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1. MACIIOPT PABOUEM ITPOT'PAMMBI YYEBHOM JUCHUITIUHBI
1.ITacnopT padoueii nporpaMMsbI
IIpodeccnonabHASA ITUKA U IICUXO0JIOTHS A€JI0BOT0 00IIeHUSI

1.1. Ob6sacTh NPUMEHEHHUS TPOTPAMMBI

PaGouas mnporpamma y4yeOHOM AMCLMIUIMHBI SIBJISETCSI 4YacThlO IPUMEPHOW OCHOBHOM
npodeccCHoHaNBLHOM 00pa3oBaTenbHON MporpaMMbl B cooTBeTCTBUU ¢ PI'OC 1o crenuanbHOCTH
CIIO 46.02.01 «/lokymeHTaIlMOHHOE 0OECTICUCHHE YIIPABICHUS U apXHUBOBEICHUEY.

Pabowas mporpamma y4yeOHOW  JUCHMIUIMHBI MOXET OBITh  HCIIOJNB30BaHa B
JIONOJIHUTEIBHOM MpO(eCcCHOHAILHOM 00pa30BaHMM U B IPO(ECCHOHAIBHON IOATOTOBKE
pabOTHUKOB B 00JIACTH TYMAaHUTAPHBIX HAYK.

1.2. MecTO0 AUCUMILIMHBI B CTPYKTYpe OCHOBHOII mpodeccHoHAILHOH 00pa3oBaTeibHOMI
NporpaMMbl: JTUCHMIUIMHA BXOJUT B MNPO(EeCCHOHAIBHBIM LUKI HM  OTHOCHUTBCA K
0011enpoecCHOHAIBHBIM  TUCLIUIIIMHAM.

1.3. Heau u 3aga4u JMCHUIJIMHBI — TPe0OOBAHMS K pe3y/JIbTaTaM OCBOCHUS AN CUMIIJIMHbI:

B pe3ynbraTe 0CBOGHUS TUCHUILIIMHBI 00YYarOLIHiics JOKEH yMeTh:

- IPUMEHSTH B TPOPECCHOHATLHON IEATEIIEHOCTH MPUEMBI JISIIOBOTO OOIICHUS;

B pe3ynbraTe 0CBOGHUS TUCHMITIIMHBI 00YYaIOUIUICS JOIKEH 3HATh:

- OCHOBHBIE ITpaBHJiIa MPO(HECCHOHATEHOM STHKH U TIPUEMBI JIETIOBOTO OOLICHHUS B KOJUICKTHBE;

- 0COOEHHOCTH MNpPO(ECCHOHANIBHOM 3TUKHM W ICUXOJIOTUM JEJIOBOTO OOIIEHUS CIIy)KaIIUX
rOCy/IapCTBEHHBIX M UHBIX OPraHU3al[MOHHO-TIPABOBBIX (JOPM YUPEKACHUM U OpraHU3aIui

OK 1. IloHumats CyIiHOCTb U COLMANIbHYIO 3HAYMMOCTb CBOEH Oyayiel npodeccuut, mposiBiIsITh
K HEW YCTOMYMBBIN MHTEPEC.

OK 2. Oprann3oBbIBaTh COOCTBEHHYIO A€STEIbHOCTb, BBIOUPATh TUIIOBBIE METO/IbI U CIIOCOObI
BBITTOJIHEHHS TPO(ECCHOHANIBHBIX 33/1a4, OLIEHUBATh WX d(P(EKTUBHOCTH M KOJIUYECTBO.

OK 3. IlpuHumarts peuieHus B CTaHAAPTHBIX U HECTAHAPTHBIX CUTYaIMsIX U HECTH 32 HUX
OTBETCTBEHHOCTh

OK 4. Ocy1iecTBiATh IOUCK U MCIIOJIb30BaHUE MHPOPMALIUU, HEOOXOAUMOM U1 3P PEKTUBHOTO
BBITNIOJTHEHUS MPOPECCUOHANBHBIX 3aj1ad, MPO(eCcCHOHATIBHOTO U IMYHOTO Pa3BUTHS.

OK 5. Hcnonb30BaTh MH(YOPMAILIMOHHO- KOMMYHHUKAIIMOHHbIE TEXHOJIOTHH B PO ECCHOHATLHON
JeSITEIbHOCTH.

