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1. IEJI OCBOEHMSI YUEBHOM JUCHUTIINHBI

LlenssMu ocBOEHUS y4eOHOU AUCHUIUIMHBI JJOKyMEHTOOOOPOT Ha MPEANIPUATHUSAX BOJTHOTO
TPAHCIIOPTA SABJISAIOTCS U3YYSHHE 3TAIOB JOKYMEHTO000pOTA, TEXHOIOTHYECKHX MPOIECCOB
00pabOTKH JOKYMEHTOB OpraHU3allU JOKYMEHTAIIMOHHBIX U apXUBHBIX CITYXk0, opMHpOBaHUE
¥ XpaHEeHHUE JIeJ BEJICHNE CIIPAaBOYHO-MH(OPMAITMOHHBIX CUCTEM 00eCIeueHHs TIOMCKa
JOKYMEHTOB, KOHTPOJISI HCTIOJIHEHHSI, COCTaBJICHUE TOKYMEHTOB.



2. MECTO YUYEBHOMH JUCHUILJINHBI B CTPYKTYPE OII BO

VYuebnas qucuurumHa "JlokyMeHTO000pOT Ha MPEANIPUATUAX BOAHOTO TpaHCHOpTa'
oTHocHTCs K Os1oky 1 "Jlucrumiuasl (MOyH)" ¥ BXOJWUT B €70 BAPUATHBHYIO YacTh.

2.1. HaumeHoBaHUs NpeaIIeCTBYOIIMX AUCIHILIAH

I[HSI HN3YUCHUA I[ElHHOfI JUCHUITIINHBI HCO6XOILI/IMBI CJICAYIOIIUC 3HAHUA, YMCHHUA U
HaBBbIKU, (bOpMI/IpyeMI)Ie OpeaAIICCTBYIOIUMHU JUCHUILIMHAMM:

2.1.1. MudopmaTuka:

3HaHus: 3HaeT METOAbI IPUMEHEHUS MH()OPMAITMOHHO-KOMMYHHUKAIIMIOHHBIX TEXHOJIOTUH JUIs
peLIeHHs CTaHIAPTHBIX 3a/1a4 MPO(PECCUOHATLHON AEATEIbHOCTH.

Ymenus: YMeer npuMeHsTh HH()OPMALIMOHHO- KOMMYHUKAIIMOHHBIE TEXHOJIOTHH JIJIsl pEIICHUS
CTaHJAPTHBIX 3a/1a4 MPOPECCHOHATHHON ACSITEITLHOCTH.

Happixu: BJI&I[GGT HaBbIKaMH HCITIOJIb30BaHUA COBPEMCHHBIX I/IH(i)OpMaIII/IOHHI)IX TEXHOJIOTHI
A pCHICHUA CTaHJAAPTHBIX 3aaa4 HpO(l)eCCHOHaHLHOﬁ ACATCIIbHOCTH.

2.1.2. Pycckuii I3bIK U KYJbTYpPa peyH:

3HaHUS: HOPMbI COBPEMEHHOT'O PYCCKOI'0 JINTEPATYPHOIO S3bIKa U (PUKCUPOBATH UX HAPYLICHUS;
HOpPMBbI Hay4YHO! MMCbEMEHHOM peyy;

YMeHus: pa3srpaHU4rMBaTb BApUAHTBI HOPM U PEYCBLIC HAPYIICHUSA,; pa3JINUaTh CTUJIU PCUYU U
CaMOCTOATCIIBHO MMOPOXKIAaTh CTUIIMCTHUYCCKU MOTI/IBI/II)OBaHHHﬁ TCKCT.

HaBpIku: BceMu BU1aMy pe4eBOM AESTEIBHOCTH U OCHOBAMU KYJIBTYPBl YCTHOM ¥ IMCbMEHHOMN
peuy; crioco6aMu TpaHC(POPMALMU HECTIOBECHOI'O MaTepUaa B CIIOBECHBIH, a TaKKe pa3IMuHbIM
BO3MOXHOCTSIM II€peXo/Ja OT OJHOI'0 TUIIA CJIOBECHOIO MaTepHaia K Jpyromy (Hampumep, ot
IUIaHa K CBSI3HOMY TEKCTY).

2.2. HauMeHoBaHue mocJie Ay omuXx JUCHUIIINH

Pe3y.]'IBTaTI)I OCBOCHMA NVCHUIIMHBI UCITOJIB3YIOTCA TP U3YUYCHUHU MMOCIICAYIOINX
y‘Ie6HBIX JUCHUIIINH:

2.2.1. Kommepyeckas SKCIUTyaTalysi BOJHOTO TpaHCTIOpTa
2.2.2. Opranusaiys, HOpMHPOBAHKE U OTUIATa TPYIa

2.2.3. Ynpasnenue paboToii ¢ioTa v IOpTOB



3. INIAHUPYEMBIE PE3YJIbTATBI OBYYEHUA 11O JUCIIMIIJIMHE (MOAYJIIO),
COOTHECEHHBIE C IINTAHUPYEMbBIMHU PE3YJIbTATAMHU OCBOEHMUAA
OBPA3OBATEJIbHOM ITPOT' PAMMBbBI

B PE3YIbTAaTC OCBOCHUA NUCHUIIJIMHBI CTYACHT JOJIZKCH:

Ne
i Kon n Ha3BaHNE KOMIIETEHIINN OsxupaeMble pe3yIbTaThl
1 IIK-13 CriocoGHOCTH BEITIONHATE TPEOOBAHUS 3uats u mornMats: UJ1 1.1. CoctaB u CTPYKTYpy

HaIlMOHAJIBHBIX U MEXyHapOJHBIX IPABOBBIX
HOPMAaTHBHBIX aKTOB B OpPTraHU3aLUU U
yIpaBIE€HUHU TPAHCHOPTHBIM INPEANPHUITHEM,
BOJHBIMU M MYJIbTUMOAAIBHBIMY EPEBO3KAMHU
IPYy30B M MaCCAKUPOB, 0OecreunBaTh
YCTaHOBJICHHBIH ypOBEHb KauecTBa U
0€301acHOCTH, METPOJIOTHYECKUHN 1
TEXHUYECKUH KOHTPOJIb TPAHCIIOPTHOM
JEeSATEIBHOCTH

