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1. EJIA U 3AJIAYA OCBOEHUSI TUCIUATLINHBI

ean ocBOEHUS TUCIUIUIMHBI (MOTYJIs):
- MPUOOPETCHNE CTYJCHTAMHU TEOPETUUECKUX U MPAKTUUECKUX 3HAHUH K 0()OPMIICHHIO
U COCTABJICHHIO OpraHU3aIMOHHO-PACIOPSIANTENBHBIX JIOKYMEHTOB B
HETOCYJapCTBEHHBIX OpraHU3aNMsIX (KOPIOPATUBHBIX puUpMax) Kak 0a30BOMY MPOIIECCY B
peanu3alyy BCeX yMpaBIeHYECKUX (DYHKITHM.

3apaun:

- TOAPOOHO PACCMOTPETh MPOIECC JOKYMEHTOO0OpOTa  HEroCyJapCTBEHHBIX
opraHu3anuii (KOpPHOpaTUBHBIX ()UPM), BKJIIOYAIONIUN COBPEMCHHBIC TpEeOOBaHUSA K
COCTaBJICHUIO U OGOPMIICHUIO YIIPABICHUECCKUX (OpraHU3alliOHHO-PACTIOPSIUTEIHHBIX )
JIOKYMEHTOB, JIBIDKEHHE JTOKYMEHTOB, MX 00paboTka C MOMEHTa IOJy4YeHHS WU
CO37aHUs IO 3aBEpIICHUs HWCIIOJHCHHS, OTIpPaBKa aapecary, KOHTPOJIb HWCIOJHEHUS U
clada Ha XpaHEHHE, a TAaK)Ke 0COOEHHOCTH padOTHI C KaIPOBBIMU JOKYMEHTaMH.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII BO

[Iporpamma yueOHOUM nucuuminHbl « KopriopatuBHOe yrnpaBieHHE: TEXHOJIOTUU U
JOKYMEHTBI» siBiiieTCs coctaBHOU yacThio OIIOI, obecneunBatoneit peanmzanuo OI'OC
BO.

[Tockonpky naHHas yuyeOHas IUCUMIUIMHA HallpaBjieHa Ha (OpMHpOBaHUE Yy
CTYJEHTOB TEOPETUYECKUX 3HAHUN U MPAKTUYECKUX MNPOPECCHOHATIBHBIX YMEHHUH, IO
HarnpaBiieHuio 1oarotoBku  46.03.02 JlokymeHTOBeJIeHHE U apXHUBOBEACHHUE, KYpC
onvpaercd Ha TNoJIokKeHUs «JlokymeHnToBeneHus», «OpraHuzanus W TEXHOJIOTHUS
JOKYMEHTAIlMOHHOTO 00€CIIeYeHHsl YIIPABICHUS» U CIYKUT TEOPETUUECKOW OCHOBOM IS
u3ydeHus: Jpyrux gucuuiuimH.  Kype nmaer 3HaHME CYIIHOCTH JEJIONpPOM3BOACTBA
HETOCYIAPCTBEHHBIX OPTaHU3ALMHI, YTO UCIIOIB3YETCS B OCIEAYIOMIMNX TACIUILUIMHAX.

3. TPEBOBAHUSI K PE3YJbTATAM OCBOEHHUSI COJEPKAHMS
JTUCHUATIINHBI

[Iponiecc wu3yueHusl IUCHMIUIMHBI HalpaBlieH Ha (HOPMUPOBAHHE DJIEMEHTOB
cieayronmx komneteHuid B cootrBeTcTBUM ¢ PI'OC BO mo gaHHOMY HampaBlICHHIO
MOATOTOBKH (CHENUATIBHOCTH):

0) npodeccnonanbubix (I1K)

[1K-1 CocraBnenue u opopMiieHUE yIPaBIEHYECKON JOKYMEHTAIINH,

[IK-2 Opraamzainus paboThl C JOKYMEHTAaMU B YCJOBHUSIX TPATUIIMOHHOTO H
AIIEKTPOHHOTO JJOKyMEHTOO0O0pOTa,

B pe3ynbTaTe 0CBOCHUS TUCHUILUIMHBI 00y4YarOITUecs TOKHBI:

3HaTh:

-COJIEp’)KaHUE 3aKOHOJATENbHBIX U HOPMATUBHO-METOJMYECKHX JTOKYMEHTOB IO
OpraHu3alMK JOKYMEHTAIIMOHHOTO 00ECIIEYeHHs YIPABICHUS;

-OCHOBHbIE TpeOoBaHUS K O(GOPMIIEHUIO YNpPaBIEHYECKUX (OpraHU3alMOHHO-
pacnopsIMTeIbHbIX) TOKYMEHTOB.



YMmeTh:

- 0(hOpPMIIATH YIIPABICHYECKYIO JOKYMEHTAITHIO;
-TI0JIb30BAThCS YHU(PHIIMPOBAHHBIMU JOKYMEHTAMH.

Baajgern:

- 3HAHUSIMU O CTPYKTYPE U OPTaHU3AIMH CIIY>KO AEIONPOU3BOICTBA;
- 3HAHUSMHU O BEJICHUM JICJIONPOU3BOJICTBA B HETOCYJAapPCTBEHHOW OpraHHU3alllH,

YUPEXKICHNUH;

- 3HAHUSIMU 00 OCHOBHBIX HaIIpaBJICHUAX W MCTOAAX COBCPIICHCTBOBAHUA pa6OTBI
JOKYMCHTAIIUOHHOI'O oOecrneueHus YIIPaBJICHUA HerocyaapCTBeHHOﬁ OopraHu3alu.

4. CTPYKTYPA U COAEP) KAHUE JUCIIUIIJIMHbI

4.1. CTpyKTypa IMCUMILINHBI

OO6mr1ast TpyI0€MKOCTh TUCITUTIINHBI cocTaBisieT 10 3adetHbix equauil (360 gacos).

Bunet yueGHOI paboThl, dopmbl
BKJTIOYAs TEKYILETro
CaMOCTOSITEIILHYIO PadoTy KOHTPOJIS
g CTY/ICHTOB ycIreBaeMoc
o 3 U TPYAOEMKOCTb (B yacax) TH (1o
o S JI I3 |1U3 | CP Heoensm
Ne Paszen 5) 5
n/m JCIATUTHHBI 3 = cemecmpa)
O S ®dopma
2 MPOMEIKYTO
YHOU
aTTeCTaluu
(no
cemecmpam)
1 Knaccudukanms 5 4 6 170 9K3aMeH
HErocy/1IapCTBEHHBIX
OpraHu3anuin
2 | OpranuzaiuoHHO 6 4 6 170 JK3aMEH
pacropsANTeNbHBIE JOKYMEHTHI
HETOCYAapCTBEHHBIX
Opra"u3aun
Hroro: 8 12 340

4.2. Temarnueckuidi IIaH OCBOCHHUS JUCIUILIMHDI
AeSITeJIbHOCTH M BUBI CAMOCTOSATEILHON (BHEAYyIUTOPHOI) padoThl

o BHAAM Y4eOHOM

HaunmenoBanue
pa3iesioB U TeM

Copaepxxanue yueOHOro MaTepuasa
(Tembl, MepevYeHb PACKPbIBA€MbIX BOIIPOCOB):
JIEKIMH, PAKTHYEeCKHe 3aHATHS (CEeMHUHAaPBI),

