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1. O6mue cBeaeHus O JUCHUIUIMHE (MOTYJIE).

[lenssMu  ocBoeHust  y4eOHOW  TUCHUIUIMHBI  «JlOKyMEHTalMOHHOE
o0ecrieyeHrne MeXIyHAapOJHBIX JOTUCTHYECKUX IMPOLIECCOB) SIBISETCS NU3YYECHHE
OCHOB JIOKYMEHTHMPOBAHHUs YIPABICHYECKOW JEATEIIBHOCTH, OpPraHU3alnx
JOKYMEHTOO0OpOTa B YUPEKICHHUAX, OpPraHU3alMsIX MW Ha MPEIIPHUATHIX
pazIUYHBIX POpPM COOCTBEHHOCTH, OCHOB TEXHOJIOTHH PaOOTHI C TOKYMEHTaMH, B
TOM YHUCJIE C JTOKYMEHTaMH, HUCIIOJIb3YEMBIMH B JIOTUCTUYECKHX CHCTEMAX H
CHUCTEMax YIPaBIJICHUS MEXAYHAPOIHBIMU LEMSIMU TOCTABOK.

3agauu TUCHUIUIMHBI 3aKJIF0YAI0TCS:

- (GopMUpOBaHHE y CTYJEHTOB TEOPETHUECKUX 3HAHUNW M MPAKTUUYECKUX
HaBBIKOB JIOKYMEHTHPOBaHUSI Ha OCHOBE COBPEMEHHBIX TpeOOBaHUM K
COCTABJICHHUIO U O(POPMIIEHUIO YIPABJICHYECKUX JOKYMEHTOB;

- (GOpMHpPOBAaHUE Y CTYJICHTOB TEOPETHUECKUX 3HAHUWA M TPAKTUUYECKUX
HAaBBIKOB [0 OpraHu3alid W TEXHOJIOTMH pabOThl C JIOKYMEHTaMH,
UCIIOJIb3YEMBIMU B JIOTUCTUYECKUMX CHCTEMAaX M CHUCTEMAxX YIIPABJICHHUS
MEKIYHAPOIHBIMU LEIISIMUA [IOCTABOK.

2. [Inanupyembie pe3ynbTaThl 00YYEHHS IO TUCHUILIINHE (MOYIIIO).

Ilepeuenp GopMUPYEMBIX pe3yJbTAaTOB OCBOSCHHS  00pa3oBaTeIbHOU
porpamMmsbl (KOMIIETEHIIMI) B PE3yJIbTaTe 00yUYeHHUs M0 AUCHMIUIMHE (MOIYIIIO):

IIK-4 - CpoocobeH CcoCTaBisITh M CUCTEMATU3UPOBATH JOKYMEHTHI,
pETIaMEHTHPYIOIINE B3aUMOICHCTBIE YIaCTHUKOB JIOTUCTHUECKOHN IEeATeTbHOCTH
B MEXJIyHApOJIHOH 1IETIH MOCTABOK.

OO0yueHnue 1Mo qucIUIUInHE (MOJTYIII0) TIPEANoaraeT, 4To Mo ero pe3yibrataM
oOyyJarommuiicst Oyier:

3Harth:

- 3aKOHOJIaTEJIbHBIC W HOPMATHBHBIC aKThI, PETJIaMEHTUPYIOIIHE PaboTy ¢
yIPaBJIICHUYECKOW  JIOKYMEHTalleld, B TOM 4YHCIE€ C  JOKyMCHTaMH,
PErJIaMeHTUPYIOIINE B3aUMOJICHCTBUE YYACTHUKOB JIOTUCTUYECKOM JCSITEIIBHOCTH
B MEXyHAPOJHOM IEMH MOCTABOK;

- PEKBU3UTHI IOYKMEHTOB U TPeOOBaHUS K X 0(OPMIICHUIO;

- OCHOBBI TEXHOJIOTHH PabOTHI C JOKYMEHTAMH;

- BUJIBI IOKYMEHTOB, UCTIOJIb3YEMBIX B JIOTHCTHYECKUX CUCTEMaX U CUCTEMaX
yIPAaBJICHHUS] MEXKTyHAPOIHBIMHE IIETISIMHU TIOCTABOK;

- TMEpPCHEeKTUBBI BHEAPEHUS DJIGKTPOHHOTO JOKYMEHTOOOOpOTa Ha
TPAHCTIOPTE JJISI OPTaHU3AINH TPY30IIEPEBO30K.



