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1. OBIIUE CBEAEHUA O AUCHUIIJIMHE

1.1. HaumeHoBaHue JUCHMILIMHBI

PaGouass mnporpamma AUCHUILIUMHBI «JlOKyMEHTallUOHHOE oObOecreyeHue
rOCYJIapCTBEHHOTO U HETrOCYJapCTBEHHOTO YMpPaBJICHUS» MpeIHA3HAYCHA JId
OakasiaBpoB (B TOM YHCJE I MHKIIO3UBHOTO OOpa3OBaHUsl MHBAIUOB U JIUIL C
OTPaHUYCHHBIMA BO3MOXHOCTSIMH 3JI0POBbs), OOYYaIOIIMXCS MO HaIpPaBJICHUIO
noaroroBku  46.03.02  «J/lokymMeHTOBe/ileHHE W apXHBOBEICHHE», MPODUIIb
MOJATOTOBKU  «JlOKyMEHTallMOHHOE OOecrieueHre yIpaBieHUs», Ha Kadeape
OnOIMOTEeYHO-MH(GOPMAIIMOHHON NEATEIbHOCTH, NOKYMEHTOBEACHUS U
apxuBoBeJieHUs XabapoOBCKOIO0 TOCYJIapCTBEHHOTO WHCTUTYTa KyJbTYphI, B
COOTBETCTBHHM C (PeiepaIbHbIM IOCYIapPCTBEHHBIM 00pa30BaTeIbHBIM CTAHIAPTOM

BBICIIIETO 00pa3oBaHus, yTB. MpUKa3oM MuHHCTEpCTBA 00pa3oBaHus U Hayku PO
o1 06.03.2015 1. Ne 176.

1.2. MecTo IMCHUILIMHBI B CTPYKTYpe 00pa3oBaTeIbHOM MPOIrPaMMbl

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

N3yuenne JVCLUIUIVHBI «/loKyMeHTallMOHHOE o0ecrnieueHue
rOCy/IapCTBEHHOI'O M HETOCYAAPCTBEHHOTO yIpaBiIeHUs» 0azupyercs Ha 3HAHUSIX,
YMEHUSAX M HaBbIKAX, MOJYYEHHBIX B paMKax OCBOCHUS JUCLHUILIAH
«Opranu3anusi 1 TEXHOJIOTUS TOKYMEHTAlMOHHOT'O 00ECTIEUeHHs! YIIPaBICHUs» U
«Oprasuzanys rocy 1apCTBEHHBIX yupexaeHuil B Poccumny.

JlaHHast TUCHMILIMHA SBJIAETCA 0A30BOM IJIS U3yUEHUS TaKOW JAUCLHUILIMHBI,
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 00y4eHHs 10 IUCHUILIIMHE

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 MYHHIIUIIAIIbHON BIACTH.

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

MYHULIMIIAJbHOU BJIACTH.

B 1enom ycnienrHoe, HO cozepaKaliiee OTAeIbHbIe TPOOEIbI

BJIa/ICHUE YMEHUSIMU IPUMEHEHUsI 3HAHUM CUCTEM OpPIaHOB
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roCyJIapCTBEHHOW U MyHHUIIUTIAJILHOMN BIACTH.

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

DTanOHHLII
YpPOBCHB

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

YcnemHoe 1 IoCne10BaTeNbHOE BIIaACHIE HABBIKAMHU
WCIOJIb30BaHUs 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 CHCTEMATHYECKU
OCYIIECTRIIIEMOE YMEHHE MCIIOIb30BaTh HAYYHbIE METOIBI
MIPU UCCIICTIOBAHUN 00BEKTOB MPO(HECCHOHATLHON
JIEATEILHOCTH.

B mestom yermentnoe, HO He CHCTEMAaTHYECKH BIIAJICHUE
HaBBIKAMH TIPUMEHECHUSI HAYUHBIX METOBI 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 JCSITEIBHOCTH.

B mestom ycrmeninoe, HO cojieprKariiee OTaeIbHbIC MPOOEThI
BJIaJICHUEC HABbIKAMU IPUMCHECHNA HAYYHBIX METOABI IIPU
HCCIIeIOBAaHUH 00BEKTOB IPODECCHOHATBHOMN e TEIbHOCTH.

