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Pabouyasd nporpamMmma cocTaB/ieHa Ha OCHOBaHUKM y4ebHOro naaHa ¢ yyetom Tpe6osaHuii OOMM u
OC BO.

Mporpammy paspabotana * E.A.OneliHMKOBA, npenogasartesb Kadheapbl
616N1MOTEKOBEEHNS, AOKYMEHTOBEAEHNS N UH(POPMALMOHHO AeATENbHOCTH.

PacCMOTpeHO Ha  3acefaHuu  Kadefpbl  O6MOGNMOTEKOBeAeHWS,  AOKYMEHTOBeAeHus U
nHpopmaumoHHoin geatenbHocTn (FTOYK JTHP «JITAK nm. M. MaTyCOBCKOro»)

MpoTtokon Ne / oT 2019 r. 3aB. Kaegpoii / A.B. bobpbiweBa




1. AHHOTALIUA

JucuuruinHa  «JlokyMeHTanmoHHOe oOecreyeHne YIpaBlIeHUs B HETOCYAapCTBEHHBIX
opraHuzamusax» sABisgercs BapuaTuBHOW dyacthto jgucnumuimH OOIT I'OC BO  (ypoBeHb
OakanmaBpuaTa) U agpecoBaHa cTyaeHTaMm 2 Kypca (3 cemecTp) HampasieHue moarotToku 46.03.02
HoxymentoBenenne u apxuBoBeaeHue ['OYK JIHP «Jlyranckas rocyaapcCTBeHHasi akaaemMus
KyIbTYypbl W HCKyccTB HMMeHH M. MarycoBckoro». JlucuuruiiHa peanusyercs Kadeapoi
OMOJIMOTEKOBEICHUSI, TOKYMEHTOBEACHUS U MH(DOPMAITMOHHOM JIeATEITLHOCTH.

B conmepxanme y4yeOHOW IUCHMIIMHBI BXOAAT OCHOBHBIE TEOPETUYECKHE BOIPOCHI
JOKYMEHTOBECHUS,  3HaHUS 00  OCOOEHHOCTSX  TOCYJapCTBEHHOW  peryiaMeHTallH
JOKYMEHTUPOBAHUS CO3/IaHUS M JIEATEIbHOCTH HErOCYAapCTBEHHBIX CTPYKTYpP (aKIMOHEPHBIX
o0mIecTB, WHANBUAYAIBHBIX MPEANPUHUMATENCH, TOBApUIIECTB W Jp.), YMEHUS U HaBBIKU
CO3/IaHMsI, UCIIOJIb30BAHUSI, XPAHEHUS, YIPABIECHUS CUCTEMON TOKYMEHTOB B HETOCYAapCTBEHHBIX
CTPYKTYypax.

[IpenogaBanue OUCHUIUIMHBI MpeAycMaTpUBaeT cienyromue (opMbl  OpraHU3aliu
y4eOHOT0 Tpoliecca: JEKIUH, CEMUHAPCKUE M MPAKTHYECKUE 3aHATHS, CAMOCTOsITeNbHas paboTa
CTYJEHTOB U KOHCYJIbTAIUH.

IIporpaMMOil OUCLUIIIMHBI IPEAYCMOTPEHBl CIEAYIOIIHME BHUABI KOHTPOJSA: TEKYLIUN
KOHTPOJIb YCIIEBAEMOCTH B hopMe:

e ycrHas (YCTHBIM OIpOC, 3allMTa MUCHBMEHHOW palboThI, JOKJIAL IO pe3yiabTaram
CaMOCTOATEIILHON PabOThI | T. 11.);
® HUCbMEHHAas (MMCbMEHHBIHN OIIPOC, BHIIOJIHEHNE TUCbMEHHBIN 3aJaHUH U T. 11.).

W uToroBbiif KOHTPOJIb B (hOpME IK3aMEHa.

OO6miasi TPyIOEMKOCTh OCBOEHHWS JUCIUIIIMHBI COCTAaBISET 4 3aueTHBIX eauHUILI, 144
yacoB. IIporpaMMoil IUCHUIUIMHBI IPETYCMOTPEHBI JIEKIIMOHHBIE 3aHATHUA — 34 yaca A OYHOU
dbopmbl OOydeHHS W 8 YacoB IS 3a04HOM (OpMBI OOyUeHHs, CEMHUHApPCKHE (IMTPAKTHUYECKHE)
3aHATUS - 34 yaca s O4HOM (Qopmbl 0O0ydeHuss M 8§ yacoB A 3a04HON (popmbl 0OyueHwUs,
camocTosTeNbHas paboTa - 76 yaca st ouHOU opMbl 00yueHus U 12849acoB it 3a09HON (HOPMBI
o0Oy4eHusl.

2. HEJb U 3AJAYU U3YYEHUSA JTUCIHUTIJINHBbI

Ilenvto  w3yuenus Kypca  «JlokymMeHTanMOHHOEe  oOOecriedyeHHe  yOpaBlIeHUs B
HETOCYJJaPCTBEHHBIX OPTaHU3AIMIX» SBISIETCS (OPMUPOBAHUE Y CTYICHTOB CHCTEMBI 3HAHHUU O
COBPEMEHHOM MPaBOBOM M HOPMATHBHO-METOJAMYECKOM OCHOBE JIOKYMEHTAIIMOHHOTO 00eCIIeueHuUs
YIPaBJICHUS B HErOCYAapCTBEHHBIX OpraHu3aIusX.

3aoauu oucyunIuHbL:

o chopMupoBaTh 3HAHHS 00 OCOOCHHOCTSX TOCYHApCTBEHHOW periaMeHTaIiH
JOKYMEHTUPOBAHUS CO3JIaHUS W JEATEIHbHOCTH HETOCYAapCTBEHHBIX CTPYKTYp (AKIIMOHEPHBIX
o011eCcTB, MHAUBUAYAIbHBIX MPEANPUHUMATENEH, TOBAPHUILECTB U JIp.),

o chopMUpOBaTh YMEHUS W HAaBBIKM CO3JaHUS, WCIOJIH30BAHUS, XPaHCHUS,
YIPABJICHUS CUCTEMOM IOKYMEHTOB B HETOCY/IAPCTBEHHBIX CTPYKTYpaX.

3. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOIIBO

JucuumnnuHa «/lokyMeHTalMoOHHOE oOecreyeHre YIpaBJIeHUs B HErOCyJapCTBEHHBIX
OpTraHM3aIMIX» OTHOCUTCS K 0a30Boii yacTu. Kypc maHHOW MUCIUTUIMHBI METOIUYECKH CBSI3aH C
TUCHUIUIMHAMU «BBeneHue B JOKYMEHTOBEIEHUE U apXHBOBeIEHUE», «JlOKyMEHTOBEIEHUEY,
«OpraHm3anusi W TEXHOJOTHS JTOKYMEHTAllMOHHOTO oOOecredeHus yhpaBieHus», «JlemoBas
KOPPECHOHICHIU», (DOPMUPYIOT HaBBIKA CAMOCTOSITEIbHON aHATUTHYECKON paOOTHI.

WN3yyenne  aucuumiauHbl  «JlOKyMEHTallMOHHOE  oOecliedyeHHe  yhpaBjieHHs B
HETOCYJIJaPCTBEHHBIX OPTaHHU3aIUsIX)» CIIOCOOCTBYET YCIEUTHOMY OBIAJCHHUIO CTYICHTAMHU TaKHX
JUCIUIUIMH Kak «MeToJquKa panuoHaIu3alus JTOKYMEHTAlMOHHOTO OOECTeueHUsl YIpaBlIeHUs,
«Opraam3anus T0KyMeHTO000pOTa roCyAapCTBEHHBIX CITYXKO0» H JIp.

B nmporpaMmMe yuTeHbl MeXIIpeIMETHBIE CBSA3H C APYTUMHU y4eOHBIMU AUCIUILIMHAMH.



4. TPEBOBAHMUS K PE3YJIBTATAM OCBOEHUSA JUCHUITJIMHBI
Wzyuenne  pucuumiauHbel  «/lokyMeHTanMOHHOE  OOecriedeHHWe  yrpaBlieHUS B
HEroCy/apCTBEHHBIX OpraHU3alMAx» HalpaBlIeHO Ha (JOPMUPOBAHUE CIETYIOIUX KOMIETEHIUH B
coorBerctBUM ¢ ['OC BO HampaBnenus mnoaroroBku 46.03.02 JlokyMeHTOBEIEHUE H
apXMBOBEJCHUE
OomexkyapTypHble Komnerenunu (OK):

Ne Copnepixkanne KoMIeTeHINH
KOMIIeTeHIIU T
OK-10 CIIOCOOHOCTBIO K HCIOJIb30BAaHWIO OCHOBHBIX METOJIOB, CIIOCOOOB W CPEACTB
NIOJTyYCHHU s, XpaHEHUs, nepepaboTKu HH(OpMAIUU
Ob6menpogeccnonanbubie komnereHunu (OIK):
Ne
Conep:kanue KOMIETEHIIUU
KOMIIETeHIH U
OIIK-6 CITOCOOHOCTBIO pelaTh CTaHAAPTHBIC 3a/1a4d MPO(PECCHOHAIBHON JEATEeIbHOCTH
Ha OCHOBE MH(pOPMAIIMOHHON M OuOIMorpaduvyeckoil KyabTyphl ¢ IPUMEHEHUEM
MH(OPMALIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTUA U C YY4ETOM OCHOBHBIX
TpeOoBaHUI HHPOPMAITMOHHON 0€30MacCHOCTH
IIpodeccnonanbubie komnereHnun (I1K):
Ne
Conep:xanue KoMNeTeHIIUHN
KOMIIeTeHIIUH
K-20 CIIOCOOHOCTBIO HCIIOJIB30BATh IpaBUja OpraHM3allMi BCEX O3TaloB paboThl ¢
JIOKYMEHTaMH, B TOM YHCJI€ apXUBHBIMH JIOKYMEHTAMHU
K21 BJIa/ICHHEM HaBBIKAMU COCTABJICHMS ONMMCEU 1€, MOArOTOBKHU e K Iepenaye B
apXx¥B OpraHu3aluu, apXuBHbIe yupexaeHus Jlyranckoit Haponnoit Pecrybmmnku
TK-26 BJIQJICHUEM  HaBblKaMM  0OpaOOTKM  JOKYMEHTOB  Ha  BCeX  JTamax
JOKYMEHTO0000pOTa, CUCTEMAaTH3AIMH, COCTABICHHSI HOMEHKJIATYPbI JeJT
BJIQJICHUEM 3aKOHOJATEIbHOU u HOPMAaTUBHO-METOANYECKOU Oasoii
[IK-32 MH(POPMAIIMOHHO-TOKYMEHTALIMOHHOTO 00ECIIeYeHHUsI YIpaBJICHUsI M apXHBHOTO
Jiena, CocoOOHOCThIO OPUEHTHPOBATHLCS B TIPABOBOM 0a3e CMEKHBIX 00J1acTei

B mpouecce Teopernyeckoro OCBOGHHsSI Kypca «JlokymMeHTanMoHHOEe oOecredyeHue
YIPaBJICHUS B HErOCYAapCTBEHHBIX OPraHU3alUsAX» CTYACHT JIOJKEH 3HaAmb:

o MPaBOBYI0  OCHOBY,  TNPUHLHUIB  OpraHu3alldd U pabOTBl  CIYKOBI
JOKYMEHTAIlMOHHOTO 00eCIieueHNs yIpaBIeHHs B HETrOCYAapCTBEHHOM OpraHu3aluu;

o HOPMATUBHO-TIPABOBBIC  JIOKYMEHTHI B  JOKYMEHTAI[AOHHOM  OO€CIIeYCHHH
yIpaBiIeHUs] HETOCYAapCTBEHHOM OpraHu3aluu;

o METOJIbl aHaJIN3a W ONTUMHU3AIMH PAOOTHI MO JOKYMEHTAIIMOHHOMY OOECIIECUYCHUIO
YIpPaBJICHUS B HErOCYJapCTBEHHOM OpraHu3alui.

