[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHbopmaums o Bnagenbue:

®NO: PromwmHa Enena BﬂaJJ,MMMpOBHaM%HgHCTe CTBO KVIIb
LlomkHocTb: U.0. fexaHa HGopMauMoHHO-b1OIMOTEYHOrO (aKybTeTa

rypsl Poccurickon ®@enepanun

[laTa nonnmcammdﬁ)ﬂ@@@%ﬂ@g rocyaapCTB€HHOC fIOI[)KeTHOG 06pa30BaTeanoe YUPCIKACHUEC
YHMKANbHbI NPOrPaMMHBIA KNHOY: BBICIIICTO 06pa30BaHI/I$[

e81ae556189b 3907227 RSP EHOITAPCK M TO

CYJAPCTBEHHBII HHCTUTYT

KYJbTYPbI»

NudopmarnimoHHO-0MOMOTEeYHBIH (PaKyIbTeT
Kadenpa nokyMeHTOBEICHHS ¥ POSKTHOMN JACSITCIBHOCTH

YTBEPXJIAIO
3aB. xadeapoit
JOKYMEHTOBE/ICHHS
Y TIPOEKTHOM
JeSTeNIbHOCTH

H.B. 3unoBreBa %

28 suBaps 2019 r.

PABOYASI [IPOTPAMMA
YYEBHOI TUCHUATUIMHBI (MOIYJIS)

b1.5.21 lokyMeHTALIMOHHOE 00ecevYeHne eI TeJIbHOCTH HEroCy1apCTBEeHHbIX

np

Hampasnenuss 46.03.02 JlokyMeHT
IOArOTOBKHU ACJIOIMPOU3BOJACTBA B
(mpodpun): CaMOYTIpaBJICHUS )

dopma 00yueHUs — OUHas, 3a0UHas

Kpa

eANpUATHI

OBEJCHUE u apXHUBOBEJICHHE (Opranuzanus
opraHax TrOCyJapCTBEHHOM BJIAaCTH M MECTHOTO

caogap 2019



Pabouas mnporpamMma yueOHON IMCHUIUIMHBI pa3paboTaHa B COOTBETCTBUH C
tpedoBanusiMu PI'OC BO mno HanpaBieHUIO MOATrOTOBKU (cneyuanvrocmu) 46.03.02 —
JIOKYMEHTOBE/ICHUE M apXUBOBEACHHME, YTBEPXKIEHHBIM TNpuUKa3oM MuUHHUCTEpCTBA
oOpazoBanus u Hayku Poccuiickoit @eneparnuu ot 06 mapta 2015 roxa, npukas Ne 176 u
OCHOBHOM 00pa30BaTeIbHON MPOTPAMMON.

Penen3zeHTnI:

JIOKTOp 1enarornyecKkux Hayk,
npodeccop kadeapsl OUOIMOTEUHO-
oubmmorpaduuecKkon esTeIbHOCTH H.JIL. T'onyGeBa

['maBHBIN cienHanuCT OTAEIA TPABOBOM, OPTaHU3ALUOHHON
U KaJIpoBoii paboThl JlemapramMmenTa 00pa3oBaHus
aagmuaucTpauuu MO r. KpacHonap T.A. KynukoBa

CocraBurein:
Prommmna E.B., kanxa. men. Hayk, JOLEHT Kadepbl TOKYMEHTOBEACHHUS U IMPOECKTHON
NEeATEIbHOCTH

Pabouas mporpamma y4eOHOM AMCHMIUIMHBI PACCMOTPEHA U YTBEP)K/I€HA Ha 3aceIaHUU

Kadeapbl TOKYMEHTOBEEHUS U TTPOCKTHOM fearesibHocTH 28 ssHBapst 2019r., mpotokos No
6.

Pabouass mporpamma yueOHOM AMCUMITIMHBI «JlOKyMEHTAIlMOHHOE OOecredeHne
JESITeIbHOCTH HETOCYAApCTBEHHBIX MPEANPUSATHI» O0J00peHa M PEeKOMEHIOBaHA K
HCIIOJIb30BaHUI0 B Y4eOHOM Ipouecce YueOHo-meToauueckum coBetoM OI'BOY BO
«KTUK» «15» deBpans 2019 r., mporokoin Ne 6.

© Prommmna E.B., 2019

© OI'BOY BO «KI'MK», 2019



Conep:xanue

1. llenu u 3a7a4m OCBOCHUS JUCLHMILIMHBI
2. Mecro pucuuminnsl B ctpykrype OIIOIT BO
3. TpeboBaHus K pe3yabTaTaM OCBOCHUS COACPKAHUS JUCIUTLIHbI
4. CTpyKTypa U COiep>KaHUE U AUCIUTIIIUHBI
4.1. CtpyKTypa AUCUUILIUHBI:

4.2. TemaTu4ecKui MaaH OCBOCHUSI IMCUUILIMHBI 10 BUJIaM y4eOHOH
NeSATEIbHOCTH U BUJIBI CAMOCTOATENBHOMN (BHEAYTUTOPHOMN ) pabOThI

5. O6pa3zoBaTeabHbIe TEXHOJIOTHH

6. OHCHO‘IHBIC cpeactBa AJjis1 TCEKYIICrO KOHTPOJIA YCIIEBACMOCTH H
HpOMC)KYTO‘IHOﬁ aTrTeCTalumn:

6.1. KoHTpoJIb OCBOEHUS JUCHUILIUHBI
6.2. O1LleHOYHBIE CPECTBA

7. YuebHO-MeToAn4ecKoe M WH(GOPMAIIMOHHO OOECTICUCHHE IUCIUILIMHBI
(Momymst)

7.1. OcHOBHas IUTEpaTypa
7.2. lonionHUTENbHAS IUTEPATYpA
7.3. Ilepuoanyeckue U3aaHus
7.4. InTepHET-peCcypChl
7.5. Meronnyeckue yKa3aHusi 1 MaTepUabl 110 BUAAM 3aHATUI
7.6. IIporpammHOe oOecrieueHue
8. MaTepualibHO-TEXHHYECKOE 00ecieueHne TUCIUIIITUHBI (MOAYJIs)

9. lonosmmHeHUs M UI3MEHEHHSI K paboyeil mporpamMme yaeOHOM JUCIUTUTAHBI
(Momyst)



1. HEJIM X 3AJAYU OCBOEHUSA JUCIHUITJIMHbI

Hean ocBOEHUS TUCHUIUIMHBI (MOJYJIs):
- MPUOOPETEHHE CTYJACHTAMHU TEOPETUUECKUX U MPAKTUUECKUX 3HAHUHN K 0(DOPMIICHUIO
U COCTAaBJCHHUIO OPTaHU3AIMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB Kak 0a30BOMY
MIPOIIECCY B PeaIM3aIliy BCEX YNPABICHYECKUX (DYHKITHMA.

3agaum:

- MoJApoOHO PacCMOTPETh TPOIECC AOKYMEHTOOOOpOTa  HErocyaapCTBEHHBIX
OpraHU3aliiA, BKIIOYAIONINNA COBPEMEHHBIC TPeOOBAaHUS K COCTABJICHUIO M O(POPMIICHHUIO
YOpaBICHUYCCKUX  (OpPraHU3aIMOHHO-PACTIOPSIUTEIBHBIX)  JOKYMEHTOB,  JBHKCHHUE
JOKYMEHTOB, WX 00pa0OTKa C MOMEHTa TOJIYYCHHS WM CO3JIaHUS JO 3aBEPIICHUS
WCITOJTHCHHMSI, OTIIPAaBKa aJpecary, KOHTPOJIb UCIIOJIHCHHS 1 C/1ada Ha XpaHEHHE, a TaK ke
0COOEHHOCTH pabOTHI C KaJPOBBIMU JJOKYMEHTAMU

2. MECTO JUCHUMIIVIMHBI B CTPYKTYPE OIIOII BO

[Iporpamma yuyeOHON JUCHHUILUIMHBI «J|OKyMEHTAIIMOHHOE 00ECIICUCHHE YITPABICHUS
HEroCyJapCTBEHHBIX MPEINPUATHI ABIISeTCS cocTaBHOM yacThio OOII, oOecrieunBaroneit
peanuzanuto OI'OC.

