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1. IEJIX OCBOEHUA N CHUIIJINHBI

OcBoecHue KOMHCTCHHHP‘I, HCO6XOI[I/IMI)IX JJIL TOATOTOBKU YITPABJICHYCCKUX KaJAPOB, BJIAJCIOIINX Teopneﬁ u HpaKTPIKOﬁ
Opranu3an JOKYMEHTAIITMOHHOTO obecmeueHus YIIpaBJICHUA Ha OCHOBC PAllMOHAJIBHBIX, HAYTHO 000CHOBaHHBIX
IMPUHOUIIOB U METOAOB €TI0 COBCPIICHCTBOBAHUA.

3amayaMu IUCIMIUTMHEL «/JoOKyMeHTallmoHHOE 00ecTieueHe YpaBIeHUECKON A TEIbHOCTI SIBIISIOTCS:

1) OCBOCHHE COBPEMEHHBIX METOMOB M TEXHOJIOTHH 00pabOTKM JOKyMEHTOB HAa OCHOBE HCIOIB30BaHUS CPEACTB
OpPraHU3alMOHHON ¥ BBIYUCIUTENBHON TEXHUKHY;

2) BBISIBJICHHE CBOEOOPa3usi OpraHU3aluy paboThl C JOKyMEHTaMH B 3aBUCUMOCTU OT Pa3BUTHS TOCYJapCTBEHHOTO
anmnapara ynpaBlICHUs;

3) COCTaBJIEHHE MTPOEKTOB OCHOBHBIX JOKYMEHTOB YIIPABJIEHUSI B COOTBETCTBHU C TPEOOBAHUSAMH K UX O(OPMIIEHUIO;
4) YMEHHE OPraHH30BaTh CIYKOy MOKYMEHTaIlHOHHOTO OOECTedeHMs YIpaBICHUS U paboTy ee COTPYIHHKOB B

YUPECKACHUHN, OpraHUu3allvii U Ha NPCATIPUATUHA.

2. MECTO JUCIIUITIJIMHBI B CTPYKTYPE OIIOII

Huka (paznen) OIOIT: K.M.03.06

2.1 TpeOoBaHus K NPEABAPUTEIbLHOI IOAT0TOBKE 00y4al01erocs:

WHocTpaHHBIN SI3BIK

2.2 JIucuunJuHbl M MPAKTHKH, JISI KOTOPbIX OCBOEHUE TAHHOW AUCHHUILIMHBI (MOIYJIs1) HEOOXOTUMO KAK
npeanIecTBYIOIIEe:

W3yueHne qUCHMIITUHBI SBJISETCS OCHOBOM JajbHeHero n3ydeHus Kypca "buznec-koMMyHUKauu'", a Takxe
c(hOopMHUPOBAHHBIE KOMITETEHIIH OYIYT 3aKPETUISATHCS Ha MPAKTHUKE 110 TOIYYSHHUIO MPO(ECCHOHATBHBIX YMEHHH U OTBITa
o eCCHOHANTBHON IeITeIbHOCTH

YpapieHue nepcoHanoM

JIGJ'IOBBIC KOMMYHHKaIIUH

MapxkeTusr

DKOHOMUYECKHI aHAJIN3

YHpaBJ'IGHI/Ie YCJIOBCYCCKUMHU peECypCaMu

YpapieHue npoeKTaMu

[ToaroroBka K MpoIeaype 3alUThI M 3aIllUTa BBITYCKHON KBaJTH()UKAIIMOHHONW paOOTHI

3. KOMIIETEHIIMY OBYYAIOILIETOCSl, ®OPMHUPYEMBIE B PE3YJIETATE OCBOEHUSI JMCLIIMILINHBI
(MOAY.JIS)

YK-4: CniocodeH ocylmecTB/IATH Je10BYI0 KOMMYHMKALIMIO B YCTHOH U NHCbMEHHOH (pOpMax Ha rocy1apCcTBEeHHOM
si3bIKe Poccuiickoii @enepanum 1 HHOCTPAHHOM(bBIX) A3bIKE(aX)

3HaTh:

Nmeer npencrapnenre o MpaBuiiaX U MPUHINTIAX JETOBOW YCTHOW U MIUChbMEHHOW KOMMYHHUKAIUH HA TOCYIapCTBEHHOM
si3pIke Poccuiickoii @enepanyy 1 nHOCTPaHHOM(BIX) sI3bIKE(axX)

YMmers:

JleMOHCTpUpYyeT yMEHHE OCYIIECTBIATH JET0BYI0O KOMMYHHKAIIUIO B YCTHON M MMCHbMEHHOM (hopMax, HCIONb30BaTh METOMBI
U HaBBIKU JIEIOBOTO OOLIEHUS

Baanernb:

Vimeer HaBBIKH I€IOBOTO OOIICHHUS HA TOCYJapCTBEHHOM si3bIke Poccuiickoit denepanun 1 ”HOCTpaHHOM(BIX) s3bIKe(aX):
- OCHOBHBIMH TEXHOJIOTHSAMH, METOTaMH, CITOCO0aMH ¥ CPEICTBAMH TOTy4eHHsI, XpaHEHHS, ITepepaboTKn
JIOKYMEHTHPOBaHHOW MH(POPMaLUH;

- 00IIMMH HaBBIKAMHU PabOTHI C JOKYMEHTAMH;

IIK-3: CniocodeH opopMuTh pe3yibTaThl NPOBEIEHHOr0 OM3HEC-aHAIN32 WJIM MAPKETHHI0BOr0 HCCJIeJOBAHUSA

3HaTh:

JleMOHCTpHpYeT 3HaHUS O MOPSAKE COCTABICHUS U NMpaBmIax o(hopMICHHUS IPOBEJEHHOTO OU3HEC-aHANIN3a UITH
MapKETUHIOBOI'O UCCIIEN0BAHMSA

YMmernb:
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0(pOPMHTH pe3yNbTaTHI MPOBEACHHOTO OU3HEC-aHAIN3a WITH MaPKETHHTOBOTO HCCIIETOBAHHS

Baanern:

HmeeTr HaBBIKY MMOATOTOBKH O(OPMIICHUST KOHKPETHBIX BHJIOB JJOKYMEHTOB IPOBEACHHOTO OU3HEC-aHATN3a WITH
MapKETUHIOBOTO HCCIIEIOBAHUS .

HAaBBIKH PabOTHI C KOMITBIOTEPOM KaK CPEICTBOM YIIPABICHHUS TOKYMEHTHPOBAHHBIMU TIOTOKaMH UH(OPMAIIHH, PabOThI C
JIOKYMEHTHPOBAaHHOW MH(POPMAITUEH B TIIO0ATHHBIX KOMITBIOTEPHBIX CETAX, pA0OTHI C aBTOMATH3UPOBAHHBIMU CHCTEMaMHU
VIIpaBIeHUs TOKYMEHTHPOBAHHON WHPOpMAIIHEH TS TPUHATHS OTIEPATUBHBIX YIPABICHICCKUX PEIICHUH U MPEICTABICHUS
HMX SKOHOMHUYECKUX 000CHOBaHMIA

B pe3ysbTaTe 0cBOCHHS JUCHMILINHBI 00yYAKOLIUICS J0JKEH

3.1 |3narn:
3.1.1 | - UmeeT npencTaBieHye o NpaBuiIax U MPUHLIUNAX JEI0BON YCTHOW M MUCbMEHHON KOMMYHHMKAILUA Ha
rocyIapcTBEHHOM s13bIke Poccmiickoit deneparmn 1 MHOCTpaHHOM(BIX) S3bIKe(ax)
3.1.2 | - JleMOHCTpUpPYET 3HAHUS O TIOPSJIKE COCTABJICHUS M IpaBUIIax 0(hOPMIICHHS TPOBSICHHOTO OU3HEC-aHATH3a
MM MApPKETHHTOBOTO MCCIICIOBAHHS
3.13
3.14
3.2 | Ymern:
3.2.1 | leMOHCTpUpYET yMEHUE OCYIIECTBIATD AEIOBYI0 KOMMYHUKAIIUIO B YCTHOM U MUCBMEHHOH (opMax,
HCIIOJIF30BaTh METOJIBI M HABBIKH JAETOBOTO OOIICHHS:
322
3.2.3 | ymeeT 0(OpMHTH Pe3yAbTaThl IPOBEACHHOTO OM3HEC-aHAIN3a M MAPKETHHIOBOTO MCCIIEIOBAHHUS
3.3 | Baagern:
3.3.1 | IMeeT HaBBIKH IEJIOBOTO OOIIEHNMS Ha TOCYIapCTBEHHOM s3bIKe Poccniickoit @enepariiii 1 ”HOCTpaHHOM(BIX)
S3bIKe(ax):
3.3.2 | - OCHOBHBIMH TEXHOJIOTHSAMH, METOAAMH, CIIOCOOAMH U CPEICTBAMH TIOJTyICHHUS, XPAaHEHHS, ITepepaboTKu
JOKyMEHTHPOBaHHON HH(MOPMAIIH;
3.3.3 | - oOmuMu HaBBIKAMHU PabOTHI C JOKYMEHTAMH;
3.3.4 | ImeeT HAaBBIKM TIOATOTOBKH O(OPMIICHIS KOHKPETHBIX BHIOB JOKYMEHTOB IIPOBEAECHHOTO OM3HEC-aHAIN3a
WM MapKETHHTOBOTO HCCIIEOBAHUS
3.3.5 | HaBBIKH PabOTHI C KOMIBIOTEPOM KaK CPEJCTBOM YIPABICHUS JOKYMCHTHPOBAaHHBIMHU ITOTOKaMHU HH(OPMAIIHH,
paboThI C JOKYMEHTUPOBAaHHOHN HH(pOpManuel B r106aIbHBIX KOMIBIOTEPHBIX CETSIX, PAOOTHI €
ABTOMATHU3MPOBAHHBIMU CHCTEMaMH YIIPABJICHUS JOKYMEHTHPOBAHHON HH(pOPMAIUEH I TPUHATHS
OTIePaTHBHBIX YIIPABICHUCCKUX PEIICHUH 1 MPEACTABICHIS NX SKOHOMHIECKIX 000CHOBAaHIH
4. OFBbEM JJUCIIUIIVIMHBI (MO LY JIS)
OOwas TpyaoeMKocTb 4 3ET
Yacos 1o yqeOHOMY IIIaHy : 144 Bunbl KOHTpONIst B ceMecTpax:
B TOM YHCIIE
ayAUTOPHBIC 3aHITHS : 10 9K3aMeHBI 2
caMocCTosiTeNbHas paboTa : 93,8
4acoB Ha KOHTPOJIb : 36
KOHTaKTHas pabora: 14,2
HKP: 4,2
5. CTPYKTYPA U COAEPKAHUME JUCLHHUIIIMHbBI (MOY.JIS)
Kon HaumeHoBaHue pa3/1e/ioB U TeM /BUA 3aHATHA/ Cemecrt | Hacos Jluteparypa
3aHATH p / Kype

