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Kaaposslii ayauT U 1€J1011IPOU3BOACTBO
pabouast mporpamma JAUCUUIUIMHBI (MOTYIIS)

Hanpasnenue noarorosku 38.03.02 MeHe>KMEHT
Hanpasnennocts (npoduis) YrpasieHue 4enoBeYECKUMH pecypcaMu

Krammduxamms Bbakanasp

dopma oOydeHHs 3a04Hast

OO6mas TpyI0eMKOCTh 33ET

YacoB 1o yaeOHOMY IIaHy 108 Bupas! koHTpOIS:
B TOM YHCIIE: 3auer
ayAUTOPHBIE 3aHATH 16
CaMOCTOsTebHAs paboTa 88
4acoB Ha KOHTPOJIb 4

Pacnpeneneﬂne YacCoB JUCHMILUIMHBI 110 KypCcaM

Kype 4

Bun 3anstuii v | Pl Hroro
Jlexuun
IIpaxTuueckue
B Tom uuncne uHT. 6 6 6 6
Wroro ayn. 16 |16 |16 |16
Konrakrnas pabora |16 |16 |16 [16
Cam. paboTa 88 |88 |88 |88
Yacel Ha KOHTPOJIb 4 4 4 4
Hroro 108 [ 108 | 108 | 108




[Iporpammy cocTaBui(u):
KAHO. KOH. HAYK, 00Y., Cmepxosa Hamanus I'ennaovesna

[pu pa3paboTke pabouei mporpaMMbl QTUCIUIUTHHBI (Moay st) "KagpoBeiii ayquT U AETONPOU3BOACTBO" B OCHOBY MOJIOKEHEI:

1. denepanpHBIIl TOCYIapCTBEHHBIN 00pa30BaTeNbHBIN CTaHAAPT BBICIICTO O0pa3oBaHHs - OakalaBpHAT MO HAIPABICHUIO
moxrotoBku 38.03.02 MenemxmenT (npruka3 MunoopHayku Poccun ot 12.08.2020 1. Ne 970).

2. Yuebnsiii tan: Hanpasnenue noarorosku 38.03.02 MeHemKMEHT
HanpagnenHocts (mpoduiib) YpaBiieHHE YETOBSUCCKAMH PeCypcaMu
, 0100penHsbIi Yuensim coBeroM PI'BOY BO Yysamckuit AY ot 17.04.2025 ., nporokos Ne 14.

PabGouast mporpamma JIUCHUIUIMHBI (MOIYJSI) TPOXOJIUT COTJIACOBAHME C HCIIOJB30BAHHUEM WHCTPYMEHTOB JJIEKTPOHHOU
nHPOPMAIIMOHHO-00pa30BaTENILHOM Cpe/ibl Y HUBEPCUTETA.

COI'JTACOBAHO:

3aBenyromuii kadeapoit Adpocumona M.C.

3aBexyromuii BeIycKatomen kadgeapoit A6pocumona M.C.
[pencenarens MeToamyeckoir komuccnuu daxynpreta Mensenesa T.A.

Jupexrop HaydHO-TEXHUIECKoH OnbmmoTekn Bukroposa B.A.



1. HEJIX OCBOEHUSA JUCIIUITJINHBI

1.1 |ocBOEGHHE TEOPETUYECKMX 3HAHUKM IO OCHOBHBIM BOIPOCAaM JOKYMEHTUPOBAaHUS YINPABICHYECKOM OEATENbHOCTH,
BBIPa0OTaTh MPAKTUYECKHE HABBIKA COCTaBJIEHHS MJOKYMEHTOB U OpraHM3allid JOKyMEHTOOO0OpOTa, NpHOOpeTeHHe
po(hecCHOHAIbHBIX HABBIKOB KaIpOBOTO ayAnTa.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOII

Huxn (pa3gen) OITOIT: b1.B

2.1 | TpeGoBaHus K NpeABAPUTEILHON MOATOTOBKE 00yYaIOLIEerocs:

2.1.1 | BHEIIHEOKOHOMHUYECKHE CBSI3H MPEANPHUATUH arpONpOMBIIUIIEHHOTO KOMILIEKCa

2.1.2 | TpynoBoe npaBo

2.1.3 | lenoBble KOMMYHUKaIUU

2.1.4 | UlnOCTpaHHBIA A3bIK

2.1.5 | Ucropust (uctopus Poccuu, BceoOIIast HCTOpus)

2.2 | JucuMJIMHbI M IPAKTUKH, 1JI51 KOTOPbIX OCBOEGHHME JAHHON AN CUMIIMHBI (MOAYJIAA) HEOOXOAUMO KaK
npeauecTByoLiee:

2.2.1 | HoxyMeHTHpOBaHHUE yIPABIEHUYECKOH e TeNbHOCTH

2.2.2 | OneHka 1 pa3BUTHE MEPCOHATA

2.2.3 | [Ipou3BoACTBEHHAS MPAKTHKA, IPSIAUIIOMHAS IPAaKTHKA

2.2.4 | TexHONOTUH yIPaBICHUS IEPCOHATIOM

2.2.5 | VpasieHue IepCOHAIOM B YCIOBUSAX U3MEHEHUH

3. KOMOETEHLAY OBYYAIOIIETOCSl, POPMUPYEMBIE B PE3YJILTATE OCBOEHMS JUCLUATIINHBI
(MOJY.JIST)

VK-4. CriocoGeH ocyIecTBISAT ASM0OBYI0O KOMMYHHUKAIMIO B YCTHOHM M MUCHMEHHOI (hopMax Ha TOCYAapCTBEHHOM SI3bIKE
Poccuiickoit @exepanuy 1 HHOCTPaHHOM(BIX) S3bIKe(aX)

VK-4.1 3HaeT: npyMHLIUIBI IOCTPOEHUS YCTHOTO U IMMCbMEHHOIO BBICKa3bIBAaHUS HA PYCCKOM M MHOCTPAHHOM SI3bIKaX, paBuiia U
3aKOHOMEPHOCTH JI€JI0BOM YCTHOM M MUCbMEHHON KOMMYHUKALUU

YK-4.2 YMeeT: IpuMEHATH Ha IPAKTHUKE ACIOBYI0 KOMMYHHUKAIIHIO B YCTHOH 1 MMCbMEHHON (popMax, METOBI ¥ HaBBIKH JETOBOTO
OOIIEeHUS HA PYCCKOM U MHOCTPAHHOM SI3BIKaX

