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38.03.04 I'ocymapcTBEHHOE H

MYHHITHIIAJIIEHOC VIIPDABIICHIC

PertoHalIbHOE VIIPaBIIEHHE
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3a0YHAS
4 4

Paspabotano
JlotieHT KadeIphl 5KOHOMHKH,

MeHeIKMEHTa H TOCYIapCTBEHHOTO
yIIpaBiieHHs KoBasieHKO A A.



1. IHeas 1 327394 0CBOEHHSA ANCITHILTHHbI

obmrenpodeCcCHOHATBHOI
rmoaroroBgkH  38.03.04

SBISIETCS  (DOPMHpPOBAHHE
II0  HaIpaBJIEHHIO

[{emb}0 OCBOEHHMS  THCI[UIUIHHEL
kommeTeHImH  (OIIK-5) Oyaymero GakaiaaBpa
«['ocymapcTBEHHOE H MYHHIHIIAIIBHOE YIIPABJIEHHE .

[{empro H3YUEHHS MUCHHIUIMHBI «/[eIOIMPOH3BOACTBO M JOKYMEHTAIMOHHOE OOeCIeYeHHE
TOCYIApCTBEHHOH M MYHHIMITAIBLHOM CIYKOBI»  SBISETCS OCBOSHHE CTYIEHTAMH TEOPETHUYECKHX
3HAaHHII B OOIACTH JEIONPOH3BOACTBA B OpraHH3allHH H IIPHOOpeTeHHE IMPaKTHYECKHX HABBIKOB B
oOmacTH Oo(OpMIIEHHS JOKYMEHTAIlHH, HeOOXOMHMOH I IPHHSATHS I'PaMOTHBIX YIIpaBIEHYECKHX
PEIIEHH.

K 3agayaM M3y4eHHS QUCIIMIUIMHBI OTHOCSTCS: IMOIYYEHHE 3HAHHH 110 OCHOBHBIM IIPHHIHUIIAM
H MeXaHH3MaM OpTraHH3aI[H JOKYMeHTO000pOoTa Ha IMPeQIIPHATHH, (pOpMIPOBAHHS YIIPaBIeHYECKOMH
151 HHOH OpraHH3aLHOHHO-PACIIOPSIHTE JIbH O JTOKYMEHTAIHI, BEJ[CHHE KaJ[POBOI'O
TOKYMEHTO000pOTa, CTPYKTYPY IIOCTPOEHHS JTOKYMEHTOOOOpOTa B OpraHH3alHH, (POPMHPOBaHHE
YMEHHI IIPHUMEHATH ITOJIYUYeHHbIE 3HAHHS K PEIEHHIO BOITPOCOB 110 OpraHH3al[HOHHBEIM ITpolleccaM Ha
NMPEeANPHITHH  OBIIAJeHHEe  OCHOBHBIMH  IIPHHIMIIAMH  (DOPMHPOBAaHHS  JOKYMEHTHPOBAaHHS
VIIPaBIIEeHYECKOH IEATEJIbHOCTH, 3aKOHAMH OpraHH3alliMH, HaBBIKAMH COCTABIIEHHS HeOOXOIHMBIX
VIIPaBIIeHYEeCKHIX JOKYMEHTOB.

2. MecTo JMCIHIIJIMHBI B CTPYKTYPE 00pa30BaT eJIbHOH PO paMMbI

JucipmumHa «J[elTOIMPOH3BOACTBO M JOKYMEHTAIIHOHHOE OOeCIleYeHHE TOCYAapCTBEHHON H
MYHHIHITAIIPHOH CIYKOBI» BXOAHT B 00S3aTEIBLHYIO yacTh auciimmuimg Ol BO 1moAaroroBkH
Oakanaspa HarpabieHHI 38.03.04 ['ocygapcTBeHHOE H MYHHIIHIIAJIbHOE VIIPABIIEHHE H peal3yeTcs
Ha IIPOMEKYTOYHOH CTaJHUH ITOATrOTOBKH OaKalaBpa B 4 CEMECTPE.

3. IlepedeHb ILIAHHPYEMBIX Pe3yJbTATOB 00YYeHHS MO0 [JHCHHILIHHE (MOIYJII0),
COOTHECEHHBIX C IIJIAHHPYEMbIMH pPe3yJibTaTaAMH O0CBOEHHA 00pa30BaTeJIbHOH IPOrPaMMbI

Kox, ¢popmymnnpopka Kox, ¢opmyimpoBpka HHIHKaTOpa [ImannpyeMbIe pe3ylIbTaThl
KOMIIET €HI[HH 0OyUYeHHS 10 JHCI[HIUTHHE
(MOIYIIIO), XapaKTePH3YIOIIHE
ATarbl ()OPMHPOBAHH

KOMITETEHIHH, HHIHKATOPOB

OIIK-5. WUJT-1 orx.s Ucromp3yer IIprrHimMaer  0O0OCHOBAHHEIE

CrocoGeH HCIONB30BATh B | \eTo[0lOrHE0 HHPOPMAIHOHHO- pPElIEeHHSI H  HCIIOIb3YET

NpodeCCHOHATIBHOH KOMMYHHKAIOHHBIX TEXHOIOTHI, HH(b OpMAI[HOHHO-

IesTeIIbHOCTH TEOPETHYECKHE OCHOBBI KOMMYHHKAIL[HOHHBIE

HH()OpMAaI[HOHHO- (h OpMIPOBAHH ST HH(OPMAIHOHHOTO TEXHOJIOTHH BO BceX c(epax

KOMMYHHKAITHOHHBIE oOecIieueHHs ITporecca yipapiaeHus, | ACAICIbHOCIH

TCXHOJIOTHH, HHCTPYMEHTAIIbHBIE CPEJCTBA

I'OCYIapCTBEHHDIC H | KOMITbIOTEPHBIX TeXHOIOTHH

MYyHHIHITaJIbHbBIC HH() OPMAIHOHHOT O O0CITYKHBaHH

HH(}OPMAIIOHHBIE VIIPaBIIeHYEeCKOH JAeATEIbHOCTH,

CHCICMBI, IIPHMCHSLD | TepmeHIHH H ITEPCITIEKTHBEI Pa3BHTHS

IEXHOIOTHH SJIEKIPOHHOIO | g1 ycIIONMp30BaHMS HH(OPMAITHOHHO-

IIPaBHTCIIECTBA H | KOMMYHHKAIL[HOHHBIX TEXHOIOTHIT B

ITPEIOCTaB I L o ronr R heccHOHaMbHOI JeATembHOCTH

LQCYAARCTBEHEBLA: o Agargs2205E SPITIODUAYE [TpHMeHSIET

(MAYHHLIHTT &5 HBEX | eI excan 7 ——

KOMMYHHKAIL[IOHHBIE TEXHOIOTHH JJLT
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PCEIICHHA VIIPABIICHYCCKHX 3a/4d'.,
OITPEACIACT HallPaBIICHITA
HCIIOIIb30BAHMN A H TCHACHIITH

