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1. OBJIACTBb NTIPUMEHEHUSA U MECTO JUCHUIIJIMHBI B YYEBHOM ITPOIECCE

VYuebnas gucnummHa «KoHuaeHnMaibHOE  IETONPOU3BOACTBO»  OTHOCHUTCS K
JUCITUIIMHAM TIO BBIOOPY CTYACHTa BapHAaTHBHOW dYacTh MNPOQEeCcCHOHAIBHOTO OJI0Ka TIO
HanpaBjieHUu0 ToAroToBku 46.03.02 «/lokymMeHTOBeIEeHHE U apXuBOBeAcHUE». OCHOBBIBACTCS
Ha Oasze mucuurnH: «OpraHu3anus W TEXHOJOTHS JOKYMEHTAI[MOHHOTO OOecreueHus
YIPaBJICHUS», «['paxanckoe paBo», «TpynoBoe paBo», «ApXUBOBEJICHUEY,
«udopmarnmionnas 6e30macHOCTh M 3amuTa uHpopManuny, «KaapoBoe HeIonpous3BOICTBO U
apXMBBI JOKYMEHTOB 10 JIMYHOMY cOCTaBy», «MH(pOpMalMOHHbIE TEXHOJOTHU B
JIOKYMEHTAI[MOHHOM OOCCIICUCHHUH YIPABICHUS W apXWBHOM Jene». JlaHHyo y4eOHYIO
JTUCIUTIIMHY JOTOIHSET MapauieIbHOe OCBOCHUE CIEAYIOMMX AUCHUIUMH: «H(DOopManmoHHoe
obecrieueHre yIpaBJIeHHs TIEPCOHATIOMY, «Y IPABJICHUE MIEPCOHATIOM).

HopmaTuBHBIE CCHIIIKH — He npedycMompeHbl.

2. CTPYKTYPA JUCHUIIJIMHbI

Xapaxkmepucmuxa y4eonou Oucyununbl

Hanpanenne noaroToBku 46.03.02 «JlokymeHTOBECHUE U
O06pa3oBarenbHas IporpaMma OakajiaBpuaT
KBanuduxarnms aKaJeMUYeCKHil OaKagaBpuaT
KonnuecTBo coepKaTeabHbIX MOTyIEH 3

JucnurmuHa 6a30B0M / BApHaTUBHON YacTH

o BapHaTUBHAsI YacTh NPOPEeCcCCHOHATBHOIO 00K
00pa30BaTebHOM POrpaMMbl

®opmel koHuTpost (MK, sk3amen, 3auer) 1 MK, 1 3auer
ouHast popma 3ao4Has Gpopma
Hokasatem oOyueHus oOyueHus
HOpMAT. | yCKOp. | HOpMart. YCKOD.

CpOK CpOK CpOK CpOK
KonudecTBO 3a4eTHBIX eAUMHUIL (KPEAUTOB) 2 2 2 2
I'ox moaroroBku 4 2 4 2
Cemectp 8 4 — —
KonnuecTBo yacos: 72 72 72 72
— JIEKIIMOHHBIX 16 16 2 2
— TPaKTUYECKUX, CEMUHAPCKUX 16 16 4 4
— 1abopaTOpHBIX — — — —
— CaMOCTOSATENbHOM paboThI 40 40 66 66
B T. 4. MHAWBUYAJIIbHOE 33aJaHHe — — — -
HenenbHOE KOIMYECTBO YacoB, 9 9 - -
B T. Y. AYAUTOPHBIX 4 4 — —

AP — akagempasHuIa

3. OIMCAHUE JUCHUIIJINHBI

Ileau u 3agauu

I[enu oucyunaunsvt — GopMHUpPOBaHUE Y CTYIEHTOB CUCTEMBI 3HAHUH, YMEHUH 1 HABHIKOB
[0 OpraHM3aLUU CIYXKObl KOH(PUICHIHMATBHOTO JEJIONPOU3BOJACTBA U KOH(HICHIIMAIHLHOTO
JIOKYMEHTOO0OpOTa B OpTraHU3aIUH.

3aoauu oucuunIuHbl.

— JaTh TpeacTaBieHHe 00 OCOOEHHOCTSIX KOHOQUIACHIMATbHOU UHGOpMauu H
KOH(HICHIIMATIBHBIX JOKYMEHTOB;

— TMOKa3aTh  MECTO  KOH(MICHIMAIBHOTO  JENONPOW3BOACTBA B CHUCTEME




JOKYMEHTAIMOHHOTO 00ECTICUeHHs yIPABICHHS OPTaHU3AIINH;

— HU3y4YUTh U OCBOUTh HOPMAaTHUBHO-METOAMYECKYIO 0a3y KOHQUICHIIMAIBHOTO
JIeNTOTIPOU3BO/ICTBA;

— JlaTh MpPEJACTaBJICHHE O TEXHOJOTMYECKHX OCOOCHHOCTSAX OOpaOOTKH, HAKOIUICHUS,
XpaHeHUsl KOHQUICHIIMATBHBIX JOKYMCHTOB B OpTaHHU3aI1H;

— copmupoBaTh 0a30Bble HABBIKM OpraHu3aluu padboTel ¢ KOH(MUICHINAIbHBIMU
JOKYMEHTaMH Ha BCEX ATalax X MPOXOXKJACHUS B OpraHU3aIUu.

TpeOoBanus K pe3yabTaTaM 0CBOEHUS AUCHUILINHBL [Ipoliecc n3yueHus AUCIMUITIMHBL
HampaplieH Ha (OPMHPOBAHHE DJJIEMEHTOB CICIYIONMX KOMIETEHIIMA B COOTBETCTBUU C
tpeboBanusiMu ['OC BIIO mno wnanpaBienuto mnoaroroBku 46.03.02 [lokymeHTOBeAcHUE W
ApXWMBOBEJCHHE ¥ OCHOBHOW 00pa3oBaTelbHOW MPOrpPaMMBI  BBHICIIETO  0Opa3oBaHUs
HarpaBjieHus noarotToBku 46.03.02 JlokyMeHTOBeIeHHE U apXUBOBEICHHE !

a) oouwexynomypuote komnemenyuu (OK):

— CIOCOOHOCTH K CaMOOpraHu3aiuu u camooopasosanuio (OK-7);

— CIMOCOOHOCTH K MCIOJIh30BAHUIO OCHOBHBIX METOJIOB, CITOCOOOB M CPEJICTB IOTYICHHS,
xpaHenusi, nepepadorku uHGopmanuu (OK-10).

0) oowenpogpeccuonanvnuvie komnemenyuu (OIIK):

— BiajgeHHe O0a30BbIMM 3HAHUSAMH B o0sactTd MHGOPMAIMOHHBIX  TEXHOJIOTHMA
(mporpamMMHBIE  MPOAYKTHI, HWCIOJb3yeMbIe B  YIPABICHUH JOKYMEHTAMH, CHCTEMBI
3JIEKTPOHHOTO JIOKYMEHTO000pOTa, TEXHOJIOTHHU CKaHUpOoBaHus 10KyMeHTOB) (OITK-2);

— BJIaJICHUEC HAaBBIKAMU HCIIOJIH30BaHUS KOMITBIOTEPHON TEXHUKH M WH(OPMAIMOHHBIX
TEXHOJIOTHUIl B TOUCKE UCTOYHUKOB M JUTEPaTyphl, UCIOJIb30BAaHUU TMPABOBBIX 0a3 JaHHBIX,
COCTaBJICHUH OHONMMorpaduueckux u apxuBHbIX 0030poB (OI1K-4);

— CIOCOOHOCTh pellaTh CTaHAApTHBIE 3a7aud MPO(EeCCHOHATBHOM NESTENbHOCTH Ha
OCHOBE MH(OPMAITMOHHON U OMOIHOTrpaduecKoi KyIbTyphl C IPUMEHEHUEM HH(POPMAITMOHHO-
KOMMYHHKAIIIOHHBIX TEXHOJOTMH MU C Yy4Y4EeTOM OCHOBHBIX TpeOoBaHUN WHGOPMAIMOHHOMN
6e3zonacHoctu (OITK-6).

8) npogpeccuonanvnuvie komnemenyuu (IIK):

HAYYHO-UCCTIe008aMENbCKASL 0eAMeNTbHOCMb !

— CMOCOOHOCTh TMPHUMEHSTh HaydHble METOJbl TMPU HCCIEAOBAaHUU OOBEKTOB
npodeccuonanbroii aestenbroctu (ITIK-1);

— BIaJCHUE 3HAHUSAMH OCHOBHBIX TMpoOJeM B O0OJAaCTH JOKYMEHTOBEICHHS W
apxuBoBeaenus (ITK-3);

— CIOCOOHOCTh CaMOCTOSITENIFHO PaboTaTh C pa3iIMYHBIMU UCTOYHUKAMU HH(POPMAIHH
(TIK-4);

— CMOCOOHOCTH aHAIM3UPOBATH IIEHHOCTD JJOKYMEHTOB C 11e/1bto ux xpanenus (ITK-8);

MEXHON02UYECKas 0esIMeNbHOCb.

