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1. Hesn 1 3a71a4M U3y4YeHHUS JUCUMILIIHHBI

1.1 Hean qucuMIIAHBI

Ilesb Kypca — MOATOTOBHTH MAarucTpa, 00JIaAal0MEro 3HaHUSAMH O TIOPSJIKE TOKYMEHTH-
pPOBaHUsS YIPABICHUYECKOW JEATEIbHOCTH B OpraHM3alUsAX HErocyJapCcTBEHHOW (hopMbl coO-
CTBEHHOCTH, OCOOCHHOCTSIX JIOKYMEHTAIIMA OPTaHOB YIPABJICHUS, BOBMOKHOCTSX OpraHU3alluu
JIOKYMEHTAIMOHHOTO 00eCcleYeHnsl KOPIOPATUBHOIO YIPABICHUS U BIAJCIOLIET0 METOJaMHU U
HaBBIKAMU pEILICHUs 3aJ1a4, CBA3aHHBIX C OpraHu3anueil nHPOPMAIIMOHHOTO U TOKYMEHTALMOH-
HOro o0ecreyeHts yIpaBJIeHUs B OpraHu3alusaX pa3IndHbIX (JOpM COOCTBEHHOCTH.

O0beKTOM M3y4YeHUS TUCIMILIMHBI SBISETCS ASATeIbHOCTh ciyx0b1 JJOY no nndopma-
IIUOHHO — JOKYMEHTAlMOHHOMY 00€CIIeUEHHI0 YIIPABICHUs OpraHu3alieH.

IIpeameTroM wu3ydeHue OCOOCHHOCTEH JIOKYMEHTUPOBAHHUS YIPABICHUS HErocyaap-
CTBEHHBIMH KOPIIOpALMsIMU B (hopMe MyOIMYHOI0 aKIIMOHEPHOT0 00LIeCTBa.

1.2 3aga4yy JUCHUIMHBI

Jis TOCTHKEHHMS LIeJIeH PEIIaloTCs CIASAYIOIINE 3a/1a9 U3YUYCHUS TUCIUILTHHBL:

- IpHOOpeTEeHNE 3HAHMUI O TTPABOBOM PETYIMPOBAHUU OPraHU3AIMU M JOKYMEHTAIIHOHHO-
ro 00eCIeYeHHs YIPABICHYECKON eSTeIbHOCTH HErOCYIapCTBEHHBIX KOMMEPYECKUX OpPraHH-
3aIHi;

- O3HAKOMIJICHHE C MPAKTHUKOW pa3pabOTKU U HUCIOJIb30BAHUS YIIPABICHYCCKON JTOKYMEH-
TaI[iU B COBPEMEHHBIX YCIIOBHUSX;

- U3y4EHHE BOMPOCOB, CBA3AHHBIX C COXPAHHOCTHIO JJOKYMEHTHOW MH(OPMAIIUU B aKIIHO-
HEPHBIX 00IIECTBaX;

- aHaJIU3 0COOEHHOCTEH cocTaBa M OPOPMIICHHS IOKYMEHTOB OPTaHOB YIIPABJICHUSI HETO-
CyJIapCTBEHHBIX KOMMEPUYECKHUX OpPTaHH3AIIHIA;

- TpuoOpeTeHre HaBBIKOB pa3pabOTKH TUIOBBIX KOMILJICKCOB JOKYMEHTOB, COOTBETCTBY-
IOIUX KOPIIOPATHBHBIM YITPABICHYECKUAM TIPOIEAYPAM.

1.3 MecTo AUCHUILUINHBI B CTPYKTYpe 00pa3oBaTe/ibHOH MPOrpaMMbl

JucuuninuHa sBIsSETCS TUCIUIUIMHOW MO BBIOOPY M MPHUHAJICKUT BapUATHBHOW YaCTH
osioka b1 ygeOHoro mana HanpasiieHus moarotoBku 46.04.02 JlokyMeHTOBEICHHIE U apXHUBOBE-
JIeHUEe OCHOBHOW 00pa3oBaTenbHOU mporpamMmbl «OpraHU3allMOHHOE MPOCKTHPOBAHUE CHCTEM
YIIPaBICHUS.

JlJis yCHenHoro YCBOSHHs! JUCIMILTUHBI HEOOXO0AUMO, YTOOBI MAarUCTPAHT UMEJ 3HAHUS,
YMEHWSI, BIIQJICHHE U OIBITOM JCSATCIILHOCTH B 00beMe TpeOOBaHWH CIEAYIONIUX TUCIUILINH:
MonenupoBaHue yrpaBiIeHUECKOH AesTenbHOCTH, MIHPOpMaIlMOHHBIE CHCTEMBI B YIIPaBIICHUH,
KoMmmbloTepHbIe TEXHOJOTHU B JJOKYMEHTOBEJACHUH M apXHUBOBEICHUM, TEOpUs COBPEMEHHOTO
JIOKYMEHTHUPOBAHUS U aPXUBOBEIACHHUS.

JlucuunnuHa Bompocsr (Tembl), 3HaHHE KOTOPHIX HEOOXOIUMO MTPH U3YUCHHUH
JTAHHOU JUCHUILINHEI
1.MoaenupoBanue ynpas- CoBpeMeHHas mapagurma MEHePKMEHTA, 1eATeIbHOCTHAsI KOH-
JIEHYECKOH NIeATEeIIHbHOCTH LETIIHST YIPAaBJICHUS: CUCTEMa, TTPOIIECC, MEXaHU3MBI), CBSI3Y-

IOLIHE MPOoIecChl (KOMMYHHUKAIMU, PEIICHUs, TUIEPCTBO), Me-
HEJDKEP B OPTAHMU3ALINN.

2.MadopmanioHHble cu- Tumnsl, cTpykTypa U 3a1a4H, pelaeMble HHPOPMAIIMOHHBIMH CH-
CTEMBI B YIIPaBJICHUU cremami. [loncucrema nHPOpPMATMOHHOTO 0OECTIEYeHUS YIIpaB-
JICHUSL.

3.KopmoparuBasie cucreMbl | KoprnoparuHble CUCTEMBI B MEHEKMEHTE. CTPYKTYPHBIN U
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JOKYMEHTAIMOHHOTO 00ec-
[ICYEHUS YIPABICHUS

(YHKIMOHATIBHBIN COCTaB CUCTEMBI JOKYMEHTALMOHHOTO obecre-
YCHMSI YIPABJICHUS

4. KoMInblOTEpHBIE TEXHOJIO-
I'MU B JOKYMEHTOBEJICHUU U
apXMBOBEJICHUU

CucTeMbl 3JIEKTPOHHOTO JOKYMEHTOO0O0POTa: OCHOBHBIE (DyHK-
MOHAJIbHBIE XapAKTEPUCTUKU U MOJCUCTEMBI

5.Teopus nHbDOpPMAITMOHHO-
r'O IPOCTPAHCTBA U JIOKY-
MEHTAIIMOHHBIX CHCTEM

EnnHoe nHpOpMaLMOHHO- JOKYMEHTAIbHOE IPOCTPAHCTBO I1y0-
JUYHOU KOPIIOPALIH.

B cBoto ouepenp, n3ydeHHe AUCHUIIIMHBI 00€CIIeYMBAET BO3MOKHOCTD YCIIEITHOTO OCBOE-
HUS CTYACHTaMH CIEAYIOMIMX AMCUUIUIMH OCHOBHOM 0Opa3oBaTenbHOW mporpammsl: Mccnemno-
BaHUE CUCTEM MH(OPMAIMOHHO-A0OKYMEHTAIIMOHHOTO o0ecnieueHus Koprnopanuu, MeToaonorus
OpPraHU3alMOHHOIO IPOCKTUPOBAHUSA CUCTEM YIIPABICHUsS OpraHu3auuu, JJOKyMEHTalMOHHOE
o0ecrnieueHre CUCTEMbl MEHEIPKMEHTa KauecTBa, JlIOKyMEHTaI[MOHHbII MEHEKMEHT, DKOHOMUKA
JOKYMEHTAITMOHHOTO 00ECTIeYeHHS yIIPaBICHUSI.

1.4 TlepeyeHb NJIAHUPYEMBIX Pe3y/1bTATOB 00Y4YeHHSs M0 JUCHHIIJIMHE, COOTHECEHHBIX

C INIAHUPYEMBIMHU PE3YyJbTATAMHU 0CBOCHUSA 06pa30BaTeJ’[bHOI7[ MporpaMmal

W3ydeHnue qaHHON yueOHOW JUCIMILTUHBI HAIIPABIEHO HA (pOopMHUpOBaHHUE Y O0yUaIOLTUXCS
KOMIIETECHIINH, MPECTaBICHHBIX B TAOIHIIE.

