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®-Pabouyas mporpamma JUCHUIUTAHBI

1.HEJIM U 3AJAYU OCBOEHUSA JUCIUIIJIMHBI:

Leaun ocBOCHNMSI AUCHUIIMHBI:

- 0OPMIIATH TIOKYMEHTAIIUIO B COOTBETCTBUU C HOPMATHBHOU 0a30id, UCTIOIB3YS
nH(}OpPMaLMOHHbIE TEXHOJIOTUHU U CPEICTBA OPITEXHUKH;

- HCII0JIb30BaTh YHU(PHUIIMPOBAHHBIE CUCTEMBI IOKYMEHTAIINH;

- OCYILECTBJIATh XPAaHEHUE, IOUCK JOKYMEHTOB;

- HCIIOJIb30BATh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTUH B 3JIEKTPOHHOM JIOKyMEHTOOOOPOTE;

3aga4u 0CBOCHHMSA JMCIUILIMHBI:

- M3yYUTh OCHOBHBIE NTOHATHUS JOKYMEHTAIIMOHHOTO 00ECIIeYeH s YIIPABICHNUS;

- paccMOTpeTh OCHOBHBIC 3aKOHOJATENbHbIE M HOPMATUBHBIE AKTHI B OOJACTU JOKYMEHTAI[HOHHOTO
obecreueHns JeATEIbHOCTH OPraHU3aLlUi;

- OCBOMTb IIEJIH, 33/1a4H U MIPUHIUIIB JOKYMEHTAIIMOHHOT0 00ecTieueHust JeATEbHOCTH OPraHU3alui;
- 03HAKOMHTHCS C CHCTEMOM JOKYMEHTallMOHHOTO 00ecTedeH s 1eATEIbHOCTH OPraHU3aliui;

- UIBYyYUTH Tpe6OBaHI/Iﬂ K COCTaBJICHHIO U O(i)OpMHeHI/IIO Pa3iIMYHbIX BUAOB JOKYMCHTOB;

- M3y4YHTh OOIIHE NIPaBHIAa OPraHU3aIUU PaOOTHI C JOKYMEHTAMH;

- OCBOMTH COBPEMEHHBbIC HH(MOPMALMOHHBIC TEXHOJIOTHU CO3JaHHs JOKYMEHTOB M aBTOMAaTH3aLlUH
JIOKYyMEHTO000POTAa;

- OpraHU3aLHI0 PAOOTHI C AMEKTPOHHBIMU JOKYMEHTAMH;

- paccMOTpeTh BHIbI OPITEXHHUKH U CIIOCOOBI €€ HCIOJIB30BAHUS B JOKYMEHTAIIMOHHOM OOeCIeUeHHH
JIeATEIbHOCTH OpraHU3aLHM.

2.MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII:

Ounas ¢popma o0yueHus

JlucuuiuinHa BXOJHUT B 0a30BYIO 4acTh yU4e€OHOTO IJIaHA.
Jlo w3y4eHHs ~ JaHHOW JHMCIUIUIMHBI CTYACHT JOJDKEH OCBOUTH COJIEpIKaHHE
MPEIIIECTBYIOUINX AUCIUIUINH:
byxranrepckuii yuet (OI1K-3)
JIMCIMIUIMHA U3Y9aeTCsl B OJTHOM CEMECTPE C AUCIUTUIMHAMH:
[TpaBooxpanurenshbie opranbl (OITK-3)
[IpakTHKa O TONYYEHUIO MEPBUYHBIX MPO(ECCHOHATFHBIX YMEHUH W HABBHIKOB, B TOM YHCIIE
HIEPBUYHBIX YMCHHUIT U HABBIKOB HAyYHO-HCCIIEI0BaTeNbCKOM AesitensHocTh (OT1K-3)
JlucuuiuiiHa SIBISIETCS PEAMIECTBYIOMICH JUCIIUTUINHAM:
Aynaur (OITK-3)
Kontpous u peBusus (OITK-3)
Cynebnas sxonomuueckas skcreprusa (OITK-3)
[Mpecrymnenus B chepe sxkoHomuku (OTTK-3)
AntukoppynuuonHas nonutuka (OITK-3)
DxoHomuyeckas 6e3omacHocTh (OITK-3)
OcCHOBBI IIpeNpUHUMATENbCcKOM nesTensHocTH (OITK-3)
HanoroBoe anMuHUCTpHpOBaHKe U onTuMu3aius Hamorooonoxenus (OITK-3)
Opranu3anus 1 METO/IMKa MPOBE/ICHHsI HATOTOBBIX poBepok (OITK-3)
Kpumunanucruka (OITK-3)
YronosHoe npaso (OITK-3)
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VYronosusiii mporece (OITK-3)

OcHoBbl nHHOBaIMOHHOTO OM3Heca ([TK-44)

WunoBanuonusiii Menemxment (ITK-44)

a TaKKe MPOXOKICHUIO NPeAAUIIIIOMHON npakTuku u ['MA.
3aounHas popma

Jlo w3ydeHHWss  JaHHOW JHMCHMIUIMHBI CTYACHT JIOJDKEH OCBOUTH COJEPIKaHHE

MPEAIIECTBYIOMUX TACIUTUIHH:
Bbyxranrepckuii yuet (OI1K-3)
JlMCcUUIUIMHA U3YYaeTCsl B OTHOM CEMECTPE C AUCHUIUINHAMH:
[TpaBooxpanureasHbic opranbl (OITK-3)
[TpakTHKa MO MOTYYEHUIO TEPBUYHBIX MPOPECCHOHATBHBIX YMEHHA W HABBIKOB, B TOM YHUCIIC
NEPBUYHBIX YMEHHUI U HABBIKOB HAYYHO-HUCCIIEA0BATEILCKOM aesreaprocTr (OIIK-3)
JlucuuiinHa SIBJISIETCS TIPEIICCTBYIOMICH TUCIUTUTHHAM:
Aynaur (OITK-3)
Kontpous u peBusus (OI1K-3)
Cynebnast sxonoMuueckast sxcreprusa (OITK-3)
[Mpecrymienus B chepe sxkoHomuku (OITK-3)
AntukoppynuuonHas nonutuka (OITK-3)
DxoHomuyeckas o6e3omnacHocTh (OITK-3)
OCHOBBI NIPeANPUHUMATENBCKOM AesTenbHocTh (OITK-3)
Hasnorosoe aqMiUHUCTPHPOBaHKE U onTUMH3aIUs Haorooonoxerus (OITK-3)
Opranu3anus ¥ METOIMKa MPOBEICHHS HAIOTOBBIX MpoBepok (OITK-3)
Kpumunanucruka (OITK-3)
YronosHoe npaso (OITK-3)
Vromnosusii nporiecc (OITK-3)
OcHoBbl HHHOBaIMOHHOTO Ou3Heca ([TK-44)
NunoBanuonusiii MenemxmenT (ITK-44)
a TaK)Ke MIPOXO0KICHUIO TIPEIIUIIIIOMHON TpakTUKU U [ NA.

3.IEPEYEHbD IINTAHUPYEMBIX PE3YJIbTATOB OBYYEHMUS 11O
JUCHUIIVIMHE (MOAYJI0), COOTHECEHHBIX C
MJIAHUPYEMBIMU PE3YJIbTATAMHA OCBOEHUSI OCHOBHOM
MPOPECCHUOHAJIBHOMN OBPA3OBATEJBHOM ITPOTPAMMBbBI

Konx n naumenoBanme IlepeyeHb MUIaHUPYEMBIX Pe3yJIbTATOB 00yUeHHS 110
peanusyemoi AMCUUIJIMHE (MOAYJII0), COOTHECEHHBIX €
KOMIIETEHUMH HHAUKATOPAMU JOCTHKEHHUS] KOMIIETeHIH

OIIK -3 3HaTh:
CIIOCOOHOCTBIO -- IIOHATHS, €M, 3a1a4i U IPUHIUIIBLI AEJIOIPOU3BOJICTBA; -
NPUMEHSTH OCHOBHBIC OCHOBHBIE MOHATHSI JOKYMEHTAIIMOHHOTO 00eCTIeYeHUs
3aKOHOMEPHOCTH yIIPaBJICHHS;
CO3aaHus U IPUHIUIIBI - CUCTEMBI JOKYMCHTALIMOHHOT'O oOecrieueHust YIIpaBJICHUS,
(GYHKIIHOHUPOBAHUS - KIaccuPpuKaIuo TOKyMEHTOB;
CHCTEM 3KOHOMHUYECKON - TpeOOBaHMA K COCTABICHHUIO U OQOPMIICHHIO JOKYMEHTOB;
0e3onmacHoOCTH - OpraHu3alyio JOKYMEHTOO0OpoTa: TmpueM, o0paloTKy,
XO03HCTBYIOIUX pETUCTpani0, KOHTPOJIb, XpPAHEHNE JOKYMEHTOB
CyOBEKTOB YMmerth:
- 0(pOpPMIISITH TOKYMEHTALIMIO B COOTBETCTBUH C HOPMAaTHBHON
0a30M, B T.U. C UCIIOJIb30BaAHUEM MHPOPMAITHOHHBIX
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TEXHOJIOTHi;

- ACTIOJIb30BaTh YHU(DUIIMPOBAHHBIE ()OPMBI JIOKYMECHTOR;
- HCIIOJIb30BaTh TEIEKOMMYHHUKAIUOHHBIE TEXHOJIOTUU B
AJIEKTPOHHOM JIOKYyMEHTOO0OPOTE;

