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Pa3znen 1. Oprann3anuoHHO-MeTOAMYECKHUI pa3ae

1.1. lesm ocBoeHMsI AUCUUTJIMHBI

Hucuunimna  «/lokymenToBenenne» Bxoautr B «YHacrb, ¢(opMupyemMyr0 Y4YacTHHKAMU
00pa3oBaTeJIbHBIX OTHOLIEHH I JTUCIUIUIMH TIOATOTOBKH OOYYAIOIIMXCS 10 HAMPaBICHUIO
noarotoBku «40.03.01 KOpucnpyaeHuusi, HanpapjJeHHOCTh (mpoduib) «YacTHoe W mMyOJaIMYHOE
NnpaBo».

Llenbr0 QUCHUIUIMHBI IBIsiCTCS (hopMupoBaHue KommeTrenuuid (¢ coomseemcemeuu ¢ @I'OC BO u
mpebosanuaMU K pe3yIbmamam 0C80eHUsL OCHOBHOU NPOGeccUOHATbHOU 00paA3068amMeNbHOU NPOSPAMMbL
(OI1OI1 BO)):

YK-2 CnocoGen ompeaeasiTb KpPyr 3aJay B paMKaxX MOCTABJIEHHOH IeJH W BbIOUPATH
oNnTHUMAJIbHbIE CIOCOOBI MX pelleHHs, HCXOJsl M3 [IeCTBYIOIIMX NPABOBBIX HOPM, HUMEKIIUXCS
pecypcoB U OrpaHUYeHH

JdecKpunTopbl yHUBEPCAJIbHBIX KOMIIETEHIMI:

VYK-2.1.CriocobeH BbIOpaTh ONTUMAIBHBIE CIOCOOBI Pa3pabdOTKU TPOEKTa, OINPENEICHUU ero
KOHEYHOH IIeJIU, UCXOAS U3 JACUCTBYIOIIMX IPABOBBIX HOPM, UMEIOIIUXCS MAaTepPHAIbHBIX U TPYAOBBIX
peCypcoB, OTpaHUYECHU I

YK-2.2. CnocobeH ompenenuTh Kpyr 3agad B paMKax IMOCTaBIEHHOW IENHU TpU pa3paboTKe U
pean3aluu MpoeKTa

B pesynbraTe OCBOCHHS TUCIUIUIMHBI Y CTYACHTOB JOJDKHBI OBITH CHOPMHUPOBAHBI MHAMKATOPHI

KOMIIETEHIIUH .

O06o0mennas Kon u HaumenoBanue | Koa m HamMeHOBaHHe HHAMKATOPA J0CTUKEHUS
TpyaoBas pyHknus/ AEeCKpUNTOpa komnerenuuii (u3 I1C)
TpyAoBas PyHKIUSA KOMIIeTEeHIIUI

IIC «Cnenmajauct mo VK-2.1.Criocoben | 3nanue:
onepanusm ¢ | BeiOpars ontumanbhble | [IC 09.003 «ChnemmaaucT Mo omepamusiM ¢
HEIBHKHMOCTHI0» croco0bl  pa3pabOTKU | HEABHKHUMOCTHIO»:
C. PykoBoacrBo | npoekta, omnpexaenenun | UJI-1YK-2.1 Tlopsgok m MHCTpYMEHTHI B cdepe
areHTCTBOM €ro KOHEYHOM 1enu, | PUHAHCOBOTO  KPEIWTOBAaHHWS M  CTPaXOBaHUA
HEJBUKUMOCTH UCXOIS u3 | o0bekToB HenBmkUMOcTH(C/01.6)
(CTPYKTYpPHBIM JENCTBYIOMINX
nojapasjejieHuemM) IIPaBOBBIX HopM, | [IC 09.002 «ChnemuajuctT mo KOHKYPEHTHOMY
C/01.6 UMEIOIIUXCA npaBy:
Opranuzanus yciIyra | MaTepHabHBIX u | U1-2YK-2.19koHoMHYeCKHe KaTeropun B
10 peanu3anun TPYIOBBIX pecypcoB, | KOHKypeHTHOM 1npaBe(A/01.6)
BCIHBIX MPAB U TIPaB | OTPAaHUYCHUI
TpeOoBaHuUs Ha Ymenus:
HEJBHYKUMOCTh U IC 09.003 «CoemmajaucT MmO omepamusiM ¢
KOHTPOJIb HEABUKMMOCTBIO»:
JeSITeIbHOCTH N-3YK-2.1CtaButb 3a1a4u paboTHHKaM
pabOTHUKOB B areHTCcTBa HEJBUKHUMOCTHU (cTpyKTYypHOTO
areHTCTBE MOJTpa3 IeIIeHN ) " KOHTPOJMPOBATH 1704
HEJIBUKUMOCTH WU B BeimostHeHHe(C/01.6)
CTPYKTYpHOM
MO/Ipa3/ieNICHUN; IIC 09.002 «CnenuajucT MO KOHKYPEHTHOMY
c npaBy:
N-4YK-2.1CocTaBnsrts, cobupartp u
«Cnennaaucr no
MOJITOTABIIUBATh  TPOEKTHI  JOKYMEHTOB IS
KOHKYPEHTHOMY
) MPEJCTaBICHUS] ~ MHTEPECOB  OpraHu3alud B
npaBy»:
A. BelOMOraTelnHast CyneOHBIX M aIMUHUCTPATUBHBIX opranax(A/02.6)
e TeJIbHOCTh no
Haeviku u (unu) onveim oessmenvrocmu:
NpPaBoOBOMY

CONPOBOKIACHUIO U

IIC 09.003 «Cneuuanucr mno omepanusaM ¢




(nm) KOHTPOJII0
COOTBETCTBHUA
AeSITeIbHOCTH
OpraHu3anui
TpeOOBAHUAM
AHTHMOHOIIOJILHOT'0
3aKOHOATEIbCTBA
Poccuiickoi
Denepauuu

A/01.6 Coop u
IIpEeABaPUTEIILHBIN
aHaIM3  JIaHHBIX O
COOTBETCTBUU
NEeSATEIbHOCTH
OpraHu3aluu
TpeOOBaHUSIM
AHTUMOHOIIOJILHOTO
3aKOHO/IaTEIbCTBA
Poccuiickoit
Oenepanun; A/02.6
IIpencraBnenue
HUHTEPECOB
OpraHu3al B CyJax
U aHTUMOHOIIOIBHBIX
opraHax.

HEABH/KHMOCTLIO»:
NJI-5YK-2.1IToctanoBKa 3a7a4 paboTHHKaM
areHTCTBa HEIBUKUMOCTHU (cTpyKTYypHOTO
TIOIpa3 ICIICHNS ) u KOHTPOJIb 3a ux

BeinostHeHHEM(C/01.6)

IIC 09.002 «CnenuajucT mo0 KOHKYPEHTHOMY
npaBy:
N-6YK-2.1IToaroroBka mpoeKTOB JOKYMEHTOB
JUIS TIPEJICTaBJICHUS] HHTEPECOB B CYACOHBIX
aJIMUHUCTpAaTUBHBIX opraHax(A/02.6)

IIC «Cnenuajaucr mno
onepanusiMm c
HEJABUKMMOCTbIO)
C. PykoBoacrBo
areHTCTBOM
HEJABUKHMOCTH
(CTPYKTYpPHBIM
nojapasaesieHueM)
C/01.6
Opranuzanus yciayru
0 pean3alu
BELIHBIX MPaB U IIPaB
TpeOoBaHUS Ha

VK-2.2. Cnocoben
OIpeNieNUTh Kpyr 3ajau
B PaMKax IOCTaBJICHHOU
LEeNU NpH pa3paboTKe U
peanu3aiuu npoeKkTa

3nanue:

IIC 09.003 «CnenuajucT MO ONepamusiMm ¢
HEJIBHKHMOCTBIO»:

N-1YK-2.2Ctannaptsl u WUHCTPYKLUU
npoecCHOHATBHOW ~ JIeATEIIBHOCTH, paBUIIa
MPEIOCTaBICHUsT yCAYyr Ha PBIHKE  HEXHION

nensmwxkumoctu (C/01.6)

IC 09.002 «CneuuajaucT mo KOHKYPEHTHOMY
npaBy:

N-2YK-2.29k0HOMUYECKHE
KOHKypeHTHOM 11paBe(A/02.6).

KaTeropuu B

HEIBUKUMOCTb U Ymenus:
KOHTPOJIb IIC 09.003 «Cneuuanaucr mno omepanusM ¢
JeSATeNbHOCTH HEIBHKMMOCTBIO»:
pabOTHUKOB B N-3YK-2.2ITnanupoBate paboTy CTPYKTYpHOTO
areHTCTBE MOJIpa3/ieeHus WIH areHTCTBa
HEIBIHKUMOCTH WIN B HenBmwxkuMoctu(C/01.6)
CTPYKTYPHOM
MoApa3elICHNN; IIC 09.002 «CnemmajucT MO KOHKYPEHTHOMY
c npaBy:

N-4YK-2.2ITpoBepsTh KOMILJIEKTHOCTD
«Crneuuajauncr no

JOKYMEHTOB  JUIi  TPEJACTaBICHUS  HUHTEPECOB
KOHKYPEHTHOMY

OpraHu3aliii B CYIEOHBIX M aJMHUHUCTPATHBHBIX
npasy»: opranax(A/02.6)
A. BenomorarenbHast P )
AeATETbHOCTD no

Hasviku u (unu) onvim oesmenbHocmu.
MPaBOBOMY




CONMPOBOXKIACHUID H
(um) KOHTPOJII0
COOTBETCTBHS
JesITeJIbHOCTH
Opra”u3anui
TpeOOBaAHUAM
AHTHMOHOIIOJILHOI0
3aK0HOJATEJbCTBA
Poccuiickoi
Denepanun

A/02.6
[IpencraBnenue
WHTEPECOB
OpraHu3alu B CyJax
A aHTUMOHOIIOJBHBIX
opraHax.

IIC 09.003 «Cneuuanucr mno omnepanusaM ¢
HeIBH:KHMOCTHIO»:

N-5YK-2.20npenenenue HampaBieHUi, BBIOOD
TEXHOJIOTUI JeSITeNbHOCTH CTPYKTYPHOTO
nojpasjiesieHust (areHTCTBa HEJIBWKUMOCTH) IO
peanu3anuu paB Ha HE/IBYKUMOE
umymectBo(C/01.6)

IIC 09.002 «CnenmajaucT MO0 KOHKYPEHTHOMY
npaey:
NJI-6YK-2.2IToaroroBka NpoeKTOB JOKYMEHTOB
IS TIPEJICTABIICHHSI HHTEPECOB B CY/ICOHBIX U
aJIMUHUCTPAaTUBHBIX opraHax(A/02.6)

1.2. MecTo nucunmiaunsl B crpykrype OIIOII BO
nanpasienus noarorosku «40.03.01 FOpucnpynennusi, HanpaBJjeHHOCTh (Mpoduiin) «HacTHoe U
ny0JIM4YHOE MPAaB0O»

e IpenmecTByIonye AMCIHHITHHBI Toc/ey oHe AHCIHILIHAbL
(IMCUMITMHBI, H3y4YaeMble MapaieJibHO)
1 2 3
1. | Opunnueckas TeXHUKA VcriomHATEIHOE IPOU3BOACTBO
2. | I'paxxganckoe mpaBo
3. | TpymoBoe npaBo
4. | IlpodeccroHanpHas THKA
5.

IlocnedosamenvrHocms hopmuposanus KomMnemeHyull 8 YKA3AHHbIX OUCYUNIUHAX MOdcem Oblmb
U3MEHEeHA 8 3a8UCUMOCIU Om POpMbL U CPOKA OOYUeHUs, a MaKdice NPenooasaHusi ¢ UCNONb308aHUEM

aucmaHl/;MOHHle mexHoi02ull o6yquuﬂ.

1.3. HopmaTuBHasi JOKyMeHTaLHs
Pabouas nporpamma y4eOHOM JUCHUIUIMHBI COCTaBJIEHA Ha OCHOBE:

denepanbHOr0 TOCYIAPCTBEHHOTO 00pa30BaTEIbHOTO CTAaHAAPTa BBICHIEr0 O00pa30BaHUS IO

HanpasneHuto noarotoBku «40.03.01 FOpucnpyaenuus»,

VYyebHoro rmrana HampasieHuss moarotoBkn «40.03.01 KOpucnpyaeHuusi, HanpaBJIeHHOCTH

(mpoduan) «YacTHoe n nydauuHoe npao» 2024 rona HaOopa;

O6pa3sia paboueit mporpammsl yaeOHoH aucrumuinHbl (mpuka3z Ne 113-O ot 01.09.2021 r.).




