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Oynas @O 3aouynas @O

Kypc 2 2
Cemectp 22 22
Jlexmu (4ac) 36 16
[TpakTiueckue (cem, 1ab.) 3aHATUSA (Yac) 36 0
CamocTosTenpHas padoTa, BKI0oYast

144 200
MOJATOTOBKY K DK3aMEHaM U 3aueTaM (Jac)
KypcoBas pabota (uac)
Bcero yacos 216 216
3ader (cemecTp) 22 22
JK3aMeH (ceMecTp)

Npkyrck 2025



[Iporpamma cocrasiena B coorBerctBur ¢ @I'OC BO no nanpasnenuto 38.05.02
TaMoxk€eHHOE 1eN0.

Astop C.H. KopotkoBa
PaGouas mporpamma o6cykaeHa 1 YTBEPKICHA HA 3aceTaHuH KadeaIpbl
MEXTyHAPOIHBIX OTHOIICHUI U TAMOKEHHOTO Jieia

3aenyrommii kadeaporr A.B. [lamax



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
JOKYMEHTHPOBAaHHON MH(DOPMAITUH YUpeKACHUH JII000H OpraHu3alliOHHO-TIPAaBOBON (DOPMBI;

— (opMHpOBaHKE y CTYICHTOB KOMIUIEKCHOTO NPE/ICTABICHUS O PAa3BUTHU JOKYMEHTA, CHCTEM
JOKYMEHTAIlMM; O COCTaBe CIYXEOHBIX JIOKYMEHTOB, OCOOCHHOCTAX WX OQOpPMIICHHS B
COOTBETCTBUH C COBPEMEHHBIMH ITPABUIIAMH;

- OCBOGHHE CTYJCHTaMH OCHOBHBIX IPHHILHUIOB JTOKYMEHTOOOOpOTa B TOCYAapCTBEHHOM
YUpEXKICHUU, HA MPEONPHUSITHH, OBJIAJCHHE HMMH HEOOXOAWMBIM  HMHCTPYMEHTapueM
KOMITBIOTEPHBIX TEXHOJOTHH /11 3 PEKTUBHOM OpraHu3anuu paboThl C JOKYMEHTAMHU;

- H3y4YCHHE COBPEMEHHBIX INPOOJIEM JOKYMEHTHPOBAaHHS WH(POpPMAIMK, 3aKOHOMEPHOCTEH
00pa3oBaHUsl JOKYMEHTOB, CHUCTEM JOKYMEHTAIUH, KOMIUIEKCOB JIOKYMEHTOB, HaIpaBICHUI
COBEPIICHCTBOBAHMUS JIOKYMEHTAIIMOHHOTO 00ECIICUCHHUS;

- (hopMHpOBaHME y 00YYAIOIINUXCS ONPEIETICHHOTO COCTaBa KOMIIETCHIINH, KOTOphIEe 0a3upyroTCcs
Ha XapaKTepUCTHKaX Oyaymed mnpodecCHOHaIbHON IEATeNbHOCTH, a HWMEHHO: O0JIacTh,
O0O0BEKTHI, BUJIBI U 33/1a4H ATOM JIEATEILHOCTH.

2. [lepeyeHb MIIAHMPYEMBIX Pe3yJIbTATOB 00y4eHHUs 10 AUCHUILINHE (MOLYJIIO),
COOTHECEHHBIX C IVIAHUPYEeMbIMH Pe3y/JIbTATAMH OCBOCHHS 00pa30BaTeJbHOH NPOrpaMMbl

Komnerenuuu odyuaiomerocsi, popMupyembie B pe3yabTaTe 0CBOECHHSA

AUCUMILTUHBI
Kon
KOMIICTCHIINHU 110 KOMHGTGHIII/I?[
dI'0C BO
CrniocobeH pa3pabaTbiBaTh 000CHOBAaHHBIE OPTaHU3AI[MOHHO-YIIPABICHYECKHE
OIIK-3 pereHust (ONepaTuBHOTO U CTPATErMYECKOro YpOBHEN) B PO ecCHOHATbHON
NesITeTbHOCTH

CTpyKTypa KOMNETCHIIUH

Komnerenmus ®opmupyemsbie 3YHbl

3. 3HaTh OCOOCHHOCTH OCYILECTBIIEHHS ITOATOTOBKH U BbIOOpa
PO ECCHOHATIBHBIX PEIICHU TI0 OTIEPATUBHOMY U
CTPAaTErH4eCKOMY YIIPABICHHIO 1€ TENbHOCTHIO TAMOKHHU
(TaMO>KEHHOT'0 TIOCTA) U UX CTPYKTYPHBIX MOJPa3IEICHHM.

V. YMeTh oCyIIecTBIATh HOATOTOBKY U BEIOOp pelIeHui 1o
YIIPABJICHUIO CTPATETUYECKON U ONIEPATUBHOU
NesITeIbHOCTHIO TAMOXKHH (TaMO>KEHHOTO MOCTa) U MX

OIIK-3 Cniocoben pa3pabaTbiBaTh
000CHOBaHHBIE OPraHU3AIMOHHO-
VIIPaBICHYCCKHE PEIICHUS
(omepaTuBHOTO U

o CT TYPHBIX
CTpaTEeruyecKkoro ypoBHeil) B PYKTYP .
npodeccnoHaTbHON [TOADASACICHIH
p H. BJ'IaJIeTB HaBbIKaMU OCYIICCTBJICHUSA MMOATOTOBKU U
e TEIIbHOCTH

BEIOOpA pEIIeHUH TI0 CTPATETHIYECKOMY U OTIEPATUBHOMY
praBJ'IeHI/IIO ACATCIIPHOCTHO TAMOXHHN (TaMO)KeHHOI‘O HOCTa)
U UX CTPYKTYPHBIX

MoIpa3IeICHHI

3. MecTo AuCHUILIHHBI (MOYJIsI) B CTPYKTYpe 00pa3oBaTe/IbHOM NPOrpaMMbl

[Mpunagnexxnocts  guctumiuael - BJIOK 1 JJUCHUIUIMHBI (MO YJIN):
O0s3arenbHast 4acTh.



I[I/ICI_[I/IHJII/IHBI, I/ICHOJIB3yIOH_II/Ie 3HaHUA, YMGHI/I}I, HaBBbIKU, HOJIyLIeHHI:IC HpI/I I/IBYLIGHI/II/I
JTaHHOW: "YTpaBieHne TAMOKEHHOMN AeSTEIbHOCThIO"

4. O0beM QUCHUNIMHBI (MOAYJISA) B 32a4€THBIX €IMHULAX C YKa3aHHEM KOJIMYeCTBa
aKajgeMHYecKHX YacoB, BblJIeJIEHHbIX HA KOHTAKTHYI0 padoTy 00y4yaomuxcs ¢
npenojaasareseM (110 BUAaM y4eOHbIX 3aHATHII) U HA CAMOCTOSITEJILHYI0O Pa0doTy
0o0yJaromuxcs

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

KommuectBo yacos

KomngecTBo yacos

Bun yuebuoit paboret (ouynas ®O) (3aounas ®O)
KoHnTtakTHas(aymuTopHas) pabora
Jlexuuy| 36 16
[TpakTuueckue (cem, 1ab.) 3aHATUS 36 0
CamocTosTenbHas paboTa, BKIIOYast MOATOTOBKY K 144 200
DK3aMEHAM U 3a4eTaM
Bcero yacos 216 216

5. Conep:kanne IUCHUIIMHBI (MOIYJIfA), CTPYKTYPUPOBAHHOE MO TeMaM (pa3iesiaMm) ¢
YKa3aHHeM OTBEJCHHOI0 HA HUX KOJIMYeCTBA aKaJeMUYeCKHX YaCOB U BUI0B Y4eOHBIX
3aHATHH