HOPMAaTHBHO-IIPaBOBOTO PETYIUPOBAHUS OPraHU3ALNN
MEXXyHapOAHBIX IEPEBO30K TPY30B M MACCAKUPOB HA
BHAX TPAHCIOPTA, MEKAYHAPOJIHONH KOMMEPUECKON 1
TPaHCIIOPTHOMW JESATENbHOCTH, TPEOOBAHMS
3aKOHOJaTeIbcTBa EBpasuiickoro 3kOHOMUYECKOTO
CO03a U APYIUX MEXAYHAPOJHBIX OpraHU3aIuil,
poccuiicKoro 3aKOHOAATENILCTBA U TAMOXKEHHOIO IIpaBa
B 00J1aCTH OpTaHU3AINH MEXTyHapOJHBIX IIEPEBO30K,
CTpaxoBaHMs IPy30B, TPAHCIIOPTHBIX CPEICTB U
OTBETCTBCHHOCTH NIEPEBO3YNKa, TPEOOBAHUS
MEKAYHApOIHBIX KOHBEHIINH K CyOBEKTaM
TPAHCHOPTHOTO PBIHKA M OPraHU3alUH NEPEBO3OK.

WA 1.2. CocTtaB U CTpYKTYpY HOPMaTUBHO- IPABOBOI'O
PETyIUpOBaHUS POCCUHCKOTO PHIHKA TPAHCIIOPTHBIX
yCIIyT, IEPEBO30K IPY30B U ACCAXKUPOB Ha BUAAX
TPaHCIOPTa, KOMMEPUYECKOH U TPAHCIIOPTHOMN
JIESITeNIBHOCTH, CTPaXOBAaHUS TPY30B, TPAHCIOPTHBIX
CPE/CTB U OTBETCTBEHHOCTH NEPEBO3YHKA, TPEOOBAHMS
K CyOBEKTaM TPAaHCIIOPTHOTO PHIHKA M OPTaHU3aIHN
HEPEBO30K, HAJIOTOBOT'O MpaBa.

WA 1.3. CocTaB 1 cTpYKTYpY HOPMaTUBHO-IIPAaBOBOT'O
pEryIupOBaHus IPOU3BOJCTBEHHO-TEXHUUECKON
JIeSITEIbHOCTH, CTAHAAPTOB, TEXHUYECKHUX YCIIOBHH,
pErIaMeHTOB, IPaBUII U TEXHUYECKON TOKYMEHTALUN.

VYmets: N1 3.1. PyKoBOJICTBOBAThCS MPABOBBIMU
HOpPMaMH IIPU OpPTraHU3alNN MEeKIYHApOTHBIX
MEPEeBO30K I'PY30B U MACCAXXUPOB HAa BUAX TPAHCIIOPTA,
MEXAYHapOAHON KOMMEPUYECKOM U TPAHCIIOPTHOM
JIeSITeIbHOCTH, TPEOOBaHUSIMHU 3aKOHOATENHLCTBA
EBpa3uiickoro 3KOHOMHYECKOTO COI03a U IPYTUX
MEXXAYHAPOIHBIX OPTraHU3aIMH, POCCHHCKOTO
3aKOHOJIAaTENIECTBA ¥ TAMOKEHHOTO TIpaBa B 00IaCTH
OpTaHM3aIMH MEXIyHapOJHbBIX IIEPEBO30K,
CTpaxOBaHMs TPY30B, TPAHCIIOPTHBIX CPEICTB U
OTBETCTBEHHOCTH IIEPEBO3YNKA, TPEOOBAHUSIMHU
MEXTyHapOIHBIX

KOHBEHIIMH K CyOBEKTaM TPAHCIOPTHOTO PHIHKA U
OpTaHU3aINH EPEBO30K.

W] 3.2. PykoBOACTBOBATHCS POCCHMCKUMHE U
MEXTyHapOJHBIMH IIPAaBOBEIMH HOPMaMH B 00JIaCTH
PBIHKA TPAHCIIOPTHBIX YCIYT, NEPEBO30K FPY30B U
MacCaXXMPOB Ha BUJIaX TPAHCIIOPTa, KOMMEPYECKOH U
TPAHCHOPTHOH JESITeIbHOCTH, CTPAXOBAHHUS TPY30B,
TPAHCHOPTHBIX CPECTB U OTBETCTBEHHOCTU
NepeBO34HKa, TPEOOBAHUSIMH K CyObEKTaM
TPAHCHOPTHOTO PBIHKA M OPraHU3alUH EPEBO30K,
HaJIOTOBOTO TIpaBa.

NI 3.3. PykoBoACTBOBATHCS IPAaBOBEIMHI HOPMaMH
MIPOM3BOJICTBEHHO-TEXHUIECKOH JeSITeTbHOCTH,
CTaHJapTaMH, TEXHHYECKIMH yCIOBUSIMH,
perIaMeHTaMu, MPaBIIaMH U TEXHHYECKON
JIOKyMEHTalHei.




n/m

KOZ( " Ha3BAHUC KOMIICTCHIINU

O)KI/IﬂaeMI)Ie Ppe3yabTaThl

Bnanmers: U/ 2.1. HaBeikamMu paGoOTHI C yIeTOM
HOPMaTHBHO-TIPABOBOTO PETYIMPOBAHUS OPraHU3alNN
MEKAYHAPOIHBIX IIEPEBO30K I'PY30B U NACCAKUPOB Ha
BHUJAX TPAHCIIOPTA, MEXTYHAPOJAHON KOMMEPUYECKON U
TPAHCHIOPTHOH JEATENbHOCTH, TpeOOBaHUI
3aKOHOJATeIbCTBA EBpa3suiicKoro 3KOHOMHYECKOTO
CO03a U APYIUX MEXAYHAPOJHBIX OpraHU3aIuil,
poccuiickoro 3aKOHOAATENBLCTBA U TAMOXKEHHOI'O TIpaBa
B 00J1aCTH OpraHU3alK MEXTyHapOJHBIX IIEPEBO30K,
CTpaxOBaHHMs TPY30B, TPAHCIIOPTHBIX CPEJCTB U
OTBETCTBEHHOCTH NIEPEBO3YNKA, TPEOOBAHUIH
MEXIYHapOIHBIX KOHBEHIIUH K CYOBEKTaM
TPAaHCIIOPTHOTO PHIHKA M OPTaHM3aIMU TIEPEBO30K.

