO-TIPAaBOBBIX  (opmax.
denepanbHble 3aKOHBI O KOMMEpUYECKHX opranuzauusx. deaepanbHblid 3aKOH OT
26 gpexkabps 1995 r. «OO0 akuuoHepHbIX oOmiecTBax». M3MmeHeHus B
3aKOHOAATENLCTBE 00 aKMOHEepHbIX obmecTBax (2002 r.); 3akon ot 19.06.1998 r.
«O0 0COOEHHOCTSIX PABOBOrO MOJOKEHUS aKIIMOHEPHBIX OOIIECTB PAOOTHUKOBY;
3aKoH OT 8.05.1996 1. «O dDenepanbHbie 3aKOHBI «O0 MHOCTPAHHBIX WHBECTHUIUAX
B PO», «O BHeceHun m3MmeHeHus u gonojHeHn B 3akoH PCDOCP «O Oankax u
OAHKOBCKOW  JeAaTenbHOCTHY», «O  JIMIIEH3UPOBAHHM  OTIEIBHBIX  BUJOB
JEeATeNIbHOCTH» U JIp. VX poiib B PEryJMpOBaHUM ACSITEIBHOCTH KOMMEPUYECKUX
OpraHu3aluu. [Ton3akoHHBIE aKThl B  PErYJUPOBAHHMU  ACATEIBbHOCTU
KOMMEPUYECKUX OpraHu3alni.

Tema 2.4, JJokyMeHTAallHOHHOE o0ecnevyenmne yIIpaBJICHUS
KOMMePYEeCKO opraHu3ainum (Ha npuMepe aKIMOHEPHOT0 001IecTBA)

Ilpasosas u HOpMamueHoO-Memoouyeckasi O0CHO8A OOKYMEHMAYUOHHO20
obecneuenusi ynpasieHus 6 aKyuomepHwvlx odowecmeax Poccuiickou Dedepayuu.
AKIIMOHEpHOE  00I1IeCTBO-OpraHU3alMOHHO-TIpaBoBasi (popmMa KOMMEpPUYECKOIo
PEANPUSATHS. I'ocynapcTBenHoe perympoBaHue JOKYMEHTALIMOHHOTO
oOecrieueHus:  ymOpaBjieHUs B  aKIMOHEPHBIX  oOmiecTBax.  JlokanbHas

periiaMcHTalsaA JOKYMCHTAIMOHHOT'O obecrieyeHus YIIpaBJICHUS.
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Lokymenmuposeanue cozoanus akyuonepHsix ooujecms. JJokyMEHTHpOBaHHUE
VUPEKICHUS aKIUMOHEpHOTo obmiecTBa. JlokymeHTupoBanue ['ocygapcTBEHHOU
perucTpanuu akIimOHEPHBIX OOIIECTB.

Llokymenmayuonnoe obecneuenue OessmenrbHOCMU OpP2AHO8 YNPABIeHUs U
annapama  ynpaeneuus — akyuomepHoco  obujecmea.  JIOKyMEHTAIlMOHHOE
oOecrieueHWE TIOATOTOBKM ¥ TMPOBEACHUS OOIMMX COOpaHWid aKIIMOHEPOB.
JloxkymeHTalmonHoe obecneuenue aestenbHocT CoBeTa TUPEKTOPOB.

bnanku gokymentoB. OOmmue mnpaBuiia 0QGOPMIICHHUS PEKBU3HUTOB.
TpeGoBaHusT K H3TOTOBJICHHUIO JOKyMEHTOB. [IpaBuia mMOArOTOBKH UM
o opMIIEHUS OT/IETBHBIX BUJIOB JOKYMEHTOB.

XpaneHue OOKyMeHmMoO8 6 aKYUOHEPHbIX obwjecmeax. 3aKOHOAATENbHAs
OCHOBA XpaHEHHs JOKYMEHTOB aKIIMOHEPHBIX 001ecTB. OpraHusanus XpaHeHUs
JIOKYMEHTOB B JICJIONPOU3BOJICTBE AKIMOHEPHOro odmecTBa. PopMUpOBaHHUE U
xpaHeHue gen. Cpoku XpaHEHHS JIOKYMEHTOB aKI[MOHEPHBIX OOIIECTB.
Homenknatypa npen. OkcnepTu3a LEHHOCTH JTOKYMEHTOB B JEJONPOU3BOJCTBE.
[ToaroroBka JOKYMEHTOB K C/la4y€ B apXUB.

3. YYEBHO-METOJMYECKOE OBECIEYEHUE JIJI51
CAMOCTOSITEJABHOI PABOTBI OBYYAIOLIUXCS IO
JTUCHUTIIJIMHE

3.1. Ili1aHbl CEeMUHAPCKUX 3aHATHI
CeMmuHapckue 3aHATUS 1O JUCUUIUIMHE HE NPEIyCMOTPEHbI B Y4EOHOM
IUTaHE.

3.2. [l;1aHbl NPAKTUYECKUX 3aHATHH

IIpakTuyeckoe 3ansitue Ne 1
«HopMmaTHUBHO-TIPAaBOBOE PeryJTUpPOBaHNe TOKYMEHTHPOBAHUS
yIpaBJieHYeCKO 1eATeJIbHOCTH OPTaHOB IOCY/IapCTBEHHOM BJIACTH U
MEeCTHOT0 camMoynpaBjeHus» (3 yaca)

Heanb 3ansiTMA — (HOPMUPOBAHME UYETKUX MPENCTABICHUNA O HOPMATHBHO-
NPaBOBOM 0a3e [IOKyMEHTUPOBAHUS YIPABICHUYECKON JESTEIbHOCTH OPraHoB
roCyJapCTBEHHOW BJIACTU U MECTHOTO CaMOYIIPaBJICHUS.

3apanmue:

1. Bompocsl 411 caMONOITOTOBKH:

1.1. Tlepeuucnure 3akoHOAATENbHBIE akThl B cdepe uHPOpMAUU WU
JOKYMEHTALIH.

1.2. Kakve HOpMaTUBHBIE aKThl (enepabHBIX OPTaHOB HCIOJHUTEIIBHOM
BJIACTH, PEMVIAMEHTUPYIOT TPOUEAYPY JIOKYMEHTUPOBAHMS  YIPABICHUYECKUX
pELIEHUM.

1.3. B Kakux HOpMaTUBHO-METOJMYECKHX JTOKYMEHTaX 3aKpeIuieH MOpsSIOoK
oopmiteHus1 TOKyMEHTOB?
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1.4. IlepeunciuTe OTEUYECTBEHHBbIE M TOCYAAPCTBEHHBIE CTaHAAPTHI Ha
JIOKYMEHTALIHIO.

2. W3yuuTh KOMIUIEKT 3aKOHOJATENIBHBIX W HOPMATHBHO-METOINYECKHUX
nokymeHtoB  (IIpaBuna  nmenompomsBoactBa B DenepalibHbIX — OpraHax
WUCIIOJIHUTEIbHOM  Bnactu, IlonokeHne O  CHCTEME  MEXKBEJIOMCTBEHHOI'O
AJIEKTPOHHOTO JIOKYMEHTO000poTA ...).

3. Ilo 3akoHOJATENbHBIM W HOPMATHUBHO-METOJMYECKHM JIOKYMEHTaM
OTpEJICIUTh HAmpaBJICHUs PErJIAMEHTAllMU PabOThl C JOKYMEHTaMH B OpraHax
rocy1apCTBEHHOM Biactu Poccurickon denepannu.

4. CocTaBUTh Ha OCHOBAaHUU M3YYEHHOI'O MaTepHraja IepeueHb HOPMaTUBHBIX
JIOKyMEHTOB,  PEIVIAMEHTUPYIOIIMX paboTy ¢ JOKYMEHTaMH B  OpraHax
rOCYJIJapCTBEHHOM BJIACTU U MECTHOTO CAaMOYIIPABJICHHUS.

dopMa 0TYETHOCTH:

1. KoHCcniekT u3yueHHOTrO Matepuasna (JJIEKTpOHHAs TNpe3eHTalus — IO
JKEJTIaHUIO).

IIpakTuyeckoe 3ansitue Ne 2
«bJaHKHN TOKYMEHTOB OPraHoB BjacTm» (3 yaca)

Heap 3ansaTHS — QOpMUPOBAHKE HABBIKOB COCTaBJICHHS OJIAHKOB OPIraHOB
BJIACTH.

3aganme:

2. Bompocs 1151 caMOIIOATOTOBKH:

1.1. Kakue TpeOoBaHMs MPETBABIAIOTCS K OJIaHKaM JOKYMEHTOB OpPraHOB
roCy/apCTBEHHOM BJIACTH U MECTHOTO CaMOYIIPaBJICHHMS?

1.2. Kakue BUIBI OJTAHKOB JIOJDKHBI IMETh OpTaHbl TOCYapCTBEHHON BJIACTH U
MECTHOT'O CAMOYIIPABJICHHUS?

1.3. Tlepeuncnure peKBU3UTHI O0s3aTeNbHBIE a1 akToB IIpe3umeHra
Poccuiickoit @enepannn?

1.4. Ilepeuncimre PEKBU3UTHI o0s13aTesIbHbIE VIS aKTOB
(IIOCTAHOBJIEHMM u PACIIOPSA)KEHWUN) TIlpaButensctBa Poccuiickoi
Oeneparun?

1.5. Kakue OnaHKM JOKYMEHTOB HCHOJIB3YIOTCS B (pelepalibHbIX OpraHax
WCTIOJTHUTENFHON BIacTH?

1.6. Kaxoif mopsimok opkeH ObITh B OpraHax TOCYJapCTBEHHOW BJIACTH U
MECTHOTO CaMOYTIPABJICHUS IO COXPAHHOCTH OJIaHKOB?

2. V3yunTh BUabl OJAHKOB OPraHOB TOCY/IAPCTBEHHOM BJIACTH U MECTHOTO
cCaMOyTIPaBJICHHSI.

3. [lo HOPMATHBHO-METOAMYECKUM JOKYMEHTAM ONPEICIUTh OCOOCHHOCTH
W3TOTOBJICHUS, WCIIOJIb30BAHUS, XPAHCHUS W YHHUYTOXKEHHUS OJaHKOB OpraHOB
rOCYJIapCTBEHHOM BJIACTH M MECTHOTO CaMOYTIPABJICHHSI

4. TToaroToBUTH 10 2 BHA OJIAHKOB JIJIsl OPTaHOB TOCYIaPCTBCHHOMN BJIACTH U
MECTHOTO CaMOYTIPaBJICHHSI.

DopmMa 0TYETHOCTH:

1. KoHcIieKT n3y4eHHOro Marepuana.
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2. DNEeKTPOHHBIA BapHAHT OJIAHKOB.

IIpakTuyeckoe 3ansitue Ne 3
«JloKyMeHTHpOBaHHE YIIPABJIEHYECKOU AeSITeIbHOCTH OPraHOB
rocyJIapCcTBEHHOI BjacTW» (4 yaca)

Henp 3ansTMs —  QOpMHpOBaHME  HABBIKOB  JOKYMEHTHUPOBAHUS
YIPaBICHUECKOM JIEATEIIbHOCTA OPTaHOB TOCYJapCTBEHHOM BIIACTH.

3AJJIAHUE 1. [loaroroBka u odopmieHue mpoektoB akToB [Ipesunenra PO.

3ananus:

1. Bompoch! [171s1 caMOMOATOTOBKH :

1.1. Kakue aktel Bopase uznasathb [Ipesnnent PO? KakoBa ux ropuanyeckas
cuna’?

1.2. B kakoM HOpPMAaTHBHOM JOKYMEHTE 3aKpelyieHbl  TpeOOBaHUSA K
odopmienuto aktoB [Ipesunenta PO.

1.3.Ilepeuncnure OCHOBHBIE IMpaBWJIa MOATOTOBKH M O(OPMIIEHHS MPOEKTOB
akToB (yka30B U pacniopspkenuit) [Ipesunenta Poccuiickoit deneparuu

2. Ilpoanamm3upoBaTb HOPMATHUBHBIE JTOKYMEHTBHI, pEriaMEeHTUPYIOIINE
cocrasieHue akroB [Ipesunenrta PO.

2. W3yuure mnpaBwia MOJATOTOBKM M OQOPMIICHHS HPOEKTOB aKTOB
[Tpe3unenra (yka3oB U pacOpsKEHH).

DopMa 0TYETHOCTH:

1. IToAroTOBUTH KOHCHEKT U3yYEHHOTO MaTepralla 0 METOAMKE COCTABJICHHUS
Pa3IMYHBIX BUJOB aKTOB IPE3UCHTA.

2. [Ipoananm3uposath n3nanHble [Ipe3nieHToM yKa3bl U pacOpSKEHUS.

3AJJAHUE 2. [loaroroBka u oopmiieHuE MPOEKTOB akTOB lIpaBUTENbCTBA
Poccuiickon ®@enepanumn

3apanus:

1. Borpoch! 17151 caMONOATOTOBKH :

1.1. Kakue BuIbI NIPABOBBIX aKTOB BIIpaBe M3/aBaTh najartbl deaepaibHOro
cobpanus? KakoBa ux ropuaudeckas cumia?

1.2. B kakoM HOpPMAaTHBHOM JOKYMEHTE 3aKperyieHbl  TpeOOoBaHUS K
odopmieHuto aktoB [IpaButenbcTBa PD.

1.3. TlepeunciuTe OCHOBHBIE TIPaBUJIa MOATOTOBKH U OGOPMIICHUS MTPOEKTOB
akToB (mocTaHoBJIeHM U pacnopstkeHuil) [IpaBurenscTBa Poccuiickoit denepanmu

2. Ilpoananmu3upoBaTb HOPMATHUBHBIE JOKYMEHTBI, pErjaMEeHTUPYIOIINE
cocrasienue akroB [IpasurenscTea PO.

3. W3yuure mpaBwia TOATOTOBKM U O(QOPMIIEHUS TPOEKTOB AaKTOB
[TpaBurenscTBa Poccuiickoii @enepaiiyiv (MOCTAHOBICHUNA U pACIOPSKEHUIN ).

DopmMa 0TYETHOCTH:

1. IToaroToBUTH KOHCIIEKT U3yYEHHOIO Marepuania o METOJUKE COCTABICHUS
pa3nuHbIX BUAOB akToB [IpaButenscTBa PO.

2. CocTaBUTh NPOEKT PACHOPSIKEHUS IO OINEPATUBHBIM WM TEKYIIAM
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BonpocaM IIpaBurenscTBa PO.

3AJJAHUE 3. TloarotoBka u o¢opmMiIeHHE MPOEKTOB HOPMAaTHBHBIX
MPaBOBBIX aKTOB (PeJiepaibHOTO OpTraHa UCIOTHUTEIBHOM BIACTH

3ananusa:

1. Borpoch! 17151 CaMONOATOTOBKH :

1.1. Kakue Buapl akTOoB M34al0T (eAepajbHbIE OpraHbl HCIOJHUTEIBHOU
BiacTu? B kakux opuIManbHbIX U3AAHUAX OHU Iy OJIMKYIOTCS?

1.2. Kakue OnaHKM JOKYMEHTOB HCHOJB3YIOTCS B (PelepanbHbIX OpraHax
UCTIOJIHUTENILHON BIIAacTH?

1.3. Tlepeuunciute OCHOBHBIE MpaBWJIa MOATOTOBKU U OOPMIIEHUS IIPOEKTOB
aKTOB (pe/IepATIbHBIX OPIaHOB UCIIOIHUTEIILHON BIIACTH.

2. llpoananmm3upoBaTh HOPMATHUBHBIE JOKYMEHTHI, pPETJIAMEHTUPYIOITHE
COCTaBJICHHE aKTOB (heJIepaJIbHBIX OPTaHOB UCTIOJHUTEIBHON BIACTH.

3. V3yunth OmaHKM TOKYMEHTOB (eAepaIbHBIX OPTaHOB HCIOJHUTEIIHHOM
BIIACTH.

4. Wzyunte mnpaBuiia TOATOTOBKM W OGOPMIICHHS TPOEKTOB aKTOB
dbenepanbHbIX OpPraHoB HCIOJIHUTEIBLHOM BJIacTH (MPUKA30B, PACIOPSLKEHUIM,
IpaBUJI, IUPEKTHUB, TIOCTAHOBIICHHH).

®DopMa 0TYETHOCTH:

1. IToArOoTOBUTH KOHCIIEKT M3YYEHHOI'O MaTepHraia 0 METOJAUKE COCTABICHUS
aKTOB (heJIepaIbHBIX OPTraHOB MCIIOJHUTEIILHON BIACTH.

2. CocTaBUTh MPOEKTHI IOKYMEHTOB (TIpHKa3a, paclopsHKEeHUsI, HACTaBJICHUS U
1p.) dbenepaibHbIX OpraHOB UCTIOIHUTEIIBHON BIACTH.

IIpakTuuyeckoe 3ansaTue Ne 4
«/lokyMeHTHpOBaHNe YIIPABJIEHYECKOH /1eSITeJIbHOCTH OPraHOB MECTHOT0
camoynpasJieHus» (4 yaca)

Heas 3ansiTusi —  QopMUpOBAHME  HABBIKOB  JIOKYMEHTHUPOBAHUSI
YIPABJICHYECKON ACSITEIbHOCTH OPTaHOB MECTHOTO CAMOYTIPABJICHUS.
3aganus:

1. Bompoch! 17151 CaMOTIOATOTOBKH

1.1. Kakue Buabl aKTOB H3JAIOT OpraHaMu MECTHOT'O CaMOYIIpaBJIeHHUs?

1.2. Kakme OnaHKM JOKYMEHTOB WCIIOJNB3YIOTCS B OpraHax MECTHOTO
camMOyTpaBJIeHUS?

1.3. Tlepeuucnute OCHOBHBIE MpaBUJIa TOATOTOBKU M O0(GOPMIIEHUS MPOEKTOB
aKTOB OpPraHOB MECTHOI'O CaMOYTIPABJICHHSL.

2. VByunTh G1aHKH JOKYMEHTOB OpPraHOB MECTHOT'O CaMOYTIPABIICHHUS.

3. Mzyuute mpaBuiia MOATOTOBKU M O(OPMIICHHUS] aKTOB OpraHaMH MECTHOTO
camMOyTpaBJICHHUS.

DopmMa OTYETHOCTH:

1. IToAroTOBUTH KOHCTIIEKT U3YYEHHOTO MaTepualia o METOJUKE COCTABICHHUS

AKTOB OpraHaMm MCCTHOI'O CaMOYIIPaBJICHH.
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2. CocrtaBuThb MPOEKTHl  JOKYMEHTOB  (TIIpHKa3a,  paclopsKEHUs,
MIOCTAHOBJIEHUS U JIP.) OPraHOB MECTHOT'O CaMOYITPABIICHUSI.
IIpakTuyeckoe 3ansitue Ne 5
«3aKOHOAATEJbHO-TIPABOBOE © HOPMATUBHO-METOAHYECKOE PeryJMpoBaHue
JOKYMEHTHPOBAHMA AeSITeJIbHOCTH KOMMePUYeCKUX Opranusanuii» (6 4acon)

Heuanb 3ansTMA — (OpPMHUPOBAHUE YETKUX MPEACTaBICHUN O HOPMAaTHBHO-
npaBoBOW 0a3e JOKYMEHTHPOBAaHMS YIIPABJICHUYECKON NEATEIbHOCTH OpraHOB
roCyJapCTBEHHON BJIACTU U MECTHOT'O CaMOYIIPaBJICHUS.

