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1. OBJACTh NPUMEHEHHUSI PABOYEN NMPOITPAMMBI YUEBHOI'O MNPEJMETA,
KYPCA, JMCUUILIAHBI (MOIY.JIs)

JlokyMeHTallMOHHOe 00eCrevYeHne YIpPaBJICHUS SBJSETCS YacThIO MPOrPaMMbl  TIOJTOTOBKHU
CrenuaanucToB cpeanero 3BeHa B cooTBercTBUM ¢ DPI'OC mo cnemumansHoctn CIIO 38.02.07
bankoBckoe aeno.

2. IIEJI Y1 3AJTAYM YYEBHOW U CIATIJIAHBI

1.1leab u 332U AUCHUILTHHBI

ean:

- chopMUpOBaTh WEIOCTHOE NPEACTABICHUE O TEHACHLUSX M 3aKOHOMEPHOCTSIX pPa3BUTHUS
COBPEMEHHOTO JIOKYMEHTAIMOHHOTO 00ECIICUCHHUS YIIPABIICHHS OPraHU3alneH.

Sagaun:

— chopMUpOBaTh YMEHUS B 0POPMIIEHUN JTOKYMEHTAIIUU B COOTBETCTBHH C HOPMATHUBHOM 0a30H,
UCTIOJIB3YsT MH(POPMAITMOHHBIE TEXHOJIOTHU U CPEICTBA OPTTEXHUKH,

— UCIIOJIb30BaTh YHU(UIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIUU;

— OCYIIECTBIISITH XpaHEHUE, MOUCK JOKYMEHTOB.

3. MECTO YYEBHOH JUCHHUILINHBI B CTPYKTYPE ITPOI'PAMMBI NOATOTOBKH
CIIEHMAJINCTOB CPEJHEI'O 3BEHA

YyeOHass aucnuiuinHa «J[OKyMeHTalMOHHOE OOeCIIeUeHHE YIPaBICHUS» B IPOrpaMMe
MMOATOTOBKH CIICIIMAIMCTOB CPEAHETO 3BEHAa OTHOCUTCA K 0O0mIenpodecCHOHaIbHBIM AUCITUILTHHAM
npodeccnonanpHoro 1uKiIa y4eOHbXx muctumuimHa  DPIOC mo cnemumanerocTn CITO  38.02.07
BankoBckoe neno.

J1st u3y4yeHus TaHHOTO Kypca Mpejroiaraerca Hanuuue 0a30BBIX MPECTaBICHUN B 00JacTH
mucturud CO.1.11 «Muadopmarukay, YJ/1.01 «3konomukay, OI1.01 «D9xoHOMHKA OpraHU3aIN».

4. TPEBOBAHMS K PE3YJIbTATAM OCBOEHUS YYEBHOM JUCIHUIIIVHBI:
Komnerenuuu odyuaromerocsi, opmMupyembie B pe3y/ibTaTe 0CBOCHHS AUCHUIINHBI.
[Tponiecc u3y4yeHMs AMCUUIUIMHBI HampaBlieH Ha (OPMHUPOBAHHME M Pa3BUTHE OCHOBHBIX

00IIEeKyIBTYpHBIX U npodeccnoHanbHbIX KoMrerenuuii: OK-2; OK-3; OK-4.

OK 2. Hcnonvzosamv cogpemeHHble CcpedCmea HNOUCKA, AHAIU3A U UHMepnpemayuu
ungopmayuu U UHGOPMAYUOHHBIE MEXHONO2UU OJisl  BbINOJHEHUs 3a0ay NpogeccuoHanbHou
OoesimenbHOCHU.

3HaTh:

- HOMEHKJIaTypa MHPOPMALMOHHBIX MCTOYHUKOB IPUMEHSAEMBIX B IPOPECCUOHATBHOMN IeATETbHOCTH,;

- IPUEMBI CTPYKTYypUpOoBaHus nHpopmanuu; GopMat opopmiieHUs: pe3yabTaTOB MOMCKA HHPOPMAIUH

Ymers:

- OIPENENATh 3a/1a4M JUIsl TOMcKa HHGOpMaIuy;

- OTIpeNIENATh HE0OX0AUMBbIE HICTOUHUKN MH(POPMALUY;

- IJJTAHUPOBATh MPOIIECC MTOUCKA;

- CTPYKTYPHPOBATh MOIYYaeMyro HH(OpMAIHIO;

- BBICTISATH HanboJiee 3HaYNMOe B IepeyHe HHPOpMaII;

- OLIGHUBATh NMPAKTHUUYECKYIO0 3HAYMMOCTb PE3YJIbTaTOB MTOUCKA;

- 0hOpPMIISTH Pe3yNIbTaThl MOUCKA.

OK 3. Ilnanuposamv u peanusogvieamv cobOCmMEeHHOe NPOPdecCUoHanrbHoe U JUYHOCMHOE
passumue, NPeONPUHUMAMENLCKYIO 0esAmelbHOCMb 8 NpohecCcUoHanbHol  cghepe, UCNONL308AMb
3HAHUSA NO NPABOBOU U PUHAHCOBOU SPAMOMHOCTIU 8 PASTUUHBIX HCUSHEHHBIX CUMYAYUSX.
3HaTh:

- coJIepKaHMe aKTyalbHOH HOPMaTHUBHO-TIPABOBOM JTOKyMEHTAIINH;