OK 6. PaGoTath B KOJUIEKTUBE M KOMaH 1€, 3 (HEeKTUBHO 00LIAThCS C KOJIEraMu, pyKOBOJICTBOM,
NOTPEOUTETSAIMHU.

OK 7 .bpatp Ha cebst OTBETCTBEHHOCTb 3a pabOTy WIEHOB KOMaH Ibl ( MOJAYMHEHHBIX ), PE3YJIbTaT
BBITIOJTHEHUS 33/1aHHUS.

OK 8. CamocTosATeNbHO ONpeAesaTh 3a/1a4l IPOPECCUOHATBHOIO U JIMYHOCTHOTO PAa3BUTHS,
3aHMMAaTbCA CaMOOOPa30BaHNEM, OCO3HAHHO IUIAHUPOBAThH MOBBIILIEHUE KBATH(PUKALIUY.

[1K 1.2. OcymecTBasTh paboTy MO MOJATOTOBKE U MPOBEIECHUIO COBEILAHHH, AETOBBIX BCTpEY,
IIPUEMOB U IIPE3CHTALIUN.

1K 1.3. OcymiecTBasTh NOATOTOBKY JIETI0BbIX ITOE3J0K PYKOBOJUTEIS U APYTUX COTPYAHHUKOB
OpraHH3aIiHy.

1K 1.4. Opranu3oBbIBaTh paboyee MECTO CeKpeTapsi U pyKOBOIUTEIIS.

ITIK 1.5. OpopMasTh U pErUCTPUPOBATH OPTaHU3ALMOHHO- PACIOPSIUTENbHBIE TOKYMEHTHI,
KOHTPOJIMPOBATh CPOKH UX UCTIOTHEHHUS.

1K 1.6. O6pabaTbiBaTh BXOASAIINE U UCXOSAIINE TOKYMEHTHI, CHCTEMaTU3UPOBATh UX,
COCTaBJISITh HOMEHKJIATYpy el U GOpMUPOBATH JOKYMEHTHI B Jefa.

[1K 1.8. OcymecTBnath TenedoHHOe 00CTyKUBaHUE, IPUHUMATh U TIepeiaBaTh (PaKCHI.



1.4. PexoMeHnayemMoe KOJIMYECTBO YACOB HA OCBOEHHE NMPOrpaMMbl TN CHUILINHBI:
MaKCHUMaJIbHON y4eOHOU Harpy3ku oOyyaromerocsi 72 yaca, B TOM YUCIIE:
00s13aTeILHON ayTUTOPHON yueOHOM Harpy3ku o0yJarorierocs 48 4acos;
CaMOCTOSITeNIbHOU paboThl 00yyaromerocs 24 yaca.

2. CTPYKTYPA U COAEPKAHUE YUYEBHOMN JUCHUITIUHBI
2.1. O0beM y4eOHOM TMCHUIIMHBI U BHAbI YU4eOHOIl padoThI

1 yuyeOHoii padoThbl O0bem yacon
MakcumasbHas ydyeOHasi Harpy3ka (Bcero) 108
Oo6s13aTesibHAsI ayUTOPHAs ydyeOHAasi HATPy3Ka (Bcero) 72

B TOM YHCJIC:

MPAKTUYECKUE 3aHATUSA 20

CamocrosiTesbHas padora o0yuyarwuerocs (Bcero) 36

Hmoeosas ammecmayus 6 hopme oupdepenyuposannoco 3auéma




2.2. TemaTnueckuii mi1ad u coaepxanue yaeonou gucuuiinibpl «IIPOPECCHOHAJIBHAA DTUKA U

IICUXOJIOI'UA JEJIOBOI'O OBLIEHUS»

