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1 TIlosicuuTenbLHas 3aNMMUCKA
1.1 Heapb u 3aga4u JUCUUILIMHBI (MOTYJIsT)

Lenv Oucyunaunvl: TTOATOTOBUTH BBITYCKHHKA, 00JIaIal0IIET0 HEOOXOIUMBIM M JIOCTa-
TOYHBIM YPOBHEM TEOPETUUYECKUX 3HAHUM U HABBIKOB X MIPUMEHEHHUS B PEUICHUU MTPAKTUYECKUX

3aJ1a4 HH()OPMAIIMOHHO-OKYMEHTAIIMOHHOTO 00eCIICUeHUs ACSITSIbHOCTH OpraHU3aIiy.
3aoauu oucyuniunol:
- U3YYCHHE TCOPUH M MPAKTUKH YIPaBJICHUsS WH(OpMaHMeld U JTOKyMEHTalUel B COBpe-

MCHHBIX YCJIOBUSX,

- BBIpabOTKa y CTYJCHTOB HaBBIKOB CAMOCTOSITEIbHON pabOThl ¢ MH(OPMALIMOHHBIMU pe-

cypcamu OpraHH3aluH.

1.2 TIlepeyeHb NJIAHUPYEMBIX Pe3yJILTATOB 00yUYeHHs M0 JTUCHHUILIMHE (MOY.I10),
COOTHECEHHBIX ¢ HHAUKATOPAMH JOCTHKEHUS] KOMIIeT eH Ml

Komnerenmuu NuaukaTopsl KoMile- Pe3yabTaThl 00y4eHHs
TeHUM I
[1K-3 Cnocoben | [1K-3.1. pa3pabaTsiBaeT 3HaTh: TEOPETUUECKUE MOIXO/IbI K U3Y-

YHIpaBJIATh JOKYMCHTA-
I_II/IeI>'I OopraHu3anuu

MOJIMTUKY OpTraHrU3allun B
00JIacTH ynpaBieHHs J0-
KyYMCHTaMU U OCYIICCTB-
JSITH KOHTPOIIb 3a Jes-
TEJIIbHOCTHIO COTPY/AHUKOB
OpraHHM3aluH B 00JIaCTH
paboThI ¢ JOKYMEHTaMHU B
YIIPABJICHUU U apXUBE

YCHUIO SJICKTPOHHBIX JOKYMCHTOB
YMeTh: opranu3oBath paboTy C K-
TPOHHBIMU NOKYMCHTAaMH B YIIPABJICHUU
U apXHBax

BnaneTs: HaBbIkamMu pa3pabOTKH JI0-
KaJIbHBIX HOPMATHUBHBIX aKTOB B 00J1a-
CTH pabOoThI C AIEKTPOHHBIMU JOKYMEH-
TaMH B OpraHU3aluU

[1K-4 CnocoGen opra-
HU30BBIBaTh pa3padoT-
Ky U BHEJIPEHUE KOP-
MOPATUBHOM CUCTEMBI
AIIEKTPOHHOTO JIOKY-
MEHTO00OpOTa

[TIK-4.1. uciones3yer B pa-
00Te MPUHIUTIBI OpTaHH-
3allM1 JIEKTPOHHOTO J0-
KYMEHTO000pOTa, B TOM
YHUCJIe HA MEKBEIOM-
CTBEHHOM YpOBHE

3HaTh: MPUHIMIIBEI OpraHru3alr 3JICK-
TPOHHOTO JIOKYMEHTO00O0pOTa,

YMeTh: opranu3oBath padboTy 1Mo pas-
paboTKe ¥ BHEIAPEHHUIO CUCTEMBI DIIEK-
TPOHHOTO IOKYMEHTO000pOTa
BrnaneTh HaBbIKaMH YIIPaBJICHUS JOKY-
MEHTAIMEeH OpraHU3aIluu ¢ UCIOJIb30-
BaHHEM WH(GOPMAIIMOHHBIX CHCTEM

1.3 MecTo TUCHUILINHBI B CTPYKTYpe OCHOBHOI1 00pa30BaTe/IbHOIi MPOrpaMMbl

JucuuninuHa «OJeKTPOHHBIE JOKYMEHTHI B YIPaBICHUM U apXUBax» BXOJUT B COCTaB
JTUCLHUIUIMH YacTH, (GopMupyemas yd4acTHHUKaAMH OOpa30BaTENbHBIX OTHOLIEHWH, MPOTpPaMMBI
maructpatypsl «Teopust U mpakTHKa pabOThl C MEKTPOHHBIMU JOKYMEHTAaMH B YIPaBIE€HUU U
apXuBax» IO HaIlpaBJIEHUIO MOATOTOBKH 46.04.02. JlOKyMEHTOBEIEHUE U apXUBOBEICHUE.

Jlj1g OCBOEHHUS JUCHMILIUHBI (MOJyJIsl) HEOOXOAUMBI KOMIIETEHLINH, COPMUPOBAHHBIE B
XO0JI€ U3yUEHUS CIECAYIOIINX AUCHUIUIMH U IPOXOXKACHUS MPAKTHK:

- JIoKyMEeHT KaK MHTEJUIEKTYaJIbHbIN MPOAYKT

-Merononorus ucciaen0BaTeNbCKON JEATENIBHOCTH U aKaJleMUUECcKasl KyJIbTypa

- Ucropuorpadust u METoA0I0TUS TOKYMEHTOBEICHUS,

- OcHOBBI IU(PPOBOY YKOHOMUKH;

B pesynbTare ocBoeHUS TUCHUILIMHBI (MOAYNs) GOPMUPYIOTCS KOMIETEHIIMH, HE0OXO-
JUMBIE U1 U3YUYEHHUS CIEAYIOIMX JUCIMILINH U TPOXOKICHHS IPAKTUK:



- MeTooiorus 3JIeKTPOHHOTO JJOKYMEHTOO00pOTa,
- MapopmanmoHHbIii MEHEKMEHT
- HAy4HO-HCCIIeI0BaTENbCKast padoTa.

2  CTpyKTypa QM CUMIIHHBI

OO61mas TpyA0EMKOCTh JUCHHUILIIMHBI COCTaBISAET 3 3. €., 108 akageMuyecKux 4acos.
CTpyKTypa JTUCHUIIMHBI 1JI51 04HOIH (POpMBI 00yUeHUs
O0beM TUCHUIUIMHBI B (popME KOHTAKTHOM pabOThl OOYYarOIIMXCS C MEeIaroru4eCKUMHU
paboTHUKaMU W (WJIH) JTUIAMU, TPUBIIEKAEMBIMH K peai3aliii 00pa30BaTEIbHONW MPOTPaMMBbl
HA MHBIX YCJIOBUSX, IPH MPOBEACHUN YUCOHDBIX 3aHITHIA:

Cemectp | Tum yueOHBIX 3aHATHI KosmmuecTBo
4acoB
1 Jlexknnu 28
1 CemMuHapbl/1a60paTopHbBIE pabOTHI 36
Bcero: 64

O0beM TUCIHUIUIMHBI B (POpME caMOCTOSATEIbHON PA0OTHI O0YUYAIONINXCS COCTaBIsIeT 44
aKaJieMHYecKux vaca(oB).

CTpyKTypa JUCHUILIMHBI /151 0YHO-3204HOI (popMBbI 00yUeHUsA

O0beM TUCIUIUIMHBI B ()OpME KOHTAKTHOW PaOOThI OOYYAFOIIMXCS C TEIaroru4eCKUMHU
paboTHUKaMU U (WIM) JTUIAMH, TPUBIEKaEMbIMH K pead3aiii 00pa30BaTeIbHONW MPOrpamMMbl
Ha WHBIX YCJIIOBUSIX, TIPH MPOBEICHUN YICOHBIX 3aHATHMN:

Cemectp | Tun yueOHBIX 3aHATHI KommmuecTBo
4acoB
1 Jlextum 16
1 CeMuHApBI/1a00PATOPHBIE PAOOTHI 16
Bcero: 32

O0beM TUCHUIIIMHB B (pOpME caMOCTOSATENbHON Pa0OThI 0O0YUYAIOUINXCS COCTABIsAeT 76 _
aKaJieMHIecKux vaca(oB).

3 Coaep:kaHue TUCHUTLIHHBI

Tema 1. Ilpeamer, uesu, 3a1a4u U cojiepKaHue Kypca « JJIeKTPOHHbIE JOKYMEHTbI B
ynpaBJjieHHMH U apxuBax». [loHsATHE JIEKTPOHHOI0 TOKYMEHTA

AKTyaJlbHBIE 3a/1a4y N1EPEXOA K IEKTPOHHOMY JOKYMEHTHUPOBAHUIO KaK Ba)KHAs 4acTh
HIT «ludpoBas skoHOMHKa». IEKTPOHHBIA TOKYMEHT KaK OOBEKT M3y4eHHUS B apXHBOBeJe-
HUU U JOKYMEHTOBEIECHUU. 3apOXKACHUE U PA3BUTHE MOHSITUS «IJEKTPOHHBIM JOKYMEHT» B JI0-
KyMeHTOoBeJleHuH. cropruorpadus TeOpun 3J€KTPOHHOTO IOKYMEHTA.

