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PABOYAA NPOrPAMMA OUCUUMIINHDBI (MOAYINA)
B51.5.31.1.0cHOBbI OKYMEHTOO60POTa B TAaMOXXEHHbIX OpraHax
Ha 144 yaca(oB), 4 3a4eTHbIX(ble) eanHML(bI)

AnNs HanpaeneHns NoAroToBku (cneumansHoctn) 38.05.02 — TamoxxeHHoOe aeno

cocTtasrneHa B cootBeTcTBUM ¢ PIOC BO, yTBEpXKAEHHLIM NPUKA3OM
MuHucTepcTBa 0OpasoBaHus n Hayku Poccunckon ®egepaumm ot
« » 20 r. Ne

Cneumanuaaumst — TaMOXXeHHbI KOHTPOMb (Anst Habopa 2019)

dopma 0byyeHns ovHas, 3ao4Has



1. OpraHu3auMoOHHO-MeToANYEeCKUI pa3gen
1.1 Uenb 1 3agauu gucumnnuHbl (moayns)
Llenb nayyeHust aucunnnmHbl;

dopMmpoBaHue y o0y4varoLwmxcsa ynpaBneH4eckon n MHOOPMaLNOHHOW KyNbTypbl, 3HaHWA 00
OCHOBaXx JOKYMEHTaLMOHHOro obecnevyeHns aesaTenbHOCTM TaMOXEHHbBIX OPraHOB U HaBbIKOB
ncnonb3oBaHus cnocoboB oOMeHa nHpopmMaLumen.

3agaum n3yyvyeHnda ancumniinHbl:

- JaTb TeopeTnyeckue ceefeHms o6 OCHOBax AOKYMEHTALMOHHOIro obecneyeHns ynpasneHns
(OOY) oearenbHOCTbIO TaMOXEHHbIX OpraHoOB, AOKYMEHTUPOBAHMWS YPaBeHYEeCKUX peLLeHNN,
co34aHna N PYHKUMOHUPOBAHUS CUCTEMbI YNpaBneHnsa JOKyMEHTaMun, 3KCnepTnse LeHHOCTH
OOKYMEHTOB;

- naTb NpeacTaBneHne o HopmaTuBHo-MeToan4veckon 6ase OY neAaTenbHOCTbIO TAMOXKEHHbIX
OpraHoB, 3aKOHOMEPHOCTAX U TEHOEHUMAX €€ pa3BUTUSA; MHPOPMALMOHHBIX TEXHOMOIMSX,
ncnonb3yemblx B npouecce paboTbl C AOKYMEHTUPOBAHHOM MHGOPMAaLNEN; 3aKOHOMEPHOCTSIX
OOKYMEHTO0Opa3oBaHNS; NPUHLMMNAX pauuoHanM3aumm JOKyMeHTo000poTa;

- MPMBUTL NPaKTUYECKNE HABbIKU B YACTN JOKYMEHTMPOBAHUS YNPaBNEeHYECKON N MHON
NPON3BOACTBEHHOW AEATENBHOCTU TaMOXEHHbIX OPraHoB, OpraHu3aumm 4OKyMeHToobopoTa
OOJMKHOCTHOIO nNnua U/unu CTpyKTYpHOro noapasaefneHns TaMoXXEeHHOro opraHa;

- NPUBUTL NPAKTUYECKNE HABbIKW B YaCTW MOCTAHOBKX 3a4a4n No aBToMaTu3aumm
(MogepHuM3auun) goKyMeHToob0opoTa B Npeaenax CBOMX JOMKHOCTHBIX 00S3aHHOCTEN.

1.2. MecTo ancuunnuHbl (Moayns) B cTpyktype Ol

[lns ycnewHoro ocBoeHUs AMCLMMIMHBI 00y4YaoLWmnnes OOMmMKeH MMeTb 6a30ByH NOATOTOBKY MO
ancunnnuHam: «MHdopmatmka», «OCHOBbI CUCTEMHOro aHanusay». OucunnnuHa «OCHOBBI
JOKYMEHTO060poTa B TaMOXEHHbIX OpraHax» OTHOCUTCS K AucumnnmMHam 6a3oBoi 4acTw,
BXOOUT B cOCTaB moaynsi «IHOpMaUVOHHbIE TEXHOMOMMM B TaMOXEHHOM Aerne» u aBnseTcs
npealwlecTeyolen ANs  gucuMniMHbl - «MHPOPMaLMOHHBIE  TaMOXEHHbIE  TEXHOMOrMm».
OucumnnnHa nsyyaetca obyyarowmmmcsa o4Hon bopmbl Ha 4 Kypce B 8 cemecTtpe. OucumnnunHa
n3yyaeTcsa obyyarommmca 3ao4Hon opmbl Ha 5 kypce B 10 cemecTpe.

1.3. O6bem gucumnnuHbl (Moaynsa) ¢ ykazaHueM TpygoeMKOCTU BCeX BUAOB
y4yeOHOM paboTbl

O6Lwasn TpyAoeMKOCTb AUCLUMNNMHBI (MoAyNns) cocTaBnseT 4 3aveTHbiX(ble) eanHu(bl), 144
4acos.

OuHasa ¢opma

PacnpefgeneHue no cemectpam

Buabl 3aHATUI 8 Bcero yacos
cemecTp

O6wasa TpyaoeMKoCTb 144
AyOuTOpHbIE 3aHATUS, B 90 90
T.u.
nekumoHHsble (J1K) 18 18
npakTnyeckue
(cemuHapckue) (M3, C3) 2 72
na6opatopHbie (J1P) 0 0




CamocTosTenbHas
paboTta ctygeHtoB (CPC)

18

18

dopma NPoMeXyTOYHOWA
aTTecTtauum B cemecTpe

Ok3ameH

36

KypcoBasi paboTta
(kypcosow npoekT) (KP,
KI)

3aouHas dopma

PacnpeneneHune no cemectpam
Buabl 3aHaTUI 10 Bcero yacos
cemecTp
OOwas TpyaoeMKOCTb 144
AyOuTOpHbIE 3aHATUS, B 16 16
T.u.
nekuyunoHHsle (1K) 4 4
npakTuyeckme 12 12
(cemuHapckue) (M3, C3)
na6bopatopHbie (J1P) 0 0
CamocrTosiTenbHas 92 92
paboTa ctygeHToB (CPC)
dopma NpoMeXyTOYHOMN SK3amen 36
aTTecTaumm B cemecTpe
KypcoBasi paboTta
(kypcoBow npoekT) (KP,
KIT)

2. Tpe6oBaHuA K pe3ynbTataM OCBOEHUA AUCLUNIIUHbI

I'Ipou,ecc N3yvyeHna ancunniinHbl HarnpassiieH Ha (*)OpMI/IpOBaHI/Ie cnepyrowmx KOMMETEHUWIA:

NHpekc
CogepxaHue KoMneTeHunn
KoMneTeHuun

OMK-2 rOTOBHOCTb K KOMMYHMUKaLMN B YCTHON N MMCLMEHHON hopmMax Ha pyCcCKOM U
WHOCTPaHHOM f3blKax Ans peleHnsa 3agad npodeCCUoHansHoM AeaTenbHOCTU
BNageHue HaBblkaMu MPUMEHEHUSI B TaMOXEHHOM ferie MHPOPMaLMOHHbIX

MK-32 TEXHONOININ N cpeacTB obecneveHunss Nx PyHKUMOHNPOBAHNS B LIENsX
NMHOPMAaLMOHHOIO CONPOBOXAEHNSA NPoeccnoHanbHOM AeaTenbHOCTU




MK-35

BrnageHve HaBblkamMy MCNOSb30BaHMS 3NEKTPOHHbIX CNocoboB obmeHa
NHOPMaLMEN N CPEACTB NX obecneyeHmnsi, NPUMEHSIEMbIX TaMOXEHHbIMU
opraHamu

I'lnaHMpyeMble pes3ynbTaTthbl O6y‘—IeHVIF| no ancuuninmHe onda nocnenoBaTtesibHOro JOCTMXeHUsA

YPOBHEN CHOPMUPOBAHHOCTN KOMMETEHLNI

PesynbtaTt 06yyeHus

3HaTb

MoporoBbli:

1) Ha HM3KOM YpOBHE 3HaEeT obLUME CBEOEHNS O A3bIKE U peyun, CBEOEHUS O TUNax
A3bIKOBOW HOPMbI, MpaBua 4enoBoro obLweHns, pe4eBon 3TUKET; OCHOBBI
AOKYMEHTMPOBaHWS, MPUHLIMNbBI OPraHn3auumn AoKyMeHTaunoHHoro obecneveHuns
yrnpaBneHYeCcKon AesTENbHOCTM TaMOXEHHbIX OpraHoB, TpeboBaHus K
0POPMIMEHNIO JOKYMEHTOB;

2) Ha HN3KOM ypoBHe 3HaeT obLime ceeaeHnst 06 MHGPOPMALMOHHBIX TEXHOOMMAX
n cpeacTBax obecneyeHnss Mx PYyHKLMOHMPOBAHMSA B LENAX MHOPMaLMOHHOIo
COMPOBOXAEHUSA NPOGECCUOHANBHON AEATENBbHOCTY;

3) Ha HU3KOM YPOBHE 3HAET NOPSAO0K PaboTbl C ANEKTPOHHBIMY AOKYMEHTaMU,
nopsaok paboTbl B CUCTEME 3NEKTPOHHOrO 4OKYMeHToobopoTa 1 BeaeHus 6a3
AaHHbIX, NOPAAOK Nepegayn nHdopMauum no kKaHanam 3NeKTPOHHOWN CBA3W.

CTaHpapTHbIN:

1) Ha cpeaHeM ypoBHe 3HaeT obLme cBeaeHus O A3bIKE U peyn, CBEAEHUS O
TMNax A3bIKOBOW HOPMbI, MpaBuia 4enoBoro obLeHnsl, pe4eBOon ITUKET; OCHOBBI
OOKYMEHTMPOBaHMS, MPUHUUMbBI OPraHM3auumn JOKYMEHTaLMOHHOro obecnevyeHns
ynpaBreH4YecKkon AesTENbHOCTM TaMOXEHHbIX OpraHoB, TpeboBaHuMs K
0OOPMAEHNIO JOKYMEHTOB;

2) Ha cpegHeM ypoBHe 3HaeT 0bLwue ceeaeHus 06 MHPOPMALMOHHBIX
TEXHONOrUAX 1 cpeacTBax odecnedeHms nx PyHKLMOHUPOBAHNS B LENsAxX
NH(OPMALMOHHOTO CONPOBOXAEHNS NPOheCCHOHaNbHOM A4eATEeNbHOCTY;

3) Ha cpegHeM ypOBHe 3HaeT NOPSAOK paboThbl C ANEKTPOHHBIMU LOKYMEHTAMWU,
nopsaoK paboTbl B CUCTEME 3NEKTPOHHOrO AOKYMEeHToobopoTa 1 BeaeHus 6a3
OaHHbIX, NOPSAOK Nepefayn nHdopmaumm rno KaHanam 311EKTPOHHOM CBA3W.

OTanoHHbIN:

1) Ha BbICOKOM YPOBHE 3HaeT obLuMe CBeEHMs O A3bIKE U peyun, CBeEHUs O
TMnax A3blKOBOW HOPMbI, Npasuna 4enoBoro obLieHns, peyeBon 3TUKET, OCHOBBI
OOKYMEHTMPOBAHMS, MPUHLUUIMbBI OPraHM3auun OKyMEHTaLMOHHOro obecnevyeHns
ynpaBneHYeCcKon AesATENbHOCTM TaMOXEHHBIX OpraHoB, TpeboBaHus K
0POPMIEHNIO JOKYMEHTOB;

2) Ha BbICOKOM YpOBHE 3HaeT obuime ceeaeHnst 06 MHGPOPMAaLMOHHbIX
TEeXHOmNornax n cpeacteax obecnedeHms nx PyHKLMOHNPOBAHNS B LEeNax
WHOPMALMOHHOIO CONPOBOXAEHUSA NPOoeccMoHanbHON AeATeNLHOCTY;

3) Ha BbICOKOM YPOBHE 3HAET NOPSAA0K paboThbl C SNEKTPOHHLIMW JOKYMEHTaMW,
nopsiaok paboTkl B cUCTEME SNEKTPOHHOIO JOKYyMeHToobopoTa 1 BegeHus 6a3
OaHHbIX, NOPSAOK nepefayn nHdopmaumm no KaHanam 3NeKTPOHHOW CBA3N.




YmeTb

Moporosbli:

1) Ha HU3KOM YPOBHE YMeEeT OCyLLEeCTBMATbL 0OMeH MHpopMaLMel Npu YCTHbIX U
MUCbMEHHBIX KOHTaKTax; 0OpPMIIATb OPraHN3aLnoHHO-pacnopsaanTenbHble
[AOKYMEHTbI, NPUMEHSITb HOPMATUBHO-MeTOAMNYECKYt0 6a3y Kypca B NpakTU4eCcKow
[esiTeNbHOCTU NO opraHu3auuy paboTbl C JOKYMEHTaMU B TAMOXEHHbIX OpraHax;
2) Ha HU3KOM YPOBHE YMEET UCMONb30BaTh B TaMOXEHHOM Jerne
MHpOpPMaLIMOHHbIE TeXHONOrK; 3) Ha HU3KOM YPOBHE ymMeeT paboTaTb C
3MEKTPOHHbIMW JOKYMeHTaMu, paboTaTb B CUCTEME 3MEKTPOHHOIO
[OKyMeHToo60poTa 1 UCMOoNb30BaTb COBPEMEHHbIE CPeCTBA CBSA3N,
OpraHu13aLMOHHOW U BbIYUCIIMTENBHON TEXHUKN Npu paboTe ¢ ynpaBneH4YeckuMm
1 MHBIMU [JOKYMEHTaMM.

CTanpapTHbIN:

1) Ha cpegHeM ypoBHe ymeeT BecTu aernosyto 6ecefy, ocyLLecTBNATbL 0bmeH
MHGopMaLmMen NpU YCTHbIX N MMCbMEHHbIX KOHTaKTax; opopMnsaTb
opraHu3aunoHHO-pacnopaguTenbHble JOKYMEHTbI, MPUMEHATb HOPMAaTUBHO-
mMeToamndeckyto 6a3y Kypca B NpakTU4eCcKon AeATEeNbHOCT MO OpraHv3aumm
paboTbl C LOKYMEHTaMWN B TAMOXEHHbIX OpraHax;

2) Ha cpeHeM ypOBHEe YMeeT UCMoNb30BaTh B TAMOXEHHOM aerne
NMHPOPMaLIMOHHbIE TEXHOSMOIUK,

3) Ha cpegHeM ypoBHe ymeeT paboTaTb C SMNEeKTPOHHbIMU AOKYMEHTaMu,
paboTaTb B CMCTEME SMNEKTPOHHOIO JOKYMEHTOOBopoTa U MCMonb3oBaTh
COBpEMEHHbIE CcpeacTBa CBA3WN, OPraHN3aUMOHHOW U BbIYUCTIUTENBHON TEXHWUKM
npu paboTe ¢ ynpaBrneHYeCKMMM N UHbIMW LOKYMEHTaMW.

OTanoHHbIN:

1) Ha BbICOKOM YPOBHE ymeeT BeCTu aernoByto 6eceny, ocylectBnaTb 0bmeH
MHopMaLMen Npu YCTHLIX U MMCbMEHHbIX KOHTaKTaX, A4aBaTb OLEHKY, BECTU
OMCKYCCUIO M y4acTBOBaTh B HEN; 0pOpMIsiTb OpraHn3aLMoOHHO-
pacnopsiaMTenbHble JOKYMEHTbI, MPUMEHATb HOPMaTUBHO-METOAMYECKYO Basy
Kypca B MpaKTUYeCcKon OAeATENbHOCTU N0 OpraHn3aumm paboTbl ¢ JOKYMEHTaMu B
TaMOXEHHbIX OpraHax;

2) Ha BbICOKOM YPOBHE YMEET MCMONb30BaTh B TAMOXEHHOM gerne
NMHOPMAaLMOHHbIE TEXHOMOMMMK;

3) Ha BbICOKOM YPOBHE YMeeT paboTaTb C 9NEKTPOHHbIMU JOKYMEHTaMMU,
paboTaTtb B CMCTEME SMNEKTPOHHOIO JOKYMEHTOO00POTA M MCMONb30BaTh
COBpPEMEHHbLIE CpeacTBa CBA3WN, OPraHN3aUMOHHOM U BbIYUCTTUTENBHOM TEXHUKM
npu paboTe ¢ ynpaBneH4YeCcKMMM U UHBIMWU OKYMEHTaMMU.

