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1. lean u 3agaun AUCHUATIHMHBI

1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

IIK-1 Cmocoben pa3pabaTeiBaTh HOPMAaTHBHBIE IPaBOBBIC aKThl, OOPMIISITH HWHBIC IMPABOBHIE AKTHl H
JOKYMEHTBI

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax
OCBOEHUS JUCLUIIINHBI:

- HOPMOTBOPYECKUHI

- MPaBONPUMEHUTEIbHBIN

1.3 JlucuurinHa OpHEHTHPOBAHA Ha MOJATOTOBKY OOydYarommxcs K MpodeccHoHATbHOU IeSTEILHOCTH B
cdepe: 09 FOpucnpynenius (B cepax: NeATeTbHOCTA OPraHOB MyOIWYHON BIACTH, B TOM YHCIE CYJOB H
OpraHOB  MPOKYpaTyphbl,  KOHCYJIBTHPOBAaHUS ¥  MPEACTABUTENHCTBA B  TPAXKIAHCKUX  JIeJax;
KOHCYJIBTUPOBAHUS U MPEJICTABUTEIHCTBA B YTOJIOBHBIX JI€aX; KOHCYIBTUPOBAHUS U TPEICTABUTEIILCTBA B
CBSI3U C TPYAOBBIMHU U SKOJIOTUYECKUMHU CIIOPAMHU )

1.4 B pe3ynbTare 0CBOCHHS JUCLHUIUIMHBI y 00YYarOIUXCs TOJKHBI OBITH C(OPMUPOBAHBIL:

O06001TIeHHBIEC TPYIOBEIC
(yHKIMH / TPYAOBBIC
(YHKIMY / TPYAOBBIC HIIH

Kon n HammenoBaHue
xommnereniuu ®I'OC BO,
HEOOXOOUMOM IS

MHankaTopbl JOCTHKEHUS] KOMIIETEHIIAM

npodeccroHaIbHbIe (opMHUpPOBaHHS TPYIOBOTO
nercTBus (MIpH HAUTHIUAH WIH PO eCCHOHATBLHOTO
npodcTangapra) TEHCTBUS
[IK-1 Cnocoben Ananuzupyet GopMbI OpraHd3aluy J0KyMEHTO000pOTa B
pa3pabarsiBaTh uudpoBoM Gopmare, UCTIONB3YeT MpaBuiia UX pa3padoTKu

HOpPMAaTHBHBIC MTPABOBBIE 1 0(hopMITCHHS
aKTbI, 0POPMIISITH UHBIE
MPaBOBBIC AKTHI U

AOKYMCHTBI

1.5 CormacoBanue MCKIUCHTUIITIMHAPHBIX CBs3eH JAUCIMIIINH, OGCCHG‘-II/IBEIIOH_II/IX OCBOCHHC KOMHGTGHHHﬁ:

I1K-1 Cnocoben pa3pabarbiBaTh HOPMATHUBHBIC IPABOBBIE AaKThI, O(GOPMISATH HHBIC
MIPAaBOBBIC AKTHI M JJOKYMEHTBI

No
n/n

®opma
0o0ydJeHus

HanmenoBanme
JUCITUTIINH,
OIpeAcIAIOIUnX 3aou”as
MEKIUCLUIUTMHAPHBIC | (cemecTp)
CBS3H 11314

1 |AxkTyanbHble +
POOIEMBI

PaBOTBOPUYECTBA U
PaBONPUMEHEHHS

2 | TexHuka cocTaBICHUS +
IOPUIUYECKUX
JIOKyMEHTOB

3 |Texuuueckue +
aCIICKTHI
JIOKYMEHTO000pOTa B
MpEeANPUHUMATEIHCKO
H NeATeIbHOCTH

4| ¥Opunuueckas +
TEXHUKa JOTOBOPOB




5| FOpunuueckas +
TEXHHKA CYIeOHBIX
aKTOB H
UCTIOJTHUTEIBHBIX
JIOKYMEHTOB

2. MecTo nucuuiuiaiabl B cTpykrype OIl marucrparypsbi:

JucuumuinHa «OCHOBBI JOKyMEHTOOOOpoTa B HU(POBOM (opMare» OTHOCHUTCS K 4YacTH, (HOpMHUpPYEeMOid
y4aCTHHKaMU 00pa3oBaTeIbHbIX OTHOLIEHUH, y4yeOHoro rutana OIl nmo nampasnenuto noarorosku 40.04.01

- FOpucnpynenuus.

Jucrtunmaa «OCHOBBI JOKYMEHTO000poTa B i poBoM (hopmare» uzydaercs B 4 cemecTpe.

3.00beM U coep:kaHMe TUCHUILTHHBI
3.1.00beM QUCIUILUIMHEL: 2 3.€.
3aounas: 2 3.e.

Bun yueOHo# paboThI 3aounas
(Bcero 4yacoB)
O0mast Tpy10éMKOCTb TUCHHUILIHHBI 72
Konrakthas pabota 6
Jlexmm (Jlextmm) 2
[Mpaktuaeckue (IIpaxr. pad.) 4
CamocrositensHas padota (CP) 62
3auer 4

3.2.Conepxanue Kypca:

No Haspanue Bun yuebnoit | dopmbl TekyIero
TEMBI pasnena/TeMbl paboThI, yac. KOHTPOJIS
Jlek |IIpa | CP
UM | KT.
pao.
31313
4 cemecTp

1 [TousiTue, 1ETb, CobOecenoBanue;
obrmrue TpeboBaHuUs 1 1 15 ITucesMmenHOE
K CO3TIaHHIO 3aJjaHKe
JOKYMEHTOB

2 [TpaBumna CobecenoBanue;
MOATOTOBKU U | 16 IIncemennoe
oopmienus ) 3aJlaHue
JOKYMEHTOB

3 DneKTpoHHas CobecenoBanue;
JOKYMCHTAIHS: | 1|15 [TucbmeHHOe
oTpe/ieTICHUE U 3aJjaHKe
0COOEHHOCTH.

4 WNudopmaruzanms CobecenoBanue;
cyneOHon - 1 |16 [TucemenHOE
TSI TeITIBHOCTH 3aJjaHKe

Tema 1. IlonsiTue, neib, 001ue TpeGoBaHus K co31aHuI0 10kymeHToB (IIK-1)

Jlexknus.




VYrpaBieHdyeckast AeATeIbHOCTh 0001 opranuzanuu 6asupyercss Ha uHpopmanuu. MHpopmanus MOxKeT
NepeaaBaTbCcsl YCTHO, MPU MOMOIIM OyMaKHBIX HOCHTENEW WM 3JEKTPOHHBIX CpeAcTB. bombiias yactb
uHpopmanuu (10 98%), ucnonb3yercs B yrnpaBieHHH, OPOPMIISETCS B BUAE TOKYMEHTOB, YTO HEOOXOAUMO
JUIL OCYIIECTBJICHUS KOHTPOJIS HCIOJHEHUS, PEIICHUS CIOPHBIX BOMPOCOB, aHAIW3a M HCCICIOBAHUS
YOpaBIEHUS C II€NbI0 TOBBIIEHUS ero 3(¢GeKTUBHOCTH. JIOKYMEHT B YNpPaBICHUU BBICTYIACT
OHOBPEMEHHO U KaK MpeIMET Tpy/Ja YIPaBIEHYECKOT0o pabOTHHUKA, U KaK €ro pe3ysbTart.

CnoBO «IOKyMEHT» B TEPEBOJE C JIATUHCKOTO O3HAYaeT «CBHUJETEIBCTBO», «CIMOCOO OKAa3aTeIbCTBay.
JIOKyMEHT — 3TO MaTepHaIbHBIH OOBEKT C 3aKPEIUICHHOW Ha HeM HH(pOpManueu s Mepeiaadd ee BO
BpeMEHH U MpocTpaHcTBe. OCHOBHBIM MaTEpHaIbHBIM HOCHTEJEM JeJI0BOM MHGOpMAIMK B HACTOSIEE
BpeMs sBisieTcst Oymara. JIOKyMeHT BBIOJHSIET CleAyIoue QyHKINN:

WHQOpPMAITMOHHYIO - B JOKYMEHTE (UKCUPYIOTCS (aKThl, COOBITHS, SBICHHS MPAKTHYCCKOH U
MBICIIUTENIBHOM 1€ATEIbHOCTH YEIOBEKa;

OpPraHM3alliOHHYI0 — C TIOMOIIBI0O JOKYMEHTa OOECHEeuMBaeTCs BO3ACUCTBHE Ha TPYIIBI JIONEH s
OpraHM3allK U KOOPAUHAIIMH UX JEATEIbHOCTH;

KOMMYHHUKaTHBHasl - 00€CIIeUNBalOTCS BHEITHUE CBSI3U OPTaHU3AlMNi U IPEIIPUATU;

IOPUJINYECKYIO — ITOCKOJIBKY €T0 COZIep)KaHUe UCIIOIb3YeTCs B Ka9eCTBE JOKA3aTeNbCTBA MIPU PACCMOTPEHUN
CTIIOPHBIX BOIIPOCOB CTOPOHAMMU JICIIOBBIX OTHOILICHHIA;

BOCIHTATENbHYI0 — OH JUCHUIUIMHUPYET UCIOIHUTENS, TPeOyeT MOBBIIIEHHOTO YPOBHS 00pa3oBaTeIbHON
MOATOTOBKH, a XOpPOIIO O(GOPMIICHHBIH JOKYMEHT BOCHHTBHIBAET 3CTETHMUECKUH BKYC YIPaBICHUYECKUX
KaJ[pOB, MOBBIIIAET MPECTHK OPraHU3aIMU B TJIa3axX JEJIOBBIX MAPTHEPOB.