Ne | Unpekc | Comepixanue komre- | B pesynprare n3ydeHus yaeOHON TUCIUIUIMHBI 00Y4aIOMINEcs
.0 | KomIle- | TeHuuH (1iu eé ya- JIOIKHBI
. TEHITUN CTH) 3HATh yMeTh BJIAJIETh

1 IK 1 BIasieHneM Tmpodec- | OCHOBHEIE MPOOIEMBI
CHOHAJILHBIMH ~ 3HAa- | JOKYMEHTAIIHOHHOTO
HUSMU OCHOBHBIX | 0OecrieueHHs yIpaB-
mpoOJieM  OKyMEH- | JICHUS
TOBEICHUS W apXH-
BOBEJICHHUS

2 OIIK 8 | rOTOBHOCTBIO CaMoO- | 3HATh COBPEMEHHBIC | IIPOBEPSATh MHDOP- | CAMOCTOSATEIILHOM
CTOATENBHO  pado- | ICTOYHUKY JaHHBIX | MAIMIO Ha TIOJTHOTY | paboTHI ¢ pas-
TaTh ¢ UCTOYHHKAMU | U MH(POpMaIn U JIOCTOBEPHOCTH JUYHBIMHU UCTOY-
UHQOpMAIIH, HUKaM# UHOP-
HENPEepPBHIBHO COBEP- Maluu, ocy-
IIEHCTBOBaTh  ypo- IIECTBIISATh HH-
BEHb npogeccuo- (hopMaIMOHHOM
HAJIBHOH MOATOTOBKH TTOHCK

3 IK 18 BIIaJICHUEM HOPMaMH | 3aKOHO/ATEIHCTBO OTIpE/IeTISATh CBeJle- | mpuemMamu pado-
W HaBbIKAMH PabOTHI | MO TOCYJApCTBEHHOW | HUS,  COCTaBJISIFO- | THI C JOKyMEHTa-
C JIOKYMEHTaMH, CO- | U KOMMEpPUYEeCKOH e rocyaap- | Mu, coJepiKaIiu-
JEpKallUMA ~ TOCY- | TallHe ¥ HOPMEI 110 CTBEHHYI0O W KOM- | MU TOCyJap-
JTAPCTBEHHBIC U UHBIE | pa0OTe C TAKUMHU MEpUYECKYIO TAHbI | CTBEHHBIE U KOM-
BUJIbI TalH JIOKyMEHTaMH MEpYECKYIO Taii-

HBI




2. CTpyKTYypa U cofepkaHue JUCHUILIHHBI
2.1 PacnipenesieHue TPyA10€MKOCTH JUCHUIJIMHBI 10 BUIAM padoT

OO6mas Tpya0éMKOCTh TUCIMIUIMHBI cocTaBiseT 2 3a4. ef. (72 4) musa crynentoB ODO u
3®0, ux pacnpeneneHue 1o BiujaaM padboT MpeICcTaBIeHO B Ta0IuLE.

Bug yuebHoii paboTh 0®0 300
Bcero |  Cemectphl Bcero Kype
qua]; 9 A 4acoB 5 6
KoHTakTHas padoTa, B TOM YHCI€: 28,2 28,2 12,2 8 4,2
AyauTOpHBIE 3aHATHSA (BCEro) 28 28 12 8 4
3aHATHS JIEKIHOHHOI'O TUIIA 6 6 6 4 2
3aHATHS CEMUHAPCKOTO THIA (CEMHHAPHI,
MPaKTUIECKUE 3aHATHUS, TPAKTUKYMBI, J1a00- 99 99 5 4 5
paTopHbIe pabOThI, KOJTIOKBUYMbI U HHBIC
AHAJIOTMYHbIC 3aHATHS)
NKP 0,2 0,2 0,2 0,2
CamocrosiTeTbHasi padoTa (Bcero) 43,8 43,8 56 28 28
B ToM uncne:
[IpopaboTka yueOHOr0 MaTepuaia 30 30 46 18 28
Brimonnenune I/IHILI/IBI/IIlyflJII)HBIX 3aI[aHI:II/I 13.8 13.8 10 10
(moaroTOBKA COOOIIEHUH, TPE3CHTAITHH )
Kountpoasb:
IMoxroroeka k 3a4ety 3,8 3,8
OO01mas TpyI0eMKOCTh qac | 72 72 72 36 36
3a4. efl. 2 2 2 1 1




2.2. CTpYKTYpa AU CUUILTHHBI

Pacnipenienenue BuI0B y4eOHOU pabOTHI M MX TPYIOEMKOCTH II0 pa3zeinaM M TeMaM IUCLUILIMHBI JUIS CTYICHTOB OYHOM U 3204HON (GopM 00y-
YEHUs IPEACTABICHO B Tabmuie 4.
Tabsauua 4 — Pa3yienpl TUCHUILIIMHBI, U3y4acMble B A ceMecTpe

Ounas popma

3aouHas gopma

£ KoMuecTBo 4acoB
o
= HawnmenoBanue paszienioB u Tem Beero AynuropHas paboTa Beero AynutopHas pabora
<! CP CP
J | [I3(C) | JIP J | I3 (C) | JIP
1 2 3 4 5 6 7 8 9 10 11 | 12
1. l'ocynapcTBeHHOE  pEryJupoBaHHE JOKYMEHTAllMOHHOI'O 5 5 ) 5)
obecredyeHus yrpasieHHs B aKLIMOHEPHBIX 0011ecTBaxX
2. Opranu3zanus yrnpaBjieHHs aKIIMOHEPHBIM O0IIECTBOM 5 5 ) 5
3. JIOKyMEHTHpOBaHUE CO3/laHusl, NpeoOpa3oBaHusl U JUKBU- | 14 2 6 6 7 2 5)
anuy oorecTsa
4. WNupopmaninoHHOe U TOKYMEHTAI[MOHHOE 00ecrieueHue Moji- 17 1 8 8 17 1 4 12
TOTOBKH U IPOBEJIEHHsI 0011ero coOpaHus aKI[MOHEPOB
5. HNHudpopmaninoHHOEe U JOKYMEHTAIMOHHOE oOecreueHue aes-
TEIBHOCTU COBeTa TupekTopoB. KopnopaTuBHBIE KOMMYHH- 18 2 6 10 14 2 12
Kalluu
6. NHupopmaninoHHOE U TOKYyMEHTAlIMOHHOE 00ecIiedeHue Je- 8 1 2 5 13 1 12
ATENBHOCTH UCIIOJIHUTENLHOI'O OpraHa oo1ecTsa (reHe-
PAJIILHOTO AMPEKTOPA, IPABICHUS])
7. [Topsimok XpaHeHUs1 JOKYMEHTOB aKIIMOHEPHBIX OOIIECTB 4.8 4.8 12 2 10
WKP 0,2 0,2
3auer 3,8
Hmozo no oucyuniune 72 6 22 43,8 72 6 6 56




2.3 Conep:xanue pa3/ieioB H TeM JUCHHUILINHBI

2.3.1 3aHaTHA JEeKIHOHHOr0 TUIIA

TEMBbI

HanmenoBanue pasaciia 1 TEMbI

Coneprxanue JeKIUU

Ounast popma o0yde-

HMU

3aounast popma 00y-

YCHU

Bpewms

®dopma Te-

KyILEro
KOHTPOJISI

Bpewms

®dopma Te-

KyILEro
KOHTPOJISI

I[OKYMeHTI/IpOBaHI/Ie CO31aHuA, Hp606—
pas3soBaHUA U JIMKBUAAIHUU O6HIGCTB3.

XapakTtepuctuka 3akoHa «O0 akIMOHEpPHBIX OOIIIe-
cTBax», «O0 o0IecTBax ¢ OrpaHUYEHHOW OTBETCTBEH-
HOCTBIO». AKIIMOHEpHOE OOIIECTBO KakK IOPUAUYECKOE
auro. OCOOEHHOCTH OTKPBITOTO aKIIMOHEPHOTO 00IIe-
ctBa. llopsaok u mpouenypa co3AaHUS MYOIUYHOTO
AO. Tlopsinok rocynapCTBEHHOW perucTpaluu Iyo-
auyHoro AO.

XapakTepucTuKa JOKYMEHTOB, HEOOXOAMMBIX IpU
pETrUCTpalKi OTKPBITOTO THMA aKIMOHEPHBIX OOIIECTB:
yCTaB, YUPEIUTENbHBIN J0rOBOp, pEIICHHE O CO3JaHUU
obmiecTBa (MPOTOKOJN YUpEeIUTEIbHOIO coOpaHus), 3a-
SIBJIGHUE O PEruCcTpaliM, JOKYMEHTbI, MOATBEpKIaro-
e ormary 50% ycTaBHOTO KamuTasa, CBUACTENHCTBO
00 yruiate rocy1apCTBEHHON MOILTHHEI.

Pemenne o mpeoOpa3oBaHWM WM PEOPTaHU3ALNU
obmectBa. [loroBop o cnusHun o01ecTB. JJOKyMEHTHI O
TUKBUAIMK  oOmiectBa. [lopsmok cocTaBieHHs W
YTBEP>KACHUS JIMKBUIALIMOHHOTO OajlaHca.

NudopmaninoHHOE U JTOKYMEHTAlMOH-
HOe o0ecrieueHune MoAroTOBKU U MpoBe-
JIeHHs 0011ero cOOpaHus aKIIMOHEPOB

JIOKyMEHTUPOBaHHE AEATEIBHOCTH KOJJIETHAIBHBIX Op-
raHoB: 00IIero coOpaHus aKIIMOHEPOB.

BHyTpeHHHE JOKYMEHTHI NMPEeNNpUATHs: TOJI0XKEeHne 00
o0mieM coOpaHHU aKIIMOHEPOB, COBETE JIHUPEKTOPOB, O
PEBU3UOHHOW KOMHUCCHM M T.JI. DTambl MOATOTOBKU U
MpOBeACHUST OOIIEro roJ0BOro COOpaHusl aKIMOHEPOB.
[TakeT HEOOXOAUMBIX JIOKYMEHTOB IPU TOATOTOBKE
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MIPOBEJICHUIO 00IIero coOpanus, mpaBuia ux odopmie-
HUSL.

