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JloKkyMeHTHpPOBaHHe YIIPABJIEHYECKOM 1esiTeIbHOCTH
pabouast mporpamma JAUCUUIUIMHBI (MOTYIIS)

Hanpasnenue noarorosku 38.03.02 MeHe>KMEHT
Hanpasnennocts (npoduis) [Ipon3BoACTBEHHBI MEHEPKMEHT

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
Hanpasnernocts (mpodmins) [Ipon3BoaCcTBEHHBIN MEHEMKMEHT, ono0peHHbii YuenboiM coBetoM ®I'BOY BO Uysamckuit 'AY
ot 30.08.2024 r., mpoToxoa 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.

[pencenarens MeToamyeckoir komuccnuu daxynpreta Mensenesa T.A.

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 | IIpou3sBoacTBEHHAs MPAKTHKA, TEXHOJIOTHYECKAs! (MIPOEKTHO-TEXHOJIOTHYECKas!) MPaKTHKa

2.1.3 | Puck-meHe;xMeHT

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 | IIcuxosorus JIMIHOCTH U IPO(ecCHOHATBHOE CAMOOTIPE/IeTICHIE

2.1.15 | [IcuxocamMoperyssinus 00yJaromerocsi ¢ OrpaHUYCHHBIMHA BO3MOXHOCTSMH 310POBBS

2.1.16 | DxoHOMHUYECKAS COL[HOIOTHS

2.1.17 | OxoHOMUYECKask TEOPUS

2.1.18 | Uctopus (uctopust Poccun, BceoOmast ©CTopust)

