MMHOBPHAYKN POCCINU
®ENEPAJIbHOE FOCYAAPCTBEHHOE BIOMXETHOE OEPA30BATENbLHOE YYPEXAEHUE
BbICLUErO OBPA30BAHUSA

«BOPOHEXCKWUN rOCYOAPCTBEHHbIA YHUBEPCUTET»
(Preoy BO «BI'Y»)

YTBEPXOAIO

3asegyowmii kachegpon

peKp; amaoﬂHom reerpame CTpaHoBEAEeHUA 1 Typusma
& A/ uermbvew ,‘;-,(_

aguw, |- 531 & 2 / ®edomoe C.B.

Aoonuce, pacwucgposka nodnucu

24.05.2023 .
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COOEPXAHWE

. MACNOPT NPOIrPAMMbI YYEBEHOW ANCLUMNIINHDI
CTPYKTYPA 1 COOEPXAHME YYEBHOW ONCUMNNNHDI

YCIioBUA  PEANU3ALUN MPOrPAMMbI  YYEBHOW
ANCLUUMITNHBI

KOHTPOJ/Ib W OLEHKA  PE3YNIbTATOB OCBOEHWA
YYEBHOUM ANCLUUNTMTTNHDBI

CTp.
cTp.3-4

CcTp.5-8
cTp.9-10

cTp.11



1. NACMNOPT NPOrPAMMbI YYEEHOW AUCLUUMNNUHbBI
M3y4yeHune ocHOB
Aenonpou3sBoacTBa
Mporpamma y4yebHOM AMCUMNNKUHBLI pasdpaboTaHa Ha ocHoBe PeaeparnbHOro

rocygapctBeHHoro obpasoBaTernbHOro craHgapta cpegHero  npodeccuoHasnibHOro
obpasoBaHuna (ProC CrIrO) no cneumanbHoctn 43.02.16 Typuam U rocTenpumMMCTBO
yTBEPXOEHHOIO Npukasom MuHucTepcTBa npocselleHna Poccunckon denepaumm ot 12
aekabpa 2022 r. N 1100 "O6 yTBepxaeHun deaepanbHOro rocygapCTBEHHOMO
obpasoBaTenbHOro CcraHgapTa cpeaHero npodgeccuoHanbHoro obpasoBaHua Mo
cneumansHocTn 43.02.16 Typram 1 roctenpunMMcTBO”, BXOOALWEN B YKPYMHEHHYIO rpynny
cneunansHocten 43.00.00 CepBucC 1 Typm3sm.

1.1. Obnactb NpMMeHeHUs NporpamMmbl
Mporpamma yyebHom ANCLMNITHBI aBnsaeTcs 4YacTbio OCHOBHOW
npoceccroHanbHom obpasoBaTtenbHon nporpammbl B cootBeTctBUM ¢ ®rOC CI1O no
creumanbHoctn 43.02.16 «Typu3M 1 rocTenpuMMCTBO», BXOASLLMI B YKPYMHEHHYIO rpynny

cneuwnanbHocTen 43.00.00 CepBucu Typmsm

1.2. MecTtOo AuCUMNUHBLI B CTPYKTYpe OCHOBHOW npoceccmoHanbHOU
obpasoBatensHon nporpammbl: [M. [lpodeccuoHanbHbIn  uukn. Moaynb
opraHusauus U KOHTPOSib TEeKyLlen AeATeNIbHOCTU CNyX0 npeanpuaTumn
Typudma un roctenpmnmMmcTBa

AucunnnuHa «M3ydyeHne ocHOB Aenonpou3BoACTBa» OTHOCUTCS K MatemaTuyeckomy
N  eCTeCTBEHHOHAy4YHOMY LMKy OCHOBHbIX MpodeccuoHanbHblX 0bpasoBaTesibHbIX
nporpamm (MOK.01.02) no cneuymansHocTn 43.02.16 «Typnam 1 rocTenpummMmcTBo».

[na ocBoeHus AMCUUNNUHBI, OByyaloWmecs MUCNONb3YT 3HAHWUSA, YMEHWUS, HaBbIKW,
cnocobbl AeATenbHOCTU, ChOPMUPOBaHHBIE B X04e M3ydeHus aucumnnnuvH «lMpaBoBegeHue,
«IKOHOMMKAY.

