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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 TPyIOEMKOCTh AUCHUILIMHBI (Monaynsi) coctaBisier 4 3.e. (144
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): 32 32
B Tom umncne:

3aHATHS JEKIIMOHHOTO THIIA 16 16
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
IPOMEKYTOUHOM aTTecTaluu coctapisier 112 akagemuyeckux vaca (0B).

3.4. Ilpu 0Oy4yeHuu o HHANBUAYAIBHOMY Y4€OHOMY IIJIaHY, B TOM YHCIIE TPU
YCKOPEHHOM 00y4YeHUU, 00bEeM TUCIUTIIMHBI (MOIYJIS1) MOKET OBITh peann30BaH
MOJIHOCTHIO B (POpPME CaMOCTOSITENFHOM pabOThl 00YUAIOUINXCSA, 8 TAKXKe B opme
KOHTAaKTHOU pabOThl OOyYarOMIMXCSA C MEJaroru4ecKuMy paboTHUKaMHU | (WJTHN)




JUIAMH, TIPUBJIEKAaEMbIMH K pealiu3alii 00pa30BaTeIbHON MPOrpaMMbl Ha HHBIX
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

2 |bnanku moxymeHTOB. Buasl 01aHkOB. PeKBU3UT TOKyMeHTa

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

3 |OcoOGeHHOCTH COCTABIIEHUS JEJIOBBIX TUCEM

HCHB pa6OTLIZ OCBOUTH OCHOBHBIC HpI/ICMLI COCTABJICHUA U Oq)OpMHeHI/Iﬂ JCJIOBBIX ITNCEM, B TOM YHCJIC
JACJIOBOC NUCbMO MEKIYHApOAHOTO 06pa3ua.

HpaKTI/I‘IeCKOC 3aHATUC PACCUNUTAHO Ha 2 Tnapbl

4 |CocraBienue u opopMIIEHHE JOKYMEHTOB, IIpeIHa3HauYeHHbIX 1715 BBoja B EAC]]
Llenb paboOTHI: OCBOMTH OCHOBHBIE IPUEMBI COCTABJICHHS U 0(OPMIICHUSI IPOEKTOA Pa3IMIHBIX BUJIOB

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

5 |CocraBnenue u opopmiIeHNE JOKYMEHTOB, PETJIAMEHTUPYIOLIUX B3aUMOICHCTBHE
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

HpaKTI/I‘ICCKOG 3aHATUC PACCUYNUTAHO Ha 2 Tapbl

4.3. CamocrosiTenpHas paboTa 00ydarommuxcs.

Bun camocrosTensHo# paboTh

1 IToaroroBka k MPaKTUYCCKUM 3aHATUAM

2 | IlogroroBka K MpOMEXYTOYHOH aTTeCTalllH.

3 | [oaroroBka K TeKyIeMy KOHTPOJTIO.

5. Ilepedenr wu3maHWi, KOTOpPbIE PEKOMEHAYETCS UCIOIb30BaTh MPHU
OCBOEHUU JUCHUILIUHBI (MOYJIA).

11\/&;1 bubnuorpaduueckoe onucanue Mecto noctyna
1 Koprees, U. K. /lokyMeHTHpOBaHUE yIIPaBICHYECKON — TekcT : 21eKTpOHHbIH //
NEeATeNbHOCTH : yueOHuK s By3os / U. K. Kopuees, A. B. | O6pa3soBatenbHas
[Tmenko, B. A. Mamypres. — 3-¢ u3j., nepepad. u jgomn. — nnardopma FOpaiir [caiir].
Mocksa : U3parensctso IOpaiir, 2025. — 438 ¢. — — URL: )
(Bbiciee oGpasosanie). — ISBN 978-5-534-16001-7 https://urait.ru/bcode/560107
(marta oOparnieHus:
14.11.2025).




2 | epamu, B. /1. YnpaBneHue TpaHCIIOPTHBIMU CHCTEMaMHU. — Texcr : >1eKTpOHHbIH //
TpancnopTHoe 00€eceueHHE JIOTUCTUKH : YHEOHUK U ObpasoBarernbHas

npakThKyM juis By3os / B. J. Tepamu, A. B. Konuk. — 3-¢ | I1argopma FOpaiir [caiit].
— URL:

https://urait.ru/bcode/560494
(mara oOparnieHus:

U3, nepepad. u gomn. — Mocksa : U3narensctBo FOpaiit,
2025. — 536 c¢. — (Bricmiee oopazoBanue). — ISBN 978-
5-534-18372-6.