MoporosbIit:

1) Ha HNU3KOM ypOBHE BnageeT KOMMYHUKaTMBHOW KOMMNETEHUMEN ans
NPaKTUYECKOro peLleHnst coLmanbHO-KOMMYHUKATUBHBIX 3aad B
npodeccrmoHaneHoON AeATeNbHOCTU; HaBblkaMy MO 0GOPMIIEHNIO
OpraHvM3aunoHHO-pacnopaauTenbHbIX JOKYMEHTOB, HaBblkaMy NPUMEHSATb
HOpMaTMBHO-MEeTOAUYECKYI0 Ba3y Kypca B NPaKTUYECKON AeATeNnbHOCTY;

2) Ha HU3KOM YPOBHe BriageeT HaBblkaMu NPUMEHEHUS B TAMOXEHHOM Jene
MHPOPMALMOHHBIX TEXHOSTOTUIA N CPeACTB obecneveHust nx PyHKUMOHNPOBAHNS;
3) Ha HU3KOM YpPOBHe BriageeT HaBblkaMu paboThbl C 3NEKTPOHHbLIMU
OOKYMEHTaMu, HaBblKaMn UCMOMb30BaHUA 3NEKTPOHHbIX cnocoboB obmeHa
WHcpopMaLmen n cpeacTs Ux obecneveHunsl, NPUMEHSEMbIX TaMOXEHHbIMN
opraHamu.




CTaHpapTHbIN:

1) Ha cpeaHeM ypOBHe BriafeeT KOMMYHUKaTUBHOM KOMMNETEHUNEN aANng
NPaKTUYECKOro PELUEHMS cCoLnanbHO-KOMMYHUKATUBHbIX 3aay B
npodeccrnoHanbHOM AeATeNbHOCTU; HaBblkaMu Mo 0POPMITIEHNIO
OpraHu3aunoHHO-pacnopsaanTENbHbIX AOKYMEHTOB, HaBblKaMy NMPUMEHSITb
HOpPMAaTMBHO-METOOUYECKYHO Da3y Kypca B MPaAKTUYECKON AeATENbHOCTY;
BrnapgeTb | 2) Ha cpegHeM ypoBHe BrafdeeT HaBblkaMy NMPUMEHEHUS B TAMOXXEHHOM Jene
MHOPMAaLMOHHBLIX TEXHOOMNIA N CPeAcTB obecneveHust nx pyHKLUMOHNPOBAHWS;
3) Ha cpegHEeM ypoBHe BrageeT HaBblkamu paboTbl C 3NEKTPOHHbLIMMU
OOKYMEHTaMM, HaBblKaMy UCMOMb30BAHUA 3NEKTPOHHBIX CNOCOO0B 0bmeHa
MHopMaLMEN U cpeacTB Ux obecneyeHusi, NPUMEHSIEMbIX TaMOXXEHHbIMN
opraHamu.

OTanoHHbIN:

1) Ha BbICOKOM YpPOBHE BriageeT KOMMYHUKaTUBHOMW KOMMNETEHUNEN ANg
NPaKTUYECKOro peLleHnst coLmanbHO-KOMMYHUKATUBHBIX 3a4ad B
npodeccroHanbLHON AeATenbHOCTU; HaBblkaMu No 0POPMITEHNIO
OpraH1M3aunoHHO-pacnopaauTenbHbIX JOKYMEHTOB, CO34aBaeMbIX 1
NCnonb3yeMblX B MPOM3BOACTBEHHON AEATENIbHOCTU TaMOXEHHbIX OpraHos,
HaBbIKaMy MPUMEHATbL HOPMAaTMBHO-METOANYECKYHO Ba3y Kypca B NPaKTUYECKOM
OeaTernbHOCTY;

2) Ha BbICOKOM YpPOBHe BriageeTt HaBblkaMu NPYMEHEHUSA B TaMOXXEHHOM Jene
WMHPOPMAaLMOHHBIX TEXHOOMNA N CpeacTB obecneveHus nx PyHKUNOHNPOBaHNS;
3) Ha BbICOKOM YPOBHE BriageeTt HaBblkamMu paboThbl C 3NEKTPOHHbLIMU
OOKYMEHTaMM, HaBblKaMy UCMOMb30BaHUA 3NEKTPOHHBLIX CNOCOO0B 0bMeHa
WHpopMaLmen n cpeacTs ux obecnedeHuns, NPUMEHAEMbIX TaMOXEHHbIMN
opraHamu.

3. CogepxaHne AUCLUNNUHBI
3.1. Pasgens! gucumnnuHbl U BUAbI 3aHATUNA

OuHas copma

AyanTopHble
Bcero
HavmeHoBaHue pasgena 3aHATUA CPC

1B TN3(Cc3nP

Homep

Moayne pasgena

MpeameT, MeToa M 3aaym Kypca.
[eatenbHOCTb NogpasgeneHni

1 1 JOKyMeHTaUMOHHOro obecneyeHus 12 2 8 -] 2
TaMOXEHHbIX OpraHoB: YnpaeneHue genamm
OTC Pocecun (cTpyKTypa, hyHKUMN 1 3aga4n).

OTgen AokyMeHTauMoHHOro obecneyeHuns
ynpasneHus PTY, TaMoXHW (CTPyKTypa,
yHKUMW, 3aga4um, npasa), oTAeneHue

2 OOKyMEHTaUMOHHOro obecneyeHuns nnm 12 2 8 -1 2
PyHKLMOHANbHas rpynna JOMMKHOCTHbIX Ny
Mo HarnpaBfeHno AeATEeNbHOCTN TaMOXEHHOro
nocta (3agayum, QyHKLMM 1 npasa).




Opranunsaums goKymeHToobopoTa B
TaMOXXEeHHbIX OpraHax: npaBoBasi OCHOBA
(TunoBas MHCTPYKLUMSA NO AEeNONPON3BOACTBY U
paboTe apxvMBa B TAMOXEHHbIX OpraHax
Poccunckon denepauun). FlocyaapcTBeHHbIE
cTaHOapThl B cdhepe AenonponsBoacTaa.

14

10

lMpaBoBas ocHoBa opraHusaumm
pokyMeHToobopoTa: PegepanbHbii 3aKOH OT
06.04.2011 Ne 63-93 «O6 aneKTpoHHOWN
noanucuy, degepanbHbli 3aKOH OT
27.07.2006 Ne 149-®3 «O6 nHdopmaumm,
WMH(POPMALMOHHBIX TEXHONOMNAX 1 O 3alinTe
UHopMaLLMnY.

12

MpuHUMNBI opraHM3auun 1 aTanbl
pokymeHToobopoTa. [lokymeHToo60poT
BXOAALUMX AOKYMEHTOB.

14

10

[ oKyMeHTOO60POT MCXOOALLMX JOKYMEHTOB.
[OKyMEHTOOBOPOT BHYTPEHHMX OOKYMEHTOB:
NPOXOXOEHME N PErNCTPALMS BHYTPEHHNX
DoKyMeHTOB. OCOBEHHOCTN UCMONMHEHMNS U
KOHTPOSb UCMONTHEHNS] JOKYMEHTOB.

14

10

OnNeKTPOHHBIN OKYMEHTOOOOPOT B
TaMOXXeHHOM opraHe. Cnuctema aneKkTpoHHOro
JoKyMeHToobopoTa. ABTOMaTM3MpoBaHHas
obpaboTka oOKyMeHTOB. Perucrtpauns
JOKYMEHTOB.

12

OcobeHHOCTM paboThbl C ANEKTPOHHBIMA
OOKyMEeHTamu.