2.1.19 | OcHOBBI pOCCUICKOM TOCYAapCTBEHHOCTU

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 | Ha3HAaUCHHUE, CTPYKTYPY U COJIEPKAHNE CUCTEMBl OPTaHU3AIMOHHO -PACTIOPSAUTENFHON JOKYMEHTALINH;
3.1.7 | yaudumpoBaHHbIe (POPMBI OPTaHU3aUOHHO-PACTIOPSIUTENBHBIX I0-KyMEHTOB;
3.1.8 | mOpsIIOK, 3TAmBI 1 OCHOBHBIE IPOIEAYPHI OPraHU3AINH PAOOTHI C TOKY-MEHTAMH;
3.1.9 [ aTanbI ABIKCHHS JOKYMEHTOB B OpraHHU3aIMH B ITPOIIECCce JOKYMEHTO-000pOTa ¥ MOPSIIOK HX PErHCTPaIny;
3.1.10 | mpaBuisia paboThI C BXOJSAIIMMHU, UCXOJSAIIMMH U BHYTPEHHUMH JIOKY-MEHTaMH;
3.1.11 [ ocobenHOCTH PabOTHI C KaJPOBBIMU JOKYMEHTaMH, C OOpaIleHUAMU TPaxIaH.
3.2 [ Ymern:
3.2.1 | opraHH30BHIBATE JOKYMEHTOOOOPOT M JOKYMEHTAIFHOE CONPOBOKACHHUE pabOTHI B OpraHax TOCyIapCTBEHHOH U
MYHUIIMTIAILHOW BITACTH U MHBIX OPTaHU-3aIIUsX;
3.2.2 | opopMIISITE OpraHU3aIMOHHbIE, PACTIOPSIUTENbHBIE, CIIPABOYHO--HH(POPMAIIMOHHBIC BUIBI TOKyMEHTOB, JOKYMEHTHI 110
JUYHOMY COCTaBY;
3.2.3 | opraHu30BHIBATh JOKYMEHTOIIOTOKU B CUCTEME JOKyMEHTO000POTa, MapIIPYTHI IBM>KEHHS JOKYMEHTOB B OPTaHHU3aIlNH,
MIOATOTOBKY JIeJ K Niepeiade PerucTpUpOBaTh JOKYMEHTHI B OpraHU3aIIH;
3.2.4 | opraHM30BBIBATH PabOTY C BXOAAIIUMHE U C HCXOISIIUMH JOKYMEHTaMU;
3.2.5 | noaroraBnMBaTh JOKYMEHTHI K IIepefaue Ha XpaHEHUE B apXUB.
3.3 | IMeTh HABBIKM M (UJIH) ONBIT AeSITeJbHOCTH:
3.3.1 | cocraBneHus1, 00pabOTKU U PaOOTHI ¢ JOKYMEHTAIMEH Pa3IMYHOTO YPOBHS U HANIPABIICHHUH;
3.3.2 | cocraBneHus, IPaBKU M peJaKTUPOBAHUSI BUIOB JOKYMEHTOB, BKIIOUEHHBIX B CUCTEMY OPraHU3allMOHHO-
pacnopsaUTeNnbHON JOKYMEHTALNN;
3.3.3 | cocTaBieHUs] HOMEHKIATYPHI A€,
3.3.4 | bopmupoBanus u oGopMIICHHS Aeja, OTIUCH Jedl.
4. CTPYKTYPA U COJEP KAHUE JUCHUIIJIMHBI (MOAY JIsI)
HaumeHnoBaHue pa3/ieoB U TeM /BH] Cemectp / | HacoB | Komneren- | Jluteparypa | Unrte | llpak. | Ilpumeuanue
3aHsaTHs/ Kypc 107071 pakT. | moar.
Pazpgean 1.
Tema 1. JlokyMeHTHpOBaHHOE OOECIICUCHIE 5 1 YK-4.1 VK- JIT.1J12.1 0 0
HpexnpusTHii u opranm3anuii /JIex/ 4.2 VYK-4.3 2.2
IIK-3.1 IIK- 31
3.21IK-3.3
Tema 1. JlokyMeHTHpOBaHHOE OOECIICUCHUE 5 14 YK-4.1 VK- JIL.1J12.1 0 0 Hoxnan,
npeanpusITuii u opranuzammii /Cp/ 42 VYK-43 J12.2 TECTHpPOBAHUE,
IK-3.1 K- 91 TBOpYECKAsI
3.2TIK-3.3 pabora
Tema 2. CocTaB peKBHU3UTOB JJOKYMEHTOB U 5 2 YK-4.1 VK- JIL.1J12.1 2 0 rpoOieMHast
npaBmia ux opopmienus /JIex/ 4.2 VK-4.3 J2.2 JIEKITUST
IIK-3.1 IIK- 31
3.21IK-3.3
Tema 2. CoctaB peKBH3UTOB JJOKYMEHTOB U 5 14 YK-4.1 VK- JIL.1J12.1 0 0 Hoxnan,
npasmia ux opopmierus /Cp/ 4.2 VK43 2.2 TECTHPOBaHME,
IIK-3.1 IIK- 91 TBOpYECKAsI
3.21IK-3.3 pabota
Tema 3. OpranuzaioHHO- 5 1 VK-4.1 VK- JI1.1J12.1 0 0
pacropsiAUTENbHBIE TOKYMEHTHI, IPAaBUJIa UX 42 VYK-43 J12.2
cocraBnenus /Jlex/ TIK-3.1 IIK- 21
3.21IK-3.3
Tema 3. OpranuzaioHHO- 5 14 YK-4.1 VK- JIL.1J12.1 0 0 Joxnan,
pacnopsiiuTe bHbIe JIOKYMEHTBI, IPaBHJia UX 42 VYK-43 J12.2 TECTHpPOBAHUE,
cocraienus /Cp/ IIK-3.1 K- €| TBOpUECKast
3.2TIK-3.3 pabota
Tema 4. HpopMaIMOHHO — CIIPaBOYHBIE 5 14 YK-4.1 VK- JIL.1J12.1 0 0 Joxnan,
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U 42 VYK-43 J12.2 TECTHpPOBAHUE,
odpopmnenus /Cp/ TK-3.1 IIK- 31 TBOpYECKast
3.2TIK-3.3 pabota
Tema 5. Ha3nauenue, knaccuukanus 5 2 YK-4.1 VK- JIL.1J12.1 2 0 KEHChI
CITY)KEOHBIX ITUCEM, OCOOCHHOCTH HX 42 VK43 2.2
cocrasiienus /TTp/ TK-3.1 IIK- 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 TOKITag0B

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.

