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1. IlepeyeHb MJIAHMPYEMBbIX Pe3yJIbTATOB 00yUYeHHS N0 JMCUHUIINHE, COOTHECEHHBIX €
IJIAHUPYEMBbIMHU Pe3yJIbTATAMH OCBOEHHS MPOrPaMMbl

1.1. ducuunnuna b1.B.11 «Ob6ecnedyenue 6e30macHOrO JOKYMEHTOOOOPOTa B OpraHU3aLUN»
o0ecrnieurBaeT OBIAJICHUE CIEAYIOIUMH KOMIIETEHIIUAMU:

Kon HaumeHnoBaHue Kon KoMmmoHenTa | HamMeHnoBanne KOMIOHEHTaA

KOMIIETEHIIMY | KOMIIETEHIINHU KOMIIETEHIIUNA KOMIIETEHIIUN

I1Kc-2 CrniocoOHOCTB [TKc-2.1 Cnocoben OTpa)kaTh
OCYIIECTBJIATh YIIPaBJIEHYECKYIO,
,ZIOKyMeHTaHI/IOHHOG HpOH3BOJICTBeHHyIO nu I/IHy}O
obecrieueHne JEATEIbHOCTh MPEANPUATHS B
yIpaBJIEHYECKOM COOTBETCTBYIOIIHMX JOKYMEHTaX
IEATENbHOCTH

1.2. B pe3ynbraTe 0OCBOEHHS IUCHUIUIMHBI Y CTYJI€HTOB JOJIKHBI OBITH COPMUPOBAHBI:

OTD/TD Kon Pe3ynbTarel 00yueHus
(npu Hanuwuu npoghcmandapma)/ | KOMITIOHEHTA
TPYJOBBIC WK MPO(ECCUOHANBHBIC | KOMITETCHIIN

JCUCTBHS u
Opranusanus u obecniedenue BeneHusal1Kce-2.1 Ha ypoBHe 3HaHuii:
OM3HEC-TIPOLIECCOB  NPEATPHSATHS  C - OCHOBHbIE NMPO(ECCUOHAIbHBIE TEPMUHBI
[TOMOIIBIO besonacuoro U ompeieleHus  Opu  pabore ¢
iLOKyMGHTOOﬁOpOTa. ) BHyTpeHHer(o JIOKYMEHTAMI,
JIOBOTO, KaJpPOBOT0), BHEIIHET
AICTIOBOTO, KAIPOBOTO), BHEIIHETO (C - 3aKOHOJATeNbHbIE aKThl U HOPMATHBHO-
KOHTpar€cHTaMu, ¢ rocyJapCTBCHHbBIMU
METOINYECKUE JNOKYMEHTBI,

OopraHaMu
P ) PEriIaMCHTHUPYIOIUC ACIOIIPOU3BOACTBO,

- OCHOBHbIE TpeOOBaHMSA K OpraHu3aluu
JOKyMEHTO000pOTa B OpraHu3aIH;
- 3Ha4YeHHe, 3a7a4u U (GOPMbI PETUCTPALIUU

JOKYMEHTOB u OpraHu3aIuu
MH(OPMaLlMOHHO-CIIPABOYHON  paboThl ¢
JNOKYMEHTaMH;

- TpaBWiIa XpaHEHUS JOKYMCHTOB B
JICNIONPON3BOACTBE M TIOJATOTOBKHM HUX K
c/1aye B apXUB.

- 3HaTh  COJEpP)KaHHWE  HOPMATHBHO-
MIPABOBBIX AKTOB 3JIEKTPOHHOM TIOJITUCH,
ANIEKTPOHHBIX JOKYMEHTOB, OPUAMYECKU
3HAYNMOT'O JIOKyMEHTO000pOTa, B
objlacTM, apxXMBHOTO Ieja;

- 3HATh CpPEACTBA M CIIOCOOBI 3aIIUTHI
JOKYMEHTOB u  uHpOpMAIMH  TIpHU
OCYIIECTBICHUHN OyMa>KHOTO n
AJIEKTPOHHOTO JOKYMEHTO000pOTa

- 3HaTh HETAaTUBHBIC TMIOCIEACTBUS TIPH
OTCYTCTBHHM  oOOecriedeHuss 0e30IacHOro

JIOKyMEHTO000pOTA;
- UMETh TpeJCTaBlIeHne 00 O0COOEHHOCTSIX
IPaBOBOTO craryca ANIEKTPOHHBIX

JIOKYMEHTOB,




- WMETh TpEICTaBIeHHEe O crernuduke
JOKYMEHT0000pOTa (bymaskHoTO,
AJIEKTPOHHOTO);

Ha ypoBHe ymMeHnii:

- YMeTh aHAJIUTHYECKH OCMBICIUBATh OW3HEC-
MIPOIIECCHl TIPEANIPUSATHS U TPEOOBAHHUS K WX
JIOKYMEHTHUPOBAHUIO;

- yMeTh JaBaThb OIEHKY IOCIEICTBUSIM
HecoOroIeHus TpeOOBaHUi 0€30ITaCHOCTH TIPH
OpraHu3alid ¥ BEJCHUH TOKYMEHT0000poTa
Ha NPEAIPUATHY;

- YMeTh BEIOHpATh Oe301MmacHbIe CIIOCOOBI
BEIICHUS JOKYMEHTO000POTa;.

- YMETb BBIOPATh ONTHMAJIBHYIO TEXHOJIOTHIO
paboThl 1 obecnieueHns: 6€30IMacHOCTH PadOTHI
C pa3jiIndYHbIMHU BUJAMU JOKYMCHTOB

Ha ypoBHe HaBBIKOB:

- UMCTb HABBIKHU COCTABJICHUS TOPUIUYCCKHU
3HAYUMBIX 3JICKTPOHHBIX JOKYMCHTOB |

- nUMEET HaBBIKH BCACHUA 0€e30I1acHOr0
JOKYMEHT0000pOTa Ha TPEANIPUATHH

2. O0BbeM n MecTO AMCHMILIMHBI B cTpyKType OII BO

061_1_[&51 pr,[[OéMKOCTB JAUCHUIINIMHBI COCTABJIACT 2 3a4€THBIC CANHUIBI NI 72 aAKaACMHUYCCKUX
gaca. I[I/ICHI/IHJII/IHB. peaimn3yeTrca C NPUMCHCHUCM OUCTAHIHOHHBIX 06pa3OBaTe.HI>HBIX

texHosoruit (nanee - JJ0T)

st ounoii popmbi:

Buj pa6orsl TpyroeMkocTh
B aKajl. yacax
ayn./ 10T
O01masi Tpy10eMKOCTh 72/12
KonTakTHas padota c nmpenogasartejieM 36/12
Jlexuuu 18/6
[IpakTHueckue 3aHsTHS 18/6
JlaGopaTopHbIC 3aHATHS
CamocTosiTesqbHasi padoTa 36
Koncynbranus
KonTponb
@OpMBI TEKYIIETO KOHTPOJISA YCTHBIN OITPOC, TECT,
CUTYalLlMOHHAs 33/1a4a
@DopMa NPOMEKYTOUYHON ATTECTANUMN 3a4eT
Juist 3a04Ho0M popMBI:
Bua padorsi TpynoemkocTs
B aKaj. yacax
ayn./ 10T
OO0masi TPy10€eMKOCTh 72/0
KonrakTHas pa6oTa ¢ npenogaBartejemM 8/0
Jlexuun 4/0




[TpakTHyeckue 3aHsTUS 4/0

JlaGopaTopHbIe 3aHITHS

CamocTrosiTesbHasi padoTa 60

KoHncynbranus

KonTtpomab 4

@OpMBI TEKYIIETO KOHTPOJISA YCTHBIH OIIPOC, TECT,
CUTYalLlMOHHAs 3a/1a4a

dopMa NPOMEKYTOYHON ATTECTALUM 3auét

Mecto qucuuminnsl B ctpykrype OII BO

Juctummuaa B1.B.11 «Obecneuenne 6e30macHOr0 TOKyMEHTOO00pOTa B OpTaHH3AIIHI))
OTHOCHUTCS K BapUAaTUBHOW 4YacTH Y4YeOHOTO TIUIaHA TIOATOTOBKH CIEIUAIUCTOB IO
cnenupanbHocTH  38.05.01 «DkoHOMHMYeckass Oe3omacHOCThY. CrnenuanbHbie TpeOOBaHHSA K
BXOJIHBIM 3HAHUSIM, YMCHHSM U KOMIIETCHIIUSIM CTYJICHTA HE TPETyCMaTPUBAKOTCS.

YcBoeHue Kypca TpeAroyiaraeT WCIOJIb30BAHWE W WHTETPAIMI0 3HAHUN W HaBBIKOB,
IMMOJIYUYCHHBIX CTYACHTAaM B XOA€ U3YUCHUA 0OIBIIMHCTBA JUCIUIIIINH.

d)opMa HpOMeHCYTOqHOﬁ aTTeCTalu B COOTBETCTBUHU C y‘{e6HLIM IIJIaHOM — 3a4€T .

Joctyn K cucrteMe IUCTAaHLIMOHHBIX 00pa3oBaTEeNbHBIX TEXHOJOTHH OCYIIECTBISETCS
KOKIBIM  OOy4YarolmMMCsl  CaMOCTOATENbHO C  JIO0Oro  yCcTpoiicTBa HA  MOpTaje:
http://lms.ranepa.ru. Ilapons u JOTHH K JHYHOMY KaOMHETY/MPOGUII0 TMPEaoCTaBIseTCs
CTYJICHTY B JIeKaHaTe.

3. CopepxaHue H CTPYKTYPa AUCHHUIIMHBI
3.1 CrpyKTypa AMCHHMIIMHBI

Ounasn ¢hopma odyuenusn

O0bem aucuuNJIMHbI (MOAYJIA), Yac. ®opma
KonTakTHasi padora TeKYLIero
YJAOIIMXCHA KOHTPOJIS
Haumenonanue n er[oOﬁgBaTngIII:EM 1c10 fm aMm CHeBal:!MOCT
Ne i/ TeM H/WIN penoa v A y N
Bcero YY4eOHBIX 3aHATHH Ccp n-,
pasaeJioB
MPOMEKYTOY
JVIOT | JIPVIOT | I3\IOT | KCP HOM
aTTecTaluu
OO011e MOI0KEHUS
o
Tema 1 8\0 2\0 2\2 4 VO, C3
JIOKyMEHTOO0O0pOTE,
ero BUIaxX
Tema 2 | OcHOBHEBIE 12 4\2 40 6 C3, T
MTOJIOKEHUS 00
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Ne i/t

HaunmeHoBaHue
TeM U/ W
pasaeJioB

O0beM TMCUMILUTHHBI (MOYJIsT), Yac.

Bcero

KonrakTHas padora
o0y4yarommxcs ¢

npemnoaaBarTe/jieM 1o Buaam

y4eOHBbIX 3aHATHI

J\IOT

JIPJIOT [ m3JIOT

KCP

Cp

®opma
TeKyLlero
KOHTPOJIsAA
ycneBaeMocT
u*,
NDOMEKVTOY

3JIEKTPOHHOU
IIOAIINCHU n cC
UCIIOJb30BAaHUU B
AIIEKTPOHHOM
JIOKYMEHTO000pOTE

Tema 3

dopmarsl
3JIEKTPOHHBIX
JIOKYMEHTOB

2\0

2\2

C3

Tema 4

IOpunnyaeckn
3HAYUMBIN
3IIEKTPOHHBIX
JIOKYMEHTO000POT

10

2\2

2\0

YO

Tema 5

OrtpacieBsie pemeHus
1o peanu3anuu
3JIEKTPOHHOTO
JIOKyMEHT0000poTa.

10

2\2

2\0

YO, T

Tema 6

XpaHeHue u
apXMBHOE XpaHEHHE
JIOKYMEHTOB
(OymaxxHBIX u
3JIEKTPOHHBIX )
IOPUINYECKUX JIUI U
VHIUBUAYAJIBHBIX
IIPEANPUHUMATEIICH.
I'ocynapcTBeHHas
UH(POpPMALIMOHHAS
cucreMa
“Ilnatdopma”
entp XpaHEHHUs
AIIEKTPOHHBIX
JIOKYMEHTOB.

2\0

2\2

C3

Tema 7

Ob6ecnieuenue
0€e30I1aCHOr 0
JIOKYMEHT0000pOTa

2\0

2\0

YO

Tema 8

Cynebnas  mpakTHKa
M0  HCHOJbh30BAHHIO
3JIEKTPOHHOM MOAITUCH
u ANIEKTPOHHBIX
JIOKYMEHTOB

10

2\0

2\0

C3

HpOMe)KyTO‘lHaﬂ aTrecrTanus

3auér

KoncyabTanus

Bcero:

T2\12

18\6

0 18\6

36

Hcnonbs3yeMble COKpalLEHUs :
JI — 3aHATHS JNEKUMOHHOTO THUMa (JIEKUMHM M WHblE ydyeOHbIE 3aHATHS, MpeaycMaTpUBaIOIIne
IPEUMYIIECTBEHHYI0 Tiepefady yueOHOM wuH(popMalMK MeJaroru4eckuMu  pabOTHUKAMU




OpraHu3alyy U (M) JHIaMH, IPUBIIEKAEMBIMU OpTaHU3aIMel K peaau3anui 00pa3oBaTebHBIX
[POrPaMM Ha UHBIX YCIIOBHUSX, 00YUYaIOIMMCs)';
JIP — na6GopartopHbie paboThI (BU/ 3aHATUI CEMUHAPCKOTO TUIIA);
[13 — mnpaktuueckue 3aHATUS (BUIBl 3aHATUH CEMHUHAPCKOTO THIMA 3a HCKIYEHUEM
1a6opaTopHbIX pabor)’;
KCP — unnuBuayansHas pabota 00y4aroluxcs ¢ neJaroruideckuMu pabOTHUKaMU OpraHU3alluu
U (WJIH) JIMAMH, TTPUBJICKAeMBIMH OpTaHU3alMEH K pealn3anui 00pa3oBaTeIbHBIX IPOTPaMM Ha
MHBIX YCJIOBHUSX (B TOM YMCIIE MHIMBHIylIbHBIE KOHCYJIbTAINK)®;
JOT — 3ansTHS, TPOBOJUMEIE C IPUMEHEHHEM TUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTHH,
B TOM YHCJIE€ C MPUMEHEHHEM BUPTYaJIbHBIX aHAJIOTOB MPO(ECCHOHANBHOM eI TEIbHOCTH.

CPO — camocTtosiTenbpHas paboTa, ocymiecTisieMas: 0e3 ydacTus NMeJarorudeckux paboTHUKOB
opraHuzalMy M (WId) JUL, MPUBJICKAEMbIX OpraHM3aluedl K peanu3auuu o0pa30BaTeNbHBIX
MPOTPaMM Ha MHBIX YCIOBUSX;
C3 — curyanuonHas 3ajayva;
YO — ycTHBIi onpoc;

T — tecT;

(3)/ 3auem c oyenkoti (30).

3aounan ¢hopma odyuenusn

Ne n/m | HaumeHoBaHue TeM O0beM JUCUMIIMHBI (MOXYJISA), YaC. ®opma
(pasneaton) KonrakTHas pa6ora relyero
o0yyarommxcs ¢ L
ycneBaemoc
npenojaBaTejieM M0 BUAaM "
Bcero Y4eOHBIX 3aHATHIH Cp TH
MPOMEKYTO
JI\ JIP\ I3\ KC YHOI
JIOT | AOT | JOT P aTTecTallu
OO0m1ue monoXKeHus o
Tema 1 | mokymeHnroob6opore, | 7\0 1\O 0\0 6 YO, C3
€ro BUIax
OCHOBHBIE
MIOJIO’KEHUs 00
3JIEKTPOHHOU
Tema 2 | monmucy u ee N0 2\0 1\O 8 C3, T
WCIIOJb30BAaHUU B
AJIEKTPOHHOM
JIOKYMEHT0000poTe
dopmarsl
Tema 3 | 31€KTPOHHBIX 9\0 0\0 0\0 8 YO
JIOKYMEHTOB
Tema 4 | FOpunudecku 9\0 0\0 0\0 8 C3
1
2
3
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Nen/m | HaumeHoBaHue TeM O0beM JUCUMIIMHBI (MOXYJISA), YaC. ®opma

(pa3zaesioB) TeKyllero
P KounrakTHas pa6ora yit
KOHTPOJIfA

o0yvyarummxcs ¢
ycreBaeMoc
npenojaBaTtesieM M0 BUAAM -
Bcero y4eOHBbIX 3aHATHI cp ’
NPOMEXYTO

JI\ JIP\ m3\ | KC YHOM
A0T | 40T J0T P arTrecTanuu

3HAYUMBIH
JIIEKTPOHHBIX
JIOKYMEHTO0000POT

OtpacneBeie
pereHust o
Tema 5 | peanuzauuu 9\0 0\0 1\O 8 YO, T
AIIEKTPOHHOTO
JIOKYMEHTO000pOoTa .

