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Kypc «AnMuHHCTpUpOBaHUE U JOKYMEHTOOOOPOT B COLIMAILHOM paboTe»

1. llosicHUTEABLHAA 3AIIUCKA

3aHUMAET BaKHOE MECTO P MOATOTOBKE OakaiaBpoB no HamnpasiaeHuto 39.03.02.-

CouumanbHas pabdora.

HCJII) KypCa — Ip€a0CTaBUTh CTYACHTAM, 6y,ZIYHII/IM cricouaJInucCTam 110 COIu-

aJIbHOM pa60Te, KOMIIJIEKC 3HaHHﬁ, YMCHI/Iﬁ Y HaBBIKOB B 00JIaCTH JOKYMCHTOBC-

JIEHUS U JCIOMPOU3BOICTBA B Chepe COMMaTbHON padOTHI.

3agaum Kypca:

— 03HAKOMMHTb CTYJEHTOB C OHITHEM «JIOKYMEHT», «aIMUHUCTPUPOBAHUE,
«comuanpHas padoTa», X GyHKIUSIMU U CBONCTBAMHU.

— J1aTh 3HAHUA O KJIacCU(UKAIIMKA JTOKYMEHTOB M CUCTEMaMU JTOKYMEHTAIIHH.

— paccMOTPETh JOKYMEHTOOOOPOT B OpraHax COLUAIBHBIX CIYKO.

2. [lepeyeHb MUIAHUPYEMbIX Pe3yJbTATOB 00y4eHHs MO IMCUMILINHE, COOTHe-
CEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU 0CBOEHUS 00pa30BaTeJIbHOI NMPo-

JHuctuminHa «Aomunucmpupoganue u 0OKyMeHmoobopom & cucmeme co
YuanbHoU pabomsl» y4acTBYeT B (POPMHUPOBAHUU CIIEAYIONIEH KOMIIETEHUIUU (Clie

rpaMMbl

JTYIOLUX KOMIETEHIUN):

KoMnereHuuun

HNuaukaropsl

JleckpunTopsl

OOTHI

v

U 0(pOpMIIATH OTUYETHI TIO pe-
3yJabTaTaM npodeccuoHalbHOM
NeSITeTILHOCTH B cepe COoIu-

abHOM pa

OIIK-3- Crioco0eH coCTaBIIATh

MOIIK- 3.1 Cuctemaruzupyer
[pe3yabTaThl PO ecCHOHAIb-
HOU JesTeNBHOCTH B cepe
COLIMAJILHOW PaboTHI B (hopme
OTYETOB.

3HaHMsI: OCHOB aJIMUHUCTPUPOBA-
HUS U BEACHHUS JOKYMEHTAIlMU B
YUPEKIECHUAX U CIIY)K0ax COIraIb-
HOM 3aIIIMTHI HACCJICHUS

YMeHusi: CHCTEeMaTU3UPOBATh pe-
3yNbTaThl MPO(PECCUOHANBHON JIes-
TENBLHOCTH B 00JACTH COLIMAJIBHOM
paboThl M OTpaxarb uUX B (opme
OTYETHOUN JOKYMEHTAIINU
HaBbIkM:CcOCTaBICHUS OTYSCTHOM

JTOKYMEHTAIIMH COLIMAIBHOMN CITyXK-
OBl




3. MecTo TUCHUIJIMHBI B CTPYKTYpe 00pa3oBaTeibHOI NPOrpaMMbl

HMucnummaa b1.0.19 «AnMuHUCTpUPOBAHUE U JOKYMEHTOOOOPOT B COIIU-
abHOU paboTe» SABIISIETCS 00s3aTeIbHOMIUCIUTIIIMHOW IS TOATOTOBKU CTYACHTOB
no Harnpasiienuto 39.03.02.- ConnanbHas paboTa B CUCTEME COIUAIIBHBIX CITYKO.

HIudp komne- | IIpenmectByromue qucuuminesl | [Tocaenyromme TMCHUILTMHBL Y4€0HOTO
TEHIUU y4eOHOro IJ1aHa, B KOTOPBIX OC- IUIaHA, B KOTOPBIX OCBAaNBAETCS KOMIIE-
BAaMBAETCsl KOMIICTCHIIMS TEHLIUS

- [Iporuo3upoBanue , IPOEKTUPOBAHUE U
OIIK-3 - MOJICIIMPOBAHNE B COIMATILHOM paboTe

[Tpou3BocTBEeHHAs paKTUKA (TIpeIH-
IJIOMHAsl IPAKTHKA)

4. O0beM IMCUMILTHHBI (MOYJISI) B 3a4€THBIX ¢IMHULAX C YKa3aHHEeM KOJIU-
YeCcTBa aKaAeMHUYeCKUX WIN ACTPOHOMHYECKHX YaCOB, BbI/ICJICHHbIX HA KOH-
TAKTHYI0 padoTy 00y4alIIHUXCcs ¢ npenoaasareseM (1o BUAaM y4eOHbIX 3a-
HATHII) 1 HA CAMOCTOSITEIBbHYI0 Pad0oTy 00y4AKIIHMXCS

OO6mrast TpyI0€MKOCTh OCBOEHUSI y4€OHOW NUCIMIUIMHBI «AJIMUHHCTPUPO-
BaHHUE U JIOKYMEHTOOOOPOT B COIMAILHOM paboTe» COCTaBiseT 7 3a4€THBIX €/IU-
HUIL WK 252 akaJIeMHUYEeCKHX daca.

No cemectpa | Ne cemectpa Bcero,
Cemectp
3 4 aK.4yacoB
OO6m1ast Tpy10€MKOCTh (BCETOaK. 4acoB / 3.e1) 144/4 108/3 252/7
Jlexun 16 16 32
KonTtakTHas pabora
IIpakTrueckue 3aHATHUS 16 16 32
CamocrosiTenpHas paboTa 103 40 143
Bun npomexyroqnoi
arrec e 3auet />K3ameH 0,25/8,75 2,5/33,5 | 2,75/42,25
(koHT.pab.**/ camocT.
pab.)




