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1. OOue cBeaeHus 0 JUCHUILIMHE (MOTYJIE).

[lenssMu  ocBoeHust  y4eOHOW  TUCHUIUIMHBI  «JlOKyMEHTalMOHHOE
o0ecrieyeHrne MeXIyHAapOJHBIX JOTUCTHYECKUX IMPOLIECCOB) SIBISETCS NU3YYECHHE
OCHOB JIOKYMEHTHMPOBAHHUs YIPABICHYECKOW JEATEIIBHOCTH, OpPraHW3alHn
JOKYMEHTOO0OpOTa B YUYPEKJCHHUAX, OpPraHu3alMusaX U Ha MOPEIIpHUSATHAX
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 JIOKYMEHTHPOBaHHS Ha OCHOBE COBPEMEHHBIX TpeOOBaHUU 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. Ilnanupyemblie pe3ynbTaTbl 00YUEHHS IO JUCUUILIMHE (MOIYJIIO).

[lepeyenr GopMHUpyeMBIX pe3yJbTaTOB OCBOCHHSI  0Opa3oBaTEILHOM
porpamMmbl (KOMIIETEHIINI) B PE3yJIbTaTe 00yUYeHHUs M0 AUCIUIUIUHE (MOIYIIIO):

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

OOyueHue 1Mo JUCIUILTNHE (MOJIYIIIO ) IIPEIIoIaraet, 4YTo 1o ero pe3ybTaTaM
oOyyJarommuiicst Oyier:

3Harth:

- 0a3oBble TOHATHS W OMpeAeleHuss B cdepe TOKYMEHTAMOHHOTO
oOecrieueHus ynpaBieHUs;

- 3aKOHOJATENbHbIE U HOPMATHBHBIC aKThl, PErIAMEHTUPYIOLIUE paboTy ¢
yIOpaBIE€HYECKOW  JOKYMEHTaluedl, B TOM 4YHUCIE C  JOKYMEHTaMH,
perJaMeHTHPYIOIINE B3aUMOICHCTBIE YUaCTHUKOB JIOTUCTHUECKOH 1eATeIbHOCTH
B MEXIyHApOJHOH LIETIH MTOCTABOK;

- PEKBU3HTHI IOYKMEHTOB U TpeOOBaHMsI K MX 0(POPMIICHHIO;

- OCHOBBI TEXHOJIOTUHU Pa0OTHI C TOKYMEHTaMHU;

- BUJIBI JOKYMEHTOB, UCIIOJIE3YEMBIX B IOTUCTHYECKHUX CHCTEMAaxX U CUCTEMax
YIpaBIEHUS MEXTYHAPOIHBIMH LIETIIMU TTOCTABOK;



- TEpCIEeKTUBBl BHEIPEHUS 3JEKTPOHHOIO JIOKYMEHTOOOOpOoTa Ha
TpPaHCHOPTE JJII OpTraHU3alMK IPY301EPEBO30K.

YMmern:

- COCTaBJIATh U CUCTEMATU3UPOBATH OPTraHU3AlMOHHbBIC, PACTIOPSAUTEIbHbBIC
1 “H(HOPMAITMOHHO-CITPABOYHBIE JOKYMEHTHI B TPAHCTIOPTHOM OpTaHU3aIiH.

- BECTH JECIOBYIO IEPENUCKY, B TOM YHCJE IO BOMPOCAMHU 3AKIHOYCHUS
BHEIIHETOPTOBBIX KOHTPAKTOB;

- COCTaBJISITb M CHCTEMATU3UPOBATH JIOKYMEHTBI, PETIAMEHTUPYIOIIUE
B3aUMOJICCTBUE YYAaCTHUKOB JIOTUCTUYECKOW JCSATEIBHOCTH B MEXKIyHAPOIHOM
IIEITH TOCTaBOK.

Baaners:

- HOHATUMHBIM anmnapaToM JaHHOU JUCUUILINHBI;

- METOJIaMH COCTaBJICHUs, O(DOPMIICHHUS, CUCTEMAaTU3AIlMU U COTJIACOBAHUS
OCHOBHBIX  BHJIOB  YIIPABJICHYECKOM  JIOKyMEHTalludK B  TOM  YHCJE
PETIaMEHTUPYIOIMIMNX B3AUMOJICUCTBUE YYaCTHUKOB JJOTHCTUYECKOMN AEATEIIbHOCTH
B MEXKIYHAPOIHOU LIENHU MTOCTABOK.

