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JloKkyMeHTHpPOBaHHe YIIPABJIEHYECKOM 1esiTeIbHOCTH
pabouast mporpamma JAUCUUIUIMHBI (MOTYIIS)

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

Krammduxamms Bbakanasp
®opma 0OyueHUs 0YHO-3204YHAS
OO6mas TpyI0eMKOCTh 33ET

YacoB 1o yaeOHOMY IIaHy 108

Bunpl koHTpONs B cemecTpax:
B TOM YHCIIE:
3auer 7
ayAUTOPHBIE 3aHATH 24

CaMOCTOsTebHAs paboTa 84

Pacnpeneﬂeﬂue YaCcoB JUCHHUILIMHBI ITO0 CeMECTpaM

Cemectp
(<Kypc>.<Cemectp 7 (4.1)
Ha Kypce>) Hroro
Henens 17 1/6
Bun 3arsaTait v | PO | vmo PIT

Jlexunn 8 8 8 8
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B tom uncne uHT. 8 8 8 8
Uroro ayn. 24 |24 |24 |24
KonraxrHas pabora |24 (24 |24 (24
Cam. pabota 84 (84 |84 |84
HUroro 108 | 108 | 108 | 108




[Iporpammy cocTaBui(u):
cm.np., 3aiiyesa Haoeoxcoa Ilemposna

[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

, ono6pennpiit YuensiM coBetoM @I'BOY BO Uysamickuii 'AY ot 20.02.2026 t., mpoTokon Ne 09.

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 pe3yjabTaTe OCBOCHUS TUCHUILINHDBI Oﬁy‘lalﬂﬂll/lﬁCﬂ JOJIKCH

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)

HaumeHnoBaHue pa3ieioB U TeM /BH] Cemectp / | HacoB | Komneren- | Jluteparypa | Uute | Ilpak. | Ilpumeuanue
3aHATHA/ Kype 1107071 PaKT. | moar.
Pazgean 1.
Tema 1. JlokyMeHTHpPOBaHHOE OOECIICUCHHE 7 1 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 2 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 12 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 2 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 12 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 2 0 npoOnemMHas
pacnopsauTeNnbHble TOKYyMEHTBI, IpaBUila UX 4.2 YK-4.3 JI1.2J12.1 JIEKUUS
cocraBieHus /Jlex/ ITK-3.1 IIK- 2.2
3.2TIK-3.3 €|
Tema 3. Opranu3alioHHO- 7 2 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 12 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 1 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 2 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 12 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 1 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 2 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 12 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 1 YK-4.1 VK- JI1.1 0 0
JnokymeHTamu /JIex/ 42 VYK-4.3 JI1.2J12.1
ITK-3.1 IIK- 2.2
3.2TIK-3.3 91
Tema 6.0Opranu3zamust paboTsI ¢ 7 2 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 12 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 4 YK-4.1 VK- J1.1 0 0
JOKYMEHTOB IO JINUHOMY cocTaBy /IIp/ 4.2 VK43 JI1.2J12.1
IIK-3.1 IIK- 2.2
3.2TIK-3.3 31
Tema 7. CocraBnenue u opopMIIeHHE 7 12 | VK-4.1 VK- JI1.1 0 0
JIOKyMEHTOB I10 THYHOMY cocTaBy /Cp/ 4.2 VK-4.3 JI1.2712.1
IK-3.1 IIK- 2.2
3.2TIK-3.3 31
/3aqét/ 7 0 YK-4.1 VK- J1.1 0 0
4.2 VK43 JI1.2J12.1
IK-3.1 IIK- 2.2
3.2TIK-3.3 31