DJEeKTPOHHBIE JOKYMEHTBI KaKk 0co0asi KaTeropus JOKYMEHTOB. [IOHATHIHBIN U TepMu-
HOJIOTMUYECKUI anmnapaT B U3yYEHHM JIEKTPOHHOIO JOKyMeHTa. OIpeleneHue 3IeKTPOHHOTO
JIOKYMEHTa B 3aKOHOJIaTEIbCTBE U MHBIX HOPMATHBHBIX MPAaBOBBIX aKTaX, B MEXIYHapOAHbBIX U
HallMOHAJIBHBIX CTaHJAapTaX. 3apyOeKHbIe MOIXO0/bI K OIPENEIECHHIO MIEKTPOHHOIO JOKYMEHTA.
OcCHOBHBIE KaTETOPUH IEKTPOHHBIX TOKYMEHTOBY.

Tema 2. JlokyMeHTOBeI4YEeCKH aHATN3 JIEKTPOHHBIX 10KYMEHTOB



CBolicTBa M NPHU3HAKU JJICKTPOHHBIX JOKYMEHTOB. OTIM4YME OT aHAJIOrOBBIX JOKYMEH-
ToB. IIpu3HaKu, KOTOpbIE OTINYAIOT IEKTPOHHBIA JOKYMEHT OT JOKYMEHTOB Ha OyMa)KHOM U
UHBIX MaTepualibHBIX HocuTessax. Lludposas cpena cylecTBOBaHUS 3JIEKTPOHHOIO JOKYMEHTA.
[{udposas popma gokymenta. opmat 35eKTpoHHOTO JoKyMeHTa (hopmat daitna D/I). OcHoB-
Hble TUIBI popmaToB /1. CTpykTypa 3J€KTPOHHOI0 J0KyMeHTa. COOTHOIIEHUE MEX1Y MOHATH-
MU «IOJUIMHHUK JOKYMEHTa» U «KOIMHMSI IOKYMEHTa» MPUMEHUTEIBHO K 3JIEKTPOHHOMY JIOKY-
MEHTY.

[udpoBoii u >MEKTPOHHBIN JOKyMEHTHI. [IpenmmymectBa DJ1 mepen TpaaulMOHHBIMH
JIOKyMEHTaMH.

Tema 3. CymIHOCTHbIE XapPAKTEPUCTUKHU JIEKTPOHHOI0 JOKYMEHTA

Copnepxanue, cTpykrypa U KOHTEKCT DJI. MeragaHHble 3J1EKTPOHHOIO JTOKyMeHTa. [le-
JIOTIPOU3BOJICTBEHHBIE METa/llaHHble KaK OCOObIM THUI MeTaJaHHbIX. MeTajaHHbIe KaK Ba)KHEH-
11asi yacTh ynpasiieHUs 31eKTpoHHbIMU JokyMeHTamu. ['OCT P MCO 23081-1-2008 «CUBU/I.
[Ipouecchl ynpaBieHus: JokymeHTaMu. MeTanannbie 1151 JOKyMeHTOB. Hacts 1. [IpuHIuney.

DJIeKTpOHHAs TOANKCH, UCTIONb3yeMast I IPUAaHUs IOPUIUIECKON CUITBI SJIEKTPOHHO-
My TOKYMEHTY. BUIbI 27IeKTPOHHBIX MOANUCEN — MPOCTasi U yCHIIeHHas (HeKBaTu(UIIUPOBaHHAS
u kBammdummpoBanHas). Merka Bpemenu. [lomnepikka CyliecTBOBaHUS 3JIEKTPOHHOTO JOKY-
MeHTa B MHpopManmoHHON cucrteMe. (becreueHue LEIOCTHOCTH M JIOTMYECKOrO €IMHCTBA
JIEKTPOHHOTO JOKYMEHTAa B HHPOPMAITMOHHOHN CHCTEME.

Tema 4. D1eKTPOHHBIE JOKYMEHTbI B YIIPaBJICHUH

VYipaBieHue 3J1€KTPOHHBIMU JTOKYMEHTAMH KaK KOMIUIEKC MEpOIpPHUATHI 1o obecreue-
HUIO JOCTOBEPHOCTH, LIETOCTHOCTH, NOCTYIIHOCTH, COXPAHHOCTH, IIPUTOAHOCTU JI UCIOJIB30-
BaHMsI, FOPUINYECKON CHIIBI TUX JTOKYMEHTOB.

IIpunsaTye B OpraHu3alUy IOJUTUKU U CTAHAAPTOB YIPABICHUS 3JICKTPOHHBIMU JOKY-
MeHTaMH. PacnpeneneHue OTBETCTBEHHOCTH M IOJHOMOYMM I10 YNPABICHHUIO JOKYMEHTAMH B
OpraHu3anuu. YCTAaHOBJICHUE U PACIPOCTPaHEHUE IPOLEAYP U PYKOBOAAIIMX YKA3aHUU II0
YIIPABJICHUIO YIEKTPOHHBIMU JOKYMEHTAMHU.

IIpoexTupoBanue, BHEAPEHUE U AIMUHUCTPUPOBAHUE CIIELIMAIIU3UPOBAHHBIX CUCTEM IS
ynpaBieHus JoKyMeHTaMu. MHTerpupoBanue GpyHKIMN yIpaBieHUs] JOKYMEHTAaMU B YIIPaBJICH-
yeckuil mporecc. Moaenp ku3HeHHoro nukia gokymenToB (OKII/I) u Monens kKoHTHHYyMa J0-
KYMEHTOB.

Tema 5. 3ﬂeKTp0HHLIe AOKYMCHTDLI B apXUBHOM JI€JI€

«Xaptus o coxpanenuu udpposoro Hacienus» FOHECKO. VYwuactue apXuBOB B MOJTHOM
JKU3HEHHOM LIMKJI€ JOKYMEHTOB U 3JIEKTPOHHBIX CHUCTEM, B KOTOPBIX CO3JAI0TCS U XPAHATCS ap-
XUBHBIE DJIEKTPOHHBIE TOKYMEHTHI. (OOecredeHue COXpaHeHUs, IOCTYMHOCTH JOKYMEHTOB,
MMEIOIINX apXUBHYIO [IEHHOCTb.

VYcraHoBNeHHE U pa3BUTHE HOPMATHUBOB, CTAHJIAPTOB, CHCTEM, MPOIEAYp, MPAKTHK Xpa-
HEHUS ayTEeHTHYHbBIX, HAJEKHBIX M 3alIMIICHHBIX JIOKYMEHTOB. YIpaBJI€HUE MPOILECCOM JKC-
MEePTU3bl IIEHHOCTH W HMHTEIUICKTYAThHOTO KOHTPOJIS apXHBHBIX DJIEKTPOHHBIX JTOKYMEHTOB.
TpeboBanusi K 00€CIIEUCHUIO COXPAHHOCTH M JIOCTYITHOCTH apXUBHBIX IJIEKTPOHHBIX JTOKYMEH-
TOB B TEUCHUE JUTUTEITLHOTO BPEMEHH.

4  Oopa3oBaTejibHbIE TEXHOJIOTHH

Ne . Nudpopmannonnbie u 00pa3o-
HaumenoBanme pasaena | Buabl yueOHoH padoThl (bop P
BaTeJIbHbIE TEXHOJIOTHH

1 2 3 4




1 |[Ipenmer, nenu, 3amauu u
coziepKaHue Kypca «DJIeK-
TPOHHBIE JJOKYMEHTHI B
YIPaBJICHUHU U apXUBAX».
[ToHsiTHE 3EKTPOHHOTO
JOKyMEHTA

Jleximg Ne 1

Jlexuus-Bu3yanusanus ¢ npu-
MEHEHUEM CJIaliI-MIPOEKTOpA

Cemunap Ne 1

3aHsTHS B KOMIIBIOTEPHOM
KJ1acce

CamocTtosaTrenbHas pabota

KouncynsTupoBanue

2 | IoOKyMCHTOBEIUCCKHIA
aHAJIN3 JIEKTPOHHBIX J10-
KYMEHTOB

Jlexuus Ne 2 Jlexuus-Bu3yanusanus ¢ npu-
MEHEHHUEM CIaiA-IIPOEKTOPa
Cemunap Ne 2 3aHsTHS B KOMIIBIOTEPHOM

KJ1acce

CamocrosTenbHas pabora

KoHcynbTHpOBaHue

3 |CylIHOCTHBIE XapaKTepH-
CTUKH 3JIEKTPOHHOTO J10-
KyMEHTa

Jlexmus Ne 3

Jlexuus-Bu3yanusaius c npu-
MEHEHUEM CJIAlI-IPOEKTOpA

Cemunap Ne 3

3aHATHA B KOMIIBIOTCPHOM
KJ1acce

CamocrosTenpHas pa60Ta

KOHCYJ'IBTI/IpOBaHI/Ie

4 |DJeKTPOHHBIC JOKYMEHTHI
B YIIpaBICHUH

Jlexuus Ne 4 Jlexuus-Bu3yanusanus ¢ npu-
MEHEHHUEM CIaiA-IIPOEKTOpa
Cemunap Ne 4 3aHsTHS B KOMIIBIOTEPHOM

KJ1acCce

CamocTrosTrenbHas padora

KoncynsTupoBanue

5  |DJEeKTPOHHBIC JOKYMEHTHI
B apXHUBHOM JIeIie

Jlextmg Ne 5

.HCKHI/IH-BI/I?;yaJII/BaHI/I?I C IIpu-
MCHCHHCM cnap“m-npoeKTopa

Cemunap Ne 5

3aHarus B KOMITBIOTCPHOM
KJI1aCCC

CamocTtosarenbHas pabora

KoHcynsTupOBanue

B nepuon BpeMEHHOro IMPHOCTAHOBJIEHUS MOCELIEHUS OOYyYaloIMMUCS MOMEIIEHUN U
tepputopun PITY s opranuzanuu yueOHOTo mporecca ¢ MpUMEHEHHEM 3JIEKTPOHHOTO 00Y-
YEHUS] U JUCTAHLIMOHHBIX 00pa30BaTENbHBIX TEXHOJIOTHI MOTYT OBITh MCIOJIb30BaHBI CIEAYIO-
mue o0pazoBaTeNbHbIE TEXHOJIOTHHU:

— BUJICO-JICKIINH;

— OHJIAMH-JIEKLIUY B PEKUME PEAIIBHOTO BPEMEHH;

— DJIEKTPOHHBIE YUEOHUKHU, yueOHbIE TOCOOUS, HAyYHbIE U3AAHUS B AIEKTPOHHOM BHJIE U
JIOCTYTI K MHBIM 3JIEKTPOHHBIM 00pa30BaTEeIbHBIM pecypcam;

— CHUCTEMBI JIJIs1 JJIIEKTPOHHOI'O TECTUPOBAHUS;

— KOHCYJIBTALIUM C UCIIOJIb30BAHUEM TEJIEKOMMYHUKAIIMOHHBIX CPEJICTB.