Temartuka scce

1. Basza maHHBIX
2. bnank noxymeHra
3. JenoBas nepenucka. DTUKA U MpaBUiia
4. JlokyMeHT0000pOT
5. JloKyMEeHTOOOOPOT Ha KOMIIBIOTEpPE
6. JIOKyMEHTHI ¥ MX KTacCH(HKAIHS
7. JIOKyMEHTBI IO JINYHOMY COCTaBYy
8. JIOKyMeHTBI IO TMYHOMY COCTaBY U UX OCHOBHBIE BHJBI
9. Enunas rocynapcrBennas cucrema nenornpousBojictsa (EI'CJI)
10. 3ammura JOKYMEHTOB
11. 3ammra >JIeKTPOHHBIX JOKyMEHTOB
12. H3roroBneHue JOKyMEHTa Ha KOMIBIOTEPE
13. WudopmannoHHO-CIIpaBoYHAsT paboTa 110 JOKYMEHTaM Ha KOMITBIOTEpe
14. HudopmMannoHHO-CIIpaBOYHbBIE JOKYMEHTHI
15. Uctopus pazButus cuyx0 noxymeHtanuu B Poccun
16. Kraccuduxanuu 10KyMEHTOB
17. KoHTposp ucnonHenus JOKyMEHTOB
18. Ha3nadeHue 1 OCHOBHBIE BB HH(OPMAI[IOHHO-CIIPABOYHBIX JOKYMEHTOB
19. HopMaTuBHBIE JOKYMEHTBI 110 JOKYMEHTAlUOHHOMY OOECTIEUEHUIO YIIPaBICHHS
20. OOBEKT U TpeIMET JIeNONIPON3BOICTBA
21. OpraHu3anuu paboTsl ¢ JOKYMEHTaMH
22. OpraHu3alMoHHas CTPYKTypa MepcoHana, o0ecrneyrBaroero paboTy ¢ J0KyMeHTaMu
23. OpraHu3aloOHHbIE TOKyMEHTBI, X HA3HAYEHUE U BUJBI
24. OCHOBHBIE TIPUHIIMITEI OPraHU3alUH PAOOTHI C TOKYMEHTaMH
25. IlepBuuHBIi OOKYMEHT
26. [TuceMo, BUABI MUCEM
27. IlonroToBka HOKYMEHTOB K apXUBHOMY XPaHEHHIO
28. IIpaBuna BHYTPEHHETO TPYAOBOIO PacloOpsIKa
29. [Tpuka3
30. Perucrpanust 10KyMeHTOB
31. PexBU3UTHI TOKYMEHTOB
32. Pons ua(OpManuM B COBPEMEHHBIX OOIIECTBEHHBIX OTHOMICHHUAX
33. Cucrema OpraHu3allMOHHO-PACTIOPSAAUTENBHON JOKYMEHTAUU
34, Crioco0bl 3aKperuieHus] HHPOPMALUU TS TOKYMEHTAIIMOHHOTO HCIIOJIb30BaHHS
35. CranyapTu3alys B CUCTEMax JeJONpOU3BOICTBA
36. CTpyKTypa OpraHu3aliu
37. TexHonorust XpaHeHUsI TOKYMEHTOB
38. YHudunupoBaHHas cHCTeMa JOKyMEHTAIIHN
39. VYcraB npeanpusTus
40. ®dopmupoBanue U 0hopMIICHHE eI
6. YHEBHO-METOJUYECKOE U THO®OPMAIIMOHHOE OBECIIEYEHHUE JUCHUIIIMHBI (MOAY JIS)
6.1. Pexomenayemas aureparypa
6.1.1. OcHoBHas 1UTEpPaTypa
ABTOPBI, COCTaBUTEIH 3arnaBue WznarensctBo, rox | Komud-Bo
JI1.1 |Koctsirosa JI. A. JIoKyMEeHTHpOBaHNE YIIPAaBICHYECKON AEATENBHOCTH: y1eOHOe M.: MUCuC, 2012 | Dnexrpon
nocooue HBIH
pecypc