- OCYLIECTBIIATh OPraHU3alUI0 XPaHEHUU

Baanern:
- HaBBIKAMH ohopMITeHUS OpraHU3alHOHHBIX,
PaCHOPSIUTENBHBIX, CIPAaBOYHO- HH(DOPMAIMOHHBIX U JIp.
JTOKYMEHTOB.
TIK-44 3HaTth
CIIOCOOHOCTBIO TEOPETUYECKHE OCHOBBI JICJIONPOU3BOJICTBA, HOPMAaTHBHO-
OCYIICCTBIIATh METOJIMYECKYI0 0a3y HelOoNmpou3BOACTBA U TpeOOBaHHS K
JIOKYMEHTAIIHOHHOE COCTaBJICHHIO OCHOBHBIX JOKYMEHTOB
obecneyenue YMmerh
YIPABJICHYECKOU MPUMEHSTh OCHOBHI MPaBOBBIX 3HAHMW B Pa3lWYHBIX cdepax
JCATCIIBHOCTHU NCATCIIBHOCTHU

Baagern:
HOJIy‘ICHHI)IMI/I TCOpCTI/I‘ICCKI/IMI/I 3HAHUSIMHU HpI/I COCTaABJICHHUHU
OCHOBHBIX CUCTEM ILOKYMGHTEI]_[I/II/I nu HOMCHKJIaTprI pi(SAlE

4. ObIAA TPYAOEMKOCTD INCHUITJIMHBI

4.1. O0beM IMCIHHUILIAHBI B 3a4€THBIX eTHHHUIAX (Bcero) - 3

4.2. O0beM TUCHUILIHHBI 0 BUAAM y4eOHO# padoTsl (B 4acax)

Bup yueOnoi
padoThI

KoJinuecTBo 4acoB (popma oGyuennsi ouHasi )

Bcero no B 1.4. mo cemecrpam

IVIAHY 1 2 3

1

2 3 4 5

KonrtakTHas padota
oOyJaromuxcs ¢
nperoaBaTesieM B
coorBercTBuU ¢ YII

48

AynuropHble
3aHITHSL:

JICKIINH

16

CemMuHapsl U
NPaKTUYECKHE
3aHATUS

32

KoHTpoub

CamocTosTenpHast
pabora

60

dopma TeKyIIero
KOHTPOJISI 3HAHUU U
KOHTPOJIA
CaMOCTOSITEJIBHOU
paboTHI:

TECTUPOBAHUEC, KOHTDP.

pa60Ta, KOJUIOKBUYM,

pedepat u np.(ae
MeHee 2 BUJIOB)

TectupoBanue,

OIpoc OTpoc

[opJIE~N

TectupoBanue,
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KypcoBas pabora [IpoBepka
KOHTPOJIBHOU
paboTHI,
penieHus 3a1a4y
Bunsi [IpoBepka 3a4eT
MIPOMEKYTOUHOMU KOHTPOJIbHOU
aTTecTanuu (3K3ameH, | paboTHI,
3a4er) penieHus 3a1a4y
Bcero yacos no 108 108
JTUCHHUTIIINHE

O0bem IMCUMIIMHBI IO BUAAM Y4eOHoil padoThl (B yacax)

Bup yueoHoi
padoThI

KoandecTBo yacoB (dpopma o0yueHnus 3a04Has )

Bcero o
IJIAHY

B 1.4. mo cemecTpam

1

2

3

4

1

2

3

4

5

6

KonrtakTHas padota
oOyJaromuxcs ¢
Mperno/iaBaTeyieM B
cooTBeTcTBUU ¢ YII

12

12/12*

AynuropHble
3aHATUS:

JICKIIUHU

44>

CemuHapsl 1
MPaKTUYECKHE
3aHATHS

o

8/8*

KoHTpoub

4

4

CaMmocTosTenbpHast
pabota

92

92

dopma TEeKyIIero
KOHTPOJISI 3HAaHUW 1
KOHTPOJIS
CaMOCTOATENIbHON
paboTHI:
TECTUPOBAHUE, KOHTP.
paboTa, KOJUIOKBUYM,
pedepar u ap.(He
MeHee 2 BUIOB)

TectupoBanue,
oIpoc

TectupoBanue,
oIpoc

Kypcosas pabota

Buaer
IIPOMEKYTOUHON
aTTecTanuu (dK3ameH,
3a4er)

3a4€CT

3a4€T

Bcero yacos o
MUCLIAIIINHE

108

108

*KomumuectBo yacoB pabotel [IIIC ¢ oOyvaromumucs B AWCTAHIMOHHOM (opMaTe ¢ NPUMEHCHHEM

JJICKTPOHHOI'O 06y‘lCHI/I$I
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4.3. Coaep:xxaHue THCUMILTHHBI (MoaYyJisi.) PacnpenesieHue 4acoB 1o TeMaM M BHIaM

y4eOHoi1 padoThI:

®opma 00ydyeHus - ouHas

Buabl yueOHBIX 3aHATHIH dopma
AyJIMTOpHBbIE 3aHATHUSA TEeKyIIero
Jladop 3aunn Kour | Camoc KOHTPOJIsi
Hassanue pasznenos | Be Mpakruue | * OPH TWILB | POIL | TORTE | 3pammii
U TeEM ero | Jlekn CKHe bie HiTep e
un e padort aKTli[B Hasl
S —— bl, HOW padot
npaktu | ¢popme a
KYMBI
1 2 3 4 5 6 7
Paszoen 1. JlokyMeHTHpOBaHHE JESTEILHOCTH OpraHU3aluy,
NPEINPUATHS, YIPEKICHUS
1.OcHoBHBIE TIOHATHS | 9 1 2 - - - 6 TectupoBa
JOKYMEHTAI[HOHHOTO HUE,
obecrieyeHust orpoc
YIIPaBICHUS
2.Cucrembl 9 1 2 - - - 6 TectupoBa
JOKYMEHTAI[HOHHOTO HUE,
obecrieyeHust OIpocC
YIIPaBICHUS
3.Opranuzanuonssie u | 12 2 4 - - - 6 Tectupona
pactopsAuTEIbHbIC HHE,
JIOKYMEHTBI onpoc
4. popmarimoHHO- 13 2 4 - - - 7 TectupoBa
CIIpPaBOYHbIC HUE,
JAOKYMCHTBI OHpOC
5. JIOKyMEHTBI 110 13 2 4 - - - 7 TectupoBa
JMYHOMY COCTaBY HUE,
onpoc
6. lenoBas nepenucka | 13 2 4 - - - 7 TectupoBa
HHUE,
onpoc
Pa3zoen 2. Opranuzaius paboThl ¢ JOKYMEHTaMHU
7. Opranusanyst 13 2 4 - - - 7 TectupoBa
JIOKyMEHT0000pOTa HUE,
onpoc
8. DIeKTPOHHBII 13 2 4 - - - 7 Tectupona
JIOKyMEHTO000POT HUE,
onpoc
9.TernexommyHukammo | 13 2 4 - - - 7 Tectuposa
HHBIC TEXHOJIOTHHU B HUC,
SJICKTPOHHOM OIpocC
JIOKyMEHT0000pOTE.
Hroro 108 16 32 - - - 60 -
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®dopma 00yueHus - 3a04HasL
Buabl yueOHBIX 3aHATHH dopma
AyJIMTOpHBbIE 3aHATHUSA TEeKyIIero
Jladop 3aunn Kour | Camoc KOHTPOJIsi
HasBanue pasznenos | Be Mpakruue | * OPH TWLB | POIL | TORTE | 3pammii
U TeM ero | Jlekn CKHe bie uirep T
un e padort AKTHB Hasl
S —— bl, HOI padot
npaktu | ¢popme a
KYMBI
1 2 3 4 5 6 7
Pazoen 1. JlokymeHTHpOBaHUE ACATEIBHOCTH OpPraHU3aIiH,
NPEAIPUATHS, YUPEKICHUS
1.OcHoBHble ToHsATHA | 10 - - - - - 10 | TectupoBa
JIOKYMEHTAI[HOHHOTO HUeE,
obecrieueHus ompoc
YIpaBICHHS
2.Cucrembl 13 1 2 - - - 10 | Tectupona
JIOKYMEHTAI[HOHHOTO HUeE,
obecrieyeHust orpoc
YIpaBICHHS
3.0pranuzarmonssie u | 13 1 2 - - - 10 | Tectupona
pacrhopsiuTeNbHEIE HUeE,
JIOKYMEHTBI orpoc
4. ihopMaImoHHO- 13 1 2 - - - 10 Tectupona
CIIPaBOYHBIC HUE,
JIOKYMEHTBI orpoc
5. JIOKYMEHTBI 10 10 - - - - - 10 | Tectupona
JUYHOMY COCTaBYy HUE,
OIpoc
6. lenosast nepemucka | 10 - - - - - 10 TectupoBa
HUE,
OIpoC
Pa3zoen 2. Opranuzanus paboThl ¢ JOKYMEHTaMHU
7. Opranusanyst 10 - - - - - 10 TectupoBa
JIOKyMEHT0000poTa HUE,
OIpoc
8. DIeKTPOHHBIH 13 1 2 - - - 10 | TectupoBa
JIOKYyMEHTO000POT HUE,
OIpoC
9.TenexommyHuKamuo | 12 - - - - - 12 | Tectuposa
HHBIE TEXHOJIOTHHU B HUE,
SJICKTPOHHOM OIpocC
JIOKyMEHT0000pOTE.
Uroro 108 4 8 - - 4 92 -
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5.COJIEP)KAHUE JUCIHUJIAHBI (MOIY.JIST)