- COBPEMEHHYIO HayYHYI0 U MPOPECCUOHAIBHYIO TEPMUHOJIOTHIO;
- BO3MOJKHBIE TPACKTOPHH MPOPECCHOHATFHOTO PA3BUTHS M CaMOOOpa30BaHMU.
Ymersb:
- OMpeAeNATh AaKTyaJbHOCTh HOPMATHBHO-TIPABOBOM JIOKyMEHTallMd B MpodecCHoHATbHOMI
NeSITeNIbHOCTH;
- IPUMEHSATH COBPEMEHHYIO HAYUHYIO MPOPECCHOHATBLHYIO TEPMUHOJIOTHIO;
- OIPENENSTh U BHICTPAUBATh TPAEKTOPHUH MTPO(EeCcCHOHATBHOTO Pa3BUTHSI U CaMOOOpa30BaHUS.
OK 4. Dppexmusrno szaumooeticmeosams u pabomamsv 6 KOJLIEKMuU8e U KOMaHoe.
3HaTth:
- ICUXOJIOTUYECKUE OCHOBBI JACSATEIbHOCTH KOJIJIEKTUBA, IICUXO0JIOTHYECKUE OCOOEHHOCTH JIMYHOCTH;
- OCHOBBI IIPOEKTHOM JIEATEILHOCTH.
Ymersn:
- OPraHu30BbIBaTh PabOTy KOJUIEKTHBA U KOMAaH/IbL;
- B3aUMOJCWCTBOBATH C KOJJIETAaMH, PYKOBOJCTBOM, KJIMEHTAMH B XO0JA€ MNpodeCCHOHATHHON
NeSITeIbHOCTH.
Taxkum o0pa3om, B pe3yibTaTe 0CBOCHHMS IMCHUILIHHBI 00yUYaommiics 10/2KeH
Ymers:
VY1 - opopMIIATE JOKYMEHTAIUIO B COOTBETCTBUYU C HOPMATUBHOMN 0a30i, UCIIONB3YsI
nH(OPMALIMOHHBIE TEXHOJIOTUU U CPEACTBA OPITEXHUKH,
VY2 - ucnonabp30BaTh YHUPUIIUPOBAHHBIC CUCTEMBI JJOKYMEHTAITUH;
VY3 - ocyliecTBIATh XpaHEHHE, TOUCK U aHAIHU3 IOKYMEHTOB;
VY4 - ucnonabp30BaTh TEIEKOMMYHUKAIIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JIOKYMEHTOOOOPOTE.
3HaTth:
31 - OCHOBHBIE MTOHATHUSA JOKYMEHTAIIMOHHOTO 00ECIIeUCHUS YIIPABIICHHUS;
L[eJIH, 33]1a4M U IPUHIIUIIBI TOKYMEHTAIMOHHOT'O 00eCIICUeHUs YIIPaBICHUS;
CUCTEMBI IOKYMEHTALIUOHHOTO 00ECTIEUEHUs! YIIPABIICHUS;
oO1Ire npaBuiIa OpraHu3auu padoThl ¢ JOKYMEHTaMU;
32 - OCHOBHBIE 3aKOHOJIATENIbHBIC M HOPMATHUBHBIE aKTHI B 00JIACTH JIOKYMEHTAIIHOHHOTO 00ECTICYCHHUS
yIpaBJICHHUS;
33 - TpeOOBaHUS K COCTABICHHUIO U O(POPMIICHHIO PA3TUYHBIX BUIOB JIOKYMEHTOB;
34 - coBpemeHHbIE HHGOPMAIMOHHBIE TEXHOJOTHUU CO3/IaHUSA JOKYMEHTOB M aBTOMAaTH3alluU
JOKYMEHTO000pOTa; OpraHu3aliio paboThl C 3JIEKTPOHHBIMU JJOKYMEHTaMHU.



5.CTPYKTYPA U COJEP)KAHUE YUYEFHOM JJUCIIUILJINHBI
5.1 O0beM yueOHOI JMCUMIIJIMHBI M BUABI Y4e0HOI padoThl

Oovem uacos
. 6cezo
Bup yuedHoii padoTbl Ounoe
1210m,2210m |
MaxkcumasnbHasi yueOHasi Harpy3ka (Bcero) 38
O0s3aTesIbHASI AYAUTOPHAsI YueOHasi Harpy3Ka (Bcero) 36
B tom unciie:
TEOPETUYECKOE 00yUeHUE 20
MIPAKTUYECKHE 3aHATUS 16
CamocTtosiTeibHas padora o0yuyaouerocs (Bcero) 2
B ToM uucne:
pabora 1o Temam 2
II0JIFOTOBKA JIOKJIAJIOB 110 TEMaM
Hrorosnie arrecranuu 2 kype, 3
cemectp DK
Oovem uacos
N 6cezo
Bup yuyeoHoii padoTbl 3aounoe
2210m/3210m
MakcumasnbHas yueOHasi Harpy3ka (Bcero) 38
O0s3aTesIbHAsI AYIUTOPHAs Y4eOHAsi Harpy3Ka (Bcero) 10
B ToM uucne:
TEOpeTUUeCcKoe 00ydeHne 4
MPAKTUYECKHUE 3aHSITUS 6
CamocrosiTesibHas paboTa o0yuyaruierocs (Bcero) 28
B Tom unce:
pabora 1o Temam
MOJIFOTOBKA JIOKJIAJIOB 110 TEMaM
Hroroseie arTecTanuu 2Kypce
JDK




5.2. TemaTuyeckuii NJIaH M coJiep:KaHue YUeOHOI THCHMILUTHHBI «/loKyMeHTallMOHHOE o0ecriedeHne YITPaBJIeHU »

O0BeM

Yposen
Conep:kanue y4eOHOro MaTepuaa, IpakTU4YecKue 3aHATHS, CAMOCTOsSITeJIbHAsI padoTa acon b
HaumeHoBaHue pa3iejioB H TeM ouHoe/
00y4arIMXCcs 0CBOCHH
32049HO
o A
1 2 4
Tema 1 2
OcHOBHbIE IOHATHSA
JeJI0NPOU3BOACTBA
Coaep:xanue yueOHOro MaTepuaJia 1/1 2
3aHATHSA JTeKIHOHHOIO THIA
1. Jlenonpou3BOACTBO KaKk COCTaBHAsI YAaCTh YIIPABJICHUS IEPCOHAIIOM B opraHu3anuu. OCHOBHbIE
TUIIOBbIE JOKYMEHTHUPYEMbIE OIIEpALK B IIPOLIECCE YIPABICHHS IEPCOHATIOM.
1.1 Iporece ympaBieHHst 1 Poiib | 2. MecTo 1 Pojib JOKYMEHTOB B ypasieHun. OGIIie 1 OCHOBHbIC TPEGOBAHMS 1 IIPABHIA OOPMICHHUS
AOKYMCHTHUPOBAHUA JIOKYMEHTOB.
YIIPaBJICHYECKOH JIeATETbHOCTH. 3. HopmaTuBHBIE MaTepUabl 0 JOKYMEHTHPOBAHUIO YIPABIEHYECKON NEATEIbHOCTH U OpraHu3aluu
Buner T0KyMeHTOB 1 HX paboThI ¢ JOKYMEHTaMH.
KIaccuuKarms 4. Busipl ynpaBlieHYeCKUX JOKYMEHTOB M UX KJIacCU(UKAIHS.
IpakTnyeckue 3aHATHS 0,5/0
Joxnasl, coobmenus (yeruno) (OK 2, OK 3, OK 4)
CamocrosiTeibHAas padoTa CTY/1eHTOB 0/0
[TpopaboTka KOHCIIEKTOB JEKIMH, Y4eOHOM! JINTEpaTyphl.
Copepxanue yueOHOro Mmarepmuasa 1/0 2

1.2 Yauduxanms u




CTaHJapTu3anus
YIpaBJICHYCCKHUX JOKYMCHTOB.

