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1. MACIIOPT TPOT'PAMMBI YYESEHOU JUCITATLIAHBI
DJIeKTPOHHbIH JOKYMEHT0000pOT

1.1. O0aacTb NpUMEHeHHUs1 MPOrPaMMbI

ITporpamma y4eOHOH MUCHMIUIMHBI SIBJISIETCSI BAPUATUBHON YacCThIO MPOQECCHOHATbHON
oOpasoBaTesibHON TiporpamMmbl B cooTBercTBUU ¢ @I'OC mo cnenmaabHOCTH (CHEUUATBHOCTSIM)
CIIO, Bxopmsmeill B cocTaB yKpyHmHEHHOH rpymmbl crnieuuanbHocted 09.00.00 Mudpopmatuka u
BBIYMCIIUTENbHAS TEXHHKAa I10 HampaBieHuro 0a3oBoit moaroroBku 09.02.05 Tlpuxnamnas
uHpopmaruka B 00pa3oBaHUU.

IIporpamMma y4eOHOH OUCLMIUIMHBI MOET OBbITh HCIOJBb30BAHA B JIOMOJHHUTEILHOM
npodeccuonasbHOM 00pa3oBaHUM (KypChl MOBBIIEHHS KBATHM(PUKALMM U TEPEroArOTOBKH), a
TaKke 11 Bcex (hopM MojydeHust 0Opa3oBaHMs: OUHON, OYHO-3a04HOMN (BEUepHEe) U HKCTepPHATA,
Il BCEX THIOB M BUIOB 0OpaszoBaTeibHbIX yupexaenud, peammsyromux OITOIT CIIO mo
cnenuanbaocTH 09.02.05 TlpuknanHas uHpopMaTHKa B 00pa30BaHUM.

JlaHHasi mporpaMMa YYHMTBIBAeT BO3MOXKHOCTb peanu3aluu y4eOHOro marepuana u
CO3JJaHUSI CHELUAJIbHBIX YCIOBUH aisi OOYyYarOIIMXCsl C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMH
3/I0pOBBsI HA BCEX 3TAIax OCBOCHUS.

1.2. MecTo AMCUMIUIMHBI B CTPYKType OCHOBHOH mnpo(eccHOHAIBLHOH 00pa3oBaTeibHOM
NpPOrpaMMbl:  JTUCLUIUIMHA BXOOUT B  NPO(PECCHOHANBHBIA ILMKJI W OTHOCHUTCA K
o0menpodeccnoHaNbHBIM JUCIUIUTNHAM (BapUATHBHAS YacTh).
1.3. Hesu 1 327241 AMCUUIVIMHBI - TPEGOBAHUS K Pe3yJIbTATAM OCBOCHHS AUCHUTNIIHHBI
B pesynbprare ocBOSHMS AUCLHUIUIMHBI OOYYAIOIINIICA JOJKEH YMeTh:

—  0ohOpMIIATE JOKYMEHTBI, NUCTIONb3YsI HHPOPMALIIOHHbBIE TEXHOIOTUH;

—  yHUQHUUUPOBATH CUCTEMbI JOKYMEHTALHH,

—  OCYLIECTBJISITb XPAaHEHUE U TIOMCK JOKYMEHTOB,

—  OCYLIECTBJISITh aBTOMATHU3aLUI0 00PabOTKN TOKYMEHTOB,;

—  HUCIIOJIb30BATH TEJIEKOMMYHUKAIIHOHHBIE TEXHOJIOTHH B HJIEKTPOHHOM

IOKYMEHTOO0OPOTE.

B pesynbrare ocCBOSHHS AUCLHMILIMHBI OOYYAIOIIUICS JOIKEH 3HATD .

—  Ocnosunble nenu u 3agaun UKT B nokymeHTOO00pOTE;

—  OCHOBHBIE MOHATHUS TOKYMEHTO00O0POTA;

—  CHCTEeMbI JIEKTPOHHOIO IOKYMEHTO00O0pOTa,

—  KJaccu(pMKaLUIO TOKYMEHTOB,;

—  TpeOOBaHUS K COCTABJIEHHUIO U OPOPMIICHUIO TOKYMEHTOB,;

—  OpraHM3alMil JOKyMeHTooOOpoTa: mpueMm, o0pabOTKy, perucTpanui, KOHTpPOJIb,

XPaHEHUE TOKYMEHTOB, HOMEHKJIATY Py Jell.

OcBauBaemele obuie u npogeccuoHanpHble kKomrereHun (Ha ocHoBannu ®I'OC CITO):

OK 1. IloHumMaTe CyIIHOCTb M COLMAJbHYK 3HAYUMOCTb CBOel Oyayiueid mpodeccuw,
MPOSIBJISITE K HEN YCTONYUBBIN UHTEPEC.

OK 2. Opranu3oBbiBaTh COOCTBEHHYIO NESTENIbHOCTb, BHIOMPATh THUIIOBBIE METONBI H
crocOObI BBITOJHEHUS MPOPECCHOHATBHBIX 3a/1a4, OLEHNBATh UX 3(p(HEeKTUBHOCTD M KA4ECTBO.

OK 3. IlpuruMaTh pemeHnss B CTAHAAPTHBIX U HECTAHAAPTHBIX CUTYALMAX M HECTH 32
HHUX OTBETCTBEHHOCTb.

OK 4. OcymecTBisiTh MOUCK M MCHOJb30BaHME WHPOPMALMM, HEOOXOOUMOM st
3¢ (}HEKTUBHOTO BBIMOJHEHHs MPOQPECCHOHATBHBIX 3a1a4, MPO(PeCCHOHATBHOTO U JIMYHOCTHOTO
pa3BUTHSL

OK 5. Hcnomb3oBaTh  HMHPOPMALMOHHO-KOMMYHUKAILIMOHHbIE  TEXHOJOTMH B
npodeCCHOHATIBHOM NeSITeTbHOCTH.

OK 6. Paborarb B komuektuBe u kKoMmaHzae, 3(pdexTuBHO oOmaThcs € KOJUIEraMu,
PYKOBOZCTBOM, OTPEOUTEINSIMH.

OK 7. Bparp Ha ce0s1 OTBETCTBEHHOCTb 3a PabOTy YJIEHOB KOMaH/b! (MOAYMHEHHBIX ),
pEe3yJIbTaT BBINOJIHEHHS 3aaHUil.