Bce nokymeHThl, oOpasyrouiecss Ha MPEeanpUsITUH, OpraHU3alUH, KIaCCU(PUIMPYIOTCS MO CIeIyIOINM
MpU3HAKaM:

M0 BHUJAAM JESATENIbHOCTH (MM Ha3HAUYEHUIO) — JOKYMEHTHI MOJPa3AeisIoTCs Ha Hay4YHO-TEXHHUYECKHE,
KOHCTPYKTOpPCKHE, TEXHOJIOTHYECKHE, MIPOEKTHO-CMETHBIE, HOpPMAaTUBHEIE,
OpraHMU3allOHHO-PACcIOPSAUTEbHbIE,  Y4EOHO-METONWYEeCKHUe,  IUIaHOBBbIe,  (UHAHCOBO-PACUETHBHIE,
OTYETHO-CTAaTUCTUYECKHUE, 110 TOProBiie, LIEHOOOPA30BAHUIO, N300PETEHUSIM U OTKPBITUSAM, COLUATBHOMY
o0ecredeHuto, o JUYHOMY COCTaBy U T.1.;

[0 HAMMEHOBAHUIO — CYIIECTBYET MHOXKECTBO Pa3HOBUIHOCTEH TOKYMEHTOB (HAayUHBbIE OTYETHI, YEPTEXKHU,
CXeMBbl, TpaMKH, TEXHOJIOTUYECKHE TPUKA3bl, PACTIOPSKEHUS, TNIAHBI OTYETHI U T.11.);

o cnocoOy ¢ukcanuu HHGOPMAIUA — JOKYMEHTHI OBIBAIOT MTUCHhMEHHBIE (PYKOMHMCHBIC, MATUHOTIUCHBIE,
tunorpadckue, MOJITOTOBJICHHBIS Ha MHOXXHUTEIIbHBIX amnmaparax), rpadguveckue,
(b oT0-POoHO-KMHOAOKYMEHTH. OCHOBHBIM MaTe€pHaJbHBIM HOCHUTEJIEM JEJOBOM TMEpPEeNUCKH Ha CEroaHs
sBIsieTcs Oymara;

M0 MECTY COCTaBJICHHMS — JOKYMEHTHI IMOJAPA3IeNsAloTCS Ha JIOKYMEHTBI, HCIOJIb3yeMbIe ISl PEIIeHUS
BHYTPEHHUX M BHEIIHMX BONPOCOB. BHEIIHsS JOKyMEHTAlMsl, B CBOIO O4YEpeIb ACIUTCS Ha BXOASIIYIO U
UCXOJSIIIYI0 KOPPECTIOHICHITHIO;

M0 CTENEHU CIOKHOCTH — JOKYMEHTHI IOIPA3JeNAIOTCs Ha TOMJIUHHBIE W TOIUIOKHBIE. [lommnHHBIE
JOKYMEHTHI ObIBAaIOT JIEHCTBUTENbHBIE U HeleHCTBUTENbHbIE. HeelicTBUTeNbHBIM TOKYMEHT CTAaHOBHUTCS B
pe3ysbTaTe HCTEUEHHs CPOKa ACHCTBHSI UM OTMEHBI €0 APYTHUM JOKYMEHTOM;

[0 CTENEHH IJACHOCTU — PAa3IMYalOTCs JOKYMEHTBI OTKpPbIThIe (HECEKpEeTHbIE) U JOKYMEHTHI C
OTrpaHUYEHHBIM JOCTYNOM. JIOKYMEHTBI C OTpaHHUYEHHBIM JIOCTYIIOM OBIBAIOT pa3HON CTENEHH CEKPETHOCTH
(CoBepIIIeHHO CEKPETHBIC, CEKPETHBIC) U JOKYMEHTHI JJI ciy>ke0HoTo noss3oBanus ([1CIT);

M0 IOPHIMYECKOW CHIIe JTOKYMEHTHI KJIACCH(PHUUUPYIOTCS Ha IMOUIMHHBIE M TMOMIOXKHBIE. [lommuHHbIe
JOKYMEHTBI OBIBAIOT JICHCTBUTENbHBIEC U HeaeiicTBUTENbHBIE. HeelicTBUTENbHBIMU JOKYMEHTBI CTAHOBSITCS
B pe3yJIbTaTe UCTEUCHUS CPOKa ICHCTBUS WIIM 3aMEHBI €T0 APYTHM JOKYMEHTOM.

[0 CpOKaM HCIIOJIHEHUS — JOKYMEHTBl KJIacCU(UUUPYIOTCS Ha CpOYHble U HecpouHble. CpOUyHBIMHU
SBIISIOTCA JTOKYMEHTBI CO CpPOKOM HCIIOJHEHHS, YCTAHOBJIIEHHBIM 3aKOHOM U COOTBETCTBYIOIIMMU
MIPABOBBIMU aKTaMH, a TAK)Ke TeJIerpaMMBbI U JApyTrre JOKYMEHTBI C TPU(POM «CPOUHBIEN;

M0 CTaJUM TOATOTOBKU — JOKYMEHTHI IMOJPA3CNAIOTCS Ha YEPHOBUKU U TOUIMHHUKU (OpPUTHUHAIIBI).
YepHOBUK — TOKYMEHT, IOATOTOBJICHHBIN JJIs ajbHENIIero opopMiIeHus, BBITOJHEHHBIN, KaK IPaBUIIO, OT

PYyKH,



[ToaIMHHUK— €IMHCTBEHHBIN JK3EMIUIIp JOKYMEHTa, O(OpPMIICHHBIH U MOANHUCAHHBIA C YEpHOBHKA B
COOTBETCTBUHM C YCTAaHOBJICHHBIMU TpeOoBaHusAMHU. C MOUIMHHMKA MOTYT OBITh HM3TOTOBIIEHBI: KOIWS,
OTTHCK, BBINMCKA U3 TIOKYMEHTa, AyOIUKAT MOIIMHHUKA.

Komust — HIACHTHUYHOC, 3aBEPECHHOC JOJIKHOCTHBIM JIMIIOM BOCIPOU3BEACHUC ITOJJIMHHHKA.

OTTHCK — KOIHA AOKYMCHTA, OCTaromasAcsa B JACIaX MPCANPUATHIL (OTTI/ICK, KaK IMpaBUJIO, HC 3aBCPSACTCA
MNOANMHCHIO JOJIXKHOCTHOI'O JII/IL[a).

BI:IHI/ICKa n3 ,Z[OKyMeHTa — 3aBepeHHa51 YacCTh TCKCTA INOAJIMHHHWKA.

JyOnukar — BTOpO#l 9K3eMIUTAP JOKYMEHTA, UMEIOIINI OMHAKOBYIO CHUJTY C MOJIMHHUKOM.

110 HpOI/ICXO)KZLGHI/IIO — IIOKYMCHTBI KJIaCCI/I(I)I/II_[I/Ip}IIOTCH Ha CHy)Ke6HBI€, IIOATOTOBJICHHBLIC Ha
HpeI[HpI/ISITI/HIX, B OpFaHI/IBaI_[I/IHX, N JINMYHBIC IIUCbMaA rpaxc;[aH C HU3JIOKCHUEM )KaJIOG, HpGl[JIO)KGHPIﬁ,
pock0;

M0 CpOKaM XpaHEHUs — JOKYMEHTHI JENATCS Ha JOKYMEHTBHI MOCTOSHHOTO M JIOKYMEHTHI BPEMEHHOTO
XpaHeHus. JJOKyMeHThl BpeMEHHOTO XPaHEHUS, B CBOIO OUEPEIb MOAPA3ICISIOTCS Ha IOKYMEHTBI CO CPOKOM
xpanenus 10 10 net, u ceie 10 neT;

110 CTENEHH 00s3aTeIbHOCTH — TOKYMEHTHI ObIBaOT MH(OPMAIIMOHHBIE, COleprKalle CBEACHUS U (DaKThl O
MPOM3BOJICTBEHHOW M HMHOH JEATENbHOCTH OpraHu3aluid, W JUPEKTUBHBIE — OOs3aTelbHble I
WCTIOJIHEHUSI, HOCSIIIUE XapaKTep I0PUINUECKON MM TEXHUYECKOH HOPMBI;

[0 CTeNeHH YHU(PHUKAMM — pPa3IM4yaroT JOKyMEHTHl WHIMBHIyaJIbHBIC, THUIOBHIE, TpadapeTHbIE,
NpUMEpHbIE U YHU(DUIIMPOBAHHBIE B BHJIC TAOIHIIBI M AHKETHI.