HavumeHnoBaHue Conep:kanue y4eOHOIro MaTepHuaJia, JJ1adopaTopHble U MPaKTHYeCKHe padoThl, O0Bem yacoB YpoBeHb
pa3aesioB M TeM CAMOCTOSITe/IbHASI Pad0oTa 00YYAIOIIUXCS. O0CBOEHHUSA
3 4
Tema 1 Coaeprxanue yueOHOro MaTepuasa
Ilcuxosorust u
1 | IIpenmeT,0CHOBHBIC KATETOPUU U 33[]a4U IICUXOJIOTUU U ITHKU JEIIOBOTO OOIIEHUS. DTUKET B
ITHKA /1eJI0BOT0 .
MPAKTUKE JICTOBBIX OTHOIICHUMA
0o01IeHNS KAK
HayKa. 2
2
2 | TeopeTuuekre NpeaNOCHUIKH CTAHOBJICHUS ICUXOJIOTHH U STUKU JAEIOBOTO OOIIEHUS. 2 1.2
CamocrosiTesibHas padoTa
1 | I[ToaroroBka cooOIIEeHUH IO TEMaM: 2
[ToBcenneBHbIit aTHKET. [IpaBuia moBeneHN B OOIIECTBEHHBIX MECTAX.
IToBcenneBHslii aTHKET. [Togapku.
IToBcenneBHbIl 3THKET .KypeHne
Conep:xaHue yueOHOro MaTepuaJia 2 1-2
Tema 2 1 | DTuka m JTUKET B cekperapckoil pabote. ['naBHas ponb cekperaps. DTHUKA B3aUMHBIX
IIpogdeccuonanmnim OTHOILIEHHUH C PYKOBOJIUTEIIEM.
B CEKPETApPCKOi CamocrosiTeibHas paGoTa
pabore.
I [ CocraBneHue cioBapsi BAXKHEHIIIUX TEPMUHOB U MOHITUH 10 ICUXOJIOTUH U 3THKE JI€JT0BOTO 2
OOIICHHS.
Tema 3 Berpeua | Conepskanue yueGHOT0 MaTepHaJia 2 1-2
noceTruresei B 1 | Opranuzanus npuema noceruteneii. [IpuBeTcTBre Bu3uTepa u cekperaps. Beroop
opuce. MIPUEMJIEMON TUCTAHIINK TPU OOIIEHNUN CeKpeTapsi U TOCETUTEII.
IIpakTHYecKkHne 3aHATHA: 2
1 ‘ Henosas urpa « IIpueM nocerureriein»
2

CamocTosiTesibHasi padoTa 00y4YarOmMXCs:

1

CocraBnenue knactepa « [IpaBuiia 1e10BOro 3TUKETaY




Tema 4. JlejioBbI€

. Conepxxanue y4eOHOro Marepuasa

OcHoBHBIE 2Tanbl AenoBor Oecenpl. [IpaBuia BeaeHus 1eM0Boi Oecenpl cekpeTapéM. ITHkKa

Oecenbl ¢ MIOBEJICHUS CEKpeTaps B Ipoliecce 1eIoBoii 6ecebl. Poib cekperaps B X0z€ JeT0BOr0
NMOCETUTEIAMHU cropa. 1-2
IIpakTuyeckue 3aHATHS.
IIcuxonoruueckoe tectupoBanue « CaMOOLIEHKa NPAKTHYEHCKHUX HABBIKOB HUCKYCCTBA
1 | oOIIeKHUS U PEIICHUS] KOHKPETHBIX JIEJIOBBIX CUTYAIIH»
CamocrosiTesibHasA padoTa 00yyaromuxcst
1 | CocraBieHne METOIUYECKON KOIMUIIKH « 3aIOBEINA JIETIOBOTO STUKETA
Tema 5. dTuka n . Conepxxanue y4eOHOro Marepuasa
YTHKET I [ OcHoBHbIE IpaBuia Teae(OHHOro 001eHus. [IpuHIKIIBI 3TUKK O0LIEHNUS 110 TEIE(OHY. 2
Tese)OHHOT O 2 | IIpaBuna TenedonHoro sTukeTa cekperaps Ggupmsl. Hopma tenedonnoro pazroBopa
06 cekperaps ¢ kiueHoM ¢pupmel. [1labnoHHBIE Ppa3sl B IPpaKTHKE TeIe(hOHHOTO Pa3roBopa ¢
HIEeHUsl.
KITUEHTaMH (PUPMBL.
IIpakTnyeckne 3aHATHA:
1 ITocropenue cxeMbl 1€I0BOTO OOLIEHHs CEKpeTaps 1o TeaepoHy ( B COOTBETCTBHU C
€BPOIEHCKUM CTaHAAPTOM)
2 | Tpenur « Ecnn y Bac 3a3BOHUII TE€IE(POH. ...»
CamocrosiTesibHas padoTa o0yuyaruuxcst
I ] CocraBrieHue npaBuil TEIEPOHHOTO 3TUKETA CEKpETapsL:
«Kormna 3BoHST BaM» 3
« Korza 3B0HUTE BBI»
Tema 6. ITukeT U Conep:kanue y4eOHOro MaTepuaa
HMH/IK 1€JI0BOT0 1 | [Tonstue umumka u pyHkun. Gopma u cofepaHue UMUKA. DTUKET IPUBETCTBUS U 122

YeJ10BCKa

MPEACTABJICHUA U €TI0 MPHUHIUIIBI.

