ABTOHOMHASl HEKOMMEPYECKAA OPFTAHU3ALIMA BbICLWUEr0O OEPA30BAHMA
«MHCTUTYT MEXAYHAPOOHbIX 9KOHOMUYECKUX CBA3EW»

INSTITUTE OF INTERNATIONAL ECONOMIC RELATIONS

[IpunsTta Ha 3acenaHuu YTBEPXKIAIO
VYuénoro coseta UMOC Pextop UMOC 0.U. Boromosnosa
(mpoTtoxoi ot 28 mapta 2024 1. Ne 8) 28 mapta 2024 1.

JOOKYMEHT NOAMNUCAH
ONEKTPOHHOW MOAMUCHIO

CepTuchukar: 0264F3ECO000B36EBC480AA1B8325C8407

Bnageneu: AHO BO "MHCTUTYT MEXXIYHAPO[IHBIX SKOHOMUYECKMX
CBABEN", UHCTUTYT MEXXAYHAPO[IHbIX 3KOHOMWYECKNX CBA3EN,
mMac

[eiicTauTenen: ¢ 18.06.2025 fo 18.09.2026

PABOYAS ITPOI'PAMMA JUCHUITJIMHBI
JOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

10 HAMPABIICHUIO MTOJTOTOBKH
38.03.02 MeuexMeHT

HampasnenHnocts (mpo¢uib)
«MeHemKMeHT B (prHaHCaX U BHEIIHEAKOHOMUYECKOH JCSITEIIBHOCTI

Mocksa — 2024



Ilpunooicenue 4

K OCHOBHOU NpoheccuonanvbHol 06pazoeamenbHoll npocpamme

no nanpasienuro noocomosxu 38.03.02 «Menedscmenmy,

HanpaegienHocms (npoghunv) «Meneoscmenm 6 PUHAHCAX U BHEULIHEIKOHOMUYECKOL
oessmelbHOCHUY

PaGouass mporpamma IUCHHMIUIMHBI «J[OKyMEHTAIlMOHHOE OOECIICYCHUE YIPABICHUS
BXOAMT B COCTaB OCHOBHOH 0Opa30BaTEeNbHONW MPOrpaMMBbl BBICIIETO OOpa30BaHUS IO
HarpasieHuto 38.03.02 MeHemKMEHT, HanpaBiIeHHOCTh (TTpodmiib) « MeHeKMeHT B (pUHaHCaxX
Y BHEIIHEOKOHOMHYECKON ACSITEIbHOCTH» M MpeAHa3HAUYCHA I 00YJaroIIMXCsl OYHOU (POpMBI
00y4eHwusI.

© MHCTUTYT MEXTyHapOIHBIX IKOHOMUYECKUX cBA3€Eil, 2024.
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1. Iean u 3agauu JAUCHUILTHHBI

Heas aucumnamebl «/loKyMeHTaMOHHOE OOECIICUCHUE YIPABICHUS» — OCBOCHHE
3HaHHﬁ, COCTAaBJIAIOIIUX OCHOBY TCOPCTHYCCKUX W TIPAKTUYCCKHUX HABBIKOB B obnactu
OpraHu3aluy JeIONPOU3BOICTBA H JOKYMEHTO000pOTA.

3amauu THCHMIUINHBI:

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

- IpHOOpETEHNE HABBIKOB IPAMOTHO PabOThI C JOKyMEHTaMU;

- OCBOCHUE IOPS/IKa OPraHU3aLUH PAOOT IO JAETONPOU3BOACTBEHHOMY O0CITYKUBAHUIO.

2. MecTO IMCHUIJIMHBI B CTPYKTYpe 00pa30BaTe/ibHOI MPOrpaMMbl BbICIIET0
o0pa3oBaHus

JucuunnuHa «JlokyMeHTaloHHOe 00ecreueHre YIPaBIeHUsD BXOAUT B 0053aTeIbHYIO
4acTh y4eOHOTO IJIaHa Mo HampasieHuto moarotoBku 38.03.02 MeHemKMeHT, HampaBIeHHOCTh
(mpoduie) mporpammbl « MeHEHKMEHT B ((MHAHCAX W BHEITHEAKOHOMUYECKOHN JCATEITHHOCTH.

3. O0beM JUCHMILIMHBI B 324€THBIX €JUHUIAX C YKA3aHHEM KOJINYeCTBAa aKaJeMHYeCKHX
YacoB, BbIICJICHHBIX HA KOHTAKTHYIO pa0doTy 00y4aronuxcs ¢ npenoaasaresieM (o0 BUIam

YUeOHBbIX 3aHATHI) M HA CAMOCTOSITEJIbHYI0 PadoTy 00y4aroImmxcs

OO6mmas Tpya0€MKOCTh JUCITUIUTHHBI COCTABIISAET 3 3a4€THBIC eAMHUIIBI, Bcero — 108 gacos.

Bup yueOHoit paboThl Bcero 4acos
KontakTtHas pabora ¢ mnpenoaasartejieM 28
(Bcero)

B ToMm unce:

3aHATHSA JIEKIIMOHHOI0 THUIIA 14
3aHATUS CEMUHAPCKOTO TUIA (CEMHHAPHI) 14
CamocTosiTesibHasi padoTa (Bcero) 80
dopma KOHTPOJIS 3a4eT ¢ OIEHKOM
Oo0mas Tpy10éMKOCTb 108




4. IlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHS 10 JMCHHUILIMHE, COOTHECEHHBIX C
IVIAHNPYeMbIMH pe3yabTaTamu ocsoenusi OIIOIT BO

Kox u HaumenoBanue Koa m HaumenoBanue
N ILnanupyemMsble pe3y/ibTaThl
KOMIIeTeH MU (Hii) HHAMKATOPA TOCTHKCHUSA
00y4eHHs MO JUCHUIINHE
BBINYCKHHKA KOMIIETCHIIM U
OIIK-S. NOIIK 5.1. 3HaTth: OCHOBBI
Crniocoben ucronb3oBath | OpUEHTHPYETCS B COBPEMEHHBIX | JIOKYMEHTAIIMOHHOTO
npu pemieHny | MHQOPMALIMOHHBIX TEXHOJOTUAX | OOecCrieueHusT B YIPaBIECHUU C
npo¢eCcCHOHATBHBIX Y IPOIPaMMHBIX CPECTBAX. HCII0JIb30BaHUEM
3aga4 coBpeMennbie | MOIIK 5.2. WH(POPMAITMOHHBIX TEXHOJIOTHUM.
nH(pOpMaLOHHbIE HUcnonszyer  muiss pemeHus | YMeTb: IPUMEHSATh COBPEMEHHBIE
TEXHOJIOTUU U | mpodeccuoHaNbHbIX 3a1a4 | ”HPOPMAIIMOHHBIE TEXHOJIOTHH B
MIPOrpaMMHBIE CPEACTBA, | COOTBETCTBYIOIINE UM | Ipolecce  JTOKYMEHTallMOHHOTO
BKJTIOYAst YIPaBJIEHUE | COBPEMEHHbBIE o0ecreyeHus.
KpYyIHBIMH ~ MaccuBaMH | HHQOpPMAIIMOHHbIE TexHoJoruu | Baagers: HaBBIKOM
JTAHHBIX u UX | U IPOrpaMMHBIE  CPENCTBA, | OCYLIECTBICHUS
MHTEJUIEKTYaJIbHBIN BKJIFOYAst YIPaBJICHUE | JOKYMEHTAMOHHOTO
aHaJIN3. KPYIHBIMUA MAaCCUBAaMU JJAaHHBIX U | o0ecredeHus npodeccuoHaIbHON
UX MHTEJUICKTYAJIbHbIN aHAIN3. | IESTEIbHOCTH.
IIK-4. HIIK 4.1 3HaTh: OCHOBBI
Crniocoben ocymiecTBIATh |['OTOBHUT K 3aKIIIOYECHHUIO JIOKYMEHTAIMOHHOTO
JIEJIOBYO BHEIIHETOPIOBBIN KOHTPAKT o0ecrnieueHus B yIpaBICHUH.
KOMMYHHUKAIUIO u |UIIK 4.2 Ymers: OCYILECTBIIATH
JOKYMEHTAlMOHHOE Ocy1iiecTBiseT JOKYMEHTapHOe | JOKYMEHTAllMOHHOE OOecreueHue
obecrieyeHne COIIPOBOXICHUE npogeccuoHaTbHON
BHEIIHEOKOHOMHUYECKOW  |BHEIIHEAKOHOMHUYECKOU NEeSATEIbHOCTH.
JEeSTEIHOCTH JESITEIbHOCTH Bnanerb: HaBBIKOM  pelICHHS
NIIK 4.3 3aa4 MO0 JOKYMEHTAllMOHHOMY
VYyacTByeT B OpraHu3alMd | | 0OECIEUEHUIO B YIPaBICHUU.
BEJICHUH TEPEroBOPOB, B T.4. Ha
AHTJIMMCKOM SI3BIKE.
5. CopepxxanHue 1M CUUILTHHBI
HaumeHoBaHue
Conep:xxanue TeM (pa3jaesioB)
TeM (pa3aeioB)
Tema 1. OO0ue HOpMBI U TIpaBUiIa 0OPMIICHHUS JTOKYMEHTOB (pa3Mepsl Oymaru,
OpranuzalioHHble | TIOJIEH, HyMepalus CTpaHUIl U T.JA.) IPUMEHsSIeMOe B JIEJIOMPOU3BOJICTBE.
OCHOBBI Knaccudukanus noxymentoB. @opmsl opranuzanuu JJOY u kareropun
JeNIONPOU3BOACTBA. | yupexaeHuil. Dopmyssip - oOpaszer opraHu3auOHHO-PACTOPSTUTEIBHBIX

biranku OKyMeHTOB

JOKYMEHTOB. Buzpl n HazHaueHue 61aHkoB. TpeGoBaHus K 0(hOPMIICHUIO
noKkyMeHTOB. [IpaBuia o opmieHNs] peKBU3UTOB JIOKYMEHTOB.

