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dopma oOyueHus: 3a09Has



1. Oprann3anuoHHO-MeTOAUY€eCKUH pa3eJt
1.1 ey 1 3aga4u AU CIUIINHBI (MOTYJIA)
Lenb u3yueHus: AUCHUILTAHBL:

OCBOEHME O0OyYaloIMMHUCA OCHOB [JOKYMEHTALIMOHHOTO OOeCreyeHus1 YIpaBjeHus U
0COOEHHOCTEN OpraHU3alK JAOKYMEHTOOOOpPOTa B TAMOKEHHBIX OpraHax, (D)OpMHpOBaHUE y HHX
HaBbIKOB YIPABJIEHYECKOM U WH(OPMALMOHHOM KYJbTYphl B cdepe MnpodecCuOHATbHOU
JesATeJIbHOCTH.

3a11aq1/1 N3y4YCHUA TUCHUIIIINHBI:

- J1aTh TeOpeTHYeCKHe CBeAeHHUs1 00 OCHOBaX IOKYMEHTAIIMOHHOTO OOECTIeYeHUs YIpaBJICHHS
(OOY) nesaTenpbHOCTIO TAMOKEHHBIX OPraHOB, JOKYMEHTHPOBAHUS YIPABICHUYECKUX DPElIeHUH,
co3daHudad U (I)YHKIH/IOHI/IPOBaHI/IH CUCTEMbI YIIpaBJICHUA OOKYMCEHTAMM, ISKCIIEPTHU3€C LHEHHOCTH
JOKYMEHTOB;

- J1aTh TpejCTaBJIeHue O HOpMaTUBHO-MeToamdeckor 6aze OV nesTebHOCThI0 TaMOKEHHBIX
OpPraHOB, 3aKOHOMEPHOCTSAX W TEHJIEHIMSAX €€ pa3BUTUsI; WH(MOPMALMOHHBIX TEXHOJOTHSIX,
UCIIOJIb3YEMBIX B TIporiecce pabOThl C JOKYMEHTUPOBAHHON WH(QoOpMaryend; 3aKOHOMEPHOCTIX
JOKYMEHTOOOPa30BaHUSI; MPUHIIUIIAX PAIIMOHATIM3AIMY JOKYMEHTO000POTa;

- IPUBUTDH IMPAKTUYCCKUEC HABBIKM B 4YaCTU JOKYMCHTHPOBAHHWA praBHeH‘leCKOf/i A WHOU
NIPOM3BOACTBEHHOW [IESITEJIBHOCTH TAMOKEHHBIX OpPraHOB, OpPraHU3allMyd JOKYMEHTOOOOpOTa
JOJKHOCTHOTO JIMLA W/WJIA CTPYKTYPHOTO MOJpa3/ieieHusl TAMOKEHHOIO OpraHa;

- TMPUBUTh MPAKTUUECKHWE HABBIKM B YaCTH IIOCTAHOBKM 3a/aydl [0 aBTOMATHU3AllUU
(MopiepHM3AIMK) JIOKYyMEHTOO00pOTa B TIpeiesiaX CBOMX JOJKHOCTHBIX 0OSI3aHHOCTEH.

1.2. MecTo qucuuminHbl (MoayJisi) B cTpykrype OII

,H_HH YCIIEHIHOI0 OCBOCHHW A NUCHHUITIIMHBI 06yqa10m1/11?1051 OOJIKEH UMETh 62130By10 IMOATOTOBKY I1O
mucturumiHaM:  «MHpopmatuka». uciumimHa «OCHOBBI JOKYMEHTOOOOPOTa B TaMOKEHHBIX
opraHax» OTHOCHTCS K JUCIMIUTMHAM OOs3aTeIbHOM YacT W SIBJISIETCS MPEANIeCTBYIOMEN s
IUCUUIUIMHBL  «H(OpPMAalIMOHHBIE TaMOXEHHbIe TEeXHOJOruu». JluciurmHa —wu3yvaercs
00yJaIIMMUCS 3209HOU (hopMBI Ha 4 Kypce B 8 cemecTpe.

1.3. O6beM qUCHAILINHBI (MOIYJIsI) ¢ YKa3aHHEM TPYJA0€MKOCTH BCeX BH/I0B YU4eOHOM
pPadoThI
OO61as TpyaOEMKOCTb JTUCIMIUIMHBL (MOAYJIsI) cocTaBisieT 4 3aueTHbIX(ble) equHull(bl), 144
YacoB.

Bunp! 3ausTHI Cemectp 8 Bcero vacon
OO01mas TpyI0eMKOCTb 144
AynuTopHBIE 3aHSTHS, B T.4. 16 16
Jlekmmonnsle (JIK) 6 6
IIpakTueckue (ceMUHApPCKUE) 10 10




(I13, C3)

Jlabopatopusie (JIP) 0 0

CamocrosiTesibHas padoTa 92 92
cryaenroB (CPC)

dopma mpoMeKyTOUHOM DK3aMeH 36

aTTeCTallii B CEMECTPE

KypcoBas padora (kypcoBoi
nipoekT) (KP, KIT)

2. IlepeyeHb MUIAHUPYEMBIX Pe3yJIbTATOB 00YUEeHHsI 10 JUCIHILIMHE, COOTHECEHHBIX C
IUIAHUPYEMBIMH Pe3yJIbTaTaMH 0CBOEHHsI 00pa30BaTeJbLHOM MPOrPaMMBbI