5.1. Conep:xanue pa3iesioB TUCUUIIMHBI

3aounas popma o0yueHus

Cemunap| Camo- |B unrepa-| ®opMbI TEKYILEro
Ne Pa3zpen u tema Ceme-| Jlek- p P . P ym
Jlabopar.| CTOAT. | KTHBHOM KOHTPOJIfA
n/n JUCIHHUILINHDBI CTp | HuM
IlpakTuy. pab. popme yCIeBaeMOCTH
(OCHOBHBIE TTIOHATHUS U
TEPMUHOJIOTHUS B
TOKYMEHTAIIMOHHOM
1 |oGecnieueHuu 22 6 0 100 KomnokBuym 1-5
yrpasnenus (JJOVY)
NEeATEeILHOCTEIO
TaMOXXEHHBIX OPraHOB
JloxymeHTupOBaHuE
[IPOU3BOJICTBEHHOU o
p  [POMSBOL 22 | 10 0 100 Keiic-study. Tect
NeaTeILHOCTH
TaMOXEHHBIX OPTaHOB
HUTOI'O 16 200
Ounas ¢popma 00yueHus
Cemunap| Camo- |B nnTepa- | ®opMbI TEKYILET0
Ne Pa3zngen u tema Ceme-| JIek- P pu P ym
Jlabopar.| cTOAT. | KTUBHOM KOHTPOJIsA
n/n JUCIHHUILINHDI CTp | HuM
IIpakTny. pao. popme YCIEeBAEMOCTH
(OCHOBHBIE MTOHATHASA 1
TEPMUHOJIOTHS B
OKYMEHTAIIMOHHOM
| [oxyMeHTan 2 | 6 6 44 Kommoksuym 1-3
oOecIIeueHN N
yrapasierus (JJOY)
NeATEeILHOCTLIO




Cemunap| Camo- |B uHTepa-| ®opmbl TEKyLIETO
Ne Pa3gen u Tema Ceme-| JIek- P pu P ym
Jlabopar.| cTOAT. | KTUBHOM KOHTPOJIfA
n/n AUCHHILIMHBI CTp | HUM
IIpakTnu. pao6. popme yCneBaeMoCTH
TaMOXXEHHBIX OPraHOB
J/loxymeHTupOBaHue
[MPOU3BOJACTBEHHOMN KonTposibHas
[P 2 | 22 22 70 p
eATETbHOCTH pabora. Tect
TaMOXXEHHBIX OPTraHOB
DopMHpOBaHUE €N U
OpraHu3aIus ux
3 (P 2 | 8 8 30
XpaHEHUs! B
TaMOXXEHHBIX OpraHax
NTOI'O 36 36 144
5.2. JlekunoHHbIE 3aHATHS, UX COJEpP/KaAHHE
No HaunmenoBanue
Conepxxanue
/1 pa3esioB U TEM
OCHOBHbBIE OHATHS U
OcHOBHBIE TOHATHUA B chepe TOKYMEHTAlMOHHOTO 00ecreYeHUs
TEPMUHOJIOTHUS B
YIIPaBJICHUS
TOKYMEHTAMOHHOM
‘TaMO>KeHHOE J1eI0NPOU3BOJICTBO KaK OTPAKEHUE CUCTEMBI U
I jobecneucrm TEXHOJIOTHH ABJICHUS JEATEITbHOCTHIO TAMOXKE OpraHo
HHBIX OpPTaHOB
yrpasienus (JJOVY) yrp A p
Yrpasrnenue HHPOPMAITMOHHBIME PECYpCaMH — OIHO U3
e TeIbHOCTHIO o
OCHOBHBIX HaIlpaBJICHUH JCSITEILHOCTA B TAMOKEHHBIX OpraHax.
TaMOXEHHBIX OPraHOB
JIoKkyMeHT Kak HOCUTEIb HH(OpMaIUK; CBOUCTBA U (PYHKITUU
TOKYMEHTa
/10KyMEHT KaK /[Bi>xeHHE TOKyMEHTHPYEeMON HH(POpMaIIUK B CUCTEMAaxX
2. [ACTOYHUK U HOCUTEIb M py P
YIIPaBJICHUS U €€ XapaKTepUCTUKA B 3aBUCUMOCTU OT YPOBHS
MH(pOpMalUu.
00paboTKH
CaoiicTBa nH(GOpPMAIIUH, COAEepKAIIEHCs B JOKYMEHTaX.
HopMaTuBHO — MeToIMUecKoe o0ecrieueHne JeI0mpOru3BOICTBA.
3aKOHO/IaTEeNIbHOE PETYIUPOBAHUE JEIOMPOU3BOJICTBA B
HopmartusHO- Poccuiickoit denepanuu
3 [MeTozmeckas 6aza  |CucrTemMa rocyaapCTBEHHBIX OPTaHOB yIPaBICHUS TOKYMEHTAIUEn
" 1OV B Poccmiickoit B POD.
denepanuu. HarmonanbHble CTaHAAPTHI B 001aCTH JOKYMEHTAI[HOHHOTO
oOecrieueHrs yrpaBIeHUs.
MexayHapoIHbIE CTAaHAAPTHI MO JIEJTONPOU3BOJICTBY.
(OCHOBHBIE BUJIbI JOKYMEHTHOM J1€STEIbHOCTH
JlokymenTarmonHoe | OCHOBHBIE 3a/1a4H, OPraHU3aINsI, TOKYMEHTAITMOHHOTO
obecriedeHne obOecrieueHus
4. |ynpaBieHYECKOMN Opranu3anys J0KyMEHTAIMOHHOTO 00eCTedeHUs
e TeIbHOCTH B YIIPaBJICHUYECKOU 1eATeIbHOCTH
TaMOXXEHHBIX OpTraHax |YTIpaBJIeHUYECKUE PEIIeHUs HadyalbHUKA OTAea
TOKYMEHTAIMOHHOTO 00eCTieueHus
CHeTeMbI TaMo)keHHBIE JOKYMEHTHI KaK MOACUCTEMA BHEITHETOPTOBOM
MTOKYMEHTAIUH, UX KJIaccu(HuKaIums
TOKYMEHTAINH, . .
Kiaccudukaropsl TEXHUKO-DKOHOMHUYECKON M COIUATBLHOM
5. [ACIIONB3yEMBIE B
uHpopManuu. VX Ha3HaYeHUE U PoJIb B HUH(OPMAIIMOHHOM
NesATEeIbHOCTH

TAMOXXCHHBIX OpPTraHOB

oOecrneueHU ACATCIIBHOCTH TaMOXXCHHBIX OpPTaHOB,

KI1acCuUKaIUs




/o

Haumenosanue
pa3liesioB U TEM

Coneprxanue

YHubuIMpoBaHHas CUCTeMa OpraHU3allMOHHO-PACTIOPAIUTENEHOM
noxkymenTanuu (YCOPJI). [IpaBoBasi ocHOBa UCIIOJIb30BAHUS
['OCT P 7.0.97— 2016

TpeGoBanus k
0(OpMIICHUIO
TOKYMEHTOB
TaMO>KEHHBIX OPTaHOB.
PexBU3HTHI
TOKYMEHTOB

bilaHKU TOKYMEHTOB.
CocTaB peKBU3UTOB JOKyMEHTOB.
[IpaBumna opopmieHHsSI PpEKBU3UTOB JOKYMEHTOB.

bnanku nokymMeHTOB
CocTaB peKBU3UTOB I0OKYMEHTOB
[TpaBuiia oopMIIEHUS] PEKBH3UTOB JJOKYMEHTOB

OcobeHHOCTH
[MOTOTOBKH U
odopmiteHUS
OTIEIbHBIX BUIOB
TOKYMEHTOB B
TaMOKEHHBIX
opranax.lIpukassl u
pacIOpsKCHHUS.
[Tonoxxenue, mpaBuia,
MHCTPYKLHUU.

