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pabouast mporpamma JAUCUUIUIMHBI (MOTYIIS)
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Hampasnennocts (mpoduins) MeHeKMEHT opraHu3anuii
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OO6mas TpyI0eMKOCTh 33ET
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3auer 7
ayAUTOPHBIE 3aHATH 44
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Cemectp
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[Iporpammy cocTaBui(u):
cm. npenodagamens, 3atiyesa H.I1.

[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 (podnins) MeHemKMEHT OpraHn3aluit

, ono6pennsIif YuensiM coBetoM PI'BOY BO Uysamickuit 'AY ot 01.01.1754 r., mpotokon Ne .

PabGouast mporpamma JIUCHUIUIMHBI (MOIYJSI) TPOXOJMUT COTJIACOBAHME C HCIIOJB30BAHHEM WHCTPYMEHTOB JJIEKTPOHHOU
nHPOPMAIIMOHHO-00pa30BaTENILHOM Cpe/ibl Y HUBEPCUTETA.

COI''TACOBAHO:

3aBenyromuii kadeapoit Adpocumona M.C.

3aBexyromuii BeIycKatomen kadgeapoit A6pocumona M.C.

[Ipencenarens MeToanyeckoir koMuccnu Qaxynprera Tamanosa H.B.

Jupexrop HaydHO-TeXHHYecKoi onbnmmorekn 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(hecCHOHANBHBIX HABBIKOB U (POPMHUPOBAHUE HEOOXOIUMBIX KOMIIETCHIINI.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OOII

Huxn (pa3gen) OITOIT: | b1.B

2.1 | TpeGoBaHus K NpeABAPUTEILHON MOATOTOBKE 00yYaIOLIEerocs:

2.2 | JMCHMIUTMHBI M NPAKTHKH, /I KOTOPBIX OCBOEHHE JAHHOW THCHUILIHHBI (MOIYJ/Is1) HEOGX0MUMO KaK
npealIecTByOIee:

3. KOMIIETEHIIMU OBYYAIOIIET OCSl, §OPMUPYEMBIE B PE3VJILTATE OCBOEHUSI TN CLIATIINHBI
(MOJY.JIS)

YK-4. CnocobeH ocymecTBIATh AETOBYIO KOMMYHHKAIUIO B yCTHOHM M MHCBMEHHOH (hopMax Ha TOCYHapPCTBEHHOM SI3BIKE
Poccuiickoit denepanuuy 1 THOCTPAaHHOM(BIX) A3bIKe(ax)

YK-4.1 3HaeT: mpUHIUIBI IOCTPOEHHS YCTHOTO M MICHMEHHOTO BBICKA3bIBAHHS Ha PYCCKOM M HHOCTPAHHOM SI3BIKaX, IPaBUIa U
3aKOHOMEPHOCTH [I€JIOBOM YCTHOM M NMCbMEHHON KOMMYHHUKALIUU

VK-4.2 YMeer: IpUMEHATh Ha MPAKTUKE JIIOBYI0 KOMMYHHKAIIHIO B YCTHOH M MUCEMEHHOM (popMax, METOIbI i HABBIKU JICTIOBOTO
OOIIEHUS Ha PYCCKOM M MHOCTPAHHOM SI3BIKaxX

VYK-4.3 Mimeet HaBBIKK: YTEHHS U MIePEBOJIa TSKCTOB HA HHOCTPAHHOM SI3BIKE B IIPO(ECCHOHAIEHOM OOIIeHNN

ITK-3. CiocobeH ocymecTBIsATE cOOp, MOHUTOPHHT B 00paOOTKY JaHHBIX C UCIIOJIB30BAaHUEM MEPEIOBEIX MH(POPMAMOHHBIX
TEXHOJIOTHH JUIS IPOBEACHHS pacyeTOB SKOHOMHYECKIX ITOKa3aTeneit

ITK-3.1 3Haer: MmeTo I cOopa 1 00pabOTKM SKOHOMHIECKON MH(DOPMAITUH, METOJIbI yIeTa U aHaTN3a SKOHOMHYECKIX ToKa3aTenen
XO3SIMCTBEHHOM JEATEIbHOCTH OPraHu3aliy U €€ MOAPa3AeIeHUll ¢ yUeTOM OTPaCiIeBON HANPaBIEHHOCTU AEATEIbHOCTH

[1K-3.2 YMeer: oCyIecTBIATh cOOP, MOHUTOPHUHT U 00pabOTKY HCXOAHBIX JAHHBIX U COCTABIICHUS IIPOCKTOB (PHHAHCOBO-
XO3SICTBEHHOI, IPOM3BOJICTBEHHOW M KOMMEPYECKOH! JIeTeNbHOCTH (OM3HEC-TUIaHOB) OpraHN3aliH

[1K-3.3 Umeer HpaKTI/I‘IeCKI/Iﬁ OIIBIT: Y4€Ta U aHaJIn3a SKOHOMHUYCCKHUX MoKa3aTeNe NesITeIbHOCTU OpraHu3anuu €
HCIIO0JIb30BAHHEM COBPECMCHHBIX TCXHUYICCKUX CPCIACTB U I/IH(bOpMaLII/IOHHBIX TEXHOJIOTHH

B pe3yJibTaTe 0CBOCHUA TUCHUIIJINHBI 06y‘[alOIl[PlﬁCﬂ JOJIZKCH

3.1 (3uaTn:

3.1.1 | HOpMaTUBHO-METOINYECKYIO Oa3y nemonpon3BoacTsa B Poccuiickoit @eneparum;

3.1.2 | ocOOCHHOCTH SI3BIKA M CTHIISL COCTABIICHHS CIYXKEOHBIX JOKYMEHTOB;

