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JloKkyMeHTHpPOBaHHe YIIPABJIEHYECKOM 1esiTeIbHOCTH
pabouast mporpamma JAUCUUIUIMHBI (MOTYIIS)

Hanpasnenue noarorosku 38.03.02 MeHe>KMEHT
Hampasnennocts (mpoduins) MeHeKMEHT opraHu3anuii

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
Hanpasnenrnocts (mpoduins) MeHemKMeHT opraHm3annii, omoOpeHHbI YuensiM coerom ®I'BOY BO Uysamckuii 'AY ot
30.08.2024 r., mpotokoit 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 | MccnenoBaHue CUCTEM yIpPaBIECHUS

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

2.1.4 | Puck-MmeHe»KMEHT

2.1.5 | BHelIHesKOHOMUYECKHE CBSI3U Hpe,E[HpHHTPII;II arponpoOMBIIIIICHHOTO KOMIIJIEKCAa

2.1.6 | MlHpopManinOHHBIE TEXHOJIOTHH B MEHEIKMEHTE

2.1.7 | [Ipon3BoACTBEHHAs MTPaKTHKa, HAYTHO-HCCIE0OBATEIbCKas paboTa

2.1.8 | YueOHast mpaKkTuKa, HAyIHO-HUCCIEI0BaTENbCKas paboTa (MOTydeHNe IePBUYHBIX HABBIKOB HAyUHO-HCCIEI0BATENbCKOH
paboTh)

2.1.9 | lenoBbie KOMMYHUKAIIUU

2.1.10 | MHOCTpaHHBIH SI3BIK

2.1.11 | MapkeTuHr

2.1.12 | Meroabl IpUHATHUS YIPABIEHYECKUX PELICHUI

2.1.13 | CraTuctuka

2.1.14 | YuebHas mpakTHkKa, O3HAKOMHUTEIbHAS IPAKTHKA

2.1.15 | Uctopus (uctopust Poccuu, BceoOImas HCTOPHS)

2.1.16 | DxoHOMHUYECKAS TTOJTUTOIOTHS

2.1.17 | DxoHOMUYECKasT COIUOJIOTHS

2.1.18 | DxoHOMUYECKasl TEOPUS

2.1.19 | [Tcuxos0orust INIHOCTH U TTPO(ECCHOHATBHOE CaMOOTIPEICIICHIE

2.1.20 | [Tcuxocamoperyisiust 00y4aromerocsi ¢ OrpaHUYeHHBIMU BO3MOXKHOCTSIMU 3/I0POBBS

2.2 | JucuMJIMHbI ¥ IPAKTUKH, 1JI51 KOTOPbIX OCBOCHHME JAHHOM AMCUMIJIMHBI (MOAYJIA) HEOOXOAUMO KaK
npeauIecTByoLIee:

3. KOMIIETEHIIMU OBYYAIOLIET OCSl, §OPMUPYEMBIE B PE3VJILTATE OCBOEHMSI U CLIUTIJINHBI
(MOJY.JIS)

VYK-4. CiocobeH ocyImecTBIATh AETOBYI0 KOMMYHHKAITHIO B YCTHOH M IINCBMEHHOW (hopMax Ha TOCYJapCTBEHHOM SI3BIKE
Poccutiickoit @enepanun 1 THOCTPAHHOM(BIX) SI3bIKE(aX)

VK-4.1 3Haer: npuHIMIIBI TOCTPOEHHS YCTHOTO U MUCHbMEHHOTO BBICKA3bIBAaHHUS HA PYCCKOM M MHOCTPAHHOM f3bIKaX, MpaBuia U
3aKOHOMEPHOCTH JI€JI0OBOM YCTHOM U MHUCbMEHHOW KOMMYHUKAILIUU

YK-4.2 YMeeT: mpUMEHSTh Ha MMPAKTHKE AETOBYI0 KOMMYHHUKAIIMIO B YCTHOH M MUCbMEHHOM (popMax, METOIbI M HABBIKU JI€JIOBOTO
0OIIEHNs HA PYCCKOM U HHOCTPaHHOM SI3BIKaX

VK-4.3 IMeeT HaBBIKH: YTCHUSA K nepeBoZia TCKCTOB HAa HHOCTPAHHOM S3BIKC B HpO(beCCI/IOHaJTLHOM 06H1€HI/II/I

TIK-3. Coco6eH ocyIiecTBIsATh cOOp, MOHUTOPHHT U 00Pa0OTKY TaHHBIX C UCIIOJIb30BaHUEM HEPEIOBBIX HH(POPMAIIMOHHBIX
TEXHOJIOTHH JUIS IPOBENICHUS PaCYETOB SKOHOMHYCCKUX ITOKa3aTemei

ITK-3.1 3HaeT: MeToIpI cOOpa M 00PaOOTKN SKOHOMHYECKOI HH(pOPMALINH, METOIBI YIeTa U aHATN3a SKOHOMUYECKUX ITOKa3aTeneit

XO3SIICTBEHHOM ACATCIIBHOCTU OpraHu3alui U €€ HOZ[paS}ICHeHI/Iﬁ C YyUCTOM OTpaCJ’ICBOﬁ HampaBJICHHOCTU ACATCIbHOCTU

[IK-3.2 YMmeer: ocymiecTBIsATs cOOP, MOHUTOPHHT B 00pabOTKY HCXOIHBIX JAHHBIX JUIS COCTaBJICHHUS ITPOEKTOB (PHHAHCOBO-
XO3HCTBEHHOH, MPOU3BOICTBEHHOW U KOMMEPUECKOH JeaTebHOCTH (OM3HEC-TTAHOB) OpraHU3aIiH

