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1. ITacnopT nmporpamMmmpl y4e0HO JUCUUIINHbBI
1.1. Ob6sacTh NPpUMEHEHHUS TPOTPAMMBI:

[lporpamma  y4eOHOW  JAMCHUIUIMHBI ~ SBJISICTCS  YacThIO  MPOTPAaMMBbl  ITOATOTOBKHU
CIIELMATIUCTOB cpenHero 3BeHa YHuBepcutera mno crnenuanbHoctu CIIO 40.02.03 «IIpaBo u
cyneOHOe aIMUHUCTPUpPOBaHKE) (6a30Bast MOATOTOBKA).

1.2. MecTo IMCHUILUIMHBI B CTPYKType NPOrpaMMbl NMOATOTOBKH CHEHHAJTHCTOB CPEIHEro
3BeHA:

YuebHast TUCHUTUTMHA K APXUBHOE JIETIO B CY/Ie» BXOIUT B IPOPECCHOHATBHBIN YUSOHBIN IIHKIT
U SIBJISIETCSI COCTaBHOM YacTh mpodeccnonanbHoro Moayist [1IM.02.

1.3. ]_[e.]m H 3a1a4Yi JUCHUIIJINHBI, TpeﬁoBaHI/IH K pe3yjJbTaTaM OCBOCHUS NUCHUIIIUHBI:

ey u3yyeHus AUCHUILTUHBL:
[loaroroBka Oyaymux IOPUCTOB K IMPAaKTUYECKOW paboTe B Cynae, OpraHax CyAeucKoro
coobuiectBa 1 CyneGHoro aenapramenta npu BepxosHom Cyne Poccuiickoit @enepanuu.

3aga4u n3y4eHUs TUCLUIUINHBIL:

e lI3yyeHue M OCBOEHME CTYJIEHTaMH OCHOBHBIX CTPYKTYPHBIX IIOApa3JEICHUN Cyna,
o0ecreunBaroIuX XpaHeHHUE Jed;

e I3ydyenue nopsiaka opopmileHHsI CyJeOHBIX el ¥ JOKYMEHTOB, IIepeadl UX B apXuB,
YHUYTOXKEHHUS TOKYMEHTOB;

o [IproOpeTeHre HAaBBIKOB 10 COCTABJICHUIO JOKYMEHTOB, HEOOXOIUMBIX JUIsI XPAaHEHUS U
YHUYTOXKEHHUS 1] B Cy1ax;

[Ipumenenre MHGOPMALMOHHBIX M KOMMYHUKALMOHHBIX TEXHOJOTUHN A OpraHu3aluu
paboThl apXUBHOI'O Jeja

C nuenpl0 OBNAZECHUS YKa3aHHBIM BHJIOM MpPO(ECCHOHANBHOW JAEATENbHOCTH U
COOTBETCTBYIOIIMMHU MPO(PEeCCHOHATBHBIMU KOMIIETEHIUSAMU OOy4YaloIUiCcss B XOJ€ OCBOEHUS
npo¢eCCHOHATBHOTO MOYJISI JOJDKEH:

3HATh:

HOPSIOK OTOOpa Ha XpaHEHUE B apXMB CYJOB JIOKYMEHTOB, UX KOMIUJIEKTOBAHHs, yyeTa U
HCITOJI30BaHNS,

IIEpEYCHb JIOKYMEHTOB Cy/I0B C YKa3aHUEM CPOKOB XpaHEHUS,

HOPMATHUBHBIC YCIOBUS XPAaHEHHs ADXUBHBIX IOKYMEHTOB;

IIOJIOXKEHUS O MIOCTOSHHO JIEUCTBYIOLIEH SKCIIEPTHOM KOMUCCHUU CY/1a.

yMeTh:

HOJrOTaBIUBATh Cy1eOHbIe Jiena (Haps/Ibl) 1 MaTepUallbl Ul C1a4H B apXUB;
OCYILECTBIIATH MOJHOE O(QOpMIIEHHE Jel (TOAUIMBKY WM NEepeIuIeT J1eNa;
U3BATHE U3 JIeJla MeTAIUTMYECKUX CKPETIOK M CKOOOK;

HYMEPALUIO JIUCTOB U 3aII0JHEHUE JINCTA-3aBEPUTEIIS);

COCTABJISITh BHYTPEHHIOIO OITUCH JJOKYMEHTOB;

BHOCHTb HEOOXO/IMMbIE YTOUHEHHS B PEKBU3UTHI 00JI0KKH;

0(pOpMIIATH pe3yIbTATHI CAAYM JIE]I HA AapXUBHOE XpaHEHHUE;

coOroaTh OXpaHHBIA PEKUM OMEILEHUI XpaHWUIIUIIL,

BBIIIOJIHATH IOPSAOK UCIIOJIB30BAaHUsS JOKYMEHTOB apXUBa Cya;
OpraHU30BaTh MOPSIOK 0TOOpA JOKYMEHTOB U 0OPMIIEHHE UX HA YHUUYTOXKEHUE

BJA€Th:
MMPAKTUYCCKUM OIIBITOM:



[0 OpraHu3aluu paboThl ¢ JOKYMEHTaMU;

10 KOMIIJICKTOBaHHUIO CYIIGGHBIX ACJI U HAPAAOB IJId IOCTOAHHOI'O XpAaHCHUA,

I10 OpraHu3anuy XpaHCHUs apXHUBHBIX JOKYMCHTOB.

Komnerenuuu, ¢popmupyembie B pe3y/ibTaTe 0CBOCHHUS JHCHUIIIHHbI

CTyneHT A0JKeH 0051a1aTh TPpo(ecCHOHATBHBIMUA KOMIICTCHIIUSIMH:
I1K 1.4 ObecnieunBarh paboTy apXuBa cyaa

1.4. KosinuecTBO 4aCOB HA OCBOEHHME MPOTrPaMMbI THCHHUILIMHBI:
Ounas popma

MaKCHUMaJIbHON y4eOHOM Harpy3ku oOyuatomierocs 51 gac, B TOM 4ucie:

00s13aTeIbHON ay TMTOPHOHN yueOHO# Harpy3ku oOydarormierocs 36 4acos;

CaMOCTOSITENILHOM paboThl 0OyJaromierocs 15 yacos.