Pazgen 1. JlokyMeHTHpOBaHHe /esITeJIbHOCTH OPraHU3alMH, MpeAnpUsTHSA,
yupexRaeHust

Tema 1. OcHOBHbIE NOHATHS JOKYMEHTAIMOHHOT0 00ecrieYeHUus ynpaBJaeHUust

[Monstue «/lokymeHTanlmoHHOE OOecmeueHue ymnpapieHus». OCHOBHBIE IIETH, 3aTa4H,
OPUHLMIIBI  JTIOKYMEHTAllMOHHOrOo  ofecriedeHusi  ympasieHus.  HopmaTtuBHO-IpaBoBOE
obecnieueHne «J/lokymeHTanmnoHHOTO oOOecredeHusl ynpaBieHus». (OCHOBHBIC TOHSITHS:
«uH(popMalHLy), «IOKYMEHTUPOBaHHAs HHGPOpMAIUL» <«TOKYMEHTUPOBAHHUEY», «IOKYMEHTY,
«peKkBH3UTY, «OmaHk», «hopmymsap». IlpaBuia odopMIeHHS TEKCTa C HCHOJIB30BaHUEM
MH(OPMALIMOHHBIX TEXHOJIOT U
Tema 2. CucTremMbl JIOKYMEHTALMOHHOT0 00ecneyeHusi ynpaBjeHus

OcHOBHbIE TOJOXKEHUS IO JOKYMEHTHUPOBAHUIO YIPABICHYECKOW JEATEIbHOCTH.
Yuudukanuss ¥ CTaHAApPTH3AIUS YIPABICHUYSCKUX JOKYMEHTOB. llepeueHh HOPMAaTHUBHBIX
TOKYMEHTOB i BeaeHus aenornpousBojactBa. ['OCT P 6.30-2003. Ilonarue o OnaHke
JOKyMeHTa, BUIbI O:1aHkoB. [IpaBuna opopmienns pexBuzntoB B cootBerctBuu ¢ 'OCT P 6.30-
2003 VYrnoBoil U MPOJOIBHBIA CIOCOOBI PACIIONOKEHHS] PEKBHU3UTOB Ha JOKYMEHTE.. Buibl
JIOKYMEHTOB ¥ uX Kiaccupukamus. [ToasTne 0aHKOBCKOH JOKYMEHTAIIMH U BUIBI JOKYMEHTOB.
Tema 3. Opranu3anuoOHHbIE H PACTIOPSIAUTENbHbIE JOKYMEHTbI

Bunbel opraHu3anMoHHBIX JOKYMEHTOB M WX 3Ha4dcHHE. TpeOoBaHUS K CONCPIKAHUIO H
npaBuiia opopMIICHHUS JOKyMeHTa J{OJbKHOCTHas MHCTpYKUuUA. TpeGoBaHMS K COACpX)aHUIO U
npaBuia opopMIIEHUS JOKYMEHTOB: IITATHOE PacUCaHUE, MOJ0KEHHE, YCTaB.
PacniopsimuTenbHble JOKYMEHTHI: KlacCU(UKalMs, ONpeaesieHue, Ha3HaueHue. TpeOoBaHus K
0hOpMIICHHUIO JOKYMEHTOB: TIpUKa3, paclnopsbKeHHe, yKa3zaHue, moctaHoBiieHue. I[lopsaox
0o(OpMIICHUS PACTIOPSAUTEIBHBIX TOKYMEHTOB.
Tema 4. UpopmannoHHO-CIPABOYHBIE JOKYMEHTHI

NudopmannoHHo-cripaBoYHbIe JOKYMEHTHI: Kiaccudukalys, onpeneieHue, Ha3HauYeHHe.
TpeGoBanusi kK 0OPMIICHHIO JIOKYMEHTOB: MPOTOKOJ, aKT, 3alMCKH, CIIPaBKU. BUIIBI 3amUCOK:
oOBsiCHUTENbHAsA, CciyxkeOHas, gokmagHas. llopsgok odopmienus uHOOPMALMOHHO-
CIIPaBOYHBIX JJOKYMEHTOB.
Tema S. JIoKyMeHTBI 110 JINYHOMY COCTABY

OcHoBHbIE TpeOoBaHUs K 0)OPMIIEHUIO TOKYMEHTOB 10 JINYHOMY COCTaBY: 3asiBJICHUE O
npueMe Ha paboTy; MpUKa3 O MpHEeMe Ha paboTy; 3aloJIHEHHE TPYAOBBIX KHIDKEK W JIMYHBIX
KapTouyeK padourx M CIyXKalluX; XapaKTepUCTHKa, aBToOnorpadus, KOHTPaKT.
Tema 6. [le10Bast nepenucka

[lepenucka. OOmass xapakTepUCTHUKAa CIy)KEOHOW mepenucku. PasHOBHAHOCTH
CIIy’)keOHBIX MUCEM (COMPOBOAUTENHHOE MUCHMO, MUCHMO-TIPOCKOA, MUCHEMO- 3aMpoc, MUCHEMO-
OTBET, MHCHMO-COOOIIEHNe, WH()OPMAIMOHHOE TMHUCHMO, MUCHMO-TIpUTIANICHUE | T.1.).
JlokyMeHTBl —TepefaBaeMble MO KaHalaM CBs3uW  (Telerpamma, Tenekc, (pakcorpamma,
TenedoHOTpaMMa, JIEKTPOHHOE TTUCHEMO).

Pa3nen 2. Opranusanus paéoTsl ¢ JOKyMEeHTaAMHI

Tema 7. Opranusanusi 10KyMeHT0000poTa

[Tonstne «1oKkymMeHTO000pOT». [IpHMHLIMIBI OpraHu3amUu  JOKYMEHTOoOOpoTa. DopMbl
opraHu3ani  paboThl C JOKyMeHTamH. Tabemb ¢(opM TOKYMEHTOB, TNPHUMEHSEMBIX B
opranuzaiuu. PabGora ¢ KOHQHUAEHIMATBHBIMH JOKyMeHTaMH. OcoOeHHOCTH 00paboTKu
BXOJSIIUX JOKYMEHTOB. TpeOoBaHMS K perucTpalu AOKYMEHTOB. KOHTpOIb HCIIOTHEHHS
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nokymeHToB. IlpaBuna cocraBieHusi HOMEHKIATypbl aen. PopmupoBanue nein. Iloaroroska
JIOKYMEHTOB K apXHUBHOMY XPaHEHHUIO. DKCIEPTU3a IEHHOCTH JOKYMEHTOB.

Tema 8. DIeKTPOHHBIH T0KYMEHT0000POT

ABTOMAaTU3UPOBaHHBIC CHUCTEMBI JIeTIOTPOU3BOJICTBA. Cucrema AJIEKTPOHHOIO
nokymeHToobopota (CD]1), ee ctpykTypa, HacTpoiika cucteMbl. [ludpoBas moamnuce.

Tema 9. Te1leKOMMYHUKAIIMOHHBIE TEXHOJIOTHH B 3JIEKTPOHHOM JIOKYMEHT0000poTe.
OO0mass xapakTepuCTUKa OPraHU3AIMOHHBIX TEXHHUYECKHUX CpPEICTB B «JlOKYMEHTAI[MOHHOM
obecrieueHun  ympasieHus».  KommbloTepHble  CpelIcTBa  MOATOTOBKH  JIOKYMEHTOB.
UzroroBneHue, KONMMpPOBaHHE M TUPaXUpOBaHHME JOKyMeHTOB. CpeactBa 00pabOTKu
nOoKyMeHTOB. IlpaBmia Oe3omacHOi paboTel ¢ oprrexHukoi. Ilopsmok —opraHuzanuu
JTOKYMEHTO000pOTa C UCIOIb30BAaHUEM CPEICTB TEIEKOMMYHUKALIUU.

6. TEMbI IPAKTUYECKHAX U CEMUHAPCKHUX 3AHATUN

Paznen 1. JlokyMeHTHpOBaHHEe JeSITEJILBHOCTH OpPraHU3alMM, MpeInpusiTHsi,
yUpexKIeHust

Tema 1. OcHOBHBIE NOHATHS JOKYMEHTAIMOHHOT0 00ecneyeHUsl YIPaBJIeHus: (CeMHHAap).
Bonpocsl o teme:

1. [Tonstue «/{oxkymeHTalinoHHOE 0OeCrieueHre yIPaBICHUS.

2. OCHOBHI)IG neiau, 3aaadu, HpI/IHIlI/IHBI I[OKYMGHTaIII/IOHHOI‘O O6€CH€‘I€HI/I$I ynpaBJIeHI/IH.
HopmatuBHO-IpaBOBOE 0OECIICUCHHE.

