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KBanudpukauus (creneHb) BbINyCKHUKA: Marucrp

®opma o0ydenusi: OuHasi, 3a04Hast

Heabto u3ydyeHus: yueOHON AMCIUIUIMHBI SBJISIETCS OCBOCHHE CTyAE€HTaMU HH(OpPMAlMOHHO-
TEXHOJOTHYECKHX BO3MOXHOCTEH aBTOMATH3allMM JCNOBBIX IMPOILIECCOB, OOpabOTKHM U
MCIIOJIb30BaHUS IOKyMEHTAJIbHBIX JaHHBIX, IPOTPAMMHBIX CPEJICTB ISl PELIECHUS KOHKPETHBIX
MPAKTHYECKUX 337124 B 00JIaCTH COBPEMEHHOTO 3JIEKTPOHHOTO IOKyMEHTOO000pOTA.

Conepxanue TMCUMILUIMHBI (MO1YJIs1)

Tema 1. IlpaBoBble U HOPMATHBHBIC OCHOBBI JOKYMEHTALMOHHOIO oOecrevyeHust
ylnpaBJeHHA

IIpenmer, conepxaHue, 3ajayd AUCUUIUIMHBL. lloHATHE “PIIEKTPOHHBIN NOKYMEHT B
MHQOPMALIMOHHON CHUCTeME€ OpraHu3alMud. TepMHMHOJIOTHS, HCHOJb3yeMass B CHCTEMax
3JIEKTPOHHOT'O JIOKyMEHTO000pOoTa. 3aauil CUCTEM IEKTPOHHOTO JOKYMEHT0000pOoTA.

HanpaBneHus u BuAbl JOKYMEHTAllUOHHOTO OOECIEUYEHMs YIPABJICHUS, Ha3HAYCHHE
JOKYMEHTUPOBaHHS U OpraHu3aluy padoThl C JOKYMEHTaMH, pOJiIb HH()OPMALUOHHBIX
TEXHOJIOTUI B €ro pa3BUTUH, CYITHOCTb U OCOOEHHOCTH YIPAaBJIECHUS HOKyMEHTaMH. JJOKyMEHT
KaK OOBEKT peryIupoBaHHUsL.

@OyHKIMKM ¥ BUIBI JOKYMEHTOB, UX yHH(UKaUus M cTaHaaptusauus. ['ocynapcTBeHHOe
peryiMpoBaHue, HOpMaTHBHAas IpaBOBas M METOAMYECKAass OCHOBA JOKYMEHTAIMOHHOTO
obecnieyeHus ynpasieHus. CyIIHOCTb, HapaBJIEHUs! U BU/bl TOCYJAPCTBEHHOTO PEryJINpOBaHMUS
JOKYMEHTAI[HOHHOTO OOecCreueHHs YIpaBjieHUs, Ha3HauYeHHe, OCOOEHHOCTH M COOTHOUICHHE
HOPMAaTUBHOIO IPAaBOBOTO M METOAMYECKOro perynupoBanHus. CocTtaB U CTpyKTypa
HOPMAaTUBHOW TMPABOBOM U METOJUYECKOW OCHOBBI JIOKYMEHTAIIMOHHOTO OOecTeueHus
yIOpaBJIE€HUs, POlb M OOBEKTHI PETYJIUPOBAHUS 3aKOHOJATENIBHBIX AKTOB M HOPMAaTHBHBIX
MIPAaBOBBIX AKTOB (heepabHBIX OPTraHOB UCTIOJHUTENFHON BIACTH, HAIMOHAIBHBIX U JIOKAJIBHBIX
HOpPMaTHUBHO-METOMUYECKUX 6 noKyMeHTOB. Ha3zHaueHme M 0COOEHHOCTH HCHOJIb30BaHUS
'ocynapcTBeHHOM CHUCTEMBI JOKYMEHTAllMOHHOro oOecrneueHus ympaBieHud u [IpaBun
JeJIONIPOU3BO/ICTBA B (pe/iepanbHbIX OpraHax UCIOJIHUTEIbHON BIACTH.