Pazpnen 1. I[CJ'IOHPOI/BBO)ICTBO — OCHOBAa TEXHOJIOTUM YIIPpaBJICHUSA
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1.1 JEJIOITPOU3BOJCTBO, ETO 3AKOHOAATEJIbBHOE 1 2 36,7 JI1.1J11.3
HOPMATHMBHO-METOAMYECKOE PEI'YJIMPOBAHUE JI1.2J12.1
OPI'AHU3ALIMA AEJIOITPONU3BOACTBEHHOI'O JI2.2J13.1 JI3.2
OBCJIYKUBAHU A JI3.3
MOJIOXEHHUE O CIIYXBE AEJIOIMPOU3BOACTBA 313233 354 35
JOJDKHOCTHBIE MHCTPYKIINN UHCTPYKIUA 11O
JEJIOITPON3BO/JICTBY OPT'AHU3ALIMA PABOUNX MECT
/Cp/
1.2 Texymwmii koHTpOoas /MKP/ 2 1,3 JIT.1JI1.3
JI1.2J12.1
JI2.2J13.1 JI3.2
JI3.3
Pa3gen 2. OcHOBHBIC JOKYMEHTHI ynipaBjieHusi. TpeGopanus k
o¢opMIIEHHIO0, TEXHOJIOTHSA CO3JAHUS JOKYMEHTOB
2.1 YrpapneH4eckuil TOKyMeHT: GyHKIuY, ropuandeckas cuna. Y C/l /Jlex/ 2 1 JI1.1 JI1.3
JI1.2J12.1
JI2.2J13.1 JI3.2
JI3.3
2102233
2.2 IIpaBuia odopmileHHS PEKBU3UTOB JOKYMEHTOB /JIek/ 2 1 JI1.1J11.3
JI1.2J12.1
JI2.2J13.1 J13.2
JI3.3
21 95
2.3 V3ydeHne pekBU3UTOB JOKYMEHTOB 1 COCTaBIICHHE OJIAHKOB 2 2 JI1.1J11.3
noxymenToB /IIp/ JI1.2J12.1
JI2.2J13.1 JI3.2
JI3.3
24 25
2.4 OcobenHocty 0(hopMIIEHHSI KOMMEPYECKOH JOKYMEHTAIUH IO 2 4 JIT.1JI1.3
3aKJIIOUEHHIO U UCTIOJIHEHHUIO ToroBopa /IIp/ JI1.2J12.1
JI2.2J13.1 JI3.2
JI3.3
D495
2.5 TPEBOBAHNSA K O®OPMJIEHNIO JOKYMEHTOB 2 31,1 JI.1J11.3
BJIAHK JOKYMEHTA JI1.2J12.1
MOPANOK AAPECOBAHU A JI2.2J13.1 J13.2
COI'JTACOBAHUE, ITIOATIMCAHUE U YTBEPXKAEHUE J3.3
JOKYMEHTA 21222334935
OTMETKU HA TOKYMEHTE
/Cp/
2.6 Texymwmii koHTpOIH /MKP/ 2 0,6 JIT.1JI1.3
JI1.2J12.1
JI2.2J13.1 JI3.2
JI3.3
Paznen 3. O01mue NpUHIUIBI U METOAUYECKHE OCHOBBI OPraHU3alMU
JAOKYMEHT0000poTa
3.1 Opranu3anus paboThl ¢ JoKyMeHTamu /JIex/ 2 2 JIL.1J11.2
JI1.3J12.1
JI2.2J13.1 JI3.2
JI3.3
2102233
32 O06paboTKa, cUCTeMaTH3aIus U XpaHeHue JokyMeHToB /Cp/ 2 26 JIT.1JI1.3
JI1.2J12.1
JI2.2J13.1 J13.2
JI3.3

013233 54 35
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33 Koncynpramus /MKP/ 2 2,3 JIT.1JI1.3
JI1.2J12.1
JI2.2J13.1 JI3.2
JI3.3

6. ®POHJI OHEHOYHBIX CPEJACTB

6.1. IlepeyeHb BHIOB OLEHOYHBIX CPEICTB

ceMHHap
TECT

mpakTHyeckas pabora
TPEHUHT

6.2. Tunoskle KOHTPOJIbHBIC 3a1aHUSl U UHBIEC MATEPHUAJIbI 11 TeKymeﬁ aTTeCTalum

Mopyns 1. Jlenonpou3BoAcTBO — OCHOBA TEXHOJIOTUY YIIPABICHUS
Tema. Cemunapckoe 3ansaTue: «Ciayxoa JI0Y»

Lenn: dopMupoBanue CIoCOOHOCTU OCYIIECTBIATEH MOUCK HH(OPMAIIUH 110 MOIYIYEHHOMY 3aaHHUI0, CIIOCOOHOCTH
HaXOJAUTh ONTHMAJILHBIC OPTaHU3ALOHHO-YIPaBICHUECKHE PEIICHUSI, OCYILECTBIATH COOp M aHAIN3 HH)OPMALIMOHHBIX
JAHHBIX YMEHHE OPTaHM30BaTh CIYKO0Yy TOKyMEHTAIIMOHHOTO 00ECIIEYeHHS YIIPABICHH U PabOTy ee COTPYIHHKOB B
YUIPEXICHUH, OPTAHU3ANNY U HA IPEANPHUATHH, IPOBECTH aHAIN3 U BRIBICHHE IPOOIEM B paboTe CIyxKOBI
JIOKYMEHTALMOHHOTO 00ECIICUECHHS YIIPaBJICHHS B OPraHU3al[11; IPUMEHEHUE COBPEMEHHBIX TEXHOJIOTHI U METOJIMK JUIsl
COBEPIICHCTBOBAHMS PaOOTHI CITYXKOBbI TOKYMEHTAI[IOHHOTO 00€ECTICUeH s YIPaBICHHS B OPraHU3aIMAX, yIPEKICHUIX U Ha
TPeAIPUATHAX.

Sanmanue 1. U3yduth CTpyKTypHI ciyxo J10Y

3amanue 2. Onucath CTPYKTYpY cyxk0b1 JJOY B KOHKPETHON OpraHU3aiuu

3aganue 3. O3HAKOMUTHCS C TUIOBOH TODKHOCTHOW HHCTPYKIIUEH CeKpeTaps

3ananue 4. IlpuBecty npuMep AODKHOCTHON HHCTPYKIMU paboTHHKA ¢y Obl IOY KOHKPETHOH OpraHu3aliu
3ananue 5. O3HAKOMUTHCS C THIIOBBIM IIOJIOXKEHNEM cITyxOb1 JIOY

3aganue 6. OmucaTs 3aga4n cayxO0s! JJOY B KOHKpETHOH OpraHM3aliH

3aganue 7. Onucats paboTy ciayx0b1 JJOY B KOHKPETHOH OpraHU3anuu

3ananue 8. /laTh pekoMeHIalnK 10 COBEPIICHCTBOBAHMIO PaObOThI ciyk0bl JJOY B KOHKPETHOI OpraHu3auu

Tpenunr
AHanmn3 KOHKPETHBIX CUTYAIUH 0 COCTaBICHUIO OCHOBHBIX JIOKYMEHTOB YIIPaBICHHs

B pamkax 1aHHOTO TPEHHHTA CTY/ICHTaM ONMCHIBACTCS CHTYaIlHs, HampuMep: «Bam HeoOXoanMo 1oBecTH HH(GOPMAIIHIO 10
PYKOBOJICTBA, UTO B LIEJISIX BBIIIOIHEHUS pabOTHI B CPOK BO3HUKAET HEOOXOAUMOCTD JOTIOTHUTEIBHOIO 00ECIIeYeHH s
TEXHUYECKHMHU CpelicTBaMm» Jlajiee CTyACHTHI ONIPEACIISIOT: KaKOW BHA JOKYMEHTa HEOOXOIMMO COCTaBUTh B JaHHOW
CHUTYalllH, KaKie TPeOOBaHMS IIPESIBABISIOTCS K 0(OpMIICHHIO JaHHOTO BUIA TIOKYMEHTa. B pesynbrare cocraBisercs
MPOEKT KOHKPETHOTO BHJa JOKyMEHTa, HEOOXOIUMOTO B JAHHOH MPOM3BOACTBEHHOH CHTYaIlHH.

