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1. O01mue moJI0:KeHus
1.1. lean AUCHUIIHHBI

1. OOy4eHue CTyACHTOB PEIICHHIO BOIPOCOB OPTaHU3AIMU CHUCTEMBI JTOKYMEHTAaLlHOHHOTO
obecneueHus B cdepe ynpaBlIeHHs MEPCOHAIOM OpraHu3anuu, cHOpMUPOBATH CUCTEMHOE
MPEICTaBICHHUE 110 BOIIPOCAM KaJpOBOTO JEIONPOU3BOJCTBA U MPAKTHYECKOTO MPUMEHEHUS TpeOOBaHUI
TPYAOBOTO 3aKOHOJATEIHCTBA MO0 OPOPMIICHHIO TOKYMEHTOB.

1.2. 3agauy AUCHUILIUHBI

1. Jlath rry0OKHe U CHCTEMaTU3UPOBAHHBIE 3HAHUSI 00 OpraHu3anuu paboThl KaAPOBOU CIIYKOBI,
HOpPMAaTHBaxX YUCICHHOCTH COTPYAHUKOB OT/EJa KaJpOB.

2. PaccmoTpers mpaBuia opOpMIIEHHUS YHNPaBICHUECKUX JTOKYMEHTOB, COCTAaB PEKBU3UTOB
JIOKYMEHTOB, TpeOOBaHUs K 0(OPMIICHUIO PEKBU3UTOB IOKYMEHTOB.

3. PaccmotpeThs npuMepsl JOKYMEHTOB, PErNIaMEHTUPYIOUIUX YIpaBiIeHUE epCOHANIOM, NTpaBuUiia
BHYTPEHHET0 Paclopsi/ika, ITATHOE paclUCaHue, JOHKHOCTHbIE HHCTPYKIUU, TPYIOBOM JOTOBOP.

4. HayuuThb OlleHUBATh NESITEIBHOCTh pabOYuX KaaApoB, GOPMHUPOBATh U XPAHUTH JOKYMEHTHI
KaJIpOBOH CITYkKOBI.

5. HayuuThs ocHOBaM pa3paOOTKH M BHEAPEHUS KaApPOBOW M yIPABJICHUYECKOW JTOKYMEHTAIINH,
ONTUMMU3AIMH TOKYMEHTO000pOTa U cXeM (YHKIIMOHAIBLHBIX B3aUMOCBSI3El MEX1y MOIpa3IeIeHUSIMH, a
Tak)kK€ OCHOBaM pa3palOTKH W BHEAPEHHUS MPOLEAYp PETryJIUpPOBAHUA TPYIOBBIX OTHOIIECHHUH H
COTIPOBOXKAAIOIIEH JOKYMEHTAIIUH.

2. MecTto aucuuniannsl B crpykrype OIIOIT

bnok nucuunnun: b1. ucuumiunasl (Moayn).

Yacte Ooka gucrmiing: O0a3aTeIbHas 4acTh.

Monynb quctuminH: Moayns HanmpaBieHUs moAroToBku (special hard skills — SHS).

Nunexc qucuumaunsl: 51.0.3.9.

PeanusyeTcs ¢ mpUMEHEHHEM D3JIEKTPOHHOTO OOy4YeHUs, JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX
TEXHOJIOTHH.

3. Hepeqeﬂb IJIAHUPYEMBIX PE3YyJbTaTOB Oﬁy‘lel-[]/lﬂ mo JTMCUMIIJIMHE, COOTHECCHHBIX C
HHAUKATOPpaAaMH J0CTUKCHUSA KOMIIeTeHIInii

[Iponecc u3ydeHuss TUCIUTUTMHBI HANpaBieH Ha GOPMHUPOBAHUE CIEAYIONIUX KOMIICTCHIIUHA B
cootBeTcTBUU ¢ ®I'OC BO 1 ocHOBHO# 00pa3oBaTeabHOM mporpaMmoi (Tadsmma 3.1):
Ta6mmma 3.1 — KoMneTreHInn 1 HHAUKATOPBI UX JOCTHIKEHUS
WNHauKaTOpsl OCTHKEHUS [Tnaaupyembie pe3yabTaThl O0yYeHUS 110
KOMIICTEHIIMH JUCLUIUINHE

Komnerenius

yHHBepcaJIbeIe KOMIIETCHIIUN

Oob0menpodeccuoHanbHbIe KOMIIETEHIIUN
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OIIK-2. Cnocoben
OCYLIECTBIISATH COOP,
00paboTKy U aHAIINU3
JaHHBIX JJI pCHICHUA
3amad B cepe
yIIpaBJICHUSA
NIEPCOHAIOM

OIIK-2.1. 3naer
COBpPEMEHHBIE METO/1bI cOopa,
00paboTKHU U aHAIM3a JaHHBIX
JUTS peIIeHUs 337124 B cpepe
yIpaBJICHUS TIEPCOHAIOM

3nate Konekc 00 aqMUHUCTPAaTUBHBIX
npaBoHapyueHusx Poccuiickon @enepanuu,
VYronosubii kogeke Poccniickoit ®enepanuun
U uHbIe (heJiepanbHbIe 3aKOHBI B YaCTH
OIpeIeJICHUs] OTBETCTBEHHOCTH 3a
HapyILIECHUs TPYAOBOIO 3aKOHOIATEIbCTBA U
WHBIE aKThl, COAEPKALINE HOPMBI TPYIOBOTO
npaBa, ['paxxnanckuii kogekc Poccuiickoit
denepanny B 4aCTH, OTHOCAILEHCS K
JIeSITEIbHOCTH KaJIpOBOM CITyKObI

OIIK-2.2. YMmeeT npuMeHsTh
METO/IbI IPOBE/ICHUS aHAIIHN3a
JTAHHBIX JUUIS pelIeHus 3a/1a4 B
chepe ynpaBieHus
MEPCOHAIOM

YMeTb pazpabaTeiBaTh U 0OPOPMIISATH
HOPMAaTHUBHBIC JOKYMEHTHI KaJJpOBOM CITYKOBI
OpraHu3aIiK, COCTABIATh U OPOPMIISATH
OpraHU3aIMOHHO-PACTIOPSIUTEIIEHBIC
JOKYMEHTHI M IOKYMEHTBI, COITPOBOKIAIOIINE
TPYAOBBIC TIPOIIECCHI, BECTH yUET KaJIPOB

OIIK-2.3. Bimageer HaBBIKAMU
cbopa, 00pabOTKH U aHAIIH3A
uHGOPMAIIUU AJIS PEeIICHUS
npodecCuoHaNbHBIX 3a7a4

Brnanets HaBbIKaMH COCTaBJICHHUS KaJPOBBIX
JIOKYMEHTOB C HCIIOJIb30BaHUEM
KOMITbIOTEPHBIX TEXHOJIOTH, 00pabOTKHU U
XpaHEeHHUs JOKYMEHTOB B 2JIEKTPOHHOHU opme

OIIK-4. Ciocoben
HpI/IMCHSITB
COBPEMEHHBIEC
TCXHOJIOTUHU U METOObI
OIIEpaTUBHOIO
yIIpaBJICHUSA
MIEPCOHAJIOM, BECTH
IIOKYMCHTaIII/IOHHOC
COHpOBO)KIIeHI/IC nu y‘-IeT

OIIK-4.1. 3naer
COBpeMCHHI)Ie TCXHOJIOTUU U
METOAbI OHGpaTI/IBHOFO
YIpaBIICHUS TIEPCOHAIOM

3HaTh CUCTEMBI JOKYMEHTALUH,
KJIaccu(UKAIUIO TOKyMEHTOB KaJJpOBOU
CITyObl OpraHu3alyy, BUbl, HA3HAYEHHUE U
COCTaB KaJIpOBOH JOKYMEHTAIH; OCHOBBI
pa3paboTKX ¥ BHEJPEHUS KaJpOBOH 1
YIIPABJICHYECKON TOKYMEHTALIUH,
ONTUMU3ALMH JOKYMEHTOO00pOTA U CXEM
(YHKIIMOHATIBHBIX B3aUMOCBSI3EH MEK Iy
MOJPa3/ICIICHUSIMH; OCHOBBI Pa3padOTKU U
BHEJPEHUS IPOLEAYP PeryIMpOBaHUS
TPYJOBBIX OTHOILLEHUI U COMPOBOXKIAIOLIEH
JIOKYMEHTalluu

OIIK-4.2. YMmeeT
OCYIIECTBIISATh
JIOKyMEHTAITMOHHOE
COINPOBOXKACHUE U KaJPOBBIM
Y4eT C UCTIOJIb30BaHHEM
COBPEMEHHBIX TEXHOJIOTHI

YMeTh MPUMEHATh HOPMBI TPYIOBOTO TIpaBa u
HOPMAaTHBHYIO METOAMYECKYIO 0a3y B 4acTH,
OTHOCSILEUCS K IEITEIbHOCTH KaJApOBOM
CITY>KOBI M KaJPOBOTO JIEIOMPON3BO/ICTBA

OIIK-4.3. Bnaneer
COBPEMEHHBIMU
TEXHOJIOTHSIMU ¥ METOJaMU
ONEPATUBHOTO YIPABICHUS
MEPCOHAIIOM

BnaneTs MeTOnaMu BeIEHUS
JIEIOMPOU3BOJICTBA B KAAPOBOM CITykKO€;
TEXHOJIOTHEH coCTaBIeHUs U 0POpMIICHUS
JIOKYMEHTOB IO JINYHOMY COCTaBY;
MpaBUJIaMU COCTABIICHUS HOMEHKIIATYPBI e
Y IOATOTOBKU JOKYMEHTOB JJIsl XpAaHEHUSI B
apxuBe

IMpodeccuonanbHbIe KOMIIETEHIIUH

4. O0beM IMCUMIIMHBI B 324€THBIX eJUHULIAX C YKa3aHHEM KOJIHYeCTBA aKa/leMHUYeCKUX YacoB,
BblJIeJIEHHBIX HA KOHTAKTHYI0 pa0oTy 00y4aroiuxcsi ¢ npemnojaaBarejieM
U HA CAMOCTOSITEJIbHYI0 Pa00oTy 00y4Yaromuxcs
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OO6mmas TpyA0€MKOCTh TUCIMIUIMHBI COCTABIISIET 4 3aU€THBIX eWHUII, 144 akaJeMUYecKuX 4acoB.

