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1. HEJIM 1 3AJAYN OCBOEHUSA JUCIHUIIJIMHBI

Lean ocBoeHUs TUCHUTIIMHBI (MOIYIS):
- IPUOOPETEHNE CTYJACHTAMU TEOPETUYECKUX U MPAKTUUECKUX 3HAHUN K 0POPMIICHUIO
U COCTaBJICHUIO OpraHU3allMOHHO-PACTIOPSIAUTEIbHBIX JIOKYMEHTOB B
HEroCy/1apCTBEHHBIXOpraHU3alusIX (KOPHOpaTUBHBIX PUpMax) Kak 6a30BOMY IpoliecCy B
peanu3alyy BCeX yNpaBIeHYECKUX (QYHKIIUM.

3apaum:

- TOApPOOHO PacCMOTPETh TMpolecC JIOKyMEHTOO0OpOoTa  HErocyJapCTBEHHBIX
opranu3anuii (KOprmopaTUBHBIX (QHUPM), BKIIOUYAIOIIUN COBPEMEHHbIE TpeOOBaHUS K
COCTaBIICHUIO M O(OPMIICHHIO YIPABICHYECKUX (OpraHU3AIMOHHO-PACTIOPSIUTEIHHBIX )
JOKYMEHTOB, JBHXCHHE JOKYMEHTOB, HUX O0pabOTKa C MOMEHTa TMOJY4YEHHUS  WJH
CO3/1aHUs 10 3aBEpIICHUs HCIOJHEHUs, OTIpaBKa aapecary, KOHTPOJIb WCIIOJHEHUS U
c/laya Ha XpaHEHUE, a TaK ke 0COOEHHOCTH PabOThI C KaAPOBBIMU JOKYMEHTaMHU.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII BO

[Iporpamma ydeOHOM aucuMIuIMHBI «KopropaTuBHOE YIIPaBIICHUE.:TEXHOJIOTUN U
JTIOKYMEHTBI» sBjsieTcs: coctaBHOM yacThio OIIOII, obecnieunBaromieii peanuzaiuto OI'OC
BO.

[Tockonbky naHHasi ydeOHas AUCHUIUIMHA HampaBjieHa Ha (OPMUPOBAHUE Y
CTYJICHTOB TEOPETUYECKUX 3HAHUW M MPAKTUYECKUX NPO(PECCHOHATBHBIX YMEHUM, IO
HanpaBieHuto noarotoBku 46.03.02 JlokymMeHTOBeZeHHE U apXHBOBEACHUE, KYypC
onmupaeTcss Ha TmoJoxeHus «JlokymeHToBeneHus», «OpraHuzanus U TEXHOJIOTHUS
JIOKYMEHTAIIMOHHOTO OOECIICUEHHUsI YIPABICHUSD» U CIYXKUT TEOPETUUECKOM OCHOBOM JjIsi
M3ydeHus Jpyrux aucuuiuiiH.  Kypc naer 3HaHME CYHIHOCTH JEJIONPOU3BOJCTBA
HETOCYJIapPCTBEHHBIX OPTaHU3AIIUM, UYTO UCTIOJIB3YETCS B MOCICAYIONIUX JUCIUIIIIMHAX.

3. TPEBOBAHMSI K PE3VJIbLTATAM OCBOEHUSI COJIEPKAHUS
T CTUTIIAHBI

[Ipouecc wu3ydeHHs] AMCLUMIUIMHBI HallpaBleH Ha (OPMUPOBAHUE BJIEMEHTOB
ciaenyromux komnereHiud B cooTBeTcTBUM ¢ PI'OC BO mo gaHHOMY HanpaBIEHUIO
MOATOTOBKH (CHEIUATBHOCTH):

0) npodeccnonanbubix (I1K)

[1IK-1 CocraBnenue u opopMieHue yrnpaBieHYECKON JOKYMEHTALINH;

[IK-2 Opranuzanus paboThl C JOKYMEHTaMHU B YCJIOBHUSIX TPAJULIUOHHOTO H
AIIEKTPOHHOIO JJOKYMEHTOO0O0pOTa,;

B pe3ynbraTe 0CBOSHUS AUCHUIUIMHBI O0YYaIOIIUECs TOJKHBL:

3HaTh:

-COJIEPKAHNE 3aKOHOJATEIbHBIX W HOPMAaTUBHO-METOAMYECKUX JOKYMEHTOB  IIO
OpraHM3aly JOKYMEHTAlMOHHOTO O0eCIIeUeHHUs yIpaBICHHUS;

-OCHOBHbIE TpeOOBaHUS K OGOPMIICHHIO YIPaBIEHYECKUX (OpraHu3allOHHO-
pacnopsAIUTENbHBIX) JOKYMEHTOB.



YMeThb:

- 0(bOpPMIIATH YIIPABICHUYECKYIO TOKYMEHTAIIMIO;

-I10JIb30BAaThCA YHI/I(bI/IHI/IPOBaHHLIMI/I JOKYMCHTAaMH.

Baanern:

- 3HAHUSIMU O CTPYKTYpPE U OpTraHu3aliu CIIyKO eI0NpON3BOJICTBA;
- 3HAHUSIMU O BEJEHUU JIETONPOU3BOJICTBA B HErOCYJAApCTBEHHOW OpraHU3alluu,
YUpEeKICHUY;
- 3HAHUSMHU 00 OCHOBHBIX HAIMPABICHUAX W METOJNAX COBEPIICHCTBOBAHHS PaOOTHI
JIOKYMEHTAIIMOHHOTO 00€CTIeUeHUsI yIIPaBIEHUs HETOCYAapCTBEHHON OpTraHU3alliH.

4. CTPYKTYPA U COAEP KAHUME JUCIHUIIJIMHBI

4.1. CTpyKTypa IMCUMILINHBI

OO61ast Tpy10€MKOCTh TUCHUTUIMHBI cocTaBisieT 103auernbix enunui (360 yacoB).

Bunsl yaeOHOM paboTHI, Dopmbl
BKJIIOYas TEKYIIEeTOo
CaMOCTOSITEIILHYIO padoTy KOHTPOJISI
g CTYJCHTOB ycreBaemMoc
o 3 U TPYJIOEMKOCTH (B yacax) TH (no
5 z JI I13 | U3 CP Heoenam
No Pasznen O 5
= cemecmpa)
/1 TUCIUILINHEI (5 =
QO 3] ®dopma
E MIPOMEXKYTO
YHOM
aTTeCTalu
(no
cemecmpam)
1 Knaccudukanus 5 4 6 170 3K3aMeH
HETroCyIapCTBEHHBIX
OpraHu3aluin
2 | OpranuzanoHHO 6 4 6 170 9K3aMeH
pacrnopsiiuTeIbHble JOKYMEHTHI
HETOCYIapCTBEHHBIX
Opra"u3anumn
Hroro: 8 12 340

