





PABOYAS ITPOI'PAMMA JUCIIAII/INHBI
JTOKYMEHTHUPOBAHUE YITPABJIEHUECKOW JEATE/IPHOCTH

Paspensl paboyeii mporpaMmsI
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3. CTPYKTYPA 1 COOEPXXAHWE NUCLIAITJINHBI
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5. YYEBHO-METOIMYECKOE 1 UTHOOPMAILIMOHHOE OBECITEYEHUWE OVCLUITIIHBI
6. MATEPUAJIBHO-TEXHMUYECKOE OBECITEUEHWE OVUCHUITJIMHBI

ITpusoxeHusi K padouyeii mporpaMme JUCIMILUIHHBI

o Tlpunoxkenue 1. AHHOTaLMsI paboueli IpOrpaMMbl
¢ TIpunoxenue 2. TeXHOTOTUU U GOPMBI 00yUeHUSA
o [Ipunoxenue 3. OHABI OLIEHOUHBIX CPEJCTB



1. OE/IM OCBOEHUSA JUCILUIIVIMHbBI

Lenbto 0CcBOEHUS AUCLUILIVHEI SIB/IsieTCst (POPMUPOBAHUE CIeAYIOIMX KOMITeTeHLUI:

OIIK-6 — crocobHOCTE WCIOb30BaTh COBPeMeHHble HH(OpPMAaLMOHHbIE TEXHOMOTMM W TPOrpaMMHbIe
CpeZCTBa MpH pellleHnH MpodeCcCHOHaMbHbIX 3a7a4

DOpMHUPOBaHHIO KOMITETEHI[UH CITY>KUT JOCTKEHUE CJIeIyIOLIUX Pe3y/IbTaToB 00pa30BaHus:
OIIK-6

3HAHUS:

- CTaHJAPThl YHU(ULMPOBAHHOW CUCTEMbI OPraHU3aLMOHHO-PAaCIIOPSIIUTeIbHOM JOKYMeHTaLUY;

- CyLL[eCTBYIOIMe YHU(HULMPOBAHHbIE CUCTEMbI JOKYMeHTaL1H;

- TeopeTWYecKWe OCHOBBI M 3aKOHOMEPHOCTU [OKYMEHTAL[MOHHOTO obecriedeHUs YITpaBieHuYeCKOH
ZlesiTe/IbHOCTH;

- TEXHOJIOTHIO Pa3pabOTKU U TIpaBwsia 0(hOpPM/IEHUS] OpPraHW3al[MOHHO-TIPABOBbIX, PACIOPSAUTENBHBIX U
H($OPMALIMOHHO-CITPABOUHBIX /JOKYMEHTOB;

- 3aKOHOJare/lbHble, HOPMaTHMBHble U TIpaBOBble aKThl, perJaMeHTHPYHOLUe JAOKYMeHTHUpPOBaHUe
yrpaBieHYeCcKoi [1esTeJIbHOCTH;

- TpebOBaHUS K COCTaBjeHHIO, OGMOpPMJIEHHIO YHUGUIIMPOBAHHOW CHCTEMBI OpPraHU3allMOHHO-
pacIopsauTenbHON JOKyMeHTalWu;;

YMeHUs:

- CJTyIIaTh, BOCIIPUHUMATH IOKYMEHTHYIO HH(POPMAL[UIO C yUeTOM KY/IBTYPHBIX U SI3bIKOBBIX Pa3/umi;

- COCTaBMATH [IOKYMEHTBl B COOTBETCTBHMM C TpeOOBaHUSMM YHU(QULMPOBAHHON CHCTEMBI
OpraHu3al[MOHHO-PaCMOPSAAUTeIbHON JOKYyMeHTaluy;

- BBISIBJISITH COCTaB HEOOXOJMMBIX JOKYyMEHTOB B KOHKDETHOM yTipaB/ieHYeCKOW CUTYaLy;

- CUCTEeMAaTU3UpOBaTh U 0060011]aTh JOKYMEHTHYIO WH(GOPMAIHIO, TOTOBUTDL CTIPaBKH, 0030DbI;

- pedeprpoBaTh, PeAAKTUPOBATh, PELEH3UPOBATh TEKCTHI;

- paboTaTth C HOPMAaTUBHOW, CrelMaJbHOW W 3aKOHO/ATENbHON JIUTepaTypod /il MPaKTHUeCKOTO
TIPYMeHeHHUsI TIPY CO37laHuX ¥ 0)OPMIIEHUH JOKYMEHTOB;

- pa3pabarbiBaTh MPOEKTHI JOKYMEHTOB;;

HaBbIKU:

- BJIaJieTh 3aKOHOJATe/BbHBIMUA akTamMu PD B cdepe vHbOpPMauy U JOKYMEHTALMOHHOTO 00ecrieueHust
yIpaBjeHus, yKa3amu U pacropsbkenussmMu IIpesugenta P®, nocranosneHusmu IlpaBurenscrBa PO,
HOPMAaTHUBHO-TIDABOBbIMU aKTaMU (hefiepasbHbIX OpPraHOB, B 00/acTU JIOKYMEHTHDPOBAHMsS YIIpaBIeHYeCKON
ZIesiTe/IbHOCTH, TOCYZIapCTBEHHBIMHU CTaH[AapTaMH Ha JOKYMEHThbI, YHU(DUIIMPOBAaHHBIMU CHCTEMaMH Ha
JOKyMeHTaLMH W OOL[EPOCCUHCKUMHU  K/IacCU(UKAaTOPaMU  TeXHUKO-3KOHOMUYECKOW M COLMaIbHOMN
vH(opMaLy;

- ACTI0/Ib30BaHUsI COBPEMEHHBIX CITIOCOO0B M TEXHOJIOTHHN CO3/laHUsI IOKYMEHTOB;

- TIpUMEHEeHUs] METOJIOB KOMIIbIOTEDHBIX TEXHOJOTHH 1o cbopy, 00paboTke, mepenauu, aHaaM3a
TOKYMeHTHOU nHGOopMalvy;

- aZIarTUPOBATh K KOHKPETHBIM YCJIOBUSIM U HUCIIO/H30BaTh TIPOTPAMMHBIE TIPOAYKTHI /I/Is1 COCTAB/IeHus,
oopmsieHHs1 OpraHKW3aLMIOHHO-PACTIOPSAUTeNbHON JOKYMeHTalWH U OpraHri3alii JOKyMeHTo000poTa;

- CaMOCTOSITeNIbHOTO TpUOOpeTaTsk HOBble 3HAHWM, WCIIONB3ys COBpPeMeHHble o0pa3oBaresbHbie
TeXHOJIOTUH;.