5 OueHka IVIAaHMPYeMBbIX Pe3yJIbTATOB 00yUeHHs

5.1 Cucrema ollecHUBaHUA

dopma KOHTPOJIS Makc. KoJIIM4ecTBO 0aioB
3a oxHy padboty Bcero
Tekynuii KOHTPOIIb:
- BBINIOJTHEHME 33JJaHUI HA CEMHHApE 5 6amoB 40 6annos
- moaroToBKa pedepara (temsr 1-6) 20 6annoB 20 6ayoB



[IpomexxyTouHas aTTecTanus 40 6ainoB 40 6aioB
(3aueT ¢ OIEHKOM)
Wroro 3a mucrumnnHy 100 Gamos

OrneHka «3a4TeHO» BBICTABIISIETCSl oOydaromemMycs, HaOpapieMy He MeHee 50 OamioB B
pe3ysibTaTe CyMMHUpPOBaHUsl 0AJUIOB, MOJYYEHHBIX MPH TEKYIIEM KOHTPOJIE U MPOMEKYTOUHOU
arrectanuu. [lomydeHHBI COBOKYNHBIN pe3ynbraT (MakcumyM 100 OanoB) KOHBEPTHPYETCS B
TPaJAMLMOHHYIO LIKaTy OICHOK M B IIKaly OIEHOK EBpormeiickoll cucTembl epeHoca U HaKoTI-
nenust kpeautoB (European Credit Transfer System; manee — ECTS) B cooTBeTcTBUM C TabIM-

Leu:
100-0amnpHas nikana TpaauioHHas mKaja Ikana ECTS

95 - 100 OTnuuHO A
83-94 B

68 — 82 Xoportio 3a4TEHO C

56 — 67 D

50 55 YIOBIETBOPHUTEILHO E
2049 FX
0-19 HEYJIOBJIETBOPUTEIHHO He 3auteno F

5.2 Kpurepun BbICTAaBICHUS OLEHKH 110 TUCIHUILIHE

Banasl/
HMlxana
ECTS

Ouenka o auc-
HUILJIMHE

KpnTepml OILICHKH PE3YyJbTAaTOB Oﬁy‘-lel-[l/lﬂ mo 1ucum-
IJIMHE

100-83/
AB

COTIIHYHOY/
«3a4TeHo (OTINY-
HO)»/

«3a4TCHOY

BeictaBnsiercs o0yuaromiemMycs, €Ciid OH ITyOOKO U Ipoy-
HO YCBOWJI TEOPETUYECKHUM U MPAKTUYECKUN MaTEpHall,
MOJKET IIPOJEMOHCTPUPOBATH 3TO HA 3aHATUAX U B XOJIE
MIPOMEKYTOYHON aTTECTALUN.

OOyuaromuiics uCUepIbIBAIOIIE U JOTMYECKH CTPOHHO U3-
Jaraer yuyeOHbIN MaTepuall, yMeeT yBSI3bIBaTh TEOPHIO C
MIPAKTUKOH, CIIPABIIsieTCs C pellleHueM 3ajad npodeccuo-
HaJIbHOM HAIPABJIEHHOCTH BBICOKOTO YPOBHS CJI0KHOCTH,
MIPABUILHO OOOCHOBBIBAET MPUHSATHIC PEIICHUS.
CB000OIHO OpHEHTUpPYETCS B y4eOHOH U podeccroHalb-
HOU JIUTEpaType.

OneHka 0 JUCHUIUIMHE BBICTABIISAIOTCS 00Y4arOLEMYCs C
Y4ETOM PE3YJIBTATOB TEKYIIEU U TPOMEKYTOUHOU aTTe-
CTaLlWH.

Komnereniuu, 3akpeniaéHuble 3a JUCUUIUIMHON, chopMHU-
pOBaHbI HA YPOBHE — «BBICOKUI.

82-68/

«XOPOIIO»/
«3a4TeHo (XOopo-
110)»/
«3aYTCHOY

BrictaBisiercs o0yyarommemMycs, €ciii OH 3HaeT TeopeTHye-
CKMI M MMPAKTUYECKUI MaTepHUall, TPaAMOTHO H I10 CYIECTBY
U3JIaraeT ero Ha 3aHATHSAX U B XOZ€E IPOMEKYTOUHOM aTTe-
CTallMU, HE JOIYCKasl CYIIECTBEHHBIX HETOYHOCTEM.
OOyuaronuiicss IpaBUIbHO PUMEHSET TEOPETHUECKHE MTO-
JIO’)KEHUS IPU PElIeHUH MPAKTUYECKUX 3a/1a4 MPOoeccHo-
HaJIbHON HaIpPaBJIEHHOCTH Pa3HOIO YPOBHS CIOKHOCTH,
BJIaJieeT HEOOXOJUMBIMHU JJI1 TOTO HaBbIKaMH U NMpuéma-
MHU.

JlocTaTOYHO XOpOILIO OPUEHTUPYETCS B y4eOHOH U mpo-
(beccroHaIbHON JITEpaType.




Bbanany/
HIxanaa
ECTS

OuneHka mo guc-
HUILINHE

Kpurepun oneHKkH pe3y1bTaToB 00y4eHHUs 110 AUCHH-
MJIMHe

OneHka 1o JUCLUIUIMHE BBICTABIIAIOTCS 00Y4aIOEMYCs C
y4€TOM PE3YJIbTATOB TEKYILIEH U IPOMEKYTOUHON aTTe-
CTaLluH.

Komnerenmuu, 3akpeniéHnble 3a JUCUUIUIMHON, chopMu-
pPOBaHbI Ha YPOBHE — «XOPOLIMIY.

67-50/
D,E

«YIOBIIETBOPH-
TeJIbHOY/

«3a4TeHo (ymoBie-
TBOPHU-TEIIBHO)»/
«3aUTEHO»

BricraBisiercst o0yyaromemMycs, €Ciii OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUYECKUI U MPAKTUYECKUI MaTepuall, 10-
MyCKAeT OT/AEIbHBIC OINOKH MPH €r0 U3JI0KEHUH Ha 3aHs-
TUSAX U B XOJI€ IPOMEKYTOYHON aTTECTALIUN.
OOyuaronuiicss UCTIBITHIBACT ONPEICIEHHBIE 3aTPYAHEHUS
B IPUMECHEHUH TEOPETUYECKUX II0JI0KEHUH IPU PELICHUU
MPAKTUYECKHX 33134 MPO(HeCCHOHATBHOW HAPABICHHOCTH
CTaHJAPTHOI'O YPOBHS CJIOKHOCTH, BJIajieeT HEOOXOMMBbI-
MU JJIs1 3TOr0 0a30BbIMU HaBBIKAMH U IPUEMAMH.
JleMOHCTpHUpYET 10CTaTOYHBIN YPOBEHb 3HAHUS y4eOHOH
JUTEPATyphl IO TUCLUIUINHE.

OneHka 1o JUCHHUIUIMHE BBICTABISAIOTCS 00YYaIOIEMYCs C
y4€TOM PE3YJIbTATOB TEKYIEH U TPOMEKYTOUHON aTTe-
CTaLlUH.

Komnerenmym, 3akpeniéHnble 3a JUCUUIUIMHON, chopMu-
pPOBaHbI HA YPOBHE — «IOCTATOYHBINY.

49-0/
F.FX

«HEYJIOBJICTBOPH-
TEJILHOY/
HE 3aYTEHO

BricTaBisierca o0y4daromemMycsi, €Cau OH He 3HaeT Ha 6a3o-
BOM YPOBHE TEOPETUYECKHUI U MPAKTUYECKUI MaTepuall,
JOTyCKaeT rpyOble OMMOKY MPHU €ro U3JI0KEHUHU Ha 3aHsI-
TUSAX U B XOJI€ IPOMEKYTOYHON aTTECTALIUN.
OOyyaromuiics UCIBITHIBAET CEPhE3HBIE 3aTPYIHEHUS B
IIPUMEHEHUN TEOPETUUECKUX TIOJI0KEHUH NPU PELICHUH
MPaKTUYECKHX 3a7a4 MpodhecCHoHaNbHOM HallpaBIeHHOCTH
CTaHJJAPTHOTO YPOBHS CJIOKHOCTH, HE BlIajieeT He0OX01u-
MBIMH ISl 3TOTO HaBBIKAMU U TPUEMaMHU.

