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1. OBIIASI XAPAKTEPUCTUKA PABOYEM ITPOI'PAMMBI YYESEHOM JUCIATIIIAHBI

1.1. MecTo iMcOMIVIMHBI B CTPYKTYPE OCHOBHOM 00pa30BaTe/IbHOM NPOrpaMMbl

VYuebHast aucuuiuinHa «J{OKyMEeHTalMOHHOE OOecreueHHe YIpaBiICHUs» SBISIETCS 00s3aTeIbHOMN
4acThio 00IIenpodeccuoHaIbHOTO IIMKJIa TMPUMEPHON OCHOBHOW 00pa3oBaTeNbHON MporpaMmbl B
cootrBercTBU ¢ PI'OC CIIO mo cnemumanpHocTH 38.02.01 DkxoHOMHMKAa M OyXraaTepckuid ydeT (Mo
oTpacisim).

VYuebnas npuctummaa OIL06 JlokymeHTanuoHHOe oOecreyeHne YIpaBiIeHUs O00ecreuynuBaeT
dhopmupoBanre MpodecCHOHATBHBIX U 00X KOMIETSHITUH 110 BceM Buaam aesrenbHoctd @I'OC CIIO no
cnermanbHocT  38.02.01. DxoHomMuka u Oyxrantepckuid yder (mo otpacisiMm). Ocoboe 3HaueHHE

aUcIHIUInHA uMeeT nipu popmuposanuu u pazsutuu OK 01, OK 02, OK 03, OK 04, OK 05, OK 09, TIK 1.1.

1.2. I_[e.m, U IVIAaHUPYEMBbIE PE3yJbTaThbl OCBOCHUSA TUCHUILIIIMHBI

B paMKax IIporpaMMbl yqe6H0171 AUCHUITIIMHBI O6y‘IaIOH_II/IMI/IC$I OCBAMWBAKOTCA CICAYIOIIUC YMCHUA U

3HAHUS
Kon Ymenus 3HaHus

1K, OK

OK 01 pacrno3HaBaTh 3a1aqy W/WIIN | aKTyaJbHBIN npodeCCHOHATBHBIN u

npobieMmy B mpo(ecCHOHAIBHOM | COIMATIBHBIA  KOHTEKCT, B  KOTOPOM
u/unn COLMAJIBHOM KOHTEKCTE; | IPUXOAUTCS paboTaTh M KUTh; OCHOBHBIE
AHAJIN3UPOBATH 3ajaqy W/WIK | AICTOYHUKM MH(QOPMALMK U Pecypehl s
npoOiieMy UM BBIAENATH €€ COCTaBHbIE | pellleHusl  3agady W 1pobieM B
YacTH; OMNpPEAENATh 3Talbl pPEleHUs | IPo(hecCHOHATBHOM W/MIN  COLMAJIbHOM
3a/la4y; BBIABIATh U A(P(PEKTUBHO | KOHTEKCTE;

UCKaTh HMH(pOpMAIMIO, HEOOXOAUMYIO | alTOPUTMBl  BBIMOJHEHUS  paboT B

JJIA peuieHu-d 3agaqdu /M HpO(l)eCCHOHaHLHOﬁ N CMCIXHBIX 06J'IaCT$IX;

po0JIEMBI; MeTOJIbl paboThl B MpodeccuoHaNbHON U
COCTaBUTh IJ1aH NEHCTBUS; | CMEXHBIX cdepax; CTPYKTypy IUIaHa AJs
OTIpeNIeIUTh HEOOXOIUMBIE PECYPChI; | pEIleHUs]  3a/a4;  IMOPSAJOK  OIICHKH
BIAJETh  aKTyaJbHBIMH  METOAAMHM | PE3YyJIbTaTOB pelieHus 3a1a4

paboTtel B mpodeccHoHaNbHONH U | MpodeCcCHOHATBLHOMN NEeITeTbHOCTH
CMEXHBIX  cepax;  pearn3oBaTh
COCTaBIIEHHBI  TUTaH,  OIEHUBATh

pe3yjabTaT MW  MNOCICACTBUA  CBOUX




JNEHCTBUM (CaMOCTOSITEIHHO WM C

MOMOILIbIO HACTABHUKA)

OK 02 OmpeneNaTh 3aJadd JUid  [OWCKa | HOMEHKIIATypa UH(POPMALIMOHHBIX
uH(popManuy; OIIPEETATh | HCTOYHUKOB HPUMEHSEMbIX B
HEOoOXO0MMBbIE HCTOYHHKH | IPO(ECCHOHATILHOM IEATeIbHOCTH;
uHpOpPMalLIMK; TJIAHUPOBAThH IPOLECC | MPHUEMbI CTPYKTYPUPOBAHUS WH(POPMAIIHH;
IIOMCKa; CTPYKTYypupOBaTh | popmar ohopMIICHUsT pe3yabTaTOB MMOMCKA
MOJIy4aeMyHo uHpopmanuto; | naGopmauu
BBIJICTATH HawOojee 3HAuYMMOE B
nepeyHe UMHPOpPMALKU; OLIEHUBATH
NPaKTUYECKYIO 3HAYHMOCTb
pe3yJbTaToB  MOUCKA;  O(QOPMIATH
pE3yJIbTaThl IOUCKA

OK 03 OTIpeNeNsTh aKTyaJIbHOCTH | COJIEP)KAaHHE AaKTYaJbHOWM HOPMAaTHUBHO-
HOPMAaTHBHO-TIPABOBOM NPaBOBOW JOKYMEHTAIlMH; COBPEMEHHAs
JOKYMEHTaIlMK B MPOQECCHOHATBHON | Hay4YHas u npodeccroHaIbHas
JeATENILHOCTH; NPUMEHATH | TEPMUHOJIOTHSI; BO3MOXHBIE TPACKTOPHUHU
COBPEMEHHYIO HAYYHYIO | TPO(ECCHOHATBHOTO pa3BUTHS u
MpOPECCHOHANIBHYI0O TEPMHUHOJIOTHIO; | CaMOOOpa3oBaHUs
OIIpEICTIATh " BBICTPaNBATh
TPAaeKTOPUHU npodeccuoHaIbHOIO
Pa3BUTHS U cCaMO0OOpa30BaHUS