VK-4.3 lImeeT HaBBIKH: YTECHUS U nepeBozia TCKCTOB HAa HHOCTPAaHHOM S3BIKE B HpO(l)GCCI/IOHaJ'ILHOM OOIIeHNH

[IK-8. Croco6eH K y4acTHIO B OPraHN3aIllMOHHBIX MEPOTIPUATHAX 10 IPOBEICHUIO OLCHKH U aTTECTAINH IIePCOHAaIa JUIs
peanusalyy IpoLecca aiMUHUCTPUPOBAHUSA B OPraHU3alUH

TIK-8.1 3HaeT: OCHOBBI TPYAOBOTO 3aKOHOAATENILCTBA, JOKYMEHTO000pOTa M TOKYMEHTAIIHOHHOTO 00eCIeUeH s aTTeCTAllMOHHBIX
Y OLICHOYHBIX NPOLELYp MepcoHaa

[IK-8.2 Ymeer: OpraHMu30BbIBATH, TPOBOJAUTH OLICHKY, ATTCCTALIUIO IIE€PCOHATIA U OCYIIECCTBIIATDh OpraHn3alluOHHO-
I/IH(I)OpMaI_lI/IOHHOC COIMMPOBOXIACHNUEC ATTCCTAIIMOHHBIX U OLIEHOYHBIX TPOUEIYD

[1K-8.3 MimeeT npakTHUECKIi OMBIT: 00pabOTKN pe3yabTaTOB IPOBEACHIUS OLIEHKN M aTTECTALlUH IEPCOHANA C IOATOTOBKOM
npennokeHuit mo 3¢heKTHBHOMY NPUHATHUIO YIPABIEHUYECKUX PEIIeHUH U pealii3aliy Ipolecca KaJIpoBoro aiMUHUCTPUPOBAHUS

IIK-9. Cnoco6eH K y4acTHIO B MEPOIPHUATHSX MO PA3BUTHIO MPO(ECCHOHATBHBIX HABBIKOB OCTPOEHHUS KapPbephl,
OPHMEHTHPOBAHHBIX Ha PEean3alHio IIPOLECCOB KaJPOBOTO aIMUHHCTPUPOBAHUS

TIK-9.1 3naer: ocHOBBI IPO(ECCHOHATHLHOTO Pa3BUTHS, IPOLIECCOB O0YUESHUS, YIIPABICHUS Kaphepor U CITyKeOHO-
npogecCnoHaIbHBIM IPOABIKEHHEM TIEPCOHANA

I1K-9.2 YMeer: onpenernsiTh Benymue TOTPEOHOCTH MIEPCOHANa; INIAHMPOBAaTh 00ydeHNE U Pa3BUTHE TIEPCOHANA OPraHN3alUHT;
OpraHH30BaTh PaboTy C KaIpOBBIM Pe3epBOM; (GOPMYITHPOBATH MPEIUIOKEHHUS [0 PA3BUTHIO IIEPCOHATA U TIOCTPOCHUIO
npodeccuoHanbHOM Kaphepsl

T1K-9.3 MimeeT npakTU4eCcKUii OMBIT: aHATUTUYECKON pabOTHI IO OLIEHKE YPOBHS OOIIEro pa3BUTHA U KBaJH(PUKAIIMH IIEpCOHAa C
HOATOTOBKOH MPOEKTOB JOKYMEHTOB M Pa3pabO0TKO# KapbeporpaMM 110 HOCTPOEHHUIO ITPOEeCCHOHANBHOM Kapbephl

B pe3yJabTaTe OCBOCHUSA TUCHUILINHDBI oﬁyqamumﬁca JOJIKECH

3.1 |3nars:

3.1.1 | HOpMaTUBHO-MeTOINIECKYI0 Oa3y nemonpon3BoacTBa B Poccutickoit deneparum;

3.1.2 [ 0coOEHHOCTH SI3BIKA M CTHIISL COCTABIICHHUS CITY)KEOHBIX IOKYMEHTOB;

3.1.3 | cienu UKy OpraHU3aIK KaJIpOBOTO ay/InTa;

3.1.4 | TpeboBaHus K OJ1aHKaM CIY>K€OHOTO JOKYMEHTA;

3.1.5 [ cocTaB peKBU3UTOB OPraHU3AIOHHO-PACIOPAIUTEIPHON JOKYMEHTA-I[UM 1 IIpaBHUiIa UX 0(OPMIICHHUS;

3.1.6 | Ha3HAYEHHE, CTPYKTYPY U COAEPKaHUE CHCTEMBI OPraHM3aIHOHHO -PACHIOPIAUTEIFHON JOKYyMEHTALIUH;

3.1.7 | yau¢unmpoBaHHBIE (HOPMBI OPraHU3AINOHHO-PACIOPIAUTEIBHBIX J0-KyMEHTOB;




3.1.8 | mOpsLIOK, 3TAIBI ¥ OCHOBHBIE IPOIEAYPHI OpPraHU3AIH PAOOTHI ¢ JOKY-MEHTAMH;

3.1.9 [ aTans! ABIKEHHS JOKYMEHTOB B OPTaHHU3AINH B ITPOIIECCe JOKYMEHTO-000pOTa M MOPSIIOK X PETHCTPaIny;

3.1.10 | mpaBua pabOTHI ¢ BXOISAIIAMHE, UCXOSIIMH U BHYTPEHHHMH JTOKY-MCHTaMH;

3.1.11

0COOCHHOCTH PAaOOTHI ¢ KaIPOBBIMH JOKYMEHTAMH, C 00OpaIICHHIMH

3.1.12 | rpaxxnaH.