3aganus:

1. Bonpocs! A1t CaMOIIOATOTOBKH:

1.1. 3akoHopaTenpHblE W HOpPMaTHBHBbIE aKkTbl P®, permameHTHpyOIINE
JOKYMEHTUPOBAHHE JIEATETbHOCTH KOMMEPUECKUX OpraHu3alHiil.

1.2. OcHOBHbIE  BHIBI  JOKYMEHTOB,  COCTaBJsieMble B  XOJe€
JIOKYMEHTUPOBAHMS I€ATEIIbHOCTH KOMMEPUECKUX OpPraHU3alui.

1.3. Ilepeuncnure oTIMYUS B JOKyYMEHTHPOBAHHH YIIPABICHUYECKOM
NEATEIIBHOCTH KOMMEPYECKUX OPTaHU3aLUH.

2. Ilpoanammupyiite @3 «0O06 aknuoHepHBIX oOmEecTBax», D3 «0O06
OOIIECTBaX C OrPaHUYEHHOMW OTBETCTBEHHOCTBHIO» W ONpEIEIUTEe TPeOOBaHUS K
cocTaBy 1 0(OPMIICHHIO TOKyMEHTOB.

3. Onmnpenenure II0 3aKOHOAATEJILHO-IIPABOBBIM W HOPMAaTUBHO-
METOJMYECKUM JIOKYMEHTaM COCTaB JOKYMEHTOB, CO3/1aBAEMBIX B XOJ€
JOKYMEHTUPOBAHMSI KOMMEPUYECKUX OpraHu3auil.

DopMa OTYETHOCTH:

1. IloaroToBUTh KOHCIEKT aHajdu3a 3aKOHOAATEIbHO-NIPABOBBIX U
HOPMATHUBHO-METOANYECKUX JOKYMEHTOB, PErIAMEHTUPYIOIIUX JESTEIbHOCTD
KOMMEPUYECKAX OPTaHU3aLNMN.

2. 3anoJIHATH TaOJIMILY CpaBHUTEIBHOrO aHayu3a aestenbHoctu 000, AO.

Kareropust 000 AO

Y‘Ip CIKACHHNC IOPUANYICCKOTO JIMila

Opransl ynpasieHUs

INopsinok ¢puHAHCHpOBaHUS
JIeSITeIIbHOCTH

T'ocyaapcTBEeHHBIA KOHTPOJIb

VBennueHne YCTABHOI'O KallruTaJia

PesepBHblil 1 HHBIE QOHIBI

[Iponaxka moneit/akumid

BrIxoa u3 10pHIMYECKOTO JINIA

3. CocrtaBuTh NNepeyCHb AOKYMCHTOB, COCTAaBJIKIEMBIX B KOMMCPYCCKHX
opraHu3anusaX COrjiIaCHO 3aKOHOAATCIIbHBIM aKTaM.

IIpakTuyeckoe 3ansitue Ne 6

20




«/loxkyMeHTalIHOHHOE 00ecneyeHre YIPABJICHUS Herocy1apcTBeHHOM
OpraHM3aNuu — aKHHOHEePHOTro o0mecTBa» (10 yacos)

Heab 3ansiTuss — QOpMUpOBAaHHE MPEICTABICHUH O JOKYMEHTUPOBAHHUU
yOpPaBICHUYECKOW  JIEATEIBHOCTH  HETOCYAApCTBEHHBIX  OpraHu3allud U
¢bopMUpOBaHNE HABBHIKOB JIOKYMEHTUPOBAHUS AEATEILHOCTH HETOCYAAPCTBEHHBIX
CTPYKTYD.

3AJJAHUE 1. OOmme TtpeboBaHus, MNpeabsiBisieMble K O(QOPMIICHUIO
JIOKyMEHTOB KOMMEPUECKUX OpraHu3aIui.

3aganus:

1. Bompocsl a1t 00Cy X ACHUS:

1.1. ®yHKIMHU JOKYMEHTOB KOMMEPUECKOM OpraHu3aliu.

1.2. IlpaBuna oopmiieHus! YIpaBICHYECKUX TOKYMEHTOB, PEKOMEHIyEMbIC
I'OCTamu.

1.3. TpebGoBanusi, mpeIbABISIEMBIE K TEKCTY YIPABICHYECKUX TOKYMEHTOB.

1.4. ]JlenoBble MUChMA: BHIbI, PEKBU3UTHI, KOMIIO3HUIIUA TEKCTa, XapakTep
apryMeHTaIiH.

1.5. OpraHuzanMOHHbIE JOKYMEHTBI: BHJABI, pyOpHKauus  TEKCTa,
YAOCTOBEPEHUE JIETUTUMHOCTH, COTJIACOBAHHME.

1.6. PacnopsiautenbHble JTOKYMEHTBHI: BUIbI, CTPYKTYpa, YIOCTOBEpPEHUE
JIETUTUMHOCTH, COTJIACOBaHHUE.

1.7. biiaHku TOKYMEHTOB KOMMEPYECKON OpraHu3allvu.

1.8. JIokyMeHTHI 10 JIMYHOMY COCTaBY M TpeOOBaHUS K UX OPOPMIICHUIO.

2. 3aKOHCIIEKTUPOBATh U3YUYCHHBIN MaTepHra

DopMa 0TYETHOCTH:

1. [ToArOTOBUTH KOHCHEKT M3yUYEHHOTO MaTepraia

3AJTAHUE 2. JlokymeHTHpOBaHue rocynapcrseHHon perucrparuu O0O0.

3ananus:

1. Bornpocs! 17151 cCaMOTIOITOTOBKH:

1.1. BolgenuTe OCHOBHBIE IOKYMEHTHUPYEMBbIE HAMIPABJICHUS YITPABICHYECKON
nearensHocT O0O0.

1.2. Tlepeuncnute BUABI JOKYMEHTOB, HEOOXOAWMBIC M  TOJAYd B
HAQJIOTOBBI OpraH, C LEJIbI0 TOJYYEHUS CBHJIETENBCTBA O TOCYIApCTBEHHOU
perucTpanuu.

1.3. OxapaxTepu3yiiTe OCHOBHBIE IpPaBHUJIa COCTaBJIEHHUS MPOTOKOJIA OOILIETO
coOpaHusi, ycTaBa, yupeIUTeIbHOTO I0TOBOpa U Jp.?

1.4. TunoBble U mpuMepHbIE (HOPMBI yUpemnuTeNbHbIX HoKymMeHTOB OOOQ,
MOPSZIOK UX 3ATIOJTHEHMUS.

2. IlpoananuzupoBath NpejI0KEHHbIE 00pa3ilbl JOKYMEHTOB, HEOOXOIUMBIX
JUISL TIOJa4d B HAJOTOBBIM OpraH, C LEJIbI0 TOJYYEHHUS CBUACTEILCTBA O
rOCyapCTBEHHOMN PETUCTPALIUU, BBISBIISISE OCOOEHHOCTH UX O(DOpMIICHHUSI.

3. M3yuuth TUIOBBIE U TPUMEPHBIE (HOPMBI YUPETUTEIBHBIX JOKYMEHTOB
OO0, nopsAa0K UX 3aMOJTHEHUS.

DopmMa OTYETHOCTH:
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1. CoctaBUTh JOKYMEHTBI, HEOOXOAUMBIE JJIsI TIO/a4M B HAJOTOBBIM OpraH, ¢
LEJIbIO TIOJTy4YE€HHUSI CBUIETEILCTBA O TOCYAAPCTBEHHOM PETUCTPALIUU.

2. I[loaroroBuTh NPOEKT Y CTaBa.

3. IlogroroButh mpoekT moroBopa 06 yupesxaenuun OO0O0.

4. CoctaBuTh IPOTOKOJ cobpanus yupeaurtenein OOO0.

5. 3anomauTh THMOBYIO (hopmy 3asiBieHuss o peructpaimmu OO0 (dopma
NeP11001).

3AJJAHUE 3. JlokyMeHTHMpOBaHHE CO3/IaHHUs, MpeoOpa3oBaHUs U
JIMKBUJAIINH aKIIMOHEPHOTO OOIIECTBA.

3aganus:

1. Bompocs! /i caMOIOATOTOBKU:

1.1. Tlopsimox co3mganusi, mpeoOpa3oBaHUs M JHUKBUAAIMUK AKIIMOHEPHOTO
o01iecTBa.

1.2. CoctaB u ¢Gopmbl JIOKYMEHTOB, HEOOXOJUMBIX JJisi CO3JaHus,
npeoOpa3zoBaHus U JIMKBUAAIIMHN AKITMOHEPHBIX OOIECTB.

2. Ilpoananm3mpoBaTh AOKYMEHTHI, HEOOXOAWMBIC [UIS YUYPCKIACHUS W
rocynapctBeHHo# peructpauuu AO (ycTaB — yuypeIuTeNbHbIN JOKYMEHT; PEIIEHHE O
CO3/1aHuU 001IecTBa (IPOTOKOJ YYPEAUTENBHOIO COOpaHusi); JOrOBOP O CO3/AaHUU
AQ; 3asiBlieHUE O PErucTpaluu; JOKYMEHTHI, MOJTBEPKIAIOIINE OIJIaTy YCTaBHOTO
KaIuTaia; CBUACTEIHLCTBO 00 YIIaTe TOCYIaPCTBEHHOM MOIUTUHBI).

3. W3yuutp tumnossie (Hopmbl JOKYMEHTOB JUJII TOCYJapCTBEHHOU
peructpanun AO, NOPSAIOK UX 3aMOTHEHHS U yI0CTOBEPEHHUS.

4. TlpoaHanmu3upoBaTh peEIICHHE O MPEOoOPa30BaHUU WM PEOpPraHu3aluu
o0IecTBa, JOrOBOP O CIUSHUM OOIIECTB, MEPENAaTOYHBIA aKT M pa3leIUTEIbHBIN
OaylaHC yCIIOBHOW OpraHU3AlINY.

5. MByunTh JOKYMEHTHI 1O JIMKBUIAIIMU OOIIECTBA (MOPSAOK COCTaBIICHUS U
YTBEPKACHUS JTUKBUAALIMOHHOTO OajlaHca).

dopMa 0TYETHOCTH:

1.CoctaBuTh mepeyeHb JOKYMEHTOB, HEOOXOIUMBIC ISl  YUPEKICHUS U
rocyaapcTseHHou perucrpanuu AQO.

2. 3anosHUTH THUMNOBbIE (OPMBI JOKYMEHTOB JJsl TOCYJIapCTBEHHOM
peructpauun AO.

3. IloAroTOBUTH MPOEKT IOTOBOPA O CIMSHUU OOIIEeCTBA.

4. 3anoaHUTH TOKYMEHTHI 10 JIMKBUAAITMH OOIIECTRA.

3AJIAHUE 4. JlokyMeHTalMOHHOE OOecneyeHne AesATEILHOCTH OPraHOB
YIPaBJICHHS aKITMOHEPHBIX OOIIIECTB.

3ananus:

1. Bompoch! asist 00Cy R aeHUS:

1.1. JlokyMeHTallMOHHOE OOECIeUeHUE MOJTOTOBKU M TMPOBEACHUS OOIIMX
coOpaHuil aKIIMOHEPOB.

1.2. lokyMeHTallMoOHHOE o0ecrieueHue aesaTeabHoctu CoBeTa JUPEKTOPOB.

2. Ha nmpumMepe KOHKPETHOTO aKIIMOHEPHOI'o OOIIeCTBa MPOaHAIU3UPOBATH
JIEATEIIBHOCTh 10 JOKYMEHTAIMOHHOMY OOECIeUEeHHIO TTOATOTOBKU M MPOBEACHUS
o0IIUX COOpaHMl aKIIMOHEPOB.
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3. Ha mpumepe KOHKpPETHOTO aKIIMOHEPHOTO OO0IEeCTBa MPOaHAIU3UPOBATD
JEeATEIbHOCTh O JOKYMEHTALIMOHHOMY oOecneueHnro aestenbHoctn CoBera
JTUPEKTOPOB.

®opmMa 0THETHOCTH:

1. CocraBuTh mepeyYeHb JAOKYMEHTOB, OOECIIEUMBAIOIIUX JEATEIBHOCTD
OpPraHoB YNpPaBJICHUsI aKIIHOHEPHBIX OOIIECTB.

2. DnexkTpoHHas mpe3eHTaluss 00 OCOOCHHOCTAX JOKYMEHTAI[MOHHOTO
oOecrieueHusl JesATEILHOCTH OPTraHOB YIpaBJICHUS aKIIMOHEPHOro oOliecTBa 9Ha
MpuMepe KOHKPETHOTO OOIIECTBA).

3.3. Bonipochl AJ1s1 CAaMOKOHTPOJISI
Pasoen 1. «/Joxymenmuposanue 0essmenbHOCMU OPeaHo8 20Cy0apCmeeHHOl
811ACMU U MECHO20 CAMOYNPABIEHUS

1. [lonAaTHE OpraHel rOCyJapCTBEHHOM BIIACTM W OPraHbl MECTHOTO
CaMOYIIPaBJICHUS.
2. Cucrema OpraHoB TOCYIHAapCTBEHHOW Biacth B Poccuiickon

®enepauun: Uucturyt npesunentctsa PO, GeaepanbHoe coOpanue PD, opransl
HUCIIOJIHUTEIbHOM BiacTtu PO, u T. 1.

3. [Ipennoceuiku  (POpMUPOBAHUS CUCTEMBI JOKYMEHTAllUHd OPraHOB
rocyJiapcTBeHHouU Biactu Poccuiickon denepannm.
4, Opranuzanusi JTOKyMEHTHUPOBAHHUS B IEHTPAIBHBIX YUPEKIACHUSIX

PYCCKOTO IIEHTPAIM30BAHHOTO  TrocylapcTBa (a), W MECTHBIX YUPEKICHUSIX
(mpuKa3HbIX U30ax), €ero 0COOEHHOCTH.

S. Opranuzanusi JOKyMEHTHPOBAHUS B KOJIJIETUSIX.

6. OTnnuust TexHoJoruu aokymeHTtupoBanus XVIII B. oT TexHOJIOTHHU
MPEIIECTBYIOUIErO NEPUOAA.

1. Co3nanue CUCTEMEI JIETTONTPOU3BOICTBA, COOTBETCTBYIONIEH

CIMHOHAYATBHOMY TOPSAKY TPUHSATHS PEIICHUA B IEHTPAIBHBIX YUPEIHKIACHUIX
Poccun XIX B.

8. [lepBbie IEKPEThI COBETCKOM BJIACTU O PErJIaMEHTAIlUU OTACJIbHBIX
CTOPOH  JOKYMEHTUPOBAHMS, O JIEMOKpaTU3alMU ACSTEIbHOCTH  COBETCKUX
YUPEKICHUMN.

Q. Xapaktepuctuka W 3HadeHHe «OOMMX MpaBWJI JOKYMEHTAIUU U
JOKYMEHTOO0OpOTa» KaK  IONBITKA OOOOIIEHHUS METOJ0B  pallMOHAIN3aIun
JIOKyMEHTHUPOBAHMSI.

10. Coszmanme u BHeapeHue OCHOBHBIX — MOJIOKeHUU — EnwHOM
rocyJ1apcTBeHHOM cucteMsl aenornpounsBoactsa (EI'CJ]

11. Crannmaptuzanus U yHU(UKAIUS ~ yIPaBIEHYECKUX JOKYMEHTOB B
1970-1990 rr. w ux BIMSHUE HaA JOKYMEHTUPOBAHHE M OpraHU3aIuI0 pabOThI C
JIOKyMEHTaMH.

12. 3akoHOmATEIbHBIE W HWHBIC TIPABOBBIC aKTBI, PETYIHPYIONIHE
JIOKYMEHTUPOBAHUE JCSATEILHOCTH OPraHOB TOCYAapCTBEHHOM BJIACTU U MECTHOTO
caMOyTpaBJICHUS.

13. TocynmapcTBeHHbIE  MEXOTpacieBble  HOPMATUBHO-METOINYECKHUE

JOKYMEHTBI,  ONPENENSIOIUEe  MOPAJOK  paboThl € JIOKYMEHTUPYEMOM
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uH(pOopMaLuen.

14, Buner OnankoB, ux HasHadeHHe. CocTaB PEKBH3UTOB OJIAHKOB,
0COOEHHOCTH UX O(hOPMIICHUSI.

15. IIpaBuna oopMieHUs PEKBU3UTOB, ONPEICIAIOMUX IOPUINIECKYIO
CHITy U OTPaXaroIINX CTauu 00pabOTKH IOKyMEHTOB.

16. Buapr  mpesugeHtckux — aktoB.  [lopsmok  omyOnMKOBaHHS
IPE3UIEHTCKUX aKTOB.

17.  Axtel CoBera @enepaunu. [lopsnok omybnukoBaHus aktoB CoBeTa
denepanui.

18.  Aktel T'ocymapctBeHHOW naywmbl. Ilopsimok omyOJMKOBaHUS aKTOB
['ocynapcTBEHHOU TyMBI.

19.  Axtsl npaButenbctBa PO. Tlopsaok noanucanust U omyOJIMKOBaHUS
IIOCTAHOBJICHUU U pacniopsbkennit [IpasurenscrBa PO.

20.  AkThl, u3MaBaeMble (enepalibHBIMH OpraHaMu HCIOJHUTEIbHOU
BiacTu. [lopsaok noanucanus u omyOJIMKOBAHMS.

21. Axtel  Konctutyumonnoro cyna. Ilopsmox moanmucanust |
oImyOIMKOBaHUs akTOB KOHCTUTYLIMOHHOTO CyJ1a.

22.  AKTBI OPTaHOB MECTHOTO CaMOYIIPaBJICHUS.

23.  AKTHI TJIaBbl MyHUITUTIATBHOTO 00Pa30BaHMUS.

24.  AKTBI TJIaBbl IMUHUCTPAIMH (TIOCTAHOBJICHUS U PACTIOPSHKCHHUS).

25. PacnopsautenbHble JOKYMEHTHl (paclopsbKeHUsT U MPUKasbl),
U3/1aBa€Mble PYKOBOJUTEISAMU CTPYKTYPHBIX MOApa3AeICHUN aIMUHUCTPALIUH.

Pa3zoen 2. Jlokymenmuposanue oesimenbHOCMU KOMMEPUECKUX U HEKOMMEPUeCKUX
op2aruzayul

26. IloHaTMe HEroCyJapCTBEHHOTO KOMMEPYECKOTO  MPEIIPHUSATHA.
AknponepHoe o01iectBo. Crienrdurka CTpyKTYphbl €ro OpraHOB YIPaBICHUS.

27. IlpaBoBas 0a3a JOKYMEHTAIIMOHHOTO OOCCIICUCHHS CO3IaHHUS U
JIESITEIbHOCTH HETOCyIapCTBEHHOTO KOMMEPYECKOTO MIPEIITPHUSITHS.