Pasznea 2. Temaruuyeckuii IJIaH

Ounas ¢popma 00yueHus (MOJTHBIH CPOK)

TpyroemkocThb Kon
AYIHTOpPHBIE 3aHATHS HHIMKATOPA H
Ne Tema TUCHUILIMHBI JAeCKpHUITOpa
Beero | ol m3 iz, c3) | €O | nocrmsenns
KOMIIEeTeHI U
1 2 3 4 5 6 7
OcHoBHBIE TIOHATHUS B 001aCcTH Na-1YK-2.1,
1 | moxymeHTHpOBaHUS 6 2 4 NJ1-2YK-2.1,
NJI-3VK-2.1
HopmaTtuBHo — MeTouueckue Na-4YK-2.1,
2 | OCHOBBI JIOKYMEHTAIIHOHHOTO 10 4 4 2 NJ1-5YK-2.1,
o0ecrnieueHus yrpaBIeHUs NJI-6YK-2.1
Opranu3zanmoHHO-IIPaBOBas N1a-1YK-2.1,
3 | cucrema OKyMEHTAIUN 6 2 2 2 Na-2YK-2.1,
NJI-3YK-2.1
Opranu3zanuoHHo- Na-4YK-2.1,
4 | pacriopsauTeNbHAs CUCTEMA 8 2 2 4 NJI-5YK-2.1,
NJ-6YK-2.1
HNudopmanimoHHo-cripaBoyHas N1-1YK-2.1,
5 | cuctema 4 4 Na-2VK-2.1,
NJI-3YK-2.1
OcHoBHBIE POPMBI Na-4YK-2.1,
6 | mokymMmeHTOoOOOpOTa B 6 2 4 NJI-5YK-2.1,
OpraHu3alNH NJ-6YK-2.1
;JZTI[(LI\;ZZI/EHpOBaHHHe WJ-1YK-2.2,
7 8 2 2 4 N-2YK-2.2
JTOKYMEHTAI[MIOHHOM
YIIpaBICHUN
CocraBnenue u opopmiieHue NN-3YK-2.2,
8 | OCHOBHBIX BHJIOB 8 2 2 4 N-4YK-2.2
yIPaBICHUYECKUX JOKYMEHTOB
Ocobennoctu 0hoOpMIICHUS U NN-4YK-2.2,
9 BEJICHUSI IOKYMEHTAlLIUH 110 8 2 5 4 NJI-5YK-2.2,
JUYHOMY COCTaBYy NJ-6YK-2.2
Opranuzanus NJ-6YK-2.1
10 JIOKYMEHTOO0O0pOTA. 8 9 5 4 NI-1YK-2.2
CucremaTu3zanus 1 XpaHeHHE N-2YK-2.2
JTIOKYMEHTOB
Buja npoMexyTOYHOI aTTecTAlNU
(3auer)
Htoro 72 18 18 36
3aounast popma o0yueHus (I10JIHBIN CPOK)
TpyroeMkocThb Kon
AyIMTOPHBIE 3aAHITHUS HHIANKATOPA H
Ne Tema TUCHUILIMHBI JAeCKpHUITOpa
Beero J 3 (J13, C3) CPO AOCTHIKEHUSI
KOMIIEeTeHIU




1 2 3 4 5 6 7
OCHOBHBIE ITOHATHUA B 00J1aCTH NI-1YK-2.1,
1 | moxymeHTHUpOBaHUS 6 6 Na-2yK-2.1,
NJ-3VK-2.1
HopmaTtuBHo — MeToanueckue NI-4YK-2.1,
2 | OCHOBBI JIOKYMEHTAIIUOHHOTO 10 2 2 6 NJ1-5YK-2.1,
obecrieueHus ynpaBiaeHUs NJI-6YK-2.1
Opranu3aiuoHHO-TIPABOBAs Na-1vK-2.1,
3 | cuctema TOKyMEHTAIUH 8 2 6 NJ1-2YK-2.1,
NJ-3YK-2.1
Opraau3annoHHO- N/1-4YK-2.1,
4 | pacniopsiguTebHas CUCTEMA 6 6 NA-5YK-2.1,
NJI-6YK-2.1
HNudopmMannoHHO-CIIpaBOYHAs NA-1YK-2.1,
5 | cucrema 6 6 NJI-2YK-2.1,
NJ-3YK-2.1
OcHoBHbIE (HOPMBI Na-4vK-2.1,
6 | mokymMmeHTOOOOpOTA B 6 6 NA-5YK-2.1,
OpraHu3aIuu HNJI-6YK-2.1
ABTOMaTU3UPOBAHHBIE WJT-1VK-2.2,
7 | chencTBa B 6 6 | HA-2YK-2.2
JIOKYMEHTAI[MOHHOM
yIpaBIeHUU
Cocrasyienue u opopmiieHue NA-3YK-2.2,
8 | OCHOBHBIX BUIOB 6 6 HNJ1-4YK-2.2
YIIPaBICHYCCKUX JOKYMEHTOB
Ocobennoctu 0popMIICHUS U NA-4YK-2.2,
g | BEACHHS TOKYMEHTAIIH 110 6 6 NA-5YK-2.2,
JUYHOMY COCTaBY NA-6YK-2.2
Opraau3zanus NI-6YK-2.1
10 JIOKyMEHTO000pOoTA. 8 8 NA-1YK-2.2
CuctemaTtuzanusi 1 XpaHeHUE NI-2YK-2.2
JTOKYMEHTOB
Bua npoMekyTo4yHoOi aTTecTannu 4
(3auer)
Hroro 72 4 2 62

3aounas opma o0yuenus (yckopennoe ooyuenue na 6aze CI1O, BO, nosinoe yckopenHoe

odyueHue)
TpyroeMkocTh Kon
AyIMTOPHBIE 3aAHITHUS HHIHKATOPA H
No Tema AuCHMIIMHBI JAecKpunTopa
Beero | n  m3 s, c3) | PO | nocrmwenus
KOMIIeTEeHIH
1 2 3 4 5 6 7
OcHOBHBIE TIOHATHSA B 00JaCTH Na-1vK-2.1,
1 | moxymeHTHpOBaHUS 6 6 Na-2vyK-2.1,
NJI-3YK-2.1
HopmarusHo — MeTomueckue NA-4YK-2.1,
2 | OCHOBBI IOKYMEHTAIIHOHHOTO 10 2 2 6 Na-5YK-2.1,
obecrieueHus yrpaBiaeHUs NJ-6YK-2.1




Opranu3alnoOHHO-TIPaBOBas NA-1YK-2.1,
3 | cucrema TOKyMEHTaIlUH 8 2 6 NJ1-2YK-2.1,
NJ-3VK-2.1
Opraau3anoHHO- NJ1-4YK-2.1,
4 | pacriopsauTeNbHas CUCTEMA 8 2 6 N-5YK-2.1,
NJI-6YK-2.1
WudopmannoHHO-cripaBOYHast NA-1YK-2.1,
5 | cucrema 6 6 NJ1-2YK-2.1,
NJI-3VK-2.1
OcHoBHbIE POPMBI NI-4YK-2.1,
6 | mokyMeHTo0OOpOTa B 6 6 NJ1-5YK-2.1,
OpraHu3alu NJI-6YK-2.1
ABTOMaTHU3UPOBAHHbBIE VJI-1YK-2.2,
A 6 6 |UJI-2YK-22
JOKYMEHTAI[HOHHOM
yIpaBICHUN
CocraBnenue u 0OpMIICHHUE N/1-3YK-2.2,
8 | OCHOBHBIX BHJIOB 6 6 N-4YK-2.2
YIPaBJICHYCCKUX JIOKYMEHTOB
OcobenHoctr 0popMIICHUS U N-4YK-2.2,
9 BEJICHUS TOKYMEHTAIIMH T10 6 6 NJI-5YK-2.2,
JIUYHOMY COCTaBYy N-6YK-2.2
Opranuzanus NI-6YK-2.1
10 JOKYMEHTO000poTA. 5 5 NJI-1YK-2.2
Cucremaru3zanus U XpaHeHUE N-2YK-2.2
JOKYMEHTOB
Bua npoMexyTo4HOM aTTecTALMHA 4
(3auer)
HTtoro 72 4 4 60

OuHo-3204Hasi opMa 00y4YeHUs (MOJHBI CPOK, YCKOPEHHOE 00yUeHNe, 0JIHOEe YCKOPEHHOE 00y4eHue)

TpyroeMkocThb Kon

AyIMTOPHBIE 3aAHITHS HHIANKATOPA H

Ne Tema TUCHUILIMHBI JAecKpUITOpa

Beero J 3 (J13, C3) CPO AOCTHKEHUSI

KOMIIEeTeHIUM

1 2 3 4 5 6 7

OcHoBHbIE TIOHATHUS B 0071aCTH Na-1YK-2.1,
1 JTIOKYMEHTHUPOBAHHUS 6 NI-2VK-2.1,
NJI-3VK-2.1
HopmaTtuBHo — MeToguueckue NJ1-4YK-2.1,
2 OCHOBBI JJOKYMEHTAIIMOHHOTO 10 2 2 NJI-5YK-2.1,
obecrieueHus yrpaBieHUs NJ-6YK-2.1
Oprann3anmoHHO-TIPaBOBas Na-1YK-2.1,
3 CHUCTEMa JOKYMEHTaluu 8 2 N-2YK-2.1,
NJ-3VK-2.1
Opranu3zanuoHHo- NJ1-4YK-2.1,
4 pacropsiIuTeNbHAsE CHCTEMAa 10 2 2 N-5YK-2.1,
NJI-6YK-2.1
NudopmannonHo-cripaBoyHast Na-1VK-2.1,
5 cucTeMa 6 NJ1-2YK-2.1,
NJI-3YK-2.1




OcHoBHbBIE (HOPMBI Na-4vyK-2.1,
6 JIOKYMEHTO000pOTa B 10 2 2 6 NJ1-5YK-2.1,
OpraHu3aIn NJI-6YK-2.1
CABeTOCI\;s;I/I]:I/IpOBaHHBIe VJ-1YK-2.2,
7 peaL 6 6 WJI-2YK-2.2
JIOKYMEHTAIMOHHOM
yIpaBICHUU
CocraBnenue u 0)OpMIICHHE N-3YK-2.2,
8 OCHOBHBIX BHJIOB 6 2 4 NI-4YK-2.2
YIPaBJICHYECKUX JIOKYMEHTOB
Ocob6enHoctr ohopmMIICHHS U N-4YK-2.2,
9 BEJICHUS IOKYMEHTAIUU 10 6 2 4 NA-5YK-2.2,
JUYHOMY COCTaBY NJI-6YK-2.2
Opranuzanus NJ-6YK-2.1
10 JIOKyMEHTO000pOTA. 4 4 Na-1YK-2.2
CucreMaru3zaius U XpaHeHue HUJI-2YK-2.2
JIOKYMEHTOB
Bua npomMeXyToYHON aTTeCTAIUH 4
(3auer)
Hroro 72 10 8 54

Paznen 3. Conep:kaHue TMCHUTIMHBI
3.1. Conep:xaHue TUCUHMILINHBI

Tema 1. OcHOBHBbIC NOHATHS B 00/1aCTH IOKYMEHTHPOBAHUS

OCHOBHBIE TEPMUHBI U ONpEAETIeHNUs B 00JIACTH JIOKYMEHTALMOHHOTO 00ECIeUeHHUs yIpaBlIeHHs.
I'OCT P51141-98 «/lenonpou3BoiCTBO U apXUBHOE Jei0. TepMHUHBI M ONpENeNeHUs». 3HAU€HHE U
CBOWCTBA JOKYMEHTa Kak HocuTens uHpopManuu. OyHKIMM yIpaBleHUYECKUX JOKYMEHTOB: 00OILIMe U
cnenuduueckre. OOmME MOHATHS O CHUCTEMax JIOKYMEHTAalUWW. YHUQHUKaLUs W CTaHAapTU3aLUs
JOKYMEHTOB. YHH(HUIMPOBAaHHAs CHCTEMa OpPraHU3allMOHHO — PpaCHOPSIUTENbHON JTOKYMEHTAllUU.
OcHoBHBIE BUIbl OPIaHU3AIIMOHHO — PACTIOPSIIUTENIBHBIX JOKYMEHTOB U UX POJIb B CUCTEME YIPABIICHUS.

