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1. TIosicHUTeIbHAA 3aMHUCKA

11 Heab u3agaum JMCUUILUIAHBI (MOTYJIS)

Lenv Oucyunnunvl: obOecneuuTb HEOOXOAMMBIH W JIOCTATOYHBIM YpPOBEHb TEOPETHUYECKHX
3HAHWN W HABBIKOB MX TMPUMEHEHHUS B PEIICHUU MPAKTHUYECKUX 3aJad PETIAMEHTAIlUU YIIPABJICHHUS

AJICKTPOHHBIMH JOKYMEHTAMHU B OpPTaHU3AIUSAX.
3aoauu oucyuniunol:
- IOKa3aTh 3HAYEHHE U MECTO JIOKAIbHBIX HOPMATUBHBIX aKTOB B opranuzanuu J10Y;

- H3YYUTH TpC6OBaHI/I}I K JIOKAJbHBIM HOPMATUBHBIM A4dKTaM B YCJIOBUAX IIPUMCHCHUA

ANEKTPOHHBIX IOKYMEHTOB U OPTaHU3aIMH AIEKTPOHHOTO JOKYMEHTO000pOTa;

- HAYYWUTh BIIAJICHUIO METOAMKON pa3pabOTKM JIOKAIbHBIX HOPMAaTHUBHBIX aKTOB B OOJIACTH

JIOY.

1.2 TIlepeuyeHb MJIAHUPYEMBIX Pe3YJILTATOB 00yUYEHHS 10 TUCHHUILIHHE (M00Y110),
COOTHECEHHBIX ¢ HHANKATOPAMH JI0CTHKEHUSI KOMIIETeH M i

KoMnerenmnus
(ko u
HalMEHOBAHME)

NHaukaTopsl KOMIIETEHIHI
(K01 1 HAUMEHOBAHUE)

PesynbTaTh 00ydeHUs

I1IK-1. Bnaneet
HaBBIKAMHU pa3pabOTKu
Y BHEJIPCHUS
JIOKAJIbHBIX
HOPMATHBHBIX aKTOB
o
JTOKYMEHTAIHOHHOMY
o0ecreYeHn o
VIIpaBJICHUS B
OpraHu3aIHsIX
Pa3IMIHBIX
OpraHU3aIMOHHO-
MpaBoOBbIX GopM u
¢dhopM coOCTBEHHOCTH,
rOCyJapCTBEHHBIX
opraHax u opraHax
MECTHOTO
CaMOYITPaBJICHHUS

[TIK-1.1. [Tpumenser 3HaHus
CTPYKTYPBI TOCYAaPCTBEHHBIX
OpPraHoB, OPraHOB MECTHOTO
CaMOYNpaBIIeHUs, OPraHU3aAIHIA
paznmuuHbIX Gopm
COOCTBEHHOCTH; HOPMATUBHBIX
Y TIPAaBOBBIX aKTOB B cdhepe
JOKYMEHTAI[MOHHOTO
oOecrieueHus yIpaBiIcHUs;
BUJIOBOTO COCTaB JIOKAJIbHBIX
HOPMAaTUBHBIX aKTOB MO
JOKYMEHTAIMOHHOMY
00ecIeueHnI0 yIpaBIeHUs MPU
pa3paboTKe JIOKaTbHBIX
HOPMAaTUBHBIX aKTOB

JHAT b: CT PYKT Ypy
TIocy1apCT BCHHbIX OPraHOB, OpIaHOB

MECT HOTO caMOYIpaB/IeHHA,
OpraHH3aLHH pazTHIHBIX () OpM
cOOCT BEHHOCT H, HOPMAaT HBHO-
1paBoBbIe aKT bI B chepe

JOKYMEHT aI[JHOHHOTO 00eCIIeYeHHSA
YIIpa BICHHA

Yumer b: aHam3HPOBAT B IPaBOBBIE
aKT bl B cpepe JOKYMEHT aIJHOHHOTO
obecrieyeHNs yrpapiIeHuS H
BBIIB/IAT b BHJOBOH COCT aB

0053aT eJIbHbIX JIOKAJIbHBIX

HOpMAT HBHBIX KT OB

Briazer b: HaBbIKaMH MPHMEHECHHS
ooérgerocy1apcT BeHHBIX HOPM B
c@epe JOKYMEHT allHOHHOTO
obecriedeHns ynpaBiIeHuA MpH
pa3paboT Ke JIOKaJIbHbIX

HOpMAT HBHBIX KT OB

I1K-1.2. Pa3zpabatsiBaeT Ha
OCHOBE JICHCTBYIOIINX
IPaBOBBIX AKTOB JIOKATbHBIC
HOPMATUBHBLIC aKTEI 110
JTOKYMEHTAIHOHHOMY
00€ECTIeYEeHHUIO yIIpaBICHUS

3HAT b IpaBHIa Pa3paboT KH
JIOKAJIbHbIX HOPMAT HBHbBIX AKT OB, HX
CT PDYKT YPY H COJAEPK aHHE
Yumer b paspabar bIBaT b JI0KAJIbHBIE
HOpMAaT HBHBIE aKT bI B cjhepe
JOKYMEHT aI[JHOHHOTO 00ecIIcYeHHA
yrpaBlIieHus B COOT BET CT BHH C
,ZI@IZCT BYIOII[HMH 1IP4 BOBbIMH KT
Brazer b: HaBbIKaMH MOATOT OBKH
TIPOCKT OB JIOKAJIbHbIX HOPpMAaT HBHbIX
aKT OB, HX COIVIACOBAHHA H




YT BEP:K JCHHA

[1K-1.3. Bueapsier u
aKTyaJIu3upyeT JIOKaJIbHBIE
HOPMAaTUBHBIX aKThI 110
AOKYMCHTAIIUOHHOMY
00eCIeueHnI0 yIpaBIeHUs B
roCcyJapCTBEHHBIX OpraHax,
OpraHax MECTHOT'O
caMOyIpaBJICHUI U
OpraHMU3alMIX Pa3IMUHbIX
OpTraHU3allMOHHO-TIPAaBOBLIX
dbopm u popM COOCTBEHHOCTH

3HAT b: IOPAJOK BBEJCHHA B
JIeFICT BHe JIOKAJIbHBIX HOPMAT HBHBIX
akT OB I10 JOKYMEHT alJHOHHOMY
obecriedeHHro yrpaBIeHuA B
TrocyAapcT BeHHBIX OPIaHAX, OPIraHAX
MECT HOI'O caMOyNpaBICHUA H
OpraHH3aLHAX pa3/IHIHPIX

OpraHH3a [HOHHO-TIPABOBBIX ()OPM H
@ opm cobcT BeHHOCT H

Ymer b: BHEAPAT B JIOKA/IBHBIE
HOpPMAT HBHBIC aKT bl

Braner b HaBpIKaMu nepepaboT Ku 1
akT yaJ3aLHH JIOKAJIbHbIX
HOPMAT HUBHBIX AKT OB

[IK-3. Crocoben
OCYIIIECTBIISTh
JOKYMEHTAI[MOHHOE
obOecrnieucHUe
JEATETLHOCTH
OpraHu3aui
pasnuuHbIX Gopm
COOCTBEHHOCTH,
rOCYIapCTBEHHBIX
OpPTraHOB U OPTaHOB
MECTHOT'O
caMOympaBlIeHUS

[TIK-3.1. [IpumensieT 3HaHus O
KJIaCCU(UKALIUU U BUIOBOM
COCTaBE PA3TMYHBIX CUCTEM
JIOKYMEHTAIUU B MPOIlecce
JTIOKYMEHTHUPOBAHUS
NEATEIbHOCTU OpTraHu3aluil
paznuuHbIX hopm
COOCTBEHHOCTH,
roCyJapCTBEHHBIX OPTaHOB U
OpraHoOB MECTHOTO
caMOYTIpaBJICHUS

3HAT b. K14 CCHQ HKAIIHFO H BHOBOH
COCT aB pa3/IHIHBIX CHCT €M
JOKYMEHT aI[HH

Ymer b: npumenar b

T eopeT HYECKHE 3HAHHA IIPH paooT e
C pa3/IHIHBIMH CHCT eMaMH
JOKYMEHT aI[HH

Brazger b: HaBbIKaMH HCITOJIb30BA HUS
PA3THYHBIX BHAOB JJOKYMEHT OB H
CHCT eM JJOKYMEHT aIHH JJIT
obecrieyeHudI JeAT EIbHOCT H
OpraHH3aLHH pa3IHIHbIX @ OopM
cOOCT BEHHOCT H, TOCYAapCT BEHHBIX
OpPraHOB H OPTaHOB MECT HOTO

caMoynpasiIcHAT
I1K-3.2. OcymecTBiser 3HAT b: HOpMAT UBHBIE T peOOBAHNUA
TOKYMEHTAIMOHHOE K JOKYMEHT aI[JHOHHOMY

obOecrneucHUe IeITCIHbHOCTU
OpraHu3aIHi Pa3InIHbIX HOpPM
COOCTBEHHOCTH,
rOCYJapCTBCHHBIX OpraHax U
opraHax MECTHOTO
CaMOYITPaBICHHS

obecrieYeH o JeAT e/IbHOCT H
OpraHH3aI[HH pa3HIHBIX () opM
coOCT BEHHOCT H, rOCYAapCT BEHHBIX
OpraHax H OpraHax MecT HOI'O
caMoyIrpaRIcHAS
Ymer b npumeHAT b 3HAHHE
HOpMAT HBHO-IIPaBOBOH 0a3bI IPH
ocyIecT BICHHH
JOKYMEHT aI[JHOHHOTO 0OecriedeHus
JEAT eJILHOCT H OpIa HH3A [IHH
PA3THIHBIX (OpM cOOCT BEHHOCT H,
rocyapcT BeHHBIX OPTaHAX H
OpraHax MecT HOTO CaMOYIIPaB/ICHHS
Briazer b: HaBbIKaMH BBITBICHHS
COCT aBa JJOKYMEHT OB,
obecreynBa roIHX pas3IHIHbIC
TIPOIIECCHI

[1K-3.3. PaGoraer ¢

3HAT b. OCOOCHHOCT H paboT bI C




Pa3IMYHBIMHU CHCTEMaMHU PABIHIHBIMH CHCT €Ma
JOKYMEHTAII! JOKYMEHT aIJHH
Ymer b: pabor at b ¢ pazmaHEIMH
CHCT eMaMH JJOKYMEHT a1HH
Braner b: HaBbIKAMH
COBEPIIICHCT BOBAHHIO paboT bl C
JAOKYMEHT aMH, 00€CIIeqHBA FOILLIHMH
PA3THIHBIE OPOLECCHI

1.3 MecTo AUCHMIIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHON NMPOrpaMMblI

Jucuumnnmna «PermamMeHTanusi ynpaBieHUs 3JIEKTPOHHBIMU JIOKYMEHTaMHM B OPraHM3alUsX»
OTHOCHUTCS K 4YacTd, (opMHpyeMOiH yYaCTHHUKaMH OOpa30oBaTEIbHBIX OTHOIICHHH (/IMCIMIUTMHBI
(Moxynu) mo BeIOOpY 3 (/IB.3) BapmaTuBHO# yacTu mporpaMmbl Maructpatypsl «Teopust u mpakTuka
paloThI C 3MEKTPOHHBIMU JOKYMEHTaMH B YIPAaBICHUM U apXHMBax» IO HAIPABICHHUIO MOATOTOBKH
46.04.02. JIokyMEHTOBEICHUE U apXUBOBEACHHUE.

