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1. e v 321244 OCBOEHUS M CIUTIUHbBI

Ienv Oucuunnunst — GOpMUPOBaHHE y  OOYYAIOIIUXCS  HABBIKOB  O(GOPMIICHHS
OpraHU3aIMOHHO-PACTIOPSAUTENBHBIX JTIOKYMEHTOB C HCIIOJIb30BAaHUE TEKCTOBBIX PENAaKTOPOB U
OpraHu3ay padoThl ¢ HUMH, HEOOXOIMMBIX TIPH PEIICHUH 33729 MPO(heCcCHOHATLHON I TEIIBHOCTH.

3aoauu oucyunauHblL:

— U3y4eHue TpaBui 0pOPMIICHHUS OPTaHU3AIOHHO-PACTIOPAIUTEIBHBIX JOKYMEHTOB;

— U3y4YCHHE METOJIOB OpPraHU3alMK PadOTHI C TOKYMEHTAMU B OPTaHU3AIHIX;

— W3y4eHUE METOJOB OOECNeYeHUsT KOHTPOIS H KOH(QUICHIMAILHOCTH B CHUCTEME
JIeITOTIPOU3BOICTBA OPTaHU3AIHIA;

— ¢QopmMupoBaHWe YMEHUH H HABBIKOB COCTaBIISATh OPTraHU3AMMOHHO-YIIPABICHUYCCKHIE
JIOKYMEHTBI, BECTH JICJIOBYIO TICPEIHCKY.

2. [lepeyeHb MIIAHUPYEMBbIX Pe3yJIbTATOB 00y4YeHUS MO TUCHUIIUHE

B pesynbrare ocBOCHUS TUCHUILTUHBI 00YJaIONIHIACS JOIDKEH:

OCBOUTH KOMIICTCHIINH:

OIIK-2. CnocobeH ocymecTBIsATh cOOp, 00pabOTKYy M CTAaTHCTUYECKUN aHajdu3 JaHHBIX,
HEOOXOUMBIX JJISl peUICHHSI TIOCTABICHHBIX YKOHOMUYECKUX 3a/1a4.

Kox u coneprkanrue MHAMKATOPOB KOMITETEHITHH

HK.OIIK-2.3. Odopmiuser Ha  OCHOBE COOpaHHBIX  JaHHBIX  OPraHU3AIMOHHO-
pacrnopsiAuTeIbHbIe JOKYMEHTHI.

3HaTh:

— CHCTEMBbI IOKYMEHTAIlUU, TPeOOBAHUSI K COCTaBICHUIO U O(OPMIICHHIO IOKYMEHTOB;

— TOCYHapCTBEHHBIE CTaHIApTHI B cdepe Oo(OpMICHHS [TOKYMEHTOB Ha OyMaXHOM H
9JIEKTPOHHOM HOCHUTENISIX, COCTAB PEKBU3UTOB JOKYMEHTOB;

— mpaBmia 0(hOPMIICHUSI PEKBU3UTOB OPTaHU3alMOHHO-YIIPABICHYECKHX JTOKYMEHTOB, B TOM
qucie ¢ MPUMEHEHUEM HH(OPMAIIMOHHBIX TEXHOJIOTHIA;

— BHIBI OJAHKOB, COCTaB PEKBH3UTOB OJAHKOB, CXEMbI DPACIIOJNOKEHHS PEKBU3UTOB Ha
JIOKYMEHTE;

— COBpPEMEHHBIE CTIOCOOBI M TEXHUKY CO3JaHHUs JOKYMEHTOB;

— COBPEMEHHbIE TEXHUUECKUE CPEJCTBA U MHPOPMALMOHHBIE TEXHOJIOTMH, UCIOIb3yEMBbIE JUIS
peleHsi KOMMYHUKAaTUBHBIX 3a]1a4;

— MpoLeaypbl paboThI ¢ JOKYMEHTaMH B OpraHU3aLlUu.

Ymersn:

— COCTaBIATh OJIAaHKM OPraHU3aLMOHHO-PACIIOPSIIUTENbHBIX JTIOKYMEHTOB U JOKYMEHTHI,
NPOBOJNUTH AHAJIU3 IIOJIHOTHl HAJW4YWs B HHUX PEKBH3UTOB B COOTBETCTBHE C COBPEMEHHBIMHU
TpeOOBaHUAMH K 0()OPMIICHUIO TOKYMEHTOB;

— TOTOBUTH MPOEKTHI PaCIOPSIUTEIbHBIX JOKYMEHTOB 00 oOIulaTe TpyAa M MPEeMUPOBAHUU
NepcoHaa;

— paboTaTh C HOPMAaTHUBHOM JOKyMeHTauuewl B oOnacth oGOpMIIEHHS OpPraHHU3aIllOHHO-
pacropsaUTENbHBIX JOKYMEHTOB U OPraHU3allui paboThl C HUMH.

Baaners:

— HaBBIKAMU O(OPMIJICHHS OPTraHU3ALMOHHO-PACIIOPSAAUTENbHBIX JIOKYMEHTOB, HaBbIKAMH
oopMIICHHS [IEOBOW TEPErrCcKH, HaBBIKAMH O(GOPMIICHHS ITOKYMEHTOB JIMYHOTO XapakTepa B
TEKCTOBOM PEIAKTOPE;

— HaBBIKaMH PabOTHI C TOKYMEHTaMHU B OpTaHHU3AIHIX .



3. MecTo aucuuniaunsl B crpykrype OII BO

JlucuuIuinHa OTHOCUTCSL K 00s3aresibHOM yacTu ydeOHoro rurana. M3ywaercs B 3 cemecTpe
(ounas popma oOyuenwus), 4 cemectpe (ouHO-3a04uHast popma oOyueHust), 1 Kypce (JETHSS CECCHs) —
3ao4Has (popma oOydeHUSI.

W3yueHne IUCHUIUIMHBI OCHOBBIBAETCS HAa paHEe OCBOCHHBIX JUCIMILIMHAX/TIPAKTHKAX:
BBEJICHHE B NPO(ECCHOHAIBHYIO JIEATEIbHOCTh, JIEJIOBbIE KOMMYHHUKAIIUU, TEOPHUS OpPTaHHU3aIUH U
yIIpaBIICHHUS.

