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JloKkyMeHTHpPOBaHHe YIIPABJIEHYECKOM 1esiTeIbHOCTH
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
ayIUTOPHBIE 3aHATHUS 8
CaMOCTOsTebHAs paboTa 96
4acoB Ha KOHTPOJIb 4

Pacnpeneneﬂne YacCoB JUCHMILUIMHBI 110 KypCcaM

Kypc 5

— Hroro
Bup 3ansTuii I | PO

Jlexumu

IIpaxTuueckue

Uroro ayn.

R 0| N | B
0| 0| N | B

4 4
4 4
B Tom uuncne uHT. 6 6
8 8
8 8

KonTakrnas pabora
Cam. paboTa 9% 196 |96 |96
Yacel Ha KOHTPOJIb 4 4 4 4
Hroro 108 [ 108 | 108 | 108




[Iporpammy cocTaBui(u):
KaHO. 3KOH. HayK, ooy., Cemernosa A. H.

[Ipu pazpaboTke pabodeld MpOTrpaMMBI TUCHUIUIMHB (MOAyms) "/IOKyMeHTHpOBaHHWE YIPABICHYECKON MEsATETHHOCTH" B OCHOBY
TIOJIO>KEHBI:

1. denepanbHbIii TOCYNApCTBEHHBIH 00pa3oBaTeNbHBIM CTaHAApT BHICHIEro oOpa3oBaHWsl - OakajaBpHaT [0 HAIIPaBICHHIO
moarotoBku 38.03.02 MenemxmenT (npuka3 Munoopaayku Poccun ot 12.08.2020 1. Ne 970).

2. Yuaebnsiii ran: Hanpasnenne noarorosku 38.03.02 MeHem»KMEeHT
HanpasnenHocts (po¢uib) YpaBieHHE YeIOBSUECKUMH pecypcaMu
, onoOpennsii YuensiM coBetoM @PI'BOY BO Uysamickuii 'AY ot 30.08.2024 r., mpotokox Ne 16.

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

COI''TACOBAHO:

3aBenyromuii kadeapoit Adpocumona M.C.

3aBexyromuii BeIycKatomen kadgeapoit A6pocumona M.C.

[Ipencenarens Meroamyeckoir komuccnu axynprera Ommummosa C.I1.

Jupexrop HaydHO-TEXHUIECKoH OnbmmoTekn Bukroposa B.A.



1. HEJIX OCBOEHUSA JUCIIUITJINHBI

1.1 | ocBOEHHE TEOPETUUECKUX 3HAHUN 110 OCHOBHBIM BOIIPOCAM JOKYMEHTHUPOBAHUS YIIPABIEHUECKOH NEeATEIbHOCTH,
BBIPa0OTATh MPAKTHUECKHE HABBIKK COCTaBJICHUS JOKYMEHTOB U OpraHH3alUH JOKyMEHTO000pOTa, MPHOOpeTeHne
po(hecCHOHANBHBIX HABBIKOB M ()OPMHUPOBAHHE HEOOXOANMBIX KOMIETCHIIUH.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOII

Huxn (pa3gen) OITOIT: | b1.B

2.1 | TpeGoBanusl K NpeABAPUTEILHON MOATOTOBKE 00yYaIOLIEerocs:

2.1.1 | Byxrantepckuii yueT 1 aHAIH3

2.1.2 | KazpoBslii aymuT U A€TONPOU3BOJICTBO

2.1.3 | [Ipou3BoaACTBEHHAsI MPAKTHKA, TEXHOJOTHYECKas! (IPOEKTHO-TEXHOJIOTHUECKAs) TPAKTHKA

2.1.4 | BHEIIHEOKOHOMUYECKHE CBSI3U MIPEANPHUATUN arpOIpPOMBIIUIEHHOIO KOMILIEKCa

2.1.5 | UudopmanioHHbIe TEXHOJIOTHH B MEHEIKMEHTE

2.1.6 | [Ipon3BoACTBEHHAS IPAKTHKA, HAYIHO-HCCIIEIOBATENbCKAs paboTa

2.1.7 | YueGHast npakTyKa, HAy4HO-HCCIIENOBATEIbCKas paboTa (MOTydeHHe [IEPBUYHBIX HABBIKOB HAYYHO-HCCIISOBATEIBCKOM
paboTHI)

2.1.8 | JlesnnoBble KOMMYHUKALIUU

2.1.9 | MlHOCTpaHHBIH A3BIK

2.1.10 | MapkeTusr

2.1.11 | Meroapl IpUHATHUS YIPABICHYECKUX PELICHUI

2.1.12 | Cratuctuka

2.1.13 | YuebHas npakThka, 03HAKOMUTEIbHAS PAKTHKA

2.1.14 | Uctopus (ucropust Poccun, BceoOmast HCTOPHST)

2.1.15 | OxoHOMUYECKAS TOJTUTOJIOTHS

2.1.16 | DxoHOMHUYECKAS COL[HOIOTHS

2.1.17 | OxoHOMUYECKask TEOPUS

2.1.18 | [Icuxosorus IMYHOCTU U MPO(ECCHOHATBHOE CaMOOTIpEIeIEHIE

2.1.19 | [Icuxocamoperyssinust 00yJaromerocs: ¢ OTpaHUYEHHBIMHA BO3MOXHOCTSMH 3I0POBBS

2.2 | JMCUMIUITMHBI M MPAKTHKH, /15 KOTOPBIX OCBOEHHE TaHHOW THCIUTIMHBI (MOTYJIs1) HE00X0IUMO KaK
npeanIecTByIoIee:

3. KOMIIETEHI[HM OBYYAIOLIETOCSI, ®OPMUPYEMBIE B PE3YJIETATE OCBOEHUSI JUCIUATLIAHBI
(MOJY.JIST)

YK-4. Cioco6eH ocyIecTBIATh AeTI0BYI0 KOMMYHHKALIUIO B YCTHON M MUCbMEHHON ()OpMax Ha rOCYIapCTBEHHOM S3bIKE
Poccuiickoit deaepanum 1 HHOCTpaHHOM(BIX) SI3bIKE(aX)

