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1. Heau u3yyeHHus: AUCHUITUHBI
Llenssmu ocBOEHUS y4eOHOW AUCIUIUINHBI SBIISIOTCS:

- U3y4eHHE 3aKOHOMEPHOCTEH JOKyMEHTOOOpa30BaHUs, NpoIecca CKIAABIBAHUS U PAa3BUTHS
CHCTEeM JOKYMEHTALMH, a TaKKe TEOPEeTHYECKUX W NPAKTHUYECKUX IPOOJIeM CO3/aHHA
JOKYMEHTHPOBaHHON MH(DOPMAITUH YUpeKACHUH JII000H OpraHu3alMmOHHO-TIPABOBON (DOPMBI;

— (opMHpOBaHKE y CTYJICHTOB KOMIUIEKCHOTO TPE/ICTABICHUS O Pa3BUTHU JOKYMEHTa, CHCTEM
JOKYMEHTAIlMM; O COCTaBe CIYXEOHBIX JIOKYMEHTOB, OCOOCHHOCTAX WX OQOpPMIICHHS B
COOTBETCTBUH C COBPEMEHHBIMH ITPABUIIAMH;

- OCBOCHME CTYJCHTaMH OCHOBHBIX INPHHIHUIIOB JOKYMEHTO0OOpOTa B TOCYIapCTBEHHOM
YUpEXKICHUU, HA MPEONPHUSITHH, OBJIAJCHHE HMMH HEOOXOAWMBIM  HMHCTPYMEHTapueM
KOMITBIOTEPHBIX TEXHOJOTHH /11 3 PEKTUBHOM OpraHu3anuu paboThl C JOKYMEHTAMHU;

- H3y4YCHHE COBPEMEHHBIX INPOOJIEM JOKYMEHTHPOBAHUS HH(GOPMALUH, 3aKOHOMEPHOCTEH
0o0pa3oBaHUsl JOKYMEHTOB, CHUCTEM JOKYMEHTAllUW, KOMIUIEKCOB JIOKyMEHTOB, HalpaBICHUI
COBEPIICHCTBOBAHMUS JIOKYMEHTAIIMOHHOTO 00ECIICUCHHUS;

- (hopMHpOBaHME y 00YYAIOIINUXCS ONPEIETICHHOTO COCTaBa KOMIIETCHIINH, KOTOphIEe 0a3upyroTCcs
Ha XapaKTepUCTHKaX Oyaymed mnpodecCHoHaIbHOH AEATeNbHOCTH, a HMMEHHO: 00JacTh,
O0O0BEKTHI, BUJIBI U 33/1a4H ATOM JIEATEILHOCTH.

2. [lepeyeHb MIIAHMPYEMBIX Pe3yJIbTATOB 00y4eHHUs 10 AUCHUILINHE (MOLYJIIO),
COOTHECEHHBIX C IVIAHUPYEMBbIMH pe3y/JbTaTaMHU 0CBOEHHS 00pPa30BaTe/IbHOM IPOrpaMMbl

Komnerenuuu odyuaiomerocsi, opMmupyembie B pe3yJibTaTe 0CBOEHUsI

AUCUMILTUHBI
Kon
KOMITETEHIIHH TI0 Kommnerenmus
dI'0C BO
OITK-5 Crioco0eH K OCyIIEeCTBICHHUIO BHYTPHOPTaHH3ALMOHHBIX U
ME)KBEJOMCTBEHHBIX KOMMYHUKAIH

CTpyKTypa KOMINETeHIHUU

Komnerenuus ®opmupyemsie 3YHbl

3. 3HaTh 0COOEHHOCTH 00€eCIIEYeH U
BHYTPHUOPTAaHU3AIMOHHON U MEXBEIOMCTBEHHOM
TOKyMEHTaIuel B chepe TaMOKESHHOTO JIeNa,
rOCy/IapCTBEHHBIX OPTaHOB, OPTaHU3AIMH U OT/IETHHBIX

OIIK-5 CrocobeHn k

OCYILIECTBIICHUIO
rpaxaH
BHYTPUOPraHU3AI[MOHHBIX U .
V. YMeTh ocymiecTBIATh 00MeH HH(popMalyein B HyTpu
MEKBETOMCTBEHHBIX
. OpraHu3aiy; o0ecreunBaTh MEXXBEIOMCTEHHBIE
KOMMYHHUKAaIHH

KOMMYHUKATUBHBIE IIPOLIECCHI.
H. Bianeet HaBbIKaMU OCYIIECTBICHUS KOMMYHUKAIUNA KaK
BHYTPY OPTaHU3AIMU TaK U HA MEKBEJOCTBEHHOM YPOBHE

3. MecTo AMCHMILIMHBI (MOAY 1) B CTPYKTYpe 00pa30oBaTe/bHOI MPOorpaMMsl

[Mpunamnexxnoctp  guctumuinael - BJIOK 1 JUCHUIUIMHBL  (MOJAYJIN):
O0s3aTebHas YacTh.

JIMCUUIIINHBI, UCHOJB3YIOIINE 3HAHMS, YMEHHS, HAaBBIKH, MOJYYCHHbIC MPU U3YYCHUH
JTaHHOW: "YTpaBjeHne TAMOKEHHOMN AeSTETbHOCThIO"

4. O0beM IUCHMILIMHBI (MOYJI51) B 3a4€THBIX eIUHULAX C YKa3aHHEM KOJIH4eCTBa
aKa/JleMI4YeCKHX 4acOB, BbIICJICHHBIX HA KOHTAKTHYIO padoTy 00y4aromuxcs ¢



npenojaasaresieM (110 BUAAM Y4eOHBIX 3aHATHI) 1 HA CAMOCTOATEIbHYIO
0o0y4aromuxcs

OO01mmast Tpy10eMKOCTh TUCIUIUTHHBI COCTaBIsIeT 6 3a4. ea.,216 Jacos.

pabdory

Bt yue6Hoii paGoTs! KonunuectBo yacos | KonnuecTBo yacos
(ounas ®O) (3aounas ®O)

KoHnTtakTHas(aymuTopHas) pabora

Jlexknuu 36 16

[TpakTiaeckue (cem, 1ab.) 3aHATHUS 36 0

CamocTosTenbHas paboTa, BKIIOYast MOATOTOBKY K 144 200
DK3aMEHaM U 3a4eTaM
Bcero yacos 216 216

5. Conep:kanme TUCHUIIMHBI (MOIYJIfA), CTPYKTYPUPOBAHHOE MO TeMaM (pa3jiesiaMm) ¢
yKa3aHHeM OTBeIeHHOI0 HA HUX KOJHMYeCTBA aKa/IeMHYEeCKUX YACOB U BUAOB YUeOHBIX