IIK-3.3 MmeeT npakTU4eCKUii OMBIT: yUeTa U aHAIN3a SKOHOMUYECKUX TIOKa3aTesel AeITeNbHOCTH OpraHu3aliy C
HCIIOJIb30BaHUEM COBPEMEHHBIX TEXHHYECKHX CPEICTB M MHPOPMALOHHBIX TEXHOJIOT U

B pe3yJabTaTe OCBOCHUSA TUCHUILINHDBI oﬁyqamumﬁcsl JOJIKECH

3.1 |3nars:

3.1.1 | HOpMaTUBHO-METOINYECKYIO Oa3y nenonpon3BoacTBa B Poccutickoit deneparum;

3.1.2 [ 0cOOCHHOCTH SI3BIKA ¥ CTHIISL COCTABIICHHUS CITY)KEOHBIX IOKYMEHTOB;

3.1.3 | cenm¢uKy opraHu3anuu HHOOPMAIHOHHO-ITIOMCKOBON CUCTEMBI M KOH-TPOJISL HCIIOTHCHUS TOKYMCHTOB;

3.1.4 | TpeboBaHus K OJ1aHKaM CIY>KEOHOTO JOKYMEHTA;




3.1.5

COCTaB PEKBU3UTOB OPraHU3ANOHHO-PACHOPIAUTEIFHON JOKYMEHTA-I[X U IPaBHiIa UX 0(OPMIICHHS;

3.1.6

Ha3HaYeHHE, CTPYKTYPY U COAEpKaHUe CHCTEMbI OPTaHU3AIIMOHHO -PaCcIOPSIUTEIBHON JOKYMEHTAIINH;

3.1.7

yHIHIIPOBaHHEIE (POPMBI OpPraHU3aINOHHO-PACIIOPSTUTEIBHBIX J0-KyMEHTOB,;

3.1.8

NOPAOOK, 3Tallbl U OCHOBHBIC MTPOLICAYPHI OpraHU3allun pa6OTLI C N1OKYy-MCHTaMHU,

3.1.9

9TaIbl ABMKCHUA JOKYMCHTOB B OpraHu3aliii B IIpOLEcce ,I[OKyMeHTO-OGOpOTa U IOPAAOK UX pETUCTPALIUH;

3.1.10

IpaBuiia paboThI ¢ BXOSLIUME, HCXOISIUMU U BHYTPEHHUMHU JTOKy-MEHTaMU;

3.1.11

0Cc0oOEHHOCTH PabOTHI C KaAPOBBIMH JOKYMEHTAMH, C OOpAIIeHUAMH IPaXKIaH.

3.2 | YmerTh:

321

OpraHH30BHIBATH JOKyMEHTOO0OPOT M JOKYMEHTAIFHOE COMPOBOXKACHHE pabOTHI B OpraHax roCyIapCTBEHHON U
MYHUIIATIAILHOW BIIACTH Y WHBIX OpTaHU-3aIUsX;

322
JIMYHOMY COCTaBY;

O(i)OpMJ'[?[TB OpraHn3alfluOHHBIC, PACIIOPAAUTCIIBHBIC, CHpaBO‘{HO—-I/IH(bOpMaHI/IOHHLIC BUABI JOKYMCHTOB, JOKYMCHTEI I1O

323

OpPraHU30BHIBATH JOKyMEHTOIIOTOKH B CHCTEME JOKYMEHTO000pOTa, MapIIpyTHl IBIDKCHIS JOKYMEHTOB B OpraHHU3aIlIH,
IOJArOTOBKY J€ll K Ilepeiaue PEruCTPUPOBATh JOKYMEHTHI B OpraHU3alH;

324

OpPraHU30BBIBATH pa60Ty C BXOAMMNMHU U C UCXOAAMINMU JOKYMEHTAMU,

325

TIOATOTABJIMBATH JOKYMEHTBI K IEPEIaUC HA XPaHCHUE B apXUB.

33

HmeTh HABBIKH U (](IJIl/I) OIIBIT ACATCJIBbHOCTH:

33.1

cocTaBieHMsl, 00pabOTKH U pabOThI C JOKyMEHTAIMeH pa3IMYHOTrO YPOBHS M HAaNpaBJeHUil;

332

COCTaBJICHUS], IPABKU U PEAAKTUPOBAHUS BUIOB JOKyMEHTOB, BKIIOUEHHBIX B CUCTEMY OPraHU3allMIOHHO-
pacropsiIUTeNbHON JOKYMEHTAlNY;

3.3.3 | cocTaBneHus HOMEHKIATYphI Jel;

334

(dhopmupoBaHus U 0GOpMIICHHS AeTa, OTIUCH Jedl.