VK-4.1 3naer: MPUHIUIIBI DOCTPOCHUA YCTHOTO U IMCbMEHHOI'O BbICKa3bIBaHUA Ha PYCCKOM U MHOCTPAHHOM SA3bIKaX, MpaBujia U
3aKOHOMEPHOCTHU bi (e (0):70) ¢ YCTHOﬁ W IHCBMCHHOM KOMMYHUKallUH

VYK-4.2 YMeeT: mpUMEHSITh Ha MMPAKTHKE JCTOBYI0 KOMMYHHKAIIMIO B YCTHON M MUCEMEHHOM (popMax, METOIbI M HABBIKK JIEIIOBOTO
0OIIEHUS Ha PYCCKOM U HHOCTPAHHOM SI3BIKaxX

YK-4.3 Mimeet HaBBIKU: YTE€HHS U IepeBOJia TEKCTOB HA HHOCTPAHHOM SI3BIKE B IIPO(ECCHOHAIEHOM OOIIEHHN

ITK-3. Criocoben ocymecTBIsATE COOp, MOHUTOPHHT M 00pabOTKy TaHHBIX C MCIOIb30BAHNEM IIEPEAOBBIX HHPOPMAIIHOHHBIX
TEXHOJIOTHH JUISl IPOBEJICHUS PACIETOB SKOHOMHYECKHX ITOKa3aTenei

TIK-3.1 3naer: MeTobl cOopa U 00pabOTKM IKOHOMHIUECKOW HHPOPMAIIMU, METOIBI YIeTa 1 aHAIN3a SKOHOMHUECKUX IoKa3aTenei

XO3SIICTBEHHOM 1€ TEIbHOCTH OPraHU3alM U €€ ITOAPA3JIeIEHUI C y4ETOM OTPaciieBOM HAIPaBIEHHOCTH JESTEIbHOCTU

TIK-3.2 YMeeT: ocyuiecTBIATh cOOP, MOHUTOPHHT U 00paOOTKY MCXOAHBIX JaHHBIX JUIS COCTaBICHUS MPOEKTOB (PMHAHCOBO-
XO3HCTBEHHOM, IPON3BOACTBEHHON N KOMMEPYECKO AesTeNIbHOCTH (ON3HEC-TIIIAHOB) OpPraHU3aIiu

I1K-3.3 Umeer HpaKTI/I‘{eCKI/Iﬁ OIIBIT: Y4€Ta U aHaJIn3a SKOHOMUYCCKUX MOKa3aTelIel IeITCIIbHOCTH OpraHu3anuu C
HCIIOJIB30BAHNEM COBPEMCHHBIX TCXHUICCKUX CPEIICTB U I/IHCI)OpMaI_II/IOHHI)IX TEXHOJIOTHI

B pe3yabTaTe 0cBOeHHS THCHHILITHHBI 00yYAIONINTiCS TOKEH

3.1 (3HaTh:

3.1.1 | HopMaTUBHO-MeTOANYECKYIO 0a3y nenonpousBoacTsa B Poccuiickoit ®eneparum;

3.1.2 [ 0cOOCHHOCTH SI3BIKA U CTHIIS COCTABIICHUS CIIyKEOHBIX JOKyMEHTOB;

3.1.3 | cienuduky opranu3anui HHHOPMAITHOHHO-TIOUCKOBON CHCTEMBI U KOH-TPOJISI UCTIOTHEHHS JOKYMEHTOB;

3.1.4 | TpeboBanHus K OJIaHKaM CITY)KeOHOTO JJOKyMEHTA,

3.1.5 [ cocTaB peKBU3UTOB OPraHU3AIOHHO-PACIOPAIUTEIFHON JOKYMEHTA-IIN 1 IPaBHiIa UX 0(OPMIICHHS;




3.1.6

Ha3HAYCHUC, CTPYKTYPY U COACPIKAHUE CUCTEMBI OPTraHN3aAUOHHO -paCHOpHIIHTeHLHOfI JOKYMEHTAalUH,

3.1.7

yHIHIIPOBaHHEIE ((OPMBI OpPraHU3aINOHHO-PACIIOPSIUTENBHBIX J0-KyMEHTOB,;

3.1.8

NOPAOOK, 3Tallbl U OCHOBHBIC MTPOLICAYPHI OpTraHU3allluN pa60T1)1 C NJOKY-MCHTaMHU;

3.1.9

9Talbl ABMXKCHUA JOKYMCHTOB B OpraHuM3aliii B IIPOIIECCe Z[OKyMGHTO-O60pOTa U NOPAAOK UX pETUCTPALIUH;

3.1.10

npaBujia pa6OTLI C BXOJAIIUMH, UCXOAAIIUMHA U BHYTPECHHHUMHA TOKY-MCHTaAMU,

3.1.11

0COOEHHOCTH PabOTHI ¢ KaAPOBBIMU TOKYMEHTAaMH, C 0OpaIleHUSAMU TPaxIaH.

3.2 | YmeTh:

321

OpPTaHU30BbIBATH Z[OKyMeHTOO60pOT 1 JOKYMCHTAJIbHOC COIIPOBOXIACHUC pa6OTI>I B OpraHax FOC}UI[apCTBeHHOﬁ u
MyHI/IHHHaHLHOfl BJIACTU U MHBIX OPTaHU-3AIINAX;

322
JIMYHOMY COCTaBY;

Oq)OpMJIHTI) OpPraHn3alMOHHBIC, PACTIOPATUTCIIBHBIC, CHpaBO‘{HO—-I/IH(l)OpMaHI/IOHHI)Ie BUJbBI JOKYMCHTOB, TOKYMCHTHEI 110

323

OpPraHU30BBIBATH JOKyMEHTOIIOTOKH B CHCTEME JOKYMEHTO000pOTa, MapIIpyTHl IBIDKCHIS JOKYMEHTOB B OpraHHU3aIlIH,
IIOJArOTOBKY JI€]l K IIepeiaye PEruCTPUPOBATh JOKYMEHTHI B OPraHU3al1H;

324

OpraHU30BbBIBATH pa60Ty C BXOJAIMMMHU U C UCXOAAMNMU JOKYMEHTAMU

325

TIOATOTABJIMBATH JOKYMEHTEI K IEPEIaUC HA XPAHCHUE B apXUB.