[Tockonbky nmanHas y4yeOHas AMCHMIUIMHA HalpaBlieHa Ha (QOpPMUPOBAHUE Y
CTYJICHTOB TEOPETUYECKUX 3HAHUW M MPAKTUYECKUX MPOPECCUOHAIBHBIX YMEHHH, IO
HanpaBieHu0 noArotoBku 46.03.02 J[OKyMEHTOBEIEHHE M apXHUBOBEIAEHUE, KypC
onupaercss Ha TnonoxeHus «JlokyMeHToBeneHus», «OpraHusamus ¢W TEXHOJOTHS
JIOKYMEHTAIIMOHHOTO O0ECIeUCHUs YIIPABICHUS» U CIIYKUT TEOPETUUECKON OCHOBOM st
W3ydeHus Jpyrux aucuuiuinH.  Kypc maer 3HaHWE CYIIHOCTH JIEJIONPOU3BOJICTBA
HETOCYJapCTBEHHBIX OPTaHU3ALINM, UTO UCTIOJIB3YETCS B MOCHEAYIOIINX TACIUIIIINHAX.

3. TPEBOBAHMSI K PE3VJLTATAM OCBOEHUSI COJEPKAHUS
T CHUTIIAHBI

[Ipouiecc wW3yuyeHUs AUCIHUIUIMHBI HampaBieH Ha (HOpMUPOBAHHE DJIEMEHTOB
cienyromux kommnereHud B cooTBeTcTBUU ¢ PI'OC BO mo maHHOMY HaIpaBiICHUIO
MOJITOTOBKH (CIIEIIUAIBLHOCTH):

a) 001eKyabTypHbIX (OK)

CIOCOOHOCTBIO UCTOJIB30BaTh OCHOBBI S KOHOMUYECKHUX 3HAHUH B Pa3TUYHBIX cepax
nestenbHocTH (OK-3);

0) npodeccuonanbubix (IIK)

BIAJCHUEM TIPUHIIMIIAMA W METOJAMH YIOPSJIOYCHHUSI COCTaBa JIOKYMEHTOB U
nHdopmanmonHsix nokazarenei (I1K-43);

BJIAJICHUEM HaBbIKAMH ONTHUMH3AlIMU COCTaBa JOKYMEHTOB M WH(OPMAIMOHHBIX
MMOTOKOB, cokpaiieHus ux konudectsa (I1K-48);

CIIOCOOHOCTBIO COBEPIICHCTBOBATH JIOKYMEHTAIMOHHOE OOECIICUeHHEe YIPaBICHHS
(ITK-50);



B pE3YIbTAaTC OCBOCHUS AVCHUIIIINHBI O6y‘IaIOH.II/IeC$[ JOJIDKHBI

3name:

-COJIEpKaHUE 3aKOHOJATEIIbHBIX M HOPMATUBHO-METOJUYECKUX JOKYMEHTOB IO
OpraHu3alMi JTIOKYMEHTAI[MOHHOTO OOECMEYCHUs] YMPABICHUS  HETOCYJIapCTBEHHBIX
IIPEAIPUATHN;

-OCHOBHBIE TpeOoBaHUS K OQGOPMIICHUIO YIPABICHYECKUX (OpraHU3aI[MOHHO-
pacropsIuTEIbHbBIX ) IOKYMEHTOB.

YmMmerh:

- ohopMIIATH YIIPABICHUECKYIO JOKYMEHTAIIHUIO;

-TI0JIb30BaThCS YHU(UIIMPOBAHHBIMU JOKYMEHTAMH.

Baaners:

- 3HaHUSIMH O CTPYKTYpe U OpraHu3aluud CIyX0 JeJONpOU3BOJACTBA
HETOCYJaPCTBEHHBIX MPEANPUATHI;

- 3HAHUSAMU O BEJICHUU JICJIONPOM3BOJICTBA B HETOCYIAPCTBEHHOM IPENPUATHH;

- 3HAHUSAMH 00 OCHOBHBIX HAMPABJICHHUSAX M METOJaX COBEPIICHCTBOBAHUS PaOOTHI
JOKYMEHTAIIMOHHOTO 00eCTIeUeHUs yIIpaBIeHUs HETOCYIaPCTBEHHOTO TIPESATIPHUATHA.

4. CTPYKTYPA U COAEP KAHUE JNCHUIIJINHBI
4.1. CTpyKTypa IMCHUIIHHBI

OO6mas Tpy10€eMKOCTh JUCHUIUIUHBI COCTABIACT 4 3a4eTHBIX eauHullbl (144 yaca).

Buasl yueoHoi DOopMBbI TEKYIIETO
8| paboTsl, BKIHOYAS KOHTPOJIS
3 § CaMOCTOSTENIbHYIO |  YCIIEBAEMOCTH (10
No Pasnen 3 2| paboTy cTyneHTOB HeoesM
n/ = | 2| U TpYyIOEMKOCTH cemecmpa)
U CHUTUIHBI o | B
i @) S (B yacax) dopma
2 JI | n C MIPOMEKYTOUHOU
3| P aTTeCcTalluu (no
cemecmpam)
1 BBenenne 4 2 2 6
2 | Knaccudukarus 4 2 2 6
HEroCcyAapCTBEHHBIX
OpraHu3alun
3 | HopmaTtuBHO-1IpaBoBast 4 4 4 6
0a3a HerocyAapCTBEHHBIX
OpraHu3aIun
4 | Opraau3aioHHO 4 4 4 6
pacnopsiiuTeIbHbIe
JIOKYMEHTBI




HEroCyJ1apCTBEHHBIX
OpraHu3aIun
5 | HokymenTtsl mno  yuery | 4 4 |4 6
KaJIpOB B
HEroCyJ1apCTBEHHBIX
OpraHu3alusIX
6 | IIpaBuia coctaBieHuUs 1 4 2 2 6
ohopmieHUs
JIOBEPEHHOCTHU
HETOCYIapCTBEHHOM
OpraHu3aluu
7 | IlpaBuna cocraBneHuss u| 5 4 4 3
odopMIIEHHUS TOTOBOPA
8 | JlokymMeHTBI 1O  yuery | 5 2 2 3
OCHOBHBIX  CpEICTB U
MaTepuajioB
9 | HckoBble 3asBIEHUS | 5 2 2 3
HEroCy1apCTBEHHBIX
OpraHu3anun
I |.JloKyMEHTBI O COXpaHEHUHU | S 2 2 1
0 | KoMMepUYECKOH TallHbI
1 | JIoKyMEeHTBI CTPOUTENbHBIX | 5 4 4 2
1 | HETOCYAAPCTBEHHBIX
OpraHu3aIun
1 | JJoxymMeHTHI TOPIOBBIX | 5 2 2 1 | skx3ameH
2 | HErocyJJapCTBEHHBIX
OpraHu3aIun
BCEro 34 34 49 | 29
Jlna O30
Buaer yueoHoi DOopMBbI TEKYIIETO
8| paboTsl, BKIHOYAS KOHTPOJIS
3 § CaMOCTOSTENIbHYIO |  YCIIEBAEMOCTH (10
No Pasnen 3 2| paboTy cTyneHTOB HeoeAM
n/ = | 2| U TpYyIOEMKOCTb cemecmpa)
T CHUTUTUHBI o | B
T O o (B yacax) dopma
E JI | N C MIPOMEKYTOUHOU
3| P aTTeCTalluu (no
cemecmpam)
1 BBenenne 4 1 1




Knaccudukanus
HETrOCyJapCTBEHHBIX
OpraHu3aIun

O -

HopmatusHo-nipaBoBas
0a3a HerocyAapCTBEHHBIX
OpraHM3alun

O -

OpraHu3aloHHO
pacnopsiAuTEIbHbIC
JIOKYMEHTBI
HETOCYJapCTBEHHBIX
OpraHu3aIun

[S—

JIOKyMeHTBI 110  y4eTy
KaJIpoB B
HEroCyJ1apCTBEHHBIX
OpraHM3aLHIX

O -

[IpaBuiia cocraBieHus u
ohopmieHUs
JIOBEPEHHOCTHU
HETOCYIapCTBEHHOM
OpraHM3aluu

[S—

3a4€T

[IpaBuna cocraBieHus U
ohopMIICHHUS JOTOBOpa

JIOKyMEeHTBI IO  y4eTy
OCHOBHBIX  CpEICTB U
MaTepUaIIOB

O =IO =

HckoBbie 3asBJICHUS
HEroCy/1apCTBEHHBIX
OpraHu3anun

. JJOKyMEHTBI O COXpaHEHUU
KOMMEPYECKOW TalHbI

[E—

p—np—nO;—m

JIOKYMEHTBI CTPOUTEIBHBIX
HEroCy/1apCTBEHHBIX
OpraHu3alun

N —

JIOKyMeHTBI TOPrOBBIX
HEroCyJ1apCTBEHHBIX
OpraHu3aIun

9K3aMCH

BCEro

10
9

27

4.2. TemaTrnueckmii IIIaH OCBOCHHUSl JHCHHUILIMHBI

AeITEJILHOCTH U BBl CAMOCTOSAITE/IbHOM (BHEAYIUTOPHOM) padoThI

Mo BHIAM Yy4eOHOH

HauMmeHoBaHUue
pas3esioB U TeM

Conepxxkanue yueOHOr0 MaTepuaJia
(TeMbl, IepeYeHb PACKPbIBAEMbIX BOIIPOCOB):

