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1. IIACnOPT PAEOHEH IIPOrPAMMEI VHEEHOM 

«/I,oKyMeHTauHOHHoe oGecneneHMe ynpaBJieHHn»

1.1. 06jiacrb npuMeneHMsi paSoHeii iiporpaMMti
Pa6oLiaH nporpaMMa yneSHOH AncuunjiHHti «/],OKyMeHTai;HOHHoe oGecneneHMe 

vnpaBJienHfl» ABJiaeTca BacTbio ochobhoh npo4)eccnoHajibHOH o6pa30BaTejit>HOH nporpaMMbi n 
pa3paooTana b cootbctctbhh c OFOC CITO no cneijHajibHocTM cpejjHero npotJieccHOHajibHoro 
oGpasoBaHHH 32.02.01 3K0H0MHKa m OyxrajrrepcKHH yner (no orpacjMM)

PaSonaa nporpaMMa yneOnon nHcnnnjiHHbi 
^onojinmejibnoM npo(j)eccHOHaJibHOM oOpasoBannH 
KBajivnJjHKauHH n nepenozu'OTOBKn).

1.2. Mccto yneGHOH AHCUHnjiHHbi b cxpyKxype
oSpaaoBaiejibiioii nporpaMMbi: yneOnaa ijncnnnjiHHa BxojinT b npo^eccnonaJibHHH Uhkb.

1.3. JJcjih ii saaaHH yHeSnoii AHcuHnniinbi - rpeSoBaHHH k peayJibxaxaM 
yMC-fmoH zaiciuinJiHiibi:
B pesyjibTaxe ocBoenna yneSnoH ^ncnunjiunbi oOynaioniHH .nojoKen yMexb.
“O^OpMJTSTb 0praHM3aUH0HH0-pacn0pflAIITeJIbHbie AOKyMCHTbl B COOTBexCTBHH C ACHCl ByiOlUHM
FOCTom;
- ocymecTBJiaTb o6pa6oxKy exoahu^hx, BHyTpennnx n ncxoA^ninx AOKyMenxoB, KOHrpojib 3a nx 
HcnojmeHHeM;
- OtjjOpMJIJtTb AOKyMCHTbl AJIS IiepeABMH B apXHB oprannsannH.
B peayjibTaxe ocBoenna yneOnon AHcnnnjiHHbi oOynaiomHH aojdkch
- noHBTHe AOKyMcnra, ero caoncTBa, cnocoSbi AOKyMenTHpoBaHna;
- npaBHJia coci aBJicnns n o^opMJienHii oprannsauHOHHO-pacnopaAnTejibHbix AOKyMcmoB

- cHCTCMy h TnnoByK) TexHOAormo AOKyMenTannonHoro oOecnenenna ynpaBjicnna
- ocoSchhocth AeJionpoH3BOACTBa no oSpamennaM rpaacAan n KOH^HAenunajibHoro 
A«iJ10npOH3BOACTBa.

1.4. PeKOMCHAycMoe KOJinnecrBO nacoB na ocbochhc nporpaMMbi yHeSnon Aiicmiiiniinbi:
MaKciiMaJibHon yneOnon narpysKn oOynaiouxHXCH 48 nacoB, b tom mhcjic:
OGasaTejibHOH ayAH-xopnoH yneGnon narpysKH oOynaTomnxca 48 nacos;
I IpaKTHhcckne sanaTna 14 nacoe.

Moa<eT 6biTb HcnonbaoBana b 
(b nporpaMMax noBbiuienna

OCHOBHOH npo4)CCCHOHaJIbI10il

OCBOCHI1H

3Harb:

(OPR)
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2. CTPYKTYPA H CO^EP^KAHHE YMEEHOH AHCUJUIJIHHM

OoteM yHeoHOH jHcmin.iHHbi h Biijbi yHeoHofi pa6orbi

Bhj yHeoHOH paSoTbi OSteM Hacoe
MaKCHMajibHaa yneSHafl narpysna (ecero) 48
OSasaTejibHaji ay^HTOpHan yneSHaa Harpysna (scero) 48
B TOM HHCJie:
JlaSopaxopHbie paSoxbi
OpaKTHHecKHe sanaTHa 14
CaMQCToaTe.nbHaa pa6oia o6yHaK)meroca