33

HNmeTh HABBIKM M (MJIH) ONBIT J€SITETbHOCTH:

3.3.1

COCTaBJICHHS, 00pabOTKH M PabOTHI ¢ JOKyMEHTAIMEH Pa3IMyHOTO YPOBHS M HAIIPABJICHH;

332
pacnopsIUTeNbHON JOKYMEHTALNY;

COCTaBJIEHHS], IPABKU U PEAAKTUPOBAHUS BUIOB JOKYMEHTOB, BKIIOYEHHBIX B CUCTEMY OPraHU3allMOHHO-

3.3.3 | cocraBneHusI HOMEHKIATYPHI JIET;

334

(dbopmupoBanus 1 opopMIIeHHS Aesa, OTIUCH Jedl.

4. CTPYKTYPA U COAEP)KAHUE JUCIUITJIMHBI (MOAYJIS)

HaumeHnoBaHue pa3/ieoB U TeM /BH] Cemectp / | HacoB | Komneren- | Jluteparypa | Unrte | llpak. | Ilpumeuanue
3aHsaTHs/ Kypc 107071 pakT. | moar.
Paznen 1. Conep:xanne TeMaTHKH Kypca
"JIoKyMEeHTHPOBAHUE YIIPABJICHYECKOMH
AesiTeIbHOCTH"
Tema 1. JlokyMeHTHpOBaHHOE OOecnieueHre 5 1 YK-4.1 VK- JI1.1J12.1 0 0
NpennpusATHii U opranuzanuii /JIex/ 4.2 YK-4.3 2.2
TK-3.1 IIK- 31
3.2 TIK-3.3
Tema 1. JlokymMeHTHpOBaHHOE OOecnieueHre 5 14 | YK-4.1 VK- JI1.1J12.1 0 0 Hoxnan,
NpeAnpUsITAi 1 opranusammii /Cp/ 42 VYK-43 J12.2 TECTHpPOBAHUE,
TIK-3.1 IIK- 21 TBOpYECKAS
3.2TIK-3.3 pabota
Tema 2. CocTaB peKBU3UTOB JOKyMEHTOB U 5 2 YK-4.1 VK- JI.1J12.1 2 0 npoOnemMHas
npaBuia ux opopmienus /Jlex/ 4.2 YK-4.3 J2.2 JICKITUS
TK-3.1 IIK- €|
3.2TIK-3.3
Tema 2. CocTaB peKBU3UTOB JOKYMEHTOB U 5 14 YK-4.1 VK- JI.1J12.1 0 0 Hoxnan,
npaBmia ux opopmienus /Cp/ 42VYK-43 2.2 TECTUPOBAHHE,
TIK-3.1 I1IK- 21 TBOpYECKAS
3.21IK-3.3 pabora
Tema 3. OpraHu3zaioHHO- 5 1 YK-4.1 VK- JI1.1J12.1 0 0
pacnopsiiuTeIbHbIe JIOKYMEHTBI, IPaBHJIa UX 42 VYK-43 J2.2
cocraBieHus /Jlex/ ITK-3.1 TIK- 21
3.2TIK-3.3
Tema 3. Opranu3zaioHHO- 5 14 YK-4.1 VK- JIT.1J12.1 0 0 Hoxnan,
pacnopsiguTeNnbHble TOKYMEHTBI, IpaBUiia UX 42 VYK-43 J2.2 TECTHPOBAHUE,
cocrasienust /Cp/ ITK-3.1 IIK- 31 TBOpYECKast
3.2TIK-3.3 pabora
Tema 4. THpOpMaITMOHHO — CIIPaBOYHBIE 5 14 VK-4.1 VK- JIT.1J12.1 0 0 Hoxman,
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U 4.2 YK-4.3 2.2 TECTUPOBAHHE,
odpopmnenus /Cp/ ITK-3.1 TIK- 31 TBOpYECKast
3.2TIK-3.3 pabora
Tema 5. Ha3znauenue, knaccuukanms 5 2 VK-4.1 VK- JIT.1J12.1 2 0 KEUChI
CITyKeOHBIX ITMCEM, OCOOEHHOCTH HX 4.2 YK-4.3 2.2
cocrasnienus /TTp/ ITK-3.1 TIK- 31

3.2TIK-3.3




Tema 5. Ha3nauenue, knaccuukanus 5 14 VK-4.1 VK- JI1.1J12.1 0 0 Joknan,
CITY)KEOHBIX ITHCEM, OCOOCHHOCTH HX 42 VYK-43 J2.2 TECTHPOBAHUE,
cocrasienus /Cp/ [IK-3.1 K- 31 TBOpYECKast
3.21IK-3.3 pabora
Tema 6.0Opranu3zarust paboTHI ¢ 5 2 YK-4.1 VK- JI.1J12.1 2 0 JlenoBas urpa
nokymentamu /TIp/ 42 VYK-4.3 2.2
IK-3.1 TIK- 31
3.2TIK-3.3
Tema 6.0Opranu3zamust paboTsI ¢ 5 14 YK-4.1 VK- JIL.1J12.1 0 0 Hoxnan,
nokymentamu /Cp/ 4.2 VYK-4.3 2.2 TECTHPOBAHHUE,
ITK-3.1 TIK- 21 TBOpUECKas
3.2TIK-3.3 pabora
Tema 7. CocraBinenue u ohopMiieHHE 5 12 YK-4.1 VK- JIT.1J12.1 0 0 Hoxnan,
JIOKyMEHTOB 110 THYHOMY cocTaBy /Cp/ 4.2 VK-4.3 2.2 TECTUPOBAHHE,
ITK-3.1 TIK- 21 TBOpUECKast
3.2TIK-3.3 pabora
3auer /3auét/ 5 4 VYK-4.1 VK- JI1.1J12.1 0 0
4.2 YVK-4.3 2.2
IIK-3.1 IIK- 31
3.2TIK-3.3