W] 2.2. HaBeikamMu pabOTHI C y9€TOM HOPMaTHBHO-
MPaBOBOTO PETyIHPOBAHMS POCCHHCKOTO PhIHKA
TPaHCIIOPTHBIX YCIIYT, IEPEBO30K TPY30B U MACCaKUPOB
Ha BU/IaX TPAHCIOPTa, KOMMEPYECKOH 1 TPAaHCIIOPTHOM
JIESITEIIbHOCTH, CTPaXOBaHUS TPY30B, TPAHCIIOPTHBIX
CPE/CTB U OTBETCTBEHHOCTH IEPEBO3UUKA, TPeOOBaHHI
K CyOBEKTaM TPaHCIIOPTHOT'O PbIHKA M OPraHU3aliu
MIepEeBO30K, HAJIOTOBOT'O MpaBa.

WJ1 2.3. HaBblkamu paboThI € y4eTOM/ C TOKYMEHTaMHU
HOPMAaTHBHO-NIPABOBOI'0 PETYIUPOBAHUS
MIPOMU3BOJICTBEHHO-TEXHIUYECKOI JeATeTbHOCTH,
CTaH/apTaX, TCXHUYECKNX yCIOBHAX, PErIaMeHTaXx,
MpaBUJIaxX ¥ TEXHUYECKON TIOKyMEHTAIIH.

YK-4 CriocobeH oCyIIecTBISATh ACI0BYIO
KOMMYHMKAIUIO B YCTHOM U MUCbMEHHOU
(hopMax Ha TOCyJapCTBCHHOM SI3BIKE
Poccuiickoit @eneparun 1 THOCTPaHHOM(BIX)
sI3bIKE(aX)

3HATh U IOHUMATh: - MPUHIMUIIBI TOCTPOCHUA YCTHOT'O U
IMACbMCHHOTI'O BbICKAa3bIBaAHWS HAa PYCCKOM U
HWHOCTPAHHOM A3bIKaX;

- [IpaBWJIa U 3aKOHOMCPHOCTHU ,Z[eJIOBOﬁ YCTHOﬁ n
MMHCHbMEHHOM KOMMYHUKaAIUN

YMeTh: - MPUMEHSTh Ha NPAKTHKE JIETIOBYIO
KOMMYHUKAIMIO B YCTHOH 1 MMCbMEHHOM (opmax,
METOBI ¥ HaBBIKM JEJIOBOTO OOIIEHNS Ha PYCCKOM U
HHOCTPAHHOM SI3BIKaX.

Bragets: - HaBBIKAMU YTEHUS U IIEPEBOJIa TEKCTOB Ha
WHOCTPaHHOM $I3bIKE B MPO(deccnoHaTbHOM OOIIeHUH;
- HaBBIKAMU JICJIOBBIX KOMMYHHUKAIUI B YCTHOU U
MUCBMEHHON (pOpME Ha PYCCKOM U MHOCTPAHHOM
SI3BIKAX;

- METOJMKOH COCTABIICHHS CYXX/ICHUS B
MEXIIMTYHOCTHOM JISTIOBOM OOIIIEHUH HA PYCCKOM H
MHOCTPAHHOM $I3bIKaX.




4. OBbEM JUCHUTIIIAHLI (MOIY.JIST) B 3AUETHBIX EJUHULIAX 1
AKAJEMUYECKHX YACAX

4.1. O0mas Tpya0eMKOCTb AU CHUIJINHBI COCTABJIAET:
3 3avetHble equHUIBI (108 ak. 4.).

4.2. Pacnpenesienue 00beMa yueOHOM JMCUMILIMHBI HA KOHTAKTHYI0 padoTy ¢
NnpenoaaBaTejieM U CAMOCTOSITEIbHYIO PAa00Ty 00y4aroumuxcs

KomngectBo yacos

Bcero no Cenect
Bun yaeOHOM paboThI yaeOHOMY 8 p
TIaHY
KonTakTHas pabora 20 20,25
AynuropHsble 3aHATHS (BCETO): 20 20

B ToM uucie:

nexuuu (JI) 4 4

npaktuueckue (I[13) u cemunapckue (C)

nabopatopusie padotsl (JIP)(;maboparopHslit mpakTiukym) (JIIT) 12 12
CamocTosTenpHas padora (BCero) 84 84
OBUIAS TpynoeMKOCTh TUCUMILIUHBI, YaChI: 108 108
OBUIAS Tpya0eMKOCTh AUCHUIUIMHBL, 3a4.€/1.: 3.0 3.0

Texyuuii KOHTPOJIb YCIIEBAEMOCTH (KOJIMYECTBO U BHUJI TEKYILETO

1K1 1K1
KOHTPOJIS)

Bupl mpoMexyTouHOM aTTecTanuu (3K3aMeH, 3a4eT) 3a0 3a0




4.3. Coaep:xanue TUCUMILIUHBI (MOAYJIs1), CTPYKTYPHPOBAHHOE 110 TeMaM
(pa3nenam)

Cemectp

Tema (paznen) yueOHO#
JIMCIUTITHHBI

Bunsl yueOHOU AEATEIEHOCTH B yacax/
B TOM YHCJIC UHTEPAKTHBHOU hopme

JIP

DopMBbI
TEKYLIETO
KOHTPOJIA

YCIIEBAEMOCTU U
IIPOMEXKY-

TOYHOMU

aTTeCTalluu

3

IS

o| I13/TI1
~| KCP

10

Paznen 1

Llenn u 3agaum
MpeaMeTa ero
conepxanue. 3HaUYCHHE
JIEITOTIPON3BOICTBA B
JIEATSIIBHOCTH
NPEANPUATHS.

oo CP

o|©| Bceero

Tema 1.1

Brenenue. Llenu u
3a/1a4¥l MPeAMETa, ero
coJiep>KaHue, 3HaUCHHE
JICITOTIPON3BOICTBA

Paznen 2
3aKoHOIAaTENLHOE U
HOPMAaTHBHO-
METOIMYECKOE
perynupoBaHue
JIOKYMEHTaIIHOHHOTO
obOecreueHus
YIpaBJICHUS B
TOCYAapCTBEHHBIX
OpraHu3aIHsIX.

