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1. IlepeyeHb NIAHMPYEMBbIX Pe3yJbTATOB 00YYeHHS M0 TUCUHUIITIMHE (MOIYJIIO0),
COOTHECEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU OCBOEHMS NMPOTrPAMMBbI

1.1. Juctumumaa «O0ecnevyenne 6€30MacCHOT0 JOKYMEHT0000pOTa» 00ECrieunBaeT OBIIAJICHUE
CIICAYIOIIMMHU KOMITCTCHIIMSMHU:

Kon HaunmenoBanue Kon HaumeHoBaHue Tamna 0oCBOCHUS
KOMIICTCHIIUN KOMIICTCHI[UU JTara OCBOCHHUS KOMITICTCHIIUN
KOMIICTCHIIUN
[IKc-2 Crioco6HOCTB OCYIIECTBIIATH [IKc-2.1 CriocobHOCTB OTpakaThb
JOKYMCHTAI[HOHHOE OOecreyYcHue yIpaBJIEeHUIECKYIO,
YIPaBJICHYECKON JCSITEIPHOCTH MIPOU3BOJICTBCHHYIO u HHYIO
JESATEIBHOCTh  MPEANpPUATUS B
COOTBETCTBYIOIIMX JIOKYMEHTAX

1.2. B pe3ynbTaTe OCBOCHUS AUCIHUILINHBI Y CTYIEHTOB JOJDKHBI OBITh CHOPMUPOBAHBI:

Konx srana
Ipodeccronansubie 3aaun/
M OCBOCHHUS Pesynbrarel 00ydeHus
IpodeccronanpHbie ACHCTBHS
KOMIIETCHIINH

[1Kc-2.1 Ha ypoBHue 3HaHwmit:

- OCHOBHBIE MpodecCHOHANbHBIE TEPMUHBI U
olpezeneHus Npu paboTe ¢ JOKyMEHTaMUu;

- 3aKOHOJATEeNbHBIE aKTBl W HOPMAaTHUBHO-
METOIMYECKHE JTOKYMEHTBI, perIaMeHTHPYIOIINe
JeTI0IPOU3BOJICTBO;

- OCHOBHBIE  TpeOOBaHMA K  OpraHU3ALUH
JOKyMEHTO000pOTa B OpraHH3aLIH;

- 3HaveHWe, 3a7aud M (OPMBI PETUCTPALUU
JOKYMEHTOB MW OpraHu3aliud HH()OPMAIMOHHO-
CIIPaBOYHOI pabOTHI C TOKyMEHTAMH;

- IpaBuIIa XpaHEHUs JIOKYMEHTOB B
JICTTOTIPOM3BOJICTBE M TMOJATOTOBKM HX K caade B
apXuB.
Opranu3zanus 1 obecreueHe - 3HaTh COJIEPKAHHUE HOPMATHBHO-IIPABOBBIX AKTOB
BEJICHHs1 OU3HEC-TTPOIIECCOB SIIEKTPOHHOM TMOMAIMUCH, 3JIEKTPOHHBIX JOKYMEHTOB,
TPEANPHITHS ¢ TTOMOIITBIO IOPUIMYECKH 3HAYUMOTO JIOKYMEHTOOOOpOTa, B
6e301macHOro 00J1acTH, apXUBHOTO JIeTIa;
JOKyMEHT0000pOTa: - 3HATh CPEJICTBA M CIIOCOOBI 3alIUTHI JOKYMEHTOB H
BHYTPEHHETO (JIeJI0BOT0, WHPOPMALIMK TIPH OCYHIECTBICHHH OYMaKHOTO U
KaJIpOBOT'0), BHEIITHETO (C 3JIEKTPOHHOTO JJOKYMEHTO00O0pOoTa
KOHTpareHTaMH, ¢ - 3HATh HETaTHBHBIE TOCIEACTBUSA TPH OTCYTCTBUH
roCy1apCTBCHHBIMU oOecrieueHus1 6€30MaCHOT0 JJOKYMEHTO000pOTa;
OpraHamm) - WMeTh TMpeACTaBJIeHHE 00  O0COOCHHOCTSIX

[IPaBOBOI'0 CTATycCa IEKTPOHHBIX JTOKYMEHTOB,
- UMETH MpeICTaBICHUE o) crieruduke
JOKyMeHT0000poTa (0yMasKHOTO, 3JIEKTPOHHOT0);
Ha ypoBHe ymenmii:

- yMETh AaHAJUTUYECKU OCMBICIHMBATH OH3HEC-
MpoIecChl TPEANPHUATHS W TpeOOBaHUS K WX
JOKYMEHTHPOBAHUIO;

- yMeTb  JaBaTb  OLEHKY  HOCJIEICTBUSIM
HecoOroeHns TpeOoBaHWK O€30MacHOCTH —IIPHU
OpraHu3alMd W BEJICHHH JOKYMEHT00OOpoTa Ha
MPEaNpHUITHY;

- YMETh BBHIOMpaTh O0€30TacHbIe CIIOCOOBI BEICHHUS
JIOKYMEHTO000POTAa;.

- yMeTh BbIOpaThb ONTUMAJIBHYIO TEXHOJIOTHIO




Ko srana
OCBOCHUS Pesynbratel 00y4yeHus
KOMIIETEHIIUA

[podeccronansubie 3axaun/
[IpodeccronanpHbie ACHCTBHS

paboTel W obecrniedeHUs O€30MacHOCTH PabOTHI C
Pa3TUYHBIMH BUJAMH JOKYMEHTOB

Ha ypoBHe HaBBIKOB:

- IMETh HaBBIKH COCTABIICHUSI FOPUAMIECKU
3HAYUMBIX JIEKTPOHHBIX JOKYMEHTOB ;

- WMeeT  HaBBIKM  BEJCHHS  0OE€30MacHOro
JIOKYMEHT0000pOTa Ha IPEAIPUITHI

2. O0beM 1 MeCcTO JUCHMILIMHBI (MoayJsi) B crpykrype OI1 BO

O0beM THCIUILINHBI

OO0mas TpyJI0eMKOCTh JUCIUILIMHBI COCTaBIIsACT 2 3a4E€THBIC €UHUIIBI WIH /2 aKaJIeMHYECKHX
gaca. JlucummmHa peanu3yercs ¢ NPUMEHCHUEM AMCTAHIMOHHBIX 0O0pa30BaTENbHBIX TEXHOJOTUI
(manee - J1IOT)

[To ounoii ¢opme oOydeHUss KOHTakTHas paboTa ¢ TMpermojaBaTesieM CocTaBisieT 36
aKaJIeMUYeCKMX dYacoB (M3 HUX 18 wyacoB — nekumu, 18 dYacoB — MNpaKTHYECKUE 3aHATHA),
caMmocTosiTeNbHas pabora — 36 akaJIeMUYECKUX YacoB.

[To 3aounoit Qopme oOydeHHs KOHTakTHas paboTa ¢ TMpenojaBaTeleM COCTaBIseT 8
aKaJleMUYeCKNX 4acoB (M3 HUX 4 yaca — JeKIuH, 4 yaca — MPaKTUUECKUE 3aHATHA), CAMOCTOSITEIIbHAS
pabora — 60 akageMHueCcKHii yac, MPOMEKYTOUHBII KOHTPOJb — 4 aKaJIeMUYECKUX YACOB.

JucuurnnuHa BKIIOYEHAa B COCTAaB JUCHUIUIMH BapUAlMOHHOW dYacTH Y4eOHOro IutaHa
MOATOTOBKU CIIELAAJIUCTOB O cuenuajbHoCcTH 38.05.01 « DxoHOMHUYECKast 0€30IIaCHOCTEY.

CrenuanbHbie TPEOOBAHHS K BXOJHBIM 3HAHUSM, YMEHHSIM U KOMIIETEHIIUSIM CTYEHTA!

- BIIaJICHUE HABBIKAMU YCTHOM U MUChMEHHOMN peun;

- HaJIM4We TPEJCTABICHUN O KYIbTYPE JIEJIOBOTO OOIICHHUS.

dopma MPOMEKYTOYHOU aTTECTAlUU B COOTBETCTBUU C YU€OHBIM IIJIAHOM — 3a4eT.

JlocTyn K cuUCTeMe JAMCTaHIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHI OCYHICCTBIISCTCS KaXKIbIM
00Y4JaroIMMCs CaMOCTOSITEIBHO ¢ JIF000ro ycTpoiicTBa Ha mopraine: https://sziu-de.ranepa.ru/. ITapons n
JIOTUH K JINYHOMY KaOMHETY / IpOQIIII0 MPEAOCTaBISETCS CTYIEHTY B IeKaHaTe.

3.Conep:xanue U CTPYKTYpPa AU CHHUIIIMHBI
3.1. CTpykTypa IMCUHHILTHHBI

Ounas popma 0dyuenus

Ne n/m HaumMmenoBanue TeMm Bceco Obvem oucyuniumsl, yac ®opma
(pa3neJioB) TeKyl1ero
KonrakrHas padora odyuyaommuxcs ¢ CP KOHTPOJISE
npenouaé;aTeJIeM 5 yeneBaeMocTH,
MO BU/IAM Y4YeOHbIX 3aHATHI poMeskyTouHOi
J, JP 113 KCP aTTeCTALUHU
OO1IMe TMOJNIOKEHUST O
Tema 1 JOKyMEeHTo00opoTe, 10 3 3 4 vO
ero BHIax
OCHOBHBIE TTOT0XKEHUS
Tema 2 00 JIEKTPOHHOU 8 2 2 4 YO
HOIINCH u ee



https://sziu-de.ranepa.ru/

UCIIOJIb30BAaHUHU B
3JIEKTPOHHOM
JIOKYMEHTO000pOTE

Tema 3

®dopmaThl
BIEKTPOHHBIX
JIOKyMEHTOB

11

P3

Tema 4

IOpunnaecku
3HAYUMBIN
AJIEKTPOHHBIX
TIOKyMEHTO000pOT

YO

Tema 5

OtpacneBble  pelIeHHs
1o peanu3anun
AIIEKTPOHHOTO
JOKYMEHT0000poTa.

Tema 6

XpaHeHHue U apXUBHOE
XpaHEHUE [TOKYMEHTOB
(OymMakHBIX u
3EKTPOHHBIX)
IOPUIMYECKUX JIUL U
WH/IUBUAYATBHBIX
HNpEeAIPUHAMATENIEH.
Tl'ocynapctBennas
nH(pOpMaITMOHHAS
cucrema “Tlmatdopma”
Hentp XpaHEHUs
3JIEKTPOHHBIX
JIOKYMEHTOB.

Tema 7

O0ecnieueHue
0€e30I1acHOrO
JIOKyMEHTO000pOTa

Tema &

CyneOHas mpakTHKa IO
HCIIOJIb30BAaHUIO
3JIEKTPOHHOW TMOIUCH
u 3IEKTPOHHBIX
JIOKYMEHTOB

IIpomeskyTOUHBIH KOHTPOIb

3a4erT

Bcero

72

18

| | 18

36

3aounas ¢popma obyuenus

Ne n/m

HaunmeHnoBanme Tem
(pa3neJioB)

Bcezco

Obvem oucyunaumbl, yac

KonrakTHast padora o0yyaromuxcs ¢

nmpemogaBaTejemM

10 BUAAM y4eOHbIX 3aHATHI

J,

JIP I3

KCP

Cp

®opma
TeKyLIero
KOHTPOJIS
ycrneBaeMocTH,
NPOMEeKYTOYHOM
arrecTanuu

Tema 1

OO0mume TOJMOXKEHUS O
JIOKYyMEHTO000POTE,
€ro BHJaX

6,5

0,5

YO

Tema 2

OCHOBHBIE TOJIOKEHUS

11

0,5

0,5

10

YO




00 AJIICKTPOHHOH
MOIITUCH u ee
UCTIOJIb30BaHUH B
AIIEKTPOHHOM
JIOKYMEHTO000pOTE

Dopmatsl
Tema 3 AIIEKTPOHHBIX 11 0,5 0,5 10 P3
JIOKyMEHTOB

IOpunnyecku
Tema 4 | - ladHMBIH 11 05 05 10 VO
BHeKTpOHHLIX

JOKYMEHT0000pOT

OTtpaciieBple  pemeHus
o peanuzanun
3NEKTPOHHOTO
JIOKyMEHT0000pOTA.

Tema 5 11 0,5 05 10 T

XpaHeHUE U apXUBHOE
XpaHEHUE JIOKyMEHTOB
(6ymakHBIX "
3EKTPOHHBIX)
IOPUINYECKUX JIUL[ |
MHIUBUAYaIIbHBIX
Tema 6 MpeAnpUHUMATENCH. 11 0,5 0,5 10 bl
I'ocynapcrBeHHas
WH(POpPMAITMOHHAS
cuctema “Ilmatdopma”
Lentp XpaHeHUs
3IEKTPOHHBIX
JOKYMEHTOB.

Obecnieuenue
Tema 7 0e30macHoOro 6,5 0,5 1 5 T
JIOKYMEHT0000pOoTa

Cynebnasi mpakTHKa 1o
HCII0JIb30BAHUIO

Tema 8 ANEKTPOHHON MOJIUCH
u 3JIEKTPOHHBIX
JIOKYMEHTOB

IIpomesKyTOYHBIH KOHTPO/Ib 4 3a4er

‘ Bcero 72 4 ‘ ‘ 4 ‘ ‘ 60 4

Ycnosuble o603HavyeHust: T — TectupoBanue, P3 — pemenune 3anau, YO — ycTHbIl onpoc, [-/] — noknan,
J — nuckyccus.




3.2. Coaep:xkanue JUCHUNIMHBI

Tema 1. O01Me M0J10:KeHUS 0 JOKYMEHT0000pPOTE, €ro BUAAX

OCHOBHBIE TOHSTHS HCIIOJIb3YEMBIC B HOKyMeHTOO60pOTCZ I/IH(bOpMaHI/IH, HOCHTCIIb I/IH(i)OpMaHI/II/I,
TOKYMEHT, PEKBU3HT JOKYMEHTa, Kiaccu(ruKanus JOKYMEHTOB, TIOKyMEHTHpOBaHHe. Bubl TOKyMeHTO000pOTA.

Tema 2. OcCHOBHBIE TMO0JIOKEHUSI 00 DJJIEKTPOHHOW MOANMCH M €€ HCIO0Jb30BAHUM B
3JIEKTPOHHOM JIOKYMEHT0000poTe

[lonstue snexktpoHHOM mnoamnucu. O630p HOPMATUBHBIX JOKYMEHTOB, PpErIaMEHTHUPYIOUINX
MIPUMEHEHUE SJEKTPOHHOU mojmnucu: 63-D3; nonosHUTENbHBIE HOpMAaTHUBHBIE akThl [IpaBuTenncTBa
P® (ITocranosnenne IIpaBurenbctBa PO ot 28.11.2011 Ne 976); Munmudpsr (IIpukaz MuHIudps
Poccun ot 18.08.2021 Ne 857; Ilpuka3z Munmudpsr Poccun ot 30.11.2020 Ne 642); ®HC Poccun
(ITpukaz ®HC Poccum ot 30.12.2020 Ne BJI-7-24/982@); banka Poccun (Ykazanue banka Poccun ot
10.03.2021 Ne 5750-V; Ilpuka3 banka Poccum ot 10.12.2021 Ne OJ-2434). Bujpl 3JeKTPOHHBIX
MOAMNKUCEHN: MPOCTask AMEKTPOHHAS MOJIMKUCH; YCUIIEHHAs 3JIEKTPOHHAS MOMAIMKUCH; KBATH(PUIIMPOBAHHAS,
HekBanupuuupoBanHas. OCHOBBI Kpuntorpadguu: mudpoBaHUuEe W MOJMUCAHKE; KIFOU 3JIEKTPOHHOM
MOAMNKUCH; cepTU(UKAT KIIH04Ya MPOBEPKU AIEKTPOHHON moamnucu. Cdepbl MPUMEHEHHS IEKTPOHHBIX
noanuceil. BeiOop Buaa »neKTpoHHOW moanucu. TpebdoBaHUS K MOAMKMCSIM B 3aBUCHUMOCTH OT THIIA
ANEKTPOHHOTO JOKyMeHTooOopoTa. (O030p oOcHOBHBIX monoxkeHudt dDenepanpHoro 3akoHa «006
anekTpoHHOU mnoamnucu» ot 06.04.2011 Ne 63-®d3 (mocnenHsas penakuus) (B 4acTU 3JIEKTPOHHOM
MOANKCU) € ydacTheM TmpeicTtaBuTeneil  ymoctoBepsitomero neHtpa OO0  «Takckomy.
YaocroBepsommii HEHTp © ero (YHKIHWU: HEAKKPEIUTOBAHHBIA  yJOCTOBEPSIOMIMNA LEHTP;
aKKpEIUTOBAHHBIN yaocToBepsAomuid 1eHTp; aoepeHHsle jumna Y[ ®HC Poccun; odunmansabie
npeAcTaBuTenn akkpenutoBaHHbIX YI[  (arents, monb3oBatenn TYC). XpaHeHue KItouen
ANEKTPOHHOW TMOANUCHU: 3alllMIICHHbIE HOCUTENH (TOKEHBI); peecTp Windows; ChbeMHbIE HOCHUTENIH
(bnemku u T.11.); 06MayHOE XpaHeHue (Ha cepBepax Y1I); MoOuIbHAs 37I€KTPOHHAS TIOIIUCH.

