MunucrepcTBO 00pa3oBaHus U Hayku Pecniyonuku banmkoproctan
roCyJIapCTBEHHOE aBTOHOMHOE IIPO(ECCUOHATILHOE 00pa30BaTENIBHOE YUPEKICHUE
bamxupckuii KOanem K apXuTeKTypsbl, CTPOUTENILCTBA U

KOMMYHAaJIBHOT'O XO3s1CTBa

YTBEPXJIAIO

3amecturenp aupekropa no Y MP
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PABOYAS ITIPOTPAMMA YUYEBHOUW JUCIIUITIJIMHBI
OI1.06 JoxymeHTAIITHOHHOE O0ecriedeHUe YIIPaBJIeHMSI

JUIS CIICIUAIBHOCTH

38.02.01 DxoHOMHKA M OyXTanTepCKUil yueT (110 OTPaciisiM)



Paboyas mporpamma y4eOHOM qUCHUIUIMHBL JJOKyMEeHTaMOHHOE 00ecTiedeHre YIpaBICHHS
pa3paboTraHa Ha ocHOBe DeepatbHOTO roCcyIapCTBEHHOIO 00pa30BaTeNFHOIO CTaHaapTa (aajee
— ®I'OC) no crenuaIbHOCTH cpeHero npodeccnoHanbHOTO 00pazoBanus (ganee - CI10)
38.02.01 Dxonomuka u Oyxranrepckuid y4uer (o orpacisim) ([Ipukas MunoopHayku Poccuu ot
05.02.2018 Ne 69); IlpumepHoii mporpaMMbl y4eOHON AUCHUIIINHBI JJoOKyMeHTallMOHHOE
oOecrieyeHne ynpasJieHus B coctaBe [IpuMepHOii OCHOBHOM 00pa30BaTeIbHOM MPOTPAMMEI 10
cnenuanbHocTd (nanee — [TIOOIT) 38.02.01 DxoHOMUKA 1 OyXranTepcKuil yder (10 oTpacisam);
OcHoBHOM nipoeccronanbHoit oOpa3zoBarenbHO mporpammel (Hanee — OITOIT) o

cnenuanbHocT 38.02.01 DxoHOMUKa U OyxranTtepckuil yuer (mo otpacisim) IAIIOY BACK.

Opranm3anus-pazpadotuuk: ['ATIOY bamkupckuii KOUIEIHK apXUTEKTYPhl, CTPOUTEILCTBA H

KOMMYHaJIBHOI'O XO35IiCTBa

Pazpaborunk: Komenea Crerinana BnagumuposHa, npenogaBatens ['AIIOY BACK



COJIEP’)KAHUE

TlogcuurenpHad 3ammcka

OO01mmas XxapakTepuCcTUKa YIeOHOU TUCITUTUINHBI
CrpykTypa u cojiep>kaHue y4eOHOU JUCIIMILTUHBI

YcnoBus peanuzanny y4eOHON AUCHUILIMHBI

KoHTposb 1 o11eHKa pe3ynbTaTOB OCBOCHHS YI€OHOM TUCITUTIITUHBI
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HOACHUTEJIBHAA 3AIINCKA

[Monyuenne cpemnero npodeccHoHalIbHOTO0 00pa3oBanus I1o crenuanbHocTH 38.02.01
DOKOHOMHKa M Oyxrantepckuid yder (1o OTpaciisiM) OCYILECTBIISIETCS B COOTBETCTBHU  CO
CJIEIYIOIIMMHU HOPMAaTUBHBIMU JOKYMEHTAMH:

— ®epnepanbHblii 3ak0H OT 29 nekabpst 2012 r. Ne273-03 «O6 obpazoBanuu B Poccuiickoit
Oenepauuny;

— Ilpuxaz Muno6puayku Poccum ot 05.02.2018 Ne 69 «O06 yrBepxkaeHuu (enepaabHOTO
rOCyJapCTBEHHOTO  00pa30BaTeNbHOTO  CTaHAapTa CpPeOHero  MpodeccCHOHAIBHOTO
oOpazoBanus no cnenuanbHocT 38.02.01 DxoHOMMKa M Oyxrantepckuil yder (1o
oTpaciisiM) (3apeructpupoBad MunuctepcTBoM tocturinu Poccuiickoit ®@enepamuu 26
stuBaps 2018r., peructpannonusiit Ne 49797);

— Ilpukaz MunoOpHayku Poccun ot 14 mtons 2013 r. Ne 464 «O06 yrBepxaenun [lopsinka
OpraHu3alliil U OCYHIECTBICHHS 00pa30BaTEIbHON AEATEIBHOCTH MO 00pa3oBaTEIbHBIM
nmporpaMMaM  CcpeaHero  npodeCCHOHAIBHOTO  00pa3oBaHHsA»  (3apEeTrHCTPUPOBAH
MununcrepcrBoM roctunmn Poceniickont @enepanmu 30 uronst 2013 r., peructpaiimOHHbINA
Ne 29200) (nanee — Iopsigok opranu3zanuu 00pa3oBaTeabHON JESITEILHOCTH).

— Ilpuxa3za MunuctepctBa npocsemienus PO ot 5 asrycra 2020 r. N 885/390 "O npakrtuueckoi

MOJTOTOBKE 00yJaronuxcs'.



1. OBIIASI XAPAKTEPUCTHUKA PABOYEH TIPOTPAMMBI YYEBHOM

JUCIHUIIVIMHBI

1.1. MecTo AcuMILUIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM POrpaMMBbl
VYuebnass mucumiimHa J{OKyMEHTAllMOHHOE OOECIIeYeHUE YIPaBICHHUS  SBISETCS

00s3aTeNIbHOM ~ 4YacThi0  OOmEenpo(ecCHOHATBHOTO  IMKJIA  NPUMEPHOH  OCHOBHOM
obpaszoBatenbHO mporpammbl B cooTBeTcTBHE ¢ @I'OC CIIO mo cnemmamsHOocTH 38.02.01
DKOHOMHMKA U OyXTranTepCcKui ydet (10 OTpacisim).