3aHATHA JTIeKIMOHHOIO THIIA

1. IlonsaTHs cranaapTuzanuy U yHupukanuy. OCHOBHbIE IPUHIIMIIBI TP IPOBEACHUN YHUDUKALUY U
CTaHJApTU3aLUU YIIPABJICHUYECKUX JOKYMEHTOB.

2. YHU(UUIUPOBAaHHbBIE CUCTEMBI JOKyMeHTauuu. OCHOBHbIE ITpaBUiIa 0(OPMIIEHUS TOKYMEHTOB.
Dopmyisip-obpaszerl.

3. PexBU3UTHI yIIPABICHUECKUX JOKYMEHTOB U IIPABUJIA UX OPOPMIICHHUSL.

4. bnanku u opmatsl TOKyMeHTOB. [Ipuianue ToKyMeHTaM I0pUINYECKON CUJIBI.

IIpakTnyeckune 3aHATHA
3ananue 2. YHUPUKAIUS U CTAaHIAPTU3AINS YIIPABICHYSCKUX JOKYMEHTOB. BIIaHKM U PEKBU3UTHI
nokymeHnToB (OK 2, OK 3, OK 4)

0,5/0

CamocrosiTe/ibHasi padoTa CTY/1eHTOB
1.ITpopaboTKa KOHCIIEKTOB JICKIIHiA, y4eOHOU JINTEPATYPHI.
2 IloaroroBka QOKJIAI0B II0 TEMAM

0/2

1.3 IIpaBuna opopmiieHUs
YIIPaBJICHYCCKUX
(opraHu3anuoHHO-
pacnopsITUTENbHBIX ) JOKYMEHTOB

Coaep:xanue yueOHOro MaTepuaJia

3ansTus JICKIITMOHHOI'0 THIIA

0/0

IIpakTHyeckue 3aHATHS
3amanwue 1. [Ipouecc ynpaBieHus: U pojb JOKYMEHTHPOBAHUS YIIPABICHYECKOMN ACSITEIHHOCTH.
TecroBoe 3aganue (OK 2, OK 3, OK 4)

2/0

CamocTrosiTe/ibHasi padoTa CTY/1eHTOB
1.ITpopaboTka KOHCIIEKTOB JIEKIIHiA, y4eOHOM JIUTEPATYPHI.
2 IloaroroBka QOK/IAI0OB II0 TEMAM

0/2

Tema 2
JdoxkymeHTHpOBaHME
OPraHU3alMOHHO—
pacnopsiiuTeIbHOM
AeSITeJIbHOCTH




2.1 OpraHu3anMOHHO-TIpaBOBast
JOKYMEHTalus

Conepxxanue y4eOHOro Marepuasa

3aHATHSA JIeKIMOHHOIO THIIA

1. ITpaBuiia BHyTpeHHero TpynoBoro pacnopsaka (Ilonoxenue o nepconaie).
2. Ycras. [lonoxxeHue 06 opraHu3anuu. Y YpeIuTeIbHbIA T0TOBOP.

3. CtpykTrypa u mratHas yucieHHocTs. LlltaTHoe pacniucanue.

4. ITonoxenue o CTPYKTYPHOM IOJIpa3iesiCHUH.

5. JIOJDKHOCTHBIE HHCTPYKIUU.

2/1

I[IpakTnyeckue 3aHATHS

3ananue 3. CocraBienue U 0ohopMIICHUE OPraHU3alMOHHO-TIPABOBOM JTOKYMEHTAIIHH.

PaboTa ¢ HOpMAaTUBHBIMU JOKYMEHTAMHU:

JIOKyMEHTHUPOBAaHNWE XO3SMCTBCHHBIX ONEpalliii W BEACHUE OYXTralTepcKOro Yyd4eTa aKTHBOB
OpraHu3aIuH.

Benenue Oyxranarepckoro ydera HCTOYHHKOB (OPMHUPOBAHUS AKTHBOB, BBINIOJIHEHHWE pPA0bOT IO
WHBEHTApPH3AllMd aKTOB W (PMHAHCOBBIX 00s3aTE]IbCTB OpraHu3aluu. [IpoBeleHHE pacdyeToB C
OIOPKETOM M BHEOIOKCTHBIMU (DOHIAMH.

CocraBiieHHE ¥ UCTIOJIb30BaHUe Oyxrantepckoii (hunancosoii ) oruernoctr. (OK 2, OK 3, OK 4)

4/0

CamocTosiTesibHAsi padoTa CTYJ1€HTOB
1.ITpopaboTka KOHCIIEKTOB JICKIIHiA, y4eOHOU JIUTEPATYPHI.
2.PaboTa ¢ HOpMAaTUBHBIMHU JIOKYMEHTAMH.

0/2

2.2 PacniopsiAMTENbHBIE
JIOKYMEHTBI

Conepxanue yueOHOro Marepuasa

3aHATHA JTeKIMOHHOI0 THIIA

1. PacniopsimuTenbHble TOKYMEHTBI, JEHCTBYIONINE Ha QeiepaibHOM YPOBHE, YpOBHE CyObekTOB PD,
Kpast, 00;1aCTH, FOPOJOB PECIyOIMKaHCKOTO 3HAYSHH s, aBTOHOMHBIX 00JIaCTel U KPyTroB.

2. O6wmue npaBuiia COCTaBICHUS U 0()OPMIICHUS] OPraHU3aLMOHHO — PACHOPSAUTEIBHBIX JOKYMEHTOB
YUPEKIACHUH, IPEANPUATUN, OPraHU3ALH.

3. [Ipukas.

