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1. ITosicHUTEJIBLHASA 3AIUCKA

Kypc «JlokyMeHTannmoHHOEe oOecreueHrue yrnpaBieHUs» 3aHUMAET Ba)KHOE
MECTO IIpHU MOATOTOBKE OakaiaBpoB 1o HanparieHuto 43.03.02 - Typusm.

PaboTa ¢ nokymeHTamu BBICTyHaeT OJHOM W3 HamOoJiee BaKHBIX COCTaB-
JSIOLIUX JEATEIbHOCTH MEHEKEPOB B CEPBUCHOM JieaTesIbHOCTH. DopMHUpOBaHUe
y 00y4aroluXcsi CUCTEMbI 3HAaHUI U yMEHUN pabOThl C TOKYMEHTaMH, HEOOXO0I1-
MBIMH 151 3G (HEKTUBHOTO YIIPaBJICHUSI CEPBUCHBIM MPEINPHUITHEM, CITIOCOOCTBY-
€T TOBBIIICHUIO Ka4eCTBA MOATOTOBKH 0aKalaBpOB JaHHOTO HAMPABIICHHUS.

[lenpr0 OCBOCHMS AUCITUIUTHHBI «J|OKyMEHTAITMOHHOE OOECTieYeHUE ympaB-
JICHUS» SIBJIIETCSl U3yUYECHHUE CHCTEM JIOKYMEHTAIlMU, OpraHu3aluu JOKYMEHTUPO-
BaHUS W JIETOTPOU3BOJICTBA, COCTABIAIONIMX OCHOBY MH(OPMAITMOHHBIX MPOIEC-
COB B CEpBUCE.

3aayn AUCHUIUIAHBL:

. 03HAKOMJIEHUE CTYJCHTOB C 3aKOHOJATEIbHOW U HOPMAaTUBHOM 0a30H,
METOAMYECKUMU pa3pabOTKaMi U OCHOBHOW HAYYHOU JIUTEpaTypoil 1Mo Kypcy;
. U3y4YeHUE MPAKTUKU OPTaHU3aLUU TOKYMEHTAIIMOHHOTO 00eCreYeHus

YIOPABJICHUS Ha NPEIIPUATUSAX, OPraHU3ALUAX U YUPEKIECHUAX CEpBHCA.



2. IlepevyeHb MIIAHMPYEMBIX Pe3yJbTATOB 00y4YeHHS N0 AUCHUILIHHE, COOTHE-
CEHHBIX € IVIAHUPYEMbIMU Pe3yJIbTATAMHU 0CBOEHHS 00pa30BaTeJIbHOM MPO-
rpaMMbl

JuctumumHa «/lokyMeHTallmoOHHOe OOeCleYeHne YIpaBJICHUs» y4acTBYeT B (pOpMHUPO-
BAHUU CIEAYIOUIEH KOMIIETCHIUHU (CAEAYIOIUX KOMIIETEHIIHM):
CTpyKTypHBIE 2JIEMEHThI KOMIIETEHITUI

Komnerenuuu Nuaukaropsl Jeckpunropnbl
OIIK-6.2 Cobmromaer 3a-| 3HaHusA:
KOHOMATENbCTBO  Poccuil-| OCHOBHBIX 3aKOHOAATEIbHBIX HOpM P®, pery-
ckoi @enepauuu O Ipe-| JUPYIOIIMUX MPEIOCTABICHUE TYPUCTCKHUX YC-
TOCTABJIICHUM  TYPUCTCKHX| JIyT
[yCIIyT. Ymenus:
[TonGopa 3akOHOAATENBHBIX aKTOB, pETYJIH-
OIIK-6 -Criocoben PYIOIMX IPENOCTABIEHNUE OTAEIbHBIX BHJIOB
MIPUMEHSATH 3aKOHO- TYPUCTCKHX YCIIyT
JnarenbeTBO Poccnii- HaBbiku:
ckoit deneparuu, a AHanu3a 3akoHojatenbcTBa PO B wactu mpe-
TaKXe HOPMbI MEXK- JIOCTABJICHUS] TYPUCTCKHUX YCIIYT
nyHaponHoro npaBa [OIIK-6.3  OOGecneunBaet| 3HaHus:

IIPYU OCYILECTBIEHUN
npo¢eCCuOHATBHON
ACATCIIbHOCTHU

TOKyMEHTOOOOPOT B COOT-
BETCTBHH C HOPMATHBHBIMH
TpeOOBaHUSMHU.

OCHOBHBIX BUJOB HOPMAaTUBHBIX JOKYMEHTOB,
o0ecrneynBaoIUX OpPraHU3alui0 U IUIaHUPO-
BaHUE ACSITEIbHOCTH OpraHu3aluu Typu3mMa
YMenus:

BbIsBIIATE HOpMaTHBHBIE TPEeOOBAaHUS AJIS Op-
TaHM3alUU JTOKyMEHTO000OpOoTa Ha Mpenpu-
ATUU cepsl TypuzMa

Hasbikn:

[IpuMeHeHHsT HOPMATHBHBIX TPeOOBaHMU IPH
COCTaBJICHUM IIEPEYHS OCHOBHOM JTOKYMEHTa-
IIUM, HEOOXOIUMOMN JUIs NEATENIbHOCTU Ipel-
npusATUs chepsl TypuzMa




3. MecTO AUCHUIIIMHBI B CTPYKTYpe 00pa3oBaTeIbHOI NPOrpaMMbl

«/loxymenmayuonnoe obecneuenue YNpasieHus» SBIACTCS NTUCIUTLIMHON
00s13aTeIbHOM YacTH IS TIOJATOTOBKHY CTYJIEHTOB 1o Hampasienuro 43.03.02 — Ty-
pHU3M.