4. CTPYKTYPA U COAEPKAHUE JUCIUIIJINHBI (MOAYJIA)

HaumeHoBaHue pa3nesnos u TeM /BUJ Cemectp / | Yaco | Komneren- | Jluteparypa | Unrte | Ilpak. | Ilpumeuanue
3aHATHA/ Kypc 107071 pakT. | moar.
Paznen 1. Coaep:xkanne TeMaTHKH Kypca
"JIoKyMEeHTHPOBAaHUE YIIPABJICHYECKOH
AesiTeIbHOCTH"
Tema 1. JlokyMeHTHpOBaHHOE OOecnieueHre 5 1 YK-4.1 VK- JI.1J12.1 0 0
TPEANPHUATAN 1 opranusaruid /Jlex/ 4.2 YK-4.3 J2.2
[K-3.1 K- 31
3.2TIK-3.3
Tema 1. JlokyMeHTHpOBaHHOE OOecrieueHre 5 14 YK-4.1 VK- JIL.1J12.1 0 0 Hoxman,
npeanpusITail u opranusamuii /Cp/ 42 VYK-43 J2.2 TECTHPOBAHUE,
TIK-3.1 IK- 21 TBOpYECKAS
3.21IK-3.3 pabora
Tema 2. CocTaB peKBU3UTOB JOKyMEHTOB U 5 2 YK-4.1 VK- JI.1J12.1 2 0 npoOiemMHas
mpaBuia ux ohopmienus /Jlex/ 4.2 YK-4.3 2.2 JICKITAS
ITK-3.1 IIK- 31
3.2TIK-3.3
Tema 2. CocTaB peKBU3UTOB JOKYMEHTOB U 5 14 YK-4.1 VK- JIL.1J12.1 0 0 Hoxnan,
npasmia ux opopmienus /Cp/ 4.2 YK-4.3 2.2 TECTHPOBAHHUE,
ITK-3.1 TIK- 21 TBOpUECKas
3.2TIK-3.3 pabora
Tema 3. Opranu3alioHHO- 5 1 VK-4.1 VK- JIT.1J12.1 0 0
pacnopsiguTeNnbHble TOKYMEHTBI, IIpaBUiia UX 4.2 VK-4.3 2.2
cocraieHus /Jlex/ ITK-3.1 IIK- 31
3.2TIK-3.3
Tema 3. Opranu3anoHHO- 5 14 YK-4.1 VK- JIT.1J12.1 0 0 Hoxnan,
pacnopsigUTeNbHbIe JOKYMEHTBL, IIPaBUIIa UX 4.2 VK43 2.2 TECTUPOBAHUE,
cocraBnenus /Cp/ TIK-3.1 ITK- 21 TBOpYECKast
3.2TIK-3.3 pabora
Tema 4. H(OpMaIIHOHHO — CLIPaBOYHBIE 5 14 | VK-4.1 VK- JI1.1J12.1 0 0 Hoxnan,
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHHS U 42 VYK-4.3 J12.2 TECTUPOBAHUE,
odpopmienus /Cp/ TIK-3.1 IIK- 31 TBOpYECKast
3.2TIK-3.3 pabora




Tema 5. Ha3nauenue, knaccuukanus 5 2 VK-4.1 VK- JI1.1J12.1 2 0 KEHChI
CITY)KEOHBIX ITHCEM, OCOOCHHOCTH HX 42 VYK-43 J2.2
cocrasnienus /TTp/ TIK-3.1 IIK- 21
3.2TIK-3.3
Tema 5. Ha3znauenue, knaccuukanms 5 14 VK-4.1 VK- JI1.1J12.1 0 0 Hoxman,
CITY>KEOHBIX MHCEM, 0COOCHHOCTH UX 4.2 YK-4.3 J12.2 TECTHpPOBAHUE,
cocrasienus /Cp/ ITK-3.1 IIK- 31 TBOpYECKast
3.2TIK-3.3 pabora
Tema 6.0Opranu3zamust paboTsI ¢ 5 2 YK-4.1 VK- JIL.1J12.1 2 0 JlernoBas urpa
nokymentamu /TIp/ 4.2 VYK-4.3 2.2
ITK-3.1 IIK- 31
3.2TIK-3.3
Tema 6.0pranu3zamust paboThI ¢ 5 14 YK-4.1 VK- JIT.1J12.1 0 0 Hoxnan,
nokymentamu /Cp/ 4.2 VK-4.3 2.2 TECTUPOBAHHE,
ITK-3.1 TIK- 21 TBOpUECKast
3.2TIK-3.3 pabora
Tema 7. CocraBnenue u opopMiIeHHE 5 12 | VK-4.1 VK- JI1.1J12.1 0 0 Joxnan,
JOKYMEHTOB IO JINYHOMY cocTaBy /Cp/ 4.2 VK43 2.2 TECTUPOBAHUE,
TIK-3.1 IIK- 31 TBOpYECKast
3.2 TIK-3.3 pabota
3aver /3auét/ 5 4 YK-4.1 VK- JI.1J12.1 0 0
4.2 VK-4.3 2.2
IK-3.1 IIK- 31
3.2TIK-3.3

5. ®OH/JI OEHOYHBIX CPEJACTB

5.1. IlpuMepHBIii HepedyeHb BOIIPOCOB K 3a4eTy

L. OCHOBHBIE «TEPMHUHBI», «HOHSATHM) JOKyMEHTUPOBAHUSL

2. Vcropus cTaHOBIEHUS pa3BUTHUs CHCTEMBI AENONpons3BoacTBa B Poccun

3. CnyxObl JJOKyMEHTHPOBAHHUS YIIPABICHUSCKOW JESITEIBHOCTH: COCTaB U MX (DyHKIHMH

4. Opranuzanus IeJI0NPOU3BOACTBA HA IPEAIPUATHIX

5. HopmaTtuBHO-MeTOMUeCKast 6a3a AEI0MPOU3BOJICTBA.

6. ®dopmatsl Oymaru it opopMIIEHHST JOKYMEHTOB M MX Pa3Mepsbl

7. Pasmeps! moseli Ha GlaHKAaX JOKYMEHTOB

8. Branku JOKYMEHTOB: MOHSTHE, BUIBI U UX PEKBU3UTHI

9. PeKBU3UTHI IOKYMEHTOB: IOHATHE, COCTAaB M NPaBHIa UX 0(OPMIICHUS

10. VYriioBoe U MpoaOJIbHOE PACIOI0KEHHE PEKBU3UTOB Ha JOKYMEHTaxX

11. Krnaccuduramus v QyHKIH JOKYMEHTOB

12. CocraB ynpaBIeHYECKUX TOKYMEHTOB MPENPHATHH.

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

14. PacmiopsianTensHBIe TOKYMEHTHI, W37aBaeMble Ha IIPHHIUIIAX KOJUICTHAJIBHOCTH: BHJBI, PEKBH3HUTHI M ITpaBHIIa UX
odopmIeHHS