XpaHeHue u
apXMBHOE XpaHEHHE
JOKyMEHTOB
(OymaxxHBIX u
3JIEKTPOHHBIX )
IOPUIMYECKUX JIAL U
WHIBHTY ATbHBIX
Tema 6 | npeanpunumateneii. | 7\0 0\0 0\0 6 C3
I'ocynapcTBeHHas
UH(POPMALIMOHHAs
cucrema
“Ilnatdpopma” Lentp
XpaHEHHS
AIIEKTPOHHBIX
JIOKYMEHTOB.

Obecnieuenue
Tema 7 | Oe3ommacHOrO N0 0\O 1\O 8 YO
JIOKYMEHT0000pOTa

CyneOHast mpakTHKa
[0  HCHOJb30BAaHUIO
3JIEKTPOHHOU
MOAMHUCH u
SIEKTPOHHBIX
JIOKYMEHTOB

Tema 8 9\0 1O 1O 8 C3

HTorossiii KOHTPOJIb 4 3auér

Bcero: 72\0 40 0 40 60

Hcnonb3yeMbie COKpaleHHus:

JI — 3aHATHS JNEKUMOHHOIO THIIA (J'ICKI_II/II/I 1 HHBIC y‘{e6HLIG 3aHATUA, NPCAYyCMATPHUBAIOIINC
NPpEUMYIICCTBCHHYIO TICpcaavy yqe6H0171 I/IH(I)OpMaI_II/II/I neaarorn4yCCKuMun pa6OTHI/IKaMI/I
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OpraHu3alyy U (WIK) JIULAaMHU, IPUBJIEKAEMbIMHU OpPTaHU3alMed K peann3aluyu 00pa3oBaTeIbHbBIX
IPOrpaMM Ha UHBIX YCIOBHUSX, 00YYarOIMMCs);

JIP — naGopartopHbie paboThl (BUI 3aHATHI CEMUHAPCKOTO TUMa)®;

[13 — mnpaktuueckue 3aHATUS (BUIBl 3aHATHH CEMHUHAPCKOTO THIA 32 HCKIIOYEHUEM
n1abopaTopHbIX pabor)’;

KCP — unnuBuyanpHas pabota 00y4aromuxcs ¢ me1arornuecKuMyU pabOTHUKAMU OpraHU3aIiH
U (WIIK) TUIAMU, IPUBJIEKAEMBIMU OpTraHU3aIUell K peanu3anuu o0pa3oBaTeNbHBIX IPOrpaMM Ha
UHBIX YCIOBHSX (B TOM YMCIIE UHAMBHAYaJIbHbIE KOHCYIBTAIMHN)®;

HOT — 3aHATHA, IPOBOAUMBIC C IPUMCHCHHUEM TUCTAHIIHMOHHBIX 06pa3OBaTeJ'H)HI)IX T€XHOJ'IOFI/II71,
B TOM YHUCJIC C IPUMCHCHUEM BUPTYAJIbHBIX aHAJIOT'OB HpO(i)eCCHOHaJIBHOI;'I JACATCIIBHOCTH.

CPO — camocrosTensHast paboTa, ocyuiecTBisieMas 0e3 ydacTHs MeJarorn4eckux pabOTHUKOB
opraHuzalMu M (WJIM) JUI, MPUBJICKAEMbIX OpraHM3aluedl K peanu3anuu o0pa30BaTENbHBIX
IIPOrpamMM Ha UHBIX yCIIOBHUSAX;

C3 — cutyanroHHas 3a/1a4a;
YO — ycTHBIi onpoc;
T — tecr;
3.2 Copep:xkanue TUCHUNTHHBI

Tema 1. O0mue M0J10kKeHNS 0 JOKYMEHT0000poOTE, €ro BUAax
OCHOBHBIE TTOHSITHS HCII0JIb3YyEMBIC B I[OKYMGHT0060p0TCC I/IH(I)OpMaI_II/IH, HOCHTCIIb I/IH(l)OpMaI_II/II/I,
OOKYMCHT, PCKBU3UT JOKYMCHTa, KJ'IaCCI/I(I)I/IKaHI/Iﬂ JOKYMCHTOB, JOKYMCHTHUPOBAHUC. BI/II[I)I
JOKyMEHTO00O0pOTA.

Tema 2. OcHOBHbBIE MOJIOKEHUSI 00 IJIEKTPOHHOH NMOANHMCH WU ee MCNOJb30BAHMU B
3JIeKTPOHHOM J10KYMEHT0000poTe

[Tonsitue snexTpoHHOM noanucu. O630p HOPMATUBHBIX IOKYMEHTOB, PETIIAMEHTUPYIOLIUX
IIPUMEHEHUE DJJEKTpOHHOM mnoamnucu: 63-O3; 1ONOJHUTENbHBIE HOPMATHUBHBIE  AKThI
[IpaBurensctBa PO (Iloctanornenue IlpaBurensctBa PO ot 28.11.2011 Ne 976); Munnudpst
(ITpukaz Munnudper Poccuu ot 18.08.2021 Ne 857; [Tpuka3z Muntmdpst Poccun ot 30.11.2020
No  642); ®HC Poccum (Ilpukxaz ®HC Poccum ot 30.12.2020 Ne BJI-7-24/982(@); banka
Poccun (Ykazanue banka Poccum ot 10.03.2021 Ne 5750-V; Ilpuxa3z banka Poccum ot
10.12.2021 Ne OJ1-2434). Buasl 37€KTPOHHBIX TMOJIMUCEH: MPOCTast 3JEKTPOHHAS IOJIHCH;
YCHJICHHAsl 3JICKTPOHHAs TOAIKUCH, KBaTU(PHUUUpOBaHHAs, HekBanupuiupoBanHas. (OCHOBBI
Kkpuntorpaduu: mudpoBaHue ¥ NOJMUCAHKUE; KIHOY 3JIEKTPOHHOM MOJIMUCH; cepTU(dUKaT KIroda
MPOBEPKH 3JEKTPOHHON moanucH. Cdepbl MPUMEHEHHUs AIIEKTPOHHBIX moanucei. Beidop Buma
AJIEKTPOHHOM moAnucu. TpeOoBaHUS K MOAMMCAM B 3aBHCHUMOCTH OT THIIA 3JIEKTPOHHOIO
nokyMeHTooOopora. O030p OCHOBHBIX ToOJOKeHUN DenepanbHOTO 3akoHa «O0 AIIEKTPOHHOM
noamucu» oT 06.04.2011 Ne 63-D3 (mocaeanss pemaxius) (B 4aCTH AJICKTPOHHOW IMOIIMUCH) C
ydyacTheMm mpejactaButenein ynoctopepstomiero nenrpa OOO «Takckom». Y mocTtoBepstomui




11

LHEeHTp W ero (GyHKIWUU: HEaKKPEIWTOBAHHBIN YIOCTOBEPSIOMIUNA IICHTP; aKKPEIWTOBAHHBIN
yaocToBepsitonuil entp; aosepeHusle nuna YL ®HC Poccun; odunmanbHbie MpeacTaBUTENN
akkpenutoBaHHbIX Y1l (arentsr, momp3oBarenun TYC). XpaHeHuwe KIIOYEH 3JIEKTPOHHOU
MOJMNKUCH: 3aIIUIIECHHBIE HOCUTENHU (TOKeHBI); peecTp Windows; cheMHbIe HOCUTENU ((IICHIKU U
T.11.); o0JauHOe XpaHnenue (Ha cepBepax Y1I); MoOmIbHAS 2JIEKTPOHHAS MTOAMHCH.

Tema 3. @opMaThl 3J1eKTPOHHBIX JOKYMEHTOB

@®opmatsel  *xml*, pdf/A2 u *pdf/A3. IloaTBepkiaeHHE OPUIUYECKOM 3HAYUMOCTH
nokyMeHToB (GopmaroB *.doc, *.xlsx, *.pdf, *.jpg u ap. noanucanuem KBanUpUIUPOBAHHON
3JIEKTPOHHOH MOAINHUCHIO.

Tema 4. FOpuanveckn 3HAYUMBIH 3J1€KTPOHHBIX JOKYMEHTO0000pPOT

OOMeH 5JeKTPOHHBIMHM JOKYMEHTaMH, KOTOpbI€ HMEIOT IOJHYIO IpPaBOBYIO CHIY U
OJHO3HAYHO TPU3HAIOTCS BCEMU YYAaCTHHKAMHU JOKyMEHTOOOOpOTa, B TOM  4YHCIE
rocyaapcTBeHHbIMU opraHaMmu. [Ipumeps! peanuzanuu opuanyecku 3Hauumoro 2/10.

Tema 5. OTpaciieBble pelieHUs 110 PeaJIN3aluu 3J1eKTPOHHOI0 JOKYMEHT0000poTa

l'ocynapctBennbie koHTpodupytomue opransl (PHC, OTC...... ). ETAUC (ankoroms,
nec). B2B. Mepkypuit (BETUC). Omneparopsl (¢uckanbHbIX JaHHbIX. MapKkupoBka u
IPOCJICKUBAEMOCTh TOBapoB. KaapoBbIil 3JIEKTPOHHBIM JOKYMEHTOOOOPOT. IIEKTPOHHbBIE
TPaHCIIOPTHbIE  HAKJIAAHBIE..  DJEKTPOHHBIK  JOKYMEHTOOOOpPOT B  OW3Hec-mpoleccax
opuaudeckoro juna  B2G. YuactHuku nokymeHTooOopora.  DyHKIMM M 00sS3aHHOCTH
YYaCTHUKOB JIOKYMEHTOO0OpOTA. PernamMeHT n0KyMeHTOOOOpOTa Ha IpUMEpe cladu
oruetHoctd B @HC Poccun (Ilpukaz ®HC Poccum ot 31.07.2014 N MMB-7-6/398@).
[lonroroBka M OTHpaBKa pErIAMEHTUPOBAHHON oTueTHocTH Ha npumepe IO «Takckom»
(Onnaiin-Copuntep w/unu Jloknaiinep). KoHTpoab 3TanoB NpoBepKH W caud OTYETHOCTH Ha
npumepe [0 «Takckom». Crneuuduka mnpeAcTaBI€HUS OTUYETHOCTH B HEKOTOpHIE
KoHTposupyromue opransl, Takue kak: @CC, @C PAP u T.1.. Intocsl cjaun OTYETHOCTH Yepes
omeparopa. YUYacCTHHKH JOKyMeHTooOOpoTa. @DYHKIMH © OOS3aHHOCTH Y4YaCTHUKOB
nokymentoobopora. Cdepbr npumenenus I/]0. 3axkoHOZATETHCTBO, pPETIAMEHTUPYIOIIEE
ANEKTPOHHBIN ToKyMeHT0000poT. O3 ]10 ¢ yuyactuem oneparopa /10 komnanuu «Takckom.
Ponp omepatopa B O3/10. ®opMaTel 3J1€KTPOHHBIX JIOKYMEHTOB. PeriiaMeHT OCyIlecTBICHHUS
D0 wna unpumepe cueroB-paktyp. Poymunr B 3J10. MHWHTerpamms SIEKTPOHHOTO
JOKYMEHTO00OpOTa M YYeTHOH cucTeMmbl. ABTOMaTH3alus (ailioBoro OOMEHa CHCTEMbI
AJIEKTPOHHOI'O JOKYMEHTOOOOpOTa U YYETHOM CHUCTeMbl. BO3MOXXHOCTM HHTErpanmuu C
nopaboTkoil yueTHoil cuctembl. KanpoBblii snekTpoHHbIM gokymeHToobopor (K3O0).
DJEeKTPOHHBIA JOKYMEHTOOOOPOT B CUCTEME T'OCYIaPCTBEHHBIX 3aKyNOK. OCHOBHBIE MOJIOKEHUS
HOPMAaTHBHO-IIPABOBBIX JOKYMEHTOB PErYJIMPYIOLMX rocynapcrseHHbie 3akynku. 310 B chepe
3aKyIOK, 00s3aTEeNbHBIN /JIs1 BCEX YYaCTHMKOB KOHTpPAKTHOU cucteMbl ¢ ampenst 2021 rona —
MHCTPYMEHT OOecCreyeHHus JOCTOBEPHOCTU JAHHBIX M TapaHTUEd MCIOJHEHUS KOHTPAKTA.
JlokyMeHThl odopmisiemMble B (OpMe 3JIEKTPOHHOTO JOKYMEHTa  IpPU TOCYJIapCTBEHHBIX
3akynkax. [IpenocraBieHne rocyJapcTBEHHbBIX YCIYT B 3JIeKTpoHHOH hopme. CMOB. Oynkuuun
50 B  aBromMaru3alMM  OW3HEC-TPOIIECCOB:  OpPraHM3alOHHAs, KOHTPOJHUpYIOLIasi,
ynpasisitomas, cpssywoomas. I[lopsgok momadu AOKyMEHTOB B apOutTpaxHble cyasl PO B
AJIEKTPOHHOM BUJIE.

Tema 6. XpaHeHHe ¥ apXHBHOe XpaHeHUEe JOKYMEHTOB (OyMa:KHBIX M 3JIEKTPOHHBIX)
IOpUIMYECKUX JHMI ¥ HHIMBHAYAJIbHBIX HNpeanpuHuMareneil. I'ocynapcrBeHHas
uHpopmannonnas cucrema “Ilnargpopma” LleHTp XpaHeHUs 3JIeKTPOHHBIX JOKYMEHTOB.

OCHOBHbBIE  TIOJIOKEHUS  HOPMAaTHBHO-IIPABOBBIX  PETJAMEHTUPYIOIIMX  XpaHEHHE
JOKyMEHTOB B JJICKTPOHHOM BHJE. DJIEKTPOHHBIX mokymeHToB» (LIXDJ). OGecneueHus
COXPAHHOCTH JJIEKTPOHHBIX JIOKYMEHTOB (peJiepalbHbIX OPraHOB HCIIOJIHUTEIbHON BIIACTH
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(®OUMB) u noABeIOMCTBEHHBIX MM OpraHM3alMsl Ha MPOTSHKEHUU YCTAaHOBJIEHHBIX CPOKOB
XpaHEeHusl.

Tema 7. O0ecnieueHue 6€30MaCHOr0 JOKYMEHT0000pOTA

XpaHeHue KoY 3JIEKTPOHHON MOJIMMCHU: 3aIIMIICHHBIE HOCUTENU (TOKEHBI); pPeecTp
Windows; ceemHble HocuTenu (¢iemkud u T.1.); oOnadHoe XpaHenue (Ha ceppepax YII);
MOOWIbHAs 3JEKTPOHHAs mHoAnuch. CpeacTBo KpuNTorpauyeckod 3aiuThl HHPOpMALUU
(CK31) — mporpaMMHOe (uW/unu anmapaTHoe) oOecredeHue [uisi paboThl  3JIEKTPOHHOU
MOJITUCHIO

Bunet CK3U: nporpammubie  (KpuntolIPO, VipNet); anmapaTHble (TOKEHBI CO
BctpoeHHbIM CK3U, T.H. ['OCT oBckue). Ceprudukanus CK3U. Pabora ¢ CK3U: ycraHnoBka,
HACTpOiiKa, ympaBieHue Kioyamu a3yekTpoHHoll mnoamucu B CK3U. JlonmomuutenbHoe
IporpaMMHOe oOecredeHue Uit paboThl ¢ 3JIEKTPOHHOM MOJMMCHIO: CHCTEMa 3JIEKTPOHHOI'O
JOKYMEHTO000pOTa; MPOorpaMMHOE oOecrieueHue i MOANUCAHUS [IPOU3BOJIBHBIX JOKYMEHTOB
U TIPOBEPKU IOJIIHUCH.

Tema 8. CyneOHas mNpPaKTHKa @0 MCHOJAb30BAHHUI0 JJICKTPOHHOW TNOANHCH H
3JIeKTPOHHBIX JOKYMEHTOB

O0630p cyneOHOM NPAaKTUKU 1O HUCHOJIb30BAHUIO HJIEKTPOHHOM MOAMUCH U 3JEKTPOHHBIX
AOKYMCHTOB.