5. ®OHJI OHEHOYHbBIX CPEJCTB

5.1. IlpumepHBIii HepedyeHb BOIPOCOB K 3a4eTy

1. OCHOBHBIE «TEPMHHBI», «IIOHATHS» JOKYMEHTHPOBAHUE

2. Vicropus cTaHOBIIEHUS pa3BUTHUS CHCTEMBI AENONpPON3BoAcTBa B Poccun

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

4. Opranuzanus 1eJ0NpPOU3BOACTBA HA MPENIPUATHIX

5. HopmaTtuBHO-MeTOMUeCKast 6a3a AEIOMPOU3BOJICTBA.

6. ®dopmatsl Oymaru Juist opopMIIeHHST JOKYMEHTOB M MX Pa3Mepsbl

7. Pasmeps! moseli Ha GilaHKAaX JOKYMEHTOB

8. Branku NOKYMEHTOB: TOHSTHE, BUIBI U UX PEKBU3UTHI

9. PexBU3UTHI TOKyMEHTOB: MOHATHE, COCTAaB M IpaBUIa UX O(POPMIECHHS

10. VYri1oBo€ U MPOJOJIBHOE PACIONI0KEHHE PEKBU3UTOB Ha JOKYMEHTaX

11. Kriaccuduramus v QyHKIH JOKYMEHTOB

12. CocraB ynpaBIeHYECKUX TOKYMEHTOB MPENPHATHH.

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

14. PacmiopsiinTensHBIe TOKYMEHTHI, W3aBaeMble Ha IPHHIMIIAX KOJUICTHAJIBHOCTH: BH[BI, PEKBH3HUTHI U MIPaBHIIa UX
odopmIeHUs

15. PacnopsauTenbHble JOKYMEHTBI, U37[aBaeéMble B YCIOBUSX €AMHOHAUANMs: BUIBI, PEKBU3UTHI, MpaBUIa UX o(opmiieHus
16. JlokyMeHT0000pOT: MOHSTHE, KIacCU(HUKALU ¥ €0 OpraHU3aLys Ha MPEIIPHATHH.

17. IMopsimok pa®oTEI ¢ BXOIAINMHA, HCXOIAIIMMHI U BHYTPEHHAMH JTOKyMEHTaMHU

18. Perucrparus HOKyMEHTOB: BHIBI U MOPSAOK PETHCTPAIMU BXOISIINX, UCXOAAIINX U BHYTPEHHUX JOKyMEHTOB
19. HomeHwiaTypa nen: MOHATHE, BUABI, PEKBU3UTHI, (OPMHUPOBaHHE M 0(OPMIICHUE /eI

20. OpraHu3anoHHbIe TOKyMEHTHI: MOHSATHE, Ha3HAUCHHE, BUIBI M IpaBUiIa MX O(QOPMIICHHS

21. HudopmannoHHO-CIIpaBOYHbIE JOKYMEHTHI: BHIBI, HA3HAUEHHE, OCHOBHBIC PEKBH3HTHI, TIPaBHIA X O(GOPMIICHHS
22. CnyxeOHble (IeNoBble) MHChMa: Ha3HAUEHUE, BUBI TUCEM, PEKBU3UTHI, MpaBUia UX OPOPMIICHHUS

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

24. JIOKyMEHTHI IO JTHYHOMY COCTaBY IPEIIPHATHS: Ha3sHa4EHHE, COCTaB, 0COOCHHOCTH PadOTHI ¢ KaJpPOBBIMH
JOKyMEHTaMH

25. ITpykasbl 10 JIMYHOMY COCTaBY: BHABI U OCOOCHHOCTH MX OQopMiIeHHs

26. Bunsr 1 mopsiiok paboThl ¢ THCBMaMH U 0OpaIIeHUIMH TPpaXIaH

27. CoBpeMeHHBIE TEXHOJIOTHH JOKYMEHTAIMOHHOTO O0ECHEeUYCHHs YIPaBICHIECKOH NeITeTbHOCTH

5.2. IlpumepHBlii NepedyeHb BOIPOCOB K IK3aMEHY

He npenycMoTpeHo yaeOHBIM IIAaHOM

5.3. TeMaTHKa KypCcOBbIX padoT (KypCOBBIX IPOEKTOB)

He npenycMoTpeHO yaeOHBIM IIAHOM




5.4. DoHT OLIEHOYHBIX CpeacTB AJisl IPOBEICHUS TEKYHIE€ro KOHTPOJIs

Tembl 1OKIan0B

1.0co0eHHOCTH TICEMEHHOTO JICIOBOTO OOIICHHS.

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

3.CucteMbl JOKyMEHTOB.

4.0Opranu3alliOHHO-TIPABOBbIE JOKYMEHTBI.
5.PacnopsiiutenbHble JOKYMEHTBI.
6.MadopMannoHHO-CIIPaBOYHBIE JOKYMEHTEL.