OK 8. CamocTosATenbHO ONpenensaTh 3amaud NpoPecCHOHAIBbHOTO M JMYHOCTHOIO
pa3BUTHsA, 3aHUMATbCA  caMOOOpa3OBaHMEM,  OCO3HAHHO  IIJIAHUPOBaTb  TOBBILIEHHE
KBaJIM(pUKaLUK.

OK 9. OpueHTupoBaThCs B yCIOBHSX 4aCTOW CMEHBI TEXHOJIOTHH B PO ecCHOHAIbHON
NESITEJIbHOCTH.

IIK 1.3. OcyiecTBisTh MOATOTOBKY 000OPYIOBaHUS K padoTe.

IIK 1.5. KonTtponupoBaTb pabOTy KOMIBIOTEPHBIX, NepUPEPUITHBIX YCTPOWUCTB U
TEJIEKOMMYHHKAIIMOHHBIX CUCTEM, 00eCIIeUunBaTh UX MPABHIIBHYIO YKCILTyaTaLUIO.

I1K 2.3. IIpoBonuTh OTHAAKY ¥ TECTUPOBAHUE MPOrPAMMHOI0 00ECIIeYeHuUs OTPaCIeBOIl
HaIPaBJICHHOCTH.

I1K 2.5. Pa3pabaTbIBaTh 1 BECTH MPOEKTHYIO M TEXHUYECKYIO JOKYMEHTALIHIO.

1.4. PexomeHayemMoe KOJHMYECTBO YACOB HA 0CBOEHHE MPOrPaMMbl AHCHUINJIHHBI:

MaKCUMaJIbHOH yueOHOI Harpy3ku oOydvaromierocs 92 4acoB, B TOM YHCIIE:
o0s13aTeNnbHON ayANTOPHOM y4eOHOI Harpy3ku obydaroierocs 60 4acos,
CaMOCTOSITENIbHOU paboThl 00yHaroIerocs: 32 4acos.



2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM U CHUILINHBI

2.1. O6bem yueOHOI AMCUMIIIMHBI U BUABI Y4e0HO0il padoThI

Bunbi yue6Hoii padoTnl Konunuectso
4acoB

MakcumajibHas yueOHast HATpy3Ka (Bcero) 92
O6s13aTesibHAsI ayUTOPHAsI yueOHasi HATPY3Ka (Bcero) 60
B ToM uuce:
JlabopaTopHble 3aHsATHUs
IIpakTuyeckue 3aHATHS 30
KoHTtposnbHbIe paboThI
Kypcosas pabota (eciu npenycMOTpeHO)
CamocrosiTeibHAs padoTa o0yuaromerocst (Bcero) 32

B Ttom uucie:

I/IHI[I/IBI/II[yaJ'IbHOG MPOCKTHOC 3aAaHNC

Hrorosas arrecranus nuddepeHIPOBAHHBIN 3a4eT
















3. YCJIOBUSA PEAJIMBALIMHU TPOTI'PAMMBI AN CHUTIJINHBI

3.1. TpeGoBaHHA K MUHUMAJILHOMY MATEPHAJILHO-TEXHUYECKOMY 00ecrneueHHI0
Peanuzanus nporpaMMbl AUCLUILIHHBL TpeOyeT HaMu4us y4eOHOro KabnHeTa.
Obopyoosanue yuebno2o kabunema
- PabGouee mecTo npenonasarens,
— Paboune mecra oOyuaromumxcs;
— VYueOHas, MeToAMuecKas, CIpaBOYHAs JIUTEPaTypa, CIOBAPH, Pa3faTOYHbIA MaTephal,
MaTepHaIbl st KOHTPOJIS (TECThI, KOHTPOJIbHBIE BOMIPOCHI IIP. );
— JIMueH3WOHHOE MpOrpaMMHOe o0ecrieueHrne (OmepalMOHHAas CcUcTeMa, O(HCHOE
NPUIIOKEHHUE).
Texnuueckue cpedcmea 0oyyeHus:
— KommnbroTep ¢ BBIXOOM B HHTEPHET;
3.2. UudopmanuonHoe odecneueHue o0ydeHust
Ilepeuens pexomMeHayeMbIx y4eOHBIX H3AaHuUi, WHTepHeT-pecypcoB, AONOJHHTEIbLHOM
JIHTEPATYPbI
OcHo6HbIE UCMOYHUKU:

1. I'saeBa, U. B. [lenonpousBoacTBo [DnekTpoHHbIid pecypc]: cnpaBounuk / M. B. I'saesa, C.
B. Cobanesckmii. - DnekTpoH. TekcToBble naHHble. - Munck: TerpaCucremc, Terpanur,
2014. - 224 C. - 978-985-7067-96-1. - Pexum JAOCTyIa!
http://www.iprbookshop.ru/28072 html

2. Kysnueuos, U. H. Jleaonpon3BoacTBo [DneKTpoHHbIH pecypc]: yaeOHO-CcripaBodHOe mocodue
/ Y. H. Ky3Heuos. - 8-e u3a. - DNeKTpoH. TeKCTOBbIe AanHble. - M.: Jlamkos u K, 2019. -
406 c. - 978-5-394-03393-3. - Pesxum nocryna: http://www.iprbookshop.ru/85215 html

Jonoanumenvuas numepamypa:

1. beikoBa T.A., BsmoBa JI.M., Cankuna JL.B. [enonpousBoactBo. YueOHHMK. — 4-€ W31,
nepepab. u pomn. / [lox obur. pen. npod. T.B. Kysneuosoii. — M.: UHOPA - M, 2015.

2. I'punbepr, A. C. MndopmanmonHbie TexHojoruu ynpasienus: yueOnuk / ['punbepr A. C. -
Mocksa: FOHUTU-TAHA, 2014. - 479 c.

3. HenompoussBoactso: OOpa3upl 1 nokyMeHTbl. OpraHusanust u TexHonorusi pabotsl. bonee
120 noxymeHToB.- 3-¢ u3a., nepepad. u nom./ B.B. I'anaxos, UK. Kopuees u np; moxn. pen.
U K. Kopneesa, B.A. Kynpsiesa.- M., IIpocnekr, 2014.- 480 c.