Jis  OCBOEHHUS JUCLMIUIMHBI (MOZy/1) HEOOXOAWMBI 3HAHMSA, YMEHHUS M BIAJCHUS,
c(OpMHUPOBAHHBIE B X0/1€ U3YYCHUS CIEAYIOUINX AUCIUILINH U IPOXOKICHUS TPAKTUK:

- YnpaBneHue IOKyMEHTaMH B OpraHm3anusx (oOsi3arenbHas AWCHUILIMHA BapHaTHBHON
yacTH, 1 cemectp);

- MexayHapo/iHble M HallMOHAJIbHbBIE CTAHAAPTHI 110 YIPABJICHUIO JOKYMEHTAMHU M apXUBaMU
(oOsi3aTenbHasT AMCIUIUIMHA BAPUATUBHOM YacTH, 1 ceMecTp);

- UndopmanmoHHble cHCTEMBl B YIpPaBIEHUM JOKyMEHTaMH (00s3aTenbHas AMCLHUILIMHA
00s13aTeNTLHOM YacTH, 2 CEMEeCTD);

- Vmpasnenue uHPOpMaIMeii ¥ JOKyMeHTanued 3a pyoexoM (oOs3aTenbHas IUCHUTUIAHA
BapuaTHBHOU 4YacTu, 1 cemecTp);

B pe3ynbTare ocBOCHMS TUCHMIIIMHBI (MOAYIsA) GOPMHUPYIOTCSA 3HAHUS, YMEHHs M BIIAJCHUS,
HEOOXOAUMBIE JJISl U3yUCHHS CIEIYIOUINX AUCIUILTUH (MOyJIeH) M MPOXOKACHUS MPAKTHK:

ApPXUBBI 2JIEKTPOHHBIX JOKYMEHTOB;

VYpaBieHne MeTalaHHbIMU JIEKTPOHHBIX I0KYMEHTOB;

VYnpaBieHne J0KyMEHTHBIMI KOMMYHUKALUSMU 3JIEKTPOHHOTO ITPABUTENIBCTBA,

Pernamenrarus paboThl ¢ 3JIEKTPOHHON TOIHCHIO;

OcHoBBI K1accuukanuu MHGOPMAUKM U JOKYMEHTALHH.

2. CTpyKTypa IMCHHIIHHBI
CTpyKTypa AUCHMILIMHBI 1JI1 04HOH GopMBbI 00yUYeHUs
OO01mast Tpy10€MKOCTh TUCHUTUIHHBI cOcTaBisieT 3 3. €., 108 akaneMudyeckux 4acos.
CTpyKTypa AUCHHUILIMHBI 111 04HOH (opMBbI 00yUeHUs
O0beM gucHUIUIMHBL B (OpME KOHTAKTHOW pPaboOThl 0OyYaromuxcsi ¢ TeAaroruaecKuMu

paOoTHHKaMu W (WIM) JHMIIAMH, MPUBJICKAEMbIMH K peann3alud o0pa30BaTeNbHONW MPOrpaMMbl Ha
UHBIX YCIIOBUSX, IPH IPOBEACHNUH YU€OHBIX 3aHATHUI:

Cemectp | Tum yueOHBIX 3aHATUI KonuuecTBo
4acoB
Jlexun 24
CemMuHapbl/1abopaTopHbIe paboThI 36
Bcero: 60




O0beM QUCHUILTUHEL B (POpME CaMOCTOSTENIEHON pabOTHl 00YJarOMIMXCs cocTaBnsieT 48
aKaJleMUIeCKNX Jaca(oB).

3. ConepixaHue TUCHUILIUHBI

Pa3znen 1. BBenenne

[Ipeamer, 3amaum u comepxkaHue Kypca «PeriiameHTamusi ymnpaBJICHHS JJIEKTPOHHBIMU
,Z[OKYMGHTaMI/I B OpI‘aHI/ISaLII/I}IX», cero pOJ'II: B IOATrOTOBKE CIICLHUAJIMCTOB, CBA3b C ,Z[pyrl/IMI/I y‘IGGHBIMI/I
JTUCIUTIIMHAMUA W HAaNpaBJIEHUSAMH JeATebHOCTH. (OCHOBHBIE TIOHATHS. 3HAYCHHWE, BHJABI U
HA3HAYCHUC JIOKAJIbHBIX HOpMaTI/IBHBIX AKTOB.

Paznea 2. 3akoHogaTe/bHasi ¥ HOPMATHBHO-MeToANYecKasi 0a3a pa3padoTKH JTOKAIbHBIX
HOPMATHBHBIX AKTOB

®enepanbHble 3aKoHbI Poccuiickoii ®enepaniv, WHbIE HOPMAaTUBHBIE IPABOBBIE aKThI,
pernamentupyromme JOY. Tpeboanust xk opranuzanuu [JOY B HOpPMATHUBHBIX MPABOBBIX aKTax
[IpaButenscrBa Poccuiickoit ®Penepanuu, DenepaibHOr0 apXMBHOrO areHTcTBa. HarmoHnanabHbIE
crangaptel Poccuiickoii denepanuu IO yNPaBICHUIO JOKYMEHTAaMU B OpraHU3alMsX. THUIIOBBIE
pernamMeHTsl (enepadbHBIX OpPraHOB MCIOJIHUTEIBHOW BiacTH. Meroaudeckue TpeOOBaHUSA K
pa3paboTKe JIOKAIbHBIX HOPMAaTUBHBIX akToB 110 JIOY opranuzauuii.

Pazgen 3. Oco0eHHOCTH COBPEMEHHOI0 HOPMATHBHOro peryaupoBanusa JJOY B
OpraHu3anmusax

Oco0eHHOCTH HOPMAaTHBHOTO pEryJupoBaHUsT W MeToaudeckoro obecmeuenus JIOY B
YCIOBHSIX MPUMEHEHHSI CHCTEM O3JIEKTPOHHOTO JOKYMEHTOOOOpOTa M YIPaBICHHS 3JIEKTPOHHBIMH
JOKYMEHTaMH, CMeIIaHHOW (OyMakHO-0e30yMakHOH) TexHonoruu. Bompocer, TpeOyromue
HOPMATHUBHOTO peryiupoBaHus npu BHeApeHun COJ] B opranumzamun. ObecnieueHue OPUIUYECKU
3HAYMMOTO JIOKYMEHTO000POTA.

B03MOKHOCTH HCIIOIB30BaHUS I[GﬁCTByIOH.IGFO B OpraHu3alliid KOMIIJICKCA HOPMAaTHUBHBIX
JOKYMEHTOB, PETyIUPYIONIMX opraHu3amnuio u texHojoruto OV (momoxkenwme o ciyxbe 1OV,
JOJDKHOCTHBIE HHCTPYKIMHM paboTHUKOB cinyxkObl JIOY, HMHCTpyKUHsS 1O JAEJIONpPOU3BOJACTBY,
peraJamMeHTsl 1o paboTe ¢ JOKYMEHTaMH U JIp.), B 3aBUCUMOCTH OT YPOBHSI CUCTEMHOCTH MPUMEHEHUS
SJICKTPOHHBIX TEXHOJOTHH.

Paznen 4. TpeGoBaHUSI K HOPMATHMBHBIM AKTAM CHCTEMbI YNPABJIEHHUS JTOKYMEHTAMH
OpPraHM3aluu

CoctaB M OCOOCHHOCTH COACPXKAHHS JIOKAJIbHBIX HOPMATHBHBIX AaKTOB, PETYIUPYIOIINX
opranu3zanuio u texnojoruto OV B ycnosusix npumenenus CO/I.

[Tonoxxenne o crTpykTypHOoM moapazaencHuu (cmyxoe OVY). JIomKHOCTHBIE WHCTPYKIIUU
pabotaukoB cinyx0b1 JIOY. Uuctpyknus nmo JIOY. TexHomornueckwe WHCTPYKIUMU. PerimameHTsI
MPOIIECCOB OpraHu3aluu JokyMeHTooOopora. Kiaccupukatopsl HHPOpMALUU U JAOKYMEHTOB,
HOMeHKJIaTtypa aen. CrangapTsl opranuzanuii. [TakeT nokanbHbBIX HOpMATHUBHBIX akToB 1o IOV kak
4acTh CTaHAAapTa OpraHU3alIuu.

4. OOpa3oBaTe/bHbIE TEXHOJIOTUH

[Ipu peanuzanuu nporpamMmbl JUCHHUIUTUHBI HUCHOJB3YIOTCS paziIUuHble HH()OPMALUOHHBIC
TEeXHOJOruu. Bo Bpemsi JIEKIMOHHBIX 3aHATHN HCIONB3YIOTCA DJIEKTPOHHBIE MPE3EHTAlMM C
HCIIOJIb30BAHUEM IIPOCKTOpPA, a TaKXKe KJacca, OCHAILIEHHOIO COBPEMEHHBIMM KOMIIBIOTEpAMHU,
HNOJKIOYEHHbIMU K VIHTepHEeT M 0ObeAMHEHHBIMH B €IUMHYIO BHYTPEHHIOKO CE€Tb U



J€MOHCTPALIMOHHBIM SKPaHOM, CBS3aHHBIM C KOMITBIOTEPOM MPETOAABATEIS.

[lpakTHueckue 3aHATHS OPOXOAIT B  KOMIIBIOTEPHOM KJacce C  HCIOJIb30BaHHEM
CIELUATU3UPOBAHHOTO MPOTPaMMHOI0 obecrieueHus, 6a3 JaHHBIX U WH(OPMAIIMOHHBIX PECYPCOB, a
TaKXke He00XOAUMOr0 TEXHUYECKOTI0 00eceyeHusl.

CamocrosaTenbHas paboTa CTyIEHTOB BKIJIIOYaeT B ceOsi KOHCYJIbTALMU MpenojaBaTess Ipu
MOJTOTOBKE pedepaToB, a TAaKKE CaMOCTOSATEIbHYIO paboTy cTynmeHTa ¢ pecypcamu HHTepHera,
MH(POPMAIIMOHHBIME  MIPABOBBIMH CHCTEMaMHM, IIOCEIIEHUE CHEIHATU3UPOBAHHBIX BBICTABOK U
KOH(EpEeHIIHii, ydacTre B pab0OTe KPYTIbIX CTOJIOB U JP.

Ne . WNudopmanroHHslie u
HaunmenoBanue paznena Bunpl yueOHBIX 3aHATHI
/11 00pasoBaTenbHbIC TEXHOJIOTUN
1 2 3 4
1 |BBenenue Jlekmmga Ne 1 BBogHag jgexius ¢ UCIoab30BaHUuEM
BUJIEOMATEPHATIOB
[TpakTrueckas padota Ne 1 KoncynbTupoBaHue u npoBepka

JOMalIHUX 3aI[aHI/II>'I moCcpcaACTBOM
3JIEKTPOHHOM MOYTHI

2 |3akonomarenabHas u|Jlexmusa Ne 2 Jlekuus-Bu3yanusanus ¢
HOPMAaTHBHO- MIPUMEHEHUEM CIIalA-TIPOEKTOpa
METOANYECKAs 6a3a|IIpakTrueckas padora Ne 2 3aHATHS B KOMITBIOTEPHOM KJIacce

pa3pabOTKH  JIOKaJIbHBIX
HOPMATUBHBIX aKTOB B

obnactn 10Y CamocrosrenbHas paboTta KoHncynpTupoBanue u nposepka
JIOMAIIHUX 33JaHUI MOCPEACTBOM
AIEKTPOHHOMU MOYTHI
3 |OcobeHHOCTH Jlekims Ne 3 Jlekuus-Bu3yanusanus ¢
COBPEMEHHOI0 IPUMEHEHHUEM CIIalI-TIPOEKTOpa
HOPMAaTUBHOI'O [TpakTuueckas padota Ne 3 3aHATUS B KOMIIBIOTEPHOM KJlacce
perymiposanis JI0Y B CamocrosrenbHas paboTta KoHcynpTupoBanue u nposepka
OpTaHU3AIIAX JIOMAIIHUX 33JaHUI OCPEACTBOM
AIEKTPOHHOM MOYTHI
4 | TpebGoBaHMS K Jleking Ne 4 Jlekuus-Bu3yanusanus ¢
HOPMAaTUBHBIM aKTaM MPUMEHEHUEM CIalA-TIPOEKTOpa
CUCTEMBI YIIPABIICHUS [TpaxkTuueckas padora Ne 4 3aHATHS B KOMIIBIOTEPHOM KJIacce
AOKYMCHTaMH CamocTtosTenpHas pabora KoncynpTupoBanue u npoepka
Opranusaluvn JIOMAIIIHUX 3aJJaHUI TTOCPEICTBOM

AJIEKTPOHHOMU MOYTHI

B nmepuon BpeMEHHOrO MPHOCTAHOBIEHUS TNOCEUICHHS OOy4YalOUIMMHCS TIOMEUICHUH Hu
tepputopun PITY s opranmuzanuu yaeOHOTO mpoiiecca ¢ MPUMEHEHUEM DIIEKTPOHHOTO O0yUICHHS U
JTUCTAHLIMOHHBIX ~ O0pa30BaTEIbHBIX TEXHOJOTWH MOTYT OBITh  HCIOJB30BaHbl  CJEIYIOIIHE
o0pa3oBaTenbHbIC TEXHOIOTHH:

— BUJICO-JICKIINH;

— OHJIAH-JIEKI[MU B PEKUME PEAIBHOTO BPEMEHU;

— DJIEKTPOHHbIE Y4eOHUKH, yueOHbIe TOCOOUs, HayYHbIE U3/IaHUS B 3JIEKTPOHHOM BHJIE€ U JOCTYII
K MHBIM 3JIEKTPOHHBIM 00pa30BaTEIIbLHBIM pecypcam;

— CUCTEMBI JIJIsl SJIEKTPOHHOI'O TECTUPOBAHNS;

— KOHCYJIbTAILIMU C UCIIOJIb30BAHUEM TEJIEKOMMYHUKALMOHHBIX CPEACTB.