WudopManinoHHOE ¥ JTOKYMEHTAI[MOH-
HOe oOecreyeHue AeATENLHOCTH COBETA
nupekTopoB. KopropaTuBHBIE KOMMY-
HUKaIUH

CoctaB U 0COOEHHOCTH HH()OPMAITMOHHO-CIPABOYHBIX
JOKYMEHTOB.

JIOKyMEHTUpPOBaHUE AEATEIbHOCTH KOJUIETHAIBHBIX Op-
TaHOB: COBETa AMPEKTOPOB, PEBU3MOHHONW M CUETHOMH
KOMUCCHI. Pa3HOBHUIHOCTH MNPOTOKOJOB M aKTOB, CO-
CTaBISIEMbIX B KOMMEpPUYECKHX OpraHM3aLusaX, 0COOEH-
HOoCcTH WX odopmieHus. [IpaBuia cocTaBIeHHS KOM-
MEpYeCcKHX MHCEM, UX BUAOBas Xapakrepucruka. Oco-
OCHHOCTH OQOpPMIIEHUSI NEPENUCKU C HWHOCTPAHHBIMU
KOPPECIOHIEHTaMH.

NudopmanmonHoe u T0KyMeHTaIMOH-
HOE 00eCIeYeHre JeSTeILHOCTH UC-
MOJIHUTEJILHOTO OpraHa obiecTsa (Te-
HEPAIBHOTO TUPEKTOPA, IPABJICHUS )

[lopsanok pa3pabOTKHU MOJIOXKEHUH, MX COIlacoBa-
HUe, noanucanus u noarsepxkaeHus. lllratHoe pacnu-
CaHUeE, €ro coJepkaHue 1 cocTaB ynocroBepenus. Ilpa-
BUJIa BHYTPEHHEro TPyI0BOro pacropsaka. Ilonoxenue
0 IepcoHalie, crenuurKa ero cocTaBieHus U opopmiie-
HUSL.

[Topsimok XpaHeHHUsI JOKYMEHTOB aKIIH-
OHEPHBIX OOMIECTB. 3aKITIOUECHUE

[lopsnok XpaHeHUsT JTOKYMEHTOB IPEANPUATHS.
TpeboBaHus K CO3JaHMIO apXHMBa MPEANPHUATHS (BIaXK-
HOCTb, TEMIIEPATypHBIA PEXUM, HOPMBI IUIOLIAIU H
T.1.) Knaccudukanus m cucremaruzanusi J0KyMEHTOB.
[Topsnok mepenaum nen B apXuB HNPEANPHUIATHS U Ha
rocyapcTBeHHoe XpaHeHue. CpOKHM XpaHEHHMs JIOKY-
MeHTOB. Mcnosb30BaHre HOMEHKIIATYPHI €Nl B OIlepa-
TUBHOM XPAaHEHUU U BEJOMCTBEHHOM apXUBE.

TECT

TECT

Bcezo:




2.3.2 3aHATHS CEMHHAPCKOI0 THIA

Ounas gopma 00y- 3aouHas popma
Ne HanmenoBanue pasnena u . Rl 0byuenns
oML TeMLL Temaruka NpakTUYECKUX 3aHATHI (CEMUHAPOB) dopma dopma
Bpems | texywmero | Bpems | Texyiuero
KOHTPOJISI KOHTPOJISI
1 ['ocynapcTBeHHOE pery- 3akoHOJATEIbHBIE M MHBIE MPABOBBIC AKTHI, PETYIUPYIOIINE Oes-
JUPOBAHUE TOKYMEHTALU- | TeIbHOCTh KOMMEPUECKUX OpPraHM3alMid U perjJaMeHTHPYIOIIne pas-
OHHOTO OOecreueHus JIMYHBIC aCTIEKThI JOKYMEHTAIMOHHOTO 00ECTICUeHHsI YIIPaBICHUS
yIpaBiIeHUS B aKIUOHEP-
HBIX 00IIeCTBaX
2 Opranuzanusa ynpasieHus | Oprasbl ynpaBjieHUs aKIIMOHEPHOro OOIIecTBa: COOpaHME aKIIMO-
AKIMOHEPHBIM OOIIIECTBOM | HEPOB, COBET JUPEKTOPOB, MpaBlIeHUE, T'eHEpaTbHbIN qupekTop. O0-
mee coOpaHue akIMOHEpoB, ero 3HaueHue. Pomp CoBera AuMpeKToO-
poB. Co3/iaHre UCHOJIHUTEIBLHOTO OpraHa.
3 JlokyMeHTUpOBaHHE CO- Xapakrepuctuka 3akoHa «O0 akuMoHEpHBIX obmiecTBax», «O06
3/1aHus, IpeoOpa3oBaHusi | oOmIecTBaX € OrPAaHUYEHHOW OTBETCTBEHHOCTBIO». AKIHMOHEpPHOE
W JIMKBUJALMK oOLIecTBa | OOILIECTBO Kak ropuaudeckoe Juo. Oco0eHHOCTH OTKPBITOTO aKIIHo-
HepHoro obmiectBa. [lopsaok M mpoueaypa co3faHus MyOIUYHOTO
AO. Ilopsaok rocynapcTBeHHOM peructpauuu myonuunoro AQO.
XapakTepucTHUKa JOKYMEHTOB, HEOOXOAWMBIX IMPH PErHCTpaLuu
OTKPBITOTO THITA AKIIMOHEPHBIX OOIIECTB: YCTaB, YYPEAUTEITHHBIHI
JIOTOBOP, PELIeHHE O CO3AaHuU o011ecTBa (IPOTOKOJ YUpeIUuTeNbHO- 6 scce
ro coOpaHusi), 3asBJICHUE O PErUCTpally, JOKYMEHTHI, TIOJTBEPK1a-
fore omnaty 50% ycTaBHOTO KamuTalla, CBUIETENbCTBO 00 yIuiaTe
rOCyJ1IapCTBEHHOM MOUUTUHBI.
Pemenue o npeoOpa3oBaHuM UM peopraHuzanuu oodmectsa. [o-
TOBOp O CIHSHUU 00mecTB. JIOKyMEHTBI O JHKBUAAIIMN OOIIECTBA.
[Topsimok cocTaBiieHUs U YTBEPKICHUS JIMKBUIAIMOHHOTO OaaHca.
4 HNudopmanronHoe u ao- JIOKyMEHTUpPOBaHHE JESATETLHOCTH KOJUIETHAJIbHBIX OpraHoB: oOIie-
KYMEHTaIIMOHHOE o0ecrie- | To coOpaHus aKIMOHEPOB. 8 HPO%KTHM 4
YeHHUE MOATOTOBKHU M ITPO- | BHYTpeHHHE TOKYMEHTHI MPEANPHITHS: MOJOXKEeHHEe 00 obmeM co- pabota
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BeJIeHUs 001Iero cobpa-
HHSI aKIHOHEPOB

OpaHHMM aKIIMOHEPOB, COBETE TUPEKTOPOB, O PEBU3NOHHON KOMUCCHH
U T.J. DTanbl MIOATOTOBKH U MPOBEIECHUS 00IIETr0 TOA0BOI0 COOpaHUs
akioHepoB. [lakeT HEOOXOJUMBIX JOKYMEHTOB MpPU HOJATOTOBKE H
MIPOBEICHUIO 00IIero coOpanus, MpaBuiia UX oQPOpPMIICHUS.

NudopmannonHoe u 1o-
KyMEHTAI[MOHHOE o0ecrie-
YeHHUE JeATeIILHOCTH CO-
BeTa IupekTopoB. Kopro-
paTUBHbIE KOMMYHHUKAIHH

CocraB 1 0cOOCHHOCTH WH()OPMAITMOHHO-CITPABOYHBIX JOKYMEHTOB.
JIoKyMEHTUpPOBAaHHE JIEATETLHOCTH KOJUIETHAIBHBIX OPraHOB: COBETA
JTMPEKTOPOB, PEBU3MOHHON M CYETHOM Komuccuil. Pa3sHoBHIHOCTH
MPOTOKOJIOB U aKTOB, COCTABISIEMBIX B KOMMEPUYECKUX OpraHu3aIlu-
X, 0coOeHHOCTH uX odopmieHus. [IpaBuia cocTaBiIeHHS KOMMEp-
YeCKUX MHCEM, UX BUJOBas Xapakrepuctuka. OcoOeHHOCTH 0(opMm-
JICHUS TTEPENUCKH C HHOCTPAaHHBIMH KOPPECIIOHACHTaMHU.

NudopmanmonHoe u 1o-
KyMEHTallMOHHOE obecIie-
YeHHE JeSTEeIbHOCTH HC-
HOJHUTEIBHOTO OpraHa
oOriecTBa (reHepajIbHOIO
JUPEKTOpa, IPaBJICHUS)

[Topsanox pa3pabOTKH MONOKEHUM, UX COTJIACOBAHUE, TTOIMTUCAHUS
u noarsepxaeHusd. llltatHoe pacnucanue, ero cogepx aHue U COCTaB
ynoctoBepenus. [IpaBuna BHyTpeHHero TpynoBoro pacnopsaka. [lo-
JIO’)KEHUE O NepCoHalIe, CIeU(PHKA €r0 COCTaBICHUS U OPOPMIICHHUS.