3aHATHH
5.1. Conep:xanue pa3iesioB TUCUUIIMHBI

3aounas popma oOyuenust

Cemunap| Camo- |B unTepa-| ®opmbl TEKyLIETO
Ne Pa3zpnen u rema Ceme-| Jlek- P pa P y
JlabopaTt.| cTOAT. | KTUBHOI KOHTPOJIfA
n/n AUCHHUILTHHBI CTp | UMHU
IIpakTnu., pa6. dbopme yCIEeBAEeMOCTH
OCHOBHBIC TIOHSATHS U
TEPMUHOJIOTHUS B
TOKYMEHTAIIMOHHOM
1 |oGecnieueHuu 22 6 0 100 KomnokBuym 1-5
yrpasnenus (JJOVY)
1eATETbHOCTBIO
TaMOXEHHBIX OPTaHOB
OKYMEHTUPOBaHUE .
ﬁ[ OP}IISBOHCTI;GHHOﬁ Tecr. Ketic-study.
2 p 22 10 0 100 KortaTponbhas
esATeTbHOCTH
paborta
TaMOXEHHBIX OPTraHOB
NTOT'O 16 200
Ounas ¢popma 00yueHus
Cemunap| Camo- |B unTepa-| ®opmbl TEKYyLIETO
Ne Pazagen u rema Ceme-| JIek- P pa P y
Jlabopar.| cTOAT. | KTUBHOM KOHTPOJIsA
n/n AUCHHIJIMHBI CTp | UMHU
IIpakTny. pao. popme YCIEeBAEMOCTH
(OCHOBHBIC TTIOHATHS U
TEPMUHOJIOTHS B
TOKYMEHTAIIMOHHOM
1 |oGecnieuenun 22 10 10 44 Komnoksuym 1-5
yrpasienus (JJ0OVY)
NeATETbHOCTHIO
TaMOXEHHBIX OPTaHOB
OKYMEHTHUPOBaHHUE .
f[[ OP}IISBOHCTI;eHHOﬁ Tecr. Ketic-study.
[P 22 | 26 26 100 KoTHTpombHas
e TeTbHOCTH
pabota
TaMO>KEHHBIX OPraHOB




Cemunap| Camo- |B untepa-| ®opMbI TEKYILEro
Ne Pa3gen u Tema Ceme-| JIek- p pu p ym
Jlabopar.| cTOAT. | KTUBHOM KOHTPOJIfA
n/n JUCIHHUILINHDBI CTP | UM
IIpakTnu. pao6. popme yCneBaeMoCTH
UTOI'O 36 36 144
5.2. JlekuMOHHBbIE 3aHATHSA, UX COEPKAHUE
Ne HaumenoBanune
Coneprxanue
/1 pa3aesioB U TEM

OCHOBHBIC TIOHSTHS
TEPMUHOJIOTHS B
TOKYMEHTAI[HOHHOM
obecrnieueHnn
yrpasienus (JJOVY)
NeSITeIbHOCTHIO
TaMOYKEHHBIX OPTaHOB

TamMoKeHHOE JEeONPON3BOACTBO KaK OTPAKEHUE CUCTEMBI U
TEXHOJIOTHH YIIPABJICHUS JAEITEIbHOCTHIO TAMOXKEHHBIX OPTaHOB.
MH(bopMalinoHHbIE TIPOIIECCH — OCHOBA IIpoIecca pa3paboTKu 1
peanu3anuu ynpasienueckoro pemienus (YP). Heo6xomumocTts
nokymeHTupoBanus YP. Ynpasienue nnhopMamoOHHBIMH
pecypcamMu — OJTHO U3 OCHOBHBIX HaIlpaBJICHUH JESITEIbHOCTU B
TaMOXXEHHBIX OpraHax.

[Tonsitre — TepmuH — geguHuIKst. OCHOBHBIE TEPMUHBI U
onpenenenus: "nokymeHnt", "opuambHBIA TOKyMEHT",
"cimyxeOHbIi ToKyMeHT", "noKyMeHTHUpoBaHue", "topuaudeckas
cuja J1oKyMeHTa", "neinonpou3BoacTBO", " MOKyMEHTAIIMOHHOE
oOecrnieuenue ynpasienus (JJOVY)", "ymnpaBienue qJoKkyMeHTaMu'",
"unpopmannonnas cucrema (MC)", "unpopmanronHoe
oOecrnieueHue ynpasieHus", "uHGOPMALIMOHHBINA MEHEIKMEHT",
"snekTpoHHO-TIMpoBas moanuck (L))", "anekTpoHHbIH
nmokymeHT (D/1)", "anexkTponHoe coobuienue" u np.

JIOKyMEHT Kak

DYHKIIMY U CBOWMCTBA JOKYMEHTA. J[BUKEHHUE TOKYMEHTUPYEMOM
WH(OpMaIIMK B CUCTEMaX YIPABJICHUS €€ XapaKTEepPUCTHKA B

2. [ACTOYHUK U HOCUTENb [3aBUCUMOCTHU OT YpoBHs 00paboTku. CBolCTBa MHYOpPMALIHH,
MH(pOpMalUY. coJepxalleiics B JokyMeHTax. BiausiHue cBolcTB MH(pOpMauu Ha
KayeCcTBO MPUHUMAEMbIX YIPABIECHYECKUX PEIICHUH.
HopmaTuBHO — MeToIMuecKoe obecrieueHne Je0npon3BO/ICTBA.
HopmatusHo- CucreMa rocyJapCTBEHHbBIX OpraHOB YIPaBIEHUS JTOKyMEHTAlUEN
3 [Meroamdeckas 6aza B P®. 3akoHonaTenpHOE perynpoBaHue JeONPOU3BO/ICTBA B
" [AOY B Poccuiickoit  |Poccuiickoit ®@enepaunn. HanmoHnanbHble cTaHAApPTH B 001aCTH
Denepauuu. TOKYMEHTAIMOHHOT0 00ecrieueHus ynpaBieHus. MexxyHapoaHble
CTaHJapThl O JEJIONPOU3BOJICTBY.
Oprammsais Opranuzanys AeSITeIbHOCTH MOAPAa3JeIEHNN JOKYMEHTAIIMOHHOTO
p oOecrieueHrs TAMOKEHHBIX OPraHOB: 3a/1a4M, QYHKLIUH, TOPSI0K
TOKYMEHTAIlMOHHOT'O
pabotbl. CuctemMa HHPOPMALIMOHHO-AHATUTHYECKOTO 00eceueHust
1 MTH()OPMAITMOHHO-
e TeIbHOCTH TaMO>KEHHBIX OPTaHOB: MPUHIIMIIBI, 3a/1a4H.
QHAJIUTUYECKOTO
4. IR CperncTBa Ui BBIOJIHEHUS 3a/1a4 WH(OPMAIIHOHHO-
. QHAIUTUYECKOTO 0OecTieueHus 1eATeIbHOCTH TaMOXKEHHBIX
yIpaBlIeHYEeCKOM
eSITENBHOCTH opranoB. HopmaTuBHbIE€ TpaBOBbIE aKThl, pErIaMEeHTUPYIOIINE
MOPSIOK MOJATOTOBKH M 0(OPMIICHHS IOKYMEHTOB, UCIOIb3yEMbIX
TaMO>KEHHBIX OPTaHOB.
B JIESITEIBHOCTH TAMOKEHHBIX OPTaHOB.
Tre6oBaMIs K JlokyMeHTaIus TaMOXEHHBIX OPTaHOB. bilaHKK TOKYMEHTOB.
ogo VUICHITO CocTaB peKBU3UTOB JOKyMeHTOB. [IpaBuia opopmiaeHus
5-6. )101<p CHTOB PEKBU3UTOB JJOKYMEHTOB. TpeOoBaHUs K JOKYMEHTaM,
M M3TOTOBJISIEMBIM C TIOMOIIBIO TEYaTaIOIINX YCTPONCTB.
TaMOXKCHHBIX OPTaHOB.
KonupoBanue (THpaKUpOBaHNE) TOKYMEHTOB.
7.9 Ocobennoctu OCOOEHHOCTH IOATOTOBKU M 0(OPMIICHUS OT/IEIbHBIX BUI0B

IIOATOTOBKU U

JOKYMCHTOB!




Ne HanmenoBanue
Conepxanue
/1 pa3esioB U TeM
oopmieHus [PUKa3, PaclopsHKCHUE; MOJI0KEHUE, TPABHUIIA, HWHCTPYKIIUS;

OTACJIBbHBIX BUOB
JTOKYMCHTOB B
TAMOXXCHHBIX OpraHax.