O0Be

DopMmu-
pyembie

7




JIEKIIUH, PAKTHYECKUE 3aHATHS (CEMUHAPBI), | 4YacoB | KOMIIe-
WHAUBUAYAJIbHbIE 3aHATHS, CAMOCTOSAATeIbHASA | /3.e. | TeHUUH
padora o0yyarommxcsi, Kypcosasi padbora (o
TeMe)
1 2 3 4
S cemectp
Paspean 1. Beenenne
Tema 1.1. Jlexmu: OCHOBHBIE TIIOHATUS JOUCILMUILINHEL. OK-3
BBenenue Hcropus pa3BUTHSA JIOKYMEHTAIMOHHOT O 1IK-43
obecnieueHuss ynpasieHus. CTpykrypa Kypca. 5 1IK-48
Mecto Kypca cpenu JTUCIUTLIIAH 1IK-50
JOKYMEHTOBEAUYECKOro mukina. Jlureparypa 1o
KYpCy.
[IpakTuueckue 3aHsTUs (CEMHUHAPHI): 2
CamocrosTenbHas pabota: M3ydenue yueOHOTO
Marepuana 5
Paspnean 2. Knaccudukanus Herocy1apcTBeHHbIX OpraHu3alui
Tema 2.1 Jlekimu: Ilonsatus UII, OO0, AO, 3A0 u np. OK-3
Knaccudpukanus | Otauunst popm HerocynapCTBEHHBIX OpraHU3alUM. 1IK-43
HerocynapctBeHH | [lopsgok popmupoBaHust yCTaBHOTO KamuTaia. 2 1IK-48
bIX Opranuzanuii | Macmrad  opranuzanuu. I[lopsimoxk  BeaeHus 1IK-50
Oyxranrepckoil oTueTHOCTU. HanmoroBbie JAbroThl U
OTYHCJICHHUSI.
[IpakTuyeckue 3aHATHUS (ceMuHapb!I)
JOKYMEHTHPOBAHUE IpOLIEAYPHI CO3/IaHUs
KOMMEPUYECKUX M HEKOMMEPYECKUX OpraHu3alui.
XapaKkTepuCTHKa KOMILJIEKCa JOKYMEHTOB, 5
COIPOBOXKIAIOIINX  CO3/IaHUE  KOMMEPYECKUX
opranuzauui, xonguHros u @Il Awnamus
JOKYMEHTOB, COITPOBOXKIAFOIIUX CO3/J1aHuE
HEKOMMEPYECKON OpraHu3aluu
CamocrosTenbHas pabota M3ydenue yueOHOro 5
Marepualia
Pa3znen 3 HopmatuBHo-1paBoBasi 0a3a HEroCy/1apCTBEHHBIX OpraHu3aluil.
Tema 3.1 Jlexmu: Poccuiickoe 3aKOHOJIaTEILCTBO, 2 OK-3
HopmartusHo- periameHTrupyomee chepy NEeATEIIbHOCTH 2 1IK-43
npaBoBast 0aza HETOCYApCTBEHHBIX  opraHmsaumi.  IIpaBuiia 1IK-48
HETOCYIAPCTBEHH | pETUCTPAllMM  HETOCYAAPCTBEHHBIX OPTraHU3ALMM. 1IK-50

bIX OPTaHU3ALUM.

OCHOBHBIE  HOPMaTHUBHO-IIPABOBbIE
HErOCy1apCTBEHHBIX OPraHU3ALMM.

JIOKYMEHTBI




[IpakTUyeckre 3aHiITUsi (CeMHHAphl): MpaBoOBas
periaMeHTaIus JeJI0NPOU3BOICTRA
HETOCYJApCTBEHHBIX OpraHU3alIHil.

CamocTtosaTtenbHas padbora M3yuenue yueOHOTrO
marepuaia

Tema 3.2. Jlekmu: OOmue  MOJOXKEHUST  MHCTPYKIUU. | 2 OK-3
Nuctpykius no | Opranuzanust pa3paboTKu MPOEKTa HOMEHKIIATYPHI | 2 1IK-43
JEJOMPOU3BOACT | men kommanuu. OpraHu3zaius pa3padoTKu MPOEKTOB | 5 1IK-48
BY tabens Gpopm 1IK-50
HETOCYJapCTBEHH | TOKyMEHTOB U  anmbOomMa (GopM JTOKYMEHTOB.
oM Opranusainust J0KyMeHTooOopoTa. TpeOoBaHusA K
KOMIIaHUU: MOATOTOBKE MPOEKTOB JOKYMEHTOB. Opranuzaius
(GyHKIIMOHATBFHOE | KOHTPOJIS MCIIOJIHEHHS TOKYMEHTOB. OpraHuzaius
Ha3HAYEHUE U XpaHEHUs  JIOKYMEHTOB:  (OpPMHUpOBaHHE U
0COOCHHOCTH odopmiIcHHE nen, 3aKOHYEHHBIX
pa3paboTKu JIETIONIPOU3BOJICTBOM;  TIOPSIIOK  OOpaiieHus ¢

JTOKYMEHTaMH, COCTOSIIMMH Ha ONEPaTUBHOM

XpaHEHUHU; MOJrOTOBKAa JOKYMEHTOB K Iepeaade B

apXuB KOMIIaHUU; AKCHEPTU3a  ILIEHHOCTH

JIOKYMEHTOB; Tepefaya U MNpUeM JTOKYMEHTOB Ha

XpaHEHHEe B apXWB; TMOPSJOK OOpalleHus ¢

JIOKYMEHTaMHU,

COCTOSIIIMMU Ha XPaHEHUU B apXHUBE KOMIIAHWH;

NOPSIAOK Tepefadyr JIOKYMEHTOB Ha IOCTOSIHHOE

XpaHEHUe.

[IpakTyeckre 3aHATHS  (CEMUHAp): peIlIeHUE

CUTYallMOHHBIX 3a]1a4

CamocrosTenbHas paboTa M3yuenue yueOHOTO

MaTepuaia
Pa3nen 4 Opranu3aiuoHHO PACTIOPSAUTENbHbIE TOKYMEHThI HEroCyJapCTBEHHBIX
OpraHu3anun
Tema 4.1. Jlekimu: CocTaBieHue ycTaBa OpraHu3aluu. OK-3

Ilonoxxenne o  moapasgenenuu.  llratHoe 1IK-43
OpranuzanuoHHO | pacnucanue.  PacnopsauTenbHble  JOKYMEHTBI 1IK-48
pacnopsiANTENbHBI| HETOCYIAPCTBEHHBIX OPraHU3aLIHM. 1IK-50
€ IOKyMEHTBI [IpakTHyecKue 3aHSATUS (ceMuHaphI): 2
HEroCcyl1apCTBeHH | JlIOKyMeHTalluOHHOE OO0EeCleUYeHUe IOATOTOBKH H 5
BIX OpraHu3alMii | mpoBeleHUs OOHMX  COOpaHMil  aKIMOHEPOB, 5

Y4aCTHUKOB oO11ecTBa. JlokyMeHTHpOBaHUE

NS TENbHOCTU COBETa JTUPEKTOPOB.

JIOKyMEeHTHUpOBaHHE  JACSATENBHOCTH  ammapara

yIpaBJICHUS 0O0111eCTB, POU3BOICTBEHHBIX

KOOTIEpATUBOB, XOJAUHTOB, DI’




CamocTtosaTtenbHas pabora M3yuenue yueOHOTO

Marepuasa
Tema 4.2. Jlekiuu: Yupexaenue © TrocyAapCTBEHHAs 2 OK-3
JIOKyMEHTHPOBAH | perucTpanus aKIIMOHEPHBIX OOIIIeCTB. 2 1IK-43
ne CO3HaHus | YUPEOUTENbHBIM JIOrOBOpP. YCTaB aKIMOHEPHOTO 5 1IK-48
AKIIMOHEPHBIX obmiectBa. IIporokon yupeauTenbHOro coOpaHusl. 1IK-50
o011ecTB 3asBIICHHE YUpEIUTENICH O peructpanuu. Buecenue

B ['OCyapCTBEHHBIN pEECTP HOPUANYECKUX JIUII.

OI'PH.