4.2. TemaTuveckmii NJAH OCBOEGHHMS JHCIUILIHHBI
AESITeJIbHOCTH M BUABI CAMOCTOSATEILHOM (BHEAYAMTOPHOM) padoThbl

o BHAAM Y4eOHOH

HaunmeHnoBanme Coaep:xanue yueOHOro MaTepuaJia Dopmu-
pa3aesoB U TeM (TeMBI, NEepeYeHb PACKPBIBAEeMbIX BOIIPOCOB): O0bem | pyembie
JIEKIIMHU, TPAKTHYECKHEe 3aHATHS (CEMUHAPBDI), yacos/ KoMIIe-
HHIMBHUAYAJbHbIC 3AHATHS, CAMOCTOSITEIbHAS padoTa 3.e. TeHUHH
o0yuaruuxcsi, Kypcopasi pabora (1o Teme)
1 2 3 4




_ 5 ceMmecTp

Paspen 1. Beenenue

Tema 1.1. Jlexunn:OCHOBHBIE ~ MOHATHS  JAMCUMIUIMHBL.  VcTopus 1IK 1
Bsenenue pa3BUTH JOKYMEHTAIMOHHOTO OOECIEYCHHS YIpaBJICHUS. 2 1IK 2
Ctpykrypa Kkypca. Mecrto Kypca cpeau TUCIUILIAH
JJOKYMEHTOBEIUECKOT0 1MKIa. JIutepaTypa 1o Kypcy.
[IpakTuyeckue 3aHATHs (CEMUHAPBHI):
CamocrosTenbHas pabora: M3ydenue yueOHOTO MaTepuana 24
Paznea 2. Knaccugukanus Herocy1apcTBEHHBIX OpraHU3alui
Tema 2.1 Jekmuu:ITonstus UII, OO0, AO, 3AO u ap. Otrnuuus TIK-1
Knaccudukanus dbopM  HerocymapcTBeHHbIX  opraHum3amuii.  [lopsmox 2 1IK-2
HErocyJ1lapCTBeHHbIX | (OPMUPOBAHUS YCTAaBHOTO KaluTala.
OpraHu3anui Macmtab opranuzauuu. Ilopsinok BeneHus OyxraiaTepckon
O0TYeTHOCTU. HanmoroBsie IbrOTHl U OTYHCICHUSI.
[pakTryeckre 3aHATUS (CEMHHAPDI)
JIoKyMeHTUpOBaHUE MPOLEAYPHI CO3aHUS KOMMEPUYECKHUX U
HEKOMMEPUYECKHUX OPTaHU3AIHA.
XapakTepucTuka KOMILJIEKCa JIOKYMEHTOB,
COIIPOBOKAAIONINX CO3/IAaHHE KOMMEPUYECKUX OpTaHU3aIlHid,
xosauHroB U OIII.
AHanu3  JOKYMEHTOB,  CONPOBOXIAIOIIMX  CO3/aHUE
HEKOMMEPUYECKOI Opranuzaiuu
CamocrosTenbHas pabora M3ydenne yaeOHOTO MaTepuaia 24
Pasnen 3HopmatuBHO-1paBoBasi 0a3a HETOCYAAPCTBEHHBIX OpraHU3AIIMM.
Tema 3.1 Jleknuu:Poccuiickoe 3aKOHOIATEILCTBO, 1IK-1
Hopwmartusho- periiaMeHTHpYIoIIee chepy NEeSATETbHOCTH 1IK-2
mpaBoBas 0aza HErocyJapcTBeHHbIX opraHuzanuii. [IpaBuna peructpanuu
HETOCY/IAPCTBEHHBIX | HETOCYIapCTBEHHBIX OpTaHM3aIHH. OcHOBHBIE
OpraHH3aIlyii. HOPMATUBHO-TIPABOBBIE JIOKYMEHTBl HETOCYAapCTBEHHBIX
OpraHu3aIuim.
[IpakTuyeckue 3aHSATHS (ceMuHaphl): paBoOBas
perimaMeHTanus JIJOTPOU3BOJCTBA HETOCYIAaPCTBEHHBIX 2
OpraHu3alui.
CamocrosTensHas padbora 3yuenne yueOHOTO MaTepuaia 24
Tema 3.2. Jleximu: OOmue MONOKEeHUsT HHCTpyKUuu. OpraHuzanus 1IK-1
WucTpykius mo pa3paboOTKM TpOeKTa HOMEHKJIATYpbl Jel KOMIaHHH. 1IK-2
nenornpou3BocTBy | Opranuzanus pa3padoTK MPOeKTOB Tabens hopm
HErocyJapcTBeHHON | IOKyMEeHTOB M anbboma (opm aokymeHTOB. OpraHuszaius
KOMIIaHHU: JTOKyMEeHT000OopoTa. TpeOoBaHUS K TOATOTOBKE IPOECKTOB
(GyHKIIMOHATIFHOE NOKyMeHTOB.  OpraHu3anusi  KOHTPOJS  HCIOJTHEHHS
Ha3HAYCHUE U nokyMeHTOB.  OpraHusamusi  XpaHeHHS  JIOKYMEHTOB:
0COOEHHOCTH dbopmupoBanue U odopMIEHHE Jel, 3aKOHYEHHBIX
pa3palboTKu JeTOTIPON3BOACTBOM; MOPSIOK OOpaIIeHUs ¢ JIOKyMEHTaMH,

COCTOSILIMMHM HA ONEPaTUBHOM XPaHEHHUH; IOArOTOBKA
JIOKYMEHTOB K Mepeaadye B apXuB KOMIIAHUH; SKCIEPTU3a
LIECHHOCTH JOKYMEHTOB; ME€peaada U MpUeM JOKYMEHTOB Ha
XpaHEHHE B apXUB; MOPSAIOK OOpaIIeHus C JOKYMEHTAMH,

COCTOSIIMMHM HAa XPAaHEHHWHU B apXMBE KOMIAHUH; IOPSAIOK




nepeaadn JOKyMCHTOB Ha ITIOCTOSAHHOC XPaHCHUC.

IIpakTrueckue 3aHATUS (cemuHap):
CUTYAIIMOHHBIX 3a71a4

perieHne

CamocrostenbHas paborta M3ydenue yuebHOro MaTepuana

24

Paznen 40prann3aiinoHHO PaCIOPAIUTENIbHbBIE TOKYMEHTBI HETOCYAapCTBEHHBIX OpraHU3alHii