15. PacnopsianTenbHble JOKyMEHTHI, W3/1aBaeMble B YCJIOBUSX €IMHOHAYAJINS: BUIbI, PEKBU3UTHI, IIpaBuia UX O(GopMIICHHS
16. JlokyMeHT0000pOT: MOHSTHE, KIacCU(HUKALU ¥ €0 OpraHU3aLus Ha MPEIIPHATHH.

17. IMopsimok pa®oTEI ¢ BXOASIIMMH, UCXOAAIINMH U BHYTPEHHUMH JTOKyMEHTaMHU

18. Perucrpamus HOKyMEHTOB: BHUIBI U MOPSAOK PETHCTPAIMU BXOISIIHUX, UCXOAAIIUX U BHYTPEHHUX JOKyMEHTOB
19. HomeHaTypa nen: MOHATHE, BUABI, PEKBU3HUTHI, (POPMHUPOBAaHHE U 0(GOPMIICHUE eI

20. OpraHu3anoHHbIe TOKyMEHTHI: MOHATHE, Ha3HAYCHHE, BUIBI M IIpaBUiIa MX O(QOPMIICHHS

21. WudopmannoHHO-CIIpaBOYHbBIE JOKYMEHTHI: BHJBI, HA3HAUEHHE, OCHOBHBIC PEKBH3HTHI, IIPABHIA X O(GOPMIICHHS
22. CryxeOHble (1eI0BbIC) MUCbMA: Ha3HAYCHHE, BUABI MIHCEM, PEKBU3HUTHI, [IPaBUia UX 0(OPMICHUS

23. IIpoTOKOJIBI COBEIIAaHU, COOpaHUI U 3aceIaHuil: BUIbI, COCTAB PEKBU3HTOB U MOPSIOK MX 0(QOpMIICHUS

24. JIOKyMEHTHI 11O THYHOMY COCTaBY IPEIIPHATHS: Ha3HAYEHHE, COCTaB, 0COOCHHOCTH PadOTHI C KaJpPOBBIMH
JOKyMEHTaMH

25. Ipukasbl 10 JIMYHOMY COCTaBY: BHABI U OCOOCHHOCTH MX O(opMIIeHHs

26. Bunsr 1 mopsiiok paboThl ¢ MHCEMaMH 1 0OpaIIeHUIMH TPpaXxIaH

27. CoBpeMeHHBIE TEXHOJIOTHH TOKYMEHTAIIMOHHOTO OOECHEUEHUs YIPaBICHIECKOH AeITeIbHOCTH

5.2. IlpuMepHBIi NepedyeHb BONMPOCOB K IK3aMeHY

He npenycMoTpeHo yaeOHBIM IIIaHOM

5.3. TeMaTHKa KypCcOBbIX PadoT (KypCOBBIX IIPOEKTOB)

He npenycMoTpeHO yaeOHBIM IIAHOM

5.4. ®OHA OLEHOYHBIX CPEACTB JJIS NIPOBEICHUS TEKYILIero KOHTPOJISI

Tembl 10KITa10B

1.0co0eHHOCTH TUCEMEHHOTO JIEJIOBOTO OOIIEHHS.




2.'OCT P 6.30 - 2003 u ero 0COGEHHOCTH.

3.CucreMsbl IOKyMEHTOB.

4.0praHu3annOHHO-TIPABOBEIE JOKYMEHTHI.
5.PacnopsinuTenbHble JOKYMEHTBL.
6.npopMaliMoHHO-CIIPaBOYHBIE JOKYMEHTBHI.

7.PexBu3nthl 1okyMeHTOB. O0s13aTenbHbIC U (AKyIbTaTHBHBIC.
8.PeKBU3HTEHI 1aTa, TIOAIICH B POCCHIICKOM 1 3apyOSKHOM JOKYMCHTOBEICHHH.
9. DTUKeTHBIE aCHEKTHI JeJI0BOTO MUChMa.

10.2KaHpbI MHCHMEHHOTO JIETIOBOTO OOIICHUS.

11. 3aronoBok 1 Ha3BaHUE BUJA JOKyMEHTA.
12.ConpoBoUTEIFHOE TUCHMO K JOKYMEHTAM.
13.1upKysasipHbIE TUCHMA.

14.ITpukassl.

15.ITucpmMo-nIoATBEPIKACHHE.

16.Teneonorpamma.

17.brnanku.

18.Tpadapetsl, popMymsapH, ITa0IOHBL.