[Tnanupyemble pe3ysbTaThl OCBOSHHsI 00pa30BaTeIbHOM

[Tnanupyemble pe3yJibTaThl

IIPOrpamMmBbl 00y4eHUs1 MO TUCHUTTHE
Kog n WMHauKaTopel AOCTUKEHUS JleCKpUIITOPBL: 3HAHUS, YMEHU,
HaUMEHOBaHUE KOMIIETeHIIuH, (hopMUpyeMbie B HaBBIKU U (WJIM) OIBIT JESATEILHOCTH
KOMIIETEHLIUU paMKax AUCHUILIMHBL
YK-4 YK- 4.1. 3HaAET NIPUHIMIIBEL | 3HaTh: CBEAEHUS O S3bIKE M PEyH,
IIOCTPOEHHUS] YCTHOTO ¥ IUCbMEHHOTO | CBEAEHNS O THIMAX A3BIKOBOW HOPMBI,
BBICKQ3bIBAHUSI HA TOCYIAPCTBEHHOM | IpaBWjia  AEJIOBOrO  OOIIEHHS,
(bIX) M MHOCTPaHHOM (BbIX) fA3BIKAX; | pEUEBOU ITHKET.
TpeOOBaHUsA K JEJIOBOHW YCTHOW |
NMCbMEHHON KOMMYHHKALUH; VYMmerb:  ocylecTBIsATh  OOMEH
uHpopMalMeil TpU  YCTHBIX U
MIMCbMEHHBIX KOHTAKTax.
Brnaners: KOMMYHUKAaTUBHOU
KOMIIETEHIIMEN ISl MPaKTUYECKOro
pelIeHns COLMAJIbHO-
KOMMYHHUKATUBHBIX 3a1a4 B
po(hecCUOHAIBHOM IEATEIbHOCTH.
VK-4 VK-4.2. ucnonb3yer coBpeMeHHble | 3HATH: COBPEMEHHbIE
KOMMYHUKALIMOHHBIE ~ TEXHOJIOTMM | KOMMYHUKAIIUOHHbIE  TEXHOJIOTUU
npu MIOUCKE HEoOXoAUMON | 171t MIOUCKA HEOOXO0AUMON
uH(pOpMalIMU B IMpoliecce pelleHus | MHdopmalud 1O  OpraHu3aluu
CTAaHIAPTHBIX ~ KOMMYHUKATHBHBIX | JOKYMEHTOOOOPOTa B TaMOXEHHbIX
3aJa4 Ha TOCYJAapCTBEHHOM U | OpraHax.
MHOCTPAaHHOM (BIX) S3bIKAX, [JId
aKaJeMHYECKOTO U | YMeTb: OCYIIECTBISTh TOUCK U
po(pecCUOHAIBHOTO IIPUMEHSATH COBPEMEHHbIE H(OpMall
B3aMMO/ICHCTBUS; HMOHHO-KOMMYHUKAIIMOHHBIE
TEXHOJOTUM Uil  OpraHu3aluu
JOKYMEHTOOOOPOTa B TaMOXKEHHBIX




OopraHax.

B)'IaI[CTbZ HaBBIKAMMU HCITIOJIb30BaHU A
COBPEMCHHBIX KOMMYHUKAIIMOHHBIX

TEXHOJIOTUi npu TIOUCKE
uH(pOpMaLUn IS
poecCUOHATBLHOTO
B3aUMOIENCTBUA.
VK-4 VK-4.3. ymeer npumeHATh Ha |3HaTh: TpeOoBaHUSA K O0(DOPMIICHHIO
IPAKTUKE YCTHYI0O M IMCbMEHHYIO | OpraHM3alMOHHO-paCIOpsSIUTEIbHON
JIeJIOBYI0 MH(OPMALIMIO HA PYCCKOM, | TOKYMEHTalluu B TaMOXXEHHbBIX
POOHOM M MHOCTPAaHHOM(BIX) | OpraHax.
s3bIke(ax), CIIOCOOEH K JICJIOBOMY
O0ILIEHHUIO; YMeTh:coCcTaBIATHOPraHU3aMIOHHO-
pacropsiiuTesbHbIe JOKYMEHTBI
TaMOKEHHBIX OPTaHOB.
Bnagers: HaBbIKaMu OQOpMIIEHUSA
OpraHU3alMOHHO-PACTIOPS IUTEIBHOM
JOKYMEHTALIMH.
VK-4 VK-4.4. Bener nenoBylo mepenucky, | 3HaTh:  OCOOGHHOCTH  JEJIOBOM
YUHUTBIBAsI OCOOEHHOCTHU CTHJIMCTHKY | EpenucKy, 0COOEHHOCTHU
opUIMANBHBIX W HEO(PHUIUATBHBIX | OPOPMIIEHHS CITy’KEOHBIX IMHCEM B
MMCeM Ha IOCYAAPCTBEHHOM (bIX) M | TAMOKEHHBIX OpraHax.
VMHOCTPAHHOM (bIX) SI3bIKAX;
YMerb:  COCTaBJSATh  CIIy)KeOHble
MCbMa.
Bianets: HaBBIKAMU o
0(POPMJICHUIO  CITYyKEOHbIX MHUCEM
TaMOKEHHBIX OPTaHOB.
VK-4 VK-4.5. npexacraBnsier pe3yiabTaThl | 3HaTh: TpeOOBaHUS MO0 ODOPMIICHHIO
HAYYHOI JIeSITeJIbHOCTU B YCTHOW U | pe3yJbTaToB Hay4YHO-
NMCbMEHHOM (popMax. UCCIIEI0BATEIbCKOW PaOOTHI.
VYMeTp: NpeAcTaBiATh Pe3yJIbTATHI
HAYYHO-KMCCIIe0BATEILCKOM
JeATeTbHOCTH B MUCbMEHHOM (pOopMe.
Brnanets: HaBBIKAMU 1o
0(pOpMIIEHHUIO PE3yJbTaTOB HAYYHO-
UCCIIeIOBATENbCKON pabOTHI.
OIIK-3 OIIK-3.1.HaxoqUTOpraHU3allMOHHO- | 3HATH: HOPMAaTUBHYIO 6azy

yIpaBJIeHYeCKHe peleHus
(OmepaTUBHOTO U CTPATErMYECKOro

OpraHM3alMi TOKYMEHTOOOOpOTa B
TaMOKEHHBIX OpraHax.




