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Pabouas mporpamma mpeqHa3HadYeHa JUIsl MPENOaBaHUs JUCIHUILIMHBL YacTH, GopMUpyeMon
y4aCcTHHKaMHU 00pa30BaTeIbHbIX OTHOIICHUH, CTyAeHTaM HanpasicHus 27.04.02 YnpasjieHne KaueCTBOM
ouHOM (hopMbI 00yUeHus B 3 cemecTpe.

PaGouas mporpamma coctasiieHa ¢ yaetom DeiepanbHOT0 TOCYJapCTBEHHOTO 00pa30BaTeILHOTO
CTaHJapTa BBICIIETO OOpa30BaHMS IO HAIpaBICHHIO MOATOTOBKH 27.04.02 «YmpaBicHHE KadeCTBOM
(YpOBEHb MarucTpaTypsl), YTBEpKAEHHOTO Iprka3oM MuHUCTEpCTBa 00pa3oBaHus U Hayku Poccuiickoit
®eneparyn ot «11» aBrycra 2020 1. Ne 947
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1. Ilenau u 3a1a4u OCBOEHHUSA TUCHUILIAHBI
Menn:

- I3YYUTHh COBPEMEHHBIC TPEOOBAHUS TOCYAAPCTBCHHBIX CTAHAAPTOB M HOPMATHBHO-
METOJIUYECKHX aKTOB K 0(OPMIICHUIO CITY’)KEOHBIX JOKYMEHTOB (JOKYMEHTHPOBAHUE);

- MOJY4YUTh 3HAHUS 00 opraHu3anuu paboOTel ¢ JOKyMEHTaMHu (JIOKYMEHTOOOOpOT);
HAy4YUTHCS NMPHUMEHATH IOJYYCHHBIC 3HaHUS B TPOIECCE TEOPETUYCCKOW WM TPAKTUYCCKOU
JESATETLHOCTH B COBPEMEHHBIX OPTaHHM3AIUAX PA3IMYHBIX OPTaHU3aI[HOHHO-TIPABOBBIX (hOPM.

33[[3‘[1/1 OCBOCHUA AUCHUIIIIMHBI:

- M3y4€HHE COBPEMEHHOI0 JIOKYMEHTAallMOHHOTO obecrnedeHus, ¢GopM H METOJOB
panroHaIbHON OpraHu3aIiKi PaboTHI CITYXKAIUX, KOTOpas 0a3upyeTcs Ha TAaKUX MpoIeccax, Kak
noyiyuenue, o0paboTka; ananus uHGopMaIK, OATOTOBKA U IPUHATHUE, BHIIIOJIHEHUE PEIICHU;
y4eT M KOHTPOJIb MNPUHSITBHIX PEIICHUH, a TaKkKe CHCTEM JOKYMEHTAllUM, 3JIEKTPOHHOTO
JOKYMEHTOO0OpOTa M aBTOMATHU3AlMM JIETOMPOU3BOJICTBA, HAMpABIEHUH U METOJOB HX
COBEPILIEHCTBOBAHMUSL.

2 Mecro aucuuniaunbl B ctpykrype OIIOII BO

JucuumnnnHa oTHOcUTcs K Omoky 1 ydeOHoro mimana mo Hampasienuto 27.04.02
«YTpaBiieHHE KaueCTBOM» U SIBJISETCS TUCLUUIIIIMHON 110 BEIOOPY CTY/IEHTOB.

JucuuninHa npenonaercs MOoCpeICTBOM YTEHHUs JEKUUNA U NPOBEINCHUS NPAKTHUYECKUX
3aHATHM.

3 TpeOoBaHus K pe3yJIbTATAM OCBOCHUS COAEPKAHUS AUCHHILIUHBI

[Iponecc u3yyeHust TUCHUIUIMHBI HapaBjieH HAa (OPMUPOBAHUE PIIEMEHTOB CIICYIOIINUX
WHJIUKATOPOB JNOCTHKEHUs KomnereHuuil B coorBerctBuu ¢ ®I'OC BO u OIIOII BO mno
JIAHHOMY HaIlpaBJICHUIO MMOJITOTOBKH:

YK-4.2 MHcnoas3dyer HHPOPMANHMOHHO-KOMMYHMKANMOHHBIC TEXHOJOIMH IS
NMOUCKA, 00padoTKHN U NMpeAcTaBJIeHUs1 MHGopManuu

IIKC-2.1 ®opmupyer CTPYKTYpPY CHCTeMbI JAOKYMEHTO00OPOTAa MEHEeIKMEHTAa
Ka4yecTBA OPraHM3alMU U KOOPAUHUPYET Pa3paboTKH J0KYMEHTOB, HEOOXOAMMBIX ISl ee
(GyHKIMOHUPOBAHHUSHA

B pe3ynbTaTe 0cBOGHMS AUCIUIUIMHBI 00YUYAIOIMIHIICS TOJKEH:

3HaTh:

- OCHOBHBIE TIOHSITUS CHCTEMBI JOKYMEHTO000POTA;

- OCHOBHBIE TpeOOBaHHA K COCTaBy pPEKBU3UTOB U OGMOPMIICHHIO TOKYMEHTOB C
ucnonb3zoanvem MKT;

- OCHOBHBIE TIPUHIIMITBI OPTAHUBAINH CITYKOBI IeTTOTIPOU3BOJICTBA;

YmMmers:

- pacmnpenenarthb (GYHKIUH  MEXKIY TIOJPa3ACICHUSIMHA  JIETONPOU3BOJICTBA U
HCTIOJTHUTEIISIMH.

- pa3pabaTbIBaTh JOKYMEHTHI B paMKaX CHCTEMbI MEHEPKMEHTA KaueCTBA MPEANIPUATHS C
ncnonb3oBannem UKT;

Baanern:

- OPTaHU3aTOPCKUMU HaBBIKAMU, TTO3BOJISIONIUMHU CKOOPIUHUPOBATH padOTy KOJUIEKTHBA;

- IpUeMaMH U METOJaMH pa3pabOTKH B COMpOBOXKAeHUs JokymeHTannun CMK



4 Conep:xaHue U CTPYKTYpPa AUCHHUILINHBI (MOLYJIsI)
4.1 Conep:xanue pa3iejoB 11 CHUNIHHBI

dopmupyema
Ne | HaumenoBaHnue Cogepranie pasiena A OneHouHsble
n pasnena KOMIICTCHINA CpeacTBa
(dactpb
1 2 3 4 5
OOBEKT, MpeaMeT, METOJbl, 0a30BbIE
KJIFOUeBble MOHATHUS. McTopus M 3Tarsl
[pa3BUTHUS AEJIONPOU3BOJACTBA B Poccun.
JBOJIIOLUS KOMIIBIOTEpU3ALUU
MIPEAIPUATUN.
[lonsTue JIOKYMEHTA, KJIaCChl
TOKYMEHTOB, CBSA3aHHbIE c
BBINOJHEHHEM (YHKUUN YIOpaBIIEHUS U
Beenenue B N1€JI0BBIMU Hpo(lL)I}e]:cc:MH. yHI;)I/I?;HaKI/I U Komioksuym,
! TUCLUILIUHY CTPYKTYypa JIOKYMEHTA. HKC-2.1 - rectuposanue,
BOIIPOCHI Ha 3a4eT
JlOKyMEHTUPOBaHUE. OyHKIIH
TTOKYMEHTA. YHubukauus U
CTaHAapTU3aLUs JIOKYMEHTOB.
YHU(UIUPOBAaHHbIE CUCTEMBI
TOKyMEHTALUH.
JIOKyMeHTO000pOT,
NIeJI0NPOU3BOACTBO. Moaenu
NeJIONPOU3BOJICTBA.
HopMmaTuBHbIe Kosnoksuym,
TpeboBaHuUs K TpeOoBaHusI K cOCTaBy pEKBU3HUTOB. TECTUPOBAHUE,
2 |cocTaBy OCHOBHBIX (O0mue TpeboBanuss k odopmienuto| [IKC-2.1 |mpakTuueckoe
PEKBU3HUTOB U UX [PEKBU3UTOB JIOKYMEHTA 3aHSTHE, BOIPOCHI
0(pOpMITIEHHUIO Ha 3a4eT
[loHsATHE NTOKYMEHTOIIOTOKA, €TO
CTPYKTYpa, NOKa3aTeIH OLIEHKU
NOKyMEHTONOTOKA. JKM3HEHHBIN LUK
TlokyMeHT00G0poT AOKYMEHTA. Oransl
KaK COCTABHAS NTOKYMEHTO000pOTa. DIIEKTPOHHBIN KomnokBuywm,
— 00OMEH HEIOPUANYECKUMHU TECTHpPOBAHUE,
3 OKyMeHTaLHoHHO LOKYMEHTAMHU. Texunonorun YK-4.2  jmpakruyeckoe
ro oBecreuenns  AOKYMEHTOO0OPOTa OpraHU3alKHy. 3aHATHE, BOIIPOCEHI
VTIpaBIeHHS CniocoObl BeieHUs 0€30yMaKHOTO Ha 3a49CT
(37IEKTPOHHOT0) JOKYMEHTO000POTA.
Pacchbliika TOKyMEHTOB.
JlokyMeHTO000pOT Ha Oaze
NIAXTNATONIA IMAUTLI
Opranu3alliOHHOE MTOCTPOEHUE KomnokBuywm,
Opranuszanus CJIy>KOBI J1€JI0NPOU3BOICTBA TECTUPOBAHUE,
4 |cmyx0 Paznenenune GyHKIIUN MEXIY [IKC-2.1 |mpakTHueckoe
NEONPOU3BO/ICTBA [IOAPA3IEIEHUAMU 1EJIONPOU3BOICTBA 3aHATUE, BOIPOCHI

