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1. MACIIOPT IMPOT'PAMMBI YUEBHOM JUCIHUILIVHBI
1OKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS»

1.1 O6J1acTh IPUMEHEHHUSsI IPOTPaAMMbI
[Tporpamma y4eOHON IUCHMIUIMHBL «J{OKyMEHTAIlMOHHOE OOecreueHHe YIpPaBICHUS
ABJISICTCS YacThI0O OCHOBHOH IpodecCHOHaIbHON 00pa30BaTebHON IPOrpaMMbl B COOTBETCTBUU
¢ ®T'OC no cnennansHoctu CIIO 38.02.01 DxoHOMUKA U OyXTanTEPCKHUi yueT (110 OTPaCIIsIM).
[Tporpamma yueOHOM JUCIUIUITMHBI MOKET OBITH HCIIOJIb30BAHA:

- B JIONOJIHUTEIFHOM TPOQECCHOHATBHOM O0pa3oBaHuH (B MpPOrpaMMax IOBBIIICHUS
KBATH(UKAIIMK U TIEPETIOATOTOBKH )

1.2 MecTo AUCHMILUIMHBI B CTPYKTYpe NMPOrpaMMbl MOATOTOBKHM CIELHHAJHCTOB
Cpe/IHero 3BeHa:

JucuunnuHa «/lokyMeHTalmoHHoe o0ecreueHne ynpaBieHus» SBISIETCS AUCHUTITMHON
obmernpogeccuoHaIbHOTO LUKJIa poQeCCUOHATBHON MOATOTOBKHU OCHOBHOM
npodeccuoHansHOM 00pa3oBarenbHOUW MporpaMmbl B cooTBercTBUU ¢ OI'OC CIIO mno
cnernuanbHOCTH 38.02.01 DKOHOMUKA M OyXTaNTEePCKUi yUeT (TI0 OTPacisim).

1.3. Hemn um 3amaum y4eOHOM JMCHMILIMHBI - Tpe0OBaHMSA K pe3yJbTaTam
OCBOEHHS THCIMIIIMHBI:

LlenssMu  OCBOEHHUSI JUCHUIUIMHBI «JlOKyMEHTAaIIMOHHOE OO0ECTeYeHrne YIpPaBICHUS
SBIISTFOTCSL:

— Ilony4yeHne cHUCTEMAaTU3UPOBAHHBIX 3HAHUH IO JOKYMEHTAIIMOHHOMY OOECIeUYeHUIO
yIpaBJICHHUS,

— 3Hanue 3akoHopaarenbcTBa Poccuiickoit ®denepannu, perylupyromero JaHHylo chepy,
CYIIHOCTH U COZAEP)KaHUS MOHATHH JJOKYMEHTAI[HOHHOTO 00eCTIeYeHNs yIpaBJIeHUS,
VYuebnass nucuumuiiHa —«JlokymMeHTalmoHHOE OO€cIeueHue yIpaBlICHUs» oOecrnedynBaeT
¢dopmupoBaHne MPOPECCHOHANBHBIX U OOIIMX KOMIIETEHIMH MO BCEM BHJAM JIESTENbHOCTH
®OI'OC CIIO mno cnenuansHocty 38.02.01 DxoHOMUKA U OyXranTepcKUi ydeT (10 OTpaciisaM).
Ocoboe 3HaueHHe AUCIUILTUHA UMeeT npu popmupoBanuu 1 passutuun OK 01; OK 02; OK 03;
OK 04; OK 05; OK 06; OK 9; TIK 1.1.

OK 01. BeiOupate cnocoObl pemeHus 3afady NpodecCHOHATBHOM AEATENbHOCTH
MPUMEHUTEIBHO K Pa3IMUHbIM KOHTEKCTaM;

OK 02. Hcrnonb3oBaTb COBPEMEHHBIE CPEICTBAa IIOWUCKA, aHAIW3a W HHTEPIpPETALUU
uH(popMaluu, 1 UH()OPMALIMOHHBIE TEXHOJOTUU JUIS BBIMOJIHEHUS 3a7ad NMpoQeccHOHAIbHON
JESATEILHOCTH;

OK 03. IlnanupoBarh U peaqn30BbIBATH COOCTBEHHOE MPO(ECCHOHAIBHOE U JTUUYHOCTHOE
pasBUTHE, NPEANPUHUMATEIBCKYIO JEATEIHOCTh B MPOQECCHOHAIBHON cdepe, MCIOoIb30BaTh
3HaHUA N0 (PUHAHCOBOM IPaMOTHOCTH B PA3JIMYHBIX KU3HEHHBIX CUTYaIUX;

OK 04. 3¢ddexTnBHO B3aMOEHCTBOBATh U Pa0OTATh B KOJUIEKTUBE U KOMAH/IE;

OK 05. OcyniecTBiasiTh yCTHYHO M NHCBbMEHHYK) KOMMYHHUKAIIMIO Ha TIOCYAapCTBEHHOM
s3bike  Poccuiickoit ®enepannu ¢ y4yeToM OCOOCHHOCTEH COIMABHOIO M KYJIBTYPHOTO
KOHTEKCTa;

OK 06. [IlposBiATh TIpaKAAaHCKO-NATPUOTUYECKYIO IO3MIHI0, JIEMOHCTPUPOBATH
OCO3HAHHOE TOBEJIEHUE HAa OCHOBE TPAIUIIMOHHBIX 00IIeYeIOBEYECKUX LIEHHOCTEH, B TOM YHCIIe
C Y4eTOM TrapMOHHU3ALMM MEXKHALMOHAJIBHBIX M MEXPEIUTHO3HBIX OTHOLIEHUM, NPUMEHSITH
CTaHJApPThl aHTUKOPPYILIMOHHOTO [TOBEICHMS;

OK 09. Ilonp3oBarbesi mpoecCHOHANBHOW JOKYMEHTAllMeld Ha TOCYIapCTBEHHOM U
MHOCTPAHHOM SI3bIKAX.



I1K 1.1. O6pabaTsiBaTh NEPBUYHBIE OyXTanTepPCKUe JOKYMEHTHI.