Pacnpenenenue Tpya10eMKOCTH TUCIHUIUIMHEI 110 BHIaM YU4€OHOU JEATEIBPHOCTH MPEJACTABICHO B
tadimue 4.1.

Ta6mmma 4.1 — Tpy10eMKOCTh AUCIUIUIMHBI IO BUJAM YUY€OHOM NeSITeIbHOCTH

Beero |Cemectpsl
4acoB 6 cemectp

Bunpl yueOHOI nesiTenbHOCTH

KonTakTHas aynuTopHas padora 00y4alomuxcs ¢ npenojaBareseM, BCero 16 16
JlexuvoHHBIE 3aHATUA 8 8
JlaGopaTopHblie 3aHATHS 8 8
CamocrosiTeibHas padoTa 00y4alOIIUXCs, B T.4. KOHTAKTHasI 128 128
BHeayIUTOPHas padoTa 00y4yarommxcsi ¢ MpenoaasarTeieM, BCero
[TonroroBka K 3a4eTy ¢ OLICHKOM 56 56
[ToaroroBka K TECTUPOBAHUIO 28 28
[ToaroroBka k 1abopaTopHOiil paboTe, HaNMCaHUE OTYETa 44 44
O0mas Tpya0eMKoOCTh (B 4acax) 144 144
Oo0mas TpynoeMkocTh (B 3.e.) 4 4

5. CTpykTypa u coaep:kaHue JUCHUMILIHHbI
5.1. Pa3nennl (TeMbl) JUCHUIJIMHBI U BUABI Y4eOHOH 1eATeJIbHOCTH

CtpykTypa IUCHUIUIUHBI MO pa3aenam (TeMaMm) W BUJaM y4eOHOU JesTeNTbHOCTH MPUBEICHA B
tabmume 5.1.
Tabnuma 5.1 — Pa3aensl (TeMbl) AUCHUILINHBL U BUIBI YUEOHOH IEATEIbHOCTH

Jlek. | JIa6. | Cam. Beero uacos dopmupyemsble
HazBanus pasnenoB (TeM) TUCIUTIIUHBI (6e3
3aH., 4| pad. | pad.,d KOMITCTCHIIHH
9K3aMEHA)
6 cemecTp
1 BBeaenue B KaJpoBbIil y4eT 1 1 16 18 OIIK-2, OIIK-4
2 IIpuem paboTHHKA HA pabOTy 1 1 16 18 OIIK-2, OIIK-4
3 3akioueHHe JOTOBOpa O MOJHOU 1 1 16 18 OIIK-2, OIIK-4
MaTepuaibHOU OTBETCTBEHHOCTH
4 Tekyue TOKYMEHTHI IO KaIpOBOMY 2 2 32 36 OIIK-2, OIIK-4
y4eTy
5 YBoJbHEHHE paOOTHHKA 1 1 16 18 OIIK-2, OIIK-4
6 XpaHeHue JOKYMEHTOB MO KaJpOBOMY 1 1 16 18 OIIK-2, OIIK-4
Y4eTy
7 OTBETCTBEHHOCTH 33 HAPYIICHHS 1 1 16 18 OIIK-2, OIIK-4
YCTaHOBJICHHBIX 3aKOHOM TPEOOBaHUH K
KaJpOBOM IOKYMEHTALIMHU
Hroro 3a cemectp| 8 8 128 144
Uroro| 8 8 128 144

5.2. Conep:xanue pa3esoB (TeM) TUCHUNIMHBI

Copepxanue pa3eiioB (TeM) JUCIUTLINHBI (B T.9. IO JISKIIHSIM) IPUBEICHO B Tadwmie 5.2.
Ta6ymmna 5.2 — CoaepikaHue pa3ieaoB (TeM) TUCHUILIMHEI (B T.Y. IO JCKIIHSIM)

TpynoemKocThb
Haspanwus paznenoB | CopeprxaHue pa3aenoB (TeM) AUCIUILTUHBI (TeKIOHHbIe dopmMupyembie
(TeM) TUCUUILIAHBI (B T.4. MO JIEKITHSM) KOMIIETEHIINU
3aHATHUSA), U
6 cemecTp
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1 Benenue B
KaJpOBBIN y4yeT

JIOKyMEHTBI 110 KaIpOBOMY Y4ETY Ha
npeanpuaTiy. KosekTuBHBIA JOTOBOD.
IIpaBuna BHyTpEHHETO TPYAOBOTO
pacniopsiika. iHbIe TOKanbHbIE
HOPMAaTHUBHBIE aKThI. JKypHaJbl 110
KaJIpOBOMY Y4YETY.

OIIK-2, OIIK-4

Htoro

2 [Ipuem paboTHHKA
Ha paboTy

[TepedyeHb JOKYMEHTOB IpH MIpUEME Ha
paborty. [lepcoHanbHble TaHHBIE pAOOTHHKA.
3asgBieHue o mpueme Ha padory. TpynoBoit
JIOTOBOP - MOPAZOK 3aKII0YCHNUS,
cyliecTBeHHbIe ycinoBus. [Ipuka3 o npueme
Ha paboty. OopmieHne Tpy10BOM KHIKKH.
KHura yuera qBU>XEHUS TPYJOBBIX KHUXKEK U
BKJIa/ipIIel B HUuX. JInyHas kapTouka
pabotHuka. JInunoe neno paboTHUKA.
JomxHocTHas UHCTPYKIUsL. O3HaKOMIIEHHE C
JIOKaJIbHBIMH HOPMATHBHBIMH aKTaMH.
TunuyhHele OMMUOKYU NPH NpHeMe Ha paboTy U
IpaBUjIa UX UCIPABICHUS

OIIK-2, OIIK-4

HUroro

3 3akI0ucHNE
JIOrOBOPA O MOJHOMN
MaTepUATbHOMN
OTBETCTBEHHOCTH

Ciyyau MoJHOM MaTepHaIbHOMN
OTBETCTBEHHOCTH. HIuBUAYyabHas
MaTepuagbHasi OTBETCTBEHHOCTb.
KonnexktuBHas MarepuanbHas
OTBETCTBEHHOCTh. TUMUYHbIE OIIMOKH MPU
3aKIJIFOUEHUH JIOTOBOPOB O MOJIHOM
MaTepHUaIbHOW OTBETCTBEHHOCTH U MpaBuUIIa
UX HUCIIPaBJICHUS

OIIK-2, OIIK-4

Hroro

4 Texymue
JIOKYMEHTBI 110
KaJIpOBOMY YUETY

Odopmitenue ormycka. [lopsimok pacyera
KOMIICHCAIMH 33 HEUCIIOIb30BaHHbIN
oTnyck. BHyTpeHHuil nepeBoa paboTHUKA.
[MTopsinox opopminenus. BuyTpennee
COBMECTUTEIILCTBO U COBMELICHUE.
[Toompenune paboTHHKA. [lMCIUTUIMHAPHBIC
B3bIcKaHU. [lopsok HamoXeHus u
odopmiienus. Buecenue namMeHeHui
CBEJICHUI 0 pabOTHHKE B KaJIpOBYIO
JIOKyMEeHTaIuio. Beitaua qyonukara
TPYZIOBOM KHWKKH. BHEcCeHne n3MeHeHul B
KaJIpOBbIE JIOKYMEHTbI IPEAIPUATHS.
Tunuynabie OMMOKU PH 0(OPMIICHUH
TEKyUIEH KaJApOBOW IOKYMEHTALUH U
IIpaBUJIa UX UCIIPABIICHHUS.