1 UCIIOJTHUTCIIAMA

Ha 3a4CT




4.2 CTpyKTypa QM CUMIJINHBI

OO6mast TpyA0eMKOCTh JUCHMUIUIMHBI COCTaBIAeT 3 3aueTHble eaquuuilsl (108 yacon)

Bun pabotsl TpyaoeMKOCTb JUCIUTUIMHBI
3 cemectp 300, 2 kypc

OO01ast TPY10€MKOCTh 108 108
AyauTopHasi (KOHTaKTHas1) padoTa: 34 8
Vexyuu (J1) 17 4

[ Ipakxmuueckue 3ansmus (113) 17 4
Vlabopamopuwie pabomsi (J/IP)

CamMocTosiTeIbHASI U KOHTAKTHasl BHeayIUTOpHas padora 65 96

Kypcosoii mpoekt (KIT), kypcoBas pabota (KP) - -

PacuerHo-rpaduueckoe 3ananue (PI'3) - -

Pedepar (P) 4 16
Occe (D) - -
CamMOCTOSITENTbHOE U3YUEHUE PA3JIETI0B 30 40
KontponbsHas padora (K) -

CamonoAroToBka (mpopadoTka U MTOBTOPEHUE 31 40

JEKIMOHHOI'0 MaTepHala U MaTepuaia ydeOHUKOB U
y4eOHbIX IOCOOUH, TOATOTOBKA K J1aDOPaTOPHBIM U

KonTtpoJab

Bua uToroBoro KOHTpoJIs (3a4et, IK3aMeH) 3a4er 3a4yer

4.3 JlabopaTopHbie padoThI
JlaGopatopHble paboOThl HE MPEAYCMOTPEHBI pa00UNM yUEOHBIM IJIAHOM

4.4 IlpakTuyeckne 3aHATHA (CEMHUHAPLI)

Nermn Tema
1 CocTtaBienue u opopMiIeHHE OPraHU3alMOHHBIX TOKYMEHTOB
2 CocrtaBieHue u opopMIIeHHE PaCIOPSAUTENbHBIX JOKYMEHTOB
3 CocTtaBienue u opopMiIeHHE CIPAaBOYHO-UH(POPMALIMOHHBIX JIOKYMEHTOB
4 CocraBiieHH€e TOKYMEHTOB 110 JIMYHOMY COCTaBy
5 CocraBnenue u 0opMIICHHE TOTOBOPOB
6 Pa3paboTka MUCCHU, BUJICHHUS U CTPATETHUYECKOTO IUIaHA PA3BUTHS MPEATPUATHUS
' (opranu3anum) B CUCTEME MEHEKMEHTa KauecTBa
4.5 KypcoBoii npoekT (KypcoBasi padora)

BrimonHenne KkypcoBoit paboThl y4eOHBIM IIJIAHOM HE MPEaYyCMOTPEHO.



S OneHo4HbIe CpeCTBA AJIsl TEKYILIEro KOHTPOJIS yCIIeBAeMOCTH U IPOMeEKYTOYHOM
aTrecTalMu
5.1. OneHo4Hble MaTEePHAJIbI VISl TEKYIEr0 KOHTPOJIsI yCIIeBaeMOCTH

1. CocraButh H 0GOPMHUTH TNPHKA3 IO OCHOBHOWH /eSITEILHOCTH IO JAHHOI
yIpaBJIeHYeCKOH CUTYallMU CO BCEMH PEKBU3UTAMM, HEIOCTAIONINE PEKBU3UTHI IONUCATD.
Curyanus 1

Ha MockoBckoM KOMOMHATE TIO MPOU3BOJICTBY MY3BIKAIBHBIX HHCTPYMEHTOB U MeOenn
(rocynapcTBEeHHOE IPEaNpUsITHE), KOTOPBI BX0auT B KoHIlepH 1Mo pa3paboTKe U MPOU3BOJACTBY
OPOAYKIMHM My3blKanbHON npoMblnuieHHOCTH (POCMY3IIPOM), neiictByer Ilonoxkenue o
MIPEMUPOBAHUH PYKOBOJIUTENCH 1IEX0B, OTIEIOB U CiIy k0, yrBepkaeHHoe 05.01.2003 Ne 27.

12 anpenst Tekymiero rojaa aupekTop komounata B.M.JIapHoHOB mOpy4Hsl Ha4albHHUKY
oTnena Tpynaa u 3apaboTtHoii ruiatel MapkoBy H.I'. paccuntars pazmep npemMuu pyKOBOAUTEISIM
OTJIEJIOB, IIEXOB U CIyX 0 KoMOMHaTa Mo uroram paboThl 3a MEpBbIA KBapTai K 15 ampens, a
riaBHOMY Oyxranrepy komOuHaTa Tpommunoii C.I'. — opranu3oBath BeIIIaTy mpemu K 20 anpens
Teky1iero rojga. KoHtposnp 3a ucoHeHHUeM IpHKa3za ObUI BO3JIOKEH Ha 3aM.JIUPEKTOpa
Turosa A.Il. HawanpHuK I1mIaHoBo-3koHOMHYeckoro otaena MarBeeBa C.H. u rnaBHBII
oyxranrep Tpomnna C.I'. 3aBU3MpOBaIN NPOEKT NPUKa3a JTUpEeKTOpa KOMOUHATA.

2. CocraButhb 4 0pOpMHUTH pacnopsizKeHHeE 110 TAHHOH YIIPABJICHYECKOH
CUTYalMH €O BCeMH PeKBU3UTAMH, HEJOCTAIOIMe PEKBU3UTHI 10NN CATh.

Curyanus 1

Hupextop OO0 «Ortanon» JI.b.ITonos 12 ¢eBpans Tekyiiero roga u3aain pacnopsbkeHue
0 MPOBEJACHUU PEMOHTHBIX paboT B 11exe No 3 B CBSI3U C aBapUIHBIM COCTOSIHUEM OTOMUTEIbHON
CUCTEMBI 11exa. PacropshkeHHEeM MPeanuchIBAIOCH MIPOBEICHUE PEMOHTHBIX padOT B YKa3aHHOM
[eXe, 32 YTO OTBETCTBEHHBIM OBLI HA3HAYEH HAYAJIbHUK PEMOHTHO-TEXHUYECKOW CIY>KOBI
Makapos /[.1. Cpoxk BeIIOTHEHHS BceX paboT — 15 deBpains TeKymero rojaa.

OcyiiecTBiieHHEe KOHTPOJII 3a TIPOBEIECHUEM PEMOHTHBIX paboT BO3Jarajoch Ha
HauvajgbHuKa 1exa Ne 3 Auronona 1O.B.

Pacniopsbkenue OBLIO 3aBU3MPOBAHO HAYAIBHUKOM  PEMOHTHO-TEXHHUYECKOW CITYKOBI
MakapoBeim J[.M. u HauanpHukoMm nexa Ne 3 AnrtoHoBbIM [O.B., 3amecturenem aupexTopa
I1.11.AGpamoBbIM.

3. CocTraBuTb 1 0POPMHUTH NPOTOKOJI 110 TAHHOH YNPABJICHYECCKONH CUTYallH €O
BCEMH PEKBU3UTAMM, HEAOCTAIOLINE PEKBU3UTHI JOMHUCATh.
Curyanus 1

Hupexnus AO «Actpusi» (Cankt-IletepOypr) 12.08.200 1. mpoBeso cBoe o4epeaHoe
3acemanne, Ha kotopom mnpucyrctBoBaiu BoctpsakoB C.T., Cryane I1.J[., Jlebener .M.,
Awntonos ILJL, IllentynoBa B.I'., Tumodeer A.A., Ctynosa M.J.

Ha 3acemanuu oOcykaanock J1Ba BOIpoca: 0 Xojae pekiamHoi kammnanuu B 11 kBapTane
200 r. ¥ o mepexoje Ha HOBYIO CHCTEMY BBIIIJIATHI TPEMUATIBHBIX.

[To mepBoMy Bompocy ciiyliain cooOllleHne HadalbHHUKa OTIeNa pekyiaMmbl BocTpsikoBa
C.T., Tekct coobmieHust KOTOporo ObLT Mepenan cekperapto 3acenanus H./[.bemosoii. [1o atomy
’Ke BOITPOCY BBICTYNUI (PUHAHCOBBIN tupekTop TumodeeB A.A., KOTOpBIH 0100pUI yBETHUEHUE
pacxoz10B Ha HapykHyto peksamy B LIl kBaprane 200 r. Ha 5%.

ITo BTOpOMY Bompocy caenan coodmienne CtynoB M.U. U TeKCT COOOIICHUS TaKKe
nepenan cekperapto. Ilo gaHHOMY ke Bompocy BeicTynuin AHTOHOB I1.J1., HaUaIbHHUK OTIENa



kanpoB, u Jlebener .M., mupextop no npogaxam. [IepBoiit 0100pHiI HOBYIO CUCTEMY BBITIIATHI
IPEMHUAIBHBIX W PEKOMEHIOBAN IOATOTOBUTH HeoOXxoaumble nokymeHTHl k 01.09.200 r.
Bropoii mpemnoxun nopaboTaTh HOBYIO CHUCTEMY BBIIUIATHI NPEMHAIBHBIX M PEKOMEHI0BAI
IIPOBECTH TOJIOCOBAHME IO TAHHOMY BOIPOCY Ha 00111eM coOOpaHuH TPYAOBOTO KOJUIEKTHBA.

