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Ilpunooicenue 4

K OCHOBHOU NpoheccuonanvbHol 06pazoeamenbHoll npocpamme

no nanpasienuro noocomosxu 38.03.02 «Menedscmenmy,
HanpasieHHocms (npoghunv) « Ynpasnenue uenogeueckumu pecypcamu

Pabouas mporpamma IUCHMIUIMHBI «J[OKyMEHTAIlMOHHOE OOECleYeHUe YIpaBIICHUS»
BXOAMT B COCTaB OCHOBHOH 0Opa30BaTEIbHOW MpOrpaMMbl BBICIIETO OOpa30BaHUS IO
HanpaBienuto  38.03.02  MeHemKMeHT,  HampaBieHHOCTh  (mpoduib)  «YmpaBieHHE
YeJI0OBEUECKHMMHU pecypcaMi» U MpeiHa3HaueHa Juls 00ydJaroMuXcsi OYHOM U OYHO-3a04HOH GopM
o0ydeHusl.

© MHCTUTYT MEXTyHApPOAHBIX SKOHOMUYECKHX CBs3el, 2023.
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1. Ileab u 3aaa4u TUCHUIIMHBI

Hear aucumnamebl «/JOKyMeHTaMOHHOE OOECIICUCHUE YIPABICHUS» — OCBOCHHE
3HaHHﬁ, COCTAaBJIAIOIIUX OCHOBY TCOPCTHYCCKUX W TIPAKTUYCCKHUX HABBIKOB B obnactu
OpraHu3aluy JeJIONPOU3BOICTBA H JOKYMEHTOO00pOTA.

3amaun THCHMIUINHBI:

- OCBOCHHUE CHCTEMBI 3HAHHI 110 OCHOBHBIM BOIIPOCAM, CBSI3aHHBIM C JIOKYMEHTAMOHHBIM
o0ecrieyeHneM yIpaBJIeHHUS;

- IpHOOpETEHNE HABBIKOB IPAMOTHO PabOThI C JOKYMEHTaMU;

- OCBOCHUE MOPSIIKA OPraHn3aIllK PadoT MO AEIOINPOU3BOACTBEHHOMY 00CITY)KHBAHUIO.

2. MecTo TMCHMILIMHBI B CTPYKTYPe 00pa30BaTe/IbHOIi MPOrpaMMbl BBICILIETO
o0pa3oBaHus

JucuunnuHa «JlokyMeHTaloHHOe 00ecreueHre YIPaBIeHUsD BXOAUT B 0053aTeIbHYIO
4acTh y4eOHOTO IJIaHa Mo HampasieHuto moarotoBku 38.03.02 MeHemKMEeHT, HampaBIeHHOCTh
(mpoduik) mporpamMmsl « Y IpaBiICHUE YETOBEYSCCKUMH PECYPCaMU».

3. O0beM JUCHMILIMHBI B 324€THBIX eJUHUIAX C YKA3aHHEM KOJINYeCTBA aKaJeMHYeCKHX
YacoB, BbIICJICHHBIX HA KOHTAKTHYIO pa0doTy 00y4aromuxcs ¢ npenoaasaresieM (o0 BUIam

YUeOHBbIX 3aHATHI) M HA CAMOCTOSITEJIbHYI0 PadoTy 00y4arImmxcs

OO6mmas TpyaJ0€MKOCTh JUCITUTUTHHBI COCTABIISAET 3 3a4€THBIC eAMHUIIBI, Bcero — 108 gacos.

. Bcero yacos
Buna yueOHo# padoThI
oudHas Gopma OYHO-3a04Has
o0yueHHSI dopma oOyueHust
KonrakTHasi pa6ora ¢ mnpenogaBarTejieM 28 16
(Bcero)
B toMm uucne:
3aHATHS JICKIMOHHOTO THUIIA 14 12
3aHATHS CEMUHAPCKOTO THTA (CEMHUHAPHI) 14 4
CamocTrosiTeibHas padoTa (Bcero) 80 92
dopma KOHTPOJIS 3auer ¢ OlleHKOU
Oo0uias TpyA10€MKOCTh 108




4. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHs 10 JMCHHUILIMHE, COOTHECEHHBIX C
IVIAHNPYeMbIMH pe3yabTaTamu ocsoenusi OIIOIT BO

Kox u HaumenoBanue

Kox m HaumenoBanue

Pe3yabTaTnl 00yyeHus 1o

KOMIIeTeH MU (Hii) HHAMKATOPA TOCTHKCHUSA
AUCHMIIUHE
BBINIYCKHUKA KOMIeTeHIIUH

OIIK-5. NOIIK 5.1. 3HaTh: OCHOBBI
Crnoco0eH wucmnonb3oBath | OpueHTHpPYETCS B | TOKyMEHTAIlMOHHOTO 00eCreYeHUs
npu pELICHUN | COBPEMEHHBIX B YIpPAaBIEHUU C HCIOJIb30BAHUEM
npo¢eCcCHOHATBHBIX MH(POPMALIMOHHBIX UH(POPMALIMOHHBIX TEXHOJIOTUH.
3a1aqy COBPEMEHHBIE | TEXHOJIOTUSX U IMPOTrPAMMHBIX | YMeTh: BbIOOpa MH(OPMALIMOHHBIX
nH(pOpMaLOHHbIE CpeICTBax. TEXHOJIOT Uil TUTSE
TEXHOJIOTUHU u | MOIIK 5.2. JOKYMEHTAIMOHHOTO 00ecTeueHHs
MpOorpaMMHBIE CpEICTBa, | Miconbs3dyer ayigs  peuieHus | yrpaBiIeHHUS.
BKJIIOYass  yIpaBlieHHe | Mpo(hecCHOHAIBHBIX 3aga4d | Baagers: OPUMEHSTh
KpYIHBIMH ~ MacCHBaMH | COOTBETCTBYIOLIHE UM | COBPEMEHHbIE  HMH(OPMAIOHHBIE
TAHHBIX U UX | COBpEMEHHbIE TEXHOJIOTUI B nporecce
MHTEJJIEKTYaIbHbIH nH(OPMALIMOHHBIE TEXHOJIOTUHU | JOKYMEHTAIMOHHOTO 00ecrevyeHus
aHaJM3. U TpOrpaMMHBIE  CPEJICTBA, | YIPABJICHHUS.

BKJTIOYast yIpaBlieHue

KPYIHBIMUA MacCHBaMH JTaHHBIX

U HUX  HMHTEJUIEKTYaJbHBIN

aHAJIM3.
K-1. UIIK 1.1 3HaTh: OCHOBBI
Crnoco0eH ocymiecTBiIsATh | OpueHTHpPYETCS B JOKYMEHTAI[MOHHOTO 00ecneveHus
JTOKYMEHTAI[MOHHOE HOPMATHUBHO-TIPABOBBIX aKTaX | B yIPaBIICHUH.

obecrieueHre paboTHI C
MEPCOHAIOM B
COOTBETCTBHUHU C
HOPMAaTHUBHO-TIPABOBBIMU
aKTaMU COLUATbHO-

TPYyI0BO# chepsl

COIMAIBHO-TPYI0BOH ChEpHI.
UIIK 1.2

Ocy1ecTBisIeT BeACHUE
JTOKYMEHTAIUH T10 YYETy U
JBUKCHHIO TIEPCOHANIA.

YmMmerTh: OCYUIECTBIIATh
JTOKYMEHTAI[MOHHOE  00eCIeYeHHE
npodecCuOHATBLHON 1eATEEHOCTH.

BianeTs: HABBIKOM PEIICHHS 3324
o JOKYMEHTAalHOHHOMY
00€eCTIeUeHUIO B YIIPABJICHHH.

5. ConepxaHue IMCUUTLTHHBI

HaunmeHnoBanme
Conepxanue TeM (pa3/iesioB)
TeM (pa3aesioB)
Tema 1. OO6mue HOpMBI U TIpaBUiia 0OPMIICHHS TOKYMEHTOB (pa3Mepbl Oymaru,
Opranu3zalnoHHbIE 1oJiel, HyMmepalusl CTpaHULl U T.1.) IPUMEHSIEMOE B JIEJIONPOU3BOJICTBE.
OCHOBBI Knaccudukanus moxkymentoB. @opmer opranuzamuu JJOY u xareropuu
JENIONPOU3BOJICTBA. | yupexaeHuit. Dopmyrsp - oOpa3zer opraHu3auOHHO-PACTIOPSTUTEIBHBIX

bianku 1okyMeHTOB

JTOKyMeHTOB. Buapl 1 HazHaueHue O61aHkoB. TpeboBaHus K opopMIICHHUIO
JnokyMeHTOoB. [IpaBuiia ohopMiIeHUS] pEeKBU3UTOB IOKYMEHTOB.

Tema 2.
Opranu3zanoHHO-
pacrnopsiIuTebHas
JIOKyMEHTAIHSI.
O061mas
XapaKTepUCTHKA

Knaccudukanust nenoord  gokymeHtaruu. [lpaBunma  odopmieHus
pEKBH3UTOB OJaHKa W WX pACIOJOXKEHUsS Ha CTaHAapTHOM Qopmare
Oymaru, paszmepbl nojeil. Dopmynsip- obpaser Tpymibl JTOKyMEHTOB,
IIPUHAJICKALUX K OJTHO! CUCTEME.