5. OueHka IVIaHNPYeEMBbIX Pe3yJIbTATOB 00yUeHH s
5.1 Cucrema oneHUBaHHUSA

Dopma konmponsa Makc. Konuuecmeo 6a1106
3a oony pabomy Bcezo

Texkymuit KOHTPOIIb:
[MpakTryeckas padora Ne 1 (Tema 1) 15 6annos 15 6annos
[MpakTHyeckas padora Ne2 (Tema 2) 15 6annos 15 6annos
Ipaktrueckas padora Ne 3 (Tema 3) 15 bannos 15 bannos
Ipaktrueckas padora Ne 4 (Tema 4) 15 bannos 15 bannos
[IpomekyTodHas aTTeCTaITns 40 b6annos
(3a4eT ¢ OIeHKOM)
Hroro 3a cemecTp (IUCITATIINHY) 100 6annos

OrneHKa «yTOBJICTBOPUTEIBHO» BBICTABIsETCS oOydaromemycs, HaOpaBmemy ot 50 mo 67
0aJIoB, OLIEHKA «XOPOLIO» BBICTABIIAETCS O0ydaronieMycs, HabpasiieMmy ot 68 10 82 6aiioB, oleHKa
«OTJIMYHOY» BBICTABIISIETCSl o0y4Jaroremycs, Habpasmemy ot 83 mo 100 GamioB, chOpMHUPOBAHHBIX B
pe3yabTare CyMMHpOBAHMS OajUIOB, IOJIYUYEHHBIX IPU TEKYLIEM KOHTPOJE M IMPOMEKYTOUHOM
arrectanuu. [lomydeHHBI COBOKYMHBIA pe3ynabrar (MakcumMyMm 100 0amioB) KOHBEPTHUPYETCS B
TPAAULMOHHYIO KAy OLICHOK M B IIKaly OLICHOK EBPONENCKON CUCTEMBI IIEPEHOCA U HAKOIUICHUS
kpenutoB (European Credit Transfer System; nanee — ECTS) B cooTBeTcTBUY ¢ TaOIUIICH:

100-6ayutpHas mkana | TpaaWiiMOHHAS IIKaIa Ixana ECTS
95-100 A

83 _ 94 OTJINYHO B

68 — 82 XOPOIIIO 3a4TEHO C

56 — 67 D

5055 YIIOBJICTBOPUTEIIEHO E

20-49 FX

0-19 HEYIOBJIIETBOPUTEILHO HE 3a4T€HO =

5.2 Kputepun BbICTABJIEHUS OLIEHKH 1O JUCIUNINHE

Bamasl/ Ouenka no Kpurepun oneHkn pe3yibTaToB 00y4eHHUs 110

Mlxana AUCHUTLIUHE AUCHUTLIIUHE

ECTS

100-83/ COTIUIHOY/ BricTaBnsercs 00yJaromemycs, eCiIu OH TITyOOKO 1

AB «3a4TECHO IIPOYHO YCBOUJI TEOPETUYECKUN U NIPAKTUUECKUI
(oTuHO)»/ MaTepHua, MOXET MPOAEMOHCTPUPOBATH ATO HA 3aHATHUSIX
«3aUTCHO» U B X0JI€ POMEKYTOUHOM aTTeCTaIluy.

OO0yJaromuiicss HCUEPITBIBAIOIIE U JJOTHYECKUA CTPOMHO
u3Jaraet yuyeOHbI MaTepuall, yMeeT yBSI3bIBaTh TEOPHUIO C
MIPAKTUKOM, CIIPaBIIIETCS C pEICHUEM 3a/1ad
npohecCHOHANTLHOM HAMIPABIEHHOCTH BHICOKOTO YPOBHS
CJI0KHOCTH, MPAaBUILHO 00OCHOBBIBAET MPUHSTHIE
pemenus.

CB00OOIHO OpUEHTUPYETCS B YIeOHOU 1
npodecCHOHANLHOM TUTEpaType.




Banapl/
Ixana
ECTS

Onenka no
IUCHUILINHE

Kpurepun oueHku pe3yjibTaToB 00y4eHHs 10O
AMCUMILINHE

OreHka 1o TUCHUIUIMHE BBICTABIISIOTCS 00yYaromeMycs C
Y4ETOM PE3YNbTATOB TEKYIIEH U MPOMEKYTOUHOM
aTTeCTalnuu.

KomnereHnnuu, 3akpeni€éHuble 3a JUCIUIITMHOMN,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKHID».

82-68/

«XOpOII0Y/
«3a4TEHO
(xoporo)»/
«3a4TEHOY

BeicraBisiercs o0yqaromemycs, €Ciau OH 3HaeT
TEOPETUYECKUH U MPAKTUYECKUN MaTepuall, FPaMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATUAX U B XOJ€
IIPOMEKYTOUHOM aTTECTallUH, HE NOIYCKasl CYIIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiics mpaBUIbHO MPUMEHSET TEOPETHIECKUE
IIOJIO’KEHUS IIPY PEILIECHUN IIPAKTUYECKUX 3a1a4
npodecCHOHATBLHON HANPAaBICHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIaIe€T HEOOXOJUMBIMHU JUIl TOI0 HaBbIKAMU
U IIpUEMaMU.

JlocTaTouyHO XOPOIIO OPUEHTUPYETCS B YICOHOU U
npodeccuOHaILHOMN JINTEpaType.

OneHka 1o JUCHUIUIMHE BBICTABIIAIOTCSA 00yYaroIEeMycs C
Y4ETOM PE3YNbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTECTALNN.

Komnerenum, 3akpenyénsple 3a JUCHMILIMHOMN,
c(OpMHPOBAHBI HA YPOBHE — «XOPOIIUI».

67-50/
D,E

«YIOBIETBOPH-
TEIBHOY/
«3a4TCHO
(ynoBieTBopu-
TEILHO)»/
«3a4TCHOY

BricTaBnsiercs 00yJaromemycsi, €clii OH 3HaeT Ha 0a30BOM
YPOBHE TEOPETUUYECKUIN U MPAKTUYECKUI MaTepurall,
JIOITYCKAaeT OTENbHbIC OMIMOKH P €T0 U3JI0KEHUU Ha
3aHATHUAX U B XOJ€ MPOMEXYTOYHOM aTTECTALINH.
OOy4aronuiicst UCTIBITHIBACT ONPEICTIEHHBIC 3aTPYTHEHUS
B IPUMEHEHHUH TEOPETHUYECKUX MOJOKEHUN NTPU PEILICHUH
MPAKTUYECKHX 33724 TPOo(heCCUOHATLHON HAIIPABICHHOCTH
CTaHIAPTHOI'O YPOBHS CIIOKHOCTH, BJIaJICET
HEOOXOAUMBIMHM JIJIsi 3TOTr0 0a30BBIMHM HaBBIKAMU U
NpUEMaMU.

JleMOHCTpHpYyeT JOCTaTOUHBIH YPOBEHb 3HAHUS yUeOHOU
JUTEPATYpPHI 110 JUCLHUILIIMHE.

OreHka 1o JUCIUILIMHE BBICTABISIOTCS 00yJatomeMycst ¢
Y4ETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTECTaIUU.

KomnereHnuuu, 3akpeni€éHHble 3a TUCIUIITMHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBIN».

49-0/
FFX

«HEYAOBIETBOPUTE

JIBHOY/
HE 3a4TEHO

BeicraBisiercs o0yuaromemycs, €Ciii OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETUYECKHUIA U TPAKTHUECKUI
MaTepHal, JOMycKaeT rpyObie OMMUOKH MPHU €ro
M3JI0’KEHUU Ha 3aHATHIX U B XOJ€ IPOMEXKYTOUHON
aTTECTALINN.

OOyuarouuiics UCTIBITHIBACT CEPbE3HbIC 3aTPYAHCHUS B
IIPUMEHEHNN TEOPETUYECKUX TOJI0KEHUH IIPU PELICHUH
NPaKTUYECKHX 3a/1a4 PO eCCHOHATLHON HAPaBIEHHOCTH
CTaHJapTHOTO YPOBHS CII0)KHOCTH, HE BIIAICET
HEOOXOIMMBIMH JIJIsl 5TOT'0 HAaBBIKAMU M TPHUEMAMH.




banasl/ Ouenka no Kpurepun oueHku pe3yjibTaToB 00y4eHHs 10O

IIxana AUCHUIINHE AUCHUIINHE
ECTS

JleMoHCTpHpYeT (pparMeHTapHbIe 3HaHUS YIeOHOMH
JUTEPaTypPHI MO TUCHUTUIUHE.

OreHka 1o JUCHUIUIMHE BBICTABIISIOTCS 00yYarOmEeMycs C
Y4ETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTECTALIUU.

KoMmneTeHnuu Ha ypoBHE «I0CTaTOYHBIN», 3aKPETIIEHHBIE
3a JUCLUUIUIMHON, HE C(DOPMHUPOBAHBI.

5.3 OueHouHble cpeacTBa (MaTepHAaJIbl) A5 TEKYIIEro KOHTPOJISI yCIeBaeMOCTH,
NPOMEKYTOYHOM aTTECTALUH 00YYAIOIIUXCS N0 JHCIHUIIIMHE

IIpumepHbIe TeMbl pedepaToB Mo pasaeaam TUCUUIIMHBI:

1. Bompocs! pernamentanuu JJOY B 3aKk0HOMATENBHBIX U MHBIX HOPMATUBHBIX IMPABOBBIX aKTaX.

2. HopMaTuBHBIC M METOJUYECKUE TOKYMEHTHI TI0 YIIPAaBICHHUIO TOKyMEHTaMU KaK OCHOBA IS
pa3pabOTKH JOKAIBHBIX HOPMAaTUBHBIX akTOB 110 JJOVY.

3. HaumonanbHble cTanaapThl Ha 6a3ze ctangapToB CO 1o yrpaBlieHHIO TOKyMEHTaMHU.

4. AHanu3 HOPMATHUBHBIX AaKTOB, PEIVIAMEHTUPYIOIIUX OTIENbHBIE BOMPOCHl  YIPAaBJICHUS
3JEKTPOHHBIMU JOKYMEHTAMHU.

5. Komruiekc IokaibHBIX HOPMATUBHBIX aKTOB, perynupyromnmx JJ0VY.

6. PerynsTuBHas cpena YHpaBlIeHHS TOKYMEHTaMH B (enepajbHBIX OpraHax HCIOJHUTEIbHON
BJIACTHU.

7. Meronuka pa3paboTKH BHYTPEHHHX JTOKYMEHTOB, 3aKpeIuIstonmx oprauuzanuto JJ0Y.

8. ®ynkumu ciyx0b1 JIOY mo opranuzauu paboThl ¢ AIEKTPOHHBIMU JJOKYMEHTAMHU.

9. Meronuka pa3paboTKH HHCTPYKIMH MO JEONPOU3BOACTBY B YCIOBHX (yHKIHOHUpoBaHus CO/I.
10. MHCTpyKIHMS 1O IETOMPOU3BOICTBY U PETIAMEHT 10 paboTe ¢ TOKYMEHTaMHU: 00IIee U pa3Inyusl.
11. CranpapTsl opranusanun. JIokaabHbIE HOPMAaTHBHBIE aKThl KaK YaCTh CTaHIapTa OPTaHU3aIlHH.