OK 04 OpPraHW30BBIBaTh PabOTy KOJJICKTHBA | IICUXOJOTMYECKHE OCHOBBI JESITEIHHOCTH
U KOMaHJbl; B3aUMOJIEHICTBOBaTh C | KOJUIEKTHUBA, MICUXOJIOTHYECKUE
KOJIJIETaMH, PYKOBOJICTBOM, | OCOO€HHOCTH JIMYHOCTH; OCHOBBI
KIIMCHTaMHU B XOJIe | MPOEKTHOW JAEATEIbHOCTH
poeCCHOHAIBHON e TEIHHOCTH

OK 05 IpPaMOTHO H3JaraTb CBOM MBICIH U | OCOOEHHOCTH COLIMAIBHOTO U KYJIbTYPHOTO
opopMIATH JTOKYMEHTBI 10 | KOHTEKCTA; npaBuia oopmienus
npopeCcCHOHATBPHON  TeMaTHKE Ha | TOKyMEHTOB W  TOCTPOSHHS  YCTHBIX
rOCYJapCTBEHHOM SI3BIKE, TPOSIBIISATH | COOOIICHUH
TOJICPAHTHOCTb B pabouem
KOJIJICKTHBE

OK 09 MPUMEHSITh CpEICTBa | COBPEMEHHBIE CpPEJICTBA M yCTPOWCTBA




WH()OPMAITMOHHBIX TEXHOJIOTHUH ISt
pemieHus TpodeCCUOHATBHBIX 3a/1ay;
HCIIOJI30BaTh COBPEMEHHOE

IMporpaMMHOC obecneueHue

nH(pOpMaTU3ALINN; MOPSATIOK 170'¢
IPUMEHEHHS U IIPOrpaMMHOE
obOecrieueHne B NPOQecCHOHATHHOMN

JACATCIIBHOCTH

IIK 1.1

MPUHUMATH POU3BOJILHBIE
MepBUYHBIC Oyxranarepckue
JIOKYMEHTBI, paccMaTpuBaeMble Kak
MUCBMEHHOE JI0Ka3aTeJIbCTBO
COBEpILICHUS XO035IUCTBEHHOMN
omnepamuu W MI0JIy4YeHue

pa3pelicHus Ha ee IPOBE/ICHUE;
NPUHUMATh TICPBUYHBIC
OyxrajiTepckue JIOKYMEHTBI Ha

OyMaxHOM HocuTene U (WiIM) B BUIE

SJICKTPOHHOI'O AOKYMCHTA,
oAIMMCaHHOI'O BHCKTpOHHOﬁ
IOAIMNCBIO,

MMPOBEPATL HAJIMYUC B IPOHU3BOJIbHBIX

IIEPBUYHBIX OyXxraiarepckux
JOKyMEHTax 00s13aTeNbHBIX
PEKBU3HTOB;

NPOBOIUTHh (DOPMANBHYIO TPOBEPKY
JIOKYMEHTOB, TIPOBEPKY TI0 CYIIECTBY,
apu(pMETUUYECKYIO IPOBEPKY;
HPOBOJUTH TPYNIUPOBKY MEPBUYHBIX
OyXraJTepcKkux JOKYMEHTOB IO sy
NPU3HAKOB;

NPOBOJUTH TAKCHUPOBKY U KOHTHPOBKY
HNEPBUYHBIX OyXranTepcKux
JIOKYMEHTOB;

OpPraHU30BBIBATH JOKYMEHTOOOOPOT;
pa3duparbcsi B HOMEHKIIATYpe Ael;
3aHOCHUTH JTaHHbIE o

CTpYHIIUPOBAHHBIM ~ TOKYMCHTaM B

obmue TpeOoBaHUS K OYyXTaJITePCKOMY
y4eTy B YacTH JIOKYMCHTHPOBAHHS BCEX
XO3SIICTBEHHBIX JICUCTBUN U ONIEPALINIL;
MOHSATHE  TEPBUYHOM  OyXTaaTepcKoi
JIOKYMEHTAIUH;

ompesieliecHue TMEPBUYHBIX OyXTralTepCKUX
JIOKYMEHTOB;

hopmbl OyXraiaTepcKux

AOKYMCHTOB, COACPIKAIIUX 00s13aTeNIbHEIE

IICPBHUYHBIX

PEKBU3UTHI MEPBUYHOTO Y4ETHOTO
JIOKYMEHTA;
MOPSAIOK MIPOBECHUS MIPOBEPKHU

IMCPBUYHBIX 6YXI‘aJ'IT€pCKI/IX AOKYMCHTOB,

dbopMaIbHOW  TPOBEPKH  JTOKYMEHTOB,
MPOBEPKH IO CYIIECTBY, apUPMETUIECKOI
IPOBEPKH;
OPUHIUIBI M TPU3HAKH TPYHNIUPOBKU
MEPBUYHBIX OYXTaNTepCKUX JOKYMEHTOB;

MOPAI0K MMPOBCACHU A TaKCUPOBKHU n
KOHTHUPOBKHM MEPBUYHBIX OyXrajlTepcKuX
JIOKYMEHTOB;
HOPSIIOK COCTaBJICHUS pPETUCTPOB
OyXraiaTepckoro y4era;

IIpaBUjla M CPOKM XPAaHEHHUs IEPBUYHOMN

OyXranTepcKoil TOKyMEeHTallUu;




PETUCTPBI OYXTalITepCKOTO yUeTa;
nepenaBaTh MIEPBUYHBIE
OyxraiaTepckue JTIOKYMEHTBI B
TEeKYIIUH OyXTalITepPCKUIA apXUB;
nepenaBaTh MIepBUYHBIE
Oyxrajrepckue JIOKYMEHTBI B
MOCTOSIHHBI apXUB 1O HCTCUCHUH
YCTaHOBJICHHOT'O CPOKA XpaHEHUS;
UCIPABIATh OLIMOKKM B TMEPBUYHBIX

OyXTraJITepCKUX JOKYMEHTAaX;

OK 01

OK 02

OK 03

OK 04

OK 05

OK 06

OK 08
OK 09

OpPraHru30BbIBATH MW IIPOBOJIHTH

MEPOIPUATHS o 3aIuTe
HAaceJIeHuss  OT  HETaTUBHBIX
BO3JICHCTBUI YpEe3BbIYAHBIX
CUTYyalui;