HHIUBHIYAJIbHbIE 3aHATHS, CAMOCTOSAITE]bHAsA padoTa 3.e. TeHIUH

00y4yammxcsi, KypcoBasi pabora

Dopmu-
O0bem | pyemble
yacoB/ | Komie-

(1o Teme)

2

3 4




D _ceMecTp

Pazpen 1. BBenenue
Tema 1.1. Jlexmu:  OcCHOBHbIE NOHATUA JUCHUIUIMHBEL. McTopus 1IK 1
Brenenue Pa3BUTHUS JOKYMEHTAITMOHHOTO OOECIeUYCHUsT yIpPaBJICHHS. 2 1IK 2
Crpyktypa Kypca. Mecto Kypca cpeaul JIUCHUILIAH
JOKYMEHTOBEAUECKOro 1uKJia. Jlureparypa rno Kypcy.
IIpakTnyeckue 3ausaTUd (CEMHUHAPEL):
CamocrosTenbHas pabora: M3yyenue yueOHOro Marepuaia 24
Pazpmea 2. Kiaccudukanmst Herocy1apcTBEHHBIX OpraHU3alui
Tema 2.1 Jlexuuu: Tlonstus UIL, OO0, AO, 3A0 u ap. Omimuus TIK-1
Knaccudukanms dbopM  HerocymapcTBeHHbIX  opraHuzanuii.  I[lopsmox 2 1IK-2
HEroCyJIapCTBCHHBIX | (OPMUPOBAHUS YCTAaBHOTO KaIllMTAaJIA.
opraHu3anun Macmrab opranuzanuu. [lopsnok BeneHus OyxranTepckon
0TYeTHOCTH. HaJloroBbI€ JTIOTH M OTYUCIICHUSI.
[pakTHyuecKue 3aHITHs (CEMUHAPBI)
JloKkyMEeHTUPOBaHHUE TPOLIEYPHI CO3aHUsI KOMMEPUYECKUX U
HEKOMMEPUYECKUX OpraHu3anui.
XapakTepucTuka KOMILJIEKCa JIOKyMEHTOB,
COMPOBOXKIAOIINX CO3JaHUE KOMMEPUYECKUX OpPTaHU3alui,
xosiiuHroB u OIII.
AHanu3  JOKYMEHTOB,  COINPOBOXJIAKIIMX  CO3/IaHHE
HEKOMMEPYECKOW OpraHu3anuu
CamocTosTenbHas pabota M3ydenue yuebHOrO MaTepuaia 24
Pa3zpnen 3 HopMmaTtuBHo-npaBoBas 6a3a HETOCyAapCTBEHHBIX OPTaHU3AIIHA.
Tema 3.1 Jlexmum: Poccuiickoe 3aKOHOJATEIIHCTBO, IIK-1
HopmatusHo- periiaMeHTHpYIolIee chepy NEeATETbHOCTH 1IK-2
npaBoBast 0a3a HErocyJapCTBEHHbIX opraHus3anui. lIpaBuna perucrpannu
HErOCyJapCTBEHHBIX | HETOCYIapCTBEHHBIX OpraHu3aluii. OcHOBHBIE
OpraHu3aIui. HOPMaTHUBHO-TIPABOBBIC JOKYMEHTBI HETOCYJIapPCTBEHHBIX
OpraHu3aLui.
[IpakTrueckue 3aHATUA (ceMuHapbl): IIpaBoOBas
periiaMeHTalus  JIeJONPOU3BOJICTBA  HETOCYJapPCTBEHHBIX 2
OpraHu3aIuim.
CamocrosTenbHas pabota M3ydenue yuebHOrO MaTepuaia 24
Tema 3.2. Jlekumu: OOmmMe MoNoKeHUs] MHCTpYKUuH. OpraHusanus IIK-1
HNucTpykuus no pa3pabOTKKM TMPOEKTa HOMEHKJIATYpPhl JIel KOMITaHHUH. 1IK-2
nenonpousBoAcTBy | Opranusaius pa3paboTKu MPOEKTOB Tabens hopm
HETOCYJapCTBEHHOHN | TOKYMEHTOB U anmbOoma (opMm mokyMeHToB. OpraHuzarus
KOMITAaHUH: JIOoKyMeHTooOopoTa. TpeOoBaHMsI K TMOATOTOBKE MPOEKTOB
(hyHKIMOHAIIEHOE TOKyMeHTOB.  OpraHm3aius  KOHTPOJISI ~ WCTIOJHEHHUS
Ha3HA4YEeHHE U JOKyMEHTOB.  OpraHuzaiusi  XpaHEeHUs  JIOKYMEHTOB:
0COOEHHOCTH dbopmupoBanrie u  ohOpMIICHHE €T, 3aKOHYCHHBIX
pa3paboTku JIEIIOTIPOU3BOJICTBOM; MOPSAOK OOpAIIeHUs C TOKyMEHTaMH,

COCTOAILIMMH Ha OIEPATUBHOM XPaHEHHH; IIOArOTOBKA
JOKYMEHTOB K Ilepefjaue B ApXUB KOMIIAHMH; HKCIIEpTH3a
LIEHHOCTU JOKYMEHTOB; Il€pefadya U IpUeM JOKYMEHTOB Ha
XpaHEeHHE B apXUB; MOPSI0K OOPAIICHUs C TOKYMEHTaMH,

COCTOSAILIMMH Ha XPAHCHUU B apXHMBE KOMIIAHUU; IMOPSAIOK




nepcaadn JOKyMCHTOB Ha IIOCTOSIHHOC XpaHCHUC.