JleMoHCTpHpYeT (pparMeHTapHble 3HaHUs YUeOHOI JuTe-
paTypsl IO JUCIUIUIMHE.

OneHka 1Mo JUCHHUIUIMHE BBICTABISAIOTCS 00YJaIOIEMYCs C
y4€TOM PE3YJIbTATOB TEKYIIEH U TPOMEKYTOUHOU aTTe-
CTallMH.

KomnereHumn Ha ypoBHE «IOCTaTOYHBIN), 3aKPEIIEHHBIE
3a AMCLUUIUIMHON, HE COPMHUPOBAHBI.

5.3 OueHouHble cpeacTBa (MATEPHAJIbI) VISl TEKYLEr0 KOHTPOJISI yCIIeBaeMOCTH,
NPOMEKYTOYHOM aTTeCTAUMH 00y4aloIUXCH M0 AUCHUIIUHE (MOIYJII0)

IIpumepHbIe TeMbl pedepaToB 10O pa3jaesaaM AUCHUILIMHBI:

[Tepexon K 31EKTPOHHOMY JIOKYMEHTUpOBaHHIO Kak BaxkHas yacTh HII «[{udposas sxoHOMUKa».

Pa3BuTHe MOHATHS «3JIEKTPOHHBIN JOKYMEHT» B IOKYMEHTOBEJICHUSI B HCTOPUYECKOM pa3pese.
DNEeKTPOHHBIE TOKYMEHTHI Kak 0c00asi KaTeropus JOKYMEHTOB.

IToHsATHIHEBIN 1 TCpMI/IHOJIOFI/I‘-ICCKI/Iﬁ arrmapar 3JCKTPOHHOI'O JOKYMCHTA.

Amnanus 3aKOHOJATEILHON U HOpMaTHBHO-HpaBOBOﬁ 0a3bl 9JICKTPOHHBIX JOKYMCHTOB.
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[IpeumyiectBa D/ nepen TpaIUuIIMOHHBIMU JOKYMEHTAMU.

CooTHoIIEHHE MEX Y TOHATUSAMU «IIOJAJTUHHUK JIEKTPOHHOI'O JJOKYMEHTa» U «KOIHUS AJIEK-
TPOHHOT'O JTOKYMEHTa».

CyImHOCTHBIE XapaKTEPUCTUKH 3JIEKTPOHHOI'O IOKyMEHTA.

MeTtanaHHble KaK BaKHEHIIAs 4YacTh yIPABICHUS 3JEKTPOHHBIMU JOKYMEHTAMHU.
ObecnieueHne LEIOCTHOCTH U JIOTUYECKOT0 €JMHCTBA 3JIEKTPOHHOI'O IOKYMEHTA B
MH(POPMALIMOHHOM cucTeMe.

ITpoexTrpoBanue, BHEAPEHUE U aIMUHUCTPUPOBAHNE CHIEUAIIN3UPOBAHHBIX CUCTEM IS
YIPaBICHUS TOKYMEHTAMM.

WuTerpupoBanue QyHKIMH yIpaBIeHUs TOKyMEHTaMHU B YIIPABICHUECKHUI poLecc.
Monens xu3HeHHoro 1ukia JokymeHToB (JKL/) u Mosens KOHTMHYyMa JJOKYMEHTOB.
«Xaptus o coxpaneHuu udposoro Hacneaus» FOHECKO.

TpeboBaHus K 00eCIICUEHUIO COXPAHHOCTU U IOCTYITHOCTH apXHUBHBIX 3JIEKTPOHHBIX
JOKYMEHTOB B TEUEHUE JJIMTEIILHOTO BPEMEHHU.

KOHTpOJIbeIe BOIIPOCHI U 3a/1aHUHA JTJIAA IIpOME)KyTO‘lHOfI aTrrecralum I10 uToramM
OCBOCHUA TUCHHUIIIIMHBI

AXTyaspHBIC 3a]]a4¥ [1EPeX0/1a K JIEKTPOHHOMY JOKYMEHTHPOBAHHIO Kak BaxkHas yacTh HII
«udpoBast 5JKOHOMHKAY.

PazButue noHsITHA ((3J'IeKTp0HHLII>i AOKYMCHT» B JOKYMCHTOBCACHUSA B UCTOPHUICCKOM pa3pe3eC.
3JI€KTpOHHI)I€ AOKYMCHTEI KaK ocobas KaTeropuda JOKyYMCHTOB.
IToHSITHIHBIN 1 TepMI/IHOHOFI/I‘IeCKI/Iﬁ arrapar 3JICKTPOHHOI'0 JOKYMCHTA.

OHpeIleJIeHI/IC OJICKTPOHHOI'O JOKYMCHTA B 3aKOHOOATCJILCTBC, HOPMATUBHBIX aKTax
MMOA3aKOHHOI'O YPOBHS, B MCKAYHAPOAHBIX U HANUOHAJIbHBIX CTaHAAPTAaX.

3apyOeskHbIe IOAXO/bI K ONPEAEICHUIO JIEKTPOHHOIO TIOKYMEHTA.
ONEeKTPOHHBIN JOKYMEHTOOOO0POT.

OCHOBHBIE KaTErOpUH 3JIEKTPOHHBIX TOKYMEHTOB.

CaoticTBa u npusHaku I/

OTnuuue OT aHAJIOTOBBIX JOKYMEHTOB.

HpI/I3HaKI/I, KOTOPBIC OTJIMYAKOT 3J'IeKTp0HHBIfI JAOKYMCHT OT IOKYMCHTOB Ha 6YM3)KHOM N MHBIX
MaTCpHAJIbHBIX HOCUTCIIAX.

[udposas cpena CylecTBOBaHUS SJIEKTPOHHOTO IOKYMEHTA.
[Mudposast popma 1oOKyMeHTA.

dopmar 3IeKTPOHHOTO JIokyMeHTa (popmar daitna I/1).
OcHosHnble THIBI (hopmaToB D/I.

CrtpyKTypa 371€KTPOHHOIO TOKYMEHTA.

CooTHoImICHHE MCKAY MOHATUAMHU «IMOJJIMHHHUK JOKYMCHTa» U «KOIMUA JOKYMCHTA)). HPI(l)pOBOfI
u BHCKTpOHHBIﬁ JAOKYMCHTHBI.

[Ipeumymecta J/1 nepex TpaAUIIMOHHBIMU JOKYMEHTaMHU.
Conepxanue, CTpyKTypa U KOHTEKCT D/,

MeTa)IaHHBIe OJICKTPOHHOI'O JOKYMCHTA.
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Jlenonpoun3Bo/ICTBEHHBIC METaJaHHbIE KaK OCOOBIN THUI METaJaHHBIX.

I'OCT P CO 23081-1-2008 «CUBU/I. ITponieccs! ynpaBieHus JoOKyMeHTaMu. MeTajaHHbIe
It TokyMeHTOB. Yacth 1. [IpunHImmne.

DneKTpOHHAas MOJIUCH, UCIIONIb3yeMasl Ui IPUIaHUs FOPUANUECKOMN CUIIBI AIIEKTPOHHOMY
JOKYMEHTY.

Buibl 57€KTPOHHBIX TIOJTUCEH — IPOCTas ¥ YCHJIeHHAs (HEKBATH(PUIIMPOBAHHAS U
KBATH(UITUPOBAHHAS ).

Mertka BpeMeHH.
[Tognepxka cyliecTBOBaHHUS JICKTPOHHOTO IOKyMeHTa B nHpopmarmonHoi CO/I.

VYnpasieHue 3JeKTPOHHBIMH JJOKYMEHTaMH KaK KOMITJIEKC MEPOIPUATHH 110 00ecrieueHII0
JIOCTOBEPHOCTH, ITOJIHOTBI, JOCTYITHOCTH, COXPAHHOCTH, FOPUINYECKON CHIIBI 3TUX JOKYMEHTOB.

HpI/IHSITI/Ie B OpraHu3aly NNOJJUTHUKH U CTaHAAPTOB YIIPABJICHUA 3JICKTPOHHBIMHA JOKYMCHTAMMU.

Pacnipenenenne OTBETCTBEHHOCTH U ITOJIHOMOYUH 1O YIIPaBICHUIO TOKYMEHTAMHU B
OpraHu3alIiHu.

YcraHoBneHue u pacipoCTpaHCHUC MMPOUCAYP U PYKOBOIAIMIUX YKaSaHI/Iﬁ 110 YIIpaBJICHUIO
SJICKTPOHHBIMH NOKYMCHTAMM.

Yuactue APXUBOB B IIOJIHOM KU3HCHHOM IHUKIJIC JOKYMCHTOB U 3JICKTPOHHBIX CUCTCM, B
KOTOPBIX CO3AA0OTCA U XPAHATCA apXUBHBIC 3JICKTPOHHBIC JOKYMCHTBI.

ObecnieueHne COXpaHeHusl, JOCTYTHOCTH JOKYMEHTOB, UMEIOLINX apXUBHYIO LIEHHOCTb.
VYcraHoBIEHUE U Pa3BUTHE HOPMATUBOB, CTAHAAPTOB, CUCTEM, IIPOLIEYP, TPAKTUK XPAHEHUS
ayTEeHTUYHBIX, HAIE)KHBIX U 3AILUILIEHHBIX JOKYMEHTOB.