['ocymapcTBeHHBIE CTaHAAPTHI B OOJIACTH JOKYMEHTAIIMOHHOTO OO0ECHeueHHs! yIpaBlIeHHs.
OcHoBHble TOJIOKEHUSI ['OCyIapCTBEHHON CUCTEMBI JOKYMEHTAIIMOHHOTO OOECIeUeHUsl YIpaBICHUS.
AJMUHUCTpAaTUBHAs OTBETCTBEHHOCTb PYKOBOJIUTENEH U CIIEHUAIINCTOB OPraHU3alMi U NIPEANIPUATHH 3a
HapylICHHUE ACHCTBYIONIEr0 3aKOHOAATENbCTBA 110 ApXUBHOMY JIENY.

Tema 2. HopmaTuBHO — MeToAM4YeCKHE OCHOBBI TOKYMEHTALMOHHOr0 odecreYyeHus
ynpasJieHHSs.
PaccmatpuBatores BOIIPOCHI HOPMAaTHUBHO-METOAMYECKOTO peryJIupoBaHUs CUCTEM

I[OKyMCHTOOﬁOpOTa B OpraHu3alvv, HOPMATUBHBIC AKTLHI, IMOJIOKCHHA W CTPYKTypa PETYJIUPOBAHUA
JOKYMECHTOABHIKCHUA.

Tema 3. Opranu3aniMOHHO-NPABOBAasi CUCTEMA JOKYMEHTAIUM.
B nexiuu pa3bupaeTrcs Ha3HauYeHHE, COCTaB U JIBHKEHHE IOKYMEHTOB OpraHU3allMOHHO-TIPaBOBON
CUCTEMBI TOKYMCHTAIIUU U €€ OCHOBHBIC XapaKTECPHUCTHUKU.

Tema 4. Opranu3aniuOHHO-PACIIOPSAANTEIbLHAS CUCTEMA.
B nexuum pa3bupaeTcs Ha3HAUYEHHE, COCTAaB W JBIJKCHHE JOKYMEHTOB OpraHW3allMOHHO-
paCHOPﬂI(HTeHBHOﬁ CHUCTEMbI JOKYMCHTAIlUU U €€ OCHOBHBIC XapaKTCPUCTHUKHU.

Tema 5. UH(popManiuOHHO-CIIPABOYHAS CUCTEMA.
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B nekmuu pazbupaercss Ha3Hau€HUE, COCTaB M JBUIKCHUE JIOKYMEHTOB WH()OPMAIMOHHO-
CIPAaBOYHON CHUCTEMBI TOKYMEHTaUU (OpPMBI U €€ OCHOBHBIE XapaKTEPUCTHKH.

Tema 6. OcHoBHBIE GOPMBI JOKYMEHTO000POTA B OPraHU3alMH.
PaccmaTpuBaroTCsl TpaIUIIMOHHAS U AJIEKTPOHHAsE (JOPMBI JOKYMEHTOO0OpOTa, a TaKXKe MOPSI0K
paboThI ¢ BXOJSIIMMH, BHYTPEHHUMH U UCXOSAIIMMH JOKYMEHTaMHU.

Tema 7. ABTOMATH3UPOBAHHBIE CPEACTBA B IOKYMEHTALMOHHOM YIIPaBJICHHH.
Paz0uparorcsi aBTOMAaTU3MPOBAaHHBIE KOMIIBIOTEPHBIE MPOTPAMMBI, TO3BOJISIONINE COKPATUTH
BpeMs 0pOpMIICHHS], IEPEABUKEHHSI JOKYMEHTOB U UX L[€JIEBOE UCIIOIb30BAHUE.

Tema 8. CocTaBiieHue u opopMJIeHHEe OCHOBHBIX BU/I0OB YIIPABJIeHYECKHUX JIOKYMEHTOB.

bnanku nokymentoB. dopma M conepxaHue ciykebHoro mokymentra. ®opmynsp. PexBuzuthl
YIOpaBIEHYECKMX JOKYMEHTOB UX 3HaueHue. CTpyKTypa TeKCTa M OCOOCHHOCTH O(OpMIICHUS
YIPaBIEHYECKUX TOKYMEHTOB. OTBETCTBEHHOCTH ITPHU OPOPMIICHUN JOKYMEHTOB.

Tema 9. OcodeHnocT oopmiieHNs U BeleHUsI JOKYMEHTAIIMHU 110 JTUYHOMY COCTABY.

OOmiass xapakTepuCTHKa W Ha3HA4YeHHE JOKYMEHTAllUU IO JUYHOMY cocTaBy. OcoOeHHOCTH
JOKYMEHTUPOBAHUS TPYAOBBIX TpaBOOTHOIICHHW (odopmileHne mnpuemMa Ha paboTy, TmepeBoja,
YBOJIBHECHUS, KOMaHIMPOBKH, OTIYCKa). BeleHue TpynOBBIX KHIDKEK. BocruTaHHe OTBETCTBEHHOCTH,
00pPOCOBECTHOCTHU MPU OPOPMIICHUHU JOKYMEHTOB, BIUSIFOIIUX HA CTaXK COTPYAHHKA.

Tema 10. Opranuzanus 10KyMeHT0000poTa. CucTeMaTH3alMs M XpaHeHUe IOKYMEHTOB.

Opranuzanus JOKYMEHTOOOOpOTa: perucTpanus U ABMKEHHE JOoKyMeHTOB. HomeHknaTypa nein
OpraHu3aliu: cojJepkaHue, (opma, TOPSIIOK pa3padoTku u ynpaBieHus. OCHOBHBIE NpPU3HAKU
3aBefieHus jnen. llopsnok ¢opmupoBaHus JOKyMEHTOB B jena. CpokM XpaHEHHUs JOKYMEHTOB.
DkcnepTu3a LEHHOCTH JOKYMEHTOB. BblieneHue TOKYMEHTOB C HCTEKUIMMH CpPOKaMHM XpaHEHUS.
XpaHeHue U nepefaya JOKYMEHTOB.

3.2. ConepxxaHue NPAKTHYECKOT0 0J10KA M CUMILTHHBI

Ounas popma 00yueHus (MOJTHBIH CPOK)

Ne Tema npakTH4ecKOro (CEMHHAPCKOIo0, J1a00pPaTOPHOIO0) 3aHATHS
1 2
I13 1,2 | HopmaTuBHO — METOIMYECKHE OCHOBBI JOKYMEHTAIIMOHHOTO 00€CNeYeHNs YIPaBICHUS
I133 | Opranu3aiimoHHO-IPABOBAasi CUCTEMA JOKYMEHTAIH
I134 | Opraan3aniMOHHO-PACTIOPSAUTENbHAS CUCTEMA
I135 | OcHoBHBIE (POPMBI TOKYMEHTOOOOPOTA B OpraHU3alluu
I136 | ABromMaTu3upOBaHHBIE CPEACTBA B IOKYMEHTAIIMOHHOM YIPaBJICHUU
I137 | CocraBnenue u 0popMI€HHE OCHOBHBIX BUJIOB YIPABIEHYECKUX JOKYMEHTOB
I138 | OcobenHocTH 0opMIIEHHS U BEACHUS JOKYMEHTAIIMU 10 JIUYHOMY COCTaBY
I139 | Opraamzanus nokymeHToo00poTa. CrucTeMaTu3anus U XpaHeHHEe TOKYMEHTOB
3aounast popma o0yueHust (I10JIHBIN CPOK)

Ne Tema npakTH4YecKOro (CEMHHAPCKOr0, J1a00paTOPHOIo) 3aHATHS
1 2
I131 | HopmaTtuBHO — METOIMYECKHE OCHOBBI JOKYMEHTAI[MOHHOTO O0ECIeueHus yIpaBIeHUs

3aounas popma 00yueHus (yckopeHHoe o0yueHue Ha 0ase CIIO, BO, nosiHoe yckopeHHoe

o0yueHnme)
Ne Tema npakTH4YecKOro (CEMHHAPCKOr0, J1a00paTOPHOIo) 3aHATHS
1 2
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131 | HopMaTuBHO — METOMYECKHE OCHOBBI JOKYMEHTAIIMOHHOTO 00ECTICUYeHHsI YIIPaBJICHUS

[132 | Opraan3aniMOHHO-PACTIOPSANTENIbHAS CHCTEMA
Ouno-3a04yHasi popMa 00y4yeHus (MOJHBII CPOK, YCKOPEHHOE 00yUeHHe, 0JIHOEe YCKOPEHHOe 00yYeHne)
Ne Tema npakTH4ecKoro (CEeMHHAPCKOro, J1a00PATOPHOI0) 3aHATHUS
1 2
I131 | HopmaTtuBHO — METOIMYECKHE OCHOBBI JOKYMEHTAI[MOHHOTO O0ECIIeueHus yIpaBIeHUs

I13 2 | Opranu3anyoHHO-pacopsiAUTEIbHAS] CUCTEMA
133 | OcHoBHBIE (OPMBI JOKYMEHTOOOOPOTA B OPTaHU3AINH
[134 | CocraBnenue u opopMiIeHHE OCHOBHBIX BUJIOB YIPABIEHYECKUX TOKYMEHTOB
3.3. O0pa3oBaTesibHbIE TEXHOJIOTHU
Ounas popma o0yueHus (IOJHBII CPOK)
Bup yueoHoro Dopma / Metopr % y4eOHOTrO
No Tema 3ansiTHA HHTEPAKTUBHOIO
3aHATHSA BpeMeHH
o0yueHust
1 2 3 4 5
HopMmaruBHO — MmeToanyeckue
1 | OCHOBBI TOKYMEHTALIUOHHOTO I13 Keitic-meTon 100
o0ecrieyeHns yrpaBJIeHUs
9 Opranu3zalnoHHO-TIPaBOBast m JlenoBast urpa 100
CUCTEeMa JOKYMEHTAITU!
ABTOMaTH3UPOBAHHBIC
3 | cpeAcTBan I13 Keiic-meTon 100
JOKYMEHTAI[MOHHOM
yIpaBICHUN
CocraBienue 1 opopmiieHUE
4 | OCHOBHBIX BUJIOB I13 Keiic-meron 100
yIPaBICHUYECKUX JOKYMEHTOB
OcobenHoctu opopmileHUs U
5 | BeleHUs JOKYMEHTAIUH 110 I13 Keiic-meTon 100
JUIHOMY COCTaBY
Hroro % 27%

3aouyHas popma 00yueHus (MOJTHBINA CPOK)

®opma / Metoabl
Bun yuedHoro P . % yueGHOTO
Ne Tema 3ansaTus HHTEPAKTUBHOIO
3aAHATUA BpeMeHH
o0yueHust

1 2 3 4 5

HopmaTtuBHo — MeToguueckue
1 | OCHOBBI IOKYMEHTAIIHOHHOTO JL, I13 Keiic-meton 100

o0ecrnieueHus yrpaBIeHUs

Oprauu3anoHHO-IPaBoBas .
2 P 1 P 113 Keiic-meTon 100

cUCTEMa JOKYMEHTAIluu

Hroro % 33%

3aounas popma o0yuenns (yckopenHoe o0yuenue Ha 6aze CIIO, BO, nosiHoe yckopeHHOe

o0yuyeHme)

Ne Tema 3ausaTus

Bup yyeoHoro
3aHATHA

®opma / Metoasbl
HHTEPAKTUBHOIQ

% y4eOHOT0
BpeMeHH

1




o0yueHust
1 2 3 4 5

HopMmaruBHO — meToanveckue

1 | OCHOBBI JOKYMEHTAIIHOHHOTO JI, 113 Ketic-meTon 100
o0ecreyeHnsl ypaBiIeHUs
OpranuzanvoHHO-TIpaBOBast

2 | cucrema JOKyMEHTAIMU JI Keitic-meTon 100

3 OprasH3auonHo- 113 Ketic-meton 100
pacropsiiuTeIbHas CHCTEMa

Hroro % 33%

OuHo-3204Hasi popMa 00yUeHHUs (MOJHBIH CPOK, YCKOPEHHOE 00yUeHNe, 0JIHOEe YCKOPEHHOE 00y4eHue)

®dopma / MeToabl
Bup yyeoHoro P A % y4eOHOro
Ne Tema 3ansATHSA HHTEPAKTUBHOIO
3aHATHA BpeMeHU
o0yueHust

1 2 3 4 5

HopmaruBHO — meToanveckue
1 | OCHOBBI TOKYMEHTALIMOHHOTO I13 Ketic-meTon 100

o0OecrieyeH s ynpaBaeHUs

CocraBnenue u 0)OpMIICHHE
2 | OCHOBHBIX BHIOB I13 Keiic-meron 100

yIpaBICHYECKUX JOKYMEHTOB

Hroro % 50 %
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1.
12.
13.
14.
15.
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21.
22.