HroroBan arrecTauHsi b (|)opivie antJjtJjepeHunpoBaHHoro sanera-

A

-*
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2.2. XeMaTHHecKHH njian n cojep/KaHne yneSnoH AHcmin.THHbi

HaHMeHOBaniie pa3ae.iOB 11 tcm Co/iep/Kaniie yneGHoro Marepnajia, ;iaoopaTopHbie h npaKTHHecKHe
paGoxbi, caMOCTPHTCJibHaa paooTa oGyMaiomiixcfl

06i>eM
nacoB

YpOBCHb
OCBOeHHH

Pa3fleji 1. .JoKyMeHTHpoBaHHe ynpaBJiCHHecKOH jegreJibHocTH
ConepAaniie yneSHoro MaTepiia.ia
OoHJiTHe, cymnocTb ^oKyMCHTauHOHHoro o6ecneHeHH5i ynpaBJienHH. HoHaTHe 
ziOKyMenxa, ero cBOHcxea, cnocoSbi AOKyMeHXHpoBaHHa. Ucjih, sajiaHH h 
4)yHKUHH, cjiy)K6bi aoKyMeHxauHQHHoro oSecneneHna ynpaBJieHHa.

4 1
Tewa 1.1.

/JoKyMenx h CHCxeMa 
ilOKyMCHXailHH

Cojep'/KaHne ynegHoro Marepiia.ia
yHH(J)HUHpoBaHHa5i CHCxeMa opraHHsauHOHHo-pacnopfliiHxejibHbix opraHHsauHH 4 1
(OPfl).
rioHHXHe, 3HaHeHHe, cojiep)KaHHe TOCT P 7.0.97-2016 «HauHOHajibHbiH 
cxanjiapx Pocchhckoh Oe^epauHH. CwcxeMa cxanjiapxoB no HH({)opMauHH, 
6H6jinoxenHOMy h nsaaxejibCKOMy aejiy. OpraHHsauHOHHO-pacnopannxejibHafl 
^oKyMenrauHa. Tpe6oB3HHB k o(J)opMJieHHK) aoKyMeHxoB».
Tpe6oBaHHH k o<J>opMJieHnio noKyMenxoB
KjiaccH(j)HKauH}i opraHHsauHOHHo-pacnopaHHxejTbHOH opraHHsaiiHH: 
oprannsauHOHHo-npaBOBa^, pacnopajiHxejibHaa, cnpaBOHHO-HH(J)opMauHOHHafl. 
OpraHHsaunoHHO-npaBOBbie flOKyMenxbi: ycxaB, yHpe^HxejibHbin noroBop,

Tewa 1.2.
OpraHHsannoHHO- 

pacnopJiziHxejibHbie aoKyMenxbi
nojiOHceHHH, npaBHJia BnyxpeHHero xpy^OBoro pacnopaziKa. 
CnpaB0HH0-HH(J)0pMauH0HHbie jjoKyMenxbi: 
o6bacHnxejibHaa sanncKa, axx, cnpaBKa, cjiy>Ke6Hbie nncbMa.
FIpaKTHMecKHe ^anaTHH

1. 0(J)OpMneHHe peKBH3HXOB ^OKyMCHXOB.
2. 0(}>opMJieHHe opraHHsauHOHHO-pacnopajiHxejibHbix AOKyMenxoB b 
COOXBeXCXBHH C yCXaHOBJieHHbIMH Xpe6oBaHH5IMH. 

aOKiiaanafl sanncKa,

4 2

Co/iep>KaHne ynedHoro Marepnajia.
21oKyMeHXHpoBaHHe npaBooxnoiiieHHH
CoexaB H OCoGeHHOCXH o4)OpMJieHHB ^OKyMCHXOB no JIHHHOMy cocxasy 
OopailOK 0(})OpMJieHHX XpyflOBOH KHH5KKH

4 1

TeMa 1.3.
Kaaposaji flOKyMenxauHH
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HaHMeHOBamie pa^ae.iOB h tcm Coaep'/Kaniie yHeSnoro Marepnajia, .laooparopHbie h npaKTHHeckne 
paSorbi, caMOCTOHTejibHafl papoxa o6yHaH)mHxcn_______________________
ripaKTHHecKHe 3aHHTHn:
CocraBJieHHe KOMnjieKxa KajipoBOH flOKyMeHTauHH: pesioMe, saaBjieHHe o 
npHeMe Ha pa6oTy, rpyjoBaa KHtDKKa, jiHHHaa KapTOHKa, mraTHoe pacnncaHHe.