YPOBHEN), aQHAIU3UPYET,
UHTEPIIPETHPYET HEOOX0AUMYIO
uHGpOpMALIMI0O B UENAX HPUHATHUS
yIpaBJIeHYECKUX PEIIeHUN;

YMmeTs: MNPUMCHATL  [MOJIYYCHHBIC
3HaHMA Ha IIPAKTHKE.

Bnagers: HaBbIKAMM — IPUMEHSIThH
HOpPMaTHBHyl0O  0a3y Kypca B
MPAKTUYECKON AEATETbHOCTH.

OIIK-3

OIIK-3.2. MPUHUMAET
OpraHU3aIMOHHO-YITPaBJIEHYECKHE
pemeHuss B MpodecCHOHATLHOU
NesATeIbHOCTU, TIPUMEHsIeT U HeceT
32 HUX OTBETCTBEHHOCTb.

3HaThb: OCHOBHI, TIPUHIIATTBI
OpraHu3aluu JOKyMEHTO000poTa B
TaMOXEHHBIX OpraHax.

YMeTh: OCyIIeCTBIIATh OPraHU3aIrIo
BXOOAIEN, UCXOMOSIIEN u
BHYTpPEHHEN JIOKYMEHTAIIUU.

BraieTs: HaBBIKaMU 110 OpraHU3aIN
JOKYMEHTOOOOpOTa B TaMOKEHHBIX
opraHax, B TOM 4YHCIe C
pUMEHEHNeM CHCTEMBI
3JIEKTPOHHOTO JIOKYMEHTO00OpOTA.

OIIK-5

OIIK-5.1. ucnosib3yeT 1yisl peleHust
KOMMYHUKATUBHBIX 3aga4
COBPEMEHHbIE TEXHUYECKUE CPEACTBA
¥ UH(OPMAIMOHHbIE TEXHOJIOTUH;

3HaTh: COBpPEMEHHbIE TEXHUYECKUe
cpeactBa W MH(QOpPMAIMOHHBIE
TEXHOJIOTUM,  [pPUMEHSIEMblE B
TaMOXCEHHbIX opraHax 1A
OpraHu3alvyf JOKYMEHTOOO0O0pOTa.

VYMeTh: UCoIb30BaTh COBPEMEHHBIE
TEXHUYECKUE CpeAcTBa u
MH(OPMALIMOHHBIE TEXHOJIOTMM Ha
MIPAKTHKE.

Bnagers: HaBbIKaMM INPUMEHEHUs
TEXHUYECKUX Cpe/CTB u
MH(OPMALIMOHHBIX TEXHOJOIUN AJIs
IPAKTUYECKOr0 pelieHus
KOMMYHUKATUBHBIX 3aga4 B
poheCCUOHAIBHOM JEeATEIbHOCTH.

OIIK-5

OIIK-5.2. aHAIM3UPYET
KOMMYHUKATUBHBIE TIPOLIECCH B
OpraHM3aluMu W  pa3padaTbiBaeT
NPEUIOKEHUSI MO TIOBBIIICHUIO HX
3(ppekTuBHOCTH;

3HaTh: TOPSANOK B3aUMOJEUCTBUS
TAMOKEHHBIX OPraHOB C WHBIMU
rOCy/IapCTBEHHBIMU OPraHAMHU.

YMmeTs: AHAJIM3UPOBATH
KOMMYHHUKATHUBHBIE IIPOLECCHI B
TaMOKCHHBIX OpraHax.

Brnagers: HaBblKaMM  pa3pabOTKU
NpPEeUIOKEHU N0  TOBBILIEHHUIO
3¢pdpexTuBHOCTU




MEXBEIOMCTBEHHOI'O

B3aUMOIENCTBUA.

OIIK-5 OIIK-5.3. obecrieunBaeT | 3HaTh: TOPSIOK B3aUMOJCHCTBUSA
B3aMMO/ICICTBHE OPTraHOB BJACTU C | TAMOXKEHHBIX OpraHoB c
rpaxaaHamu, KOMMEPUYECKMMH | TpaskJaHaMH, KOMMEPUYECKUMHU
OpraHu3alusIMHu, UHCTUTYTamMu | opranuzanusmu, CMU.

IPak JAHCKOTO o01ecTBa,
cpelcTBaMu MaccoBOi MH(popMalvu. | YmeTs: obecrneunBaTh
B3aMMOJICUCTBHE C TpakJaHaMH,
KOMMEPUYECKUMU OpPraHU3alUsAMUA U
CMU.
Branets: HaBbIKaMU OpraHU3alvu
B3aMMO/ICHCTBUS TaMOXEHHBIX
OpraHoB c rpaxaHamu,
KOMMEPUYECKUMU  OpraHu3aIusIMHu,
CMU.
3. Conep:xanne qUCHUNIAHBI
3.1. Pazgean! qucCOUILINHEBI H BHABI 3 aHATHH
3.1 CTpykTypa JUCHMILIMHBI 11 3a09H0H pOoPMBI 00yUeHus
Moayns | Homep [HaumeHnoBanue Tembl pazaena Bcero | Aymutopus | C
pazznena paszmena 4acoB | e 3aHATUs P
C
JU | 1T [ JI
K |3 [P
(C
3)
1 1.1 JlokymeHTarms 1. O6masga 16 2 12 (0 |12
TaMOKEHHBIX XapaKTEePUCTHKA
OpraHOB JIOKyMEHTa. 2.
TpeboBanus Kk
oopMJIEHHUIO
JOKYMEHTOB.
1.2 OcobeHHocTn 1. OcobeHHOCTH 20 0 [4 [0 |16
MOJTrOTOBKU U MOJrOTOBKU U
odopmiieHust | opopmIIeHUsT OpraHU3aln
OTAEJbHBIX OHHO-PACTIOPSIAUTENBHBIX
BUJIOB JIOKYMEHTOB. 2.
NOKyMeHTOB | OCOOEHHOCTH MOArOTOBKHU
u opopmiieHus1 HPOpMa
IIMOHHO-CIPABOYHBIX
JOKYMEHTOB.