Pa3nes 4. Opranusanusi caMoOCTOATEJIBHOM padoThl 00y4YalOIMXCS

4.1. Opranu3anus caMOCTOATEJIbHOM padoThl 00y4ar0IMXCS

Ne pexomeHnayemoii
Ne Tema TUCHHUIINHBI Ne ponipocos p Ay
JUTEPATypPbl

1 2 3 4
OCHOBHBIE ITOHATHS B 00J1aCTH

1 1-6 1-6
JIOKYMEHTHUPOBAHUS
HopmaTuBHO — METOIMYECKUE OCHOBBI

2 | TOKYMEHTaIlMOHHOTO 00eCIIeueHuUs 7-12 1-6
yIpaBICHUS
Opra"au3anoHHO-IIPaBOBas CUCTEMA

3| P H p 13-18 1-6
JIOKYMEHTAIUU
Opra"au3aloHHO-PaCIOpAaUTENbHAS

4 | P H pactiopii 19-24 1-6
cucremMa

5 | NUadopmarmoHHoO-CcIIpaBOYHAs CUCTEMA 25-31 1-6
OcHoBHBIE (POPMEBI TOKYMEHTOO00POTA

6 bopme1 zoKcy p 32-38 1-6
B OpraHHu3aIuu
ABTOMAaTH3UPOBAHHLIE CPEICTBA B

7 p el 39-45 1-6
JIOKYMEHTAITMOHHOM YITPaBICHUH
Cocrasiienue 1 0hopMIIEHNE OCHOBHBIX

8 Gbop 46-52 1-6
BUJIOB YIIPABJICHUYECKUX JJOKYMCHTOB
Ocobennoctu 0hOPMIIEHHUS U BEACHUS

9 bop . 53-58 1-6
JIOKYMEHTAIUH TI0 JIMYHOMY COCTaBY
Opranuzanus J0OKyMeHT0000poTa.

10 | CucremaTu3anus 1 XpaHCHUE 59-66 1-6
JIOKYMEHTOB

IlepeyeHb BONPOCOB, BHLIHOCHMBIX HA CAMOCTOSAATEJIbHYIO padoTy 00y4yarommuxcst
Packpoiite nonsTHe: 1€10MPOU3BOJICTBO, JOKYMEHTUPOBAHUE, TOKYMEHTOOOOPOT.

Yro Takoe JOKYMEHT; O(pULIUaIbHbIN, JINYHBIH?
HazoBure ocHOBHBIE (DyHKLINN JOKYMEHTA.

ITo xakum BuaaM ACATCIbHOCTHU KJ'IaCCI/I(i)I/IL[I/Ipy}OTCSI ,[[OKYMCHTBI?
KakoBs1 XapPaKTCPHBIC OTINYHA HHAWBUAYAJIbHBIX JOKYMCHTOB OT TUITOBBIX ?
KakoBbl CpOKHU XpaHCHUA JOKYMCHTOB JOJIIOBPEMEHHOT'O U BPECMEHHOTO XpaHeHI/IH?

Uro Takoe opuruHa, Y4epHOBUK, KOTHS?

JlaiiTe XapaKTepUCTHKY JEIONPOU3BOJACTBA B J{peBHEpYCCKOM rocyaapcTae?
HazoBute ocHOBHBIE YepThl IPUKA3HOTO AECTONPOU3BO/ICTBA.

I[aﬁTe XapPaAKTCPUCTHUKY CUCTEMbBI KOJIJICIKCKOT'O ACIJIONPOU3BOJACTBA.

OcHOBHBIE IPUHIIUIIBI MUHUCTEPCKOTO JEJIONPOU3BOICTBA.
JlafiTe XapaKTEpUCTUKY JIEI0NPOU3BOICTBA B IEPBOM MMOIOBUHE XX BeEKa.
JlaliTe XapaKTEpUCTUKY JI€TONPOU3BOICTBA BO BTOPOM MOJ0BHMHE XX BEKa.

Kaxue ocHOBHBIE 3aK0OHBI perynupyoT JOY?

Kakoii ctanaapT ucronb3yroT it 0hOpMIICHHS OPTaHU3allMOHHO-PACTIOPSIAUTENbHBIX IOKYMEHTOB?
Yro moHUMaeTcs noJ yHUpHUKAIMEeH 1 cTaHAapTu3anueit?
Yro npexacrasiser coboit YHuduumpoanHas cuctema 1o0KkyMeHToB (JJOVY)?

C kakoii ienpto pa3padoran u BBeAeH B aeiictsue ['OCT P6.30-2003?

KakoB nopsiiok ucnosnap3oBaHus 1 oopmieHus repda u sM01emMbl Ha OJaHKaX TOKYMEHTOB?
Kakue TpeboBaHMs MpebsBIIsAIOTCS K 0hopMIIeHHIO pekBu3uTa «HaumMeHoBaHMe opraHu3anum?
Yto MoXkeT ObITh BKJIIOYEHO B COCTaB CIPABOYHBIX JJAHHBIX OPraHU3alun?

Yro mpencrtaBiseT CcoOOH pPEruCTpPalMOHHBIA HOMEp JOKYMEHTa,

odopmiieHus?
23. KaxoBbI BO3MOKHBIN COCTaB pEeKBU3UTA «AipecaTy U TpeOOBaHMS K €ro 0(hOpMIICHUIO?

U KaKOB IMOPAOOK Cro



24. KaxoBbl BapuaHTBl YTBEPXKICHHS JOKyMEHTa M TpeOOBaHUS K O(OPMIIEHUIO COOTBETCTBYIOILETO
pekBusuTa’?

25. KakoBbl Ha3HaueHUe peKBU3UTa «Pe30mIoIns» U MOPSIOK ero opopMIIeHuUs?

26. Kak opopMHTh peKBU3HUT «3aroJiOBOK K TEKCTY»?

27. KaxoBbl o61ie TpeOoBaHus K 0POPMIICHHIO TEKCTa JOKYMEHTOB U TIOPSIIOK MCIIOJIb30BAHUS SI3BIKOB
B opunmansHOM fenonpoussoactse Poccun?

28. Kakme tpeOoBaHMA TMpPenbsABIAIOTCS K O(OpMIIEHHIO pekBuznTa «OTMETKa O HAIHYUH
MIPUITOKEHUSI»?

29. Yto Bx0auT B cocTaB pekBusnuta «lloamnuce, u KakoB MOPSAOK ero opopMIIeHUs?

30. KaxoBbl TpeOoBaHMs K OGOpMIIEHUIO PEKBU3MTOB «I'pud coriacoBaHus AOKyMeHTa» U «Bussl
COIJIACOBAHUS JOKYMEHTOBY?

31. KaxoBbl Ha3HaueHue pekBu3uTa «lledaTh» U TpeOOBaHMS K IPOCTAHOBKE NIEUaTH Ha JOKyMEHTAaXx?
32. Kakue peKBU3UTHI MOT'YT BHOCHTBCS B IOKYMEHT TUIIOTPAa(CKUM CIIOCOOOM?

33. CocTaBHOH 4acCThIO KAKMX PEKBU3HUTOB SIBJISAETCS JIMUHAS MOANUCH?

34. Cxkonbko pexBu3nTOB ycraHaBnusaet ctannapt I'OCT P6.30-2003?

35. KaxoBbl BU/Ibl OPraHU3alMOHHBIX TOKYMEHTOB M OCOOEHHOCTH UX O(popMIIeHH:A?

36. KaxoBbI BUIBI PaCHOPSAUTENBHBIX TOKYMEHTOB M OCOOCHHOCTH X 0popMIIeHNUS?

37. KakoBa cTpykTypa MNpHKa3za IO OCHOBHOW JESATEIbHOCTH, COCTAB PEKBU3UTOB, TPEeOOBaHUS K
odopmiteHn0?

38. KaxoBbl BU/IbI HHPOPMALIMOHHO-CIIPABOYHOM JOKYMEHTAUH?

39. Kakue tpeOoBaHMS MPEIBSBISAIOTCS K COCTABICHUIO U O(QOPMIICHHUIO TelerpaMM, Telle()OHOTpaMM,
(dhakcoB?

40. KaxoBbl 0cOOEHHOCTH OPOPMIICHHS JOKIIAJHOM, CITYyKEOHOH U 0OBSICHUTELHON 3aITCOK?

41. B yeMm 3aKiIH04ar0TCsl OCOOCHHOCTH S3bIKA U CTHIIS CIIY)KEOHBIX JOKYMEHTOB ( Ha MpUMepe MuchMa)?
42. KaxoBo (pyHKIMOHATHHOE HA3HAYCHNE KOMMEPUECKUX MUCEM?

43. HazoBuTte JOrMuecKue 31eMEeHThl MHChMa.

44. Tlepeuncnute OCHOBHBIE TPEOOBAHUS K JIETIOBOM peyH.

45. Yto Takoe J0KyMEHTO000pOT?

46. KaxoBbl OCHOBHBIE ()YHKIIMH JEIOMPOU3BOJICTBEHHOTO OOCTYKHBAHUS?

47. KaxoBbl OCHOBHBIE OIl€paliy mpolecca 00paboTKH BXOSAIIMX TOKYMEHTOB?

48. Urto Takoe UCXOAIUI TOKyMEHT?

49. KaxoBbl OCHOBHBIE ATaIlbl TOJTOTOBKH UCXOASAIINX JOKYMEHTOB?

50. Kakwue ucxoasmme JOKyMEHTBI O(OPMIISIFOTCS B OJTHOM dK3eMILTIpe?

51. Kem noanuchIBaroTCs UCXOASAIINE JOKYMEHThI?

52. Kakwue onepanuu BKIIOYAET MPOIECC KOHTPOJIIS HCITOTHEHHS JOKYMEHTa?

53. Kak ycranaBiIMBaIOTCsl TUIIOBBIE CPOKH MCIIOJHEHUS JOKYMEHTOB?

54. Yto Takoe HOMeHKJaTypa Jien? KakoBsl ee Buabl?

55. Kro pa3zpabaTbiBaeT TUIIOBbIE U MPUMEpPHbIE HOMEHKIATYphl Aen? Kem oHn yrBepxkaarorcs?

56. B 4gem cytb nporecca GopMUPOBAHUS e

57. Kak opopmisercs 3aronoBok aena? Kakue TpeOoBaHUS NPEIbABISAIOTCS K 3ar0JOBKY?

58. Ilo kakuM mpu3HAKaM MOTYT TPYNIIHPOBATHCS JOKYMEHTHI B j1ea?

59. Kakwue Tpe6oBaHUS HEOOXOJMMO BBIOIHATH PU (POPMHUPOBAHUU €7

60. B kako#i mocien0BaTeIbHOCTH JIOJKHBI PacIioiaraTbesi JOKYMEHTHI B jieie?

61. Kak ocymiecTBisieTcsi onepaTuBHOE XpaHEHUE JOKYMEHTOB?

62. [y Kakux JIeJT COCTABIISIETCSI BHYTPEHHSISI OTIHCH?