7.PexBu3uThl okymMmeHTOB. O0s3aTenbHble U (haKyIbTaTUBHBIE.
8.PeKBU3HTEHI 1aTa, TIOAIICE B POCCHICKOM 1 3apyOS)KHOM JOKYMCHTOBE/ICHHH.
9. DTUKETHBIE aCIEKThI JeI0OBOTO MHUChMA.

10.2)KaHpbI NHCHMEHHOTO AETOBOTO OOIIEHUS.

11. 3aronoBok 1 Ha3BaHUE BUJA JOKyMEHTA.
12.ConpoBOAUTENBHOE MUCBMO K JOKyMEHTaM.
13.1upKyssipHbI€ IUCHMA.

14.ITpuka3ssl.

15.ITucpmo-noATBEPIKACHHE.

16.Teneonorpamma.

17.bnanku.

18.Tpadapetsi, HopMyIsapbl, N1a0IOHBI.

19. IIpereH3uOHHAs NEPENUCKA.

20. Kommepueckuii 3anpoc.

Tematuka scce

1. ba3a maHHBIX

2. bnank nokymeHra

3. JlenoBast mepenucka. DTUKAa U MpaBMIIa

4. JlokyMeHT0060pOT

5. JloKyMeHTOOOOpOT Ha KOMIIBIOTEpPE

6. JIOKyMEHTBI U UX KIacCH(pUKAIHS

7. JIOKyMEHTBI 110 TMYHOMY COCTaBy

8. JIOKyMEHTBI MO JINYHOMY COCTaBY U MX OCHOBHBIE BH[bI

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

10. 3amuTa JOKyMEHTOB

11. 3amuTa 3JeKTPOHHBIX JIOKYMEHTOB

12. UsroroBieHne qOKyMeHTa Ha KOMIIbIOTEPE

13. WudopmannonHO-cIIpaBoYHAs paboTa 10 JOKYMEHTaM Ha KOMIIBIOTEpE

14. WNHupopManoHHO-CIIPaBOYHBIE JOKYMEHTHI

15. Hctopus pa3BuTHs Ciyx0 TOKyMeHTaluu B Poccuu

16. Kraccnguxammm nOKyMeHTOB

17. KoHTpoap ucnonHenust JOKyMEHTOB

18. Haznauenune u ocHOBHBIE BUIBI MH(POPMALIMOHHO-CIIPABOYHBIX TOKYMEHTOB
19. HopmaTuBHBIE TOKYMEHTHI 110 JOKYMEHTAIIHOHHOMY OOECIICUCHHUIO YIIPABICHHS
20. OOBEKT U IpeIMET IeNONIPON3BOACTBA

21. Opranu3anun paboTsl ¢ JOKYMEHTaMH

22. OpraHu3alyoHHasl CTPYKTYpa MepcoHaia, 00ecIeynBalonero paboTy ¢ JOKyMEHTaMHU
23. OpranuzalnOHHbIE TOKYMEHTBI, UX Ha3HAYEHUE U BUJbI

24. OCHOBHBIE NIPHUHIIMITEI OPraHU3ALUN PAOOTHI C JOKYMEHTaMHU

25. [lepBUYHBIN TOKYMEHT

26. [IrucbMo, BHIIBI TTHCEM

27. IloaroToBka NOKYMEHTOB K apXUBHOMY XPaHEHUIO

28. [IpaBuia BHYTpEHHETO TPYAOBOTO PacCIOpsIKa

29. [Tpuxka3

30. Perucrpanus nokymeHTOB

31. PexBU3UTHI JOKYMEHTOB

32. Ponp undopManum B COBpeMEHHBIX OOIIECCTBEHHBIX OTHOLICHHSIX

33. CucreMa opraHu3allMOHHO-PACIOPAJUTENBHON TOKyMEHTaUI

34, Crioco0bl 3aKkperuieHus] HHPOPMALIUH TSl TOKYMEHTAITMOHHOTO HCIIOJIE30BaHHS
35. CranpapTu3anus B CHCTEMAax AEIONPOU3BOJCTBA

36. CtpykTypa OpraHuzaluu

37. TexHonorus XpaHeHus! TOKyMEHTOB

38. YHuduuupoBaHHasi CHCTeMa JOKyMEHTAIUN

39. YcTaB npeanpusTus

40. ®dopmupoBanue U 0hopMIICHHE JIET




6. YHEBHO-METO/JUYECKOE U THO®OPMAILIMOHHOE OBECIIEYEHHUE JUCHUIIIMHBI (MOAY JIS)

6.1. Pexomenayemas Jqureparypa

6.1.1. OcHoBHas JIUTEPATYypa

ABTOpBI, COCTaBUTENHU

3araBue

H3paTenscTBo, IO

Komnu-Bo

J1.1

Koponesa T. A.