OuHo-3a04Has ¢gopma

MaKkCcHMaJbHON yueOHOU Harpy3ku oOydaromerocs 51 yac, B TOM 4yucie:
00s3aTeNpHOM ayIUTOPHOM y4eOHOIl Harpy3ku oOyyaromierocs 24 yaca;
CaMOCTOSITEIILHOM paboThl 00yJaromierocs 27 4acoB.

2. CTpyKTypa M coaepxaHue y4eOHO! JUCIUIIINHBI

2.1. O0beM yueOHOH JMCIHMILIMHBI M BUABI Y4eOHOi padoThl (04Has (popma)

Buj yueOHoii padoThl

O0beM yacoB

MakcumanbHas yyeOHass Harpys3ka (Bcero) 51
O0s13aTesibHAs ayIUTOPHAs y4eOHasi HATPY3Ka (Bcero) 36
B TOM YHCJIE:
IIPAKTHUYECKUE 3aHATHS 18
JIEKLIUU 18
KypcoBasi paboTa (mpoeKT) (€cu MperycCMOTPEHO) -
CamocTosiTe/ibHasi padoTa o0yuaruierocs (Bcero) 15
@DopMa NPOMEKYTOYHON ATTECTALMH MO IMCUMUIINHE 3a4yeT — 2 ceMecTp,

MOAYJBHBIN 9K3aMEH — 2 CEMECTP

2.1.1. O0beM y4eOHOM JUCHUILJIMHBI H BHAbI Y4e0HOI padoThl (04YHO-3204HAas)

Buj yueOHoii padoThl

O0beM yacoB

MakcumanbHas yyeOHass Harpy3ka (Bcero) 51
O0s3aTesIbHAsI AYTUTOPHAs YUeOHAsi Harpy3Ka (Bcero) 24
B TOM YHUCIIE:
MIPAKTUYECKUE 3aAHATUS 10
JIEKIUU 14
KypcoBasi paboTa (mpoeKT) (€cu MperyCMOTPEHO) -
CamocrosiTenbHas padoTa odyuaomerocs (Bcero) 27

®opMa NPOMEKYTOYHOM ATTECTALUM 10 AMCHUIIMHE

MOJAYJIBHBIN 3K3aMEH — 2 CEMECTP




2.2. TemaTu4YeCKUl IJIAH U COAeP:KaHUe YUeOHOM TUCIMILIHHBI

Ounasn ¢opma o0yueHust

HaumeHoBaHue Copep:xanue yueOHOIro MaTepHaJia, JIaopaTopHbIe H O0beM yacoB YpoBeHn
pa3ziesioB 1 TeM NpaKTH4YecKue padoTwl, OCBOEHUS
caMocTosiTe1bHast padoTa 00y4yaromuxcs, Kypcopasi pabora
(npoeKT) (eciu npedycmompeHvl)
1 2 3 4
Tema 1. Conepxxanue yueOHOTO MaTepuajia 6
IIpasoBbie ocHOBBI | 1.JcTOpus pa3BUTHS apXHBHOTO JIENa.
peryJiupoBaHus 2.ApxuBHOE TIpaBo. APXUBHOE 3aKOHOJATEIHCTBO. 3 1
apxuBHO#i cepoii | 3.0cHoBHBIE TpeOOBaHMS K paOOTHHKY apXUBa.
IIpaxTudeckue 3aHATHU: 2 2
OnpezeneHue NOHATHE apXUBHOE J€I0, U3yUCHHUE IIPUHIIUIIOB
MIOCTPOCHHSI COBPEMEHHOT'O apXHBOBEACHUS,
CamocrositenpHas paboTa 00y4aroIUXCs: U3yUeHne MaTeprana 1 2
JIEKIMH, TIOATOTOBKA K MPAKTUUECKOMY 3aHATHIO.
Conepxanue yaeOHOT0 MaTepuaa; 8
Tema 2. 1.Knaccn¢ukaius apXuBHBIX JTOKYMEHTOB H J€JT CYI0B.
Opranusanus 2.Knaccudukanus apxuBHBIX JJOKYMEHTOB H 1€ B apXUBHOM 1
AOKYMEHTOB H e | doHze cyna. 3
ApxuBHOro ¢onna | 3.ba3a qaHHBIX CyAeOHBIX PEIICHUN.
cyaa 4.01mdpoBKa apXUBHBIX MATEPHAIOB
IIpakTuueckue 3aHsITHA: 3 2
OmnpeneneHre apXUBHBIX JIEJ COTIIACHO MX KIACCU(PUKAIIHN;
M3y4YeHHUE NOpsiaKa ouu(ppPOBKH apXUBHBIX MaTepHalioB
CamocrosTenbHas padoTa 00yJaroIuXcs: MOrOTOBKA K 2 2
MPaKTUIECKOMY 3aHATHIO, N3yUCHHE HOPMATUBHO-TIPABOBBIX
AKTOB, PETYJIUPYIOUIUX OLU(BPOBKY JTOKYMEHTOB
Tema 3. Coneprxanne yueOHOro MaTepraa; 6
Opranuszauus 1.ApxuBHBIH QoHA cyna 2 1
JAOKYMEHTOB u feJ1 | 2.00bequHEHHBIN apXUBHBIN (DOHT.
apxuBHOro ¢ponaa | 3. ApxuBHBIN (OH] JTMYHOTO MPOUCXOKACHHSI.
cyna 4.91eKTpoHHbBIC 0a3bl JAHHBIX
IIpaktuueckue 3ausaTust: OnpeneneHue Buaa apXxusa, aHaIN3 2 2
MOPsiIKA XPaHEeHUS JIMYHBIX IOKYMEHTOB
CamMocrosiTenbHas paboTa 00yJaONIMXCSI: U3YUCHUES 2 2
(hemepabHOTO 3aKOHOIATEIILCTBA 00 APXUBHOM JIeJIe; N3yUCHHE
KOHCIIEKTA JIEKIIMH 110 TEME.
Tema 4. Cojnepxanue yueOHOTro MaTepuaa: 6
Opranusanus 1.®onaupoBanue 2 1
AOKYMEHTOB u aes | 2.IlpenBaputensHBIN 3Tan paboTH M0 GOHAUPOBAHUIO.
apxuBHOro ¢ponaa | 3.0npezeneHue rpaHull apXUBHOTO GoH/A.
4.Ompenenenne (HOHIOBOH MPUHAUICKHOCTH JOKYMEHTOB
IIpakTuueckue 3aHsTHA: 2 2
Ycranosienue GOHIOBON MPHUHAICKHOCTH JTOKYMEHTOB.
ITpu3Haku KiIaccU(bUKAKNN JOKYMEHTOB ApXHuBHOTO (hoHma PP
CamocrosiTenbHas padoTa oOydarommxcsi: COOp MaTepHanoB 1o 2 2
HCTOPUHU apXHBOB Cy/ia
Tema 5. Coneprxanue yueOHOro Marepuaa; 6
JKcnepTusa 1.0npeneneHne HICTOYHUKOB KOMITJIEKTOBAHMSL. 2 1
IEHHOCTH 2.Opraamzanysi KOMIJIEKTOBAHUS
AOKYMEHTOB 3.Ilepenaua ena Ha XpaHEHHE B FOCYIapPCTBEHHBIN apXuB.
4.9xcnepTr3a IEHHOCTH JOKYMECHTOB
IIpakTuueckue 3aHATHU: 2 2
Ilepenaua mena Ha XpaHEHHE B TOCYAaPCTBEHHBIN apXUB.
CamocrositesnsHas paboTa 00y4aroIMXCsl: MOrOTOBKA K 2 2
MPaKTUYECKOMY 3aHITHIO, H3yUCHHE MaTE€PUATIOB JIEKIUY,
mo00p JOKYMEHTOB, OJUIEKAIIIX APXUBHOMY XPAaHEHHIO U X
aHAIN3
Coneprxanue yueOHOro MaTepuaa; 6
Tema 6. 2 1
Oo0ecneuenue 1.31aHus ¥ IOMEIIEHUS ISl ApXUBOB.
COXPaHHOCTH 2.Pexxum xpaHenwus. PazmenieHne JOKyMEHTOB B XpaHWIIHUIIE.
JOKYMEHTOB 3.IIpoBepka HAIMYHSA ¥ COCTOSTHUSA JOKYMEHTOB.
apxuBHOro ¢ponga | 4.Cosmanue cTpaxoBoro GhoH1a apXMBHBIX JOKYMEHTOB.
Cya0B [IpakTHyeckue 3aHATHS: 2 2
Cocrapienue nepeyHs TpeOOBaHMA K MOMEIICHHIO apXHBa CyIa
CamocrosTenpHas paboTa 00yJaromuXcsi: H3yudeHue 2 2