Vuebnas aucuuimuimHa  OIL06  JlokymeHTauMOHHOE  OOECIeueHue  yIpaBJICHUS
obecrieunBaeT GopMHupoBaHUE MPO(ECCHOHATHHBIX U OOIIUX KOMIIETCHIIMA 1O BCEM BHUIaM
nestensHocTH PI'OC CIIO mno cnenuanbsHocTH 38.02.01. DxoHOMUKA M OyXraiaTepcKuil ydeT
(no orpaciam). Ocoboe 3HaUeHHE QUCLMITIIMHA UMeeT npu popmupoBanuu u pazsutuu OK 01,

OK 02, OK 03, OK 04, OK 05, OK 09, OK10, IIK 1.1.

1.2. Heab ¥ nuiaHupyeMble pe3yJbTAThl 0CBOCHUS TUCIHHILIHHbI
B pamkax mporpamMMbl yu4eOHOUW AUCIHMIUIMHBI OOYYarOIIMMHUCS OCBAWBAIOTCS CIIEAYIONINE

YMCHUA U 3HAHUA

Kon
IIK, OK

YmMmenusa

3HaHus

OK 01

pacro3HaBaTh 3a7ady HW/WiM TpoOiemMy B
npoheCCHOHATBPHOM W/WIH  COLMAIbHOM
KOHTEKCTE; aHaJM3UpOBaTh 3alady H/Win
npoOieMy H BBIICNIATH €€ COCTaBHBIE
YacTH; ONpPENeNsITh O3Tambl  PEHICHUS
3a/lauM; BBISBIATH U A((EKTHBHO MCKATh
nHpopMmaruio, HE0OX0AUMYIO TUTS
pelIeHus 3a/1a4u W/UIu IpoOJIeMBbl;
COCTaBUTh IUIaH JIEHCTBUS; ONPEICIUTH
HE0OXO0IUMBIE PECYPCHI;

BIIQJIETh aKTyaJIbHBIMH METOJaMH pPadOTHI
B IpodeCCHOHANBHON U CMEXHBIX chepax;
COCTAaBJICHHBIM

peain30BaTb IJIaH,

OLCHUBATL PpE3yJIbTaT KW MOCJICACTBUA
CBOMX NCHCTBUU (CaMOCTOHTeJ'IBHO nin C

IIOMOIIIBIO HaCTaBHI/IKa)

aKTyaJdbHBI TMPOGECCHOHANBHBIA U
COIIMAJIbHBIM KOHTEKCT, B KOTOPOM
MPUXOAUTCS

paboTath W KUTh;

OCHOBHBIC UCTOYHHKH I/IH(bOpMaHI/II/I u

pecypchl
npo6JieM B MPOPECCHOHAIBHOM W/HITH

JUIs  pelieHus 3ajady U
COILIMAJIbHOM KOHTEKCTE;

QITOPUTMBI  BBINIOJIHEHUS PabOT B
npodeccuoHabHOM UM CMEXHBIX

001acTIX; METOIbI paboThI B

npodeccuoHanbHOll U
chepax;  CTpyKTYpy
pellieHus 3agad; TOPSAIOK OICHKHU

CMCKHBIX
IIJ1aHa JJIA

PE3yJIbTAaTOB peLICHUA 3aJa4

npodeccrnoHaNbHOM e TENbHOCTH

OK 02

ONpCACIIATD 3aga4yu JJIsL IIOMCKa

nHpOpMaLUY; ONPEAETATh HEoOXOaUMbIe

HCTOYHHUKH HH(bOpMaHHH; IJIaHUPOBATH

pouece MIOMCKa; CTPYKTYPHUPOBATh

IoJIy9acMyro I/IH(I)OpMaI_II/IIO; BBIICIIATD

HanbOoJIee 3HaA4YUMOC B MEpCUHC

HOMEHKJIaTypa UH(POPMAaIIMOHHBIX

UCTOYHUKOB IPUMEHSIEMbIX B
npo(eCCUOHATBHON  JIeSTEIbHOCTH;
IPUEMBI CTPYKTYpUPOBaHUS
uHpopmanuu; (opmar odopmIIeHUS

PE3YyJIbTATOB IOUCKA I/IH(pOpMaLII/II/I




nH(pOpMAIUY; OIIEHWBATh NPAKTUYECKYIO

3HA4UMOCTb pe3yJIbTaTOB IIOMCKA,

0pOPMIISITH PE3yAbTATHI MTOUCKA

OK 03

ONPEIENATh aKTyaJbHOCTb HOPMAaTHUBHO-
IIPaBOBOM JOKYMEHTAIuU B
npodeccHoOHATBHO N JCSITEIILHOCTH;
Hay4YHYIO

TEPMHUHOJIOTHIO;

IIPUMEHSTH COBPEMEHHYIO
podecCHOHATBHYIO
ONpCAC/IAITb W BBICTPAMBATHL TPACKTOPUU
po¢hecCuOHAIBHOTO pa3BUTHS u

caMmo00pazoBaHUs

colepIKaHue aKTyaJIbHOMN
HOPMAaTUBHO-IIPABOBOU
JOKYMEHTAIH; COBpEMEHHas
Hay4yHas U npodeccruoHanbHas
TEPMUHOJIOTHS, BO3MOXHBIE
TPaeKTOPUHU po¢ecCHOHATBHOTO

Pa3BUTHS U caMOOOpa30BaHUs

OK 04

OpraHru30BbLIBATH pa60Ty KOJIJICKTHUBA U
KOMaH/bI; B331/IMOJIC§ICTBOB3TI: C
KoJIieraMm, pyKOBOACTBOM, KIMCHTaAaMH B

x0/J1e TPOoECCHOHATBHON JIEATETHHOCTH

IICUXOJIOTHYCCKHUEC OCHOBBI

JCATCIIBHOCTU KOJIJICKTUBA,
TICUXOJIOTUYECKHE 0COOEHHOCTH

JIUMYHOCTH, OCHOBBI HpOCKTHOfI

JCATCIIBHOCTH

OK 05

r'paMOTHO HU3jlaraTb CBOM  MBICIU U

0(hOpMIIATH JTOKYMEHTBI o
npohecCuoOHATBHOU TEMAaTHKE Ha

TroCyaapCTBEHHOM SA3BIKEC, IMPOSABJIATH

TOJIEPAHTHOCTh B pab0oyeM KOJIIIEKTHBE

0COOEHHOCTH COIIMAJIBHOTO n

KYJIbTYpPHOTO  KOHTEKCTa; IIpaBuja

odopmiIeHUS JIOKYMEHTOB U

MOCTPOEHHUS YCTHBIX COOOIIEHUMN

OK 09

MPUMEHATh CpeAcTBa HH(GOPMALMOHHBIX

TEXHOJIOT Uit JJIA peicHusd
HpO(beCCI/IOHaJ'IBHBIX 3aga4, HCIIOJb30BaTh

COBPEMECHHOC IIPpOrpaMMHOC oOecneueHue

COBpPEMEHHBIC CPENICTBA M YCTPOHCTBA
UHPOpMATH3AIINY; MOPSIIOK  MX
IPUMCHECHHSI u IPOrpaMMHOE
obecrieueHne B TpodecCHOHATBLHON