JoxymeHToo0opoT

TpeHHHT IO COCTABICHUIO CXEMBI JOKYMEHTOO00pOTa

B paMKkax TaHHOTO TPEHUHTA CTYACHTAM IPEAaracTcsi BHIOpaTh KOHKPETHBIN BU/ TOKYMEHTA, a TAK)KE KPaTKO OMHUCATh
KOHKPETHYIO OpraHu3anuio. Jlanee HeoOX0AMMO COCTAaBUTh ONITUMAIBHYIO CXEMY JOKYMEHTO000pOTa sl JAHHOTO BUA
JIOKYMEHTa B OTIMCAHHOM OpTaHU3aIlNH, TaK K& He00X0AUMO, 0003HAYUTH ITAITBI JOKYMEHTOO00POTa, HX HEOOXOAUMOCTH,
onucaTh ocobeHHocTH padoThl cayxObl IOY Ha kaxaom sTane. CBOIO NO3HULMIO HEOOXO0AUMO OOCYIUTH U I0Ka3aTh Ha
o01IeM 00CYXKIEHHUH, B X0JI¢ KOTOPOTO CTYACHTHI 3a/1a10T JAPYT APYry BOMPOCHl. PaboTa MOXKET MPOBOJAUTHCS B MAJTBIX
TPYMIax WA KOJJICKTUBHO.

Tembl Ipe3eHTannii:

1.3HaueHne NeT0npON3BOICTBA B 3((PEeKTHBHOM yIpaBieHHH opranu3anuei 2.CTpykTypa 1 0cOOeHHOCTH pabOThI CIIyKOBI
JOY B paznuuHbIX opranuzanusx 3.CoBpeMeHHasi HOpMaTHUBHO-TIpaBoBas 06aza fokymeHtupoBanus B PO 4.0cHoBHBIE
JOKYMEHTBI yIpaBJIeHUs U TpeOOBaHNUS K UX 0(popMIIeHHIO

5. KagpoBble TOKyMEHTHI B TpeOOBaHHS K X 0(OPMIIEHHIO
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6. OcOOEHHOCTH COCTaBIICHHUS MTUCEM (JIETOBBIE MMChMA HA PYCCKOM M MHOCTPAHHBIX S3bIKaX, YJICKTPOHHbIE IIMCHMA)
7. Opranuzanus padoThl ¢ TOKYMEHTaMHU C MPUMEHEHHUEeM COBpeMeHHbIX IT

8. OcobenHocTH pabOTHI ¢ apXUBHBIMU JOKyMeHTaMH. Co3/1aHUE 3JIEKTPOHHBIX apXHBOB.

9. CpencrBa obecriedeHns 3anUTH HHYOPMAINH TIPH padoTe ¢ KOHPUACHINATIEHBIMU TOKYMEHTaMI

[IpumepHsIit TECT:

1 CocTaBHOM 4acThIO AEIOMPOU3BOJICTBA SBIISIETCS:

A) Bce OTBETHI BEPHBI

b) noxymeHTHpOBaHHE KaK IPOLECC COCTaBICHUS H O(OPMIICHHUSI JOKYMEHTOB

B) perncrpanus ToOKkyMeHTOB

I') mepepaboTka TOKYMEHTHPOBAaHHOH HH(DOpMALIUH

2. OCHOBHBIM 00BEKTOM H3y4€HHS B JEIOMPOU3BOICTBE SABISIETCA:

A) 10001 TOKYMEHT, a TaKXKe IPOoIecc padOTHl ¢ HUIM

b) Opranu3annoHHO-pacoOpsSITUTENBHBIA JOKYMEHT

B) 10KyMEHTBI TOCTOSTHHOTO XPAaHEHUS

I') Bce 0TBETHI BEpHBI

3. Yto Takoe JOKyMEHT?

A) nadopmanus, 3apUKCHPOBAHHAS HA MATEPHAIEHOM HOCHUTENE

B) pesynbrat 0oToOpakeHus HaKkTOB U COOBITHIA

B) pesynbrar oToOpaskeHns SIBICHIH 00BEKTHBHOMN JIEHCTBUTEIBHOCTH

I') pe3ynbTaT 0TOOpa’KECHNST MBICIIUTENBHOHN JIEITETHHOCTH

4. 3amayaMu J1eIONPOU3BOICTBA SIBIISIOTCS:

A) Bce OTBETHI BEPHBI

B) oTpakenue ynpapieHUECcKOii, TPON3BOICTBEHHON W MHOM AEATEIEHOCTH B COOTBETCTBYIOIINX TOKYMEHTaX
B) obecnieueHne parioHaIBHOTO HCHIOIB30BAHUS JOKYMEHTOB B AETOBOM MPAKTUKE MPEIIPUSITUSL

5. Tlo KakuM IIpUHIMIAM CIIEIYeT OPTaHU30BHIBATH JIEIIOMPOU3BOICTBO HA MPEATIPUATHHN?
A) Bce OTBETHI BEPHBI

B) onmepaTHBHOCTH - ObICTpast 1 4eTkask paboTa ¢ JOKYMEHTaMHU

B) TexHm4eckoe coBpeMeHHOE OCHAIIEHHE, o0JIerdatomniee paboTy ¢ JOKYMEHTaMH
I') menecoo6pa3HOCTE BCEX JIETONPOU3BOICTBEHHBIX OTIEpAIHid

6. CmemmanHas popMa OpraHH3aLUH AETONPOU3BOICTBA TPUMEHIETCA:

A) B KpYIHBIX IPEANPUATHIX

B) B HEOOMBIIMX TPEIIPUATHSIX

B) B manbIx opraru3anusx, Gpupmax

I') Bce oTBETHI BEpHBI

7. Kem ocymectsnsiercs JJOY Ha npeanpusitiun?

A) ciryxb60it IOY

b) pyxoBoaurenem

B) otmenom kanpos

I') OyxranTtepueit

8. Uto Takoe perucrpanus 10KyMeHTOB?

A) puxcanus GaxTa co3IaHMUs WIM TOCTYIJICHUS TOKYMEHTA 1 3alICh HEOOXOIUMBIX CBEJCHUH O JOKyMEHTaX C
MOCIEAYIOMNM IIPOCTaBJICHHEM Ha HUX JIEIONPOM3BOICTBEHHOTO HHIIEKCA U IaThl PErUCTPaLlin
B) y4eT mocTynmmBIIMX JOKyMEHTOB

B) mpocraBieHne perucTpaoHHOrO MTaMIa

I') Bce OTBETHI BEpHBI

9. Perucrparus HeoO6xoxuma Jus:

A) moncka, yaera ¥ KOHTPOJIS JOKyMEHTOB

b) yuera u nepeaaun Ha apXxUBHOE XpaHEHUE JOKYMEHTOB

B) KOHTpOIIS TOKyMEHTOB

I') GrIcTpOTO MOMCKA TOKYMEHTOB

10. PeructpaniioHHbIe CBEIEHHUS O(POPMIISIOTCS:

A) apabckumu nnpaMu B IEBOM HHXKHEM YIITY

b) pumckumMu 1 pamu B IpaBOoM BEPXHEM YIITy

B) apaGckumu mudpaMu B IpaBOM HIDKHEM YTy

I') mobbiMu 1idppamu B 1060M MecTe

IMPAKTUYECKAS PABOTA 2
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1. CocraBbte npuka3 mo OO0 «Cunres» r. Yensi0MHCKa 0 pexkUMepaOOThl IPEANPHATHS B Ipa3IHUYHbIE IHH 7 U § MapTa
2016r.

B koHcTaTHpytomel yacTu ykaxurte ocHoBaHue — cT. 112 Tpynosoro xonekca PO.

B pacnopsauTensHoi yactu onpenenute 7 u § mapta 2016 . HepabouuMu THSAMU IS COTPYAHUKOB IIPEAPULTHS.
OTMeHuTe B HepabouneqHu 7 U 8 MapTa Bce BUABI paboT. JlaiiTe mopydeHne 3aMeCTUTENIO AUPEKTOPa 110 X03HCTBEHHON
pabote A. I1. CumopoBy 00€CIIeunTh B STHIHH JCKYPHBIA PEKAM paOdOTHI SKCINTyaTAlMOHHBIX CIYXKO0, OXpaHy CIyKEeOHBIX
TIOMETICHNH, a TaKKe BHIIOJHEHNE TpeOoBaHMA okapHOH Oe3omacHocTH. KOHTPONE 32 HCTIOTHEHNEM ITPHKa3a BO3IOXKUTE
Ha MEepBOTo

3amecturens aqupekropa C. JI. Kosanesa.

[Ipuxkas noanucan qupexropll. K. ®enopos.