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

3.1.4 | TpeOoBaHMs K OJIaHKaM CITYy)KEOHOTO JJOKyMEHTA,

3.1.5 | cocTaB peKBH3UTOB OPraHU3AIIMOHHO-PACIIOPSAUTEIEHON TOKYMEHTA-IIUH U PABUIIA HX O(POPMIICHHS;

3.1.6 | Ha3HaYeHHUE, CTPYKTYPY U COAEP)KAHNUE CHCTEMBI OPraHN3aLMOHHO -PACIIOPSIUTENBHON JOKYMEHTALINY;

3.1.7 | yau¢unupoBaHHbIe (HOPMBI OPraHU3AIHOHHO-PACTIOPSAUTETBHBIX JO-KyMEHTOB;

3.1.8 | mOpsIOK, 3TAIBI ¥ OCHOBHBIE IPOIEAYPHI OPraHU3AIMH PAOOTHI ¢ TOKY-MEHTAMH;

3.1.9 [ aTans! ABIKEHHS JOKYMEHTOB B OpTaHHU3AINH B ITPOIIECCe JOKYMEHTO-000pOTa U MOPSIIOK HX PETUCTPAITIH;

3.1.10 | mpaBma paboOTHI ¢ BXOIAIIMMH, UCXOAANIMMHA ¥ BHYTPEHHUMH JTIOKy-MEHTAMU;

3.1.11 [ ocobeHHOCTH PabOTHI C KAPOBBIMHU TOKyMEHTaMH, C OOpaIleHUSIMH TPaXIaH.

3.2 | YmeTh:

3.2.1 | opraHH30BBIBATE JOKYMEHTOOOOPOT M JOKYMEHTAILHOE COMPOBOXKIECHHE pabOTHI B OpraHax roCyJapCTBCHHON H
MYHUIMIANBHON BIACTH U UHBIX OpPraHU-3aIHsAX;

3.2.2 | opopmiATs OpraHU3aIOHHBIE, PACTIOPSAUTEIBHBIE, CIIPABOYHO--HH(POPMAIIMOHHBIC BUABI JOKYMEHTOB, TOKYMEHTHI T10
JIMYHOMY COCTaBY;

3.2.3 | opraHu30BbIBaTh JOKYMEHTOIIOTOKU B CUCTEME JOKYMEHTO000POTa, MapIIPYThI IBM)KEHHUS JOKYMEHTOB B OPraHHU3allny,
MOATOTOBKY JIeJI K IIepe/jade peruCTpHPOBaTh JOKYMEHTHI B OPTraHH3alHN;

324 OpraHMU30BbIBATH pa60Ty C BXOSIIUMU U € UCXOAAIIMMHU JOKYMECHTaAMU

3.2.5 [ moaroraBIMBaTh JOKYMEHTHI K Iiepeaade Ha XpaHEHUE B apXUB.

3.3 | UmeTh HaBBbIKM ¥ (MJ1H) ONBIT JESITETbHOCTHU:

3.3.1 | coctaBnenus, 06pabOTKH ¥ pabOTHI C JOKYMEHTAIIUEH Pa3TUIHOTO YPOBHS 1 HANIPABICHU;

3.3.2 | cocTaBieHus, MPaBKU U PEJAKTUPOBAHUS BUJOB TOKyMEHTOB, BKIIIOYEHHBIX B CCTEMY OpraHU3aIl[HOHHO-
PpacrnopsaIuTENbHON JOKYMEHTALUN;

3.3.3 | cocTaBiieHUS HOMEHKIIATYpPHI JIET;




334 | (dopMupoBaHus U 0(OPMIECHHS A€Na, OTHUCH AE.