5. ®OHJI OHEHOYHBIX CPEJACTB

5.1. IlpumepHbBlii NepevyeHsb BONMPOCOB K 3a4eTy

L. OCHOBHBIE «TEPMHUHBI», «HOHSATHM) TOKyMEHTUPOBAHUS

2. Vcropus cTaHOBIEHUS pa3BUTHUs CHUCTEMBI AENONpon3BoacTBa B Poccun

3. Coayx0Bl TOKYMCHTHPOBAHHS YIIPABICHUECKOH IESATEIFHOCTH: COCTaB U MX (DYHKIUH

4. OpraHu3aiys IeIoIpOn3BOACTBA Ha MPEAIPUATHIX

5. HopmatuBHO-MeTOMueckast 6a3a AeI0MpOU3BOJICTBA.

6. ®dopmatsl Oymaru it opopMIIEHHST JOKYyMEHTOB M MX Pa3Mepsbl

7. Pasmeps! moseli Ha GlaHKAaX JOKYMEHTOB

8. braHku NOKYMEHTOB: HOHSTHE, BUIBI U UX PEKBU3UTHI

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

10. VYTII0BOE M MPOIOIFHOE PACIIONOXKEHHE PEKBH3UTOB HA JOKYMEHTaX

11. Knaccnduxamms u GyHKINN JOKYMEHTOB

12. CocraB ynpaBleHUECKUX JTOKYMEHTOB MpEINpPUSTHIHA.

13. TekcT MOKYMEHTa, €ro CTpyKTypa M TpeOOBaHHUS K €ro COCTAaBICHUIO

14. PacmiopsiainTenbHbBIe TOKYMEHTHI, N37aBaeMble Ha IIPHHIUIIAX KOJUICTHAJIBHOCTH: BH/BI, PEKBH3HUTHI M ITpaBHIIa UX
odopmIeHHs

15. PacniopsianTenbHble JOKyMEHTHI, W3/1aBaeMble B YCIIOBUSIX €IMHOHAYAINS: BUIbI, PEKBU3UTHI, IIpaBmila UX o(opMIeHHs
16. JloKyMeHT0000pOT: MOHATHE, KIaCCH(UKAIINS U €ro OpraHHM3aIls Ha TPEIIPHSITHH.

17. IMopsimok paboTEI ¢ BXOASMIMMH, UCXOMAIINMH U BHYTPEHHUMH JTOKyMEHTaMHU

18. Perucrpanus HOKyMEHTOB: BHUIBI U MOPSAOK PETHCTPAIMU BXOISIIUX, UCXOAAIIUX U BHYTPEHHUX JOKyMEHTOB
19. HomeHwiaTypa nen: MOHATHE, BUABI, PEKBU3HUTHI, (OPMHUPOBaHHE U 0(GOPMIICHUE /eI

20. OpraHu3anoHHbIe TOKyMEHTHI: MOHSATHE, Ha3HAUEHHE, BUIBI M IPaBUiIa MX O(QOPMIICHHS

21. HudopmMannoHHO-CIIpaBOYHbIE JOKYMEHTHI: BHUIBI, HA3HAUEHHE, OCHOBHBIC PEKBU3UTHI, IPaBUIa X O(GOPMIICHUS
22. CrnyxeOHble (IeJ0BbIe) MMChMa: Ha3HAYEHHUE, BUBI MUCEM, PEKBH3HTHI, MPaBHiIa UX OPOPMIICHHUS

23. IIpoToxois! coBemanuii, coOpaHUi M 3acefaHUii: BHIBI, COCTAB PEKBU3UTOB H MOPSIOK HX O0(QopMIICHUS

24. JIOKyMEHTHI IO TMYHOMY COCTaBY IPEIIPHATHS: Ha3HAYEHHE, COCTaB, 0COOEHHOCTH PabOTHI C KaJPOBBIMH
JOKyMEHTaMH

25. Ipykasbl 10 JIMYHOMY COCTaBY: BHJBI U OCOOCHHOCTH MX OQopMiIeHHs

26. Bupsr 1 mopsiiok paboThl ¢ THCBMaMH 1 0OpaIIeHUIMH TpaXxIaH

27. CoBpeMeHHbIEe TEXHOJIOTHH TOKYMEHTAlMOHHOTO OOECHEeUEHNs YIpPaBICHIECKOH NeITeIbHOCTH

5.2. IIpumepHblii NepevyeHb BOMPOCOB K IK3aMeHY

He npenycMoTpeHo yaeOHBIM IIIaHOM

5.3. TemaTuka KypcOBbIX padoT (KypcOBBIX NPOEKTOB)

He npenycMoTpeHO yaeOHBIM IIIAHOM

5.4. ®oHA OLEHOYHBIX CPEACTB /JIf NPOBEICHUS TEKYIIero KOHTPOJISI

Tembl 1OKITag0B

1.0co0eHHOCTH THCBMEHHOTO JICIOBOTO OOIICHHSI.
2.'OCT P 6.30 - 2003 u ero 0COOEHHOCTH.
3.CucreMsl JOKYMEHTOB.
4.0Opranu3aOHHO-TIPABOBbIE JOKYMEHTBHI.
5.PacnopsiiuTenbHbBIE TOKyMEHTHI.




6.MadopMannOHHO-CIIPaBOYHbIE JOKyMEHTEI.

7.PexBu3uthl 1okyMeHTOB. O0s3aTeNbHBIC H (haKyTbTaATUBHEIC.
8.PeKBU3HTEI 1aTa, TIOAIICH B POCCHIICKOM 1 3apyOS)KHOM JOKYMCHTOBEICHHH.
9. DTHKETHBIE aCHEKTH JeJI0BOTO MUCHMa.