28. HopmatuBHO-METOMMYECKHE  JOKYMEHTBI,  pPETJIAMCHTHPYIOITUE
o opMIICHUE Pa3IMYHBIX BHJIOB JOKYMEHTOB.

29. VupexaeHue aKIMOHEpHOTO oOlIiecTBa. TpeOoOBaHUS K COCTaBICHUIO
1 0(hOPMIICHHUIO JIOKYMEHTOB, HEOOXOUMBIX JIJIs YUPEIKICHHS 00IIeCTBa.

30. Tlopsmok rocynapCTBEHHOM pErucTpanuu axkIMOHEPHBIX OOIIECTB.
CocrtaB u conepx’aHue TOKYMEHTOB, He0OX0MUMBIX 1Jisi peructpanuu AO.

31. Oco0GeHHOCTH JOKYMEHTHPOBAHHUS PEOPTaHU3AIMK U TIPEOOpa30oBaHuUs
aKIIMOHEPHBIX OOIIECTB.

32. @enepanpHbli 3akoH «O0  aKIMOHEPHBIX  OOIIECTBAaxX» O
JIOKYMEHTHUPOBaHUM JUKBUAAIUU AQ.

33.  OcoOeHHOCTH cocTaBieHUs U 0QOPMIIEHHUS YCTaBa — YUPEAUTEIbHOTO
nokymeHTa AQO. CoctaB unopManuu ycragpa.

34.  OcCOOEHHOCTH [TOKYMEHTaJbHOro O(OpMIIEHHUS pelleHui coOpaHus
yupenuteneit AO. [IpoTokos coOpanust yupeauTenen.

35.  Opransl ynpabieauss AO, UX KOMIIETSHITHUS.

36. CocTaB BHYTPEHHUX OpPraHU3alMOHHBIX TOKyMEHTOB AQO, HX poyib B
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JIESITEIbHOCTH arlnapara ynpaBiIeHHs.

37. Tlopsnok pa3paOOTKu TONOXKEHHH 00 OpraHax ymOpaBlICHUs, HUX
COTJIaCOBaHUE, MOANNUCAHUE, YTBEPKICHHE.

38. JIoKyMEHTHpOBaHUE pacHopsAUTEeNbHON  mesTenbHOCTH. CocTaB
pacmopsiAUTENbHBIX JOKYMEHTOB.

39. TpeboBaHMs K COCTABICHUIO U O(POPMIICHHUIO MTPUKA30B IO OCHOBHOM
NESATEIIbHOCTH U TIMYHOMY COCTaBY aKI[MOHEPHBIX OOILECTB.

40. JIOKyMEHTUpOBaHUE  JESATEIBHOCTH  KOJUIETHAIbHBIX  OPIraHOB
yHpaBiieHus: 0011ero coopanus akuuonepon, CoBeTa JUPEKTOPOB, IPABJICHUSI.

41. JIOKyMEHTUpOBaHUE IOATOTOBKM M IPOBEJIEHUS T0JIOBOr0 OOLIETO
coOpaHus aKIIMOHEPOB.

42. JIOKyMEHTUpOBaHUE TIOJTOTOBKM M TIPOBEIEHUS BHEOUEPEIHOTO
00111ero coOpaHus aKIIMOHEPOB.

43.  Oco0OeHHOCTH AOKYMEHTHPOBAaHUSI MPOBEACHUS OOIIero coOpaHus
aKIIMOHEPOB B (POPME 3a0YHOTO TOJIOCOBAHHS.

44.  OcoOeHHOCTU COCTaBJEHUS W O(GOPMIICHHS MPOTOKOJIOB OOIIETO
coOpanus akunoHepoB 1 CoBeTa IUPEKTOPOB aKIIMOHEPHOIO OOIECTBA.

45. Kommepueckuit ~ gA0roBop  (KOHTpakT):  CTPYKTypa,  COCTaB
uH(popmanuu, TpedoBaHus K 0(hOPMIICHHIO.

46. PeecTp akIMOHEPOB — BAXHEHIIINI YYETHBIN TOKYMEHT aKIIMOHEPHOTO
o01iecTBa.

47. Tlopsanox BeaeHUs peecTpa aKIMOHEPOB. Belnucku u3 peecrpa.

48. Ilopsnok xpaHeHHs TOKyMEHTALMK aKLIMOHEPHOTO 00I1IEeCTBA.

49. IlpaBuna cuctemMaTu3aly JOKyMEHTOB IIPU UX TEKYIIEM XPaHEHUU.

50. Howmenknarypa aen KOMMEPUYECKOT0 IPEITPUITHSL:
KJIacCU(pUKAIMOHHAS CXeMa, COCTaB HH(popmammu, TpedoBaHus K 0(OPMIICHHIO.

51. JloroBopHBIE OCHOBBI  B3aWMOOTHOIIEHUH  HETOCYAapCTBEHHBIX
KOMMEPUYECKUX CTPYKTYP Y TOCYAapCTBEHHBIX OPTaHU3AIMNA B chepe COXPaHHOCTH
JTIOKYMEHTOB.

3.4. IlIpumepHbIe TeMbI KyPCOBBIX padoT

1. Jlenonpor3BOACTBO B OpraHax rocy1apCTBEHHOM BJIaCTH (Ha MpUMepe
KOHKPETHOTO OpraHa).
2. Jlenonpou3BOACTBO B OpraHax MECTHOTO caMoyIpaBieHus (Ha

MpuMepe KOHKPETHOIO0 MYHUIMIIAJIBHOTO pailoHa WM KOHKPETHOrO TOPOJACKOIO
OKpYTa).

3. JIOKyMEHTUpPOBaHUE TPOXOXKIECHUS MYHUIMNAIBHON CIy»kObl (Ha
KOHKPETHOM IIPUMEDE).

4, Opranuzanusi paOOThl KaHUEISAPUM YUpEXKIeHUs (Ha mpuMepe
KOHKPETHOT'O YUPEKACHUS).

S. Opranuzaiusi JA0KYMEHTOOOOpOTa yupexaeHHus (Ha KOHKPETHOM
pUMEPE) U OCHOBHBIE HAIIPABJIEHUS €r0 COBEPILIEHCTBOBAHUSI.

6. AHaJIN3 JOKYMEHTO000pOTa yUpeKIeHUsI (Ha KOHKPETHOM MPUMEDPE).

1. Opranuzanusi  JI€JIONPOU3BOJICTBA 1O paboTe ¢ oOpaunieHus MU

IPAXJIaH B TOCYJAPCTBEHHBIX YUPEKICHUSIX.
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8. Opranuzarusi  JeJIONpPOW3BOACTBA MO paboTe ¢  OoOpameHusIMH
TpaXJaH B HETOCYJaPCTBEHHBIX YUPESKICHUSIX.

9. Opranuszaiusi AeTONMPOU3BOJACTBEHHON CIy:KObl TOCYAapCTBEHHOTO
opraHa BJacTH / MyHUIIUIIAJILHOTO CaMOYIIpaBJieHus (Ha KOHKPETHOM TIPUMEpE).

10. JloxymeHTarimoHHOE oOecIleueHne YympaBieHUsS B 3aKOHOAATEIHLHOMN
Jlyme (Ha mpumepe KOHKPETHOTO Kpasi MiId 00J1acTh).

11. JoxymeHTallMOHHOE oOecrieueHue ympasieHuss B Jlyme ropona ....
(Ha mpuUMepe KOHKPETHOTO TOPO/JIa).

12.  JlokyMmMeHTallMOHHOE OOecClieYeHUe YNpaBlIE€HUS B aJIMUHUCTPALUU
ropoaa XabapoBcka (Wi Ha BBIOOp Baii ropoj wiu moceyeHue).

13. JlokymeHTallMoHHOE oOecneyeHue ymnpasieHuss B DenepalibHON
HAJIOTOBOM city>k0e (Ha mpuMepe KOHKPETHOTO YIPABIICHHUS ).

14. JlokyMeHTaIlMOHHOE OOECTieUeHne YympaBieHus B MUHHUCTEPCTBE
KyJabTypbl ~XabapoBckoro kpas (Wim Ha TpUMEpe IMOABEIOMCTBEHHBIX
OpraHu3aIuin).

15. JlokyMmeHTanMoHHOE oOOecredeHrue  yIpaBJICHUs B ammapare
YIIOJITHOMOYCHHOTO TIO0 TIpaBaM dYesioBeka / peOeHka (Ha MpUMepe KOHKPETHOTO
Kpasi Wiu 00JacTH).

16. OcobenHoctu pabOTBl C SIEKTPOHHBIMU JOKYMEHTAaMH B OpraHe
BJIaCTH (Ha KOHKPETHOM IIpUMeEpE).

17. CoBpemMenHble HHGHOPMAIIMOHHBIE TEXHOJIOTHU B JJOKYMEHTAIIMOHHOM
o0ecIieyeHnH TOCYIapCTBEHHOTO YIIPABJICHHUS.

18. ®opmupoBaHuE U XpaHEHHUE JEJI B JEJIONPOU3BOACTBE (Ha MpuUMepe
KOHKPETHOT'O TOCYAapCTBEHHOTO WM MyHHUIIMTIATIBHOTO OpraHa).

19. OcobeHHOCTH CyneOHOIO M HOTApUAJILHOI'O JICJIONPOM3BOJICTBA (HA
IpuMepe KOHKPETHOTO YUPEIKICHUS).

20. OdopmieHue TOKYMEHTOB B JIESITCIBHOCTH TOCYIAapPCTBEHHBIX
OpraHoB (Ha MpuMepe KOHKPETHOTO TOCYTapCTBEHHOTO OPTraHa).

21.  OdopmieHue JOKYMEHTOB B JIEATCILHOCTH MYHHUITUTIAIBHBIX OPTaHOB
(Ha MpuMepe KOHKPETHOTO MYHHITUIIAIIBHOTO OpraHa).

22. JlokyMeHTHpOBaHHE MOJITOTOBKA M TPOBEICHHS TOJOBOTO OOIIETO
coOpaHus aKIIMOHEPOB (Ha KOHKPETHOM MIPUMEDPE).

23. JloKyMEHTAIlMOHHOE OO0EeCIeYeHUE EeATEeIbHOCTH HCIIOJHUTEILHOTO
opraHa yrpaBJieHUs! aKIIMOHEPHOTO O0ITeCTBa (Ha KOHKPETHOM MPUMEPE).

24. Howmenkiarypa nen KOMMEPYECKOU OpraHU3alUHN:
KiaccuukanmonHas cxema, coctaB MH(opmaiuu, TpeboBaHUS K O(DOPMIICHHUIO
(Ha KOHKPETHOM IIpUMEpE).

25. HMuunmatuBHas TeMa MO MPEJIOKEHUIO CTYACHTA.

4. METOOINYECKHUE YKA3ZAHUA 110 OCBOEHHUIO JTMCHUITJIMHBI

YcBoeHue MaTrcpuaia JUCHUIINIMHBI Ha JICKOUAX, IMPAKTHYCCKHUX 3aHATHAX U

B PEC3YyJIbTATeC CaMOCTOSITCIILHOU IMOATOTOBKM MW M3YUYCHHA OTACIBbHBIX BOIIPOCOB

AUCHUILIIMHBI, IIO3BOJIAT CTYACHTY HO)IOP'ITH K HpOMe)KYTOqHOﬁ aTTeCTalnn
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NOATOTOBJICHHBIM. 3HAaHHs, HAKAIUIMBAEMbIE IIOCTENIEHHO W B Pa3JIMYHBIX
paKkypcax, ¢ UCIIOJIb30BAHUEM ITPOTUBOIIOJIOKHBIX MHEHUU M B3IJII0OB HA Ty WIH
UHYIO Tpo0JieMy SBISAIOTCS TJIyOOKMMH M KayeCTBEHHBIMH, M TO3BOJISIOT
dbopMHPOBATh COOTBETCTBYIOIIHE MNPOPECCHOHATBHBIE KOMIETCHIIMH KaK HTOT
00pa30BaTENBHOTO MpoLIecca.

JIns cucrteMaTu3alyy 3HAHUM 1O JUCHUIUIMHE MEPBOHAYAIBHOEC BHUMAaHUE
cienyer oOpaTUTh Ha pabouyr NHporpammy Kypca, KOTopas BKIIIOYaeT B ceOs
OCHOBHBIE MPOOJEMBl AUCUUIUIMHBI (TEMATUKy 3aHATHUH), B paMKax KOTOPBIX U
(GopMUpYIOTCS BOIPOCHI 1JIs1 KOHTPOJIS U aTTectauuu. [loaToMy cTyneHT, 3apaHee
O3HAKOMHUBILIKCH C IPOrpaMMON Kypca, MOXKET JIydllle COPHUEHTHPOBATHCA B
IIOCJIEIOBATEIIBHOCTH OCBOCHMS Kypca C MO3ULIHUNA OpraHU3allid CaMOCTOSATEIBHON
paboThI.

[Ipn oprann3anmu npouecca OCBOCHUS JUCLUIUIMHBI CJIEAYET YUYUTHIBATD:

1. IInanuposanue epemenu, 0meeodeHHO20 HA 0CBOEHUE OUCYUNTUHDL.

[Ipy nnaHupoBaHMKM BPEMEHM HAa OCBOEHUE JUCUUILIMHBI  CIIETYET
PYKOBOJCTBOBATBCA: CTPYKTYPOM IUCLUILIMHBI, B KOTOPOM yKa3aHbl KOJIMYECTBO
aKaJlEMUYECKHX YacoB B pa3pe3e KaKIO0M TeMbl, BHUJA 3aHATUN (JIEKIIMOHHOE,
IPaKTUYECKOE) M 4Yachl HA CAMOCTOSTENbHYIO paboTy; (QOpMON TEKYIIEro
KOHTPOJISl YCIIEBAEMOCTH (TECTBI, BBIMOJHEHUE UHIMBUIYATbHBIX U MPAKTUYECKHUX
3aHATUHN | Ap.); GOPMOIl TPOMEKYTOTHOM aTTeCTalny (3a4eT, SK3aMeH).

2. IlocneoosamenbHocms Oeticmeutl npu 0C80EHUU OUCYUNTIUHDI.

N3ydyenne Kaxaod TeMbl JAUCUUIUIMHBI LieJdecooOpa3HO HAuMHATh CO
3HAKOMCTBA C COZCP)KAHUEM IUCLUIUIMHBI B pa3pe3e TeM; 3aTeM CIEAYyeT dTall
110/100pa UICTOYHUKOB U3 YKCIa PEKOMEHIYEMBIX U MOJOOPAHHBIX CAMOCTOSITENIBHO
(HayuHble cTaThbu; HMH(OpMANMs € O(ULIMATIBHBIX CaHTOB TOCYAAPCTBEHHBIX
OpraHoB, OPraHOB MECTHOT'O CamoOyIpaBieHUs U 1p.). V3ydyeHne MCTOYHUKOBOMN
0a3bl MOXET COINPOBOXKIAThCA KOHCIEKTHpoBaHUEM. LlenecooOpa3sHo BecTH
NepedyeHb MPOOJEMHBIX BOIPOCOB Kak MO CYIIECTBY TEMBbI, OOYCIIOBIEHHBIX
npo0eraMu B HAYYHOM H TIPaBOBOM I0J€ M NOpoOJIeMaMu MNPaKTHYECKOTO
XapakTepa, Tak M B CIydae 3aTPYJHEHUH C YSICHEHHEM CMBICIA M3JI0KEHHOTO B
UCTOYHHUKAX MmaTepuana (yKa3aHHbIE BOIPOCHl MOTYT OBITh pa3pelieHbl
CaMOCTOSITEJIbHO, BO BpPEMS CECCHOHHBIX 3aHATHM WJIM Ha KOHCYJBTAallUM C
IpernojiaBarenem).

JUis TOATOTOBKM K NPAKTUYECKUM 3aHATHSM PEKOMEHAYETCs MOAPOOHO
W3Y4YUTh KOHCIIEKT JIEKIIMA W MaTepHaJIbl JICKIUOHHBIX 3aHATUM, IPEAIECTBYOLINX
[IPAKTUYECKOMY 3aHATHIO. TaKkKe PEKOMEHIYETCs O3HAKOMHUTBHCS C TEXHOJIOTHEU
IIPOBEACHUs MPAKTUYECKUX 3aHATUH, KOTOpas BKIIOYACT CIECAYIOIIME OTaIlbl:
OOBSICHEHHE 3aJIaHUsl U HaBBIKOB (KOMIIETEHIIMH), KOTOPBIE 3aKPEILISIOTCS B XO€
€ro BBINIOJIHEHHUS; 3HAKOMCTBO C KOHKPETHBIMU HMCTOYHMKAMU WMH(OpManuu s
BBITIOJIHEHUS 3a7aHusi; OOCYX JEHHE M YTOYHEHHE BOMPOCOB B XOJ€ aHaIM3a
VMCTOYHUKOB HWH(MOPMAIIMK; COBMECTHBIM MPOCMOTP NEPBUYHBIX PE3YJIbTATOB,
OLICHKA UX COOTBETCTBUSA MO (POPMATIbHBIM U COJEPKATENbHBIM TPEOOBAHUSIM.

3. Hcnonvzoseanue yuebOHO-MemoOuueckux mamepuaios u pabomy ¢
aumepamypou.

Crnenyer NpUMEHSTH CIEIYIOLIYH IOCJIEI0BATEIbHOCTh MCTOYHUKOB IS
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U3Y4YEHUS TEM JUCLUMIUIMHBI: HOPMATHMBHBIE NPABOBBIE AKThl MO JUCIUIUIMHE;
KOMMEHTapuu K 3aKOHOAATENbHBIM aKTaM; HAy4YHYIO W y4eOHYIO0 JUTepaTypy, a
TaK)Ke JPYrue UCTOUHUKH.

4. Ilo020mo6Ky Kk meKyujemy KOHmpoo yCnesaemocmu.

OCHOBHOHM 3ajadyeil TEKYIIEro KOHTPOJIS YCIEBAEMOCTH OO0yYaromuxcs
SIBJIICTCSI TIOBBIIICHUE KaueCTBa 3HAHWUM, IPUOOPETCHUE U PA3BUTHUE UMM HAaBHIKOB
CaMOCTOSITENIbHOM palOOThl. Tekymmii KOHTPOJIb 3HAHUN OOYyYaromIMXCS 10
JTUCIUIUIMHE MOXET HUMETh CIEAYIOIIUME BHJbI: YCTHBIA OMpPOC HAa JEKUHUSAX,
MPAKTUYECKUX 3aHITHIX; MPOBEPKA BBHITOJHEHHS MTUCHMEHHBIX CaMOCTOSTEIBHBIX
paboT 1 TOMAITHUX 33aJJaHUil; TECTUPOBAHHUE.

Jnst 5pdekTuBHOM MOATOTOBKUA K TEKYIIEMY KOHTPOIIO MO JUCUHUILIUHE
HEOOXOJMMO HCIOJIB30BATh PEKOMEHJIOBAHHYIO OCHOBHYIO U JOMOJHUTEIbHYIO
JUTEPATYPY, KOHCHEKTHl JEKUUW, pa3pabOTKU CTYACHTOB, BBIMOJHEHHBIE B
pe3yJbTaTe MOJATOTOBKH U BBHIMOJTHEHHUS] CEMUHAPCKUX U MPAKTUUYECKUX 3aHSTUH.