B pe3ynbrare u3yueHus JaHHBIX pa3fesioB Kypca CTYACHT JOJIKEH yMenb:

o CO3/laBaTh M OPraHU30BBIBaTH PadOTy CIY>KObI JOKYMEHTAI[MOHHOTO OOeCTeueHHs
yIIpaBJICHUS B HETOCYJapCTBEHHON OpraHu3aluu;
J aHAIM3UPOBAThH Ka4eCcTBO (GYHKIIMOHHPOBAHHS JOKYMEHTO000pOTa B

HEroCy/1apCTBEHHON OpraHU3aluy.
B pe3ynbrare u3yueHus JaHHBIX Pa3elioB Kypca CTYJAEHT JOJIKEH 61a0emb.
. METOAAMHU ONTUMH3AINH JOKYMEHTOIIOTOKOB.



S. CTPYKTYPA YYEBHOM JUCIHUIIINHBI

HasBanus pasznenos u tem

KomnuectBo yacos

oudHas Gopma 3aouyHas hopma

BCETO B TOM YHCJIE BCEro| B TOM YHUCIIE
1 c | mp| c.p. 1 c | c.p.

1 2 3 4 | 51 6 7 8 9 10

Tema l.u Dopmbl HEroCylapCTBEHHbIX | | 4 4 4 6 | 14 | 2 ) 10

opraHu3aruii.

Tema 2. [IpaBoBasi 1 HOPMATHUBHO-METOAUYECKAS

OCHOBa  JOKYMEHTAI[MOHHOTO  OOecredYeHHUs 14 4 4 6 1161 2| 2 12

yIpaBiIeHUs B HErocy1apCTBEHHBIX

OpraHu3anusix.

Tema 3. VYupexneHune U peructpanus 20 4 4 112l ) 20

aKIIMOHEPHOTr0 00IIecTBa.

Tema 4. JlokyMEHTallMOHHOE OOECICYCHHE

NEATEIbHOCTH OpraHoB yopasieHus | 22 6 2 |2 12|28 | 2 2 24

aKIMOHEPHBIX OOIIECTB.

Tema 5. braHKu HOKYMEHTOB, UCIOJb3yEMbIX B 10 > > 6 | 10 10

ACATCIIbHOCTH aKIHMOHCPHBIX OGH.IGCTB.

Tema 6. OOmme mnpaBwia  odopmiIcHUS 10 ) ) 6 | 10 10

PEKBU3HUTOB JIOKYMEHTOB.

Tema 7. TpeboBaHUS K H3TOTOBJICHUIO OTJACITHHBIX 16 4 > 1218 12 12

BUJIOB JOKYMCHTOB B daKITMOHCPHBIX O6H.I€CTBaX.

Tema 8. XpaHeHHe JTOKYMEHTOB B aKIIMOHEPHBIX 16 4 4 8 | 10 10

o0IiecTBax.

Tema 9. DkcnepTr3a IEHHOCTH B 10 ) ) 6 | 10 10

JIEJIONIPOU3BO/ICTBE.

Tema 10. IToaroroBka JOKYMEHTOB K claye B 12 ) ) ) 6 10 10

apXuB.

BCEI'O 4yacoB no aucuunjinHe 144 | 34 | 28 | 6 | 76 | 144 | 8 8 | 128




6. COJEPKAHUE JUCIUIIJIMHbI

Tema 1. @opMbI HEroCYy1apCTBEHHbBIX OPraHU3AIMIA.

@opMBl ¥ BHJIBI HETOCYNAapCTBEHHBIX OpraHm3anuii. Kimaccudukanus HerocygapCcTBEHHBIX
opraHusanuii: oomecTsa, TOBapuIllecTBa, koonepaTussl. Criennduka KaxJ10ro BUa OpraHu3aiu.

AKmoHepHOE OOMIeCTBO, Kak OJUH U3 HauOollee paclpOCTPAHEHHBIX BUJOB
KOPIIOPaTUBHOM KOMMeEpUecKol opraHuzauuu. VcTopus mosiBI€HHUS M Pa3BUTHS aKIMOHEPHBIX
obmectB. IlepBble akiuoHepHble obmecTBa B Poccun. Akimonepusie obmmectsa B nepuog CCCP.
Bospoxnaenne aknnonepHsix oomectB B 1990-e. AKinoHepHbIe 00111eCTBa HA COBPEMEHHOM JTarle.

AKITMOHEpHBIE 00IIecTBa B KJIACCH(UKAIMOHHOM CXEeMe IOpUIUYECKUX JUIl. Buasl
AKIIMOHEPHBIX OOIIECTB.

Tema 2. IlpaBoBasi M HOPMATHBHO-METOAMYECKAsi OCHOBA [OKYMEHTALMOHHOIO
olecreyeHus1 yNpaBJeHHUs B HEroCy1apCcTBEHHbIX OPraHu3amusXx.

3aKoHO/JATENbHBIE M HOPMAaTHBHBIC IPABOBHIE AaKThI, JEXKAlllUe B OCHOBE OpraHHU3allUuu
JIOKYMEHTAIMOHHBIX IPOLIECCOB B HETOCYAAPCTBEHHBIX OpraHM3alMsaX. 3aKOHBI OIMpeeistolie
MIPABOBOE TMOJIOKEHHE, TIOPSAOK OPraHU3aIUH, ASSITeIbHOCTA U T.J. OOIIECTB. 3aKOHOIATEIbHBIE U
HOPMAaTUBHBIE AaKThl, HANPSAMYIO PETYNHUPYIOIIHE TpeOOBaHHA K HMHPOpPMAIMH, B TOM YHCIIE
JOKYMEHTHUPYEMOM, U K JOKYMEHTAI[MOHHOMY OOECIICUCHHIO YMPAaBICHHS B OpPraHHU3AIUsIX W HA
OPEINPUATHIX HE3aBUCUMO OT X (DOPMBI COOCTBEHHOCTH M HANIPABJICHUS JEATEIbHOCTH.

I'paxnanckuii xonekc JIHP — ocHOBa rpamaHCKOro 3aKOHOJATENLCTBA B peCcnyOiHKe B
o0jacT MpPaBOBBIX OCHOB JESATENBHOCTH IOPUAMYECKHUX JIMI, [PABOBOTO  MOJIOKEHUS
HETOCYJJaPCTBEHHBIX KOMMEpPUYECKHUX opraHuzanuid (ct. 61-95): oOmecTB ¢ orpaHuueHHOU
OTBETCTBEHHOCThIO (cT. 108-114), aknmonepHsix o6mectB (cT.115-122) m nppyrux dopm
HEroCy/1apCTBEHHOW COOCTBEHHOCTH.

Oenepanpublii 3akoH PO  «O0 akmuoHepHBIX oOIIecTBax», 3akoH YKpauHbl «O0
aKIUoOHEepHBIX obmecTtBax» o0117.09.2008 Ne 514-VI (¢ wu3menenusimu), 3akoH Jlyranckoi
Haponnoit PecniyOnuku «O06 oOimiecTBax ¢ OrpaHMYEHHON OTBETCTBEHHOCTHIO» OT 14.06.2019 Ne
57-1lI, 3akoH «O TOCYJAapCTBEHHOH pErHCTpaldd IOPUAWYECKUX JHI M (U3NYECKUX JIHI[ -
npeanpunumarenei» (ot 1 oktsaops, 2014 ., ¢ U3SMEHEHUSIMH, BHECEHHBIMU 3akoHamMu JIyranckoi
Haponnoit Pecniyonuku ot 03.07.2015 Ne 41-I1, ot 06.11.2015 Ne 74-1I).

I'OCT P 7.0.97—2016 OpranuzaniuoHHO-paCIIOpsAUTEIbHAS JOKyMeHTaus. TpeOoBaHus K
opopmiieHHI0O JOKyMeHTOB. [IpaBmia opraHm3amuu JIEIONPOU3BOJCTBA, KOMIUIEKTOBAHUS,
XpaHEHUs, y4eTa U HUCIOJIb30BaHMS TOKYMEHTOB B TOCY/IapCTBEHHBIX OpraHax, opraHaXx MeCTHOTO
caMOYyTIpaBJICHUs, HA MPEANIPUATHUSAX, B YUPEKICHUX, opranuzanusx ot 21.03.2017 Nel110/17.

Tema 3. YupexxaeHue u perucTpanus aKIHOHEPHOro 001ecTBA.

3akoH «O TOCyIapCTBEHHOW PETUCTpPAllMU IOPUIUYCCKUX JIMIl W (PU3WYECKHUX JIHI] -
npeanpuHumareneit» (ot 1 okrsaops, 2014 r., ¢ n3MEeHEeHUIMHU, BHECEHHBIMH 3akoHamu Jlyranckoi
Haponno#t Pecniyonmuku ot 03.07.2015 Ne 41-1I, ot 06.11.2015 Ne 74-I1).ompenenun mepedeHb
JOKYMEHTOB, KOTOpbI€ JOJDKHBI OBITh TOATOTOBJIEHBI YUYPEAUTENSIMHU M TPEACTABICHBI B
PETHCTPUPYIOLIMM OpraH IIPHU rOCyAapCTBEHHONW PErMCTpaliy CO3JaBaeMOro IOPUANYECKOro JINIA,
B TOM YHCJIE aKIIMOHEPHOro obmiecTBa. B Hero Bonuim:

* 3asBJICHUE YyUYpeIUTeJIed O perucrpanuu 1no (opme, YTBEPXKIECHHOW YIOIHOMOYEHHBIM
IIpaBurensctBoM PD opraHoM UCIIOJIHUTEIBHON BIACTH;

* pELICHHUE O CO3/IaHUU AKIIMOHEPHOIO OOIIECTBA B BUJIE TPOTOKOIA, J0TOBOPA;

* yUpeIuTeNbHBIA JOKYMEHT aKIIMOHEPHOTO 00IecTBa (ycTaB aKIIMOHEPHOTO OOILECTBa) B
IBYX OK3EeMIUIIpaXx B Cllydae HpPEJCTaBICHHUS JIOKYMEHTOB Ha OyMa)XXHOM HOCHTeENE
HEINOCPEAICTBEHHO WJIM IOYTOBBIM OTIpaBlieHWEM. B cilydae ecinum JOKYMEHTHl HalpaBiE€Hbl B
perucTpupyromiuii  oprad B (QOpMe  DJIEKTPOHHBIX  JOKYMEHTOB C  HCIOJb30BAHUEM
UH(POPMALMOHHO-TEIEKOMMYHUKAITMOHHBIX CeTel OOIIEro MoJIb30BaHMs, BKIIOYAs €AUHBIN MOpTall
rOCyJapCTBEHHBIX U MYHUIMNAIBHBIX YCIYT, YUYPEIUTEIbHBIH JOKYMEHT B 3JEKTPOHHOH (opme
IIPEJICTABIISIETCS B OTHOM DK3EMILIAPE;

* JOKYMEHT 00 yIu1aTe rocyAapCTBEHHOM MOIUIHUHBI.