Tema 2.1

Crpykrypa
3aKOHO/ATEJIbHOU U
HopmatuHoOI 62361
AOV: Koncruryuus PO,
Koncruryunonusie
3axonbl, OenepanbHble
3aKO0HbBI, aKTHI
IIpesunenta PO,
MTOCTaHOBJICHUS
[IpaBurensctBa PO,
BEJIOMCTBEHHBIE aKTHI,
3aTparuBaroIIne
BOIPOCHI
JIeIONPOU3BO/ICTBA.
HopmaTusHo-
METOJIMYECKUE AKTHI IO
JOVY: unctpykuumy,
MpaBuiia, IEPEUHH
JIOKyMEHTOB CO CPOKaMHU
XpaHeHus u ap. 1x
3HaYCHUE JIIs
MMOCTaHOBKHU
JIEITIONIPOU3BOJICTBA B
KOHKPETHOH
OpraHu3aIuy.

Pazgen 3
OCHOBBEI
JIOKYMEHTO0000pOTA:




CemecTtp

Tema (paznen) yaeOHOi
JMCUUTITHHB

Bunsl yueOHOW AEATEIEHOCTH B Yyacax/
B TOM YHCJIE HHTEPAKTHUBHON (hopme

Dopmbl
TEKYIIETo
KOHTPOJIS

YCIICBAEMOCTH H
TIPOMEXY-

TOYHOMU

aTTeCTalNN

P
o| [I3/T
~| KCP

P

©| Bcero

10

HPHHIIHIIE]
OpraHM3all|y,
cnenuduka
JIOKyMEHTO0000pOTa Ha
BOJITHOM TpPaHCIIOPTE

Tema 3.1
JIoKyMEeHTO0000pOT Kak
3¢ heKTUBHBIH.
MNucTpymeHT
ONITUMU3AIIHH.
YmpaBiaeHUECKIX
pemenuid. Onenka
COBPEMEHHOTO
COCTOSTHUS
JIOKyMEHTallMOHHOTO
obecrnieueHus
ynpasneHus. CTpykrypa
1 o01as
XapaKTePUCTHKA
JIOKYMEHTOTIOTOKOB B
JIOKYMEHTO000pOTE.
[IpaBuna opraHuzamuu

JABWIKCHUS JOKYMCHTOB B

OpraHn3anuu.

Paznen 4

TTonstre, cocras u
odopmieHne
PEKBU3UTOB JTOKYMEHTOB

[K1

Pazgen 5

Kommekc
OpraHU3aIMOHHO-
pactopsaAUTENbHBIX,
MHPOPMALMOHHO —
CIPaBOYHBIX U
CIPaBOYHO —
aHAJTUTUYECKHUX
JIOKYMEHTOB

14

Paznen 6
JlokyMeHTamust mo
JIUIHOMY COCTaBY

34

10

Paznmen 7
Opranuzanus paboTs ¢
JIOKYMEHTaMU

14

11

Pazgen 8
Obecnieuenne
COXPaHHOCTH
JIOKYMEHTOB

12

Pazgen 9

Opranuzanus padoTHI C
KOH(HICHIIHATbHEIMH
JIOKYMCHTaMH

13

Pasznen 10
3a4eT ¢ OLEHKOM

3a0

14

Tema 4.1




CemecTtp

Tema (paznen) yaeOHOi
JMCUUTITHHB

Bunsl yueOHOW AEATEIEHOCTH B Yyacax/
B TOM YHCJIE HHTEPAKTHUBHON (hopme

Dopmbl
TEKYIIETo
KOHTPOJIS

YCIICBAEMOCTH H
TIPOMEXY-

TOYHOMU

aTTeCTalNN

3

P
o| [I3/T
~| KCP

P

©| Bcero

10

brnanku 1OKyMEHTOB.
IlonsaTue u BUABI
pexBu3uTOB. [IpaBuna
OdopmiieHus
PEKBU3UTOB,
OTIpeIeNIAIOLINX
IOPUIUYECKYIO CUITY
nokyMmeHrta. [IpaBuna
odopmieHns
PEKBH3HTOB,
OTpakaromux 00padoTKy
Y JBIDKCHUS JOKYMEHTa
(menoTnpon3BOACTBEHHBIC
otMeTkH). Conepxanue
U pacIroJIoXKeHHUe
PEKBU3UTOB.

15

Tema 5.1

Kommnekc
nH(popMaLMOHHO-
CIPaBOYHBIX U
AHATTUTHYECKUX
JIoKyMeHTOB. [IpaBuia
COCTaBJICHUS
odopmIeHAS 1
ynoctoBepeHus. Bupt
MEPETUCKH.
JoxymeHTanus
KOJUIETHAJIbHBIX OPraHOB

16

Tema 6.1

JoxymeHTanus no
JIMYHOMY cOCTaBy. Bunsl
JIOKYMCHTAIIUH,
0COOEHHOCTH
oopMIICHHS, BEICHUS U
obecrieueHus
COXpPaHHOCTH.
CocTaBiieHHE TNYHBIX
JIOKYMECHTOB

17

Tema 7.1

Opranuzanus paboTs ¢
IIOKyMeHTaMI/I.
Opranuzanus
PaIroOHAIBLHOTO
JIOKYMEHT0000pOTa,
TOPSIOK TPOXOKICHHS
BXOJSIIMX, UCXOISIIAX
Y BHYTPEHHHX
JIOKYMCHTOB,
perucTpanus, KOHTPOJIb
HCITOJTHEHHUS U
COCTaBIIEHUE
HOMEHKJIATYPBI eI

18

Tema 8.1
Obecnieuenne
COXPaHHOCTH




CemecTtp

Tema (paznen) yaeOHOi
JMCUUTITHHB

Bunsl yueOHOW AEATEIEHOCTH B Yyacax/
B TOM YHCJIE HHTEPAKTHUBHON (hopme

JIP

CP

Dopmbl
TEKYIIETo
KOHTPOJIS

YCIICBAEMOCTH H
TIPOMEXY-

TOYHOMU

aTTeCTalNN

3

o| [I3/T

~| KCP

©| Bcero

10

JIOKyMEHTOB.
dopmupoBaHue Jed,
9KCIEPTU3a LEHHOCTH
JIOKYMEHTOB U JIel,
MOATOTOBKA IOKYMEHTOB
U JeN 715 Iepeiavu B
apxuB

19

Tema 9.1
Opraanzanus paboTHI C
KOH(UACHIIUATbLHBIMH
JIOKyMEHTaMH.
XapakTepucTHKa
KOH(DUICHIINATBbHBIX
JIOKYMEHTOB, BEJICHUE
JICITOTIPOM3BOICTBA
o0ecTeUrBaIOIINN
COXPaHHOCTh
KOH(HICHIIHATBHOM
uHdopmanuu

20

Bcero:

12

84

108




4.4. JlabopaTopHbie padoThI / NPAKTHYECKHE 3aHATHS

JlaGopaTopHble pabOThI MPEAYCMOTPEHBI B 00beMe 12 ak. d.