19. IIpereH3u0OHHAs NEPENUCKA.

20. Kommepueckuit 3anpoc.

Tematuka scce

1. baza manHbIX

2. bnank noxymenra

3. JenoBas nepenucka. DTHKA U MpaBHUia

4, JIoKyMEHTO000POT

5. JIOKyMEHTOOOOPOT Ha KOMITBIOTEPE

6. JIOKyMEHTBI M UX KIaccuHUKaIms

7. JIOKyMEHTBI MO JTUYHOMY COCTaBY

8. JIOKyMEHTHI TIO JTMYHOMY COCTaBY M UX OCHOBHEIC BHIBI

9. Enunas rocynapcrBeHHast cucteMa fenonpounsBojctsa (ET'C)

10. 3ammra J0KyMEHTOB

11. 3amuTa 3JeKTPOHHBIX JIOKYMEHTOB

12. UsroroBienne qoKyMeHTa Ha KOMIIBIOTEPE

13. HudopmannonHO-cIIpaBoYHas paboTa M0 JOKYMEHTaM Ha KOMIIBIOTEpE

14. NH(popManmoHHO-CIIPaBOYHBIE JOKYMEHTBI

15. HVcropus pa3Butus cryx0 mokymeHTanun B Poccum

16. Knaccuduxammum nOKyMEHTOB

17. KoHnTponb ncnosHeHus: 10KyMEHTOB

18. Ha3nauenue ¥ OCHOBHbIE BU/IbI HH(OPMALIOHHO-CIIPABOYHBIX JOKYMEHTOB
19. HopmaTuBHBIE TOKYMEHTHI 110 JOKYMEHTAaIIMOHHOMY OOECIICUCHHIO YIIPABICHHS
20. OOBeKT 1 TpeAMET JIeONPOU3BOACTBA

21. Opranuzanuu paboThl ¢ JOKyMEHTAMH

22. OpraHu3anuoHHasl CTPYKTypa HepcoHaia, 00ecednBaronero paboTy ¢ JOKyMEHTaMHU
23. OpraHu3aluOHHBIE TOKYMEHThI, UX Ha3HAUCHUE U BUJBL

24, OCHOBHBIE IPUHLIUIIBI OPraHU3alUuU paboTHI ¢ TOKYMEHTaMHU

25. [lepBHuHBIl JOKYyMEHT

26. [Iucemo, BUIBI TTHCEM

27. IloaroToBka NOKYMEHTOB K apXUBHOMY XPAHEHHIO

28. IIpaBuna BHYTpEHHEro TPYJOBOTO PacHopsaka

29. [Tpuxka3

30. Perucrpanus noKyMeHTOB

31. PexBU3UTHI TOKYMEHTOB

32. Ponp nH(pOpManuy B COBPEMEHHBIX OOIIECTBEHHBIX OTHOIICHHSX

33. CucreMa opraHM3allMOHHO-PACIOPAJUTENBHON NTOKYMEHTALUI

34. Crioco05! 3akpereHus HHYOPMAIUH JUIs JOKyMEHTAI[HOHHOTO HCIOIb30BAHUSL
35. CrangapTH3aliys B CHCTEMax JAENONPOU3BOICTBA

36. CrpykTypa OpraHu3aniu

37. TexHonorust XpaHeHus JOKyMEHTOB

38. YHuduuupoBaHHas cucTeMa JOKYMEHTALUU

39. YcraB npeanpusTus

40. ®dopmupoBanue U oopMIICHHE JIET




6. YHAEBHO-METOJUYECKOE U THO®OPMALIMOHHOE OBECIIEYEHUE JUCHUIIIMHBI (MOAY JIST)

6.1. Pexomengyemas iureparypa

6.1.1. OcHoBHas 1UTEpPaTypa

ABTOpBI, COCTaBUTENN

3ariaBue

WznmarenscTBO, TOI

Komnu-Bo

Kocrreirosa JI. A.

JIOKyMEHTHPOBaHHE YIIPABICHYCCKON IeATEIBHOCTH: yaeOHOE
rnocoovie

M.: MUCuC, 2012

OneKTpoH
HBIA

pecype

6.1.2. JlonosiHuTEIBHAS JIUTEPATYPa

ABTOpLI, COCTaBUTECIIU

3aryaBue

H3narenserBo, roj

Konnu-Bo

J12.1

Bacunsesa 1.H.,
Kemawnuckmii I'. C.

OpraHusaiiys 1eI0NpOU3BOICTBA U [TEPCOHATBHBIN
MEHEDKMEHT: yaeOHOoe TToco0ue

M.: By3oBckuit
yaebHuK, 2004

0

J2.2

Kyznenos U. H.

JlokyMeHTannoHHOE 0OeCIIeUeHNE YIIPaBICHHS 1
JIETIOMPOU3BOJICTBO: yIEOHHIK

M.: IOpaiir, 2010

6.2. [lepeuenn pecypcoB HH(POPMALHOHHO-TEJIEKOMMYHHKAIMOHHOM ceTH ""UnTepHet"
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Kypuan "lenonponsBoacTso"https://www.top-personal.ru/officeworks.html

6.3.1 Ilepevyenn NporpaMMHOro odecrnev4eHust

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

CrpasouHas npaBosas cucrema Koncynsrantllnroc

6.3.1.1
3

ONEKTPOHHBIN MEPUOINUECKHil cripaBouHuK «Crucrema ['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: Ipennpusitue 8. Cenpckoe xo3s1#cTBO. KoMIIIeKT 1t 00ydeHHs B BBICIINX U CPETHUX Y 3.