Tema 4.1. Jlexuuu:CocrtaBnenue ycraBa opranuzanuu. llomoxxenue o 1IK-1
noapaznenenuu. lltatnoe pacnucanue. PacnopsaauresnbHbie 1IK-2
OpraHu3anoHHO JOKYMEHTBI HETOCYJaPCTBEHHBIX OPTaHU3aLUN.
pacOpAAMTENLHBIC | TTpakTrueckue 3aHATHA (ceMuHapbl). J(OKyMEeHTalnOHHOE
NOKYMCHTBI obecrnieueHre MOATOTOBKH U MPOBEJCHUSI OOIUX COOpaHuit
HEroCy1apCTBEHHBIX | aginoHEepOB, YYaCTHHUKOB 0OIMIecTBa. J[OKyMEHTHpOBaHUE
OpraHM3aIHit JEATEIbHOCTH COBETa JUPEKTOpPOB. JIOKYMEHTHPOBAHHE 2
JeSITeNIbHOCTH anmapara yIpaBICHUS 0O0IIeCTB,
MPOU3BOJACTBEHHBIX KOOIIEPATUBOB, XOJIUHIOB, DI’
CamocrosTenbHas pabota M3yuenue yuebHoro matepuania 24
Tema 4.2. Jleknu: YupexxieHue W TOCYNAapCTBEHHAs PErucTpauus 1IK-1
JlokyMeHTHUpOBaHHE | aKIIMOHEPHBIX OOIIECTB. YUpEIUTEIbHBIN IOroBOp. YCTaB 1IK-2
CO3/IaHUS aKuuoHepHoro oomecTtBa. [IpoTokon  y4dpeauTenbHOTO
AKIIMOHEPHBIX coOpanus. 3asBJICHHE YYpeOUTeNIed O PETUCTPAIUU.
o01iecTB Buecenue B ['ocynapcTBeHHBIN peecTp HOPUINYECKUX JIHII.
OI'PH.
[IpakTuyeckue 3aHATHS (ceMuHapbl): pelieHue 2
CUTYAIIMOHHBIX 337124
CamocrosTenbHas pabora: M3ydenue yuebHoro matepuana 24
Paznex 5. JIOKYMEHTBI 10 YYeTy KaJpoB B HETOCYJapCTBEHHBIX OpraHU3aIUsIX.
Tema 5.1. Jlexkuuu: CocraBiieHHe pe3loMe couckarens. AHKera 1IK-1
JIOKyMEHTBI 10 | COTpYAHUKA HEroCyJapCTBEHHOM opranu3anuu. [Ipasuia 11IK-2
yuyeTy KaapoB B | coctaBieHus aBToOuorpaduu. OdopmieHue 3asBIEHUS O
HEroCyJapCcTBEHHBIX | mpueme Ha padory. CocTaBieHHE TPYAOBOTO JIOTOBOpA.
OpraHu3alusIX. OdopMreHre THYHON KapTOUYKU COTPYAHHKA.
IIpakTrueckue 3ausaTUA (CEMUHAPEL): PELIEHNE
CUTYAIlMOHHBIX 3a/1a4.
CamocrosrtenbHas pabora M3ydenne yaebHOTO MaTepuaia 26
Bua koHTpOJIs IK3AMEH

6 cemecTp

Pazgen 6. IlpaBuna cocraBieHus 1 0pOpMIICHHS JOBEPEHHOCTU HETOCY1apCTBEHHONW OpraHU3alUH.

Tema 6.1. Jlekuuu: OOmuMe mnpaBuia COCTaBICHUS W OGOPMIICHUS 1IK-1
IIpaBuna JIOBEPEHHOCTEH. CayxeOHble TOBEpeHHOCTH. JIMuHbIE 2 1IK-2
COCTABJICHUS U | TOBEPEHHOCTH.

oopmienus IIpakTHyeckue 3aHATUS (CEeMUHApbI): peleHue

JIOBEPEHHOCTH CUTYAIIMOHHBIX 3a]1a4

HEerocyaapcTBeHHoON | CamocrostenbHas pabora: M3yuenne yueOHOTo MaTepuaa 24
OpraHu3alyH.

Pazgen 7.I1paBuna cocraBienus 1 opopMIIEHHS JOTOBOPA.

Tema 7.1. Jlekumu: OOmme mnpaBuia COCTaBIEHUS U o(opMIeHHUs I1K-1
[IpaBuna noroBopoB. Buasl goroBopoB. JloroBop apenasl. JloroBop 2 1IK-2
COCTAaBJICHUSIN nopy4yeHus. JloroBop mnocraBkd. TuUIOBOM TOroBOp O




oopmIIeHUS

MOJHOM MaTepUaIbHON OTBETCTBEHHOCTH.

JI0OTOBOpA. [IpakTryueckue 3aHATHs (CEMUHAP): PEIICHHE
CUTYallMOHHBIX 3a/1a4
CamocrosrenbHas pabora: M3ydyeHne yueOGHOro mMarepuasia 24
Pazgesn 8. JIOKyMEHTBI 10 y4€TY OCHOBHBIX CPEICTB U MaT€pPUAIIOB
Tema 8.1. Jlexumu: Axtel. Haknagusle. Kaprouku yuera. 1IK-1
JIOKyMEHTBI 10 | [IpakTUyecKHe 3a1aHus (CEMMHAD): PELICHUE 5 1IK-2
y4dery OCHOBHBIX | cCHTyallMUOHHBIX 3aJ1a4
CpeacTs 1 | CamocrosTenbHas pabota: M3yuenue yye6HOro matepuana 24
MaTEepUasIoB
Pa3znmen 9. VckoBbIe 3as1BJI€HUSI HETOCYJaPCTBEHHBIX OpraHnu3alui.
Tema 9.1.lckoBbie | Jlekiuu:O0mme mnpaBuia COCTaBICHUS W O(QOPMIICHHS 1IK-1
3asBJICHUSA HCKOBBIX 3asBiIeHUN. VICKOBOE 3asBIICHHE O BO3MELICHUU 11IK-2
HEroCy/lapCTBEHHBIX | ymiepOa, NPUYMHEHHOIO pPAOOTHUKOM IIPU HCIOJIHEHUHU
OpraHu3aLui. TPYIOBBIX  oOs3aHHOCTEl.  VckoBoe — 3asiBIeHHE O
BO3MEUICHUM  Bpela, INPUYMHEHHOIO  IIOBPEXKICHUEM
3JI0pOBBSI.
IIpakTHyeckue 3ajaHus (CeMUHap): pelieHue 5
CUTYallMOHHBIX 3a/1a4
CamocrosTenbHas padbora: M3ydyeHue yuebHoro matepuana 24
Paspnen 10./JoxyMeHTBI O COXpaHEHUH KOMMEPUYECKOW TaliHbI
Tema 10.1 Jlexumu:ITonsiTue  kommepueckord — TaiiHbel.  llepeuens 1IK-1
JIOKyMEHTBI 0 | cBeAEeHMI, KOTOpbIE HE MOIYT COCTABJIATH KOMMEPYECKYIO 1IK-2
COXpaHECHUH TaiiHy. IlepeueHb CBeAEHUI, KOTOPHIE MOTYT COCTAaBIATH
KOMMEPUYECKON KoMMepueckyro TaifHy. OO0s3aTenbCcTBO O HepasIialleHun
TalHbI KoMMepueckoi TaiiHbl. [lopsaok paboTsl ¢ JTOKyMEHTaMu,
HECYIIMMHU KOMMEPYECKYIO TaliHYy.
[TpakTrueckue 3anaHus (ceMUHAp). 3aKOHOHATENLCTBO PD 0
komMmepueckoil TaiiHe.IlpaBa oOnanaTenss KoMMepuyecKoil
TaiiHbL. Y TPO3BI KOMMEpYECKON taiine.CBeqieHMs,
OTHOCAIIMECSs K  KoMMepuyeckod  TaiiHe.OcobeHHOCTH
OrpaHUYEHUS I0CTYNIa K KOMMEPUYECKO TaliHe.
CamocrosTenbHas pabora: U3yuenne yueOHOTO MaTepuaia 24
Pa3pes 11. JIOKyMEHTBI CTPOUTENIBHBIX HETOCYJAPCTBEHHBIX OpraHU3aluil.
Tema 11.1 Jlexumn:OcHOBHBIE JOKYMEHTBI CTPOUTEIBHBIX 11K-1
JIOKYMEHTBI opranuzanuii. CocTaBleHHE JOrOBOpa CTPOUTEILHOIO 11IK-2
CTPOMTENBHBIX nonpsia. CocraBieHHe CMEThl Ha CTPOMTEIbHBIE PAOOTHI.
HerocynapcTBeHHbIX | CocTaBiieHHE aKTOB Ha CAAYy CTPOUTENHHOIO OOBEKTA.
OpraHu3aIuii. IIpakTHyeckue 3ajjaHus (CEMUHAp): pelIeHne 2
CUTYAIlMOHHBIX 3a/1a4
CamocrosTensHas pabora: U3yuenne yaeOHOTO MaTepuaia 24
Pa3nes 12J{0KkyMEHTHI TOProOBBIX HETOCYJAPCTBEHHBIX OpraHU3aIHi
Tema 12.1 Jlexiun: OCHOBHBIE JOKYMEHTBI TOPTOBBIX OpraHU3alUii. I1K-1
JIOKyMEHTBI [IpaBuiia opranu3zanuy JTOKyMEHTAIMOHHOTO 00ecreueH s 11IK-2
TOPrOBBIX TOPTrOBBIX YUPEKJIECHUN
HErocynapCcTBeHHbIX | [Ipaktuueckue 3aganus (ceMuHap) JlOKyMeHThI TOPTOBBIX