4.  Henonpomssoacteo. Kypc nekuuii: yued. mocodue./ M FO. Poroxun.- M.: IIpocnekr, 2016.
-240c.

5. Henompoussonactso. Ilpaktuueckoe mocobue./ B. WM. Anmpeea. - Wsnanue 8-e,
nepepaboTtanHoe u gonojHenHoe. - M.: AO «buznec-1kosa «Muaten-Cuntes»,2015. - 192 c.

6. JlenompousBOACTBO. KOHCHEKT JieKiuii (3aueT u sk3ameH) / M.U. bacakos.- U3n. 10-e. -
Pocros w//1; ®enukc, 2014. - 192 ¢.

7. Jlenonpou3BOACTBO. COCTaBJICHUE, pEAAKTHpPOBaHHWE U 00paboTKa MOKYMEHTOB. y4eO.

nocobue/ O .I1. Conory0.- 6-e usn., crep.- M.: Omera-JI, 2016.- 207c.

8. Kproxosa, H. Il. JlokymMeHTHpOBaHHE YNpPaBIEHYECKOH NeATeNbHOCTH: Y4eOHOoe mocobue.

I'pudp YMO / H. I1. Kprokosa. - M.: TH®PA-M, 2015. - 267 c.
9. Kysneuos, 1. H. enonpousBoactso: yuebHO-cripaBoyHoe mocobue / Kysnenos M. H. -
Mocksa: Jlamkos u K, 2014. - 520 c.

Humepnem pecypcur (UP):
1. Tapant wuHpOpMaLMOHHO mMpaBoBOe obecreueHue [DaekTpoHHbId pecypc] / Tapast
Hndopmarmonno-npaBoBoii nmoptain / http://www.garant.ru/
2. Komexc. 3akOHONATENbCTBO, KOMMEHTAPHM, KOHCYJbTaLUH, cyaeOHas IpakTHKa
[DnexTponnblii pecypc] / Odpunpanbubiii cailT komnanuu «Komekey / http://www kodeks.ru/
3. KoHCynbTaHT IUIOC - HAJEKHAs TMpaBoBasi TMOANEPKKAa [DNeKTpoHHBIA pecype] /
Oduumanbublii caiit komnannu "Koncynbrant [lmroc. / http://www.consultant.ru/
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4. KoHpuneHmaapHOe AEJONPOU3BOACTBO U 3AIIUINEHHBINH 3JIEKTPOHHBIH JOKYMEHTOOOOPOT
[Qnextponnsiii pecypce] : yueOnuk / H. H. Kynsies, A. C. Iémyuikun, A. I'. @adpuunos, T.
B. Kongpamesa ; non pen. H. H. Kynses. - DnextpoH. TexcTosrle ganssle. - M. : Jloroc,
2016. - 500 C. - 978-5-98704-711-8. - Pexum IOCTyIIA:
http://www.iprbookshop.ru/66416.html

5. CrenanoBa, E. H. Cucrema »3JeKTpOHHOro aoKyMeHTOOOOpoTa (oOna4yHoOe perieHue)
[DnexTponHbIii pecypc] : yuebnoe nocobue / E. H. CrenanoBa. - DIEKTPOH. TEKCTOBbIE
nannble. - Capatos : Ail IIu Op Menua, 2018. - 182 c. - 978-5-4486-0136-1. - Pexum
nocryma: http://www.iprbookshop.ru/73341. html
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4. KOHTPOJIb 1 OINEHKA PE3YJIBbTATOB OCBOEHHUA JUCIUIIJINHDbI

KOHTpOJ’lb H OLECHKA PC3yJIbTaTOB OCBOCHUA NUCHUILINHBI OCYHICCTBIISACTCA MPCNOAaBaTCICEM B
nmpouecce BhIITOJIHCHUA O6yLIaI-OIJ_[I/IMI/IC$I HHAWBUAYAJbHBIX 3az[aH1/11?1 " DK3aMCHOB.

PesyabTaTbl 00yyeHus
(ocBOeHHBIE YMEHHS1, YCBOCHHbIE 3HAHHUS)

@opMbI U METOAbI KOHTPOJISI H OLIEHKH
pe3yJabTaTOB 00y4eHHsI

Ymenus

- O(I)OpMJ'IHTb AOKYMCHTDI, UCITOJIb3Ys1
I/IH(I)OpMaL[I/IOHHbIe TCXHOJIOIHNH,

- YHI/I(I)I/ILII/IpOBaTb CUCTEMbI JOKYMEHTALIUU,
- OCYLICCTBJIATL XPAHCHUC U ITIOUCK
AOKYMCHTOB,

- OCYLICCTBJIATE aBTOMATU3AL[UIO O6pa60TKI/I
AOKYMCHTOB,

- UCTIOJIb30BATh TCIICKOMMYHUKAITUOHHBIC
TCXHOJIOTHUU B 3JICKTPOHHOM

ITpakTuueckue padoOThI
CamocrositesnbHble paboThI
HuddepennmrpopanHblii 3aueT

JOKYMEHTO000pOTE.

3uanun

- ocHoBHble 1ienu U 3anaun UKT B KonTtposnbHbie paboTh,
IOKYyMEHTOO00pPOTE; TECTUPOBAHUE,

- OCHOBHbI€ TIOHSITUS IOKYMEHTO00OPOTAa;

- CHCTEMBI JOKYMEHTAIHOHHOTO 00eceYeH st
yIIPaBIICHHUS,

- KJIACCU(PHUKALIHIO TOKYMEHTOB,;

- TpeOOBaHMS K COCTABJICHHIO 1 O)OPMIICHHUIO
IOKYMEHTOB,

- OpPraHU3aLUI0 JOKYMEHTOO00POTa: pUeM,
00paboTKy, perucTpaumto, KOHTPOJIb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIATYPY eI

3alMTa MPaKTUIECKUX padboT
HuddepennmpopanHblii 3aueT
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BOIIPOCHI K 3AYETY

1 BapuaHT

1. HuopManHoOHHAN cHCTEMA — 3TO:

A) B3aUMOCBSI3aHHAs1 COBOKYITHOCTb CPEJCTB, METOJIOB U MEPCOHANA, UCTIONb3YEeMBbIX IS

XpaHeHusl, Moucka, oOpaboTKu U BbIaun HHOOPMALIMY B MHTEPECax IMOCTaBJICHHOI Lieny,

b) cpencrBo nus napOpMUpOBaHUS HACETIECHUS,

B) nponecc, ncnonb3yoomuii COBOKYITHOCTb CPENCTB U MeTO0B cOopa, 00paboTKH 1

nepenavy JaHHBIX IS TONTy4YeHHus: HHPOPMALIMU HOBOT'O Ka4eCTBA O COCTOSIHUM OOBEKTa.
2. JIoKkyMeHT0000pOT - 3TO ABH:KEHHE JOKYMEHTA ¢ MOMEHTA...