IIpEeANPUHUMATh

npopMIaKTUYECKUe Mepbl  JUls
CHIDKEHHUs YPOBHS OIIACHOCTEM
pa3auMyHOrO  BMJA U HX
OCJIENCTBUNI B
poQeCCHOHAIBHON
JeSITEIbBHOCTH U OBITY;

HCIIOJI30BaTh CpeAcTBa
VHIUBULYAJIBHON u
KOJIJIEKTUBHOM 3aIUTHI oT
OpPY’KHSI MACCOBOT'O MOPAKEHUS,

MNPUMCHATH IEPBUYHBIC CPCACTBA
MOXapOTYyHICHUS

BJIAJIETH crocobamu
O0eckoH(IUKTHOTO OOILIEHUS U
CaMOpETyJISIIUM B MOBCEIHEBHOMN
JESTENIbHOCTH U JKCTPEMAIIbHBIX
YCIIOBUSX BOCHHOM CITYKOBI;

OKa3bIBaTh MEepBYyIO IIOMOIIIb
nocrpagaBIInM

OPUHLUIBL  O00ECHeYeHUss YCTOWYHMBOCTHU
00BEKTOB HKOHOMUKH, MPOTHO3UPOBAHUS
pa3BUTHS COOBITHI U OIIEHKU MOCTIEACTBUMA
npu TEXHOTEHHBIX YpE3BBIYANHBIX
CUTYallUsX U CTUXUUHBIX SBICHUSAX, B TOM
YuCjl€ B  YCJIOBUSX MPOTHUBOJACUCTBUS
TEPpOPU3MY KaK CEphe3HON  yrpose
HaI[MOHaJIbHOU Oe3omacHocT Poccuuy;

OCHOBHBIC BHU/IbI IIOTCHIUAJIbHBIX
OMAaCHOCTEH W WX TOCIEACTBUS B
npopeCCHOHAIBHOW  ACATENBHOCTH U
OBITY, MPUHIIUIIBI CHIKEHUSI BEPOSTHOCTH
UX pealn3alny;

33Ja44 M OCHOBHBIE  MEpONPHUATHUSA
IpaXJaHCKOH 0OOPOHBI;

CHOCOOBI 3alUTHl HACENEHUSI OT OpYXKus
MaccOBOI'0 MOPaKEHUS;

MCEPbBI HO)K&pHOfI 0e30IMacHOCTH U paBujia
0e30ImacHOro MOBCACHU IIPHU ITOKAPAX;

OCHOBBI BOEHHOW CIIy’)KOBI M OOOpPOHBI
rocy1apcTBa;

OpraHM3alMl0 M  MOPAJOK  TNpU3bIBa
rpaXJaH Ha BOCHHYIO CIyX0y WU
NOCTYIUIEHUss Ha He€ B JOOPOBOJIBHOM
MIOPSIJIKE;

OCHOBHBIE BHJIbI BOOPY)KEHHUS, BOCHHOMU
TEXHUKH W CIEUUATbHOIO CHApSKEHHUS,
COCTOSIIIIMX HA BOOPYXEHUH (OCHALIEHHUH)




OK 10 BOMHCKHX TOJIPa3ICIICHUN;

MOPSAOK M TpaBHia OKa3aHUS IEpBOM
MIOMOLIY OCTPAJABLINM.

JIMYHOCTHBIE Pe3yJibTAThI
peasu3anuy NporpaMMbl BOCIIMTAHUS
JIP 4 TlposBnstomuii 1 JEMOHCTPUPYIOMIMA YBa)KEHUE K JIOJSM TPyZAa, OCO3HAIOUINI IIEHHOCTh
coOcTBeHHOro Tpyaa. Ctpemsimuiics K GOPMUPOBAHUIO B CETEBOU Cpe/ie TMYHOCTHO U MPO(EeCCHOHAIBHOTO
KOHCTPYKTHUBHOTO «IIU(POBOTO CIEIA.
JIMYHOCTHBIE Pe3yJibTAThI
peajiu3anuy NpPorpaMMbl BOCIIMTAHHUS, Ollpe/leIeHHbIE 0TPACJIeBbIMU TPEOOBAHUSAMH
K J€eJJOBBIM KauyecTBaM JIUYHOCTH
JIP-13 CoOmronatomuii B cBoed Npo(EeCCHOHATBLHON NEATCIbHOCTH STHYECKHE IPUHIIUIIBL:
YECTHOCTH, HE3aBUCHMOCTH, TNPOPECCHOHATBHOTO CKENTUIIM3MA, MPOTHUBOJCHUCTBUS KOPPYIIUU U
AKCTPEMH3MY, O0JIaAIONINIl CHCTEMHBIM MBIIUIEHHEM U YMEHUEM MPUHUMATh PEIICHHUE B YCIOBUAX PUCKA
Y HEOIIPEICIICHHOCTH
JIP-14 T'0TOBBIN COOTBETCTBOBATh OKHMJIAHMIM paOdOTOAATEIICH: MTPOCKTHO-MBICIAIINHN, 3PHEKTUBHO
B3aWMOJICVCTBYIOIIMI C 4YJI€HAaMH KOMAaHIbl M COTPYAHUYAIOMIMI C JPYTUMH JIOJbMH, OCO3HAHHO
BBITIOTHSIONTNI TTpohecCuOoHanbHbIe TPEOOBaHMUs, OTBETCTBEHHBIN, MyHKTYAIbHBIN, TUCIUILTHHUPOBAHHBIH,
TPYIONIOOUBBIN, KPUTHYECKH MBICISIIUN, HAICJICHHBIH Ha JOCTWIKEHHWE TIOCTABJICHHBIX IIECJICH;
JEMOHCTPHUPYIOIMUN MPOo(dhecCHOHATBHYIO JKU3HECTOHKOCTh
JIP -15 OTKpBITHIN K TEKYIIUM U NEPCIIEKTUBHBIM U3MEHEHUSIM B MUpE TpyZa U mpodeccuid.