[IpoexkTupoBanue OJaHKOB JOKYMEHTOB  OpraHU3allUU.
oopmieHne, U3TOTOBJICHUE, XpaHEHHE OJIAaHKOBOPTaHU3aLIUH.
brank moxkyMeHTa: MOHSATHE, Ha3HAYCHHE, BUIBI OJaHKOB (0OmMii OJaHK,

Cocras,
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CTHJISI CITy»KEOHOM
TOKYMEHTAIIUU

ONaHK MUChMa, OJIAHK KOHKPETHOTO BHJA JOKYMEHTa (KpOME MHCHMA).
CocraB, odopmieHHe peKBU3UTOB OmaHka. (OCOOCHHOCTH  sI3bIKA
CIIy’)KeOHBIX JTOKyMeHTOB. Kommosunust nokymeHTa. CTpyKTypHBIE
ommbku. HeymectHoe M HeompaBIaHHOE YHOTpeOJIeHHE MHOCTPAHHBIX
CJIOB.

Tema 3. CnpaBouHO-
uH(pOPMAaILMOHHbIE
JTOKyMEHTHI. JlenoBas
TIEPETTCKA.
CocraBiieHHE aKTOB
Y MIPOTOKOJIOB

Quxcauusa (onMcaHue) JIOKAIbHBIX TPAaBWJ, HOPM, MOJOXKEHHH,
ONpEACIAIINX CTAaTyC OpraHu3alud, €€ CTPYKTypy, LITaTHYIO
YHUCJIEHHOCTb U JOJDKHOCTHOM COCTaB, KOMIIETEHIIMH JTOJKHOCTHBIX JIUIL U
CTPYKTYPHBIX  TOAPA3JEICHUH, (GyHKIMOHATBHOE COJIEp KAHUE
NEeSITeIbHOCTH OPraHM3aLuU B LIE€JIOM, €€ MOApa3esieHuil 1 pabOTHUKOB,
UX IpaBa, 00S3aHHOCTH, OTBETCTBEHHOCTh U Jp., B OPraHU3alMOHHO-
PacoOpsAAUTENBHBIX TOKYMEHTAX OPTaHU3ALNH.

CrpykTypa, Ha3HaueHHe, MOPAAOK pa3pabOTKH, COTJIACOBaHMUA U
yTBepxkAcHUs [IpaBun BHYTpEeHHET0 TpyROBOro pacnopsiaka, Ilomoxxenus
0 nepconaiie, I1ooxeHus o CTpyKTypHOM NOAPa3AcIeHUH, Jl0JKHOCTHON
uHcTpykuu. llltaTHoe pacnucanue Kak MEpBUYHBIN YUYETHBIA TOKYMEHT
no ydery KkajapoB. O3HakoMJIeHHE pPa0OTHUKOB C  JIOKAIbHBIMU
HOPMAaTUBHBIMH aKTaMU OPTaHHU3ALNH.

Bunel n HaszHaueHue WHGOPMAIMOHHO-CIIPABOYHON JTOKYMEHTAIUU IO
kagpam.  Ilopsmox  odopmieHHs,  OCHOBHbIE  PEKBM3UTHI U
IIPABONIPUMEHUTENbHAS IIpAKTUKAa  HCIIOJIb30BaHUS JOKJIaJIHBIX,
CIIy’K€OHBIX U OOBSACHUTEIbHBIX 3aIIMCOK, NPEICTABICHUH, IPEAIOKEHHH,
3asBJICHUM, AKTOB, CIIPABOK MU Jp. B KAYECTBE OCHOBAHUU IS NPUHATUN
pelIeHHB cepe ynpaBiIeHUs IEPCOHAIOM OpraHU3aluu.

Tema 4. OpranuzanvoHHO-PACIOPAIUTENBHbBIE JOKYMEHTHI: IOHITHE, HA3HAUYEHUE,
PacniopsiautenbHble | OCHOBHBIE BU/IbI (OPTaHU3allMOHHBIE, PACIIOPSIIUTENbHBIE, CIPABOYHBIE).
JOKYMEHTHI. OpranuzanvoHHbIE TOKYMEHTHI: YCTaB, II0J0KEHUE, CTPYKTYpa U IITaTHAs
CocrasieHne YHCIIEHHOCTb, LITATHOE PACIIUCAaHKUE, TPABUIIA, NOJKHOCTHASI HHCTPYKILIMS,
MIPUKA30B, YKa3aHUH, | UX Ha3HAUCHUE, XapaKTePUCTHKA U COCTaB, TPeOOBaHUSA K O(hOpMIICHHUIO,
PacopsHKEHUN. NOPSIIOK YTBEPKICHUS.
OpranuzanonHsle | PacopsauTensHble JOKYMEHTBI: TOCTAHOBJICHUE, TPUKa3 (10 OCHOBHOM
JOKYMEHTBI NESITEIbHOCTH M 10 JIMYHOMY COCTaBY), PAaCHOPSDKEHUE, COBMECTHBIN
pacnopsAUTENbHBIN JOKYMEHT, MX Ha3HAUYEHUE, XapaKTEPUCTHKA U COCTAB,
TpeboBaHMs K 0(OPMIICHHUIO.
CripaBo4HO-UH(OPMAIIMOHHBIE  JIOKYMEHTBI:  CIIy>)KEOHBIE — IHCHbMa,
CIPaBKH, [JOKJIAIHBIE 3allMCKH, IPOTOKOJIBI, AaKThbl, 3asABJICHUSA, HX
XapaKTepUCTHKA U COCTaB, TPeOOBaHNUS K 0(POPMIICHHIO.
Tunbl 1OKYMEHTOB: IOJUIMHHUK, KOMHWSA, JAyOJIMKAaT, BBINHMCKA, HX
HazHaueHue. [lopsaok odopmieHHss W BbIJAYM KOMHMHA W JAyOJIUKAaTOB
JOKYMEHTOB, BBIITUCOK U3 HUX.
Tema 5. Perucrpanusi JOKyMEHTOB: MOHSATHE, 1enH, 3aaaud. Cuctembl U (HOpMBbI
Opranuzanus peructpanuu  (KypHaibHas, KapTO4yHas, aBTOMAaTU3UpPOBAaHHAs), UX
JOKYMEHTOO0O0pOTa. | JOCTOMHCTBA U HeAoCTaTKH. [TokazaTenu, BBOAMMBIE B PETUCTPALIMOHHBIC
Opranuzanus ¢Gopmbl.  OCOOEHHOCTH  PETrUCTpallMM  BXOJAIIMX, HCXOAALIMX U
perucrpanuu BHYTPEHHUX JJOKYMEHTOB. DIEKTPOHHBIN TOKYMEHTOOOOPOT.
JOKYMEHTOB H CocTtaB BBINOJNHAEMBIX PA0OT IpPU OTHPABKE HCXOISAIMIMX JOKYMEHTOB:
KOHTPOJIb IpOBEpPKa MPAaBUIBLHOCTH O(OPMIICHUS, HATHUUSA IPUIIOKEHUH, aapecara,
VCIIOJIHEHUS COpPTUPOBKA II0 aJpecaTaM M BHJAM OTIIPABICHHUM, COCTABICHUE OIHCU
JOKYMEHTOB pacchlIKU

KoHTpoJIb UWCHOJIHEHHsS] JOKYMEHTOB: TIOHSTHE, HA3HAUYCHUE, BHUJIBI.
[IpuHuunsl opraHuzanuu KOHTPOdss. CpOKM UCHOJHEHHS: THUIIOBOM,
WHIUBUYaTbHBIN. TeXHOIOTHS BEEHUS] KOHTPOJIA. AHAIN3 UCTIOJTHEHUS
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JIOKYMEHTOB BYUPEKICHUU.
B3anmocBs3p peructpanuy T0OKyMEHTOB ¥ HH(POPMAIIHOHHO- CIIPAaBOYHON
pabotbl. Opranusanus paboThl ¢ TOMOIIBIO CIIPABOYHBIX KAPTOUEK.
JIOJDKHOCTHBIC JIMIIA, OCYLIECTBIIIOMINE PETUCTPAMI0 M  KOHTPOJb
UCITIOJIHEHUS], UX (DYHKIMH U TpaBa.

Tewma 6. Homenknatypa pen: mnoHsATHE. 3HAYCHHE HOMEHKJIATYpbl Jen A
Opranuzanus KJaccu(UKaluu JJOKYMEHTOB, OIEPATUBHOTO XpaHEHUS M HUX TMpen
OTIepaTUBHOTO apXUBHOI MOArOTOBKHU. Byl HOMeHknatyp aen. OpraHuzanus XpaHeHus
XpaHCHUA HCIIOJIHCHHBIX JOKYMCHTOB. OcHOBHEBIE Tpe6OBaHI/I}I HOPMATUBHBIX
JOKYMEHTOB. JOKYMEHTOB, PErJIaMEHTUPYIOIIMX MaHHBIA JTalm JOKYMEHTOOOOpOTa.

PopMupoBaHue Jeil

OTBETCTBEHHOCTh 3a COXPAHHOCTb JOKYMCHTOB.