3.2 | YmeTh:

3.2.1

OpPTraHU30BBIBATH TIOKyMEHTOOOOPOT U JOKYMEHTAILHOE COTPOBOXKIICHNE paOOTHl B OpraHax TOCyIapCTBEHHON H
MYHUIIMNIAIIBHOMN BJIACTH M UHBIX OPTaHU-3aLUsX;

3.2.2 | opopmisATs OpraHU3aOHHbIE, PACTIOPAAUTEIBHBIE, CIIPABOYHO--HH(POPMAIIMOHHBIC BUABI JOKYMEHTOB, TOKYMEHTHI T10

JIMYHOMY COCTaBY;

323

OpraHn30BbBIBATH JOKYMECHTOIIOTOKA B CUCTEME ,HOKyMCHTOO60pOTa, MapupyThbl ABUKEHUA JOKYMEHTOB B OpraHu3aluu,
NOATOTOBKY ACJI K IIEpeaavc perucCTpupoBaTh JOKYMCHTBI B OpraHMU3alvu 110 IIEPCOHANy,

3.2.4 | opraHu30BbIBaTh pabOTy ¢ BXOISIIIUMH U C UCXOJSAIIUMH JOKyMEHTaMH;

325

TMOATOTABIIMBATH JOKYMEHTEI K IEPEIavu€ Ha XpaHCHUE B apXUB.

3.3 [ UmeTh HaBBIKM ¥ (MJIH) ONBIT JESITETbHOCTH:

33.1

-COCTaBJICHU, 00pabOTKH U pabOTHI C JOKy-MEHTAIHEH Pa3IMIHOTO YPOBHS U HAaIIPABIICHUH;

332

-COCTaBJICHUSA, IIPABKNU U pE€AAKTUPOBaHHUA BUAOB JOKYMCHTOB, BKJITIOYEHHBIX B CHUCTEMY OpTraHU3allTUOHHO-
paCHOpHHHTCHBHOﬁ JOKYMEHTAUH,

333

-COCTaBJICHUS HOMCHKIIATYPBI ACI 110 KaApaM;

3.3.4 | -bopmupoBanus U 0OPMIICHHS Jeiia, OTIMCH JIET.

4. CTPYKTYPA 1 COAEP)KAHUE JMCLUILIAHBI (MOIYJIST)

HaumeHnoBaHue pa3jeoB U TeM /BH] Cemectp / | HacoB | Kommneren- | Jluteparypa | Unrte | llpak. | Ilpumeuanne
3aHsaTUs/ Kype 107071 pakT. | moar.
Pazpgean 1.
Tema 1. CymHoCTb 3a/1a41 ¥ OCHOBHBIE 4 1 IIK-8.1 IIK- | JI1.1J11.2 0 0 mpoOieMHas
HaIpaBJICHUs ayquTa IepcoHala B 8.2 TIK-8.3 JI1.3J12.1 JIEKLUS
opranusaiyu /Jlex/ T1K-9.1 IIK- J2.2
9.2 TIK-9.3 31
VYK-4.1 VK-
4.2 VK-4.3
Tema 1. CymHoCTb 321241 U OCHOBHBIE 4 1 TIK-8.1 TIK- JI1.1 0 0
HaIpaBJICHUS ay/lnTa IIepCcoHaa B 8.2 TIK-8.3 JI1.3J12.1
opranu3zanuu /TTp/ TIK-9.1 IIK- J12.2
9.2TIK-9.3 91
YK-4.1 VK-
4.2 VK43
Tema 1. CymHoCTb 3a/1a41 ¥ OCHOBHBIE 4 20 | IIK-8.1 IIK- JI1.1 0 0 Joxnan,
HaIpaBJICHUs ayquTa IepcoHala B 8.2 TIK-8.3 JI1.3J12.1 TBOpYECKAsI
opranusaruu /Cp/ TTIK-9.1 TIK- J2.2 pabora,
9.2 IIK-9.3 91 TECTUPOBaHUE
VYK-4.1 VK-
4.2 VK-4.3
Tema 2. Aynut pabounx MecT U HaitMa 4 2 TIK-8.1 IIK- JI1.1 2 0 npobiemMHas
pabOTHHUKOB B opraHu3armo /JIex/ 8.2 TIK-8.3 JI1.3712.1 JICKITAS
I1K-9.1 IIK- 2.2
9.2TIK-9.3 91
YK-4.1 VK-
4.2 VK43
Tema 2. Aynut pabounx MecT 1 Haiima 4 1 IIK-8.1 IIK- JI1.1 0 0
paboTHHKOB B opranu3anuio /I1p/ 8.2 TIK-8.3 JI1.3712.1
TIK-9.1 IIK- 2.2
9.2 TIK-9.3 31
VYK-4.1 VK-
4.2 YK-4.3
Tema 2. Aynut pabounx MecT U HaitMa 4 24 TIK-8.1 TIK- JI1.1 0 0 Joxman,
paboTHHKOB B opranu3anmto /Cp/ 8.2 TIK-8.3 JI1.3712.1 TBOpYECKast
I1K-9.1 TIK- 2.2 paborTa,
9.2TIK-9.3 91 TECTUPOBaHUE
YK-4.1 VK-