2.1 [Monpasnenenu 1. [loppaznenenvie 10 0 8
s TOKYMEHTAIIN JOKYMEHTAIMOHHOTO
OHHOI'O obecnieuenust PTC
oOecrieueHust Poccum. 2.
TaMOKEHHBIX [Monpasznenenust
OpraHoB JOKYMEHTAIMOHHOTO
ob6ecrnieuenus PTVY,
TaMOXEH U TaMOKEHHBIX
MOCTOB.
22 ITpaBoBas 1. Xapakrepucruka 10 0 |10
OCHOBa 3aKOHO/IaTeJIbCTBA B
opraHuzanuu 1 | cepe genonpousBoacTBa
OKYMEHTOO0Op | M TOKyMeHTooOopoTa. 2.
oTa XapakTepucTuka
TunoBoi UHCTPYKITUU 11O
JeJONPOU3BOACTBY U
padoTe apxuBa B
TAMOXEHHBIX OpraHax.
3.1 Opranuzauus 1. Opranuzanus 20 0 |16
JOKYMEHTO00O0 JOKYMEHTOOO0pOTa B
poTa B TAMOXEHHBIX OpraHax.
TaMOKEHHBIX Opranuzanus
opraHax JOKYMEHTO000pOTa
BXOASAIIUX JOKYMEHTOB.
2. Opranuzanus
JIOKYMEHTOOO0pOTa
UCXOJIAIINX U
BHYTPEHHUX JOKYMEHTOB.
3.2 Hcnonnenue n 1. OcobeHHocTn 8 8
KOHTPOJTb VCIIOJIHEHUST JIOKYMEHTOB
UCTIOJTHEHUS B TAMOXEHHBIX OpraHax.
JOKYMEHTOB 2. KOHTpOJIb UCTIOJTHEHU ST
JOKYMEHTOB.
4.1 Opranuzaius | 1. PazpaboTka u BeneHne 10 10
paboTHI ¢ HOMEHKJIATyphl Ae. 2.
JOKYMEHTaMU dopmupoBanue u
B JIEJIONPOU3BO ocdopMJIeHHE JIe.
ICTBE
4.2 DJIeKTPOHHBIN 1. DneKTpOHHBIN 14 0 12
JOKYMEHTO000 JIOKYMEHTOOOOPOT B
pOT B TaMOXEHHOM OpTraHe.
TaMOKEHHBIX Cucrema 3J1eKTPOHHOTO
opraHax JOKYMEHTO000pOoTa. 2.
OcobeHHoCcTH paboTHI €
9JIeKTPOHHBIMU
JOKYMEHTAMHU.




Hroro

108 6

10 {0 |92

3.2.1. JIekiuoHHBIE 3aHATHA, COJEPKaHNEe H 00beM B Yacax

3.2. Conepxkanue pa3jaesioB JUCHUILINHBI

Mopyns | Homep Tema Conepxanue TpynoemMKocTb
paznena (B yacax)
| 1.1 Oouias [Tonarue, pyHKIMH, IOPUINIECKAST 2
XapaKTePUCTUK CHUJIA, KJIACCU(UKALIUSA U BUIbI
a IOKyMeHTa JNOKYMEHTOB
3 3.1 Opranuzanus 1 | XapakTepucTUKa JOKYMEHTO000pOTa B 2
OKYMEHTO000p TaMOKEHHBIX OpraHax: paBoBasi
oTa B OCHOBA, IPUHLUIIBI OPraHU3alU U
TaMO>KEHHBIX STarnbl IOKYMEHTOOOOPOTA.
OpraHax. XapaKkTepuCTUKA TANOB
Opranuzanus JOKYMEHTOO00pOTa BXOSIIEH
OKYMEHTOO00p JOKYMEHTAIUH
OTa BXOAAIIMX
JOKYMEHTOB
3.1 Opranuzanus 1 XapaKkTepuCTHKa 3TAIloB 2
OKYMEHTOO00p JIOKYMEHTO000pOTa UCXOASIIEH U
oTa BHYTPEHHEN TOKYMEHTALIUU
UCXOAAIUX U
BHYTPEHHHUX
JIOKyMEHTOB
4
3.2.2. IlpakTHYeCKHE 3aHATHS, COJdepP KaHue H 00'beM B yacax
Moayns | Homep Tema Copepxanue TpynoemMKocTb
paszena (B yacax)
1 1.1 TpeboBanus k bnanku noxkymenros. Cocras 2
0pOpMIIEHUIO PEKBU3UTOB JOKyMeHTOB. [IpaBuia
JOKYMEHTOB | opopmiieHUs1 peKBU3UTOB JOKYMEHTOB
1.2 Ocob6ennoctu | TpeboBanus Kk 0hOPMIICHHIO PUKA30B, 2
MOJTOTOBKU U pacropsKEHUI, UHCTPYKLMH,
oopmIIeHUs O OJIOXKEHWH, TIPaBUJI
praHu3alioHH
O-pacrnopsaure
JIbHBIX
JIOKyMEHTOB
1.2 OcobeHHOCTH TpeboBanust K 0(POPMIICHHUIO 2