4. CTPYKTYPA U COAEPKAHUE JUCIUIIJINHBI (MOAYJIA)

HaumeHoBaHuUe pa3/iesioB U TeM /B[ Cemectp / | HacoB | Komneren- | Jluteparypa | Uute | Ilpak. | Ilpumeuanue
3aHATUA/ Kype 1107071 PaKT. | moar.
Pazpnen 1.
Tema 1. JlokyMeHTHpPOBaHHOE OOECIICUCHHE 7 2 YK-4.1 VK- JIT.1 0 0
NpennpusATHii 1 opraHm3anuii /JIex/ 4.2 YK-4.3 JI1.2J12.1
TK-3.1 IIK- 2.2
3.2 TIK-3.3 31
Tema 1. JlokyMeHTHpOBaHHOE OOecrieueHre 7 4 YK-4.1 VK- JI1.1 0 0
MpeANpHUITAN 1 opranusanmi /I1p/ 4.2 YK-4.3 JI1.2712.1
TK-3.1 IIK- 2.2
3.2 TIK-3.3 31
Tema 1. JlokymMeHTHpOBaHHOE OOecrieueHre 7 9 YK-4.1 VK- JI1.1 0 0 Joxnan,
NpeAnpusITaid u opranusamuii /Cp/ 42 VYK-43 JI1.2J12.1 TECTHpPOBAHUE,
TIK-3.1 TIK- J2.2 TBOpYECKAS
3.2TIK-3.3 31 pabota
Tema 2. CocTaB peKBU3UTOB JOKyMEHTOB U 7 2 YK-4.1 VK- J1.1 2 0 npoOnemMHas
npaBuia ux opopmieHus /Jlex/ 4.2 YK-4.3 JI1.2712.1 JICKITAS
TK-3.1 IIK- J2.2
3.2TIK-3.3 91
Tema 2. CocTaB peKBU3UTOB JOKyMEHTOB U 7 4 YK-4.1 VK- JI1.1 0 0
npaBuia ux opopmienus /I1p/ 4.2 YK-4.3 JI1.2J12.1
TIK-3.1 IIK- 2.2
3.2TIK-3.3 91
Tema 2. CocTaB peKBU3UTOB JOKyMEHTOB U 7 9 YK-4.1 VK- JI1.1 0 0 Hoxnan,
npaBuia ux opopmienus /Cp/ 42 VK43 JI1.2J12.1 TECTHpPOBAHUE,
ITK-3.1 TIK- J2.2 TBOpYECKAS
3.2 TIK-3.3 31 pabota
Tema 3. OpranuzanoHHO- 7 2 YK-4.1 VK- J1.1 0 0
pacnopsauTeNnbHble TOKYyMEHTBI, IpaBUila UX 4.2 YK-4.3 JI1.2J12.1
cocraBieHus /Jlex/ ITK-3.1 IIK- 2.2
3.2TIK-3.3 €|
Tema 3. Opranu3alioHHO- 7 4 VK-4.1 VK- JI1.1 0 0
pacnopsiguTeNnbHbIe TOKYMEHTBI, IIPaBUia UX 4.2 VK-4.3 JI1.2J12.1
cocrasyienus /IIp/ ITK-3.1 TIK- J2.2
3.2TIK-3.3 €|
Tema 3. Opranu3anoHHO- 7 9 YK-4.1 VK- JI1.1 0 0 Hoxnan,
pacnopsauTeabHble JTOKYMEHTBI, IPaBUiia UX 42 VYK-4.3 JI1.2J12.1 TECTUPOBAHUE,
cocraBnenus /Cp/ TIK-3.1 ITK- J2.2 TBOpYECKast
3.2 TIK-3.3 31 pabota
Tema 4. H(OopMaIIHOHHO — CLIPaBOYHBIE 7 2 YK-4.1 VK- JI1.1 0 0
JIOKyMEHTBI, 0OCOOCHHOCTH MX COCTaBJICHUS U 42 VYK-4.3 JI1.2J12.1
opopmienus /Jlex/ TIK-3.1 IIK- J2.2
3.2TIK-3.3 31
Tema 4. UHpOpMaITMOHHO — CIIPaBOYHBIC 7 4 VK-4.1 VK- JI1.1 0 0
JIOKyMEHTBI, 0COOCHHOCTH MX COCTaBJICHUS U 4.2 YK-4.3 JI1.2J12.1
odpopmnenus /Tlp/ TIK-3.1 IIK- 2.2
3.2TIK-3.3 31
Tema 4. H(opMaIMOHHO — CLIpaBOYHBIC 7 9 VYK-4.1 VK- JI1.1 0 0 Joxnan,
JIOKYMEHTBI, 0COOCHHOCTH UX COCTaBJICHUS U 4.2 VK-4.3 JI1.2712.1 TECTUPOBAHHUE,
odpopmnenus /Cp/ TIK-3.1 IIK- 2.2 TBOpYECKast
3.2TIK-3.3 21 pabora
Tema 5. Ha3nauenue, kiaccudukarys 7 2 YK-4.1 VK- JI1.1 0 0
CITy’KeOHBIX TTHCEM, 0COOCHHOCTH UX 42 VK-43 JI1.2J12.1
cocrapieHus /Jlex/ TIK-3.1 T1K- J12.2
3.2TIK-3.3 31
Tema 5. Ha3nauenue, kiaccuukarys 7 4 YK-4.1 VK- JI1.1 2 0 KEHChI
CITy’K€OHBIX TIHCEM, 0COOCHHOCTH UX 4.2 VK-4.3 JI1.2712.1
cocrasnenus /TIp/ IK-3.1 K- 2.2
3.2TIK-3.3 31




Tema 5. Ha3nauenue, knaccuukanus 7 9 VK-4.1 VK- JI1.1 0 0 Joknan,
CITy)KE€OHBIX TTUCEM, OCOOCHHOCTH UX 42 VYK-43 JI1.2J12.1 TECTHPOBAHUE,
cocrasienus /Cp/ [IK-3.1 K- 2.2 TBOpYECKast
3.2TIK-3.3 91 pabora
Tema 6.0Opranu3zarust paboTHI ¢ 7 2 YK-4.1 VK- JI1.1 0 0
JnokymeHTamu /JIex/ 42 VYK-4.3 JI1.2J12.1
IK-3.1 TIK- 2.2
3.2TIK-3.3 91
Tema 6.0Opranu3zamust paboTsI ¢ 7 4 YK-4.1 VK- JI1.1 2 0 JlernoBas urpa
nokymentamu /TIp/ 4.2 VYK-4.3 JI1.2J12.1
ITK-3.1 IIK- 2.2
3.2TIK-3.3 €|
Tema 6.0pranu3zamust paboThI ¢ 7 9 YK-4.1 VK- JI1.1 0 0 Hoxnan,
nokymentamu /Cp/ 4.2 VK-4.3 JI1.2J12.1 TECTUPOBAHHE,
ITK-3.1 TIK- J2.2 TBOpUECKast
3.2TIK-3.3 31 pabora
Tema 7. CocraBnenue u opopMiIeHHE 7 2 YK-4.1 VK- J1.1 0 0
JOKYMEHTOB IO JINUHOMY cocTaBy /JIex/ 4.2 VK43 JI1.2J12.1
IIK-3.1 IIK- 2.2
3.2TIK-3.3 31
Tema 7. CocraBnenue u opopMIIeHHE 7 6 YK-4.1 VK- JI1.1 0 0
JIOKyMEHTOB I10 THYHOMY cocTaBy /I1p/ 4.2 VK-4.3 JI1.2712.1
IK-3.1 IIK- 2.2
3.2TIK-3.3 31
Tema 7. CocraBieHue u ohopMIICHHUE 7 10 YK-4.1 VK- JI1.1 0 0 Hoxnan,
JIOKyMEHTOB I10 THYHOMY cocTaBy /Cp/ 4.2 YK-4.3 JI1.2J12.1 TECTUPOBAHUE,
TIK-3.1 I1K- J2.2 TBOpYECKas
3.2 TIK-3.3 21 pabota
/3aqét/ 7 0 YK-4.1 VK- J1.1 0 0
4.2 VK43 JI1.2712.1
IIK-3.1 IIK- 2.2
3.2TIK-3.3 31