3. [IpaBwita opopmIICHHS TEKCTa C HCIIOIB30BaHHEM NMH()DOPMAIIMOHHBIX TEXHOJIOTHI

Tema 2. CucremMbl IOKYyMEHTAIIHOHHOTO O0ecieYeHns1 yIpaBJieHusI

Bomnpocskl mo Teme:

1. OCHOBHBIE MOJIOKEHUS 110 JOKYMEHTHPOBAHHIO YIPABICHYECKOW JCATSIbHOCTH.

2. Onpenenenne yHU(UKAIMA U CTaHJAPTH3ALHUS YIIPABICHYECKUX TOKYMEHTOB.

3. IlepeueHb HOPMATUBHBIX TIOKYMEHTOB JUIsi BEJCHUS Jeionpou3BojacTBa. [loHsTHe o OnaHke
JIOKYMEHTa, BH/IbI OJTaHKOB.

4. TlpaBuia opopmienus pekBu3uToB B coorBercTBru ¢ ['OCT P 6.30-2003

5. Buapl TOKYMEHTOB U MX KIIaCCU(PHUKALIUS.

6. [TonsTHEe GAHKOBCKO JOKYMEHTAIIUH U BHIIbI IOKYMEHTOB.

Tema 3. Opranu3anuoOHHbIe H PAaCTIOPSANUTEIbHbIE JOKYMEHTbI

Bonpocel o reme:

1. BI/II[BI OpraHnu3allMOHHBIX JOKYMCHTOB U UX 3HAYCHHUC.

2. TpeboBaHMsI K COJIepKaHMIO U IpaBuiIa opopmieHHs JOKyMeHTa J{oJpKHOCTHAs MHCTPYKIUS.
3. TpeOoBanust K COAEp)KaHUIO M TpaBuia OGOPMIICHUS JOKYMEHTOB: LITaTHOE pAacIUCaHUE,
IIOJIOXKEHUE, YCTaB.

4. PacniopsinuTenbHble TOKYMEHTBI: KJIacCU(PHUKAIUs, ONpe/ieJIeHIE, Ha3HAaUCHHE.

3. TpeboBanust K OG(OPMIIEHHIO JOKYMEHTOB: TIpUKa3, paclopsbKeHHe, YKaszaHue,
IIOCTaHOBJICHHUE.

6. ITopsinox oopMiIeHUs pacIOPSIIUTENbHBIX JOKYMEHTOB.

Tema 4. UpopmaninoHHO-CTIPABOYHbIE JOKYMEHTbI

Bomnpocsl o teme:

1. UadopmanimoHHO-CIIpaBOYHbIE JOKYMEHTHI: Kiaccu(uKalus, onpeeneHe, Ha3HaueHHe.
2. TpeboBanus kK 0hOPMIICHHIO JOKYMEHTOB: MPOTOKOJI, aKT, 3aITUCKU, CIIPABKH.

3. Busibl 3anucok: 00bsICHUTENbHASL, CITy)KeOHas1, TOKIaIHAasl.
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4. ITopspok oopmieHHus HUHPOPMALMOHHO-CITPABOYHBIX JOKYMEHTOB.
Tema S. JIoKyMeHTBI 110 JINYHOMY COCTABY
Bonpocskl no reme:

1. OcHoBHbIe TpeOOBaHUA K OPOPMIICHHUIO TOKYMEHTOB I10 JINYHOMY COCTaBY: 3asBICHUE
0 IIpueMe Ha paboTy; pHUKa3 O pueMe Ha padoTy.

2. IIpaBuia 3amosHEHUE TPYAOBBIX KHIDKEK U JIMUYHBIX KaPTOUEK pab0vMX U CIIY)KaIIHX;
XapakTepUCTHKa, aBTOOHOrpadusi, KOHTPAKT.

Tema 6. lesioBasi nepenucka

1. O01as xapakTepuCTHKA CITy>KEOHON MEPETTUCKH.
2. Pa3HOBHUTHOCTH CITY’)KEOHBIX TTUCEM.
3.JlokyMeHTHI TiepejaBaeMble 110 KaHajgaM CBSI3H.

Pa3nesa 2. Opranusanus padoTsl ¢ JOKyMeHTAMH

Tema 7. Opranun3anusi J0KyMeHT0000poTa

Bonpocsl mo Teme:

1. [ToHsiTHE «IOKYMEHTOOOOPOT».

2. IlpuHLIHUIIBI OpraHU3aluu JOKYMEHTO000pOTA.

3. Ocobennocty 00pabOTKN BXOASAIINX JTOKYMEHTOB.

4. TpeOoBaHUS K PETUCTPALIUU JOKYMEHTOB. KOHTPOJIb HCIIONHEHUSI JOKYMEHTOB.
5. IlpaBuna coctaBieHHss HOMEHKNATyphl Aen. DopMupoBaHue aen.

6. [TonroroBka JOKYMEHTOB K apXUBHOMY XPaHEHHIO.

7. DKcnepTU3a HEHHOCTHU IOKYMEHTOB.

Tema 8. D1eKTPOHHBIH JOKYMEHT0000POT

Bomnpocsl mo Teme:

1. ABTOMaTH3MpPOBAHHBIE CUCTEMBI JETONPON3BOICTBA.

2. Cucrema 371€KTpoOHHOro JokymeHTooOopora (C3OJI), ee cTpykTypa, HAcTpoiKa CHCTEMBI.
[Mudposast moAnuCH.

Tema 9. TelekOMMYHUKAIIMOHHBIE TEXHOJIOTHH B 3JIeKTPOHHOM 10KYMEHTO000poTe.
Bonpocs! no reme:

1. O6mas xapakTepuCTHKa OPraHU3ALMOHHBIX TEXHUYECKUX CPEACTB B «JlOKYMEHTAllMOHHOM
o0ecreyeHn! yrpaBIeHUsI.

2. KoMnptoTepHbl€ CpeCcTBa MOATOTOBKU JOKYMEHTOB.

3. IlpaBuia 6e30nmacHoOil pabOTHI C OPITEXHUKOM.

4. Tlopsinok opraHu3any JOKyMEHTO000pOTa C UCIOJIBb30BAHUEM CPEJCTB TEIEKOMMYHUKAIIUH.

7.JIABOPATOPHBIE PABOTHBI, IPAKTUKYMBbI
Jlannslit Bug paboTsl He peaycMoTper YII.
8. TEMATHUKA KYPCOBBIX, KOHTPOJIbHBIX PABOT, PE®GEPATOB

KypcoBbie paboTsl He iperycMoTpens! YII.
Heabo Hanucanus pedepara sABJAAETCH 3aKPCIUICHHE W pPaCIlIUPEHUE 3HAHUU
M3y4aeMOW TUCIUTLINHBIL.
TemarTuka Pedeparos
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1. Opranu3annoHHble JOKYMEHTBI, UX Ha3HaueHHe U poiib. OCHOBHBIE BU/IbI M OOIIME [TpaBUIIa
oopmieHus.

2. O0wiast xapakTepUCTHKa JOJDKHOCTHOM MHCTpYKIMU. Onpenienenue, CTpyKTypa CoaepKaHus,
nopsi10K 0(pOpMIICHUSI M OCHOBHBIE PEKBH3HUTHI IOKYMEHTA.

3. llItatHoe pacnucanue. O0Imas XxapakTepucTUKa J0KyMeHTa; (hopMa HCIIOIHEHHs, CTPYKTYpa
COJIepKaHUs, TOPSIOK OOPMIICHUS U PEKBU3UTHI IOKYMEHTA.

4. PacniopsiiuTeNibHbIE TOKYMEHTBI, X Ha3HAYEHHUE U POJib B yIpaBieHUU. OCHOBHbIE BU/IbI
pacropsaUTENbHBIX JOKYMEHTOB U 00IIKE TpaBuia ohopMiIeHuUS.

5. Ilpukas no ocHOBHOM JiesTenbHOCTH. CTpYKTypa TeKcTa pUKasa, MOopsI0K ero pa3paboTKu U
npaBuiIa OPOPMIICHHUS PEKBU3UTOB. BhINucka u3 npukasa.

6. Pacniopsixenue. CTpyKTypa TeKCTa, IpaBuiia o(popMIIeHUs PEKBU3UTOB.

7. Ykazanue. OOmias XxapakTepuCTHKa JOKYMEHTA, CTPYKTypa €ro TeKCTa, MOPSJIOK U
0c00eHHOCTH 0(OPMIICHUS], PEKBU3UTHI YKa3aHU.

8. MudopManoHHO-CIIpaBOYHBIE TOKYMEHTHI, X Ha3HAYCHUE U POJIb B yrpaBieHun. [lepeyeHp
OCHOBHBIX BHUJIOB HH(OPMALIMOHHO-CIIPABOYHBIX JOKyMEHTOB. OO111e TpeOoBaHus K
0hOpMIICHHUIO.

9. AxTt. O611as XapakTepUCTHKA TIOKYMEHTa, CTPYKTYpa TEKCTa, MOPSIOK pa3paboTKu U
odopMIIeHUS PEKBU3UTOB aKTa.

10. I[IpoToko:n. Ob1as xapakTepUCTHKA IPOTOKOIA, CTPYKTYpa TEKCTa, MOPSI0K pa3paboTKU U
oopmIIeHHS PEKBU3UTOB IIPOTOKOJIA.

11. JoknanHasi, 00bscHUTENbHAS 3amucKa. O0Ias XapaKTepuCcTUKa JOKYMEHTOB, OPSI0K

o opMIIEHUSI PEKBU3UTOB CITY>KEOHBIX 3aITUCOK.

