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1.MMACHOPT PABOYEM IMPOTPAMMBI YYEBHOM JUCIATLIIMHBI

OII. 06 IoxymMeHTALIMOHHOE o0ecleYeHUue YIIPaBJIeHUA
1.1 O6n1acTb npuMeHeHnst paboyeil NpOrpaMmbl
PabGouas mnporpamMma y4eOHOW JUCHUIUIIMHBI SIBJISETCS 4YacThlO OCHOBHOM
npodeccuoHanbHOM 00pa3oBaTenbHON mporpamMMbl B cooTBeTcTBUU ¢ DPI'OC 1o
cnenuanbHocTu 38.02.01. DxoHOMUKA U OyXTaNTEPCKUN yUeT (TI0 OTpacisim).
1.2. Mecro y4eOHOM JMCHUIUVIMHBI B  CTPYKType  OCHOBHOM
npogdeccnoHaIbLHOH 00pa3oBaTeJIbHOM MPOrpPamMMbl
JucuuruiniHa ~ BXOAUT B NPO(PECCHOHANBHBIA  LMKJI U SBISETCS
o01enpodecCHOHAIBHON TUCIIUTUTMHOM.
1.3. leau u 3aga4m y4eOHOM IMCUHUILIMHBI — TPeOOBAHMA K pe3yJbTaTaM
OCBOCHHS Y4eOHO! TUCIUNIHHBI
B pesynbrare ocBoeHuUs1 yueOHOM NUCITUTUITMHBI 00YYaIOUIUIICS JOIKEH YMETh:
- oOpMIISITH TOKYMEHTAIIUIO B COOTBETCTBUU C HOPMATHUBHOW 0a30il, B TOM uucie
UCTIOJIb3Ys UH(POPMAIITMOHHBIE TEXHOJIOTHH;
- OCBaMBaTh TEXHOJIOTMH aBTOMATU3UPOBAHHOM 00paOOTKH JOKYMEHTAIIHH;
- ACTIOJIb30BaTh YHU(PUIIMPOBAHHBIE (POPMBI TOKYMEHTOB;
- OCYILIECTBJISATh XPaHEHUE U MOUCK JOKYMEHTOB;
- HWCIOJb30BaTh  TEIEKOMMYHUKAIMOHHBIE  TEXHOJOTMHM B  3JIEKTPOHHOM
JTIOKYMEHTO000POTE;
B pesynbrare ocBoeHUS yueOHOM NUCIUIUIMHBI 00 y4arOIUACs TOKEeH 3HATh:
- IOHATHE, 1IEJIN, 3a/1a4¥ ¥ IPHUHIIMIIBI AEJIOIPOU3BOJICTBA,;
- OCHOBHBIE MMOHATHS TOKYMEHTALlHOHHOTO 00ecIiedeH sl YIpaBICHUS;
- CHUCTEMBI JJOKYMEHTallHOHHOT0 00€eCIIeueHus yIpaBIICHUS;
- KJIACCU(PMKALMIO TOKYMEHTOB;
- TpeOOBaHMSI K COCTaBJICHUIO U OOPMIICHHIO TOKYMEHTOB;
- OpraHU3alMI0 JOKYMEHTO000pOTa: TpueM, 00paboTKy, perucTpaluio, KOHTPOIb,
XpaHEHUE JOKYMEHTOB, HOMEHKJIATYpY JAell.

COI[ep)KaHI/IC AUCHUIUIMHBI OPHUCHTHPOBAHO Ha IIOATOTOBKY CTYACHTOB K



ocBoeHnto mnpodeccuoHanbHbix Moayied IMIICC3 mo cneunmansHocTn 38.02.01.
DOKOHOMHMKAa W  OyxraiaTepckuid  y4eT (MO0  OTpacisaM) U OBJIAJCHUIO
npodeccuonanbHbIMU KoMIteTeHIUAMU (I1K).

OK 01. BriGupath cioco0bl perieHus 3a1a4 npodeccuoHanbHOM NesaTeIbHOCTH
NPUMEHHUTENHEHO K PA3JIMYHBIM KOHTEKCTaM;

OK 02. OcymiecTBisiTh TMOUCK, aHAIU3 M WHTEPIPETAIUI0 HH(POpPMAIIUH,
HEOOXOIMMOM /17151 BBITIOJTHEHUS 3a/1a4 MPOodeCCUOHAIBHOMN JAESITEIbHOCTH;

OK 03. IInanupoBaTh U peaqnu30BBIBATh COOCTBEHHOE MPOQEeCcCHOHATBLHOE U
JUYHOCTHOE Pa3BUTHE;

OK 04. PaGoTaTh B KOJUICSKTHBE U KOMaH 1€, 3O PEKTUBHO B3aMMOICHCTBOBATD C
KOJUIETraMH, pyKOBOJICTBOM, KITUCHTaAMU;

OK 05. OcymecTBiasiTh yCTHYHO U MHUCbMEHHYIO KOMMYHHUKALMIO Ha
rOCyJapCTBEHHOM si3bike Poccuiickoit ®epepanmui ¢ y4eToM OCOOCHHOCTEH
COILIMAJILHOTO U KYJIbTYPHOT'O KOHTEKCTA,

OK 06. IIposBiSTh rpakIaHCKO-NATPUOTUYECKYIO MO3UIUIO, I€MOHCTPUPOBATH
OCO3HAHHOE TIOBEICHHE Ha OCHOBE TPAJAUIIMOHHBIX 00IIEYEIOBEYECKUX IIEHHOCTEH;

OK 07. ConelicTBOBaTh COXpAaHEHUIO OKPYKAIOIIEH Cpeibl, PECYypPCOCOEPEKEeHHUIO,
3¢ (HEeKTUBHO 1eCTBOBATH B UPE3BbIYAMHBIX CUTYAITUSX;

OK 08. Mcnonws3zoBath cpenctBa (HU3MYECKOW KyJIbTYPHI ISl COXpPAHEHUS U
YKpEIUIeHUs 3JI0pOBbsi B  IMpolecce MpodeccuoHanbHOM  JESTENBHOCTH |
NoJIIEp>KaHus HEOOXOAMMOT0 YPOBHS (PU3UYECKOM MOATOTOBICHHOCTH;