Tema 2. Knaccudukanus nemoBoit  gokymenrtanuu. [IpaBunma  odopmieHus
OpraHu3annoHHO- PEKBU3HUTOB OJIaHKa W WX pACIOJIOKEHHs] Ha CTaHIapTHOM (opmaTte
pacriopsiautenbHas | Oymaru, pasmepsl mosneid. Dopmyssip- oOpasel; Tpynmnbl JOKYMEHTOB,
JTOKYMEHTAITHSL. NPUHAIICKANINX K OJJHON CHCTEME.

Oomas [IpoextupoBanue OiaHKOB  JOKyMEHTOB  opranuzaiuu. Cocras,
XapaKTepUCTHKA odopmieHHe, H3TOTOBJICHNE, XpaHEHHE OJIAHKOBOPTaHU3aIINH.

CTHJISI CITy»KEOHOM brnank gokyMeHTa: MoHsATHE, HA3HAYCHHE, BUABI OJaHKOB (00Nl OaHK,
JIOKYMEHTAITUU OJIaHK MHChMa, OJIAHK KOHKPETHOTO BHJA JOKYMEHTa (KpOMe MHCHhMA).
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CocraB, odopmnenue pekBu3uToB Onanka. OcCOOCHHOCTH  S3bIKA
cinyxkeOHbIX JTokyMmMeHTOB. Kommnosunusi gokymeHTta. CTpyKTypHbBIE
ommnOku. HeymecTHOE M HEONpaBIaHHOE YIOTpeOJIeHNE
MHOCTPaHHBIX CJIOB.
Tema 3. CnpaBouno- | @ukcanusi (OmucaHWe) JIOKAIBHBIX TMPaBWI, HOPM, TMOJIOXKECHHU,
nH(pOpMalOHHbIE ONpEAeNSAIONUX CTAaTyC OpraHu3alud, €€ CTPYKTypy, LITaTHYIO
JOKYMEHTHI. JIefioBasi | YMCIEHHOCTD U JIOJDKHOCTHOM COCTaB, KOMITETEHITUH JIOJDKHOCTHBIX JIHIL U
TIepenucKa. CTPYKTYPHBIX  TOApAa3JEICHUH, byHKIIMOHATBHOE coJiepKaHue

CocraBieHre aKTOB
Y TIPOTOKOJIOB

NesITeIbHOCTH OPTaHM3alUU B LIEJIOM, €€ MOApa3esieHuil 1 paOOTHUKOB,
uX TpaBa, 00SI3aHHOCTH, OTBETCTBEHHOCTb U Jp., B OpPraHU3allMOHHO-
pacnopsAUTENbHBIX JOKYMEHTAX OPraHU3aliH.

CtpykTypa, Ha3HayeHHE, TMOPSAOK pPa3pabOTKH, COTJIAaCOBaHUS U
yTBepxkacHus [IpaBui BHYTpEeHHET0 TpyAOBOro pacnopsiaka, Ilonoxxenus
o nepconaiie, [1onoxeHus o CTpyKTYpHOM MoApa3ieeHuH, JJomKHOCTHOM
uHcTpykuuu. llltaTHOE pacnyucaHue Kak IEpBUYHBINA YUETHBIN JOKYMEHT
no ydery kaapoB. O3HakomsieHHE paOOTHUKOB C JIOKaJbHBIMU
HOPMATHUBHBIMHU aKTaMU OpTaHU3aI1H.

Bunel u HaszHaueHue WHGOPMALMOHHO-CIPABOYHON JOKYMEHTAI[UH IO
kagpam.  Ilopsmok  odopmieHHs,  OCHOBHbIE  pPEKBH3UTHI U
MIPaBONPUMEHUTEIbHAS MIPAaKTUKa  MCIOJb30BaHUS JOKJIa/THBIX,
CITy>K€OHBIX U 0OBSICHUTEIBHBIX 3aIIMCOK, MPEICTaBICHUH, TPEATIOKEHHH,
3asBJICHUI, aKTOB, CIIPABOK M Jp. B KAY€CTBE OCHOBAHWU ISl IPUHATHI
peleHuB cdepe ynpaBiIeHUs IepPCOHAIOM OpraHU3altu.

Tema 4. OpraHu3allMOHHO-PACIOPSAIUTEIbHBIE JOKYMEHTBI: TIOHITUE, HA3HAUYCHUE,
PacniopsiaurensHble | OCHOBHBIEC BU/IbI (OpraHU3AMOHHbIE, PACTIOPSAUTENbHbBIC, CIPABOYHBIE).
JOKYMEHTHI. OpranuzanvoHHbIE TOKYMEHTHI: YCTaB, OJI0KEHUE, CTPYKTYpa U IITaTHAs
CocraBnenue YUCJIEHHOCTb, IITATHOE paclUCaHKe, TpaBuia, TOJKHOCTHAS HHCTPYKIIUS,
MPUKA30B, YKa3aHUW, | UX Ha3Hau€HUE, XapaKTepUCTUKA U COCTaB, TpeOoBaHUs K O0(OpMIIEHHIO,
pacnopsKeHUH. MOPSIIOK YTBEPKACHHUS.
Opranuzanuonssie | PacnopsauTenbHble JOKYMEHTBI: MOCTAHOBIIEHUE, MPHUKA3 (10 OCHOBHOM
JIOKYMEHTBI JEATEIbHOCTH U MO JIMYHOMY COCTaBY), PaCHOPSKEHUE, COBMECTHBIN
pacnopsAUTENbHbIN JOKYMEHT, UX Ha3HaUE€HUE, XapaKTePUCTHKA U COCTAB,
TpeGoBaHuUs K 0(hOPMIICHHUIO.
CnpaBouHO-UHQOPMAIIOHHBIE  JOKYMEHTBI:  CIyXEOHble  IHChbMA,
CIpaBKH, [OKJIAJAHBIE 3alUCKHU, MPOTOKOJBI, AaKThl, 3asBJICHHS, HX
XapaKTEPUCTUKA U COCTaB, TPeOOBaHUS K 0(OPMIICHHUIO.
Tunel JOKYMEHTOB: TOJJIMHHHK, KOMHS, TyOIMKaT, BBIMHCKA, WX
HazHayeHue. [lopsimok odopmieHuss W BblJaud KOMUN U AyOIHMKaTOB
JIOKYMEHTOB, BBIINHCOK U3 HUX.
Tema 5. Peructparust 1oKyMeHTOB: TOHATHE, IeiH, 3anadu. Cuctembl U GOpMBI
Opranu3zanus peructpanuu (KypHalbHas, KapTOuYHas, aBTOMAaTU3UpPOBaHHas), HUX
JOKYMEHTOO00O0pOTa. | JOCTOMHCTBA U HelocTaTku. [lokasarenu, BBOAUMBIE B PETUCTPALIMOHHBIE
Opranu3zanus dopMbl.  OCOOCHHOCTH  PETHCTpAllUU  BXOISIINX, HUCXOMSIIUX U
perucrpanuu BHYTPEHHUX JTOKYMEHTOB. DJIEKTPOHHBINA JOKYMEHTOOOOPOT.
JIOKYMEHTOB U CocTaB BBINIOJIHIEMBIX PabOT MPU OTHPABKE HUCXOMSIIUX JOKYMEHTOB:
KOHTPOJIb IIpOBEpKa MPaBWIBHOCTH O(opMIIeHUs, HAIUYUS IPUIIOKEHHH, ajipecara,
WCTIOTHEHUS COPTHUPOBKA IO ajpecaraM M BUJAM OTIPABJICHHM, COCTaBIEHHUE ONMUCHU
JIOKYMEHTOB pacchUIKU

KOHTpOHB HUCIIOJIHCHUA JOKYMCHTOB: IIOHATHUC, HA3HAYCHUC, BHUJBI.
[IpuHinel opraHu3ani  KOHTPOJsl. CpOKM HCIOJHEHHS: THUIIOBOM,
WHIUBUTyAIbHBIA. TeXHONOrUsl BEACHUSI KOHTPOJIS. AHAJIW3 UCTIOTHEHUS
JIOKYMEHTOB BYUPEKICHUU.
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B3anMocBs3b perucTpanuu J0KyMEHTOB U HHPOPMALMOHHO- CIIPAaBOYHON
paboTel. Opranuzanys paboThl C TOMOIIBIO CIIPABOYHBIX KAPTOUEK.
JIOIKHOCTHBIE JIMIIA, OCYIIECTBISIOUIME PETUCTPALUMI0O U KOHTPOJIb
MCIOJIHEHUS], UX (QYHKIIMH U ITpaBa.