4 MaTrepuaJbl TEKYLIEr0 KOHTPOJISI YCIIEBAeMOCTH 00y4aroUXCs
4.1 B xome peanuzanuu  IUCIUTIIMHBI b1.B.11 «O0GecrieueHue  0©e300acHOrO

JOKYMEHTOO0OOpOTa B OpraHU3alUu»  HCHOJb3YIOTCS CIEAYIOUME MeTOAblI TeKyIero
KOHTPOJISl YCIIeBAeMOCTH 00YYaroINXCs:

Tema w/unu pazaen MeTopl TEKYIIET0 KOHTPOJIS
yCIEeBaeMOCTH

Tema 1. O0u1He MOJOKEHHUI O JOKYMEHTOO0OPOTE, €ro vO.C3
BHUJAX ’
Tema 2. OCHOBHBIE NTOJIOKEHUS 00 FIEKTPOHHOMI
MOJINKCH U €€ UCIIOIb30BAHUU B JIEKTPOHHOM C3, T
JIOKYMEHTO000POTE
Tema 3. @opmaThl 2JIEKTPOHHBIX IOKYMEHTOB YO
Tema 4. FOpunndecku 3Ha4MMBbIN 3JIEKTPOHHBIX 3
JIOKYMEHT0000pOT
Tewma 5. OtpacieBbie penieHus 1Mo pearn3anun vO. T
3JIEKTPOHHOT'0 JIOKYyMEHT0000poTa. ’
Tema 6. XpaHeHHE U apXUBHOE XPaHEHUE JOKYMEHTOB
(OyMasKHBIX U DJIEKTPOHHBIX ) IOPUINYECKUX JUI U
WHIUBUTy ATBHBIX TIPENPUHUMATEIICH. 3
lNocynapcTBenHas ”HGOpPMAaLIMOHHAS CHCTEMA
“ITnardopma” LleHTp XpaHEHHUS ANEKTPOHHBIX
JIOKYMEHTOB.
Tema 7. OGecrieuenne 6€30MaCHOTO JOKYMEHTO000pOTa VO
Tema 8. CyneOHasi mpakTUKa MO UCTIOIb30BAHUIO 3
SIEKTPOHHON MOJIMTUCH M 3JICKTPOHHBIX TOKYMEHTOB
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4.2  TumnoBble MaTepHAJIbI TEKYLIEr0 KOHTPOJISI YCIIEBA€MOCTH 00YUYaIOIIUXCH
[Tonusrit nepeuens coaepxurcs B POCe no pucuuruinbe b1.B.11 «Obecneuenne 6e3omacHoro
JOKYMEHTO000pOTa B OpraHU3aLuN».

Tunoevie ouenounvie mamepuanvt no Teme 1 «Obuue nonoixicenus 0 00OKymeHmooovopome,
€20 8UOaxX»:

Bonpocwl 014 npogedenus vemuo2o onpoca.

1. OcHOBHBIE TIOHATHS JIOKYMEHTOOOOpoTa: HH(OpMAIUs, HOCHUTENIb WHPOPMALUH,
JIOKYMEHT, peKBU3UT JOKYMEHTA, KJlacCU(PUKaLUs JOKYMEHTOB, JOKYMEHTUPOBaHHE.

2. HOpunnyeckue u Ipyrue OCHOBaHUS CO3JaHUS JOKYMEHTOB.

3. Buael u3zgaBaeMbIxX JAOKYMCHTOB OT KOMIICTCHIOUHU H TTOJTHOMOYMH OpraHoOB HX
HU3aaro1IIux.

4. Bwuapl JOKyMEHTOOOOpOTA.

B2B, B2G, B2C B3aumMoaeicTBHSL.

Ilpumep cumyauuonnou 3adauu.:

[Ipennpusitie OCYLIECTBISIET MPOU3BOJACTBO U PEATU3ALUIO MPOLYKIUM IOJIeKaIIEH
MapKUpPOBKE KOHTPOJBbHBIMH HIACHTU(GUKALMOHHBIMU 3HAaKaMu (Hampumep, OyTUIMpOBAaHHAs
BOJIA).

IIpu pemeHun cUTyallMOHHOHM 3aJaud HEOOXOAMMO OTBETUTh Ha CIIEAYIOLIME BOIIPOCHI
CBSI3aHHBIC C OpPraHM3alMe JOKYMEHTO00OpOTa Ha MPEeNNpUATHH i obecreueHHs] OM3HeC-
IIPOLIECCOB:

1. Ilpu B3auMoaeWcTBUN C KOHTpareHTaMu?

2. Kakoii cratyc MOTYT UMETh JOKYMEHTHI ITPH OOMEHE ¢ KOHTpareHTamu?
3. Ilpu B3auMOAEMCTBUM C TOCYIaPCTBEHHBIMU KOHTPOJIUPYIOIIUMHU OpraHamu?

4. BHYTpU KOMIIaHUH?

Tunoevie ouenounvie mamepuanvt no Teme 2 «OcHo6Hble NONONHCEHUA 00 INEKMPOHHOU
noOnuUCU U ee UCNOIb308AHUU 8 IJIEKMPOHHOM OOKYMEHMO000pomey

Lpumep cumyayuonnou 3adavu.:

Bam HEo0X0IMMO TOJIYYUTh YCUIIEHHYIO KBATHU(HUIIMPOBAHHYIO AJIEKTPOHHYIO MOIIHCH,
MIEPEUYUCIIUTE MOCIEA0BATEILHOCTh Balnx 1eMCTBUN B CIEAYIOUIUX CUTyalUsIX

[Ipu pemeHny CUTyaIrTMOHHON 3a7ja4l HEOOXOMMO TIOJITOTOBUTH OTBETHI HA CJICIYIOININE
BOIIPOCHI:

1. BbI ¢pusnueckoe nuio?

2. Bbl reHepasibHbIN JUPEKTOP KOMITAHUU?

3. BbI cienuamuct no 6€30macHOCTH KOMITAaHUHU?

Ilpumep mecmoswlx 60npocos:

1) Kakoii #3 mepedyncleHHBIX 3aKOHOB periaMeHTUpyeT cdepy MNpUMEHEHUS
AJIEKTPOHHOM TTOAIHICH?

a. @®enepanbHblil 3akoH 0T 06.04.2011 Ne 63-D3;
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6. Hanorossiii kogekc Poccuiickoit ®enepannu;
B. [Ipuxa3z ®HC Poccun ot 23.06.2020 N E/I-7-8/398@.

2) Kakas rocynapcTBeHHass OpraHH3aius W3 TEPEUHCICHHBIX SBISICTCS (heaepaaTbHbIM
OpPraHOM HUCIOTHUTEIHHOW BIIACTH, YIMOJTHOMOYEHHBIM B C(epe HCIOJIB30BAHUS SIEKTPOHHOM
MOAIHUCH?

a. MuHHCTEPCTBO UPPOBOTO Pa3BUTHSL, CBSI3U U MACCOBBIX KOMMYHUKAIIUN;
0. denepanpHas HaJIOTOBas CIyK0a;
B. llentpanbublit 6ank Poccuuy;
3) Kakue BuibI 371€KTPOHHOM MoAnucy ObIBatOT?
a. Ilpocrasa OII
0. YcwieHHas HEKBATU(DUITMPOBAHHAS ‘IJIEKTPOHHAS MO/IHCH;
B. YcuieHHas KBaTU(pUIIMPOBAHHAS dJIEKTPOHHAS MOJIHUCH;
r. Heycunennas kBasmduimpoBanHas 3JIEKTPOHHAS MTOATHCH;
1. Heycunennas HekBau(UIMPOBAHHAS IEKTPOHHAS MOATHNCE;

4) Kakass  JnexkTpoHHas  HOANKMCH — SBISAETCA [0 yYMOJNYAHUIO  AHAJIOTOM
COOCTBEHHOPYYHOM moAmnucu?

VYcunnenHas KBAIMIMPOBAaHHAS 3JIEKTPOHHAS IIOJIHCH;

6. YcuneHHas HeKBaTU(DUIUPOBAHHAS HJIEKTPOHHAS MOJIITHCH;

B. IIpocras anexkTpoHHas MOJIKCH;

r. Heycunennas kBanuduuupoBaHHAas JIEKTPOHHAS TOIUCH;

5) B xakom Bui€ JIEKTPOHHOM HOJIUCH MCIIOJIBb3YIOTCS JIOTUH U MapOJib?

B ycuneHHOM KBaIUIUPOBAHHON 2JIEKTPOHHOU IOJIIUCH;

0. B ycuneHHol HeKBaTU(PUIIMPOBAHHON IEKTPOHHON MOIIUCH;

B. B mpocToii 371eKTpOHHON MOANCH;

r. B HeycuneHHo#N kBanu(UIUPOBaHHON 3JIEKTPOHHON MOAINCH;

6) Kakoit Bup mmumdpoBaHus HCHoONb3yeTcs Juis obOecriedeHus Oe30MacHOCTH
uHpopmanuu B 310?

a. CummMmetpuuHoe mHdpoBaHue;
6. AccumerpuuHoe muppoBaHUE.

Tunoevte OUEHOYHbIE mamepuaibl nO Teme 3 «d)OpMambl I/1eKMPOHHbBIX 00Kymeum03»

Bonpocwl 011 npogedenus yemuo2o onpoca.

1. [Tepeuncnure GpopmMaThl JOKYMEHTOB, KOTOpble Bam n3BeCTHBI.

2. Kakne n3 mepeunciennsix Bamu (GopMaToB JOKYMEHTOB, MOTYT HCIIOJIb30BaThCS B
OyMaXHOM JOKYMEHTO0OOpOTE.

3. Kakne n3 mepeuncienHsix Bamu GopMaTroB JOKyMEHTOB, MOTYT MCIOJIB30BAaTHCS B
ANIEKTPOHHOM JIOKYMEHTOO0O0POTE.

4. Kakwne ¢popmatbl JOKYMEHTOB SIBJISFOTCS MAITMTHOYATAEMBIMH.

5. Tpe6y1-0TCH JIn CIICHUAJIM3UPOBAHHBIC MPOTrpaMMHBIC CPECACTBA AJISI MMOANMCAHUA U
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YTCHUSA DJICKTPOHHBIX JOKYMCHTOB.

6. YTBepKIalOT U TOCYAapCTBEHHBbIC OpPraHbl (hOpPMATHI ANEKTPOHHBIX JOKYMEHTOB
U1 0OMEeHa C HUMU.

IIpumep mecmoswvix 60npocos.

1. Ha xakue ¢popmbl moapazaemsroTcst GopMaTsl 2JIEKTPOHHBIX JOKYMEHTOB:
a. dopMaI30BaHHBIE;
0. HedopmanuzoBanHbie.
2. ¢dopmar PDF/A3 sBusieTcs 1 MaTHHOYUTAEMbBIM:
a. [a, siBrsieTcs;
0. Her, ne sBnsercs;
3. Kakue moxymeHTsI gomycTiMo odopmirsite B popmare PDF/A3:

I[Ol" OBOPBI UJIM KOHTPAKTBI, €CJIN PEYb O I'OC3aKYyIIKaX.

0. [IpoTokosibl pa3HOTIacHii.
B. JIOTIOTHUTEBHBIE COTIIALIEHUS K JOTOBOPY.
T. TpaHCHOpTHI)Ie HaKJIaaHBbIC.

4. Tlpumensercs mu XML-dopmat nnst opopmnenus:

a. JIoroBOPBI MIIM KOHTPAKTBI, €CIIU PE€UYb O OC3aKyIIKaX.
0. IIpoTOKOIBI pa3HOTIIACHA.

B. JlononHuTENBHBIE COTJIAIIEHUS K I0TOBOPY.

I. TpaHcnIOpTHBIE HAKIIAJHBIE.

5. B03MOXHO JTi pacreyaTaTh dJIeKTPOHHBIA JOKyMeHT ¢popmaTta PDF/A3:
a. Jla, BO3MOXKHO.
0. Hert, HeBO3MOKHO.
6. Bo3MoxkHO 11 pacmeyaTaTh 3JeKTPOHHBINA JokyMeHT XML-dopmara:
Jla, BO3BMOKHO.

0. Hert, HEBO3MOXKHO

Tunoevie ouenounvie mamepuanvt no Teme 4 «FOpuduyecku 3HAUUMbBLIL IJ1IEKMPOHHBIX
00KymMenmoooopomy

Ipumep cumyauuonnoi 3adaqu:

1. KoHTpareHThl HCIHONB3YIOT OyMaxxHBIH JOKyMeHT0000poT. OcyuiecTBisieTcs
IpoJiaXka MPOAYKIMH U JOCTAaBKA €€ MOKYIIATeNo.

[Tpu pemieHnH CUTYaITMOHHON 3a/1a4 HEOOXOAMMO TOJATOTOBUTH OTBETHI HA CIICAYIOIIHNE
BOIIPOCBI:
a. Kakoil Tun 1o0KkyMeHT0000pOTa IPUMEHSETCS.
6. Kakue nuua 3aaelicTBOBaHbl B 0pOPMIICHUN JOKYMEHTOB.
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B. YTBEpXACHBI JTU KaKU-INO00 TpeOoBaHUs K ODOPMIICHHIO JOKYMEHTOB.

Kak Oyzer ocymiecTBIsATbCS 0OMEH JOKYMEHTaMH.

n. Kak Oyzaer ¢uKCHUpOBaTHCS WCIOJHEHHE JIOTOBOPHBIX OOS3aTENBCTB KaKIOU
CTOPOHOM.

-

2. KoHTpareHThl HCHOJIB3YIOT 3JEKTPOHHBIA JOKyMEHT0000poT. OcyliecTBisercs
IpoJiaka MPOLYKIMH U JOCTAaBKA €€ MOKYIIaTeNo.

[Ipu pemeHry CUTYalIMOHHON 3aaud HEOOXOAUMO MOATOTOBUTH OTBETHI HA CJEAYIOLIHIE

BOIIPOCHI:

Kakoli Tun 1oxkyMmeHTo000poTa MpUMEHSIETCS.

Kakwue nuna 3aaeiicTBoBaHbl B 0QOPMIICHHH JOKYMEHTOB.

YTBepxKACHBI U KaKU-JINO00 TpeOoBaHUs K ODOPMIICHHIO JJOKYMEHTOB.

Kak Oyzner ocymecTBisATbCS OOMEH JOKYMEHTaMH.

Kak Oyner ¢ukcupoBaThCs MCIIONHEHHE JOTOBOPHBIX 00S3aTENbCTB KaXKIOH
CTOPOHOM.

EOw o

Tunoswvie ouenounvie mamepuanvt no Teme 5 «Ompacneevie peuwienus no peanu3auyuu
I1EKMPOHHO20 0OKYMEHMO000pomay

1)

2)

3)

4)

Bonpocwl 011 npogedenus yemuo2o onpoca.

1. TlpuBenute mnpuMepsl HANpaBICHUH  JESITENbHOCTH, TPEOYIOUIMX MPUMEHEHHUs
OTpACJIEBBIX PELICHU;

2. TlpuBenute nMpUMepbl OTPACIEBBIX PELICHUH.

3. TlpuBemute mpuMepbl OTPACIIEBIX pElICHUH, ¢ KOTOphie BBl mpuMeHsm pu o0ydeHnr B
HNHcTHUTYTE ¥ UHBIX CUTYyaLUsX.

Ilpumep mecmoeswvix 6onpocos:

Kakas nadopmarrionHas cucrema npenHasHadeHa s padotel ¢ KOJO?
a. «Paborta B Poccumy.

6. JIuuHbIi KaOMHET HATOTOTUIATEIBIINKA.

B. Ilopram Pocpeectpa.

Urto Heobxoaumo crenaTth padbotonarento st BeaeHuss KOO B cBoeit opranuzanun?
a. V3marh noKambHBIM HOpMATUBHEIN akT 00 KOJ10

0. YcranoBuTh nopsanok ocyumectsienus K310

B. YBeZIOMUTH paboTHHKOB 0 nepexone Ha K2J10

r. Ilogath 3asBlIeHHE B HAJIOTOBYIO

Kakyto 37eKTpoHHYI0 NOANKCH MOXKET UCIOJIBb30BaTh paboroaarens B KOJ10?
a. KsamuduuupoBanHysto.

6. HexkBamudunupoBaHHyO.

B. IIpocryro.

Kaxkyto 371eKTpOHHYIO MOIITUCH MOYKET HCIIOIb30BaTh paboTHUK B KOJ1O?
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Tonbko KBaTU(UIUPOBAHHYIO
KpanuunmpoBanHyto U HeKBaTU(PUIIMPOBAHHYIO
TonbKO MPOCTYHO

JIro6yto, monydeHHyto cornacHo N 63-03

% oe

5) Kakoii 351eKTpOHHOM MOIUCHI0 pabOTOAATEh MOKET MOANMKUCATH TPYAOBOM JOTOBOP?
a. TonbpKo KBaTU(PHUIUPOBAHHOK

Tonbko HekBaTUPUITUPOBAHHOM

Tonbko npocroin

KBanudunupoBanHO# 1 HEKBaTU(DUITMPOBAHHOK

JIro60ii n3 nepeuncieHHbIX

o ow oo

Tunoswvie oyenounvie mamepuanvt no Teme 6 «Xpanenue u apxugenoe xpanenue 0OKyMeHmMoe
(OymadicHvIx u 21eKMPOHHBIX) IOPUOUUECKUX JIUY U UHOUBUOYATIbHBIX NpeOnpuHuUMameeil.
T'ocyoapcmeennaa ungpopmayuonnas cucmema “llnam¢popma” Ilenmp xpanenusn
I1eKMPOHHBIX OOKYMEHMO08)

Ilpumep cumyauuonnoi 3adaqu:

Ucnons3ysa Ilpukaz PocapxuBa ot 20.12.2019 N 236 "OO6 yrtBepxknenun Ilepeuns
TUIOBBIX YIPABIEHUYECKUX APXMBHBIX JOKYMEHTOB, 0Opa3ylOIIMUXCS B IpOLECCE AESITEIbHOCTU
rOCYJJapCTBEHHBIX OPTaHOB, OPIaHOB MECTHOI'O CaMOYTIPABJICHHUsI U OpraHU3alMii, ¢ YKa3aHHEM
cpokoB wux xpanenus" (3apeructpupoBano B Muniocte Poccum 06.02.2020 N 57449)
OIIpeJIeNINTEe CPOKU XpaHeHus (000CHYHTe CBOI OTBET):

1. KaapoBbIX TOKyMEHTOB;
2. YueTHOW NOJUTHKU OpraHu3aluu
3. TIpoTokosbl cOOpaHuil yupenuTenen.

Tunoevie ouenounvie mamepuanvt no Teme 7 «Qbecneuenue  6e30nACHO20
O0OKYMEHmMOo000pomay

Bonpocwl 014 npogedenus vemuo2o onpoca.

