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nACnOPT PABOHEH FlPOrPAMxMbl YMEBHOH 
flHCHHIIJIIIHBI

oSecneHeiiHe ynpaBJieHHfl»
1

«^OKyMeHTauHOHHoe

«" wo"nt—.«» =P»~ npo^—

oSpasosaHM 38.02.04 KoMMepunn.
PaOo^aa nporpaMMa

flOnOjlHHTCJlBHOM
KBajiH^HKauHH h nepenoiiroTOBKH).

f.'rnvwTvne OCHOBHOH npO^CCCHOHaJlbHOH

u. ............ I . - TP.6...P... K

yneSHOH /tHCUHnjiliHbi:
B peayjibTaTe ocBoenHa
-o<J)opMJifiTb opraHH3auHOHHO-pacnopJWHTejibHbie

FOCTom;
- ocyiuecTBUHTb o6pa6oxKy bxoahuihx

BObiTb HcnoJib30BaHa
noBbimeHHfl

M05K6T 
(b nporpaMMax

yneOHOH flHCUHnjiHHbi 
oGpaaoBaHHHnpo^eccHonajibHOM

1.2. Mecro

OCBOCHHH

e Bite*™.

, BHyTpGHHHX H HCXOflHIUHX flOKyMeHTOB, KOHTpOJIb 33 HX

“^"HTbloKyMeHTH flnH nepefla™ b apxHB opraHHsauHH.

B pesyjibTaTe ocBoenHa yneSHOH flHCUHnmHM o6yHaiomHH 
nouBTHe noKyMGHTa, ero CBOitcTBa, cnooo6bi floKyMeHTHpoBaHM,

cocTaBjicHHJi H otjjopMjieHHa opraHHaauHOHHO-pacnopaflHTenbHbix

3Harb:

JlOKyMeHTOB
- npaBHJia
(OPfl) oSecneneHna ynpaBjieHHH (Aoy)

H KOH(J)HfleHUHaJIBHOrOTHnoBYK) TexHOiiorHK) flOKyMeHTauHOHHoro
oOpameHHHM rpa^KA^H-CHCTCMy H

- OCOSeHHOCTH AeJ10np0H3B0ACTBa no

AejionpOHSBOACTBa.

ocBoemie nporpaMMbi y‘ie6Hoii flHCUHnjiHHbi:
, B TOM HHCJie:

Ha1.4. PeKOMenAyeMoe kojimhcctbo nacoB
MaKCHMaJibHOH yBe6HOH HarpysKH o6yBaiomnxca 54 nacoB 
06fl3a'reJibHOH ayflHTopHOH yHe6Hofi Harpy3KH o6yHaK)fflHXCH 36 nacoB, 
CaMOCTOHTenbHOH pa6oTbi o6y»!aK)mHxca 18 HaCOB.
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2. CTPYKTyPA H COAEP^KAHHE yMEEHOH

h BH^bi yneSHOH paSoxbi06bCM yneSHOH AHCUHnjiHHbi

06beM nacoB
BHayneSHOH paQoxbi_____________

MaKCHMaJibHaa yneSHaa narpyaKa (ecero)__________

Q6g3aTejibHafl ayaHTopnaa yneSnaa narpyaxa (Bcero)

b tom ^HCJie:_________________________ .______
JlaSopaxopHbie paSoTti ________________________
llpaKTHHCCKHe 3aHHTHa____________________ ______
PaMooTogTejibHaa pa6oTa oSyMaiouxeroca---------------

54

36

30
18

sanera-
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2.2. TeMaTHHecKHH ii.ian h co iepacaHHe yicrmoii ancHiin iiim.i

ypOBCHb
OCBOCHHfl

OSbCM
HaCOB

jia6oparopHbie h npaKTHnecKHeCoacp5KaHne yneSHoro MarcpHajia, 
paSorbi, caMQCTOHTejibHafl paSoTa o6yMaM)mHxcH