Tema 6.
Opranuzanus
OMEepPaTUBHOTO
XpaHCHUS
JIOKYMEHTOB.
DopMUpOBaHUE JIE]T

Homenknarypa pgen: mnoHarue. 3HadeHME HOMEHKJIATypbl Jel  AJs
KJaccu(UKaluu JOKYMEHTOB, OINEPATUBHOIO XpaHEHUs M HUX Mpen
apXUBHOI MOArOTOBKU. Buasl HoMeHknatyp aen. Opranuzanus XpaHeHus
UCTIOJIHEHHBIX JJOKYMEHTOB. (OCHOBHBIE TpeOOBaHHs HOPMAaTHBHBIX
JOKYMEHTOB, pErjIaMEHTHPYIOIIMX JaHHBIM 3Tan JOKyMEHTO00OpOTa.
OTBETCTBEHHOCTD 33 COXPAHHOCTh JOKYMEHTOB.

Tema 7. IToaroroepka
JIOKYMEHTOB K
MOCTIENYOIIEH
nepeaaye
JIOKYMEHTOB B apXUB
WM Ha
YHUYTOKEHHE

JIoKyMeHTOOOOPOT Ha COBPEMEHHOM HPEAIPUATHH

DKcrepTu3a HEHHOCTH JOKYMEHTOB: MOHATHE, Ha3HadYeHue. [IpuHuuns n
KpUTEpUU OIPEICICHUS HAy4YHOM, HCTOPUYECKOM U IPAKTUYECKOU
LIEHHOCTH JOKYMEHTOB. ODKCIEpTHble KOMHCCHHU, UX (DYyHKIMH, IpaBa.
Oransl npoBeneHus dkcrepTusbl. OdhopMiieHne pe3ybTaTOB AKCIEPTH3HL.
Cpoxu xpaHeHuUs TOKyMEHTOB. [lepeunn TOKyMEHTOB ¢ yKa3aHHMEM CPOKOB
XpaHEHUs, UX BUJIbI, HA3HAYECHUE, CXEMBI ITOCTpOoeHus. I1opsnok nepenaun
JIeJI B apXUB WM YHUYTOKCHHS JOKYMEHTOB.

TpeboBanust kK O(QOPMIICHHIO ]I MOCTOSIHHOTO, BPEMEHHOTO CPOKOB
XPpaHEHUs U 110 IMYHOMY COCTaBY. ABTOMATH3aLUs POLIECCOB 00pabOTKU
NOKyMeHTOB. Kommbrorepuzanus JTOKYMEHTAIMOHHOTO —OOECTeYeHuUs
ynpasnenus. [IpaBuna opopmienus u cocrapienus onucu jein. [opsaok
nepeaayn el B apXuB. DJICKTPOHHBINH JOKYMEHTOO00POT

ApXHB: TIOHATHE, Ha3HaueHue. Buapl apxuBOB: TOCYyAAapCTBEHHBIE,
BEJIOMCTBEHHBIE, OOBEIMHEHHbIE  BEIOMCTBEHHBIC, OOBEIUHECHHBIC
MEXBEJOMCTBEHHbIE [0 JIMYHOMY COCTaBy. ApXHBHbIE (OHJBL:
JIOKYMEHTaJIbHBII, TOCY1aPCTBEHHBIM.

6. CTpykTypa IMCUMILUIMHBI 10 TEMaM € YKa3aHHeM OTBEeIEeHHOT0 HA HUX KOJIHYecTBa
aKaJleMUYeCKUX YaCOB M BUI0B Y4eOHbIX 3aHATHI

HaumenoBanue TeM
(pa3neJioB)
JTUCIHUIIINHBI

KonTakTHasi padora, yac.
3ansaTusa
JIEKIIHOHHOTI'0
THOA

CamocrosiTeN b
Has pa0ora,
gac.

Bcero,

CemuHapbl qac.

1. OpraHu3aluOHHbIE 2 2 10 14

OCHOBBI

JIETTONTPOU3BO/ICTBA.
bnanku 1OKyMEHTOB

2. OpraHu3aloHHO- 2 2 13 17

pacropsaAuTeIbHas
JOKYMEHTALTHSL.

OO1m1ast xapakTepUCTHKA
CTWJISL CITYKEOHOM
JTIOKYMEHTALIUU

3. | CopaBouHo-

TIePETIHCKa.

IPOTOKOJIOB

nH(pOpMaIMOHHBIC
JIOKYMEHTHI. JlenoBas

CocraBiieHIE aKTOB U




4. | PacniopsinuTenbHble 2 2 12 16
JIOKYMEHTHI.
CocraBieHne IpuKas3os,
yKa3aHUH,
pacropsKEHUM.
OpranuzaimoHHbIe
JIOKYMEHTBI

5. Opranuzanus 2 2 10 14
JOKYMEHTOO000pOTa.
Opranuzanus
perucrpanuu
JIOKYMEHTOB ¥ KOHTPOJIb
HUCIIOJIHCHU S I[OKYMGHTOB

6. Opranuzanus 2 2 12 16
ONEPATUBHOTO XPAaHEHUS
JIOKYMEHTOB.
dopMupoBaHUE JeI

7. [ToaroroBka 10KyMEHTOB 2 2 12 16

K MOCJIENYOLIEN
nepegave JOKYMEHTOB B
ApPXUB UK Ha
YHUUTOXKEHHUE

NUTOI'O: 14 14 80 108

7. llepevyeHb y4eOHO-METOAMYECKOT0 0O0ecnevyeHHus 1JIs CAMOCTOSATeIbHOM PadoThI
o0yyaromuxcs Mo JUCHUIIHHE

CaMocTosTenspHast pa60Ta ABJISICTCA OJHHUM U3 OCHOBHBIX BHUI0OB y‘IeGHOfI JACATCIIbHOCTH,
COCTaBHOM 4acThIO0 y4ueOHOTO IMpoliecca U UMEET CBOEH Leblo: TITyOOKOe YCBOEHHE MaTepuaia
AUCHUIINIMHBI, COBCPHICHCTBOBAHUC U 3aKPCIIJICHUC HABBIKOB CaMOCTOSITEIILHOU paGOTBI C
JUTEpPaTypoil, PEKOMEHJIOBAHHOW TMpernojaBaTeieM, YMEHUE HaWTH HYXHBIA Marepual |
CaMOCTOATCIIBHO €ro HUCIIOJIBb30BAaTh, BOCIIMTAHHUE BBICOKOU TBOp‘IeCKOI\/'I AKTUBHOCTH,
WHUIMATUBBI, TMPHUBBIYKA K TOCTOSHHOMY COBEpPLICHCTBOBAHMIO CBOMX 3HaHMM, K
LEJIEYCTPEMIIEHHOMY HAYYHOMY IIOHUCKY.

Kontponbs camoctosiTensHON pabOThI, SBISETCS Ba)XXHOW COCTaBISAIONICH TEKYIIETO
KOHTpPOJIA YCIICBACMOCTH, OCYHICCTBIACTCA IIPCIOAaBaTClicM BO BpCMA JICKIIMOHHBIX H
MPAKTUYECKHUX (CEeMHHAPCKUX) 3aHATHH U 00ecrieunBaeT OLEHUBAaHUE X0/1a OCBOCHUS H3yyaeMOin
JUCHUITIIUHBI.

BOHpOCbI AJI CaMOCTOATEC/IBHOI'0 M3YUYCHU S

1. Ilpeamer HOKyMEHTAIIHOHHOTO 0OECIIEYeHUS yIIPaBICHHSL.

2. HopMmaTuBHO-IpaBOBbIE aKThl PETYJHUPYIOT JIOKYMEHTAlMOHHOE OOecreyeHue
yIpaBIeHUS.

3. IIpakTuyeckas 3HAYUMOCTh  y4eOHOM JUCIHUIUIMHBL  «JOKYMEHTAIMOHHOE
o0ecrieyeHne yrpaBaeHHUsD».

4. O6beM U cofepKaHue MOHATUN «UHGOPMAITU» B «ITOKYMEHTY.

5. Ponb undopmaruu B obecieueHnH 3PPEKTUBHOTO YIIPABICHHUS.

6. VIcTOYHUKY MOTy4YeHUs yIpaBICHIECKON HHPOPMAIIHH.

7. HazHaueHnue U byHKIMN CITy’KO JOKYMEHTAIMOHHOTO 00ecreueHust
YIOpaBJIE€HUSI B COBPEMEHHBIX OpraHU3aIHsIX.



8. «Cucrema JOKyMEHTALUN U «yHUPUIIUPOBAHHAS CHCTEMa JOKYMEHTAII.