JCATCIIBHOCTHU

OK 10

IIOHHUMATb 0 6HlPII>i CMBICJI YETKO

IIPOU3HECEHHBIX BBICKA3bIBAaHUH Ha
H3BECTHBIC TEeMbI (MPO(PECCHOHAIBHBIC H
OBITOBBIC), IOHUMATh TEKCThI Ha 0a30BbIC
npodeccHOHAbHBIE TEMbI; Y4aCTBOBATh B
odmue wu

Juajaorax Ha 3HaKOMBIC

podeccuoHalIbHbIC TEMBI; CTPOUTh
MPOCThIE BBHICKA3bIBAHUS O ce0€ M O CBOEH
npodeccHoHaNbHOM eATeNbHOCTH; KPAaTKO
O0OCHOBEIBATE U OOBICHHTH  CBOH
NecTBUS (TEKyIIMe | IUTAHUPYEMBIE);
MMCcaTh MPOCThIE CBS3HBIE COOOIICHUS Ha
581071

3HaKOMBIC MHTEPECYIOIIne

npodeccroHAbHBIE TEMBI

IpaBWiia TOCTPOCHUS TMPOCTBIX U

CII0KHBIX PeUIOKEHU I Ha
npodeccuoHalbHbIE TEMbI; OCHOBHBIC
o01IeynoTpeOUTENbHBIC IJ1aroJIbI
(bbrToBast M mpodeccuoHaNbHAas
JICKCHKA); JICKCHYECKUH MUHUMYM,
OTHOCSIIHICS K OITMCAHHIO
MpPEeIMETOB, CpPEICTB W MPOIIECCOB
npodeccnoHanbHON  NIeATENBHOCTH;
0COOCHHOCTH MPOU3HOIICHNUS;

ImpaBrjia YTCHUA TCKCTOB

HpO(l)eCCI/IOHaHBHOﬁ HaIpaBJICHHOCTH

IIK 1.1

NpUHUMATL TPOU3BOJIBHBIC TICPBUYHLIC

oOmire TpeboBaHus K OyXranrepckoMy




Oyxranrepckue JOKYMEHTHI,
paccMaTpuBaeMble  KaK  I[THUCbMEHHOE
JI0Ka3aTeIbCTBO COBEPIICHHS

XO35MCTBEHHOW OIepalyy WIH MOJTy4eHUE
paspelIeHUs Ha €€ IIPOBEJICHUE;
IpUHUMAaTh [E€pBUYHBIE OyXrajaTepckue
JOKyMEHTbl Ha OyMa)XHOM HOCUTEJIE H
(W) B BHJE IEKTPOHHOTO JIOKYMEHTA,
MOANMCAHHOTO 3JIEKTPOHHOM MOANNCHIO;
MPOBEPATh HAJIMYKWE B IPOU3BOJIBHBIX
MEPBUYHBIX OYXTaJITEPCKUX JOKYMEHTaX
00s3aTeNbHBIX PEKBU3UTOB;
hopmMalibHYIO
MIPOBEPKY IO CYILIECTBY,

MIPOBOJIUTH MIPOBEPKY
JIOKYMEHTOB,

apupMETHUIECKYIO TPOBEPKY;

MPOBOJUTH  TPYNIHUPOBKY  MEPBUUHBIX
OyXraiaTepckux JIOKyMEHTOB [0 pAIY
MIPU3HAKOB;

IIPOBOJUTH TAKCUPOBKY M  KOTHPOBKY

MEPBUYHBIX OYXTalTepCKUX TOKYMEHTOB;
OpPraHU30BBIBATH JJOKYMEHTOOOOPOT;
pa3buparbcs B HOMEHKIATYpE AeT;
3aHOCUTh JaHHbIE MO CTPYNIUPOBAHHBIM

JOKYMEHTaM B PETUCTPbl OyXTajaTepCcKOro

yueTa;

nepenaBaTh IMEpBUYHBIE OyXrajaTepckue
JOKYMEHTBI B TEKYIIMH OyXraJTepcKuit
apXuB;

nepenaBaTh IMEpPBUYHBIE OyXraiaTepcKue
JOKYMEHThl B TIOCTOSIHHBI apXWB IO
HCTEUYCHUU YCTaHOBJICHHOTO Cpoka
XpaHEHUS;

UCOPABIATh  OMIMOKM B  MEPBUYHBIX

6YXFaJITepCKI/IX JOKYMCHTAX;

y4eTy B YaCTU JOKYMEHTHUPOBAHUS
BCEX XO3SMCTBEHHBIX JCHUCTBUH W
OIIepalLtii;

MOHITHE TEPBUYHON OyXraiTepckoit
JIOKYMEHTAIUH;
OIpeeIIeHUE MEePBUYHBIX

OyXTanTepCKuX JOKYMEHTOB;

(GopMbl MEPBUYHBIX OyXrajaTepCcKUX
JIOKYMEHTOB, coJIeprKaIInX
00s13aTeNbHbIE PEKBU3UTHI

MNEPBHUYHOTO YIYCTHOI'O JOKYMCHTA,

NOPSAOK  IIPOBEACHMS  IIPOBEPKHU

MEePBUYHBIX OyXraiaTepckux
JIOKYMEHTOB, (hopManbHOM TPOBEPKU
JIOKYMEHTOB, TIPOBEPKHU IO CYILIECTBY,
apupMeTHIeCcKO MPOBEPKHU;
NPUHLMIIBI U TPU3HAKU TPYHNIUPOBKU
MEPBUYHBIX OyXraiaTepcKkux
JOKYMEHTOB;