[IpakTyeckre 3aHsATUs (CEMUHApPhI): pPEIICHUE

CUTYallMOHHBIX 3a]1a4

CamocTosTenbHas pabora: M3yuenue yuebHOTO

Marepuala
Pa3zpnen S. JIOKYMEHTBI 10 YYETY KaJpOB B HErOCYJaPCTBEHHBIX OPTraHU3aLIMIX.
Tema 5.1. Jlexkuuu: CoctaBieHue pe3tome couckarTesss. AHKeTa OK-3
JIOKyMEHTBI 1O | COTpyAHHKA HETOCYJIapCTBEHHOM OpraHu3aluu. 1IK-43
yuyery KkanpoB B | IIpaBuia COCTaBJICHUS aBTOOMOTpaduu. 1IK-48
HerocynapctBeHH | OdbopmieHue 3asBICHHS O TpuUeMe Ha paloTy. 2 1IK-50
BIX CocraBnenue TpyaoBoro aoroBopa. OdopmieHue 2
OpraHu3alusX. JMYHOM KapTOUYKU COTPYIHHKA. 5

[TpakTHyeckue 3aHsITUs (CEMUHAPHL): PEIICHUE

CUTYallMOHHBIX 3a]1ay.

CamocrosTenbHas pabota M3ydenne yueOHOTro

Marepualia
Pasznea 6. [IpaBuna coctaBiaeHuss U 0QOpPMIIEHUS JOBEPEHHOCTH HETOCYJapCTBEHHOMN
OpraHHU3aLHH.
Tema 6.1. Jlekiuu:  OOmme mpaBujia  COCTaBIICHHS U OK-3
[TpaBuna obopMIICHUSI  JTOBEPEHHOCTEH. CnyxeOHble 1IK-43
COCTaBJICHUS U | 1OBEpEeHHOCTH. JINUHBIE JOBEPEHHOCTH. 2 TIK-48
odopmiIeHUs [IpakTyeckue 3aHITUS (CEMHUHAPKI): PEIICHUE 2 1IK-50
JIOBEPEHHOCTH CHUTYallMOHHBIX 3a]1a4 2
HerocyAaapcTBeHH | CamocrtostenpHas padoTa: M3ydenue yueOHOTo
OM OpraHu3aluu. | marepuaia
Paznmen 7. [IpaBuna cocraBienus u 0(hOpMIICHUS TOTOBOPA.
Tema 7.1. Jlekiuu:  OOmme mpaBuUjia  COCTaBIICHUS U OK-3
[TpaBuna obopmiieHUsT  JIOTOBOPOB.  Buasl  10TOBOPOB. 2 1IK-43
cocraBiieHuss U | JoroBop apenapl. [JoroBop mopydenwus. Jlorosop 2 1IK-48
odopmiIeHUs MOCTaBKU.  THUIIOBOM  JOrOBOp O  TOJHOM 2 1IK-50
JOTOBOpA. MaTepUaJIbHON OTBETCTBEHHOCTH.
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[IpakTrueckue 3aHaTus (CEMUHAD): PELIICHUE
CHUTYaIIMOHHBIX 33/1a4

CamocTtosaTtenbHas pabora: M3yuenue yuebHoro
Marepuaia

Pa3znea 8. JIOKYMEHTBI 110 yYE€TY OCHOBHBIX CPEICTB U MAaT€pUAIIOB
Tema 8.1. Jlexkimmu: Aktel. Haknanueie. Kaprouku yuera. OK-3
JlokymeHThl 110 | [IpakTuyecKkue 3aaHus (CEMUHAP): PEILCHUE 2 1IK-43
YYETy OCHOBHBIX | CHTYallMOHHBIX 337124 4 1IK-48
CpCACTB 1 | CamocTosTenbHasd padoTa: M3yuenue yueOHOTO 2 TIK-50
MaTCpHajIoB Marepuasa
Paznen 9. M ckoBbI€ 3asIBJICHUSI HETOCYJAPCTBEHHBIX OPraHU3aLN.
Tema 9.1. | Jlekimu: OOmmMe TpaBUJa  COCTABICHUS U OK-3
Hckosbie obopmiIeHUST  HMCKOBBIX  3asBiieHH. HckoBoe 1IK-43
3asBJICHUS 3asBJICHUE O BO3MEIECHUH YIEepOa, MPUUUHEHHOTO 1IK-48
HErOCyJapCTBEHH | pAOOTHUKOM  TpPU  HUCIOJHEHUH  TPYJIOBBIX 1IK-50
BIX OpraHu3anuii. | o0s3anHocTel. MickoBoe 3asiBieHHE O BO3MEIICHUU 2
BpeJla, TPUUMHEHHOTO MOBPEKICHUEM 3I0POBBSI. é
[IpakTryeckue 3a1aHus (CeMUHAP): pelIeHUE
CUTYAIlMOHHBIX 3a]1a4
CamocrosiTenbHas padota: M3yuenue yueOHOTo
MaTepuaia
Paspnen 10. JIOKYMEHTBI O COXPAaHEHUH KOMMEPUYECKOU TalHBI
Tema 10.1 Jlekuuu: ITonsaTre koMMepueckoit TaitHel. [lepedueHb OK-3
JIOKyMEHTBI O | CBEICHUI, KOTOPhIE HE MOIYT  COCTaBIIATh 1IK-43
COXpPaHEHUU KOMMEPYECKYIO TaulHY. Ilepeuens cBeneHui, 1IK-48
KOMMEPYECKOU KOTOPBIE MOTYT COCTaBJISATh KOMMEPUYECKYIO TANHY. 1IK-50
TalHbI O0s13aTeILCTBO O HEpasrjalleHud KOMMEPUYECKOM
tailubl.  [lopsmok  paboThl € JIOKyMEHTaMHu,
HECYHIIMMH KOMMEPYECKYIO TANHY. 4
[[IpakTHueckue 3aJIaHUS (cemuHap): 4
BakoHomatenbctBO PD o0 koMMepueckoil TaliHe. 4
[[IpaBa oOsamaTenss KOMMEPUYECKON TalHBI. YTPO3bI
KOMMEpUYeCKoil TaiiHe. CBeIEeHMs, OTHOCAIIHMECS K
KoMMepueckoil TaitHe. OCOOEHHOCTH OTrpaHUYECHUS
[TOCTYIIA K KOMMEPUYECKOU TalHe.
CamocTosTenbHas pabota: M3yuenue yuebHOTO
Marepuaia
Paszpgen 11. JIOKYMEHTBI CTPOUTEIBHBIX HETOCYAAPCTBEHHBIX OPTraHU3aLIAMN.
Tema 11.1 Jlekuun: OCHOBHBIE JOKYMEHTBI CTPOMUTEIbHBIX 4 OK-3
JIOKyMEHTBI OpraHu3alui. CocraBiieHue JIOrOBOpa 4 1IK-43
CTPOUTEJIbHBIX cTpouTesbHOTO nojpsana. CocTaBieHHE CMEThl Ha 2 1IK-48
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HEroCyJapCTBEHH | cTpouTeNbHblE padoThl. COCTAaBIEHHE aKTOB Ha 1IK-50
BIX OpraHu3aluil. | c1ayy CTPOUTEIBLHOTO OOBEKTA.

[IpakTruyeckue 3aaHus (CEeMUHAp): PEIICHHE

CUTYAIIMOHHBIX 33724

CamocTosTenbHas pabora: M3yuenue yuebHOTO

MaTepHuaa
Paszpnen 12 JIOKYMEHTBI TOPTOBBIX HEMOCYIAPCTBEHHBIX OPTaHU3ALUI
Tema 12.1 Jlekuun: OCHOBHBIE JOKYMEHTHI TOPTOBBIX OK-3
JIOKyMEHTBI opranu3anuii. [IpaBuia opranuzanuu 1IK-43
TOPrOBBIX JIOKYMEHTAIMOHHOTO 00eCIIeYeHHs] TOPrOBBIX 4 1IK-48
HEerocyn1apCTBCHH YUPEKIACHUM ; 1IK-50
BIX OpraHU3aLMMI
ITpumepHas TeMaTuka KypcoBOM paboThl
CamocTosiTenpHast paboTa 00yJarmuXcs Hall KypcoBOM paboToM

Bua uroroBoro koHTpoJIs (3auet, Fk3aMeH, TudhepeHInPOBaAHHBIMN IKzamen
3a4€eT)
BCEI'O:| /17

5. OBPA3OBATEJIBHBIE TEXHOJIOT'UH

B cootBerctBun ¢ tpeboBanmsmu DPI'OC BIIO mo HampaBieHUIO MOATOTOBKH
«JIOKyMEHTOBEICHNE W ApPXMBOBEACHUE» pEAIHN3aALUSI KOMIIETEHTHOCTHOTO MOAXO0Aa
OpeaycMaTpUBaeT I[IUPOKOE HCIOJIb30BaHME B Yy4eOHOM TMPOIECCE AaKTUBHBIX U
MHTEPAKTUBHBIX (POPM MPOBENCHUS 3aHATUH.