6.1.2. lono/THNTe/ILHAS JJUTEPATYPa

ABTOpBIL, COCTaBUTENN 3arnaBue

W3znarenscTBO, TOA

Komnu-Bo

J12.1

Bacuneesa .H.,

Kemuuuckuii I'. C. MEHEPKMEHT: yueOHoe nocobue

Opranuzanus IeI0TPOU3BOACTBA U MEPCOHATBHBIN

M.: By3oBckuit
yuebnuk, 2004

0

2.2

Kyznenos U. H.

ACJIONPONU3BOJACTBO: y‘-le6HI/IK

JloKyMeHTallMOHHOE 00eCIIeUeHUE YIPAaBICHUS U

M.: FOpaiir, 2010

6.2. Ilepeuennb pecypcoB HH(POPMAIHOHHO-TEJIEKOMMYHHKAIMOHHOM ceTH "MHTepHeT"
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Kypnan "Ienonpounsoacrso”

6.3.1 IlepevyeHsb MpPOrpaMMHOro odecrevdeHust

6.3.1.1

OC Windows XP

6.3.1.2

SuperNovaReaderMagnifier

6.3.1.3

Access 2016

6.3.14

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

CmpaBouHas npaBoBas cucrema Koncynsrantllinroc

6.3.1.1
3

DNEeKTpOHHBIN MepuogndYecKuii cripaBoyHUK «Crcrema [apaHT

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: Ilpemnpusrue 8. Cenbckoe x03s1cTB0. KoMmiekT it 00y4eHns B BEICIINX U CPEIHUX Y 3.

6.3.1.2
5

«ITanopama 3EMJIEJIEJIE»

6.3.1.2
6

MequanpourpsiBatens VLC

6.3.2 [lepeuenb NHGOPMANHOHHBIX CPABOYHBIX CHCTEM

6.3.2.1

noctyma. https://H36.pd/

HanunonaneHast anekTpoHHas 6ubaroTeka. JJocTyn mocpeacTBOM UCTIONb30BaHus ceTu «VHTepHeT» Ha 32 TepMUHAaIa

6.3.2.2

JIOKQJIbHOM CETU aKajeMUH

DneKTpoHHbIH nepuonudeckuii cipaBoyHuk «Cucrema TAPAHTY. [TonHoTekcToBBIN, 00HOBIsIEMBIH. JloCTyI IO




6.3.2.3 | OnexrponHas cucreMa «['ocunanchy. [ToTHOTEKCTOBASI ANIEKTPOHHAS CUCTEMA, TOCTOSTHHO TOTIOTHSAEMAsL.
VHnuBHIyanbHBINA HEOrpaHHUYCHHBIH JOCTYN Yepe3 (pUKCHpOoBaHHBIN BHemHUH [P anpec akagemun u3 j1r000# TOUKH, B
KOTOpO#t nMeeTcs moctym k cetn iHTepHeT. http://www.gosfinansy.ru/

6324

6.3.2.5 | Dnexrponnas 6uénuoreunas cucrema « 95C FOPAUT www.biblio-online.ruy». IToMHOTEKCTOBAs HTEKTPOHHAs
Oubnuoreka. IHIMBHTyaIbHBIM HEOTpaHUYEHHBII H0oCTyN Yepe3 GUKCHpoBaHHBIN BHeHU [P anpec akagemun
HEOTPaHMYEHHOMY KOJIMIECTBY ITOJI30BaTeNeH U3 1000 TOUKH, B KOTOPOI HMeeTcs TOCTYI K ceTn MHTepHeT.
https://www.biblio-online.ru/