Tema 2 ®yHKUMH U KIaccu(PUKALMSA CHCTEM JTOKYMEHT0000pOTA B OPraHax BJIACTH

@OYHKIMU CUCTEM: pEerucTpalus JOKYMEHTOB. YTIPaBIEHUE 3JIEKTPOHHBIMHU JOKYMEHTaMH.
Coznanue U XpaHeHUe Pa3INYHbIX HECTPYKTYPHUPOBAHHBIX JOKYMEHTOB (O(pUCHBIEC TPUIOKEHUS,
rpaduyuecKue U MeauaMarepuanbl, YepTexu u mp.), sepcun U DUII, momnepxka *KU3HEHHOTO
LUKJIa JTOKyMEHTOB, Ha3HAYEHHE IpaB JOCTYIa, BEACHUE UCTOPUU PabOThI, MOJTHOTEKCTOBBIN U
aTpuOyTUBHBIN MouCK. Co3AaHNE NEKTPOHHBIX JTOKYMEHTOB, BeJIEHHE CUCTEMBI CIIPABOYHUKOB,
yIOpaBlieHHE JeNOoBbIMH Mpoueccamu. Iloanepikka mpoleccoB corjiacoBaHuss M 00pabOTKU
JOKYMEHTOB, BblJaya 3aJlaHUi M KOHTPOJb MX HCIOJHEHUs, oOecreueHue B3auMOICHUCTBUS
MEXIy COTPYIHHKaMH B XOjA€ OHW3HEC-POLECCOB, MOAJAEPKKa CBOOOJHBIX M IKECTKUX
mapuipytoB  (workflow).  Ilpu3naku  kjaccupuKauu:  COOTBETCTBHME  CTaHIApTam



OTCYCCTBCHHOT'O ACJIOMMPOU3BOACTB, pa3pa60TtH/1K CHUCTCMBI, pemacMbIC 3aJa4du
ACJIOIIPOU3BOACTBA, TUII OPraHHU3alMi Ha KOTOPBIC CUCTEMbI paCCUYNTAHbI

Tema 3. Bpi0op u BHeApeHHE KOMIUIEKCHBIX CHCTEM 3JIEKTPOHHOIO
AOKYMEHT0000poTa

Bribupaemas cucrema qoiikHa OOecrieuyMBATh BBIMOJTHEHHE 3aJ]1ad, KOTOpPbIE MPUXOIUTCS
pemaTb COTpyIHHKaM, a UMEHHO - aBTOMaTH3aI[i KOHKPETHOTO YIPABJICHYECKOro Mpoliecca, B
KOTOPOM TPHUCYTCTBYET 00paboTKa AOKYMEHTOB, M CO3[aHHE B OpPraHM3allMi KOMIUIEKCHOM
CHCTEMBI aBTOMATH3aIUU JTOKyMEHTO000pOTA.

DTO rapaHTUpyeT CHIKEHHE 3aTpaT Ha aBTOMATH3allMIO, CIaKEHHYI0 paboTy BceX dacTei
CHCTEMBI, BO3MOXXHOCTh €€ MWHTerpallid B HH(OPMAIIMIOHHOE TPOCTPAHCTBO, a IPH
HEOOXOJUMOCTH - CBOEBPEMEHHYIO KOHCYJIBTAI[HOHHYIO, TEXHUYECKYI0 U METOJOJOTUYECKYIO
MOJIIEPIKKY .

[Tonxoael K CO3MaHUIO CHCTEM OJJIEKTPOHHOTO JOKyMeHTooOopoTa. TpeOGoBaHus K
cucreMaMm. OTambl  BbIOOpa CHCTEMBl aBTOMATH3allMM. OTanbl BHEAPEHUS  CHUCTEMBI
aBTOMATH3AIIHH.

Bce »T0 mnpuBOogMT K HEOOXOAMMOCTM 3aayMbiBaTbcsi o0 BHeapenun B HJIO
MHOPACTPYKTYPHI I KOMIUIEKCHOW aBTOMATH3allUU MPOIECCOB JTIOKYMEHTOOOOpOTa, KOTOpas
OBl MO3BOJIMIIA PEUINTH CIICAYIOUINE 3aauu:

1) VYnemeButh pa3pabOTKy W BHEAPEHHE MHOTOYUCICHHBIX KOHTYPOB 00pabOTKU
nokymenToB B UJ10.