5. Conep:xanmne TMCHUILIMHBI (MOIYJIs1), CTPYKTYPHMPOBaHHOE 10 TeMaM (pa3-
AejiaM) ¢ YKa3aHHeM OTBeICHHOT0 HA HUX KOJIMYeCTBA aKaJleMUYeCKUX UJIH
ACTPOHOMHUYECKHX YACOB ¥ BUJ0B Y4eOHbIX 3aHATHI

HanmenoBanue paszne-
Jla TUCHMIUIMHEI (TeMa)

TpynoemMkocThb

BCETO

KonTtakTHas pado-
Ta

JICKITUU
MMPpaKTU4. 3aHATHA
1a0op.3aHIATUS

camocT. pabora

Coneprxanue

3 ceMecTp

OCHOBBI AIMUHUCTPU-
pOBaHUS B COLMAIBHOMN
pabore

47

35

[TonsiTue  agAMUHHCTPHUPO-
BaHUS. AJIMUHUCTPUPOBA-
HUE: COIMabHasl IIEHHOCTh
U aeiicTBeHHOCTh. Poin afg-
MUHHCTPUPOBAHUS B 0OOIIIE-
CTBEHHOM pa3BUTUU U €r0
3HaYeHue. AIMUHHCTPHUPO-
BAaHHE B COIIMAIBHBIX CITYK-
6ax

ITougaTue cormanbHOU
paboThI

47

35

Uctopust commanbHOM pa-
6otel B Poccuu. Conmans-
Hasg paboTa Kak OTpacib
Hayku. ConmanpHast paboTa
KaK BUJI MIPAKTHYECKOU Jies-
tenbHOCTH. IIpaBOBOE pe-
TyJIUPOBAHUE  COUMUAIBHOMN
pabotsl. ConanbsHa pabora
B CHUCTEME COIMaJIbHOTO
00CITy>)KUBaHHSL.

KanpoBoe obecnieuenue
COIMATBHON PabOThI

41

33

O6medenepanbHas CHCTe-
Ma  YOpaBICHHUS COIHAIb-
HOW paboroi. Permonans-
Hble  (TEeppUTOPHATIBLHBIE)
CUCTEMBI YIIpaBJIEHUS CO-
nuanpbHO paboroit. Cuc-
TEeMHBI MOIXO0J K pa3BH-
THIO TIEPCOHAJNIA B COLUANb-
HOW cdepe. ATtrecranus
pabotHukoB. KommnereHT-
HOCTb KaJpOB B COIHAJIb-
HOI1 pabore.




3aueTr

0,25

8,75

Nrtoro 3a 3 cemectp

144

16

16,25

111,75

4 cemectp

OCHOBBI IOKyMEHTAILIH-
1. OHHOI'0 OOecIeueHUs
COIMATBHBIX CITYKO

18

10

[TonssiTue o0  JOKyMEHTE.
CBoiicTBa, MPU3HAKH,
¢byHkuun poxkymenta. Me-
TOABI U CHOCOOBI JTOKYMEH-
tupoBaHud. HopmaTtusHO-
MeToandeckass 0aza JOKy-
MEHTAI[MOHHOTO o0ecmeye-
HUS YIpaBJICHUS JeSATelb-
HOCTBIO COIMAITLHBIX
cyx6. Bunpl ynpasieHue-
CKUX JOKYMEHTOB, HE00XO-
JUMBIX JUIsL ONHCaHUs pa3-
JUYHBIX  YIPaBIECHYECKUX
nercTBUid. YHUUKAIUSI U
CTaHIapTH3AIMsI JOKyMEH-
ToB. [loHATHE U cocTaB pe-
KBU3UTOB.

CucreMbl TOKyMEHTa-
[IUU, 00pa3yIoIIecs B
MpoLecce yrpaBiIeHUs
ACATCIIbHOCTBIO Opra-
HU3aui chepsl Ty-
pu3Ma.-

18

10

CocraB, CTpyKTypa H CO-
JepKaHue JIOKyMEHTAallUH,
obecrieunBaromeii  pabory
COLIMATIbHBIX
ciyx0..Cocras
LIMOHHO-
paBo-
BOM,pacmopsIUTENbHOM,
MH(POPMAIMOHHO-
CIIPABOYHOM, IJIAaHOBO-
OTYETHOM  JIOKYMEHTALIMH,
MpaBWiia €€ COCTaBJICHUS U
odopmiienus. OcoOeHHOCTH
JIOKYMEHTOO0OpOTa B COIIH-
QJIBHBIX CITYX0ax.

OpraHm3sa-

JlokyMeHTalmoHHOE
3. | obecrnieuenue ymnpanie-
HUS TIEPCOHAJIOM.

18

10

OO6mas XapaKTEePUCTHKA
KaJpoOBOr0 COCTaBa IMpel-
npustusi. Oprasuszanms 10-
KyMEHTAI[HOHHOTO obecrie-
YCHUST JESTEITHbHOCTH Kal-
poBoii ciyxObl. Opranuza-
st paboThl C KaJapOBOM
nokymentamueit.  OcobeH-
HOCTH HCIIOJI30BAHUS CETH
WNHtepHer mua  pelieHus
3a1ad KaJIpoBOTO JEJIOIpO-
uzBogctBa.  OdopmiieHue
JETOBBIX TIHCEM, JOKJIal-
HBIX M CIYEOHBIX 3aIHCOK,
OTBETOB Ha >Kajo0bI TTOTpe-
ourenen.




- Opranm3anus paboTsl ¢ J0-
KyMeHTamu. Cucremarusa-
1Us JTOKYMEHTallUd B TPO-
1ecce ACSITeIbHOCTH COLM-

n OpraHuzanys JI0Ky- 18 4 4 10 AITBHBIX
MEHTO000pOTa ciyx0.DopmupoBaHue |
opopmiieHre nen. DKcmep-
TH3a LIEHHOCTH JOKYMEH-
TOB, TOJTOTOBKA IOKYMEH-
TOB K XPaHEHHIO.
DK3aMeH 36 2,5 33,5
Hroro 3a 4 cemectp 108 16 | 18,5 - 73,5
Uroro 252 | 48 [ 50,75 - | 153,25