■T„7..7.1 a,...-vMc.rmm)Banne ynpaBJicHMecKOfl .jcnie.ll.nocm-------------------

06™.. ,np.—. n„„™,
' ero cBoiicTBa, cnoco6w ^oKyMeHTHpoBaHHH. UejiH, aaaaMH h

HaHMClIOBaHHC pa3flCJ10B H TCM
24

12

flOKYMCHTa,
d)VHKUHti, cjiy^Sbi flOKyMeHTauHOHHOFO oSecne^eHaa ynpaBJieHHa. _
CaMOCTOHTeJibHafl paSoxa o6yHaiofflHXCfl:
CocxaBJieHHe onopnbix KoncneKTOB, paGoxa c yBeGnoH miTepaTypon. 
nosroTOBKa cooSmeHHH no HCTopnn jjenonpoHSBOflCTBa

11
Tewa 1.1.

XlOKyMCHT H cncxeMa
ZiOKyMeHTannH

Vm^OTHpoBaHHafl cncxeMa o^raHHsauHOHHO-pacnopaflHTejibHbix opraHHBapHH 34

(OPfl).noHaTHe, BHaaeane, co«ep*aHHe FOCI P 7.0.97-2016 «H—“ 
Pocchhckoh <DeaepaOTH. CncxeMa cxaHflapxoB no HH^opMannn,

RQny. OpraHHsannoHHO-pacnopsnnTejibHaHcxanflapT
GnSiTHOxenHOMy n nsziaxeiibCKOMy
AOKyMenxanna. TpeGoBanna k o^opmjichhk) AOKyMeHXOB».
TpeSoBannH k oiJiopMJieHHK) ^OKyMenxoB
Knaccn^HKauns! opraHHsanHOHHO-pacnopaflHxejibHQH
opraHHsanHOHHO-npaBOBaH.pacnopwHxeBBHaa.cnpaBonHO-HH.liopMannoHH^
OpraHHBaniioHHO-npaBOBBie flOKyMenTbi: ycxas, ynpeflHTejTbHBra aoroBop, 
nojioKeHHii, npaBHJia BHyxpenHero xpyaoBoro pacnopaflKa.
CnpaBOHHO-HH«J)OpMaUHOHHbie
o6bacHHTejibHaa aanHCKa, aicx, cnpasKa, cayaceSHbie nHCbm.

opranHsauHn:TeMa 1.2.
OpraHHsanHOHHO- 

pacnopajiHxejibHbie AOKyMenxbi

sanncKa,flOKJiaflHaaflOKyweHXbi:

32
IIpaKTHHeCKHe 3aHflTHfl

1. O^opMJienHe peKBHSHXOB AOKyMeHXOB.
2. O^opMJieHne opraHHaannoHHO-pacnopJmnxejibHbix
COOTBeXCXBHH c ycxaHQBJieHHbiMH xpe60BaHMaMH._______

flOKyMCHXOB B
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YpOBCHb
OCBOCHHH

OSbCM
nacoB

jiaSopaxopHbie h npaKTHHecKHeCoaep^aHHe yneSHoro MaTepHa.aa,
paSorbi, caMQCTOHTejibHag paSoxa o6yHaH)mH\cg------------------
CaMOcxoaxeiibnan pa6oxa oGynaiomuxcH
CocraBJieHHe onopHbix KoncneKTOB, noa6op 6jiaHKOB aoKyMCHTOB.

H XCMHaHMCHOBaHMC paSflCJlOB
13

12
CoaepacaHHe yneSHoro waxepHajia.
UOKVMCHTHpOBaHHC npaBOOTHOLUeHHH
CoexaB H 0C06eHH0CTH 0(])OpMJieHHS MOKyMCHTOB no JTHHHOMy cocxaBy 
nopHAOK o^opMJienns TpyaoBon khh^ckh

12
IIpaKXHHecKHe aanaxHa:
CocTaBJicnne KOMnJieKxa 
npHCMe na paSoxv, TpyflQBaa
CaMocxoHxejibHaa pa6oxa ofiynaiomHXCH:
CocxaBjreHne onopHbix KoncneKTOB.
CocTaBJicnne h oiopMJienne pesiOMe, noncK n nofl6op BaKancnH

TeMa 1.3.
KaflpoBaa AOKyMeRTann^

saHEJicnne oKaapoBon ^OKyMeHTaunn: pesioMe,
KHu^cKa. jmnHaa KapxoHKa. iirraxHoe pacmicanne. 12