[Topsiiox XpaHEeHHUs TOKY-
MCHTOB aKHI/IOHCpHI)IX
o01recTB. 3aKiIroYeHue

ITopsimok XxpaHeHUs JOKYMEHTOB npeanpustus. TpeOoBaHus K co-
3/1aHUIO0 apXMBa MPEANPUATUS (BIaKHOCTb, TEMIEPATYPHBIN pexUM,
HOpMBI miomanu u T.4.) Knaccudukanus u cucremarusanust 10Ky-
MeHTOB. [lopsok mepenaun nen B apXuB NMPEANPUSATHS U Ha rocy-
JapcTBeHHOe XpaHeHue. CpoKM XpaHeHus JOKyMeHTOB. Mcmomb3o-
BaHNE HOMEHKJIATYpPhl JI€J B ONIEPAaTUBHOM XpaHEHUU U BEJIOMCTBEH-
HOM apXHMBE.

Bcezo:

22
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2.3.3 3ausaTus J1adb0OPATOPHOIO TUIIA

JlaGopartopHble 3aHATHS HE IPETyCMOTPEHbI

2.4 TlepeyeHb Y4eOHO-METOIMYECKOr0 ofecrevyeHus A CaMOCTOATEIbHOIo padoThl 00y-
YAOMUXCS 110 AUCHHUIINHE

Ne [lepeueHp y4eOHO-METOIUIECKOTO OOCCIICUCHHSI TUCIIUTLIHBI
HanmenoBanwne paszmena u TeMbl .
TEMBI 10 BBITIOJTHEHHUIO CaMOCTOSITETFHON PaOOThI

1 l'ocynapctBennoe  perynupoBanue | [Ipoekt denepanbHblii 3akoH «O JOKyMEHTAIIMOHHOM obecrie-
JOKYMEHTAIIHOHHOTO ~ OOECICUCHHs | YSHHH YIPABICHUS
yhpaBlieHHsT B aKIIUOHEPHBIX 00IIIe-

CTBax

2 Opranmzamust  ympasineHusi aknno- | JIeBoB HO.A. Ympasnenne akumoHepHsIM oOmecTBoM B Poccuw/
HEPHBIM OOIIECTBOM I0.A. JIsBoB, B.M. Pycunos, A JI.Caymun, O.A. Ctpaxosa — M.:

OAO «Twmorpadust «HOBOCTW», 2000. — 256 c.

3 JoxymenTupoBaHue co3maHus, mpe- | beikoBa T. A, JlokyMeHTarmoHHOE OOecTieueHre yIpaBIeHUs
o0Opa3oBaHHs W JIMKBUAALMK 0OIIe- | HErOCyAapCTBEHHBIX OpraHu3alfii: yueOHOe mocodue Jis CTy-
CTBa nenToB By30B / T. A. Beikosa, JI. B. Cankuna. - M. : UH®OPA-

M, 2011. - 288 c.

4 HNudopmammonnoe u mokymeHTanu- | berkoBa T. A, JlokyMeHTaIlMOHHOE OOECTIeUeHHUE yIPaBICHUS
OHHOE o0eclieueHUe MOATOTOBKH U | HETOCYJapCTBEHHBIX OpraHu3almii: yyeOHOe mocoOue Iis CTY-
npoBeicHUs 00Iero codpanusi ak- | AeHTOB By30B / T. A. Breikosa, JI. B. Cankuna. - M. : UHOPA-
IIMOHEPOB M, 2011. - 288 c.

5 HNudopmammonnoe u mokymeHTanw- | COBET NUPEKTOPOB KaK MHUPOBOW CTaHAAPT KOPIIOPATHBHOTO
OHHOE oOeclieueHne JeATeNIbHOCTH | ympaBieHus komnanued. M.: Dkemo, 2008. 624 c.
coBera mUpeKTopoB. KopmopaTus-

HbIE KOMMYHHKallUU beikoBa T. A. JlokymeHTanmoHHOE oOecriedeHne yIpaBIeHHS
HETOCYJITapCTBEHHBIX OpPraHu3aluil: ydeOHOE MOCoOue ISl CTY-
nenToB By3oB / T. A. brikosa, JI. B. Cankuna. - M. : UH®PA-
M, 2011. - 288 c.

6 Nudopmammonnoe u mokymeHTanu- | berkoBa T. A, JlokyMeHTaIlMOHHOE OOECTIeueHHE yIpaBICHHUS
OHHOE o0ecrieueHUe JIeSTEIbHOCTH | HErOCYJapCTBEHHBIX OpraHu3aluii: yyeOHOe mocoOHue ISl CTY-
WCTIOTHUTENFHOTO oprana oOmiectsa | AeHTOB By30B / T. A. brikosa, JI. B. Cankuna. - M. : UHOPA-
(renepanpHOrO nUpekTopa, mpasie- | M, 2011. - 288 c.

HUS)

7 Iopsinok xpaneHust fokyMeHTOB ak- | Poroxkun ML.IO. JlokymeHranmonHoe oOecnedeHue yrpasie-

[IMOHEPHBIX OOIIECTB

Hust: y4e0.-mpakT. mocodue. M.: TK Ben6u. Uzn-Bo Ilpocnexr,
2008. 384 c. (I'masa 1.1., paznen 2)

Y4eOHO-MeTOAMYECKHE MaTepHalbl IS CaMOCTOSTENbHON paboThl OOy4arommxcs U3 4Hcia
WHBAJIUJIOB U JIUI] C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMU 3710poBbsi (OB3) mpenocrasisitoTcs B popmax,
aIalITUPOBAHHBIX K OTPAaHUYEHHUSAM WX 3JI0POBbS U BOCTPUATHS HH(POPMAIIUH:

st mun ¢ HapyleHUus MU 3pEHHUS:

— B 11e4aTHOM (hopMe yBEITMUYEHHBIM HIPU(PTOM,
— B (hopMe JIEKTPOHHOTO IOKYMEHTA,

JUnist a1 ¢ HapyIIeHUsIMH CiTyXa:
— B miedaTHoi opme,

— B (popMe PIIEKTPOHHOTO TIOKYMEHTA.
Jlist mun ¢ HapyIIeHUsIMH OIIOPHO-/IBUTATENILHOTO arapara:

— B 1e4aTHoOM opme,

— B (hopMe JIEKTPOHHOTO TOKYMEHTA,
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JlaHHbIi 1epedyeHb MOXKET ObITh KOHKPETH3MPOBAaH B 3aBUCHMOCTH OT KOHTHHIE€HTa 00ydYaro-

MIAXCSL.

3. O0pa3oBaTe/ibHbIE TEXHOJIOTHH
OOpa3zoBareNbHbIC TEXHOJIOTUH, HCIOJIB3YeMbIe TPU peai3alliyd Pa3InYHbIX BHIOB Y4EOHOUH
NS TeIbHOCTH
- JICKIIH: WHTEPAKTUBHBIC (IMAJIOTOBbIC) M MPOOJIEMHBIE C KOMITBIOTEPHBIMHE ITPE3CHTAIUSIMH;
- ceMUHapbl: paboTa MaJIbIMU TPYIIIIAMHU, dCce, pedepar.

B xone oOyueHHst MPUMEHSIFOTCS clieayronue GopMbl yIeOHOTO MpoIecca: JISKIIUU, IPaKTH4e-
CKHE 3aHSATHS, CAMOCTOSTEIIbHAS BHEAYAUTOPHAS padoTa. B kauecTBe MeTO1a MPOBEPKHU 3HAHUN OyIeT
MPAKTUKOBATHCS YCTHBIN OMPOC CTYIEHTOB, 3CCe.
Jlist iIr ¢ OrpaHMYEHHBIMHA BO3MOXKHOCTSIMH 370POBBSI MPEIYCMOTPEHA OpraHU3aIis KOH-
CYJIbTaIi C UCTIOIB30BAHUEM AJICKTPOHHOM TOYTHI.
Peanu3anusi akTUBHBIX, WHHOBAIIMOHHBIX O0pPa30BaTEIbHBIX TEXHOJOTUH, KOTOPHIE CIIOCO0-
CTBYIOT Pa3BUTHIO OOIIEKYJIbTYPHBIX H MPO(ECCHOHAIBHBIX KOMIIETEHIIMNA 00YYaIOIIMXCS IPUBEICHBI
B Tabmumax 9.