4.2 VYK-4.3




Tema 3. Opranu3ariioHHO- 1 IK-8.1 IK- J1.1 npoOnemMHas
pacnopsiiuTe bHbIE JIOKYMEHTBI, IPaBHJIa UX 8.2 TIK-8.3 JI1.3J12.1 JIEKIHS
cocraBneHus /Jlex/ T1K-9.1 TIK- 2.2
9.2TIK-9.3 91
VYK-4.1 VK-
4.2 VK43
Tema 3. Opranu3zanioHHO- 6 ITK-8.1 IIK- JI1.1 Joxnan,
pacIopsiAUTENBHBIE JTOKYMEHTBI, IPABUJIa UX 8.2 TIK-8.3 JI1.3J12.1 TBOpYECKAS
cocrasnenus /Cp/ IIK-9.1 IIK- 2.2 paborta,
9.2 TIK-9.3 21 TECTUPOBAHHUE
YK-4.1 VK-
4.2 VK43
Tema 4. H(opMaLIHOHHO — CLIPaBOYHBIE 1 IK-8.1 IK- J1.1
JIOKYMEHTBI, 0OCOOCHHOCTH UX COCTABIICHHSI U 8.2 TIK-8.3 JI1.3J12.1
opopmienns /Jlex/ T1K-9.1 TIK- 2.2
9.2TIK-9.3 91
YK-4.1 VK-
4.2 VK43
Tema 4. H(hopMaImOHHO — CLIpaBOYHEIC 1 ITK-8.1 IIK- JI1.1
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U 8.2 TIK-8.3 JI1.3J12.1
odpopmnenus /Ilp/ IIK-9.1 IIK- 2.2
9.2 TIK-9.3 31
YK-4.1 VK-
4.2 VK43
Tema 4. H(opMaLIHOHHO — CLIPaBOYHBIE 10 | IIK-8.1 K- J1.1 Joxnan,
JIOKYMEHTBI, 0OCOOCHHOCTH UX COCTABIICHHSI U 8.2 TIK-8.3 JI1.3J12.1 TBOpUECKas
opopmnenus /Cp/ T1K-9.1 TIK- 2.2 paborTa,
9.2TIK-9.3 91 TECTHPOBaHHE
YK-4.1 VK-
4.2 VK43
Tema 5. Ha3nauenue, kiaccudukarys 1 ITK-8.1 TIK- JI1.1
CITY’KeOHBIX ITHCEM, 0COOEHHOCTH X 8.2 I1K-8.3 JI1.3712.1
cocrasnenus /JIex/ IIK-9.1 IIK- 2.2
9.2 TIK-9.3 31
YK-4.1 VK-
4.2 VK43
Tema 5. Ha3znauenue, knaccuukanus 2 TIK-8.1 I1K- JI1.1 KeHChl
CITY)KEOHBIX ITHCEM, OCOOCHHOCTH HX 8.2 TIK-8.3 JI1.3J12.1
cocrasnienus /TTp/ TIK-9.1 IIK- J2.2
9.2TIK-9.3 91
YK-4.1 VK-
4.2 VK43
Tema 5. Ha3nauenue, kiaccudukarys 10 ITK-8.1 TIK- JI1.1 Hoxnan,
CITy’KeOHBIX ITUCEM, OCOOEHHOCTH HX 8.2 TIK-8.3 JI1.3J12.1 TBOpUECKast
cocrasinenus /Cp/ TTIK-9.1 T1IK- J12.2 paborta,
9.2 TIK-9.3 21 TECTUPOBAHUE
YK-4.1 VK-
4.2 VK43
Tema 6.0pranusanust paboTsI ¢ 1 IK-8.1 K- JI1.1
JoKkyMeHTamu /JIex/ 8.2 TIK-8.3 JI1.3712.1
T1K-9.1 IIK- 2.2
9.2TIK-9.3 91
VYK-4.1 VK-
4.2 VK43
Tema 6.Opranuzaius paboTsl ¢ 2 ITK-8.1 TIK- JI1.1 JlenoBas urpa
noxymenrtamu /IIp/ 8.2 TIK-8.3 JI1.3712.1
I1K-9.1 IIK- 2.2
9.2 TIK-9.3 31
YK-4.1 VK-
4.2 VK43
Tema 6.0Opranu3zanyst paboThI ¢ 10 TIK-8.1 IIK- JI1.1 Joknan,
nokymeHntamu /Cp/ 8.2 TIK-8.3 JI1.3712.1 TBOpYECKast
T1K-9.1 IIK- 2.2 paborTa,
9.2TIK-9.3 91 TECTHPOBaHHE
VYK-4.1 VK-

42 VK43




Tema 7. CocraBnenue u opopmieHIE 4 1 IK-8.1 IK- J1.1 0 0
JTOKyMEHTOB I10 JINUHOMY cOCTaBy /JIek/ 8.2 TIK-8.3 JI1.3712.1
T1K-9.1 TIK- 2.2
9.2TIK-9.3 91
VYK-4.1 VK-
4.2 VK43
Tema 7. CocraBienue u ohopMIICHHE 4 1 ITK-8.1 TIK- JI1.1 0 0
JIOKyMEHTOB I10 TMYHOMY cocTaBy /I1p/ 8.2 TIK-8.3 JI1.3J12.1
I1K-9.1 IIK- 2.2
9.2 TIK-9.3 31
YK-4.1 VK-
4.2 VK43
Tema 7. CocraBnenue u opopmieHnEe 4 8 IK-8.1 IK- J1.1 0 0 Joxnan,
JTOKyMEHTOB IT0 JIHYHOMY cocTaBy /Cp/ 8.2 TIK-8.3 JI1.3J12.1 TBOpUECKas
T1K-9.1 TIK- 2.2 paborTa,
9.2TIK-9.3 91 TECTHPOBaHHE
YK-4.1 VK-
4.2 VK43
3aver /3auét/ 4 4 ITK-8.1 TIK- JI1.1 0 0
8.2 TIK-8.3 JI1.3J12.1
I1K-9.1 IIK- 2.2
9.2 TIK-9.3 31
YK-4.1 VK-
4.2 VK43

5. ®OH/J1 OHEHOYHbIX CPEACTB

5.1. ITpumepHBIii nepeyeHb BOMPOCOB K 3a4YeTy

L. OCHOBHBIE «TEPMUHBI», «HMOHATHA» KaApPOBOTO ayauTa

2. Vicropus cTaHOBIIEGHHS pa3BUTHS KaJpoBoro ayaurta B Poccun

3. Buasl ayquTopckoro 3akiIroueHuUs

4. KanpoBblil aynuT Ha npeanpusTUAX

5. Cnenu¢uka yrpaBlIeHHs IEPCOHAIOM

6. OcCHOBHBIE 3Talnbl MJIAHUPOBAHUS ayIUuTa

7. Branku JOKYMEHTOB: MOHSTHE, BUIBI U UX PEKBU3UTHI

8. PeKBU3UTHI IOKYMEHTOB: IIOHATHE, COCTAaB M NPaBHiIa UX 0(OPMIICHUS

9. VY1II0BOE M MIPOIOIFHOE PACIIONOKEHHE PEKBH3UTOB Ha JOKYMEHTax

10. Knaccnduxamms u GyHKINN JOKYMEHTOB

11. CocraB ynpaBleHUECKUX JOKYMEHTOB MpENNpPUATHIHA

12. TekeT MOKYMEHTa, €ro CTpyKTypa M TpeOOBaHUS K €ro COCTAaBICHUIO

13. PacmiopsianTenbHBIe TOKYMEHTHI, H37aBaeMble Ha IIPHHIUIIAX KOJUICTHAIBHOCTH: BH/BI, PEKBU3HUTHI M IIpaBHIIa UX
odopmieHHs

14. PacniopsianTenbHble JOKyMEHTHI, W3/1aBaeMble B YCIIOBUSX €IMHOHAYAINS: BUIbI, PEKBU3UTHI, IIpaBmila UX o(opMiIeHHs
15. JIoKyMeHT0000pOT: MOHATHE, KIACCH(UKALINS U €ro OpraHU3alisd Ha TPEAIPHATHH