9. Buzpl ynpaBieHUECKUX JOKYMEHTOB YHU(PHUIMPOBAHHONW CHCTEMBI OPTaHU3aIMOHHO-
pacnopsAUTEeNbHON TOKyMEHTALUH.

10. Opranu3anmoHHbIE TOKYMEHTHI IPEAIPUATHS.

11. PacnopsiautenbHble JOKYMEHTBI NPEANPUATHS: IPUKA3bI IO OCHOBHOM JAESATEILHOCTH;
pacnopsiKEeHMs, pEIICHNUS.

12. VHdpopMaimoHHO-CTIpaBOYHbIE TOKYMEHTBI: IPOTOKOJIBI, TIOJTHAs U KpaTKas (opma ux
oopmieHus.

13. VHdpopMaimoHHO-CTIPaBOYHbIE TOKYMEHTHI: aKThl; CIY>KEOHbIE M OOBSICHUTEIbHBIC
3allMCKU; CHpPaBKH; CIyXeOHbIe JOBEPEHHOCTH; IHUChbMa, WX KiIacCU(PUKAIM, CTPYKTypa,
CTaHAapTHBIE (pa3bl U BHIPAKECHHUSL.

14. TloHATHS ZOKYMEHTOOOOPOT U OpPraHU3aIMsl JOKYMEHTO000pOTa.

15. HopmaTtuBHO-METOMYECKAs pErIaMEHTAINsS JOKYMEHTO000pOTAa.

16. OcHOBHBbIE ITpaBUJIa OPraHU3ALNHU JTOKYMEHTO000pOTa Ha MPEANPUITHH.

17. KadecTBeHHBIC XapaKTEPUCTUKH IOKYMEHTOO00OPOTA.

18. Knaccuduxanus JIOKyMEHTOIIOTOKOB: TOPU3OHTAJIBHBIE, BEPTUKAJILHBIE,
BOCXO/SIIIIME, HUCXOIAIINE, BXOASAIIUE, UCXOISAIIHE.

19. J1okyMeHTOOOOPOT Ha COBPEMEHHOM MPEAIPUATHH.

20. Kommprorepusamusi JOKYMEHTAIIHOHHOTO 00ECTICUeHUsI YIIPaBICHUS.

IIpumepHbie TeMbl pedepaToB (IOKJIAI0B)

Uctopus pa3sutus aenonpousBojcTsa B Poccun.
OCOOEHHOCTH S3bIKA U CTHIIS CITY>KEOHOTO TOKYMEHTA.
Hcropust yHupUKAIIMKA TEKCTOB CITY)KEOHBIX TTHUCEM.
DNEKTPOHHOE COOOIICHIE — OCOOSHHOCTH SI3bIKA U CTHIIA.
5. WudopmanronHas QyHKIHSI TOKYMEHTa KaK CPEACTBO 3aleyaTiieHus: U XpaHeHUsI
uHpOpMaLIKH.
6. CouuanbHas pyHKIHS JOKYMEHTA, €€ POJib B MOBBIIICHUN TPABOCO3HAHUS OOIIECTBA.
7. KommynHukaTuBHas GyHKIUS JOKYMEHTA KaK CPEJCTBO Mepenadr HHPOpMaIium.
8. IlIpaBoBas QyHKIMS TOKYMEHTa KaK CPEJICTBO YCTAHOBJICHHS TIPABOOTHOIICHHI
MEXTy FOPUINISCKUMU U (PU3NICCKIUMHE JTUIIAMH.
9. Vmpasnenueckas GQyHKIUS JOKYMEHTa B POJIM OCHOBHOTO MHCTPYMEHTA JIJISl pEeLICHUS
aIMHUHHUCTPATUBHBIX M OPraHU3aI[MOHHBIX BOIIPOCOB YIIPABIICHUSI.
10. Ponb ciayx06n1 JIOY B neaTenbHOCTH OpraHU3aIiH.
11. Opranuzanust pabo4ux MECT U yCIOBUHU Tpya mepcoHaia ciykos1 JJOVY.
12. JlomxHOCTHAs HHCTPYKIUS. DyHKIIMH, CTPYKTYpa, METOIMKA Pa3pabOTKH.
13. Opranuzanusi JOKyMEHTOO0OpOTa, OCHOBHBIC HAIIPABJICHUS COBEPIICHCTBOBAHMSI.
14. OOBbeKTUBHBIE U CYOBEKTUBHBIC (DAKTOPHI, BIUSIONINE HA POCT JOKYMEHTOOOOpOTA.
15. DnekTpoHHBINH TOKyMEHT0000pOT. [IpobaemMbl 1 NepCHEKTUBBI PA3BUTHS.

el

Pacnpenesnenue camocTosiTe IbHONH padoThI

Bunsl, hbopMbl 1 00BEMBI CAMOCTOATENBHON pabOTHl CTYJCHTOB NPU W3YYEHUH JaHHOU
JUCLUIUIMHBI ONPEEIISIIOTCA €€ COEPKaHUEM U OTPaXXEHbI B CleIyoLei Tabuue:

. Oo0bem
HauMeHoBanue teM Bua camocrosiTeJaLHOM .
CaMOCTOSITeIbLHOM
Ne (pa3ae/ioB) IMCUMILTHHBI padoTbI
padoThI
n/n
1. | Opranu3anvoHHbIE 0oCcHOBBI | [ToAroToBKa K ay AMTOPHBIM 10
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JeNONIPON3BOACTBA.  biaHku | 3aHATUSAM, HaICAaHUE
JOKYMEHTOB pedepaToB, NOArOTOBKA
JIOKJIaJI0B
2. | Opranu3anoHHO- [ToaroroBka Kk ayAUTOPHBIM 13
pacropsAuTeNnbHas 3aHATHUSAM, HalICAaHUE
JTOKyMEHTAIHSL. pedepaToB, NOATOTOBKA
OOm1ast XxapaKTEepUCTHKA CTIIA | JOKJIAJI0B
CITY>kKeOHOM TOKYMEHTAITU!
3. | CopaBouHo- [ToaroroBka Kk ayJUTOPHBIM 11
MH(GOPMaLMOHHbIE 3aHATHUSM, HallUCaHUE
JTOKyMeHTHI. JlenoBas pedepaToB, MOATOTOBKA
THepervcKa. JIOKJIa/I0B
CocraBiieHue akToB 1
IIPOTOKOJIOB
4. | PacniopsautenpHble ITogroroBka k ay IMTOPHBIM 12
JOKYMEHTBI. 3aHATHUSM, HallUCAaHUE
CocraBieHne IpuKa3oBs, pedepaToB, MOATOTOBKA
YKa3aHUH, paclopssKeHUH. JTIOKJIaJIOB
OpraHu3aioHHbIC JOKYMEHTBI
5. | Opranuzanus [ToaroroBka Kk ayAUTOPHBIM 10
JTOKYMEHTO000pOTa. 3aHATHUSAM, HalICAHUE
Opranuzanus perucrpanuu pedepaToB, NOArOTOBKA
JTOKYMEHTOB M KOHTPOJIIb JIOKJIa/I0B
UCIOJIHEHUS IOKYMEHTOB
6. | Opranuzanus onepaTuBHOIO [ToaroroBka Kk ayJUTOPHBIM 12
XpaHEHHUs JOKYMEHTOB. 3aHATHUSM, HallUCaHUE
dopmupoBaHue Jel pedepaToB, MOATOTOBKA
JIOKJIaJI0B
7. | IloaroroBka JOKYMEHTOB K ITogroroBka k ay IUTOPHBIM 12
nocjenyrolel nepenade 3aHATHUSM, HallUCAaHUE
JOKYMEHTOB B apXUB WJIM Ha pedepaToB, MOATOTOBKA
YHUUYTOXKECHHE JIOKJIaJI0B
HUTOrIO: 80

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

aTTecTALMH

8.1. IlepeyeHb BONPOCOB /Jisi MOATOTOBKHU K 324€eTy € OLEHKOM

1. O6mme
JOKYMEHTAIIUN

HOPMBI,

KIaccupUKaIus,

yHUGUKAIUS ¢

CTaHJapTu3alus J1eJI0BOM

2. Ilonsatue I[OKYMGHTOOGOPOTEI, €T0 KOJIMYCCTBCHHLBIC U KAYCCTBCHHBIC XapPAKTCPUCTUKU.

PN W

DyHKINH ET0NPOU3BOCTBA.
[TonsaTHe OpraHu3alMOHHBIX JOKYMEHTOB.
['ocynapcTBeHHas cuctemMa JOKyMEHTAllMOHHOTO 00ecTiedeH sl YIIPaBIICHUS.
brnanku TOKyMEHTOB ¥ TpeOOBaHUS K HUM.
Bunbl u Ha3HauYeHNE PacOPAIUTEIbHBIX JOKYMEHTOB.
Buzpl 1 Ha3HaUeHME TUYHBIX JOKYMEHTOB.