OIIK-2, OIIK-4

Htoro
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5 YBonbHEHUE OO6mue TpedoBaHus K 0HOPMIICHUIO 1 OIIK-2, OIIK-4
paboTHHKA yBOJIbHEHUS paboTHHKA. OCOOCHHOCTH
YBOJIbHEHUS TI0 MHUIIMATHBE PaOOTHHUKA.
Oco0eHHOCTH YBOJIBHEHUS 110 HHUITUATHBE
paboronarens. TunuaHbIe OMMOKH TTPH
YBOJIBHEHUH M CIIOCOOBI X UCTIPABJICHUS
Hroro 1
6 XpaHenue IIpaBuna u CpoKM XpaHEHUS KaIpOBOU 1 OIIK-2, OIIK-4
JIOKYMEHTOB 10 nokymeHrtanuu. [lepenaua 10KyMeHTOB B
KaJ[pOBOMY y4YeTy apxuB. [lopsa0K yHUUTOKEHHS KQJAPOBBIX
JIOKYMEHTOB B CBSI3U C UCTEUCHHEM CPOKa UX
XpaHeHUs
HUroro 1
7 OTBeTCTBEHHOCTH 32 | KonTponmpytromue opransl. Buab 1 OIIK-2, OIIK-4
HapyLICHUS OTBETCTBEHHOCTH
YCTaHOBJICHHBIX
3aKOHOM TpeOOBaHUH
K KaJJpOBOM Hroro 1
JIOKYMEHTaIluU
Hroro 3a cemectp 8
Utoro 8
5.3. KontposbHbIe padoThl
He npeaycmoTpeHo yaeOHBIM MIJIaHOM
5.4. JlaGopaTopHbIe 3aHATHUSA
HaumeHnoBaHue 1abopaTopHbIX paboT MpuBeieHO B Tabnuie 5.4.
Tabnuia 5.4 — HauMmeHoBaHue 1a00paTOpHBIX padboT
Haspanus paznenos (Tem) Haumenosanue naboparopusix | Tpynoemkocts, | Dopmupyembie
JUCIUILTAHBI pabor q KOMIIETEHITNH
6 cemecTp
1 BBeaenue B KaJipoOBbIA Kommnekcsl kagpoBoit 1 OIIK-2, OIIK-4
yder JTOKYMEHTAIIUH B OpPTaHU3aluN
Hroro 1
2 [Ipuem paboTHHKA HA Odopmiienne mpuema Ha paboTy 1 OIIK-2, OIIK-4
paboty (TpynoBoii
JIOTOBOD)
HUroro 1
3 3akmouenue noroBopa o |CocraBieHue u 0ohopMIICHHE 1 OIIK-2, OIIK-4
MOJTHOM MaTepuanbHOM JIOTOBOpA O MOJTHOM
OTBETCTBEHHOCTH MaTepHUaITbHOM OTBETCTBEHHOCTH
HUroro 1
4 Texyumue nokyMeHTHI 0 | OdopmiteHre TeKyIuX 2 OIIK-2, OIIK-4
KaJI[pOBOMY y4ETy JIOKYMEHTOB 110 KaJJpOBOMY y4ETYy
Hroro 2
5 VBonbHeHue padotHuka | OdopMiieHne T0KyMEHTOB U 1 OIIK-2, OIIK-4
YBOJIBHEHUHU paOOTHHUKA
HUroro 1
6
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6 XpaHenne TOKyMeHTOB 110 | OdopMIIeHHE KaJIPOBBIX 1 OIIK-2, OIIK-4
KaJpOBOMY y4eTy JIOKYMEHTOB JIJIsl IEpejaul B
apXuB U Ha YHUUTOKEHUE
Hroro 1
7 OTBETCTBEHHOCTH 32 Ornpenenenne BUAOB 1 OIIK-2, OIIK-4
HapyLICHHs YCTAaHOBJIEHHBIX |OTBETCTBEHHOCTH 3a HAPYILEHUS
3aKOHOM TpeOOBaHUI K YCTaHOBJIEHHBIX 3aKOHOM
KaJIpOBOM TOKYMEHTALlUH TpeOoBaHUil K KaJpoBOii
JOKYMEHTalu1
HUroro 1
Hroro 3a cemectp 8
HUtoro 8

5.5. IlpakT4yeckue 3aHATUSA (CEMUHAPHI)

He npenycMOoTpeHo y4eOHBIM IIaHOM

5.6. KypcoBoii npoexT / kypcoBasi pabora

He npenycMoTpeHo y4eOHbIM IIIaHOM

5.7. CamocrosiTeqbHast padoTa

Buael caMmocTosTeNIbHOM pabOThL, TPYAOEMKOCTh M (POPMUPYEMbIE KOMIIETEHIIMU IPECTABIICHBI B

tabmure 5.7.
Tabmuia 5.7 — Bubsl caMOCTOSITENIbHOM pabOThI, TPYA0EMKOCTh M (pOpMHUpYyEeMbIe KOMIIETCHIIMH
HaszBanus pasaenos | Bunsl camocrosrensHon | TpynoemMkocts, | dopMupyemslie
®opMBbI KOHTPOJIS
(Tem) TUCIUTLTAHBI paboTsI q KOMIIETEHIINHU
6 cemecTp
1 Beenenue B [ToaroroBka K 3a4eTy ¢ 8 OIIK-2, OIIK-4 | 3a4€T ¢ oneHKOM
KaJpOBBIA y4yeT OIICHKOH
IloaroroBka k 4 OIIK-2, OIIK-4 TectupoBanue
TECTUPOBAHUIO
[TonroroBka k 4 OIIK-2, OIIK-4 | JlabopaTopHas
nabopatopHoit padore, pabora
HaIUCaHUE OTYeTa
Hroro 16
2 [Ipuem pabotHuka |[loaroToBka K 3ayery c 8 OIIK-2, OIIK-4 | 3auér c oueHkon
Ha paboTy OLICHKOM
IloaroroBka x 4 OIIK-2, OIIK-4 TectupoBanue
TECTUPOBAHUIO
[ToaroroBka k 4 OIIK-2, OIIK-4 | JlaGoparopHas
nabopaTopHoi pabdoTe, paborta
HanucaHue oT4yera
Hroro 16
3 3akitoueHue [ToaroroBka k 3a4ety ¢ 8 OIIK-2, OIIK-4 | 3auér c olieHKOI
JIOrOBOPA O MOJTHOM | OLIEHKOM
MaTepualbHON ITonroroBka k 4 OIIK-2, OIIK-4 TectupoBanue
OTBCTCTBCHHOCTHU TECTUPOBAHUIO
IToaroroska k 4 OIIK-2, OIIK-4 | JlabopaTopHas
nabopaTopHO paboTe, pabota
HaIMCaHUE OTYeTa
Uroro 16
7
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4 Tekyuue [ToaroroBka k 3a4ery ¢ 8 OIIK-2, OIIK-4 | 3auér c oueHkoi
JIOKYMEHTBI 10 OLIEHKOM
KaIpoBOMY y4CTy ITonroroBka k 4 OIIK-2, OIIK-4 TectupoBanue
TECTUPOBAHUIO
IToaroroska k 20 OIIK-2, OIIK-4 | JlabopaTopHas
nabopaTopHOil paboTe, pabota
HamucaHue oT4eTa
Hroro 32
5 VBonnHEHHE [ToaroroBka K 3a4eTy ¢ 8 OIIK-2, OIIK-4 | 3a4€T ¢ oeHKOM
paboTHHKA OLIEHKOM
IloaroroBka k 4 OIIK-2, OIIK-4 TectupoBanue
TECTUPOBAHUIO
[ToaroroBka k 4 OIIK-2, OIIK-4 | JlaGopaTopHas
nabopatopHo# padore, pabora
HanycaHue oT4eTa
Hroro 16
6 XpaHeHue IToaroroska k 3a4eTy ¢ 8 OIIK-2, OIIK-4 | 3auér c oueHkon
JIOKYMEHTOB 10 OLIEHKOM
KaaApoBOMY y4CTy IToaroroBka k 4 OIIK-2, OIIK-4 TectupoBanue
TECTUPOBAHUIO
[Toarororka k 4 OIIK-2, OIIK-4 | JlaGoparopHas
nabopaTopHou padoTe, paborta
HamucaHue oT4yera
Hroro 16
7 OtBercTBeHHOCTH |[lomroToBKa K 3aueTy C 8 OIIK-2, OIIK-4 | 3auér c oneHKOM
3a HAPYLIEHUS OLIEHKOM
YCTaHOBJICHHBIX ITonroroBka k 4 OIIK-2, OIIK-4 TectupoBanue
3aKOHOM TECTUPOBAHUIO
Tpe603a}fﬂﬁ K [ToaroToBka K 4 OIIK-2, OTIK-4 | JlaGopaTopHas
Kaaposon 71abopaTopHoii pabore, pabora
AOKyMCHTalNH HAIMCaHUE OTYETA
Hroro 16
Hroro 3a cemectp 128
Hroro 128

5.8. CoorBercTBHE KOMIIETEHINH, GOPMHPYEMBIX IPH H3YYCHHH AUCHHUILINHBI,
1 BHJI0B Y4eOHOM 1esiTeIbHOCTH

CooTBeTcTBUE KOMIETEHIUH, ((OPMUPYEMBIX NMPU U3YyUYCHHH AUCIUILINHBI, U BUJIOB Y4eOHOM
JeSATEeIbHOCTH MPEICTABIICHO B Tabuiie S.8.
Tabnuua 5.8 — CooTBeTCTBHE KOMIETEHIIUH, (OPMUPYEMBIX MPU U3yUYECHUH TUCIMILUINHbI, U BUIOB

3aHATHI
dopmupyembie Bunbl yueOHol fesTenbHOCTH
@OpMBI KOHTPOJIA
KOMIIETCHIIMU Jlek. 3an.|JIa6. pa6.|Cam. pab.
OIIK-2 + + 3auér ¢ onenkou, JlaboparopHas pabdora,
TectupoBanue
OIIK-4 + + 3auér ¢ oueHkoi, JlaboparopHas pabota,
TectupoBanue

6. PeifTuHroBasi cucreMa JJisi OleHKH yCIIeBAEMOCTH 00y4arouXCs

PeittuHroBast cuctema He UCIOJIb3YETCS
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7. YueOHO-MeTOANYecKOe 1 MH(OPMAINIHOHHOE o0ecneyeHue TUCIUTIIUHbI
7.1. OcHOoBHas1 IMTEpaTypa

1. Kagpossiii yuet: Yuebnoe mocodue / B. H. XKuranosa - 2018. 170 c. [DnekTpoHHBIH pecypc]:
— Pexxum moctyma: https://edu.tusur.ru/publications/9311.

