fa-eN LOKYMEHT NOANUCAH
ﬁ SMEKTPOHHOM MOANNCHIO

72BFC2E715408D8C19EAEECBFECS
Anexcanap Nasnosw

DeepajibHOE TOCYAAPCTBEHHOE OKOKEeTHOE 00pa3oBaTe/ibHOe
yupe:KIeHHue BbIicuIero o0pa3oBaHust
«POCCHUMCKAS AKAJJEMHUSI HAPOJTHOT'O XO3SMCTBA
N TOCYJTAPCTBEHHOM CJIYKBbI
ITPU IPE3UJIEHTE POCCUIICKOMN ®EJEPAIIAN»

Bounrorpaackuii uactutyt ynpasnenus-¢pumman PAHXul'C
@dakyabTET rOCYAAPCTBEHHOI0 U MYHUILIMNIATIBHOIO YIPABICHUS
Kadenpa cormonoruu, o01ieid 1 IOpUAMYECKON ICUXOIOTHH

YTBepxkacHa

pereHueM Kadeapol

COLIMOJIOTHH, OOIIEeH U IOPUANIECKON
MICUXOJIOTH

[Ipotokon ot «31» aBrycra 2020 r. Ne 1

PABOYASA ITPOI'PAMMA JTUCHHUIIJIMHBI

b1.B.21 JOKYMEHTOBEJEHHUE
(unOexc u HaumMeHo8aHue OUCYUNTIUHBL, 8 COOMEEMCMBUU C Y4eOHbIM NIAHOM)

10 HAalIpaBJICHUIO NOATOTOBKHN

39.03.01 "Comuonorus"

(K00 U HauMeHoBaHUe HaNPABIeHUsL NOO2OMOBKU (CNeYUATbHOCMIL))

ConnanbHas CTPYKTYpa, COLUaIbHbIe HHCTUTYTHI U MPOIIECCHI

(npoghuns)

baxanasp

Keanugpurayusi

OYHaA

@opma(vr) 0byuenus

200 Habopa 2021

Bousrorpan, 2020 r.



ABTOp-COCTaBHTEIb:

KaH/I. FOPHJI. HAYK,
JOILIEHT Kadenpsl
rOCYapCTBEHHOTO YIPABICHUS U MCHEKMCHTA

3aBeayromuii Kadenapoit coruonoruy,
o011ei 1 IoPUANIECKON TICHXOJIOTUN

Muxnesa C.B.

KyseBanosa A.JI.



COJEP)KAHUE

[lepeueHp TIaHUPYEMBIX PE3YJIBTATOB 00YUYEHHUS 10 TUCLUUIUIMHE, COOTHECEHHBIX C
IUTAHUPYEMBIMH pe3yJIbTaTaMi OCBOECHUS 00pa30BaTeIbHOM MPOrpaMMBbl

O0BeM 1 MECTO TUCIUITIIMHBI
B CTPYKTYPE 00PA30BATEIBHOM TIPOTPAMMBI . ... eueeneeteteneeneeneetenteneeneaneneenaanens

ConepxaHUe U CTPYKTYPA AUCHMIUIMHBL . ...veuteneeneennenneennennennnennennes

Marepuainsl TEKyIIero KOHTPOJISl yCIIEBaeMOCTH 00yJaromuxcs U (POH]] OI[EHOYHBIX
CPEICTB IO JUCIIMIIIMHE . ...uuenunenntneenneneentenneeneennenneanennns

Metoandeckue ykazaHus 11 00yJaronuxcs
10 OCBOEHHIO JUCIIHATIIIMHBI ...ttt eeeeeeeeeeeeee e,

VYyeOHast muTepaTypa u pecypchl HHHOPMAIMOHHO-TEIEKOMMYHHKAITMOHHOMN ceTH
"UHTepHer", yaeOHO-METOAMYECKOE 00ECIICUCHHE CAaMOCTOSATEILHON pabOThI
OOYYAFOTIIUXCS TIO TUCTIATIITITHE ..vveeeneenteeneenteeneenteneeneennanneaneanens

6.1. OCHOBHAS JIUTEPATYP@ «.venvenneenteteent et et et et et et etee et e e e eaeeeeneeaennes
6.2. JIOTIOTHUTEIBHAS JIATEPATYPA «eenvveneeenneeenttenteenneenaaneanteeaneenianenneeanneans
6.3. Y4eOHO-METOIUUECKOe 00ECTICUCHHE CAMOCTOSTEILHON PAOOTH ....vv'nvennnee..
6.4. HOpMaTUBHBIC TIPABOBBIC JOKYMEHTBI . .vvveeseenteenneeanteenneeaneeenneaneneennneenns
(ORI 7 02 ) 0) 2 (53 B 0Tl 011 5

MarepuanbHo-TexXHHUECKas 0a3a, HH(PpOpMaIMOHHBIE TEXHOJIOTHH,
IporpaMMHoe obecriedyeHue U HH(POPMALIMOHHBIE CIIPABOYHBIE CUCTEMBHI ...............

15

17

17

17

17

17

17

18



1. Ilepeyensb NJIaHUPYEeMBbIX Pe3y/JIbTATOB 00y4eHHS 110 JUCHHUILINHE, COOTHECEHHBIX C
MJIAHUPYEMBbIMH Pe3yJIbTaTaAMH OCBOEHHS MPOrpaMMbl

1. Juciunmmaa  b1.B.21 «J/lokymMeHTOBeicHHEe»  00ECIeYrBaAeT  OBIIAJICHHE
CIIETYFOIITUMU KOMITETEHITUSIMU:
Ko
Kon HaumenoBanue A HaumMmeHnoBaHue 3Tana 0CBOSHUS
JTara OCBOEHUs
KOMIIETEHI[UHU Komnerenuu KOMIIETEHI[UHU
KOMIIETEHIMH
CrocoOHOCTh MPEACTaBIATh
Cr10coOOHOCTE COCTaBIISIT U
MPOCKTHI HAYYHO-
NPEACTABIISATH IPOCKTHI HAYYIHO-
HCCIIe I0BATEIECKUX 1 HCCIIEN0BATENLCKUX U
IKc-1 ITKc-1.1 AHATITHYCCKUX pa3pabOTOK B
AHAJTMTUYECKHUX Pa3paboTOK B
COOTBETCTBUH C HOPMATHBHBIMU
COOTBETCTBUM C HOPMATUBHBIMHU
JIOKyMEHTaMH
JIOKyMEHTaMH

1.1. B pe3ynbrare OCBOEHMsS JUCHMILUIMHBI Yy CTYJE€HTOB  JOJIKHBI
c(hopMUPOBAHBI:

OT®/TD Kon srama

OCBOCHHSA
(pu HaJIMIMK podCcTaHIaAPTA)
KOMITETEHITUH

OBITH

PesynbTaThl 00yueHus

(dhopmupoBanHme
nmpodeccCHOHaATBLHBIX ACHCTBHA,
CB3aHHBIX C IOATOTOBKOH Pa3pabaTbiBacT OCHOBHBIC pa3/Ieiibl IPOCKTA UCCIICIOBAHUS B

TPOCKTHOTO MPEJLTOMEHHS TIO KeoL1 COOTBETCTBUH C HOPMATUBHBIMU TOKYMCHTAMHU

peamm3anuy GyHIAMEHTATEHOTO o
CocrapiseT pabo4nii IIaH UCCIETOBaAHUS
WA TIPUKIIaTHOTO
COIIMOJIOTHYECKOTO U

MapKETHHIOBOTO MCCJICIOBAHUS




2. O0beM M MeCTO JUCIHUIITHHBI
B CTPYKTYpe 00pa30BaTeIbHONH MPOrpaMmbl

Vuebnas aucuuruimHa b1.B.21  «/lokymeHTOBeneHue» TNPUHAICKUT K  OJOKY
BapHaTUBHAsl 4acTh, 00s3aTeibHbIE AUCHUILUIMHBL. B COOTBETCTBUU € y4eOHBIM IUIAHOM, IO
ouHOi (opme oOyueHHs AMCUUIUIMHA OCBamBaeTca B 6 ceMecTpe, oOmIas TPYIOEMKOCTb
JUMCIIMILIMHEI B 3a4eTHBIX enuHuIiax cocrasiger 3 3E (108 gaca).

JlJis yCIIeITHOTO OBNAICHUS JUCHIUTUITMHON CTYACHTY HEOOXOIMMO HCIOIh30BaTh 3HAHUS
W HaBBIKH, TIOJYYCHHBIC WM TPU HU3YyUYCHWH TaKoW AuCHMIUIMHBI, Kak b1.b.8.2 bubmmoreuno-
WH(OPMAIIMOHHBIE CUCTEMBI i TEXHOJIOTHUH .

[lo ouHo#t Qopme 00ydeHHS KOJIMYECTBO aKaJEMUYECKHX YacOB, BBIJCIEHHBIX Ha
KOHTaKTHYI0 paboTy c mpemnojaBaTesnieM (MO BUAAM Y4YeOHBIX 3aHATHH) — 56 9acoB W Ha
CaMOCTOSTENIbHYIO paboTy oOydaronuxcs — 52 yaca.

dopma MPOMEKYyTOIHON aTTECTAIMU B COOTBETCTBUH C YICOHBIM IIJIAHOM — 3a4eT.