5. Iloocomoexa Kypcosoti pabombi.

KypcoBas paboTa mo IUCHHUIUIMHE SBISETCS HMTOTOM CaMOCTOSTEIBHOMN
pabotel cTyneHta. KypcoBas pabota AobKHAa OBbITh HCCIEA0BATEIBCKOM,
aKTyaJdbHOU U UMETh MPAKTUUECKYIO 3HAUYMMOCTb.

Llenp MOATOTOBKU KYPCOBOM PA0OTHI - 3aKpEIJICHUE TEOPETUYECKUX 3HAHUM
Mo JUCIUIUIMHE, TPUOOpPETeHHE CTYJIeHTaMH HaBbIKa CaMOCTOSATEIHLHOTO
yTIIyOJIEHHOTO U3YYEeHHs OJHOTO M3 Pa3/IeNioB Kypca, a TaKkKe BhIpabOTKa yMEHUs
paboTarh C pa3IUYHBIMM HCTOYHHUKAMHU HWH(OpMaIlMU, aHATW3UPOBaTh (AKThl U
JAHHBIC CIIEUUABHON JIUTEpaTyphl, U3JaraTh MPOYUTAHHOE COBPEMEHHBIM
JUTEpaTypHbIM si3bIKOM. KypcoBasi paboTa mTOMOraeT pa3BUTHIO MBIILICHUS
CTyJICHTa, HABBIKOB CBOOOJTHO OTIEPHUPOBATh HAYYHBIMH 3HAHUSIMH PUMECHHUTEIHHO
K pazHooOpa3HbIM chepaM npodhecCHOHAIBHOU eI TEILHOCTH.

KypcoBas paboTa momxHa mpoieMOHCTPUPOBATh YMEHHE CTY/ICHTA!

- 000CHOBATh aKTyaJbHOCTh BHIOPAHHOW TEMBI B HAYYHOM U MPAKTUICCKOM
TUTaHAX;

- IOKa3aTh CTENEHb M3YYCHHOCTH M pa3pad0TaHHOCTH MPOOJIEMbI B HAYYHOM
JUTEPATYPE;

- opmyIpOBaTh LIEIb U 33729l PaOOTHI;

- U3JIOKUTH CoJiep KaHue maparpadoB pabOThl TUTEPATYPHBIM;

- aHANM3UPOBATh COOPAHHBIA MaTepuan, COMOCTABIATh Pa3IUYHbBIC
KOHIIETIIIUHU, aTbTePHATUBHBIC MOAXObI, PEIICHUE OTACIBHBIX MPOOIIEeM;

- (hopMyMpOBaTH BHIBOJIBI;

- oopMIISITH pabOTy B COOTBETCTBUU C TPEOOBAHUSIMHU, TPEIBSIBIIEMBIMU K
HAYYHO-HCCIIeI0OBATEILCKUM paboTam.

HemocpencTBeHHBIMA  TaHHBIMH ~ JIJIST  BBITTOJTHCHUS KYPCOBOM  PaOOTHI
SBIISIOTCS HAYYHBIE TPYIbI, MyOJUKalMKd B MPOGECCHOHATBHON MEePUOIUYECKON
neJyaTy, HOPMATHUBHO-TIPABOBas JOKYMCHTAIMs, CICIHAIbHAS JTOKYMCHTAIIUS,
CTIpaBOYHbBIE M3AAHUS, WHTEPHET-PECYPChl M Op., COAEpKae WH(OOPMAIUIO IO
npobJieMe KypcOBOM paOOTHI.

[ToaroroBka KypcoBoi pabOThl COCTOUT U3 HECKOJIBKUX ATAIOB:

1. Bo16op TeMbl 1 000CHOBaHHE €€ aKTyaJIbHOCTH.
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2. CO0p TEOpETUYECKOTO U MPAKTUYECKOT0 MaTreprasa, He0OXOIUMOTO IS
HAIMCaHMsI KypCOBOU pabOTHI.

3. OO6paboTka W aHamM3 TMOJy4YEHHOW HH(GOPMALUKA C NPUMEHEHHEM
COBPEMEHHBIX METOJIOB UCCIIEIOBAHMS U AHAIN3A.

4. ®opMyaupoBaHUE BHIBOJIOB.

5. OdopmiieHne KypcoBOW pabOTHI B COOTBETCTBHHM C YCTaHOBJICHHBIMU
TpeOOBAHUSIMU.

Bobibop Tembl KypcoBOW pabOThl — OCYIIECTBISECTCS CTYJIEHTOM IOCHE
3HAKOMCTBA C TEOPETHMYECKUMHU MpOoOJieMaMH JTUCHUIUIMHBI, H3JI0KEHHBIMU B
JEKIMOHHOM Kypce. [Tpu BbIOOpe TeMbI CTYJEHT MOXKET UCXOIUTh U3 MPUMEPHOU
TEMAaTUKH KypCOBBIX padoT.

[lo cormacoBaHui0 C TMpenoaaBaTeNeM, OCYUIECTBISIONUM HAy4YyHOE
PYKOBOJICTBO MOJATOTOBKOW KYpPCOBBIX PadOT, CTYACHT MOXKET MPEIJIOKUTh TEMY C
Y4ETOM CBOMX HAy4YHBIX HHTEPECOB, CHEUU(PUKU ACATEILHOCTH KOHKPETHOM
oprau3anud (pupMmbl), a TaKXke CBOMX JOJDKHOCTHBIX OOs3aHHOCTEH (IJIs
ctyaeatoB 3®P0) u 1.1. Tema KypcoBoil paOOTHl JODKHA OTBEYATh TEMATHKE
npoOJjieM, pacCMaTpUBaeMbIX B TEOPETHYECKOM Kypce U BKIIOYEHHBIX B
nporpammy Kypca.

KypcoBas pabota pomxHa SBISTHCS NPAKTUUECKUM MCCIIEIOBAHUEM IO
BBIOpAHHOM TEME.

KypcoBasi paGota nomkHa OBITH TOATOTOBJEHA CTYJIEHTOM B CPOKH,
PEIyCMOTPEHHbIE YYEOHBIM IIJITAHOM, KOTOpBIE NpEernojaBareib JOBOJIUT [0
cBeZieHus1 cTyAeHTOB. [IpoBepuB paboTy, PEIEH3EHT BBICTABIISIET HA TUTYJIHLHOM
JIMCTE UTOTOBYIO OLIEHKY U MUIIET KPATKYIO PELEH3HIO.

B cnydyae monydeHHMsT HEYJOBJIETBOPUTEIBHOM  OLEHKH  CTYJIEHTY
npeajiaraeTcsl nepepadoTarb KypcoByl paboTy ¢ y4eTOM 3aMEYaHHUil pelieH3eHTa
WJIU TIOATOTOBUTH KYPCOBYIO PabOTy Ha APYTYIO TEMY.

CryneHT BhpaBe OOpaTUTBhCS K IMPENOJaBaTENl0 33 KOHCYJIbTalUeW IO
J1000My BOIPOCY, BO3HUKIIEMY B XOJ€ MOATOTOBKH KypcoBoM pabothl. Kak
MpaBUJIO, MIPEnoaaBaTesib KOHCYJBTUPYET CTYJEHTa MO BOMPOCaM, CBSI3aHHBIM C
BHIOOPOM HMCTOYHMKOB, aHAJW30M CIHEHUAIBHOW JIUTEpaTyphl, pa3pabOTKOH
pallMOHAIILHON CTPYKTYpPhI padbOoThl, COOpOM (PAKTOB U CTAaTUCTUYECKUX JAHHBIX,
ux o0paboTkoi. B xome KOHCyJbTaIllMil CTYJIEHT MOJIy4aeT OMOJHUTEIHHYIO
uH(dOpMaIUIo, HEOOXOAUMYIO IS TIOJTOTOBKH KypcoBoi paboThl. [IpemnonaBarenn
KOHTPOJIUPYET IMOATOTOBKY KypCOBOWM pabOThI, 3HAKOMHUTCS C TEKCTOM, JeliaeT
CBOU 3aMEYaHUs.

[IpenonaBatens JOMKEH JOBECTU JO CBEIEHUS CTYICHTOB TPeOOBaHUS K
KYPCOBBIM paboTam.

CrpykTypa U cojaepkaHue KypcoBou pabotel. KypcoBas paborta moskHa
COCTOSITh U3:

- TUTYJIBHOTO JIUCTA,

- OTJIABJICHUS;

- BBEJICHUSI,;

- 2-X T71aB (B KaXXJI0¥ U3 KOTOPBIX JIOJDKHO OBITH HE MEHee 2-X maparpados);

- 3aKJIIOYEHUS;
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- bubmorpaduueckoro crucka (HCIoIb30BaHHBIX HCTOYHUKOB);

- IPUJIOKEHUH (TI0 HEOOXOIMMOCTH).

OO6bemM paboTh, Kak MpaBuWiio, cocTaBiseT 25 - 30 cTpaHHWI] OCHOBHOTO
Tekcta (0e3  OumbOnmorpadumyeckoro cmmcka W npwiokeHuit). OObeM
OoubrorpadUyecKoro CHucKa W MPHIOKEHUH HE OTpaHUYMBACTCS M HANpSMYIO
CBSI3aH C BEIOpaHHON TEMON U 0OCOOCHHOCTSIMH €€ PACKPBITHSL.

Bo 66edenuu naercs od1ias xapakTepuCTHKa KypcOBOM pabOThI:

- 000CHOBaHUE aKTYaJIbHOCTH BHIOPAHHOM TEMBI;

- YKa3aHue 1eJU U 3a/1a4;

- onpeniesieHne oObeKTa U MpeAMETa UCCIIeIOBAHUS;

- YKa3aHUE TEOPETUYECKON Oa3bl UCCIIEIOBAHUS;

- KpaTKasi XapaKTepUCTUKa CTPYKTYPbI pabOThI;

- YKa3aHHU€ MPaKTUYECKON 3HAUMMOCTHU KypPCOBOM PabOTHI.

Inasvr  xypcosoul pabomwi MOTYT COJAEp)KaTh OINHMCAHHUE ITPOOJIEMBI
(HampuMep, JAOKYMEHTAllMOHHOTO OOECIEUeHMs] YMpPaBJICHUS B OIpPEICICHHOMN
OpraHu3allid ¥ TPHU OMNPEIEICHHBIX YCIOBHSX); aHAIU3 OPraHU3ALMOHHBIX WM
TEXHOJIOTUYECKUX  OCOOEHHOCTEH  JOKYMEHTHpOBaHMS (Wi  pabOThl €
JOKyMEHTaMHU); UCTOPHUIO PA3BUTHS BOIPOCA WIH MPOOIJIEMBI.

KonuyectBo maparpadoB B KaKJ0i IJIaBe ONpenessieTcs UCXOAsd U3 3ajad
KypcoBOil paboThl 1 COOpaHHOTO MaTepuayia, OJHAKO MUHUMAJIBHOE KOJIMYECTBO
naparpadoB B KaXJI0M U3 IBYX IJ1aB JOHKHO OBITh HE MEHEE JIBYX.

B KoHIIe I1aBbl CTYJEHTHI JOJDKHBI MPEACTABUTH BBIBOJBI MO COIEPKAHUIO
BBINIOJTHEHHOM pabOThI.

3axnouenue NTOIKHO COJIEpPKaTh OOIIUE BBIBOJBI, 000OIEHHOE U3I0KEHHE
CYTH OCHOBHBIX MpOOJIEM, aBTOPCKYIO OLIEHKY paOOThl C TOUKU 3PEHUS PELICHUS
MOCTaBJICHHBIX  3aJa4,  BO3MOXKHOCTHM  MPAKTUYECKOTO  HMCIOJb30BaHUS
pEKOMEHau i, NPeI0KEHHBIX B padoTe, 3 (HEKTUBHOCTh UX BHEAPEHUS.

bubnuoepaguueckuii  cnucox BKIO4aeT OuOIMOrpapuuecKkue OMHCAHUS
UCTIOJb30BaHHBIX HMCTOYHUKOB, HM3yUYEHHBIX B IMPOIECCE TMOATOTOBKH pPabOTHI,
COCTABJICHHBI B COOTBETCTBUHU C €AUHBIMH TpeOOBaHUSIMU OMOIMOTrpaduueckoro
OTKCaHUs JOKYMEHTOB Ha OCHOBE IIPUHATHIX TOCYIaPCTBEHHBIX CTAHIAPTOB.

bubnmuorpaduueckre onucaHus UCTOYHUKOB B CIIMCKE PACIOararTcs, Kak
npaBuio, B oOmieM andaBUTe aBTOPOB M 3arjaBUii BHE 3aBUCUMOCTH OT BHUIOB
WH(OPMAITMOHHBIX HMCTOYHUKOB. KonmudecTBO HH(POPMAIMOHHBIX HCTOYHHUKOB,
XPOHOJIOTUYECKHE DPAMKH OXBaTa ONPENENSIIOTCS HAyYHbIM PYKOBOAMTENIEM B
Ka)KZIOM KOHKPETHOM CJIy4ae OTEIbHO.

Ecnu kypcoBas pabota mnpegycMaTpuBaeT IMpPEACTaBICHUE CHUCKA
coKkpawjeHutl, TO OH JOJDKEH TMOMEIIAThCsA TMocie Oubimorpaduueckoro crmcka
nepe NpUiIOKEHUSIMH.

Ipunooicenus MOMENIAIOT HA TIOCIIETHEM MECTE B MOPSAIKE UX YIOMHHAHUS
B Tekcte. Kaxnoe mpuiioxkeHue cieyeT HauMHATh C HOBOM CTPAHMIIbI, B IPABOM
BEPXHEM yIIly KOTOpoi nuurytces cioBo «lIpunoxkenue» u Homep, 0003HaYEHHBIH
apabckoi umdpoit (0e3 3Haka Ne). Hazpanue npuiiokeHUs TPUBOIAUTCS uepes
UHTEpBal MO LEeHTpy. lIpuiiokeHus BKIIOYAIOT BCIIOMOTaTeNlbHbIE MAaTepUalbl,
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HEOOXOJUMbIE JUIi OOOCHOBAHHSI OTHCNBHBIX MOJIO)KEHUH, BBIBOJOB H
npeoxeHui ((GopMbl TOKyMEHTOB, (HOTO, MIUTFOCTPATUBHBIN MaTepHal U T.I1.).

KypcoBas paboTa 1oiKHA OBITH OTPEJAKTUPOBAHA M THIATEIBHO BBIYMTAHA.
Opdorpaduueckne OmuMOKN HE TOMYCKAIOTCS.

Ogopmnenue «rypcosoi pabomwl. KypcoBas pabora 10oDKHA OBITh
HaleyaTaHa Ha OTIENbHBIX JINCTaX, HA OJHOM cTOopoHe aucTta Oymaru (opmara
A4.

Texcr cnemyer mnedarath d4epe3 1,5 uHTepBana (pasmep mpudra 14),
coOJro/1ast CaeayIolue pa3Mepsl nojei: jgesoe - 30 MM, ipaBoe - 15 MM, BepxHee -
20 mm, HIkHee - 20 MMm. Ha3BaHUS OCHOBHBIX CTPYKTYPHBIX 3JIEMEHTOB pabOThI
(BBeeHME, Ha3BaHMS TJIaB, 3aKIIOUCHHE, OMOIMorpauuecKuil CrMCcoK) B TEKCTE
paboThl YKa3bIBaIOT C HOBOW CTpaHMIIbI 3arjlaBHbIMU OykBamu (paszmep mipudra
14, nomy>xupusbiit). [Taparpadsl BHyTpH Kaxa0H TJIaBbl CIEAYIOT IPYT 32 APYTOM U
BBIJICTISIIOTCSL B TEKCTE MOJIY>KUPHBIM IprudToM 14 pazmepa ¢ OJHUM HUHTEPBAIOM
710 ¥ TIOCTIe Ha3BaHUs maparpada.

Bce crpaHuiel  KypcoBoM  paOOThl  00s13aT€NbHO  JOJDKHBI  OBITh
npoHyMepoBaHbl. Homep He CTaBUTCS Ha TUTYJIBHOM JIHCTE, HO TUTYJIHHBIN JHCT
BXOAUT B OOWMNA moacyeT cTpanull. Hymepanusi cTpaHul, Takum o0pa3oMm,
HAYMHAETCS CO BTOPOTO JUCTa (C OIJIaBIEHUS) M 3aKaHYMBAaeTCs mocienHuM. Ha
BTOpPOM JIUCTE CTaBUTCA HOMep «2». Homepa cTpaHuUIl MpOCTABISAIOTCS BHU3Y
CTpaHUIBI B LIEHTPE.

TutynbHbBIN JTUCT pabOTHI BKIOYAET HAUMEHOBAHUE By3a U BBILIECTOALICH
opranu3anuu (B AaHHOM ciiydae MuHHUCTEpCTBO KyJbTyphl P®), HauMeHoBaHHE
kKadenpsl, TemMa pabOThl C yKazaHHEM BHJA JOKYMEHTa (KypcoBas pabora Io
TUCHMIUIMHE «...»), @O uncnosHuTeNss U HAy4YHOrO PYyKOBOAWUTENS, MecTo (T.
XabapoBcK) M roa u3AaHus. TUTYNbHBIA JHUCT MOAIIMBAETCS HA MEPBOM MECTE
BHYTPH TTAIKH.

Bcnen  3a TUTYJBHBIM JIMCTOM, pAcIoNiaralOT OIJIaBIEHHE pabOThI, C
MEPEYNCIICHNEM BCEX CTPYKTYPHBIX DJJIEMEHTOB pabOThl OT BBEIACHHS JIO
PUIIOKEHUH C YKa3aHHEM HOMEPOB CTPAHMUII.

Oco0oe BHHMMaHHE CIEAyeT yAETUTh OQGOPMIICHHIO CCBHUIOK Ha
oubnuorpaduuecknii crnucok. Ccbuika oQopMisieTcss B KBaJpaTHBIX CKOOKax
focjie TMOCJIEIHEro 3auMCTBOBAHHOTO W3 HCTOYHUKA MPEIJIOKEHHUS WU
MPUBEJACHUSI B TEKCTE€ Kakux-muOo ¢akTtoB. B ckoOkax mpocTraBisercs HOMEp
MO3UIIMU, TOJ] KOTOPHIM HCTOYHHMK YKa3zaH B OuOimorpadpuyeckom cmucke. B
TeKcTe paboThl BO3MOXKHA CChLJIKA HAa KOHKPETHYIO CTPaHUIly HCTOYHMKA WU
Cpa3y Ha HECKOJIbKO MCTOYHHKOB; B 3TOM Cily4yae HOMepa, MOj KOTOPHIMU OHH
3HaYaTCs B OMOMMOrpa)MuecKoM CIHMCKE 3aKII0YaloTCs B C€AWHBIC CKOOKH U
OTIENAIOTCS APYT OT JApyra TOYKOHM C 3amsToi, a MpU HEOOXOJUMOCTH YKa3aHHS
KOHKPETHOW CTpaHMIBI Tiepen Heill crtaBuTcs 3amsatas. Ccbulka Ha HUCTOYHHK
SIBIISIETCSI YAaCTHIO TIPEJIOKEHHS, TOITOMY TOUYKA CTAaBUTCS B KOHIIE MPEJIOKECHUS
MIOCJIE CCHUIKH.