Tema nexkuuu Ucnons3yemsie K-Bo Tema ceMuHapcKo- Hcnons3yemsie K-Bo
Ne o0pa3oBaTebHBIC | YacoB T'O 3aHATHS 00pa3oBaTeIbHEIC 4acoB
TEXHOJIOTHH odo|3do TEXHOJIOTHH odo | 3o
3 | JokymeHTHpOBaHe Huanorosas nek- XapakTepucTuka Icce
cosnanus, npeodpa- | uus. Kommbro- JIOKYMEHTOB, Heo00- | IIpoexmnas pa-
30BaHMSA U JIMKBH- | TEPHbIE [IPE3EH- XOAMMBIX TpU pe- | boma ¢ manvix
Januu oduecTna Tanuuu THCTpPAaUUN OTKpHI- | epynnax: «Oco-
2 | 2 | Toro THma akuouo- | OGHHOCTH pa3pa- 2
HEpPHBIX OOIICCTB 00TKHM paznena
ycTaBa myOimd-
HOT'O aKIHOHEep-
HOT'O O0IIECTBaY.
5 | Uadopmarmonnoe | IIpobnemuas HoxymenTtupoBanue | Pegpepam
W JOKYMEHTAlMOH- | Jekuus. Komms- nesTenbHOCTH Kod- | IIpoexmmuasn pa-
HOoe olecreueHHe | FOTEpPHBIE Ipe- JICTHATIBHBIX Opra- | 6oma 6 manvix
NESITETBHOCTH ~ CO- | 3CHTaIUH HOB zpynnax: «Oco-
BE€Ta  JUPEKTOPOB. OCeHHOCTH paspa-
Kopnoparusabie 00TKH KOpIiopa-
KOMMYHHKAIUH 2 | 2 TUBHBIX JIOKY- 3
MEHTOB, OIIpeie-
JSIFOILMX JIesi-
TCJIBHOCTH KO-
MUCCU COBETA
JUPEKTOPOBY.
Bcezo 4 | 4 S —
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4. OueHo4YHbIe CpeACTBA 1JIsl TEKYIIero KOHTPOJIS yCIeBAeMOCTH U NPOMEeKYTOYHOM aTTe-

CTalmun

4.1 ®oH OLIEHOYHBIX CPEACTB JJIsl IPOBEAeHHs TEKYIEero KOHTPOJIs

4.1.1. Tembl 3cce

Crynent BbiOupaeT 1-2 TeMbl B ceMecTp U3 IPUBEIEHHOIO CIIUCKA

Ne
n/n HaumeHoBaHuE TeMbI

1. CocTaB BHYTPEHHHUX OpPraHM3alMOHHBIX TOKyMEHTOB IIAO, ux poip B 1€ATENBHOCTH all-
napara ynpaBJeHHUs.

2. ITopsnok pa3paboTKu MONOKEHUH 00 OopraHax yIpaBJIe€HMs, X COIIacOBaHME, MOJIHCca-
HUE, YTBEP)KICHHE.

3. JIOKyMEHTUpPOBaHHE PACHOPSAAUTENBHON AesrenbHocTH. CocTaB pacnopsauTeNbHbIX 10-
KYMEHTOB.

4. TpeGoBanust Kk cocTaBieHHI0 M O()OPMIIEHUIO MPUKA30B 10 OCHOBHOM JEATEIBHOCTH U
au4HoMy coctay ITAO.

5. JIOKyMEHTUPOBaHHE JAEATEIbHOCTU KOJUIETMaJbHBIX OPraHOB YIPaBJIEHUS: OOLIEro co-
Opanwust akunonepos, CoBera TMPEKTOPOB, MTPABIICHHSL.

6. JIOKyMEHTHUpOBaHHE NOArOTOBKH U MPOBEICHHSI FOJ0OBOr0 0011ero coOpaHus aKIMOHEPOB.

7. JIOKyMEHTUPOBaHHE TOATOTOBKU U MPOBEJCHUS BHEOUEPETHOTO OOIIeT0 COOpaHus akiu-
OHEPOB.

8. Oco6eHHOCTH JOKYMEHTUPOBAHUS MPOBEACHHSI 001Iero coOpaHus akKLIMOHEPOB B 3a04HOI
Y CMEIIaHHOH opmax.

9. OcobeHHoCcTH cocTaBilIeHUs U 0QPOPMIICHHS TPOTOKOJIOB 00IIEro coopaHust aKIIMOHEPOB U
COBETa JUPEKTOPOB aKIIMOHEPHOT'O O0IIECTBA.

10. KommMmepueckuii 10oroBop (KOHTPakT): CTPYKTypa, COCTaB HHGpOpManuu, TpeOOBaHUS K
0 OpMIICHHIO.

11. JIOKyMEHTUPOBaHHUE JEATEIbHOCTU KOJUIETMaJbHBIX OPraHOB YIPaBICHMs: OOIIEro co-
Opanwust akunonepos, CoBera TMPEKTOPOB, MTPABIICHHSL.

12. ITopsimok rocyiapcTBEHHON perucTpaiyy akiMoHepHbIX obmecTB. CocTaB U cojiepikaHue
JIOKYMEHTOB, HEOOX0IMMBIX Ji71s1 peructparmu [TAO.

13. OcobeHHoCTH cocTaBlIeHUsT U OPOpPMIICHHS yCTaBa - yupeauTenbHoro gokymenrta [TAO.
CocraB nH(pOpMaIUU yCTaBa.

14. OCOOEHHOCTH JTOKYMEHTAJIBHOIO O(OPMIIEHUS PELICHUH YYpeAUTENbHOT0 COOpaHus.
[IpoToKOJ yUpeIUTENbHOIO COOpaHHSL.

15. Oprans! ynpaienus [1AO, nux komnereHuus

16. Opranu3zanus paboThl C IEPCOHATLHBIMU JTAHHBIMU

17. I'OCT P 53898-2010 "Cuctembl 3J€KTPOHHOTO IOKyMEHTOOOOpoTa. BiammonelicTBue
CHCTEM YIpaBJIeHUs JOKyMEeHTaMu. TpeOoBaHus K 3JIEKTPOHHOMY COOOIIEHHUI0" .

18. Opranu3zanus JIOKYMEHTAIlMOHHOTO o0ecrnieueHus NEeATEIbHOCTH ITAO

19. Opranuzaiys padoThl ¢ 0OpalieHUs MU Tpak/iaH B JlemaprtamenTe Kpacnonap-
CKOTO Kpasi

20. Opraam3anust JOKYMEHTOOOOpOTa W WCIOJIHEHHUS JOKYMEHTOB B allllapaTe yIpaBIICHHUS
nenamu 3CK

21. Oco0eHHOCTH perucTpaluu o0IIecTBa C OTPAHUYEHHOW OTBETCTBEHHOCTHIO.

22. Tewmbl 10 IPETIOKEHUIO CTYACHTOB
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4.1.2. TeMbl cCAMOCTOATEIHHOT0 H3Y4YeHUSA

No HaumenoBanuve Tembl Tema caMOCTOATETLHOTO N3YYEHHUS,
TEMbI COACPIKAHNUEC TCMbI
1 l'ocynapctBeHHOE perynupo- | 3aKOHOJAATEIbHbIE M MHBIE MPABOBBIE aKThl, PETYIUPYIO-

BaHHWE JOKYMEHTAI[MOHHOTO
oOecrieYeHUsl YIpaBICHHUS B
aKIMOHEPHBIX 00IIeCTBaxX

mue ACATCIbHOCTE KOMMCPUYCCKUX OpFﬁHI/I?;&I.[Hﬁ n peria-
MEHTHUPYIOUIME Pa3IM4YHbIC ACIEKThl JOKYMEHTAIHOHHOTO
oOecrnieueHusl yrpaBieHuUs

2 Opranmzanus  ymnpaBJieHUs
AKIIMOHEPHBIM OOIIECTBOM

Opransbl yrpaBlieHHs] aKIIMOHEPHOTO 00IIecTBa: coOpaHue
aKI[MOHEPOB, COBET JUPEKTOPOB, MPaBJICHUE, TeHEPAITBHBIN
mupekrop. OOmiee coOpaHHe aKIMOHEPOB, €ro 3HAYCHHE.
Pons CoBera mupextopoB. Co3aHne UCIIOIHUTETBHOTO Op-
raHa.

7 [Topsanox xpaHeHHs TOKY-
MEHTOB aKIIMOHEPHBIX 00-
IIECTB.

[Topsimok xpaHeHHs] TOKYMEHTOB mnpeanpusitus. Tpebo-
BaHMS K CO3JAHUIO apXUBa MPEANPUATHS (BIAKHOCTh, TEM-
MepaTypHbI pexxuM, HOpMBI momann u T.4.) Knaccudu-
Kalus ¥ cUcTeMaTu3anus 10KyMeHTOB. [lopsiok nepegaun
JIeJl B apXUB MPEANPUATUS U HAa TOCYIapCTBEHHOE XpaHe-
Hue. CpokM XpaHEHUsI JOKYMEHTOB. lcmosb3oBaHue HO-
MEHKJIATYpPBI JIe] B OTIEPATUBHOM XPAaHEHUH U BEIOMCTBEH-
HOM apXHBe.

Kpurepun ouenku scce

Dcce OLCHUBACTCS 110 Psily MOKA3aTelIeH:

Kpurepuit OueHka

CoOTBETCTBHE TEMBI H COACPIKaHus JOKIIaJaa.

IPOC JUCKYCCHH

Occe 0TBeYaeT Ha OCHOBOMOJIAraoInii MPOOIEMHBIN BO-

B noknane OTpa’XCHA JOCTOBCPHAA I/IH(I)OpMaI_II/IH.

['paMOTHOE M KpaTKOE U3JI0KEHUE MbICIIEH

HUA

Br,mepmaHa JJOTHYECKas IMOCICA0BAaTCIIbHOCTD U3JI0XKCEC-

B nmoxmane COACPIKATCA CCBUUIKM Ha UCITIOJIb3OBAHHBIC 1€~
YaTHBIC UCTOYHUKHN U I/IHTepHeT-pecprH.

Jlokiiag uMeeT 3aKOHYEHHBIN XapakTep, B KOHLIE UMEIOTCS
4eTKO c(hOopMyJIUPOBAHHBIE BHIBOIBL.