YHpaBHCHI/Ie MpoHCCCOM SKCIICPTHU3bI HCHHOCTU U MHTCIUICKTYAJIbHOT'O KOHTPOJIA apXHUBHBIX
QJICKTPOHHBIX TOKYMCHTOB.

6 YueOHo-MeTOAMYECKOe U HH(POPMALIMOHHOE O0ecedeHne TUCIUTITUHBI
6.1 Croucok UCTOYHUKOB U JIUTEPATYPhI
- UICTOYHUKH
a) OCHOBHBIE

®denepanbHbIii 3ak0H oT 27.07.2006 N 149-D3 «O6 nHpopMmaruu, HHOOPMAITMOHHBIX TEXHOJIO-
TUSIX U O 3aIIUTe HHPOPMAITII

®enepanbublii 3akoH oT 22.10.2004 N 125-03 «O6 apxuBHOM 11esie B POy;

®enepanbHblif 3akoH oT 9 pespainst 2009 r. N 8-D3 «O06 obecnieuennn AocTyna K UHGOPMaIUH
0 JIeSITeTbHOCTH TOCYJapCTBEHHBIX OPTaHOB W OPTaHOB MECTHOTO CaMOYIIPaBICHHS;

®enepanbublif 3akoH oT 27.07.2010 N 210-03 «O6 opranuzanuu npeaocTaBIeHHs rocyaap-
CTBEHHBIX M MYHHIIUTIAIGHBIX YCITYT»;

®enepanbhblii 3akoH oT 27.07.2010 N 227-D3 «O BHeceHUH U3MEHEHUH B OTENbHBIE 3aKOHO-
natenbHbIe akThl Poccuiickoit deneparuu B ¢Bsi3u ¢ mpuHsaTHeM DeaepanbHoro 3akoHa «O0 op-
TaHHU3aIUH PEAOCTABICHHS TOCYAAPCTBEHHBIX M MYHUIIUTIATBHBIX YCIYT».

®denepanbablii 3ak0H 0T 06.04.2011 N 63-D3 «O0 371€KTPOHHOM TTOIITACHY;
®enepanbhblil 3ak0H 0T 29.06.2015 N 162-®3 «O crangaptuzanuu B Poccuiickoit @eneparumny;

Vka3 [Ipesunenta PO «O06 yrBepxaeanu CtpaTerun pa3BuTHs HHOOPMAIITMOHHOTO OOIIECTBA B
Poccuiickoit @enepauun» ot 7 ¢eBpans 2008 r. N I1p-212;
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[TocTanoBnenue [IpaButennscTBa Poccuiickoit @eaepanmu ot 15 utons 2009 roma Ne 477 «O6
yTBep)Kl[eHI/II/I HpaBI/IJI ﬂeHOHpOI/ISBOHCTBa B (I)e):[epaﬂLHHx opraHax I/ICHOJIHPITGHLHOP'I BJIaCTHU»,

[Toctanosnenue IIpaButensctBa PO ot 8 centsaops 2010 roga Ne 697 «O eauHOM cUCTeMe MEXK-
BEJIOMCTBEHHOTI'O JIEKTPOHHOTO B3aUMOICHCTBUS;

[Toctanosnenue [IpaButenbcTBa PO ot 14.09.2012 N 928 «O 6a30BBIX TOCY1apCTBEHHBIX UH-
dopmannoHHBIX pecypcax» (BMecte ¢ « peboBaHMAMYU K OPSIIKY POPMUPOBaHUS, aKTyalu3a-
IIUU 1 UCIIOJIb30BaHUS 0a30BBIX TOCYAApCTBEHHBIX HH(OPMALIMOHHBIX pecypcoBy, «IIpaBuiamu
(dbopMHpOBaHUs, aKTyaTU3alUN U UCTIOIB30BaHUS peecTpa 0a30BhIX TOCYAapCTBEHHBIX HH(OP-
MAaIMOHHBIX PECYPCOBY);

ITocranoBnenue [IpaButenscta PO ot 25.06.2012 N 634 «O Buiax 37€KTPOHHOM MOANKCH,
UCIIOJIb30BaHUE KOTOPBIX JOIYCKAETCs MPU OOpaIEHUH 3a [TOJyYECHUEM T'OCYAaPCTBEHHbBIX U
MYHULIMIIAJIBHBIX yCIyr» (BmecTe ¢ «lIpaBunamu ornpeneneHus BUAOB JIEKTPOHHON MOINCH,
UCIIOJIb30BaHUE KOTOPBIX JOIYCKAETCS MPU OOpaIEeHUH 3a [TOJyYEeHHUEM IOCYJapCTBEHHbBIX U
MYHULIMINIAJIBHBIX YCIYI»);

[TocranoBnenue [IpaButenscta PO ot 09.02.2012 Nel11 «O06 31eKTpOHHOM MOIMUCH, UCTIOb-
3yeMOi OpraHaMi HMCIIOJTHUTEIBHON BJIACTH U OpraHaMu MECTHOTO CaMOYIIPaBJICHUS IPU Opra-
HU3ALUU 3JIEKTPOHHOTO B3aUMO/ICUCTBUS MEXY COOOM, O MOPSIKE €€ UCTIOIb30BaHuUs, a TAKKE
00 ycTaHOBJICHUH TPEOOBaHMI K 0OSCTICUCHUIO COBMECTUMOCTH CPE/ICTB AJICKTPOHHOM IO IITH-
cuy;

[TocranoBnenue [IpaButensctBa PO ot 15.04.2014 N 313 «OO0 yTBEepk’A€HUU rOCY1apCTBEHHON
nporpammel Poccuiickoit @enepanuu "Mudopmarmornnoe oomectso (2011 - 2020 roasr)"»

Vka3 IIpesunenta Poccuiickoit @enepaunu ot 9 masg 2017 r. Ne 203 «O Ctpareruu pa3BUTHS
nHpopmanmonHoro obmiectBa B Poccuiickoit deneparuu Ha 20172030 roasn»

Pacniopsxenue IlpaBurenscrBa Poccuiickoit ®enepanuu ot 28 utonst 2017 r. Ne 1632-p «O6
yrBepxkaeHun rnporpammsl "Ludpoas skonomuka Poccuiickoit @enepammu»

[TocranoBnenue [IpaButenscta PO ot 25 nekadps 2014 r. N 1494 «O6 yTBepk1eHUU TPaBUI
oOMeHa JJOKYMEHTaMH B 3JIEKTPOHHOM BHJIE ITPHU OpraHu3allui HH(OPMAIIMOHHOTO B3aUMO/Ieii-
CTBUS.

[Tnan MepompusTHii no HanpasieHnto «HopMaTuBHOe perynupoBanue» nporpammsl «Lludpoas
skoHOMUKa Poccuiickoit @enepanun» (y1B. [IpaBuTenbcTBEHHOM KOMHICCHEN IO UCIIOJIb30Ba-
HUIO MH()OPMAIIMOHHBIX TEXHOJIOTUH [T YIyUIIEHUS KaueCTBa KU3HU U YCIOBUHN BEIEHUS
MPEANPUHUMATEIIbCKON IeaTeNbHOCTH (TIpoToKOoI OT 18 mexadpst 2017 1. Ne 2)) [DnekTpoHHBIIM
pecypc] URL: http://static.government.ru/media/files/P7LOVHUjwVJIPINCHrMZQQqEEeVgXAC
wXR.pdf

[Tonoxenue o pa3paboTke, MPUHATUH, BBEICHUN B ICHCTBHE, BEACHUU U TPUMEHEHUH 00I1Iepoc-
CUICKHUX KJIaccU(UKATOPOB TEXHUKO-IKOHOMHUYECKOHN U COLMabHON HH(OpMallUK B COLIMATIb-
HO-’KOHOMMYECKOU obnacTu (yTB. moctanoBieHueM [IpaBurenscrBa Poccuiickoii @enepanuu ot
10 Host6ps1 2003 roga N 677);

TP 50.1.024-2005 «OcHOBHBIE TIOJIOKEHUS U TIOPSIOK MTPOBEIEHUS paboT Mo pa3paboTke, Beje-
HUIO ¥ IPUMEHEHHIO 00IIepoccuiickux kinaccupukatopony (yrB. [Ipukazom denepaibHOTO
areHTCTBA IO TEXHUUYECKOMY pEryJlupoBaHHio U MeTpojoruu ot 14 nexabps 2005 r. N 311-cr);

«KoHIeniys METo10JI0TUH CUCTEMATH3aIMK U KOJAUPOBaHUs HH(OPMAIIUH, a TAK)KE COBEPIIICH-
CTBOBAHUS M aKTyaJIM3aIMU OOIIEPOCCHICKUX KIacCH(PUKATOPOB, PEECTPOB U MH(POPMAIHOH-
HBIX pecypcoBy (yTB. pacropsokeHueM [IpaButensctBa PO ot 10.05.2014 N 793-p).