2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM JUCIHUILIIMHBI

2.1. O6beM yueOHOI TMCHUNJIMHBI M BHAbI Y4eOHOI padoThI

. O0bem yacoB o popmaM 00yUeHHUs

Bun yue6Hoii padoThl op Y
O4YHOe 3204HOE

O0bem oOpa3oBaTejbHOH MNpOrpaMmbl  y4eOHOI 48 3

THCHUTINHBI

B TOM YHCIIE:

TeopeTudeckoe oOydeHue 20 6

MPAKTUYECKHE 3aHITHS 20 2

CamocrosiTesqibHasi padoTa o0yuyaromerocs (Bcero) 8

7



HpOMe)KYTO‘IHaﬂ aTTrecranus

JuddepeHurpoBaHHbIN
3ayeT

JuddepenurpoBaHHbIit
3a4eT




2.2. TemaTH4ecKHii IJIaH U co/iep:kaHue y4eOHOI TuCIMIIMHBI «/loKyMeHTalHOHHOe o0ecnieyeHHe YIPaBJIeHU D)

Ne yy, Koanl
3aHSATHSA O0BeM yacoB Mo KOMIIETEeHIHil,
Conep:xanue y4eGHOro MaTepuaJa, ¢opmam (dopMupoBaHHIO
HaumenoBanue o0yueHust
ATICIOB U TeM JabopaTopHbie padoThl M MPAKTUYECKHE 3aAHITHS, y KOTOPBIX
P caMoCTosiTeJIbHAsI padoTa 00y4aroIMXcst crmocoo0cTByeT
MEHT
OuHoe | 3204HOE deme
MPOrpaMMbl
OK 01-0.5,
Tema 1. 3HaueHUE W COJEpKaHWE TUCIUIUIMHBI «J[OKyMeHTarmoHHOe oOecrieueHue| 2 0,5 |[OK 09, OK 10,
BBenenue. JloxkymeHT ynpasiieHUs». [loHATHE TEPMHUHOB «IOKYMEHT», <«IOKYMEHTUPOBAHHEY, K 1.1
1 cUcTeMAa JOKYMEHTAMM  |[«IOKYMEHTAallMOHHOE  oOecreueHwe  ympaBieHHs».  YHUUKaIus U
CTaHJAPTHU3AIMH YIIPABICHYCCKUX TOKYMEHTOB.
CamocrosiTeibHas padora odyuaommxesi: [logrorosuts pedepar no teme| 4
«Hcropus pa3BUTHS JAIONPON3BOACTBAa B Poccumy
Tema 2. OpraHu3alMoOHHbIE JOKYMEHTBHI — YCTaB, YYpPCIUTEIbHBIC JIOTOBOp,| 2 0,5 |OK01-0.5,
OpranuzanmoHHo- TOJIOKEHHE. PacrmopsauTenbHble JTOKYMEHTBI — MPHKa3, PaclOpSKEHHME, OK 09, OK 10,
2 pacnopsiiuTeIbLHbIE yKa3aHue, MOCTaHOBJIEHHE, PENIEHHE, UHCTPYKIHUS, MPOTOKOL. IK 1.1
JAOKYMEHTbI
CnpaBouHo-uHGOPMAITIOHHBIE JIOKYMEHTBI: cityxeOHast 3ammcka,| 2 0,5
0OBSCHUTEIIbHAS 3aIHCKa, aKT, CTIIPaBKa, CIIyKeOHbBIE MMIChMa
3
IIpakTuyeckoe 3ansaTue 1. CocraBnenue u 0ohopMICHHE PACTIOPSIKEHUS 2 0,5
4
IIpakTnyeckoe 3ansTue 2. CocraBieHue U ohpopmiIeHUE NPHKa3a 2 0,5
5
6 IMpakTuyeckoe 3ansitue 3. CocraBicHHe W OQOpMIICHHE CIIy)keOHOTO| 2 0,5 |OK01-0.5,
HChMa, 00BICHUTEIHHON 3aITUCKH OK 09, OK 10,




CamocrosiTesibHasi padora odyuarommxcs: M3yauts [OCT P 7.0.97-2016

IIK 1.1

v Tema 3. JlokyMeHTupOBaHUE TPYIOBBIX MpaBooTHOWEHHH. CocTaB U OCOOEHHOCTH 1 OK 02, OK 04,
KangpoBasi noxymenTanust |0opMICHHUS JOKYMEHTOB IO JUYHOMY COCTaBY OK 05, OK 09,
OK 10
8 KommiekToBanue nuyHoro nena. ABrtooOuorpadus. Pestome. 3asBieHue o 1
npueme Ha paboTy. [IpuKasbl 1o TMYHOMY COCTaBY
9 IIpakTuyeckoe 3ansaTue 4 OdopMieHre NPUKA30B MO JTUYHOMY COCTABY 0,5
10
IIpakTuyeckoe 3ansatue 5 OdopmieHe CpaBoK, JOKIATHONW U CIyKeOHOM
3aIMCKH, aKTa.
11 IIpakTuyeckoe 3anatue 6 OdopmieHne TPyAOBOrO JOrOBOpa, MpHUKaza O
npreme Ha paboTy, 0(hOpMIIEHHE TPYIOBOH KHIKKH.
12 Tema 4. [Tonsitusa morosopa. Buasl qoroBopoB 1 OK 01-05,
JloroBopHO-nIpaBoBas OK 09, OK 10
13 JIOKYMEHTAIHSI [lpaBuna odopmiieHHsT TNPETEH3UOHHBIX mHUceM. @DOopMyIsip HCKOBOTO
3asBJICHMsI, TPeOOBaHUs K €ro 0(hopMIICHHUIO
14 IIpakTuyeckoe 3ansaTue / OdopMieHre 10roBopa Kymin-mpoaaxxu 0,5
15 IMpakTuyeckoe 3ansaTue 8 OhopMiICHHE TPETCH3NU
16 IpakTnyeckoe 3ausaTue 9 OpopmieHne NCKOBOTO 3asiBICHUS
Tema 5. CoctaB u yuer oObema JOKyMeHTOOOOpoTa mpennpusatuii. OpraHuzanus 0,5 |OK 01, OK 0.2,
IonsTHe paboTHI C BXOJAIIEH, UCXOAIIEH M BHYTPEHHEH TOKyMEHTaInen OK 04, OK 0.5,
17 JAOKYMEHT0000poTA, ba3pl naHHBIX [UId XpaHeHHs JOKyMeHToB. Pabora ¢ 3ampocamu. Pabota c OK 09, OK 10,

perucTpamnusi 10KyMeHTOB

OJICKTPOHHBIMHU JOKYMCHTAaMMU.