B pe3ynbrate ocBoeHUs yueOHON AUCHUILIMHBI 00Y4atOLUics JOIKEH YMETh:
- pacmo3HaBaTh 3aJa4y H/WIK IPoOJieMy B MPOPECCHOHATHHOM W/WUIH COIMAIIBHOM KOHTEKCTE;
aHaAJIM3UPOBaTh 33/a4y W/WIKM MPOOJIeMy U BBIIEIATH €€ COCTAaBHbIC YAaCTH; ONPENENATh dTallbl
pelIeHns 3a7aui; BBIBIATE U dPPEKTUBHO UCKATh WH(POPMAIHIO, HEOOXOIUMYIO IS PELICHUS
3a7jauu U/UIH IPO0JIEMBbl; COCTABUTD IUIAaH JAEHCTBHSL; OIPEAEIUTh HEOOX0AUMBIE PECYPCHI;
- BJAJETh AaKTyaJbHBIMH METOJaMH pPa0OThI B TNPO(PECCHOHATBHON W CMEXHBIX cdepax;
peaan30BaTh COCTABJICHHBIM IUIAH; OLEHMBATH PE3YJbTAaT U IOCIEICTBHSI CBOMX JAEHCTBHUM
(caMOCTOSATENBHO HITH C IOMOIIBIO HACTABHUKA);
- OmpeAenATbh 3aJaud Ul IOMCKa HH(OpManuM; ONpEeNensiTh HEOOXOJUMbIE HCTOUYHUKU
uHpOpMaLK; MJIAHUPOBATh IMPOIECC MOMCKA; CTPYKTYPHPOBATH IMOJIydaeMylo HH(opMaIuio;
BBIJICJIATh HanboJiee 3HaUUMOe B IepeuHe MHPOPMALIMK; OLIEHUBATh MPAKTHUECKYI0 3HAUUMOCTh
pe3yIbTAaTOB MOKCKA; OPOPMIISATH PE3yIbTAThI IOUCKA;
- OIpeNeNiTh AaKTyalbHOCTb HOPMAaTHBHO-NPaBOBOM JOKyMEHTalUH B MHpoecCHOHATbHON
NEeSITEIbHOCTH; TPHUMEHSATh COBPEMEHHYIO HAaydyHYI0 TPO(EecCHOHAIBHYIO TEPMHHOJIOTHUIO;
OIIpeNeNATh U BBICTPAUBAaTh TPAEKTOPUH NMPO(ECCHOHAIBHOTO Pa3BUTHUS U CaMOOOpPa30BaHHUS;
- OpraHu30BBIBaTh pabOTy KOJUIEKTHBA M KOMAaH[bI, B3aUMOJCHCTBOBATh C KOJUICTaMH,
PYKOBOJICTBOM, KJIINEHTAMHU B X0/1€ IPOPECCHOHATBHON IeSATEIbHOCTH;
- TPaMOTHO H3JIaraTh CBOM MBICIU M O(OPMIIATH JOKYMEHTHI 1O MPO(ECCHOHATFHON TeMaTHKe
Ha rocyJ1apCTBEHHOM SI3bIKE, IPOSIBIIATH TOJIEPAHTHOCTh B pab0YeM KOJIJIEKTHBE;
- NPUMEHATh CPEACTBa HMH(OPMAIMOHHBIX TEXHOJOTUH I pemeHus NpodhecCHOoHAIbBHBIX
3ajiay; MCI0JIb30BaTh COBPEMEHHOE NIPOrpaMMHOE 00eCIIeYeHNUE;
- TOHMMAaTh OONIMI CMBICT YETKO NPOM3HECEHHBIX BBICKA3BIBAHMN HA W3BECTHBIC TEMBI
(mpodeccroHaIbHbIC W OBITOBBIE), TTOHMMAaTh TEKCTHI Ha 0a30BbIe MPO(ECCHOHATLHBIC TEMBI;
y4acTBOBAaTh B JHMAJIOrax Ha 3HAKOMBIE O0IIME M MPO(EeCcCHOHANBHBIE TEMBI; CTPOUTH MPOCTHIE
BBICKa3bIBaHUS O cebe M 0 CBOeW Mpo(hecCHOHAIBHOM NesATeNbHOCTH; KPaTKo 00OCHOBBIBATh U
OOBSACHUTH CBOM AECUCTBUS (TEKYIIHE M IUIAHUPYEMBIE); MHUCAaTh MPOCTbIE CBS3HBIE COOOIICHUS
Ha 3HaKOMbIE WJIM MHTEPECYIoIUe NPo(ecCHOHANbHbIE TEMBI;
- TMPUHUMATH MPOU3BOJILHBIC MEPBUYHBIE OYXTalTepCKHE TOKYMEHTHI, pacCMaTpPHBAaeMbIe Kak
NUCbMEHHOE JIOKa3aTeNIbCTBO COBEPIICHUS XO3AHCTBEHHOM omepalMu WIM TOJy4YeHue
pa3peuieHns Ha ee POBEJICHHE;
- IPUHUMATh MEPBUYHbIE OyXrajaTepckue JOKYMEHThl Ha OyMa)XHOM HoOcuTelle U (M) B BHJIE
AIIEKTPOHHOTO JIOKYMEHTa, TOJIMHCAHHOTO JJIEKTPOHHOH TIOANMCHIO; TPOBEPSITh HAINYHE B
IPOM3BOJILHBIX MEPBUUHBIX OYXTaITEPCKUX TOKYMEHTaxX 00s13aTeNbHBIX PEKBU3UTOB; MPOBOANTH
(dopMabHYyI0 TPOBEPKY TOKYMEHTOB, MPOBEPKY IO CYIIECTBY, apHU(PMETHUYECKYIO IPOBEPKY;
IPOBOJUTH TPYINIUPOBKY HNEPBUYHBIX OYXralTepCKUX JIOKYMEHTOB 10 psily IPHU3HAKOB;
NPOBOIUTh  TAaKCUPOBKY W  KOHTHPOBKY TMEPBHYHBIX  OYXTalTEPCKUX  JOKYMEHTOB;
OpPraHU30BBIBATh JOKYMEHTOOOOPOT; pa3doupaTbcs B HOMEHKJIAType Je; 3aHOCUTh JaHHBIE 110
CTPYIIIUPOBAHHBIM JTOKYMEHTaM B PETUCTPBI OYXTaITEPCKOTO y4eTa; MepeaaBaTh MEepBHYHBIC
OyxrajiTepckue JJOKYMEHThl B TEKYHIMH OyXraiarepckuil apxuB; IepelaBaTh IEpPBUYHBIC
OyxrainTepckue TOKYMEHTHl B TIOCTOSHHBIA apXWB TI0 HCTEUYEHUH YCTAaHOBJICHHOTO CpOKa
XPaHEHUS; UCIPABJIATH OMIMOKH B IEPBUYHBIX OyXTaJTepCKUX JJOKYMEHTaX;