OCOOEHHOCTH TIOATOTOBKU M 0()OPMIICHUS OT/IEIBHBIX BUIOB
TOKYMEHTOB B TaMOKE€HHbIX opraHax.lIpuka3ssl 1 pacriopsKeHuUs.
[TonoxxeHue, mpaBuIa, UHCTPYKIUU.

Ocobennoctu
[OJITOTOBKH U
odopmiTeHUS
OTIEILHBIX BHJIOB
TTOKYMEHTOB B
TaMOYKCHHBIX OpraHax.
Ci1y>keOHbIE MUChMa;
3aIUCKU (JIOKJIAIHBIC,
CITyKEOHBIE,
0O0BSICHUTEIIbHBIE).
[ToarotoBka u
oopmnenue
COBMECTHBIX
TTOKYMEHTOB.

Oco0eHHOCTH MOATOTOBKU U 0POPMIICHHUS OTJIEIBHBIX BUIOB
TOKYMEHTOB B TAMO>KEHHBIX OpraHax. CIy>KeOHbIE MIUChMa;

3anucKu (JOKIaIHbIe, CTy>KeOHbIe, 00bsICHUTENbHBIC). [loaroTOoBKa
1 0()OpMIIEHHE COBMECTHBIX JIOKYMEHTOB.

OcobenHoctu
MMOTOTOBKU U

o opMIIeHUS
OT/CILHBIX BHJIOB
TOKYMEHTOB B
TaMOYKCHHBIX OpTraHax.
MTPOTOKOJ; aKT;
TTOBEPEHHOCTB;
OcoGeHHoctu
odopmiieHus
Teerpamm,
Tererainorpamm,
(akcorpamm,
TesIe()OHOTPAMM.

OCcOOEHHOCTH OATOTOBKU M 0(OPMIIEHUS OT/AEIbHBIX BUIOB
JTOKYMCHTOB B TAMOKCHHBIX OpraHax. MpoOTOKOJI; aKT,
moBepeHHOCTh; OcoOeHHOCTH 0(hOPMIICHUS TEIETPaMM,
TeneTanmorpaMmM, hakcorpamm, TeIeGOHOTPaMM.

10.

Opranuzanus

TOKYMEHTO0000poTa U

Opranuzanus JOKyMEeHTO000pOTa U UCTIOJIHEHHS TOKYMEHTOB

Opraauzanus JOKyMEHT0000poTa. Peructparus oTnpasisieMbIxX




/o

Haumenosanue
pa3liesioB U TEM

Coneprxanue

FICIIOJTHEHMS
TOKYMEHTOB
Opranuzanus
TOKYMEHTO000pOTA.
Peructpanus
OTIIPABIISIEMBIX
ITOKYMEHTOB.
Opranuzanus
TOCTaBKU
ITOKYMEHTOB.
Opranuzanus
00paboTKH U
repeaavn
[MOCTYIAIOIINX
TTOKYMEHTOB.

OKyMEeHTOB. Opranusanus J0CTaBKU JOKyMeHTOB. Opranusanus
00pabOTKU U Mepeiaur NOCTYNAIOMINUX TOKYMEHTOB.

Opranuzanus
TOKYMEHTO000pOoTa U
VICTIOTHEHUS
TOKYMEHTOB B
TaMOXXEHHBIX OpTaHax.
OtnpaBka

Opranu3zanus TOKyMEeHTO000pOTa U UCIIOJIHEHUSI IOKYMEHTOB B

TTOKYMEHTOB.
TaMOKEHHBIX OpraHax.
[IpoxoxneHue u
11. erHCTDAIIHS OtnpaBka 10KyMeHTOB. [IpoxokaeHue u perucTpanus BHyTPEHHUX
I};H TCII)-IHI/IX TOKYMEHTOB. YYeT KOJIn4ecTBa JOKyMeHTOB. OcoOeHHOCTH
yTb VICIIOJTHEHUS IOKYMEHTOB
TOKYMEHTOB. Y4eT
KOJIMYECTBA
TTOKYMEHTOB.
OcobenHocTH
VICIIOJTHEHUS
TOKYMEHTOB
[Topsinox paboTsl ¢ oOpamenusmu rpaxaad B ®TC Poccun u
TaMOKEHHBIX opraHax Poccuiickon ®@enepaunu. [Ipuem,
OcobeHHOCTH PabOThI [PErUCTpallds U pAaCCMOTpeHHe oOpatieHuii rpaxaad B OTC
c oOpalleHUsIMH Poccuu. [Ipuem, perucrpaius 1 pacCMOTpeHHe o0palieHuit
rpaxxaaH B OTC TpakJlaH B TAMOXXEHHBIX opraHax. [lopsnok perucrpanuu B
12. [Poccun u TaMOXEHHBIX OpraHax oOpallleHu# IpaXkAaH U IOPUAMYECKUX JIULL.
TaMO>KEeHHBIX opraHax |[Hampasnenue otBeta Ha obparmienue rpaxaad B @TC Poccun u
Pocculickoi TaMOXEHHBIX opraHax. JInunelii mpuem rpaxaan. OcobeHHOCTH
denepanuu. MOPsJIKa U CPOKU PACCMOTPEHUS 3asBIICHUN IpakJiaH B cllyyae
00KaIOBaHUsI UMU PeIIeHHUs, TeHCTBUS (0e31eiCTBIS)
TaMO>KEHHBIX OPraHOB U MX JOJHDKHOCTHBIX JIUII.
CucTtema 3JIeKTPOHHOT0 IOKYMEHTO000pOTa B TAMOXKEHHBIX
Cucrema
opraHax
DIIEKTPOHHOTO
13. ABTOMAaTH3MpOBaHHast 00pabOTKa JOKYMEHTOB
TOKYMEHTO00O0pOTa B
Perucrpanus 10KyMeHTOB
TaMO>KEHHBIX OpraHax
OcOOEHHOCTH PAaOOTHI C 3JEKTPOHHBIMU JOKYMEHTaMH
KoHTpoib CyIIHOCTh KOHTPOJI UCIIOJHEHUS TOKYMEHTOB
14. mcnonHeHus Cpoku HCTIONHEHNS JOKYMEHTOB

JTOKYMCHTOB.

Opranu3zanys paboThl C TOKYMEHTaMHU B CTPYKTYPHBIX




Ne Haumenosanue

Coneprxanue
/1 pa3esioB U TeM

Opranu3anys padoThl [[TOPA3ACTCHHUIX
C IOKyMEHTaMH B
CTPYKTYPHBIX
[oApa3AeJICHUSIX

Pa3pabotka u Benenue PazpaboTka 1 BeleHne HOMEHKIIATYPhI Jell
15. Homenknarypsl gen.  |@opmupoBaHue u 0hopMIICHHE JEIT
dopmupoBanue nen1  |(Opranusanusi ONepaTUBHOTO XPaHEHUs JOKYMEHTOB

OpraHnsauHs{ IMPOBCACHUA SKCIICPTHU3bI HCHHOCTHU JJOKYMCHTOB
9KCHCpTI/ISa OCHHOCTH HOpH,Z[OK IMPOBEACHUA SKCIICPTU3BI HEHHOCTHU JOKYMCHTOB