6. Illoocomoexa Hayunozco Ooknada u 2INEeKMPOHHOU Npe3eHmayuu Hno
Dpe3yibmamam 8blNOAHEHUSl KYPCOBOL pabOomul.
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Ha 3ammre xypcoBo# pabOThI JOJIKEH OBITHh MPEICTABICH HAYYHBINA TOKIIA]
B (opMe AIIEKTPOHHOM MpPE3EHTAIMH C JEMOHCTpAlMell OCHOBHBIX pEe3ylIbTaTOB
W3Y4YEHUS IPOOIIEMBI.

Hayunplii gokian AOMKEH pacKpbiBaTh CYTh HCCIEAYEMOW MPOOIEMBI;
MPUBOJUTH PA3JIMUHBIC TOUKU 3PEHHUS], a TAKKE B3IJIS/Ibl HA HEE aBTOpa KypCOBOM
pabotel. CopaepkaHue wmarepuana JOJDKHO OBITh JIOTMYHBIM, U3JIOKEHUE
MaTepuaia HOCUTh IPOOIEMHO-TIOMCKOBBIN XapaKTep.

[Ipe3eHTanus — HarJasqHOE MPEACTABIEHUE, JOTIOJIHEHUE TOKIAA.

[Ipe3eHTanus IOMOMHSAET, UUTFOCTPUPYET TOKIIAI.

Nudopmanuio Ha crnaiijax npeanouTUTEILHO pacloiaraTb rOPU30HTAIBHO.
Haubonee BaxkHas nHopManus J0JKHA pacloararbes B IIEHTPE dKpaHa.

Jlist BeleneHuss MHQOpMaANUU CJIeAyeT HCIOJIb30BaTh >KUPHBIM HIpUQT,
KypCHUB, TOTUYepKUBaHue. J[7151 3aroioBKoB — Keriib He MeHee 24. [l nadpopManun
— keruib He MeHee 18. Ipudtsel 0e3 3acedyex Jierdye YUTaTh C OOJIBIIOTO
paccrosinusi. He ’kemaTtenbHO CMEIIMBATh Pa3fiMyHbIE TUIBI MIPU(TOB B OJIHOU
MpE3EHTaLUU.

5. ®OH/J1 OUEHOYHBIX CPEACTB UL HPOBEJAEHU A
HNPOMEXYTOYHOU ATTECTAIIUA ITO JTUCHUIIJINHE

5.1. IlepevyeHb KOMIIETEHUMH 1 dTanbl UX GOPMUPOBAHMS
Cormacho ®I'OC BO 1no wHanpasnenuto mnoarorosku  46.03.02
JIOKyMEHTOBEICHHE W AapXUBOBEJCHHUE B paMKaX H3YUYCHHUS JTUCHUIUIMHBI Y
00yYaronMXcs JOJKHBI ObITh CHOPMUPOBAHBI CICAYIONINE KOMIETEHITUU:

Kox DopMynHupoBKa KOMIIETCHIIUI
OIIK OowmenpogeccnoHalbHble KOMIIETEHIIUH
OIIK-3 Brnanenue 6a30BbIMH 3HAaHUSIMM CHCTEM OPraHOB TOCYAAPCTBEHHON M MYHHIIMIIAJIBHON BJIACTH
K npogeccHioHAJbHbIE KOMNETEeHIIUH
IK-1 CnocoOHOCTh NPUMEHSITh Hay4YHbIE METOJbI NPHU HCCIIEAOBAaHUM O0BEKTOB NpodeccroHAILHOMN
JIeSITeIbHOCTH
IK-3 Brnajenune 3HaHUSIMHM OCHOBHBIX ITPOOJIEM B 00JIACTH JOKYMEHTOBEICHHS U ApXHUBOBEICHHS
TIK-5 Brnagenne TEeHASHIMSIMH  pa3BUTHS  WHPOPMAIIMOHHO-IOKYMEHTAIIMOHHOTO  OOecTeueHus
yIpaBJICHHUs U apXUBHOTO Jena
IK-19 CriocoOHOCTh HCHOJB30BAaTh IpaBHJIa IOATOTOBKM YIPABICHYECKUX HTOKYMEHTOB M BEACHUS
JIEJI0BOI1 IEPENUCKU
I1K-20 CriocoOHOCTh MCIOJIB30BaTh MpPaBMIIa OPTaHU3ALMU BCEX 3TAoB pabOThI C JOKYMEHTaMH, B TOM
YHCIIe APXUBHBIMU JIOKYMEHTAMHU
I1K-26 Brnagenne HaBbikamMu 00pa0OTKM JOKYMEHTOB Ha BCEX OJTamax JOKyMEHT000OopoTa,
CHCTeMaTH3alliH, COCTABICHHUS HOMEHKIIATYPBI el
TIK-32 Bnamenume  3akoHOHAaTeNbHOM W HOPMATHBHO-METOMWYECKOW  0a3oif  WH(pOpPMAIMOHHO-
JOKYMEHTAI[MOHHOTO  oOecrieyeHus  yIpaBlIeHHs W apXHBHOTO  Jiefla,  CIIOCOOHOCTBIO
OpPHEHTHPOBATHCS B PaBOBOH 6a3e cMEXHBIX 00JacTel

Jrtansbl GopMUPOBAHUS KOMIIETEHIMH:

Hauanoneni — Ha 2TOM  9Tane  (QOPMUPYIOTCS  3HAHUEBBIE U
WHCTPYMEHTAJILHBIE OCHOBBI KOMITETEHIIMHM, OCBAaWBAIOTCSI OCHOBHBIC KaTETOPWH,
dbopmupyrorcs 6a3oBbie ymeHus. CTyIEHT BOCHPOHM3BOAUT TEPMHUHBI, (DAKTHI,
METO/Ibl, MOHATHUS, MPUHLUIBI U MPaBUIIA; pellaeT yyeOHble 3a7aud 1o oOpasily.
Ecimu cTyneHT oTBedaeT ITHM TpeOOBaHUS MOXKHO TOBOPUTH 00 OCBOCHHH UM
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MIOPOTOBOTO YPOBHS KOMIIETEHIIHH;

OcHo6Holi — 3HaHUSA, YMEHHsI, HaBBIKH, oOecreuuBaronme (HopMUPOBAHHE
KOMIIETCHIIMM, 3HAYUTEIBHO BO3PACTalOT, HO €IIe HE JOCTUTal0T HTOTOBBIX
3HaueHni. Ha 3TOM 3Tame CTyAeHT OCBaMBAaeT AHAIIMTHUYECKUE JICUCTBUS C
OpeIMETHBIMA ~ 3HAHUSIMHM IO  KOHKPETHOM  JAMCUMIUIMHE,  CIOCOOeH
CaMOCTOSITENIFHO pemiath y4eOHble 3aJaud, BHOCS KOPPEKTUBHI B aJITOPUTM
JEHCTBUI, OCYIIECTBISAS CAMOPETYJISLUIO B X0Jl€¢ pa0dOThl, IEPEHOCUTh 3HAHUS U
YMEHMSI Ha HOBBIE YCJIOBHS. YCIEHIHOE MPOXOXKJIEHUE 3TOrO 3Tana MO3BOJIAET
JOCTUYb CTAHJAPTHOTO YPOBHSI C(POPMUPOBAHHOCTU KOMIIETECHIINH;

3asepwiarlowuti — Ha TOM 3Talle CTYIEHT JOCTUTAeT UTOIOBBIX MOKa3aTesen
[0 3asBJICHHOW KOMIIETEHIIMH, TO €CTh OCBAaMBaET BECh HEOOXOAUMBIN 00BEM
3HAaHUMU, OBJAJE€BA€T BCEMU YMEHUSIMU M HaBblKaMu B cdepe 3asBICHHON
komneTeHMu. OH CIOCOOEH HCIONB30BaTh ATH 3HAHMS, YMEHHS, HAaBBIKU TPHU
pellieHnr 3a/ad TIOBBIIICHHON CIOKHOCTH W B HECTAHAAPTHBIX ycioBusix. [lo
pe3ylnbTraTaM JTOrO JTama CTYACHT JEMOHCTPUPYET JTaJOHHBIA  YpPOBEHb
cOpMHUPOBAHHOCTH KOMIIETEHIIHH.

5.2. Iloka3aTe/iu ¥ KPUTEPUH OLEHUBAHUS KOMIETEHIUMH

JIisi olleHWBaHUS PE3yIbTATOB OOYYCHHS B BHJE 3HAHWU HCIIOIB3YIOTCS
CIeyIolMe TPONEAYPhl W TEXHOJIOTMH: TECTHUPOBAaHUE;, WHAUBUIYAILHOE
cobece10BaHuE, MIMCbMEHHBIC OTBETHI Ha BOTIPOCHI (B BUJIC MEKYU{E20 KOHMPOJIA).

IIpomMe:KyTOUHBIH KOHTPOJIb PEATH3YETCs] B XOJ€ Cllayd 00Yy4YarolUMUCS
3auera Ha 3 Kypce u 3x3aMmeHa Ha 4 kypce (s 3D0).

3ader MpPOBOAMUTCS B BHUAE COOECENOBAHMSI MO KOHTPOJBHBIM BOIPOCAM.
OneHka 3HaHUNA TMPOU3BOJUTCS IO MIKaje: 3a4TeHO M He3auTeHo. B chydae
HEY/IOBJIETBOPUTEIHON OIIGHKH CTYJIECHT HMEET IIpaBO TMepeciaaTh 3adeT B
YCTaHOBJICHHOM TTOPSIJIKE.

Dk3aMeH TpoBoauTcs B (opme TecTtupoBaHusa. Ha BeIMoHEHWE TecTa
orBoauTcs 50 MunHyT. OTIeHKA 3HAHWKA MPOU3BOIUTCS 10 4-X OayutbHOU miKaie. B
cllydae HEyIOBJIETBOPHUTEIILHON OIIEHKH CTYJCHT UMEET MPaBo MepecaaTh IK3aMeH
B YCTaHOBJICHHOM TTOPSIJIKE.

O01mue KpuTEepUN OIEHKM O0TBETOB CTY/IEHTOB

Onenka
«OTJIHYHO»

Onenka
«XOPOIIO)»

Onenka
«YOBJIETBOPUTEIbHO»

Onenka
«HEYHIOBJIETBOPUTEILHO»

OneHka «3a4TeHo»

OneHka «He 3a4TEeHO0»

OLIEHUBAETCS OTBET, €CIIU
CTYJEHT UMEEeT
CUCTEMHBIE IOJIHBIE
3HaHUS U YMEHHUS 110
MOCTaBJIIEHHOMY
Bonpocy. Conepxxanue
BOIpOCA U3JIaraer
CBA3HO, B KPaTKOH
(hopme, packprIBaeT
MIOCJIEI0BATENBLHO CYTh
N3y4YEHHOTO MaTepHania,
JEMOHCTPHPYS
POYHOCTb U

OLICHUBAETCH OTBET, B
KOTOPOM OTCYTCTBYIOT
HE3HAYHUTEIIbHBIE
2JIEMEHTHI
COJICpKAHUS HITU
MIPUCYTCTBYIOT BCE
HEO0OX0JUMBIE
DJIEMEHTEI
COJICpKaHuUs, HO
JIOTYIIICHBI HEKOTOPBIS
OIIMOKH, HHOTIa
HapyIIanach
IOCJIEI0BATENLHOCTD

OLICHMBAETCS HEITOJHBII
OTBET, B KOTOPOM
OTCYTCTBYIOT 3HAUUTEJIbHbBIE
3JIEMEHTHI COIEPIKAHUS UITH
MIPUCYTCTBYIOT BCE
BBIIICU3IIOKCHHBIC 3HAHUSA,
HO JTOMYLIEHbI
CyIIIECTBEHHBIC OINOKH,
HEJIOTUYHO, MPOCTPAHHO
HU3J10)KEHO OCHOBHOE
cojiepkaHue BOIpoca.

OLIEHMBAETCS OTBET, IIPU
KOTOPOM CTYJICHTBI
JIEMOHCTPHPYIOT OTPHIBOYHBIE,
OeccrcTeMHbIE 3HAHUS,
HEYMEHHE BBIJIEIIUTH IJIABHOE,
CYIIECTBEHHOE B OTBETE,
JIOIYCKafoT Tpy0Oble OINOKH
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HPUKJIATHYIO N3JI0KEHHUS.
HarpaBJIeHHOCTb
MOJTyYEHHBIX 3HAaHUH U
YMEHHH, HE JIOMyCKaeT
TEPMHUHOJIOTHYECKUX
OIHMOOK 1 (haKTHIECKUX
HETOYHOCTEH
OnpeneneHue ypoBHsI OCBOCHUSI KOMIIETEHIINI B COOTBETCTBHH C OLCHKOJ 0TBeTa CTY/IeHTa
OneHka «0TIMYHO» Onenka «xopoumo» Ounenka Ounenka
CBHUJICTENBCTBYET O CBHIETEIBCTBYET O «Y1OBJIETBOPUTEJILHO» «HEYHAOBJIETBOPUTEILHOY
HaJTNIUH HaITNIUH CBHUJICTENBCTBYET O HATMINN CBUJICTENBCTBYET 00
c(hopMUpPOBaHHBIX c(hOpMHUPOBAHHBIX c(hOpMHUPOBAHHBIX OTCYTCTBHHU
KOMIIETEHIINI BHICOKOT 0 KOMITETEHIUI KOMIIETEHIINI 0a30BOr0 copmMupOBaHHBIX
(3TAJ10HHOI'0) YPOBHS CTAHJAPTHOI'O YPOBHA [UIS pEIICHUS KOMIIeTeHI U 1T peIeHus
JUTSL pELICHUS YPOBHA IS pelieHus] | Npo(ecCHOHATBHBIX 3a1ad MIpo(eCCHOHANBHBIX 33124
npodecCHOHANBHBIX npodeccHoHaIBHBIX
3aj1au 3aj1a4

5.3. MaTepuaJibl Uil OLICHKH M KOHTPOJISI Pe3yJIbTATOB 00Y4YeHHUsI

3agaHus K 3Kk3amMeHy / 3a4éTy ®opmupyemble
KOMIIeTeHIIUH
1. [lonsTHe oOpra"bl TrOCYJapCTBEHHOM BIACTH W OPraHbl MECTHOI'O OIIK-3
CaMOYIIPaBJICHHUS.
2. Cucrema OpraHoB rocyJapcTBeHHOW Biactu B Poccuiickoit OIIK-3
Oenepanun: Muactutyt mnpesuaentcta PD, denepanbHoe cobOpanune PO,
OpraHbl HCIIOJHUTEIbHOU BacTh PO, u T. 1.
3. [Ipennoceuiku  (¢opMupoBaHust cucteMbl JgokymeHtauuu opranos | OIIK-3, T1IK-5
rocynapcTBeHHou Biactu Poccuiickor denepanuu.
4, Opranuzanus JOKYMEHTHUPOBaHUS B IEHTpaibHbIX Yyupexaenusx | OIIK-3, [TK-1,
PYCCKOTO IIEHTPAJIU30BAHHOIO TOCydapcTBa (a), ¥ MECTHBIX YUYPEKICHHUIX [K-5
(mpuKa3HBIX M30aX), ero 0COOCHHOCTH.
5. Opranuzanus JOKyMEHTUPOBAHUS B KOJUIETHSX. OIIK-3, TIK-1,
ITK-5
6. Otnuuust texHonoruu aokymeHtupoBanuss XVIII B. ot texnomoruum | OIIK-3, ITK-1,
MPEIIIECTBYIOUIETO MEPUO/IA. ITK-5
7. Cosznmanue CHCTEMEI JIETIONIPOU3BOJICTBA, cootBercTBytomei | OIIK-3, TTK-1,
€IMHOHAYAJIBHOMY MOPSAAKY NIPUHATUS  pELICHUN B LEHTPAJIbHBIX I1K-5
yupexaenusax Poccun XIX B.
8. [TepBbie meKpeThl COBETCKOW BiacTH O pernameHTtanuu otaensHbix | OIIK-3, TIK-1,
CTOPOH JOKYMEHTHUPOBAaHMS, O JEMOKpPATU3ALUU JESITEIIbHOCTH COBETCKUX ITK-5
YUPEKIACHUMN.
9. XapakTtepuctuka W 3HaueHne «OOHMX TMpaBUI JAOKYMEHTAIlMH U IIK-1, TIK-3,
JTIOKYMEHTOO0OpPOTa» KaK TMOMBITKU OOOOIIEHUS METOIOB pPaIlMOHATU3AINI IK-5
JIOKYMEHTHUPOBAHUSI.
10. Cozmanme w  BHeapenne  OCHOBHBIX — ToJIokeHWH — ExmHol I1K-1, T1K-3,
roCyJIapCTBEHHOM cucTeMbl enonpousBojctsa (EI'C/L I1K-5
11. Crapmaptuzanuss W yHUGUKamus — yrpaBieHUYeckux mokymeHtoB B | [IK-1, TTK-3,
1970-1990 rr. u ux BAMSHME HA JOKYMEHTHPOBAHHE M OpraHU3aluio paboThI I1K-5
C JOKYMEHTaMH.
12. 3aKOHOJIaTeNIbHbIE W HMHBIE TPABOBBIE  aAKThl, PETYJUPYIOIINE I1K-3, IIK-5,
JOKYMEHTUPOBAHUE JACSATEIIbHOCTH OPraHOB TOCYJApCTBEHHON BJIAacTH U I1K-32
MECTHOT'O CaMOYTIPABJICHHUS.
13. l'ocynapcTBeHHBIE ~ MEXOTpAcieBble  HOPMATHUBHO-METOJIUYECKHE [TK-3, IIK-5,
JIOKYMEHTBI,  ONpPEAENSIONMe TOpSJoK paboThl ¢ JTOKYMEHTHpPYEeMOM I1K-32
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uHpopmanuei.