Tema 7. Iloaroroska
JIOKYMEHTOB K
MOCTEAYIOIEH
nepeaaue
JIOKYMEHTOB B apXUB
HNJIN HA
YHUYTOKCHHE

JIoKyMeHTOO00pOT Ha COBPEMEHHOM MPEANPUATUI

3KCHepTI/I3a ONCHHOCTHU JOKYMCHTOB: IOHATHC, HA3HAUCHUC. HpI/IHI_[I/IHBI n
KpPUTEPUU ONPEACIICHUS HAyYHOW, HMCTOPUYECKOM U MPAKTUYECKOMN
[IEHHOCTH JOKYMEHTOB. DKCIIEPTHbIE KOMHCCHUHU, UX (DYHKIMH, IpaBa.
Oransl npoBeneHus sKkcnepTussl. OdopmiieHre pe3yabTaToB AKCIEPTU3HL.
Cpoxku xpaHeHust JOKyMEHTOB. [lepeuHn JOKYMEHTOB C yKa3aHUEM CPOKOB
XpaHEeHUs1, UX BUJbI, Ha3HaUEHUE, cXxeMbl moctpoeHus. [lopsinok nepenaun
ACJI B apXUB W YHUUYTOXCHUA JOKYMCHTOB.

TpeboBanusi kK OQOPMIICHUIO JEN TOCTOSHHOTO, BPEMEHHOTO CPOKOB
XpaHEeHU U 110 JIMYHOMY COCTaBY. ABTOMATH3aLUs MPOLIECCOB 00pabOTKU
nokyMmeHToB. Kommblorepuzanuss [TOKyMEHTAllMOHHOTO oOecredeHus
ynpasienus. [IpaBuna opopmienus u cocraBienus onucu jein. [opsaok
nepeaayuu e B apXuB. DIEKTPOHHBIN TOKYMEHTOO00POT

ApXI/IBZ IIOHATUEC, HAa3HA4YCHHUC. BI/II[I:I ApPXUBOB: TOCYIAapCTBCHHBLIC,
BEJJOMCTBEHHbIE, OOBEIMHEHHbIE BEJAOMCTBEHHBIE, OObEIUHEHHBIC
MEXKBCIOMCTBCHHBIC 10 JIMYHOMY COCTaBy. ApXI/IBHBIe q)OH,Z[BII
JIOKYMEHTaJIbHbIN, TOCYIapCTBEHHBIN.

6. CTpykTypa IMCUMILUIMHBI 10 TEMaM € YKa3aHHEeM OTBEeIeHHOT0 HA HUX KOJIUYeCcTBa
aKaJleMUYeCKUX YaCOB M BUI0B y4eOHbIX 3aHATHI

Ounas popma o0yueHust

Ne KonTakTHasi padora, yac.
HauMeHoBaHue TeM CamocrosiTenb
n/n 3ansaTus Bcero,
(pa3nesioB) Has pa0ora,
JIEKIIHOHHOT'0 CemuHapbl qac.
AUCHUILINHBI yac.
THOA
1. Opraau3anuoHHbIe 2 2 10 14
OCHOBBI
JIEJIONPOU3BO/ICTBA.
bnanku 10OKyMEHTOB
2. Opraan3annoHHO- 2 2 13 17
pacnopsiiuTebHAS
JIOKYMEHTaIH.
OO01m1ast xapakTepUCTHKA
CTWJISL CITYKEOHOM
JIOKYMEHTAI[UU
3. | CnpaBouHo- 2 2 11 15
nH(OpMaIMOHHBIC




JIOKYMEHTHI. JlenoBas
THIEpPETHCKA.
CocraBiieHHE aKTOB U
IIPOTOKOJIOB

PacniopsiaurensHbie
JIOKYMEHTBI.
CocraBieHne IpuKas3os,
yKa3aHWH,
pacropsKEHUM.
OpranuzaimoHHbIe
JIOKYMEHTBI

12

16

Opranuzanus
JIOKYMEHTO000pOTA.
Opranuzanus
perucrpanuu
JIOKYMEHTOB ¥ KOHTPOJIb
HUCIIOJIHCHU S I[OKYMGHTOB

10

14

Opranuzanus
OIIEpaTUBHOI'O XPAHEHHUS
JIOKYMEHTOB.
dopMupoBaHUE JeI

12

16

[ToaroroBka 10KyMEHTOB
K MOCJIEYOLIEN
nepeaade JOKyMEHTOB B
apXI/IB nJIn Ha
YHUYTOKCHHE

12

16

HUTOI'O:

14

14

80

108

OuHo-3204Hasi popma 00yueHust

HaumenoBanue teMm
(pa3nesioB)
TUCHUIIINHBI

KonTakTHasi padora, yac.

3auaTusa
JeKIIHOHHOI0
THIIA

CemuHapbl

CamocTosITE/ b
Has padora,
qac.

Bcero,
yac.

OpraHu3aluOHHbIE
OCHOBBI
JIETTONTPOU3BO/ICTBA.
bitaHku TOKYMEHTOB

1

13

14

OpraHu3aloHHO-
pacropsaAuTeNbHas
JOKYMEHTAITHSI.

OO01m1ast xapakTepUCTHKA
CTWJISL CITYKEOHOM
JTIOKYMEHTALUU

14

17

CnpaBoyHo-
UH(POPMAaLMOHHbIE
JIOKyMEHTHI. JlenoBas
TMIepenrcKa.
CocraBreHne akKTOB U
MIPOTOKOJIOB

13

15

PacnopsiurenbHbie

13

16




JIOKYMEHTBI.
CocraBneHue NprKa3oB,
yKa3aHuM,
pacmopsKeHUH.
OpranuzaioHHbIe
JOKYMEHTBI

5. | Opranuzanus 2 1 11 14
JIOKyMEHTO000pOTA.
Opranuzanus
peructparumn
JIOKYMEHTOB ¥ KOHTPOITh
MCIIOJIHEHUS IOKYMEHTOB

6. | Opranuzanus 2 1 13 16
OTIEPaTUBHOTO XPAaHCHHS
JIOKYMEHTOB.
DopMUPOBAHKE JIEIT

7. | [loagroToBka TOKyMEHTOB 1 - 15 16

K MOCJIeTYIOIIEH
nepeaaye JOKyMEHTOB B
apXWB WJIA HA
YHUYTOXEHUE

HUTOIO: 12 4 92 108

7. IlepevyeHb y4eOHO-METOAMYECKOT0 0OOecneYeHHs 1JIsi CAMOCTOSITeIbHOM PadoThl
o0yuyaruuxcst Mo JUCHHUIJINHE

CamocrodrenbHas padoTa sIBIS€TCSI OJHUM M3 OCHOBHBIX BH/I0B YU4€OHOH I€ATEIbHOCTH,
COCTaBHOM YacThIO Y4eOHOI0 Mpoliecca U UMEeT CBOEH I1eNbI0: TIy0OKOe YCBOGHUE MaTepuana
JTUCLUIUIMHBIL, COBEPLICHCTBOBAHME M 3aKPEIUIEHUE HABBIKOB CAMOCTOSTENBHOW paboThl C
JUTEPATYypOi, PEKOMEHIOBAHHOM IIPENOAABATEIIEM, YMEHHME HAaWTH HYKHBIM MaTepual H
CaMOCTOSITEJIBHO  €r0  HCIOJIb30BAaTh, BOCHUTAHME BBICOKOM TBOPYECKOM AKTUBHOCTH,
WHULHUATUBBL, IPUBBIYKM K IIOCTOSSHHOMY COBEpPILICHCTBOBAHMIO CBOMX 3HAaHHUM, K
LEJICYCTPEMIICHHOMY HayYHOMY ITIOUCKY.

KoHTponb caMoCTOSTETLHONH pabOThl, SBIAETCS BaKHOW COCTAaBIIAIONICH TEKYyIIEro
KOHTPOJISI YCIIE€BAE€MOCTH, OCYILECTBIISETCS IPENOJABaTeIeM BO BpEMs JIEKIHOHHBIX U
NPaKTUYECKUX (CEMHUHAPCKUX) 3aHATUN U 00eclieunBaeT OLCHUBAHNE X0/1a OCBOCHUS N3y4aeMOn
JUCLUIUIAHBIL.

BOIIpOCbI AJId CAaMOCTOATEIBHOI0O U3YyYCHU A

1. IIpeamer TOKYMEHTAaIMOHHOTO O0ECIICUCHHS YIIPABICHUS.

2. HopMaTuBHO-TIPaBOBBIE ~ aKThl PETYIMPYIOT JOKYMEHTAI[MOHHOE oOecredyeHne
yTIpaBJICHUS.

3. Ilpaktuyeckas  3HAYUMOCTh y4eOHOM JTUCLHUTUIMHBL  «I0KyMEHTAIlHOHHOE
o0ecrieueHne YyIpaBICHHS.

4. O6beM U cofiepKaHue TOHATHH «MHPOPMAITUI» U «TOKYMEHT.

5. Ponb nndopmanuu B odecnieueHnu 3PGHEeKTHBHOTO YIIPABICHHUS.

6. McTouHuKy NOTy4YeHHUs YIIPaBIECHUECKOW HH(POpMALIUH.

7. Ha3nauenue u byHKIII CITY’K0 TOKYMEHTaIlHOHHOTO O0ecreyeHus
YIPaBJIEHUS B COBPEMEHHBIX OpPraHU3alHsX.
8. «Cucrema JOKyMEHTAILIUNY U «yHH(DUITUPOBAHHAS CHCTEMA TOKYMEHTAIIUN.
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9. Buzpl ynpaBieHUECKUX JOKYMEHTOB YHU(PHIMPOBAHHON CHCTEMBbl OPraHU3a[IOHHO-
pacropsIuTeIbHON TOKyMEHTALINH.