1. TlepeuwcnuTe TOCIEACTBUS HEAOCTATOYHOCTH obecredeHuss Oe30macHOCTH
JOKYMEHTO0000poTa (yTeuka KOH(QUICHIIUAIBHBIX JaHHBIX, HAPYIICHUE TOBEPHSI
MapTHEPOB U KIIMEHTOB, (DMHAHCOBBIC YOBITKH, PEIyTAIlMOHHBIC TIOTEPH.. )

2. Kakum o00pa3om Ha MOXHO oOecreuynBaTh O€30MacCHOCTh MpU OyMakHOM
JIOKyMEHTOO0O0pOTE.

3. Kakum o00pa3oM Ha MOXHO oOOecleYnBaTh OE30MACHOCTh TNPHU SICKTPOHHOM
JIOKyMEHTOO0O0pOTE.

Tunoevie ouyenounvie mamepuanvt no Teme 8 «Cydebnasa npaxmuxka no UCHOIb306AHUIO
IeKMPOHHOU ROONUCU U ITIEKMPOHHBIX OOKYMEHN08)
IIpumep cumyayuonnou 3adaqu.

Bbl sBisieTech pyKOBOAMTEIEM .KOMIIAHUH, Ball KOHTpareHT OTKa3bIBAa€TCs MPU3HABATH
JJIEKTPOHHBIN JOKYMEHT.

ITpu pemieHny CUTYallMOHHOM 3a/la4d HEOOXOJMMO MOJIrOTOBUTH OTBETHI HA CIEIYIOIIUE
BOIIPOCHI:
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—

JIOITyCTHMO JIA OTTIPABIISITH YJICKTPOHHYIO MPETCH3UIO?

2. B0o3MOXXHO 1M [JaBaTh JU KOHTPareHTaM albTEPHATUBY DIIEKTPOHHBIM
JOKyMeHTam?

3. Bo3MmokHa U cUTyalus, KOrjaa 3a KOMIIAHUIO KTO-TO caai aeknapanuu no HJIC

0e3 ee BegoMa.

YCTHBII OMPOC TOTOBHOCTH IO T€ME JICKITUH, OMPOCH 00YUYaIOIIUXCS TIPOBOIATCS
Ha IPAKTUYECKUX 3AHATHUSIX.

Ha npaktrnyeckue 3aHATHS OOyyaroUIUiicsl TOJDKEH NMPUXOIAUTh, UMes Ipu cebde
KOHCIIEKTBI JIGKIIMH W HHBbIE MMOCOOMS MO TEeMaTUKE aJalTallMOHHOW IUCIMIIIMHBI U
aKTHUBHO y4acTBOBaTh B 00CY’KJAEHUU ITOCTABICHHBIX BOIIPOCOB.

Bugamu 3amaHuii, IUTsi CaMOCTOSATENBHOW pabOThl OOYyYaOLIMXCS MOTYT OBITh -
JUIS OBJIQJICHUSI 3HAHUSMH TI0 TIPOTpaMMe y4eOHOro Kypca: YTeHHs TeKcra (y4eOHHKa,
JOTIONTHUTEBHON JIUTEPaTyphl); KOHCIIEKTHPOBAHHE TEKCTa; CTPYKTYPHO-JIOTUYECKOE
(rpadmueckoe) M300pakeHHE COJEpNKaHUS OTACIBHBIX TEM; padoTa CO CIIOBapsMU H
CIIPaBOYHHKAMH; O3HAKOMJICHHSI C HOPMATUBHBIMH  JOKYMEHTaMH; yd4eOHO-
UCclieIoBaTebCKass paboTa; IeJIeBOe HCIOJIb30BAHHE KOMITBIOTEPHOM TEXHHKH,
WHTEpHETA, ayAN0 — ¥ BUJIC03aMuUceil u 1p.).

[IpoBeneHNe MPaKTUYECKOTO 3aHATUS HAauyuHAeTcss KpaTkuM (5-7 MuH.)
BCTYNIUTEIbHBIM CJIOBOM IIpenojaBaTeiis, B KOTOPOM IIOJUYEPKHUBAETCS 3HAUYCHHE
paccMaTpuBaeMOM TEMBl, €€ poJib M 3HAUEHUE JJIs TOATOTOBKH CIELUAINCTOB
TaMOK€HHOro naena. Ha mpakThueckoMm 3aHATUM OOywaroniyecs IoJl PyKOBOJCTBOM
npernojaBaress TTyOOKO M BCECTOPOHHE OOCYXJAIOT BOMPOCHI TeMbl. sl ycuiIeHus
AKTUBHOCTH OOY4YalOIIMXCS M 3aKpeIUIeHMsT WX 3HaHWM MpernojaBaTellb JO0KEH
IIPUBJIEKATh K YYacTHIO B OOCYKIEHHM BOIIPOCOB BO3MOXHO OOJbIlE€E KOJIUYECTBO
oOydaromuxcs. ITO  JIOCTMraeTcsi IOCTAaHOBKOM  JIOTIOJIHUTENBHBIX  BOIPOCOB,
HalpaBJIEHHBIX Ha pACKpbITUE, JETAIM3alMI0 pPa3IMYHBIX aCHEKTOB OCHOBHOIO
BOIpPOCa, OCOOEHHO MPAaKTHYECKOIro OMbITa, CIOKHBIX cuTyarmid. [locne obcyxaenus
Ka)KJ0ro BOIIpOCa MPENoJaBaTeNi0 1elecoo0pa3sHO JaBaTh OLIEHKY BBICTYIUICHUH,
aKLIEHTUPOBAaTh BHUMAaHHE Ha HamOoJjee CYIIECTBEHHBIX IMOJIOXKEHHSX, MmpoliemMax H
BO3MOYKHBIX BapUAHTAX UX PEIICHUSI.

B koHue 3aHATHA 3a TIyOMHY OCBOGHMS MarTepualia, IpernojaBaTelb MOMKET
MOOIIPHUTH OTJIETBHBIX 00YUaIOMUXCs (BRICTABUTH OIICHKY B )KYpPHAI).

5 OueHouyHble MaTepua bl NPOMEKYTOYHON ATTECTAIIMHU 1O AUCHMUILJIMHE

5.1 3auer u 3a4éT C OLleHKOW NMPOBOAUTCH C NMPUMEHEHHEM CIIEIYIOIIUX METOJI0B
(cpenctB): YcTHbIN onpoc o Ousneram. B kaxkqom Omiiete He MeHee 2-X BOIIPOCOB.

3a4er M 3a4eT C OLEHKOW MOTYT IMPOBOAUTHCS HA OCHOBE KOMITBIOTEPHOTO TECTUPOBAHHS
B JIOT wunu npyrux ¢opMm ¢ HCHOIb30BaHHEM HH(MOPMALMOHHBIX CHUCTEM, UCIOJIb3YEMBIX B
WHCTUTYTE.

5.2 OueHoYHbIe MATEPHUAJIBI IPOMEKYTOYHOM aTTeCTAIUU
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Kommoneur
KOMIIETEHIIA N

[TpomexyTouHbIi/
KJIFOYEBOMU AHAUKATOP
OLIEHUBAHHUS

Kpurepuii onieHuBaHMs

[1Kc-2.1

- CHUCTeMHBId TOAXOA K
OTIpEICTICHUIO 00BEKTOB
0€301acHOCTH
JIOKyMEHTO000pOTa
OpraHu3aIH

- BBISBICHHE OOBCKTHBHBIX
00CTOATENBCTB,
CHOCOOCTBYIOLINX
BO3HUKHOBEHUIO  yIpo3 |
PHUCKOB 0€30macHOCTH
OpraHu3aIH npu
OCYIIECCTBIICHUH
JTOKYMEHTO0000pOTa;

- cHCcTeMa TIPaBOBBIX Mep,
MO3BOJISIONIAS  OCYIIECTBUTH
HEUTpa3alHI0 yrpo3
0€30MacHOCTH  OpTraHU3allNH,
JINYHOCTH, o011ecTBa,
rocyJapcTBa B KpaTyauime
CpOKH

- CUICTCMHOCTbD

- 0OBEKTUBHOCTD

- OIICPATUBHOCTDH

B Hauane kaxaoro MnpakTUYECKOTO
3aHATUSA (CeMHHapa) TNpernoaaBareib
IPOBOAMT ONpoC oOOydaroluxcs Ha
peaIMeT 3HaHUSI TEPMUHOJIOTHH.

3a  KaXIblii  TpaBUJIBHBIM  OTBET
(Ham3ycTh WM ONU3KO K TEKCTY)
oOyyaronuiics noxyyaert - 1 6a.

TunoBbie OLeHOYHBIC MATEPHAIBI IPOMEKYTOYHOM aTTECTALIHH
Pexomenayemble BONPOCHI /ISl MOATOTOBKHU K MPOMEKYTOYHOM aTTecTAlMU (3a4eTy U

3a4€Ty c oneHkoil) Oco0eHHOCTH 0()OpMIIEHHS OT/AEJIbHBIX BUIOB TOKYMEHTOB,
oOpasylimxcs B nmpouecce

ACATECIbHOCTH

Bonpocs! A5 noAroToBKHU K 3a4éTy no aucuuniuue b1.B.11 «Obecneuenue be3onacnozo
O0OKYMEHmMO000pOma 6 Opeanu3ayuu
1. TloHsTHE TOKYMEHTa, TOKyMEHTOOOOpPOTAa M TIOTOKA IOKYMEHTOB.

2. Tlousarus:
JaHHBIX.
[lenu BHEIpEHUS AIEKTPOHHOTO JOKYMEHTOO0OpOTA.

Bunbr B3aumoerictBus ipu 1okymeHToooopote: B2B, B2C, B2G, B2C.
CraHgapTel B 00JIACTH 3JEKTPOHHOTO IOKYyMEHTOO000pOTa

JlokymeHT B HHpOPMAaIIMOHHOM crucTeMe. THITbI JOKYMEHTOB B HH(POPMAIIMOHHOMN
OyMaXHbI JTIOKYMEHT, 00pa3 JOKyMEHTa, JICKTPOHHBIH JTOKYMEHT,

SNk Ww

CHUCTEMC:

KOMMEpPUYECKOH, OaHKOBCKOM,

CTPYKTYpUPOBAHHBIE IOKYMEHTHI
7. ®opmartsl peAcTaBIeHUS IEKTPOHHBIX JoKyMeHToB (XML, PDF/A3)

8. Bunrsl 3neKTp0HH0171 TIOITINCH;
9. TloHsTHE “2NEKTPOHHBIA JOKYMEHT B WH(GOPMAIMOHHON CHCTEME OpraHH3aIHH
10. TepMHHOIOTHSA, UCTIONB3yEMask B CHCTEMaX AJICKTPOHHOTO JOKYMEHTOO0O0pOTA.
11. 3amaum cucTeM IEKTPOHHOTO JOKYMEHTOOOO0pOTA.

HAJIOrOBOM TaWHBI, IEPCOHAIBHBIX
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13.

14.

15.

16.

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

25.
26.
27.
28.
29.

30.
31.
32.

33

34.

35.

36.

37.

38.
39.

40.

41.

42.

43.
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. JokyMeHT Kak 00beKT perynupoBaHus. DOyHKIUU U BUABl JOKYMEHTOB, HX
yHU(UKaLUA ¥ cTaHIapTU3aLus.
['ocynapcTBeHHOE peryjaupoBaHUE, HOPMAaTUBHAs IPaBOBas W METOJAUYECKAs
OCHOBA JJOKYMEHTAITHOHHOT'O 00eCTIeUYeHHs yIpaBICHUS.
CymHocTh, HampaBi€HUs] U  BHJbBl TOCYJAapCTBEHHOTO  PEryJIMPOBAHUS
JOKYMEHTAIIHOHHOTO OO0ECTeUYeHUsl YIpPaBJICHUs, Ha3HAaYeHHE, OCOOCHHOCTU H
COOTHOLIEHHE HOPMATHBHOI'O IIPAaBOBOT'0 M METOAMYECKOTO PErYIUPOBAHUSI.
CoctaB M CTpykTypa HOpPMAaTHMBHOW IIpaBOBOM M METOJUYECKOH OCHOBBI
JIOKYMEHTAI[HOHHOTO 00eCIIeueHus yIpaBICHHUSL.
Ha3nauenne u OCOOEHHOCTH HCIOJIb30BaHUS [ 'OCyZapCTBEHHOW CHCTEMbI
JIOKYMEHTAIlMOHHOTO obecriedeHus yrpasieHuu U [IpaBui aenonpousBojcTBa B
(enepaabHbIX OpraHax UCHOJIHUTEIBHON BIACTH.
VYpasiieHue 3J1eKTPOHHBIMH JIOKyMEHTAMHU.

Knaccugukarus cuctem 31€KTpOHHOIO JOKYMEHTO000pOoTa.
[Tpeumy1iecTBa BHEAPEHUS CUCTEMBI AJIEKTPOHHOT'O JOKYMEHTO000pOTA.
CucTeMbl aBTOMaTU3aIUHN JOKYMEHTOO0O0pOTA.
[Tpennocbulky A1 aBTOMATU3aLUK JJOKYMEHTO000pOTa.
PernameHT BeieHuUs TOKyMEHTOO00OpPOTA OPraHU3ALHH.

Br160p cuctemMbl aBTOMaTU3AIHH.
BapuanTtel pemeHust 3agad aBTOMaTu3alUM JOKyMeHTooOopoTa. IIpobGnema
eAuHCTBa MH(pOpMalMoHHOW cucteMbl M uHTerpauuu C3OJ] B undpactpykTypy
KOPIIOPaTUBHOM MH(POPMAILIMOHHBIX CUCTEM.

CucremMbl KOMILJIEKCHOW aBTOMaTHU3alMKi OU3HEC-IIPOLIECCOB
WHCcTpyMeHTBI 7151 KOHTPOJIS JOKYMEHTO000poTa
ApPXUBBI 3JIEKTPOHHBIX JOKYMEHTOB OpraHU3aliu.
[Tnarpopma «LIeHTp XpaHEHHs NEKTPOHHBIX JOKYMEHTOBY

ABTOMaTH3aIUsl MPOLECCOB KIACCHUYECKOTO POCCUICKOr0 JOKYMEHTO00O0pOTa
(momnepkKa JOKYMEHTAMOHHOT'O 00eCIIeYeHUs yIIPaBICHUs).
ABTOMaTH3aIMs IPOIIECCOB COIIACOBAaHUS JOKYMEHTOB.

ABTOMaTH3aIMsl YIPaBICHUs OYMaKHBIM apXHBOM.
ABTOMaTH3aIMs NPOIIECCOB 00IIEaIMUHUCTPATUBHOTO JOKYMEHTOO00POTA.
. OTpacneBsie penieHus: JOKyMEHT0000poTa (3EKTPOHHOTO TOKYMEHTO000pOTa).
ConocraBieHre PUCKOB JJIsl OpraHU3alldy IpU HUCHOJIb30BaHUM OyMa)kKHOTO U
JIEKTPOHHOT'0 TOKYMEHT0000pOTa;
Yrpo3el  nenoctHocTH — MHGOpPMaLUM,  JOCTYNHOCTH  UH(pOpMaluu U
KOH(QUICHIMATBHOCTH NpU OyMa)XHOM JOKYMEHTOOOOpPOTE B OpraHU3alllH,
CIOCOOBI YCTpaHEHUS yTPO3.
VYrpo3sl  LENOCTHOCTH  HMH(OpPMAlUHM, JOCTYHHOCTHM  MHpOpPMALUU U
KOH(QUACHINAIBLHOCTU TPU AJIEKTPOHHOM JOKYMEHTOOOOpOTE B OpraHu3alii,
CHOCOOBI yCTpaHEHHsI YTPO3
Hctouynuku yrpo3 mnpu OyMaXKHOM U 3JIEKTPOHHOM JIOKyMEHTOOOOpOTE B
OpraHu3alyu.
Croco0ObI ¥ METO/IBI 3aIIUTHI TOKYMEHTOO00POTa B OpTaHU3aIUH.
Cocras, coznepxaHre 1 0COOEHHOCTH peaau3aluy TpeOOBaHUN K PacIOIOKEHUIO
1 0(pOpPMIIEHUIO PEKBU3UTOB JOKYMEHTOB OpraHU3aluy.
OcHoBHbIE pooIeMbl U pelleHus obecrieyeHus 0e3omacHOCTH
JTIOKyMEHTO0000poTa (OyMa)xxHOTO).
OcHoBHble  TpoOieMbl  obecneueHHst  0€30MAaCHOCTH  JTOKYMEHTOoOOopoTa
(97IEKTPOHHOTO).
Hcnonp3oBanue mudpoBaHus W 3aIIUThl KaHAJIOB CBSI3U NPH MCIOJIb30BAaHUU
3JIEKTPOHHOT'O JJOKYMEHTO000pOTA.
OpraHu3anuoHHble Mepbl obecrieueHus 0e30IacHOro JIOKYMEHTOoO0OopoTa B
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OpraHu3aliu.
44. TlonsTue “>IeKTPOHHBIM JOKYMEHT” B MH()OPMAIMOHHON CUCTEME OpraHU3altu.
45. TepMuHoOrUs, UCHOIb3yEMasi B CUCTEMAX 3JIEKTPOHHOTO JOKYMEHTOO0O0pOTa.
46. 3aga4un CUCTEM DIIEKTPOHHOTO IOKyMEHTO000pOoTa.