[IPOTOKOJT; CITY’)KEOHBIC MTUCHhMA; aKT; JOBEPEHHOCTD; 3aIIMCKI
(moknagHbIe, cyKkeOHbIe, 00BsicHUTENbHEIE). [loaroToBKa M
0(OpPMIICHHE COBMECTHBIX TOKyMEHTOB. OCOOCHHOCTH
o(OopMIICHHS TeJIerpaMM, TeJieTanmorpamMmm, (hakcorpaMmm,
TeneoHorpamMm.

Opranu3anus J0KyMeHT000opoTa. OpraHu3anus J0CTaBKH
mokyMeHTOB. Opranu3ainus 00padOTKH U Mepeiadn MOCTYMAIONTNX
NTOKYMEHTOB: TIPUEM U TICPBUYHAsI 00pa0OTKa, MPEeIBAPUTEIHHOE

Opranuzanus
10KyMEHTO060pOT 1 PACCMOTPEHHE U PETUCTPALIS, 10BEACHUE IOKYMEHTOB /10

10- MCTONHUTeNed. Perucrpanus oTnpaBisieMbIX JOKYMEHTOB.

1], [ACHOMHCHI OtnpaBka 10KyMeHTOB. [IpoxokaeHne u perucTpanus BHyTPEHHUX
AOKYMCHTOB B TOKYMEHTOB. OCOOEHHOCTH UCHOJIHEHHUS JOKYMEHTOB. YUeT
TaMO>KEHHBIX OpraHax.

KOJIMYECTBA 1I0KYMEHTOB. KOHTpOIIb HCIIONHEHNS JOKYMEHTOB.
Opranu3anus paboThl ¢ JOKYMEHTAMU B CTPYKTYPHBIX
110/1pa3/ieJICHUsIX.
[Topsimox pabotsl ¢ obpamenusmu rpaxaan B ®TC Poccun u
TaMOXXEHHBIX opraHax Poccuiickoit @enepannu. [Ipuewm,
OcobeHHoCTH paboThI [perucTpalus U paccMoTpeHue ooparienuit rpaxaad B @TC
c 00paleHUSIMU Poccuu. [Ipuem, peructpanus u paccMOTpeHue o0paleHui
rpaxaad B OTC rpakJaH B TAMOXKEHHBIX opraHax. [lopsaok perucrpanuu B

12. [Poccun u TaMOXXCHHBIX OpTraHax OOpaIleHui TpaKaaH U FOPUANYECKHX JINIL.
TaMOXEeHHbIX opraHax [Hampasnenue otBera Ha obpaiuenue rpaxaad B @TC Poccun u
Poccuiickoit TaMOXXEHHBIX OopraHax. JInunelii npuem rpaxaan. OcoOeHHOCTH
Denepauuu. MOPsIIKAa U CPOKU PACCMOTPEHUS 3asBJICHUN IPakJaH B ClIydae

00>kaloBaHUsl UMU peLIeHUs], eicTBUs (Oe31eiicTBIS)

TaMOKEHHBIX OPraHOB U MX JOJDKHOCTHBIX JIMIL.

ABTOMaTH3aIUs AETONPOU3BOICTBA B TAMOKEHHBIX OpraHax — Kak

OTpaXKCHHE COBEPIICHCTBOBAHMS TAMO>KEHHOT O

aAMUHUCTpUpOoBaHUs. OCHOBHBIE IPUHIIUIIBI aBTOMATU3AIUN B

chepe 1OV u nporpammHoe obecrieueHue (pa3HOBUAHOCTH,
ABTOMaTH3aLUS OCHOBHBIE XapaKTEPUCTUKHN ). DIEMEHTHI U CUCTEMBI 3JIEKTPOHHOTO

13. |[menonpou3BOACTBA B |IOKYMEHTOOOOpOTA (B TOM umncie: email, groupware, workflow),

TaMO>KEHHBIX OpraHax. X BO3MOXKHOCTU. Ha3HaueHue cucTeMbl 3J1eKTPOHHOTO
TOKYMEHTO000poTa. ABTOMaTHU3UpOBaHHast 00paboTKa
TOKYMEHTOB. Peructpanys JOKyMEeHTOB - OCHOBHas (DyHKLUS
CHCTEMBI AJIEKTPOHHOI0 IOKyMeHT0000poTa. OcobeHHOCTH
paboThI C JIEKTPOHHBIMH JJOKYMEHTaMHU.

Opranuzanus pabotsl |Pa3paboTka 1 BeJJleHHe HOMEHKIATYphl Aei. PopMHUpOBaHUE U

14. |c tToxymMmeHTaMu B opopmiienue aen. OpraHu3anus ornepaTuBHOIO XpaHEHUS
NIEJIONPOU3BOJCTBE.  |IOKYMEHTOB.

Opranuzanys MpoBeaeHUS SKCIEPTU3bI ICHHOCTH TOKYMEHTOB.
DKCTIePTH3A ICHHOCTH OdopmiieHne pe3yabTaToB OKCNEPTU3bI IEHHOCTH 1OKYMEHTOB.
15. 1OKYMCHTOB CocraBnenue u opopmiienue onuceil. KomnnexkroBanue apxusa
TaMOKE€HHOro opraHa. CoctaB JOKyMEHTOB, IOATOTOBKA U
MOPSIOK MX Nepejaur B apXUB TaAMOKEHHOT'O OpraHa.
Obecneuenue Cucrtema Mep o0ecreyeHHs COXPaHHOCTH JIOKYMEHTOB.
16. [cOXpanHOCTH TpeOoBaHMs K 31aHUSAM U IOMELICHUAM apXHBa TAMOKEHHOTO

NTOKYMEHTOB apXUBa

TAaMOXXCHHOI'O OpraHa.

opraHa. PexxuMsl XxpaneHus: 1okymMmeHTOB. PazMelenue

TTOKYMEHTOB B apXxuBoxpaHwiuiie. [Topsaok Beiauu aen us3




Ne HaumenoBanue

Conepxanue
/1 pa3esioB U TeM
apX1Ba TaMOKeHHOTro opraHa. [IpoBepka HalnMuus U COCTOSTHUS
TOKYMEHTOB U JICJI.
[Topsiok BeIIAUM JIE) U3 apXKBa TaMOKeHHOro opraHa. [IpoBepka
HATHYUS 1
Opraunuzanus

17. |oprana.

TOKYMEHTOB B
ApXUBE TAMOKEHHOTO

lcrionbp3oBanue
ITOKYMEHTOB apXHBa
TaMOXXEHHOTO OpraHa.

COCTOSTHUS IOKYMEHTOB U esl. Opranu3anusi paboThl apXuBa
TaMOXXEHHOT'0 OpraHa. JJoKyMeHTaIbHbII U apXUBHBII

(b oHIbI TAMOXKEHHOTO OpraHa, ornpejaeieHue GoHI0BoM
npuHaIeKHOCTH. O0IIKe TpeOOBaHUS K YUETY JIOKYMEHTOB B
apxuBe. Crucrema y4eTHbIX JOKyMeHTOB. CHcTeMa Hay4dHO -
CIPaBOYHOTO anmapara K JOKYMEHTaM apXHuBa TAMO>KEHHOTO
oprana. [loHsTe ncnonb30BaHNs JOKYMEHTOB apXHBa
TaMOXXCHHOTO OpTraHa.