63. KaxoBbl OCHOBHBIE 3TaIlbl Pa0OTHI MO MOJTOTOBKE JJOKYMEHTOB K apXUBHOMY XPaHEHUIO?

64. B yewm 3akimto4yaroTCs 0COOCHHOCTH XpaHEHUS IOKYMEHTOB B apXHBax B HACTOAIIEE BpeMs?

65. Ha ocHOBaHMUM Kakoro JOKyMEHTa YHHUTOXKAIOTCS JIeJla C UCTEKIIMMHU CPOKaMU XpaHEeHus1?

66. KaxoBbI cocTaB M 00s13aHHOCTH PaOOTHUKOB TOIPA3/ICICHUHN IETONPON3BOICTBEHHBIX CITYKO?

4.2. IlepeyeHb y4eOHO-METOAMYECKOI0 00eCIIeYeHUSI CAMOCTOATEIbHON padoThl 00yUYaroLuXcst

CamocrostenpHas pabota 00ydaromuxcs 00eceuynBaeTCsl CIEAYIOIUME y4eOHO-METOINIECKUMH
MaTepraIaMHu:
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1. VYkazanusimu B paboueil nporpamme mo gucuuruivae (m.4.1.)

2. JlexnuoHHBIE MaTepUaibl B COCTaBE y4eOHO-METOJUUECKOr0 KOMIUIEKCA 110 AUCIUIIINHE

3. 3amaHUSAMHM W METOJUYECKHMHU PEKOMEHIALMSMHU [0 OPTaHU3aLUU CAMOCTOATENBbHON pPaboThI
00y4aroIuXxcs B COCTaBe y4eOHO-METOANYECKOT0 KOMITJIEKCA M0 JUCLUIUIMHE.

4. T'moccapueM No JUCLUIUIMHE B COCTaBE y4E€OHO-METOUYECKOr0 KOMIUIEKCA 110 AUCLUILINHE.
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Pa3znen 5. ®oHJ O1LIEHOYHBIX CPEICTB /sl MPOBEEHUA TEKYIero KOHTPOJIS U MPOMEKYTOYHOM
aTrrecTauvy 00y4arommxcst

DoHO  OYeHOUHbIX ~ cpedCcm8 no  OUCYuniuHe  Npeocmaensem  coool  COBOKYNHOCHb
KOHMPOAUPYIOWUX —~ MAMEPUaios  NpeOHA3HAYeHHbIX — ONd  USMEPeHUs  YPOBHA — OOCHMUIICEHUs.
00VUaWUMUC  YCMAHOBNIEHHbIX — pe3ybmamog  odwell  npogeccuoHanbHol — 00pa308amenbHOU
npocpammul. POC no Oucyuniumne UCNONLIYEMCS NPU NPOBEOEHUU ONEPAMUBHO20 KOHMPOIL U
npomedcymounol ammecmayuu ooyuaowuxcs. Ipebosanus xk cmpykmype u cooepxcanuio POC
oucyunaunsl peenamenmupyiomces Ilonodcenuem o ¢honoe oyeHOUHbIX MAMepuanos no NpPoPammam
8bICULE20 0OPA308AHUSL — NPOCPAMMAM OAKAIABPUAMA, MALUCPAYPbL.

5.1. MacmopT (poH/IA OLIEHOYHBIX CPEICTB

Ounas popma o0yueHus (IOJHBIA CPOK)

OueHo4YHbIE CPeICTBA Kon
KoHnTpoJsmpyeMmsble pa3iesl HnikaTopa 1
Ne (TeMbl) TUCHHUILINHBI J 13 (JI3, C3) CPO Aeckpuiiropa
TOCTHKEHH S
KOMIIeTeH I

1 2 3 4 5 6
OCHOBHBIE TTOHATHA B 00JIaCTH HUJI-1YK-2.1,

1 | toxymeHTHpOBaHUS YO [1PB Na-2vyK-2.1,

NJ-3YK-2.1
HopmaTtuBHo — MeToanueckue Na-4vyK-2.1,

2 | OCHOBBI IOKYMEHTAIIUOHHOTO YO KM IIPB HUJI-5YK-2.1,
o0ecrnieueHus yIpaBICHUS NJI-6YK-2.1
Opranu3zanmoHHO-TIPaBOBas Na-1vYK-2.1,

3 | cucrema IOKyMEHTAIUH YO AN ITPB NJI-2YK-2.1,

N-3YK-2.1

Opranu3ainroHHO- NJI-4YK-2.1,

4 | paciopsiauTeIbHAs CHCTEMA YO KM I[1PB NA-5YK-2.1,
NJI-6YK-2.1

NudopmaninonHo-cripaBoyHas Na-1vYK-2.1,

5 | cucrema YO IIPB HNJI-2YK-2.1,
N-3YK-2.1

OcHoBHbIE (HOPMBI Na-4vK-2.1,

6 | TOKyMEHTOO0OpOTa B YO YO I1PB NA-5YK-2.1,
OpraHu3alNu NJI-6YK-2.1
ABTOMAaTU3UPOBAHHBIE CPEACTBA Na-1YK-2.2,

7 | B IOKyMEHTaIlMOHHOM YO KM [1PB Na-2YK-2.2
YIIpaBICHUN
Cocrasnenue u ohopmieHHE NA-3YK-2.2,

8 | OCHOBHBIX BHJIOB YO KM I1PB Na-4YK-2.2
yIPaBICHUYECKUX JOKYMEHTOB
Ocobennoctu ohopMIICHHS 1 Na-4YK-2.2,
BEJICHUSI IOKYMEHTALIUH 110 HUJI-5YK-2.2,

d JUIHOMY COCTaBY vo KM HPB N-6YK-2.2
Opranuzanus Na-6YK-2.1
JIOKYMEHTOO0O0pOTA. Na-1YK-2.2

10 CucremaTuszanus 1 XpaHeHHE Yo Yo HPB NA-2YK-2.2
JIOKYMEHTOB
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3aouHas popma o0ydeHus (MOJHBIN CPOK)

OueHoYHbIE CPeACTBA Kon
KonTposmpyembie pa3iesibl HiKRaTopa u
Ne (TeMBbI) IMCHUIIIHHBI JI 113 (JI3, C3) CPO AeCrpuITTOpa
AOCTUKEHH S
KOMIIeTeHI U

1 2 3 4 5 6
OcHOBHBIE TIOHATHS B 00JaCTH Na-1YK-2.1,

1 | moxymeHTHpOBaHUS [1PB NJ1-2YK-2.1,

NJ-3VK-2.1
HopmaTtuBHo — MeToanueckue NI-4YK-2.1,

2 | OCHOBBI JIOKYMEHTAIITHOHHOT'O YO KM [1PB NJ1-5YK-2.1,
obecrieueHus ynpaBieHUs NJI-6YK-2.1
Opranu3anoHHO-TIPaBOBAs NIa-1YK-2.1,

3 | cucreMa TOKyMEHTAINH YO I1PB NI-2YK-2.1,

NJI-3VK-2.1

Opranu3annoHHO- Na-4YK-2.1,

4 | pacniopsMTeIbHAS CHCTEMA [1PB NJI-5YK-2.1,
NJI-6YK-2.1

NudopmanmonHo-cripaBoyHas N1-1YK-2.1,

5 | cuctema I1PB NA-2YK-2.1,
NJI-3VK-2.1

OcHoBHBIE (HOPMBI Na-4YK-2.1,

6 | moxymeHTOOOOpOTa B [1PB NJI-5YK-2.1,
OpraHu3aIn NJI-6YK-2.1
ABTOMaTHU3MPOBAHHBIC CPEJICTBA NJ1-1YK-2.2,

7 | B JOKyMEHTAIIHOHHOM I1PB N-2YK-2.2
yIpaBIeHUU
CocraBnenue u 0oopMIICHHE N-3VK-2.2,

8 | OCHOBHBIX BHUIOB ITPB N1-4YK-2.2
YIIPaBICHYCCKHUX JOKYMEHTOB
Ocobennoctu ohopmIICHHS U N-4YK-2.2,

9 BEJICHUS IOKYMEHTALlUU 10 IIPB NJI-5YK-2.2,
JTUYHOMY COCTaBY NJ-6YK-2.2
Opraauzanus N-6YK-2.1

10 JIOKyMEHTO000poTa. IIPB N-1YK-2.2
CucrtemaTtu3zanus 1 XpaHeHHE N-2YK-2.2

JAOKYMCHTOB

3aounas opma o0yuenus (yckopenHnoe ooyuenue na 6aze CI1O, BO, nosinoe yckopenHoe

o0yueHme)
OueHovHbIE CPEACTBA Kon
KonTposmpyemblie pazaesibl HivRaTopa u
Ne (TeMbI) AUCHUILIMHBI JI 3 (JI3, C3) CPO Aeckpuirropa
TOCTHKEHUSI
KOMIIeTEHIUI
1 2 3 4 5 6
OcHOBHBIE TIOHATHSA B 007aCTH Na-1YK-2.1,
1 | moxymeHTHpOBaHUS I1PB NI-2VK-2.1,
NJI-3VK-2.1
2 | HopmMaTtuBHO — METOIMIECKUE YO KM ITPB N-4VK-2.1,
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OCHOBBLI JOKYMCHTAIITMOHHOT'O

NA-5YK-2.1,

obecrieueHus yrpaBiaeHUs NJI-6YK-2.1
Opranu3alnoOHHO-TIPaBOBas NA-1YK-2.1,
3 | cuctema TOKyMEHTAIH YO I1IPB NI-2YK-2.1,
NJ-3YK-2.1
Opranu3anuoHHO- NJ1-4YK-2.1,
4 | pacniopsiauTeIbHAs CUCTEMA KM [1PB NA-5YK-2.1,
NJI-6YK-2.1
HNudopmanmonHo-cripaBoyHas NI-1YK-2.1,
5 | cucrema [1PB Na-2vyK-2.1,
NJI-3YK-2.1
OcHoBHBIE (POPMBI Na-4yK-2.1,
6 | TOKyMEeHTO00OpOTa B IIPB NJ1-5YK-2.1,
OpraHu3alu NJI-6YK-2.1
ABTOMAaTH3UPOBAHHBIC CPEACTBA NJ-1YK-2.2,
7 | B JOKyMEHTAIlMOHHOM IIPB NJI-2YK-2.2
yIpaBJICHUH
Cocrasiienue u ohopmiieHUE NA-3YK-2.2,
8 | OCHOBHBIX BUIOB IIPB HUJ1-4YK-2.2
YIPaBIEHYECKUX JOKYMEHTOB
OcoGenHoctu opopmIIeHUS U NA-4YK-2.2,
g | BEJICHNS IOKYMEHTALUH 110 IIPB NA-5YK-2.2,
JUYHOMY COCTaBy NA-6YK-2.2
Opranuzanus HNJI-6YK-2.1
10 JOKYMEHTO000pOTA. [IPB Na-1YK-2.2
CucreMaru3anus U XpaHeHUe HUJI-2YK-2.2
JTIOKYMEHTOB

OuHo-3a09HasA ¢opMa 00ydeHHs (MOJTHBIH CPOK, YCKOPEHHOE 00y4YeHHe, MOJHOE YCKO

eHHOe 00y4YeHue)

OueHo4YHbIE CpeICTBA Kon
K HHIMKATOPA H
Ne OHTPOJIMpYeMble pa3/ieJibl JecKpuIITOpa
(TemMbl) TUCUMIIIIMHBI J 3 (JI3, C3) CPO
AOCTUKEHH S
KOMIIeTeHIU

1 2 3 4 5 6
OcHOBHBIE TOHTHS B 00J1aCTH Na-1vYK-2.1,

1 | noKyMeHTupOBaHUs IIPB HNJI-2YK-2.1,

N-3YK-2.1
HopMmatusHO — MeTOaMYECKHE NA-4YK-2.1,

2 | OCHOBBI JIOKYMEHTAIIHOHHOTO YO KM I[1PB NA-5YK-2.1,
o0ecrnieueHus yrpaBJIeHHUs NJI-6YK-2.1
Opranu3zalnoHHO-TIpaBOBas NA-1YK-2.1,

3 | cucrema TOKyMEHTAINH YO IIPB HUJI-2YK-2.1,

NJ-3YK-2.1

Opranun3anuoHHo- Na-4vyK-2.1,

4 | pacniopsiauTeNnbHasl CUCTEMa YO KM I[1PB NA-5YK-2.1,
NJ-6YK-2.1

WudopmanroHHO-cIIpaBOYHAs NA-1YK-2.1,

5 | cuctema I1PB Na-2vyK-2.1,
NJI-3YK-2.1

OcHoBHbIE (HOPMBI Na-4yK-2.1,

6 | TOKyMEHTOO0OpOTa B YO YO I1PB NA-5YK-2.1,
OpraHu3aIu NJ1-6YK-2.1
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ABTOMAaTU3UPOBAHHBIE CPEJICTBA NJ1-1YK-2.2,

7 | B JOKyMEHTAIIHOHHOM [1PB NJ-2YK-2.2
yIpaBJICHUU
CocraBnenue u 0opMIICHHE NJ-3YK-2.2,
8 | OCHOBHBIX BUJIOB KM I1PB NN-4YK-2.2
YIPaBJICHYECKHUX JIOKYMEHTOB
OcobenHoctu 0pOpPMIICHUS U N-4YK-2.2,
BEJICHUS IOKYMEHTAIIUH 10 NJI-5YK-2.2,
o JMYHOMY COCTaBY yo 1PB N-6YK-2.2
Opranuzanus NJ1-6YK-2.1
10 JIOKyMEHTO000pOoTA. IIPB N-1YK-2.2
CucremaTu3anus 1 XpaHeHHE NJ1-2YK-2.2

JIOKYMEHTOB

YcaoBHble 0003HAYEHNS OLIEHOYHBIX cpeacTB (CToaousl 3, 4, 5):
YO — ycrupiii (GpoHTANBHBIN, HHANBHYaTbHBIN, KOMOMHUPOBAHHEII) OMIPOC;
JH - nenosas urpa;
IIPB —npoBepka pedepaToB, OTYETOB, pPELEH3WH, aHHOTAMK, KOHCIIEKTOB, TpaduuecKoro
MaTepuana, 3Cce, IEPeBOI0B, PEIICHUN 3alaHUH, BHIIIOJHEHHBIX 3aJaHUH B 2JIEKTPOHHOM BHJE U T.1.;
KM — Kelic-meron.

