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1. He.]'ll/l " 321244 0CBOCHUA NUCHHUITJIMHbI

Ilenvy Oucuyunauner — (QopmupoBaHue y oOy4arOIIMXCS HaBBIKOB  O(OpPMIICHUS
OpraHU3alMOHHO-PACHIOPSAUTENBHBIX JTOKYMEHTOB C HCIOJIb30BAaHUE TEKCTOBBIX PpEAAKTOPOB U
opranu3zanuy paboThl ¢ HUIMH, HEOOXOIMMBIX IIPH PEUICHUH 3a7a4 Npo(ecCHOHANBHON NesITeTbHOCTH.

3aoauu oucyunIUHbBL:

— U3y4eHHUeE MPaBUI 0POPMIICHHS OPTaHU3aALUOHHO-PACTIOPAAUTEIbHBIX JOKYMEHTOB;

— U3y4YEHHE METO/I0B OpraHu3aluy paboThl ¢ JOKyMEHTaMU B OpraHU3aLUsX;

— HW3YyYEeHHE METOJIOB OOCCNeYEeHUsT KOHTPOIS U KOH(QHUACHIMAIBHOCTH B CHCTEME
JIeJIONIPOU3BOICTBA OPraHU3aLNii;

— (dopMupoBaHHEe YMEHHH ¥ HaBBIKOB COCTaBJIATh OPraHU3AIMOHHO-YIPaBJICHYECKUE
JOKYMEHTBI, BECTH JEJIOBYIO IEPEIHUCKY.

2. [lepeyeHb MJIAHUPYEMBIX Pe3yJIbTATOB 00y4eHHs MO JUCHHUILINHE

B pesynbrare 0CBOCHUS AUCIUILTUHBI O0YYAIOLIUICS JOKEH:

OCBOUTH KOMIIETECHIIUH:

OIIK-2. CnocoGeH ocymecTBiIATh cOop, 0O0pabOTKy M CTAaTHCTUYECKUH aHaIU3 JaHHBIX,
HEOOXOIMMBIX JUISl PEIICHHS TTOCTABICHHBIX SKOHOMHYECKHX 3a/1a4.

Kon u coneprkanne MHAMKaTOPOB KOMITCTECHIIHH:

HUK.OIIK-2.3. Odopmisier Ha  OCHOBE COOpaHHBIX  JIaHHBIX  OPraHU3AIMOHHO-
pacnopsiiuTeIbHbIC JOKYMEHTEI.

3HaTh:

— CHCTEMBI IOKYMEHTAINH, TPeOOBAHHS K COCTABICHUIO U O()OPMIICHHIO JOKYMEHTOB;

— TOCYJapCTBEHHBIE CTaHIApThl B cdepe o(OpMICHHS JTOKYMEHTOB Ha OyMaXKHOM H
JIEKTPOHHOM HOCHTEJISIX, COCTaB PEKBU3UTOB IOKYMEHTOB;

— mpaBmiia 0(hOPMIICHUSI PEKBU3UTOB OPraHM3allMOHHO-YIPABICHYECKHX JTOKYMEHTOB, B TOM
qHcIIe C IPUMEHEHNEeM HH()OPMAMOHHBIX TEXHOJIOTHII;

— BHJBl OJAHKOB, COCTaB PEKBU3UTOB OJAHKOB, CXEMBI pACIIOJIOKEHHUS PEKBU3UTOB Ha
JOKYMEHTE;

— COBpPEMEHHBIE CTIOCOOBI M TEXHUKY CO3aHUs JOKYMEHTOB;

— COBpPEMEHHBIE TEXHUYECKHE CPEICTBA U MH()OPMALMOHHBIC TEXHOIOTHH, HUCIOIb3YEeMbIe JUIs
peleHnsi KOMMYHUKAaTUBHBIX 3a]1a4;

— MpOIeypHI pabOTHI C JOKYMEHTAMH B OpraHU3alNN.

Ymern:

— COCTaBJIATH OJIAHKM OPTaHU3AIHOHHO-PACHOPSIIUTENBHBIX JTOKYMEHTOB W JOKYMEHTHI,
IPOBOAMUTH AHAIU3 IOJHOTHl HAJMYMS B HUX PEKBHU3UTOB B COOTBETCTBHE C COBPEMEHHBIMHU
TpeOOBaHUAMU K OPOPMIICHHUIO TOKYMEHTOB;

— TOTOBUTH HPOEKTHI PACIOPSAUTENBHBIX JTOKYMEHTOB 00 OIUIaTe TpyJda M MPEMHPOBAHUH
HepcoHaa;

— paboTaTh C HOPMAaTHUBHOW JOKyMEHTalue B 001acTu OQOpMIICHHS OpraHH3alMOHHO-
pactopsIINTEIbHBIX TOKYMEHTOB ¥ OPraHU3aIMN pabOThl C HUMH.

Baagers:

— HaBbIKaMH OQOPMJICHHS OPraHW3aMOHHO-PACTIOPSIIUTEIBHBIX JOKYMEHTOB, HaBBIKAMU
oopmieHHs [eNOBOW MEpEeNnucKH, HaBBIKAMU OQOPMIICHHUS JOKYMEHTOB JIMYHOTO XapakTepa B
TEKCTOBOM PEaKTopeE;

— HaBBIKaMHU pabOTHI C TOKYMEHTaMHU B OpraHU3aIUsX.



3. Mecto nucuuninnsel B ctpykrype OI BO

JlucuurimHa OTHOCUTCS K 00s3aTeNbHON yacTu ydeOHoro rutana. M3ywaercs B 3 cemectpe
(ounas ¢hopma oOyueHwus1), 4 cemecTpe (04HO-3a04Has ¢hopma oOydeHus1), 1 Kypce (JIETHSSI ceccus) —
3ao4Has (hopma oOydeHUSI.

V3yueHne IUCHWIUIMHBI OCHOBBIBACTCS HAa paHEe OCBOCHHBIX JUCIHMILIHHAX/TIPAKTHKAX:
BBCIACHUC B Hpoq)eCCHOHaHBHyIO ACATCIIBHOCTD, JCJIOBBIC KOMMYHHKAIIUWU, TCOPUSA OpraHHU3aln U
yIIpaBIICHHUSL.