CpenctBa
OpraHU3aIlMOHHON - Kitaccudukanmst cpeicTB OprTeXHUKH U UX OCHOBHBIE
13, [FEXHHKH, XapaKTEPUCTHKY;
Wcronb3yembie pu |- OCOOEHHOCTH MCTIOIB30BAHUS JIEKTPOHHOM, TenerpadHoi,
pabote ¢ TeIeTalTHOMN, (aKCUMIIIBHOW CBSI3H.
TOKyMEHTaMU

5.3. Cemunapckue, npaKkTH4YeCKHe, 1200PATOPHbIE 3AaHATHS, X COAEPKAHNE

Ne paznena u
TEMBbI

Copepxanvie v (HOpMBI IPOBEACHUS

OCHOBHbBIE IOHATHS U TEPMUHOJIOTHS B JOKYMEHTAI[HOHHOM O0ecTieueHuI
ynpasieHus (JJOY) nesTenbHOCTRIO TAMOXKEHHBIX OpraHoB.. Heo6xoaumocTts
nokyMeHTHupoBaHus ¥YP. YnpasneHnue nHQpOpMallMOHHBIMUA PECYPCAMU — OJTHO U3
OCHOBHBIX HalPaBJICHUH I€ATEIbHOCTH B TAMOKEHHBIX OpraHax.

[Tonsitue — TepMuH — Ae@uHULIMsL. OCHOBHBIE TEPMUHBI U ONPEEIICHUS:
"noxkymeHT", "opuIanbHbIN ToKyMeHT", "cily:keOHbII ToKyMeHT",
"mokyMeHTupoBaHue", "topuanyeckas cuia J0KymMeHTa", "1enonpon3BoacTBo",
" TOKyMeHTaIMoHHOe obecnieueHue ynpasienus (JJOVY)", "ynpasienue
nokymeHntamu", "nHpopmannonnas cucrema (MC)", "undopmannonnoe
oOecrieyeHue ynpasiaeHus", "MHPOPMALMOHHBIH MEHEDKMEHT", "3JIeKTPOHHO-
nrdposas noanuce (BLI1)", "anexkTponnsiit fokyment (D/1)", "anexkTpoHHOE
cooOtenue" u ap.

Kpyrislii crod.

JIOKyMEHT KaKk UCTOYHUK U HOCUTENb HH(popmarun.. OyHKIIMHM U CBOWCTBA
TOKyMeHTa. J[BrkeHue ToKyMeHTUpyeMoi HHGOpMaIUU B CUCTEMaX YIpaBJIeHUs
ee XapaKTEepPUCTHKA B 3aBUCUMOCTHU OT YpOBHs 00paboTku. CBoiicTBa
nH(pOopMalnu, cofepxKaliencs B JokyMeHTax. BiusHue cBoiicTB nH(popManuu Ha
KaueCTBO IPUHMMAEMBIX YIPaBJIE€HUYECKUX pemeHuil. Kpyraislii cToa.

HopmatusHo-meToanueckas 6aza JIOY B Poccuiickoit @eneparuu.. HopmatusHO
— MeToJIn4YecKoe obecreueHune Jenonpon3BocTsa. Cucrema rocy1apcTBEHHBIX
OpraHoB yInpaByieHUs ToKyMeHTanue B PD. 3akoHomaTenbHOE peryaIupoBaHue
nenonpounssojcTsa B Poccniickoit denepanuu. HanmonanbHble CTaHIAPTHI B
00JacTl JOKYMEHTAIlMOHHOTO o0ecrieueHus yrpasieHus. MexayHapoaHble
CTaHJapThI IO JEJIONPOU3BOJICTBY.

Opranuzanus JOKyMEHTAIMOHHOTO U MH(POPMAIIMOHHO-aHATUTHYECKOT O

oOecreueHust prﬁBHCH‘-IGCKOﬁ ACATCIIbHOCTHU TAMOXXCHHBIX OPIraHOB..




Ne paznena u
TEMbI

Copneprxanue u GOpMBbI IPOBEACHUS

Opranu3anus AesTeIbHOCTH MOPA3ICICHHN TOKYMEHTAIlMOHHOTO 00ECIeUeHHUS
TAaMOXXCHHBIX OPTaHOB: 33Jauu, (PyHKIIUH, TOPSA0K paboThl. Cucrema
MH()OPMAIIMOHHO-aHATUTHYECKOTO 00ECTIeYeHUs eI TeIbHOCTH TAMOKEHHBIX
OpraHoOB: MPUHLHUIIBL, 331a4u. CpelcTBa Ui BBIIOJIHEHUS 3a/1a4
MH()OPMAIIMOHHO-aHATUTHYECKOTO 00ECTIeYeHUS eI TeIbHOCTH TAMOKEHHBIX
opranoB. HopmaTuBHbIE ITPaBOBBIC aKThl, PETIIAMEHTUPYIOIINE TOPSI0K
MOATOTOBKH M O(OPMIICHUS TOKYMEHTOB, HCIOJIBb3YEMBbIX B JICSITEIbHOCTH
TaMOXXCHHBIX OPTaHOB.

TpeGoBanus K 0OPMIICHUIO IOKYMEHTOB TAMOXKCHHBIX OpPraHoB.. JlokymMeHTanus
TaMO>KEHHBIX OpraHoB. bianku 1okymMeHTOB. COCTaB peKBU3UTOB JTIOKYMEHTOB.
[IpaBuina opopmIIeHHSI PEKBU3UTOB JOKYMEHTOB. TpeOOBaHUs K IOKyMEHTaM,
M3rOTOBJISIEMBIM C TIOMOIIBIO ITEYATAIINX YCTPOoicTB. KonmpoBanue
(TUpaXxupoBaHKE) JTOKYMEHTOB.

OCcOOEHHOCTH TTOATOTOBKY M 0()OPMIICHUS OT/ACIBHBIX BUIOB JJOKYMEHTOB B
TaMOXEHHBIX opraHax.. OCOO€HHOCTH OJrOTOBKU U O()OPMIIEHUS OTAEIbHBIX
BUIOB JIOKYMEHTOB:

[IPUKa3, pacropsKeHue; MoI0KeHue, IpaBuiia, UHCTPYKLUS; IPOTOKOJI;
CITy’)keOHBIC MMCHhMA; aKT; JOBEPEHHOCTD; 3aIMUCKH (JOKIJIaHBIC, CITy>KEOHBIC,
o0BbsicHUTeNbHBIE). [lonaroToBKa U 0pOpMIIEHHE COBMECTHBIX JOKYMEHTOB.
OcobenHocTr 0(pOpMIICHHUS TeNETpaMM, TeJeTalorpamm, pakcorpamm,
TenedoHOrpamMM.

Opranu3zanus TOKyMEHTOO00pOTa U UCIIOJIHEHUSI TOKYMEHTOB B TAMO>KEHHBIX
opranax.. Opranu3zanus JOKyMEeHTO000pOTa. CXEMbI IBUKEHUS JOKYMEHTOB.
KoHnTponbHast pabota.

OcobeHHocTu paboThl ¢ oopamenusmu rpaxaad B @TC Poccun n TaMokeHHBIX
opranax Poccuiickoit @enepanuu.. [Ipuem, peructpanus 1 pacCCMOTPEHHUE
oOpalieHuit TpakaH B TAMOXKEHHBIX opraHax. [lopsaok perucrpaunu B
TaMOKEHHBIX OpraHax oOpallleHUi rpakaH U opuandeckux iul. Hanpasnenue
oTBeTa Ha obpanieHue rpaxaad B @TC Poccuu u TamokeHHBIX opraHax. JIMuHbIi
npueM rpaxaad. OcoOeHHOCTH MOPSAIKa U CPOKU PACCMOTPEHUS 3asBIICHUIN
rpaXkJiaH B ciIy4ae 00>KaJOBaHUS MU pelIeHus, AeHcTBUs (Oe31eHCTBHS)
TaMOKEHHBIX OPraHOB U UX JOJLKHOCTHBIX Jinll. Keiic-study.