6.3.2.6 | Onexrponno-6ubmmoteunas cucrema ZNANIUM.COM. [TonHOTEKCTOBAs NIeKTpOHHAs OnOnnoTeka. VHINBUIyaTbHBIH
HEOTpaHMYEHHBIN JOCTYI uepe3 PUKCUPOBaHHBIN BHeHUM [P agpec akaneMun HEOrpaHUIEHHOMY KOJIMYECTBY
MOJIb30BaTeNel U3 JF000H TOYKH, B KOTOPOI MMeeTcs ToCTym K ceTi MuTepHer. http://znanium.com/

6.3.2.7 | OnexrponHas oubnanoreka Texunueckoro BY3a (ObC «Koncynbrant ctynenrtay). [lonHoTekcToBast 2EKTpOHHAs
O6nbmmoTeka. VHIMBHIya IbHBINH HEOrpaHUUCHHBIN NOCTYN Yepe3 GUKCHPOBaHHBIN BHemHNMH [P anpec akagemun
HEOTPaHIMYEHHOMY KOJIMIECTBY ITOJIB30BaTeNeH U3 1000 TOUKH, B KOTOPOI HMeeTcs TOCTYI K ceTn HTepHeT.
http://www.studentlibrary.ru

6.3.2.8 | OnexrponHas 6nbnuoTeyHas cucreMa u3naTenbeTsa «Jlanby. [TomHOTEKCTOBas MIEKTPOHHAS OHOIHOTEKA.
VHnuBHayanbHBIN HEOrpaHHYCHHBIH JOCTYN Yepe3 GUKCHUpOBaHHBIN BHemHUH [P anpec akageMun HEOrpaHUYCHHOMY
KOJIMYECTBY TIOJIb30BATEINCH U3 JIF00O0# TOYKH, B KOTOPOW MMeeTCst 1OCTyH K ceth MHTepHeT. http://e.lanbook.com

7. MATEPUAJIBHO-TEXHMYECKOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAY JIS)

Aynutopust Bug padot Hasnauenue OCHAIIICHHOCTb
YueOHas ayquTopust Cron npeniogasatens (1 wr.), croisst (30 wrt.), ctynbs (60 wwit.), cTYI
npenoxasatens (1 mrt.), nocka aymuropHas (1 mrt.), TpudyHa (1 mT.),
35a JIex JIEMOHCTpalMOHHOE 000pynoBaHue (Oenas TJakoBasi MarHUTHO-

MapkepHas gocka (1 mr.), mpoekrop Toshiba (1 mrt.) n yuebHo-
HarJIsIJHbIE TOCOOUS

IMomemnienne s JleMOHCTpaIioHHas TeXHUKa (MHTepakTHBHAas gocka Hitachi
camocTosTensHON padoTsl | Starboard FX-63 D (1 mrt.), HoyrOyk Acer Asp T2370 (1 mur.),
npoekrop Toshiba (1 wrt.)), cron monupoBaHHbIH (3 WT.), CTONI
236 CP yaernueckui (7 mr.), cros komnbrotepHsbli (11 mwr.), cryn (20 mr.),
CTYIBSI, KOMIIBIOTEPHAs TEXHHKA C BO3MOKHOCTBIO TIOAKITIOUSHNUS K
cetu "MHaTepHeT" M 00eCIeYeHNEM JOCTYIIA B SIEKTPOHHYIO
rHpOPMAIMOHHO-00pa30BaTeNbHylo cpeay opranuzauuu (10 mr.)