10

IIK 1.1




Tema 6. Homenknarypa nen. UnauBuayanbHblE, CBOJHBIE, NMPUMEpPHbIE M THUIIOBbIE| 2 0,5 |OK01-0.5,

18 Opranu3zanus HOMEHKJIATYPHI JIeI. OK 09, OK 10,
ONepaTuBHOIO u|[loaroToBka M MOpsAAOK mepenadu Aed B apXHUB. 3aKOHOJATEIbHBIE AKTHI U I[K 1.1
apXMBHOI'0 XpaHeHHs1 |HOpPMAaTUBHO-METOUYECKUE  JOKYMEHTBl [0  apXMBHOMY  XpPaHEHHIO
JOKYMEHTOB JIOKYMEHTOB.

19 IpakTnyeckue 3auaTus 10 @opmupoBanre HOMEHKIATYPHI Aea 2

20 IIpome:xkyTouyHas arrecranus- Aud@epeHMPOBaHHbINA 3a4eT
BCEI'O 48 8
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3. YCJOBUS PEAJIN3AIIMU TIPOTPAMMBI YUEBHOM JUCHHUIIINHBI

3.1. lna peanu3anuu nporpamMmbl Y4eOHON TUCIUIUIMHBI JOJKHO OBITH MPEAYCMOTPEHO
Clefylollee CIeUUalbHOe TMOMelleHne: KaOuHeT «JloOKyMeHTanmoHHOro  oOecTeyYeHus
yIOpaBICHUS», OCHAIIEHHBII 00OpyHOBaHMEM: IIOCAJ0YHBIE MeECTa IO  KOJHUYECTBY
oOydaromuxcsi, padouee MeCTO MpernojaBaTelis, 0CKa, CTEHAbI, AUAAKTHUYECKUNH Marepuall,
TEXHUYECKUMU CpPEJCTBAMH OOYYEHMs: KOMIIBIOTEpPbI, MYJIbTUMEAMIHOE 00O0pYyIOBaHHE,

IIPUHTED.

[Tomemienust iss caMOCTOSITENILHOW paboOThl 00yYArOMIMXCsl JAOJDKHBI OBITH OCHAIICHBI
KOMIIBIOTEPHOH ~ TEXHUKOM C  BO3MOXKHOCTBIO  MOJKIIOYEHHS K  HMH(POPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHON ceTn "MHTepHer" u obecredeHneM J0CTyHna B 3JIEKTPOHHYIO

nH(}OPMaLMOHHO-00pa30BaTENbHYIO Cpeay 00pa3oBaTebHOM Opranu3anuu (Mpy HATUYUH).

HepequL 060py,HOBaHI/I$I HC ABJIICTCA OKOHYATCIIBHBIM M MOXCT H3MCHATHCA B
COOTBETCTBUM € OCOOEHHOCTSIMU 06pa30BaTeJ’ILHOI71 OopraHu3aluu. HaanMep, BO3MO>KHO

JIOTIOJTHUTEIbHOE OCHALIEHUE IPUHTEPOM UJIU UHBIM TEXHUYECKUM CPEACTBOM.
3.2. AudopmannoHHOe obecnieyeHHe pean3aluu MporpaMmmMbl

Jlnga peanuzanuu MporpaMMbl OUOIHOTEUHBINH (GOHI 00pa3oBaTENbHON OpraHu3aluu
JIOJIKEH UMETh II€YaTHbIE W/WIN 3JIeKTPOHHBIE 00pa3oBaTelbHble U UH(POPMALIMOHHBIE PECYPCHI,

PEKOMCHAYCMBIX AJId UCITOJIB30BAHUS B 06p330BaTCJ'IBHOM mponecce

3.2.1. IleyaTuble U3TAHUA

1. bapuxun, A. b. Kanposoe nenonpousBoactso. IIpaktuueckoe mocobue / A.b.
bapuxus. - M.: Kawxkusiit mup, 2019.

2. Bacakxos, M.I. [lokymeHTanmonHoe obdecrieuenne ynpasienus / M.U.bacakos. - M.:
KuoPyc menna, 2020.

3. Kupcanoa, M.B., AkcenoB, IO.M. Kypc nenomnpousBonactsa. — M.: UTHOPA-M;
HoBocubupck: Cubupckoe cornamenue, 2021.

4. Kyznenos, U.H. JlokymeHTanmonHoe obecrnieuenne ymnpasieHus. JJokymeHTO000pOT
U JIeONPON3BOJICTBO: YueOHuK u npaktukym / MI.H. Ky3uenos. - JIro6epubr: FOpaiit, 2019.

5. [Ilanmacenko, FJ.A. [lenonmpou3BOACTBO:  JOKYMEHTAlMOHHOE  obecreueHue
ynpasieHus: Yuebnoe nocodue / F0.A. ITanacenxo. - M.: U1 PUOP, HUL] UH®PA-M, 2019.

6. Pympimnaa, JI.A. JlokyMeHTanoHHOE oOecriedeHune ympasieHus. — M., OUI]

«Axanemus», 2021.
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3.2.2. DeKTpOHHbIe U31aHU (JIEKTPOHHbIE pPecypchbl)

1. Kynéra, E.}O. JlokymeHTanmoHHOe oOecrieueHue ympasiieHus. — M., Axagemus —
Memua, 2014.

2. [Ilmenko, A.B., J[oponumna JLA. wu np. JlokyMeHTanmMOHHOE OOECIeUYCHHE
ynpasienus. — M., Akanemus —Menua, 2015.

3. CnpaBounas npaBoBas cucrema «KoncynpranT miroc»:http:// www.consultant.ru

4. CnpaBouHnas cuctema «l apanty. http://www.aero.garant.ru

3.2.3. lonoJHUTEIbHbIE HCTOYHUKH
1. Kypnan «/lenonpon3BoacTBO».
2. Kypnan «Cekperapckoe Jeno».

3. XKypnan «YmpaBieHue NepcoHAIOM.

3.2.4. HopMaTuBHbBIE 10KYMEHTbI

1. ®enepanbubiii 3akoH "O0 3nekTponHOM moanucu" ot 06.04.2011 N 63-D3.