ABTOMAaTH3aIMs JIEJIONPOU3BO/ICTBA B TAMOKEHHBIX OpraHax..
ABTOMaTH3UpOBaHHasA o0paboTka fokymeHToB (YK /). Peructpanus
TTOKYMEHTOB - OCHOBHAsl (DYHKIIMSI CUCTEMBI JJIEKTPOHHOTO JJOKYMEHTO000pOTA.
OcoOeHHOCTH pabOTHI C 3JEKTPOHHBIMH JOKyMeHTaMu. Kpyriblii croit.

Opranuzanus padoThl ¢ TOKyMEHTaMH B 1€JI0NPOU3BOACTBE.. PazpaboTka u
BeZIeHIEe HOMEHKIATypbl aen. opmuposanue u opopmienue aen. Opranuzanus
OIEpaTUBHOIO XpaHEHUs JOKYMeHTOB. Kpyrislii cTod.

JKCTepTU3a IEHHOCTH JOKYyMEHTOB. OdopMiieHNE pPe3yIbTaTOB IKCIEPTU3HI
[IEHHOCTH JOKyMeHTOB. CocTaBiieHne 1 0()OPMIICHHE OIHCEH.

ObecneueHne COXpaHHOCTHU JIOKYMEHTOB apX1Ba TaMOXKEHHOT0 opraHa.. Cucrema
Mep 00ecrieyeH s COXPaHHOCTH JOKYMEHTOB. TpeOoBaHUs K 3JaHUSIM U
[TOMEIICHUAM apXHUBa TAMOYKEHHOI'O OpraHa. Pe:uMbl XpaHeHUsT JOKYMEHTOB.
PaSMeHleHI/Ie JOKYMCHTOB B apXUBOXpPAaHUJIHIIC. HOpH}IOK BbLJJa4M JCJI U3 apXHBa
TaMOXEHHOT0 opraHa. [IpoBepka Hanu4us U COCTOSHUS TOKYMEHTOB U JIEIL.
Kpyrisrii crod.

OpF aHM3alus JOKYMCHTOB B
ApXMBE TAMOYKCHHOTO OpraHa.

lcrionb30BaHUE JOKYMEHTOB apXUBa




Ne paznena u
TEMbI

Copneprxanue u GOpMBbI IPOBEACHUS

TaMOXEHHOTro oprasa.. [lopsa0k BbI1aun Aen U3 apXruBa TaMOXEHHOTO OpraHa.
[IpoBepka HanMuus U
COCTOSTHUS IOKYMEHTOB U Aeil. Opranu3anus paboThl apX1Ba TaMOKEHHOTO
oprasa. JJOKyMeHTaJbHbI U apXUBHBII
(b oH/1bI TAMOXKEHHOTO OpraHa, ornpenaeieHue GoxaoBoi npuHamanexHoctu. O0iue
TpeOOBaHUS K YUETY JOKYMEHTOB B
apxuBe. CucreMa yuyeTHbIX TJOKYMEHTOB. CHcTemMa HayyHO - CIIPaBOYHOIO
arrapara K JOKyMEHTaM apXuBa TAMOKEHHOTO
oprana. [loHsTHE MCNIOJIB30BaHUS JOKYMEHTOB apXMBA TAMOXXEHHOT'O OpraHa.

CpencTBa opraHu3alliOHHON TEXHUKH, UCTIOIb3yEMBbIE MPU padboTe ¢

nmoxkymentamu. Kiaccuduxaius cpecTB OprreXHUKH U UX OCHOBHBIE
XapaKTEePUCTUKU;
- OcoOEHHOCTH UCII0JIb30BAHUS AIEKTPOHHOM, TenerpadHoil, TeleTalnHoiM,
(haKCUMUIILHOM CBSI3H.

6. @oHI OLEHOYHBIX CPEeICTB /I NPOBeJeHHs] TMPOMEKYTOYHOH AaTTeCTAUMH IO

AUCHHUIIMHE (MOJHBIH TEKCT NPUBEIEH B NPUJI0KEHUHU K padoueil mporpamMmme)

6.1. Texymuii KOHTPOJIb

KOHTpOHBHble 3aJaHus WIH
HHbIC MaTepHaJIbl, Onucanme
Sranbi He00X0AMMbIe JIsl OLleHKH HoKazaTeTel 1
o oBa 3HAHUH, yMeHUIi, HABBIKOB KDHTEDHER
¢popmupos Hl’\l‘ﬂ Mepeuens (3yHI)IZ u (WIH) oNbITA puTep
Ne | Kommerenumii 3.1..3 AESTIBHOCTH ouenuBanus
0 (opmupyembix ( d...0.n, K KOMIIeTeHIIHii Ha
(Tema u3 N XAPAKTEPU3YIOUIMX ITAbI
n/n . KOMIIETCHIIMH vV.1...¥.n dopmuposanus [Pa3JIMYHBIX ITANAX HX
paboueit ’ PMHPC (dopmMupoBanus,
no ®I'OC BO H.1...H Il) KOMIeTeHIHUii B Ipouecce
InporpaMmmabl elloesdie o ONMMCAHME HIKAJI
OCBOCHMSA oﬁpasonaTeanou 100
AMCHHUILIAHBI) nporpaMMI ouenusanus (1o 100-
0aJILHOI 1IKaJIe)
(HaumeHoBaHHe
OLCHOYHOI'0 Cpe}IcTBa)
3.3HaTh OCOOCHHOCTH
oOecrieueHUs
BHYTPHOPTaHH3AIHOHH
ol 1
ME>KBEJIOMCTBEHHOM
TOKyMEHTalueu B
chepe TaMOKEHHOTO
1. OcHOBHEBIE nerna, rocy1apCTBEHHBIX
TTOHATHS OpraHoOB, OpraHU3AINH
TEPMUHOJIOTHS B 1 OTJICIBHBIX TPAKIAH [TonHOTA M
TOKYMEHTallUOHHO V. YMeTh 0CyLecTBIATh MPaBUJIbHOCTD
M o0ecIieYeHUN oOMeH nH(popManueii B OTBETA.
1 OIIK-5 popman Komnoksuym 1-5
yIpaBJeHUS HYTpU OpraHU3alllH; IIpencraBnenue
(A0VY) o0ecrieunBaTh HATJISTHOTO
e TEIbHOCTBIO ME>KBEJOMCTEHHBIE Matepuana. (30)
TaMOKEHHBIX KOMMYHUKaTUBHBIE
OpraHoB [IPOIIECCHI.
H.Bianeet HaBbIKaMu
OCYIIECTBICHUS
KOMMYHHUKaILUI KaK
BHYTPH OpTaHU3AIIH
TaKk 1 Ha
MEKBEJOCTBEHHOM
YpOBHE
2 2. OIIK-5 3.3uath ocobennoctn  |Keiic-study [TpaBUIBHOCTH