3. Conep:kaHue ¥ CTPYKTYpPa IMCHHUIJIMHBI

O0beM TMCHUILINHBI, Yac. ®opma
KonTakTHas paGora TeKylIero
ol0yyamommuxces ¢ KOHTPOJISI
No HaunmeHoBaHmne TeM npenoaaBaTeaemM ycneBaemoc
°n/m N
(pa3nmesioB) Bcero 10 BUJIAM Y4eOHbIX 3aHATHH CP TH,
TMPOMEKYTO
JI JIP 3 KCP YHOM
aTTecTalluu
Ounasn ¢popma odyuenusn
6 cemecmp
Ucrtopus pa3BUTHSA
Tema 1 JIETOTIPOU3BOACTBEHHOM 14 4 4 6 o
cyx061 B Poccun. [TpoGiemsl
pocTa JOKYMEHTO000poTa
rcaoy. YCOP/I.
Tewma 2 Yuudukanus, dopmanuzanus, 12 2 4 6 (0)
CTaHapTU3alUs IOKYMEHTa
Tema 3 Opranuzanus ciayx0os1 I0Y 10 2 2 6 O
Tewma 4 [TpaBua 0o OopMIICHHS 16 6 4 6 0.C3
JIOKYMEHTOB
Tema 5 TexHONOTMM pETrUcTpalu Hu
KOHTPOJIS UCTIOJTHEHUS 14 4 4 6 O
JIOKYMEHTOB
Tema 6 Opranusanus paboTsI c
JMYHBIMH o0paleHUIMH 2 ’ 4 6 0
rpaxKaaH B OpraHbl BJIACTH H
yIpaBJICHUS
Tema 7 Opranmzauust ciyxooii JJOY
TEKYIIEero XpaHeHHsI
JIOKyMEHTOB. [TocTpoenune 16 4 2 10 (0)
HOMEHKJIATYPBI JIe]1. APXHBHOE
XpaHeHHe IOKYMEHTOB
Tema 8 JImarBUCTHYCCKHE
0COOEHHOCTH TEKCTA 14 4 4 6 O, T
JIOKYMEHTa
ITpomexyTouHast aTTecTalus - 3a4eT
Bcero: 108 28 28 52 33E
Ilpumeuanue: 4 — gopmvr mexywezo roumpons ycnesaemocmu: onpoc (O),

mecmuposganue (T), cumyayuonnas 3aoaua (C3).
ConepxaHue QM CUUILTHHBI

Tema 1. UcTopusi pa3BuTHS 1€JIONPOU3BOACTBEHHOM ¢J1yk0b1 B Poccun. IIpodiiembl
POCTa JOKYMEHT0000poTa

Tpu nmepuoma pa3BUTHS JIEIONPOM3BOJICTBEHHOM M CeKpeTapckoil ciry:k0bl B Poccun.
[IpukazHoe aenonmpou3BOJACTBO. TeXHONOrHs CO3MaHusl JOKyMeHTa B mpuka3ze. CBUTKOBOE
nenonpousBoAcTBo. Komnexckoe nenonponsBoAcTBO. I'eHepanbHblil persiameHT 1720 ropa.
BBenenne umHa CeKpeTapckoro M CTPyKTypbl KaHuensipuu. Co3naHue apXuBoB. BBeneHue
nporenypsl perucrpanuu. Co3ganue reHepanbHbIX (OPMYISIPOB JUIsI OCHOBHBIX JIOKYMEHTOB.
HcnomHuTeNnbHOE  IEJIONPOU3BOACTBO.  YBEIWYEHHE  KOJIMYECTBA THUIOB  JTOKYMEHTOB.
VYcnoxxHeHne TeXHOIOruu paboTsl ¢ nqokymeHTamu. Co3nanue B Poccun MIKOJNBI cekpeTapeil.
[TocnepeBomononHass pedopma B oOjgacTé pabOTBl C JOKyMeHTamH. Mjes BBeneHUs
0€3perucTpaluoOHHOr0 AEJIONPOU3BOICTBA. Pa3BUTHE COBPEMEHHBIX «OYMa)KHBIX» TEXHOJOTHM
paboThI ¢ JOKYMEHTAaMH B ITOCJIEBOECHHBIN NIEPUO/L.

[Tonatue “npokymeHtooOopotr”’. TeHIeHIMH pa3BUTUS JOKyMeHTooOopota. IloHsTHe
“uHdopmanmonHoro Oapeepa’. [IpobGrmemMbl, TOpoXmaeMble POCTOM JTOKYMEHTOOOOpOTa.



[IpuumHBl pocta HO0KyMEHTOOOOpOTa. OOBEKTHUBHBIE NPUUYMHBI POCTa JTOKYMEHTOOOOpOTa

CyObeKTUBHBIE  TPUYMHBI  pocTa  JOKyMeHTooOopora.  CrmocoObl  peryaupoBaHHS
JIOKyMEHTO000pOTA.

KomMmyHuKaTHBHAs cuUcTeMa OpraHu3aliu. PyKOBOIWTENb - KOMMYHUKATHUBHBIN LIEHTP
OpTaHM3aIUH. Nudopmannonnsie neperpy3ku PYKOBOIHTEIIS. Onrumuzanus

JOKYMEHTOIIOTOKOB B oOpraHu3amuu. ONTHUMHU3anus BXOMSIIUX JOKYMEHTONOTOKOB. Mertox
IPEBAPUTEIFHOTO  PACCMOTPEHHS JTOKYMEeHTOB. COCTaBISIONIME YCHENIHOCTH METOAA.
OnTuMuzanus HCXOJAIIUX JOKYMEHTOIIOTOKOB.

Co3manne KOMIUJIGKCHBIX JIOKYMEHTOB. JlenmermpoBaHwe mpaBa TOANUCH YacTH
JOKYMEHTOB. BBeneHue u pacmpocTpaHeHHe Oe3l10KYMEHTHBIX (OpPM JI€IO0BOr0 OOIIEHUS.
Ontumu3anusi BHYTPEHHHX JOKYMEHTOIIOTOKOB. METOA ympaBieHHS IO OTKJIOHEHHSIM.
Ontumuzanust HTHGOPMAITMOHHOTO 00ECTIeYeHHS OPTaHU3AIIH.

Tema 2. T'CAOY. YCOPIA. YHudpuxanusi, ¢(opMaau3anms, CTAHAAPTH3ALUS
AOKYMEHTa

Uctopusa cozpanus EI'CJ. Beenenne I'CAOY - rapaHTHs ONTHMAaIbHOCTH PabOTHI €
JIOKYMEHTaMH B OpraHu3aluyi. YHU(UIMPOBAHHAS CHCTEMa OPraHU3aI[IOHO-PACIOPSIAUTEIbHON
NeSITeIbHOCTH. YHHU(UKaLUs TeKCTa JoKyMeHTa. Tpu crocoba yHudukanum Tekcra: Tpadaper,
aHketa, Tabnuna. TpeboBanus k Tpadapery. TpeGoBanus k ankere. TpeGoBaHus K TaOmHIE.
dopmanuzanys nHoOpMaLUU B cucTeMe yrpasieHus. CTaHaapTU3aIus JOKYMEHTA.

Tema 3. Opranusanus ciayxos1 JJOY

Ciyx0a 10KyMEHTaIllMIOHHOTO 00ecrieueHHs yIpaBieHus B opranuzanun. Llens co3ganus
cnyxk6s1 JIOY. 3amaun coyx6b1r JJOY. @Oynkuuum cnyx6sr  JOY. Tunsr cayx6 J10Y B
pa3IMYHBIX OpraHu3ausax. Pacuer koauyecTBa CIIyKallluX U COTPYIHHUKOB ¢ kareropueid MOII
B ciryx6e JIOY anst pa3nuuHbIX KaTerOPHi OpraHn3anuii.

Tema 4. IIpaBunia opopmiieHns JTOKYMEHTOB

HopmatuBHO — mpaBoBoe obecrmedeHne pabOTBI € JOKYMEHTAaMH B OpraHHM3allUH.
[onsarue «pexBu3ut», TpedoBanus I'OCT P 6.30-2003. Obuire xapakTepucTUKU. PeKBU3UTHBIM
COCTaB M CTpyKTypa. TpeOoBaHHMS K TEKCTy NOKYMEHTOB. lcmoip3oBaHHME MOKYMEHTOB B
ynpaBieH4eckoM nukie. Kommenrapuii k pabore co CI0KHBIMU PEKBU3UTAMH.

Tema 5. TexHO10TMHM PerucTPAllUH U KOHTPOJISI HCTIOJTHEHHUS JOKYMEHTOB

Henun wu 3amauv co3gaHWsl KaHLIENAPUU B OpraHusauuu. Jlemonpous3BOICTBEHHBIE
olepalnuu, Mpou3BOAMMBIE B KaHlensapuu. [lepBuunas oO6paboTka qokymeHTa. Perucrpanus u
WHJEKCHUpoBaHUe mokymeHTa. [loBropHas oOpaboTka mokymeHTta. CmpaBodHasi paboTa IO
NOKyMeHTaM. Tekyliee XpaHeHHE JIOKYMEHTOB. Pexum paboTbl KaHUEIAPHUH HA IpPHMEpe
TaMOXeHHOTO  oprana. Cnemuduka  00paOOTKM  TPABUTEIHCTBEHHOM W CPOYHOM
KOPPECIIOHICHIINH.