7.2. JlonoiHUTEIbHAS JJUTEpaTypa

1. TTaBnogrckas, O. FO. IIpaBoBoe obecrnieueHre KaapoOBOTO JECTONPOU3BOACTBA | YueOHOE TTocoOre
s By30B / O. FO. [1aBnoBckas. — Mocksa : U3garensctBo KOpaiit, 2020. — 213 ¢. [DneKTpOoHHBIH
pecypc]: — Pexxum noctyma: https://urait.ru/bcode/457107.

7.3. YueOHO-MeTOANYECKHE TTOCOOUS
7.3.1. O6s3aTe/IbHbIE YUeOHO-METOANYECKHE MOCOOUs

1. A6ymanmze, . I'. lokymMmeHTanMOHHOE OOECTieYeHUE yIPAaBICHUS MEPCOHAIOM : YYeOHUK U
npaktukyM it By30B / 1. I'. Abymanze, U. b. Bempsbxkuna, B. M. MacnoBa. — Mocksa : znatenscTBo
FOpaiit, 2020. — 299 c. (pekoMeH0BaH AJii CaMOCTOSITEIbHON pabOThl U MOJArOTOBKE K J1a00paTOpHBIM
pabotam) [ DneKTpoHHBIHN pecypc]: — Pexxum moctyna: https://urait.ru/bcode/450813.

7.3.2. Y4yeOHO-MeTOAUIECKHE ITOCOOUS NJIsl JINIL
C OrPaHUYEHHBIMH BO3MOKHOCTSIMM 310POBbSI 1 HHBAJIU/I0B

Y4ebHO-MeToAMUECKHEe MaTepUaibl sl CAMOCTOSTEILHON U ayJUTOPHOI paboThl 00yYaroIuXCst
U3 YHUCJIA JIUI] C OTPAaHUYCHHBIMH BO3MOXHOCTSIMH 3JJ0POBbSI M HHBAJIUOB MPEJIOCTABISIOTCS B (popMax,
a/IalITUPOBAHHBIX K OTPAHUYCHUSM UX 3I0POBbS U BOCTIPUITHS HHPOPMALIUH.

Jst i ¢ HapyIeHUsIMU 3PeHus:

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— B I1€4YaTHOW (hOpME YBEIUICHHBIM IPUPTOM.

Jst i ¢ HAapyIIeHUsIMU cJIyXa:

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— B IIeYaTHOU (opme.

J1s i1 ¢ HAPYIIEHHUSIMU OTIOPHO-IBUTATEJIbHOTO anmapara:

— B (popMe 2IIEKTPOHHOTO IOKYMEHTA,

— B IIeYaTHOM (opme.

7.4. CoBpeMeHHbIe Tpo(deccuoHATIbHBIE 0a3bI JAHHBIX
1 UH(OpPMAIHOHHBIE CTIPABOYHbIE CHCTEMbI

1. Tlpu u3yyeHUHn NUCUUIIIMHBI PEKOMEHAYETCS 00paiaTbCsd K COBPEMEHHBIM 0a3aM JaHHBIX,
MH(POPMAIIMOHHO-CIIPABOYHBIM M MOUCKOBBIM cHcTeMaM, K KOTopeiM Y TYCVYPa oTkpbIT gocTym:
https://lib.tusur.ru/ru/resursy/bazy-dannyh.

8. MaTepuajibHO-TEXHHYECKOE U POrpaMMHoOe ofdecrnedyeHre JUCHMIITIHHbI
8.1. MaTepuajibHO-TeXHHYECKOE U MPOrPpaMMHOe oOecredeHue JJIsl JeKIUOHHBIX 3aHATH I

Jlnst mpoBeneHUs 3aHATUN JEKIMOHHOTO TUIA, TPYIIIOBBIX U MHAUBUIYaIbHBIX KOHCYJbTAILUM,
TEKYILEro KOHTPOJISI ¥ IIPOMEKYTOYHOM aTTeCTAllMN UCTIONb3yeTCs yueOHast ay TMTOPHS C JOCTATOYHBIM
KOJIMYECTBOM TOCAI0UHBIX MECT Ui y4eOHOH rpymmbl, 000pyJOBaHHAs JOCKOM U CTaHIAPTHOW yueOHOM
Mebenblo. MiMeroTes MynbTUMeInitHOe 000pyT0OBaHUE U yueOHO-HATIIAAHbIE TTOCOO0US, 00eCTIeUnBaIOIINe
TEMATUYECKHE NIUIIOCTPALMH T10 JIEKIIMOHHBIM pa3ziesiaM AUCLUILINHBIL.

8.2. MaTepI/IaHbHO-TeXHI/IquKOC n nMporpammHoe odecneyeHue A9 HaﬁopaTOprIX paﬁoT

JlaGopaTopusi TpynmoBOro mpoekTHoro ooydeHus "JlabopaTopusi cOMaIbHO-3KOHOMHUYECKUX
npoGiem": yueOHas ayAUTOpHsI 7Sl TPOBEICHUS 3aHATHI MPAKTUYECKOT0 TUIIA, yueOHast ay JTUTOpUS IS
MPOBEICHUS 3aHATUHI JabopaTopHoro tuna; 634045, Tomckas o6macts, r. Tomck, yi. KpacHoapmeiickas,
n. 146, 503 ayn.

Onucanue uMeroerocs 000pya0BaHus:

- Tenesuzop LED TCL 49";

- MarautHo-mMapkepHas Jocka (HacTeHHas);
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- MarautHo-MapkepHas Jocka (Ha HOXKKax);

- KommiekT cnenuann3upoBaHHON yueOHOM Mebenu;
- PaGouee mecTo mpenogaBaTels.

[IporpamMmHoe obecrieueHue:

- 1C:Ilpennpusitue §;

- 7-Zip;

- Google Chrome;

- Microsoft Windows 7 Pro;

- OpenOffice;

- Koncynprant [1ntoc;

8.3. MaTepuaibHO-TeXHNYECKOE U MPOrpaMMHOe o0ecredyeHue 1Jisi CAaMOCTOSITeIbHOM padoThI

Jlist caMoCTOSATeNbHOU pabOThl UCTIOJB3YIOTCS YUeOHbIE ayaUTOPUH (KOMIIBIOTEPHBIE KIIACCHI),
PacoNOKEHHBIC TI0 apecaM:

- 634050, Tomckas o6nactb, T. Tomck, Jlennna npocnexkr, 1. 40, 233 ayn.;

- 634045, Tomckas obnacts, r. Tomck, yi. KpacHoapmetiickas, 1. 146, 209 ayn.;

- 634034, Tomckas ob6nacth, T. Tomck, Bepmmauna ynuna, a. 47, 126 ayn.;

- 634034, Tomckas o6nacth, T. Tomck, Bepmmauna ynuna, a. 74, 207 ayn.

Omnucanue UMeEIoIerocs 000py0BaHUS:

- yuebHas mebenb;

- KOMITBIOTEPHI;

- KOMIIBIOTEPHI MOJAKITIOUCHBI K ceTU «MHTepHEeT» U 00eCnednuBalOT JOCTYI B IJIEKTPOHHYIO
nHpopMaMoHHO-00pa3oBarebHylo cpeny TYCYPa.

[TepeueHs mporpaMMHOTO OOECTICUCHUSI:

- Microsoft Windows;

- OpenOffice;

- Kaspersky Endpoint Security 10 mnst Windows;

- 7-Zip;

- Google Chrome.

8.4. MaTepl/laﬂbHO-TeXHH‘leCKoe odecneyeHue AUCHUINJIHHBI JIsA JIMI ¢ OrPAHUICHHBIMU
BO3MOKHOCTSIMHA 310POBbA U HHBAJINI0B

OcBoeHME AUCHUILIMHBI JIMIIAMU C OTPAHMYEHHBIMU BO3MOKHOCTSIMU 3/10POBbSI M MHBAJIUJAMHU
OCYIIECTBIISIETCS C UCTIOIB30BAHUEM CPEICTB 00YUEHUS OOIIEro U CreluaIbHOr0 Ha3HAYEHUS.