JIoKyMEHTHPOBAHHUE YIIPABIEHUECKOM IEITETBHOCTH: yueOHOE
rocooue

Cankr-IlerepOypr:
CII6I'MKuT, 2020

DNeKTpoH
HBIN

pecypc

J1.2

Jleonona C. JI.

JloKyMeHTHpOBaHUE YIIPaBICHYECKOH NeATEIIbHOCTH:
IMpakrukym: yaebHOe mocobue

Mocksa: PTY
MUPDA, 2022

OneKTpoH
HBIA

pecype

6.1.2. JlonosiHuTEIBHAS JIUTEPATYpPa

ABTOpLI, COCTaBUTECIIN

3aryaBue

H3narenseTBo, rof

Konnu-Bo

J12.1

Makoseuxuii B. B.

JIOKyMEHTHPOBaHHE YIIPABICHYECKOMN IeATEBHOCTH: yueOHOE
rmocoouie

M.: KonocC, 2005

45

J12.2

TTomos B. H.

JIOKyMEHTHPOBaHHE YIIPABICHYCCKOH JeATeIBHOCTH: yaeOHOE
rmocooue

HoBocubupck:
CI'VBT, 2019

OIeKTpoH
HBIA

pecypc

6.2. Ilepeuensb pecypcoB HH(PpOPMAIHOHHO-TEJIEKOMMYHHKAIIMOHHOM ceTn "MHTepHeT"

€|

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

6.3.1 IlepeyeHb MPOrpaMMHOro odecnev4eHust

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 npaBoBas cucrema Koncynerantllnroc

6.3.1.1
3

OeKTPOHHBIN Hepuo uueckuii cripaBouHuK «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 | Project Expert 7 Holding

6.3.1.2 | OpenOftice 4.1.1

6.3.1.2 | 1C: IIpeanpusitue 8. Cenbckoe X03HCTBO. KommuekT 11t 00ydeHus B BBICUIMX U CpeAHUX Y3.

6.3.1.2 | «I[Tanopama 3EMJIEIEJIE»

6.3.1.2 | mennanpourpeiBarens VLC

6.3.2 IlepeyeHb HHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1 | DnexrpoHHBIN IeproArdeckuil cripaBouHUK «Crctema TAPAHTY. I[TomHOTEKCTOBBIH, 00HOBIseMBIiH. JlocTym Mo
JIOKaJbHOM ceTu akaJeMUuu

6.3.2.2 | OnexrpoHHas OMONMMOTEYHAs crcTeMa u3naTenbeTa «Jlanby. [JoTHOTEKCTOBAs IIEKTpOHHAS 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

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUME JUCHUIIJIMHBI (MOAY JIS)

Aynuropus Bug pa6ot Haznauenue OCHAIIEHHOCTb

Cron mpenogasatens (1 mr.), cromsr (30 mrT.), crymbs (60 mt.), cTyn
npenonasatens (1 wmr.), nocka aynutopHas (1 wr.), Tpubyna (1 mr.),
35a Jlex YueOHast ayauTopust JIEMOHCTPAIIMOHHOEe ~ o0opynoBaHue (Oenmast  J1akoBasi MarHUTHO-
MapkepHass focka (1 mr.), mpoekrop Toshiba (1 mT.) m ydebHO-
HaIISLIHBIE TT0COOUS

JleMOHCTpalliOHHasT ~ TeXHUKa  (MHTepakTuBHas  jgocka  Hitachi
Starboard FX-63 D (1 mrt.), HOyrOyk Acer Asp T2370 (1 mt.),
mpoekrop Toshiba (1 1mT.)), cron mnoimpoBaHHBIH (3 INT.), CTOX
yaeHuueckuit (7 wr.), cron xommbloTepHbiit (11 mrt.), ctya (20 mwr.),
CTYJbsl, KOMIIBIOTEPHAsT TEXHHMKAa C BO3MOXKHOCTBIO IOJKIIOUEHUS K
cetm "MuTepHer" w® oOecredyeHMEM OCTyma B 3JIEKTPOHHYIO
nH()OPMAIMOHHO-00pa30BaTENbHYIO cpeay opranu3anuu (10 mr.)

