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1. MACNOPT NPOrPAMMbI YYEEHOW AUCLUUNIINHDI

OI1.08 [lokyMmeHTaLMoOHHOe obecneyeHue ynpaBneHus
HasgaHue OuCUUMNIUHbI

Mporpamma y4ebHOM pucumnnuHbl paspaboTtaHa Ha ocHoBe PepepanbHOro
rocygapCTBeHHOro obpasoBaTeflbHOro CTaHgapta cpegHero npodeccnoHanbHOro
obpasoBaHuna (ProOC Cl10O) no cneuyuwaneHocTn 42.02.01 Peknama, yTBEp>XOEHHOrO
npukasoMm MuHuctepctBa obpasoBaHus M Hayku Poccuinckon depepaumm ot 12 mas
2014 r. Ne510 "O6 yTBepxaeHun cegeparbHOro rocygapcTBeHHoro obpasoBaTesibHOro
CTaHgapTa cpeaHero npodeccnoHanbHOro obpasoBaHus no cneuyuansHocTn 42.02.01
Peknama", Bxoasien B yKpynHeHHy rpynny cneumnansHocten 42.00.00 «Cpeactsa
MaccoBOW MHopMaLMN N HPOPMALIMOHHO-BMBNNOTEYHOE OENOY.

Mporpamma y4yebHOM ANCUMNIANHBI peanna3yeTcsa C NMPUMEHEHUEM 3NEKTPOHHOIo
00y4eHns N OUCTaHLUMOHHbLIX 0Bpa3oBaTesibHbIX TEXHONOMMN.

1.1. O6bnacTtb NpUMeHeHUs NporpaMmmsbl

Mporpamma y4yebHou ANCUUMNINHBI aBngaeTcs YacTbio OCHOBHOW
npodeccuoHansHon obpasoBaTtenbHon nporpammbel B cootBeTctBun ¢ ®roC Cr10
42.02.01 Peknama", Bxofsllenh B YKPYNHEHHyL rpynny creyunanbHocten 42.00.00
«CpeacTtea maccoBon nHopmauum n MHPOPMaLMOHHO-6MONMOTEYHOE OENOY.

1.2. Mecto AUCUUNAUHbLI B CTPYKTYpe OCHOBHOM npoceccmoHanbHON
oGpa3oBaTesibHOWN NPOrpamMmbI:

OTHocuTCca K obwenpodeccruoHanbHbiM  AUCUUNAMHAM  NPOKeCCUOHaNbLHOMo
umkna.

1.3. Uenu v 3agaum gucuunnuHbl — TpeGoOBaHUA K pe3ynbTaTaM OCBOEHUA
ANCLUMNIIUHbI:

B pe3ynbTaTte 0CBOEHUSI AUCLMNINNHBI 00YyYaloLWUNCcs AOMKEH YMeTb:

- COCTaBnATb [OOKYMEHTbl B COOTBETCTBUM C TpeboBaHUSIMW rocyaapCTBEHHbIX
CTaHOapTOB;

- YHUDMUMPOBATb TEKCTbI IOKYMEHTOB;

- aHanmaupoBaTb POPMYNSp AOKYMEHTA.

B pesynbTaTe 0CBOEHUSI AUCLMNITUHBI 00YyYaloLWMNCa OMMKEH 3HATD:

- AOKYMEHTOBEAYECKY0 TEPMUHONIOIMIO;

-  OCHOBHble HOPMaTUBHO-METOAMYECKME MaTepuanbl Mo  [OOKYMEHTUPOBAHUIO
yrnpaBneH4yeckon AesaTenbHOCTY;

- 3aKOHOMEPHOCTM Pa3BUTUS AOKYMEHTA U CUCTEM AOKYMEHTaLUW;

- MpaBuna cocTaBneHns 1 oPopPMIEHUSI JOKYMEHTOB;

- NOPSA0K OpraHM3auun AOKYMEHTOB B KOMMMEKCHI.

PesynbTaTtomM OCBOEHMSI NporpamMmbl y4eOHOW AOUCLMNIUHBI SBMASIETCA OBMageHue
oby4atowmmes obwmmm (OK) 1 npodeccrmoHanbHbIMM KOMMNETEHLNAMM:

Koa CopepxaTenbHasa 4acTb KOMNeTeHLUUMN

KoMneTeHUuuun

OK-1 MoHMMaTb CyWHOCTb W couManbHYl 3HaA4YMMOCTb cBoen Byayuien
npogeccumn, NPosiBATL K HEW YCTONYMBBIA MHTEPEC.

OK-2 OpraHn3oBbiBaTb COBCTBEHHYIO OEATENbHOCTb, BbiOMpaTh TMNOBbIE METOAbI
U cnocobbl BbINOMHEHMS MNpPOdECCMOHANbHbIX 3adad, oOueHuMBaTb WX
3P (PEKTUBHOCTb U KQ4ECTBO.

OK-3 [MpMHUMATL peleHns B CTaHAAPTHbIX U HECTAHAAPTHbLIX CUTYaLMAX U HECTU
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3a HUX OTBETCTBEHHOCTb.

OK-11 Ob6nagatb  9KONMOrMYECcKOW,  WUH(OPMAUMOHHOW U

KOMMyHVIKaTI/IBHOIZ
Kyanyp0|7|, 0a3oBbIMU YMEHUAMM O6LLI,€HVIFI Ha MHOCTPaAHHOM A3bIKE.

MNK-4.1 MnaHnpoBaTb cOBCTBEHHYO paboTy B COCTABE KOMMEKTMBA UCMONHUTENEN
MNK-4.3 FOTOBUTb [OKYMEHTbI Ans perMcrpaumy aBTOPCKOrO NpaBa Ha peknamHbIN
npoaykT

1.4. PekomeHayeMoe KONIM4ECTBO YacOB Ha OCBOEHUE NporpamMmMbl AUCLUNIUHbI:
MaKcuMarnbHoM y4ebHouM Harpysku obyyatowleroca 57 4acos, B TOM YUCTIE:
- ayanTopHon y4yebHom paboTbl obyyatowerocs (obsi3aTenibHbIX y4ebHbIX 3aHATnn) 38

4acoB,

- BHEayaUTOPHOM (CaMocTosTeNbHON) y4ebHon paboTkl oby4atoLerocst 19 yacos.