W3ydeHre TUCIUTUIMHEI SBISICTCSI OCHOBOM /IS OCBOCHUS MTOCIICAYIONIUX JTUCIUTUTHH/TIPAKTHK:
SKOHOMHKA, OpraHu3alys, HOPMHUPOBAHUE M OIUIATa TPYJA; YIPaBICHHE YEIIOBEYCCKUMH PECYPCAMU;
MPOW3BOACTBCHHAS  MPAKTUKA:  TEXHOJOrMYeckas  (IMPOEKTHO-TEXHOJOTMYeCKas)  IMPaKTHKA;
NPOM3BOJICTBEHHAS MMPAKTHKA: MIPEINTUIOMHAS IPAKTUKA.

4. O0beM TUCHHMIINHBI
4.1. O0beM JUCHUILIMHBI B 324€THBIX eIMHULAX C YKA3aHUEM aKaJeMHYeCKNX
(acTpOHOMHYECKHX) YACOB M BH/AbI Y4e0HOI padoThI

Bunel yue6HoI paboThl Ounas 3aouHas OuHo-3a04yHast
dhopma dbopma
o0y4eHus
OO0miass TPyIOEMKOCTh B 3a4ETHBIX 3 3 3
SIMHUTIAX
OO01mast TpPyI0eMKOCTh B Yacax 108 108 108
AynuTopHBIEC 3aHATHS B Yacax, B TOM 50 12 40
quClIe:
Jlexuuu 16 6 16
[IpakTHueckue 3aHATUS 34 6 24
JlaGopaTtopHble 3aHATHUS — — —
[TpakTrueckast mOArOTOBKA 16 2 12
CamocTtosiTenbHass paboTa, B TOM 57,75 91,75 67,75
qucIe (B yacax):
PopMa IPOMEKYTOUHOU aTTECTALUN 3ager 3ager 3ager

4.2. O0beM KOHTAKTHOI padoThl Ha 1 o0y4aromierocs

Buapl yueOHBIX 3aHATHI Ounas 3aouHas OuHO-3a04yHaA
opma dopma
o0yueHust
Jlexun 16 6 16
ITpakTHueckue 3aHATHS 34 6 24
JlaGopatopHbie 3aHATUI — — —
Koncynsranun — — —
3adeT/3a4eThI 0,25 0,25 0,25
DK3aMeH/3K3aMeHbI - - -
KypcoBsie paboTbl - - —
KypcoBbie mpoeKThl - - -
Bceero 50,25 12,25 40,25




5. Conepxanue JMCUMILIMHBI, CTPYKTYPHPOBAaHHOE 110 TeMaM (pa3aeiaM), ¢ yKa3aHHeM

KOJIMYeCTBA YaCOB M BHI0B 3aHATHI
5.1 TemaTnueckuii MJIaH y4eOHOH TUCHMILINHBI

Temarnueckuii miIadH yuyeOHo# qucuumanHbl (ouHast popma odyueHmst)

Hazsanmne pasacia, TCMbl

Bcero,
yac

AyIuTOpHBIE 3aHATHUS

JIEKIL.

IPAKT.

J1a0.

CamocTosTesbHast
pabota

YHupHUIUPOBaHHBIE
CUCTEMBI JTOKYMEHTAITHH.
YHupuuupoBaHHast
cucrema
OpraHu3aIMOHHO-
pacrnopsIuTENbHON
JTOKYMCHTAIUH.
TpebGoBanuss k OJaHKaM
JOKYMEHTOB

12

O6mme npaBuia
oopMiIeHHS PEKBU3UTOB
OpraHU3aIMOHHO-
pacropsIuTeIbHbIX
JIOKYMEHTOB

20

CocraBnenune n
oopMIICHHE OCHOBHBIX
OpraHU3aIMOHHO-
pacTopsANTEIHLHBIX
JTIOKYMEHTOB

27

16

10

[IpaBmia u  ¢opmsl
JIEJIOBOY MTEPENUCKH

14

CocraBiienue
JIOKYMEHTOB
XapakTepa

JIUYHOTI'O

Opranuzanus paboThl ¢
JIOKYMEHTaMHu

Cocranenune
HOMEHKJIATypbl JIeJI.
®opMupoBaHue 151
oopmiieHne Te.
IlonroroBka  gen K
neperaye Ha apXUBHOE
XpaHeHue

Opranuzanus paboTel ¢
JIOKyMEHTaMH,
coJiepKaluMu
KOH(PHUACHITHATHHBIC
CBEJICHUS

5,75

3,75

3auer

10

10

NTOI'O

16

34

57,75




Temaruyeckuii JIaH y4eOHOM JMCIMILIMHBI (3a04Hasi popma 00ydyeHHs)

Haseanue paznena, rembl

Bcero,
Jac

AynuTOpHBIE 3aHATUS

JICKII.

MIPaKT.

11a0.

CamocrogrensrHas
pabora

YHupUuupoBaHHbIE
CHCTEMBI JTOKYMEHTAIIH.
YHupuuupoBaHHas
cucrema
OpraHu3aIMOHHO-
pacnopsIIUTeIbHON
JOKYMEHTAIIH.
TpeboBanuss k OjaHKaM
JOKYMEHTOB

12

0,5

0,5

11

O6mmue npaBuja
oopMIICHUS PEKBH3UTOB
OpraHu3aIMOHHO-
pacTopsANTEIHLHBIX
JOKYMEHTOB

15

13

CocraBienue 51
oopMIICHHE OCHOBHBIX
OpraHHU3aIOHHO-
paciopsAMTEIbHBIX
JIOKYMEHTOB

16,5

1,5

13

IIpaBunma u  Qopmbl
JIEJIOBOM MTEPENUCKH

12,5

0,5

11

CocraBienue
JTIOKYMEHTOB
XapakTepa

JIMYHOI'O

12

0,5

0,5

11

Opranuzanus paboTel ¢
JOKYMEHTaMHU

12

0,5

0,5

11

CocraBnenue
HOMEHKJIaTypPhI JEI.
dopmMupoBaHue u
odopmiieHne hi (S
[ToaroroBka Jlelt K
nepenaye Ha apXUBHOE
XpaHeHUe

12

0,5

0,5

11

Opranuzanus padboTel ¢
JOKYMEHTaMH,

coep KaniMu
KOH(HIEHINATIbHbIE
CBEJICHUS

11,75

0,5

0,5

10,75

3ayeTr

NTOI'O

91,75




TemaTnyeckuii NJIaH y4eOHOI AUCIUIIMHBI (04HO-32049HAas (popMa o0ydeHHs )

Hassanue paznena, Tembl

Bcero,
Jac

AynuTOpHBIE 3aHATUS

JICKII.