16. IMopsimok paboTHl ¢ BXOASMIMMH, UCXOMAIINMH U BHYTPEHHUMH JTOKyMEHTaMHU

17. Perucrpanus HOKyMEHTOB: BHUIBI U MOPSAOK PETHCTPAIMU BXOISIIHUX, UCXOAAIIUX U BHYTPEHHUX JOKyMEHTOB
18. HomeHwiaTypa nen: MOHATHE, BUABI, PEKBU3HUTHI, (OPMHUPOBaHHUE U 0GOPMIICHUE /eI

19. OpraHu3anoHHbIe JTOKyMEHTHI: MOHATHE, Ha3HAYCHHE, BUIBI M IpaBUiIa MX O(QOPMIICHHS

20. HudopmannoHHO-CIIpaBOYHbIE JOKYMEHTHI: BHIBI, HA3HAUEHHE, OCHOBHBIC PEKBU3UTHI, TPaBUIa X O(GOpMIICHUS
21. CnyxeOHble (Ie0BbIe) MMChMa: Ha3HAYEHUE, BUJBI IMUCEM, PEKBH3HTHI, MPaBHiIa UX OPOPMIICHHUS

22. IIpoToxois! coBemanuii, coOpaHUH W 3aceaHuii: BHIBI, COCTAB PEKBU3UTOB H MOPSIOK HX O0(QopMIICHUS

23. JIOKyMEHTHI IO JTHYHOMY COCTaBY IPEIIPHATHS: Ha3HAYEHHE, COCTaB, 0COOEHHOCTH PabOTHI C KaJpPOBBIMH
JOKyMEHTaMH

24. Ipukasbl 10 JINYHOMY COCTaBY: BHBI 1 OCOOCHHOCTH MX O(opMIIeHHs

25. Buzsr 1 mopsiiok paboThl ¢ THCBMaMH 1 0OpaIIeHUAMH TpaXxIaH

26. CoBpeMeHHbIE TEXHOJIOTHH TOKYMEHTAlMOHHOTO OOECHEeUYeHNs YIpaBICHIECKOH AeITeIbHOCTH

5.2. IIpuMepHblii NepevyeHb BOMPOCOB K IK3aMeHY

HE IpeIycMOTPEHO

5.3. TemaTuka KypcOBBIX padoT (KypcOBBIX IPOEKTOB)

HE IPeIyCMOTPEHO

5.4. ®oHJ O1IEHOYHBIX CpeacTB AJisl MPOBEICHUS TEKYLIEro KOHTPOJIs

Tembl 10KITag0B

1. AyauT pacdeToB ¢ epCOHAIOM IO OIIaTe TPyAa.
2. VrpapieHuecKkull y4€T Kak OCHOBAa KOHTPOJIJIMHIA [IEPCOHAIA.




3. JInarHoCTUYECKHE METOIbI MCCIEAOBAHMS MTPOOJIEM OpraHU3allH-KIMEHTa B IPOLECCe KOHCAITHHTA.
4. Aynut cuctemsl YBOJIbHEHUH B OpraHU3aluy.

5. OCHOBHEBIC HaTPaBJICHHSI KOHCYTLTHPOBAHMUS 110 TIpo0IeMaM YIIPaBICHHUS TIEPCOHATIOM.
6.Ma}opMannOHHO-CIIPaBOYHbIE JOKYMEHTEL.

7.PexBu3uThl okymeHToB. O0s3aTenbHble U (HaKyIbTaTUBHBIE.

8.PeKBU3HTEHI 1aTa, TIOAIICH B POCCHUIICKOM U 3apyOS)KHOM JOKYMCHTOBE/ICHHH.

9. DTUKETHBIE aCIEKThI JeT0OBOTO MUCHMA.

10.2)KaHpbI MHCHMEHHOTO ETOBOTO OOIIEHUS.

11. 3aronoBox u Ha3BaHUE BUJA JOKyMEHTA.

12.ConpoBOAUTEIHLHOE TUCHMO K IOKyMEHTAM.

13.1IupKyssipHblE IUCHMA.

14.IIpuxassl.

15.ITucbmMo-noATBEPIKACHHE.

16.TenepororpamMma.

17.brnanku.

18.Tpadapetsl, HopMyIapbl, N1a0TOHBI.

19. IIpereH3u0HHAs NEPENUCKA.

20. Kommepueckuii 3anpoc.

6. YHAEBHO-METOJUYECKOE 1 TH®OPMAILIMOHHOE OBECIIEYEHHUE TUCIUITJINHBI (MOAYJIS1)

6.1. Pexomenayemas iureparypa

6.1.1. OcHoBHas 1UTEpPaTypa

ABTOpBI, COCTaBUTEIN 3arnaBue W3natenscrBo, ron | Komnu-Bo
JI1.1 | Kpyruxosa B. B. KanpoBast moiuTHKA M KaJpOBEINA ayUT OpraHM3alum: yaeOHOe Boponexc: OIeKTpoH
nocobue MuaypuHCKUi HBII
AV, 2020 pecypc
JI1.2 | Wcmarmnosa X. H., JlenonponsBoacTBO: ydeOHUK Yoa: YTHTY, DINEKTPOH
Kosanepa U. b., 2022 HBIH
Cymneiimanosa A. K. pecypc
JI1.3 | Kotnsiposa JI. /1. Jlenonpon3BoACTBO U TOKYMEHTOOOOPOT: MPAKTUKYM: yIeOHOE noc. Kapasaeso: DNeKTpoH
rnocobue KI'CXA, 2020 HBIA
pecypce
6.1.2. JlonosiHuTeEIBHAS JIUTEPATypa
ABTOpBI, COCTaBUTEIH 3arnaBue WznarensctBo, rox | Komnu-Bo
JI2.1 |M.T. Macunosa KazapoBerit ayaut: yaeOHOE ocoOue Bnagusocrok: DNEeKTPOH
BI'YDC, 2019 HBIH
pecypce
JI2.2 | Eropos B. IL,, Jlenonpon3BOACTBO U PEKUM CEKPETHOCTH: YIEOHUK Cankr-IlerepOypr: | Dnexrpon
CnunbekoB A. B. Jlans, 2024 HBIN
pecype