2. CTPYKTYPA U COOEPXXAHUE YYEBHOWU OUCLUMIINHBI

2.1. O6bem yyebHOM AUCLUUNNUHBLI U BUAbI y4eOHOM paboTbl

Bua yyebHomn paboThl

Obbem yacos

MakcumanbHasa y4yebHasa Harpy3ka (Bcero) 57
AyautopHaa ydyeOHas paboTta (oGsizaTenbHble Y4YeOHble 3aHATUSA) 38
(Bcero)
B TOM yucne:

TeopeTndeckme 3aHATnA 38
BHeayauTopHas (camoctosiTenbHasa) yyebHasa paboTta oOyuvarowerocsi 19

(Bcero)

UtoroBas atrectaumsa B chopme — OuhhepeHuuposaHHO20 3a4éma




2.2. TemaTn4yecKkuin nNnaH v coaepxxaHue yyeoHou amcumniuHbl «[JokymeHTauMoHHOe obecrneyeHune

ynpaBlieHunsa»
HanmeHoBaHue pasgenoB CopaepxaHue yyeGHOro marepuana, naboparopHbie U npakTuyeckue paboTbl, BHeayaUTOpPHas O6bem yacoB YpoBeHb
M Tem (camocTosiTenbHas) y4e6Has paboTa oby4yarowmxcs, KypcoBas paboTta (NpoekT) OCBOEHMUA
1 2 3 4
Paspen 1. 14,5
[JokymeHTUpoBaHue
Tema 1.1. NoHaTHUA CopepxaHue yyebHoro matepuana 4 1
“m:q)opmauml” 7] Nekumns
AOKYMeHT> 1 | CBa3b MHOpMaLMKN N AOKYMEHTA.
Ponb nHdopmauum B coumanbHbIX U SKOHOMUYECKUX NpoLeccax.
3 | iHdopmaums Kak OCHOBa NPUHATUSI YNPaBrieHYeCcKoro peLleHmst.
4 | Ponb nHdopmaumm B aBTOMaTU3MPOBAHHbIX CUCTEMAX.
5 | 3aBMCMMOCTb  LIEHHOCTM  MHAOPMALUK  OT  MOSMHOTbl, OOBLEKTMBHOCTW, [OOCTOBEPHOCTH,
CBOEBPEMEHHOCTM Nepedayn 1 NonyyYeHusl, NepuognYHOCTU UK YacToTbl Nepeaadn.
6 | OnepatMBHass M wuctopuyeckas (pPeTpocnekTMBHAs) LOKYMEHTHas MWHdopMauus Kak eguHasi
MHpopMaLMOHHAsa cucTema.
7 | ®akTopbl, BAUSAOLWME HA MHAOPMALMOHHYIO LIEHHOCTb AOKYMEHTOB. HasHauyeHne OOKYMEHTHOM
NMHpopmaumn.
8 | HasHauyeHune gokyMeHTHON nHdopMaumn.
9 | Bo3HMKHOBEHME OOKYMEHTA, MPUYMHBI U (PaKTOpbl €ro NOSIBAEHUS.
10 | Ponb fOKyMeEHTa B XWU3HM YenoBeka 1 obLuecTBa.
11 | JokyMeHTbl B cdhepe npaea, ynpaBrieHusi, peknambil.
12 | MNoHaTMe “QoKyMeHT”, ero TpaHchopmaums.
13 | lNpaBoBown, ynpaBrneHYecKnin, ICTOPUYECKUIA acneKTbl B ornpeaerieHnn JOKyMeHTa.
14 | PacwmpeHmne NoHATUSA “O0KyMEHT” C pa3BUTMEM HayKuU U TEXHMKN.
15 | MNMoHsATME “9NEeKTPOHHbIN OKYMEHT”.
16 | Onpegenenne JOKyMEHTa B rOCY4apCTBEHHbIX CTaHOapTax.
17 | 3akoHogaTernbHble akTbl 06 0693aTENBHOCTM JOKYMEHTUPOBAHMS MHGOPMaLIUK.
BHeayauTopHasi camocTtosiTenbHas pabota no Teme: «TpeboBaHMA K TEKCTy [OOKYMeEHTay, 1,5 3
N3yYeHNE KOHCMEKTOB NEKLUN
Tema 1.2. PyHKUMHM CopepxaHue y4e6HOro marepuana 2 1
DOKYMeHTa Nekuus
1 | MNMoHsaTre “dyHKUMA JOKYMEHTA”. 3aBUCMMOCTb MOHATUS “OOKYMEHT” OT ero oyHKLMN.
2 | BHayeHne n3y4eHnsa PyHKUUM JOKYMEHTA.




3 | lHdopmaumoHHaa yHKUMS [OKYMEHTa Kak CpeacTBO  3aredatriieHnss U COXpaHeHus
WMHopmauuun.

4 | CoumanbHas pyHKUUA JOKYMEHTA.

5 | KynbTypHas pyHKUUSA JOKyMeEHTa.

6 | KommyHukaTuBHas yHKUMSI Kak CpeacTBO nepegayvm uHgopmaumm.

7 | YnpaBneH4eckas oyHKUMA U ee 3HAYeHe B OpraHn3aLnm ynpaBrieHusl.

8 | MNpaBoBas yHKUKS.

9 | ®yHKUMA yyeTa.

10 | ®yHKLMSA SOKYMEHTA KaK MCTOPUHECKOTO MCTOYHMKA.

11 | ®yHKLMM NOCTOSAHHO AENCTBYHOLWMNE U (PYHKLUN OnepaTUBHbIE.

12 | BnusaHue dyHKUNA AOKYMEHTa Ha ero CTPYKTypy.

13 | MonndyHKLMOHaNbHOCTb AOKYMEHTA.

BHeayguTopHasa camocTtosiTenbHas paboTta no teme: «Buabl AOKYMEHTOBY», U3y4YEeHNE KOHCMEKTOB 1,5

nekuum

Tema 1.3. CnocoObl CopepxaHue y4yebHOro marepumana 4
LOKYMEHTUPOBaHUA Nexuus

1 | 3BykoBas peyb, €€ BO3MOXHOCTU M HEOOCTATKM B 3aKpenneHum u nepegadye nHgopmaumm.

2 | NpegMeTHbIN M 3HaKOBbLIM CNocobbl nepefadn cooduweHun. [MoHATME AOKYMEHTMPOBAHWS
“cnocob”.