MIPaKT.

11a0.

CamocrogrensrHas
pabora

YHupUuupoBaHHbIE
CHCTEMBI JTOKYMEHTAIIH.
YHupuuupoBaHHast
cucrema
OpraHu3aIMOHHO-
pacnopsIIUTeIbHON
JOKYMEHTAIIH.
TpeboBanuss k OjaHKaM
JOKYMEHTOB

12

O6mmue npaBuja
oopMIICHUS PEKBH3UTOB
OpraHu3aIMOHHO-
pacTopsANTEIHLHBIX
JOKYMEHTOB

22

10

CocraBienue 51
oopMIICHHE OCHOBHBIX
OpraHHU3aIOHHO-
paciopsAMTEIbHBIX
JIOKYMEHTOB

25

12

12

IIpaBunma u  Qopmbl
JIEJIOBOM MTEPENUCKH

12

CocraBienue
JTIOKYMEHTOB
XapakTepa

JIMYHOI'O

Opranuzanus paboTel ¢
JOKYMEHTaMHU

CocraBnenue
HOMEHKJIaTypPhI JEI.
dopmMupoBaHue u
odopmiieHne hi (S
[ToaroroBka JI(SN] K
nepenaye Ha apXUBHOE
XpaHeHUe

Opranuzanus padboTel ¢
JOKYMEHTaMH,

coep KaniMu
KOH(HIEHINATIbHbIE
CBEJICHUS

5,75

3,75

3ayeTr

10

10

NTOI'O

16

24

67,75




5.2. Conepskanue IUCUMIIIHHBI

Tema 1. YHuduuupoBaHHble CHCTEMbI JOKYMEHTAIMU. YHH(UUMPOBAHHASL CHCTeMA
OPraHU3alMOHHO-PACTIOPSANTENLHOM JOKYyMeHTanun. TpedoBanus K 0J1aHKaM IOKYMEHTOB

YHuudukanus TOKyMEHTOB. Y HUPHUIIMPOBAHHBIC CUCTEMBI JOKYMEHTAINH. JJOKyMEHTaIIMOHHOE
obecrieueHrue ympaBieHUs (IeIONpou3BOACTBO). JlokymMeHT. BiaaHKM JOKYMEHTOB, HMX CIIOCOOBI
u3roroicHus. @opMaTel TUCTOB OyMaru, MCIOIb3yeMbIe JIJISl U3TOTOBIICHUS OaHKOB. TpeboBaHus K
OJlaHKaM JTOKyYMEHTOB mnpeanpusaTus. [lonst 61aHKOB JOKyMEHTOB. BUIIbI pacmonokeHus] PEKBU3UTOB
3aroJI0BOYHOM YaCTHU JOKYMEHTA.

Tema 2. OOmme mnpaBuiaa  opopMJIeHHSI  PEKBH3UTOB  OPraHU3alNHOHHO-
pacCHoOpsSIANTEIbHBIX IOKYMEHTOB

Opranu3anuoHHO-PACTIOPSIUTENbHBIE JOKYMEHTBI, COCTaB WX PEKBH3UTOB. TpeboBaHHs K
0(OpPMIICHHIO PEKBU3UTOB JJOKYMEHTOB:

01 - rep6 (IocymapcrBennblii TepO Poccuiickoit @enepanmm, repd cyowsekra Poccmiickoit
Oenepanuu, rep0d (repaabIUUecKuii 3HaK) MyHHIIUIIATILHOTO 00pa30BaHMUs);

02 - >m0eMa;

03 - ToBapHbIi 3HAK (3HAK O0OCTYKUBAHUS);

04 - xon hopMBI JOKYMEHTA;

05 - HauMeHOBaHUE OpPraHU3allMK - aBTOPA JIOKYMEHTA,

06 - HauMeHOBaHKE CTPYKTYPHOTO TIOPA3ACICHUS - aBTOPa JOKYMEHTA;

07 - HauMeHOBaHUE IOJKHOCTH JIMIIA - aBTOPA IOKYMEHTA;

08 - cipaBoUHBIE TaHHBIE 00 OpraHU3ALINY;

09 - HauMeHOBaHUE BHUJIA JIOKYMEHTA,

10 - nara nOKyMeHTa;

11 - perucTpanMoOHHBI HOMEP JOKYMCHTA;

12 - ccpika Ha pEeruCcTPAIMOHHBIN HOMED U AaTy MOCTYIUBIIETO JOKYMEHTA;

13 - mecTo cocTaBneHus (M3AaHUs) JOKYMEHTA,

14 - rpu¢ orpanuueHus AO0CTyIna K JOKYMEHTY;

15 - agpecar;

16 - rpud yTBEepKICHHUS JOKYMEHTA;

17 - 3aroyI0BOK K TEKCTY;

18 - TekcT TOKyMEHTa,

19 - oTmMeTKa 0 MPUTIOKEHUY;

20 - Tpud corimacoBaHHs JOKYMEHTA;

21 - Bu3a;

22 - IOAINCE;

23 - oTMeTKa 00 3JEKTPOHHOM MOANUCH;

24 - eyarts;

25 - oTMeTKa 00 UCIIOIHUTEIIE;

26 - oTMETKa O 3aBEPEHUH KOITHH;

27 - OTMETKa O TIOCTYIUICHUH JIOKYMEHTA;

28 - pe3oITroTIHS;

29 - oTMETKa O KOHTPOJIE;

30 - oTMeTKa O HanpaBJICHUH JIOKYMEHTA B JIEJIO.

Tema 3. CocTaBienue u ogopmiaeHHEe OCHOBHBIX OPraHHM3aNMOHHO-PACHOPSAUTEIBHBIX
JOKYMEHTOB

Bunbl opraHn3aiimoOHHO-pacoOpsAMTENbHBIX JOKYMEHTOB, X HazHadeHue. CocTaB M IpaBuia
oopMIIeHHs PEKBU3UTOB OCHOBHBIX OPraHM3allMOHHO-PACTIOPSIUTEIbHBIX JOKYMEHTOB: IMPHUKA30B,
pacropsDKeHUH, MOJIOKEHUH, MPaBWII, WHCTPYKUUN, IPOTOKOJIOB, aKTOB, JOKJIATHBIX U CIIYKEOHBIX
3aMMCOK, KOHTPAKTOB, O(PUIIHANIBHBIX IOBEPEHHOCTEH, CIIPABOK.