2. CocraBbte akT 10 OAQO «PocTtenecucreMs» 0 MpoBepKe paboThl ¢ JokyMeHTaMu. OCHOBaHUE — MPHUKA3 AUPEKTOPa OT
24.03.2016 . Ne 23 «O paboTte ¢ TOKyMEHTaMmu». B akTe MPOBEpKH JODKHBI OBITh 3a()UKCHPOBAHBI CIICAYIOIINE HEMOCTATKH:
0(pOpMIICHHBIE B CTPYKTYPHBIX MOAPA3AEICHUSIX JOKYMEHTHI He COOTBETCTBYIOT TpeboBaumsiM [ OCToB; nMeroTcs cirydan
yTepHU TOKYMEHTOB B OTAEIax; KOHTPOJIb 32 UCIIOJHEHNEM JOKYMEHTOB BeleTcs cabo; He MPUMEHSIOTCS CPeICTBa
BBIUUCIUTENBHON TEXHUKH [T aBTOMATH3allMK KOHTPOJIS 32 UCTIOJIHEHUEM TOKYMEHTOB U UX ydeTa. AKT YTBEPKAEH
TeHEpaTbHBIM JUPEKTOpOM npennpustus A. B. Po3oBeiM. J[pyrie peKBU3NTHI YKOKUTE CAMOCTOSTEIBHO.

3. YKa3aTb, KaKHue pEeKBU3UTHI UCIIOJIL30BAHbI 111 COCTAaBJICHUSA JOKYMCHTA (CM. ,I[OKyMeHT)

6.3. TunoBble KOHTPOJIbHBIE BOIIPOCHI U 3aJaHUSI LISl IPOMEKYTOYHOH ATTeCTALUM

Bompocs! k sx3ameHy
. IloHATHS «TOKYMEHTaIIMOHHOE 00ECTICUCHNE YIPABICHIS U «IEIOTPON3BOJICTBOY
. Cnyx6a IOY — GbyHKIUM U CTPYKTYpa, IPpaBa U OTBETCTBEHHOCTD
. HopmaTtuBHO-1IpaBoBas 06a3a JOKYMEHTHPOBAHHUS
. INonsaTne «yHUUKAIMSI TOKYMEHTOBY» 1 €T0 3HAYCHHE B COBPEMEHHOM JEIOTPON3BOJICTBE
. Crargaptuzamus noxymenTtos. Tpedosanust [OCT P.6-30-2003
. PexBu3ut. PacnionoxeHnue u pasmep peKBU3UTOB
. [TonsTne «10KyMeHT». OYHKIMH TOKYMEHTOB
. Kimaccnguxanms nokymeHTOB
. CucteMbl JOKYMEHTOB

10. Opranu3aliioHHO-PAaCHOPAAUTENBHAS CUCTEMA JOKYMEHTALUU

11. PacnopsiauTenbHble JOKYMEHTHI

12. Opranu3aIioOHHO-IIPABOBEIE JOKYMEHTHI

13. NndopmMaiuoHHO-CIIPaBOYHbIE JOKYMEHTHI

14. JIoKyMEHTBHI 110 IMUHOMY COCTaBY

15. TexHOMOTHS PabOTHI C TOKYMEHTAMHU

16. Omnpenenenue MOHATUS «TOKYMEHTOO0OPOTay, OOIIME IPUHIIUIIB U METOANYECKUE OCHOBBI OpTaHU3aIUN
JOKyMEHTO000pOTa

17. CtpykTypa 1 00IIast XapaKTepUCTHKA TOKYMEHTOIIOTOKOB

18. Peructpanms kak coctaBHast yacts Texnonorun J10Y

19. DTanel NpOX0XKIEHHUS U UCTIONHEHHS UCXOAAIINX U BHYTPEHHUX NOKyMeHTOB 20. PerucTpanus 1o0KyMeHTOB. 3aauul U
TPUHIAIIBI PETUCTPAIIH
21. OcHOBHBIE IpaBUJIa UHIEKCALUU JOKYMEHTOB
22. ®opMHUpOBaHUE U XpaHEHHUE e B JeTOMPOU3BOICTBE
23. OnpeneneHue NOHATUS HOMEHKIIATYpBI A€l BUabl HOMEHKIATyp Aeln

24. TpeboBanns K GOPMyIHPOBKE 3aTOJIOBKOB JIeTl B HOMEHKJIAType
25. Obpa3zoBaHMe HHIEKCA Jlella B HOMEHKIIAType
26. Cpoku XpaHEHUs Aei
27. XpaHeHHe TOKYMEHTOB B CTPYKTYPHBIX IOAPa3IeCHUSAX OpraHU3alul
28. IloaroroBka U nepejgayda A€l B BEIOMCTBEHHBIN apXuB
29. TpeboBaHUS K OQOPMIICHHIO JET
30. OnpeneneHre U COCTaBICHNUE OMUCEH

O 001N DN K~ Wi —

IMPAKTUYECKAS YACTD (mipumep)

CocraBbTe NpHKa3 0 pEMOHTHO-IKCIUTyaTallMOHHOMY MyHHLIMNIAIbHOMY yripasieHuto Ne 15.ITprka3 nuznan Ha OCHOBaHUH
nocraHoBJeHus [IpaButenbcTBa MoCkBBI OT 8 ceHTsIOps Tekymiero roaa Ne 908 «O ToTOBHOCTH CITY0 TOpPOICKOTO
XO034HCTBa K yOOpKe TeppuTopuii MOCKBBI B 3UMHHIT IEPHOI».
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Pabouast nporpamma gucuiuinHbl " JlOKyMEHTaIMOHHOE 00eCTIeUeH e YIPaBICHIECKOH AesITeIbHOCTH 110
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crp. 9

JIMpeKkTop peMOHTHO-IKCINTYaTAIHOHHOTO MyHHIIMNATBHOTO yrpaBieHus Ne 15 3otoB U.T. 5 oxTa0ps Tekymiero roxa u3aain

MpUKa3 O MOATOTOBKE K YOOPKE TEPPUTOPHIA B 3UMHUIN MEPUO TEKYILETO TOa.
I'naHbIil nHxeHep Hukonaes B.B. k 15 okT0ps J0KEH MPOBECTH 3aKpeIlICHHE YOUPAEMbIX TEPPUTOPHHA 338 TEXHHUKAMU-
CMOTPHTEISIMH U JIBOPHUKAMH, COCTABUTh TpadHK TBYXCMEHHOU pabOThI IO YOOPKE TPOTYapOB M JBOPOBBIX TEPPUTOPHH,
pa3paboTaTh U COTIacoBaTh B IpeeKType OKpyra IiiaH YOOPKH TEPPUTOPUH C IPUBICUEHUEM JTIOAEH 1 TEXHUKH
BEJOMCTBEHHBIX IPEANPUATHI, PACIOIOKEHHBIX HA TEPPUTOPUN OKpYTa.
OpraHu3anuio KOHTPOJISL 32 MCIOJIHEHUEM IpHKa3za MOpPY4UTh 3amecTurento nupekropa C. P. Bunokyposy. Ionmucan

npuka3 aupexkrop 3otos M.T.

Busbl cornmacoBanus: 1opuckoHcynsT AIL.KepH.

C MMPUKa30M O3HAKOMIJICHBI:

6.4. Kputepuu onieHuBaHUA

Tect

Ornenka

4.2.2 TpeHunr
Kpurepun onenrnBanus 3ananuit
MaxkcuManabHOE KOJIMYECTBO OaJUIOB MPU MPAaBUIILHOM BBIOJHEHUH 3a1aHuil — 30 Gayios.
OO00CHOBaHHOCTH BBIOOPA AITOPUTMA JEHCTBUS WM MYTH pEIIeHUs cutyaruu — 20 6anioB
IMonHoTa oTBeta — 10 GamioB

L.
2.

4.2.3. IIpaktuueckast pabora

HeynosnersopurensHo
Habpannas cymma 6amioB (% BBITOJTHEHHBIX 3amanuii) (Max — 100)

VYnosaersoputenbHo Xopowmo OTiIMYHO

a) Kpurepuii orieHUBaHUS: BHITOJHEHHE TPABIIIEHBIX BAPHAHTOB 3aJaHMUI.
6) IlIxana onennBanus (MakcuMyM 20 6aIoB): 3a KaXKA0e MPaBIIIBHO 0(OPMIICHHOE 3aiaHe Hauncisercs | 6am, Ha
Ka)K/IbIH ITPaBHIIBHBIH OTBET Ha BOIIPOC U3 OTKPBITOTO CIUCKA HauKcsiercs 2 6aiuia, IpaBUiIbHO O(OPMIICHHBIH JOKYMEHT

OLICHUBAETCS B 5 6ayoB. PaboTa Bkiroyaer 2 TCOPETHUUCCKHUX 3aJaHUs, 3 BOIIpOCa U3 OTKPBITOI'O CIIMCKA, 1 3aga4dy 1o

0(pOPMIICHHIO TOKYMEHTA C HCIIOJIh30BAHUEM HEOOXOIUMBIX PEKBH3HUTOB.