— BIIaJIcHUE HaBBIKAMU HUCIOJb30BAaHUS KOMIBIOTEPHON TEXHHKU M WH(OPMAIMOHHBIX
TEXHOJIOTUH B JJOKYMEHTAIMOHHOM OOecrieueH!H yrpasieHus u apxuBaom jaeie (I1K-14);

— BIaJCHUE TPaBWJIAMHU OJKCITyaTalldd TEXHUYECKUX CPEICTB U CIIOCOOHOCTH
UCIIOJIb30BaTh TEXHUYECKHE CPEJCTBA B JIOKYMEHTAIIMOHHOM OOCCIICYCHHH YIIPABJICHUS U
apxuBHoM nene ([TK-16);

— BiajieHue MeToaamu 3amuthl HHGopmanuu (ITK-17);

— BIIaJICHUE COBPEMEHHBIMH CHCTEeMaMHd HH()OPMAIMOHHOTO U  TEXHUYECKOTO
oOecrieueHns JIOKYMEHTAIIHOHHOTO OOeCIieueHusl yrpaBieHus U ynpasieHus apxuBamu (I1K-

18);

— CIOCOOHOCTh HCIOJIB30BaTh MpaBWja OPraHW3alMM BCEX OTAloOB pPabOThl ¢
JIOKYMEHTaMH, B TOM 4Hciie apXuBHbIMU JokyMeHTamu (ITK-20);

— BIIQJICHUC HABBIKAMH COCTABIICHHS OIKCEH eI, MMOATOTOBKH JE]T K Mepeade B apXuB
OpraHu3alliy, TOCYJAapCTBEHHBIN Wi MyHUITUNaIbHbIN apxuB ([TK-21);

— CIOCOOHOCTh MPUHMMATH ydacTHe B PabOTE MO MPOBEAECHUIO SKCIEPTU3bI IICHHOCTH
nokymentoB (I1K-22);
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— BIIAJICHUE HaBBIKAMU OOpabOTKM JOKYMEHTOB Ha BCEX JTamax JOKYMEHTOO0OpOTa,
CHCTEMaTH3alliK, COCTaBlIcHus HoMeHKIaTypsl aein (ITK-26);

OP2aHU3AYUOHHO-YNPABNEHYECKAs 0esIMEeNbHOCb.

— CIOCOOHOCTh OPraHU30BBIBaTh PabOTy CHYKOBbl JOKYMEHTAIIMOHHOTO O0ecredyeHUs
yIIPaBJICHUS U apXUBHOTO XpaHeHus gokymeHToB (I1K-30);

— CcImocoOHOCTh pa3palaThiBaTh JIOKaJbHbIE HOPMATHBHBIE AaKThl M HOPMAaTHUBHO-
METOAMYECKHE JOKYMEHTHI 10 BEICHHUIO MH(POPMAIMOHHO-TOKYMEHTAIMOHHOTO OOECTICYEeHUs
yrpasienus u apxusHoro jaeia (ITK-31);

— BIIQJICHUE 3aKOHOJATEIPHOW M HOPMATHBHO-METOJIMYECKO 0a30if MH(POPMALMOHHO-
JOKYMEHTAllMOHHOTO  O0ecleueHusi  yOpaBleHUsST M apXUBHOTO  Jieyla, CIIOCOOHOCTh
OPHEHTHUPOBATHCS B IIPaBOBOI 0a3e cMexHbIX obuacteit (ITK-32);

— BIIaJilcHUe NPUHLUIIAMH, METOJAaMU U HOPMaMu OpraHu3allud, XpaHEHUs,
KOMIUJICKTOBAHUS, y4eTa M HCIIOJIb30BAaHMS ApXHMBHBIX JOKYMEHTOB, JOKYMEHTOB JHYHOTO
npoucxoxaenus (I1K-37);

— BIIQJICHUE HaBBIKAMH pabOTBl € JOKYMEHTaMH, COJEpXKAIlUMH HWH(POPMAIUIO
orpanuyennoro gocrymna (ITK-38);

NPOEKMHAs OesIMENbHOCIb:

— BIIaJICHUE METOJlaMU TMPOBEICHUS aHallu3a OpraHu3aluUd JIOKYMEHTAllMOHHOTO
oOecrieyeHHs YNpaBICHUS UM apXUBHOTO XPAHEHUS JOKYMEHTOB B KOHKPETHOW OpraHHM3aluu
(TTIK-46);

— BJIQJICHUE MPUHIMIIAMH U METOJaMH OpraHu3aluu XpaHenus gokymentos ([1K-47).

B pe3yabTare u3yueHus y4eOHOI THCHUILITMHBI CTYAEHT J0JIKEH |

— 3Hamy: cucTeMy HOPMAaTHUBHO-TIPABOBBIX aKTOB, perIaMeHTHPYIOIINX
KOH(UACHIIMATBHOE AEJIONPOU3BOJCTBO; CHCTEMY W (YHKIMH CIYyKO KOH(PUICHIMAIHHOTO
JOKYMEHTAIMOHHOTO 00OecIieueH sl yIpaBIeHNs; TpeOOBaHUS K [IEPCOHAY, HUMEIOIEMY JOCTYII
K KOHOQHICHIMAIBHOH WH(pOpManWW; NOPUHIMIB  OpPraHU3alMd  KOH(HICHIMAILHOTO
JIOKyMEHTO00OopoTa; oOue TpeOoBaHUS K YYETy U COXPAHHOCTH KOH(UIEHIMAIbHBIX
JIOKYMEHTOB; TpeOoBaHMs K (POPMUPOBAHHIO KOH(PUACHINATBHBIX JIEJT;

— ymemp: pazpabaThiBaTh BHYTPEHHHE HOPMAaTHBHO-METOAMYECKHE JOKYMEHTHI,
periaMeHTHpyIole KOH(pUICHINATbHOE AEI0NPOU3BOICTBO; BECTH 00pabOTKY, PErHMCTPALIUIO
H Y4CT KOH(l)I/I}IeHIII/IaJ'II)HI)IX AOKYMCHTOB; TI'OTOBHUTH KOHq)I/IIIGHHI/IaJ'H)HI)IC JOKYMCHTBI K
nepeaaye Ha apXMBHOE XpaHEHHE U YHUUTOXKEHHE; OPIraHU30BBIBATH KOHTPOJIb 32 COXPAHHOCTBIO
KOH()HICHIIMAIBHBIX JIOKYMEHTOB;

— ¢1ademy:  METOJaMHU  3AIUUTHl  MHPOPMALMK;  COBPEMEHHBIMH  CHCTEMaMHu
UHPOPMALIMOHHOTO ¥ TEXHHYECKOTO O0ECleveHus JOKYMEHTAI[HOHHOTO O0ecredeHus
yIIpaBJIEHUS U YIPABICHUs apXUBaMU; HaBbIKaMU 00paOOTKH KOH(HIECHIMAIbHBIX JOKYMEHTOB
Ha BCEX 3Talax JOKyMEHTO00OpOTa, CHCTEMAaTHU3aIH, COCTABICHUS] HOMEHKJIATYPhI A€,

4. COAEPKAHME JUCLUILIMHBI U ®OPMbI OPTAHU3ALIUN YYEEHOT'O
MPOLIECCA

Kypc muctunnmael  «KoHuaeHImanbHOE  IEIONMPOU3BOJCTBO»  MPEIycMaTpPUBAET
cienyronme (GopMbl OpraHU3alM y4eOHOro mpolecca: JICKIUU, MPAKTHUECKUE 3aHATUS H
CaMOCTOSTENILHYIO pabOTy CTYy/ICHTA.

Marepuan = M3JaraeTcsi € KCIOJB30BAaHHEM  OOBSICHUTEIIBHO-UUTIOCTPATUBHBIX,
OBPHUCTUYCCKUX M HMCCICAOBATCIBCKUX METOJOB IIPECIIOgaBaHUs. HpI/I IMPOBECACHUHN HCKHI/Iﬁ
UCTIOJIB3YIOTCS MYJIbTUMEIUAHBIN TIPOSKTOP.

B yueGHOM mpoliecce IMMPOKO MPUMEHSIIOTCS AKTHUBHBIE W HHTEPAKTUBHBIE (POPMBI
NpOBE/ICHUST 3aHATHI (pa300p KOHKPETHBIX CHUTYyalluii), BHEAyIUTOPHAs CaMOCTOSTEIbHAs
paboTa, OaIbHO-PEUTHHIOBAsI CHCTEMA OLEHKH YCIIEBAEMOCTH, JTHYHOCTHO-OPUEHTUPOBAHHOE
oOydeHue, mpobremMHoe oOydeHue, 6109HO-MOAYIbHOE O0yUeHHe.
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[IpenycMOTpeHO HCIONB30BaHUE B y4eOHOM Mpoliecce MHTEPHET-PECYPCOB MO JaHHOMY
KypCy Ul pELIeHUs] IPAaKTUYECKUX 3alaHUH.

CamocrosTenbHas paboTa CTYACHTOB MPEAYCMAaTPUBAET BBINOJIHEHNE WHIMBHUIYaIbHBIX
3aJJaHUi, TOATOTOBKY K IPAKTMYECKUM 3aHATUSAM, H3y4yeHHE YUYeOHOH U METOAMYECKOH
JUTEPATyphl, COCTABICHUE KOHCIIEKTOB, 3alUTY JOKJIAJ0B.