Tema 4. IIpaBuiia u popMbl 1e710BOMH NePeNUCKU

JlenoBasg mepenucka, ee BHIbl. Buiael mucem kak 00O0OIIEHHOE Ha3BaHME Pa3JIUYHBIX I10
COJICPKAHUIO JOKYMEHTOB, IIE€PECBHUIAEMBIX IO mouTe. bilaHK NucbMa, COCTaB €ro pPEeKBU3UTOB.
TpeboBanus1, IpeabsBIsieMble K TEKCTY UCbMa. BapuaHnThl 000pOTOB TEKCTOB Pa3IMYHBIX THUCEM.

Tema 5. CocTaB/ieHHe TOKYMEHTOB JJUYHOI0 XapaKTepa
[IpaBuia odopmileHHUs TOKYMEHTOB JJMYHOTO XapaKTepa: 3asBICHUS, pe3toMe, aBToonorpaduu,
pacuCKH, TUYHON TOBEPEHHOCTH.

Tema 6. Opranusamnusi padoThl ¢ JOKYyMeHTAMH

OO0OpaboTka MOCTYHAaIOMMX JOKYMEHTOB, XapakTepucTuka ee dranoB. OOpaboTka
OTIPABISIEMBIX ~ JOKYMEHTOB. @DOpMbI  permcrpandud  JTOKYMEHTOB. [IpuMepHBIi  TiepedeHb
HEPEruCTPUPYEMBIX JJOKYMEHTOB. TeXHOIIOTMM 00paOOTKM BHYTPEHHHUX JOKYMEHTOB. KoHTpoib
UCTIOJTHCHUS IOKyMEHTOB.

Tema 7. CocraBieHHe HOMEHKJATYpbl jej. ®opmupoBaHue u odopmieHHe el.
IloaroroBka geJ1 K nmepegaye Ha apXUBHOE XPAHEHUe

HeoOxogumocTh KimaccH(pUKAUU JTOKYMEHTOB. Jle10 Kak COBOKYIHOCTh JIOKYMEHTOB.
[Ipu3Haku TpynmnupoBKU JOKYMEHTOB B Jena. Haznauenue HomeHkIaTyphl aei. CocTaB ee pa3ielios.
Hymepamusi 3aroioBKoB el BHYTPU pa3lielioB HOMEHKIATypbl. OCHOBHbBIE MpaBuia pabOTHI ¢
HOMEHKJIATYpOU JIEIT.

TpeGoBanusi, mnpenbsiBigeMble K QopmupoBanuto aen. OdopmieHne OONOKKU Jena.
Hasnauenne apxmBa mnpenmpustusa. Ilpomecc omnpeneneHuss KOHKPETHBIX CpPOKOB XPaHEHUs
nokyMeHTOB. Cpoku XpaHeHUss JokyMeHToB. [IpaBuna [nomoiaHUTENBbHOTO OGQOpMIIEHUS e,
OTOOpaHHBIX Ha apxuBHOE XpaHeHUe. OdopmileHrne 3aBEPUTEIIBHOTO JIUCTA JIeJa, OMUCEH Ha TPYIIIBI
JIeJ1, aKTa Ha YHUUYTOKEHHE JIe]I.

Tema 8. Opranmsanusi padoTbl ¢ AOKYMEHTaMH, CO/lep:KallUMH KOH(HIAeHIHATbHbIE
cBe/leHus!

[Tpuniune! obecriedeHnss KOHPUASHIUATBHOCTH UHPOPMALIUU B CUCTEME JEIONPOU3BOJICTBA.
OnpeneneHue  CEKpPEeTHOCTH  JOKyMeHTa. (OCHOBHbIE IpOOJIEMBl  OPraHU3ALUU  CEKPETHOIO
JIEJIONPOU3BO/ICTBA.

5.3. [IpakTHyecKas MOArOTOBKA
5.3.1. llpakTHueckasi NOATOTOBKA (04Hasi hopma o0yueHus )

Kon, wanpasnenue, | HaumenoBanue quciuminibl | KonuyecTBO 4acoB JUCIHMIUIMHBI, pealu3yeMbie B
HaIpPaBJICHHOCTh (hopMe paKTUYECKON TOJTOTOBKH
Bcero | Cemectp 3 CewmecTp ..
Jlexuuu | Ip.3an. | JIa6.p.
38.03.01 Dxonommka | JIOKyMEHTAIIHOHHOE 16 - 16 - - -1 -
- JKOHOMHKA | o0ecriedyeHrue  JesITebHOCTH
ousHeca OpraHu3aluu
Kon Nuaukarop ConeprxaHue 3a1aHUs Ha Yucno 4acoB NpakTUYECKOW MOJTOTOBKHU
KOMIICTCHIIUN | KOMIIETEHIIUU MIPAKTHYECKYIO Bcero Jlektum | Ilpakr. | Jla6.pab
ITOJATOTOBKY I10 3aHATHUS
BBIOpaHHOMY BHIY
JESTeIbHOCTH
OIIK-2 UK.OIIK-2.3 | Odopmurs 16 - 16 -
OpraHH3aIMOHHO-
pacnopsAuTeNbHEIE
JIOKYMEHTBI