3 | UcTtopuuecknii xapaktep JOKYMEHTOB M JOKYMEHTUPOBAHMS.

4 | Otanbl pa3BuTns cnocoboB LOKYMEHTMPOBAHMS.

5 | HauepTtaTtenbHbii cnocob 3akpenneHnst u nepegaydm nHpopmauun.

6 | TekcToBOE AOKYMEHTUPOBAHMUE.

7 | NukTorpadunyeckoe NUCbMO N ero 0COH6EHHOCTMN.

8 | Nlororpadunyeckoe nmucbmo (ngeorpadmyeckoe NMCbMO), ero JOCTOMHCTBA U HEOOCTATKN.

9 | lNpumeHeHne NnKTorpagMyeckoro 1 nororpagpu4eckoro NMcCbMa B HacTosLLLEE BPEMSI.

10 | CnoroBoe NMCbMO.

11 | BosHukHOBeHME poHeTU4eckoro (6yKBEHHOro) NnucbMa.

12 | PasBuTtume rpadmkmn pycckoro nucbema. CteHorpadumsi.

13 | NpumeHeHne TeKCTOBOro AOKYMEHTUPOBAHNS.

14 | TexHu4yeckoe goKyMeHTupoBaHne. OCHOBHbIE rPYNMbl TEXHUYECKON LOKYMEHTaLUN.

15 | Buabl TexHnyeckmx gokymeHToB. Obnactv npMeHeHns TEXHUYECKOTO AOKYMEHTUPOBAHUS.

16 | doTogoKymeHTMpoBaHWe. 3HayeHne oTorpadmm Kak cnocoba dukcauum unHopMauun.
[MpuMeHeHue POTOAOKYMEHTOB.

17 | KnHogokymeHTupoBaHue. [NoHaTne “kmHogokyMeHT”. Buabl KNHOQOKyMeHTOB. Bugeosanuce.
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18 | ®oHogoKymeHTMpoBaHWe. Ero ocobeHHOCTH, 06nacTy NpUMEHEHNS.

19 ,D,OKyMeHTVIpOBaHI/Ie C NnpumeHeHnem I/IHd)OpMaLI,I/IOHHO-J'IOFI/I‘-IeCKI/IX MaLlUH.

20 COBpeMeHHble crnocoo6bl LOOKYMEHTUpOoBaHMA C NCNoib3oBaHNEM HOBbIX TEXHOSOIMNMN.

BHeayauTopHaa camocTosiTenbHass paboTa: uM3yyeHWe KOHCMEKTOB reKkuui, MoarotoBka K 15
cobeceoBaHNIO.

Paspen 2. 23

OpraHusaunoHHo-
pacnopsauTenbHble
LOKYMEHTbI
Tema 2.1. Hocutenu CopepxaHue yyeGHOro matepuana 4
nHdopmauumn Nekumns

1 | Hocutenun nidopmavmu.
2 | OpesHeliwmne matepuarnbl Ans nucbma.
3 | Marepwanel gna nucbma B NepegHen A3un (KNMHONUCHbIE TabrndKkn).
4 | N3roToBneHne 1 NpuMeHeH1e nanvpyca.
5 | Ncnonb3oBaHue Anst nucbma neprameHTa, 6epectbl 1 pyrux MaTepuarnos.
6 | N3obpeTeHne Bymaru, ee 4OCTOMHCTBA, OOYCNOBMBLUNE MOBCEMECTHOCTb €€ pacrnpoCTpaHEeHMS.
7 | BogsiHble 3Haku (punurpanm).
8 | CpenctBa v opyams nucbma 1 UxX BAUSIHUE Ha pasBuTMe rpadmku nMcbma.
9 | Martepwanbl 4ns TEXHUYECKOro AOKYMEHTUPOBaHMUS.
10 | MaTepuanbl ans pOTOKMHOAOKYMEHTUPOBAHUS.
11 | Bugeorpammei.
12 | MaTepuanbl ans oOHO4OKYMEHTUPOBaHUS.
13 | KoMnbloTepHbIE HOCUTENY MHGPOPMaLNNA.
14 | BnusHue HocuTens nHpopmMauum Ha JONTOBEYHOCTb M CTOMMOCTb JOKYMEHTa.
BHeayauTopHas camocTtositenbHasa pa6ota no Teme: «[OCT P 6.30-2003. YCO. YCOPA. 2
TpeboBaHMs K 0OOPMIIEHNIO AOKYMEHTOBY

Tema 2.2. CopepxxaHue y4e6HOro marepuana 4

[HokymeHTOOOpa3sytowme
NPU3HAKU U BapuaHTblI
[OKYyMeHTa (YepHOBMUK,

opuruHan, konms)

Jlekuus

OCHOBHbIE JOKYMEHTOOOpa3yoLLMeE MPU3HAKN.

MoHsATUE opurMHana, NpusHaky opuriHana. Y MHOXeHHbIe OpUriHarbl.

l-‘|epHOBl/IKl/I 1 GENOBUKM TEKCTOBLIX OOKYMEHTOB.

AsTorpacdsbl. Pegakumm.

OpVIFVIHaJ'IbI KMHO U (*)OTOD,OKyMeHTOB.

OO AW NP

OpurvHanbl POHOAOKYMEHTOB.




7 OpVIFVIHaJ'IbI TEXHNYECKNX OOKYMEHTOB.

8 | NoHatne “konua”. Uctopudeckoe pasBuTre KOMUN.

9 Buabl konun, onpeagenaemMmbie cnocobom mnx BOCnpon3seaeHnA.

10 | Konwuu, pasnuyaemele No cnocoby 1x yA0CTOBEPEHMS.

11 | Mopsaok oopMNeHNs KONMUi.

12 | Opugudeckas cuna Konuin.

13 | MNoHaTre “noANUHHKK’. MNognnHHBLIE N NOAMNOXHbBIE LOKYMEHTbI.

14 | Buabl danbcudukaumm OKyMEHTOB.

15 | danbcudmkaums cogepxxaHus.

16 | MHTepnonsaums

17 | danbcugmKkaums coctTaBa yaoCToBepeHusi, braHka.