Bcero ua-
COB/ M3 HUX
Ne Ne Tema (paznen) . 4acoB B
N HaumenoBanue 3ansTuii
n/n ceMecTpa | y4eOHOW JANCHIUIUTUHEI UHTEpaK-
TUBHOU
¢hopme
1 2 3 4 5
8 PA3JIEJ 3 PacrnonoxeHne peKBU3UTOB JOKYMEHTA. 1
OcHOBBI OdopmiieHre peKBU3UTOB JOKyMeHTa. biank
JOKyMEHT0000pOTa: JOKyMEHTa
1 TIPUHIIUATIBI
OpraHH3alIiy,
cnenuduka
JIOKYMEHT0000pOTa Ha
BOJTHOM TPaHCIIOPTE
8 PA3JIEJT 4 Pabora ¢ opraHu3aIOHHO-PACTIOPSTUTEIHHOM 1
2 [MousiTre, cocTaB u nokymenrarueii. CoctaBnenue u opopmieHHe
odopmiteHHE MPUKA30B U PACHOPSIKCHUM
PEKBH3HUTOB JJOKYMEHTOB
8 PA3JIEJ 5 CocrasieHue u 0popMIICHHE TIPOTOKOJIOB. 4
Komruiexe OdopmiieHue ciryxebHbIxX 3anucok. OdopmiacHue
OpraHU3aIHOHHO- ciyxebHoro akra. Pabora ¢ mucbMaMu
pacIopsIIUTENbHBIX,
3 WHPOPMALNOHHO —
CIPaBOYHBIX U
CHPaBOYHO —
AHATUTHYECKUX
JIOKyMEHTOB
8 PA3JIEJT 7 Perucrparus T0KyMEHTOB Pa3IHYHBIX TOTOKOB. 6
4 Opranuzanus pabotsl ¢ |CocTaBiieHne HOMEHKIATYPHI JIE.
JIOKyMEHTaMH
BCET O: 12/0
[IpakTrHyeckue 3aHATHS IPEyCMOTPEHBI B 00beMe 4 ak. d.
Bcero ua-
COB/ M3 HUX
Ne Ne Tema (pazaen) . 4acoB B
. HaumenoBanue 3aHsTHii
n/m cemecTpa | y4eOHOU AUCIHUTLTUHBI HWHTEpaK-
TUBHOH
thopme
1 2 3 4 5
8 PA3JIEJ 5 Kommiexc opraHu3anroHHO-PacTIOpSIUTEIbHBIX, 2
Komruiekc HnH(pOPMAIMOHHO-CIIPABOYHBIX M AaHATUTHYECKUX
OpraHU3alOHHO- JnokyMeHToB. [IpaBuia coctapieHus 0hOpMIICHHUS U
pacIopsIIUTENbHBIX, ynoctoBepeHus. Buapl nepenucku. JlokymenTanus
1 nH}popMannoHHO — KOJUIETHaJIbHBIX OPIaHOB
CIPaBOYHBIX U
CIPaBOYHO —
AHATTUTHYECKUX
JIOKYMEHTOB
8 PA3JIEJI 6 JloKkyMeHTaI¥s 10 JTMYHOMY COCTaBy. Bupr 2
JlokyMeHTalus 1o JIOKyMEHTAIM1, 0COOEHHOCTH O(OpMIICHHUS, BEACHHS
2 JINYHOMY COCTaBYy u obecrnieueHns coxpaHHocTH. CocTaBIeHNE TUIHBIX
JIOKyMEHTOB
BCEI'O: 4/0




4.5. [lpumepHasi TeMAaTHKA KYPCOBBIX IPOEKTOB (padoT)

KypcoBsie paboThI (IPOEKTHI) HE MPETyCMOTPEHBI.



5. OBPA3OBATEJIBHBIE TEXHOJIOT' T

Jlexuu poOBOJIATCS B TPAJUIIMOHHON KIIACCHO-YPOYHOIH OpraHU3alMoOHHON (popme, 1Mo Tuiry
YIPaBJIEHUS MO3HABATEIBHOM EATENBHOCTBIO.

[TpakTuyeckue 1 1a6OPaTOPHBIE 3aHATUS OPTAaHU30BAHBI C HCIIOJIb30BAaHHEM TEXHOJIOTHMA
pa3BUBAIOIIET0 O0YUYEHHUs, 1151 KOHTPOJIS 3HAHUH IPOBOJATCS OIPOCHI, MUCbMEHHAas paboTa,
pelIeHne TECTOBBIX 3aaHuii. JlabopaTopHbIe 3aHATHS TPOXOAAT B JOpPME BBITOJIHEHHUN 3aJaHUN
Ha KOMIIBIOTEPE, IIOATOTOBKU IIPE3CHTALIAN.



6. YAEBHO-METO/MYECKOE OBECIIEYEHHUE JIJI1 CAMOCTOATEJBbHOM

PABOTbBI OBYYAIOHIUXCS IO AUCHUIITTUHE (MOAYJIIO)

Bun camocTosTenbHOM pabOThI CTYACHTA.