JIOKyMEeHTHUpPOBaHUE TOCYAAPCTBEHHON PETHCTpAIlMU aKIMOHEPHBIX o0miecTB. dopma
3asBJICHUS O TOCYIApCTBEHHOU peructpauuy .Brecenue B ['ocyqapCTBEHHBIN peecTp I0OPUANIECKUX
auu. OI'PH — nonsitue u cTpykrypa.

Tema 4. JlokyMeHTAUMOHHOe oOO0ecrneyeHHe AeSITEJIbHOCTH OPraHoOB YIPaBJIEHUS
aKIMOHEePHBIX 00111eCTB.

O6mee coOpanme akiuoHepoB. JIOKyMEHTAIlMOHHOE OOecleueHne TMOATOTOBKH U
IpoBeIeHUsT 00X coOpaHuil akumoHepoB. [loAroToBKa rogoBOro U BHEOUYEPEAHOTO COOpaHUS:
npoueaypa, Jo0KkyMeHThl. MH(popMalmoHHble MaTepuanbl Yy4acCTHUKaM COOpaHusi: TOJOBOM OTYET,
3aKJIIOYEHUE PEBU3HOHHOM KOMHUCCHUHM, PEKOMEHJAIMU O pacHpelesieHUd NpUOBLTH, MPOEKT
W3MEHEHUH B YCTaB, MPOEKTHI pelIeHuid 001iero coopanus. bromnerenn mist ronocoanwus. KypHan
perucTpanuu ydacTHUKOB. [IpoTokon oOmiero coopanus.

Coser mupekTopoB. JloKyMeHTalIMOHHOE O0eCreveHre NeATEeIHbHOCTH COBETa JUPEKTOPOB.
Pernament 3acenmanuii Comera. TpeOoBanue u yBemomyieHHE O co3biBe 3acemanHuss CoBera.
[ToaroroBka cripaBoyHO-UH(POPMAIIMOHHBIX MaTepuaioB. [loBecTka v TPOTOKOI 3acCeqaHMsl.

Tema 5. BiaaHKu [JOKYMEHTOB, HCHOJb3yeMbIX B [IeSITEJIbHOCTH AKIIMOHEPHBIX
o01IecTB.

bnank nokymeHTa — Ha0Op PEKBU3UTOB, MICHTHU()ULIHUPYIOIIUX aBTOpa OQHUIMAIHLHOTO
NICBMEHHOTO JIOKyMEHTa. B cocTaB pexkBU3MTOB OilaHKa BXOAWT IMOCTOsSHHas MH(popmanus o0
OpraHu3allil — aBTOpPE JOKYMEHTa, COJEp)Kalllas OCHOBHYIO XapaKTEpUCTHKY CO3JaBIIEH

opuIIMaTbHBI THCbMEHHBIM JOKYMEHT OpraHu3anud. Buael OmaHkoB: oOmuii OnaHk, OJaHK
MUChMa OpPTraHM3AIMH, OJIAHK CTPYKTYPHOTO TMOAPA3JEICHHUS U JOJKHOCTHOTO JIUIA — MpaBHIIa
COCTaBJICHUS

Jlns m3roroBieHust OJAHKOB HCHOJB3YIOT B OCHOBHOM JBa (opmata Oymarm — A4
(210x297 mm) u AS (210x148 MMm), MeHbIIUH (hOpMAT UCTIONTB3YETCS AJI TOKYMEHTOB HEOOIBIIIOTO
(mo cemu cTpok) oOwvema. Ilpum m3roToBiaeHHH OJIaHKOB OOBIYHO HCIIONB3YIOTCS THUHOTpadCcKue
mpudTel pazmepom ot 6 no 16 kernsg mo 'OCT 3489.2, TOCT 3489.6, 'OCT 3489.10 u TOCT
3489.33.

Cy1iecTByeT HECKOIBKO CITIOCOOOB TTOATOTOBKU OJIAHKOB:

* 3aKka3 OJaHKa B TUMOTpadu;

* KONMPOBaHME OJIaHKa C TOMOUIBIO CPEJCTB ONepaTUBHON Noaurpaduu;

* CO3J]aHME B MAMATH KOMIIbIOTEpa MabIoHa OTaHKa;

* HaHEeCEHHUE PEeKBU3UTOB OJaHKa Ha Oymary pe3uHOBBIM LITEMIIENIEM

(3TOT c1OCO6 OMIMOOYHO HA3BIBAIOT YITIOBBIM IITAMIIOM).

Tema 6. O6mme npaBuia 0popMIIeHUSI PEKBU3HTOB I0KYMEHTOB.

[IpaBuna odopmnenus pekBuzutoB B coorBerctBun ¢ ['OCT P 7.0.97—2016
Opranu3anroHHO-pacnopsauTeabHas JokyMeHTanus. [IpaBuna odpopmiieHIs] pEKBU3UTOB.

PabGora ¢ mnocTynaromumMu JOKyMEHTaMH (OTMETKa O TOCTYIUIEHUH JOKYMEHTa B
OpraHu3allvIo, PE30JIONMSA; OTMETKa O KOHTpOJIe; OTMETKa 00 WCIOJIHEHUWH JOKyMEHTa U
HaIpaBJICHUU €T0 B JIEN0).

OdopmiieHre UCXOAAUIMX U BHYTPEHHUX JOKYMEHTOB (BHbI JOKYMEHTOB, TPEOOBaHUS K
TEKCTYy, 3arojoBOK, aJapecar, WACHTHU(PUKATOP SIEKTPOHHOW Komuu, rpud yTBepkIeHus, rpud
corjlaCoBaHusi, BHU3a COrj1aCcoBaHHA, IIOAINMNCH, OTTHCK IICYATH, peI‘I/ICTpaHI/IOHHEJﬁ HOMCD, z[aTa).
TpebGoBaHMsI K U3TOTOBICHUIO TOKYMEHTOB.

Tema 7. TpeGoBaHusi K M3rOTOBJEHUI0 OTAEJIbHBIX BHIOB [OKYMEHTOB B
aKIMOHEePHBIX 001IeCTBaX.

[IpaBuna moaroToBkH u O(GOpPMIICHUS pa3HBIX BHUIOB JOKYMEHTOB. OpraHu3alliOHHBIC
JOKYMEHTHI (TIOJI0KEHNUE, UHCTPYKIHS, JODKHOCTHAS MHCTPYKIHS, TPYIOBOW JOTOBOp, LITAaTHOE
pacriucanue). PacropsiauTenbHble JOKYMEHTHI (TIPHKa3, paclopsDKeHHE, PEIICHHE, MPOTOKOJI,
BhIMKCKA). [IpoTOKON 3aHUMAaET 0co00€ MECTO B CHUCTEME OpPraHH3aIMOHHO-PACIOPSIUTEIBHBIX
noKyMeHTOB. C OHOM CTOPOHBI, €0 MOKHO OTHECTH K MH(POPMAIIMOHHBIM JOKYMEHTaM (TaK Kak



OH COJICPKUT UH(OPMAITHIO O X0J1e 0OCYKICHUSI KAaKUX-TO YIPABICHYECKHUX BOMIPOCOB), a C APYTroM
— MPOTOKOJIBI COJIEPKAT TOCTAHOBIISIFOIIYIO YacTh M, TAKUM 00pa3oM, MOTYT pPacCMaTPUBATHLCS KaK
pacropsIuTenbHbIEe JOKYMEHTHI. B akilmOHEpHBIX 00IIeCTBaxX 00s3aTeILHOMY MPOTOKOIUPOBAHHIO
MOJITIEKAT COOpPaHUSI aKIIMOHEPOB, 3aCeaHMsI MPABJICHHS 00IIECTBA U COBETA JUPEKTOPOB.

NudopManinoHHO-CTIpaBOYHbIE JTOKYMEHTHI (aKT, Cy)keOHas M OOBSICHUTEIbHAS 3aInCKa,
CIpaBKa, MUCHMO, TeJerpamma, (hakc).

Tema 8. XpaHeHne 10KyMEHTOB B aKIIHOHEPHBIX 001eCTBAX

3akoHOJaTeIbHAas OCHOBAa XpaHEHHs JOKYMEHTOB B  aKIIMOHEPHBIX  OOIIECTBax.
OpraHu3anus XpaHEHUs JOKYMEHTOB B JICJIONPOU3BOJCTBE AKLMOHEpHbIX oOmecTB. [IpaBuia
q)OpMI/IpOBaHI/IH ACH IJid nepeaavv Ha apXUMBHOC XPaHCHMUC. CI/ICTeMaTI/IBaI_II/IH OTACJIBbHBIX BUI0B
JOKYMEHTOB (paclopsAUTENbHbIE JOKYMEHTBI, YCTaBbl, MOJOXEHHS W HMHCTPYKLUH; IJIaHbl U
OTUETBl; NPEIUIOKEHUS U 3adBieHUs; nepenucka). CpokM XpaHEHUs JIOKYMEHTOB. Buubl
HOMEHKJIATyp Jea (TUIOBas, NpUMepHas, KOHKpeTHas). OdQopmieHne HOMEHKIATypbl [ell.
I/IHI[eKcaLII/I}I ACII. CocraBieHnue 1 CUCTEMAaTHU3alusd 3aroJiIoBKOB ACII.

Tema 9. JkcnepTH3a HEHHOCTH B AeJI0NPOU3BOACTBE.

OKcnepTu3a HEHHOCTU JOKYMEHTOB ITPOBOIUTCS:

* B JEJONpPOU3BOACTBE (TIPU COCTABICHWH HOMEHKJIATYp [el, (OPMUPOBAHHM J€1 H
IIPOBEPKE NPABHIBHOCTA OTHECEHUS NOKYMEHTOB K Je€jaM, MOATOTOBKE ENI K MOCICAYIOUIEMY
XPaHEHUIO);

* apxuBe (IIpU NOArOTOBKH JEJ K Iepelaue Ha roCcyJapCTBEHHOE XPAHEHUE);

* TOCY/IapCTBEHHOM apXUBE.

ITonoxenue 06 3KCIIEPTHON KOMUCCHU Pa3pabaThIBA€TCs HA OCHOBE

TUTIOBOTO MOJI0KeHUs. OCHOBHBIMU (yHKIMAMU DK ABISAIOTCS:

* OpraHU3aLMs €KEroAHOro 0T00pa TOKYMEHTOB OOIIECTBA JUIsl XPaHEHMS;

* pacCCMOTPEHME I'OJIOBBIX Pa3/I€JI0B ONMCEN €N MOCTOSHHOTO XPaHEHMUS],

* PacCMOTpPEHHE OMUCEH J1e] BpeMeHHOTo XpaHeHus (cBoime 10 ser);

* pPaCCMOTPEHME OIMUCEMN 110 INYHOMY COCTaBY;

* PACCMOTPEHHUE AKTOB O BBIACICHUHM K YHHUYTOKEHUIO TOKYMEHTOB M J€JI, HE MOICKAINX
JalbHENIIEMY XPaHEHUIO;

* pPAacCMOTPEHHE aKTOB O HEHUCIIPAaBUMOM IIOBPEXICHHH JOKYMEHTOB IIOCTOSIHHOTO
XpaHEHHS U aKTOB O HEOOHAPYKEHUH eI, MOJIeKAIIUX Mepejade Ha TOCyJapCTBEHHOE XPaHEHUE,;

* PaCCMOTPEHHE BOIPOCOB O IIPHEME Ha BEIOMCTBEHHOE XPAaHEHHE JOKYMEHTOB JIMYHOIO
IIPOUCXOXKACHHUS,

* NOATOTOBKAa M BHeceHHMe Ha paccMoTpeHue OIIIK CcoOTBETCTBYIOIIEro y4UpexICHUS
l'ocynapcTBeHHON apXUBHOW CIYKObI TMpEIOKEHUH 00 YCTAaHOBICHWHM M W3MEHEHHH CpPOKOB
XPaHEHUS JOKYMEHTOB.