OTanOHHBII
YpPOBEHb

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

ChopMHpOBaHHOE CHCTEMATHYECKOE YMEHHE HCIOJIb30BaTh
HAy4YHBIE METO/IbI IPU UCCIICOBAHIU OOBEKTOB
podeCCHOHAIBLHOM JIeITeIbHOCTH.

YcnenHoe u mociae[0BaTeIbHOe BIIaICHHE HABBIKAMHU
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 OTIEIbHbBIE MPOOESIHI
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

Hmeer obmmue, HO HE CTPYKTYpPUPOBAHHBIE 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[IOHHOTO 00ecreYeHuns! YIPaBICHUs 1
apXHUBHOTO JieNa.

B nenom ycrennoe, Ho cofepiKaliee OTASIbHbIC IPOOEIb
YMCEHUEC OCYHICCTBIATHL YIPABJICHUC 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 apXHUBHOTO JIeJIa.

OTanOHHBII
YPOBEHb

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

VYcnensoe ¥ nocie10BaTeNIbHOE BIIAJICHHE HABbIKAMU
YIpaBJIeHUS TCHICHIUSIME Pa3BUTHA HHPOPMAIMOHHO-
JIOKYMEHTAIIHOHHOT'O 00CSCIICYCHHUS YIIPABICHHS U
ApPXMBHOTO Jiefa.

IK-19

CriocoOHOCTB
HCIIONB30BATh
npaBuia
[IOJATOTOBKH
YOPABICHYECKUX
JIOKYMEHTOB U
BEJCHUS JCI0BOM
MEePEIUCKH

IToporosebrit
YPOBEHb

Nmeet o0mmne, HO HE CTPYKTYpUPOBAHHbIC 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 MPaBHUIIAX MOATOTOBKHU YIPaBICHYECKUX
JIOKYMEHTOB U BEJICHUS 1€J0BON NEPEIUCKHU.

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

B mestom ycmemHoe, HO cofieprkaliiee OTAEIbHbBIE TPOOEIIBI
BJIaJICHIE HABBIKAMH HCIIOJIB30BAHUS 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 v mocieI0BaTeNIbHOS BIaICHUE 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 apXUBHBIMHU JOKYMEHTaMH.

B nenom ycnemrHoe, HO He CHCTEMaTHIECKH
OCYIIECTBIIIEMOE YMEHHE HCIIONb30BaTh IPABMIIA
OpTaHM3aIMH BCEX ITANOB PAOOTHI C TOKyMEHTaMH, 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 JOKYMCHTaAMMU.

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

B 11e110M ycmeniHoe, Ho cofiepaKaliiee OTaelIbHbIe TPOOEIhI
BJIaJICHUE HABBIKAMH HCIOJIb30BAHUS [TPABUII OPraHU3aIid
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 YHUCJI€ APXUBHBIMH JOKYMEHTaMHU.

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

I1K-26

Bnanenue
HaBBIKAMU
00paboTku
JIOKYMEHTOB Ha BCEX
aTanax
JIOKyMEHTO000pOTa,
CHUCTEMaTH3aI1H,
COCTaBJICHUS
HOMEHKJIATYPBI JeJT

IToporosebrit
YPOBEHb

Hmeet obmmue, HO HE CTPYKTYpUPOBAHHbBIE 3HAHUS 00
00paboTKe TOKYMEHTOB Ha BCEX 3Tarax J0KyMEHTO000poTa,
CHCTeMaTH3aliH, COCTAaBICHUN HOMEHKJIATYPBI A€

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

B 1en0M ycnenHoe, HO He CUCTEMaTH4ECKOE BJlaJIeHHE
HaBbIKaMU 00pabOTKU JOKyMEHTOB Ha BCEX Tarax
JIOKyMEHTO0000pOTa, CUCTEMATH3AIIMH ¥ COCTABIICHUS
HOMEHKJIATYPBI JIell.

CranpapTHbIf
YpOBEHB

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

B nentom ycrmeninoe, HO coepikaliee OTACIbHBIC TPOOEIIbI
yMeHue 00pabaThiBaTh JOKYMEHTHI HA BCEX dTamax
JIOKYMEHTO000POTa, CHCTEMATH3UPOBATh M COCTABJISATH
HOMEHKJIATYPY HeJI.