Pa3BUTHS HH()OPMAaIHOHHO-
KOMMYHHKAI[OHHBIX TeXHOIIOTHH B
SKOHOMHKE H YIIpaBJIEHHH

NJI-3 omx-s [IpuMeHsSeT TeXHOIOTHH
3JIEKTPOHHOI O ITPAaBHTEIILCTBA H

IIPeIOCTaRIeHH I TOCYAaPCTBEHHBIX
(MYHHIHITAIIbHBIX) VCITYT

4. O0beM Y4eOHOH JHCIMILIMHBI (Moay.JisA) H popMbI KOHTpOJIA *

OO0ObeM 3aHATHIL Bcero: 5 3.e. 135 acTp.u. OO, O3D0O,

B acTP. yacax B acTP. yacax
KonTakTHas paboTa: 48 12
JIeKIQI/M3 HHX IIpaKTHYECKAd IIOATOTOBKA 24 6
JIabopaTopHeIX padboT/H3 HIX IPaKTHUeCcKad IIOTOTOBKA - -
[TpaKTHUeCKHX 3aH ATHIT/H3 HHX IIPAKTHYeCcKad 0T 0OTOBKA 24 6
CamocTofiTelbHas padoTa 60 87
P OopMBI KOHTPOJIA
OK3aMeH 27 36

* JJucrmomHa (MOAYIE) IpeaycMaTpHBaeT IPHMeHeHHe 3IeKTPOHHOTO OOYUeHHS, JTHCTAHI[FOHHBIX

O 61) A30BaTebHBIX TEeXHOJIOT HIT

5. Coaepranne JUCHHILTHHLI (MOIYJIS), CTPYKTYPHPOBAHHOE 10 TeMaM (pasaesaM) ¢ YKasaHHEM

KOJIHYEeCTBA YaCcOB H BHJI0B 3aHATHH

Pasnen (Tema) JHCLIHIUTHHBI H
KpaTKOE coJlepKaHHe

DOpMHpPY EMBIE
KOMIIETEHLIHH,
HHTHKa TOPbI

oyHaA (opMma

OYHO-3a04YHasA opma

KoHTakTHas
paboTa
o0y ualoNHxCcA ¢
TperoaBaTeleM
/M3 HHX B (popMe
I1p aKTHYECKOH
10 TOTOBKH,
JacoB

JIeK1HH
IIp aKTH4e cKHE 3aHATHA

JIaGopaTopHbIe paboThI

CamocToATeNbHaA pa doTa , HaCOB

KoHTakTHas
pabota
00y YaloIHXCA ¢
I1p €r10/TaBaTE/IEM
/M3 HHX B (popMe
I1p aKTHYECKOH
IO FOTOBKH,
JaCOB

JIeK1HH
IIpaKkTH4YeCKHE 3aHATHA

JIaGopaTopHbIe padoThI

CamocToATE IbHAA Pa doTa , HaC OB

AOKYMEHT MNOANMCAH
SNEKTPOHHOW NOAMNWMCLIO
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Tema 1. Ponp wHH(pOpMaLHMH H
IOKYMEHTOB B YIIPaBJIEHYECKOH
EATEITBHOCTH.

1. JIOKYMEHTHp OBaHHE
HH(pOPMALJHH.

2. OCHOBHBIE
IOKYMEHTHP O BaHHA
rocyaapc TBEHHOH H
MYHHILIHIIaJIbHOH CITyK0bI

3. ABTOMAaTH3HpPOBaHHbIE
TEXHOJIOTHH
IOKYMEHTHP O BaHHA H
IOKYMEHTO000pOTa KaK
KOMITOHEHT CHCTEMBI
KOMILUIEKCHOH aBTOMAaTH3al[HH
NEATENRHOCTH

TTOHATHA

OIIK-5 /-1
OINIK-5 1]J-2
OINIK-5 1J-3

1.5

1,5

4.5

()

Tema 2. JIOKYMEHT H CHCTEMEI
IOKYMEHTALHH
1. PasBumHe crioco00B
CO3JaHHA JOKYMEHTOB
2. Orp eneneHHa roHATHA
«J1oKyMeHT». DYHKILHH
IIOKYMEHTA.
3. THr1o0rHA 10Ky MEHTOB.
4. TpeboBaHHA K KayeCTBY
IIOKYMEHTA.

OIIK-5 /-1
OINIK-5 1]J-2
OINIK-5 1J-3

1.5

1,5

1,5

1,5

Tema 3. HopmaTHBHO-TIpaBoBas
Oasa IIOKY MEHTALHOHHOI O
obecrieyeHHA yIIpaBJIeHHA

1. demepanbHOE
3aKOHOJIaTENIbCTBO B cepe
paboThI ¢ JJOKYMEHTHPOBaHHOH
HH(popMaLHEH.

2. HopmMaTHBHO-METOHYECKHE
IIOKYMEHTBI I10
IIENOMpPOH3BOCTBY H

Op raHH3a1[HH apXHBHOTO
XpaHEeHHA JIOKYMEHTOB.

3. Knaccudmkaimsa, yHHpHKALHA
H CTaHapTH3aL[HA B
IIENTONP OH3BOICTBE.

4. MexayHapoqHbI€ CTaHOAPTHI B
o0sacTH paboThI ¢ JJOKYMEHTAMH.

OIIK-5 /-1
OINIK-5 1]1-2
OINIK-5 1JI-3

1.5

1,5

1,5

1,5

4.5

Tema 4. VripaBiieHYecKaA
OOKyMEHTaLMA: TpeboBaHHA K
COCTABIEHHIO H 0dopMIEHHIO,
dhopmyssip-oOpasell, cocTaB H
PacIIoNoKEHHE P EKBH3HTOB.