6.2. IlepeueHs pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHHKAIMOHHOM ceTH "UHTepHeT"

91 | Kypnan "denonpounssoactso"”

6.3.1 IlepeyeHsb NporpaMMHOro odecrne4eHus

6.3.1.1 | OC Windows XP

6.3.1.2 | SuperNovaReaderMagnifier

6.3.1.3 [ Access 2016

6.3.1.4 | Project 2016

6.3.1.5| Visio 2016

6.3.1.6 | VisualStudio 2015

6.3.1.7 | Office 2007 Suites

6.3.1.8 | GIMP

6.3.1.9 | MozillaFirefox

6.3.1.1 | MozillaThinderbird
0

6.3.1.1|7-Zip
1

6.3.1.1 | CipaBouHas npaBoBas cucrema KoncynsrantlLitoc
2

6.3.1.1 | DnexkrpoHHBIH epuoArUecKuii cipaBoyHUK «Cuctema ["'apanT
3




6.3.1.1

OfficeStandard 2010

6.3.1.1

OfficeStandard 2013

6.3.1.1

LibreOffice

6.3.1.1

OC Windows Vista

6.3.1.1

OC Windows 7

6.3.1.1

OC Windows 8

6.3.1.2

OC Windows 10

6.3.1.2

Ubuntu (Mint)

6.3.1.2

Project Expert 7 Holding

6.3.1.2

OpenOffice 4.1.1

6.3.1.2

1C: IIpennpusitue 8. Cenbckoe x035HcTBO. KoMmiekT 11st 00y4eHusl B BEICHIMX U CPETHHUX Y 3.

6.3.1.2

«ITanopama 3EMJIEJIEJTUE»

6.3.1.2

MenuanpourpsiBarens VLC

6.3.2 IlepeyeHb HHGOPMALIMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1

DJeKTpOHHBIH epuoarueckuii cipaBouHuk «Cucrema '’APAHT». [TomHOTEKCTOBBIH, 00HOBIsAeMBIi. JlocTym Mo
JIOKaJbHOM ceTU akaJeMUu

6.3.2.2

OnexTpoHHas GnOINOTEYHAs CHCTeMa H3aTenbeTBa «JlaHby. [lomHOTEKCTOBAs BIEKTpOHHAs OUOIHOTEKA.
VHnuBuayanbHBIN HEOTpaHMYCHHBIH JOCTYN Yepe3 GUKCHpOBaHHBIN BHEeNHNMI [P anpec akagemMun HEOTpaHUUYCHHOMY
KOJIMUECTBY MOJIb30BaTeNeH 13 M000# TOUKH, B KOTOPOH MMeeTcst 1ocTyn K cetu MuTepHert.http://e.lanbook.com

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAY JIS)

Aynuropus Bug pa6ot Haznauenue OCHAIIEHHOCTb

35a

Cron mpenogasatens (1 mr.), cromsr (30 mrT.), crymbs (60 mrT.), cTyn
npenonasatens (1 wr.), nocka aynutopHas (1 wmr.), Tpubyna (1 mr.),
Jlex YueOHast ayauTopust JEMOHCTpallMOHHOe  oOopynoBanue (Oenmast JakoBas  MAarHUTHO-
MapkepHass focka (1 mr.), mpoekrop Toshiba (1 mT.) m ydebHO-
HaIISLIHBIE TT0COOUS

236

JleMOHCTpalliOHHas ~ TeXHWKa  (MHTepakTuBHas jgocka  Hitachi
Starboard FX-63 D (1 mrt.), HOyrOyk Acer Asp T2370 (1 mt.),
mpoekrop Toshiba (1 1mT.)), cron moimpoBaHHBIA (3 INT.), CTOJX
yaeHuueckuit (7 wrT.), cron xommblotepHbiit (11 mrt.), ctya (20 mwr.),
CTYJbsl, KOMIIBIOTEPHAsE TEXHUKA C BO3MOXKHOCTBIO IOJKIIOUEHUS K
cetm "MuTepHer" wu oOecriedeHMEM IOCTyma B 3JIEKTPOHHYIO
nH()OPMAIMOHHO-00pa30BaTEIbHYIO cpeay opranu3anuu (10 mr.)

ITomemienue st

CP .
CaMOCTOSATENFHON pabOThI

123

KoMmmproTepHasi TEXHMKA C BO3MOXKHOCTBIO IOJKIIOYCHHS K CETU
"UnTepuer" u  olecrieyeHHMEM  JOCTynla B JJEKTPOHHYIO
[Tomemenue ans “HPOPMAIIMOHHO-00pa30BaTeNbHyl0  cpeay opranmsamuu(19 mr.),
CaMOCTOSTENbHOM paboThl | CTONBI (17 IUT.), KOMIIBIOTEPHBIH CTONI 6-M MECTHBIH (3 IUT.), CTYIbA
yaenuueckne (34 mT.), cryaps w/m (18 mT.), cremnaxu ¢
maTepartypoi, Buaeoyseinmuntenb Optelec Wide Screen (1 mir.)

CP

51a

CCron mpemogasatens (1 mrt.), mapra 3-xMecTHast co ckameiikoit (10
mr.), cTyAabst (5 mT.), ctyn mpenoxaasatens (1 mr.), mocka (1 mr.),
YueOHast aynuTopust Tpubyna (1 1T.), JOeMOHCTpauUHOHHOE obOopyaoBaHue (DkpaH ¢
anekrpornpuBogoM Electric Screen (1 mT.), mpoekrop Toshiba (1 mirt.),
HOyTOYK Acer Asp T2370 (1 mt.)) n yueOHO-HATIIAAHBIE TOCOON




Cron mpenopgaBatenst (1 mrT.), cTONBl ydeHUYeckue (23 ImT.), CTYIbs
(53 mwrr.), cryn npenonaBarenst (1 mr.), gocka (1 mrT.), TpuOyna (1
57a YuebHast aynuTOpust IIT.), JEMOHCTPAIlMOHHOE O0OpyHOBaHHE (IIPOCKIMOHHBIA AKpaH
LUMIEN (1 mrT.), mpoekrop Acer (6 mrt.), MOHOOIOK Acer Aspire
C22-963 (1mT.)) u yueOHO-HAMNIAIHBIE TOCOOUS

Cron npenonasarens (1 wr.), cronst (16 wr.), cryass (30 mT.), cTyn
66a YuebHast ayauTopust mpenonaBatens (1 mr.), mocka (1 mr.), TpuOyHa (1 mT.), DkpaH
pyIOHHBIM HacTeHHBIH (1 mT.)