12

—H *—•

flOKyMCHXOB
Od)OpMJieHHe JIHHHOH flOBCpeKHOCXH_______
CaMocxoaxejibHaa paSoxa oSyMaromHxcfl:
O^opMJienne ^oBepennocxH 
PaGoxa c yne6Hon jinxepaxypon 
noflroxoBKa K samaxe oxnexoB no 
CoAepacamie yMeSnoro Maxepiiajia.
noHaxne AoroBOpa, corjiamenna, npoxoKOJia paanorJiacHH 
XnnoBaa fyopua KonxpaKxa 
Bhabi AoroBopoB: Kynjin-npoAa^H 
ycjiyr, nopynenna, komhcchh, h x.a-
TosapoconpoBOAHxejibHbie AOKyMenxbi
TpeSosaHHa k o(|)opMJieHino ncKOBbix saaBJienHH

?=”'»"»»»• aoroBopoB (no™™.

TfoMMepHecKoro aKxa, npoxoKOJia pasHorJiacnn^

Tewa 1.4.
J^eHOKHbie H (J)HHaHCOBO 

pacnexHbie AOKyweHXbi

1

peayiibxaxaM npaKxnnecKnx pa6ox 12

MCHbi, nocxaBKH, BOBMesAHoro OKasaHna
Tewa 1.5

^oroBOpHO-npaBOsaa
AOKyMenxauHa

: hx BHanenne n nopaAOK o^opMAenna

22
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y pOBCHb 
OCBOCHHH

06i>eM
M3COB

CoaeP5KaHne yHeSHoro Marepwajia, -laSoparopHbie h npaKTiiHecKiie 
paSoTbi, caMOCTOHTejibHaH pa6oTa oSyHaiomHXCj-------------- -----------------------
CaMOCTOHTeJibHafl paSoxa oGyMaiomHxcfl:
PiSYMCHHe BHAOB BHeUIHe3KOHOMHHeCKHX KOHTpaKTOB (KOHOCaMCHT).

. jiHiepaxypoH. HopMaTHBHo-npaBOBOH aoKyMeHxauHen,

HaHMeHOBanue pas/iejioB h tcm
12

Pa6oxa c KOHcneKxoM 
cocxaBJieHHe onopnoro KOHcneKxa

saiunxe oxHexoB no pexynbxaxaM npaKXHHecKHX paooxnoflroTQBKa K
PasjieJi 2 OpraHuxauHfl pa6orbi c flOKyMCHTaMH 

Tewa 2.1
FIoHJixHe flOKyMeHxooSopoxa.

TnnoBbie xexHOJiorHH o6pa6oxKH 
^OKyMCHTOB b opraHHsauHH

24
CoaepjKaHHe yneSHoro MaxepHaJia.
CocxaB h ynex oSbeMa ^OKyMeH roo6opoxa oprannsauHH
OpraHHaainffl pa6o™ c flOKyMeHTamieii, nocxynaioiHeft b opraHHsauHn: npneM 
BXOflamHX AOxyMeHTOB, 3KcneflnuH0HHaa o6pa6oxKa, npeflBapBxejibHoe 
paccMOxpeBHe h pacnpeaejieHHe, perncxpauHa, paccMOxpeHHe AOKyMeHxa 

pyKOBOflCTBOM, paccMOxpeHHe.
OxnpaBKa HCXoijamHX floxyMeHTOB 
nepe^ana ^oKyMeHTOB BHyrpn opraimsauHH 
YneX flOKyMCHTOB
KoHTpOJIb HCnOJIHCHHe flOKyMCHXOB.
OpraHHsaunsj h xexHHxa KOHTpoJm HcnojmeHHsi
THnOBbie H HHAHBHZiyaJIbHbie cpOKH HCnOJIHCHHa flOKyMCHTOB

ACKHA (aBTOMaTH3HpOBaHHbIH KOHTpOJIB HCIIOJIHeHHfl flOKyMeHTOBj----
CaMOCXOflxeJibHaa pa6oxa oSyMaioiuHxcfl
npe/icTaBJieHHe Exo^amax flOKyweHTOB b Biwe 6jioK-cxeMbi 
ripeflcxaBJicHne Hcxoflaiunx jxoKyMeHTOB b BHjie 6jioK-cxeMbi 
CocxaBneHHe onopnoro KOHcneKxa
BtmoraeHHe aaaaHHii no pa6oxe c acypnaJiaMH perncxpannH Bxoflxmnx n 