IHopsiakoBbI HOMeP
H TeMa

Kpartkoe conep:kaHue TeMbl

Cooeporcamenvuwtit modyns 1. Ilonamue KonghuoenyuaibHovix OaHHBIX

Tema 1. I{ennas
uHpopManus u

[Tpenmet u 3anaun Kypca. [ToHsTHE KOHOUACHIIMATLHOW HH(POPMAIUH.
Bunasr KOH(UICHITHATEHBIX CBEICHUM. Ornpenenenue

KOH(UAEHIMANbHBIE | KOHOHUICHIMAIBHBIX JOKYMEHTOB. OKOHOMHYECKass Oe30MacHOCTb.
JOKYMEHTBI HopmartuBHo-MeTorueckast 6a3a KOH(UACHIMAIBHOTO JETIONPOU3BO/I-
crBa. llenHocts nHpOpMarmu. IlepcriekTHBHOE Hay4YHOE, TEXHUYECKOE
M TEXHOJOTMYecKoe  3HadeHne  uHpopmaumu.  HampaBnenus
JIeATEIbHOCTH OpTaHU3aluH, (POPMHUPYIOLIHE EHHYIO0 HH(OpMAIIHIO.
Tema 2. JlokymeHTHpOBaHNe KOH(UIeHIHATbHON uHPopManuu. Hocurenn
JlokymeHTHpOBaHUEe | KOH(UAeHIMANbHOH wuHpopMmaruu. [loHsATHE cHCTeMBl JgocTyma K
KOH(QHICHIIMATIBHBIX | KOHOUACHIMAIBHBIM JTOKyMEHTaM. TpeOoBaHUs K CUCTEME JIOCTYyIa K
CBEJICHUI KOH(UACHIIMATBHBIM JOKYMEHTaM. Pa3pemmTenbHbli mopsiok padoTs

C KOH(pHICHIMATHHBIMH JOKyMeHTaMu. [lonokeHne o pexume
KOMMepUYEeCcKoil (ciry>xeOHOM) TaliHbl opranu3anu. OTBETCTBEHHOCTh 3a
HapyIlIeHHe pexxuMa KoHpuaeHransHocTH. Odopmiienne pasperieHuit
Ha pPaboTy C KOHQUIEHIHAIbHBIMM JOoKyMeHTamu. CoramieHue o

HEepasIJIallleHHd  KOMMEpPYECKOM  TalHBL.  YCTaHOBJICHHE TpHda
KOH(HIEHIIMAJIbHOCTH CBECHUH.
Cooeporcamenvhotii modyas 2. Qougue npasuna pabomsl ¢
KOHuOenyuanbHolmu 0OKyMEHmMamu
Tema 3. [Topsmox BryTpuopranuzanvoHHas periameHranus KOH(UIEHIINAIBHOTO

paboThI
HCIIOJIHUTEJICH C
KOH(UICHIINATbHBIMH
JTIOKYMEHTaMH 1
MaTepuaIaMu

nenonpousBozcTBa. Ciyk6a KOH()UIECHINATBHOTO JEJI0NPON3BO/ICTBA!
CTPYKTypa M NOPANOK OopraHusanuu. IlepcoHalbHAsE OTBETCTBEHHOCTh
32 COXPAaHHOCTb KOH(UAECHIHMAIbHBIX JOKyMEHTOB. TpeOoBaHus K
COTPYJIHUKAM, UMEIOIIUM JOCTYN K KOH(QUIECHUIUAIbHON MH(pOpMAIIH,
UX OTpakeHUE B JOJDKHOCTHBIX MHCTPYKIMAX. TpeboBaHus Kk pabouemy
MECTy M TOMELIEHHUIO, TI/€ U3rOTOBISIIOTCS KOH(UICHIMAIbHBIE
nokyMeHThl. [IpoBepka mporpaMMHOro  oOecreueHHsl  CIy>KObI
KOH(UJICHIIMAIBHBIX JOKYMEHTOB.

Tema 4. [Toroxu

ﬂBI/I)KeHI/Ie KOH(l)I/II[eHI_II/IaJ'ILHLIX JAOKYMCHTOB. I[OKYMCHTLI KaKk O0BEKT

KOH(PHUACHIMAIBHBIX | 3aiIUThL. [loHSATHE 3amuIeHHoro JokymeHTa. CpencTBa TOCTHKEHUS
JIOKYMEHTOB 3aIIUIIEHHOCTH IOKYMEHTA.

Tema 5. Bunpl 1 pa3HOBHIHOCTH KOH(PUACHITHATHHBIX JOKYMEHTOB. OCHOBHBIC
Bbe3onacHocTh yrpo3sl KOHGUACHIHATHLHOCTH cBeleHUd. COCTOsIHHE COBPEMEHHOMN

LEHHBIX HHpOpMa-
IIMOHHBIX PECYPCOB

CHUCTeMbl ~ O€30MacHOCTM B  OpraHu3auud. TexHu4eckue H

TCXHOJIOTHYCCKUC MTPUCMBI 3allIUTEI.

Cooeporcamenvhutii modyas 3. O0padomka KOHPUOEHYUATbHBIX OOKYMEHM 08

8x00H020, 6bIX00HO020 U GHYMPEHHEZO NOMOKOE8

Tema 6. [Toaroroska
1 U3IaHUE
KOH(UICHIHATBEHBIX
JIOKyMEHTOB

OcHOBHBIE dTanbl MOATOTOBKM W W3AaHUS KOH(UICHIIMAIHLHOTO
nokymenta. OdopmieHne W y4eT HOcuTelel KOHQUIESHIIMATbHON
uHpopmanuu. M3rotoBneHne M ydeT MPOEKTOB KOH(HICHIIUATBHBIX
JOKyMEHTOB.  YdeTrHoie  ¢opmbl.  OdopmieHue  m3IaBaeMbIX
KOH(UICHIIMATBHBIX JOKYMEHTOB. PeKBU3UTHI KOH(MUICHIIMAIHLHOTO
JIOKYMEHTA.
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Tema 7. [lonyuenue u
OTIIpaBKa
KOH(HICHIIHATBHBIX
JIOKyMEHTOB

OcHOBHBIE  JTalmbl W OCOOCHHOCTH  OOpaOOTKM  BXOJSAIINX
KOH(QHIECHIIMATIBHBIX JOKYMEHTOB. OOmme TpeOoBaHUS K Y4YeTy
KOHQUACHIMANBHBIX ~ JOKYMEHTOB.  OCOOEHHOCTH  perucTpanuu
BXOJSIIMX KOH(pHUICHIMANBHBIX JOKYMEHTOB. Ilopsmok o0paboTku
UCXOIINX KOH(UACHIMATBHBIX JOKYMEHTOB. CIocoOBI IMEpechUIKH
KOH(QHUIECHIIMATIBHBIX  JOKYMEHTOB.  Y4eT  KOH(UICHIMAIbHBIX
JOKYMEHTOB BBIJICJICHHOTO XpaHEHHUS. dopmsl ydera.
ABTOMAaTHU3UPOBAHHBII yUYeT JIOKYMEHTOB BXOJHOTO, BBIXOJHOTO U
BHYTPEHHEr0 1MoTokoB. dopmupoBaHue cripaBOYHO-NH(POPMAIIIOHHOTO
0aHKa JAHHBIX 110 JIOKYMEHTAM.

Tema 8.
Pasmuoxenne n
KOITUPOBAHHUE
KOH(UICHITMATEHBIX
JIOKYMEHTOB

OrpanuueHus Ha Pa3MHOXXEHUE M KOIMHUPOBAHHE KOHQHICHIMAIBHBIX
JNOKyMeHTOB. OpraHuzanusi KOMHMPOBAHUS M CIOCOOBI 3aIlUTHl OT
HECAaHKI[MOHMPOBAHHOTO  KomupoBaHus.  OmnpezpeneHue  THpaxa
KOH(QHIECHIIMATIBHBIX JOKyMEHTOB. OdopmiieHue paspeuieHus Ha
KONMPOBaHMWE.  YYeT  KOMHMPOBaHMA.  YJIOCTOBEPEHHE  KOIHH
KOHQHIECHIMATIBHBIX ~ JOKyMEHTOB. OdopmiieHHe  BBIMHCOK W3
KOH(UACHIIMATBHBIX JOKYMEHTOB.

Tema 9.
Opranuzanus
HCIIOJIHEHUS
KOH(HICHIIMATbHBIX
JIOKYMEHTOB

OCHOBHBIE DJTallbl HCIIOJHEHHUS KOH(i)I/I[[GHIII/IaJII)HI)IX JAOKYMCHTOB.
Yrpo3sl B XOA€ UCHOJHEHUS KOH(PHUICHIUAIBHBIX JOKYMEHTOB.
PacnpeﬂeneHHe KOH(l)I/IIleHIII/IaJH)HI)IX AOKYMCHTOB IIO HCIIOJHUTCIISAM.
Omnpenenenre CpoOKOB UCHOTHEHHS KOHPUACHIIUATIBHBIX JOKYMEHTOB.
Odopmienue pe3ononUM  HAa  KOHPUACHIMAIBHOM  JOKYMEHTE.
OcoOenHocT mepefaud KOH(DUIEHIUANBHBIX JIOKYMEHTOB MEXIY
HUCITIOJIHUTCIISIMU. KOHTpOJII) 3a HUCIIOJJHECHUEM KOHq)I/IZIeHIlI/IaJIBHI)IX
JIOKYMEHTOB.