MOATOTOBKH U
odopmIieHus U

CITyKeOHBIX MTUCEM, JOKJIAIHBIX U
CITyKeOHBIX 3aIMCOK, TPOTOKOJIOB,

HpopMaIoHH aKTOB U aHKET
O-CITPaBOYHBIX
JNOKYMEHTOB
2 2.1 Ilonpaznenenu Otnen JOKyMEHTalIMOHHOTO 2
s1 JOKYMEHTAaI obecrieuenus ynpasienus PTY,
OHHOI'O TaMOXHHU (CTPYKTYpa, (pyHKLIMH,
obecrieueHns 3a/1a4, MpaBa), OTAeICHHE
PTY, TamMoxeH | JOKYMEHTaIMOHHOTO OOeCTieYeH sl UK
Y TAMOXEHHBIX |(DYHKIIMOHATbHAS TPYITA TOJKHOCTHBIX
IOCTOB JIUI] 110 HAIPaBJIEHUIO JEATEIbHOCTU
TaMOXXEHHOTO MocTa (3aJauu, (PyHKIUU
Y TIpaBa)
4 4.2 DK TPOHHBIN Cucrema 31€eKTPOHHOTO 2
JOKYMEHTO000 | ToKkymMeHTooOopoTa. [Topsiiok paboTsl B
poT B CUCTEMeE SJIEKTPOHHOTO
TaMOKEHHOM JIOKYMEHTOOO0pOTA ¥ BejieHHs 0a3
oprase. naHHbIX. OpraHuzanus 3auThl 1
Cucrema JOCTyIa K uH(popManuu,
3JIEKTPOHHOTO COJIEpIKaIIeNCs B CUCTEME
JOKYMEHTO00O0 3JIEKTPOHHOTO JOKYMEHTO000pOTa
pora
3.2.3. JIabopaTopHbIEe 3aHATHSA, CO/IeP:KaHNe U 00'beM B yacax
Mounyie | Homep Tema Copnepxanue TpynoeMKocTb
pasnena (B yacax)
3.3. Conepxxanue MaTepHuaIoOB, BLIHOCHMbIX HA CAMOCTOSITEJbHOE H3YUeHHe
Monyns | Homep | CopepxaHue MaTepualioB, Buapl camocrosTenbHON TpynoemMKocTb
pasznena BBIHOCHIMOTO Ha IeATETLHOCTH (B yacax)
CaMOCTOSITEJILHOE
U3y4YeHue
1 1.1 OcHOBHBIE 3Tallbl pa3BUTUS | MOATOTOBKA MpPE3eHTAlUI 12
JIOKYMEHTO000pOTa B
Poccuu:
JOPEBOJTIOIMOHHBIH,
COBETCKUI U COBPEMEHHBIN
MIEPUO/IBI.
1.2 YHupuimpoBaHHbIE IIOATOTOBKA JOKJIaJa 16

CHUCTEMbI IOKYMCHTAIIUH.




I'OCT P 7.0.97-2016.
HarmonanpHbIil cTanaapT
Poccuiickoit ®epepanum.
Cucrema craHgapToB 10

uHpopManuu,
OUOIMOTEeYHOMY U
uznareabckomy aeny. Opra
HU3aLMOHHO-
pacropsituTeTbHast
JOKYMEHTalUSI.
TpeboBaHust K
0()OPMIICHHUIO TOKYMEHTOB:
XapaKTepUCTHKA.

2.1

Otnen
JOKYMEHTAITMOHHOTO
obecnieueHns: YNTUHCKOM
TAMOXHU: CTPYKTYpa,
3a1auu, (PyHKIIUH,
MoKa3aTesiu AesATeTbHOCTH.
Opranuzanusi paboThl
apXuBa TaMOKEHHOTO
oprasa (Ha pumepe
YUTHUHCKOM TAMOKHH).

MMOArOTOBKA JOKJIaja,
Mpe3eHTaIui

22

IIpaBoBas ocHoBa
OpraHu3aluu padoThl ¢
JOKYMEHTaMH,
COJEpXKalIMU CBE/ICHUS
OrpaHUYEHHOT'O
pacnpoctpanenusi (JCIT).
IIpaBoBas ocHoBa
OpraHu3aluu padoThl ¢
JOKYMEHTaMH,
coJepKaluMu
KOMMEPYECKYIO TaiHy.
IIpaBoBas ocHOBa
OpraHu3aLuu padoThI ¢
JOKYMEHTaMH,
cofiepKalMu
rOCyIapCTBEHHYIO TalHY.

IIOAroTOBKA HpCSCHTaHI/Iﬁ

10

3.1

dopmMupOBaHUE PErUCTpaLl
MOHHO-KOHTPOJIbHOI

opmbl. Opranuzanus

paboThl C TOKYMEHTaMHU B

CTPYKTYPHBIX
MO/Ipa3JIeIeHUsIX.
Hcnonnenue 3anpocoB
rpax/iaH U OpraHu3alyii

10

IIOJArOTOBKA JIOKJIAja,
Mpe3eHTaui
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COIMATBHO-TIPABOBOTO
XapakTepa.

3.2 DKCrepTu3a [eHHOCTH MOJITOTOBKA TTPEe3eHTAIINIA 8
JOKYMEHTOB: OpraHu3allust
Y TIOPSIIOK MPOBEJEHHUS,
0oopMJIEHHE PE3YJIbTATOB.

4 4.1 NudopmatimonHo- MOJIrOTOBKA MPEe3eHTALIUIA 10
TEJIEKOMMYHUKAIIMOHHBIE
cety, B ToM unciie BUTC

OTC Poccun
4.2 dopmupoBaHue MHOATOTOBKA JOKJIAA, 12
9JIEKTPOHHBIX JOKYMEHTOB Mpe3eHTaui

B Aena. Vicnonb3oBaHue
9JIEKTPOHHOMU TOJIIUCH B
9JIEKTPOHHOM JJOKYMEHTE.