Menee 60 60-75

76-95

86-100

7. YHEBHO-METOAUYECKOE 1 TH®OPMAIIMOHHOE OBECIIEYEHUE JUCIUIIJIMHBI (MO Y JIS)

7.1. PexomeHnayemas TuTepaTypa

7.1.1. OcHoBHas1 JMTEpaTypa

ABTOpBI, 3arnaBue WznarensctBo, | Pecype
JI1.1 | beixoBa T.A., JlokyMeHTanmoHHOE 00ecTieueHIe YIpaBICHU Mocksa : OO0 9BbC
Ky3nenosa T. B., (menonpon3BOACTBO): yaeOHOE mocodue "Hayuno-
Cankuna JI. B. (https://znanium.com/catalog/document?id=437674) M3aTeIbCKUI
uentp UHOPA-
M", 2024
JI1.2 | Tronenena T.A. JloKyMeHTaIMOHHOE 00eCIedeHHE YIIPABICHUS C IPAKTUKYMOM: Mocksa : 3bC
ydaebHOe nmocodue KunoPyc, 2025
(https://book.ru/book/955652)
JI1.3 | bacakoB M.U., JIokyMeHTamoHHOE oOecTieueH e ypaBieHus (C OCHOBaMH Mockaa : 9bC
Muxainosa JLJL apXHUBOBEICHHA): yaeOHOE TTocooue KnoPyc, 2025
(https://book.ru/book/958252)
7.1.2. JlonoiHUTEIbHAS JIUTEPATYPA
ABTODBI, 3arnaBue UsnatensctBo, | Pecypc
JI2.1 [ MoprynoB A.B. DNEeKTPOHHBIE CUCTEMBI JOKYMEHTO000pOTa: yueOHOe mocodue HoBocubupck : 9BC
(https://znanium.com/catalog/document?id=398049) HoBocubupckuit
TOCyHapCTBEHHBI
1 TeXHUYECKUH
YHHUBEPCHTET
(HI'TY), 2020
JI2.2 |T1aBnosa P. C. JlokyMeHTanmoHHOE obecrieueHue ynpasieHus. Jlenosas CaHkT- 9BC
nepenucka: yaebHoe mocoOue st By30B [etepOypr :
(https://e.lanbook.com/book/288977) Jlanb, 2023

7.1.3. MeTonnueckue pa3padoTku
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ABTOpBI, 3araBue WznarensctBo, | Pecype
JI3.1 | bapuxun A. b. Jlenonpon3BoICTBO U TIOKYMEHTOOOOPOT: MPAKTUIECKOE Mockaa : 9bC
nocobue KuukHbI#H Mup,
(https://biblioclub.ru/index.php?page=book&id=89671) 2008
JI3.2 | Kupcanosa M.B., Kypc nenonpou3BoacTBa: J0KYMEHTAIHOHHOE OOeCTICUeHHE Mocksa : OO0 9BC
Akcenos 0. M. yIpaBleHus: yaeOHOe TToco0me "HayuHo-
(https://znanium.com/catalog/document?id=358180) U3JaTeIbCKUN
uentp MHOPA-
M", 2020
JI3.3 | Ky3nenos 1. H. JIoOKyMEHTallMOHHOE 00ECTICUCHIE YITPaBICHHSL. Mocksa : FOpaiir, 9bC
JIoKyMEeHTOO00POT U AETONPOU3BOJICTBO: YICOHHUK U MPAKTUKYM [ 2025
JUTSL BY30B
(https://urait.ru/bcode/581143)

7.2. Ilepeuens pecypcoB HHGOPMAIHOHHO-TE1eKOMMYHUKAIIUOHHOI ceTu "UHTepHeT"

21 1. Jlanp [DnexTpoHHBIH pecypc] : anekTpoHHOo-OnOmoTeuHas cucrema (OBC) / u3marensctBo Jlans. — URL:
http://e.lanbook.com/.

32 | YHuBepcuTeTckas OnbiInoTeka OHIaiH [DIeKTPOHHBIH pecypc] : aeKTpoHHO-0nbmoTednas cucrema (ObC) / OO0
Hupextmenua [Mabmumunr. —
URL: http://biblioclub.ru/.

93 | IOpaiiT [DnekTpoHHbIH pecype] : anekTpoHHo-0nbaroTeuHas cucrema (ObC) / m3matenscrBo IOpaiit. — URL:
https://biblio-online.ru.

94 |eLIBRARY.RU [OnexTpoHHSIH pecypce] : anekTponHas 6bubmuortexa / Haya. anexrpon. 6-xa. — URL:
http://elibrary.ru/defaultx.asp.

25 |MHO®OPMMUO [DneKkTpoHHBIN pecypc] : IMeKTPOHHbIN ClIpaBOYHUK [00ecredeHrne BceX THITOB 00pa30oBaTebHbIX
YVIPEXKICHUH HOPMATHBHBIMH, METOTUICCKIMH, HAYIHO-TIPAKTHYECKUMU MaTepranamu]. — URL:
http://www.informio.ru/.

7.3 Ilepedyenb HHGOPMALHMOHHBIX TEXHOJIOT I

7.3.1 IlporpammHoe obecnieyeHmne

LMS Moodle

Adobe Reader

7.3.2 IIpodeccuonanbHbie 6a3bl JAHHBIX U HHPOPMALMOHHO-CIIPABOYHbBIE CHCTEMbI

1. Brepolis [QnektponnbIit pecype] : [caiiT] . — URL: http://apps.brepolis.net/BrepolisPortal/default.aspx (aata obparienus
28.08.2016)

2. East View Information Services [DmnekrponHslit pecypc] : [caiiT] . — URL:
http://online.eastview.com/stat_login/index.jsp?enc=eng (nata obpamenus 28.08.2016)

3. Cambridge University Press [DnexTponnsriii pecypc] : [caiit] . — URL: http://journals.cambridge.org/action/login
(mata obpammenus 28.08.2016)

4. DnexkTpoHHas OubnmoTeuHast cucrtema «Jlaub» [DnexTponHbIN pecype]| : [caiit] . — URL: http://e.lanbook.com/
(mata obpamenus 28.08.2016)

5. YHuBepcuterckas 0nOnMMoTeka oHJaiH [DneKTpoHHBIN pecype] : [caiT] . — URL: http://biblioclub.ru/ (nata
obpamenus 28.08.2016)

6. NBER National Bureau of Ecomonic Research [Qnexrponnstit pecype] : [caiit] . — URL: http://www.nber.org/
(mata o6parenus 28.08.2016)

7. VHCTUTYT 3KOHOMHKH MEPEXOHOTO Tepuona [DnekTpoHHsld pecype] : [caiit] . — URL: http://www.iet.ru/ (gata
obparmmenns 28.08.2016)

8. Kararnor ccbutok Ha Jydiine SKOHOMHYECKHE pecypchl [DIeKTpoHHBIN pecype] : [caiit] . — URL:

http://www.econline.h1l.ru/ (zata obpamenus 28.08.2016)

9. MupkuH.Py. ®uHaHCOBas dNEKTPOHHAs OMOIHOTEKa [DNeKTpoHHbBIN pecype] : [caiiT] . — URL:
http://mirkin.eufn.ru/ (nata obpamenus 28.08.2016)

10. IIpoekT nHCTUTYTa «DKOHOMUYECKAs LIKOJIa» [DIeKTpoHHBIH pecype] : [caiT] . — URL:
http://www.economicus.ru/ (mata obpamenus 28.08.2016)

11. ®DenepanbHEI 00pa30BaTENbHBIN TOpTal. DJKOHOMHKA, COIIMOJIOTHS, MEHEIDKMEHT | DJIEKTPOHHEBIN pecypc] :
[caiit] . — URL: http://www.ecsocman.edu.ru/ (mata oopamenus 28.08.2016)
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12. IleHTp 3KOHOMHYECKUX W (PMHAHCOBBIX MCCIENAOBAHUI U pa3paboTok B Poccuiickoi 3KOHOMHYECKOW MIKOJIE
[DnexTponnsiii pecype] : [caiit] . — URL: http://www.cefir.ru/ (gara o6pamenus 28.08.2016)

CpencTBoM JIoCTyna K CHCTEME COOCTBEHHBIX 3JICKTPOHHBIX PECYPCOB SIBISIETCS calT OnbnuoTekn www.lib.csu.ru.
DJIeKTPOHHBIN KaTalor 00eceYnBaeT MOIHOE U ONIEPaTHBHOE MIPEACTAaBICHIE 0 OMOIMOTe HOM (POHIE, TIOBBIIACT Ka4eCTBO
1 3¢ HEKTUBHOCTH MOKCKa HHPOpMAaIu — 6osee 1,5 MITH. 3amuceii.

1. OnexkTpoHHBIN KaTtanor. bubmuorpadudeckre 6a3pl TaHHBIX.

KHurH, 251eKTpoHHbBIE PECYPCHI, TUCCEPTAIIH U aBTOpedepaThl.

2. OnexTpoHHas OMOIMOTEKA.

Wznanus Yenl'V, YMK; nuccepranuu, 3amuiieHHbie B coBetax Yenl'V,

PE3EPBHBIC KOJIJICKIIUH, (1)OH,£[ PCAKHUX KHUT.

3. PedepaTtuBubie
Baser nannsix MTHWUOH PAH, 6a3er ganasix BUHWTH.
4, ITomHOTEKCTOBBIE

bazer mannbIx muccepranuii PI'B, cnipaBouno-mpaBoBast cucteMa KoncynmsrantlInroc, HaydHas a1eKTpoHHAsS OHOIHOTEKA
elibrari.ru, moamnucka Ha IOJHOTEKCTOBYIO KOJUIEKIIMIO POCCHHMCKIX HAYIHBIX JKypHAIoB (2011-2012, 133 HanmeHOBaHUS),
KoJuteKkIus 0a3bl JaHHbIX komranuun EBSCO (12 tematuueckux bJ1); sxypranst uznatenscts: Taylor&Francis, Sage

5. OIeKTPOHHO-ONOINOTEUHBIC CHCTEMBI

YHuBepcureTcKkas OnOIMoTeKa OHNAlH, alOyKCe.