2) OGecrieunTh yA00CTBO TOJIb30BATENSI M YHUPUITMPOBAHHBIA MHTEpdENC IS J0CTyna K
Pa3TMYHBIM TTPUITOKCHHSIM.

3) CokpaTuTh CTOMMOCTb SKCIUTyaTallMd U COIMPOBOXACHHUS KOMIUIEKCA NPUIOKEHUMH,
aBTOMATH3HPYIOIIUX MPOIECCHl JOKYMEHTOO0O0POTA.

4) OOGecneunTs yHU(PHUIMPOBAHHBIE CPEICTBA MOHHUTOPUHTA M KOHTPOJS HCIOTHEHUS
ATAIOB, PA3IMYHBIX YIPABIEHUYECKUX MPOIECCOB 0OPAOOTKH TOKYMEHTOB.

5) OOecneunTh BO3MOXKHOCTH cOOpa CTaTUCTHYECKOM HH}OpManmuu O CKOPOCTH U
CBOEBPEMEHHOCTH HCIIOJIHEHHSI T€X WM HHBIX JTAaloB PadOT M BO3MOXKHOCTH MOJIU(UKAIIH
YIpaBIEHYECKUX MPOIIECCOB HA OCHOBE HAKOIUICHHOM HH(OpMAIIHH.

Tema 4 JlokyMeHTHPOBAHHUE YIIPABJIEHYECKOI JAeSITeJIbHOCTH

O6mue TpeOoBaHUS K JOKYMEHTHPOBAHHUIO YIIpaBJIICHYECKOW aestenbHocTH. CocTas,
coliep>)kaHue U OCOOEHHOCTH peanu3ali TpeOOBaHHM K pacCHONIOKEHUI0 U OPOPMIICHHUIO
PEKBU3UTOB OJOKYMCHTOB. CprKTypmaumi TCKCTOB YIHPABJICHYCCKUX JTOKYMCHTOB. BI/IIH)I
YHUPUIIMPOBAHHBIX TEKCTOB, OCOOCHHOCTH OQopMieHHs TpadapeTHOTO TEKCTa, AHKEThl U
Ta6JH/IIII>I. Cocras n Ha3HA4YCHUC OTACIBbHBIX BUI0OB OpraHn3alluOHHO-TIPABOBLIX,
pacnopsAUTeIbHBIX U WHGOPMAIIMOHHO-CIPABOYHBIX JTIOKYMEHTOB. JlOKyMeHTalbHbIH (OHI U
IepeyeHb JIOKyMEHTOB, 00pa3yIoluXcs B MPOLECCE JESATENbHOCTH T'OCYIapCTBEHHOIO OpraHa.
CocraB, pacrnojoxeHHe U TpaBuia O(QOpPMIIEHHS PEKBU3UTOB  OTACIBHBIX  BHUIOB
OpraHn3alilMOHHO-IIPABOBLIX, PACTIOPAAUTCIBHBIX U I/IH(I)OpMaIlI/IOHHO-CHpaBOtIHI)IX JAOKYMCHTOB.
OcoOenHocTu 0OpMIICHHS OTAETHHBIX BUIOB JTOKYMEHTOB, O0OPa3yIOIIUXCs, 00pa3yoluxcs B
IIPOLIECCE IEATENBHOCTH I'OCYJapCTBEHHOTO OpPraHa.

@dopmMupyemMble KOMIIETCHIIHA

KOI[ HanmeHoBaHMe KOI[ stanalHanMeHoBaHHE 3Tala OCBOCHUS KOMIICTCHIINU
KOMIIECTCHIIMHU [KOMIICTCHIITMN OCBOCHU
KOMIICTCHIIMH
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[K-2 CTIIOCOOHOCTH 1 ATAM|CIOCOOHOCTh KBATM(UIMPOBAHHO NPUMEHSITh
KBAJTM(PHULIIPOBAHHO (IIK-.2.1) HOpPMAaTHBHBIE MPABOBbIE AKThl B KOHKPETHBIX
MIPUMEHSTh HOPMAaTHUBHBIC cdepax IOPUINIECKON NeATETHHOCTH
[IPaBOBbIE aKThl B
KOHKPETHBIX chepax|
OPUINYECKON J1eATeNbHOCTH,
[peajin30BbIBaTh HOPMB]
MaTepHaIbHOTO 17l
[IPOLIECCYaJIbHOTO TIpaBa B
podecCHOHATBLHON
NesITENIbHOCTU