OpraHu3aIui HEroCy1apCTBEHHBIX OpPraHu3aIui
CamocrosTenbHas pabora 26

Bua HTOroBoro KOHTpoJI (3a4er, sk3ameH, AuddepeHnpoBaHHbIi 3a4eT) OK3zamen

BCEI'O: 360

5.0BPA30OBATEJ/IBHBIE TEXHOJIOTI'A

B cootBerctBun ¢ TtpedoBanusmu PI'OC BO no HampaBieHUIO MOATOTOBKH
«JlOKyMEHTOBEICHHE W apXUBOBEACHUE» peaIn3alrsd KOMIIETEHTHOCTHOTO MOJX0Aa
npelycMaTpuBaeT IIMPOKOE HCIOJIb30BaHHE B Y4eOHOM TPOIECCe AaKTUBHBIX U
MHTEPaKTUBHBIX (POPM MTPOBEACHHUS 3aHATUN.

CrpykTypa M coAepKaHuE Kypca MPEANOararoT aKTUBHYIO HHTEIUIEKTYalbHYIO H
KOMMYHHKATHUBHYIO JESITENbHOCTh CTYACHTOB. Kypc BBICTpOEH TakuM 00Opa3oMm, 4TOOBI
o0ecneunTh pa3BUTHE COOTBETCTBYIOIIUX MPO(ECCHOHATBHBIX Ka4eCTB Yy CTYJIEHTOB.
Kypc nekuwnii, ceMHHAapCKue W IPAKTUYECKHUE 3aHATUSA OTJIMYAIOTCA YCTAHOBKOW Ha
CO3/IaHHE€ TAPTHEPCKUX OTHOLICHWM, YTO HAaXOJUT OTPAKEHHE B METOAAX OOYyUYEeHHS.
[IpropuTeTHBIME MeTOJaMU OOYYEHMs SIBISIOTCA aKmueHvle Memoobl, TIE TIaBHOE
BHUMaHUE YJIeNsIeTCs MPaKTHYeCKONH 0OTpabOTKE 3HaHUN, YMEHUIN U HaBBIKOB.

Jlexyuonnvie 3anamus MPEANIONATraloT IIPEABAPUTEIIBHYIO ITIOATOTOBKY, CBA3AHHYIO C
OCMBICJICHUEM 3asIBIIEHHBIX Npo0JieM, U HE MCKIIOYAIOT JUAJIOIMYECKOTr0 OOIICHHUS
CTYZIEHTOB C IIPENOJIABATEIIEM.

Ha cemunapckux 3ansamusx WCHONB3YIOTCSA COBPEMEHHBIE METOJABI OOy4YeHUS -
JIEJIOBBIE WUTPbl, MUHU-KOH(EPEHLINH, TUCKYCCUHU, MO3BOJSAIOMINE H30€kKaTh MacCCUBHOIO
BOCIIPUATUS HMHPOPMALMM W MAaKCUMAaJbHO HCIOJIb30BaTh TBOPYECKUWA MOTEHIHAI
CTYJIEHTOB.

6 OLEHOYHBIE CPEIACTBA JUId TEKYIHEI'O KOHTPOJIA
YCIHEBAEMOCTHU U MIPOMEXYTOYHOM ATTECTAIIUA

6.1. KoHTpOJIb OCBOCHUS TUCUMILIIMHBI

KoHTpoas ocBOeHUS TUCIMIUIMHBI MPOU3BOAUTCS B COOTBETCTBUU ¢ [lomoxxeHueM o
MPOBEJICHUM TEKYIIETO KOHTPOJS YCIEBAaEMOCTH U TMPOMEXKYTOUHOM aTTecTaluu
CTYAECHTOB OI'bOY BO «Kpacnogapckui rOCy1apCTBEHHBIN UHCTUTYT
KyJabTypbi».IIporpaMMoii  TUCIMIUIMHBI B IENAX TMPOBEPKU MPOYHOCTH YCBOCHHS
Marepuaa npeaycMaTpruBaeTCs MPOBEACHUE PA3TMUHBIX (POPM KOHTPOJIS.

Texywuu KOHmMpOALYCTIEBAEMOCTU CTYAEHTOB 110 AUCUUILIMHE TMPOU3BOAUTCS B
cienyromux Gpopmax:

- OLICHKH, BBICTABJIIEMbIC CTYJCHTAM Ha CEMHHAapax 3a OTBETHl Ha BOMPOCHI,
coJiep Kalluecs B IJIaHaX CEMUHAPCKUX U MPAKTHUYECKUX 3aHSATUH.

Pyb6eoxcnvii konmpons TpeaycMaTpuBaeT OIEHKY 3HAHWWA, YMEHUH M HaBBIKOB
CTYJICHTOB IO MNPOWJIECHHOMY MaTepualy MO JaHHOW NUCIUIUIMHE Ha OCHOBE TEKYIIUX
OIICHOK, MOJYYCHHBIX MU Ha 3aHITHUSX 3a BCE BUJBI paboT. B xo1e pyOeXxHOTrO KOHTPOJIS
UCIIOJIb3YIOTCS CIEAYIOIINE METOAbl OIIEHKU 3HAHUI:

e YCTHBIC OTBET;

o TPAKTUYECKHE PAOOTHI;




IIpomesicymounulii KOoHmpoib IO pe3ybTaTaM CeMecTpa MO TUCIUILINHE TPOXOIUT B
dhopme 3auéra (9K3aMeHa).