0) TOTIOJTHUTETHLHBIE
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®denepanbHbiit 3aK0H OT 29.12.1994 N 77-03 «O06 00s13aTeIPHOM SK3EMITISIPE TOKYMEHTOBY
®enepanbublii 3akoH oT 27.12.2002 N 184-03 «O TeXHHYECKOM PETyIUpOBaHUNY;

Pacnopspxenue [IpaButensctBa Poccuiickoit @enepanuu ot 02.10 2009 1. Ne 1403-p «Texuuue-
CKHE TpeOOBaHUs K OPraHU3aIllMU B3aUMOJICUCTBUSI CUCTEMBI MEKBEIOMCTBEHHOTO 3JIEKTPOHHO-
ro JOKyMEHTO00O0pOTa C CUCTEMaMU 3JIEKTPOHHOTO JOKYMEHTO000poTa (eepaibHbIX OPraHOB

HCIIOJIHUTEILHOM BIIACTH;

Pacniopsixenue IpaButenscTBa Poccutickoit @enepanmu ot 12 depans 2011 1. Ne 176-p «O6
yrBepxacHnn [Inana Mmeponpustii mo nepexoay deaepaabHbIX OPraHOB UCTIOTHUTEIHLHOM Bla-
cTH Ha 0e30yMakKHBIH JOKYMEHTOOOOPOT MPU OpraHU3aIiy BHYTPEHHEH NeATEIIEHOCTIY,

[Tpuka3z Munkomcsizu Poccun ot 02.09.2011 Ne 221 «O6 yrBepxkaenun TpeboBanwuii kK mHPOP-
MAI[MOHHBIM CHCTEMaM 3JIEKTPOHHOTO JOKYMEHTO000pOTa (eiepaibHbIX OpPraHOB UCIIOJIHHU-
TETHHOU BJIACTH, YYUTHIBAIOIINX, B TOM YHCIE, HEOOXOIUMOCTh 00pabOTKH TOCPEICTBOM JIaH-
HBIX CHCTEM CIYXeOHOI HH(POPMAIIUN OTPaHUYSHHOT'O PACIIPOCTPAHEHUS;

[Tpukas PocapxuBa ot 29.04.2011 Ne 32 «O06 yrBepkaennn PekomeHnganmii mo noaroToBke ¢e-
JiepaJIbHBIMUA OpraHaMH UCIOJHUTENbHOM BJIACTH IepedHeil TOKyMEHTOB, CO3JJaHue, XPaHEHUE U
HCII0JIb30BaHUE KOTOPBIX JIOJKHO OCYLIECTBIIATHCSA B (DOPME AIEKTPOHHBIX JOKYMEHTOB IIPU Op-
raHW3aluu BHYTPEHHEH NesITeabHOCTHY // [ DIeKTPOHHBIN pecypc

[Tpuka3 MunkynasTypbl Poccun ot 31.03.2015 N 526 "O06 yrBepkaeHIH TPaBUI OpraHU3aIHN
XpaHEeHMs, KOMIJICKTOBAHUS, yueTa U UCIIOJIb30BaHUs TOKYMEHTOB ApxuBHOro gonaa Poccnii-
ckoil denepanuy U Apyrux apXUBHBIX JOKYMEHTOB B OpraHax rocyAapCTBEHHOM BJIacTH, Opra-
HaX MECTHOT'O caMOyIIpaBiIeHus U opraHuzanusax” (3apeructpupoBaHo B Muntocte Poccun
07.09.2015 N 38830) // [DnekTpoHHBII pecypc].

OK-026-2002 «Ob6mepoccuiickuii knaccudukarop nHbopMauu 06 00IIepOCCUNCKUX KIacCH-
¢dukaropax (OKOK)» (yrB. [TocranoBinenuem ['occranmapra Poccuu ot 25 nexadpst 2002 . N
502-cT, ¢ u3m. ot 30.09.2011 N 424-cT)

OK 011-93 «O6mepoccuiickuit kinaccudurkatop ynpasienueckoit rokymentanuu (OKY I1)»
(ytB. IloctanoBnenuem I'occrannapra PO ot 30.12.1993 Ne 299)

Otuét 0 HUP no teme «ApxuBOBeaUECKHE U IOKYMEHTOBEIUECKHE (DYHKITMOHAIBHBIE TPEOO-
BaHUS K MH()OPMAIIMOHHBIM CHCTEMAaM, 00€CIIeYMBAIOLIIM 3JIEKTPOHHBIN JOKYMEHTOOOOPOT B
IpoLEecce BHYTPEHHEN JeSTeIbHOCTH (pe/iepaibHBIX OPraHOB UCIIOJHUTENbHOM BiacTu» / / M.:
BHUNJAL, 2013. 206 ¢

Otuer o HUP no teme «DyHK1MOHaANbHBIE TPEOOBaHUS K UH(POPMALIMOHHBIM CUCTEMAM apXH-
BOB 3JIEKTPOHHBIX JIOKyMEHTOB opranuzauuiiy/ / M.: BHUMJIA/L, 2014. 168 c., 8 npui. //
[DnexTponnsiii pecypc]. URL:: http://archives.ru/sites/default/files/2014-functional-
requirements-inform-systems-organizations-archives.pdf. /lata oopamenus: 12.11.2018.

- IUTepaTypa
a) OCHOBHas JIuTeparypa:

1. Jlapua M.B., CyposueBa H.I'., TepeutseBa E.B., flukoBas B.®. Ynpasienue q1okymeH-
TaMu B IU(PPOBOI 3KOHOMHKE: OpraHM3alus, perjameHtauus, peanuzauus. M.: PITY, 2021.
242 c. [Dnextponnsiii pecypc]. URL: https://www.rsuh.ru/upload/main/fdta/monograph.pdf.

2. Nudopmanmonnsie TexHomornn: YdyebHoe mocodme. - Mockpa; U3marenbckuit
Jom "®OPYM" : OO0 "HayuHno-uznarenbckuit iearp MHOPA-M", 2015. - 320 c. - ISBN 978-
5-8199-0608-8. Ccpuika Ha pecype: http://znanium.com/go.php?id=471464

3. Jlapun Muxaun BacunbeBnu. MHopmanmonHoe obecrieueHue ynpabieHHUs [Diek-
TPOHHBIN pecypc]| yuebHoe nocobue / Jlapun Muxaun Bacunsesuu; M. B. Jlapun ; [M-Bo o6pa-



http://archives.ru/sites/default/files/2014-functional-requirements-inform-systems-organizations-archives.pdf
http://archives.ru/sites/default/files/2014-functional-requirements-inform-systems-organizations-archives.pdf
https://www.rsuh.ru/upload/main/fdta/monograph.pdf
../../../../../../../../../../../../../../Downloads/Ссылка%20на%20ресурс:%20%20%20http:/znanium.com/go.php?id=471464
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3oBaHMs U Hayku Poc. @eneparuu, Oeaep. roc. O10pKeTHOE 00pa30BaT. YUPEKISHHUE BBICII. 00-
pasoBanus "Poc. roc. rymaHuTapHelii yH-T"]. - DnekTpoH. naH. - Mocksa : PITY, 2018. - 278,
[1] c. - Pesxum moctyma : http://elib.lib.rsuh.ru/elib/000012473. - 3ar. ¢ skpana. - ISBN 978-5-
7281-2036-0. http://elib.lib.rsuh.ru/elib/000012473

0) TONOJIHUTENbHAS TUTEPATypa:
1. Jlapun M. B. Ynpasienue nokyMeHTanueu B opraausanusax. M.: Hayanas kuaura, 2002.

2. Jlapua M.B., PeickoB O.1. DneKTpoHHBIE JOKYMEHTHI B yIIPABICHUH: HAyYHO-
METOMYECcKoe rmocodue; 2-¢ u3., gononaerHoe. M.: UI10 «Y Hukurckux BopoT», 2008.
208c.

3. Ilpeobpaxenckas Tamapa BuktopoBHa. MHGpOpMaMOHHBIN MEHEHKMEHT. [ DJIEKTPOHHBIN
pecypc] - HoBocubupck : HoBocuOupckuii rocy1apcTBEHHBIA TEXHUUECKUH YHUBEPCUTET
(HI'TY), 2011. - 244 c. - ISBN 9785778217713.
http://znanium.com/go.php?id=556720

4. CoseroB bopuc SkorneBny. H(pOpMaIIMOHHBIE TEXHOJIOTUY : YUSOHUK ISl IPUKIIAJTHOTO
OakanaBpuata / b. 5I. Coseros, B. B. llexanosckuii ; C.-IleTep0. roc. 2eKTpoTexH. YH-T
"JIDTU" um. B. U. YnbsHosa (JIenuna). - 6-e u3f., nepepad. u goi. - Mocksa : FOpaiit,
2015. - 262 c. : puc., Tadmn. ; 22 cm. - (bakanasp. [TpuknanHoii kypc). - bubmuorp.: ¢. 260-
261. - ISBN 978-5-9916-4359-7 : 325.38.

5. Crnemuduxarmmst MoReq2. Tunossie TpeOOBaHHS K YIIPABICHUIO SJICKTPOHHBIMH O(QHIIAATH-
HbIMU JOoKyMeHTamu. M., 2008. 287 c.

6. 1. boosuteBa M. I1. YpaBieH4ecKkuii TOKYMEHTOO00OPOT: OT OYMaKHOTO K AJICKTPOHHOMY.
M.: U3narensckuii som MOMU. 2016.