NunuBunyanbHbIe JOKYMEHTBI IO COJCPIKAHHMIO SIBIISIIOTCA CHENU(DUUSCKUMU, HOCSIIMMHU XapakTep
Pa3oBOro JOKYMEHTA.

Tumnoseie ABIAIOTCA JOKYMEHTBI, PACCYMTAHHBIE HA N3JaHUE OXHOPOIHBIX IIPOLECCOB U SBICHUM:
THUIIOBOM TEXHOJIOTUYECKUM IPOLECC, TUIIOBBIE IIPABUJIA BHYTPEHHETO PACIIOPAIKA U T.II.

TpadapeTHbie JOKyMEHTBI UMEIOT 3apaHee HalleYaTaHHBIM TEKCT ¢ MpoOeraMu, KOTOpPbIE 3allONHSAIOTCS MPU
OKOHYATEJIbHOM O0(OPMIICHUH, 3aBUCUMOCTH OT KOHKPETHOM Omeparuu.

AHkeTa — cnoco0 MpencTaBieHus YHU(DUIMPOBAHHOTO TEKCTa, MPU KOTOPOM MOCTOSHHas MHGOpMaIus
pacrionaraertcs B JIEBOM 4YacTH JIMCTa, CTPOKAMM JPYT IO APYroM, B (OpPME CyIIECTBUTENLHBIX B
MMEHUTEJIbHOM MaJIeKe, a IepeMeHHasi BHOCUTCS B JOKYMEHT B IIPOILIECCE €r0 COCTABJICHUS B IIPaBYIO YacThb
JUCTA.

Tabnuia, — B KOTOPO# MocTostHHAS WH(MOPMAIIHs, pa3MEIIeHHas B 3arojloBKax rpad u O0KOBHKa
(3aroJI0BKM CTPOK), a IepeMeHHas (B HU(POBOM HIIM CIIOBECHOM BBIPQ)KEHUH) — HA TIEPECCUCHUN
COOTBETCTBYIOLIUX I'pad U CTPOK.
M0 XapakTepy COACpX aHHs — JIOKyMEHTHI OBIBAIOT NMEPBUYHBIE M BTOPUYHBIC. [IepBUYHBIC TOKYMEHTBI
COZIeprKaT UCXOAHYI0 HH(POPMAIHIO, KOTOpasi CyMMHUPYETCS BO BTOPHUHBIX TOKYMEHTAX.
IIpakTH4eckoe 3aHATHE.
Bomnpocs! 115 o0cyxaeHus1:
1.Yro BKiIIOUAET B ceOsi MOHATHE JOKYMEHT?
2.HazoBute ocHOBHBIE QYHKITUU JOKYMEHTa. Yem XxapakrepusyeTcs Kaxaas QyHKIs?

3.KakumMu HOpPMATUBHBIMU JOKYMEHTAMH pPETJIAMEHTHPYIOTCS OCHOBHBIE TEPMHUHBI B  00IacTH
JIeJIONPOU3BOICTBA?

4. Ha3oBuTe COBpEeMEHHbBIE BUIbI HOCUTENEH HHpOpMaLuu?

5. KakuMm 3akOHOM YCTaHaBIMBAETCS MPABOBOM pEXHUM CO3/[aHUSA, XPaHEHHs] W HCIOJIb30BAHUSA
MH(OPMAIMOHHBIX PECYPCOB?

6. UeM oTiMyaeTcsi JOKyMEHT JIMYHOTO MPOUCXOKIEHHS OT O(PUIIMATIBFHOTO JOKYyMEHTa?

7. Yto 00ycnaBiIuBaeT IOPUANUECKYIO CHITY OQHUIIHATIEHOTO JOKYMEHTa?

8. Kak menstorcs neiictBust GyHKIUNA BO BpeMeHU?

ITucsMeHHOe 3a1aHue:

Brimucare Tepmunbl:  FOpuauueckas texHuka, FOpunnueckuit mokymeHT, HopMaTuBHBINA MPaBOBOM aKT,
3akoH, [Tog3akonnsiii akt, [IpaBoTBOpUecTBO, 3aKoHOAATENHCTBO, CTaauM 3aKOHOAATENIBHOTO Ipolecca,
AKT TONKOBaHMS TipaBa, [IpaBompumenutTenbHbI akT, Kommdukanms, Koncommmanms, WMukoproparus,
[TpaBonpUMEHUTEIBHBIN MPOIIECC U €r0 OCHOBHBIEC cTauu, CyeOHBIN aKT.



3ananus 1J151 CAMOCTOSITEILHOI padoThI.
VYrnyOneHHoe u3yueHne MaTepHaioB TEMBI.

Tema 2. IIpaBuiia noaroroBku u opopmiienusi 1o0kymenToB (IIK-1)
Jlekumus.

[Ton odopmieHueM HTOKYMEHTOB TIIOHUMAETCS COONIOACHHUE B XOAE€ WX COCTaBJICHHUS, IOATOTOBKH,
Meperneyarky, COIIaCOBaHMS, YIOCTOBEPEHHS, TMEPECHUIKH B YIPABICHYCCKHUX amnmaparax ydpekJICHHUN
(opranmzanmii W TOpEANpHUATHH) TpeOOBaHWM, YCTAHOBICHHBIX B 3aKOHOJATCNIBHBIX aKTaX U
HOPMaTUBHO-METOANYECKUX JOKyMeHTax Poccuiickoit @exneparumu.

OCHOBHBIE TIpaBWJIa COCTAaBJICHUS, W OQOPMIICHHS YIPABICHYECKHX ITOKYMEHTOB 3aKpCIUICHBI B
JICUCTBYIONIMX B Hacrosmiee Bpems B Poccum oOmIerocynapcTBEHHBIX HOPMATHBHO-TEXHHUYECKUX
JTOKyMEHTaX — TOCYIapCTBEHHBIX CTaHJIApTaX, KOTOPHIE SBISIFOTCS OCHOBOM JIJISi KOHKPETH3AIUU TPABUI
paboThI C TOKYMEHTaMH B KaKJOW OpraHM3alliU, UX YTOYHCHUS C YYETOM CHenu(UKH ee NesITeTbHOCTH,
TEXHOJIOTHH  JIOKYMEHTHPOBaHUs, YCJIOBUH pa0OTHl  yIpaBIeHYeCKoro ammapara. Ha  ocHoBe
3aKOHONIATEIbHBIX, HOPMATUBHBIX M HOPMAaTHBHO-METOJMYECKUAX JOKYMEHTOB KaXKIO€ YUPEIKICHUE
(opranuszanus, ¢upma) yCTaHABIMBACT CBOM TPEOOBaHUS K paboOTe ¢ JOKYMEHTAMH U yCTaBe (ITOJIOKCHHH ),
periaMeHTax, MpaBuiaxX, MHCTPYKIHAX. B HUX 3aKpeIuIsFoTCss KOHKPETHBIE TIPaBUiIa IOKYMEHTUPOBAHMS, B
TOM YHCIIE:

mpaBa U 00s3aHHOCTH TOJDKHOCTHBIX JIUII, OTJEIBHBIX COTPYIHUKOB B

npoueaypax oQpopmiieHUs: JOKYMEHTOB;

COCTaB MIPUMEHSAEMBIX B alnapare yrnpaBIeHUYECKUX IOKYMEHTOB;

KOMIIETEHIUSI PYKOBOJIUTENS, €T0 3aMECTUTENIEH U PYKOBOIUTENEH

CPEIIHEro 3B€HA, UX MPABO Ha U3JaHUE PA3IMUHBIX BUJOB PACIOPSAUTEIbHBIX IOKYMEHTOB;
MOPSIIOK MOANMCAHUS, CONNIACOBAHUS U BU3UPOBAHUS JOKYMEHTOB, UX

[TomoxkeM HamucaTh paboOTy Ha aHATIOTUYHYIO TEMY

[Tony4ynTh BBIMIONHEHHYI0 pabOTy WM KOHCYJIBTAIMIO CIEIHAUCTAa [0 BalleMy Y4eOHOMY IpPOEKTY
3aBepEeHHE MeUaThio; 00s13aTeIbHbIC TPEOOBaHUS K 0(OPMIICHUIO B MIOPSAIOK PabOThI C JOKYMEHTaMHU.

HesaBucumo or cnocoba [TOKyMEHTHPOBAaHHS W BUAA HOCUTENS K JOKYMEHTaM, HCIOJNb3YyeMbIM B
YIPaBIECHUYECKOHN eATEIbHOCTH, IPEIbSBIAIOTCS CIEAYIONINEe OCHOBHbIE TPEOOBAHMUS:

obecrieueHre I0PUIUICCKON CHITBI IOKYMEHTA;

CO3[JaHHE YCJIIOBUHM [JIs OIEPATHUBHOTO HCIOJHEHHUS JOKYMEHTOB; BO3MOYKHOCTBH OIIEPAaTMBHOIO ITOMCKa
JIOKYMEHTOB (MCITOJIb30BaHUS UX B

CIPaBOYHBIX LIETIAX);
BO3MOXKHOCTh MCIIOJIb30BATh JUIsl CO3/IaHMsI, KOMUPOBaHUS, 00paboTKH
JIOKYMEHTOB CpPEACTBA OPraHU3allMOHHON TEXHUKHU.