B pesynbpTaTe ocBoeHHS y4eOHOW MUCIUIUIMHBI O0YJArOIITUICS JOJKEH 3HATh:
- aKTyaJbHbII MPO(eCCHOHANBHBIA U COLMANBHBIA KOHTEKCT, B KOTOPOM MPHUXOIUTCS paboTaTh
U KUTh, OCHOBHBIE MCTOYHWUKM HH(OPMAIMH M PECypCHl IS pEIICHUs 3a1a4 ¥ 1podieM B
npo¢eCCHOHATHLHOM H/MITH COIIMATIbHOM KOHTEKCTE;
- QJITOPUTMBI BBIIIOJIHEHUS pa0OT B MPOPECCHOHATBHON M CMEXHBIX 00JacCTAX; METOABI paOOTHI
B MpO(eCcCHOHAILHOW U CMEXHBIX c(epax; CTPYKTypy IUIaHa I pelieHHs 3a7ad; MOpsI0K
OLIEHKHU PE3yJIbTAaTOB PELICHNUs 3a1a4 NPo(heCcCHOHAIBHON AeITeNbHOCTH;
- HOMEHKJaTypa HWH(POPMALMOHHBIX MCTOYHMKOB IPUMEHSIEMbIX B HpOopeCcCHOHATHLHON
NESITeIbHOCTH; NMPHEMbI CTPYKTYpHUpOBaHUsA HMH(popMauuu; GopMar opOpMIIEHUS PE3yJIbTAaTOB
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NOUCKa UHPOPMALIUY;

- coJep)KaHHE aKTyallbHOMl HOPMAaTHBHO-IIPABOBOM TOKYMEHTALIUU; COBpPEMEHHas Hay4yHas U
npodeccuoHagbHass TEPMUHOJIOTHS; BO3MOXKHBIE TPACKTOPUU NMPO(PECCHOHANBHOTO PAa3BUTUS U
camMo00pazoBaHus;

- TICHXOJIOTHYECKHE OCHOBBI JCSITEIBHOCTH KOJUIEKTHBA, IICHUXOJOIMYECKHE OCOOEHHOCTH
JIMYHOCTH; OCHOBBI IPOEKTHOM J1eATEIbHOCTH;

- 0COOCHHOCTH COLIMAIBHOTO M KYJIBTYPHOTO KOHTEKCTA; MpaBmiia 0POpPMIICHUS TOKYMEHTOB U
MOCTPOCHHUS YCTHBIX COOOIIECHUI;

- COBpPEMEHHBIE CpPEJCTBAa W YCTpOWcTBa HMH(POPMATU3AIMUH, MOPAIOK HX MPUMEHEHHS U
porpaMMHoOe obecriedyeHue B MPOPeCCUOHATBHON AESITETbHOCTH;

- MpaBWJa MOCTPOCHHS TMPOCTHIX M CIOXKHBIX TMPEAJIOKEHUH Ha TPOPecCHOHATBHBIC TEMBI;
OCHOBHBIE OOIIEYMOTPEOUTENbHBIC TJarojbl (ObITOBAaE W MpodecCHOHAIbHAS JIEKCHKA);
JCKCHYECKUH MHHMMYM, OTHOCSIIMHCS K OIMCAHHIO TIPEJAMETOB, CPEICTB U IPOIECCOB
npoecCHOHANBHOM AESITENbHOCTH; OCOOCHHOCTH MPOU3HOIICHHUS;, MpaBUia YTCHHS TEKCTOB
poeCCHOHAILHON HAIIPaBICHHOCTH,

- o0mme TpeboBaHMsS K OyXraarepckoMy yueTy B 4YacTH JOKYMEHTHUPOBAaHUSA BCeEX
XO3SCTBEHHBIX JACUCTBUN W ONEpalui; MOHSITHE MEPBUYHON OyXTainTepCKON JOKYMEHTalluu;
ompefieNieHue TMEePBUYHBIX OYXTaNTepCKUX JIOKYMEHTOB; (OPMbI MEPBUYHBIX OYXTaldTepCKUX
JOKYMEHTOB, COZEpKAINX O00s3aTelbHBIE PEKBU3UTHI IEPBHUYHOTO YUYETHOTO JOKYMEHTA;
MOPSAOK TPOBENCHUS TMPOBEPKU MEPBUYHBIX OYXTaldTepCKUX JIOKYMEHTOB, (opmalibHOI
NPOBEPKH JOKYMEHTOB, MPOBEPKH IO CYIIECTBY, apHU(PMETUUYECKOH NPOBEPKH; MPUHIMIIEI U
NpU3HAKWA TPYNINHPOBKUA MEPBUYHBIX OYXTalTEepPCKUX TOKYMEHTOB; MOPSAIOK IPOBEICHUS
TAKCUPOBKM M KOHTHPOBKH TEPBUYHBIX OyXTaJITEPCKUX IOKYMEHTOB; IMOPSIOK COCTaBJICHUS
PErucTpOB OyXTalTEpPCKOro YdYeTa; MpaBuja M CPOKM XPaHEHHUs IMEPBUUYHON OyXraiaTepckoit
JOKYMEHTAIUH.

1.4. PexoMeHayeMoe KOJIMYECTBO YACOB HA OCBOEHHE MPOrpaMMbl Y4eOHO# THCIUTIIIMHBI:
MaKCHUMaJbHON y4eOHOI Harpy3ku oOyyaromerocst 48 yaca, B TOM 4ucle:

00s13aTeNbHON ayJTUTOPHOM yueOHOM Harpy3ku ooydatomnierocs 48 4acos;

CaMOCTOSTeNbHON paboThl oOyyatorerocs 0 4acos.