2. MECTO ANCIIMIIVIMHBI B CTPYKTYPE OOII BO

Muciynmna JOKYMEHTUPOBAHUE YITPAB/TEHUECKOU JEATE/TBHOCTMU sinsietcs
JIVCLIUTUTMHOW 00s13aTe/IbHOM YacTH 0/10Ka 1 nporpamMMel TIOATOTOBKH 10 HarpasieHuto 38.05.01
DKoHomuueckas 6e3onacHocmb.

CopepxaHue [UCLMIUIMHBL SIBASIETCA JIOTMYeCKUM Ipogo/pkeHueM gucuuiuiviH: BBEJEHUWE B
IMPOPECCHUOHAJ/IBHYHO JEATE/IBHOCTD, OCHOBbI ITPABA, JEJIOBBIE
KOMMYHUKAIINN, IMPEAITPUHNMATEJ/IBCKOE ITPABO, BBEJEHUNE B
NMH®OPMAIIMOHHBIE TEXHOJIOTI'N.

Copep>kaHue OUCLIMILIMHBI SIBSIETCSI OCHOBOM Jy1s1 ocBoeHus auctumuive: AJIMUHUCTPATUBHOE
IMPABO, BYXTAJ/ITEPCKASI (®MHAHCOBASfI) OTYUETHOCTHh KAK HWH®OPMAIIMOHHAS
BA3A TIPUHATHUA JOKOHOMMYECKHMX PEIIEHMI, KOHTPO/Ib ¥ PEBU3H4,
OPTAHU3AIIUA TNPEAIIPUHUMATE/IBCKOM JAEATEJIBHOCTH, OCHOBBI CMCTEMHOI'O
AHAJIN3A, CHUCTEMA  OIIEPATMUBHOI'O YUYETA W  VYIIPABJIEHUY, TEOPHUA
MEHE/[P)KMEHTA, XO3IICTBEHHOE ITPABO.

Hpe,ELBapI/ITGIIbeIe KOMIIeTeHILIH, CCI)OPMI/IPOBEIHHI:IE y 06yqa}0Lueroc51 A0 HadaJ/la u3yueHusd JUCLHUTIIMHBI:

¢ OIIK-5 — CrniocobeH oCyIecTBSTh MPOGheCCUOHABHYIO JeATeTbHOCTh B COOTBETCTBUM C HOPMaMH
npo¢ecCcoOHaNbHOM 3TUKHU, HOpMaMH TIpaBa, HOpMaTUBHBIMY MPAaBOBBIMU aKTaMH B C(pepe SKOHOMUKH,
WCK/TFOYAIOIMMU MPOTHUBOIIPABHOE TOBe/leHHe

¢ OIIK-7 — CniocobeH OHUMATh TIPUHLIUIILI pab0TEl COBPEMEHHBIX MHPOPMALIMOHHBIX TEXHOJIOTUN 1
WCTIOTb30BaTh WX JJIs PellleHus 3aZiad rpodeCCHOHAIbHON JesiTeTbHOCTH

¢ YK-4 — CrniocobeH MpUMEeHSITh COBPEMEHHbIE KOMMYHUKATHBHbBIE TEXHOJIOTHH, B TOM UHC/IE Ha
MHOCTPaHHOM(BIX) s13bIKe(ax), /ISl aKa/[eMUUeCKOro U MpodeCCHOHATBHOTO B3aUMO/IeMCTBUS

¢ YK-6 — CriocobeH oripe/ie/iAiTh ¥ peari30BbIBaTh IPUOPUTETHI COOCTBEHHOM /1eATETLHOCTU U CITOCO0BI
ee COBEepIIeHCTBOBAHUS HAa OCHOBE CaMOOLIEHKH 1 00pa30BaHUsI B TeueHUe BCel )KU3HU



3. CTPYKTYPA U COAEPXKAHUE JUCIIUII/INHBI

OO0111as TPY/I0EMKOCTh JUCITUTUTUHBI COCTaB/sieT 3 3.e., 108 u.