16. TOKYMEHTOB OdopmiieHne pe3ynbTaToOB IKCIEPTU3bI IEHHOCTH JOKYMEHTOB.
CocraBiieHre 1 0()OPMIICHHE OIUCEH.
TpeboBaHMs K 3JaHUSIM U TOMEILIEHUSM apX1Ba
CBETOBOI peKuM
ObecnieueHue TemnepaTypHO-BIaKHOCTHBIA PEXKUM
17, [cOXpaHHOCTH CaHUTapHO-TUTUEHUYECKUN PEKUM

TOKYMEHTOB apxuBa |OXpaHHBIN pEXUM

TaMO>KEHHOTO opraHa. [Pa3menieHne JOKYMEHTOB B XpaHHJIHIIE

ObecrieueHne COXpaHHOCTH JOKYMEHTOB apXHUBa TaMO>KEHHOTO
oprana

JlOKyMEHTaIbHBIA U apXUBHBIN (POHIT TAMOKEHHOTO OpraHa
Onpenenenue GOHIOBON NPUHAIEKHOCTH APXUBHBIX JOKYMEHTOB
1 00pa3oBaHKME apXUBHOTO (OHIIA

XPOHOJIOrMUYECKUE IPaHULIbl apXUBHOTO (POHIA

Opranuzanys JOKYMEHTOB B Ipezesiax apXuBHOro GoHaa

OO611e TpeOoBaHUs K yUEeTy TOKYMEHTOB

OCHOBHBIMU €IMHULIAMHU y4Ye€Ta JTOKYMEHTOB

CucreMa Hay4HO-CIIPABOYHOTO ammnapara

JloKyMEHTaIbHBIN U
18. |apxuBHBII GoHA
TaMOYXEHHOTO OpraHa

5.3. Cemunapckue, npakTHyecKme, JJadopaTopHbie 3aHATHS, HX COAepPKaHUe

Ne paznena u

Coaepxanue U popMbl IPOBEACHUS
TCMBI Acp q) P P a

OCHOBHBIE IOHATHUS U TEPMUHOJIOTHUS JOKYMEHTAI[MOHHOTO 00eCTIeYeHUs
yrpaieHus.. OCHOBHBIE OHATHS B c(pepe TOKyMEHTAIIMOHHOTO 00ecTIeUeH s
YIIpaBICHUS

TamoxxeHHOe AeTONPON3BOICTBO KaK OTPaKEHNE CUCTEMBI U TEXHOJIOTHU
YIIPaBIEHUS 1€ATEIbHOCTHIO TAMOKEHHBIX OpPraHOB

'Yrpasienve HHGOPMaIMOHHBIMU peCypcaMi — OJTHO U3 OCHOBHBIX
HAIPABJICHUH JEATEIbHOCTH B TAMOKEHHBIX OpraHax.

Kosioksruym.

JIOKyMEHT KaKk UCTOYHUK U HOCUTEIh HH(pOopMaIMHU.. JJOKyMEHT Kak HOCUTEIb
nH(pOpMalny; CBOMCTBA U QYHKIIMU JOKYMEHTA

JIBI>KEHNE TOKYMEHTHPYEeMON HHPOPMALIMU B CUCTEMaX YIPABJICHUS U e
XapaKTepUCTHKA B 3aBUCUMOCTH OT YpOBHsI 00paboTKH

CBoiicTBa HHpOpPMaLIUH, COIEpKAILEHCs B TOKYMEHTAX.

Kosoksuym.

HopmaruBHo-meroanueckas 6a3a JIOY B Poccuiickoit @eneparnuu.. HopmatuHo
1 — METOJMYECKOe 00ecreueHre AeI0oNpPOr3BOACTBA. 3aKOHOAATEIbHOE
eryJIMpoBaHue AenonpousBoacrsa B Poccuiickon denepaunu




Ne paznena u

Conepxanue 1 POpMBI IIPOBEIECHUS
TEMBI Acp (bop POBCA

CucreMa rocyiapCTBEHHBIX OPraHOB yIpaBiIeHUs JoKyMeHTauuei B PO.
HarmonansHbIe cTaHAAPTHI B 00JACTH TOKYMEHTAIIMOHHOTO 00eCIIeYeHUS
YIIpaBICHUSI.

MesxyHapOAHbIE CTaHAPTHI M0 ACIONPOU3BOJICTBY.

KosmokBuym.

JIoKyMEHTAIMOHHOE 00eCTICUeHUE YITPABICHYECKON IEATEIIBHOCTH B
TaMO>KEHHBIX opraHax. OCHOBHBIC BH/IbI JOKYMEHTHOH JIeATEIIBHOCTH
OcHoBHBIE 337241, OPTaHU3AIIHS, TOKYMEHTAIIMOHHOTO 00eCTIeUeHUs
2 Opranu3zanys J0KYMEHTAI[MOHHOTO 00eCIICUeHUs yIPaBICHUCCKON
EeITENbHOCTH

V1paBlieHYeCKHE PEIICHHs HaYaJIbHUKA OT/IejIa JIOKYMEHTAlIMOHHOTO
00eCIICUCHH S

CucreMbl JOKyMEHTAlLUH, UCIIOIb3YyEMBIE B I€ATEIbHOCTU TAMOXXEHHBIX OPTaHOB.
TamoeHHbIE JOKYMEHTHI KaK MOJCUCTEMA BHEITHETOPIOBOM JOKYMEHTAIlUH, UX
Kyaccuukanms

KnaccupukaTtopsl TEXHUKO-9)KOHOMHYECKOW U COIMaIbHON nHpopMarn. Mx

2 Ha3HauYEHUE U POJib B MH(POPMAIIMOHHOM 00eCIIeueHUH JesITeIbHOCTH
TaMOXXCHHBIX OPTaHOB, KJIacCU(UKAIUSI

YHUGHUIMPOBaHHAs CUCTEMa OPTaHU3ALMOHHO-PACIIOPSAAUTEIBHOM
nokymenTtanuu (YCOPU). IlpaBoBast ocnoBa ucnonszoBanus 'OCT P 7.0.97—
2016

TpeGoBanwust K 0pOpPMIICHUIO JOKYMEHTOB TAMOKCHHBIX OpraHoB. bianku
TTOKYMEHTOB.

CocTaB peKBU3UTOB IOKYMEHTOB.

ITpaBuna opopmiieHHsI peKBU3UTOB JOKYMEHTOB.

OCOOEHHOCTH TIOJTOTOBKY M 0()OPMIIEHHS OT/ICIBHBIX BUIOB JIOKYMEHTOB B
TaMOXEHHBIX opraHax.. OCOO€HHOCTH MOJrOTOBKH U O(hOpMIICHHUS OTAETBHBIX
BUIOB JIOKYMEHTOB:

[pUKa3, pacropsiKeHue; MoIoKeHue, paBuiia, MHCTPYKIIUS; TPOTOKOJI;
CITy>)KeOHBIE NMMChMA; aKT; JOBEPEHHOCTD; 3aITUCKH (IOKJIaIHbIC, CITyKeOHBIEe,
o0BsicHuTeNbHBIe). [lonaroToBKa 1 0popMIIEHHE COBMECTHBIX JOKYMEHTOB.
OcoOeHHOCTH 0OpPMIIEHHUS TEIETPaMM, TeJleTalorpaMmm, (hakcorpamu,
Tese()OHOrpamMM.

Oco0eHHOCTH MOATOTOBKY U O(hOPMIIEHUS OTJENBbHBIX BUJIOB IOKYMEHTOB B
TaMOXXEHHBIX OpraHax. ciy»eOHble IMCbMa; 3alTUCKH (JJOKJIaAHbIE, CITy>KEOHBbIE,
o0BsicHuTenbHbIe). [lonroroBka u opopmiieHne COBMECTHBIX JOKYMEHTOB..
OCcOOeHHOCTH IOATOTOBKU M 0()OPMIIEHHS OT/IEIbHBIX BUI0B JIOKYMEHTOB B
TaMOKEHHBIX OpraHax. ciy>KeOHble MIChbMa; 3aIUCKH (JI0KJIaIHbIe, CITyKeOHbIe,
o0BbsicHuTenbHbIe). [TonroToBka U 0popMIIeHHE COBMECTHBIX JOKYMEHTOB.