ITomemienue st

236 CP .
CaMOCTOSTENFHON pabOThI

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

123 CP

CCron mpemnogasatens (1 mrt.), mapra 3-xMecTHast co ckameiikoit (10
mr.), cTyAabst (5 mT.), ctyn mpenoxaaBatens (1 mr.), mocka (1 mr.),
S51a YueOHast aynuTopust Tpubyna (1 1T.), JOeMOHCTpauUHOHHOE obOopyaoBaHue (DkpaH ¢
anekrporpuBosoM Electric Screen (1 mT.), mpoekrop Toshiba (1 mt.),
HOYTOYK Acer Asp T2370 (1 mr.)) 1 yaeGHO-HATIISAHBIE TOCOOUS

Cron mpenopmasatens (1 wr.), cronsl (6 mrt.), ctyabs (18 mT.), cTyn
npenogasatens (1 wmr.), mocka (1 mir.), cron xommblorepHbiid (10
45a VYueOHast aynuropust mrt.), cTynbs (10 mT.), TeMOHCTparMOHHOe 00pyIOBaHUE (KOMITBIOTED
Intel G32603 3 GHz 3 M (10 mr.), monoTHO pynoHHOe (1 mT.)) H
y4eOHO-HAITISAHbIE TIOCOOHS

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

Meroauka M3ydeHHsT Kypca MPEAyCMaTPUBACT HApsAy C JICKUUSAMH W NMPAKTHYCCKUMH 3aHATUSMH, OPTaHH3AIHI0 CAMOCTOSATEIBHON
paboTHl CTYICHTOB, MPOBEJACHUE KOHCYAbTALMH, PYKOBOJICTBO IOKTaJaMH CTYICHTOB JJIs BBICTYIUICHHS HAa HAyJIHO-TIPAKTHYCCKUX
KOH(EPEHIHUSX, OCYIIECTBICHHE TEKYIIETO, IIPOMEKYTOUHOTO POPM KOHTPOJIS.

CucremMa 3HaHUH MO AUCHMIUIMHE «J{OKYMEHTHPOBAaHHE YNPaBICHUECKON MESITENbHOCTH» (OPMHUPYETCS B XOJ€ AyIUTOPHBIX H
BHEAYIUTOPHBIX  (CAMOCTOSITENBHBIX) 3aHATHHA. Vcmonb3ys JIEKIMOHHBIM  Marepuan, YdeOHHKH W ydeOHble Mmocoowus,
JIOTIOJTHUTEIBHYIO JTUTEPATYPY, TPOSBIISASA TBOPUYCCKHH ITOJMXOJ, CTYISHT TOTOBHTCS K TPAKTHUICCKHM 3aHSATHAM, PacCMaTpUBas HX
KaK MOTIOJTHEHHE, YIIyOIeH!e, CHCTEMATH3AIHIO CBOMX TEOPETHYECKIUX 3HAHHN.

JL1st OCBOCHUSI IMCIMILUTMHBI CTYACHTaMH HEOOXO0AUMO:

1. Tocemars JeKIMH, HAa KOTOPHIX B CKATOM W CHCTEMHOM BHJE H3JIararorcsl OCHOBBI JTUCIHUIUIMHBI: JAFOTCS ONpPEIeIICHHS
MOHATHUH, 3aKOHOB, KOTOPBIE JOJDKHBI 3HATh CTYAEHTHI; PACKPHIBAIOTCS 3aKOHOMEPHOCTH MOBEJCHUS JKOHOMHUYECKUX CYOBEKTOB.
CTyneHTy BaXKHO IIOHATh, YTO JIEKIMA €CTh CBOeoOpasHas TBOpUecKas (opMa caMOCTOSTeNbHOH paboThl. Hamo meITaThes cTaTh
AKTHBHBIM COYYaCTHHKOM JICKI[MH: JyMaTh, CPaBHUBATh WU3BECTHOE C BHOBH IMOJYJaeMbIMH 3HAHUSAMH, BOWTH B JIOTHKY H3JIOKCHHS
MaTepuaia JIEKTOPOM, CJICIUTh 32 XOJIOM €ro MBICIEH, 3a €ro apryMeHTalueld, HaXoJIuTh B Hell Kaxymuecs BaM ciaboctu. Bo
BpeMs JIEKIMA MOJKHO 3a/1aTh JIEKTOPY BOIPOC, XKEIAaTENbHO B MHChMEHHOW (hopMme, 4TOOBI HE MEUIaTh W HE HApyIaTh JIOTHKA
npoBeneHus Jiekiuu. Chylias JICKUUI, CIeayeT 3a(HUKCHpOBATH OCHOBHBIC HJCH, MOJOXKEHHs, 0000LIeHHs, BHIBOAbL. Paborta Hax