6.2. OueHouHbIE CPeACTBA

6.2.1. Ilpumepsnl TeCTOBBIX 3aJaHUI (CUTYaIIHii)

IIpakTnyeckoe 3anarue Ne 1

TpeboBaHUs K COCTABICHUIO H OOPMIICHHIO IOKYMEHTOB HETOCYJapCTBEHHON OpTraHU3aIINH.

[{ems — 03HAaKOMHTHCS C IPaBUIIAMH O(POPMIICHHUS JOKYMEHTOB.

IIpakTnyeckoe 3ansaTue Ne 2

CocraBnenue u oopMIICHHE OpPTraHU3AIMOHHBIX JIOKYMEHTOB.

[lenb — O3HAKOMHTHCSI C OCHOBHBIMU BHJIaMU OPTaHU3AIMOHHBIX JTOKYMEHTOB U OCOOCHHOCTSMU
W3 COCTaBJICHUS.

IIpakTuyeckoe 3ansaTue Ne 3

OdopmiieHre MpUKa30B, PACIOPSHKEHUN YKa3aHHH, IIPOTOKOJIOB.

Lens — Hay4IUTHCS COCTABIISITH TEKCT U OPOPMIISATH PACHIOPAIUTEIbHBIE IOKYMEHTHI.

IIpakTnyeckoe 3ansaTue Ne 4

JIn4yHbIe TOKYMEHTHI 110 TIEPCOHATTY.

I{enb — BBIPaOOTATh HABBIKK COCTABIICHUS JIMYHBIX IOKYMEHTOB.

IIpakTn4yeckoe 3ansarue Ne 5.

CocraBnenre 0OpMIICHHE OCHOBHBIX JOKYMEHTOB TI0 TIWYHOMY COCTaBY.

Lenp — M3y4uTh COCTaB U OCOOEHHOCTH OCHOBHBIX IOKYMEHTOB TI0 IMYHOMY COCTaBY.

IIpakTnyeckoe 3ansaTue Ne 6

Cocrasiienue u ohopMIICHUE TOBEPCHHOCTH.

[lens — Hay4YUTHCS COCTABIIATH JIOBEPEHHOCTH.

IIpakTnyeckoe 3ansaTue Ne 7

[IpaBuna cocraBneHus ¥ opopMIICHUS JOTOBOPA.

enp — nM3y4uTh 0COOEHHOCTH COCTABJICHUSI IOTOBOPA.

IIpakTnyeckoe 3ansitue Ne 8

[ToaroroBka akTOB, HAKJIAIHBIX, KAPTOUYEK yUeTa.

[enb — U3y4uTh OCOOEHHOCTH COCTABICHUS aKTa, HAKIAIHON, KAPTOUKHU yUeTa.

IIpakTuyeckoe 3ansitue Ne 9.

CocraBieHre UCKOBOTO 3asIBJICHUS.

[enp — nM3y4uTh 0COOEHHOCTH COCTABJICHUS 1 O(DOPMIICHHS UCKOBOTO 3asIBJICHUSI.

IIpakTuyeckoe 3ansitue Ne 10.

JIOKyMEHTBI CTPOUTENIbHBIX HETOCYIapCTBEHHBIX OPTaHU3allNN.

[enb — U3y4uTh OCOOEHHOCTH COCTABIEHUSI CMET, aKTOB, JIOTOBOPOB.

IIpakTuyeckoe 3ansitue Ne 11.

JIOKYMEHTBI TOPTOBBIX OpraHU3aIui.

[ens — M3y4yuTh IpaBUiIa COCTABIEHUE OCHOBHBIX JIOKYMEHTOB TOPTOBBIX OpTraHU3AIIHi.

6.2.2. KoHTpOJIbHBIE BONPOCHI VISl IPOBEIeHNUs TEKYIEro KOHTPOJIA

1. IlomuThka U CTpaTeryus KOMITAaHUM B OOJIACTH YIIPaBJICHUS JOKYMEHTHUPOBAHHOW
unpopmarmert.  [lomoxkeHuss  HamumoHanpHOTO  crangapra P HMCO  15489-1-
2019« YnpasieHue JOKyMEHTaMm).

2.  HWHCTpyKmmsT 1O  JeJONPOM3BOACTBY  HETOCYIApCTBEHHOW  KOMITAHHH:
(GyHKIMOHATFHOE Ha3HAYCHUE U OCOOCHHOCTH Pa3paboOTKH.

3. Yupexnenue U rocyJapcTBeHHas perucTpanus aKIIMOHEPHBIX
001IecTB. YUpeIUTEeIIbHBINA JIOTOBOP.

4. YcraB akImOHEPHOTO 00IIIEeCTBA: CTPYKTYpa, pa3/eibl.
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5. O0uree coOpaHue aKIMOHEPOB: TOKYMEHTUPOBAHUE €SI TEILHOCTH.

6. CoBeT IMPEKTOPOB AKIIMOHEPHOTO OOIIECTBA: JOKYMEHTUPOBAHUE JIEATEIBHOCTH.

7. Cuctema OpraHM3alMOHHO-PACHOPAINUTEIBHON JOKYMEHTAlMM  aKLHOHEPHOIO
oOuiecTBa. biaHky JOKYMEHTOB: IpaBuja COCTaBJICHUS.

8. OdopmiieHne HUCXOIAIMMX W BHYTPEHHUX JOKYMEHTOB (BHIbI JOKYMEHTOB,
TpeOOBaHUS K TEKCTY U PEKBU3UTAM).

9. OpraHu3alMoOHHbIE JOKYMEHTHl (TOJOXKEHHE, HWHCTPYKLUS, JOJIKHOCTHAs
MHCTPYKLUS, TPYAOBOW JOTOBOP, IITATHOE PACIIUCAHUE).

10. PacniopsauTenbHble TOKYMEHTHI (MpUKa3, pacloOpsKEHHE, pElIeHUe, MPOTOKOJ,
BBITHCKA).

11. NadopmMaiimoHHO-CIpaBOYHBIE TOKYMEHTHI (aKT, CiIy>keOHasi U 00BICHUTENIbHAS
3aIluCKa, CIIpaBKa, MUCbMO, TeJIerpaMma, (akc).

12. 3akoHo1aTeNbHAS OCHOBA XPaHEHUS JOKYMEHTOB B aKIIMOHEPHBIX OOIIECTBAX.