5. ®OHJI OHEHOYHBIX CPEJICTB

5.1. IlpumepHBIii HepedyeHb BONPOCOB K 3a4eTy

1. OCHOBHBIE «TEPMHHBI», «HOHSATHM) JTOKyMEHTHPOBAHUSL

2. Vcropus cTaHOBIIEHUS pa3BUTHUS CHCTEMBI AENONpPON3BoAcTBa B Poccun

3. CiryxObl TOKyMEHTHPOBAHUS YIIPABICHYECKOH NEATENbHOCTH: COCTaB M MX (YHKIHH

4. OpraHu3amys IeToIpon3BOCTBA Ha MPEAIPHUATHIX

5. HopmaTtuBHO-MeToqM4ecKass 6a3a eIompOn3BOACTBA.

6. ®dopmatsl Oymaru it opopMIIeHHST JOKYMEHTOB M MX Pa3Mepsbl

7. Pasmeps! moseli Ha GilaHKaX JOKYMEHTOB

8. Branku NOKYMEHTOB: TOHSTHE, BUIBI U UX PEKBU3UTHI

9. PexBU3UTHI TOKyMEHTOB: MOHATHE, COCTAaB U IpaBUIa UX O(QOPMIECHHS

10. VYrioBoe U MpoAOJIbHOE PACIONI0KEHHE PEKBU3UTOB Ha JOKYMEHTax

11. Kraccnguxamms u GyHKINN TOKYMEHTOB

12. CocraB ynpaBIeHYECKUX TOKYMEHTOB MPEIPHATHH.

13. TekcT JOKyMeHTa, ero CTpyKTypa M TpeOOBaHHMS K €ro COCTaBIEHUIO

14. PacmiopsiinTenbHBIe TOKYMEHTHI, H3aBaeMble Ha IPHHIMIIAX KOJUICTHAJIBHOCTH: BHIBI, PEKBH3UTHI U MpaBHIIa UX
oopmITeHHS

15. PacnopsauTenbHble JOKYMEHTHI, U37[aBaeMble B YCIOBUSX €AMHOHAYANMs: BUIBI, PEKBU3UTHI, IpaBUIa UX o(opmiieHus
16. JlokyMeHT0000pOT: MOHSTHE, KIacCU(HUKALUI ¥ €ro OpraHu3alys Ha MPeIIPHATHH.

17. IMopsimok pa®oTHl ¢ BXOIAIINMHI, HCXOIAIIMMHI U BHYTPEHHAMH JTOKyMEHTaMHU

18. Perucrpamms JOKyMEHTOB: BHIBI U MOPSAOK PETHCTPAIMN BXOISIINX, UCXOAAIINX U BHYTPEHHUX JOKyMEHTOB
19. HomeHwinaTypa nen: MOHATHE, BUABI, PEKBU3HUTHI, (POPMHUPOBaHHE ¥ 0(OPMIICHUE /eI

20. OpraHu3anoHHbIe TOKyMEHTHI: MOHATHE, Ha3HAUCHHE, BUIBI M TIpaBUiIa MX O(QOPMIICHHS

21. HudopmannoHHO-CIIpaBOYHbIE JOKYMEHTHI: BHIBI, HA3HAUEHHE, OCHOBHBIC PEKBU3HTHI, TPaBHIa UX O(GOPMIICHHS
22. CayxeOHble (IeNI0BbIE) MUCbMA: Ha3HAYEHHE, BUABI MHCEM, PEKBU3HUTHI, IIPaBUIAa UX O(OPMICHUS

23. ITpoTokousl coBemanui, COOpaHUil U 3acefaHuil: BUIbI, COCTaB PEKBU3UTOB M MOPSIOK UX O(POPMIICHHS

24. JIOKyMEHTHI 110 JTHYHOMY COCTaBY HIPEIIPHATHS: Ha3sHa4eHHE, COCTaB, 0COOCHHOCTH PadOTHI ¢ KaJpPOBBIMH
JOKyMEHTaMH

25. ITpyKasbl 1Mo JIMYHOMY COCTaBY: BHABI U OCOOCHHOCTH MX OQopMIIeHHs

26. Bupsr 1 mopsiiok paboThl ¢ THCBMaMH U 0OpaIlIeHUIMH TpaXIaH

27. CoBpeMeHHBIE TeXHOJIOTHH TOKYMEHTAIMOHHOTO O0ECHEeUEeHNs YIPaBICHIECKOH IeITeTbHOCTH

5.2. IlpuMepHBlii NepedyeHb BOIPOCOB K IK3aMeHY




He npenycMoTpeHO y4eOHBIM ITIAHOM

5.3. TeMaTHKa KypCcOBBIX padoT (KypPCOBBIX POEKTOB)

He mpexycMoTpeHO ydeOHBIM MIIaHOM

5.4. ®oHJ OLIEHOYHBIX CPEACTB /sl MPOBEIeHUS TEKYIIEro KOHTPOJIS

Tembl 10KIan0B

1.0co0eHHOCTH THCEMEHHOTO JCIOBOTO OOIICHHS.

2.'OCT P 6.30 - 2003 u ero ocoGeHHOCTH.