12. Cnpaska. Bunel cipaBok OO11as xapakTepucTiKa JOKYMEHTa, pEKBU3UTHI CIIPABOK,
0coOeHHOCTH 0(OPMIICHUSI.

13. CiyxebHoe nucbmo. Bunel nucem. CTpykTypa, nopsaok opopmieHus, Tpe0oBaHUs K
NUCHMY, PEKBU3UTHI TICHMA.

14. Tenerpamma u tenegonorpamma. O011as XapaKTEPUCTUKA JOKYMEHTOB, IOPSI0K
odopMIIEHUS PEKBU3UTOB.

15. JIokyMeHTBI 110 TUYHOMY cocTaBy. [lepedenp 1okyMeHTOB. OCOOEHHOCTH 3THX JIOKYMEHTOB.
16. OpopmieHre KaapoBbIX IPUKA30B, BHIKUCKA U3 TPUKA3a.

17. Odopmienue 3asBieHus, aBToOOMOrpaduu, XapaKTEPUCTUKH, PE3IOME.

18. TpynoBas kumxka. [IpaBuna oopmieHUs TPyIOBbIX KHHUXKEK.

19. lokyMeHT0000pOT. OCHOBHBIE ATAIbl JOKYMEHTO000pOTa. TeXHOIOTUs paboThI C
BXOJISIIIIUMH TOKYMEHTaMHU.

20. TexHosorust 00pabOTKU BHYTPEHHHUX M UCXOASAIINX JOKYMEHTOB.

21. Perucrpanus JOKYMEHTOB U KOHTPOJIb UCTIOJTHEHUS JTOKYMEHTOB.

9.MIEPEYEHBb BOITIPOCOB K 3AYETY

1. I[TonsiTie TOKyMeHTa, CBOMCTBA U (PYHKIIMH TOKYMEHTA.

2. Bunel ynpaBieH4eCKMX JOKYMEHTOB. CHCTEMBI YIIPABJICHYECKON TOKYMEHTALIUH.

3. JlokyMeHTBI M0 JTUYHOMY cocTaBy. COCTaB JOKYMEHTOB 10 JINYHOMY COCTaBy, TpeOOBaHUS K
HUM.

4. PexBusnut nokymeHTa. [lepeueHb peKBU3UTOB JOKYMEHTOB.

5. ®opma JoOKyMeHTa, OJaHK JOKyMEHTa M TpeOoBaHHMS K HUM. YHH(PUUIUPOBaHHBIE (HOPMBI
JTOKYMEHTOB T10 JINYHOMY COCTaBY.

6. OCHOBHBIE TOKYMEHTBI, PETVIAMEHTUPYIOLIUE YIIPABICHUE TIEPCOHAIIOM.

7. OpranuzalvoHHbIe JOKYMEHTbI. OpraHU3alMOHHbIE TOKYMEHTHI 110 YIIPABIECHUIO [TEPCOHATIOM
U TpeOOBaHUS K HUM.



MHUHHCTEpCTBO HAYKHU U BhICIIEro oOpazoBanus PO

o o Dopma
Y IIBSAHOBCKUH TrOCYIapCTBEHHBII YHHBEPCUTET

®-Pabouyas mporpamma JUCHUIUTAHBI

8. PacniopsaurensHbie AOKYMeHTHI. [IpuKka3bl Mo TMYHOMY COCTaBY U TpeOOBAHUS K HUM.

9. uopMarmoHHO-CIIPaBOYHBIE TOKYMEHTHI UX TPYIIIBI U XapaKTePUCTHUKA.

10. CinyxeOHble 3aMUCKHU, UX BUbI, IpaBUiia 0HhopMIICHUS CITYKEOHBIX 3aMHUCOK.

11. Ciy>xeOHble (H€TOBBIC) MUCbMA, PA3HOBUAHOCTU AenoBbIX muceM. IIpaBuna odopmienus
JIEJIOBOTO MHChMA.

12. AKTBI ¥ IPOTOKOJIBI, TPEOOBAHMSI K HUM, IIPaBHJIa COCTABJICHUSI.

13. JlokymMmeHTHpOBaHUE TPYIOBBIX OTHOIICHUH. JIOKyMEHTBI, oopMiIsieMble TIPH TIPHEME Ha
paboty, TpeOOoBaHUS K HUM.

14. JloxymeHThl, odopMiIsieMble MPU TEPEBOJIe pabOTHUKA HA JIPYryr0 padoTy (IOJHKHOCTH),
TpeOOBaHUS K HUM.

15. JIOKyMEHTHpOBaHHME TPYIOBBIX OTHONICHWH. JlokymMeHTBhI, odopmiIsieMble IS
IPEOCTaBIICHHUS OTIIYCKA paOOTHHUKY M HAalIPaBJICHHUS B KOMaHIUPOBKY.

16. JlokymeHTHpOBaHWE TPYAOBBIX OTHOIICHUH. JIOKYMEHTHI, 0OpMIIIEMbIC TIPH YBOJbHCHUH
paboTHHKA.

17. TpynoBble KHMKKH paOOTHUKOB U MPaBUIIa UX BEICHUS.

18. Jluynble nena M JMYHBIE KapTOYKM paOOTHUKOB, COCTaB JIMYHOIO Jiejla, IIpaBHIIa
o(opMIIeHHUS, BEJICHHS U XPaHEHUSI.

19.I1onsiTHE JOKYMEHTOOOOPOTA, €r0 OCHOBHBIC XapaKTEPUCTUKU M OOIIHME OTIEpAIIH PAOOTHI C
JIOKyMEHTaMH.

20. IMopsimok paboThI ¢ BXOISAIIMMH JOKYMEHTAMHU.

21. Ilopsaok paboThl ¢ BHYTPEHHUMH JIOKYMEHTaMU OpTaHU3aIiH.

22. opsinok paboThl ¢ HCXOIAIIMMHU TOKYMEHTAMHU.

23. Perucrtpauus JOKYMEHTOB, MpaBHJIa PETHUCTPAllMU PA3IUYHBIX TPYII JOKYMEHTOB.
KoHTposnb ucnosnHeHus: J0KyMEHTOB.

24. CucremaTu3anus JOKYMEHTOB M COCTaBJICHHE HOMEHKJIATYpHI Aell. [loaroTroBka 10KyMeHTOB
JUISL JUTUTETIbHOTO XPAHEHUS.

25. KomrieKCHbIE CHCTEMbI aBTOMAaTH3AIUU JIETIONPOU3BOJICTBA.

10. CAMOCTOSTEJBbHASA PABOTA OBYUYAIOLIIUXCS

®opma o0yuyeHus - ouHas

HasBaHue pa3iesioB u Bua camocrosiTeibHOI padoThI Oo0bem dopma
TeM (npopabomka yuedonozo mamepuana, | B 4acax KOHTPOJIA
peuwienue 3aoay, pepepam, 00K1ao, (nposepka
KOHmMPpONbHAA padoma, n0020mMoeKa K pewienus
coaue 3auema, IK3amena u op.) 3a0au,
peepama u
op.)
Paszoen 1. JlokyMeHTHpOBaHHE JESTENLHOCTH OpraHU3alluu, MPEANPUSITHUS, YIPEKICHUS
1.OcHOBHEBIE HOHATHA | o [IpopaboTka yueOHOTO MaTepHuaa ¢ 6 TECTUPOBAHUE,
AOKYMCHTallHOHHOI'O HCITOJIh30BAaHUEM PECYPCOB yUeOHO- YCTHBIN OTPOC

obecrieyeHus YIPABICHUA | \ero/iuecKoro 1 HHYOPMALIHOHHOTO
oOecreueHns TUCITUTIIAHEL
e II0AroTOBKA K TECTUPOBAHMIO,

2.Cucremsl e IIpopaGoTka y4eOHOr0 MaTepHaa ¢ 6 TECTUPOBAHUE,
AOKYyMCHTalITHOHHOT'O HCIIOJIb30BaHUEM PECypCoOB y4eOHO- YCTHBIH 0NPOC
obecnieuenns ynpaBieHus | vie1oqiueckoro n HHGOPMALHOHHOTO
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obecneyeHus JUCIUIUINHEI;
e [loaroroBka K TECTUPOBAHHUIO;

3.0Opranu3anuoHHbIC u
paciopsIUTENbHEIC
JIOKYMEHTBI

e [IpopaboTka yuyeOHOTO MaTepuaia ¢
UCIIOJIb30BAaHUEM PECypCOB y4eOHO-
METOIMYECKOr0 U HH(HOPMAITMOHHOTO
o0ecneUYeHNS JUCIUILINHEI;

e [loaroroBka K TECTUPOBAHUIO,

TECTUPOBAHHUE,
YCTHBIN OIIPOC

4. bopmanmmoHHO-
CIIPABOYHBIC IOKYMEHTBI

e [IpopaboTka yueOHOTO MaTepuaia ¢
UCIIOJIb30BAaHUEM PECypCOB y4eOHO-
METOINYECKOr0 U HH(HOPMAITMOHHOTO
o0ecneUYeHNS JUCIUILINHEI;

e [loaroroBka K TECTUPOBAHUIO,

TECTUPOBaHHUE,
YCTHBIN OIIPOC

5. JJOKyMEHTBI 10 TUYHOMY
COCTaBy

e [IpopaboTka yueOHOTO MaTepuaa ¢
HCIIOJIb30BaHUEM PECypCoB y4eOHO-
METOIUIECKOT0 U HH(POPMAITMOHHOTO
obecneyeHns JUCIUIUINHEI;

e [loaroroBka Kk TECTUPOBAHUIO;