47. JlokyMeHT Kak oOBeKT perynupoBaHus. DYHKIMM M BHIBl JOKYMEHTOB, HX
yHU(UKaLUA ¥ cTaHIapTU3aLus.

48. 'ocylapcTBEHHOE peryJiupoBaHUE, HOpPMAaTHUBHAs IPaBOBas W METOAUYECKAs
OCHOBA JJOKYMEHTAIITHOHHOT'O 00eCTIeUYeHHs yIpaBICHUS.

49. CyniHOCTh, HAmNpaBICHHWS W  BUABl TOCYAAPCTBEHHOTO  PETYIUPOBAHHS
JOKYMEHTAIIHOHHOTO OO0ECTeUYeHUsl YIpPaBJICHUs, Ha3HAaYeHHE, OCOOCHHOCTU H
COOTHOLIEHHE HOPMATHBHOI'O IIPAaBOBOT'0 M METOAMYECKOTO PErYIUPOBAHUSI.

50. CoctaB M CTpyKTypa HOPMAaTUBHOW TNpPaBOBOM M METOJIMYECKOHl OCHOBBI
JIOKYMEHTAI[MOHHOTO 00eCIieueHus yIpaBICHHUSL.

51. HaznaueHne u OCOOGHHOCTH HCIIOJIb30BaHUA [ OCYZapCTBEHHOW CHCTEMbI
JIOKYMEHTAI[MOHHOTO obecriedeHus yrpasieHud U [IpaBui aenonpousBojcTBa B
(enepaabHbIX OpraHax UCHOJIHUTEIBHON BIACTH.

52. YnopaBieHue 3J€KTPOHHBIMH TOKYMEHTaMU.

53. Knaccugukarus cucteM 31eKTPOHHOTO JJOKYMEHTO000pOTa.

54. Tloaxoap! K CO3/1aHUIO CUCTEM 3JIEKTPOHHOTO IOKyMEHTO000pOTa.

55. TpeboBaHUs K CUCTEMAaM.

56. DTtamnbl BEIOOpa CUCTEMBI aBTOMATU3ALINH.

57. Drtanbl BHEIPEHUS CHCTEMbl aBTOMAaTHU3aLI1H.

58. O6mme TpeboBaHMs K JOKYMEHTUPOBAHUIO YIIPABICHUECKON IEATETbHOCTH.

59. Cocras, copepkaHue U OCOOCHHOCTU peanu3aliy TpeOOBaHUM K pacHoiI0kKEHUIO
1 0(pOpPMIIEHUIO PEKBU3UTOB JIOKYMEHTOB.

60. CTpyKTypH3a1ys TEKCTOB yIPaBIEHYECKUX TJOKYMEHTOB.

61. Bunbl yHUUIIMPOBAHHBIX TEKCTOB, OCOOEHHOCTH OdopMIIeHHUS TpadapeTHOro
TEKCTa, AaHKETHI ¥ TaOJIHIIbI.

62.CocTaB ¥ Ha3HAYCHHWE OTAENBHBIX BHJOB OPraHU3AIlMOHHO-TIPABOBBIX,
pacropsAUTENbHBIX U HH(OPMAILIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

63. OcobeHHocTH 0GOPMIICHHS OTAEIbHBIX BHAOB JOKYMEHTOB, 00pa3yroIIUXcs B
IIPOLIECCE JEATENIBHOCTH FOCYAAPCTBEHHOTO OpraHa.

IIpumep cuTyannmoHHOM 3a1a4M AJIS MOATOTOBKH K 3a4€éTy nmo pucuumuimue b1.B.11
«Obecneuenue 6€30nacH020 00KyMeHmooo60poma 6 Op2aHu3aAuuL»

Opranuzanuii ¢ KOHTpPareHTOM 3aKJIOYEH JOroBOp, KOTOPHIM JIEHCTBOBAI C Yy4eTOM
3aKJIFOYCHHOTO CTOPOHAMH COIJIAIICHUST 00 DJICKTPOHHOM JOKYMEHTOOOOPOTE, COIJIACHO KOTOPOMY
CTOPOHBI COI'TaCHIUCH OCYHIECTBJIATH ,I[OKYMCHTOO60pOT B DJJICKTPOHHOM BHJE C HCIOJB30BAHUEM
BJICKTpOHHOfI LII/I(I)IJOBOI\/'I NOANKUCH U TPU3HABATh KOPUANYCCKYIO CUITY BCEX DJICKTPOHHBIX TOKYMCHTOB»

CTOpOHaMI/I NOpU3HACTCA HOpUAUYCCKas CuJla 3a BCEMHU JOOKYMCHTaMH, HTOANUCAHHBIMH
3HeKTpOHHOI71 IMoANrCH, KOTOPBIMU OHH O6MCHI/IBaJH/ICI>, €CJIM Ha MOMCHT IIOAITMCAaHUs CepTI/I(bI/IKaT
KJIroya 3HeKTpOHHOI71 IIOAIIMCH HE OTO3BAaH U SABJIACTCS HeﬁCTBHTeHBHLIM.

Mex 1y KOHTpareHTaMH BO3HHK CIIOpP IO UCIOJHEHHIO YCIOBUH JOrOBOpa MpenyCcMaTpUBAIOIINN
MPETEH3UOHHBIN NOPSAIOK CBOETO YPEryJIUPOBAHUS.

Ilpu pemeHun CUTyallMOHHOM 3aJadud HEOOXOIWMO TOJATOTOBUTH OTBETHl Ha CIEIYIOIINE
BOITPOCHI:

1. B xakoii ¢opme momyckaercs MpPHUMEHEHHE INPETCH3MOHHOTO TMOPSAIKa YpEeryIHpPOBaHUS

criopa?

2. JlomycTMMO 7 UCMONB30BaHWE OyMaKHOH  (OpMBI  MPETEH3MOHHOTO  TOpPAIKa

YperyJMpOoBaHuUs CIOpa U B KAKOM ciyyae?

5.3 Iloxka3aTenn M KpUTepHUH OLEHUBAHMS TEKYUIUX U NMPOMEKYTOYHBIX (popm
KOHTPOJIA
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OueHo4HbIE cpecTBa

Ioka3aTenu OLleHKH

Kpurepun onenkn

VYeTHBIN onpoc

KoppektHocTh M mONHOTA
OTBETOB

[TonnsIi, Pa3BEPHYTHI,
000CHOBaHHBIH OTBET — 3 Oaia
[IpaBUIIBHBIN, HO HEMOJHBIM OTBET
— 1 6ann

Hesepwnbiii otBet — 0 6a/10B

TectoBoe 3aganue

HpaBI/IHBHOCTL OTBCTa

BbInonHeHsl  TECTOBbIE  3a/1aHUS
TBOPYECKOTO YPOBHA B IOJHOM
o0beMe (BbIOpaHbl IpaBUIIbHBIC
oTBeTHI) — 1 Gann

BrimonHeHsl  TeCTOBbIE  3aJaHUs
CpPEeAHErO0 ypOBHS B  IOJHOM
o0beMe (BBIOpaHBI TpaBHILHBIC
otBeThI) - 0,5 Oamta

BrImonHeHBI  TECTOBBIE  3aJaHUS
JIETKOTO YPOBHS B MOJIHOM 00beMe
(BBIOpaHBI TIPaBUIIBLHBIE OTBETHI) -
0,25 6ama

CuryannonHas 3a7ada

KoppekTtHocCTb,
pa3BEepHYTOCTb OTBETA

OTBeTr fnaH BEpHBIA U TOJIHBIN,
000CHOBaHHE OTBETA, Pa3BEPHYTOE

C UCTIOJIb30BaHUEM
3aKOHOAAaTCIBbHBIX aKTOB n
cyeOHOI IIPAKTUKH.

IIponemMoHCTpUPOBaHO  XOpolIee
3HaHHe 0a30BOH TEPMUHOJIOTHUH,
yMeHHe OTIepUPOBATh
TEOPETHUYCCKUMU TTOHSATUSIMH.
[IponemoHCTpUPOBAHO 3HAHHE
JNOKTPUHAIBHBIX ~ HCTOYHUKOB -
MoOHoOTpadwuid, CTaTeu. Bce
MOJIO’KEHHUSI XOPOIIO 0OOCHOBAHBHI -
1 Gamn.

OTBeT 1naH BEpHBIM W TOJIHBIN,
000CHOBaHHE OTBETA CO CCBHLIKOM
Ha HOpMBI 3akoHa. lIpucyrcTByer
JIOTHUKA U3JI0KECHMUS, 0JIHAKO
MMEIOTCST HEOOJBIINE HETOYHOCTH
MU TOTPEIIHOCTH B OOOCHOBaHUU
CcBOMX BBIBOJOB - 0,5 O0ayUIoB.
OTBeT NaH BepHBI / HEBEPHBIN,
000CHOBaHHE HE COOTBETCTBYET
BBIBOJY. He HCITIOJIb30BaHBI
HMCTOYHHUKHU IPaBOBOTO
peryaupoBaHusl paccMaTpUBAEMbIX
oTHoIeHu# — 0 6anoB.
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5.4 IlIkana mnepeBoaa OIEHKH H3 MHOIo0ANJILHOW CHCTEMBI B 3auYTeHO/He
3a4TEHO

Kpurepun onieHkn oTBETa HAa BOIIPOCHI HA 3a4€ETE:

«3a4TeHO0» CTaBUTCS B TOM CIly4dae, €Clid CTYACHT MPOJIEMOHCTPUPYET 3HAHUE OCHOBHBIX
MOHATHI, OTHOCAILIUXCS K U3y4aeMON NUCIUIUIMHE, TPAaBWIBHO OTBETUTH, 110 KpalHEW Mepe, Ha
OJIUH JOTOJHUTENIbHBIA BONPOC, B COCTOSHUU BBINOJHUTH NpakTU4yeckoe naeuctBus. OTBET
JOJKEH OBITh JIOTMYHBIM U TOCJIEIOBATEIBHBIM, JITOO CTYJIEHT CIIOCOOCH YTOUHUTD COJEPIKAHHE
OTBETa

«He 3auTeHO» CTaBUTCA B TOM Ciydae, €CJIM CTYAEHT HE JEMOHCTPUPYET 3HAHUE
OCHOBHBIX MOHSTHH, OTHOCALIMXCS K H3y4aeMOM AMCLMIUIMHE, HE OTBEYaeT HM Ha OJIUH
JOTIOJITHUTENIBHBIA BOIPOC, W H3JIOKEHHE OTBETA Ha BONPOC HE IMOCIEAOBATEIbHOE U HE
noruyHoe. [Ipu 3ToM, CTYZ€HT HE B COCTOSIHUU BBITIOJIHUTH MPAKTUUYECKOE IEUCTBUS.

51-100 GaJioB - 3auer
0-50 OasoB - He3aueT

Hlxana ouenusanus.

OrneHKa pe3yJIbTaTOB MPOU3BOJUTCS Ha OCHOBE OaibHO-perTHHTOBOM cucTembl (BPC).
HcnonszoBanne BPC ocymiecTBisieTcss B COOTBETCTBUH ¢ Tpuka3zoMm ot 06 centsiops 2019 r.
Ne306 «O npuMmeHeHHH 6aTbHO-PEUTUHTOBOM CUCTEMBI OIEHKH 3HAHUN 00YYaIOIIUXCS).

Cxema pacyeToB c(opMmHupoBaHa B COOTBETCTBMM C y4e€OHBIM IJITAHOM HaIpaBlIEHUS,
COTJIacOBaHa C PyKOBOJUTENIEM Hay4HO-00pa30BaTEbHOTO HAIPABIICHUS, YTBEPKIEHA JEKAHOM
¢bakynbTeTa.

CxeMa pacyeToB JOBOJAUTCA /0 CBEACHMS CTYJIEHTOB HAa NEPBOM 3aHATUU 1O JTaHHOU
TUCIHIUTAHE, SBJSICTCS COCTaBHOW YacThi0 pabodeid mporpamMmbl TUCIHUIUIMHBI M COICPIKUT
WHGOPMAIIHIO 110 U3YyUCHUIO TUCIUILINHEI, yKa3aHHyio B [loyioxkeHnn o 0auibHO-pEeHTHHTOBOM
cUCTeMeE OIIeHKH 3HaHMi oOyuatomumxcs B PAHXul'C.

B coorBerctBUM ¢  OaUIbHO-PEUTHMHTOBOM  CHUCTEMOH  MaKCHMaJbHO-pacuyeTHOE
KOJTMYECTBO 0auioB 3a cemecTp coctasisieT 100, u3 HUX B paMKax JUCIMIUIMHBI OTBOJIUTCS:

40 6aIoB - HA TPOMEKYTOUHYIO aTTECTAIUIO

40 6a1oB - Ha pabOTy Ha MPAKTHUUECKUX 3aHATHUSIX

20 0aJuIOB - Ha MOCEIAEMOCTD 3aHATHI

B ciyyae ecnu cTyZeHT B TeueHHE ceMecTpa He HaOMpaeT MUHUMAIbHOE YMCIIO OasioB,
HeoOXoauMoe JUis CHAaud TIPOMEXKYTOYHOM aTTecTallud, TO OH MOXET 3apaboTaTh
JIOTIOJTHUTENbHBIE Oauibl, OTPabOTaB COOTBETCTBYIOIIME pa3feNibl JUCIUIUIMHBI, MOJYYHB OT
Mpeno/iaBaTesiss KOMIEHCUPYIOIINE 3aIaHHsI.

KouaunuecTBOo 6a/1/10B Onenka
NPONUCHI0 OykBoOM
51-100 3a4TEHO -
0-50 HE 3a4TCHO -

6 MeToaundecKkue MaTepuaJibl 10 OCBOCHHUI0 JTUCHUITIJIUHDbI
HpI/I IIOATOTOBKE K JICKIIMOHHBIM 3aHATHUAM CTYACHTY CICAYCT O3HAKOMUTHCA C yqe6Ho—
TEMATUYCCKUM ITIJIaHOM H3yqaeM01‘/'1 y‘-IG6HOfI JUCHUIITIMHBI, 4 TAKXKEC C KaJICHI[aprIM IIJIaHOM
IMPOXOKACHUA COOTBETCTBYIOILICTO KypcCa - C TEM, YTOOBI UMETH BO3MOKHOCTH BCIIOMHHUTD YXKE
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IIPOMICHHBIN MaTepHall JAHHOTO Kypca ¥ Ha 3TOH OCHOBE IOATOTOBUTHCS K BOCIIPUATHIO HOBOU
uH(pOpMaLnK, celysl JOTHKE U3JI0KEHHS Kypca IpenojaBaTeaeM-IeKTOpOM.

B nponecce neKIMOHHOT0 3aHATHS CTYAEHT BEAET CBOM KOHCIEKT JIEKIIUN, JeNast 3aIliCH,
KacaroIIHecs: OCHOBHBIX T€3HCOB JIEKTOPa. ITO MOTYT ObITh UCXOAHBIE TPOOJIEMBI  BOIIPOCHI,
KJIFOUEBBIE ITOHATHUS U UX OINPECIICHUs], BAXKHEUILINE ITOJI0KEHNS U BBIBOJIBI, CYIIECTBEHHBIE
OLICHKHU U T. 1.

B 3akimrounTenpHOM 4acTh JEKIUK CTYAEHT MOKET 33/1aTh BOIIPOCHI IIPENOIABATEIIO 110
COJIEP’KAHUIO JIEKIIUHU, YTOUHSSA U YACHSS 711 ce0sl TeOPEeTUYECKHE MOMEHTBI, KOTOPBIE OCTAINCh
€My HETIOHATHBIMHU.