OK 09. Hcnonp3oBath WHGOPMAIMOHHBIE TEXHOJIOTHH B MPO(ECCHOHAIBHOU
NeSITEIbHOCTH;
OK 10. [Tonb3oBaThcs mpodheccuOHANBHON JOKYMEHTAIMEH Ha TOCYAapCTBEHHOM U
WHOCTPAHHOM SI3bIKaX;
OK 11. Hcnons3oBarh 3HaHUs MO (PUHAHCOBOW TI'PAMOTHOCTH, IUIAHUPOBATH
NpeaNPUHUMATENBCKYIO IESITEIbHOCTh B IpodeccuoHanbHOU chepe.
[1IK 1.1. O6pabaTbiBaTh NEpBUIHBIC OyXTaITEPCKHUE TOKYMEHTHI;
IIK 1.2. Pa3zpabaTsiBaTh 1 COTJIACOBBIBATH C PYKOBOACTBOM OPTraHM3aIliN pabOyHid
TUTaH CYETOB OyXTalTepCKOro ydeTa OpraHu3alluu;
I1K 1.3. TIpoBOaUTh yUeT IEHEKHBIX CPEACTB, OOPMIIATH JICHES)KHBIE U KaCCOBBIC

JOKYMCHTEI,



[IK 1.4. ®opmupoBaTh OyxraiaTepckue MpoBOJKH MO yUYeTy aKTUBOB OpraHU3alliy Ha
OCHOBE paboyYero 1iiaHa c4eToB OyXralaTepcKoro y4dera.

[IK 2.1. ®opmupoBaTh OyxraiaTepckue MpoBOJKH MO y4eTy HCTOYHUKOB aKTHBOB
OpraHu3aliy Ha OCHOBE paboyvero miaHa C4eToB OyXralTepcKoro y4era;

[1K 2.2. BoINoNHATH MOPYYEHUS] pYKOBOJACTBA B COCTaBE KOMHUCCHH 10
WHBEHTapHU3allM1 aKTUBOB B MECTAX UX XPAHECHHUS;

[1K 2.3. [IpoBOaAUTH NOATOTOBKY K MHBEHTAPU3AIMH U TPOBEPKY JEHCTBUTEIHHOTO
COOTBETCTBUS (PAKTUUECKUX JIAHHBIX HHBEHTAPU3AIMH JJAHHBIM YUETa;

[1K 2.4. Otpaxxatb B OyXraiaTepckux MpoBOAKAX 3a4eT U CIIMCAaHUE HEJ0CTauH
LEHHOCTEeN (peryIupoBaTh HHBEHTAPU3AIMOHHBIEC PA3HUIIBI) TIO pe3yiibTaTam
WHBEHTapHU3alNK;

[1K 2.5. [IpoBoauTh ipoLieypbl MHBEHTapU3aIMK (PUHAHCOBBIX 0053aTENbLCTB
OpraHu3aluu;

[1K 2.6. OcymecTBnath c60p nHGOPMALIMH O AESITEIHHOCTH 00HEKTa BHYTPEHHETO
KOHTPOJISI MO BBITIOJIHEHUIO TPEOOBAHMIA TPABOBOM U HOPMATUBHOM 0a3bl U
BHYTPEHHUX PETJIAMEHTOB;

[1K 2.7. BbIMOJHATH KOHTPOJIbHBIE MPOIEAYPHI U UX TOKYMEHTHUPOBAHKE, TOTOBUTH U
oQOopMIIATH 3aBEpIIAIOIINE MaTepUaIbl IO pe3yIbTaTaM BHYTPEHHETO0 KOHTPOJIS.

[1K 3.1. ®opmupoBaTh OyxraaTepckue MpoBOAKH MO HAYUCICHUIO U MEPEUUCIICHUIO
HAJIOTOB U COOPOB B OIO/KETHI PA3IMUHBIX YPOBHEH;

[1K 3.2. Opopmnsth muaTexHble JOKYMEHTHI JIs IEPEUUCICHUST HAIOTOB U COOPOB B
OIOKET, KOHTPOJIUPOBATH UX MPOXOXKIACHHUE MO PACYETHO-KACCOBBIM OAHKOBCKUM
oTepanusM;

[1K 3.3. ®opmMupoBaTh OyxraaTepckue MpoBOAKHU MO HAYUCICHUIO U IEPEYUCIICHUIO
CTPaxOBBIX B3HOCOB BO BHEOIO/PKETHBIE (DOHJIBI M HAJIOTOBBIE OPTaHbI;

[1K 3.4. OpopmnsTh muaTexHble JOKYMEHTHI Ha MEPEYUCICHUE CTPaXOBbIX B3HOCOB
BO BHEOIOPKETHBIE (DOHJIBI M HAJIOTOBbIE OPTaHbl, KOHTPOJIUPOBATH UX MPOXOKICHUE
10 PACYETHO-KAaCCOBBIM OAHKOBCKUM OTIEPAIIUSIM.

I1IK 4.1. OTpakaTh HapacTaIOIUIUM UTOTOM Ha CUETaX OyXTaJITEPCKOTO ydeTa
UMYIIIECTBEHHOE U (PMHAHCOBOE IMOJIOKEHUE OPTaHU3AIUH, ONIPEICISATh PE3YIbTAThI
XO3SIUCTBEHHOM J1EATETbHOCTH 32 OTYETHBINA IEPHUO/;

[1IK 4.2. CocraBnsath popmbl Oyxrantepckoit (GUHaHCOBOI) OTYETHOCTH B

YCTAHOBJICHHBIC 3aKOHOAATCIILCTBOM CPOKH,



I1K 4.3. CocTaBnarh (OTYETHI) U HAJOTOBBIE JEKIapalliy Mo HajoraM u cOopam B
OIOKET, yUNTHIBAsi OTMEHEHHBIN enHbIN connanbHblil Hasmor (ECH), otueTs 1o
CTPaxoBBIM B3HOCaM B IOCY/IapCTBEHHBIE BHEOIOIKETHBIE (DOHBI, a TAKXKE (POPMBI
CTaTUCTHYECKON OTUETHOCTH B YCTAHOBJICHHbBIE 3aKOHOAATEILCTBOM CPOKH;

[1K 4.4. [IpoBOaAUTH KOHTPOJIb M aHAU3 UH(POpMAIUU 00 aKTHBAaX U (PUHAHCOBOM
MOJIO)KEHUH OPTraHU3alliU, €€ TIATeKECIIOCOOHOCTH U JOXOAHOCTH;

IIK 4.5. I[TpyHuMath y4acTue B COCTAaBJICHUH OU3HEC-TIaHa;

I1K 4.6. Ananu3upoBath PUHAHCOBO-XO3SHCTBEHHYIO ACATEILHOCTD, OCYIIECTBIIATh
aHajau3 UHQPOPMAIINH, OJTYYCHHOM B X0/ TPOBEJACHUS KOHTPOJIBHBIX MPOIIEAYD,
BBISIBJICHUE U OLICHKY PUCKOB;

ITK 4.7. TIpoBOANTH, MOHUTOPUHT YCTPAHEHUSI MEHEKMEHTOM BBISBICHHBIX
HapyIIeHUH, HEIOCTATKOB U PUCKOB.