HOPMAaTHUBHBIX HPABOBLIX AKTOB, PETJIAMCHTUPYIOIIUX
Tpe6OBaHI/I${ K IIOMCIICHHUIO CyJa.




Tema 7.
ApXHUBHBbIE ONHCH

Coneprxanue yueOHOro MaTepraa;

1.0Omcanne TOKyMEHTOB B JIe] B apXHBE Cy/a
2.BrnusHue kinaccuuKauy JOKYMEHTOB U IS B Ipeeiax
ApPXUBHOTO (JOH/Ia HA COCTABJICHUE aPXUBHOU OMUCH
3.CocTaBieHHE CIPAaBOYHOTO MaTepUaia K OIMUCH

IIpakTuueckue 3aHATHS:
CocraBieHue ONUCH HapsAI0B, TOAJIEKAIIUX TIOCTOSIHHOMY
XpaHEHHIO, 0(OpMIICHHE BHYTPECHHEH ONUCH TIOKYMEHTOB

CamocrosTenbHas paboTa 00ydJaromuxcs: n3ydeHne KOHCIIEKTa
JIEKIUI, KOHCTIEKT Y4eOHO! JINTEpaTyphl

Tema 8.
HUcnoan3oBanue
aApPXUBHBIX
JOKYMEHTOB

CojnieprkaHue yueOHOro MaTepuaa:

1.HampaBieHus NCTIONB30BaHMS apXUBHBIX TOKYMEHTOB.
2.1lenu UCTIONB30BaHMS APXUBHBIX JOKYMEHTOB.

3.DopMBI UCIOIB30BAHUSA APXUBHBIX TOKYMEHTOB.
4.JlocTyn K apXUBHBIM JOKYMEHTaM U Pa3IHUIHbIC PEKUMBI
XpaHEHHs apXUBHBIX JIEJI.

HpaKTI/I‘IeCKI/Ie 3aHATHA: Onpez[eneHI/Ie TNnopsAaKa uCroJIb30BaHuA

apXMBHBIX JOKYMEHTOB, (hopMynrpoBaHuE HeNeH UCIIOIb30BAHNS

APXHUBHBIX TOKYMCHTOB.

CaMocTosTeNnbHas pa60Ta O6yanOIIII/IXCﬂZ MN3Yy4YCHUEC KOHCIICKTAa
HeKHHﬁ, IOATOTOBKA K MPAKTUYCCKOMY 3aHATHIO.

Bcero

51

2.3. TemaTu4ecKHuii IJIAH U COJlep:KaHNe Y4eOHOM AU CHMIINHBI

Ou4no-3a04Has popma 00yueHHs

HaumenoBanue
pa3esoB U TeM

Conep:xanue yueOHOro MaTepuaJa, JJabopaTopHblie U
NpaKTHYECKHE PadoThl,

caMoCTosITeJIbHAsI padoTa 00y4armuxcs, KypcoBas padora
(poeKT) (ecu npedycmompeHvl)

0O0BLeM yacoB

Yposensb
O0CBOEHHS

2

Tema 1.
IIpaBoBbIe OCHOBBI
peryJimpoBaHusi
apxXMBHOIi cepoii

Coneprxanne yaeOHOro MaTepraia

1.cropust pa3BUTHsI apXUBHOTO JIeTIa.
2.ApxuBHOE NpaBo. ApXUBHOE 3aKOHOJATEIbCTBO.
3.0cHOBHbIE TpeOOBaHMS K PAOOTHUKY apXHBa.

1,5

[IpakTHdeckue 3aHATHS:
OmnpenerneHre MOHATHE apXUBHOE JIETI0, U3Y4YEeHHUE IPUHIIUIIOB
MTOCTPOCHHMSI COBPEMEHHOTO apXHWBOBEJICHHS,

CaMocTosTenpHas pa60Ta 06y‘IaIOH.II/IXC$IZ HN3y4YCHUEC MaTepUuaia
JICKIIMH, IIOATrOTOBKA K IIPAKTUYICCKOMY 3aHATHUIO.