3.1. Copeprxanue (JUAAKTHKA) JHCLUATUTHHBI

Ay/MTOpHBIE 3aHATHS S
B KOHTaKTHOIi ¢hopme g%,
= @ = £
] 7]
& iE | g%
= o g S8 | §¢&
4 g = z Ex | ad
> E HaumeHoBaHHe Pa3je/ioB H JMJAKTHYECKHX eJHHHI] 8 8 E § E § 3] 5 g
4
8 2 8| B | Es| gEL ¢
= = g3 3'S ©
g 0% &
=
o
Pa3pen 1. JIoKkyMeHTHPOBaHHsA YNIPaB/IeHYeCKOH /1eiTe/IbHOCTH: 0CHOBHBIE TIOHATHS,
HOPMAaTUBHO-TNIpaBoBas 6a3a. OCHOBHbIE MOHSTHs JJOKYMEHTHPOBAHHUsI YIIPAB/IeHUeCKOM
[leATeNbHOCTH. YTIpaB/ieHue AoKyMeHTamMu. CHcTeMa ynpasieHusi JoKkyMeHTamu. Obias
P 4 XapaKTepHCTHKa HOPMaTHBHO-TIPaBOBO# 6a3bl JOKYMEHTHPOBaHUS YIIpaB/IeHueCKOi 13 6 4 P 7 15
nesTenbHOCTH. ITpaBoBast 6asa JOKyMEeHTUPOBaHHs yIIPaB/IeHYeCKOH esTeTbHOCTH.
CTaH/apThl B JOKYMEHTHPOBAHUM YIIpaB/ieHYeCKo JesTenbHocTH. Knaccudukaropsl 1
yHI/l('lJl/IL[I/lpDBaHHl:IQ CUCTEMBI JOKYMEHTAalluu. HOpMaTI/IEHl:Ie TIPaBOBbIE AKThI
MEe)XBeJOMCTBEHHOI'O ¥ BeIOMCTBEHHOI'O XapakTepa.
Pa3paen 2. Cucrems! JoKymeHTanuu. O611IepOCCHICKHe CHCTeMbI JOKYMEeHTALUH.
2 4 YHuULMpOBaHHbIe CUCTeMBI yTIpaB/ieHueCKoi J0KyMeHTaluK. YHU(PULIMPOBaHHbIe (POPMBI 19 9 6 3 10 17
OTpac/IeBOH JOKYMEHTaLUN.
Paszpen 3. Opranusanusi JOKyMeHT0ooGopoTa. [ToHsTHe U XapaKTepUCTHKH
2 4 10KyMeHTo060poTa. DTaribl JOKyMeHToo60poTa. J[oKyMeHTOO60POT UCTIOHUTEJIS. 19 9 6 3 10 17
OnTrMu3aLys JOKyMeHT0060poTa.
Pa3spen 4. OcHOBHBIE IPAaBU/Ia OPraHU3aLUK PadoThl ¢ JoKyMeHTaMu. OpraHu3aiys
paboTel ¢ fokymeHTaMu. OcobeHHOCTH OpraHu3alyy paboThl C BXOASIIMMY JOKYMEHTaMH.
2 4 OcobeHHOCTH OpraHu3aLyK paboThl C UCXOASIUMH JOKyMeHTaMU. OcoGeHHOCTH 19 9 6 3 10 17
OpraHu3anyy paboThl C BHYTPEHHIMH [JOKyMeHTaMH. PericTpariyis ¥ KOHTPOJIb MCTIO/THEHUst
JIOKYMEHTOB.
Paspen 5. CucremaTH3anus ¥ OpraHu3anys onepaTHBHOr0 XpaHEeHHs JOKYMEHTOB.
P 4 O61Me NPUHLKMIBI GOPMHUPOBAHHUS [ie/l, CHCTEMAaTH3aLMs U yueT JOKYMEHTOB OpraHu3aLiiu. 19 9 6 3 10 17
OL[EHKB 3HaUMMOCTH JOKYMEHTOB U OIlpe/ie/ieHHe CPOKOB UX XpaHEeHHU. XpﬂHeHI/le
JIOKyMEHTOB U JieJl.
P 4 Paspen 6. [lokyMeHTHpOBaHHe PaGoThI ¢ mepcoHanoM. Komriekc KapoBoi 19 9 6 3 10 17
JOKYMeHTaL[\u. ﬂOKyMeHTHpOBaHHe TipyeMa 1 yBOJIbHEeHHs pa60THl/IKa.
Bcero 3a 4 cemecTp 108 51 34 17 57 100
Bcero no gucuuninHe 108 51 34 17 57 100
3.2. AyAMTOPHBIA MPAKTHKYM
N Oo0neMm,
o
n/n HOMep U HAUMEHOBAHHE pa3jejia JUCIIUII/IUHBI Tema MNPAKTHYECKOIr'0 3dHATUA ayA.
JacoB
Pazpen 1. JlokyMeHTUPOBaHUs yIpaBieHYeCKon
A Hoxy P yrip [TpoekTupoBaHue OTAHKOB
1 AedTe/IbHOCTU: OCHOBHLIE MTOHATHUA, HOPMAdTUBHO- 2
OpraHu3alyu.
nipaBoBas Oa3a.
IIpoekTrpoBaHue 1 0popmiieHHe
2 |Pa3gen 2. CucTeMbl JOKyMeHTaLUU. P P bop 3
CTDYKTYPLI OpraHr3aljnu.
IIpoektrpoBanue 1 opopmiieHre
3 |Pa3gen 3. OpraHusaiys JOKYMeHT0000poTa. P P bop 3
IOTAaTHOI'O paCliMCaHus.
Paszen 4. OcHOBHbIE TIPaBU/Ia OpraHU3al[uK paboThI C
4 A p p M p OdopmiieHue mnicem 3
JOKYMEHTaMH.
5 Pa3,qen 5. CI/ICTEMHTI/BEIL]I/IH " OpraHu3anusi OCbOpMJ'IEHI/IE OpraHM3aljMOHHO- 3
OIrepaTUBHOT'O0 XpaHEHWS JOKYMEHTOB. pacropsaanTe/IbHbIX JOKYMEHTOB.
Pa3pa60TKa u O(bOpMIIEHI/Ie
6 |Pa3men 6. [IokyMeHTHpOBaHHE PabOThI C TIEPCOHA/IOM.  |[TOJIOXKEHHS O CTPYKTYPHOM 3
rmoapasaejeHruun.
Bcero 3a 4 cemecTp 17
3.3. CamocTosnTenbHas padora crygenta (CPC)
No Homep 1 HauMeHOBaHHe pa3jiesa O6bem,
CopepkaHue yueOHOro 3aJaHus
n/n AUCHHHUII/TMHBI JacoB
Paszpen 1. JlokymeHTHpOBaHUA YrnybnéHHoe u3ydeHue U peeprupoBaHye
1 ynpaBnqueCKoﬁ AedaTe/IbHOCTH: CHeL[I/IaJH:HOI‘/JI JIMTepAaTyphl, IEKIITUOHHOT'O MaTepHradJjia 7
OCHOBHBI€ TTOHATHSA, HOPMATHUBHO- 110 BOIIPpOCaM pa3szesia 1. BrirnosiHeHue BH,E[aHHﬁ.
mpaBOBas basa. HO,Z[FOTOBK& K 3a4eTy.
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2 |Pa3gen 2. CucTeMbl JOKYMEHTALMKU. |YTyOnéHHOe u3yueHue u pedeprpoBaHue 10
CrieLiuabHOM JIMTepaTyphl, JeKLMOHHOI0 Marepuania
T10 BOMIpocaM pasziena 2. BrlnonHeHue 3aaHNM.
[ToaroroBka K 3ayerty.
Yrny6néHHoe u3yueHue U pedeprpoBaHye
3 Pasgen 3. Opranusarus crieLianbHOM JIMTeparypkl, IEKLMOHHOIO MaTeprarna 10
IOKyMeHTooOopoTa. T10 BOTIpocaM pasziena 3. BrinonHeHne 3ajaHui.
IToaroroBka K 3auerty.
Pasgen 4. OCHOBHbIE MPaBWIA YFJ'Iy6J'IEHHOS u3yyeHue U pedeprupoBaHUe
crieLianbHOM IMTepaTypkl, IEKLMOHHOTO MaTepyarna
4  |opraHusaruu paboThl C ~ 10
T10 BOIpOCaM paszesna 4. BeinosiHeHue 3a/laHui.
JIOKyMeHTaMH.
IToaroroBka K 3ayery.
Paszien 5. CuCTeMaTH3aLys 1 YI“J'IYGJIEHHOS v3yJeHue U pedeprpoBaHue
CreLjaJbHOM JINTeparyphl, JEeKLMOHHOI0 Marepuasnia
5  |opraHu3aLus ornepaTMBHOIO o 10
T10 BOTpOCaM pa3sgesna 5. BrinosnHeHve 3a7jaHui.
XpaHeHUs JOKYMeHTOB.
IToproroBka K 3avery.
YrnybnénHoe u3ydeHuie U pedeprupoBaHye
6 Pa3pen 6. [JokymeHTHpOBaHHe CrieLabHOM JIMTepaTyphl, IEKI[MOHHOIO MaTeprara 10
paboTHI C TIEPCOHAJIOM. T0 BOIpOcaMm paszena 6. BeinosHeHue 3ajaHUi.
ITogroroBka K 3auerty.
Bcero 3a 4 cemecTp 57
4. ®OPMbI KOHTPOJISA OCBOEHUA ANCIIAITI/IMHBI
CEMECTP HEJE/IN CEMECTPA
1 2 3 4 1|56 7 8 9 10{11] 12 (13| 14 |15/16 17
3az. 3an. 3az. 3af,. 3af,. 3ap. Bonp. 3au,
4 CPC CPC AP CPC CPC AP CPC CPC AP 3au.
YcnoBHble 0003HAUEHUS:
¢ TP — nuiarHoCcTHYecKas pabora;
¢ 3an. CPC — 3aziaHus Jijii CaMOCTOATE/TbHOM PaboThI;
e Bomnp. 3au — BOIPOCHI K 3a4eTy;
e 3au. — 3ayer.