OcBoeHve gucumnnuHbl «/3yyeHne OCHOB [enornpou3BoAcTBa» SBMSETCA OCHOBOM
Ans nocnegywowero nsydyeHns npodeccunoHanbHblix moaynen: NM.02 «lpepoctasneHue
TyponepaTopckux n TypareHtckux ycnyr», NM.03 «OcBoeHne Bngos paboT nNo ogHOW wunu
HEeCKONbKMM npodeccnam paboumx, JOIMKHOCTSM CIyXKaLLmxy.

1.3. Uenu 1 3agaum gucumnnmHbl — Tpe6boBaHUs K pe3yfibTaTaM OCBOEHUS AUCLMNIIUHbBI:
Llenb m3ayyeHnss OMCUMMNUHBI - NpUOGpPeTeHNe obyyaloWMMCH Kak TEOpPeTUYECKMX, Tak U
NpakTUYeCKNX HaBbIKOB B 4eNONpPOn3BOACTBE.

3agayum nsyyeHust AUCUUNINHBI:

- U3Yy4nTb KNnaccudukauuno JOKYMEHTOB, TPeboBaHMS K UX OPOPMITIEHUIO;

- U3y4MTb OpraHn3aLmio AoKyMeHToobopoTa.

B pe3ynbmame oceoeHusi OucuunyuHbl oby4Yyarouwulicsi O0/HKEeH yMemb:
e OdbopMnsTb M NPOBEPATL NPaBUNBHOCTL 0OPMITEHNS AOKYMEHTaLUN B
e COOTBETCTBMU C YCTAHOBNEHHbIMU TPeOOBAHMAMM, B T.4. UCMOMb3YS
e VMH(OPMALMOHHbIE TEXHONOMNN;
e [lpoBOAMTL aBTOMATM3MPOBAHHYIO 06PaABOTKY LOKYMEHTOB;
e OcyLLecTBNATb XpaHEeHNe 1 NOUCK AOKYMEHTOB;
e lcnonb3oBaTb TENEKOMMYHMKALNOHHbLIE TEXHOMOMMN B 3NIEKTPOHHOM
e [OKymeHTOOBOpOTE.

B pe3ynbmame oceoeHus1 QuCYUMuHbl 0b6yYarouulicsi OO/HKeH 3Hamb:
e OCHOBHbIE NOHATUS: LLenun, 3agayn u NPUHLMNbI 4OKYMEHTALMOHHOIO
obecneveHns ynpaBrieHus;



CuncrtemMbl JOKYMEHTaUMOHHOro obecneyeHns ynpasneHus, ux aBTomaTu3auuio;
Knaccudgumkauunio JOKYMEHTOB;

TpeboBaHus K COCTaBMEHNIO N OPOPMIIEHNIO AOKYMEHTOB;

OpraHuzauuio gokymeHToobopoTa: npuem, o6paboTKy, permcrpauuto,
KOHTPOIb, XpaHeHMe LOKYMEHTOB, HOMEHKIaTypy Aen

Pesynbtatom 0CBOEHMS nporpammbl  y4ebHOM OUCUMNAWHBI  SBMSIETCS  OBMageHue
obyvatowmmea obwmnmm (MK) komneTeHunamm:

Kop
KoMneTeHUu CopaepxaTtenbHas 4YacTb KOMMNeTeHUUN
"
MnK1.2 YMeeT onpenendtb CTPYKTYpY M cofep)kaHue TYpPUCTCKOro npoaykra, a Takke
OCYLLECTBMATb KOHTPOSlb M COMPOBOXAEHWE AOKYMeHToobopoTa TYpUCTCKOrO U
FOCTUHUYHOIO NPeanpuUsaTUS

1.4. PekomeHayemMoe KONIM4eCTBO YacOB Ha OCBOEHME NporpaMmmbl AUCLUNITUHDBI:
MakcumanbHon y4ebHon Harpy3ku oby4vatoweroca 42 yaca, B TOM Yncne:
ayauTopHon yydebHonm paboTbl obyyatowlerocs (obsizaTtenbHbIX Y4EOHbIX 3aHATUIA)
- 32 YacoB; BHeayaUTOPHOM (CamoCToATENbHOM) yuebHoM paboTbl obyyatoLerocs - 12
Yacos.