Lenu peructpauuu JOKYMEHTOB B opraHuzanuu. CocCTaBisIONME MPOLETYpHI
peructpamuu. Iloctpoenne HWIIC mo poxkymentam. Tpu tuma UIIC. Kpurepunm BbiOopa
ontumasibHOM UIIC nokymeHnToB opranuzanuu. COCTaBISIONIAE KOHTPOJISI HMCIOJHECHUS
nokymeHTa. CucreMa KOHTPOJIS HCIOJHEHUS JOKyMeHTa. KOHTpOJb CpPOKOB HCIIOJHEHHS
nokymeHnta. KoHTposnb kauecTBa UCHONMHEHHUS OoKyMmeHTa. KoHTposibHas rpymnma Kak 4acTb
ciyx0b1 JIOY. @yHKIMN KOHTPOIBHOM IPYTIIbI.

Tema 6. Opranmszanus padoTbl ¢ JHYHBIMHM OOpAIECHUSIMH T'Pa’KAaH B OPraHbI
BJIACTH M YNIPaBJICHUS

Hctopusi pa3paboTKH 3aKOHOAATETHLHO-HOPMATUBHOM 0a3bl 1Mo paboTe ¢ JIMYHBIMH
oOpaleHUsAMHU TpaKAaH B pa3iNuuHble MHCTaHIMH. [IpremHas nmo nuyHbIM BompocaMm. JIngHble
oOpamieHus rpaxJaH B MHCTAHIMH - crenuduyeckue JOKyMeHTooOpazoBaHHs. OCOOCHHOCTH



JIETIOTIPON3BOJICTBEHHONW 00paOOTKH JTMYHBIX OOpAIeHU TpaKJaH B MHCTAHIMK. TpeOoBaHMs K
paboTe ¢ TUUHBIMU OOpameHUsIMHA TpaxkaaH. Tumbl TU4YHBIX oOpameHuid. Jlnunble oOpaieHus
IpaXkJlaH B OpraHbl BJIACTH M YIpaBJIeHHs Kak (GakTop oOpaTHOW CBSI3U MEXIY YIPABISIOIIEH U
YIIPaBISIEMOM CUCTEMaMU.

Tema 7. Opranamsanus  cayxboii JIOY Tekymero XxpaHeHHsi JAOKYMEHTOB.
ITocTpoeHne HOMEHKJIATYPHI AeJI. ADXHBHOE XpaHEHHE JOKYMEHTOB

CucteMHOe XpaHEHHE TOKYMEHTOB - 00s13aTelIbHOE TpeOOBaHUE PALlMOHATIBLHON pabOTHI €
JOKYMEHTaMH B opraHu3auuu. Jleno - mNepBUYHBIN JOKYMEHTHBIM Komiuiekc. [IpusHaku
3aBeieHus Jen. TexHoyorus Cco3JaHus HOMEHKIATypbl N1el1 B opraHusauuu. HoMeHknaTypsl
TUIIOBBIC, IPUMEPHBIC U KOHKpeTHbIE. BeneHne HomeHknatypsl nen. CTpyKTypa HOMEHKIIATYpBI
nen. Homenkiatypa 1ien - JOKyMeHT, 00eCcTIeYMBaIOIIUI palliOHAIBHBINA JOKYMEHTOOO0POT.

NHpopmanvoHHbIE MOTOKHM, HWH(QOPMALMOHHBIE MAacCHBBI. 3aKOHbl HAaKOIJIEHHUS
uHpopmanuu B oOmecTBe. 3akoH Mardes Mo OTHOIICHWIO K HAKOIUICHHIO HH(OpMAIMM B
counyme. QoHA - cucTeMaTU3UPOBAHHBIM MaccuB. THUIBI MHPOPMALMOHHBIX MACCUBOB: apXHB,
My3el, OnonmoTeka. MIx cxoacTBa U pa3inuyusi.

BenoMcTBeHHBIN apXUB B OpraHu3aiuu - HGopMarmoHHbiid Gpona. Opranu3aius apxuBa
B YUPESKICHUU. TeXHOJIOTHs CIHCAaHUsl OTPaO0TaHHBIX JOKYMEHTOB Ha apXMBHOE XpaHEHHUE WUJIH
Ha YHUYTOXKEHHE. DKCHEepTH3a LEHHOCTH JO0KyMeHTa. HekoTopble OCOOEHHOCTH apXHUBHOTO
XpaHeHHus JOKyMeHTOB. CrpaBoYHO-MH(OpPMALMOHHAs paboTa apxuBa. ApXMBHas CIIPaBKa,
apxuBHas Konus U T.11. KynbTypHO-IpocBeTHTENbCKAsE paboTa apXHBa.

Tema 8. JINHrBUCTHYECKHE 0COOEHHOCTH TEKCTA JOKYMEHTA.

OcobenHoctr o(ULIMATBHO-ACTOBOTO CTHIIA. JIekcndeckue OCOOEHHOCTH JIOKYMEHTA,
CHHTaKCHYECKHE OCOOCHHOCTH JoKyMmMeHTa. KynbTypa peun B JIOKyMEHTE: HCIOJIb30BaHUE
pacmenneHHHx CKa3yeMBIX, HCCKIIOHACEMBIX CyH_IeCTBI/ITeJ'IBHBIX, KOCBCHHBIX naﬂemef&
KOJIMYCCTBEHHBIX YUCIUTEIBHBIX M T.I. THUIHWYHBIC OMUOKH B TEKCTaxX JOKyMEHTOB. CTIOCOOBI
HN3JI0KCHU A MaTepI/Iana B I[OKYMCHTaX. OCHOBHBIG TpCGOBaHI/IH K TCKCTy ,Z[OKYMCHTa -TOYHOCTbD,
SICHOCTb, JJAKOHU3M (POPMYJTHPOBOK.

JlokazaTenbcTBO B JOKyMeHTe. Cxema JoKa3aTenbcTBa. TpeOoBaHUS K JIOKA3aTEIbCTRY.
Jlornueckne OmMMOKM B JOKa3aTelbCTBaX. PenakTUpOBaHHE apryMEHTAaTUBHBIX TEKCTOB.
Omnpenenenne B gokymeHnte. Cxema ompezenenusi. TpeboBanus k ompeneneHuto. Jlormueckue
omuOKHU B onpeneneHusx. PemakTupoBanue onpeaeneHnid. JTarnbl peJakKTUPOBAHUS JOKYMEHTA.
Hcnonp3oBanne KOPPEKTYPHBIX 3HAKOB MPU PEAAKTUPOBAHUU JOKYMEHTOB.



4. MaTepuaJjbl TEKYIIero KOHTPOJISI YCIIeBAeMOCTH o0ydaromuxcsi 1 POH OLEHOYHBIX

CPeACTB MO IMCUMUILINHE

4.1. ®opmMbl M MeETOABbI TEKYIIEr0 KOHTPOJISI YCIEeBAEMOCTH M IPOMEKYTOYHOM
aTTecTalllu.

4.1.1. B xone peanuzanuu aucuuiuinibel b1.B.21  «JlokymMeHTOBEI€HHE» UCTIOJIB3YIOTCS
cnenyromme GOpMbI M METOBI TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH 00YUYaIOIIUXCS:

MeToabi TEKYIIEro KOHTPOJIs

Ne /i HaumeHoBaHue TeM (pa3aeaoB)
ycneBaeMoCTH

HcTopust pa3BUTHS EIOIPOU3BOICTBEHHON CcIIyx)0bI B Poccum. .

Tema 1 pHi p A p 8 Y VYceTHslil onpoc
[Ipobnemsl pocta TOKyMEeHTO00OpOTa
Ircaoy. YCOP/I. Yuudukauus opManu3alus .

Tema 2 A A pucarns, $op HH, VYceTHslit onpoc
CTaHJapTHU3AIMS JOKYMCHTA

Tema 3 Opranuzanus ciyx0s1 10Y VYcTHblil onpoc

YCcTHBI 0npoC, CUTYallMOHHbIE
Tema 4 [IpaBuna opopmIiIeHHs JOKYMEHTOB poc, chtyatt
3aa4u

Texnonoruu CTHCTPAallM ¥ KOHTPOJISL  HCIIOJNHCHHUS N

Tema 5 P Tpatt i VYceTHslil onpoc
JOKYMEHTOB
Opraamsanus pabOTHl ¢ JMYHBIMH OOpAIICHUSMH TpPaXkJaH B o

Tema 6 p A p pat P YcTHBIH ompoc
OpTaHBI BIACTH H YIIPABIICHH
Opranuzanus ciayx6oii IOY Tekymero XxpaHeHus JOKYMEHTOB.

Tema 7 Tloctpoenne HOMEHKIATYphl Jed. ApXHBHOE XpaHEHHUE YcrHbiii onpoc
JOKYMEHTOB

Tema 8 JImarBuCcTHYECKHE OCOOCHHOCTH TEKCTa JOKYMEHTA YcTHBIY 0npOC, TECTUPOBAHUE

4.1.2. IlpomexxyTouHasi aTTecTalds MPOBOIUTCA B (popMe 3adeTa METOJOM pPa3pabOTKH
MPOEKTA UCCIICI0BAHMUS.

4.2. MatepuaJjibl TeKyIero KOHTPOJIsl yCIIeBaeMOCTH.

TunoBble OLEHOYHBbIE MaTepHadbl MO  TeMe
JeJIONPOU3BOACTBEeHHOM ciyx0bl B Poccun. IIpodJiembl pocTta 10KyMeHTO000pOTA

Bonpocel ycTHOro onpoca:

1. UcTopus pa3BuTus nenonpousBoacTsa B Poccum.

2. CoBpeMeHHbIEe TEHICHIINH Pa3BUTHS JOKYMEHTOO00POTA.

1. Hcropusa pasBurus

3. OOBEKTHBHBIC B CYOBEKTUBHBIC TPUYMHBI POCTA JOKYMEHTOO00POTA.
4. CriocoObl COKpalieHHus JOKYMEHTO000pOTa B OpraHU3alliy.