9. Bujabl 1 Ha3HAYECHHE OPTAaHU3AIMOHHBIX JOKYMEHTOB.
10. IpaBuna ciayxeOHON NEpEenUCKH Ha MPEATPHUATHN.
11. Knaccudukanus 1eI10BbIX 1 KOMMEPYECKUX TTHUCEM.
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12. TloHsATHE W MPUHITUITEI OPTAaHU3AIIMN JOKYMEHTOO0O0pOTA.

13. YkaxuTe TEXHOJOTHUYECKYIO IOCIIEAOBATEIbHOCTh 3TANoOB pabOThl C BXOISAIIUMHU
JIOKyMEHTaMHU.

14. Pabora c mucbMaMu U 0OpaleHUsIMUA TPaKIaH.

15. ®opmupoBanue u 0hoOpMIICHUE JE.

16. IloaroroBka u nepeaaya JOKyMEHTOB Ha apXMBHOE XpaHEHUE.

17. Opranm3zanust pabOTHl ¢ JOKyMEHTaMH, KOTOPBIE OTHECEHBI K TOCYJapCTBEHHOMN
TalHe.

18. OcobeHHOCTH BEIEHUS JCIONPON3BOJICTBA, OOSCIEYNBAIOIIECTO YIET U COXPAHHOCTh
KOH(pHICHIIMATHHON MH()OPMAIH U TOKYMEHTOB.

19. TumoBble OpraHU3alUOHHBIE CTPYKTYPHI CIY>KOBI IETOMPOU3BOJICTBA.

20. YcnoBus Tpyaa pabOTHHKOB CITy>KOBI JEIOTIPOU3BOICTBA.

21. YcraB Kak OCHOBHOM OpraHM3allMOHHBIN TOKYMEHT.

22. CrangapTHble (pa3bl U BRIPAKEHUS JICIIOBBIX U KOMMEPUECKUX MHUCEM.

23. OcoOEHHOCTH sI3bIKA U CTUJIS CITYKEOHBIX JOKYMEHTOB.

24. PexBM3UTBHl MEXAYHapOJHOro nucbMa. OCHOBHBIE PEKOMEHAALNH 110 COCTABIIEHUIO
TEKCTOB MEXKIYHAPOIHBIX ITHCEM.

25. OyHKIMKM OCHOBHBIX NOJpA3JCNCHUIl CIyKObl JOKYMEHTAIMOHHOTO OOECTIeYeHHUs
yIpaBJI€HUS.

26. ABTOMAaTM3MPOBAaHHBIC TEXHOJOTHM OOPAaOOTKM TOKYMEHTOB M WX BJIMSHHE Ha
CHUCTEMY JIEJIONPOU3BOACTBA KOHKPETHON OpraHU3allH.

27. CrnpaBoYyHO-MH(YOPMALMOHHBIE JOKYMEHTHI.

28. CTpyKTypa M colepaHHe KaapoBOW MoKyMmMeHTauuu. OpraHu3aliMOHHO-KaJpOBbIC
JIOKYMEHTHI.

29. OcHOBHBIE ACMEKTHI KYJBTYPHI AEIOBOUN pEUH.

30. Crapmaptu3anus s3bIKa JOKyMEHTa. SI3bIKOBBIE TpeOOBaHUS K OGOPMIICHUIO
PEKBU3UTOB JIOKYMEHTA.

8.2. TunoBkle 3agaHuA 1JI9 ONEHKH 3HAHMI

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

0) C yBaXEHHUEM ...

B) HAMM paccMOTpeHbI Bamu npeanoxxeHus . ..

T) B CBSI3H ...

2. JlesITenbHOCTD allfapara yrnpaBieHHs, 0XBaThIBAIOIAs BOPOCH! TOKYMEHTHUPOBAHUS U
OpraHu3aIy padoThl ¢ JOKYMEHTaAMHU:

a) TIOKYMEHTAIIMOHHOE 00ecIieueHre yIpaBJICHHS;

0) cTanmapTU3aus;

B) EI'C/l;

I') cUCTEMa JOKyMEHTALIHH.

3. JIOKyMEHT, 3aKpeIUIAIOIUI JOJPKHOCTHON U YUCIIEHHBIM COCTAaB MPEANPUSATHUS C
ykazanueM (hoHa 3apabOTHOM TIJIATHI:

a) TOJKHOCTHAsI MHCTPYKLIUS;

0) ycTas;

B) MOJIOKEHHUE;

T') IITaTHOE pacIHCaHUeE.
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8.3. TunoBble 3a1aHUsA 1JIsl OLEHKH YMEHU I

3apanue 1. OdopMure ITOKYMEHT, HCHOIB3YS WHPOPMAIMOHHBIE TEXHOJOTHHU, B
COOTBETCTBUU C TpeboBaHUsIMU coBpeMeHHOro nenonpousBoctsa) [OCT P 6.30 —2003).

PykoBoguTemnto aBTopeMmoHTHOTO cajioHa [leckapéBy.

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
aamuHKcTpanuu [Ipumopckoro kpast numer orBeTHOE nucbMo B OO0 «MHauBuAyM», YTO OHU
TOTOBBI BBIJICJINTh KBOTY Ul UX OpPraHU3alMM Ha SKCHOPT KPyrioro jeca B koauuectse 10 ThIC.
KyO. M.»

8.4. TunoBkie 3aaHUA IJI OHEHKH HABBHIKOB

3aganme 1. CocraBbTe pacHOPSAUTENbHBIE TOKYMEHTHI, 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/AENA B COCTaBe 3 MITaTHBIX €AUHUI]: KOMMEPUYECKOTO
nupektopa — 1, Bemymiero cmemuanucta — 1, cmemuanucra — 1. ['maBHOMY Oyxranrepy
npeanpustust [opstueBy ['.A. ObIJIO MOPYYEHO MPEACTaBUTh Ha YTBEPKICHHE HOBOE IITATHOE
pacnucaHue NpeanpuaTrs Ha 4 KBapTaj TeKyIero rojaa k 1 oktsaops. Kommepueckomy nupexropy
HUrnareeBy T.H., KOTOpBIM 3aBU3MpOBA IPOEKT IpUKa3a, MPEANMCAHO 3aKOHYMTH
KOMIUIEKTOBaHHE OT/Ieja KaJipaMH C BBICIIUM SKOHOMHYECKUM oOpa3zoBaHueM K 10 OKT0ps.

3ananue 2. CocraBere PACIIOPSAXKEHUE 1o oTkpbITOMY aKIIMOHEPHOMY OOIIECTBY

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

B KOHCTpYKTMBHOM 4aCTH YKaXMT€, YTO B COOTBETCTBUM C THIIOBOM MHCTPYKLHMEW IO
JIETTONPOU3BOJICTBY B MUHUCTEPCTBAX, BeOMCTBax Poccuiickoit denepannn, yTBEPKIACHHON O
pacnopsbkenuto  [IpaButensctBa Poccuiickoit ®Penpepanun 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 MPOXOXKIACHUS TOKYMEHTOB U
CTaHJapThl HA OPraHU3ALNOHHO-PACTIOPSAUTENBHYIO JOKYMEHTALUIO.

B pacnopAnuTensHOM 4YacTH YTBEpAUTE WHCTPYKLMIO M IOPYYUTE 3aBELYHOLICH
KaHLENIsApued 00ecreduTh METOANYECKOE PYKOBOJCTBO OpraHU3aliel AeIoNnpou3BOJACTBA Ha
NPEANPUSTHHA U YCTAHOBUTH KOHTPOJIb 32 COOIOACHNEM TPeOOBAHNN HHCTPYKIIUH.