12

OpraHusaumst AoKymeHToobopoTa YnTnHckom
TaMOXHMW.

WNToro

108

18

72

18

3aouHana dhopma

Mogaynb

Homep
pasgena

HaunmeHoBaHue pasgena

Bcero
yacos

AyanTopHble

3aHATUA

JIK

MN3(C3)

JIP

CPC

MpeameT, MeToA 1 3aaum Kypca.
[eatenbHoOCTb NogpasgeneHnin
OOKYMeHTaLMOoHHOro obecnevyeHns
TaMOXEHHbIX OpraHoB: YnpasneHne genamm
®TC Poccum (cTpykTypa, QYHKUUN 1 3agaum),
OTaen gokyMeHTauuoHHOro obecneyeHns
ynpaeneHus PTY, TamoxHu (CTPyKTypa,
yHKUMW, 3aga4um, npasa), oTAeneHue
OOKYMEHTaLMOHHOro obecneveHns nnm
PyHKLMOHANbHas rpynna AOMKHOCTHbIX NnL, MO
HanpaeneHno 4eATENbHOCTU TaMOXEHHOMO
nocta (3agayum, QyHKLMM 1 npasa).

18

14

7




Opranunsaums gokymeHToobopoTa B
TaMOXEHHbIX OpraHax: NnpaBoBasi OCHOBA
(TunoBas MHCTPYKLUMSA NO AEeNONPON3BOACTBY U
paboTe apxvMBa B TAMOXEHHbIX OpraHax
Poccuinckon ®epepaummn, PegepansHbiin 3aKOH
oT 06.04.2011 Ne 63-d3 «O6 aneKkTpoHHOM1 36 |2 4 -1 30
nognucux», ®egepanbHbin 3akoH oT 27.07.2006
Ne 149-03 «O6 nHdopmauuu,
MHOPMALMOHHBIX TEXHOMOIMMSIX N O 3almTe
WHdopmaLmMm»). FocyaapCcTBEHHbIE CTaHAAPThI
B cchepe genonponsBoacTea.

MprHUMNbLI OpraHn3auumn n atan.l
OoKymeHToo6opoTa. [JokyMeHToo60poT
BXOAALLNX, NCXOOALMNX N BHYTPEHHUX 34 | - 4 - 130
DOKyMeHTOB. OCOBEHHOCTU UCMONMHEHMNS U
KOHTPOJSb UCMONHEHNSI AOKYMEHTOB.

OnNEeKTPOHHbIN OKYMEHTOOO0pPOT B
TaMOXXeHHOM opraHe. CucTeMa 3N1eKTPOHHOIO
JoKyMeHToobopoTa. ABTOMaTM3nMpoBaHHas 20 | - 2 - |18
obpaboTka JokyMeHTOB. Pernctpauus
OOKYMEHTOB.

WNToro 108 14| 12 | 0] 92

3.2. lleKuMoOHHbIe 3aHATUA

OuHas popma

Moaynb

Homep
pasgena

CopepxaHue NeKUMOHHbIX 3aHATUI

MpeameT, MeToA v 3agaym Kypca. [leaTenbHOCTb NnoapasgeneHni
AOKYyMEHTaLUMOHHOro obecneveHnss TaMOXeHHbIX OpraHoB: YnpasneHue
Aenamun ®TC Poccuu (CTpyKTypa, (PyHKUMM 1 3aga4n).

OTgen gokyMeHTaumoHHoro obecneyeHus ynpaesneHus PTY, TaMOXHM
(cTpykTypa, dyHKUMK, 3aa4m, Npaea), oTaeneHne JOKYMEHTaLNOHHOro
obecneyeHmnsa unm yHKLMoHanbHasa rpynna goSBKHOCTHBIX nL, Mo
HanpaBfeHNo AEeATENBHOCTN TaMOXEHHOMO NocTa (3agayun, YHKUMK 1
npaea).

OpraHusaums 4oKymeHToo60poTa B TaMOXEHHbIX OpraHax: npaBoBas
ocHoBa (TvnoBasi UHCTPYKLUMSI NO AENONPOM3BOACTBY M paboTe apxvBa B
TaMOXeHHbIX opraHax Poccuickon ®epepaummn). MlocyaapcTBeHHbIe
CTaHOapThbl B chepe 4enonpon3BoAcTBa.




lMpaBoBas ocHoBa opraHm3auunn gokymeHToobopoTa: PenepanbHbi
3akoH oT 06.04.2011 Ne 63-®3 «O6 3neKkTpoHHON noAnncuy,

4 denepanbHbIn 3akoH 0T 27.07.2006 Ne 149-03 «O6 nHdopmaumn,
NH(OPMALIMOHHbBIX TEXHOMNOIUAX 1 O 3aLmUTe NHPOPMaLUNY.
5 MpuHUMNBI opraHn3auun 1 atanbl JOKyMeHToobopoTa. [lokymeHToo60poT
BXOAALUMX LOKYMEHTOB.
3
[oKyMeHTOO60POT NCXOAALMX AOKYMEHTOB. [JokyMmeHToo60poT
6 BHYTPEHHUX JOKYMEHTOB: MPOXOXAEHME U PErncTpauus BHyTPEHHMX
OOKyMeHTOB. OCOBEHHOCTM UCMOSTHEHUSI U KOHTPOSb UCMOSTHEHNS
OOKYMEHTOB.
ONEKTPOHHBIN JOKYMEHTOOOOPOT B TAMOXEHHOM opraHe. Cuctema
7 3MNEeKTPOHHOro AoKyMeHToobopoTa. ABTOMaTU3MpoBaHHasa o6paboTka
AOKYMEHTOB. Perncrpaunsi LOKYMEHTOB.
4
8 OcobeHHOCTM paboTbl C ANEKTPOHHBIMU JOKYMEHTaMMW.
9 OpraHusaumns AokymeHToo60poTa YNTUHCKOM TaMOXHM.

3aoyHas dopma

Mogaynb

Homep
pasgena

CO[J,Gp)KaHVIe NEKUMOHHbIX 3aHATUI

MpenomeT, MeToq 1 3aga4dn Kypca. [lesatenbHOCTb noapasaeneHnn
OOKYMEHTALMOHHOIro obecneyeHnss TaMOXEHHbIX OpraHoB: YnpaBneHue
aenamm ®TC Poccum (CTpykTypa, dhyHKUuuKM 1 3agadn), Otgen
OOKyMeHTaLMOoHHOro obecneyeHuns ynpasnenunsa PTY, TaMOXHU
(cTpykTypa, dyHKUMK, 3a0a4n, Npaea), oTaeneHne JOKYMEHTaUNOHHOro
obecneyveHns nnn oyHKUMOHanbHas rpynna AomKHOCTHBIX KL, Mo
HanpaBneHno AeATENBHOCTU TaMOXEHHOMO NocTa (3agayun, YHKUMK 1
npasa).

OpraHunzaumsa gokymeHToobopoTa B TaMOXEHHbIX OpraHax: npaBoBas
ocHoBa (TvnoBasi UHCTPYKLUMS NO 4eNONPOM3BOACTBY M paboTe apxvBa B
TaMOXeHHbIX opraHax Poccuinckon ®enepaunun, degepanbHbll 3aKOH OT
06.04.2011 Ne 63-d3 «O6 anekTpoHHOW nognucuy, eaepanbHblii 3aKOH
oT 27.07.2006 Ne 149-d3 «O6 nHdpopmaumm, MHHPOPMaLIMOHHBLIX
TEXHONOMNSX N 0 3almTe HpopMaummy). FlocyaapcTBeHHblE CTaHOapThbI
B cdhepe genonponsBoacTsa.




3.3. MpakTuyeckune (ceMmHapckue) 3aHATUSA

OuyHas popma

Mogaynb

Homep
pasgena

CopepxaHue npakTnyeckmnx(CeMMHapCKMX) 3aHATUN

MpeameT, MeToA v 3agaym Kypca. [leaTenbHOCTb NoapasneneHni
AOKYMEHTaUMOHHOro obecneyeHnsi TaMoOXeHHbIX OpraHoB: YnpasneHue
aenamun ®TC Poccuu (CTpyKTypa, (PyHKUMM 1 3aaa4n).