13. IlpaBuna ¢popmupoBaHus A€l AJis NepeJaud Ha apXUBHOE XpaHEHUE.

14. Buasl HoMeHkaTyp aena. OpopmiieHne HOMEHKIIATyphl Je.

6.2.3. TemaTuka 3cce, pepepatoB, npe3eHTANUIT

1. OpraHu3aliOHHO-TIPaBOBbIE  (POPMBI KOMMEPUYECKMX M HEKOMMEPYECKHX
OpraHu3aun

2. TocynapctBenHoe perynupoBanue JIOY B oOmectBax (aKUMOHEpHBIX, C
OTPaHUYEHHOW OTBETCTBEHHOCTHIO),TOBAPUIIECTBAX, NMPOU3BOJCTBEHHBIX KOOINEPATHUBAX,
XOJIAMHTaX, (PMHAHCOBO-TIPOMBIIIICHHBIX TPYIIIax

3. PermaMeHTanus AeSTENbHOCTH HEKOMMEPUYECKUX OpraHu3aluil (MoTpeOnuTEeNbCKUM
KOOIIEPATHB, OOLIECTBEHHBIE M PEIUTHO3HBbIE OPraHHU3aLUHU, YUPEXKICHHS, aBTOHOMHAas
HEKOMMepYECcKasi opraHuzanus, PoH/1, acCCOLUAIUU U COIO3bI)

4. XapaKTepucTuKa KOMIUIEKCA JIOKYMEHTOB, COIPOBOXKJAIOIIUX CO3JaHHE
KOMMEPUYECKUX OpraHu3annii, XxonauHros u OIII

5. AHanu3  JIOKyMEHTOB, CONPOBOXAAKIIMX  CO3JaHUE HEKOMMEpPUYECKOU
OpraHu3aluu

6. XapakTepHCTHKa KOMIUIEKCAa JOKYMEHTOB, IIPEIOCTABISEMBIX OPUIUYECKUM
JIMIIOM B peructpupyromuit oprad. [IpaBuna cocraBienus u ohopmieHUs

7. JIOKyMEHTUPOBAaHHE MTPOLIEAYPBI PETUCTPALIUN FOPUINIECKUX JIULL.

8. JlokyMeHTalMoOHHOEe OOECIeYeHHe MOATOTOBKA M MPOBEACHHS OOIMIMX cOOpaHui
aKLMOHEPOB, YYACTHUKOB O0IIECTBA

9. IOKyMEHTUPOBAHHE JIEATEIBHOCTH COBETA TUPEKTOPOB

10.  [JoxymeHTHUpOBaHHE JACSATENbHOCTUM  ammapara yOopaBi€HHs  OOILECTB,
MPOM3BOJICTBEHHBIX KOOIEPATUBOB, XOIAUHTOB, DI

11. XapakTeprcTHKa OpraHOB YIPaBIE€HN HEKOMMEPUYECKUMH OPTaHU3aALUSIMHU

12. AHaIM3 KOMIUIEKCA OPTaHU3alUOHHBIX U YIIPABICHYECKUX JOKYMEHTOB

13. Ananu3 npouenyp npuema, MepBUYHON OOPaOOTKU JOKYMEHTOB, PETHCTpPAIIUN
JOKYMEHTOB

14. ITpouenypa paccMOTPEHHS U UCTIOJTHEHUSI TOKYMEHTOB

15. TexHoNOTUs KOHTPOJISI UCTIOTHEHHUS IOKYMEHTOB

16. Cucremaruszanust JOKyMEHTOB, HOMEHKJIATypa Jel

17. ®opmupoBaHuE U XpaHEHUE AEN
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18. Opranuzarust ”HOOPMAITMOHHO-TTOMCKOBON CUCTEMBI 110 JOKYMEHTAM

6.2.4.Bonpochl K 3a4€Ty O JUCHHUIIHHE

6.2.5. Bonnpocsl k 3k3aMeHYy M0 TUCHUILIMHE
Opranu3zaionHas JOKyMeHTaIusl.
PacnopsiautensHast JTOKyMEHTAITHSL.
HNudpopmaiimoHHO-CIIpaBOYHAs TOKyMEHTAIHSI.
JIoKyMeHTalus 1o JIMYHOMY COCTaBY.
OdopmiieHre conpoBOAUTETHLHOTO MHUChMa
OdopmiteHre rapaHTUIRHOTO MHChbMa
OdopmiieHre pekiIamMaMoOHHOTO TUChMa
OdopmiieHre nucrMa-oTBeTa
. IIpuka3 mo ocCHOBHOU I€ATENTbHOCTH.
10 [Tpuka3 mo MMuyHOMY COCTaBY(MHANBUYaTbHBINA,CBOIHBIN).
11. OdopmiieHne TOKIATHON 3aUCKU
12.0dopmienne 00bICHUTETHHON 3aITICKU
13.0dopmienne 3asBIeHUs O pUeMe Ha padoTy
14.0dopmiieHue pesrome
15.Cuctembl JOKyMEHTAIMH. Y HUUITUPOBAHHBIE CHUCTEMBI JOKYMEHTAIUH.
16.006mue TpeOboBaHMs K TEKCTY TOKYMEHTA.
17.1lopsaoK U3JI0)KEHUS TEKCTa JOKYMEHTA.
18.513bIK CiTy)EOHBIX JOKYMEHTOB.
19.HopmatuBHO-TIpaBoBas 0asa J1eJI0MpON3BO/ICTBA.

CoNok~WNE

ZO.XapaKTepI/ICTI/IKa M COCTaB OPTraHNU3alIMOHHO-IIPABOBbIX JOKYMCHTOB! Tpe6OBaHHSI K

COCTaBJICHUIO ¥ O()OPMIICHUIO.

21.XapakTepucTrKa U COCTaB PacHopsAIuTEIbHBIX JOKYMEHTOB: TPEOOBaHUS K
COCTaBJICHUIO U OPOPMIIEHUIO.

22.Pa3paboTka JOKYMEHTAIUH, OTPAXKAIONIEH KOMMEPUYECKYIO JIEATEIHHOCTh
OpraHM3aIiu

23.JlokyMeHTHpOBaHuE paboTHI ¢ iepcoHanoM. Kommieke kaapoBoi TOKyMEHTAIIH.

24. TpynoBoii 1OTOBOP: COMEpKaHNE U TIOPSIOK 3aKITFOUCHUS.

25.0c00eHHOCTH JOKYMEHTHPOBAHUS ITAOB TPYIOBOM JCITEIBHOCTH PaOOTHUKA:

pHeM, IEPEBOJI, OTIMYCK, KOMaHINPOBKA, YBOJIbHEHHE, MTOOIIPEHNE,
JTUCITUTUTMHAPHOE B3bICKaHUE.

26.0dopmieHre 1 BeACHUE JINYHOM KAPTOUKU U JTUYHBIX JIETI.

27 Ilporecc 3ammThl MPoPecCHOHANBHBIX JaHHBIX B KaJPOBOM ciryk0e.

28.OCHOBHBIE 3TaIlbl IOKyMEHTOO00POTA.

29.XapaKkTepucTrKa IOKyMEHTOTIOTOKOB: BXOJISIIAsl, HCXOASINAsl, BHYTPEHHSS
JOKyMEHTAITHSI.

30.TexHosorust paboThl C JOKYMEHTOIIOTOKaAMHU.

31.0cobennocTu paboThl ¢ KOHPUACHIIMATBEHON TOKYMEHTAIUEH.

32.CuctemaTtuzanus J0KyMEHTOB, UX YYET U 00eCTIe4eHHUEe COXPAHHOCTH.

33.0cHOBHBIC TPeOOBAaHUS K OPTaHU3AINN TEKYIIETO XPaHCHUS UCTIOTHEHHBIX
JTIOKyMEHTOB
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34.OxcnepTusa EHHOCTH JOKYMEHTOB. [[pUHITUTIBI, KpUTEPUU U ATAITBI €€
IPOBEICHHSI.

35.0Opranu3zanus paboThl ceKpeTapsi pyKOBOJIUTENS U 0hrC MEHEKepa.