2.CTPYKTYPA U COOEP>XXAHMUE YYEBEHON OAUCLMMIINHbDI
2.1. O6bem y4yebHOM AUCLMNNUHBI U BUAbI y4eOHOW paboTbl

Bup yye6HOM paboThbl O6bem
4acoe
MakcumanbHas yyebHas Harpy3ska (Bcero) 48
AyautopHas yyeb6Hasa pabota (ob6s3aTenbHble Yy4eOHble 3aHATUS) 32
(Bcero)
B TOM yucne:
Jlekuumn 28
nabopaTtopHble 3aHATUSA (ecrnu rnpedycMompeHo) -
npakTn4eckne 3aHaTus (ecsiu npedycmMompeHo) 14

KOHTPOSIbHbIE paboTbl (ecsiu mpedycMompeHo) -

KypcoBasi pabota (NnpoekT) (ecsu npedycMompeHo) -

BHeayauTopHas (camocTosaTenbHasn) y4yebHasn pabota 12
oby4arowerocs (Bcero)

B TOM 4ucne:

camocTodaTenbHasa paboTta Hag KypcoBowm paboTon (NpoekToMm) (ecsu -
rpedycMompeHo)

MogroToBka MHANBMAYaNbHbLIX COOOLLEHMI
CoctasneHue pedepaTta

MoarotoBka npeseHTauum

MogroToBka nakeTa JOKYMEHTOB

ONDNDN

Utorosas attectauua B dpopme — 3a4em




2.2. TemaTUyeCcKum nNnaH u cogepxaHue y4yeb6Hon AucumnninHbl MayyeHrme ocHOB Aenonpon3BOACTBa.

HaunmeHoBaHu CopepxaHme y4eObHOro marepuana, naboparopHbie U npakTuieckue paborhl, ObBbem YpoBeHb
epasgenoB u BHeayauTopHas(camocTosaTenbHas) yuebHas paboTa o6y4alolmxca, KypcoBas Yyacos OCBOEHMUA
Tem paboTa (npoekT) (ecsu npedycmMompeHbl)
1 2 3 4
Paspgen BeedeHue. [JokymeHmupoeaHue uHghopmayuu. 1
1.
Tema 1.1. CogepxaHue y4ebHoro matepuana 1
1 | BeegeHue. [lokymeHTMpOBaHNE MHGOPMaLn 2
Jlekumn Nudopmaums, kak BaxkHenwmn toeap. O6bekT, NnpeameT, Lerb, OCHOBHbIE MOHSTUS 1

genonpoussoacTtBa. Knaccbl 4OKYMEHTOB
[MpakTnyeckme 3aHATUS. -
KoHTponbHble paboThbl -
CamocTodatenbHasa paboTta oby4vatomxcs _

Paspgen Ucmopus pazeumusi dokymeHmoobopoma 4
2.
Tema 2.1. CopgepxaHne y4ebHoro matepumana 4
1 | Orankl pa3suTuAa genonponssoncrea B PO 1
Jlekunn Wctopusa passutmns gokymeHToobopoTa. 1
[MpakTnyeckne 3aHaTuS. . 1
KoHTposnbHble paboThl -
CamocTtodarenbHas pabota obyyatomxcs. lNoarotoska MHANBMAYANbHbIX COOOLLEHWIA 2
Paspen HopmamueHo-memodu4eckasi 6asa
3.
Tema 3.1. CopgepxaHue y4ebHoro matepuana 1
1 | HopmaTtuBHO MeToguyeckas 6asa 2
Jlekuunun YHuudumkaums, ctangaptusaums. 1
MpaKTnyeckme 3aHATUS. -
KoHTpornbHble paboThl -
CawmocTosTenbHasa pabota obyyatoLmxcs. -
Tema 3.2. CogepxaHuve y4ebHoro martepuvana 1
2 | PekBnauT fokyMeHTa 1
Jekunn PekBn3nT 1 oopmynap JOKyMeHTa 1

[MpakTnyeckmne 3aHATuS. -
KoHTponbHble paboThl -




CamocTtodarenbHasi paboTa oby4datomxcs. Nogrotoska MHAMBUAYaANbHBIX COOBLLEHNI

Pasgen
4

Cucmembl QoKyMeHmauyuu

18

Tema 4.1.