[Ipu 3aHATHAX ¢ OOy4YarOUIMMHCA C HAPYWIEHHSMH CJYyXa MPEIyCMOTPEHO HMCIOJb30BaHHE
3BYKOYCHJIMBAIOUIEH ammapaTypbl, MyJIbTUMEIUNHBIX CPEICTB U JPYTHUX TEXHUUYECKHUX CPEJICTB
npuema/nepenadn yuyeOHol nHpopMaImy B JOCTYIHBIX GopMax, MOOMIIBHON CUCTEMBI MPEIOaBaHUs
JUTsL 00YYaIOIIUXCSl C UHBAJMHOCTHIO, TIOPTATUBHON MHAYKIIMOHHON CHCTEMBbl. YueOHas ayauTOpus, B
KOTOPOW 3aHUMAIOTCSI 00ydJaromuecs: ¢ HapylIeHUeM CiyXxa, 000pyJa0oBaHa KOMIBIOTEPHOU TEXHUKOM,
ayAMOTEXHUKOM, BUACOTEXHUKOM, SJIEKTPOHHOU IOCKOM, MYJIbTUMEIUMHON CUCTEMOM.

[Ipu 3aHATHUSIX ¢ 00yUYaIOMIMMUCS C HAPYLIEHUSIMHU 3PeHUs MPEIYCMOTPEHO UCIOJIb30BaHUE B
JEKIUOHHBIX U y4eOHBIX ayAUTOPHUSAX BO3MOXKHOCTH MPOCMOTpaA YAAJICHHBIX 00BEKTOB (Hampumep,
TEKCTa Ha JOCKE WJIM claijia Ha SKpaHe) MPH MOMOIIHM BUACOYBEIUUHUTENEH 19 KOMPOPTHOTO
MIPOCMOTpa.

[Ipu 3aHgATHAX ¢ O0y4YalOIIMMHCS C HAPYHIEHHWSIMH ONOPHO-ABUTaTeJbLHOIr0 ammapara
HCIIOJIBb3YIOTCS allbTEpHATUBHBIE YCTPONCTBA BBOJA MH(GOpPMalMU U ApYyrue TEXHUYECKUE CpeAcTBa
npuema/nepeaadyn yueOHo nHGOpMaIMH B JOCTYIHBIX GopMax, MOOMIBHON CUCTEMBI OOYUYCHUSI IS
JIOJIEN ¢ MHBAIUIHOCTEIO.

9. OueHOYHbIe MaTepPUAJIbl M METOAUYECKHE PEKOMEHIAMHU 110 OPTaHU3aAUMH U3YUeHUsl
JTUCIUTINHBI

9.1. Conep:xaHne OLICHOYHBIX MATEPHAJIOB [JIsl TEKYIIEro KOHTPOJIS
U MIPOMEKYTOYHOM aTTecCTAUM

JIyist olleHKHU cTeneHu COPMUPOBAHHOCTH M YPOBHS OCBOCHUS 3aKPCTUICHHBIX 3a AUCIUTIIINHOMN
KOMITETEHIINI HUCTIONB3YIOTCS OLICHOYHBIE MaTepUalbl, MpeAcTaBiIeHHbIC B Ta0muIE 9.1.
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Tabmmma 9.1 — @opMbI KOHTPOJISI M OLICHOYHBIE MATEPUATIBI
HazBanus paznenos (Tem) dopmupyemble
JUCHUITIINHBI KOMIICTCHIINU

®opmebl koHTpOIst | OneHounbie MaTepuansl (OM)

1 Beaenue B kagpoBeiii yuer  |OIIK-2, OIIK-4 |3auéT c onieHKoM [lepeuenb BOIIPOCOB 115t
3a4eTa C OLEHKOMI

JlaGopatopHas Tembl 1abopaTopHBIX paboT
pabota
TecTtupoBanue [IpumepHBIil nepeyeHb

TECTOBBIX 3aJIaHUN

2 IIpuem pabotnuka Ha padoty |OIIK-2, OIIK-4 (3auér c onenkoii |Ilepedenb BompocoB st
3aueTa ¢ OLEHKOM

Jlaboparopuas Tembl 1a00paTOPHBIX padoOT
pabota
TecTtupoBanue [IpumepHBIil nepeueHb
TECTOBBIX 3aJaHUI
3 3axirodeHue Jorosopa o OIIK-2, OIIK-4 |3auér c ouenkoit  |IlepedyeHs BonpocoB s
MOJIHOM MaTepruaibHOU 3a4era ¢ OLCHKON
OTBCTCTBCHHOCTH Jlaboparopuas Tembl 1a00paTOPHBIX padoOT
pabota
TectupoBanue [IpumMepHbIi IEpedeHb
TECTOBLIX 3aJaHUN
4 Texyuime TOKyMEHTHI 110 OIIK-2, OIIK-4 |3auér c ouenkoii  |IlepedyeHs BonpocoB s
KaJIpOBOMY y4eTy 3aueTa C OLEHKOMN
Jlaboparopnas Temb! mabopaTopHBIX padoT
pabora
TectupoBanue [IpuMepHBIii TEpeUeHb
TECTOBBIX 3aJaHUN
5 VBonbHEHHE pabOTHHUKA OIIK-2, OIIK-4 |3auér c ouenkoit  |IlepeueHp BonpocoB s
3a4era ¢ OLCHKON
JlaboparopHas Temb! mabopaTopHBIX padoT
pabora
TectupoBanue [IpuMepHbIii IEpeUeHb
TECTOBBIX 3aJaHUI
6 XpaHeHHne JOKYMEHTOB 110 OIIK-2, OIIK-4 |3auér c ouenkoit  |Ilepedyenp BonpocoB s
KaJpOBOMY YYETYy 3a4eTa ¢ OLEHKOMN
Jlaboparopnas Tembl 1a0opaTopHbIX pabOT
pabota
TectupoBanue [IpumepHbIil nepeyeHb
TECTOBBIX 3aJaHUI
7 OTBETCTBEHHOCTH 32 OIIK-2, OIIK-4 |3auér c ouenkoit  |IlepeueHb BOMpocoB st
HapyLIEHNUs YCTAHOBJIEHHBIX 3aueTa C OLEHKOMI
3aKOHOM TpeOOBaHHUii K Jlaboparopnas Tembl 1abopaTopHBIX paboT
KaJpOBOM IOKYMEHTALIMU paboTa
TectupoBanue IIpuMepHBIil epeyeHb

TECTOBBIX 3aJaHUMN

lxana oneHku cHPOPMUPOBAHHOCTU OTAEIbHBIX MIAHUPYEMBIX PE3YyJbTATOB OOyUYEHHS IO
JTUCIUIIIMHE TpUBeAcHa B Tabmuie 9.2.
Tabnuma 9.2 — Illkamna oneHku cHopMUPOBAHHOCTHU IUIAHUPYEMBIX PE3YJbTATOB OOyUYEHHUS IO
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JUCHUIIIIMHEC

dopmynupoBKa TpeOOBaHUH K CTETICHH C(HOPMHUPOBAHHOCTH
Ouenka bamner 32 OM MJIAHUPYEMBIX Pe3yJbTaTOB 00ydeHUs
3HATh yMETh BJIQ/IETh
2 <60% ot OTCYTCTBME 3HAHUU OTCYTCTBHE OTCYTCTBHE
(HEyIOBIETBOPUTENHHO) | MAKCUMATIBHOMU | UTTU ()parMeHTapHBIC YMEHHUH UITN HABBIKOB WU
CYMMBbI 0aJIOB 3HAHUSA YaCTHUYHO (dbparmMeHTapHbIE
OCBOEHHOE MPUMEHEHHE
yMEHHE HABBIKOB
3 ot 60% no o01mue, HO He B LI€JIOM YCIICIITHO, B 1IEJIOM
(YIOBJIETBOPUTEIHLHO) 69% ot CTPYKTYpPUPOBaHHBIC HO HE YCIEITHOE, HO HE
MaKCHMaJIbHOM 3HAHUSA CHUCTEeMATHYECKU | CHCTEMATHYECKOE
CyMMBI 0aJuIOB OCYIIECTBIISIEMOE MpUMEHEHNE
YMCHHE HABBIKOB
4 (xopotio) ot 70% no c(hOopMHUPOBaHHEIE, B LIEJIOM B I1€JIOM
89% ot HO cozeprKalue YCIIEIIHOE, HO yCIIEIIHOE, HO
MaKCUMaJIbHOM OTJIeNIbHbIE coJieprKaliue coJieprKaliue
CyMMBbI 0ayuioB | mpoOseMbl 3HaHUS OTJIENIbHbIE OTJIeIbHbIE
poOesbl yMEHUe poOebI
IpUMEHEHHE
HaBBIKOB
5 (OTJIMYHO) >90% ot chopMUpOBaHHbBIE | CHOPMUPOBAHHOE YCIICIIHOE U
MaKCUMaJIbHOW | CHCTEMaTHYECKHe yMEHHE CHUCTEMAaTUYECKOE
CYyMMBI 0aJIoB 3HAHUSA MPUMEHEHHE
HABBIKOB

[Ixana KOMIUIEKCHOM OLIEHKU C(hOPMHPOBAHHOCTH KOMITETCHIIMI MpUBEIeHa B Ta0uIe 9.3.
Ta6mmma 9.3 — [llkajia KOMIUIEKCHOM OIEHKH C(hOPMHUPOBAHHOCTH KOMITETEHIIUHA

OreHka

dopMynrpoBKa TPeOOBAHUM K CTETICHN KOMIIETEHIIUN

2
(HEYTOBJIETBOPUTEIHLHO)

He nmeet HeoOX0IMMBIX PEICTABICHUN O IPOBEPSIEMOM MaTepHualie

WIH

3HaTh HA YPOBHE OPHEHTHPOBAaHMS, TIpeicTaBleHnd. O0yJaromuiics 3HaeT
OCHOBHbIE MPU3HAKU WM TEPMHUHBI U3y4aeMOT0 dJIEMEHTa COACPKAHMS, UX
OTHECEHHOCTb K ONPEICTICHHON HayKe, OTPaciid WK 00bEKTaM, y3HAeT B
TEKCTax, U300paKEHUSX UM CXeMaX U 3HaeT, K KaKUM HCTOYHUKAM HYKHO
oOpaiartbcs A 6ojee 1eTalbHOTO €ro YCBOSHHUSI.