14, Bunpr OmankoB, wux HazHaueHume. CoctaB pekBu3uToB Omankos, | [IK-5, TTK-19
0c00EHHOCTH UX 0(OPMIICHHSL.
15. [IpaBuna odopmileHHs PEKBH3UTOB, ompenestomux ropuaudeckyro | I1K-5, TTK-19
CHJIY U OTPXKAIOIIUX CTaJAUU 00pabOTKH TOKYMEHTOB.
16. Buner MIPE3UICHTCKUX aKTOB. [Topsimox onmyonukoBanus | [IK-5, T1K-19,
MPE3UICHTCKUX aKTOB. I1K-20, ITK-26
17. Axtel CoBera ®eneparnuu. Ilopsmok omyoOsimkoBanusi akroB Cosera | [IK-5, I1K-19,
degepanuu. I1K-20, ITK-26
18. Axtel T'ocynmapctBennoit nymsl. [lopsinok omyOnukoBanms aktoB | [IK-5, [TIK-19,
I"'ocynapcTBEHHOM JTyMBI. I1K-20, T1K-26
19. Axtel mpaButenbcTBa PO. [Nopsaok noamucanus um omyOmukoBanust | [IK-5, [TIK-19,
MIOCTAHOBJICHUH U pacniopsbkeHuit [IpaBurensctBa POD. I1K-20, T1K-26
20. AKThHI, wu3gaBaemble (enepasbHbBIMU - opraHamu ucnoiHurenbHoi | [IK-5, [TIK-19,
Biactu. [lopsiok nmognucaHust ¥ onmyOIMKOBaHHUS. I1K-20, IIK-26
21. Axtelt  KoncrutymmonHoro cyna. Ilopsmox  moamucanmms wu | [TIK-5, [IK-19,
ony0auKoBaHKS aKkTOB KOHCTUTYITMOHHOTO Cy1a. I1K-20, T1K-26
22. AKTBI OPraHOB MECTHOI'O CaMOYIIPABJICHUS. I1K-5, T1K-19,
I1K-20, I1K-26
23. AKTBI TJ1aBbl MyHHUIIUIIAJILHOTO 00pa30BaHus. I1K-5, T1K-19,
I1K-20, I1K-26
24, AKTBI TJ1aBbl 3 ]MUHUCTpPALUU (TIOCTAHOBJIEHUS U PACHOPSKEHUS). I1K-5, T1K-19,
I1K-20, I1K-26
25.  PacmopsaurtenbHble  JAOKyMEHTHl  (pacmopsbkeHuss u  npukassl), | TIK-5, [1K-19,
M3/1aBaeMble PYKOBOJIUTEISIMH CTPYKTYPHBIX noapasaenenuii agmuauctparmn. | T1K-20, ITK-26
26.  IloHsATMe  HErocyAapCTBEHHOTO  KOMMEPYECKOTO  MPEANPHUSTHS. [K-1
AxkrmronepHoe o6miectBo. Cnernuduka CTpyKTyphl €r0 OpraHOB YIIPABJICHUSI.
27. [IpaBoBass 0a3a MOKYMEHTAIMOHHOTO OO€CleYeHHs] CO3JaHHs U I1K-3, IIK-5,
JIeSITeTIbHOCTH HErOCYapCTBEHHOTO KOMMEPYECKOTO TPEANPHSITHSI. I1K-32
28.  HopmaTuBHO-MeTOJMYECKUE JIOKYMEHTHI, pernamentupytomue | I1K-3, ITK-5,
odopMIIeHHE Pa3TUYHBIX BUJOB JOKYMEHTOB. I1K-32
29. VYupexneHnue akunoHepHoro obmectBa. TpeboBanus k coctaBnenuto u | [1K-5, TTK-19,
0hOPMIICHHIO TOKYMEHTOB, HEOOXOAUMBIX IS YUPEKIEHHUs 00111eCTBa. ITK-20, ITK-26
30. [Topsmok rocyaapCTBEHHOW perucTpanuu akmuoHepHbix obmects. | [IK-5, TIK-19,
Cocras 1 copepkaHie JOKYMEHTOB, HEO0X0AUMBIX i peructpauuu AO. I1K-20, [1K-26
31.  OcoOGeHHOCTH JOKYMEHTHPOBAaHUS peopranmzanuu u npeobpaszoBanus | [IK-5, I1K-19,
AKIIMOHEPHBIX OOIIECTB. I1K-20, ITK-26
32. Oenepanpubiii 3akoH  «O0 aKIIMOHEPHBIX  O0IIeCTBax» o) [1K-32
JIOKyMeHTHpoBaHUM JUKBUAanuu AQO.
33.  OcobGenHoctu coctaBieHUs U odopmieHUs ycraBa — yupeautensroro | I1K-5, TTK-109,
nokymenTa AO. CoctaB nHpopMaluu ycTaBa. ITK-20, ITK-26
34.  OcoOeHHOCTH JOKyMEHTAIbHOTO odopmieHus pemennii cobpanms | [1K-5, TTK-109,
yupenuteneit AO. IIporokosn cobpanus yupeauTesnei. [1K-20, I[1K-26
35. Oprans! ynpasieHust AO, X KOMIIETEHIMS. [K-1
36.  CocraB BHYTPEHHUX OpraHM3allMOHHBIX JOKyMeHTOB AO, ux ponb B | IIK-5, I1K-19,
JIeATeTLHOCTH anmnapara yrpaBieHUsl. ITK-20, TTK-26
37. Tlopspox pa3paboTku TmosiokeHU 00 opranax ympasnenus, ux | IIK-5, I1K-19,
COTJIAaCOBaHMWE, OJIMUCAHNE, YTBEPIKJICHHE. ITK-20, TTK-26
38.  JloxymeHTHpOoBaHWE pacropsauTenpHol  mestenbHOcTH.  CoctaB | IIK-5, [TK-19,
PacIOpSIIUTEIbHBIX JIOKYMEHTOB. ITK-20, TTK-26
39.  TpeboBaHHs K COCTaBJICHHIO M OGOpMIICHHIO TprKa3oB mo ocHoBHOM | ITK-5, [TK-19,
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JIeSITETIbHOCTH U JINYHOMY COCTABY aKIIHOHEPHBIX OOIIECTB. I1K-20, [T1K-26
40. JlokyMeHTHpOBaHUE NEATEILHOCTH KOJUIETMAIbHBIX opranoB | [IK-5, [TK-19,
ynpasieHusi: oomero cobpanus akunonepon, Cosera nupekropos, npasnenus. | [1K-20, [TK-26
4]. JIoKyMEeHTHpOBaHUE TOATOTOBKM M TpoBeneHus roaooro obmero | I1K-5, TTK-19,
coOpaHust aKIIMOHEPOB. I1K-20, ITK-26
42. JIOKyMEHTUpOBaHUE TIOJATOTOBKM W TpoBeAeHUs BHeodepenHoro | I[IK-5, TTK-19,
00111er0 cOOpaHusi AKIIMOHEPOB. I1K-20, T1TK-26
43, OcoOEHHOCTH JOKYMEHTHUPOBaHHUS TpoBeneHus ooOmero cobpanus | [IK-5, [TK-19,
AKIIMOHEPOB B (hOpME 3209YHOTO TOJIOCOBAHHSI. I1K-20, I1K-26
44.  OcobeHHocTH cocTaBieHHs © odopMieHHs MnpoTtokonoB obmero | I1K-5, [TK-19,
cobpanus akimoHepoB 1 CoBeTa TUPEKTOPOB AKITMOHEPHOTO OOIIECTBRA. I1K-20, T1K-26
45.  Kommepueckuii 10oroBop (KOHTPAKT): CTPyKTypa, coctaB uapopmanuy, | [IK-5, [IK-19,
TpeboBaHMs K 0(OPMIICHHUIO. I1K-20, T1K-26
46.  Peectp akumoHEpOB — Ba)XHEHIIMH ydeTHbBIH AOKyMmeHT akuuonepnoro | IIK-5, I1IK-19,
o0111ecTBa. I1K-20, IIK-26
47.  llopsaok BeneHusi peecTpa akIMOHEpoB. Beinucku u3 peecrpa. I1K-5, T1K-19,
I1K-20, I1K-26
48.  Tlopsaok XpaHEeHHUs JOKYMEHTAIMH aKIIMOHEPHOTO 00IIecTBa. [1K-5, T1K-19,
I1K-20, I1K-26
49.  IlpaBuia cucreMaTH3aMH JOKYMEHTOB IPH UX TEKYIEM XPaHEHHH. I1K-5, T1K-19,
I1K-20, I1K-26
50.  Homenknarypa nen KOMMEPUYECKOT0 npeanpusitast: | [IK-5, [TIK-19,
KknaccuukanmonHas — cxema, coctaB  uH(popmanuu, TpeboBanus k| IIK-20, [TK-26
0hOpMIICHHUIO.
51.  JloroBopHBIE  OCHOBBI  B3aUMOOTHOIIEHWH  HerocynapctBeHHbix | [1K-5, T1K-19,
KOMMEpPUYECKUX CTPYKTYp U TOCyIapcTBeHHbIX opraHuzauuii B cdepe | [IK-20, [TK-26
COXPaHHOCTH JJOKYMEHTOB.

5.4. MeToaguuecKue MaTepuaJibl 0 OLEHUBAHUIO Pe3yJIbTATOB 00yUeHHUs
IIpome:kyTouHasi aTTecTalMsA PEaTU3yEeTCs B XOJ€ Ca4l 00y4YarOIUMUCS

3a0uyHOM (opMBl 0O0yueHHMs 3adera HW dK3amMeHa. llenpro mpomMexyTouHOU
aTTeCTAIlMM SIBIIACTCS KOMIUIEKCHAs U OObEKTHBHAS OLICHKA 3HAHHWM CTYJIEHTOB B
MpOIIeCCe OCBOEHUS WMMH OCHOBHOM 0Opa3oBaTeNbHOM MPOrpaMMbl BBICIIETO
npo¢eCCUOHAIBHOTO 00pa30BaHusI.

DOk3amMeH / 3a4eT MO0 JUCHUIUIMHE MpeciienyeT I1eJib OLEHUTh padoTy
CTYJEHTA 3a KypC, CTEIEHb YCBOCHHS TECOPETUUYECKHUX 3HAHWW U KOMIICTCHIWM,
YPOBEHb TBOPUYECKOTO MBIIIJICHUS, HABBIKOB CAMOCTOSITENILHOW pabOThl, YMEHHUE
aHaJTM3UPOBATh MOJTYUYCHHbIC 3HAHUS W MPUMEHSTHh UX B PEUICHUM MPAKTUUECKUX
3a;ad.

3auét mpoBoauTCS B (hopme codece0BaHuS IO KOHTPOJIBHBIM BOITPOCAM.

DOK3aME€H TPOBOJUTCA B yCTHOM WM MHChbMEHHOW (Qopme 1o
HK3aMEHAIMOHHBIM OmieTaMm (TeCTOBBIM (opmaMm), KOTOpPHIE YTBEPKIAAIOTCA
kadeapoit. [Ipn HEOOXOIMMOCTH PK3aMEHATOPY MPEAOCTABIISACTCA MPaBO 3a1aBaTh
CTYAEHTAM JONOJIHUTEIbHBIE BONPOCHI, a TAKXKE TIOMUMO TEOPETUUYECKHUX
BOIIPOCOB JaBaTh 33Jja4M U MPAKTUUECKUE 3aJaHus [0 IpOorpaMMe Kypcea.

Bo Bpemsi sk3ameHa / 3au€ra CTyAEHTHI MOTYT TOJIb30BaThCs Y4e€OHBIMU
nporpaMMamu, CIpPaBOYHUKAMM M TIPOYMMH HCTOYHUKaAMU HWHGOpMAIIUU,
MIEpEUYCHb KOTOPBIX YCTAHABJIMBACTCS IMPENOJABATEIEM M COTJIACOBBIBACTCA HA
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3acemanuun  kadeapel. lcmonb3oBaHMe MaTepuaioB, HE MPETyCMOTPEHHBIX
yKa3aHHBIM MIEPEYHEM, a TAKXKE TMOMbBITKA OOLIEHUS C IPYTUMH CTYICHTaMH, B TOM
YUCJE€ C NPUMEHEHUEM 3JIEKTPOHHBIX CPEJICTB CBS3M, HECAHKIHOHUPOBAHHbBIC
NEPEMEIICHHS CTYIEHTOB U T.I1. SBJIAIOTCS OCHOBAHUEM JIJIS YAAJICHUS CTyACHTA U3
ayIUTOPUM W MOCIHEAYIOIIEro  BHECEHUS] B BEJAOMOCTh  OTMETKH
«HEYJOBJIETBOPUTEIBHO» («HE 3aUTECHO).

KputepussMy  yCHEIIHOCTM OCBOEHHUSI CTYAEHTOM JaHHOM ydeOHOU
JUCLUIUIMHBI IIPU IIPOBEIECHNN TEKYLIETO U UTOTOBOTO KOHTPOJIS SBIISIOTCS:

1. KonnuecTBO NpaBWIBHBIX OTBETOB HA TEKYLIEM TECTHUPOBAaHUU M IIO
HK3aMEHALIMOHHOMY OUJIETY.

2. AKTHBHOCTb M aJICKBaTHOCTb IIOBEJICHUS CTYJCHTa Ha CEMMHAPCKUX
3aHATUSAX, BBIIIOJIHEHUE KaXIbIM CTYIEHTOM BCEX IPAKTUYECKHX padorT,
OCMBICJIEHHOCTh M CAMOCTOSITEIBHOCTD CYXJACHHI, MPOSBIEHHBIX B X0JI€ YCTHOTO
orpoca.

3. IIpaBUsibHBIE OTBETHI HA BOINPOCHI MO COAEPKAHHUIO 0A30BBIX MCTOUHUKOB U3
CIIMCKOB PEKOMEHOBAHHOW JINTEPATYPHI 110 JUCLUILITHE.

4. JlemoHcTpaiusi 3HaHMS TMPO(PECCUOHATBHBIX TEPMHHOB, TMOHSATHUH,
KAaTE€ropui U TEOPUM.

5. Hanuumwe COOCTBEHHOrO BHJEHUSA pPacCMaTpUBAEMON MpPOOJIEMBI,
c(pOpMUPOBAHHOTO Ha OCHOBE M3yUEHUS M aHaJIM3a HAY4YHBIX PaOOT, BBIIOIHEHUS
IIPaKTUYECKUX 3aJIaHUN.

6. PECYPCHOE OBECIIEYEHHME

6.1. OcHOBHAasI M 1ONIOJIHUTEJIbHASA Y4eOHad JUuTEeparypa

OcHoBHas JMTEparypa

1. Jlenonpou3BoACTBO u JOKYMEHTAI[MOHHOE oOecrieueHue
rOCyJapCTBEHHOW W MYHUUMIAIBHOM CIy>)KObI : TpakTUKyM / MUHHCTEPCTBO
oOpa3oBanus u Hayku Poccuiickoit @enepannn, PeaepanbHOE rocyJapCTBEHHOE
aBTOHOMHOE 00pa30BaTeIbHOE YUPEXKACHUE BbICHIETO MNpPodhecCHOHATBLHOTO
oOpazoBanust «CeBepo-KaBka3ckuil (enepaibHbIi yHUBEPCUTET» ; aBT.-COCT.
FO.B. Muptomikuna. - CtaBponons : CKOVY, 2016. - 115 c. : Tabn. - bubnuorp.: c.

80. ; To xe [Onextponnsli pecypc]. — Pexum paborer: URL:
http://biblioclub.ru/index.php?page=book&id=458925
2. Kupuenko, B.E. IlpunsAtHe u UCHOJHEHHE TOCYIAPCTBEHHBIX

pemennii : yaeOHoe nocobue / B.E. Kupuenko ; MunuctepctBo oOpazoBanus u
Hayku Poccuiickon Penepanuu, Tomcknii I'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

xKe [ DneKTpOHHBII pecypcl. - Pexum pabOThI: URL:
http://biblioclub.ru/index.php?page=book&id=480812
3. HactonpHasg kuura PYKOBOJIMUTCIISA OpTraHU3allH: ITPABOBLIC OCHOBBI /

otB. pea. U.C. lllutkuna. - 2-e usa., ucnp. - Mocksa : FOctunundopm, 2016. - 506

c. - bubnuorp. B kH. - ISBN 978-5-7205-1324-5 ; To xe [DnekTpoHHbIN pecypc]. -
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URL.: http://biblioclub.ru/index.php?page=book&id=460432

4, OpraHuzarusi ¥ TEXHOJOTHS JOKYMEHTAIIMOHHOTO OOeCTICUeHHUS
yOpaBJICHHUS : DJJEKTpOoHHOE ydeObHoe mocobme / coct. C.E. Mumenun ;
MunncrepctBo oOpazoBanusi U Hayku Poccuiickoii denepannu, DenepanbHoe
rOCy/IapCTBEHHOE  OIO[KETHOE  00pa3oBaTENbHOE  YUPEKIEHHE  BBICIIETO
oOpazoBanust «KeMepoBCKHMII TOCYNapCTBEHHBI yHUBEpcUTET», WHCTHUTYT
ucropuu u 1p. - Kemeposo : KeMepoBckuii rocygapcTBeHHbIN YHUBEpcUTET, 2017.
- 478 c. - bubnuorp. B kH. - ISBN 978-5-8353-2149-0 ; To xe [DneKTpOHHbIN
pecypc]. Pexxum paboTHI:
URL.: http://biblioclub. ru/mdex php?page=book&id=481592

5. [Tpoxopos, A.H. Pabora B coBpemennom oduce / A.H. [Ipoxopos. - 2-
€ u31., ucrpas. - Mocksa : Harmonaneubiit OTKpbIThI Y HUBEpeuteT « MTHTYU T,
2016. - 392 c. : un. - ISBN 5-9556-0046-9 ; To ke [DnekTpoHHBIN pecypc]. -
Pexxum padoter: URL: http://biblioclub.ru/index.php?page=book&id=428816

6. Poroxun, M.IO. JlokymeHTalnioHHOEe oOO€CledYeHue YIpaBJICHUS :
npaktudeckoe nocodue / M.IO. Poroxun. - Mocksa ; bepnun : Jlupexkr-Menua,
2014. - 398 c. : un. - bubmmorp. B kH. - ISBN 978-5-4475-1869-1 ; To xe
[DneKkTpoHHBIN pecypcl]. - Pexum paboOThI: URL:
http://biblioclub.ru/index.php?page=book&id=253705

JlonosiHUTeIbHAS JIUTEPATypa

7. ApyctamoB, 3.A. OcHOBBI Ou3Heca : yueOHuk / D.A. ApycTamoB. - 3-
€ u3., nepepad. u gom. - Mocksa : M3gaTtenbcko-Toprosas koprnopaius «Jlamkon
u K°», 2015. - 230 c. : Tabi., cxemsl - bubauorp. B kH. - ISBN 978-5-394-01031-6
; To ke  [DnexrtponHbld  pecypc]. -  Pexum  paborel:  URL:
http://biblioclub.ru/index.php?page=book&id=37580

8. ['pankuna, A.b. JlokyMeHTaUMOHHOE OOECIeUEeHUE YINpPaBIEHUS B
opranax CnencrBeHHoro komurteta Poccuiickoit denepanuu : yuebHoe mocooue /
A.b. I'pankuna, A.JK. Capkucsn ; Axagemuss CleACTBEHHONO KOMHUTETA
Poccuiickont @enepanuu ; nox pena. A.M. barmer. - Mocksa : FOunTu-/{ana, 2015.
- 167 c. : cxem., ui., Taba. - bubmmorp.: ¢.156-158. - ISBN 978-5-238-02635-0 ;

To xKe [ OneKTpOHHBIM pecypcl. - Pexum paboOThI: URL:
http://biblioclub.ru/index.php?page=book&id=426576

Q. Hamkos, JLII. Opraauzanuss © = ynpaBieHUE KOMMEPYECKOMU
nesrenbHocThi0 : yueOHmk / JLIL Jlamkos, O.B.IlamOyxuusnm. - 2-¢ wu3f.,

nepepad. - Mocksa : Mznarenscko-Toprosas koprnoparus «Jlamkos u K°», 2015. -
400 c. : Tabxa., cxemsl - (YueOHbIC M3MaHus s OakamaBpoB). - ISBN 978-5-394-
02531-0 ; To xe [DnekTpoHHBIM pecypc]. - Pexum paboThI: URL:
http://biblioclub.ru/index.php?page=book&id=375809