B urtore 3aceganus Obutd NpUHATHL ciedyroiue pemenus: 1. Ogo6puts paboTy otaena
pexiambl B Il kBaprane 200 r. 2. IIpoBectu oOmiee coOpaHue TPYAOBOrO KOJIJIEKTHUBA MO
BOIIPOCY O MEPEX0/I€ HAa HOBYIO CUCTEMY BbIILIAThI IpemMuanbHbIX 15.08.200  r. OTBETCTBEHHBIM
3a MOATOTOBKY coOpaHus Oblla HasHadeHa 3aB.kaHmenspuen Lllentynosa B.I. Cobpanue Ben
npenceaarens O.A.PymsHues.

4. CocTaBuTh U 0(pOPMHUTH BBINUCKY U3 MPUKA3a M0 JAHHBIM YIIPaBJeHYeCKHUM
CUTYAIUSIM CO BCEMM PEKBU3UTAMM, HEJOCTAIOIINE PEKBU3UTHI IOMUCATD.
Curyanus 1

AxkmmonepHoe o6mectBo «M3ympya» nercTByroliee Ha TeppuTopun ropoja YensOnHcka
u3JaeT BeIUCKY U3 npukasza oT 10.11.2013 rona Ne 23 0 coznanuu 3KCEpTHON KOMUCCHUH.

B menax obecrneueHuss KauecTBEHHOTO OTOOpa Ha JaibHEWIlee XpaHEHWE M YHUUYTOKEHUE
JIOKYMEHTOB U Jel, oOpasytouuxces B aeareiabHoctd AO «3ympya» IlpukassiBato: 2. Co3aath
SKCHEPTHYI0O KOMHUCCHUIO B COCTaBe: MpejlicelaTelb- HayalbHUK KaHuensipuu [lapmmna A.B.,
YIeHbl KOMHUCCHM: THaBHbIM uHxkeHep A.1O.Jlemuna, cneruanuct no kaapam Mopo3zoBa A.IlL
[Toanucan nupexrop BacunseB A.P. 3aBepuna Beinucky cekperaps Pozosa M.C.

S. CocraButhb U 0popMHUTH CiIy:KeOHOE MUCHbMO 110 JAHHON yIIpaBJIeH4YeCKO’
CUTYalMH €O BCeMH PeKBU3UTAMH, HEJOCTAIOIMe PEKBU3UTHI 0NN CATh.
Curyanus 1

Hupextop 3A0 «AnTypuym» (Mocksa, L{BetHoit OynbsBap, a. 3, 105123, ten./dakc 432-
90-78, OKIIO 12345678, OI'PH 1234567890123, pacuetHsblii cuer 12345678901234567890 B
OBK «I'YTA-6ank», Kopp.cuer 987654321098765444321, BUK 123456789) A.P.CmupHoB
oOparmics k ['maBHOMY pemakropy sxkypHana «/leno» B.M.IloneBomy ¢ npocb00ii pasmecTuTh
pexiiamy npoaykiuu 3A0 «AHTYypuym» B O4epeIHOM HoMmepe KypHaia. O0beM peKIaMHOTO
MaTtepuaia — ‘2 monocel. Ormata myOJuMKalMM rapaHTupoBajachk. [IMCbMO O pa3MeleHuu
pexnambl  Obuto cocraBieHo wucnonHurenem JL.W.IlucapeBoli, noamucaHo IUPEKTOPOM
A.P.CMUpHOBBIM U I'NTaBHBIM OyxrantepoMm B.A.AHTOHOBOIA.

6. CoctraButh 1 0OPMHUTH Tes1e()OHOTPAMMY 10 JAHHOH yNPaBJIeHYeCKOMH
CUTYAllUH CO BCEMH PEKBHU3UTAMH, HEOCTAIOLIME PEKBU3HUTHI 10NUCATD.
Curyanus 1

MunucrepctBo ¢uHancoB PK 3amnmaHupoBano mnpoBefeHHE ceMHHapa JJisi KacCUpOB
OpeNpUATHIA TOpoja, KOTOPbIH 1oibkeH Obul cocToaThest 10 MapTa Tekymero roga B 15 yacoB B
3nanuu MunuctepcrBa. OAO «JloToc» nmomyunso TenedoHOrpaMMmy, B KOTOpoi MuHUCTEPCTBO
(¢buHaHCOB Mpenjarajio HalpaBUTh HAa CEMUHAp MpeACTaBUTENs OOIIEeCTBA MO yKa3aHHOMY B
tenedoHorpamme anpecy. TenepoHorpamma Obla MOANMMUCaHA OJHUM U3 3aMECTUTENICH MUHUCTPA
U TIEpeJjaHa ero CEKpeTapeM.

7. CocTtaBuTh U 0)OPMHUTH AKT 110 IAHHOI yNPaBJIeHYeCKOH CUTYallMU €O
BCEMH PEKBH3MTAMH, HEJOCTAIOIIHE PEKBU3UTHI 10K CATh.
Curyauus 1

Komuccus nox nmpeaceaarcyibCTBOM Ha4YaJIbHUKA TEXHUYIESCKOU TPYIIIbI A.A.Bonosckoro
N 4JI€CHOB KOMHCCHUU EOpI/ICOBa MIO, Ha4dYaJIbHUKa a,[[MI/IHI/ICTpaTI/IBHO—XO3$If/'ICTBeHHOP0 oTacia,



CwmupaoBa JLII., Oyxranrepa, u PomanoBoit U.K., odpuc-menemkepa, 3A0 «JleonTus» Ha
OCHOBAHMHU JOKJIaaHOW 3amucku oduc-meHemxepa M.K.Pomanosoit 11.07.200 . mposena
IIPOBEPKY TEXHMUYECKOTO OCHAIEHUs IPUEMHOM TIE€HEpPaJIbHOIO JUpEKTOpa U IMpHU3Haia
HETOJIHBIMU I OKCIUTyaTallid KONMUPOBAIbHBIM ammapar Xerox 345(1 wmr.), mpexaep
(uaBeHTapHBIA HOMep 367, 1 wiT.), pakc wuHBeHTapHbId HOMep 47823 (1 mrt.). [Ipusnannas
HEMPUTOAHOM JUIsl SKCIUTyaTalldd TeXHUKa Obula mepegaHa Ha ckinaa npennpusrus. Ilo
YCTAHOBJICHHOMY (DaKTy KOMHUCCHSI COCTaBHJIA aKT MpUEMa-Tiepeadyd OprTexHuku B 3 3k3. (1-1
9K3. — HAYaJIbHUKY a/IMUHUCTPATUBHO-XO035HICTBEHHOTO OT/eNa, 2-i - IIaBHOMY OyXxranrepy, 3-i
- B zeno 23-02), KoTopblid ObLT yTBEPK/EH TeHepalbHbIM AupekTopoM I1.1.CtenmaHoBbIM.

8. CoctaBuTh 1 0POPMHUTH CJIYKeOHYIO CIIPABKY I10 IaHHOH yIPaBJIeHYeCKOH
CHUTYallH €O BCEMHU PEKBU3NTAMM, HEIOCTAIOIHE PEKBU3UTHI JONHUCATh.
Curyanus 1

I'enepanbubiii qupekTop POCCHHMCKOrO TPaHCHOPTHOTO areHTCTBa «MeXayHapoIHbIe
nepeBo3ku» A.B.IlaBinoB 23 HOSOps TeKyllero rojaa MOPYYWI IUPEKTOPY JenapTamMeHTa
cHabOxeHus u cobiTa areHTcTBa K.B.JIyuKko NOArOTOBUTH CIIpaBKY O KOJIMYECTBE U HOMEHKJIAType
oucHoi MeOenu, MPUOOPETEHHON 1Jis YIPaBJICHUs ar€HTCTBA B IIEPBOM MOJIYTOJUH TEKYIIETO
roja. B cnpaBke HE00OX0AUMO J1aTh CBEJEHUS HE TOJIBKO O KOJMYECTBE, HO U YKa3aTb CTOMMOCTb
B pyOJsIX W HOMepa MOMEIIEHUH, I/ie ycTaHoBJeHa 3Ta mebenb. CrpaBky mpencraButs kK 30
HOSIOpsT TeKyllero roga B Bujae TaOiunbl CripaBka JOJDKHA OBITH MOMANHUCAHA JUPEKTOPOM
JeTiapTaMeHTa, K CIpaBKe JTOJDKHBI OBITh MPUIIOKEHBI: cueT-(haktypa Ha 1 1. B 1 9K3. U 1orOBOD
MOCTaBKHU Mebenu catoHoM «['paH» Ha CKJlaJ areHTcTBa Ha Si. B 1 9K3.