Tekyuid KOHTPOJ/Ib YCIIeBaeMOCTH CTYIEHTOB MTPOBOJUTCS B [IICKPETHBIE BpeMeHHbIe NHTepPBaJIbl B
cnenyromux dhopmax:

[IMarHoCTUYeCKasi pabora;
3a/laHuUs [/l CaMOCTOSATETbHOM PaboThI;
BOIIPOCHI K 3aUeTy.

HpOME)Ky'TO‘lHaH dTTecTalus IMpOBOJUTCA B Q)OpMaXZ
3a4yert.
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5. YYEBHO-METOJIMYECKOE 1 THO®OPMAIIMOHHOE OBECIIEUEHUE
TCIUATUIVHBI

5.1. OcHOBHas JiMTeparypa no JUCLUILIMHE:

1. . K. KopHees, A. B. ITienko, B. A. Mamypies. . JJoKyMeHTHpOBaHHe yIpaBlIeHYeCKOU [esTeTbHOCTH.
Mockga: FOpaiiT, 2022, a51. pec.

5.2. JlononHUTebHASA TUTeparypa o JUCLUIUIVHE:
He TpeOyeTcsi.
5.3. Ilepuoguueckue U3gaHus:
1. ABromarusaiys IpoLeccoB yIpaB/ieHus;
2. Kagposoe feno;

3. COL[I/I&J'ILHLIE U T'YMdHUTapHBIE 3HAHUA.

5.4. TlepeueHb pecypcoB UH(OPMAI[HOHHO-TEIEKOMMYHHKAITMOHHOW ceTH "VIHTepHeT", HeoOXOAUMBIX /ISt
OCBOEHUS! TUCIUTUINHBI, 3/IEKTPOHHBIE OMO/THOTEUHbIE CUCTEMBI:

1. https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti — Or6ka 404. Dta cTpaHuIia
ceituac HegocTynHa — O6pa3oBaresbHas Tuiatdopma «HOpaiiT». 1711 By30B U CCY30B.;

2. https://urait.ru/bcode/489431 — TokymeHToBezieHue — OOpa3oBaTesbHas rmaatgopma «FOpait». s
BY30B U CCYy30B..

CoBpeMeHHbIe TPoQecCHOHaNBHBIE 0a3bl JAHHBIX:

1. https://rusneb.ru — HatmoHansHas ssekrpoHHast oubmioreka (HOB);

2. https://cyberleninka.ru/ - HayuHast snekTpoHHast 6ubnioreka «KubeprieHuHKa»;
http://www.rfbr.ru/rffi/ru/library - ITonHoTekcToBast 3/1eKTpoHHas 6ubmoTeka Poccuiickoro dhoHga
(hyH/IaMeHTaTbHBIX UCC/IeIOBAaHUH.

VHbopMalMOHHbIE CTIPaBOYHBIE CUCTEMBI:
1. Texakcriept — VTHbOPMaIMOHHBIN TIOPTaI TEXHUUECKOTO peryupoBaHus: HopMel, ipaBuia, CTaHAAPTHI
PD;
2. http://library.voenmeh.ru/jirbis2/index.php?option=com_irbis&view=irbis&Itemid=457 - b1 TOCTog
cobctBenHoM redepaiuu BI'TY "BOEHMEX" um. [I. ®. YCTHUHOBa;
3. http://www.consultant.ru/- KoncynsranTtILntoc- nH(opMaliioHHbI# ITOpTas ITPaBoBOM MHPOPMALUH.
5.5. TIporpamMMHOe obGecrieueHue:;
1. Microsoft Office.

5.6. ndopmalioHHbIe TeXHOIOTUH:

B3anmogeiicTBre ¢ obyuaroumucs nocpegcrsom SMOC Moodle BI'TY «k BOEHMEX» um. [I.®. YctuHOBa.



6. MATEPUAJ/IBHO-TEXHUYECKOE OBECIIEYEHUWE JUCITUII/INHBI

6.1. JleKijnoHHbIE 3aHATHSA:

CreLa/IM3UpOBaHHbIe TpeOOBaHus 110 000PYZAOBaHMIO OTCYTCTBYIOT; ayAUTOPHUS C TIOCAZOUHBIMU
MeCTaMHU I10 KOJIMYeCTBY CTYZIeHTOB; [OCKa.