KOHTpOJ’leble 3aJaHUA WIH
HHbIC MaTepHaJbl,

Onucanne
3Taﬂbl HeOﬁX(:HHMLle Hu.]'lﬁ OLICHKH HokazaTeeii u
3HAHUH, YMCHHH, HABBIKOB
(l)Ole/IpOBaHI/‘l‘H Mepeuens (BYHabrI: w (1) ombira KpUTepHeB
N‘_’ KOMIIETEHIIMHU (3.1 .. .3.11 J1eSITeJIbHOCTH, oue}msam{ﬂ
(Tema u3 q]OpMpreMb{.X ’ XapaKTepU3yIOmHX STanp | o eTEHII Ha
H/H . KOMIEeTEeHIUH Y.l .. .Y.n PA3JIUYHBIX dTANmax uxX
paGoueii ®roc BO ? (boprHpoBanus ¢dopmupoBanus,
HporpaMMbI o H'l oo 'H'n) ROMIIETCHIIH B npouecce“ OIMUCaHHUEe IIKAJ
0CBOEHHSI 00pa30BaTeILHOI
AUCHUILTIHHBI) IpOrpaMMBL ouenusanus (o 100-
(HammenoBanne 0aJIIBHOI 1IKaJIe)
OLIECHOYHOI0 CPEACTBA)
JlokyMeHTUpOBaH 00eceueHus OTBETOB U
e BHYTPUOPTAaHU3ALUOHH COCTAaBJICHUS
[IPOU3BOJICTBEHHO ol 1 JIOKyMEHTOB C
i 1eSITCILHOCTH MEKBEIOMCTBEHHOM HCIOJIb30BaHUEM
TaMOXKECHHBIX TOKyMEHTalueil B BCEX,
OpraHoB chepe TAMOKCHHOTO HEOOXOUMBIX IS
nena, Tocy1apCTBEHHBIX JTAaHHOTO BHJA
OpraHoB, OpraHU3aLH JIOKyMEHTA,
1 OTIENbHBIX TPAKIAH pexymn3uros. (20)
Y. VYMeTh 0CylecTBITh
oOMeH nHpopManueii B
HYTpU OpPraHU3AIINH;
oOecrieunBaTh
MEKBEIOMCTCHHEIC
KOMMYHUKATHUBHBIE
[IPOIIECCHI.
H.BnaneeT HaBeIkaMu
OCYILLECTBIICHUS
KOMMYHUKALUH KaKk
BHYTPU OpraHU3alu1
TaK U Ha
MEKBEIOCTBEHHOM
YpOBHE
3.3HaTh 0COOEHHOCTH
o0ecTIcUeHUS
BHYTPHUOPTaHU3AI[HIOHH
ol U
MEXBEJOMCTBEHHOM
TOKyMEHTalueu B
cthepe TaMOKEHHOTO
niena, Tocy1apCTBEHHBIX IIpaBunbHOCTH
OpraHoB, OpraHU3alu OTBETOB U
1 OTJIENbHBIX FPAKIAH COCTAaBJICHHUS
Y. YMeTh ocylecTBIsITh JIOKYMEHTOB C
3 OIK-5 0OMeH nH(popManueii B KoTHTpostbHas pabota HCIOJIb30BaHUEM
HYTpU OpPTaHU3AIINH; BCEX,
00ecIieunBaTh HEOOXOIUMBIX IS
MEYKBETOMCTEHHEIE IAaHHOT'O BUJA
KOMMYHUKaTHBHBIC JIOKyMEHTA,
[IPOIIECCHI. pexyusutos. (30)
H.Bianeet HaBbIKaMu
OCYIIECTBIICHUS
KOMMYHUKALUH Kak
BHYTPU OpraHU3aluu
TaK U Ha
MEKBEIOCTBEHHOM
YpOBHE
3.3HaTh 0COOCHHOCTH
obecnedcnns IIpaBunbHOCTH
4 OI1K-5 i;y;pHOpFaHHSaHI/IOHH Tect oTBeToB. (20)

MEXXBEJOMCTBEHHOM




Kom‘pom,m,le 3aJaHUA WIH
HHbIC MaTepHaJbl,

HeoGX0MMble ISl OUEeHKH Onncanme
dranst 3HaHUI, yMeHMii, HABBIKOB nokasateueii n
e 9
q)opanOBamin Mepeuens (BYHabrI: w (1) ombira KpUTepHeB
N KOMIICTCHIUH 3.1...3 JesITeTbHOCTH. ONCHIBANITH
e ¢opmupyembIx ( Jd...3.n, > KOMIeTeHUHii Ha
(Tema u3 - XapaKTepH3YIOIHUX ITANbI
/i . KOMIIeTEeHIHIi YV.1...V.n (bopMupoBaH PA3IMYHBIX 3TANAX X
paGoueii ? PMHPC dopmupoBanus
no ®I'OC BO H.1...H KOMIIeTeHIHii B Tipoiecce i
NPOrpaMMblI 1...H.n) .| onmcanme mkan
0CBOEHHSI 00pa30BaTeILHOI onenmsanust (110 100-
JMCUUITHHBI) nporpamMMel u

0aJIIBHOI 1IKaJIe)
(HaumenoBanue

OLIECHOYHOI0 CPEACTBA)

TOKyMEHTalueu B
chepe TAMOKECHHOTO
neria, Tocy IapCTBEHHbIX
OpraHoB, OpraHU3aINN
U OTACIBHBIX TPaKIaH
Y. YMeTh 0CyIEeCTBIAT
oOMeH nHpopManueii B
HYTPH OpTaHU3AIIH;
oOecrieunBaTh
MEKBEIOMCTCHHEIC
KOMMYHHUKATHBHEIC
[IPOLIECCHI.

HToro 100

6.2. [IpomMe:KyTOYHBIH KOHTPOJIb (3a4eT, IK3aMeH)

PaGounm yuyeOHBIM IUIAHOM NpeAyCMOTPeH 3aueT B cemecTpe 22.
BOITPOCHI JIJ151 [IPOBEPKU 3HAHMIA:

1-it Bompoc Omnera (40 ©OamnoB), Bua Bompoca: Tect/mpoBepka 3HaHuil.  Kpurepwii:
IIpaBUIBHBIN OTBET.

Kommnerennusi: OIIK-5 Cnocoden K ocyliecTBJIeHUI0 BHYTPHOPTaHU3ALMOHHBIX M
MEKBEJOMCTBEHHbIX KOMMYHHM KA

3HaHue: 3HaTh OCOOEHHOCTH OOecleueHUs BHYTPUOPTraHU3alMOHHONM W MEKBEJOMCTBEHHOMN
JOKYMEHTalue B cdepe TaMOXKEHHOIO JieNa, FOCyJapCTBEHHBIX OpraHOB, OpraHU3alMd U
OTJIEbHBIX TPAXKIAH

1. "JIokyMeHT KaK UICTOUHUK U HOCUTENb HHOpMALIUU.
2. "Opranuzanus JOKYMEHTOB B apXHWBE TAMOKEHHOTO opraHa. Mcmosb3oBaHUE TOKYMEHTOB
apXuBa TaMOYKEHHOT0 opraHa."

3. ABTOMaTH3aIMs 1€JI0MPOU3BOJCTBA B TAMOKEHHBIX OpraHax.

4. HopmatuBHo-metoamnueckas 6a3a JIOY B Poccuiickoit @deneparum.

5. ObecrnieueHre COXpaHHOCTU JOKYMEHTOB apXHUBa TaAMOKEHHOTO OpraHa.

6. Opranuzanys JAOKYMEHTAllMOHHOTO H HMH(OPMAIMOHHO-aHATUTHYECKOrO obecredeHus
yIpaBJIEeHUYECKON AESITETbHOCTH TAMOKEHHBIX OPTaHOB.