9. CocTaBuTh U 0pOPMHUTH TOKJIATHYIO 3aANIUCKY 110 IAaHHOW yIpaBJieHYeCKOH
CHTYalHH €O BCEMH PEKBU3MTAMH, HEIOCTAIOIINE PEKBU3UTHI 10MHCATD.
Curyanus 1

3amectuTens HadanbHUKa [Ipom3BosicTBEHHOrO0 00benuHeHusT «MOCKOBCKasi TOpOJICKast
teneponnas cetb» (MI'TC) Munuctepcra cBsizu PO M.U.Jly6oB oOpatuiics K HadadbHUKY
CIEIHAJIbHOTO yIpaBieHHs] Tene(OHHOM CBA3M Toro xe MmuHHcTepcTBa [.C.AKCEHOBY C
JIOKJIQHOM 3alUCKOM O BBIJCIICHUH MPSIMBIX MPOBOJOB U Ha3HAYCHUH TeJe(OHHBIX HOMEPOB Ha
JIOTOBOpHOM ocHOBe. B poxmannoit 3ammcke M.U.JJy0oB coobmiam o ToMm, 4TO B CEHTsIOpe
tekymero roga oobenuHeHueM (MI'TC) Obut MOATOTOBJIEHBI M COTJIACOBAaHBI ¢ [ JTaBHBIM
MUIAaHOBO-()MHAHCOBLIM ~ ympaBieHHeM MuHUCTepcTBa cBsizu P@® 1oroBopsl ¢ HOBBIMHU
aboHeHTamHu. /{715 BKIIFOUEHUS YKa3aHHBIX a0OHEHTOB B ceTh nepenayn AanHbix «MHpoTtem» c 1
JeKa0ps TEKYIIEero rofa HeoOX0JMMO BbIIEIEHUE TPSIMBIX TPOBOI0OB. B cBs13u ¢ aTum Jly6os M.U.
BBIIBUHYJT MPEJIOKEHNE O BBIICTICHUH MPSIMBIX MPOBOJIOB M HA3HAUCHHUH TeJIe(OHHBIX HOMEPOB
Ha JIOTOBOPHOW OCHOBE yKa3aHHBIM a0OHEeHTaM. JlokmajmHas 3amucka ObUTa COCTaBI€HA U
noanucana M.M./ly6oBsiM 12 HOSOps TEKyIIero roja.

10. CocraButh u 0(OPMHUTH NPHKA3 MO0 JHYHOMY COCTaBy II0 [aHHOM
yﬂpaBﬂqueCKOﬁ CUTyalluu CO BCEMHU PEKBU3UTAMMU, HEA0CTAKOIIHE PEKBU3UTHI 10IIHCATD.

Hcnonb3ys 0JIaHK TPYA0BOil KHHKKH, 0(pOPMUTH TPYA0BYI0 KHMKKY M BHECTH
3anucu o padore (0 npueMe Ha padOTy M YBOJIbHEHHH B CBSI3H C OKOHYAHHMEM CPOKa
JA0roBOpA).

Curyanus 1

Oxonomuct BacwmnbeBa Exarepuna HuxomaeBna 1 centsOps 2011 roma Hamucana
3asBiieHne B AO «JIyu» ¢ nmpocb00il mpuHATH ee Ha paboTy crennaiiucToM (UHAHCOBOIO OT/Ea
Ha HEemoJHbIA pabounii neHb. Mucnektop no kagpam CmupnoBa WU.C. o0bsicHuIa, yto upma
UMEET BO3MOKHOCTh MPHUHATH HAa pab0Ty 3KOHOMHUCTOM, HO Ha OCHOBE TPYJOBOTO JOTOBOpa Ha



cpok 3 roma. TpymoBoil JoroBOp OBUT 3aKJIOYEH S5 CEHTAOPS M MOANMHMCAH OT UMEHHU (PUpPMBI
reHepaibHbIM AupekTopoM MuponoBeiM JI.C. B TOT ke AeHb ObLT M3/1aH MPUKA3 M0 JIUYHOMY
cocraBy, 3aBu3upoBanHblii CmupHoBo# U.C. u 1opuckoncynbtom XmenesbiM W.O. IIpuka3 01
o0bsBieH Bacunbesoit E.H. o mnunyro nmoanucek 6 ceHTIOPsI.

11. O3HakoMHUTBCSI ¢ onucaHueM JesATeJbHocTH Kommanuu «Body Shop
International Cdopmyaupyiite aassi komnanuu «Body Shop International» muccuio-
NpeJIHa3sHaAa4YeHHe M MHCCHIO-OpHeHTanui. OnumuTe OCHOBHBbIE BH/IbI /JeSIT€JIbHOCTH
komnanun. ChopmympyiiTe BUeHne, 0CHOBHbIE 0a3MCHbIE HEHHOCTH U CTPAaTerunyecKui
miaH pa3Butus s komnanun «Body Shop International». 3akiar4uTeJIBHBIM dTaNIOM
SIBJIAAETCS KOJIJIEKTHBHOE 00CYy:K/IeHHe COCTABJIEHHBIX IOKYMEHTOB.

XapakrtepucTuka komnannu «Body Shop International»

Anuta Ponmuk m ee myx [opgon Bnangeor B cBoedt komnanuu «Body Shop
International» akrusamu Ha 120 MaH. QYHTOB CTEpPIMHTOB, HO TOBOPSAT, YTO JCHBIHM HUX HE
BOJIHYIOT. bonbmmHcTBO oTneneHuit kommnanuu «Body Shop», mpoparomme 10CbOHBI U
HIaMIIyHU, OYEHb 3aBUCAT OT cObITa, oqHako «Body Shop» HuKorna He TpaTuT HM IIEHTa Ha
pexiiamy. B orpacnu, koTopas mponBETaeT Ha «CEKPETHBIX (OpMyJsiax» U IMPOJAaeT TOBaphl,
JEMOHCTPUPYS KPACUBBIX MAHEKEHIIHI] ¢ OTIMYHON koxei, «Body Shop» paccmarpuBaer B
KauecTBEe OJHOW M3 CBOMX BaKHEHMIIMX Iesneld oOpa3oBaHME U IIOKPHIBAET CTEHBI CBOUX
Mara3uHOB ITaKaTaMU C H300pakeHUEM TPOIIMUYECKHX JIECOB, a HE TIPUBJICKATEIBHBIX MOJIEIICH.

Annta Ponnuk - 3To nobpas ¢es komnaHuu. J[eno He TOJIBKO B TOM, YTO OHA 00JIafgaeT
Xapu3MaTUYeCKON MHANBUAYATbHOCTHIO U HEKUM BHJIOM SHEPTHH, KOTOPAast MOXKET MPEBPATUTH
uHectuuuu B 6000 (pyHTOB B MHOTOMMJUIMOHHOE COCTOSIHE MEHBIIE YeM 3a JEeCATh JeT.
AHuTa PoaJIMK MONHOCTHIO OT/AAETCSI TOMY, UTO JieaeT KOMITaHHUsI, ¥ 3apa3ujia CBOMM SHTY3Ha3-
MOM KakK CJIy>KallliX, TaK ¥ IOKyTaTeeH.

Ponnuk nenaet cBoe neno, moTomy uTo yoexxaeHa B cBoeil mpaBote. [lonutuka, KoTopyro
MPOBOJIUT KOMITAHHSI, HE TPOTUBOPEYHUT €€ JIMYHBIM YOSKICHHSIM B TAaKWUE NMPUHIUIBI, KakK
dbeMuHu3M, 60prOa 3a cCOXpaHEeHUE OKPYKAIOIIEH cpefibl, a TAK)Ke IMpaBa MECTHOT'O HACEIEHUSI.
[TponoBenyst oOpazoBanme, «Body Shop» mpemiaraer orpoMHOE KOJHWYECTBO KapTOUEK,
nam¢IeToB, BUAE03aNuceil 0 MPOAYyKTax U MHrpeareHTax. YToObl nu3bdexarh 0e33aCTeHUYNBOM
peKJlaMbl ¥  HaJyBaTelbCcTBa, MarasuHbl B OCHOBHOM pa0OTalOT 1O MNPUHIUIY
camooOciykuBanus. OHaKO B KaXKJI0M Mara3uHe UMEIOTCSI CBOH MPOJaBIIbl, TOATOTOBICHHbBIC
B JIOHIOHCKOM LIEHTpE MOJArOTOBKH KOMIIAHUU, /1€ OHU U3Y4alOT COCTaB IPOIYKTOB, AJIS YEro
OHM MpPEeTHA3HAYEHBI U KaK UX MPOJaBaTh.

3a00TsACh 0 )KUBOTHBIX U OKpYyXatouieil cpene, Poaauk B 6omblieil crenenu, 4em 1pyrue
KOMIIAaHUU OTKa3ajach OT HCIOJb30BAaHUS JKUBOTHBIX KOMIIOHEHTOB B MPOAYKTaX MU OT
WCMBITAHUN TPOAYKIIMM Ha >KUBOTHBIX. byayun yOekXTeHHOM B HEOOXOJUMOCTH TOMOIIH
CTpaHaM TpEeThero Mupa U OeAHBIM CJIOSAM B HWHAYCTPUAIBHBIX TOCyIapcTBax, Pomank
noctpomia Gpadbpuky mbuta B cektope ['masro (IlloTmanaus) ¢ BEBICOKUM ypoBHEM 0€3pabOTHIIBI
U HampaBwia Jojaei B Heman yuyuTh HemanblleB, KaK H3rOTAaBIMBATh Oymary W3 BOJSHBIX
THAIMHTOB, KOTOPBIE 3aCOPSAIOT HEMAIbCKUE PEKU.