Tema 10. IloaroroBka 10KyMeHTOB K cJa4ye B apXHB.

[TonrotoBka JOKYMEHTOB K clnade B apxuB (odopmieHue naen). Paznuuaior moiHoe H
yactTuuHoe odopmieHue aein. [lomHomy ogopmiieHHIO MOIeKaT Aesia TOCTOSHHOTO, BPEMEHHOTO
(cBoitie 10 net) XxpaneHus 1Mo JTUYHOMY cocTaBy. [loHoe odopmiieHue 1e1a BKITFOYAeT:

* IOAIIMBKY WJIH MEpeIieT Jiena;

* HyMEpaIluIo JTUCTOB B JIEJIE;

* COCTaBJICHHUE JINCTA — 3aBEPUTENIA Jelia;

* coCTaBlIeHUE (B OTACNBHBIX CIIy4asix) BHYTPEHHEH OMUCH IOKYMEHTOB JIeTa;

* oopmiteHHEe O0JIOKKH fena (yTOUYHEHHWE Ha3BaHWsl OpraHU3aIllMH, WHJIEKCA W 3arojioBKa
Jena, KpallHuX J1aT Jena u ap.).

Jlema BpemenHoro (mo 10 JieT BKJIIOYUTENBHO) XPAaHEHHs TMOJJICKAT YACTUIHOMY
opopMIICHHIO:  JeNa  JOMYCKaeTcss  XPaHUThb B  CKOPOCIHIMBATENSX, HE  IPOBOJAUTH
nepecucTeMaTH3aluIio0 JOKYMEHTOB B JIeJie, JIUCTHI Jiejla He HyMepOoBaTh, 3aBepUTEIbHbIC HAANNUCH
HE COCTaBJISITh.



[Topsimox yHuuTOkKeHHs TOKyMeHTOB. Ilepenmaya nen B apxuB. Jlemo3uTapHoe XpaHEHHUE.
XpaHeHrne JOKYMEHTOB B apXUBE aKIIMOHEPHOTO OOIIECTRA.



7. COJAEPXKXAHUE CAMOCTOSTEJBHOM PABOTHI

CamocrosaTrenbHass paboTa CTYAEHTOB OOECIEYMBACT MOATOTOBKY CTYJCHTAa K TEKYLIUM
AYAUTOPHBIM 3aHATHUSIM. PeBy.]II:TaTBI 9TOU MNOATOTOBKU HNPOABIIAAIOTCA B AKTHUBHOCTU CTYJACHTA Ha
3aHSATHUSIX M B KAYECTBE BHITOJIHEHHBIX pedeparos.

CP exnrwuaem cnedyrwujue 6uovl paoom:

J paboTa ¢ JEKIIMOHHBIM MaTepHajoM, MpeaycMaTpuBaromas mpopadoTKy KOHCIIEKTa
JIEKIUA ¥ Y9eOHOU JTUTEPATYPHI;

J MOJITOTOBKA K CEMHUHAPCKUM, TPAKTUYECKUM 3aHATHIM;

J MOUCK W 0030p JUTEepaTypbl M OHIIEKTPOHHBIX HCTOYHMKOB HWH(POPMALUHU TI0
WHIMBUYaJIbHO 33JaHHOH MpoliemMe Kypca;

J BBINOJIHEHUE JOMAIIIHETO 33aJjaHus B BHUJE MOJATOTOBKM Npe3eHTauuu, pedepara mo
U3y4aeMou TeMe;

J U3ydeHHe MaTepualla, BRBIHECEHHOIO Ha CaMOCTOSITEIbHYIO IPOPAOOTKY;

o IUISL CTY/IGHTOB 3a04HOM (POpMBI 00yueHHs — BHIOJHEHUE KOHTPOJIBHOM paboThI;

J MOJITOTOBKA K 9K3aMEHY.

7.1. TEMDbI U 3AJAHUA JJIA ITIOAT'OTOBKH
K CEMUHAPCKHUM 3AHATUAM

Tema 1. @opMbI Herocy1apCcTBEeHHBIX OPraHU3AIHIA.
Bonpocwt ons ob6cyscoenus:

1. @OopMBI ¥ BUBI HETOCYJAPCTBEHHBIX OPTaHU3aLUN.

2. Knaccudukanuss HerocynapcTBEHHBIX OpraHU3amfii: 00IIecTBa, TOBAPHUIIECTBA,
KOOIIEPaTHUBHI.

3. IlepBble KOMMEpPUYECKHE OpPraHU3alui: BOSHUKHOBEHUE U HCTOPUSL.

4. AKIMOHEpHOE 00IIecTBO, Kak OJMH M3 Hamboyiee paclpoCTPaHCHHBIX BHUIOB
KOPIOPAaTUBHON KOMMEPUYECKON OpraHu3aIuy.

S. Bupl akIiMOHEpHBIX OOIIECTB.

Tepmunwl: HerocynapcTBeHHoe npennpustue, AO, ITAO, OO0, OJIII.

3a0anue ona camocmoamenvHou padbomvl. TONTOTOBUTH COOOIIEHHME Ha TeMy (opMm
HEeTOCyIapCTBEHHBIX  opraHm3anmii: «OOIIEeCTBO C  OrpaHUYEHHOM  OTBETCTBEHHOCTBHION,
«DPu3nvecKoe TUIO-TPEATPUHUMATEID.

Jlumepamypa:[ 4— C. 8—14; 7— C. 64—96;9—C. 1—22; 10— C. 1—85; 12— C.
4—22; 14— C. 8—36]

Tema 2. IlpaBoBasi W HOPMATHMBHO-METOANYECKAs] OCHOBA [OKYMEHTAIMOHHOIO
o0ecrneyeHus1 yIPaBJIeHNS B HErOCY/IapCTBEHHbIX OPraHU3aLMAX.
Bonpocwt ons ob6cyscoenus:

1. 3aKkoHO/JATENbHBIE U  HOPMATHUBHBIE IIPABOBBIE  aKThl, PETJIaMEHTHUPYIOUIUE
JIEATEIIbHOCTh JOKYMEHTAIMOHHBIX MPOILIECCOB B HETOCYAapPCTBEHHBIX OPraHU3AIUsX.

2. I'paxxnanckuin  konmekc JIHP - ocHOBa rpakZaHCKOrO 3aKOHOJATENBCTBA B
pecryosrke B 00JaCTH TTPABOBBIX OCHOB JICSITEIBHOCTH FOPUINYECKUX JTHII.

3. 3aKOHOJATENHLCTBO B 00JIACTH IEATEIHHOCTH fopuandeckux auil u OJIIL.

4, 3aKOHOIATENbCTBO B 00JIACTH JIEATEILHOCTH aKIIMOHEPHBIX OOIIECTB.

5. 3aKOHOJATENLCTBO B O0OJACTH  JEATENHHOCTH  OOMIECTB C  OTPaHHUYCHHOM
otBeTcTBeHHOCTHIO (O0OO0).

6. [IpaBuna opraHuzanuu JEIOMPOU3BOJICTBA, KOMIUIEKTOBAHUS, XpaHEHUs, ydeTa M

UCTIONIF30BAaHUS JOKYMEHTOB B FOCYJapCTBEHHBIX OPTraHax, OpraHax MECTHOTO CAMOYIIpaBJICHHS, HA
OPEANPUATHSX, B YUPEKACHUAX, opranuzamusax ot 21.03.2017 Nel10/17.


http://library.lgaki.info:404/2019/%D0%91%D1%8B%D0%BA%D0%BE%D0%B2%D0%B0%20%D0%A2.%20%D0%90_%D0%94%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%B0%D1%86%D0%B8%D0%BE%D0%BD%D0%BD%D0%BE%D0%B5.pdf
http://library.lgaki.info:404/2017/%D0%93%D1%80%D0%B0%D0%B6%D0%B4%D0%B0%D0%BD%D1%81%D0%BA%D0%B8%D0%B9_%D0%BA%D0%BE%D0%B4%D0%B5%D0%BA%D1%81_%D0%9B%D0%9D%D0%A0.pdf
http://library.lgaki.info:404/2019/%D0%97%D0%B0%D0%BA%D0%BE%D0%BD%20%D0%9B%D0%9D%D0%A0_%D0%9E%20%D0%B3%D0%BE%D1%81.%20%D1%80%D0%B5%D0%B3%D0%B8%D1%81%D1%82%D1%80%D0%B0%D1%86%D0%B8%D0%B8%20%D1%8E%D1%80.%20%D0%BB%D0%B8%D1%86.pdf
http://library.lgaki.info:404/2019/%D0%97%D0%B0%D0%BA%D0%BE%D0%BD%20%D0%9B%D0%9D%D0%A0_%D0%9E%D0%B1%20%D0%BE%D0%B1%D1%89%D0%B5%D1%81%D1%82%D0%B2%D0%B0%D1%85.pdf
http://library.lgaki.info:404/2019/%D0%9C%D0%B5%D1%80%D1%81%D0%B8%D1%8F%D0%BD%D0%BE%D0%B2%D0%B0%20%D0%98.%20%D0%92_%D0%9D%D0%B5%D0%B3%D0%BE%D1%81%D1%83%D0%B4%D0%B0%D1%80%D1%81%D1%82%D0%B2%D0%B5%D0%BD%D0%BD%D1%8B%D0%B5.pdf
http://library.lgaki.info:404/2019/%D0%9C%D0%B5%D1%80%D1%81%D0%B8%D1%8F%D0%BD%D0%BE%D0%B2%D0%B0%20%D0%98.%20%D0%92_%D0%9D%D0%B5%D0%B3%D0%BE%D1%81%D1%83%D0%B4%D0%B0%D1%80%D1%81%D1%82%D0%B2%D0%B5%D0%BD%D0%BD%D1%8B%D0%B5.pdf
http://library.lgaki.info:404/2019/%D0%A0%D1%83%D0%B1%D0%B5%D0%BA%D0%BE%20%D0%93.%20%D0%9B_%D0%90%D0%BA%D1%86%D0%B8%D0%BE%D0%BD%D0%B5%D1%80%D0%BD%D0%BE%D0%B5%20%D0%BF%D1%80%D0%B0%D0%B2%D0%BE.pdf

Tepmunsi: HerocynmapcrBeHHoe npeanpusitue, ['paxnanckuii koxexc JIHP, Ilonoxkenwue,
Wnucrpykuus, 'OCT.

3a0anue Ona  camocmosmenvhol  padomvl. TOATOTOBUTH COOOLICHHE Ha TEMy
«ToBapuIiecTBa ¥ X03sIMCTBEHHBIC OOIIIECTBA 1 3aKOHOIATEIbHAS PETIIaMEHTALIHY.

Jumepamypa:[ 4— C. 14—48: 7— C. 64—96: 9— C. 1-22: 10— C. 1—85; 13— C.
2-105]

Tema 3. YupeikaeHue U perucTpanus akiMOHEPHOro o01ecTsa.
Bonpocul onsa 0bcyscoenus:

1. [lepeyeHr MOKYMEHTOB, HEOOXOAUMBIX [UII TOCYJAPCTBEHHOW PpErHUCTpaIiu
AKIIMOHEPHOTO O0IIEeCTBA U MHBIX (JOPM HETOCYAAPCTBEHHBIX OpTaHU3AITHIA.