Tema 10.
dopMupoBaHUE
KOH(HICHIIHATbHBIX
JIe]I ¥ IOATOTOBKA X
K Iepeaave Ha
apXMBHOE XpaHEHUE

CocraBienre u 0pOPMIICHHE HOMEHKJIATYP KOH(DHUICHIUATBHBIX JIEI.
[Topsimok  dopmupoBanus KoHMUICHIHATBHBIX jael. OdopmieHue
KOH(PHUACHIIMAIBHBIX JeN. DKCIepTH3a LEHHOCTH KOH(DHUICHIIMAIBHBIX
nokyMeHTOB. [ToAroToBka KOH(pUAESHIIMANBHBIX AT U JOKYMEHTOB JIsI
apXuBHOTO XpaHeHusa. [lpomenypa BbIJa4M 3aKOHUYEHHBIX €]
corpynuukaMm. CHATHE B YCTAaHOBIIEHHOM IOPSJIKE C JOKYMEHTa rpuda
KoHpuaeHIHaIbHOCTA. [loAroTOoBKa KOH(PUACHIMAIBHBIX JeT |
JIOKYMEHTOB TS YHUUTOXEHUS. [Topsimok YHUUYTOKEHUS
KOH(HICHIIMAIBHBIX JIOKYMEHTOB.

Tema 11. Pexxum
COXPaHHOCTH U
KOHTPOJIb HaJTUUHS
KOH(HICHIIMATbHBIX
JIOKYMEHTOB

PexxuMm XpaHeHHs KOH(HIEHIMAIbHBIX JOKYMEHTOB. TpeboBaHuUS K
xpanwmmy.  [lopsimok  oOpamieHus ¢ KOHQUACHIMAIbHBIMU
nokymeHTaMu. Ilopsaok Bblaud M paboOThl ¢ KOH(PUICHIHMATbHBIMU
nokymeHnTamu. I[IpoBepky Hamuuus KOHQHUIEHUUAIbHBIX JOKYMEHTOB.
Ha3znauenwe, BHIBl M  NPUHLMIBI  TPOBEACHHUS  NPOBEPOK.
HepernameHnTHble MpoBEepKH HAIWYHUS KOH(PUACHLIUAIbHBIX HOCUTENEH,
JOKYMEHTOB M Jeil. AKThl IpoBepok. [IpoBeneHune BHYTpEHHHX
paccien0BaHui o (akram yTpaThl (pasrnameHus)
KOH(HICHIIMATIbHBIX JOKYMEHTOB.




TemaTnueckuii mian

KoJsanuyecTBo yacon

QOumnas ¢popma

3aounas ¢opma

HopmaTuBHBIii cpOK 00y4eHus

YckopeHHBIH CPOK 00y4eHus

HopmaTuBHBIii cpoK 00y4eHus

YckopeHHBIH CpOK 00yueHUs

BT. 4. BT. 4. BT. 4. BT. 4.
Ha3Banus
i = = = =
coAepKaTeIbHbIX MOAYJIEH H o o | & 5 ° o |8 = o o | & 5 o o |8 5
Tem S| E |2 |E Sl EE |2 . Sl E|2 |2 ¢ S E|E |2
o = 3 Qﬁgggg = I3} S |8 &5 g5 = 3} S |8 5 & = 3) S |8 85w
[5) o) = 5y = o o il = O = (5] o) = = = 5] = O o g g =
S g T E el xe o g 5 ElE el el g g =) g g el z2el 2 5 5 £l & Qe 28
) o = < o \© Qv =) = =~ < o © = O M = ~ < o \© =\ /M ¥ =~ < o © aQle)
5 = S| elxsa ° =) S |2 8= s ) E 2 |lg 8= ) > o |58 5 S
= = o O & B = <1 o O B = = o) 0 & B & = 5] o O & 8B &y
= O | © = < O | © = I O | © = s O | © =
(=¥ < s = o < S = o < s = [=% =] S =
= = |8 o) = 5| & = = = =] T = = |8 =
51 = o = o = S =
Cooepicamenvhtit modyns 1. Illonamue konghuoeHyuanbHvIX OAGHHBLIX
Tema 1. l{ennas nunpopmanust u
KOH(UICHIIATbHbIEC TOKYMEHTBI 9 2 2 - > - 9 2 2 - 5 - 9 1 2 - 6 - 9 1 2 - 6 -
Tema 2. JlokyMEeHTUPOBaHUE
Jlokywmeritp y 8|l 22| -|4|-|8|2|2|-|4|-|8|1]|1|-|6|-|8]1|1]-]|686]-
KOH(HICHITUATBHBIX CBEIACHUI
Hroro
17 4 4 — 9 — 17 4 4 - 9 - 17 2 3 — 12 - 17 2 3 - 12 -
10 Co/lep:KATeJIbHOMY MOAYI10 1
Cooepircamenvhblit modyns 2. QOdbuiue npaguna padomsl ¢ KOHYUOEHYUATLHBIMU 0OKYMEHmMamu
Tema 3. [Topsmox paboTs
HCIIOJTHUTENEH ¢
8 2 2 - 4 - 8 2 2 - 4 - 8 - - - 8 - 8 - - — 8 -
KOH(HUICHINATLHBIMA
JOKYMEHTaMH U MaTepHaIaMHI
Tema 4. [Toroku
4 1 - - 3 - 4 1 - - 3 - 4 - - - 4 - 4 - - - 4 -
KOH(HICHIIHATBHBIX TOKYMECHTOB
Tema 5. be3onmacHOCTh IIEHHBIX
. 6| 1| 2| -|3|-|6|1|2|-|3|-|6|]-|1|-|5|-|6|-]1]-]65]-
WH(POPMAIIOHHBIX PECYPCOB
Hroro
18 4 4 - 10 - 18 4 4 - 10 | - 18 - 1 - 17 - 18 - 1 - 17 -
M0 CO/IeP:KATEILHOMY MOIYJTIO 2




TemaTnueckuii nmjian

KoJsanuyecTBo yacon

QOumnas ¢popma

3aounas ¢opma

HopmaTuBHBIii cpOK 00y4eHus YckopeHHBIH CPOK 00y4eHus HopmaTuBHBIii cpoK 00y4eHus YckopeHHBIH CpOK 00yueHUs
BT. Y. BT. Y. BT. . BT. Y.
Hassanus
coJep:KaTeJbHbIX MOAYJIeH 1 b = ) 5 3 5 ) %
TEM 2 é ) a 2 T o) ) o 2 é Wa ) o 2 = A )
° = 3} S |8 s/ 5=| 2 S I3} S |8 &5 g5 = 3} S |8 5 & = 3) S |8 85w
5 = 5 SR gl B S 5] gL e & o S| o g|le e gl © S o} g8 e &
S g T E el xe o g 5 ElE el el g g =) g g el z2el 2 5 5 £l & Qe 28
M X = < s Qe o M & = < S Qe HQ 2] =] = < S Qe 29 M = = < Qe v
5 = S| elxsa ° =) S |2 8= s ) E 2 |lg 8= ) > o |58 5 S
= = o) O 9 B o = = 1) O A B o = = ) o 4 8 o = =] o O A B o
s O | S = < O | o = s O | S = s O | o =
o < s = = < S = =3 < s = o < S =
= = |8 o) = 5| & = = = =] T = = |8 =
133 S o = ) = o =
Cooeprcamenvhotit Mooyns 3. O0padomka KOHPUOEHUUATLHBIX OOKYMEHN08 6X00H020, 6bIXOOHO20 U 6HYMPEHHEZ0 NOMOKO8
Tema 6. IToaroroBka u U3aHue
8 2 2 - 4 - 8 2 2 — 4 — 8 - - - 8 - 8 - - - 8 -
KOH(UACHIMATBHBIX JOKYMCHTOB
Tema 7. IlomydeHne M OTIpaBKa
i P sl 22| -| 4| -|8|2|2|-|a|-|8| || |8 -8 -|-|-1]8]-
KOH(UACHIMATBHBIX JOKYMCHTOB
Tema 8. PazmHOXEHHE T
KOITMPOBaHHUE 5 1 1 - 3 - 5 1 1 - 3 - 5 - - - 5 - 5 - - - 5 -
KOH(HACHIMATIBHBIX JOKYMCHTOB
Tema 9. Opranuzanus
UCIIOJIHEHUS KOHDUACHIMAIBHBIX | 5 1 1 - 3 - 5 1 1 - 3 - 5 - - - 5 - 5 - - — 5 -
JIOKyMEHTOB
Tema 10. dopmupoBanue
KOH(UACHIMATBHBIX [N 1
(punern A 7012 a7 12| -]al |7 ||| 7|-|7|-|-1]<-1]7]-¢-
MO/IrOTOBKA HX K IIepesiaue Ha
ApXHBHOE XpaHCHHUE
Tema 11. PexxuM COXpaHHOCTH U
KOHTPOJIb HATHYHS 4 1 - - 3 - 4 1 - - 3 - 4 - - - 4 - 4 - - — 4 —
KOH(bI/I)IeHLIl/IaJ'lebIX JIOKYMCHTOB
Hroro
37 8 8 - 21 | - 37 8 8 - 21 | — 37 - - - 37 | - 37 — — - | 37 -
MO0 CO/IePKATEILHOMY MOTYJIIO 3
Bcezo no oucuyunaune 72 | 16 | 16 - 40 | - 72 | 16 | 16 - 40 | - 72 2 4 - 66 - 72 2 4 - 66 -
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5. METOAMYECKHUE PEKOMEHJALINU JIUIAA TIPOBEAEHUSA JIEKITMOHHBIX,
MPAKTUYECKHUX U JIABOPATOPHBIX 3AHSITUI