3 3HaTh ¥ yMETh Ha PeNPOAYKTHBHOM ypoBHEe. O0yyaromuxcs 3HaeT
(YHOBJIETBOPUTENIBHO) |M3yUEHHBIH 3JIEMEHT COICPKaHUs PENPOLyKTHBHO: IIPOU3BOIBHO
BOCIIPOM3BOAMT CBOY 3HAHUS YCTHO, IMCBMEHHO WM B IEMOHCTPUPYEMBIX
JIEUCTBUSAX.
4 (xoporo) 3HaTh, yMETh, BIIaJIETh HA AHAJTUTHYECKOM ypOBHE. 3Has Ha

PENpOAYKTUBHOM YPOBHE, YKa3bIBaTh HA OCOOEHHOCTH U B3aUMOCBSI3H
M3Y4YEHHBIX 00BEKTOB, Ha UX JIOCTOMHCTBA, OTPAaHUYEHHUS, UCTOPHUIO U
NEPCIIEKTUBBI PA3BUTUS U OCOOEHHOCTH I pa3HbIX O0BEKTOB YCBOSHHUSI.

5 (OTJIMYHO)

3HaTh, yMETh, BJI/IETh HA CHCTEMHOM ypoBHE. OOy4Jaromuics 3HaeT
M3YYEHHBIH 3JIEMEHT CO/IePKaHUSI CUCTEMHO, TPOU3BOJIBHO U 10Ka3aTEIbHO
BOCIPOU3BOAMT CBOU 3HAHUS YCTHO, MUCBMEHHO WJIH B IEMOHCTPUPYEMBIX
NENCTBUSX, YUUTHIBAsI U YKA3bIBasi CBA3H U 3aBUCUMOCTH MEXKIY ITUM
AIIEMEHTOM U JPYTHMHU 3JIEMEHTaMU COJEP>KaHUs JUCLIUILIINHBI, €T0
3HaYUMOCTb B COJIEP)KAHUU JUCIUILTUHBIL.
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9.1.1. IlpuMepHBIii NepeYyeHb TECTOBBIX 3aJaHUM

1. HopmaTuBHbIE MPaBOBBIE AaKTHI MOT'YT OBITH B 3aBUCUMOCTH OT cpephl IeHCTBUIL:
a) o0IUMu
0) oTpacieBbIMU U MEKOTPACIEBBIMU
B) YKa3aHHBIMU B OTBETax a) U 0)
') HET BEPHOTO BapUaHTa OTBETA

2. JIOKyMeHTBHI, clyXalue AJig COXpaHeHUsS HEeOOXOIMMBIX Il paboThl cBeneHuil (rpaduku,
TaOJIMIIbI, pACUETHBIC JUCTHI U T.J.) HA3bIBAIOT:
a) pacnopsAUTENbHBIMHA JOKYMEHTaMU
0) JOKyMeHTaMu, MOATBEPKAAOIIUMHU TPYAOBYIO AESITEIbHOCTh PpAOOTHUKOB
B) MH(POPMAITMOHHO-PACUETHBIMH IOKYyMEHTaMU
r) cnenupuIecKUMH TOKyMEHTaMU

3. UrtoroBas 3anuch K HOMEHKJIATYPE JeJ CONEPKUT HHPOPMAITUIO:
a) 00 00IIeM KOJTUYECTBE 3aBEACHHBIX JICIT
0) 0 MOBPEXKJICHHBIX MPU XPAHEHUHU JEJIax
B) O caue Jell Ha apXUBHOE XpaHEHUE
I') O He3aBEICHHBIX JeNax

4. YKaxuTe JOKYMEHT, KOTOPBIA MpPeabsIBIsIeTCS paOOTHUKOM MpPHU 3aKIIOUYEHUH TPYIOBOTO
JIOTOBOPA 10 OCHOBHOMY MECTY pa0OThI M XpAaHUTCS y paboToaaTeNs B TECYEHHE BCETO MEpPHoa
paboThI 0 €ro yBOJbHEHHUS:
a) TpyI0Basi KHUXKKA
0) macropt rpaknanuaa PO
B) CHUJIC
r) UTHH

5. CtpykTypa ¥ IITaTHAsI YUCICHHOCTh OPraHU3allii UMEIOT B COJEPIKATEIBHOMN YacTH rpadsl:
a) HAMMEHOBAHUE CTPYKTYPHBIX MOAPA3/ICICHHUN U JOKHOCTEH
0) mTaTHas YMCICHHOCTh
B) MECTO PACIIOJIOKEHUS OpraHU3aIuu
') HET BEPHOTO BapHaHTa OTBETA

6. IIpaBuna BeqeHUs W 3aMOJTHEHHS TPYAOBBIX KHIKEK Ha MPEANPUITUU yCTaHABIMBAIOTCS
CJIeIyIOIIMM HOPMATHUBHBIM TIOKyMEHTOM:
a) I[TocranoBnenuem Muntpyna P® ot 10 oktsa6ps 2003 r. Ne 69 «O6 yTBep)AeHUH
WHCTpyKLINY 1O 3aMOTHEHHUIO TPYIOBBIX KHUKEK)
0) @enepanbHbIM 3aKOHOM «O MEpCOHANBHBIX AaHHBIX» OT 27.07.2006 No152-D3
B) [loctanoBnenuem I'ockomctata PD ot 5 sauBapsa 2004 r. Nel «O06 yTBep)aeHUU
YHUPUIIUPOBAHHBIX (JOPM MEPBUYHON YUETHOM TOKyMEHTAILIUU IO YUETy TPYJia M €0 OILUIaThD)
r) [Ipuka3 Poctpyna ot 24.12.2009 Ne331 (pen. ot 05.02.2010) «O6 yTBepkA€HHH TUIIOBBIX
(bopM JOKYMEHTOB»

7. I'paduk ormyckos (popma Ne T-7) B TaOMUYHOMN YacTU COAEPKUT Tpadbl:
a) TabeNbHBIN HOMED
0) bamunmsi, UMs, OTYECTBO
B) JIOJDKHOCTB; MECSIIBI 111 (UKCHUPOBAHUS TPOJOJKUTEIBHOCTH OTITYCKA U U3MEHEHUN aThl
yX0Ja B OTIYCK U BbIX0/1a Ha paboTy
I') OCHOBaHHE U3MEHEHUS AaThl yX0/a B OTIYCK M BBIXOJa Ha paboTy

8. YkaxkuTe BEpHYIO 3alKCh JaThl B TPYJIOBOM KHIDKKE, €ClTi paOOTHUK MPUHUMAaETCA Ha paboTy
15 anpens 2019 ropa:
a) 15 amnp. ‘19
0) 15.04.19
B) 15 ampens 2019
r) 15.04.2019

9. K nmoxymeHTaMm Mo TUYHOMY COCTaBY HE OTHOCST:
a) TpyIOBBIE JOTOBOPHI, 3aKIIOUYEHHBIE MEX Ty paboTonareneM u paboOTHUKOM
0) mpuKasbl 0 IpueMe, MepeBo/ie Ha APYTYIO padoTy, YBOJIbHEHUU
B) TPY/AOBbIE KHIDKKHU
I') aTTECTAllMOHHBIE JIUCTHI COTPYAHUKOB

10. B yaudunupoanHoi ¢hopme nuuHoM kapTouku padotHuka (Ne T-2) HeT cnenyromeii rpadbr:
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1.

12.

13.

14.

15.

16.

17.

18.

19.