Croutr OTMETHTh, YTO HEOOXOAMMO TaK)K€ CHUCTEMaTHuecKas caMOCTOsTeNbHas pabora
cryaenta. CamocTosTenbHas paboTa CTyIEHTa, IPEXkIe BCEro, NoJpa3yMeBaeT HU3ydEHUE UM
yueOHOM W Hay4yHOH JHMTEpaTyphl, PEKOMEHIyeMoil paboueill mporpaMMoN AMCHUILUIUHBI U
MpOrpaMmMon Kypca.

Memoouueckue pexomenoayuu K camocmosmenvHol pabome.

CamocrosiTesnbHast paboTa 00yJaroIMXCsl HAPaBlIeHa HA PEIICHHE CIIEAYOIINX 3a1a4:

1. BepaboTka 3HaHMH 00 OTAENBHBIX CHENHANBHBIX aclekTaXx O THIAaX JIOKyMEHTOB,
JIOKYMEHTOO0OpOTE B OpraHHM3allii, BBUIBJICHHE Yro3 B JOKYMEHTOOOOpPOTE OpraHM3allid W WX
HCTOYHHKOB, 00eCcIedYeHHH 630MaCHOCTH JOKYMEHT0000pOTa B OPraHU3ALIHH;

2. q)OpMI/IpOBaHI/Ie HaBBIKOB KPUTHUYCCKOI'O, MCCJICHOBATCILCKOIO0 OTHOUICHUA K BBI60py TUIIa
JOKyMEHTO000pOTa B OPraHM3aIlnH, BEICTPANBAaHUS ON3HEC-TPOIIECCOB, TPEOYIOMHNX JOKYMEHTHPOBAHUS
n obecrieueHuns 6€30MMacHOTO JOKYMEHTO000pOTa;

3. PasBuTHE U COBEPIICHCTBOBAHUE CIIOCOOHOCTEH K JHAIIOTY, K AUCKYCCHH, K (OPMUPOBAHHUIO
Y JIOTHYECKH apryMEHTHPOBAHHOMY OOOCHOBaHHIO COOCTBEHHOW TO3HIIMHU 110 TOMY WJIM MHOMY BOIIPOCY
B pa3pelieHuH METOMOJIOTHYECKHX IpodjieM B 00JacTH  JTOKYMEHTOOOOpOoTa W 00ECIeueHHUs ero
0€30I1aCHOCTH;

4. PasBuTHE W  COBEPIICHCTBOBAHWE MPAKTHYCCKAX HABBIKOB IPUH  CAMOCTOSTEILHOM
COCTaBJICHUHU NOKYMECHTOB, BBISIBJICHUSA YI'PO3 0€e30I1aCHOCTH IIOKyMeHTOO60pOTa, BBI60pa OIITUMAJIBHBIX
0e30macHBIX CIOCO00B BeICHHs JOKYMEHTO000pOTa.

Jus pemeHuss mepBod 3amadd  OOydaroONIMMCS TMPEIUIaraloTcs aHaJUTHYECKHH OTYeT IO
OCHOBHBIM TemaMm jucnuiimael  b1.B.11  «ObGecnedenne 0Oe3omacHOr0 MTOKyMEHTOOOOpOTa B
opranu3anuuy Pe3ynbrarhl paboThl 00CYXKIAIOTCS HAa MPAKTHUECKUX 3aHATHAX.

Jnis pemennst BTOpoil 3amadun - GOPMHUPOBAHKE HABBIKOB KPUTHYECKOTO, HCCIIENOBATEIHCKOTO
OTHOIIEHUS] K TPEeIbIBIIEMON apryMeHTAIliH, Pa3BUTHE YMEHWH aHAIM3HpPOBATh OM3HEC-TIPOIECCHI
OpraHM3aluy, TpeOyIolre JAOKYMEHTHPOBAHHS, BBIOOpPAa CHUCTEM JOKYMEHTOOOOpOTa M oOecredeHHs
0€30MacHOCTH JTOKYMEHTO000pOoTa, B TOM YHCIE DJIEKTPOHHOTO, OCOOCHHOCTSM HCIHOJIb30BAHUS
JNIEKTPOHHOW TMOAMUCH B  JOKYMEHTOOOOpOT€ HEOOXOAMMO TOATOTOBUTH IPE3CHTAIUIO  TI0
MpeTaraeMbIM HayYHBIM CTAThSIM/TEKCTAM OTHOCHTEIHHO METOJOJIOTHYECKHX BOIPOCOB, CBSI3aHHBIX C
paccMaTpuBaeMbIMH  BompocamMu. [IpoBepka BBITIOJHCHHMS 3a/laHUN  OCYINECTBISICTCS KaK Ha
MPAKTHYECKUX 3aHATUSX C TIOMOIIBI0 YCTHBIX BBICTYIUIGHHWH oOyd4aromuxcs (Tpd OIpoce) W HX
KOJUIEKTUBHOTO 00CyXeHHs (B (hopMe TPYMIOBBIX JUCKYCCHH).

Jnst peneHus: TpeTbel 3aJauu - pa3BUTHE M COBEPIICHCTBOBAHUE CIOCOOHOCTEH K IUAIOTY, K
TUCKYCCUH, K (DOPMUPOBAHUIO U JIOTHYECKH apryMEHTHPOBAHHOMY 000CHOBaHUIO COOCTBEHHON MO3HIINN
[0 TOMY WJIH WHOMY BOIIPOCY B cepe obecriedeHus: 0€30mMacHOr0 JOKYMEHTO000poTa B OpraHH3aIud
OpraHM3aluii OpraHu3ylOTCS CHENUAIbHBIE YUeOHbIe 3aHATUS B BHIE «CBOOOJHO TUIABAFOIIEH
IUCKYCCHW» WJIM MO3TOBOTO MITypMa, TMpPH TMOATOTOBKE K KOTOpPHIM oOydyaromecs 3apaHee
pactpeAensIoTcs 1Mo TPYIaM, OTCTauBaIOIINM Ty WM WHYIO TOUKY 3pEHHS 10 00CyKIaeMoi mpodieme.

st pemieHus 4eTBEPTO 3a7a9U - pa3BUTHE U COBEPIICHCTBOBAHNE MPAKTHYECKUX HABBIKOB MPH
CaMOCTOATCIIbBHOM COCTAaBJICHUN NOKYMCHTOB HCO6XOI[I/IMO MpeaOCTAaBUTDh UX IMMPOCKT.

Memoduueckue pekomernoayuu no peuweHuio CUMyayuoHHbIx 3a0ay U Keluc-3a0anuil
[Ipexxae wem TPUCTYNUTH K OTBETaM HAa TOCTABJICHHBIE B CHTYallMOHHBIX 3aladax M Keiic-
3aIaHASAX BOIPOCH], HEOOXOAMMO H3YYHTHh COOTBETCTBYIOIINE pPa3ielbl yIeOHHKOB, KOMMEHTapHEB K
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3aKOHaM, OIPENENUTh M MCCIIEAOBaTh OTHOCALIMECS K JTAaHHOM TeMe HOPMAaTHBHBIE aKThI, 110J00paTh
Hay4yHyl0 JutepaTypy. He cienyeT orpaHuuuMBaTbhCs PEKOMEHAOBAaHHON HAy4YHOW JIUTEpaTypoul H
HOPMAaTUBHBIMH aKTaMH, TOCKOJIbKY HX MEPeUYeHb, KaK MIPAaBUIIO, SBISIETCS MPUOIN3UTEIBHBIM.

IIpn  nmombopke  HEoOXOZMMOIrO  Marepuana IOJIE3HO  HCIONb30BaTh  BJIEKTPOHHBIE
WH(pOPMAIOHHO-CIIPaBOYHbIE TpaBoBbIe cucTeMbl Trma «KoncymnpranT [lmroc», «Konmekey, «["apant», n
Ip., a KpOMe TOro, clieayeT oOpamarscsi K OQHUIMAIBHBIM caiTaM IMyOJMYHBIX OpraHU3alMii B CETH
«HTEepHEeTY.

IIpy pemeHMM CUTyallMOHHBIX 3a7ad M Kelc-3alaHuil Ha OCHOBE HW3YYEHHOI'O MaTepuaja
HEOOXOJMMO JaTh apryMEHTHPOBAHHBIC OTBETHI Ha IMOCTaBJICHHBIE BOMPOCHL. OOsS3aTeNbHBI CCHUIKMA Ha
JEUCTBYIOIINE HOPMATHBHBIC aKThl U Pa3bsICHEHHs BBICIIMX CyIeOHBIX opraHoB. Eciam B cuTyaloHHOI
3ajjaye W Kelc-3alaHMd HECKOJIBKO BONPOCOB WJIM OHHM MPEAyCMaTPUBAIOT HECKOJIBKO CIIOCOOOB
paspelieHus pa3BUTHsI CUTYallud M3-3a HESICHOCTH KaKWX-JIMOO (PaKTOPOB, TO HYKHO MOCIENOBATEIHLHO
JIaTh Ha KaXKIbIA U3 IIOCTABIEHHBIX BOIIPOCOB OTBET U PACCMOTPETH BCe cuTyauuu. IIpu pemenun 3anaun
U KeWc-3alaHusl ClleAyeT OOpaTHThCS K CIHCKY HOPMAaTHBHBIX U IIPaBOIIPUMEHMUTEIBHBIX aKTOB,
YKa3aHHBIX B paboueil mporpamme.

Memoouueckue pexomenoayuu no bINOIHEHUIO MECMOBbIX 3A0AHUL

TecTupoBaHue - 3TO HCCIENOBATENBCKUN METOI, KOTOPBIM MTO3BOJISIET BHIIBUTH YPOBEHb 3HAHUIM,
YMEHHH M HaBBIKOB, CIIOCOOHOCTEH M Jpyrux KadecTB oOydaromierocs. B pesymbraTe TecTHpOBaHHUS
OOBIYHO TONYYAaOT HEKOTOPYIO KOJIUYECTBEHHYIO XapaKTEPHUCTHKY, IMOKA3bIBAIONIYI0 MEPY YCBOCHUS
y4eOHoro marepuana odydarommumcs. TecThl - cucTeMa 3aaHuil criequduaeckoil GopMbl, TpUMeHseMast
B COYETAHHU C OINPENEICHHON METOOUKOW M3MEPEHHUs M OLIEHKH pe3yibTara. TecTOBOE 3aJaHHE - ITO
JUArHOCTUYECKOE 3aJaHue B BUJE 3aJadd WIH BOIPOCA C YETKOM HMHCTPYKLUEN K BBIINOJHEHUIO U
00513aTeJIBHO C 3TATOHOM OTBETA HJIM AITOPUTMOM TPeOyeMBIX NEHCTBUIA.

[Ipy BBIMOJIHEHUM NPEIJIOKEHHBIX HA 3aHATHM TECTOBBIX 3alaHuil, o0ydaromemycs cilenyeT
BHUMATEJIBHO NPOYMTATh KaXKIbI M3 IIOCTABICHHBIX BONPOCOB. OTO IO3BOJIUT ONpPENENUTh 001acTh
3HAHWUM, IPOBEPUTH HATMYNE KOTOPBIX IIPU3BAH TOT WIK UHOU Bompoc. Ilocie o3HaKoMIIeHUs ¢ BOIIPOCOM
CIIelyeT MPUCTYNATh K IPOYTEHHIO PEUIAraéMbIX BApUaHTOB OTBeTa. IIprueM, pekOMEeH1yeM IIPOYUTATh
BCE BapHAaHTHI, Ja)K€ €CIM OAWH M3 HHUX KaXKeTCs BIIOJIHE YIOBJICTBOPUTEIBHBIM. B kadecTBe oTBeTa
HAJIS)KAT BBIOPATh TOT, KOTOPHIN COOTBETCTBYIOUIMI MpPaBUIBLHOMY OTBeTy. OOydJarommuiicss MOJKEeH
JaTh OJUH WU HECKOJBKO BAPUAHTOB IIPABUJIBHOIO OTBETA U3 MPEMJIOKEHHOI'O CIIMCKa OTBETOB. llpn
MOUCKE OTBETAa HEOOXOIMMO MPOSBIATH BHUMATEIbHOCTD. [Ipexkae Bcero, cieqyeT UMeTh B BUIY, YTO B
mpe/yiaracMoM 3aJaHuM Bceraa OyneT OJWH NpPaBUIbHBIA M OJUH HENPaBWIIbHBIA OTBET. Bcex
MPaBUIBHBIX HJIM BCEX HEMPAaBHIBHBIX OTBETOB (€CIIM 3TO CIIEIMAIbHO HE OTOBOPEHO B (POPMYITHPOBKE
Bompoca) ObITh He MoeT. Hepeako B Bompoce YyxXe COOEpXKHUTCS CMBICIOBasi IOACKa3Ka, 4YTO
MIPABUIBHBIM SIBIISIETCS TOJNBKO OJUH OTBET, MOATOMY IPH €r0 HAaXOXIECHUM MPOAOJIKATh NaJbHEHIIHE
MIOUCKU YK€ HE TpeOyeTcsl.

Ha ornenbHbIE TECTOBBIE 3alaHUs HE CYLIECTBYET OJHO3HAYHBIX OTBETOB, IIOCKOJIBKY XOpOLIEE
3HaHWE W T[IOHMMaHWE COJEpJKaIlerocs B HUX MarepHajga IO03BOJSET HAWTH TakWe OTBETHI
CaMOCTOSITENbHO. VMIMEHHO Ha 3TO OOydaromumcs ClelyeT OPUEHTHUPOBATHCS, IOCKOJBbKY IOJIHOCTBIO
3allOMHUTD BCIO MMOMy4YaeMyr0 WHPOPMAIMIO U B TOYHOCTH €€ BOCIPOM3BECTH MPH OTBETE HEBO3MOKHO.
Kpome Toro, Bonmpocsl B TecTax MOTYT OBITH 000OIIEHHBIMH, HE 3aTParuBaTh KaKMX-TO JEeTalCH.

BOI’ZpOCbl 07151 CAMOCMOSIMENbHOU NOO20MOBKU K npakmu4eCcKum 3anamusim

Tema 1. O01ue MoJI0KeHUs 0 JOKYMEHT0000poTe, ero BUaax
Cemunap 1.

1. OcnoBHoe mnonstus 3akperienssie B "I'OCT P 7.0.97-2016. HauwuoHnanbHbli cTaHAAPT
Poccuiickoii  ®epepaumu. Cucrema craHgaptoB 1o uHQopMmanuu, OUOIMOTEYHOMY |
u3garensckoMy Aeny. OpraHu3aliOHHO-paclopsAMTENbHAs TOKYMEHTalus. 1peOoBaHHs K
odopmnennio gokymeHToB" (yTB. IIpukazom Poccranmapra ot 08.12.2016 N 2004-cT) (pen. ot
14.05.2018)

2. OcHoBHBIE MOJIOXKEHUS 3aKperuieHHble DenepanbHBIM apXUBHBIM arecHTCTBOM B MeTOIUYecKuX

MOCOOMX, PEKOMEHAALMX, IepPeyHsIX, aHaNUTHYeCKHX o03opax W ordyerax no HUP

(https://archives.gov.ru/documents/methodics.shtml)

Ocnogusie mosoxerns 'OCT «JlemonponssocTso u apxuBHOe aemo» P 7.0.8 ot 17.10.2013;

4. OcHoBHoe moHATUSI cTaThM 2 @DenepanpHoro 3akoHa oT 27.07.2006 N 149-®3 (pen. ot
31.07.2023) "O6 undopmanyu, HHGOPMALUOHHBIX TEXHOJIOTUAX U O 3a1uTe HHpopMamu'.

W



26

5. Ocuosurie nonoxenus 'OCT «Ynpasnenue nokymentamm» P MCO 15489-1-2019;

6. OcnoBuble nonoxeHus I[locranoBnenus IlpaButensctBa PO ot 28.01.2002 Ne 65 (pen. ot
09.06.2010) «O denepanbHOit LeneBol nporpamme «iekrponHas Poccus (2002 - 2010 roasi)»

7. OcHoBuble mnonoxkeHus IloctanoBnenus IIpaBuremsctBa P® ot 15.04.2014 Ne 313 «OG6

YTBEPXKACHUU TOCyAapCcTBEHHOW mporpammbel Poccuiickoit ®epepammn  «MHDopmamonHoe

00111ecTBOY (TIOCTIeTHS PeIaKIHA);

Tumbl B3auMOEHCTBHS B JOKyMEHTOO0OPOTE OpraHU3allly;

9. TumnoBsie 0JIaHKW JOKYMEHTAIIUH OpraHU3allMy U TPEOOBaHUS K UX 0()OPMIICHHIO.

o

Tema 2. OcHOBHbIEC MOJIOKEHHSI 00 3JIEKTPOHHOW NOANMCH M ee HCIOJb30BAHUH B
3JIEKTPOHHOM IOKYMEHT0000poTe

Cemunap 2.