2. ®enepanbublii 3akoH "OO0 wuHpOpMaMK, WHOOPMALMOHHBIX TEXHOJOTHSIX U O
samute uHGopmarmu” ot 27.07.2006 N 149-03

3. TOCT P 7.0.8-2013. HammonanpHbIi cTangapt Poccuiickoit @eneparnuu. Cucrema
CTaHJapTOB MO MH(poOpManKU, OMOIUOTEYHOMY M W3JATeIbCKOMY Jeny. Jleaonmpon3BoaCTBO U
apxuBHoe neno. Tepmunsl u omnpenenenus (yrB. IIpuxazom Poccranpmapra ot 17.10.2013 N
1185-cT)

4TOCTP 7.0.97-2016. Cuctema cTaHmapToB Mo HHPOpMALUU, OUOIUOTEUYHOMY U
m3natenbckomy gaeny (CHUBUJ]). OpranuzanimioHHO-pacmopsiAUTENbHAS — JOKYMEHTAIIHS.
TpeboBanus kK 0(hOPMIICHHUIO TOKYMEHTOB
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4. KOHTPOJIb
JUCIUIIVINHBI

N OILEHKA

PE3YJIbTATOB

OCBOEHUS YUYEBHOM

Pe3yabTarsl 00yyeHus

Kpurepum ouenku

MeToabI OLIEeHKH

B pe3ynbTaTe OCBOEHUS

JUCLUIIAHBI o0yyJaromuics
JIOJIKEH 3HAMb !

aKTyaJIbHBIN TPO(PECCHOHAILHBIN U
COLIMAJIbHBIA KOHTEKCT, B KOTOPOM
OPUXOIUTCA pPadOTaTh M KUTH,
OCHOBHBIE UCTOYHUKHU

UHPOpPMALIUK H  PECypChl  JUIS
pemieHus 3aaad M 1poOieM B
po¢eCCHOHATBHOM W/
COIIMAJIbHOM KOHTEKCTE;

QITOPUTMBI BBIIIOJIHCHUS PabOT B
npopECCUOHATIPHON M CMEXHBIX
001acTIX;

MCTOABI pa6OTBI B

MpOPECCHOHAIBHOW H  CMEXHBIX
chepax;

pemieHusd 3a4a4d; MOpPAOOK OILICHKU

CTPYKTYpy IUIaHa ISt

pe3yslbTaTOB  pELIEHUs  3ajad
poeCCHOHAIBHON e TENHHOCTH
HOMEHKJIaTypa HWH(GOPMAIMOHHBIX
UCTOYHUKOB  IIPUMEHSEMBIX B
npodecCHOHATIBHON IesTeIbHOCTH;
IPUEMBbI CTPYKTYpPUPOBAHUS
uH(pOopMaLnu; dbopmar
oopmieHus pe3ysibTaTOB IMOHMCKA
uHpopMaun
COJZIepKaHue aAKTyaJIbHOM
HOPMAaTHUBHO-IIPABOBOU

JOKYMCHTAIUU, COBpCMCHHAA

paciio3HaBaHUEC AJITOpUTMOB

BBITIOJTHEHUS pabor B

npoeccHOHATBHOM M CMEXKHBIX

O6J'IaCTHX; OIpeCACIICHUC METOJ0B

paboTtel B TNpOPECCHOHATBHOW |

CMEXHBIX BEIOOD

chepax;

OITpeIeIICHNE ONTUMAIBHOMN

IUIaHa JJi1  pCIICHUA

CTPYKTYPBI

3a/la4; IMOHHMAaHUC IIOpsAAKa OLCHKH

pe3yJIbTaTOB PCUICHUA 3aJa4d

npo(heCCUOHATILHOM  JEATEIHHOCTH;

BBIOOp  Hambojee  ONTHMAaIbHBIX

HCTOYHHKOB I/IH(1)OpMaI_II/II/I u
peCcypcoB Ijid PpCeHICHHUA 3aaad U

po6seM B mpodecCHOHATBFHOM H/WUITH

COLIMAJIbHOM KOHTEKCTE;
OPUEHTUPOBAaHHE B  AKTyaJbHOU
HOPMAaTHUBHO-IIPABOBOM

JIOKYMEHTALUH; COBPEMEHHOMN
HayyHOM W mpodeccuoHaIbHOU
TEPMUHOJIOTHH; MIOHUMaHHe
HICUXOJIOTHYECKUX OCHOB
JeSITeIbHOCTH KOJJIEKTHBA,
MICUXOJOTHYECKUX 0COOEHHOCTEN
JUYHOCTH;  BJAJeHUE  3HAHUSAMH
OCHOB paboTBl C JIOKyMEHTaMH,

MOATOTOBKMW YCTHBIX W IMHMCBbMCHHBIX

COOOIIIEHHNI; 3HaHWUE OCHOB

KOMHBIOTCpHOfI Ir'paMOTHOCTH, 3HAHHUC

OrneHka
pe3yabTaToOB
BBIIIOJTHCHUS
MIPaKTUYECKHUX
pador.

OrncHka
BBIIIOJTHCHUS
CaMOCTOSITENbHBIX
pador.

Tecr.

VYcTHbIi onpoc.
IInceMeHHBIN

orpoc.
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Hay4yHas M mpodeccruoHambHas

TEPMUHOJIOTHUS; BO3MOYHBIE
TPAeKTOPUH  MPO(HEeCCHOHATHLHOTO

Pa3BUTHA U CaMOO6p330BaHI/IH

IICUXOJIOTHUYCCKHEC OCHOBBI
NCATCIIBHOCTHU KOJJICKTHBA,
[ICUXOJOTHYECKHE  OCOOEHHOCTH
JUYHOCTH; OCHOBBI  IIPOSKTHOM
IEeSITEIbHOCTH

0COOEHHOCTH  COIMAJILHOTO U

KYJIbTYPHOTO KOHTEKCTa; IMpaBHJIa
odopmIIeHUS JIOKYMEHTOB u
MOCTPOCHUS YCTHBIX COOOIICHUH.