JleiicTByIOIME TOCYIApPCTBEHHbIE HOPMATHBHO-TEXHUYECKHE JOKYMEHTHI MpeIHa3HAuYeHbl TaKxke s
oOecrieueHnss Ka4eCTBEHHOTO BHEUIHEr0 BHAA JIOKYMEHTOB. /[l 3Toro B cCTaHAapT BKIIOYEHBI
PEKOMEHAAINHU IO PACHIOJI0KEHHUIO PEKBU3UTOB Ha T0JIe IOKYMEHTAa U X PAallMOHAIbHON KOMIIOHOBKE.

Cpenu pa3HOOOpPA3HBIX CHUCTEM YIPABICHUYECKOM JTOKYMEHTAlUHU, MCIIONb3yEeMbIX Ui JOKYMEHTUPOBAHHS
pa3IM4HBIX yIpaBICHYECKHUX JICHCTBUIA, ocoboe 3HAUYCHUE HUMEET cucrema
OpPraHU3aLMOHHO-PACIIOPSAAUTENBHON JOKYMEHTALUMH, TaK KaK BXOIAILIME B HEE JOKYMEHTHI IIPUMEHSIOTCS
B YUPSKACHUSAX M OpPraHM3aLMAX BCEX YPOBHEH YIpaBICHMS, HANpaBlICHUH JeSTeNbHOCTH U (HOpM
COOCTBEHHOCTHU.

Jlnst cucteMbl OpraHU3ALMOHHO-PACTIOPSIUTENILHOM JTOKYMEHTAllUU YCTAHOBJIEH COCTaB PEKBU3UTOB,
BKJIIOYAONINN 29 HauMEHOBaHUH.

IIpakTH4eckoe 3aHATHE.
Bomnpocs! 115 o0cyxaeHus :
1.  Kiaccuduxauus yrnpapieHUECKON JOKyMEHTAIINH.
2. OcHoBHbIe TpeOOBaHMUsI, IPEIbABIsIEMbIE K 0DOPMIICHUIO TOKYMEHTAIUH.
3.  bnaHku TOKYMEHTOB M UX BUJIBI.
4 TpeboBaHus, IpenbsBIsIeMble K TepOOBBIM OJTaHKaM.



5. Tlonsrtue u 3Hauenue Gopmymspa-odpasua.
6.  PexBU3UTEHI U UX BUILIL.
7.  PacnonoxeHue peKBU3UTOB U MX 3HAYCHUE.

ITucsMeHHOe 3a1aHue:
1.  CoctaBbTe CIIOBAPUK OCHOBHBIX TEPMUHOB MO U3y4aeMOM TEME.
2. CocraBbTe aBTOOHOTpadHIO

3.  CocraBbre Tabmuiy: [Ipremsl opuIndecKoil TEXHUKH, MPUMEHEHHBIC TTPU 0(POPMIICHUH TOKYMEHTOB
B OpraHax UCHOJHHUTEIbHOM BIACTH.
4.  CocraBbTe cXeMy: DTarnbl BHEIPEHUS IIEKTPOHHOTO JTOKYMEHTOO00OpOTa B OpraHax MCTIOTHUTEIHHOM
BJIACTH.

3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
1. CocraBbTe XapaKTEpUCTUKY
2. CocraBbre aBTOOHOTPAPUIO

Tema 3. JjieKTpOHHASI JOKYMeHTANUsA: onpenejenre u ocodoennoctu. (I1K-1)

Jlekumus.
JIOKyMEHT SIBIIIETCS OCHOBHBIM CIOCOOOM MpezcTaBlieHuss HHGOpMAIMU. DIEKTPOHHBIM JOKYMEHT — 3TO
OyMaKHBIM TOKYMEHT, BBEEHHBI B KOMIIbIOTEp i1 00paboTKU. OUHAHCOBBIE 3JIEKTPOHHBIE TOKYMEHTHI
MOTYT CHa0>XaThCsl IEKTPOHHON MOJMHUCHIO. DIEKTPOHHBIE TOKYMEHTHI ObIBAIOT CTPYKTYpHUPOBAHHBIMU, U
TOTa OHU HaxomATCs B 0a3aX [aHHBIX, U HECTPYKTypHUPOBAHHBIMH, COAEPKAIIMMU TEKCThl Ha
€CTECTBEHHOM SI3bIKE.
B o0mem ke mNOpUHATO CUATATh TOA DJEKTPOHHBIM JTOoKyMeHTOM (3]]) CcTpyKTypHpOBaHHBIHA
MH(DOPMAITMOHHBI OOBEKT, B COOTBETCTBHE KOTOPOMY MOXET OBITh IMOCTaBJICHa COBOKYITHOCTH (DaifsioB,
XpaHSIMIMXCS Ha HaKOMUTENe KoMmmbioTepa. HeoOxomumeiM mpusHakom D[ siBisieTcs "perucTparimoHHast
KapTouka', cocTosimas U3 peKBU3UTOB JIOKYMEHTA, COACPKAIIUX MEepedeHb HEOOXOAUMBIX JAaHHBIX O HEM.
CornnacHo 3aKOHOJATEIbCTBY, AIEKTPOHHBIM SBIISETCS TOKYMEHT, B KOTOPOM HMH(OpMaIus MpeAcTaBieHa B
ANEKTPOHHO-ITU(POBOH Popme.
DNEeKTpOHHBIE JOKYMEHTBHI MOXKHO pa3[eliuTh Ha JBa OCHOBHBIX THMA: HEPOPMAIU30BAHHBIC
(mpon3BosibHBEIE) U CiTykeOHbIe (oduuuanbubie). Hedopmann3zoBaHHBIH ANIEKTPOHHBIA JOKYMEHT — 3TO
mo0oe cooOIIeHne, 3am1ucKa, TEKCT, 3aMCaHHbI Ha MAaIIMHHOM Hocutene. [1ox ciay)eOHbIM 3JIeKTPOHHBIM
JOKYMEHTOM TIOHMMAETCsl 3allMCaHHOE Ha MAIMHHOM HOCHTEJE 3JICKTPOHHOE COOOIICHHE, PEKBU3HUTHI
KOTOPOTO 0(OPMIICHBI B COOTBETCTBHH C HOPMATHUBHBIMU TPEOOBAHHSIMH.

IIpakTH4eckoe 3aHATHE.
Bomnpocs! 115 o0cyxaeHus :
1.Opranuzanus 3MeKTPOHHOTO JOKYMEHT0000pOoTa.
2. MadopManimoHHOCIIpaBOYHAS TOKyMEHTAITHS.
3.OneKTOPOHHBIE TOKYMEHTHI
4.CnyxeOHast IepernucKka

IInceMenHoe 3aganue:
1. CocraBure Ciry>KeOHYIO 3aIUCKY.

2. HanumuTe, B 4eM 3HaUY€HUE ONTHUMH3AIUU JOKYMEHTOOOOPOTa B OpraHax MCIOJHUTEIbHON BIACTH IS
OCO3HAHMS COLMAJbHOW 3HAYUMOCTH CBoeil Oymymieil mnpodeccuu, MNpPOABIECHUS HETEPIUMOCTH K
KOPPYIIIMOHHOMY MOBEJECHUIO, YBAKUTEILHOTO OTHOIICHUEM K IPaBy M 3aKOHY, OOJIaJaHUs 1I0CTAaTOUYHBIM
ypoBHEM IpoheCcCHOHAIBHOTO MPaBOCO3HAHMUS.

3ananus AJ51 CAMOCTOSITeILHOI padoThI.
1.Kakue cymecTByIOT MpaBuiia MOATOTOBKH TEKCTOB IOPUINYECKUX TOKYMEHTOB.

Tema 4. Undopmaruzanus cynednoii nesreabnoctu (IIK-1)
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Jleknus.
ITon wuHpopmarm3anuelr cyaeOHOW ACATENHHOCTH CIEAyeT IOHUMaTh OPTraHWU30BaHHBIM MPOIECC
MPOEKTUPOBAHUSA, CO3IaHUS M OKCIUTyaTallM WH(OPMAIMOHHBIX CUCTeM ((OpMHpOBaHUS MPABOBBIX
peCypcoB, CpPeACTB UX OOpaOOTKM W WCITOJIb30BAaHWHM) B IIEJSIX MOBBIICHUS 3(P(HEKTUBHOCTH U KadyecTBa
IpaBOCYIUSI.

DNEeKTPOHHBIH OOMEH NaHHBIMH — 3TO PEaJbHOCTb, C KOTOPOW CErOAHSI CTAJIKMBAETCS MPAaKTUYECKH
Kaxabli. MHopMalnoHHBIE CHCTEMBI, KOMIBIOTEPHBIE CETH, JJIEKTPOHHAsl IMOoYTa — BOT JalieKo He
MIOJTHBIN MEepeYeHb T€X CPEICTB, C TOMOIBIO KOTOPHIX MTPOUCXOIUT OOMEH JaHHBIMU B JIEKTPOHHOM BH/IE.