HDaKTI/I‘lCCKI/Ie 3aHATHUA (CeMI/IHaD) .
CUTYallMOHHBbIX 3a1a4

pelieHue

CamocTosTenbHas pabora M3ydenue yuebHoro marepuasia

24

Paznea 4 OpranuzalvoHHO PaclopsAUTENbHbBIE JOKYMEHTBI HETOCYJapCTBEHHBIX OpraHU3aluil
Tema 4.1. Jlekuu: CocraBieHue ycraBa opranuzauuu. [lonoxkenue o 1IK-1
noapasaenenuu. LltatHoe pacnicanue. PacniopsaaurenbHbie 1IK-2
OpraHu3aiuoHHO JIOKYMEHTBI HETrOCYJJAPCTBEHHBIX OpraHu3aIui.
PacTIOpAZUTEIRHEIC | TTpakTrueckue 3aHATUs (ceMuHapbl): J[OKyMeHTalnoHHOE
MAOKYMCHTBI obecrieueHre MOJATOTOBKH U MPOBEICHUS OOIUX COoOpaHui
HCTOCYAAPCTBCHHBIX | agpioHepoB, y4acTHHKOB oOmiecTBa. JlOKyMeHTHpOBaHHE
OpraHH3aLMH JIEATEIIbHOCTU COBETa JUPEKTOPOB. JlOKyMeHTHpOBaHUE 2
JEeSITEIbHOCTH anmnapara yIpaBJIEHUs 00111eCTB,
MIPOU3BOJICTBEHHBIX KOOMIEPATUBOB, X0 IMHIOB, PIII’
CamocrosTenbHas pabora M3yuenue yueOHOTO MaTepuaia 24
Tema 4.2. Jlexiuu:  YupexxJeHue U TrocyAapCTBEHHas pEerucTpanus 1IK-1
JlokyMeHTupOoBaHUE | aKIMOHEPHBIX OOIIECTB. YUpEeAUTEIbHBIA IOrOBOp. YCTaB TIK-2
CO3/1aHUS aKuuoHepHoro oomecTtBa. IIpoTokon  yupenuTenbHOro
aKIMOHEPHBIX coOpanus. 3asBI€HHE YuypeauTeled O PEerucTpallu.
o01IecTB Bnecenue B I'oCynapCTBEHHBIN peeCTp IOPUANYECKUX JIHII.
OI'PH.
[IpakTryeckue 3aHATHS (cemuHapsbl): pelieHue 2
CUTYallMOHHBIX 3a/1a4
CamocrosTenbHast pabora: M3yuenue yuebHoro Mmatepuaia 24
Paszpnea S. JIOKyMEHTBI 110 y4eTy KaJIpOB B HETOCYJAPCTBEHHBIX OpraHU3aALMIX.
Tema 5.1. Jlexnmu: CocraBieHHe pe3loMe couckarens. AHKera 1IK-1
JIOKYMEHTBI 1o | COTpyAHMKAa HErocyJapcTBEHHON opranuzauuu. [IpaBuna 1IK-2
y4eTy  KaapoB B | coctaBienusi aBrobuorpadun. OdopmieHue 3asBICHUS O
HErocyJapCTBEHHBIX | mpueme Ha pabory. CocTaBieHuE TPYJIOBOrO JOrOBOpA.
OpraHu3alMsIX. OdopmieHne TUYHON KapTOUYKU COTPYIHHKA.
[IpakTuyeckue 3aHATHs (CEMUHAPHI): PEIICHNE
CUTYallMOHHBIX 3a/1a4.
CamocrogrenbHas pabora M3ydyeHue yyeOHOro Marepuaia 26
Bupa koHTpoOJIst 9K3AMEH

6 cemecTp

Pa3znen 6. IlpaBuia cocraBieHust 1 0OpMIICHHS TOBEPEHHOCTH HETOCYAAPCTBEHHOW OpraHU3aIiy.

Tema 6.1. Jlekumu: OOme mnpaBuiaa COCTaBIEHUS U O(opMIIeHHUS IIK-1
[TpaBuna JIOBEPEHHOCTEH. CnyxeOHble JOBepeHHOCTH. JInuHbIE 2 1IK-2
COCTaBJICHUS U | IOBEpPEHHOCTH.

oopmMITeHUS [IpakTryueckue 3aHATHs (CEMUHAPHI): pelIeHNe

JIOBEPEHHOCTH CUTYaIlMOHHBIX 33Ja4

HErocysapcTBeHHol | CamocrosTenbHas padora: M3ydenue yaeOHOro MaTepuaa o4
OpraHu3aIMH.

Paznea 7. [IpaBuna cocraBnenus U opopMIIECHUS JOTOBOPA.

Tema 7.1. Jleknmu: OOmmMe mnpaBwia COCTaBICHUS W OGOPMIICHUS 1IK-1
IIpaBuiia noroBopoB. Bunsl norosopos. [loroBop apennbl. Jlorosop 2 11IK-2
COCTaBJICHHUSI u | nopyuenusi. JloroBop mnoctaBku. TUIOBOW JIOrOBOp O




odopmiteHUs

IIOJIHOW MaTepUaIbHOM OTBETCTBEHHOCTH.

JIOTOBOPA. [IpakTuyeckue 3aHATHs (CEMUHAP): PelICHUE
CUTYalLlMOHHBIX 3a/1a4
CamocrosTenpHas pabora: M3yuenue yueOHOro Marepuaia 24
Paznea 8. JIOKYMEHTBI 110 YYETY OCHOBHBIX CPEJCTB U MaT€pUAIOB
Tema 8.1. Jlekiuu: Axtel. Haknagneie. KapTouku yyera. 1IK-1
JIOKYMEHTBI 10 | [IpakTUdYecKue 3a1anuus (CEMMHAD): PELICHUE 5 1IK-2
yaery OCHOBHBIX | cUTyallMOHHBIX 3a7a4
CpEACTB 1 | CamocTrosrenbHas padota: M3ydeHue yueOHOTro MaTepuaa 24
MaTepuasioB
Paznen 9. W ckoBblI€ 3as1BJICHUSI HETOCYAAPCTBEHHBIX OPTaHU3AIUH.
Tema 9.1. Vckossle | Jlekuuu: OOmue mnpaBuia COCTaBJIECHUS U OQOPMIICHUS 1IK-1
3asiBJICHUS HCKOBBIX 3asBiIeHUM. VICKOBOE 3asBJIEHHE O BO3MELICHUU 1IK-2
HErocy/lapCTBeHHbIX | ymiep6a, NPUYMHEHHOIO paOOTHUKOM TIpU HCHOJHEHUU
OpraHu3aruil. TPYIOBBIX  oOsi3aHHOCTe.  MckoBoe — 3asBlieHHE O
BO3MEUICHUM  Bpela, MPUYMHEHHOTO  IOBPEXKJIECHUEM
310POBBSI.
[IpakTuyeckue 3a/1aHus (CEMHUHAp): pEeLICHHUE 5
CUTYAIIMOHHBIX 3a]a4
CamocrosTenbpHas pabora: M3ydenue yueOHOro Marepuaia 24
Paznea 10. JIOKYMEHTBI O COXpaHEHUU KOMMEPYECKON TalHBbI
Tema 10.1 Jlexuuu: Ilonsatme kommepueckoi TanHbl. llepedeHs I1K-1
JIOKyMEHTBI 0 | cBeIeHNH, KOTOpBbIE HE MOTYT COCTaBJISATh KOMMEPUYECKYIO I1IK-2
COXPAaHEHUHU taiiHy. IlepeueHp cBelneHuUH, KOTOpbIE MOTYT COCTaBISTh
KOMMEpPUECKOi KOMMepuecKyto TaiHy. OO0s3aTeNbCTBO O HepasrialleHuu
TalHbI KomMMepueckoil TaiHbl. [lopsaok paboTel ¢ JTOKyMEHTaMH,
HECYIIMMU KOMMEPYECKYIO TallHYy.
[IpakTHueckue 3aganus (ceMuHap): 3akoHoAaTenbcTBO PD o
Kommepueckoil TaiiHe. [lpaBa oOsajgaTtens KoMMepuyecKoi
raiiHbl.  YTrpo3el ~ KOMMepueckoW — TaiiHe.  (CBeneHus,
OTHOCSIIMECS K KoMMepueckodl TaiiHe. (OcobGeHHocTH
OIrpaHUYEHUS TOCTYIIa K KOMMEPUYECKOH TaliHe.
CamocrodrenbHas paboTa: M3ydenne yuyeOGHOro Marepuasia 24
Paszpmen 11. JIOKYMEHTBI CTPOUTENIBHBIX HETOCYIAPCTBEHHBIX OPraHU3aLHMN.
Tema 11.1 Jlexuyu: OcHoOBHBIE JIOKYMEHTBI CTPOUTEIBHBIX 1IK-1
JIOKYMEHTBI opranuzanuii. CocTaBl€HHE JIOrOBOpa CTPOUTEIBHOTO 1IK-2
CTPOUTENbHBIX nozapsiaa. CocTaBieHHE CMEThl Ha CTPOUTENbHbIE PAaOOTHI.
HerocyaapcTBeHHBIX | CocTaBieHUE aKTOB Ha CAaYy CTPOUTEIBHOTO OOBEKTA.
OpraHU3aIHMH. [IpakTrueckue 3anaHus (CEMUHAP): pelieHne 2
CUTYallMOHHBIX 3a/1a4
CamocrodrenbHas paboTa: M3ydenne ydyeGHOro Marepuasia 24
Paznes 12 JIOKYMEHTBI TOPTOBBIX HETOCYAAPCTBEHHBIX OPraHU3AIUN
Tema 12.1 Jlekuu: OCHOBHBIE TOKYMEHTBI TOPIOBBIX OpraHU3aIui. 1IK-1
JIOKyMEHTBI [IpaBuia opraHn3anuy TOKYMEHTAllMOHHOTO o0ecneueHust 11IK-2
TOPTOBBIX TOPrOBBIX YUPEKICHUN
HErocyapCTBeHHBIX | [IpakTuyeckue 3aaanus (ceMuHap) JIOkyMeHThbI TOPTOBBIX