2. CTPYKTYPA ¥ COJAEP)KAHUE YUYEBHOW JUCIIUILINHBI

2.1.00beM yueOHOM AMCUMIIMHBI M BUABI Y4eOHOI padoThl

Bua yuyeOHo# padoThI

Oovem uacoe

MaxkcumanbHasi yueOHasi Harpy3ka (Bcero) 48
O0si3aTe/IbHASI AYTUTOPHAS YUeOHAs1 HArpy3Ka (BCero) 48
B TOM YHCIJIE:

JeKuu (ypoku) 28
nabopaTopHbIE PaOOTHI

MIPAKTUYECKHE 3aHATUS 20

KOHTPOJIbHBIE paOOTHI

KypcoBas pabota (mpoexr) (eciu npedycmompero)

CamocrosiTesibHas paboTa o0yuyaruierocs (Bcero)

B TOM YHCJIC:

CamocTtosTenbHas paboTa Hag KypcoBod paboToil  (MPOEKTOM) (eciau
npeoycMOmpeHo)

- HU3Yy4YCHHC TCOPCTUUYCCKOro wMarcpuaiaa, IOAIOTOBKAa K MPAKTUYCCKUM
3aHATHUAM,

- IOJITOTOBKA pedeparos, TOKIAI0B Ha 3aJaHHYIO TEMY

Hmozosas ammecmayusn ¢ hopme oughghepenyuposannozo 3auema - 1 cem




2.2. TemaTn4yecKkMil IJIAH U coJepkaHMe YUeOHOW TUCUMIIMHBI «/loKyMeHTallmOHHOoe o0ecnieyeHne YIPaBJIeHUs»

HaumenoBanue Coaeprxanue yueOHOro Mmarepuasia u GopMbl OPraHM3aNMH 1eSITeIbHOCTH 00y4A0IINXCS O0vem | YpoBeHb
pa3/esioB U TeM B OCBOCHHA
yacax
1 2 3 4
Tema 1. Conep:kanue y4eOHOIro MaTepuaa 1
Beenenue. 1.3HaueHue u cojepkaHHWE IUCLUIUIMHBL «J{OKyMEHTalMOHHOE o0ecneueHre YIpaBICHUS.
JdoKyMeHT U | [IoHsAiTHE TEPMUHOB «IOKYMEHT», «IOKYMEHTHPOBAHHUE», «IOKYMEHTALIMOHHOE OOecreueHue )
cucTemMa yIpaBiieHUs». Y HU(UKALUSA U CTaHIApTU3ALUH YIIPABICHYECKUX TOKYMEHTOB.
AOKYMEHTALUH
Tema 2. Coaeprxanue yueOHOro MaTepuaJa 1,2
Opranu3zannoHHo- 1. OpranuzanuoHHBIE JIOKYMEHTBI — YyCTaB, YYpEAWUTENIbHBIE JIOTOBOP, IIOJOXKEHUE.
pacnopaauTeabHble | PacropsiuTenbHble JOKYMEHThl — MpPUKa3, PaclopsKeHUe, yKazaHue, IOCTaHOBJIEHUE, PEIIEHUE,
AOKYMEHTBI WHCTPYKUUSA, TPOTOKOJ. 2
2. CrpaBo4HO-MH(OPMAIIMOHHBIE ~ TOKYMEHTBI:  CIIy)KeOHas 3amucKka, OOBSICHHUTEIbHAS
3aIlMCKa, aKT, CIIPaBKa, CIyKeOHbIE MHChMa
B Tom yunciie, NpakTHYeCKHX 3aHATHIL U J1a00PATOPHBIX padoT 4
IIpakTnyeckas padora Nel. Opranu3aiiMOHHO-PAaCIOPSAAUTENbHbBIE JOKYMEHTBI
Tema 3. 1,2
Kaapopast Coaepixanue yueOHOro MaTepuaJa
JOKYMEHTALHSI 1.JlokyMeHTUpOBaHHE TPYJIOBBIX MpaBoOTHOUEHUH. CocTaB M OCOOEHHOCTH O(OPMIIEHUS
JOKYMCHTOB 110 JUYHOMY COCTaBY. 10
2.KommuiekroBanue nu4Horo nena. Aproouorpadus. Pestome. 3asBienue o mpueme Ha paboTy.
[Tpukaspl 1O TMYHOMY COCTaBY.
B ToM ynciie, NIpaKTHYECKUX 3AHATHI U JIa00PATOPHBIX padoT
IpakTuyeckasi padora Ne2. OpopmieHne TOKYMEHTOB 10 JUIHOMY COCTaBY. 8

IIpakTunyeckas padora Ne 3. OdopmiieHHe CIPABOK, TOKJIATHON U CIIY)K€OHOH 3alMCKHU, aKTa.

IIpakTnuyeckas padora Ne 4. OdopmiieHre TPyI0BOTO JOrOBOpa, MpHKa3a o MpuemMe Ha paboTy,
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odopMmIIeHHE TPYIOBOI KHUKKH.

Tema 4. Coaeprxanue yueOHOIro MaTepuaJa 1,2
JorosopHo- 1.ITonsiTust noroBopa. Buabl 10roBopoB.
npaBoBas 2.IlpaBuna opopmiieHUS MPETCH3UOHHBIX MUceM. DOPMYIIsip UCKOBOTO 3asBICHHS, TpeOOBaHUS K | 6
AOKYMEHTAalusl ero o(opMIICHUIO
B ToM 4unciie, NTpaKTHYEeCKUX 3aHATHIL U JJa00PATOPHBIX padoT 4
IIpakTnuyeckoe 3axanue Ne 5. OpopmiieHrEe AETOBBIX TUCEM, 1I0TOBOPOB, IPOTOKOJIOB
Pa3HOIIACHM, NMPETEH3HMU.
Tema S. Coaeprxanue yueOHOro MaTepuaa 1,2
HonsiTne 1.CocraB u y4er o0beMa JOKyMEHTOOOOpOTa mpeanpuaruii. Oprann3anus paboThl ¢ BXOJSIICH,
JIOKYMEHTO0000POTa, | yicxosmeii H BHYTPEHHEH JOKyMEHTAIHeIH 4
perucrpanus 2. ba3pl maHHBIX Jig XpaHEHUs NOKyMEHTOB. Paborta ¢ 3ampocamu. PaGoTa ¢ 31neKTpOHHBIMHU
AOKYMCHTOB JIOKYMEHTaMHU.
Tema 6. Coaep:xanue y4eOHOIro MaTepHuaJia 1,2
Opranuszanus 1. Homenkunarypa aen. IHauBuyanbHble, CBOIHbIE, IPUMEPHBIE U TUIIOBbIE HOMEHKJIATYPBI JEJI.
onepaTuBHOIO u | 2.IToaroToBka W MOPSIOK IEpeiavd el B apXHB. 3aKOHOJATENbHBIC aKThl M HOpMAaTHBHO- | 4
apXUBHOI'O METOJINYECKUE IOKYMEHTBI IO aPXUBHOMY XPAaHEHHUIO JOKYMEHTOB.
XpaHeHus
JOKYMEHTOB B ToM 4nciie, MPaKTH4YeCKUX 3aHATHH M J1a00PATOPHBIX padoT 4
IpakTuyeckoe 3axanue Ne 6. OpopmieHre akTOB YHUUTOXXEHHUS JJOKYMEHTOB, aKTOB Mepeadn
JIEJl B apXUB.
IIpome:xxyTouHasi aTTEeCTALMA
Bceero: 48