Xots Poaiuk OXOTHO MpPU3HAETCS, YTO 0 MOCIEAHETO BPEMEHM HMYETO HE 3Haja O
Opa3smIbCKUX TPOIMUYECKHX JIeCaX UM 030HOBOM AbIpe, €€ KPECTOBBIE MTOXO bl OCHOBBIBAIOTCS
Ha 3HAHUSX U OMBITE, a HE HA TOHMMAaHUU TCHJICHIIMH WIH TOJIUTUYECKON BhIrobl. [Tonutuka
ee KOMIIaHUM - MPOJAaBaTh MPOJIYKThI B OYTHUIOYKAX, KOTOPHIE MOKHO HCIIOJIb30BaTh MHO-
TOKpaTHO, - MOXKET IMOKa3aThCs OTKJIMKOM Ha HBIHEIIHHE TPeOOBaHUS O MepepabdOoTKe Taphl,
OJIHAKO pEaIbHO MOJYYMUIIOCh NMOTOMY, YTO KOMIIAHUS BHayaje He MOIJla MO3BOJIUTH cebe
MOKYMaTh CTOJIBKO HOBBIX OyTHUIOK, CKOJIBKO €1 OBLIO HYKHO.

B oTanune oT MHOTHX 3alllUTHUKOB OKpYyXaroulei cpenbl, PonIuk He BUAUT CEPbE3HBIX
MPOTUBOPEUHI MEXAY MPEeANPUHUMATEIHCTBOM U MpoOiIeMaMu OKpykarolieil cpeapl. B
JNEeNCTBUTEILHOCTH OHA YOEXJEHa, YTO MPEeANpUSTHS TOJDKHBI BO3IJIaBUTH JBH)KEHHE IO
pernieHuto MUpoBbIX npodiemM. [TogobHoe yOexneHrne HeoObIUHO - BEPOATHO, 1aXe YHUKAIBHO



- B Cpelle MUPOBBIX MYJIbTUMWILTIMOHEPOB. OnHako y Ponauk yxe ThicsSuM MOKyMareleu u
CIY)KaIllUX, KOTOPBIE BEPST B €€ yOCIKICHHUS.
TecThl:
B pamkax OamIbHO-PEHTHHTOBBIX MEPONPUATHA CTYACHT TPWKIBI MPOXOIUT
TECTUPOBAaHUU. B 3aBUCHMMOCTH OT MpOIEHTa MPABWIBHBIX OTBETOB BbICTaBisieTcss oT 0 10 6
6ayumoB. OOpa3Ibl TECTOBBIX 3aaHM, PUBEICHBI HUXKE.

1. CucreMaTH3UPOBaHHBIH NepeyeHb HAUMEHOBAHHH JOKYMEHTOB, 3aBOJMMBIX B
OpraHu3alyu ¢ yKa3aHueM CPOKOB X XpaHeHHs1, 0(popMJICHHBII B YCTAHOBJICHHOM NOPsI/AKe
—3T0 ...

HOMEHKJIATypa Aeil

apxuB

OIKCH

hi (0 ()

2. CuMBOJIBI M HH/IEKCBHI, HAHOCHUMbI€ HA TUIIOBbIE 3aI0TOBKH IOKYMEHTOB (0JIaHKHU
U (opMbI) TUIOTPAPCKUM WM JPYTHM CIHOCOOOM - ITO ... pPEKBU3HUThI JOKYMEHTA.

JlomoJIHUTEIbHBIE

IIOCTOSIHHBIE
[IEPEMEHHbBIE

oduIraIbLHbIC

3. CuMBoOJBI M MHAEKCbI, BHOCHMbIe B JOKYMEHT B Ipolecce ero MoAroTOBKH M
0(opMIIEHHUS — ITO ... PEKBU3UTHI IOKYMEHTA.

IIEpEMEHHBIE

Odunuanbpabie

JlonoJiHuTENbHBIE

MOCTOSTHHBIE

4. CoBOKYNHOCTB JIOKYMEHTOB MJIU JOKYMEHT, OTHOCSIMXCS K O/THOMY BOIIPOCY HJIH
YYACTKY J1eSITeJIbHOCTH, IOMEIIEHHBIX B OTAeJIbHYI0 00JI0KKY — 3TO ...

COBOKYITHOCTb IOPUJMYECKUX JOKYMEHTOB, TOMELIEHHBIX B OTJEIbHYIO O0JI0XKKY

apXuB

JeNo

HOMEHKJIATypa Aell

OIHCH

S. Cnoco0HOCTb JOKYMEHTA NepeaaBaTh HHPOPMALMIO — 3TO ... CBOHCTBO IOKYMEHTA

OKCITyaTallioOHHOE

nH(pOpMaTHUBHOE

IIpaBoBoe

OpraHU3alMOHHOE

6. CymecTBywOT cieayomme GopMbl perucTpanuu 10KyMEHTOB ...

JKypHaJIbHAs, KAPTOYHAs U DJIEKTPOHHAs

TabJIMYHAs U AJIEKTPOHHAs

py4Has KapTOTEKa U aBTOMaTU3UpPOBaHHAs CUCTEMA

7. TexHoJ0rUs MAacCcOBOr0 BBOJAA JAOKYMEHTOB B HH(MOPMAUMOHHYK) CHCTEMY
npeanoJiaraer ...

KcepokonupoBanue

BBoJ1 JOKYMEHTOB € KJIaBUATyphI

IToToyHOE CKaHMpOBaHME

8. Yuuduuuposanunas cucrema nokymentrauuu (YCI) —371o ...

001IepOCCUIICKUN KITACCU(PUKATOP YIIPABICHUCCKON TOKYMEHTAIUH

CHUCTEMA JIOKYMEHTOB, HaIlpaBJICHHAas Ha HOPMAaTHBHOE 3aKpeIUIEHUE W3MEHEHUH,
MIPOM30UIEIIINX B CITYK0ax JeJIONPOU3BOICTBA B CBSI3U C MOSBIEHUEM HErOCYJapCTBEHHBIX (HOpM
COOCTBEHHOCTH

IpaBuJia 0 JOKYMEHTAMOHHOMY 00€CIIEYeHHIO YIIPABIICHUS



9. dopMuUpPOBaHHEM JeJIa HA3bIBAETCH ...

00beIMHEHNE JOKYMEHTOB, COMYTCTBYIOIIUX OAMHAKOBBIM OM3HEC — MpolieccaM B 10 U
cucTeMaTtu3alus JOKyMEHTOB BHYTPH Jiejia

ITPYNIUPOBAHUE HCIIOJIHEHHBIX JOKYMEHTOB B JI€JI0O B COOTBETCTBUU C YyKa3aHUSMU
PYKOBOAMTEIISI U CUCTEMATHU3alMs JOKYMEHTOB BHYTpH Jeja

10. He.m, KOHTiOJIﬂ COCTOMUT B ...

CO3/1aHUM 0a3bl JAHHBIX O TOKYMEHTAX YUPEKICHHS

YUCTC BCCX MOCTYNIMBIIUX B OPraHU3alui0 JOKYMCHTOB

o0ecreueHn! HaZe)KHOTO XpaHeHUsI U 3((HEKTUBHOIO MOKUCKA IOKYMEHTOB
11. Iadsa0H — 370 ...

F

3aroTOBKa JIOKYMEHTA, COJiepKaliasi IOCTOSIHHY MH(OpMaIUIo (TEKCT) U IPOIYCKH WIIN
OJIS1 JUTsl BBOJIA IEPEMEHHOM MH(pOpMaIiu

dopMHpOBaHHE  ANrOPUTMOB  IMPOXOXKJIEHHS  JOKYMEHTOB B  COOTBETCTBUM  C
TEXHOJIOTHYCCKUM ITUKJIOM

12. DJyIeKTPOHHBII JOKYMEHT — 3TO ...

JOKYMEHT, OTIIMYAIONINIICS HECTaHJAPTHBIM COJICPKAHNEM U OTCYTCTBHEM THIIOBOH (DOPMBI
PAacIOIOKEHHsI PEKBU3UTOB

JIOKYMEHT, 3aITMCaHHBIA Ha THOKOM MarHUTHOM JIFICKE

I[OKiIi’[CHT, B KOTOiiOM 4acCTb I/IHﬁOiiMaHI/II/I HiieﬂCTaBHeHa B 3aI]JI/IﬁiiOBaHHOM BHOC

13. Peructpanus — 3710 ...

€T JOKYMCHTOB, KOHTPOJIb 3a UX HCIIOJJTHCHUEM U CIIpaBOYHas abora 1o JOKYMCHTaM

IpUeM U nepBUYHast 00paboTKa JOKYMEHTOB

CHSITHE C JOKYMEHTA IoKa3aTeliell (PEeKBU3UTOB) U 3aHECEHUE UX B ONPEAEIEHHYIO
PETUCTPALMOHHYIO GOpPMY

14. Perucrpaunum moaJie:kar

TOJIBKO BXOJSILIINE U UCXOASIINE JOKYMEHTBI

JOKYMCHTHI, ITOJIYYCHHBIC TOJIBKO AJIA CBEACHUS U HE €0 HIMC OTBECTA U MCIIOJIHCHHUA

TOJIEKO MTUChMa M 0OpalieHusl TpaKIaH
15. PeKkBM3MT JOKYMEHTA — 3TO ...

3HA4O0K: HiiOCTaBJ'ICHHHﬁ Ha JIOKiMeHTe I €Tro IiaCHO3HaBaHI/I$I

00s13aTeNbHBIN CHMBOJ B JOKYMEHTE, PACIOJIOKEHHBIN B IPAaBOM BEPXHEM YTy
JIOTOTHI Ha OQUITHAITEHOM JIOKyMEHTE
16. PexBH3MT, 0TPa:KAIOIIUIi OCHOBHOE CO/IeP:KAHNUE TOKYMEHT — 3TO ...