No No Tewma (paznen) Bcero
n/n ceMecTpa | y4eOHOM AUCITUTUTHHBI Hepesetn yqe6H0-MeTOIlI/I‘IeCIfOFO 4acoB
o0eCIeYeHHUs JIJIsl CAMOCTOSITEIIBHOM PabOThI

1 2 3 4 5

1 8 PA3JIEJT 1 Brenenwne. Llenn u 3agaun npenmera, ero 5
e u 3anaun COZIep>KaHue, 3HAaUEHUE JEJIONPOU3BOACTBA
IpeaMeTa ero
coJiepXKaHue. [ToaroToBka K MPaKTUUECKUM 3aHSATHSIM,
3HayeHue Tekyuiemy KoHTpouto. [Toaroroska k
JIEJIONPOU3BO/ICTBA B 3auety[ 1]

JIeSITENIbHOCTH
MPENPUSITHSL.

2 8 PA3JIEJI 2 CrpykTypa 3akoHOmaTenpHON 1 HopmaTuBHOM 5
3akoHOIaTEILHOE U 6a3s1 JJOY: Koncrurynus PO,
HOPMAaTUBHO- Kouncturyuuonnsle 3akoHsl, OenepanbHble
METOIUIECKOE 3akoHsl, akThl [Ipe3unenrta PO,
perynupoBaHue nocranoBieHus [Ipasutenscra PO,
JIOKyMEHTaLMOHHOT'O BEJJOMCTBEHHBIE aKTbl, 3aTParuBAIOLINE
oOecreyeHus BOIIPOCHI Jenonpon3BoacTBa. HopmaTusHO-
YIIpaBJICHUSA B MeToaudeckue akTel o JJOY: uHCTpyKIMH,
TOCYAapCTBEHHBIX MpaBuWiIa, IEPEeYHH JOKYMEHTOB CO CPOKAMHU
OpraHu3aIusIX. XpaHeHus u Jp. VX 3HaueHue /i MOCTaHOBKH

JICJIOTIPOM3BOACTBA B KOHKPETHOM
OpraHu3aluu.

[ToaroroBka K NpakTUUECKUM 3aHATHUM,
TeKkyuieMy KoHTpouto. [loaroroska k
3auety[1]

3 8 PA3JIEJI 3 JIokyMeHT0000pOT Kak 3¢ (eKTHBHBI. 6
OCHOBBI WHcTpyMEHT onTUMU3aLuu. Y IIPaBICHYECKUX
JIOKyMEHTO0000pOoTa: peniennii. O1ieHKa COBPEMEHHOTO COCTOSIHUS
TIPUHIIATIBI JIOKyMEHTallMOHHOTO 00ecrieueHUs
OpraHu3aIlH, ynpasineHus. CTpykrypa u o0mas
cnenuduka XapaKTePUCTHKA IOKYMEHTOMOTOKOB B
JIOKYMEHTO000poTa Ha | ToKyMeHTooOopote. [IpaBmina opranuzamm
BOJHOM TPaHCIIOPTE JIBHKEHUSI IOKYMEHTOB B OpraHU3aluu.

[ToaroroBka K NpakTUUECKUM 3aHSATHUSIM,
TeKylieMmy KoHTpoiito. [Tonroroska k
3auety[1]

4 8 PA3JIEJT 4 bnanku nokymenToB. [ToHsTHE U BUBI 8
Ilonstue, cocras u pexBusuToB. [IpaBuia OdopmieHus
odopmieHHEe PEKBU3UTOB, ONPEEIIAIOMNX IOPUANIECKYIO
PEKBHU3UTOB cmry JokyMeHTa. [IpaBuna odopmireHus
JIOKyMEHTOB PEKBU3UTOB, OTPaXKAOIIUX 00PadOTKy U

JIBHKEHUSI IOKyMEHTa
(meIonpON3BOICTBEHHBIC OTMETKH).
CozepxaHue U pacroiokKeHHe PEKBU3UTOB.
[ToaroroBka K MPakTUUECKUM 3aHSITHSIM,
TexymemMy KoHTpomo. Iloaroroska k
3adery[1]

5 8 PA3JIEJL 5 Kommekc nH(pOpMaIMOHHO-CIIPABOYHBIX 8
Kommexc AHAJIMTUYECKUX JOKyMeHTOB. [IpaBuna
OpraHU3aIOHHO- cocTaBlIeHUS 0(OPMIICHHS U yIOCTOBEPECHUSI.
pacnopsAUTENbHBIX, Bunel nepenucku. JlokymeHTauus
UHPOPMAIMOHHO — KOJUIETHAJIbHBIX OPTaHOB

CIIPABOYHBIX U
CITPABOYHO —

HOILFOTOBKa K IPAKTUYCCKUM 3aHATUIM,




AHATTUTHYECKUX TekymeMy KoHTpoo. [loaroroska k
JIOKYMEHTOB 3augety[1]
6 PA3JIEJI 6 Cocrapnenne 3asBineHus. Hammcanue pesiome u 24
JlokyMeHTamus mo aBTOOHOTpaduH
JIMYHOMY COCTaBY
7 PA3JIEJI 6 JlokyMeHTanus no JM4HOMY cocTaBy. Bumsl 8
JlokymeHTanus 1o JIOKyMEHTaI[H, 0COOEHHOCTH 0(OPMIICHHS,
JMYHOMY COCTaBY Be/IeHHs ¥ 00ecrieueHHst COXpaHHOCTH.
CocTaBicHHE JINYHBIX TOKYMEHTOB
ITonroToBka K MpakTUIECKUAM 3aHITHSM,
TekymeMy KoHTpoto. [loaroroska k
3auety[1]
8 PA3JIEJL 7 Opraamzanus paboTsI C JOKYMEHTaMH. 8
Opranuzanus pabotsl | OpraHuzanus paMoHaIbHOTO
C IOKyMEHTaMH JIOKyMEHT0000pOTa, HOPSIO0K MPOXOKACHHS
BXOJISIIIUX, HCXOSIIUX U BHYTPEHHUX
JIOKYMEHTOB, PErHCTpalusi, KOHTPOJIb
WCIIOJTHEHUSI U COCTaBIICHHE HOMEHKJIATYPBI
Jien
[MonroToBka K MPaKTUIECKUAM 3aHITHAM,
TekymeMy KoHTpouro. [loaroroska k
3auety[1]
9 PA3JIEJ 8 O6ecnieueHue COXpaHHOCTU JOKYMEHTOB. 6
Ob6ecnieuenue dopMupoBaHue A€, SKCIEePTU3a IEHHOCTH
COXPaHHOCTH JIOKYMEHTOB U JIeJI, TOJI'0TOBKA JOKYMEHTOB U
JIOKyMEHTOB JIeT1 ISl TIepeiadul B apXuB
[ToaroToBka K MPaKTHYCCKUAM 3aHITUAM,
TeKymeMy KoHTpouro. [loaroroska k
3auety[1]
10 PA3EJ9 Opranuzanys padoThl ¢ KOH(PUICHITHATHHBIMH 6
Opraamzanus padoTel | TOKYMEHTaMH. XapaKTepPUCTHKA
c KOH(HICHIIHATBHBIX JTOKYMEHTOB, BEICHIC
KOH(UICHIIMAIBHBIMUA | JEJIONPOU3BOICTBA 00ECIICUHBAIOIIHI
JIOKyMEHTaMH COXPaHHOCTb KOH(UIEHIINATLHOM
nHpOpPMALUU
IToaroToBKa K MPaKTHYECKUAM 3aHITHAM,
TeKyueMy KoHTposto. [Tonroroska k
3auety[1]
BCEI'O: 84