IIK 5.1. Oprann3oBbIBaTh HAJIOTOBBINA YYET;

[1K 5.2. Pa3pabaThiBaTh 1 3aNI0JHATH IEPBUYHBIC YUETHBIE IOKYMEHTHI U PETUCTPHI
HaJOrOBOTO YYETa,

I1K 5.3. [IpoBoauTh ompeseieHne HaJoroBoi 0asbl IS pacueTa HaJIOroB U COOPOB,
00s13aTeNbHBIX JIJIS1 YIUIAThI;

[1IK 5.4. [IpumMeHsATh HANOrOBBIE JBIOTHI B UCIOJIB3YEMOM CUCTEME HATOT000I0KEHUS
MIPY UCUMCIICHUH BEJIMYMHBI HAJIOTOB U COOPOB, 00s13aTENBHBIX JIJIS YTIUIATHI,

ITIK 5.5. IIpoBOANTH HAJIOTOBOE TJIAHUPOBAHUE JAEATEIIBHOCTH OPTraHU3AIUH.

1.4. KoJan4yecTBO 4acoB HA OCBOeHMe pado4eil MPporpaMmebl yueOHoit

AUCIHUIIIHHBI

VY4ebHol Harpy3ku oOyuatonierocs - 34 yaca,
B TOM YHCJIE:

- C IIp€moaaBaTcJICM - 34 ygaca.



2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM TUCHUILINHBI

2.1. O0bem yueOHOM JUCHUIIMHBI M BUBI Y4e0HOH padoThl

Buja yueoHoii padoThl O0bem yacoB
YueOHas Harpy3ka (Bcero) 34
¢ nmpenoaasareJsieM (Bcero) 34
B TOM YHCIJIE:
JIEKIIMOHHBIE 3aHATHS 24
MPaKTUYECKHUE 3aHITH 10

[IpomexyTouHas arrectanus B popme

HuddepenunpoBaHHbIii 3a4eT




2.2 TeMaTH4eCKHH IUIaH U COAEpPKaHUe Y4eOHOM IMCUMILIMHBI «/[0KyMEeHTALIMOHHOEe o0ecIieYeHre YIIPaBIeHUsD)

HaunmenoBanme Conepxxanue yueOHOro MarepuaJa, JadopaTopHble H NPaAKTHYECKHE PadOThI, Oo6bem | YpoBeHnb
pa3aesioB U TeM CaMoCTOsITe/IbHAsA padoTa o0yuaoumxcs, KypcoBasi pabora (IpoeKT) 4acoB | OCBOEHUS
1 2 3 4
Paznen 1. JlokymMeHTHpPOBaHUE YIIPABJIEHYECKOI 1eATEIbHOCTH 15
Tema 1.1 Conepxanue
JdoxkymeHnTauust
1 | BBenenue. 2
ConepxaHue TUCIUIUIAHBI, €€ CBSI3b C IPYTUMU JUCUUTUIMHAMMU, 1
Posp 1 MecTo TUCIUIUIMHBI B TPO(ecCHOHAIbHOM MOATOTOBKE.
2 | JlokymMeHTALHS.
[TonaTue u 3HaYEHNE TOKYMEHTOB, UX BUJIBL. TpeOoBaHUs, IPEIBABISIEMbIC K 2
odopmieHnio 1okyMeHToB. HopmaTtuBHO-TIpaBoBasi 6a3a ynpaBlieHHs JOKYMEHTaMHU.
[IpaBuna odopmieHus yrnpaBieHUECKUX JOKYMEHTOB. JJOKyMeHThI OyXraaTepcKoro
oopMIIeHHS, TOPSATOK U CPOKH COCTABJICHUS.
CamocrosiTesibHasi padoTa 00yYarOIIMXCS |
N3yuenune NeKIMOHHOTO MaTepHuaa.
[Tox0op AOMONMHUTENBHOTO MaTepraia sl YriyOJIeHHOTO U3y4eHUS TEMBI.
[ToaroroBka u 3ammuTa pedepara Ha TEMY: 4 3
"Pa3Butue nenonpousBojactsa B Poccun'.
«HopmaruBHO-TIpaBoBast 6a3a ynpaBiieHUs JOKYMEHTaMU.
«¥Opuanueckass OCHOBa M OpraHU3alysl BEICHHS YIIPABICHYECKON JOKYMEHTALIUN.
«PoJIb pEKBU3UTOB B YIIPABJICHUYECKOUN TOKYMEHTALUN.
Tema 1.2 Conep:xanue
YHupukanus u
CTAaHJAPTHU3ALMSA 1 | Yandukanus u cTangapTu3anus 10KyMeHTOB. OpraHu3annoHHO-PACIIOPSI/ANTEIbHAS
AOKYMEHTOB. AOKYMEHTAI U, 2 2
Opranun3anmuoHHo- Cucrema foKkyMeHTalUU. YHUPUKALKS U CTAaHIAPTU3AIMS B JI€JIONPOU3BOJICTBE.
pacnopsiiuTebHAast JlokymMeHTOO000pOT.
AOKYMEHTAaIUsl. Opraan3alluOHHO-PACTIOPSAUTENbHAS TOKYMEHTAIUsA, €€ BUIbl, Ha3HaueHue. [lopsanok

COCTaBJICHUA OPraHU3allMOHHO -paCHOpHI[HTeHBHOﬁ JOKYMCHTAIIUU.