5.2. OueHo4YHbIe CPeACTBA TEKYIEro KOHTPOJIsA
Ilepeyenb npakTHYECKUX (CEMMHAPCKUX) 3a1aHNH

Tema Ne 4: «Opranu3anMOHHO-PACTIOPSAAUTEIbHAS CHCTEMA»

Lenbro, 3aHATHS ABJSICTCA H3YYCHHE:
- OCHOBHBIX BH/IOB OpraHU3AIIMOHHO-PACTIOPSAUTEIbHBIX JOKYMEHTOB.
- OcobeHHocTelt  cocTaBieHHs M OGOPMIIEHUS OPraHU3ALMOHHO-PACTIOPAIUTEIBHBIX

JIOKYMEHTOB.

BOITPOCHI:

- CucreMa OpraHU3aIMOHHO-PACTIOPSIUTEILHON JOKYMEHTAIHH?

- PacnopsinurensHple  JOKYMEHTBI: IpUKa3, pPACIOPSIKEHUE, IMOCTAHOBIICHHE, YKa3aHUE,
peteHue?

Tema Ne 6: «OcHOBHBIE GOPMBI JOKYMEHTO000pPOTA B OPraHu3alum»

Leablo, 3aHATHS ABJSIETCA U3yUeHHE:

- OcobeHHocTelt cocTaBaeHus U 0)OPMIIEHUS CITYyKEOHBIX TOKYMEHTOB.

- N3ydeHne NBUKEHMS TOKYMEHTOB Ha TOPIOBOM MPEANIPUATHH C MOMEHTA UX CO3JaHUs 10
3aBEpPLICHUS UCTIOIHEHNS NI OTIPABKH.

- Wzydenue nporecca GopMUpOBaHuUs Aeil; 03HAKOMIIEHHE C OCHOBHBIMHU ATarnaMu paboThI
0 MOATOTOBKE TOKYMEHTOB K apXUBHOMY XpaHEHHUIO.

BOITPOCHI

Opranuzanus 10KyMeHTo00opoTa:

Yro Takoe JOKYMEHTOOOOPOT MPEANPHUAITHS, U KaKOBBI IPUHLIUIIBI €70 OpraHu3aluu?
KakoB nopsiiok MpoXox/AeHUS U UCTIOTHEHUS BXOAIIMX JTOKYyMEHTOB?

B yem 3akmtogaroTcst 0coOeHHOCTH pabOThI C MOCTYMAOMUMU JOKYMEHTaMU?
[TpaBuna u GopMBI perucTpaluy TOKyMEHTOB U UX OCOOCHHOCTH?

Kaxos MOPAAOK IMOATOTOBKHU U IMPOXOKACHUA HCXOAAIINX )IOKYMGHTOB?

Onumure NopsAA0K MPOXOKAEHUS BHYTPEHHUX JOKYMEHTOB?

oakrwnE
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7. KaxoBbl 3a1aun, BUIbI U CPOKU KOHTPOJISL UCIIOJHEHUS TOKYMEHTOB?
DopMUpPOBAHKE U XPAHEHUE JE:

1. Yro Takoe HOMEHKIaTypa Aen npeanpusatus? Ee Buasl u 3HaueHne?
2. Urto Brl 3HaeTe 0 mopsiake GOpMHUPOBAaHHUS 1€ M PACIIONIOKEHHS TOKYMEHTOB B HUX ?
3. KakoB nopsinok nepenauu aen B apxus?

Tema Ne 8: «CocraBienue u Oq)OpM.J'IeHI/Ie OCHOBHBIX BU10B YIIPABJIECHYECCKHUX TOKYMEHTOB»

He.m:m, 3aHATHUSA ABJHACTCHA U3YUCHUE!:
- Oco0EHHOCTH COCTABJICHHS U O(bOpMJ'IeHI/IH OpraHU3allMOHHBIX JOKYMCHTOB.

BOITPOCHBI:

OcHoBHbIE TPeOOBAHUS K COCTABJICHUIO U O(OPMIICHUIO IOKYMEHTA!
1. Pa3paboTka craHAapTHRIX OJAaHKOB OPTaHU3AIIHH.

. o0Inii OJTAHK TIPEATIPUSATHSA.

. YIII0BOM OJIaHK MUChMA MPEATPHUSITHS.

. MIPOJIONIGHBIN OJIAHK MHUChMa PEIIPUSITHSL.

. MIPOJIOJNILHBIN OJIAHK MUCHhMA JIOJDKHOCTHOTO JIHIIA.

Cucremsbl JAOKYMCHTAIIUU:
2.0pFaHI/I38,LII/IOHHI)I€ JOKYMCHTBI: YCTaB, IIOJIOKCHHC, HWHCTPYKIMA, IITATHOC pacnrcCaHue,
IMpaBHjia BHYTPECHHCTO TPYAOBOI'O paCliopAAKa.

Tema Ne 9: «OcobennocTr opopmiIeHHs M BeleHHS JOKYMEHTAILMH 110 JIMYHOMY COCTaBY»

Henblo, 3aHATHSA ABIAETCH U3yYeHHE:
- N3yunTh XapakTEpUCTUKY U HA3HAYEHUE JOKYMEHTALMH 110 JUYHOMY COCTAaBY.

BOIIPOCHI:

- OcoOEHHOCTH ~ JOKYMEHTHUPOBAHHUS  TPYAOBBIX  MpaBOOTHOIIEHHH. OCOOEHHOCTH
oopmIieHHs TTpueMa Ha padoTy, IepeBoa, YBOJIbHEHU, KOMaHIUPOBKHU, OTITyCKa?

- OcoOeHHOCTH BEJICHHS TPYTOBBIX KHUKEK?

5.3. TeMaTHKa NHCbMEHHBIX PadOT 00y4aAKOIINXCS
TemarTuka pedeparTos, 10KIaA0B, Icce:
1. Mcropusi pa3BUTUS CHCTEMBI TOCYJapCTBEHHOTO JIECIOMPOM3BOJICTBA B CBSI3U C COBPEMEHHBIM
pa3BUTHEM.
2. TloHsiTHE «IOKYMEHTOOOOPOT» U «IOKYMEHTOIIOTOK» B CHUCTEME JOKYMEHTAI[MOHHOTO O0ECIeUYeHUs
NPEIIPUATHSL.
CocTaBJieHHe OTJICIBHBIX BHJIOB IOKYMEHTOB ¢ ucnoiab3oBanrueM ['OCTA P 6.30-2003.
OdunmanbHO-1€10BOM CTHIIb TOKYMEHTOB.
JlenoBast mepenucka.
Onpenenenre eHHOCTH TI0KYMEHTOB (9KCIIEPTHBIE CUCTEMBI).
3amuTa KOHQUIESHIIMATHHBIX JOKYMEHTOB OT HECAHKIITHOHMPOBAHHOTO JIOCTYTIA.
TexHonorus NPOXOXKIEHHUS TOKYMEHTOB Ha MPEANPHUITHH B OOBIYHOM M aBTOMAaTH3MPOBAHHOM
peKUMaXx.
9. Pa3paboTka JOIKHOCTHBIX MHCTPYKIIUNA PAOOTHUKOB MPEIIPUATHIH.
10. CpencrtBa opraHu3aliMOHHON TEXHUKH.
11. KomnbroTepHbIE TEXHOJIOTUU OATOTOBKU TEKCTOBBIX JOKYMEHTOB.
12. KomnbprOTepHBIE TEXHOJIOTUU OpPTaHU3AIMHA XPAaHEHHUS U ITOMCKA JOKYMEHTAIBHON HH(POPMAIIHH.
13. Cucrema u obecrieueHre COXPaAaHHOCTH IOKYMEHTHON HH(pOpMAITIH.
14. Opranmzanus HTHPOPMAIMOHHO-TIOMCKOBBIX CHCTEM M KOHTPOJISI HCITOJTHEHHS JOKYMEHTOB.
15. Ananu3s CTpyKTYpbl JOKYMEHTO0O0OpoTa. MeTo/Ibl yueTa U COKpAaIIeHUs JOKYMEHTO000pOTa.
16. HeoOXomuMocTh W 3HAYCHHWE CEKPETAPCKOW  NEATENBHOCTH (Ha TMpUMepe KOHKPETHOTO
MIPEIIPUATHS).

N AW
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17. Cucrema pacnopsiaurensHol qokyMeHTanuu (Ha npumepe EI'CIIOY).
18. TunuyHbIe A3BIKOBBIC OMTMOKH B TEKCTaX JOKYMEHTOB.

19. Cucrema cripaBoYHO-UH(OPMALIMOHHON JOKYMEHTAIUH MPEAIPUSTHS.
20. HopmaruBHO-1paBoBasi 6a3a AeI0NPOU3BOACTBA MPEATPUSATHS.

21. Opraau3anus T0KYMEHTOB 10 TUYHOMY COCTaBY Ha MPEANPUITHH.

5.4. Hepeqeﬂb BOIIPOCOB HpOMe)l(yTO‘lHOﬁ arreCcTanmi o J1MCUuIlJInHE

Bonpocsl k 3a4ery:

Mertonosornyeckre 0OCHOBBI IOKyMEHTO000POTA.

HopmatuBHO — MeTOIMYECKHE OCHOBBI IOKyMEHTAIIMOHHOTO 00ECIIeYeHUs YIIPaBICHHUS.
OpraHu3alnOHHO-IIPaBOBas CUCTEMa JOKYMEHTALUH.
Opranu3anroHHO-pacIopsIUTEIbHAS CUCTEMA.
HNHdpopmannoHHO-CIIpaBOYHas CHCTEMA.

OcHoBHbIE (OPMBI TJOKYMEHTOOOOPOTA B OpraHU3aAIUH.
ABTOMaTU3UPOBAHHbBIE CPEJICTBA B JOKYMEHTALMOHHOM YIIPaBJICHUMU.
CocraBnenne 1 oopMIIeHHE OCHOBHBIX BUJIOB YIIPABICHYECKUX TOKYMEHTOB.
Ocobennoctu oopmieHUs U BeIeHHUs JOKYMEHTALUH 110 INYHOMY COCTaBY.
0. Opranmzanms ToKyMeHTOOOOpoTa. CHcTeMaTH3aIus U XPAaHCHHUE JOKYMEHTOB.
1. JIokyMeHTOOOOPOT B OpraHU3aIlHH.