KoHTpoJibHbIe BONPOCHI M 32IaHUA 1JIs1 TPOMEKYTOYHOM aTTecTAlMU 10 UTOraM OCBOEHHUS
JMUCIUILIHHBI

1. Yro moHMMaeETCs MO/ JOKAILHBIM HOPMATHUBHBIM aKTOM?

2. Kakue BUIBI IOKATHHBIX HOPMATUBHBIX aKTOB 00s3aHa UMETh OpTaHH3aIHs?

3. SIBnsAOTCS N JIOKAaTbHBIE HOPMATUBHBIE aKThl OOS3aTENbHBIMH JUISI HCIIOJHEHUS BCEMU
pabOTHHKAaMU OpraHu3ayu’?

4. KakoBbl COBpEMEHHBIE TPEOOBaHUS K COCTaBY MHGOPMAIMHU U TOPSAAKY O(DOPMIICHHS JTOKATbHBIX
HOPMAaTHUBHBIX aKTOB?

5. Kakwue Borpocs! opranuzaruu u TexHosjaoruu JJOY TpeOyroT BHYTPEHHETO PEeryIHpOBaHUs?

6. Bompocsl, TpeOyromue HOpMaTUBHOTO perynupoBanus npu BHeapenun CO/I.

7. KakoBbl BO3MOYKHOCTH HCIIOJIH30BaHUS MAKeTa HOPMATUBHBIX aKTOB MO TpaauinoHHomy OV ms
PeryaupoBaHUs AIEKTPOHHOTO JOKYMEHT0000poTa?

8. KakoBbl 0COOEGHHOCTH JIOKAbHBIX HOPMATHBHBIX aKTOB, PETYIHPYIOIIMX OPTaHU3ANHI0 U
texHosaoruto JIOY B ycnoBusix ucnonb3oBanus COJ1?



9. Crangaptet MCO u poccuiickue CTaHAApPTHI IO YIPaABICHUIO JOKYMEHTaMHU KaK OCHOBA IS
pa3paboTKH JTOKATbHBIX HOPMATHBHBIX aKTOB.

10. Kakue BOMPOCH MO YIPABJICHUIO SJICKTPOHHBIMU JOKYMEHTAMH JOJIKHBI OBITh OTPA)KEHBI B
noJjioxkeHuu o ciyx6e JI0Y u T0mKHOCTHBIX HHCTPYKIHUAX paOOTHUKOB Ciryk0b1 JJOY?

11. Ponp pernamMeHToB, OTPasKAIOIIMX MPOLIECCHBIN MOAX0/ K OpraHu3aluy JOKyMEHT0000poTa.

12. TpeGoBanusa k conaepxkaHuio HHCTpYKHuH 1o JIOY B 3aBUCHMOCTH OT ypOBHS CHUCTEMHOCTH
MIPUMEHEHHUS AIEKTPOHHBIX TEXHOJIOTHH.

13. Kakue nokanbHble HOPMAaTHUBHBIE aKTbl, PETYIUPYIOLIUE CHUCTEMY YIpaBICHHUS TOKYMEHTaMH,
MOTYT SIBJIATbCA YacCThIO CTaHJIapTa OpraHU3auu?

6. YueOHo-MeToaMYeCKOE H HH(OPMALIMOHHOE 00ecnedeHre TUCIIHIIIMHBI

6.1 Cnucok MCTOYHUKOB U JIUTEPATYPbI
Hcrounukm:
OCHOBHbIE

1. ®enepanbHbIil KOHCTUTYIIMOHHBINA 3aK0H OT 25.12.2000 Ne 2-®K3 "O I'ocymapcTBeHHOM repbe
Poccuiickoit ®enepanun'.

2. ®enepanphbiit 3akoH oT 02.05.2006 Ne 59-03 "O mopsiake paccMOTpeHus oOpalieH!i rpakaan
B Poccuiickoit denepanun'.

3. ®enepanpubii 3ak0H oT 27.07.2006 No 149-03 «O6 wunHbpopmanuu, HWHHOPMAIMOHHBIX
TEXHOJIOTHUSIX U O 3aIIUTe HHPOPMAIUI.

4, ®enepanbubiii 3aK0H 0T 06.04.2011 Ne 63-D3 «O06 37eKTPOHHOM MOITUCKY.

5. @enepanbHblii 3akoH 0T 27.12.2002 Ne 184-@3 «O TtexHuyeckom perynupoBanuny» // C3 PO.
2002. Ne 52. 4. 1. Cr. 5140.

6. ®enepanbHbiii 3akoH 0T 22.10.2004 Ne 125-03 «O06 apxuBHOM nene B Poccuiickoit Deneparum
/I C3 P®.2004. Ne 43. Ct. 4169; 2010. Ne 31. Ct. 4196.

7. Yka3 Ilpesunenta Poccuiickoit @eneparuu ot 17.04.2017 Ne 171 "O MOHUTOpUHIE U aHATU3E
PEe3yIBTATOB PaCCMOTPEHUS 0OpallieHui TpaKIaH U OpraHu3auii’.

8. Yka3 Ilpe3unenra Poccuiickoit @enepauun ot 09.05.2017 r. Ne 203 «O CrpaTterun pa3BuTHSA
nHpopmanmonHoro obmectsa B Poccuiickoit @eneparuu Ha 2017-2030 romsiy.

9. Hattmonanbuas mnporpamma "LludpoBas skoHomuka Poccuiickoit @enepanuu" (macmopt
HAIIMOHAJIBHOTO MPOEKTa yTBepxkaeH npe3uanymoM Cosera npu [Ipesunente Poccuiickoit deneparuun
M0 CTPATETUYECKOMY Pa3BUTHIO U HALIMOHAIBHBIM ITpOEKTaM (IIpOoToKoI oT 24 nexadps 2018 r. Ne 16).

10. ITocranosnenue IIpaButenbctBa Poccuiickoit @enepamuu ot 28.07.2005 Ne 452 «O tumoBom
periaMeHTe BHYTpPEHHEH opranusanuu (efepalbHbIX OPraHOB MCHOIHUTENBbHOW Biacth» // C3 PO.
2005. Ne 31. Cr. 3233.

11. Tlocranosnenue IlpaBurensctBa Poccuiickoit ®enepannn ot 19.01.2005 Ne 30 «O tunosom
periiaMeHTe B3auMOICUCTBUS (perepanbHbIX OPraHOB UCTIOJHUTENbHOM BiacTuy // C3 P®D. 2005. Ne 4.
Cr. 305.

12. TlocranoBnenue IIpaButensctBa Poccuiickoit ®Pepepanmm ot 27.12.1995 Ne 1268 "OO0
YIOPSAOYCHUH HW3TOTOBIICHHUS, UCIOIB30BAHUS, XPAHCHHUS M YHUYTOXKCHHs TedaTeil u OJaHKOB C
BoctponsBenenueM ['ocynapcrBenHoro repoa Poccuiickoit @enepamnmn’.

13. TocranoBnenue IIpaButensctBa Poccuiickoit ®emepamuu ot 15.06.2009 Ne 477 «O6
yTBepkaeHu [IpaBui nemonpon3BoacTBa B (eepaibHBIX OpraHax HUCIOIHUTENbHOU BiacThy // C3
P®. 2009. Ne 25. Cr. 3060.

14. Tlocranosnenue [IpaButennscTBa Poccuiickoit @eneparnuu ot 28.12.2011 Ne 1184 "O mepax 1o
obecnieueHno  mepexona  (QenepalbHBIX  OPraHOB  WCIONHHUTEIBHOW BJIACTH UM OpPraHOB
rOCy/lapCTBEHHBIX  BHEOIO/UKETHBIX  ()OHIOB  Ha  MEXBEJOMCTBEHHOE  HMH(OPMAIIOHHOE
B3aUMO/ICHCTBUE B AIIEKTPOHHOM BHjIE".



15. Ilocranosnenue IlpaButensctBa Poccuiickoit ®@enepaunu ot 16 mas 2011 r. Ne 373 "O
pa3paboTke M YTBEP)KICHUH AaJIMUHUCTPATUBHBIX pETJIAMEHTOB WCIIOJIHEHHUS TOCYIapCTBEHHBIX
(GYHKIIUH ¥ aIMUHUCTPATUBHBIX PETJIAMEHTOB MPEOCTABICHHS TOCYapCTBEHHBIX yCIyT".

16. ITocranoBnenue [IpaButensctBa Poccuiickoit deneparun ot 06.09.2012 Ne 890 "O mepax 1o
COBEPIICHCTBOBAHUIO AJIEKTPOHHOTO JOKYMEHTOO0OPOTa B OpraHax ToCy1apcTBEHHOH BiacTu'.

17. Pacnopspokenne IlpaButensctBa Poccumiickoit denepanum ot 12.02.2011 Ne 176-p [Ilman
MEPOIPUATHA TO Tepexoay ¢eaepalbHbBIX OPraHOB HCIOIHUTEIBHON BIacTH Ha 0e30yMaKHBIHA
JOKYMEHTOOOOPOT MPHU OpraHU3alii BHYTPEHHEH 1eATeIbHOCTH .

18. Pacnopsoxenue IIpaButennbctBa Poccuiickoit @enepamuu ot 02.04.2015 Ne 583-p [[lepeueHn
BUJIOB JIOKYMEHTOB, I€pe/laBaeMbIX MPH B3aUMOJEHCTBUU (efepalbHbIX OPraHOB HCIOIHUTEIBHOM
BJIACTH, OPTaHOB HCIIOJTHUTEIHHOW BiacTu CyOBhekTOoB Poccuiickoit denepanuu, TocyaapCTBEHHBIX
BHEOO/DKETHBIX (POHJIOB B 3JICKTPOHHOM BHIE].

19. Ilpuka3 ®enepanbHOro apxMBHOTrO areHTcTBa oT 22.05.2019 Ne 71 "O6 yrBepxkaenuu [IpaBun
JIeJIONPOU3BOICTBA B TOCYIAPCTBEHHBIX OPraHax, OpraHax MECTHOTO caMOYIIpaBJIeHus".

20. Tlpuka3z denepanpbHOro apXuWBHOTO areHTCTBa OT 15.06.2020 Ne 69 "OO yrBepxkneHUU
TunoBbIx (GyHKIIMOHATBHBIX TPEOOBAHUH K CHCTEMaM 3JIEKTPOHHOTO JTOKYMEHTO000pOTa U cUCTEMaM
XpaHEHUs JIEKTPOHHBIX JJOKYMEHTOB B apXHBaX IOCYIapCTBEHHBIX OPraHoB'.

21. Tlpuka3 PocapxuBa ot 29.04.2011 Ne 32 "OO6 yrtBepkneHun PexomeHpamwii mo MmoAroTOBKE
dbenepanbHBIMU OpraHaMU BIACTH TEpPEeYHEd JOKYMEHTOB, CO3JaHHME, XpaHEHHE WM HCIOJIb30BaHUE
KOTOpBIX JOJDKHO OCYILECTBISATHCS B (OpME DIEKTPOHHBIX JOKYMEHTOB TMpPU OpraHHU3alNU
BHYTpPEHHEH 1eATeIbHOCTH" .

22. Tlpuka3 PocapxuBa ot 11.04.2018 Ne 42 "OO6 yrBepxaeHuu I[IpumepHOro mosioxkeHus: 00
apXxuBe OpraHu3anuu’.

23. Tlpuka3 PocapxuBa ot 11.04.2018 Ne 43 "OO6 yrBepxaeHuu I[IpumepHOro mosiokeHus: 00
9KCIIEPTHON KOMHUCCHM OpraHu3auun’.

24. Tlpuka3 PocapxuBa ot 11.04.2018 Ne 44 "OO6 yrBepxknaenuu [IpuMepHON WHCTPYKIIMU TIO
JIEJIONPOU3BOJICTBY IT'OCYIapCTBEHHONW OpraHu3auu’.

25. Tlpuka3z PocapxuBa ot 20.12.2019 Ne 236 "OO6 yrBepxacHuu IlepeuHss THITOBBIX
VOpPaBIEHYECKUX  apXHBHBIX  JOKYMEHTOB, OOpa3yloIIUXCs B  Mpolecce  JeATEIbHOCTH
roCy/1apCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CAaMOYTIPaBIEHUS M OPraHU3alUi, C YKa3aHHEM CPOKOB
UX XpaHEeHHUs'".

26. Ilpuka3 PocapxuBa ot 20.12.2019 Ne 237 "OG yrBepkaeHurn WHCTPYKIIMU MO TPUMEHEHUIO
[lepeuHss THUMOBBIX YIPABICHYECKUX aPXUBHBIX JIOKYMEHTOB, OO0pa3ylomUXCs B IIpolecce
NEeSITeIbHOCTH TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIPAaBIEHUS M OpraHU3alMi, C
YKa3aHHMEM CPOKOB UX XpaHEHHUA'".