CopepxaHve y4ebHOro Matepvana

1 | OpraH13aLmMoHHbIE AOKYMEHTHI

Jlekunun Bngbl opraHnsaumMoHHbIX JOKYMEHTOB

npaKTI/ILIeCKI/Ie 3aHATUA. Pa36op OpraH1M3aUlMOHHbIX JOKYMEHTOB

BN

KoHTponbHble paboThl

CamocTtodatenbHasi paboTta oby4aroLmxcs.

Tema 4.2.

CopepxaHue y4ebHoOro Matepvana

2 | PacnopsanTenbHble JOKyMEHTH!

Nekummn Buabl pacnopsanTenbHbIX JOKYMEHTOB

MpakTuyeckne 3aHaTUs. Pazbop pacnopsigMTenbHbIX JOKYMEHTOB

KoHTponbHble paboThl

CamocTosiTensHas paboTta o6y4atoLmxcs.

Tema 4.3.

CopepxaHue y4ebHoro matepvana

3 | MHdopMaLMOHHO-CNpaBOYHble JOKYMEHTbI

Jlekunmn Bugbl nHopMaUMOHHO-CNPaBOYHbIX JOKYMEHTOB

npaKTI/I‘-IeCKI/Ie 3aHATUA. Pa36op I/IH(bOpMaLl,I/IOHHO-CI'IpaBO‘-IHbIX OOKYMEHTOB

KoHTponbHble paboThl

CamocTtodarenbHas pabota obyvarowmxca. OdopMieHne KoHcnekTa.

Pasgen

Hokymenmoo6opom u apxusHoe 0eJio

Tema 5.1.

CopepxxaHue y4ebHoro matepumana

1 | NokymeHTo060pOT

Nekuun MpuHUMNBI, 334241, XapakTepUCTUKN JOKYyMeHToobopoTa

[MpakTnyeckmne 3aHATuS.

KoHTposnbHble paboThl

CamoctogarensHas pabota obyyatowmxcsa. OgopmreHme KOHCNeKTa.

Tema 5.2.

CogepxaHue y4ebHoro matepumana

2 | ®opmbl opraHMsaLmm 4oKyMeHToo6opoTa

Jlekumn

lMpakTuyeckme 3aHaTms.

KoHTporbHble paboThl

CamocTogatenbHag pabota obyyatowmxcs. Nogrotoeka coobLieHns

Tema 5.3.

CogepxaHuve y4ebHoro matepuvana

3 | ApxusHoe geno

Jlekumn




[MpakTnyeckne 3aHATUS.

KoHTponbHble paboThl

CamocTosTenbHasa pabota obyyatowmxca. [MoarotoBka naketa TMNOBbIX JOKYMEHTOB 12
Pa3pgen 6. OcHoebl dennoeoli KoppecrnoHAeHyUU 2
Tema 6.1. CopgepxxaHne y4ebHoro matepumana 2

1 | Jenosas koppecnoHaeHUMs.

Jlekunun 1

MNpakTuyeckmne saHaTMa.flloaorotoBKa esTOBOro NnMcbMa 1

KoHTponbHble paboThl

CamocTtodarenbHasi pabota oby4varoLmxcs.

TemaTtunka KypcoBon paboTbl (MpoeKTa) (ecsiu npedycmMompeHsbi)

CamocTosTenbHas pabota obyyaroLwmxcsa Hag KypcoBon paboTton (NPOEeKTOM) (ecru npedycMompeHbl) -

Bcero: 42

[na xapakTepuCTMKM YPOBHA OCBOEHUS y4eBHOro matepuana ncnonb3ytTcs cnegyowme o603HaqYeHus:

1. — 03HaKoMUTENbHbIV (Y3HaBaHWE paHee U3y4eHHbIX 0O bEKTOB, CBOWCTB);

2. — penpoayKTMBHbIN (BbIMNOMHEHNE AEATENBHOCTM NO 00pas3uy, MHCTPYKUMM UK No4 PyKOBOACTBOM)

3. — NPOAYKTUBHbIN (NSTAHNPOBAHNE M CaMOCTOATENBHOE BhINOSMIHEHME OEATENBHOCTH, peLleHmne NpobnemHbix 3agaq)




3. YCNoBUA PEAITM3ALUU NMPOIrPAMMBbI OAUCLIUTTTIUHDBI
3.1. MaTepuanbHO-TeXHU4YecKoe obecneyeHmne
Peanusauus nporpammbl gucumnimHbl TpebyeT Hannumsa yyebHoro kabuHeTa.