6. Ilepeyenb yueOHO-METOAMYECKOT0 O0ecIiedeHUs IJIs1 CAMOCTOSITeJIbHOM pa-
00THI 00yYAOIIUXCH 10 IMCHUIIHHE (MOLYJII0)

Ne Buasl camocTosTeNIbHOM PabOTHI TpynoemkocTs, | Dopma KoHTposT*
aK.4achl
1. [IpopaboTka TeOpeTHUECKOro MaTepra-
. Koncynpranus npe-
J1a 10 KOHCTEKTaM JIEKIIUH, pEeKOMEHI0-
N 48 MoJiaBaTessi, yCTHOE
BaHHOM TUTEpaType, NOMOIHUTEIBHBIM
cobecenoBaHue
UCTOYHHUKAM UH(POpPMaLIUU
2. IToaroroBka K MpakKTUYECKUM 3aHITH- Brictymuienne ¢ 1ok-
SIM: TIOUCK HE00X0AUMOM nH(pOopMauy, Ja/10M,
00paboTka nHpopmaIuu, HamucaHue 48 MpEe3CHTAIHS,
JIOKJIa/1a, TIOATOTOBKA K BBICTYIUICHUIO OTBETHI Ha TUCKYC-
(mucKyccum) CHOHHBIE BOITPOCHI
3. IToaroroBka K TEKYIEMYKOHTPOJIIO
(TecTMpOBaHUE W/UIM HaNMCcaHue pede- 47 Tectsl, pedepats
pata)
4. IToaroToBKa K MPOMEKYTOUHOM aTTe-
cTammm P It YcTHOE cobecenoBa-
4225 HHE,
(BOIIPOCHI K 3K3aMeHY/3a4eTy, UTOTo-
. TECTUPOBAHUE
BBIN TECT)

Jlns caMoCTOSITENhbHOM PabOThl MO JUCHUIUIMHE (MOIYJII0) 00yYaroIuecs
UCTIONB3YIOT CIIeAyIoIee yueOHO-METOIuIecKoe o0ecreueHue:

1) JoxymentammonHoe obecrieueHue ynpapieHus: YueOHoe mocooue/ I'na-
muiE.B. - M.: ULl PUOP, HUL[ UH®PA-M, 2020. - 249 c.Pexumaocryma:
https://znantum.com/catalog/document?1d=354819

2) JoxymeHTarmoHHOE OOECTICUeHHE YIpaBJICHUS TEpCOHAIOM: YueOHOe
nocobue/bynat P. E. - M.: HULl UH®PA-M, 2019. - 234 c. Pexum noctyna:
https://znanium.com/catalog/document?id=355024

3) beikoBa, T. A. JlokyMeHTanMOHHOE OOECICUCHUE yIpaBISHUS HETOCY-
JTApCTBEHHBIX OpraHu3anuii : yueoHoe mocoobme / T. A. beikosa, JI. B. Canknuna. —




2-e u31., nepepad. u non. — Mocksa : UHOPA-M, 2020. — 302 c. Pexxum goc-
tyna: : https://znanium.com/catalog/product/1072260

4) ®oHA OIIEHOYHBIX U METOIUYECKUX MATEPUANIOB MO TUCHUIUINHE «JloKy-
MEHTAIIMOHHOE 00eCTIeYeHIE YIIPABICHUS.

7.@0H OLIEHOYHBIX U METOANYECKHX MaTEpPHAJIOB IJIA IMMPOBECICHUSA IIPOME-
)KyTO‘lHOi;I arrecranuu oﬁyqammnxcsl no IMCIUIIJIMHE

Bomnpocs! AJ1s1 npoBeeHUs NPOMEKYTOUHOM aTTecTauMu (3a4era).

1.IlonsiTe anMUHUCTPUPOBAHUS
. AIMUHHCTPUPOBAHUE B COLMATBHBIX CIYX)Oax
. CounanpHas HEHHOCTh aIMUHUCTPUPOBAHHUS
. ConmanbHas paboTa Kak BUJ IPAKTUYECKOU JEATEIBHOCTH
. Uctopus counanbHoi padoTsl B Poccuu
. PerynupoBanue 1 KOHTPOJIb B CUCTEME COLIMATIBHOM pabOThI
. HopMaTuBHO-11paBOBOE pEryIMPOBAHHUE COLIMATIBHON pabOThI
. Kagpsl counanbHbIx ciyx0
. ATTecTanus KaJpoB COLMANIbHBIX CITykO

. KoMneTeHTHOCTh KapoB B coLManbHON paboTe
0. Db heKTUBHOCTH YIIpaBICHUS COITUATBHON PabOTOM

=0 00 O L LW

Bonpocs! AJ1s1 npoBeeHUs IPOMEKYTOYHOM aTTecTauMu (IK3aMeHa).
1. O6ocHOBaHME HEOOXOAMMOCTH OOYYEHUS TOKYMEHTALMOHHOMY OOECTICUEHHUIO
Y €r0 aBTOMaTU3ALINH;
2. loxkymeHTO000pOT B opranu3anun. PaboTa ¢ BXOASIIMMEI TOKYMEHTAMU,
3. Knaccudukaropsl TOKYMEHTOB;
4. ®opMUpOBAHKE U XPAHECHUE JIEI;
5. PernamenTanus Aeonpons3BoACTBa,;
6. IIpesenrauus. Ee pynkuus u HazHaueHre. OCHOBHBIE JIEMEHTHI;
7. OCHOBHbIE MOHATHS JOKYMEHTAIMOHHOTO 00€CIIeUeHHs yIpaBieHus (IeI0npo-
U3BOJICTBO, JOKYMEHTOOOOPOT, TOKYMEHT, PEKBU3HT, U JIp.);
8. OpraHu3anmoHHbIE TOKyMEHTHI. VX (yHKIMU U Ha3HaueHue. Y cTaB OopraHu3a-
1MH;
9. OcHOBHBIE (PYHKIIH TOKYMEHTA;
10. Opranuzanuonnbsie JOKyMeHThI. VX ¢yHkiuu u HazHayenue. llltatHoe pacnu-
CaHHe;
11. Yaudukamnus 1 cTagaapTu3amnms 10KyMEHTOB;
12. Opranuzanuonsbsie H0KyMeHTbl. x (yHkunu m HazHayenwe. JlommKHOCTHAs
UHCTPYKLUSA
13. biank. [lonsatue 6nanka. TpeboBaHust k opopMiieHHIO OJIAHKOB;
14. PacnopsiaurensHble JOKyMeHThl. VX ¢yHKkiuu u HazHadeHue. IIpuka3 mo oc-
HOBHOM JI€ATEIHOCTH;
15. PexBusut. [loHaTre pekBU3UTA, MOPAIOK UX OPOPMIICHHUS;