2. JIOKyMEHTHUPOBaHUE TOCYIapCTBEHHOW PETUCTPAIIUU aKITMOHEPHBIX OOIIECTB.

3. Bnecenne B ['ocyapcTBEHHBIN PEECTP IOPUIAUUECKUX JIULL.

4. OcHOBHOI TOCyHapcTBeHHBIM peructparmoHHelii Homep (OI'PH — monsatue wu
CTPYKTYpa).

5. [Ipekparenue AeITEIHPHOCTH aKITMOHEPHOTO OOIIIEeCTBA.

Tepmunsi: HETOCcyaapcTBeHHOE npeanpustue, OO0, AO, [TAO, OI'PH, OKIIO.

3aoanue Onsn  camocmosmenvHou  pabomvl. TOATOTOBUTH COOOIIEHHWE Ha TEMY
«O61mepoccuiickuii Kiaaccu(pukaTop NpeanpusaTUil U OpraHu3auii».

Jlumepamypa:[ 4— C. 48—74; 7— C. 88—96; 14— C. 38—90]

Tema 4. JlokyMeHTanuOHHOe o0ecrneYeHHe IeATEJbHOCTH OPraHOB YIPaBJICHUS
AKIUOHEPHBIX 00111eCTB.
Bonpocul ona 0bcyscoenus:

1. JIoKyMeHTaImoOHHOEe 00€CTIeueHne MOATOTOBKM W TIPOBEICHUS OOIMMX CcOOpaHuit
AKIIMOHEPOB.

2. [ToaroroBka romoBOro U BHEOYEPETHOTO COOpaHUs: IPOLIETypa, JOKYMEHTHI.

3. ITpoTokoun obriero codpanusl.

4. JlokyMeHTaImoHHOE OOeCIeUeHHe JCATEIHPHOCTH COBETa JMPEKTOpPOB. PermameHT
3acenanui CoBeTa

5. TpeboBanue u yBemomieHue o co3biBe 3acenanns Cosera.

6. [ToBecTka 1 MPOTOKOJ 3acCeTaAHMUS.

Tepmunvi: HerocynapctBeHHoe mnpenmpusarue, AO, [TAO, akuuu, obmuramuu, oOriee
coOpaHue akIIMOHEPOB, COBET IUPEKTOPOB.

3aoanue Onsn  camocmosmenvHot pabomvl. TOATOTOBHTH COOOIIEHHWE Ha TEMY
«Oco0eHHOCTH TOKYMEHTHPOBAHUS IPOBEIEHUS 00IIEro coOpaHus aklIMOHEPOB B (hOpMe 3a0YHOTO

T'OJIOCOBAHMUS.

Jlumepamypa:[ 4— C. 74—149; 11— C. 346—369; 14— C. 90—124]

Tema 5. BuaHkM [JOKYMEHTOB, HCHOJb3yeMbIX B /eSTEJbHOCTH AKIMOHEPHbIX
o0mecTB.
Bonpocwt ons ob6cyscoenus:

1. [TonsaTue OnaHka JOKYMEHTA.

2 Bupl 6;1aHKOB TOKYMEHTOB U (popmaThl Oymaru.
3. PexBu3nTHI O1aHKA TOKYMEHTA.

4 CrocoObI ITOATOTOBKY OJIAHKOB.


http://library.lgaki.info:404/2019/%D0%91%D1%8B%D0%BA%D0%BE%D0%B2%D0%B0%20%D0%A2.%20%D0%90_%D0%94%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%B0%D1%86%D0%B8%D0%BE%D0%BD%D0%BD%D0%BE%D0%B5.pdf
http://library.lgaki.info:404/2017/%D0%93%D1%80%D0%B0%D0%B6%D0%B4%D0%B0%D0%BD%D1%81%D0%BA%D0%B8%D0%B9_%D0%BA%D0%BE%D0%B4%D0%B5%D0%BA%D1%81_%D0%9B%D0%9D%D0%A0.pdf
http://library.lgaki.info:404/2019/%D0%97%D0%B0%D0%BA%D0%BE%D0%BD%20%D0%9B%D0%9D%D0%A0_%D0%9E%20%D0%B3%D0%BE%D1%81.%20%D1%80%D0%B5%D0%B3%D0%B8%D1%81%D1%82%D1%80%D0%B0%D1%86%D0%B8%D0%B8%20%D1%8E%D1%80.%20%D0%BB%D0%B8%D1%86.pdf
http://library.lgaki.info:404/2019/%D0%97%D0%B0%D0%BA%D0%BE%D0%BD%20%D0%9B%D0%9D%D0%A0_%D0%9E%D0%B1%20%D0%BE%D0%B1%D1%89%D0%B5%D1%81%D1%82%D0%B2%D0%B0%D1%85.pdf
http://library.lgaki.info:404/2017/%D0%9F%D0%BE%D1%81%D1%82%D0%B0%D0%BD%D0%BE%D0%B2%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5%20%D0%9B%D0%9D%D0%A0.pdf
http://library.lgaki.info:404/2017/%D0%9F%D0%BE%D1%81%D1%82%D0%B0%D0%BD%D0%BE%D0%B2%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5%20%D0%9B%D0%9D%D0%A0.pdf
http://library.lgaki.info:404/2019/%D0%91%D1%8B%D0%BA%D0%BE%D0%B2%D0%B0%20%D0%A2.%20%D0%90_%D0%94%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%B0%D1%86%D0%B8%D0%BE%D0%BD%D0%BD%D0%BE%D0%B5.pdf
http://library.lgaki.info:404/2017/%D0%93%D1%80%D0%B0%D0%B6%D0%B4%D0%B0%D0%BD%D1%81%D0%BA%D0%B8%D0%B9_%D0%BA%D0%BE%D0%B4%D0%B5%D0%BA%D1%81_%D0%9B%D0%9D%D0%A0.pdf
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Tepmunvi: OnaHk, oOumii OnaHk, OJaHK MUCbMa OpraHU3alMM, OJAHK CTPYKTYpHOTO
HoApa3AeieHus, OJJaHK JOJDKHOCTHOTO JINIIA, PEKBU3UT JOKyMEHTa, (hopmaTsl Oymarm.

3aoanue ona camocmosmenvHou pabomul. TIOATOTOBUTH COOOIIEHUE HA TeMy «DUPMEHHBIH
OJIaHK OpraHU3aIuN.

Jlumepamypa:[ 2— C. 23—36; 4— C. 149—158; 5— C. 79—110; 13— C. 11—25]

Tema 6. O01mme npaBusa 0(poOpMIIeHUS PEKBU3UTOB IOKYMEHTOB.
Bonpocul onsa 0bcyscoenus:

1. Ioct P 7.0.97—2016 Opranu3alluOHHO-pACIIOPSAUTENbHAS JOKYMEHTAIUS.
[IpaBuna opopMiIeHHs] pEKBH3UTOB.

2. PexBusut Nel8 - TekcT nokymeHTa.

3. O06paboTka BXOJAIMIUX TOKYMEHTOB.

4. O6paboTKa UCXOMSIINX U BHYTPEHHHUX TJOKYMEHTOB.

Tepmunol: GI1aHK, PEKBU3UT JTOKYMEHTA, PETUCTPAIMOHHBIN HOMED, BXOIINE, UCXOISIINE
JIOKYMEHTBI.

3a0anue Ona  camocmosmenvHol padomvl. TOATOTOBUTH COOOLICHHE Ha TEMy
«PacmonoxeHne peKBU3UTOB IOKYMEHTA Ha Pa3HbIX THIIAX OJaHKOBY.

Jlumepamypa:[ 2— C. 14—24;3—C. 11—40; 4— C. 158—176; 8— C. 2—38]

Tema 7. TpeGoBaHusi K M3rOTOBJEHUI0 OTAEJIbHBIX BHIOB [OKYMEHTOB B
aKIMOHEePHBIX 001IeCTBaX.

Bonpocwt ons ob6cyscoenus:
OcHOBHBIE BUIBI IOKYMEHTOB B aKIIHOHEPHBIX OOIIECTBAX.
Opranu3zalioOHHbIE JOKYMEHTBI aKIIHOHEPHOTO OOIECTRA.
PacriopsimuTenbHbIE TOKYMEHTHI aKITMOHEPHOTO OOIIECTBA.
[TpoTokon — nHPOPMAITMOHHO-PACTIOPATUTETHHBIA TOKYMEHT.
NudopmannoHHO-CIIpaBOYHBIE JOKYMEHTBI

M

Tepmunbi: OnaHK, pEKBU3HUT JOKYMEHTA, YCTaB, PACIIOPSDKEHHE, MTOJIOKEHUE, TIPOTOKOJL.
3a0anue ona camocmosmenvHol pabomvl: TMOATOTOBUTH cooliieHue Ha Temy «CocraB

BHYTPEHHUX OPraHU3al[MOHHBIX JOKYMEHTOB aKIMOHEPHOIO OOLIECTBA, UX POJIb B JESITEIbHOCTU
amrmapara yrnpaBJIeHHs».

Jlumepamypa:[ 2— C. 36—130; 4— C. 176—219]

Tema 8. XpaHeHne JOKYMEHTOB B aKIIHOHEPHBIX 001eCTBAX.

Bonpocwt ons ob6cyscoenus:

3aKkoHOIaTeNbHAsl OCHOBA XPAHEHUS IOKyMEHTOB B aKI[MOHEPHBIX OOILECTBAX.
Opranu3anus XpaHeHus JOKyMEHTOB B JI€JIONPOU3BOICTBE AKIIMOHEPHBIX OOIIECTB.
CucremaTu3zanus OTIENbHBIX BUJIOB TIOKYMEHTOB.

Homenknarypa nen, ee BUbl (TUIIOBasi, IPUMEPHAasi, KOHKPETHAs).

OdopmiieHre HOMEHKIATYphI e, MHaekcanus aei.

CocraBieHne 1 CUCTEMaTU3aIMsl 3ar0JI0BKOB JIedl.

S

Tepmunvi: AO, ITAO, TUTIOBOM TIepeyb CO CPOKaAMHU XPaHEHHUs IOKYMEHTOB, HOMEHKJIaTypa
A€, HHACKCalus ACII.
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3adanue onsa camocmosmenvHol pabomvi: TOATOTOBUTH cooOmieHne Ha TeMy «llopsmok
YHHUYTOKEHHUS JOKYMEHTOB, HE TIOIICKAITUX XPAHECHUIOY.

Jlumepamypa:| 3— C. 118—287:4— C.219—245;:6—C.41—46; 11— C. 220—
245; 13— C. 38—438]

Tema 9. JkcnepTH3a HEHHOCTH B J1€J10NPOU3BOICTBE.
Bonpocul ona 06cyscoenus:

1. DKcnepTh3a EHHOCTH JOKYMEHTOB — ITOHATHE Ha3HAYEHUE.

2. DKcnepTHasi KOMUCCHS: TpaBwia (GOPMUPOBAHUS, OCHOBHBIC () YHKITHH.
3. OOBEKTHI PACCMOTPEHUS SKCIIEPTHBIX KOMHUCCHIA.

4, DTarbl TPOBEICHHS KCIIEPTU3BI IIEHHOCTH JIOKYMEHTOB.

Tepmunul: DKCIIEPTH3a LIEHHOCTH, LIECHHOCTh aPXUBHOTO JOKYMEHTA, JKCIIEPTHAsI KOMUCCHS,
TUIIOBOM IIepeUb CO CPOKAMU XPAHEHHUS TOKYMEHTOB, JEJIO.