4,5

Tema 2.
Opranuszauus
JOKYMEHTOB H JieJI
ApxuBHOTro (poHIa
cyna

Cojnepxkanue yueOHOTro MaTepuaa:

1.Knaccugukaiust apXuBHBIX JOKYMEHTOB H JI€JT CYA0B.
2.Knaccu¢ukanus apXMBHBIX JOKYMEHTOB U JIeJI B ApXHBHOM
dhonme cyna.

3.ba3a naHHBIX CyAE€OHBIX PELICHUH.

4.01m¢poBKa apXMBHBIX MaTE€pUaoB

1,5

IIpakTuueckue 3aHsTHA:
OmnpezeneHne apXUBHBIX JI€JI COIIACHO MX KIaccU(pUKanum;
M3y4YeHHUE MOpsIKa OUM(POBKH apXUBHBIX MaTepHaioB

CamocrosTenbHas padoTa 00ydJaromuxcs: MOArOTOBKa K
MPAKTUUECKOMY 3aHITHIO, U3YYEHHE HOPMATHBHO-TIPABOBBIX
AKTOB, PETYJIHPYIOUINX OIMU(PPOBKY JOKYMEHTOB

55

Tema 3.
Opranuszanus
JOKYMEHTOB H JIeJI
apxuBHOTo (oHAA
cyaa

Coneprkanne yueOHOTO MaTepHaa;

1.ApxuBHblit hoHT cy/a.

2.00beMHEHHBIN apXUBHBIH (HOHI.
3.ApxuBHBI ()OHI IMIHOTO POUCXOXKIICHUSI.
4.91eKTpoHHbBIE 0a3bl JAHHBIX

HpaKTI/I'-IeCKI/Ie 3aHATHA: ONIPCACIICHUE BUa apXHUBa, aHAJIU3
MopsAaKa XpaHCHUS JIMYHBIX TOKYMCHTOB

CaMocrosiTenbHas padoTa 00yJalONIUXCsI: H3YICHUE
(henepambHOTO 3aKOHOAATENHCTBA 00 APXUBHOM JIeJIe; U3yUYCHUE
KOHCIICKTA JICKIIUH 10 TeMeE.

Tema 4.
Opranuzanus
JAOKYMEHTOB H JieJI
apxuBHOro oHAA

Coneprxanue yueOHOro MaTepuaa;

1.®onaupoBaHue.

2.IlpenBapuTensHBIN 3Tal paboThI M0 (POHANPOBAHHIO.
3.0npeneneHne rpaHuL apXUBHOTO (HOHAA.
4.0Onpenenenre GOHIOBOM MPUHAIIC)KHOCTH JOKYMEHTOB

IIpakTuueckue 3aHATHSL:
YcraHoBieHue (HOHIOBOM MPUHAIIICKHOCTH JTOKYMEHTOB;
ITpuzHaku knaccubuKauy JOKyMeHTOB ApxuBHOTO (hoHma PO




CamocrositesnibHas padbota obyyaromuxcs: COop MarepuanoB o 3 2
HCTOPHH apXUBOB Cysa
Tema 5. ConeprxaHue yueOHOro MaTepraa; 6
JKcnepTusa 1.0npeneneHre KICTOYHUKOB KOMITJIEKTOBAHHSI. 2 1
LHEeHHOCTH 2.0praHu3anyst KOMIUIEKTOBAHHS.
JOKYMEHTOB 3.Ilepenaua ngena Ha XpaHEHUE B TOCYIaPCTBEHHBIN apXUB.
4.9kcnepTy3a IEHHOCTH JOKYMEHTOB
IIpakTuueckue 3aHATHS: 1 2
OkcnepTr3a IeHHOCTH JOKYMEHTOB.
CamocrositenpHas paboTa 00y4aroIuXcs: MOr0OTOBKA K 3 2

MPaKTUYECKOMY 3aHATHIO, H3YUCHHE MaTePUasIOB JIEKIIUY,
noAdOp JOKYMEHTOB, IOATIEKAIINX aPXUBHOMY XPaHEHHIO M UX

aHamu3
CosiepkaHue yueOHOTo MaTepuaa; 6

Tema 6. 2 1

Oo0ecneuenue 1.3maHust ¥ TOMEIIEHNS TSI apXIBOB.

COXPaHHOCTH 2.Pexxum xpaHeHus. Pa3menieHre JOKyMEHTOB B XPaHHJIHIIIE.

JOKYMEHTOB 3.IIpoBepka HAIMYHSA ¥ COCTOSTHUSA JOKYMEHTOB.

apxuBHOro ponna | 4.Cosmanue cTpaxoBoro (hOHIa apXUBHBIX JOKYMEHTOB.

Cya0B IIpaxTuyeckue 3aHATHU: 1 2
CocraBieHune nepedHs TpeOoBaHU K IIOMEIICHHIO apXHUBa Ccy1a
CamocrosTenbHas paboTa 00ydJaroMuXCs: U3yICHUE 3 2

HOPMAaTHUBHBIX IPABOBLIX AKTOB, PECTJIAMCHTUPYIOIIUX
TpeOOBaHU K MIOMCIICHHIO CY/Ia.

Tema 7. Conep:xaHue yueOHOTro MaTepHuaa: 6

ApXHBHBIE ONTUCH 1.0Omucanne TOKYMEHTOB B JIeN B apXHBE Cya 2 1
2.BnusiHue knaccupukanuy J0KyMEHTOB U JIell B pejenax
apXWBHOTO (pOHIA HAa COCTABIICHUE APXUBHOMN OIHCH.
3.CocraBieHHE CIPAaBOYHOIO MAaTepHaIa K OIHCH.

IIpakTuueckue 3aHsITHA: 1 2
COCTaBJICHHE OIMCH HAPSA0B, ITOUISKAIINX IIOCTOSHHOMY
XpaHEHHIO, 0()OpMIICHHE BHYTPECHHEH ONHUCH IOKYMEHTOB

CamocrosiTenbHas padoTa 00y4arONIUXCS: U3YUYCHHE KOHCIICKTa 3 2
JICKI[HMA, KOHCIICKT YU4EeOHO# TUTEepaTyphl
TeMma 8. Conep:xaHue yueOHOTro MaTepuaa: 6
HUcnoab3oBaHue 1.HanpaBieHus UCIONB30BaHUS ApXUBHBIX JOKYMEHTOB. 1 1
apXMBHBIX 2.1lenu ucTIONB30BaHMUS APXUBHBIX JOKYMEHTOB.
JOKYMEHTOB 3.DopMBI HCITOTB30BAHUS ApPXUBHBIX TOKYMEHTOB.