I/IBY‘-IGHI/IG AJUCHUITIINHBI ABJISACTCA OCHOBOH AJI1 OCBOCHHA NOCIICAYIOINX ,Z[I/ICI_II/IHJ'II/IH/HpaKTI/IKI
SKOHOMHKA, OpraHu3aIysi, HOPMHUPOBAHUE M OIUIaTa TPY/A; YIPaBICHHE YEIIOBEYCCKUMH PECYPCAMH;
MPOW3BOACTBCHHAs  TMPAKTHUKA:  TEXHOJOTMYecKas  (IPOEKTHO-TEXHOJOTHYECKas)  MPaKTHKA;
NIPOM3BOJICTBEHHAS MPAKTHKA: MPEIAUTUIOMHAS IPAKTHKA.

4. O0beM JUCUHUILIHHBI
4.1. O0beM TUCHMILIMHBI B 324€THBIX ¢IMHULAX C YKA3aHUEM aKaJeMHYeCKNX
(acTpOHOMHYECKHX) YACOB M BH/IbI Y4eOHOIi padoThI

Bunsl yueOHol paboThI Ounas 3aouHas  |O4HO-3a04Has
dhopma dhopma
o0y4yeHust
OO0mrasi TPymOEMKOCTh B 3aueTHBIX 3 3 3
eIMHUIIAX
OO01mast TpPyI0eMKOCTh B 4acax 108 108 108
AyIUTOpHBIE 3aHATHS B Yacax, B TOM 50 12 40
qrcle:
Jlexkuun 16 6 16
[IpakTHueckue 3aHATHUS 34 6 24
JlaGopaTtopHbie 3aHATHS — — —
[IpakTryeckas MOAroOTOBKA 16 2 12
CamocrosiTenpbHast paboTa, B TOM 57,75 91,75 67,75
yucie (B yacax):
dopma NPOMEKYTOUHOM aTTeCTalNU 3auer 3auer 3auer

4.2. O0beM KOHTAKTHOIi padoThl Ha 1 o0yuaromerocs

Bunbl yueOHBIX 3aHATHN Ounas 3aounas OuHo-3a04Has
(opma dbopma
o0ydeHus

Jlexuun 16 6 16
[TpakTrueckue 3aHITHS 34 6 24
JlaGoparopHble 3aHATHIA - - _
Koncynprannmn - - _
3aueTr/3a4eThl 0,25 0,25 0,25
DK3aMEeH/3K3aMEHbI - - —
KypcoBsie paboTsl - - _
KypcoBble npoeKTsl - - _
Bcero 50,25 12,25 40,25




S. CoaeprxaHue TUCHHMILINHBI, CTPYKTYPHPOBaHHOE IO TeMaM (pa3jaesiaM), ¢ yKa3aHueM
KOJIMYECTBA YaCOB M BH0B 3aHATHII

5.1 TemaTuyeckuii JIaH y4eOHOM QM CUMILTHHBI

Temaruueckuii niaH yyeoHou 1ucuuminHbl (ouHasi popma o0yueHus)

HasBanue paznena, Tembl

Bcero,
Jac

AyIUTOpHBIC 3aHITHUS

JIEKIL.

MIPAKT.

11a0.

CamMmocTosTeabHas
pabora

YHudumpoBaHHbIe
CUCTEMBI JIOKYMEHTAIIHH.
YuudumupoBanHas
cucrema
OpraHU3aIOHHO-
pacropsAUTEIbHON
JOKYMEHTAI1H.
TpeboBanust k OyiaHKam
JIOKYMEHTOB

12

OOmrme npaBuia
odopMIIeHUS PEKBU3UTOB
OpTaHU3aIMOHHO-
pacropsIuTeIbHBIX
JOKYMEHTOB

20

Cocrasienue u
oopmIIeHHEe OCHOBHBIX
OpTaHU3aIMOHHO-
pacnnopsAauTCIbHBIX
JTOKYMEHTOB

27

16

10

IlpaBunma u  dopmel
JIEJIOBOM MEPENUCKU

14

CocraBienne
JTOKYMEHTOB JINYHOTO
XapakTepa

Opranmsanus pabOTHl C
JOKYMEHTaMHU

CocraBnenne
HOMGHKJIaTypr pI(SA)
dopmMupoBaHUE u
odopmiieHne Jelt.
IToaroroBka el K
nepefadye Ha apXUBHOE
XpaHEHNE

Opranmsanus paboOTHl C
JTOKYMEHTaMH,
coziepIKaliMu
KOH(HICHIATbHBIE
CBEJICHHUS

5,75

3,75

3auer

10

10

NTOI'O

16

34

57,75




Temaruyeckuii JIaH y4eOHOM JMCHHUILIMHBI (3a04Hasi popmMa 00ydeHHs)

Haseanue paznena, Tembl

Bcero,
Jac

AynUTOpHBIE 3aHITHS

JICKII.

MPAKT.

11a0.

CamMocTogreapHas
pabora

YHupUUUpoBaHHBIE
CHCTEMBI JOKYMEHTAIUH.
YHupUuupoBaHHas
cucTeMa
OpTraHU3aIMOHHO-
pacnopsIuTeIbHON
JTOKYMEHTAI1H.
TpeboBanusi k OsaHKam
JOKYMEHTOB

12

0,5

0,5

11

O061mmue npaBuia
odopmIIeHUsT PEKBU3UTOB
OpraHHU3aIMOHHO-
pacropsIUTeIbHBIX
JIOKYMEHTOB

15

13

CocraBnenue u
opopMIIeHHEe OCHOBHBIX
OpraHHU3aIOHHO-
pacropsIuTeIbHBIX
JIOKYMEHTOB

16,5

L5

13

[IpaBuna u  Qopmbl
JIEJIOBOY MTEPENUCKU

12,5

0,5

11

CocraBienue
JIOKYMEHTOB
XapaxkTepa

JJUYHOTI'O

12

0,5

0,5

11

Opranuzanus paboThl ¢
JTOKYMEHTaMH

12

0,5

0,5

11

CocraBnenue
HOMEHKJIATypbl Jel.
®opMupoBaHue u
oopmieHne Te.
[Toaroroska pi(Sh) K
rnmepefadye Ha apXUBHOE
XpaHEeHHe

12

0,5

0,5

11

Opranuzanus paboThl ¢
JOKYMEHTaMH,
COJZIEpIKAIIMMHU
KOH(HUACHITHATHHBIC
CBEJICHUS

11,75

0,5

0,5

10,75

3aueT

NTOI'O

91,75




Temarnyeckuii NJIaH y4eOHOM TMCIUILIHHBI (04HO-3204Hasi fopmMa 00ydeHHs)

Haseanue paznena, Tembl

Bcero,
Jac

AynUTOpHBIE 3aHITHS

JICKII.