9. IlepeyeHb OCHOBHOI 1 I0NIOJHUTEJIbHOM y4eOHOM JIUTEPATYPbl, HEOOXOAMMOM 1JIs1
OCBOCHMS THCIMIIIMHBI

9.1. OcHoBHas1 JUTEpaTYpa

1. Ky3uenos, 1. H. [lokymeHTanmonHoe obecrnieueHue ynpasieHus. JJokyMeHToo00poT
U JICJIIONPOU3BOJICTBO : YUeOHUK U IpakTukyM Juis By3oB / M. H. Ky3nenos. — 4-e u3z., mepepad.
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u gom. — Mocksa : U3narensctBo FOpaiit, 2024. — 545 ¢. — (Bwicmiee obpazoBanue). — ISBN
978-5-534-16003-1. — TexkcT : anexkTponHbI // O6pazoBaTenbHast miardopma FOpaiit [caifr]. —
URL.: https://urait.ru/bcode/535548

2. I'pozoga, O. C. [denonpousBoAcTBoO : yaeOHOe mocodue mist By3oB / O. C. ['po3oBa. —
2-e m3n1. — Mocksa : MU3narensctBo IO0paiit, 2024. — 131 c. — (Bricmee o6pazoBanmne). — ISBN
978-5-534-15964-6. — Texct : anexktponHbI // O6pazoBaTenbHast miardopma FOpaiit [caifr]. —
URL.: https://urait.ru/bcode/539522

3. Hoponuna, JI. A. Oprasu3anus U TEXHOJOTHs JOKYMEHTAIIHOHHOTO OOECTICUeHUs
yIpaBJICHUS : YYeOHUK U MpakTUKyM 11 By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3.,
nepepad. u gon. — Mocksa : M3narensctBo HOpaiit, 2024. — 270 c. — (Bricuiee oOpa3oBanue).
— ISBN 978-5-534-16016-1. — Texcr : anekTponnslii // O6pa3oBarenbHas miatopma KOpaitt
[caiiT]. — URL: https://urait.ru/bcode/536404

9.2. lonotHUTEIBHAS IUTEPATYPA

1. "BanoBa, A. FO. Pycckuii Si3bIK B A€TOBOI TOKYMEHTALIUH : Y4YeOHUK U TMPAKTUKYM JUIs
By30B / A. 1O. MBanoBa. — 3-e u3n., mepepad. u non. — Mocksa : M3gatensctBo FOpaiit, 2024.
— 144 c. — (Boicmiee ob6pazoBanue). — ISBN 978-5-534-16172-4. — TekcrT : JIEKTPOHHBIHN //
O6pazoBarenpHas miaTdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/536876

2. KazakeBuu, T. A. JlokymeHTOBeaeHUE. JIOKyMEHTAllMOHHBIM CEpBHUC : YYEOHHK H
npakTtukym 11 By30B / T. A. KazakeBuu, A. U. Tkanuy. — 2-e uza., ucnp. u aomn. — Mocksa :
WznarensctBo FOpaiit, 2024. — 167 ¢. — (Bricmiee oopa3oBanue). — ISBN 978-5-534-06273-1.
— Tekcr : onexkrponHbii // OOpazoBatenbHas mnatdopma HOpaiit [caiit]. — URL:
https://urait.ru/bcode/538386

3. lllyBamoBa, H. H. Opranuzamnus ¥ TEXHOJOTHS TOKYMEHTAIIMOHHOTO OOecredeHUs
yhpaBieHus : yueOHUK U npakTukyMm ais By3oB / H. H. lllyBanoBa. — 3-e uzn., nepepa0. u 1or.
— Mocksa : U3parensctBo HOpaiit, 2024. — 247 ¢. — (Bricmiee o6pa3oBanue). — ISBN 978-5-
534-16537-1. — TexcT : anexTpoHHsblii // ObpazoBarenbHas miatdopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/536968

10. Ilepeyennb pecypcoB HHGPOPMALMOHHO-TEJIeKOMMYHUKAUMOHHOM ceTH ""UHTepHeT",
HEeO0XO0AUMBIX JJIfl OCBOCHH S JUCHUNIMHBI U MHGPOPMAIIMOHHBIX TEXHOJIOTHIA,
HCIO0JIb3yeMbIX NPH OCYLIeCTBJIEHUHN 00pa30BaTeJILHOI0 NpoLecca no JUCHUILINHE,
BKJIIOYasl MlepevYeHb MPOrPpaMMHOI0 o0ecrneyeHus: 1 HHPOPMALMOHHBIX CIPABOYHbBIX
cucrTeM (MpH HEOOXOAMMOCTH)

1. http://biblioclub.ru - 9BC «YHuBepcurerckas OMOINOTEKA OHIANHY

2. https://urait.ru - 9BC «Ob6pa3zoBarenbHas miatdopma KOpaitt»

3. https://elibrary.ru/org_titles.asp?orgsid=14364 - HaydHas dJEKTpOHHas OWOIMOTEKa
(H9b) «eLIBRARY.RU»

4. http://economicus.ru - >KOHOMHUYECKHW TMOPTaJ, TAC TNPEICTaBICHBI pPabOThI |
Oouorpaguu M3BECTHBIX SKOHOMHUCTOB, NMPO(ECCHOHAIBHBIA KaTaJor SKOHOMHUYECKUX PECypCOB
WUuTtepHer, 5SKkoHOMHYECKass  KOH(pepeHIUs, y4eOHO-METOAMYECKHWE  MaTepuanbl s
NPENOJAIOIINX U M3YYaloIIUX YKOHOMHKY, MTOA0OpKa CIOBApE, SHIMKIIONEANH, CIIPAaBOYHUKOB
M0 CaMbIM Pa3HOOOpa3HBIM 00JIACTAM SKOHOMHKH, HanOoJiee IMOJHOE COOpaHue JCKIHUHA IO
HYKOHOMUYECKON TEOPUHU.

5. http://www.aup.ru AIMUHHCTpAaTUBHO-YTpaBieHYeckuid [lopram - OecrutatHas
3JIEKTPOHHAast OMOIMOTEKA 110 BOIIPOCaM SKOHOMUKH, (PMHAHCOB, MEHEKMEHTA M MapKETHHTa Ha
HPEATIPUATHH.

6. http://www.consultant.ru/ - CipaBo4nas npaBoBas cuctema «Koncynprant [Lmroc»
7. https://rosstat.gov.ru/ — caiT demepanbHON CITyKObI TOCYTAPCTBEHHON CTATUCTUKH
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https://urait.ru/bcode/535548
https://urait.ru/bcode/539522
https://urait.ru/bcode/536404
https://urait.ru/bcode/536876
https://urait.ru/bcode/538386
https://urait.ru/bcode/536968
http://biblioclub.ru/
https://urait.ru/
https://elibrary.ru/org_titles.asp?orgsid=14364
http://economicus.ru/
http://www.aup.ru/
http://www.consultant.ru/
https://rosstat.gov.ru/

JINneH3nonHoe NporpaMMHoOe ooecreyeHue:

— Windows (3apy0exHoe, BO3ME3IHOE);
MS Office (3apyOexHO€E, BO3ME3THOEC);
Adobe Acrobat Reader (3apy0exHO€, CBOOOIHO pacIpOCTPAHIEMOE);
Koncynprantllmoc:  «Koncymprantllmioc: Crynment»  (poccuiickoe, CBOOOIHO
pacIpoCTpaHsIeMOE);

— 7-zip — apxuBaTop (3apy0OekHOe, CBOOOAHO PacpOCTPaHIEMOE);

— Comodo Internet Security (3apy0exHoe, CBOOOTHO pacIpOCTPAHIEMOE).

11. MeToauveckne yKazaHus AJs1 00y4aIOIIHUXCH M0 OCBOCHUI0 THCHMUILINHBI

Opranuzanus 00pa30BaTEIBLHOTO TPOIECCa PErIAMEHTUPYETCS yYeOHBIM IUIAHOM U
pacrnicanueM y4eOHbBIX 3aHATHI. S3bIk 00ydeHus (Iperno1aBaHus) — pyCCKUH.

I[Ipu  QopmupoBanum cBoeil HMHAUBUAYaTbHOH  00pa30BaTENbHOW  TPACKTOPUH
oOyJaromuiics UMeeT MpaBo Ha Mepe3ayeT COOTBETCTBYIOUIUX AUCIMILINH U MPpodeccrnoHalbHbBIX
MOJIyJIel, OCBOEHHBIX B TIPOIECCE MPEAMISCTBYIOMIET0 OOYYEeHHs, KOTOPBI OCBOOOXKIaeT
oOyyJaromerocs OT He0OX0AMMOCTH UX TTOBTOPHOTO OCBOCHHSI.

Oo0pa3oBaTte/ibHbIE TEXHOJOTHHU

VY4eOHbI mpoliecc NpH MPENoJaBaHUU Kypca OCHOBBIBA€TCS Ha MCIOJIb30BaHUU
TPaIULIMOHHBIX, WHHOBAIIMOHHBIX M WH(MOPMAIMOHHBIX OO0PAa30BATEIBHBIX TEXHOJIOTHIA.
TpagunuonHble 00pa3oBaTeNbHBIE TEXHOJOTMH IPEACTABICHbl 3aHATUAMU CEMUHAPCKOro U
JEKIIMOHHOTO Tuma. VHHOBalMOHHBIE 00pa30oBaTENIbHBIE TEXHOJOTUU HWCIOIB3YIOTCS B BHJIE
HIMPOKOTO TNPUMEHEHUS aKTUBHBIX M HWHTEPAKTUBHBIX (OPM MPOBEACHUS 3aHATUM.
Nudopmannonnsie  00pa3oBaTeNbHbIE TEXHOJOTHUU  pPEATM3YIOTCS IMyTEM AaKTUBU3AIUU
CaMOCTOSITEIbHON pabOTHI CTY/IEHTOB B MH(OPMAIMOHHON 00pa30BaTEILHON Cpe/ie.