16. CnpaBouHO-uHGOPMAITMOHHBIE TOKYMEHTHI. VX (hyHKIIUM 1 Ha3HaYeHUE. AKT;
17. TexHAUECKHUE CPEACTBA, UCIIOJIB3YEMBIE B IETIONPOU3BOICTBE;

18. CripaBouHO-MH(pOpMaLIMOHHBIE TOKyMEHTHI. IX QpyHkumu u HazHaueHue. [Ipo-
TOKOJI,

19. biiank. Buapl 6;1ank0B. OCOOCHHOCTH MX 0(DOPMIICHUS;

20. JlokymeHTO000pOT B Opranu3anuu. Pabora ¢ ucXoaummMu TOKyMEHTaMU

21. bnank. BapuaHTsl pacnoioXkeHUs] peKBU3UTOB Ha OJIaHKAX;

22. IloarotoBka u nepeaya Aeji B apXUB,;

23. TlpaBuna opopmieHus AaT, HyMEpaluu CTpaHuLl, 0GOpMIICHUS TaOJIULl, MaTe-
MaTHYECKHUX (POPMYII U COKpPALICHUI;

24. PacniopsauTenbHble JOKYMEHTHI. X QpyHKIMM 1 Ha3HAUeHHE. Y Ka3aHUE;

25.  JlokymMeHToOOOpOT B opranu3anuu. [Ipoiiecc KOHTPOJS UCHOTHEHHS JOKY-
MEHTOB;

26. CripaBouHO-UH(OpPMAIIMOHHBIE TOKYMEHThI. X dyHkInu u HazHayeHue. O0b-
SCHUTEJIbHASA U JOKJIAIHAsl 3aIIUCKH;

27. JlokyMeHTO000pOT B Opranu3anuu. Pabora ¢ BXOASIIMMHU JOKYMEHTaMH;

28. PacniopsiautenbHble JOKYMeHThL. VX pyHKIMK U Ha3HauyeHue. PacniopsukeHue
29. OCHOBHBIE MOHATHUS JOKYMEHTALIMOHHOTO 00ECTIEUeHUs! YIIPaBJICHNUS;

30. CrpaBouHO-UH(}OpPMaLIMOHHBIE JOKYMEHThI. MIX pyHkunu u Ha3Hauenue. Ilpo-
TOKOJI,

I[IpumepHBbIe NIPAKTUKO-OPHEHTHPOBAHHbIE 32 JaHUA
1. OpopmuTh nprka3z 0 Ha3HAYEHUU OTBETCTBEHHOIO 3a oOpalleHue ¢ OyaH-
kamu npeanpusatus B coorserctsuu ¢ I'OCT P 6.30-2003
2. OpopmMuTh MPOTOKOJ 3acEeqaHUSI IKCIEPTHON KOMHUCCHUU B COOTBETCTBUU
¢ TUIIoBOM MHCTPYKIMEN IO AEJIONPOU3BOJICTBY
3. CocTaBuTh CiIy)XeOHYIO 3alMCKy Ha TOOILPEHHE COTPYAHMKA, MEPEBbI-
MOJIHMBILIETO IJIAHOBBIE MTOKAa3aTeNln

[TonHbI KOMIUIEKT 3aaHUI U 3TarnoB (POPMUPOBAHUS KOMIIETEHLIUU MPE-
craBieH B DoHJe OIEHOYHBIX MU METOJMYECKUX MATEPUATOB IJisi MPOBEACHUS
IPOMEKYTOUYHOM aTTecTallid O0y4YaroIMXCcsa MO AUCHUILUIMHE, O(POPMICHHBINA OT-
JENbHBIM TOKYMEHTOM, MPEJCTABIEH B IPUIIOKEHUH 1.

8. IlepeyeHb OCHOBHOM, 1ONOJTHUTEJIbHON YUeOHOH JIUTEPATYPbI, PECyPCOB
HH(POPMALMOHHO-TEICEKOMMYHUKAIIMOHHOM ceTn « MHTEpHET», HEOOXOAUMBIX
JJISL OCBOCHUS JUCUMILJIMHBI (MOYJIS)

a) HOPMaTHBHbIE IPABOBbIE AKThI

1) Hatimonaneusiii ctangapt PO I'OCT P 7.0.8-2013 "Cucrema cTaHaapToB
no uHdopmaiu, OUOIMOTEUHOMY U U3JATENbCKOMY Jeiy. Jlenonpou3BoacTBO U
apxuBHoOe nieno. TepMmunbl u onpezaenenus"” (yTB. npukazom deaepanbHOTO areHT-
CTBa MO TEXHUYECKOMY PETYIUPOBAHUIO U MeTposioruu oT 17 oktsiops 2013 r. N
1185-c1)
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2)I'OCT P 6.30-2003 «YHuGUIIMPOBAaHHBIE CUCTEMBI JOKyMEHTAIUU. Y HU-
dupoBaHHas cUCTEMa OPraHU3allMOHHO - PACIOPSIUTEIBHON JOKYMEHTAIWH.
TpeGoBanwust kK 0HOPMIICHUIO TOKYMEHTOB)

3) T'OCT P 7.0.97-2016 «Cucrema cranaaptoB 1o uHbopmaiuu, 61udmo-
TEYHOMY W W3JIaTeIbcKOMY Jaeny. OpraHn3aioHHO-pacTIOpsAUTEIbHAS TOKYMEH-
tarusi. TpeboBaHus K 0POPMIICHHIO TOKYMEHTOB)

0) OCHOBHAasI JIUTEepaTypa:

1) JoxkymeHTarmonHoe obecrieueHre ymnpasiieHus: YueoHoe mocooue/ ['na-
muidE.B. - M.: UIl PUOP, HUIl MHD®PA-M, 2020. - 249 c.Pexxumaocryna:
https://znantum.com/catalog/document?1d=354819

2) JloxymeHTarimoHHOE OOECTICUeHHE YIpaBJICHHUS TEpCOHAIOM: YueOHOoe
noco6ue/bynar P. E. - M.: HULl UHOPA-M, 2019. - 234 c. Pexum noctyna:
https://znanium.com/catalog/document?id=355024

3) beikoBa, T. A. JIoKyMeHTaIlMOHHOE OOECIICUCHUE YMPaBICHHS HETOCY-
JApCTBEHHBIX OpraHu3aiuii : yueonoe nocooue / T. A. boikona, JI. B. Cankuna. —
2-e u31., nepepad. u gomn. — Mocksa : UHOPA-M, 2020. — 302 c. Pexxum noc-
tyna: : https://znanium.com/catalog/product/1072260