3.CucteMbl JOKyMEHTOB.

4.0Opranu3alOHHO-TIPABOBbIE JOKYMEHTBI.
5.PacnopsinutenbHble JOKYMEHTBIL.
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 JETOBOTO OOIIEHUS.

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

14.ITpuka3ssl.

15.ITucemo-noATBEpIKACHHE.

16.Teneonorpamma.

17.bnanku.

18.Tpadapetsl, HopMyIsapbl, N1a0IOHBI.

19. IIpereH3u0OHHAs NEPENUCKA.

20. Kommepuecknit 3ampoc.

Tematuka scce

1. ba3a naHHBIX

2. bnank nokymeHra

3. JlenoBast mepenucka. DTUKAa U MpaBUIIa

4. JlokymeHT0O000pOT

5. JIOKyMEHTOOOOPOT Ha KOMITBIOTEPE

6. JIOKyMEHTBI U UX Ki1acCu(pUKaIHs

7. JIOKyMEHTBI 110 IMYHOMY COCTaBy

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

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

10. 3ammra JOKyMEHTOB

11. 3amuTa 3JeKTPOHHBIX JIOKYMEHTOB

12. UsroroBieHne qOKyMEHTa Ha KOMIIbIOTEPE

13. WudopmannoHHO-cIIpaBoYHAs paboTa 10 JOKYMEHTaM Ha KOMIIBIOTEpE

14. WNndpopManrnoHHO-CIIPaBOYHBIE JOKYMEHTHI

15. Hctopus pa3Butus ciyx0 mTokymeHTanuu B Poccuu

16. Kraccnguxammm nOKyMEHTOB

17. KoHTponp ncrnonHenus: JOKyMEHTOB

18. Hasnadenue 1 0CHOBHbIE BHJIbI HH(GOPMAIIIOHHO-CIIPABOYHBIX JOKYMEHTOB
19. HopmaTuBHBIE TOKYMEHTHI 110 JOKYMEHTAIIHOHHOMY OOECIICUCHHUIO YIIPaBICHHS
20. OOBEKT U IpeIMET IeIOPON3BOACTBA

21. Opranuzauuy paboThl ¢ TOKyMEHTaMHU

22. OpraHu3anyioHHas CTpYKTypa HepcoHaia, 00ecreunBaronero paboTy ¢ JOKyMEHTaMu
23. OpranuzalnnoHHbIE TOKYMEHTBI, UX Ha3HAYEHUE U BUJBI

24. OCHOBHBIE NIPHUHIIMITBI OPraHU3ALUN PAOOTHI C JOKYMEHTaMU

25. [lepBHUuHBII TOKYMEHT

26. [IncbMo, BHIIBI TTHCEM

27. IloaroToBka NOKYMEHTOB K apXUBHOMY XPaHEHUIO

28. [IpaBuia BHYTPEHHETO TPYAOBOTO paclopsaka

29. [Tpuxka3

30. Perucrpanus n1okymMeHTOB

31. PexBU3UTHI JOKYMEHTOB

32. Poxnb nH}OpMaIMu B COBPEMEHHBIX OOIIECTBEHHBIX OTHOIICHHSX

33. CucreMa opraHu3allMOHHO-PACIOPAJUTENBHON TOKyMEHTaUI

34. Crioco05! 3aKkperieHnst HHYOPMAIINH JUTS TOKyMEHTAI[HOHHOTO HCIOIb30BAHUSL
35. CranpapTu3anus B CHCTEMax JAEIONPOU3BOICTBA

36. CtpykTypa OpraHuzaluu




37.

TexHoNOrUs XpaHeHus: JOKyMEHTOB

38. YHuHUIUPOBaHHAS CUCTEMa JOKYMECHTALUH
39. VYcraB npeanpusTus
40. dopmupoBaHue 1 0hOpMIICHUE el
6. YHEBHO-METOINYECKOE U UH®OPMALIMOHHOE OBECIIEYEHUE JUCHUIIIMHBI (MOAYJIS)
6.1. Pexomenayemas Jquteparypa
6.1.1. OcHoBHas JIUTEPATYypa
ABTOPBI, COCTaBUTEITH 3araBue W3pnartenscTBo, rox | Konna-Bo
JI1.1 | Koponesa T. A. JloKkyMeHTHpOBaHNE YIIPaBICHUECKON AATENbHOCTH: yieOHOe Cankr-IlerepOypr: | Dnexrpon
rocooue CII6I'MKuT, 2020 HBII
pecypc
JI1.2 | Jleonosa C. JL. JIOKyMEHTHUpOBaHUE YIIPABIECHYECKOH AEATEIbHOCTH: Mocksa: PTY OneKTpoH
[pakruxym: yueOHOE ocoOue MUPDA, 2022 HBIN
pecype
6.1.2. JlonosiHuTEIBHAS JIUTEPATypPa
ABTOpBI, COCTaBUTEIH 3arnaBue WznarensctBo, ron | Komnu-Bo
JI2.1 | MaxoBeuxkuii B. B. JIOKyMEHTHpOBAaHHE YIIPABICHYECKON ACATEILHOCTH: yIeOHOE M.: KomnocC, 2005 45
nocobue
JI2.2 |Ilomnos B. H. JIoOKyMEHTHpOBaHHE YIIPABICHUECKOI NeATeIbHOCTH: yaeOHOe HoBocubupck: OnexTpoH
rnocooue CI'YBT, 2019 HBIA
pecype
6.2. Ilepeuens pecypcoB HH(PpOPMAIHOHHO-TEJIEKOMMYHHKAIMOHHOM ceTn "MHTepHeT"
D1 | XKypuan "JenonpounsBoacto"https://www.top-personal.ru/officeworks.html
6.3.1 IlepevyeHnb MPOrpaMMHOro o0ecredeHust
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 | CnpaBounas npasoBas cuctema KoncynsrantlLitoc
2
6.3.1.1 | DnexTpoHHBIN epHOANYECKHiA cripaBoYHHK «Crctema ['apanT»
3
6.3.1.1 | OfficeStandard 2010
4
6.3.1.1 | OfficeStandard 2013
5
6.3.1.1 | LibreOffice
6
6.3.1.1 | OC Windows Vista
7
6.3.1.1 | OC Windows 7
8
6.3.1.1 | OC Windows 8
9
6.3.1.2 | OC Windows 10