5.3.2. IlpakTHyeckasi NOAroTOBKA (3a04Hasi hopMa o0yueHHusl)

Kon, wHampasnenue, | HaumenoBanue nucrumuinael | KodaumuecTBO 9acoB JAWCHUIUIMHBL, pean3yeMble B
HaANPaBJICHHOCTh (hopMe pakTUIECKON TOJATOTOBKH
Bceero | Kypc 1 (Jiet. ceccus) Cewmecrtp ..
Jlextuu | Ip.3an. | JIao.p.
38.03.01 Dxonomuka | JIOKyMEHTAalIUOHHOE 2 - 2 — - =] =
- 9KOHOMHKA | 0OecriedeHne  JesTeIbHOCTH
ousHeca OpraHu3aluu
Kon Wuanukatop | CopeprkaHue 3amaHus Ha Yucno 4acoB NpakTUYECKON MOJATOTOBKU
KOMIIETEHIIMM | KOMIETEHIIUN MIPAKTUYECKYIO Bcero Jlextmu | Ilpakr. | JIa6.pabd
MOJTOTOBKY T10 3aHATHUS
BEIOpAaHHOMY BUITY
JIESATSIILHOCTH
OIlIK-2 HK.OIIK-2.3 | OdopMuTs 2 — 2 -
OpTraHU3aIMOHHO-
pacnopsiuTeNbHEIE
JIOKYMEHTBI
5.3.3. [IpakTHyeckasi NOAroToBKa (04HO-3204Hasi hopma o0yueHus )
Kon, wanpaenenne, | HanumenoBanme quctumuinael | KonnyecTBo 49acoB MUCIMILTHHBI, peann3yeMbie B
HaANpPaBIEHHOCTh (hopMe mpaKkTUIEeCKON OATOTOBKH
Bcero | Cemectp 4 CemecTp ..
Jlextuu | Ilp.3an. | JIa6.p.
38.03.01 Dxonomuka | JlokyMeHTaIMOHHOE 12 - 12 - - =1 -
- 9KOHOMUKA | 00eClieYeHue JACATEIbHOCTH
omsHeca OpTaHu3aIun
Kon Wupukarop ConepkaHue 3a1aHds Ha Hucno yacoB NpakKTUYECKON NOATOTOBKU
KOMIIETCHIIUN | KOMIIETCHIIUU MIPaKTHIECKYIO Bcero Jlextmu | Ilpakr. | Jlab.pad
MTOATOTOBKY T10 3aHATHUSA
BBIOpaHHOMY BUJTY
JeSITETBHOCTH
OIlIK-2 HK.OIIK-2.3 | OdopMuTh 12 - 12 -
OpTaHU3aIMOHHO-
pacnopsauTenbHbIE
JIOKYMEHTBI
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6. MeToanueckne MaTepuaJibl 1Jisi 00y4alOMXCH 10 OCBOCHHUIO TMCIUTLTUHBI
6.1. CamocrosiTesibHasi padoTa 00y4YarOIIUXCH 10 JUCHUIINHE