27. Ilpuka3 PocapxuBa ot 25.12.2020 Ne 199 «O6 yrBepxaeHnr MeToInYecKuX peKOMEHIAIUi 1o
pa3paboTKe WHCTPYKIMH TO JEIOMPOU3BOJCTBY B TOCYAAPCTBEHHBIX OpPraHax, OpraHax MECTHOTO
CaMOyTpaBICHUS».

28. Tlpuka3z Muntpyna Poccun ot 06.05.2015 Ne 276H "OO6 yTBepKIeHUH MPOPECCHOHATHHOTO
cranapra "CrneuuanucT Mo OpraHU3allMOHHOMY M JOKYMEHTAIlHOHHOMY OOECTeUeHUIO YIpaBlICHUs
opraHuzanuen".

29. Ilpuka3z Muntpyna Poccum ot 10.05.2017 Ne 4161 "O6 yTBep)KaeHUN MPOQPECCHOHAIBHOTO
cranzapTa "Crenuanuct 1o ynpasjieHUIO JOKYMEHTaluel opranuzanun'.

30. ITpuka3z Muntpyna Poccum ot 19.04.2018 Ne 266n "OO6 yTBepKaeHUH MPOPECCHOHATBHOTO
crangapta «Cnenuanict no (GOpMUPOBAHHIO HIEKTPOHHOTO apxuBa'.

31. Ilpuka3z Muntpyna Poccum ot 18.03.2021 Ne 140n "OO6 yTBepKaeHUU MPOQPECCHOHAIBHOTO
crangapra "Crneunanuct apxusa'.

32. TOCT P 7.097-2016. Cucrema crangaptoB 1o uHPOpPMAIUU, OUOIUOTEYHOMY U
u3narenbckomy  Aeny. OpraHW3allMOHHO-PACHOPSIUTENbHAS — JTOKyMEHTanus. [peOoBaHUsS K
odopmiieHHIO T0KyMeHTOB. — M.: Ctangaptuadopm, 2017.



33. TOCT P UCO 15489-1-2019. Cucrema cranmapToB 1o uHGpopMauuu, OUOINOTEYHOMY U
n3narenbckomy neny. Mudopmarus u qokymenTamus. Ynpasienue qokymeHTamu. Yactes 1. [TorsTus
u npuHimnel. — M.: Crangaptuadopm, 2019.

34. TOCT P HUCO 30300-2015. Cucrema cranmapToB Mo wuHGOpMAIUH, OHOIUOTCYHOMY H
u3narenbckoMmy neny. Hudopmanms wu  gokymenrtanusi. CHUCTeMbl YHpPaBICHHS JTOKYMEHTaMH.
OcHOBHBIE TIOJIOKEHUS U clIoBaph. . — M.: Ctannaptundopm, 2016.

35. TOCT P HMCO 7.0.101-2018/MMCO 30301. Cucrema craHgapToB MO HH(OpPMAIHH,
OoubnaroTeyHoMy W u3aarenbckomy neny. MHdopmauus um noxkymentauus. CUCTEMbl yIpaBlieHUs
nokymentamu. TpeboBanus. — M.: Ctanmaptuadopm, 2018.

36.TOCT P HCO 30302-2022. Cucrema craHmapToB 1o uHdoOpmaiuu, OUOIMOTECUHOMY H
u3garenbckoMmy neny. Hudopmanms wu  gokymenrtanusi. CHUCTeMbl YHpPaBICHHS JTOKYMEHTaMH.
PykoBoacTBo no BHeapenuto. — M.: Cranmaptundopm, 2022.

37. TOCT P HCO 57551-2017. HWudopmamuss u gokymeHtanusi. OleHKa pHCKOB JUis
JOKYMEHTHBIX MPOIIecCOB U cucteM. . — M.: Ctangaptundopm, 2017.

JlonmoaHuTENbHBbIE

1. 3axon Poccwuiickoii @enepamuu ot 25.10.1991 Ne 1807-1 "O s3wikax HapomoB Poccuiickoii
Oenepauun".

2. @epepanpubiii 3akoH 0T 01.06.2005 Ne 53-®3 "O rocymapcTBeHHOM si3bike Poccuiickoit
Oenepaunn".

3. TlocranoBnenmne mpaButenbcTBa Poccuiickoir @Pepepanum ot 22.09.2009 Ne 754 «O06
yrBepkAcHUH [1010KEeHHsI 0 CHCTeMe MEXBEIOMCTBEHHOTO JIEKTPOHHOTO JOKYMEHTO000pOTa.

4. Tlocranonenue IIpaButensctBa P® o1 08.09.2010 Ne 697 «O enuHOW cHCTEME
MEXBEJIOMCTBEHHOTO 3JIEKTPOHHOTO B3auMoaeicTBus»// C3 PD. 2010. Ne 38. Crt. 4823.

5. TlonoxeHue o MOpsiIKE M CPOKaX XpaHEHUS JOKYMEHTOB AaKIMOHEPHBIX OOIIeCTB. YTB.
nocranoBieHneM DeepanbHON KOMUCCHH IO PHIHKY IeHHBIX Oymar oT 16.07.2003 Ne 03-33/mc.

6. TTOCT P HMCO 9004-2001 Cuctembl MEHEIKMEHTa KadyecTBa. PeKOMEHIauu 1Mo YIydIIeHUIO
NeSITEIbHOCTH.

7. TOCT P UCO 9001-2001 Cucrembl MeHEKMEHTA KauecTBa. TpeOoBaHmMs.

8. TOCT P 52292-2004 DnextpoHHBIi 0oOMeH HH(oOpmarueil. TepMUHBI M ONpeAeTeHUs. —
(UudopmarmoHHast TEXHOJIOTHS ).

9. TOCT P 52294-2004. VYmnpaBieHue oOpraHuzanuei. DIEKTPOHHBIM  perjJamMeHT
aIMUHUCTPATUBHON U Cy)eOHOW aestenbHOCTH. OCHOBHBIE TONOXKeHusA. - M.: Crangaptuadopm,
2004.

10. TOCT P HMCO 23081-1-2008. Cucrema ctanmapToB 1mo wuHGOpMAIH, OMOIUOTEYHOMY H
U3MIaTeNbCKOMY JIeny. YIpaBieHue JoKyMeHTamu. lIporecchl ympaBiieHHsS JIOKYMEHTaMH.
Meranannbie s qoKkyMmeHTOB. — M.: Crarmaptundopm, 2009.

11. TOCT P HMCO 22310-2009. Cucrema craHaapToB 1o HH(poOpMaruu, OUOIMOTEYHOMY U
uznarenbckomy aeny. Undopmanus u nokymeHnrtanuusa. PykoBoacTBoO ajsi pa3pabOTUMKOB CTaHAAPTOB,
YCTaHABIIMBAIOIINX TPEOOBAHUSA K YIpaBIeHUIO JokyMeHTamu. — M.: Crannaptundopm, 2009.

12. HopmMbl BpeMeHH Ha pabOTBl 10 aBTOMAaTU3WPOBAHHOM AapXWBHOM TEXHOJOTUU H
JOKYMEHTAI[MOHHOMY 00ECIEYeHHUI0 OPTaHOB yIpaBIeHHs. Y TB. MocTaHOBIeHMeM MuHTpyaa Poccun
o1 10.09.1993 Ne 152. M., 1993

13. MexoTpacieBble yKpYIMHEHHbIE HOPMBI BpPEMEHH Ha paboThl MO JOKYMEHTAIIHOHHOMY
obecrieueHunIo yrpasiaeHus. - M., 1995.

14. MexoTpacieBble THUIOBBIE HOPMBI BpEMEHH Ha pabOThl MO CEPBUCHOMY OOCITYKHBAHHIO
MEPCOHANBHBIX  AJEKTPOHHO-BBIUUCIUTENbHBIX  MAllMH W  OpPraHU3allMOHHOM  TEXHUKU H
COMPOBOXKACHUIO TPOTPaMMHBIX CpeACTB. - M., 1998.

15. HopMbl BpeMeHH Ha pabOThl IO JOKYMEHTAallHOHHOMY OOECIICUYEHHUIO YIPABJICHUYECKUX
CTPYKTYp (penepalibHbIX OPraHOB UCIOIHUTENBHON BiIacTH (YTB. MocTaHoBleHHeM MunTpyna Poccun
oT 26.03.2002 Ne 23).



Jluteparypa:
OcHoBHast
1. Jlapua M. B. NudopmanmonHoe obecnedeHue yrmpasieHus: ydyeOHoe mocooue / M. B.
Jlapun; [M-Bo oOpa3oBanuss u Hayku Poc. @enepammn, Demep. roc. OrokeTHOe 00pa3oBar.
yupeKIeHue BhICII. 00pa3oBanus "Poc. roc. rymanuTapHsiii yH-T"]. - Mocksa: PITY, 2018. - 278 c.
2. JIokyMEHTAIlMOHHOE O0OECIICUeHHUE YIpaBlIeHUs (JIeIONPOU3BOACTBO): yuyeOHOe mocodue /
T.A. beixoBa, T.B. Kysnenosa, JI.B. Cankuna ; mox o6m. pex. T.B. Ky3nemomoit. — 2-e¢ u3n.,
nepepad. u gomn. — Mocksa : UTHOPA-M, 2020. — 304 c. + lon. MaTtepuaisl [ DJIEKTPOHHBIN pecypc].
— (Cpennee mpodeccuoHaibHOe  oOpazoBaHue). -  Tekcr:  snektpoHHwid. -  URL:
http://znanium.com/catalog/product/1070624

JdonmosHuTeIbHASA

1. JlokyMeHTallMOHHOE 00eCTIeUeHHE yIpaBIeHUs (JIeTOMPOU3BOICTBO) : yuel. mocodue / T.A.
brikoBa, T.B. Ky3nenona, JI.B. Cankuna ; mox oom. pen. T.B. Ky3nenopoii. — 2-¢ u3j., nepepad. u
non. — M. : UHOPA-M, 2018. — 304 c. + [lon. Mmarepuaisl [ DJIEKTpOHHBIN pecypc; Pexxum noctyna
http://www.znanium.com]. — (Beiciiee o0pa3oBanue: bakanaBpuar). - Pexum pocryna:
http://znanium.com/catalog/product/942800

2. JIoOKyMEHTAIlMOHHOE  O0OECIICUCHWE  YIPaBICHHS HErOCYAapCTBECHHBIX  OpraHW3aIlHid:
VYuebnoe nmocodue / beikoBa T. A., Cankuna JI. B. - 2-e uzn., nepepa6. u gom. - M.: HUL UTHOPA-M,
2015. - 302 c.: 60x90 1/16. - (BO: bakanaBpuar) (Ilepernnér) ISBN 978-5-16-010379-2 - Pexum
nocryma: http://znanium.com/catalog/product/468884

3. HokymenTtoBenenue: YueOHnoe mocobue / Ymakosa O.A. - M.: HUI] UH®PA-M, 2017. - 64
C.: 60x90 1/16 ISBN 978-5-16-102985-5 (online) - Pexum JOCTyIIa:
http://znanium.com/catalog/product/809874

4. JlenmompousBojactBo: Yueonuk / T.A. beikosa, JI.M. Bsnoga, JI.B. Cankuna; [Tox pen. T.B.
KysznenoBoii. - 3 u3z., nepepad. u non.- M.:HUILl UHOPA-M, 2013. - 364 c.: 60x90 1/16 + ( Hom.
Mar. znanium.com). - (BO: bakamaBp.). (m) ISBN 978-5-16-004923-6 - Pexum pocryna:
http://znanium.com/catalog/product/395908

5. Kab6amos C. 0. DnekTpoHHOE MPaBUTEIBCTBO. DJIEKTPOHHBIN JOKYMEHTOO00POT. TepMUHBI
u onpeneneHus: YuebHoe mocodue. - 1. - Mocka: OOO "Hayuno-uznarensckuii nentp MHOPA-M",
2017. - 320 C. - ISBN 9785160068350.
http://znanium.com/go.php?id=809828

DJIEKTPOHHBIE pecypchl
www .rusarchives.nl
www.vniidad.ru
www.termika.ru.
www.zakonprost.ru
www.bestpravo.ru
www.businesspravo.ru
www.document.ru

NupopManinoHHO-CIIPABOYHBIE H ONCKOBbIE CHCTEMBI

- [apanT. 3akoHOIATEIBCTBO ¢ KOMMeHTapusiMu — http:// www.garant.ru

- KoncynpranT miroc. CripaBodHbIe TpaBoBbie cucTeMbl — http://www.consultant.ru
- - Poccwiickas rasera http://www. rg.ru

- M'unpaus Yapasnsronux Jlokymenranueii — http://www.GDM.ru

-Jlokyment.py — http://www.document.ru

6.2 IlepeueHnn pecypcoB HHGOPMALNHOHHO-TETeKOMMYHUKANIMOHHOH ceTn « AHTEpHET»


http://znanium.com/catalog/product/1070624�
http://znanium.com/catalog/product/395908�
http://znanium.com/go.php?id=809828�
http://znanium.com/go.php?id=809828�
http://www.vniidad.ru/�
http://www.termika.ru/�
http://www.zakonprost.ru/�
http://www.bestpravo.ru/�
http://www.businesspravo.ru/�
http://www.document.ru/�
http://www.document.ru/�

1. Bcepocculickuii Hay4HO-MCCIIEOBATEIbKUA HHCTUTYT JOKYMEHTOBEIEHHUS W ApXHUBHOIO
nena (BHUMIA) [Dnextponnsiii pecypc] /BHUUIA]L - Dnekrpon, gan.- M., [200-].— Pexum
noctyma: Www.vniidad.ru, ceoboaHbIii. — 3arii. ¢ sKkpaHa.