4. ®oHI OLIEHOYHBIX CPE/ICTB /JIsI IPOBeIeHUs TeKYIeH 1 MPOMe KyTOUYHOM
aTTecTaluu 00y4aKIUXCS MO AU CIHILIHHE

(DOHI[ OLICHOYHBIX CPEACTB TEKYIIETO KOHTPOJIA U HpOMeX(YTOqHOﬁ aTTeCraguu 110 HUTOIr'aM
OCBOCHUSA JUCHUIUIMHBI ITPEACTABJIEH B IIPUJIOKEHUM.

DoHA OLIEHOYHBIX CPEACTB

5. Yue6HO-MeTOAMuUecKoe 1 HH( OpMaANIOHHOE O0ecneyeHne JHCIUIIIHHbI
5.1. OcHoBHas Jureparypa

5.1.1. IleuaTHble N3JaHUA

5.1.2. I3nanuga n3 DbC

1. JIysuna, T. B. OcHOBH JOKYMEHTOOOOPOTa B TAMOKEHHBIX opraHax B 2 4. Yactp 1 : yueOHOe
noco6ue 7151 By30B / T. B. Jlyzuna, C. C. PemernukoBa. — Mocksa : U3narensctBo FOpaiir, 2020.
— 291 c. — (Boicrnee oOpazoBanue). — ISBN 978-5-534-02588-0. — Pexum pocryna:
https://urait.ru/viewer/osnovy-dokumentooborota-v-tamozhennyh-organah-v-2-ch-chast-1-452555

2. Jlyzuna, T. B. OcHOBBI JOKYMEHTOOOOPOTa B TAMOKEHHBIX opraHax B 2 4. Yactp 2 : yueOHOe
noco6ue 7151 By30B / T. B. Jlyzuna, C. C. PemernukoBa. — Mocksa : U3narensctBo FOpaiir, 2020.
— 261 c. — (Boicrnee oOpazoBanue). — ISBN 978-5-534-02589-7. — Pexum pocryna:
https://urait.ru/viewer/osnovy-dokumentooborota-v-tamozhennyh-organah-v-2-ch-chast-2-453582

3. HlyBasoBa, H. H. OcHOBBI Jen0MPOM3BOACTBA. SI3bIK CIYKEOHOrO JOKYMEHTa : YUYEeOHUK U
npaktukyMm / IBanosa A.1O., lllysanosa H.H. - mog o6, pex. - M : U3narensctBo FOpaiir, 2018. -
375. - (bakanaBp. Akagemuueckuil kypc). - 1-e uzganue. - ISBN 978-5-534-00297-3. — Pexum
nocryna: http://www.biblio-online.ru/book/E472872E-07FD-4FDA-A714-897TDACSE36DA
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5.2. JlonoHUTeEJILHAS JUTEpaTypa
5.2.1. IleyaTHBIE N3 JaHUA

1. OcHoBbl TamoxeHHOro gena [Tekcr] : yue6. mocobue / Parymmas T.B., TackaeBa C.B.,
Kazannesa H.I'., CyxanoBa W.C. [u gp.]. - Ywmra : 3a6l'y, 2019. - 276 c. - ISBN
978-5-9293-2401-7 : 524-00.

5.2.2. U3panua n3 DBC

1. Ilysanosa, H. H. OcHoBbl nenonponsBoacTBa : YueOHUK U npaktukym / MBanoBa A.1O.,
[Iysanosa H.H. - mox o6m1. pen. - M : UzmatensctBo FOpaiir, 2018. - 375. - (ITpodeccronaibHOE
oOpazoBaHue). - 1-e uzganue. - ISBN 978-5-534-03058-7. — Pexum gocryna: http://www.biblio-
online.ru/book/3CF6F5A4-2D9A-41E0-99AE-5CC1195DF6E9

2. lllysanosa, H. H. Opranu3zanys v TeXHOIOTHSI JOKYMEHTAIIOHHOTO 00eCeYeH s yITpaBICHUs
: Yue6nuk u npaktukym / lllysanosa H.H. - M : U3narensctBo HOpaiit, 2018. - 221. - (bakanasp.
Akagemuueckuii Kypc). - 1-e wmspanue. - ISBN 978-5-9916-5843-0. — Pexwum pocryna:
http://www.biblio-online.ru/book/B621F068-A574-4630-BCD1-0D785C133657

5.3. ba3nl JAAHHDbIX, I/IH(t)OpMaHI/IOHHO-CHpaBO'-IHI)Ie H IMMOMCKOBbI€ CHCTEMbI

Haszsauue Ccruika

opUIIUATIHHBIN camlT ®enepasibHoit | https://customs.gov.ru/
TaMOXXEHHOM CITykKObI

IbC "IOpair" https://urait.ru/ https://urait.ru/

6. ITepeyeHb MPOrpaMMHOr0 00ecneYeHusI
[IporpammHoe obecnieuenue odmiero HazHadeHus: OC Microsoft Windows, Microsoft Office,
ABBYY FineReader, ESET NOD32 Smart Security Business Edition, Foxit Reader, AUBC
"Merallpo".
[TporpammMHOe obecrieueHre CreranbHOr0 Ha3HAUSHHSI:
1) Cucrema TAPAHT

2) CIIC "Koncynprant ITmoc"

7. MaTepHajJbHO-TEXHHUYECKOE 00ecnedeHne 1 CIUNIMHBI

HanmenoBaHue nomenieHui i nposeieHnss | OCHAIEHHOCTh CHENUAIbHBIX TIOMEIIEeHU 1
yueOHbIX 3aHATUN W U1 CaMOCTOSTENIbHOM | MOMEIIEHHH /ISl CAMOCTOSITENIbHOM PadOThI
paboThl 0OYJAIOIIMXCS

VueOnble aymuropuu g npoBeneHus | CocraB 000pyIOBaHMS M TEXHUUECKHUX CPEICTB
3aHATUIN JIEKIIMOHHOTO TUIA oO0y4yeHHs1 yKazaH B TAacropre ayIuTOpPUH,