3a0anue Ona  camocmosmenvHol padomvl. TOATOTOBUTH COOOLICHHE Ha TEMy
«OCOOECHHOCTH COCTABJICHHUS aKTa 10 YHWYTOXKCHHIO JOKYMEHTOB M €Nl C HMCTEKIIUM CPOKOM

XpaHEHUSD.

Jlumepamypa:[ 1— C. 203—212; 3— C. 123—127; 4— C. 245—251; 13— C. 48—

36]

Tema 10. IloaroroBka 10KyMeHTOB K caye B apXHB.
Bonpocul onsa 0bcyscoenus:

1. Odopmienne nen A UX JATbHEHIIIEr0 XpaHEeHUs U UCIIOIb30BaHUS B apXHUBE.
2. OdopmiieHne aen pa3aIuyHOro CPOKa XpaHEHUSI.

3. [ToHsiTHE «OMHUCH» U «3aBEpUTENIbHAS HAAMKCDH JIENIay.

4. Hymepauus crpanui B aene.

5. Odopmierre 00I0KKH JieTa.

6. [Topsinok nepenayu B apXuB TOKYMEHTOB OpraHU3aIiy.

Tepmunvi:

ApXuB, apXHMBHAas OIIUCh, apXHBHBIﬁ AOKYMCHT, JI€JI0, 3aBCPUTCIIbHAsA HAAIHWUCh [CJa,
q)OpMI/IpOBaHI/Ie Aciia, AOKYMCHT BPCMCHHOI'O XpaHCHHA, AOKYMCHT IIOCTOSAHHOTO XpPaHCHUS,
HCIIOJIB30BAHUEC apXHUBHBIX JOKYMCHTOB, XPaAaHCHUC apXUBHBIX TOKYMCHTOB.

3aoanue ons camocmosmenvHou pabomvi: TOATOTOBUTH COOOIEHNE HA TeMY «XpaHCHHE
JIENT B apXUBEY.

Jlumepamypa:[1— C. 212—220; 4— C. 251—267; 6— C. 46—53; 11— C. 245—270;
13— C. 57—65]
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7.3. TEMDbI U 3AJAHUSA IJIA ITIOAT'OTOBKHA
K IPAKTUYECKHUM 3AHATUAM

Tema 4. JlokyMeHTanuOHHOe o0ecrneyeHHe IeATEJbHOCTH OPraHOB YIPaBJICHUS
AKIMOHEPHBIX 00111ECTB.

IIpakTnueckas padora Nel. /lokyMeHTHPOBaHHE AeATEJLHOCTH OPraHOB yNPaBJICHHUS
AKIMOHEPHBIX 00111eCTB.

Bvinoanumes:

3amanue 1. CocraButh B pegakrope MSWord IIpoTokon coBeTa TUpEeKTOPOB ¢ PEIICHUSIMU
0 CO3BIBE I'0JIOBOTO 00IIETO COOpaHMs aKIIMOHEPOB.

3ananue 2. CoctaBuTh B pegakTope MSWord npeioxkeHue 1mo BeIIBHKECHUIO KaHUIaTOB
JUTsl U30paHus B COBET AUPEKTOPOB.

Pe3ynbTat BHINMOIHEHHOW pabOTHI MOKA3aTh MPETO1aBaTEIIO.

Jlumepamypa:[ 4— C. 74—149; 11— C. 346—369; 14— C. 90—124]

Tema 7. Tpe6oBaHNsl K M3rOTOBJIECHUIO OT/IeJbHBIX BUI0B IOKYMEHTOB B aKIIMOHEPHBIX
o0uecTBax.

IIpakTnyeckas padora Ne2. Oco0eHHOCTH CO31aHUS OPraHNU3ANMOHHBIX JOKYMEHTOB
AKIHOHEPHBIX 00111eCTB.

Buinoanums:

3amanue 1. CocraButh B penaktrope MSWord yupeautenbabiii 1oroBop o co3ganuu [TAO,
COTJIACHO 00pa3Iy.

3amanue 2. U3yunts o6pasns! ycraBoB [TAO u AO. BeIABUTE pa3inudn MKy HUMHU.
3anucatrh NOJy4YEHHBIH Pe3yabTaT B TETPA/lb.

Pe3ynbrar BeIOTHEHHON pabOTHI OKAa3aTh MPENO1aBaTENIo.

Jlumepamypa:| 2— C. 36—130; 4— C. 176—219]

Tema 10. IloaroroBka 10KyMeHTOB K cJaye B apXMB.

IIpakTnyeckas padora Ne3. Odopmienne aes1 AJas c1a4u B APXHB.

Buinoanumes:

3aganue 1.0¢opMUTH BHYTPEHHIOIO OMHUCH JOKYMEHTOB.

B nene nomenieHs! JOKYMEHTBI: aHKETa, aBTOOMOrpadus, KOMMs TUIIOMa, KOMH IIpHUKa3a o
npuéme Ha paboTy, XapaKTepUCTUKA, TPYIOBOIl TIOTOBOP, MeI.CIIpaBKa.

Cnenuanuct apxuba A.P.IIpoxopoa

@®opMa BHYTPEHHEHN OIKUCHU TOKYMEHTOB J€/1a

BHYTPEHHA OIIUCH
JIOKYMEHTOB fiena Ne

Ne HNunekc [ara 3aroJyioBok Ne
[Ipumeuanue
n/m JNOKYMEHTA JIOKYMEHTa | JOKyMEHTa | JINCTOB Jieja
Htoro JIOKYMEHTOB
(dpaMu ¥ TPOTIHCHIO)
KonndecTBO TMCTOB BHYTPEHHEN ONTUCH
(urdpaMu ¥ TPOTHCHIO)
JomxHOCTD MOITHUCH H. O. ®amunus

Hara

3amanue 2.0popMUTH 0OJI0KKY JIeNa MTOCTOSHHOTO, JOJITOBPEMEHHOTO XPaHEHUS, COTTIACHO
dbopmam 1 oOpasiam.

JEJIO Ne 759. Ipotokonbr NeNe 1-75 3acemanuil mpeaMeTHON KOMHUCCHH OOIIECTBEHHBIX
TUCIUTIINH 3a ceHTA0ps 2017 —utonp 2018 roma, mauato 31.08.2017, oxonyeno 28.06.2018. 51
muct, @ Ne 125, ort Ne 2, Jleno cpopmupoBano B yueOHoi yactu JITAKU.
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Pe3ynbrar BeImoIHEHHON pabOTHI MOKa3aTh MPENOIaBaTeNo.

Jlumepamypa:[1— C. 212—220; 4— C. 251 —267; 6— C. 46—53; 11— C. 245—270;

13— C. 57—65]
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7.3. TEMbI PE®OEPATOB

1. [TonmuTka U cTpaTerdss KOMIIAaHUW B OOJIACTH YMpaBICHUS JOKYMEHTUPOBAaHHOM
nHpopmaruen.

2. WNucTpykuus o JIEIIONIPOU3BOJICTBY HEroCyIapCTBEHHOU KOMIIAaHUU:
(GyHKIIMOHATFHOE HA3HAYEHUE U OCOOEHHOCTH pa3pabOTKH.

3. YupexxneHne ¥ TOCYJapCTBEHHAs  PETHCTpalis  aKIMOHEPHBIX  OOIIEeCTB.
YupeauTenbHblil 10roBOp.

4. YcTaB akKIMOHEPHOTO OOIIECTBA: CTPYKTYpPa, pa3/IeIbl.

5. Ob6miee coOpanue aKIMOHEPOB: IOKYMEHTUPOBAHUE JCATEIHHOCTH.

6. CoBeT TUPEKTOPOB aKIIMOHEPHOTO OOIIECTBA: JOKYMEHTHPOBAHUE JIEATEIHHOCTH.

7. Cucrema OpraHu3alMOHHO-PACTIOPSTUTEIIEHON — JOKYMEHTAIIMH  aKIMOHEPHOTO
oOuiectBa. briaHku JOKYMEHTOB: MpaBUiia COCTaBICHHUS.

8. OdopMieHre UCXOIINIMX ¢ BHYTPEHHUX JOKYMEHTOB (BUABI JIOKYMEHTOB,
TpeOOBaHMS K TEKCTY U PEKBH3UTaM).

0. OpranuzalioHHbIE TOKYMEHTHI aKIIHOHEPHBIX OOIIECTB (MOJIOKEHUE, HHCTPYKIIHS,
JOJIKHOCTHAS! MHCTPYKIIUS, TPYIOBOM JJOTOBOP, IITATHOE PACIUCaHUE).

10.  JlomKHOCTHASst HHCTPYKIHS CEKpeTaps aKIIMOHEPHOTO OOIIECTBA.

11.  PacnopsauTenbHble JOKYMEHTHI B HErOCYJAapCTBEHHBIX OpraHu3alusx (Mpukas,
pacrnopsiKeHHe, pelieHre, MPOTOKOJ, BBIMHCKA).

12.  HMadopManroHHO-CIIPABOYHbIE TOKYMEHTHI (aKT, CIy)keOHass W OOBSICHUTEIbHAsS
3armmcKa, CrpaBKa, MUChMO, Telerpamma, gaxc).

13. 3akoHOAaTeNIbHAsE OCHOBA XPAHEHUS JOKYMEHTOB B aKITMOHEPHBIX OOIIECTBAX.

14.  IlpaBuna ¢hopMUpOBaHUS JENI aKIIMOHEPHOTO OOIIECTBA AJIs TIEpeJaud Ha apXUBHOE
XpaHEHHe.

15.  Bunsl HomeHknaryp aen. OdopmiieHne HOMEHKIATYPHI €.

16. DKcnepTh3a ILEHHOCTH JOKYMEHTOB B JIEJTONPOU3BOJICTBE HETOCYAapCTBEHHBIX
OpraHu3aIuu.

17. Jeno3utapHoe XpaHeHUE. XpaHEHHE JIOKYMEHTOB B apXHWBE aKI[MOHEPHOTO

o01ecTBa.



7.3. 3AJAHUA IS KOHTPOJIbBHBIX PABOT

KonrponbHast paboTa BBINOJHSETCS CTYACHTaMH 3a04HOW  GopMbI  00y4eHHs.
KonTponbHass uMeer 1 BapuaHT M COCTOMT M3 JIBYX TEOPETUYECKUX BOIIPOCOB, BBIMOJIHAEMBIX
NUCHMEHHO B TETPaJu U JABYX MPAKTUUYECKUX 3aJaHUH, BRITOMHAEMBIX B penakTope MSWord. s
BBINOJIHEHUS 3a/1aHUs] HEOOXOMMO M3YUHUTh JIUTEPATYPY MO TeME U OPOPMUTH €€ B COOTBETCTBUHU C
IUTaHOM. M3710K€HHE TEOpeTHYECKOro MaTepuaga JOJDKHO OTJIMYAThCsl KOMITIO3MLIIMOHHOMN
YETKOCTbI0, JIOTHYHOCTBIO, IPaMOTHOCThIO. [IpakTuyeckue 3agaHus AOJKHBI OBITH BBINOJIHEHBI
coryiacHo npasuiaM oopmienus qokymentoB o 'OCT P 7.0.97—2016.

KonTpoabHas padora

3apganme 1. OnpenenuTh OCHOBHBIE (OPMBI HETOCYIAapCTBEHHBIX opraHuzanuii. [Ipusectu
npuMepbl Takux opranuzanuii B JIHP. 3anucars pe3ynbTaThl B TETPab.