HNOPAZOK NPOBEIEHHsS] TAKCUPOBKU U
KOTHPOBKH HEPBUYHBIX

OyXrajiaTepckux T0KyMEHTOB;

MOPSJIOK  COCTaBJICHHS]  PETUCTPOB
OyXrajiaTepckoro y4era;

mpaBWiia M CPOKM  XpaHEHHS
MIePBUYHOMN OyxTanTepcKoin
JOKyMEHTAIUH;




2. CTPYKTYPA ¥ COJIEP KAHUE YUEBHOM TUCIUATLIMHBI

2.1. O0beM yueOHOM AMCUMIJIMHBI M BUABI Y4eOHO0#l padoThI

Bua yueoHoii paboTbl O0bem yacoB

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIHUIIIHHbI 32

B TOM YHCIJIC:

TEOpEeTUYECKOe 00yIeHne 13
MpaKTHYeCKUe 3aHsITUs (B (popMe MpaKTHUIECKON OITOTOBKH) 19
KontponsHas
IIpome:kyTOUHAS aTTeCTANMSA
paborta




2.2. TeMaTu4eCKHH IJIaH U coaecpikaHue yqeﬁnoifl AUCHHUIIIMHBI «I[OKyMeHTaIII/IOHH()e o0ecrneuyeHue YupaBJICHUS

HanmenoBanme Conepxxanue yueOHOro Marepuajia u (pOpMbI OPraHU3aALMHU JAeATEJTbHOCTH 00YYAKOIIUXCS O6bem | Koabl
pa3aesoB U TeM B KOMIIeTeHI Ui,
yacax | (popmupoBaHH
10 KOTOPBIX
crnocodcTByer
3JIeMEeHT
NMPOrpaMMbIl
1 2 3
Tema 1. Conep:xanue y4yeOHOro MmaTtepuaja OK 01, OK 02,
BBenenne. OK 03, OK 09,
.3HaueHHe M coJepXaHue IUCHMIUIUHBI «JlOKyMEeHTalMOHH Ne4YeHu BIICHUS.
1.3nauenue coJiepKaHue c OKYMEHTAIlMOHHOE oOO0ecreueHue aBJe
JdokymMeHT OK 10, IIK 1.1
[ToHsiTHE TEPMUHOB «JIOKYMEHT», <«JIOKYMEHTHPOBAHHE», <«JIOKYMEHTAllMOHHOE obecreyeHue | 2
cucrema
yIpaBieHUs». YHUPUKAIUSA U CTAHIAPTU3ALMU YIIPABICHUYECKUX JIOKYMEHTOB.
AOKYMEeHTAIUH
Tema 2. Conep:xaHue y4yeOHOro MmaTepuasa OK 01, OK 02,
Opranu3anuoHHo- OK 04, OK 05,
. TaHU3Al[MOHHBIE JIOKYyMEHThl — YCTaB eAUTEeIbHbIE JOTOBO TMOJIO’KEHUE.
1 O b b
pacnopsiiuTe/bHbIe OK 09, OK 10,
PacniopsinuTenbHble TOKYMEHTHI — MpPHKa3, pacHoOpsHKEHHE, yKa3aHHe, MOCTaHOBIICHUE,
AOKYMEHTBI 6 IIK 1.1
penieHue, THCTPYKLHUSI, MPOTOKOJL.
2. CnopaBoyHO-WH(OPMAIIMOHHBIE JIOKYMEHTBHI: CIyXKeOHas 3amucka, OOBSICHUTENbHAS
3amMcKa, akT, ClpaBKa, CIyKEOHbIE MHChMa
IIpakTH4eckue 3aHATHSA 5




Odopmnenue moxkymenta (opmara A 4 mpu yriiOBOM M MPOJIOJEHOM Pa3MEIICHUN TOCTOSHHBIX
PEKBU3UTOB.

Cocrasnenne u opopmiieHne J[0OJDKHOCTHBIX HHCTPYKITHI*

CocrasieHne NpoTOKOIoB*

Tema 3. Conepxxanue yueOHOro Marepuaja OK 02, OK 04,
Kanposasi OK 05, OK 09,
1.JlokyMeHTHpOBaHHE TPYAOBBIX TIPaBOOTHOMICHWH. COCTaB W OCOOCHHOCTH O(MOPMIICHUS
AOKYMEHTAIUs OK 10
JOKYMEHTOB TIO JINYHOMY COCTaBY.
2.KomrutiekroBanue JIMIHOTO Jena. ABtobOuorpadus. Pesrome. 3asBinenue o mpueme Ha padoty. | 10
[Tpukassl IO TMYHOMY COCTaBY.
IIpakTHYecKkoe 3aHsATHE. 8
OdopmiieHue NpuKas3oB Mo JUYHOMY COCTaBY.
Odopmienue npuKaszoB MO BUILY ACATEIHBHOCTH®
Odopmienue TpyIoBOro AOrOBOpa, MpUKa3a O HpueMe Ha paboTry, odopmieHHE TPYIOBOM
KHIKKH.
Tema 4. Conep:xaHue yueOHOro MaTepuaja OK 01-05,
JdorosopHo- 1.ITonsitust norosopa. Bujibl 10roBopos. OK 09, OK 10
npaBoBasi 2.IlpaBuna odopmiieHUs] NPEeTEH3UOHHBIX MHrceM. DOpMYIsip UCKOBOTO 3asBJICHUS, TPEOOBaHUS K .
AOKYMeHTAaIUsl ero opopMIICHHUIO
IpakTuyeckoe 3aHsATHE. 6

10




Odopmitenre 10roBopa KyImm-mpoaaxu
OdopmiteHus MPeTeH3NOHHBIX THCEM™

Odopmiienue GopmyIsip HCKOBOTO 3asBICHUS ™

Tema 5. Conepxxanue yueOHOro Marepuasa OK 01, OK 0.2,

ITousiTue OK 04, OK 0.5,
1.CoctaB u yuer oObeMa JOKyMeHTOOOOpoTa mpeanpustuii. Opranuzamnus padoThl ¢ BXOJAIIEH,

AOKYMEHT0000poTA, OK 09, OK 10,
HCXOJAIIEH U BHYTPEHHEW TOKYMEHTaluen 2

perucrpauus IK 1.1
2. ba3pl nmaHHBIX U1 XpaHEHHs JNOKyMEHTOB. Pabota ¢ 3ampocamu. PaGoTta ¢ 31neKTpOHHBIMU

AOKYMEHTOB
JOKYMEHTaMH.