14.11.2025).
3 | Jloructuka 0. M. Hepym, A. 1O. Hepym. YueGHuK — TeKCT : IeKTPOHHBIH //
Mocksa : M3natensctBo FOpaiit , 2021 OGpasosarenbHas
matdopma FOpait [caiiT].
— URL.:

https://urait.ru/bcode/560431
(mara obparnieHus:
14.11.2025).

6. IlepeueHb COBpEMEHHBIX MPOPECCHOHANBHBIX 0a3 JaHHBIX U
MH(POPMAILIMOHHBIX CIIPABOYHBIX CHCTEM, KOTOpPBIE MOTYT HCIIOJIb30BATHCS MpPU
OCBOEHUU JIUCUUIUIMHBI (MOZYJIS).

http://www.consultant.ru - caiit CropaBouHOW MPAaBOBOW  CHCTEMBI
«KoHCYynbTaHT-TUTIOC)

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

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

Crynentam oOecreueHa BO3MOXKHOCTh CBOOOJHOrO JjAocTyna K (oHIaM
y4eOHO-METOIMYeCKON aokyMeHTanmun u WHTepHer-pecypcam. Bce cTymeHTbI
UMEIOT BO3MOKHOCTb OTKPBITOTO AOCTYyMA!

- K AIEKTPOHHOMY KaTajuory BY30BCKOM OnbIMOTeKN
http://library.miit.ru/search.php

- K Hay4HOM 25iekTpoHHOM Oubnuoteke «elLibrary» http://elibrary.ru

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

- K DJEKTPOHHO-OMONMOTEUHOW cucreme uzgarenbcTtBa  «FOpaiT»
http://www.biblio-online.ru

7. llepedyeHb JNHIIEH3UOHHOTO W  CBOOOJHO  PACHPOCTPAHIEMOTO
POTrPaMMHOTO OOEeCredeHusi, B TOM YHCJIE OTEUYECTBEHHOTO MPOU3BOJICTBA,
HEO0OXOMMOTO JIJIs1 OCBOCHHMSI TUCIIUTTUHBI (MOYJIs).

OnextpoHHas uH(OpMamoHHO-oOpa3oBaTenbHas cpena PYT (MUUT),
JOCTyIHAs U3 JINYHOTO KabWHeTa 00ydJaroIerocs Wi MperojaBaTess Ha cailTe
http://miit.ru

JlunensnonHas omnepamuonHas cucremMa MS Windows (akamemuueckas
JIUTICH3USA).



JIlunensuonHelii maker mnporpamMm Microsoft Office (akamemuueckas
JIUTICH3UA).

8. OmnucaHue MaTepuagIbHO-TEXHUYECKOM 0a3bl, HEOoOXOIAUMOW st
OCYIIECTBJICHHUSI 00pa30BaTEIHLHOTO MpOolecca MO AUCHUILTHHE (MOIYIIIO).

VY4eOHble ayIuTOpUM Uil NPOBEACHUS 3aHATUN JIEKIIMOHHOTO THIIA,
OCHalIEHHbIE HA0OpaMU JEMOHCTPALIMOHHOIO 000PYAOBAHUS.

VY4eOHble aynuTOpuu [JIs NPOBEACHHUS 3aHIATUA CEMUHAPCKOIO THIIA,
TPYNIIOBBIX M HWHIUMBHIYAJIBHBIX KOHCYJBTAlMM, TEKYIIEr0o KOHTPOJ H
IIPOMEXYTOYHOM  aTTECTALIMM, OCHAIIEHHBIE KOMIIBIOTEPHOM TEXHUKOU C
BO3MOKHOCTBIO IOAKIIIOUEHUS K ceTH "HTepHeT".

[Tomenienne sl caMOCTOATENBHOM pabOThl, OCHAIEHHBIE KOMIBIOTEPHOM
TEXHUKON C BO3MOKHOCTBIO MOJKIIIOUeHUs K cetu "MHTepHeT" u obecnieueHuem
JIOCTyla B DJIGKTPOHHYIO  HMH(OpPMallMOHHO-OOpa30BaTENbHYIO  Cpeay
OpraHHU3aLHH.

9. ®opma MPOMEKYTOUHOM aTTECTALNU:

3auet B 7 cemecTpe.

10. OueHouHbIe MaTEpHUAIIBI.

OreHOoYHBIE MaTepHaNbl, TPUMEHSIEMBIE TTPU MPOBEACHUH TPOMEKYTOUHOM
aTTECTaIlMU, pa3padaThIBAIOTCSI B COOTBETCTBUH C JIOKAJIHHBIM HOPMATHBHBIM
aktom PYT (MUUT).
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