B 11e510M ycrienHoe, Ho cofeprkaliee OTAeIbHbIC MPOOCIIBI
BJIaJICHHE HAaBBIKAMU 00PabOTKH JOKYMEHTOB Ha BCEX 3Tarax
JIOKYMEHTO000POTa, CHCTEMATH3AIIMH U COCTABIICHHSI
HOMEHKJIATYPBI JeIl.

OTanOHHBIN
YpOBEHb

ChopmupoBaHHBIE cCHCTEMaTHYECKHE 3HaHUS 00 00paboTke
JIOKyMEHTOB Ha BCEX JTalax J0KyMeHT0000poTa,
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 dTarax JJOKyMEHTO000poTa,
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 HOPMAaTUBHO-METOIUYCCKO Oa3bl
HHPOPMAINOHHO-IOKYMEHTAIIIOHHOTO 00eCIICUeHUs
YIPaBICHUS U apXUBHOTO JIej1a, MPABOBO 0a3bl CMEKHBIX
obacTei.

B 11e710M ycrienHoe, HoO He CHCTeMAaTHYECKH
OCYIIECTBISIEMOE YMEHHE HCIIOIB30BaATh 3aKOHOIATEIbHY O
U HOPMaTHUBHO-METOIUIECKYI0 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()OPMAIMOHHO-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 MHDOPMAHOHHO-OKYMEHTAIIMOHHOTO 00eCIeYeHUsI
YIPABICHUS U APXUBHOTO JIeJ1a, PABOBOI 0a3bl CMEIKHBIX
obiacTei.

B 1iestom ycmeriHoe, Ho coepikaIiee OTAeIbHbIC MPOOEIIbI
BJIaJICHHS YMECHHUSIMH HUCIIOIh30BATh 3aKOHOIATECIBHYIO U
HOPMATHUBHO-METOMYCCKYIO 0a3y HH(POPMAIHOHHO-
JIOKYMEHTAITHOHHOT'O 00CCIICYCHHUS YIIPABICHUS U
ApPXUBHOTO JIeJIa, OPUCHTHPOBATHCS B MPABOii 0a3¢ CMEKHBIX
o0JracTei.

B 11e110M ycmenHoe, Ho cofiepaKaliiee OTaelIbHbIe TPOOEIhI
BJIaJICHUE HABBIKAMU MPUMEHSITh 3aKOHOIATEbHYIO U
HOPMATHBHO-METOJMYECKYIO0 0a3y HH(POPMAIIMOHHO-
JIOKyMEHTAI[IOHHOTO 00eCIeYeHHUs YIIPABICHUS U
apXHMBHOTO Jel1a, OPUSHTALIMH B MPABOi 0a3¢ CMEKHBIX
o0JtacTeid.

OTanOHHBII
YPOBEHb

CdopmMupoBaHHbIE CHCTEMATU3UPOBAHHBIE 3HAHUS
3aKOHOATEIHLHON U HOPMATHBHO-METOINIECKON Oa3bl
“H(POPMAIMOHHO-A0KYMEHTAIMOHHOTO 00eCcTIeueHus
YIPAaBJICHUS ¥ aPXUBHOI'O JIENa, TIPABOBOI 0a3bl CMEKHBIX
oOacTei.

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

YcnenrHoe u OCiIeI0BaTeNFHOE BIaJCHIE HABBIKAMHU
MIPUMEHSTH 3aKOHOIATENbHYIO0 U HOPMaTHUBHO-
METOAMYECKYI0 6a3y HH(OPMAIIHOHHO-T0KYMEHTAIIHOHHOTO
obecrieueHusl yIpaBJIeHUsI U ApXUBHOTO JIeJia, OPUCHTAINN B
mpaBoi 0a3e CMEXHBIX 00JacTeH.




2. OPbEM U COJAEPKAHUE JUCIIUITJINHBI

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
- NPOMENCYMOUHBI KOHMPOAb (NO020MOBKA K IK3AMEHY U 13 3,4
3auémy)
Oo0mast Tpy10€eMKOCTh:
(Bcero 3a4. e1./k0J1-Bo 4acoB no ®I'OC) 71252 3,4
Bua mpoMe:KyTOUHO# 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
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«/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