MOAMNKUCH
pETUCTPALIMOHHBIN HOMEDP

MPUIIOKEHUE

17. PexBM3MTBHI XapaKTepHbIe TOJbKO AJs 0JJAHKA NMCbMA — ITO ...
HAaUMEHOBAaHHE OPTaHHU3AINH (CTPYKTYPHOTO MOpa3AeTICHUS)



CIpaBOYHBIC TaHHBIC 00 OpraHu3aIK
sMOIIeMa OpraHu3aIiH
18. CuMBOJIbI M HH/IEKChI, HAHOCMMbIE HA THTIOBBIE 3ar0TOBKH JOKYMEHTOB (0JIaHKH

U (])opMLIi TI/IHOl"I)a(l)CKI/IM WJIH IPYTHM CIIOCOOOM — 3TO ... pPEKBU3HUThI JOKYMEHTA.

ouIMATEHBIC

NIEPEMECHHBIC

JIOTIOTHUTEIILHBIC

19. Mox ... KOHTPOJIEeM TNOHUMAKT MOJATOTOBKY CBeJIeHHH O JOKYMEHTAX, CPOK
HCMOJIHEHHS KOTOPBIX HCTEKAET CeroIHs.

($uHAHCOBBIM

IpeayNnpeIuTeIbHBIM

HUTOI'OBBIM

20. ITox ... KOHTPOJIEM NMOHMMAIOT AHAJMTHYEeCKOe 00001IeHHE TOKYMEHT0000poTa,
HCTIOJTHUTEIbCKOM AUCUUIIMHBI B OPTAaHU3AIMHU U €€ CTPYKTYPHBIX NMOApa3aeaeHUusIX.

HiCZ{ﬁiCHHTCJ‘ILHHM

Texkyuum
($uHAHCOBBIM
21. ITox ... KOHTpPOJEeM NOHMMAKT MNOArOTOBKY CBeJeHMil O JOKYMEHTax, CpOK

HCITIOJTHCHHUA KOTOibIX HCTEKACT Y€pe3 2-3 JHS.

($uHAHCOBBIM

TEKYIIUM
HUTOI'OBBIM

22. OCHOBHBIMH BH/IAaMH CPOKOBOI'0 KOHTPOJISI ABJISAOTCS ...
KOHTPOJIb 110 CYIIECTBY PEUICHHUs BOTIPOCA

iiiiHOﬁ n aBTOMaTI/I?»I/IiiOBaHHHﬁ KOHTiiOJ’IL

€XKEHECNbHBIN, €KEMECIYHBIN U €KeKBapTaIbHBIN
23. OpuuuaabHBIA JOKYMEHT — 3TO ...
1100011 OyMaXkHbII TOKYMEHT

mr00as nHdopmarlus, BHECEHHAs B 0a3y JaHHBIX

uH(popMalys, 3apUKCHPOBaHHAsS Ha KaKOM-JIHOO HOCHUTEJE, MPUTOJHOM AJSl TOCTaTOUYHO
JIOJITOBPEMEHHOTO XPaHEHUS

24. baaHk, coaep:KalMii OJIMHAKOBBI Ha0Op PpeKBM3UTOB /I BCeX BH/I0B
JOKYMEHTOB — JITO ....

€IUHBINA OJaHK

OJaHK MUChMa

oG Gnark
0JIaHK KOHKPETHOTO JOKyMEHTa
25. BJjaHK T10KyMeHTa — 3TO

JIACT OyMaru ¢ 3apaHee BOCIIPOM3BEICHHBIMU PEKBH3UTAMH, COJIEPIKAIMMHU MTEPEMEHHYIO
uHpopMalro 00 OpraHu3aly — aBTOpe TOKyMEHTa
rocynapcTBeHHas Oymara, o0si3aTesbHast JUIs IPHMEHEHHS] B OpTaHu3aIiu



aucT OyMaru ¢ 3apaHee BOCIPOU3BEICHHBIMU PEKBU3UTAMU, COJICPKAIIUMH ITOCTOSIHHYIO U
nepeMeHHy0 nHMopMaIuo 00 OpraHu3aluyd — aBTOpe TOKYMEHTa

26. JIOKyMeHTOINOTOK — 3TO ...

JIBI)KCHUE JTAHHBIX B OTPEJICIICHHOM HalpaBICHUU

ABVIKCHUC JOKYMCHTOB B PA3HBIX HAITPABJIICHUAX, KOTOPOC IMOCTOAHHO MCHACTCA

OpPraHNU30BaHHOE JIBUYKCHUE IOKYMEHTOB M3 OPraHU3aIMK B Pa3HBIX HAIIPABICHHIX

CJIOKUBIIIEECS WM OPraHU30BaHHOE B Ipeieax HHOPMAIIMOHHON CUCTEMBbI

27. iiOKiMeHT HMeeT JABe cimnocnl

UH(POPMALMOHHYIO U KOMMYHHKAIIHOHHYIO
UH()OPMAIMOHHYIO U PABOBYIO
OO0IIYIO M CHEIMATBHYIO

5.2. OueHoYHbIe MATEPHAJIBI A1 IPOMEKYTOYHOI aTTecTallnU

IIpomexyTouHast arrecranus NPOXOIUT B (opme 3auera. 3aaHue HAa 3a4eT COCTOUT
NPaKTHYECKOTO 3aJaHusl U TeopeThdeckoro Bompoca. Ha 3adere cTyaeHT MoXkeT HaOpaTh
MakcumyM 30 6aios.

BO]'[pOCLI K 3a4€Ty

1.  OcHOBHBIEC XapaKTEPUCTUKH JOKYMEHTOO00pOTa

2. Tlonarue  OOKYMEHTONOTOKAa, €ro  CTPYKTypa,  IOKazaTeld  OICHKH
JIOKYMEHTOTIOTOKA

3. JXKu3HEHHBIH LUKI TOKYMEHTA.

4.  Dranbl JOKYMEHTO000poTa.

5.  DnexTpoHHBIA 0OMEH HEIOPUIUUECKUMH JOKYMEHTaMu (Ha IpUMepe)

6. JlokyMeHTOOOOpOT Ha 6a3e JIIEKTPOHHOMN MOYTHI.

7. BbIOoOp moaxoja K aBTOMaTU3aMK TOKYMEHTO000pOTA.

8. Omenka mOTPeOHOCTH B CHCTEMax »JJIEKTPOHHOTO JEJOMPOU3BOJICTBA U
JIOKYMEHTO0000pOTa

9. TexHonoruu mepeBoga OyMaXXHbIX JIOKYMEHTOB B OJJIEKTpOHHBIE. BBOJ
dbopMann30BaHHBIX TOKYMEHTOB

10. Knaccudukamus TOKYMEHTOB C TOYKM 3pEHUS chHenudukd TMepeBojia B
3JIEKTPOHHBIN

BH/I.