36.Crenuduueckue TeXHOJIOTHH 00pabOTKH IOKYMEHTAIIUU

6.2.6. IlpuMepHasi TeMaTHKA KYPCOBBIX PadOT (e npedycmomperio).

7. YYEBHO-METO/INYECKOE n NHPOPMAIIMOHHOE
OBECIIEYEHME JUCIIUIIJIMHBI (MOAY JIs)

7.1. OcHoBHas qUTEpPATYypa

1. baysp B. II., OCHOBBI TeOpWMH OpraHU3ANMOHHOTO YyrpaBieHus: mnpenpuHt/ B.IL
Bbayap, FO.I'. ®enynos. - Mocksa, bepiaun: J{upexr-Meaua, 2019. - 234 c. [Tekct HenmocpeICTBEHHBIH |

2. Bouapoa U.IO. KoprnopatuBnoe ymnpasnenue: yueOnuk/ W.FO. bouaposa. - M: HUIL]
Wudpa-M, 2013. - 368 c. [Tekct HemocpeaACTBEHHBIH |

3. Becuun B.P. KopniopatuBnoe ynpasienue: yueOHuk/ B.P. Becuun, B.B. Kadunos. - M:
Hudpa-M, 2016. - 160c. [ Texct HEmOCpeCTBEHHBIH |

4, HementbeBa A.I'. KopmopatuBnoe ympasnenue: ydeOnuk/ A.I. JlementbeBa. - M.:
Caructp, 2018. - 848c. [Tekct Hemocpe1CTBEHHBIN! |

5. NpanoBa E.B. KopnoparuBnoe ymnpaenenue: Yuebnoe mocodue/ E.B. MBanoBa. - M:
@inunTa, 2016. - 336¢. [TekcT HenocpeACTBEHHBIH |

6. Jlexxenkuna, T.W. Hayunas opranusamus tpyaa nepconana: yueoHuk / T.W. JlexxenkuHa. -

2-¢ u3[., nepepad. u gomn. - M.: MockoBckuil (PMHaAHCOBO-IIPOMBIIIJICHHBIH YHUBEpcUTET «CHUHEPrus»,
2013. - 352 c.[TekcT HEemoOCpeICTBEHHBIH |

7. [lepcuxoa, T.H. Kopnoparusnas kynbrypa: yueOnuk / T.H. Ilepcukopa. - M. : Jloroc,
2011. - 288 c. - (HoBas ynumBepcurerckass OubOmmoreka). - ISBN 978-5-98704-467-4 ; To xe
[Onextponnsiit pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=233786 (15.04.2016).

8. [Mupor, $.}O. KopnopartuBHast KyibTypa: HCTOYHHUKH, TPAAUIINH, COBPEMEHHOE
cocrosinne, TenaeHuuu passutus / S.YO. Iupor. - M.: Jlabopatopust kuuru, 2012. - 107 c. [Tekcr
HETOCPEICTBEHHBIH |

9. Pacnonos B.M. Kopnopatusnoe ynpasnenue: yueoHuk/ B.M. Pacnionos, B.B. Pacrionos. -
M: maructp, 2019. - 384 c. [TekcT HEMOCPECTBEHHBIH |
10. Pozanosa H.M. KopnopatuBHoe ympasineHue: Y4eOHMK s OakajaBpuara M

maructparypsl/ H.M. Po3zanosa. - JItoGepirsi: FOpaiit, 2016. - 339 c. [TekcT HemocpeacTBEHHBIH |

7.2. JlonoJiHUTEJILHAS JIUTEPATypa

1. BacunseBa W.H. Opranmsamust J1eI0onpoM3BOACTBA W IEPCOHATBHBIA  MEHEIKMEHT:
yaeOHoe mocodue. — 2-¢ u3f. — M.: By3zoBckumii yaeOHuK,2004. -272¢.[TekcT HemoCpeICTBEHHBIH |
2. Karuen6ax /l., Tomac /1., Auaepcon I'. Tpancopmaiusi KOprmopaTUBHON KyJIbTYpHI:

Ba)KHBIC JeTaiM, 0e3 KOTOPBIX HHUYEro He paboTaeT: Hay4YHO-TOMYJSIpHOE HU3AaHue - MoOcKBa:
Anpnuna [Tabnumep, 2020. - 234 c. [TekcT HeNoCpeACTBEHHBIH |

3. Henmoroga A.B., Cemuenko IIL.A. Jlenonpou3BOACTBO OpraHU3alMy: IOATOTOBKA,
oopmileHHe U BEJCHHE NOKYMEHTAIMH: 75 00pa3IoB JOKYMEHTOB. — 2-¢ u31., cTep. — M.: Omera-JI,
2008. — 480c. + CD[TekcT HEmOCPEACTBEHHBIH |

4, Poroxxun M. 0. JlenoBeie JOKyMEHTHI B IpUMepax U oOpasnax: yueo.-mpaktud. [locodue.
— M.: IIpocnekt, 2009. — 432c¢. [TekcT HEMOCPEICTBEHHBIN! |
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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. PeivanoB A.FO. KopnoparuBHoe ympaBieHue B Oankax: YueOHoe mnocodbue/ A.I1O.
PeimanoB. - M.: Uadpa-M, 2017. - 576 c. [TekcT HEMOCPEACTBEHHBIH |

7.3.Ilepuoauyeckue U3aaHusl
((I[eJ'IOHPOI/ISBOI[CTBO»
«Cekperapckoe Jeyno»

7.4. UnTepHeT-pecypchbl
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 yKa3aHus 1 MaTePHAJIbI 10 BUIAM 3aHATHIA

JIisi TIOATOTOBKM K 3aHATHSIM PEKOMEHIIyeM HCIIOIbh30BaTh JIIEKTPOHHYIO 0azy
JAHHBIX 10 JOKYMEHTOBEACHUIO M JOKYMEHTOBEIUYECKUM MCCIIEIOBaHUSM, KOTOpas
COJIEPKUT  METOJUYECKHE  MaTephalibl MO0  TOJATOTOBKE K  CEMHUHAPCKUM,
MPaKTUYECKUM3AHSATUSM, 3auery, pa3paboTke riioccapus, MOJITOTOBKE
BUJICONIPE3CHTAIIMH, BBIMOTHEHUIO JPYTUX 3aJlaHUN B paMKaX CaMOCTOSITEIbHOU paboThI.
A Taxke AJIEKTPOHHBIE HIMKJIONEINUH 0 IETONMPOU3BOJICTBY U apPXUBOBEICHUIO
Jlsist camocToATeNnbHOM PabOThl, TMOJATOTOBKE MPAKTUYECKUX (CEMUHAPCKUX) 3aHSATHUIA,
MOJATOTOBKE K TECTOBBIM HCIBITAHHMSM, a TakKe IJIs HamucaHus 3cce, pedeparos,
HAyYHBIX JTIOKJIAJOB PEKOMEHIYETCS CIIeayIomIee:

JIisl TONTOTOBKM K TIEPEYHMCIICHHBIM BHJaM padOT MPEeayCMOTPEHBI 3ajaHus,
Pa3BUBAIOIINE HABBIKA CaMOCTOSATEIBHOTO aHaW3a W OCMBICICHHUS TIPEII0KCHHBIX
mpobiaeM wu TeMm. JIIg OCBOCGHHMSI TIPEMIOKEHHBIX TEM, CTyACHTaM HEO0OXOIMMO
O03HAKOMHUTBCSI C TIPEIIOKCHHOW JIUTEPaTypoi, BBIOpaTh HEOOXOAMMBIC WCTOYHUKH,
COCTaBUThL IIJIaH TpeacTosmied paboTel. s pedepupoBaHusS HCTOYHUKOB CTYACHTY
HEOOXOJMMO O3HAKOMHUTHCA C TEKCTOM, CJeNaTh HEOOXOIWMbIE BBIMUCKHU, ITUTATHI,
COOTBETCTBYIOIIME TJIABHOW MpoOJieMe WCCIAEAOBaHMsS, CKOMIIOHOBATh OSTH IIUTATHI,
mpoaymMaTh WX, H3JIOKUTh COOCTBEHHOE BHJIEHWE CBOMMH CJIOBaMH, HaMETHUTh
HEOOXOIMMBIC CBA3KH U CTPYKTYpPY Oymyiero Tekcra. PedepupoBanue nmepBouCTOYHUKOB
MIPEANOJaraeT CaMOCTOSITEIIbHbIE HABBIKM M3YYECHHS TEKCTa, M3JIOKEHHUE TMPEIOKEHHBIX
TOYEK 3pEHUs, Mepeckas, aHaIu3 MPOOJEMHBIX BOIPOCOB, BBIJICJICHUE TJIABHBIX HAYUYHBIX
no3unuii aBTopoB. Jyis BeImosHeHUs pedepara HEOOXOAMMO HAYMHATH C OOOCHOBAHUS
BBIOOpA TEMBI, 3aTeM MPUBECTH NIEPEUCHD KITFOYEBBIX TIOHATHIA COJEPIKAHMS, TUTaH pabOThI
(0 yem paboTa, KaKre BOTIPOCHI BKITFOUEHBI), 3aTEM MEPEXOAUTh K (HOPMYTUPOBKE TE3HCOB,
MIPEACTABIISIONINX KPaTKOE COJAEpKaHUE KaKIOTO Bompoca Tembl. Jlanee, mpuBomATcs
CTPYKTYPUPOBAaHHBIE TE3UCHI (OCHOBHBIC TPYMIBI TE3UCOB IO pas3aenaMm paboThI).
CrpynmupoBaB Te3UChI (OCHOBHBIC MBICIHM), YCTAaHOBUB MEXKIy HHMH OCHOBHBIC U
COTIOJTYMHEHHBIC CBSI3U, COCTABUTD JIOTHYECKYIO MOJIEb CoJiepkaHus padoThl (pedepara).
Bo3moxHO mepBoHaYaIbHO TTOCTPOUTH MOJIENH COACPKaHUs PAaOOThI U OCHOBHBIX OJIOKOB
(MBICTIEH), a 3aTeM KaXIblii TE3UCHBIM OJIOK HAMOJHUTh CTPYKTYPHBIM KpPAaTKUM
colepkaHueM. DTO TO3BOJUT B JalbHEUIIEM pacKpbhIBaTh paboTy, €€ comep aHue ¢
Pa3HOM CTENEHBIO MOAPOOHOCTH.

7.6. IlporpamMHoOe o0ecnieuenne
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http://www.termika.ru/
http://www.top-personal.ru/
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-CUCTEeMHBbIE IporpaMMHBbIe cpenctBa: Microsoft Windows XP, Microsoft Vista
-CHCTEMHBIE IporpaMMHbIe cpenctBa: Microsoft Office 2007 Pro, FireFox

8. MATEPUAJIBHO-TEXHUYECKOE OBECHEYEHUE JUCHUIIJIMHBI
MOAYJIA)
TpeGoBanuss K MUHUMAJIbHOMY MAaTEPHAJIbHO-TEXHHYECKOMY 00ecIedeHNI0
Peanuzamusi mporpamMMbl JUCHUIUIMHBI TpeOyeT Haluyus Yy4yeOHOro KaOuHeTa
«/loxyMeHTallMOHHOE 00ECIIEUEHUE YIIPABICHUD).
IIpn 0CBOCHUH JUCHUIUIMHBI PEKOMEHIYIOTCS TOCTYII B VIHTEpHET, KOMIIBIOTEPHBIN KJlacce
JUISI IPOBEJCHUS ITPAKTUYECKUX 3aHATHM.
Oo6opynoBanne yueOHOro kabmHera:
1. Ilocamounble MecTa IO KOJIMYECTBY OOYUAIOIIUXCS.
2. Pabouee mecTo npenopasarens.
3.  MaruurtHasg nocka.
4. Habop Tabnuil, cxem, HarjasgHbIX TOCOOUH.
5. HopmatuBHO-IpaBOBBIE AKTBHI.
TexHuveckue cpeacTsa 00y4eHus:
l.IlepcoHanbHble KOMIBIOTEPHI C JUIEH3UMOHHBIM MPOrPaMMHBIM OOECIIE€YEHUEM U
MH()OPMAIMOHHBIMH CIIPABOYHO-IIPABOBBIMU CUCTEMAaMHU.
2.Ilepudepuiiple yCTpOMCTBA: MYJbTUMEIUWHBIA MPOEKTOP, MPUHTEPHI, CKAHEPBHI,
BHEIIIHNE HAKOIIUTEIN HA MAarHUTHBIX U ONTUYECKUX JTHCKaX.
3.CpencTBa 00JbILION U MaJION OpraHM3allMOHHON TEXHUKH: LIpeAep, OpoIIopoBaIbHas
MalIlHa, KApTOTEYHOE 000PYJ0BaHKE, JTAMUHATOP, CTEILIEP, ABIPOKOJI, HyMEpaTop, pe3ax,
OCHACTKA JJIA [1€YaTH U IPYyTrre KaHIEISIPCKUE MPUHAJIEKHOCTH, PACXOAHBIE MaTEPHAIIBI.
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npunodicerue 2

JlonmoJiHeHUsA U U3MEHEeHMSsI
K padoyeil nporpaMmme y4e0HO# JUCHUIIMHBI (MOXYJIs1)

Ha 20 -20__ y4.ron

COI'JTACOBAHO:
[IpopekTop no yuebHo# paboTe
C.A. TpexOparoBa
« » 20 1.

B paGouyro nporpaMmy ydeOHOM TUCIUIUIMHBI BHOCSTCS CIEIYIOINE U3MEHECHUS:
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JlomonHeHus: 1 U3MEHEHHs K paboueil mporpaMMe pacCMOTPEHBI U PEKOMEHI0BaHbI
Ha 3acelaHuu Kadeapbl

(HaMEHOBaHHME)
[IpoToxon Ne OT «___ » 20 T
Ncnonaurtens(u):
/ / /
(omKHOCTB) (mromnce) (®.11.0.) (mara)
/ / /
(omKHOCTB) (romuce) (®.11.0.) (mara)
3aBenyromuii Kadeapon
/ / /
(HaumeHOBaHNE KadeIpbl) (moanuck) (®.1.0.) (mara)
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