0




6.3.1.2 | Ubuntu (Mint)

1

6.3.1.2 | Project Expert 7 Holding
2

6.3.1.2 | OpenOffice 4.1.1
3

6.3.1.2 | 1C: IIpeanpustue 8. Cenbckoe x03siicTBO. KoMIUIekT i1t 00y4eHHUs B BBICIIUX U CPEAHUX Y 3.
4

6.3.1.2 | «ITanopama 3EMJIEJIEJIE»
5

6.3.1.2 | mequanpourpsiatens VLC
6

6.3.2 TlepeyeHb HHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1 | OnexrponHas GMONMMOTEYHAs crcTeMa M3aTenbeTBa «Jlanby. [IoTHOTEKCTOBAs MIEKTPOHHAS OHOIHOTEKA.
VHnuBuayanbHBIN HEOTpaHMUCHHBIH JOCTYN Yepe3 GUKCHpOBaHHBIN BHENHNMI [P anpec akageMun HEOTpaHUUYCHHOMY
KOJIMUECTBY MOJIb30BaTeNeH 13 1000# TOUKH, B KOTOPOH MMeeTcst 1oCcTyn K cetu MuTepHert.http://e.lanbook.com

6.3.2.2 | OnexrpoHHBIi nepuoaudeckuii cpaBoyHUK «Crucrema TAPAHTY. ITonHOTEKCTOBBIH, 0OHOBISeMBIi. JloCTym IO
JIOKAJIBHOM CEeTH aKaJleMUn

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIIMHBI (MOAY JIS)

Aynuropus Bup pabot Hasuauenue OcCHAaIEHHOCTD

Cron mpenogmasartens (1 wr.), cronsl (6 mrt.), ctyabs (18 wmT.), cTyn
npenogaBatens (1 mr.), mocka (1 mir.), cron xommbrlorepHbid (10
45a VYueOHast aynuropust mrt.), ctynbs (10 mT.), TeMOHCTpaMOHHOe 00pyIOBaHUE (KOMITBIOTED
Intel G32603 3 GHz 3 M (10 mr.), monoTHO pynoHHOe (1 mT.)) H
y4eOHO-HAITIS AHBIE TTOCOOHS

Cron npenonasarens (1 wr.), cronst (30 wr.), cryaes (60 mT.), cTyn
npenoxaBatens (1 mr.), mocka ayguropras (1 mT.), TpuOyHa (1 mT.),
35a Jlex VY4eOHas aymuTOpHs JEeMOHCTpAallMOHHOEe ~ oOopynoBaHue (Oemast J1akoBasi MarHUTHO-
mapkepHast nocka (1 mr.), mpoekrop Toshiba (1 mT.) U ydebHO-
HaJISTHBIE TTOCOOHS

JleMoHCTpallMOHHAasi ~ TeXHWKa  (MHTepakTHBHas  jocka  Hitachi
Starboard FX-63 D (1 mrt.), HOyrOyk Acer Asp T2370 (1 mrt.),
npoekrop Toshiba (1 mT.)), cTon moAMpoOBaHHBIA (3 1INT.), CTON
yaeHudeckuit (7 mT.), cron kommbrotepubrit (11 mt.), crya (20 mr.),
CTYJbs, KOMITBPIOTEPHAS TEXHHKA C BO3MOXXHOCTBIO TIOJKITIOUCHUS K
cetu "UnTtepHer" u oOecneueHHeM JOCTyla B  DIEKTPOHHYIO
HHGPOPMAIIMOHHO-00pa3oBaTeNbHyI0 cpeny opranu3anuu (10 mT.)

ITomemenue s
CaMOCTOATENHHOM PabOTHI

236 Cp

KoMmmprotepHasi TEXHHKAa C BO3MOXKHOCTBIO IIOJKIIOYEHHS K CETH
"NuTepuer” n  obecrieueHMEM  JOCTyma B OJICKTPOHHYIO
ITomemenue as nH(pOPMAIMOHHO-00pa30BaTeNbHYI0 cpefy opraHusanuu(l9 mr.),
CaMOCTOSATEIbHOM paboThl | CTONBI (17 INUT.), KOMIBIOTEPHBIA CTON 6-M MECTHBIH (3 IUT.), CTYIbs
yaenngeckne (34 mr.), crymes 1w/m (18 mrT.), cremmaxum ¢
nuTepaTypoii, Bugeoysenuautens Optelec Wide Screen (1 mit.)