OTgen gokyMeHTaumoHHoro obecneyeHns ynpaesneHus PTY, TaMOXHM
(cTpykTypa, dyHKUMK, 3aa4m, Npasa), oTaeneHne JOKYMEHTALNOHHOro
obecneyeHmnsa unm yHKLMoHanbHasa rpynna AoSBKHOCTHBIX nnu, No
HanpaBfeHNo AeATENBHOCTN TaAMOXEHHOMO NocTa (3agayun, YHKUMK 1
npaea).

OpraHusaums 4oKymeHToo60poTa B TaMOXEHHbIX OpraHax: npaBoBas
ocHoBa (TvnoBasi UHCTPYKUMSI NO OENONPOM3BOACTBY M paboTe apxvBa B
TaMOXeHHbIX opraHax Poccunckon ®epepaummn). FlocyaapcTBeHHbIe
cTaHaapThl B cdepe 4enonpom3BOACTBa.

lMpaBoBas ocHoBa opraHmMsaumm AokymeHToobopoTa: PefepanbHbIn
3akoH oT 06.04.2011 Ne 63-9®3 «O6 anekTpoHHON noanncuy,
depepanbHbIv 3akoH OT 27.07.2006 Ne 149-d3 «O6 nHdopmaumu,
WHOPMALMOHHBIX TEXHOMOIMMSX N O 3aLLMTe MHGOPMaLUny.

MprHUMNBI OpraHM3auumn 1 aTanbl JOKyMeHToobopoTa. [lokymeHToo60poT
BXOASALLMX LOKYMEHTOB.

[loKyMeHTO060POT NCXOAALLMX AOKYMEHTOB. [JOKyMEHTOOB0POT
BHYTPEHHUX JOKYMEHTOB: NMPOXOXAEHWE U pPErncTpauunst BHyTPEHHUX
AokyMeHTOB. OCOBEHHOCTM UCNOMHEHWS! U KOHTPOSb UCMONTHEHUS]
[OKYMEHTOB.
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ONEKTPOHHBIN JOKYMEHTOODOPOT B TaMOXXEHHOM opraHe. Cuctema

7 3NEKTPOHHOro JOKYMEHTOO00opoTa. ABTOMaTU3MpoBaHHas obpaboTka
AOKyMeHTOB. Pernctpaums 4OKYMEHTOB.

8 OcobeHHOCTM PaboTbl C ANEKTPOHHBIMU JOKYMEHTaMW.

9 OpraHusaums gokymeHToobopoTa YNTUHCKON TaMOXHM.

3ao4Hasa opma

Mogaynb

Homep
pasgena

CopgepxaHue npakTnyecknx(CemMmHapcknx) 3aHATUN

MpegmeT, meToa n 3agaym kypca. [leatenbHOCTb NoapasaeneHnin
AOKYMEHTaLMOHHOro obecneyeHns TaMoXXeHHbIX OPraHoB: YnpaBneHue
aenamn ®TC Poccum (CTpykTypa, pyHKUMK 1 3agaum), Otaen
OOKyMeHTaLMOoHHOro obecneyeHuns ynpasnenunsa PTY, TaMOXHU
(cTpykTypa, dyHKUMK, 3aga4n, Npaea), oTaeneHne JOKYMEHTaUNOHHOro
obecnevyeHmns unm QyHKUMOHanbHas rpynna goSKHOCTHBIX L, Mo
HanpaBneH1o eaTeNbHOCTU TaMOXEHHOro nocTa (3agaun, QyHKUUN n
npasa).

Oprannszaumsa JOKyMeHTO000poTa B TAMOXEHHLIX OpraHax: npaBoBas
ocHoBa (TunoBas HCTPYKLMSA NO Aenonpon3BoacTBy 1 paboTe apxmea B
TaMoXeHHbIX opraHax Poccuinckon ®egepaumm, degepanbHbiid 3aKoH OT
06.04.2011 Ne 63-93 «O6 anekTpoHHOW nognucuy, egepanbHblid 3aKOH
oT 27.07.2006 Ne 149-®3 «O6 nHpopmaumm, MHPOPMaLMOHHBIX
TEXHOIOMUSX U 0 3almTe uHpopMaummny). FocyaapcTBeHHbIE CTaHOapPThbI
B cdhepe genonpounssoacTsa.

MpVHLUMNbLI opraHnsauum 1 atanbl JokyMeHToo6opoTa. [JokymeHToo6opoT
BXOAALLMX, UCXOOSALLUMX U BHYTPEHHMX AOKYMeHTOB. OcoBeHHOCTH
NCMOSHEHWS! M KOHTPOSb UCMOMTHEHUS! JOKYMEHTOB.

ONEKTPOHHBIN JOKYMEHTOODOPOT B TaMOXXEHHOM opraHe. Cuctema
3NEKTPOHHOro JOKYMEHTO00opoTa. ABTOMaTU3MpoBaHHas obpaboTka
AOKYyMEHTOB. Perncrpaunsi LOKYMEHTOB.

3.4. NabopaTopHbIe 3aHATUA
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3.5. OpraHusaums camoCToATeNIbHOW pPaboThbl

Ou4Hasna hopma

M Homep CopepxaHue matepuana BbIHOCMMOrO Ha Bupel .
onynb CaMOCTOATENbHOM
pasgena camocTosiTeNbHOE N3ydeHne
paboTbl
NnoaroToBKa
[okymeHT. dyHKUMM aokymeHTa. KOpuamyeckasa cuna noknana
1 1 AokymeHTa. Knaccudukauusa JokyMeHTOB. Buabl (ananus
OOKYMEHTOB. y4ebHon
nnteparypsbl).
NnoaroToBKa
aoknaga,
OCHOBHbIe 3Tanbl pa3BuUTMA JOKYMEHTOOOOpOTa B npeseHTauunmn
1 > Poccun: JopeBONOLMOHHbIN, COBETCKUA 1 (aHanus
COBpEMEeHHbIN nepuoabl. OpraHmsaumsa paboTsl ¢ y4ebHou
OOKYMEHTaMM B CTPYKTYPHbIX NoapasaeneHusix. nuTepaTtypsbl 1
apyrmx
NCTOYHUKOB).
YHugpuumpoBaHHble cuctemMbl gokymentauun. FOCT P
6.30-2003 «YHMdULMPOBaHHbIE CUCTEMbI
noaroToBKa
2 3 OOKyMeHTaumu. YHuduumpoBaHHasa cuctema noKnaga

OpraHn3aLMOHHO-PaCNoPSANTENBHOW JOKYMEHTALMN.
Tpe6oBaHUs kK 0HOPMIEHUIO JOKYMEHTOBY:
XapaKkTepucTuka.

(aHanma FOCT).

MpaBoBasi OCHOBa opraHu3aummn paboTsl ¢

OOKYMEeHTaMu, coaepxalunmm ceegeHmns NnoAroToBKa
orpaHunyeHHoro pacnpoctpaHeHus (OCI1). Npasosas Aoknaga
2 4 OCHOBa opraHusaumm paboTbl ¢ AOKYMEHTamu, (ananus
coepxalimmm KomMepyeckyto TanHy. lNpasoBas HOPMaTUBHbIX
OCHOBa opraHusaumm paboTbl ¢ AOKYMEeHTamu, OOKYMEHTOB).
coaepXallnmn rocygapCTBEHHYIO TanHy.
NoAroToBKa
. Aoknaga
dopmupoBaHue permctTpaunoHHO-KOHTPObHON
3 5 (ananus
dopMbl.
HOPMAaTMBHBbIX
OOKYMEHTOB).
NoAroToBKa
oknaga
HomeHknatypa gen. ®opmupoaHue 1 opopmMmneHne f
3 6 nen ypaa pMP ¢op (aHanus
) HOPMaTUBHbIX
AOKYMEHTOB).
NnoAroToBKa
y npeseHTaumm
lMpaBoBas OCHOBA UCMOJIb30BAHMWS SNEKTPOHHOMN (aHanma
NoAnuUCK B 3rEKTPOHHOM JOKYMEHTE.
4 7 HOPMaTUBHbIX
MHdopmaLnMoHHO-TENEKOMMYHUKALNOHHBIE CETU, B OKYMEHTOB 1
ToM uncne BUTC O®TC Poccun. y
Apyrmx
NCTOYHUKOB).