1. Twursl 3aeKTPOHHOMN TTOIIIKCH;

2. YcuneHHas KBaTU(QUIMPOBAHHAS JICKTPOHHAS MTO/IUCH;

3. VI0CTOBepsIOUINE EHTPBI;

4. Y 1mocToBepsIomIre EHTPBI TPETHEH CTOPOHBI;

5. Tlopsimok moiry4eHus yCUIICHHOW KBaTH(UIIMPOBAHHOM MOIUCH;

6. CeprudukaT KiIroya dJIEKTPOHHOM MOAIICH;

7. TpeboBaHHs K 00ECIIEYEHHIO KOHPHICHIIMATEHOCTH KIIF0Ya 3JIEKTPOHHOH MOITUCH.

8. DIJeKTpOHHbBIC TOKYMCHTHI;

9. Bwusyanuzauusi SIEKTPOHHOM IMOINUCH Ha OKYMEHTE.

10. Dnexrponnoe B3anmoaeiicterne B2B, B2C,B2G.

Tema 3. @opMaThl 3JIEKTPOHHBIX JOKYMEHTOB
Cemunap 3.

1. ®opmann3oBaHHBIC JOKYMEHTHI.

2. HedopmannuzoBaHHbIE JOKYMEHTHI.

3. XML-dopmar.

4. PDF/A3-dopmar.

Tema 4. FOpuau4eckn 3HAYMMBII 3J1eKTPOHHBIX JOKYMEHTO000pPOT

Cemunap 4.

1. TloHsTHE IOPUANYECKH 3HAYMMOTO JTOKYMEHTOO0OpOTA.

2. YcnoBus HEOOXOAUMBIE JIJIsSI TPU3HAHKS JOKYMEHTA IOPUIMUYECKH 3HAYNMBIM.

3. HOpuanvecku 3HAYMMOTO JTOKYMEHTOOOOPOTAa MEKTYy KOHTpAarecHTaMH.

4. IOpunuuecky 3HAYUMBIN TOKYMEHTOOOOPOT € BHYTPH OpraHU3aIHH.

5. IOpuanuecku 3HAYUMBIH JIOKYMEHTO000POT c rOCy/1apCTBCHHBIMH

KOHTPOJMPYIOIIUMHU OpraHaMH.

Tema 5. OTpacieBble pellieHNs 10 PeaTu3aluM 3TeKTPOHHOI0 J0OKYMEHT0000poTa.

1. EnuHblii mopTan rocy1apcTBEHHBIX YCIIYT;

2. DIeKTpOHHOE B3aUMOJICHCTBHE C TOCYIAPCTBEHHBIMU KOHTPOIUPYIOIIUMH OpPraHaMH.

3. TlpemocTaBieHHE OTYETHOCTH B HAJIOTOBBIC OPTaHbI;

4. KaapoBblii JOKyMEHTOOOOPOT.

5. bank-onnaiiH.

6. TIporpamMmsl JIsi pean3amnin 3IEKTPOHHOTO JOKYMEHTO000pOTa MEX/Iy KOHTPAreHTaMH.
7. Peanuzanusi KOMOMHUPOBAHHOTO JTOKYMEHTOO00OPOTA MEXKITy KOHTPAr€HTAMHU.

8. bBusHec-mpoiiecchl B OpraHM3aliy U BEIOOP BHIA JOKYMEHTOO00POTa 110 HUM.

9. DnekTpoHHOE MPaBOCYAHE.

10. MexBe1OMCTBEHHOE JIEKTPOHHOE B3aUMO/ICHCTBHE.
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Tema 6. XpaHeHue W apXuUBHOe XpaHeHHEe NOKYMEHTOB (OYMasKHBIX M 3JEKTPOHHBIX)
IOPUANYECKUX JIUI U MHIMBHAYAJTbHBIX NpeanpuHuMareeii. [ocynapcrBennasi nHpopMannoHHas
cucrema “Ilinargopma” LleHTp XpaHeHHs IJIEKTPOHHBIX IOKYMEHTOB.

CemuHap 6.

1. OcHnoBubie monoxenus Ilpukaza PocapxmBa ot 20.12.2019 N 236 "OG6 yTBepkaeHUU
[lepeunst TUNOBBIX yHpaBIEHUYECKUX aPXUBHBIX JOKYMEHTOB, 00pa3yIOIIMXCs B MPOLECCE ACITENbHOCTH
rOCy/IapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOTO CaMOYIPAaBJICHHUS M OpPTraHU3aIfi, C YKa3aHHEM CPOKOB
nx xpanenus" (3apeructpuponano B Muniocte Poccuu 06.02.2020 N 57449)

2. TpeboBaHus K CPOKY XPAHEHUIO JOKYMEHTOB B 3aBHCUMOCTH OT M3 BUJIA.

3. OO0s3aHHOCTH 0OECIIEYEHNST APXUBHOTO XPAHEHHS JOKYMEHTOB.

4. TocymapcTBEHHBINH KOHTPOJIb U XPAHCHUE JOKYMEHTOB OpraHU3aIliH.

5. OcobennocTr obecreueHus 6€30MaCHOT0 XpaHEHU JOKYMEHTOB B 3aBUCHMOCTH OT X THIIA.

6. OcuoBubie mosnoxenuss [locranosnenus IIpaButensctBa PO ot 02.03.2022 Ne 279 «O
rocynapctBeHHoN wuH(popMmanmonHoW cucteme «[lmarpopma «LleHTp XpaHEHHS DIEKTPOHHBIX
JOKYMEHTOB» M €r0 pealn3alus.

Tema 7. O0ecnieyeHue 0€30MACHOT0 JOKYMEHT0000poTa

Cemunap 7.

1. TloHsTHS KOMMEpPYECKOIi, HAIOrOBOW M HHOM OXPaHIEMOil 3aKOHOM TaifHBI.

2. VYrpo3bl U OpraHU3aIliK U OCYIIECTBICHUH JOKYMEHTO000poTa (OyMakHOTO,
3JIEKTPOHHOTO).

3. Hcrounuku yrpo3 6€30MacHOCTH JOKYMEHTO000POTa.

4. OcobeHHOCTH OOpaIeH s C TEKTPOHHOMN MOAIKCHIO.

5. Cnoco0Obl obecrieueHus 6e30MacHOro JOKYyMEHTO000pOTa.

Tema 8. CynedHasi NpaKTHKA MO UCTOJIB30BAHUIO YJIEKTPOHHOI MOANMUCH U IEKTPOHHBIX

AOKYMEHTOB
CemuHap 8.
1. ApOutpakHas MpakTHKa CBS3aHHAs C HEHAISKAIMM oOecredeHrHeM 0e30MacHOro
JOKyMEHTO00OpOTA.
2. IlpuBredeHue K yrojJoBHOH OTBETCTBEHHOCTH.B CBSI3H C HE HAJUICKALIMM 00ECIICUCHUEM
JIOKyMEHTO000pOTA.

7 Y4eOHas JauTeparypa MW pecypcbl HMH(pOPMAIMOHHO-TEJEKOMMYHMKALMOHHOMN
cetu UHTepHeT
7.1 OcHOBHas TUTEpaTypa

1. IllyBanoBa, H. H. Opranmzanuisi ¥ TEXHOJOTHUS JOKYMEHTAIMOHHOTO
obecrniedeHusl ynpaBieHus : yueOHUK U mpakTukyM juis By3oB / H. H. lllyBamoBa. — 2-e u3n.,
nepepad. u mon. — MockBa : WMsmarenbctBo [Opaiir, 2020. — 265 c¢. — (Bricmiee

obpazoBanmne). —ISBN 978-5-534-12358-6. — Tekcr : anexktponssiit / IBC IOpaiit [caiiT]. —
URL: https://urait.ru/bcode/451066 (nata o6pamenns: 01.08.2023).

2. CrenanoBa, E. H. Cuctema »1eKTpOoHHOTO JOKYMEHT00OOpoTa (00mauyHoe
pemenue) : yaeonoe nmocooue / E. H. CremanoBa. — Mocksa : Aii [Tu Ap Menua, 2021. — 182
c. — ISBN 978-5-4497-0767-3. — TekcT : 3MeKTpOHHBIH // DIEKTPOHHO-OMOIMOTEUHAS
cuctema [PR BOOKS : [caiir]. — URL: http://www.iprbookshop.ru/101357.html (maTa
obparmienus: 01.08.2023). — Pexxum roctymna: st aBTOPU3UP. MOJIb30BaTEICH.

3. YepHoBa, O. A. OCHOBBI JOKYMEHTOOOOpPOTa M PEKUMa CEKPETHOCTH :
VYuebuuk / O. A. UepHoBa. — MockBa : OOIIECTBO C OTrpaHUYEHHOW OTBETCTBEHHOCTBHIO
"UznarensctBo "KHOPyC", 2021. — 264 c. — (bakanmaBpuat). — ISBN 978-5-406-06917-2. — EDN
XIMAVB.

4. KysnemoBa, WM. B. KoudunennuanpHoe  IeIOMPOU3BOJCTBO U
3alMIICHHBIN 3JIEKTPOHHBIA TOKYMeHTO00opoT : YdeOHoe mocobue / U. B. Ky3znernosa, I'. A.
XadatpsiH. — MockBa : Aii [Tu Ap Mexana, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — EDN
GVXXAY.



28

7.2 lonoiHMTEIbHAS JIUTEPATypPa

l. KysnenoBa, W. B. KouduaenuuanpHoe  JeIONPOU3BOACTBO U
3aIIUIIEHHBIN AJIEKTPOHHBIA TOKYMEeHT0000poT : Yuebnoe nmocodue / M. B. Kysnemnona, I'. A.
XauatpsiH. — MockBa : Al [Iu Ap Menua, 2020. — 192 c. — ISBN 978-5-4497-0588-4. — EDN
GVXXAY.

2. Joponuna, JI. A. OpraHuzanus M TEXHOJIOIHMS JAOKYMEHTALlMOHHOTO
oOecniedeHus ynpasieHus : YueOHuk u npaktukym / JI. A. loponuna, B. C. Uputukosa. — 1-e
u31.. — Mocksa : M3narensctBo FOpaiit, 2023. — 233 ¢. — (Boiciee oOpa3oBanue). — ISBN 978-
5-534-04568-0. - EDN GWPCFQ.

3. CrenanoBa, E. H. Cucrema 351eKTpOHHOTO 10KyMeHTo0OO0poTa (06i1auHoe
pewenue) / E. H. CrenanoBa. — Mocksa : At [Iu Ap Menua, 2021. — 182 c¢. — ISBN 978-5-4497-
0767-3. — EDN HVBBVI;

4. bapunosa, E. b. DOnexrponnsiii apxuB : YueOHoe mocobue / E. b.
bapunoBa. — 1-e m3n.. — MockBa : MsparensctBo [Opaiit, 2023. — 166 c. — (Bricuee
obpasoBanue). — ISBN 978-5-534-16886-0. —- EDN QUKLNY;

5. CrenanoBa, E. H. Cucrema 351eKTpOHHOTO 10KyMeHTo0oOO0poTa (0bi1auHoe

pewenue) / E. H. CrenanoBa. — Mocksa : At [Iu Ap Menua, 2021. — 182 c¢. — ISBN 978-5-4497-
0767-3.— EDN HVBBVL

6. MoprynoB, A. B. DiekTpoHHBIE CHUCTEMBI JOKyMeHTOOOOpoTa / A. B.
MoprynoB. — HoBocubupck : HoBocuOupckuii rocyapCTBEHHbIM TEXHUUECKUH YHHUBEPCHUTET,
2020. — 74 c. — ISBN 978-5-7782-4269-2. — EDN GFGGEN.

7. BeibopnoBa, O. H. Metoasl u cpeacTBa 3amiuThl B CHUCTEMAax
AJIEKTPOHHOTO IOKYMEHTO0000poTa : YueObHo-MeToanueckoe nocooue / O. H. Beibopuosa, B. 0.
Ky3nenosa, O. M. Pomanosa ; MUHUCTEPCTBO HAYKHU 1 BBICHIEI'O OBPA3OBAHUA
P®. — Actpaxans : M3narens: Copokun Poman BacunseBuy, 2020. — 82 c¢. — ISBN 978-5-91910-
872-6. — EDN WSRIJJIL.

8. Cannukos, A. B. CucreMsbl 3J€KTpOHHOTO JOKYMEHTO00OpoTa : YueOHoe
nocobue / A. B. CannukoB. — Mocksa : At [lu Ap Meaua, 2023. — 106 c. — ISBN 978-5-4497-
2200-3. — EDN OBFNEZ.

9. CucteMbl 3JEKTPOHHOIO JOKyMeHTooOopoTa. Ilpaktukym / H. .
AntyxoBa, A. JI. I3to6enko, O. U. Jlonranosa [u ap.]. — Mocksa : OO11ecTBO ¢ OTpaHUYCHHOU
orBeTcTBEHHOCThIO "M3marenbctBo "KnHOPyc", 2022. — 396 c. — ISBN 978-5-406-07367-4. —
EDN MKRRGQ.

7.3. HopmaTuBHBIC IPABOBbIE JOKYMEHTHI M HHAS IPABOBasi HHPOPMaLHs

- «TpynoBo#i kogekc Poccuiickoit @eneparnum» ot 30.12.2001 N 197-®3 (pen. ot
25.02.2022) (¢ w3m. w jgom., Beryn. B cmty ¢ 01.03.2022) //  URL:
http://www.consultant.ru/document/cons_doc LAW_34683/.

- Oenepanbhbiii 3akoH «O0 apxuBHOM Jnene B Poccuiickoit denepamuu» OT
22.10.2004 Ne 125-®3 // URL: http://www.consultant.ru/document/cons_doc LAW_1406/ .

- @enepanbHblii  3akoH  «O  MOpsAAKE PACCMOTPEHHUs OOpalleHUd TIpakaaH
Poccuiickoit denepauun» oT 02.05.2006 Ne 59-@3 // URL:
http://www.consultant.ru/document/cons_doc LAW_ 59999/ .

- @enepanbhblil 3ak0H «O0 uHPOpMaUK, WHPOPMALMOHHBIX TEXHOJOTHSIX U O
3aIuUTe UH(pOpMALIUN oT 27.07.2006 Nel49-03 // URL:
http://www.consultant.ru/document/cons_doc LAW_61798/ .

- @enepanbHblii 3akoH «O0 OpraHu3anuy IMPeJOCTaBICHUS TOCYAAPCTBEHHBIX U
MYHHIIMIIATIbHBIX yCIIyD» oT 27.07.2010 Ne 210-@3 / URL:
http://www.consultant.ru/document/cons_doc LAW_ 103023/ .

- ®enepanpubiii 3akoH «O0 snexktporHOo moamucu» oT 06.04.2011 Ne63-Dd3 //
URL: http://www.consultant.ru/document/cons_doc LAW_112701/ .

7.3.1. IlocTanoBenus npasurteancrBa Poceniickoit @enepannu u Cosera


http://www.consultant.ru/document/cons_doc_LAW_112701/
http://www.consultant.ru/document/cons_doc_LAW_103023/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_59999/
http://www.consultant.ru/document/cons_doc_LAW_1406/
http://www.consultant.ru/document/cons_doc_LAW_34683/
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MuHuCTPOB

- [TocranoBnenue IlpaBurensctBa PO ot 28.01.2002 Ne 65 (pen. ot 09.06.2010)
«O denepanbHOll 1IENeBOM mporpamme «nektponHas Poccust (2002 - 2010 roxsr)» // URL:
http://www.consultant.ru/document/cons_doc LAW_90180/6b9425f00074782e85554240526¢c0f
90f19ee869/

- [TocranoBnenus: [IpaBurensctBa PO ot 15.04.2014 Ne 313 «O6 yTBepxaeHUH
rocynapcTBeHHOM mporpamMmbl Poccuiickoit ®enepaunu  «MHpopManmonHoe oOIECTBOY
(mocnenusis penakuus) // URL: http://gov.garant.ru/SESSION/PILOT/main.htm

- [TocranoBnenue IlpaButensctBa P® ot 07.07.2011 Ne 553 «O mnopsake
oopmieHHs W TpPEACTaBICHUS 3asABJICHUH U MHBIX JOKYMEHTOB, HEOOXOAMMBIX JJIs
MIPEJOCTABIICHHUS] TOCYJApCTBEHHBIX W (WJIM) MYHUIUIAIBHBIX YCIYT, B (OpPME 3JIEKTPOHHBIX
nokymenton» // URL: http://www.consultant.ru/document/cons_doc LAW_116468/ .

- [TocranoBnenue IlpaButensctBa P® ot 15.06.2009 Ne 477 «O6 yTBepxkaeHUn
[IpaBun nenompousBoAcTBa B (efepasibHBIX OpraHax WCHOJHUTENbHOW Biactw» // URL:
http://www.consultant.ru/document/cons_doc LAW_88695/ .