4. PacniopsixeHue.

2/1

IIpakTnyeckue 3aHsATHS

4/0




Omnpoc. Jloknansl no Teme.
3ananue 4. CocrapieHue 1 ohopmiIeHUE paCIOPSAUTENbHBIX JOKYMEHTOB, PErJIaMeHTUPYIOIINUX
paboTy ¢ nepcoHaIoM yupexaenuii, oprauuszaiuii, npeanpustuii. (OK 2, OK 3, OK 4)

CamocrosiTesibHasA padoTa CTYACHTOB
[IpopaboTka KOHCIIEKTOB JEKIHH, y4eOHOU JIUTEPATYPHI.
Pabota ¢ HOpMaTHUBHBIMU JOKYMEHTaMH

0/2

Tema 3. UndopmannonHo-
CIPaBoOYHbIE T0KYMEHTHI

3.1 Cocra nHpOopMalMOHHO-
CTIPAaBOYHBIX JOKYMEHTOB

Conepxanue y4eOHOro Marepuaa

3aHATHSA JTeKIHOHHOIO THIA

1. JIokyMEHTHpOBaHHE ACATEIBHOCTH KOJJIETHAIBHBIX OPraHoOB, 0(OpMIICHHE
IPOTOKOJIOB.

2. AKT

3. loknaaHast 3aucKa, OObsICHUTEIbHAS 3aIIMCKa

4. CripaBka

5. CoBpemeHHoe Jes1oBoe McbMO. COCTaBICHUE TEKCTOB CITY>KEOHBIX
JJOKYMEHTOB.

4/1

IIpakTH4eckue 3aHATHSA

3ananue 5. UHQOpMaIMOHHO-CIIPAaBOYHBIC TOKYMEHTHI.

BerlnosHeHNE TECTOBBIX 3aJaHUI:
CocTaBUTh 1 0QOPMUTH JTOKJIAJAHbIE 3aITUCKU, HEOOXOUMBIE B YIIPABICHYECKUX CHUTyalUsIX (TPOTOKOJ
BacelaHus, aKkT, JOKJIAJHAs 3alucKa, pe/IoKeHue, C1y)KeOHast U 00bsACHUTENNbHbIE 3allUCKHU, CIIpaBKa U
r..). (OK 2, OK 3, OK 4)

1/0

CamocrosiTesbHast padoTa CTYICHTOB
1.ITpopaboTka KOHCIIEKTOB JIEKIHiA, y4eOHON JIUTEPATYPHI.
2.IloaroTroBka J0KIJIa0B IO TEMAM.

0/2




Tema 4
OdopmiieHue 10KYMEHTOB 110
TPYAOBbIM PABOOTHOIIEHUAM

4.1 Knaccuduxaius 10KyMEHTOB
T10 JINTYHOMY COCTaBY

Copep:xxanue y4e0HOro MmaTepuasa

3aHATHSA JeKIHOHHOTO THIA

1. JIokyMEHTHUpPOBAaHUE TPYIOBBIX MPABOOTHOIICHHH. COCTaB TOKYMEHTOB IO JINYHOMY COCTaBY
(kagpam).

2. IIpaBwiia moAroTOBKH U 0POPMIICHHUS TPUKA30B TI0 JTUYHOMY COCTaBY.

TpynoBoii 10oroBop (KOHTPAKT).

3. TpynoBeie kHIKKH. POPMUPOBAHNE U XPAHCHHE JTMYHBIX Je]T PAOOTHHKOB.

4. Iopsaok yyeTa U pacCMOTPEHUS MPEI0KCHUM, 3asIBICHUI 1 )KaI00

rpaxat. Jlenonponu3BoACTBO 10 00paIeHHIM TPak/IaH.

IIpakTH4yeckue 3aHATHS

3ananue 6. Cucrema TOKyMEHTALlMU 110 JUYHOMY COCTaBY.
Jlenornpou3BoACTBO M0 MMCbMEHHBIM U YCTHBIM OOpaIlleHUsIM IpaX/iaH
Tecr. (OK 2, OK 3, OK 4)

CamocTosiTe/ibHAsi padoTa CTY1€HTOB
1.ITpopaboTka KOHCIIEKTOB JIEKIH, y4eOHOMN TUTEPATYPHI.
2 IloaroroBka QOKJIAI0B II0 TEMAM

4.2 OopmieHue T0KyMEHTOB,
UCIONIb3YEMBIX TPU IIpUeMe Ha
pabory.

Conepxanue y4eOHOro Marepuasa

3aHATHSA JIeKIMOHHOI0 THIIA

1. IlpaBuia noAroTOBKU U 0()OPMIIEHHUS PUKA30B 110 IUYHOMY COCTAaBY.
TpynoBoii 10oroBop (KOHTPAKT).

2. TpynoBblie kHIKKH. DopMupoBaHHe U XpaHEHUE JUYHBIX JIeJl PAOOTHUKOB.

IIpakTHyeckue 3aHATHSA
Pabora ¢ noxymentamu (mpukasbl, TpyaoBoi gorosop). (OK 2, OK 3, OK 4)

2/0
2
0,5/0
0/2
1/0
2
0,5/1
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CamocrosiTesibHast padoTa CTYIEHTOB
1.IIpopaboTka KOHCIIEKTOB JIEKIIN, y4eOHOM JIUTEPATYPHI.

2 IToaroroBka AOKJIAJIOB 110 TEME: 0/2
Conepxanue yueOHOro Marepuasia 0/0
4.3 OdpopmieHIe npuKasa 3aHATHS JEeKIHOHHOTO THIIA.
g;%COIIT(I){I;I ﬂ;;e:; ;;;rr;fg;];%iiy. IpakTHyecKue 3aHATHS } 0,5/1
WutepaktuBHas (hopma NpOBEACHUS 3aHATHS — BBIMOJHEHUE MPAKTUYCCKUX 3alaHUN
Pabora ¢ nokymentamu (pacnopspkenus). (OK 2, OK 3, OK 4)
CamocTrosiTebHasi paGoTa CTy/IeHTOB 0/2
[IpopaboTka KOHCIIEKTOB JIEKIMH, y4eOHOW IUTEepaTypHl.
Conepxanue yueOHOro Marepuasa 1/0
3aHATHS JeKIHOHHOTO THIA
Odopmiienue npukasa (pactopsHKeHHUs ) O MPEKPALICHUH JEHCTBHSI TPYI0BOTO JOTOBOPa YBOJbHEHUH
4.4 Odopmnenue npukasa paGOTHHKA
(pacriopsbienust) 0 mpekpanieHnu IMpakTHYecKue 3aHATHS 0,5/1
JICHCTBHUS TPY/I0BOTO I0TOBOPA WurepakTuBHAs opMa NPOBEICHNUS 3aHATHS — BBINOIHEHHE IPAKTHYCCKUX 3a/IaHUi (COCTABUTD
YBOJIbHEHHH PaOOTHHKA IPUKAa3bl: 00 YBOJBHEHUH MIEPEBOIOM B APYTYIO OPTAHU3AIMUIO ; 0OOPMHUTH 3AIKUCH B TPYIOBOM
kHkke u ap.) (OK 2, OK 3, OK 4)
CamocrosiTeIbHasi pa6oTa CTy/IeHTOB 0/2
[TpopaboTka KOHCIIEKTOB JIEKINH, y4eOHOH TUTEPATYPHI.
Tema 5
TexHonorusi pa6oTei ¢ 2
JAOKYMEHTAMH
5.1 CocTaBlieHHe HOMEHKIATYDBI Coaep:xaHue yueOHOT0 MaTepuaja 2/0 2
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pi(SA) |