3aKperIeHHOW pacluCcaHueM Mo (akynabTeTy
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VyeOHble  ayAUTOpPUM IS TIPOBEICHUS
MPAKTUYECKUX 3aHATHI

V4eOHble ayqUTOPUH JJISI TPOMEXYTOYHOM
aTTecTaluun

Vyebuple ayautopum ans  npoBefeHus | CoctaB 000pydOBaHUS M TEXHUYECKUX CPEJICTB
IPYNIOBBIX ¥ MHIUBHUYaIbHBIX KOHCYJIbTAIMI | OOyYeHUs1 yKa3aH B IMacliopTe ayAuTOpuH,
3aKpErUIeHHON pacnucaHueM 1o Kadeape

Vy4eOHble ayTUTOPUM JIs1 TEKYIIEH aTTecTalu

8. MeToanueckue peKOMeHJalli 0 OPraHu3aud N3y4eHUus1 JUCIUILINHBI

1. O0mmue MeToarYecKre PeKOMEHIAIMH MO U3YYEHHUIO TUCHHUTUIMHBI
st 3(ppeKTUBHOrO OCBOEHMSI MaTepuasia AUCIMIUIMHBI HEOOXOIUMBIM SIBJISIETCSI BBIITOJHEHHE
CIIeYIOIIUX TPeOOBAHMIA:
- 00s3aTesIbHOEe TOCEIEHWEe BCEX JICKIMOHHBIX M TMPAKTUYECKUX 3aHATHH, CHOCOOCTBYIOIIEe
CHCTEMHOMY OBJIAJICHUIO MaTepUaJIoOM Kypca;
- BCE€ BOITPOCHI COOTBETCTBYIOIIMX Pa3/eioB M TEM IO JUCHUILIMHE HEOOX0IUMO (PUKCHPOBaTh (Ha
JOObIX HOCUTENSIX MH(OPMALIUN);
- 00s3aTeNbHOE BBHIMOJIHEHUE [IOMAIIHUX 33JaHUH SIBJIETCSl BaKHEWIIMM TpeOOBaHHMEM U
ycnoBreM (pOpMUPOBaHUS HEJIOCTHOTO M CUCTEMHOIO 3HaHHUS 0 AUCLIUIUIMHE;
- 0053aTeJILHOCTD JITYHOW aKTUBHOCTH KaXJOTO CTY/IEHTA Ha BCEX 3aHSATHUSX IO AUCIMUIUIMHE;
- B CJIydasiX HEsICHOCTH KaKMX-JMOO BOIIPOCOB, OOCYKJAeMBbIX Ha 3aHSTHUSIX, HEOOXOAMMO 3a]aTh
COOTBETCTBYIOLIME BOIPOCH IPENOJABATEIIO, @ HE OCTABJIATh UX HETIOHATHIMU;
- B ClyYasx IPOIYCKOB 3aHATHIA IO YBaKUTEJbHbIM IPUYMHAM CTyJEHTaM IpeAOoCTaBIISeTCA
IIPaBO MOATOTOBKM M IPEJCTABJIEHUS 33JJaHUI U OTBETOB HAa BOIPOCHI M3YUYEHHOI'O Marepuaia, ¢
pacyeToM Ha MOMOLIb NPENoaBaTess B €0 YCBOCHUM;
- B CJIydasix MPOMYCKOB 0e3 YBa)XUTEJIbHOW MPUYMHBI CTY/IEHT O0s3aH CAMOCTOSITEbHO U3yUYUTh
COOTBETCTBYIOLIMI MaTepual;
- HEOOXOAMMBIM YCJIOBUEM SBJISIETCSI CAMOCTOSATENbHOCTh M WHHUIIMATUBHOCTH CTYIEHTOB IpHU
KOHTpoJie Habopa OaIOB MO AWCUUIUIMHE Ui YCIEIIHOTO MPOXOXASHUS MPOMEXYTOUHON
aTTeCTalluy.
2. ®opMBI KOHTPOJIA
Opranuzanmsi 00pa3oBaTeIbHOrO MPOLIECCca PeryIAMEHTHPYETCsS YIeOHbIM IITAaHOM U pacliucaHrueM
y4eOHBIX 3aHATHHA. SI3bIK 0OydeHHs (TperofaBaHusi) — pyccKuil. [ BceX BHIOB ayaMTOPHBIX
3aHATUN aKaJeMUYECKUI Yac YCTaHABJIUBAETCS MPOJIOJIKUTETLHOCTHIO 45 MUHYT.
3. O6pazoBatesbHble TEXHOJIOTHH
VY4eOHbIi Mpoliecc NPy MPEroiaBaHuy Kypca OCHOBBIBAETCSI HA MCTOJIL30BAHUYU TPAJULIMOHHBIX,
VWHHOBAIIMOHHBIX ¥  MH(OPMAIMOHHBIX  0Opa30BATENIbHBIX TEXHOJOTMH. TpaJulmoHHbIE
oOpa3oBaTe/ibHble TEXHOJOTMU MPEACTABJICHBl JEKIMSAMH M CEMUHAPCKUMHU (ITPAKTUYECKUMHM)
3aHATUAMU. VIHHOBalIMOHHBIE OOpa30BaTebHbIE TEXHOJIOTUM MCIIOJb3YIOTCS B BHUAE HMIMPOKOTO
NPUMEHEHHS] aKTHBHBIX M WHTEPAKTUBHBIX (opM mpoBeaeHus 3aHATHA. WHpopmalmoHHbIe
oOpa3oBaTe/IbHble TEXHOJOTMM PEANTU3yIOTCsl MyTeM AaKTUBH3ALUHM CaMOCTOSITEJIbHON pPabOThI
CTYyJEHTOB B MH(POPMALIMOHHON 00pa30BaTeIbHON Cpejie.
4. Jlexuun
JIeKUMOHHBI Kypc IMpeanojaraeT CUCTEMATU3MPOBAHHOE W3JIOKEHWE OCHOBHBIX BOIIPOCOB
y4eOHOT O IJIaHa.
Ha mnepBoii Jiekiyum JieKTOp 00s3aH MpeaynpeauTh CTYAEHTOB, NMPUMEHUTEIbHO K KaKoMy
6a3oBOMy y4eOHHKY (yueOHMKaM, y4eOHbIM IOCOOUsIM) OyIeT MPOYrTaH Kypc.
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JIeKIIMOHHBII Kypc AOJDKEH JaBaTh HAaMOOJBIINIA 00beM HH(popManuu u obecreunBaTh Oojee
r1yO0OKOe NMOHMMaHue YIeOHBIX BOIIPOCOB MPY 3HAYMTENILHO MEHBIIIEH 3aTpaTe BPEMEHU, YeM 3TO
TpedyeTcsi OOJBIIMHCTBY CTYIEHTOB Ha CAMOCTOSITEJIbHOE U3yUYeHUE MaTepHala.