Oco0eHHOCTH MOATOTOBKU U O(hOPMIIEHUS OTJENBHBIX BUJIOB IOKYMEHTOB B
TaMOXEHHBIX OpraHax. POTOKOJ; aKT; JOBEPEHHOCTh; OcOOeHHOCTH
oopMIIeHUS TelerpaMM, TeleTainorpamm, pakcorpamm, TeseGoHOrpaMM..
OCcOOEHHOCTH IOATOTOBKU M 0(OPMIIEHHS OT/AEIbHBIX BUI0B JIOKYMEHTOB B
TaMOKEHHBIX OpraHax. MPOTOKOJ;, aKT; TOBEPEHHOCTh; OCOOEHHOCTH
odopMIIeHHs TellerpamMmM, TeJleTalnorpaMM, gaxkcorpamm, TeseoHOrpamMmm.

Opranu3anus JOKYMEHT0000pOTa U UCTIOIHEHHSI JOKYMeHTOB Opranuzamus
TOKyMeHToOoOopoTa. Perucrpaiius oTnpaBisieMbIX JOKyMeHTOB. Opranuzanus
2 ocTaBKU T0KyMeHTOB. Opranusanus 00pabOTKHU U Mepeady MOCTYaoInX
NOKYMEHTOB.. Opranu3anus J0KyMEHTO000pOTa U UCIIOJIHEHUSI JOKYMEHTOB
Opranuzanys J0KyMEHT0000poTa. Peructparus oTnpaBisieMbIX TOKYMEHTOB.




Ne paznena u

Conepxanue 1 POpMBI IIPOBEIECHUS
TEMBI Acp (bop POBCA

Opranuzanus J0CTaBKH JOKyMeHTOB. Opranusaius o0paboTKH U Mepenadyu
MOCTYIAIOMINX JOKYMEHTOB.

Opranu3anus J0KyMEHTO000pOTa U UCIIOJIHEHHS JOKYMEHTOB B TAMOXKEHHBIX
OpraHax.

OTtnpaBka 10KyMeHTOB. [IpoxoxxeHue u perucTpanysi BRyTPEHHUX J10KYMEHTOB.
Vet konuuecTBa JOKyMEHTOB. OCOOCHHOCTH MCIIOTHEHUS TOKYMEHTOB.
Opranu3anus J0KyMEHTO000pOTa U HCIIOJIHEHHS JOKYMEHTOB B TAMOXKEHHBIX
OpraHax.

OTtnpaBka 10KyMeHTOB. [IpoxoxeHue u peructpaiysi BHyTpEHHUX JOKYMEHTOB.
Yder konuuecTBa TOKyMEHTOB. OCOOEHHOCTH MCHIOJTHEHUS TOKYMEHTOB

OcoberHocTH paboThl ¢ oopamenusiMu rpaxaad B @TC Poccun u TaM0KeHHBIX
opranax Poccuiickon @enepannn.. [Ipuem, perucrpanus u paccMOTpeHue
oOpallieHui Tpaxk/iaH B TaMOXKEHHBIX opraHax. [lopsinok perucrpanuu B
TaMOKEHHBIX OpraHax oOpalleHHUI rpakaaH U ropuandeckux iul. Hanpasienue
oTBeTa Ha oOpameHue rpaxkaad B ®TC Poccun u TamokeHHBIX opranax. JIn4uHbIi
npueM rpaxaad. OcoOEHHOCTH MOPSIKA U CPOKU PACCMOTPEHUS 3asiBICHUI
TpaXkJIaH B ciy4yae 00KajJoBaHMsI UMY pellieHus, AeicTBus (06e3ercTBrs)
TaMOXXCHHBIX OPTaHOB U MX JIOJDKHOCTHBIX Jnll. Keiic-study.

CucTtema 3JIeKTPOHHOI0 IOKYMEHTO000pOTa B TAMOXKEHHBIX opraHax. Cucrema
HIIEKTPOHHOI'O JJOKYMEHTO000POTa B TAMOXKEHHBIX OpraHax

2 ABTOMaTH3UpOBaHHAsA 00pabOTKA JOKYMEHTOB

Perucrpanus 10KyMEHTOB

OcoOGeHHOCTH PabOThI C 3JEKTPOHHBIMU JOKYMEHTaMH

KoHTposb ucnosnHeHus: A0KyMeHToB. OpraHu3zaius paboThl C TOKyMEHTaMU B
CTPYKTYPHBIX nozpaszaeneHusx. CylnHOCTb KOHTPOJIS UCIIOJHEHUS TOKYMEHTOB

2 CpOKI/I HCIIOJIHCHUS JOKYMCHTOB
Opranu3anus paboThl ¢ JOKYMEHTAMHU B CTPYKTYPHBIX MOAPa3IeIeHHSIX.
Pa3paboTka u BeneHne HoMeHKIaTypsl aen. opmuposanue aen. Pazpaborka u
3 BEJICHIE HOMEHKJIATYPHI €]

dopmupoBanue u opopmiIeHHE e
Opranuzanys onepaTUBHOIO XpaHEHHs JOKYMEHTOB

JKCTepTu3a IEHHOCTU AOKYMEHTOB. Opranuzaius MpoBeaeHUs YKCIEPTU3I
LHCHHOCTH NIOKYMCHTOB

3 HOpS[I[OK MPOBCACHUA OKCIICPTU3BI HCHHOCTU JOKYMCHTOB

OdopmieHne pe3ynbTaToB SKCIEPTU3HI ICHHOCTH TOKYMEHTOB. COCTaBIEeHUE U
odopMIIEHHE OTTHCEH.

ObecneueHne COXPAaHHOCTHU IOKYMEHTOB apX1Ba TaAMOKEHHOI'O OpraHa..
TpeOoBaHMs K 3/1aHUSM U TOMEIICHUSM apXHUBa

CBETOBOI peXUM

TemnepaTypHO-BIaXKHOCTHBIA PEKUM

CaHUTapHO-TUTHEHUYECKUI pPEeXUM

OXpaHHBIA PEKUM

Pa3menieHne JOKyMEHTOB B XPaHUIIMILE

ObecneueHre COXPaHHOCTHU JIOKYMEHTOB apXHBa TAMOXXEHHOTO OpraHa

JloKyMeHTaNbHbIN 1 apXUBHBIN (POHT TAMOKEHHOTO opraHa. JlIokyMeHTalnbHbIN 1
ApXUBHBII (OHI TAMOXKEHHOTO OpraHa

Ornpenenenne GOHIOBON MPUHAIIICKHOCTH APXUBHBIX IOKYMEHTOB U
o0Opa3oBaHue apxXUBHOTO (OHIA

XPOHOJIOrMUYECKUE MPaHULIbl ApXUBHOTO (poHa

Opranu3anys JOKYMEHTOB B IIpeJesiax apXuBHOro (poHaa




Ne paznena u

Conepxanue 1 POpMBI IIPOBEIECHUS
TEMBI Acp (bop POBCA

O6mre TpeOoBaHUA K YUETY TOKYMEHTOB
OCHOBHBIMH €IMHUIIAMH y4YeTa TOKYyMEHTOB
CucremMa HayYHO-CIIPABOYHOT'O armapara