OSbcm
nacoB

ypoecHb
OCBOeHHH

4 2

Cojepacamie yneGHoro MaTepnajia.
OcoSchhocth cocxaBJieHHH h o^opMjreHHJi neneHCHbix h (JwHaHcoBO pacnexHbix 
flOKyweHxoB
Q4)OpMJieHHe JIHHHOH flOBepCHHOCXH 

4 1
Tewa 1.4.

/lene^cHbie h (J)HHaHC0B0- 
pacnexHbie noKyMCHXbi

Coaep'/KaHHe yqe6Horo Maxepnajia.
noHAXHe norofiopa, corjiamenHB, npoxoKOJia pasHorjiacHH 
TimoBafl (J)opMa KonxpaKxa
Bujihi jioroBopoB: KynjiH-npoiia^CH, mchbi, nocxaBKH, B03Me3^Horo 0Ka3aHHJi 
ycjiyr, nopyHCHHa, komhcchh, h x.a.
ToBapoconpoBcxnHxejibHbie aoKyMCHXbi: hx sHaneHHe h nopjmoK o^opMjieHHa 
Tpe60BaHHH K o4)OpMJieHHK) HCKOBbIX 3aaBJieHHH

4 1

TeMa 1.5
21oroBopHO-npaBOBa5i

jloKyMeHxaiiHH

npaKXHHecKiie sanaxHH
CocxaBJieHHe h 0(J)0pMJieHHe ^oroBopoB (nocxaBKH, KynjiH-npoaa>KH), 
KOMMepnecKoro anxa, npoxoKOJia pa3HorjiacHH.

2 2

Pas^eji 2 OpraHinauHH paSoxbi c joKVMeHTaMH

TeMa 2.1
rioHBXHe flOKyMeHxoo6opoxa. 

TnooBbie xexHOJiorHH o6pa6oxKH 
^OKyMenxoB b opraHHsauHH

CoAep/KaHne yneGHoro Maxepnajia.
CocxaB h ynex o6beMa iioKyMeHxoo6opoxa opraHH3auHH
OpraHHsauHH pa6oxbi c jioKyMenxauHeH, nocxynatomen b opraHHsauHH: npHCM 
Bxo^amHx flOKyMeHXOB, 3KcneziHUHOHHa5i o6pa6oxKa, npeziBapHxejibHoe 
paccMOXpeHHe h pacnpe^eJicHHe, perHcxpauHfl, paccMoxpeHHe zjoKyMenxa 
pyKOBOACXBOM, paccMoxpeHHe.
OxnpasKa HexoiwmHx noKyMenxoB
Oepeziaqa jOKyMeHXPB BHyxpn opraHH3auHH______________________________

4 1
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HanMeHOBaHiie pa3/ie.iOB h tcm Co/iep'/KaHiie yHeoHoro Marepna.ia, jiaGoparopHbie h npaKTHwecKHe 
paSoTbi, caMQCTOHTejibHafl paSoxa oSynaiomHxcfl

OSbCM
nacoB

YpOBCHb
ocBoemiH

YhCT JlOKyMeHTOB
KoHTpOJTb HCnOJlHCHHe aOKyMCHTOB.
OpraHH3auHJi h rexHHKa KOHTpojia HcnojineKHa
TwriOBbie h HHjjHBHiiyajibHbie cpoKH HcnojmeHHfl iiOKyMCHTOB
CncreMa ACKHj], (aBTOMaTH3HpOBaHHbIH KOHTpOJlb HCnOJIHCHHa flOKyMCHTOB)