5. CemuHapckue (MpakTUYECKUE) 3aHATUSA

CemuHapckue (MpaKTUYECKUE 3aHATHS) TMPEICTABIAIOT COOOM JEeTalu3aluio JIEKIMOHHOTO
TEOPETHUYECKOr0 Marepuana, TPOBOAATCS B IENSIX 3aKpeIUieHWs Kypca W OXBATBIBAIOT BCE
OCHOBHBIE Pa3/IeJibl.

OcHOBHOI (hOpMOIi TPOBE/IEHNS] CEMUHAPOB M TPAKTHUYECKUX 3aHATHNA SBISIETCS 0OCYXAEeHHE
Hanbosee MpoOJEMHBIX U CJIOKHBIX BOITPOCOB MO OTIAEJIbHBIM TEMaM, a TaKkKe pellieHre 3a1ad U
pa30op MPUMEPOB U CUTYaIMid B ayIMTOPHBIX YCIOBUSX. B 00s13aHHOCTH TipernoiaBaTessi BXOASAT:
OKa3aHHe METOANYECKON MOMOIIM U KOHCYJIbTUPOBAHUE CTYAEHTOB [0 COOTBETCTBYIOIIMM TEMaM
Kypca.

AKTUBHOCTb Ha MPaKTHUUYECKUX 3aHATUSX OLIEHUBAETCS M0 CIEAYIOIUM KPUTEPHUAM:

- OTBETHI Ha BOMPOCHI, MTpeJlaraeMble TMPeroaBaTesieM;

- yyacTHe B AUCKYCCUSIX;

- BHITIOJTHEHHE TIPOEKTHBIX M MHBIX 3a/JaHU;

- ACCUCTUPOBAHUE MPENoJaBaTeslio B IPOBEJCHUH 3aHATUI.

Jloknagpl ¥ ONIMOHMPOBAaHWE [OKJAJOB TPOBEPSIOT CTENEeHb BIAJAEHHUS TEOPETHUECKUM
MaTepUasioM, a TaK’ke KOPPEKTHOCTb U CTPOTOCTb PACCyKIECHUN.

OrneHnBaHMe MPAKTUYECKUX 3aJAHUI BXOAUT B HAKOTIJICHHYIO OLIEHKY.

6. CamocTrosiTenbHast padoTa CTyJeHTa

JI71s1 ycrienHoro ycBoeHHsI Kypca HeOOXOIUMO He TOJIbKO TMOCeNaTh ayJUTOPHbIE 3aHATHS, HO U
BECTH aKTHBHYIO CaMOCTOSITeNbHYIO paboTy. Ilpm camocrostenbHOM mpopaboTKe Kypca
00yyJaoIIMecs A0KHBIL:

- IPOCMATPUBATh OCHOBHBIE OIIPE/IEIEHUS U (PaKThI;

- TIOBTOPHTH 3aKOHCIIEKTUPOBAHHBI Ha JIEKIIMOHHOM 3aHSTHM MaTepuasl W JIOTIOJHHWTh €ro ¢
YUYETOM PEKOMEHIOBAHHOMH IO JaHHOM TeMe JIUTePaTyphl;

- M3YYUTh PEKOMEH/IOBAHHYI0O OCHOBHYIO M JOTIOJHHUTEJBHYIO JIMTEPATYpPYy, COCTABISATH TE3UCHI,
AQHHOTALIMM ¥ KOHCIIEKTHl HanOoJiee BaKHBIX MOMEHTOB;

- CAMOCTOSITEJIbHO BBITIOJIHATH 3aJaHUsI, AHAJIOTUYHbBIE MTPEAIaraeMbIM Ha 3aHATHSIX;

- UCTIOJIb30BATh [JIs1 CAMOIPOBEPKU MaTepHasibl (pOH/IA OLIEHOUHBIX CPEJCTB;

- BBITIOJTHSTH IOMAIIIHUE 33JaHUsI TI0 YKA3aHUIO IPETIoJaBaTesl.
JlomarHee 3ajaHye OLIEHUBAETCS MO CIAEIYIOIIMM KPUTEPUsIM:

- CTETIeHb ¥ YPOBEHb BBITIOJTHEHU S 3a/JaHNS;

- AKKYPaTHOCTb B 0(hOpMJIEHUH PAOOTHI;

- UCTIOJIb30BAHUE CIEIUATILHOM JIUTEPATyPHI;

- c/laya JIOMAIIHEero 3aJaHus B CPOK.

OneHnBaHye TOMAIIHUX 33/IaHAN BXOJUT B HAKOIUIEHHYIO OIICHKY.
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PazpaboTumk/rpynmna pa3padOTIMKOB:
Upuna CepreeBHa CyxaHoBa

Tunosas nporpamMma yTBep:KJeHa

CornacoBana ¢ BblITycKalwollen kadeapoi
3aBenyommii kKadeapou
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