B) 10MOJIHUTEIbHAS JUTEpPaTypa:

1) JlokymeHTaIoHHOE OOecreueHne YIpaBlIeHUsI TEPCOHATIOM: YueOHOe
nocooue/bynar P. E. - M.: HULl UH®PA-M, 2019. - 234 c.Pexxum noctymna:
https://znanium.com/catalog/document?id=355024

2)KupcanoBa, M. B. Kypc nenonpoun3BoacTBa: TOKyMEHTAIIMOHHOE OOecte-
YyeHue ynpasienus : yaeonoe mocooue / M.B. Kupcanona, FO.M. AkxceHoB. — 6-¢
u3a., uctp. u gon. — Mocksa : UHOPA-M, 2020. — 257 c. Pexum goctymna::
https://znanium.com/catalog/product/1088888

r) pecypchl ceTu «AHTEpHET»:

1) Bcé o nenonpousBojctre http://delo-ved.ru/

2) Jlemompow3BOACTBO W JOKYMEHTOOOOPOT  Ha  TIPEANPHUSITHH.

http://www.delo-press.ru/journals.php?page=documents

3) KagpoBoe  Aenonmpou3BOACTBO W TpyAoBoe  TmpaBo.  http://hr-

portal.ru/rubric/kdp

4) DOnexrponHas oubnuoreka HR-cnermanucros. http:// www.hrm.ru/

9. MeToanueckne yKa3aHus sl 00y4alONIUXCcsl 0 OCBOCHHU IO TUCHMILIH-
HBI(MOYJIA)

CamMocTosTenbHAas MOATOTOBKA 00YYAIOIUXCS POBOAUTCS TSl YTIyOIeHHs
U 3aKpeIUIeHHs] 3HAHUM, MOJYyYEHHBIX Ha JIGKIHUSIX U IPYTHX BHUJAX 3aHATHH, 17
BBIPAOOTKM HaBBIKOB CAMOCTOSITEIIBHOTO MPUMEHEHHsI HOBBIX, JOMOJHHUTEIbHBIX
3HAaHUH U MOJATOTOBKH K MPEACTOSAIIMM yYEOHBIM 3aHATHUSAM, 3a4ETY.

BaxxHbIM yCIOBHEM YCHEIIHOTO M3Y4YEHHUs AUCLMUIUIMHBI SBISETCS MOCele-
Hue jekuuii. [loxg mocemienrnem noapa3zymeBaercsi He popMa NaCCUBHOTO MPUCYT-
CTBHSI, a aKTHBHas padoTa Mo M3Y4YECHHIO HOBOro Martepuana. [loaroroBka K Jek-
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IMOHHBIM 3aHSTUSAM BKJIIOYAET B ce0s aHalW3 MpEIaraeMbIX JJIsi U3YYEHUS BO-
IPOCOB, U3yYEHHE HOPMATUBHBIX UCTOYHUKOB U YUYECOHOW M HAyYHOU JIUTEPATypPhI
10 paccMaTpUBAEMbIM BOIIpocaM JeKluu. B mporiecce nekunu oOyvyarouiuiicss Mo-
YKET 3a7aBaTh YTOYHSIOIIME BOIPOCHI, OCYIIECTBUTh B3aUMOCBSI3b HOBOI'O Mare-
puaia ¢ yxe M3y4eHHbIM, MOATOTOBUTH 0a3y Mg 3P(HEKTUBHOTO MCIIOIb30BAHUS
MOJIYYCHHBIX 3HAHUM, OOJIETYUTH MOATOTOBKY K MPAKTUUYECKOMY 3aHATHIO. Dd-
(GeKTUBHBIM cIOCOOOM (DHUKCAlMK JEKIMOHHOTO MaTepHalia SBJsIEeTCS KOHCIEKTH-
pOBaHUE, MPEACTABIISIIONIEE COOOM HE TONBKO (PUKCAIHUIO BAXKHEUIINX MOMEHTOB
JIEKIIMU, HO U YKa3aHUe MPUMEPOB JIJIi TOHUMAHHS TOTO WUIJIM MHOTO TEOpEeTHYE-
CKOr'0 MaTepuaa.

[Ipn moAroToBKE K MPAKTHUYECKOMY 3aHATHIO HEOOXOIMMO HCIOIH30BaTh
KOHCITIEKTUPOBAHHBIE MaTEPHAIIBI JICKIINN, y4eOHYI0 U Hay4YHYIO JIuTepatypy. [los-
TOTOBKAa OTBETOB IO BEIHOCHUMBIM Ha O0CYKJICHHE BOTPOCAM MPAKTUUECKOTO 3aHs-
TUS BKJIIOYAET B ce0s HE TOJIBKO MPOUYTEHUE MaTepuaia, HO U ero aHalIu3 U KPUTH-
4YecKylo OleHKY.. OOyuaromeMycsi CiaeAyeT BbIIBUTh MaJOU3yYEHHBIE aCHEKThI
paccMaTpUBaeMbIX BOIPOCOB, MPOSBUTh MHUIUATUBY MPHU MOATOTOBKE K MPAKTH-
YECKOMY 3aHATHUIO.

[Ipy mOAroTOBKE K MPAKTUYECKUM 3aHATUSIMU M 3a4€Ty PEKOMEHIYETCS
CHUCTEMAaTU3UPOBATh 3HAHUS, U300pakas UX B TAOJIUYHOM, IPpaPUUECKOM UITU CXe-
MaTHU4YHOM BHJE. DTO MO3BOJUT YCTAaHOBHUTH B3aWMOCBSI3b M3YYa€MbIX SIBJICHUU,
YOPOCTUT 3ajady 3allOMHHAHHUS MaTepuajia, OOJETYUT TPOIECC MPAKTUIECKOTO
MPUMEHEHUS TTOTYYEHHbBIX 3HAHUI.