Vcnonb30BaHNE CUCTEMBI JIEKTPOHHOTO JJOKYMEHTOO0OpOTa MO3BOJISIET OPraHU30BaTh Mepeaady JaHHBIX O
XOJI€ UCIIOJIHEHUS JOKYMEHTOB B JJIEKTPOHHOM BHJE, YTO KAYECTBEHHO MEHSAET OPraHU3alui0 KOHTPOJIS
UCTIOJIHEHUS] JOKYMEHTOB. TO €CTh OCHOBHBIM HOCUTENEM WH(GOPMALMU BBICTYNAET 3JIEKTPOHHBIN
JOKYMEHT, BCIIOMOTaTeNIbHBIM — OyMa)kKHBI JOKYMEHT, a WCHOJHUTENISIMU MPEANUCAHHBIX WHCTPYKIUN
SIBJISIFOTCSL YEJIOBEK, KOMIIBIOTEP U KOMIIBIOTEPHAs CETh

IIpakTH4eckoe 3aHATHE.
Bomnpocs! 115 o0cyxaeHus :
1.Opranuzanus J0KyMeHTOo00O0poTa.
2.0Opranuzanus 10CTaBKU JOKYMEHTOB.
3. DAEeKTpOHHBI 0OMEH JaHHBIMHU.
4. Peructpanusi BXOIAUIMX B OPraHHU3alMI0 JOKYMEHTOB, HCXOASIIMX W3 OpPraHu3alidd JOKYMEHTOB U
BHYTPEHHUX JIOKyMEHTOB.
5. Yder pe3oironuii, BBIAAHHBIX M0 JOKYMEHTaM PyKOBOJICTBOM OpraHH3aliH, U TOCTAHOBKA JOKYMEHTOB
Ha KOHTPOJb.
6. LlenTpanu3oBaHHbBI KOHTPOJIb UCIIOJIHEHUS IOKYMEHTOB;
CIUCAHUE JOKYMEHTOB B JIEJIO.
7. Benenne nHGOpMaIMOHHO-CIIPABOYHON PaOOTHI;
(dhopMupoOBaHUE AETOMPOU3BOCTBEHHBIX OTYETOB 110 OPTaHU3AINH B 1IEJIOM

IIncbMeHHOE 3a7aHueE:
1. CocTaBbTe KapTOUKHU 3apETUCTPUPOBAHHBIX [IEHTPATU30BAaHHO JOKYMEHTOB .
3anaHus AJ51 CAMOCTOSITeILHOI padoThI.

VYriryOnenHoe m3ydeHue «lIpuMepHOW HMHCTPYKIMH TIO JIEJOTPOM3BOACTBY B TOCYIAPCTBEHHBIX OpraHax
yrpasieHus: oopazoBanueM cyonekToB Poccuiickoit @eneparum» (yrB. Munoopaszoanuem PO 06.05.2002)

4. Kontpoab 3HaHMI 00y4alOLINXCS M THIIOBbIE OLICHOYHBbIE CPEICTBA
4.1. Pactipenenenue 0auioB:
banbHO-pEUTHHIOBBIE MEPOIIPUATHUS HE IIPELYCMOTPEHBI

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
IIucsmeHnHoe 3a1aHue

Tema 1. [TonsiTue, 1enb, obmIMe TPEOOBAHUS K CO3IaHUIO TOKYMEHTOB

Brimucare Tepmunbl:  FOpuauueckas texHuka, FOpunnueckuit nokymeHT, HopMaTuBHBIA MPaBOBOM aKT,
3akoH, [Tog3akonnsiii akt, [IpaBoTBOpUecTBO, 3akoHOAATENHCTBO, CTaauM 3aKOHOAATENIBHOTO Ipolecca,
AKT TONKOBaHMS TipaBa, [IpaBompumenutTenbHbI akT, Kommdukanms, Koncommmamwms, WMukoproparus,
[TpaBonpUMEHUTEIBHBIN MPOIIECC U €r0 OCHOBHBIEC cTauu, CyeOHBIN aKT.

Tema 3. DnexTpoHHas! JOKYMEHTAIHSI: ONPEISICHUE U OCOOCHHOCTH.
1. CocTaBute CIyKEOHYIO 3aITHCKY.



2. HamumuTe, B YeM 3HaUY€HHE ONTHUMM3AINUN JOKYMEHTOO0OPOTa B OpraHax MCHOJIHUTEIBHONW BIACTH TS
OCO3HAHMs COLHMAJBHONW 3HAYMMOCTH CBOEH Oynymedl npodeccuu, MNPOSBICHUS HETEPIUMOCTH K
KOPPYNLMOHHOMY MOBEICHHIO, YBAXUTEIHHOTO OTHOLICHHEM K TpaBy M 3aKOHY, OOJIaAaHuUs 10CTATOYHBIM
YpOBHEM PO ECCHOHAIBHOTO IPABOCO3HAHUSI.

Tema 4. Undopmatu3zaius cyneOHON AeSITETLHOCTH
1. CocTaBbTe KapTOUKH 3apETUCTPUPOBAHHBIX IICHTPAIN30BAHHO JOKYMCHTOB .
IInceMenHoe 3a1anue

Tema 2. IIpaBuna moaroTroBKu U 0ohopMIICHHUS JOKYMEHTOB

1. CocraBbTe C10BapuK OCHOBHBIX TEPMHHOB I10 U3y4aeMOM TEME.
2. CocraBbre aBTOOHOTpAUIO
3. CocraBere Tabmuiy: [lpuemsl I0pUINYECKON TEXHUKH, TPUMEHEHHbIE PH 0()OPMIIEHUH TOKYMEHTOB
B OpraHax UCIOJHUTEIbHOM BIACTH.
4.  CocraBbTe cxeMy: DTarbl BHEAPEHUS 3JIEKTPOHHOTO TOKYMEHTO000POTa B OpraHax MCIOJIHUTEIbHON
BJIACTH.

CoOlecenopanue

Tema 1. IlonsiTue, nenpb, o0mue TpeOOBAHMS K CO3aHUIO TOKYMEHTOB
1.Yro BKiIIOUAET B ceOsi MOHATHE JOKYMEHT?
2.HazoBute ocHOBHBIE QYHKITUU JOKYMEHTa. Yem XxapakrepusyeTcs Kaxaas QyHKIns?

3.KakuMu HOpPMAaTHBHBIMH JIOKYMEHTAMH pPEIJIAMEHTUPYIOTCS OCHOBHBIE TEpPMUHBI B 001acTu
JIeJIONIPOU3BOICTBA?

4. Ha3oBuTe COBpEeMEHHbBIE BUIbI HOCUTENEH HHpOpMaLUu?

5. KakuMm 3akOHOM YCTaHaBIMBAETCS MIPABOBOM pEXHUM CO3/[aHUSA, XPaHEHHs] W HCIOJIb30BAHUSA
WH()OPMAITMOHHBIX PECYPCOB?

6. UeM oTiMyaeTcsi JOKyMEHT JIMYHOTO MPOUCXOKIEHUS OT O(PUIINAIBFHOTO JOKYMEHTa?

7. Yto 00ycnaBIMBaeT IOPUANYECKYIO CHITY O(PHUIIMAIBLHOTO JOKYMEHTa?

8. Kak menstorcs neiictBust GyHKIUNA BO BpeMeHU?

Tema 2. IIpaBuna moaroTroBKu u 0ohopMIICHHUS JOKYMEHTOB
Knaccudukarus ynpapieH4ecKoil TOKyMEeHTaLUH.
OcHoBHbIE TpeOOBaHUS, TPEIBABISIEMbIE K 0POPMIICHUIO JOKYMEHTAIIUH.
bianku AOKYMCHTOB U UX BHUJBI.
TpeboBanus, IpenbsBIsIeMble K TepOOBBIM OJTaHKAM.
[MonsTue u 3HaueHue hopmymsapa-odpasia.
PexBU3UTHI U UX BUBL.

o

Pacnonoxenue PCKBU3UTOB U UX 3HAYCHUC.

Tema 3. DnexTpoHHas! JOKYMEHTAIHSI: ONPEIEICHUE U OCOOCHHOCTH.
1.Opranu3zarus 3JeKTPOHHOTO TOKYMEHTOO0O0pOTa.
2. UndopmanmoHHOCTIpaBOYHAS IOKYMEHTAIIUS.
3.21€eKTOPOHHBIE TOKYMEHTHI
4.CnyxeOHast mepenucka

Tema 4. UndopmaTu3zarus cyneOHON AeSITETbHOCTH
1.Opranu3zarus JOKyMEeHTO000poTa.
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2.0OpraHu3anus 10CTaBKH JOKYMEHTOB.
3. DNEeKTpOHHBIN OOMEH JaHHBIMHU.