TECTUPOBAHUE,
YCTHBIA OIIPOC

6. JlenoBas nepemnucka

e [IpopaboTka yuyeOHOTO MaTepuana ¢
HCIIOJIb30BaHUEM PECypCoOB y4eOHO-
METOIMIECKOT0 U HH(POPMAITMOHHOTO
obecreueHns TUCIUILINHBI,

e [loaroTroBka K TECTUPOBAHUIO;

TECTUPOBAHUE,
YCTHBIA OIIPOC

Pasoen 2. Opranu3zaius paboThl ¢ JOKYMEHTaMHU

7. Opranusanyst
JIOKYMEHTO000pOTA

e JIpopaboTka yueOHOro Marepuaia ¢
UCIOJIb30BAaHUEM PECYPCOB YUE€OHO-
METOAMYECKOTO M HH()OPMAITHOHHOTO
o0ecreyeHns JUCUUIUINHBL;

e [loaroroBka Kk TECTUPOBAHUIO;

TECTUPOBAHUE,
YCTHBIA OIIPOC

8. DNeKTpOoHHBII
JIOKyMEHTO00OPOT

e JIpopaboTka yueOHOro Marepuaia ¢
UCIIOJIb30BAaHUEM PECYPCOB YUE€OHO-
METOAMYECKOTO M HH()OPMAITHOHHOTO
o0ecrneyeHus JUCUUIUINHBL;

e [loaroroBka Kk TECTUPOBAHUIO;

TECTUPOBAHUE,
YCTHBIA OIIPOC

9.TenekoMMyHHUKAITHOHHBIE
TEXHOJIOTHUU B
3IIEKTPOHHOM
JIOKyMEHTO000POTE.

e [IpopaboTka yuyeOHOTO MaTepuana ¢
HCIIOJIb30BaHUEM PECypCOB yIeOHO-
METOIUYECKOTO U HH(HOPMAITMOHHOTO
oOecreueHns TUCITUTIIAHEL

e [loaroroBka K TECTUPOBAHUIO;

TECTUPOBAHUE,
YCTHBIA OIIPOC

®dopma 00ydeHus - 3a09HAS
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Ha3sBanue pasjiesioB u Bua camocrosTeIbHOM PadOThI Oo0bem dopma
TeM (npopabomka yuedonozo mamepuana, | B4acax KOHTPOJIf
peuienue 3aoau, pepepam, 00K1ao, (nposepka
KOHmMPObHAA padoma, n0020Mo6Ka K peuienusn
coaue 3auema, IK3amena u op.) 3aoau,
pehepama u
op.)
Pa3zoen 1. JlokymMmeHTUPOBaHUE AESITEILHOCTH OpTraHU3AINH, IPEIIPUITHS, YUPEIKICHUS
1.OcHoBHBIE noHATHsL | e [IpopaboTka yd4eGHOro Marepuana ¢ 10 TECTUPOBaHUE,
AOKYMEHTAIIHOHHOT'O UCIIOJIb30BAaHUEM PECypCOB y4eOHO- YCTHBIN OIPOC
obecrieueHns yNpaBaeHUA | vie1on4eckoro n HHGOPMALMOHHOTO
o0ecneUYeHNS JUCIUILINHEI;
e [loaroroBka K TECTUPOBAHHMIO;
2.Cucrembl e IIpopaboTka yuyeOGHOrO MaTepuaa ¢ 10 TCCTHPOBAHUE,
JIOKYMEHTallHOHHOT O HICIIOJIB30BaHUEM PECYPCOB y4EOHO- YCTHBIN OIPOC
00eCIIeueH s YIPABICHHA | \o1011UeCKOTO 1 UH(POPMALIMOHHOTO
o0ecneYeHH JUCITUILINHEI;
e [loaroroBka K TECTUPOBAHHMIO;
3.Oprauu3anoHHbIC v | o IIpopaboTka y4eOHOro MaTepuana ¢ 10 TECTHPOBAHUE,
pacropAInTEIbHBIC HCIIOJIb30BaHUEM PECypCoOB y4eOHO- YCTHBIH 0npoc
AOKYMCHTBI METOIUYECKOT0 ¥ HH(POPMAIIMOHHOTO
obecrieueHus TUCIUTLINHEI,
e [loaroTroBka K TECTUPOBAHUIO;
4. UopmarnoHHO- e [IpopaboTka yuyeOHOTO MaTepuana ¢ 10 TECTUPOBAHUE,
CIPaBOHBIC TOKYMCHTBI HCIIOJIb30BaHUEM PECypCOB y4eOHO- YCTHBIH 0IPOC
METOANYECKOT0 U HHGOPMAIIMOHHOTO
obecreueHus TUCIUIUIAHBI;
e [loaroroBka Kk TECTUPOBAHUIO;
5. JIokyMeHTSI 110 TH4HOMY | e [IpopaboTka ydeGHOTO MarepHaa ¢ 10 TECTHUPOBAHUE,
coCTaBy YICTIONIL30BAHUEM PECYPCOB yIEOHO- YCTHBIN OIPOC
METOIUYECKOTO U HH(POPMAITMOHHOTO
obecreueHus TUCIUIUIAHBI;
e [loaroroBka Kk TECTUPOBAHUIO;
6. [lenosas nepenucka ° Hpopa60TKa yqe6H0r0 Marepuaa ¢ 10 TECTUPOBAHMUE,
HCIIOJIb30BAaHUEM PECYPCOB yueOHO- YCTHBIA OIIPOC
METOIUYECKOTO U HH(HOPMAITMOHHOTO
oOecreueHns TUCITUTIIAHEL
e [loaroroBka K TECTUPOBAHHUIO;
Pa3zoen 2. Opranuzanmsi paboThl C JOKYMEHTaAMHU
7. Opranusauus e [IpopaboTka yueOHOTO MaTepuana ¢ 10 TECTUPOBAHUE,

,I[OKYMCHTOO60pOTa

UCIIOJIb30BAHUEM PECYPCOB yueOHO-
METOAMYECKOT0 U HH(HOPMAIIHOHHOTO

YCTHBIA OIIPOC
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obecneyeHus JUCIUIUINHEI;
e [loaroroBka K TECTUPOBAHUIO;
8. DIIEKTPOHHBIN e IIpopaboTka ydeGHOrO MaTepHana ¢ 10 TECTUPOBAHUE,
JIOKYMEHTO000pOT HCIIOJIb30BAaHUEM PECYPCOB yueOHO- YCTHBIN OIPOC
METOAMYECKOT0 ¥ HHPOPMAIIMOHHOTO
o0ecneUYeHNS JUCIUILINHEI;
e [loaroroBka K TECTUPOBAHUIO;
9.TenekOMMYHUKAIIHOHHBIE | o [TpopaboTka yuebHOTO MaTepuania ¢ 12 TCCTUPOBAHUC,
TEXHOJIOTUH B UCIIOJIb30BAaHUEM PECypCOB yUeOHO- YCTHBIN OIIPOC
SJICKTPOHHOM METOIUYECKOr0 M HH(POPMALIHOHHOIO
ZIOKYMEHTOO60pOTe. 00eCIICUCHHS TUCIIUILTHHBL;
e [loaroToBKa K TECTUPOBAHUIO;

11. VYEBHO-METOJAYECKOE 1 WH®OPMAIIMOHHOE OBECIIEYEHUE
TV CHUTIIMHBI

a) Cnucok pekoMeH1yeMoii JTuTepaTypsbl

OcHoBHasl JuTepaTypa:

1. I'myxoBa, O. B. JlokyMeHTaIlMOHHOE 0OCCIIeUeHHE yIipaBiaeHus : Kypc Jekiuii / O. B. I'myxoBa.
— Bourorpap : Bonrorpanckuii uHCTHTYT OM3Heca, 2013. — 72 ¢. — ISBN 2227-8397. — Tekct
. DNEKTpOHHBIA // DOnekrpoHHO-OMOMMoTewynas cuctema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/19177.html

2/IlyBanoBa, H. H. Opranusamnus u TeXHOJIOTUS JOKYMEHTAIIMOHHOTO 00€CIIEYeHUsI YIIpaBICHUS
: yueOHUK U mpakTukyMm 17 By30B / H. H. IllyBanoBa. — 2-e u3a., nepepab. u gon. — MockBa :
NznatenbcrBo FOpaiit, 2019. — 265 ¢. — (Bsicmiee o6pa3osanne). — ISBN 978-5-534-12358-6.
— Texkcr : anexrponnsiii / ObC IOpaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/447396
JlonoJIHUTeIbHAS JIUTEpaTypa:

1. JIy3una, T. B. OcHOBBI TOKyMEHTOOOOPOTa B TAMOXEHHBIX opraHax B 2 4. YacTs 1 : yueOHOe
nocobue misa By3oB / T. B. Jlysuna, C. C. PemernukoBa. — Mocksa : M3natensctBo HOpaiit,
2019. — 291 c. — (Cneuunamnuct). — ISBN 978-5-534-02588-0. — Tekcr : snexTponHsiii / 9bC
FOpaiir [caiiT]. — URL: https://biblio-online.ru/bcode/437341