TunoBbie oueHoyHnnle mMatepuaiabl no teme 2. 'CAOY. YCOPA. Yuudukaumus,
(popmanuzanms, craHAAPTH3AIUS JOKYMEHTA
Bonpocs! 1151 yeTHOTO onpoca:

1. Coneprxanue noHATUH “yHupUKanusg’, ’cranaapTuzanus”’, ~hopmanuzanus’.
2. YHudukanus TeKCTa JOKYMEHTa: aHKeTa, Tpadaper, Tabiuiia.

3. Tpadaper kak criocod yHU(PHKAIUK TEKCTa JOKYMEHTa
4. AHkera Kak croco0 yHU(UKAIIUU TEKCTa JOKyMEHTa

5. Tabnuna kak cnocod yHU(pHKAIUK TEKCTa JOKYMEHTa

bR )

bR )

Tunosble oneHoYHBbIe MaTepuaibl 0 TeMe 3. Opranusanus ciay:xk0b1 JJOY
Bonpocs! 1uist ycTHOrO onpoca:
1. Cnyx0a JOKyMEHTAIIHOHHOTO O0ECTIEYEeHHUs YIIPABICHHSI B OpraHNu3aluu
2. llenp u 3amaun co3ganus cinyxosr JJOY

3. ®ynkuu cnyx0sr JJOY

4. Tunst cayx6 JIOY B pa3nuuHBIX OpraHU3aINSIX
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Tunosbie oneHouHbIe MaTepuaibl 1o Teme 4. [IpaBuia opopmireHHss JOKYMEHTOB
Bomnpocsl 1151 yeTHOr0 onpoca:

1. OcHOBHBIE BU/bI OPTraHU3ALMOHHO-PACIOPSAUTEIBHBIX JOKYMEHTOB.

2. [Tpuka3bl: BUAbI, PEKBU3UTHBINA COCTaB

3. I[IpoTokos

4. CnpaBku

4. CityxeOHbIe U 00BSCHUTEIIBHBIC 3aITHCKU

CuryalnuoHHbIE 32/1a4U
CTyneHThl CaMOCTOSITEIPHO TOTOBST JOKYMEHTBI, HCIIOJNIB3YEMbIE B YIPaBICHYECKOMN
npaktuke. [loAroTOBICHHBIE AOKYMEHTBHI OOCYXKTAIOTCS B Tpymme. Pe3yiabTarhl: MOJydeHHE
HOBBIX 3HaHHM, COBEPIICHCTBOBAHNE KOMMYHUKATUBHBIX HABBIKOB, Pa3BUTHE HABBIKOB BEJCHUS
COCTaBJICHUS JOKYMEHTOB.

TEMA: 1OKJIAIHAS 3ATIMCKA

CocTaBuTh U 0GOPMHUTH MOKJIATHBIC 3aIHUCKH, HEOOXOMUMEIC B CICAYIONIUX YIPABICHICCKUX
CUTYaIHIX:

Cumyayus 1. 20 uIOHSA TeEKymero roja 3aMeCTUTENbh HavYaJlbHHUKA TIPOU3BOJICTBEHHOTO
o0benuHeHNsT «MOCKOBCKas TOpojcKas Tele(oHHas CeTh» (MOTUMHICTCS MHHHUCTEPCTBY CBsi3u PD)
Hy6os I1.U. obpatuncs k HadanbHUKY CHEIMAEHOTO yIpaBlIeHUs TEIePOHHON CBA3M MHHHCTECPCTBA
AxcenoBy I'.C. ¢ mpeaio)keHUEM BBIICIHUTH MPSMbBIC NMPOBOJAa M Ha3HAYHUTH Tele(OHHBIE HOMEpa
HOBBIM a0OHEHTaM II0 JJOTOBOPAM.

Anpeca abonenToB: yn. Uexosa, a1. 7 (KPOCC ATC - 295) u nep Cusne Bpaxek, 1. 3 (KPOCC
ATC - 294),

Brigenenne nTpsAMBIX TPOBOJAOB HEOOXOMWMO Ui BKIIOYEHUS a0OHEHTOB B CETh JIAHHBIX
«Mudoren» ¢ 1 wutons Tekymero rona. lIpoexTel MOTOBOPOB C aOOHEHTaMH MOATOTOBJICHBI H
COTJIACOBaHBI ¢ [ TaBHBIM IJIaHOBO-(pMHAHCOBEIM yIIpaBiieHrneM MuHucTepcTBa cBsizu PO.

Jokmannas 3amucka 3apeructpupoBaHa 3a Ne 34 u B JICHb NONMMCAHHS WM OTIPABICHA B
MUHHUCTEPCTBO.

Cumyayun 2. Punumansl MexXOaHKOBCKOTO oO0beauHeHUs «TopOaHK», pacHoJOXKEHHBIE B
MockBe u MOCKOBCKOH oOjacTd, 3aJepKHUBAIOT IPEIACTABICHUEC €XKEMECSIIHBIX OTUYCTHBIX
OyXranaTepcKux JOKYMEHTOB.; WIM MPEACTABISAI0 UX ¢ omo3nanueM Ha 4-5 mgueil. Ilo 3To#t mpuunHe
CBOJHBIC MECSYHbIE OTYCTHl O0BEAWHEHUE HampaBiseT B lleHTpanpHbii Oank P® Takxke ¢
HapyIIeHHEeM yCTaHOBIEHHBIX CPOKOB.

®unancoBeii aupekTop «Topbanka» Jlomapes H.H. 12 wumroms Ttekymiero roma B IOKJIATHOM
3aMUCKe MPeMIoKUI npe3uaeHTy 0anka @emopoy M.O u3nate mpuka3o0 YCTaHOBICHHH €IHHOTO
CpOKa MPEJICTABICHUS OTYETHBIX OYXTaITEPCKHX TOKYMEHTOB (28 4YMClIa KaxIOro Mecsla) U O
BO3JIOKEHHUH TIEPCOHATBHOM OTBETCTBEHHOCTH 3a COOJIIO/IEHUE 3TOTO CPOKA HAa TUPEKTOPOB (PIIIHATIOB

Cumyayun 3.B MOCKOBCKOM WHCTHTYTE TOBBIIICHHS KBaJH(UKAMH pPaOOTHUKOB OOpa30BaHUs
[TpaBurensctBa MOCKBBI  CO3aHBI TIOCTOSHHO JICHCTBYIOIIME KYpPChl IOBBIIICHUS KBaTH(UKAIUU
KypaTOpoB MYHMLMIAIBHBIX IIKOJBHBIX OKpYyroB. Kypchl paboTanmu Ha IPUHLMIIE CaMOOKYIAeMOCTH,
OZIHAKO B TEKYyIIEM Y4eOHOM TONy Uil MPOJOJDKEHUS] MX JAESTEBHOCTH HEOOXOAWMO JOMOJIHUTEIHHOE
(hmHAHCHMpOBaHUE M3 OI0KeTa T. MOCKBBL

Pextop wuHcTHTYTa, mpodeccop Amoco B.B. obpatmiacs k pykoBoautento JlemaprameHra
obOpasoBanus Kozunoit JL.H. ¢ mpocb6oii Beaenuts 10 MiH.py0. Uit MOKBapTAIBHOIO (PHHAHCHPOBAHUS
JeATEIFHOCTH KYPCOB B TEKYIIIEM Y4eOHOM TOLy.
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Cumyayua 4.I'naBubnii  Oyxraarep MOCKOBCKOrO KOMOWHATa 10 TIPOM3BOACTBY MY3BIKATGHBIX
WHCTPYMEHTOB M MeOermn AnoxwHa JLH. 9 OKTS0ps Tekyiero roja mpoBejia OMEpPaTUBHYIO IPOBEPKY
COCTOSTHUS y4eTa TOBAPHO-MaTePUATBHBIX ICHHOCTEH Ha CKJIa/IC JISTKOBOCILTAMEHSIFOIIIIXCS JKUIKOCTEH.

Eto ycTaHOBNI€HO, YTO IPUXO/THBIE U PACXOIHBIC TOKYMEHTHI Ha CKIIAJIC BEyTCsI HEOPEKHO U CIAIOTCS B
OyXTaJITepHIO ¢ OI03IaHNeM Ha 5-6 THEH.

Ipu npoBepke (HhaKTIHIECKOr0 HATIMYHS MaTEPUAIOB 110 24 HAMMEHOBAHMSIM OblIa YCTAaHOBIICHA HEIoCTavya
50 kr knes [IBA, 25 kr naka me6enpHoro u 10 1. arretona. CocraBieHa BEJJOMOCTh OCTaTKOB PAaCcXOJIHBIX
MaTepHaIoB Ha 2 JTUCTaX B 2 DK3EMILIIpax.