HcxoaainHX aoKyMeHTOB---------------------- -----------------------------------------------------

CncxeMa 12

24CoflepwaHHe yqe6noro Maxepnajia.
Bnjibi oSpaineniia rpaa^an b rocy^apcxBeHHbie h oSmecTBCHHbie opranbi 
IIopaflOK paccMOTpeHHa oSpameHHH
HoiiroTOBKa k apxuBHOMy xpaHCHHio jieji c oGpameHnaMH rpaagian

•— h coflepacamne KOMMepnecKyio xaHny. 
nopa^OK xpaHenna. Ynex, crmcaHHe, xpanenHe h

TeMa 2.2
OcoSeHHOCTH paSoxbi c 

OTfleilbHbTMH
FpynnaMH ^oKyMenroB

KoH(|)HfleHUHajibHbie aoKyMCHXbi 
OcoSeHHOCTH HX 3amHTbI H 
nopanoK yHitMToacenna aoKyMeHTOB cjiyaceGnoro nojibSOBaHna
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YpOBCHb
OCBOCHHH

OSbCM
nacoB

Coaep>KaHHe yneSHoro MaxcpHaJia, JiaGopaxopHbie h npaKTHMCCKiie 
pafioTM, caMOCTPHTCJibHaa pa6ora o6yMaiomH\cfl-------------------------------------

«MaTepHanbi flJia c^y^KeSnoro HcnoJitaoBaHHa h

HaHMenoBauHe pa3jiejioB h tcm

12

nojiroroBKa jiOKjraaa na tcmv
cojiep^camHe KOMMcpMecKyio TaMHy»___ ___,---------------------------—
CoAepacaHHe yneSHoro Marepnajia
CHCTeMarasauHa floKyMeHTOB h hx xpaneHMe. HoMenKaaTypa »eji. 
HHflHBHHyaJMwe, cBOOTbie, npHMepHBie a ranoBbie HOMeHKjiaTypbi aen. 
O^opMJieHiie BOMeHKJiaxypbi acji 
TpeSoBaniiJi k o^opMJieHHio Aen
XpaneHHe flOKyMCHTOB a CTpyKiypnaix noflpaaflejieHHax 
3KCnepTIi3a UCHHOCTH AOKyMCHTOB 
UoAroTOBKa acji k c.n,aHe b BeAOMCTBCHHbiH apxHB.

H HOpMaTHBHO-MeTOAHHeCKHe
OeaepajibHOH apxHBHoii cjry>K6ofi no xpanenHio floKyMeHTOB. 
BsanMOfleiicTBHe CBy)K6 flOKyMeHTannonHoro o6ecneHeHHH ynpaBnenna 

opranoB AJia ^)0pMHp0BaHHa

14

AOKyMCHXblaKXbiSaKOHOAaxenbHbie
Tewa 2.3

OpraHHsauH^ onepaxuBHoro 
XpaHCHHA AOKyMeHXOB h

noAroxoBKa hx k aKXHBHOMy
XpaHCHHIO

ochobbi AJia nocjieAyiomeroBeAOMCXBCHHblX
xpaneHHS h ncnojibsoBaHHA AOKyMenxoB. 
Eahhcxbo xpeGoBaHHH k xpaneHHio AOKyMeHxauHH b AeJionponsBOACXBe h

apxHBe
npaKTHHCCKHe SaHHTHH
CocxaBJieHHe HOMeHKJiaxypbi acji h

22o(i>opMJieHHe axxa 06 o(}>opMJieHHH acji k

1VHHHXOKeHHK)_________________________________ __________________________
CaMocTOflTejibHan paGoxa oSynajoinnxcH
CocxaBJieHHe 6jioK-cxeMbi «nopaaoK nepeAanH jiqji b apxHB»

na xeMy «Oco6eHHOcxH o^opMJieHHH h xpaneHHA acji

3

rioAroxoBKa npeaeHxauHH 
C pa3AHHHbIMH CpOKOMH XpaHCHH^))
CoAepacaHHe yHeSnoro iwaxepHajia 
KoMHBioTepHsaHHa AeJionpoH3BOACTBa 
rocyflapcTBCHHOH cHCTeMbi AOKyMeHTanHOHHoro oGecnenenna ynpaBAenna. 
MamnHOMHTaeMaa aoKyMenTanna. HocnTean, npHMenaeMbi npn cosnannH