Co/iep/KaHiie yneSHoro Marepnajia.
Bnjibi oGpameHHa rpaaman b rocyaapcTBeHHbie h o6mecxBeHHbie opranbi 
OopH^OK paccMOxpeHHH oGpameHHH
flojiroxoBKa k apxHBHOMy xpaneHmo aeji c oGpameHHaMH rpa^caan 
KoH({)H,neHUHajibHbie flOKyMenxbi h co^epMcaiUHe KOMMepnecKyio xanny. 
Oco6eHHocxH hx samHXbi h nop^moic xpanenHs. Ynex, cnHcaHHe, xpaneHHe h 
nopa^QK yHHMxo^ceHHa joKyMeHXQB cjiy^ce6Horo nojibsosaHHa

4 1

TeMa 2.2
OcoSchhocxh pa6oxbi c

OX^CJIbHblMH
FpynnaMH aoKyMCHXOB

CoziepyKaHHe yneSnoro Maxepnajia
CHcxeMaxHsauHfl flOKyMenxoB h hx xpaneHne. HoMCHKjiaxypa aeji. 
HniiHBHayajibHbie, CBoaHbie, npHMepnbie h XHnoBbie HOMCHKJiaxypbi iieji. 
0(j)opM^eHHe HOMCHKJiaxypbi aeji 
Tpe6oBaHHa k oijiopMJieHHio zicji
XpaHCHHe jioKyMCHXOB b cxpyxxypHbix noflpa3flejieHHax
3KcnepxH3a hchhocxh aoKyMCHxoB
OoiiroxoBKa acji k c^ane b BCflOMCXBCHHbiH apxHB.
SaKOHOJXaXCJIbHbie aKXbl H HOpMaXHBHO-MCXOZIHHeCKHe JIOKyMCHXbl 
OejiepajibHOH apxHBHOH cjiy^cSon no xpaHCHHio flOKyMenxoB.
BaanMOAeHcxBHc cjiy5K6 ziOKyMCHxauHOHHoro o6ecneHCHHH ynpaBJieHHJi h 
BejjoMcxBCHHbix opraHOB jura (JiopMHpoBaHHJi ocHOBbi zui^ nocjiejiyiomero 
XpaHCHHfl H HCn0JIb30BaHHfl JIOKyMCHXOB.
Ezihhcxbo xpeSoBaHHH k xpaHCHHio ziOKyMCHxauHH b nejionpoHSBojicxBe h 
apXHBC

4 1

Tewa 2.3
OpraHH3auHfl onepaxHBHoro 

XpaHCHHfl ZLOKyMCHXOB H 
nonroxoBKa hx k aKXHBHOMy 

XpaHCHHio

FlpaKTHHecKHe aanaTHH
CoCXaBJICHHC HOMCHKJiaxypbi JICJl H 0(J)OpMJieHHe aKX3 06 0(J)OpMJieHHH ZICJI K 
yHHHXOflCCHHIO 

2 2
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HaHMeHOBamie pas/iejioB 11 tcm Co/iep/KaHiie yHeGnoro Marepnajia, jia6opaTopHbie h npaKTHnecKne 
pa6orbi, caMOCTOHTejibHaH paSora oSyMatomiixca

OStCM
nacoB

ypOBCHb
ocBoemm

Coziep/KaHiie yHeoHoro Marepnajia
KoMnbK>TepH3auH5i flejionpoH3BO^CTBa b opraHH3auHH, Kan ycjroBHe BHejipeHHfl 
FocyziapCTBeHHOH CHCxeMbi jxoKyMCHTaiiHOHHoro oGecnencHHa ynpaBnenmi. 
MauiHHOMHTaeMaa aoKyMeHTauHJi. Hochxcjih, npHMeHaeMbi npH cos^bhhh 
ilOKyMCHXOB H XpeGOBaHHfl K HX JlOKyMCHXaM.
Cocxas, nopaaoK pacnopawemifl h npaBHJia 0(J)0pMJieHH5i ochobhhx pckbhshxob 
iioKyMeHxoB c Hcnojib3QBaHHeM KQMnbtoxepa

2 1

TeMa 2.4
Mcnojib30BaHHe 03BM b 

nejionpoH3Bo^cxBe ripaKTHtjecKoe 3aHflTiie
npose^CHHe asxoMaxHSHpoBaHHOH o6pa6oxKH aoKyMenxoB, Hcno^b30BaHHe 
XeJieKOMMyHHKaUHOHHbIX XCXHOJIOrHH B 3JieKXpOHHOM aOKyMeHX006opQXe.