10. OpranuzanmoHHBIC JOKYMEHTHI MPEITPUSATHS.

11. PacnopsimuTtenbHble JOKYMEHTBI IPEANPHUATHS: IIPUKA3bI IO OCHOBHOMU /I TETLHOCTH;
pacnopsKeHHUs, PEIICHuUs.

12. NHdopMannoHHO-CIIPABOYHBIE TOKYMEHTHI: IPOTOKOJIBI, ITOJIHAS ¥ KpaTKas opma ux
odopmITeHHUS.

13. MH}popMaLnOHHO-CIIPABOYHBIE JOKYMEHTBI: aKThI, CIyKeOHbIE M OOBSCHUTEIbHbIC
3allUCKU; CIPAaBKH; CIyKeOHbIE JOBEPEHHOCTH; IHUCbMA, UX KJIAacCHU(PUKALUA, CTPYKTypa,
CTaHJapTHBIE (pa3bl U BBIPAKEHUSL.

14. TlonsTHS JOKYMEHTOOOOPOT M OpPTaHM3AIUs JOKYMEHTOO0O0pOTA.

15. HopmatuBHO-METOAMYECKAs perjaMeHTaIHsI JOKYMEHTO000pOTa.

16. OcHOBHBIC MpaBHJIa OPraHU3aAIUU JOKYMEHTO000pOTa HA MPEPUSATHH.

17. KadecTBeHHbBIE XapaKTEPUCTUKHU JTOKYMEHTO000pOTA.

18. Knaccuduxanus JIOKyMEHTOTIOTOKOB: TOPU30HTAJIbHBIE, BEPTUKAJIbHBIC,
BOCXO/JISIIINE, HUCXOASAIINE, BXOISIIUE, UCXOISIIHE.

19. JIokyMeHTOOOOPOT Ha COBPEMEHHOM IPEANPHUATHH.

20. KommnbroTepu3zaiysi JOKYMEHTAllMOHHOTO 00eCTIeueH s YIPaBICHUSI.

agrwNE

IIpumepHbIe TeMbl pedepaToB (10KIaT0B)

Hcropus passutus nenonpousBoacTsa B Poccun.

OCcoOCHHOCTH SI3bIKA U CTHIISI CITYKEOHOTO TOKYMEHTA.

Hctopust yaudukanum TeKCTOB CIyKeOHBIX ITHCEM.

DIIEKTPOHHOE COOOIICHUE — 0COOEHHOCTH SI3bIKA U CTHJIA.

WNndpopmannonnas GyHKIHS JOKYMEHTa KaK CPEACTBO 3aleyaTieHUs U XpaHEHUs

nHpopmanuu.

6.
7.
8.

ConmanbHas (GyHKIHS JOKYMEHTA, €€ POJIb B TIOBBIILICHUH [TPABOCO3HAHUS OOIIECTBA.
KommyHukaTuBHAS GYHKIUS JOKYMEHTa KaK CPEJCTBO Mepenadr UHPpOpMaIiH.
[IpaBoBast pyHKIIHS TOKYMEHTA KaK CPEJCTBO YCTAHOBJICHHS MPABOOTHOIICHUH

MEXIY IOPUIUYECKIUMHU U (PU3HUICCKUMU JTUIIAMHU.

9.

VYnpasienueckast pyHKIUSA TOKYMEHTa B POJIM OCHOBHOT'O HHCTPYMEHTA JIJIsl pEIIeHUS

AIMUHHUCTPATUBHBIX 1 OPraHU3allMOHHBIX BOIIPOCOB YITPABJICHUA.

10.
11.
12.
13.
14.
15.

Poub cityx651 JIOY B nesSTeNbHOCTH OpraHU3aliy.

Opranu3zanus padbounx MECT M YCIOBUH Tpyaa nepconana ciryxos JIOY.
JlomkHocTHas MHCTPYKIMSL. OYHKINHU, CTPYKTYpa, METOAMKA Pa3padOTKH.
Opranuzanus JOKyMEHTOO000pOTa, OCHOBHBIE HAIIPABIIEHUS COBEPIIIEHCTBOBAHU.
OOBexTUBHBIC U CyOBEKTHUBHBIE (DAKTOPHI, BIMSIONIME HA POCT JJOKYMEHTOO00POTA.
DIEeKTPOHHBIN TOKYMEHTO000pOT. [Ipo0aeMbl 1 MepCIIeKTUBEI pa3BUTHS.

Pacnpenesienne caMoCTOSITEIbHOH PadoThI

Bunpl, popMbl 1 00BEMBI CaMOCTOATENBHONW paOOTHI CTYACHTOB MPU W3YYEHUU JaHHOU
TUCITUTIMHBI ONIPEIENSIFOTCS €€ COJIepP)KaHueM U OTPaKEHBI B CIEIYIOIICH Ta0uIle:

O0BeM camMocTOATEILHOMI

OCHOBBI AYJUTOPHBIM 3aHATHAM,

HaumeHoBaHue Tem Bua camocrositeJibHOM padoThI
Ne | (pa3nesioB) IMCUMIITHHBI padoThI o4dHas Gopma OYHO-3a04Has
n/n o0yueHHsI dopma oOyueHust
1. | OpranuzanuoHHble [ToaroroBka k 10 13
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JIEJIONPOU3BO/ICTBA.
biianku TOKyMeHTOB

HanucaHue pedeparos,
HOJrOTOBKA JOKJIAI0B

2. | OpranuzanuoHHO- [ToaroroBka k 13 14
pacropsiAuTeNbHas ayJIUTOPHBIM 3aHSATHSIM,
JTOKYMEHTAIHSL. HanucaHue pedeparos,
OOm1ast XxapaKTepUCTHKA MOJITOTOBKA JIOKJIA/I0B
CTHJISI CITy»KEOHOM
JOKYMEHTAIIUU

3. | CopaBouHo- [MoaroroBka k 11 13
WH(POPMAIIMOHHBIC ayJUTOPHBIM 3aHSTHSIM,
JOKYMEHTHI. JlenoBas HanucaHue pedeparos,
TIepeTIHCKa. MOJITOTOBKA JIOKJIAI0B
CocraBneHue aKToB U
MIPOTOKOJIOB

4. | PacnopsauTenbHbIe ITonroroska k 12 13
JTOKYMEHTBI. ayJIUTOPHBIM 3aHSTHSIM,
CocraBiieHre TPUKA30B, HanucaHue pedeparos,
YKa3aHUH,pacnopsLKeHUM. | MOJArOTOBKA JIOKIJIA/IOB
OpraHu3aiioHHbIE
JOKYMEHTBI

5. | Opranuzanus [ToaroroBka k 10 11
JTOKYMEHTO000pOTA. ayJIUTOPHBIM 3aHSTHSM,
Opranuzanus HanucaHue pedeparos,
perucTpanyu JOKYMEHTOB | TIOJTrOTOBKA JOKJIAIOB
Y KOHTPOJIb UCTIOJTHEHUS
JOKYMEHTOB

6. | Opranuzanus [ToaroroBka k 12 13
OIIEPATUBHOTO XPAaHCHUS | ayAUTOPHBIM 3aHATHSM,
JTOKYMEHTOB. HanucaHue pedeparos,
dopmMupoBaHUE Jel MOJITOTOBKA JIOKJIAIOB

7. | IllonroroBka nokymentoB | [loaroroBka k 12 15
K MTOCTIeTyFOIIEH mepeave | ayAUTOPHBIM 3aHSATHSIM,
JOKYMEHTOB B apX¥B WJIM | HaUcaHue pedeparos,
Ha YHUYTOKEHHE MOJITOTOBKA JIOKJIAIOB

NUTOI'O: 80 92

8. IlepeueHb BONPOCOB U TUIIOBBIE 32IaHMS JIJIsl MOATOTOBKH K MPOMEKYTOYHOM

8.1. IlepeyeHb BONPOCOB /Jisl MOATOTOBKH K 324€Ty € OLEHKOM

1. O6mue HOpMBI, KiIacCUPUKALINUSA,

JIOKyMEHTAITUN

©CoOoNoA~WN

aTTecTALMH

11

yHUGUKAIUS ¢

CTaHJapTu3alus J1eJI0BOM

[TonsTHE TOKYMEHTOOOOPOTA, €T0 KOJTHMUECTBEHHBIC M KAUECTBEHHBIC XaPaKTEPUCTUKH.
DyHKINH 1ET0NPOU3BOJICTBA.

[TonsaTue opranu3alMOHHBIX JOKYMEHTOB.
['ocynapcTBeHHas cuctemMa JIOKyMEHTAllMOHHOTO 00eCTieYeH sl YIIPaBICHUS.
brnanku TOKyMEHTOB ¥ TpeOOBaHUS K HUM.
Bunbl n Ha3HaUEHHE PAaCOPAIUTEIbHBIX TOKYMEHTOB.
Buzpl 1 Ha3HaueHME TUYHBIX JOKYMEHTOB.
Buzbl 1 Ha3HaYEHNE OpPraHU3alMOHHBIX TOKYMEHTOB.