4.JlocTyn K apXUBHBIM JOKYMEHTaM U Pa3INIHbIC PEKUMBI
XpaHEHHS apXHUBHBIX Je7l.

[IpakTHyeckye 3aHATHA: ONPEAEICHHE OPSIKA UCTIONb30BAHMS 2 2
apXMBHBIX JOKYMEHTOB, (popMyHpoBaHue 1eNel UCIIOIb30BaAHNS
APXUBHBIX JOKYMEHTOB.

CamocTrosTenbpHas paboTa 00ydaromuxcs: u3yuyeHHe KOHCIIEKTa 3 2
JIEKIIU#, IOJATOTOBKA K IMPAKTHYECKOMY 3aHSTHIO.

Bcero 51

3. YciaoBus peaju3anuu NporpaMMbl JUCHUIIJINHbBI

3.1. O6pa3oBarejibHbIE TEXHOJIOTHH:

3.1.1. Ilpm peamuzamuy MpOrpaMMbl JUCHUIUTMHBI HUCTIONB3YIOTCS CIEIYIOIIUE BUIBI
yueOHoil paboThI:

JIEKIIMU, KOTOPBIE MPOXOJAT B ayIMTOPUH JUIsSl BCETO Kypca, ¢ MCIOIb30BaHUEM KOMIIbIOTEPA
U MIPOEKTOPA WJIM MHTEPAKTUBHOW JOCKH JIJIsl IEMOHCTPAIMH y4eOHOTO MaTepuaa;

NPaKTUYECKHE 3aHATHS B ayJAUTOPHUSIX IO TPYIIAaM, BXOJ€ KOTOPBIX OyayIIne FOPHUCTHI
BbIpa0aThIBAlOT HABBIKM MPUMEHEHUSI HOPM MpaBa K KOHKPETHBIM CUTYalLUsM, ITyTeM COCTABICHHS
NPOIECCyaTbHBIX JIOKYMEHTOB, TUIAHOB M aJTOPUTMOB JEHCTBUH TpPHU PAa3IMYHBIX CHUTYaIUsX;
BBICTYTAIOT C pedepaTaMu MO TEME 3aHATHSL.

Kpome Toro, B Xo/ile camMOCTOSATETbHON pabOTHl CTYyACHTHI paboTarOT ¢ WHOOPMAIMOHHO-
CIPAaBOYHBIMU CUCTEMAMHU U aHAJIM3UPYIOT JeHCTBYIOIIEE 3aKOHOIaTENILCTBO.

3.1.2. B coorBerctBuu c tpedboBanusmMu ®PI'OC CIIO mpu npenojaBaHUU AUCLMITIUHBI
UCTIONB3YIOTCS Cleayromue (GopMbl 00yUeHUS:




AKTHBHBIE H NHTEPAKTUBHbIC 06p330BaTeJ'[LHbIe TE€XHOJO0IUMH,

HCII0Jb3YEMbI€ B AYIUTOPHBIX 3AHATUAX

CeMeCTp BI/I,H HCHOHBSyeMBIC AKTUBHBIC 1 THTEPAKTUBHBIC
3aHATHUA 06p330BaTCHLHLIC TCXHOJIOTHHU
TO Jlekuuu ¢ npe3eHTauusAMu
HemnoBeie wWrpbl; OOCYXAE€HHWE MJOKIAAOB W  pedepaTos,
MUCKyCCHH; pa300p KOHKPETHBIX TMPABOBBIX  CHTYyAIlHi;
pellieHre pa3HOYPOBHEBBIX 3ajau M Keic-3aja4; U3yYeHUE H
I1p aHaJIM3 3aKOHOAATEIbCTBA U CyneOHOM npakTuku. CocTaBlieHUE

aJTOPUTMOB JCHCTBUM, KOTOPhIE HEOOXOIUMO COBEPIIUTH IPH
00eCreYeHn: pacCMOTPEHUsI KOHKPETHOro Jienia (10 3aJlaHHio
NpEenoJaBaTens).

JIP He npenycMoTpeHbl

3.2. TpeOoBaHNSI K MUHUMAJBLHOMY MATEPHAJIBbHO-TEXHUYECKOMY 00eCIeYeHUI0:

Peanmu3anuss mporpamMmbl  JUCHMIUIMHBL TpeOyeT Hanmuuus ydeOHOro kabuHeTa Juis
IIPOBEJCHUS JIEKIIMH U TIPAKTUYECKUX 3aHATHI.

O6opynoBanue y4eOHOTO KaOMHETa: KOMIBIOTEPHOE M BUACOMPOCKIIMOHHOE 000pYI0BaHUE
¢ BbixogoMm B HMutepner; a Ttakxke ¢ nporpammamu CIIC «Koncynsrant Ilmtoc», 'AC PO
«lIpaBocynue». IHTEpakTUBHAsA TOCKA.

TexHuyeckue cpeicTBa OOy4YEHHS AN NPAKTHUECKUX 3aHATUH Mpu paboTe C TEKCTOM
yaeOHOro MaTepraia (Ha OyMaKHBIX M DJICKTPOHHBIX HOCHTENISNX): METOJUYCCKHE MaTePUATB JIJIs
NPOBEJCHUS MPAKTUYECKUX 3aHITHUI; KOHTPOJBHBIE OSK3EeMIUIIPBl KOJeKCcOB Poccuiickoii
®enepannn, [Tocranosnenus Bepxosunoro Cyna Poccuiickoit @enepanuu.