AOKYMeHXOB C HCnOJIbSOBaHHCM KOMHblOTepa_____ _____ _______________

opraHH3aHHH, xaK ycAOBHe BHCApeHHJiB 14

Tewa 2.4
HcnoAbSOBaHHe I13BM b

AejionpoH3BOACTBe
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ypOBCHb
OCBOCHHH

06i>eM
MaCOB

CoAep5KaHiie yneSHoro Mayepwajia, JiaSopaxopHbie h npaKTHMecKHe
paGoTbi, caMOCTPHTCJibHaa paSoTa oSyHaioMHxcfl--- -------------------------------
npaKTHHecKoe 3aHHTHe 
ripoBeaeHHe

HaHMeHOBamie pa3/ieJiOB h xew
22

aBTOMaTHSHpOBaHHOH o6pa60TKH ^OKYMCHTOB, HCnOJlMOBaHHC 
TejieKOMMyHKKauHOHHbix TexHOJiorHH B 3JieKTpQHHOM flOKyMeHTOoSopoxe.-------
CaMocxoflxeJibHafl pa6oxa ofiyMaioiuHxcfl
CocraBJieHHe h oi^opMJieHHe ynpasjieHHecKHX ^OKyMeHTOB
non «Word» h «Excel»

12
C HCnOJIbSOBaHHCM

54Bcero:
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3. yCJlOBHfl PEAJ1H3AUHH nPOrPAMMbl AHCUHnJlHHH

-TexHiinecKOiviy oSecneHCHHio 
xpeSyex

3.1 TpeGoBanHfl k MHHHMaJibHOMy MarepHaJibno
yqe6HOH ^HCUHnjiHHbi

KaSuHexayqeSHoronajiHHHH
PeaJiHsauHH

npo^eccHOHanbHLTx ahcuhiijihh.
06opyAOBaHne yqeSHoro Ka6HHexa:
-nocaaoMHbie wecra no KonnnecTBy o6ynaiomHXca;
-paSonee mccto npenoflaBaxenfl,
-flocna;
-yneSHO-MexoAHHecKoe oSecneneHHe;
-savanna abh npaKXHHecKHX saHOTH; ^

caMoexoaxeJibHOH BHeayflnxopHOH pa6oxbi,
H npaKTHHCCKHX aaflaHHH AJia xioaboxobkh k aaqexy,-saAaHHa ajih 

-nepenenb BonpocoB 
-BapwaHTbi SiiJiexoB k aaMexy.
TexHMqecKne cpeACXBa o6yqeHHa:

cnpasonHOH jinrepaTypH no npo6neMaM AHcanraraw 

ycTHbie) onpeaeJisnoTCH o6pa30BaTenbHbTM yrsepwAeHHeM

5 IIHCbMeHHbie,

o6ecneqeHHe oSyneuMfl3.2 HH^opiviauHOHiioe

OcuoBHbie hctohhhkh: N 197-d>3 ot 30.12.2001 (c HSMeneraaMH h
PeacHM Aocxyna:1 TpyAOBOH KOACKC Pocchhckoh OeflepaOTH 

AonojmeHHBMH) [SjieKTpoHHbiii Ap®cy?41683/

^ >! ik-®3 - 2,-“7-2P°e“,L°
AonoJineHHBMH) pjieicrpoHHHH AP^y??Jo'01/
http://www.consultant.ru/docuraent/cons ymn^HUHpoBaHHBix ^opM nepBHHHoii
3 nocTaHOBnenne FocKOMCTaTa P® Y P ot 05 01 2004 (c MMeHemisiMH nyneTHOH AOKyMCHTaunn no yneny Tpy«a n ero onnaTbt» N 1 or 05.01.200^ fl0CTyna;
AonojinennaMH) [SneKTpoHHbW P^yS74/
http://www.consultant.ru/document/cons_doc OeaepaunH. CttcreMa CTanflapTOB
4. rOCT P 7.0.97-2016 «HaunoHaJibHbin CTaH» P OpraHHS^UHOHHO-pacnopaamenbHaa