MPAKT.

11a0.

CamMocTogreapHas
pabora

YHupUUUpoBaHHBIE
CHCTEMBI JOKYMEHTAIUH.
YHupUuupoBaHHas
cucTeMa
OpTraHU3aIMOHHO-
pacnopsIuTeIbHON
JTOKYMEHTAI1H.
TpeboBanusi k OsaHKam
JOKYMEHTOB

12

O061mmue npaBuia
odopmIIeHUsT PEKBU3UTOB
OpraHHU3aIMOHHO-
pacropsIUTeIbHBIX
JIOKYMEHTOB

22

10

CocraBnenue u
opopMIIeHHEe OCHOBHBIX
OpraHHU3aIOHHO-
pacropsIuTeIbHBIX
JIOKYMEHTOB

25

12

12

[IpaBuna u  Qopmbl
JIEJIOBOY MTEPENUCKU

12

CocraBienue
,Z[OKYMGHTOB JIMYHOI'O
XapaxkTepa

Opranuzanus paboThl ¢
JTOKYMEHTaMH

CocraBnenue
HOMEHKJIATypbl Jel.
®opMupoBaHue u
oopmieHne Te.
[Toaroroska pi(Sh) K
rnmepefadye Ha apXUBHOE
XpaHEeHHe

Opranuzanus paboThl ¢
JOKYMEHTaMH,
COJZIEpIKAIIMMHU
KOH(HUACHITHATHHBIC
CBEJICHUS

5,75

3,75

3aueT

10

10

NTOI'O

16

24

67,75




5.2. Conep:kaHue Q¥ CHUNINHBI

Tema 1. YHupuuupoOBaHHBIE CHCTeMbl JOKYMEHTAUMH. YHH(UUMPOBAHHASI CHCTEMAa
OPraHU3alUOHHO-PACTIOPSAANTENLHON ToKyMeHTanuu. TpedoBanus K 0JJaHKaM JIOKYMEHTOB

YHUHUKAIMA JOKYMEHTOB. Y HU(MUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAaUH. JJoKyMeHTallmoOHHOE
obecrieueHne ympaBieHUs (IeIONMPOU3BOACTBO). JlokymMeHT. biaHku JOKYMEHTOB, HMX CIOCOOBI
u3rorosneHus. opMaTsl TUCTOB OyMaru, UCHOIb3yEeMbIe ISl U3rOTOBIEHUS OnaHKOB. TpeboBaHus K
OJlaHKaM JTOKyMEHTOB mnpeanpusatus. [lons 61aHkoB TOKyMEHTOB. Buapl pacnosiokeHusi peKBU3UTOB
3aroJI0BOYHOM YacTH AOKYMCHTA.

Tema 2. OOmme mnpaBuiaa  oQopMJICHHSI  PEKBH3UTOB  OPraHM3alMOHHO-
pacnopsiiNTebHBIX TOKYMEHTOB

Opranu3anoHHO-PACTIOPSIUTENbHBIE JOKYMEHTBI, COCTaB WX PEKBH3UTOB. TpeOoBaHUS K
0(OPMIICHUIO PEKBU3UTOB IOKYMEHTOB:

01 - rep6 (I'ocymapctBeHHsblii rep0 Poccwmiickoii Deneparuu, repd cyobekra Poccuiickoit
®depnepannn, repd (repaabIuYecKuiil 3HAK) MyHHUITUTIATLHOTO 00pa30BaHMs);

02 - >m0O1eMa;

03 - ToBapHBIN 3HAK (3HAK OOCTY>KUBAHUS);

04 - xox (hopMBI JOKYMEHTA,;

05 - HauMeHOBaHME OPTaHMU3AIMH - ABTOPA JOKYMEHTA;

06 - HauMEHOBaHUE CTPYKTYPHOT'O MOAPA3/ICIICHUS - aBTOPA IOKYMEHTA;

07 - HaMMEHOBaHUE JOJDKHOCTH JIMIIA - aBTOPA IOKYMEHTA;

08 - cripaBoUHBIC JaHHBIC 00 OpraHU3AIUH;

09 - HauMeHOBaHUE BHUIA IOKYMEHTA;

10 - nara noKymeHTa;

11 - perucTpalluOHHBII HOMEP TOKYMEHTA;

12 - cchlIka Ha PEruCcTPallMOHHBIN HOMEP U JaTy MOCTYNHUBIIETO JOKYMEHTA;

13 - MecTO cocTaBieHus (U3JaHUsI) TOKYMEHTA;

14 - rpud orpaHuueHHs JOCTYIA K TOKYMEHTY;

15 - anpecar;

16 - rpud yTBepKICHUS TOKYMEHTA;

17 - 3aroI0BOK K TEKCTY;

18 - TEeKCT JOKYMEHTA;

19 - oT™MeTKa O TPUIIOKEHUU;

20 - rpud cormacoBaHus JOKYMEHTA;

21 - Bu3a;

22 - HOAMNNUCK;

23 - oTMeTKa 00 AJIEKTPOHHOMN TTOIHKCH;

24 - IeyaTts;

25 - oTMETKA 00 UCIIOJIHUTEIIE;

26 - OTMETKA O 3aBEPEHUU KOIHH;

27 - OTMETKA O MOCTYIUICHUU JOKYMEHTA;

28 - pe3ooLus;

29 - OTMETKa O KOHTPOJIE;

30 - oTMETKa O HalpaBJIEHUU TOKYMEHTA B JIEJIO.