BHeayauTopHas camocTtosiTenbHas pabota no Teme: ««OCT P 6.30-2003. YCO. YCOPA. 15
TpeboBaHMsa K 0OPOPMIEHNIO AOKYMEHTOBY.
Tema 2.3. CTpyKkTypa CopaepxaHue yye6HOro marepuana 2
AOKyMeHTa Nekuus
1 | dopmynsap OOKyMEHTa 1 ero coctaBHble YacTu. [oHsaTre “oopmynsap AoKymeHTa”.
2 | NonaTne “pekBusnt”.
3 | MNMocTosiHHBbIE M NEPEMEHHbBIE PEKBU3UTDI.
4 | OcobeHHOCTM dhopMyrsipa AOKYMEHTOB, MOMYyYEHHbIX pas3nnyHbIMK cnocobamm
[OKYMEHTUPOBAHUS (TEKCTOBLIMW, MALLUMHHBIMW, KUHO-, (DOTO-, (OOHO-, TEXHUYECKUMMN).
5 | MnomBugyanbHbI 1 TUNOBOW OOPMYNSAP AOKYMEHTA.
6 | ®opmynsap-obpaseu, ero 3agaym B yHudukaumm TpeboBaHun K pekBu3nTaM JOKyMEHTa U UX
pPacnonoOXeHNHo.
BHeayguTOopHaa camoctosiTennlbHaA pa6ota no Teme: «Cuctema  opraHM3auUmMOHHO- 15
pacnopsguTenbHOM JOKYMEHTaLUNy.
Tema 2.4. Popmynsp CopepxxaHue y4e6HOro marepuana 6

COBpPEMEeHHOro
ynpaBrieH4YecKoro
OOKYMeHTa

Jlekuus

1 Bonpocebl OOKYMEHTUPOBaHUA, COCTaBleHna n odopMneHns OOKYMEHTOB B 3akoHOoOaTelbHbIX U
HOPMATMBHbLIX aKTax.

2 | YHudukaums  OOKyMeHTOB. BHyTpuBmgoBas  yHudukauumsa. Passutve  yHUdukauum u
CTaHgapTM3aumm JOKYMEHTOB.

3 | CoBpeMeHHble rocyAapCTBeHHble CTaHAAPTbl HA JOKYMEHTHI.

4 | OcobeHHOCTU OpraHM3aLMOHHO-PacopSANTENbHBIX JOKYMEHTOB.

5 | TOCT P 6.30-2003 “TpeboBaHus K 0pOPMIEHNIO JOKYMEHTOB” U UBMEHEHUS K HEMY. PEKBU3UTBI,
pernameHT1pyemble rocy4apCTBEHHbIM CTaHOAPTOM.

6 BbnaHk LOOKYyMEHTa. Bugbl 6naHkoB. CocTaB GnaHka, nopAaoK pacnonoXeHnsa pekBun3nToB B
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onaHke.

7 | BrnaHku c yrnoBbIM U LIEHTPOBAHHLIM PacnooXeHNEM PeKBM3UTOB. lMpaBuna KOHCTPYMpOBaHUS
OnaHka.

8 | bnaHku c nsobpaxeHmem rocygapcTBeHHoro repba n repba cyobekta degepauun.

9 | ABTop AokymeHTa. lMopsigok 0003Ha4YeHVMsi HauMEeHOBaHWS OpraHvM3auuv—aBTopa LOKYMEHTA.
CnpaBoyHble daHHble 00 aBTOpe, WX COCTaB, pasMelleHne Ha OnaHke. ABTOPbl JIMYHbIX
OOKymeHTOB. [Nognucb, nevaTb Kak Npu3Haku aBTopa.

10 | Bug pokymeHTa, ero passutue. Buabl OOKyMeHTOB, onpefensiemMble 3akoHoAaTerbHbIMU U
HOPMAaTUBHbLIMWU aKTaMW.

11 | CB<3b BMOOB AOKYMEHTOB 1 (DYHKLMI yNpaBneHus.

12 | YkasaHue Buaa JOKYMeEHTa, ero MecTo 1 Ha3HaveHue B hopmynsipe AOKyMeHTa.

13 | 3aBucumMocTb hopMbl 4OKYMEHTa OT ero Buaa.

14 | O6o3HayeHne appecata. [lpaBuna HanucaHus agpecaTa U MeCTO YKalaHust agpecata B
dopmMynsape AOKYMEHTA.

15 | MNMopsaok odopMreHns AOKyMeHTa C HecKOnbkMMM agpecatamu. [lopsgok  odopmneHus
No4YTOBOrO agpeca.

16 | JaTta gokyMmeHTa. 3Ha4YyeHne aaTMpoBaHNs AOKYMEHTA.

17 | ABTopckne paTbl (CocTaBreHue, nognucaHue), AaTbl, OTHOCALWMECS K copepxaHuto. [athbl,
XapakTrepusytoLime anemMeHTbl (popmynsipa.

18 | . datbl o6paboTkn gokymeHTOB. Mopsagok odopmneHms gart.

19 | CocTaB ygocToBepeHus JOKYMeHTOB. Ha3HayeHve nognucaHns gokymeHToB. [MpaBuna nognucu
OOKYMEHTOB pasnnyHbIX KaTeropumn.

20 | Mecto nognucu B hopmyrnsipe AOKyMeHTa. QNEKTPOHHAsA NoAnuch.

21 | Meyaty wn wnx HasHadeHve. Bugbl nevaten. [ocygapcTBeHHass repboBasi nevathb.
3akoHogaTenbCTBO 06 M3roTOBNEHMM M NOMb30BaHWUKM nevaTsMu. [lopagok npocTaBneHns nevaTtu
Ha JOKYMEHTax.

22 | YTBepxaeHue nokymeHToB. Cnocobbl yTBepxaeHus. CocTtaB rpudpa yTBeEpXOeHUs, Nopsgok ero
0hOpMIIEHNS, MECTO B hOPMYIsipe AOKYMEHTA.

23 | CornacoBaHue gokymeHTa. lNMopsgok M Buabl cornacoBaHus. Buabl n rpudp cormacoBaHus, ux
odopMIieHNE, MeCcTO B QOPMYNsipe AOKYMEHTA.

24 | OTMeTKM Ha [OKyMeHTax. VX pornb B MPOXOXOEHUM W UCTMOMHEHUW [OKYMEHTa, MeCcTO B

dopmynspe gokymeHta. Ocoboe HasHaveHue pesonoumn. TpeboBaHue K ee CoaepXKaHuio u
ocpopmneHunto. OTMETKM 0 B3SATUM JOKYMEHTA Ha KOHTPOJb, MCNOMHEHUN AOKYMEHTA 1 A4p.