O6opynoBaHue y4ebHoro kabuHeTa: NocagoyHble MecTa no KOmM4yecTBy MecT
obyuatowmxcs, paboyee MeCcTo npenogasaTens, 4Ocka, KOMMNIEKT y4eBHO-MeToaNYECKOM
AOKyMeHTauuu

TexHu4eckne cpeacTea obyyeHus:
Tenesunsop Samsung CK-20F2VR, HoyTbyk

O6opynoBaHne MacTepcKkon 1 pabounx Mect MacTepPCKOMW:

O6opynoBaHue nabopatopumn n paboymx mect nabopatopuu:

[Mpusodumcs nepedyeHb cpedcme 0bydeHus, 8KIoYas mpeHaxepbl, MOOesiu, Makemsl,
obopydosaHue, mexHu4deckue cpedcmea, 8 m. 4. ayouosusyaribHble, KOMIMNbIOMEPHbIE U
merieKoMMyHUKaUyuoHHble u m. . (Konudyecmeo He yka3bigaemcsi).

3.2. UHdpopmaumoHHoe obecneyeHne odyyeHus

NMepevyeHb  y4eOHbIX wu3pgaHuMK, WHTepHeT-pecypcoB, AOMNOJIHUTENIbHOMN
nuteparypbl

OCHOBHbIE UCTOYHMKMN:

1. JlaHckas, [. B. TexHonormm ynpasneHusi OOKYMEHTauuMen: OenonpousBOACTBO U
AOKyMeHToo60poT : YuebHoe nocobue / [1. B. JlaHckas, E. 1. CenuBaHoBa. — KpacHogap :
Ky6aHckun rocygapcTtBeHHbIn yHuBepcuteT, 2022, — 211 ¢. — EDN MRUWXB.

2..0xoTHukoB, A. B. [JokymeHTOBEAEHME N OENONPON3BOACTBO : y4ebHoe nocobue / A. B.
OxoTHuKoB, E. A. BynaesuHa. — MockBa-PocTtoB-Ha-[loHy : MapT, 2004. — 287 c. — ISBN 5-
241-00332-0. — EDN XGGKBD.

3. Cywkosa H.C. OcHoBbl AOKYMEHTALNOHHOIo obecneyeHuns ynpaBneHnsa TypucTu4eCcKom
komnaHuen/ H.C. CywkoBa, BopoHex, KsapTa, 2018.-164c., un.

4. Wysanosa, H. H. OcHoBbl Aenonpon3BoacTea. A3bIK CnyXebHOro JOKyMeHTa : Y4ebHuK
n npaktnkym / H. H. lWWyBanoea, A. 0. /iBaHoBa. — 3-e 13a., nep. n gon. — Mockga :
N3paTtenbcto KOpanT, 2022. — 384 c. — (Bbiclwee obpasoBaHue). — ISBN 978-5-534-
15217-3. — EDN OAOFRN.

D,OI'IOJ'IHI/ITeJ'IbeIe NCTOYHUKA:

1. AHgpeeBa, B. V. [Jlenonpon3BoacTBO: opraHnsauus u BedeHune : y4ebHO-npakTnyeckoe
nocobue ona cTygeHToB BbICLLMX Y4eOHbIX 3aBegeHuinn / B. V. AHgpeesa ; B. V. AHgpeesa.
— WN3a. 2-e, nepepab. u gon.. — Mockea : KHopyc, 2006. — ISBN 5-85971-425-4. — EDN
QRFZDX.
2. Bonkoea, E. A. [enonpoumsBoactBo : [lpaktuyeckoe nocobue Aans CTyoeHTOB-
GakanaspoB, obyvatowmxca No HanpaBneHuto nogrotoskn «tOpucnpyaeHums» / E. A.
Bonkosa. — KpacHogap, CapatoB : HKOXHbI UHCTUTYT MeHemkmeHTa, An Mn Op Meawna,
2017. - 41 c. — EDN ZGASCD.
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3. KonblwkuHa, T. b. [lenoBbie KOMMYyHUKaUUK, 4OKYMEHTOOOOPOT U AENONPON3BOLCTBO :
YyebHoe nocobue / T. b. KonbiwknHa, WU. B. WyctnHa. — 3-e u3g., ucnp. n gon. — Mocksa :
M3paTtenbctBo KOpant, 2021. — 145 c. — (Bbicuee obpasoBaHue). — ISBN 978-5-534-
14216-7. — EDN RTBUKI.