TeMbl TeKIIMOHHBIX 3AHATHI

KoanuecTBo yacoB

Ounas dhopma OuHas 3aouHas 3aouHas
Ne n/m Ha3BaHue TeMbl ¢ bopna c (bopma o bopna ¢
HOPMAaTUBHBIM | YCKOPEHHBIM | HOPMATHBHBIM | YCKOPEHHBIM
CPOKOM CPOKOM CPOKOM CPOKOM
o0yueHus o0yueHHs o0yueHus o0yueHHs
Tema 1 Tema 1. Llennas undopmanus u 2 5 1 1
KOH(UACHIIMATbHBIE TOKYMEHTHI
Tema2 | Tema 2. JlokyMeHTHpOBaHHE 2 5 1 1
KOH(UCHIINAIBHBIX CBEIACHUN
Tema 3 | Tema 3. [lopsinok paboThl UCTIONHUTENCH
¢ KOH(QUICHIIMATBHBIMU JIOKYMEHTAMH U 2 2 — —
MaTepHaiaMu
Tema 4 Tema 4. [ToToku KOHPUIESHIIMATEHBIX 1 1 B B
JIOKYMEHTOB
Tema 5 Tema 5. be30nacHOCTh LIEHHBIX 1 1 B B
WHGOPMAITMOHHBIX PECYPCOB
Tema 6 Tema 6. [logroroska u usganue 2 5 B B
KOH(UICHIINATBHBIX JOKYMEHTOB
Tema 7 | Tema 7. Ilonydenne u oTpaBKa 2 5 B B
KOH(UICHIIUAIBHBIX JOKYMEHTOB
Tema 8 | Tema 8. PazMHOXXeHUE U KOMPOBaHUE 1 1 B B
KOH(UICHIINATBHBIX JOKYMEHTOB
Tema 9 | Tema 9. Opranuzanus UCIIOTHEHUS 1 1 B B
KOH(UICHIIUAIBHBIX JOKYMEHTOB
Tema 10 | Tema 10. ®opmupoBanue
KOH(UACHIIMATBHBIX JeJ ¥ MMOATOTOBKA X 1 1 — —
K IIepe/lavye Ha apXMBHOE XPaHEHUE
Tema 11 | Tema 11. Pexxum coxpaHHOCTH U
KOHTPOJIb HAJINY¥sI KOH(PUICHIINATBHBIX 1 1 — —
JTOKyMEHTOB
BCEI'O 16 16 2 2
TeMbl NPAKTUYECKUX 3AHATHI
KosnvecTBO 4acoB
Ounas ¢popma Ounas 3aouHas 3aouHas
Ne n/m Ha3BaHnue TeMbl ¢ bopma bopwa c bopma
HOPMaTUBHBIM YCKOPEHHBIM HOPMAaTUBHBIM YCKOPEHHBIM
CPOKOM CPOKOM CPOKOM CPOKOM
o0yJeHust o0yJeHust o0yuenus 00yuenus
Tema 1 Lennas undopmanus u 2 2 2 2
KOH(UICHIIMATBHBIE IOKYMEHTBI
Tema 2 | JlokymeHTHpOBaHWE KOH(PHUAESHIIATBEHBIX 2 2 1 1
CBEACHUU
Tema 3 [opsimox paboTHl HCHIOIHUTENEH C
KOH(UICHIIMATBHBIMH JIOKYMEHTaAMH U 2 2 — —
MaTepHaIaMu
Tema 5 | be3onacHOCTh HEHHBIX HHPOPMAIIMOHHBIX 2 2 1 1
pecypcoB
Tema 6 TToaroroBka u n3manue 2 2 B B
KOH(UICHIIMAIBHBIX JOKYMEHTOB
Tema 7 | Ilomy4yenue u oTmpaBka 2 2 B B

KOH(l)I/I}_IeHLII/IaJ'IBHBIX JOKYMCHTOB
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Tema 8 | PasmMHOXXEHHE U KOTTUPOBAaHUE 1 1 _ _
KOH(QHJICHIIMAILHBIX JOKYMEHTOB

Tema 9 | OpraHu3zarys UCTIOJTHEHHUS 1 1 B B
KOH(QHICHINAIBHBIX JOKYMEHTOB

Tema 10 | ®opmupoBanre KOHPUICHITUAIBHBIX JIET
1 IOArOTOBKA HX K Iepenadye Ha apXHUBHOE 2 2 — —
XpaHeHHe
BCEI'O 16 16 4 4

TeMmbl 1a00paTOPHBIX 3AHATUIH — He nNPedyCMOmpeHbl.

6. METOAUYECKHUE PEKOMEHJALIUU 110 OPI'AHU3ALIUU

CAMOCTOSTEJBHOMN PABOTHI CTYJIEHTOB

CamocTosiTenpbHas padoTa CTYACHTa SIBIISCTCS BaXKHOW (opMoil ydeOHOTo mpolecca,
KOTOpasi TMO3BOJISICT MPUOOPECTH, a TAKXKE 3aKPEHUTh HOBBIC 3HAHMS, HABBIKK M YMCHUS,

chopMupoBaTh JIMYHBIE YOCKICHHS,

HCIIOJIb30BAaTh IIOJYYCHHBIC 3HAHHA W YMCHHUA B

IPaKTUYeCcKON aedrenbHOcTH. OHa OCYLIECTBISETCS B TEUEHHE BCEro Ipolecca O0ydeHus u

UMeEET CIIEAYIOLINE CTaUu:
1) nepBHYHOE O3HAKOMIICHUE C MaTepUaIaMy JICKIIHUIA;
2) u3y4eHHEe ¥ YCBOCHHUE JICKIIMOHHOTO MaTepuaa;

3) caMOCTOSITEIbHYIO

npopaboTKy

HN3YUCHHOI'O MaTcpHralia,

4) MoAroTOBKY K IPAKTUYECKHUM 3aHSATHSM;
5) MOAroTOBKY K BBIIOJHEHUIO MMCHMEHHON MOYJIbHOW KOHTPOJIBHOM PaboTHI;

JINTCPATYPHBIX

HNCTOYHHUKOB u

6) nHIUBHIYaJIBbHYIO pabOTYy 10 33aaHKSIM MPEHOAaBaTEIs;
7) MOATOTOBKY K 3a4eTy.

Oprasusanus caMocTosiTeIbHON padoThbl CTYIEHTOB

000011IEHNE

KoangecTBo yacoB

Ounas popma

OuHast

3aouHas

3aouHas

Ne n/m Ha3BaHue TeMbl N bopma ¢ bopwa c bopma ¢
HOPMAaTUBHBIM YCKOPEHHBIM HOPMAaTUBHBIM YCKOPEHHBIM
CPOKOM CpOKOM CpOKOM CPOKOM
00y4eHust 00y4eHust o0y4eHus o0y4eHus

Tewma 1 Tema 1. Llennas nadopmarus u 5 5 6 6
KOH(UICHIIMATBHBIC IOKYMEHThI

Tema2 | Tema 2. JlokyMeHTHpOBaHHE 4 4 6 6
KOH(MICHIINATBHBIX CBEICHUN

Tema 3 Tema 3. [lopsnok paboThI UCTIONHATENEH
¢ KOH(PUICHIIUAILHBIMU JOKYMEHTAMHU U 4 4 8 8
MaTepHaJIaMH

Tema 4 Tema 4. [ToToku KOHPUIESHIIHATHEHBIX 3 3 4 4
JIOKYMEHTOB

Tema 5 | Tema 5. be3onacHOCTh IEHHBIX 3 3 5 5
WHQOPMAITMOHHBIX PECYPCOB

Tema 6 Tema 6. [Toaroroska u uzganue 4 4 8 8
KOH()MICHIIMAIBHBIX JJOKYMEHTOB

Tema 7 | Tema 7. Ilomydyenne u oTnpaBka 4 4 8 8
KOH(UICHIINAIBHBIX JOKYMEHTOB

Tema 8 Tema 8. PazmHOXEHHE U KOITUPOBaHUE 3 3 5 5
KOH()MICHIINAIBHBIX JJOKYMEHTOB

Tema 9 | Tema 9. Opranuzanus HCTIOTHEHIS 3 3 5 5
KOH(HUCHIIUAIBHBIX JOKYMEHTOB

Tema 10 | Tema 10. ®opmupoBaHue 4 4 7 7
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KOH(UICHIIHATBHBIX JCT U TIOATOTOBKA UX
K miepejiade Ha apXUBHOE XpaHEHHE

Tema 11 | Tema 11. PexxuM cOXpaHHOCTHU U

KOHTPOJIb HATMYHUS KOHQUACHIIMATIHHBIX 3 3 4 4
JIOKyMEHTOB
BCEI'O 40 40 66 66

7. ”THANBUAYAJIBHBIE 3AIAHUSA

KoHnTtposbHbIMU bopmamu UHJUBUYalIbHON paboThI 1o TUCLUILINHE
«KondunenuunanbHOe I€I0MPOU3BOJICTBO» MOTYT OBITh CleAylouie: padboTa ¢ JIUTepaTypHbBIMU
IIEPBOUCTOYHUKAMHU [0 TeMaM MOJYJIEH; BBIIOJIHEHUE HHIAUBUAYAIbHBIX  HAy4yHO-
MCCJIEI0BATENbCKUX U MPAKTUYECKUX 3aJaHull, a TAKXKe TECTOB, TOATOTOBKA HAYYHBIX JOKJIA/IOB,
pedepatoB 1 aHAIN3 KOHKPETHBIX CUTYAIH.