OpraHu3aLuu HEroCyJJapCTBEHHBIX OpPraHu3alui
CamocrosiTenpHas pabora 26

Buja uToroBoro KoHTpoJIsi (3a4eT, 3xK3amMeH, nuddepeHITMpOBaHHBIN 3a4€T) IKzamen

BCEI'O: 360

5. OBPA3OBATEJIBHBIE TEXHOJIOT'UHN

B cootBerctBum ¢ TtpedoBanusmu PI'OC BO 1o HampaBIeHWIO MOATOTOBKH
«JlOKyMEHTOBEICHUE W APXHUBOBEICHUE» peal3alnsl KOMIIETEHTHOCTHOTO IOAX0Ja
OpeaycMaTpuBaeT IIUPOKOE HCIOJIb30BAaHUE B YUYE€OHOM TMpPOIECCE AKTUBHBIX U
UHTEPAKTUBHBIX (POPM MPOBEACHUS 3aHATUH.

CrpykTypa U coaep:KaHue Kypca MNpPEANoJaraloT aKTUBHYIO HWHTEJUICKTYyalbHYIO U
KOMMYHUKATUBHYIO J€ATEILHOCTh CTYJNEeHTOB. Kypc BBICTpoeH Takum 00pa3oM, 4TOObI
o0ecreunTh pa3BUTHE COOTBETCTBYIOIIMX MPOQPECCHOHAIBHBIX KayeCTB Y CTYJCHTOB.
Kypc nekuwmii, ceMUHapcKue W MPAKTUYECKHE 3aHATUSA OTJIMYAIOTCA YCTAHOBKOW Ha
CO3/IaHUE TMAPTHEPCKUX OTHOIIEHUM, YTO HAXOJUT OTpakKE€HHUE B MeETOAaX OOydeHWS.
[IpuoputeTHbIMU MeTOJaMU OOYYEHHs SBISIIOTCS AKMUBHbIE MemoObl, TAE TIaBHOE
BHUMAaHUE YJEISETCS MPAKTUYECKON OTpadOTKE 3HAHUN, YMEHUM U HABBIKOB.

Jlexyuonnvie 3anamus TPEANONATAIOT MPEABAPUTEIBHYIO TOATOTOBKY, CBA3AaHHYIO C
OCMBICJIEHUEM 3asBJIEHHBIX MpOOJeM, M HE HCKIIOYAIOT AUAJIOTHYECKOro OOLIEHUs
CTYJEHTOB C IIPENOIABATEIIEM.

Ha cemunapckux sanamusx WCHOJIB3YIOTCSI COBPEMEHHBIE METOAbl OOy4YEHHUS -
JICTIOBBIE WUTPHl, MUHU-KOH(PEPEHIINH, TUCKYCCUM, TO3BOJIAIONIME N30€kKaTh MAaCCUBHOIO
BOCIIPHUATHS HMHPOPMAllUM W MAaKCUMAaJIbHO HCIIOJIb30BAaTh TBOPYECKUN TOTEHIIHAI
CTYACHTOB.

6 OHEHOYHBIE CPEACTBA JJIsI TEKYIIET'O KOHTPOJISI
YCIIEBAEMOCTHU U TIPOMEXYTOYHOU ATTECTALIUN

6.1. KoHTpoJIb OCBOCHUS TUCUMIJIMHBI

KoHTponps ocBOEHUS TUCUMIUIMHBI IIPOU3BOAUTCSA B COOTBETCTBUU ¢ IlonoxxeHueMm o
IIPOBEJICHUHA TEKYIIETO KOHTPOJS YCHEBAEMOCTM M IPOMEKYTOYHOM arTecTanuu
ctynentoB ®I'bOY BO «KpacHomapckuii rocymapCTBEHHBIM HMHCTUTYT KYJIbTYpPbD).
[IporpaMmoil AUCUMIIMHBI B LEIAX MPOBEPKHM NPOYHOCTH YCBOCHHUS MarepHalia
pea1yCcMaTpUBAETCS MTPOBEICHHUE PA3TIMYHBIX (POPM KOHTPOJIA.

Texywuii KOHmMpOZb YCIEBAEMOCTH CTYAEHTOB MO JIUCLHHUIUIMHE TNPOU3BOAUTCSA B
cieayronmx gpopmax:

- OILICHKH, BBICTaBIIEMBIE CTYyJAEHTAM HAa CEMHHAapax 3a OTBEThl Ha BOIPOCHI,
COJZIEpIKAIIMECS B IIJJAHAX CEMUHAPCKUX U IPAKTUYECKUX 3aHATUH.

Py6eoicnviti  konmponv TpenycMaTpuBaeT OLEHKY 3HAHHUM, yYMEHHH U HaBBIKOB
CTYZJEHTOB II0 NPOWICHHOMY MaTepuaay IO JaHHOW IMCLUIUIMHE Ha OCHOBE TEKYLIMX
OLICHOK, MOJIyY€HHBIX MU Ha 3aHATHUAX 3a Bce BUABI paboT. B xone pyOekHOro KOHTPOIsS
HCIIOJIB3YIOTCS CIEAYIOIINE METOIbI OLICHKY 3HAHWM:

e YCTHBIE OTBET;

o IPAKTHUYECKHUE PAOOTHI;




TIpomedscymounbwlii KOHmMpOIb IO PE3yJIbTaTaM CEeMECTpa MO JUCHUTUIMHE TPOXOIUT B
dopme 3auéra (IK3aMeHa).