2. Poxusarosckas, M. P. JlokymeHTanmoHHOe oOecrneueHue : ydeOHoe mocobme / M. P.
PoxnsiTtoBckast. — Cumdeporons : YHUBEPCUTET YKOHOMUKH U yripasneHus, 2016. — 104 c. —
ISBN 2227-8397. — Tekcr : 21eKTpOHHBIH // DnekTpoHHo-01OanoTeyHast cucrema IPR BOOKS
: [caiiT]. — URL.: http://www.iprbookshop.ru/73265.html

YuyeOHO-MeToAUYECKas] IUTepaTypa:

1. Hyperaunosa 1O. B.MeTtoauueckue ykazaHus Uil CaMOCTOATEIbHONW pabOThI CTYAEHTOB IO
quciuIivHe “J[oKyMeHTallMOHHOE O0ecTieueHne AeITeIbHOCTH OpraHu3aIuil” 3KOHOMUYECKHIX
HalpaBJIeHUH W CHenualbHOCTEH Bcex (opm oO0ydeHust [DnektpoHHbI pecype] / TO.
B. HyperaunoBa; VYal'V, HUDub. - Vaesnosck : VYal'V, 2019. — 3arn. ¢ 53kpaHa,
HeonyOnukoBaHHBIN pecypc. - OnekTpoH. TekcrtoBblie maH. (1 dain : 296 KBb). - Tekcr :
anekTpoHHBIN. - URL: http://lib.ulsu.ru/MegaPro/Download/MObject/2104



https://www.biblio-online.ru/bcode/447396
https://biblio-online.ru/bcode/437341
http://www.iprbookshop.ru/73265.html
http://lib.ulsu.ru/MegaPro/Download/MObject/2104

MHUHHCTEpCTBO HAYKHU U BhICIIEro oOpazoBanus PO

o o Dopma
Y IIBSAHOBCKUH TrOCYIapCTBEHHBII YHHBEPCUTET

®-Pabouyas mporpamma JUCHUIUTAHBI

CormnacoBaHo:

(ﬂ & 5-.4 g)ﬁbﬂ:‘r?ﬁﬁr?&f {onecoanMH / ﬁ{‘*—}'
JTOMHTGCTE COTPY.IHAKE HAyHON GHOAHOTERH HHO ——

0) [IporpammHoe oGecrieueHue
OC Windows
Microsoft Office
«1C:IIpeampustue 8». KommiekT mist 00ydeHus B BEICIINX M CPETHUX YICOHBIX 3aBEICHUIX
Statistica Academic for Windows
Kommnekt I1O "Yrusepcan" ("®uHancosrit ananms + Onenka 6msHeca", "MIHBECTHIIMOHHBIN
anamms", "Bromker" u "OreHKa HENBIKAUMOCTH")
6. Awnturuiarnar BY3

B) [Ipodeccnonanbubie 6a3bl JAHHBIX, HH(POPMALMOHHO-CIPABOYHBIE CHCTEMBbI

1. DyIeKTPOHHO-0UOIHOTEYHbIE CUCTEMBI:

1.1. TPRbooks : anexTpoHHO-OMOMHOTEUHAsT cucTeMa @ calT / rpymnma kommanuii Ai I[lu Ap Menua. -
Caparos, [2020]. — URL: http://www.iprbookshop.ru. — Pexxum noctyma: Asst 3aperucTpup. moss3oBarenei. - Tekct
: DJIEKTPOHHBIN.

1.2. FOPAAT : snekTpoHHO-6M6IHOTeYHas cucTema : caift / OO0 DiekTporHoe H3aatenbctBo FOPAMT. —
Mockaa, [2020]. - URL: https://www.biblio-online.ru. — Pexxum goctyna: st 3aperucTpup. noib3oBareneii. - Tekcr
! DJIEKTPOHHBIH.

1.3. KoHCymbTaHT cTyneHTa : 3IIeKTPOHHO-OmMOMMoTedHas cucrema : caiit / OOO Ilommrexpecypc. —
Mockaa, [2020]. — URL: http://www.studentlibrary.ru/catalogue/switch_kit/x2019-128.html. — Pexxum mocryna: mis
3apETHCTPHUP. MOTb30BaTeNeH. — TEKCT : 3EeKTPOHHBIH.

1.4. JIanb : anekTpoHHO-0MOMHOTeuHast cucteMa : cait / OO0 IBC Jlans. — Cankt-IlerepOypr, [2020]. —
URL: http://www.studentlibrary.ru/pages/catalogue.ntml  https://e.lanbook.com. — Pexum mgoctyma: s
3apEerucTpup. Mojab30BaTeNIe. — TeKCT : 3JEKTPOHHBIN.

1.5. Znanium.com : 31eKTpoHHO-OMOMHOTeYHass cuctema : cait / OOO 3unanmym. - Mocksa, [2020]. -
URL: http://www.studentlibrary.ru/pages/catalogue.html http://znanium.com. — Pexum goctymna : [jis 3aperucTpup.
1oJib30Baresiel. - TEKCT : aNeKTpPOHHBIN.

2. Koncyasranrlliaoe [DnekTpoHHBIH pecypc]: crpaBouHas mpaBoBas cucrteMa. /OO0 «KoHCymbTaHT
IImocy» - DnexTpoH. aaH. - Mocksa : Koncynsrantllotoc, [2020].

3. ba3pl JaHHBIX NEPHOAMYECKUX U3JAHMI:

3.1. ba3a maHHBIX NMEPHOAWYECKHAX M3IaHUH : 3NeKTpoHHBIE xypHaI6 / OO0 UBUC. - Mocksa, [2020]. —
URL: https://dlib.eastview.com/browse/udb/12. — Pexum moctyma : ansi aBTOpH3. moib3oBaTeieid. — TekCT :
9JIEKTPOHHBIN.

3.2. eLIBRARY.RU: Hayunas osnextpoHHas Oubimorexka : cadt / OOO Hayunas OnekrpoHHas
bu6mnoreka. — Mocksa, [2020]. — URL: http://elibrary.ru. — Pexxum moctyma : [uisi aBTOpPH3. TOJIb30BATEICH. —
TekcrT : 371eKTPOHHBIM

3.3. «Grebennikon» : snextponnas Gubmmoreka / W] I'pebennmkoB. — Mocksa, [2020]. — URL:
https://id2.action-media.ru/Personal/Products. — Pexxkum goctyma : st aBTopu3. mojb3oBateneil. — Tekcr :
3JIEKTPOHHBIH.

4. HanmonanpbHasi JJIeKTPOHHAsi OMOJMOTEKa : DICKTpOHHAs OwOimoreka : (QenepaibHas
rocynapCcTBeHHAs WHPOPMANMOHHAs cucTeMa : caiit / MununctepctBo kynsTypsl PO ; PI'b. — Mocksa, [2020]. —
URL:http://www.studentlibrary.ru/pages/catalogue.html https://n36.pd. — Pexxum goctyma : juisi moJsib3oBaTelneit
HaYYHOH OMOIHOTEKH. — TEKCT : AIIEKTPOHHBIH.

5. SMART Imagebase I EBSCOhost : [moprau]. - URL:
https://ebsco.smartimagebase.com/?TOKEN=EBSCO-1a2ff8c55aa76d8229047223a7d6dc9c&custid=s6895741. —
Pexum noctyna : Ui aBTOpH3. OJIb30BaTeneil. — M300pakeHue : 2IeKTpOHHEIE.

6. ®enepanbuble HHPOPMAIMOHHO-00pa30BaTEIbHbIE OPTAJIBI:

6.1. EnuHoe OKHO JiocTyma K 00pa3oBaTebHBIM pecypeam : (enepanbHblii moptai / yapeauteas PLAOY
JITO LIPT'OIT 1 UUT. — URL.: http://window.edu.ru/. — TekcT : 371€KTpOHHBIM.

6.2. Poccuiickoe oOpaszoBanue : peaepanbubiii moptan / yupeautesns ®T'AOY II10 [PT'OIT u UT. — URL:
http://www.edu.ru. — TekcT : 3MeKTPOHHBIH.

7. O0pa3oBaTteabHble pecypesl Yal'y:

7.1. Dnextponnas oubnuoreka Ynl'Y : moayns ABUC Mera-IIPO / OOO «/lara Dxcnpeccy». — URL:
http://lib.ulsu.ru/MegaPro/Web. — Pexum jgoctyma : s TOJb30Barelieid HaywHoW OuOmmoreku. — TekcT :
SIEKTPOHHBIN.

7.2. O6pasoBarenpubiii mopran Yal'V. — URL: http://edu.ulsu.ru. — Pexum moctyma : Uit 3aperucTp.

agrwnE



http://www.iprbookshop.ru/
https://www.biblio-online.ru/
http://www.studentlibrary.ru/pages/catalogue.html
https://e.lanbook.com/
http://www.studentlibrary.ru/pages/catalogue.html
https://dlib.eastview.com/browse/udb/12
http://elibrary.ru/
https://id2.action-media.ru/Personal/Products
http://www.studentlibrary.ru/pages/catalogue.html
https://нэб.рф/
https://ebsco.smartimagebase.com/?TOKEN=EBSCO-1a2ff8c55aa76d8229047223a7d6dc9c&custid=s6895741
http://window.edu.ru/
http://window.edu.ru/
http://www.edu.ru/index.php
http://www.edu.ru/
http://lib.ulsu.ru/MegaPro/Web
http://edu.ulsu.ru/

MHUHHCTEpCTBO HAYKHU U BhICIIEro oOpazoBanus PO

o o Dopma
Y IIBSAHOBCKUH TrOCYIapCTBEHHBII YHHBEPCUTET

®-Pabouyas mporpamma JUCHUIUTAHBI

nonb3oBaresiel. — TeKCT : 3JIEKTPOHHBIH.