Hocaenyrommue
JUCHMILIMHBI (MO-
AyJan) yueOHOro

IMpenmecrByromue JAucuuninnabl (Moay/an) yueo-
AUCUHMIUIMHBI (MOY- |HOTO IJIaHA, B KOTOPBIX KOMIIe-

IIugp koM- | JM) y4eOHOro IJIAHA, | TeHUMS OCBaWMBaeTcs MapaJi-
. ILUIAHA, B KOTOPBIX
neTeHIuH B KOTOPBIX 0CBAMBA- | JIEJILHO C M3y4aeMOil JHCIHII-
. OCBAHBAETCSI KOM-
eTCsl KOMIeTeHIUs JIMHOM

neTeHuus

IIpaBoBbie ocHOBBI Ty- | IIpaBoBO€E perynupoBanue nes- | IIpousBoncrBeHHas
PHUCTCKOM JIEATETLHO- |TETbHOCTH 00BEKTOB TypUCTCKOM| mpakTuka (ITpemmu-

OIIK-6 CTH UH(PPACTPYKTYPhI U TYPUCTCKUX | IJIOMHAs IIPAKTHKA)
i YueOHas IpaKTHKa CEpBHCOB
(O3HaKoOMUTEIIBHAS
MPaKTUKA)




4. O0beM TMCUMILIMHBI (MOAYJISI) B 3a4€THBIX eIMHULAX C YKa3aHUeM KOJIH-
YecTBa aKaJeMU4YeCKUX W ACTPOHOMMYECKNX YACOB, BbIIeJI€HHbIX HA KOH-
TAKTHYIO pa0oTy 00y4aliuxcs ¢ npenojaBarejeM (1o BUAaM y4eOHbBIX 3a-
HATHI) U HA CAMOCTOSATEIbHYIO PAa00Ty 00y4arouIuXcsi

OO6m1ast TpyI0€MKOCTh OCBOSHHUS YU4EOHON AUCHUTIIUHBI «/[OKYMEHMAaAYUOH-
Hoe obecneueHue Ynpasierus» CoCTaBisieT 5 3aueTHbIX eaunul win 180 akageMu-

YCCKHUX 4YaCOB.

Ne cemectpa

Cemectp 3 Bcero, ax.uacos
OO01mast TpyA0eMKOCTh (BCETO aK. 4acoB / 3.e1) 180/5 180/5
Jlexkuun 16 32
KonTakTHas pabora
[IpakTrueckue 3aHATHS 32 32
CamocrosTenbHas paboTa 96 96
Bua npomexxyTouHoi
aTTeCcTaluu DK3aMeH
(KOHT.pab.**/ ca- 2,5/33,5 36
MOCT. pal.)




S. CopepskaHue IMCUMILIMHBI (MOYJIs1), CTPYKTYPHMPOBAHHOE 110 TeMaM (pa3-
Je1aM) ¢ YKa3aHHeM OTBe/JICHHOT0 HAa HUX KOJMYeCTBA aKaJAeMHYeCKHX WIN
ACTPOHOMHUYECKHUX YaCOB M BH/I0B Y4eOHBIX 3aHATHI

HaumenoBanue pasne-
JIa JUCITATLINHEI (Tema)

TpynoemMkocTsb

BCETO

KonrakTHas pabora

JICKITHH
HPAKTHY. 3aHATHS
71a00p.3aHATHSI

camocT. pabora

Conepxanue

3 cemecTp

OCHOBBI JTOKyMEHTallU-
OHHOTO  oOecrieueHus
OpTaHM3aIlii  CEPBHC-
HOU JEATEIbHOCTH

36

24

[IonssTue 0  JOKyMEHTE.
CBoiicTBa, MPU3HAKH,
¢byHkuun noxkymenta. Me-
TOABI U CHOCOOBI JTOKYMEH-
tupoBaHud. HopmaTtusHO-
MeToandeckas 0asza JOKYy-
MEHTAI[MIOHHOI0 obecmeue-
HUS YOPABJICHUS JCSITEIb-
HOCTBIO OpraHM3alluu Cep-
BHUCHOU JesATeNLHOCTU. BH-
Jbl  YIIPABIEHYECKUX JIOKY-
MEHTOB, HEOOXOIUMBIX JIJIs
OIIHCAHHUS Pa3IMYHBIX
YIPABICHUYECKUX JIEUCTBUU.
YHudukanus 1 CTaHIapTH-
3anus JAOKyMEeHTOB. [loHs-
THE U COCTaB PEKBU3U-
TOB.DOPMBI JTOKYMEHTAITUH
i pa3pabOTKH CEpBUCHO-
T'0 MPOAYKTA

CucreMbl JIOKyMEHTa-
uu, obpasyrommuecs B
npolecce  yrnpaBiIeHUS
ACATCIIbHOCTHIO opra-
Hu3aui ceprl cepBu-
ca

36

24

CocraB, CTpyKTypa H CO-
Jep’)KaHue JIOKYMEHTAllHUH,
obecreunBaroIIeii  OpraHu-
3amuio ceppuca.CocraB op-
TFaHU3allMOHHO-

paBo-
BOM,pacropsIUTENbHOM,
UH(POPMAIIMOHHO-
CIIPABOYHOM, IJTAHOBO-
OTYETHOM  JIOKYMEHTALIMH,
MpaBWIa €€ COCTABICHUS U
odopmiteHus
OcoOEHHOCTH  JTOKYMEHTO-
000poTa B cepBuUCe

JlokyMeHTalMOHHOE

36

24

O6mras XapaKTEePUCTUKA

8




obecrieueHne yrmpaniie-
HUS TIEPCOHAIIOM.

KaJ[pOBOrO CoOCTaBa IMpej-
npustus. Opranusanus 10-
KYMEHTAIIMOHHOTO obecrie-
YeHHsI JCSITETbHOCTU Kaj-
pPOBOI  CITy’KOBI TIpETIPH-
arus  cepsuca. OpranHusa-
s paboThl C KaapoBOMU
nokymentanueit. OcobeH-
HOCTH HUCIOJb30BaHUS CETU
WNHtepHer g pelieHus
3aja4 KaJapoBOTO JIEIOIpPO-
uzBoactBa.  OdopmiieHue
JICNIOBBIX THCEM, JIOKJIaj-
HBIX U CIIY)KEOHBIX 3aIHCOK,
OTBETOB Ha Kajo0bl MOTpe-
oureneii.