6.2. Ouenounbie cpeacTsa

6.2.1. Ilpumepsbl TeCTOBBIX 3aaHUI (cUTyanuii)

IIpakTnyeckoe 3ansaTue Ne 1

TpeboBaHust K COCTABIECHUIO U O)OPMIICHHUIO JOKYMEHTOB HErOCYAapCTBEHHOM OpraHn3aLuy.

Les1b — 03HAKOMHTBHCS C IpaBHIAMH O0(OPMIICHHS TOKYMEHTOB.

IIpakTnyeckoe 3ansitue Ne 2

CocraBienue u opopMIIeHIE OPTraHU3aLUOHHBIX JTOKYMEHTOB.

Iesb — 03HAKOMUTBCSI C OCHOBHBIMHU BHUJAMU OPraHU3alMOHHBIX JTOKYMEHTOB U OCOOEHHOCTAMHU
U3 COCTABJICHUS.

IIpakTuyeckoe 3ansitue Ne 3

OdopmiteHre MpUKa30B, paCHOPSHKEHUH YKa3aHUH, TPOTOKOJIOB.

I{es1b — Hay4UTHCS COCTABIATH TEKCT U OQPOPMIISTH PaciOpsIUTEIbHbIC TOKYMEHTHI.

IIpakTuyeckoe 3ansitue Ne 4

JInuHbIE TOKYMEHTBI 110 IIEPCOHAITY.

Lenp — BBIpaOOTaTh HABBIKM COCTABIICHUS JTMYHBIX JJOKYMEHTOB.

IIpakTnyeckoe 3ansitue Ne 5.

CocraBienne ohopMIIeHHE OCHOBHBIX JIOKYMEHTOB IO THYHOMY COCTaBY.

Ies1b — U3y4yHTh COCTaB U OCOOEHHOCTH OCHOBHBIX JIOKYMEHTOB I10 IMYHOMY COCTaBY.

IIpakTnyeckoe 3ansaTue Ne 6

CocraBienue 1 opopMIIeHHE JOBEPEHHOCTH.

[lenb — Hay4uThCS COCTABIAThH JOBEPEHHOCTH.

IIpakTnyeckoe 3ansaTue Ne 7

[IpaBuiia cocraBneHus 1 0(hOpMIIEHHS 10TOBOPA.

[esnb — u3y4uTh 0COOEHHOCTH COCTABICHUS JJOTOBOPA.

IIpakTHyeckoe 3ansiTHe Ne 8

IlonroroBka akToB, HaKJIaIHBIX, KAPTOYEK YUETA.

[enb — u3yuuTh 0COOEHHOCTH COCTABIIEHUS aKTa, HAKJIAJHOW, KAPTOUKHU yUeTa.

IIpakTnyeckoe 3ansaTue Ne 9.

CocTraBiieHrEe UCKOBOTO 3asiBJICHHUS.

Lesnb — U3yuuTh 0COOEHHOCTH COCTABICHUS U O(hOPMIIEHUS! KICKOBOTO 3asiBICHUS.

IIpakTnueckoe 3ansaTue Ne 10.

JIOKYMEHTBI CTPOUTENBHBIX HErOCY1apCTBEHHBIX OPraHU3aLNN.

[enb — u3yuuTh 0COOEHHOCTH COCTABJIEHUS CMET, aKTOB, IOTOBOPOB.

IIpakTnyeckoe 3ansaTue Ne 11.

JIOKyMEHTBI TOPTOBBIX OpPraHHU3aLU.

I{enb — U3yunTh NpaBUiIa COCTABIEHNE OCHOBHBIX JOKYMEHTOB TOPTrOBBIX OPraHU3aALNM.

6.2.2. KoHTpoOJIbHBIE BONPOCHI IJIsI IPOBEAEeHHS TEKYIIEro KOHTPOJIsI

1. TlomuTuka W CTpaTerus KOMIIAHWW B OOJACTH YIPaBIEHUS JOKYMEHTHPOBAHHOMN
undopmarmert. [lomoxxenus HamwoHampHOTO cTaHmapra P HMCO  15489-1-2019
«YnpasieHrue TOKyMEHTaMm.

2.  MHWHctpykumsi 1O  JEJIONPOU3BOACTBY  HETOCYAApPCTBEHHOW  KOMIIAHHMU:
(GyHKIHOHATBHOE Ha3HAYEHHE U OCOOEHHOCTH Pa3padOTKHU.

3. VYupexiaeHue M TOCYAapCTBEHHas pErHCTpalus AaKIMOHEPHBIX OOIIECTB.
YupeauTenbHbINA 10TOBOP.

4. YcraB akiIMOHEPHOT0 0011I€CTBA: CTPYKTYpPa, pa3ebl.
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5. O6uiee coOpaHue aKIMOHEPOB: JOKYMEHTUPOBAHUE JEATEIbHOCTH.

6. CoBeT JUPEKTOPOB aKIIMOHEPHOTO OOIIECTBA: JOKYMEHTUPOBAHUE IS TEILHOCTH.

7. Cucrema OpraHu3allMOHHO-PACHIOPSAUTENBHON JOKYMEHTAUUU  AKIHUOHEPHOIO
oOmecTBa. biiaHkM TOKyMEHTOB: IIpaBUiia COCTABICHUS.

8. OdopmneHre HCXOAAIUX M BHYTPEHHHX JOKYMEHTOB (BUABI JOKYMEHTOB,
TpeOOBaHMs K TEKCTY U PEKBU3UTaM).

9. OpraHuzallUOHHBIE JOKYMEHTHl (TIOJIOXKEHUE, WHCTPYKIUS, JOJKHOCTHAS
UHCTPYKIIUS, TPYAOBOM JOTOBOP, IITATHOE PACTICAHUE).

10. PacniopsiauTenbHble TOKYMEHTHI (MpUKa3, paclopsbKEeHUe, pelieHre, MPOTOKOI,
BBITIMCKA).

11. NudopmanimoHHO-CIIpaBOYHbIE TOKYMEHTHI (aKT, CiIyKeOHast U 00bICHUTEIbHAS
3aIMucKa, CIipaBKa, MMCbMO, TeJerpaMma, gakxc).

12. 3akoHOonaTenpHasi OCHOBA XPaHEHMsI IOKYMEHTOB B aKLIMOHEPHBIX OOIIECTBAX.