4. Peructpanus BXOIALIMX B OpPraHU3alMI0 JOKYMEHTOB, MCXOASIIMX W3 OpPraHu3alud JOKyMEHTOB U
BHYTPEHHUX JIOKYMEHTOB.

5. Y4er pe3oarouuii, BIJAHHBIX 10 JTOKYMEHTaM PYKOBOICTBOM OpraHU3allMM, U IOCTAHOBKA JOKYMEHTOB
Ha KOHTPOJIb.

6. LleHTpanu3oBaHHBI KOHTPOJIb UCIIOHEHUS JOKYMEHTOB;

CIMCaHHUE JOKYMEHTOB B JIENO.

7. Benenue nH(popMalmOHHO-CIIPABOYHON PabOTHI;

(bopMHpOBaHUE 1EIONPOU3BOACTBEHHBIX OTYETOB 110 OPraHU3ALNHU B LIEJIOM

4.3 IIpomexxyTouHast aTTeCTaIMs 110 AUCIUIUIMHE MPOBOIUTCS B popMe 3adeTa

Tunosbie Bonpocskl 3auera (IIK-1)
1. IlonsiTe OKYMEHTA.
2. OCHOBHBIE MMPU3HAKU U CBOMCTBA JOKYMEHTA.
3. OyHKIMH TOKYMEHTA.
4. FOpunnueckas cuia J0KyMEHTA.

5. 3HaueHue JOKYMEHTOOOOpOTa M JOKYMEHTHpPOBAaHUS B OpraHM3allMU ammapara rocygapcrtsa. 0.
HopmaruBHO-IIpaBOBBIE TOKYMEHTBI, PEIVIaMEHTUPYIOIIME IIPOLECChl JTOKYMEHTUPOBAHMS B OpraHax
HCIIOJIHUTEJILHOM BIIACTH.

7. Buapl 651aHKOB, TPUMEHSEMBIX OpPTaHU3AIASMH.

8. PexBu3UTHI, (HOPMUPYIONINE TOKYMEHTH W OJIAaHKH B JIEJIOMPOU3BOACTBE OPraHOB HCIIOJHUTEIHHON
BJIACTH.

9. IlpaBuna opopmieHus AaThl B TOKYMEHTE.

10. ITopsimok oopmiteHHs peKBU3UTA «Aipecar.

11. CriocoObl yTBEpkKAEHUS TOKYMEHTOB.

12. Yrto oTpaxkaetcs B pezomorun’? Kako mopsiiok ee ohopmiieHus ?

13. IIpaBuna opopmIIeHUS IPUITIOKESHUS.

14. OopmiieHre MOAMUCH B TUCbME, aKTE€, TPOTOKOJIE.

15. Jlns gero HeoOxoanma OTMETKa 0 3aBepeHun kormuu? CrocoObl ee 0hOpMIICHHUS.
16. Buap! nevareii. [IpaBuna npocraBieHus neyatu B pekBuzute «lloamuce»?

17. 1na uero HeoOxoauMo cornacoBanue 1okymeHta? Kak opopmisitores rpud u Bu3a coriacoBaHus?
18. Kakue cBeneHHs yKa3bIBalOT B CLIPABOYHBIX JAHHBIX ?

19. 13 yero cocTouT perucTpaioOHHbII HOMEP UCXOSAIIETO JOKYMEHTA.

20. Ilepeuncnure 3Tanbl NOATOTOBKY MPUKA3a.

21. Kakue TpeGoBaHUS MPEIBABIAIOTCS K TEKCTY MUChbMa?

22. Kakue BHUIIBI JOKYMEHTOB OTHOCATCS K OpPraHM3allMOHHO-PACHoOpSAUTEIbHBIM TOKyMeHTaM? 23. Jlns
4yero HeoOxomuM MpoTokoi? OcobeHHOCTH ero 0hOPMITCHHUS.

24. Kakue BUJIbI COCTABIISIIOT TPYTIY CIIPABOYHO-UH(OPMAIIMOHHBIX TOKYMEHTOB?

25. Yro orpaxaer akt? [IpaBuia ero opopmieHus.

26. Kakue TpeboBaHUS MPEIBABIAIOTCS K CIYy>)KEOHBIM U JOKJIaJHBIM. 3anmuckam? B ueM 0cOOEHHOCTH HX
odopmiienus?

27. OcHOBHBIE TpeOOBaHUA K 0OPMIICHHIO CITy>KeOHbIX MuceM. Kakue pa3sHOBHIHOCTH MHUCEM BbI 3HaeTe?
28. Uto Takoe JOKYMEHTOOO0POT

29. OcHOBHBIE TIPaBUIIa JEKTPOHHOTO JOKYMEHTO000pOTA.

30. Kakue TpeGoBaHUs MPEIBSBIAIOTCS K EPBUUHON 00pabOTKE BXOASIINX JOKYMEHTOB?

31. DTanbel JOKyMEHTUPOBAHHS.

32. Ilepeuncnute 3Tanbl pabOTHl ¢ BXOAAMIMMH JoKyMeHTaMu. 33. Kakue TpeOoBaHUS MPEABSBIAIOTCA K
00pabOTKe UCXOAIMUX JOKYMEHTOB?
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34. IlonsATHe U opraHu3anus HOMEHKIIATypbl J€I.
35. IlonsiTHE M 3HAYCHHE JIEKTPOHHOTO JOKYMEHTOOO0pOTA.

Tunosble 3aganusa 1 3adera (IIK-1)
He nmpenycMotrpeHo.

4.4. Illkana orieHMBaHMsI IPOMEXKYTOUYHOU aTTECTALIMU

Jeckpuntops! (ypOBHN) — OCHOBHBIC PU3HAKKA OCBOCHUS (TIOKa3aTeIH

OneHka Kommnerenrim
TOCTYKCHHSI pe3YJIbTaTa)

TIK-1 Ha BbICOKOM ypoBHE aHanmu3upyer (OpMbl  OpraHHU3aLUHU
JIOKyMEHT0000poTa B IM(hpoBOM (popmare, KaueCTBEHHO HCIIONIB3YET
«3a4TECHON npaBuia ux pa3paboTku u odopmieHus. OTBET MOCTPOEH JIOTUYHO,
Marepuajg  M3JIaraercs  4YeTKO, SICHO,  XOPOIIMM  SI3BIKOM,
apryMeHTUPOBAHO.

TIK-1 He ananusupyer ¢opMbel opraHuzanud JOKYMEHTOOOOpOTa B
muppoBoM (Qopmare, HE HCIONB3YET MpaBWia HX pa3pabOTKU H
opopmienusi. HeyBepeHHO M JIOTHYECKH HEIOCIIEI0BATEIbHO
u3jaraeT Marepual.

«HE 3a4TCHO»

5. Metoanueckue yKkazaHus JJisi 00y4al0NUXCsl 10 OCBOCHHMIO IMCIUILIMHBI (MOXYJIA)

5.1 Meroauueckue yKa3aHus IO OpraHU3aIlUN CaMOCTOSITEIbHOIM paboThl 00yUYaromuXCs:

[Ipuctynas K W3y4eHUIO TUCIUIUIMHBI, B MEPBYIO ouepe/b OOydaromuMcsi HEOOXOAMMO O3HAKOMUTHCS
comepkanreM padouei mporpammbl aucturumabl (PIT[]), koTopas ompenensieT comepskaHue, oObeMm, a
TaK)Ke MOPSAIOK U3YUESHHsI U MTPEToAaBaHus yueOHOM TUCIUILIMHEL, €€ pa3/iena, YacTu.

Jln1st caMOCTOSTENbHON pabOThl BaKHOE 3HaUECHUE UMEIOT paszienbl «O0beM U copepikaHue TUCIUILTHHBDY,
«Y4eOHO-MeToauuecKkoe U HH(popMaIMoHHOE 00ecTedeHne TUCIUILTMHBD U «MarepruaabHO-TEXHUIECKOe
obecriedeHre TUCIUILINHEI, IPOrpaMMHOE obecrieueHue, mpodeccHoHaIbHbIe 0a3bl TaHHBIX U
MH(POPMALMOHHBIE CIIPABOYHBIC CUCTEMBI.

B pasgene «O0beM U conepkaHWe IUCIMIUIMHBD) YKa3bIBaIOTCS BCE pasfelibl M TEMbl H3y4aeMoil
JTMCLMIUIMHBIL, @ TAK)KEe BUJBI 3aHATHH U TNIAHUPYEMBbI 00bEM B aKaJeMHUYECKUX Yacax.

B pasgene «YuebHO-MeTommyeckoe W HMH(OpMAIMOHHOE oOecreueHre AUCHUIUIMHBDY — yKa3aHa
pexoMeHayeMasi OCHOBHAs U IONIOJIHUTEIbHAS JINTEpATypa.

B pasgene «MarepuaabHO-TEXHUYECKOE OOECIeYeHne IUCLUUIUIMHBL, MPOrpaMMHOE OOecCIeyYeHue,
npodeccruoHabHble 0a3bl JaHHBIX U MH()OPMAIMOHHBIE CIPABOYHBIC CHUCTEMBD» COIEPKUTCS MEpeueHb
npodeccuoHaNbHBIX 0a3 JaHHBIX U HHPOPMAIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX JJISi OCBOCHHUS
JUCLUIUINHBL.