Tema 3. @opMaThl 2JeKTPOHHBIX JOKYMEHTOB

®dopmater *xml*, pdf/A2 u *pdf/A3. TloaTBepkaeHHE IOPUIMUYCCKON 3HAYMMOCTH JOKYMEHTOB
dopmaroB *.doc, *xlsx, *.pdf, *jpg w ap. moamucaHWeM KBaATHPHUIIMPOBAHHOW 3ICKTPOHHOU
MTOJIIIHCKIO.

Tema 4. FOpuan4ecku 3HAYUMBIH 3J1eKTPOHHBIX JOKYMEHTO000pOT

OOMeH 3JIeKTPOHHBIMU JOKYMEHTaMH, KOTOPbIE UMEIOT MOJIHYIO MPABOBYIO CUIIy U OJIHO3HAYHO
MIPU3HAIOTCS BCEMHM YYaCTHHKaMM JIOKYMEHTOOOOpOTa, B TOM YHCIIE I'OCYJapCTBEHHBIMH OpraHaMu.
[Ipumeps! peanuzanuu opuarndecku 3Hauumoro /0.

Tema 5. OTpaciieBble pelieHHs 10 PeaJTu3aluH 3JIeKTPOHHOI0 IOKYMEeHT0000poTa

I'ocynapctBennbie KoHTponupytomue opransl (PHC, ®TC...... ). ETAUC (ankoroms, nec). B2B.
Mepkypuit (BETUC). Onepatopsl ¢puckaabHbIX JaHHBIX. MapKupoBKa U IPOCIEKUBAEMOCTb TOBAPOB.
KanpoBblif ~ 37MEKTPOHHBI  JTOKYyMEHTOOOOPOT.  DJEKTPOHHBIE  TPAHCIOPTHBIE  HaKJIAJHbIE..
DNEeKTPOHHBIN JTOKYMEHTOOOOpPOT B OHM3HEc-Tipolieccax lopuaudeckoro Jymma B2G. YyactHuku
JIOKyMeHTooOopoTa.  DyHKIMH M O0O0S3aHHOCTH YYaCTHHMKOB JIOKyMeHTooOopoTa.  PermameHt
nokyMmeHTooOopora Ha mpumepe craud otueTHoctd B @HC Poccum (Ilpukaz ®HC Poccum ot
31.07.2014 N MMB-7-6/398@). IlonroroBka M OTHpaBKa pErIaMEHTUPOBAHHON OTYETHOCTH Ha
npumepe 10 «Takckom» (OnnaitH-Crpunrep w/wnu Jloknaitnep). KoHTponb 3TamoB mpoBepkH U
cnayu otueTHocTu Ha npumepe 110 «Takckomy». Crenuduka npeacTaBieHusi OTYETHOCTH B HEKOTOPbIE
KoHTponupyomue opransl, Takue kak: ®CC, ®C PAP u t.m.. Ilmrockl clady OTYETHOCTH 4eEpE3
omeparopa.  YYaCTHHKH  JIOKyMeHTooOopoTa. @DyHKIMM W  OOS3aHHOCTH  yYaCTHHUKOB
nokymentoobopora. Cdepsr  mpumenenuss I/10. 3aKOHOAATENBCTBO,  periaMeHTHPYIOIIee
3EKTPOHHBIA JOoKyMeHTooOopoT. KO3 ]10 ¢ yuactuem oneparopa 3/10 kommannu «Takckom». Poib
oneparopa B OJ10. ®opmaThel 3IEKTPOHHBIX JOKYMEHTOB. PermameHT ocymectsiaeHuss O/0 Ha
npumepe cuetoB-paktyp. Poymunr B 3/10. MHTerpaius 31eKTpOHHOTO JOKYMEHTO000pOTa U yUeTHOM

8



cucteMbl. ABToMaTu3anus (HaiaoBoro 0OMeHa CUCTEMBbI JIEKTPOHHOTO TOKYMEHTO000pOTa U YUYETHOM
cucTeMbl. BO3MOXXHOCTH HMHTErpanuu ¢ J0opaboTKoW ydeTHOH cucrembl. KaapoBbli 31€KTPOHHBIN
nokymMmeHTo000poT (KDJ10). DneKTpoHHBII TOKYMEHTOOOOPOT B CHCTEME IOCYIapCTBEHHBIX 3aKYIIOK.
OCHOBHbBIE TOJOXEHUSI HOPMATHBHO-IIPABOBBIX JOKYMEHTOB pPETYJIHUPYIOIIUX TIOCYAapCTBEHHBIE
3akynku. DJI0 B cdepe 3aKymok, o0s3aTeNbHBIA I BCEX YYaCTHHMKOB KOHTPAKTHOW CHCTEMBI C
anpens 2021 roma — WHCTPYMEHT 00OeCIEYeHHsI JOCTOBEPHOCTH JIAHHBIX M TapaHTHUEH HMCIIOTHCHUS
KoHTpakTa. JlokymMeHThl odopmisieMble B (pOpMe AIIEKTPOHHOTO JIOKYMEHTa IPH TOCYIapCTBEHHBIX
3akynkax. [IpegocTaBienune rocy1apcTBEHHBIX YCIYT B A1eKTpoHHOM (hopme. CMOB. Oynkiuu /10 B
aBTOMAaTH3allMi  OW3HEC-TIPOIECCOB:  OpraHU3allMOHHAs,  KOHTPOJUpYIOUIas,  YIpaBIIAIOIIAs,
cszyromas. [lopsaok momaun JOKYMEHTOB B apOuTpaxHblie cyibl PO B 3JIeKTPOHHOM BHJIE.

Tema 6. XpaHeHue W apXuUBHOe XpPaHeHHE JAOKYMEHTOB (OYMa:KHBIX M JJI€KTPOHHBIX)
OpUANYEeCKMX  JHMIl M MHAMBMAYAJIbHbIX  mpeanpuHumareseid.  [ocymapcrBeHHas
uHpopmannonHas cucrema “Ilnargopma” LleHTp XpaHeHUsI 31eKTPOHHBIX IOKYMEHTOB.

OcHOBHbIE TOJIOKEHHUSI HOPMATHUBHO-IIPABOBBIX PETJIAMEHTUPYIOLIUX XpaHEHHE JOKYMEHTOB B
JNEKTPOHHOM BHJIC. ICKTPOHHBIX HokyMeHToB» (L[XD/I). ObecredeHrsi COXpaHHOCTH 3JIEKTPOHHBIX
JOKYMEHTOB (efepalnbHbIX OpraHoB ucnoigHuTenbHOil Biactu (POKB) u moaBeTOMCTBEHHBIX UM
OpraHM3alys Ha MPOTSKEHUHN YCTAHOBJICHHBIX CPOKOB XPaHEHHUS.

Tema 7. O6ecneuyenue 0e301aCHOr0 JOKYMEHT0000pOTA

XpaHeHHE KITFOYeH AICKTPOHHOW MTOANMCH: 3alIUIICHHBIC HOCUTEH (TOKEHBI); peecTp Windows;
CheMHBIC HOcUTENH ((JICHIKU U T.11.); o0adyHoe XpaHeHue (Ha cepBepax Y1I); MoOuIbHAs 3JIEKTPOHHAS
noxnuck. CpencrBo kpuntorpaduueckoit 3ammtel uHGOpManuu (CK3U) — mporpammHoe (u/mim
anmnapaTHoe) o0ecrieueHue A paboThl 2IEKTPOHHOM MOAMUCHIO

Bunst CK3U: nporpammusie (KpuntolIPO, VipNet); anmapatHbie (TOKEHBI CO BCTPOCHHBIM
CK3U, t1.H. T'OCT oBckue). Ceptudurkauus CK3U. Pabora ¢ CK3U: ycraHoBka, HacTpoiika,
yhpaBiieHHe KitouyaMu 3eKkTpoHHoi noanucu B CK3U. [lononHurenbHOE nporpaMMHOe o0ecrieueHre
Ui paboThl C JIEKTPOHHON MOMIMHUCKHIO: CHCTEMa 3JIEKTPOHHOTO JTOKYMEHTOO0O0pOTa; MPOrpaMMHOE
obecriedeHre sl MOANMCAHHS TPOU3BOJIBHBIX IOKYMEHTOB U IIPOBEPKH TTOATIHCH.

Tema 8. Cyne0Hasi mMpPaKkTHKA MO MCMOJb30BAHUI0 IJIEKTPOHHON MOANMMCH W IEKTPOHHBIX
AOKYMEHTOB

O0630p cyneOHOM MPAaKTUKU TIO HCIOJH30BAHUIO DJICKTPOHHOW TOANMHUCH W DIEKTPOHHBIX
JTIOKYMEHTOB.

4. MaTtepuaJbl TeKylero KOHTPOJIsl yclieBaeMoCTH 00y4arouXxcst
41. B xope peamusanum aucuumimael  B1.B.11  «O6ecneyenue 0Oe3onmacHoro

I[OKYMGHT0060])OT3 B OpraHusanum» MCHOJAB3YIOTCHA CIeAyImHue METOAbI TEKYIIEro KOHTPOJIA
ycnneBaeMoCcT 06yqaloumxc91:

Tema u/unu pazaen Metoapl TEKYIIETO
KOHTPOJISI YCTIEBAEMOCTH

Tema 1. O0mue mosokeHUsT 0 TOKYMEHTO000poTe, ero vO. C3
BUIAX ’
Tema 2. OCHOBHBIC TIOJOXXEHHS 00 AJIEKTPOHHOU
MOJAMUCH W €€ WCIOIb30BaHUM B DIEKTPOHHOM C3, T
JIOKYMEHT0000pOoTe
Tewma 3. @opMaThl SJIEKTPOHHBIX JOKYMEHTOB YO
Tema 4. Hpuaudecku 3HAYUMBIA HJIEKTPOHHBIX 3
JIOKYMEHTO0000pOT




Tema 5. OrtpacneBble pelICHUS MO peaTn3alnu
AJIEKTPOHHOT0 IOKYMEHTO000pOTA.

Tema 6. XpaHeHue U apXUBHOE XpaHEHUE JOKYMEHTOB
(OyMaXHBIX M DJICKTPOHHBIX) IOPHIUYECKUX JHUI WU
WHIUBUAYaJIbHBIX peIrpuHUMAaTENeH.
['ocynapcrBennas nH(popMaMOHHAS cucreMa
“ITnatdopma”  IleHTp  XpaHEHHs]  DJIEKTPOHHBIX
JIOKYMEHTOB.

Tema 7. Obecneuenune 0e30MmacHoro
JIOKYMEHT0000poTa

Tema 8. CyneOHas mTpakTHKa IO HCHOJIB30BAaHUIO
AIEKTPOHHOU MOJIUCH U 3JIEKTPOHHBIX JOKYMEHTOB

YO, T

C3

YO

C3

4.2 TunoBbie MaTepPUAIbI TEKYIET0 KOHTPOJISI YCIE€BAEMOCTH 00y4aI0 U XCSI
[Tonnsenii mepeyens coaepxkutcas B POCe mo mucnummHe b1.B.12 «O6Gecnedenune Oe30macHOro
JIOKYMEHTOO0OpOTa B OpraHU3aIun.
Tunoevie oyenounvie mamepuanvt no Teme 1 «Obuue nonosxcenus o 00Kymenmooodopome, e2o
euoaxy.

Bonpocwl 014 npogedenus ycmno2o onpoca:
1. OcHoBHbIE MOHATHSA IOKYMEHTOOOOpOoTa: HMH(OpMaIus, HOCUTENb HH(OPMALMU, JTOKYMEHT,
PEKBU3HT TOKyMEHTa, KJIaccu(uKanus TOKyMEHTOB, TIOKyMEHTHPOBAHHUE.
IOpunuyeckue u 1pyrue OCHOBaHUS CO3JaHUs JJOKYMEHTOB.
Bust n3naBaeMbIxX TOKyMEHTOB OT KOMIIETEHIIMH U TIOJTHOMOYHI OPTaHOB UX M3/IAI0IHX.
Bunp! nokymenToo00poTa.
B2B, B2G, B2C B3aumoneiicTBus.
IIpumep cumyayuonnoii sadaqu:
[IpennpusitTie OCYIIECTBISET MPOU3BOACTBO U peaNU3alMi0 MPOAYKIUU IOJAJIeKAIIeH
MapKHPOBKE KOHTPOJIbHBIMU MJIEHTU()UKALMOHHBIMU 3HAKaMH (Hanpumep, OyTHIMPOBaHHAs BOJA).
[Ipu pemieHUW CUTYallMOHHOW 3ala4d HEOOXOIMMO OTBETUTh Ha CIEIYIONIHE BOIPOCHI
CBSI3aHHBIE C OpraHU3aLMeH TOKYMEHTOO00pOTa Ha IPEANPUATHH AJ1sl 0OecriedeHus: OU3HeC-TPOILIECCOB:
1. Ilpu B3auMoelCTBUN C KOHTpAareHTaMu?
2. Kakoii craTyc MOT'yT UMETh IOKyMEHTBI P OOMEHE C KOHTpareHTamu?
3. Ilpu B3auMOJEHCTBHN C TOCYJAPCTBEHHBIMEI KOHTPOJIUPYIOIIUMHI OpraHaMu?
4. BHYTpU KOMIaHUU?

arwnN

Tunoeguvie OUEHOUYHble mamepuaisbl no Teme 2 «Ocnosmble noyodxicenus 0o QﬂeKmPOHHOﬁ noonucu u
€€ UCnOJIb306aHUU 6 IICEKMPOHHOM 00Kymeum0060p0me»

Ipumep cumyayuonnou 3a0aqu.:

Bam HeoOXoAMMO TMOMYYHUTHh YCUJICHHYIO KBaTU(PUIMPOBAHHYIO DIIEKTPOHHYIO TOIMKCH,
MEPEYMCIIUTE MTOCIIEI0BATENbHOCTh Balnx 1efCTBUI B CIEAYIOIIUX CUTYalUsIX

[Ipu pemenun CHUTyallMOHHOM 3aJaud HEOOXOIHWMO TOJTOTOBUTH OTBETHI Ha CIEAYIOIIHE
BOIPOCHI:

1. BmI pusmnueckoe nuio?

2. BbI reHepaibHBINA JUPEKTOP KOMITAHUU?

3. BEI cienmanuct mo 0e30macHoCTH KOMITaHUH?

IIpumep mecmosbix 60npocos:
1) Kakoii u3 nepeuncieHHbIX 3aKOHOB perIaMEeHTHpYyeT chepy MPUMEHEHHs >JIEKTPOHHOM
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HOIIIACHU?
a. ®enepanbublil 3aK0oH 0T 06.04.2011 Ne 63-D3;
6. Hanorossiit kogekc Poccutickoit deneparnumy,
B. [lpukaz ®HC Poccuu ot 23.06.2020 N E/1-7-8/398@.
2) Kakast rocyapcTBeHHast opraHu3anus U3 NePEeUnCICHHBIX SBISETCS (PeaeparbHbIM OpraHOM
WCIIOJIHUTEIILHOH BJIACTH, YIIOJTHOMOYCHHBIM B C)epe UCTIOIB30BaAHUS AICKTPOHHON TOTUCH?
a. MuHnucrepcTBO HUGPOBOrO Pa3BUTHSA, CBSI3U U MACCOBBIX KOMMYHHUKAITUH;
6. ®DenepanbHas HAIOTOBas CIyx0a;
B. LleHTpansHbiii 6ank Poccuw,
3) Kakue BuibI 371€KTpOHHON 1oAnucH ObIBatOT?
[Ipocras OI1
YcuneHHas HeKBaTM(UIIMPOBAHHAS ‘3JIEKTPOHHAS TTOJIIUCH;
Ycunennas kBatupuIMpoBaHHAS MJICKTPOHHASI MOJITUCH;
Heycunennas kBanupumpoBaHHas 2JIEKTPOHHAS MOJIIHUCH;
Heycunennas HekBamupuImpoBaHHas AICKTPOHHAS ITOITUCH;
4) Kakasi syekTpoHHass TOANKCH SBJISIETCS IO YMOJIYAHHUIO aHAJIOTOM COOCTBEHHOPYYHOU
HOIIIUCHu?

oW o

VYcuneHHas KBaIMLIMPOBAaHHAs 3JIEKTPOHHAS MOJINCH;
YcuneHnHnas HekBalu(UIUPOBAHHAS AJIEKTPOHHAS MTOATIHCH;
[Ipocras 35eKTpoHHas MOAIKCE;
Heycunennas kBanuduupoBaHHas 3JIeKTPOHHAS MOJIIUCH;
5) B xakom Bujie 2JIEKTPOHHON NOJIUCH MCIIONb3YIOTCSI JIOTUH U 11apOJib?
B ycunenHo# KBaTMIIMPOBAHHOMN 3JIEKTPOHHOMN MOIIINCH;
B ycunienHoM HekBan(pUIIMPOBAaHHOM 3JIEKTPOHHOM MOANKCH;
B npocToii 351eKTpOHHOM MOANKCH;
B HeycuneHnHoM KBaIM(pUIIMPOBAHHOM 3JIEKTPOHHOM MOANKCH;
6) Kakoii Bua mmudpoBanus UCHOIb3yeTcs A obecriedeHusi 6e30MacHOCTH HMHQPOpMAIUU B
25107
a. CummerpuuyHoe mudppoBaHue,
6. AccumMerpuuHoe mu(ppoBaHUE.
Tunoevie oyenounvie mamepuanvt no Teme 3 «Dopmamovl I1EKMPOHHBIX OOKYMEHIMO08)

g oe

Jr o

Bonpocui onst npoeedeuuﬂ YCMHO20 onpoca.

1. [Tepeuncaure popMaThl JOKYMEHTOB, KOTOpbIe Bam n3BecTHBI.

2. Kakne wu3 mnepeuucineHHblx Bamu QopmMaToB JOKYMEHTOB, MOTYT HCIOJB30BaThCs B
OyMa)KHOM JOKYMEHTOOOOpOTE.

3. Kakue wu3 mnepeuucneHHblx Bamu ¢opMaToB JOKYMEHTOB, MOTYT HCIIOJIb30BAaThCS B
ANIEKTPOHHOM JIOKYMEHT0000pOTE.

4. Kakue popmarsl JOKyMEHTOB SBJISIOTCS MATUHOYUTAEMbIMHU.

5. TpeOyroTcs M crienuanu3upOBaHHBIE TIPOTPAMMHBIE CPEICTBA Ul TOANMCAHUS M YTCHUS
QJICKTPOHHBIX TOKYMCHTOB.

6. VYTBEepKAAIOT M TOCYIapCTBEHHBIE OpraHbl (OPMAThl SJIEKTPOHHBIX JTOKYMEHTOB IS

oOMEHa C HUMU.
IIpumep mecmogvix 60npocos:
1. Ha kakue ¢popmsbl moapazaensroTcst opmarsl 3I€KTPOHHBIX JOKYMEHTOB:

a. dopMann30BaHHBIE;
0. HedopmanuzoBannsie.
2. dopmar PDF/A3 sBnsercs 11 MallTMHOYUTAEMBIM:
a. Ha, sBnsercs;
0. Her, He sBnsercs;
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3. Kakwue noxkymenTs! gomyctumo opopmisats B hopmare PDF/A3:

a. J1oroBOpPBI WIIM KOHTPAKTHI, €CITU PeYb O TOC3aKYIKaX.
0. [IpoTokobl pazHoriacui.
B. JIOTIOJTHUTETBHBIE COTJIAIIICHHSI K JIOTOBOPY.
r. TpancnopTHbIe HaKJIaIHbIE.
4. Tlpumensiercs mu XML-dopmat st opopmieHus:
a. JIoroBOpBI MJIM KOHTPAKTHI, €CIIU PeYb O TOC3aKYIKaXx.
0. [TpoTOKOIIBI pa3HOTIACHIA.
B. JlomoJIHUTENbHBIE COTJIALIEHHUSI K I0TOBOPY.
r. TpaHncniopTHBIC HAKIIATHEIE.
5. B03MOXHO JIi pacreyaTaTh JIEKTPOHHBIN ToKyMeHT (popmarta PDF/A3:
a. Jla, BO3MOXHO.
0. Her, HeBO3MOXKHO.
6. Bo3moxHO 1 pacmieuaTaTh 3NMeKTPOHHBIN qokyMeHT XML-dopmara:
a. Ja, BO3MOXXHO.
0. Hert, HeBO3MOXHO

Tunoevie ouenounvie mamepuanvt no Teme 4 «FOpuduuecku 3HAUUMDBLIL INEKMPOHHBIX
O00KYyMeHmoo60opon

HDHMeD CMI’I’ZVCIMMOHHOZZ 3a0ayu:
1. KoHTpareHTbl HCHOJB3YIOT OYMa)KHBIH JTOKYMEHTOO0OOpOT. OCyIecTBIAETCS IMpoaaxKa
MPOAYKIIUH U JOCTaBKA €€ TOKYIATEII0.

[Ipy pemieHUM CUTYallMOHHOW 3a/laydl HEOOXOJUMO TMOJTrOTOBHTH OTBETHI Ha CIEIYIOIINE
BOITPOCHI:
Kakoii Tun 1okyMeHT0000pOTa MPUMEHSIETCS.
Kakwue nmuna 3a1eiicTBOBaHbI B 0()OPMIICHUH IOKYMEHTOB.
YTBepKIeHbI 11 Kaku-1100 TpeOoBaHUS K OPOPMIICHUIO TOKYMEHTOB.
Kaxk 6yner ocymiecTBiasTbcs 0OMEH JOKYMEHTAMH.
Kak Oyner ¢hukcupoBaThCst HCIIOIHEHNE JOTOBOPHBIX 00s13aTENbCTB KaXKAOH CTOPOHOIA.

oW o

2. KoHTpareHThl HCHOIb3YIOT AMEKTPOHHBINA JOKYMEHTO000pOT. OcylecTBIseTCs MpoJaka
MPOJIYKIIMK U JOCTABKa €€ MOKYIaTeNko.

[Ipn pemieHun CcUTyallMOHHOW 3a/Jaydl HEOOXOIUMO MOJATOTOBUTH OTBETHI Ha CIEAYIOLIHNE
BOIIPOCHI:
Kaxkoit Tun 1okyMeHTo000pOoTa MPUMEHSETCS.
Kakue nuna 3aeiicTBoBaHbl B 0pOPMIIEHUN TOKYMEHTOB.
VY TBepKaeHbI 11 KaKu-1100 TpeOoBaHUS K OPOPMIIEHUIO TOKYMEHTOB.
Kak Oyzner ocymecTBiATbCS OOMEH JOKYMEHTaMH.
Kak Oyner QukcupoBaTtbCs HWCIOJIHEHUE JOTOBOPHBIX 0053aTeNbCTB KaXJ10M
CTOPOHOM.

Eow o

Tunoevie ouenounvie mamepuanvt no Teme 5 «Ompacnegvie pewieHua no peanusayuu
INEKMPOHHO20 OOKYMEHM0000pomay

Bonpocwl 0na nposedenus ycmnoz2o onpoca:
1. TlpuBenure mnpuMepsl HANpPaBICHUH AEATENBHOCTH, TPEOYIOUIMX NPUMEHEHUS OTPacieBBIX
penieHui;
2. IlpuBenute mpUMepbl OTPACIIEBBIX PEIICHUH.
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3. IlpuBemute mpuMepbl OTPACIEBBIX pPELIECHUI, C KOTOpble Bbl mpuMeHsu mpu OO0y4eHHH B
HNHcTuTyTe ¥ MHBIX CUTYAIUSIX.
Ilpumep mecmogvix 80npocos:

1) Kakas undopmannoHHas cucteMa rpeaHasHadeHa st padborst ¢ KDJ10?
a. «Pabora B Poccuny.
0. JluyHbIN KaOMHET HaJIOrOMJIATENbLINKA.
B. Ilopran Pocpeecrpa.

2) Yro mHeobxomaumo caenaTh padboromarento 1t Beaenus K3J10 B cBoeli opranuzanum?
a. V3garp nokanbHBIN HOpMaTUBHEIN akT 00 KOJ1O
0. YcrtaHoBUTH MOpsIOK ocymecTBienus KO3J10
B. YBeIOMUTh pabOTHUKOB 0 nepexozae Ha KOJ10
r. IlogaTk 3asBiICHHE B HAJIOTOBYIO

3) Kakyo 3JIeKTpOHHYIO TOAUCH MOXKET MCII0Ib30BaTh padoToaarens B KOJJO?
a. Ksamudunuposannyro.
6. HexBamuduuupoBaHHyro.
B. IIpocryro.

4) Kakyo 3JIEKTPOHHYIO HONKUCH MOKET UCII0JIBb30BaTh paboTHUK B KD/10?
a. Toabko KBaJIM(UIMPOBAHHYIO
6. KsamudunupoBanHyo 1 HEKBATH(DUITUPOBAHHYIO
B. Toxpko npocrtyro
r. JloOyro, nomydennyto corsacHo N 63-03

5) Kakoii 21eKTpOHHOM MOIMUCHI0 PadOTOATENIb MOXKET MOIIHUCATH TPYOBOW TOTOBOP?
a. Tonbko kBanudpUIUPOBaAaHHON
6. ToabKo HEKBATM(PHUIUPOBAHHON
B. Tosbko npocToit
r. Ksamu¢unupoanHo 1 HeKBaTU(UIIMPOBAHHON
n. Jlro0oit n3 mepeuncIeHHbIX

Tunoevie ouenounvie mamepuanvi no Teme 6 «Xpanenue u apxusnoe XpaneHue O0OKYMEHMOE
(OymadicHvlx U  INEKMPOHHBIX) OPUOUUECKUX JAUY U UHOUBUOYANbHBLIX NpPeOnpuUHUMameeil.
T'ocyoapcmeennas ungpopmayuonnaa cucmema “llnamepopma” llenmp xpanenus rnekmponnvix
00KYMEHM 08

IIpumep cumyayuonnot sadayu:

Ucnons3ys [lpuxa3z PocapxuBa ot 20.12.2019 N 236 "OO6 yrBepxaenuu IlepeuHsi THUIOBBIX
YIPaBIEHYECKUX apXUBHBIX JOKYMEHTOB, 00pa3yIOIIUXcs B MPOLECCe ACITETbHOCTH TOCYAaPCTBEHHBIX
OpPraHoOB, OPraHOB MECTHOT'O CAMOYIPABIEHUS W OpraHu3alui, ¢ YKa3aHHMEM CPOKOB HX XpaHeHus"
(BapeructpupoBano B Muntocte Poccunm 06.02.2020 N 57449) onpenenutre CpoKH XpaHEHUS
(obocHyiiTe CBOI OTBET):

1. KaapoBhIX JOKYMEHTOB;

2. Y4eTHOMU MOJUTUKHA OpTaHU3aIUN
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3. IIpotokomsl coOpanuil yupenurene.
Tunoewie oyenounvie mamepuanwvt no Teme 7 «Obdecneuenue 6e30nacH020 0OKYMEHMO000pomay

Bonpocwl 011 nposedenus ycmuoeo onpoca:

1. Tlepeuucnute  MOCHENCTBUS  HEJOCTATOYHOCTH  oOOecreueHuss  Oe30MacHOCTH
JOKYMEHT0000poTa (yTeuka KOHOGUICHIMAIBHBIX JTaHHBIX, HAPYIICHUE JIOBEPUS
NapTHEPOB M KIIMEHTOB, (DUHAHCOBBIC YOBITKH, PEMyTAIlMOHHBIE TIOTEPH. . )

2. Kakum oOpazom Ha MOXHO oOecneyuBaTh O€30MACHOCTh TPH  OyMaKHOM
JIOKyMEHTO000pOoTE.

3. Kakum oOpazom Ha MOXHO oOecrieunBaTh 0€30MAaCHOCTh TIPU  AJIEKTPOHHOM
JIOKYMEHTO000pOoTE.

Tunoevie ouenounvie mamepuanvt no Teme 8 «Cydebnas npaKmuka no UCHOIb306AHUIO
INNEKMPOHHOU NOORUCU U IIEKMPOHHBIX OOKYMEHM06»
Ilpumep cumyayuonnou 3a0ayu.:
Bbl sBisieTech pyKOBOIUTENEM .KOMIIAHWM, Ball KOHTpareHT OTKa3bIBae€TCs MPU3HABATH
JJIEKTPOHHBINA JOKYMEHT.
[Ipu pemieHUM CUTYallMOHHOW 3aJayd HEOOXOJUMO TOJArOTOBUTH OTBETHI Ha CIEIYIOIIHE
BOIIPOCHI:

1. JomycTUMO JH OTHPABIATH JIEKTPOHHYIO IPETEH3HIO?

2. Bo03MOXXHO JT1 1aBaTh JIM KOHTPAreHTaM aJIbTePHATUBY JICKTPOHHBIM JIOKYMEHTaM?

3. Bo3moykHa nu cuTyanus, Korja 3a KOMIAHUIO KTo-To craan aekiapanuu no HJIC Ges ee
BEAOMA.

VYCTHBI ONpOC FOTOBHOCTU MO TEME JIEKIMM, OMpOChl 0OYy4aroIIMXCsl MPOBOJSATCS Ha
HPAaKTUYECKUX 3aHATUSAX.

Ha mnpaktuueckue 3aHATHS OOYyYarOIIMICS [OJDKEH NPUXOAWTH, HMes Tpu cede
KOHCIIEKTHI JIEKLUH U WHBIE MMOCOOUS MO TEeMAaTUKE aJanTallMOHHOW TUCIMIUIMHBI U aKTUBHO
y4acTBOBAaTh B OOCYKIEHHUH ITOCTaBICHHBIX BOIIPOCOB.