13. ITpaBuna popMupoBaHus A€ Uil IEpeJadl Ha ApXUBHOE XpaHEHUE.

14. Buasl HoMmeHknaTyp nen. OdopMiaeHre HOMEHKIATYpbl Je.

6.2.3. TemaTuka 3cce, pepepaToB, ipe3eHTANMNI

1. OpranuzanuoHHO-TIpaBOBbIE  (OPMBI KOMMEPYECKMX U  HEKOMMEPUYECKUX
OpraHu3alun

2. TocynapctBenHoe perynaupoBanue JIOY B oOmiectBax (aKIMOHEPHBIX, C
OTPAaHUYECHHOUW OTBETCTBEHHOCTHIO),TOBAPUIIIECTBAX, MPOU3BOACTBEHHBIX KOOMEPaTHBAX,
XOJITUHTax, (PMHAHCOBO-MPOMBIIIICHHBIX IPyIHax

3. PernameHTanus AesiTeIbHOCTH HEKOMMEPUYECKUX OpraHu3aiuil (moTpeOuTeIbCKHi
KOOTIEpAaTUB, OOIIECTBEHHBIE U PEIUTHO3HBIC OpPTaHU3AIMH, YUPEKICHUS, aBTOHOMHAas
HEKOMMepYecKasi opraHu3aiusi, GoH I, aCCOIHAIIIN 1 COIO3bI)

4. XapakTepucTHKa KOMIUIEKCA JOKYMEHTOB, CONPOBOXKIAIOIINX CO3JIaHUE
KOMMEPUYECKUX OpraHu3auni, Xoaauaros u OIII"

5. AHanu3  JOKYMEHTOB, CONPOBOXIAIOUIUX  CO3JaHHUE  HEKOMMEpPYECKOM
OpraHu3aluu

6. XapakTepuCTHKa KOMIUIEKCA JOKYMEHTOB, NPEAOCTABISEMBIX HOPUANUYECKUM
JIULIOM B peructpupyromiuit oprad. [IpaBuna coctaBienus u opopMieHus

7. JlokyMeHTUpOBaHWE MPOLEAYPhl PETUCTPAIIUU IOPUTAYECKUX JIUII.

8. JIOKyMEHTallMOHHOE O00ECIieueHUEe MOJATOTOBKU W MPOBEIAEHUS OOIIUX COOpaHui
aKIIMOHEPOB, YYACTHUKOB OOIIIECTBA

9. lokyMeHTUpOBaHUE JEATEIIBHOCTH COBETA AUPEKTOPOB

10.  JlokyMeHTHUpOBaHHWE JCSATCIBHOCTH  ammapara yOpaBieHHS  OOIIecCTB,
MIPOU3BOJCTBEHHBIX KOONIEPATUBOB, XOJIIUHTOB, OIII

11. XapakTepucTuka OpraHoB yIpaBi€HUS HEKOMMEPUYECKUMU OpPTraHU3aUsIMU

12. AHanu3 KOMILJIEKCAa OPraHU3alMOHHBIX U YIIPABIEHYECKUX JTOKYMEHTOB

13. AHanu3 mporeayp npuema, MepBHYHON 00paOOTKH JOKYMEHTOB, PETHUCTPAINH
JIOKYMEHTOB

14. IIpouenypa pacCMOTPEHHS U UCTIOTHEHUS JOKYMEHTOB

15. TexHoNOrMsA KOHTPOJIS UCIIOJHEHUS IOKYMEHTOB

16. CucreMatuzanus J10OKyMEHTOB, HOMEHKJIATypa e

17. ®opmupoBaHue U XpaHEHUE Ae
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18. Opranuzaiusi ”HHOPMAITMOHHO-TTOMCKOBON CUCTEMBI 110 JOKYMEHTAM

6.2.4. Bonpocsl Kk 3a4eTy N0 JMCUHUIJIHHE

6.2.5. Bonpockl K 3K3aMeHY N0 JUCHHUILIUHE
OpraHu3aiyioHHas JOKYMEHTAIIHS.
PacniopsinurensHasi JOKyYMEHTaIH.
NudopmarnmonHo-cipaBoyHasi JOKYMEHTAIHS.
JIOKyMEHTaIus 10 JITYHOMY COCTaBY.
OdopmieHne corpoBOAUTEIBHOTO THChMA
OdopmiteHre TapaHTUIHOTO MHChMaA
OdopmieHne pekIiaMaliOHHOTO MHChMa
Odopmnenue nmucbMa-oTBeTa
. IIpuka3 mo oCHOBHOH JEATEITLHOCTH.
10 [Ipuka3 o TMYHOMY COCTaBy (MHIAMBUIYATbHBIN, CBOIHBIN).
11. OdopmiieHne AOKIATHON 3aMUCKU
12.0dopmiieHre 00bICHUTETHHOM 3aUCKU
13.0dopmiieHne 3adBlieHUs O IpUeMe Ha padoTy
14.0dopmiienune pesrome
15.Cuctembl JOKYMEHTAIMK. Y HUPUITIPOBAHHBIE CUCTEMBI IOKYMEHTAIIUU.
16.006mue TpeboBaHMs K TEKCTY JTOKYMEHTA.
17.Tlopsinok U3n0xKeHUs! TEKCTa JOKyMEHTA.
18.513bIK CiTy»KEeOHBIX JOKYMEHTOB.
19.HopmatuBHO-TIpaBOBas 0asa JIeI0MpOU3BOICTBA.

CoNoOaRrWDE

20.XapaKkTepucTUKa U COCTAaB OPTaHU3AIMOHHO-TIPABOBBIX TOKYMEHTOB: TPeOOBaHUS K

COCTaBJICHUIO U OPOPMIICHUIO.

21.XapaKkTeprucTUKa U COCTaB PACTIOPSIUTENBHBIX TOKYMEHTOB: TPEOOBaHUS K
COCTaBJICHHUIO U OPOPMIICHUIO.

22.Pa3paboTka TOKyMEHTAIUH, OTPAXKAIOIIEH KOMMEPUECKYIO ACSITEIIbHOCTD
OpraHu3aIuu

23.JlokymMeHTHpOBaHKE pabOThI ¢ mepcoHanoM. KoMrieke kaapoBoil TOKyMEHTAIIUH.

24. Tpy10BO#1 TOTOBOP: COJIEP KAHUE U TMOPSAOK 3aKIIOUCHHUS.

25.0c00eHHOCTH JOKYMEHTHUPOBAHUS ITAIOB TPYI0OBOH JCSITEIBHOCTH PaOOTHUKA:

pHUeM, EPEBOJ], OTIYCK, KOMaHAUPOBKA, YBOJIbHEHHE, TOOIIPEHNUE,
TUCIMILTHHAPHOE B3bICKAHUE.

26.0dopmieHre 1 BeJeHNE TUTHON KapTOYKU M TUIHBIX JIEIT.

27 Ilporecc 3amuThl MPOPECCHOHANTBHBIX JAHHBIX B KaJPOBOM cityk0e.

28.0OCHOBHBIE ATAIbl JOKYMEHTOO0OpOTA.

29.XapaKkTeprucTuKa JOKYMEHTOIIOTOKOB: BXOSAIIAS, HCXOAAIIAs, BHY TPCHHSISI
JOKYMEHTAITHSI.

30.TexHonorust paboThl C JOKYMEHTOIIOTOKAMHU.

31.0OcobenHocTr paboThl C KOHGUACHITUATHHOU TOKyMEHTAITUEH.

32.CucreMartuzanus JOKYMEHTOB, UX Y4YEeT U 00ecredeHne COXPaHHOCTH.

33.0OcHoBHBIE TPeOOBaHMSI K OPTaHU3ALMN TEKYIIETO XpaHEHHs HCTIOTHEHHBIX
JOKYMEHTOB
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34.3kcnepTr3a HEHHOCTH JOKYMEHTOB. [IpHHIINITBI, KPUTEPHUH U 3TAIbI €&
MIPOBEICHUSI.

35.0pranuzanus paboThl ceKpeTapss PyKOBOAUTENS U 0(UC MEHEIKEPA.