rPaMOTHO M3J1araTb CBOM MBICIH U
0hopMIIATH JIOKYMEHTBI o
npodecCHOHANBHOM TEeMaTUKe Ha
roCyJapCTBEHHOM A3bIKE,
MPOSIBISATH  TOJIEPAHTHOCTH B

paboueM KOJIJICKTHBE

COBpPEMEHHBIE CpencTBa u
yCcTpoiicTBa uH(pOpMaTH3AIINH;
MMOPAA0K nux MMPUMCHCHU A u
nporpaMmMHOe  OO€clieueHue B

pohecCHOHANBEHOM NesTENbHOCTH
npaBuja MOCTPOEHUS NPOCTHIX HU
CJIOKHBIX

NPEeJI0KEHU N Ha

npoQeCCHOHAIIbHBIC TEMBI;

OCHOBHBIE OOIIEYNOTpEOUTEIbHbIE

J1aroJisl (OpITOBas U
npodeccuoHaIbHAs JIEKCHKA);
JIEKCUYECKUI MHHUMYM,
OTHOCSIINNCA K OIHMCaHUIO

NPEJIMETOB, CPEICTB M IPOLIECCOB

MpaBHUJI HATMCAHUA U MPOHU3HOIICHHUA

CIIOB, B T.4. M MpodhecCHOHATbHON

JICKCHKH.
3HaHue bopm MEPBUYHBIX
OyXrajaTepcKux JIOKYMEHTOB,

colepkKaHus TAaKOW JOKYMEHTAallWH,
NOHUMaHue crnenuduk padoThl ¢
NIEPBUYHBIMH OyXraJTepCKUMHU

JOKyMEHTaMU
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npohecCHOHATLHON e TeNbHOCTH;

0COOEHHOCTH MIPOU3HOLICHHUS;
HpaBmIa YTCHUS TEKCTOB
poheCcCHOHATBHON

HaNpaBICHHOCTH o0mue

TpeOoBaHUSI K OyXraiaTepcKkomy
Y4ETy B YaCTH JOKYMEHTHUPOBAHUS
BCEX XO3SMCTBEHHEBIX JEUCTBUN U
Onepauuii;

MOHSTHE MIEPBUYHOMN
OyXxraiatepckoi T0KyMEHTAlUH;
omnpeaeieHue MIEPBUYHBIX

6}/Xl"a.]'ITepCKI/IX JAOKYMCHTOB,;

dbopmbl MEPBUYHBIX
OyXTaJITepCKUX JIOKYMEHTOB,
CoJIeprKaIInX o0s3aTenbHbIC

PEKBHU3UTHI NIEPBUYHOIO YYETHOIO
JIOKYMEHTA;

NOPSAJOK TMPOBEACHUS IPOBEPKU
NIEPBUYHBIX OyXranTepcKux
JIOKYMEHTOB, bopmanbHOU
IIPOBEPKU JTIOKYMEHTOB, IMPOBEPKU

[0 CYIIECTBY, apupMeTHyecKou

IIPOBEPKHU;
IIPUHIIMIIBI U IpU3HAKU
rPYHIIUPOBKU MEPBUYHBIX

OyXTaJITEPCKUX JTOKYMEHTOB,;
MOPSIOK TPOBEJACHUS TaKCHPOBKH
u KOHTHPOBKH MEPBUYHBIX
OyXTaJITEePCKUX JTOKYMEHTOB,;
MOPSIIOK COCTAaBJICHHUST PETHUCTPOB
OyXTaJTepcKoro y4era,

ImpaBujia n CpoKH XpaHCHUA
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NEPBUYHOMN OyXranTepcKoi

JOKYMEHTAILlUU

B pe3yabrare OCBOEHUS | BIQJICHUE aKTyaJlbHbIMU MeTonaMu | OueHka
JUCHUTITUHBI oOyuaronuiicss | paboTel B  MPOPECCHOHATBHOW U | Pe3yJIbTaTOB
JIOJDKEH ymMemp: CMEXHBIX  cdepax; 3(P(PEeKTUBHOE | BHIITOJHEHUS
pacrio3HaBaTh  3a7ady ~ W/WIM | BBIABICHME M IIOUCK HH(OpMALMH, | IPAKTUYECKUX
npobiemy B NpodecCHOHAIBHOM | COCTABJICHHWE ONTHMAJIBHOTO IUIaHa | pador.

W/WIM  COLMAIBHOM  KOHTEKCTE; | IEHCTBUM, aHAIN3 HeoOXoauMbIX it | OueHka
aHaM3UpOBaTh  3aJady  W/WIM | BBIIOJHEHUS  3aJlaHUsA, PECYpPCOB; | BBIIOJIHEHUS
npobieMy M BBIIENATH €€ | OCYIIECTBICHUE HCCIIEA0BATENLCKOM | CaMOCTOATENbHBIX
COCTaBHBIE YACTH;, ONPEACTATH | NEATEIHHOCTH, MPUBOISAIICH K | pabor.
ATaIbl PEIIeHUs 337a4H; BBISBIATH | ONTHMAIBHOMY pesynbTary; | Tect.

u 3 exTuBHO HCKATh
uH(pOpMaIKI0, HEOOXOIUMYIO s

pelIeHus 3a1a41 /Wi IpoOIeMBl,

COCTaBUTh JaH JICHCTBHS,
ONIPENEITUTD HEOOXO0IMMbIC
pecypcsl;

BJIAACTb AKTyaJIbHBIMHU METOJaMU

paboTel B TPOQPECCHOHAIBHOU U
CMEXHBIX cdepax;

COCTaBJICHHBIN IIJ1aH,

peanu3oBarhb

OLICHUBATh
pe3yapTaT M IOCIEICTBUS CBOUX
JeicTBUI (CaMOCTOSATENBHO WIIH C
MOMOIIBIO HACTAaBHUKA)

OonpeaAciiATb 3aJavyu JId TOUCKa

uH(pOpMaIINK; OTIpEeETSATh
HE00XOaIUMBIE HCTOYHUKHU
nH(pOpPMAIINH; TJIAHHPOBATh

IIPOLIECC TTOUCKA; CTPYKTYpUPOBATh

JEMOHCTpAIKs THOKOCTH B OOIICHUH

C KOJJI€raMuy, PYKOBOACTBOM,
IIOJYMHCHHBIMU u 3aKa34uKaMH,
IIPUMCHCHUC CpCacTB

I/IH(I)OpMaLII/IOHHBIX TEXHOJIOTUM I

peUICHUs HpO(l)eCCI/IOHaJ'IBHI)IX 3aaay;

s dexTuBHOE HCIOJIb30BAHNE
COBPEMEHHOT0 MIPOTPaMMHOTO
o0OecrieyeHus; KpaTko W YeTKO
(dhopMynupoBath CBOU MBICIIH,
nsjararb nux AOCTYIIHBIM JJISL