12. JlokyMeHTHpOBaHHE MPOIIECCOB JBMKECHUS KAJPOB B OPraHU3AIUH.

13. Opranuzanus KOHTPOJIS UCHOJHEHUS JOKYMEHTOB.

14. Co3pnanue yupeauTenbHbIX JOKYMEHTOB.

15. IlpaBuna BeeHUs TPYIOBBIX KHUKEK.

16. Cucrema opraHu3aIMOHHO-PACIOPSAUTEIBHON JOKYMEHTAIIH.

17. JloxymeHTauus 1o npou3BOICTBEHHO-X03HCTBEHHOM JESITEIbHOCTH.

18. MoxymeHnTanms, opopMIISIONIas BHEIIHETOPTOBBIE CICIKH.

19. OO6ume TpeboBaHus K 0HOPMIIEHUIO OPTaHU3ALIOHHO-PACIOPSAUTEIBHON JOKYMEHTAIUH.
20. Homenknarypa aen opranu3anuy. XpaHeHHE TOKYMEHTOB.

21. OpraHu3aiMOHHbIE TOKYMEHTHI.

22. PacnopsiiuTenbHbIe JOKYMEHTHI.

23. VHpopManMoHHO-CIIPaBOYHbIE JOKYMEHTHI.

24. Bujapl TOKYMEHTOB, UX KJIaCCU(DUKAIIHS.

25. JlokyMeHTalus 1o Ju4HoMy coctaBy. OdopMiieHne JINYHbIX Ae.

26. CmyxeOHbIe THCHMA.

27. JIOKyMEHTUpOBaHHE JeSTeIbHOCTH KOJJIETHAIbHBIX OPTraHOB.

28. J1oroBOp-IOKYMEHT, PETYIHPYIOIINI B3aNMOOTHOIIIECHHSI TAPTHEPOB.

29. CocTaB U BU/IbI YIIPABIEHYECKUX JTOKYMEHTOB.

30. XapakTeprcTHKa OCHOBHBIX ATAIlOB pabOTHI C JOKYMEHTaMH.

RBOO~NOR~WNE
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Pa3nen 6. Ilepeuensb yueOHOii JUTEpATYPbI, HEOOXOUMOIi 11 0CBOEHUSI AU CHUILIMHBI

6.1. OcHoBHas quTEpaTypa

1. CrenanoBa, E. H. Opranmszanus u CONPOBOXICHHE HJIEKTPOHHOTO JTOKYMEHTOOOOpOTa :
npaktukym s CIIO / E. H. CremanoBa. — CaparoB, Mocksa : [IpodobpazoBanue, Aii [Tu Ap Menua,
2021. — 176 c. — Tekct : anektponHbIi // Lludposoii oopa3zoBarenbHblil pecypc IPR SMART : [caiit].
— URL: https://www.iprbookshop.ru/107183.html — Pexwum noctyna: 1uist aBTOpU3Up. MOIb30BATENCH

2. XauatpsH, ['. A. Opranuszamus 1 COnpoBOXKICHUE JICKTPOHHOTO JIOKYyMEHTO000pOTa : YUeOHUK
s CIIO / I'. A. Xauatpsi, M. B. KysnenoBa. — Caparos, Mocksa : IIpodobpazoBanue, Aii [Iu Ap
Menua, 2020. — 156 ¢. — TekcT : anexTponnsiii // Lludporoit odpazoBarenbHblil pecypc IPR SMART :
[caiiT]. — URL: https://www.iprbookshop.ru/97086.html. — Pexum pocryma: is aBTOpHU3UP.
[0JIb30BaTENEH.

6.2. lonoiHUTeIbLHAS JIUTEPATypa

3. 3aiiueBa, E. B. Jlenmonpou3BoACTBO M JTOKYMEHTOOOOPOT B CHCTEME T'OCYIapCTBEHHOTO U
MYHUIIUIATBLHOTO ynpaieHus : yaeonoe nocodbue anst CIIO / E. B. 3aiineBa, H. B. 'onuapoBa. — 2-¢
m3a. — CaparoB : IlpodobpazoBanue, 2021. — 176 c. — Tekct : snexkrponHbid // LudpoBoit
obpaszoarenbHblil pecypc IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/104900.html —
Pexxum mocTyna: uist aBTOpU3UP. T0JIb30BaTENIeH

4. KysuenoBa, 1. B. KonduneHnmanpHOE AETONMPOU3BOACTBO M 3AIIMINCHHBIA AIICKTPOHHBIN
JOKYMEHTO000pOT : yuebHoe nmocodue s 6akanaspos / M. B. Ky3nenona, I'. A. Xauatpsn. — Mockaa :
At ITu Ap Meana, 2020. — 192 ¢. — Texkcr : anextponssii // Lndposoii oOpasoBarenbhsiii pecypce IPR
SMART : [caiit]. — URL: https://www.iprbookshop.ru/97083.html — Pexwum goctyna: s aBTOpu3up.
II0JIb30BAaTENEH.

5. CucTeMbl AJIEKTPOHHOTO IOKYMEHTO000poTa : yueOHoe mocodue (J1abopaTOpHBIM MPAKTHKYM) /
cocraButenn M. I'. Pomanenko. — CraBpomnonb : CeBepo-KaBkasckuii ¢enepanbHblii YHUBEPCUTET,
2019. — 109 c. — Texkcr : anextponHsii // Lludbposoit oOpazosatenshblil pecypc IPR SMART : [caiit].
— URL: https://www.iprbookshop.ru/92745.html — Pexxum noctyma: ajst aBTOpu3Hp. OJIb30BaTeNeH

6. CrenanoBa, E. H. Cuctema 31ekTpoHHOTO JOKYMEHT000O0poTa (00sadHoe pelieHue) : yueOHoe
nocobue / E. H. CremanoBa. — Mocksa : At [lu Ap Menua, 2021. — 182 ¢. — Tekcr : 3neKTpoHHBIH //
[Mudposoii o0pa3oBaTenbHBIN pecypc IPR SMART : [caiiT]. — URL:
https://www.iprbookshop.ru/101357.html — Pesxxum noctyna: ass aBTopu3Hp. MoJIb30BaTeeH

6.3. Ilepeuennb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTn «AHTEepHEeT»

5. http://www.consultant.ru/— KoucynerataT [Tiroc

6http://www.garant.ru/— TapanT

1. [TporpammHuoe obecrieuenne yisi OpraHu3anuy KoH(pepeHnu
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Pa3nes 7. MaTtepuajbHO-TeXHHYecKas 0a3a M1 HHPOPMALMOHHbIE TEXHOJIOTHH

MarepuanbHO-TeXHHYEeCKasa 0a3a, Heo0XoAUMAs /Jsl OCYLIECTBJIEHHS O0pPa30BaTeJbHOIO
npouecca no JAUCHUIIUHE:

MarepuanabHO-TEXHHUYECKOE OOecliedeHue TUCHUIUIMHBI «J{OKyMEHTOBEIeHHE» BKIIIOYAET B ceOs
yueOHbIe ayIUTOPUM MJIsi TPOBEICHHS 3aHATHH, TPYNIOBBIX W HMHIUBHIYAJIbHBIX KOHCYJIbTAIUH,
TEKYLEro KOHTPOJI ¥ POMEXYTOYHOH aTTeCTalliH, CaMOCTOATENbHON paboThl 00Yy4arOLIMXCS.

Y4eOHblE ayIUTOPHH YKOMIUIEKTOBAHBI CIEIHATU3UPOBAHHON MEOEIbl0 M  TEXHHUYECKUMHU
cpeactBaMu oOydeHus. IlomemieHus s C€aMOCTOATENBHOM pPabOThl OOyYaromUMXCS OCHAILEHbI
KOMITBIOTEPHOM TEXHUKOM C BO3MOXKHOCTBIO ITOAKIIOYEHUS K ceTu VIHTepHeT.

JlucuuiuiiHa MOKET Peall30BbIBATHCS C MPUMEHEHHEM JTUCTAHLMOHHBIX TEXHOJOIMH 00ydeHus.
Crenuduka peanu3aluyd AWCHUIUIMHBI C TPUMEHEHHEM AMCTAHIIMOHHBIX TEXHOJOTMHA OO0y4YeHHUs
yCTaHaBJIMBAETCsl JONOJIHEHMEM K pabouell mporpaMme. B uyactu He mpoTuBOpevaieil crenuduxe,
U3JI0’)KEHHOM B TOTIOJIHEHUH K [IPOrpaMMe, IPUMEHSETCSl HacTosLas paboyasi mporpamma.

MarepuanbHO-TexHHUYECKas 0a3a, HeoOXoAUMas JJIs OCYILECTBIEHUsT 00pa30BaTEeILHOIO MpoLecca
10 JMCUHUIUINHE C TIPUMEHEHHUEM TMCTAaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHIA BKITFOYAET B CEOS:

KomnbroTepHass TexHuKa, pacroyiokeHHass B ydeOHoM kopmyce MHucturyra (yn.Kaumnues, 63,
kabuHeT LleHTpa MMCTaHIIMOHHOTO O0YICHHS):

1. Intel i 3 3.4Ghz\O3Y 4Gb\500GB\RadeonHD5450

2. Intel PENTIUM 2.9GHz\O3Y 4GB\500GB

3IUYHBIE 3JIEKTPOHHBIE YCTPOMCTBa (KOMIBIOTEPHI, HOYTOYKHM, IUIAHIIETHl M HHOE), a TaKkKe
CPEJCTBA CBSI3U IIpenojaBaTesiell U CTYyAEHTOB.

HNHdpopmMalnoHHbIE TEXHOJIOIMH, HEOOXOUMBbIE JJIsi OCYIIECTBICHUs 00pa30BaTeIbHOIO Mpolecca
10 JUCLUIUIMHE C IPUMEHEHUEM TUCTAaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTUI BKIIOYAIOT B CEOS:

- cuctema aucranionnoro odyuenus (CJO) (Learning Management System) (LMS) Moodle
(Modular Object-Oriented Dynamic Learning Environment);

- JJIEKTPOHHAsI 1104Ta;

- CUCTEMa KOMITbIOTEPHOT'O TECTUPOBAHNUS;

- [Tudposoii oOpazoBatensHblil pecypc IPR SMART;

- CUCTeMa UHTEPHET-CBA3U sKype;

- Tenie()OHHAs CBS3b;

- IPOrpaMMHOE oOecreueHue sl OpraHu3aly KOH()EpeHIINH.

OOyueHue o0O0ydJarOUIMXCS WMHBAIMJIOB U OOYyYaroIUXCS C OTPaHMYEHHBIMH BO3MOXKHOCTSIMH
3/10pOBbSl  OCYILECTBIISIETCSI IOCPEACTBOM IPUMEHEHMS] CHEIUAIbHBIX TEXHUYECKHX CpEICTB B
3aBUCUMOCTH OT BHJA HO30JIOTHH.

[Ipu mnpoBeneHuMM Yy4eOHBIX 3aHATUH MO JAUCHUUIUIMHE HCHOJB3YIOTCS MYJIbTUMEIUNUHBIE
KOMIIJIEKCBI, 2JIEKTPOHHBIE YUEOHUKH U ydeOHbIe TOCOOUS, alalTUPOBAHHBIE K OIPAaHUYEHUSM 370POBbs
oOydJaronuxcs.

JIeKIIMOHHBIE ayAUTOPUU OOOPYAOBaHBl MYJIbTUMEIUHHBIMM KadeapaMu, MOAKIIOYEHHBIMH K
3BYKOBBIM KOJIOHKaM, MO3BOJISIOIIMMHU YCUIIUTh 3BYK JJIsl KATETOpUU CIa0O0CIbIIIalX 00yJarommxcs, a
TaKXe MPOEKIIMOHHBIMH 3KpaHaMH KOTOpBIE YBEIIMYMBAIOT U300pakeHNE B HECKOJIBKO pa3 U MO3BOJISIIOT
BOCIPHUHUMATh y4eOHYI0 HH(OpMaIMI0 00yJaloIUMCs ¢ HApYILIEHUSIMU 3PEHHUSI.

[Tpu 0OyueHuM ULl ¢ HAPYIIEHUSMH CITyXa UCIOJb3YeTCs YCHIINTENb CIyXa sl CIaboCIbIIIaux
mopaeit CyberEar momens HAP-40, momorarommii oOydaeMbIM Jy4ile BOCHpPUHHUMATh Y4YeOHYIO
UH(OPMAILIHIO.