7. IEPEYEHb OCHOBHOA U IONIOJIHUTEIbHOM JIUTEPATYPBI,
HEOBXOJNMOI JJIs1 OCBOEHUS U CIATLITAHBI (MOYJIST)

7.1. OcHoBHas1 IUTEpaTYpa

Hcnons3yercs npu

Ne I'ox u mecto n3nanus U3y4eHUH
Haumenosanue ABTOp (BI) A A Y

n/n Mecto goctymna pa3zenoB, Homepa

CTpaHHUI]

1 | Kypc nenonpownsBoactsa Kupcanosa M.B., Akcenos| M.: HUI] UH®PA-M, Pasnen 1, Pasnen

(mOKyMeHTalMOHHOE I0.M. 2014 2, Paspen 3,

obecrieueHue yIpaBICHHUS) http://znanium.com Pasnen 4, Pasnen
5, Paznen 6,

Pazgen 7, Paznen
8, Paznen 9

7.2. JlonosiHMTEIbHAS JIUTEPaTypa

Hcnone3zyercs npu
Ne T'ox u mecto n3nanus U3yYeHUH
Haumenosanue ABTOp (BI) A A Y
n/n Mecrto noctymna pa3zenos, Homepa
CTpaHuI|

8. MEPEYEHb PECYPCOB HH®OPMAIIMOHHO-TEJEKOMMYHUKALIMOHHOM
CETH "MHTEPHET", HEOBXO/IUMBIE /1151 OCBOEHMSA T CHUTIIMHBI
(MOJY.JIS)

1. Munskonompaszsutust Poccun - Www.econome.gov.ru;

2. Mundun Poccun - www.minfin.ru;

3. Munperuon Poccun - www.minregion.ru;

4. CripaBounas ipaBoBas cuctema «Koncynprantllnrocy - www.consultant.ru;
5. CnpaBouHas cucrema «l apanr» - Www.garant.ru.

9. HIEPEYUEHb MHO®OPMAILIMOHHBIX TEXHOJIOTHil, TPOTPAMMHOI'O
OBECHEYEHUS U THOPOPMAIIMOHHBIX CITIPABOYHBIX CUCTEM,
M CHOJIb3YEMBIX IPH OCYILECTBJIEHUH OBPA30BATEJIBLHOI'O MTPOLIECCA
MO JUCHUILIMHE (MOLYJIIO)

1. Onepaunonnas cucrema Microsoft Windows 7. Onepaunonsas cucrema. [lonnas
JIMIIEH3UOHHAS BEPCHSI.

2. MS Office 2010 (Word, Excel, PowerPoint). Oduchslif naket npunoxxenuid. [lonnas
JIMIIEH3UOHHAS BEPCHSI.

10. OMUCAHUE MATEPHUAJBHO TEXHUYECKOW BA3bI, HEOBXOIAMOM 151
OCYIIECTBJEHMS OBPA3OBATEJILHOI'O MTPOIIECCA 1O JJMCHUTIJINHE
(MOJIYJTIO)

Aynuropus Ne 423.

MynbTUMeIUIHBIN KIacc Ui IPOBEIEHUS 3aHATUHN JIEKIIMOHHOTO THIIA, 3aHATUN CEMHUHAPCKOTO
THUIIA, TPYIIOBBIX U UHIUBUIYaTbHBIX KOHCYIbTAIIUMH.

[Tocamounbix mect 30.

Crneunanu3upoBaHHas MeOelb.

Paboune mecrta B coctase: [IK Samsung, monutop SyncMaster 551, npoextop Benq, mMpIb
SvenRX-150,kmaBuarypa Sven, TeeBu3op Supra.

Paboune mecta — 1 mir.

Aynuropus Ne 606

Kabuner nH(QOPMAITMOHHBIX CUCTEM U TEXHOJOTUH AJIs TaOOPaTOPHBIX padoT.
ITocamounbix MecT 14.




Criernanu3upoBaHHas MeOeIb.

Pa6oune mecta B cocrase: 1K IntelPentiumE6300, moruTop SamsungSyncMasterE1920,
knaBuatypa GeniusKB-06XE, mpimsGeniusNerScroll 100X.

Pabouue mecra - 14 mr.

Aynuropus Ne 602

Kabuner nHGOPMAITMOHHBIX CUCTEM U TEXHOJIOTUH JIJIs Ta0OpaTOPHBIX PadoT
[Tocapounsix mect 14.

Crienmanu3upoBaHHast MeOeIb.

Paboune mecra B cocrase:

I1K IntelPentiumE6300, monutop SamsungSyncMasterE1920, knaBuarypa GeniusKB-06XE,
mermbGeniusNerScroll 100X.

Pabouue mecra - 14 mr.