A) ero co3nmaHus 10 OTIIPABKU

b) ero nonyuenus 10 MOAIINBKY B €0

B) ero cozganus 10 NOAIMMBKY B AEJIO

I') ero nosyueHus: Wiu CO3AaHMS A0 MOALIMBKY B JIEJIO WJIN OTIIPABKH
3. D1eKTPOHHDbIH AOKYMEHT — 3TO:

A) mo0ast 3eKTpOoHHAs! HPOPMALHS, XpaHUMasi B UCXOIHOM (GopMaTe AJisi TOro

NPUJIOKEHHUS], B KOTOPOM OHa Oblila CO31aHa,

b) mobas TekcToBas snekTpoHHAas HHPOpMaLKs, XpaHUMasi B UCXOAHOM (opmare;

B) nmto6as TabnuyuHast snekTpoHHAs HHPOPMALUS, XpaHUMast B UICXOTHOM (opmare.
4.{okyMeHTBI (JOPMHPYIOTCS B /1eJIa B COOTBETCTBHH C:

A) nojoxxeHreM 00 yupexaeHun

b) nepeyneM TOKyMEHTAJIbHBIX MAaTEPHANIOB C YKa3aHHEM CPOKOB XPaHEHHSI

B) 'OCTowm Ha opraHM3alMOHHO-PACTIOPSIIUTENBHYIO TOKY MEHTALHEO

I') HOMeHKIaTypOil IeN yUpesKaeHHsI

J1) HHCTPYKLIMEH 1O AEIONPOU3BOICTBY JAHHOTO YUPEIKACHUSL.

S. llpuxnagHble NIPOrpaMMbl — 3TO MPOrPaAMMBbI:

A) perarorye KOHKPETHBIE 331a4H U3 KaKUX-TH00 MPUKJIaTHBIX 00acTeil;

b) npunararomuecss K KOMIUIEKTY IIOCTABKU IMEPCOHAIBHOTO KOMITBIOTEPA;

B) nns BeimosHEHMs city>keOHBIX onepauuii ¢ gainamu 1 HAKOMUTENIMH UHpOpManuu.
6.3akoHYNTEe HAYATOE MPEAJIOKEHNEe OJHUM U3 TPeX BAPHAHTOB 0TBeTa: l0KyMeHT0060pOT
- ABMKEHHE JOKYMEHTOB B OPraHU3ALMU ¢ MOMEHTA HX CO3AHUS 10:

A) nepenayuu Ha MCIIOJHEHUE

b) nonmmBku B feno

B) 3aBepiueHust NCIIOTHEHUS UM OTIPABKU
7. PacnpenesieHHast 00padoTKa AaHHBIX — 3TO:

A) 00paboTKa HaHHBIX, BBIIOIHAEMAsl HAa CBSI3AHHBIX MEXIy COO0H KOMIBIOTEpax;

b) nepapxuunast 06paboTka nHpOpMaLHH;

B) o6paboTka naHHBIX, BBIMOIHIEMAs! HA HE3aBUCUMBIX KOMITBIOTEPAX.

8. PernonanbHas ceThb CBA3BIBACT A00HEHTOB, PACIOJIO0KEHHbIX:

A) Ha 3HAYUTEBHOM PACCTOSHUU APYT OT IPyTra,

b) B mpenenax HeOONBIIOH TEPPUTOPUH,

B) B pa3nuuHBIX CTpaHax, Ha Pa3JIMYHBIX KOHTUHEHTAX.

9. Kakasi ctaausi )KH3HEHHOI 0 LIUKJIA JOKYMEHTA YKA3aHA HEBEPHO:

A) B pa3paboTke; B) ycrapesiuas;

b) HoBas; I') meticTByromas.

10. C nomompbro I Mo:kHO moaNMHUCATD:

A) nmrobyro 3amauy;

b) mo0Oyro Bepcuio 3eKTPOHHOTO TOKYMEHTA;

B) nmo6oe 3ananue.