IMomemnienue s KoMIprotepHasi TeXHHKA ¢ BO3MOYKHOCTBIO MTOIKITFOYCHHS K CETH
CaMoCTOATENbHOM paboThl | "MHTepHeT" M 00ecreyeHHEeM JIOCTYIIa B JICKTPOHHYIO
HH()OPMAIIMOHHO-00pa30BaTEIbHYIO CPey opranu3anuu(19 mr.),
ctounbl (17 mwT.), KOMIBIOTEPHBIH CTON 6-U MECTHBIH (3 IIT.), CTYNbs
yaenudeckue (34 mrT.), cTymbs /M (18 mrt.), crennaxu ¢
mateparypoi, Buaeoysernmuntens Optelec Wide Screen (1 mir.)

123 CP

Y4eOHast aynuTopust CCroun npenogasarens (1 mT.), mapra 3-xmectHas co ckamerkoi (10
MT.), CTYAbs (5 WT.), cTyn npenogasarens (1 mr.), nocka (1 mrT.),

51a TpubyHa (1 mrT.), IeMOHCTpanMOHHOE 000pynoBaHue (DKpaH ¢
anekrporpuBogoM Electric Screen (1 mrt.), mpoekrop Toshiba (1 mT.),
HOyTOYK Acer Asp T2370 (1 mr.)) 1 yueOHO-HATIIAAHBIE TOCOON

YueOHast ayauTopust Cron npeniogaBatens (1 mrt.), ctomsl (6 mrt.), cTyabs (18 mrt.), cTyn
npenogasatens (1 mr.), mocka (1 mrt.), cron komnbiorepHbli (10

45a mrt.), cTyAabst (10 mT.), IeMOHCTPaMOHHOE 00pyI0BaHUE (KOMIIBIOTED
Intel G32603 3 GHz 3 M (10 mt.), mostotHO pynorHoe (1 mT.)) n
y4eOHO-HAITISAHbIE TIOCOOHS

8. METOIMYECKHUE YKA3AHUA /IS OBYYAIOIIIUXCA 11O OCBOEHHUIO JUCHHUIIJIMHBI (MOAY JISA)

1. ITocemaTs AeKIUH, HA KOTOPBIX B CKATOM M CUCTEMHOM BHJIE U3J1aratoTCsl OCHOBBI AUCLMIIIMHBL: JAKOTCS OIPEAEICHUS
HOHSTHH, 32KOHOB, KOTOPBIE JOJDKHBI 3HATh CTYACHTHI; PACKPHIBAIOTCS 3aKOHOMEPHOCTH IOBEAEHNS SKOHOMHYECKUX CyOBEKTOB.
CTyneHTy BaKHO ITOHATH, YTO JIKIHNS eCTh CBoeoOpasHas TBopUyeckas (popMa caMOCTOSTeNBHOM padoTsl. Hamo meITaThcs cTaTh
AKTHBHBIM COY4aCTHUKOM JIEKIMH: yMaTh, CPABHUBATh U3BECTHOE C BHOBB [10JIy4a€MbIMU 3HAHUSAMU, BOUTU B JIOTUKY U3JI0KECHUS
MaTtepuana JeKTOpoM, CIEAUTh 3a XOJ0M €ro MbICIEH, 3a €0 apryMeHTalllel, HaXOJUTh B Helt Kaxyiuecs BaM cnaboctu. Bo
BpeMsI JIGKIIMH MOYKHO 33J1aTh JISKTOPY BOIIPOC, XKETaTeIbHO B INCbMEHHON (hopMe, 9TOOBI HEe MEeIIaTh M He HapYIIaTh JIOTHKH
nposeneHus Jeknun. Cirymast JTeKnuio, ciaeayeT 3aIKCHPOBaTh OCHOBHEIC HJICH, ITOJIOXKEHHS, 00001IeHns, BEIBOABL. PaboTta Hax
3aMHCBIO JISKI[UH 3aBeplIaeTcsa goma. Ha cBexxyro ronoy (Toxa ere JeKIHs B IaMsITH) HaJ0 YTOUHUTH TO, YTO 3aIHCaHO,
000raTUTH 3aIiCh TEM, YTO HE yAAJIOCh 3a()MKCUPOBATh B XOJ€ JIEKIUH, 3a[IHCATh B BUE BOIIPOCOB TO, YTO HAJIO MPOSICHUTb, 10
KOHIIa IOHATE. Ba)XHO cOOTHECTH MaTepHall JIEKIUN ¢ TEMOH y4eOHOH IIPOTpaMMBI H YCTAHOBHTH, KaKHe €€ BOMPOCH HAIIIIH
OCBEII[EHUE B MPOCIYIIAHHOH JeKuy. Toraa mone3Ho o0pamarses U K yueOHuKy. JIekius i yaeOHIK He 3aMEeHSIOT, a JOOIHSIIOT