"tp—
“ c"01T“Tl' “* “•

flopoHHHOH. -M.: lOpaiiT. -2019. - 309c.
6. KasaKCBnu T. A., XKannn ^^oK^yoHHoe A H TKajlHH.
Aon. YqeSHHK h npaKTuxyM aaa Clio LieKcxj/ .
2019.-177c.

o6ecneqeHHe ynpaBAeHHH 2-e hsa., Hcnp. h
- M.: KDpaHT. -

f;"T'io'p”S»»"“k • .ow-™*. »"I>™“ "■cn0 IT“"1'
i »”cn0 °-c rpo”“'M2
lOpaHT. -2019. - 126c.
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HHTepneT-pecypcbi:
1. www.sekretariat.ru
2. www.kadrovik-praktik.ru
3. www.garant.ru
4. www.consultant.ru
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4. KOHTPOJIb H OUEHKA PE3yJII»TATOB OCBOEHHM flHCUHnJIHHbl

(DopMbI H Meroabl KOHTpOJlfl H 
niieHKH pesyjibTaTOB o6yHeHHH

PesyjibxaTbi oSyneiinH 
foCBOeilHbie VMeHHH, VCBOCHHbie 3HaHHfl)

OcBOCHHbie yMeHHfl
YMCTb:
npOBepaTb SamHTa npaKTHHecKHX pa6oT 

SamHTa BbinoJiHeHHbix AOMamnHX 
saflaHHH

npaBHJIbHOCTb 
B COOTBeTCTBHH C

0(j)OpM.nflTb
OCftOpMJieHHH AOKyMeHTaiiHH 
yCTaHOBJieHHbIMH TpeSoBaHHflMH, B TOM HHCJie 
ncnojib3yM HH^opMauHOHHbie xexHOJiorHH

H

SamHTa npaKTH^ecKHx pa6oT
SamHTa BbinOJIHCHHblX AOMaiHHHX

o6pa6oTKyaBTOMaTHSHpOBaHHyK)llpOBOAHTb
AOKyMeHTOB

aaAaHHH
SamHTa npaKTHHecKHX pa6oT 
SamHTa BbmojineHHbix AOMamnHX

OcymecTBJiHTb xpaneHHe h hohck AOKyMCHTOB

saAaHHH_____________________
Sarnnxa npaKTHHecKHX paSoxTejreKOMMyHHKauHOHHbie 

3JI6KTp0HH0M AOKyMeHTOoSopOTO
YCBOCHHbie SHaHHJI

HcnojibSOBaTb 
TeXHOJlOTHH B

HHCbMeHHBIH,Onpoc (ycTHbifl,
TeCTOBblH)

SHarb:
OcHOBHbie noHATHJi: U6JIH, aa^aHH, npHHHHnbi 

AOKyMeHTauHOHHoro o6ecneHeHHa ynpaBJieHHH 
CHCTCMbi AOKyMeHTauHOHHOFO oGecnenenHa

hx aBTOMaxHaauHio

HHCbMeHHblH,Onpoc (ycxHbiH, 
TeCTOBblH)

ynpaBJienmi

Onpoc (yCTHblH, nHCbMCHHblH, 
tcctobbih)

KjiaccH<j)HKanHio AOKywenTOB

nHCbMCHHblH,Onpoc (ycTHbin,
TCCTOBblH)

Onpoc (yCTHblH, nHCbMCHHblH, 
TCCTOBblH)

Tpe60BaHHfl K COCTaBACHHIO H O^OpMJICHHIO 
AOKyMCHTOB

OpraHHsanmo AOKyMCHTOoGopoxa: npHCM, 
o6pa6oTKa, perncTpannH, KonxpoJib, xpaneHHe 
AOKyMCHTOB, HOMCHKAaTypa _____ ________ _

HxorOBblH KOHTpOJlb
^H(l)4>epeHUHpoBaHHbiH aanex
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