10. IIpaBuna cimyxeOHOM MEPENUCKH HA MPEAITPUATHH.

11. Knaccugukaius 1e10BbIX © KOMMEPUYECKUX ITHCEM.

12. TloHsTHE ¥ MPUHIIMIIBI OPTaHU3AIMU JOKYMEHTO000pOTA.

13. VkaxuTe TEXHOJOTMYECKYIO IOCIEeI0OBATEIbHOCTh 3TAaloOB PAa0OTHI C BXOASIIMMH
JIOKYMEHTaMHU.

14. Pabota ¢ nucbMaMu U OOpALICHUAMU TPaXKIAH.

15. ®opmupoBanue u opopMiIcHHUE JCII.

16. IloaroroBka u nepenavya JOKYMEHTOB Ha apXHBHOE XpaHEHHE.

17. Opranuzamus paOOThl C JOKYMEHTaMH, KOTOPbIE OTHECEHBI K TOCYAapCTBEHHOU
TalHe.

18. OcobOeHHOCTH BeACHUS JCITONPOU3BOACTBA, 0OCCTICUNBAIOIIETO YUET U COXPAHHOCTD
KOH(HICHIIMATHHON MH()OPMAIIH U TOKYMEHTOB.

19. TunoBsie OpraHU3aIMOHHBIC CTPYKTYPHI CITYKOBI JETOMPOU3BOICTBA.

20. Ycnous Tpyna paOOTHHKOB CITY>KOBI IETOMPOU3BOJICTBA.

21. YcraB KaKk OCHOBHOW OpPTaHW3aIlMOHHBIN TOKYMEHT.

22. CranpapTHble (ppa3bl U BBIPAKEHUS JETOBBIX U KOMMEPUYECKUX MTUCEM.

23. OCcoOEHHOCTH SA3BIKA U CTHIISI CITY>KEOHBIX IOKYMEHTOB.

24. PexBM3HUTHI MEeXAyHapoaHOro nucbMa. OCHOBHBIE PEKOMEHIAIMU 110 COCTABICHHIO
TEKCTOB MEKTyHAPOIHBIX ITHUCEM.

25. OYHKIMU OCHOBHBIX MOAPA3ICNCHUNA CIIy>KObl JOKYMEHTAIIMOHHOTO OOecredeHus
yIpaBiIeHUS.

26. ABTOMAaTH3MPOBAaHHBIE TEXHOJOTHMH OOpPaOOTKM JOKYMEHTOB W WX BJIMSHHE Ha
CUCTEMY JEJONPOU3BOACTBA KOHKPETHOM OpraHu3aIuu.

27. CrnpaBoYHO-MH(DOPMAITMOHHBIE JOKYMEHTHI.

28. CtpykTypa W coaepkaHue KaapoBOH mokyMeHTanuu. OpraHu3aimoHHO-KaJIpPOBBIC
JIOKYMEHTBI.

29. OcCHOBHBIE aCTIEKTHI KYJIbTYPHI ICTTOBOM peUH.

30. Crapmaptu3anus s3bIKa JOKyMEHTa. SI3bIKOBBIE TpeOOBaHUS K OGOPMIICHUIO
PEKBHU3UTOB IOKYMEHTA.

8.2. TunoBekle 3agaHuA 1JI9 ONEHKH 3HAHMI

1. JlenoBble muchbMa OOBIYHO 3aKaHUYMBAIOT (Dpazamu:
a) B COOTBETCTBUU C Bareii mpocb00ii ...

0) C yBaXEHUEM ...

B) HAMM pacCMOTpeHbI Bamu npeanoxxeHus ...

T) B CBSI3H ...

2. JlesITenbHOCTD allapara yrnpaBieHHs, 0XBaThIBAIOIAs BOPOCH! TOKYMEHTHUPOBAHUS U
OpraHu3aIy padoThI ¢ JOKYMEHTaAMHU:

a) TOKYMEHTAIIMOHHOE 00ecIieueHre yIpaBJICHHUS;

0) cTanmapTU3aIUS;

B) EI'C/l;

I') cUCTEMA TIOKyMEHTALIHH.

3. JIOKyMEHT, 3aKpeIUIAIOIUI JOJPKHOCTHON M YUCIIEHHBIM COCTAaB MPEANPUSATHUS C
ykazanueM (hoHa 3apabOTHOM TIIATHI:

a) TOJKHOCTHAsI MHCTPYKLIUS;

0) ycTas;

B) MOJIOKEHUE;

T') ITaTHOE pacIKCaHUE.
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8.3. TunoBble 3a1aHUsA 1JIsl OLEHKH YMEHU I

3apanue 1. OdopMure ITOKYMEHT, HCHOIB3YS WHPOPMAIMOHHBIE TEXHOJOTHH, B
COOTBETCTBUH C TPeOOBaHUSAMH coBpeMeHHOTro nenonpou3Boactea) OCT P 6.30 — 2003).

PykoBoguTemnto aBTopeMoHTHOTO casioHa [leckapény.

O6pamatocs k Bam ¢ Hacrosimieil noknaaHoi mo creayiomeMy nooay. KoHTponbHbIE
UCIBITaHUS OTPEMOHTHPOBAHHBIX MAIMH YacTO TPeOYIOT 3aJepkKKu ciecapeil modEpoB Ha
CBEpXypouHyl0 paboTy. Mpbl moAyac CTaJKUBaeMCSl C TPYJHOCTIMH 10 O(OPMICHHUIO
CBEpPXYpOUHBIX B Oyxrantepun. [ToaTomy Bam cpouHo HE0OX01MMO pa3o0paThCsi B 3TOM BOIIPOCE
¥ 00€CTIeUnTh MPUHSITHE HEOOXOJUMBIX MEpP IO BHIIIECKa3aHHOMY.

Havanpnuk mactepckoii noanuce H.M. CmupHoB

3anpanme 2. CoctaBbTe JOKYMEHT, 0()OPMHUB BCE HEOOXOAUMBIE PEKBU3UTHI.

CocraBpTe mNUCHMO-OTBET: «KOMHUTET 1O BHENIHEIKOHOMHUYECKHUM CBA3SIM  IIpU
aamuHucTpanuu [Ipumopckoro kpast numer orBeTHOE nucbMo B OO0 «MHauBuayM», 4TO OHU
TOTOBBI BBIJICJINTh KBOTY Ul UX OpPraHU3alMM Ha SKCHOPT Kpyrioro jeca B koauuectse 10 ThIC.
Ky0. M.»

8.4. TunoBkie 3aJaHUA IJI OLHEHKH HABBHIKOB

3aganme 1. CocraBbTe pacHOpsAUTENbHBIE JOKYMEHTHI, HEOOXOIMMbIE B JaHHOU
yIpaBIeHYECKON CUTYaLlUH.

C 1enpi0 NMpUBJIEYEHUS CPEACTB s 0OecnedeHus: MPOU3BOACTBEHHOU NEATENbHOCTH
renepanbHbid qupektop OO0 «Texuuka» (r.Kypck) CokonoB O.I'. 20 ceHTAOps TEKyIIero roaa
M3J1aJ1 IIpUKa3 O CO3/1aHNU KOMMEPUYECKOI0 OT/ENIA B COCTaBe 3 MITATHBIX €AUHUI]: KOMMEPUYECKOTO
nupektopa — 1, Bemymiero cmnemuanucta — 1, cmemuanucra — 1. ['maBHOMY Oyxranrepy
npeanpustust [opstueBy ['.A. ObIJIO MOPYYEHO MPEACTaBUTh Ha YTBEPKICHHE HOBOE IITATHOE
pacnucaHue NpeanpuaTrs Ha 4 KBapTaj TeKylero rojaa k 1 oktsaops. Kommepueckomy nupexropy
HUrnarteeBy T.H., KOTOpBIM 3aBU3MpOBAl IPOEKT IpUKa3a, MPEANKMCAHO 3aKOHYMTH
KOMIUIEKTOBaHHE OT/Ieja KaJipaMH C BBICIIUM SKOHOMHYECKUM oOpa3zoBaHueM K 10 OKT0ps.

3ananue 2. CocraBere PACITIOPSAKEHUE 1o oTKpbITOMY aKIIMOHEPHOMY OOIIIECTBY

«HoBocuOupckuii 3aBoAg XMMKOHIIGHTPATOB» OO0 YTBEPXKIEHHH WHCTPYKIMU TI0
JEJIONPOU3BOJCTBY Ha 3aBOJC.

B KOHCTpYKTMBHOM 4aCTH YKaXMT€, YTO B COOTBETCTBUM C THIIOBOM MHCTPYKLHMEW IO
JIETTONPOU3BOJICTBY B MUHUCTEPCTBAX, BeIOMCTBax Poccuiickoit denepanyn, yTBEPKIACHHOU O
pacnopsbkenuto  [lpaButensctBa Poccuiickoit  ®Pepepanuu ot 24.06.19 1. Nelll8-p
npencenareneMm Komurera no nenam apxuBoB npu [IpaButensctee PO P.I'. [Tuxos, u ¢ 'OCT P
7.0.97-2016 xanuensipueil 3aBojga pa3pabOTaHbl TMOPSJIOK MPOXOXKICHUS TOKYMEHTOB U
CTaHAapThI HA OPTaHU3ALUOHHO-PACTIOPSAUTENBHYIO JOKYMEHTALHIO.