3aHATHSA JIEKIMOHHOTO THIIA

1. OcHOBHBIE TpaBWIIa OPTaHU3AIMH JOKYMEHTO000poTa. CxemMa OpraHu3aiuu
paboThI C IOKYMEHTaMH B OPTaHU3ALIUH.

2. lopsimox 00pabOTKU BXOASIIMX M UCXOASIINX JOKyMeHTOB. [IpaBuia
peructpanu U MHACKCUPOBAHUS JOKYMCHTOB.

3. KoHTposb ucnoaHeHus: JoKkyMeHTOB. PaboTa ucnosHuTeneii ¢ JOKyMEHTaMH.

4. CocraBneHre HOMEHKIATyphl aen. PopmupoBanue U oopMIIeHHE Jell.

I[IpakTnyeckue 3aHATHS
3amanne 7. Texnonoruu aenonpon3Bojactea. (OK 2, OK 3, OK 4)

0,5/1

CamocrosiTe/ibHasi padoTa CTY/1eHTOB
1.ITpopaboTKa KOHCIIEKTOB JICKIIHiA, y4eOHOU JINTEPATYPHI.
2 Iloaroroska QOK/IAI0B II0 TEMaM

0/2

5.2 ®opmMupoBaHue U
ohopMIICHHE JIe) B TEKYILEM
JETOIPOU3BOICTBE

Coaep:xxanue yueOHOro MaTepuaJia

3anaTus JICKIITMOHHOI'0 THIIA
CDOpMI/IpOBaHI/Ie nu O(bOpMJ'IeHI/Ie ACJI B TCKYIIEM JCJIONPOU3BOCTBC.

1/0

IIpakTHYecKHe 3aHATHS
JHoxmazel o teme (OK 2, OK 3, OK 4)

0,5/1

CamocrosiTeibHas padoTa CTy/1eHTOB
1.ITpopaboTka KOHCIIEKTOB JEKIH, ydeOHO! JIUTEpaTypHI.
2 IloaroroBka JOKJIAJ0OB 10 TEMaM

0/2

5.3 Opranusanus XxpaHeHus
JTOKYMEHTOB

Coaep:xxanue yueOHOro MaTepuaJia

3ansarus JICKIHMUOHHOI'0 THUIIA
OpFaHI/BaHI/IH XpaHCHUA NOKYMCHTOB.

1/0

IMpakTHyeckue 3aHATHS
Hoxnansl mo Teme (OK 2, OK 3, OK 4)

0/0

CamocTosiTe/ibHasi padoTa CTY/I€HTOB
1.ITpopaboTka KOHCIIEKTOB JIEKIIHiA, y4eOHOM JIUTEPATYPHI.

0/2
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2.HOI[FOTOBKa JOKJIaa0B I10 TEMaM

Tema 6

NupopManHOHHbIE TEXHOJIOTHH
B o0ecnieyeHuM dPpPexTUBHOTO
JOKYMEHT0000pOTa KOMIIAHUM

Conepxanue yueOHOro Marepuasia 1/0

3ansitust JICKIITMOHHOI'0 THIIA
KOMHLIOTCpHBIC TCXHOJIOTUMH IMMOJATOTOBKU TEKCTOBBIX KOMIIOHCHTOB JJOKYMCHTOB.

6.1 KomnbroTepHbIE TEXHOJIOTUU
IIOATOTOBKH TECKCTOBBIX

KOMIIOHCHTOB JOKYMCHTOB IMpakTuyeckue 3aHATHSA § 0/0
TectoBble 3a1aHU IO TOATOTOBKH JIOKYMEHTOB (koMmbioTepHbIit BapuanT) (OK 2, OK 3, OK 4)
CamocrosiTesibHast padoTa CTY€HTOB 0/2
[ToaroroBka k TECTOBBIM 3a/IaHUSM
ConepxaHue yueOHOro Marepuasa 1/0

3ansTus JICKIHMUOHHOI'0O THUIIA

6.2 DNeKTpOHHBIN

JIOKyMEeHT0000poT. ObecreueHue LpaKTHIecKue AEATHS . 1

SanTH HEDOPMAIIH Pabora ¢ uHpopMaLnOHHO-TeIeKOMMYHUKAIMOHHOHU ceThto «MHTepHeT». (OK 2, OK 3, OK 4)
CamocrosiTesibHast padoTa CTY€HTOB 0/2
[IpopaboTka KOHCIIEKTOB JEKIMH, y4eOHON TUTEpaTypHl.