Kaxnplif kputepuii orienuBaercs o mkaine ot 0 10 2 6amios, rue:

0 — coneprxanue dcce He YIOBJICTBOPSET JAHHOMY KPHUTEPHIO

1 — conepxaHue 3cce YaCTUYHO YJOBIETBOPSIET JAHHOMY KPUTEPHUIO

2 — collepyKaHKe dcce B TIOHOM Mepe yIOBIETBOPSIET JAHHOMY KPUTEPHUIO

OI11eHKH 0 BCEM KPUTEPUSIM CYMMHPYIOTCS U OIIPEIEIISETCS UTOTOBAasI OIIEHKA 3a CCe:
- OIIEHKA «OTJINYHOY BBICTABISETCS CTYACHTY, eciii oH Habpan ot 10 mo 14 6anios;
- OIIEHKA «XOpOIII0» BBICTABIIAETCS CTYJIEHTY, €CIIK OH Habpaj oT 6 10 9 Oaos;
- OIIEHKA «Y/JOBIETBOPUTEIBHO» BBICTABIISIETCS CTYAEHTY, €CJIM OH HaOpai oT 3 1o 3 6asios;
- OLIEHKA «HEY/I0BJIETBOPUTENILHO» BBICTABIIETCS CTYJCHTY, €CIIM OH Habpaj oT MeHee 3 0aioB;
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4.2. ®oHJ OLIEHOYHBIX CPEe/ICTB VIl MPOBeAeHUs IPOMEKYTOYHOH aTTeCTAllUM

4.2.1. IlepeyeHb BONPOCOB, BLIHOCUMBIX HA 3a4eT

1.  Ilonstue HErocyaapCTBEHHOTO KOMMEPUECKOI0 NpeAnpuaTus. Buabl Herocy1apcTBEHHbIX
MPEAIPUATHH, UX XapaKTEPUCTHKA.

2.  llpaBoBas 0a3a JOKYMEHTALIMOHHOTO OOECHEUCHHs CO3/IaHUS M JESITEIbHOCTH KOMMEpUe-
CKOTO NPEIIPUATHUS.

3. HopmaTuBHO-METOAWYECKHE ITOKYMEHTHI, PEriaMeHTHpPYIOMKe OPOpPMIICHHE Pa3THYHBIX
BHJIOB IOKYMEHTOB.

4.  Tlopsiok perucTpaiuy ooecTBa ¢ OrpaHMYCHHON OTBETCTBEHHOCTBIO.

5. VYupexnaeHue akuuoHepHOro oOmiecTBa. TpeOoBaHMS K COCTaBIEHUIO U O(OPMIIEHUIO
Y4pPEIUTEIbHBIX JOKYMEHTOB.

6.  IlakeT JOKYMEHTOB Ul CO3/IaHUS OPUIMYECKOTO JIMLA

7. llopsmok rocynapcTBEHHOW PErHCTPALUU aKIIMOHEPHBIX OOIIECTB.

8. CocraB u cojepkaHue JOKYMEHTOB, HEOOXOIUMBIX [1s peructparuu AO.
9. Oco0eHHOCTH JTIOKYMCHTHPOBAHHUS PEOPTaHU3ANMH M TPEOOpPa3OBaHUS KOMMEPUYECKOTO
MPEATPUSITHSL.

10. OcoGeHHOCTH cOocTaBICHUs U OOPMIICHHS YCTaBa — yupeauTenbHoro fokymenTa AQO.

11. OcoOeHHOCTH JTOKYMEHTaJIbHOTO OGMOPMIICHUS pELICHUN YYpPEeIUTENbHOrO coOpaHus.
[TpoToKOMI yupeauTeaTbHOrO COOpaHHSL.

12.  Opransl ynpasiaeHuss AO, UX KOMIIETEHIIUS.

13. CocraB BHyTpeHHHX JOKyMeHTOB AO, UX POJIb B JCSITEIBHOCTH anapara yrpaBIeHHs.

14, JlokyMEeHTHpOBaHHE PACTIIOPSAUTEIBHON NesATeNbHOCTH. COCTaB paclopsiAUTEIbHBIX J0-
KYMEHTOB.

15. Tlopsnok xpaHenust 1oKkymeHTOB AO.

16. IIpaBuia cucreMaru3alnuy JOKYMEHTOB IPU UX TEKYILIEM XpaHECHUH.

17. HowmeHkiarypa €1 KOMMEPYECKOTO MPEATIPUSATHSI.

Kpurepun onenkmu:

OHGHKa OTBCTA CTYACHTA HA IIPOBOAUTCA 1O 3 OCHOBHBIM KpUTCPUAM:

Kpurepuii Onenka
B otBere packpbiTa CyIHOCTh OCHOBHBIX KaTETOpU U MOHS-
TUH, COAEpKaIIMXCs B BOIPOCE, TAaKUM 00Opa3oM, 4TOOBI B
HEM MPOCMaTpPUBAJICS OTBET Ha IOCTaBJIEHHBII BOIIPOC

ONPCACIICHbI JIOTUYCCKUC CBA3UM U OTHOILICHHUA MCKAY OC-
HOBHBIMH KaTCTOPUSAMH, 06CCHC‘~II/IBaIOHII/I€ IMMOJIHOC paCKphbI-
THE CMBICIIAa OTBETA Ha MOCTABJICHHBIN BOIIPOC

IIPUBEJICHBI NPUMEPBI U3 NPAKTUYECKON AEATEIbHOCTH, WJI-
JIOCTPUPYIOIIME OTBET HA ITOCTaBICHHBIN BOIIPOC

Kaxnplif kputepuii orienuBaercs no mkaine ot 0 1o 2 6amos, rae:

0 — comeprkaHne TOKIa/1a HE YAOBIETBOPSET TAHHOMY KPUTEPHIO

1 — conepxaHue 10KIaa YaCTUYHO YAOBJIETBOPSET JaHHOMY KPUTEPHUIO

2 — copeprkaHne TOKJIa/Ia B TOJTHOM MEpe YAOBIETBOPSIET TAHHOMY KPUTEPHIO

OI11eHKH M0 BCEM KPUTEPUSIM CYMMHPYIOTCS U OIIPEIEIISAETCS UTOTOBAas OLIEHKA 3a JTOKJIAI:
- OIIEHKA «3a4TEHO» BBICTABIISETCS CTYACHTY, €CITU OH Habpai oT 3 10 6 0aos;
- OLICHKA «HE 3aYTEHO» BBICTABJISIETCS CTY/ACHTY, €CIM OH HaOpas MeHee 3 OaiioB.
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5 MEPEYEHHb OCHOBHOW 1 JIONOJHUTEJbHON YUEBHOM JIUTEPATYPBI,

HEOBXOJUMOM JIJIsI OCBOEHUA JUCITATIIAHBI
5.1 OcHOBHasi IMTEPaTypa

Tabnuua 12 — ITepeueHb OCHOBHOM JIUTEPATYPHI

Ne ABTOp, Ha3BaHUE, MECTO M3JaHUs, U3JATEIbCTBO, o1 | Koa-BO 3K3. B | DIEKTPOHHBIN
ILII. U3JIaHusl y4eOHOM TMTEpaTyphl, K-BO CTPAHUII, BUI U Ooubnmoreke | pecypc pazme-
XapaKTePUCTHKA WHBIX HH(OPMAIIMOHHBIX PECYPCOB dakyabpTeTa IICH Ha
1 beikoBa T. A.  JlokymMeHTauMoHHOE oOOecreYeHne 10

YIpaBICHUS HErOCYAapCTBEHHBIX OpraHU3alui: ydeo-
Hoe mocobue ans cryaentoB By30B / T. A. Beikosa, JI.
B. Cankuna. - M. : UH®OPA-M, 2011. - 288 c.

2 Hosukog, B. O. UndopmanronHoe oOecrieueHHe JIOTH-
CTHUYECKON AESTEIbHOCTU TOPIOBBIX KOMIIAHUH [Diek-
TPOHHBIN pecypc] : yueOHoe mocodue it OakamaBpuara
u Maructpatypsl / B. 3. HoBukos. - M. : FOpaiit, 2018.
-184c. -

https://biblio-
online.ru/book/E
A71BE56-
8CE9-4676-
BF63-
57498EC5FESF.

5.2 JlonoiHMTEIbHAS JIUTEPAaTypa
Tabnuma 13 — IlepedyeHb TOMOTHUTENBHOM JTUTEPATYPHI

Ne ABTOD, Ha3BaHME, MECTO U3JIaHUs, U3AATEIBCTBO, O]
ILIL. U3aHAs y4eOHOM JUTEepaTypshl, K-BO CTPAHUIL, BUA U
XapaKTepUCTHKA UHBIX HH(OPMAIIMOHHBIX PECYPCOB

Koi-Bo 3k3. B
onoIIoTEKE
dakynpTera

DNEeKTPOHHBII
pecypc pazme-
IICH Ha

1. boo6eieBa MLII.  YmpaBneHueckuid JOKYMEHTO00O-
poT: OT OyMaXHOTO K 3JeKTpoHHOMY / boObiiesa,
Mapuna IlaBnoBna ; M. II. boGeueBa. - M. : U3na-
Teabckui oM MOU, 2010. - 295 c.

5

2. 3auka U. T., 'urenscon H. U. JlokymeHnTupoBanue
cucTeMbl MeHepkMeHTa kauecTBa. M.: KuoPyc. 192
C.