Cron mpenonaBatenst (1 mr.), ctonsl (17 mr.) (3-xmecTHBIX - 6, 2-
xmecTHBIX - 11), crynbst (38 mrT.), cryn npenonasartens (1 mT.), qocka
38a VYueOHast aynuropust (1 mr.), Tpubyna (1 1wIT.), JEMOHCTpAIMOHHOE OOOpymoBaHHE (IKpaH
pynoHHbIH HacTeHHBIH (1 mT.), mpoekrop Acer (1 mT.), HOyrOyk Acer
(1 1T.)) ¥ yueOHO-HATIISIIHBIE TOCOOHS

Cron npenonaBarenst (1 mr.), mapra 4-xmecTtHasi co ckamedkoir (9
mr.), ctyabst (12 mr.), cryn mpenomasatens (1 mT.), mocka (1 mrT.),
50a VYueOHas ayquTopHs JEMOHCTPALHOHHOE 000pyIOBaHHE (PKpaH pYIOHHBIH HacTeHHBIH (1
mT.), npoekrop Acer (1 mr.), MoHOONOK Acer Aspire C22-963 (1
IIT.)) ¥ y4eOHO-HaJIAAHBIE ITOCOOHS

8. METOIMYECKHUE YKA3AHUA JJIAA OBYYAIOIUXCA IO OCBOEHUMIO JUCIHUIIVIMHBI (MOAY JISA)

Mertoauka U3ydeHUsl Kypca IpeaycMaTpUBaeT Hapsly C JIEKIMSAMU M HNPAKTMYECKUMM 3aHSATUSIMHU, OPraHU3alUI0 CaMOCTOSITEIbHOMN
paboOTHI CTYICHTOB, NPOBEICHHUE KOHCYIBTAINH, PYKOBOACTBO MOKIAJaMH CTYAEHTOB JUIS BBICTYIUICHHS HA HAayJYHO-TIPAKTHUYECKUX
KOH(EPEHIHAX, OCYIIECTBICHNE TEKYIIEr0, MIPOMEXYTOUHOTO (hOpM KOHTPOJISL.

Cucrema 3HaHud 1o pucuuiuiuHe «KaIpoBbIi ayquT M JEMONPOU3BOACTBO» (OPMHPYETCS B XOJAE€ AyIUTOPHBIX M BHEAYJUTOPHBIX
(caMOCTOSITENBHBIX) 3aHATHH. VcHomb3ys JISKIIMOHHBIM MaTepHal, ydeOHHKH M ydeOHbIe MOCOOWs, MONOTHHUTENBHYIO JHTEpaTypy,
HpOSIBISISL TBOPUECKHH MOAXOA, CTyHEHT TOTOBHTCS K MPAKTHUECKHIM 3aHATHAM, pacCMaTpHBas HX KaK IOMOJHEHHE, YrIyOIeHHe,
CHCTEMATU3aIMI0 CBOUX TEOPETUYECKUX 3HAHHH.

Jlnst 0OCBOCHUS TUCIMILIAHEI CTYCHTaMH HEOOXO0IUMO:

1. Ilocemars nexkuuu, Ha KOTOPBIX B CXKATOM M CHUCTEMHOM BUJAE WU3JIArarorCsi OCHOBBl JUCLUIUIMHBL JAFOTCS ONpPENEIICHUS
HOHATUH, 3aKOHOB, KOTOpBIC IOJDKHBI 3HATh CTYAEHTBI; PACKPBIBAIOTCS 3aKOHOMEPHOCTU MOBENEHUS KOHOMHUYECKHX CYOBEKTOB.
CTyneHTy BaKHO IOHATH, YTO JIGKUUS €CTh CBOeoOpa3Has TBOpuUeckas (opMa caMOCTOSTENbHOW paboTel. Hamo mbltathes craTh
AKTHBHBIM COYYaCTHUKOM JIEKI[UM: JyMaTb, CPAaBHUBATh U3BECTHOE C BHOBb IIOJY4acMbIMM 3HAHUSIMH, BOWTH B JIOTHKY H3JI0)KEHHS
MaTepuanga JIGKTOpOM, CIEAUTh 3a XOJOM €ro MBICIEH, 3a ero apryMeHTalued, HaxXOAWUTh B HeW Kaxymruecs BaM ciaboctu. Bo
BpeMsl JIEKIMH MOXKHO 3a/laTh JIKTOPY BOIPOC, KENATENbHO B MHCbMEHHOH (opMme, 4TOOBI HE MEIIaTh M HE HApyllaTh JIOTUKU
npoBeneHus Jekuud. Ciymasi JISKIHIO, CIeAyeT 3a(UKCHPOBATH OCHOBHBIC MIEH, MOJIOXKEHHs, 0000meHus, BeIBOAbL. Pabora Hax
3aIUChI0 JICKIIMM 3aBepIuaercss noma. Ha cBexylo TroioBy (IOKa eme JIeKIHs B IaMATH) HAag0 YTOYHHTh TO, YTO 3aIHCaHo,
000TraTUTh 3alUCh TE€M, YTO HE YAaloch 3a(UKCUPOBATh B XOAE€ JIEKLUH, 3aMHcaTh B BHUAE BOIPOCOB TO, YTO HAJO MPOSICHUTB, 1O
KOHLIA TIOHATH. BakKHO COOTHECTHM MaTepHai JIEKIMHM C TeMOW yd4eOHOH NHporpaMMbl M YCTaHOBHUTBH, KAaKHE €€ BOIPOCHI HAIUIH
OCBEIlIEHUE B MPOCIYyIaHHOH Jiekiuu. Torna mone3Ho oOpamaTbes U K ydeOHUKy. JIekius u ydeOHUK HE 3aMEHSIOT, a JOIOJHSIOT
ApyT Apyra.