20.

a) COCTaB CEMbH

0) 3HaHNE MHOCTPAHHOTO SI3bIKA

B) MECTO POXKICHUS

') HAIIMOHAJILHOCTh

PekBu3UT «Ha3BaHKE BUJIA JOKYMEHTa» HE CTABUTCS:

a) Ha JIOKJIAJTHOM 3aIricKe

0) Ha yKa3aHUHU

B) Ha ITUCHME

') Ha MPEeJICTaBICHUN

JlnuHble nena, TMYHBIE KAPTOUKHU COTPYIHUKOB UMEIOT CPOK XPaHEHUS:

a) 3 roma

6) 10 mer

B) 75 net

T') TOCTOSTHHBII

AKTBI O BBIICTICHUH JIe]1 K YHUUTOKEHHUIO UMEIOT CPOK XPaHEHHUS:

a) 3 roma

6) 10 mer

B) 75 net

T') TOCTOSTHHBII

JInunble nena opopMIISIOTCS Ha BCEX COTPYIHUKOB:

a) 6e3 UCKITIOUCHUS

0) KpoMe BOEHHBIX PAaOOTHUKOB

B) KpOME BPEMEHHBIX PAaOOTHUKOB, pa00YMX W MJIQIIETO OOCITYKHBAIOIIETO TIEpCOHaa

') HET BEPHOI'0 BapHaHTa OTBETa

ApXUB OpraHW3aldi B COOTBETCTBUHU C MOJOXEHHEM O HEM KOMIUIEKTYeTCS AellaMHU
JOJITOBPEMEHHOTO XPaHEHUSI:

a) ceeimre 10 met

0) cBbIle 7 €T

B) CBBIIIE 9 €T

r) cBBImIE 15 meT

Onuch Aen CTpyKTypHOTO MoApa3aeseHUs] MOAMUCHIBAETCS COCTABUTENEM C YKa3aHHEM €ro
JOJIKHOCTHU M YTBEPKIACeTCSI:

a) CIeIUaTN3UPOBAHHON HHCTICKIIUEH

0) pyKOBOJMTEIEM CTPYKTYPHOTO MTOAPa3IeICHUS

B) 3aMECTHUTENIEM PYKOBOAUTENS CTPYKTYPHOTO MOIpa3/iesIeHus

') HET BEPHOI'0 BapHaHTa OTBETa

Cpok XxpaHeHHUs AOKYMEHTHOH HMHGOpManMu Ha KOMIBIOTEPHBIX HOCHUTENSIX JaHHBIX
ompezensiercss Ha OOLIMX OCHOBAHUAX IO COOTBETCTBYIOLIUM CTaThbsM nepeuneil. [IpaBuia
PocapxuBa omnpenensior, 4To JOKYMEHT JOKEH XPaHUThCS:

a) B DJICKTPOHHOM BapHaHTe

0) B OyMa)XHOM BapHaHTE

B) HAa TOM HOcUTeJie HH(OpPMAIUU, HA KOTOPOM OH OBLIT CO3/1aH

') BEpHBIC BApUAHTHI OTBETOB a) U 0)

ApXHUBHBIE TOKYMEHTHI, U3bATHIE B KAUECTBE BEILIECTBEHHBIX JOKA3aTEIbCTB B COOTBETCTBUU C
3aKOHOJIAaTEeNLCTBOM PD:

a) MpUHaAeXaT COOCTBEHHUKY WX BJIa/I€IbIly apXUBHBIX JJOKYMEHTOB

0) mpuHAIIeKAT TOCYJAPCTBEHHOMY MY3€H0

B) BO3BpPATY HE MOJJICkKAT

I) IpUHAAJIEKAT OpraHaM, KOTOPbIE U3bSIIN IOKYMEHTbI

Jlnst mpoBeieHrs MPOBEPKU HAJIMYUUS U COCTOSHUS JeJl, HaXOASIIUXCS B IOCTOSTHHOM XpaHEHUH,
OTIpeIeNIeH CPOK:

a) pa3 B 5 neT

0) paz B 10 net

B) pa3 B 7 JIeT

T) pa3 B Tof

3aroJ0BKHU JeJl, BKJIIOUYEHHbIE B I'OJ0BON pa3zies CBOJHOM OMUCH JIe] MOCTOSHHOTO XPaHEHHUS
HYMEpYIOTCS:
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PN R D=

11.
12.
13.

14.

15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

25.

Nk~

a) B BaJIOBOM TIOPSIIKE
0) B cBOOOHOM TOPSIIKE
B) 00a 0TBETa BEpHBIE
T') HET BEPHOT'O OTBETA

9.1.2. IlepedyeHb BONPOCOB /ISl 324€Ta C OLEHKOM

3amaun ¥ QyHKIUH CTyKOBI IEpCOHANA.

[TpaBoBBIE OCHOBBI IOKYyMEHTHPOBAHUS ACATEIBHOCTH CIIY>KOBI TIEpCOHAIA.

Kanposas ciayx0a Kak HAKONUTEIb JOKYMEHTUPOBAHHbBIX IEPCOHANBHBIX JTaHHBIX.

3amTa NepcoHaNbHbIX JaHHBIX paOOTHHKA.

Cuctema KaapoBOH TOKyMEHTAIIHH.

[TpaBuia cocTaBieHUs U YTBEPKICHHS OJaHKOB U (HOPM JTOKYMEHTOB.

OO01wmii coctaB ¥ BUJIBI KaJPOBON JTOKYMEHTAIHH.

JlokanpHbBIE HOPMATHUBHBIE JOKYMEHTBI, PErIaMEHTHUPYIOUIHE ACATEIbHOCTH CIYXKObI
HepcoHaa.

OpraHu3anroHHbIE JOKYMEHTbI, 0COOCHHOCTH U MOPSAA0K UX 0(pOpMIICHHUS.

PacnopsiaurensHble TOKYMEHTBI KaJpOBOM CITy:KObl, 0COOEHHOCTH U MOPAIOK UX 0hOopMIICHUS
yHU(pULIIPOBAaHHBIE (POPMBI, TEKCTOBBIE (HOPMBI, TOPSIOK PETUCTPALIUH U XPAHEHUS).
HHdopMannoHHO-CIIPaBOYHbIE JOKYMEHTbI, 0COOCHHOCTH U MOPSAA0K UX 0(POpPMIICHHUS.
TpynoBast KHWXKKa: BeICHUE, XpaHEHUE, Bblaya PH YBOJIbHEHUU.

TpynoBoii norosop: pazpaboTka GiaHka, cogepkanue, opopMIICHUE MIPH pueMe Ha paboTy, B
Cllydae U3MEHEHUS YCIOBUIL.

[Iponecc JOKyMEHTUPOBAHUS y4eTa U OTYETHOCTHU 1O KaapaM: cTaaus GOpMUPOBAHHS yUETHBIX
MacCCHBOB, CTaaus OOHOBJICHUS, BHECEHUS U3MEHEHHUM M TOMOJHEHUH, CTAIUs COCTABICHHS
OTYETHOCTH, BBIAAYH CIIPABOYHOIN MH(OPMAIIHH.

CocTaB TOKYMEHTOB, HEOOXOJUMBIX JJIsl pELIeHUsl BOMpoca o nmpueme Ha pabory. Konrpoinb
JIOCTOBEPHOCTH MEPCOHATBHBIX JJOKYMEHTOB.

TexHonornueckas 1ernoyka npuemMa rpaxjaaH Ha padory.

TexHonormueckas 1ernoyka JOKyMEHTUPOBaHHS MEPEeBO/ia paOOTHHUKA Ha APYTYIO padoTy.
JlokyMeHTHpOBaHHE MPOLEAYPHI TOOMIPEHHU PaOOTHUKA.

JlokyMeHTHpOBaHHE MPOLEAYPHI IPUMEHEHHS! AUCIUIUIMHAPHOTO B3bICKAHUS TIPU COBEPIICHUN
pabOTHUK.

JlokyMeHTHpOBaHHE MPOLETypPhl IPEJOCTABICHUS PAa3IMYHOIO BU/1a OTITYCKOB.
JlokyMeHTHpOBaHHE MPOLEAypPhl HANPaBJICHUsI PAOOTHUKA B KOMAaH/IUPOBKY.

TexHomornueckas menoyka JOKYMEHTUPOBAHUS MPOIEAYpPbl YBOJbHEHHUS MO MHHUI[MATHBE
paboTHHKA.

TexHomornueckas menoyka JOKYMEHTUPOBAHUS MPOIEAYpPbl YBOJbHEHHUS MO MHHUIIMATHBE
pabGoTtonarers.

[Topsimox odopMiIeHHS KaJpOBBIX €]l COINIACHO HOMEHKJIAType JAell, UX TeKyllee U apXUBHOE
XpaHeHue.

Odopmiienue e ais nepeayu B apXuB OpraHu3aliy.

9.1.3. TembI J1a00paTOPHBIX PadoT

Kommiekcsl kKaapoBOil JOKYMEHTAIMU B OPTaHU3ALNU

Odopmienue npuema Ha paboTy (TPYIOBOM TIOTOBOP)

Cocranienue u 0OpMIICHHE IOTOBOPA O TIOJIHON MaTEepHAIbHOW OTBETCTBEHHOCTH
Odopminenne TeKyImx JOKYMEHTOB 10 KaJpOBOMY yUETy

OdopmieHne T0KyMEHTOB MPU YBOJILHEHUH Pa0OTHUKA

Odopmnenne KaIpoBbIX TOKYMEHTOB Ui MIepeladl B ApXUB U HA YHUUYTOKEHUE

Onpenenenue BUJIOB OTBETCTBEHHOCTH 3a HapyIIEHUs YCTAaHOBJICHHBIX 3aKOHOM TpeOOBaHUMN K
KaJpOBOM TOKYMEHTAILIMKN

9.2. MeToan4yeckne peKOMeH AU

VY4eOHubIil MaTepuan uznaraercs B (Gopme, mpeanoaramplileii caMoCTOATENIbHOE MBIILICHHE
CTYZCHTOB, camooOpa3oBanue. [Ipu 3ToM camocTosTenpHast paboTa CTyA€HTOB UTPAET PEIIAIONIYIO POJIb
B XO/I€ BCETro y4eOHOro mporecca.
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Hauatp uzydeHue quCHHUIUIMHBI HEOOXOIMMO CO 3HAKOMCTBA C paboueil mporpaMMoi, CIUCKOM
y4e0HO-METOJUYECKOTO U MporpaMMHOro odecredeHusi. CamocrosiTenbHas padoTa CTyJeHTa BKIIOYaeT
paboTy ¢ yuyeOHBIMH MaTepuajiaMH, BBIIOJTHEHHE KOHTPOJIbHBIX MEPONPUATHH, MPeayCMOTPEHHBIX
y4€OHBIM TUTAHOM.