6.2. IIpakTHyeckue 3aHATHA:

1. ITpoekTop;
2. Microsoft Office.

6.3. Ilpouee:

1. pabouee MecTo rperiofaBaress, OCHaIleHHOe KOMITBIOTEPOM C JJOCTYNoM B VIHTepHerT;
2. pabourie MecTa CTYA€HTOB, OCHaIL|eHHbIe KOMITBEOTEPAMU C JOCTYTIOM B VIHTepHeT, npe/jHa3HaueHHbIe
I paboThI B 57IEKTPOHHOM 06pa3oBaTeNbHOU cpejie.



ITpunoxenue 1
K paboueli mporpaMme JUCHATTHHBI
AOKYMEHTUPOBAHUE YIIPAB/IEHYECKOU AEATE/IBHOCTHU

AnHoTanusa paboueii nporpaMMsl

Iucipnmuda JOKYMEHTUPOBAHUE YITPABIEHUYECKOM JEATE/IBHOCTHU spnsercs
JUCIIUIIMHOK 00si3aTe/IbHOM uYacTH ©0/i0ka 1 mnporpaMMbl TMOATOTOBKM 10 HarpasiaeHuto 38.05.01
ODKoHoMuueckass 6e3zonacHocmb. JIACLMIUIMHA — peajiu3yeTcss Ha (Qakynperere P MeXayHapogHOro
TIPOMBIIIVIEHHOTO MeHemkMeHTa W KommyHuKai BI'TY "BOEHMEX" um. [J.®. YcruHoBa kadenpoit Pl
MEHE/DKMEHT OPTAHU3ALIVN.

JucrunivHa HatjesieHa Ha hopMHpOBaHHe KoMhemeHYuli:
OITK-6 cr1ioco6HOCTh UCII0/Ib30BaTh COBPEMEHHbIe MH(OPMALMOHHbIE TEXHOJIOIMH M MPOrpaMMHbBIE Cpe/ICTBa
TIPU pellieHnH TIPode CCHOHAIBHBIX 3a/1au.

CopiepkaHue JWCLMIUIMHBI OXBaThIBaeT KPYr BOIMPOCOB, CBSI3aHHBIX C OpraHW3aljeil yrpaBjieHueCKoro
JIOKyMeHTO060pOTa, TeOPeTHUECKHEe OCHOBBI POJIM JOKyMeHTa ¥ WH(OPMAIMK B yIPaBIe€HUECKOM I1POLIeCCe,
€ro pa3BUTHH, CUCTEMaXx JI0OKYMEHTAI|iH, a TaK)Ke COBPeMeHHbIe TpeOoBaHuUs, IIPeIbsIB/IsIeMbIe K COCTAB/ICHHUIO,
oopmieHuro, ABWKEHUIO U 00pabOTKK OKYMEHTORB. PacKphIBAOTCS BOMPOCHI 3aKOHOMEPHOCTH 00pa30BaHMs
JIOKYMEHTOB, CIoCO6bl UX CO37aHus], (MYHKIMM, CBOMCTBA, CTPYKTYpa AOKYMEHTA, MPUHIIUITBI OpPraHW3al[iu
IOKYMEHT0000pOoTa.

[TporpamMmoi1 AUCLIUIIMHEI TIPelyCMOTPEHBI CJie[yIoIIe BH/bI KOHTPOJIS:

TeKyImuii KOHTPOJ/Ib YCIIEBAeMOCTH CTYIE€HTOB TIPOBOAUTCS B IUCKPETHbIE BpeMeHHble MHTepPBaJIbl B
cnenyrommx ¢popmax:
e /WarHocTuueckas pabora;
e 3a/]aHUs JJIs1 CAMOCTOSATe/IbHOM paboThl;
*  BOIPOCHI K 3a4eTy.

ITpomesKyTouHasi arrecTarjusi IIPOBOAUTCS B hopMax:
* 3aueT.

OOm1as TPyZ0EMKOCTh OCBOEHHUSI [UCLMIUIMHBI cocTaBiseT 3 3.e., 108 u. TIporpamMMol JUCIUMJIHHEL
TpelyCMOTPeHbI JIeK[IMOHHbIe 3aHATHS (34 4.), mpakTudeckue 3aHsaTHS (17 4.), camocTositenbHast paborta
ctyzeHrta (57 4).
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IIpunoxenue 2

K paboueli mporpaMme JUCHATTHHBI
AOKYMEHTUPOBAHUE YIIPAB/IEHYECKOU AEATE/IBHOCTHU

TEXHOJ/IOI'U 1 ®OPMbI OBYUYEHUA

PekoMeH/Jaliiy 110 0CBOEHHIO JUCHUILTHHBI /I CTyAeHTa

TpynoeMKOCTb OCBOEHMS JUCLMITIMHEI cocTaBageT 108 4., u3 HUX 51 4. ayJUTOPHBIX 3aHATHM, U 57 4.,
OTBe/|eHHbIX Ha CaMOCTOSITe/IbHYI0 paboTy CTyZeHTa.

PekoMeHzIalIK  TI0  pacripe/ie/ieHHI0  yueOHOTO BpeMeHU M0 BHJ]AM CAMOCTOSITE/TbHOM paboThl M

pasjeniam JVCIUI/IMHLI TIPUBE/IeHbI B TabTHIIE.

KoHTponb 0CBOeHUMs! AWUCLMIUVIMHBI IIPOM3BOAWUTCS B COOTBeTCTBUM C IlonokeHHMeM O TeKylleM,
py6eKHOM KOHTPOJIe YCIIeBaeMOCTH U TIPOMEKYTOUHOM aTTecTariiy 00yJarouxcsl.

®opMBbl KOHTPOJISI M KPUTEPUH OLIeHUBAHUs TIPYBe/ieHbl B TPUIOKeHHH 3 K Paboueii mporpamme.

HaumeHoBaHue padoThI

PexkoMeHpyemasi 1uTeparypa

TpyRoeMKOCTB,
Jac.

Pazpen 1. [IoKkyMeHTHpPOBaHHA yIIPaB/IeHYeCKOH {eATe/IbHOCTH: OCHOBHBIE NIOHATHS, HOPMaTHBHO-
npaBoBas 0a3a.