WNHnuBuayanbHOE 3a1aHUE BBINOJIHAETCS C UEIbIO TOBBIIICHUS PEUTHHIA.

TeMbl HHAUBUAYATBHBIX 3aJaHU

1. Opranuszanust paboTsl ¢ JOKYMEHTAMH, COACPKAIIUMU FOCYJaPCTBEHHYIO TalHY.

2. Opranuzanus paboThl ¢ JOKYMEHTaMH, COJIEPKAIIMMU KOMMEPUYECKYIO TalHYy.

3. Opranuzanus paboThI C TOKYMEHTAMH, COJICPKAIIMMU CITYy)KEOHYIO TaiHy.

4. Opranuszanus paboOThl € JOKYMEHTaMH, COJEpKAllMMHU TallHy CJIEICTBHS U
CyJIOTIPOM3BOCTBA.

5. Opranuzanus paboThl ¢ JOKYMEHTaMH, COJIEPKAIllMMU IIEPCOHANIbHBIE JaHHBIE.

6. Cnyx0a KOH()UICHINATBHOTO JEIOTPOU3BOACTBA (PUPMBL.

7. DOBousonus HOPMAaTUBHO-METOANYECKON 6a3bl KOH(HIEHIINATILHOT'O
JIeJIONPOU3BO/ICTBA.

8. TexHonoruu obecrneyeHns: COXpaHHOCTH KOH(PUAECHIIMAIbHBIX JOKYMEHTOB.

9. OpraHn3anMOHHO-TEXHOJIIOTHYECKHE 0COOEHHOCTH KOH(MHUACHIIMATBEHBIX COBEIAHHIA.

10. Hcropus pa3BUTHSA KOHPHIEHIIMATIBHOTO 1€J0NPOU3BOJICTBA B FOCYIapCTBE.

11. HoBsle nH(OpMaLMOHHBIE TEXHOIOTMH B KOH(UIEHIINAILHOM JI€JI0IPOU3BO/ICTBE.

8. BOITPOCHI K MOAYJIbBHOMY KOHTPOJIIO

1. IlonsaTHiiHO-KaTeropuaibHblii  ammapar B oOOJAaCTM  KOH(HIEHIHAIBHOTO
JIEJIONIPOU3BOICTBA.

2. Knaccudukanus napopmMavy U JOKyMEHTOB IO KaTErOpusM JI0CTYTIA.

3. Buasl cBeneHmii KOHPHUIESHIIMATHLHOTO XapaKTepa.

4. TloHaTne KOMMepUYeCcKO TalHbl, €ro 3aKOHO1aTeNbHas 0a3a.

5. IlonsTre rocynapcTBEHHOM TaliHBI, €ro 3aKOHO1aTeNIbHas 6a3a.

6. HopmatuBHO-nIpaBoBast 6a3a opraHu3anuMu pabOThl C JOKYMEHTaMH, COJAEpKALUMH
CITY)KeOHYIO TailHy, TallHy CJIEJICTBHSI M CYJOTIPOU3BOJICTBA.

7. Konekc 3ak0HOB 0 Tpyie ¥ KOH(UACHIIHAIbHAs UH()OpMAIHSL.

8. HampagiieHus nesTeIbHOCTH OpraHu3anuy, GOpMHPYIONIHE EHHYI0 HHPOPMAIIHIO.

9. CymHocTh ¥ 331a4i KOH(PUISHIIUATBHOTO JEJIONPOU3BO/ICTBA.

10. loxymeHTHpOBaHHE KOH(UICHIHATBEHOM nH(pOpMaLIUH. Hocurenn
KOH(HIEHIIMATBHON HH(OPMAIIHH.

11. Cucrema goctyna K KOHQHUIEHIUATbHBIM JTOKYMEHTAM.

12. Kommekc BHYTPUOPTraHU3aL[MOHHBIX JIOKYMEHTOB, peraaMeHTHPYIOIINX
KOH(pHICHIIMAIBHOE JIEIOMPOU3BOICTRO.

13. Cratyc, cTpykTypa U TOpSJIOK OpraHu3aluu CIyXObl KOH(UIEHIUAIBHOTO
JIeJIONIPOU3BOICTBA.

14. TlepcoHanbHas OTBETCTBEHHOCTb 32 COXPAaHHOCTh KOH(UACHIIUATBHBIX TOKYMEHTOB.
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15. IlonoxeHue o peKUME KOMMEpPUECKOH (CIy)keOHOH) TallHBI OpraHU3aINH:
CTPYKTYpa, cofiepKaHue, Mops10K opopMIIeHUSI.

16. OTBeTCTBEHHOCTH 3a pasrianieHne KOHGUIeHITMATbHON HHpOpMAITHH.

17. Odopmiienne pasperieHu Ha paboTy ¢ KOH(PHUIACHIMAIBHBIMH JTOKYMEHTAMU W
COIIALICHUI O HEPA3rJall€HUH TAHBI.

18. [IBuxenue KOH(MUICHIMAIBHBIX JOKYMEHTOB. [loHATHE 3alUIIEHHOTO JOKYMEHTA.
CpencTBa JOCTH)KEHUS 3AIIUIIEHHOCTH TIOKYMEHTA.

19. Bunasl u pa3HOBUAHOCTH KOH(PHICHIIUAIBHBIX JOKYMEHTOB.

20. OcHOBHBIE YTPO3bl KOH(DUICHIIMATEHOCTH CBEICHHI.

21. CocrosiHue COBPEMEHHOI CHUCTeMBbl 0€30MaCHOCTU B OpraHu3aluu. TexHudyeckue u
TEXHOJIOTUYECKUE TIPUEMBbI 3aIUTHI.

9. OBPA3ZELl MOAYJIBHOI'O KOHTPOJISA

TrOY BIIO «IOHEINKHUI HALTUOHAJIbHbIIA YHUBEPCUTET»
DaKyJbTeT MATEMATHKH M HH(POPMAIIMOHHBIX TEXHOJIOI Ml

Hanpasnenue noocomosxu. 46.03.02 /lokymenmoeseoenue u apxusoseoenue
ObpaszosamenvHas nNpoOSpAMMA: oaxanaepuam

Cemecmp: VI

Yuebnas oucyunauna: Konguoenyuanvnoe denonpouzeoocmeo

MOAYJBbHASI KOHTPOJIBHASA PABOTA
BAPHUAHT Ne 1

1. TloHATHITHO-KaTETOPHANBHBIN anmapaT B 00JIaCTH KOH(DHUISHIINATHHOTO JIeTIOMPON3BOICTBA.
2. llepconanbHas OTBETCTBEHHOCTD 32 COXPAHHOCTh KOH(UACHIIUAIBHBIX JOKYMEHTOB.

YTBepkaeHoO Ha 3acedaHnu Kadeapsl WHPOPMAIMOHHBIX CHUCTEM YIPAaBJICHHUS, TIPOTOKONI OT
« » 20 . Ne .

3aBenyronmii kKadeapoi H. III. I[ToHomapeHKO

[IpenonaBarens 1. B. ®unarosa

KpnTepml OLCHUBAHUSA MOAYJBHOI'0O KOHTPOJIHA

Homep 3apanus KounuectBo 06a/1510B
3amanue 1 5
3aganue 2 5
Bcero 10 6an10B

10. KOHTPOJIBHBIE BOITPOCHI K TIPOMEKYTOYHOMN ATTECTAIIAA

Bomnpocsl k 3auery

1. TonsTuiiHO-KaTerOpUadbHBIA  ammapaT B~ 00JacTM  KOH(UIEHIIMAILHOTO
JIEJIONPOU3BO/ICTBA.

2. Knaccudukanus napopMaiuu 1 TOKYMEHTOB IO KATETOPHUSM JAOCTYIIA.

3. Bunel cBeieHni KOHPUICHIINATBHOTO XapaKTepa.

4. TloHsiTHE KOMMEpPYECKOW TaitHBI, €ro 3aKOHOaTeNIbHas 0a3a.

5. IlonsTre rocynapcTBEHHON TallHBI, €r0 3aKOHOJIaTeNIbHAs 0a3a.

6. HopmatuBHO-TipaBoBasi 06a3a opraHuzanuu pabOThl ¢ JTOKyMEHTaMH, COJEPKALUMHU
CITY)KeOHYIO TailHy, TallHy CJIEJICTBHSI M CYJOTPOU3BOJICTBA.

7. Kogaekc 3akoHOB O Tpyae U KoHGUACHIIMATbHAS HHPOpMAITHSL.

8. HampaBneHust neaTenTbHOCTH OpraHu3aluy, ((OopMUPYIOIIHE IEHHYI0 HHPOPMAIIHIO.
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9. CymHocTh ¥ 33241 KOH(PUICHIUATBHOTO JEJIONPOU3BO/ICTBA.