2. KoncantunroBass rpynma «Tepmuka». [HopmaruBHo-mpaBoBas 0a3za JaHHBIX IO
JEIOTPOU3BOJICTBY, JOKYMEHTOOOOPOTY U apXUBHOMY neny| [DnexTponHsblid pecypc]| / «Tepmukay -
Dnektpon, maH. - M., [200-]. — Pexum goctyma: http://www.termika.ru/Catalog/catalog.html,
CBOOOJHBIN. — 3ari. ¢ 3KpaHa.

3. Docflow. Bce o0 wmwupe 53IeKTpOHHOTO JAOKyMeHTooOopoTa. [Ilopram mocBsIiieH
3JIEKTPOHHOMY JIOKyMEHTOOOOPOTY M CMEXHBIM OTpacisiM. OH MpH3BaH MPEAOCTABUTH YUTATEISM
camylo MOJIHYI0, CTPYKTYPUPOBAHHYIO U MOJIE3HYI0 HHPOPMAIIUIO O PHIHKE, TEXHOJIOTUSX, PEIICHUSX,
KOMIIQHUAX M JHLax]. [OnekTpoHHBIM pecypc] - DnektpoH, naH.- M., 2002-2004r —
www.docflow.ru, cBob6oaHbIit. — 3ari. ¢ 3kpaHa.

4. DOC-Online. He3aBucumblii TOpTag O CHCTEMaxX »JJIEKTPOHHOTO JOKYMEHTOOOOpPOTA.
www.doc-online.ru

6.3 IIpodeccuoHanbHbie 6a3bl JAHHBIX U HHPOPMALMOHHO-CIIPABOYHbIE CHCTEMBbI
Joctyn k mpodeccruonanbHbIM 0a3am ganubix: https://liber.rsuh.ru/ru/bases

WHpopManoHHbIE CIIPABOYHBIE CUCTEMBI:
1. Koncynbsrant Ilmoc
2. Tapanr

7. MarepuajabHO-TeXHHYECKOe o0ecnedeHne JUCHUNINHBI (MOLYJIs1)

Hns  obecrieueHuss  TUCHUIUIMHBI  UCHONB3YeTCsl  MaTepualbHO-TEXHHYECKas  0aza
00pa30BaTEeNbHOrO YUPEKICHUS: yueOHbIE ayAUTOPUU, OCHAIIEHHBIE KOMIIBIOTEPOM U MPOEKTOPOM
JUTSL IEMOHCTPAIMH YI€OHBIX MaTEPUATIOB.

CocTtaB mporpaMMHOTO 00€CTICUCHHUS

1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security
4. Adobe Master Collection

5. AutoCAD

6. Archicad

7. SPSS Statisctics

8. OC «AnbT ObpazoBaHue

9. Visual Studio

10. Adobe Creative Cloud

[TpodeccnonanbHbIC TOTHOTEKCTOBBIE 0a3bl JaHHBIX:

. HartmonasneHas snextponnas oubimoreka (HOB) www.rusneb.ru
. ELibrary.ru Hayunas snekrponnas 6udamnorexa www.elibrary.ru
. Dnekrponnas oudnroreka Grebennikon.ru www.grebennikon.ru
. Cambridge University Press

. ProQuest Dissertation & Theses Global

. SAGE Journals

. Taylor and Francis

.JSTOR

CONO O WN B


http://www.doc-online.ru/�

WHpopManoHHbIE CIIPABOYHbIE CUCTEMBI:
1. Koncynprant Ilnroc
2. apanTt

8. OobecneuyeHue 00pa3oBaTEJIbHOIO MpoLecca JJisl JUI ¢ OTPAHNYEHHBIMH BO3MOKHOCTIMHU
310POBbS M MHBAJIHM/I0B

B xojae peanu3zanuu AMCHUIUIMHBI HCTIONB3YIOTCS CIAEAYIOUINE TOTOTHUTEIbHbIE
MeTOoAbl OOy4YeHMs, TEKYIIEro KOHTpOJII YCIIEBAEMOCTH U IPOMEXKYTOUYHOH aTTecTanuu
00yyaroluxcs B 3aBUCUMOCTH OT UX MHIUBUIYaJIbHBIX OCOOEHHOCTEH:

® IS CIETBIX U CIA00BUASIIHX:

- JIEKIKUU 0(OPMIISIOTCS B BUJIE 3JIEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C MOMOIIbIO KOMITbIOTEpA
CO CHEeIUATN3UPOBAHHBIM ITPOTrPAMMHBIM 00€CTIeYeHUEM;

- MUCHMEHHBIE 3a/IaHUS BBIOJHIIOTCS Ha KOMIBIOTEPE CO CIELUATM3UPOBAHHBIM MTPOrPAaMMHBIM
o0ecrnieueHrneM, WK MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecrieuynBaeTCs MHIMBUyaTbHOE paBHOMEpPHOE ocBelieHrne He menee 300 ItoKc;

- JUIA BBITIOJIHEHUSI 3aJJaHUs IPH HEOOXOIMMOCTH MPEIOCTABISETCS YBEIMUMBAIOIIEe YCTPOICTBO;
BO3MO’KHO TaK)Xe UCIIOJIb30BaHUE COOCTBEHHBIX YBEIMUMBAIOIINX YCTPOMUCTB;

- MUCbMEHHBIE 3a/1aHUs OPOPMIISIFOTCS] YBETHMUEHHBIM IIPUPTOM;

- 9K3aMeH M 3auéT MPOBOATCA B YCTHOW (hopMe MM BBINOJHSIOTCS B MUCHBMEHHOW (popme Ha
KOMIIBIOTEPE.

® ISl TITYXHX U CIIa0OCTBIIIAIINX

- JeKuuu OQOpPMISIOTCS B BHJE OJCKTPOHHOTO JIOKYMEHTa, JIMOO MpPEeIOCTaBIIsSETCS
3BYKOYCHJIMBAIOIIAs alllaparypa HHANBUAYAIBHOTO MOJI30BaHUS;

- MUCbMEHHBIE 33JJaHNS BHIIOJIHSAIOTCS Ha KOMIIBIOTEPE B MUCHMEHHOM (hopme;

- 9K3aMeH M 3a4€T MPOBOAATCS B MHCbMEHHON (popME Ha KOMIIbIOTEpPE; BO3MOXKHO MPOBEICHHE B
dbopMe TecTHpOBaHUS.

e ISl JIUI] C HAPYLICHUSIMU OMOPHO-/IBUTATENILHOTO arnmapara:

- ek 0pOPMIISIIOTCS B BUJE JIEKTPOHHOTO JOKYMEHTA, JOCTYIHOTO C TIOMOIIbIO KOMITbIOTEpA
CO CMEUHATU3UPOBAHHBIM IPOTPAMMHBIM 00€CTIEUCHHEM;

- MUCbMEHHBIE 3aJ]aHMsl BBIOJHSIOTCS Ha KOMIBIOTEPE CO CHELHATU3UPOBAHHBIM IPOrPAMMHBIM
o0OecrnieucHUEM;

- 9K3aMeH M 3a4€T MPOBOJATCS B YCTHON (opMe WM BBIOJHAIOTCA B NMHUCbMEHHON ¢dopMe Ha
KOMIIBIOTEPE.

[Tpu HeoOXOMMMOCTH MpEeTyCMaTPUBACTCS YBEIHMUEHNE BPEMEHHU IS [TOITOTOBKHU OTBETA.

[Iporenypa npoBeaeHHsI MPOMEXKYTOUHOW aTTECTALMHU JJIs 00YYaIOLINXCsl YCTAaHABIMBACTCS C
y4€TOM MX MHIUBUIYATIbHBIX McUXO(pu3nueckux ocodeHHocteil. [Ipomexyrounas arrectaius MOXKET
MIPOBOAMTHCS B HECKOJBKO ATAIOB.

[Ipu mnpoBeneHuH MpoLEAYpPhl OILECHUBAHHUS PE3YJIbTaTOB OOy4YeHHUS MpelycMaTpUBaeTCs
UCIOJIb30BaHNE TEXHUYECKHX CPEACTB, HEOOXOMUMBIX B CBSA3HM C WHAMBHUIYAIbHBIMA OCOOCHHOCTAMU
oOyyarommxcsi. OTH CpeACTBA MOTYT OBbITh MPEAOCTaBICHbl YHUBEPCUTETOM, WA MOTYT
MCIIOJIb30BaThCsl COOCTBEHHBIE TEXHUUECKUE CPEJICTBA.

[IpoBenenue mpoueaypbl OLEHUBAHUS PE3yIbTaTOB OOYUYEHHS JOIYCKAEeTCsl C HCIOIb30BAHUEM
JIMCTAaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHIA.

ObecneunBaeTcss A0CTYNl K HWHGOPMAIMOHHBIM W OuOmuorpadgudeckum pecypcam B CETH
WuTepHeT 1t Kaxaoro odydaronierocs B opMax, alaiTHPOBAHHBIX K OTPAaHUYCHUSM HUX 37I0POBbS U
BOCHPUATHS HH(OPMALIUU:

® IS CIETBIX U CIAa0OBUASIIHNX:

- B Ie4YaTHON (opMe yBETMUEHHBIM HIPHUPTOM;
- B (hopme 3eKTPOHHOTO IOKYMEHTA;

- B (hopme ayanodaiina.



¢ JUIA ITyXUX U cna6ocn51maumx:

- B eyaTtHou opme;

- B (hopme 3IEKTPOHHOTO TIOKYMEHTA.

e I 00YYaIOMIMXCS C HAPYLUICHUSIMU OIIOPHO-/IBUTaTeNIbHOTO arrapara:
- B Ie4aTtHoH (opme;

- B (hopMe 3IEKTPOHHOTO IOKYMEHTA;

- B popme ayauodaiina.

VY4yeOHble ayIUTOPHM A BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITEIbHON palOOoThl, HaydHas
OMOMMOTEKa W WHBIE TIOMEIIEHUS i1 OOYyYEeHHS OCHAICHBI CHEIUaIbHBIM OO0OpYJAOBaHHEM U
yLI€6HBIMI/I MCCTaMU C TCXHUYCCKUMU CPCACTBAMUA 06y‘IeHI/I5IZ

e JUIS CIENBIX U CIa00BUIAIIMX:

- YCTPOMCTBOM Jisl CKaHUpoBaHusl ¥ ureHus ¢ kamepoit SARA CE;

- nuciieeM bpaiinsa PAC Mate 20;

- mpuHTepoM bpaitnsg EmBraille ViewPlus;

® JUIA I'IYXHUX U cna6ocn51maumx:
- aBTOMaTU3MPOBAaHHBIM pab0odrM MECTOM ISl JIIOJIeH ¢ HApyILICHHEM CIIyXa U cIa0O0CITbIIIAITHX;
- aKyCTHYECKHUI YCHIIUTENb U KOJIOHKH;
e s 00yYaroIUXcs ¢ HAPYIICHUSIMU ONIOPHO-/IBUTATEIBHOTO arlapara:
- IEPEIBUKHBIMU, PETYJIUPYEMBIMHU 3proHoMHueckuMu napramu CU-1;
- KOMITBIOTEPHOM TEXHUKOW CO ClieluaibHbIM IPOrpaMMHBIM 00€CIIEYEHUEM.