[1K-7 CnocobHOCTH 1 sran (ITK—cnocoOGHOCTh KBadU(UIIUPOBAHHO TOJIKOBATH
KBAJTM(PHULIPOBAHHO 7.1) poccuiickie HOpMAaTHUBHBIE MTPABOBBIE aKThl B
TOJIKOBAaTh HOPMAaTHUBHBIE] chepe roCcyapCTBEHHO-IIPABOBOM
[IPABOBBIE AKThI YIpaBJICHUS JESTEIbHOCTH.

OcHoBHas JMTEpaTypa

HopMmaTuBHO-IpaBOBbI€ TOKYMEHTBI

1. ®enepanbHbnii 3akoH or 27.07.2006 N 149-®3 (pen. ot 18.06.2017) "O6 wunbopmarmm,
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". - [OnextponHsli pecypc]. - OduuuanbHbIi HHTEPHET-NOPTAN MPaBOBOH  HMHGPOPMALUH
http://www.pravo.gov.ru, 16.10.2013
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[DIeKTpOHHBI  pecypc]. - OdunmanpHplii  HMHTEPHET-MOPTAl  NpaBOBOW  MH(pOpManuu
http://www.pravo.gov.ru, 16.10.2013

3. ®enepanbHbIi 3akoH 0T 26.07.2006 N 135-D3 (pexn. ot 04.06.2018) "O 3amuTe KOHKYpEHITUN"
- [Onektponnblii  pecypc]. - OduuuanbHBIA ~ MHTEPHET-MOpTAll  NPAaBOBOM  HMHGpOpPMALUH
http://www.pravo.gov.ru, 16.10.2013

4. ®enepanpubiit 3akoH OT 06.04.2011 N 63-D3 (pexn. ot 23.06.2016) "O06 >nexTpoHHO TIOATHCH"
(c m3Mm. u fom., BeTyt. B crity ¢ 31.12.2017) - [DnexTponHSEI pecypc]. - OdunmanbHbiii HHTEPHET-TOPTAI
npaBoBoi nHpopmanun http://www.pravo.gov.ru, 16.10.2013

5. " Va3 Ilpesunenta P® or 09.05.2017 N 203 "O Crpareruu pa3BuTHs HHPOPMALHOHHOTO
obmectBa B Poccuiickoit ®enepannu Ha 2017 - 2030 rogw" // - OdunuanbHBIl MHTEPHET-NOPTAT
npaBoBoi uHpopManun http://www.pravo.gov.ru, 16.10.2013

6. Ilocranosnenue I[lpasurensctBa P® ot 12.10.2013 N 913 "O6 yrBepxnenuu Ilomoxkenus o
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TEJIEKOMMYHHUKAaIMOHHOH cetu "MHTepHeT" ans pasMerieHuss HHGpopMaluu O pa3MEIICHHH 3aKa30B Ha
MOCTaBKM TOBAapOB, BBINOJHEHHE PA0OT, OKa3aHWE YCIyr MHPOpPMAaLUH, MOJIeKalleld pa3MEIIeHHIO B
enMHOM WHQPOPMAIMOHHON cucTeMe B cdepe 3aKylmoK TOBapoB, paboT, ycIyr i obOecneyeHus
rOCYJapCTBEHHBIX U MyHHLUIAJIBHBIX HYXKJ 10 BBOJA €€ B dKcIuTyaTauuio" // OpuunansHbelii HHTEpPHET-
MopTaJl MPaBoBOi nHpopmarmu http:// www.pravo.gov.ru, 16.10.2013
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WH(POPMAIIMOHHBIX TEXHOJOTHA ¥ MAacCOBBIX KOMMYHHKaIWii') - [DNEeKTpOHHBIA pecypc]. -
OdurnansHelil THTEPHET-TIOPTAJ TIPAaBOBOW WH(popMaruu http://www.pravo.gov.ru, 16.10.2013