6.2 IlepeueHb pecypcoB HH(POPMALMOHHO-TeJEKOMMYHUKAUOHHOI ceTu «AHTepHeT»

WWW.goV.ru/ - CepBep OpraHoB rocyapcTBeHHOM BiacTu PD
www.gosuslugi.ru/ - CipaBo4HO-HHPOPMAIIMOHHBIN TTOpTaN «[ 0CYIapCTBEHHBIC YCITYTH»

www.rusarchives.ru — ®enepaabHOe apXHMBHOE areHTCTBO

www.vniidad.ru/ - BHUMJIA]L (Bcepoccuiickuii HaydHO-HCCIIEA0BATEIbCKAN HHCTUTYT JIOKY-
MEHTOBEICHUS U apXUBHOTO JIEIIa)

WWW.Mminsvyaz.ru/ - MUHHCTEPCTBO CBS3M U MAacCOBBIX KOMMYHUKaIuii PO

Www.consultant.ru/ - opunmansusiii caiit kommnannu KoncynprantlLiroc

Www.garant.ru/ - nHpopMaIMOHHO-TTPaBOBO# mopTai ['apanT

WwWw.chews.ru/
www.ecm-journal.ru/

6.3 IpodeccuonanbHbie 6a3bl JTAHHBIX U HHPOPMAIIMOHHO-CIIPABOYHBIE CHCTEMbI

Joctyn k npodeccrnoHanbHBIM 0a3aM JTaHHBIX:
https://liber.rsuh.ru/ru/bases

WHudopmanoHHbIe CIIPABOYHBIE CUCTEMBI:
1. Koncynbrant [Tnroc


http://elib.lib.rsuh.ru/elib/000012473
http://elib.lib.rsuh.ru/elib/000012473
http://znanium.com/go.php?id=556720
http://znanium.com/go.php?id=556720
http://www.gov.ru/
http://www.rusarchives.ru/
http://www.vniidad.ru/news1/example.php
http://www.minsvyaz.ru/
http://www.consultant.ru/
http://www.garant.ru/
http://cnews.ru/
http://www.ecm-journal.ru/
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2. Tapant
7 MarepuajibHO-TEXHHYECKOE oDecriedeHne TUCHUTIIHHBI (MOXYJIA)

Jliis obecnieueHus AUCHUILIMHBI UCIIOIb3YETCsl MaTepHalIbHO-TEXHUUECKas 6a3a oOpa3oBa-
TEJILHOTO YUYPEeXKJICHHs: y4eOHbIe ayJAUTOPUH, OCHAIIEHHBIE KOMIBIOTEPOM M MPOECKTOPOM ISt
JIEMOHCTpalMK y4eOHBIX MaTepUaJIOB.

CocraB IporpaMmMHOI o o0ecrieueHusI:
1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

[TpodeccrnonanbHbIC MOJHOTEKCTOBBIE 0a3bl JAHHBIX:

HanmonanesHast snekrponnas 6udaunorexa (HOB) www.rusneb.ru
ELibrary.ru Hayunas snextponHnas 6ubnuorexa Www.elibrary.ru
Onekrponnas oudaroreka Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

N~ wNE

WH(popMalinoHHbIE CIIPABOYHbIE CUCTEMBI:
3. Koncynprant Ilmtoc
4. Tapant

8 Oobecneuenne 06pa3oBaTEJILHOIO MPoIECCa JIsl JUI[ ¢ OrPAHHYEHHBIMHU
BO3MOKHOCTSIMH 3/I0POBbsI 1 HHBAJIU/I0B

B xone peanusanuy IUCUMIUIMHBI UCIIOIB3YIOTCA CIEAYIOLUE TOMOJHUTEIbLHBIE METOIBI
00y4eHusl, TEKYLIEro KOHTPOJISl YCIIEBAEMOCTH M MPOMEKYTOUHOM aTTecTallii 00Yy4aroIuXcs B
3aBHCUMOCTH OT X MHJUBHIyaIbHBIX 0COOEHHOCTEMH:

® JIJIs1 CJICNIBIX M CJIA0OBUASIINX: JIEKIMH O(QOPMIISIIOTCS B BHJIE 2JIEKTPOHHOI'O TOKYMEHTA,
JIOCTYITHOTO € TMIOMOIIBIO KOMITBIOTEPA CO CHENMATU3UPOBAHHBIM IIPOTPAMMHBIM 00€CIICUEHHUEM;
IIMCbMEHHBIE 33JJaHMs BBIIOJIHAIOTCS Ha KOMIIBIOTEPE CO CIELUATM3UPOBAHHBIM ITPOrPAMMHBIM
o0ecrieueHreM UM MOTYT ObITh 3aMEHEHBI YCTHBIM OTBETOM; 00€CTIE€UMBAETCS MHANBHAYAIbHOE
paBHOMepHOe ocBerieHne He MeHee 300 JoKc; A BBIOJHEHUS 3aJjaHus IIPU HEOOXOIUMOCTH
IIPEJIOCTABIISETCS YBEIIMUMBAIOLIEE YCTPOICTBO; BO3MOXHO TAaK)K€ UCIIOJIb30BaHNE COOCTBEHHBIX
YBEJIMYMBAIOLINX YCTPOMCTB; MUCbMEHHBIE 33aJaHHUs O(QOPMIISIOTCS YBEIMYEHHBIM MIPU(TOM;
9K3aMEH U 3a4€T MPOBOJATCSA B YCTHOH (opMe WM BBHINOJHSIOTCS B MUCbMEHHOW (hopme Ha
KOMIIBIOTEPE.

® JIIS TIIYXUX U cIa0OCTHbIIIANNX: JIEKIUH O(OPMIISIIOTCS B BUE DJICKTPOHHOTO JOKYMEH-
Ta, MO0 MpeAoCTaBiIsIeTCcs 3BYKOYCHIIMBAIOIIAs anmapaTypa MHIMBUIYaJTbHOTO TOJb30BaHUS;
NUCbMEHHBIE 33JJaHMs BBINOJIHIIOTCS Ha KOMIIbIOTEPE B MHCbMEHHON (hopMe; dK3aMeH M 3auéT
MPOBOJASATCS B MUCbMEHHOM (pOpMe Ha KOMIBIOTEPE; BO3MOXKHO MPOBEAEHUE B POpMeE TECTUPO-
BaHUS.

® IIsl JIMI] C HApYHICHUSMHU OINOPHO-IABUTaTEeLHOIO ammapara: JeKIUH O(pOpMIISIOTCS B
BHJIE DJIEKTPOHHOI'O JOKYMEHTA, JOCTYIIHOIO C IOMOILBI KOMIIBIOTEPA CO CIELUATU3UPOBAH-
HBIM [POTrPAMMHBIM OO€CIieYeHHnEeM; MUChbMEHHbIE 3aJjaHHs BBIIIOJHAIOTCS Ha KOMIIBIOTEPE CO
CHELHATU3UPOBAHHBIM MPOrPaMMHBIM O0€CieueHHEeM; 3K3aMeH M 3a4€T MPOBOJAATCS B YCTHOM
(dbopMe WK BBITIOJTHSIOTCS B TUCbMEHHON (hopMe Ha KOMIIbIOTEPE.
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[Tpy HEOOXOMUMOCTH MPETyCMaTPUBACTCS YBEITHMUEHIE BPEMEHH JIJIs IOATOTOBKH OTBETA.

[Tpouenypa  TpoBeACHHS  MPOMEXKYTOUHOH  aTTecTaliii Ui OOYYarOIIHUXCS
YCTaHABJIMBACTCSI C Y4Y€TOM WX HMHIUBHIYaJbHBIX ICUXO(PHU3HMUECKUX OCOOCHHOCTEH.
[TpomexxyToUHAs aTTeCTAIUS MOXKET IPOBOUTHCS B HECKOJIBKO ITAIOB.

[lpu npoBeneHUH TPOIECTYPHl OIEHUBAHUS PE3YJIbTaTOB OOYYEHUS IpENyCMaTpUBaCTCS
UCIIONBb30BAaHUE TEXHUYECKUX CPEACTB, HEOOXOMUMBIX B CBSI3U C HWHIUBUAYAIbHBIMHU
0COOCHHOCTSIMU O0YYarOIIUXCs. DTHU CPEICTBA MOTYT OBITh NPEIOCTABICHBI YHUBEPCUTETOM,
WJIH MOTYT HCIIOJIb30BaThCSl COOCTBEHHBIE TEXHUYECKUE CPE/ICTBA.

[lpoBeneHre TpOLEAYPHl OLCHWUBAHHUS  PE3YIBTaTOB  OOYYEHHUS  JOMyCKAaeTcs C
UCIIOJIb30BAaHUEM JTUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHH.

O6ecneunBaeTcss AOCTyN K MH(GOPMAIIMOHHBIM M OMOIHMOrpaguIecKuM pecypcam B CeTH
WuTepHer ans kaxaoro oOydaromierocss B GopMax, afanTHPOBAHHBIX K OTPAHUUYEHUSM HX 3]10-
POBBSI U BOCIIPUSATHUS HH)OPMAIIHH:

® JIIsl CIICTIBIX M CIA0OBUISANIMX: B NeyaTHOH (opMme yBenmuueHHBIM mpudrom, B hopme
AJIEKTPOHHOTO JJOKYMEHTa, B (hopMe ayanodaiina.

® JIJIS TITYXUX U CJIa0OCIBIIIAIINX: B Ie4aTHOU (hopme, B GOopMe AIEKTPOHHOTO JOKYMEHTA.