Opranuzanus JIOKY-

Opranuzanus paboTsl ¢ 10-
kymeHTtamu. Cucremarusa-
Iy JOKYMEHTAlMu B IPO-
LIECCE CEPBUCHOM JIEATENb-

36 4 8 24 | HocTu.@OpMUpOBaHHUE u
MEHT0000pOTa
odopmiieHne nen. Dkcmep-
TH3a [IEHHOCTH JOKYMECH-
TOB, ITOATOTOBKA JTOKYMEH-
TOB K XPaHEHHIO.
DK3aMeH 36 2.5 33,5
Htoro 180 [ 16 | 34,5 129,5




6. [TepeyeHb yUeOHO-METOAMYECKOTO 00ecTiedeH s IJIsl CAMOCTOSITEILHOM pa-
00ThI O0yUYAKOIIMXCS MO TUCUUILIHHE (MOTYJII0)

Ne Bunsl camoctosiTensHON paboThI TpynoemMkocTs, dopma KOHTpOIS*
aK.4yacel
1. [IpopaboTka TeOpeTHYECKOro Marepua-
. Koncynpranus npe-
J1a IO KOHCTIEKTaM JIEKIIMI, pEKOMEH-
o 32 MOJIaBaTEeIIsl, YCTHOE
JIOBAaHHOU JIUTEpaType, JOMOTHUTEb-
cobeceoBaHue
HBIM HCTOYHUKAM HH(OpMaluu
2. IToaroroBka K MpakKTUYECKUM 3aHSTH- BricTymiienue ¢ qok-
SIM: TIOUCK HE00X0AMMOM HH(pOopMauy, Jaznom,
00paboTka nHpopmaIuu, HanmucaHue 32 MpEe3eHTAaINS,
JIOKJIa/1a, MOJArOTOBKA K BBICTYILJICHUIO OTBETHI HA TUCKYC-
(mIucKyccHum) CHOHHBIE BOIIPOCHI
3. [ToaroroBka Kk TEKyIieMy KOHTPOJIIO
(TecTUpoBaHKE W/WUJM HATMCAHUE pe- 32 Tectsl, pedepaTs
depata)
4. [ToaroroBka K MpoMeKyTOYHOM aTTe- YcTHOE cobecenoBa-
cTarnuu 33,5 HUE,
(BOMPOCHI K IK3aMEHY, UTOTOBBIN TECT) TECTUPOBAHNUE

JIJisi caMOCTOSITeNIbHOM paboThl MO TUCHUILIMHE (MOAYJI0) OOyyaromuecs
UCIIOJIB3YIOT ClIeNIyIolee yueOHO-MEeTOJuUecKOoe o0ecreyeHue:

1) JoxymeHTarmoHHoe obecrieueHre ynpasieHus: YdeOHoe mocooue/ ['na-
muidE.B. - M.: UIl PUOP, HUIl MHDPA-M, 2020. - 249 c.Pexxumupocryna:
https://znanium.com/catalog/document?1d=354819

2) JlokyMeHTaIMoOHHOe OOecreueHrne yMpaBJICHUs MepCcoHANIoOM: Yd4eOHOe
nocobue/bynar P. E. - M.: HUIl UH®PA-M, 2019. - 234 c¢. Pexumpaocryna:
https://znanium.com/catalog/document?1d=355024

3) beikoBa, T. A. JlokymMmeHTaIlmoOHHOE OOECIIEYCHHE YIPABIEHUS HETOCY-
JApCTBEHHBIX Opranu3anuii : yueonoe nocooue / T. A. boikona, JI. B. Cankuna. —
2-e u3a., nepepab. u gon. — Mocksa : UHOPA-M, 2020. — 302 c. Pexxum noc-
Tyna: : https://znanium.com/catalog/product/1072260

4) ®oHJ OLIECHOYHBIX U METOJMYECKUX MATepUaoOB MO AUCHUILUIUHE «/[OK)-
MeHmayuoHHoe obecneuenue YnpagieHus».
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7.@0H OLIEHOYHBIX U METOANYECKNX MATEPHAJIOB /IJIsl IPOBEeHUs MIPOMe-
JKYTOUYHOI aTTecTalluU 00y4AIOIIUXCH MO AUCIHUIINHE

Bonpocs! 1J1s1 MpoBeieHUsI IPOMEKYTOYHOM aTTecTaluu (IK3aMeHa).
1. OGocHOBaHME HEOOXOAUMOCTH O0YYEHUsI IOKYMEHTAIIMOHHOMY O0OECIICUCHUIO
U €r0 aBTOMAaTHU3alluy;
2. JlokyMeHTO0OO0pOT B opranusanuu. Pabora ¢ BXOASAIKMMU JOKYMEHTaMU;
3. Knaccudukatopsl JOKyMEHTOB;
4. ®opMHUpPOBAHUE U XPAHECHUE JET;
5. PernamenTanus qen0npou3BOACTBA;
6. [Ipezenranus. Ee Gynkmus n HazHaueHue. OCHOBHBIE DJIEMEHTHI;
7. OCHOBHBIE MOHATHS JOKYMEHTAIIMOHHOTO OOECTeueHus YIpaBlIeHus (JIe10npo-
U3BOJICTBO, JOKYMEHTOOOOPOT, TOKYMEHT, PEKBU3HT, U JIp.);
8. OpraHu3aliMoHHbIE TOKYMEHTHI. MIX (QyHKIMU U Ha3HaueHue. Y CcTaB OpraHusa-
UM,
9. OcHoBHbIE (DYHKITUU JOKYMEHTA;
10. OpranuzaunoHHsle JOKyMeHThI. VX ¢pyHkunu n Ha3Hauenue. llltaTHOE pacnu-
CaHue;
11. Yauduxanus u craHgapTu3anus JOKYMEHTOB;
12. OpranuzanuoHHble AOKyMeHTbl. X QyHkuuu u HasHaueHue. J[omKHOCTHas
UHCTPYKIUS
13. bnank. [Tonstue 6nanka. TpeboBanus k odpopMieHHIO OJAHKOB,;
14. PacnopsiautensHbie TOKyMeHTHI. Mx ¢yHKuuu u HazHadenue. [Ipukas mo oc-
HOBHOM JESITSIILHOCTH,
15. PexBusurt. [lonstre pekBu3nTa, NOPSAIOK UX OPOPMIICHUS;
16. CrpaBouHO-uH(pOpMaLIMOHHBIE JOKYMEHTHI. X pyHKIIMM 1 Ha3HAueHue. AKT;
17. TexHuueckue cpeacTBa, UCIOIb3YEMBIE B JEIONPOU3BOCTBE;
18. CnipaBouHO-MH(OpPMAIIMOHHBIE TOKyMEHTHI. X (yHKIIMM 1 HazHadeHue. [Ipo-
TOKOJT;
19. bnank. Buast 6;1ankoB. OcoO0eHHOCTH X 0(OPMIICHUS;
20. loxymeHTOO0OpOT B Opranuzanuu. Pabora ¢ ncxoaammumMu JOKyMEHTaMu
21. bnank. BapuaHTbl pacnonoxeHus: peKBU3UTOB Ha OJIaHKAX;
22. IloaroroBka u nepeaaya A€ B apXUB;
23. TlpaBuia opopmieHUs AaT, HyMEpaluu CTpaHull, ohopMIIeHHs TabJIuLl, MaTe-
MaTHYECKHUX (HOPMYII U COKpALICHHI;
24. PacniopsiauTenbHble JOKYMEHTh. X QpyHKIMM 1 Ha3HAYeHHe. Y Ka3aHUE;
25.  JlokyMeHToOOOpOT B opranu3anuu. [Ipoiecc KOHTPOJS MCMOTHEHUS JOKY-
MEHTOB;
26. CnpaBouHO-UH(pOpMaLIMOHHBIE TOKYMEHTHI. VX (pyHkunu u HazHaueHue. O0b-
SICHUTENbHAS U JOKJIaJ{HAs 3aIIUCKU;
27. JlokymeHTo000pOT B opranuzauuu. Padbora ¢ BXOAAIMMYU TOKYMEHTAMU;
28. PacniopsinurensHble foKyMeHThI. X pyHKIMK 1 Ha3HauyeHue. PacniopsokeHue
29. OCHOBHBIE MTOHATHS TOKYMEHTALIMOHHOTO 00ECTIEUeHUs YIIPaBJICHNUS;
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30. CrpaBouHo-uH(OpPMaLIMOHHBIE TOKYMEHTHI. X QyHkumnu u Haznauenue. [Ipo-
TOKOJT;