- ITocranoBnenue IIpasutenscta PO ot 02.03.2022 Ne 279 «O rocynapcTBeHHON
uHpopmannonnon cucreme «llnardpopma «LleHTp XpaHeHUsI STEKTPOHHBIX JTOKYMEHTOBY //
URL: http://www.consultant.ru/document/cons_doc LAW_410802/ .

- [Tocranosnenue [IpaButensctBa PO ot 13.05.2022 Ne 867 «O enunoit undposoii
wiatdopme B cepe 3aHATOCTH U TPYIOBBIX OTHOIIEHHH «Pabora B Poccum» (BMecte ¢
«[IpaBunamu QpyHKIMOHUPOBAHUS eIUHON LU(POBOI IaTGOpMBI B chepe 3aHITOCTH U
TpyAOBBIX oTHomIeHu# «PaboTa B Poccumn») // URL:
http://www.consultant.ru/document/cons_doc LAW_416930/ .

7.3.2. 'ocynapcrBeHHble ctanaapThl Poccuiickoii @exepanuun

- I'OCT P 7.0.8-2013. HauuonanbHbiii ctrangapT Poccuiickoit ®denepauuu.
Cucrema ctanmapToB 1o nHGpopManuu, OMOIMOTEYHOMY U U3/IATEIHCKOMY JICITy.

- I'OCT P 53898-2013 CucreMbl  DIEKTPOHHOTO  JOKYMEHTOOOOpOTA.
B3aumopeiictBue cucteM  ympaBieHHS  JOKyMEHTaMHu. TexHuueckue TpeOOBaHHUS K
AJIEKTPOHHOMY COOOILEHHIO.

- JOCT P 54471-2011 Cuctembl 3I€KTPOHHOTO JIOKYMEHTOO00pOTa. YTIpaBJICHHE
nokyMmeHntanuet. Muadopmanms, coxpaHsemas B JJIEKTPOHHOM BHJIE. PekoMeHmanuu 1o
00eCreueHunI0 JOCTOBEPHOCTH U HAJIe)KHOCTH

- I'OCT P 34.10-2012 Nudopmarmonnas texuonorus (UT). Kpunrorpaduyeckas
3amuTa nHpopmaruu. [Ipomecco hopMupoBanus U MPOBEPKU FIECKTPOHHON IU(PPOBOH ToAIHCH

- I'OCT 28388-89. «Cucrembl 00paboTkn uHPOpManuu. JOKyMEHTHl Ha
MarHUTHBIX HOCUTENSX JaHHBIX. [1opsiIoK BBIMOIHEHHS U 0OpaIlieHus.

- I'OCT P 54989-2012/ISO/TR 18492:2005 «Ob6ecneuenue 0ATOBPEMEHHOM
COXPAaHHOCTH  JJIEKTPOHHBIX  JOKYMEHTOB»,  yTBepxkAeHHbIH  17.09.2012  wuaeHTHYeH
MexayHapoaHomy nokymenty MCO/TO 18492:2005»

- JOCT P 54471-2011/ISO/TR  15801:2009 «Cuctembl  3JIEKTPOHHOTO
JIOKyMEHT0000poTa. YipaBieHue nokyMeHTauueil. Madopmanus, coxpansemas B 3JIEKTPOHHOM
Buje. PexomeHnganuu no o0ecnedyeHnto JOCTOBEPHOCTH U HAZEKHOCTH

- I'OCT P UCO/M3K 26300-2010 «Hudpopmanmonnas texHoiorus. dopmat
OpenDocument st opucHbIx mpunoxenuit (OpenDocument) v1.0

- I'OCT 6.10.4-84. «YHuuIMpoBaHHbIE CUCTEMbI JOKyMeHTauuu. llpunanue
IOPUAMYECKON CHIJIBI JOKYMEHTaM Ha MAallMHHOM HOCUTENE M MAallduHOTPaMMe, CO31aBacMbIM
CpeACTBaMU BBIYMCIUTEIBHON TEXHUKI

- «I'OCT P 7.0.97-2016. Haumonanenslii ctangapt Poccuiickoii dDenepanumu.
Cucrema craHgapToB 1o wuH(popManuu, OHOIMOTEYHOMY M H3JATEIBCKOMY  JIEINy.
OpraHu3aluoOHHO-paCIOpsAIUTeNIbHAsS ~ JOKyMeHTanus.  TpeboBaHuss K  OQOPMIICHHIO
nokyMeHToB» (yTB. IIpukazom Poccranmapra ot 08.12.2016 N 2004-ct) (pen. ot 14.05.2018).


http://www.consultant.ru/document/cons_doc_LAW_416930/
http://www.consultant.ru/document/cons_doc_LAW_410802/
http://www.consultant.ru/document/cons_doc_LAW_88695/
http://www.consultant.ru/document/cons_doc_LAW_116468/
http://gov.garant.ru/SESSION/PILOT/main.htm
http://www.consultant.ru/document/cons_doc_LAW_90180/6b9425f00074782e85554240526c0f90f19ee869/
http://www.consultant.ru/document/cons_doc_LAW_90180/6b9425f00074782e85554240526c0f90f19ee869/
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7.3.3. UHble HOPMATHBHO-NIPABOBbIE IOKYMEHTbI:

- ITpuka3z ®HC Poccum ot 31.07.2014 Ne MMB-7-6/398@ «OG6 yTBepxaeHUH
MeToauueckux peKOMEHJalUui [0 OpraHu3allH 3JIEKTPOHHOTO JOKYMEHTO0OOpOoTa IpH
NpPEJCTAaBICHUN  HAJIOTOBBIX  JeKiapauuii  (pacueToB) B  DJIEKTPOHHOM  ¢opme 1O
TEIIEKOMMYHHUKAIIHOHHBIM Ka”aJlaM CBSI3ID) // URL:
http://www.consultant.ru/document/cons_doc LAW_166601/.

- [ToctanoBnenne IlpaButensctBa PD ot 28.11.2011 Ne 976 (pexn. ot 25.09.2018)
«O deneparbHOM OpraHe MCIOJHUTEIBHON BIACTH, YIIOJTHOMOUYEHHOM B c(epe HCIOIb30BaHUS
anexktponHoi noanucu» // URL: http://www.consultant.ru/document/cons_doc LAW_122454/ .

- [Tpuka3 MunuctepcTBa Hu(pOBOTro pa3BUTHSL, CBSI3H M MACCOBBIX KOMMYHHUKAIIHHA
Poccuiickoit ®eneparuun ot 18.08.2021 Ne 857 «OO0 yTBEepKIE€HWW €IUWHBIX TPeOOBaHUU K
dbopmaM  JOBepeHHOCTEH, HEOOXOAMMBIX JUISI  WCIOJB30BAHUS  KBAIU(UIIMPOBAHHOM
ANIEKTPOHHOM moanucu» (3apeructpupoBano B Munrocte Poccun 08.10.2021 Ne 65353) // URL:
https://digital.gov.ru/ru/documents/8104/ .

- [Tpuka3z MunucrepcTBa UG POBOTO pa3BUTHSA, CBI3U M MACCOBBIX KOMMYHHKAITUH
Poccuiickoit ®eneparu ot 30.11.2020 Ne 642 «OO0 yTBep,aAeHUH AIMUHUCTPATUBHOTO
perinamMeHTa MNpeAocTaBieHUss MMHHUCTEPCTBOM LU(POBOIO pa3BUTHUS, CBA3HM M MAacCOBBIX
koMMyHuKaiui Poccuiickorn ®enepauuu rocyJapCTBEHHOM YCIyI'M II0 aKKpeIuTaluu
JOBEPEHHBIX TPETbUX CTOPOH B  AJIMUHUCTPATUBHOTO pErjaMeHTa OCYILECTBICHUS
MuHHCTEpCTBOM LU(POBOTO pPa3BUTHUS, CBSI3M W MAaCCOBBIX KOMMYHHKaiuii Poccuiickoit
denepanui  TOCYAApCTBEHHOTO KOHTPOJs (Ham30pa) 3a COONIOJACHHEM aKKPEAWUTOBAHHBIMH
JOBEpEHHBIMA TPETHUMHU CTOPOHAMH TpPEeOOBaHMIA, KOTOpBIE YCTaHOBIEHBI DenepalbHbBIM
3aKOHOM «0OO0 3JIEKTPOHHON MOAMNHCH» M WHBIMU NPUHUMAEMBIMH B COOTBETCTBHHM C HHUM
HOPMAaTUBHBIMM IIPABOBBIMU akTaMu» (3apeructpupoBaHo B Muntocte Poccum 30.12.2020 Ne
61933) // URL: http://publication.pravo.gov.ru/Document/View/0001202012300098 .

- [Tpuka3 ®enepanbHoil HamoroBoit ciyx06b1 ot 30.12.2020 Ne B/I-7-24/982@ «O06
yTBepxkaeHun [lopsaka peanuszanuu  DenmepanbHOM  HAOTOBOM  CIY)KOOW  (pyHKITUH
aKKpPEIUTOBAaHHOTO  YJOCTOBEPSIOIIETO IIEHTpa W  HCIOJHEHHS €ro  OO0sM3aHHOCTEW»
(3apeructpupoBano B Muntocre  Poccum  14.05.2021  Ne  63416) // URL:
http://publication.pravo.gov.ru/Document/View/0001202105140036 .

- Vkazanue banka Poccum ot 10.03.2021 Ne 5750-Y «O mnopsnke co3maHusi u
BBIIaYU  yAOCTOBepsitomuM  1eHTpoM lleHTpanmbHoro Oanka Poccuiickoit ®@enepanuu
KBAIM(ULIMPOBAHHBIX  CEpTU(GUKATOB  KIIOUYEH  MPOBEPKU  BJICKTPOHHBIX  MOAMHCEN»
(3apeructpupoBano B Muniocre  Poccum  22.07.2021 Ne  64333) // URL:
http://www.consultant.ru/document/cons_doc LAW 391789/ .

[Tpuxaz banka Poccum ot 10.12.2021 Ne OJ-2434 «O6 ytBepxknenuu Ilopsinka
peanuzaiu QyHKIMA U UCTIONHEHUS 00s3aHHOCTEH ynocToBepstoliero neHTpa LlenrpambHoro
OaHka Poccuiickoii Oenepauun» /1 URL:
http://www.consultant.ru/document/cons_doc LAW_ 404337/

7.4 HNuTepHer-pecypcebl

1. https://archives.gov.ru/ Odunuansaeiii callT PenepalibHOTO apXUBHOTO areHTCTBA
(Pocapxusa)

2. http://minjust.rw/ - OdurmanpHeiii cadT MunuctepcrBa HOctunun Poccutickoit
Oenepauny;

3.  http:/kremlin.ru - Odunmansuerii caitt [Ipe3uaenta Poccuiickoit denepanuu;

4. http://www.duma.gov.ru - Odunmansubiii caidt ['ocymapctBenHoit Jlymbl



http://www.duma.gov.ru/
http://kremlin.ru/
http://minjust.ru/
https://archives.gov.ru/
http://www.consultant.ru/document/cons_doc_LAW_404337/
http://www.consultant.ru/document/cons_doc_LAW_391789/
http://publication.pravo.gov.ru/Document/View/0001202105140036
http://publication.pravo.gov.ru/Document/View/0001202012300098
https://digital.gov.ru/ru/documents/8104/
http://www.consultant.ru/document/cons_doc_LAW_122454/
http://www.consultant.ru/document/cons_doc_LAW_166601/
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®enepansaoro Cobpanust Poccuiickoit denepannu;

5.  http://council.gov.ru - O¢unuansusiii caiit CoBera ®enepanuu DenepanbHOTO
Cobpanus Poccuiickoit ®@enepanuu;

6. http://www.government.ru - Odunmaneusiii caiit IIpaBurensctBa Poccuiickoii
®denepanuy;

7.  http://www.ksrfiru - Opunumansasiii caiit Koncruryunonnoro Cyna Poccuiickoit
®denepanuy;

8.  http://www.supcourt.ru - Oduuuansueiii caiit Bepxosaoro Cyna Poccuiickoii
®denepanuy;

9. http://www.ombudsman.gov.ru - OduuuanbHbelii caliT YNOJIHOMOYEHHOIO IO
npaBaM yesnoeka B Poccuiickon denepanuu;

10.  http://www.gov.ru - cepBep (QenepadbHBIX W PErHOHAIBHBIX OPraHOB
rOCy1IapCTBEHHOM BJIACTH;

11.  http:/www.rg.ru - OdunmansHbiii caiiT razetsl «Poccuiickas razeray;

12.  http://regulation.gov.ru/index.html - Enunelii mopran aus  pa3melleHus

uHopmanmu 0 pa3paboTke (eaepasbHBIMU OpraHaMH HCIIOJIHUTEIBHOW BIIACTH HPOEKTOB
HOPMAaTHBHBIX ITPABOBBIX AKTOB M PE3YJILTATOB UX OOIIECTBEHHOTO 00CYKICHHS;
13.  http://pravo.gov.ru/ - OpuuuanbHbIi HHTEPHET-NOPTAI PaBOBOI HH(OPMALIHH.
14.  https://kad.arbitr.ru/ - bank pemienuit apOUTpaxxHbIX CY0B.

Kpome BbIIIENIEpEUHCICHHBIX PECYPCOB, HWCHOIB3YIOTCS CIEIYIOIIUE PECYpChl CEeTH
Wntepner: http://uristy.ucoz.ru/; http://www.garant.ru/; http://www kodeks.ru/

8 MarepuajbHO-TeXHHYECKAs 0a3sa, HH(pOPMaLIMOHHbIE TeXHOJIOTHH,
nporpaMMHoe obecrnedenne 1 HHGOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI

Wndopmannonnsie cpeacTsa 00yueHHs:
- CucTeMmbl, UCTIONIb3yEMbIE JIJIsl IOMCKAa HCTOYHUKOB MH(pOopMauu B cetu MHTepHeT;

Onucanue MaTepHaJ’leO-TeXHI/I‘{eCKOﬁ 6331)],

HEOOXOMMOM JIJIS1 OCYIIIECTBICHUST 00pa30BaTEILHOTO MpoIiecca
110 AUCHOUIIIINHE
Ne i/m HaumeHnoBaHue
1. Criemanu3upoBaHHbIE 3aJIbI JJIs IPOBEICHUS JEKIUN U ayIUTOPUU Ui IPOBEACHUS
CEMUHAPCKUX U MPAKTUYECKUX 3aHATUU C MCIOJIb30BAaHUEM MYJIBTUMEIUUHOIO
000py/10BaHUsl U BO3MOKHOCTBIO MPSMOTO BBIX0J1a B ceTh MHTEpHET.

2. Crnenanu3upoBaHHasi MeOelIb U OPICPECTBA: Ay TUTOPUU U KOMITbIOTEPHBIE KIIACCHI,
000py1I0BaHHBIE MTOCA/IOYHBIMH MECTAMHU.
3. Texuuueckue cpenctBa oOyueHus: llepcoHabHBIE KOMIIBIOTEPHI; KOMITBIOTEPHBIE

MPOEKTOPHI; 3BYKOBBIE TWHAMHUKH; TPOTPAMMHBIC CpEICTBA, OOECIEUYNBAIOIINE
npocMoTp Buaeodaiinos B popmarax AVI, MPEG-4, DivX, RMVB, WMV.

4. JlunensnonHble AyeKTpoHHBIE pecypchl: Windows, Microsoft Office (Excel,
InfoPath, PowerPoint, Publisher, Word).

5 WNudopmanmoHHbie crpaBoYHbIe W TMOMCKOBBIE cucTeMbl «KoncynmbTant I[lmrocy,
«I"apanT»

1. Criennanu3upoBaHHbIe KOMIIBIOTEPHBIE KIIACCHI, OOOpPYIOBaHHBIE TOCATOYHBIMU
MecTaMH¥ (B TOM YHUCJIC JUISI POBEICHUS 3aHSATHH JIA0OPATOPHOTO THTIA).

2. Texuuueckue cpeacrBa oOyuyeHHs:: MHOTO(QYHKIMOHATBHBIA MYyIbTUMEIUNHBIN

KOMIIJICKC, 3BYKOBLIC JHHAMHUKH; IIPOrpaMMHBLIC CpCIACTBA, O6CCH€'—II/IBaIOHII/Ie



https://kad.arbitr.ru/
http://pravo.gov.ru/
http://regulation.gov.ru/index.html
http://www.rg.ru/
http://www.gov.ru/
http://www.ombudsman.gov.ru/
http://www.supcourt.ru/
http://www.ksrf.ru/
http://www.government.ru/
http://council.gov.ru/
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IPOCMOTp BUAeO(DanIoB.

[lepcoHanbHBIE  KOMIIBIOTEPBI C  JOCTYIOM K  OJEKTPOHHOMY  KaTajory,
MOJIHOTEKCTOBBIM ~ 0a3aM, TOJAMUCHBIM pecypcaM W 0a3aM JaHHBIX HAyYHOM
oubauorexku C3NY PAHXul'C.

O6pazoBatenpHbIil mopTast OO0 «Takckom.
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