BHeayauTopHasi camocTtosiTenbHasi paboTa: M3y4YeHMe KOHCMEKTOB JeKUMKh, MOAroToBKa K 2
KOHTpOJIbHOM paboTe.
Pasgen 3. OpraHusauums 17,5
paboTbl C LOKYMeHTaMu
Tema 3.1. Cucremsl CopepxxaHue y4ye6HOro marepuana 4

OOKyMeHTauum

Jlekuusi




MoHaTMe “cuctema gokymeHTaummu”. T[lpusHaku cuctembl  gokymeHTauun. OcHoBaHWs
Knaccudgukauum cuctemM OKYMEHTaL MK,

MCTOpVI‘-IeCKaﬂ 06yCJ'IOBJ'IeHHOCTb (*)OpMVIpOBaHVIﬂ CucTteMm OOKyMEeHTauunn.

CucteMbl OKYMEHTaL MU yuYpexaeHnin 4opeBOOLIMOHHON Poccuu.

PassuTtune cucrem LOOKyMeHTauunn Ha coBpeMeHHOM aTane.

KayecTBeHHble N3MEHEHMsI cocTaBa 1 cogepXaHua cuctemMm OoKyMeHTaunn.

rOCWJ,apCTBeHHaﬂ cncrtemMma oOKyMeHTauunn.

N OO B~ WN

(DyHKLI,I/IOHaJ'I bHble CUCTEMbI OOKYMEHTaL .

OTpaCJ'IeBbIe 1N BeAOMCTBEHHbIE CUCTEMbI N NX B3ANMOCBA3b.

BHeayauTopHasa camoctosiTenbHas pa6ota no Teme: «Cucrtema WHGOPMALMOHHO-CMPABOYHON 15
OOKYMEHTaLMNy, NOAroToBKa COOBLLEHMIA.
Tema 3.2. CopepxaHue yyeGHOro martepuana 4
YHudmumpoBaHHble Nekuus
cUCcTeMbl JOKYMeHTauumn r =
1 | lMNMoHsaTre “yHuduuMpoBaHHas cucTema OOKYMeHTauuu”. XapakTepuctuka yHUUUUMPOBAHHbLIX
CUCTEM JOKYMEHTALMN.
2 | PaspaboTtka YHUMUUMPOBAHHBIX CUCTEM [AOKYMEHTAUMM — HOBbIM 3Tan B YHUUKALMKM U
CTaHgapTM3aumm JOKYMEHTOB.
3 | N'ocynapcTBeHHble cTaHAapThl HAa YHUULMPOBaHHbBIE CUCTEMBI.
4 | TpeboBaHust K nocTpoeHuto copmynsapa-obpasuya. OnbIT MeXOyHapOAHOW CTaHgapTusauum
OOKYMEHTOB.
5 | NpoekTupoBaHne YHUMPULNPOBAHHBLIX (OOPM OOKYMEHTOB. TunoBble crneunann3npoBaHHbIe
dopMbl JokyMeHToB. MeTof cogepaTtenbHon un hopmanbHON YHUUKALNN.
6 | O6wepoccuiickue n oTpacrneBble YHUDULNPOBAHHbIE DOPMbl AOKYMEHTOB; YHUMULNPOBAHHbIE
POpMbl JOKYMEHTOB MPeanpuATUS.
7 | Pernctpaums yHMMUUUPOBAHHbIX opM OOKyMeHToB. [lopsigok BBedeHuss B OEWCTBUE
YHUPUUMPOBAHHBLIX OOPM AOKYMEHTOB. Anbb6oMbl hOpM YHUPULIMPOBAHHBLIX AOKYMEHTOB.
8 | PernameHTaumsi coctaBa BUAOB U pasHOBUOHOCTEN OOKYMEHTOB ONpedernieHHOro Kommnnekca no
3agadam ynpaeneHusi. Tabenb doopmM gOoKyMeHTOB. HoMeHknaTypa gern.
BHeayauTopHasi camocTtosiTenbHaA paborta no teme: «Cucrtema WMHPOPMALMOHHO-CNPaBOYHOM 2
OOKYMeHTauum».
Tema 3.3. lpaBuna CopepxaHue y4e6HOro marepuana 4
NoaroToBKU U NMekuus
ocdopMneHust otaenbHbIX
1 | CocTaB npe3eHTauMoOHHOro NakeTa JOKYMEHTOB.

BMAOB JOKYMEHTOB
Y4YaCTHUKOB peKIaMHOro
pblHKa

Buabl npanc-nucTos.

3 | MNpaBnna ogopmMneHns OCHOBHbIX BUAOB JOrOBOPOB.
4 | lNpaBuna y4yactus B TeHAepe, Heobxoanmble Ans 3TOro JOKYMEHTbI.
5 | JOKyMEHTbI, COMPOBOXAAoLLME JOTOBOP HA PEKITAMHbIE YCAYTN.
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6 | MpaBuna npoBedeHNs KOHKYPCOB, NTOTepeN, po3birpbillei B paMKax pekrnamMHon kaMnaHum.

BHeayauTopHasa camocTosiTenibHasi paboTta no teme: ohopMIeHUs OTAENbHbIX BUAOB LOKYMEHTOB 2 3
YYaCTHWUKOB PEKIMaMHOro pbiHKa
CamocTtosiTenbHaA paboTta No NOAroTOBKE K 3K3ameHy: paboTa C KOHcnektamu u y4ebHon nutepatypon. dopma WUTOroBoro 2 2,3
KOHTpons: anddepeHLMpoBaHHbIN 3a4€T.
Bcero: 57
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[ns xapakTepuCTUKM YPOBHS OCBOEHMSI y4ebHOro marepuana MCrosib3ytTcs
cnegytowme o603HaYeHNs:

1. — 03HAKOMUTENbHLIN (Y3HaBaHME paHee U3y4YeHHbIX 00 HLEKTOB, CBOWCTB);

2. — penpoayKTMBHbIN (BbINOMHEHWE OEATENBLHOCTM MO 06pa3sLy, UHCTPYKLMM UK
noA PyKOBOACTBOM);

3. — nNpOAYKTMBHbIA (NMaHMpOBaHWE W CaMOCTOSITENIbHOE BbIMNOSIHEHUE
AEeATENbHOCTU, pelleHne NpobremMHbIX 3aau.)