Tema 6. Conep:xanue ydyeOHOro marepuaja OK 01-0.5,

Opranmnsanus OK 09, OK 10,
1.Homenkunarypa aen. nnuBuayaabHble, CBOHBIE, IPUMEPHBIE U TUTIOBBIE HOMEHKJIATYPHI ACII.

OIepaTuBHOIO " 2 K 1.1
2.IloaroToBka M MOPSAOK Iepelady el B apXuB. 3aKOHOJATENbHbIE aKThl M HOPMAaTHUBHO-

apXUBHOI'O
METOAUYECKUE TOKYMEHTHI TI0 apXUBHOMY XPaHEHHIO JOKYMEHTOB.

XpaHeHust

AOKYMEHTOB

Bcero: 32

*HpaKTI/ILIeCKI/IC 3aHATHUA B (bopMaTe HpaKTquCKOﬁ IIOATrOTOBKH

11




3. YCJIOBUS PEAJIM3AIIAU TPOTPAMMBI YYEFHOM JUCIIUILIVHBI

3.1. st peanuzanyu mporpamMmbl Y9eOHOH TUCIMIUTMHBI JODKHO OBITH IPEITYCMOTPEHO
ClleAylollee CIEeHUAIbHOE TOMeIIeHue: KaOuHeT «JloKyMeHTanmuoOHHOrO oOecredeHus
VIpaBICHUS», OCHAIICHHBIH OOOpYyJIOBaHMEM: TOCAJOYHBIE MeCTa IO  KOJUYECTBY
oOyyaromuxcsi, pabodee MECTO MpernojaaBaTelis, I0CKa, CTEHIbI, TUAAKTUYECKUH MaTepual,
TEXHHYECKUMHU CpPEJCTBAMHU OOYYCHHS: KOMIBIOTEPHI, MYJIbTUMEAUMHOE 00OpYyJIOBaHHUE,

IIPUHTED.

[lomemienus ans caMOCTOATENBHONW pabOThl 0OydaroluXcs AOHKHBI ObITh OCHAIEHBI
KOMIIBIOTEPHOW  TEXHUKOM C  BO3MOXHOCTBIO  TOJKIOYEHHS K  MHPOPMAIMOHHO-
TeIeKOMMYHUKaIMoHHOW cetu "MuTepHer" u oOecredyeHueM JoCTynma B AJIEKTPOHHYIO

“H(POPMAITMOHHO-00pa30BaTEILHYIO Cpely 00pa30BaTeIbHON OpraHu3auy (MMPU HATHYNH ).

[lepeuenr oOOpynOBaHUS HE SBISETCS OKOHYATEIbHBIM M MOXET HU3MEHAThCA B
COOTBETCTBUM C OCOOEHHOCTAMH 00pa3oBaTelbHOM opraHuzauuu. Hampumep, BO3MOXHO

JAOIMOJTHUTECIBbHOC OCHAIICHUEC ITPUHTCPOM HUIJIN UHBIM TCXHHYCCKHUM CPECICTBOM.
3.2. UudopmannoHHoe odecriedeHUe peaau3alu mNporpamMmmbl

Jlnst peanuzanuu mporpamMMbl  OMOIMOTEUHBIH (OHI 00pa3oBaTEeIbHON OpraHU3aIuu
JIOJDKEH UMETh TIeYaTHbIC H/HITH 3JICKTPOHHbBIE 00pa3oBaTelbHbIE M HHPOPMAITMOHHBIE PECYPCHI,

PCKOMCHAYCMBIX JJIAA UCITIOJIb30BAHUSA B 06p330BaTeJ'IBHOM mponecce

IleuyaTHbIe H31aHusA

1.KupcanoBa, M.B., Akcenos, FO.M. Kypc nenonpounsBoactsa. — M.: UH®PA-M;
HoBocubupck: Cubupckoe cornamenue, 2020.

2.ITanacenko, FO.A. [lenonpou3BoAcTBO: JOKYMEHTAIIHOHHOE 00eCTIeYeHE YIIPaBICHUS:
Yyeonoe nmocodue / FO.A. Ilanacenko. - M.: W1 PUOP, HUIl MTH®PA-M, 2020.
3.PymbiauHa, JILA. JlokymeHTaloHHoe obecniedenue ynpasieHus. — M., OULL «Akanemusy,

2020.

4. JlokymMeHTaIlMOHHOE o0ecIieueHre yrpaBieHus (JIeI0Mponu3BOICTBO) : yueo. mocooue / T.A.
brikosa, T.B. Ky3uenosa, JI.B. Cankuna ; mox o6ur. pea. T.B. Ky3nenoBoit. — 2-e u3f.,
nepepad. u gon. — M. : UHOPA-M, 2021. — 304 c. + Jlon. matepuaisl [ DIEKTPOHHBIN pecypc;
Pexxum noctyna http://www.znanium.com]. — (Cpezanee npodeccruoHalibHOE 00pa3oBaHue).

5. JlokymMeHTalMoOHHOE oOecnieueHue ynpasieHus: YueoHoe nocodue/I maguitE.B. - M.: U1]
PUOP, HULL UHDPA-M, 2020. - 249 c.: 60x90 1/16. - (Ilpodeccuonanproe oOpa3oBaHue)
(ITepernér) ISBN 978-5-369-01042-6 - Pexxum moctyna:
http://znanium.com/catalog/product/468335
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DJIeKTPOHHbBbIE H31aHNs (3JIEKTPOHHBIE pecypchl)
1.Kynéra, E.1O. [JokxymenTanmonHoe ooecrieuenue ynpasiaeHus. — M., AkajemMus —
Menauna,2020.
2.ITmenko, A.B., loponuna JLA. u np. JlIokyMeHTaIIMOHHOE 00ECIICUCHHE yIIpaBIcHUs. — M.,
Axanemus —Menua, 2020.
3.CnpaBounas npaBoBas cuctema «Koncynbrant mrocy: http:// www.consultant.ru
4.CnpaBounas cuctema «["apanT». http://www.aero.garant.ru
JlonoTHUTEeIbHbIE HCTOYHUKHT

1. XKypnan «/lenonpousBoacTBoy.

2. XKypnan «Cekperapckoe Jaemom.

3. XKypnan «YnpasieHue nepcoHaTIOM.

HopmaTuBHBIE TOKYMEHTBI

1. ®enepanbueiii 3akoH "O06 snmektponHO noamucu” ot 06.04.2011 N 63-D3.