7. Opranuzanusi T0KyMeHT0000pOTa U UCIIOTHEHUS JOKYMEHTOB B TAMOXEHHBIX OpTraHax.

8. Opranmzaius paboThI C TOKYMEHTaMHU B JIEJIOMPOU3BOJICTBE.

9. OcHOBHbBIE TOHATUS M TEPMHUHOJOTHS B JIOKYMEHTAIIMOHHOM OOECHEUEHUH YIpaBIICHUS
(AOY) nestenbHOCTHIO TAMOKEHHBIX OPTaHOB

10. OcobeHHOCTH MOATOTOBKH M O(OPMIIEHHSI OTAENbHBIX BHJOB JIOKYMEHTOB B TaMOXKEHHBIX
opraHax.

11. Ocobennoctu pabotsl ¢ obpamenusimu rpaxaan B @TC Poccun u TaMOXKEHHBIX OpraHax
Poccuiickoit deneparumn.

12. CpenctBa OpraHu3aliMOHHON TEXHUKH, UCTIONIb3yeMbIe IPH paboTe ¢ TOKyMEHTaMH



13. TpeboBanust K 0POPMIICHHIO TOKYMEHTOB TAMOKEHHBIX OPTaHOB.
14. DxcnepTu3a IEHHOCTH JOKYMEHTOB

TUITOBBIE 3AJIAHUS SIS IIPOBEPKU YMEHMIA:
2-1i Boripoc ouneta (30 6amioB), Bux Borpoca: 3aganue Ha ymenue. Kpurepuii: [TomaHbiil oTBET..

Kommnerenuusi: OIIK-5 Cnocofen Kk ocylecTBJIEHHI0 BHYTPHOPTaHU3ALMOHHBIX M
MeKBeJOMCTBEHHbBIX KOMMYHHKALUH

YMmenue: YMeTh OCYIIECTBIATH OOMEH MHGOpManuell B HYTpU OpraHu3aliu; oO0ecIeyrBaTh
MEXBEJJOMCTEHHbIE KOMMYHUKAaTHBHBIE IPOLIECCHI.

3amaua Ne 1. [TosicHuTe 0COOEHHOCTH COCTABICHHS JOKYMEHTOB.

TUITOBBIE 3AJJIAHUA JJIA ITPOBEPKM HABBIKOB:
3-1i Bonpoc Ouera (30 6amioB), Bua Bonpoca: 3aganue Ha HaBbIKU. Kputepuii: [ToHBIH OTBET..

Kommnerennusi: OIIK-5 Cnocofen K ocyliecTBJIEHHI0 BHYTPHOPTaHU3ALMOHHBIX M
MesKBeI0MCTBEHHbIX KOMMYHUKANMIA

Hagbik: Brageer HaBbIkaMu OCYILIECTBICHUSI KOMMYHHUKAIMH Kak BHYTpU OpraHU3aluy TaK U Ha
MEXBEJJOCTBEHHOM YPOBHE

3ananue Ne 1. CocTaBbTe NpeaIOKEHHBIE TOKYMEHTHI.

OBPA3EIL] BUJIETA

MI/IHI/ICTepCTBO HAYKH U BBICHICTO 06p330BaHI/I$[

BRI Hanpagnenue - 38.05.02 TamoxxeHHOE 11€710
Poccuiickoit ®denepanun

®deepanbHOE FOCYIaPCTBEHHOE GI0KETHOR [podwuis - TamoxenHoe 1€10
obpasoBaTesnbHOE yupesk/ieHHe Kadenpa mex1yHapoIHBIX OTHOLICHUN U
. BBICILIETO 00pa30oBaHU . TaMOXEHHOTO Jieia
«BAUKAJIBCKUU T'OCYJAPCTBEHHbBIN
VHIUBEPCHUTET» JuctumnrHa - OCHOBBI JOKYMEHTO000pOTa
(®PI'BOY BO «BI'Y») B TaMO’KCHHBIX OpraHax

BUJIET Ne 1

1. Tect (40 GamoB).
2. IlosicHuTE OCOOEHHOCTH COCTaBJICHUS JOKyMEHTOB. (30 GamioB).
3. CoctaBpTe TpemsioxKeHHbIE JOKyMEeHTHI. (30 GasioB).

CocraBurenp C.H. KopotkoBa

3aBemyronuit kKadeapoi A.B. lllamak

7. IlepeyeHb OCHOBHOI M 1ONIOJHUTEJIBLHOM y4eOHOM JUTEPATyPbl, HEO0X0AMMOM A5
OCBOCHUS AMCHUIIMHBI (MOXYJIs1)

a) OCHOBHasl JIMTeparypa:

1. Poroxun M. 1O. [lenonpoussoactso. kypc nexuuit/ M.FO. Poroxun.- M.|bepaun: dupekt-
Menua, 2014.-229 c.

2. 'pososa O. C. Jlenonponssoxactso/ O.C. I'pososa.- Momkap-Oma: IITTY, 2015.-124 c.

3. Yanasiruga M.A. OcHOBBI JOKYMEHTOO0OPOTA B TAMOXKEHHLIX opraHax. HoBast HHCTpYKIIUS
[DaekTpoHHBIA pecypc] : yueOHoe mocodue / M.A. Yamsirnga, B.B. Kosapaa, O.B. babackuna.



www.iprbookshop.ru/41101.html
www.iprbookshop.ru/41101.html

— DnekrpoH. TekcTtoBble aanubie. — CII6. : Tpouukuii moct, 2016. — 256 ¢. — 978-5-4377-
0038-9. — PexuM moctyma: http://www.iprbookshop.ru/41101.html

0) 1OMOJIHUTE/IbHASA JIUTepaTypa:

1. Ko3una E. C. JlenonpousBoacto/ E.C. Ko3una.- Mocksa: lupekr-Meaua, 2013.-27 c.

2. Kysuenos W.H. [Jenonpou3BoacTBo [DIEKTPOHHBINA pecypc] : yueOHO-CIIpaBOYHOE ITOco0ue /
M.H. Ky3HenoB. — DeKTpoH. TekcToBble gaHHble. — M. : JlamxkoB u K, 2017. — 460 ¢. —
978-5-394-01981-4. — Pexum goctyna: http://www.iprbookshop.ru/60399.html

3. Korukos B.M. TamoxxeHHoe IpaBo [DIeKTpOHHBIA pecypc]: ydueOHoe mocobue/ B.I.
KbrukoB— DiekTpoH. TekcroBble Jganaesle.— CI16.: Marepmemusa, 2014.— 328 c.— Pexum
nocryna: http://www.iprbookshop.ru/28009.

8. Ilepeuenr pecypcoB HH(OPMANMOHHO-TEJEKOMMYHMKAUMOHHON ceTn «MHTepHeT»,
He00XO0UMBIX /IJIsl OCBOCHHUS IMCHHUILIMHBI (MOAYJIsl), BKJIIOYasi nmpodeccuoHaIbHbIe 0a3bl
JAHHBIX U MHGOPMALHOHHO-CIIPABOYHbIE CHCTEMbI

JUis OCBOGHMSI JUCLMIIIMHBI OOYYaroleMyCcsi HEOOXOAUMBI CJIEIYIOIUE Pecypchbl
MH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHON ceTn «THTepHeT»:
— Caiit BaiikanbCKoro rocyapcTBEHHOTO0 YHHBEPCUTETA, ajpec AocTyma: http://bgu.ru/, noctyn
KPYTJIOCYTOYHBIM HEOTpaHUYEHHBIN U3 II000H Toukn VHTepHeT

— OdunmanbHbIi cauT TamosxeHnHoOro como3a EADC, ajzipec Jlocryna:
http://www.eurasiancommission.org. 1ocTym HeorpaHUYEHHBII
- Caiit EBpazuiickoi SKOHOMHUYECKOH KOMUCCHH, azapec JIOCTYyTIA:

http://www.eurasiancommission.org/. 1ocTyI HeorpaHUYECHHBIN
— Caiir denepanbHOil TaMOXXeHHOH ciyxkObl P®, aapec pocrtyma: http://www.customs.ru.
JIOCTYII HEOI'PaHUYEHHBIN

9. MeToau4eckue yKasaHHus /sl 00y4al0IHUXCS 110 OCBOCHUIO JTMCIUILIHHBI (MOAYJIsA)

N3yuarh AMCUMIIMHY PEKOMEHIYETCS B COOTBETCTBUU C TOM MOCIEA0BATEIbHOCTHIO,
KoTOpass o0o3HaueHa B €€ cojJepXkaHuu. [ yCHemrHoro ocBOEHMsS Kypca oOydaroliuecs
JOJIKHBI UMETH NEpBOHAaYaIbHbIEC 3HaHUS B 00J1aCTH NTPAaBOBEICHHUS, OCHOB I'PaK/IaHCKOT'O IIpaBa,
OCHOB TPYZAOBOTO IPaBa, TAMOKEHHOTO MEHEPKMEHTA.