YMmerTh:

- BECTH JCJIOBYIO IEPEMMCKY, B TOM YHCJIE IO BOMPOCAMHU 3aKJIHOYCHUS
BHEITHETOPIOBBIX KOHTPAKTOB;

- COCTaBJISITb M CHUCTEMATU3UPOBATHh JOKYMEHTBI, PETJIAMEHTHUPYIOIIUE
B3aMMOJCHCTBUE YYACTHUKOB JIOTUCTUYECKON AEATEIBHOCTA B MEXIYHAPOJHOU
[IEH ITIOCTaBOK.

Baanernb:

- METOJaMH COCTaBJICHUS, 0OPMIICHHS, CUCTEMATU3AINH U COTJIACOBAHMS
OCHOBHBIX  BHJIOB  YIIPABJICHYECKOW  JIOKyMEHTAllMM B  TOM  YHUCJE
pPETIaMEHTUPYIOIMNX B3aUMOJICHCTBUE YYAaCTHUKOB JJOTUCTUYECKOM AEATEIIbHOCTH
B MEXKIYHAPOIHOU LIENH MTOCTABOK.

3. O6beM AUCIUTLIUHBI (MOTYJIS).
3.1. O0uas TpyA0€MKOCTb JUCHUIUIUHBI (MOYJIA).

OO6mast TPyJIOEMKOCTh AMCHUILIUHBI (Monynsi) coctaBiasier 3 3.e. (108
aKaJeMHYEeCKUX Jaca(oB).

3.2. O6bem pgucHUIUIMHBL (MOAYJsl) B (QopMe KOHTAKTHOM pabOThI
oOydJarmmxcss ¢  MENarorMYeCKUMHU  padOTHUKaAMU U (WIKM)  JIHUIAMH,
MPUBJIEKAEMBIMHU K peau3aiii 00pa3oBaTeIbHON MPOTpaMMbl Ha MHBIX YCIOBHSIX,
P MIPOBEJICHUHN yUCOHBIX 3aHITHI:

KommaectBo yacos

Tun yueOHBIX 3aHATHI
Bcero | Cemectp Ne7

KonrtaktHas paboTa mpu npoBeIeHIH yUeOHBIX 3aHATHH (BCETO): 24 24
B Tom umncne:

3aHsATHS JIEKIIMOHHOTO TUIIA 8 8
3aHATHSA CEMUHAPCKOTO TUIA 16 16

3.3. O6bemM mucHUIUIMHBL (MOIYJis) B (OpME CaMOCTOSITENIBHONW pabOThI
oOydJarormuxcsi, a Takke B (opmMe KOHTAKTHOW pabOThl OOydYaAIOIIMXCS C
NeIarorn4ecKUMH pabOTHUKAMU U (WUJTH) JIMIIAMH, TIPUBIIEKAEMBIMU K peaTn3aIiu
o0pa3oBaTeNbHOM MpOTpaMMbl Ha HWHBIX YCIOBHUSX, TPH TPOBEIACHUU
IPOMEKYTOYHOM aTTeCTallMK COCTaBIsAET 84 akaJleMUUeCKUX yaca (OB).

3.4. Ilpu 0Oy4yeHuu o HHANBUAYAIBHOMY Y4€OHOMY IIJIaHY, B TOM YHCIIE TPU
YCKOPEHHOM 00y4YeHWH, 00bEeM TUCIUTIIMHBI (MOIYJISI) MOKET OBITh peain30BaH
MOJIHOCTHIO B (POpPME CaMOCTOSITENFHOM pabOThl 00YUAIOUINXCSA, 8 TAKXKe B opme
KOHTAaKTHOU pabOThl OOyYarOMIMXCSA C MEJaroru4ecKuMy paboTHUKaMHU | (WJTHN)




JUIAMH, TIPUBJIEKAaEMbIMH K peaiu3allii 00pa30BaTeIbHON MPOrpaMMbl Ha WHBIX
YCIJIOBUSAX, IIPU MPOBEICHUHN IIPOMEKYTOYHON aTTECTALUH.

4. ConeprkaHue JUCHUTUIUHBI (MOIYJIA).

4.1. 3aHATHA TEKIIMOHHOTO THUIIA.