Tema 3. CocraBijienne U 0o(popMiIeHHE OCHOBHBIX OPraHHM3AalHOHHO-PACHOPSAANTEIbHBIX
AOKYMEHTOB

Bunbl oprannzanimoHHO-pAacOpsSINTENBHBIX TOKYMEHTOB, UX Ha3HaueHue. CocTaB U IpaBuiia
oopMIIEHHsS PEKBU3UTOB OCHOBHBIX OPraHM3allMOHHO-PACIOPSIUTEIbHBIX JOKYMEHTOB: IPHUKA30B,
pacropsKeHUH, MOJOKEHUH, MPaBWI, WHCTPYKIHUNA, MPOTOKOJIOB, aKTOB, NOKJIATHBIX U CIYKEOHBIX
3allUCOK, KOHTPAKTOB, O()UIIMAIBHBIX JOBEPEHHOCTEH, CIIPABOK.



Tema 4. IIpaBuiia u popmMbl 1e710BOH NEePEeNUCKH

JlenoBas mepenucka, ee BHIbL. Buubel muceM kak 0O0OOLIEHHOE Ha3BaHHE PA3JIUYHBIX I10
COECPKAHUIO JOKYMEHTOB, IEPECBUIAEMBbIX IO IouTe. bilaHk mucbMa, COCTaB €ro PEKBU3UTOB.
TpeboBanus1, IpeabsBIseMbIe K TEKCTY NUCbMa. BapranTel 000pOTOB TEKCTOB pa3IMUYHBIX [TUCEM.

Tema 5. CocTraBjieHHe JOKYMEHTOB JIMYHOI0 XapaKTepa
[IpaBuia odopmiieHUs TOKYMEHTOB JJMYHOTO XapaKTepa: 3asBlIeHHsI, pe3tome, aproonorpaduu,
PaCIUCKH, JINYHON JTOBEPEHHOCTH.

Tema 6. Opranuzanusi padoThl ¢ JTOKyMeHTaAMH

OO0paboTka TOCTYMAIOUIMX JOKYMEHTOB, XapakTepucTuka ee oranoB. OOpaboTka
OTHPABISAEMBIX  JTOKYMEHTOB. @DOpMBI  perucTpanuu JIOKyMeHTOB. I[lpumepHbIi mepedeHb
HEPErUCTPUPYEMBIX JJOKYMEHTOB. TexHOIOoruum oOpaOOTKM BHYTPEHHHUX JOKYMEHTOB. KOHTpoib
UCTIOJTHEHUS! IOKYMEHTOB.

Tema 7. CocraBjieHMe HOMEHKJATYpPbl JAej. DopmupoBanue u odopmieHue ael.
IMoaroToBKa e K nepeaavye Ha apXMBHOE XpPaHEHHUe

HeoOxonumocTh KkiaccupUKaluu JOKYMEHTOB. J[eJ0 Kak COBOKYNHOCTh JIOKYMEHTOB.
[Ipu3Haku rpynnupoBKHA JOKYMEHTOB B Jena. HazHadenne HOMEHKIATYphI fen. CocTaB ee pas3zelios.
Hymepamusi 3arosioBkoB el BHYTPU pa3/eioB HOMEHKIATypbl. OCHOBHbIE MpaBuia pabOTHl ¢
HOMEHKJIATypOU JeJl.

TpebGoBanusi, mpeabsBisieMble K ¢opmupoBannio neia. OdopmieHue o00JI0KKH jaena.
Hasnauenue apxuBa mnpeanpusatus. lIpormecc ompeneneHuss KOHKPETHBIX CpPOKOB XpaHEHHS
nokyMeHTOB. Cpoku XpaHeHus JOKyMeHTOB. IIpaBuia [OMOJHUTENHHOTO OGOPMIICHUS e,
O0TOOpaHHBIX Ha apXuBHOE XpaHeHue. OQopmIIeHHE 3aBEPUTEIBHOTO JIUCTA JIeTIa, OMUCEH Ha TPYIIIBI
JIeJl, aKTa Ha YHUYTOXKEHUE Jell.

Tema 8. Opranusanusi paéoTbl ¢ JOKYMEHTAMH, COJEPKAIMMMH KOH(UIEHIHATbHbIE
CBeJIeHUs

[Tpuntumner obecrieueHrss KOHPUACHITMATHPHOCTH HH(POPMAIIMA B CUCTEME JCIIONMPOU3BOICTRA.
OnpeneneHne CEKpeTHOCTH JOKyMeHTa. (OCHOBHBIE MPOOJIEMBbl OpraHU3alUUd  CEKPETHOTO
JIETIOTIPON3BO/JICTBA.

5.3. IlpakTHyeckas MoAroTOBKa
5.3.1. lIpakTHyeckasi NOATOTOBKA (04Hasi popma o0ydeHus )

Kon, Hampasnenue, | HaumenoBanue nucuumuinael | KonuuecTBo 9acoB AMCLUMIUIMHBEL, pPEATU3yeMblE B
HaIpaBICHHOCTh (hopMe MPaKTUIECKON TOATOTOBKH
Bcero | Cemectp 3 CemecTp ..
Jlexuuu | IIp.3an. | Jla0.p.
38.03.01 Dxonomuka | JlIOKyMEeHTallHOHHOE 16 - 16 - - | -] -
- 9KOHOMHKA | OOECIIeYeHHne  JeSTEIbHOCTH
Ou3Heca OpraHu3alun
Kon HNunukatop | CopepxaHue 3a7aHus Ha Uucno yacoB NpakTUYECKOM MOATOTOBKH
KOMIIETCHLIUU | KOMIIETCHIIUH MIPaKTUYECKYIO Bcero Jlekumu | Ilpakr. | JIab.pad
MIOATOTOBKY 10 3aHATHUS
BEIOpaHHOMY BUIY
JeSITeTbHOCTH
OIIK-2 HK.OIIK-2.3 | Odbopmuth 16 - 16 -
OpraHU3aIOHHO-
pactopsiAuTENbHbIE
JIOKYMEHTBI




5.3.2. llpakTHyecKas NOATOTOBKA (3a04Hast oopMa o0yueHuUs)