Ne m\m HaumeHnoBaHue TUCHHUNJINHBI (MOI[y.]'[ﬂ) B HaumMeHoBaHue cnenMaJdbHbIX MOMEIIEHHH U
COOTBETCTBHUMU C y‘leﬁ]—[BIM IJIAHOM NOMeIeHHUIi 1JIsl CAMOCTOSITeILHOM paﬁoTu

394077, Boponexckas o0macte, . BopoHnex, mpocHekTt
MockoBckuii, 1. 97, Hexwmnoe momemenue VIII B mut. A
(gactb 31aHuA), 3TAX Ne 2, Ne31

AynuTopust Ul TPOBEICHUS 3aHATHH CEeMUHAPCKOTO THIIA:
CTOJIBI, CTYJIbS, IOCKA, TIPOEKTOP, IKPAH

OmnepaTuBHOE yIpaBlieHHAE
Bemucka w3 EguHoro

ApPXHMBHOE JIEJIO B Cye TOCYy/IlapCTBEHHOTO  peecTpa

HEJBIDKMIMOCTH O TIpaBax OTIENBHOTO JHIA HAa HMEBIIHECS
(uMmeromuecs) y HEro OOBEKTHl HEABMXKMMOTO HMYIIECTBa
Ne36/001/202/2017-8264 ot 19.12.2017

Bbeccpouno

3.3. UudopmanuonHoe odecriedyeHne 00yUeHus :

[lepeuenr pexkoMeHAyeMBIX Y4eOHBbIX wu3aHui, HTepHeT-pecypcoB, TOMOIHUTEIHLHOU
auTeparypsl (MHPOPMALMOHHBIE PECYpPChl Y HUBEPCUTETA):

No HanmenoBanue
0./11.

Anpec B cetu UnTepHer

3J'ICKTpOHHBIe OMOINOTCUHBIE CUCTEMBI

1. ZNANIUM.COM https://znanium.com,
OcHOBHas KOJUIEKIUS U

KOJIUICKIMA N31aTCJIbCTBA



https://znanium.com/
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Cratyt

2. SB5C IOPAUT www.biblio-online.ru
kosnekmus PI'YII

3. 9BC BOOK.ru www.book.ru,

KOJUICKIUS U3/1aTeNIbCTBA
[Ipocnekt FOpuandeckas
JIUTEpaTypa; KOJUICKIUU
m3natenscTBa Knopyc Ipaso,
DOKOHOMHMKA U MeHeHKMEHT

4. East View Information Services www.ebiblioteka.ru,
YHuBepcanbHas 0a3a TaHHBIX
TIEPHOTUKU

5. HIIP PYKOHT http://rucont.ru,

Pa3nen Bamra xoiuiekius -
PI'VII-nepuonnka
(2JIEKTPOHHBIE JKYPHAJIBI)

HHTepHeT -pecypcesl

6. Nudopmannonno-odpazoBatenbublil mopran PI'YII WWW.0p.Ta].ru, SJIeKTPOHHbBIE
BEpPCUU yUYE€OHBIX, HAYYHBIX U
Hay4YHO-ITPAKTUYECKUX
n3ganui PI'YTI

7. Cucrema snekTpoHHOT0 00yueHust demuaa www.femida.raj.ru, YueOHo-
METOAMYECKUE KOMIUICKCHI,
Pabouue nporpammsl 1o
HAIPaBJICHUIO TIOATOTOBKH

8. [IpaBoBBIE CUCTEMBI I"apant, KoHcynbTanT, Konekc
9. OdunuanbHblil caiT YHUBEpCUTETA WWW.rgup.ru
10. Tlopran «I'AC IlpaBocynue» http://msudrf.test.sudrf.ru/

OcHoBHasi W JOMOJHHUTEJIbHAsl JHWTepaTrypa ykazana B  Kapre
00€eCIeYeHHOCTH JIUTEPATYPOH.

3.4. MeTogu4eckue yKazaHus i 00y4aloIHuXcsl HHBAJTHA0B M JIMI C OTPAHMYCHHBIMHU
BO3MOKHOCTSIMH 310POBbSI 110 OCBOCHMIO I CHMIIJIMHBI:

B ocBoeHHMN IMCLUMIUIMHBI MHBAJIWJAMM W JIMIAMHA C OTPAHUYEHHBIMM BO3MOXHOCTSMU
310pOBbsI OOJIBLIIOE 3HAUEHHWE MMeeT MHIMBHAyaidbHas pabota. Ilox wHauBHAyanbHONH palboTOM
nojpaszymeBaercs JBe (OPMbI JESITENBHOCTU: CaMOCTOATENbHAas paboTa IO OCBOEHUIO U
3aKpeIUIEHUI0 ~ MaTepuala;, MHIMBUAyaslbHas yuyeOHas paboTra B  KOHTakTHOH  ¢opme
nperoaraionas B3auMOJEHCTBHE ¢ MpenojaBareneM (B YacTHOCTH, KOHCYJIbTalluu), T.€.
JIOTIOJTHUTENIbHOE pa3bsiCHEHWE Y4eOHOro MaTepuaia M yriayOJieHHOe H3ydeHHe MarepHaa.
NuauBuayanbHble KOHCYJIBTALUU O IPEIMETY SBISIOTCS BaXXHBIM (aKTOPOM, CIIOCOOCTBYIOIIUM
UHIUBUYyalIU3allud  OOy4YeHUS M  YCTAHOBJIEHHIO  BOCHHMTATEIILHOTO  KOHTAKTa  MEXIY
npenojaBaTeseM U 00y4JaronumMcs.

B mensx ocBoeHuss y4yeOHOM mporpaMMmbl TUCHMIUIMHBI HMHBAJUAAMH U JIMLAMH C
OTpaHUYEHHBIMU BO3MOYKHOCTSIMH 37]0POBbSI BO3MOXHO:

- WCMOJb30BAaHUE CIEIHUAIBHBIX TEXHUYECKMX MW HHBIX CPEACTB HMHAWBHIYaIbHOTO
M0JIb30BAaHNUS, PEKOMEHIOBAHHBIX BPauOM-CIEIMATTUCTOM;

- IPUCYTCTBUE ACCUCTEHTA, OKA3bIBAIOLIETO 00yYaoIeMyCsl HEOOXOIUMYIO TOMOIIIb.

Ha nekiiioHHOM 3aHSATHH PEKOMEHIYETCs HCIIO0Ib30BaTh 3ByKO3aUCHIBAIOIINE YCTPOUCTBA U
KOMITBIOTEPBI, KaK CII0COO KOHCIIEKTUPOBAHUSI.