Yrny6néHHoe u3yueHue v pedeprpoBaHue
CrieliabHOM JIUTepaTryphl, IeKLHOHHOTO

. K. Koprees, A. B. [Tienko, B. A.
Mamypues. . JlIoKkymMmeHTUpOBaHMe

MarepwuaJia 1o Borpocam paszena 1. BoimonHeHue |yripaBrieHuecKo gestenbHOCTH: MoCKBa: 7
3aaHui. [logroroBka K 3ayery. FOpaiir, 2022 (1,2)

Wroro no pazzeny 1 7

Pazpen 2. Cucrembl JOKYMeHTaLMHU.
YrnybnénHoe uzydyeHue v pedeprpoBaHie N. K. Koprees, A. B. [Tienko, B. A.
CriellanbHOM JIMTeparypkl, 1eKLUOHHOTO MamypueB.u. [lokymeHTHpOBaHNe 10
MaTepuaJia 1o Bompocam paszena 2. BoimonHeHue |yripaBieHUeCcKo JedarenbHOCTU: MockBa:
3ajaHuil. [ToAroToBKa K 3aueTy. FOpaiirt, 2022 (2)

Wroro o pasgeny 2 10

Paspen 3. Opranu3sanus J0OKyMeHT0000poTa.

Yrny6néHHoe u3yueHue U pedepupoBaHUe W. K. Koprees, A. B. [Tienko, B. A.
CrieLlabHOM JIUTepaTyphl, IEKLHOHHOTO MamypueB.v. [JoKyMeHTUpOBaHue 10
Marepuasa 1o BorpocaM paszena 3. BelrosiHeHue |yIipaB/ieH4YeCKOM AesaTebHOCTH: MocKBa:
3ajaHuil. [logroroBka K 3avery. FOpaiir, 2022 (2)

Wroro no pasgeny 3 10

Pa3gen 4. OcHOBHBIE IPABU/Ia OPraHU3AUH PAdOTHI C JOKyMeHTaMHM.

Yrny6néHHoe u3yueHue v pedeprpoBaHUe . K. Koprees, A. B. [Tienko, B. A.
CriellanbHOM JIMTepaTypkl, 1eKLMOHHOTO MamypueB.u. [lokymeHTHpOBaHMe 10
MaTepuaJia 1o Borpocam pasfena 4. BoimonHeHue |yripaBieHUecKoi JesrenbHOCTU: MocKBa:
3a/aHuil. [ToAroToBKa K 3a4eTty. FOpaiir, 2022 (3,4,5)

Urtoro no pasgeny 4 10

Paspen 5. Cucremaru3anus ¥ OpraHu3anys OlepaTuBHOr0 XpaHeHHus J0KYMEHTOB.

Yrny6néHHoe u3yueHue U pedepupoBaHUe W. K. Koprees, A. B. ITiienko, B. A.
CrieLjuaJbHOM JIUTeparyphl, JeKLUOHHOTIO MamypueB.u. [JoKyMeHTUpOBaHue 10
MaTepua’ia 1o BonpocaM paszena 5. BelnonHeHue |yripaBieHUeCKOU fesTebHOCTHA: MoCKBa:
3afanuil. IToAroToBka K 3aueTy. FOpaiir, 2022 (6)

Wroro no pasgeny 5 10

Pazpen 6. [lokyMeHTHpOBaHHe Pab0THI C IEPCOHAIOM.

YrnybonéHHoe u3yueHue U pedeprupoBaHUe . K. Koprees, A. B. [Tienko, B. A.
CrielldanbHOM JIMTepaTyphl, 1eKLMOHHOTO MamypueB.v. [lokymeHTHpOBaHMe 10
MarepuaJia 1o BorpocaM paszena 6. BeinonHeHre |yripaBieHUeCKoU JiesiTenbHOCTHA: MOCKBa:
3ajaHui. [1oAroTOBKA K 3a4eTy. FOpaiir, 2022 (7)

Uroro no pa3peny 6 10
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IIpunoxenue 3
K paboueli mporpaMme JUCIATTHHBI
JOKYMEHTHPOBAHME YIIPAB/IEHUECKOU JESAITEJIBHOCTHU

®OH/JbI ONEHOYHbBIX CPEACTB

®DOoH/IBI OL[EHOUHBIX CPE/CTB, TIO3BOJISION1E OL[eHUThL Pe3y/IbTaTbl 00yUeHH s 10 JaHHOM AUCIUIIHHE,
BKJIFOUAKOT B Ce0s:

e UarHocTUYecKas paborta

e 3a/1aHUs [/l CAMOCTOSATETbHON PaboThI;
e BOIPOCHI K 3a4eTy;

e 3ayeT.

Kputepuu oneHuBaHus

Juarnocruyeckas pabora
[uarHocTtrueckast pabora mpoBogutcs B popme Tecta B SNOC Moodle:

e IIpU NIPaBUJILHOM OTBeTe MeHee yeM Ha 60% BOIPOCOB - He aTTeCTallys;
¢ TIpU MpaBWIBHOM OTBeTe Ha 60% BOTIPOCOB U OoJiee - aTTecTarysl.