8. Ilocranopnenue IlpaButensctBa Mockebel ot 05.04.2011 N 105-IIT (12.12.2017) ) "O6
yrBepxkaeHnn llonoxenns o JlemaprameHTe WHGOPMAIIMOHHBIX TEXHOJOTHA Tropoga MOCKBH". -
[DmekTpoHHBINA pecypc]. - Pexum gocryma: OduimanbHBIA WHTEPHET-TTOPTAT MPaBOBOH WHOOPMAIHH
http://www.pravo.gov.ru, 16.10.2013
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oOecrieveHusl yIpaBiIeHUs] TPUOPUTETHHIMUA HAIIHOHAJIBHBIMU MPOEKTaMU». - [DIEKTPOHHBINH pecypc]. -
Pexxum moctyma: OdunmanbHEIT WHTEpHET-TIOpTAN TpaBoBod wuHOOpMarmm http://www.pravo.gov.ru,
16.10.2013

11. Vka3 IIpesunenta PO or 25.08.2010 N 1060 (pex. ot 21.05.2012) "O coBepieHCTBOBAaHUN
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Pexxum mocryma: OduiualbHeIi WHTEPHET-TIOPTAN MPaBoBO¥M wHMopMarmu http:// www.pravo.gov.ru,
16.10.2013

12.TTocranoBnenune IlpaBurenscrea PO ot 06.09.2012 N 890 (pen. ot 21.07.2014) "O mepax mno
COBEPLICHCTBOBAHHUIO 3JEKTPOHHOIO JOKYMEHTOOOOpOTa B OpraHax TIOCYIapCTBEHHOM BiacTu". -
[OnexTpoHHBIN pecypc]. - Pexxum noctyna: OduuuanbHeIi HHTEPHET-TIOPTAN IPaBOBOM HMH(OpMAIMN
http://www.pravo.gov.ru, 16.10.2013

13.Tlocranornenue I[IpaBurensctBa PD ot 22.09.2009 N 754 (pex. or 17.10.2017) "O6
yTBepxkaeHun IlomoxeHuss o cuUCTeME MEKBEIOMCTBEHHOTO JJEKTPOHHOTO TOKyMEeHToobopora'
[OnexTpoHHBIN pecypc]. - Pexxum moctynma: OdunuaibHBI HHTEPHET-TIOPTAT MPAaBOBOW WH(pOpMAIHU
http://www.pravo.gov.ru, 16.10.2013

14. Tocranosnenue [Ipasurenscrea PO ot 19.01.2005 N 30 (pen. ot 01.02.2020) "O Tunosom
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15. Ipukaz ®HC Poccumn ot 27.12.2013 N MMB-7-6/658@ (pen. ot 26.05.2014) "O BHeceHHH
m3menennii B mnpukazsl DPHC Poccun" (Bmecte c¢ "l[lopsaxoMm TOATBEPXKAECHUS COOTBETCTBUS
TpeOOBaHMSIM K OIEpPaToOpy 3JIEKTPOHHOTO IOKyMeHTooOOpoTa'"). - [DmeKkTpoHHBIH pecypc]. - Pexnm
nocryna: OdunuansHeId HHTEPHET-TIOPTA paBoBoW nHpopMmanwu http://www.pravo.gov.ru, 16.10.2013

16.1Ipukaz ®HC Poccum ot 04.03.2014 N MMB-7-6/76(@ "OO0 ytBepxnennn TpeOGoBaHUil K
OTIepaTopy AMEKTPOHHOTO JOKyMeHToobopota" (3apeructpupoBano B Muntocte Poccun 03.06.2014 N
32556) . - [OnekrpoHHbIA pecypc]. - Pexum poctyma: OduuuanbHBIE MHTEPHET-NOPTAN IMIPaBOBON
uHpopmanuu http://www.pravo.gov.ru, 16.10.2013