6.3.1.2 | «ITanopama 3EMJIEJIEJIVE»
5
6.3.1.2 | mequanpourpsiBarens VLC
6
6.3.2 Tlepeuenb MHGOPMALNOHHBIX CIPABOYHBIX CHCTEM
6.3.2.1 | HaunonanbHas snekrpoHHast 6ubnuoTeka. JlocTymn mocpeacTBOM UCTIONb30BaHus ceTu «lHTepHeT» Ha 32 TepMuHAaa
noctyma. https://H36.pd/
6.3.2.2 | DnekrpoHHbIid nepuoanueckuii cpaBouyHUK «Cructema TAPAHTY. [TonmHOTEKCTOBBIN, 00HOBIsIeMBbIN. JlocTym 1o
JIOKAJIBHOM CETH akaJeMHUH
6.3.2.3 | DnekrponHas cucrema «['ocuHaHCED. [I0THOTEKCTOBAS SIEKTPOHHASI CUCTEMA, IIOCTOSIHHO MOTIONTHACMAsL.
VHnuBuaya nbHBIN HEOTpaHMYeHHBIH TOCTYN Yepe3 GUKCHpoBaHHBIH BHemHNMH [P anpec akagemun u3 000 TOUKH, B
KOTOpO# nMmeercs noctymn k cetr aTEpHET. http://www.gosfinansy.ru/
6324
6.3.2.5 | Dnexrponnas 6Guénmoreunas cucrema «95C FOPAUT www.biblio-online.ruy. TToMHOTEKCTOBAs ATEKTPOHHAs
6nbnmoTexa. IHAMBUIyaTbHBIM HEOTPAaHWIEHHBIH TOCTYII Yyepe3 (PUKCHpOBaHHKIN BHemHMH IP anpec akagemun
HEOrpaHMYEHHOMY KOJMYECTBY M0JIb30BaTeIeH 13 1000 TOUKH, B KOTOPOI UMeeTcs TOoCTy K ceTh VIHTepHeT.
https://www.biblio-online.ru/
6.3.2.6 | Dnexkrponno-6ubmnoTeunas cucrema ZNANIUM.COM. [ToaHOTeKCTOBas 31eKTpOHHAs OubinoTeka. HINBUIyaTbHBIH
HEOTpaHMYCHHBII TOCTYI Yepe3 GUKCHpOBaHHBIIN BHenTHNI [P anpec akageMun HEOrpaHUICHHOMY KOJITYECTBY
OJIb30BaTeNeH 13 000 TOUKH, B KOTOPOI UMeeTcs ocTym K cetr aTepHeT. http://znanium.com/
6.3.2.7 | Onexrponnas 6nbnmoreka Texundeckoro BY3a (ObC «KoncynpraHT crynenTa»). [TomHOTEKCTOBAS 31€KTpOHHAS
6ubmmoTexa. VHAUBHIYa bHBIN HEOTPAHUUCHHBIIN NOCTYN Yepe3 GUKCUPOBaHHBIN BHenHu [P anpec akagemun
HEOTPaHMYCHHOMY KOJIMYECTBY MOJIb30BaTENCH U3 JIF000H TOYKH, B KOTOPOI UMEETCsl TOCTYII K ceTH HTepHeT.
http://www.studentlibrary.ru
6.3.2.8 | DnekTpoHHas OMOIMOTEUHAs cUcTeMa u3naTenbeTBa «JIauby. [I0JHOTEKCTOBAs 3JIEKTPOHHAs ONOIHOTEKA.
VHnuBuayanbHBIN HEOTpaHMYCHHBIH TOCTYN depe3 GUKCHpOoBaHHBIH BHeMHMH [P anpec akageMun HeOrpaHUIEHHOMY
KOJIMYECTBY TIOJIB30BaTENEH 13 II000H TOUKH, B KOTOPOU MMeeTcst JOCTy K cetu MHTepHeT.http://e.lanbook.com
7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHME JUCHUIIJIMHBI (MOAY JIS)
Aynuropus Bug pabot Haznauenue OCHaIEHHOCTh
YueOHast aynuTopust Cron nperogaBatens (1 mrt.), ctomst (30 mT.), cTynbs (60 mwiT.), cTyI
npenongasatens (1 wr.), nocka aynutopHas (1 wr.), pudyna (1 wr.),
35a Jlex JEMOHCTpalMOHHOE 000pynoBaHue (Oenas T1aKoBast MAarHUTHO-
MapkepHas ocka (1 mr.), mpoekrop Toshiba (1 mt.), HOYrOyk Acer
(1 mt.)) 1 yueOHO-HATIAHEIE TTOCOOUS
IMomemenue aus JleMOHCTpaIoHHas TeXHUKa (MHTepakTuBHas gocka Hitachi
camocTosTenbHo padoTsl | Starboard FX-63 D (1 mrt.), Hoyroyk Acer Asp T2370 (1 mwir.),
npoektop Toshiba (1 mT.)), cTON MOTMPOBAHHEIH (3 IIT.), CTOXT
236 CP ydaeHmdeckuit (7 mT.), cTos KoMnbioTepHsIi (11 mT.), crym (20 mrt.),
CTYJIbs1, KOMIIBIOTEPHASI TEXHUKA C BO3MOYKHOCTBIO IIOAKITIOUCHHUS K
cetu "MHTEpHET" M 00ECTIEYCHHEM JIOCTYIIA B SIEKTPOHHYIO
nHGOPMaATMOHHO-00pa30BaTEIbHYIO cpey opranu3anyd (10 mr.)
IMomemienne s KoMrmprorepHas TeXHHKA ¢ BO3MOYKHOCTBIO ITOTKIIOYEHHS K CETH
camocTosTenbHON paboThl | "MHTepHeT" U obecnieyeHneM JOCTYIa B 3JIEKTPOHHYIO
nHGOPMAIIMOHHO-00pa3oBaTeNbHylo cpeny opranuzanuu(19 mr.),
123 cp ctoitsl (17 mrT.), KOMITBIOTEPHBIH CTOJ 6-M MECTHBIH (3 IIT.), CTYNBS
yaenudeckue (34 mr.), cTynbs /M (18 mr.), cremnaxu ¢
nuTepartypoi, Buaeoysennunrens Optelec Wide Screen (1 mt.)
VY4uebHast ayauTopust Cron npenogasatens (1 mwr.), mapra 3-xmectHas co ckameikoi (10
mMT.), CTYAbs (5 WT.), cTyn npenogasatens (1 wr.), mocka (1 mrT.),
51a TpubyHa (1 1mT.), TeMOHCTpannOHHOE 000pyAOBaHue (Oenas TakoBast
MarHuTHO-MapkepHas gocka (1 mrT.), mpoekrop Toshiba (1 mt.),
HOYTOYK Acer Asp T2370 (1 1mit.)) 1 ydeOHO-HATIAAHBIE TOCOOUS
VY4eOHas aymuTOpHs Cron npeniogasatens (1 wr.), croist (6 mwrT.), cryibs (18 wr.), cryn
npenoxasatens (1 mr.), mocka (1 mt.), cron koMmbroTepHBIi (10
45a mT.), cTyabs (10 mT.), IeMOHCTpAIHOHHOE 00pyIOBaHHE (KOMIBIOTEP
Intel G32603 3 GHz 3 M (10 mit.), mosoTHO pyiaonHoe (1 mT.)) u
y4eOHO-HATTISTHBIC TIOCOOHS