B pacnopsanuTensHOM 4YacTH YTBEpAUTE WHCTPYKLMIO M IOPYYUTE 3aBEAYIOLICH
KaHLENIsApued o0ecreyuTh METOANYECKOE PYKOBOJCTBO OpraHU3alMel AeIoNpou3BOACTBA Ha
OPEANPUATHHA U YCTAHOBUTH KOHTPOJIb 32 COOIOACHNEM TPeOOBAHNN MHCTPYKIIUH.

9. IlepeyeHb OCHOBHOI 1 IONOJHUTEJIbHOM y4eOHOM JIUTEPATYPbl, HEOOXOAMMOM 1151
OCBOCHMS THCIHMIIIMHBI

9.1. OcHoBHas1 UuTEpaTYpa

1. Ky3nenos, U. H. JlokymenTannonHnoe obecrieueHue ynpasiaeHus. JJokyMeHTo000poT 1
JIeNTOTIPOU3BOICTBO : yU€OHUK U MpakTUKyM Aiist By30B / M. H. Ky3nenoB. — 4-e uzj., nepepad. u
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norn. — Mocksa : UznarensctBo IOpaiit, 2023. — 545 ¢. — (Bricmee obpazoBanue). — ISBN
978-5-534-16003-1. — TekcT : anekTpoHHbIH // Obpa3zoBarenbHas miatdopma KOpaiir [caiT]. —
URL: https://urait.ru/bcode/523612

2. I'po3oBa, O. C. Jlemompou3BoAcTBO : yuebHoe ocodue mist By3oB / O. C. I'po3oBa. —
2-e m31. — Mocksa : M3gatenscTBo FOpaiit, 2023. — 131 ¢. — (Bricmee o6pazoBanune). — ISBN
978-5-534-15964-6. — TekcT : anekTpoHHbIH / Obpa3zoBarenbHas miatdopma KOpaiir [caiT]. —
URL: https://urait.ru/bcode/510372

3. Hoponuna, JI. A. Opranu3anus U TEXHOJOTHs JOKYMEHTAIIHOHHOTO OOECTICUeHUs
yIpaBJICHUS : YYCOHUK U MpakTUKyM 11 By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3f.,
nepepad. u gon. — Mocksa : M3narensctBo HOpaiit, 2023. — 270 c. — (Briciee oOpa3oBanue).
— ISBN 978-5-534-16016-1. — Texcr : anekTponnblii // O6pa3oBarenbHas miatopma KOpaitt
[caiiT]. — URL.: https://urait.ru/bcode/530251

9.2. lonotHUTEIBHAS IUTEPATYPA

1. MBanoBa, A. FO. Pycckuil s3bIK B 1€7I0BOM JJOKYMEHTAIIUH | YIEOHHUK M MPAKTUKYM IS
By30B / A. 10. MBanoBa. — 3-¢ u3n., mepepad. u non. — Mocksa : M3gatensctBo FOpaiit, 2023.
— 144 c. — (Bricmiee ob6pazoBanue). — ISBN 978-5-534-16172-4. — Tekcrt : dJIeKTPOHHBIHN //
O6pasoBarenbHas iathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/530556

2. KazakeBuy, T. A. JlokymeHToBeneHue. JIOKYMEHTAIlMOHHBIA CEPBUC : YUYEOHUK U
npakTtukym 11 By30B / T. A. KazakeBuu, A. U. Tkanuy. — 2-e uza., ucnap. u aomn. — Mocksa :
WznarensctBo FOpaiit, 2023. — 167 ¢c. — (Bricmiee oOpazoBanue). — ISBN 978-5-534-06273-1.
— Tekcr : onexktponHbid // OOpazoBatenbHas mnatdopma IOpaiit [caitit]. — URL:
https://urait.ru/bcode/513649

3. lllyBamosa, H. H. Opranuzamnus u TEXHOJOTHUS TOKYMEHTAIIMOHHOTO OOECTICUCHHS
yhpaBieHus : yueOHUK U npakTukyM ais By3oB / H. H. lllyBanoBa. — 3-e uzn., nepepa0. u 1o1.
— Mockga : U3parensctBo HOpaiit, 2023. — 247 ¢. — (Bricmee o6pazoBanue). — ISBN 978-5-
534-16537-1. — Texkcr : anexTpoHHbIH // O0pa3zoBarenbHas miardopma FOpaidt [caiit]. — URL:
https://urait.ru/bcode/531239

10. Ilepeyens pecypcoB HH(pOPMALHOHHO-TEJIEKOMMYHHUKANMOHHOI ceTH ""UHTepHeT",
He00XO0IMMBIX VISl 0CBOCHHUS JMCHUIIMHBI H HH(POPMALMOHHBIX TEXHOJIOTHIi,
HCIIO0JIb3yeMBbIX IPH OCYLIEeCTBJICHUH 00Pa30BaTeJbHOI0 NpoLecca no JUCHHUILINHE,
BKJII0Yasl NepedeHb NPOrpaMMHOro obecrnevyeHnst 1 HHGPOPMALMOHHBIX CIIPABOYHBIX
cucTteM (MpH HEOOXOAMMOCTH)

1. http://biblioclub.ru - 9bC «YHuBepcureTckast OUOIHMOTEKA OHITANHY

2. https://urait.ru - 9bC «Obpa3oBarenbHas miathopma KOpaitr»

3. https://elibrary.ru/org_titles.asp?orgsid=14364 - HayudHasi >JCKTpOHHas OHOIMOTEKA
(HOB) «eLIBRARY.RU»

4. http://economicus.ru - SKOHOMHUYECKHH TOpTai, TIe TMPEACTaBICHbl pPabOThI U
Oouorpaduu U3BECTHBIX KOHOMHCTOB, MPO(PECCHOHAIBHBIA KaTaJOT YKOHOMHYECKUX PECYpPCOB
WuTepHer, SKOHOMHYECKas  KOH(EpEeHIHs, Yy4eOHO-METOAMYECCKHE  MaTepuajbl IS
NPENOAIONINX U M3YYarOIIUX YKOHOMHUKY, TTOA0OpKa CIIOBAPEH, SHIIUKIIONIEAHA, CIIPABOYHHKOB
M0 CaMbIM pPa3HOOOpa3HBIM O0JACTSIM SKOHOMHKH, Hamboyiee MOJIHOE CcOOpaHue JEKIU To
SKOHOMHUYECKOU TEOPHUH.

5. http://www.aup.ru  AaMuHHCcTpaTHBHO-YTipaBneHueckuii [lopran - OecruaTHas
9NIEKTPOHHAs OMOJIMOTEKA 110 BOIIPOCaM SKOHOMUKH, (PHHAHCOB, MCHEDKMEHTA 1 MAPKETUHTa Ha
IPEATPHUSTHH.

6. http://www.consultant.ru/ - CipaBounas paBoBas cuctema «Koucynsrant ITmocy
7. https://rosstat.gov.ru/ — caiit @enepanbHON CITy>KOBI TOCY1apCTBEHHON CTATUCTHKH
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JIMIIeH3MOHHO0E MPOrPaAMMHOE 00ecIeueHne:

Windows (3apy0exHOe, BO3ME3THOE);
MS Office (3apyOexxHOE, BO3ME3THOER);

— Adobe Acrobat Reader (3apy0exxHoe, CBOOOAHO pacpoCTpaHIeMOe);

— Koncynprantllmoc:  «Koncymprantllmoc:  Crygent» (poccuiickoe, CBOOOTHO
pacrpocTpaHseMoe);

— 7-zip — apxuBaTop (3apyOekHOE, CBOOOIHO PaCIPOCTPAHIEMOE);

— Comodo Internet Security (3apy0exHoe, CBOOOAHO pacpocTpaHsIeMoe).

11. MeToauveckne yKazaHus AJs1 00y4aIOIIHUXCH M0 OCBOCHUI0 THCHMUILINHBI

Opranuzanus 00pa30BaTEIHLHOTO TPOIECCa PErIAMEHTUPYETCS yYeOHBIM IUIAHOM U
pacrnicanueM y4eOHbBIX 3aHITHI. S3bIk 00ydeHus (Ipeno1aBaHus) — pyCCKUH.

I[Ipu  dopmupoBanuM cBoel HMHAUBUAYaTbHOH  00pa30BaTENbHOW  TPACKTOPUH
oOyJaromuiicss IMeeT MpaBo Ha Mepe3ayeT COOTBETCTBYIOUIUX AUCIMILINH U MPpodeccroHalbHbBIX
MOJIyJIel, OCBOEHHBIX B TPOIECCE MPEAMISCTBYIOMIET0 OOYYEeHHs, KOTOPBI OCBOOOXKIaeT
oOyyJaromierocss OT He0OXO0AMMOCTH UX TTOBTOPHOTO OCBOCHHSI.