CornacoBaHo:

Qe - SOk 7- P / ///:

M{,/X

9.06.2020r

W\

#etnara

L 74
JL6KHO0CTD corpyanuka YUTuTOHUO HO

12. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJINHBI

Aynuropun Uil TPOBEICHMS JIEKIMM, CEMHHApCKUX 3aHATUH, UIS BBITOJHEHUS
71a00paTOpHBIX paboT U MPAKTUKYMOB, JUIS MPOBEACHHUS TEKYILEro KOHTPOJIS U IPOMEKYTOUHOU
aTTecTallu, KypCOBOTO MPOESKTHUPOBAHUS, TPYNIOBBIX U MHAUBUAYAIBHBIX KOHCYJIbTALIUM.

AyIuTOoprHM yYKOMIUIEKTOBAHBI ~CIEMUATM3UPOBAHHONW MeOenblo, y4eOHOW JTOCKOM.
Aynuropuu A TpOBEACHUs JEKUUN 00Opyd0oBaHbl MYIbTUMEAMMHBIM O0OOPYIOBaHHUEM IS
npenocTaBieHuss WHGpOpManuu OONBIION ayTUTOPHH. [Tomewmenuss Wik CaMOCTOATENBHOM
paboThl OCHAIIEHBl KOMITBIOTEPHOM TEXHHUKOM C BO3MOXHOCTBIO TOAKIIOUYEHUS K CETH
«HTEepHET» W OO0ECIeYeHneM JOCTyNa K 3JICKTPOHHOW HH()OpPMAIMOHHO-00pa30BaTeIbHON
cpene, SIeKTpOHHO-OuOmuoTeuHoit cucreme. [lepeuenb 000pyHAOBaHMS, HCIIOJIB3YyEMOTO B
y4eOHOM Ipoliecce, YKa3bIBAETCsl B COOTBETCTBUU CO CBEACHUSIMU O MaT€pHaIbHO-TEXHUYECKOM
o0ecreyeHny U OCHAIIEHHOCTH 00pa30BaTEIbHOTO MPOoIecca, pa3MeIIeHHBIMU Ha OPHUIIHATHBHOM
caiite Yal'V B paznene «Cpenenus 00 00pa3oBaTeIbHON OpraHU3aIium.

13. CIIEIMAJIBHBIE YCJIOBUA JJIS1 OBYUYAIOIIUXCA C OT'PAHUYEHHBIMH
BO3MOKHOCTSAMMU 3/10POBbS

B cmyuae HeoOXomuMmocTH, OOYYalOIIMMCS W3 4YUCIA JIMI C OTPaHUYCHHBIMHU
BO3MOXXHOCTSIMH 3JI0pOBbsI (IO 3asBJICHUIO OOYYAIOMIETOCsi) MOTYT MpPEUIaratbCsi OAHH U3
CIICYIOIINX BApUAaHTOB BOCHPUATHA HWHPOpMAIMKM C y4EeTOM UX HHIUBHIYAIbHBIX
NCUXO(PHU3MUECKUX 0COOEHHOCTEH:

— JUIs JIML C HApYIICHUSIMU 3pEHUs: B TIeyaTHOH (opMe yBeTHMUeHHBIM IpU(TOM; B popme
AIIEKTPOHHOI'O JIOKyMEHTa; B (opme ayauodaiina (mepeBoj ydeOHBIX MaTepUaIoB B
aynuodopmar); B INedaTHOW ¢opme Ha s3bike bpaiins; MHAMBHIyadbHbIE KOHCYJIbTAIMH C
NpUBJICUYCHHEM TH(IIOCYPIOTIEPEBOUNKA; HHIUBUIYaTbHBIC 33/IaHUSI M KOHCYJIbTAIIH;

— AU JUI C HapyUIeHUsIMH ciyxa: B me4yaTHoil ¢opme; B (opme 3IeKTpOHHOTO
JIOKYMEHTa; BUeOMaTepHalIbl C CyOTUTpaMU; MHIUBUAYaIbHbIE KOHCYJIBTAIIMM C IPUBJICYCHUEM
CypZIOTIEPEBOIUMKA; WHANBUIYAIbHBIC 3aJaHNs U KOHCYJIbTAINH;

— A0S UL ¢ HapyUIeHUsSMHU OIOpHO-ABHUraTeIbHOIO ammapara: B Ne4aTHOW ¢opme; B
dopMe DIEKTPOHHOTO JOKyMeHTa; B ¢opme ayauodaiiina; WHIWBUAyaTbHBIC 3alaHUs U
KOHCYJIbTAIMH.

B ciy4ae HEO0OXOIUMOCTH HCIIOJTH30BaAHUS B y4aeOHOM npoiiecce
YaCTUYHO/MCKIIIOYUTENBHO JHUCTAaHIMOHHBIX 00pa30BaTEeNIbHBIX TEXHOJOIMH, OpraHu3aIus
pabotel IIIIC ¢ obyuatrouumucs ¢ OB3 u uHBanmuaamMu mpeaycMaTpUBaeTCs B AJIEKTPOHHOU
MH(POPMALIMOHHO-00pa30BaTENbHOM Cpefie C y4eTOM HX HHIUBUAYAIbHBIX NCUXO(DHU3MUYECKHX
0COOEeHHOCTEH.

Pa3paboTunk / Hyperaunosa 10.B.
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[Mpuaoxenne 1

=s) lHpogece Anmiae Guias aAX b < IT CHMTTEM

1. Fnexrponmo-HRianoTenmsie CHETEWAS:

1.1. IPRbooks : suekTponmo-Ged HOTCUNAN CHcTena - calfT | (pywina wooamanmit AR [la Ap

DnesTpoEioe

AoCTYnA: LN

Meama. Caparon. [2021] - URL huptwww.iprbookshopne  — Pesewm  goctynn:  Ans
WP HCTRMP. Noas sosarench. - TexcT | MneRTpOMsHEGN.

12, 10PART sekTponmo-GalnsoTednas  CHETEMA cadry OO0
wusrescrso HOPART Mocxea, [2021]. - URL: batps2iurait. Pemsav
szperncTpep. namusossteacit. - Texcr © saexTpoinoai

1.3. Komcyawrant cryacsma et pORHO-GRGIHOTCWHRE  cncTeMa

catvy /1 OO0

[Banmrexpecype. — Mockea [2021], — URL: it/ www studentlibracy cu'cgi-bin'mbis, — Pesaos

AOCTYTIN. 2108 SApeTacTpup. noasicaareneh. — TeReT - dxexTpaHimi

1.4, Jame = aoscextpomno-GHOIMOTCmNAN CHCTEMA © cuity | QOO0 DBC Jlans Camxr-

flerepsypr. [2021]. — URL: Bups.elanbockcom. - Pomun  2OCTYIR: el
noasosarescil. — Texcr @ SCRTPONNLIL

AP HC TN,

1.3, Znasium con © aexTposio-OafanoTe sy cacrenss © calr / OO0 Fmammyn, - Mockna,
12021), - URL: hupoiienanium com . — PN R0OCTYTR - JUIH MEPErncTIpep. Onkonarencii. - Texcy

sisxTponnaa i

2. Komcy.ntawy llmoc |[Dnesrposineit pecype]l CUpaRouHOR NPEBOAESE CHOTCMA 000

o Koncyastant [Emocs - JnexTpos. na. - Mockea - KoscymrasniLuoc, [2021]
3, BRIk IREHAIX CRIROTITIECKME Wasii:

3.1 Bma amipsiX NEPHOSHIOCKHX RN - MEKTPOHRRIE KypHass) OO0 UBHIC. -
Mockea, [2021]. — URIL herps:/Adlibcastview combrowse'udb/12. - ~ Peaxcnum nocrsna @ anm

anTopE . BoaLlossTeicH, - Texcr © anexTpostiLil.

12, cLIBRARY RU: paywmas ssestpossns Gebnworcrs cafty OO0 Haywmas

Snexrposumn Babamoresa. — Mook, [2021]. — URL: hap:licliboay.ru. — Peaoas
asropus. Nomsossrewil — Texcr aexTpons N

oCTYNg | Xas

3.3. sGeebennikoor : amsTponnas GuGaworers | HJL INpebeaankoa. Mocksa, [2021].
URI httpsoids action-media ruPorsonal/ Products, — Peoaoes 2ocTtyma | 33 asTophs

nomsosateneil. « Terct | URKTPosHLEi.

4. Hisumweonaassus xvextponnag Sufawoyoxas | sackrpomeas GuianoTess Duencparhiias
rOCY SAPCTREIENAR WHBORMBINOMIME CMCTEME & CafrT Mupmerepotno xyiaurypm PO o PIE -
Mocssa, [2021] URL: mipssnbpd. — Possw poctyns ans moasnlosaTe i | ayosod
GubmnoTexs. — TExSY | anexTpomnnah,

s, SMART Imagebase ERSCOhost 1 | mogprran | - L'RE.:
higges: ebson smantinugebase com’ TTOXEN~-ERSCO-
1a2T8cS5aaT 64822904 T22 30 Td0dche & custids sHYVSTL]. ~ Peamw nocTyna IR RRTOPNS
paaLsoearencil. — HMOpRaenne @ MKy pOsHRC
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