11. Kak Ha3bIBaeTcsi ABH:KEHHE JOKYMEHTOB B OPraHH3ALMH ¢ MOMEHTA HX CO3AAHHUS HJIU
MOJIy4eHHs 10 3aBepPLIeHUs] HCIOJHEHHUsI WIH OTHPaBKu?
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A) MapipyT ABHIKEHHUS TOKYMEHTOB,;
b) noKyMeHTOIOTOK,;
B) noxymenToobopoT.
12. Kak Ha3bIBaeTCsl COBOKYNHOCTH JOKYMEHTOB OIHOT0 BHAA HJIH HA3HAYEHHsI, HMEIOIIHX
eJMHbIH MApWpyT?
A) HUcxopsiimue 1OKyMEHTBI.
b) JIoKyMEeHTOMOTOK.
B) BayTpeHHuE NOKYMEHTHI.
13. Kakne 10KyMEHTONOTOKH N0 HANPABJIEHHIO He CYyIIeCTBYIOT?
A) I'opu30HTaIBHBIE TOTOKH.
b) BepTukanbHble TOTOKH.
B) CrnmpanbHble MOTOKH.
14. Kak Ha3bIBAIOTCSI AOKYMEHTONOTOKH, CBSI3bIBAIOLIHE OPTAaHU3ALHH PA3JTHYHBIX
YpOBHell ynpasjieHus?
A) I'opH30HTaIBHBIE TOTOKH.
b) BepTukanbHble TOTOKH.
B) CrnimpanbHble MOTOKH.
15. Kak Ha3bIBaeTCsl JOKYMEHT, KOTOPBIH YeTKO onpeaesier, KTO H KOrAa J10/IKeH
COCTABJIATH NEePBHYHbIE JOKYMEHTbI, KOMY H B KAKHE CPOKH HX NPeAbSBJIATH?
A) I'paduk moxymeHTroobopora.
b) MapupyT nokymeHTo000pOTA.
B) ITotok nokymenToobopoTa.
16. Kaxoii BUA 371eKTPOHHON MOANKMCH He CyllecTByeT?
A) Ipocrast 3I€KTPOHHAS! TOIHCE.
b) 3akpenurenbHast 31€KTPOHHAS TOHCH.
B) Ycunennas 371ekTpOHHAS MTOAIHUC.
17. Ayrentuduxanus — 370 ...
A) cIoCOOHOCTD MOATBEPAUTD JINUHOCTD MOJIB30BATEIS
b) npenocTtaBneHne nocTyna K OnpeneseHHbIM JaHHBIM WIHA ONepPausM, IIPU YCIOBHHU, YTO
I0JIb30BATENb TOT, 32 KOTO OH ce0st BbIIaeT
B) mexaHu3M pasrpaHuueHus AOCTYNA K JaHHBIM U (PYHKIIMAM CUCTEMBI
18. Becrpoennasi CYB/I umeercst B KOMILIEKTe MOCTABKH CHCTEMBI ...
A) «EBdpat JokymMeHTOOO0pOT»
b) «bocc-Pedepent»
B) «Office Media»
I') «Effect Office»
19. I'pynnel focTyna Heo0XoAHMBI ...
A) anst IpenoCcTaBIeHUs IPaB KOHTPOJIepa COTPYAHUKAM OOSI3aHHBIM CIIETUTD 32 EHCTBUSIMU
NOJIb30BATENEH CUCTEMBI
b) nist opranmzanuy 1OCTyna K JOKyMEHTaM JUIsl OTAEIOB OPraHU3aliH, KOJUIEKTHBA
COTPYAHUKOB, paOOTAIOIINX HAJ OTEIBHBIM ITPOEKTOM
B) B cirydae oTCyTCTBHS COTPYIHIKA OTBETCTBEHHOT'O 32 PadOTy Haa JOKYMEHTOM U
HEOOXOAMMOCTBIO €€ MPOAOJIKEHUE B €r0 OTCYTCTBHE
20. /lIokyMeHT uMeeT ABe CYIIHOCTH ...
A) o011y10 U CrieranbHy
b) nHpOopMaLMOHHYIO 1 MaTePUATbHYIO
B) nHpOpMaLIMOHHYIO 1 TPABOBYIO
I') nadpOpMaLIMOHHYIO 1 KOMMYHHKALHOHHYIO
21. Ha 6a3e npoaykra Lotus Notes ¢pupmsbl Lotus Development Corporation pa3padorana
cucrema ...
A) «bocc-PedepenTy; B) «Optima Workflowy;
b) «Office Media», I') «Effect Office».
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22. OcHOBHOM CTPYKTYPHOH eAMHHLIEH (JOPMATHPOBAHHOI0 JOKYMEHTA MpPH
PACIIO3HABAHMM CYMTAETCH ...
A) nojie TOKyMeHTa
b) pexBusut noxymeHra
B) cnoso
I') npennoxxeHue
23. Mox ... KOHTPOJIEM MOHUMAIOT AHAJUTHYECKOE 00001eHHe JT0KyMEeHT0000poTa,
HCHOJIHUTEIBCKOH JUCHHUIIMHBI B OPTraHU3ALUH H ee CTPYKTYPHbBIX HOAPA3AeJIeHHsIX.
A) npenynpeauTeabHbIM
b) texyumm
B) urorosbmm
I') punaHCOBBIM
24. lIpaBoBasi M OPraHU3ALHOHHASI (PYHKLHS JOKYMEHTA OTHOCHTCH K ...
A) yHUKQJIbHBIM
b) obumm
B) nononHuTebHBIM
I') cneumanbHbIM
25. PazpaboTunkom cucremsol «/leno» sapasiercs ¢pupma ...
A) AO «JlannT»
b) 3AO0 «DnekTpoHHbIE OPUCHBIE CUCTEMbBD)
B) pupma «Cognitive Technologies»
I') HTLL «MHCcTHTYT pa3Butist MOCKBbBD
26. Pacno3HaBaHue NpeaNno/araeT BbINOJHEHHE CJIeIYIOIIUX ONepaLHi ...
A) npenBapuTenbHy0 00paboTKy 300paKeHNH, HAXOKIEHHE TIOJEH, TPOBEPKY
pacno3HaHHOM HH(OpMaLUN
b) onmcanme HACTPOWKH CHCTEMBI U HETTOCPEACTBEHHYIO MOATOTOBKY JOKYMEHTA
B) ckanupoBaHue, KOHTPOJIb Kau€CTBA M BO3MOXKHOE TIOBTOPHOE CKAHUPOBAHNE
27. Peructpauus — 370 ...
A) y4er TOKYMEHTOB, KOHTPOJIb 32 UX UCIIOJIHEHUEM U CIIPaBOYHAsl paboTa Mo JOKyMEeHTaM
b) npuem u nepsuuHast 00paboTKa JOKYMEHTOB
B) 3amuch yueTHBIX JaHHBIX O JOKYMEHTE 10 YCTaHOBJIEHHOH (opme, GUkcupyroieii pakt
€ro CO3JaHus, OTIIPABJICHUS MIIH MOJTyYeHHS
I') casATHE C MOKyMEHTa nokasaresneil (PeKBU3UTOB) U 3aHECEHHE HX B ONPEIEICHHYIO
perucTpanroHHy0 Gopmy
28. PexBH3UT, OTPAKAIOIIHMH OCHOBHOE COAEPKAHUE JOKYMEHT — 3TO ...
A) noanuce
b) perucrpanuoHHbIit HOMEp
B) npunoxenue
I') rexct
29. CUMBOJIBI M HHIEKChI, BHOCHMbIE B JOKYMEHT B NPOLIECCE ero MOAroTOBKH H
ogopmJIeHHSI — 3TO ... PEKBH3HTHI JOKYMEHTA.
A) NOCTOSIHHBIE; B) nepemenssie;
b) opurmaneHere, I') nononHuTENbHBIE.
30. D1eKTPOHHBIN J0KYMEHT0000POT — 3TO:
A) marepuanbHbIil 00BEKT, copeprKaiuii nHGopManuo B 3apUKCHPOBAHHOM BHIE U
CIeLUAIbHO MTPEeAHA3HAUEHHbIH AJIs €€ Iepeady BO BpEMEHU U IPOCTPAHCTBE;
b) nBrkeHne TOKyMEHTOB B OPraHH3aLMH ¢ MOMEHTA UX MOJYYSHHs WIN CO3aHHS 10
3aBEPLICHNS] HCIIOJIHEHHSI, OTIPABKY aAPECaTy MU CAAYH Ha XPaHEHUE;
B) 51K TpOHHBII JOKYMEHT - 3TO TOKYMEHT, B KOTOPOM MH(OpMALUs NPEeICTaBICHA B
3JIEKTPOHHO-LIU(POBOI Popme.;
I') oTpacnp nesTenbHOCTH, OXBATHIBAIOLIAST BOIIPOCH! XPAHEHUS U UCTIOIb30BAHHS APXHBHBIX
TOKYMEHTOB.
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2 BADHAHT