3aganme 2. M3yunth HOpPMaTHBHO-3aKOHOMaTenbHy0 6a3y JIHP, permamentupytromiyto
paboTy HErocy1apCTBEHHBIX OpraHU3alui. 3anucaTh pe3yabTaThl UCCIEAOBAHUS B TETPAb.

3aganue 3. CocraButh B pemakrope MS Word, cormacHo o6Opasmy, IIporokon coBeta
JUPEKTOPOB € PELICHUSIMHU O CO3bIBE FOJJOBOT0O O0IIEro coOpaHus aKLIMOHEPOB.

3ananme 4. CoctaButh B pegakrope MS Word yupenutensHbiii oroBop o coznanuu I11AO,
corjlacHO o0pa3siry.

Jlumepamypa:[ 4—C. 8—149; 7— C. 64—96; 9— C. 1—22;: 10— C. 1—85; 11— C.
346—369:12— C. 4—22; 13— C. 2—105; 14— C. 8—124]



http://library.lgaki.info:404/2019/%D0%91%D1%8B%D0%BA%D0%BE%D0%B2%D0%B0%20%D0%A2.%20%D0%90_%D0%94%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82%D0%B0%D1%86%D0%B8%D0%BE%D0%BD%D0%BD%D0%BE%D0%B5.pdf
http://library.lgaki.info:404/2017/%D0%93%D1%80%D0%B0%D0%B6%D0%B4%D0%B0%D0%BD%D1%81%D0%BA%D0%B8%D0%B9_%D0%BA%D0%BE%D0%B4%D0%B5%D0%BA%D1%81_%D0%9B%D0%9D%D0%A0.pdf
http://library.lgaki.info:404/2019/%D0%97%D0%B0%D0%BA%D0%BE%D0%BD%20%D0%9B%D0%9D%D0%A0_%D0%9E%20%D0%B3%D0%BE%D1%81.%20%D1%80%D0%B5%D0%B3%D0%B8%D1%81%D1%82%D1%80%D0%B0%D1%86%D0%B8%D0%B8%20%D1%8E%D1%80.%20%D0%BB%D0%B8%D1%86.pdf
http://library.lgaki.info:404/2019/%D0%97%D0%B0%D0%BA%D0%BE%D0%BD%20%D0%9B%D0%9D%D0%A0_%D0%9E%D0%B1%20%D0%BE%D0%B1%D1%89%D0%B5%D1%81%D1%82%D0%B2%D0%B0%D1%85.pdf
http://library.lgaki.info:404/2017/%D0%9A%D1%83%D0%B7%D0%BD%D0%B5%D1%86%D0%BE%D0%B2%D0%B0%20%D0%A2.%20%D0%92.pdf
http://library.lgaki.info:404/2017/%D0%9A%D1%83%D0%B7%D0%BD%D0%B5%D1%86%D0%BE%D0%B2%D0%B0%20%D0%A2.%20%D0%92.pdf
http://library.lgaki.info:404/2019/%D0%9C%D0%B5%D1%80%D1%81%D0%B8%D1%8F%D0%BD%D0%BE%D0%B2%D0%B0%20%D0%98.%20%D0%92_%D0%9D%D0%B5%D0%B3%D0%BE%D1%81%D1%83%D0%B4%D0%B0%D1%80%D1%81%D1%82%D0%B2%D0%B5%D0%BD%D0%BD%D1%8B%D0%B5.pdf
http://library.lgaki.info:404/2017/%D0%9F%D0%BE%D1%81%D1%82%D0%B0%D0%BD%D0%BE%D0%B2%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5%20%D0%9B%D0%9D%D0%A0.pdf
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7.4 BOITPOCBI K OK3AMEHY

1. AKIHOHEpPHOE 00ILECTBO KaK HErOCY/1apCTBEHHAs! KOMMEpUYeCKasi OpraHu3aIus.

2. Cnennguka CTpyKTypbl OPraHOB YIPABICHHS aKIIHOHEPHOTO OOIIECTBA.

3. OOmiecTBO € OTrpaHUYEHHOM OTBETCTBEHHOCTHIO Kak (popMa HErocyaapCTBEHHOM
OpraHHU3anuy.

4. 3akoHOJATeNbHBIE M  HOPMATHBHBIC IIPABOBBIE  AKTHI, PErJIaMEHTUPYIOIINE

OpraHu3aIliI0 YIIPABICHYECKON JEATEIIbHOCTH aKIMOHEPHBIX OOIIECTB U €€ JOKYMEHTAI[HOHHOE
oOecIieueHue.

5. VYupexxaenre akimoOHepHOTO 00IIecTBa.

6. TpeboBaHust K COCTaBICHHI0O M OGOPMIICHHIO TOKYMEHTOB, HEOOXOIUMBIX IS
YUpEXKACHUS 00IEeCTBa.

7. [Topsimok Tocy1apCTBEHHON PETHCTPALUK aKITMOHEPHBIX OOIIECTB.

8. CocraB u cojepkaHue JOKYMEHTOB, HEOOXOAUMBIX JJISi PETHCTPALUU aKIMOHEPHOTO
oOmiecTna.

9. EnunbIil rocy1apCTBEHHBIN peecTp I0OPUAUYECKUX JIULL.

10. OCc00EHHOCTH JOKYMEHTAIBHOTO O(MOPMIICHHS pelIeHUN CcoOpaHUs ydpeauTeNeH
aKIIMOHEPHOTO O0IIEeCTBA.

1. CocraB BHYTPEHHUX OPTaHU3AIMOHHBIX JOKYMEHTOB aKIIMOHEPHOTO OOIIECTBa, WX
POJIb B ICATEIBHOCTH arnapaTa yrpaBJiIeHuUs.

12. [Topsimok pa3paboTKu TMOJOKEHW 00 oOpraHax yHpaBleHHUs, HX COTJacOBaHUE,
NOJIMCAaHUE, YTBEPIKICHHE.

13. DTarbl ¥ TUIIOBBIE MPOIIEAYPHI MMOATOTOBKH OOIIETO COOpaHUs aKITMOHEPOB.

14.  TunoBoil cocTaB JOKYMEHTOB, COOTBETCTBYIOIIMX YCTAHOBJICHHBIM JTaram
MOATOTOBKHU Y MTPOBEACHHS OOITUX COOpPaHUI aKIIMOHEPOB.

15.  JlokyMeHTHpOBaHHE IIOATOTOBKM M TMPOBEACHUS TOAOBOro oOIIero coOpaHus
aKLIOHEPOB.

16.  JlokyMeHTHpOBaHHE MOATOTOBKM M MPOBEICHHS BHEOUEPETHOIO OOLIEro COOpaHus
aKLIOHEPOB.

17.  OcoOeHHOCTH JOKYMEHTHPOBAaHUS MPOBEACHHUS OOIIEro COOpaHUs aKIMOHEPOB B
¢dbopMe 3a04UHOTO TOJIOCOBAHMUSL.

18. OCHOBHBIEC pa3IMYUS COJIEPXKAHHS ITOKYMEHTOB, KOTOPHIE O(QOPMIISIOT PEIICHHS
00mux codpanuii B HopMe COBMECTHOTO MPHUCYTCTBHS aKIIMOHEPOB M IMPU 3a0YHOM T'OJIOCOBAHUH.

19. Oranbel ¥ THUIIOBBIE NPOLEAYpHl IMOATOTOBKM U TPOBEACHUSA 3acelaHMsl COBETA
JTUPEKTOPOB, TUTIOBOM COCTaB JOKYMEHTOB, COOTBETCTBYIOIIMX ATHUM 3TariaMm.

20.  JIOKyMeHTBI, OTpaKalollMe XOJ 3acelaHusi COBeTa ITUPEKTOPOB U NPUHATHIC
pelIeHus pH MPOBEICHNH 3aceaHtsl B 3a04HOU opme.

21.  OcoOeHHOCTH COCTaBi€HHS U O(GOPMIICHHS TPOTOKOJIOB OOIIEro CcoOpaHus
aKLIMOHEPOB U COBETA AUPEKTOPOB aKIIMOHEPHOTO OOIIECTRA.

22.  JIoKyMEHTallMOHHOE oOecneueHne JIeATeTbHOCTH  HMCIOJHUTENBHOIO — OpraHa
yIpaBiIeHUs aKIIMOHEPHOTO 00ILIEeCTRA.

23.  OOmmue TpeOOBaHUS K COCTAaBICHHIO W OGOPMICHHIO IOKYMEHTAIlMH, KOTOpas
HCIIOJIb3YETCSl B ONEPATUBHOM YIIPaBICHYECKOM TPaKTUKE.

24.  JIOKyMEHTHpPOBAaHUE PACIOPAIUTEIBHOMN 1€ATENbHOCTH.

25. CocraB pacnopsiAUTEIbHBIX JOKYMEHTOB.

26.  TpeGoBaHUS K COCTABICHUIO H O(OPMIICHHIO IPUKA30B [10 OCHOBHOMW JESATEIbHOCTH.

27. NudopmanimonHo-cipaBoyHasi JOKYMEHTAIMS: COCTaB M TIPaBHWJIa COCTABJICHHS
JTIOKYMEHTOB.

28. CnyxeOHas nepenvcka. Buasl 1 TpeOOBaHUS K COCTaBICHUIO CITY>KEOHBIX IMHCEM.

29.  Kommepueckuii J0roBop (KOHTPAKT): CTPYKTypa, cocTaB HH(pOpMaIuu, TpeOoBaHUS
K 0(hOpMIICHHIO.

30. [Topsiok XpaHEeHHs TOKYMEHTAIIMH aKIIMOHEPHOTO O0IIeCTBa.

31. ['ocynapcTBeHHOE peryaupoBaHuE XpaHEHUsI IOKYMEHTOB aKIIMOHEPHBIX OOIIECTB.

32.  IlpaBuna cucTeMaTu3aluy JOKYMEHTOB IPU UX TEKYILIEM XPaHEHUHU.



33. Homenkmatypa aem KOMMEpPYECKOW OpraHu3aiuu: KiIacCH(UKAIMOHHAS CXeMa,
cocTtaB HH(popMaIuu, TpeboBaHUS K 0()OPMIICHHIO.

34. JloroBOpHBIE OCHOBBI B3aUMOOTHOIIEHUW TOCYJApCTBEHHBIX YUYPEKIACHUU U
HErOCy/IapCTBEHHBIX KOMMEPUYECKHX CTPYKTYP B chepe COXPAaHHOCTH JOKYMEHTOB.



8. METO/ bl ObYYEHUA

B npouiecce oOyuenus A JOCTUKEHUS INTAHUPYEMBIX Pe3yIbTaTOB OCBOCHUS JUCIUILINHBI
UCTIONIB3YIOTCS CJICTYIOIINE METO Il 00pa30BaTEIbHBIX TEXHOJIOTHI:

e wmetonbl [T — ucnonb3oBanue Internet-pecypcoB miis pacmmpeHus HHPOPMAITMOHHOTO

MOJIS ¥ MOJy4YeHHs] HHPOPMAIIMH, B TOM YUCIIE U TPO(deCCUOHATLHOM;

¢  MEXIHCIHUILTHHAPHOE 00yueHue — O0yUeHHE C UCIIOJIb30BAHUEM 3HAHUH U3 Pa3IMYHbIX

obrnacteli (IMCUUILINH) Pealu3yeMbIX B KOHTEKCTe KOHKPETHOU 3a/1a4H;

e nmpoOieMHOe OO0y4YyeHHEe — CTUMYJIUPOBAHHWE CTYIEHTOB K CaMOCTOSITEIbHOMY

MpUOOpETEHNIO 3HAHUH I PEIICHUs] KOHKPETHON TTOCTaBICHHOM 3aa4H;
e 00ydcHHE Ha OCHOBE OMbITA — AKTUBU3AIMS TO3HABATEIHLHOW JEATETLHOCTH CTYICHTA
MOCPEACTBOM aCCOIMAIIMU UX COOCTBEHHOTO OMBITA C MPEAMETOM MU3YUCHUS.