3. YCJIOBUSA PEAJIM3AIIMA YYEFHOU JUCITATLIAHBI

3.1. TpeGoBaHusi K MUHUMAJIbHOMY MAaTePHAJIbLHO-TEXHHYECKOMY 00ecnedYeHHuIo.

Peamuzarust  yuyeOHOM  OUCHUIUIMHBI — TpeOyeT Haauums  ydeOHOro kaOuHera
«/loxymeHTallMOHHOE oOOecreueHue yrpaBieHUs» (A8 NPOBEACHMS 3aHATHM TIPYNIOBBIX U
WHAUBUAYAIbHBIX KOHCYJIbTAl[Mii, TEKYIIEro KOHTPOJS M MPOMEXKYTOYHOW aTTecTalluu)
000py0BaHa MYJIbTUMEAUNHBIM KOMILIEKCOM.

Ayn. Ne 33 yyeOGHast ayauTOpusi JOKYMEHTAIMOHHOTO OOECICUeHUs yMHpaBieHUs (A7
IPOBEJCHUS 3aHATHI JICKUMOHHOTO THUMA M 3aHATUA CEMHHApCKOrO THIMA, KypCOBOTO
NPOCKTHPOBAHUS  (BBIMOJIHEHUS  KYPCOBBIX  PabOT) TPYINIOBBIX M WHAWBHUIYAIbHBIX
KOHCYJIbTAIlMM, TEKYyIIero KOHTPOJs M MPOMEXKYTOUHOM arrecranuu) oOOpynoBaHa
MYJIbTUMEIUHHBIM KOMIUIEKCOM.

Crnenuanu3upoBaHHas MeOelnb: YdueOHas MeOenb Ha 24 1ocaogHbIX MeCT (CToJIOB 121mIT.,
cTynbeB 241mT.), pabodee mecto npenoaasarens ( croa 1 mrt., cryn 1 mrt.), 1ocka menoBas 1iT.
Komnbrotep Intel 15 4460/1T6/81'6/monutop  Samsung 23" - 1 mr. MynbTuMeaUHHBINA
npoekrop Tun 1 Optoma x 400 - 1 .

HaGopsl  1eMOHCTpAallMOHHOTO  OOOpYIOBaHUS M y4eOHO-HATMSAAHBIX  MOCOOUWH:
MYJIbTUMEIANIHBIE TPWIOKEHHAS K JIGKIMOHHBIM KypcaM M TPAaKTUYECKUM 3aHSATHSM,
WHTEPAKTUBHBIC Y4eOHO-HATJISAHbIE TOCOOUS.

3.2. uopmannoHHoe odecnieyeHne 00yueHust

Ilepeuenb pexoMeHyeMbIX YUeOHBIX H3a1annii, UHTepHeT-pecypcoB, 10NOJIHUTEILHOI
JUTEepaTypbl

OcHOBHBIE HCTOYHUKHU:

1. banar B. C. JlokymeHTanMOHHOE oOecreueHue ympaieHus. FOpuanueckas TeXHHKA:
yueOHoe mocobue it cpeaHero npodeccnonansHoro odpasosanus / B. C. bsuir. — 2-¢ u3n,,
uctip. u gon. — MockBa: M3zgatensctBo FOpaiit, 2020. — 103 c. DneKTpoHHBIIA pecypc
https://urait.ru/bcode/455172.

2. TI'mapmii E. B. JlokymeHTanmoHHoe obecrieueHue yrpasieHus: ydebHoe mocooue / E.B.
I'maguit. — Mocka: PUOP: HNH®PA-M, 2020. — 249 c. DuekTpoHHBI pecypc
https://new.znaniu m.com/catalog/product/1065817.

3. beikoBa T. A. JlokyMEHTalMOHHOE OOCCIICUCHUE YIPABICHHS (JIEIOMPOU3BOJICTBO):
yuebHOe mocobue / T.A. breikoBa, T.B. Kyszuemnona, JI.B. Cankuna; moxg o6bm. pen. T.B.
KysnenoBoit. — 2-e m3na., mepepab. m mom. —Mocka : MH®PA-M, 2020. — 304 c.
OnekTpoHHBIN pecype https://new.znanium.com/catalog/product/1070624.

JlonoJIHUTeIbHbIEe HCTOYHMKH:

1. 3Bepea B. II. Opranuzauus U TeXHOJOTHs pPadOTHl € KOH(PHUACHUUATHHBIMU
nokymeHntamu: yueOHoe mocobue /B.I1. 3BepeBa, A.B. HazapoB. — Mocksa: KYPC: UH®PA-
M, 2020. - 320 c. DnekTpoHHBIN pecypc https://new.znanium.com/catalog/product/1078083.

2. MapbeBa M. B. Pycckuii s3bIK B J1e/10BOM JOKyMeHTanuu: yueouuk/ M.B. MapbeBa. —
Mockaa: NHOPA-M, 2019. — 323 C. DJIEKTPOHHBIN pecypc
https://new.znanium.com/catalog/product/1002749.