8. METOIMYECKHUE YKA3SAHUA V1A OBYYAIOIIUXCA IO OCBOEHUIO JUCHHUIIJIMHBI (MOXY JISA)

MCTOJII/IKB. HU3YUYCHUA KypcCa IPECAYCMAaTPpUBACT HaApAAY C JICKUUAMU U MPAKTUICCKUMU 3aHATHAMU, OpTaHU3alUI0
CaMOCTOSITCIILHOM pa6OTI)I CTYJICHTOB, IPOBEJICHNUE KOHCyJ'II)TaHI/II\/’I, PYKOBOACTBO JOKIAAaMU CTYACHTOB JJI BBICTYIUICHUA HA




HAYIHO-IIPAKTUYECKIX KOH(EPEHIUAX, OCYIECTBICHNE TEKYIIETO, IPOMEXYTOUHOTO X HTOTOBOTO (JOPM KOHTPOIISL.

Cucrema 3HaHHH 110 AUCHUILINHE «Jl0KyMEHTHPOBAHHUE YIIPaBICHUECKOH AEITEIbHOCTH» (GOpMUpYeTCs B X0/1€ ayTUTOPHBIX U
BHEAYTUTOPHBIX (CAMOCTOATEIBHBIX) 3aHATHI. 1cIoNb3ys JIEKITMOHHBIN MaTepHal, yIeOHNKA 1 yaeOHbIe TOCO0Hs,
JIOTOTHUTENBHYIO IUTEPATYpPY, IPOSBIISLSI TBOPUSCKUN ITOAXO0, CTYAEHT TOTOBUTCS K MPAKTHUECKIM 3aHATHSIM, PACCMATPUBAst UX
KaK TIOIOJIHeHUE, YIIyOJIeHne, CUCTeMaTH3alUs CBOUX TeOPETHYECKUX 3HAHHUH.

Jl71st OCBOCHUS AUCIUILINHBI CTYZIGHTaMU HEOOXOINMO:

1. ITocemaTs JeKuuH, Ha KOTOPBIX B CKATOM M CHCTEMHOM BHJIC W3JIaraloTCsl OCHOBBI AUCIUIUIIHEL JAIOTCS OTIPECIeHHS
MOHSTHH, 3aKOHOB, KOTOPBIE JOJDKHBI 3HAThH CTYJCHTHI; PACKPBIBAIOTCSA 3aKOHOMEPHOCTH MOBEICHUS SKOHOMHUYECKHUX CyOBEKTOB.
CTyzeHTy BasKHO HOHSTb, YTO JIEKLHSI €CTh CBOe0Opa3Hast TBOpUecKasl popMa caMOCTOsATENIbHON paboThl. Hano mbITaThest cTaTh
AKTUBHBIM COYJaCTHHKOM JICKIHH: TyMaTh, CPAaBHUBATh M3BECTHOE C BHOBH ITOJIY4aeMBIMH 3HAHUSIMH, BOMTH B JIOTHKY H3JIOKCHUS
Matepuana JeKTOpOM, CIEAUTH 3a XOJ0M €ro MBICIEH, 3a ero apryMeHTalnel, HaXOJUTh B Hel Kaxymuecs BaM cnaboctu. Bo
BpeMsI JIEKIIUU MOKHO 33J]aTh JIEKTOPY BOIPOC, KeNaTeIbHO B MUCbMEHHON (hopMe, 4TOOBI He MEIIaTh U He HAPYIIATh JIOTUKH
npoBeneHus Jekuuy. Cirymas JIeKIuro, cleayeT 3ahUKCHPOBaTh OCHOBHBIC HJIEH, OJIOXKEHHUs!, 0000111eHus!, BbIBOIbI. PaboTa Haj
3aKCBHIO KU 3aBepIIaeTcs Joma. Ha cBexyro ronoBy (ToKa eIre JISKIXS B TaMsATH) HaJl0 YTOYHHUTH TO, YTO 3aIIMCaHo,
000TaTUTh 3aIUCh TEM, YTO HE yNAN0Ch 3a(UKCHPOBATh B XOJI€ JIEKINH, 3aIIMCaTh B BUAE BOIPOCOB TO, YTO HAJO MPOSICHUTS, 10
KOHIIA ITOHSTh. BaskHO cOOTHECTH MaTepuall JEKIUH C TEMOH y4eOHOMH IIPOrpaMMbl M YCTAHOBHUTH, KAKHE €€ BOIPOCHI HAIIH
OCBEIIICHUE B POCITYIIaHHON JieKnu. Toraa mose3Ho oopamaThest U K yaeOHuKy. JIeKus 1 ydeOHHK He 3aMEHSIOT, a JOIOJIHSIOT
ApyT Apyra.