3aHATHSA JIeKIHMOHHOTO THIIA

JIeKIMOHHBI Kypc TMpeArnoyiaraeT CHUCTEMaTU3UPOBAHHOE U3JI0KEHHE OCHOBHBIX
BOIIPOCOB y4€OHOTO IJIaHA.

Ha nepBoii nekuuu gextop 00s3aH NpeaynpeauTb CTyACHTOB, IPUMEHUTENBHO K KAKOMY
6a3oBoMy yueOHUKY (yueOHUKaM, y4eOHBIM MTOCOOHSIM) OyAET MPOYUTaH KypC.

JlekMOHHBIA KypC JO/DKEH JaBaTh HAMOOJBIINN 00beM MH(pOpMauu U 0OeCTieUnBaTh
Oonee TiyOOKOe MOHUMAaHUE Y9eOHBIX BOIPOCOB MPHU 3HAYUTEIHLHO MEHBIIEH 3aTpaTe BPEeMEHH,
YyeM 3T0 TpedyeTcsi OOJBIIMHCTBY CTYIEHTOB Ha CAMOCTOSITENIbHOE U3yUeHUE MaTepraa.

3aHATHS CEMHHAPCKOT0 THIIA

CemuHapckue (MMPaKTUUECKUE ) 3aHATHSI TPEICTABIISIOT COOOM JIeTaTNU3aIHIO JIEKIIMOHHOTO
TEOPETUIECKOr0 MaTepuana, MPOBOSATCS B IEISAX 3aKPETICHUs Kypca.

OcHoBHOM (opMOI TIpOBEEHUS CEMHUHApPOB M TPAKTUYCCKUX 3aHITHH SBISETCS
oOcyxJeHnue HamOosee MPOOJIEMHBIX M CIOXHBIX BOMPOCOB IO OTICIBHBIM TeMaM, a TaKke
pelieHye 3aaad U pa3dop MPUMEpPOB M CUTyallMd B ayJIUTOPHBIX YCIOBUAX. B oOs3aHHOCTH
MpernoaaBaTeliss BXOIIT: OKa3aHUE METOAMYECKON MOMOIIY U KOHCYJIHTHPOBAHHE CTYACHTOB IO
COOTBETCTBYIOIIMM TEMaM Kypca.

AKTHBHOCTb Ha MPAKTUYECKUX 3AHITHIX OLICHUBACTCS TIO CIEIYIONINM KPUTEPHSIM:

— OTBETHI Ha BOMPOCHI, TIpeIjlaraeMbie MPernojaBaTesieM;

— y4JacTHie B TUCKYCCHSIX;

—  BBIMOJHEHHE MTPOCKTHHIX U MHBIX 3a/I1aHUN;

— aCcCHCTHUPOBAHME MPENOJaBaTelio B IPOBEICHUY 3aHATUH.

JlokJ1agel U OMIIOHUPOBAHUE JIOKIAJ0B MPOBEPSIOT CTEICHb BIAICHHS TEOPETUYCCKUM
MaTepuaioM, a TakKe KOPPEKTHOCTh U CTPOTOCTh PACCYKICHUM.

OrneHuBaHue MPAKTUYECKUX 3aJaHUN BXOJUT B HAKOIUICHHYIO OIEHKY.
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CamocTrosiTesibHAsi padoTa 00yYarOIMXCs

CamocTtosTenpHas paboTa CTYJEHTOB — 3TO MPOIECC AKTUBHOTO, IIEJIEHATIPABICHHOTO
NpUOOpETEeHUs] CTYACHTOM HOBBIX 3HaHUH, yMEHHH 03 HemocpeICTBEHHOro Yy4acTus
MpernoaaBaTelis, XapaKTepU3yIOMIMiCS TMPEAMETHON  HAmpaBICHHOCTHIO, A((HEKTHUBHBIM
KOHTPOJIEM U OLIEHKOW Pe3yJIbTaTOB JESATEIbHOCTH 00yYaroIIerocs.

Lenu camocTosTeNbHON PaOOTHI:

— CHCTEeMAaTH3alus M 3aKPEIUICHHE MOJIyYEeHHBIX TEOPETHUYECKUX 3HAHUM U MPAKTUYECKUX

YMEHUH CTYICHTOB;

— yriayOJieHHe U paclInpeHUe TEOPETUYSCKUX 3HAHMIA,
— ($opMHpOBaHHE YMEHUU HUCIOIB30BAaTh HOPMATHUBHYIO U CIPABOYHYIO JOKYMEHTAIIHIO,

CIELUUATIBHYIO JTUTEPATYPY;

— pa3BUTHE MO3HABATENIbHBIX CIIOCOOHOCTEN, aKTUBHOCTH CTYJIEHTOB, OTBETCTBEHHOCTU U

OpraHU30BaHHOCTY;

— (GOpMHPOBAaHHE  CaMOCTOSTEIHHOCTH  MBIIUICHHUS,  TBOPYECKONH  WHHIIMATHUBBI,

CIIOCOOHOCTEH K caMOpa3BUTHIO, CAMOCOBEPILICHCTBOBAHUIO M CAMOpPEaIN3alluu;

— Ppa3BUTHUE UCCIIEIOBATEIbCKUX YMEHUN U aKaIEMUYECKUX HABBIKOB.

CamocTtosTenpHas paboTa MOXKET OCYIIECTBISATHCS WHAMBHAYAIBHO WU TPyINIaMU
CTYJIEHTOB B 3aBUCMOCTH OT LI€JIH, 00beMa, YPOBHS CIOKHOCTH, KOHKPETHON TEMAaTHUKH.

TexHonorusi  OpraHW3allMd  CaMOCTOSITENIBHONH  pabOThI  CTYOEHTOB  BKIIIOUYAECT
UCIIOJIb30BaHNE MH(POPMAIIMOHHBIX M MaTEepHUaIbHO-TEXHHUUYECKUX PECYpCOB 00pa30BaTEIbHOIO
YUPEKICHUS.

[lepen BBIIOJIHEHHEM OOYYaIOMUMHKCS BHEAYJIUTOPHOM CaMOCTOATEIBHONH paboThI
MpEnoiaBaTesib MOXET MPOBOAUTh HHCTPYKTaX IO BBIMOJHEHHIO 3aJlaHus. B HHCTpyKTax
BKJIFOYAETCS:

— LeJb U COoepKaHUE 3aJ1aHNs;

— CPOKHU BBIIIOJIHEHHUS;

— OpPUEHTHUPOBOYHBIN 00beM PadOTEHI;

— OCHOBHBIE TpeOOBaHUS K pe3yJabTaTaM pabOThl U KPUTEPUU OLICHKH;
— BO3MOJKHBIE TUITUYHBIC OMIMOKU TIPU BHITIOTHEHHH.

HHucTpyKTax MpoBOIUTCS MpernojaBaTesieM 3a cueT 00beMa BPEMEHH, OTBEJECHHOTO Ha
U3Yy4YeHUE JUCIUTUINHBIL.

KoHTposib pe3ynbTaTOB BHEAYJIUTOPHOM CAMOCTOSITEIIBHOW PabOThI CTYACHTOB MOJKET
IPOXOJUTH B MUCbMEHHOM, YCTHOW WIJIM CMELIaHHOH (opme.

CTyAeHTbl JOMKHBI MOIXOIUTh K CaMOCTOSITENbHONW paboTe Kak K HauBaKHeHIeMy
CPEICTBY 3aKPEIUICHUS U Pa3BUTHsSI TEOPETUUECCKUX 3HAHUMU, BBIPAOOTKE €IUHCTBA B3TJISIO0B Ha
OTJIeNIbHBIE BONPOCHI Kypca, NPUOOpETeHHs] OMNpeAENEeHHBIX HABBIKOB U HCIOJIb30BaHUS
npodecCuoHaIBHON TUTEpaTyphI.

[TomemeHust 11 caMOCTOSATENbHON pabOThl O00ydaIOIIUXCS JAOKHBI OBITH OCHAIEHbI
KOMIIBIOTEPHON TEXHUKOW C BO3MOXKHOCTBIO MOJKITIOYCHHS K ceTu «IHTepHeT» 1 obecrieueHneM
JOCTyTa B 3JIEKTPOHHYIO HHPOPMAIIMOHHO-00pa30BaTEIbHYIO Cpely OpraHU3alllu.