MMOHUMaHUsI crocoboM; 3P deKTrBHAs
pabota c NIEPBUYHBIMU

GYXFaJITCpCKI/IMI/I JAOKYMCHTaMU

YcTHBIN ompoc.
[TucemeHHbIM

OIpoc.
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M0JIy4aeM Y0 uH(pOpMaIHNIO;
BBIJICTATh HamOoJsiee 3HAYMMOE B
nepevyHe WHQPOpPMaIUU; OLICHUBATh
NPaKTUIECKYIO 3HAYHUMOCTb
pe3yJIbTaTOB MOUCKA; OPOPMIIATH
pE3yJIbTaThl IOUCKA

OTpeNneNsTh aKTyaJIbHOCTh
HOPMAaTHUBHO-TIPABOBOM
JOKYMEHTAIIUH B
npoecCHOHATTLHON JeSTeNLHOCTH;
PUMEHSTh COBPEMEHHYIO
HAYYHYIO PO eCCHOHATLHYIO
TEPMUHOJIOTHIO;  ONPEACISITh U
BBICTPANBATh TPaeKTOPUHU

MPOPECCHOHAIBHOTO Pa3BUTUS U

CaMOO6pa3OBaHI/I$I
OpPraHru30BbLIBATH pa60Ty
KOJIZICKTHUBa u KOMaH/bI,

B3aMMO/ICHICTBOBATh C KOJUIETaMH,
PYKOBOJICTBOM, KJIMEHTaMH B XOJi€
npodeccuoHaIbHOMN e TeTbHOCTH
IPaMOTHO H3JIaraTh CBOM MBICITH U
oopMIATH JOKYMEHTBI o
npodecCHOHATBLHON TEeMaTHKe Ha
roCyJ1apCTBEHHOM A3BIKE,
OPOSIBIATE  TOJICPAHTHOCTH B
paboueM KOJIIIEKTHBE

MPUMEHSITh cpeacTBa
UH(POPMALIMOHHBIX TEXHOJIOTH
JUISL petieHuss mpoQeCcCHOHATBHBIX
3aj1a4; MCIIOJIb30BaTh COBPEMEHHOE
nporpaMMHoOe oOecrieueHue

IIOHUMAaThb 06]].[1/1171 CMBICJI YCTKO
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MIPOM3HECEHHBIX BHICKA3bIBAaHUI Ha
H3BECTHBIC TEMBI
(mpodeccroHanbHbIC W OBITOBBIC),
[IOHMMaTh TEKCTHI Ha 0a30BbIE
npodeccuoHabHBIC TEMBI;
y4acTBOBaTh B  JMAJOrax Ha
3HAKOMBIE oo1me u
npodeccuoHaIbHBIC TEMBI;
CTPOUTH MPOCTHIC BBHICKA3BIBAHUS O
cebe 1 0 cBoel mpodhecCuoHaATLHOM
JIEATENBHOCTH; KpaTKO
00OCHOBBLIBATh U OOBICHHUTH CBOM
JIEUCTBUS (Tekyue u
IUTAHUPYEMBIC); IHCaTh MPOCTHIC
CBSI3HBIC COOOIICHMS HA 3HAKOMBIC
WA UHTEPECYIOIINe

HpO(i)CCCI/IOHaJ'IbeIe TCMBI

IMPpUHHUMATDH IIPOU3BOJIBHBIC
IIEPBUYHBIC Oyxraiarepckue
JIOKYMEHTHI, paccMaTpuBaeMble

KaKk MUCbMEHHOE J0Ka3aTebCTBO
COBEPUIECHUS XO3SIICTBEHHOM
orepanuu WA MOJTyYeHHE
paspelIeHus Ha ee IPOBEICHHE;

MPUHUMATH MepPBUYHBIE
OyxraJITepCcKhe  JOKYMEHTBHl  Ha
OyMaxxHOM HocuTene W (WiM) B

BUAC DOJICKTPOHHOI'O JOKYMCHTA,

MO CAHHOT O AJIEKTPOHHOU
MOJITHCEHIO;

MPOBEPATH HaJIm4une B
MIPOU3BOJIbHBIX IIEPBUYHBIX
OyXrajaTepcKux JIOKYMEHTaX
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00s13aTENbHBIX PCKBU3UTOB;,

POBOJIUTH (DOPMANIbHYIO IPOBEPKY

JIOKYMEHTOB, IPOBEPKY 1o
CYIIECTBY, apudmeTnyecKkymo
IIPOBEPKY;

MIPOBOJIUTH TPYIIIUPOBKY
MEPBUYHBIX OyXraiatepckux

JIOKYMEHTOB I10 PsIly IPU3HAKOB;
IIPOBOAUTH TaKCUPOBKY u
KOHTHPOBKY NEPBUYHBIX
OyXraJaTepcKux JOKyMEHTOB;
OpraHU30BbIBATH
JIOKYMEHTOO000POT;

pa3z0uparbcs B HOMEHKJIAType Ael;
3aHOCUTh JTaHHbIE 1o
CIpyNIHUPOBAHHBIM JIOKYMEHTAM B
PErUCTphl OYXTraJTepCKOro yuera,
nepenaBaTh [IEpBUYHbIE
OyxraJiTepckue  JIOKYMEHTHI B
TEKYLUI OyXranTepcKuii apxus;
nepenaBaTh IIEPBUYHBIE
OyxraJiTepcKue  JIOKYMEHTHI B
MOCTOSIHHBIA apXUB IO UCTEYEHUU
YCTaHOBJIEHHOT'O CPOKA XPaHEHUS;
UCTIPABIIATh OLIMOKHM B MEPBUYHBIX

OyXTaJITEPCKUX JOKYMEHTAaX;
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5. JIueT n3MeHeHuil U JONMOJTHEHHIl, BHECEHHBIX B pa004y0 MporpaMmmy

No HU3MCHCHUA, JaTa U3MCHCHU, No CTpaHHIlbl C U'3BMCHCHUCM

BbLJIO CTAJIO

OcHoBaHUeE:

HOI[HI/ICB Juna, BHECIICTO U3MCHCHUA
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