20

3. Kupcanosa M.B. CoBpemeHHOE N€I0NPOU3BOACTBO:
Yuyeb.mocoodue. — 4-e uzg. — M.: UHOPA — M; Hoso-
cubupck: Cubupckoe cornamenue, 2005. — 312 c.

4. Ky3pmun B. P. Unpopmanimonnoe obecnieuenue npo-
1eccoB Ou3Hec-mIaHupoBanusi. Mockaa: JlabopaTto-
pust kaury, 2010. 88 c.

http://www.bibli
oclub.ru/book/8
7022/

5. Jlapyna M.B., Jlapuna M.M. JlokymeHTalMOHHOE
oOecnieuenue ynpasieHus npoexkrtamu / BHUNIAJ.—
M., 2011.-192 c.

6. Hekpacosa M. JI. JlokymeHTallMOHHOE o0ecrieueHne
YIPaBIEHUS Ha NPEANPUATUAX TypU3Ma M CEpBHCA :
yaeOHoe nocodbue / HekpacoBa, Mapuna JleonngoBHa
; M. JI. HekpacoBa ; M-Bo o6pa3oBanus u Hayku Poc.
Oenepannn, Kybanckuii roc. yH-T. - KpacHomap :
[KyOaHckuil rocynapctBeHHblit yHHBepcuteT], 2009.
- 656 c.

10

7. Poroxxun M.IO. JlokymeHTaIrmoHHOe oOecreueHne
ynpasieHus: yde0.-npakt. nocobue. M.: TK BenGu.
N3n-Bo Ilpocmekt, 2008. 384 c. (I'maa 1.1., pa3nen
2)

19
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http://www.goodreads.ru/catalog/author/56802/default.aspx

8. CoBeT AMpPEKTOPOB KaK MUPOBOM CTaHAAPT KOpIIOpa- 1
TUBHOT'O yINpaBieHus KommnaHuen. M.: Dkcmo, 2008.

624 c.

9. CrenmanoB E.E. HWudopmarmonHoe obecnieueHne 10
YIPaBJIEHYECKON JesATeNbHOCTH ydeOHoe mocobue.
M., 2010

5.3. [lepuoanueckue U3IaHUA

Hayunble >xypHaIbl B YMTAIBHOM 3asie OMOIMOTEKH (paKyabTeTa YIpaBJICHUS U ICUXOJOTHU U

(unn) Ha caliTaX UX 3JEKTPOHHBIE BEPCHH !

1. 70913 OteuectBennsle apxussl (BAK)

2. 79289 Uctopuueckue apxuBbl (BAK)

3. 84892 Nndopmarmonnoe npaso (BAK)

4. 48655 BectHuk apxuucta (BAK)

5. 80397 [denonpou3BoJICTBO

6. 72034 Cekperapckoe €10

7. 81261 JlenonpousBoACTBO U JOKYMEHTO0O0pOT Ha npeanpusatuu (BAK)

6. Ilepeuenb pecypcoB MH(OPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHON ceTH «HTepHeT», He-
00X0AUMBIX /IJIS OCBOEHUSI AU CHUILIMHBI

1. http://portal.tolgas.ru/edt/ef eo/edt4399/1.htm - ITopran IOY
2. http://www.intalev.ua/index.php?id=28245 — caiitr komnanuu UTAJIEB
3. Koncanrunrosas rpymmna «Tepmukay http://www.termika.ru
4. Tlopran METOIMYECKHX OCHOB TMOAJCPKKH HMHTEUICKTYyaIbHOH JEATEIBHOCTH -
http://cadrem.ru
5. Yupasnenue 3HaHussMu Ha www.E-Xecutive.ru (Www.e-xecutive.ru)
6. WHTeiekTyanbHbIH KamuTan Ha iTeam.ru (Www.iTeam.ru)
7. Poccwuiickuii rocyrapcTBeHHbI rymMmanuTapHblil yausepeuteT (PITY www.rsuh.ru),
8. Bcepoccuiickuil Hay4HO-MCCIE0BATENbCKUIA HMHCTUTYT JOKYMEHTOBEAECHUS U apXHUBHOTO
nena (BHUNA)
9. DnekTpoHHass OMONIMOTEKa MO JOKYMEHTAlMOHHOMY OOecledeHuIo ympasieHus" (win
"DnexTpoHHoit 6ubnmorexu "TEPMUKN")
10. T'mnbaus ynpaBisiomuX JOKYMEHTaIuen
11. "DHuukIoneauu JIeI0MPOU3BOJICTBA", pa3MENIeHHON Ha CaiTe KOHCAJITHHTOBOW TPYIIIIBI
"TEPMHKA"
12. Beicmras mikoiia JOKyMEHTOBEIICHHS M JOKYMEHTAIIMOHHOTO obecnieueHus ynpasierus Poc-
cuiickoro ['ocymapctBennoro I'ymanutapuoro Yausepcurera (PITY)
13. AHHOTHpOBaHHBI yKa3aTedb coAepKaHHs XypHana "JlemompousBoacTBo" Ykazarenb co-
nep>kanus sxypHana (1997 — 2011 rr.)
14. IIpasosoii cepsep "KOJAEKC".
15. IIpaBosoii cepep "PEDOEPEHT".
16. Poccuiickuii mpaBoBOii mOPTA
17. HoBoctu 3akoHOmaTenbCTBA Ha cepBepe Infoart
18. Cepsep Poccmiickux cTaHmapToB
19. OmnektponHas OubaMoTeuHass cuctema ibooks.ru «AilGykc.py/ibooks.ru» - sneKTpoHHas
O6ubnanoreyHasi cuctemMa y4eOHON M HaydyHOUM JUTEepaTyphl. B AEeKTpPOHHYIO KOJUIEKIMIO BKIHOYEHbI
COBpEMEHHBbIE YUeOHHKH U Mocobus Benymux uzaarenscTB Poccun. Pecype mpeaocraBasiercss u3
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http://portal.tolgas.ru/edt/ef_eo/edt4399/1.htm
http://www.intalev.ua/index.php?id=28245
http://www.termika.ru/
http://www.e-xecutive.ru/publications/aspects/knowledge/
http://www.e-xecutive.ru/publications/aspects/knowledge/
http://www.iteam.ru/search.php?search=%E8%ED%F2%E5%EB%EB%E5%EA%F2%F3%E0%EB%FC%ED%FB%E9+%EA%E0%EF%E8%F2%E0%EB&x=27&y=11
http://www.iteam.ru/search.php?search=%E8%ED%F2%E5%EB%EB%E5%EA%F2%F3%E0%EB%FC%ED%FB%E9+%EA%E0%EF%E8%F2%E0%EB&x=27&y=11
http://www.rsuh.ru/
http://www.termika.ru/library/lib/system.php?ID=1077
http://www2.termika.ru/dou/enc/index.html
http://www.kodeks.net/
http://www.referent.ru/
http://www.pravorus.ru/
http://www.infoart.ru/legal/index.htm
http://www.standard.ru/

3ana mocryma K 3jeKTpOHHbIM Katajgoram Hayunoit OmOauorexku KyoI'Y (k. A213 - HoBbIil
KOpIyc 0H0JINOTEKH)

20. (www.corpgov.net)CaliT KOpHOpaTUBHOrO YyIpaBieHus - MexayHapoanslii HHTEepHeT-
pecypc, MOCBSIIEHHBIH BOIIPOCAaM KOPIIOPATUBHOTO YIIPABICHHS

21. (www.thecorporatelibrary.com)bu6imoreka KOpHopaTHBHOTO YIPABICHHUsS- HOBOCTH KOpP-
Moparui, MeponpusTus, 0a3a TaHHBIX M0 KOMIAHHUIM U JCHCTBHUIM aKIMOHEPOB, UCCIEAOBATEIHCKUI
LEHTp, OnbInoTeKa

22. (www.oecd.org)Caiit Opranuzanun DxoHomudeckoro Corpyanundecta u PazButust - 00
ODCP, HOBOCTH U MEPOINPHUATHS, OMOJIMOTEKA MyOJUKAIMii, KOPITIOPATUBHOE YIPABICHUE B Pa3HBIX
CTpaHax.

23. (www.iclg.ru)Caiit Mactutyra Koprnopatusnoro [IpaBa u YnpaBieHus - MUCCHS HHCTHTY-
Ta, Opranu3anuoHHas ¢gopma u cTpykrypa. HoBocTu, pedTHHIH, HCCIIEOBAaHUS, aHATUTUKA, FOPUIH-
YeCKUe KOHCYJIbTAllUU.

24. (www.icgn.org)MeXTyHapOAHbII MOpTal MO KOPIOPATHBHOMY YIIPABICHUIO - MEXIyHa-
poliHasi CeTh IO KOPIOPATUBHOMY YIPABICHHUIO, CTPYKTYpa, yCTaB, UCTOPUS, IPUHLUIIBI, KOH(DepeH-
[IUH, YWICHCTBO

25. (www.ecgi.org)Caiit EBporneiickoro HHCTUTYTa KOPIOPATUBHOTO YIpaBieHUs- 00 MHCTHU-
TyT€, HOBOCTH, WICHCTBO, UCCIIEIOBAHNUS, TUCKYCCUOHHBIN KITy0, KOH(EPEHIINH U BCTPEUH

26. (www.ecgi.org/codes/index.htm) Komekcsl KOpIoOpaTUBHOTO YIpaBICHHUS - MEXKIYHAPO.I-
HBIC KOJICKCHI U MPUHIIMITEI KOPIIOPATHUBHOTO YIpaBlieHus, EBpornelickue, AMepukaHcKue, A3Harckue,
mpoyue.