CrpykTypa U colepKaHue Kypca NpPEANOoJiaraloT aKTUBHYK) HHTEJUICKTYyalbHYH) M
KOMMYHUKATHUBHYIO NIEATEILHOCTh CTYACHTOB. Kypc BBICTpOEH TakuM 00pa3oM, YTOOBI
o0ecreunTh Pa3BUTHE COOTBETCTBYIOMIMX MPO(PECCHOHATBHBIX KAa4eCTB Y CTYIeHTOB. Kypc
JIEKIUM, CEMHUHAPCKUE U MPAKTUYECKUE 3aHATHS OTIWYAKOTCS YCTAHOBKOW HA CO3JaHUE
MapTHEPCKUX  OTHOIIEHWW, YTO HAXOAUT OTPAKEHHE B METOJaX OOydYeHHS.
[IpuoputeTHEIMU MeETOJaMU OOYYEHHS SIBISIIOTCS AKMUBHble MemoOvl, TAE TIaBHOE
BHUMAaHHE YICISIETCS MPAKTUISCKON 0TpaOOTKE 3HAHUN, YMEHHUI 1 HABBIKOB.

Jlexyuonnvie 3anamusA MPEAIIONAratoT MPEABAPUTEIBHYIO ITOATOTOBKY, CBA3AHHYIO C
OCMBICJIEHUEM 3asBJICHHBIX MpOOJeM, W HE HCKIIOYAIOT AUAJIOTHYECKOro OOIIEHUs
CTYZIEHTOB C IIPENOAABATEIIEM.

Ha cemunapckux 3anamusx WCHONB3YIOTCSI COBPEMEHHBIE METOAbl OOy4YeHUs -
JIEJIOBbIE WUTPbl, MUHU-KOH(EPEHIINH, THUCKYCCHUHU, MO3BOJIAIONINE H30ekKaTh MAaCCUBHOIO
BOCHPUATUS HMHPOPMALlMU M MAKCUMAJIbHO HCIOJIb30BAaTh TBOPYECKUW MOTEHIIHAI
CTYJIEHTOB.

6 OHEHOYHBIE CPEACTBA JIs1 TEKYIIEI'O KOHTPOJIA
YCIIEBAEMOCTHU U TIPOMEXYTOYHOU ATTECTALIUN
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6.1. KoHTpoJIb 0OCBOEHMS IV CIUILJINHBI

KoHTponpe ocBOEHNs TUCHMIUIMHBI POU3BOAUTCA B COOTBETCTBUHU C [lomoxkeHnuem o
IIPOBEJICHUH TEKYLIEr0 KOHTPOJIS yCIIEBAEMOCTH U IIPOMEKYTOYHOM aTTECTALIMU CTYZECHTOB
®I'BOY BIIO «KpacHomapckuid TOCy1apCTBEHHBI YHUBEPCUTET KYJIBTYPhI U HCKYCCTBY.
[IporpaMMoOil JIHCUMIUIMHBI B LENSIX IPOBEPKM NPOYHOCTH YCBOEHHsA Marepuaia
MpeayCMaTpUBAETCS MPOBEACHUE PA3NTMYHBIX (POPM KOHTPOJIS.

Texywuii KOHmMpOb YCIEBAEMOCTH CTYAEHTOB MO JIUCLHHUIUIMHE IPOU3BOAUTCSA B
cieayrmmx gopmax:

- OULEHKH, BBICTABISIEMBIE CTYJAEHTAM Ha CEMHHapax 3a OTBEThl Ha BOMPOCHI,
COJIEpIKAILIMECS B IJITAHAX CEMUHAPCKUX U NPAKTHYECKUX 3aAHATUU.

Pyb6eoicuviii konmpons TpeaycMaTpUBaeT OIICGHKY 3HAHWM, YMEHUHW W HaBBIKOB
CTYZIEHTOB II0 NPOWIECHHOMY MaTepuajy II0 NaHHOW AUCLUUILIMHE HAa OCHOBE TEKYIIHX
OLICHOK, TIOJIyYeHHbIX UMU Ha 3aHATHUAX 3a BCE BUIBI padboT. B X01e py0exHOro KOHTpoJIs
WCTIOJIBb3YIOTCS CIEAYIOINE METOIbI OLICHKHY 3HAHWM:

e YCTHBIE OTBET;

¢ TpaKTHUECKHE PabOTHI;

Ilpomedrcymounbiii KoHmpoasb 1O Pe3yJIbTaTaM CEMECTPA MO NUCLUIUIMHE MPOXOINT B
dbopwme 3auéra (9K3aMeHa).

6.2. OneHouHbIE CpeACTBA

6.2.1. IIpumepsbl TECTOBBIX 3aaHUI (CUTyaIMid)

IIpakTnueckoe 3ansaTue Ne 1

TpeOGoBaHuUs K COCTABIECHUIO U O(DOPMIICHHUIO TOKYMEHTOB HETOCYapCTBEHHOM
OpraHU3aLMH.

[{ems — 03HAKOMHUTHCS C MpaBHIIaMu O0(OPMIICHUS TOKYMEHTOB.

IIpakTnueckoe 3ansaTHe Ne 2

CocraBnenue u opopMiIeHHE OPTraHN3AIMOHHBIX JOKYMEHTOB.

[lenb — O03HAKOMUTHCSI C OCHOBHBIMHU BHJIAMHU OPraHU3AI[MOHHBIX JOKYMEHTOB U
OCOOEHHOCTSIMU U3 COCTaBJIECHHUS.

IIpakTHyeckoe 3ansitue Ne 3

OdopmiieHne npuKa3oB, pacopsHKEHU YKa3aHU, TPOTOKOJIOB.

Llenb — HAy4UTHCS COCTABIATH TEKCT U OOPMIIATH PACTIOPSIUTEIbHBIE IOKYMEHTHI.

IIpakTuueckoe 3ansitue Ne 4

JIn4Hble JOKYMEHTBI IO MEPCOHAITY.

[enp — BbIpaOOTaTh HABBIKKA COCTABJICHUS JINYHBIX JJOKYMEHTOB.

IIpakTuueckoe 3ansitue Ne 5.

CocTtaBnenue opopmiIeHHE OCHOBHBIX JOKYMEHTOB I10 JINYHOMY COCTaBYy.

Ilenr — w3y4nTh COCTAaB M OCOOCHHOCTH OCHOBHBIX JIOKYMEHTOB IO JUYHOMY
COCTaBY.

IIpakTnueckoe 3ansaTHe Ne 6

CocTtaBnenue u ohopmiieHUE TOBEPEHHOCTH.

HGHB — HAYYUTHCA COCTABJIATHL JOBCPCHHOCTHU.
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IIpakTuyeckoe 3ansitue Ne 7

[IpaBuna cocraBneHust 1 0HOpMIIEHHUS T0TOBOPA.

[enb — M3y4uTh OCOOEHHOCTH COCTABIEHUS I0TOBOPA.

IMpakTuueckoe 3ansaTue Ne 8

[ToaroroBka akTOB, HAKJIAIHBIX, KAPTOUEK yUeTa.

[enb — M3y4uTh OCOOEHHOCTH COCTABIICHUS aKTa, HAKJIATHON, KAPTOUKHU yUeTa.

IIpakTH4yeckoe 3ansitue Ne 9.

CocraBieHue UCKOBOT'O 3asIBJICHUS.

[enb — u3y4uTh 0OCOOEHHOCTH COCTABJICHUS U OPOPMIICHUSI UCKOBOTO 3asiBJICHUSI.

IIpakTuueckoe 3ansitue Ne 10.

JIOKYMEHTBI CTPOUTENBHBIX HETOCYIAPCTBEHHBIX OPraHU3alUN.

Lenb — u3y4uTh OCOOEHHOCTH COCTaBJIEHUSI CMET, aKTOB, JJOTOBOPOB.

IIpakTuueckoe 3ansitue Ne 11.

JIOKYMEHTBI TOPTOBBIX OPTaHU3ALUH.

[lenp — wu3yyuTh MpaBWiIa COCTABJIECHHWE OCHOBHBIX JOKYMEHTOB TOPIOBBIX
OpTraHu3alrin.