3. YCN1oBUA PEANTM3ALUUN NPOITPAMMbBbI ANCUUIMTINHDI
3.1. MaTtepuanbHO-TeXHU4YeCKoe obecnevyeHne

AyaouTopumn onst NPoBeAEHNS 3aHATUN NEKUMOHHOro Tuna. TunoBoe OCHalleHue,
obopyaoBaHue: mynbtumeguanpoektop View Sonic; MK (i5/4Gb/HDD 1Tb); akpaH
HacTeHHbI C anekTponpuBogom CS 244*244; akyctudeckas cuctema BEHRINGER
B115D, mukwep UB 1204 FX, mukpocoH B-1. [MporpammHoe obecneyenune: WinPro 8
RUS Upgrd OLP NL Acdm; OfficeSTd 2013 RUS OLP NL Acdmc;
HewnckniountensHble npaea Ha MO Dr. Web Enterprise Security Suite KomnnekcHas
3awmta Dr. Web Desktop Security Suite; CINC «TAPAHT- O6pa3soBaHue».

AyouTtopumn ons NpoBeAEHNS 3aHATUIN CEMMHAPCKOro Tuna, TeKyLero KOHTPOons
n NPOMEXYTOYHOMN aTTectayuun. Tunosoe OoCHalleHue, obopyaoBaHue:
MynbTumMeananpoekTop BenQ, akpaH HacTeHHbin CS 244*244; nepeHOCHOW HOYTOYK
15*Packard Bell. lpoepammHoe obecrieyeHue: WinPro 8 RUS Upgrd OLP NL Acdm;
OfficeSTd 2013 RUS OLP NL Acdmc; HewuckntountenbHble npaea Ha 10 Dr. Web
Enterprise Security Suite KomnnekcHas 3awwmta Dr. Web Desktop Security Suite; CIC
«TAPAHT- O6pasoBaHue».

Ayautopun  Oons caMoCTosTenbHOM paboTbl  CTyAeHTOB. Mcnonb3ytoTcs
KoMnbloTepHble knaccobl: aya. 115 (Boponex, yn. Xonb3yHoBa, 40-a). Tunosoe
OoCHalleHue, obopyaoBaHue: mynbTumeguanpoektop BenQ MX511; akpaH HaCTEHHbIN
CS 244%244; nutepaktuBHas gocka Promethean, MK (i5/4Gb/HDD 1Tb) (11 wT.);

ayn. 126  (BopoHex, yn.  XonbayHoBa, 40-a). TunoBoe  OCHalleHue,
obopynosaHue: mynbtumMmeananpoektop BenQ MX511; MK (Razer 5/4Gb/1Tb) (10 wr.);
3KpaH HacTeHHbI CS 244*244, viTepakTuBHas gocka Promethean.

lMpoepammHoe obecrnieyeHue: WinPro 8 RUS Upgrd OLP NL Acdm; OfficeSTd
2013 RUS OLP NL Acdmc; HewuckntountenbHble npasa Ha 10 Dr. Web Enterprise
Security Suite KomnnekcHas 3awmta Dr. Web Desktop Security Suite; CMNC «TAPAHT -
O6pasoBaHuey.;

3.2. UHdopmaumoHHoe obecnevyeHme oby4eHuUs

NMepevyeHb Yy4yeOHbIX wu3gaHun, WHTEepHeT-pecypcoB, [LOOMOJIHUTENbHOMN
nuTepartypbl

Mpn peanus3auun AUCUUNIIMHBLI  UCMONb3YKTCA pPasfMYHble TUMbl  NEKUnii
(BBOAHAA, 0630pHasa n T.4.), CEMUHapPCKME 3agaHns (NPobrnemMHble, OUCKYCCUOHHbIE Y
T.4.), NPUMEHSIIOTCS OUCTaHLUMOHHbIE 0Opa3oBaTenbHble TEXHOMNOMMN B YacTU OCBOEHMS
NEKUMOHHOTO UM MpakTUY4ecKkoro Martepuana, npoBedeHus TeKyllen artTecTtauumu,
CaMOCTOATENbHOM paboThbl NO ANUCLMNIIMHE UMW OTAENbHbIM ee pasgenam u T.4.

OcHoBHas nuTtepartypa:
1. BewkypoBa, A. b. [JokymeHTaunoHHoe obecneyeHne ynpasneHus: ydebHoe
nocobue ona CTyaeHTOB cpeaHero npodeccnoHanbHoro obpasoBanus : [12+] /
A. B. BewkypoBa. — Mocksa ; bepnuH : Qupekr-Megua, 2020. — 169 c. : un., Tabn. —
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Pexxum goctyna: no nognucke. —

URL: https://biblioclub.ru/index.php?page=book&id=570999 (gaTta obpalieHus:
14.02.2021). — bubnuorp.: c. 156-159. — ISBN 978-5-4499-0436-2. — DOI
10.23681/570999. — TeKCT : 9NEeKTPOHHbIN.

2. BewkypoBa, A. b. OcHoBbI fenonpoun3soacTea: ydebHoe nocobue ansa cTtygeHToB
cpegHero npodeccrnoHanbHoro obpasosaHus : [12+] / A. b. Bewkyposa. — Mocksa ;
BepnuvH : OupekT-Megua, 2020. — 245 c. : un., Tabn. — Pexum goctyna: no
nognucke. — URL: https://biblioclub.ru/index.php?page=book&id=576203 (gata
obpawenuns: 14.02.2021). — bubnuorp.: c. 233-237. — ISBN 978-5-4499-1171-1. —
DOI 10.23681/576203. — TeKCT : 3NIEKTPOHHbIN.

3. ApacnaHoBa, B. A. CnyxxebHble JOKYMEHTbI: (hopMynspbl U NpUMepBI
odopmneHuns. Anbbom: ydebHo-npakTnyeckoe nocodbue : yyebHoe nocobue : [12+] /
B. A. ApacnaHoBa, E. C. bBypmuctpoBa. — MockBa ; bepnuH : dnpekt-Meana, 2020.
— 108 c. — Pexxum goctyna: no nognucke. —
URL: https://biblioclub.ru/index.php?page=book&id=578396 (aata obpalieHus:
14.02.2021). — bubnuorp.: c. 100-105. — ISBN 978-5-4499-1453-8. — DOI
10.23681/578396. — TEKCT : 9NEKTPOHHBIN.