/ Temaruka NTEKIIMOHHBIX 3aHATHH / KpaTKOE COJEpIKaHUE
n/m

1 |JJokyMeHTHpOBaHUE YIPABICHUECKON JACATEIBHOCTU. PEKBU3NUTHI JOKYMEHTOB,
TpeOOBaHMS K UX OPOPMIICHHUIO

HopmaruBHo-nipaBoBast 6a3a aenonpousBoactsa. OdopmileHHE CIIy>keOHBIX JOKYMEHTOB B COOTBETCTBHU C
tpedoBanusimu ['OCT P 7.0.97-2016. OpraHu3aunoHHbIe JOKYMEHTBI: 0OCOOCHHOCTH COEPKAHUS U
odopmiteHune. PacniopsurenbHbIC JOKYMEHTBL: OCOOCHHOCTH COAEPIKaHMUS H O)OPMIICHHSL.
HudopMamoHHO-CIIpaBOYHBIE TOKYMEHTHL. BeaeHne 1enoBoii nepenucky. PeKBU3HTHI JOKYMEHTOB,
TpeOOBaHUS K X 0(OPMIICHIIO

Tema usyuaercs Ha NPOTSHKEHUH | mapsl

2 I[OKYMGHTBI, HCIIOJIb3YCMBIX B JIOTUCTUYCCKUX CUCTEMAX U CUCTCMAX YIPABJICHUSA
MCKAYHAPOAHBIMU LCIISIMU ITOCTABOK.

JIOKyMEHTBI INIAaHWPOBAHUS U OpraHu3alyy NepeBo3ok. JlokyMeHTanbHoe 0popMIIeHHE IOTOBOPOB
nepeBo3ok. JloroBopa ¢paxroBanus (TaiiM-uaprep). CyqoBas 1 TepMUHAIBbHAS JOKYMEHTAIHMSI HA MOPCKOM
TpaHcropte. Ckiaickasi JOKyMeHTaIus. JJOKyMEHTbI SKCIIeIJMPOBaHUS M areHTCKOTO CEPBHCOB.
[IpereH3noHHbIE TOKYMEHTHI. JJOKYMEHTHI Ha ITaplielibHbIe IEPEBO3KH I'PY30B M Ha TIEPEBO3KY I'PY30B C
00BSBIEHHOH LIEHHOCTHI0. BHEOTpaceBast JOKyMeHTaIHs.

Tema n3yuaercst Ha IPOTSHKEHUH 2 TIap

3 BHG,I[peHI/IC QJICKTPOHHOT'O I[OKYMCHTOO60pOTa Ha TpaHCHIOPTE AJIsA OpraHHU3allun
T'PYy30IIEpCBO30K.

bazoBsie 3eMeHTHI QJICKTPOHHOI'O IlOKyMeHTOO60pOTa " XapaKTEPUCTUKA DJICKTPOHHOI'O TOKYMCHTA.
ABTOMaTI/IBaI_II/ISI oOmeHa JAOKYMCHTAMU B JIOTUCTHUKE. 9J'I€I(TpOHHBIe NEPEBO30YHBIC TOKYMCHTHI,
DJICKTPOHHAS TPAHCHIOPTHASA HAKJIa/{HAs, 3J'IeKTpOHHLII71 3aKa3-HapAaa, SJICKTPOHHAA COMPOBOAUTCIIbHAA
B€IOMOCTB. 3J'IGKTPOHHO-L[I/I(1)p0Ba}I MOANHCH DJICKTPOHHOI'O JOKYMCHTA. Cucremsl SJICKTPOHHOI'O
HOKyMCHTOO60pOTaZ KﬂaCCH(bHKaHHH, BO3MOXKHOCTH, XapaKTCPUCTUKU. TexHomOTUs B3aPIMO,Z[€ﬁCTBPISI
MEPEBO3YUKA C IPY300TIIPABUTEIIAMU B YCIIOBUAX DJICKTPOHHOT'O HOKyMCHTOO60pOTa, B TOM 4HUCJIC HA
HWHOCTPAHHBIX KCJIC3HBIX JOpOTax.

Tema u3yuaercs Ha MPOTSDKEHUH | mapsl

4.2. 3aHATHS CEMUHAPCKOTO THUIIA.

[IpakTrueckue 3aHATHS

/ Tematuka MPAKTUYCCKUX 3aHSATHII/ KpaTKO€ COACPIKAHUC
/11

1 |doxyment. [Ipu3naku u ¢pyHKIUU HoKyMeHTa. CHcTeMaTH3alus JOKYMEHTOB 110 BUAAM
U TpyIIamM

LIC.HI) pa6OTI>IZ HU3Y4YUTHb MIPU3HAKU U (byHKIII/II/I JAOKYMCHTA, OCBOUTH CUCTEMATU3AlIUI0 JOKYMCHTOB 110




TemaTuka MpaKTUYECKUX 3aHATUI/KpAaTKOE COlepKaHHe

BUJIaM U TPyTIIA.
IIpaxTHdeckoe 3aHATHE PACCUUTAHO HA | mapy

bnanku nokymeHToB. Bubl 6;1aHKOB. PEKBU3UT JOKyMEHTa

Lenp paGoTel: Hay4uTCS 0OPOPMIISATH OAHKU TOKYMEHTOB.
IIpakTuueckoe 3aHATHE PACCUUTAHO Ha 1 mapy