27. denepanbHoe apxuBHOE areHTCTBO (PocapxuB - Www.rusarchives.ru),

28. Bcepoccuiickuii Hay4dHO-HCCIEAOBATEIbCKUNA UHCTUTYT JTOKYMEHTOBEICHHUS U apXUBHOTO
nena (BHUUJA - www.vniidad.ru)

7. MeToauyecKkue yKazaHus AJsl 00y4aloLIUXCs M0 OCBOEHUIO TUCIHUTLTUHBI

OcBocHHE TUCHUIUIMHBI MTPEIyCMATPUBACT MPOCIYIINBAHUE JICKIIUH, y9acTHE B CEMHUHApPCKHUX
3aHATUSX U MPOBEICHUE IPOEKTHBIX PA0OT MaJIbIMU TPYIIIIAMHU.

J1J1s TITyO0KOTO U3YyUeHUS AUCIUILTUHBI HACTOATEIHHO PEKOMEH TYETCS:

— CHUCTEMAaTHYEeCKU TOTOBUTHCS K CEMUHAPCKHUM 3aHSATUSM MO Y4YeOHBIM MOCOOUSM, HAyYHBIM
CTaThsIM B JKypHaJIax, a TAKKe C CIOIb30BaHUEM pecypcoB MHTEpHET;

— CBOEBPEMEHHO BBHITIONHATH MPAKTHUUECKUE 3aJJaHHsl, TOTOBUTH dCcCce U pedepaThl.

CamocTosiTenpHast paboTa CTYJSHTA - OJIMH U3 BOXKHEUIIINX JTAIOB B MOATOTOBKE CIICIIUATHCTOB.
Ona mnpuoOLIaeT CTYAEHTOB K HCCIENOBaTeNbckod paboTe, oOoramaer OMbITOM U 3HAHUSMH,
HEOOXOIUMBIMH JIJISI TATBHEHUIIIETO WX CTAHOBJICHUS KaK CIEIUAIMCTOB, IPUBUBACT HABBIKK PAOOTHI C
TUTEPaTypOM, CTATUCTUUECKUMHU JaHHBIMHU.

[enb caMocTOATEIHFHON PAabOTHI - CHCTEMAaTH3AINS, 3aKPEIJICHUE W PACIIUPEHUE TEOPETUICCKIX
U TPaKTUYECKHX 3HAHWM C WCIOJIb30BAHUEM COBPEMEHHBIX HWH(MOPMAIMOHHBIX TEXHOJIOTUH U
JUTEPATYPHBIX UCTOYHUKOB. J[J1s1 pa3BUTHS HABBIKOB CAMOCTOSTEIBLHOW paOOTHI CTYICHTAMHU BO BPEMsI
CaMOCTOSITENTLHOUM pabOThI BBEITIOTHSIOTCS: 3CCEe U pedepaTsl

Pedepar unmu scee ToTOBATCS CTYIACHTOM CaMOCTOSITEILHO, B HUX 000OIIAIOTCSI TEOPETUUECKUE
MaTepuaibl MO HCCIEAYeMO TeMe C HCIOJb30BaHWEM MAaTepHallOB W3 CHEIHAlbHON JHUTEpaTyphl,
HOPMAaTHUBHO-TIPABOBBIX JIOKYMEHTOB, CTAaHIAPTH3UPYIONIUX paccMaTpuBaeMyro cdepy. B comepxannn
MUCBMEHHBIX PabOT JOHKEH OBITh COOCTBEHHBIM aHANU3 M KPUTHYECKUW TMOAXOA K PEIICHHUIO
MpOoOJIeMBI 10 BBIOPAHHOW TEeMe HWCCIICIOBAaHUS, TMOJIKPEIUICHHBIM CTAaTHCTHYSCKUMHU JAHHBIMU H
KOPIOPaTUBHONW OTYETHOCTHIO W3BECTHBIX KOpropamnuii. Matepuanbl JOIKHBI OBITh H3J0XKEHBI Ha
BBICOKOM TEOPETHYECKOM YPOBHE, C IPUMEHEHUEM MPAKTHYECKUX JIAHHBIX, IPUMEPOB.

CryneHTaM pEeKOMEHIYeTCs HENpephlBHO TMPOBOAWTH HAydHbIE HCCICNOBAaHUS  TOJ
PYKOBOJICTBOM TperojaBaress Kageapbl Mo u30paHHOW TeMe W TOTOBUTH COOOIICHUS HAa HAyJHbBIC
koH(pepeHmH, cTaThil B COOPHHUK MOJIOIBIX MCCIEA0BATENCH U HAyYHBIE KYpPHAIIHI.
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http://www.rusarchives.ru/
http://www.vniidad.ru/

OOyueHue CTyIEHTOB C OTPaHWYEHHBIMH BO3MOXHOCTSIMH OpPraHM3yeTCs B COOTBETCTBHU C
TpeOoBaHusAMU «MeTOANYECKHX PEeKOMEHJAIMK 10 OpraHu3aluu 00pa30BaTENLHOTO Mpolecca s
0o0y4eHMs MHBAJIUIOB U JIMI C OIPAaHUYEHHBIMH BO3MOXKHOCTSIMM 370pPOBbS B 0Opa3oBaTENIbHBIX
OpTaHU3aIMsIX BBICHIETO TPOPECCHOHATIBLHOTO 00pa3oBaHuss» OT «8y»ampens 2014 r.

B ocBoeHMHM AMCUMIUIMHBI MHBAJIMJIAMH W JIMIAMH C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMU
30pOBbsl  OOJIBIIOE 3HAYCHUE HWMEET WHIMBHUyalbHas y4yeOHas pabota (KOHCYJIbTAllMH) —
JIONOJIHUTEIBHOE pa3bsiICHEHUE yUeOHOIro MaTepuania.

WupuBuayanbHble  KOHCYJBTAMM 10  OPEAMETY  SIBISAIOTCS  BaXHBIM  (aKTOpOM,
CIOCOOCTBYIOIIMM HMHAMBUIYyalIHU3allud OOYYEHHUS M YCTAHOBJIGHUIO BOCIHUTATEIbHOIO KOHTAaKTa
MEXIy TMpernojaBareleM M OO0y4alomMcs HMHBAJIWAOM WIM JIMIOM C  OTPaHUYEHHBIMHU
BO3MOKHOCTSIMH 3/10POBBbSI.

8. IlepeyeHbr HH(MOPMANUOHHBIX TEXHOJIOTHH, HCHOJb3yeMbIX INPH OCYUIECTBJIEHUHU
o0pa30BaTeIbHOIO Npouecca o AUCHUIIHHE
8.1 IlepeyeHnb HE0OX0AMMOI0 NPOrPAMMHOI0 O0ecrieYyeHus!
— Microsoft PowerPoint 2010 uau 6onee no3aHMiA;
— CpenctBo urenusi PDF-¢aiinos Adobe Acrobat wiu anasor.
8.2. [lepeuenb He0OX0AMMBbIX HHPOPMALMOHHO CIIPABOYHBIX CHCTEM

CHpaBO‘lHO'HpaBOBa}I CHUCTCMa «KOHCYJ'IBTaHT IIaroc»

9. MarepuajibHO-TeXHUYecKass 0a3a, HeoOXoaMMasi JJisl OCYyLIEeCTBJICHUs1 00pa3oBaTeJIb-
HOT'0 Mpolecca no TUCHUILINHE

MartepuanbHO-TeXHUYECKOE O0ecTieueHre JUCIUTUTHHBL (MOIYTIs) U
Ne Bupn pabor
OCHALICHHOCTb
1. JleKIIMOHHBIE 3aHATHS JlekoOHHAsT ayOUTOPHs, OCHALICHHAs IMPE3CHTALMOHHOW TEXHHU-
KOH (MPOEKTOp, 3KpaH, HOYTOYK) U COOTBETCTBYIOIIUM IPOTPaMM-
HbIM oOecnieueruem (I10)
2. CeMMHApCKHE 3aHATH YueOHast aynuropusi, 000pyaoBaHHasi yueOHOM MeOembIo
3. I'pynmnoBeie (MHAUBUAY- | AyauTopus, 000pynOBaHHAS y4eOHOU MeOEIThIo
aJbHbIE) KOHCYJIbTAIlUU
4, Texymmit KOHTPOJIIb, | AyauTOpHsi, 000pyJ0BaHHas yueOHOW MeOebIo
OPOMEXYTOYHAsE  arTe-
CTalMs
5. CamocrositenbHas pabo- | KaOuHeT [uisi caMOCTOATENIbHOM pabOThl, OCHAIIEHHBIA KOMITBIOTEP-
Ta HOHM TEXHUKOH C BO3MOXHOCTBIO IOAKIIOYEHUS K ceTu «VHTepHETY,
MPOTrPaMMOi SKPaHHOI'O YBEIHUYEHHUS U OOECIIEYCHHBIH JOCTYIIOM B
JIEKTPOHHYIO MH(OPMAITMOHHO-00Pa30BaTEIbHYIO0 CPEly YHUBEPCH-
TeTa
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