2. ®enepanbHbii 3akoH "O0 nHGOpManuK, THOOPMAITMOHHBIX TEXHOJIOTHUAX U O
3ammute nuHGopManuu" ot 27.07.2006 N 149-03

3.T'OCT P 7.0.8-2013. HarmonanpHbiii cTangapt Poccutiickoit deneparumn.
Cucrema cranmapToB 1o HHGOpPMAIHH, OMOIMOTEYHOMY U U3/1aTEITLCKOMY JIETy.
Jlenonpou3BOACTBO U apXUBHOE Jesi0. TepMunbl 1 onpenenenus (yrB. [Ipukazom
Poccrannmapra ot 17.10.2013 N 1185-c1)

4. TOCT P 6.30-2003. YHudunupoBaHHasi cucTeMa JOKyMEHTAIUH.
YHubunupoBaHHas CUCTEMa OpPraHU3alMOHHO-PACIOPIUTEIBHON TOKyMEHTAIUH.
TpeboBanue Kk 0POPMICHUIO TOKYMEHTOB. Y TBEPIK/ICH MocTaHOBJIeHHEM ['occtanapra PD

oT 03.03.2003 Ne65-ct. — M.: U3a-Bo crangaptos, 2003.

13



4. KOHTPOJIb U OIIEHKA PE3YJIBbTATOB OCBOEHUS YUEBHOM

JUCHUIINHDBI

PesyabTaTsl 00yyeHus

Kpurepnu ounenku

MeToabl OLIEHKH

B pe3yabTare OCBOCHHS

JUCLUIIINHBI oOyuarouuics
JOJDKCH 3HAMDb .

aKTyaJIbHBIM 1Ipo(ecCHOHAIbHBIN U
COLIMAIBHBIA KOHTEKCT, B KOTOPOM
MPUXOAUTCA paboTaTh U KUTH;

OCHOBHBIC HUCTOYHUKHU

pecypesl
peumieHus 3agad U mpobieM B

uHpopmauu U JUTS

pohecCuoOHATBPHOM W/umm
COIMAIEHOM KOHTEKCTE;

QITOPUTMBI BBIITOJIHCHHUS pPaboOT B
poheCCHOHATBPHOM W CMEKHBIX
obnactsx; Meroabl paboTHl B
poheCCHOHATBPHOM M CMEKHBIX
chepax; CTPYKTypy IUIaHA JUIS
peleHus 3a1ad; MOPSAOK OLEHKH
pe3yiabTaTOB  pEIICHUs  3a7a4
po(hecCHOHATFHON IS TEIIbHOCTH
HOMEHKJIaTypa HH()OPMAIIMOHHBIX
UCTOYHUKOB  TIPUMCHSEMBIX B
po(hecCHOHATLHOU IS TEILHOCTH,
MIPUEMBI CTPYKTYPHUPOBAHUSI
nHpopMaIuu; dbopmar
odopMIICHHS PE3YJIbTATOB IOKCKA
nHpopMaruu
COJIepKaHHe aKTyaJIbHOU

HOPMAaTUBHO-TIPABOBOM

JAOKYMCHTAIIUU; COBPEMCHHAA
HaydHas u HpO(i)eCCI/IOHaHBHaSI
TECPMHUHOJIOT U, BO3MOJXHBIC

TPAEKTOpPUU  MPOPECCUOHATBHOTO

Ppa3BUTHUA U CaM006pa30BaHI/I}I

TICUXOJIOTHYCCKUC OCHOBBI
ACATCIBHOCTH KOJIJICKTHBA,
IICUXOJIOTHYCCKHUC 0COOEHHOCTHU
JIMYHOCTH, OCHOBBI HpOCKTHOfI

pacrio3HaBaHuC AJITOPUTMOB

BBITIOJIHCHUS pabot B
npodeccCHOHATLHOM W CMEKHBIX

005acTsAX; OMpeNeIeHUEe METOOB

pabotel B mpodeCCHOHATBHOU U

chepax;
OIITUMAIIBLHOU

CMEXHBIX BBIOOD

OTpe/IeTICHNE
CTPYKTYpPbI
3a1a4; IMOHUMAaHHEC IOpsAJKa OLCHKHU

ImIaHa g  pCIICHUs

pe3yNnbTaToB pelieHus 3a/1a4

npoheCcCHOHANBHON  JIeATEIHHOCTH;

BbIOOp  Hauboyiee  ONTHUMAJIbHBIX

HCTOYHUKOB nHpopmanuu u
pecypcoB i pelIeHHs 3a1ad U

npo6ieM B mpohecCHOHATHHOM H/WITH

COLIMAIEHOM KOHTEKCTE;
OpUEHTHUPOBAaHHWE B  aKTyaJbHOU
HOPMAaTUBHO-TIPABOBOM

JIOKYMEHTAIIUH; COBPEMEHHOU
HAaydyHOH W MpodecCHOHATHHOM
TEPMHUHOJIOTHH; MMOHUMAaHHe
MICUXOJIOTMYECKUX OCHOB
JEeSITEIbHOCTH KOJUJICKTUBA,
MICUXOJIOTHUECKUX ocoOeHHocTel
JUYHOCTH;,  BIAQJCHHE  3HAHUSIMH
OCHOB paboOThl C JIOKYMEHTaMH,