Bugamu 3amaHuii, 111 caMOCTOSATENBbHOW paOOThl O0ydaromuxcs MOTyT OBITh - JAJs
OBJIAJICHUS] 3HAHUSAMHM [0 TMporpaMMe Y4eOHOro Kypca: 4YTeHHs Tekcra (yueOHHuKa,
JIOTIOJTHUTENIBHOM  JIMTepaTypbl); KOHCIIEKTUPOBAHUE TEKCTa; CTPYKTYpPHO-JIOIMYECKOe
(rpadmueckoe) wuzoOpakeHUE COACpKAHUS OTAEITBHBIX TeM; paldoTa CO CJIOBapsSIMH U
CIPAaBOYHUKAMH; O3HAKOMJIEHUSI C HOPMATUBHBIMU JIOKyMEHTAaMU; y4eOHO-HCCIe10BaTeNbCKast
paboTa; 1ieIeBO€ HCIONb30BAaHHME KOMIIBIOTEPHOM TEXHMKH, HWHTEpHETa, ayauo — U
BUJICO3AMKCEN U Jp.).

[lpoBerneHne  MpPAaKTHYECKOTO  3aHATHS ~ HayuHaercs  kparkuMm  (5-7  MumH.)
BCTYNIUTEIbHBIM  CJIOBOM  IIPENOJaBareis, B  KOTOPOM  IOAYEPKUBACTCS  3HAYCHHE
paccMaTpuBaeMoOil TEMBbI, €€ pojib U 3HAYEHHUE JUIsl MOJATOTOBKU CIIEHUATNCTOB TaMO>KEHHOTO
nena. Ha mpakTuyeckoM 3aHATHH 00ydJarolrecs 1Moj pyKoOBOACTBOM IpenoaBareis Ii1yOoKo 1
BCECTOPOHHE OOCYXXJAIOT BOMPOCHl TeMbl. [lIsl ycuJieHuS aKTUBHOCTU OOyd4arommxcs U
3aKpeIuIeHUs] MX 3HaHUIl TpenojaBaTeib JOJDKEH INPHUBIEKAaTh K YYaCTHIO B OOCYKICHUU
BOIIPOCOB BO3MOXKHO OOJIbIIIEE KOJIMYECTBO OOYYAIOIIUXCSH. DTO JOCTHUTaeTCsl MOCTaHOBKOM
JIOTIOJIHUTEIBHBIX BOIIPOCOB, HAINPABIEHHBIX HA PACKPBITHE, ACTAIM3ALMI0 PA3IAYHBIX
aCMEeKTOB OCHOBHOT'O BOMPOCA, OCOOEHHO MPAKTUYECKOTO OIbITA, CIOXKHBIX cuTyanuil. [locne
00CYX/IeHUS KaXJI0TO BOIPOCa MPEIoIaBaTeso 1[es1ecoo00pa3Ho JaBaTh OLIEHKY BBICTYIUICHUH,
aKIIEHTUPOBAaTh BHMMAaHME Ha HauOojiee CYIIECTBEHHBIX IMOJIOKEHUAX, @pobieMax |
BO3MO>KHBIX BApUAHTaX UX PEIICHUS.
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B koHue 3aHsATHS 3a MIyOMHY OCBOEHHUS MaTepuala, MpernojaBareilb MOXET MOOUIPUTH
OTJICTBHBIX 00YJArOIIUXCS (BBICTABUTH OLIEHKY B )KypHA).
3 OueHo4YHbIe MaTepUAJIbI IPOMEKYTOYHON ATTECTAIIUM 10 JUCHUILINHE

3.1

3ayer m 3a4ér c OHeHKOﬁ NpoBOAUTCHA C IPUMCHCHUCM CIICAYIOIIUX MCTOIOB

(cpenctB): YcTHBIN onpoc no Ouinetam. B kaxaom Ouniere He MeHee 2-X BOIIPOCOB.
3aueT W 3aYeT C OIEHKOW MOTYT MPOBOJIUTHCS HAa OCHOBE KOMITBIOTEPHOTO TECTUPOBAHHS B
JOT wim 1pyrux Gopm ¢ KCIOJIb30BaHHEM HH(POPMAIIMOHHBIX CHCTEM, UCTIOIb3YEMbIX B HHCTUTYTE.

3.2  OueHo4Hble MaTepHAJIbI IPOMEKYTOUHOI aTTeCTALMHU
KoMmnoHeHT [Tpomexxyrounsiii/kmtoueBoit | Kpurepuii onieHnBaHus
KOMIIETCHIINU MHIWKATOP OLIEHUBAHUS

[1Kc-2.1 - CHUCTEMHBIM IIOAXOJ K |- CUCTEMHOCTb

OTpeICIICHUIO 00BEKTOB
0e301macHOCTH
JOKYMEHTO000pOTa
OpTraHu3aIuu

- BBIABJIEHHE OOBEKTUBHBIX |- OOBEKTUBHOCTH
00CTOSTCIILCTB,
CIOCOOCTBYIOIIUX
BO3HUKHOBEHUIO yIpo3 U
PHUCKOB 0e30IMacHOCTH
OpTraHu3aIuu npu
OCYILIECTBICHUH
JIOKYMEHTOO000POTa; - ONEPaTUBHOCTh
- CcHCTeMa IIPaBOBBIX Mep,
MO3BOJISIONIAS.  OCYIIECTBUTH

HEeWTpaIn3aIuio yrpo3 |B Hawame Kkaxmoro mpakTHYECKOTO
0€30MacHOCTH OpraHu3alluy, | 3aHATHS (CeMUHapa) IpenoJiaBareb
JUYHOCTH, o01iecTBa, | HPOBOJUT ONpoc OOy4aroIuxcs Ha
rocyaapCtsa B KpaTqaﬁMHe npeaMET 3HaHHUA TCPMHUHOJIOTUH.

CPOKH 3a  KaxAblii NpaBUIbHBIA  OTBET

(Hau3ycTh UM ONM3KO K TEKCTY)
oOyyaromuiics moydaer - 1 6asm.

Tunosble oLleHOYHBbIE MaTePUAJIbI IPOMEKYTOYHON aTTeCTAllUH
Pexomenayembie BONPOCHI 1JIsl MOATOTOBKH K MPOMEKYTOYHOM aTTecTallnu (3a4eTy U 3a4€Ty
¢ oueHkoi) OcobeHHOCTH 0(hOpMIIEHHS OT/EJBHBIX BUA0B JOKYMEHTOB, 00pa3yoIuxcs B

nmpouecce 1eATeJIbHOCTH

Bonpocsl s moaroroBku k 3a4éty mo aucuumiauHe Bb1.B.12 «OOecneyenue 0e30macHoOro
AOKYMEHTO0000POTa B OPraHU3aINID)

1.

ook wn

[TonsiTne MOKyMeHTa, TOKYMEHTOOOOPOTa U TTOTOKA IOKYMEHTOB.

[TonsITHS: KOMMEpYECKO, 0AaHKOBCKOM, HAJIOTOBOM TaiiHbI, IEPCOHATBHBIX TaHHBIX.
[{enn BHEIPEHUS IIEKTPOHHOTO JOKYMEHTOO0OpOTA.

Bune! B3aumoseiictBus npu nokymentoobopore: B2B, B2C, B2G, B2C.

CranmapTsl B 001aCTH 3JIEKTPOHHOTO JOKYMEHTO000pOTa

JlokymMeHT B HWHGPOpPMAIMOHHON cucTeMe. TUIBl JOKYMEHTOB B WH(GOPMAIMOHHON
cucteme: OyMaXHbI JOKYMEHT, oOpa3 JOKYMEHTa, »JJEKTPOHHBIM JIOKYMEHT,
CTPYKTYPUPOBAHHBIE TOKYMEHTBI

dopmartsl pecTaBIeHHs ICKTPOHHBIX H0KyMeHTOB (XML, PDF/A3)
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10.
11.
12.

13.

14.

15.

16.

17.
18.
19.
20.
21.
22.
23.
24,

25.
26.
217.
28.
29.

30.
31.
32.
33.
34.

35.

36.

37.
38.
39.
40.

41.

Buapl 351€eKTpOHHON TOAMKUCH;
[ToHsiTHE “ANEKTPOHHBINA TOKYMEHT B MH(OPMALIMOHHON CHCTEeMEe OpTraHUu3aIluH
TepMHUHOIOT U, UCIIONIB3yEMasl B CUCTEMAX JIEKTPOHHOIO JOKYMEHTO000pOTA.

3aza4u cUCTEM 3JIEKTPOHHOI'O JOKYMEHTO000POTA.
JIoKyMeHT Kak 00BEKT peryiaupoBanus. OyHKIUU U BUJbl JOKYMEHTOB, UX YHU(PHUKALHS
U CTaHJapTHU3aLUs.
['ocynapcTBeHHOE perylnupoBaHue, HOPMATHUBHAs IPAaBOBask U METOAMYECKAas OCHOBA
JOKYMEHTAITMOHHOTO 00ECTIeYeHHs yIIPaBICHUSI.
Cy1HocTb, HalpaBJICHUS u BUJIbI roCyJJapCTBEHHOTO peryaupoBaHus
JOKYMEHTAIIMOHHOTO ~ OOecrieueHusl  YIpaBJiCHUs, Ha3HAueHHE, OCOOEHHOCTH H
COOTHOILIEHUE HOPMAaTHUBHOI'O IPAaBOBOTO U METOAMUYECKOTO PEryIMPOBAHUS.
CoctaB W CTpyKTypa HOpPMAaTUBHOM TMpPaBOBOM W  METOJMYECKOM  OCHOBBI
JIOKYMEHTAIMOHHOT0 00eCIIeueHHsl yIIpaBJICHUs.
Hasnauenme u  ocoOEHHOCTM  HCIOJIB30BaHHUA | 'OCYyZapCTBEHHOM  CHCTEMBI
JIOKYMEHTAllMOHHOro o0ecredeHus ynpasiaeHun U IlpaBun gemonpousBoacTBa B
(denepanbHBIX OpraHax UCHOTHUTEIBHOM BIACTH.
VYnpaBieHue 3JeKTPOHHBIMU JJOKYMEHTaMHU.

Krnaccudukanus cucTem 3JeKTPOHHOTO IOKYMEHTO000pOoTAa.
[TpeumyiiecTBa BHEAPEHUS CUCTEMBI 3JIEKTPOHHOIO IOKYMEHTO000pOTA.
CucTeMbl aBTOMaTU3aUH JOKYMEHTOO0O0POTA.
[TpeanocsuIky st aBTOMaTU3aUKN JOKYMEHTO000pOTa.
PernmamenT BeseHus1 JOKyMEHTOOO0OPOTA OPTaHU3AIUH.

Be100op cuctembl aBTOMaTH3ALMH.
BapuanTsl pemieHus 3a1ad aBTOMaTu3allUUd JOKyMeHTooOoporta. IIpoGiema enuHcTBa
UHPOPMAaLMOHHOM cucTeMbl M uHTerpauuu COJ] B MHOPaCTpyKTypy KOpPHOPATUBHON
UH(POPMALIMOHHBIX CHCTEM.

CucTtembl KOMIUIEKCHOM aBTOMaTH3a[Mi OM3HEC-IIPOLIECCOB
WMHCTpYMEHTHI 17151 KOHTPOJISL JOKYMEHT0000pOTa
ApPXUBBI 2JIEKTPOHHBIX JOKYMEHTOB OpraHU3alHH.
[Tnardopma «LleHTp XpaHEeHUs IEKTPOHHBIX TOKYMEHTOB

ABTOMAaTH3aIMsl  TMPOLECCOB  KJIACCHYECKOTO  POCCHUHCKOro  JJOKYMEHTOO0OpOTa
(moanepkka TOKYMEHTAllMOHHOI'O 00eCHeYeHUs yIIPABICHHUS).
ABTOMaTH3aIMs IPOLIECCOB COITIACOBAHUS IOKYMEHTOB.

ABTOMaTH3AIHs YIIPABJICHUS OyMaXHBIM apXHUBOM.
ABTOMaTH3aIMs IPOLIECCOB 00II€aIMUHUCTPATUBHOIO IOKYyMEHTO000pOTA.
OtpacneBbie penieHus: JOKyMEHTO000pOoTa (3JIEKTPOHHOTO JOKYMEHTO000POTa).
ConocTaBieHle pUCKOB JJsl OpraHU3alMM IpU HUCMOJIb30BaHUM OyMa)KHOIO U
AIIEKTPOHHOIO JJOKYMEHTO000pOTa;
Yrpo3sl LIEJIOCTHOCTH uHpOpMaLuy, JOCTYITHOCTH UHpOpMaLUU u
KOH(QUIEHIIMAIBHOCTA MPH OyMaXHOM JOKYMEHTOOOOpPOTE€ B OpraHU3allu, CIOCOObI
YCTpaHEHUS YIpo3.
Yrpo3sl LEJIOCTHOCTH uH(popMaluuy, JIOCTYITHOCTH nH(popManuu u
KOH(HIEHIIMATIBHOCTH MPH 3JIEKTPOHHOM JOKYMEHTOOOOpPOTE B OpPraHU3alllH, CIOCOOBI
yCTpaHEHUs yrpo3
HcTrounuku yrpo3 npu OyMa)KHOM U 3JEKTPOHHOM JJOKYMEHTOOOOPOTE B OpraHU3alnH.
CniocoObl ¥ METO/TbI 3aIUTHl JOKYMEHTOO00pOTa B OpraHU3aIuy.
CocraB, conepkaHue M OCOOEHHOCTH pealu3aluu TpeOOBaHUI K PACMONIOKEHUIO U
0(OPMIIEHHIO PEKBU3UTOB JJOKYMEHTOB OpPraHU3alINH.
OcHoOBHBIE TpOONEMBl U pelieHus obecneueHust 0e30MacHOCTH JOKYMEHTO0000poTa
(bymaxHOTO).
OcHoBHBIE TPo0IeMbI 0OecrieueHus1 0€30MacCHOCTH T0KYyMEHTO000pOTa (3JEKTPOHHOTO).
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42.

43.

44,
45.
46.
47.

48.

49.

50.

51.

52.
53.
54.
55.
56.
S57.
58.
59.

60.
61.

62.

63.

Hcnonp3oBanne mudpoBaHUs W 3alIMTHl KaHAJIOB CBSI3W MPU  HCIOJIb30BAaHUU
3IIEKTPOHHOTO IOKYMEHTO000pOTA.

OpranuzanvoHHble  Mepbl  oOecriedeHus  0€30macHOro  JOKYMEHTOooOOopoTa B
OpraHu3aIiu.

[TonsiTHE “PNEKTPOHHBINA JOKYMEHT B MH(GOPMAIIMOHHONW CHCTEME OpraHu3aIliy.
TepMuHOJIOTHSL, UCIIOJIb3YEMAas B CUCTEMAX 3JIEKTPOHHOTO IOKYMEHTOO00pOTa.

3amauu cucTeM JEKTPOHHOTO TOKYMEHTO000pOTA.

JIoKyMeHT Kak 00beKT perynupoBanus. OyHKIIUU U BUIBI JOKYMEHTOB, UX yHUDHUKAIHS
U CTaHJlapTHU3aIHsl.

['ocynapcTBeHHOE peryiupoBaHHe, HOpPMAaTHBHAs IpaBOBasi U METOJUYECKas OCHOBA
JIOKYMEHTAIlMOHHOTO 00eCreueHus yIpaBICHUSI.

CyurHocTs, HaIpaBJICHUs u BU/IbI roCyJapCTBEHHOTO peryaupoBaHus
JIOKYMEHTAIlMOHHOTO  OOeclieyeHusl  ympaBjieHHs, Ha3HAuYe€HHE, OCOOCHHOCTH U
COOTHOIIEHUE HOPMATUBHOTO MPABOBOI'0 U METOAUYECKOTO PETYIUPOBAHUS.

CoctaB W CTpyKTypa HOPMAaTHBHOM TIPaBOBOM U  METOJMYECKOM  OCHOBBI
JIOKYMEHTAI[MOHHOTO 00eCTICUeHUs yIIPaBICHUS.

Haznauenne ¥ OCOOCHHOCTHM  HWCHONB30BaHUS  [OCymapCTBEHHOW  CHCTEMBI
JIOKYMEHTAIlMOHHOTO o0ecreueHusi ynpapieHnn u [IpaBuii  aenonpou3BOJCTBA B
denepanbHBIX OpraHax UCIOIHUTEIBHOMN BIACTH.