5.2 Pexomennanuu o0y4aromumcs o padbore ¢ TEOPETHUECKUMHU MaTepHallaMy 110 TUCIUITIIMHE

[Ipu uzyyennu u npopabOTKe TEOPETUUECKOr0 MaTepHana HeoOXOAUMO:

- IPOCMOTPETH €Ile pa3 npe3eHTaluo Jeknuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIIEKTUPOBaHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYE€TOM PEKOMEHJOBAaHHOM IOMOIHUTEIbHOU
JIUTEPATYPBL;

- IIPY CAMOCTOSITEIBHOM M3yYE€HHH TEOPETUUYECKOM TEMBI CAENATh KOHCIIEKT, UCIOJIb3Ysl PEKOMEHIOBAHHbBIE
B PII/] ucrounuku, npodeccruoHaibHble 0a3bl JaHHBIX U HHPOPMAIIMOHHBIE CIIPABOYHbBIE CUCTEMBI:

- OTBETUTDH Ha BOIIPOCHI JJIsI CAMOCTOATEIILHON pabOoThI, TTO TeMe MpecTaBieHHbIe B myHKTe 3.2 PIT/I.

- TP MOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOIb30BaTh MaTepHalibl (hoHIa oreHouHbIX cpencts (POC).
5.3 Pexomenmanuu mo paboTe ¢ HayYHOU U y4eOHOM JIUTepaTypoit

PabGoTa ¢ OCHOBHOM M JONOJIHUTENBHOM JHMTEPATYpOl SIBISETCS IIaBHOM (POpMOI caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHApPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAHHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia M PEeKOMEHIOBAHHBIX
HCTOYHMKOB U JINTEPATYPHI 110 TEMATHKE JIEKIIUH.




KoHCHeKT JIeKnu JOKEeH coliepKaTh peepaTUBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHUCIIE C
ornopoii Ha pa3MmeneHHsle B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIMTEPATYphl IO
TeMaM, BBIBOJBI MO KaXAOMY Bompocy. KoHCeKT MOKeT OBITh BBITIOJIHEH B paMKax pacliedyaTKH BbIIa4uH
Npe3eHTAlUi JIEKIUH WM B OTACNIBHOW TeTpaau mo mpeaMery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKaTh HE OTHOCALIYIOCS K TeMe UH(POPMAITUIO HITH PUCYHKH.

KoHcnieKkThl HayyHOW JHUTEparypbl NMPU CaMOCTOSATENBHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI CONEPIKaTh
OTBETHl HA KaX/blii TOCTaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJA HU3AAHUS HCIOJNb3yeMOH HaydyHOW JHMTEpaTyphl.
KoHcniekT MoOXeT ObITh ONOpPHBIM (COAEpXAaTh JUIIb OCHOBHBIC KIIIOUYEBbIC MO3HMIIMHU), HO TPH 3TOM
MO3BOJISIIOIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET OBITh MOAPOOHBIM. OO0bEeM KOHCHEKTa
OIIPENETSAETCS CAMUM CTYIACHTOM.

B nporecce paboThl ¢ OCHOBHOM U JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JCJIaTb 3alluCu IO XOAYy UYTCHUA B BHUAC MPOCTOr0 WJIMW PAa3BCPHYTOIro IlJIaHA (COB,Z[aBaTI: MNEpCUCHb
OCHOBHBLIX BOITPOCOB, PACCMOTPCHHLBIX B I/ICTOLIHI/IKG);

- COCTaBJATH Te3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOpPOTKOE
U3JI0KEHUE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 000011eHe OCHOBHBIX BOIIPOCOB PadOTHI);
- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).
5.4. PexoMeHaIMy 1O OATOTOBKE K OTACIBHBIM 3a/IaHUSIM TEKYIETO KOHTPOJIS

CobecenoBanue MpennoyaraeT OpraHu3aluio Oecelnpl MpernoAaBareist cO CTyAEHTaMH 10 BOIpPOcam
MPAKTHYECKOTO 3aHATUS C LETbi0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
pasgeny, Teme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUU, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1.

YCTHBIE OMpOC MOXKET TMPUMEHATHCS B pasaudHbIX (Qopmax: (QpoHTaIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaUY€CTBA YCTHOTO OTBETA MOJIJIEKAIIETO OI[CHKE:

- IPaBUJIBHOCTB OTBETA IO CONEPIKAHHUIO;

- IOJTHOTA U TIIyOnHa OTBETA;

- CO3HATEJIBHOCTh OTBETA;

- JIOTMIKA U3JI0KEHUsI MaTepuaa;

- PallMOHAIILHOCTD MCIIOJIb30BAHHBIX IIPUEMOB U CIIOCOOOB PELIEHHs OCTAaBICHHON yueOHOil 3a1auy;

- CBOEBPEMEHHOCTh M 3((EKTUBHOCTH MCIOIB30BAHUS HATNISAIHBIX MOCOOMNA M TEXHUYECKUX CPEICTB IPH
OTBETE;

- HCIIOJIb30BaHUE JOIIOJHUTEIBHOIO MaTepUaa;

- PallMOHAJILHOCTb HUCIIOJIB30BaHUS BPEMEHH, OTBEJCHHOIO Ha 3a/laHNE.

VYCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3ECHTALUEH, KOTOpas IMOATOTaBIMBAECTCA IO OAHOMY U3
BOIPOCOB MPAKTHYECKOTO 3aHATUS. [Ipy BRICTYIUIEHHH ¢ Mpe3eHTalnueid HeoOXoauMo oOpamarb BHUIMaHUE
HAa TaKME€ MOMEHTBHI KaK:

- colep)KaHUE MPE3CHTAllUN: AKTYaJIbHOCTh TEMbI, MOJHOTA €€ PACKPBITHS, CMBICIOBOE COACpIKaHUE,
COOTBETCTBHE 3asBICHHOW TEMBI COJIEPIKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBaHUSIM (IIETTH. CCHUTKH
Ha PECypChl. COOTBETCTBHUE CONEP)KAHHS M JIUTEPATYphl), MPAKTHUECKasT HANPaBIECHHOCTh, COOTBETCTBHE
coziepKaHus 3asiBICHHON (opMe, aJeKBaTHOCTh UCIIOJIb30BaHHS TEXHHUECKUX CPEICTB yUEOHBIM 3a1adam,
MOCIIEIOBATEIIEHOCTD U JIOTHYHOCTh MPE3CHTYEMOTO Marepuara,

- odopMiieHHE Mpe3eHTAlMU: O00bheM (ONMTHUMATbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIMYHE U
COOTBETCTBHE TpapUKd W aHWMAIMH, 3BYKOBOE OQOpMIICHHE, CTPYKTYpHpPOBaHUE WH(POPMAIUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAaHUSIM), OPHUTHHAIBHOCTH O(GOPMIICHHS, ACTETHKA, HCIIOIIb30BaHHE
BO3MO)XHOCTH ITPOTPAMMHO# CpeJIbl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- JUYHOCTHBIC Ka4€CTBa: OPaTOPCKUC CIIOCOOHOCTH. CO6J'IIOI[€HI/IC periiaMEeHTa, SMOIMOHAJIBHOCTh, YMCHUC
OTBETUTH HAa BOIIPOCHI, CHCTCMAaTU3NPOBAHHLIC, FJ'I}’60KI/I6 1 IIOJIHBIC 3HAHUA 110 BCEM pasgcjiaM IIporpaMMBbl:
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- CoJepXaHWE BBICTYIUICHHUS: JIOTUYHOCTh W3JIOKCHHUS Marepualia, PacKpbITUE TEMBI, JOCTYIHOCTh
u3noxkeHus, dPpdexTuBHOCT npuMeHeHust cpeactB WKT, cmocoObl ©u  yClIOBHS — JTOCTHIKCHHUS
PE3yABTaTUBHOCTH M IPGEKTUBHOCTH IJIsS BBIOTHEHUS 3a/ad cBOed MpodeccHoHaTbHOW WU y4eOHOU
JEeSATeNbHOCTH, JOKAa3aTeIbHOCTh MPUHUMAEMBIX PEIICHUHN, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHUS,
BBIBOJIBI.