OOyyaronyecs € OrpaHHMYEHHBIMM BO3MOXXHOCTSIMH 37I0pOBbS, OO€CleueHbl MEYaTHBIMH H
3JIEKTPOHHBIMU 00pa30BaTENIbHBIMU pecypcaMu (IporpaMmbl, yueOHUKH, ydeOHbIe TOCOOUs, MaTepHalIbl
JUISL CaMOCTOSITEIbHON paldoThl M T.1.) B opMmax, aJalNTUPOBAHHBIX K OIPaHUYEHMUSIM HUX 30POBBS U
BOCIIPUATHS UHPOPMALIUU:

JAJIS1 JIML ¢ HAPYIIEeHUsIMU 3PeHus:

- B (hOpMeE IIEKTPOHHOTO JOKYMEHTA;

- B hopme aynuodaiina;

JJIS1 JIMLL ¢ HAPYIIEeHUsIMU cJIyXa:
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- B IEYaTHOH (opme;

- B (hopMe 3JIEKTPOHHOTO TOKYMEHTA;

A5 JIMIL ¢ HAPYUIEHUSIMHU OTIOPHO-IBUTaTeJILHOTO anmapara:
- B Ie4aTHOH (opme;

- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA;

- B popme ayauodaiina.
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Pa3znen 8. MeToanuyecKue YKazaHusd 1J1s1 oﬁyqammnxcsl 0 OCBOCHHUIO JUCHHUIIJIMHbI

JUIs  yCmemHoro YCBOEHHUS JIeKIIMOHHOTO MaTepuana OOYyYaloUIuiics JOJDKeH IPOCMOTPEThH
y4eOHYIO0 JUTEepaTypy MO TeME JIGKIIMH C TeM, YTOObI MMETh XOTs OBl MPEACTAaBJIICHHE O IMpobiieMax,
KOTOpbIe OyayT pa3duparbcs B JieKuud. OH JOJDKEH TAaK)Ke MBICICHHO MPUIIOMHUTH TO, YTO yX€ 3HAET,
KOrZa-TO YWTaJ, H3y4aJl IO JPYI'MM MpeAMeTaM IPHUMEHUTENBHO K JaHHOM Teme. [naBHoe B
IpOJIeTIaHHOM paboTe K JeKuuu — (popMUpoBaHHE CYOBEKTHBHOTO HACTPOs HA XapakTep MH(POpMAIUH,
KOTOPYIO OH IOJIYYUT B JIEKIMM IO COOTBETCTBYIOLIEH Teme. MHOrma ans 3Toro ObIBAaeT JOCTaTOYHO
03HAKOMUTBCS C TUIIOBOW pabovel mporpaMMoi Witk yueOHBIM PYKOBOJCTBOM.

[TpobnemHas JieKuMs HE TOJBKO PACKPHIBAET IMYHKTBI, IPOOJIEMbI, TEMbI, KOTOPbIE HAXOIATCS B
nporpaMMe, HO M 3acTaBisieT 0Oydaromiero MbBICIUTh YKOHOMHYECKH TPAMOTHO, MCKaTh HOBBIE IyTH H
CpencTBa pelieHus HaumOosiee CIOKHBIX mpobseM. OnHa oOnagaer Oousbmiol HMH(POPMAITMOHHOM
€MKOCTBIO, M 32 KOPOTKOE BpeMs IPEro/aBaTellb yCIEBACT HU3JIOKUTh TaK MHOTO MPOOJeM, MBICICH,
ujel, 4To Ha/l0 He NOoTepAThCs B 3ToM MH(opmanuu. OOyyaromuiicss JOKEH NOMHUTh, YTO HUKAKOM
y4eOHUK, HUKaKas MOHOrpadusi WM CTaThsl HA MOTYT 3aMEHUTh y4eOHyI0 Jiekuuio. B cBoro odepensp,
paboTa Ha JIEKIMH — 3TO CIIOKHBIA BUJ IO3HABATEJIBHOM, MHTEIUIEKTyalbHOH paboThl, Tpelyromeil
HaNpsDKCHUs, BHUMAaHU, BOJIM, 3aTpaT HEPBHOU M (pu3mueckor sHeprun. Bech mpoOieMHbIil MaTepual,
cooOlIaeMblii mpernojaBaTeneM, AOJKEH HE MpOocTo MpociaymuBaTbes. OH JOKEH OBbITh aKTUBHO
BOCIIPHHSAT, T.€. YCJBIIIAH, OCMBICICH, MOHAT, 3a(uKcHpoBaH Ha Oymare W 3aKperyieH B ITaMSTH.
[Tpuctynass Kk CiIylmIaHMIO HOBOIO MaTepuaia, IOJE3HO MBICIEHHO YCTaHOBUTH €r0 CBfA3b C paHee
W3YYEHHBIM, YSCHUTh, HA YTO ONHUpaeTcs u3aoxkeHHas Tema. Cres 3a TEXHUKOW YTEHUs JIEKIUHU (aKLIEHT
Ha CYIIECTBEHHOM IOBBIIIEHUHN TOHA, U3MEHEHUS pUTMa, M1ay3a | T.I1.), 00y4JarolMics JOKEH BClIe] 3a
IpernojaBaTesieM YMETh BBIACNSATh OCHOBHBIE KaTErOpUHU, 3aKOHBl U MX COJEp)KaHue, MPoOIeMbl U UX
BO3MOXHBIE pEILEHUs], JO0Ka3aTelnbcTBa M BbIBOJBL. OcyliecTBisAd Takylo palory, oOyuarouuiics
3HAYUTEIBHO 00Jieryaer cede rryboKkoe MOHMMaHKHE MaTepHalia, ero KOHCIEKTHPOBAHUE H JalibHeHIee
U3Yy4EHUE.

3anuch JEKIUN SBISETCS BAKHEUIIMM 3JIEMEHTOM paboThl oOydaromerocst Ha Jiekuuu. KoHcnekT
HO3BOJISIET eMy 00padoTaTh, CHCTEMATU3UPOBATh U JIyUIlle COXPAHUTh MOJYYEHHYIO0 HH(POPMALIUIO C TEM,
9TOOBI B Oy/IylIIeM OH CMOT BOCCTAHOBUTH B MAMSITH OCHOBHBIE CO/ICPIKATEIIbHBIE MOMEHTHI JICKITUH.

Tunuynas ommoOka oOyyaromuxcst — JIOCJIOBHOE KOHCIEKTHpoBaHHe. Kak mpaBuio, mpu 3amucu
CIIOBO B CJIOBO HE OCTaeTcs BPEMEHHM Ha O0AyMbIBaHME, aHAIM3 U cUHTEe3 MH(popmauuu. HMckyccTBo
KOHCIIEKTUPOBAHMsI CBOJUTCS K HAaBbIKAM CBEPTBHIBAHUS MH(OPMALUH, T.€. 3aIHCH €€ CBOMMHU CIIOBaMH,
YaCTUYHO CJIOBOCOYETAHUSIMU JIEKTOPA, ONpPEAENECHHBIMA U MPOCTO HEOOXOAMMBIMU COKPAIICHUSIMU U
UHBIMU IIPUEMaMHM, HO TaK, YTOObI CyMeTh BHOBb Pa3BEpHYTh MH(OPMAIHMIO O€3 CYIIeCTBEHHON MOTEPH.
Otbupas HyXHYIO HH(OpPMalLMIO, IJIaBHBIE MBICIH, MPOOJIEMbI, PEIIEHUs U BBIBOJBI, OOydaromeics
COKpAIllaeT TeKCT U CTPOUT CBOM, B KOTOPOM OH CMOKET pa3o0paThCsl.

IIpn BeneHMM KOHCIIEKTA JIEKIUKA €CTh MaTepHuall, KOTOPBIM 3allMChIBACTCS JOCIOBHO, HallpuMep,
(GOpMYIHPOBKM HOPMATUBHBIX aKTOB, OMNPEAEICHHS OCHOBHBIX KPUMHHOJIOTHYECKMX KaTeropui u
3aKOHOB. [Ipu 3TOM OOydaronuiicss JOMKEH i ce0si B KOHCIIEKTE BBIJCIHUTH TJIABHYIO MBICIb, HJICIO B
OIPEAEIICHUN TOrO WJIM MHOTO MOHATHS, €r0 CYIIHOCTb, HE CTAPasCh CPa3y MOHATH €ro B AETaAX. JTO
MO3BOJIUT W3HAYAJIBHO YCBOUTh SKOHOMMYECKHE MOHSTHS, ONUPAsICh HA TJIABHYIO HJICI0, YSICHUTDH
CYILLHOCTb.

B koHcnekTe Jiekuii 005S3aTeIbHO 3aUCHIBAIOTCS: Ha3BaHWE TEMBI JIEKIIMH, OCHOBHBIE BOIIPOCHI
IUIaHa, peKOMEHAyeMas JIuTeparypa. TeKCT JeKIUH JOJDKEH ObITh pa3/ieleH B COOTBETCTBHH C IJIAHOM.

C OKOHYaHMEM JIeKITMU paboTa HaJ KOHCIIEKTOM MOXKET CUUTAThCs 3aBepiieHHo. HyxHo ere
BOCCTAaHOBUTBH OTJEJIBHBIE MECTAa, IPOBEPUTH, BCE JIM MOHATHO, YTOUYHUTH YTO-TO HA KOHCYJIbTALUH,
IPEINPUHITh UHbIE MEPBI C TEM, YTOOBI KOHCIEKT MOT OBITh MCMOJb30BaH B MPOIECCE MOATOTOBKU K
ceMHMHapaM, DJK3aMEHY, A JaJbHEWINEro W3ydyeHus TeMbl, Ha mpakTtuke. KoHcmekr nexkuui —
HE3aMEHUMBIN y4eOHBIH JOKYMEHT, HEOOXOAUMBIH /1711 CAMOCTOSITETLHON PaboThl.

TemaTnueckuM IJJaHOM H3Y4YEHMs] JAMCLMIIIMHBI IPELYCMOTPEHBl IPAKTUYECKHE 3aHATHS.
[TonroroBka K MpakTUYECKOMY 3aHSATHIO IIPEIOIAraeT ABa 3Tana padoThl 00yJaroIIXCs.

I[TepBbIii 3Tanm — ycBoeHUe TeopeTHyeckoro mMarepuana. Ha mepBom stame oOyuarommiics AOKEH
oTpaboTaTh M YCBOUTH Y4YeOHO-IPOIPAaMMHBIN BY30BCKMH MaTepuall, HCIONb3YyS METOAUYECKHe
PEKOMEH/IALIUHU 10 MOATOTOBKE K CEMUHApY.
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Bropoii 3tanm mpeanosaraeT BBINOJIHEHHE NPAKTHUECKOTO 3anaHus. KOHKpETHO Takoe 3ajaHue
naetcs o0ydJaromieMmycsi MpernojaBaTesieM B KOHLE 3aHATHSA, MPEIUIeCTBYIOLIEr0 MPAaKTHUYECKOMY. DTO
MOKET OBITh MOATOTOBKA KOHCIIEKTA, IUIaH paOdOTHI IO TOM MM MHOM CUTYAIMH, TJIaH Oece/Ibl U T.11.

3anaHus JOJKHBI OBbITh BBIMOJHEHBI MUCBbMEHHO. Kpome Toro, mo TeopeTHyeckuM BOIpOcam
00yYaroImuiics T0HKEH NOArOTOBUTH paboune MIaHbl CBOMX OTBETOB Ha HHX.

JlomaniHee 3ajaHue OOy4arOUIMIiCsl TOTOBUT CAMOCTOATEIBHO, YJENssl Ha MOJArOTOBKY HE MEHee
Tpex uyacoB. [Ipu BBHINOJHEHMM [OMAIIHEr0 3a/JaHus OH MOJXKET II0Jb30BaThC TEXHUUYECKUMU
CpeacTBaMH, yueOHOW IUTepaTypoi, KOHCIIEKTaMHU JIEKIHUH U 1.p. Pekomenayercs yaie oOpaimaThes 3a
KOHCYJIbTAIIMSIMH U OKa3aHHEM HEOOXOJMMOH IMOMOIIH K MPEroiaBaTesiM Kadeapol.
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y‘-IGGHO'MCTOIII/I‘-ICCKOG n3JaHuc

Pabouast mporpamMma y4eOHON TUCITUTIITUHBI

JlokymeHTOBEIeHH e

(Haumeuoeanue ()MC‘MM}’L’IMHH 6 coomeemcmeuu ¢ yueﬁnbm }’LflaHOJll)

YymakoBa Exarepuna AjieKcaHIPOBHA

(Damunus, Hus, Omuecmeo cocmagumeris)
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