OCc00EHHOCTH COCTABIIEHUS NEJIOBBIX IIMCEM

HCHB pa60T1>1: OCBOUTH OCHOBHBIC ITPUEMBI COCTABJICHUS U O(bOpMJ'ICHI/Iﬂ JCJIOBBIX IIUCEM, B TOM YHCJIC
JACJIOBOC NUCbMO MEKIYHApOAHOTO 06pa3ua.
HpaKTI/I‘IeCKOC 3aHATUC PACCUNUTAHO Ha 2 Tnapbl

CocraBnenue u opopmiieHHuEe TOKYMEHTOB, IpeqHa3HadeHHbIX 1t BBoja B EAC/]
Ienb paboOThI: OCBOUTH OCHOBHBIC MTPUEMBI COCTABJICHHUSI X O(POPMIICHHS IIPOCKTOA Pa3InIHBIX BUIOB
JIOKYMEHTOB B COOTBETCTBUH C TPSOOBAHMIMH, H3JIOKEHHBIMHI B METOAMYCCKIX YKa3aHUSIX U
WHCTPYKIHAX 110 IEIOTPON3BOACTBY U JOKYMEHTHPOBAHHUIO YIIpaBIeHYeCKON nesTensHocTH B OAO
«PXK» nns ux nansueiimero BBoaa B EAC/]

IIpakTryeckoe 3aHATHE PACCUNTAHO HA 2 TAPHI

CocraBnenne 1 0opMIIEHUE TOKYMEHTOB, PETJIAMEHTHPYIOIINX B3aUMO/ICHCTBHE
YYaCTHHUKOB JIOTUCTHUECKON JeSITEIbHOCTH B MEKIYHAPOIHON LEMH TOCTaBOK

Llenb pabOTHI: OCBOMTH OCHOBHBIE IPUEMBI COCTABJICHHS U O(OPMIICHHSI JOKYMEHTOB: TUIAHUPOBAHUS U
OpraHU3alMK NEPEBO30K, NOATBEPIKAAIOIINX 3aKIII0YEHUE TOTOBOPA NEPEBO3KHU I'PY3a, SIKCIIEAUTOPCKOTO U
areHTCKOIr0 CEPBUCOB, IPETEH3HMOHHBIX TOKYMEHTOB, JOKYMEHTOB Ha MaplLe/IbHbIEC IEPEBO3KU IPY30B
[IpakTHyeckoe 3aHATHE PACCUUTAHO HA 2 Maphbl

4.3. CamocrosiTenpHas paboTa 00ydarommuxcs.

/o

Bun camocrosTensHo# paboTh

IToaroroBka k MPAKTUYCCKUM 3aHATUAM!

ITonroroBka K TeKylemMy KOHTPOJIIO:

ITogroroBka kK 3K3 AMCHY:

Al W NN

[ToaroroBka k IpOMEKYTOYHOM aTTECTALIMH.

5. Ilepedenr wu3maHWI, KOTOpPbIE PEKOMEHAYETCS UCIOIb30BaTh MIPHU

OCBOCHMH TUCUHUILITUHBI (MOIYJIS).

Ne

i bubnuorpaduueckoe onucanue Mecto nocrtyna

1 | HoxkymeHTupoBaHue ynpasieHueckoi aestenpnoctu U. K.
Koprees, A. B. ITmenko, B. A. MamypueB YueGHuK https://urait.ru/bcode/468837
Mockga : U3narensctBo FOpaiit , 2021

2 HoxymenTtoBeaenue nox penakuueit JI. A. JlopoHuHoit

Vuebuuk Mocksa : U3narenscTo IOpaiit , 2021 https://urait.ru/bcode/468838




1 VYipasieHue TpaHCIIOPTHBIMY CUCTEMaMu. TpaHCIIOPTHOE
obecreuenue noructuxu B. JI. Tepamu, A. B. Konux. https://urait.ru/bcode/469209
VYuebuuk Mocksa : U3narensctBo FOpaiit , 2021

2 | JlJoructuka FO. M. Hepym, A. 1O. Hepym. YueOHuk
Mocksa : M3narensctBo FOpaiit , 2021 https://urait.ru/bcode/469139