11. METOAUYECKHUE YKA3AHUS 1151 OBYUAIOIMXCSI 10 OCBOEHHMIO
JTUCLUTIJIMHBI (MOIYJIST)

11.1. Pexomenaauu mo OCBOEHHUIO JIEKIIMOHHOTO MaTepuaa, MoJAroTOBKE K JICKIIUAM

Jlexuuu SBISIOTCS OJJHUM M3 OCHOBHBIX BUOB YUEOHBIX 3aHATHH B BBICIIEM Y4€OHOM
3aBe/ICHUU. B X0/1€ JIEKIIMOHHOTO Kypca MPOBOAUTCS U3JI0KEHNE COBPEMEHHBIX HAYUHbBIX
MaTepuajoB B CUCTEMATH3MPOBAHHOM BHJIE, @ TAKXKE Pa3bsCHEHHE HanboJee TPYIHBIX BOIIPOCOB
y4eOHON AUCIUTUIMHBL [Ipy N3ydeHn TUCIMIUIMHBI CIEYeT IOMHHUTh, YTO JICKITAOHHBIC
3aHATHUSA ABIISIOTCSA HAMIPABISIONIMMU B OOJIBIIOM 00bEME HAYyYHOTO MaTepuana. bonbinyro yacTh
3HAHUM CTYJEHT JAOJKEH HAOMPaTh CAaMOCTOSITENIHLHO U3 YYCOHMKOB U HAYYHOU JIUTEpaTyphl. B
TETpau AJisi KOHCIEKTUPOBAHUS JICKIIMH JOJKHBI OBIThH MOJIS, TAE 10 X0y KOHCTIEKTHPOBAHUS
JIEJTA0TCS HEOOXO0IMMBIC TTIOMETKHU. B KOHCIIEKTaxX peKOMEHyeTCs IPUMEHSTh COKPAIICHUS
CJIOB, YTO YCKOpSET 3alKCh. Bonpockl, BO3HUKILIKE B X0/1€ JEKIIHNM, pEKOMEHIyeTCs 1eN1aTh Ha
MOJISIX | MTOCJIC OKOHYAHUS JISKIIMH OOPATHTHCS 32 Pa3bsICHEHUSIMU K TIPEIIO1aBaTeIio.
Heo0OxoauMo akTUBHO pabOTaTh ¢ KOHCIIEKTOM JIEKIIUU: TIOCIE OKOHYAHUS JICKIIUN
PEKOMEHIyETCA MEPEUNTATh CBOU 3aIIMCH, BHECTH MOIMPABKU U JIOMTOJTHEHUS HA MOJISIX.
KoHCHEeKThI IeKIH peKOMEH1yEeTCsl UCII0JIB30BaTh IPH MOJATOTOBKE K MPAKTUUYECKUM 3aHATHUSAM,
AK3aMEHY, KOHTPOJIbHBIM TECTaM, KOJJIOKBUYMaM, IPH BHIMIOJIHEHUU CAMOCTOATEIIbHBIX
3a7JaHUM.

11.2. PexoMeHalMy 1O NOJATOTOBKE K MPAKTUYECKUM 3aHATHIM

J171s MOATOTOBKY MPaKTUYECKUM 3aHATHIM 00yJaroneMycsi HE0OOX0IMMO 3apaHee 03HaKOMUTBCS
C MepeyHeM BOIPOCOB, KOTOPBIE OYAYT paCCMOTPEHBI HA 3aHATHH, @ TAKXKE CO CIIUCKOM
OCHOBHOI U JIOTIOIHUTEIbHOU IUTEepaTypbl. HE00X01MMO MOMHUTD, YTO MpaBUJIbHAS MOJTHAS
IIOATOTOBKA K 3aHATHIO MOJAPA3yMEBAET IPOUYTEHUE HE TOJBKO JIEKIIMOHHOIO MaTepuana, HO U
yueOHoil muTeparypsl. Heo6Xx0a1Mo mpounTaTh COOTBETCTBYIOIINE Pa3/ieiibl U3 OCHOBHOU U
JIOTIOJIHUTEIILHOM JINTEpaTypbl, PEKOMEHI0BAHHOM IIPETO1aBATENIEM, BBIJEIUTh OCHOBHBIE
MIOHATUSA U IIPOLIECCHI, UX 3aKOHOMEPHOCTHU U JABUXKYIIME CUIIBI U B3aUMHBIE CBsA3U. [Ipu
MOJIFOTOBKE K 3aHSTHIO HE HY)KHO 3ay4lBaTh yueOHbIN MaTepuan. Heo0xoaumo monsITaTbest
CaMOCTOATENILHO HAaTU HOBBIC JTaHHBIE 110 TEME 3aHATUS B HAYYHBIX U HAYYHO-TIOMYJISPHBIX
W3/IaHMSIX U HAa aBTOPUTETHBIX caiTax. Ha mpakTuueckunx 3aHATUSAX HYKHO BBIICHATD y
IIPENOoAaBaTels OTBEThl HA MHTEPECYIOLIUE TN 3aTPYIHUTEIIbHBIE BOIIPOCHI, BHICKA3bIBATh U
apryMEHTHPOBAaTh CBOE MHEHUE.

11.3. Pexomenaanuu no noAroToBKe K JJaOOPaTOPHBIM 3aHATUSAM

JIJ1s HOATOTOBKH K J1a00OPAaTOPHBIM 3aHATHIM HEOOXOAUMO 3apaHee 03HAKOMUTHCS C TIepeUuHEM
BOIPOCOB, KOTOPbIE OyIyT PaCCMOTPEHBI Ha 3aHATHH, PEKOMEHIyeMOH OCHOBHOM 1
JIOTIOJIHUTEIILHOM JINTEpaTyphl, COACPKaHUEM PEKOMEHI0BaHHbIX MIHTEpHET-pecypcoB.
HeobxoaumMo mpoynTaTh COOTBETCTBYIONINE Pa3/Iebl U3 OCHOBHOW U JOTIOTHUTEIHHOM
JUTEPATyphl, PEKOMEHJOBAaHHON IIPETIOAABATEIIEM, BBIACIUTD OCHOBHBIE ITOHITHS U IIPOLIECCHI,



HX 3aKOHOMCPHOCTH U JABUKYIIHUEC CUJIbI U B3AUMHBIC CBA3U. Ha na6opaToprlx 3aHATUAX HYKHO
BBIACHSTH Yy IPCNIOAABATCIII OTBEThI HA MHTCPECYIOIUE U 3aTPYAHUTCIBbHBIC BOIIPOCHI,
BBICKA3bIBATh U ApTYMCHTUPOBATL CBOC MHCHUC.