36.Crnennduueckre TEXHOIOTHH 00pabOTKU JOKYMEHTAIIH

6.2.6. IlpumepHasi TeMaTHKa KYPCOBBIX PalOT (ne npedycmompeno).

7. YYEBHO-METO/JNYECKOE n WUH®OPMALIMOHHOE
OBECNEYEHUE JUCHUILIMHBI (MOIY.JIST)

7.1. OcHoBHas TUTEpPATYypa

1. baysp B. II., OcHOBBI Teopuu OpraHM3alMOHHOTO YympaBieHus: npenpunt/ B.IL
Bbayap, I0.I'. ®enynos. - Mocksa, bepnun: qupekr-Menua, 2019. - 234 c. [TekcT HEMOCPEICTBEHHBIIA |

2. Bouapoa W.}O. KoprnopatuBroe ympasienue: yueOHuk/ W.IO. Bowaposa. - M: HUI]
HNudpa-M, 2013. - 368 c. [TekcT HermocpeACTBEHHBIH |

3. Becuun B.P. KopnoparusHoe ynpasnenue: yueOnuk/ B.P. Becann, B.B. Kapunos. - M:
HNudpa-M, 2016. - 160c. [TekcT HEMOCPEACTBEHHBIH |

4. HeventheBa A.I'. KopropatuBHoe ympaBnenue: yueOnuk/ A.l. JlemeHTheBa. - M.:
Caructp, 2018. - 848c. [ TekCT HEMOCPEACTBEHHBIH |

S. WBanosa E.B. Kopmnoparushoe ympasnenue: YuyeOHoe mocobue/ E.B. MBanoBa. - M:
®nunTa, 2016. - 336¢. [TekcT HenoCcpeaACTBEHHBIH |

6. Jlexxenkuna, T.M. Hayunast opranusanus Tpyaa nepconana: yueonuk / T.W. Jlexenkuna. -

2-¢ u31., nepepad. u gor. - M.: MoOCKOBCKHIT ()MHAHCOBO-TIPOMBIIIIICHHBIH YHUBEpCUTET «CHHEPTH,
2013. - 352 ¢. [TekcT HemOCPeCTBEHHBIH |

1. [lepcuxona, T.H. Kopnoparusnas kyibrypa: yueOnuk / T.H. Ilepcuxoa. - M. : Jloroc,
2011. - 288 c. - (HoBas yHnuBepcurerckas Oubnuoreka). - ISBN 978-5-98704-467-4 ; To xe
[Onekrponnsiii pecype]. - URL: http://biblioclub.ru/index.php?page=book&id=233786 (15.04.2016).

8. IMupor, S.}O. KopnopatuBHas KyJbTypa: HMCTOYHHUKH, TpaJuLHH, COBPEMEHHOE
cocrosiuue, TeHaeHuu passutus / S.1O. [Mupor. - M.: Jlaboparopus kuuru, 2012. - 107 c. [Tekct
HETOCPE/ICTBEHHBIIA |

9. Pacnionos B.M. Kopnoparusnoe ynpasienue: yueOuuk/ B.M. Pacnionios, B.B. Pacnonos. -
M: maructp, 2019. - 384 c. [TekcT HEMOCPEICTBEHHBIH |

10. Pozanosa H.M. KopnopatuBHoe ympaBieHue: YueOHUK s OakajlaBpuara W

maructpatypsl/ H.M. Pozanoga. - JIro6epupl: FOpaiit, 2016. - 339 c. [Tekct HenmocpeACTBEHHBIH |

7.2. lonoJIHUTE/ILHASA JIUTEPATYypa

1. Bacunbea M.H. Opranuzanus Jenonpou3BOJACTBA W MEPCOHAIBHBIA MEHEIKMEHT:
yaebHoe mocobue. — 2-e u3a. — M.: By3zoBckuii yueOHuK,2004. -272¢. [TekcT HenocpeacTBEHHBIH |
2. Karnenbax /l., Tomac /1., Aungepcon I'. Tpanchopmanus KoprnopaTuBHON KyJIbTYpHI:

BXHBIC JeTanH, 0e3 KOTOPHIX HHUYEro He paboTaeT: Hay4YHO-TIOMYJSIPHOE H3MaHue - MOCKBa:
Anpnaa [Ta6mumep, 2020. - 234 ¢. [TekcT HenoCpeACTBEHHBIH |

3. Henmoronma A.B., Cemuenko II.A. Jlenonpou3BOJICTBO OpraHu3alyu: IOJrOTOBKA,
odopmileHHE U BEICHHE AOKYMEHTAIMH: 75 0o0pa3IoB JOKYMEHTOB. — 2-€ u31d., cTep. — M.: Owmera-JI,
2008. — 480c. + CD [TekcT HEnmocpenCTBEHHBIH! |

4. Poroxxun M. 1O. JlenoBble TOKYMEHTHI B ipuMepax U obpasnax: yued.-npaktud. [Tocobue.
— M.: IIpocnekr, 2009. — 432¢. [TexcT HEMOCPEACTBEHHBIH |
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https://biblioclub.ru/index.php?page=book_red&id=500834
https://biblioclub.ru/index.php?page=book_red&id=500834
https://biblioclub.ru/index.php?page=book_red&id=598232
https://biblioclub.ru/index.php?page=book_red&id=598232
https://biblioclub.ru/index.php?page=book_red&id=598232

5. PeimanoB A.JO. KopnopartuBHoe ympaBieHue B OaHkax: YdeOHoe mocoome/ A.IO.
Peimanos. - M.: Uadpa-M, 2017. - 576 c. [TekcT HenmocpeICTBEHHBIH |

7.3.Ilepuoauyeckue u3gaHus
«Jlenonpous3BoaCTBO»
«Cexkperapckoe J1e710»

7.4. UuTepHeT-pecypcehl
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. MeToauyeckne yKazaHusi 1 MaTepHAJIbI 10 BUIAM 3aHATHIA

JUis MOATOTOBKU K 3aHATHSIM PEKOMEHIYEM HCIOJb30BaTh 3JIEKTPOHHYIO 0a3y
JAHHBIX 10 JOKYMEHTOBEACHUI0O M JOKYMEHTOBEIUECKUM MCCIEIOBAHUAM, KOTOpas
COJIEPKUT METOJIMYECKUE MAaTepuajbl MO MOATOTOBKE K CEMHHAPCKUM, MPAKTUYECKUM
3aHATHUAM, 3a4€Ty, pa3pabOTKe riIoccapusi, MOJrOTOBKE BUACONPE3EHTALINHI, BBIIOIHEHUIO
IpYruxX 3aJaHuil B paMKax CaMOCTOATENbHOM paboThl. A TakkKe  DJIEKTPOHHbBIC
SHUUKIIONEANH MO JEIONPOU3BOACTBY U apXUBOBEACHHUIO
JIns caMocTOATENbHOM pabOThl, MOJATOTOBKE MPAKTUYECKUX (CEMHHAPCKUX) 3aHSATUM,
MOATOTOBKE K TECTOBBIM HCIBITAHMSAM, a TaKKe [Js HalucaHusd 3cce, pedeparos,
HAyYHBIX JTOKJIAJ0B PEKOMEHYETCS CIEIYIOLIEe:

Jlis MOATOTOBKM K MEpPEYMCIECHHBIM BHJaM pPadOT MPEeayCMOTPEHbI 3aJaHus,
Pa3BUBAIOIIME HABBIKM CaMOCTOATENIBHOIO aHalIW3a M OCMBICICHHS IPEMJIOKEHHBIX
npobieM u TeM. Jlig OCBOEHHMS NPEIJIOKEHHBIX TeM, CTYACHTaM HE00X0AUMO
O3HAaKOMHTBCSI C MPEJIOKEHHON JUTEepaTypol, BbIOpaTh HEOOXOAMMBIE HCTOYHHKH,
COCTaBUTh IJIaH MpeiacTosAuiel pabotel. [lns pedepupoBaHus HCTOUHUKOB CTYJEHTY
HEOOXOJAMMO O3HAaKOMUTHCA C TEKCTOM, cJelaTh HEO0OXOAMMBbIE BBINMKMCKH, LUTATHI,
COOTBETCTBYIOIIME TIJIABHOW MpoOJieMe HCCIEN0BAHMS, CKOMIIOHOBATh 3TU IUTAThI,
MpoJayMaTh WX, HW3JIOKUTh COOCTBEHHOE BHJIEHHE CBOMMH CJIOBaMH, HaMETUThb
HEO0OXOAMMBIE CBSI3KM U CTPYKTYpy Oyayiiero tekcra. PedepupoBanre nepBOMCTOUYHUKOB
IpeanojaraeT caMOCTOATENIbHbIE HABBIKM M3YUYEHMS] TEKCTa, W3JIOKEHHUE MPEIIOKEHHBIX
TOYEK 3pEHUs, MepecKas, aHaIu3 MPOOJIEMHBIX BOIPOCOB, BBIJCICHHE TJIABHBIX HAYYHBIX
no3unuii aBTopoB. [ns BeImosHeHus pedepara HEOOXOAUMO HAYMHATH C OOOCHOBAHUS
BbIOOpA TE€MBI, 3aTEM IIPUBECTU MEPEUEHDb KIIIOUEBBIX MOHATUHN COJEpKaHus, IIaH pabOThI
(0 yem paboTa, Kakve BOIPOCHI BKIIIOUEHBI), 3aT€M NEPEXOIUTh K (HOPMYITHPOBKE TE3UCOB,
MPEACTABISIIONINX KPAaTKOE COJEpkKaHUE KaKIOro Bompoca Tembl. Jlamee, mpuBOASATCS
CTPYKTYpUPOBAaHHbIE TE3UChl (OCHOBHBIE TpPYIIbI TE3UCOB IO pasaenaMm padoThl).
CrpynnupoBaB Te3UChl (OCHOBHBIE MBICIHM), YCTAaHOBUB MEXKJIy HUMH OCHOBHBIE U
COTIOTYMHEHHBIE CBSI3U, COCTABUTD JIOTHYECKYIO MOJIEb COJIepKaHusl paboThl (pedepara).
Bo3MoxHO nepBoHayanbHO MOCTPOUTH MOJENb COAEPKaHUS paOOThl U OCHOBHBIX OJIOKOB
(MbICcnel), a 3aTeM KaXIblii TE3UCHBI OJIOK HANOJHUTh CTPYKTYPHBIM KpPaTKUM
coliepKaHUeM. DTO TMO3BOJUT B JalibHEWIIEM pacKpbIBaTh paboTy, €€ cojaepxaHue ¢
Pa3HOM CTENEHBIO MOAPOOHOCTH.

7.6. IlporpaMmMHoOe oOecriedeHue
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-CHCTEMHBIE IporpaMMHbIe cpenctBa: Microsoft Windows XP, Microsoft Vista
-CHCTEMHBIE ITporpaMMHbIe cpeacTa: Microsoft Office 2007 Pro, FireFox

8. MATEPUAJIBHO-TEXHUYECKOE OBECHHEYHEHUE JUCHUIIJINHBI
MOAYJIA)
TpeOoBaHusA K MUHMMAJIbHOMY MAaTEPHAJTIbLHO-TEXHUYECKOMY 00eCIeYeHN 0
Peanuzanuss nporpaMmbl  TUCHUIUIMHBI TpeOyeT Hamuuusg Yy4yeOHoro kaOuHeTa
«JlokyMeHTallMOHHOE 00eCTIEeYEeHUE YIIPABICHUSD.
[Ipu ocBOCHUU JUCHUIUIMHBI PEKOMEHIYIOTCS AOCTYI B IHTEpHET, KOMIBIOTEPHBIN Kacc
JUISl TPOBEACHUS MPAKTUYECKUX 3aHATUM.
Oo0opynoBanue y4eOHOro Ka0uHeTa:
1. IlocagouHble MecTa MO KOJUYECTBY OOYUAIOIIMXCA.
2. Pabouee MecTo mpenoaaBaTersi.
3. MaruurtHas gocka.
4. Habop Tabnui, cxem, HarjasIHbIX TOCOOHUH.
5. HopMaTuBHO-TIpaBOBBIE aKTBHI.
TexHuveckue cpeacTBa 00y4eHus :
1.IlepcoHanbHble KOMITBIOTEPHI C JUIEH3UMOHHBIM MPOTPAMMHBIM OO€CIeUeHUEM |
UH(GOPMAITMOHHBIMU CITPABOYHO-TIPABOBBIMHU CHCTEMaMHU.
2.Ilepudepuiinple yCTpOMCTBA: MYJIbTUMEIUNUHBIN MPOEKTOpP, MPHUHTEPHI, CKaHEPHI,
BHEIIIHUE HAKOMUTEJIM HA MAarHUTHBIX U ONITUYECKUX JIUCKaX.
3.Cpencta OOJBIION U MaJIOW OPraHU3alMOHHON TEXHUKU: HIpeaep, OpolIopoBanbHas
MallliHa, KapTOTEeYHOE 000PYyI0BaHUE, TaMUHATOP, CTEIUIEP, IIPOKOI, HyMepaTop, pe3ax,
OCHACTKa JIJIS MeYaTH U IPyTHE KaHILEISIPCKUE MPUHAJICAKHOCTH, PACXOHBIE MaTepUaIbI.
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JlonoJITHEeHUs1 ¥ M3MEHEHU S
K pa0o4eil mporpaMMe y4eO0HOM IMCHUILTHHBI (MOXYJISA)

Ha 20 -20_ y4.rox

B pa6ouyto mporpammy y4eOHON AUCIUIUIMHBI BHOCATCS CICAYIONINE U3MEHEHUS:

JlononHeHus: U U3MEHEeHHsI K paboydeil mporpaMme pacCMOTPEHbI U PEKOMEHI0BaHBI
Ha 3ace/laHuu Kadeapsl

(HauMeHOBaHUe)
IIporokoi Ne OT «__ » 20 r
Ucnonuurens(n):
/ / /
(TOMKHOCTB) (moxmuck) (®.1.0.) (mara)
/ / /
(TOMKHOCTB) (moxmuch) (®.1.0.) (mata)
3aBenytomuii kadenpoit
/ / /
(HaumeHoBaHHe Kadeapbl) (moanuce) (®.1.0.) (nara)
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