JpYT ApyTa.
2. HOCGI]_[EITB MPAKTUYCCKUEC 3aHATHSA, K KOTOPBIM CICAYCT TOTOBUTHCA U AKTUBHO Ha HUX pa6OTaTB. 3aJIaHI/I€ K IPaKTU4YCCKOMY




3aHATUIO BBIAAET IpernoiaBaTellsb. 3alaHie BKII0YaeT B ce0s1 OCHOBHBIE BOTIPOCHI, 3aa4H, TECTHI U pedepaTsl AT
CaMOCTOATENBbHON PabOTHI, TUTEpaTypy. [IpakTudeckue 3aHATHUS HAUMHAIOTCS C BCTYNUTENBHOTO CI0BA MpENoaaBaTes, B KOTOPOM
Ha3BIBAIOTCS 1IENTb, 33]Ja9H U BOIIPOCH 3aHATHA. B mporecce mpoBeneHus 3aHATHH Ipero1aBaTells 3a1acT OCHOBHEIC H
JIONIOTHUTENBHBIC BOIIPOCHI, OPTaHM3yeT UX oOcyxaeHne. Ha mpakTudeckux 3aHATUSAX PEHIAlOTCs KOHKPETHBIC 3a1a4H 110
JeTI0OMPOU3BOJICTBY, Pa30HparoTCs TECTOBBIE 3aJaHUs U 3a1aHHs, BBIIAHHBIE I CAMOCTOSTENBHON pabOoThI, 3aCITyIINBAIOTCS
pedepaTuBHbIC BEICTyIIICHHS. CTYAEHTHI, IPOIYCTUBILINE 3aHATHE, WM HE TOJrOTOBUBIINECS K HEMY, IPHUITIAIAIOTCS Ha
KOHCYJIBTANNIO K IpernoaaBaTento. [Ipakrinueckoe 3aHATHE 3aKaHIMBACTCS [TOIBEICHHEM HTOTOB: BEIBOIAMH TI0 TEME 1
BBICTABJIICHHEM OIICHOK.

3. CucreMaTHueCKH 3aHUMATLCS CaMOCTOSTENLHOM paboTOM, KOTOpast BKIIOYAaeT B ce0st U3ydeHHe HOPMATHBHBIX JOKyMEHTOB,
MaTepHalIoB YIEOHHKOB M CTATEH M3 3KOHOMUYECKOH JINTEpaTyphl, PelIeHHe 3a1a4, HallucaHue TOKIanoB, pedepaTos, cce.
3ajaHus AT CAMOCTOATETIEHON PabOTHI BBIIAIOTCSA MPEMNOaBaTeIeM.

4. Ilox pykoBOJCTBOM IIpEINoaBaTeNsl 3aHUMAaThCsl HaydHO-HCCIIeJ0BAaTENbCKOI paboTOM, 4TO MpeAnoIaraeT BEICTYIICHUS C
JOKIaJJaMH Ha HayYHO-IPAKTHIECKIX KOH(EPEHIMSX 1 ITyOIMKALIMIO TE3UCOB U CTATEH 110 UX Pe3yIbTaTaM.

