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1. OBHIHE MOJIOXKEHHA

1.1. HopmartHeHO-MpaBOBHE OCHOBE pa3paboTKH NpOrpaMMbl  TIOATOTOBKH
CHEHATHCTOR CpEIHETD 3BEHA

[TporpaMma NOAroTOBKA cremnMamicToB cpeaHero 3sena (nanee I1TICC3) cpeamero
npodeccHoHaTbHOrO  obpazoBaHus no  cneuHansHocTH  46.02.01  JlokymeHTanHOHHOE
ofecneveHue ynpasieHHa apxuBoBegenue (yrayGnenHol nmoarotoBkH) peammsyemas ['ATIOY
CKCI1O, npencraenser coGodf cHCTEMY [JOKYMEHTOB, paspabOTaHHYIO H YTBEPHICHHYIO
o0pazoBaTeNbHbIM YHpekieHHeM ¢ ydeToM TpeboBannil peiHKa Tpyaa Ha ocHoBe DeaepansHOro
rocyaapcTeeHHoro obpasoparensHoro crannapra ([Ipukas Munncrepersa oGpasosanus H HAYK#
Poccutickoli ®@enepaunn ot 11 asrycra 2014 roga N 975), a Taxike ¢ y9eTOM pPEKOMEHIOBAHHON
npHMepHO# 00pazoBaTenLbHON NPOrpaMMEl.

[MMICC3 pernameHTHpYeT HENH, OXHIAEMBIE Pe3y/IbTATHI, COACPKAHHE, YCIOBHA H
TEXHOIOTHH peanHsanus oOpa3oBaTeNsHOTO TpOINECca, OIEHKY KadecTBa MNOATOTOBKH
BHIMYCKHAKA M0 JaHHOMY HANpaBIeHHIO MOATOTOBKH H BKmouaeT B ceba: paboumii yueOHbiH
niaH, KaneHjapHbii ydyebubii rpaduk, paboume nporpaMmel yueOHEIX NpeIMETOB, KYpCOB,
JHCHHIUIME (MOaynei), OUeHOYHEIX H METOIHYECKHX MATEPHANOB M HHEIX KOMIOOHEHTOB,
obecneyHBalOMIHX KAYECTBO MOATOTORKH 00y4arOmIHXCa.

1.2. HopmaTHBHBIH CPOK OCBOSHHS MPOTPaMMB!

HopmaTHBHEIA CpOK OCBOEHHS MporpaMMbl 6a3oBoll NMOATOTOBKH 10 CHENHATEHOCTH
46.02.01 NokymenrtannonHoe ofecneyeHne yrnpasieHHs apXHBOBeJeHHe, NpH ovHOH dopme
noiy4eHns o0pa3zoBaHHs:

— na Gaze ocHoBHOTO ofmero obpasosanug — 3roaa 10 mecsnes

1.3. HopmaTueHEIe noKyMenTsl A paspaGoriu [TTICC3

HopMaTHBHYKO [paBOBYI0 OCHOBY pa3spaloTKH OCHOBHOH npodeccHOHANBHOM
ofpazoparensHOl nporpaMMsl no crneusantsHocTH 46.02.01 JJoxymentannorHoe obecnedenne
yhnpasieHHs apxHpoBeleHne (yray6neHHOH MOArOTOBKH) COCTARNAIOT:

Qenepanshbii 3akon P@ «O6 ofpasosanmn B Poccufickoit ®@epnepaumu» or
29.12.2012 r. Ne 273-03;

@enepanbHblli  rocyaapcTseHHsii  oOpasopatensHeit  crammapr  (PI'OC) mno
cnemmansHocTH  46.02.01 JlokymentaumonHoe obecnedeHHe YNpaBleHHA APXHBOBEICHHE
cpeanero mnpodeccHonansHoro o0pajoBaHHA, YTBEPAKICHHBIH npHkazom MumHcTepcTBa
obpasoeanus H Hayku Poccuiickoit ®eaepannn ot 11 asrycra 2014 roga N 975;

ITpuxas Munncrepcrsa obpasosanus W Haykn PO or 14.06.2013 r. Ne 464 "O6
yreepxaenis [Topaaka opraHuialiy U OCYIIECTBICHHS 00pa3oBaTenbHON JEATENLHOCTH Mo
o0pa3oBaTebHEIM MPorpaMMam cpeasero npodeccHonansHoro obpazopanns”;