1. VHH(HLIHpP OBAaHHBIE CHCTEMDI

OIIK-5 /-1
OINIK-5 I1]1-2
OINIK-5 11]1-3

1.5

1,5

1,5

1.5

CepTudukar:

Bnaneneu:

AOKYMEHT MNOANMCAH
SNEKTPOHHOW NOAMNWMCLIO
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IOKYMEHTALIHH.
2. VHH(HLIHpOBaHHAaA CHCTEMA
Op raHH3aL[HOHHO-
pacriop AAHTENPHOH
IIOKYMEHTALHH.
3. TpeboBaHHA K 0(OPMIEHHIO
IMOKYMEHTOB. bJIaHKH JIOKYMEHTOB
4 IOpHaH4ueckasn CHJIa 1.5 1.5
IIOKYMEHTOB.
5. OdopmMmieHHe pPeKBH3HTOB,
OIIp ENENAIHX  HPHIHYECKYIO
CHITY JIOKYMEHTOB.
6. TpeboBaHHA K  TEKCTY
VIIP aBJIEHYECKOTO JJOKYMEHTA.
7.  OdopmneHHe peKBH3HTOB,
OIIP ENENAIHX  JIBIDKEHHE H
oTpakaromHx  obOpabotky H
HCIOJHEHHE JJOKYMEHTA
8. Tabesb H anbboM
YHH(HLHP OBaHHBIX (opM
IIOKYMEHTOB
Tema 5. Co3gaHHE 3JIEKTPOHHBIX OI'IK-5 IJI-1 1,5 1.5
IIOKYMEHTOB OIIK-5 1J1-2
1. CyI[HOCTD H chopmater | OITK-5 MJI-3
3JIEKTP OHHBIX JIOKYMEHTOB.
2. DNeKTpOoHHas LH(p oBaA
5 IO/ THC b KaK PEKBH3HT
3JIEKTP OHHOT'O JJOKYMEHTA.
3. MertagaHHbIEe JOKYMEHTOB.
4. OiMdpoBaHHEe Kak  CIocob
C 031aHHA 3JIEKTP OHHBIX
IIOKYMEHTOB
Tema 6. OpraxmzaipoHHbie | OITK-5 HJI-1 1,5 1.5 1,5 1.5
IOKYMEHTRI, HX cocTaBiaeHHe H | OIIK-5 I]I-2
opopMIeHHE OI'IK-5 1JI-3
1. HasHaueHHe H BHJIbI
Op FaHH3 al [HOHHbBIX
IIOKYMEHTOB.
2. MuccHA. Konekc
KOPIIOpP aTHBHOH 3THKH.
3. VcTas, [10JI0KEHHE 00 15 1.5
OpraHH3al[HH, TIOJIOKEHHE O
CTPYKTYPHOM
6 rogpasaciaeHHH.
4.  J1oJLKHOC THAA HHC TPY KILHA.
5. CTpyKTypa H IITaTHaA
YHCJIEHHOCTS, ITATHOE
pacrmHcaHHe.
6. IHCTPYKIHH
Op raHH3 al [HOHHO-
METONHYECKOT0 HasHAYEHHA H
TIpaBHIIA.
7. IlporieccHnie perinaMeHThI
TIPEOTIP HATHA.
8. Jlorosop.
AIOKYMEHT MOAMNUCAH
3NEKTPOHHOW NOANWCHIO
Ceprudomkatr: 2C0000043ESABBB952205E7/BAS00060000043E
Bnageney, llleGayxoea TaTeAHa AnexkcaHgpoBHa
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Tema 7. CoctaB H co370aHHe
PacIIoOp AQHTENBHBIX JOKYMEHTOB

l.

I~

4.

PoJib pacriopAaaHTeIbHbIX
IOKYMEHTOB B JIEATEIIBHOCTH
rocyJapCcTBEHHOH H
MYHHLIHITAJIbHOH ¢ Ty ObI
BHbI p acriop AHTENBHBIX
IOKYMEHTOB, CO3/1aBacMbIX
[pH €MHHOJIMYHOM H
KOJLUIETHAaJIBHOM cI1ocodax
TP HHATHA P EIIEHHA.
JTarbl MMoAroTOBKH
pacriopAaHTEIbHbIX
IIOKYMEHTOB.

CocTaBJIeHHE IMpHKa3a,

I1p OTOKOJIA.

OIIK-5 /-1
OINIK-5 1]J-2
OINIK-5 1J-3

1.5

1,5

Tema 3.

HHpopMaLHOHHO-

CIIpaBOYHbIC JOKYMCHTDBI

1.

I

e

~

8.

HasHadeHe H BHIBI

HH() Op MALIHOHHO-
CIIPaBOYHBIX JIOKYMEHTOB.
DYHKILHH H BH]IbI JI€JIOBBIX
TTHCEM.

IIpaBHia cOCTaBIIEHHA TEKCTA
H oopMIIEHHA PEKBH3HTOB
IIEII0OBOrO IMHC EMa.
DJEKTPOHHBIE IMHCbMA.
VipaBieHHe [OKYMEHTaMH
3JIEKTPOHHOH ITOYTHI.
Beb-/10KkyMeHTHI.
JloknanHblie, caykeOHbIe H
00BbACHHUTENBHbIE 3AITHCKH
AKTHL

OIIK-5 /-1
OINIK-5 1]J-2
OINIK-5 1J-3

1.5

1,5

1.5

1,5

Tema 9. OpraHmsaipa padoThI ¢
IIOKYMEHTaMH

1.

)

lad

. JIBHZKEHHE

. KoHTponb

Xap aKTeEPHC THKH H
TIPHHI[HIThI Op raHH3aL[HH
IOKyMeHTooOopoTa.
BXOJAIIHX,
HCXOJAIIHX H  BHYTPEHHHX
IOKYMEHTOB.

. PermcTpalma JoKyMEHTOB.

H(popMaLHOHHO- CITP aBOYHAs
paboTa.

HCITOJTHEHHS
JOKYMEHTOB.

ABTOMAaTH3aLHA  OCHOBHBIX
TIEJIOTTP OH3BOJICTBEHHBIX

Or1ep aLHi

OIIK-5 /-1
OINIK-5 1]1-2
OINIK-5 1JI-3

1.5

1,5

10

CepTuduK

Tema 10. XpaHeHHe [JOKYMEHTOB

1.