10. Karmun, A.B. OcHOBBI ympaBiieHUs] U JI€JONPOU3BOJICTBA B OpraHax
BHYTpeHHUX Jen. AnbOoM cxem : yueOHoe mocobue / A.B. XKarnun,
A.Jl. YibsioB. - Mocksa : FOHUTH-IIAHA: 3akon u nipaBo, 2014. - 191 c. : um. -
bubmuorp. B kH. - ISBN 978-5-238-02538-4 ; To xe [DnexkTpoHHBIN pecypc]. -
Pexxum padoter: URL: http://biblioclub.ru/index.php?page=book&id=447945

11. KaGamos, C.}O. Jlenonpou3BoACTBO U apXUBHOE JICJI0 B TEPMUHAX U
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onpenenenusx / C.FO. Kabamos, N.I'. Achanausposa. — 3-e u3., crep. — MockBa
UznatensctBo  «®aunTan, 2018. — 295 c¢. — Pexum paborer: URL:
http://biblioclub.ru/index.php?page=book&id=69168
12.  Kyzskun, FO.I1. Mynunumnansnoe npaBo Poccuiickoit ®@enepanun /
FO.I1. Ky3skun, C.B. Ky3akun. — Mocksa ; bepnus : Jlupekr-Menua, 2019. — 406
c. — Pexxum padoter: URL: http://biblioclub.ru/index.php?page=book&id=500643
13. MecTHOE caMOynpaBlieHUE U MyHUIIUMIIATIHHOE yIpaBlIeHUE : YUeOHUK
/ AIl T'opbynoB, B.WU.T'onuapoB, WN.®.T'onoBuenko u ap. ; pea. A.C.
[IpynuukoBa, M.C. Tpodpumona. - 2-e u3z., nepepad. u gom. - Mocksa : KOautu-
Hana, 2015. - 543 c. : Tabi., cxembl - bubauorp. B kH. - ISBN 978-5-238-01866-9 ;

To xe [DJIEKTPOHHBI pecypc]. - Pexxum paboOThI: URL.:
http://biblioclub.ru/index.php?page=book&id=115017
14. Kommepueckoe  mpaBo :  yuebnuk /  H.J. DpumamBunmy,

M.H. Umommna, [1.B. Anekcnit u 1p. ; pea. M.M. Paccosnosa, 1.B. Ilerposa, I11.B.
Anekcus. - 4-e uzn., nepepad. u gomn. - Mocksa : FOuutu-/lana, 2015. - 503 c. :
taoi. - (Dura lex, sed lex). - buommorp. B kH. - ISBN 978-5-238-01792-1 ; To xe
[DneKkTpOoHHBIN pecypcl]. - Pexum paboOThI: URL:
http://biblioclub.ru/index.php?page=book&id=115313

15. KynseB, H.H. JlokymenroBenenue : yueOonuk / H.H. Kynses,
J.H. Ypanos, A.I'. ®abpuunoB. - MockBa : Jloroc, 2011. - 178 c¢. - (HoBas
yHUBepcuTeTckas OumoOmmoreka). - ISBN  978-5-98704-329-8 ; To xe
[D1eKTpOHHBIHI pecypcl]. - Pexum pPabOTHI: URL:
http://biblioclub.ru/index.php?page=book&id=84880

16. MecTHOE caMOynpaBlieHUE U MyHUIIUIIATIHHOE yIpaBIICHUE : YUeOHUK
/ AIl T'op6byno, B.WU.T'onuapoB, WN.®.T'onoBuenko u ap. ; pea. A.C.
[IpynaukoBa, M.C. Tpodumona. - 2-¢ u3z., nmepepad. u gom. - Mocksa : KOauTH-
Hana, 2015. - 543 c. : Tabi., cxemsl - bubamorp. B kH. - ISBN 978-5-238-01866-9 ;
To xKe [ DneKTpOHHBI pecypcl. - Pexum paboOThI: URL:
http://biblioclub.ru/index.php?page=book&id=115017

17. Horapuar : yueOHoe mnocobue / H.J. Dpuamsunu, I'.b. Mup3zoes,
JI.B. lllep6auera u ap. ; mox pea. H.J. Opuamsunu, M.H. Umomunoii ; pexn. I'.b.
Mup3oeBa. - 6-e u3z., nepepad. u gom. - Mocksa : FOuutu-/lana, 2015. - 295 c. -
bubmorp. B kH. - ISBN 978-5-238-02629-9 ; To xe [DnexkTpoHHBIN pecypc]. -
Pesxum padoter: URL: http://biblioclub.ru/index.php?page=book&id=426629

18. Ilenwpmun, H.B. JlokymeHTOOOOPOT B Chepe aBTONEPEBO30K : yUCOHOE
nocooue / H.B.Ilenpmun, H. 3amykaeBa, A.A.I['ycbkoB ; MUHHCTEPCTBO
oOpazoBanust u Hayku Poccuiickoit @enepannn, DeaepanbHOe TOCYIaPCTBEHHOE
OrO/pKeTHOE  00pa3oBaTelIbHOE YUPEXKACHHE BBICIICTO MPOdhEeCcCHOHATBLHOTO
oOpa3zoBanust «TamMOOBCKMI TOCYJapCTBEHHBIM TEXHUYECKUN YHUBEPCUTETY. -
Tam60B : U3natensctBo ®I'BOY BIIO «TI'TY», 2013. - 84 ¢. : un. - bubnuorp.:
c.72-73. ; To xe [OnektpoHHbli pecypc]. - Pexum paborei: URL:
http://biblioclub.ru/index.php?page=book&id=277952

19. UYsupos, B.B. CyneGHoe nenonpous3BOACTBO : ydyeOHOe mocodue /
B.B. Usupor ; denepanbHOoe TOCYyJapCTBEHHOE OIOKETHOE O00pa30BaTElIbHOE

YUpEKJICHHE BBICIIET0 oOpazoBaHus Poccuiickuii rocy1apcTBEHHBIH YHUBEPCUTET
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npaBocyauss. - MockBa @ PoOCCHMHCKMU TOCYJapCTBEHHBIM  YHHBEPCUTET
npasocyaus, 2016. - 335 c. : un. - bubn. B k. - ISBN 978-5-93916-501-3 ; To xe
[DMeKTpOHHBII pecypc]. - Pexxum paboTHI: URL:
http://biblioclub.ru/index.php?page=book&id=439563

6.2. Pecypchl uH(pOpManMOHHO-TeIEKOMMYHUKAIIMOHHOM ceTn «AHTepHeT»

B coorBercTBUM €  JIMIEH3MOHHBIMA HOpPMAaTUBaMU  OOECTICUCHHS
OMOIMOTeUYHO-UH(POPMALIMOHHBIME ~ pecypcaMu  OMOJHMOTEKa  OpPraHu3yeT
WHIUBUyJIbHBI HEOTPaHUYEHHBIN JOCTYI U3 000U TOYKH, B KOTOPOH UMEETCs
nocTyn K cetd MHTepHET, K y4eOHbIM MaTepuaniaM DJIEeKTPOHHO-OMOIUOTEUHBIX
cucteM (3BbC):

1. ObC «YHuBepcurerckas OubamoTexka owmaitn». M3marensctBo: OO0
«HexcMenunay. [punamiexaocts croponnsss. Www.biblioclub.ru. Komudectso
krouerd  (momp3oBateneit): 100% on-line. Xapakrepuctuku OUOIHMOTEYHOTO
dboHAa, NOCTyn K KOTOPOMY MPEIOCTaBISAETCS JTOTOBOPOM: JOCTYH K 0a30BOM
yactu ObC.

2. ObC «UM3narenscTBo Ilnanera My3bIKH». DIEKTPOHHO-OMOIMOTEUYHAS
cucrema OOO «M3parensctBo IIJIAHETA MY3bBIKW». IlpuHanmexHOCTH
croponHsss. WwWWw.e.lanbook.com. KommdectBo wimouedt (mosb3oBateneid): 100%
on-line. Xapakrtepuctuku OuOMUMOTEYHOrOo (OHIAA, JOCTYl K KOTOPOMY
IIPENOCTABISICTCS TOTOBOPOM: JOCTYN K KOJUIEKIMIM: «My3bIka u Teatp», «baier.
Tanem. Xopeorpadus».

3. B/l Onexrponnas Cucrema «KynbTypa». ba3a JlaHHbIX DjeKTpOHHas
Cucrema «Kynbrypay. [Tpunaanexxnocts ctoponnss. http://www.e-mcfr.ru.

4. Web MPBUC XabapoBCKuil roCyAapCTBEHHBbI HHCTHTYT HCKYCCTB H
KYJIbTYpbI (3J€KTPOHHBIN KaTajor). MexayHapoaHas accolMalus MoJjib30BaTeen
U pa3pabOTYUKOB JJICKTPOHHBIX OMOJMOTEK W HOBBIX HWH(POPMAIIMOHHBIX
TEXHOJIOTUI (accouunanus OBHUT). [IprHaaIEe)KHOCTH CTOPOHHSISI.
http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas snektponHas Oubnmorexka. OOO Hayunas
DJIGKTpOHHAs OuoOmmoTeka. [IpuHamnesxkHOoCcTh cTOpoHHss.  http://elibrary.ru/
JIuuensuonnoe cornamenue Ne 13863 ot 03.10.2013 r. — 6GeccpouHo.

6. DnexrponHo-omomoTteunas cucrema ®I'bOY BO «XT'MK». ®I'6OY BO
«XT'UK». [IpuHagnexHOCTH COOCTBEHHas. JloxanbHbII JTOCTYII.
http://carta.hgiik.ru. TTpuka3 no Muactutyty Ne 213-06 ot 07.10.2013 .

7. EnuHOoe OKHO JOCTyma K 00pa3oBaTelbHBIM pecypcaMm. DIEKTPOHHAas
oubnmuorexka. ®I'AY THUU UTT «Uudopmukay, MunucrepcTBo 00pa3oBaHus U
HayKU PO. [TpuHagIEKHOCTD CTOPOHHSISL. CBoOoHBIH JOCTYII.
http://window.edu.ru

8. Emunas xomnexuust udpossix OOpazoBarenbhbix PecypcoB. ®I'AY
'HUU UTT «Uudopmuka». IlpunannexHocts cropoHHssl. CBOOOIHBIN JOCTYIIL.
http://school-collection.edu.ru

9. ®enepanbHblii LEHTP WHOOPMAIMOHHO-00PA30BATENIbHBIX PECYPCOB.
®denepanbHbli 1EHTp HWHGOPMAIMOHHO- 00pa3oBaTelbHBIX pecypcoB, DI'AY

I'HUU UTT «Uudopmuka». IlpunannexHocts ctopoHHssl. CBOOOJHBIN TOCTYII.
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http://fcior.edu.ru

JI7is TOATOTOBKU KYPCOBBIX, BBITYCKHBIX M HAYYHBIX pabOT oOydaromiuecs
MOT'YT MCIIOJIb30BaTh IIOJIHOTEKCTOBYIO 0a3y maHHBIX Web of Science. Pexum
JOCTyIA: DJJIEKTPOHHBIM, W3 BHYTPEHHEW ceTu HHCTUTYyTa. OQUIanbHbINA
caiit: webofknowledge.com

IIpogeccnonanbubie 0a3bl JaHHBIX, HH(pOPMALMOHHBbIE CIHPABOYHBIE
cucrembl U pecypcbl MHTEpHET CBOOOIHOIO0 10CTYyNA

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

11. https://www.gost.ru/portal/gost//home/standarts - CBOOOJIHO
pacnpocTpaHsieMble TOJIHOTEKCTOBbIE 0a3bl JTaHHBIX HAIlMOHAJIBHBIX CTAaHJIApPTOB,
MEKTOCYTAPCTBEHHBIX CTAHAAPTOB, MEKIYHAPOAHBIX cTaH1apToB [SO.

12. https://www.gost.ru/portal/gost/ - cBoOGomHO pacmpocTpaHsIeMbIC
ITOJTHOTEKCTOBBIE 0a3bl JAHHBIX HallMOHAIbHBIX CTaHAapTOB,
MEKTOCYyTAPCTBEHHBIX  CTAaHAAPTOB,  MEXKIYHAapOAHBIX  cranaaproB  ISO
pa3menieHHbIX Ha caidte DenepampHOr0 areHTCTBa IO  TEXHUYECKOMY
PETrYJIMPOBAHUIO U METPOJIOTUU

13. https://www.kadrovik-praktik.ru/MatKadr - CBOOOIHO
pacrpoCTpaHsieMble  CIPaBOYHBIC  0asbl JAHHBIX 1O  KaJpPOBOMY
JETONPOU3BOICTBY.

14.  https://www.eos.ru/eos_delopr/ - cBobogHO  pacmpocTpaHsemas
UH(POPMAIIMOHHAS CIIPABOYHAs CHUCTEMa IO BOMPOCAM OPraHU3allud PabdOThI C
JIOKYMCHTaMH, aBTOMATH3aI[H JICITOTIPOU3BO/ICTBA, 3JIEKTPOHHOTO

JIOKyMEHTO000pOTa, apXUBHOTO JIeTIa.

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

16. ttps://www.doc-online.ru/tags/rynok_sed - cBoGoiHO pacripocTpaHsemast
nH(OpMAITMOHHAS CITPABOYHASI CUCTEMA O CTATUCTUKE M aHAIMTHKE PBIHKA CHCTEM
3JIEKTPOHHOTO TOKyMeHTooOopoTa B Poccun.

17. https://www.gdm.ru/info/ - cBoOGOmHO pacmpocTpaHsieMblii WHTEPHET
pecypc, MPEICTABISIOINAN MaTepuabl «'mnbaun Ynpansromux
JokyMeHTaruein» - mnpodeccCHoHaIbHOTO OOBEAVMHEHHUS CHEIUATUCTOB CITYXO
JOKyMEHTAallMOHHOro  obecnieyenust ynpasienus ([JOY) npennpusituii u
yupexzaenuii Poccuu.

18. http://www.top-personal.ru/ - cBoGoaHO pacnpoCTpaHsAeMblii HHTEPHET
pecypc, MPEACTaBISIONMNA JOCTYN K >KypHajdaM «YTPaBJICHHE TEPCOHATIOM,
«TpynoBoe mpaBo», «AJIMHHUCTPATUBHOE TMpaBo», «Jlemonpon3BoaACTBOY,
«CekpeTapckoe Aeyo».

19. http://www.rusarchives.ru/ - mnopran «ApxuBsl Poccum» CoOmepKuUT
CBOOOJHO  pacmpocTpaHsemble  NpodecCHOHaNIbHbIE  0a3bl  JaHHBIX IS
CTICIIMATUCTOB B 00JIACTH apXUBHOTO Jela.

20. http://delo-up.ru - cBoOGomHO pacnpocTpansiemMas HH(DOPMAIIMOHHAS
crpaBoYHass 0aza, TPEACTABISAIONIAs JOCTyH K OO0pas3laM pa3IuYHbIX BHJIOB
JIOKyMEHTOB M QJITOPUTMYy JOKYMEHTHPOBAHUS Pa3IMYHBIX YIPABICHUESCKUX
OIepaLvu.
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21. www.docdelo.ru - cBoGogHO pacmpocTpaHseMas WH()OpPMAIHOHHAS
crpaBo4Has 0asa, NPEACTABIAIONIAas JOCTyH K 0O0pas3lamM pa3IU4HbIX BHJIOB
JOKYMEHTOB M aJTOpPUTMYy JOKYMEHTHPOBAHHS PA3IUYHBIX YIPaBICHUYECKUX
omnepanui.

22. https://www.rsuh.ru/vestnik/daizi/ - cBobogHO pacmpocTpaHIeMBbIii
MHTEPHET pecypc, mpenacrasisiromuid  goctyn K Bectnuky PITY, cepusam
«loxymenranuctuka. JlokymeHTOBeneHUE. ApXuBOBeAcHHE», «MHPpOopMaTHKa.
3amuTta uHpopmamuu. Marematuka», «JlOKyMEHTOBeIEHHE W apXHBOBEICHUE.
Nudopmatuka. 3ammra nuapopmanuu u uHbopMamoHHas 6€30MacHOCTbY.

23. http://elar.urfu.ru/handle/10995/10015 - cBoGOAHO pacmpOCTpaHsIEMBbIit
UHTEPHET pecypc, COAEpKAIIUA MaTepuaibl IMEePUOJUIECKOr0  COOpHHKA
UCTOpPUYECKOTo (hakyiIbpTeTa Y palbcKoro GeaepaibHOro YHUBEPCUTETA.

6.3. UnpopmanoHHbIE TEXHOJOIMH, IPOrPAMMHOE 00ecredyeHue

uHGpOPMALMOHHBbIE CTIPABOYHBbIE CUCTEMbI

[IporpamMmMHO-MHpOPMALIMOHHOE ~ OOecneyeHrue  y4yeOHoro  mpoiecca
COOTBETCTBYET TpeOOBaAHUSIM benepaabHOro roCyJ1apCTBEHHOTO
00pa3oBaTEILHOIO CTaHIAPTA.

JIns mpoBeAEHHS 3aHATUM JICKHIMOHHOTO THIIA, 3aHATHM MPAKTUYECKOTO
THIIa, KypPCOBOT'O MPOEKTUPOBaHUS (BBITIOJHEHUS KYPCOBBIX paboT), TPYIIIOBBIX U
WHJIMBUIYAJIbHBIX KOHCYJbTAIlMHA, TEKYLIETO KOHTPOJSI W MPOMEXKYTOUHOU
aTTeCTAIIMH UCIOJIB3YETCs CIAEAYIOIIee MPOorpaMMHOE 00eCIIeYeHHE:!

— JIMIIEH3UOHHOE MPONPUETAPHOE MMPOTPaMMHOE 00ecIieueHue:

1. Microsoft Windows

2. Microsoft Office (B cocraB makera Bxomat. 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);

— CBOOOJTHO pacmpocTpaHsieMoe IPOrpaMMHOE 0OecTieUeHHE:

1. nabop o¢ucHbix mporpamm Libre Office

2. ayauornpourpsiBatenb AIMP

3. BuaeonpowurpeiBaTens Windows Media Classic

4. untepHeT-Opaysep Chrome.

JI1st caMOCTOSITETbHOM MOATOTOBKHU CTYJICHTOB K 3aHSTHUSIM IO JUCIUILIINHE
TpeOyeTcss oOpalleHne K mporpamMmmHoMy obecriedeHuro Microsoft Windows,
Microsoft Office, B Tom umcie I TOATOTOBKH MYJIBTHMEIUNHBIX MPE3CHTAIIMM
0 TeMaM CeMHHapoB B mporpamme PowerPoint. JIyis co3gaHuss KOHEYHBIX HE
PEIaKTUPYEMBIX BEpCUil JOKYMEHTa peKOMEHIyeTCs UCToIb30BaTh Acrobat X Pro,
BXOs1Mi B coctaB nakera Adobe Creative Suite 6 Master Collection.