VYrpasneHue 3J1eKTPOHHBIMU JOKYMEHTaMHU.

Knaccudukanus cuctem 31eKTPOHHOTO JOKYMEHTO000poTa.

[Tonxo/bl K CO3TaHUIO CUCTEM IEKTPOHHOTO JOKYMEHTO00O0pOTA.

TpebGoBaHus K cCTEMaM.

DTanbl BHIOOpA CUCTEMBI aBTOMATH3AIIUH.

Dtanbl BHEJIPEHHs CUCTEMbI aBTOMAaTH3AIUH.

OO6mue TpeboBaHMsI K JOKYMCHTHPOBAHHIO YIIPABICHYECKOH IeATEIHHOCTH.

CocraB, colepkaHue M OCOOCHHOCTH pealM3allid TPeOOBaHUU K PACHOJOKEHUIO U
0(hOPMIICHUIO PEKBU3UTOB IOKYMEHTOB.

CrtpyKkTypH3aius TeKCTOB YIPaBIEHYECKIX JOKYMEHTOB.

Buasl yHuduimpoBaHHBIX TEKCTOB, 0COOCHHOCTH O(opMieHUs TpadapeTHOTrO TEKCTa,
AHKETHI U TaOJUIIBI.

Cocras u Ha3HAYCHUE OT/IENTbHBIX BUJIOB OpraHU3aIMOHHO-TIPABOBHIX,
pacmopsiAUTEIbHBIX U HUHHOPMAIIMOHHO-CITPABOYHBIX TOKYMEHTOB.

Ocobennoctu 0opMIIEHUS OTAEIBHBIX BHJIOB JOKYMEHTOB, 00pa3yIOIUXCs B MpoIecce
JIeATEIbHOCTH TOCYTapCTBEHHOI'O OpraHa.

I[Ipumep cUTYyauMOHHON 3aJauM I MOATOTOBKM K 3a4éry mo aucuumiaune b[1.B.71
«Obecneuenue 6e30nacH020 0OKYMEeHMO000pOmMa 6 OPSAHU3AYUU»

OpFaHI/ISaHHﬁ C KOHTPAr¢éHTOM 3aKJIFOYCH JO0roBOp, KOTOpBIﬁ HeﬁCTBOBaﬂ C Yy4C€TOM 3aKJIIFOYCHHOTO
CTOPOHAMH COTJIAIIEHHUS] 00 DIEKTPOHHOM JOKYMEHTOOOOPOTE, COTJIACHO KOTOPOMY CTOPOHBI COIJIACHIIUCH
OCYIIECTBJIATh JOKYMEHTOOOOPOT B 3JICKTPOHHOM BHJIE C MCIIOJb30BAaHUEM DJICKTPOHHOU 1UGPOBOI MOAIUCH U
NpU3HABATh OPUANYICCKYIO CUIIY BCEX DJICKTPOHHLIX TOKYMCHTOB»

CTOpOHaMI/I MPU3HACTCA HOPpHUINYCCKAaA CUJiIa 3a BCEMU NOKYMCEHTAMH, IMMOANNCAaHHBIMU SHGKTpOHHOﬁ
MoAINUCHU, KOTOPBIMH OHH O6MCHI/IBaJ'II/ICI), €CJIM Ha MOMCHT IIOAIIMCAaHUA CepTI/I(i)I/IKaT KJIroya 3HeKTpOHHOI>'I
IIOAIIMCH HE OTO3BAaH U ABJISACTCA ,I[eﬁCTBHTCJ'ILHBIM.

Memny KOHTparéHTaMM BO3HHK CIHOp II0 HCHOJHCHHUIO yc.]'IOBI/Iﬁ A0T0BOpa Hpe,Z[YCManI/IBaIOH_[I/Iﬁ
MPETEH3UOHHBIN MTOPSIIOK CBOETO YPEryJIUPOBAHMUSL.

HpI/I peUiCHun CPITyaL[I/IOHHOﬁ 3aJa4uun HCO6XOI[I/IMO IMOATOTOBUTH OTBETHI HA CIICAYIONIUC BOIIPOCHI:

1. B kaxoit (bopMe JAO0IMYCKACTCA NPUMCHCHUC MPETCH3MOHHOT O MOpsAAKa YPECTryJIMPOBaHUA cnopa?

2. JlomyctuMo M WCIHONB30BaHUE OyMakHOW (OPMBI MPETEH3MOHHOTO TMOPSIKA yperyIHupOBaHUs

Criopa M B KakoM cirydae?
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3.3 Iloka3aTenu W KpUTepPHMH OLEHUBAHHUS TEKYIIMX M MPOMEXKYTOYHBIX ¢Gopm
KOHTPOJIs

OueHovHbIE CPeACTBA Iloka3aTeu OLeHKHU Kpurepun ouenku
VYcrHblii onpoc Koppektnocte u monnota | [TomHbli, pa3BEpHYTHIH,
OTBETOB 000CHOBaHHBIH 0TBET — 3 Oayia
[IpaBuibHBINA, HO HEMOJHBIM OTBET
— 1 6ann
Hesepneiii orBeT — 0 6217108
TecTtoBoe 3aganue [IpaBuUnBbHOCTH OTBETA BrlmonHeHbl TECTOBBIE 3aJlaHUSA

TBOPUYECKOTO YPOBHS B IOJHOM
o0beme (BBIOpaHBI TMpPaBUIIbHBIC
oTBeTHI) — 1 Gamn

BbImonHeHsl  TECTOBBIE — 3aJaHHS
CpPEeIHEr0 YpOBHA B  IOJHOM
o0beme (BBIOpaHBI TpaBUIIBHBIC
otBeThI) - 0,5 6amna

BeImonHeHsl  TECTOBBIC  3aaHHS
JIETKOT'O YPOBHS B TIOJTHOM 00beMe
(BBIOpaHbI IIPABUJIbHBIE OTBETHI) -

0,25 b6amna
CuryanuoHnHas 3ajaya KoppekTHocTb, OTBeT JaH BEPHBIM W MOJHBIM,
Pa3BEpPHYTOCTh OTBETA 000CHOBaHHE OTBETA,
pa3BepHyTOE C HCIOJIb30BaHUEM
3aKOHOAATCIIBHBIX aKTOB 51
cyneOHon MIPaKTUKH.

[TpoaeMOHCTPUPOBAHO — XOpoIIee
3HaHue 0a30BOW TEPMUHOJIOTHH,

yMEHUe ONEPUPOBATH
TEOPETUUECKUMHU MOHSITUSIMH.
ITponemoHCcTpUpOBaHO 3HAHHE
JOKTPUHAJIBHBIX HCTOYHHUKOB -
MOHoOTpaduii, craTen. Bce
MIOJIOKEHHUSI XOPOIIO 0OOCHOBAHBI
- 1 Gamn.

OTBeT naH BEpHBIH U TOJHBIMH,
000CHOBaHHME OTBETA CO CCHUIKOM
Ha HOpMBI 3akoHa. llpucyrcrByer
JOTMKAa  M3JI0KEHWUs,  OJIHAKO
UMEIOTCS HEOOJIbIINE HETOYHOCTH
U TIOIPEIIHOCTH B OOOCHOBaHMHU
cBouX BBIBOZOB - 0,5 Gasos.

OTBerT naH BepHBIH / HEBEPHBIi,
000CHOBaHHE HE COOTBETCTBYET

BBIBOJTY. He HCII0JIb30BAHBI
NCTOYHHUKHN IMpaBoOBOI'O
peryJmpoBaHus
paccMaTpUBaeMbIX OTHONIEHUM —
0 G6anoB.
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34 IIkana nepeBoaa OeHKU U3 MHOT00AIILHON CHCTEMBbI B 3a4T€HO/He 3a4TEHO

Kpurepun onieHKH OTBETa Ha BOIIPOCH] HA 3a4€ETeE:

«3a4TE€HO» CTAaBUTCS B TOM CIlIy4ae, €CIU CTYyAEHT IPOAEMOHCTPHUPYET 3HAHHE OCHOBHBIX
MIOHATUMN, OTHOCAIIMXCS K U3Yy4aeMOW TUCLHUILIMHE, IIPABWIBHO OTBETUTH, 110 KpalHEH Mepe, Ha OJUH
JONOJIHUTENbHBIN BOIIPOC, B COCTOSIHMM BBIIOJIHUTH IpPaKkTHdecKoe AeHcTBHs. OTBET NOJIKEH ObITh
JIOTHYHBIM U TOCIIEI0BATEIbHBIM, THOO CTYJEHT CIOCOOEH YTOYHUTH COACPIKaHUE OTBETA

«He 3auTeHO» CTaBUTCS B TOM Cllydae, €CJIM CTYJEHT HE JEMOHCTPUPYET 3HAHUE OCHOBHBIX
IIOHATUM, OTHOCAIIMXCS K HM3y4acMOW IUCLHUIUIMHE, HE OTBEYAaeT HU HAa OJUH JIOIOJHUTEIIBbHBIN
BOIIPOC, U U3JIOKEHUE OTBETA HA BOIPOC HE IOCIEN0BATENBHOE U He Jorn4Hoe. [Ipu 3Tom, cTyneHT He
B COCTOSIHUU BBIIIOJIHUTDH IPAKTUYECKOE JEHCTBHUS.

Ikana oyenuganusn.

OrneHka pe3ynbTaTOB IPOM3BOJUTCS HAa OCHOBE OaibHO-peiiTuHroBori cuctemsl (BPC).
Ucnons3oBanue BPC ocymecTBisieTcst B cooTBeTcTBHH C TiprkazoM oT 06 centsiops 2019 r. Ne306 «O
MPUMEHEHUU OaJIbHO-PEHTHUHIOBOM CHCTEMBI OIICHKU 3HAHUI 00YJaroIIuXCs».

Cxema pacueroB copMHpOBaHA B COOTBETCTBUM C YYE€OHBIM IUTAHOM HAIMPABJICHHUS,
COIJIacOBaHAa C PYKOBOJIUTENIEM HAyYHO-00pa30BaTENbHOTO HAMpPABICHUS, YTBEPXKACHA JIEKAaHOM
dakynprera.

Cxema pacyeToB [OBOJIUTCS OO CBEICHHUS CTYJCHTOB Ha IEPBOM 3aHSATUU IO JIAHHOU
TUCIUIUIAHE, SIBJISICTCS COCTaBHOM dYacThio pabodeid MporpaMMbl JUCHUIUIMHBI M COACPKHUT
nHMOPMALIUIO TI0 H3YYCHHIO IUCHUIUIMHBI, ykazaHHyio B [lomoxeHun o OalibHO-PEUTHHTOBOM
crcTeMe OIeHKH 3HaHu# oOydatomxcs B PAHXul C.

B cootBercTBUM ¢ OaNIbHO-PEUTHHIOBOW CHUCTEMOW MaKCHMalbHO-PacueTHOE KOJIUYECTBO
6amtoB 3a cemectp cocrasisieT 100, 3 HUX B paMKax JUCHUIUTMHBI OTBOIHUTCS:

40 6aoB - Ha MPOMEKYTOYHYIO aTTECTALIUIO

40 GamioB - HA pabOTy Ha MPAKTUYECKUX 3aHATHUSAX

20 0aJuIOB - HA IOCENIAEMOCTb 3aHATHHA

B ciywyae ecnm cTyneHT B TEUEHHME ceMecTpa HE HaOHMpaeT MHUHUMAalIbHOE YHUCIO Oaiios,
HeoOXoIuMoOe ISl Cayd MPOMEXKYTOYHOM aTTecTallud, TO OH MOXET 3apaboTaTh JOMOJHUTEIbHBIC
Oaybl, OTpabOTaB COOTBETCTBYIOIIME pa3feibl JAUCIHUIUIMHBI, TOJYyYMB OT MperojaBaTess
KOMITEHCUPYIOIIHNE 3a/IaHUs.

KouuyecTBo 6a/1710B Ouenka
NPONUCHLI0 OykBoO¥
51-100 3aUTEHO -
0-50 HE 3a4TCHO -

4 MeToanyecKue MaTepUaJIbl 10 OCBOCHUIO AU CHHMIIJIMHBI

[Ipy moAroToBke K JIEKIMOHHBIM 3aHATUSAM CTYIEHTY CIIEIyeT O3HAaKOMHUThCS C YydeOHO-
TEMaTUYeCKHM IUIAHOM H3y4aeMoW ydueOHOH IMCHMIUIMHBI, a Takke ¢ KaleHaapHbIM IJIaHOM
MIPOXOKJEHHUSI COOTBETCTBYIOLIETO Kypca - C TE€M, YTOObl MMETh BO3MOXKHOCTb BCIIOMHUTH YK€
MIPOMJEHHBI MaTepHaj JaHHOTO Kypca M Ha 3TOM OCHOBE IOJITOTOBUTBHCS K BOCIPUATHIO HOBOU
nH(popManu, clieys JOTUKE U3JI0KEHUS Kypca IMPernoaaBaTeaeM-JIEKTOPOM.

B nponecce NEKIMOHHOTO 3aHATHS CTYIEHT BEIET CBOM KOHCIEKT JIEKIMH, Jeias 3alHCH,
KacalolllMecsi OCHOBHBIX TE3UCOB JIEKTOpAa. OTO MOTYT OBITh MCXOJHBIE MPOOJIEMBbI U BOIPOCHI,
KJIFOUEBBIE TIOHATHS U UX OINPENEICHUS, BaKHEUILINE MTOJI0KEHHS U BBIBOJIbI, CYLIIECTBEHHBIE OLIEHKU U
T. 1.
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B 3axknrounTenpbHOM 4YacTH JEKUUH CTYAEHT MOJKET 3a7aTh BOIIPOCHI IPENOJABATENIO I10
COJICPIKAHUIO JICKIIUU, YTOUHSISI U YACHSS ISl ce0sl TEOPETHUECKUE MOMEHTHI, KOTOPbIE OCTAIHCh EMY
HEIOHSTHBIMHU.

CTOUT OTMETUTh, YTO HEOOXOAMMO TAK)KE CHCTEeMAaTHYeCKas CaMOCTOsITeNbHas padoTa CTyICHTA.
CamocrodrenbHas padoTa CTyJeHTa, IPEX/Ie BCEro, Nopa3yMeBaeT U3ydeHue UM y4eOHON U HayqHOH
JUTEPaTyphl, PEKOMEHIyeMOoil paboueil mporpaMMoi AUCHUILUIMHBI ¥ IPOTPaMMOI Kypca.

Memoouueckue pekomenoayuu K camocmosmenbHol pabome.

CamocrosTenbHas paboTa 00y4arOIIMXCs HAMPaBJIeHa Ha PELICHHE CICIYIOIINX 3a/1au:

1. BsipaboTtka 3HaHHI 00 OTIEIBHBIX CIICHAIBHBIX ACTIEKTaX O TUIMAX JOKYMEHTOB, JOKYMEHTO000pOTE
B OpraHW3alliy, BBIABICHHE Yro3 B JOKyMEHTOOOOpPOTE OpraHM3allMid M HUX HMCTOYHUKOB, OOECIIeYeHHH
0€30MacHOCTH JJOKYyMEHTO00OPOTa B OpraHH3aLUH;

2. ®OpMHUPOBaHHE HABBIKOB KPUTHYECKOTO, WCCIIEAOBATEIbCKOTO0 OTHOUICHWsT K BBIOOPY THIIA
JTOKyMEHTOO0OpOTa B OpraHW3alll¥, BBICTPAMBaHHS OW3HEC-TIPOIECCOB, TPEOYIOIMX IOKYMEHTHPOBAHUS U
obecriedeHus 0€30MacHOT0 JOKYMEHT0000pOTa;

3. Pa3BuTHe M COBEpIICHCTBOBAHKME CIHOCOOHOCTEHW K IHAIOTY, K IHCKYCCHH, K (DOPMHPOBAHHIO M
JIOTWYECKH apryMEHTHPOBAHHOMY OOOCHOBAHHIO COOCTBEHHOW IIO3HIMHM IO TOMY WIM HHOMY BOIIPOCY B
pa3peleHur MEeTOI0JIOTHYECKHUX Po0JIeM B 00J1aCTH IOKYMEHTO000pOTa M 00€CIIeUeHUs ero 0€30IaCHOCTH;

4. Pa3BuTHE ¥ COBEPUICHCTBOBAHHME IPAKTHYCCKHX HABBIKOB IIPU CAMOCTOSITEIFHOM COCTABICHHU
JOKYMEHTOB, BBISIBJICHHS YIrpo3 O€30MacHOCTH TOKYMEHTOOOOpOTa, BHIOOpAa ONTHMAJBHBIX OE30MacHBIX
CHoco00B BEICHUS JOKYMEHTOO00POTA.