6. YueOHO-MeTONM4YecKoe M HHPOPMALMOHHOE o0ecieyeHre JUCHMIITTHHbI

6.1 OcHoBHas UTEpaTYypa:

1. Crenanoga, E. H. Cucrema 3nekTpoHHOT0 JOKYMEHTO000pOTa (00JauHOe perieHue) : yaeoHoe mocobue.
- Becw cpok oxpanbl aBTOpcKoro npasa; Crucrema 3JeKTPOHHOTO JOKYMEHTO000poTa (00JauHOe pelieHue).
- MockBa: Aii [Ilu Ap Menua, 2021. - 182 c. - Tekcr : snexrponssiii / IPR BOOKS [caiit]. - URL:
http://www.iprbookshop.ru/101357.html

2. KysnmenoB WM. H. JlokymeHTanmoHHoe o0ecrniedeHue ynpasieHus. JlOKyMeHTOOOOpoT H
JIeTTOTIPOU3BOJICTBO : YUEOHMK U MPAKTUKYM JJIS BY30B. - Iep. U Aom; 3-e u3f.. - Mocksa: IOpaiit, 2021. -
461 c. - Teker : anextpoHHsiii // DBC «FOPAWT» [caiit]. - URL: https://urait.ru/bcode/468462

3. Konprmkuna T. b., lyctuna W. B. JlenoBbie KOMMYHHKAITUU, TOKYMEHTOOOOPOT U JIETOMPOU3BOICTBO :

YyebHOe mocobue myis BY30B. - Hchp. W jAom;, 3-¢ usd.. - MockBa: Opaiit, 2021. - 145 c. - Tekcr :
anekTponubiit // OBC «KOPAUTY [caiit]. - URL: https://urait.ru/bcode/468074

6.2 JlonosHUTENBHAS IUTEpATYpA:

1. bapano B. M., KonokonoB H. A., bapanosa M. B., UcakoB B. b., Tonctuk B. A., Ilapdpenor A. B.,
MocxkanskoBa T. H., Uepuukos B. B., [lIabypoB A. C., [Tnetaukos B. C., Cuunkuii B. A., Typanun B. 1O.,
I'ybaera T. B., Kaprun K. B., Kones A. H., JlaBeimoBa M. JI., Hukutua A. B. FOpuaundeckas TexHuka :
Vue6uuK s By30B. - Mocksa: FOpaiit, 2020. - 493 c. - Texcr : anexrponsiii // DBC «IOPAWUTY [caift]. -
URL: https://urait.ru/bcode/455519

2. Topoxosa C. C. FOpuanueckas TexHUKa : Y4YeOHUK U MPAKTUKYM JJIsi BY30B. - IIEp. U JIOM; 2-€ U3[.. -
Mockpa: IOpaitr, 2021. - 311 c. - Texcr : omexrponnsii // DBC «FOPAWUT» [caiit]. - URL:
https://urait.ru/bcode/469165

3. Komapos C. A. OOmiast Teopusi TocyaapcTBa M mpasa : YUeOHHUK U1 By30B. - UCIP. U JOI; 9-¢ u3md.. -
Mocksa: [Opaiit, 2021. - 506 c. - Tekcr : smexrponnsii // DBC «IHOPAUT» [caiit]. - URL:
https://urait.ru/bcode/472293

4. Jlyzuna T. B., PemerauxoBa C. C. OcHOBBI JOKyMEHTOOOOpOTa B TAMOXXEHHBIX opraHax B 2 4. Yactsp 1 :
YueOHoe mocobue aiist By30B. - Mocksa: FOpaiit, 2020. - 291 c. - Tekcr : anexrponHsiii / IBC «FOPAUT»
[caiiT]. - URL: https://urait.ru/bcode/452555

5. Jlysuna T. B., PemeraukoBa C. C. OCHOBBI TOKYMEHTOOOOpOTa B TAMOXKEHHBIX opraHax B 2 4. Yacts 2 :
VYuebHoe nmocobue mist By30B. - Mocksa: FOpaiit, 2020. - 261 c. - Teker : anexkrponusiii // 96C «FOPAUT»
[caiiT]. - URL: https://urait.ru/bcode/453582

6.3 1Hble UICTOUYHUKH:
1. bubnunoTeka Hay4HOU U y4eOHOMU uTepaTypsl - http://sbiblio.com - http://sbiblio.com

2. T'ymanurapHas  onekTpoHHas  OubOmmoreka - http://www.lib.ua-ru.net/katalog/41.html -
http://www.lib.ua-ru.net/katalog/41.html

3. HayuHo-mpakTHUeCKUN IOPUAUICCKUNA KypHaTl «AKTyalbHbIE MPOOJIeMbl poccuiickoro mpasa» - URL:
http://www.nbpublish.com/apmag/view page 231.html -
http://www.nbpublish.com/apmag/view page 231.html

4. ITopran "I'ymanurapHoe o6pazoBanue” - http://www.humanities.edu.ru/ - http://www.humanities.edu.ru/
5. Caiit "Poccuiickas razera - https://rg.ru/ - https://rg.ru/

6. CroBapu M SHIMKIIOTIEIUHU OHJIaMH - http://dic.academic.ru/

7. FOpunnueckas oubamoreka «FOpuctJIub» - http://www.juristlib.ru/ - http://www.juristlib.ru/

8. ®enepanbHBIi HaydyHO-TIpakTHUECKU kypHan «FOpuct» - http://lawinfo.ru/catalog/magazines/jurist/ -
http://lawinfo.ru/catalog/magazines/jurist/
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7. MaTepuaJbHO-TeXHHMYeCKOe o0ecnedeHHe TUCHUILVINHBI, IPOrpaMMHOe o0ecredyeHue,
npogeccnoHanbHbIe 023bI JAHHBIX 1 HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI

Jlng mnpoBeneHus 3aHATHM MO JUCHUIUIMHE HEOOXOIUMO ClIeAyIollee MaTepuaibHO-TEXHUYECKOe
oOecrieueHue: ydeOHble ayqUTOPUM [AJs TMPOBENCHUS 3aHATHH JIEKIIMOHHOTO M CEMUHApCKOro THIIA,
TPYNIOBBIX W WHAMBHUIYaJbHBIX KOHCYJIbTALMH, TEKYLIETr0 KOHTPOJSA M MPOMEKYTOUHOM aTTecTaluw,
MTOMEIIEHUS 111 CAMOCTOSITENIbHON paboThl.

VYdeOHbIe ayTUTOPHUN U IIOMEIICHUS ISl CAMOCTOSTEIIFHON paOOThl YKOMIUIEKTOBAHBI CIICTIHATH3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMH CPEJCTBAMHU OOYyUCHHS, CIIY>KAIIUMH JIJIs1 TIPEICTABICHHS yueOHOW nHbOpMauu
OOJIBITION ayTUTOPHH.

[TomerieHus U1 CaMOCTOSATENILHONW paOOTHl YKOMIUIEKTOBAaHbI KOMITBIOTEPHON TEXHUKOH C BO3MOXKHOCTBIO
MTOAKITFOYEHHUS K CceTH "Unrepuet" 51 obecrnieueHneM JI0CTyIa B AIIEKTPOHHYO
MH(POPMALMOHHO-00pa30BaTEeIbHYIO CPEAy YHUBEPCUTETA.

Jlist mpoBeeHNs 3aHATHI JICKIIMOHHOTO THITA UCTIONB3YIOTCS HA0OPBI IEMOHCTPAIIHIOHHOTO 000PYIOBaHUS,
o0ecreunBaIIfe TeMaTHYECKUE MILTIOCTpaud (TPOEKTOP, HOYTOYK, SKpaH/ MHTEPAKTUBHAS JTIOCKA).

JluneH3noHHOE U CBOOOHO pacHpOCTpaHsIieMOe MPOrpaMMHOE 00ecTIeYeHHE:

Kaspersky Endpoint Security mist 6usneca - Cranpaptaeiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Omneparmonnas cuctema Microsoft Windows 10

Adobe Reader XI (11.0.08) - Russian Adobe Systems Incorporated 10.11.2014 187,00 MB 11.0.08
7-Zip 9.20

Microsoft Windows 10

ITpodeccronanbhbie 6a3bl JaHHBIX U UHPOPMAITMOHHBIE CIIPABOYHbBIE CUCTEMBI:

1. Hayunas snexrponnas 6ubnuoreka eLIBRARY.ru. — URL: https://elibrary.ru

2. [Ipesunentckas 6udbnmuoreka umenu b.H. Enpiinna. — URL: https://www.prlib.ru

3. Poccuiickas rocynapctBerHas oubnmoreka. — URL: https://www.rsl.ru

4. CripaBounas npasoBas cucrema "Koncynsrant mitoc”. — URL: http://www.consultant.ru
5. Dnekrponnas 6uomuorexka POOU. — URL: https://www.rtbr.ru/rffi/ru/library

6. DIEKTPOHHBIIN Karajor DyHIaMEHTaIbHON OnOIMOTEeKN TI'V. - URL:
http://biblio.tsutmb.ru/elektronnyij-katalog

7. FOpaiiT: anexTponHO-OMbOnHoTeuHas cucrema. — URL: https://urait.ru

JIeKTPOHHasi HH(POPMALIMOHHO-00pa30BaTe/IbHAsA Cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

B3aumoneiicTBue mpenomaBaTenss M CTy[JEHTa B Ipolecce OOy4eHHUs OCYLIECTBISETCS MOCPEICTBOM
MYJIBTUMEUMHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHHUKAIIMOHHBIX TEXHOJOTHUH, HUCHOJIb3YEMBIX B
ANIEKTPOHHOH MH(OPMAIIMOHHO-00Pa30BATEILHON CPEie YHUBEPCUTETA.