3alHChI0 JIEKIMH 3aBepmiaeTca aoma. Ha cBexyro ronoBy (IOKa eImie JeKuus B MaMITH) HAfo0 YTOYHHTh TO, YTO 3allUCaHO,
000raTuTh 3aMCh TEM, YTO HE YAAIOCh 3a(UKCHPOBATH B XOJE JICKIWH, 3alMCaTh B BHJE BOIPOCOB TO, YTO HAJ0 HPOSCHUTH, JIO
KOHIIA TIOHATh. BakHO COOTHECTH Martepwan JeKIMH C TeMOW ydeOHOH MporpaMMBI W YCTaHOBHTH, KaKHe €€ BOIPOCH HAILIH
OCBCII[CHHE B MPOCITYIIAaHHOW JIeKiH. Torna monesHo oOpamaTses U K yueOHHKY. JIekuus u ydeOHHK HE 3aMEHSIOT, a JOTIOJIHSIOT
ApyT Apyra.

2. Ilocemary NMPAaKTUYECKHE 3aHATHSA, K KOTOPBIM CJIEIYeT TOTOBHUTHCS M AKTMBHO HAa HHUX pabOTaTh. 3ajaHHe K NPAaKTHIECKOMY
3aHATHIO BBIAAET TMIpeNoJaBaTeNb. 3aJaHWE BKIOYaeT B ce0S OCHOBHBIE BONPOCHI, 3aJadM, TECTRI M pedeparsl Uit
CaMOCTOATENbHON paboThl, MuTepaTypy. IIpakTudeckie 3aHATHS HAYMHAIOTCS C BCTYNUTENBHOTO CIIOBA IIPENOJaBaTels, B KOTOPOM
Ha3bIBAIOTCA LENb, 33Jadd M BONPOCHl 3aHATHS. B mpolecce mNpoBeneHUs 3aHATHH TpernojaBaTelb 3aJaeT OCHOBHBIE U
JIOTIOJTHAUTEIBHBIE BOIPOCHL, OpPraHM3yeT WX oOcykneHne. Ha mpakTWdeckmx 3aHATHAX peIaroTcs KOHKPETHBIE 3aJadd o
JIeTIONPOU3BOJICTBY, pa30MpPAIOTCS TECTOBBIC 3aJaHMS W 3aJaHUS, BBIJAHHBIE I CAMOCTOSATEIBHOM pabOTHI, 3aCIIyIIMBAOTCS
pedepaTuBHble BBICTyIUICHUs. CTymeHTH, NPOMYCTHUBIIME 3aHATHE, HIM HE MOJATOTOBUBINMECS K HEMy, IpPUITAIIAOTCS Ha
KOHCYNbTallMI0 K MpenojaBaTento. IIpakTudeckoe 3aHATHE 3aKaHYMBAETCSl IOJBEJCHUEM MTOTOB: BBIBOJAMHM IO TEME U
BBICTABJICHHEM OIICHOK.

3. CucremMaTHuecKkd 3aHHMAThCS CaMOCTOSITENBHON pPaboTOH, KOTOpas BKIIOYAaeT B ceOs M3ydeHHE HOPMATUBHBIX JOKYMCHTOB,
MaTepHalloB Y4eOHMKOB M CTaTeil M3 SKOHOMHYECKOH JIMTEpaTyphl, pelIeHHWEe 3ajad, HalucaHue JOKIaloB, pedeparos, 3cce.
3aaHus AT CAMOCTOSATENIFHOM pabOTHI BRIIAIOTCS MIPENOaBaTeIIeM.