3. I'pozoBa O. C. [lenompousBojacTBO:  ydeOHOE TOCOOME  JIA  CPEIHETO
npodeccuonansHoro oopazosanus / O. C. I'pozoBa. — MockBa: UsznarensctBo FOpaiit, 2020.
— 126 c. DnextponHbIi pecype https://urait.ru/bcode/453970.
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[Tepeuenb coBpeMeHHBIX npodeccruonanbHbix 6a3 qanubix (CIIBJ)

Ne HaumenoBanue CIIB/]
1 [Dnexrponnas bubnmoreka Grebennikon.ru - www.grebennikon.ru
2 ay4dHas snekrpoHHas ouoimoreka eELIBRARRY - www.elibrary.ru
3 ay4dHas 3JeKTpoHHas ouoimoreka KubepJlennnka - www.cyberleninka.ru

[Tepeuenn nHbOpMaIMOHHBIX cipaBouHbIX cucteM (MCC)

Ne Haumenosanune UCC

1

CripaBouHast npaBoBas cuctema Koncynprantllnroc www.consultant.ru

DnexTponnas 6ubnmoreunas cucrema BOOK.ru - www.book.ru

DnexkTponHas oubnmoreunas cucrema DbC FOPAUT - www.urait.ru

DnekTponHo-6ubanoreunas cucrema SHAHUYM (ZNANIUM) - WWW.zhanium.com

2
3
4
5

OnektponHas 6ubimorexka CII6I" DY - opac.unecon.ru
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSA JUCIIAIIJIMHBbI

KOHTPOHL H OHEHKa pe3ylIbTaTOB OCBOCHUA

JUCHUITIINHBI

OCYHICCTBJIACTCA

npenoaaBaTrcjicM B IIPOLECCE IMPOBCACHUA IMPAKTUYCCKHUX SaHHTHﬁ, TECTUPOBAHUA, a TAKXKC
BBITIOJTHCHU A O6y‘-IaIOH_II/IMI/IC$I HHJAWBUYaJIbHBIX 3aﬂaHHﬁ, ITPOCKTOB, HCCHCHOB&HHﬁ.

Pe3yabTarhl 00yyeHus (0OCBOEHHbIE YMEHUsI, yCBOCHHbIE 3HAHMS)

DopMbI U METObI
KOHTPOJISI U OLIEHKHU
pe3yJbTaToB 00y4eHus

YMCHHS:

pacrio3HaBaTh 33j7a4y W/WiaM npobiemy B mpodeccCHOHaTbHOM W/Win
COLIMAIILHOM KOHTEKCTE; aHAJIM3UPOBATh 3aJadyy W/WIM TpoOjeMy |
BBIJICIIATh €€ COCTaBHBIE YAaCTH; ONPEACIATh ATAIlbl PEUICHUS 33/1a4H;
BLISIBJISITH M d(PPEKTUBHO HCKaTh HHPOPMAINIO, HEOOXOAUMYIO JUIS
peIIeHMs 3a1a41 U/WIK TPOOIIeMBI,

COCTaBUTH IUIAH JACUCTBUS; ONPEICIUTh HEOOXOAMMBIC PECYPCHI;
BJIAJICTh aKTyaJbHBIMH METOJIaMH PabOTHI B PO(ECCHOHATEHON U
CMEXKHBIX c(hepax; pealin30BaTh COCTABJICHHBIN TUIaH; OLCHUBATh
[pe3yabTaT U MOCIEICTBUS CBOUX JACHCTBUN (CAMOCTOATEIIBHO UJIH C
MOMOIIBI0 HACTABHUKA)

CobecenoBanue, aHAIHU3 U
OIICHKA NIPAKTUYCCKUX
pabot Ne 1,6

OTIpeNeNATh 3a7auu sl MOMCKa HHPOPMAIIUH; OTIPEIEIIATh
HE00X0/1MMble HICTOUHUKU MH(DOPMAIUK; JIaHUPOBATh MPOLIECC
MONCKA; CTPYKTYPHUPOBATh MMOJIy4aeMyI0 HH(POPMAIIHIO; BBIIEIITh
HanOoJIee 3HAaUMMOE B IepeuHe HHPOpMaIK; OLIEHUBATh
MPaKTUYECKYI0 3HAUUMOCTh PE3Y/IbTAaTOB MOUCKA; OPOPMIIATH
[pe3yJIbTaThl MOMCKA

CobecenoBanue, aHaIU3 U
OLICHKA MPAKTHYECKUX
pabot Ne 2,4

OTIPENENATh aKTyaIbHOCTh HOPMATUBHO-TIPABOBOM JOKYMEHTAIUH B
npoheCCHOHATIBHOMN IEATEbHOCTH; IPUMEHSATH COBPEMEHHYIO
HAYYHYIO MPO(ECCHOHATBHYIO TEPMHUHOJIOTHIO; ONIPEIENIATh U
BBICTPAUBATh TPAEKTOPUU MTPO(ECCHOHATIBEHOTO Pa3BUTHS U
camMo00pazoBaHus

CobeceroBanue, aHAIIA3 U
OIICHKA MPAKTUICCKUX
pabot Ne 1,2,3,4,5,6

OpTaHHU30BbLIBATH pa60Ty KOJIJICKTHBA 1 KOMaH/bI, BSaI/IMO)IefICTBOBaTB
C KOJUICTaMHU, PYKOBOACTBOM, KIIMCHTAMH B XOIC HpO(l)eCCHOHaHLHOﬁ
JACATCIIBHOCTH

CobOecenoBanue, aHAIIA3 U
OIICHKA IPAKTUYCCKUX
pabot Ne 2,3.,4,5

PaMOTHO M3JIaraTh CBOM MBICIH U O(POPMIISTH JOKYMEHTHI 110
npodeccuoHaNbHOM TeMaTHKE Ha TOCYJapCTBEHHOM SI3bIKE, MPOSIBIIATH
TOJIEPAaHTHOCTH B pab0UYEeM KOJIJICKTUBE

CobecenoBanne, aHajan3 U
OIICHKA MPAKTUYECKUX
pabot Ne 1,2,3,4,5,6

MPUMEHSTH CPEJCTBA HHPOPMAIIMOHHBIX TEXHOJIOTHI JIJISl PEIICHUS
npodeCCHOHATBHBIX 33/1a4; UCIIOJIb30BaTh COBPEMEHHOE MPOTrPaMMHOE
oOecrieueHne

CobecenoBanne, aHajan3 U
OIICHKA HpaKTquCKHX

pabot Ne 1,2,3/4,5,6
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MOHUMATh OOLINI CMBICII YETKO MPOU3HECEHHBIX BBICKA3bIBAHUI Ha
M3BECTHBIE TeMHI (ITpo(decCHOHABHEIC U OBITOBBIC), IOHUMATh TEKCTHI
Ha 0a30BbIe MPOQEeCCHOHANbHBIC TEMbI; Y4aCTBOBATh B TUAIOrax Ha
3HAKOMBIE O0IIHE U TPOGECCHOHATBHBIC TEMBI; CTPOUTH MPOCTHIE
BBICKA3bIBAHUS O ceOe U 0 cBOel NMpodeCcCUOHATBHON NeSTeIbHOCTH;
KpaTKO 00OOCHOBBIBATH U OOBSICHUTH CBOU JACHCTBHS (TEKYIIUE U
[JIAaHUPYEMBIE); MUCATh MPOCTHIE CBSA3HBIE COOOIICHHS Ha 3HAKOMBIE
WA UHTEPECYIoNIHe MpodeccnoHaIbHBIC TEMBI