3amauell MPaKTUYECKUX 3aHSITHHA SBISETCS BhIPAOOTKAa YMEHHS HCIIOJIB30-
BaThb TEOPETUYECKUE 3HAHUS, MPOSBUTH HAJIUYUE NPAKTUUYECKUX HaBBIKOB. [lpu
MOTOTOBKE K MPAKTHYECKOMY 3aHATHIO CIIEAyeT 3a01aroBpEMEHHOTO 00eCIIeYUTh
HAJIMYKME HEOOXOIUMO JIJIsl JAaHHOTO 3aHSATHS MaTepuaja, CaMOCTOSATEIHLHO MOBTO-
PUTH paHEE U3yYECHHBIE TEMBI.

JIJist yCenHoro OCBOEHUS! AMCLMIUIMHBI BaXKHBIM SIBJIETCS YMEHUE pado-
TaTh C TEPMUHAMU U UX omnpenesneHusMu. s paboTsl ¢ TepmuHogornen 3pdex-
TUBHBIM SBJISIETCSI UCIOJIb30BAaHUE KaK yuyeOHON M Hay4dyHOHM JHMTEpaTypbl, Tak U
IOPUIUYECKUX U PUITOCO(CKUX CITIOBapei.

PabGoTa ¢ TepMHHAMH MOKET OCYILIECTBIATHCS Kak B (OpME COCTaBIICHUSA
COOCTBEHHBIX TEMAaTUYECKUX CIOBAPUKOB ISl yIOOCTBA U CKOPOCTHU MOUCKA HEOO-
xoauMoro TepmuHa. C 3Toi 1eJIbI0 HEOOXOAUMO KaXKIbI HOBBIM BCTPEUAIOIIUIICS
TEPMUH 3aMKUCHIBATh U BO BpEeMsI MOATOTOBKU K CEMHUHAPCKUM U MPAKTUYECKUM 3a-
HATHUSIM YKa3bIBaTh COOTBETCTBYIOIIEE OlpeseseHrue. B ciiyyae BO3HUKHOBEHUS
CJIIO)KHOCTH BBIOOpa OMpEAeNICHus] U3 MMEIIIEeTrocss o0beMa B paMKaxX HAydHOTO
3HaHUS HEOOXOUMO 3a7aBaTh BOMPOCKHI MPENOAABATEIIO B pAMKAX JICKIIMOHHBIX U
IIPAKTUYECKUX 3aHATUH.

WNuTtepakTuBHbIE (QOPMBI MPOBEACHUS 3aHATHIN MO AUCHUIUIMHE «JloOKyMeH-
TallMOHHOE O00eCleueHUe YIPABICHU BKIIOUAIOT B c€0s CIEAYIOIIME BUIbI 3aHs-
THMN:

- HMHTCPAKTHUBHBIC JICKIOWH, IPCAIOIararoT HCIIOJb30BaAHUC METOAA IIPO-
OJICMHOTO M3JI0KCHUS. HpI/I TaKOM IIOAX0J€ JCKIHA CTAHOBHUTCA MOX0XKEH Ha JAua-
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JIOT, MPENoJaBaHue UMUTHUPYET UCCIENOBATENbCKUN MPOLECC (BBLABUTAIOTCS TEp-
BOHAYaJIbHO HECKOJIBKO KIIFOUEBBIX MOCTYJIATOB IO TEME JIEKIIMH, U3JI0KEHUE BBI-
CTpanBaETCs M0 NPUHLUITY CAMOCTOSITEILHOTO aHAJIM3a U 0000IEHUs CTyIEHTaMU
yu4eOHOro Marepuaina). ITa METOJUKA IO3BOJISET 3aMHTEPECOBATh CTYAEHTA, BO-
BJE€Yb €ro B Ipouecc o0yueHus. [IpoTuBopeunss HAy4yHOro NO3HaHUs PacKpbIBa-
IOTCSl MTOCPEJCTBOM IOCTAaHOBKHM NpoOsieMbl. YueOHas mpoOiema U npodieMHas
CUTyallusi SBJIAIOTCS OCHOBHBIMU CTPYKTYPHBIMHM KOMIIOHEHTaMHU IPOOJIEMHOTO
oOyuenus. [lepen HauamoM M3ydeHUs ONpPENETICHHON TeMbI Kypca CTaBUTCS MEpe.
CTyJEHTaMH MPOOJIEMHBIA BOMIPOC WM JaeTcs mpodieMHoe 3aaanue. CTUMYIHUPYsI
pazpelieHue mpoOsieMbl, MPEnoiaBaTeib CHUMAET MPOTUBOPEUUS MEXKIY HMEIO-
MIMMCS €€ MOHUMAaHUEM U TpeOyeMBIMHU OT CTyJeHTa 3HaHUSAMHU. D(P(HEKTUBHOCTH
TAKOr0 METOJa B TOM, YTO OTJEJIbHbIE MPOOJIEMBbI MOTYT MOJHUMATHCS CAMUMU
cTyaeHTaMu. [ 1aBHBIN ycIliex JaHHOTO METOJia B TOM, YTO IMpernoaBaTeb J001uBa-
€TCsI OT Ay JUTOPUU «CaMOCTOSATEIBHOIO PEIIECHU» TIOCTABIECHHON ITpodsieMbl. Op-
raHu3anusi npoOIeMHOro oOydeHHUsl NPEJCTaBISIETCS. JOCTATOUHO CIIOYKHOM, Tpe-
OyeT 3HAYUTENbHOM MOATOTOBKH JiekTOpa. OHAKO HAa HA4YaJIbHOM 3Talleé MCIHOJIb-
30BaHUs ATOI'0 METOJA €r0 MOXKHO BHEJPATH B CTPYKTYPY T'OTOBBIX, paHee pa3pa-
OOTaHHBIX JIEKLUH, IPAKTUYECKUX 3aHATHI KaK JOMOJIHEHUE.

- TPYIIIOBBIE JIUCKYCCHUH, NMPUMEHSIOTCA JUIsl OOECHEeYeHUsT HaBBIKOB KO-
MaHAHOM pabOThl M MEXJINYHOCTHOM KOMMYHHUKAIlMM M IPEICTaBISAIOT COOOM
OILICHOYHOE CPEICTBO, MO3BOJISIONIEE BKIIOUYUTH O0YUAIOIIMXCS B MPOIIECC 00CY K-
JICHUS] TPEACTABIEHHON TEMbI, MPOOJIEMbl U OLEHUTh UX YMEHHE apryMEHTHPO-
BaTh COOCTBEHHYIO TOUKY 3peHusi. Kpome Toro, B xo/1e 3aHSITUI POBOJSATCS KPYT-
JIbI€ CTOJIBI TIO 3a/IaHHBIM TEMATUKaM.