INOATOTOBKHU YCTHBIX W IMHUCBbMCHHBIX

COO6H_[€HI/II71; 3HAaHUC OCHOB
KOMHBIOTGpHOfI I'paMOTHOCTH; 3HAHUC
IMMpaBUJI HAlTMCAHUA U ITPOU3HOMICHUA

CIIOB, B T.4. U MNpodhecCHOHATBLHON

JIEKCUKHU.
3HaHue ¢bopm HEePBUYHBIX
OyXranTepcKux JOKYMEHTOB,

COJICpXKaHUA TaKOW JOKyMEHTAlluH,
NOHUMaHHe crenupuK paboThl ¢

NEPBUYHBIMHA 6YXF3.J'ITepCKI/IMI/I

-OIleHKa
BBITIOJTHEHUS
MPaKTHYECKUX

3aganuil. TecT.
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JEeATEIbHOCTH
O0COOEGHHOCTH  COIMABHOTO |
KYJIBTYPHOTO KOHTEKCTA; Hpasuia
oopmnenus ~ OOKymenmos U
NOCMPOEHUs YCMHBIX COOOUEeHU.
2PAMOMHO U31A2AMb C80U MbLCIU U
ohopmnams  OOKyMeHmbl no
npogheccuoHaIbHOU memamuke B
nporpamme  «1C-Byxranrepus».
NPOSIBISATE  TOJEPAHTHOCTH B
paboueM KOJIJIEKTHUBE
COBpEMEHHBIE cpezicTBa "
YCTpOWCTBA nHpOpMaTH3alnY;
MOPSIOK WX  TPUMCHCHHS |
MporpaMMHOE  OOECTieYeHHe B
poheCcCHOHATBHOM IeATETLHOCTH
MpaBHja TOCTPOCHUSI TIPOCTBIX H
CITO’KHBIX MIPETIOKEHHIA Ha
npodeccHoHaIbHBIC TEMBI;

OCHOBHBIE OOIIEYNOTPEOUTEIIbHBIC

TJ1aroJibl (6p1TOBAS u
npodeccuoHanbHas JIEKCHKA);
JIEKCUYECKU I MHUHUMYM,
OTHOCSIINNCS K OIHMCaHUIO

npeaAMETOB, CPpEACTB U IPOLECCCOB

npodeccuoHabHOMN NI TENbHOCTH;

0COOEHHOCTHU MIPOU3HOIICHHUS;
npaBuIIa YTEHUSA TEKCTOB
npodeccruoHaIbHON

HaIpPaBJICHHOCTH oOmiue

TpeboBaHUsA K OyXraiarepckomy
y4eTy B 4acTU JOKYMEHTHUPOBAHMS
BCEX XO3SAMCTBEHHBLIX NEUCTBUU U
OIIepaLHii;

MIOHSTHE NePBUYHOMN
OyXranTepckoil TOKyMeHTaluy;
OTIpEeeIICHUE NEPBUYHBIX
OyXrajaTepcKkux JOKYMEHTOB;

(hopMbI MEPBUYHBIX
OyXraiTepcKux JIOKYMEHTOB,
coJiepKaliux o0s13aTeNbHBIC

JIOKYMEHTaMHU
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PCKBU3UTHI NCPBUYHOIO0 YUYCTHOI'O

JTOKYMEHTA;
MOPSAZOK TPOBENCHHUS TPOBEPKH
IIEPBUYHBIX OyXTajaTepcKux
JIOKYMEHTOB, bopmanbHOI

IIPOBEPKU JIOKYMEHTOB, IIPOBEPKH

[0 CYIIECTBY, apudMeTudyeckoiu

IIPOBEPKHU;
IIPUHLIATIBI u IIPU3HAKU
TPYIIIUPOBKH IIEPBUYHBIX

OyXrajnTepCKUX JOKYMEHTOB;
MOPSIIOK TIPOBEJICHUS TaKCUPOBKH
" KOTHUPOBKH MIEPBUYHBIX
OyXTalnTepCKUX JOKYMEHTOB;
TOPSIIOK  COCTaBJICHHSI PETHCTPOB
OyXTaJnTepCKOro y4era,

MpaBWJIa W CPOKM  XPaHEHHUS

IIEPBUYHON Oyxrajntepckoit

JTOKYMEHTaluu

B pe3ynbTaTe OCBOCHHUS | BIaJICHUE aKTyalbHbIMU MeTonamu | OneHka
JUCITUTUTUHBI oOyyvaromuiics | paboTel B TPO(PEeCCHOHAIBHONW | | pe3yJbTaTOB
TOJDKEH yMenb: CMEXHBIX  cdepax; dhPexkTUBHOE | BBITIOJIHCHUS
pacrmo3HaBaThb ~ 33Jayy  W/WJIM | BBISIBJICHHE M TOUCK HH(POPMAIMH, | MPAKTUUECKUX
npobieMy B MpodeccHOHATBHOM | COCTAaBICHHE ONTHUMAJBHOTO IUIaHa | padoT.
W/WAM  COLIMANBHOM  KOHTEKCTE; | AeWCTBUMN, aHANM3 HEOOXOAUMBbIX ajs | TecT.

aHAJIM3WPOBATh  3aJady  W/WIK
npobieMy W BBIICIATH €€
COCTaBHBIC  4YaCTH; ONPEICIAThH
3Tanbl PEIICHUS 3a/a4H; BBISBIISATH
u 3¢ HEeKTUBHO HCKATh
uH(popMalIUI0, HEOOXOAUMYIO st

PCUICHHUA 3a1a11 W/uiau HpO6J'I€MBI;

COCTaBUTH TUIaH JICHCTBUS;
OTIPENICIIUTh HEOOX0TUMbIE
pecypcsl;

BIAJIeTh AaKTYaJIbHBIMH METOJIaMH
paboThl B MpoecCHOHATBHOU U
CMEXHBIX cdepax; peaTu3oBaTh
COCTaBJICHHBIH IUJIaH; OLIEHUBAThH
pe3yabTaT U TOCIEACTBUS CBOMX

NENUCTBUM (CAMOCTOSITEIBHO WM C

BBITMIOJIHGHUSI  3a/IaHUS, PECYPCOB;
OCYIIIECTBIICHHE HCCIICIOBATEIBCKOM
NEeSITeTbHOCTH, MIPUBOISIICH K
ONTUMAIILHOMY pe3yabTary;
JEMOHCTpAIKsl THOKOCTH B OOIICHUH
c KOJIJICTaMH, PYKOBOJICTBOM,
NOJYMHECHHBIMU W 3aKa3YMKaMU;
PUMEHCHHE CpeicTB
UH(GOPMALMOHHBIX TEXHOJOTUH s
pemieHus MpodeCCHOHAIBHBIX 3a]ad;
a¢dexkTuBHOE HCIIOJIb30BaHUE
COBPEMEHHOTO MPOrPaMMHOTO
obecrieyeHus; KpaTko U YeTKO
dbopMynupoBaTh CBOM MBICITH,
u3Naratb ~ ¥MX  JOCTYIHBIM  JJIs