9. Metoauyeckue MaTepUAJIbI

9.1 IlnaHbl ceMHHAPOB

Tema 2. 3akoHonaTe/IbHAsi 1 HOPMATHBHO-MeTOAMYecKasd 0a3a pa3padoTKH JIOKAJIbHBIX
HOPMAaTHBHBIX aKTOB B 00Jiactu JJOY

Tema cemuHapckoro 3aHsaTus 1. 3akoHonaTenbHass M HOPMAaTUBHO-METOAMYECKas Oasza
pa3pabOTKH JOKAIBHBIX HOPMAaTUBHBIX aKTOB (4 yaca)

[Inan:

1. 3akoHOMaTeNBEHBIE 1 HOPMATUBHO-TIPABOBHIE akThl Poccuiickoit deneparuu, peryimpyronme
Bonpockl IOV (2 gaca)

1. Metoauueckue TpeOoBaHuUs K pa3pabOTKe BHYTPEHHUX HOPMATUBHBIX aKTOB YUPEKIACHUN U
opranm3anuii (2 gaca).

Hcrouynukn:

@enepanbublii 3akoH oT 27.07.2006 Ne 149-®@3 «O6 wunpopmanmu, HHPOPMALUOHHBIX
TEXHOJIOTHX | 0 3amuTe nHpopmaruny// C3 PD. 2006. Ne 31 (u. 1). Cr. 3448.

Oenepanbubiii 3akoH oT 06.04.2011 N 63-®3 "O6 snextponHoit mnoxnucu"// C3 PO",
11.04.2011, Ne 15, Cr. 2036.

O®enepanbHblii 3akoH oT 22.10.2004 Ne 125-®@3 «O06 apxuBHOM jene B Poccuiickoii
Oenepaunny// C3 PO. 2004. Ne 43. Ct. 4169; 2010. Ne 31. C1.4196.

[Tpuxa3 PocapxuBa ot 11.04.2018 Ne 44 "OO6 yrBepxnenuu IlpumepHONH HHCTPYKLUHU II0
JIEJIOTIPOU3BOJICTBY FOCYAApPCTBEHHOM OpraHu3anuu’.

[Ipuxa3 PocapxuBa ot 22.05.2019 Ne 71 "OO6 yrBepkaenun I[IpaBui 1enonpou3BOJCTBA B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIpaBJIeHUs "

ITpuxa3 PocapxuBa ot 15.06.2020 Ne 69 "OO yrBepxkiaeHuu THUMOBBIX (YHKIMOHAIBHBIX
TpeOOBaHUI K CHCTEMaM 3JIEKTPOHHOI'O JOKYMEHTOOOOpOTa M CHCTEMaM XpPaHEHHs AIIEKTPOHHBIX

JIOKYMEHTOB B apXMBaX roCy1apCTBEHHBIX OPraHoB".



Metonudyeckue peKoOMEHAAUd M0 pa3paboTKe WHCTPYKIMI 1O JIEJIONPOU3BOJICTBY B
rOCy/IapCTBEHHBIX OpraHax, OopraHax MECTHOrO camoympaBiieHus (yTB. mpukazoM PocapxuBa oT
25.12.2020 Ne 199).

I'OCT P UCO 15489-1-2019. Cucrema crangaptoB mo uHbOpmaIuu, OHOIHOTEYHOMY H
usnarenbckomy aeny. Madopmanus u fokymeHTanus. YnpapieHue qokymeHtamu. Yacts 1. [onstus
u npuHIUmel. — M.: Ctangaptuadopm, 2019.

Jlumepamypa:

1. Jlapyn Muxaun BacunseBnu. HMHpopManmonHoe oOecriedyeHrue yOpaBJCHHUS: ydeOHOe
nocobue / M. B. Jlapun; [M-Bo oOpa3zoBanus u Hayku Poc. @enepanuu, Denep. roc. OIOIKETHOE
oOpasoBar. ydpexaeHue BhIicil. oOpa3oBanus "Poc. roc. rymanutapubii yH-T"]. - MockBa: PITYVY,
2018. - 278 c.

2. JlokyMeHTaIlMOHHOE O0OecIeueHue yIpaBieHus (IeTONPOU3BOACTBO): yuyeOHOEe Tocodue /
T.A. BeixoBa, T.B. Ky3uernona, JI.B. Cankuna; nox oom. pea. T.B. Ky3nenosoii. — 2-e uzj., nepepao.
u pon. — MockBa: UHOPA-M, 2020. — 304 c. + Jlon. maTepuansl [DIeKTpOHHBIN pecypc]. —
(Cpennee  mpodeccHoHaabHOE  OOpa3oBaHUE). - Tekcr: AIIEKTPOHHBIH. - URL.:
http://znanium.com/catalog/product/1070624

Tema 3. (Oco0eHHOCTH COBPEMEHHOr0 HOPMaTHUBHOro peryauposanusa JJOY B
OpPraHu3anusxX

Tema cemunapckoro 3anaTust 2. OCOOEHHOCTH COBPEMEHHOTO HOPMATHBHOTO PETYIUPOBAHMS
JIOV B opranuzanusx (6 dac.)

[1nan:

1. HopmaTuBHOe perynupoBanue u MeToaudeckoe obecneuenne IOV B opranuzanusx.

2. Bomipocsl, TpeOytoime HOpMaTUBHOTO peryaupoBanus npu BHeapenun CO/I.

Hcrounuku:

[Ipuka3 PocapxuBa ot 11.04.2018 Ne 44 "OO6 yrBepknenuu I[IpuMepHON WHCTPYKIIMU TIO
JIEJIONPOU3BOJICTBY IT'OCYIapCTBEHHON OpraHU3auu’.

[Ipuka3 PocapxuBa ot 22.05.2019 Ne 71 "OO6 yrBepxknenun [IpaBun nemonpou3BOACTBA B
rocyJapCTBEHHBIX OpraHax, opraHax MECTHOI'O CAaMOYIPaBJICHUS".

[Ipuka3 PocapxuBa ot 11.04.2018 Ne 43 "OO6 yrBepkaenuu I[IpumepHOTO mMONOXKEHUS OO0
9KCIIEPTHON KOMHUCCHM OpraHu3auun’.

[Ipuka3z denepanpbHOoro apxuBHOro areHTcTBa OT 15.06.2020 Ne 69 "OO yTBepkaCHUH
TunoBeIx (GyHKIMOHATBHBIX TPEOOBAHHUH K CHCTEMaM 3JEKTPOHHOTO JOKYMEHTO000pOTa M CHCTEMaM
XpaHEHUs JIEKTPOHHBIX JJOKYMEHTOB B apXHBaX roCy/1apCTBEHHBIX OPraHoB".

Metoauueckie pPEKOMEHAAMM MO pPa3paboTKe WHCTPYKIHMHA 1O JEIONPOU3BOJICTBY B
roCy/IapCTBEHHBIX OpraHax, OopraHaXx MECTHOrO camoympaBiieHus (yTB. mpukazoM PocapxuBa oT
25.12.2020 Ne 199).

Jlureparypa:

1. Jlapua Muxaun BacunbeBnu. MH(opmanmonHoe obecrnieueHre yrpaBieHUs: yudeOHoe
nocobue / M. B. Jlapun; [M-Bo oOpa3zoBanus u Hayku Poc. @enepanuu, Denep. roc. OIOIKETHOE
oOpasoBar. y4pexaeHue BhIicil. oOpa3oBanus "Poc. roc. rymanutapubii yH-T"]. - MockBa: PITYVY,
2018. - 278 c.

2. JlokyMeHTaImoHHOE 00ecredeHue ypaBlIeHHs (IeTONPOU3BOACTBO): YIeOHOE mocooue
/ T.A. BbeixoBa, T.B. Ky3nenona, JI.B. Cankuna; mox o6m. pexn. T.B. Ky3uenosoit. — 2-¢ u3j.,
nepepad. u mon. — Mocksa: UHOPA-M, 2020. — 304 c. + Jlon. maTepuabl [ DIeKTpOHHBIN pecypc].
— (Cpemnee mupodeccuonaabHoe  oOpa3oBanue). -  TekcT: amekTpoHHbii. -  URL:
http://znanium.com/catalog/product/1070624

Tema 4. TpeOoBaHusi K HOPMATHBHBIM AaKTaM CHCTEMbl YNpAaBJIeHUSI JOKYMEHTAMH
OpPraHM3aNuu


http://znanium.com/catalog/product/1070624�
http://znanium.com/catalog/product/1070624�

Tema cemmuHapckoro 3aHsaTus 3. TpeOoBaHUS K HOPMATHUBHBIM aKTaM CHCTEMBI YIIPaBJICHUS
JOKyMEHTaMU opraHu3aruii (6 gac.)

[Lnan:

1. CocraB JOKaJbHBIX HOPMATUBHBIX aKTOB, PETYJIUPYIOLIUX CHCTEMY YIIpaBJICHUS
JOKYMEHTaMH OpTaHU3aINH

2. CoBpeMeHHBIE TpeOOBaHUs K COCTaBy MH(OPMALIUU JIOKAJIbHBIX aKTOB CUCTEMY YITPaBJICHUS
JOKYMEHTaMH OpTaHU3aINH

Hcrouynukn:

IIpuxa3 PocapxuBa ot 11.04.2018 Ne 44 "OO6 yrBepxnenuu IlpumepHONH HHCTPYKLUHU II0
JIEJIOTIPOU3BOJICTBY FTOCYAAPCTBEHHOM OpraHu3anuu'.

[Ipuxa3 PocapxuBa ot 22.05.2019 Ne 71 "OO6 yrBepkaenuu I[IpaBuii 1enonpous3BOJCTBA B
roCy/IapCTBEHHBIX OpraHax, opraHax MECTHOTO caMOYITpaBJIeHUs".

ITpuxa3 PocapxuBa ot 15.06.2020 Ne 69 "OO yrBepxkiaeHuu THIOBBIX (YHKIHMOHAIBHBIX
TpeOOBaHUN K CHUCTEMaM 3JIEKTPOHHOTO TOKYMEHTOOOOpOTa W CUCTEMaM XPAHEHHUS 3JIEKTPOHHBIX
JIOKYMEHTOB B apXMBaX roCy1apCTBEHHBIX OPraHOB".

Metoauueckie peKOMEHAAlUWd 10 pa3pabOTKe MHCTPYKIHMM 10 J1eJIONPOU3BOJICTBY B
TOCY/IapCTBEHHBIX OpraHax, OopraHaXx MECTHOrO camoympaBieHus (yTB. MpuKazoM PocapxuBa OT
25.12.2020 Ne 199).

I'OCT P 7.0.97-2016. Cucrema crangapToB 1o uHpoOpManuu, OUOIMOTEUHOMY U
u3narenbckomy  Aeny. OpraHu3allmOHHO-pAacHopsIuTeNbHAs  JOKyMeHTauus. TpeOoBaHus K
oopmienuto nokymeHToB. — M.: Cranmaptundopm, 2017.

I'OCT P UCO 15489-1-2019. Cucrema crangaptoB mo uHbOpmaiuu, OHOIHOTEYHOMY H
usnarenbckomy aeny. Mudopmanus u fokymeHTamus. YnpapieHue qokymeHtamu. Yacts 1. [onstus
u npuHIUmel. — M.: Ctangaptuadopm, 2019.

JIureparypa:

1. Jlapun Muxann BacuibeBnu. MHpOopManmonHoe obecriedyeHue yrpaBieHUs: ydeOHOe
nocobue / M. B. Jlapun; [M-Bo oOpa3zoBanus u Hayku Poc. @enepanuu, Denep. roc. OHOIKETHOE
oOpasoBar. ydpexaeHue BbIicil. oOpa3oBanus "Poc. roc. rymanutapubiii yH-T"]. - MockBa: PITYVY,
2018. -278 c.