[Ipy wW3ydYeHMM JUCHUIUIMHBI OOydJarouyecs: HMMEIT BO3MOXKHOCTH

WCIIOJIB30BaHUsl MH(POPMAITMOHHO-CIIPaBOYHBIX cucteM «Kynbrypa» u «["apanty,
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Bcepoccuiickyro OTpPaCJIEBYIO CIIPABOYHYIO CUCTEMY «Hudopmuoy,
pedepaTuBHBIX U OMOIMOMETPUUECKUX 0a3 JaHHBIX PELEH3UPYEMOM JIUTEpaTyphl
Web of Science u SCOpus, B COOTBETCTBHH C 3aKJIFOUSHHBIMH JJOTOBOPaMH.

Ha Bcex koMmploTepax B HWHCTUTYTE YCTAaHOBIEHO JIUIIEH3HMOHHOE
aHTHBHpPYCHOE TmporpamMMmHoe obOecneuenne Kaspesky Endpoint  Security.
HeobxoaumpiM yciioBueM HH(DOPMAITMOHHOW O€30MaCHOCTH WHCTUTYTA SIBIISIETCS
oOsi3aTenbHAsl TIPOBEpPKa HA HAJIMYWE BHUPYCOB BHEUTHUX HOCHUTENCH Mepen uX
UCIoJb30BaHueM ¢ momoiisio Kaspesky Endpoint Security.

[IepeuncierHoe mporpaMMHOE oOecTieueHrne OOHOBIISETCS 0 Mepe BBIXO/1a
HOBBIX BEPCHH MPOTpaMM B paMKaxX COOTBETCTBYIOIINX JIUIICH3UN U COTJIAIIICHHA.

6.4. MaTepuajJibHO-TeXHUYECKAasi 0a3a

MartepuanbHO-TEXHUYECKOE  OOeCleueHHe peannu3yeMod  JAMCUUILIIMHBI
COOTBETCTBYET TpeOOBAHUIM (benepabHOTO roCyJapCTBEHHOT'O
00pa30BaTeIbHOrO CTAHAAPTA.

JInst mpoBeAeHUs 3aHATUIM JIEKIIMOHHOTO TUIIA, 3aHATUN CEMUHAPCKOTO THIIA,
KypCOBOTO MPOEKTUPOBAHMS (BBINOJHEHUS KypCOBBIX padOT), TPYIIOBBIX U
WHIUBUIYAIbHBIX KOHCYJbTAallMd, TEKYIIEr0 KOHTPOJSI M IMPOMEXKYTOUYHON
aTTecTallii B Y4YeOHOM TIpPOLECCE AKTUBHO HCIONB3YIOTCA  CIEIYIOLIUe
CHEeLUaIbHBIEC TOMEIICHMUS:

- ydeOHbIe ayJIWTOpPUH, OCHAIICHHBbIE CIEUUATU3UPOBAHHON MeOenblo,
JEMOHCTPAllMOHHBIM ~ 000pYy/IOBaHUEM  (MYJBTUMEAUWHBIN IpPEe3eHTALlMOHHBIN
KOMIIJIEKC B COCTaB€ IIPOEKTOpPA, SKpaHA, AKTUBHOM aKyCTHYECKOW CHCTEMBI,
NEPCOHAIBHOTO KOMIIBIOTEpPA) M Y4YeOHO-HArJSAHBIMU HocoOMsIMH (B T.4. B
anekTpoHHoM Buze) (aya. 303 (kommbroTepHOM kiacc), 309 (maGoparopus
MH(OPMAIMOHHBIX TEXHOJIOTHUH ).

Jl71st caMoCTOsITeNTbHOM paboThl CTYACHTOB MIPEAHA3HAUCHBI:

- ayn. 209 (uurtanbHBIM  3a7), OOOPYIOBaHHbIE MEPCOHATBLHBIMU
KOMITbIOTEPAMH, O0ECHEYMBAIOIIUMH JIOCTYN K 3JEKTPOHHONW HH(OpMaMOHHO-
o0pa30oBaTeNnbHON Cpele OpraHuzanuu, K ceTh «VHTepHeT», K 3IeKTPOHHBIM
OMOJIMOTEUHBIM CUCTEMAaM.

[Tomenienne s XpaHeHUssT H  NPOPUIAKTUYECKOTO  OOCITYKUBAHUS
yueOHoro obopynoBanus (ayn. 03, 122).

[Ipn HeoOXoauMOCTH B Y4YE€OHOM MpOLIECCE HCHOIb3YIOTCS KOMILIEKTHI
NEPEHOCHBIX IEMOHCTPAILIMOHHBIX KOMIUIEKCOB (HOYTOYK, IPOEKTOP, SKPaH).

Bce xommnbroTepsl MHCTHTYTAa O0BEAMHEHBI B JIOKAIBHYIO CETh, C KaXI0TO
U3 HUX BO3MOKEH BBIXOJ B II00anbHyt0 ceTh MHTepHeT. MHCTUTYT HCIONb3yeT
BBIZICJICHHBIH KaHal co ckopoctbio 10 MO6/c. [lnga CTyneHTOB uMeeTcs
BO3MOYKHOCTh BbIXOJa B CeTh MHTEpHET ¢ MOOMIIBHBIX YCTPOMCTB MOCPEICTBOM
cetn WiFi, koTopast ycraHoBJIeHa B yuTanbHOM 3aiie MHcTUuTyTa.

[IpoBeaenue JeKUMid MO AUCLMIUIMHE COMPOBOXKIAETCA MCIOJIb30BAaHUEM B
KauecTBe y4eOHO-HAIJIAIHbIX MaTePUAJIOB ClalI-TIPEe3ECHTALUSIMHU.
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7. BOCIIUTATEJIBHAS PABOTA

Bocnutanue ~ oOywarommxcsi  MpPU  OCBOGHMHM  MMH  OCHOBHBIX
npodeccHoHaNbHBIX ~ 00pa3oBaTeNbHBIX  mporpamMm  (mamee —  OIIOII)
OCYILIECTBIISIETCS. HA OCHOBE pabouell mporpaMMbl BOCHUTAHUSA U KaJI€HIAAPHOTO
IJIaHa BOCIIUTATENbHOM padoThl, BKiItoUaeMmbix B OITOIL.

Ilenp BocmuTaTenbHOM pabOTHI — CO3JaHUE YCIOBUM JJISI aKTUBHOMU
KUBHEJEATCIbHOCTH  OOYYaloIIMXCs, HX TPaXXJAHCKOTO CaMOOIpeaeIeHus,
po¢heCCUOHAIBHOTO CTAaHOBJICHUA u WMHIMBUTY AJIbHO-JIMYHOCTHOM

caMopealM3allid B  CO3MJATEIbHOW  JEATENBHOCTH M YAOBJIETBOPEHUS
NOTpeOHOCTEH B HPABCTBEHHOM, KYJIbTYPHOM, HHTEIUIEKTYAIbHOM, COLIMAILHOM U
npodeCCUOHATFHOM Pa3BUTHU.

3amaun  BOCMUTATENbHOM  pabOTBHI:  pa3BUTUE  MHUPOBO33PEHUS |
aKTyalu3alus CHCTEMbl 0a30BBIX IEHHOCTEH IJMYHOCTH, NPHOOIIEHHE K
OO0IIIeYeT0BEYECKUM HOPMaM MOpaJii, HAIMOHATHHBIM YCTOSIM M aKaJeMHUYECKIM
TpPaIWIUsAM; BOCIUTAHUE YBAXKEHHUS K 3aKOHY, HOPMaM KOJUICKTUBHOW >KW3HH,
pa3BUTHE TPAXMAAHCKOW M  COLMAIBHOW  OTBETCTBEHHOCTH; BOCHHUTAHHE
MOJIOKUTEIBHOTO OTHOILICHUS K TpyaAy, (OPMUPOBaHHE KYyJIbTYphl U JITHKHU
npodeCCUOHAIBHOTO ~ 0OIIeHus;  (GOpPMUPOBAHUWE  JIMYHOCTHBIX  KA4eCTB,
HEOOXOIUMBIX Ui 3PPEKTUBHOMN MPOo(ecCHOHAIBHOMN AESITENIbHOCTH; BOCIIUTAHUE
BHYTpPEHHEHN NMOTPEeOHOCTH JIMYHOCTU B 37J0POBOM 0Opa3e JKHU3HU, OTBETCTBEHHOTO
OTHOILIEHUS K MPUPOJHOW U COIMOKYJIBTYPHOM Cpele; MOBBIILIEHUE YPOBHS
KyJbTYpPbl 0€3011aCHOTO OBEICHHUS.

OcobOenHoctn u Tpaguuuu HMHcTuTyta 0OYCHOBIMBAIOT — CIEAYIOIINE

OCHOBHBIE  HAIIpaBJICHUS  BOCHHUTATEIbHOW  pabOTBhl:  MAaTPUOTHYECKOE,
IPAKIAHCKOE,  TyXOBHO-HPABCTBEHHOE,  KYJBTYPHO-TBOPUYECKOE,  HAy4HO-
o0Opa3oBaTenbpHOE, podeccuOHaNbHO-TPYAO0BOE, BOJIOHTEPCKOE

(moOGpoBoJibueCcKOE),  dKOJIOrHYeckoe, (usnueckoe. Buasl  aesTeabHOCTH
oOydaronMxcsi B BOCIUTATEIbHOM CHUCTEME 00pa30BaTeIbHOM OpraHU3aluu:
MIPOEKTHAs JIEATEIbHOCTh (KaK KOJIJIEKTUBHOE TBOPYECKOE JIEN0), BOJIOHTEPCKas
NeATEIbHOCTh,  y4€OHO-MCCIEOBATENbCKAsI W HAYYHO-MCCIIEIOBATEIbCKAS
JEATENBHOCTD, TI0CYTOBas, TBOPYECKASI U COLMATIBHO-KYJIbTypHas AEATEIbHOCTh U
Ap.

BocrurarenpHblii  TOTEHIMAI  y4eOHO-MCCIEAOBATEILCKOM ¥ HAy4HO-
UCCIICIOBATEIIbCKON  JIEATENIBHOCTH — PEAIIU3YyEeTCs B IIPOLIECCe  Pa3BUTHA
UCCIIEIOBATENLCKON KOMIETEHTHOCTH O0yUaroIuXcsl Ha MPOTSHKEHUH BCETO CPOKa
ux o0yuenuss B  HWHcturyre.  PesynbTarhl  CTyJEHYECKOW  HaydHO-
WCCJIEIOBATENLCKON JIEATEIbHOCTH MPOXOMAST ampoOaIuio B paMKax Hay4YHBIX U
HAyYHO-TIPAKTUYECKUX KOH(pEPEHIUH Pa3IMYHOIO YpOBHS, B T.4. KOH(EpEeHIUH,
OpraHW30BaHHBIX THCTUTYTOM.

CouunanbHO-KyJIbTypHasi W TBOpYECKash JEATEIbHOCTh OOYyYarouIuXcs
peanusyeTcss TpU OpraHu3aldd W TPOBEACHUM 3HAYUMBIX COOBITUH U
MEPOTPUATHN IPaKIaHCKO-NTATPUOTUYECKOH, Hay4YHO-HMCCIIEN0BATENBCKOM,
COITMOKYJIBTYPHOU ¥ (DU3KYJbTYPHO-CIIOPTUBHON  HAMpaBJICHHOCTH. Buabl

TBOp‘IGCKOﬁ ACATCIIBHOCTU o6yqa}oumxc;1 B I/IHCTI/ITYTGZ MyBI::IKaHBHOC
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TBOPYECTBO, XOpeorpaduueckoe TBOPUECTBO, T€ATPAIbHOE TBOPUYECTBO, HAYYHOE
TBOPYECTBO, MEIUANPOEKTHI U JP.

BononTepckas AesTensHOCTh 00YYaIOUINXCs — IIMPOKUN KPYT HaIllpaBICHUN
CO3HMIaTeIbHON NEATEIBbHOCTH, BKIIOYAIOMIUNA pa3inuyHble (OPMBI TPaskIaHCKOTO
yuactus. [lo wHHMIMaThBEe OOy4aromuxcs W TpPU HUX AKTUBHOM Yy4YacTUU B
HNHCTUTYTE OCYIIECTBIIIET CBOKO IEATEIBHOCTh JOOPOBOJIBYECKUN OTPAL «MBbD».

Peanuzanuio PabGoueld mporpamMmbl BOCIHMTaHUS IOMOTaeT 0OOECIEeUuBaTh
B3aMMOJEHCTBUE C pa3jIMYHBIMM COLMAJIbHBIMM HMHCTUTYTaMH, CyOBEKTaMu
BocnuTaHua. Ocob0oe 3HaueHue /I BOCIMTATENBHOIO IIpolecca HMEET
OpraHu3alys MPAKTUYECKOW JEeATENbHOCTH OOYYalOUMXCA C LENbI0 pPa3BUTHS
npo(eCCUOHANBHBIX KOMIETEHIMH B ycloBUsAX MHcTUTyTa M HpO(UIBHBIX
YUPEKICHUN U OpraHU3alnM.

8. OCOBEHHOCTHU OBYYEHHUS UHBAJIM/10B U JIUL C
OI'PAHUYEHHBIMU BO3MOXHOCTAMMU 310POBbSA

B npouecce nzydyeHus: JUCUUIUIMHBL U OCYIECTBIECHUS NPOUEAYP TEKYILEro
KOHTPOJISl YCIIEBAEMOCTH W NPOMEXYTOYHOM aTTecTallid WHBAJIWIOB U JIUI[ C
OTPAHUYECHHBIMH BO3MOXHOCTSIMA 3JI0POBbSI NPUMEHSIOTCS aJalTUPOBAHHBIE
dbopMbl  00yueHHS € YYETOM HMHAUBUAYAJIbHBIX MCUXO(MU3UOIOTUYECKHUX
0COOEHHOCTEH.

OOyueHue Ml C OrPAaHUYEHHBIMH BO3MOXKHOCTSMHM U HMHBAJIHJIOB
OpraHU3yeTCcsi KaK COBMECTHO C JIPYTMMU OOYYAIONIMMHCS Ha JIEKIMOHHBIX H
MPAKTUYECKUX 3aHITHUSIX, TaK U 110 UHIUBUyAIbHOMY yueOHOMY I1aHy. Bo Bpems
MPUEMHON KaMITaHUH, a TAKYKE BO BPEMsI CAa4YM Pa3INYHBIX (DOPM MPOMEKYTOUHOM
U TOCYJAapCTBEHHOM WUTOTrOBOM arrecTanuu B MHCTUTYTE CO3/aHbl HEOOXOIUMBIE
YCIOBHSL I OKa3aHWsl TEXHWYECKOM TIOMOIIM MHBaIUAaM M JIMIAM C
OTPAaHUYECHHBIMU BO3MOXXHOCTSIMU 37I0pPOBbsSl (MPpU HEOOXOJUMOCTU MOXKET OBITh
JOMYILIEHO MPUCYTCTBUE B AayAUTOPUU ACCUCTEHTOB, COMPOBOXKIAIOMIMX JIHII,
cO0aKU-MOBOJBIPSA U T.I1.).

OOyuaromuecs ¢W3 YWCIa HWHBAIMIOB W JIMIl C OTPAaHUYCHHBIMU
BO3MOYKHOCTSIMU 37IOPOBbSI, TIPH HEOOXOJUMOCTH, MOTYT OBITh O0OECIeUeHbI
AJIEKTPOHHBIMU W TI€YaTHBIMH OOpa30BaTEIbHBIMH pECypcaMu C Yy4eTOM UX
WHIUBUIYAIbHBIX TOTpeOHOCTeM. [l peanmuzanmu JOCTYMHOM Cpenbl Tpu
HEOOXOJMMOCTH B y4e€OHOM MpOLECCe MOTYT ObITh 3aJ€MCTBOBAHbBI JIOKyMEHT-
KaMmepa JUIsl YBEIIMYEHUS TEKCTOBBIX (DparMEHTOB W M300pakKeHWUW (Mg JUI] C
HapylIeHUsIMA  3pEHHs]) U  [EPEHOCHAas HWHIAYKIMOHHAas  CHCTEMa s
cnabocnpimamux «Mctok» A2 co BCTPOEHHBIM IIJIEEPOM — 3BYKOBBIM
uH(OpPMATOPOM.

OBC  «YHuBepcuterckas  OWOMMOTEKa  OHJIAWH»  MPEJOCTABIISET
oOyuatommumcst ¢ OB3 (mo 3peHuro) psjg BO3MOXKHOCTEH i1 OOecreueHUs
s dexTrBHOCTH mporiecca oOyuenus. [Ipu ureHum macmTad cTpaHUIBl caiiTa
MOXHO YBEJIIMYUTh C TMOMOIIbIO CIELMATBHOIO 3HAYKa HAa TJABHOM CTpaHUIE.
MOXXHO WCTONB30BaTh TIOJHOIKPAHHBIM PEKUM OTOOPAKEHUS KHUTH WITU
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BKJIFOUYUTH O3BYYMBAaHHE HEMOCPEACTBEHHO C cailiTa mpu MOMOIIM MpOorpamMm
AKpaHHOTO Joctyna (Hampumep, Jaws , «Balabolkay). CkaunBaembie ¢pparMeHTHI B
dbopmare pdf, wumerommue BBICOKOE KA4eCTBO, MOTYT  HCIOJIB30BATHC
TU(IONPOrpaMMaMU ISl  TOJIOCOBOTO  O3BYYMBAHUS TEKCTOB, MOTYT OBIThH
3arpy’KeHbl B TH(QIIOIUIEEPH], a TaKKe CKOMUPOBAaHBI Ha JI000E YCTPOWCTBO st
KOM(pOPTHOTO YTEHHUS.

CepBuc DObC «lluTaTHUK» MOMOTAET MOJIB30BATEII0 WU3BJIECYb IUTATy WU
aBTOMATUYECKH (OPMUPYET KOPPEKTHYIO OUOIMOrpaduyecKyro CChUIKY, YTO
OCOOEHHO aKTYaJIbHO /ISl JIMI] C OFPAHMYEHHBIMU BO3MOXHOCTSIMU M OO0JIer4aeT
MPOILIeCC HAMMKUCAHUSI KypCOBOM WJIM BBIITYCKHON KBAIM(PUKAIMOHHON paOOTHI.

Jlist moAroToBKU K 3aHATHAM oOydarommecs ¢ OB3 (mo 3peHuto) moryt
UCIOJIb30BaTh MOOWIbHOE mnpuiiokenue OBC «Jlanb», mpenHasHaueHHOE IS
O3BYyUMBaHUSI TEKCTa KHUTH. PeXHM [JOCTyma: SJIEKTPOHHBIM, MPUIOKEHHUE
CKayuBaeTcs 00y4arouuMcsl CaMOCTOATENBHO ¢ caiTa e.lanbook.ru, HeoOxogumoe
ycioBue: ObITh 3apeructpupoBaHHbiM B DOBC «Jlanwp». Ucnons3yercs cBOOOIHO
pacrpocTpaHsiemMasl mporpamma dkpaHaoro npocrymna Nvda.

[ToapoOHee 00 opraHu3alu JOCTYITHON Cpelibl CM. COOTBETCTBYIOIIUI
pazzie’ OCHOBHOM NpodheccHOHaIbHON 00pa30BaTENbHONM TPOTPaAMMBI.
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