4. KysHeuoBa, W. B. KoH(pungeHunanbHoe [enonpousBoACcTBO W 3aLUMLLEHHBIN
3NEKTPOHHLIN AOKYMEeHTO060poT : YyebHoe nocobue ona 6akanaspos / U. B. KysHeLoBa,
. A. XayatpsiH. — Mocksa : A NMn Ap Meauna, 2020. — 192 c. — ISBN 978-5-4497-0588-4. —
EDN RZLVSE.

5KytysoB, B. W. [denonpon3BoacTBO/OOKYMEHTOOG0POT B  LMAPOBYH  3MOXY:
opraHu3aunoHHo-NpaBoBble acnekTbl : MoHorpadus / B. U. Kytysos, O. M. MactoTo ;
Kytysos B. W., Macioto O. M. ; M-Bo obpasoBaHusa un Hayku Poccuiickon depepaumn,
depepanbHoe areHTCTBO No obpasoBaHuto, PepepanbHoe roc. obpasoBaTenbHoe
yypexgeHue BbiCl. nNpod. obpasoBaHuna "Ypanbckad akag. roc. cnyxbéwol", ®un. B T.
OpeHbypre, MexpernoHanbHaa obwecTB. opr. B nogaepxky nporpammbl FHOHECKO
"Mndpopmauma anga scex". — Mocksa : KOpucts, 2007. — 297 c. — ISBN 978-5-94103-278-5.
— EDN QSKAEV.



4. KOHTPOI1b 1 OLIEHKA PE3YJIbTATOB OCBOEHUA ONCLIUMNITHDI

KOHTpOJ'Ib M OUeHKa pe3ynbTaTtoB OCBOEHUA [OUCUUMIINHBI OCYLLECTBIIAETCA
npenogasaresieMm B [Mpouecce nposeaeHnAa npakrtn4eckmnx 3aHATUN W© J'I860paTOprIX
pa60T, KOHTPOJ1bHbIX pa60T, a TakKkKe BbINOJIHEHUA 06y‘-IaI-OLIJ,VIMI/ICFI nHanBuayanbHbIX

3aJaHui, NPOEKTOB, UCCNENOBaHUN.

PesynbTaTbl 060y4YeHus
(ocBOEHHble YMEHUS, YCBOEHHbIe
3HaHuA)

OCHOBHbI€ NoKa3aTenu oueHKN
pe3ynbTaTta

YMmeTh:

OdopmnaTb 1 NpoBepPATb NPaBUITbHOCTb
odhopMIEHNss AOKYMEHTALMUN B
COOTBETCTBMM C YCTAHOBMNEHHbLIMMU
TpeboBaHMsAMM, B T.4. UCMOSb3YS
NHOPMAaLIMOHHbIE TEXHOJTOMNN

Paboma ¢ HopmamueHbIMU GOKyMeHmamu

MpoBoanTL aBTOMATM3NPOBAHHYO pPaboTy C
[AOKYMEHTaMm

OpeaHuszayus pabomsi ¢ dokymeHmMamu

3HaThb:

OCHOBHbI€ MOHATUA: LUenu, 3agadu u
NPVHLMNbI AOKYMEHTALMOHHOro obecneveHuns
yrnpasneHus

Teopemu4eckue acriekmsi
OoKyMeHmoobopoma

TpeboBaHusi K COCTABNEHUIO U OPOPMITEHMIO
[10KYyMEHTOB

HopmamueHbie mpebosaHusi pabomei ¢
KOHKpemHbIMU OOKyMeHmamu

PesynbTaTbl 00yuYeHus
(ocBoeHHbIe MK)

OCHOBHbIe nNoKa3aTenu OLEeHKU pe3ynbTaTta

YMmeeT onpefensite CTPYKTYpy M
coaepXxaHue [OKYMEHTOB Typnpeanpusatus ,

YmeHue oghopmrisimb munoasie G0OKYMEHMbI
mypucmcko2o rpednpusimusi