123 CP

CCron npenoagasatens (1 mr.), mapra 3-xmecTHas co ckameiikoit (10
wT.), cryabs (5 wrT.), ctyn npenonasarens (1 mr.), mocka (1 mir.),
Sla VYueOHast aynuropust Tpubyna (1 1T.), AeMOHCTpammoHHOe obOopynoBanne (DkpaH ¢
anekrpornpuBoaoM Electric Screen (1 mT.), mpoekrop Toshiba (1 mr.),
HOyTOYK Acer Asp T2370 (1 1mit.)) ¥ ydeOHO-HATIAAHBIE TOCOOHS

8. METOIMYECKHUE YKA3AHUA /IS OBYYAIOIIIUXCHA 11O OCBOEHUIO JUCHHUIIJIMHBI (MOY JISA)

Meronyka M3ydeHHs Kypca IpefycMaTpUBaeT Hapsily C JICKUMSIMH WM NPAaKTUYECKUMH 3aHSATUSMH, OPraHU3alUI0 CaAMOCTOSATEIBHOM
paboOTHl CTYICHTOB, NPOBEICHHE KOHCYIBTAIMH, PYKOBOACTBO JOKIAJaMH CTYAEHTOB JUIA BBICTYIUICHHS HAa HayJIHO-TIPAKTHYECKHUX
KOH(EPEHIHAX, OCYIIECTBICHHE TEKYIIET0, IPOMEKYTOTHOTO ()OPM KOHTPOJIS.

Cucrema 3HaHMil MO JUCHMIUIMHE «JIOKyMEHTMpOBaHME YHPAaBICHUECKOW JIEATENBHOCTH» (OPMHUPYETCS B XOJE AyIUTOPHBIX H
BHEAYIUTOPHBIX  (CAMOCTOSATENBHBIX) 3aHATHH. lIcronp3ys JIGKIMOHHBIA  Marepuan, Y4eOHHMKH U ydeOHble mOCoOwMs,
JIOTIOTHUTENBHYIO JIUTEPaTypy, IPOSBIAS TBOPUYECKHH IOAXOM, CTYyAEHT TOTOBHTCS K MPAKTHYECKUM 3aHATHSM, pacCMaTpHBas HX
KaK MOIIOJIHEHNE, YIIIyOJIeHHEe, CHCTeMaTH3alluI0 CBOMX TEOPETHUECKNX 3HAHMI.

Jnst OCBOCHMS TUCHMIUIMHBI CTYAEHTaMH HE00X0JUMO:

1. Ilocemarp JNeKMH, Ha KOTOPBHIX B CKaTOM M CHCTEMHOM BHJC H3JIAaraloTCs OCHOBBHI IHCIMIUIMHBL: JTAIOTCS OMNpENeNICHHUS
HOHSATHH, 3aKOHOB, KOTOPBIC IOJDKHBI 3HATh CTYAEHTBI; PACKPHIBAIOTCS 3aKOHOMEPHOCTH MOBEICHUS KOHOMHUYECKHX CyOBEKTOB.
CTyaeHTy Ba)KHO MOHSTH, YTO JIEKUHUSI €CTb CBOoeoOpa3Has TBopueckas (opma camocTosTenbHON paboTsl. Hamo meiTatbes craTh
aKTHBHBIM COYYACTHHKOM JIEKIHH: JyMaTh, CPAaBHUBATh U3BECTHOEC C BHOBbH NOJTY4acMBIMH 3HAHHSMH, BOWTU B JIOTHKY H3JI0XKCHUS




MaTepuanga JIGKTOpOM, CIEAUTh 3a XOAOM €ro MBICIEH, 3a ero apryMeHTalued, HaxXOIWTh B HeW Kaxymuecs BaMm ciaboctu. Bo
BpeMsl JIEKIMHM MOXKHO 3a/laTh JICKTOPY BOIPOC, KENATEIbHO B MHCbMEHHOH (opme, 4TOOBI HE MEIIaTh M HE HApyaTh JIOTUKU
npoBeneHus Jekiuu. CIymras JIeKIHUIo, cleayeT 3aHKCHpOBATH OCHOBHBIC HJIEH, MOJOKEHMs, 0000meHNs, BBIBOABL. Paborta Hax
3aIUChI0 JICKIIMM 3aBepIaercss goma. Ha cBexylo TroioBy (IOKa eme JeKus B IaMATH) HAag0 YTOYHHTH TO, YTO 3aIHCaHO,
000TraTUTh 3alUCh TE€M, YTO HE YAaloCh 3a(UKCUpOBAaTh B XOJ€ JIEKLUH, 3aMHcaTh B BHAE BOMPOCOB TO, YTO HAJO MPOSICHUTH, 1O
KOHLIA TIOHATH. BakKHO COOTHECTM MaTepHuai JIEKIMHM C TeMOW yd4eOHOH NHporpaMMbl M YCTAHOBHUTh, KAaKHE €€ BOIPOCH HAILIH
OCBCII[EHHE B IPOCITYIAaHHOW JIeKiH. Torna monesHo oOpamaThes M K ydeOHHKY. JIekums W ydeOHHK He 3aMEHSIOT, a JOTIOJIHSIOT
ApyT Apyra.

2. Iocemate MpakTUYECKHE 3aHATHS, K KOTOPBIM CleIyeT TOTOBHThCA M AaKTMBHO Ha HUX paboTaTh. 3aJaHue K MPAaKTHYECKOMY
3aHATHIO BBIAACT TMIpeNoJaBaTeNb. 3aJlaHWE BKIOYaeT B Ce0S OCHOBHBIE BOINPOCHL, 3aJadM, TECTHI W pedeparsl Uit
CaMOCTOATENbHON paboThl, muTeparypy. IIpakTudeckie 3aHATHS HAYMHAIOTCS C BCTYNHTENBHOTO CIIOBA IIPEMNOJaBaTeNs, B KOTOPOM
Has3bIBAIOTCA L€Nb, 3aJa4d M BONPOCHl 3aHATHS. B mpolecce NpoBeleHUs 3aHATHH TIpernojaBaTelb 3aJaeT OCHOBHBIE U
JIOTIOJIHUTENbHBIE BOINPOCHI, OpraHu3yeT uX oOcykneHHe. Ha mpakTHyeckux 3aHATHSX pEIIAalOTCs KOHKPETHBIE 3aladd 110
JIETIONPON3BOJICTBY, pa30MpAIOTCS TECTOBBIE 3aJaHMSA W 3aJaHUs, BBIJAaHHBIE U CaMOCTOSATENBHOW pabOTHI, 3aCIyIIMBAIOTCS
pedepaTuBHBIe BBICTyIIeHUS. CTyNeHTH, NPOMYCTHBIINE 3aHATHE, WIM HE MOATOTOBUBINUECS K HEMy, IPUITAIIAIOTCS Ha
KOHCYNbTallUI0 K TMpenojaBaTento. IIpakTudeckoe 3aHATHE 3aKaHYMBAETCsl MOJBEJCHUEM MTOTOB: BBIBOJAMHU IO TeME U
BBICTaBJICHHEM OLICHOK.