JInst penieHust epBoi 3a1a4u 00YYArOIIMMCS TIPEUIAararoTesl aHAUTUTHICCKUH OTYET 110 OCHOBHBIM TeMaM
muctmrinabel b1.B.11 «ObGecnieuenne 0e30macHOTO JAOKYMEHTOOOOpOTa B OpraHU3aiuim» Pe3ymbraTel paGoOTHI
00CY)KIaI0TCsl Ha TIPAKTUUCCKHUX 3aHSITHSIX.

JInst peuieHuss BTOpoil 3amgadn - (OPMHPOBAHME HABBIKOB KPHTHYECKOTO, HCCIIEIOBATEIBCKOTO
OTHOIICHMS K TPEABSIBISEMOM apryMEHTAallMH, pPa3BUTHE YMEHUH aHaIM3UPOBAaTh OW3HEC-TIPOIECCHI
OpraHu3aiuy, TpeOyoolme TOKYMEHTHPOBAaHUs, BBHIOOpAa CHUCTEM JOKYMEHTOOOOpOTa U  oOecreucHus
0€30MacHOCTH JOKyMEHTOO0OpOTa, B TOM YHCIIE 3JIEKTPOHHOIO, OCOOCHHOCTSIM HCIIOJIb30BaHUS 3JIEKTPOHHON
NOANUCH B JOKYMEHTOO0OpOTE HEOOXOJMMO MOATOTOBUTH MPE3CHTAlMI0 110 IpeJlaraéMbiM HAyYHBIM
CTaThIM/TEKCTaM OTHOCHUTEIBHO METOHOJIOTHYECKUX BOIPOCOB, CBA3AHHBIX C PACCMATPUBAEMBIMH BOIIPOCAMHU.
HpOBepKa BBIIIOJTHEHU A SaﬂaHI/Iﬁ OCYHICCTBIIACTCA KaK Ha MPAKTHYCCKHUX 3aHATHAX C IMOMOMIBIO YCTHBIX
BBICTYIUICHUH 00y4arommxcs (IIPH OMpPOCe) U MX KOJUIGKTHBHOTO 00CYX/IeHUs (B popMe TpyMITOBBIX UCKYCCHIA).

JInst pemieHus TpeThell 3amaud - pa3BUTHE M COBEPIICHCTBOBAHME CIIOCOOHOCTEH K JHANOTry, K
JUCKYCCUHU, K (DOPMUPOBAHHIO U JIOTHYECKH apryMEHTHPOBAHHOMY OOOCHOBAHHMIO COOCTBEHHOW IO3UIUH IO
TOMY WJIM HHOMY BOTIPOCY B cpepe oOecrieueHus 0€30IacHOro JOKYMEHTO000pOTa B OpraHU3aluy OpraHu3aliHii
OPraHM3yIOTCS CIIeNUalIbHbIE y4eOHbBIE 3aHSATHS B BUJE «CBOOOJHO IUIABAIOMICH IMCKYCCHM» WIIM MO3TOBOTO
IITypMa, IPY MOATOTOBKE K KOTOPHIM 0OyYarolIuecs 3apaHee pacipeaessiFoTCs 0 IPyIaM, OTCTauBAOLIIUM Ty
WM MHYIO TOYKY 3peHHs 110 00CY)1aeMoi mpodiieme.

Jinst pemeHuss 4eTBEPTOH 3a1auM - pa3BUTHE W COBEPIICHCTBOBAHHME IMPAKTHYECKUX HABBIKOB IIPH
CaMOCTOSITEIIEHOM COCTAaBJICHUH JOKYMEHTOB HEOOXOJMMO IPEIOCTABUTH X TPOEKT.

Memoouueckue pekomenoayuu no peueruio CUmyayuoHHbIX 3a0a U Keluc-3a0anuil

Hpe)l(]le YeM IMPUCTYIHUTH K OTBETAM Ha IMOCTABJIICHHBIC B CUTYAallMOHHBLIX 3aJadax U Kelc- 3aJaHUAX
BOITPOCHI, HEOOXOIMMO M3YUUTh COOTBETCTBYIOIIME PA3/IeIbl Y4eOHUKOB, KOMMEHTApHEB K 3aKOHAM, OIPEICITUTh
M MCCIIE/IOBATh OTHOCAIINECS K JaHHON TeMe HOPMATHBHBIC aKThl, I0100paTh HAyYHYyIO JuTepaTypy. He ciemyer
OTpaHNYMBATLCS PEKOMEHJOBAaHHOW HAayYHOH JIMTEPATYPOM U HOPMATUBHBIMM AKTAMM, IIOCKOJIBKY UX IEPEUYEHb,
KaK MPaBUIIO, SBIISCTCS IPUOIH3UTEITLHBIM.

[lpu mogOopke HEOOXOAMMOro Marepuaja IOJE3HO HCIOIb30BaTh JJICKTPOHHBIE HH(POPMAIIMOHHO-
cripaBouHble TpaBoBbie cucTembl THna «Koucynasrant ILmoc», «Komekc», «[apaHT», u ap., a Kpome TOro,
creyeT o0pamaTbes K OQUIMaNbHBIM caiiTaM MyOJIMYHBIX OpraHu3auii B cetn «HTepHeT.

[Ipu pemieHHH CUTYalIMOHHBIX 3a]ad W Keiic-3alaHWil Ha OCHOBE M3YYCHHOT'O Marepuajia HeoOXOIMMO
naTb apryMEHTHPOBAHHBLIC OTBETHI Ha IIOCTAaBJICHHBIC BOIIPOCHL. OO0s3aTeNnbHbl  CCBUIKA Ha HeﬁCTByIOIHHe
HOPMATHBHBIC aKThl U Pa3bsICHEHUS BBICIINX CyAeOHBIX OPraHoB. Ecii B CUTyallMOHHOW 3a7ade U Keic-3a1aHuu
HECKOJIBKO BOIIPOCOB WJIM OHH NPEJTyCMAaTPHBAIOT HECKOJIBKO CIOCOOOB pa3pelieHusl Pa3BUTHS CHTYAIlHMU H3-32
HESACHOCTH KaKUX-1100 (I)aKTOpOB, TO HYXXHO IIOCJICAOBATCJIBHO OAaThb Ha Ka)K}IBIfI M3 IOCTAaBJICHHBIX BOIIPOCOB
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OTBET M PaccMOTpETh Bce cuTyauuu. llpu pemieHun 3amauu U KeHc-3alaHus clelyeT OOpaTHTbCS K CIHUCKY
HOPMAaTUBHBIX U MPABOMPUMEHUTENFHBIX aKTOB, YKa3aHHBIX B padoueli mporpamme.

Memoouueckue pexomenoayuu no 8bINOIHEHUIO MECMOBbIX 3A0AHUL

TecTupoBaHue - 3TO UCCIEIOBATENBCKUNA METO, KOTOPBIN MO3BOJISET BBISIBUTh YPOBEHb 3HAHUM, YMEHUI
1 HaBBIKOB, CIIOCOOHOCTEH M Ipyrux KadecTB oOydaromierocs. B pesynprare TecTupoBaHus OOBIYHO MOJIyYarOT
HEKOTOPYIO KOJMUYECTBEHHYIO XapaKTepUCTUKY, ITOKA3hIBAIOUIYI0 MEpYy VYCBOCHHS Y4eOHOTO MarepHania
oOyyaromumcs. TecTsl - cucTeMa 3afanuil cienquduyeckoil GopMbl, MpUMEHsieMasi B COYETaHUU C ONPEACTICHHON
METOAMKOIN M3MEPEHNs U OLEHKH pe3ybTara. TecToBoe 3aJaHne - 3T0 JUarHOCTHYECKOE 33laHue B BHJIE 3aa4H
WIK BONPOCA C YETKOW HMHCTPYKLUMEH K BBINOJHEHHIO M 00S3aTENbHO C ITaJOHOM OTBETa WM alrOpPUTMOM
TpeOyeMbIX JCHCTBU.

[Ipy BbIMONHEHMH NPEIJIOKEHHBIX Ha 3aHATHM TECTOBBIX 3aJaHUi, O0OydaroleMycsi CleAyeT
BHUMATEJBHO NMPOYUTATh KaXIbIH W3 MOCTaBJIEHHBIX BOIPOCOB. DTO MO3BOJNUT ONPEACIUTH O0NAcCTh 3HAHUI,
MIPOBEPUTHh HAIMYUE KOTOPBIX NMPHU3BAaH TOT WIM HHOM Bompoc. Ilocie o3HaKOMJEHHS C BOIPOCOM CJIETYET
IIPUCTYNATh K IIPOYTEHHIO NpeiaraéMbplX BapuaHTOB oTBeTa. IIpuuem, pekoMeHayeM IpOYnTaTh BCE BapUAHTHI,
Jake eClIM OJMH U3 HUX KAXKETCS BIIOJIHE YJOBJIETBOPUTEIbHBIM. B KauecTBe OTBeTa HaIJICKUT BBIOpATh TOT,
KOTOPBI COOTBETCTBYIOLIMK TNpaBWILHOMY OTBeTy. OOyuaromuiicsi NOJDKEH [aThb OAWH MM HECKOJBKO
BapHaHTOB IMPaBUJIBHOTO OTBETa M3 MNPEAJIOKEHHOTO CIHMCKa OTBeTOB. llpm momcke oTBeTa HEOOXOAMMO
MPOSIBJIATH BHUMATENbHOCTD. [Ipexe Bcero, cieayetr UMETh B BUAY, YTO B IIpeAsiaraeMoM 3alaHiM Bceraa Oyaer
OJIMH TIPaBUJIBHBINA U OJTUH HETIPaBMWJIbHBIN OTBET. Bcex MpaBUIIBHBIX MU BCEX HEMPABUIBHBIX OTBETOB (E€CIH 3TO
CHEHAILHO HE OrOBOPEHO B (hOpMYIHMPOBKE BOMpoca) ObITh He MOXeT. Hepenko B Bompoce yxe COACp:KUTCS
CMBICIIOBAsl IOJCKa3Ka, YTO MNPABMIIBHBIM SBISIETCS TOJNBKO OAMH OTBET, I[IOSTOMY MpPU €ro HaXOXICHUU
MIPO0JIKATH JaNbHEHIINE OUCKH YKe He TpeOyeTcs.

Ha otnenbHble TeCcTOBBIE 3a/laHUS HE CYIIECTBYET OJJHO3HAYHBIX OTBETOB, IIOCKOJIBKY XOpOlllee 3HaHUE U
MIOHUMAaHHE COACPIKAIIErocsl B HUX MaTepualia MO3BOJISIET HAUTH TaKue OTBETHI CaMOCTOATENIbHO. FIMEHHO Ha 3TO0
00yJarmumMcs ClIeAyeT OPUEHTUPOBATHCS, TOCKOJIBKY ITOJIHOCTBIO 3aIIOMHUTH BCIO MOJTy4aeMyt0 HH(POPMALIUIO U
B TOYHOCTH €€ BOCIPOM3BECTH IPH OTBETE HEBO3MOXHO. Kpome TOro, BOMpOCHI B TeCTax MOTYT OBITH
0000IIIEHHBIMH, HE 3aTParuBaTh KAKHX-TO JACTaNCH.

Bonpocwl ons camocmosmenshou no020mosKu K NPAKMUYecKumM 3aHAmusim

Tema 1. O0mue monoXKeHus: 0 JOKyMEHTOO00OPOTE, €r0 BUAAX

Cemunap 1.

1. OcuoBuoe monstusa 3akperuieHHeie B "I'OCT P 7.0.97-2016. Hammonanererii cranmapt Poccuiickoit
@enepannu. CucremMa CTaHAapToOB MO HHGOpMaLuHM, OHOIMOTEYHOMY U H3JATEIbCKOMY Jemy.
OpraHu3aioHHO-pacopsANTENbHAS JOKYMEHTaus. TpeboBaHusl K OQOPMICHUIO JTIOKYMEHTOB" (YTB.
ITpukazom Poccrangapra ot 08.12.2016 N 2004-cT) (pen. ot 14.05.2018)

2. OcHOBHBIE TIOJIOXKEHHUSI 3aKperyieHHble @DelepasbHBIM apXUBHBIM areHTCTBOM B MeTOAMYEecKHX
MOCOOMSIX, PEKOMEHIAIMAX, TEPEUYHAX, AaHAJUTHYSCKUX 0030pax H oruetax 1o HUP
(https://archives.gov.ru/documents/methodics.shtml)

OcHognbie nonoxenus: 'OCT «Jlenonpou3Boactso u apxuBHoe aeno» P 7.0.8 ot 17.10.2013;

4. OcHoBHOe noHATHA cTaThu 2 DeaepanbHOTo 3akoHa oT 27.07.2006 N 149-D3 (pen. ot 31.07.2023) "O06
nHpOpMaIuK, HOOPMAIIMOHHBIX TEXHOJIOTHSX H O 3auuTe nHpopManuu'.

5. Ocnosasie nojoxenust [OCT «Ynpasnenue gokymentamm» P MCO 15489-1-2019;

6. Ocnosuble nonoxenus [locranosnenus IIpasurensctBa PO ot 28.01.2002 Ne 65 (pen. ot 09.06.2010)

«O ¢enepanbHO 1EneBOM Iporpamme «AnekTpornas Poccus (2002 - 2010 rombi)»

7. OcHoBuble nonoxkeHusi [locranosnenus IIpaButensctBa P® ot 15.04.2014 Ne 313 «OO0 yTBepkaeHUU
rocyapcTBeHHOM mporpammbl Poccuiickoit @enepanuu «MHpOpMannonHoe oO0miecTBo» (MOCIeaHAS
penaxnus);

Turiel B3aUMOACHCTBUS B JOKYMEHTOOO0OPOTE OPraHU3aITIHY;

9. Tunosble 6JaHKK JOKYMEHTALMU OPraHU3aluK U TPeOOBaHUs K UX O(OPMIICHUIO.

w

o

Tema 2. OcHOBHBIC TOJOXKEHUS 00 DIEKTPOHHOW TOANMCH W €€ HCIOJNb30BAHUU B JIIEKTPOHHOM
JIOKYMEHTO000pOTE

Cemunap 2.

1. Tunsi 3J€KTPOHHOM MONUCH;

2. YcuienHas KBanmu(HUIMPOBAHHAS DIIEKTPOHHAS MOIIHCH;

3. YmocToBepsiolye IEHTPBI;

4. Y 1oCTOBEpSIONIHE IEHTPHI TPETHEH CTOPOHBI;
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ITopsiioK MOTy4YeHUs YCUICHHOMN KBAIH(DUIIMPOBAHHON O IITUCH;

CepTudukaT KJIt0Ya IESKTPOHHON TOIHICH;

TpeboBaHus K 00ECIICUCHHUIO KOHPUACHITHATBHOCTH KITF0Ya SJICKTPOHHON TTOIITHCH.
ONeKTpOHHBIE TOKYMEHTHI,

Busyanu3arus 371eKTpOHHON MONKMCH HA TOKYMEHTE.