6.2.2. KoHTpOJIbHBIE BONIPOCHI A5l POBEICHUS TEKYLEero KOHTPOJIA
1. [onuTuka U cTpaTerus KOMIAHUU B 00JIACTH YIIPaBICHUS JOKYMEHTUPOBAHHOMN
uHpopmanueit. [lonoxenus HaunonansHoro crangapra P UCO 15489-1-2007
«Y1paBlieHHE JOKYMEHTaMMU.
2. UHcTpyKuus 1O AIONPOU3BOACTBY HErOCYJapCTBEHHOW KOMIaHUU: (PYHKIIMOHATIBHOE
Ha3HAYEHHE U 0COOCHHOCTHU Pa3pabOTKH.
3. YupexaeHue U rocy/IapcTBEHHas perucTpalys aKiiuOHEPHBIX OOIIECTB.
YupeauTenbHbId 10T0BOP.
4. YcraB akuMOHEPHOI0 00I1IECTBA: CTPYKTYPa, pa3IeJbl.
5. O6miee coOpanue aKIMOHEPOB: TOKYMEHTUPOBAHUE JIEITEILHOCTH.
6. CoBeT TUPEKTOPOB aKITMOHEPHOTO OOIIECTBA: IOKYMEHTUPOBAHHUE IEITEIILHOCTH.
7. Cuctema opraHu3alOHHO-PACIIOPSIIUTEIBHON JOKYMEHTAMHY aKIMOHEPHOTO
oOuiecTBa. banku JOKYMEHTOB: MpaBUjia COCTaBJICHHUS.
8. OopmiieHrne UCXOAAIMINX U BHYTPEHHUX TOKYMEHTOB (BUbI JOKYMEHTOB, TPEOOBaHUS
K TEKCTY U PEKBU3HUTAM).
9. Opranu3aliOHHBIE JOKYMEHTHI (ITOJIOKEHUE, MHCTPYKLMS, TOJDKHOCTHAST MHCTPYKILIMS,
TPYJIOBOM JOTOBOP, IITATHOE PACTIHCAHUE).
10. PacniopsiautenbHble JOKYMEHTHI (MpUKa3, pacrlopsiKeHUe, peuieHue, MpoTOKOJ,
BBITIHCKA).
11. MudopmanmoHHO-CIIpaBOYHbIE JOKYMEHTHI (aKT, CIIy>)KEOHAst U OObSICHUTEIbHAS
3amucKa, cpaBka, MUCbMO, TeerpaMmma, Gakc).
12. 3akoHOaTENbHASI OCHOBA XPAHEHUS JOKYMEHTOB B aKIIMOHEPHBIX OOIIECTBAX.
13. IIpaBuna ¢popMupoBaHus A€ JJIs Iepeadll Ha apXUBHOE XpaHEHUE.
14. Buasl HoMeHkiatyp aen. OgopmiieHre HOMEHKIATyphI J1e.

6.2.3. TemaTuka 3cce, pepepaToB, npe3eHTALUI
1. OpraHu3aiuoHHO-TIpaBOBbIE  (HOPMBI KOMMEPYECKUX W  HEKOMMEPYECKHUX

OpraHu3aUn
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2. TocynapctBennoe perymupoBanue JIOY B oOumiectBax (akIMOHEPHBIX, C
OrPaHUYEHHOW OTBETCTBEHHOCTHIO),TOBAPUILECTBAX, MPOU3BOJCTBEHHBIX KOOINEpaTHBAX,
XOJIIMHTaX, (PMHAHCOBO-IPOMBILUICHHBIX TPYIIIax

3. Pernamenrtanus n1edaTeIbHOCTH HEKOMMEPUYECKUX OpraHu3aluil (MoTpeOUTeNbCKU
KOOIIEpaTHB, OOIIECTBEHHbIE U PEIUTHO3HBIC OpPraHMU3alMM, YUPEKJECHHUS, aBTOHOMHAas
HEKOMMepUecKasi opranu3aius, oH/I, aCCOIUAIIUN U COIO3bI)

4. XapakTepucTuka KOMIUIEKCA JIOKYMEHTOB, COINPOBOXKJIAIOIIUX CO3/JaHHE
KOMMEPUYECKUX OpraHu3anuil, XoJauHros u OIII°

5. AHanu3 TOKyMEHTOB, CONPOBOXKIAIOIINX CO3JaHNE HEKOMMEPUYECKOW OpTraHU3aluN

6. XapakTepuCTHKa KOMIUIEKCA JIOKYMEHTOB, MPEAOCTABISIEMbIX HOPUIUYECKUM
JULOM B perucTpupytomuii oprat. [IpaBuna coctaBnenus u opopmieHus

7. JOKyMEHTUPOBAaHKE MPOLEAYPhI PETUCTPALIUN FOPUIUYECKUX JIULI.

8. JIoKyMeHTallMOHHOE O0EeCIeUeHHE MOJATOTOBKU U MPOBEICHUSI OOIIUX COOpaHUi
aKLMOHEPOB, YYACTHUKOB OOIIECTBA

9. IOKyMEHTUPOBAHKE JIEATEIILHOCTH COBETA TUPEKTOPOB

10. JlokymMmeHTHpOBaHUE JAEATEIbHOCTH  ammapara  yOpaBjieHUss  OOLIECTB,
IIPOM3BOJCTBEHHBIX KOONIEPATUBOB, XOJIAUHTIOB, DI

11. XapakrepucTiKa OpraHoB yIpPaBJICHNsI HEKOMMEPUYECKUMH OPraHU3alUsIMU

12. AHannu3 KOMILIEKCA OpraHU3alMOHHbBIX U YIIPABICHYECKUX JOKYMEHTOB

13. AHanu3 nporeayp npuema, MepBHYHON 0OpaOOTKU JOKYMEHTOB, PETrHCTPALMH
JOKYMEHTOB

14. TIpouenypa pacCMOTPEHUS ¥ UCTIOJTHEHUS] JOKYMEHTOB

15. TexHonOrMss KOHTPOJISA UCIIOJTHEHNS TOKYMEHTOB

16. Cucrematnzanusi JOKyMEHTOB, HOMEHKIIATYpa AEN

17. ®opmupoBaHHE U XpaHEHHE JIEIT

18. Opranuzaius HHPOPMAITTOHHO-TIOUCKOBOM CUCTEMBI IO IOKyMEHTaM

6.2.4. Bonpocsl K 3a4eTy 0 AMCHUILIIMHE

6.2.5. Boripochl K 3k3aMeHy 0 JUCHHUIJIMHE
OpranuzanMoHHast JOKYMEHTAIIUSL.
PacniopsimurensHas TOKyMEHTAIIHS.
NudopmarimoHHO-cripaBOYHAs TOKYMEHTAITHSI.
JIokyMeHTalusl 10 TUYHOMY COCTaBY.
OdopmiteHre COmpOBOIUTETHLHOTO MIChMA
OdopmieHue rapaHTUIMHOTO MUChMa
OdopmieHne pexiaMallMOHHOTO MUChMa
Odopmienue nmucbMa-oTBeTa

XN R WD -

9. Ilpuka3 mo OCHOBHOM AESITEIbHOCTH.

10.TIpuka3 no IMYHOMY COCTaBY(MHAUBUAYATbHBINA,CBOAHBIN).
11. OdbopmiieHre NOKJIaTHON 3aMUCKU

12.0dopmienue oObICHUTEIBHON 3aITUCKH

13.0dopmiienne 3asBiIeHUsI O TIpUeMe Ha padboTy
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14.0dopmiieHne pe3rome

15.CucreMsl JOKyMEHTaMU. Y HU(PUIIMPOBAHHBIE CUCTEMBI IOKYMEHTALIUH.

16.06mme TpeGoBaHUs K TEKCTY JOKYMEHTA.

17.T1opsinok U3M0KEHHS TEKCTA TOKYMEHTA.

18.53bIK C1y>KEOHBIX JOKYMEHTOB.

19.HopmaTuBHO-TIpaBoBas 6a3a JeI0npOU3BOICTBRA.

20.XapakTepucTHKa U COCTaB OPTaHU3ALMOHHO-TIPABOBBIX TOKYMEHTOB: TpeOOBaHUS K
COCTaBJICHUIO U 0()OPMIICHUIO.

21.XapakTepHucTUKa U COCTaB PacCHOPSAUTEIbHBIX TOKYMEHTOB: TPEOOBaHUS K
COCTaBJICHUIO ¥ O(hOPMIICHUIO.

22.Pa3paboTka TOKyMEHTAllUU, OTPaKaoIed KOMMEPUYECKYIO AESITETbHOCTD
OpraHu3aluu

23.JlokymeHTHpOBaHHE pabOThI ¢ mepcoHaioM. KomIieke kaapoBoil TOKyMEHTAIIUH.

24. TpyaoBOM JOTOBOP: COAEPKAHUE U TTOPSIOK 3aKITHOUYCHUS.

25.0co0eHHOCTH TOKYMEHTUPOBAHUS 3TANIOB TPYAOBOU A€ATEIbHOCTH PAOOTHHKA!
IIPUEM, MIEPEBO/I, OTITYCK, KOMaHINPOBKA, YBOJbHEHHE, [TOOIIPEHUE,
JTUCHUTUIMHAPHOE B3bICKAHUE.