Oo0pa3oBaTte/ibHbIE TEXHOJOTHHI

VY4eOHbI mpoliecc HpH MPENoJaBaHUU Kypca OCHOBBIBA€TCS Ha HCIOJIb30BAaHUU
TPaIULIMOHHBIX, WHHOBAIIMOHHBIX M WH(MOPMAIMOHHBIX O0O0Pa30BATEIBHBIX TEXHOJIOTHIA.
TpagunmonHble 00pa3oBaTelNbHbBIE TEXHOJIOTMH IPEACTABICHbl 3aHATUAMU CEMUHAPCKOro U
JEKIIMOHHOTO Tuma. VHHOBalMOHHBIE 00pa30oBaTeNIbHBIE TEXHOJOTUU HWCIOIB3YIOTCS B BHJIE
HIMPOKOTO NPUMEHEHUS aKTUBHBIX M HWHTEPAKTUBHBIX (OpPM MPOBEACHUS 3aHATUM.
Nudopmannonnsie  00pa3oBaTeNbHbIE TEXHOJOTHUU  pPEATM3YIOTCS IMyTEM  AaKTUBU3AIUU
CaMOCTOSITEIbHON pabOTHI CTY/IEHTOB B MH(OPMAIIMOHHOI 00pa30BaTEILHON Cpe/ie.

3aHATHSA JIeKIHMOHHOTO THIIA

JIeKMOHHBI Kypc TMpearnoyiaraeT CHCTEMaTU3UPOBAHHOE U3JI0KEHHE OCHOBHBIX
BOIIPOCOB y4€OHOTO IJIaHA.

Ha nepBoii nexuuu gextop 00s3aH NpeaynpeanTb CTyASHTOB, IPUMEHUTENBHO K KAKOMY
6a3oBoMy yueOHUKY (yueOHUKaM, y4eOHBIM MTOCOOHIM) OyAET MPOYUTaH KypC.

JlekMoHHBIA KypC JODKEH JaBaTh HAMOOJBIINN 00beM MH(pOpMauu U 0OeCTieUnBaTh
Oonee TiyOOKOe MOHUMaHUE Y9eOHBIX BOIPOCOB MPU 3HAYUTEIHLHO MEHBIIEH 3aTpaTe BPEMEHH,
4yeM 3T0 TpedyeTcsi OOJBIIMHCTBY CTYIEHTOB Ha CAMOCTOSITENIbHOE U3yUeHUE MaTepraa.

3aHATHS CEMHHAPCKOT0 THIIA

CemuHapckue (MMpaKTUUECKUE ) 3aHATHSI TPEICTABIISIOT COOOM JIeTaTU3aIHIO JIEKIIMOHHOTO
TEOPETUIECKOr0 MaTepuana, MPOBOSATCS B IEISAX 3aKPETICHUs Kypca.

OcHoBHOM (opMOI TIpOBEEHUS CEMHUHApPOB M TPAKTUYCCKUX 3aHITHH SBISETCS
oOcyxJeHnue HamOojee MPOOJIEMHBIX M CIIOXHBIX BOMPOCOB IO OTICIBHBIM TeMaM, a TaKke
pelieHre 3aaad U pa3dop MPUMEpPOB M CUTyallMid B ayJUTOPHBIX YCIOBUAX. B oOs3aHHOCTH
MpernoaaBaTeliss BXOIIT: OKa3aHUE METOAMYECKON MOMOINY U KOHCYJIHTHPOBAHHE CTYACHTOB IO
COOTBETCTBYIOIIIMM TEMaM Kypca.

AKTHBHOCTb Ha MPAKTUYECKUX 3aHITHIX OLICHUBACTCS TIO CICIYIONINM KPUTEPHSIM:

— OTBETHI Ha BOMPOCHI, TIpeIjlaraeMbie MpernojaBaTesieM;

— y4JacTHie B TUCKYCCHSIX;

—  BBINOJHEHHE MTPOCKTHHIX U UHBIX 3a/IaHUN;

— acCHCTHPOBAHME MPENOJaBaTelio B IPOBEICHUY 3aHATUH.

JlokJtagel U OMIIOHUPOBAHUE JIOKIAJO0B MPOBEPSIOT CTEINCHD BIAICHHS TEOPETUYCCKUM
MaTepuaioM, a TAKKe KOPPEKTHOCTh U CTPOTOCTh PACCYKICHUH.
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OneHuBaHue NPaKTUYECKUX 33JaHUN BXOJUT B HAKOIJICHHYIO OLIEHKY.
CamocrosiTe1bHAas padoTa 00y4aOIMXCH

CamocTtosaTenbHas paboTa CTYJEHTOB — 3TO IMPOILECC AKTUBHOTO, II€JIEHAIIPABIEHHOTO
npuoOpeTeHus] CTYJCHTOM HOBBIX 3HAaHWUH, yMEHUH 0e3 HEemoCPEeICTBEHHOIO Yy4acTus
IpenojaBaTenisi, XapakTepU3yIOIIMicd TNPEeAMETHON  HampaBiIeHHOCTHIO, 3((HEKTUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yIbTaTOB JAESTEILHOCTH 00yUaronerocs.

Ilenu camocToATEeTbHON PaOOTHI:

— CHCTEMaTH3alMs U 3aKperIeHHE MOJIYYEHHBIX TEOPETHUECKUX 3HAHUN U MPAKTUYECKUX

YMEHHUH CTYJEHTOB;

— yrinyOJieHre U pacHIMpeHUe TEOPETUYECKUX 3HAHMIA;
— (¢opMHpOBaHHE YMEHUH HCIOJIB30BaTh HOPMATHUBHYIO U CIPABOYHYIO JOKYMEHTAIHIO,

CHELHUAJIbHYIO JIUTEPATYPY;

— pa3BUTHE TO3HABATENILHBIX CIIOCOOHOCTEH, aKTUBHOCTU CTYJECHTOB, OTBETCTBEHHOCTU U

OpPraHU30BaHHOCTH;

— (¢GopMHpOBaHHE  CaMOCTOSATEIbHOCTH  MBIIUICHHUS,  TBOPYECKOH  MHUIIMATHUBBI,

CIOCOOHOCTEH K caMOPa3BUTHIO, CAMOCOBEPILIEHCTBOBAHUIO M CAaMOpEaTH3allHH;

— pPa3BUTHUE MCCIEA0BATENbCKUX YMEHUI U aKaIEMUYECKIX HABBIKOB.

CamocTtosaTenbHas paboTa MOXKET OCYIIECTBIATHCA HWHAMBUAYAIbHO WM TpyINIaMu
CTYZCHTOB B 3aBUCUMOCTH OT II€JIH, 00BbeMa, YPOBHS CIIOKHOCTH, KOHKPETHOM TEMAaTHKH.

TexHomnorust opraHu3alid  CaMOCTOSITENIBHONM  pabOThl  CTYJEHTOB  BKJIIOYAET
UCTIOJIb30BaHUE WH(POPMALMOHHBIX M MaTepHAbHO-TEXHUYECKUX PECYypCcOB 00pa30BaTEIbHOIO
YUPEXKICHUSI.

Ilepen BbIMOMHEHHEM OOYYAIOUIMMUCS BHEAYJUTOPHOM CaMOCTOSTEIBHONW pabOTHI
IpenojaBaTesib MOXKET MPOBOJIUTh HMHCTPYKTaK MO BBINOJHEHHUIO 3afaHus. B uHCTpykTax
BKJIIOUAETCSL:

— 1eJIb U COJIeprKaHue 3aJaHus;

— CPOKH BBIIIOJHEHMS;

—  OPHEHTHUPOBOYHBIA 00HEM pabOTHI;

— OCHOBHBIE TpeOOBaHUS K pe3ybTaTaM paboThl U KPUTEPUU OLIEHKH;
— BO3MOJKHbIE TUITUYHBIEC OIIMOKU TIPU BHITTIOTHEHHH.

WHCcTpyKTaXK MPOBOAUTCS IMpEroaBaTesieM 3a cueT o0beMa BPEMEHH, OTBEJCHHOTO Ha
U3Y4YECHHUE JUCIUILTUHBL.

KoHTponbs pe3ynpTaToB BHEAYTUTOPHOH CaMOCTOSATENBHOM PabOTBHI CTYAEHTOB MOXKET
MIPOXOJNTHh B MTUCHMEHHOM, YCTHOW WJIM CMEIIaHHOW (hopme.

CryneHTsl JOJDKHBI MOAXOAWTH K CAaMOCTOATENBHOM paboTe Kak K HauBaKHEHIIEMY
CPEICTBY 3aKpEIUICHUS U Pa3BUTHUSI TEOPETUUYECKUX 3HAHUM, BbIPaOOTKE €IUHCTBA B3IJISI0B Ha
OTJENbHBIE BOMPOCHI Kypca, NPUOOPETEHUs OIpEAeIeHHBIX HAaBBIKOB M HCIOJIb30BaHHUS
poeCCHOHAIBHON JTUTEPATYPHI.

[Tomerenust st caMOCTOSTENFHOW paboThl 00yUYalOMMXCSl JAOJDKHBI OBITH OCHAIICHBI
KOMIIBIOTEPHON TEXHUKON C BO3MOXKHOCTBIO MOJKIIOUEHHS K ceTu «VIHTepHeT» u o0ecnieueHrneM
JIOCTYTIA B 3JIEKTPOHHYIO HH()OPMAIIMOHHO-00Pa30BaTEIbHYIO CPEy OpTaHU3aIIH.