6. IlepedueHb COBpPEeMEHHBIX MNPOPECCHOHANBHBIX 0a3 JaHHBIX U
MH(POPMAILIMOHHBIX CIIPABOYHBIX CHUCTEM, KOTOPBIE MOTYT HCIOJB30BaThCS IPH
OCBOCHUHU JUCHUIUIMHBI (MOIYJIA).

http://www.consultant.ru - caiit CnopaBouHOW TPABOBOM  CHUCTEMBI
«KoHCynbTaHT-TLITIOCH

http://www.garant.ru - caiit CripaBo4HOIi IPaBOBOI CUCTEMBI «[ apaHT»

https://docs.cntd.ru/ - UadopmanmronHast ceth « Texakcnep»

Crynentam oOecrieyeHa BO3MOKHOCTH CBOOOJHOIO JOCTyma K (oHIaM
yuyeOHO-MeTon4Yecko AokyMeHTauuun u HHTepHer-pecypcam. Bce cTyneHTHI
HUMEIOT BO3MOKHOCTb OTKPBITOTO JIOCTYIA!

- K 3JIEKTPOHHOMY KaTajuory BY30BCKOH OoubIMoTEKN
http://library.miit.ru/search.php

- K Hay4HOM 35iekTpoHHOM Oubmuoteke «eLibrary» http://elibrary.ru

- K 2JIEKTpOHHO-0MOnnoreyHoit cucreme Book.ru http://book.ru

- K DJIEKTPOHHO-OMONMOTEYHOM cuctemMe wu3gartenbcrBa  «tOpaiT
http://www.biblio-online.ru

7. IlepedyeHb  JUUEH3MOHHOIO M  CBOOOJHO  PaclpOCTPaHSIEMOTO
MPOrpaMMHOTO OOecCredeHusi, B TOM YHCII€ OTEUYECTBEHHOTO MPOU3BOJICTBA,
HEO0OXOAMMOTO JIJIS1 OCBOCHUSI TIUCHIUTLTUHBI (MOYJIs).

OnextpoHHass uH(OpManMOHHO-OOpa3oBaTenbHas cpena PYT (MUUT),
JOCTYMHAsI U3 JIMYHOTO KabMHeTa 00ydYarollerocsi WK MpenojiaBareis Ha canTe
http://miit.ru

JIuuensuonHas omnepanuonHas cucremMa MS Windows (akamemuueckas
JIULICH3MSA).

Jluuen3uonnbii maker mnporpamMm Microsoft Office (akamemuueckas
JIULICH3MSA).

8. Ommcanne MarepuaJbHO-TEXHUYECKOW O0a3pl, HEOOXOJAMMOM IS
OCYILIECTBJICHUSI 00pa30BaTEILHOrO Mpoliecca Mo TUCIUILTMHE (MOIYIIIO).

YueOHble ayIUTOPUU JUIsl TPOBEACHHUS 3aHATUN JICKIIMOHHOTO THIIA,
OCHAIIEHHBIE HA0OpaMH JEMOHCTPAIMOHHOTO 000PYAOBaHUS.



YueOHbIC ayaWTOPUM MJii TPOBEICHHS 3aHATUNA CEMHUHAPCKOTO THIIA,
TPYNIOBBIX M MWHIWBUAYaJIbHBIX KOHCYJbTAIlMM, TEKYIIEr0 KOHTPOIS U
MIPOMEXKYTOYHOW  aTTECTAllMM, OCHAIIEHHBIE KOMIBIOTEPHOM TEXHUKOU C
BO3MOYKHOCTBIO MOJAKIIOUEHUA K ceT "MHTepHeT".

[ToMelienne i CaMOCTOATENIBHOM pabOThl, OCHAIIEHHBIE KOMITBIOTEPHOU
TEXHUKOI C BO3MOXXHOCTBIO MOJIKJII0YEHUs K ceTu "MHTepHeT" u obecreueHrnem
I0CTyna B JJIEKTPOHHYIO  WH(OPMAIMOHHO-00pa30BaTEIIbHYIO cpeny
OpraHu3aluu.

9. ®opma MPOMEKYTOUYHOU ATTECTALINU:

3auer B 7 cemecTpe.

10. OrieHOUYHBIE MaTEPUATTBI.

O]_IGHOLIHI)IS MaTcpualibl, IPUMCHACMBIC IIPHU IIPOBCACHUU HpOMG)KYTO‘-IHOﬁ

aTTecTaluy, pa3pabaThiBalOTCSI B COOTBETCTBUM C JIOKAJbHBIM HOPMATHBHBIM
aktom PYT (MUUT).
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