3. O6beM AUCIUTLIUHBI (MOIYJIs).
3.1. O0umas TpyA0€MKOCTb JUCHUIUIUHBI (MOIYJIA).

OO0mast TPyIOEMKOCTh AUCIUIUIMHBI (MOIyJsA) coctaBisieT 4 3.e. (144
aKaJeMHYEeCKUX vaca(oB).

3.2. O6bem paucuMIUIdHBL (Monaynsi) B (oOpME KOHTAaKTHOW padOThI
oOyJarommxcsi C  MeJarorM4ecKuMM  paboTHUKaMU U (WIM)  JIMIIAMH,
IPUBJIEKAEMBIMH K peasin3aluy 00pa3oBaTesIbHOM MporpaMMbl Ha UHBIX YCIOBUSX,
IIpU MIPOBEJICHUH YUEOHBIX 3aHATUM:

KomnuectBo yacos

Tun yaeOHBIX 3aHITHI
Bcero | Cemectp Ne7

KonrtaktHas paboTa mpu npoBeIeHIH yUeOHBIX 3aHATHH (BCETO): 32 32
B ToMm uncne:

3aHATHSA JIEKIIMOHHOTO THITA 16 16
3aHATHS CEMUHAPCKOTO THUIA 16 16

3.3. O6bemM auCHMIUIMHBI (MOAYJs) B (opMe caMOCTOATENbHOU pPabOThI
oOydJarormuxcsi, a Takke B (opMe KOHTAKTHOW pabOThl OOydYaIOIIMXCS C
Mearorn4ecKuMU pabOTHUKAMHU | (WJIH) JTUI[AMU, TIPUBJICKAEMBIMH K peaTi3aiiu
oOpa3oBaTenpHON TpOrpaMMbl HA HWHBIX YCIOBUSX, TPH MPOBEICHUU
MIPOMEXKYTOUHOM arTecTanuu coctapisier 112 akagemuyeckux yaca (0B).




3.4. Ilpu 0Oy4eHnu no MHANBUAYAIBHOMY Y4eOHOMY IIJIaHy, B TOM YHCIIE IIPH

YCKOPEHHOM O0Y4Ye€HHH, 00BEeM JUCIHUIUIMHBI (MOYJIsI) MOXKET OBITh pean30BaH
MOJTHOCTHIO B (hOpME CaMOCTOATEIHHON paboThl 00yJarommxcs, a Takxke B hopme
KOHTAKTHON pabOThl 00YYarOIMIMXCs C MeAarorndyecKuMU paOOTHUKAMHU M (VUM )

JIMaMu, IPpHUBJICKACMBbIMU K pCaJIn3alilun O6p330B3TCJ'IBHOI>i MporpaMmbl Ha MHBIX

YCIIOBUAX, IIPU IPOBCACHUN HpOMe)KYTOqHOfI aTTeCranuu.

4. ConepkaHue JUCHUTUIUHBI (MOIYJIA).

4.1. 3aHATHA TEKIIMOHHOTO THUIIA.

/o

TemaTnka JEKIMOHHBIX 3aHATUH / KpaTKO€ COACPIKAHUC

JIOKyMEeHTHpOBaHHE YIIPABICHYECKOH e TeNbHOCTH. PEKBU3UTHI IOKYMEHTOB,
TpeOoBaHuUs K MX 0(POPMIICHUIO

HopwmarusHo-TipaBoBas 6a3a aenonpousBoacTsa. OGopMireHHEe CIIyKeOHBIX JOKYMEHTOB B COOTBETCTBHH C
tpedoBanusimu ['OCT P 7.0.97-2016. OpraHu3aunoHHbIe JOKYMEHTBI: 0OCOOCHHOCTH COEPKAHUS U
odopmiienne. PacriopsiutenbHble TOKYMEHTBI: 0COOCHHOCTH COAEPKaHUS U 0(OPMIICHUSL.
WHpopMannoHHO-CIIPaBOYHBIC TOKYMEHTHI. BeieHre 1e10B0i nepenicku. PeKBU3UTHI JOKYMEHTOB,
TpeboBaHus K ux 0(hOPMIICHUIO

Tema uzyuaercs Ha MPOTSDKEHUM | mapsl

I[OKYMGHTI)I, HCIIOJIB3YCMBIX B JIOTUCTHYCCKUX CUCTEMAX U CUCTCMaAX YIPABJICHUSA
MCKAYHAPOAHBIMHU LCIISIMU IMTOCTABOK.