3apaHus A1 CaMOCTOATEIbHON PadoThI

TemMaTHKa 3aaHUiA:
3amanue 1. TIpoeKkTUpoBaHUe GTAHKOB OpraHU3aIvy
CoCTaBuTb /I/1s1 MPOEKTUPYEMOM OpraHu3aluu 00IIHi 6J1aHK C MPO/IOJIBHBIM PACTIO/IOKEHHUEM PEKBU3UTOB U
GmaHK [/1s1 TUCEM C YIVIOBBIM PacIioyiokeHneM pekBr3uToB. Oba O/1aHKa JO/DKHBI COZIepXKaTh CeAyoLe
PEKBU3UTHL:
- Ha3BaHWe OpraHMU3alliy TI0JIHOe UM COKpallleHHOe C YKa3aHWeM OpraHu3aljiOHHO-TIpaBOBOM JOPMBI;
- UHH, KIIII opranu3saiuuy;
- [IOYTOBBIM afpec OpraHu3aLuyy;
- apyrue pekBu3nuTh! opranm3aipy (OI'PH, OKB3/], OKIIO) ro ycMOTpeHHI0 00yYaroIerocsi.
3aganue 2. IIpoekTupoBaHue U 0(hopMIeHHEe CTPYKTYPhI OpraHU3al[uu
CrpoekTupoBaTh U 0(OPMUTHL OPraHMU3aALIMOHHYI0 CTPYKTYDPY NPEATPUSTHS C IITaTHOW YMC/IEHHOCTBIO He
MeHee 100 yesnoBexk.
Twur opraHy3aliMOHHON CTPYKTYPbI BEIOMpPAeTCsi CTY/IEHTOM CaMOCTOSITE/TBHO B COOTBETCTBUU C BUJIOM
JlessTeIbHOCTU MPOEKTUPYEMOM OpraHr3aLyiy.
PexomeH/[yeTCs BBIZIE/TUTH 3aMeCTHTe el reHepaibHOrO AUPeKTopa Mo (hyHKIMOHATBHBIM HalpaBIeHHsIM
(HanmpuMep, TeXHUUYeCKUU JUPEKTOD, AUPEKTOP IO a[MUHUCTPATUBHO-X03SIMICTBEHHOM AeSTeJIbHOCTU U T.I1.).
B cTpykType opranu3saimu 06s13aTesbHO JA0/DKHBI PUCYTCTBOBATh TaKUe MO/[pa3/ie/ieHus, Kak OyXrairepus,
T/IaHOBO-3KOHOMUUECKWM OT/Ae, OTAes KaJipoB, KaHuenspus (otgen JOY), opuandyeckuil oTaern.
3apanue 3. [IpoekTripoBaHue U 0opmIieHHe IIITAaTHOTO PaCIMCaHMs
CripoekTupoBaTh ¥ 0)OPMUTH IITaTHOE PacrriCaHye Ha OCHOBAHUM OPTaHU3al[MOHHOW CTPYKTYPBI
TIpeJTpUATHS C INTaTHOM YMC/IeHHOCTBI0 He MeHee 100 yesioBek.
BrimosiHeHe 3a/jaHus IO/DKHO TIPOU3BOAUTLCS € UCTob3oBaHueM Microsoft Excel, Open Office Calc wim
JIPYrUX aHaJIOTMUHBIX TTPOrPaMMHBIX TTPOAYKTOB.
3aganue 4. OdbopMieHre OpraHU3alOHHO-PACIIOPSIUTETBHBIX TOKYMEHTOB
Cospars 1 0pOPMHUTE CJleflytollIFe BU/IbI OpraHW3aLlMOHHO-PACIIOPAAUTENbHBIX JOKyMEHTOB:
1. TIpoTtokon cobpanust akioHepoB (a1 AO u ITAO) unu cobctBeHHHKOB (/151 OO00). Lenb cobpanus
COCTOUT B U30pPaHUM HOBOTO TeHEPATBLHOTO AMPEKTOPA OpPraHu3aIfuy. JoroTHUTE/TEHO 00yJatoIMCs MOTYT
OBbITh UHUI[UATUBHO PACCMOTPEHBI JIPYTHe MYHKThI TOBECTKU [IHS.
2. Ilpyka3 reHepaibHOTO JUPEKTOpa 00 YTBEPXK/[€HUM HOBOM OpraHW3allMOHHOMN CTPYKTYPhI. TeKCT TprKasa
TIOMKMO BCET0 MPOoYero /J0/DKeH CoflepKaThb yKa3aHUe J0/KHOCTHOMY JIULY, OTBeYalolleMy 3a OCyli[eCTB/IeHUe
KOHOMHYeCKOH QyHKLWH, pa3paboTarh U Npe/ICTABUTE Ha YTBEP)KAEeHHe TreHepalbHOMY JUPEKTOpY IITaTHOe
pacrnucaHie Ha OCHOBAaHWM yTBEPK/I€HHOW OpraHU3allMOHHOM cTPYKTYphl. Ha 060poTe mprkasa opopMiisieTcst
JIucT cornacoBaHMs, CLIMCOK PAacChbUIKY, a Takke npuBoguTcsa @PVO ncnonHuTes, NoArOTOBUBLIETO [IPUKA3.
IMpuKa3 BBITIOIHAETCS HA TIPOZIO/ILHOM OJlaHKe.
3. TIpuka3 reHepanbHOTO AUpeKTopa 00 YTBepP)KIeHUH IITaTHOro paciucanusi. OdopMisieTcsi Ha 0CHOBaHUHU
npeAbIAyliero npukasza. Ha obopore riprkasa odopmisietcs JIMCT cOryiacoBaHUsl, CIIMCOK PACCHUIKH, @ TAKXKe
npuBogutcs PO ucromHATE NS, TOATOTOBHBIIEro MprKa3s. [IprKa3 BLIMOTHSIETCS Ha MPOJ0/IbHOM OlaHKe.
3aganue 5. OdopMieHHe miceM
OdopMUTb OT UMEHU OpPraHU3al[iy Ha YIJI0BOM OslaHKe TIMCHEMO PasHbIX BU/IOB. BU/IbI MTHCeM BBIOMPAOTCS
00yJarIMMcs CaMOCTOSITeTBHO, TIPU 3TOM CO/lepKaHKe TIHCeM JI0/KHO COOTBETCTBOBATh BUY JeSITeTbHOCTH
TPOEKTUPYEeMOTro NpeAnpuUsiTHs. B 1eBoM HIDKHEM YTy YKa3bIBalOTCSI KOHTaKTHbIE JaHHbIe UCTIOTHUTEJIS
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MKCbMa.

3azanue 6. Pa3paboTka 1 oopmiieHre TOI0KeHHsI 0 CTPYKTYPHOM T0Z[paszie/ieHiu

Paspabotars 1 0)OpMUTH MOMIOKEHHE O CTPYKTYPHOM Tozipa3zeneHnd. CTPyKTypHOe roJpaszieneHue
BbIOMpaeTcs CTyIeHTOM CaMOCTOsITe/TIbHO. CTPYKTYpHOE Tofjpa3zienieHue A0/DKHO ObITh BBIOPAaHO COTIaCHO
OpraHU3al[MOHHOM CTPYKTYpe.

Kputepuu ouieHBaHus:

OueHka "3auTeH0" BbICTABJISIETCS:

- IPY TIOJTHOCTBIO BBITIOJIHEHHOM 3a/laHWH, BO3MOXKHbI He3HAUUTEe/IbHbIe HeJl0UeThl;

- [IpY TIO/IHOCTBIO BBITIOJIHEHHOM 3a/laHuY, [IPY 3TOM UMEROTCs CyLlleCTBeHHbIe 3aMe4aHust 110 OHOMY U3
BOIIPOCOB 3a/jaHus WU B 1[eJIOM T10 3a/|JaHHI0 UMEIOTCSl He/loueThl U 3aMevyaHusl.