OneHoYHbIE U METOJUYECKHE MaTepHalIbl 10 AUCLUUIUINHE «/JoKyMeHmayu-
OHHOe obecneueHue ynpasienusy npeactaBieHsl B DOMM.

ITpu noAroTOBKE K NPOMEXKYTOUYHOMY MJIM UTOTOBOMY TECTUPOBAHMIO HEOO-
XOJUMO HU3YUYUTh TEOPETUUECKUA M MPAaKTHUUECKUH MaTepuasl. TecTOBbIE 3aJaHus
(c mepeuyHeM BO3MOKHBIX BapHUAaHTOB OTBETOB, CPEAN KOTOPBIX XOTs Obl OJUH OT-
BET SIBJISIETCS] HEBEPHBIM) 00ECIIEUMBAIOT CTPYKTYPHOCTh MBILUICHUS, BBIHYXK/IECH-
HOT'O BBIOpaTh M3 NPEAJIOKEHHBIX BApUAaHTOB OTBET BCE IPABWJIbHBIE BAPUAHTBHI.
TectoBble 3a7jaHMsl Ha YCTAHOBJIEHUS COOTBETCTBHUS INOAPA3yMEBAIOT HEOOXOIU-
MOCTb MPOSIBJIEHHS HE TOJIBKO 3HAHUS y4eOHOro MaTepuasia, HO U yMEHUs IpUMe-
HATH TpaBuia (OpManbHOUM JOTHKH. TecTOBbIE 33/JaHHA HAa YHOPSAAOYEHHE Ha-
IPaBJIEHBI HA YCTAHOBJICHHE JIOTUYECKOM MOCIEA0BAaTEILHOCTH PACCMAaTPUBAEMBIX
SBJICHUN (BPEMEHHU CYIIECTBOBAHHUS SIBIICHUI, PACMOJIOKEHUS CTPYKTYPHBIX 3Jie-
MEHTOB MPABOBBIX TOKYMEHTOB U T.II.).

D¢ dexTuBHBIM CIOCOOOM [JIs1 MOATOTOBKH K TECTUPOBAHHIO SBIISETCS pa-
00Ta 00ydJaromerocs Mo PemeHrIo TECTOBBIX 3aJaHMii, PEJOCTaBICHHBIX IS ca-
MOCTOSITENIBHON pa0oThl. Takxke IMpH MOArOTOBKE K TakoW (popMe KOHTpPOJIS 3Ha-
HUI, KaK pPELICHUE TECTOBBIX 3aJaHMM, CIEAYET CaMOCTOSTENIBHO IOMIBITATHCS
npopaboTaTh paccMaTpuBaeMble B JUCLUIUIMHE BOMNPOCH! B (POPME COCTABIICHUS
TECTOBBIX 3a/laHUH.
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IIpu MOArOTOBKE K 3K3aMEHY CIEIyET UMETh B BUAY, UTO OH SIBIISIETCS WUTO-
roBoi (hOpMOI KOHTPOJISI IO U3YYCHUIO TAHHOW Y4eOHON AUCHUIUIMHBI. DK3aMeH
MOAPA3yMEBAET MAKCUMAJIBHYIO KOHIEHTPALWIO 3HAHUW M yYMEHUW, Npeanosa-
rarolluX MOJHOE U3yYEHUE MaTeprala JUCHUTLIAHBIL.

DK3aMeH TpoBOJAUTCA B (OpME YCTHOTO coOeceqOoBaHUsl, BBINOJHEHUS
NUCBMEHHOTO 337aHus. Permenue npenogaBaress 00 UTOrOBOM OIIEHKE NMPUHUMA-
€TCSl MO pe3yJibTaTaM YCTHOI'O OTBETA W BBIIIOJHEHHOIO MUCbMEHHOIO 3aJaHus B
3aBUCUMOCTH OT IIKaJIbl OL[CHKHU.

B kadecTBe HCTOYHMKA [ONMOJHUTENIBHBIX MAaTEPUAIIOB PEKOMEHIYETCS
M0JIB30BAThCS WH(GOPMAIMEH OTKPBITOTO NOCTyma cetu Internet (MaHHBIMH WH-
(bOopMaMOHHO-TIPABOBBIX W 00pa30BaTEIbHBIX MOPTAIOB, OQHUIIMATHLHBIX CANTOB
MHHUCTEPCTB, BEIOMCTB, OTHAEIIBHBIX OPraHU3alNN, JaHHBIMU TOCYJIapCTBEHHOU
CTAaTUCTUKH, PE3yJbTaTaMU HKCIIEPTHO-aHATUTUYECKUX 0030poB). Kpome TorO,
MO>KHO BOCIIOJIb30BAaThCSI BO3MOXHOCTSIMH CIIPABOYHO-IIPABOBBIX CHUCTEM, 0azbl
KOTOPBIX COAEPKAT HE TOJIBKO TEKCT HOPMATUBHBIX aKTOB, HO U Hay4YHbIE CTaTbU
no paznuuHbiM BonpocaM (Hampumep, CIIC «Koncynbrant Ilmocy). Pekomenmy-
€TCs TAaKXKE UCIO0JIb30BaTh JIEKTPOHHO-OMOINOTEYHBIE CUCTEMBI.

10. Oco0eHHOCTH OCBOEHUS JUCUMILIMHBI 1JIs1 MHBAJIUAOB W JIMI ¢ OTPaHM-
YeHHbIMH BO3MOKHOCTSIMH 3/10POBbSI

OOyuenne OOydYaIOIIUXCS C OTPAaHUUYEHHBIMH BO3MOXXKHOCTSIMH 370POBbSI
Py HEOOXOUMOCTH OCYIIECTBIISIETCS HA OCHOBE aJanTUPOBAHHOW pabodyeit mpo-
IpaMMBbI C HUCIIOJIb30BAHUEM CIEIMATIBHBIX METOJO0B OOYUYEHHS M TUAAKTHYECKHX
MaTepUajoB, COCTABICHHBIX C YYETOM OCOOEHHOCTEW MCHUXO(PU3UUYECKOTO pa3BU-
THUS, UHIUBUIYATbHBIX BO3MOKHOCTEN U COCTOSIHUSA 370POBbS TAKUX 00yYaroUIuX-
cs (oOyuarorierocs).