BCEI'O 36/38

Jnst XxapaKTepUCTUKU YPOBHS OCBOSHMS y4eOHOT0 MaTepHalla UCIOIb3YIOTCS ClIeAYIoNne 0003HAUECHUS:

1. — o3HaKOMMTe/IbHBbI HJIH MUHUMAJIbHBIN YPOBeHb (y3HaBaHUE paHEe N3YUYEHHBIX 0OBEKTOB, CBOWCTB);

2. — penpOAYKTHBHBII MM 0a30BbIH YPOBeHb (BHIIOJHEHUE IESITEIHLHOCTH MO 00pa3Ily, HHCTPYKIIUH WIIH MTOJT PYKOBOJCTBOM)

3. — IPOAYKTHBHBII MJIM BBICOKHI YPOBeHb (IUIAHUPOBAHUE U CAMOCTOSITEIIbHOE BBIIIOJHEHHE IEATEIbHOCTH, pellieHHe MPOOJEMHBIX 33/1a4)
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3aHATHS, TPOBOAUMBIE B HHTEPAKTUBHBIX (hopMax

Ne
w/n Tema 3aHsaATHA ®opma
WNurepaktuBHas  gopma
1 [TpakTHdeckue 3aHATH 11O TeMaM 4- 6 IIPOBEICHUSA  3aHATUA  —
BBIITOJIHCHUE
MPAKTUYECKUX 3aJaHHI

6. YCJIOBUSI PEAJIM3AIIAU ITPOT'PAMMBI YYEBHOM I CIIATIIMHBI

6.1. TpeboBaHUs K MUHMMAJIbLHOMY MaTePHAIbHO-TEXHHYECKOMY 00ecnedyeHUIo
Peanuzanust mporpamMmbl  JUCHUIUIMHBL  TpeOyeT Haiauuus ydeOHOro KaOuHeTa.

O06opynoBaHue yueOHOro KabuHeTa:

-paboune MecTa 1o KOJIMYECTBY 00YUarOIIUXCS;

-pabouee MecTo mpernoiaBaTers;

-KOMIUIEKT y4eOHO-METOJMUECKON JOKYMEHTAIIH;

-HarJIsHBIC TOCOOUS: Pa3IaTOYHbBIN MaTEpUAaT;
TexHuueckue cpencTBa 0OydeHus:

- KOMIIBIOTEP, MYJbTHMEIHA KOMIUIEKC IPE3CHTAIIMOHHOTO MaTepuaa.

6.2 UndopmanuonHoe odecrieueHne o0y4eHust

OcHoBHasi iMTeparypa
OcHoBHas1 IUTepaTypa

1. Kysnenona, 1. B. JlokymeHTanroHHoe obecriedeHue yrpasieHus: yueOHoe nocodue
st CITO / U. B. Ky3nenosa, I'. A. Xauatpssa. — 2-e¢ u3a. — Capatos: [IpodoOpazoBanue, Aii
ITu Op Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Texkcr:
IEKTPOHHBIA // DnekrpoHHO-OMOmmoTeunas cucrema IPR BOOKS: [caiit]. — URL:
http://www.iprbookshop.ru/80326.html (nara oopamenus: 15.10.2020). — Pexum moctyma: amst
aBTOPU3HUP. OJIB30BATENEH

2. BemkypoBa, A. b. JlokymeHTallmoHHOE OOecTieueHne ynpaBleHus: yueOHoe mocodue
JUIsL CTYAEHTOB CpeAHero mnpodeccruoHanbHoro obpaszosanus: [12+] / A. b. Bemkypoa. —
Mocksa; bepnun: Jupext-Menua, 2020. — 170 c.: un., Tabn. — Pexxum goctyma: mo moamucke. —
URL: https://biblioclub.ru/index.php?page=book&id=570999 (mara oGpamenus: 07.07.2022). —
bubmuorp.: c¢. 156-159. — ISBN 978-5-4499-0436-2. — DOl 10.23681/570999. — Tekcrt:
AJIEKTPOHHBIN.

3. Jlankosa, A. I'. JlokyMeHTallMOHHOE OoOeCIeYeHre yIpaBIeHUs IepCOHANIOM: ydeOHoe
nocobue: [16+] / A. T'. JlankoBa, B. A. llpirankoB; OMCKu# TOCYIapCTBEHHBI TEXHUYECKUHN
yHuBepcuteT. — OMck: OMckuil rocyapcTBeHHbIN TexHudeckuil yausepeuter (OmMI'TY), 2019.
- 154 c¢: wm, Tabm, cxem. — Pexum  jgoctyma: 1O MOJMUCKE.  —
URL:https://biblioclub.ru/index.php?page=book&id=683240 (nata obpamenus: 07.07.2022). —
bubmumorp.: c. 104. — ISBN 978-5-8149-2860-3. — TekcT: 31EeKTPOHHBIH.

JlonoJTHUTeIbHAS JIUTepaTypa

4. JlokymeHTalmoHHOe oOecriedeHne ympaeiueHus. CocraBieHne ©  opOpMIICHHE
JENOBBIX JTOKYMEHTOB: yueOHoe mocobme mns CIIO / cocraButenu E. W. bammakoBa. —
Caparos, Mocksa: [IpododpazoBanue, At [lu Ap Meana, 2021. — 144 c¢. — ISBN 978-5-4488-
1080-0, 978-5-4497-0964-6. — Texkct: anekrponHsii // LndpoBoil 0oOpa3oBaTenbHbIH pecypc
IPR SMART: [caiitr]. — URL: https://www.iprbookshop.ru/103343.html (mata oOparieHus:
21.09.2023). — Pesxxum octyna: it aBTOPU3HP. MOJIb30BaTEICH

5. ApacmanoBa, B. A. JlokymeHTanMOHHOE oOecreuyeHue YyIpaBieHUs: ydeOHo-
IpakTUYecKoe 1mocobue B cxemax, Tabnunax, oopasuax: [12+] / B. A. Apacnanosa. — 2-e u3f.,
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nor. u mepepadb. — MockBa; bepnun: dupekr-Meauna, 2020. — 266 c.: wi., Tadn. — Pexum
noctymna: o momnucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394 (mara

obopamenus: 01.10.2021). — bubmmorp. B kH. — ISBN 978-5-4499-1454-5. — DOI
10.23681/578394. — TeKCT: IIEKTPOHHBI.
6. Kyszuenos, U. H. lenonpousBoacteo: yuedbnoe mocobue: [16+] / . H. Ky3nenos. — 9-¢

u3 ., nepepad. — Mockaa: JlamkoB u K°, 2020. — 406 c.: wi1. — Pexxum qoctyna: mo mommcKe. —
URL: https://biblioclub.ru/index.php?page=book&id=572967 (nata obpamienus: 01.10.2021). —
bubnuorp.: c. 312-323. — ISBN 978-5-394-03881-5. — TekcT: 37€KTPOHHBIHA. .