1. HHopManHOHHAS TEXHOJIOTHS — 3TO:
A) B3aUMOCBSI3aHHAs! COBOKYITHOCTb CPEACTB, METOAOB M MEPCOHANA, UCTIONb3YEeMBbIX IS
XpaHeHus, MOUcKa, 0OpaboTKH U BbIa4YM HH(POPMALIMHU B UHTEPECaX IMOCTABJIEHHON Liey,
b) nporecc, ncnonb3yromuil COBOKYITHOCTb CPEACTB M METONOB cOopa, 00paboTKu u
nepenayvy JaHHbIX I TOJNy4YeHNs: HHPOPMALIMU HOBOTO Ka4eCTBA O COCTOSIHUM O0BEKTa,
B) nporecc, onuceiBarOIINii TEXHOJIOTHIO TIOUCKA NH(POpMAIHH.
2. llonsiTue «/lenonpon3BoacTBO» - 3TO:
A) cucrema XpaHeHHs TOKYMEHTOB
b) cocraBnenme NOKyMeHTOB
B) noxymeHnTupoBaHue u opranusanys paboThl ¢ JOKYMEHTaMU
3. CYB/ —370:
A) cucrema ynpasieHus 0a30i TaHHBIX;
b) coBOKyMHOCTE YHHBEpCAIbHBIX 0alTOB NOCTYMA,;
B) cuctema ycoseprieHcTBOBaHUS 0€30MACHOCTH JAHHBIX.
4. IokyMeHT0000pOT - 3TO ABHKEHHE JOKYMEHTA C MOMEHTA...
A) ero co3maHus 10 OTIIPABKU
b) ero nonyuenus 10 MOAIINBKY B IO
B) ero cozganust 10 NOAIMMBKY B AEJIO
I') ero nosyueHus: Wiu CO3AaHMS 1O MOMIINBKU B J1EJI0 WIIN OTIIPABKH
5. K kakomy Kj1accy nporpamMm OTHOCHTCS «JJIEeKTPOHHBIH J0KYMEHT0000pOT»:
A) cHCTeMHBIE IPOrPaMMBI;
b) npuknanHeie nporpaMmel;
B) nHCTpyMEHTaNbHBIE CUCTEMBI IPOTPAMMUPOBAHUS.
6. D1eKTPOHHBIH JOKYMEHT0000POT — 3TO:
A) opraHM3aLMOHHO-TEXHUYECKasi CUCTEMA, MPENCTABISIONIast COOOH COBOKYITHOCTh

POrPaMMHOTO, HH(POPMALIMOHHOTO U amNapaTHOro o0ecneueHus, peaan3yoiias XpaHeHHe U

oOpalieHue 3JeKTPOHHBIX TOKYMEHTOB;
b) opraHn3aioHHO-TEXHUYECKasi CUCTEMA, MO3BOJISIIOLIAst OBICTPO BHIBOAUTH HA T€YaTh
00O TOKYMEHT,