Pe3ynpratel omepaTuBHONW MpoBepku 10 OKTAOpS TeKymiero roja ObLIHM OhOPMIICHBI B TOKJIAIHON
3amKCKe, KOTOpas ¢ OJHAM SK3eMIDIIPOM BEIOMOCTH ObLIA HANpaBieHa JUPEKTOpYy KomOuHaTa JlaproHOBY
BM.

Cumyayusa 5. 3amecturenb pykoBoauTens [lemapraMeHTa BHemHuX cBszed [IpaButensctBa MOCKBBI
CypoB II.C. cooOmmn mepBoMy 3aMECTUTENIO MPEMbEpa MPAaBUTENbCTBA MO KOMILUIEKCY COLMAIbHOM
3ammuTel KopoboBy B.A., aT0 15 CEHTAOps TEKyIero rofa AemapTaMeHT MPOBEN MIEPEroBOPhI ¢ hHUPMOit
«Mepk» (bemprusi) 00 acCOPTMMEHTE U pacueTHBIX IIeHaX Ha (papMarieBTUYECKYIO IMPOMYKIIHIO,
npemaraeMyto i peanuzaiys B MOCKBE M0 COIMAIEHO HU3KUM LIEHAM.

I1.C. CypoB npeanoxui OnpenennTh, KaKue MyHHUIUIAIBHBIE allTeKd MOTYT CTaTh Oa30BBIMHU IS
peanu3anuy ToBapoB GUPMBI «MepK», U pa3peliuTh UM 3aKIIOYUThH MPsSMbIEe JOTOBOPHI O MOCTaBKax
manbix naptuit (0,5 T) ¢apmaneBTHyecKoil NpoayKuuH ¢ 1 SHBaps CIASAYIOLIETro To/a.

Joxnagnas 3anmcka 3a JI2 24 Oputa ornpasneHa B [lpaButenbcTBO MOCKBEI 16 CEHTSIOpsT TEKyIIEro
roja.

TunoBble omeHoYHble MaTepuadabl mo Teme S. TexHonormm perucrpanum u
KOHTPOJISAA MCIIOJIHEHHUS JOKYMEHTOB

Bonpocsl 1151 ycTHOro onpoca:

1. IlepBuunast 06paboTka MOKyMeHTa. Peructpanus 1 HHASKCUPOBaHUE TOKYMEHTA.

2. Ilenn peructpauuu JOKYMEHTOB B opraHuzanuu. CocTaBisoolmue HOpoLeaypbl
peructpamuu. Iloctpoenne WIIC mo pokymentam. Tpum tuna HWIIC. Kputepum BBIOOpa
ontumansHoi UIIC 1oKyMEeHTOB OpraHu3aiui.

3. CocTraBistomuye KOHTPOJISI UCIIOJIHEHHS JOoKyMeHTa. CHcTeMa KOHTPOJS UCIIOIHEHUS
NoKyMeHTa. KOHTpoJIb CPOKOB MCIIOJIHEHUS TOKYMEHTA.

Tunosbie oneHoOYHBbIe MaTepHaabl Mo Teme 6. Opranuzanust padoTbl ¢ JUYHBIMHU
o0paleHNsIMH TPaKIaH B OPraHbl BJACTH M YIIPaBJIeHUSs

Bonpocsl 115 ycTHOro onpoca:

1. Uctopusi pa3paboTKH 3aKOHOMATEILHO-HOPMATUBHOW 0a3bl Mo paboTe C JTUYHBIMH
00palIeHUsAMHU TPAXKAAH B Pa3TUYHbIC HHCTAHIUH.

2. Jlnuabie 0OpaleHus rpak/IaH B MHCTAHIINH - CTIeU(HKa JOKyMEHTOOOPa30BaHHUS.

3. TpeboBanus k paboTe C TUYHBIMU OOPAIICHUSMH TPAXKIAH.

4. Tumpl TMYHBIX OOpAIICHUH.

TunoBble oneHOYHBbIe MaTepuajbl Mo Teme 7. Opranmsaunus ciayxooi JOY
TeKYLIero XpaHeHus JA0KyMeHTOB. [locTpoeHne HOMEHKJIATYPHI JAejl. APXHBHOE XpaHEeHHe
JIOKYMEHTOB

Bonpocsl 11 ycTHOro onpoca:

ITonstre “aeno”. Ilpu3Haku 3aBeeHAS JE.

TexHONOTHS CO31aHKsT HOMEHKIIATYphl B OpraHU3aIHH.

BHeapeHre HOMEHKIIATYPHI eIl

AHaIm3 KOHKPETHOW HOMEHKIIATYPBI JIeIT - CAMOCTOSITEIbHAS paboTa.
TexHoNOrHs CrIcaHus JOKYMEHTOB B apXMB. DKCIEPTH3a LIECHHOCTH JJOKYMEHTOB.
OcobenHocTH 0(hOPMIICHHS APXUBHOTO JIEIIa.

OyHKIUY apX¥Ba B OpraHU3aINH.

OcoberHocTr pabOTHI ¢ apXUBHOHN MHGOpMATIHEH

S A U i e
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TunoBblie oLleHOYHBIE MaTepHaAJIbI 0 TeMe 8. JIMHrBUCTHYECKHE 0COOEHHOCTH

TEeKCTA JOKYMEHTA.
Bonpocsl 1151 ycTHOro onpoca:
1. OcobOeHHOCTH OQHUIINATBHO-AEIOBOTO CTHIIS.

2. KynpTypa peun B JOKyMEHTE: HCIIONH30BAHME PACIIEIUIEHHBIX CKa3yeMBIX, HECKIOHSIEMbIX

CYHICCTBUTCIIbHBIX, KOCBCHHBIX naﬂemeﬁ KOJIMYCCTBCHHBIX YHCIUTCIIBHBIX M T.II.

3. TunnuyHble OMUOKY B TEKCTaX JOKYMeHTOB. CIiocOOBI H3JI0KEHUS MaTepualia B IOKyMCHTaX.
4. OcHOBHBIE TPEOOBAHUSI K TEKCTY IOKYMEHTA - TOYHOCTD, ICHOCTh, JIAKOHH3M (DOPMYITHPOBOK.

Tect

1./le;Ionpon3BOACTBO U JOKYMEHTAIIHOHHOE 00ecliedeHHe YIPaABJIeHHUs:
a) pa3IUYaroTCs 00JIACTIMH MCIIOJIB30BaHUS;

0) WICHTUYIHBIE TIOHSATHS;

B) pa3JIMYarOTCs BUJIAMU ONepaIuii;

) pa3IUyaroTcs MO BHUJIaM OPTaHU3alUM, B KOTOPBIX UCIOJIB3YIOTCS.

2.JIOKyMEeHT onpeesieTcsi Kak:

a) HOCUTENh HH(POPMAIINN B CHCTEME YITPABIICHUS;

0) nadopMars Ha MaTEpPUATBLHOM HOCHTENEC C PEKBU3UTAMU, TIO3BOJISIFOIIUMHU
UICHTU(DUITPOBATE;

B) KaueCTBEHHAs XapaKTEPHCTUKA YIpaBICHICCKOW HH(pOopMaIHm;

T) CBEACHHUS, IOATBEpkAaoNUe PakT 0ObEKTUBHON JEHCTBUTEIHLHOCTH.

3. Yun cexkpeTapsi, apxuBapuyca, CTpyKTypa KaHIeJSIpUH MOSIBUJIUCH B IEPHO/:
a) MPUKA3HOTO JICJIOMPOM3BO/ICTBA;

0) KOJUIEKCKOTO JICIONPOU3BOJICTRA;

B) MUHHCTEPCKOTO JICIIONIPON3BOJICTBA;

') COBETCKOTO JICTONMPOM3BOICTBA

4. ITpuka3Hoe aesonpou3BoaAcTBO B Poccun
a) 16-18 Beka;

6)15 —16 Beka;

B) 15 —17 Beka;

r)19-20 Beka.

Kuaroun k Tecram:10, 20, 30, 48

4.3 OueHoYHbIE CpeCTBA IJIA MPOMEKYTOUYHOH aTTecTAlMU.

cC

4.3.2 IlepeyeHb KoOMIeTeHIHIi ¢ yKa3aHHeM 3TanoB WX (GopMHUpPOBaHUS B Mpolecce

ocBOeHMs1 oOpasoBaresibHO mnporpamMmbl. [loka3atrenrm u  KpuTepum
KOMIIETEeHIHI1 ¢ y4eToM 3Tana ux GopMupoBaHus

OIICHUBaAHUA

Kon
Kon Hanmenosanue HanmeHnoBanue 3Tamna 0CBOCHHS
JTara OCBOCHUS
KOMIIETEHI[UH Komnereniuu KOMIIETEHIUHA
KOMIIETEHI[UU
CriocoOHOCTB TIPEACTABIISTh
CrocoOHOCTh COCTABIIATE U
MPOCKTHI HAYYHO-
NPEJICTABIATh MPOCKTHI HAYYIHO-
HCCIIC0BATEILCKUX U
HCCIIEAOBATEILCKUX K
IKc-1 ITKc-1.1 AQHAJIMTHUYECKHUX Pa3pabOTOK B
aHATMTHYECKUX pa3padOTOK B
COOTBETCTBUU C HOPMATUBHBIMHU
COOTBETCTBUHU C HOPMATHBHBIMHU
JIOKyMEHTaMH
JIOKyMEHTaMH
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JTan OCBOCHHUS
KOMIIETEHIUHA

IToka3aTeb OlleHUBAHUS Kpurepuii oniennBanust

IIKc -1.1
CrocoOHOCThL COCTABIIATh
MPOEKTHI HAYYHO-
HCCIIEIOBATENHLCKUX 1
AHAIIUTUYECKUX
pa3paboToK B
COOTBETCTBHH C
HOPMATHBHBIMU
JIOKYMCHTaMH

JeranbHo pa3pabaTbiBaeT pas3ielisl
MPOEKTa UCCIIe0BaHHS B
COOTBETCTBUH C HOPMATHBHBIMU
JIOKyMEHTaMH

Pa3pabarbiBacT OCHOBHBIC Pa3/ieiibl MPOSKTa
UCCIIEJIOBAHUS B COOTBETCTBUU C
HOPMATHBHBIMH JIOKYMEHTAMH

dopmupyeT moapoOHBIN paboUmit
UIaH UCCIIe0BaHUs

CocraBisgeT pa60q1/1171 IIaH UCCIICA0BaHUsA

4.3.2

TunoBbie OLIEHOYHbIE cpeacrea

TeMBbI IPOEKTOB

1.1leHHOCTHBIE OPUEHTAIIMU COBPEMEHHON MOJIOICHKH.