Pecypcu I/IH(l)OPMaIII/IOHHO-TeJIeKOMMyHHKaIII/IOHHOi/i ceTHn «HHTepHeT», H606XOL[HMLIC IJIA
OCBOCHMA NTUCHHUIIJIMHBI

1. URL: http://biblioclub.ru/index.php?page=book&id=463666
2. URL: http://www.iprbookshop.ru/57135.html
3. CnpaBouno-npaBoBas cuctema «Koncynbrantllnrocy - http://www.consultant.ru
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7. KOHTPOJIb H OIIEHKA PE3YJIbTATOB OCBOEHUSI YYEFHOM
JUCHHUIIJINHBI

Pabouast mporpamma yueOHOW JAMCHUIUIMHBI OOecIieueHa OICHOYHBIMU MaTepHallaMu IS
MIPOBEJICHUS TEKYIIEr0 KOHTPOJIA U IPOMEKYTOUHOM aTTeCTall|H.

[IpomexyTodHass aTTecTalus CTYASCHTOB OYHOH (OpMBI OOYYEHHS MPOBOIUTCS IO
OKOHYAHMIO Kypca nucuuruimHabl B popme JJDK.

Texkymmii  KOHTPOJb  pe3yJbTaTOB  OCBOCHUS  AUCIUIUIMHBI  OCYIIECTBISETCA
mpenojaBaTelieM B Ipollecce MPOBEIACHHs MPAKTUYECKUX 3aHATUH B (OpMe TeCTUPOBAHUSA,
YCTHOTO OIPOCa, MOATOTOBKH JIOKJIAJI0B, a TAK)KE BBIMOTHEHUSI CUTYAlIMOHHBIX 3a7a4.

Ilepeuens BonpocoB k JAPK
1. lokyMeHT 1 criocoOBI €ro MOoIy4eHusl.
2. Obmue u cnenuduueckre GyHKIUNA JOKYMEHTA.
3. OcHoBHBIE TpeOOBaHUS, TPEABABISEMBIE K IOKYMEHTAM.
4. MecTo U pojib IOKYMEHTOB B yIIPABJICHHH.
5. lens u 3amaun 'CJIOY.
6. CoBpeMeHHast CTPYKTYpa yIpaBleHus JoKyMeHTanuei B PO.
7. YHubuUKauusa u CTaHIapTU3AIMS YIPABIEHYECKUX JTOKYMEHTOB.
8. HopmaTtuBHO-MeTo1MYecKas 06a3a 1e10Iporu3BOJICTBA.
9. CoBpeMeHHbIE CHCTEMBI IOKYMEHTALIUH.
10. brianku u popMaThl JOKYMEHTOB.
11. PexBusuthl ympasiendeckux gokymertoB (o 'OCT P 6.30 — 2003).
12. Cuctema opraHu3alliOHHO-TIPABOBOM TOKYMEHTAIUH.
13. Cucrema pacnopsiiUTENIbHON JOKYMEHTALNH.
14. Cucrema cripaBOYHO-HH(POPMAIIMOHHOW U CIIPABOYHO-aHATUTUICCKON TOKYMEHTAIUH.
15. loxymeHTanus o obecrnedeHuo Kaapamu (1o JUYHOMY COCTaBY).
16. JlokymMeHTHpOBaHHUE U OpTraHU3aIys paboThI ¢ JOKyMEHTaMH (OCHOBHEIE
OIepaLy J1eIONPOU3BO/ICTBA).
17. Opranuszanus pallioOHAIBLHOTO IBUKEHUS JOKYMEHTOB BHYTPU OpraHU3al[ul
(IOKyMEHTOO00pOT).
18. Perucrpauust u uHAEKCAIMs TOKYMEHTOB.
19. KoHTpoJ1b 32 HCHIOJHEHUEM JOKYMEHTOB.
20. CocraBiieHne HOMEHKJIATYpBI JIe]l B OpraHU3aIusiX.
21. Obuue TpeboBaHus K POPMHUPOBAHUIO JETI.
22. DKcnepTH3a EHHOCTH IOKYMEHTOB, IOPSAAO0K UX YHUUTOXKEHHUS.
23. 3ajaun apxuBa 1 opopMIICHHE A€ JUIUTENbHBIX CPOKOB XPaHEHHUSI.
24. CocrasneHnue 1 o(hopMIICHHE OITUCEH J1eN U nepeada Jell B BEJOMCTBEHHBIN apXUB.
25. 3amaun, GpyHKIMHU U cocTaB ciyx0s1 JJOY.
26. SI3bIK TOKYMEHTa U 0COOEHHOCTH O(PUINAIBHO-/I€I0BOTO CTHIIS.
27. COBpeMEHHOE JeI0BOE MUCHMO, BUIbI ITUCEM.
28. JIokyMEeHTUPOBAaHHE IEATEILHOCTH KOJUIETHATBHBIX OPTaHOB (CTPYKTypa
JI0KJ1a/1a 1 0(OpMIIEHUE ITPOTOKOJA).
29. IopsiioK 3aKITIOYECHHUS U OCHOBHBIE Pa3/iesibl KOMMEPUYECKOrO 1I0rOBOpa
(KoHTpaKTa).
30. Knaccudukanus cpecTB OPrTEXHUKH JJISI COBPEMEHHBIX O(DHCHBIX TEXHOJIOTHH.
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8. METOANMYECKHUE YKA3AHUA JJid OBYYAKOLIUXCHA IO OCBOEHUIO
AN CIUITINHBI

Mertoanueckue ykazaHus MO BBITOJTHEHHUIO JEKIIMOHHBIX 3aHATHI

Hanucanme koHcmekTa JEKUUH: KpaTKO, CXEMAaTHYHO, IOCIEA0BaTENbHO (PUKCUPOBATH
OCHOBHBIC TIOJIOKCHHUS, BBIBOJBI, (OPMYIUPOBKH, OOOOIICHHWS; TOMEYaTh BAXKHBIC MBICIIH,
BBIJICJISITh  KJIFOUEBBIE CIIOBA, TepMUHBL. IIpoBepka TEpMHHOB, NOHATUH C IOMOIIBIO
SHUUKJIONEIUH, CIIOBApeH, CIPABOYHUKOB C BBHIITMCHIBAHUEM TOJIKOBAHUN B TeTpab. O003HAYUTH
BOIIPOCHI, TEPMHUHBI, MAaTEPHAJI, KOTOPBIN BBI3bIBAET TPYAHOCTH, IOMETUTh U MOIbBITATHCA HAUTH
OTBET B PEKOMEHIyeMOH IuTeparype. Eciam caMocTosTenpbHO HE yaaercs pa3oOparhbcsi B
MaTepuase, Heo0X0IUMO cPOPMYIUPOBATH BOMPOC U 33/1aTh MPEMOJaBATENI0 Ha MPAKTUYECKOM
3aHSITHUU.