11. Bupsl cuctem pacrno3HaBaHUsI TEKCTOB.

12. Buasl cucteM BBOJA JOKYMEHTOB.

13. TIpoayKThl IJisi IEPCOHANIBHOTO M MPOMBIIIIEHHOI'0 BBOJIa JOKYMEHTOB.

14. ABrtomaTtusumpoBaHHble pabouune wmecta (APM): ompenenenue, coaep:kaHue,
cocTaB, QYHKITUH.

15. ABromaTtusupoBaHHbIe paboune mecta (APM): knaccudpukanus. [Ipumepsr.

16. BriOop moaxo/ia K aBTOMaTU3AIMU IOKYMEHTO000pOTA.

17. Ouenka mOTPEeOHOCTH B CHCTEMax OSJIEKTPOHHOIO JIEJONPOU3BOJCTBA U
JTOKYMEHTO000pOTA.

18. CucreMsbl 2IEKTPOHHOTO JOKYMEeHTo000poTa. O0IIKe MOI0KEHHUS.

19. Ha3znauenue CO/I.

20. OcHOBHBIE CBOWCTBA CUCTEM DJIEKTPOHHOTO JOKYMEHTO000pOTa

21. OcCHOBHBIE TEXHOJOTHH PabOTHI C JOKYMEHTAMH.

22. OO6mwuit 0630p COCTOSHUS U OCHOBHBIE TEHICHIIUH Pa3BUTHS MUPOBOTO pbiHKa CO /1.



23. O0630p OCHOBHBIX CUCTEM JIOKyMEHTOO0O0pOTa, MpeICTaBICHHBIX B Poccun

24. Cucrtembl, OpraHU3yIOIIUE AJIEKTPOHHBINH JOKYMEHTOO0OPOT

25. Ilpumepsl HCIIOJIB30BAHUS CHUCTEM aBTOMATHU3UPOBAHHOIO IEIONPOM3BOJICTBA U
3JIEKTPOHHOTO JTOKYMEHT0000pOTA.

6. Meroguyeckne MaTepHasbl, ONpeAeasOIMe MPoueIypbl OLCEHMBAHWS 3HAHMI, YMEHUH,

HABBIKOB U (MJIU) ONBITA J1eSITeJILHOCTH

6.1 Pe3yabTaThl 0CBOeHUs Y4eOHOI THCIUILINHBI, MOAJeKAIIHe TPOBEPKe

KonTposmpyembie Pe3yabTaThl 00yueHus OueHo4vHbIE
KOMIIETeHIMH (YaCTh cpeacTBa
KOMIIeTEeHIM )
IIKC-2.1 ®opmupyert | 3HaTb OCHOBHbIE HNpUHLMIBI | [IpakTHdeckoe 3auHsTHE,
CTPYKTYpPY CHUCTEeMBbI | OpraHu3anuu CITy’KOBI |  TECTHPOBaHUE, 3aUeT
AOKYMEHTO000opoTa JIETIOTIPOU3BO/ICTBA;
MEeHe/AKMEeHTAa Ka4yecTBa
OpraHusaliii M KOOPAMHMPYET | yyery, pacnpemensats ¢ynxiuu | [Ipakrnueckoe 3ansrtue,
paspaboTku AOKYMEHTOB, | \ie5cny NoJpa3/ieJIeHUsIMU 3ay4er
HE00X0IUMBIX hi 6 §: ee JIEOMPON3BOCTBA -
(pyHKIHOHHPOBAHHS UCIIOJHUTEISAMH.
Bianers opranuzatopckumu | IlpakTuyeckoe 3ansarue,
HaBBIKAMH, MO3BOJISIOLIUMHU 3a4er
CKOOPAMHUPOBATH paboty
KOJIJIEKTHUBA;
YK-4.2 Hcnoan3yer | 3HaTb  OCHOBHbIE  TOHATHUS | [IpakTuyeckoe 3aHsTHE,
HH(pOpMALMOHHO- CUCTEMBI  JOKYMEHTO0OOPOTa, | TECTUPOBAHHUE, 3a4eT
KOMMYHHMKALIMOHHbIE TpeboBaHUs K COCTaBy
TEXHOJIOTMH  UIA  TIOMCKA, | PEKBU3UTOB U  O(GOPMIICHHIO
00padoTKM W TNpeacCTABJIEHHS | JOKYMEHTOB C HCIOJIb30BAHUEM
HH(pOpPMALHH HUKT;
YmMmeTh pa3pabatbIBaTh
JOKYMCHTBI B paMKaX CHUCTCMbI
MCHCI’)KMEHTA KadyecTBa
npeanpuATus C HUCIIOJIb30BAHUEM
UKT;
BJ'Ia,I[CTL npuemMamMm M MCETOdaMH
pa3pa60TKH n COIMPOBOXKACHU
nokymenTaruu CMK

6.2 Illkana oneHNBaHUs IVIAHUPYEMBIX Pe3yJabTATOB 00y4eHUs!

6.2.1 Texymmii u py0e:KHbIii KOHTPOJIb




B pamkax Tekyriero u pyoe:kHOTO KOHTPOJIS 110 AUCHHUIIIMHE CTYIEHT MOXET HaOpaTh 10

70 6amioB
Cemectp [Ixana oueHuBaHUs
0-35 6annos 36-50 6amnoB 51-60 6amnoB 61-70 6amnoB

3 Yactuunoe [Tonnoe ninu | [Tonnoe nnmn [Tonnoe
MOCeIIeHNE YaCTUYHOE YacTUYHOE HOCELIEHUE
ayJTUTOPHBIX MOCeIeHUE HOCEIEHUE ayJIUTOPHBIX
3aHATHUH. ayJAUTOPHBIX ayAHTOPHBIX 3aHATUN.
HeynosnerBopuren | 3aHATHIA. RAHSTHIA. [Tonnoe
bHOE BbINOJMHEHUE | YacTuuHOE BBITIOJIHEHHE u
MPAKTUYECKUX BBITIOJTHEHHE u | IlomHoe 3aIuTa
paoor. [Tnoxas | 3amura BBITIOJTHEHHUE U MPaKTUYECKUX
MOATOTOBKA K | IPAaKTUYECKUX 3aIIuTa 3aHITHA.
OanbpHO- paboT. PaKTHYECKHX Bemmonnenue
PEUTHHTOBBIM Brmmonnenue paboT KOHTPOJIbHBIX
MEPOTPUSIITHSIM. KOHTPOJIBHBIX paboT,  TeCTOBBIX
CryneHt He | paboT, TecToBbIX | BeimonHenue 3a/laHui Ha OLIEHKH
JIOTTYCKaeTCsl K | 3aJaHUH HA OLICHKU | KOHTPOJIbHBIX COTIUYHOY.
HpOMeKYTO‘IHOI;'I «YyHAOBJICTBOPUTCIIb pa60T’ TECTOBBIX

OILICHKH
«XOPOIIOY.

6.2.2 TlpomexyTOUHAsI ATTECTAIUA

Ornenka pe3ynbTaTOB OCBOEHUS YUeOHOW MUCIUIUIMHBI B 3 ceMecTpe MPOBOAMTCS IO
CIEAYIOUIEH IIKaJe, MPUMEHIEMOM Ha 3a4eTe:

36-60 GamioB
no UTOram
TEKYIIETO u
pyOeKHOTO
KOHTpOJISI,  Ha
3a4ére HE
OTBETHII Ha
TEOPETUYECKUI
BOIIPOC U HE

perni 3a1auy.

Cemecr [Tkana onleHUBaHUS
P He 3a4reno 3auTeHO
(36-60 6aioB) (61-100 6anioB)
3 Crynent umeer | CTyaeHT umeeT 36-45 6ayuIoB 10 UTOTaM TEKYILEro U

PyOEKHOTO KOHTPOJISI, HA 3a4eTe Jall OJTHBIN (YaCTUYHBIN )
OTBET HA TEOPETUUYECKUN BOMPOC U YACTUYHO (TTOTHOCTHIO)
BBITIOJTHIJT TIPAKTUYECKOE 3aJIaHUE.

Crynent umeet 46-60 6aJ17I0B 110 UTOTaM TEKYIIETO U
PyOEeKHOT0 KOHTPOJISI, HA 3a4eTe JjaJl OJIHBIM OTBET Ha OAMH
BOIIPOC WJIN BBHINIOJHWI NIPAKTUYECKOE 3aJaHHE.

Cryaenty, numeromiemy 61-70 6amioB mo uUTOraM TEKYIIETo H
pPyOEKHOTO KOHTPOJISI, BBICTABISIETCS OTMETKa «3auTeHo» 0e3
cJlayd 3a4€ra.

7 Y4ueOHO-MeTOANYECKOE 0O0ecneuyeHue TUCHUIINHbI

7.1 OcHoBHAasl JIUTEpPaTypa




1.  bapuxun A.b. Jlenonpon3BoacTBO U JOKyMeHT0000poT. M.: Kamxkusrit mup, 2008.
- 416 c. - http://www.studentlibrary.ru/book/ISBN9785804103119.html

2. CaraeBa M. Cucrema MEHEKMEHTa KauecTBa: yIpaBJICHUE
JIOKYMEHTHUPOBaHHOW HHpOpMaIei [ DnekTpoHHbIN pecypc]: yueoHoe mocooue/ CataeBa J[.M.—
DIIeKTPOH. TEKCTOBBIC TaHHbIe. — CapaToB: By3oBckoe oopa3oBanue, 2018. — 108 ¢c. — Pexum
noctyma: http:// www.iprbookshop.ru/76991.html. — 3bC «IPRbooks»

3. Cumonsn P.S. JlokyMeHTallMOHHOE OOECIICUeHUE CHCTEMBI YIIPABJICHUS
opranuzameil [DnexkTpoHHBIH pecypc]: ydeOHoe mnocobue/ CumonsH P.SI.— DnektpoH.
TekcToBble JaHHble. — CapatoB: A [Iu Dp Menua, 2018. — 180 c.— Pexum nocrymna:

http://www.iprbookshop.ru/72458.html. — DBC «IPRbooks»

7.2 lonoJIHUTEIbHASA JTUTEpaTypa

1. bacakoB M.U. JIokyMeHTBI B JOKYMEHTOOOOPOT KoMMepUecKoi opranu3aiuu /M.U.
bacakos ; U3n.- @ennkc, 2009. - 416 c.

2. YepnoB B.H. Cuctembl 31€KTPOHHOTO IOKyMEeHTooOOpoTa: y4eb. mocobue /B.H.
UYepnos,- M.: PAI'C, 2011. - 83 c.

7.3 UnTepHeT pecypchl

http: // www.knigafund.ru. - anexTponHbIil OubnnoTeunslii pecype «Kuuradonm»

http://www.docflow.ru - pecypc o cucremMax 3J1eKTpOHHOTO IOKyMEHTO000pOoTa U
pa3IMYHBIX HOBOBBEJIEHUS B 1aHHOM 00J1aCTH.

http://v8. lc.ru/doc8/ Odunmanpuslii caidt pupmsl 1C, TOCBAMEHHBINH TPOTPAMMHOMY
nponykty 1C: JlIokyMeHTOo060poT8» -

7.4 llepeuenb npogeccuoHAIbHBIX 023 JAHHBIX 1 HH(OPMAUOHHO-CIIPABOYHBIX CHCTEM

1. http://www.diss.rsl.ru - —  3BJ  PI'B -  DnekTpoHHble  BEpCHU  IMOJIHBIX
TEKCTOB JUccepTanuii u aBropedeparos u3 ¢pouga Poccuiickoit rocynapcTBeHHON OMOIMOTEKH

2. http://www.scopus.com — Sciverse Scopus wuznarenbctBa «nb3eBup. Hayka u
TexHosorun». PedeparuBras u ananutuyeckas 6a3a JaHHBIX

3. http://elibrary.ru — DnekTpoHHas OUOINOTEKA HAYYHBIX MYOJIUKAIUI.