10 DnextponHoe B3aumozeiictere B2B, B2C,B2G.

©oo~No GO

Tema 3. @opmaThl SIEKTPOHHBIX TOKYMEHTOB
Cemmunrap 3.

1. ®opmanuzoBaHHbIE JOKYMEHTHI.

2. HedopmanuzoBaHHBIE JOKYMEHTHIL.

3. XML-dopmar.

4. PDF/A3-dopmar.

Tema 4. FOpuaudeckn 3HaYUMBIH 3IEKTPOHHBIX JOKYMEHTOO00pOT

CemuHap 4.

1. TlonsTHe FOPUANYECKH 3HAYMMOTO JOKYMEHTOOOO0POTA.

2. VYcnoBus HEOOXOAUMBIE IS TPU3HAHUS JOKYMEHTA FOPUIMYCSCKU 3HAUUMBIM,

3. IOpumudeckn 3HAYUMOTO TOKYMEHTOO00POTA MEK/Y KOHTPArCHTAMH.

4, HOpunuyieckn 3HAYNMBIH JOKYyMEHTOOOOPOT ¢ BHYTPH OpraHHU3alliH.

o. IOpuanueckn 3HAYUMBIH JOKYMEHTOOOOPOT C TOCYIAapCTBEHHBIMH KOHTPOJIHPYIOIIUMU
OpraHamH.

Tema 5. OtpaciieBbie pelIeHHs 10 PeaTn3aliy NEKTPOHHOTO JOKYMEHTO000pOTa.

CemuHap 5.

EnunbIi moprai rocy 1apCTBEHHBIX YCIIYT;

OIEKTPOHHOE B3aNMOJIEHCTBHE C TOCYJaPCTBEHHBIMU KOHTPOJIUPYIOIIMMH OpTaHaMHU.
IIpenocraBneHre OTUETHOCTH B HAJIOTOBBIE OPTaHbl;

KampoBsrit qoKyMeHTO000POT.

bank-onnaiin.

IIporpamMmsl 1 peaau3aliy JIEKTPOHHOTO TOKYMEHTO000pOTa MEKAY KOHTpareHTaMH.
Peanuzarust KOMOMHUPOBAHHOTO TOKYMEHTOO0OPOTA MEKAY KOHTpareHTaMu.
BusHec-miporiecchl B OpraHu3aluy U BHIOOP BUAA JOKYMEHTOO0OPOTA MO HUM.
DNEKTPOHHOE NPABOCYIHE.

10 Me>XBeTOMCTBEHHOE 3JIEKTPOHHOE B3aNMOJIeICTBHIE.

CoNoUORrwWNE

Tema 6. XpaHeHue U apXuBHOE XpaHEHHE JOKYMEHTOB (OyMa)KHBIX M JIEKTPOHHBIX) IOPUAMYECKHUX JIHIL
W WHIWBUAYaIbHBIX NpeanpuHuMmareneil. ['ocymapctBeHnas mHpopmanuonHas cucrema “Ilmardopma” Llentp
XpaHEeHUs 3JIeKTPOHHBIX JJOKYMEHTOB.

Cemunap 6.

1. Ocuosubie monoxenusi [lpukaza PocapxuBa ot 20.12.2019 N 236 "O6 yreepxuenun I[lepednst
TUTIOBBIX YIIPABIEHYECKUX apXUBHBIX JIOKYyMEHTOB, 00pa3yIOIIMUXCs B IIpOIecce AesITeIbHOCTH TOCYJapCTBEHHBIX
OpPTraHOB, OpPraHOB MECTHOTO CaMOYNpPAaBJICHUA M OpPraHM3alldi, ¢ YKa3aHHEM CpPOKOB HUX XpaHEeHHus"
(3apeructpupoBano B Muntocte Poccun 06.02.2020 N 57449)

2. TpeGoBaHus K CPOKY XPAHEHHIO JTOKYMEHTOB B 3aBUCHMOCTH OT M3 BUJIA.

3. OO6s3aHHOCTH 00ECTICYEHHS APXHUBHOTO XPAHEHHS JOKYMEHTOB.

4. TocymapcTBEHHbINH KOHTPOJIb M XPAHEHHE JTOKYMEHTOB OpraHHM3aIlHH.

5. OcobenHocTH obecriedeHns 0e30MacHOr0 XpaHeH s IOKYyMEHTOB B 3aBUCHMOCTH OT UX THIIA.

6. OcuoBusie nonoxenuss I[locranoBnenust I[IpaButensctBa P® ot 02.03.2022 Ne 279 «O
rocynapcrBeHHol nHGopMmarmonHoii cucreme «Ilnardopma «LleHTp XpaHEeHHUs IEKTPOHHBIX JJOKYMEHTOB)» U €r0
peanu3anys.
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Tema 7. Obecmeuenue 6e30MMacHOTO JOKYMEHTO000pOTa

Cemunap 7.

1. TlousTHS KOMMEPYECKOIi, HAIOTOBO M HHOM OXPaHAEMOI 3aKOHOM TaHHBI.

2. YTpos3bl IPU OPTraHU3aIMK U OCYIIECTBIEHHH JOKYMEHTO000pOoTa (6yMaXKHOT0, JIEKTPOHHOTO).
3. Hcrounuku yrpo3 6e30MacHOCTH JOKYMEHTOOOOPOTA.

4. OcobeHHOCTH O0pAILEHHUS ¢ SJIEKTPOHHOU TTOIHCHIO.

5. Croco6sI obecrieyenust 6€30IacHOro TOKyMEHTO000pOTa.

Tema 8. CyneOHast mpakTHKa MO UCIOIb30BAHHUIO AIEKTPOHHOM MOINICH U AIEKTPOHHBIX TOKYMEHTOB

CemuHap 8.
1. ApOutpakHas TpakTHKa CBSI3aHHAs C HEHaISXKaIIMM obecrieueHHeM Oe30ITacHOro
JOKYMEHT0000poTa.
2. TlpuBnedeHue K YTrOJOBHONH OTBETCTBCHHOCTH.B CBSI3M C HE HaUIekalmUM oOecredeHueM
TOKYMEHTO000pOTA.

5 VYueOHasm JuTepaTypa M pecypchl HH(OPMANMOHHO-TEJIEKOMMYHHMKAIMOHHON CeTH
HNuTepHer
7.1 OcHoBHas JInTepaTypa

1. [lyBanosa, H. H. Opranu3zamus 1 TeXHOJOTHS JOKYMEHTAIIMOHHOTO 00eCIIeYeHUs
yIpaBieHus : yueOHUK W mpakTukyMm ais By3oB / H. H. lyBanoBa. — 2-e u3n., mepepad. u gom. —
Mocksa : M3parensctBo FOpaiit, 2020. — 265 c. — (Bsicmee obpazoBanue). —ISBN 978-5-534-
12358-6. — Tekcr : anexrponnbiii / DBC HOpaiir [caiit]. — URL: https://urait.ru/bcode/451066 (nata
obpamenus: 01.08.2023).

2. CremanoBa, E. H. Cucrema »31eKTpOHHOrO JOKYMEHTOOOOpoTa (0OJavyHOe
peuienue) : yuebHoe nocodbue / E. H. CrenanoBa. — Mocksa : At [Iu Ap Menua, 2021. — 182 c. —
ISBN 978-5-4497-0767-3. — Tekct : 21eKTpOHHBIH // DnekTpoHHO-OMOnMmMoTeuHast cucrema IPR
BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/101357.html (mara o6pamenus: 01.08.2023). —
Pexxum nocTyna: 1uis aBTOpU3UP. TOIH30BATEICH.

3. Yepuosa, O. A. OCHOBBI IOKyMEHTOOOOPOTA U PEKHMA CEKPETHOCTH : YUCOHUK /
O. A. YepnoBa. — Mocksa : O0111ecTBO ¢ OrpaHUYEHHON O0TBEeTCTBEHHOCTHIO "M3naTenscTBo "KHOPyC",
2021. — 264 c. — (bakanaBpuar). — ISBN 978-5-406-06917-2. — EDN XIMAVB.

4. Ky3nemnora, M. B. KoudunenumnanbHoe Ael0NpOU3BOACTBO M 3alTUIICHHBINA
ANEKTPOHHBINA TOKYMEHTO000poT : YueOHoe mocobue / 1. B. Kysnenona, I'. A. XauarpsH. — Mocksa :
Aii ITu Ap Menna, 2020. — 192 ¢. — ISBN 978-5-4497-0588-4. — EDN GV XXAY.

7.2 JlonoIHUTEJIbHAS JIMTEPATYpa

1. Ky3nemnora, M. B. KoudunenumnanibHoe AeNONMPOU3BOACTBO M 3alTUIICHHBINA
ANEKTPOHHBINA TOKYMEHTO000poT : YueOHoe mocobue / 1. B. Kysnenosa, I'. A. XauarpsH. — Mockaa :
At [Tu Ap Menua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. - EDN GV XXAY.

2. HoponuHa, JI. A. Opranusanus 1 TEXHOJIOTHUSI TOKYMEHTAI[MOHHOTO 00ecreueHus
yrnpasneHus : YueOHuk u npaktukym / JI. A. Jloponuna, B. C. UpurtukoBa. — 1-e uzn.. — Mocksa :
WznarensctBo FOpaiit, 2023. — 233 c. — (Beicmee ob6pazoBanue). — ISBN 978-5-534-04568-0. — EDN
GWPCFQ.

3. CrenanoBa, E. H. Cucrema »31eKTpOHHOrOo JI0KyMeHTOOoOOpoTa (oOmayHoe
pemrenne) / E. H. CrermanoBa. — Mocksa : Al [Tm Ap Meaua, 2021. — 182 ¢. — ISBN 978-5-4497-0767-
3.—EDN HVBBVI,;

bapunosa, E. b. Dnextponnslii apxus : YuebHoe nocobue / E. b. bapunosa. — 1-e
u3n.. — Mocksa : UznatensctBo FOpaiit, 2023. — 166 c. — (Briciee oopazoBanue). — ISBN 978-5-534-
16886-0. — EDN QUKLNY

5. CrenanoBa, E. H. Cucrema »33eKTpOHHOTO JOKyMeHTOOOOpoTa (obOyiauHoe
pemrenne) / E. H. CrermanoBa. — Mocksa : Al [Tm Ap Meaua, 2021. — 182 ¢. — ISBN 978-5-4497-0767-
3.—EDN HVBBVI.

6. MopryHos, A. B. DnekTpoHHbIe cucTeMbl JoKyMeHTooO00opoTa / A. B. MopryHoB.
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— HoBocubupck : HoBocuOupckuii rocyiapcTBEHHbBIN TeXHUYeCKui yHUBepcuTeT, 2020. — 74 c. — ISBN
978-5-7782-4269-2. — EDN GFGGEN.

7. Bri6opuoBa, O. H. Meroasl M cpeacTBa 3allUThl B CHUCTEMaxX AJICKTPOHHOIO
JIOKYMEHT0000poTa : YuebHo-meroauueckoe nocobue / O. H. Bribopuona, B. 0. Ky3uenona, O. M.
Pomanosa ; MUHUCTEPCTBO HAVKU U1 BBICHIEI'O OBPA3OBAHUA P®. — Actpaxasp :
Wznarens: Copokun Poman Bacunbesud, 2020. — 82 ¢. — ISBN 978-5-91910-872-6. — EDN WSRJJI.

8. CannukoB, A. B. Cucrembl 3JIEKTPOHHOIO JOKYMEHTOOOOpoTa : YdeOHoe
nocobue / A. B. CannukoB. — Mocksa : Aii [Tu Ap Menua, 2023. — 106 c. — ISBN 978-5-4497-2200-3. —
EDN OBFNEZ.

9. CucteMsl 3JEKTPOHHOTO JTO0KyMeHTooOopoTa. Ilpaktukym / H. ®@. AntyxoBa, A.
JI. I3to6enko, O. W. lonranosa [u ap.]. — Mocksa : OOIIECTBO ¢ OrpaHHYCHHONH OTBETCTBEHHOCTBHIO
"N3narensctBo "KHOPyC", 2022. — 396 c. — ISBN 978-5-406-07367-4. —- EDN MKRRGQ.

7.3. HopmaTuBHbIE IPABOBbIE JOKYMEHTHI M HHASI NPaBOBasi MH(OpMALIUA

- «TpynoBoii koxexc Poccuiickoit ®epepauun» ot 30.12.2001 N 197-®3 (pea. ot
25.02.2022) (¢ w3m. w gom.,, Berym. B cmiry ¢ 01.03.2022)  // URL:
http://www.consultant.ru/document/cons_doc_LAW_ 34683/ .

- ®denepanbHbIii 3akoH «O0 apxuBHOM nene B Poccutickoit denepanum» ot 22.10.2004 Ne
125-®3 // URL: http://www.consultant.ru/document/cons_doc_LAW_1406/ .

- OenepanbHblil 3akoH «O MOpsAKe paccMOTpeHus oOpaieHuidd rpaxkaan Poccuiickoit
denepanym» oT 02.05.2006 Ne 59-®3 /l URL:
http://www.consultant.ru/document/cons_doc_LAW 59999/ .

- OenepanbHbIil 3ak0H «O0 wHPOpMAIK, WHOOPMAIMOHHBIX TEXHOJIOTHAX M O 3allUTe
uHbOpMaLIUL» oT 27.07.2006 Nel49-03 // URL:
http://www.consultant.ru/document/cons_doc_LAW 61798/ .

- @OenepanbHblii  3akoH  «0O0 opraHu3zali  OPEJOCTaBICHHUS TOCYIapCTBEHHBIX U
MYHUITUTATBHBIX YCIIYT» oT 27.07.2010 Ne 210-93 // URL:
http://www.consultant.ru/document/cons_doc LAW 103023/ .

- OenepanbHblii 3akoH «O0 amekTporHod momanuck» ot 06.04.2011 Ne63-d3 // URL:
http://www.consultant.ru/document/cons_doc LAW 112701/ .

7.3.1. IlocTanoBaenns npaButeaberBa Poceniickoii @enepauun n Copera MUHUCTPOB

- [Toctanosnenne IlpaButensctBa PD ot 28.01.2002 Ne 65 (pem. ot 09.06.2010) «O
denepanpHON 1eneBol mporpamme «InekTpoHHas Poccus (2002 - 2010 romel)» // URL:
http://www.consultant.ru/document/cons_doc_LAW_90180/6b9425f00074782e85554240526c0f90f19e
e869/

- [TocranoBnenust IlpaBurensctBa P® ot 15.04.2014 Ne 313 «OO6 yrBepxkaeHun
rocynapcTBeHHOU mporpammbl Poccuiickoit @enepannu «MHbopMannoHHoe 001IecTBO» (MOCTEIHISA
penakuus) // URL: http://gov.garant.ru/SESSION/PILOT/main.htm

- [Tocranosnenue IlpaButensctBa PO ot 07.07.2011 Ne 553 «O nopsiake odhopmieHus u
MPE/CTaBICHUsS]  3asBICHUM W  MHBIX  JOKYMEHTOB, HEOOXOIUMBIX M  MPEJOCTaBICHUS
TOCYJapCTBEHHbIX U (WJIM) MYHMLHMIAIBHBIX YCIYT, B (OpMe 3JIeKTpOHHBIX HokymeHToB» // URL:
http://www.consultant.ru/document/cons_doc_LAW_116468/ .

- [TocranoBnenue IIpaBurensctBa PO ot 15.06.2009 Ne 477 «O6 yrBepxaenuu [IpaBun
JIENONIPON3BOJICTBA B (emepanbHBIX ~ OpraHaX  HMCIOJHUTENBHOM  Biactu»  // URL:
http://www.consultant.ru/document/cons_doc_LAW_ 88695/ .

- ITocranosnenue [IpaBurenscrBa PO ot 02.03.2022 Ne 279 «O rocygapcTBeHHON
nHpopmannonHoit cucteme «Ilnardpopma «LleHTp XpaHeHUs 2JIEKTPOHHBIX T0KyMeHTOBY // URL:
http://www.consultant.ru/document/cons_doc_LAW_410802/ .