Co0OecenoBanue, aHaINu3 U
OIICHKA NIPAKTUICCKUX
pabot Ne 1,2,3,4,5,6

NPUHUMATh TPOU3BOJIGHBIC IEPBUYHBIE OyXTalTepCKUE JTOKYMEHTHI,
paccMaTpuBaeMble Kak IHCHbMEHHOE JIOKA3aTeNIbCTBO COBEPILEHUS
XO3AHCTBEHHOH OmNepanuyd WIM TOJy4eHHE pas3pelleHus Ha ee
[IPOBE/ICHUE;

NPUHUMATh TEPBUYHBIC OyXrajaTepckue JOKYMEHTHI Ha OyMa)KHOM
HOocuTeNe U (WIM) B BUJAE SJIEKTPOHHOTO JOKYMEHTA, MOANHMCAHHOTO
HIIEKTPOHHOU TTOAIHUCHIO;

MPOBEPATh HAJIWYME B TPOM3BOJBHBIX MEPBUYHBIX OYXTaITEPCKUX
NTOKyMEHTax 00s13aTeNIbHBIX PEKBU3UTOB;

NPOBOANUTH (OPMAIBHYIO TIPOBEPKY JIOKYMEHTOB,
CYIIECTBY, apu(h)METHIECKYIO TPOBEPKY;

POBOANUTH TPYIIUPOBKY NMEPBHYHBIX OYXTaNTEPCKUX TOKYMEHTOB IO
Sy IPU3HAKOB;

NPOBOANUTh TAaKCUPOBKY M KOHTHPOBKY MEPBUYHBIX OyXTaJTEPCKUX
TOKYMEHTOB;

OPraHU30BBIBaTh JOKYMEHTOOOOPOT;

pa3dupaThCcs B HOMEHKIIAType A€,

3aHOCUTH JIaHHBIE IO CIPYNIHUPOBAHHBIM JIOKYMEHTaM B PErHCTpPbI
OyXTaJaTepcKOro y4yera;

nepeaaBaTh IEpBUYHbIE OyXrajrepckue JAOKYMEHTHI
OyXrajaTepcKuil apXuB;

nepeaaBaTh MEpBUYHBIE OyXraJTepcKue TOKYMEHTBhl B ITOCTOSHHBIN
QPXUB 110 HCTEYEHUH YCTaHOBICHHOTO CPOKA XpaHEHMS,

MCTIPABIIATh OLIMOKH B EPBUYHBIX OYXTaJITEPCKUX TOKYMEHTAX;

MPOBEPKY IO

B TEKYILUHUU

CobOecenoBanue, aHalIu3 U
OIICHKA MIPAKTUICCKUX
pabot Ne 3.5

3HAHHUA:

AKTyalbHbIN MPOpEeCcCHOHATIBHBIN U COLMATIbHBIN KOHTEKCT, B KOTOPOM
NPUXOIUTCS paboTaTh W KHUTh, OCHOBHBIE MCTOYHHKH MH()OPMAIIUU U
pecypchl Ui pelleHus 3a1a4 U npobiaeM B MpohecCHOHATBHOM H/HITN
COIMATEHOM KOHTEKCTE;

QITOPUTMBI BBIMIOJIHEHUS paboT B MPO(eCCHOHATBHON ¥ CMEXKHBIX
00JacTsx; MeTo bl paboThl B Mpo(hecCHOHANbHOM U CMEXHBIX cepax;
CTPYKTYpY IIJIaHa JJIsl pELICHHUs 3aa4; MOPSJIOK OL[EHKH pe3yIbTaToB
penreHus 3a1a4d NpoeCCHOHANBHON e TETbHOCTH

CobeceroBanue, aHAIIA3 U
OIICHKA MPAKTUYECKUX

pabot Ne 1,6

HOMEHKJIaTypa HHPOPMAIIMOHHBIX HCTOYHUKOB MTPUMEHSIEMBIX B
MpodhecCHOHANBHOM e TeNIbHOCTH; PUEMBI CTPYKTYPHUPOBAHUS
nHopmaruu; popmat opopMIIECHHUS PE3YIBTATOB MOKMCKa HHPOPMAITIHI
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CobOecenoBanue, aHaIIA3 U
OIICHKA HpaKTI/I‘IeCKI/IX

paboT Ne 1,6




COJIepKaHUE aKTyaJIbHON HOPMaTUBHO-IIPABOBOM JTOKYMEHTAIINH;
COBpEMEHHasi Hay4yHas ¥ MPOoeCcCHOHATbHAS TEPMUHOJIOTHS;
BO3MOXKHBIE TPACKTOPUHU NPO(HECCHOHATIBLHOTO Pa3BUTHUS U

Co0OecenoBanue, aHaINu3 U
OIICHKA NIPAKTUICCKUX
nacor Ne 1.2.3.4.5.6

IICUXOJIOTHYECCKHUEC OCHOBBI JCATCIIBHOCTH KOJIJICKTHUBA,
[ICHUXOJOTHYECKHE OCOOEHHOCTH JIUNYHOCTH, OCHOBBI HpOGKTHOfI
JACATCIIbHOCTH

CobOecenoBanue, aHaIu3 U
OIICHKA MIPAKTUICCKUX
nabor Ne 2.3.4.5

0COOEHHOCTH COLIMAIBHOTO UM KYJIBTYPHOIO KOHTEKCTa;
o(opMIIeHHS JOKYMEHTOB M TOCTPOSHHS YCTHBIX COOOIIEHUH

IIpaBUJIq

CobecenoBanue, aHalINn3 U
OIICHKA MPAKTUYCCKUX
nabor No 1.2.3.45.6

COBPEMEHHBIC CPEACTBA U YCTPOWCTBA MH(POPMATH3AINH; TOPSIOK UX
MPUMEHEHUS M TMporpaMMHOe obecriedeHre B MpodeccHoHaNbHOM
NesTeTbHOCTH