HpaRaneCRne 3aHATUSA

1 | CocraBieHue OpraHu3allMOHHO-PACIOPSIAUTEIbHBIX JOKYMEHTOB. 2
CamocrosiTesibHast paboTa 00y4yaromMXxcst
W3yueHue NeKMOHHOTO MaTepuana.
[TonGop IOTOHUTENHFHOTO MaTepHaa Uil YriyOJIeHHOTO N3YUSHHSI TEMBI. 3
3aBepiueHue 1 0popMIIEHHE TPAKTHUYECKON pabOThI, MOATrOTOBKA K €€ 3allUTe.
[ToaroroBka u 3amuTa pedepara Ha TEMY:
«YHubUIpoBaHHas JOKYMEHTAITUS.
«I[OKYM@HTOO6OPOT B OpraHn3anuiaXx pasindyHoOro Ou3HEcay.
Paszgea 2. JlokymMeHTBI O0yXrajJrepckoro yuera 27
Tema 2.1 Conepxanue
JlokyMeHTBI 110 1 | lokyMeHTBI 0 JUYHOMY COCTaBY.
JIMYHOMY COCTaBYy JIoKyMeHTBI, 3aMoIHsIeMbIe pU IpueMe Ha paboTy U MPOABMKEHHH IO CIyk0e. 2
[Topsinox opopmiieHrs U opraHu3alysi COXpaHHOCTH JOKYMEHTOB.
IIpakTHYeckue 3aHATHS
1 | CocraBienue npukasa (pacrnopspkeHus) o mpueme Ha padoty (popma T-1, T-1a). 2
CocraBieHue MTAaTHOTO pacrnucaHus Ha pabOTHUKOB OyXTaJITepHH.
CamocrosiTesibHasi padoTa 00yYAKO M XCS.
N3ydeHue NeKIIMOHHOTO MaTepuania.
[Toabop nomoNMHUTENBHOTO MaTepuaa sl yriayOJIeHHOrO U3YUYEHUS TEMBI. 4
3aBepiieHue U opopMIICHHE TPAKTHUECKON padOThl, MOATOTOBKA K €€ 3aluTe.
[ToaroToBka u 3amuTa pedepara Ha TEMY:
«J10OKyMEHTBI IMYHOTO XapaKTepa, CBSI3aHHbIE C POU3BOJACTBOM»
«IIITaTHOE pacncanne Ha paOOTHUKOB OPraHU3AIIUN.
«Pe3roMe Ha BakaHCHIOY.
«CnyxeOHbIe 3aIMUCKN.
Tema 2.2 Conepxanue
Bbyxranrepckue
JAOKYMEHThI 1 | Byxraarepckue 10KYMEHTHI. 2

Kaccosrle HAOKYMCHTHI. I[OKYMGHTLI 10 6C3HaJ'II/I‘-IHOMy pacucry.
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2 I[eHe)KHBIe 1 paCYCTHBIC YCKU, UX HA3HAUCHUC U IMMOPAJOK 3allOJITHCHUA U XPAHCHUS.

3 | YueTHbIEe PErUCTPHI.
Y4eTHbIE perucTphl, UX Ha3HAYEHUE U MOPSJIOK 3al10JIHEHUS.

4 | Byxraarepckasi OT4eTHOCTb.
O60poTHO-CcaNbI0Bast BEAOMOCTb. byxranrepckuii 6ananc. OTueT 0 GUHAHCOBBIX
pe3ysbTarax.

5 | /loBepEeHHOCTH.
JIOBEpEHHOCTH, MX BHJIbI, IOPSIOK O(DOPMIICHHUS, PETUCTPAIIMKM U ydUeTa.

HpaKTuquKue 3AaHATUSA

1 [IpuxoHbIi 1 pacxoaHbli kaccoBble opaepa. Kaccosas kaura. [limarexHoe nopydenue

2 Kypnam-opnep Nel, Benomocts Nel. XKypran-opaep Ne2, Begomocts Ne2.
O60pOTHO-CANTBIOBAsI BEIOMOCTD

3 3asBieHne 0 BbIJAUC JCHCKHBIX U PACYECTHBIX YCKOBBIX KHUKCK. HeHe)KHBIﬁ YECK.
Odopmnenue noBepennoctu (popma M-2, M-2a). XKypHan ydera BbIJaHHBIX
JIOBEPEHHOCTEM.

CamocrosiTesqibHasi padoTa 00y4ar0IMXCcs

N3ydeHue neKIIMOHHOTO MaTepuaa.

[Tox0op AOMONMHUTENBHOTO MaTepraia Iisl YriIyOJIeHHOTO U3y4eHUS TEMBI.
3aBepuieHre U 0popMIICHUE TPAKTHUECKON pabOThl, MOATOTOBKA K €€ 3aIUTe.
[ToaroroBka u 3amuTa pedepara Ha TEMY:

«/lokymMeHTBI 110 0hopMIICHUIO paOOTHHKA B KOMAHIUPOBKY

« CrarucTudueckast OTYETHOCTE)
«Hanorossie JACKJIapaumn»

Paspnen 3. Opranuszanusi padorsl ¢ JOKYMEHTAMH

Tema 3.1
Opranu3anus
BeJleHHSA
OyXraJjarepckoro
yuera

Conep:xanue

1 JIOKyMeHT0060pOT.

JlokymeHnT0o000pOT Ha peanpusTuu. TpeboBaHMs K OpraHU3aluu JTOKYMEHTO000pOoTa.

2 XpaHeHHne 10KYMEHTOB.
Opranu3anus ornepaTuBHOIO XpaHEHUs T0KyMEHTOB.
OCHOBHBIE IOHATHS 00 APXMBHOM XPaHEHUH JJOKYMEHTOB.

CamocrosiTesibHast padoTa 00y4arommMxcst

W3ydeHne NeKIMOHHOTO MaTepuana.

[Ton6op JOTOIHUTENHHOTO MaTepHaia Uil YriayOJIeHHOTO U3Y4eHHS TEMBI.
IlonroroBka u 3amura pedepara Ha TEMY:

11



‘ "Opranu3anysi XpaHeHus: JOKYMEHTOB. ApXUBHOE JIe510".

Bcero:

34

J1s XapaKTepUCTUKU YPOBHSI OCBOEHHMsI y4eOHOI0 MaTepualla UCIOJIb3YIOTCA CIIEAYONIe 0003HaYeHUs:

1.
2.
3.