JIOKyMEeHTBI TNTAaHWPOBAHUS U OpPraHU3alny NepeBo3ok. JlokyMeHTaIbHOe 0pOpMIIEHHE JIOTOBOPOB
nepeBo3ok. Jlorosopa (paxroBanus (TaiiM-uaprep). CymoBasi 1 TEpMHHAIbHAS JOKYMEHTAIMS HA MOPCKOM
TpaHcnopte. Ckiajackas ToKyMeHTalus. JJoKyMeHThI SKCIIEINPOBaHMS U ar€HTCKOTO CEPBHCOB.
IIpereH3noHHbIe TOKYMEHTHI. JIOKYMEHTHI Ha NapleilbHbIe IEPEBO3KU IPY30B U Ha NIEPEBO3KY IPY30B C
00BsIBIIEHHOH IEHHOCTHI0. BHEOTpacneBast TOKyMeHTaIUsl.

Tema u3yuaercs Ha IPOTSDKEHHU 2 map

BHeipeHue 251eKTpOHHOTO IOKYMEHT0000pOTa Ha TPAHCIIOPTE [Tl OPraHU3aI[H
IPYy30IEePEBO30K.

BbazoBble 251eMEeHTBI AIEKTPOHHOTO JOKYMEHTO000pOTa U XapaKTePUCTHKA 3JIEKTPOHHOTO JOKYMEHTA.
ABToMaru3amyst oOMeHa JOKYMEHTaMH B JJOTHCTHKE. DJIEKTPOHHbIE IEPEBO30YHbIE TOKYMEHTHI,
AIIEKTPOHHAS TPAHCIIOPTHAS HAKJIa{HAas, HIEKTPOHHBIN 3aKa3-Hapsia, SJIEKTPOHHAS CONMPOBOUTEIbHAS
BEZOMOCTh. DJIEKTPOHHO-IIU(POBAs IOAINCH SIEKTPOHHOTO JOKyMeHTa. CHCTEMBI 3JIEKTPOHHOTO
JIOKYMEHTO0000pOoTa: Kiaccu(UKaIis, BOZMOKHOCTH, XapaKTEPUCTUKU. TEXHOIOT U B3aUMOICHCTBUS
MepeBO3YHKa C TPY300TIPABUTEISIMH B YCIOBHUAX AJIEKTPOHHOTO TOKYMEHTOO00POTa, B TOM YHUCIIE Ha
MHOCTPAHHBIX JKEJIE3HBIX JI0POTax.

Tema n3yuaercst Ha MPOTSHKEHUH | TapbI

4.2. 3aHATHS CEMUHAPCKOTO THUIIA.

[IpakTueckue 3aHsaTHS



TemaTuka MpaKTUYECKUX 3aHATUI/KpAaTKOE COlepKaHHe

Hoxyment. [Ipusnaku u pyHkuuu qokymenTta. CucreMarusanus JOKyMEHTOB TI0 BUJaM
Y rpyInmnam

Lenp paboThI: M3Y4NTH NPU3HAKH U (QYHKIUH JOKYMEHTA, OCBOUTH CUCTEMATH3ALNIO JOKYMEHTOB I10
BUJIaM U TpyIIIA.
IIpaxTHdeckoe 3aHATHE paCCUUTAHO Ha | mapy

brnanku nokymeHTOB. Buibl 61aHKOB. PeKBU3UT MOKyMeHTa

Henp paboter: HayawuTcss 0HOpMIIATE OAHKH TOKYMEHTOB.
IIpakTuueckoe 3aHATHE PAaCCUUTAHO Ha 1 mapy

OCo0EHHOCTH COCTaBJICHUS JCJIOBBIX ITHCEM

Llenb pabOTHI: OCBOMTH OCHOBHBIE IPHEMBI COCTABJICHHS U OOPMIICHHS IEJIOBBIX IMCEM, B TOM YHCIIe
JIEIOBOE MMUCHhMO MEXIYHapOJHOTo 00pasia.
IIpakTHdeckoe 3aHATHE PACCUUTAHO HA 2 Maphbl