W3ydyenne  aucuumiauHbl  «JlOKyMeHTallMOHHOE  oOecliedyeHHe  ympaBieHHs B
HEroCYJAapCTBEHHBIX OpraHU3alUsaX» OCYIIECTBIAECTCS CTYJEHTAaMU B XOJ€ MPOCITYIIMBAHUSA
JeKUUH, Y4YacTUM B CEMUHApPCKUX U TPAKTHUECKUX 3aHATUSAX, a TaKXKe [OCPEICTBOM
CaMOCTOSITENIbHON PabOThI ¢ PEKOMEHJOBAHHOM JTUTEPATYPOH.

B pamkax JIeKIIMOHHOrO Kypca MaTepuan H3JIaraercss B COOTBETCTBHM C paboueit
nporpammoii. [lpu 3TOM mpemnogaBaTellb MOAPOOHO OCTAHABIMBACTCS HA KOHIENTYAIBHBIX TEMax
Kypca, a TakKe TeMaX, BbI3bIBAIONIMX Yy CTYACHTOB 3aTpyAHEHHE MpH wusydeHun. B xone
MPOBEACHUS JIEKUUU CTYACHThl KOHCHEKTUPYIOT MaTepuaj, H3JaraeéMblii MpernojaBaTesieM,
3amuchIBasi MOIPOOHO OA30BbIC ONPEACIICHUS M TIOHSTHS.

Jlis u3y4deHusl TUCUUTLIMHBI IPEIYCMOTPEHBI ClIenyrome GopMbl OpraHU3aluy yaeOHOTro
mpolecca: JeKIUU, CEMUHAPCKUE U MPAKTUYECKHUE 3aHATHUS, CAMOCTOSITENIbHAsA paboTa CTY/I€HTOB U
KOHCYJIbTALINH.



9. KPUTEPUM OLIEHUBAHUA 3HAHUM CTYJIEHTOB

OreHka |

XapakTeprCcTUKa 3HaHUsI IIPEMETA U OTBETOB

OTIn4HO

®)

CryneHT ryOOKO W B TIOJHOM OOBEME BIAJEET MPOrPAMMHBIM MAaTepHUaIoM.
I'pamoTHO, HMCUepNbIBAIONIE U JIOTMYHO €r0 M3JIaraeT B YCTHOW WJIM NMHCHbMEHHOM
dopme. OTBEeT Ha BOMPOC WM 3aJaHUE JA€T APTYMEHTHUPOBAHHBIM, JTOTUYCCKHU
BBICTPOCHHBIN, TIOJHBIA, JAEMOHCTPUPYIOIIWA 3HAHWE OCHOBHOIO COAEpKaHUSA
JUCLUUIIMHBI U €ro 3JIEMEHTOB B COOTBETCTBUM C MPOCTYIIAHHBIM JIEKIIMOHHBIM
KypcoM W ¢ Yy4eOHOW mnuTeparypoil; CTyAeHT BiaJeeT OCHOBHBIMHU TOHSTHSMH,
3aKOHAMH U Teopuer, HeOOXOIUMBIMH Ui OOBSICHEHUS SIBICHUH, 3aKOHOMEPHOCTEH
u 1.0 CTyIeHT BiaJeeT yMEHUEM YCTAaHABIMBATh MEXKIUCUUIIMHAPHBIE CBS3H
MEXIy 00BEKTaMU U SBICHUSAMH, JEMOHCTPUPYET CIIOCOOHOCTh TBOPUYECKU IPUMEHST
3HaHHWE TEOPUM K PEIIEHUI0 NpOoPEeCcCHOHANbHBIX MpakTU4YecKuX 3amad. CTyIaeHT
JEMOHCTPUpPYET  MOJHOE€  TOHUMAaHUE  Marepuana, [PUBOAUT  MPUMEPHL,
JEMOHCTPHUPYET CIIOCOOHOCTh K aHAIHU3Y

COIIOCTABJICHUIO PA3JIMYHbIX MOJIXOJOB.

Xoporto (4)

CTyleHT 3HaeT MporpaMMHBIN MaTepuall, TPaMOTHO U TIO CYTH M3JIaraeT €ro B yCTHOU
WIM THUCbMEHHON (hopMme, OITycKast He3HAUUTEIbHbIE HETOYHOCTH B YTBEPIKJICHUSIX,
TPAKTOBKaX, OMPECICHUAX U KAaTErOPUAX WJIM HE3HAYUTEIbHOE KOJTUYECTBO OLINOOK.
HpI/I 3TOM BJIaJCCT HGO6XOI[I/IMI:IMI/I YMCHUSIMU W HABbIKaAMU IIPU BBIIIOJIHCHUN
npakTHueckux 3anad. CTyIAeHT XOpOIIO BIaJeHHE TEPMHHOJIOTHEH, UMEET Xopoliee
IIOHUMAaHHE MOCTaBJICHHOU 3aayu. Hpe;[anHHMaeT MOIIBITKKU MPOBCACHUS aHAIN3a
aNbTepHATUBHBIX BAPHAHTOB, HO C HEKOTOPHIMH OIIMOKAaMU U ynyIieHusIMH. OTBETbI
Ha IIOCTAaBJICHHBIC BOIIPOCHI 3alaHuA IMOJIYUYCHBI, HO HEOAOCTATOYHO
aprymMeHTupoBanbl. CTyIJEHTOM MpPOJEMOHCTPHpPOBAaHA JIOCTAaTOYHAs CTENEHb
CaMOCTOATCIIBHOCTU, OPUIMHAJIBHOCTH B TMPCACTABJIICHUU MaTcCpHrajia. OtBer B
JIOCTaTOYHOM CTENEeHH CTPYKTYPUpPOBAaH U BBICTPOEH B 3a/JaHHOI Joruke Oe3
HapyleHui oomero cMeicna. [Ipumepam U JIMYHOMY OMBITY YIEIEHO HEJOCTaTOYHOE
BHHUMaHUeE.

VYnosier
BOPHUTEIILHO

)

CTyneHT 3HaeT TOJIbKO OCHOBHOW IIPOrpaMMHBIN MaTepuai, JOIMYCKaeT HETOYHOCTH,
HEIOCTaTOYHO 4YeTKHe (OPMYIHMPOBKH, HEMOCIEJOBAaTEIbHOCTh B  OTBETaX,
U3JaraeMbIX B YCTHOM WM muchbMeHHOH (opme. Ilpu 3TOM HEIOCTATOYHO BiaieeT
YMECHMSMHM WM HaBBIKAMH IIPH BBIOJIHEHHWH IpPAaKTU4YEeCKUX 3anad. CTyAeHT HMeeT
ciaboe BiaJeHUE TEPMHHOJOTMEH, IUIOXOe TOHMMAaHUE TOCTaBJICHHOM 3a/1aud BOBCE
IIOJTHOE HETIOHNMAaHHE.

OTBeT HE CTPYKTYPUPOBaH, HApYIlIEHa 3aJaHHasl JJOTHKA.

Heynosner
BOPHUTEIBHO

)

CTylneHT He 3HaeT 3HAYUTEJIbHOW YacTH MporpaMMHOro marepuana. Ilpum stom
A0IMYCKACT NMPHUHIHUIINAJIBHBIC OI_HI/I6KI/I B J10Ka3aTCJIbCTBAX, B TPAKTOBKC OHATHU U
KaTeropuii, MposiBIIIET HU3KYIO KYJIbTYpy 3HaHHI, HE BIa/IeeT OCHOBHBIMH YMEHUSIMU
U HaBbIKaMHW IIPpU BBIIIOJIHCHUU HNPAKTHYCCKUX 3adad. CTy,Z[GHT OTKAa3bIBA€TCA OT
OTBETOB Ha JIONOJIHUTENbHBbIE BONpPOCHl. [loHMMaHuEe HIOAHCOB, TNPUYHHHO-
CJIICACTBCHHBIX CBSA3E OueHb cna6oe WM nojHoe HermoHuMaHue. IloiHoe OTCYTCTBHUC
aHaJM3a albTEPHATUBHBIX CIIOCOOOB pelleHus MpoOieMbl. OTBEThl HA MOCTABICHHBIE
BOIIPOCHI HE IOJIy4EHBI, OTCYTCTBYET apryMEHTAllUs W3JI0KEHHOM TOYKH 3PEHUS, HET
COOCTBEHHOI ITO3ULIIH.




10. METOAUYECKOE OBECIIEYEHME,
YYEBHASA U PEKOMEHAYEMASA JIMTEPATYPA

OcHoBHas1 JInTEepaTypa:
1. Amnnpeea B.M. Jenonpou3BoJICTBO: OPraHU3alvs ¥ BEJICHUE : YYEOHO-MPAKTHUYECKOE

rnocobue / B.M.AuapeeBa. — 2-e usj., nepepad. — M. : KHOPVYC, 2008. — 256 c.
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http://library.lgaki.info:404/2017/%D0%9F%D0%BE%D1%81%D1%82%D0%B0%D0%BD%D0%BE%D0%B2%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5%20%D0%9B%D0%9D%D0%A0.pdf
http://library.lgaki.info:404/2017/%D0%9F%D0%BE%D1%81%D1%82%D0%B0%D0%BD%D0%BE%D0%B2%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5%20%D0%9B%D0%9D%D0%A0.pdf
http://library.lgaki.info:404/2017/%D0%9F%D0%BE%D1%81%D1%82%D0%B0%D0%BD%D0%BE%D0%B2%D0%BB%D0%B5%D0%BD%D0%B8%D0%B5%20%D0%9B%D0%9D%D0%A0.pdf
http://library.lgaki.info:404/2017/%D0%9F%D1%88%D0%B5%D0%BD%D0%BA%D0%BE%20%D0%90.%20%D0%92.pdf
http://library.lgaki.info:404/2017/%D0%9F%D1%88%D0%B5%D0%BD%D0%BA%D0%BE%20%D0%90.%20%D0%92.pdf

11. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE
N NHOOPMAIIMOHHBIE TEXHOJIOI'MHN

VYueOHble 3aHATUS TNPOBOAATCS B AYAUTOPHUSAX COIJIACHO pacHHCaHUIO 3aHATHHA. [lpum
HOJArOTOBKE K 3aHATHUAM I10 JaHHOW AMCLUILUINHE UCIIOJIB3YETCs ayqUTOPHBIA (hOH (CTOJIBI, CTYIbS,
JIOKQ).

IIpy moAroTOBKE M IMPOBEICHUU 3AHATHNA HCIOJB3YIOTCA JONMOIHUTEIBHBIE MAaTEpPHAJIbL.
[IpenocraBnsercs nuteparypa uuTtanpHoro 3ama Oubmamoreku [OYK JIHP «JITAKHU
uM. M. MartycoBckoro». CTyAeHTBl HMEIOT JOCTYyNl K pecypcaM >JEKTPOHHOH OMOIMOTEeYHOM
CUCTEMEI AKaJIEeMUMU.

WNudopmanioHHbIE TEXHOJOTHM W TNPOTPaMMHOE OOeclieueHHue NPUMEHSAIOTCS B XOJIe
BBINOJIHEHUS TPAKTUYECKUX PAOOT.
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