Kon, mnampasnenue,
HaIpaBICHHOCTD

HanMmenoBaune TUCIMITIIHHEL

KonmuecTBO 9acoB AWCIUIUINHEL,
(hopMe paKkTUIECKON TOJATOTOBKH

peanu3yembie B

Bceero | Kypc 1 (ser. ceccust) CemecTp ..
Jlexuuu | IIp.3an. | Jla0.p.
38.03.01 Dxonomuka | JlIOKyMeHTallMUOHHOE 2 - 2 - - | -] -
- 9KOHOMHKA | OOECIIeYeHne  JesTEIbHOCTH
omsHeca OpraHu3aluu
Kon Nuapukarop ConeprkaHue 3a1aHUs Ha Yucno 4acoB NpakTUYECKOU MOATOTOBKH
KOMIIETEHIIMM | KOMIETEHIIUN NIPAKTUYECKYIO Bcero Jlekumn | Ilpakr. | JIa6.pab
MOJATOTOBKY I10 3aHATHUS
BEIOpaHHOMY BUIY
JeSITeTbHOCTH
OIIK-2 UK.OIIK-2.3 | Odopmuts 2 - 2 -
OpraHu3aIOHHO-
pactopsiAuTENbHbIE
JIOKYMEHTBI
5.3.3. IlpakTHyeckasi NOAroTOBKA (04HO-3204Hasi popma oOyueHust)
Kon, wampasnenue, | HaumenoBanue nucruminasl | KonmdecTBO 9acoB AWCHMIUIMHBEL, peajn3yeMble B
HaIPaBICHHOCTh (hopMe paKTUIEeCKON OATOTOBKH
Bcero | Cemectp 4 Cemectp ..
Jlexmmm | Ip.3an. | JIa6.p.
38.03.01 Dxonomuka | JIOKyMEHTAaIIHOHHOE 12 - 12 - - | -] =
- 9KOHOMHKA | OOECIIeYeHne  JesTEIbHOCTH
ousHeca OpTaHu3aluu
Kon HNuapukarop ConeprkaHue 3a/1aHUs Ha Yucno 4acoB NpakTUYECKOU MOJATOTOBKH
KOMIIETEHIIMM | KOMIIETEHIIUN NIPAKTUYECKYIO Bcero Jlekumu | Ilpakr. | JIab.pab
MTOATOTOBKY 110 3aHATHUSA
BEIOpaHHOMY BUIY
JeSITeIbHOCTH
OIIK-2 UK.OIIK-2.3 | Odopmuts 12 - 12 -
OpTaHU3alMOHHO-
pacnopsAuTeNbHbIE
JIOKYMEHTBI
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6. MeTtonuueckue MaTepHAJIbI IJIs1 00y4AKOIIMXCS 110 0CBOEHUIO U CIUTLTHHBI
6.1. CamocTosiTesibHasi paGoTa 00y4YaroIMXcs M0 THCHUTINHE