B npouecce uzydeHus: TUCUUILIMHBI ISl Ty4YIIETO OCBOEHUS MaTepHaia HeoOX0IUMO PEryJipHO
oOpamaTbCcsi K pEKOMEHAYEeMOW JUTEepaType M MCTOYHUKAM, YKa3aHHBIM B y4eOHBIX MaTepuanax;
MOJIb30BaThCsl yepe3 KaOMHET CTyAeHTa Ha cailte YHuBepcuteTa o0pa3oBaTeIbHBIMU pecypcaMu
ANEKTPOHHO-OMOIMOTEYHON CUCTEMBI, a TAK)Ke 00IIEeTOCTYTHBIMU UHTEPHET-TIOPTAIaMU, COACPKAIIUMHU
HAay4YHO-TIONYJSIPHbIE U CIEIUaJIU3UPOBAHHBIE MaTepHasbl, MOCBSIICHHbIE PAa3JIUYHBIM acHeKTaM

y4eOHON JUCITUIUIMHBI.

[Ipu camMoCTOATEILHOM U3YYEHHUU TEM CIIEAYHTE pEKOMEHIAIHSIM:

— YTEHHE HWJH MPOCMOTP MaTepHualia OCYLIECTBISHTE CO CKOPOCTHIO, NOCTATOYHOM s
WHAUBUAYATbHOTO TOHMMAaHUS M OCBOEHHS MaTepuaja, BbIJIENsisi OCHOBHbIE UJEH; HA OCHOBAHUHU
M3YUYEHHOT'0 COCTaBUThH Te3UChl. OCBOMB MaTepual, MOMbITATbCS COOTHECTH TEOPHUIO C MIPUMEpPAMHU U3

MIPAKTUKU;

— €CIIM B TEKCTE BCTPEUAIOTCS HE3HAKOMbIE UM MAJIO3HAKOMbBIE TEPMHHBI, CIIEYET BBISICHUTH UX
3HaYEHHE JIJIsl TOHUMaHUS JajJbHEHIIero MaTepuarna;

— OCMBICIIMBalTE MPOYUTAHHOE U N3YUEHHOE, OTBEUATE Ha MPEJI0KEHHbBIE BOIIPOCHI.

CtyneHThl MOTYT MOJy4aTh HHAUMBUIyalbHbIE KOHCYIbTAIMH, B T.4. C UCIIOJb30BAaHUEM CPEJICTB

TCJIICKOMMYHHKAIUH.

[To gucuumIMHE MOTYT MPOBOAMTHLCS OMOJHUTEIbHBIC 3aHATHSA, B T.4. B (hopMe BeOMHAPOB.
Pacnimcanue BeOMHApOB | 3anucyu BEeOMHAPOB MyOJMKYIOTCS B DJICKTPOHHOM Kypce / JIEKTPOHHOM

KypHaJIe Mo TUCIUIUIUHE.

9.3. TpeGoBaHusl K OLIEHOYHBIM MaTepPHAJIaM /ISl JIMI ¢ OTPAHUYEHHBIMH BO3MOKHOCTSIMU

3/10POBbsI H HMHBAJINI0B

Jis nun ¢ OrpaHUYEHHBIMH BO3MOXHOCTSMHU 3J0POBbS M MHBAJIHUIOB INPEAYCMOTPEHBI
JIOTIOJTHUTEJIHHBIE OLIEHOYHBIE MaTepHalibl, IEPEeYeHb KOTOPHIX yKa3zaH B Ta0mwie 9.2.

Tabnuma 9.2 — JlomonHUTENbHBIE MaTepHalbl OLICHUBAHUS JUJISL JIUIl C OTPAHUYCHHBIMH
BO3MOKHOCTSIMUA 3JJ0POBbsi 1 WHBAJINJIOB

Kareropuu o6yuaronuxcs

Buapl 7onoMHUTENBEHBIX OLIEHOYHBIX
MaTCpHaIOB

@DOopMbI KOHTPOJISL ¥ OLICHKH
pe3yJabTaToOB 00yUYEHUs

C HapymeHusIMH cIyxa

TecThl, TUCbMEHHBIC
CaMOCTOSITeNIbHBIE PaOOTHI, BOIPOCHI
K 3a4€Ty, KOHTPOJIbHBIE pA0OTHI

[Ipenmy1ieCTBEHHO MMCbMEHHAS
IIPOBEPKA

C HapyHICHUSMU 3pEHUS

CobecenoBaHue 1o BOIpocam K
3a4eTy, OMPOC M0 TEPMHUHAM

[Ipenmy1iecTBEHHO yCTHas
poBepKa (MHAWBUYAJIBHO)

C HapyluIeHUSIMH OIIOPHO-
JIBUTATEIILHOTO arlnapara

Pemenue nucTaHIIMOHHBIX TCCTOB,
KOHTPOJIbHBIC pa6OTBI, IIMCBbMCHHBIC
CaMOCTOATCIIbHBIC pa6OTBI, BOIIPOCHI

K 3a4CTy

HpeI/IMYH_IeCTBeHHO
JUCTAaHIMOHHBIMH MCTOAaMU

C orpaHMyYeHUSIMH TIO
o0IIeMe TUIIMHCKUM
MOKa3aHUSM

TecThl, TUCbMEHHBIC
CaMOCTOSITeNIbHBIE PaOOTHI, BOIPOCHI
K 3a4eTy, KOHTPOJIbHBIE pa0OTHI,
YCTHBIE OTBETHI

IIpeuMy1ieCTBEHHO POBEPKA
METOAaMU, ONIPCACTIAIONIUMUCA
UCXOMS U3 COCTOSIHUS
o0ydaromerocss Ha MOMEHT
IIPOBEPKU

94. MeToanuyecKkue PEKOMEHAAIHUHA 110 OMCHOYHBIM MaTepHaJdaM IJd JUIl ¢ OrPAaHUYCHHBIMHA

BO3MOKHOCTSIMM 310POBbSA 1 HHBAJIMI0B

Jns nun ¢ orpaHUYEHHBIMH BO3MOXKHOCTSIMU 3J0POBbSI U MHBAJIUJIOB MpPEayCMaTPUBACTCS
noctymnHas popma MpeaoCTaBICHHS 3a/IaHUi OIIEHOYHBIX CPEJICTB, & HMCHHO:

— B mieuaTHou hopme;

— B II€YaTHOW (hOpMe C yBETUUYEHHBIM IIPHPTOM;
— B (popMe 2IIEKTPOHHOTO TOKYMEHTA,
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— METOJIOM YTEHUS aCCUCTCHTOM 3aJJaHHs BCITYX;

— MPeIOCTaBICHHE 3aaHNUsl C UCIIOJIB30BAHUEM CYPIOTIEPEBO/IA.

Jlumam ¢ orpaHUYEHHBIMH BO3MOXXHOCTSIMHU 3[I0POBbSl M MHBAIUIAM yBEIMYHBACTCS BpEeMs HA
MOATOTOBKY OTBETOB Ha KOHTPOJIBHBIE BOMPOCHL. [[s Takux oOydarommXcs MpeaycMaTpUBaeTCs
nocTymHas popMa npeoCTaBICHHs OTBETOB HA 3aJJaHHs, 2 UMEHHO:

— MUCBMEHHO Ha Oymare;

— HabOp OTBETOB Ha KOMIIBIOTEPE;

— HabOp OTBETOB C UCIOJIH30BAHNEM YCIIYT aCCHCTEHTA;

— MPEJICTaBIEHUE OTBETOB YCTHO.

[Ipouenypa omeHUBAHHUS PE3yIbTATOB OOYYECHHUsS JUIl C OTPAaHUUYCHHBIMU BO3MOXXHOCTSIMHU
3I0pPOBbSI U MHBAIUIOB 10 JUCIUILIMHE TPEIyCMAaTPUBACT MPEAOCTaBlIeHnEe HHPOopManuu B GopMax,
a/IalITUPOBAHHBIX K OTPAaHUYEHHSIM UX 3I0POBbsI U BOCIIPHATHSI HHPOpPMAITUH:

Jst U ¢ HapylIeHUsIMU 3PeHu:

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA,

— B IIeYaTHOUW popMe yBEITUUCHHBIM HIPUPTOM.

J st U ¢ HApYIIeHUsIMU cJIyXa:

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA,

— B IIe4aTHOU (opme.

J st U1 ¢ HApYLIEeHHUsIMU OTIOPHO-IBUTaTeIbHOI0 anmapara:

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA,

— B IIeYaTHOU (opme.

[Ipn HEOOXOMMMOCTH IS JUIl C OTPAHHUYCHHBIMU BO3MOXXHOCTSIMH 3J0POBbSI U MHBAJIHJIOB
mpoIielypa OIEHUBAHUS PE3yJIbTaTOB 00yUEHHSI MOKET MPOBOAUTHCS B HECKOJIBKO 3TaIIOB.
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