HdononHutenbHasa nuTeparypa:

1. JemuH HO. M. [enonpon3BoacTso. [loKyMeHTauMOHHbLIN MeHe)KMEHT /
KO.M.JemuH.— M./ bepnuH : Oupekt-Meauna, 2014.— 205 c.— ISBN 978-5-4475-
1572-0.— URL: http://biblioclub.ru/index.php?page=book&id=253657

2. Poroxwun M. 0. [enonpou3Bogctso B kagposon cnyxbe / M.KO.PoroxuH— 3-e
n3a., nepepab. n gon.— M/bepnuH : Aupekt-Meana, 2014. —783 ¢c. — ISBN 978-5-
4475-1576-8.— URL.: http://biblioclub.ru/index.php?page=book&id=253703

3. Poroxun M. KO. [enonpounssoactso : Kypc nekumn / M.KO.PoroxunH.— M/BepnuH :
Oupekt-Megna, 2014. —229 c¢. — ISBN 978-5-4458-6528-5.— URL:
http://biblioclub.ru/index.php?page=book&id=253702

UHTepHeT-pecypcChbl
1. AnneHoBa B.A. [lokymeHTOBeAdeHWe [ONEKTPOHHbLIM pecypc] : y4yebHo-
MeToOMYECKMA KOMMSIEKC AN BY30B : [Ang ctyd. 1-2 K. OHeB. M 3a04. OTA-HUW
HanpaBneHust 034700.62 - [JokymeHTOBeaeHne n apxusoBeneHue] / B.A. AnneHoBa ;
BopoHex. roc. yH-T .— 3neKTpoH. TekcToBble AaH. — BopoHnex : UMLU Bly, 2012. —
CsoboaHbI goctyn M3 uHtpacetn BI'Y .— TekctoBbin hann .— Windows 2000; Adobe
Acrobat Reader .— URL :http://www.lib.vsu.ru/elib/texts/method/vsu/m12-98.pdf

2. OpraHusaums 1 TexHONorms AOKYMeHTauWOHHOro obecrnedeHuns ynpasfieHus
[OnekTpoHHbLIN pecypc] : y4ebHO-MeTOANYECKMIA KOMMNIIEKC ANs BY30B : [Ans cTyd. 3 K.
OHEB. WM 3a04. OTA-HMMA HanpaeneHus - 034700.62 - [JokymeHTOBedeHue u
apxuBoBegeHue] / B.A. AnneHoBa ; BopoHexX. roc. yH-T .— ONEeKTPOH. TEKCTOBbIE [aH.
— BopoHex : iy, BIy, 2012.
URL:http://www.lib.vsu.ru/elib/texts/method/vsu/m12-97.pdf>.

3. LleHTp koOMneTeHUM nop BoOMpocamM [JOKYMeHTauuMoHHOro obecneyeHns
ynpasneHnust n apxmsHoro gena. URL: http://www.edou.ru/enc/

4. [okymeHTaumoHHOe obecneyeHne ynpaBneHus

https://edu.vsu.ru/enrol/index.php?id=5338

5. KOHTPOJ1b U OLIEHKA PE3YJIbTATOB OCBOEHUA OUCLUUMJIAHDI
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https://biblioclub.ru/index.php?page=book&id=570999
https://biblioclub.ru/index.php?page=book&id=576203
https://biblioclub.ru/index.php?page=book&id=578396
http://biblioclub.ru/index.php?page=author&id=95236
http://biblioclub.ru/index.php?page=author&id=7384
http://biblioclub.ru/index.php?page=book&id=253703
http://biblioclub.ru/index.php?page=author&id=7384
http://www.lib.vsu.ru/elib/texts/method/vsu/m12-98.pdf
http://www.lib.vsu.ru/elib/texts/method/vsu/m12-97.pdf
http://www.edou.ru/enc/
https://edu.vsu.ru/enrol/index.php?id=5338

KoHTpOnb ” oOueHKa pe3ynbTaToB OCBOEHWA OUCLUUMNIIMHBI OCYLLEeCTBNSeTCs
npenogasartenemM B Mpouecce NpoBeAeHUs TeopeTU4ecKux 3aHAaTu. [Ona Tekywero
KOHTPOIS ycrneBaeMoCTU UCMNOSMNb3yeTCH YCTHbIA ONPOC, pasnuyHble BUAbI TECTOB.

NToroBbI KOHTPONb B hopme anddepeHUnpoBaHHOIo 3a4éTa.

KpuTepun oueHkn ak3aameHa no ntoram OCBOEHUS UCLMUMINHDBI:

- OTNNYHO: 3HaHWEe OCHOBHOIMO MaTepuana AUCLUNIIMHBI, YMEHUEe CaMOCTOATENbHO
NCrnonb30BaTh €ro A peLleHns NpuknagHblx 3agad, yenewHoe BbINoSIHeHME TECTOB;

- XOpOLLO:

3HaHue ©Oonbwen YacTtu MaTtepuana aucuuniimHbl

M MeTodoB ero

MCNoJib30BaHNA, YMEHUE pellaTb TUMOBbIE 3ada4yn, ycnewHoe BbiMNoJIHEHNE TECTOB;

- yaooBneTBoOpUTESIbHO:  Halrun4dme

npegcraBneHnA

00 OCHOBHbIX MOMOXEHUAX

mMaTepuana gucumniinHbl, ymeHune ncnosib3oBaTtb €ro and peleHuns I'IpOCTGI7IUJVIX 3aau,

HEernoJsiHoe BblNoJIHeHNne TeCTOB;
- HeyaoBNeTBOPUTEIIbHO!:

oTCyTCTBME

NpakTn4eCknx HaBbIKOB TpU cnabom

npencrtaBsieHN O cogepXxXaHnn ANCUnninHbl, HEBbIMNOJIHEHNE TECTOB.