® Il OOYYaIONIMXCSl C HApPYIMICHHSMU OIOPHO-IABUTaTEeILHOTO armapara: B IEe4aTHOU
dbopme, B popMe 3IEKTPOHHOTO JIOKYMEHTa, B (hopMe ayauodaiia.

Y4eOHbIC ayAUTOPHUH IS BCEX BUJIOB KOHTAKTHOW M CAMOCTOSITEIILHOW pabOThI, HAyIHAS
OuOIMOTEKa W MHBIC MOMEIICHUS JIJIsi OOYYEHUS OCHAIICHBI CIICIUAIBLHBIM 00OPYJOBaHUEM U
y4eOHBIMUA MECTaMH C TEXHHYECKUMHU CPEJICTBAMU O0yUCHUS:

® JUISL CJICTIBIX U CIIA0OBHIISAIINX: YCTPOMCTBOM JIJIsi CKAHUPOBAHUS W UYTEHUS C KaMepou
SARA CE; nucnneem bpaitnsg PAC Mate 20; npuntepom bpaiins EmBraille ViewPlus;

® JIIS TIIYXHUX M CIa0OCIBIIIANMX: aBTOMAaTU3UPOBAHHBIM Pa00YUM MECTOM ISl JIFOJICH ¢
HapYIICHUEM CITyXa U C1a0O0CIBIIANINX; aKYCTUYCCKHI YCHIIUTENb U KOJIOHKH;

® [Tt O0yYaIONIUXCS C HAPYIICHUSIMU OTIOPHO-/IBUTATEIILHOTO arapara; IepeBUKHBIMH,
perynupyeMbIiMu 3proHomuueckumu napramu CH-1; koMnploTepHONW TEXHUKOW CO CIelHallb-
HBIM [TPOTPAMMHEIM 00ECTICUCHUEM.

9 Meroauueckue MaTepHAaJIbI
9.1 Ilnanel ceMMHapOB

Tema 1. Ilpeomem, yenu, 3a0auu u cooepircanue Kypca «1eKmpoHHvle 0OKYMEHN bl 8 YNpaes-
nenuu u apxueaxy. Illonamue 31eKkmponnozo 0oKymenma

Koumponvhuvie 6onpocwl

1. IIporpamma HIT «{udpoBas skoHOMUKa»: 3a/1a4u B 001acTH UPPOBON TpaHChHOpMAIMU J10-
KYMEHTOB;

2. IloHATHE «3TIEKTPOHHBIN TOKYMEHTY.

3. OCHOBHBIE KaTETOPHUH dJIEKTPOHHBIX JOKYMEHTOB

4. 3apyOexHBIi ONBIT PabOTHI € NEKTPOHHBIMHU JOKYMEHTaMHU

Tema 2. /Jokymenmogedueckuit ananu3s 31eKmMpPoOHHBIX OOKYMEHMO0G
Konumponvuvie gonpocwi

1. AyTEeHTUYHOCTB BJIEKTPOHHOI'O JOKYMEHTA.

2. IlemoCTHOCTD 3JIEKTPOHHOTO JOKYMEHTA.

3. IIpuroiHOCTb JUIs1 UCTIOJIB30BAHMSI DJIEKTPOHHOIO JOKYMEHTA
4. ®opmart 3JIEKTPOHHOTO JOKYMEHTA

5. lludpoBoii 1 INEKTPOHHBIN TOKYMEHTHI.
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Tema 3. Cywgnocmnule xapaKmepucmuKku 31eKmpoOHH020 0OKYMEHMa
Koumponvnvie sonpocwi

1. CTpykTypa 3J€KTPOHHOTO JOKYMEHTA.

2. MeTaiaHHbI€ 3JIEKTPOHHOT'O IOKYMEHTA.

3. DneKTpoHHAs MOAIUCH, KaK CPEICTBO 0OeCHeueHus I0PUINIECKON CHIIbI AJIEKTPOHHOTO JI0-
KyMEHTA.

4. ®opMHUpOBaHUE JTOBEPEHHOH Cpelbl — YCIOBHE IPUMEHEHHUS 3JIEKTPOHHOIO JIOKYMEHTa B
yIpaBJIEHUU U apXUBE

Tema 4. Dnexmponnvie 0OKymeHmaul 6 ynpasieHuu
KoumponsHuie onpocwl

1. VopaBnenue 371eKTPOHHBIMU JOKYMEHTAMH KaK KOMIUJIEKC MEPOTIPUATHH.

2. PacnipeienieHrie OTBETCTBEHHOCTH M IIOJTHOMOYHWH IO YIIPABJICHHUIO JOKYMEHTAMH B OpraHu3a-
107078

3. TlpoekTupoBaHue, BHEAPCHUE M aJMHHUCTPHPOBAHWC CICIHAIU3UPOBAHHBIX CHCTEM JIJIS
yIpaBiIeHUS TOKYMEHTAMH.

4. Mopenb sxu3HeHHoro 1ukiia qokymeHToB (JKIIJ[) u Mmonens KOHTUHYyMa TOKYMEHTOB.

Tema 5. D1eKTpOHHBbIE TOKYMEHThI B APXMBHOM J1eJ1e
KoumponvHuvie 6onpocwl

1. YuacTtue apxvBOB B I1OJIHOM >KMU3HEHHOM ITUKJIE JOKYMEHTOB.

2. O0ecnieueHne COXpaHEHHMs, JOCTYIHOCTH JJOKYMEHTOB, UMEIOIINX APXUBHYIO IEHHOCTb.

3. DkcrnepTu3a HEHHOCTH U MHTEJUIEKTYalIbHOI'O KOHTPOJIS apXMBHBIX AJIEKTPOHHBIX JOKYMEH-
TOB.

4. Ucnionb30BaHKE IEKTPOHHBIX IOKYMEHTOB B apXUBE.

9.2 MeToauueckue PEKOMEHIAUHA ITO MMOATOTOBKE MUCHbMECHHBIX paﬁoT

Bua camocrositensHOM paboTHI: TOATOTOBKA pedepara.
[ToaroToBka pedepaTa MO3BOJISIET 3aKPENUTh TEOPETUUECKUE 3HAHUS N0 TUCHUIUIMHE, Tpuolpe-
CTH HAaBBIKHA CAMOCTOSITEIIHHOTO YIITYOJICHHOTO M3YYEHUS! OJTHOTO U3 pasfenoB Kypca. [lpu mox-
rOTOBKe pedepara CTYACHTHI MOIYy4aloT HaBbIKU U YMEHHE paboTaTh ¢ HCTOYHHUKAMU U JUTEpa-
TypOH, aHATM3UPOBATh (DAKTHI U TAHHBIE CIIEIUAIBHON JINTEpaTypPhl, H3JIaraTh MPOYHUTAHHOE CO-
BPEMEHHBIM MPO(PECCHOHATBHBIM SI3BIKOM.
Pedepar nomxen ObITh 0hOpMIIEH B COOTBETCTBUH C TPEOOBAaHUSAMH, MPEAbIBIIEMbIMH K O
TOTOBKE U O(POPMIICHUIO HAyYHBIX PabOoT.

Pedepar Bxirouaer:

- TUTYJIbHBIN JIUCT;

- OTJIaBIICHHE;

- BBEJICHUE;

- OCHOBHYIO YaCTh (TeMaTHYECKHE pa3/ieibl);

- 3aKJIIOYCHUE;

- CIIICOK MCTIOJIb30BaHHBIX HCTOYHHUKOB U JIUTEPATYPHI.
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O6nem pedepara - 15-20 cTpanun Tekcta (nmpu Habope uepes 1,5 uHTEepBana u pasmepe
mpudta 13-14). Pedepar numercst Ha 0OJHON CTOPOHE CTaHIAPTHOTO JMcTa Oymaru ¢gopmara
A4 (210x197mm).

Crpanunsl pedepara HymepyroTcss apaObckuMu IHdpamMu Ha BEpXHEM IOJie JUCTa, 0e3
KaBBIYEK, 1E(HCOB U JIPYruX 3HAKOB NMpENUHAHUS. TUTYNBHBIN JIUCT U OTJIABJICHUE HE HyMepy-
10T, HO BKJIFOUAIOT B O0IIHiT 00beM pedepara.

Hayuno-cripaBounsIii anmapat pedepara BKIIIOYAET CIIMCOK UCTOYHUKOB M JIUTEPATYpPhI U
HOJCTPOYHBIE CHOCKHU. [1oaCTpOYHBIE CHOCKM MCHOJNB3YIOTCS BO BCEX CIIyYasx IUTUPOBAHUS B
TEKCTe pedepara MPaBOBBIX aKTOB, JTOKYMEHTOB, IIPOM3BEACHUI aBTOPOB MOHOTpaduii, cTaTei,
y4eOHUKOB, YU€OHBIX MOCOOMH, a TaKKe MpPU HUTHPOBAHUU CTAHAAPTHBIX ONPEACICHUNA TepMU-
HOB U MoHATHH. Bee npuBoaumMeie B pedepare GakTel, HUQPHL, 1aThl, KOHKPETHHIC JaHHBIC TaK-
e JTOJDKHBI OBITh TIOATBEPKACHBI MOICTPOUYHBIMUA CHOCKAMH.

CHOCKH HyMEpYIOT B IIpe/iesiaX OJJHOM CTpaHHIIBI apaOCKUMH U(ppamMu, TEKCT CHOCKH
pasMeIaroT Mo/ NOCIEeTHEeH CTPOKOM TEKCTa.
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