26.0dopmiieHre 1 BeJIeHNE JTUYHON KaPTOUKH U JIMYHBIX JCII.

27 I1potecc 3amuThl MpodheCCUOHANIBHBIX JaHHBIX B KaJIpOBOH CITy»KOe.

28.0OcHOBHBIE 3TaIbl JOKYMEHTOO0OO0POTA.

29.XapakTepucTiKa JOKYMEHTOIIOTOKOB: BXOIAIas1, UCXO/IAIAs, BHYTPEHHSIS
JOKYMEHTAIHS.

30.TexHonorust paboThI C JOKYMEHTOIIOTOKAMH.

31.0cobenHocTH paboThl C KOH(MUIEHITUATLHON TOKYMEHTAIIUCH.

32.CucreMaTu3ainus J0KYMEHTOB, UX YUET U 00ECIIeYeHHE COXPAHHOCTH.

33.0OcHoBHBIC TPeOOBAaHUS K OpPraHU3AIMK TEKYIIETO XPAHSHHS UCTIOTHEHHBIX
JOKYMEHTOB

34.OkcnepTu3a HEHHOCTU JOKYMEHTOB. [I[pUHIUIIBI, KpUTEPUHU U ATAMbl € TPOBEICHHUS.

35.0Opranu3zanus paboThl ceKpeTapsi pyKOBOIUTENS U 0(hrC MEHEKEpa.

36.Cnenuduueckrie TEXHOJIOTHH 00pa0OTKU JOKyMEHTAITUU

6.2.6. IlpumepHas TeMaTHKA KyPCOBBIX PadoT (eciu npedycmompeto).

7. YYEBHO-METOJINYECKOE n NHPOPMALIMOHHOE
OBECIHHEYEHHUE JUCIHUIIJIMHBI (MOAYJIA)

7.1. OcHOBHAas JIUTEepaTypa
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1. Ky3nenon, U.H. JlenoBoe oOmenue [Teker] : yued. mocodue ayist 6akanaBpos /

N. H. Ky3nenos. - PoctoB u/]] : ®enukc, 2014. - 335 c. - (Boicui. oOpazoBaHnue). -
ISBN 978-5-222-22496-0 (U31-Bo "deHukc")

2. bbikoBa, T.A. JlenompousBoactso [Tekct] : yueb./T. A. beikosa, JI.M. Bsona,

JI.B. Cankuna ; mox o6mr. pea. mpod. T.B. Ky3uernonoii. - 3-e u3z., nepepad. u
nom. - M. : Uudpa-m, 2014. - 363 c. - (Beicmee obpazoBanue. bakanaBpuar). -
ISBN 978-5-16-004923-6 (13x1-Bo "NHppa-m")

3. 3unoBbeBa, H.b. Opranuzanus u Meroauka pabOThl C JOKyMEHTaMH B

yapexJIeHusX KyabTypsl [Tekcr] : yuedHo-meToa. mocodue / H. b. 3unoBbeBa. -
Kpacuonap : KI'UK, 2016. - 184 c.

4. bbikoBa, T.A. JIOKyMeHTaIlMOHHOE obecrieueHue YIIPABIICHUS

(memompounsBonctBO) [Teker] : yueb. mocodue / T. A. beikoBa, Ky3uemnosa, T.B.,
Cankuna, JI.B. ; mox o6m. pen. T.B. Ky3uemnosoii . - 2-e u3z., nepepad. u A0 -
M. : UHOPA-M, 2013. - 304 c. - (Bricmiee obpazoBanue: bakanaspuar). - ISBN
978-5-16-004805-5

7.2. lonoJiHUTEILHAS JIUTEPATYpa

l.

2.

3.

Aiiman T. O. Jlemompou3sBojcTtBo: OOpasibl JOKYMEHTOB. — 2-¢ u3d. — M.:
HznarensctBo PUOP, 2005. — 272c¢.

BacuibeBa M.H. Opranunsaius AeJI0npou3BOACTBA U NIEPCOHAIBHBIN MEHEIKMEHT:
yaeOHoe ocobue. — 2-¢ u3a. — M.: By3oBckuii yueonuk,2004. -272c.

Bepxogies A. B. /lenonpou3BoicTBO B KaapoBoi Ciryx)0e: yueb. mocobue — 6-¢ u3.
— M.: UHOPA-M, 2004. — 224c.

. Bonruna U. B. Odwuc-menemxep: Ilpaktuueckoe mocodbue. — M.: Mzmarenscko-

toproBas koprnopaius «Jlamkos u Ko», 2007. —452c.

. Enmuzaseruna T., Jlenucoa M. [lenonpou3BoaCcTBO HA KOMIbIOTEPE — 3-€ 3. — M.:

KYIIALI-OBPA3, CII6.: ITutep, 2005. — 300c.

. Knumosa M. A. JlenonpousBoactBo B Oyxranrepun. — M.: M3aarensctBo PUOP,

2004. - 157c.

. KpacaBun A. C. CekpeTapb pyKOBOJIUTEIS OPTaHU3ALNN U IETONPOU3BOJACTBO. — M.:

NH®PA-M, 2004. — 104c.

. Kysnenosa T. B., Ky3uenos C. JI. KaagpoBoe nemompousBoactso. — M.: OOO

«Hnten-cunre3 AIIP», 2005. —400c.

. Henoroga A.B., Cemuenko II.A. Jlenmonpou3BoJICTBO OpraHW3alMy: MOJTOTOBKA,

odopMIICHHE U BEJICHUE TOKYMEHTAIMU: 75 00pa3loB JOKYMEHTOB. — 2-€ U3/I., CTEP.
— M.: Omera-JI, 2008. — 480c. + CD

10.ITanacenxko  FO.A.  Jlenompou3BOACTBO:  JOKYMEHTAllMOHHOE  oOOecredyeHue

ynpasieHus: yueo. mocooue. — M.: MU3znatensctBo PUOP, 2005. — 93c.

11.ITunseBa B. B. O6pa3iipl JOTOBOPOB U CTPYKTYPHBIE CJIOBA JIJIS UX COCTABJICHUS. —

M.: UHOPA-M, 2003. — 171c.

12.1TyctozepoBa B. M. KanpoBbie 1OKyMEHTBI TOProBoro npeanpuarus. — M.: Kanra

cepBuc, 2005. — 304c.
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13.ITmenko A. B. JlokyMeHTallMOHHOE O0ecreyeHue yrpaBieHus: yued. mocooue st
CTyI. cpen. mpod. yueb. 3aBeneHuid. — 3-e u3f., nepepad. u gom. — M.: M3natensckuii
neHTp « Axkaagemus», 2004. — 176c¢.

14.Porosxxurn M. 1O. [lenoBbie JOKyMEHTHI B MpuUMepax U oOpasiax: yded.-pakTud.
[Tocobue. — M.: [Ipocnexr, 2009. — 432c.

15.Porosxxur M. 1O. [lenoBbie JOKyMEHTHI B MpuUMepax U oOpasiax: yded.-pakTud.
IToco6ue. — M.: IIpocmekr, 2005. — 448c.

16.Poroxxun M. FO. JlenonpousBoactBo. Opranu3anus apxusa npeanpusitus. — CII0.:
[Tutep, 2005. — 160c.

17.Poroxun M. 0. Oduc-mactep. — M.: MILIDODOP, 2006. — 352c¢.

18.Cankuna JI.B. [Ienonpou3BOACTBO B KOMMEPUYECKOW OpPraHU3alMy: Ha MPUMEPE
akiroHepHoro oodiecta. — M.: MIIDOOP, 2005. — 432c¢.

19.CnuBak B.A. JlokymMeHTHpOBaHue yrpaBieHueckoil aesitensHoctu. — CII6.: [Turep,
2005. —240c

20.CripaBoYHHK pabOTHHUKA KaJpoBOH Ciryk0bI / cocT. A.B. BepxoBries. -4-¢ u3 ., uctp.
u gon. — M.: THDOPA-M, 2005. — 816¢.