CamocrosiTesibHasi padoTa 00y4aromuxcsi 1Mo JMCUUIIMHE

(ounas ¢popma o0yueHus)
Ne Paznen (Tema) 3aganue Yacsel MeTtoauueckue dopma
/i AUCHUILTMHBI peKoOMeHIaluH 110 KOHTPOJISt
BBINOJHEHUIO 321aHUS
1 | Yaudunupoauusl | OdopMuts 6 N3yauth Marepuaibl [YCTHBIA  OMpoC,
e CHCTEMBI | OIaHKH JIEKUU, JUTeparypy IO [BHIOJHEHHE
JOKYMEHTAI1H. JOKyMEHTOB npoOiemaTrke TUTIOBBIX
YuudunupoanHa 3aJaHuN
o cucTema
OpTaHU3aIMOHHO-
paciopsAUTEIHHO
W JTOKyMEHTalHH.
TpeboBanms K
OnmaHkam
JIOKYMEHTOB
2 | O6mme mnpaBuia | OpopmMHUTH 8 N3yunts Marepuaiibl [YCTHBI  OIIpOC,
odopmiieHus PEKBHU3HTHI JeKIUH, JUTEpaTypy MO [MTUCbMEHHBIH
PEKBU3UTOB JIOKYMEHTOB npoOJeMarike oIrpoc,
OpraHU3aIOHHO- BBITTOJTHEHUE
pacropsuTeIbHbI TUITOBBIX
X JOKYMEHTOB 3aTaHui
3 | CocraBienue u | Opopmutsb 10 N3yunts Marepuaiibl [YCTHBIM  OIIpoC,
odopmiieHne OpraHU3alMOHH JIeKIUH, JUTEpaTypy MO [MTUCbMEHHBIH
OCHOBHBIX o- npoOiemMaTrKe oIpoc,
OpPraHMU3alOHHO- | PACHOPSIUTENb BBITTOJTHEHUE
pacropsUTEIbHbI | HbIE TUITOBBIX
X JIOKYMEHTOB JIOKYMEHTBI 3afaHuit
4 | IlpaBuna u popmer | ObopMuTh 8 N3yunts Marepuaiisl [YCTHBI  OIIpOC,
NEJIOBOH pa3Hble  BUJIbI JIEKUWWA, JUTEpaTypy IO [MUCHbMEHHBINA
MIEPENUCKU JIETIOBBIX npoOJeMarike orpoc,
UceM BBITTOJTHEHUE
TUITOBBIX
3aTaHui
5 | CocraBnenue OdopmuTtsb 4 N3yunts Marepuaiibl [YCTHBIM  OIIpoC,
JIOKYMEHTOB JOKYMEHTBI JIEKIUH, JUTEpaTypy MO [MTUCbMEHHBIH
JIUYHOTO JIUMYHOTO npoOieMaTrKe oI1poc,
Xapakrepa Xapakrepa BBITTOJTHEHUE
TUITOBBIX
3aTaHui
6 | Opranuzauus IlogroroBurscs 4 N3yuuts Marepuaisl [YCTHBI  OIpPOC,
paboThI C|K JIEKUWWA, JUTEpaTypy IO [MTUCHbMEHHBINA
JOKYMEHTaMHU TEMaTUIECKOMY npoOieMarike OIIpoC,  JIOKJIaJ,
KOHTPOJIIO Mpe3eHTalus
7 | CocraBneHue Odopmutsb 4 N3yuuts Marepuaiisl [YCTHBI  OIpOC,
HOMEHKJIATyphl JOKYMEHTBI 110 JIEKIUH, JUTEpaTypy MO [MUCbMEHHBIH
Jet. dbopmupoBaHU npoOieMaTrKe OIpoc,  JIOKJIAJ,
dopmHUpoBaHUE U | IO JIEN Mpe3eHTalus
oopmiieHHE Jen.
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IToaroroBka men K
nepenaye Ha
apXUBHOE
XpaHEeHue
8 | Opranuzamnms Odopmuth 3,75 | U3yunts Marepuaiibl (YCTHBIH — OMpoC,
paboThI C | IOKyMEHTHI, JIEKUUM, JUTeparypy IO [IUCbMEHHBII
JOKYMEHTaMH, cozep Karye npoOiemaTHke OIpOC,  JIOKJIaJ,
coJieprKaIllMMHU KOH(UIECHIHAI [Ipe3eHTaLUs
KOH(UIEHINAIbH | bHBIC CBEICHUS
bl€ CBEJICHUS
3ayer [TonroroButhCs 10 N3yunthb Marepuaibl (3a4er
K 3a4€Ty JIEKUUM, JTeparypy IO
poOIeMaTHKE
Htoro 57,75 -
CamocrosiTeibHast paboTa 00y4ar0IMXCs 110 JHCHHILINHE
(3aouHasi popma oOyueHus1)
Ne Pa3znea (Tema) 3aganue Yacel MeTtoauueckue dopma
/i AUCHUILTHHBI peKOMeHIaluH 110 KOHTPOJIst
BBIIOJHEHUI0 32/1aHUSA
1 | Yaudunupoauusl | OpopMuts 11 N3yunthb Marepuaibl [KoHTpospHas
e CHCTEMBI | OIaHKH JEeKUWA, JuTeparypy 1o [pabota
JOKYMEHTAI1H. JIOKyMEHTOB npoOiemaTrke
YHauduuupoBanHa
s cucTema
OpraHMU3alOHHO-
paclopsAUTEILHO
W JTOKyMEHTaLHH.
TpeboBanms K
OnmaHkam
JIOKYMEHTOB
2 | O6bmue mpaswia | ObopMUTh 13 N3yunts Marepuaiiel [KOHTpoIbHAs
oopmienus PEKBU3UTHI JEeKUWA, JuTeparypy 1o [pabota
PEKBU3UTOB JOKyMEHTOB npoOiemaTrke
OpraHHU3alIOHHO-
pacnopsANTEIbHBI
X JIOKYMEHTOB
3 | CocraBienue u | Odbopmuth 13 N3yunthb Marepuaibl [KoHTpospHas
oopmienue OpraHU3alMOHH JEeKUWA, JuTeparypy 1o [pabota
OCHOBHBIX 0- poOIeMaTHKe
OpPraHM3alMOHHO- | PACHOPSIUTEND
paclopsAUTENbHbl | HbIE
X JIOKYMEHTOB JOKYMEHTBI
4 | IlpaBuna u hopmer | OpopmMuts 11 N3yauth Marepuaiibl [KoHTposbHAsS
pi (N (0):10) pasHble  BHJBI JEeKUU, JuTeparypy 1o [pabota
MEePeTCKu JIETIOBBIX npoOiemMaTrke
IIICEM
5 | CocraBnenue Odopmuthb 11 N3yunthb Marepuaisl [KoHTpospHas
JIOKYMEHTOB JOKYMEHTBI JEeKUUA, JuTeparypy 1o [pabota
JUYHOTO JIMYHOTO npoOiemaTrke
Xapakrepa Xapakrepa
6 | Opranuzamnms [TonroroBuUThCA 11 M3yunth Marepuaibl [KoHTposbHas
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paboThI C|K JIEKIMK, JUTeparypy Mo [pabota
JTOKYMEHTaMHU TEMaTUIECKOMY npoOieMarike
KOHTPOJIIO
7 | CocraBieHue OdopmuTtsb 11 N3yuuts Marepuaibl [KOHTponbHas
HOMEHKJIATyphl JOKYMEHTBI 110 JeKIUH, JUTeparypy Mo [paboTa
Jet. dbopmupoBaHU npoOiemMaTrKe
dopMuUpOBaHHE H | 10 J€I
odopmiieHHE Je.
IToaroroBka men K
nepeaaye Ha
apXUBHOE
XpaHEeHHE
8 | Opranuzanus Odopmuthb 10,75 | U3yuuthb Marepuaibl [KoHTposbHas
paboThI C | JOKYMEHTHI, JEeKUUA, JuTeparypy 1o [pabota
JTOKYMEHTaMH, cozep Karye npoOiemaTrke
coJieprKaIluMHU KOH(UIECHIHAI
KOH(UIEHINAIbH | bHBIC CBEICHUS
bI€ CBE/ICHUS
Htoro 91,75 —
CamocrosiTesibHasi padoTa 00y4arommXxcs 1Mo JMCUUIIMHE
(ouHo-3204Has popma o0y4eHuUs1)
No Pasnen (Tema) 3aganue Yacel MeTtonuuecKkue dopma
/i JAUCHUILTHHBI PeKOMeHIalHH 10 KOHTPOJISI
BBINOJIHEHU IO 32JaHUSA
1 | Yaudumuposanusl | OpopMHUTh 8 N3yuuts Marepuaisl [KOHTpobHas
e CHUCTEMBI | OJTAaHKH JIEKIMK, JUTeparypy Mo [pabota
JTOKYMEHTAIIH. JIOKYMEHTOB npoOJeMarike
YHudumupoBanHa
o cucrema
OpraHU3aIOHHO-
pacropsauTeIbHO
W JTOKyMEHTallHUH.
TpeboBanus K
OaHKaM
JOKYMEHTOB
2 | O6mme mnpaBuiaa | OpopMuTh 10 N3yauth Marepuaiibl [KOHTposbHAsS
oopmienus PEKBU3UTHI JeKUWd, JuTeparypy 1o [pabota
PEKBU3UTOB JIOKyMEHTOB npoOiemaTrke
OpTaHU3aIMOHHO-
paciopsAUTEIbHBI
X TOKYMEHTOB
3 | CocraBienue u | Odhopmutsb 12 N3yunts Marepuaisl [KoHTponbHas
oopmieHne OpraHu3aIiOHH JIEKIMH, JUTeparypy Mo [pabota
OCHOBHBIX o- npoOieMarike
OpPraHMU3alMOHHO- | PACHOPSIUTENb
pacropsiUTEIbHbI | HbIE
X JIOKYMEHTOB JIOKYMEHTBI
4 | IlpaBuna u popmer | ObopMuTh 9 N3yunts Marepuasl [KoHTponbHas
pi (N (0):10) 7 pa3Hble  BUJIbI JIEKIMH, JUTeparypy Mo [pabota
MIEPENUCKU JIETOBBIX npoOieMarike
MHCEM
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5 | CocraBnenue OdopmuThb 5 M3yunts sureparypy mno |[KoHTponbHas
JIOKYMEHTOB JOKYMEHTBI npoOieMarike pabota
JUYHOTO JIMYHOTO
Xapakrepa Xapakrepa