Cocrasienue u opopmiieHHEe TOKYMEHTOB, IpeHa3HaYCHHBIX s BBosa B EAC/]
HGHL pa6OTLIZ OCBOUTb OCHOBHBIC TPUCMBbI COCTABJICHUSA U Oq)OpMJ'IeHI/IH IMPOCKTOA PA3JIMIHBIX BUIOB
JAOKYMCHTOB B COOTBCTCTBHU C Tpe6OBaHI/I$[MI/I, H3JI0OKCHHBIMU B MCTOJAUYCCKUX YKA3AHUAX U
WHCTpyKIHMAX MO JeTONPOU3BOACTBY U TOKYMEHTHPOBAHUIO YIIPaBIeHYeCKOH feaTensHocTH B OAO
«PX» nng ux ganeHeiero sBojga B EAC/]

IIpakTHdeckoe 3aHATHE PaCCYUTAHO Ha 2 Mapbl

CocraBieHHe U 0(1)OpMJ'IeHI/IC JAOKYMCHTOB, PCTIIAMCHTHPYIOIINUX B38.PIMO,I[€I>’ICTBPIC
Y4aCTHHUKOB JIOTHCTHYCCKOU JACATCIIBHOCTU B MCX(HYHapOHHOﬁ ICIIH ITOCTaBOK

HGHL pa6OTLIZ OCBOUTb OCHOBHBIC TPUCMBbI COCTABJICHUA 1 O(I)OPMJ'ICHI/IX JAOKYMCHTOB: IIJIAHUPOBAHUS U
OpraHn3alyu rnepeBo30K, MOATBCPIKAAIOIINX 3aAKITHOUYCHNUE JO0TrOBOPA NEPEBO3KHU I'Py3a, SKCHEAUTOPCKOTO U
Ar€HTCKOT'0 CEPBUCOB, MPETCH3MOHHBIX JOKYMCHTOB, JOKYMCHTOB Ha MaplC/IbHbIC IECPEBO3KU I'PY30B

IIpakTHdeckoe 3aHATHE PACCUYUTAHO HA 2 TMapsl

4.3. CamocrosiTenbHas padoTa 00y4arOIuXCs.

Bua camocrositensHOM paboTh

HO}IFOTOBKa K IPAKTHUYCCKUM 3aHATHUAM

IToaroroBka k HpOMe)I(YTO‘{HOfl aTTcCTalnu.

ITonroroBka K TeKyIemMy KOHTPOJIIO.

5. Ilepeyenb wu3gaHuM, KOTOpPbIE PEKOMEHIYETCS MCIOJb30BaTh MpHU

OCBOCHMH TUCUHUILITUHBI (MOIYJIS).

Ne

i bubnuorpaduueckoe onucanue Mecto noctyna

1 Kopaees, U. K. JlokyMeHTHpOBaHHE yIPaBIECHYECKON O6pasoBarenbHast
JeaTenbHOCTH : yueOHuk s By3oB / U. K. Koprees, A. B. | miardopma FOpaiir [caiir].
[Tmrenko, B. A. MamryprieB. — 3-e u3j., mepepad. u 1om. — | URL: _
Mocksa : U3natensctBo FOpaiir, 2025. — 438 ¢. — hitps://urait.ru/bcode/560107




(Boicmiee oopasoBanue). — ISBN 978-5-534-16001-7. — | (mara obOpanienus:

TeKCT : DIEKTPOHHBIN 14.11.2025).
2 I'epamu, B. /1. Ynpasienue TpaHCIIOPTHBIMA CUCTEMAMH. O6pa3oBarenbHast
TpancnopTHoe o6ecreyeHHe JJOTUCTHKY © YYEOHHUK mtardopma FOpaiir [caiit].
— URL:

npakTukym 11s By30B / B. [I. 'epamu, A. B. Konuk. — 3-¢
u3., nepepad. u pon. — Mocksa : U3garensctBo FOpaidr, https://urait.ru/bcode/560494
2025. — 536 c¢. — (Bricmiee oopazoBanue). — ISBN 978- (fiaﬁ ;?)I;;I)HCHHH:
5-534-18372-6. — TekcCT : IIEKTPOHHBII o '

3 | Hepym, FO. M. Jloructuka : yuebnuk ams By3os / 0. M. OG6pasoBarenbHast

Hepym, A. 0. Hepym. — 6-¢ usz., nepepab. u 01, — matdopma Opaiir [caitt].