IIpyMepHBbIe NPAKTHKO-OPUEHTHPOBAHHbIE 32/ IaHUA
1. Obopmuth NpHKa3 0 HA3HAYEHUU OTBETCTBEHHOI'O 3a oOpalieHue ¢ 01aH-
kamu npeanpusatus B coorserctBuu ¢ ['OCT P 6.30-2003
2. OgopMUTh MPOTOKOJ 3aceaHus IKCIEPTHOM KOMUCCHUU B COOTBETCTBUU
¢ TUIoBOM MHCTPYKIMEN IO AEJIONPOU3BOJICTBY
3. CocTtaBuTh CiIy’kKeOHYIO 3alMCKy Ha TMOOIIPEHHE COTPYAHHMKA, MEPEBbI-
MOJIHMBILIETO IJIAHOBBIE MOKAa3aTEIN

[TonHbI KOMITIEKT 3aJaHU U 3TanoB (GOPMHUPOBAHUS KOMIETCHLIUU TPEI-
craBiieH B DOHIE OLIEHOYHBIX M METOJWYECKHMX MATEPHUANIOB JUIA NPOBEACHUS
IPOMEXYTOUHOM aTTecTaluy OOYyYarolIMXCs M0 AUCLMILIMHE, OPOPMIIEHHBIM OT-
JENbHBIM JTOKYMEHTOM, IIPEJACTABIIEH B IPWIOKECHUH 1.
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8. IlepevyeHb OCHOBHOI, JOMOJTHUTEIbHON Y4eOHOM JIUTEPATYPbI, peCypPCOB
HH(OPMALHMOHHO-TEJIEKOMMYHUKALMOHHOM ceTH «MHTEepHET», HEO0XOAUMBIX
JJIS1 OCBOEHUSI TN CIHUIJINHBI (MOIYJIs1)

a) HOpMaTHUBHbBIE IPABOBbIE AKTHI

1) Hammmonanensiii crangapt PO I'OCT P 7.0.8-2013 "Cucrema ctanzaptoB
no uH@popmaruu, OUOIMOTEYHOMY M H3AAaTEIbCKOMY Jieny. Jlenonponu3BoACTBO U
apxuBHOE J1en0. Tepmunsl u onpeneneHus” (yTB. npukazoM denepanbHOro areHT-
CTBa MO TEXHUYECKOMY PETYJIMPOBAHHUIO U MeTpoJioruu oT 17 okTsops 2013 r. N
1185-cT)

2)I'OCT P 6.30-2003 «YHuduimpoBaHHple CUCTEMbI TOKYMEHTAIIMH. Y HH-
dbunpoBaHHas CUCTEMa OPTaHHU3AIMOHHO - PACHOPAIUTEIHLHOW JOKyMEHTAIUH.
TpebGoBanus kK 0pOPMICHUIO JOKYMEHTOB»

3) 'OCT P 7.0.97-2016 «Cucrema cranmaptoB o uHdopmaiuu, 6ubano-
TEUYHOMY U U3JaTeNbCKOMY Aeny. OpraHu3aliOHHO-PaCOpsAUTENbHAS TOKYMEH-
tanus. TpeboBanus kK 0QOPMIIEHUIO TOKYMEHTOB»

0) ocHOBHAsI JIUTepaTypa:

1) JoxymenTanmonHoe obecrieueHue ynpasieHus: YueOHoe mocooue/ I'na-
auiE.B. - M.: U1 PUOP, HUI] UH®PA-M, 2020. - 249 c.Pexumaocryma:
https://znanium.com/catalog/document?id=354819

2) JlokyMeHTaIlMoHHOe oOecreueHrne yMpaBJICHUs MEepcoHANIoOM: YdeOHOe
nocobue/bynar P. E. - M.: HUIl UH®PA-M, 2019. - 234 c¢. Pexumpaocryna:
https://znanium.com/catalog/document?1d=355024

3) beikoBa, T. A. JIokyMEHTalMOHHOE OOECIICUCHHE YIPABJICHUS HETOCY-
JApCTBEHHBIX Opranu3anui : yaeoHnoe mocooue / T. A. brikona, JI. B. Cankuna. —
2-e u31., nepepad. u non. — Mocksa : UHOPA-M, 2020. — 302 c. Pexxum goc-
Tyna: : https://znanium.com/catalog/product/1072260

B) IONOJIHUTE/ILHAS JIUTEpaTypa:

1) JlokymeHTarmoHHOe oOecrieYeHue ymnpaBJeHUs IMEePCOHATOM: YueOHoe
nocooue/bynar P. E. - M.: HULl UH®PA-M, 2019. - 234 c.Pexxum noctymna:
https://znanium.com/catalog/document?id=355024

2)KupcanoBa, M. B. Kypc neinonpous3BoacTBa: JOKYMEHTAITMOHHOE OOecIie-
YyeHue yrpaiieHus : yueOHoe nocobue / M.B. Kupcanona, FO.M. AkceHoB. — 6-¢
u3a., uctp. u gon. — Mocksa : UHOPA-M, 2020. — 257 c. Pexum gocrymna::
https://znanium.com/catalog/product/1088888

r) pecypchl cetu «AHTEepHET»:

1) Bcé o nenonpousBojctse http://delo-ved.ru/

2) Jlenompou3BOACTBO W JOKYMEHTOOOOPOT  HA  MPEANPUSTHH.

http://www.delo-press.ru/journals.php?page=documents

3) KagpoBoe  aenonmpou3BOACTBO W TpydoBoe  mpaBo.  http://hr-

portal.ru/rubric/kdp

4) DnexrponHas oubnuoreka HR-cnermanucros. http://www.hrm.ru/
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9. MeToauyeckne yKazaHus JJist 00y4arlomuxcs M0 0CBOCHUIO TUCIMUILIN-
HBI(MOTYJIS)

CamocTosiTenbHas MOATOTOBKA O0yJarONIUXCsl TPOBOJAUTCS JJIs yIyOJIeHUs
Y 3aKpEIJICHUs] 3HaHWH, MOJIYYEHHBIX Ha JICKUUSIX W JAPYTUX BUIAX 3aHITUU, IJIA
BBIPAOOTKM HABBIKOB CAMOCTOSITEIBHOTO NMPUMEHEHUs] HOBBIX, JOTOJHHUTEIBHBIX
3HAHUU U MOJTOTOBKH K MPEACTOAIIUM YUYSOHBIM 3aHATUAM, 3a4ETy.

BaxHbIM yCJIOBHMEM YCHENIHOTO M3YYEHHUS JUCLUIUIMHBI SBIIIETCA MOCEHIEe-
Hue sekui. [lox mocemenrneM moapasymeBaeTcs He (popMa MaCCUBHOTO MPHUCYT-
CTBHUS, a aKTUBHAsI paboTa MO M3YYEHHUIO HOBOTO MaTepuana. [loarotoBka K jek-
IMOHHBIM 3aHITUSAM BKIIOUYAeT B ceOs aHAIM3 MpeIIaraéMblX JJIsl W3yYeHUS BO-
MIPOCOB, U3YYCHHE HOPMATUBHBIX HCTOYHUKOB U YUCOHOW M HAYYHOU JIUTEPATYPhI
10 pacCMaTPHUBAEMBIM BOIIPOCaM JIEKIUU. B mporiecce nexknun oOyqaronuiicss Mo-
JKET 3a/1aBaTh YTOUYHSIONIME BOMPOCHI, OCYIIECTBUTh B3aMMOCBSI3b HOBOI'O Mare-
puana ¢ y)ke€ M3y4eHHBIM, MOJArOTOBUThH 0a3zy i 3(p(HEKTUBHOTO HUCTOJIb30BAHUS
MOJIYYEHHBIX 3HAHHWM, OOJIETYUTh TMOATOTOBKY K IMPAKTUYECKOMY 3aHATHIO. D¢-
(EeKTUBHBIM CIOCOOOM (DUKCALMK JICKIIMOHHOT'O MaTepHalia sIBISETCS KOHCIEeKTH-
pOBaHue, MpecTaBisoniee co00 HE TOJBKO (PUKCAIMIO BaAKHEUIIIMX MOMEHTOB
JEKIUM, HO U YKa3aHWE MPUMEPOB JJIs MMOHUMAHMS TOTO WM MHOIO TEOpEeTHYe-
CKOTO MaTepuarna.

[Ipu moAroTOBKE K MPAKTHUYECKOMY 3aHATHIO HEOOXOIUMO HCIOJIH30BATh
KOHCITIEKTUPOBAHHbBIE MaTEPHAIIBI JICKIIUH, y4eOHYI0 U Hay4HYI0 uTepaTypy. [loa-
TOTOBKAa OTBETOB IO BEIHOCHMBIM Ha OOCY)KJICHHE BOTPOCAM MPAKTUIECKOTO 3aHs-
THS BKITIOUAET B ce0s HE TOJIBKO MPOUYTECHNUE MaTepraia, HO U €r0 aHAJIN3 U KPUTH-
YECKyI0 OIleHKY.. OOydarmeMmycs CleayeT BBISIBUTh MaJlOM3yYCHHBIC ACIIECKTHI
paccMaTpUBAEMbIX BOIMPOCOB, MPOSBUTh UHUIIMATUBY MPHU MOATOTOBKE K MPAKTH-
YECKOMY 3aHSITHIO.

IIpy mOArOTOBKE K MPAKTHUUYECKUM 3aHITHUAMU M 3a4€Ty PEKOMEHIYETCs
CHUCTEMaTU3UPOBATh 3HAHUSI, U300paXkas UX B TAOJIUYHOM, TpahUIECKOM UM CXe-
MAaTUYHOM BHJI€. DTO MO3BOJIUT YCTAHOBUTH B3aUMOCBSI3b M3yYa€MBbIX SBJICHMHIA,
YOPOCTUT 3ajauy 3allOMHHAHUS MaTepualia, OOJIETYUT MPOIECC MPAKTHYECKOTO
MIPUMEHEHUS MOJYYEHHBIX 3HAHUM.

3ajadeil MPaKTUYECKUX 3aHITUN SIBISETCS BBIPAOOTKA YMEHHUS HCIIOJIb30-
BaThb TEOPETUYECKUE 3HAHUS, MPOSBUTh HAJUYUE NMPAKTUUYECKUX HaBBIKOB. [lpu
MOITOTOBKE K MPAKTHYECKOMY 3aHATHIO CIIEAyeT 3a01aroBpEMEHHOTO 00eCIeYUTh
HaJIM4KMe HEOOXOAUMO Uil JAaHHOTO 3aHATHS MaTepuaja, CaMOCTOSATEIBHO MOBTO-
PUTH PAHEE U3YUYECHHBIC TEMBI.