B nemsix ocBoeHus yueOHON IporpaMMbl JUCHUTIUIMHBL «/[{OKYMEHMAayUuoH-
Hoe obecneyeHue ynpaeieHusy VHBAIUAAMHU W JIMLIAMUA C OTPAHUYCHHBIMH BO3-
MOXXHOCTAMH 370pOBbsi UHCTUTYT 0OecnieunBaeT:

— JII. UHBAJIMJIOB U JIMI] C OTPAHUYEHHBIMU BO3MOXXHOCTSMHM 3JI0POBbSI IO
3pEHUIO: pa3MEUIEHUE B JOCTYHHBIX JJI OOYYarolUXCs, SIBJSIOIUXCS CIIEThIMU
WM CIabOBHUIAIIMMU, MECTaX M B aJanTHPOBAHHOW (GopMe CrpaBOYHON HHPOP-
MaIH O PaclUCaHUU YUeOHBIX 3aHATHI; MPUCYTCTBUE ACCUCTEHTA, OKA3bIBAOIIIE-
ro o0yyaroniemMycsi He0OX0IUMYIO MOMOIIb; BBITYCK ajJbTEPHATUBHBIX (POpPMATOB
METOUYECKIX MaTepUasoB (KPYMHbIN MWPUPT WU ayauo]aiisl);

— JUI MHBAJIUAOB U JIUI] C OTPAaHUYCHHBIMU BO3MOXKHOCTSIMHU 3/I0OPOBBS IO
CIIyXy: HaJJIeXKaIlMMHU 3BYKOBBIMH CPEACTBAMH BOCIIPOM3BEICHNE HH(POPMALINY;

— JUI1 WMHBAJIUIOB M JIUI[ C OIPAHMYEHHBIMU BO3MOXHOCTSIMH 370POBBA,
UMEIOIINX HapyUIeHUs] OMOPHO-JBUTATEIBHOTO ammapara: BO3MOXHOCTh Oecrpe-
MSATCTBEHHOIO JIOCTYIA 00Yy4YaloIUXCcsl B yUeOHbIEe MOMEUIEHUS, TyaJeTHbIE KOMHA-
Thl U IpyTU€ TIOMEIIEHHUS], a TaKKe MPeObIBaHUE B YKa3aHHbIX MoMmenieHusx. O0y-
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yaromuecs u3 yncia nHBanuaoB u ymi ¢ OB3 obecriedensr nevaTHpIMA U (WITH)
AJIEKTPOHHBIMU 00pa30BaTEIbHBIMU pecypcamu B GopMax, aJanTUPOBAHHBIX K OT-
paHuYeHUsIM uX 3710poBbsi. OOpazoBaHHe 00YyYarOUIUXCS C OTPAHUYEHHBIMH BO3-
MO>XHOCTSIMH 3JI0POBbSI MOKET OBITh OPraHM30BaHO KaK COBMECTHO C APYTUMHU
00yJarouMMucs, Tak U B OTACJIbHBIX TPYIINAX WIK B OTJAEIbHBIX OpraHU3alUsX.

11. Ilepevyenb MH(POPMAIUOHHBIX TEXHOJIOTH, MPOdeccHoHAIBLHBIX 0a3 1aH-
HBbIX, HCIOJIb3yeMbIX IIPH OCYIIEeCTBJIEHUN 00Pa30BaTEJILHOI0 MpoIecca 1no
AUCUMUILIHHE (MOIYJII0), BKJIIOYAs NepedeHb NPOrPAMMHOI0 o0ecrnevyeHus u

HH(}OPMALMOHHBIX CIIPABOYHBIX CHUCTEM

[IporpamMmmHoe obecnieueHue:

1. Omnepammonnas cucrema (MicrosoftWindowsliponpuemapnas);

2. Tlakert oducHbix nporpamm (MicrosoftOfficellponpuemapnas);

3. Web-6payzep (Mozilla Firefox GNU Lesser General Public License);

NudopmanmoHHbie CripaBOYHbIE CUCTEMBI:
1) ABTomaTuU3upOBaHHAs uHopMarmoHHas OoubMoTeuHast cucrema
Marc21SQL;

2) CnpasouHo-npaBoBas cuctema «KoncynbranTlInrocy

12. MarepuanbHO-TeXHHYeCKas 0a3a, HeoOXoauMasi 1JIsl OCylIeCTBICHUS 00-
Pa30BaTeJbHOI0 MPOLEcca M0 JMCUUILINHE (MOLYJII0)

Cnenuanu3upoBaHHble AYIUTOPUM:

Y4eOHast ayTuTOpHs IS MPOBENCHUS 3aHATUH CEMHHAPCKOTO THUIIA, KyPCOBOTO MPOEKTHUPO-
BaHUs (BBIMOJIHEHUS KYPCOBBIX paboT), TPYNIOBBIX U MHAMBUAYAJIbHBIX KOHCYJIbTAIHM, Te-
KYIIETO KOHTPOJISL U MPOMEKYTOYHOMN aTTeCTally / KOMITBIOTEPHBIN KJIacC / TOMEIICHUE TSI
CaMOCTOSTEIIbHON paboThI*

TexHu4eckue cpecTBa 00yUeHus :

KOMITBIOTEP C MPOrPaMMHBIM obOecrieueHrneM, yka3aHHbIM B 11.11, moctymom k cetn «MHTEp-
HET» U 00eCIIeYeHNEM JIOCTYIA B MIEKTPOHHYIO0 HH()OPMAIIMOHHO-00pa30BaATEIILHYIO CPEy
Crnenuanu3upoBaHHble AYIUTOPUM:

YyeOHast aynuTopus JUIsl IPOBEACHUS 3aHITHIA JEKIMOHHOTO TUMA, 3aHSATHI CEMHHAPCKOTO
THUIIA, KYpPCOBOTO MPOEKTUPOBAHUS (BBIMOIHEHHSI KypCOBBIX paboT), TPYNIOBBIX U UHIUBU-
yambHBIX KOHCYIhTAINMA, TEKYIIET0 KOHTPOJISI U TPOMEKYTOUHOM aTTecTarum™
Texunueckue cpeacrsa 00y4eHus :

MYJIbTUMEINNHBIA KOMIUIEKC
KOMITBIOTEP C MPOTPAMMHBIM O0€CTIeUeHHEeM, YKa3aHHBIM B 1.1 1
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