IIpakTHyeckue 3aHATHA.

1

CocraBnenue mpaBujI ATHKETa TPH GOPMUPOBAHUN UMHU]IKA JCIIOBOTO YEJIOBEKa.

CamocTrosiTesibHasi padoTa 00yYAIOIIUXCSI:

IToaroroBka JOKIAIOB II0 TEME: « DTHKET U UMHMJIK JIEJIOBOIO YEJIOBEKA.
[IpumepHas TeMaTHKa IOKJIA/I0B:

JIMYHOCTL M UMHTK.

muok nemoBoil JKEHIIUHEI.




YMeHue Xopomo 0/1€BaThCsl.

Tema 7 ITnka . Conepxxanue y4eOHOIro MaTepuasa I
AEI0BOr0 00meHMs ™ T oy nenoBoro obmenus. IlpaBuna nenoBoro stukera. Bumsl aemoBoro oOuieHus,
conepkanue u cpeacta. CTpykrypa v QyHKIIUU OOIICHHUS.
CamocTrosiTesqibHasi padora: 2
I | CocraBneHue knactepa no teMe: «OCHOBHBIE 3alI0BEAU AEJI0OBOT0 ATUKETAY.
Tema 8 Coaep:xanue y4eOHOIro MaTepHuaJia 2
Hegep0anbHble 1 | HeBepbanbHoe noBeaeHue yenoBeka. Knaccudukanus HeBepOaIbHbIX CPEACTB OOIICHUSI.
cpe/cTBAa 001IEeHUs Hayxkwu, n3yqaroniyie HeBepOabHbBIE cpeicTBa 00meHus. [103a,5KeCThl, MOXo/Ka
IpakTHyecKue 3aHATHI: 2
1 | Ilcuxonoruueckoe trectupoBanue « O uem roBopsT kectbl?».CamoaHanus « Yiabloka u
XapakTepy.
CamocrosiTesibHasA padoTa: 2
1 IToaroroBka cooOIIEHNI [0 TEMAM:
OcHoBbI Tp¢hosIOTHH.
OcHOBBI (HPM3HOTHOMUKH.
OCHOBBI KHHECHKH.
Y p16ka.
BusyanbHblil KOHTAKT.
Tema 9 Coaepxanue yueOHOro MaTepuaJia
1 Henosas 6ecena. Ctpykrypa. [IpaBuna BeneHus ne1oBoii Oecepl. 2
2 | HenoBeie mneperoBopel. Buasl mneperoBopos. IloaroroBka k mneperoBopam. llpuemsr u 2
TaKTUKa BEJICHUS ITEPETrOBOPOB. ITUUECKHE MPUEMBI BEJICHHUS TTEPETOBOPOB.
3 | HenoBeie coBemanus. PasHoBuaHOCTH coBemaHuil. TpeOoBaHUs, TpPEIBBISIEMbIE K 2
COBEIIAHUSIM.
IIpakTuyeckue 3aHATHSA: 6
1 . IIcuxonornueckoe TecTUpOBaHNe « Bemymias penpe3eHTaTHBHAsA CHCTEMA) 2
2 OnpenencHue CHCTEMBI MOJTAJILHOCTEN COOECETHUKA. 2
3.. | CreneHb CaMOKOHTPOJISI B OOIICHMH. 2
CamMocTosiTeJibHasi padoTa 00y4aloUuxcs 2

1

| Pa3paboTka pexOMeHIAIHil M COBETOB O MPAKTHKE JEIOBOr0 OOLICHHS

1-2




[TonGopka peKOMEH AU OMBITHBIX CIEIUAIUCTOB 7151 3P PEKTUBHBIX IEPETOBOPOB.
KoncnektupoBaHue COBETOB 0 OBOY CIIOPHBIX cuTyauuid Jleina Kapueru