2.0THOIIIEHUE CTYJCHTOB K OOIIIECTBEHHBIM pedopmam.

3.DakTopkl, BIUSIONINE Ha (HOPMUPOBAHHE PEITPOAYKTUBHBIX YCTAHOBOK CTYJICHUECTBA.
4.IIpo6semMbl BOATOrpaacKux 0€3Ha30PHBIX.

5.CTpecchl U BX BIHSHUE HA JIMYHOCTH CTYICHTA

TlomHBINT KOMIIIEKT OIIEHOYHBIX MaTepuajgioB IJId HpOMe)ICYTO‘IHOﬁ arTeCTaliu TMpEACTAaBJICH B

TIpunoxenun 1 PIIJI.

HIxaJjia oneHUBaHUA

Jns  mucturuiiH, (OPMOM HMTOTOBOTO OTYETa KOTOPBIX SIBISETCS 3a4eT, MPUHSTHI
CIICTYFOIIIHE COOTBETCTBUS:

60% - 100% - «3auTeHO»;

menee 60% - «He 3aUTEHO.

Y CTaHOBIIEHBI CIEYIOIINE KPUTEPUH OIICHOK:

100% - 90%

Oranbl KOMIIETCHIIUH, TPEIyCMOTPEHHBIE 00pa30BaTENBHOW MPOrpaMMOii,
chopMUpOBaHBl Ha BHICOKOM YypoBHe. CBOOOIHOE BIIAJICHUE MATECPHAIIOM,
BBISIBJICHHE MEXKIIPEJAMETHBIX CBS3eH. YBEpPCHHOE BIIAJICHUE IMOHITUAHBIM
npodeccuoHaIbHOM

CrocoOHOCTh K

IIpakTueckue HaBBIKU

Ha BBICOKOM YpOBHE.

anmapaToM  JUCHUTUTHHEL.
JeSITebHOCTH  c(hOPMHUPOBAHBI
CaMOCTOSITETHbHOMY HECTAaHIAPTHOMY PEUICHHIO MPAKTHUYECKUX 33124

89% - T5%

Otanbl KOMIIETCHLUH, TNPEIyCMOTPEHHBIE 00pPa30BaTENbHOW MPOrpamMMOii,
copmMupoBaHbl  JOCTaTOYHO. JleTanmpHOE BOCHIPOM3BEICHHE  y4eOHOTO
MaTepuana. lIpakTuueckre HaBBIKM NPO(PECCHOHATBHON NESATENBHOCTH B
Mepe [IpucyrcTByroT
CaMOCTOSITEIBHOTO PeIleHHs IPAKTUYECKUX 3a/1a4 C OT/EJIbHBIMU 3JIEMEHTaMU

3HAYUTETBHOU c(hopMHPOBaHEI. HaBBIKU

TBOPUCCTBA.

74% - 60%

OTambl KOMIIETEHIH, TPEAYyCMOTPEHHBIE 00pa30BaTENbHON IPOrPaMMO,
c(hOpMHUPOBaHBI ypoBHe. Hanmmume MUHUMAIBHO
JOMMyCTUMOTO ypPOBHS B YCBOGHHH Y4YeOHOTO MaTepHaia,

Ha MHUHHUMAJIbHOM
B T4H. B
CaMOCTOATCIIPHOM PCIICHUKU IPAKTUYCCKUX 3aJad. HpaKTI/I‘ICCKI/Ie HAaBBIKH

npodecCuoHANbHON AeATENFHOCTH COPMUPOBAHEI HE B IOJTHON Mepe.

MeHnee 60%

Oramnbel KOMIIETEHITUH, PEIyCMOTPEHHBIE 00pa30BaTeNFHON MPOTrpaMMO, He

C(I)OpMPIpOBaHBI. He,[[OCTaTO‘-IHBIﬁ YPOBCHb YyCBOCHUSA IIOHATUHHOTO armapara
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u Hamuuue (parMeHTapHBIX 3HaHWA 1o gucnuiumHe. OTCyTCTBHE
MUHHUMAJIBHO  JIOMYCTHUMOIO YypOBHS B  CaMOCTOSITEIBHOM  PEIICHUU
MpaKTHYECKUX  3amad.  [IpakTudeckwe  HaBBIKH  TPOQECCHOHAIBHON
JESATSILHOCTH He C(DOPMUPOBAHEI.

4.4.MeToanyeckue MaTepuasibl

IIponienypa oueHMBaHHMA  Pe3yibTaTOB  OOyYEHHUs, XapaKTEpU3YIOIIMX  3Talbl
(opMHpOBaHUST KOMIIETEHIIMHA, OCYIIECTBISIOTCS B COOTBETCTBUU C [lonokeHHMEM O TeKyIieMm
KOHTPOJIE YCIIEBAEMOCTH M TPOMEKYTOUHOM artecTanuu cTyaeHToB B DI'bOY BO PAHXul'C n
Pernamentom o OalIbHO-pEHTHHIOBOM cucTeMe B BoirorpaackoM HHCTUTYTE YyNpaBlICHUS -
dbummane PAHXul'C.
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5. Meroauveckue yKazaHus 1Jisl 00y4aKIMUXCH 110 OCBOCHUIO TUCUUIIMHBI
PexoMeHganmnu no noaAroToBKe K NPaKTHYECKOMY (CEMHMHAPCKOMY) 3aHATHIO
OCHOBHOH TI€IbI0 TPAKTUYECKOTO (CEMHUHAPCKOTO) 3aHATHUS SBISETCA IPOBEPKA TIIYOWHBI
NOHUMaHMS CTYJCHTOM H3Yy4aeMOW TEeMbl, y4eOHOro Mmarepuaia W YMEHHUS M3JIOKUTh €ro
COJIEpKaHUE SICHBIM M YETKHUM SI3bIKOM, PA3BUTHE CAMOCTOATEILHOTO MBIIIICHUS U TBOPUYECKOU
aKTUBHOCTH y cTyjAeHTa. [IoAroToBka K MpakTU4eCKOMY (CEMHUHApCKOMY) 3aHSTHIO BKJIKOYAET B

ce0s ciemyromiee:
- 00s13aTeNIbHOE 03HAKOMJICHHE C TUTAHOM 3aHSTHSI, B KOTOPOM COZACPKATCSI OCHOBHBIE BOIIPOCHI,
BBIHOCHMBIEC Ha 00CYXKIEHUE;

- U3yYEHHUE KOHCIEKTOB JIEKLUH, COOTBETCTBYIOIIUX Pa3/eioB y4eOHHKA, yUeOHOTO mocoous,
coiepKaHMs PEKOMEH/I0OBAHHBIX HOPMATHBHBIX ITPABOBBIX aKTOB;

- paboTra c OCHOBHBIMU TE€PMHHAMH (PEKOMEHYETCS UX BBIYUHTB);

- M3y4YeHHUE JOTMOJHUTEIHHOU JUTEPATYphl MO TEME 3aHATHs, Jelias MPH 3TOM HEOoOXOIUMBbIC
BBITIMCKH, KOTOPBIE MOHA00ATCS PU 00CYKICHUU HA CEMUHAPE;

- (opmynupoBaHuEe CBOErO0 MHEHHUS IO Ka)XIOMy BONPOCY W apryMEHTHPOBAHHOE €ro
000CHOBaHUE;
- 3amMch BO3HUKIIUX BO BpPEMS CAMOCTOATEIBHOW pPAa0OTHl ¢ Y4YeOHHMKAMU H HAyYHOU
JUTEPATYPBI BOIIPOCOB, YTOOBI 3aT€M Ha CEMUHAPE TTOJTYYUTh HA HUX OTBETHI;
- oOpalreHre 3a KOHCYJIbTallMel K IPernoaaBaTelio.
PexoMeHpaumm mno caMocTosiTeJIbHOM padoTe CTYIeHTOB

[Tpu camocTosATeIHHON paboTe TOCTUTAETCSI KOHKPETHOE YCBOSHHE YUeOHOTO MaTepuana,
Pa3BUBAIOTCSl TEOPETUUYECKHE CIOCOOHOCTH, CTOJb BaXKHBIE JISI COBPEMEHHOM IOJTOTOBKH
CIICIUAIMCTOB. 3aJaHus IS CAMOCTOSTEILHONW pabOThl BKITIOYAIOT B CEOS KOMIUIEKC aHATUTHUYCCKHUX
3aJ]aHuil BBIITOJTHEHUE, KOTOPBIX, MPEAIOaraeT TIaTelIbHOe H3yUeHUEe HAyYHOH U Y4eOHOM TuTepartyphl,
MEPUOTUUCCKUX M3IaHUM, a TAK)KE 3aKOHOIATCIBHBIX ¥ HOPMATHBHBIX JOKYMCHTOB MPE/TaracMbIX B I1.0.
«Y4ebHas muTepaTypa U pecypchl HH(PpOPMAITMOHHO-TEIICKOMMYHHUKAITMOHHOH ceTH "MHTepHeT", yaeOHo-
METOIMYEeCKOe O0ECIeYeHNEe CaMOCTOATENILHOW paboThl O0YYaIOUMIMXCSl 1O JUCHIUIUTMHE». 3ajaHus
NPEIOCTABISAIOTCS Ha MPOBEPKY B MIEUATHOM BHUJIC.