JIJIst yCHenTHOTr0 OCBOSHUS JAUCIHMIUIMHBI BaKHBIM SIBIICTCS yMEHHUE pado-
TaThb C TEPMUHAMH U UX ompeneiaeHussMu. g paboTel ¢ TepMuHonoruent s dek-
TUBHBIM SIBJISICTCSI UCIOJIb30BAHUE KaK y4eOHOW M HAy4YHOW JIUTEPATyphl, TaK U
IOpUINYECKUX U GUITOCOPCKUX CIIOBAPEH.

PabGora ¢ TepMuHAMU MOKET OCYIIECTBIATHCS Kak B ()OpME COCTaBJICHHS
COOCTBEHHBIX TEMAaTUYECKUX CIIOBAPUKOB JIJIs YI0OCTBA M CKOPOCTU MOKUCKA HEOO-
xoaumoro tTepMuHa. C 3ToH 11eJIbI0 HEO0X0IUMO KaXK]IbIi HOBBIM BCTPEUAIOIIHICS
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TEPMUH 3aMKUCHIBATh U BO BpEMsI MMOATOTOBKU K CEMHUHAPCKUM U MPAKTUYECKUM 3a-
HATHSIM YyKa3blBaTh COOTBETCTBYIOIIEE ompejesieHne. B ciiydyae BO3ZHUKHOBEHUS
CJIO)KHOCTH BBIOOpa OMpejesieHUus U3 UMEIoIIerocss oobemMa B paMKax HayqHOTO
3HAHUS HEOOXOUMO 3a71aBaTh BOIPOCKI MIPEMOAaBaTEI0 B paMKaX JICKIIMOHHBIX U
MPAKTUYECKUX 3aHSATHH.

HNHTepakTBHBIE (DOPMBI MPOBEACHUS 3aHITUN MO JUCHUIUIUHE «/[OKYMeH-
mayuoxHHoe obecneyerue ynpasietus» BKIOYAIOT B ceOsl CIeayIONne BUIbI 3aHs-
THUH:

- HMHTEPAaKTHUBHBIC JEKIUH, MPEANoJaraloT HCIOJIb30BaHUE METOAa IMpo-
onemHoro uznoxeHus. [lpu TakoM Moaxoae JEKIKsS CTAHOBUTCS MOX0XKEW Ha Jua-
JIOT, MPENoJaBaHue UMUTHUPYET UCCIIE0BATEIbCKUN MPOIECC (BBLABUTAIOTCS TEp-
BOHAUaJIbHO HECKOJIBKO KIIFOUEBBIX MOCTYJIATOB MO TEME JIEKIIUU, U3JI0KEHUE BbI-
CTpanBaETCs MO MPUHIUITY CAMOCTOSITEILHOTO aHAIM3a U 0000ILEHUs CTyIeHTaMU
y4eOHOro Marepuana). Ita METOAMKA MO3BOJISIET 3aMHTEPECOBATh CTYAEHTA, BO-
BJIEYb €ro B Ipoiiecc o0yuyeHus. [IpoTuBopeursi HAy4YHOTO MO3HAHMS PACKPHIBA-
IOTCSl TIOCPEJCTBOM MOCTAaHOBKHM TpoOJsieMbl. YueOHasi mpobsieMa U npooOsiemMHast
CUTYallUsl SIBIIAIOTCS. OCHOBHBIMHM CTPYKTYPHBIMH KOMIIOHEHTaMHU MPOOJIEMHOTrO
oOyuenus. [lepeq HauanoM U3ydeHHs ONpPEAENICHHON TeMbl Kypca CTaBUTCS Mepe
CTYyJIEHTaMH MPOOJIEMHBIN BOIIPOC WK JIaeTcs nmpodsieMHoe 3aianue. CTUMYIUpys
paspenieHue npoOJjeMbl, MpenojaBaTeib CHUMAET MPOTUBOPEUUS MEXIY HMEIo-
MIMMCSI €€ MOHUMAaHUEM U TpeOyeMbIMHU OT CTyJeHTa 3HaHUSAMHU. D(P(HEKTUBHOCTH
TAKOr0 METOJa B TOM, YTO OTJENbHBIE MPOOJIEMBbI MOTYT MOJHUMATHCS CAMHUMU
cTyaeHTamu. [ 1aBHBIN ycliex JaHHOTO METOJa B TOM, YTO MpernojaBaTelb JoOnuBa-
eTCsl OT ayIMTOPUHU «CAMOCTOATEIHHOTO PEIICHUs» OCTaBIEHHON mpobiembl. Op-
raHu3anus npoOJeMHOro OOy4eHHs MPENCTaBISETCS TOCTATOUYHO CIOXKHOM, Tpe-
OyeT 3HAYUTENbHON MOATrOTOBKH JekTopa. OIHAKO HAa HAYaJbHOM 3Tarle MCIOJIb-
30BaHMs 3TOIO0 METO/Ia €r0 MOXHO BHENIPSATh B CTPYKTYPY FOTOBBIX, paHEEe pa3pa-
OOTaHHBIX JEKIMMA, MPAKTUYECKUX 3aHITHI KaK TOTOJHEHHUE.

- TPYNNOBBIE NUCKYCCHM, MPUMEHSIIOTCSA JJIsi OOECleueHUs] HaBBIKOB KO-
MaHJHOW pabOThl U MEXKIUYHOCTHOW KOMMYHHUKALIMM W TPEICTABISAIOT COOOM
OIIEHOYHOE CPECTBO, MO3BOJISIONIEE BKIIOUUTh 00YHarOIIMXCsl B MPOIIECC 00CYXk-
JIEHUsl TIPEICTABICHHONW TEMbI, MPOOJIeMbl U OLICHUTh UX YMEHUE apryMEHTUPO-
BaTh COOCTBEHHYIO TOUKY 3peHus. Kpome Toro, B XoJie 3aHATUIN MPOBOJATCS KPYT-
JIbI€ CTOJIBI MO 3a/IaHHBIM TEMATUKaM.

OrneHOYHBIE U METOJUYECKHE MAaTepHaIIbl 0 AUCHUILIUHE «/JoKyMeHmayu-
OHHOe obecneueHue ynpasienus» npeactaBieHsl B GDOMM.