12




noaroToBKa

. npeseHTaumm
OkcnepTnsa LLEHHOCTU 3NIEKTPOHHbBIX AOKYMEHTOB: (aHanma
opraHuMsaumsa 1 NopsaoK NpoBefeHusl, oopmIieHne

4 8 P ! PAA poBeA op HOPMaTUBHbIX
pe3ynbTaToB. VIcnonHeHne 3anpocoB rpaxaaH u [IOKYMEHTOB 1
opraHusaLmmn counansHO-NPaBoOBOro Xxapakrepa. y

Apyrnx

NCTOYHUKOB).

NnoAaroToBKa

npeseHTaumm

(aHanus
OpraHusaums paboTbl apxmMBa TaMOXEHHOIo opraHa

4 9 - HOPMaTMBHbIX
(Ha npumepe YUTUHCKOM TaMOXHW).

OOKYMEHTOB "
Apyrmx
NCTOYHMUKOB).
3aoyHas copma
Buabl
Homep CopepxaHme maTepuana BbIHOCUMOrO Ha .
Mogaynb CamMOCTOATESIbHOM
pasgena CaMoCTOATENbHOE U3y4eHue
paboThl
JokymeHT. dyHKUMM gokymeHTa. KOpuanyeckas cuna
AokymeHTa. Knaccudumkaumsa JokyMeHTOB. Buabl
AokymeHToB. OCHOBHbIE 3Tanbl Ppa3BUTUS
) - KOHTpOJbHas

1 1 OOKyMmeHToo6opoTa B Poccuu: 4OpeBOMOLMOHHBIN, a6oTa
COBETCKMI U COBPEMEHHbIN nepuoabl. OpraHusaums P
paboTbl C JOKYMEHTaMM B CTPYKTYPHbIX
noapasgeneHusx.

YHudmumnpoBaHHble cuctemsl gokymeHTtauuun. FOCT P
6.30-2003 «YHMGULMPOBaHHbIE CUCTEMBI
OOKYMeHTauuun. YHMdUUMpoBaHHas cuctema
OopraHn3aLMoHHO-pacnopsaMTeNbHON JOKYMEHTaUNN.
TpeboBaHNs kK 0OPMIEHNIO OOKYMEHTOBY:

> > xapakTtepucTtuka. lNpaBoBas OCHOBa opraHusaumm KOHTpOJbHas
paboThbl C 4OKYMEHTaMM, coaepXallMmMm CBeOEHNS paboTta
orpaHuyeHHoro pacnpoctpaHerus (CI1). NpasoBas
OCHOBa opraHusaumm paboTbl ¢ AOKYMeHTamu,
coepxallimmm KomMepyeckyto TanHy. lNpasoBas
OCHOBa OpraHusaumm paboTbl ¢ AOKYMEHTaMM,
coaepXallnmmn rocygapCTBEHHYIO TalHy.
dopmupoBaHue permcTpaunoHHO-KOHTPObHON

KOHTpOJbHas

3 3 dopmbl. HomeHknaTypa gen. opmmposaHue u a60Ta
odopMneHune gen. P
lMpaBoBasi ocHOBa UCNONb30BAHMWS 3NEKTPOHHON
NoANUCY B SNEKTPOHHOM OKYMEHTE.
WHpopMaLnoHHO-TENEKOMMYHUKALMOHHbIE CETU, B

4 4 ToM yncne BUTC ®TC Poccuun. SkcnepTusa LEHHOCTU | KOHTPOmbHas
3NEKTPOHHbIX AOKYMEHTOB: OpraHnsaLums 1 nopsagok paboTta

npoBeaeHns, opopMneHne pesynbTaToB. MicnonHeHve
3anpocoB rpaxaaH 1 opraHu3aumin coumansbHo-
NpaBOBOro xapakrepa.
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4. UHTepakTnBHble hopMbl 0Gpa3oBaTesibHbIX TEXHONOMNM

Bn
Homep A Konun4yecTtso
Moaynb y4EOBHBIX Ob6pa3oBaTenbHble TEXHONOMNK
pasgena < Yyacos

3aHATUI

1 1-2 npakTvka | PewleHne cuTyauMOHHbIX 3a4aHuN. 8

2 3-4 npaktvka | PelleHne cuTyauMOHHbLIX 3adaHuUN. 10

3 5-6 npakTvka | PelleHne cuTyaLMOHHbIX 3a4aHuU. 8

4 7.9 npakTuka, | PeleHne cuTyaunoHHbIX 3agannii. Jlekuus ¢ 4
nekums | ncnonb3oBaHMEM Npe3eHTaLuN.

5. ®POHA OLEHOYHbIX CPEeACTB AN NPOBeAEHUs TeKYLLEero KOHTPOnA u
NPOMeXyTOYHOM aTTecTauum obyyvaroLwmxcsa no AgucumnianHe (moaynio)

DoHA OLIEHOYHbIX CPeacTB

6. YyebGHO-MeTOAMYECKOE U NH(pOPMALMOHHOE obecnevyeHne AUCLUMNIUHDbI
6.1. OcHoBHas nuTepaTypa
6.1.1. MNeyvyaTHbIe U3gaHuA

1. KupcaHoBa, Mapua BnagmmupoBHa. Kypc genonpomsBoactBa: [LOKYMEHTaUWMOHHOE
obecneveHue ynpaeneHusa : y4eb. nocobue / KupcaHoBa Mapwusi BnagumupoBHa, AKceHOB
KOpuin Muxannoswuu. - 6-e usg., ncnp. u gon. - Mockea : MUH®PA-M ; HoBocubupck : Cnbupckoe
cornawuenue, 2010. - 367 c. - (Bbicluee obpasoaHue). - ISBN 978-5-16-002417-2.

2. bappaeB, Opyapa ApkagbeBud. [okymeHToBedeHue : y4vebHuk / bappaee 3ayapa
ApkagbeBud, KpaedeHko Bagum Bopucosuu. - 2-e 3., ctep. - Mocksa : Akagemus, 2010. -
304 c. - (Bbiciee npodgeccrmoHansHoe obpasoBanue). - ISBN 978-5-7695-7076-6.

3. KopHees, Uropb KoHcTaHTUHOBMY. [JenoBasi nepenucka u obpasubl AOKYMEHTOB: y4ebHO-
npakTtny. nocobue / KopHeeB Nropb KoHcTaHTuHOBMY, MMweHko AnekcaHap BnagumupoBud. -
Mockea: TKBen6bwu: MpocnekT, 2009. - 328 c.

6.1.2. U3paHua us 3B6C

1. JlyanHa, TatbsaHa BuktopoBHa. OpraHm3auns 4enonpon3BoACcTBa B TaMOXEHHbIX opraHax /
JlyanHa TatbaHa BuktoposHa; JlyamHa T.B., PewetHukoBa C.C. - M. : UsgaTensctso KOpawnT,
2017. - 273. - (MpodheccnoHanbHas npaktuka). - ISBN 978-5-534-02407-4. Ccbinika Ha pecypc:
https://www.biblio-online.ru/book/D2F749A4-676C-4E1F-B371-1A2D579017F5.

2. YannbirmHa, M. A. OcHOBbI AOKYMEHTOOOOPOTa B TaMOXEHHbIX opraHax. HoBasi MHCTPyKLMS :
YyebHoe nocobue / M. A. YannbirmHa, B. B. Koeapga, O. B. babackuHa. - CI16. : Tpouukun
moct, 2016. - 256 c. - ISBN 978-5-4377-0038-9. Ccbinka Ha pecypc:
http://www.trmost.ru/userfiles/flash/odoto/index.html?
%D0%9E%D0%BB%D1%8C%D0%B3%D0%B0&798552329027&114ATIMONHbLIN TEKCT.

6.2. [lononHuTenbHasa nutepartypa
6.2.1. NevyaTHble U3gaHus

1. AHgpeeBa, B.W. Jlenonpon3BoacTBO: opraHM3auus n BeaeHue : y4ebHo-npakTuy. nocobue /
B. N. AHgpeeBa. - 2-e 13g., nepepab. u gon. - Mocksa : KHopyc, 2007. - 248 c. - ISBN 978-5-
85971-693-7.