Jl1st ocBOEHMS JUCHUIUIMHEI (B T.4. MOJATOTOBKH K 3aHSTUSIM, IIPU CAMOCTOSITEIbHON padoTe)


http://www.book.ru/
http://www.ebiblioteka.ru/
http://rucont.ru/
http://www.rgup.ru/
http://msudrf.test.sudrf.ru/
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JUIAMA  C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMU  3J0POBBSI  MPEIOCTABISIETCS  BO3MOXHOCTH
UCIIONIb30BaHUsl Y4eOHOW JHTepaTypsl B BHUIE OJJIEKTPOHHOIO JOKYMEHTa B JJICKTPOHHO-
oubimoTteyHoir cucreme Book.ru, wuMeromer crnenuanbHyr0 BEpPCHUI0 IS CIa00BHIAIINX;
oOecnieunBaeTcs JIOCTYIl K y4eOHO-METOAMYECKUM MarepuanaMm mnocpeactsom COO «Demunay;
JIOCTYTI K MH(GOPMAIIMOHHBIM U OMOIHorpaduueckuM pecypcam ocpecTBOM ceTu «MHTepHeT.

4. KOHTpOJIL H OLICHKA PE3YyJbTAaTOB 0CBOCHUA NUCHUIIJIUHBI

KOHTpOJIB " OLICHKA pC3yJIbTATOB OCBOCHHA JUCHUIIIMHBI OCYIICCTBIIACTCA MPLCIIOJaBaTCIICM
B IIpOLECCC IMPOBEACHU A MMPAKTUUCCKHUX 3aHATHH U HaGOpaTopHHX pa60T, TECTUPOBAHMS, a4 TAKKC
BBITIOJTHCHU A O6y‘-IaIOIJ_II/IMI/IC$I HHAUBUIYAJIbHBIX 3a1[aHm”1, IIPOCKTOB, I/ICCHGILOBaHI/If/’I.

®opMbl 1 METOABI KOHTPOJIS U
OlIeHKH
pe3yJabTaToB 00y4YeHust

Pe3yabTarsl 00yueHus
(ocBOEHHBIE YMEHUSs1, YCBOCHHbIE 3HAHUSA)

3HATh:
MOPSAI0K 0TOOpa HAa XpaHEHHUE B apXUB DK3aMeH, 9KCIIepTHas OlleHKa Ha
CYJIOB TOKyMEHTOB, MX KOMILIEKTOBaHMUS, CEMHHAPCKOM 3aHSTUU, IKCIIEPTHAs
ydeTa U UCIOJIb30BaHMUS; OLICHKA pELIeHMs 3a/1a4, pelIeHNE
MepeUeHb JIOKYMEHTOB CYJIOB C Kelic-3a7a4 (CUTYallMOHHBIX 3a]1a4),
yKa3aHUEM CPOKOB XpaHEHUS; JIeJI0Basi UTPa, OLICHKA BBICTYIUICHUM C
HOPMATHBHBIC YCJIOBUS XPaHECHHS JOKJIagaMu U pedeparamu,
aApXUBHBIX JOKYMEHTOB; JUCKYCCHSI.

IIOJIOXKEHUS O MOCTOSHHO JIEUCTBYIOLIECH
JKCIIEPTHON KOMHUCCHH CYyJa.

yMeTb:

HOJrOTABIUBATh CyleOHbIE 1A
(Hapsiibl) M MaTepUabl U1 CAAYN B APXUB;

OCYILECTBIIATH MOJHOE O(OPMIICHHUE
nel (MOAIMBKY WIIU TEPEIUIET Aella, U3bSATHE
U3 JieJ1a METAIIMYECKUX CKPENOK U CKOOOK,

HyMepaluro JUCTOB U 3aIlIOJIHCHUC JINCTA-
9K3aMeH, OKCIICPTHAA OIICHKA Ha

3aBEPUTEIIS);
CEMUHAPCKOM 3aHSATUH, IKCIIEPTHAs
COCTAaBJISITh BHYTPEHHIOIO OIHUCH
OIICHKA pEelIeHUs 3a/1a4, pelIeHre
JIOKYMEHTOB;

Kelic-3a/1a4 (CUTyallMOHHBIX 3aj1a4),
JIeJI0Basi UTPa, OLIEHKA BBICTYIUICHUH C
JIOKJIaIaMu 1 pedeparamu,
JIUCKYCCHSL.

BHOCHTH HEOOXOIMMbIE YTOUHEHHS B
PEKBU3HUTHI OOJIOKKH JICTIa;

0(OpPMIISITH PE3yJIbTAThI CAAUN AET Ha
apXHWBHOE XPAHCHHE,;

coOIOAaTh OXPAaHHBINA PEKUM
MOMEIICHUN XPaHWJIHIII;

BBITIOJIHSITH MOPSIOK UCIIOJIb30BAHUS
JIOKYMEHTOB apXHBa CyJa;

OpTraHU30BaTh MOPSIOK 0TOOpa
JIOKyMEHTOB ¥ OPOPMJICHUS UX HA
YHUUTOKEHUE.




BJIaJleTh:

MPAKTUYECKUM OIBITOM:

10 OpraHu3aIuul PaboTHI C
JIOKYMEHTaMU;

110 KOMIIJIEKTOBaHUIO Cy,Z[C6HBIX JCI U
HapsAA0B JJIA MOCTOAHHOI'O XPAHCHU A,
II0 OpraHu3anuu XpaHCHUSA apXUBHBIX | JUCKYCCHA.

DK3aMeH, SKCIIEpTHas OLIEHKa Ha
CEMHMHAPCKOM 3aHSITHH, KCIIEPTHAS
OLIEHKA PELIeHNUs 3a/1a4, pelleHue
Kelc-3a71a4 (CUTYallMOHHBIX 3a]1a4),
JIeJIoBast Urpa, OLIEHKA BBICTYIUICHUH €
JOKJIaIaMu B pedeparamu,

12

JJOKYMCHTOB.
Pe3syabTaTsl
OcHoOBHBbIE IOKA3aTe TN OLEHKH ®opMBbI M METOIbI
(ocBoeHHbIE npodeccuoHATbHbIE
pe3yJabTarTa KOHTPOJIS M OLEHKH
KOMIIETEHIIMH)

I1K 1.4. ObecnieunBath paboTy apxuBa cya.

Wznaraet mopsmok popMHpOBaHUSL
1 BEeJICHHSI apXUBHBIX A€, paboTh
apXuBa CyJla; U IEMOHCTPUPYET
3HAaHUE KOMIETEHIIUI
JIOJDKHOCTHBIX JIMII, OTBEUYAIOIIHX
3a BEJICHUE apXHBa.