2 2

Bcero: 48
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3. VCJIOBHfl PEAJIH3AIJHH nPOrPAMMW

3.1 Tpe6oBaHHH k MHHHMajibHOMy MaTepna.ibHO-TexHiiHecKOMy ooecneHemiio
PeajiHsauHH yneSHOH ziHCUHnjiHHbi TpeGyex najiHHHH yHeGnoro KaGHHeia 

npo(|)eccHOHajibHi>ix ^hcuhiuthh.
06opy^OBaHHe yHe6Horo KaSnHeTa:
-nocaaoHHbie Mecia no KOJinnecTBy oSynaiomHxcfl;
-paSonee mccto npeno/iaBaTejm;
-aocKa;
-yHeGno-MeroAHHecKoe oSecnenenHe;
-3a^aHH5i zyifl npaKTHHecKHX sanaTHH;
-3a,ziaHHa caMOCToaiejibHOH BHeay^HiopHOH paSoTbi;
-nepenenb Bonpocos h npaKTHHecKHX saaanHH ami noaroxoBKH k sanexy;
-BapnaHXbi Ghjicxob k sanexy.
TexHHHecKHe cpeacxBa oGynenHn:
-MyjibXHMeaHHHbiH npoexxop c 3KpaHOM npesenxauHH;
-HHXaJIbHblH 3an C BOSMO^CHOCXbK) ^OCXyna K KOMHJieKXy yHeSHO-MeXOJIHHeCKOH, HayHHOH H - 
cnpaBOHHOH jmxepaxypbi no npoSacMaM ancuHnjiHHbi;
-^ocxyn k cexn Hnxepnex h coBpeMOHHOH cnpaBOHHOH 6a3e.
KoHcyjibxaiiHH - (jwpm1 npoBeaenna KoncyabxauHH (rpynnoBbie, HHaHBHayaribHbie, nncbMeHHbie, 
ycxHbie) onpeaejiaioxca o6pa30BaxeJibHbiM yxsepHtaenneM

3.2 HH(|)opiviaiiHOHHoe ooecneMemie oovneHHnA

OcHOBHbie hctohhhkh:
1. Ipy^oBon KoaeKC Pocchhckoh OeaepauHH N 197-03 ox 30.12.2001 (c HSMeneHHSMH h
aOnOJlHCHHAMH)
http://www.consultant.ru/document/cons_doc_LAW_34683/
2. OeaepajibHbiH saxon «0 nepconanbHbix aannbix)) N 152-03 ox 27.07.2006 (c HSMeneHHHMH h
aonOJIHCHHflMH)
http://www.consultant.ru/document/cons_doc_LAW_61801/
3. nocxaHOBaenne FocKOMCxaxa PO «06 yxBepxcaenHH yHH(J)HUHpoBaHHbix (jjopM nepBHHHOH 
ynexHon aoxyMeuxaitHH no y^exy xpyaa h ero onjiaxbi» N 1 ox 05.01.2004 (c HSMeneHHJiMH h 
aonojtHeHHBMH) 
http://www.consultant.ru/document/cons_doc_LAW_47274/
4. FOCT P 7.0.97-2016 «HauHOHajibHbiH cxanaapx Pocchhckoh OeaepanHH. CncxeMa cxanaapxoB 
no HHtJjopMauHH, 6H6jiHoxeHHOMy h H3^axejibCKOMy aeny. OpraHHsauHOHHO-pacnopa^HxejibHafl 
aoKyMCHxauHH. IpeSoBaHHJi k o(j)opMJieHHK) aoKyMenxoB)) N 2004-cx ox 08.12.2016 [3jieKxpOHHbiH 
pecypc]. -Pokhm aocxyna: http://www.consultant.ru/document/cons_doc_LAW_216461/
5. ^OKyMenxoBezteHHe 2-e hsa., nep. h aon. YneOHHK h npaKXHKyM ana CnO[IeKcx]/ floa pea- Jl.A. 
^opoHHHOH. - M.: lOpafix. - 2019. - 309c.
6. KaaaKeBHH T. A., TxanHu A. H. ^oKyMenxauHOHHoe oGecneneHHe ynpaBaeHHJi 2-e H3a., Hcnp. h 
aon. YaeGHHK h npaKXHKyM ana COO [Texcx]/ T. A. KasaKCBHH, A. H. TKaanu. - M.: lOpanx. - 
2019.- 177c.