Tema 10 Buner Conepsxanue y4eGHOro MaTepHaia 2 1-2
TeHUKA CJOYLIAHUS.
1| HepednexkcuBnoe (maccuBHoe) cnymanue. PeduekcuBHoe ( axkTHUBHOE) CIyILIAHUE.
OMnaTuyecKoe CIyIIaHue ¥ ero NpaBuia.
IMpakTuyeckue 3aHATHA: 2
1 Pa3zpabotka pekomennauni « Kak Hajio 1 HE Ha/l0 CIIylIaTh»
CamocrosiTesibHas padoTa o0yuaroumuxcst 2
1 CocraBieHre naMsITKu « TeXHUKa aKTUBHOTO JUAJIOTa U CIYIIAaHUs COOSCeTHUKAY
Copnep:kanue yueOHOro MaTepuasa 2 1-2
Tema 11 Konpuukr ep y P
IC‘H';"';?I’EP’:KTHI’W 1 [TpaBuia moBeneHMs B yCIOBHAX KOHMIMKTa. METOIBI CHATHSI IICUXOJIOTUIECKOTO
y ) HANPSDKEHUS B YCIOBHIX KOH(DIIMKTA.
IIpakTnyeckue 3aHATHA: 2
1 | AHanu3 npon3BOJCTBEHHBIX CHTYAllUH MO BBIXO/Y W3 KOH(IIMKTA.
CamocrosiTesibHast padoTa o0yuyarouuxcs 2
1 Pa3zpaboTka xomekca moBeneHus B KOHMIUKTE.
N Conep:kanue y4e0HOr0 MaTepuaJa 2 1-2
Tema 12 JlesioBoit P y P
g)ﬁ'ée;;'“mcn) 1 VYder HallMOHANIBHBIX TPaJUIMA 1 00bIuaeB Ipu oOIIeHNH Troei. [lenoBast TonepaHTHOCTh
P ) B MEXTYHAPOJIHOM OOIICHHH.
CamMmocTosiTeJibHasI pad0oTa 00y4aloUUXCs 2
1 | Cocranenue Oykiera « B Mupe Myapbix Mbicieid» (110 BOIpocaM JI€II0OBOM ATUKH)
Bcero
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3. YCJOBUS PEATIM3ALUU TPOT'PAMMBI TUCHUTIJINHBI

3.1. Tpe6oBaHUSA K MUHUMAJILHOMY MATEPHAJIBLHO-TEXHHYECKOMY 00ecneYyeHn 0
Peanu3zanus mporpaMMbl AUCIUTUIMHBI TPEOYET HAINYHS y4eOHOTO KaOUHeTa.

Obopyodosanue yuebno2o kaburnema:

- TOCAJI0YHBIC MECTA M0 KOJMYECTBY 00YJArOIIUXCS;

- pabouee MeCTO MpenojaBaTes;

-KOMIIBIOTEP C JIUIICH3HOHHBIM IIPOTPAMMHBIM 00€CIIeYeHUEM, IKPaH ¥ MYJIbTUMEIUATIPOCKTOD
- KOMIUJIEKT TECTOBBIX TIOCOOMIA T10. IUCITUTUIHHE.

3.2. UudopmanuonHoe odecriedeHne 00y4eHust
Ilepeyenb pexomMeHayeMbIX Yy4eOHBIX H31aHMH, WHTepHeT-pecypcoB, I0NOJHUTEJIbHOH
JINTEPaTypbl

OcHOBHBIE HICTOYHHKH:

1. Cronspenexo JI.JI. Ilcuxomorusi pemoBoro oOmieHuss u ympasieHus: yueOHuk/JLJI.
Crossipenko.- u3g. 5-¢ .- PocroB 1/ [I: ®ennkc, 2013

2. VYcos B.B. JlenoBoii stuker: yue6.Y nocobue s cryn. yupexaenuit CIIO /B.B. ycoB.- M.:
W3narenbckuil neHTp « Axkagemusi», 2012

3. 3apenkas E.H. [lenoBoe obmenue. — M., 2010.

4. 3apenkas E.H. [Ipodeccnonanshas atTuka. Y4uebHnoe mocobue. — Bonrorpasm, 2010.