17.lpukaz  ®HC Poccum ot 13.06.2013 N MMB-7-6/196@ (pen. ot 04.04.2017) "O6
yTBEp)KACHUH MeETOANYeCKUX PEKOMEHIAMK MO OpraHu3alMu DIEKTPOHHOIO JOKYMEHTO00OpOTa
MEXIYy HAJOTOBBIMUA OpTaHaMHM W HAJOTOIUIATENBIIUKAMH TMPH HWHPOPMAIMOHHOM OOCITYKHBAHUU H
WHQOPMHUPOBAHHN HAJOTOILIATEIBIINKOB B 3JIEKTPOHHOU (OpME MO TETIeKOMMYHHUKAIIMOHHBIM KaHajlaM
cea3u" ". - [OmexTpoHHBIA pecypc]. - Pexxum moctyma: OdunmanbHBI WHTEPHET-TIOPTAN MPABOBOM
unadopmartun http://www.pravo.gov.ru, 16.10.2013

18.Ilpukaz @HC Poccum ot 20.04.2012 N MMB-7-6/253@ (pen. ot 04.04.2016) "O6
yIBep)xaeHun BpemenHoro rmomoxeHuss o0 CeTH  JOBEPEHHBIX OIEPATOPOB  IIEKTPOHHOTO
JOKyMEHTOO0OpoTa M BpeMeHHOTo monokeHHs O mopsake mnpucoeguHeHuss K CeTH JOBEpEeHHBIX
OIEepaToOpoOB AJIEKTPOHHOTO JIOKYMEHTO0O0OOpoTa". - [DNeKTpoHHBIH pecypc]. - Pexum gocryma:
OdunmansHBI HHTEPHET-IOPTA TIpaBoBoi nHMOpMammn http://www.pravo.gov.ru, 16.10.2013

19. Ilpuka3 Pocapxua ot 22.05.2019 N 71 "O6 ytBepxacauu lIpaBmi nenonpon3BoICTBa B
rOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOro camoympasieHus" (3apeructpupoBaHo B MuHiocte
Poccun 27.12.2019 N 57023).

20."CnpaBoyHuK  (HOpMAaTOB  JTOKYMEHTOB, HCIIOJIB3YeMbIX HAJOTOBBIMH  OpraHaMu |
HaAJIOTOIUIATENbITUKAMH  TIPU  pealn3alliid  3JEKTPOHHOTO JOKYMEHTO00O0pOoTa B  OTHOUICHHSX,
perynmpyeMbIX 3aKOHOAATENbCTBOM O Hajorax M cbopax (COH/I)" (yrB. [Ipukxazom ®HC Poccuu ot
20.12.2011 N MMB-7-6/948@). - [DnexTponHbIi pecypc]. - Pexxum goctyna: OdunuansHelii HHTEpHET-
TTopTaj MpaBoBoi mHbopManmu http://www.pravo.gov.ru, 16.10.2013
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1. Hérres I'.B., I'magununa W.I1., Axumo H.A., bannukoB II.A. YmnpasneHue 3akynkamu
TOBapoOB, padoT, YCIyT Iisi 00eCreYeHHs TOCYyIapCTBEHHBIX U MYHHIIUINIATBHBIX HYXII: yu4eOHO-
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MeToandeckoe nmocodbue. - M.: Mock. rop. yH-T ynpasnenus [IpaButensctBa Mockssl, 2013. -
120c.

2. Kynses, H. H. KonduaeHmuanpHoe IEIOMPOU3BOACTBO M 3AIIUIIEHHBIN 3JIEKTPOHHBINA
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452 c. - Pexxum nocryna: ObC Aii [1u Ap byke.

3. CremanoBa E.H. Cucrema »5neKkTpoHHOTO IOKyMEHTOOOOpoTa (00IauHOE pelieHue)
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4. YenypuoBa H.M. IlpaBoBble OCHOBBI MH(OpPMATHKH [DIEKTPOHHBI pecypc| : ydeOHOe
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H.M. Yenypnoga, JI.JI. EpumoBa. — DnekTpoH. TekcToBbie ganabie. — M. : KOHUTU-JJAHA,
2015. — 295 c. — 978-5-238-02644-2. — Pexum JOCTYTIA:
http://www.iprbookshop.ru/34498.html

5. HIu6aes /[.B. IIpaBoBoe perynupoBaHue 3JIEKTPOHHOTO JOKYMEHTOO0O0pOTa [ DIEKTPOHHBIN
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