8. MATEPHAJIBHO-TEXHUMYECKOE OBECIIEYEHHME JUCIIMITJINHBI (MOJAY JIA)

JI7s yCTIeImHOTo OCBOCHUS TUCIMIUTMHBI HEOOXOIMMbI ayAUTOPUH [T TIPOBEICHUS 3aHATHI JICKITHOHHOTO THIIA,
CEeMHUHAPCKUX 3aHSATHH, TPYITIOBBIX ¥ WHAWBUAYAIbHBIX KOHCYITBTAIIMN, TEKYIIEr0 KOHTPOIIS M TPOMEKYTOTHON aTTECTAIINH,
a TaxoKe MIOMEUICHUS TSl CAaMOCTOSTENNFHON paboThl. Bee ykazaHHbBIE ayTUTOPUH U TIOMEIEHUS] IMEIOTCSl B HAJTMYHNH B
JIOCTATOYHOM TIOJIHOM 00BbeMe ( B COOTBETCTBUH CO CTAHIAPTOM).

Jns npoBeneHns 3aHATHI JIGKIHUOHHOTO THIIA UMEIOTCSl ayTUTOPUU C MYITbTUMEIUIHBIM 000pynoBaHueM. TakoBbIX B
WHcTuTyTe 5KOHOMUKH OTpaciei, busHeca u aamuaucTpupoanus Yenl'Y umeercs Tpu B 4-oMm yuebHOM Koprryce (212, 205,
111) u ate B 8-oM yaebHOM Kopiryce (203, 310, 405, 407, 406). Oti aynuTopuy CHaOKEHBI BCEMH HEOOXO0TUMBIMI
HabOpaMu IEMOHCTPAIIMOHHOTO 000PYIOBaHUS U yIeOHO-HATIISIIHBIMU MTOCOOHSIMH, 00ECTICUMBAIOIIMMHI TEMAaTHIECKIE
WIUTIOCTPAIUH.

Nmeercst nocTaTouHOE KOIMYECTBO MOMEIIEHHI ISl CAMOCTOSITENBHOM paboThl CTyAeHTOB. Aynutopuu (aya.217 4-oro
yuebHoro xopiryca Yenl'Y, a taxxke ayn.207, 303 8-oro yueOHOTO KOpITyca M MPOY.) CHAOKEHBI KOMIIBLIOTEPAMH U BBIXOJIOM B
cetb «MHTepHET. KaKIBIi CTYIEHT MMEET BO3MOYKHOCTh BBIX0/1a B 3JICKTPOHHYIO OHOJIMOTEKY, MPUYEM HE TOJBKO U3 CTCH
BVY3a, HO ¥ B JOMAIIIHUX YCIOBHUSX.

B ciysae npuMeneHus Tpu 00y4eHUH AUCIUTUTMHEL SJIEKTPOHHOTO 00Y4YEHS, TUCTaHIIMOHHBIX 00pa30BaTeNbHBIX
TEXHOJIOTHH Yy MperojaBaTels U CTyAeHTOB €CTh BEIXOJ B TMYHOM kabuHere BY3a u nocpencrsom cucrems MS Teams
JUCTAHIMOHHBIN ()OpPMAT CBS3H SIBIISETCSI BOSMOXKHBIM.

OcBoeHue JAUCHUIUIMHBI  HMHBAJIMAAMHU U JITMAMU € OTPaHUYEHHBIMU BO3MOKHOCTAMU 310POBbS OCYLICCTBIIACTCA C
HCIIO0JIb30BAHHUEM CPEACTB 06yqel-m;1 061].[61"0 U CIICHHUAJIBHOI'O Ha3HAYCHUA:

— JICKUMOHHBIC ayIUTOPUN (yKaSaHHLIe an.ue) — MyJ'IbTI/IMe,E[I/IfIHOC O60py,E[OBaHI/IC,; HUCTOYHUKHU IIUTAHUA IJI0
HHAUBUAYAJIBbHBIX TCXHUYCCKUX CPEACTB,

— ydeOHas ayAUTOPHS TS IPAKTUICCKHUX 3aHATHH (CEMHHAPOB) — MYJIBTHMEINUITHOE 000pYAOBaHHUE;

— y4eOHast ayIUTOpUs U1l CAMOCTOSITENIbHOI paboThl — CTaHJapTHBIE paboure MecTa ¢ IePCOHANBHBIMU KOMIBIOTEPAMH;
pabouee MECTO ¢ IEPCOHAIBHBIM KOMITBIOTEPOM, € IPOTPaMMOM 3KPaHHOTO JOCTYIA, IPOrPaMMON SKPaHHOTO YBEIUUCHUS U
OpaiJIeBCKIM ANCIIIEEM AJIS CTYACHTOB C HAPYIICHUSMH 3pEHHUS.

B xaxxmoit aymuropun, e 00yJaroTcst HHBAIHABI U JIMIA C OTPAHUYCHHBIMHI BO3MOKHOCTSIMH 37J0POBBSI, IIPEIYCMOTPEHO
COOTBETCTBYIOIIEE KOINIECTBO MECT ISl 0OYJAIOMIUXCS C YUETOM OTPAHUYCHUH UX 300POBBS.

B yaebnbIe aynuropun obecriedeH 6ecTpensITCTBEHHBIH TOCTYII U 00Y4arOIIXCsi HHBATHIOB M 00YJIaOIINXCS C
OTpaHUYIEHHBIMU BO3MOXHOCTSIMU 310POBBSI.

© ®I'BOY BO «Henl'V»




YUIPECKACHUE BBICIICTO O6pa30BaHHﬂ

MUMWHOBPHAYKHM POCCHUU
@\’) DenepanbHOE TOCYAAPCTBEHHOE OIOKETHOE 00pa30BaTeIbHOE
«Yensbunckuii rocynapcrBennsiii yausepcurer» (PI'BOY BO «Henl V)

Pabouast nporpamma gucuiuinHbl " JlOKyMEHTaIMOHHOE 00eCTIeUeH e YIPaBICHIECKOH AesITeIbHOCTH 110
HaIpaBJIeHUIO TOAroToBKY (criennanbaoctr) 38.03.01 "OxoHomuka" HanpasneHHocTH (1poduito) busnec- crp. 12
aHanutuka 1 MapkeTHHr ®I'BOY BO «Yenl 'Y»

INepedens crenuaIbHBIX TEXHHIECKHX CPENICTB O0YIEHHS ATl MHBAIHIOB | JIMI] C OTPAHMYCHHBIMHA BO3MOXHOCTSIMA
3J0pOBBs, IMEIOIINXCS B PernoHanbsHOM ydeOHO-HAYIHOM IIEHTpe MHKIIIO3UBHOTO 0OpazoBanus Yenl'V:

— Tudnorexandeckas ayquTopus: THHIOTEXHIUECKUE CPENICTBA: OpaiiIeBCKUI KOMITBIOTED C TUCIUICEM U IPHHTEPOM,
TU(IOKOMITIEKC «HHTaromas MalyuHay, TeIeBU3HOHHOE YBEINYMBAIOIIee YCTPOUCTBO, TH()IOMATHUTONBI KACCETHBIE U
1 poBbIe JUKTO(GOHBI; CrIeNUaIbHOE MPOrpaMMHOe 00ecIeueHe: mporpaMma peueBoid HaBurauu JAWS, peuesble
CHHTE3aTOPHI («TOBOPSAIIAs MBIIIBY ), SKPAHHBIE JTYIIHL.

— CypmotexHnueckas ayquropust: paguokiacce “Coner-P”, mporpaMMupyeMble CIIyXOBBIE allliapaThl HHIUBUYaIbHOTO
MOJB30BAHMS C YCTPOUCTBOM 3aIaHMS PEXKHUMa pabOTHI Ha KOMITBIOTEpe, MHTepaKTUBHAS focka ActiveBoard ¢ cucremoit
TOJIOCOBAHUS], AKyCTHYECKHUI YCWIIUTEINb U KOJIOHKH, MYJIbTHMEIUHHBIN TPOEKTOP, TEIEBU30P, BUICOMArHUTO(OH.