6. @oHI OUIEHOYHBIX CpeacTs Jid MNpoBEACHUSA l'lpOMe)KYTO‘IHOﬁ arrecranum 1o

AUcCUUINJIMHE (MOJHBIH TEKCT NMPUBeeH B NPUJIOKEHUH K padoyeil mporpamMmme)

6.1. Texkymuii KOHTPOJIb

dTansl
¢opmupoBanus
KOMIIeTeHIH I
(Tema u3
pabdoueii
NPOrpaMMbI
AMCUMILIUHBI)

n/n

Ilepeuenn
(popmupyembIx
KOMIIETCHIU
no ®1rocC BO

(BYHumr:
3.1...3.n,
Y.1...¥.n,
H.1...H.n)

KoHTposbHbIE 3aJaHUS HIIH
HHbIE MAaTEpPUAJIbI,
HeoOX0AMMbIe VISl OLleHKH
3HAHUH, YMeHMii, HABBIKOB
H (WJIH) ONbITA
NesiTeJIbHOCTH,
XapaKTepU3yIMMX ITANbI
¢opmupoBanus
KOMIIeTeHIIMii B mpoluecce
0CBOEHHUsI 00pa3oBaTe/IbHOI
NMPOrpaMMsbI
(HaumenoBanue
OLIEHOYHOI'0 CPe/ICTBA)

Onucanne
nokasareJiei u
KpPUTEpHEB
OLeHUBAHUS
KOMIIeTeHIIUi Ha
Pa3IMYHBIX 3TANAX UX|
(hopmupoBanus,
ONMUCAHME KA
ouenuBanus (mo 100-
0aNIbHOI KaJIe)

1. OcHOBHEIE
[TOHATHS U
TEPMUHOJIOTHS B
TOKyMEHTAI[MOHHO
M oOecrieYueHHIH
yIIpaBiIeHuUst
(HOY)
N1EeATEIEHOCTELIO
TAMO>KEHHBIX
OpraHoB

OIIK-3

3.3HaTh 0COOEHHOCTH
OCYLIECTBIICHUS
[TOJITOTOBKH U BHIOODA
poeCCHOHATBHBIX
[pELIEHHUH o
OIIEPaTUBHOMY H
CTpaTeruuecKomMy
YIIPABIICHUIO

eI TeIbHOCThIO
TAMOXKHH
(TaMO>XEHHOTO 1T0CTA) U
UX CTPYKTYPHBIX
oapasiesieHun.

Y.VYMeTh 0CyIECTBIIST
MOJIFOTOBKY ¥ BEIOOD
[peLIeHH 1o
YIIPaBIEHUIO
CTpaTeruuecKoi n
OIEepaTUBHOM
EeSITEbHOCTBIO
TaMOKHH
(TaMO>XEHHOTO 1T0CTA) U
X CTPYKTYPHBIX
ropa3aeeHui

H.Bianets HaBBIKAMH
OCYIIECTBIICHUS
[TOJITOTOBKH U BEIOOPA
[peLIeHHi 1o
CTPATETHYCCKOMY H
OIIEPaTUBHOMY
YIIpaBJICHUIO

e TEIIbHOCTHIO
TAMOYKHH
(TaMOXEHHOTO TI0CTa) 1
X CTPYKTYPHBIX
Toapa3aeeHu i

Kommoksuym 1-3

IlonHoTa n
MIPaBHIBHOCTD
OTBETA.
IIpencraBnenue
HarJIsTHOTO
Marepuana. (30)




n/n

Tanel
¢opmupoBanus
KOMIIETEeHIIH I
(Tema u3
padoueii
NPOrpaMMbI
JUCUMILIHHBI)

Ilepeuenn
(popmupyembIx
KOMIIeTeHI U
no ®1rocC BO

(BYHumr:
(3.1...3.n,
Y.1...¥Y.n,
H.1...H.n)

KOHTpOJ’leble 3aJaHudA WIH
HHbIC MaTepHaJbl,
Heo0XoMMBbIe JJIsl OLeHKH
3HAHUH, yMeHH i1, HABBIKOB
M (WJIH) ONbITA
J1eITeJIbHOCTH,
XapPaKTePHU3YIOIIHUX dTAMNbI
¢opmupoBanus
KOMIIeTeHIIMii B mpolecce
0CBOEHHSI 00pa30BaTeILHOM
NporpaMMbl
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)

Onucanne
nokasareJiei u
KpPUTEpHEB
OleHHBAHMS
KOMIIeTeHIIui Ha
Pa3IMYHBIX ITANaX UX|
¢hopmupoBanus,
onMcaHue mKaJ
ouenuBanus (no 100-
0aJIIBHOI 1IKaJIe)

2.
/IOKyMEHTUPOBaH
e
[IPOU3BOICTBEHHO
i1 ICATCILHOCTU
TaMOKEHHBIX
OpraHoB

OIIK-3

3.3HaTh 0COOCHHOCTH
OCYIIECTBICHHS
[TOJITOTOBKH U BHIOOPA
po¢heCCHOHATBHBIX
[pELLIEHNH 110
OMEPATUBHOMY U
CTpPATEruuecKoMy
YIIPaBICHUIO

eI TeIbHOCThIO
TAMOXKHH
(TaMOXXCHHOTO TIOCTa) U
X CTPYKTYPHBIX
Moapa3aeeHHi.

H.Bnaners HaBbIKaMu
OCYILECTBIICHUS
[TOJITOTOBKH U BHIOODA
[pELIEHUH 10
CTpATETHUECKOMY H
OIIePaTUBHOMY
YIIpaBJICHUIO
esITeTbHOCTEIO
TaMOKHH
(TaMO>XEHHOTO 1T0CTA) U
X CTPYKTYPHBIX
o/pa3/iesieHui

KonTtposnbHas pabora

IlonmHoTa n
MPaBILHOCTH
COCTaBJICHUS

JIOKyMEHTOB U
MPaBUJIBHOCTh
otBeToB. (30)

OI1K-3

3.3HaTh 0COOEHHOCTH
OCYIECTBIICHUS
MOJITOTOBKU U BBIOOpA
PO eCCHOHATHHBIX
[peLIEeHH 1o
OIIEPaTUBHOMY U
CTpATETHICCKOMY
YIIPaBJICHUIO
esITeIbHOCTBIO
TAMOYKHH
(TaMO>XEHHOTO 1T0CTA) U
UX CTPYKTYPHBIX
Mopa3aeieHHi.

Y. YMeTh OCyIIeCTBIATh
[OJI'OTOBKY M BBIOOD
[peLIeHHi 1o
YIIPaBIIEHUIO
CTpaTerunuecKoi n
OIEepPaTUBHOU
esITeIbHOCTBIO
TaMOXKHHU
(TaMOXEHHOTO TI0CTa) 1
X CTPYKTYPHBIX
roapa3aeneHui

TecT

IIpaBunbHOCTH
otBeToB. (40)




KoHTpoJIbHBIE 3a1aHUST HITH
HHbIE MATEPHAJIbI, Onmcanme
HeOoOXOAMMBbIe 1JIsl OLIEHKH N
Jransl o1 /Lt oxt nokaszareJeii u
3HAHMIi, yMeHU i, HABBIKOB
¢opmupoBanus n (3YHLI: w (1) ombira KpUTEpHEeB
KOMIIeTeHIU i epetenh JesITeTbHOCTH. OUCHHBAHM
N(_l (TeMa u3 qupMpreMbIX (3'1 " .3.11, XapakTepu3yliux ;Tal'[l)l KOMIETEHNNA Ha
H/II paﬁoqeﬁ KOMIIeTeHII UM Y.l . .Y.n, dopMupoBanus Pa3JIMYHBIX dTaNax ux
. OpPMHPOBaH
no ®IrocC BO H.1...H ll) KOMIIeTeHUHUii B Ipouecce (opmup H,
NpOorpaMmMbl eleo 0l .| omHcaHWe HIKAJ
0CBOEHHSI 00pa30BaTeILHOM onenmsanust (110 100-
AHMCIHILIHHED) [POTpaMME l%a.rmbﬂoﬁ mKaJse)
(HaumenoBanue
OLIECHOYHOI0 CPEACTBA)
Ntoro 100

6.2. IIpomMe:KyTOYHBIH KOHTPOJIb (3a4eT, IK3aMeH)

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

1-it Bompoc Owmnera (40 OamwioB), Buja Bompoca: Tect/mpoBepka 3HaHWil.  Kpurepwii:
[IpaBUIIbHBII OTBET.