[Ipu moAroTOBKE K MPOMEXYTOUYHOMY MM UTOTOBOMY TECTHPOBAHHUIO HEOO-
XOIMMO M3YYUTh TEOPETUYECKUM M MPAKTUYECKUN MaTepuan. TecTOBbIE 3aaHus
(c mepeuyHeM BO3MOKHBIX BapHAHTOB OTBETOB, CPEIU KOTOPHIX XOTs OBl OJIUH OT-
BET SABJISIETCS] HEBEPHBIM) 00ECIEUNBAIOT CTPYKTYPHOCTH MBIIIJICHUS, BHIHYK/ICH-
HOTO BBIOpaTh M3 MPEIJIOKEHHBIX BAapUAHTOB OTBET BCE MPABUIIbHBIE BapUAHTHI.
TecToBbIe 3a7aHUsl Ha YCTAHOBJIEHHUS COOTBETCTBHUS IMOJPAa3yMEeBaIOT HEOOXOU-
MOCTb MPOSIBJICHUSI HE TOJILKO 3HaHUS y4eOHOTO MaTepuala, HO U YMEHHUs IpuMe-
HATh TpaBuia (QopManbHOW JOTWMKHU. TecTOBbIE 3aJaHMsI HA YMNOPSAJOYECHUE Ha-
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IIPABJICHBl HA YCTAHOBJICHHUE JIOTUYECKOU MTOCIEA0BATEIbHOCTH PACCMATPUBAEMBIX
SBJICHUMA (BPEMEHHU CYIECTBOBAHMS SIBJICHUM, PACIIOJNIOXKEHUS CTPYKTYPHBIX HJIe-
MEHTOB IIPABOBBIX JOKYMEHTOB H T.II.).

D¢ PexTUBHBIM CIOCOOOM ISl MOATOTOBKM K TECTHMPOBAHUIO SBIISETCS pa-
00Ta 00y4aroIIerocs Mo PEIICHUI0 TECTOBBIX 3aJjaHUM, IPEJOCTaBIEHHBIX [ ca-
MOCTOSITENIBHON pa0oThl. Takxke ImpH MOArOTOBKE K TakoW (popMe KOHTpPOJIS 3Ha-
HUM, KaK pELICHUE TECTOBBIX 3aJaHHUU, CIEAYET CaMOCTOSTENIBHO IIOINBITATHCS
npopaboTaTh paccMaTpuBaeéMble B TUCIUILUIMHE BOMPOCH! B (hOpME COCTaBICHUS
TECTOBBIX 3a/IaHUM.

[Ipy mOArOTOBKE K 3K3aMEHYCJIENYET UMETh B BUY, YTO OH SIBJISIETCS UTO-
roBoi ()OpMOIl KOHTPOJISI IO M3YUYEHHIO TaHHOW y4eOHOM MUCIUIUIMHBI. DK3aMeH
NOAPA3yMEBAET MAKCUMAJIBHYIO KOHLEHTPALMIO 3HAHUW M yYMEHHW, IPEAroJia-
TarolIMX MMOJHOE U3YYEHUE MATEPHUAIIA TUCLIUIUIMHBL.

OK3aMeH HOpoBoAMUTCA B (OpME YCTHOrO coOeceOoBaHMsl, BBIIOIHEHMS
NUCBbMEHHOTO 3a/aHus. Perienue npenogasatesniss 00 HTOrOBOM OLEHKE NPUHUMA-
€TCsl 110 Pe3yJIbTaTaM YCTHOI'O OTBETA M BBINOJHEHHOTO NMHCBMEHHOIO 3aJaHus B
3aBUCUMOCTH OT LIKAJIbl OLEHKH.

B xadecTBe MCTOYHMKA JOINOJIHUTENBHBIX MAaTE€pUATIOB PEKOMEHAYETCS
[I0JIb30BaThCsl MH(POpMALMENl OTKPBITOro JocTyna certu Internet (IaHHBIMM HH-
(OopMalMOHHO-NIPABOBBIX U OOPa30BaTENbHBIX MOPTAJIOB, O(PUIIHATIBHBIX CANTOB
MUHHCTEPCTB, BEIOMCTB, OTAEJbHBIX OpraHU3alfil, JAHHBIMH TOCYIapCTBEHHON
CTaTHCTUKH, pe3yJbTaTaMH 3KCIEPTHO-aHATUTHUECKUX 0030poB). Kpome ToroO,
MOKHO BOCIIOJIb30BaThCSI BO3MOXKHOCTSIMH CIIPABOYHO-TIPABOBBIX CHUCTEM, 0a3bl
KOTOPBIX COAEP/KAT HE TOJIBKO TEKCT HOPMATUBHBIX AKTOB, HO U HAyYHbBIE CTAaTbU
no pasnuuHbiM BonpocaM (Hampumep, CIIC «Koncynbrant Ilmroc»). Pekomenny-
eTCsI TAK)KE UCIOIB30BATh 3JIEKTPOHHO-OUOIMOTEYHbIE CUCTEMBI.
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10. OcoGeHHOCTH OCBOCHUS TMCIUIIMHBI 1JI HHBAJIWIOB M JIMI C OTPaHHU-
YeHHBIMH BO3MOKHOCTSIMU 3/10POBbSA

OG6ydeHue 0OydYarOIMMXCS C OTPaHUYEHHBIMU BO3MOXHOCTSIMH 37I0POBbS
IpU HEOOXOJUMOCTH OCYIIIECTBIIAETCS HAa OCHOBE aJalTUPOBAHHOM pabodeil mpo-
IpaMMBbI C UCIIOJIb30BAaHUEM CIECIMAIBHBIX METOJOB OOYUCHHS M JUIAKTHYECKHUX
MaTepuasioB, COCTaBJIEHHBIX C YYETOM OCOOEHHOCTEH MCUXO(U3NYECKOTO pa3BU-
THUSI, UHIUBUIYAJIbHBIX BO3MOKHOCTEH U COCTOSIHUS 37I0POBbSI TAKUX O0YyUYarOITUX-
cs (oOyyaromierocs).