Meroanueckue yka3aHusl MO BBIITOJIHEHUIO TPAKTUYECKUX 3aHATHI
[TpopaboTka paboueit mporpamMmsl, yueisss 0oco00e BHUMAaHUE IENsIM U 3ajadaM CTPYKType U
COJIEpP’KaHUIO0 NUCUUIUIMHBI. KOHCIEeKTUpoBaHHWE MCTOYHUKOB. PaboTa ¢ KOHCIEKTOM JIEKLUH,
MOATOTOBKA OTBETOB K KOHTPOJIBHBIM BOIIPOCaM, MPOCMOTP PEKOMEHIYEMOUN JHUTEpaTyphl,
paboTa ¢ TeKCTOM (yKa3aTh TEKCT U3 UCTOUHHKA U Jp.). PelieHne pacueTHbIX 3a/laHul, pelieHue
3a/1a4 M0 aJITOPUTMY U JIp.

MeToaudeckue yKka3aHus 10 BBIMOJIHEHUIO 3a/1aHUH JJI1 CAMOCTOSITENIbHOM paboThI

3HAaKOMCTBO C OCHOBHOW M JIOMOJHUTEIBHOM JIUTEpaTypoOll, BKIIIOYas CIIPABOYHBIC
u3/1aHusl, 3apyOeKHbIE MCTOYHUKH, KOHCIEKT OCHOBHBIX TIOJIO)KCHHM, TEPMHHOB, CBEIICHU,
TpeOyrommx s 3alOMHHAHUS U SIBISIIOIIMXCS  OCHOBOIIOJNATAIOUIMMH B O3TOW TEMe.
CocraBiieHue JOKJIAA0B 10 MTPOYUTAHHBIM JIUTEPATYPHBIM UCTOYHHUKAM U P

MeToanyeckue yKa3aHHUsA M0 BbINOJTHEHHIO 10KJIA/10B

Hoxnan: Tlouck nurepaTypsl U cocTaBieHne Oubmuorpaduu, UCHOIB30BaHUE OT 3 110 5
HAy4YHBIX padoT, U3JI0KEHHE MHEHUS aBTOPOB U CBOETO CYXKJEHHUS MO BHIOPAaHHOMY BOIPOCY;
M3JI0KEHUE OCHOBHBIX aCIMEKTOB MPOOJIEMBI.

JlokIag mo TeMe - 3TO U3yuyeHUue Hay4yHOU, yueOHOM, HOPMATUBHON U JPYTOi JUTEpaTyphL.
Ot6op HeoOXxoauMoro wmarepuana; (HOpPMHpPOBAHHE BBIBOJAOB W pa3padOTKa KOHKPETHBIX
PEKOMEHJAalMid MO PEIICHUI0 TOCTaBICHHOW MLeId W 3aJaud; MPOBEACHUE MPAKTHUUYECKHX
MCCJIEI0BAHMM TI0 JTAHHOM MpoOJIeMe Wi BOIIPOCY.

Metoaunyeckue ykazanus no noaroroske k JI®K.

HaunGonee oTBEeTCTBEHHBIM 3TarioM B OOYYEHHMM CTYJIEHTOB SIBISIETCS JK3aMEHAIMOHHAs
ceccus. Ha Hell CTYAEHTHI OTUYUTHIBAIOTCS O BBIMOJHEHUU Y4eOHOI MporpaMMmbl, 00 YpOBHE U
00beMe TONYYEHHBIX 3HAaHMA. DTO TOCYJAPCTBEHHAs OTYETHOCTh CTYJIEHTOB 3a TIEPHOJ
oOydeHus1, 3a u3ydeHne yueOHO! AUCIUTIITHBIL.

3aJIoroM yCIenrHoi caaum 3a4eTa sBISIOTCS CUCTEMaTUYeCKHe, T0OPOCOBECTHBIC 3aHATH
ctyneHTa. OIHaKO 3TO HE UCKIII0YaeT HEOOXOAMMOCTH CHEIHAbHON paboThI Mepesl ceccuei u B
nepuoa caadyu 3adeta. Criennuueckoit 3amadyeit cTyJeHTa B Mepuo/ SK3aMEeHAIIMOHHON CEeCCUu
ABIIAIOTCS MOBTOPEHUE, 0000IIIeHNEe U cUCTeMaTU3allis BCEro MaTepuana.

B mnpomecce TmMOBTOpeHUST aHANM3HPYIOTCA HM  CUCTEMATU3HPYIOTCA BCE 3HAHMUS,
HAKOIUICHHbIE TPU HM3YYSHHH MPOTPAaMMHOr0 MaTepHala: JaHHble Y4eOHWKa, 3alucH JIEeKIIUH,
KOHCIIEKTHI TTPOYNTAHHBIX KHHT, 3aMETKH, C/ICJTaHHBIC BO BPEMs KOHCYJIbTAIMN UM CEMHUHAPOB,
u Jp.

KoncynpTanuu, KoTopsie MpOBOASTCS ISl CTYICHTOB B MEPUOJ YK3aMEHAIIMOHHON CECCHH,
HEOOXOUMO WCIIONB30BaTh MJs YIAyOleHus 3HAHUM, AN BOCIOJNHEHUS MPOOENIOB W s
paspenieHust BCeX BOZHUKIINX TPYTHOCTEH.

[Ipu moAroToBKE K 3a4eTy HEOOXOIMMO ellle pa3 MPOBEPUTH ceOs HAa MPEAMET yYCBOSHUS
OCHOBHBIX KaTErOpUid M KJITIOYEBBIX MOHITHH Kypca .
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. JIMCT COT'JIACOBAHUA

No Ioapasnenenue bDamunust [MToanuce Jata
n/n
1 Kadenpa TEM]JT E.Il. Mackaiikux ol 23.04.2024r.
2 Kageapa MuVII E.B. Mackaiikuna S 72 2 23.04.2024r.
3 Kadenpa 3xOHOMUKH 0.B. 3y0kosa % — 23.04.2024r.
G727 —
4 YueOHO-METOIMYECKHH OTAe H.C. Ynbanoa /,// 23.04.2024r.
5 | buGinoreka I'.B. IlInakosa D powc P 23.04.2024r.
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