B) OpraHMu3alfMOHHO-TEXHUYCCKasd CUCTEMA, ITO3BOJIAIOIIasA NEPEChIIATh JOKYMEHTBI MEXKIY

KOMITBIOTEPAMHU.
7. Ilo ropuan4ecKoil cuiie J0KYMEHTbI MOAPA3AesIIOTCA HA:
A) 0OBIYHBIE, CEKPETHBIE U TSI CITy>KeOHOTO MOJIb30BAHUS
b) nonnmHHBIE U TOAIIOKHBIE
B) nonnmuHMKY (OpUrHHAIBL), KON
8. Cxo0J1bKO cTaaMii HMeeT KU3HEHHbII LHKJI 3JIeKTPOHHOI0 JOKYMEHTA:
A) 1, B) 3;
b) 2, I)4.
9. DyeKTpOHHO-UM(POBAs NOANUCH:
A) rapaHTHpyeT HEM3MEHHOCTb OATIMCAHHOTO TOKYMEHTA,
b) He rapaHTHpyeT HEM3MEHHOCTD MOAMUCAHHOTO TOKYMEHTA;
B) MoxeT n3MeHSIThCSI HEOJHOKPATHO.
10. Kpunrorpadus — 3To:
A) nepenaya TaHHBIX, 3aKOAUPOBAHHAS CIIEIUATBHBIM aJTOPUTMOM,
b) xonupoBaHue rpadpuUecKuX NaHHBIX;
B) HaGop CMMBOJIOB 3JIEKTPOHHOTO aN(aBHTA.
11. Kak Ha3bIBalOTCS NPaBHJIA, B COOTBETCTBHH ¢ KOTOPBHIMH MPOHCXOIUT ABHKEHHE
AOKYMEHTOB B YupexaeHuu?
A) opranmuzanusi JOKyMEHTO000pOTa;
b) MapmpyT 1BHKEHUS] TOKYMEHTOB,;
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B) nokymMeHTONOTOK.
12. Kakasi xapakTepuCTHKA JOKYMEHT0000pOTA He SIBJISETCSI OCHOBHOI?
A) MapupyT ABHKEHUS.
b) Hanuuue xypoepa.
B) Bpewmsi, 3aTpaueHHOE Ha MPOXOXKACHUE JOKYMEHTOB [0 MapIIPYTY.
13. Kak Ha3bIBaIOTCS1 AOKYMEHTONOTOKH, CBSA3bIBAIOIIHE OPTAHU3ALHH OAHOT'0 YPOBHA
ynpasJieHusi?
A) I'opu30HTaIBHBIE TOTOKH.
b) BepTukanbHble TOTOKH.
B) CrimpanbHble MOTOKH.
14. Y kakuX A0KYMEHTOB MAPIIPYT ABHKeHHUsI HAau0o./1ee HeperJaMeHTHPOBaH?
A) V BHYTpEHHHX JOKYMEHTOB.
b) ¥V BXopsAmux 10KyMEHTOB.
B) ¥V ucxonsuiix 10KyMEHTOB.
15. i1 KAKOM JIEKTPOHHOM MOAMUCH HE00X0AMMO BO BCeX CJIy4asiX MoJydeHue
KBATH(UIIPOBAHHOIO cepTuduKaTa?
A) J1nst mpoCTOi 3JIEKTPOHHOMN MOIHCH.
b) /Insa HekBamuULIMPOBAHHOMN 3JEKTPOHHOH MOAMHUCH.
B) [Insa xBanupuuyupoBaHHOM! 3JIEKTPOHHOMN MOIHCH.
16. ABTOopH3anus — 370 ...
A) cIoCOOHOCTD MOATBEPAUTD JINUHOCTD MOJIb30BATEIS
b) nouck u nccnenoBanne MaTeMaTHYECKUX METOZIOB NMPpeoOpa3oBaHus HHPOPMALIUH
B) mexanu3Mm pasrpaHuueHHs OCTYNA K JaHHBIM U (PYHKIIMAM CUCTEMBI
17. ''maBHOe MPaBWJIO OPraHU3ALHU JOKYMEHTO000pOTA — 3TO ...
A) onepaTHBHOE MPOXOXKIEHHE TOKYMEHTA 10 HanboJiee KOPOTKOMY U MPSIMOMY MapLIpYyTy €
HAaUMEHbIINMHU 3aTPaTaMi BPEMEHU
b) crepeoTunHbie MapIpyThl ABHXKEHUS] CBOHCTBEHHbBIE BXOASIINM JOKYMEHTaM C
HAaUMEHbIINMHU 3aTPaTaMHi BPEMEHU
B) crabunbHbIil MapipyT ABMIKEHUS], KOTOPBIN 3aBHCUT OT COCTAaBa M COAEPIKAHMSI
IOKYMEHTOB M OT MPHUHATON B OPraHU3aLNN TeXHOJOTUH paboT ¢ JOKyMEHTaMHU
18. /lenrerupoBanue npas 10CcTyna He00X0aAUMO ...
A) Anst OpraHu3aIMy 10CTYIIA K JOKYMEHTaM AJIsl OTJEJIOB OPTaHH3aLNH, KOJJIEKTUBA
COTPYAHMKOB, paOOTAIOIINX HAJl OTAEIBHBIM ITPOEKTOM
b) nist npenocTaBieHys paB KOHTPOJIEpa COTPYAHUKAM 00s3aHHBIM CIIEANTD 32 AEHCTBUAMU
NOJIb30BATENEH CUCTEMBI
B) B ciyuae oTCcyTCTBHSA COTPYIHIKA OTBETCTBEHHOT'O 32 PabOTy HaA JOKYMEHTOM U
HEOOXOAMMOCTBIO €€ MPOOJIKEHUE B €r0 OTCYTCTBHE
19. IOKyMeHTONOTOK — 3TO ...
A) OpraHM30BaHHOE ABMKEHHE TOKYMEHTOB M3 OPraHU3alM1 B Pa3HBIX HAMPABJICHUSIX
b) nBukeHre TOKYMEHTOB B Pa3HBIX HAMPABJIEHHSIX, KOTOPOE MOCTOSTHHO MEHSIETCSI
B) cnoxuBieecst nian opraHM30BaHHOE B TIpenenax HH()OPMAMOHHON CHCTEMBbI ABHXKEHUE
JAHHBIX B OMpPEIEJICHHOM HalpaBIeHUU
I') cnoxwuBLIeeCsS M OPraHU30BAaHHOE B TIpenesax NH(PpOPMAMOHHON CUCTEMBI IBUKEHUE
IaHHBIX B ONPEAEICHHOM HAIPaBJICHUH, TIPH YCIOBUH, YTO Y 3TUX AAHHBIX OOINUI HCTOUHUK
1 001Mi TPHEMHHK
20. O0beM J10KYMEHTO0000POTA BHIPANKAETCS ...
A) 00ImUM KONMNYEeCTBOM JOKYMEHTOB, CO3aHHBIX B OPTraHNU3ALMN 32 ONPE/IeIeHHbII Mepuoa
BPEMEHHU
b) obuM KomMuecTBOM IOKYMEHTOB, MOCTYMUBIINX B OPTraHU3ALMIO 32 ONPEIeIeHHbIIH
NEepUOA BPEMEHNU
B) oM KomMuecTBOM JOKYMEHTOB, MOCTYNHBILIHX HJIM CO3JAHHBIX OpraHu3anuei 3a
OTpeAEICHHBIN EePUO ] BpPEMEHU
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21. OCHOBHBIMH BHIAMH CPOKOBOI'0 KOHTPOJISI SIBJISIIOTCA ...
A) TekyIuii, npeaynpeIuTeabHbIH U UTOTOBBIN
b) exxeHenebHBIN, €KeMECSUHBIN 1 €KeKBapTAIbHBIN
B) py4Hoii 1 aBTOMaTH3MPOBAHHBII KOHTPOJIb
I') KOHTPOJB MO CYIIECTBY peIleHHs BOPOca
22. [losryyeHHe H300paxeHHs1 AOKYMEHTA BKJIIOYAeT B ce0s1 onepauuu ...
A) npenBapuTenbHy0 00paboTKy H300paXKeHNH, HaXOKIEHHE TIOJIEH, TPOBEPKY
pacro3HaHHOM HH(pOpMaLUU
b) ckaHupoBaHue, KOHTPOJIb Ka4eCTBA U BO3MOXKHOE TIOBTOPHOE CKAHUPOBAHNE
B) onmcanne HaCTPOWMKM CHCTEMbI U HETTOCPEACTBEHHYIO MOATOTOBKY OKYMEHTa
23. llpouecc npuBeaeHus 4ero-audo K eIMHOM cucreme, gopme, eITUHHOOOPAZHIO — ITO ...
A) yHuduxaums B) cucremaruzarust
b) xnaccudpukanms I') crannapTusanus
24. PazpaboTuuxom cucrtembl «EBdpat J[okymMeHT0000pOT» AB/IsIETCS KOMIAHUS ...
A) 3A0 «DOnextponnsie opucHble cucteMb»  B) dpupma «Cognitive Technologies»
b) HTLL «MucTHTYT pa3BuTis MOCKBBD) I') AO «JlanuT»
25. PerucTtpaumu noaJexar ...
A) TOJBKO THChMa U O0paleHus! rpakaaH
b) Tonpko BXOAsLIME 1 UCXOAIINE JOKYMEHTBI
B) nokyMeHTBI, mosy4eHHbIE TOJIBKO ISl CBEACHUS U He TPeOyIOLe OTBETa U UCIIOJTHEHHS
I') Bce moxyMeHTBI, TpeOyIoLHe CIeUaIbHOro y4eTa, UCIIONHEHHS U UCTIOJIb30BAHMUS B
CIPABOYHBIX LIEJISIX, HE3aBUCHMO OT Croco0a MomyueHust
26. PexkBU3UT JOKYMEHTA — 3TO ...
A) o0s13aTesbHBIN CHMBOJI B JOKYMEHTE, PACIIOJIOKEHHBIH B IPABOM BEPXHEM YITTy
b) norotun Ha opuLIHATIBHOM JOKYMEHTE
B) 3Ha4OK, MPOCTaBIEHHBIN HA JOKYMEHTE JUIsl €r0 PaCIO3HABAHMS
I') obsi3aTenbHBIi 57eMeHT OQUIINATIBHOTO JOKYMEHTa
27. PeKBH3UTBI XapaKTepHbIe TOJIbKO AJs 0JIaHKA MHCbMA — ITO ...
A) smOnema opraHu3aLun
b) TpadapeTHble YacTH PEKBU3UTOB «IaTay, KHOMEpP JTOKYMEHTa)
B) cipaBouHbIe naHHBIE 00 OpraHU3aLUU
I') HaumeHOBaHUE OpraHu3ayu (CTPYKTYPHOTO MOAPA3IEIICHHUS)
28. PerucTpauus 3JIeKTPOHHBIX J0KYMEHTOB — 3TO:
A) yCTaHOBJIEHHE KOJMYECTBA U COCTABA APXUBHBIX JOKYMEHTOB B €IUHHLIAX y4YeTa
(puKcaLus MPUHAUIEKHOCTH KAXKIOH €ANHHLIBI y4eTa K ONPeeeHHOMY KOMIUIEKCY U
001eMy UX KOJIMYECTBY B YUETHBIX JOKYMEHTAX;