CamocrosiTesibHAsi padoTa 00y4aroMXcsl M0 JUCHUIIIMHE

(ounas ¢opma o0yueHus)
Ne Pa3nen (Tema) 3aganue Yacel MeTtoauueckue ®opma
n/n JAUCHUTIMHBI peKoMeHIauH 110 KOHTPOJISI
BBINOJIHEHUIO 3a1aHUS
1 | Yaudunuposanusl | OhopMUThH 6 Nzyunth Marepuaiibl [YCTHBIA — OmIpoC,
e CHCTEMBI | OJaHKU JEKLUUH, JUTEparypy IO [BBIIOJIHEHUE
JOKYMEHTAI1H. JOKyMEHTOB npoOsieMaTuke TUTOBBIX
YHaudumupoBanHa 3aJaHUI
s cucrema
OpraHU3alOHHO-
paclopsAUTEIHLHO
W JIOKyMEHTalHH.
TpebGoBanus K
OnmaHKam
JTIOKYMEHTOB
2 | O6mue mpasmia | OpopmMUTH 8 N3yunts Marepuainsl [YCTHBIM  ompoc,
odopmieHus PEKBHU3HUTHI JEKLIUH, JHUTeparypy IO [MHMCbMEHHBIN
PEKBU3UTOB JOKyMEHTOB npoOieMaTuke 0I1pOC,
OpraHu3aIOHHO- BBITIOJTHEHUE
pacnopsAUTEIbHBI TUTIOBBIX
X JIOKYMEHTOB 3aaHuit
3 | CocraBnenne  u | OdopmuTh 10 N3yants Marepuaibl [YCTHBIA — OMpoc,
odopmiieHue OpraHU3alMuOHH JeKLIUH, JHUTeparypy IO [MHMCbMEHHBIN
OCHOBHBIX o- MpoOIeMaTHKe o11poC,
OpPraHMU3alIOHHO- | PACHOPSIUTEND BBIIIOJIHEHUE
pacnopsAUTENbHbl | HblE TUTIOBBIX
X JIOKYMEHTOB JOKYMEHTbI 3aaHui
4 | IIpaBuna u gopmsl | OhopMUTh 8 N3yunts Marepuaiiel [YCTHBI  OIpOC,
JIEJI0BOM pasHble  BHUIBI JEKUMHA, JMTeparypy IO |[MMCbMEHHBIN
MEepenuCcKu JIETIOBBIX npoOnemarmke 0I1pOC,
IICEM BBIIIOJIHEHUE
TUTIOBBIX
3aJaHui
5 | CocraBnenue OdopmuTsb 4 N3yunts Marepuainsl [YCTHBIM  ompoc,
JOKYMEHTOB JOKYMEHTBI JEKUUH, JMTeparypy IO |[MMCbMEHHBIN
JTUIHOTO JIUIHOTO MpOoOIEeMaTHKE orpoc,
Xapaktepa Xapakrepa BBITIOJIHEHUE
TUTTOBBIX
3aJaHui
6 | Opranmszanus [TogroroBurscs 4 N3yunts Marepuaiiel [YCTHBIA  OIpOC,
paboThI C|K JEKUMA, JHUTeparypy IO [MMCbMEHHBIN
JOKYMEHTaMu TEMaTHYECKOMY npoOnemarmke OIIpoC,  JIOKJIaJ,
KOHTPOJIIO [pEe3EHTALS
7 | CocraBnenue OdopmuTsb 4 N3yunts Marepuaiiel [YCTHBI  OMpOC,
HOMEHKJIATypHI JIOKYMEHTBI 110 JEKUMA, JHUTeparypy IO [MUCbMEHHBIN
Je. (hopmMupoBaHH MpoOIeMaTHKE OIpoC,  JIOKJIAJ,
DopMHUpOBaHUE U | IO JIEN [PE3EHTALU
odopmiieHHEe JIeTl.
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IloaroroBka men K
nepeaaye Ha
apX1BHOE
XpaHEeHHE
8 | Opranuzanus OdopmuTh 3,75 | U3yuuts Marepraiibl [YCTHBIA — OMpOC,
paboThI C | IOKyMEHTHI, JEKIUW, JUTeparypy IO [MUCbMEHHBIN
JIOKYMEHTaMH, colieprKaliue npobiemMarrke oIIpoC,  JOKJIAJ,
CoJIep KALTIMH KOH(HICHIHAT pe3eHTALNS
KOH(HIEHIMAIbH | bHbIE CBEJCHUS
bI€ CBE/ICHUS
3ayer [TonroroButhcs 10 3yunth Marepuaisl [3a4eT
K 3a4eTy JEKIMW, JuTeparypy Iio
poOIeMaTHKe
Hroro 57,75 -
CamocrosiTesibHAsi padoTa 00y4aroIMXCH 10 TUCHUILIMHE
(3aouHas ¢popma o0yqeHuUs1)
No Paznen (Tema) 3ananue Yacel MeTonuueckue ®opma
n/n JAUCHUTIMHBI PeKOMeHJalHH 110 KOHTPOJISA
BBINOJIHEHUIO 3a1aHUS
1 | YauduuupoBanus! | OGopMuTh 11 N3yuuth Marepraiibl [KoHTpoJIbHAs
e CUCTEMBI | OaHKu JEeKUUH, JUTeparypy 1o [padboTa
JOKYMEHTAIUH. JIOKyMEHTOB npobiemMarrke
YHuduuupoBanHa
s cucrema
OpTraHu3aIMOHHO-
pacropsauTeIbHO
W JTOKyMEHTallHH.
TpeboBanus K
OsaHKaM
JOKYMEHTOB
2 | O6mue mnpasmia | OpopMUTH 13 N3zyunts Marepuaisl [KOHTposbHas
oopmienus PEKBHU3UTHI JEKIMiA, JTeparypy Io [paboTa
PEKBU3UTOB JIOKyMEHTOB npobieMarHke
OpTaHU3aIMOHHO-
pacropsITeIbHBI
X IOKYMEHTOB
3 | CocraBnenue u | Opopmutsb 13 N3zyunts Marepuaisl [KoHTposbHas
odopmiieHne OpraHU3alMOHH JEeKLUUH, JuTeparypy 1o [paboTa
OCHOBHBIX o- npoOeMarHke
OpPTaHU3aIIOHHO- | PacHOpPSANUTEIh
pacropsIUTeIbHbl | HbIE
X TOKYMEHTOB JIOKYMEHTHI
4 | IlpaBuia u ¢popmsl | OpopMHUTH 11 N3yunts Marepuaisl [KoHTposbHas
pi (S (0):10)7 pa3HbBIe  BHIBI JEKIMiA, JHTeparypy To [paboTa
MEPENUCKU JIETIOBBIX npoOeMarHke
IceM
5 | CocraBnenue Odopmuth 11 N3yunts Marepuaibsl [KOHTposbHas
JTOKYMEHTOB JOKYMEHTBI JEKIMiA, JHTeparypy To [paboTa
JIMYHOTO JIMYHOTO npoOieMarHke
Xapaxkrepa XapakTepa
6 | Opranuzanus IlogroroButscs 11 N3yuuth Marepuaibl [KoHTposbHas
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paboThl C|K JeKIMA, JMTeparypy 1o [padora
JOKYMEHTaMHU TEeMaTHYECKOMY npoOieMarHke
KOHTPOJTIO
7 | CocraBieHue Odopmuthb 11 N3yuuts Marepuaiisl [KOHTpOJIbHAS
HOMEHKJIaTyphbl JOKYMEHTHI 110 JEKUMH, JMTeparypy Mo [paboTa
Jell. (dbopMupoBaHu npoOeMarHke
dopmupoBaHue W | 10 AN
odopmiieHHEe Tl
IloaroroBka men k
nepenaye Ha
apX1BHOE
XpaHEeHHE
8 | Opranuzanus OdopmuTh 10,75 | Uzyuuth Marepraiibl [KoHTpoJIbHas
paboThI C | IOKyMEHTHI, JEKIMiA, JMTeparypy 1o [paboTa
JOKYMEHTaMH, colieprkaliue npobieMarrke
coJiepKaIuMu KOH(UICHITHAT
KOH(UIECHIMAIbH | bHBIC CBEJICHUS
bI€ CBE/ICHUS
Hroro 91,75 —
CamocrosiTesqibHasi padoTa 00y4aroIMXCs 10 JUCHUILIMHE
(ouno-3a04yHas opma 00yueHHs )
No Paznen (Tema) 3aganne Yacel MeTtoauueckue ®opma
/i JAMCHMILTHHBI PeKOMeHJaMH 10 KOHTPOJIS
BBINIOJHEHUIO 321aHUS
1 | Yaudpuuuposanusl | Opopmuth 8 N3yunts Marepuaibl [KoHTposbHas
e CHCTEMBI | OIaHKU JEKUMH, JMTeparypy Mo [paboTa
JTOKYMEHTAITHH. JIOKYMEHTOB npoOeMaTrHKe
YHuduurupoaHHa
o cucrema
OpraHu3aIMOHHO-
pacropsauTeIbHO
W JIOKyMEHTalHH.
TpebGoBanus K
OnmaHkKaM
JTOKYMEHTOB
2 | O6mue mnpasmia | OpopMUTH 10 N3zyunts Marepuaisl [KoHTposbHas
oopmienus PEKBHU3UTHI JEKIMiA, JTeparypy Io [paboTa
PEKBU3UTOB JIOKyMEHTOB npobaeMarHke
OpTaHU3aIMOHHO-
pacropsauTeIbHbI
X TOKYMEHTOB
3 | CocraBnenue u | Obopmuth 12 N3yunts Marepraiibl [KOHTpoJIbHAs
oopmienue OpraHu3alMOHH JEKIM, JMTeparypy 1o [paboTa
OCHOBHBIX o- npoOnemarmke
OpPraHU3aIMOHHO- | PacHOpPSAUTEND
pacropsINTEIbHBI | HBIE
X JOKYMEHTOB JIOKYMEHTbI
4 | IIpaBuna u Gopmsl | OdbopMUTh 9 N3yunts Marepraiibl [KOHTpoJIbHAs
JIeTTOBOM pa3Hble  BHUIBI JEKIM, JmTeparypy 1o [paboTa
MepenucKu JIETIOBBIX npoOnemarmke
ceM
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5 | CocraBreHnue OdopmuTh 5 W3yuuts muteparypy 1o [KoHTposibHas
JIOKYMEHTOB JOKYMEHTBI npoOieMarHke paboTa
JUYHOTO JIMYHOTO
Xapakrepa Xapakrepa

6 | Opranuzanms [TonroroButhcs 5 Myunts sateparypy mno [KoHTposbHas
paboThI c|K npoOeMarHke paboTa
JOKyMEHTaMHu TEMaTUYECKOMY

KOHTPOJIIO

7 | CocraBiieHue OdopmuTh 5 Myunts sateparypy mno [KoHTposbHas
HOMEHKJIATYpHI JOKYMEHTHI 110 npoOieMarrke paboTa
TeI. (hopmMupoBaHH
®opMHpOBaHUE W | IO €I
opopmiieHHe Jiedl.