[Ipu camocTosATensHON TPOPabOTKE Kypca 00yJaromuecs T0JDKHBL:

— TpocMaTpUBaTh OCHOBHBIE ONpeNeNeHUs U (DaKThI;
— TIOBTOPHUTH 3aKOHCIEKTUPOBAHHBIM Ha JIEKIIMOHHOM 3aHSATUU MaTepuaj U JOMOJHUTDH €T

C Y4€TOM PEKOMEHAOBAHHOMU 10 JAHHOU TEME JINTEPaTyphl;

— U3YYUThb PEKOMEHJIOBAHHYIO JIMTEPATypPy, COCTABIATH TE€3UCHI, aHHOTALIUA U KOHCIIEKTBI

Han0oJiee BaKHBIX MOMEHTOB;

— CaMOCTOSITEJIbHO BBIIIOJIHATD 33JIaHUs, AHAJIOTUYHBIE NIPEJIaracMbIM Ha 3aHATHUSAX;
— HCIIOJIB30BaTh Ul CAMOIPOBEPKU MaTepHalibl (POH/IA OLEHOYHBIX CPE/ICTB;
—  BBINOJHATH OMAIlIHUE 33JaHKs 110 YKa3aHUIO IIPENoAaBaTes.
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Pexomenganuu no o0yyennio HHBAJIUA0B U jul ¢ OB3

OcBoeHune MUCHMIUIMHBI HHBaNMUAaMu U nunamMu ¢ OB3 MoxkeTr ObITh OpraHn30BaHO Kak
COBMECTHO C JPYTrUMHU OOydYalolIMMHCA, TaK W B OTHENbHBIX TIpynmnax. [Ipenmomaratorcs
CrelMalIbHbIE YCIOBUS IS MTOJTydeHus oOpa3zoBaHus nHBanuaamu u auramu ¢ OB3.

[Tpodeccopcko-nienarornyeckuii coctaB 3HAKOMHUTCSI C TICHXOJIOTO-(PU3NOIOTUYECKUMU
0COOCHHOCTSIMU 00ydJaromuxcss uHBaIuAoB U null ¢ OB3, uHAMBUAYyaTbHBIMU MPOTPAMMaMU
peabunuTanuu  WHBaTUAOB (mpu  Hamuuuu). [Ipy  HEOOXOAMMOCTH  OCYIIECTBIISICTCS
JOTIOTHUTEIbHAS TOMJCPXKKA TMPENOoJaBaHUs THIOTOPAMH, TIICHUXOJIOTAaMH, COLHAIbHBIMU
pabOTHUKAMU, POLIECIIMMH MTOATOTOBKY aCCUCTEHTaMHU.

B cootBeTcTBHM ¢ MeTOANYECKMMHU peKoMeHAanusMu MunoOpHayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpEeIonaraeTcsi HCIOIb30BaTh COIMUAIBLHO-aKTUBHBIC W
pedIeKCUBHBIE METOIbl OOyUYeHUS, TEXHOJOTHH COLMOKYJIBTYPHOH peadWINTAllUd C IIENBIO
OKa3aHHs TOMOIIM B YCTAHOBJICHUU IOJHOLEHHBIX MEXKINYHOCTHBIX OTHOUICHHH C APYyTUMHU
CTYJEHTaMH, CO3JaHHH KOM(OPTHOTO TCHXOJIOTUYECKOTO KJIMMAara B CTYICHYECKOH TpyTIe.
[Tonbop m pa3paboTka ydeOHBIX MaTEPHAIOB MPOU3BOIATCS C YYETOM TIPEIOCTaBICHUS
MaTepuana B pa3TUYHbIX (popMax: ayauanbHON, BU3YAIbHOH, C MCIOIB30BaHUEM CIECIHATBLHBIX
TEXHUUYECKUX CPEACTB U NH(POPMALIMOHHBIX CHCTEM.

Meaunamarepualibl  Takke CIEIyeT HWCIOJb30BaTh U QNalTUPOBaTh C  Y4ETOM
WHIUBUTyATBHBIX 0COOEHHOCTEH 00ydeHust nHBanuI0B 1 juil ¢ OB3.

OcBoeHue AUCHUIUIMHBI UWHBanugamMu U Juuamu ¢ OB3  ocymectBisieTcss ¢
WCIIOJIb30BAaHUEM CPEJICTB OOydYEHHMsI OOIIETr0 W CIECIHAIBHOIO Ha3Ha4YeHHs (IEPCOHATBLHOTO U
KOJUIEKTUBHOTO HCIIOJIb30BaHUs). MaTepuanbHO-TEXHUYECKOE OOECTeueHre MpeaycMaTpruBaeT
MPUCTIOCOOJICHUE ayTUTOPUM K HY>KJIaM WHBaIKUI0B M Jinil ¢ OB3.

dopma MPOBEACHUS ATTECTAlMM Ui CTyJACHTOB-MHBamuioB u Jymn ¢ OB3
YCTaHABJIMBAETCS C YUYETOM MHAUBHIyaIbHBIX ICUXO(PHU3NYECKUX 0COOCHHOCTEH. J{7151 NHBATUA0B
u qur ¢ OB3 mpemycmarpuBaeTcst qoctymHas (Gopma TpeaocTaBlIeHUS 3aJaHUi OLEHOYHBIX
CPEICTB, @ UMEHHO:

- B TEYaTHOW WU JJIEKTPOHHOW Qopme (Ans JUI ¢ HapyUIEHUSIMH OIOPHO-

JIBUTATEIBHOTO amnmnapara);

- B TeyaTHON (opme HiIM 3JeKTPOHHOW (opMe ¢ YBEIMUEHHBIM WIpUYTOM U

KOHTPACTHOCTBIO (ISl JTUI] C HAPYIICHUSMU CITyXa, PeUH, 3pEHUs);

— METOJIOM YTCHHS aCCUCTEHTOM 3aJIaHus BCIYX (ISl JTUI] C HAPYIICHUSIMU 3PCHHUS).

CryneHTaM ¢ MHBaIUMIHOCTHIO M junaM ¢ OB3 yBennuuBaeTcs Bpemsi Ha MOJATOTOBKY
OTBETOB Ha KOHTPOJBHBIC BOMIPOCHL. [[JIsl TAKUX CTYACHTOB MpeayCcMaTprUBaeTCs JOCTymHas (hopma
MPEIOCTaBICHUSI OTBETOB Ha 33/1aHUS, 3 UMEHHO:

— THUChbMEHHO Ha Oymare uin HabOpoM OTBETOB Ha KOMIIbIOTepE (JIs JIUI] C HApyLICHUSIMU
clIyxa, peun);
— BBIOOPOM OTBETa U3 BO3MOXHBIX BApPUAHTOB C MCIIOIH30BAHUEM YCIYT aCCUCTEHTA (IS

JIUI] C HapYUICHUSIMH OMTOPHO-BUTATENILHOTO aliapara);

— YCTHO (IUIsl TUI| C HAPYILIECHUSIMH 3PEHHUSI, OTIOPHO-ABUTaTEIHHOIO anapara).

[Ipu HEOOXOAMMOCTH ISl OOyYarommxcs ¢ WHBaIMAHOCTHI0 W jmi ¢ OB3 mpomemypa

OLICHUBAHMSI PE3YJIbTaTOB O0YUEHUSI MOXKET MPOBOJIUTHCS B HECKOJIBKO ATAIOB.

12. Onucanne MaTepuAJIbHO-TEXHUYECKOI 0a3bl, He00OX0AMMOM Il OCYIEeCTBJICHUS
00pa3oBaTeIbLHOIO NpoIecca Mo TUCHUILINHE

YueOHas ayauTopusi, TpeAHA3HAYCHHAs JUIsI TPOBEJACHUS YYEOHBIX 3aHATHH,
IOPEeIYyCMOTPEHHBIX  HacTosmed  paboyeil  mporpamMMol  JUCHMIUIMHBI,  OCHAI[CHHAs
000py/I0BaHNEM U TEXHUUYECKHUMHU CPEACTBAMHU 00Y4EHUS, B COCTaB KOTOPBIX BXOAT: KOMIUIEKTHI
CHeLHMATU3UPOBAHHON yueOHOI Mebenu, JocKa KiacCHasi, MyJbTUMEIUHHBIA TPOEKTOP, SKPaH,
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KOJIOHKH, KOMIIBIOTEp C YCTAHOBJICHHBIM JIMIICH3HOHHBIM IPOTPaMMHBIM 00€CIeYeHUuEM, C
BBIXOJIOM B ceTh «VIHTEpHET» U OCTYIOM B 3JIEKTPOHHYIO MH()OPMAIIMOHHO-00pa30BaTEeIbHYIO
cpeny.

IMoMernenne 1Jisi cCaMOCTOSITENIbHOI PaG0OThI 00YUYaAIOIIUXCS — Ay TUTOPUSI, OCHAIICHHAS
cleAyouM 000pyIOBAaHUEM M TEXHUYECKUMHU CPEJICTBAMH: CIEIMATN3UPOBAHHAS MeOenb s
npernoiaBaTess ¥ 00yJaromuxcs, 10cka yuyeOHas, MyJIbTUMEIUHHBIN TPOSKTOP, IKPaH, 3BYKOBbIE
KOJIOHKH, KOMIBIOTEp (HOYTOYK), MEepCOHAIBHBIE KOMIBIOTEPHI ISl pabOThl 00yYaromuxcs ¢
YCTAaHOBJICHHBIM JIMIICH3WOHHBIM ITPOTrpaMMHBIM OGGCHG‘-IGHI/IGM, C BBIXOJ0M B CCThb ((I/IHTepHeT»
¥ JIOCTYTIOM B 3JICKTPOHHYIO HH()OPMAIIMOHHO-00pa30BaTEIbHYIO CPEy.
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