- 03HAKOMUTENIbHBIN (Y3HAaBaHUE PaHEE U3YUYEHHBIX O0BEKTOB, CBOMCTB);
- PETPOIyKTUBHBIN (BBITIOJHEHHUE ACATEILHOCTH 110 00pa3ily, HHCTPYKIIH HJIH 1101 PYKOBOJCTBOM);

- IPOIYKTUBHBIN (IJITAHUPOBAHUE U CAMOCTOSITENIbHOE BBIIIOJIHEHUE JIEATENbHOCTH, pEIIEHHE TPOOIEMHBIX 3a/1a4).

12



3. YCJIOBUSI PEAJIM3AIIMM YYEBHOM JUCIUIIJIAHBI

3.1. TpeGoBanusgs K MHHUMAJBHOMY MAaTEPHATBHO-TEXHUYECKOMY
odecneyeHHIo

Peanuzanust yueOHON TUCHUIUIMHBI TpEOYET HANMUUA y4eOHOro KabuHeTa.

Ob6opynoBanme yueOHOro kabmHera:
1. KopnyclO, nutrep E, xabuner nokymeHTanumonHoro ob6ecneuenus Ne 306,
UHPOPMAIIMOHHBIX ~ TEXHOJOTMH B  NpOGECcCUOHANIBHOW  JIEATETbHOCTH IS
IIPOBEICHUSI MPAKTUUECKUX, JTAOOPATOPHBIX U JEKIIMOHHBIX 3aHSTHH, TPYIIIOBBIX U
WHJUBUIYaJbHBIX  KOHCYJBTAllMM, TEKYIIEro KOHTPOJISI W  IMPOMEKYTOUYHOU
aTTecTaluu
25 mocasouHbBIX MecTa; S=64Mm2
KOMIUIEKT yueOHOH MeOenu;
KOMIUIEKT y4eOHO-HArISAHBIX TOCOOUI 1 MPE3EHTAIIMOHHBIX MaTepUasoOB;
Kommnrerotep B KOMIUIEKTE:
Kommnsrotep ¢.6. FORUM August AL1716Fs 31monut. ACER -14 mr
Kommsrotep ¢.6. 1C420 monut. ACER AL1716Fs — 2 mt; [Ipoektop Epson EB-X72.
2. Koprryc8, nutep A kabunet NelQ7 a1 caMOCTOSITENIBHBIX padboT
28 mocaiouHbIX MecT, S=59.6M2 KOMIUIEKT yueOHOH MeOenu;
IT5BM Forum Sempron-2.8 MonuTop 15" LG FLATRON L 1511 S
ITpoexTop Acer x1110 (1273) Joctyn B ceTb MHTEpHET

3.2. HndopmanuonHoe o0ecrneueHune o0y4yeHus. Ilepeyenn
peKoMeHAyeMbIX Y4eOHbIX u3AaHuil, WHTepHeT-pecypcoB, HAONOJHHUTEJIbHOI
JINTEPATypPbI:

OcHoBHas JuTEpaTypa

1. I'OCT P 7.0.8-2013. Jlenonpou3BOJACTBO W apXuBHOE Jeio. TepMHHBI U
onpenenenus. - M.: 3a-Bo cranmapros, 2013 - 8 c.
2. I'OCT P 6.30-2003. VYuudunupoBaHHass CUCTEMa OPTaHU3AIMOHHO-
pacropsauTeabHON noKkyMeHTanuu. TpeboBaHusi kK 0(hOpMIICHUIO TOKYMEHTOB. - M.:
N3n-Bo cranmapros, 2003. - 16 c.

3. ®denepanbhbiii 3aK0H 0T 06.12.2011 N 402-®3 "O OGyxrantepckoMm yuerte".



4. [lonoxenne mo OyxraarepckoMy yueTy «byxrantepckas OTYETHOCTb
opranmzanumn» (IIBY 4/99), yrBepxkneno npukazom Munduna Poccuu ot 06.07.99
Ne 43H, ¢ usmenenusmu ot 18.09.2006 Ne 115H, ot 08.11.2010 1. Ne 142H.
5. Kyszuwenos, W. H. JlokyMeHTauuoHHOE oOOeclieYeHHE YNpaBICHUA U
nenonpousBoactBo: yueonuk / . H. Kysnernos. — M.: UzpatensctBo FOpaiit. 2011.
— 576 c.
JonmosHuTeNABHAS JIUTEPATYpPa
1. Pympiauna JI. A. JlokyMeHTauMOHHOEe oOecrieueHue ynpaBieHuss — M:
N3narensctBo: Akanemusa. 2014 — 288c.
2. Kacesinosa I'.10. JJokyMeHTOOO0pOT B OyXrajiTepckoM u HajnoroBom ydete + CD /
14-e uzn., nepepad. u non. — M: MznarensctBo: ABAK. 2014 — 800 c.
HNuTepHeT-pecypcebl
1. CopaBounas wuHMOpMaIMOHHO-TIpaBoBasi cucteMa «['apaHT» [DIEKTPOHHBIN
pecype] - URL: http: // www.garant.ru.
2.CnpaBounas  uH(popmanmoHHo-mnpaBoBas cucremMa «Koncymprant  [lmrocy»
[DnexTponnsiii pecype] - URL: http://www.consultant.ru.
CrnpaBounas nHdopmanmonHo-npaBoBas cucreMa «Koaeke» [DnexkTpoHHbIN pecypc]
- URL: http://www.kodeks.ru.
3. MadopmanimoHHO-aHATUTHYECKOE YJICKTPOHHOE U3/IaHUE B 00JIaCTH
OYXTaJITEpPCKOTO y4eTa M HAIOT000JI0KEeHUS [ DIIEKTPOHHBIN pecypc]| — Pexum
noctyna: http://www.buhgalteria.ru/.
4. ATEHTCTBO KOHCYJIbTAllUN M JEIOBOM HH(PpOpMaUU « IKOHOMHUKA» [ DIEKTPOHHBIN
pecypc] — Pexxum moctyna http://www.akdi.rw/.
5. O630psI cocTosiHMs 3kKOHOMUKH Poccuu (Ha caiite IHCTUTYTa SKOHOMUKH

nepexoHoro rmepuoja) http://online.ru/sp/iet/trends/

Ilepuoauyeckue U3TaHUS:
1. Kypnan «I'nmaBOyx» ISSN mneuatnoit Bepcum 1029-4511.CBugerenscTBo o0

peructpanuu [T Ne ®C77-62320 ot 3 urons 2014 roaa
2. XKypnan «O6pazoBanue u Hayka» ISSN meuatHoit Bepcun 2073-8129
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http://online.ru/sp/iet/trends/

CunerensctBo 0 peructpauuu [T Ne TY 14-00428 ot 15 mas 2014 rony.