2. OemuH, KOpuin. Oenonpounssoacteo. [NogrotoBka cnyxebHbix gokymeHToB / Oemun KOpun. -
2-e n3g., nepepab. n gon. - CaHkT-MeTepbypr : Mutep, 2006. - 223 c. - ISBN 5-469-00807-X.
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3. PoroxuH, M.FO. JokymeHTbl genosoro obuweHunsa / M. KO. PoroxwuH. - 2-e 1u3g., nepepab. u
pon. - Mocksa : 3g-so POJ1, 2006. - 224 c. - ISBN 5-93840-017-1.

4. TMonytoBa, MapuHa AnekcanHgpoBHa. [okymeHTauuoHHoe obecrneveHve ynpaBrneHus
MeToA. ykasaHus / Nonytosa MapuHa AnekcaHgpoBHa. - Yuta : UntlY, 2011. - 54 c.

6.2.2. UspaHuns us 36C

1. KopHees, Uropb KoHCcTaHTUHOBKY. [JOKyMeHTaUMOHHOE obecnedeHne ynpaBneHus + Tectbl B
36¢C : YuebHuk n npaktnkym / KopHeeB Uropb KoHcTtaHTMHOBKMY; KopHeeB W.K., MweHko A.B.,
Mawypues B.A. - 2-e n3g. - M. : Msgatenbcteo KOpant, 2017. — 384[OneKTpoHHbIN pecypc] —
Pexum goctyna: https://www.biblio-online.ru.

2. lWysanosa, Hatanusa HwukonaeBHa. [OKymMeHTaUMOHHOEe obecneyeHne ynpasieHUs
YyebHuk u npaktukym / LLlysanosa Hatanus HukonaeeHa; LLysanosa H.H. - M.: 3gaTtenscTtBo
KOpawnt, 2017. - 221. - (MpodeccnoHanbHoe obpasoBaHne) [ONEKTPOHHLIN pecypc] — Pexunm
poctyna: https://www.biblio-online.ru.

3. KasakeBuy, TaTbsHa AnekcanHgpoBHa. [JOKYMEHTaLMOHHOe obecneveHne ynpaBrieHus :
YyebHuk u npaktnkym / Kasakesmy TaTbsiHa AnekcaHgpoBHa; Kasakesud T.A., Tkanud A.U. - 2-
e n3g. - M. : sgarensctBo KOpant, 2017. — 161. [QnekTpoHHbIN pecypc] — Pexnm goctyna:
https://www.biblio-online.ru.

6.3. ba3bl gaHHbIX, MHPOPMALUOHHO-CNPABOYHbI€ U MOUCKOBbLIE CUCTEMbI

1. www.customs.ru.
2. www.consultant.ru.
3. www.garant.ru.

7. NepeyeHb NporpamMHoOro obecneyeHus

MporpammHoe obecneveHne obuwiero HasHaveHusi: OC Microsoft Windows, Microsoft Office,
ABBYY FineReader, ESET NOD32 Smart Security Business Edition, Foxit Reader, AUBC
"Merallpo".

MporpammHoe obecneyeHue cneumanbHoro HasHadeHusi: CINC "KoHcyneraHTt [Mntoc", BO[-
UHdo, Cuctema TAPAHT

8. MaTepuanbHO-TeXHU4YeCKoe obecneyeHne AUCLUNNNHbBI

1. 672039, r. Yuta, yn. MNeTpoBcko-3aBoackasi, 46a, aya. 07-407. YuebHada aygutopusa gns
NpoBeOeHNs1 3aHATMIA  JIEKUMOHHOIO TWMa, 3aHATUA  CEeMUHApPCKOro Tuna, KypcoBOro
NPOEKTUPOBaHNA  (BbINMOMHEHMS  KypCOBbIX  paboT), rpynnoBbIX W  WHOUBUMAYANbHbIX
KOHCYNbTauMW, TeKyLlero KOHTPOMNs M NPOMEXYTOYHOW aTTtectaumu. KomnnekT cneumanbHon
yyebHon mebenun. [ocka ayguTopHas MenoBas. MynstumegunHoe obopygoBaHue
(mepeHocHoE): HOYTOYK, NPOEKTOP, 3KpPaH.

2. 672039, r. Yura, yn. [leTpoBcko-3aBoackad, 46a, ayn. 07-402. KabuHer pgns
CaMoCTOATENbHON paboTbl U KYpCOBOrO MPOEKTUPOBAHUS (BbIMNOSIHEHUS KYypPCOBbIX paboT).
Komnnekr cneumanbHon mebenu. MK — 2. M®Y. lMpuHtep. LocTtyn Kk cetu WNHTepHeT wu
obecnevyeHne [Joctyna B OMEKTPOHHYH  MH(OPMAaLMOHHO-0Opa3oBaTeNbHYD  cpeay
opraHusawumu.

3. 672039, r. Yurta, yn. lNeTtposcko-3aBoackas, 46a, aya. 07-310. KomnbloTepHbIM Knacc.
YyebHaa aygutopus Ons NpoBedeHMst 3aHATUA NEKUMOHHOro Tuna, 3aHATUA CEMMHAaPCKOro
TMNa, KypcOBOrO MpPOEKTMPOBaHMSA  (BbIMOMHEHMS  KYpPCOBbIX  paboT), rpymnnoBbiX W
WHOMBMAYAlNbHbIX KOHCYNbTAUUA, TEKyLWero KOHTPONS UM MNPOMEXYTOYHOW aTTecTaumu,
camocToAaTenbHON paboTbl, ANs NPoBeAeHUA Hay4HO-UccrefoBaTenbckon paboThl. KomnnekT
cneumanbHon y4yebHon mebenun. MK — 12 wr. (B T.4. NnpenogaBaTensckun). [locka ayaMtopHas
MapkepHas. MynstumegunHoe obopyaoBaHWe (NepeHOCHOe): HOyTOYK, MpPOEKTOop, 3KpaH.
HDoctyn k cetm WHTepHeT un obecnevyeHne [OCTyNa B 3SMEKTPOHHYH MHAOPMALMOHHO-
obpasoBaTenbHy0 cpeay opraHusauuu.

15



9. MeToaun4yeckue peKkomMmeHaaunmn no opraHn3aunm ndyvdyeHmna gucumniinHbl

1. O6wme meToanYeckne pekomeHaaunm no N3y4eHuio AUCUUNInHbI

Onsa addheKTMBHOro OCBOEHMST MaTtepuana AMCUMnMHbl HEOOXOANMBIM SIBMSIETCSA BbIMOMTHEHNE
cnegywoLwmx TpeboBaHun:

- 00sa3aTenbHOE MOCELLEHNE BCEX JEKLUMOHHBIX M MPaKTUYECKUX 3aHATUIA, cnocobcTBytollee
CUCTEMHOMY OBMaZieHuio maTepuarnom Kypca;

- BCe BOMpPOCHLI COOTBETCTBYIOLUX pa3fernos U TeM no agucuunimHe Heobxoammo prkcmMpoBaThb
(Ha nbbIX HoCUTENSAX MHpOpMaLUK);

- 06s3aTenbHOe BLINOMHEHME AOOMALUHUX 3a0aHuA SBMSieTCA BaKHeWWMM TpeboBaHMEM U
ycnosveM oOpMUPOBaHUSA LIENOCTHOMO Y CUCTEMHOIO 3HaHWS NO AUCUUMINHE;

- 0643aTeNbHOCTb IMYHON aKTUBHOCTM KaXaoro CTyieHTa Ha BCeX 3aHATUSX MO OUCLMNIIUHE;

- B CIy4YasdX HEsICHOCTU KaKux-nMbO BOMPOCOB, OOCyXAaembiXx Ha 3aHATUSIX, Heobxoaumo
3agaTb COOTBETCTBYHLLUME BOMPOCHI NPENOAABATENIO, @ HE OCTaBMATb UX HEMOHATHIMY;

- B CIyyasx MponycKoB 3aHATUA NO yBaXWUTeNbHbIM MPUYMHAM CTyAeHTaM npegocTaBnseTcs
npaBo NOArOTOBKWU U NpeAcTaBrneHus 3a4aHuii U OTBETOB Ha BOMPOCHI M3y4YEHHOro maTtepuvana,
C pac4eTOM Ha MOMOLLb NpenogasaTens B ero yCBOEHWUN;

- B CNny4asix MponyckoB 0e3 yBaXXUTENbHON NPUYUHBI CTYAEHT 0053aH CaMOCTOSATENBbHO U3Y4YnTh
COOTBETCTBYHOLUNA MaTepurarn,

- Heo6XoOUMbIM YCIIOBUEM SABMASETCA CAMOCTOATENbHOCTb M MHULMATUBHOCTb CTYAEHTOB MpuU
KoHTpone Habopa 6annoB No OUCLMNIWHE AN YCMNELWHOro MpPOXOXAEHUS MPOMEXYTOYHOWN
aTTecTaumn.