2

=1

—Brmanened

— ety oRaTaTeRHa ATeRCaRAPOBHS

. JKCIepTH3a

Oriep aTHBHOE
IIOKYMEHTOB.

XPpdaHCHHC

LHEHHOCTH
JOKYMCHTOB.

. OdopmneHHe gen H repegaya

JOKYMCHTOB B dPXIHB
OpP I'aHHs aLfHH.

OcoOgHHOGaHT NoNVRPAHEHHA
HneR PO IR

2C0000043E9ABBB952205E7BAS0006000

OIIK-5 /-1
OINIK-5 1]1-2
OINIK-5 1JI-3

D04 3E

1.5

1,5

1,5

1.5

15
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Tema 11. ABTOMAaTH3aLHA OI'IK-5 IJI-1 1,5 1.5 3

IOKYMEHTAL[HOHHOIO OIIK-5 1J1-2

oOecrieyeHHA yIIpaBJIeHHA OIIK-5 1JI-3

1. CHcTeMBI aBTOMATH3aL[HH
IIEJIOTTP OM3BOICTBA H

11 JOKYMEHTOo000pOoTa.

. ABTOMAaTH3HpPOBaHHbIE
CHCTEMBbI H (PYHKLIHH
IOKYMEHTAL[HOHHOT O
obecrieueHHa yIpaBJIeHHA.

)

Tema 12. Cwucrema yrpasneHHa | OIIK-5 HJI-1 1,5 1,5 3
IOKYMEHTaMH Ha ITp €AIMPHATHH OIIK-5 1JI-2
1. TOCT P CO 15489-1-2007 | OI'IK-5 H]I-3

«CHBII. VrIpaBJieHHE
JOKYMEHTAMH. O0mHe
TpeboBaHHA». TpeboBaHHA K
ITOKYMEHTaM, (PYHKLIHH

IOKYMEHTOB  TIPEOIIPHATHA,
OTBETCTBEHHOCTH PabOTHHKOB
B obnmacTH
12 IOKYMEHTHPOBaHHA
IEeATEIBHOCTH TP EATIPHATHA H
OpraHH3al[HH Ha HeM paloThI
¢ JOKYMEHTAMH.

Co3nadHe CHCTEMBI
VIIP aBJIEHHA IOKYMEHTAMH
Kak ofHa M3  (PyHKLHHA
VIIp aBJIEHHA COBP EMEHHBIM
TP EOITP HATHEM.

3. TpebopaHma K CHCTEME

yTIp aBJIE€HHA JJOKYMEHTaMH.

!‘d

Hroro 3a 4 cemecTp 24 24 - 60 6 6 - 87
HTOI'o 24 | 24 | - | 60 6 | 6 | - | 87
JK3aMeH 7 36

6. ®oHJ OIIEHOYHBIX CPEJACTB MO JHCIHILIHHE (MOIXYJII0)

DonHj oreHOYHBIX cpeacTB (DOC) nmo JHcHmIIHHE «J[eIoITpPOH3BOACTBO H JOKYMEHTaI[THOHHOE
obecrieyeHHe TOCYAApPCTBEHHON H MYHHI[HMITIAIBHOH CIYKOBI» OasHpyeTcs Ha IepeyHe OCBaHBAeMBIX
KOMIIETEHIIHI C YKazaHHeM HHIHKAaTOpoB. MDOC obecrnieunBacT OOBEKTHBHEIN KOHTPOIL JOCTHKEHH S
3aIUIaHHPOBAHHEIX pe3VyiIbTaTOB 00yueHH . DOC BKIIOYAeT B ceO4:

- OITMCaHHe IIOKa3aTejleil M KPHTepPHER OILIEHHBAHHS KOMIIETEHIIHH Ha Pas3IMUYHBIX STallaX HX
(pOpMHPOBAaHHS, OITHCAHHE KAl OIleHHBAHHT,

- MEeTOAHMYECKHE MaTepHalbl, OIPEAEILIIONME IIPOLEAYPhl OLIEHHBAHHS 3HAHMIL, YMEHHIL,
HABBIKOB H (HIIH) OITBITA AeSATeIbHOCTH, XapaKTePH3YIOIHX ATalbl (POPMHPOBAHHS KOMIIETEHITHH;

- THIIOBBIE OIICHOYHBIE CPEACTBA, HEOOXOAMMSBIE IS OLIEHKH 3HAHHH, YMEHII H YPOBHA
c()OPMHPOBAHHOCTH KOMITETSHI[HIA.

QOOC gBIIeTCA IMIPWIOKEHHEM K JaHHOH IIporpaMMe JHCIIHITIIIHHEI.

AOKYMEHT MNOANMCAH
SANEKTPOHHOW N

ceomoncTe METOIUIECKTIE YKASAHIS A5 06 YA IOIIIXCS 110 0CBOSHHIO N CIMILTHHbE

Eina,qens]ﬂ[p]?[ﬂlléﬁ'ﬂ&ﬂa mbﬂmwp&éﬂﬂ{ﬂﬂﬁ CTYVACHT JOJDKCH IIPHHHMA4ATE BO BHHMAHHC CIICAVYIOIIHE
TTOITOXKCHIA.

Neicrevd FEGIIHIDIHHA o« Al@ O POH3BOJACTBO H JOKYMeHTAal[HOHHOe oOecIleueHHe TOCYIapCTBEHHOH H

;




MYHHIIUITAIIBHOH CIIV2KOBI» IIOCTPOEHa IO TeMAaTHYeCKOMY IPHHIMHITY, KaKaas TeMa ITPeACTaBIIsIeT
CcOOOH JIOrHYECKH 3aBEPIIEHHBIH Pa3ell.

JIEKITMOHHEIIT MaTepHal ITOCBSAIIEH PACCMOTPEHHIO KIFOUEBBIX, 0a30BBIX ITOIOKEHHH KYPCOB H
Pa3bACHEHHIO YUeOHBIX 3aJJaHHil, BBIHOCHMBIX Ha CAMOCTOSTEIBHYIO PaboTy CTYIEHTOB.

[IpakTHyeckie 3aHSTHS IIPOBOASATCS C LENbIK0 3aKpPEIUIEHHS YCBOEHHOH HH()OpPMAIIHH,
IIPHOOPETEHNS HABLIKOB €€ IIPHMEHEHHS ITPH PEINeHHH IPAKTHYECKHX 33Ja4 B COOTBETCTBYIOIIEH
IIPEeIMETHOH OOIacCTH.