4. http://polpred.com — O630p CMU Poccun u 3apy6esxps. [lonHble TEKCTHI + aHATUTHKA
n3 600 u3ganuii mo 53 orTpacism

5. https://www.gost.ru/portal/gost//home/standarts - deneparbHOe areHTCTBO IO
TEXHUYECKOMY PETYJIHUPOBAHUIO U METPOJIOTUU

6. http://www.consultant.ru/ - cipaBo4yHo-11paBoBas cucrema Koncyaprant [lntoc

7.5 IlporpaMmmHoOe o0ecnieyeHre COBpeMeHHbIX HHPOPMALIMOHHO-
KOMMYHHKAIIHOHHBIX TEXHOJIOTHii

— [TporpammHas cuctema st 0OHapYXEHHsI TEKCTOBBIX 3aUMCTBOBAHHM B y4EOHBIX
U Hay4HbIX paboTtax «AHtumiaaruar. Bys 4.0», Moaynb noucka TEKCTOBBIX 3aMMCTBOBAHUMN
“O6benunenHas kosekus 2020»

— Cucrema ontuueckoro pacmno3HaBanusg Tekcta SETERE OCR mna P3O/ OC
Cucrema ontrueckoro pacno3zHaBanus Tekcra SETERE OCR nns POJI OC

— Penaxrop uzobpaxenuii AliveColors Business

— Kaspersky Endpoint Security st 6uzneca — Crangaptasliii Russian Edition

— ITaker oducHoro mporpammuoro obecnedenust P7-Oduc.lIpodeccronanbHblit
(deckromnast Bepcusi)


http://www.iprbookshop.ru/76991.html
http://www.iprbookshop.ru/72458.html
http://www.knigafund.ru/
http://www.docflow.ru/
http://v8/
http://www.diss.rsl.ru/
http://www.scopus.com/
http://elibrary.ru/
http://polpred.com/
https://www.gost.ru/portal/gost/home/standarts

— Acrobat Pro DC for teams ALL Multiple Platforms Multi European Languages Team
Licensing Subscription Renewal Acrobat Pro DC for teams ALL Multiple Platforms Multi European
Languages Team Licensing Subscription Renewal

— IIporpaMMHBI TaKeT BHYTPHOPTaHW3aI[MOHHOTO HHTpaHer-moptana DeskWork
Enterprise

— [Iporpamma apxuBarop 7zip,

— Web Browser — Firefox.

8 MartepunajibHO-TEXHUYECKOE o0ecnevyeHre JUCHMIIIMHBI
3aHATHS TO JUCHUIUIMHE MPOBOJATCS B CHEIHAIBHBIX MMOMEMICHUSX (AyJUTOPHUSIX) IS
NPOBEJCHUS  3aHSITHHA  JIGKIIMOHHOTO  THMA, TMPAKTHUYECKUX 3aHATUH, TPYNINOBBIX U
WHIVBUAYAILHBIX KOHCYNbTAllMd, TEKYIIEr0 KOHTPOJSI M IMPOMEKYTOYHOW aTTECTAIIUU.
AyYIATOpUH YKOMILJICKTOBAHBI CICIHAIM3UPOBAHHOW MEOEIbI0 W TEXHUYECKHMMH CpEACTBa
00yYeHHs, CITY>KALTUMHU JIJIs IPEICTaBICHUS HH()OPMAILIUU OOJIBIION ayIUTOPHH.

Jlns  mpoBeneHUs  3aHATHH  JIGKIIMOHHOTO  THIIA HMMEIOTCS  JIEMOHCTPAIMOHHOE
o0opynoBaHue U y4eOHO-HATJISIIHBIE TOCOOUSI.

[TpakTHyeckre 3aHATHS IPOBOAATCS B KOMIBIOTEPHOM Kjacce C COBPEMEHHBIM
KOMITBIOTEPHBIM ~ 00OpY/ZIOBAaHHEM, HCIOJB3YIOIIUM B Ipolecce OOydeHHs] CTYJICHTOB
IPOrpaMMHOE 00ecIIedeHHE, MPOITMCAHHOE B II. 7.5.

Jiss  caMOCTOSATENbHON pabOThl OOYYAIONIMXCS WUMEIOTCS IOMEIEHHsSI, OCHAICHHBIC
KOMITBIOTEPHON TEXHUKOW ¢ BO3MOXKHOCTBIO MOAKIIOUEHHUs K ceTh "MHTepHeT" u o0ecrneueHneM
JIOCTYTIA B 3JICKTPOHHYIO HH()OPMAIIMOHHO-00Pa30BaTEeIIbHYIO CPEy OPraHU3aIIH.

9 OcoGeHHOCTH peaju3aliu JUCHUIIIMHBI 1JIsi HHBAJIUI0B M JIHI[ C OTPAHHYEHHBIMHU
BO3MOKHOCTSIMH 3/10POBbSI

JInst CTYIEHTOB C OTPAaHUYEHHBIMU BO3MOKHOCTSIMHU 3[I0POBbSI CO3[aHbI CIELUATIbHBIE
YCIIOBUS 7Sl TOTy4eHHst 00pa3oBaHusl. B 1esX JOCTYMHOCTH MOy4eHUs BBICIIETO 00pa3oBaHus
no oOpa3oBaTeNbHBIM IPOrpaMMaM MHBATUAAMH U JTUIIAMH C OTPAHUYEHHBIMH BO3MOXKHOCTSIMU
3/10pOBbsl YHUBEPCUTETOM 00€CIIeUNBAETCS:

1. AnpTepHaTUBHAs Bepcus 0UIMATIBHOTO caiita B ceTu «MHTepHEeT» 1 CTab0BUASIINX;
2. 115 MHBATUAOB C HAPYLIEHUSAMU 3peHUs (CIaboBUISAIINE, CIIETIBIE)

- NPHUCYTCTBUE ACCHUCTEHTA, OKAa3bIBAIOLIEr0 OOydarolmeMycs HEeOOXOAMMYIO IOMOIIb,
IyOnupoBaHUE BCIyX CIPAaBOYHON MH(OpMaNMKM O paclucaHuU Y4eOHBIX 3aHATHUI; Haau4due
CPEICTB JUISl YCHJIEHHUS OCTAaTOYHOTO 3peHusi, OpalJeBCKONl KOMIIBIOTEPHOW TEXHUKH,
BUJICOYBEIMUUTENEH, TMPOrpaMM HEBHU3YaJbHOTO JOCTyNa K HWH(OpMaluu, MpOrpaMM-
CHUHTE3aTOPOB PEYH U JAPYTrUX TEXHUUYECKUX CPEACTB MpHUeMa-nepesaun yueOHol napopmMaluu B
JOCTYIHBIX (pOpMax JuIs CTYACHTOB C HAPYIICHUSIMU 3PEHHUS;

- 3aJaHus JJI BBIITOJTHEHHA HAa OK3aMCHE 3a4HUTBIBAIOTCA ACCUCTCHTOM,

- IIHCBMCHHBIC 3aJdaHHs BBIIIOJHAKTCA Ha 6yMare, HAaAUKTOBBIBAKOTCSA ACCUCTCHTY
00y4armuMces;

3.21.]'[5[ HHBAJIMAOB W JIMI C OIpaHUYCHHBIMU BO3MOXHOCTAMH 3J0POBBA IO CIYXY
(cmabocrnpIiamue, TIIyxue):

- Ha 3a4eTe/PK3aMeHEe OpUCYTCTBYCT ACCUCTCHT, OKa3BIBaIOH_[I/II71 CTYACHTY HCO6XOIII/IMYIO
TCXHUYCCKYIO MOMOIIb C YYCTOM MHIWBUAYAJIbHBIX oco0eHHOCTEH (OH HoMOracT 3aHATh pa6oqee
MECTO, IEPEABUTATHCA, ITPOYNTATD U O(l)OpMI/ITB 3aJaHHuEC, B TOM YHCJIC 3aIIUChIBas 110/ )II/IKTOBKy);



- 3a4eT/7PK3aMEeH MMPOBOJUTCS B MUCbMEHHOU QopMe;

4. JInsi MHBAJUIOB U JIMI[ C OTPAaHMYCHHBIMH BO3MOXXHOCTSIMH 3JIOPOBBS, MMEHOIIUX
HapyIICHHs OIOPHO-JBUIATEIIFHOIO arnapara, CO3/IaHbl MaTepUAbHO-TEXHUYECKHE YCIOBHSI
o0ecreynBarone BO3MOXKHOCTh OECHPENsATCTBEHHOIO J0CTyNa oOyJalomuxcs B ydeOHbIC
HOMEIICHHS, OOBEKTY MUTaHHs, TyaleTHbIE M JPyrHe IOMEIICHHsS YHUBEPCUTETa, a TaKKe
npeObIBaHUS B YKA3aHHBIX IOMEUICHHUSX (HaJHYHE PACUIMPEHHBIX JBEPHBIX IPOEMOB, OPYYHEH
U JIPYTUX TIPUCTIOCOOICHHIA).

- IIMCBMCHHBIC 3aJdaHus BBIIIOJIHAKTCA Ha KOMIIBIOTEPE CO CICHHUATIM3UPOBAHHBIM
MMporpaMMHbIM obecrieyeHUEM HIIU HAaAWKTOBBIBAOTCA ACCUCTCHTY,

- 110 JKEJIaHUIO CTYACHTa SK3aMEH MPOBOJUTCS B YCTHOU hopme.

OOyuaroniuecs: U3 4rcia JIMI ¢ OTPaHUYEHHBIMU BO3MOXKHOCTSIMU 3JI0POBbBsI 00€CIICUCHBI
AJIGKTPOHHBIMU 00pa30BaTEIbHBIMU peCypcaMu B (hopMax, aJalTHPOBAHHBIX K OTPaHUYCHUSIM UX
3II0POBBSL.
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