HOHUMaHMs crocoboM; 3¢ddeKkTuBHasS
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TTOMOIIbIO HACTABHUKA)

ONpCAC/IATL 3aJdadyu A TOUCKa

uHbOpMaLnu; OIPENEIATh
HEO0XOIUMBIE HUCTOYHHUKHU
UHpOpMAIHH; IUIAHUPOBATh

MPOIIeCC MOUCKA; CTPYKTYPUPOBATH
MI0JIy4aeM Y10 nH(OpMAIIHIO;
BBIJICTIATh HamOoJiee 3HAYMMOE B
nepeyHe WHGOPMAIUU; OIICHUBATH
MPaKTUYECKYIO 3HAYUMOCTD
pe3ynbTaTOB TOHUCKA; O@OpMIAMb
pe3yibmamsl NOUCKA

onpeoensims aKmMyanibHOCHb
HOPMAMUBHO-NPABOBOTL

dokymeHmayuu 8 ¢ npoepamme «1C-

byxeanmepusy. IIPUMEHSTH
COBPEMEHHYIO HAYyYHYIO
poheCcCHOHAITBHYIO

TEPMHUHOJIOTHIO;  ONpEAeNsiTs |
BBICTPanBaTh TpaeKTOpUU

poheCCHOHANIBHOTO PAa3BUTHSA H

caMmo00pazoBaHUs
OpraHU30BBIBATh paboty
KOJUICKTHBA " KOMaH/Ibl;

B3aMMO/ICHCTBOBaTh C KOJIJIEraMu,
PYKOBOJICTBOM, KIUEHMAMU 8 X00e
npogheccuoHanbHol desimenrbHoCmu
2PAMOMHO U3A2amb C80U MbLCIU U
oopmasmo OOKYMeHmbl no
npogeccuoHanvbHoU memamuke 6
npozpamme «1C-Byxeanmepusy,
MpOSIBIIATh  TOJEPAHTHOCTH B
paboyeM KOJUIEKTHBE

MPUMEHSITh CpencTBa
MH(OPMAIIMOHHBIX TEXHOJIOTH
JUI pelieHus MpodecCHOHATbHBIX
3aJ1a4; UCIIOJIb30BaTh COBPEMEHHOE
IporpaMMHO€e oOecrieueHue
MOHUMATh OOILIUH CMBICT YETKO
MIPOU3HECEHHBIX BBICKA3bIBAHUM Ha

HU3BCCTHBIC TCMBI

pabota c NEPBUYHBIMH

OyXralaTepCKUMH JOKyMEHTaMHU

17




(mpodeccroHambHBIE U OBITOBEIE),
MMOHMMATh TEKCThl Ha 0a30BbIC
npodeccuoHalbHbIC TEMBI;
y4acTBOBaTh B  JMajorax Ha
3HAKOMbIE obmue u
npodeccrnoHabHBIC TEMBI;
CTPOUTH MPOCTHIC BHICKA3BIBAHUS O
cebe 1 0 cBoel MpodecCHOHATBHOM
NeSITEIILHOCTH; KpaTKO
00OCHOBBIBATh M OOBSCHUTH CBOU
JNEeNCTBUSA (Texymue "
IUTAHUPYEMBIE); TIHCATh MPOCTHIC
CBSI3HBIE COOOIIECHUSI HA 3HAKOMBIE
TN WHTEPECYIOIIHE
npodecCHoHATBHBIC TEMbI

MPUHUMATH MIPOU3BOJIbHBIE
IIEpBUYHBIE Oyxrajirepckue
JOKYMEHTHI, paccMaTrpuBaeMble

KaK IMUCHhMEHHOE J0Ka3aTebCTBO
COBEPIICHUS XO3SMCTBEHHOM
oriepanuu WITH MOJTy9YCHUE
paspelieHns Ha ee TIPOBEICHHE;

MPUHUMATD MIEPBUYHBIC
OyXranTepckue JIOKyMEHTHl  Ha
OyMa)XHOM HocuTele W (WIh) B

BHUJOC OJICKTPOHHOIO JOKYMCHTA,

IIOAIIMCAHHOI'O BHCKTpOHHOﬁ
IO AITMCHIO,

IIPOBEPATH HaJIn4uec B
IIPOU3BOJIBHBIX MCPBUYHBIX
6YXFaJ'ITepCKI/IX AOKYMECHTaAxX

00s13aTeNbHBIX PCKBU3HUTOB;,

MIPOBOJUTH (POPMAIBHYIO IPOBEPKY

JOKYMEHTOB, IIPOBEPKY 1o
CYLIECTBY, apu(pMETHYECKYIO
IIPOBEPKY;

IIPOBOJUTH IPYINIUPOBKY
NEPBUYHBIX OyXrajaTepcKux

AOKYMCHTOB 110 PAAY IPHU3HAKOB,
IIpOBOAUTD TAaKCUPOBKY u

KOTHUPOBKY NEPBUYHBIX
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OyXranTepcKux JOKYMEHTOB;
OpraHu30BBIBATH
JOKYMEHTOO00O0POT;

pa3duparbcsi B HOMEHKIIATYpE Jed;
3aHOCHTh TaHHBIC 1o
CTPYNIIMPOBAHHBIM JOKyMEHTaM B
PETUCTPBI OYXTaJITepPCKOTO YUeTa;
nepeaaBaTh HePBUYHbBIC
OyXrajrepckue  JOKYMEHTHI B
TEKYIINH OyXraaTepcKuil apXus;
nepeaaBaTh NIePBUYHBIC
OyxrajnTepckue  JOKYMEHTHI B
MOCTOSIHHBIM apXWB 10 HCTECYCHUH
YCTaHOBIJIEHHOTO CPOKa XpaHECHHUS;
UCIIPABIIATH OIMIMOKK B MEPBUYHBIX

OyXTanTepCKUX JOKYMEHTaX;

[Iporpammy coctaBui npenonasatens Komenesa C.I'.

[Tporpamma o6cyxaeHa Ha 3aceqanuu [TIK 38.02.01

npoTokos Ne 1 ot «30» 08 2021 .

HporpaMMa OI[O6pCHa MCTO,I[I/I‘ICCKI/IM COBCTOM KOJLIIC»Ka

npoTtokos Ne 149 ot «07» 09 2021r.
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