4. Tlom pyKOBOACTBOM TIPEIIOJABATENS 3aHMMAThCS HAYIHO-HCCIIENOBATENIBCKON paboTOH, YTO MpeArojaraeT BBICTYIUICHHS C
JOKIalaMH Ha HAYYHO-IIPAKTUYECKUX KOH(EpeHIUIX U MyOIHKAIUIO TE3UCOB U CTaTel 10 UX Pe3yIbTaTaM.

5. Ilpu BO3HMKAIOIIUX 3aTPyAHEHUSAX IIPU OCBOEHUM AUCLUIUIHHBI «JlOKyMEHTHPOBAaHME YIPABIECHYECKOH JEATEIbHOCTHY», IJIS
HEYCIIEBAIOINX CTYJCHTOB M CTYACHTOB, HE IIOCCHIAIOMNX 3aHATHSA, NPOBOJATCS €XKEHEHENbHBIE KOHCYNbTallMM, Ha KOTOPHIE
NPUIIAIMIAIOTCS HEYCICBAIONINE CTYACHTBI, a TakKe CTYJACHTHI, HCHBITHIBAIOMAE IOTPEOHOCTh B IMOMOIIM IIpernojaBaTeNs IIpu
U3Y4EHUH AMCIUILIUHBL.

ITpu n3ydeHnn qUCHUIUIAHEI « JIOKyMEHTHPOBaHHE YIIPABICHUECKO eI TEIHOCTI CIIETyeT YCBOUTD:

- TOKYMEHTHPOBaHHOE 00ecnedeHIe MPEANPHATHH 1 OpraHu3aIi;

- COCTaB PEKBU3UTOB JOKYMEHTOB U IIpaBUIIa UX O(opMIIeHuS;

- OpraHM3allOHHO-PACTIOPAAUTENbHBIE TOKYMEHTBI, IPAaBUIIA UX COCTABIICHNUS;

- OpraHu3anuio paboTh ¢ TOKYMEHTAMHU.

TpebGoBaHUs, IpeIbABIAEMbIE K BBIIOIHEHUIO KOHTPOIBHBIX 3aaHui. [Ipu BBINOIHEHNH KOHTPOIBHBIX 3alaHUN CIedyeT:

1. ITosryduThb 4ETKUH OTBET Ha BCE BOIPOCHI, COAEPIKALIIECS B KOHTPOJIBHOM 3aJJaHUH.

2. MakcuMaIbHO YETKO M3JI0KUTH CIIOCO0 BBITOJHEHUS KOHTPOIBHOTO 3aIaHMS.

3. OcopmuTs 3a7aHNE B COOTBETCTBUH C IIPEABIBICHHBIMHA TPEOOBAHUAMI.

4. ITo BO3MOXHOCTH, OCYILIECTBUTH POBEPKY MOTYIEHHBIX PE3YNbTaTOB.

ITo commacoBaHWIO € IperojaBaTeNeM WM II0 €ro 3aJaHuI0 CTYJACHTBI MOTYT TOTOBHUTH pedeparsl IO OTHCIBHBIM TeMaM
qucnuiuiHBL. OCHOBY JOKIIAJOB COCTABISIET, KaK IIPaBHIIO, COJIEp)KaHME ITOJITOTOBICHHBIX CTyIeHTaMH pedepatoB. KauecTBo
ydeOHOH  pabOTBl CTYAGHTOB IpeNojaBaTelb OIEHMBAeT IO pe3ylbTaTaM TECTHPOBaHMA U  3adeTa. [ecTHpOBaHHE
OpPraHM30BBIBAETCS B KOMITBIOTEPHBIX KIaccax. Bce BONpOCH TeCTHpOBaHUS OOCYXKIAIOTCS Ha JEKIHOHHBIX U HPaKTHYECKHX
3aHATHAX. [loAroTOoBKa K 3adeTy MpedrojiaracT HW3ydeHHEe KOHCIEKTOB JIEKIWH, PEKOMEHIYeMOH JHTepaTypsl M JpYrux
HCTOYHHKOB, TOBTOPEHUE MATEPHATIOB NPAKTHIECKUX 3aHATHH.

MMPAJIOXKXEHUSA




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