10.2)KaHpbl NHCHMEHHOTO ETOBOTO OOIIEHUS.

11. 3aronoBok 1 Ha3BaHUE BUJA JOKyMEHTA.
12.ConpoBOAUTENBHOE MUCBMO K JOKyMEHTaM.
13.[{upKyaspHbIE MUCHMA.

14.ITpuka3ssl.

15.ITucbmMo-noATBEPIKACHHE.

16.Teneonorpamma.

17.bnanku.

18.Tpadapetsl, HhopMyIsapbl, N1a0IOHBI.

19. IIpereH3u0OHHAs NEPENUCKA.

20. Kommepuecknit 3ampoc.

Tematuka scce

1. ba3a naHHBIX

2. bnank nokymeHra

3. JlenoBast mepenucka. DTUKAa U MpaBUIIa

4. JlokymeHT0O00pOT

5. JIOKyMEHTOOOOPOT Ha KOMITBIOTEPE

6. JIOKyMEHTBI U UX Ki1acCH(pUKaIHS

7. JIOKyMEHTBI 10 TMYHOMY COCTaBy

8. JIOKyMEHTBI 1O TUYHOMY COCTaBY U UX OCHOBHBIE BH[bI

9. Enunas rocymapcrBenHas cucteMa aenomnpousBosctsa (EI'C/I)

10. 3ammra JOKYMEHTOB

11. 3amuTa 3JeKTPOHHBIX JIOKYMEHTOB

12. UsroroBieHne qOKyMEHTa Ha KOMIIbIOTEPE

13. WudopmannoHHO-cIIpaBOYHAs paboTa 10 JOKYMEHTaM Ha KOMIIBIOTEpE

14. WNnpopMannoHHO-CIIPaBOYHBIE JOKYMEHTBI

15. Hctopus pa3Butus ciiyx0 mTokymeHTanuu B Poccuu

16. Kraccnguxammm nOKyMEHTOB

17. KoHTponb ucnonHenus: JOKyMEHTOB

18. Ha3nauenue 1 OCHOBHbIE BU/IbI HH(POPMALIIOHHO-CIIPABOYHBIX JOKYMEHTOB
19. HopmaTuBHBIE TOKYMEHTHI 110 JOKYMEHTAIIHOHHOMY OOECIICUCHHUIO YIIPaBICHHS
20. OOBEKT U IpeIMET IeMONPON3BOACTBA

21. Opranuzauuy paboThl ¢ TOKyMEHTaMHU

22. OpraHu3anyoHHas CTpYKTypa HepcoHaia, 00ecIednBaronero paboTy ¢ JOKyMEHTaMu
23. OpranuzalnnoHHbIE TOKYMEHTBI, UX Ha3HAYEHUE U BUIBI

24. OCHOBHBIE NIPHUHIIMITBI OPraHU3ALUN PAOOTHI C JOKYMEHTaMU

25. [lepBHUuHBI JOKYMEHT

26. [IncbMo, BHIIBI TTHCEM

27. IloaroToBka NOKYMEHTOB K apXUBHOMY XPAHEHHIO

28. [IpaBuia BHYTPEHHETO TPYAOBOTO paclopsaka

29. [Tpuxka3

30. Perucrpanus n1okymMeHTOB

31. PexBU3UTHI JOKYMEHTOB

32. Poxnb nH}OpMaIy B COBPEMEHHBIX OOIIECTBEHHBIX OTHOIICHHSX

33. CucreMa opraHu3allMOHHO-PACIOPAJUTENBHON TOKyMEHTaUI

34. Crioco05! 3akperieHnst HHYOPMAINH JUTs TOKyMEHTAI[OHHOTO HCIOIb30BAHUSL
35. CranpapTu3anus B CHCTEMax JAEIONPOU3BOICTBA

36. CtpykTypa OpraHuzaluu

37. TexHonorust XxpaHeHUs TOKyMEHTOB

38. YHuumupoBaHHas CUCTeMa JOKYMEHTaIluU

39. YcraB npeanpusTus

40. ®dopmupoBanue U 0hopMIICHHE JIET

6. YHEBHO-METOJUYECKOE U THO®OPMALIMOHHOE OBECIIEYEHUE JUCHUIIIMHBI (MOAY JIS)

6.1. Pexomenayemas aureparypa

6.1.1. OcHoBHas TUTEpPaTypa

ABTOpBI, COCTaBUTENN | 3arnaBue | W3znarenscTBO, TOI | Konng-Bo




ABTOPBI, COCTaBUTEITH

3araBue

W3narenscTBO, TO1

Komnu-Bo

Kocrreirosa JI. A.

JloKyMEHTHpOBaHHE YIIPABICHUECKOI! NeATeIbHOCTH: yueOHOe
nocob6ue

M.: MIACHuC, 2012

OnexTpoH
HBIA

pecypc

6.1.2. JlonosiHuTEIBHAS JIUTEPATypa

ABTOpBI, COCTaBUTCIIN

3arnaBue

I/I3}Z[aTeJ'lBCTBO, ron

Komnuu-Bo

J12.1

Bacuneesa N.H.,
Kemawnuckmii I'. C.

OpraHu3aiiys 1eI0NpOU3BOICTBA U [IEPCOHATBHBIN
MEHEPKMEHT: yaeOHoe TTocooue

M.: By3oBckuit
yaebHuK, 2004

0

2.2

Kyznenos U. H.