3. l'azera «Yuer. Hanoru. IlpaBo ¢ npunoxenueM «O¢uunanbHble TOKYMEHTBI
3apeructpupoBano DeepanbHON CiIy)00i 10 HAA30pYy B chepe CBIA3U U MACCOBBIX
kommyHuKanuii  (Pockomuamzop). CBuupetenbcTtBO 0 peructpanuun CMU  DOm.
NedC77-62746 ot 18.08.2014rona

4. Kypnan «OkoHomuka ctpoutenbcTBa» ISSN mneuatnoit Bepcun 0131-7768

CsugaerensctBo 0 peructpauuu [T Ne @C 77 - 39326 ot 01 anpens 2010 rona
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4. KOHTPOJIb U OLIEHKA PE3YJbTATOB OCBOEHHUSI YUEBHOM
JUCHUATNIUHBI

Kontpons

N OICHKa PpE3yJIbTATOB

OCBOCHHUS Y4E€OHOW JHUCIUTLIIUHBI

OCYHCCTBIIACTCA IMPEIIOAaBaTCIEM B IIPOLCCCC MPOBCACHUSA MPAKTHUYCCKUX 3aHITHU U

1a00paTopHBIX PabOT, TECTUPOBAHUS,

a TaKKE BBIIIOJTHCHUA O6y‘laIOIJ_[I/IMI/IC$I

VHJIMBUYaJbHbBIX 3aJJaHUI, TPOEKTOB, UCCIETIOBAHUIN

Pe3yabTaTsl 00yyeHus
(ocBOEHHBbIE YMeHHs, YCBOCHHbIE 3HAHMA)

@DopMBbI U METObl KOHTPOJISI M OLIEHKHU
pe3yJibTaToOB 00y4eHHsI

VYmMmenusa

OK1-9

[1K1.1-T1K1.4, T1K2.1-T11K2.4, T1K3.1-T1K3.4,
[1K4.1-11K4.4, TIK5.1-T1IK5.5

OdopMIsATh JOKYMEHTAIUMIO B COOTBETCTBUU
C HOpPMAaTHBHOM 0a30i, B TOM 4ucIie
UCIO0JIb3YS] TH(POPMAIIMOHHBIE TEXHOJIOTUU

- JleMOHCTpalusi TEOPETUYECKUX 3HAHUU 10
0(OpPMIIEHHIO YIPABIEHYECKOW TOKYMEHTAIU!
1 (OPMUPOBAHUIO TOKYMEHTO000pOTA.

- JleMOHCTpauus  yMEHHUS  IOJb30BaHUS
HOpPMaTUBHOW  06a3oif mpu  odopmiileHun
JOKYMEHTaI1H.
- JleMOHCTpauus  yMEHHUS  IOJb30BaHHS
COBPEMEHHBIMH MH(OPMALIMOHHBIMU
TEXHOJIOTUSIMHU.

- JlemoHcTpanus ymeHus: KiacCU(PpUIMPOBAHUS
U CUCTEMAaTH3alluU JOKYMEHTAIIUH.

- DKcrepTHas OLEHKa PeUIeHHs] CUTYalluOHHBIX
3ajau.

OK1-2, OK4-5, OK7-9
IIK1.1-11IK1.4, TIK2.1-11K2.4, TIK3.1-1IK3 .4,
I1K4.1-11K4.4, I1KS.1-TIKS5.5

OcBauBatb TEXHOJIOTHH
ABTOMAaTHU3UPOBAHHOM 00paboTKu
JTOKYMCHTAIUH

- JlemoHcTpauuss 3HaHMM W METOJOB
COCTaBJICHUS OpraHu3aIMOHHO-
PacCIOpPSIIUTEILHBIX JIOKYMEHTOB, JIOKYMEHTOB
110 JINYHOMY COCTaBY.

- JlemoHcTpauus  3HaHMM W METOJOB
COCTaBJICHUS MTPOU3BOJICTBEHHBIX TJOKYMEHTOB.
- JleMoHcTpamusi ~ yMEHHS  IOJb30BaHHS
COBPEMEHHBIMHU WH(POPMAITMOHHBIMHU
TEXHOJIOTHSIMH.

-O1leHKa  OCBOCHHBIX 3HAHMM B XOJ¢E
BBIIIOJIHEHHMS CaMOCTOSATENLHON paboThI
-OneHKa  OCBOCGHHBIX YMEGHHM B XOJe

BBITIOJTHCHHS TIPAKTUYCCKUX pabOT
- DKcrepTHas OLEHKa PEeUICHUS] CUTYallMOHHBIX
3a/1ad4.

OK1-2, OK4-5, OK9

I1K1.2-11K1.3, I1K3.2, T1K3.4, [1K4.1-11K4.3,
I1KS5.1-TIK5.5

Hcnonp3oBaTh yHU(PUUIHUPOBAHHBIE (POPMBI
JOKYMEHTOB

'I[CMOHCTpaI_II/IH YMCEHUA OPUCHTHUPOBATLHCA B

IIPEIOCTABJIEHHON UHpOpMALIUT
JeII0TIPOU3BOICTBA.

- JlemoHcTpanus COCTaBJICHUS
IIPOU3BOJICTBEHHBIX JOKYMEHTOB 1o

YHU(DUIIUPOBAHHBIM (OpMaM, IPAaBUIBHOCTb UX
3aI0JHEHMS], B COOTBETCTBUU C MHCTPYKLIUEH.