2. ®opMbl KOHTPOSIA

OpraHunsauma obpasoBaTenbHOro npouecca pernameHTupyeTcsa  yy4ebHblM  nnaHoOM WU
pacnmcaHnem y4ebHbIX 3aHATUN. A3blk 0byyYeHnsa (npenogaBaHus) — pycckun. [1ns Bcex Buaos
ayauTOPHbIX 3aHATUI akageMn4eCckuii Yac ycTaHaBNMBaeTCA NPOAOIPKUTENbHOCTLI0 45 MUHYT.
3. ObpaszoBaTenbHble TEXHONOMUK

Y4yebHbIl npouecc Mpu MpenogaBaHUM Kypca OCHOBbIBAeTCA Ha  MCMONb30BaHWUU
TPAAMLUMNOHHBIX, WHHOBALUMOHHBIX M  WHGPOPMAaUUOHHBLIX oBpasoBaTenbHbIX TEXHOMOMUMN.
TpaguuunoHHble obpasoBaTenbHbIE TEXHOMOMMWU MPeacTaBneHbl NEKUUSMU U CEMUHAPCKUMM
(MpakTnyecknmmn) 3aHaTUAMKU. IHHOBaLMOHHbIE 0Opa3oBaTErbHbIE TEXHOMOMMN UCMONb3YIOTCS B
BUAEe LUMPOKOrO MPUMEHEHUA AaKTUBHbLIX WM WHTEPaKTUBHbLIX (QOPM MNPOBEOEHUS 3aHATUMN.
MHdopmaunoHHble obpasoBaTternbHble TEXHOMOrMM  peanuayrTcs  nyTeM  akTMBM3auumu
CaMoCTOsATENBHON paboThl CTYAEHTOB B MHOPMAaLMOHHOM 06pa3oBaTensHON cpeae.

4. Nlekuun

JlekunoHHbIM Kypc npegnonaraeT CUCTEMATU3UPOBaAHHOE W3MOXEeHWe OCHOBHbLIX BOMPOCOB
y4yebHoro nnaHa.

Ha nepBon nekuumu nektop ob6sA3aH npeaynpeavTb CTYOEHTOB, MPUMEHMTENBHO K KaKoMy
0asoBoMy y4eOHuMKy (y4ebHUuKam, yuebHbIM nocodburam) ByaeT npodnTaH Kypc.

JIEKUMOHHBIN KypC A0MKeH faBaTb Hanbonblunm o6bem nHdopmMaumm n obecnednsatb 6onee
rnybokoe noHUMaHWe y4ebHbIX BOMPOCOB MpPU 3HAYUTENBHO MeHbLUEN 3aTpaTe BpeMeHU, YeMm
310 TpebyeTcsa 6ONbLUNHCTBY CTYAEHTOB Ha CaMOCTOSITENbHOE U3ydYeHne maTepuana.

5. CemnHapckue (NnpakTuyeckme) 3aHATUS

CemuHapckue (MpakTuyeckne 3aHATUS) NPeacTaBnsiloT CcoOOM AeTanv3auuio NEKLUMOHHOMO
TeopeTnyecKkoro Martepuana, NPOBOAATCA B LENAX 3akpenneHus Kypca U OxBaTbiBalOT BCe
OCHOBHblE pasgensl.

OcHoBHoOM (bopMON NPOBEAEHUA CEMUHAPOB M NMPaKTUYECKMX 3aHATUNA ABnsieTca obcyxaeHue
Hanbonee NPobNEMHBIX 1 CMOXHbIX BOMPOCOB MO OTAENMbHBIM TEMaM, a TakkKe pelleHne 3agad
n pasbop npuMepoB M cuTyauuin B ayauTOpHLIX ycnosBuax. B obssaHHOCTM npenogasaTend
BXOOAT: OKasaHWe MeToAMYEeCKOW MOMOLUM W KOHCYNbTUpOBaHWE  CTyOAEHTOB MO
COOTBETCTBYIOLLMM TEMaM Kypca.

AKTUBHOCTb Ha NPaKTUYECKNX 3aHATMAX OLEHNBAETCSH MO CNeayoLLMM KPpUTEPUSIM:

- OTBEeTbl Ha BONPOCHI, NpeanaraemMble npenogasaTtenem;

- y4acTme B ANCKYCCUSX;

- BbIMOMHEHWE MPOEKTHbIX U UHbIX 3a4aHWUIA;

- accucTupoBaHue npenofasaTesito B NpoBeAEHNN 3aHATUN.

Hoknagbl M OMNOHUpOBaHWE [JOKMALOB MNPOBEPAOT CTeneHb BraJeHus TeopeTU4ecKum
MaTepuanom, a Takke KOPPEKTHOCTb U CTPOrOCTb PACCYXAEHUN.

OueHuBaHue NpakTUYecknx 3agaHuin BXOAUT B HAKOMEHHYO OLIEHKY.
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6. CamocTtosTenbHasn paboTa cTyaeHTa

[lns ycnewHoro ycBoeHnsa Kypca HeobxoaumMo He TOSbKO nocelaTb ayauTOpHbIE 3aHATUS, HO U
BECTU aKTMBHYHD CaMOCTOATENbHYO paboTy. [lpm camocTositenbHoOM npopaboTke Kypca
obyyvatoLLmecst LOIMKHbI:

- NpocMaTtpumBaTb OCHOBHbIE ONpeaeneHnst n akTbl;

- NOBTOPUTL 3AaKOHCMEKTUPOBAHHbLIA HAa JNIEKUMOHHOM 3aHATUM Martepuan M OOMNOSIHUTL ero c
y4eTOM peKOMEeHO0BAHHOM MO AaHHOW TeMe nNuTepartypsl;

- U3Y4YUTb PEKOMEHOOBAHHYK OCHOBHYO U OOMOSHUTENBHYO NUTepaTypy, COCTaBnAaTb TE3MCHI,
aHHOTAaLWUM N KOHCNEKTbl Hanbonee BaXXHbIX MOMEHTOB;

- CaMOCTOATENBHO BLINOMNHATL 3afaHus, aHanorMyHble NpeanaraembimM Ha 3aHATUSX;

- UCnornb30BaTh 4151 CaMoNpoBepPKM MaTepuarbl OHAa OLEHOYHbIX CPEACTB;

- BbIMOSHATL AOMALUHWE 3a4aHUs MO YKa3aHWIo NpenogasaTtens.

[omaluHee 3agaHue oueHUBaETCA MO CreayroLWnM KpUTepusam:

- CTENeHb 1 YPOBEHbL BbIMOMHEHWS 3a4aHus;

- aKKypaTHOCTb B odhopmMrieHnn paboThbl;

- NCMOMb30BaHUe crneumanbHOW nuTepaTypsl;

- cAava goMallHero 3agaHusi B CPok.

OueHrBaHWe gOMaLLHMX 3a4aHnn BXOOUT B HAKOMNIIEHHYHO OLIEHKY.

PaspaboTumk/rpynna paspaboTtynkoB: CyxaHoBa VMpuHa CepreeBHa, CTapLumin npenogaBaTerb
kacpeapsbl

PaccmoTtpeHa Ha 3aceaaHum kacdeapbl
(npoTokon ot 02.09.2019 r. Ne 1)
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