2. ITocemaTs NpaKTHUECKHUE 3aHATHA, K KOTOPBIM CIeIyeT TOTOBUThCS M aKTUBHO HA HUX paboTaTh. 3aaHue K MPaKTUYEeCKOMY
3aHSTHIO BBIIACT NIPEMo1aBaTelb. 3alaHne BKIIOYaeT B ce0sl OCHOBHBIE BOIIPOCHI, 3a/1a4H, TECTHI U pedepaTsl IIst
CaMOCTOSATETBHON pabOTHI, INTEpaTypy. [IpakTudeckne 3aHATHA HAUWHAIOTCS C BCTYIUTEIBHOTO CIIOBA MPEIOAaBaTeNs, B KOTOPOM
Ha3BIBAIOTCS 11ENTb, 33JJa4H U BOIIPOCHI 3aHATHA. B mpomuecce mpoBeaeH:s 3aHATHH IpenoiaBaTells 3aJaeT OCHOBHBIE U
JOMOTHUTENBHBIE BONIPOCHI, OPraHU3yeT UX obcyxaeHue. Ha mpakTuuecKkux 3aHATUSAX PELIalOTCsl KOHKPETHBIE 3a1a41 110
JEIOTIPOU3BOICTBY, Pa30NpPAIOTCs TECTOBBIC 3aJAHUS U 3a/laHUsI, BBIJAHHBIC IS CAMOCTOSITENIBHON PabOThI, 3aCIIYIIINBAIOTCS
pedepaTuBHBIE BRICTYIUICHUS. CTYICHTHI, IPOITYCTHBIINE 3aHATHE, WIIM HE ITOJTOTOBUBIIHUECS K HEMY, IPUTTIAIIAIOTCS Ha
KOHCYNBTALIUIO K IpernoaaBaTento. [Ipakruueckoe 3aHATHE 3aKaHYMBAETCS MOIBEJCHUEM UTOTOB: BEIBOJAAMH O TEME U
BBICTAaBJIIEHHEM OLICHOK.

3. CucreMaTH9eCK! 3aHUMAThCS CaMOCTOSTENBHOH paboToH, KoTopast BKIIIOYaeT B ce0s M3ydeHNe HOPMATHBHBIX JOKYMEHTOB,
MaTepuanoB yueOHUKOB U CTaTel U3 SKOHOMUYECKON JINTEepaTyphl, PellleHne 3a1ad, HallucaHe JOKIa0B, pedepaTos, 3cce.
3aiaHust 4711 CAMOCTOSITENBHOM paOOTHI BBIIAIOTCS IIPEHOAABATEIIEM.

4. ITox pyKOBOACTBOM IIPEMOIaBATENS 3aHUMATHCS HAyIHO-HUCCIIEN0BATENBCKOH pabOTOH, 4TO IpeIoIaraeT BHICTYIUICHUSI C
JIOKJIaIaMH Ha HaAyJHO-IIPAKTHIECKUX KOH(PEPEHIUAX U MyOIHKAIIIO TE3HCOB U CTATeH I10 UX pe3yIbTaTaM.

5. IIpu BO3HUKAIOMIUX 3aTPYJHEHUAX IPH OCBOCHUU JTUCHUILUIUHBI «JJOKyMEHTUPOBAHUE YIIPABIECHUYECKON IESITeIbHOCTIY, LIS
HEYCIEBAOIUX CTYJECHTOB U CTYIEHTOB, HE MOCEIIAIOIINX 3aHATHS, IPOBOAATCS €KEHEIENbHbIE KOHCYIbTALH, HA KOTOPBIE
TPUTJIAIIAIOTCS HEYCTICBAIOMINE CTYICHTHI, a TAIOKE CTYACHTHI, HCIBITHIBAIONIIE IIOTPEOHOCT B IOMOIIN TIPETIOIaBaTeNs Ipr
U3Y4CHUH OUCIUTLIHHEL

ITpu n3ydennu qucHUIIINHBI « JIOKyMEHTHPOBaHHE YITPABIEHUECKOH NeATENbHOCTHY CIIENYeT YCBOUTD:

- TOKYMEHTHpPOBaHHOE o0ecnedeH e PEANPHATHIH 1 OpraHu3aIiii;

- COCTaB PEKBU3UTOB JOKYMEHTOB U ITPaBMIIa HX O()OPMIICHUS;

- OpraHU3aIHOHHO-PACHOPAUTENbHBIE JOKYMEHTHI, IPAaBUIIa UX COCTaBIICHUS;

- OpPraHU3aIHIo PAOOTHI C JOKYMEHTAMH.

INPAJIOXKEHHUSA

IMpunoxenue 1 (MY x ®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