[Tpu camocTosATepHON TPOPabOTKE Kypca 00ydaronnuecs J0KHBIL:

— TpOCMaTpPUBATh OCHOBHBIC ONpPEEIeHUs U (DAKTHI;
— TMOBTOPUTH 3aKOHCIEKTUPOBAHHBIN Ha JIEKIIMOHHOM 3aHATUHA MaTepHall U AOMOIHUTh €ro

C YYETOM PEKOMEH/I0BaHHOM IO JaHHOW T€ME JINTEPATYPHI;

— HW3Y4YUTh PEKOMEHJIOBAHHYIO JIMTEPATYpPy, COCTABIATh TE€3UChI, aHHOTALIUU U KOHCIIEKTHI

Haubosee BaKHBIX MOMEHTOB;

— CaMOCTOSITEJIBHO BBITIOJIHATH 33/I1aHUsI, AaHAJIOTUYHBIE ITPEIaraéMbIM Ha 3aHATHUSAX;
— UCHOJB30BaTh AJISi CAMOIIPOBEPKU MaTepuaibl (JOHAA OLIEHOYHBIX CPE/ICTB;
—  BBIIOJIHATH JOMAIIIHUE 33JIaHUS 110 YKa3aHUIO ITPENO1aBaATEs.
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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
CreIMalIbHbIE YCIOBUS IS MOJTydeHus oOpa3zoBaHus nHBanIuaamMu u auramu ¢ OB3.

[Tpodeccopcko-nenarornyeckuii coctaB 3HAKOMHUTCS. C TICHXOJIOTO-(PU3NOTIOTUYECKUMU
0COOCHHOCTSIMU 00ydJaromuxcss uHBaIuAoB U null ¢ OB3, uHAMBUAYyaTbHBIMU MPOTPAMMaMU
peabunuTanuu  WHBaIUAOB (mpu  Hamuuuu). [Ipy  HEOOXOAMMOCTH  OCYIIECTBIISICTCS
JOTIOTHUTEIbHAS TOMJCPXKKA TMPENOoJaBaHus THIOTOPAMH, TIICHUXOJIOTAMH, COLHUAIbHBIMU
pabOTHUKAMU, POLIECIIMMH MTOATOTOBKY aCCUCTEHTaMHU.

B cootBeTcTBHM ¢ MeTOANYECKMMHU peKoMeHAanusMu MunoOpHayku P® (yTB. 8 anpens
2014 1. Ne AK-44/05BH) B Kypce MpeaIoiaraeTcsi HCIOIb30BaTh COIMUAIBLHO-aKTUBHBIC W
pedIeKCUBHBIE METOIbl OOyUYeHUS, TEXHOJOTHH COLMOKYJIBTYPHOH peadWINTAllUd C IIENBIO
OKa3aHHs TOMOIIM B YCTAHOBJICHUU IOJHOLEHHBIX MEXKINYHOCTHBIX OTHOUIEHHH C APYyTUMU
CTYJEHTaMH, CO3JaHHH KOM(OPTHOTO TCHXOJIOTUYECKOTO KJIMMAaTa B CTYICHYECKOH TpyTIie.
[TonGop m pa3paboTka ydeOHBIX MaTEPHAIOB MPOU3BOIATCS C YYETOM TIPEIOCTaBICHUS
MaTepuana B pa3MUYHbIX (popMax: ayauanbHON, BU3YAIbHOH, C MCIOIB30BaHUEM CIEIHATBLHBIX
TEXHUUYECKUX CPEACTB U NH(POPMALIMOHHBIX CHCTEM.

Meaunamarepualibl  Takke CIEIyeT HWCHOJb30BaTh U QNalTUPOBaTh C  Y4ETOM
WHIUBUTyATBHBIX 0COOCHHOCTEH 00ydeHust nHBau10B 1 jull ¢ OB3.

OcBoeHue AUCHUIUIMHBI UWHBanugamMu U Juuamu ¢ OB3  ocymectBisieTcss ¢
WCIIOJIb30BAaHUEM CPEJICTB OOyYEHHMsI OOIIETr0 W CICIHAIBHOIO Ha3Ha4YeHHs (MIEPCOHATBHOTO U
KOJUIEKTUBHOTO HCIIOJIb30BaHus). MaTepuanbHO-TEXHUYECKOE OOeCTieueHre MpeaycMaTpruBaeT
MPUCTIOCOOJICHUE ayTMTOPUM K HY>KJaM WHBaIKUI0B M Jinil ¢ OB3.

dopma TmMPOBEACHUS ATTECTAlMM Ui CTyJAEHTOB-MHBamuioB u Jymn ¢ OB3
YCTaHABIIMBAETCS C YYETOM MHAUBHIyaIbHBIX IICUXO(PHU3NYECKUX 0COOCHHOCTEH. J{7151 NHBAaTUA0B
u qury ¢ OB3 mpenycmarpuBaeTcst qoctymHas (Gopma TpeaocTaBlIeHUS 3aJaHUi OLEHOYHBIX
CPEICTB, @ UMEHHO:

- B TEYaTHOW WU JJIEKTPOHHOW Qopme (Ans Jull ¢ HapyUIEHUSIMH OIIOPHO-

JIBUTATEIBHOTO amnmnapara);

- B TeyaTHON (opme MM 3JEKTPOHHOM (opMe ¢ YyBEIMUEHHBIM MIpU(GTOM U

KOHTPACTHOCTBIO (JUIsI 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 BOMPOCHL. [[JIsl TAKUX CTYACHTOB MpeayCcMaTprUBaeTCs JOoCcTymHas (hopma
MPEIOCTaBIECHUSI OTBETOB Ha 33/1aHUS, 3 UMEHHO:

— THUChbMEHHO Ha Oymare uin HabOpoM OTBETOB Ha KOMIIbIOTepe (JIsl JIUI] C HApyLICHUSIMU
ciIyxa, peun);
— BBIOOPOM OTBETa U3 BO3MOXHBIX BAPUAHTOB C MCIIOJH30BAHUEM YCIYT aCCUCTEHTA (IS

JIUI] C HapYUICHUSIMHU OMTOPHO-BUTATENILHOTO aliapara);

— YCTHO (ISl TUI] C HAPYILIECHUSIMH 3PEHHUSI, OTIOPHO-ABUTaTEIHHOIO anapara).

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

OLICHUBAHMSI PE3YJIbTaTOB O0YUEHUSI MOXKET MPOBOJIUTHCS B HECKOJIBKO ATAIOB.

12. Onucanue MaTepuaIbHO-TEXHUYECKOI 0a3bl, HEOOXOAMMOM IJISl OCYIIeCTBJICHH S
00pa3oBaTeIbHOIO Npolecca Mo TUCHUILINHE

YuyeOHasi ayauTOpHMsA, TpeJHA3HAYCHHAs [UIA TPOBEACHHS Y4YeOHBIX 3aHATHM,
MPEAYCMOTPEHHBIX ~ HACTOSIIIEW  paboueld  mporpaMMol  TUCHUIUIMHBI,  OCHAICHHAs
O60py,Z[OBaHI/IeM 1 TCXHUYCCKUMU CPCACTBAMUA OGy‘-IGHI/I}I, B COCTAaB KOTOPbIX BXOAAT. KOMIIJICKTBI
CIIeIUATIM3UPOBAHHON y4eOHON MeOenu, JOoCKa KJIacCHAasl, MYJbTUMEIUUHBINA MMPOSKTOP, SKPaH,
KOJIOHKH, KOMIIBKOTCP € YCTAHOBJICHHBIM JIMICH3WOHHBLIM IIPOTpaMMHbBIM O6€CH€‘I€HI/I€M, C
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BBIXOJIOM B ceTh «VIHTEpHET» U OCTYIIOM B 3JIEKTPOHHYIO HH()OPMAIIMOHHO-00pa30BaTeIbHYIO
cpeny.

IomemneHnue 1jisi CAMOCTOSITEILHOI Pad0ThI O0YJAOIINXCS — ayAUTOPHSI, OCHAIIICHHAS
CIEIYIOIIMM 000PYJOBAaHHEM U TEXHUYECKUMU CPEACTBAMH: CIICHUATH3UPOBAHHAS MEOeNb AJis
npernoiaBaTess U 00yJaroImuXcs, T0cKa yuyeOHas, MyJTbTHUMETUHHBIN TPOSKTOP, IKPaH, 3BYKOBbIC
KOJIOHKH, KOMITBIOTEp (HOYTOYK), MEpPCOHATbHBIE KOMIBIOTEPHI ISl PabOTHl OOYyYArOIIUXCS C
YCTaHOBJICHHBIM JIMIIEH3UOHHBIM ITPOTPAMMHBIM 00€CIIeYeHUEM, C BEIXOJIOM B ceTh «HTepHET»
U JIOCTYIIOM B 3JIEKTPOHHYIO HH(POPMAITMOHHO-00pa30BaTEIbHYIO CPENY.
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