6 | Opranuzamnus [TonroroButhCA 5 M3yunts suteparypy mno |[KoHTposnbHas
paboThI C|K npoOieMarike pabota
JOKYMEHTaMu TEMaTHYECKOMY

KOHTPOJIIO

7 | CocraBnenue OdopmuTh 5 M3yunts sureparypy mno |[KoHTponbHast
HOMEHKJIATypbl JOKYMEHTHI 110 npoOJeMarike pabota
TeI. (hopmMupoBaHU
®opMupOBaHUE W | 10 €1
opopmiieHHe eIl
[ToaroroBka nen k
nepenaye Ha
apXHBHOE
XpaHeHue
Opranun3zanus Odopmutsb 3,75 | U3yunts nwureparypy 1o |[KoHTposbHas
paboThI C | IOKYMEHTHI, poOIeMaTHKe pabota
JOKYMEHTaMH, cozep Kariye
coJiep KaliuMu KoH(UIeHIIHAT
KOH(HIEHIMAIbH | bHBIC CBEJCHUS
bl€ CBEJICHUS
3auet IlogroroBurscs 10 N3yuuts Marepuaisl (3auer

K 3a4eTy JeKIUH, JUTEepaTypy 1o
npoOJIeMaTiKe

Hroro 67,75 —

6.2. TemaTuka ¥ 3a1aHus 1JIsl TPAKTHYECKUX 3aHATHH
Tewma 1. Odopmienue 6J1aHKOB JOKYMEHTOB
Tewma 2. OopmieHne peKBU3UTOB JOKYMEHTOB
Tewma 3. OopMmieHrne OCHOBHBIX OpTraHU3AIIMOHHO-PACTIOPSAIUTEIBHBIX JOKYMEHTOB
Tema 4. OopmieHue AEIOBBIX MUCEM
Tema 5. OpopmieHne JOKYyMEHTOB JIMYHOTO XapaKTepa
Tema 6. TexHonmoruu oOpabOTKH BXOASIINX, UCXOIAIINX U BHYTPEHHUX JOKYMEHTOB OpraHu3aluu
Tewma 7. CocraBienre HOMEHKIATYpPHI aei. OdopmiieHne aen
Tema 8. Cnenuduka opopmMiIeHUs JOKYMEHTOB, COAepKaIIUX KOHPUACHIINATbHbIE CBEACHUS

6.3. TemaTnka u 3a1aHusA 17151 JIA0OOPATOPHBIX 3aHSATHIA
He npenycmorpeno

6.4. Metonu4yeckue peKOMEH/IAINH /JIs1 BHIIOJTHEHUSI KYPCOBBIX padoT (IIPOeKTOB)
He npexycmotpeno
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7. IlepeyeHb OCHOBHOM M JONMOJTHHUTEIbHOM JIUTEPATYPbI, HEOOXOAUMOMH /151 OCBOCHHSA
AMCUMILIMHBL (MOTYJIs1)
a) OCHOBHAA:

1. beikoBa, T. A. JlokymeHTanimoHHOE OoOecTieueHre ynpaBieHHs (IeJIOMPOU3BOJICTBO) @ yueo.
nocobue / T.A. beikoBa, T.B. Ky3nenosa, JI.B. Cankuna ; mox oomr. pea. T.B. Ky3nenoBoii. — 2-¢ u3.,
nepepad. u gon. — M. : UHOPA-M, 2018. — 304 c. + Jlon. marepuanbl [DNEKTPOHHBIN PeCypc;
Pexxum noctyma http://www.znanium.com].

2. Tlanacenko, FO. A. Jlenompou3BOJCTBO: MOKYMEHTAIIMOHHOE OOECIeueHHEe YIPABJICHHUS:
VYuebHoe mocobue [Dnekrponnslii pecype] / Ilanacenko FO.A., - 3-e u3n. - M.:PUOP, UHOPA-M,
2016. - 112 c. - (BO: bakanaBpuar) http://znanium.com/catalog.php?bookinfo=542773

3. boxenko, C.B. JlokyMeHTallMOHHOE oOOecleueHNe YIpaBleHUs: ydeOHOoe Tocoome
[Dnextponnbiii pecype] / C.B. boxenko. — Kocrpoma: M3a-Bo KoctpoM. roc. TexHon. yH-ta, 2011. —
94 c. — anexTpoHHAas OMOIMOTEKA.

4. Poroxun, M.1IO. [lokymeHTarimoHHOE OO€cIeueHrEe YNpaBIEHUS : YUCOHO-TIPAKTHUYECKOE
nocobue / M.YO. Poroxxun. - Mocksa ; bepnun : [{upexkr-Menua, 2014. - 384 c. - [DneKTpoHHBII
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=253704

5. TOCT P 7.0.97-2016. HanumonaneHblii ctanmapt Poccuiickoit ®enepaunn. Cucrema
CTaHJapTOB MO HHOpMAIKK, OUOIMOTEYHOMY M H3AaTelIbCKOMY Jeny. OpraHu3airoHHO-
pacniopsauTenbHas JoKyMeHTanusi. TpeOoBaHus K OQGOPMIICHHIO JOKYMEHTOB. — [DJIEKTPOHHBIH
pecypc]. — Pexxum noctyna: http://www.consultant.ru

0) OononHumenvHas:

1. Bbpeckuna, H.B. OcnoBbl nenmompousBozictBa : yueOHoe mocobue / H.B. Bpeckuna ;
MunucrepcTtBo oOpa3oBanuss u Hayku Poccuiickoit ®eneparnuu, denepanbHoe TOCYIapCTBEHHOE
aBTOHOMHOE 00pa3oBaTEIbHOE YUPEXkKACHUE BBICIIET0 MpoQecCHOoHaTbHOro obOpa3oBaHus «CeBepo-
KaBkazckuii denepanpupiii yHuBepcuteT». - CtaBponoas : CKOVY, 2015. - 123 ¢. — [DnekTpoHHBIN
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=457881