Komnerennusi: OIIK-3 Cnocobden pa3padarsiBaTb 000CHOBAHHBIE OPraHU3aALMOHHO-
yIpaBjieHYecKHe  pemieHHst (ONEPATHBHOIO M CTPATerM4ecKOro YpoOBHeH) B
npogeccuoHAIbLHOM 1eITeJIbHOCTH

3nanue: 3HATh OCOOCHHOCTH OCYIIECTBIICHUS MOJATOTOBKM M BbIOOpa MPO(hecCHOHATBHBIX
peﬂleHI/II\/JI o OIICpaTUBHOMY W CTPATCTHYCCKOMY VYIIPABJICHUIO ACATCIBHOCTBIO TaMOXHHU
(TaMO>XKEHHOTO TI0CTa) U UX CTPYKTYPHBIX MOpPa3IeICHHIMA.

"

1. "JIOKyMEHT Kak UCTOYHUK U HOCUTENb MHPOPMALIUA.
2. "Opranuzanus JTOKyMEHTOB B apXHMBE TaMOXEHHOro opraHa. lcrmonp3oBaHue AOKYMEHTOB
apXuBa TaMOKEHHOT0 opraHa."

3. ABromMaru3anus IeJ10IpOU3BOJICTBA B TAMOXKEHHBIX OpraHax.

4. HopmaruBHo-MeToanueckas 6aza JIOY B Poccuiickoii deneparumn.

5. O0ecnieueHne COXpPaHHOCTH TJOKYMEHTOB apXMBa TAMOKEHHOT'O OpraHa.

6. Opranuzanusi JIOKYMEHTAMOHHOIO U HH(OPMAIMOHHO-aHAJIUTUUYECKOTO obOecreueHus
YIPaBIEHYECKON AESITEIbHOCTH TAMOKEHHBIX OPTaHOB.

7. Opranu3zanus JOKyMEHTO000pOTa U UCTIOIHEHNS JOKYMEHTOB B TAMOKEHHBIX OpraHax.

8. Opranusanus paboThl ¢ JOKYMEHTaMH B JIEJIONPOU3BO/ICTBE.

9. OcHOBHbBIE TIOHSTUS M TEPMHHOJIOTHS B JIOKYMEHTAlMOHHOM OOECHEYEHUHU YIpaBJICHUS
(10Y) nesATenbHOCTHIO TAMOKEHHBIX OPraHOB

10. OcoGeHHOCTH MOATOTOBKH W O(GOPMIICHHUS OTACIBHBIX BHIAOB JOKYMEHTOB B TaMOXEHHBIX
Oprasax.

11. Ocobennoctu padotsl ¢ obpamenusmu rpaxaad B ®TC Poccun n TaMOXKEHHBIX OpraHax
Poccuiickoit @enepanuu.

12. CpencTBa OpraHU3alliOHHON TEXHUKH, UCTIONIb3yeMble NPU padoTe ¢ T0KyMEHTaMU

13. TpeboBanus kK 0HOPMIIEHHUIO JOKYMEHTOB TAMOXKEHHBIX OPTaHOB.

14. DxcnepTr3a HEHHOCTH TOKYMEHTOB

TUITOBBIE 3AJIAHUS J1J151 IIPOBEPKM YMEHUU:

2-11 Botipoc Ouneta (30 6amnoB), Bux Borpoca: 3aganue Ha ymenue. Kpurepuii: [TomHbIil OTBET..



Komnerennusi: OIIK-3 Crnocoden pa3padatbiBaTh O00OCHOBAHHBICE OPraHHU3ALHOHHO-
ynpaB/ieHYeCKHe  pellleHusi  (OmepaTUuBHOI0 M CTPATerm4eckoro ypoBHel) B
npogeccHoHAIbHOI 1esITeTbHOCTH

YMmenne: YMeTh OCYIIECTBIISATh MOATOTOBKY U BHIOOD PEIICHUI MO YIPABIECHUIO CTPATErHUECKON
Y OIIEpaTUBHOM AESITEIbHOCTHIO TAMOXKHHU (TaMOXKEHHOI'O IIOCTA) U UX CTPYKTYPHBIX
nopa3ieICHU

3anaua Ne 1. [TosicHuTe 0COOEHHOCTH COCTABICHUS JIOKYMEHTOB.
TUITOBBIE 3AJIAHUA JJ1A ITPOBEPKM HABBIKOB:
3-1i Bonpoc Ounera (30 6amioB), Bua Bonpoca: 3aganue Ha HaBbIKU. Kputepuii: [TomHbIH OTBET..

Komnerennusi: OIIK-3 Cmnoco0en paspadaTrbiBaTh 00OCHOBAHHbIE OPraHU3ALMOHHO-
yhnpaBjieHYecKHe pemleHuss (ONEPATUBHOIO M CTPAaTermyecKoro ypoBHeil) B
npo¢ecCHOHATBHOM eSITeJIbHOCTH

HaBeik: Brnagerp HaBbIKAMH — OCYIIECTBICHHS IOATOTOBKM H  BBIOOpA pEIICHUH TIO
CTpaTeruueckoMy M OIEpPaTUBHOMY YIPABICHUIO [EATEIbHOCTHIO TaMOXXHHU (TaMO>KEHHOTO
[I0CTa) U UX CTPYKTYPHBIX

MoJIpa3IeIeHu !

3ananue Ne 1. CoctaBpTe NpEnIOKEHHbIE JOKYMEHTHI.

OBPA3EIL] BUJIETA

MUHHCTEPCTBO HAYKH H BEICUICTO 00pa30BARMA  Haymapnenye - 38.05.02 TaMOKEHHOE AENIO
Poccuiickoit @enepanun

deepanbHOE FOCYIapCTBEHHOE GI0KETHO® [Tpoduns - TamokeHHOe €710
06pa3soBaTENLHOE YIPEKICHHE Kadenpa Mex1yHapOIHBIX OTHOIICHUN U

. BBICIIEro 00pasoBaHus . TaMOYKEHHOTO Je/Ia
«BAUKAJIBCKUU I'OCYJAPCTBEHHbBIN Tluciummma - OCHOBBI I0KYMEHTO000POTa

YHUBEPCUTET»
((I)FBOY BO «Bry») B TAMOKCHHBIX OpraHax

BUJIET Ne 1

1. Tect (40 Gamnon).
2. IlosicHUTE 0OCOOEHHOCTH COCTaBJICHUS JOKyMEHTOB. (30 6amioB).
3. CoctaBbTe mpeasioxeHHbIe JOKyMEeHTHI. (30 6amioB).