OreHKa "He 3auTeHO" BBICTAB/ISIETCS, €C/IM 3aJ,aHUe He BBITIOJTHEHO U/IU BBIIIOJHEHO C CYLeCTBEHHBIMU
3aMeuyaHUsIMHU.

Bonpocsl K 3auery
1. OcHOBHbIe MOHATHS JOKYME@HTUPOBaHUs YIIpaBaeHueCKOH /1esTebHOCTH.
. Cuctema ynpas/ieHUs JOKyMeHTaMH.
. [TpaBoBas 6a3a JOKyMeHTHPOBAHUSA YIIpaB/IeHUeCKOU /IeATeTbHOCTH.
. CTaHzapThl B JOKyMEHTUPOBAHUU yTIPaB/ieHUeCKOH JeaTe/TbHOCTHU.
. Knaccudukaropr! 1 yHHHULMPOBaHHBIE CHCTEMBI JOKYMEHTALWH.
. HopmaruBHBI-IpaBOBbIE aKThl MeXXBEJOMCTBEHHOTO 1 BEJOMCTBEHHOI'O XapaKTepa.
. Ob11epoccHiickue CUCTEMBI JOKYMeHTALUH.
. YHUULIMPOBaHHbIE CUCTEMBI YITPaBAeHueCKON JOKyMeHTaLWH.
. YHuduvpoBaHHble (OPMbI OTPaCc/eBOM JOKYMeHTalL[|H.
0. [ToHsiTHe ¥ XapaKTepUCTHUKHU JOKYMEHTO000poTa.
1. DTambl JOKyMeHTOOO0pOTa.
12. Opranu3anyst paboTbl C JOKYMeHTaMH.
13. OcobeHHOCTH OpraHU3aIui paboThl C BXOAIIMMU JOKYMEHTAMHU.
14. OcobeHHOCTH OpraHu3aluy paboThl C UCXOAIIMMU JOKYMEHTAMH.
15. OcobeHHOCTH OpraHu3ali paboThl C BHYTPEHHUMH [JOKYyMEHTaMH.
16. Perucrpanyst 1 KOHTPOJIb UCTIOJIHEHUS [JOKYMEHTOB.
17. O6111e MPUHIUITEI (POPMUPOBAHUS JIeJT, CUCTeMATU3al[|s U YUeT JOKYMEHTOB OpraHu3aliuy.
18. O1jeHKa 3HaUMMOCTH IOKYMEHTOB U OMpefiesieHre CPOKOB UX XpaHeHUsl.
19. XpaHeHue JOKYMEHTOB U €.
20. KappoBasi JoOKyMeHTal[usl.

=, OO WN

3auert

OO0yuaromuiicss IMeeT MpaBo Ha Mo/yueHrue MUHUMA/IbHOHN MOJI0KUTETbHOMN OL[eHKH TPY YCJIOBUU
YCIIEITHOT'O MPOXO0XK/A€HUS TEKYIIeT0 KOHTPOJISI yCIIeBaeMOCTH B (hOpMe AMAarHOCTHUECKOM PaboThI B
COOTBETCTBUH C rpaduKoM pazzena 4.
WITOroBBIN KOHTPOJIB TI0 JUCLUIITHE TTPOXOAUT B opme 3aueTa. [IomycK K 3a4eTy 0QopMIIsieTCst TIpU yCI0BUN
TIOJTHOTO BBITIOJTHEHHST BCEX MepOTIPUSITH, ITPe[yCMOTPEHHBIX TPAMKOM KOHTPOJILHBIX MEepOTIPUSTHL.
3aueT BK/IHOYAeT B Ce0s1 OTBET Ha TEOPETHUECKHE BOTPOCHI.
OlleHKa «3auTeHO0» BLICTAB/ISETCS:
- TIpY Pa3BePHYTHIX U TOUHBLIX OTBETOB Ha 2 TeOpeTUUeCKUX BOTIPOCA U [IOTIOTHUTE/IbHbIE BOITPOCHI
TIperiofiaBareris;
- TIpY TOYHOM U TIOJTHOM OTBeTe Ha 1 TeopeThdecKuid BOMPOC C JIOMYIIeHHeM OIITMO0K M HETOUHOCTel MpH
OTBeTe Ha 2 TeopeTH4eCKuil BOMpocC.
OLleHKa «He 3a4TeHO» BbICTaB/ISIeTCs DY HeNPaBUWIBLHBIX OTBETAaX Ha TeOpeTUUeCKre BOMPOCHI.
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[MacriopT doHa OLIEHOUHBIX CPeJICTB
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Pa3zgen 1. [loKkymMmeHTHUPOBaHUA Caji’g:g:feﬁgzoﬁ
’ 4 |YMPAB/IEHYECKOH JesITeNILHOCTH: | | o 6 4 ’ 7 15 paoTe,
OCHOBHbIE MMOHSTHSA,
Bormpocs! K
HOpPMaTHBHO-TIPaBOBas 0a3a.
3aueTy
3amanus Asis
Paszesn 2. CHCTEME CcaMOCTOsITeTbHOM
2 | 4 OK”MEH;a . 19,9 6| 3 | 10 17 paboThI,
AoKy THHH. Bomnpocel K
3a4eTy
3azaHus AJist
Pazgen 3. Opranusanus CaMOCTOATETILHOM
2 4 19 9 6 3 10 17 paboThI,
JOKYMEHT0000pOTa.
Bonpocs! K
3auery
3aziaHus AJis
Pazgen 4. OcHoBHBIE IpaBU/ia CcaMOCTOsITeTbHOM
2 4 |opranu3zanuu paboTsI C 19 9 6 3 10 17 paboThl,
JAOKyMeHTaMH. Borpockl K
3aueTy
3amanus Asis
Pazpnen 5. Cucremarusanusa 1 CaMOCTOSTe/TLHOM
2 4 |opraHu3auysi OnepaTuBHOI0 19 9 6 3 10 17 paboThI,
XpaHeHHusl J0KyMeHTOB. Bomnpocei k
3a4eTy
3azaHus AJist
Pa3zpgen 6. [JlokymeHTHUpOBaHUe CaMOCTOATETILHOM
2 4 19 9 6 3 10 17 paboThI,
PadoThI C MepCcoHaIoM.
Bonpocs! K
3auery
Bcero 3a 4 cemectp 108 | 51 | 34 17 57 100
Bcero no gucIuIinHe 108 | 51 | 34 17 57 100
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