CamocrosTernbHad padora CTYAEHTOB  HAIlpaBIIeHa Ha  CaMOCTOSTEIIbHOE  H3YUEHHE
IOIOIHUTEILHOIO MaTepHalla, IMOATOTOBKY K ITPAaKTHUYeCKHMM H JTa0OpaTOPHBIM 3aHATHSAM, a TaKKe
BBITIOITHEHH T BCEX BHIOB CAMOCTOSTEIILHON PadOoTHI.

JIIIsT YCIIEIHOr O OCBOEHHS QU CIHIUIMHBI, HEOOXOAMMO BHIIIOJIHHTEL BCE BHBLI CAaMOCTOSTEIIBHOH
pPabOTHI, HCIIONB3 Y PeKOMeHJyeMble HCTOYHHKH HH(OPMAIHH.

8. y‘lEﬁHﬂ-METﬂ,[[H‘IECEﬂE H HH(l)ﬂpMﬂ[[HﬂHHﬂE odecreueHne JUHCIIHILVIHH bBI

8.1. IlepeueHh OCHOBHOH H JOIOJIHUTEIILHOH JIHTEPATYPBL, HEOOXOAHMOH IJIS OCBOEHHSI
ITHUCIIMIUTHHEL
8.1.1. IlepeueHr OCHOBHOH JINTEPATYPHI:

1. Kysneroa U.B. JloOKyMeHTHpOBaHHe VIpaBIeHYECKOH JeATeIbHOCTH |IMeKTPOHHEIMH
pecypc|: yueGHoe mocoOue misa OakamaBpoB / WM.B. Kysnerora, I''A. XauyarpgH. — DIeKTpOH.
TeKCTOBBIE JaHHbIe. — Mocksa: /JamkoB u K, A [Tn Op Memna, 2021. — 240 ¢. — ISBN 978-5-394-

03274-5 — Pexam goctyma: http://www.iprbookshop.ru.
8.1.2. IlepeueHpb JOIIOIMHUTEIBHON JTHTEPATVYPHI:

1. Kaypman H.IO. JlokymMeHTHpOBaHHE VIIPaBIEHUYECKOH JeSITelIbHOCTH |IIeKTPOHHEIH
pecypc|: yueOHoe mocobme/ Kaypman H.FO.— DOnaeKTpoH. TekcToOBBIE JaHHBIe.— OMCK: OMCKHI
TOCYAapCTBEHHBIN HHCTHTYT cepBuca, 2014.— 177 ¢.— PexuM poctyma: http://www.iprbookshop.ru.

8.2. IlepeueHs yueOHO-METOAHYECKOT O OOECIIEYEHHS CAMOCTOST EIIbHOH PadbOThl 00YYAFOIIHXCSI

1O JUCITHILJIHHE

1. KomaneHko A.A. MeTognyecKne yKa3aHHS 110 BRITIOJIHEHHIO ITPAKTHYECKHX PadoT 110 JUCI[UIIIHHE
«J1eTTOTIPpON3BOJICTBO M JIOKYMEHTAIMOHHOE O0ECIIeYeHHE T'OCYAAPCTBEHHON M MYHHI[HITAILH O
CIIy’KOBI» IS CTYIAEHTOB HAITPABIIEHHS IIOJAT OTOBKH 38.03.04 «l'ocymapcTBEHHOE H
MYHHIIHITaIbHOE yiipaBiieHHe» [lsaruropck: ITM CKOYVY, 2023 (s1neKTpoHHAasA BePCHS)

2. Kopamenko A.A. Meroguueckne peKOMEHIAIMH I CTYAEHTOB II0  OpraHH3al[HH
CaMOCTOSTEILHON PpalOoThl 110 JHCIHIUIHHE «JleTTonmpoOnN3BOACTBO M JOKYMEHTAIHOHHOE
ofecrieueHHe TOCYIAapCTBEHHOH M MYHHIIMITAIBHONH CIIYKOBI» IS CTYIEHTOB HallpaBIIeHH S
roaroroBkH 38.03.04 «l'ocymapcTBeHHOEe M MYHHI[HIIAJIbHOE VIpaBleHHe» llaruropck: IIM
CKDYVY, 2023 (a1eKTpOoHHaS BEPCHA)

8.3. IlepeueHp pecypcoB HH(POPMAIIHOHHO-TEIEKOMMYHHKAI[MOHHOH ceTH «WHTepHeT»,
HeO0OXOAUMBIX JIJISI OCBOEHH ST JTH CI[HITIIHHEI

http://biblioclub.ru (Cait 55C « YHHBepcHTeTcKass OHOITHOTEKA OHJIAHH» )
http://www.economicus.ruw/nfpk/pe.php (O6pazoBarenbHeIit opran « Economicus.miy)

http:ffwwywcm%ﬂgrlr]]lta%.ruf (OdHiHanbHEIH caiT KoMITaHHH «KoHCyIbTaHT- [1mrocy).
4 http:fﬁ‘ﬁﬂ%ﬁ'ﬁh@&lﬂﬁl%%mﬁf&ﬂﬁr HH()OpPMaITHOHHO-IIPAaBOBOIO IOopTana «I'apaHT»).

CEWS?““hﬁwmwmﬂ@wﬁm%ﬁepaMHnm I[eHTpa HH(OPMAIHOHHO-00pa30BaTelIbHbBIX

Bnaneneu: ebayxoea TaTeAHa AnekcaHopoBHa

PECYPCOB).
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9. Ilepeyenr HHGPOPMANMHOHHLIX TEXHOJIOTHH, HCHOJIb3YEMBIX IIPH OCYIIECTBJICHHH
00pa30BaTEILHOTO MPoIiecca MO AUCIHILIHHE, BKJIHYAA NepedeHb NPOrpaMMHOro odecrevdeHus
H HHPOPMANMOHHLIX CIIPABOYHbIX CHCTEM

IIpg  yreHMH  JIEKIMH  HCIIONIB3YETCS  KOMIIBIOTEpPHAS  TEXHHMKA, JEMOHCTPAI[HI
IIPE3EHTAIIMOHHEIX  MVYIbTHMEIHINHBEIX MaTepHaloB. Ha IpakTHYEeCKMX 3aHSTHSIX  CTYIEHTEI
IIPEJICTABIISIOT KOMIUIEKT IIPaKTHUECKHMX padoT, Ipe3eHTal[MH, IIOJATrOTOBIEHHEIE HMH B 4YachH
CAMOCTOSTEILHOH PadOTHI.