Ne
u/n Tema Bonpocsl, Beinocumbie Ha CPC
1 2 3
Hctopus pa3BUTHS
Jenonpoun3BoacTBeHHoi | Passutue nenonpoussonctsa B Poccun. CrocoObt
ciyx66l B Poccuu. | ontumusanum pocta JOKyMEHTOOOOPOTA.
[Tpobnemsl pocta
JIOKYMEHT0000poTa
2 | rchoy. YCOPL. Tpu cnocoba yHudukamuum Tekcra: Tpadaper,
Yuudukanms,
aHkera, TaOmuia. TpeOoBanmsi K  Tpadapery.
(dopmanuzanus, Toet Toe6 5
CTAHTApTH3AIWS peboBanns k ankere. TpeOoBaHUS K TaOIHUIE.
JIOKYMEHTa
3 | Opranuszamust ciyx061 | Buabl u ¢pynkiuu ciy:x6 1OV B opraHuzamnusx
J0Y
4 OcobeHHOCTH  O(QOPMIICHHS  OTIENBbHBIX  BHIOB
IIpaBuna odopmiteHus
JIOKYMEHTOB
JOKYMEHTOB
5 Tekymee xpaHeHHE MOKYMEHTOB. Pexum paboTHI
TexHnonoruu Yt P M P
KaHIENISAPHA Ha TIpUMEpe TaMOXXEHHOTO OpraHa.
perucTpaIu u .
Crnemudurika 00pabOoTKH CPOIHOI KOPPECTIOHICHIINH.
KOHTPOJISI HUCIIOJTHCHUS
JIOKYMEHTOB
6 | Opranmsauus paGoThl C | Jlyappre OOpallleHust TPpaXJaH B MHCTAHLIUH -
JMYHBIMU
crienupuIecKue JIOKyMEHTOOOpa30BaHUS.
00pameHUsAMHU TPaXKIaH N
OCcoOCHHOCTH JIETOTPOU3BOJICTBEHHON 00paboTKH
B Oprasbl BIIACTH |

15




YIOpaBJICHUS JUYHBIX 0OpaIleHwii TpakIaH B WHCTAHIIHIH.
7 | Opranuzauus ciry>k00i
J0Y TEKyILEro
XpaHeHHs JOKyMeHTOB. | Jle70, HoMeHknaTypa nel. BelneHue HOMEHKIATYPHI
[ocTpoenue nen. CTpyKTypa HOMEHKJIATYPHBI JeII.
HOMEHKJIATypHI eI
ApXWBHOE  XpaHCHHE
JIOKYMEHTOB
8 S3p1KOBBIC (HOPMYITBI OPUIHATHEHO-CIIOBOTO CTHJIS.
Jlunresuctuyeckue
Tunu4yHeIe rpaMMaTHYECKHE KOHCTPYKIUH
OCOOCHHOCTH  TEKCTa
JIOKYMeHTa 0(UIHATEHO-JICTIOBOTO CTHIIS

Pexomengauuu no pagore c Jureparypoi

[Mpu pabGote ¢ nuTeparypoil HEOOXOAUMO OOPAaTUTh BHHUMAHUE Ha CIICAYIOIINE BOMPOCHL.
OcHOBHasl 4aCTh MaTepHaa U3JI0KEHa B YYCOHHKAX, BKJIFOUEHHBIX B OCHOBHOM CITUCOK JIUTEPATYPHI
paboueii nmporpaMmbl TUCHHMIUTMHBL. OCHOBHAsI U JAOMOJHUTENBHAS JINTepaTypa NpeaHa3HaYeHa /s
MOBBINICHHS KAYeCTBA 3HAHUN CTY/ICHTA, PACHIMPEHUS €T0 KPYro3opa.

[Ipu 3TOM MOJIE3HO MPOYUTAHHYIO JIUTEPATYpPy 3aKOHCIEKTHUPOBATh. KOHCHEKT qoJIKeH
OTBeuYaTh TPEM TPeOOBaHUSAM: OBITh CO/AEPIKATEIBHBIM, 110 BO3MOXKHOCTH KPATKUM U MPABUIBHO
0(OPMIICHHBIM.

ConepkaTelbHBIM €T0 CIEAyeT CUUTATh B TOM Cllydyae, €ClIi OH IepelaeT BCe OCHOBHBIC
MBICIIH aBTOPOB B IIEJIOCTHOM BHJIE. M3JI0KUTH TEKCT KPaTKO — 3TO 3HAYUT MEPEaTh COACPKaHHE
KHUTH, CTaThbl B 3HAYHMTEIBHOW Mepe CBOMMHU cJoBaMU. [Ipu 3TOM clemyer Npuaep:KUBaThCs
NpaBUIIa - 3aMKUCHIBATH MBICIH aBTOPa pabOThI JIMIIb TOCJIE TOTO, KAK OHA XOPOIIO MOHsATa. B Takom
cillydae TIOCTaBIIEHHAas Ielib OyAeT AocTHrHyTa. LluTHpoBaTh aBTOpOB H3y4yaeMbiX paboT (c
00s13aTeNIbHON CCBUIKOM Ha UCTOYHUK) CIICIYeT B T€X CIyYasix, €CJIM HaJl0 3alMChIBaTh OYEHb BAXKHOE
oTIpesieNICHUE WITH TTOJI0KEeHHEe, 0000IArOIIHIA BEIBOT
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6. YuyeOHasi 1uTepaTypa u pecypcbl HH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHOM CeTH
"UHTepHeT'"', yueOHO-MeTOAMYECKOE 00ecleueHre CaMOCTOSITeIbHOM padoThI
o0yyaromuxcs Mo JUCHUIIIHHE

6.1.0cHoBHAas IUTEpPATYpA.
1. KysuemnoB U.H. Jlenonmpon3BoAcTBO [DIEKTPOHHBIN pecypc]: yaeOHO-CIIpaBOYHOE mocodue
HamxkoB u K. — 2014. Pexxum nocryma: http:// www.iprbookshop.ru/24781.html

6.2. JlonoiHuTEIbHAS JIUTEPATypa

1. Mexyesa, T.H.CipaBo4HMK IO J€I0IPOU3BOACTBY [DIEKTPOHHBIN pecypc] : ClIpaBOYHUK. —
M. I'poccMenna. — 2014. - 264 C. Pexum JIOCTYTIA:
http://e.lanbook.com/books/element.php?pll 1d=9065

6.3. YueOHO-MeTOqHYECKOE O0ecTIiedeHHe CAaMOCTOATEIbHOM padoThl

1. Kynses H.H., Ypanos /I.H., ®a6puunoB A.I'./lokymentoBenenue: yuebnuxk // Jloroc. -
2011.— 3BC «IPRbooks». Pexum gocryna: http://www.iprbookshop.ru/9082

6.4. HopmaTuBHbIE NPABOBbIE JOKYMEHTHI.

1. TOCT P6.30-2003. «YHupuuupoBaHHas cucTeMa OpraHU3alHOHHO-
pacnopsAuTENIbHON
nokymMeHTanuu. TpeOoBaHusl K 0QOPMIIEHUIO JTOKYMEHTOB». YTBEPKIECH U BBEICH B
nericteue ¢ 01.07.2003 nocranosnenuem ['ocrangapra PO ot 03.03.2003 Ne 65-crt. -
M.: U3a-Bo crangaptos, 2003

2. KBanmuduxannoHHbIN cipaBOUYHUK AOJDKHOCTEH cimyxammx. — M., 2001.

6.5. UnTepHeT-pecypchbl, CIPAaBOYHbIE CHCTEMBI.
dic.academic.ru/searchall.php - CiioBapu u SHITUKIIOTICAVH.
glossary.ru - Ciry>k0a TeMaTHUECKUX TOIKOBBIX CIIOBapEH.