9. METOAUWYECKHUE YKA3AHUS AJIS1 OBYYAIOIIUXCSA 1O OCBOEHUIO JUCHUITIJIMHBI (MOAYJIST)

[MpakTudeckast paboTa ABISIOTCS CBHACTENECTBOM TOTO, UTO CIIYIIATENb OBJIA/IE] MATEPHAIOM H YMEET KPaTKO U
JIOXOAYHMBO aHAM3UPOBATh U U3JIaraTh BEIOpaHHYIO TeMy. [Iporiecc MOATOTOBKY U BBITIOIIHEHUS IPAKTHUECKOH PabOTHI
SIBJISICTCS OJHUM M3 TVIaBHBIX CIIOCOOOB Pa3BUTHS B yU€OHOH MPAKTHKE y CTYACHTOB JICMEHTOB yIPaBICHYECKO
JIeATeNTFHOCTH; CYIIIECTBEHHO BIIMACT HA CAMOBOCITUTAHHE CTY/ICHTOB KaK CHEIHAIICTOB B 9KOHOMHYECKOH 00I1acTH, TaK KaK
3TO ABISIETCS BAXKHBIM BHOM CaMOCTOSTEIFHOIN HHTEIUIEKTYaTbHON fesTeNbHOCTH. OCHOBHOM IIENBI0 MPAKTHYECKUX
3aHATHH 110 Kypcy «/loKyMEHTHPOBaHHE YIPABICHYECKOH JASSITEIbHOCTI» SBIISCTCS 3aKpEIUICHUE, YCBOCHUE, YIITyOJIeHHE
paciIMpeHye 3HaHUH, IPUBUTHE HABBIKOB CAMOCTOSITENBHOM pabOThI, IPaMOTHOTO 0(OPMIIEHNS JOKYMEHTOB, IIPHHSTHS
pelIeHni 1o BEIOOPY BapHaHTOB OpraHU3anny 3G QEeKTHBHOTO JOKYMEHT0000pOoTa Ha IPEeANpUATHH. B npakTukyme
OPTraHMYECKH COYETAIOTCS MaTepHalbl CEMHHAPCKUX U MPaKTHYIECKUX 3aHATHH. B yueOHO-MeToan4eckoe mocodue mo
MPOBEJICHHIO MPAKTUYECKUX 3aHATHI BKIFOUCHBI 00pa3Ibl JOKYMEHTOB, YTO ITO3BOJIUT HAYIHUTHCS CTYICHTaM IPAMOTHO
COCTaBJIATH OCHOBHBIC TOKYMEHTHI yIIPaBIeHUS Ha MpeAnpusTiu. OCHOBHOE TpeOOBaHKE K MPAKTHYECKON paboTe - IIOJTHOTa
U KOMIIJIEKCHOCTB OCBEIIEHHS IIOCTAaBJICHHOTO Bompoca. PaboTa 1omkHa OBITH BBITOJIHEHA aKKYPAaTHO, C IPHUIEKAHUEM,
JIOJDKEH OBITh COOJIONICH Hay4HBIH anmnapar, To €CTh HaJIMYKe OIVIaBJICHHUS, 3ar0JIOBKOB B pasjienax, PpaBHILHOCTh CHOCOK,
Ha3BaHMH TaOJIHIL, PUCYHKOB, IPABUIILHOCTD BBIITOJHEHHUS PACUETOB U OTBETOB HA IIOCTABJICHHBIC BOIPOCHI, YKa3aHUS
JUTEPaTypHBIX UCTOYHNUKOB U T.J. [IpakTHUeckne 3a1aHusI COCTABICHBI B COOTBETCTBHH € YI€OHBIM ITaHOM. O0S3aTeIbHBIM
YCIIOBHEM YCHEUTHOTO BBITIOJIHEHUS 3aJJaHUS ABJIACTCS U3ydeHHE OTHOCAIIMXCS K TeME 3aKOHOAATEIbHBIX U HHBIX
HOPMAaTHBHBIX NIPABOBBIX OCHOB, PETIAMEHTHPYIOIIMX PA3JINYHbIC aClIEKThl YKOHOMHKH OPTaHU3aLMH, a TaKKe MaTepUaoB
COOTBETCTBYIONICH NMPAKTUKN OTEYECTBCHHBIX IPEANPHATHH 1 OpraHu3aIiid. BeiOop BaprnaHTa IS CTyIeHTa OIpeersieTcs
npenoaaBateneM. [Ipy BEIMOTHEHNH MIPAKTHUSCKUX 3aJaHUH CTYICHTaM IIeI1eCO00pa3HO MPHACPKIUBATECS CICAYIOMETO
HOpsAKa: - ToA00p U NpeaBapUTENbHOE IPOpadoTKa PEKOMEHIyeMOil yueOHON JTUTEPATYPhL; - H3Y4EHUE COOTBETCTBYIOLINX
pazenoB padoyeil MpOrpaMMBl; - BHIIIOJIHEHUE COOTBETCTBYIOIINX 3aaHui. [IpakTiudeckast paboTa BBITOIHICTCS
CTyAEHTaMH WHINBHAIYAIHO FIIH Ha MPAKTHYECKUX 3aHATHAX IS 3aKPETUICHHS TT0JTyIeHHBIX TEOPETHIECKUX 3HaHUi. B
Ka)/0if TeMe MpeCTaBIIeH ePeueHb PacCMaTPUBACMBIX BOIIPOCOB, IPUBEACHBI 3alaHUs AT HHIUBUIYAIbHOH paboTHl,
KOTOPBIE JIOJDKHBI OBITH BBITIOJHEHBI.

B mporiecce caMocTOSTENBEHOMN ITOATOTOBKY K 3aHATHSIM CTYISHTHI TOJDKHBI HAHTH M M3YIUTh HEOOXOIUMYIO
CIIEIMATbHYIO JIUTEPaTypPy, 3aKOHOAATEIBHBIC AKTHI 1 CAMOCTOSATEIIHHO BBIITOJHATH 3aTaHU.

CornacHo yueOHOMY IUIaHy CTYACHT JJOJKEH BBINOJIHUTH KOHKPETHBIE 3a1aHUs 110 KaXK/IOH TeMe U OTBETHTH Ha
COOTBETCTBYIOIINE BOIPOCHL. [list oOecreueH s OJHO3HAYHOCTH TOJIKOBaHMUS PE3YIbTaTOB BBINOJIHEHHBIX 3aaHUH 110
KaXJ0if TeMe, a 3HAYNUT, yMEHBIICHHUS BEPOITHOCTH OIIMOKH IIPH IPOBEPKE PE3yIIbTaTOB IIPEATIATalOTCs ANHEIE TIPaBHiIa
oopmIIeHHs pe3yAbTaTOB. Pe3yapTaThl BEIOTHEHHBIX 3aJaHUH clieqyeT 0pOpMIATh B TUChbMEHHOM Bue. Texymmit
KOHTPOJIb OCYILECTBIISCTCS IPENOAaBaTEe/IeM B Ha4alle 3aHATHS B TEUEHUE OTBEACHHOTO BPEMEHHU U CTaBUT CBOEH 1IENbI0
OTIPEIETUTh TOTOBHOCTH CTYJCHTA K BBITIOJIHCHHUIO IIPAKTHIECKUX 3aMaHui. KOHTPOIb TeKymux 3HaHUH IPOBOIUTCS Ha
3aHATUAX B (popMe YCTHOTO MM MTUCEMEHHOTO onpoca. OObeKTaMHt TEKYIIEro KOHTPOIIS TP U3y4eHUH
«JloKyMEeHTaIIMOHHOE 00ecIeueH e yIPaBIeHYECKO A TeIbHOCTNY SBISIOTCS: MTOCCIIEHHE JISKINIT; TOArOTOBKA 1
Ka4eCTBO BBIMIOJIHEHHS IPAKTHYECKUX M CAMOCTOSATENBHBIX 3a/1aHnil. Pe3ynbTaThl TeKyIero KOHTPOJIs BIUSIOT HA PEUTHHT
cTymeHTa. PyOeXHBIH KOHTPOIIb MPOBOJUTCS MOCIIE N3YUSHNS KaXKIOTO MOJIYIIS TUCIUIUIMHBL: TECTHPOBAHHE, IPOBEICHHE
CEeMHHAPOB U TPEHUHIOB, OJTOTOBKA IIPE3EHTAIINH, BEITOIHEHNE TE€M, BBIHECEHHBIX Ha CAaMOCTOSTENbHOE n3ydeHue. [1pu
3TOM HCIIOJIBb3YIOTCSl HHPOPMAIIMOHHBIE TEXHOJIOTUH. L{erb - BBIIBUTH YPOBEHb 3HAHUH CTYACHTOB 110 MaTepHAILy
W3ydeHHOTO MOJYIS TUCIUILUINHEL. Pe3yapTaThl pyOeKHOTO KOHTPOJIS BIMSIOT HA HTOTOBBIM PEHTHHT CTYICHTA.

B ciysae npuMeHeHHs IPH peaTi3annyl JUCIUIUINHEI JIEKTPOHHOTO 00y4eHNs, AUCTaHIIMOHHBIX 00Pa30BaTEIBHBIX
TEXHOJIOTHH 00IIeHNe 00yJaIOIMXCs M TIPEHoAaBaTeNsl OCYIIECTBILIETCS B PEXKUME PeabHOTO BpeMEHH (OHJIaHH-JIEKLHN
(BeOMHAPBI), 4aThI, BUICO-KOH(EPEHINH 1 AP.) WK OTJIOKEHHOTO BpeMEHH (CucTeMa IUCTaHIMOHHOTo 00y4eHnst Moodle,
MSOffice365, popymsl, HIEKTPOHHAS TT0YTA U IIP.).

Bomnbiryro uacTs BpeMEHH 00ydaroIHecs CaMOCTOSATENbHO Pab0TAIOT ¢ yueOHO-METOANIECKUMHU MaTepruanamMu. CTyaeHThI
HMEIOT BO3MOXKHOCTh KOHCYJIBTHPOBATHCS € ITPEI0IaBaTeNeM 110 BCEM BOIIPOCaM, BO3HUKAIOIIUM B X0JI€ CAMOCTOSITEIILHOM
paboTHI TOCPECTBOM 3JIEKTPOHHOHN ITOYTHI, COITHATBHBIX CETeH H T.1I.
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Joctyn oOydaromierocst K y4€OHBIM pecypcaM B peXXUMe OTJIOKEHHOTO BPEMEHH, CAMOCTOSATEITbHON pabOThI
OCyILECTBIISETCS Yepe3 ceTh IHTepHeT B yTOOHOM IJIs HEro MecTe, BpeMEHH U TeMIIe.