10. JIokyMeHTHpOBaHUE KOH(pHUICHIIMATbHON nH(popmanuu. Hocurenn
KOH(UICHINATLHOW HH()OPMALIHH.

11. Cucrema noctyna K KOHGUIESHIIMATLHBIM TOKYMEHTAM.

12. Kommekc BHYTPHUOPTaHU3AIMOHHBIX JIOKYMEHTOB, periIaMeHTUPYIOIIUX
KOH(UICHIMAIBHOE JIETOMPOU3BOJICTBO.

13. Cratyc, cTpykTypa ¥ TOpSJIOK OpraHU3alUH CIyXObl KOH(UICHINAIBHOTO
JIEJIONPOU3BO/ICTBA.

14. TlepcoHanbHas OTBETCTBEHHOCTb 32 COXPAaHHOCTh KOH(UACHIIUATBHBIX TOKYMEHTOB.

15. TlomoxkeHHME O pPEKUME KOMMEPYECKOH (CIIyKeOHOW) TalHBI OpTraHU3aIlUu:
CTPYKTYpa, COAep KaHue, MOpSA0K 0pOpMIICHHUS.

16. OTBeTCTBEHHOCTH 3a pasrialicHue KOH(UISHIINATLHONH HHPOPMAIIIH.

17. Odopmiienne paspemeHuii Ha paboTy ¢ KOH(MUACHUUAIBHBIMUA JOKyMEHTAMU H
COTJIalIEHUH O Hepa3rJalleHUH TailHbL.

18. JIpmwxkenne KOH(PHUICHIHATBHBIX JTOKYMEHTOB. [lOHITHE 3aIIMIIEHHOTO JOKYMEHTA.
CpenctBa qOCTHKEHUS 3aIIUIEHHOCTH JOKYMEHTA.

19. Buzpl u pa3HOBUIHOCTH KOH(PHUICHIINATBHBIX JOKYMEHTOB.

20. OcHoBHBbIE yTp0o3bl KOH(MUICHIIMATEHOCTH CBEICHHIA.

21. CocTosiHMEe COBPEMEHHOW CHCTEMBI OE30MAaCHOCTH B OpraHM3aluu. TeXHHYEeCKHe M
TEXHOJOTHYECKHE MTPUEMBI 3aIIHUTHI.

22. Dramnbl HOArOTOBKU U M3/1aHUS KOH(UICHIIMAIBHOTO JOKYMEHTA.

23. Yuer HocuTenel nHGOPMAIUHU U MPOEKTOB KOH(MUICHIIMATBHBIX JOKYMEHTOB.

24. OcobenHocTH 00pabOTKH BXOISAIINX KOH(PHUICHIIMATHHBIX JOKYMEHTOB.

25. Dtanbl 00pabOTKH UCXOAAIIUX KOH(DUIEHIINAIBHBIX JOKYMEHTOB.

26. KonduneHnuampHble TOKyMEHTHI BBIJIEIIEHHOT'O XPAaHEHUSI.

27. ABTOMaTU3MpPOBAHHBIA yYeT OKYMEHTOB BXOIHOTO, BBIXOJHOTO M BHYTPEHHETO
noToK0B. POpMHUPOBaHUE CIIPABOYHO-UH(OPMAIIMOHHOTO OaHKa JaHHBIX 10 JOKYMEHTaM.

28. Ilpomenypbl TUPRXXUPOBAHUS M KOMMMPOBAHUS KOH(MUICHIIMATBHBIX JOKYMEHTOB.

29. YnocroBepeHnne Komuid ©  OQOPMIICHHE BBIMUCOK W3 KOH(MUICHIIMATHLHBIX
JTIOKYMEHTOB.

30. OpraHu3zanus UCMOTHEHHUS KOH(QUACHIUAIBHBIX JOKYMEHTOB. CPOKM HCIOIHEHUS
KOH(HIEHIIMATBHBIX JOKYMEHTOB.

31. Yrpo3sl 6€30MaCHOCTH B X0/1€ UCTIONHEHUS KOHPUICHIIUATBHBIX TOKYMEHTOB.

32. KoHTposb 3a HcIOTHEHHEM KOH(UICHIINANbHBIX JOKYMEHTOB.

33. Homenknarypa KoH(pHISHIHMATHHBIX JEI1.

34. ®opmupoBaHue U oQpopmIIeHHE KOHPUICHIIMATBHBIX €.

35. DkcrepTr3a HMEHHOCTH W TOATOTOBKA KOH(MHICHIMANBHBIX JTOKYMEHTOB W JIeN K
ApXUBHOMY XpaHEHHUIO.

36. Ycranorienue rpuda KoHOUICHINATEHOCTH JOKyMeHTa. CHATHE B YCTAHOBJICHHOM
HOpsiZIKE € TIOKyMeHTa rpuda KoHPHIEHIIMATbHOCTH.

37. Topsaok yHUYTOKEHUS] KOHDUICHIIMAIBHBIX TOKYMEHTOB.

38. Pexxum xpaHeHUs: KOHPUACHIIUATBHBIX IOKYMEHTOB U MOPSAO0K UX BBIJAYU.

39. IpoBepkn Hamuuus KOH(DUICHIMATBHBIX TOKYMEHTOB: BHIBI, LEIH, O(OpMIICHHUE
pe3yJbTaTOB.

40. TlpoBeneHne BHYTPEHHHX paccleloBaHMid 10 (akram yTpaThl (pasriamieHus)
KOH(HICHIIMATIBHBIX JOKYMEHTOB.

11. OBPA3EIl DK3AMEHAILIMOHHOI'O BUJIETA — e npedycmompen.
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KpnTepnn OLICHUBAaHUA 3a4eTa

Homep 3apanus KosnuectBo 60a/1;10B
3aganue 1 10
3aganue 2 10
Bcero 20 6a1710B

12. OBPA3EL TECTOBOI'O 3AJAHUSA

1. K crenuanbHbIM (0COOBIM) KaTETOPHSIM MIEPCOHATBHBIX TAHHBIX OTHOCSTCS:
a) COCTOSTHUE 37I0POBbS, MOJIUTUYCCKUE B3TJIS]IbI, HAITMOHATLHOCTB;

0) damunms, UMs, OTYECTBO;

B) OMOMETPUYECKHE JTAaHHBIE.

OrBer: a)

13. KPUTEPUU OLIEHUBAHUSA

OObEeKTOM OIICHUBAHUS 3HAHUM CTYJEHTOB SIBIISIETCS IPOTrpaMMHBIA  MaTepuas
mucnuiuinHbl  «KoHpUAEeHIIMaTbHOE JeNIONPOU3BOACTBOY» PA3IMYHOTO XapakTepa M YpPOBHs
CIIO)KHOCTH, YCBOGHHE KOTOPOTO TIPOBEpSETCS IPH MPOBEICHUM TEKYIIETO W HTOTOBOTO
KOHTPOJISI.

B Tteuenue cemectpa oOydarommiics MOKeT 3apaboTaTh Oayuibl (B OOIIEH CIOXHOCTH
makcumyM 100 0aioB) 3a ClieAyIONIHE BUIBI 1A TSILHOCTH:

1) BBINOJIHCHUE IPAKTUYCCKUX 3a/IaHHIA;

2) HamMCcaHue MOJYJIbHON KOHTPOJIBHOM PabOTHI;

3) aKTUBHOCTH Ha 3aHATHAX (OMPOC, TECTUPOBAHKE, aHATU3 KOHKPETHBIX CHTYAIHii);

4) BBINIOJIHEHHE WHAWBUAYAJIbHBIX TBOPUYCCKHMX 3aJaHHi, HAIKUCAHUE [OKJIAJOB U
pedeparoB (6oHyCcHBIE OasIbI);

5) oTBeT Ha 3auere.

Orenka 3HaHUHM CTYIEHTOB TTPoBOaUTCs MO 100-0amIbHOM 1IKajIe COrJIaCHO CIEAYIOIINM
KPUTEPHSIM:

Ne ni/m Buabl KOHTPOJIBLHBIX MEPONIPUATHH KosanuectBo 6a/1110B

Tema 1

1. [TpakTuyeckas pabora 1 8

2. OTBeTbI Ha KOHTPOJIbHBIE BOIPOCHI U TECTHI 1
Tema 2

1. ITpakTnueckas pabota 2 7

2. OTBeTbl Ha KOHTPOJIbHBIE BOIPOCHI U TECTHI 1
Tema 3

1. [TpakTuyeckas pabora 3 8

2. OTBeTHI Ha KOHTPOJIHHBIE BOMPOCHI H TECTHI 1
Tema 5

1. [TpakTuyeckas pabora 4 8

2. OTBeTHI Ha KOHTPOJIHHBIE BOMPOCHI H TECTHI 1
MopayJ/ibHBII KOHTPOJIb 10
Tema 6

1. [TpakTuyeckas pabora 5 8

2. OTBeTHI Ha KOHTPOJIHHBIE BOMPOCHI H TECTHI 1
Tema 7

1. [TpakTuyeckas pabora 6 7

2. OTBeTHl Ha KOHTPOJIBHBIE BOMPOCHI U TECTHI 1
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Ne i/ Buabl KOHTPOJBLHBIX MEPONPUATHIA \ KouaunyecTBo 6as10B

Tema 8

1. ITpakTuueckas padora 7 4

2. OTBeThl HA KOHTPOJIbHBIE BOIIPOCHI U TECTHI 0,5
Tema 9

1. [TpakTuyeckas pabora 8 4

2. OTBeThl HA KOHTPOJIbHBIE BOIIPOCHI U TECTHI 0,5
Tema 10

1. [TpakTuyeckas pabora 9 8

2. OTBeTHl Ha KOHTPOJIBHBIE BOIIPOCHI M TECTHI 1
3auer 20
BCEI'O 100

OneHka 3a ceMecTp BBIYHCISACTCS IyTEM CYMMHPOBAHHS 3apa0OTaHHBIX CTYACHTOM
0aJJIoB 3a CEMECTp M Ha 3a4yeTe U BBICTaBIsIeTCs corjiacHo mkane, npunsroil B JIOHHY. bonee
MOJPOOHBIC KPUTEPHUH Pa3padaTHIBAIOTCS HCXOJs W3 KOHTHHICHTA W JIOBOIATCSA 0 BeaOMa
CTYJICHTOB B IIEPBBIN MecsIl 00yueHUsI.