5. IIpn BO3HUKAIOMIWMX 3aTPYAHEHHUAX TIPH OCBOSHHUH JTUCITUIUIAHBI «J{OKyMEHTHPOBAaHHUE YIIPABICHIECKON IESTEIBHOCTIY, IS
HEYCIIEBAIOIUX CTYACHTOB U CTYICHTOB, HE MMOCEIIAIOIUX 3aHATHS, IPOBOAATCS eXKEeHEIeIbHbIE KOHCYIBTAIIH, HA KOTOPBIE
HPHITIALIAIOTCS HEYCIICBAIOINE CTYICHTEI, @ TAKKE CTYACHTBI, UCIIBITHIBAOLIME TOTPEOHOCTH B TOMOIIH IIPETIOIaBATEINs IIPU
W3ydeHUH TUCIIATUTNHEL

[Ipn u3ydeHnn TUCIUIIINHEL « JJOKyMEHTHPOBaHHUE YIIPABIEHUECKON ICSITEIFHOCTI) CIEIYeT YCBOUTh:

- TOKyMEHTUPOBaHHOE 0OecredeHue NpeanpusITUil 1 OpraHu3aLHii;

- COCTaB PEKBU3HUTOB JJOKYMEHTOB U IIPaBMJIa UX 0OPMIICHHS;

- OpraHU3aIIOHHO-PACIOPIIUTENBHEIE JOKYMEHTHI, ITPaBHJIa HX COCTaBIICHNU;

- OpraHMU3aIHIo pabOThI C JOKYMEHTAMHU.

TpeboBanus, npebsABIsIEMbIE K BHITOJHEHUIO KOHTPOJIBHBIX 3alaHuid. [Ipy BBIIIOJIHEHUU KOHTPOJIBHBIX 3aJ1aHUH CIIeIyeT:

1. IToyryduTh YeTKHiA OTBET HA BCE BOIPOCH, COJCPIKAIIIECS B KOHTPOJIEHOM 3aJaHUH.

2. MakcuMaIbHO 9ETKO M3JTI0KUTH CTIOCO0 BBITOJIHEHUSI KOHTPOIBHOTO 3aIaHHUS.

3. OdopmHuTh 3aaHUE B COOTBETCTBUHU C MPEABSBICHHBIMU TPEOOBAHUSIMH.

4. ITo BO3MOXHOCTH, OCYIIECTBUTH IPOBEPKY MOTYy4EHHBIX PE3YIBTATOB.

ITo cormacoBaHmIO ¢ IpeNoaBaTeIeM WM TI0 €T0 3aJaHUIO CTYICHTHI MOTYT TOTOBUTH pedepaTsl IO OTASIBHBIM TeMaM
JqucHurHbL. OCHOBY TOKIAZI0B COCTABIISET, KaK IPaBUIIO, COJepKaHNe MOATOTOBIEHHBIX CTyAeHTaMu pedeparos. KagecTso
y4eOHOI pabOTHI CTYAEHTOB MPEINO/IaBaTeNb OLIEHUBACT [0 PE3yNIbTaTaM TECTUPOBAHMS U 3a4eTa. TecTupoBaHue
OpTaHM30BHIBAETCS B KOMIBIOTEPHBIX KIaccax. Bce BOmpocs! TecTHpOBaHUS 00CY)KIAIOTCs Ha JICKIMOHHBIX M PAKTHIECKIX
3aHATHAX. [ToArOoTOBKA K 3a4eTy IMpeArogaraeT u3ydeHne KOHCIIEKTOB JICKITHHA, PeKOMEHIyeMOH JTUTepaTyphl U APYTHX
UCTOYHMKOB, IOBTOPEHUE MATEPHATIOB MPAKTUYECKUX 3aHATHI.

IIPAJIOXKEHHUSA

IIpunoxenune 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