ITogroroBka nen k

nepenaye Ha

apXHBHOE

XpaHeHue

Opranu3zanus Odopmutsb 3,75 | U3yunts mureparypy 1o |[KoHTpoibHas

paboThl C | JOKYMEHTHI, npoOIeMaThKe pabora

JTOKYMEHTaMH, cozepKariue

coJiep>KalIuMHU KoH(uUAeHIIHAT

KOH(HICHIINATIbH | bHBIC CBEICHUS

bI€ CBEJICHUS

3auer [logroroBurscs 10 N3yuuts Marepuainsl [3aueT
K 3a4ery JEKLIUH, JHUTeparypy 1o

npoOJsieMaTuKe
Hroro 67,75 —

6.2. TemaTnka ¥ 3a1aHUA 11 NPAKTHYECKUX 3aHATHI
Tema 1. Opopmienue 6J1aHKOB JOKyMEHTOB
Tema 2. OpopmiieHre peKBU3UTOB JJOKYMEHTOB
Tema 3. OgopmiieHre OCHOBHBIX OpraHU3allMOHHO-PACTIOPAIUTEIbHBIX JOKYMEHTOB
Tema 4. OpopmieHne AeI0BbIX THCEM
Tema 5. OpopmieHre JOKYMEHTOB JIMYHOTO XapakTepa
Tema 6. TexHonoruu oOpabOTKU BXOASIINX, HCXOSIIMX U BHYTPEHHUX JOKYMEHTOB OpraHU3alluu
Tema 7. CocraBieHrne HOMEHKIATYpHI aen. Odopmiienue e
Tema 8. Cnenrduxa opopmiieHHs] TOKYMEHTOB, COAEPIKAIINX KOH(UICHIIMAIbHbIE CBEICHUS

6.3. TemaTnka u 3a1aHus IS 1a00PATOPHBIX 3aHATHI
He npenycmotpeno

6.4. MeTrognueckue peKOMEHIALMH /IS BbITIOJTHEHHUS KYPCOBBIX pa0doT (IIPOEKTOB)
He npenycmorpeno
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7. IlepeyeHb OCHOBHOM U JONOJHUTEIbHON JUTEPATYPbl, HOOX0AMMOM /15l OCBOCHUS
AMCUUIIMHBL (MOIYJIs1)
a) OCHOBHAAL:

1. beixoBa, T. A. JlokymeHTarimoHHOE oOecIeueHUE ypaBJIeHHs (JEIOTPOU3BOJCTBO) : yueO.
nocodue / T.A. beikoBa, T.B. Ky3nenona, JI.B. Cankuna ; nox oomr. pex. T.B. Ky3nenosoii. — 2-¢ uz.,
nepepad. u gorn. — M. : UHOPA-M, 2018. — 304 c. + Jlon. marepuasbl [DIEKTPOHHBIA PECypC;
Pexum nocryna http://www.znanium.com].

2. Tlanacenko, FO. A. [lenonpou3BOJCTBO: JOKYMEHTAIIMOHHOE OOECIEeYCHUE YIPaBIICHHUS .
VYuebHoe nocobue [Dnekrponnsiii pecype] / Ilanacenko FO.A., - 3-¢ u3n. - M.:PUOP, UH®PA-M,
2016. - 112 c. - (BO: bakanaspuar) http://znanium.com/catalog.php?bookinfo=542773

3. boxenko, C.B. JlokyMeHTallMOHHOE OOECIICYeHHE YIpaBleHUs: ydeOHOe mocobue
[DnexTponnsbiit pecype] / C.B. boxenko. — Kocrpoma: M3a-Bo Koctpom. roc. texnoi. yH-ta, 2011. —
94 c. — snexTpoHHas OuOIHOTEKA.

4. PoroxuH, M.JO. JlokyMeHTallMOHHOE OOecreueHrue YIpaBleHUs : y4eOHO-TIPAKTHUECKOE
nocobue / M.YO. Poroxkun. - Mocksa ; bepmun : [{upexkr-Menua, 2014. - 384 c. - [DneKTpoHHBII
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=253704

5. TOCT P 7.0.97-2016. Hanuonansusiii ctannapt Poccuiickoit ®enepanuu. Cucrema
CTaHAapToB 1Mo wuH(OpManKuK, OHOTMOTEYHOMY U HU3JAaTeNbckoMy jaeny. OpraHuzalnuoHHO-
pacniopsiauTensHas JOKyMeHTarus. TpeboBaHus K O(QOPMIICHUIO JOKYMEHTOB. — [DIIEKTPOHHBIN
pecypc]. — Pexxum mocrymna: http://www.consultant.ru

0) OononHumenvbHasL:

1. Bpeckuna, H.B. OcHoBwl nenomnpousBojcTBa : ydeObHoe mocodoue / H.B. Bpeckuna ;
MunucrepcTBo 00pazoBaHust W Hayku Poccuiickoilt ®enepauuu, PenepanbHOe TroCyIapCTBEHHOE
ABTOHOMHOE 00pa3oBaTEIbHOE YUPEKJACHUE BBICHIETO MPO(ecCHOHANBHOr0 oOpazoBaHus «CeBepo-
KaBkasckuit denepanbubiii yauBepcuteT». - CtaBpomnons : CKOY, 2015. - 123 ¢. — [DneKTpOHHBIH
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=457881