Mocksa : UznarensctBo HOpaiit, 2025. — 419 ¢. — — URL: _

(Boiciee o6pazosanue). — ISBN 978-5-534-19105-9, — | https://urait.ru/bcode/560431
(mata obOparmeHus:

TeKCT : ANeKTPOHHBIN
14.11.2025).

6. [Ilepeuenb coBpeMEHHBIX NpO(PEeCcCHOHATBLHBIX 0a3 JaHHBIX W
HH(POPMAITMOHHBIX CIPABOYHBIX CHCTEM, KOTOpPBIE MOTYT HCIIOJIb30BaThCS IIPU
OCBOCHUHU JUCHUILUIMHBI (MOIYJIA).

https://www.consultant.ru/ - caiitr CnpaBoYyHOW TPaBOBOM CHUCTEMBI
«KoHCynbTaHT-TLTIOCH

https://www.garant.ru/ - caiitr HHpOpMaMOHHO-IPAaBOBOrO  IOpTaJia
I'APAHT.PY

https://docs.cntd.ru/ - Uadopmarimonnas cets « Texakcnep»

https://www.elibrary.ru/ -  HayuyHas  SJeKTpOHHas  OHOJIMOTEKa
eLIBRARY.RU

https://urait.ru/ - O6pazoBarenbHas miardpopma FOpaiit

7. llepedyeHb  JUIEH3UOHHOTO M  CBOOOJHO  PacHpoOCTPaHSIEMOIo
IPOrpaMMHOr0 OOecrnedeHusi, B TOM YHCIE€ OTEYECTBEHHOrO IPOU3BOJCTBA,
HEO0OXOMMOTO ISl OCBOCHMSI TUCIUTUTUHBI (MOYJIs).

DnekTpoHHass HMH(POpMalUUOHHO-OOpa3oBaTenbHas cpega PYT (MUUT),
JOCTYIHAsI U3 JTUYHOTO KabuHeTa 00ydJaromierocsi WK MpenoiaBaTeis Ha canTe
http://miit.ru

JIuuensuonHas omnepanuonHas cucremMa MS Windows (akamemuueckas
JIALICH3USA).

Jlunensuonuelii maket mnporpamMm Microsoft Office (axkamemmueckas
JIALICH3USA).

8. OmnucaHue MaTepuaIbHO-TEXHUYECKOM ©0a3bl, HEOOXOIUMOM IS
OCYILIECTBJICHUSI 00pa30BaTEILHOrO Mpoliecca Mo TUCIUILTHHE (MOIYIIIO).



VY4eOHble ayauTOPUU Ui TPOBEACHHS 3aHATUN JIEKIIMOHHOTO THIIA,
OCHaIlI€HHbIE HAOOpaMU JEMOHCTPALIMOHHOTO 000pYAOBaHMUSI.

VYyeOHble ayaUTOPUM JJii TPOBEICHUSI 3aHSATUH CEMHUHAPCKOIO THIIA,
IPYNIOBBIX YW HHAUBUAYAIBHBIX KOHCYJbTAlW, TEKYLIEr0o KOHTPOJS H
IIPOMEXYTOUYHOM  aTTECTALMH, OCHAIIEHHBIE KOMIIBIOTEPHOM TEXHUKOM C
BO3MOKHOCTBIO MOJIKJII0YeHUs K ceTu "MuTepHer".

[Tomenienue s caMOCTOATENBHON padOThI, OCHAIEHHBIE KOMIBIOTEPHOMN
TEXHUKOIN C BO3MOXXHOCTBIO MOJIKJII0YEHUs K ceTu "MHTepHeT" u obecreueHrnem
JocTyna B JJIEKTPOHHYIO  MH(OPMAIMOHHO-00pa30BaTENbHYI0  Cpely
OpraHHU3alHH.

9. ®opma MPOMEKYTOUHOM ATTECTALINU:

3auet B 7 cemecTpe.

10. OneHouHBIEC MaTEpHUAIBI.

OLeHOYHbIE MATEPHUAIIBI, TPUMEHSIEMBIE TIPU MPOBEICHUM ITPOMEKYTOUYHON

aTTECTaIluH, pPa3padaThIBAIOTCA B COOTBETCTBHH C JIOKATHHBIM HOPMATHBHBIM
aktom PYT (MUUT).
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