7.3.1lepuoanveckue U3TaHUA

«J1lemonpon3BoACTBO»

«Cexkperapckoe 1e1o»

7.4. UaTepHeT-pecypcsbl
http://www.termika.ru/
http://www.top-personal.ru/
http://academy-document.narod.ru/org-proekt-met-mat/Org-proekt-uchebnoye-

posobie.htm

7.5. MeToguyecKkue yKa3aHusl M MaTepHaJIbI 10 BUAAM 3aHATHH

JlJis MONTOTOBKU K 3aHATUSIM PEKOMEHAYEM HCMOJIb30BaTh AJIEKTPOHHAYIO 0a3zy
JAHHBIX II0 JOKYMEHTOBEACHHUIO M JOKYMEHTOBEIUECKHUM MCCIEAOBAaHUAM, KOTOpas
COIEPKUT METONMYECKHE MaTepuasbl 10 MOArOTOBKE K CEMHMHAPCKHUM, NPAKTUYECKUM
3aHATUAM, 3a4eTy, Pa3pabOTKe Iiaoccapusi, MOArOTOBKE BUACOMPE3CHTALINM, BEITIOTHEHUIO
JIPYTUX 3aJlaHUM 3aJlaHUN B paMKaX CaMOCTOSITEILHOM pabOThl . A TakKe SJEKTPOHHBIC
SHUHUKJIONEANH TI0 IETONPOU3BOJCTBY U ApXUBOBEICHUIO
Jlist camocToATenbHOM pabOThl, MOJATOTOBKE MPAKTUYECKUX (CEMUHAPCKUX) 3aHATHM,
MOATOTOBKE K TECTOBBIM UCIIBITAHUSIM, a TAK)Ke JJI1 HallMCaHUs 3cce, pedepaToB, HAYUHbIX
JOKJIAJOB PEKOMEHIYETCS CIIEYIOIIEE:

JInsi TOATOTOBKM K TMEPEYUCICHHBIM BHJAAM paldOT MpeayCMOTPEHBI 3aJaHus,
pa3BUBAIOIME HABBIKM CAaMOCTOSTEIIBHOIO AHAJINW3a W OCMBICICHMS IPEIIOKEHHBIX
npobieM u TeM. [l OCBOEHUS MPENJIOKEHHBIX TEM, CTyIeHTaM HEeoO0XO0AMMO
O3HAaKOMHTBCSI C MPEAJIOKEHHON JUTepaTypod, BbIOpaTh HEOOXOAMMBIE HCTOYHUKH,
COCTaBUTh IJIaH NpeAcTosAleil paborel. s pedeprupoBaHHs HCTOYHUKOB CTYACHTY
HEOOXOJUMO O3HAKOMUTHCA C TEKCTOM, CJAeNaTh HEOOXOJUMBbIE BBINHUCKH, LUTATHI,

COOTBCTCTBYIOIIIHC rJIaBHOM HpO6HCMe HCCICOAOBaHUsA, CKOMIIOHOBATb OJOTH IIMTATHI,
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NpoAyMaTh WX, W3JI0XKUTh COOCTBEHHOE BHJCHHE CBOMMH CJIOBAaMH, HaMETUTh
HEOOXOAMMBIC CBSI3KH U CTPYKTYpY OyayInero Tekcrta. PedepupoBaHue mepBOMCTOYHUKOB
MPEANOIAraeT CaMOCTOSITCIbHBIC HAaBBIKA WU3YYCHHUS TEKCTA, M3JI0KEHUE TPEI0KEHHBIX
TOYEK 3PEHHUs, MMepecka3, aHaIu3 MPOOJIEMHBIX BOMPOCOB, BHIICICHNE TIIaBHBIX HAYYHBIX
no3uiuii aBTopoB. Jlyisi BeIMosHEeHUs pedepara HEOOXOAUMO HAYMHATH C OOOCHOBAHHS
BBIOOpA TEMBI, 3aT€M MPUBECTH MEPEUCHD KITIOUEBHIX TOHITHI CoepKaHus, TIaH PabOThI
(0 yeM paboTa, Kakue BOMPOCHI BKIIFOUEHBI), 3aTeM NEPEXOAUTH K (HOPMYIUPOBKE TE3UCOB,
MPEICTaBIISIONINX KpPAaTKOE COJep)KaHHWe KaXKAOro BoIpoca TeMmbl. [lamee, mpUBOISATCS
CTPYKTYPUPOBAHHBIC TE3UChI (OCHOBHBIC TPYIIBI TE3UCOB IO pasjaeiiaM padoOThI).
CrpynmupoBaB Te3UChI (OCHOBHBIE MBICIH), YCTAHOBHB MEXKJIy HHUMH OCHOBHBIC W
COTIOTYMHEHHBIE CBSI3U, COCTABUTh JIOTUUECKYIO MOJIENb coJiepKaHus paboThl (pedepara).
Bo3MoxHO mepBOHAaYaIbHO TTOCTPOUTH MOJIEh COACPIKAaHUS PAaOOThI 1 OCHOBHBIX OJIOKOB
(MBICTIEl), a 3aTeM KaXIblii TE3WCHBIM OJIOK HANOJHUTH CTPYKTYPHBIM KPaTKUM
coJiepkaHueM. DTO MO3BOJIUT B JATbHEHIIIEM pacKpbIBaTh paboTy, €€ cojiepKaHUE C pa3HOU
CTENIEHBIO MOJPOOHOCTH.

7.6. IIporpammHoe obecrieueHme
1. Adobe Master Collection CS 6

. MS Windows Bepcuu XP, 7,8,10
. MS office professional plus 2007 MS office professional plus 2010

2
3
4. TI'apanTt
5. Koncynbrant +
6

Cuctema Jlemno 8.5

8. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHUE /INCIUIIJINHBI
MOAYJIA)
Tpeb6oBaHus K MUHMMAJIBHOMY MaTepPHAJIbLHO-TEXHUYECKOMY 00ecne4eHn 0
Peanuzanust mporpaMmbl  AUCHUIUIMHBL TpeOyeT Haluuyus Yy4yeOHOro KaOWHETa
«JlokyMeHTallMOHHOE 00ECTIEYeHUE YITPABICHUS.
[Ipu ocBOCHUU TUCHMIUIMHBI PEKOMEHIYIOTCS JOCTYN B MIHTEpHET, KOMIBIOTEPHBIN KJ1acce
JUISl TPOBEJICHUS MPAKTUYECKUX 3aHATUM.
Oo0opynoBanue y4eOHOro kaduHera:
1. TlocamouHble MecTa MO KOJIUYECTBY OOyUArOIINXCS.
2. Pabouee MecTo mpernojaBaTes.
3. MarunutHas nocka.
4. Habop Tabnuiy, cxem, HaTrJISTHBIX TTOCOOMIA.
5. HopmaTuBHO-IIPABOBBIE AKTHI.
TexHu4eckue cpeacTsa 00y4eHus :
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1.IlepcoHanbHble KOMIIBIOTEPHI C JIMLIEH3UOHHBIM MPOTPAMMHBIM OOECIEUYEHUEM MU
MH(OPMALMOHHBIMU CIIPABOYHO-IIPABOBBIMU CHCTEMAaMHU.

2.Ilepudepuiinbie yCTpOICTBA: MYJIbTUMEIUNHBIA MPOEKTOp, NPUHTEPHI, CKaHEPHI,
BHEIIIHNE HAKOIUTEIN HA MArHUTHBIX U ONTUYECKUX JTHCKaX.

3.CpenctBa 00bIION U MAJIOM OPraHU3ALMOHHON TEXHUKU: LIpEAEp, OpOoLIopoBaibHas
MalllyHa, KApTOTEYHOE 000PYI0BaHUE, JTaMUHATOP, CTEIUIED, IBIPOKOI, HyMEpaTop, Pe3ax,
OCHACTKAa JJIs [1€YaTH U IPYTHUe KaHLIEISPCKUE MPUHAIIEKHOCTH, PACXOAHBIE MaTEPUAIIBI.
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npunodicenue 2

JlomoJiHeHUsI 1 U3MEHEHHUS
K padoueii nporpamMme y4e0HOM TMCUUIITIMHBI (MOTYJIA)

Ha 20 -20__ y4.ron

COI''TACOBAHO:
ITpopekTop no yueOHOI paboTe
C.A. TpexOpaToBa
« » 20 T

B pabouyto nporpammy y4eOHON AUCIUIUIMHBI BHOCATCS CIAEAYIOIINE U3MEHEHUS:

>

5

JlomomHeHus: ¥ U3MEHEHHS K paboyeil mporpaMmmMe pacCMOTPEHBI M PEKOMEHI0BAHbBI
Ha 3aceflaHuu KadeIphl

(HamMeHOBaHHME)
[TpoTokos Ne OT«__ » 20 T
HUcnonaurtens(u):
/ / /
(IODKHOCTB) (moamnucek) (®.1.0.) (nara)
/ / /
(IODKHOCTB) (moamnucek) (®.1.0.) (nara)
3aBenyrommii kKadeapon
/ / /
(HanMeHOBaHME KageIphl) (moamuce) (®.11.0.) (mara)
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