Ha nexumsix mpernopaBatenb 03BYYMBAET TEMY, 3HAKOMUT C MEPEUHEM JIUTEPATYpPhI 110
TeMe, OOOCHOBBIBAET MECTO M pPOJIb 3TOW TeMbl B JAHHOM IMCLUIUIMHE, PAcKpbIBaeT ee
IpakTHYeCcKoe 3HadeHue. B xojne yekuuil cTyeHTy HeoOXOAMMO BECTH KOHCIEKT, (PUKCHPYS
OCHOBHBI€ MTOHATHUS U MPOOJIEMHBIE BOIIPOCHI.

[TpakTHyeckune (CEeMMHApCKHE) 3aHATHS O CBOEMY COJEP)KAaHUIO CBSI3aHBI C TEMATUKOMN
JEKIMOHHBIX 3aHATHH. HaunHaTh MOATOTOBKY K 3aHATHIO 11€J1IeCO00Pa3HO C KOHCIIEKTA JIEKIIH.
3amaHue Ha TPaKTHYECKOe (CEeMHUHApCKOE) 3aHATHE CcOOOLIaeTcs OOydarolmMmcs 0 €ro
npoBeneHus. Ha cemuHape mpenopaBarenb OpraHu3yeT OOCYXJAEHHE HTOW TEMbl, BBICTYyMas B
Ka4yecTBE OpraHU3aTopa, KOHCYJIbTaHTAa M JKCIEpTa Y4eOHO-TIO3HABATENBHOM JesITeTbHOCTH
00ydJaromerocs.

W3yuenne qUCUUIUIMHBI (MOIYJS) BKIIOYAET CAaMOCTOSTEIbHYIO paboTy o0yyaromierocs.

OCHOBHBIMHU BHJIaMU CaMOCTOSITEIbHON pabOThl CTYAEHTOB C y4acTHEM IpenoaaBaTeneit
ABIISIOTCS:

* TEKYIIHE KOHCYJIbTAllUH;

* KOJUTOKBUYM Kak (popMa KOHTPOJISI OCBOCHUS TEOPETUYECKOTO COACPIKAHUS TUCIUTIIUH:
(B yachl KOHCYJIBTAIUH, IPETYCMOTPEHHBIE YUEOHBIM IJIAHOM);

* IpUeM M pa300p JOMAIIHUX 3aJaHU (B yachl MPAKTHUECKUX 3aHATHH);

* IPUEM U 3alllUTa KOHTPOJBHBIX paboT (BO BpeMs IPOBEICHUS 3aHATHH);

OCHOBHBIMHU BH/IaMU CAMOCTOSITEIILHON PabOTHI CTYACHTOB 0€3 yyacTus ImpernoiaBaTeneit
SABIISTFOTCSL:


www.iprbookshop.ru/41101.html
www.iprbookshop.ru/41101.html
www.iprbookshop.ru/60399.html
www.iprbookshop.ru/60399.html
www.iprbookshop.ru/60399.html
http://www.iprbookshop.ru/28009
http://www.iprbookshop.ru/28009
http://www.iprbookshop.ru/28009

* (hopMupoBaHMe U YCBOCHHUE COIEPKAHMS KOHCIIEKTA JIEKIMI Ha 0a3e peKOMEHIOBaHHOM
JIEKTOPOM Y4YeOHOM JIMTEepaTyphl, BKIIOYas HWHOOPMAIMOHHBIE 0OO0pa3oBaTEIbHBIE PECYpPCHI
(31eKTpOHHBIE y4eOHUKH, STIEKTPOHHBIE OMOINOTEKH U JIP.);

* CaMOCTOSITENIbHOE HM3yYEHHUE OTIENbHBIX TEM WM BOMPOCOB IO YyuyeOHUKAM WIIU
y4eOHBIM MTOCOOUSIM;

* HarucaHue pedeparos, JOKIAJI0B;

* TOJITOTOBKA K CEMUHAPaM U KOHTPOJIBHBIMHBIM paboTam.

10. Ilepeyens HH(POPMALIHOHHBIX TEXHOJIOT W, HCIIOJIb3YEeMbIX IIPH OCYIIECTBJICHUH
00pa30BaTeJbLHOI0 MPOoLEcca Mo JUCHUILINHE (MOYJ/II0), BKJIIOYAs NlepeYyeHb
NPOrpaMMHOI0 obecrne4eHus
B yueOHOM mporecce UConb3yeTcs cileayrolee NporpaMMHOe 0OecrieueHue:
— Koncynprantllmoc: Bepcus [Ipod - nabopmannonnas crpaBoyHasi CUCTEMA,
— Koncynprantllntoc: CBogHOE pernoHalIbHOE 3aKOHOJATEIbCTBO,
— TI'apanT mnardopma F1 7.08.0.163 - nundpopmanmonHas cupaBodHasi CUCTEMA,
— CTM [lexnapanr,
— MS Office,

11. Onucanne MaTepuaJbHO-TeXHNYECKOH 0a3bl, HE0OXO0AUMOIi VIl OCYIIeCTBJICHHUS
00pa3oBaTeILHOIO MPoUEcca MO0 AMCHHUILINHE (MOIYJII0):

B yuebHOM mporiecce ucoib3yeTcs ciaeayoliee 000pya0BaHue:
— IlomernieHus 7151 CAMOCTOSITENILHOM pabOThI, OCHAIIICHHBIE KOMITBIOTEPHON TEXHUKOI €
BO3MO>KHOCTBIO MOJKII0UeHUs K ceTH "MHTepHeT" u o0ecnieueHreM JI0CTyna B JJIEKTPOHHYIO
UH(POPMALMOHHO-00pa30BaTENbHYIO Cpelly By3a,
— YueOHble ayTUTOPUU JJIsl IPOBEACHMS: 3aHATHH JEKLIIMOHHOTO THIA, 3aHATHI CEMUHAPCKOTO
TUTIA, MPAKTUYECKUX 3aHITHA, BBITIOJHEHHSI KYPCOBBIX pabOT, IPYNIOBBIX U UHIUBUIYATbHBIX
KOHCYJIbTAIMH, TEKYILIEro KOHTPOJIS U IPOMEKYTOYHOM aTTeCTalliH, YKOMIUIEKTOBaHHBIE
CHeLUaTU3UPOBAHHON MEOEIbIO U TEXHUUYECKUMU CPe/ICTBAMH 00yueHUs,
— KoMnbroTepHslIii Ki1ace,
— HaGops!l 1eMOHCTpallmOHHOT0 000pYI0BaHUS M yU€OHO-HATIJIAIHBIX TOCOOUH