5. KynbpTypa ycTHOI ¥ MHUCbMEHHOM pedr J1e10Boro yenoeka. CipaBOUHUK —IPAKTUKYM. — M.,
2011.

6. Jleonos H.U. IIcuxonorus aeaoBoro oouieHusa. Yueonoe mocooue. — Mxkesck, 2010.

JlonmoTHUTEIbHbIE HCTOYHUKH:

1. Kykymun B.C. Ilcuxonorus aenoBoro obmeHus: yueObHoe nocobue.- M.: UKL «MapTy;
Pocros u /J1; U3narensckuii neHTp « MapT», 2010

2. Tlcuxomorus W 3THUKa JAeJIOBOro oOmieHus: yueOHuk / mon pea. B.H. JlaBpunenko.-M.:
IOHUTHU- TAHA, 2009

3. Tlcuxonorus nenosoro oOmenus: yueOHuk/ coct. M.A. IloBansea.- Poctos —n//1, 2009

4. JleonoB H.W. OcHoBbI KOH(pIUKTONMOTHU. Y4yeOHOE Tocodue. — Mkerck, 2010.

5. Cytsipun @./1. DTUKET U qUIIIOMaTHYecKuit mpotokon Juist Beex. — CII0, 2009.

HHuTepHer pecypcsl.:

1. http://www.syntone.ru /library/books/content/2367.html
http:/ru.wikipedia.org/wiki/ yueOHas qucuuIMHa
http://www.yugzone.ru/info/psikhologiya-delovogo-obsheniya
http://www.jzon.ru/context/detail/id4523328/
http://www.i-u.ru/biblio/archive/morosov_delovaja/04.aspx
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http://www.yugzone.ru/info/psikhologiya-delovogo-obsheniya
http://www.jzon.ru/context/detail/id4523328/
http://www.i-u.ru/biblio/archive/morosov_delovaja/04.aspx

4. KOHTPOJIb 1 OHEHKA PE3YJIbBTATOB OCBOEHUSA JUCIIUIIJIMHbI

KOHTpOJ'IL U OI€HKA pC3YyJIbTATOB OCBOCHHA JUCHUIIIIMHBI OCYHICCTBIIACTCA IMPLII0AaBaTciIiCM B
Imponecce NMpoBCACHUA IIPAKTHUCCKHUX 3aHATHH U J'Ia60paTOpHBIX pa60T, TECTUPOBAHMSA, a TAKKEC
BBITIOJTHCHU A O6y‘-IaIOIJ_II/IMI/IC$I HHAUBUIYAJIbHBIX 3aﬂaHHﬁ, IIPOCKTOB, I/ICCJICI[OBaHI/II\/JI.

Pe3yabTarnl 00yyeHus @®opMbI U METOIbI KOHTPOJISI U OLlEHKH
(0CBOECHHBbIE YMEHHUSsl, YCBOCHHbIE 3HAHWS) pe3yJabTaToB 00y4eHHsI

Ymenus

- mnpuMeHsATh B mpodeccuonanbhoi | [IpakTrueckas pabora
IEATEIILHOCTH PUEMBI JISTIOBOTO OOICHHUS;

3nanus

- OCHOBHBIE TpaBWia MPO(ecCHOHATBHOM
CamocrositenbHast ~ pabora.  IIpakTuueckas
9TUKA M TIPHEMBI JIEJIOBOTO OOIIEHHS B paboTa

KOJIJIEKTHBE;

- 0COBEHHOCTH MPO(ECCHOHATBHOMN dTHKA H | \

[TpakTuyeckas padora.
TIICHXOJIOTUM JIENIOBOTO OOIIEHHS CIYXKAIMX | (CamocTosrennHas pabora
roCyaJapCTBCHHBIX WU MHBIX OpraHU3allMOHHO-
MPaBOBBIX (POPM YUPESIKACHUI U OpraHu3aIH

[IpumepHas TemaTuKa TOKIAJ0B:
1. « DTHKET ¥ UMUK JIEJIOBOTO YEJIOBEKA».
2. «JIMIHOCTE U UMUK .
3. «MIMHIDK D€JI0BOM JKEHIIINHBI».
4. «YMEHHE XOPOIIO OAEBATHCS».
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