- SKCHCpTHaﬂ OI€HKa 1II0 COCTaBJICHHUIO
MMPONU3BOJACTBCHHBIX OOKYMCHTOB
- SKCHCpTHaﬂ OIICHKa BBITIOJIHCHU A

CaMOCTOATCIBbHBIX pa60T.
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OK2, OK4-5, OK6-7, OK9 -JlemoHcTpanus YMEHHUS OpraHu3aluu
[1K3.2, TIK3.4 JOKYMEHTO000pOTA.
OcymiecTBiaATh  XpaHEeHHME W TOWCK | - Perenue npakTHUeCKUX CUTyalui.
JTOKYMEHTOB - DKcrepTHas OIICHKA PEHICHUs] CUTYAI[MOHHBIX
3ajad.
- DKCIIepTHAs OLIEHKA B X0JI€ MPOBEJCHUS U
- DKcrnepTHas OIICHKA BBITIOJTHEHHS
CaMOCTOSTENBHBIX paboT.
OK2, OK4-7, OK9 -JleMOHCTpanuss ~ YMEHHs  HCIOJIb30BaHMSA
[1K1.3-11K1.4, [1K2.1, [1K3.1-11K3.4, | TeleKOMMYHUKAIIUOHHBIX ~ TEXHOJOTHMM  mpu

[1K4.1-11K4.3, T1K5.2-T1K5.4
Hcnonp30BaTh TEIEKOMMYHUKAIHUOHHBIE
TEXHOJIOTUU B DIEKTPOHHOM

BEJICHUU JIOKyMEHTO000POTa Ha MPEIIPUATHH.
- Penienne npakTH4eCKuX CUTyalui.
- OkcnepTHas OIICHKA BBIITOJTHEHUS

JIOKYMEHTO000POTE CaMOCTOSITEILHBIX Pa0OT.
3HaHUA
OK1-9 - JleMOHCTpanus TEOPETUYECKUX 3HAHUM I10

[IK1.1-TIK1.4, I1IK2.1-11K2.4, T1K3.1-11K3.4,
I1K4.1-11K4.4, TIK5.1-TIKS5.5

[Tonsartue, 1ienu, 3a7a9u U IPUHITUTIBI
JIEIOTIPOU3BOJICTBA

0(OpPMIIEHHIO YNPABIEHYECKOW TOKYMEHTAlluU
1 GOPMUPOBAHUIO TOKYMEHTOOO0pOTA.

- JleMOHCTpauus  yMEHHUS  TOJb30BaHHS
HOpPMaTUBHOM  0a3oif mpu  odopmiileHuu
JOKYMEHTAI1H.

- OuneHka OCBOEHHEBIX 3HAHHHM B  XOJE
BBITIOJTHEHUS CaMOCTOSITENIbHOM paboThI
- DKCIIepTHAs OLIEHKA PEIIEHUs] CUTYyallMOHHBIX
3a7ad.

OKI1-9

[IK1.1-11K1.4, TIK2.1-11K2.4, TIK3.1-11K3 .4,
[1K4.1-11K4.4, TIK5.1-T1K5.5

OcHOBHBIE TOHATHSA JOKYMEHTAIIHOHHOTO
obecrnievyeHus yrpaBieHHUs

- JleMOHCTpammsi 3HaHUM TEOPETHUYECKUX OCHOB

o 0(hOpMIICHUIO YIPaBICHYECKOU
JOKYMEHTAITUU " (bopMHUpPOBaHHUIO
JTIOKyMEHTO0000pOTA.

- JlemoHcTpamuss ~ yMeHHs  TOJB30BaHUS
HOpPMATHBHOM  0a3oii  mpu  odopMIecHUU
IIPOM3BOJICTBEHHON JIOKYMEHTAIIHH.

- JlemoHcTpamusis ~ yMEHHS  IOJIb30BaHUS
COBPEMEHHBIMU WH(POPMAIIMOHHBIMH
TEXHOJIOTUSIMH.

- JlemoHcTpanus ymeHus: KiaccuuiuupoBaHUs
Y CHCTEMAaTH3aIuu JOKYMEHTAIIUH.

- OmeHka OCBOEHHBIX 3HAHUH B
BBITIOJTHCHHS CAMOCTOSTEIILHOM pabOTHI.
- DKcrepTHas OlEHKa PELIeHHs CUTYalluOHHBIX
3a1a4.

X0JIe

OK1-9
ITK1.1-I1K1.4, T1K2.1-11K2.4, TIK3.1-I1K3.4,
[1K4.1-I1K4.4, TIK5.1-TIKS.5

Cucrembl IOKYMEHTallMOHHOTO
oOecrieyeHus yrnpaBIeHUs

- I[eMOHCTpaI_II/IH 3HAHUI TCOPCTUICCKHUX OCHOB

o 0(pOpPMIICHHIO yIpaBIE€HUYECKOH
JOKYMEHTalluU u (bopMHPOBAHHUIO
JOKYMEHTOO00pOTA.

- JlemoHcTpamust ~ yMEHMS  IOJIb30BaHUS
HOpMaTUBHOM  0a3oif mpu  odopmieHun
IPOM3BOJICTBEHHOM JOKYMEHTAIIUH.

- JlemoHCcTpamust ~ yMEHMS  TOJIb30BaHUS
COBPEMEHHBIMU MH(POPMALMOHHBIMU
TEXHOJIOTUSIMH.

- I[CMOHCTpaI_II/ISI YMCHUA KJ'IaCCI/I(bI/IL[I/IpOBaHI/IH

17



Y CUCTEMATHU3AIUU JOKYMEHTAIIHH.

-O1leHKa  OCBOEHHBLIX 3HAHMH B XO0J€
BBIIIOIHEHNS CaMOCTOSTEILHON paboThI
-O1eHKa  OCBOGHHBIX  yMEHHUH B XOJe
BBITIOJTHEHHSI IPAKTUYECKUX PabOT

- DKCTepTHAs OIEHKA PEIICHUS CUTYallMOHHBIX
3aad4.

OK1-2, OK4-5

IIK1.1, T1IK1.3, TIK2.1, TIIK3.2, TIIK3.4,
[1K4.1-11K4.4, TIKS.1-11K5.4
Knaccugukanuro 10KyMEeHTOB

- JleMoHCTpanus TEOPETUYECKUX 3HAHUM.

- JleMOHCTpauus  yMEHHUS  IOJb30BaHUS
HOpMaTWBHOW  0a3zoii mpu  odopmieHun
IIPOU3BOJICTBEHHON JOKYMEHTAIIUH.

- JleMOHCTpauus  yMEHHUS  IOJb30BaHHS
COBPEMEHHBIMU MH(OPMALIMOHHBIMU
TEXHOJIOTUSIMHU.