DK3aMeH,
SKCHEepTHAs OIICHKAa Ha
CEMHHAPCKOM  3aHSITHH,

SKCIepTHAS OIICHKa
peIeHus 3amad,
peleHue Keiic-3a1a4

(cuTyallMOHHBIX 3ajad),
JlenoBasi  Urpa, OIeHKa

BBICTYIIJICHUH c
JIOKJIalaMU u
pedepatamu,

JAUCKYCCHS.
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KAPTA OBECIIEYEHHOCTH JIMUTEPATYPOU

Kadenpa Opranuzanuu cyne0HOM 1 NPABOOXPAHUTEIbHOM 1€ATEJIbHOCTH
CrenuajJbHOCTb 40.02.03 Ipaso u cydebnoe admunucmpuposanue (6a306as nod20moexa)

Jucrummnaa: MAK.02.01 APXUBHOE JIEJIO B CYJIE
KYPC 1 CEM 2

HaumenoBanue, ABTop mwim peaakrop, U3garensctBo, ['oq nznanus,
KOJI-BO CTPAaHMIL

Bun n3nanus

ObC (yka3aTh CCBLIKY)

Kon-Bo
[I€YATHBIX U3/L.
B OMOJIHOTEKE
By3a

OcHoBHas iMTeparypa

Mawmbikua A.C.

ApxuBHOE 1ei0 B cyze: yuyeObnoe mocooue / A.C. MaMbIkuH. - 2-¢ H31.,
nomn. u uctp. — Mocksa: PI'VII, 2020. - 219 c. - ISBN 978-5-93916-833-
5.

https://znanium.com/catalog/product/1190638

Jlono/THMTeIbHAS JIUTepaTypa

Ky3nenos, W.H. JlokymMeHTalMoHHOe  OOecrieueHue  yrpaBiICHUS.
JIOKyMEHTOOOOpOT M JENIONPOU3BOJCTBO : YYEOHMK W TNPAKTUKYM JJIst
cpenHero mnpodeccuoHanbHoro obOpazosanusi/ W. H. Ky3nemnos. — 4-e
u3a., mepepadb. u jgom. — Mocksa: M3marensctBo FOpaiit, 2024. —
545 ¢. — (ITpodeccuonansuoe obpazosanue). — ISBN 978-5-534-16004-
8.

https://urait.ru/bcode/537146

Packun, JI. 1. Meronuka W TpakTHKa apXWBOBEIEHUS : YUYEOHUK IS
CpEIIHETO npo¢ecCHoOHaATBLHOTO obOpazoBanus / . U. Packum,
A. P. CokonoB. — 2-e uzn. — Mocksa : U3parensctBo IOpaiit, 2024. —
416 c. — (IIpodeccuonanpHoe oOpazoBanue). — ISBN 978-5-534-16252-
3.

https://urait.ru/bcode/539267



https://urait.ru/bcode/537146
https://urait.ru/bcode/539267
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JonmosiHUTEIbHAS JIUTEPATYPA ISl YIJIYOJEHHOT0 N3yYeHUs

AoGymamze, [[.I'. JlokymMeHTallMOHHOEe  OOECTeUeHHe  yIpaBJiICHUS
MIEPCOHAJIOM : YYEOHUK U MPAKTUKYM JUIS CPETHEro Mpo(ecCHOHAIBHOTO
obpazoBanms / JI. I'. Abynamze, U. b. Bempsokkuna, B. M. Macnosa. — 3-
e u3a., mepepad. u mom. — Mocksa : UznmarensctBo FOpaiit, 2024. —
374 c. — (Ilpodeccuonanbroe oopazoBanue). — ISBN 978-5-534-16657-
6.

https://urait.ru/bcode/538144

JlokyMeHTOBe/leHHe :  Yy4eOHMK ¥ MPaKTUKyM Il CpPEIHEero
npodeccuonansHoro obpazoanus / JI. A. Jloponuna [u ap.]; mox
penakuueit JI. A. loponunoit. — 3-e¢ usn., nepepad. u gom. — MoOCKBa :
WznarensctBo  FOpaiit, 2024.— 336c.—  (IIpodeccuonanbroe
oOpazoBanue). — ISBN 978-5-534-15820-5.

https://urait.ru/bcode/536853

3Bepea  B.IL Opranmzanms 4 TEXHOJOTHS  paboTel  C
KoH(pUIeHIMaNbHBIME JoKyMeHTamu: y4yeOnuk / B. II. 3BepeBa, A. B.
HazapoB. — Mocksa: KYPC: UHOPA-M, 2020. - 320 c. - (Cpenunee
npodeccuonansHoe obpazoBanue). - ISBN 978-5-906818-96-6.

https://znanium.com/catalog/product/1078083

Kopnees, U. K. JIoOKyMEHTMpOBAaHHME YIPaBICHYECKOW JEATEIBHOCTH :
yuebnuk 1t By3oB / . K. Kopuees, A. B. [Tienko, B. A. Mamtypues. —
3-e u3z., nepepad. u non. — Mocksa : M3narensctBo Opaiit, 2024. —
438 c. — (Bricuee obpazoBanue). — ISBN 978-5-534-16001-7.

https://urait.ru/bcode/536393

[lysanosa, H.H. Opranusanuss u TEXHOJOTHS JOKYMEHTAllHOHHOTO
oOecriedeHus YIpaBiIeHMs : Y4YeOHMK M TPAKTUKyM M BY30B/
H. H. lllyBanoBa. — 3-e u3., nepepad. u qon. — Mocksa : U3garenbcTBo
IOpaiir, 2024. — 247 c. — (Boiciiee obpazoBanue). — ISBN 978-5-534-
16537-1.

https://urait.ru/bcode/536968

ysanosa, H.H. OcHOBBI aenonpou3BojacTBa. SI3BIK  CIY>KEOHOTO
JOKYMEHTa : ydyeOHMK M mnpakTukym ans By3oB/ H. H. llysainoga,
A. 1O. UBanosa ; nmox obmeit pegakuueir H. H. [llyBanosoit. — 3-e u3x.,
nepepad. u non. — MockBa : M3garensctBo Opaiit, 2024. — 384 c. —
(Boiciiee obpazoBanue). — ISBN 978-5-534-15217-3.

https://urait.ru/bcode/536464

3aB. OUOJIMOTEKOH

3aB. kadeapon



https://urait.ru/bcode/538144
https://urait.ru/bcode/536853
https://urait.ru/bcode/536393
https://urait.ru/bcode/536968
https://urait.ru/bcode/536464