HMH}popMaIHOHHEIE CITPaBOYHEIE CHCTEMBEI:

HMH}opMaIHOHHO-CITpaBOYHEIE H HH()OPMAI[HOHHO-IIPABOBBIE CHCTEMEI, HCIIOIB3YEMBIE IIPH
H3YVUEHHH JTUCIHIUIHHEL
I | http://cataloq.ncstu.rujcataloq — OpuipambHeLi cafit Gnomiorext @PI'AOY BIIO CKOYV.

2 http:ﬂwww.cmsultaﬂt*ru — O(PHL[H&I[&HLIH calT KOHCYIIBTaHT ITIIOC

3 | https://www.garant.ru/ — MH}pOpMaIIOHHO-TTpaBOBOH TTopTal «l'apaHTy

4 | http:// www.gks.ru — OpuipanbHbIi caliT DefepalbHO CITYKOBI TOCYIapPCTBEHHONH CTaTHCTHKHI
Poccurickon Qeepalfu

[IporpammMHOe 0OecCIIeYeHHE:

1. | Microsoft Windows Professional Russian Upgrade/Software Assurance Pack Academic OPEN 1
License No Level

2. | Microsoft Office Russian License/Software Assurance Pack Academic OPEN 1 License No Level

10. Onucanne MaTepHAJILHO-TEXHHYECKOH 0a3bl, He0OX0MMOH JJIf OCYHIECTBJIEHHA
00pa30BaTeJIbLHOIO MpoIecca Mo JUCHHILIHHE (MOIYJII0)

JleKilHOHHBIE |YueOHasd ayauTOPHSA IS IIPOBEJcHHS YYeOHBIX 3aHSTHIH, OCHAIllEHHAS

3aHSTHS MVYIIbTUMEIUHHEIM ~ O0OpYZOBAaHHEM M  TEeXHHYECKHMH  CPEICTBaAMH
OOYVUEHMH 4.

[IpakTHueckre |[YueOHasd ayaUTOPHSA IS IIPOBEJcHHS YUeOHBIX 3aHSATHH, OCHAIIlcHHAS

3AHSTHS MVYIIbTUMEIUIHEIM  O0OpYZOBAaHHEM H  TeXHHYECKHMH  CPEICTBaMH
OO0yUYEHH .

CaMmocrosarenpHasd |l loMeleHHe IS CaMOCTOSTENBRHOH PadoThl OOYVYAFOINHMXCS OCHAILEHHOE

paboTa KOMITbEIOTEPHOH TEXHHKOH C BO3MOKHOCTBIO IIOAKIIIOUEHHS K CETH
"HTepHeT" H BO3MOKHOCTBIO JIOCTYIA K SIEKTPOHHOH HH(pOPMAIHOHHO-
o0pa30BaTeIIbHOH Cpejle YHHBEPCHTETA

11. OcobenHOCTH 0CBOEHHA AUCIHILIHHLI (MOXYJIA) JHIAMH ¢ OTPAHHYE€HHbIMH
BO3MOKHOCTSAAMH 310 POBb S

OOYYarOIHMCS ¢ OrpPaHHYEHHBIMH BO3MOKHOCTSMH 37J0POBb S ITPeJOCTABILIFOTCS CIIEIHAIIBHBIE
yueOHHKH, yuyeOHbIe ITOocOOHSI H AHAAKTHYECKHEe MaTepHallbl, CIlel[HallbHble TeXHHYECKHE CPeicTBa
00OyYyeHHS KOJNIEKTHBHOIO H HHIHBHAYAIBHOI'O IIOJIb30BAHHMS, YCIYTH aCCHCTeHTa (ITOMOIIHHKA),
OKa3bIBAIOINEr0 OOYYAIOIMUMCS HEOOXOANMYI) TEXHHYECKYIO IIOMOINb, a TakXke YCIYIH
CYPAOIEPEBOIINKOBR H TH(IOCYPAOIIEPERBOIIHKOB.

OcCBOEHHE JHCUHIUIMHEI (MOZYIISI) OOVYAKOMIMMHCS € OIPaHHYEHHBIMH BO3MOKHOCTSIMH

300POBbS MOKET OBITH ?_BI‘EH—]IIBGEHHG COBMECTHO C IPYITHMH GﬁWﬂIﬂH{IIMIGH: d TaKXKe B OTIOEIIBHBIX
OOKYMEHT MOANWUCAH
I'Pyidiax. 3NEKTPOHHOW NOANMUCLIO

Cepd (ICR GEFIR 4 SERNRTTPATIIAHEBA O(MIOMYIET) OOYYAFOIIMMICI C OIPaHHYEHHBIMH BO3MOIKHOCT SIMH
Bnageneuy; lleGayxoea TaTeAHa AnekcaHgpoBHa -
3,[[01)0&}1 OCYIIECTBIISCTCS C YIeTOM O0COOEHHOCTEH ITCHXO(PH3HYECKOr0 Pa3BUTHS, HHAHBHIYAIbHBIX

BO3MOIKHOCTEH M COCTOSHI A 34O0POBLBA.
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B 1emax AOCTYIHOCTH ITOTYYEHHS BBICHIETO 0O0pa3oBaHHSA IO 00pa30BaTEIbHOI ITPOrpaMME
ITHIIAMH C OrPaHHYEHHBIMH BO3MOKHOCTSMH 3JOPOBbS IIPH OCBOEHHH JHCIHIUIHHBI (MOIYIIS)
00eCIIeUHBaCTC S

1) Z71st 111 ¢ Or paHHYEHHBIMH BO3MOKHOCTSIMH 3[0POBb I I10 3PEHHIO:

- IIPHCYTCTBHE ACCHCTEHTA, OKA3BIBAIOIIHH CTYAEHTY HEOOXOAHMYIO TEXHHYECKYIO ITOMOIIb C
VUETOM HMHIHBHIYAIIbHBIX OCOOEHHOCTEH (IToMoraeT 3aHATh pabdoyee MECTO, IIEPEIBHIATHCSL,
MIPOYNTATh H O(POPMHTH 3aJaHHe, B TOM YHCJIE, 3aITHChIBAS IO JUKTOBKY),