PesynbTaTbl 06y4yeHus
(ocBOEHHble yMEHUSA, YCBOEHHbIe

OCHOBHbIe NOKa3aTenu OoueHKu pe3ynbTaTta

3HaHwus)

YMEHUA
- COCTaBnATb JOKYMEHTbl B COOTBETCTBUM C | - MpaBuSibHOE COCTaBrneHve u odopmneHve
TpeboBaHMAMU rocyfapCTBEHHbIX | TEKCTOB pPeKnaMHblX OObABMEHUN, MNPUMEHSS
CTaHOapToB,; yMeHNs CcoCTaBnsATb AOKYMEHTbI B
COOTBETCTBUMU c TpeboBaHMAMU

- YHUDUUMPOBATL TEKCTbI JOKYMEHTOB;

- aHanuanpoBaTb (POPMYNSP JOKYMEHTA.

3HAHUA
- AOKYMEHTOBEOYECKON TEPMUHOIOINN;
- 3aKOHOMEPHOCTEWN pas3BUTUS OOKYMEHTa U
CMCTEeM OOKYMeHTaumm

- OCHOBHbIX  HOPMaTUBHO-METOANYECKNX
maTepuarnos no [LOKYMEHTMPOBAHUIO
ynpaBneH4Yeckon AeaTenbHOCTY;

- npaBuWn COCTaBMNEHUs U  OOPMIIEHUS
[OKYMEHTOB;

- nopsigka opraHusauuvM  OOKYMEHTOB B

rocyaapCTBEHHbIX CTaHOAPTOB;

- rpamMOTHOE  YHU(ULMPOBaAHWE  TEKCTOB
OOKYMEHTOB B COOTBETCTBUU C TpeboBaHnsMK
rocyapCTBEHHbIX CTaHAAPTOB;

- rPaMoTHOe NpoBeAeHMe aHanunsa opmynsipa
JOKYMEHTa MNpu MoAroToBKEe AOKYMEHTOB Ans
perncTpaumy aBTOPCKOro Npasa Ha peknamHbIn
NpOAYKT;

- NPUMEHEHNE 3HaHUA [OKYMEHTOBEOYECKOW
TEPMUHOMOMMN, 3aKOHOMEPHOCTEN pas3BUTUSA
OOKYMHTa W CUCTEM  OOKYMEHTauum npu
opraHmsaumm co6CTBEHHON AeATENbHOCTU, Npu
BblOOpe TUNOBbIX MeTog4oB WU  crnocobos
BbINOMNHEHUs NpodyeccoHarnbHbIX 3agad, npu
OLeHKe ux 3 PEeKTUBHOCTMU;

- NpuMeHeHne 3HAHNN OCHOBHBbIX HOPMaTMUBHO-
MeToan4ecknx matepuanos no gucuuniunHe,

OCYLLEeCTBMAA  MOMUCK M MCMNOSb30BaHWNe
nHdopmaumn, Heobxoammom ans
3 deKkTUBHOIO BbINOSTHEHUS
npodgeccruoHanbHbIX 3ajau,

npodeccroHanbHOro U NIMYHOCTHOIO Pa3BUTUS;

- rpaMoTHOe cocCTaBfeHne u odopmieHne
[IOKYMEHTOB COrMacHo npaswunam;

- npaBulibHaa opraHn3auna OOKYMEHTOB B
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KOMMJIEKCHhI.

KOMMJeKcbl

Pe3synbTaTbl 06y4YeHus
(ocBOEHHbIe 06LWMe KoMneTeHLMN)

OCHOBHbIe NOKa3aTenu oueHKu pe3ynbTaTa

OK-1 TMoHnmaTb CYLWHOCTb U coumnasnbHyto
3Ha4YMMOCTb CBoen Oyayuien npodeccuu,
NPOSIBNATb K HEN YCTOMYMBBIN UHTEPEC.

CamocTosiTenbHbI  BbIOOp  CTygeHTa cBoen
Oyaywen npodeccun B cdepe KypHanNmUCTUKK,
NPOsiBNEHME K HEW YCTOMYMBOro UHTEpeca.
BepHoe onpegenexHve 3apay 6yaywen
npodyeccum 1 METOA0B UX OCYLLECTBMNEHMS.

OK-2  OpraHusoBbiBaTb  COBCTBEHHYO
0eATenbHOCTb, BbiOMpaTh TUNOBbLIE METOAbI
" cnocobsbl BbIMOMHEHUS
npogeccmoHanbHbIX 3agad, oueHuBaTb UX
3hPHEKTMBHOCTb N KA4ECTBO.

O6oCHOBaHHOCTL BbIOOpa TUMOBLIX METOAOB U

CcnocoboB  BbLIMNOMHEHUS  MPOMECCUOHANbHbIX
3apgad npu opraHusaumm cobCcTBEHHOM
0EeATeENbHOCTH

OK-3 lMpuHnMmaTh pelueHns B CTaHAapTHbIX
W HecTaHAapTHbIX CUTyaumsax M HeCTu 3a
HUX OTBETCTBEHHOCTb.

BbicTpas oueHKa cTaHOAapPTHbLIX U HECTaHAAPTHbIX
CUTyaumn.

CamocTodaTensHOEe OCYLUEeCTBNEHNE AEeNCTBUi
ONs peLlleHns pasnuyHbIX CUTyaunn.

lMposiBNeHWe  OTBETCTBEHHOCTM 3@  CBOM
OEVCTBUSI B PA3NINYHbIX CUTYaLUSIX.
OK-11 O6napatb aKkonornyeckou, | [lemoHcTpaums BHageHus 3KOJTIOrM4YECKON,
WH(POPMALIMOHHON U KOMMYHUKaTUBHOW | MHAPOPMaLMOHHOM n KOMMYHUKaTUBHOM

KynbTypow, 6a30BbIMU 3HAHUSMWN OOLLEHMS
Ha MHOCTPaHHOM A3bIKe.

KynbTypon, 06as3oBbIMW 3HaHMSAMU OOLLEHUA Ha
WMHOCTPaHHOM S13bIKeE.

MK-4.1 MnannpoBaTb
paboTty B cocTaee
NCronHuTenen

COBCTBEHHYO
KonnekTuea

pamMOTHOE cocTaBrneHne NMMYHOro nraHa paboTbl
cneuvanucta Mo pekrname Ha OCHOBe TaliM-
MeHeKMeHTa

ans
Ha

MK-4.3 [[loTOBUTL OOKYMEHThI
permctpaumm  aBTOPCKOro  npaea
peKnamMHbIi NPOaYKT

pamoTHbIN cbop K odopMriieHNE LOKYMEHTOB
ANs perncTpaumm aBToOpcKoro npasa.
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