JlokyMeHTaIIMOHHOE 00eCTICUeHNE YIPaBICHUS U
JIETIOTIPOU3BOICTBO: YUeOHUK

M. IOpaiir, 2010

6.2. Ilepeuenn pecypcoB HH(POPMALHOHHO-TEJIEKOMMYHMKAIMOHHOM ceTu "UnTepHeT"

o1

Kypuan "Ienonpoussonctso"https://www.top-personal.ru/officeworks.html

6.3.1 IlepeyeHb MPOrpaMMHOro odecnedeHust

6.3.1.1

OC Windows XP

6.3.1.2

SuperNovaReaderMagnifier

6.3.1.3

Access 2016

63.14

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
0

MozillaThinderbird

6.3.1.1
1

7-Zip

6.3.1.1
2

Crpasounas npaBosas cucreMa Koncynerantllnroc

6.3.1.1
3

DIEeKTPOHHBIN Heprouueckuii cripaBouHKK «Cuctema ['apanT»

6.3.1.1
4

OfficeStandard 2010

6.3.1.1
5

OfficeStandard 2013

6.3.1.1
6

LibreOffice

6.3.1.1
7

OC Windows Vista

6.3.1.1
8

OC Windows 7

6.3.1.1
9

OC Windows 8

6.3.1.2
0

OC Windows 10

6.3.1.2
1

Ubuntu (Mint)

6.3.1.2
2

Project Expert 7 Holding

6.3.1.2
3

OpenOffice 4.1.1

6.3.1.2
4

1C: TIpennpustre 8. Cenbckoe x035HcTBO. KOMIIEKT /171st 00y4IEHUs B BBICIIHMX U CPeTHHUX Y 3.

6.3.1.2
5

«ITanopama 3EMJIEJIEJTUE»

6.3.1.2
6

Meauanpourpeisaress VLC

6.3.2 TlepeyeHb HHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM




6.3.2.1 | HanmonansHas 3nekTpoHHas 6ubmmoreka. JlocTyn HOoCpecTBOM UCHOIb30BaHus ceTh «HTepHeT» Ha 32 TepMUHAIa
nocryna. https://H36.pd/
6.3.2.2 | OnexrponHsIi nepuoandeckuii cnpaBoyHuk «Crucrema TAPAHT». ITonHOTEKCTOBBIH, 00HOBIsSeMBII. JloCTym IO
JIOKAJIBHOM CeTH aKaJeMUH
6.3.2.3 | Onexrponnas cucreMa «['ocpunanche». [ToHOTEKCTOBASI ANIEKTPOHHAS CUCTEMA, TOCTOSIHHO TMOTIOJIHAEMAs.
VHnuBHya bHBIN HEOrpaHMYCHHBIH JOCTYN Yepe3 (GUKCHpOoBaHHBIN BHemHMH [P anpec akagemun u3 1000 TOUKH, B
KOTOpO# nMeeTcs moctym k cetr aTepHeT. http://www.gosfinansy.ru/
6324
6.3.2.5 | DnexrponHas Gubmnoreunas cucrema « 9BC FOPAUT www.biblio-online.ruy». IToiHOTEKCTOBAs 2MEKTPOHHAS
6nbnoTeka. IHANBUyaTbHEIM HEOTPAaHWYEHHBIN TOCTYI Yyepe3 (GUKCHPOBaHHEIN BHeIHHH [P anpec akagemun
HEOTpaHHYEHHOMY KOJIMYECTBY IOJIb30BaTeNel U3 1000 TOUKH, B KOTOPOIl HMeeTcs TOCTYI K ceTu IHTepHeT.
https://www.biblio-online.ru/
6.3.2.6 | OnexrporHo-6ubauoTeyHas cucreMa ZNANIUM.COM. ITonHOTEeKCTOBas 3IEKTpOHHAs OubaroTeka. HANBUIyaIbHBIH
HEOTpaHMYCHHBII TOCTYN Yepe3 pUKCHpOoBaHHBIN BHenTHuUI [P agpec akageMun HEOTPaHUICHHOMY KOJIYECTBY
oJIb30BaTeNed U3 IF000H TOYKH, B KOTOPOH UMeeTcs TocTym K cetr MaTepHer. http://znanium.com/
6.3.2.7 | DnexrponHas oubmuoTeka Texanaeckoro BY3a (OBC «KoHcynbTaHT cTyneHTa). [loTHOTEKCTOBAsI AIEKTPOHHAS
6nbmmoTeka. VHIMBHIYaIbHBINH HEOTPAaHMUCHHBIN NOCTYN Yepe3 GUKCHPOBaHHEIN BHemHNUI [P anpec akagemun
HEOTpaHMYEHHOMY KOJMUYECTBY M0JIb30BaTEIeH U3 1000 TOUKH, B KOTOPOI UMeeTcs TOCTyI K ceTh VIHTepHeT.
http://www.studentlibrary.ru
6.3.2.8 | DnexrpoHHas OubaMoOTEeUHas cucremMa u3aaTenasbcTBa «Jlanpy. IlodHOTEKCTOBAs 2IEKTpOHHAs OUOIHOTEKA.
WuauBuaya bHBIA HEOTPAaHHYCHHBIN TOCTYN Yepe3 PUKCHPOBaHHBIA BHENTHHN P aapec akameMun HEOTpaHUICHHOMY
KOJTMYECTBY TIOJIb30BaTENEH 13 JIF000# TOUKH, B KOTOPOW MMeeTCst IOCTyN K ceth MHTepHeT. http://e.lanbook.com
7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHME JUCHUIIJIMHBI (MOAYJIS)
Aynuropus Bug padot Haznauenue OCHaIEHHOCTh
VYdeOHas aymuTOpHs Croxn npeniogaBarens (1 mrt.), ctomsl (30 mT.), cTymbs (60 wiT.), cTyI
npenogaBatens (1 mrt.), rocka aymuropHas (1 mrt.), TpudyHa (1 mT.),
35a Jlex JeMOHCTpalnoHHOe 00opynoBaHue (Oenas JakoBasi MarHUTHO-
MapkepHas jocka (1 mrT.), mpoekrop Toshiba (1 mit.), HoyTOyK Acer
(1 mrt.)) 1 yueOHO-HATIIAIHEIE TTOCOOMS
ITomemmenue amns JleMOHCTpaIioHHas TeXHHUKa (MHTEepakTHBHAas nocka Hitachi
caMmocTroaTenbHOM paboTsl | Starboard FX-63 D (1 mt.), HOyrOyk Acer Asp T2370 (1 miT.),
npoekrop Toshiba (1 mt.)), cTos MoMMPOBaHHbIH (3 IIT.), CTOT
236 CP ydaeHmdeckuit (7 mWT.), cToy KoMmboTepHbIi (11 mT.), crym (20 mrt.),
CTyJIbS, KOMIIBIOTEPHAs TEXHUKA C BO3MOKHOCTBIO IIOAKITIOUCHNUS K
cetu "MHTepHeT" M 0becriedeHneM JOCTyIa B SIEKTPOHHYIO
nHGOPMaIIMOHHO-00pa30BaTeIbHYIO cpeay opranu3anuu (10 mr.)
IMomemnienne s KoMmrprorepHas TeXHHKa ¢ BO3MOKHOCTBIO ITOIKITFOYCHHS K CETH
caMoCToATeNbHOM paboThl | "MHTepHeT" U 0OecreueHHeM JIOCTyIa B SIICKTPOHHYIO
rHPOPMAIMOHHO-00pa30BaTeNbHyI0 cpeay opranuzaunu(19 mr.),
123 cp ctoibl (17 1IT.), KOMITBEOTEPHBII CTOJI 6-U MECTHBIH (3 IIT.), CTYbS
yaeHmdeckre (34 mr.), crynps n/M (18 mT.), cremraxu ¢
nmuTepatypoii, Bugeoysenmantens Optelec Wide Screen (1 mt.)
YueOHast ayauTopust Cron npenogaBatens (1 mrT.), mapra 3-xmecTHas co ckameiikoit (10
T.), CTyAbs (5 wrT.), cTyn npenoaasarens (1 mrT.), nocka (1 mrT.),
51a TpubyHa (1 mIT.), AEMOHCTpaIOHHOE 000pyIOoBaHue (Oemast JaKoBast
MarHuTHO-MapkepHas nocka (1 mrt.), mpoekrop Toshiba (1 mrT.),
HOyTOYK Acer Asp T2370 (1 mit.)) 1 yaeOHO-HAMISAHBIE TOCOOUS
VY4uebHast ayauTopust Cron npenogasatens (1 wr.), cronst (6 mWT.), cTyibs (18 mr.), cTyn
npenogaBatens (1 mr.), mocka (1 mt.), cron koMmbroTepHBIi (10
45a mT.), cTyabs (10 mT.), IeMOHCTpAIIOHHOE 00pYyIOBaHNE (KOMIBIOTEP
Intel G32603 3 GHz 3 M (10 wmt.), monotHo pyaonHoe (1 mT.)) u
y4eOHO-HATTISTHBIC TTOCOOUS