2. JlokyMeHTaImoHHOE 00ecredeHue ypaBJIeHHs (IeTOMPOU3BOACTBO): YIeOHOE mocooue
/ T.A. beixoBa, T.B. Ky3nenona, JI.B. Cankuna; mox o6m. pexn. T.B. Ky3uemnosoit. — 2-¢ u3j.,
nepepad. u mon. — Mocksa: UHOPA-M, 2020. — 304 c. + Jlon. maTepuabl [ DNeKTpOHHBIN pecypc].
— (Cpennee mpodeccuoHanbHOe  oOpa3oBaHue). -  Tekcr: anmekrponHeldi. -  URL:
http://znanium.com/catalog/product/1070624

9.2 Mertoanueckne peKOMEHIAIMH N0 MOAT0TOBKE MUCbMEHHBIX padoT

Bua camocrosiTensHOM paboThI: TOATOTOBKA pedepara.

[TonroroBka pedepara mNO3BOJISAET 3aKPENHUTh TEOPETUUYECKHWE 3HAHMA MO JAMCLUIUIMHE,
MPUOOPECTH HABBIKM CAMOCTOSTEIBHOIO YIITYOJIEHHOTO M3y4eHUs OJTHOTO U3 pasnienoB Kypca. [lpu
MOATOTOBKE pedepaTa CTYNEHTH MONYy4YalOT HABBIKM M yMEHHE paboTaTh ¢ HUCTOYHUKAMHU H
JUTEPaTypoi, aHANU3UPOBaTh (AKThl U JaHHBIE CHEIHATBLHON JTUTEpaTyphl, U3JaraTb MPOYUTAHHOE
COBPEMEHHBIM TPOPECCHOHATIBHBIM SI3BIKOM.

Pedepar momken ObITH OQoOpMIIEH B COOTBETCTBUM C TPEOOBAHUSMHU, MPEABIBISIEMBIMH K
MOJITOTOBKE U O(hOPMIICHHIO HAYYHBIX Pa0OT.

Pedepar Bxnrouaer:

- TUTYJIbHBIN JIUCT;

- OTJIaBJICHHUE;

- BBEJICHHE;

- OCHOBHYIO 4acCTh (TEMaTUYECKUE Pa3/Ieibl);

- 3aKJIIOYCHUE;

- CIIUCOK UCHOJIb30BaHHBIX UCTOYHUKOB U JTUTEPATYPHI.


http://znanium.com/catalog/product/1070624�

O6wem pedepata - 15-20 crpanun Tekcra (mpu Habope depe3 1,5 umHTEepBasa M pasmepe
mpudta 13-14). Pedepar numercs Ha OJHOW CTOPOHE CTaHAApTHOrO Jmcrta Oymaru (opmara A4
(210x197 mm).

Crpanunbl pedepara HymepyroTcs apaOckumu IudpaMyd Ha BEpPXHEM II0J€ JMcTa, 0e3
KaBbIUeK, 1e(pUCOB U JAPYrUX 3HAKOB MpenuHaHus. TUTYIbHBIN JUCT U OTJIaBICHUE HE HYMEPYIOT, HO
BKJIIOYAIOT B 001IMi 00beM pedepara.

HayuHo-cripaBouHbIi amnmapar pedepaTa BKJIIOYAET CIHCOK HCTOYHHUKOB W JIMTEPATYpHl U
MOJCTPOYHbIE CHOCKU. [loACTpOUHbIE CHOCKHM MCHOB3YIOTCS BO BCEX CIIy4asiX [IUTUPOBAHMS B TEKCTE
pedepara npaBOBBIX aKTOB, JOKYMEHTOB, NPOU3BEICHHUI aBTOPOB MOHOTrpaduii, ctaref, y4eOHUKOB,
y4eOHBIX TTOCOOMH, a TaK)Ke NMPU MIUTUPOBAHUHN CTAHJAPTHBIX ONPE/ICTICHUH TEPMUHOB U MTOHATUI. Bee
npuBoauMbie B pedepare ¢akThl, HUQPHI, AaThl, KOHKPETHBIC JAHHBIC TAKXKE JOJDKHBI OBITh
MOATBEPKIEHBI MOACTPOYHBIMUA CHOCKAMH.

CHOCKM HYMEpPYIOT B TIpelenax OJHOW CTpaHUIbl apaObCKUMu LU(ppaMu, TEKCT CHOCKU
pa3MenaroT Mo/ MOCJIEIHEN CTPOKOM TEKCTa.



IIpunoxenne 1. AHHOTAITHSA
paboueil mporpaMMBbl JUCIUITIHHEL

AHHOTAIUA TUCHUIIMHBI (MOLYJIs1)

JducnunimmHa «PernameHTanus ynpaBjieHUs AJIEKTPOHHBIMA JOKYMEHTAMHU B OpraHU3aIUIX)
peanusyercs Ha (haKyIbTETe apXHBOBEICHHUS U JOKYMEHTOBEACHUS Kadeapoil aBTOMATU3UPOBAHHBIX
CUCTEM JOKYMEHTAITMOHHOTO OOSCIICYCHHS yIIPABIICHHUS.

Heap aucoumiInHbl (MOAYJisi): oOecrednTh HEOOXOMUMBIM H JOCTAaTOYHBIA YpOBEHBb
TEOPETUYECKUX 3HAHUN M HABBIKOB UX MPUMEHEHUS B PEIICHUU MPAKTHUYECKUX 3a]lad perjaMeHTaluu
yIpaBJIeHUS AJIEKTPOHHBIMU JOKYMEHTAMU B OpraHU3aIUsX.

OcBoeHre MUCHMIUIMHBI HAINPaBJIE€HO Ha MPUOOpETEeHHE 3HAHWKW O HEOOXOJUMOM COCTaBE U
0COOCHHOCTSIX JIOKAIbHBIX HOPMATHUBHBIX aKTOB, PETYIUPYIONINX Oopranusaiuio u texuonoruio JJOY B
YCIOBUSIX Hcnoyib3oBaHust CO/I.

3agauM IUCHUILIAHBI:

- IOKa3aTh 3HAYEHHUE U MECTO JIOKAIbHBIX HOPMATUBHBIX aKTOB B OPraHU3AIINY;

- U3y4uTh TpeOOBaHWSA K JIOKAIbHBIM HOPMATUBHBIM aKTaM B YCJIOBHSIX MPUMEHEHUS
AJICKTPOHHBIX JOKYMEHTOB U OPTaHU3aIUHU AJIEKTPOHHOTO JOKYMEHTOO0O0POTA;

- Hay4uTh BIIAJICHUIO METOIUKON pa3pabOTKH JIOKAJIbHBIX HOPMATHUBHBIX aKTOB B 00JIACTH

JIOY.

JlucrurirHa HampaBiieHa Ha (GOPMHUPOBAHHE CIETYIONINX KOMIETECHIIN:

I1K-1 - Brageer HaBbIKAMM pa3pabOTKH M BHEAPEHMS JIOKAIBHBIX HOPMATHUBHBIX aKTOB IO
JTOKYMEHTAI[MOHHOMY OOECIICUCHHIO YIPABICHHUS B OpPraHU3AlMAX Pa3IMYHBIX OPraHU3AIMOHHO-
npaBoBBIX (GopM U (GOpM COOCTBEHHOCTH, TOCYAAPCTBEHHBIX OpraHax M OpraHax MECTHOTO
CaMOYTIPaBIICHHUS.

I[IK-3 - cnocobeH OCyIIECTBIATh JOKYMEHTAllMOHHOE OOeCIedeHue MAesTeIbHOCTU
OpraHM3alii pa3audHbIX (OpPM COOCTBEHHOCTH, TOCYJAPCTBEHHBIX OPraHOB W OPraHOB MECTHOTO
caMOympaBlIeHUS

B pesynbrate 0cBOCHUS TUCIUTIIMHBI 00 yJaIONTUICS JTOJDKEH:

Buame:

CTPYKTYpPY TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIIPaBJICHUS, OpraHU3aluil
pa3nuyHbIX (HOpPM COOCTBEHHOCTH, HOPMATHBHO-TIPABOBBIE aKThl B c(epe TOKYMEHTALMOHHOTO
oOecrieueHrs ynpaBicHUs,

IpaBujIa pa3padOTKU JTOKAIBHBIX HOPMAaTUBHBIX aKTOB, UX CTPYKTYPY M COJEpKaHHE;

MOPSAOK BBEACHUS B JEUCTBHE JIOKAJBHBIX HOPMATHBHBIX aKTOB IO JOKYMEHTAIIHOHHOMY
00ECTIeYEeHNIO YIPABICHUS B TOCYJApCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpaBlICHHUS U
OpraHU3aNMAX Pa3IMYHbIX OPTaHU3aIMOHHO-TIPABOBLIX (PopM U (OpM COOCTBEHHOCTH;

KJIACCU(PUKAIIMIO U BUIOBOM COCTaB Pa3IMYHBIX CHCTEM JOKYMEHTAIINH;

HOpPMaTUBHbIE TpeOOBaHHSA K JIOKYMEHTAIMOHHOMY OOECIEUEHHI0 JEeATENbHOCTH OpraHU3alHii
pa3nuyHbIX (HOpPM COOCTBEHHOCTH, FOCYJAPCTBEHHBIX OPraHax U OpraHax MECTHOT'O CaMOYIIpaBJICHUS,
0COOEHHOCTH paboThI ¢ Pa3IMYHBIMU CUCTEMA JIOKYMEHTALIUH;

Ymemy:

aHAJIM3UPOBAThH IMPABOBBIE aKThl B cepe JTOKYMEHTALIMOHHOTO OOECHEeYeHHUs YIpPABICHUS U
BBIABJIISAATH BHI[OBOﬁ COCTaB 06}I3aTe.HBHBIX JIOKAJIbHBIX HOPMATHUBHBIX AKTOB,

pa3pabarbIBaTh JIOKaJIbHbIE HOPMATUBHBIE aKThl B cepe HOKYMEHTAIIMIOHHOTO OOecredeHus
YIIPaBJICHUS B COOTBETCTBUU C ACUCTBYIOLIUMU IIPABOBBIMU aKT;

BHEJPATH JIOKAJIbHbIE HOPMAaTUBHBIEC AKTHI,

IPUMEHSTH TEOPETUYECKHE 3HAHUS MPH paboTe ¢ pa3IMYHbIMU CUCTEMAaMU JOKYMEHTAIINH;



NPUMEHSITh 3HAHHE HOPMATHBHO-TIPABOBOM 0a3bl MPH OCYMIECTBICHHH JTOKYMEHTAIIMOHHOTO
obecrieyeHnss AEATEIbHOCTH OPTraHU3aIMii Pa3IuYHbIX (OPM COOCTBEHHOCTH, TOCYAapPCTBEHHBIX
opraHax U opraHax MECTHOTO CaMOYIIPaBJICHUS,

paboTath C pa3IMYHBIMU CHCTEMaMH TOKyMEHTAIIHH,

Braoems:

HaBBIKAMH TMPUMEHEHHUS OOIIEroCcy1apCTBEHHBIX HOPM B cdepe JTOKyMEHTAIIMOHHOIO
o0ecrieyeHus yIpaBlIeHUs MPHU pa3pabOTKe JTOKaTbHBIX HOPMATHBHBIX aKTOB,;

HaABBIKAMH IOJITOTOBKH IPOEKTOB JIOKAJIbHBIX HOPMATHBHBIX aKTOB, HMX COTJIACOBAHUS U
YTBEPIKICHHUSI;

HaBBIKAMH TIEPEPaAOOTKU M aKTyaaH3al[iH JOKaIbHBIX HOPMATHBHBIX aKTOB,;

HABBIKAMHU HCIIOJIb30BAHHUS PA3JIUYHBIX BHOB JOKYMEHTOB W CHUCTEM JOKYMEHTAIMH JIJIs
obecrieyeHnss EATEIbHOCTH OPTaHU3aIMii Pa3sIuYHBIX (OPM COOCTBEHHOCTH, TOCYAapPCTBEHHBIX
OpPraHOB U OPTaHOB MECTHOTO CAMOYITPABIICHHSI;

HaBBIKAMH BBISABJICHHS COCTaBa JOKYMEHTOB, 00€CIIEUHBAIONINX PA3IUYHBIE TIPOIIECCHI;

HABBIKAMH COBEPIICHCTBOBAHUIO PAbOTHI C JOKYMEHTaMH, OOCCIICUUBAIOIIMMHU pa3TMIHbIC
MIPOIIECCHI.

[To mucturnmuHe (M0O0y110) MPETYyCMOTPEHA TPOMEKYTOUHAs aTTecTanus B hopme 3auvema (c
OYEHKOL).

061_[[2151 TPYAOCMKOCTb OCBOCHUS JUCHHUIIIMHBI COCTABJIACT 3 3ayeTHEIE CIUHHUIBI.
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