IlIxana coorBeTCcTBHSA 0AJIJI0OB FOCYI[apCTBeHHOﬁ HIKaJjie

Cymma 6a/l10B 32 . Ouenka no
Omnenka . OueHka 1o rocy1apcTBeHHOM KaJie .
BCe BH/IbI Y4eOHOI . rocy/iapcTBeHHOM
ECTS (3x3aMeH, TuPPepeHINAIBHBIN 3a4€T)
AeSITeJIbHOCTH mKaJje (3auer)
A 90-100 5 (OTIUYHO) 3a4TEHO
B 80—89 4 (xopor1io) 3a4TEHO
C 75-79 4 (xopor1io) 3a4TEHO
D 7074 3 (yIOBIETBOPHUTENIHHO) 3a4TEHO
E 60—-69 3 (YAOBJIETBOPUTEINIBHO) 3a4TEHO
2 (HeyIOBIETBOPHUTEIHHO) C
FX 35-59 (neyn p o ) HE 3a4TCHO
BO3MOYXHOCTBIO TTOBTOPHOU CHAYN
2 (HEey/10BJIETBOPUTEIILHO) C
BO3MOXHOCTBIO TOBTOPHOM CAa4H MPHU
F 0-34 p A p HE 3a4TEHO
YCIIOBUU 0053aTeIbHOTO Habopa
JIOTIOJTHATEITLHBIX 0aJIOB

14. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE YYEBHOI'O ITPOLIECCA

JIeKUMOHHBIE M TIPAKTUYECKUE 3aHATHS MPOBOMATCS B ayJUTOPHUM, OCHAILIEHHON
MYJIbTUMEIMIMHON TEXHUKON U JOCKOM.

15. PEKOMEHIOBAHHAS JIMTEPATYPA

Kou-Bo Hanuumne
Ne IK3eMILIAPOB | JICKTPOHHOM
HaumeHoBaHue
n/n B OubJMOTeKe BEpCHH B
JOHHY 9BC
Ocnognasa numepamypa
1 | JenompousBoCTBO 00pasIsl, JIOKYMEHTHI, 1 -
opraHuzamys u TexHoyiorus padotsl / [B. B. 'amaxos u
ap. ; nox pea. M. K. Kopneesa, B. A. Kynpsiesa]. — U3a.
3-e. — Mockaga : [Ipocnekr, 2015. — 479 c.
2 | ITanexa, 0. 1. Oprani3aiiisi 3araJJbHOT0 IiIOBOJCTBA : 15 —
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(31 3pa3kamMu  Cy4aCHUX [IIJIOBUX  TmamepiB) /
1O. I. [Tanexa. — 2-re Bun. — Kuis : Jlipa-K, 2009. —

457 c.

3 | [Horpednas, JI. Jlenonpon3BoACTBO, KAKUM OHO JIOJIKHO 1 —
obITh / JI. [Torpebnas. — 2-e uzn. — XapbkoB : dakrop,
2008. —413 c.

Jlonoanumensnasa numepamypa

4 Bnacosa, E. E. CoBpemeHHBIN Je10BOM JOKYMEHT : 1 —
Opranu3anus J1eJ0MpPOU3BOJICTBA U JOKYMEHTOO00pOTa
Ha npennpustan / E. E. BnacoBa. — X. : KoHCynbT,
2004. -212c.

5 | demun, FO. M. Jlenomnpou3BOACTBO : MOATOT. CIykeo. 2 -
nokymeHnToB / FO. M. [lemun. — 2-e uzn. — CII6. u ap :
ITutep, 2005. — 224 c.

6 Enuzasetuna, T. M. Jemonpon3BoacTBO Ha 2 -
KOMIbIoTepe : [cocT. mokymMeHTOB. Opr. paOoThI.
Benenue yuera] / T. M. EnuzaBeruna, M. B. Jlenucosna.
— 3-e w3n. — M. : Kyaum-o6pas ; CII6. : [Turep, 2005. —
299 c.

7 | Komsanma, M. I'.  [lenonpou3BoACTBO, Oyxrajurepus u 19 -
aHanu3 OW3Heca Ha KommbloTepe : [y4ueO. mocobue ass
pabOTHUKOB CIIYKO JEJIONMPOU3BOJICTBA, CEKpETapei,
PYKOBOJIUTENICH, CTYACHTOB BY30B JKOH. mpoduis] /
M. I'. Konsma. — lonenk : BAO, 2003. — 285 c.

8 | Mamexa, I0. I. Opranizaiiss cy4acHOTO IUIOBOJCTBA : 5 -
HaBy. moci6. ans cryn. By3iB / FO. L. Ilanexa. — KuiB :
Konnop, 2007. — 190 c.

9 | Henonpoussonctso. — 2007— . —Mocksa : Jlenosslie 19 -
kommyHuKarmn. — 2007— . — Berxoaut 4 pasa B rog.
2007, Ne 1-4 ; 2008, Ne 1-4 ; 2009, Ne 1-4; 2010, Ne 1 ;
2011, Ne 3-4 ; 2012, Ne 1-4.

16. ”TH®OPMALMOHHBIE PECYPCbI

1. TocynapctBeHHass HMH(OpPMAIMOHHAS CHUCTEMa HOPMATHUBHBIX IIPABOBBIX AaKTOB :
noptai / MunuctepcTBo toctuiuu Jlonerkoir Hapoanoit Pecniyonmku. — Jlonenk, [2016— ], —
URL: https://gisnpa-dnr.ru (mata obpamienus: 10.04.2020).

2. O6 yrBepkaeHHM TUNOBOW WHCTPYKIIMM 110 JEJONPOU3BOJCTBY B OpraHax
FOCYyJIapCTBEHHOW BJIACTH, OpraHax MeECTHOro camoynpasieHun JloHenkon Hapoanoit
Pecniy6mmuku : mocranoBienue Coera MunuctpoB JIHP ot 16.10.2015 Nel9-27 // Jloneukas
Haponnas PecnyOnmka : odunmanenbiii caidt. — URL:  https://dnronline.su/download/
postanovlenie-soveta-ministrov-dnr-19-27-ot-16-10-2015-g-ob-utverzhdenii-tipovoj-instruktsii-
po-deloproizvodstvu-v-organah-gosudarstvennoj-vlasti-organah-mestnogo-samoupravlenii-
donetskoj-narodnoj-re/ (mata oopamienus: 10.04.2020).

3. Beepoccuiickuii  Hay4yHO-HCCIENOBATENIbCKUI  WHCTUTYT JOKYMEHTOBEACHHS U
apxusHoro aena (BHUUJAJ) : opunmaneusiit caiit / BHUUIA. — Mocksa, [2001—- ], —
URL: www.vniidad.ru (nara oopamenus: 10.04.2020).

17. MPOI'PAMMHOE OBECIIEYHEHHUE

1. Windows 7 PRO (xoprioparuBHas sunensus JJoHHY Ne 46484614).
2. Microsoft Office (kopnoparusHas yunensus JoHHY Ne 46472919).
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3. Jluuenszun GPL, Apache, BSD mis cBOOOZHOrO MPOrpaMMHOTO OOECIICYCHUS:
Antusupyc Kacnepckoro, Libre Office, Adobe Acrobat Reader, XPDF, Paint.NET, Gimp.

18. UCIIOJIB30OBAHUE 2JIEKTPOHHOI'O OBYYEHUA
U TUCTAHIIMOHHBIX OBPA30OBATEJIBHBIX TEXHOJIOT U

®.1.0. npenoxasareJist
U BH/I 3JIEKTPOHHOI'0 B3aMMOAeHCTBUS
NpenoaBaTelb-CTYAEHT M0 TUCHUIIHHE

JAucuunimMHa uim Apyrou
BHJI Y4eOHOI padoThbl

®unarona 4. B.:
O6mnaxo (https://cloud.mail.ru/public/inhF/2CNYjWwKM/),
e-mail (ia.lendel@donnu.ru, philatova.yana@gmail.com).

Kondunennuanpaoe
JEeT0NPOU3BOACTBO
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PabGouass mporpamMma paccMOTpeHa U TepeyTBEpXKIeHa Ha 3acelaHuu Kadeapsl
HHGOPMAIIMOHHBIX CHCTEM YIIPaBJICHUs C H3MeHeHusMHE (0e3 n3Mmenenwuii) Ha 2021/2022 ro.

B pabouyto npoepammy oucyunnunsl 8necensi credyoujue UsMeHeHUus U OONOIHEHUSL:

[TpoTokoun 3acenanus Kagenpsl OT « » 20 r. Ne

3aBeayromuii kadeapoit