8. METOIMYECKHUE YKA3AHUA /IS OBYYAIOIIIUXCA 11O OCBOEHUIO JUCHHUIIJIMHBI (MOY JIS)

Meroauka U3ydeHHUs Kypca IpelyCMaTpUBAET Haps Ly € JIEKUUAMH U IPAKTUYECKUMHU 3aHATHAMU, OPTaHU3a1LUI0 CAMOCTOSTEIbHOM
paboTHI CTYICHTOB, IPOBEICHNE KOHCYIFTALINH, PYKOBOACTBO TOKITAaIaMH CTYACHTOB JUIS BRICTYIICHHS Ha HAYIHO-TTPAKTHIECKIX
KOH(EPEHIHAX, OCYIIECTBICHNE TEKYIIET0, IPOMEXKYTOYHOTO U HTOTOBOTO (DOPM KOHTPOJISL.

Cucrema

3HaHUH M0 AUCHUILTUHE «JJOKyMEHTHPOBAHUE YIPABIEHUYECKOH AESATENbHOCTIY (OPMUPYETCS B XOA€ AyAUTOPHBIX U

BHEAYTUTOPHBIX (CAMOCTOATEIBHBIX) 3aHATHI. CIONB3ys JICKIIMOHHBINH MaTepHal, YICOHUKH 1 yaeOHbIE TOCOOHS,
JIOTIOTTHATEIBHYIO JINTEPATypPY, MPOSBIISLSA TBOPUSCKUN ITOIXO0, CTYAEHT TOTOBHUTCS K MPAKTHUECKIM 3aHATHAM, pACCMAaTPUBAast NX
KakK MOTIOIHEHHE, YITyOlIeH!e, CHCTEMATH3alHs CBOUX TEOPETHYECKIX 3HAHUM.

J1n1s1 OCBOCHUS TUCIMIUTMHEI CTYACHTaMH HEOOXO0IUMO:




1. ITocemaTs JeKuUH, Ha KOTOPBIX B CKATOM M CUCTEMHOM BHUJIE U3/IaralOTCsl OCHOBBI AUCIUILTHHBL JAIOTCS ONpeeIeH s
HOHSATHH, 3KOHOB, KOTOPBIE JOJDKHBI 3HATh CTYACHTBI; PACKPHIBAIOTCS 3aKOHOMEPHOCTH IOBEAEHUS SKOHOMHYECKUX CYOBEKTOB.
CTyneHTY BaKHO ITOHATH, YTO JIKIHUS eCTh CBoeoOpasHas TBopUYeckas opMa caMOCTOSTENbHOM padoTsl. Hamo meITaThCs cTaTh
AKTUBHBIM COYJaCTHHKOM JICKIHH: TyMaTh, CDABHUBATH H3BECTHOE C BHOBD IIOIY4a€MBIMH 3HAHUSIMHU, BOMTH B JIOTHKY W3JI0KCHUS
MaTepHala JEKTOpOM, CIEIUTh 3a XOJI0M €ro MbICJIeH, 3a ero apryMeHTanueil, HaxoJUTh B Hel KaxKyluecs: Bam ciaboctu. Bo
BpeMs JIEKIIMH MOXKHO 33/1aTh JICKTOPY BOIIPOC, XKENAaTeIbHO B MUCbMEHHO (hopMme, YTOOBI HE MEIIATh M HE HapyLIATh JIOTHKA
npoBexeHus Jekuun. Cirymast JJeKIuio, ciaeayeT 3ahIKCHPOBaTh OCHOBHEIC HJICH, ITOJIOXKEHH, 00001IeHns, BEIBOABL. PaboTta Hax
3aMHCHIO JICKI[UH 3aBepiIaeTcsa gfoma. Ha cBexxyro ronoBy (1oxa ere JeKIHs B IaMsITH) HaJl0 YTOUHUTH TO, YTO 3aIHCAHO,
000raTuTH 3aIiCh TEM, YTO HE YAAJIOCh 3a()MKCUPOBATh B XOA€ JIEKIUH, 3a[IUCATh B BUE BOIIPOCOB TO, YTO HAJI0 MPOSICHUTb, J10
KOHIIa IOHATE. Ba)kHO cOOTHECTH MaTepHall JIEKIUN ¢ TEMOH Y4eOHOH IIPOTpaMMBI H YCTAHOBHTH, KaKHE €€ BOMPOCH HAIILIH
OCBEII[EHUE B MPOCIYIIAHHOH JeKy. Toraa mone3Ho o0pamarsest U K yueOHuKY. JIekius i yaeOHIK He 3aMEeHSIOT, a JOIOIHSIIOT
ApYT Apyra.