2. Tocemate MpakTUYeCKHE 3aHATHS, K KOTOPBIM ClelyeT TOTOBHThCA M AaKTMBHO Ha HUX paboTaTh. 3aJaHue K MPaKTHYECKOMY
3aHATHIO BBIAACT TMIpeNoJaBaTeNb. 3aJlaHUE BKIOYaeT B Ce0S OCHOBHBIE BOINPOCHI, 3aJadM, TECTHI W pedeparsl Uit
CaMOCTOATENBHON paboThl, THuTepaTypy. IIpakTndeckie 3aHATHS HAYMHAIOTCS C BCTYIHTENBHOTO CIIOBA IIPEMOJAaBaTeNs, B KOTOPOM
Ha3bIBAIOTCA L€Nb, 3aJa4d M BONpPOCHI 3aHATHS. B mpolecce NpoBeleHUS 3aHATHH TIpernojaBaTelb 3aJaeT OCHOBHBIE U
JIOTIOJIHUTENbHBIE BOIPOCHI, OpPraHM3yeT uX oOcyxkneHHe. Ha mpakTHdeckux 3aHATHSAX pEIIAlOTCs KOHKPETHBIE 3aladd 110
JCTIONIPOU3BOCTBY, Pa30MpAIOTC TECTOBBIE 3aJaHMS M 3aJaHUs, BBIIAHHBIC JUIT CAMOCTOATENBbHOH pabOTBHI, 3acIIylIMBAIOTCS
pedepaTuBHBIEe BBICTYINICHUS. CTyNeHTH, NPOMYCTHBIIME 3aHATHE, WIM HE MOATOTOBUBINUECS K HEMy, INPUITAIIAIOTCS Ha
KOHCYNbTallUI0 K TpenojaBaTento. [IpakTudeckoe 3aHATHE 3aKaHYMBAETCSl MOJBEJCHUEM MTOTOB: BBIBOJAMHU IO TeMe U
BBICTaBJICHHEM OLICHOK.

3. CucreMaTHUecKH 3aHMMATHCS CaMOCTOSITENBHON pPaboToOi, KOTOpas BKIIOYAaeT B ce0s M3ydeHHE HOPMATHUBHBIX JOKYMCHTOB,
MaTepuanoB y4eOHMKOB M cTaTell M3 SKOHOMHYECKOH IHTepaTypbl, pellleHHe 3ajad, HalMCaHue [OKIaNoB, pedepaToB, 3cce.
3aiaHust 4711 CAMOCTOSITENBHOM paOOTHI BBIIAIOTCS IIPEHOAABATEIIEM.

4. Tloxm pyKkOBOACTBOM IIPENOJABaTENsl 3aHUMAThCS HAyIHO-HUCCIECNOBATENBCKOM pabOTOH, YTO MpEAnojaracT BBICTYIIICHHUS C
JOKIalaMH Ha HayYHO-IIPAKTUIECKUX KOH(EPEHIUAX 1 MyOIHKAIHIO TE3HCOB U CTaTeH II0 UX pe3yabTaTaM.

5. IIpu BO3HUKAIONMX 3aTPyNHEHUSAX NPH OCBOCHHM AUCHUIUIHHBI «KaapoBbI ayquT M AENONPOU3BOACTBOY, IS HEYCTIEBAIOIIUX
CTYIEHTOB U CTYAEHTOB, HE IOCEUIAIOIIUX 3aHATUS, IMPOBOAATCS EKEHEACIbHbIE KOHCYJIbTAllUM, Ha KOTOpBIE IPUIVIAILAIOTCS
HEYCIIEBAIOIHE CTYICHTHl, a TAaloKe CTYIACHTHI, HCHBITHIBAIOIIHAE IOTPEOHOCTE B IIOMOINM IIPENOAaBaTeNs NpPH H3y4CHHH
JUCILUIUIAHBL.

IMTpu n3ydennn qucuuminHsl «KagpoBelii ayuT U AEITONPOU3BOACTBOY CIEIYET YCBOMTH!

- TOKYMEHTHPOBaHHOE o0ecnedeH e MPEAPHATHH 1 OpraHu3aIii;

- COCTaB PEKBU3UTOB JOKYMEHTOB U IIPaBUIIA UX O(OPMIICHUS,

- OpraHU3alIOHHO-PACHIOPAIUTENbHbBIE JOKYMEHTBI, IPaBUIIa UX COCTaBIICHUS;

- OPraHU3aIHI0 PAOOTHI C JOKYMEHTAMH.

IIPUJIOKEHUA




JOMNOJIHEHUS U U3BSMEHEHUS
B20 /20 y4eOHOM roay

AxTryanu3upoBaHHas paboyas mporpaMma paccMOTpeHa M ofo0peHa Ha 3acelaHuH
oT

3aBeAyromuUii BRITYCKAIOMICH Kadempoit

JOINOJTHEHUS U USMEHEHUSA
B20__ /20 yueOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W OJ0OpeHa Ha 3aceIaHhd
oT

3aBenyroluii Belyckaroreil kadgenpoi

JONOJIHEHUSA U U3SMEHEHU S
B20__ /20__ y4eOHOM ropy

AxTyanu3upoBaHHas pabodvas mporpamMma pacCMOTPeHa W OMOOpeHa Ha 3aceIaHHU
oT

3aBeAyromuii BRITTYCKAIOMIeH Kadempoit

JONOJIHEHUSA U UBSMEHEHUSA
B20__ /20 y4eOHOM roay

Axryanu3upoBaHHas pabodas mporpaMma pacCMOTpeHa W O0OpeHa Ha 3aceIaHHd
ot

3aBenyromuii BelTycKaroreit kadenpoi

JOHNOJIHEHHUA 1 U3BMEHEHUA
B20 __ /20___ y4eOHOM roay

AKTyanuzupoBaHHas pabodasi mporpaMMa pacCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBeyrOIUi BBITYCKAIOMICH Kadempoit

JONOJIHEHHUSA U U3SMEHEHUSA
B20_ /20 yueOHOM romy

AxTyanuzupoBaHHass pabodasi mporpaMMa paccCMOTpeHa M 0JI00peHa Ha 3acelaHuu
oT

3aBe/yroIUi BBITYCKAIOMICH Kademapoit

BEIITycKaromei kadempsl, mpoTokon Ne

BBIITycKaromei Kadempsl, mpoTokon No

BBIITycKaromieil kadeapsl, mpoTokoa Ne

BBIITycKarommei Kadeapsl, mpoTokon Ne

BBIITycKaromieil kadeapsl, MpoTokoa Ne

BBIITycKaromieil kadeapsl, mpoTokoa Ne