B mensx ocBoeHus ydeOHON MpOrpaMMbl JUCIHUIUIAHBI «/[OKYMEHMAYUOH-
Hoe obecneyeHue ynpaeienus» VHBATUIAMH W JUIAMUA C OTPAaHUYCHHBIMH BO3-
MO>KHOCTSIMH 3710pOBbsi UTHCTUTYT 0OecnieunBaeT:

— JIJI1 MHBAJIKUJIOB U JIAI[ C OTPAHUYEHHBIMHU BO3MOXKHOCTSIMU 3/I0POBBS MO
3pEHUI0: pa3MENICHUE B JOCTYIMHBIX IS OOYYaIOUTUXCS, SIBIISIONTUXCS CIICTIBIMU
WU CJIA0OBUISIIIIMMU, MECTaX U B aJanTUPOBAHHOU (opMe CIpaBOYHOU HHQOP-
MallM¥ O pacMCaHUU YUYE€OHBIX 3aHATHI; MPUCYTCTBUE ACCUCTEHTA, OKa3bIBAIOIIIEC-
ro oOydJaromemycsi HEOOXOJMMYI0 TMOMOIIIb; BBITYCK allbT€PHATUBHBIX (HOPMATOB
METOJUYECKUX MaTepHaIOB (KPYMHBIA MIpUdT Win ayauodaiib);

— JIJISl UHBAJIUOB U JIMIl C OTPAHUYECHHBIMH BO3MOXKHOCTSIMHU 3JI0POBbSI TIO
CIIYXY: HaJIJIeXKAITUMU 3BYKOBBIMH CPEJICTBAMU BOCHIPOU3BEIeHHE HH(OPMAIIUH;

— JUISL MHBAJIMJOB W JIMI[ C OTPaHUYEHHBIMU BO3MOXHOCTSIMU 370pPOBbS,
UMEIOINX HApYIICHUSI OMOPHO-BUTATEIHHOTO ammapara: BO3MOXKHOCTh Oecrpe-
MSTCTBEHHOTO JIOCTYIA 00y4YaIOMUXCs B y4eOHBIC IOMEIICHUS, TyalleTHbIE KOMHa-
ThI U IPyTH€ TIOMEIICHUS, a TaKKe PeObIBaHNE B YKa3aHHBIX momenieHusx. O0y-
yaronyecs u3 yuciaa uHBaHA0B M Jul ¢ OB3 oOecmedensl meyaTHEIMHA U (WIIH)
AJIEKTPOHHBIMU 00pa30BaTEIBbHBIMU pecypcamMu B opMax, aJanTUPOBAHHBIX K OT-
paHUYCHUSM HX 370poBbsi. OOpa3zoBaHre OOYYAOIINXCS C OTPAHUYCHHBIMUA BO3-
MOXHOCTSIMH 3JIOPOBbS MOXET OBITh OPraHU30BAaHO KaK COBMECTHO C JAPYTUMHU
00y4arIMMUCS, TaK U B OTACIBHBIX IPYINaxX WIA B OTJEIbHBIX OpraHu3aIUsiX.
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11. Ilepevyenb MHPOPMANUOHHBIX TEXHOJIOTHI, MPO(PECCHOHATBHBIX 0a3 TaH-
HBbIX, MCTI0JIb3YEeMbIX IIPH OCYIIECTBJIEHUHN 00pa30BaTeJIbHOI0 MMpoLecca 1no
AUCHHUIIMHE (MOYJI10), BKJIKYAA NepevyeHb MPOrPaMMHOIo odecriedeHus U

HH(OPMANMOHHBIX CIIPABOYHBIX CHCTEM

[IporpammHoe obecrieyeHue:

1. Omnepaumonnas cucrema (MicrosoftWindows/Iponpuemapnas);

2. Tlaket oducubix nmporpamm (MicrosoftOfficellponpuemapnas);

3. Web-6pay3zep (Mozilla Firefox GNU Lesser General Public License);

WNupopmaninoHHble CLIPaBOYHBIE CUCTEMBI:

1) ABTOMaTHM3MpOBaHHAS uH(pOpMaLMOHHAS oubnuoTeuHas cucrema
Marc21SQL;
2) Cnpaouno-nipaBoBas cuctema «KoncynprantlLimroc»
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12. MaTepuanbHoO-TeXHH4YeCKas 0a3a, He0OX0AMMAast AJIsl OCYLIEeCTBICHUS 00-
pa3oBaTeJbLHOIO0 Npolecca no AUCHUILIUHE (MOYJII0)

Crnenuanu3upoBaHHble AYIUTOPUM:

VYyeOHast ayUTOpUs AJIs IPOBEACHUS 3aHATUH CEMUHAPCKOTO TUIA, KYpCOBOTO MPOEKTUPO-
BaHUS (BBIMTOJIHEHHUS! KYPCOBBIX paboT), TPYMIIOBBIX ¥ WHAMBHYaTbHBIX KOHCYJbTAIHM, TE-
KYIIEro KOHTPOJIS ¥ IPOMEXYTOUHOM aTTeCTalluu / KOMIIBIOTEPHBIN Ki1ace / MOMEIIEHNE IS
CaMOCTOSTEIIbHON pabOThI*

Texnuueckue cpeacTBa 00y4eHHUs:

KOMITBIOTEP C MPOrpaMMHBIM OO€cledeHrneM, yKka3zaHHbIM B 11.11, nqoctynom k cetu «MHTep-
HET» M 00ECIIEYCHNEM JIO0CTYIA B DJIEKTPOHHYIO HH(POPMAIIMOHHO-00Pa30BaTEILHYIO CPETY

Crnenuanu3upoBaHHbIE AYIUTOPUM:

VYyeOHast aynuTopus JUisl IPOBEICHUS 3aHITHI JEKIMOHHOTO TUMA, 3aHATHII CEMHHAPCKOTO
THUIIA, KYPCOBOTO MPOCKTUPOBAHUS (BBIMOTHEHHSI KyPCOBBIX padoT), TPYIIOBLIX U WHIUBU-
JyaJIbHBIX KOHCYJIBTALMM, TEKYIEro KOHTPOJISI M POMEKYTOYHOM aTTECTAllMK *

Texnuueckue cpeacTBa 00y4eHHUs :

MYJIbTUMEININHBIA KOMIUIEKC

KOMIIBIOTEP C IPOTPaMMHBIM oOecrieueHHeM, YKa3aHHbIM B 1.1 1
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