2. ITocemaTh NpaKTUYECKHE 3aHATHS, K KOTOPBIM CIEIyeT TOTOBHTBCS M AKTUBHO HA HUX paboTaTh. 3aJjaHue K MPAKTHYECKOMY
3aHATHIO BRIJAET IIPEToAaBaTeNb. 3aJaHue BKIIOIAeT B ce0sl OCHOBHBIE BOIPOCHI, 3a/1a4H, TECTHI U pedepaTsl I
CaMOCTOATEIBHON PabOThI, IUTEpaTypy. [IpakTudeckre 3aHATHS HAUWHAIOTCS C BCTYUTENBHOTO CI0BA MPEMoAaBaTes, B KOTOPOM
Ha3bIBAIOTCS LIENb, 33J]a4 U BOIIPOCHI 3aHATHA. B mpolecce mpoBeaeHNs 3aHATHH IpenojaBaTellb 3aJa€T OCHOBHBIE U
JIOTIOTTHATEIBHBIE BOTIPOCHI, OPTaHU3YeT UX 00cykaeHne. Ha mpakTHdeckix 3aHATHAX PEIIaloTcsl KOHKPETHBIE 3a1a4H 110
JIeTIONPOU3BOJICTBY, Pa30MPArOTCs TECTOBBIE 3aJaHNA U 3a1aHU, BEIIAHHBIC I CAMOCTOSTENBHOH paboTHI, 3aCITyIINBAIOTCS
pedepaTrBHBIE BRICTYIUICHUS. CTYIEHTHI, IPOITyCTHBIINE 3aHATHE, WM HE TOJTOTOBUBIIHUECS K HEMY, IPUTTIAIIAIOTCS Ha
KOHCYNBTALIMIO K penoaaBaTento. IIpakruueckoe 3aHATHE 3aKaHYMBAETCS MTOJIBEJEHUEM UTOTOB: BEIBOJAMH IO TEME U
BBICTaBJICHHEM OLICHOK.

3. CucreMaTH4eCKu 3aHUMAThCSA CaMOCTOSTENBHON paboToH, KOTOpast BKIIIOUAaeT B ce0s N3ydeHHe HOPMATUBHBIX JOKYMEHTOB,
MaTepHalloB YUeOHHKOB M CTaTeH M3 3KOHOMUYECKOI JINTEpaTyphl, PelieHHe 3a1a4, HallMcaHue I0KIanoB, pedeparos, scce.
3aaHust A1 CAMOCTOSTENBHOM paOOTHI BEIIAIOTCS IIPEMOAABATEIIEM.

4. Ilox pykOBOJCTBOM IIPEIIOaBATEN 3aHUMAThCS HAyTHO-HMCCIIEJOBATENbCKOI paboTOH, 9TO MPEANOIaraeT BEICTYINICHHUS C
JOKIaflaMH Ha HAY4HO-IIPAKTUYECKUX KOH(MEPEHIUAX 1 MyOIHKAIMIO Te3HCOB U CTaTeH 0 UX pe3yabTaTaM.

5. IIpy BO3HHUKAIOMIMX 3aTPYJHEHUSAX IPH OCBOCHUU TUCUUILUIMHBI «JJOKyMEHTUPOBAHUE YNIPABIEHUECKON ESITEILHOCTUY, IS
HEYCIIEBAIOIIUX CTYACHTOB U CTYIEHTOB, HE IOCELIAIOINX 3aHATHS, IIPOBOJSITCS €XKEHEACIbHbIE KOHCYAbTALUH, HA KOTOPBIE
MPUTIAIMIAIOTCS HEYCTICBAOIINE CTYIEHTHI, a TAIOKE CTYACHTHI, HCIBITHIBAIONIIE ITOTPEOHOCTH B IOMOIIIY TIPENoaBaTels Ipu
U3Y4EHUH OUCIUILIUHBL.

ITpu n3yyenuy AUCHMITIMHEL « JIOKyMEHTHPOBAHUE YIIPABIEHYECKON AEATEILHOCTHY CIEAYET YCBOUTH!

- TOKYMEHTHPOBaHHOE 00ecnedeHIe PEANPHATHH 1 OpTaHu3aIi;

- COCTaB PEKBU3UTOB JOKYMEHTOB U IIPaBUIIa UX O(OPMIICHUS;

- OpraHM3alIOHHO-PACTIOPAUTENBHBIE JOKYMEHTBI, TPaBUJIa UX COCTaBIICHUS;

- OpraHu3anuio paboTh ¢ TOKYMEHTAMHU.

IIPUJIOXEHUA

Ipunoxernne 1 (MY k @OC).docx




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