3. CucreMaTHuecKl 3aHHMATHCS CaMOCTOSITENBHON pPaboTOi, KOTOpas BKIIOYAaeT B ceOs M3ydeHHE HOPMATHUBHBIX JOKYMCHTOB,
MaTepuanoB y4eOHMKOB M cTaTell M3 SKOHOMHYECKOI IHTepaTypbl, pelleHHe 3ajad, HalMCaHue [OKIaNoB, pedepaToB, 3cce.
3aaHust A1 CAMOCTOSITENBHOM paOOTHI BBIIAIOTCS IIPEHOAABATEIIEM.

4. Tlom pyKOBOJACTBOM TMpemoJaBaTelNsl 3aHUMATBCS HAyIHO-HCCIENOBATENBCKOW pPa0OTOM, YTO MpearojaraeT BBICTYIUICHHS C
JOKIalaMH Ha HAYYHO-IIPAKTUYECKUX KOH(EPeHIUIX U IMyOIHKAIUIO TE3UCOB U CTaTel 10 UX Pe3yIbTaTaM.

5. Ilpu BO3HMKAIOIIUX 3aTPyAHEHUSAX IIPU OCBOCHUM AUCLUILIHHBI «JlOKyMEHTHPOBAaHME YIPABICHUYECKOH JEATEIbHOCTHY», IS
HEYCIEBAIOIIUX CTYJEHTOB M CTYJICHTOB, HE IIOCCLIAIOUIMX 3aHATUS, NPOBOAATCS €KEHEAENbHblE KOHCYIbTALlUM, Ha KOTOPBIE
NPUTIAIIAIOTCS HEYCIICBAIONINE CTYACHTBI, a TakKe CTYJACHTHI, HCIBITHIBAIOMHAE IIOTPEOHOCT B IOMOINM IIPENOJaBaTeNs IIpU
U3Y4CHUH OUCIUTLTUHEL.

ITpu n3ydennu qucuUIInHbL « JIOKyMEHTHPOBaHHE YIPABIEHYECKOH NEATEIbHOCTHY CIENYET YCBOUTD:

- TOKyMEHTUPOBAaHHOE 00ecTIedeHUE MPEANPHUITAN 1 OpraHU3aIIHii;

- COCTaB PEeKBU3UTOB JOKYMEHTOB U IIpaBUIIa UX O(opMIIeHNS;

- OpraHM3alIOHHO-PACIOPAAUTENbHbIE TOKYMEHTBI, PAaBUIIA UX COCTABIICHNUS;

- OpraHM3aIHIo pabOTHI C JOKYMEHTaMHU.

TpeboBaHMs, IPeIBABIACMbIE K BBIIIOIHEHNIO KOHTPOIBHBIX 3aaHui. [Ipy BBITOITHEHNH KOHTPOIBHBIX 3alaHUH CIEyeT:

1. ITosryduTh YETKU OTBET HA BCE BOIPOCHI, COAEPIKAIIIECS B KOHTPOJIBLHOM 3aJaHUH.

2. MakcuManbHO YETKO M3JIOKUTB CHOCOO BBINOIHEHHUSI KOHTPOJIBHOTO 3a/1aHHUSL.

3. OcopmuTs 3aaHNE B COOTBETCTBUH C IIPEABIBICHHBIMH TPEOOBAHHUAMH.

4. ITo BO3MOXHOCTH, OCYIIECTBUTH IPOBEPKY MOTYIEHHBIX PE3yIbTaTOB.

ITo comacoBaHHMIO € MperojaBaTeNeM WM 10 €ro 3aJaHui0 CTYJAEHTBI MOTYT TOTOBHUTH pedeparbl IO OTHCIBHBIM TeMaM
qucnuiuiHBL. OCHOBY JIOKIAJOB COCTaBISICT, KaK IIPaBHIIO, COJIEp)KaHHE ITOJTOTOBICHHBIX CTyIeHTaMH pedepatoB. KauectBo
ydeOHOH  paboOTBI CTYACHTOB IIpENOAaBaTeNb OICHMBA€T IO pe3ylbTaTaM TECTHPOBAaHMA M 3adeTa. 1ecTHpOBaHHE
OpPraHM30BBIBAETCA B KOMIIBIOTEPHBIX KIaccax. Bce BOMPOCHI TECTUPOBAHUS OOCYKHAIOTCS Ha JEKIMOHHBIX U IPAKTHYECKHX
3aHATHAX. IloAroTtoBka K 3ayeTy MpednojaraeT W3y4eHUE KOHCIEKTOB JIEKIMH, PEKOMEHAYyeMOH NuTepaTypsl M JApYyrux
HCTOYHUKOB, [IOBTOPEHUE MAaTEPUAJIOB TPAKTHUECKUX 3aHATHH.

IIPUJIOXKEHUA




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