2. Kysnenos, 1.H. JlenonpousBoactso : yuebHo-cripaBoyHoe nocodue / M.H. Ky3nenos. - 6-e
u3., mepepad. u jor. - Mocksa : M3mparenscko-Topropas kKopropanus «Jlamkos u K°», 2014. - 460 c.
— [3nexrponnsriii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=452846

3. Kupcanosa, M. B. CoBpeMeHHOE 1e70TTpon3BoICcTBO: YueOHoe nmocodue / M.B. Kupcanosa;
Poccuiickas Axagemus roc. ciayxObl npu IIpesunente PO (PAI'C). - 4-e uza. - M.: HUL] UH®PA-M,
2014. - 312c¢. — [Dnexrponnsrii pecypc]. - URL: http://znanium.com/catalog.php?bookinfo=395921

4. OcHOBBI Jenonpou3BojcTBa: YueObHoe mocobue / A.M. Acammes, .. Muponona, E.A.
Kocapesa, I'.I'. Bykosuu. - M.: HUL] UH®PA-M, 2014. - 144 c. — [DnektponHsbIil pecypc]. - URL:
http://znanium.com/catalog.php?bookinfo=443541

5. ApacnanoBa, B.A. JlokyMeHTallMOHHOE OOecreyeHne YIpaBiIeHUs : y4eOHO-IIPAKTUUECKOe
nocobue / B.A. ApacnanoBa. - Mocksa : Jlupekr-Menua, 2013. - 240 c. - [DnekTpoHHBIH pecypce]. -
URL.: http://biblioclub.ru/index.php?page=book&id=137706

6. TOCT 7.32-2001. MexrocynapcTBeHHbIN cTanaapT. Cucrema cTaHIapTOB 1O HHPOPMALIUH,
OMOMMOTEeYHOMY W M3/aTeNIbcKoMy jeny. OTdeT 0 HaydyHO-HCCIieoBaTebcKoi padbore. CTpykTypa U
npaBuiia opopMiIeHus. — [DNeKTpOoHHBIN pecypc]. — Pexxum goctyma: http://www.consultant.ru

7. boxenko, C. B. JlokyMeHTHpOBaHHE YIPABICHUECKON [EATEIbHOCTH : Yyued.-METOJ.
nocobue [Dnextponsslii pecype] / C. B. boxenko. — Koctpoma: M3n-Bo KocTpoMm. roc. TexHoun. yH-Ta,
2016. — 17 c. — anexTpoHHas OMOIHOTEKA.
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8. Ilepeuennb pecypcoB HH(OPMANMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTu « AHTEepHETY,
HEeO00XOAMMBIX /151 0CBOCHUS AMCHMIINHBI
HNudopmannonHo-o6pa3oBaTe/ibHbIe PeCypChl:
1. bubmuoteka OCTos. Bece 'OCThwI, [DnexTponnsiii pecype], URL:http://vsegost.com/

DJIeKTPOHHBbIE OMOJINOTEeYHbIE CUCTEMBbI:

1. OBC «Jlagbpy;

2. OBC «YHuBepcurerckas 6ubnmoreka onliney;

3. OBC «Znaniumy;

4. CpaBouHo-1ipaBoBble cucTeMbl «KoHCynpTanT», «l"apanr.

OdunuanbHble caiiThl (MHTEPHET-UCTOYHUKH):

Kypuan «/lemonpous3BoAcTBO» [DNeKTpoHHbIM pecypc]. - Pexum  pgocrymna:
http://www.top-personal.ru/officework.html?37

LleHTp KOMIIETEHIIMH MO BOMPOCAM JOKYMEHTAllMOHHOTO OOecleYeHHs YIpaBlICHUS U
apXMBHOTO Jiena [ DNeKTpoHHbIH pecype]. - Pexxum pocryna: http://www.edou.ru

DOneKTpoHHbIE O(QUCHBIE CUCTEMBbI [DIEKTPOHHBIM pecypc]. - Pexum pocryma:
http://www.eos.ru

Cucrema 3IEKTPOHHOTO TOKYMEHTO000poTa [ DIEKTPOHHBINH pecypc]. - Pexxum moctyma:
http://www.naudoc.ru/info/regulation_acts/?article=151

9. Onucanne MarepuaJbHO-TeXHMYECKOH 0a3bl, HeOOXOAUMO¥ I OCYLeCTBJICHHSA
o0pa3oBaTeJibHOIO Npolecca Mo AUCHUIIMHE

B 3aBucumocTu oT pacnycaHus 3aHITUHA Ha TEKYIIUI y4eOHBIM roj 3aHsTHSI MOTYT IIPOXOAUTH:

- neKuuoHHble — B ayxa. 331, 325, 319, 303, 302, 231, kaxnaas U3 KOTOPBIX OCHaIIeHa
MYJbTUMEAUMHBIM IPOEKTOPOM, U HACTEHHBIM SKPAaHOM, B IEPBBIX JABYX HMEETCS Oe3IUMUTHBIN
UHTEpHET, 30Ha Wi — fi;

- mpakTHyeckue — B ayq. 204, 203, 205, 206. Aynutopuu 205, 206 ocHallleHbl KOMIIbIOTEPAMU C
o(HCHBIM MakeToM (1o 8 B Kax/10i1), MyJIbTUMETUIHBIM ITPOEKTOPOM, HACTEHHBIM 3KpaHoM. MIMmeercs
0e3MMMUTHBII UHTEPHET, 30Ha Wi — fi;

- MOMEIICHHS ISl CaMOCTOSATENIbHOM paboThl (raBHbld kopryc — 318 ayn.; xkopnyc A — 309
ayn.; kopmyc b — 302 ayn.; kopmyc E — 406, 410 an.; xopnye XK — 211 ayn.; kopnyc b1 — 47, 48, 50, 54,
55, 63, 70 ayn.; xopnyc Bl — 48, 57, 59, 61, 64 ayn.) ocHamieHbl KOMIIBIOTEPHOW TEXHUKOHU C
BO3MOYKHOCTbIO MOAKIIoUeHHs K ceTH «HTepHeT» n obecneuenueM aocryna B DM1OC KI'V.

Heobxonumoe mporpammHoe obecriedeHue — opucHbIi nmakeT. CrenuanbHOE JHIEH3HMOHHOE
IIpOrpaMMHOE 00ecIieueHNe HE UCTIOIb3YEeTCsl.
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