- ITHCBbMeHHBIE 3aJjaHHS, a TakKKe HHCTPYKIHH O IIOPSAKE HMX BBIITOTHEHHS O(OPMILTIOTCS
YBEJIHYEHHEIM IIPH(TOM,

- CcHenHanbHble Y4YeOHHKH, yueOHBIE ITOCOOHMS H JHAAKTHUYECKHE MaTepHalbl (HMEFOIIHE
KPYITHBIH ITPH(MT HIH aYIHODAIIIEI),

- HHIHBHAYyallbHOE PaBHOMEPHOe OcBellleHHe He MeHee 300 JIroKc,

- IIpH HeOOXOAHUMOCTH CTYJEHTY IS BBIITOJIHEHHS 3aJ[aHHS IIPeJOCTaBIsSeTCS YBEIIHYHBAOIIEE
YCTPOHCTRBO,

2) JUIS ITHIL ¢ OT PaHHYEHHBIMH BO3MOKHOCTSIMH 37[0POBb S ITO CITYXY:

- NIPHCYTCTBHE ACCHCTEHTA, OKA3BIBAIOIIHH CTYAEHTY HeOOXOIHMYI TEXHHYECKYHO ITOMOIIb C
VUETOM MHIHBHIYAIIbHBIX OCOOEHHOCTeH (IToMoraeT 3aHATh pabdodyee MecCTO, IIepeJBHIAThCA,
IIPOYNTATh H O(DOPMHTH 3aJaHHe, B TOM YHCJIE, 3aITHChIBAS IO JUKTOBKY),

- o0ecIeYnBacTCs HaIMYHE 3BYKOYCIIIHBAIOIIEH aImTapaTyphl KOINIEKTHBHOI'O ITOJIb30BAHHS, IIPH
He0O0XOHMOCTH 00yYarOIIEMYCS ITPeIOCTABIISIETCS 3BYKOYCHIHBAIOITAS arraparypa
HHIHNBHIYaIbHOI'O ITOIb30BAHHS,

- o0ecrieynBaeTcs Ha IJIeKaIHMH 3BYKOBBIMH CPeJCTBaMH BOCITP OH3BeIeHHS HH()OPMAIIHH,

3) A JIHI[ C OrPaHHYEHHBIMH BO3MOJKHOCTSMH 3J0POBBS, HMEIOIIHX HapYyIIEHHS OIIOPHO-
IBHTATEIIBHOIO armrapara (B TOM YHCIIE C TSDKEIIBIMH HapyLIEHISIMH JBHIaTEIBHBIX (DYHKIIHI BePXHIX
KOHEYHOCTEH HIIH OTCYTCTBHEM BEPXHIX KOHEYHOCTEH):

- MM CbMEHHBIE 3aJaHHS BRIITOTHSIIOTCS Ha KOMITBIOTEPE CO CIIEIHATH3HPOBAaHHBIM ITPOI PAMMHBIM
oOecIieueHHeM HIIH HaJHKTOBBIBAFOTCS aCCHCTEHTY,

- TI0 2KEJIAHHIO CTYAEHTa 3aJaHH I MOT'YT BBIITOJIHATECS B YCTHOH (pOpME.

12. OcobeHHOCTH peaH3aiH ANCITHILIHHBI ¢ IPHMeHeHHeM M CT AHIIHOHHBIX
00pa30BaTeJIbHBIX TEXHOJIOTHI H 3JIEKTPOHHOI0 00Y1IeHHs

CormnacHo yacTH 1 craren 10 DepepanpHoro 3akoHa oT 29 gpexadps 2012 r. Ne 273-D3 «O06
obpazoBaHHH B Poccuiickoii Demepalliiy MO 3/1eKmMpOHHbIM 0byyeHiiem TIOHMMAETCS OpraHH3aIfg
0o0pa3oBaTEeIbHON JESATEIPHOCTH C IIPHMEHEHHEM COAepKallercs B 0a3ax JAaHHBIX H HCIIOIb3YEMOH
MIpH pealn3alHy 00pa30BaTEIbHEIX IIPOrpaMM HH(pOPMAIlHH H oOecleYHBAIOIMHX ee 00paboTKy
HH()OPMAIlHOHHBIX  TEXHOIOIHMH, TEXHHYECKHX  CpPeJICTB, a Takke  HH(OPMAIHOHHO-
TEIIEKOMMYHHKAI[HOHHEIX CETEH, OOECIeYMBAIOINUX TIEPEJAYy I10 JHHHSIM CBS3H YKa3aHHOH
HH(pOPMAIHH,  B3aHMOJCHCTBHE  OOYYAIOIMMXCSI H  IeJarormdecknx  paboTHmkoB. [lof
OLICINAHYUOHH bIMIL 0OPA306aAIMeNb HbIMIL HeXHOoN021AMI. TIOHHMAIOTCS 00pa30oBaTellbHbIE TEXHOIOIHH,
peal3yeMble B OCHOBHOM C IIPHMeHeHHeM HH(pOPMAIHOHHO-TEIeKOMMYHHKAIIHOHHBIX CEeTeH IIPH
OIIOCPEOBAHHOM (Ha pacCTOSIHHH ) B3aHMOAEHCTBHH 00YYAOIMXCS H MeJaroriyeCcKHX PaOOTHHKOB.

Pearmzarpiss IHCHIIUIMHEL MOXKET OBIThH OCVYIIECTBIEHA C IIPUMEHEHHEM HCTAaHIIMOHHBIX
00pazoBaTENbHBIX TEXHOIOTHI M 3JIEKTPOHHOIO OOYVYEHHS ITOIHOCTBIO IIIH YaCTHYHO. KOMITOHEHTHI
YMK mupcumpimmpHbel (padodasi mporpaMMa JHCIHIUIHHEL, OLIEHOYHBIE H METOAHYECKHE MaTepHallbl,
(pOPMBI aTTeCTAIHH), peall3yeMOH ¢ IIPHMeHEeHHEeM JHCTaHI[HOHHBIX 00pa30BaTelbHBIX TEXHOIIOTHI H
BJIEKT POHHOI'O0 OOYUYEHH S, COAEPKAT YKa3aHHE Ha X UCITOIIb30BAHHE.