2. Kysnemnos, U.H. JlemonpousBoacTBo : yueOHO-cripaBouHoe ntocodue / M.H. Ky3neros. - 6-¢
u31., nepepad. u gom. - Mocksa : M3narenbcko-Toproast koproparus «lamkos u K°», 2014. - 460 c.
— [Dnextponnsii pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=452846

3. Kupcanora, M. B. CoBpeMeHHOE J1eT10pOr3BOACTBO: YueOHoe mocodue / M.B. KupcanoBa;
Poccuiickas Akanemus roc. cinyx0bl ipu [Ipesunente PO (PAT'C). - 4-e uzn. - M.: HULl UHOPA-M,
2014. - 312c. — [DnektponHbIil pecypc]. - URL: http://znanium.com/catalog.php?bookinfo=395921

4. OcHOBBI AeNonpou3BOACTBA: YueOHoe mocodue / A.M. Acamme, U.1. Muponona, E.A.
Kocapesa, I'.I'. BykoBuu. - M.: HUIl UHOPA-M, 2014. - 144 c. — [Dnexrponnsiit pecypc]. - URL:
http://znanium.com/catalog.php?bookinfo=443541

5. ApacnanoBa, B.A. JlokyMeHTaIlMoHHOE OOECIieYeHHEe YIpaBJICHUS : y4eOHO-TIPAKTHUECKOE
nocobue / B.A. ApacnanoBa. - Mocksa : [lupekr-Meaua, 2013. - 240 c. - [DneKkTpoHHBIN pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=137706

6. 'OCT 7.32-2001. MexrocynapcTBeHHBIN cTanaapT. CucreMa CTaHIapTOB M0 WH(pOpMaIuu,
O6uOIMOTEeYHOMY U M3AaTeNbcKoMy Aeny. OTueT o HaydyHO-UcclenoBaTeabckoi padore. CTpyKTypa u
npaBuia opopmieHus. — [DIeKTpoHHBIN pecypc]. — Pexxum moctyma: http://www.consultant.ru

7. boxenko, C. B. JlokyMeHTHpOBaHHE YIPABICHUYECKOW JAEATEIBHOCTH : Yy4e0.-METOo..
nocobue [DnekTponnsiit pecypc] / C. B. boxxerko. — Kocrpoma: M3a-Bo Koctpom. roc. TexHON. yH-Ta,
2016. — 17 c. — anexTpoHHas OUOIMOTEKA.
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8. Ilepeuennb pecypcoB HH(OPMANIMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH «HTEepHET»,
HEeO00XOUMBIX 1JIs1 0CBOCHMS M CHHUIITTHHBI
HNudopmanuonHo-odpazoBarebHbIe pecypehbl:
1. bubnmorteka [OCTos. Bce [OCTr1, [DnexTponnsiii pecype], URL:http://vsegost.com/

DJIeKTPOHHBbIE OMOJINOTEYHbIE CHCTEMBbI:

1. OBC «Jlaab»;

2. OBC «YHuBepcuterckas 6ubnuoreka online»;

3. OBC «Znanium»;

4. CripaBouHO-IIpaBOBbIE cUcTeMBbl «KOHCYNBTaHT», «['apaHT».

O¢unuaabHbie caiiThl (MHTEPHET-HCTOYHUKH):

Kypuan «/lemonpous3BoACTBO»  [DNeKTpoHHBIM pecypce]. - Pexum  pocryma:
http://www.top-personal.ru/officework.html?37

LleHTp KOMIIETEHIIMH MO BOMPOCAM JTOKYMEHTALMOHHOTO OOecTeyeHHs! YIpaBlIeHUs U
apXUBHOTO Jiena [DneKkTpoHHbI pecypc]. - Pexxum gocryna: http://www.edou.ru

DNeKTpOoHHbIE O(HUCHBIE CHCTEMBI [DNeKTpoHHBIH pecypc]. - Pexum nocryma:
http://www.eos.ru

Cucrema 3JIeKTPOHHOTO JOKYMEHTO000poTa [DIeKTpoHHBIH pecypc]. - Pexxum nocryma:
http://www.naudoc.ru/info/regulation_acts/?article=151

9. Onucanne MaTepUAJIbLHO-TEXHUYECKOH 0a3bl, HEOOXOAUMOI JJIs1 OCYIIECTBJICHUS
o0pa3oBaTe/IbHOI0 Mpolecca Mo AUCHHUITIHHE

B 3aBucumocTH OT pacnivicanus 3aHATHIA HA TEKYLIUI y4eOHbII roj1 3aHATHS MOTYT ITPOXOAMTH!

- neknuoHHble — B aya. 331, 325, 319, 303, 302, 231, xaxmas W3 KOTOPHIX OCHaIleHA
MYJIbTUMEANHHBIM TIPOEKTOPOM, M HACTEHHBIM SKPAaHOM, B MEPBBIX ABYX HMEETCs Oe3IMMHUTHBIN
WHTEpHET, 30Ha Wi — fi;

- mpakThueckue — B aya. 204, 203, 205, 206. Aynutopun 205, 206 ocHalleHbl KOMIIBIOTEPAMU C
O0(pHUCHBIM MaKeToM (10 8 B Ka)J0i), MyITbTUMEIUUHBIM MIPOEKTOPOM, HACTCHHBIM dKpaHoM. MMmeercs
O€3TMMHUTHBIN UHTEPHET, 30Ha Wi — fi;

- TIOMEIICHHS ISl CaMOCTOSTENbHOW paboThl (TiaBHBINM Kopryc — 318 ayxd.; kopmyc A — 309
ayn.; kopryc b — 302 ayz.; kopriyc E — 406, 410 an.; kopnyc 2K — 211 ayx.; kopryc b1 — 47, 48, 50, 54,
55, 63, 70 ayn.; xoprnyc Bl — 48, 57, 59, 61, 64 ayn.) ocHamieHbl KOMIBIOTEPHON TEXHUKOH C
BO3MO)KHOCTBIO MOJKIIIOUCHUS K ceTH «MHTepHeT» u obecneuenuem gocrymna B SUOC KI'Y.

HeoOxomumoe mporpammHoe obOecrnieueHHe — ohUCHBIN makeT. CrenuanbHOe JHUIICH3MOHHOE
MPOTPaMMHOE 00ecTieueHUE He HCIIONb3YeTCs.
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