b) Baknetimuii sTan paboThl ¢ JOKYMEHTAMH U OTIPENENAeTCsl KaK 3aiCh yUETHBIX JAHHBIX O
TOKYMEHTE 110 YCTaHOBJIEHHOH (popMe, pukcupyromas Gpaxt ero co3naHus, OTIPABICHUS HITH

MOJTyYEeHUS,
B) 3T0 MakcUMaIbHO PALIMOHANBHOE COKPAILEHHUE KOJINUECTBA Yero-1u00 myTeM
CTaH/APTHU3ALMHU K eJHHON (hopMme;

I') opranuzarust HOKyMEHTOOOOPOTa, XPAaHEHHUS U HCIIOIb30BAHHS JOKYMEHTOB B TEKyIIeH
IESITeIbBHOCTH YUPEXKIEHUS.
29. Y4eT 10OKyMEHTOB — 3TO:

A) BayKHEHIIHIA 3Tan paboThl C TOKYMEHTAMHU U ONPEAEISETCS KaK 3alMUCh YY€THBIX JaHHBIX O
IOKYMEHTE TI0 YCTaHOBJICHHOM (opme, Gukcupyromas GakT ero CO3AaHusl, OTIPABICHUS WU

MOJTyYEHUS,
b) nBukeHne TOKyMEHTOB B OPTaHU3aUU ¢ MOMEHTA UX MOJYYeHHsT UM CO3aHUs 10
3aBepIIEHUs UCIIOJNHEHUs, OTIIPABKU aipecaTy UM CAAYU HA XPaHEHUE,

B) ycraHOBIE€HME U TPUMEHEHNE MPABUJI C LEJbIO YIOPSIIOYESHHUS ESITEIbHOCTH B
OIpeneaeHHON 00acTH Ha MOJIB3Y U MPH YYaCTHH BCEX 3aHMHTEPECOBAHHBIX CTOPOH, B
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YaCTHOCTH, AJIs1 JOCTHIKEHHsI BCeoOIIel OnTUMaIbHON 3KOHOMUH TIPU COOJIIOAEHUN
(YHKLNOHANBHBIX YCIOBUN U TpeOOBaHUN TEXHUKH O€30MacHOCTH,
I') ycTaHOBNIEHNE KOMMYECTBA U COCTaBa APXUBHBIX TOKYMEHTOB B €IUHULIAX y4eTa U
(bukcanys MPUHAAIEKHOCTH KaXKIOH €IMHULIBI YU€Ta K ONpPEeIEHHOMY KOMILIEKCY U
00I1eMy UX KOJMYECTBY B YUETHBIX JOKYMEHTaX.
30. Ilpu BBINOJIHEHHH KAKOH (PYHKLHMH CHCTEM 3J1eKTPOHHOI0 JOKYMEHT0000pOTAa KaKAbII
AOKYMEHT J0JI’K€H HMEThb CIIHCOK MO0JIb30BaTeJeil, HMEIOIHX MPaBo J0CTYNA K HeMy?
A) XpaHeHH€ 3JIEKTPOHHBIX JOKYMEHTOB b) opranusarus noucka JOKyMEHTOB
B) noanepskka 3amuThl JOKYMEHTOB OT HECAHKIIHOHUPOBAHHOT'O JIOCTYIIA
I') MmappyTH3anus 10KyMEHTOB
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