[N
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7. MaTepuajibHO-TeXHUYeCKasA 0a3a, MHPOPMALMOHHbIE TEXHOJOTHMH, IPOrPAMMHOE
ol0ecrieyeHne U MH(POPMALMOHHBIE CIIPABOYHbIEC CHCTEMbI

MarepuanbHO-TEXHHUECKOE 00ecTieYeHre JUCUUIUINHBI BKIIOYAET B ceOsl:

- JIEKIIMOHHBIE ayTUTOPUU, 000PYIOBAHHBIE BUJECONPOCKIIMOHHBIM 000pYIOBAHUEM IS
IPE3EHTALNN, CPEICTBAMU 3BYKOBOCIIPOU3BEACHUS, SKPAHOM;

- TIOMEILEHMS A1l IPOBEACHUS CEMUHAPCKUX U NMPAKTUUYECKUX 3aHATUH, 000pYJOBaHHbIE
yueOHOIl MeOenbIo.

JlucuuiuinHa TMOAJepXkKaHa COOTBETCTBYIOIIUMMM  JIMIIEH3MOHHBIMM  IPOTrPAaMMHBIMU
nponykramu: Microsoft Windows 7 Prof, Microsoft Office 2010, Kaspersky 8.2, CIIC I'apanr,
CIIC KoHCynbTaHT.

[TporpammMHBbIe cpencTBa oOecreueH st yaeOHOTo Mpolecca BKIIOYAIOT:

- IporpaMmbl npe3eHTaruonHon rpaduku (MS PowerPoint — 1151 moATOTOBKY Claii1oB 1
Mpe3eHTalUN);

- rekcToBbie pegaktopsl (MS WORD), MS ECXEL — st Tabmut, aparpamu.

By3 obecnieunBaer kaxaoro o0yvaromerocsi pabounM MEeCTOM B KOMITBIOTEPHOM KJlacce

B COOTBETCTBUHU C 00bEMOM M3yUaeMbIX TUCIUILINH, 00€CIIeYnBaeT BHIXO/ B ceTh IHTEepHET.

[Tomemienust A CaMOCTOSTENBHOW pPabOThl OOYHYAIOUIMXCS BKJIIOYAIOT CIIECAYIOUIYIO
OCHAIlICHHOCTh: CTOJIbI AyJUTOPHBIC, CTYJIb4, JOCKHN ayAUTOPHBIC, KOMITBIOTCPLL C
MOJKJIFOYEHUEM K JIOKAJTbHOW CETH MHCTUTYTA (BKJIIOYas MPAaBOBbIE CUCTEMBI) U MIHTEpHET.

Jns  w3ydeHus  y4yeOHOM  TUCHUIUIMHBI ~ UCHONB3YIOTCS  aBTOMAaTHU3MPOBAHHAS
O6ubnuoreyHas WHPOPMALMOHHAS CHUCTEMa M JJIEKTPOHHBIE OMOIMOTEYHBIE CHCTEMBI:
«YuuBepcuterckas  Omommoreka  ONLINE»,  «DnexkrpoHHO-OMONHMOTEYHass  cUcTeMa
m3narensctBa  JIAHb», «DnekTtpoHHO-OMOMMoOTeUHass cucreMa wu3narenabcTtBa «HOpaiT»,
«OnekTponHo-ombmmoreunass cuctema IPRbooks», «Hayunas »snextponHas OubmnoTeka
eLIBRARY» u ap.
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Ilpunoocenue 1

®OH/J] OLIEHOYHBIX CPEJICTB IPOMEXKYTOYHOM ATTECTALIUA

b1.B.0/[.21 JOKYMEHTOBEJIEHUE
HauUMeHO8aHue OUCYUNIUHBL (MOOYAA)/ NPAKMUKY

ABTOP. KaH/. COITMOJI. HaYK, TOTICHT Kadeapsl KoprmopaTHBHOTO ypaBicHus Kopmmkora E.B.
Ko u HaumeHoBanue HanpaBJjieHust noarorosku: 39.03.01 Counonorus

Mpoduas: CounanbHasi CTPYKTypa, COLUANTBHBIC HHCTUTYTHI U MPOLIECCH

KBamnduxamus (cTeneHb) BHIMNYCKHUKA: OaKaiaBp

®opma 00ydeHUs: OUHAs

IMpakTnyeckmne 3agaHus

1. TloaroToBhTE THUTYIBHBIA JUCT HCCIEAOBATEILCKOW pPabOTHI(TEMy BBIOCPHUTE CAMOCTOSTEIBHO) C
co0JroieHreM TpeOOBaHUH K JIOKyMEHTY

2. [MonroToBhTe MakeT cTeHOrpadUIECKOro oTYeTa (POKYC-TpYNIBI(TEMY BBIOEPUTE CAMOCTOSATENLHO) C
coO0JII0IeHeM TPeOOBaHUM K JOKYMEHTY

3. IloxroroBpTe MakeT mpoekTa «OCOOCHHOCTH MPUMEHEHHs] METOJ/la KOHTEHT-aHAIu3a MPH H3YYeHHUU
BIIUSIHUSL COBPEMEHHBIX TIECEH HA MOBEICHUE MOJIOICKU»

4. TloaroroBbTe MaKeT MPOTOKOJA-HAOIIOMECHUA(TEMY BBIOEPHUTE CAMOCTOSTEIIBHO) C COOIIOACHHEM
TpeOOBaHUI K TJOKYMCHTY

5. IloAroToBbTE MakKeT OPraHU3alMOHHOTO IUIaHA HCCICIOBAHUSA(TEMY BBIOEPHTE CAMOCTOSITEIIBHO) C
co0JII0IeHeM TPeOOBaHUM K JOKYMEHTY

6. TloaroToBbTe MakeT THEBHHMKA HAOMIOJCHHS (TEMYy BBIOEPHTE CaMOCTOSTEIHHO) C COOIOJCHHUEM
TpeOOBaHMIA K TOKYMEHTY

7. TloaroToBbTE MakeT KOIUPOBOYHBIX TaOJMIl (TEMy BBIOESPHUTE CAMOCTOSTEIHHO) C COOJIOJACHUEM
TpeOOBaHMI K TOKYMEHTY

8. IMoaroroBrTe MakeT KapTOYCK HAONMIOJCHHS (TEMYy BBIOEPHUTE CaMOCTOSTEIBHO)C COOJIOJICHUEM
TpeOOBaHMI K TOKYMEHTY

9. TlomroroBbTe MaKeT KJIAaCCU(PUKATOPOB (TeMy BBIOEpHUTE CaMOCTOSATEIHLHO)C COOJIOICHUEM
TpeOOBaHMH K TOKYMEHTY

10. IloaroToBbTE MaKeT aHATUTHYCCKOW 3aMMCKU (TeMy BBIOCPUTE CAMOCTOSTEIHHO)C COOJIIOICHHEM
TpeOOBaHUIA K JOKYMCHTY

11. IToaroToBhTE MaKET OTYETA IO pe3yibTaTaM HCCICIOBAHUSA (TEMy BBIOCPHUTE CaMOCTOSTEIHHO)C
coOJroieHreM TpeOOBaHUH K IOKyMEHTY

12. PaspaboraiitTe AOHKHOCTHOE IIONOKEHUE OTHOM W3 OJDKHOCTEH COIMOJOTa C COOJIIOJICHHUEM
TpeOOBaHMI K JOKYMEHTY, JMOO TIOJOXCHHE CTPYKTYPHOTO TOJPA3CICHUS COIMOIOTUYECKON
OpraHu3allHy.

13. BreiOepute ropumudeckyro (GpopMy MpearnoiaraeMoil (UPMBI, OCYIIECTBISIOMICH COIMOIOTHYECKUE
yciyru. PazpaboraiiTe v onmuImmTe mpenoiaracMble OCHOBHBIE (YCTaBHBIE) BHIBI ACSITCIIBHOCTH (HPMEL.
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14. C ucCnonb30BaHHEM WMEIOIIUXCA 3HAHUM O TOM, YTO TAaKOE KOMIIO3WIIMS CTaThH, OTYETA,
BCIIOMOTATEJIbHBIA ammapar MmyOnukanuy, OHOIHOrpaduIeckoe OMHCAHHE TOKYMEHTA, MOATOTOBBTE
OTYET TI0 MCCIIEJOBAHUIO B 3aBUCIMOCTH OT C(HOPMYITHPOBAHHOTO 3aKa3a.

15. IloaroToBBTE MAaKET PEICH3UH HA CTAThIO, B COOTBETCTBUH C TPEOOBAHMSIMH K JOKYMEHTY.

16. IloarotoBbTe MaKeT CONPOBOAUTEIBLHOTO NHChbMAa K HAyYHOM CTaThe, B COOTBETCTBUHU C
TpeOOBaHMSIMH K TOKYMEHTY.

17. IloaroToBbTE MaKeT MUCHbMA, B KOTOPOM Bbl TapaHTUPYETE OPUTHMHAIBHOCTh CBOCH HAYYHOU CTAaThH\,
B COOTBETCTBHH C TPEOOBAHMSIMH K JOKYMCHTY.

18. HOI[FOTOBBTC MaKeT BHCIITHCH PCUCH3UHU HAa CTAaTbIO, B COOTBCTCTBUU C Tp€6OBaHI/I$IMI/I K JOKYMCHTY.

19. TIloarotoBbTe BBOAHYIO YacTh HPOTPaMMBI COIMOJIOTMYECKOTO HCCICIOBaHMs (TeMy BhIOepHTe
CaMOCTOSITEITLHO) ¢ COOMo/IeHneM TpeOOBaHU K JOKYMEHTY.

20. CocTaBbTe MHCTPYKLHUIO AJISl COLMOJIOTa-3THOrpada, ¢ cCoOIoAeHueM TpeOOBaHUHM K TOKYMEHTY.
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