CocraBurenp C.H. KopotkoBa

3aBeyronuit kageapou A.B. lllamak

7. llepeyeHb OCHOBHOI1 1 10NIOJHUTEJIbHOI y4eOHOH JUTEepaTypbl, HEOOX0AMMOM A5l
OCBOCHUS TMCUHMILUINHBI (MOYJIs1)

a) OCHOBHAS JIUTEepaTypa:

1. Poroxxun M. 1O. JlenonpousBonactBo. kype jgexuuit/ M.JO. Poroxun.- M.|bepnun: Aupexr-
Menua, 2014.-229 c.

2. T'pososa O. C. Jlenonponssoactso/ O.C. I'pososa.- Momkap-Omna: TITTY, 2015.-124 c.

3. Hamteirnaa M.A. OCHOBBI JOKYMEHTO00OPOTa B TAMOKECHHBIX OpraHax. HoBasi HHCTPYKITUS
[DnekrponHsIit pecype] : yuebnoe nocodue / M.A. Yanneirunaa, B.B. Koapna, 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. — Pexxum nocryna: 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. [lenonpou3BoacTBO [DIEKTPOHHBIA pecype] : 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. TamokeHHOe 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 ceTHn «MHTepHeT»,
He00XO0UMBIX /IJIsl OCBOCHHUS JMCHHUILIMHBI (MOAYJIsl), BKJIIOYasi npodeccuoHaIbHbIe 0a3bl
JAHHBIX U MHGOPMALHOHHO-CIIPABOYHbIE CHCTEMbI

JUis OCBOGHMSI JUCLMIIIMHBI OOYYaroleMyCcsi HEOOXOAUMBI CJIEIYIOIUE Pecypchbl
UH(POPMALMOHHO-TEIIEKOMMYHHUKAIIMOHHON ceTn «HTepHeT:
— 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. T0CTyl HEOTpaHUICHHBIN
- Caiir EBpaswmiickoit DKOHOMHUYECKOH KOMUCCHH, azapec JIOCTYyTIA:

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

9. MeToauveckne yKa3aHus A 00y4YAHOIIHUXCSH M0 0CBOEHMIO TUCHMIIMHBI (MOYJIs1)

N3yuarh AMCUMIIMHY PEKOMEHIYETCS B COOTBETCTBUU C TOM MOCIEA0BATEIbHOCTHIO,
KoTOpass o0o3HaueHa B €€ cojJepXkaHuu. [ yCHemrHoro ocBOEHMsS Kypca oOydaroliuecs
JIOJIKHBI UMETH TIepBOHAaYaIbHbIE 3HaHUS B 00JaCTH NTPaBOBEICHNUS, OCHOB I'Pa)/1aHCKOI0 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
IpaKTHYeCKoe 3HadeHue. B xone neknuil cTyfaeHTy HeoOXOAMMO BECTH KOHCHEKT, (PUKCUPYS
OCHOBHBI€ MTOHATHUS U MPOOJIEMHBIE BOIIPOCHI.

[TpakTHyeckune (CEeMMHApCKHE) 3aHATHS O CBOEMY COJEP)KAaHUIO CBSI3aHBI C TEMATUKOMN
JEKIMOHHBIX 3aHATUH. HaunHaTh MOATOTOBKY K 3aHATHIO 11€J1€CO00Pa3HO ¢ KOHCIEKTA JIEKLIUH.
3amaHue Ha TPAKTUYECKOE (CEMHUHApCKOE) 3aHATHE COOOIIaeTcs OO0yYarolmMcs 0 €ro
npoBeneHus. Ha cemuHape mpenopaBarenb OpraHu3yeT OOCYXJAEHHE HTOW TEMbl, BBICTYyMas B
Ka4yecTBE OpraHu3aTopa, KOHCYJIbTaHTAa M HKCHEpTa y4eOHO-TIO3HABATEIBHOM JesTeIbHOCTH
00ydJaromerocs.

W3yuenne qUCUUIUIMHBI (MOIYIIS) BKIIOYAET CAMOCTOSTEIbHYIO paboTy o0yuaromierocs.

OCHOBHBIMHU BHJIaMU CaMOCTOSITEIbHON pabOThl CTYAEHTOB C y4acTHEM IpenoaaBaTeneit
ABIISIOTCS:

* TEKYIIHE KOHCYJIbTAllUH;

* KOJUTOKBUYM Kak (popMa KOHTPOJISI OCBOCHUS TEOPETUUECKOTO COIeP KaHUS TUCIUITIINH .
(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/IaMHU CAMOCTOSITEIILHON PabOThI CTYACGHTOB 0€3 yyacTus peroaaBaTeieit
SABIISTFOTCSL:
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* (hopMupoBaHMe U YCBOCHHUE COIEPKAHMS KOHCIIEKTA JIEKIMI Ha 0a3e peKOMEHIOBaHHOM
JIEKTOPOM Y4YeOHOM JIMTEepaTyphl, BKIIOYas HWHOOPMAIMOHHBIE 0OO0pa3oBaTEIbHBIE PECYpPCHI
(371eKTpOHHBIE y4eOHUKH, SJICKTPOHHBIE OMOIMOTEKH U JP.);

* CaMOCTOSITENIbHOE H3y4Y€HHUE OTIEIbHBIX TEM WM BOIPOCOB IO YyueOHUKAM HIIU
y4eOHBIM MTOCOOUSIM;

* HarucaHue pedeparos, JOKIAJI0B;

* TOJITOTOBKA K CEMUHAPaM U KOHTPOJIBHBIMHBIM paboTam.

10. Ilepeyenb HH(POPMALIHOHHBIX TEXHOJIOT M, HCIIOJIb3YEeMbIX IIPH OCYIIECTBJICHUHU
00pa30BaTeJbLHOI0 MPOoLEcca Mo JUCHUILINHE (MOYJ/II0), BKJIIOYAs NlepeYyeHb
NPOrpaMMHOI0 obecrne4eHus
B ydeGHOM mpoliecce UCONIb3yeTcs Caeaykoliee NporpaMMHOe 0OecTieueHue:
— Koncynsrantllntoc: Bepcus Ipod - nndopmanmronnas cupaBoyHas cucrema,
— Koncynsrantllntoc: CBogHOE pernoHaIbHOE 3aKOHOAATEIBCTBO,
— CTM J[leknapanr,
— MS Office,

11. Onucanne MaTepuaJIbHO-TEXHUYECKOM 0a3bl, HE0O0X0AMMOM VIl OCYLIeCTBJICHUSA
00pa3oBaTeIbHOIO Mpolecca Mo AMCHUIIHHE (MOAYJII0):

B ydeGHOM mpoliecce UCoab3yeTcs ciaeaytomiee 000pyI0BaHKE:
— IlomenieHus 17151 CaMOCTOSITENIbLHOM pabOThl, OCHAILIEHHbIE KOMIIBIOTEPHOM TEXHUKOM €
BO3MOXKHOCTBIO MOJIKITFOUeHHS K ceTu "MHTepHeT" n o0ecrieueHrneM JA0CTyIa B AIEKTPOHHYIO
MH(}OpPMallMOHHO-00pa30BaTEIbHYIO Cpeay BY3a,
— YyeOHble ayJJUTOPUH TS IPOBEJCHUS: 3aHATHH JEKIIMOHHOTO TUIIA, 3aHATUH CEMUHAPCKOTO
TUIIA, TPAKTUYECKUX 3aHIATUH, BBIMOJIHEHUSI KYPCOBBIX pabOT, IPYNIOBBIX U HHIUBUAYAIbHBIX
KOHCYJIbTAIMH, TEKYILEr0 KOHTPOJIS U IPOMEKYTOYHOH aTTeCTalliH, YKOMIUIEKTOBaHHBIE
CHeHaIn3UPOBAaHHON MEOEIbI0 U TEXHUYECKUMU CPEACTBAMH 00yUYEeHMs,
— KomnsrorepHslii kiacce,
— Habops1 neMoHCcTparimoHHOTO 000pYA0BaHUS U y4eOHO-HATIISTHBIX TOCOOUIA