- JlemoHcTpanusa ymeHus: KiaccuuIupoBaHUS
U CUCTEMAaTH3alluy JOKYMEHTAIUH.

- OreHKka OCBOEHHBIX 3HAaHMM B  XOJze
BBITIOJTHEHHS] CAMOCTOSTEIBLHON PabOTHI.

- DKcrepTHas OLEHKa PeUIeHUs] CUTYallHOHHBIX
3ajad.

OK1-2, OK5, OK8, OK9

IIK1.1-1IK1.4,  TIK2.1-I1K2.4, TIK3.1-
I1K3.4, [1K4.1-11K4.4, TIKS5.1-T1K5.5
TpeGoBanMs K COCTaBICHUIO U OPOPMIICHHUIO
JOKYMEHTOB

- JleMOoHCTpanust TEOpETUYECKUX 3HAHUM.

- JleMOHCTpauus  yMEHHUS  TOJb30BaHHS
HOpPMaTUBHOM  06a3oif mpu  odopmiileHuu
IPOM3BOJICTBEHHOH TOKyMEHTALNH.

- DKclepTHas OLIEHKA PEIICHUs] CUTYal[MOHHBIX
3a1ad.

OKI1-9

[IK1.1-11IK1.4, TIK2.1-T11K2.4, TIK3.1-11K3 .4,
[1K4.1-11K4.4, TIKS5.1-11K5.5

Opranu3zaiuo J0KyMEeHTO000pOoTa: IPUEM,
00paboTKy, perucTpalno, KOHTPOJIb,
XpaHEHHEe JOKYMEHTOB, HOMEHKIIATypy Jell

- JleMOHCTpalus TEOPETUYECKUX 3HAHUM IO
OpraHu3auy J0KyMEHTO000poTa.
- JleMOHCTpauus  yMEHHUS  IOJIb30BaHUS

COBPEMEHHBIMH HH(POPMAITMOHHBIMHU
TEXHOJIOTHSIMH.

- JleMoHCTpanus ymeHus: KiacCuDUIIMPOBAHMS
n CHCTEMaTH3alu1 MIPOU3BOICTBEHHOMN
JIOKYMEHTAIHH.

-OneHKa  OCBOEHHBLIX 3HAaHMM B XOIE
BBIIIOJIHEHHMS CaMOCTOATENLHON paboThI

-OneHka  OCBOGHHBIX  YMEHHH B XOJe
BBITIOJTHCHHS TIPAKTUYCCKUX pabOT

- DKcrepTHas OlEHKa PELIeHHsS CUTYalluOHHBIX
3a1ad.
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Jluct akTyanuszanuu

OJIOBPEHA
IIUKJIOBOW KOMHCCHEN 00111e00pa3oBaTeIbHbIX
TUCIUATLIIAH

ITpoTokos Ne oT «  » 20 .
[Ipencenmarens K
/ /
(moamucek) (®.1.0.)

C ydeToM BHECEHHUS CIEAYIOMNX U3MEHEHUH:
1. AxTyanu3zaiuu UcroJib3yeMou JINTEpaTyphl
2. Axryanuzanuu MTO

3. AxTyanu3aiu HOpMaTUBHO-TIPABOBOM
0a3bl

OAOBPEHA
IIUKIIOBOM KOMHUCCHEHN 00111e00pa3oBaTeIbHbBIX
JUCLUIUINH

IIporokos Ne ot « _ » 20 1.
IIpencenarens [LK
/ /
(moamucek) (®.1.0.)

C y4eToM BHECEHUS CIAEAYIONINX U3MEHEHUN:
1. AxTryanu3anuu UCNoJIb3yEMOW JINTEPATYPBI
2. Axkryammmzanuu MTO

3. AxTyanu3anuu HOPMaTUBHO-IIPABOBOM
0a3sl

Peniensent

/ /

(moamnuck) (®.1.0.)

(yueHas cTeneHb WU 3BaHUE,
JIOJ>KHOCTh, HAUMEHOBAHHUE
OpraHu3aluu, HAy4YHOE 3BAHUE)

Peuensent

/ /
(moamnuce) (®.1.0.)

(yueHas cTemneHb WU 3BaHUE,
JOJ>KHOCTh, HAUMEHOBAHHE
OpraHu3aluu, Hay4YHOE 3BaHUE)
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OJIOBPEHA
IUKJIOBOM KOMUCCHEN 00111e00pa3oBaTEIbHbIX
JTUCITUTUTHH

IIpotokom Ne oT «_ » 20 1.
ITpencenarens [MIK
/ /
(moamucek) (®.1.0.)

C y4eToM BHECEHMS CIEAYIONIMX U3MEHEHUN
1. AxkTyanuzauuu UCIOJIb3YEMOM JTUTEPATYPBI
2. Axryanuzanuu MTO

3. AKTyalu3alud HOPMaTUBHO-TIPABOBOM
0a3sl

Penensenr

/ /
(moamuce) (®.1.0.)

(yueHas CTerneHb WU 3BaHUE,
JOJ>KHOCTh, HAUMEHOBAHUE
OpraHu3aluy, Hay4YHOE 3BaHUE)
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Jara akTyanu3anuu Pe3ynbraTel akTyanusauuu [Tonnuce

pa3paboTunka

Paznopoxnsiiit A.A. JIOKyMEHTHpOBaHUE

«_ » 2016r. YIPABJICHUYECKOM JIEATETLHOCTH: Y4yeOHoe
nocobue/Paznopoxnsiii A. A. - M.: HUL] TH®PA-M,
2016. - 304 c.

/ Ocekuna E.H. /




Jara akTyanu3anuu

Pe3y.TILTaTBI aKTyajin3daluu

Iloanuce

pa3paboTunka

« _» 2017r.

B cnicok ucnonb3yemMoi IMTepaTyphl BKIIOUNTH:
Koprees, 1. K. JlokymeHTHpOBaHUE yIIpaBICHYECKON
JeATEIBHOCTH + TECTHI B 30C: y4€OHUK U MPAKTHKYM
s akagemudeckoro Oakamaspuara / 1. K. Kopnees,
A. B. ITmrenko, B. A. Mamypues. — 2-¢ u3.,
nepepad. u gon. — M. : UznarensctBo FOpaiit, 2017.
— 384 c.

/Ocwkuna E.H./
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