ColecenoBaHue, aHAIN3 U
OIICHKA MPAKTHYECKUX
DadoT

MpaBWJia TOCTPOCHUS TMPOCTBIX U CIIOXKHBIX MPEIJIOKECHUN HA
NpoQeCCHOHATILHBIE TEMbI, OCHOBHBIC O0IIEYITOTPEOUTEIBHBIC TJIATrOJIbI
(ObITOBass W mpodeccHoHaNbHas JIEKCHUKA); JICKCHYCCKH MUHUMYM,
OTHOCSIIIIUICS K OINUCAaHHWIO TIPEJAMETOB, CPEICTB M IPOIIECCOB
NpopeCCHOHATIBHON  ESTENbHOCTH; OCOOCHHOCTH IPOU3HOIICHHUS,
MpaBujia YTCHUSI TEKCTOB MPO(EeCCHOHAIBHOM HATIPABICHHOCTH

CobecenoBanue, aHalIn3 U
OIICHKA MPAKTHYCCKUX
padot Ne 1,2,3,4,5,6

oOue  TpeboBaHMsI K~ OyXrajaTepckoMy  ydeTy B 4acTd
TIOKyMEHTHUPOBAHHUS BCEX XO34HCTBEHHBIX ACHCTBUM U Ollepanuii;
[OHSITHE IEPBUYHOM OyXraJTepcKoi JOKyMEHTalUu;

oIpeieIeHue MEPBUYHBIX OyXIaITepCKUX JOKYMEHTOB;

(GopMbl TEPBUYHBIX OYXTaNTEepCKUX JIOKYMEHTOB, COJEpKalIUX

00s13aTeNbHEIE PEKBU3UTHI [ICPBUIHOTO YYETHOT'O JOKYMCHTA,

CobecenoBanue, aHaIn3 U
OLIEHKA IIPAKTUYECKHUX
pabot Ne 3,5

MOPSIZIOK  MPOBEACHUS  MPOBEPKM  MEPBUYHBIX  OyXTraJTepcKuX
TOKYMEHTOB, (OpMalbHOW MPOBEPKH JIOKYMEHTOB, IPOBEPKU IIO
CYLIECTBY, apu(pMeTHUECKOI TPOBEPKHU;

NPUHLMIIBI M TPU3HAKM TPYNIUPOBKH TEPBUYHBIX OyXraJTepcKuX
TTOKYMEHTOB;

MOpSAJOK TPOBEACHUS] TAaKCUPOBKU U
OyXraJlTepCKUX IOKyMEHTOB;

MOPSIIOK COCTABIICHUS PETUCTPOB OYXTalITepPCKOro y4era;

[paBUjIa U CPOKHU XpaHEHHsI IEPBUYHON OyXTranTepcKO JOKYMEHTaluu

KOHTHUPOBKHU TICPBUYHBIX

CobeceroBanune, aHAIIA3 U
OIICHKA MPAKTUYECKUX
pabot Ne 3,5
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5. OCOBEHHOCTH OCBOEHMUSA AUCHUIIJIMHBI AJ151 THBAJIMIOB U JINIL C
OI'PAHUYEHHBIMHU BO3MOKHOCTAMHU 310POBbSA

OOyuenne o0OydJalOUIMXCS C OTPAaHMYCHHBIMH BO3MOXKHOCTSIMH  370pPOBBSL  IIpU
HEOOXOJIMMOCTH OCYIIECTBIISICTCSI Ha OCHOBE aJallTUPOBaHHOW pabodell Mmporpammbl ¢
UCTOJIb30BAaHUEM  CICHUATBHBIX METOJOB OOy4YeHHMS M JHJAKTHYECKUX MaTepHalloB,
COCTaBJICHHBIX C Y4YETOM OCOOCHHOCTEH NCHUXO(HU3HUYECKOTO pa3BUTHS, HWHIUBUIYAIbHBIX
BO3MOXKHOCTEH M COCTOSTHUS 3[IOPOBBSI TAKUX 00YJArOIIUXCS (00yJaromerocs).

B mensx ocBoeHusi yueOHOH NpOrpaMMbl JUCHUILUIAHBI WHBAIMIAMHA W JIUIAMH C
OTPaHUYEHHBIMU BO3MOKHOCTSIMHU 3[I0POBbS Y HUBEPCUTET 00ECIICUNBALT:

— IS MHBAJIHMIOB W JIMI C OTPAaHMYECHHBIMH BO3MOXKHOCTSIMH 3JI0POBBSI IO 3PEHHIO:
pa3MeIIeHNe B JOCTYIHBIX JUIS O0yYaroUIUXCsl, SBISIONIMXCS CIENBIMH WIH CIA00BHISIINMH,
MecTax M B aJalNTHPOBAHHOM (opMe CIpaBOYHON HHPOPMALUU O paCIUCAHUHM Y4EOHBIX
3aHATUH; TPUCYTCTBHE AaCCHCTEHTA, OKAa3bIBAIOIIEr0 OOYdYaromeMycsi HEOOXOAMMYIO MOMOIIb;
BBIITYCK AJBTEPHATUBHBIX (OPMATOB METOIMYECKUX MaTepuaioB (KpymHbIA mpudT wuim
aynuodaiiner);

— JUIS WHBAJUIOB W JIMI C OTPAaHUYEHHBIMH BO3MOXHOCTSIMH 370POBBSI IO CIIYXY:
HaJUIe)KAIIMMU 3BYKOBBIMH CPEICTBAMU BOCIPOU3BEICHNE HH(POPMAIHH;

— JUIS WHBAJHUJOB M JIAI C OTPAHUYCHHBIMH BO3MOKHOCTSIMH 37I0POBbS, MMEIOIINX
HApYIICHUS OIOPHO-IBUTATEIBHOTO amnmapaTa: BO3MOXKHOCTh OECHpEensITCTBEHHOTO JOCTYyNa
o0ydJaronmxcs B yuyeOHbIC MMOMEIICHHs, TyaJeTHbIE KOMHATBl M JAPYTUE MOMELICHUS, a TaKke
npeObIBaHNE B YKa3aHHBIX TOMEIICHUSX.

OO0pazoBaHne 00y4arOMUXCs ¢ OTPAaHMYCHHBIMU BO3MOKHOCTSIMU 3/J0POBBSI MOXKET OBITh
OpPraHMU30BaHO KaK COBMECTHO C APYIUMH OOyYarOIIMMUCS, TaK ¥ B OTJCIBHBIX TPYIIaX WA B
OTJENIBHBIX OpraHU3aALUsAX.
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