pecypc]. Pe>KHM[3aeKxpoHHbiH aocxyna:

pecypc]. PeacHM[3aeKxpoHHbiH aocxyna:

Pe>KHMpecypc].[3aeKxpoHHbiH aocxyna:

^onoaHHxeabHbie hctohhhkh:
7. HBanoBa A. KD. PyccKHH B3biK b aeaoBOH aoxyMxau,HH. YHeOHHK h npaKXHKyM aaa COO [TeKcx]/ 
A. K). MBanosa. - M.: lOpanx. - 2019. - 157c.
8. Lpososa O. C. /leaonpoHSBoacxBo. YneOHoe nocoOne aaa CFIO [Texcx]/ O. C fpososa. - M.: 
lOpanx. - 2019. - 126c.
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HHTepner-pecypcbi:
1. www.sekretariat.ru
2. www.kadrovik-praktik.ru
3. www.garant.ru
4. www.consultant.ru
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4. KOHTPOJII) H OUEHKA PE3yjII>TATOB OCBOEHHH ^HCUHnjIHHbl

PesjMbraTbi oGyneiiHfl 
(PCBOeHHbie yMCHHH, yCBOCHHbie 3HaHHfl)
_____________________ OCBQCHHbie yMCHHH

<DopMbI H MCTOAb! KOHTpOJin H 
ouchkh pesy^braroB oOyHeHHa

VivieTb:
Oc[)OpMJlflTb
0(|)OpMJieHHH AOKyMCHTaUHH B COOTBCTCTBHH C 
V C Ta H 0 BJIC H H LIM H TpeGosaHHHMH, B TOM
HcnoJibsy^ HH(J)OpMauHOHHbie TexnojiorHH

Samnia npaKTHnecKHx pa6oj
3aiHHTa BbinOJIHeHHbIX AOMaUIHHX 
saiiaHHH

H npoBepjiTb npaBHJibHOCTb

HHc/ie

FIpoBOAHTb aBTOMaTHSHpoBannyio o6pa6oTKy 
,aoKyMeHTOB

SamHxa npaKTHHecKHx paSox
3amHTa Bbino^HeHHbix zioMauiHHx 
3a/iaHHH ___________________
SauiHia npaKTHHecKHX paSox
SaiiiHra Bbino/iHeHHbix /lOMauiHHx 
3a/iaHHH _____________ '_____ __
SauiHra npaKTHHecKHX pa6oT

Ocym.ecTB.nsTb xpaHenne h hohck /lOKyMCHTOB

McnojibsoBaTb TCJieKOMMyHHKaUHOHHbie 
TeXHOJlGTHH B 3JieKTp0HH0M flOKyMeHTOo6opQTe

VcBoenHbie anaHHA

. 3»aTb:
OcHOBHbie noHSTHs: ucjih, BajzaHM, npHHunnbi 

.aoKVMCHTaiiHOHHoro o6ecneHeHHs ynpaB/ienns 
Chctcmbi .aoKyMeHTauHOHHoro oSecneneHns 
ynpaB.neHHs, hx aBTOMaTHsauHK)

Onpoc (ycTHbiH, nncbMeHHbrfi, 
TeCTOBblH)

Onpoc (ycTHbiH, nHCbMCHHblH, 
TeCTOBblH)

KjiaCCH^HKailHIO AOKyweHTOB Onpoc (ycTHbiH, nncbMeHHbift, 
TeCTOBblH)

TpeQoBaHHs k cocTaejreHHio h oc|)opMseHHio 
ilOKyMCHTOB

Onpoc (ycTHbiH, nncbMeHHbifi,
TCCTOBblfl)t!

OpraMH3auHio AOKyMeHTOoSopoTa: npweM, 
o6pa6oTKa, perncTpauKH, KOHTpojib, xpanenHe 
ilOKyMCHTOB, HOMCHK/iaxypa Aen_____________

HroroBbiii KOHTpojib

Onpoc (ycTHbifl, nncbMeHHbiH, 
TeCTOBblH)

^H(|H|)epeHUHpoBaHHbiH saner
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