Ilpn opranmszaipm oOpa3OBaTEIBPHONH HESTEIIBHOCTH C IIPUMEHEHHEM HCTAHIIHOHHBIX

ﬂﬁpaaGE&TEHL@%W@;@HEKTWMGW 00yUYeHHS MOT'YT IIPeIyCMaTpPHBAThCS aCHHXPOHHBI
ILeprCHHXPOHHEIHIE CTEOCOOBE 78/0CYVIIECIBHEHN S B3aHMOIEHCTBHS VYACTHHKOB 00pa30BaTelIbHBIX

OTHSTTe I TIECPe AETBOXT 1R FOP Marm OHH O - TeNeK OMMYHIKAIIMOHHOI ceTH « IHTepHET ».

Nencteutened: ¢ 19.08.2022 no 19.08.2023

10



[Ipn IpuMeHeHHN THUCTAHIMOHHEIX 00pa30BaTEIbHBIX TEXHOIOIHI H 3IEKTPOHHOI0 OO0YUEHHS
B PACITHCAHHH 110 JUCIHIIIHHE YKa3bIBAIOTCS. CITOCOOBI OCYIIECTRIEHH I B3aHMOIEHCTBHS YUaCTHHKOB
oOpa3oBaTelIbHBIX OTHOIIEHHH ITOCPEACTBOM  HH(OPMAIHOHHO-TEIEKOMMYHHKAITHOHHOH  CEeTH
«Uurepuer» (BKC-BuaeokoH(pepeHIicBs3b, T — 5IeKTPOHHOE TeCTHPOBAHHE), CCBUIKH Ha
3JIeKT POHHYIO HH(OPMAaIFOHHO-00pa3oBaTelnbHYI0 cpey CKDVY, Ha oOpa3oBaTelbHEIE ITIaT(OPMEL H
PECYPCBI  HMHBIX  OpraHM3aIfi, K KOTOPEIM IIPeJOCTaBISETCAd  OTKPBITBIH  JOCTYII  4epes
HH()OPMAaIHOHHO-TEIIeKOMMYHHKAIIHOHHYIO ceTh «MHTepHeT», IS CHHXPOHHOIO OOYYEHHS - BpeMs
ITPOBEAEHU S OHJIAMH-3aHSATHI M IIPEOJaBaTENM, I aCHHXPOHHOrO OOYYEHHS - aBTOPHI OHJIAMH-
KYPCOB.

[Ipn opraHmszamuy IPOMEXKYITOUYHOH aTTECTAIlMM C IIPHMEHEHHEM JIHCTAHI[HOHHBIX
0o0pa3oBaTeNbHBIX TEXHOIOIHH M  3IEKTPOHHOIO OOYYEeHHS HCIOIb3VIOTCS MeToamyecKie
PEKOMEHIAI[MH TI0 IPHMEHEHHIO TEXHHYECKHX CPEACTB, OOECIIeYHBAIONMX OOBEKTHBHOCTD
pPe3VyIbTAaTOB IIPH IIPOBEJEHHH IMPOMEXKYTOUYHOH M TOCYJAPCTBEHHOH HTOTOBOH aTTECTAI[MH II0
o0OpazoBaTENbHEIM IIPOrPaMMaM BEICIIIETO OOpa3OBaHHMS - ITporpaMmaM OakalaBpHara, ITporpaMmMaM
CIIEIMAINTeTa M IIpOrpaMMaM MarHCTpaTypel € ITPHMeHEHHEM JHCTAHIMOHHBIX O0pa3oBaTelIbHBIX
TexHonorui (Ilmcemo MuHoGpHakH Poccuu ot 07.12.2020 r. No MH-19/1573-AH "O HampaBiaeHHH
MeTOIHYECKHX PeKOMeEH Il ).

Pearmzaiis JUCIMIUIMHBEL € ITPHMEHEHHEM 3JIEKTPOHHOIO OOYYEHHS M JIHCTAHI[HOHHBIX
00pa30oBaTeNIbHBIX TEXHOIIOTHI OCYINECTBIISETCS C HCIIOIb30BAaHHEM 3IIEKTPOHHOH HH()OPMAIHOHHO-
obpasoBaTenpHOH cpeapl CK@DY, K KoTopoH o0ecneuyeH JOCTYVII OOVYAKOIIHXCS  Uepes
HH(OPMAIHOHHO-TEIIEKOMMYHHKAI[HOHHYIO CeTh «MHTepHeT», HIH C HCIIOJIb30BAaHHEM PeCYPCOB
HHBIX OpPraHH3al[iii, B TOM 4YHCJIE IUIaT(OpM, IIPEJOCTABILIIOINHX CEPBHCHL IS ITPOBEJEHIS
BHJI€OKOH(pepEHIIH, OHIAaH-BCTPeY U JUcTaHIMoHHOro o0yueHns (Bigbluebutton, Microsoft Teams,
a TAKKE C HCIIONb30BAHIEM BO3MOXKHOCTEH COIHAIBHEIX CETEH UIS OCYIIECTBIEHHS KOMMYHHKAI[HI

OOVYAOINMXCS U IIPEIoJaBaTelIcH.

YuyeOHO-MeTOAMUECKOe  O0eclieyeHHe — AUCIIHIUIMHBI, pPealn3yeMOH C  IIPHMEHEHHEM
BIIEKTPOHHOrO  OOYYeHHS M JUCTAHIMOHHBIX  O0pa3oBaTellbHBIX  TEXHONOIMH,  BKIIIOYAET
IIPENICTABIIEHHBIE B 3MIEKTPOHHOM BHJIE Pabouyro ITporpaMMy, YUeOHO-METOAHYECKHE ITOCOOMS HIIH
KYpPC JIEKI[MI, METOAMYECKHE VKa3aHMS K BBIIOIHEHHIO PA3/IMYHBIX BHJIOB YUYEOHOH AEATEIIBHOCTH
O0OYYarOIUXCS, MPEAYCMOTPEHHBIX MTUCIIIUIMHON, M IIPOYHE YYeOHO-METOAHYECKHE MaTepHAaIbl,
pa3MellleHHbIe B HH(p OpMaIlHOHHO-00pa3oBaTembHOH cpefle CKDY.

AOKYMEHT MNOANMCAH
SNEKTPOHHOW NOAMNWMCLIO

Ceprvdmkatr: 2C0000043E9ABBB952205E7BAS00060000043E
Bnaneneu: llleGayxoea TaTeAHa AnexkcaHgpoBHa
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