ITpu 0OyveHnu a1I ¢ OTpaHUYEHHBIMU BO3MOKHOCTSMH 3[J0POBbs JJIEKTPOHHOE 00YUEHUE, TUCTAHLIUOHHbIE
o0pazoBaTenbHBIE TEXHOJIOTHH MPEyCMaTPHBAIOT BOSMOXXHOCTH IIpHeMa-Tiepeiaui HH(OPMAIUX B JOCTYITHBIX JUIS HUX
(opmax.

Peanu3anust qUCHUILUIUHBI C TPUMEHEHUEM 3JIEKTPOHHOTO 00ydeHH s, TUCTaHIIMOHHBIX 00pa30BaTeNbHBIX TEXHOJIOTUI (1anee
— 30, 0T) ocymiecTBnsieTcss HA OCHOBaHHUU «[10JI0KEHNUS O pean3alui OCHOBHBIX U JIOTIOJTHUTEIBLHBIX 00pa30BaTebHBIX
MpOrpaMM C IPUMEHEHHEM 3JIeKTPOHHOTO 00ydeHNS M INCTaHIMOHHBIX 00pa30BaTENbHBIX TEXHOJIOTHI B (heepaabHOM
TOCYIapCTBEHHOM OIOPKETHOM 00pa30BaTeNbHOM YUPEKACHUH BhICIIEro 00pa3zoBanus «UenaOMHCKUN rocynapcTBEHHbIH
yHHBepcHUTEeT», «[1o0)KeHNs 0 TIopsiKe 3aueTa 00YIaIOMUMHUCS TI0 OCHOBHBIM ITPO]eCCHOHAIBHBIM 00pa30BaTeIbHBIM
nporpamMmMam Beiciero oopa3osanus B PI'BOY BO «Uenl'Y» pe3ynsTaToB OCBOSHHUS B OPTaHU3AIMAK, OCYIIECTBIISIONIIX
00pa3zoBaTeNbHYIO AESTEIBHOCTD, YICOHBIX IIPEAMETOB, KYpPCOB, AUCIUILTHH (MOIYNIeH), IPaKTHK, JOTOITHUTEIBHBIX
00pa30BaTENbHBIX MPOIPAMM» MMOCPEICTBOM IEKTPOHHON HH(POpMaIMOHHO-00pa3oBaTenbHOi cpeasl PTBOY BO
«Uenl'V». B HCKITFOUHTENBHBIX CiTydasix ((hopc-Maxop U T.I1.) IPU pealin3aiii 00pa3oBaTeIbHON ACATSILHOCTH C
npumeHerueM D0, JIOT Moryr mpuMeHATh KOMIIOHCHTHI, HE BXOAIINE B IIEPEUCHB HICKTPOHHON MH(OPMAIIHOHHO-
00pa3oBaTeNbHON CPEbL.

10. CHEIIMAJIBHBIE YCJIOBHUS OCBOEHUA JUCIIMITJINHBI OBYYAIOIIUMHUCH C
NHBAJINJIHOCTBIO 1 OT'PAHUYEHHBIMU BO3SMOXHOCTSAMU 31OPOBbS

OcCBOCHUE IUCHUIUIMHBI WHBAIMAAMH M JIMIAMH C OTPAaHMYCHHBIMA BO3MOXKHOCTSMH 3IOpPOBBSl OCYLICCTBISCTCA C
UCIIOJIb30BAaHUEM CICLHANBHBIX TEXHHYECKHX CPEICTB M HMH()OPMAIMOHHBIX TEXHOJOTHH, MHPEIOCTaBIsIEMbIX PecypcHbIM
y4eOHO-METOANYECKUM LIEHTPOM MO OOYYEHHMI0 MHBAIHIOB U JIUIl C OTPaHMYECHHBIMH BO3MOXKHOCTSAMH 3710poBbs Yenl'V 1o
3ampocy oOydaromierocss (MOOMIbHBIC CIICHHANbHBIE TEXHHYECKHE CPEACTBa JUIS JIMI C HAPYIICHUSIMH 3pCHHUA U C
HapYIICHUEM CIIyXa, ACCHCTUBHBIC MH)OPMALMOHHBIC TEXHOJIOTHH).

ITpu HeoOxoaMMOCTH Ul OOYYAIOMIMXCS € HAPYIISHUSIMH 3pEHHs Ha pabOdMX MecTax Uis MPOBEICHUS IPAKTHUSCKHX HIIH
JTa0OpaTOPHBIX 3aHATUI yCTaHABIMBAaeTCs CIELMAIBLHOE NpOrpaMMHOe obecriedeHne (IporpaMma pedeBOl HaBHIalWH,
peUeBbIC CHHTE3aTOPBI, SKPAHHBIC JIYIIb).

B yueOHble aymuropuu obecreuMBaeTCs OCSCHPESITCTBEHHBIA JIOCTYN Jjis  OOYYalomMXCsl € WHBAIHIHOCTBIO U C
OTpaHMYECHHBIMH BO3MOJYKHOCTSIMH 370pOBbsl. B Kaknoi aymuropuu, riae oOydaroTcsi MHBAJIMABI M JIMLA C OrPaHUYCHHBIMU
BO3MOXXHOCTSIMH  3JI0POBBSI, IPEAYCMATPUBACTCS COOTBETCTBYIOLICE KOJMYECTBO MECT Uil OOYYAIOIUXCS C Y4eTOM
HapYIICHUH UX 3I0POBBSI.

st OCBOGHHMSI IMCUMIUIMHBI MHBAJIUAAM M JIMIAM C OIPaHMYCHHBIMH BO3MOXKHOCTSIMH 3[J0POBbSI IIPEIOCTABISETCSI HOCTYI K
MEeYaTHBIM HCTOYHHMKAM, MMEIOIMMCs B HayyHoM OuOimoreke Yenl'Y, ¢ MOMOIIBIO CrENMalbHBIX TEXHHYECKUX CPEACTB;
JOCTYI C MOMOUIBIO CIICIHANBHBIX TEXHHYSCKHX W HMPOIPAMMHBIX CPEICTB K 3JICKTPOHHBIM HCTOYHHKAM, IPEICTABICHHBIM B
(hopMe 21eKTpOHHOTO TOKyMEHTa B (hoH e HayaHOU OnbnmroTekn Yenl'Y win 21eKTpOHHO-ONOIMOTEIHBIX CHCTEMAX.
YueOHO-METOANUECKHE MaTepHaibl s OOY4JalomMXCsl M3 YMCIa WHBAIWAOB U JIMI C OTPAaHUYCHHBIMH BO3MOXXHOCTSIMH
3[I0POBbsI TPENOCTABISIIOTCA B (OopMax, agalTHPOBAHHBIX K OTrPAaHHYCHUSIM HX 3[0POBbS M OCOOCHHOCTSM BOCIPHUSITHUS
HHpOpMAIIUH.

Jnsi MHBaNMIOB U JIMI[ C OTPAaHHUYCHHBIMH BO3MOXKHOCTSIMH 3I0POBbSI OCBOCHHE AMCLHUIUIMHBI MOXET ObITh YAaCTHYHO WK
MOJIHOCTBIO OCYIIECTBICHO C UCIIOIb30BaHUEM JUCTAHIIMOHHBIX 00pa30BaTEeNbHBIX TEXHOIOTHH.

ITpu npoBeieHHH MPOMEXKYTOYHON ATTECTAI[MM IO TUCHHUIUIMHE OOYJAIOIMMCS C HHBAIUAHOCTBIO U C OTPAaHUYCHHBIMHU
BO3MOXXHOCTSIMH 3[I0POBbsI 0DECIIEUMBACTCS 10 MX 3asBJICHHIO MPEIOCTABICHHE B JOCTYMHOH (opMe B 3aBHCHMOCTH OT HX
WH/IMBUIYaJlbHbIX OCOOEHHOCTEH HHCTPYKIMH O MOPSIKE TMPOBEIACHMS NPOMEXYTOYHON aTTECTAIMH, OLECHOYHBIX CPEICTB H
BO3MOKHOCTH OTBETOB Ha 3a/aHus (IHMCbMEHHO Ha Oymare, HaOOp OTBETOB Ha KOMIIbIOTEpEe, MUCbMEHHO ImpudTom bpaiins, ¢
HCITOJIb30BAaHHEM YCIIYT aCCHCTCHTA, YCTHO).

[Ipy mpoBeAeHUH TPOLEAYPHl OLEHMBAHUS PE3YITATOB OOYHEHHS] MHBAJIMAOB M JIMI C OIPAaHUYCHHBIMHU BO3MOXKHOCTSIMH
37I0pOBbsSI TIPEAYCMATPUBAETCSl MCIOJIB30BaHUE mpenocTaBieHHbIX Yenl'Y mnnm  COOCTBEHHBIX TEXHHYECKHX CPEICTB,
HEOOXOAMMBIX MM B CBS3M C WX HHAWBUIYaJbHBIMH OCOOCHHOCTAMH. [Ipu HEOOXOIUMOCTH HWHBAJIMIAAM H JIHIAM C
OrpaHHYCHHBIMH BO3MOXKHOCTSIMH 37I0POBbSI IPEIOCTABIISETCS JOTOIHUTENFHOE BpEeMsl AJIsl ITOJrOTOBKH OTBETAa HA 3aJIaHMs,
NpoLEe/ypa OLICHUBAHUS PE3YJILTATOB 00YUESHHS 110 JUCHUILINHE MOXKET POBOJIMTHCS B HECKOJIBKO ITAIIOB.

© ®I'BOY BO «Henl'V»
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[Ipencenarens YdeHoro coBera
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