- [TocranoBnenue [IpaButenscta PO ot 13.05.2022 Ne 867 «O enunoit mudpoBoii
mnatdopme B cepe 3aHATOCTH U TPYAOBBIX oTHOIIeHUH «Paborta B Poccuny» (Bmecte ¢ «lIpaBunamu

24


http://www.consultant.ru/document/cons_doc_LAW_34683/
http://www.consultant.ru/document/cons_doc_LAW_1406/
http://www.consultant.ru/document/cons_doc_LAW_59999/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_103023/
http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_90180/6b9425f00074782e85554240526c0f90f19ee869/
http://www.consultant.ru/document/cons_doc_LAW_90180/6b9425f00074782e85554240526c0f90f19ee869/
http://gov.garant.ru/SESSION/PILOT/main.htm
http://www.consultant.ru/document/cons_doc_LAW_116468/
http://www.consultant.ru/document/cons_doc_LAW_88695/
http://www.consultant.ru/document/cons_doc_LAW_410802/

(G YHKIIMOHUPOBAHUS eIUHOM B POBOI MIaTHopMbI B chepe 3aHATOCTH U TPYIOBBIX OTHOIICHHUI
«Pabora B Poccuny) // URL: http://www.consultant.ru/document/cons_doc_LAW_ 416930/ .

7.3.2. TocynapcrBeHHble cTanaapThl Poccuiickoii @enepauun

- I'oCT P 7.0.8-2013. HaumonanbHbli cTtanaapt Poccuiickoir ®enepanun. Cucrema
CTaHJApTOB MO MH(pOpMALNU, ONOTUOTEYHOMY U U3IATEILCKOMY Iy .

- I'OCT P 53898-2013 Cucremsbl 3J€KTPOHHOTO JOKYMEHTOOOOpoTa. BiammoneiicTBue
CUCTEM YTPaBIIECHUS JOKyMEHTaMHu. TeXHruUeCKrue TpeOOBaHUS K JIEKTPOHHOMY COOOIIEHUIO.

- JOCT P 54471-2011 CucrteMbl 3JIEKTPOHHOTO JIOKYMEHTOOOOpOTa. YIpaBiieHHE
nokymenranuei. Mupopmanus, coxpansemasi B 3JIEKTpPOHHOM Buje. PekomeHganuu no o0ecredeHuo
JOCTOBEPHOCTH U HAJICKHOCTH

- I'OCT P 34.10-2012 Undopmanmonnas texnonorusi (UT). Kpunrorpaduueckas 3ammra
unpopmanuu. [Iponeccs hopMupoBaHUs U TPOBEPKHU AIEKTPOHHON LIUPPOBOM MOAIHCH

- I'OCT 28388-89. «Cucremsl o6paborku unHpopmarmu. J[OKyMEHTHI Ha MAarHMTHBIX
HOCHUTENSX JaHHBIX. [TOpsiIOK BBIMOIHEHHS U OOpaIlCHUS».

- 'OCT P 54989-2012/ISO/TR  18492:2005 «OGecrieueHue  JOJTOBPEMEHHOU
COXPAHHOCTH 3JIEKTPOHHBIX JOKYMEHTOBY», yTBepxkAeHHbIM 17.09.2012 maeHTHYEH MEXITyHApOIHOMY
nokymenty MCO/TO 18492:2005»

- JOCT P 54471-2011/1SO/TR 15801:2009 «Cucrembl AJIEKTPOHHOTO
JOKYMEHTO000poTa. YTpaBieHue AoKyMeHTanue. Mapopmanus, coxpansemas B SJIEKTPOHHOM BHJIE.
PexomMenganuu 1o o6ecneyeHnIo JOCTOBEPHOCTH U HACKHOCTH

- 'OCT P HCO/MIK 26300-2010 «Mudopmannonnas TtexHojorus. Popmar
OpenDocument ans opucHsix npunoxenuii (OpenDocument) v1.0

- I'OCT 6.10.4-84. «YHudumupoBaHHbIE CHCTEMBI JOKyMeHTauuu. llpmmanue
IOpUANYECKON CHJIBl JOKYMEHTAM Ha MAaIlMHHOM HOCHTENe M MAalllMHOTpamMMe, CO3/1aBacMbIM
CpElICTBAaMH BBIUUCIUTEIHLHON TEXHUKI

- «'"OCT P 7.0.97-2016. Hamumonanenbiii cranmapt Poccuiickoit ®eneparuu. Cucrema
CTaHmapToB 10 wuHGpOpMamuu, OHOIMOTEYHOMY U U3JATENbcKoMy neny. OpraHu3alMoHHO-
pacnopsauTensHas JokyMeHTanus. TpeOGoBanust k odopmieHUI0 TOKyMEHTOB» (yTB. IIpukazom
Poccrangapra ot 08.12.2016 N 2004-cT) (pexn. ot 14.05.2018).

7.3.3. Nuble HOPMATHBHO-NIPABOBBIE TOKYMEHTBI:

- [Tpukaz ®HC Poccum ot 31.07.2014 Ne MMB-7-6/398@ «OO6 yTBepkaeHUU
Metoauyeckux  peKOMEHJAIMil 10  OpraHu3alliyd  3JIEKTPOHHOTO  JIOKYMEHTOooOOpoTa  Ipu
NpPEICTaBICHUH  HAJIOTOBBIX  JeKiapauuid  (pacueToB) B DJJEKTPOHHOHM  ¢opme 1o
TEJIEKOMMYHUKAIIHOHHBIM KaHaJIaM CBSI3N) // URL:
http://www.consultant.ru/document/cons_doc_LAW_166601/.

- [Toctanosnenne [IpaBurenscta PD ot 28.11.2011 Ne 976 (pen. ot 25.09.2018) «O
¢denepaTbHOM OpraHe HWCIHOJHMTENBHOM BJAcTH, YIOJIHOMOYEHHOM B cdepe HCHOIb30BaHUSA
anektponHoi moamuck» // URL: http://www.consultant.ru/document/cons_doc_LAW 122454/ .

- [Tpuka3 MunucrepcTBa HH(POBOrO pa3BUTHs, CBSI3M M MACCOBBIX KOMMYHHUKAIUii
Poccuiickoit ®enepanun ot 18.08.2021 Ne 857 «OO yTBep:kKIeHUU €AMHBIX TpeOOBaHUN K (popmam
JIOBEPEHHOCTEH, HEOOXOIUMBIX Ul MCIOJIb30BaHMUS KBAIM(DHUIHUPOBAHHON 3JIEKTPOHHON MOIIMCH»
(3aperucTpupoBaHo B Munrocte Poccun 08.10.2021 No 65353) /l URL:
https://digital.gov.ru/ru/documents/8104/ .

- [Tpukxa3 MuHucTepcTBa HU(PPOBOTO Pa3BUTHSI, CBA3M M MAaCCOBBIX KOMMYHHUKAIUH
Poccuiickoit ®eneparuu ot 30.11.2020 Ne 642 «O06 yTBepKIAeHUN AJMHHHUCTPATUBHOIO periaMeHTa
npenocTaBieHuss MUHHUCTEpPCTBOM IUGPOBOrO pa3BUTHUS, CBSI3M W MacCOBBIX KOMMYHMKAIUI
Poccuiickoit denepauny rocyaapcTBEHHOW YCIYTM IO aKKpEAWTAllUU JOBEPEHHBIX TPETBUX CTOPOH B
AJIMUHUCTPATUBHOTO perjiaMeHTa OCYIIECTBICHUs MUHUCTEPCTBOM IIM(PPOBOTO pPa3BUTHS, CBSI3U U
MaccoBbIX KoMMyHuKaiuii Poccuiickoit ®denepanuu rocyaapCTBEHHOTO KOHTpOJs (Hau3opa) 3a
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COOJIOICHUEM AaKKPEAUTOBAaHHBIMU JIOBEPEHHBIMH TPETbUMHU CTOPOHAMHM TpeOOBaHMI, KOTOpHIE
ycraHoBieHbl DenepanbHbiM 3aKOHOM «OO0 3IEKTPOHHON MOANMHMCH» W WHBIMH TPUHUMAEMBIMU B
COOTBETCTBUM C HUM HOPMAaTHUBHBIMH IPaBOBBIMU akTaMu» (3apeructpupoBaHo B Muniocte Poccun
30.12.2020 Ne 61933) // URL.: http://publication.pravo.gov.ru/Document/View/0001202012300098 .

- [Ipuka3z denepanpHOl Hayorooir cimyxO0bsl ot 30.12.2020 Ne BJI-7-24/982@ «O6
yrBepxkaenuu [lopsaka peanuszanuu PenepanbHON HAJIOTOBOHM ciyx00i (yHKIUH aKKpeIUTOBAHHOTO
yIIOCTOBEPSIOLIETO LIEHTPa U UCHOIHEHUS ero o0s3aHHocTe» (3apeructpupoBano B Muniocre Poccun
14.05.2021 Ne 63416) // URL.: http://publication.pravo.gov.ru/Document/View/0001202105140036 .

- Vkazanue banka Poccun ot 10.03.2021 No 5750-Y «O mnopsigke co3gaHus W BbIIAYU
yroctoBepsitonuM 1ieHTpoM LleHTpansHoro Oanka Poccuiickoit ®enepanuu KBaTu(PUITMPOBAHHBIX
cepTu(UKaATOB KJIHOYe MPOBEPKU 3JEKTPOHHBIX moAamucei» (3apeructpupoBano B Muniocte Poccun
22.07.2021 Ne 64333) // URL.: http://www.consultant.ru/document/cons_doc LAW 391789/ .

IIpuka3 banka Poccum ot 10.12.2021 Ne OJ1-2434 «O06 ytBepxkaenun I[lopsiaka peamusamuu
(GyHKIMH ¥ UCTIOTHEHUsS 00S3aHHOCTEH yaocToBepsromero nentpa LlenrpansHoro 6anka Poccuiickoit
Ddeneparun» // URL: http://www.consultant.ru/document/cons_doc LAW_404337/

7.4 HNHuTepHeT-pecypcsl
1. https://archives.gov.ru/ Odunmanbupiii cadt @DeaepaabHOr0 apXUBHOIO areHTCTBA
(Pocapxusa)
2. http://minjust.ru/ - Odunmaneaeii cadTt MunuctepcTBa IOctunuu Poccuiickoit
®denepanuu;

3. http://kremlin.ru - Odurmansueii caidt [Ipesunenta Poccuiickoit denepannu;
4.  http://www.duma.gov.ru - Odunmansueiii cait ['ocynapcrBennoit JJymbr denepaibHOro
Cob6panus Poccuiickoit denepanuu;

5. http://council.gov.ru - Odunmansueiii caiitr CoBera ®Denepanuu DenepanbHOTo
Cob6panus Poccuiickoit denepanuu;
6. http://www.government.ru - Odwunmaneaeii  caiit  IlpaButenscTBa Poccuiickoit
®enepanuu;
7. http://www.ksrf.ru - Odunmansusiii caiit Koncturymmonnoro Cyma Poccuiickoit
®enepanuu;
8.  http://www.supcourt.ru - Odunuaneusiii caiit BepxoBHoro Cyma Poccuiickoit
Odenepauny;
9. http://www.ombudsman.gov.ru - OdunuanbHbld caiT YOJIHOMOYEHHOTO MO IMpaBam
yenoseka B Poccuiickoit denepannu;
10.  http://www.gov.ru - cepBep deaepaibHBIX U PETHOHAJIBHBIX OPraHOB TOCYIAPCTBEHHON
BJIACTH;
11.  http://www.rg.ru - OdunmansHeli caiiT razeTsl «Poccuiickas raeray;

12.  http://requlation.gov.ru/index.html - Enunsiii moptan s pa3meineHus HHOOPMAIMU O
pa3paboTke (emepasbHBIMH OpPTraHAMH HCIIOJHUTEIBHON BJIACTH TPOCKTOB HOPMATHBHBIX MPABOBBIX
aKTOB U PE3yJIbTATOB UX OOLIECTBEHHOTO 00CYKICHHUS;

13. http://pravo.gov.ru/ - OdurmansHbii KHTEPHET-IOPTAN TPABOBOM HHPOPMAIIHH.

14.  https://kad.arbitr.ru/ - Bank penieHunit apOUTPaXKHBIX CYIOB.

KpoMme BbIIIENIEPEUCIIEHHBIX PECYPCOB, UCIIOIB3YIOTCS CIEAYIONIHE PEeCypChl ceTn MHTEpHeT:
http://uristy.ucoz.ru/; http://www.garant.ru/; http://www.kodeks.ru/

8 MarepuajbHo-TeXHHYecKasi 0a3a, HMH(OPMALUOHHbIE TEXHOJIOTHHM, MPOrpaMMHOe
olecrieyeHue U HH(POPMaIMOHHBIE CTIPABOYHbIE CHCTEMbI

WNndopmanironHsle cpecTBa 00yUeHUs:
- Cucrembl, UCTIONIb3yEeMbIe I TOMCKa UICTOYHUKOB MH(opMaIiu B cetu IHTepHeT;

Onucanue MaTepuaJbLHO-TEXHHYECKOH 0a3bl,
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HEOOXOIMMOM JIJIsl OCYIIECTBICHHST 00pa30BaTEILHOTO MIpoIiecca
10 AUCIIUITIINHEC

Ne HaunmeHnoBanme

n/n

1. Crneuuanu3upoBaHHble 3allbl s TPOBEIACHHUS JIEKIMA W ayJIuTOpUd Ui
MPOBEJCHUS CEMHUHAPCKUX W MPAKTHYECKUX 3aHATUA C  HCIOJIb30BaHUEM
MYJIBTUMEAUMHOTO O0OPYIOBaHMS W BO3MOXKHOCTBIO MPSIMOrO BBIXOJA B CETh
WNuTtepHer.

2. Cneunanu3upoBanHass MeOelb M OpIcpeicTBa: ayJAUTOPUU U  KOMIIBIOTEPHBIE
KJIACChl, 000PYIOBAaHHBIC MTOCAIOYHBIMA MECTAMHU.

3. TexHuueckue cpencrBa oOydeHwus: [lepcoHaIbHBIE KOMIBIOTEPHI; KOMITBIOTEPHBIC
IIPOEKTOPHI; 3BYKOBBIE JAMHAMMKH; MPOrpaMMHBIE CpEACTBa, OOECIeunBaroIIUe
npocMmotp Busaeodaiiios B popmarax AVI, MPEG-4, DivX, RMVB, WMV.

4. Jlunensuonusle 3aekTpoHHbIE pecypebl:  Windows, Microsoft Office (Excel,
InfoPath, PowerPoint, Publisher, Word).

5 HNudopmaninoHHble CHpaBo4YHble M MOUCKOBbIE cucteMbl «KoucynpTanT Ilmrocy,
«I"apanT»

1. Creunanu3upoBaHHble KOMIBIOTEPHBIE KIJIACCHI, OOOpYIOBaHHBIC MOCATOYHBIMU
MecTaMu (B TOM YMCIIe JJIsl POBEICHUS 3aHsATUH JJa0OPATOPHOTO THIA).

2. TexHuueckue cpenactBa oO0ydeHUs: MHOroQYHKIMOHANBHBIN MYIbTUMEIUNHBIHN
KOMIUICKC; 3BYKOBBIC JIMHAMUKH, TIPOTPAMMHBIC CpEJICTBA, 00ECICUUBAIONINE
IPOCMOTP BUACO(DANIIOB.

3. [lepcoHasibHBIE ~ KOMITBIOTEPBI C  JOCTYIIOM K  O3JCKTPOHHOMY  KaTaJory,
MOJIHOTEKCTOBBIM  0azaM, TOJIMCHBIM pecypcaM H 0a3aM JaHHBIX Hay4YHOU
oubmuorekn C3MY PAHXul'C.

5. O6pazoBarenbubiit noptan OO0 «TakckoM».
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