[Tpuxas Muuucrepctsa oOpazopasns W Haykn Poccmiickoi ®enepaunn ot 16 asrycra
20013 r. N 968 «O06 yreepwnesnn [lopazka npoBeieHHs TroCyJapcTBEHHOH HTOTOBOM
aTTecTallH| 1Mo 06pa30BaTe/lbHEIM IPOrpaMMaM CpeiHero npo)ecCHOHANLHOTO obpa3oBaHHA»;

«llomoxenne o mnpakTuke OOY4AIOMMXCA OCBAMBAIOMIMX OCHOBHBIE
npoheccHoHasHbie o6pazopatensikie nporpaMmsl CIIO», yreepxnennoe npukazom MOH or
18.04.2013 r. Ne 291.



2. XapakrepHcTHKa npodeccHOHAILHOH IeATEILHOCTH
BBINTYCKHHKOB B TPefoBAHHA K PelyJIbTATAM 0CBOCHHS NPOTrPAMMBI MIOATOTOBKH
CNEHATHCTOR CPeIHEND IBEHA.

2.1. Obnactk # 00BEKTE TPOQeCCHOHATEHON NeATENLHOCTH

Obnacte npodecCHOHATBHON  ACATE/NBHOCTH  BBIIYCKHHMKOB: [EATEIBHOCTH B
cekpeTtapHarax, cayxbax JoKkyMmeHTauHoHHOTO obecnedyenns, KampoBeIX crayxbax W apxmBax
rocyIapcTBEHHBIX OpPraHoB M YYpeXJIeHWiH, B OpraHaXx MecTHOr0 CaMOYIIPABICHHS,
HEroCyIapCcTBEHHBIX OpraHu3aimMgx Beex opM cobeTBeHHOCTH, OOMIECTBEHHBIX OPraHH3aAIHLX
(YYpeRICHHAX ).

O6nexTamMi MpohecCHOHATEHON JeATETBHOCTH BRITYCKHHKOB SBIAIOTCS:

JOKYMEHTHI, CO3aHHbIE MOOLIM COCODOM JOKYMEHTHPOBAHHA,

CHCTEMEI JOKYMEHTAUHOHHOTO 00ecrnedeHHs YIPABISHHA;

CHCTEMEI JNEKTPOHHOI0 J0KYMeHT0000poTa;

apXHBHEIE JOKYMEHTHI;

NEPBHYHBIC TPYIOBLIE KO/UIEKTHRBL.

2.2, Buaw npodeccHoHANBHOM IeATEIbHOCTH H KOMIIETEHITHH

Buasl npodiecCHOHATBHON IEATENBHOCTH H OpodeCcCHOHANBHEIE KOMIETEHIIHH
BEITYCKHHKA:

Kon Haumenopanne

BJAI.1. Oprasssanus  JOKYMEHTAUHOHHOTO  oDecreuyeHHs  yNpaBieHHs W
(YHKIIHOHHPOBAHHA OPTAHH3AIIHH.

[1K 1.1. Koopmuruposats paboTy opraHd3anuy (IpHEMHOH PYKOBOIMTENN), BECTH IPHEM
MOCEeTHTENEH,

[NK 1.2. Ocymectenare paboTy no NOAroTOBKE W NpPOBEJIEHHIO COBEIIAHHH, JEJIOBBIX
BCTpeY, IPHEMOB H IIpe3eHTAIHH.

[IK 1.3. OcymecTBnaTh MNOATOTOBKY [ENOBBIX M0E3[0K DPYKOBOJAHTENS H JIPYIHX
COTPYJHHKOB OPraHH3alHH.

ITK 1.4. OprarusoBsisats paboyee MECTO ceKpeTaps H PYKOBOIHTEIA.

1K 1.5, OdopMaaTe H perHCTPHPOBaTL OPraHH3allHOHHO-PaclOPAAHTENLHBIE JOKYMEHTHI,
KOHTPOIHPOBATE CPOKH HX HCIIOJIHEHHA.

[TK 1.6. ObpabateiBaTh BXOISLIHE H HCXOMSHIHE [OKYMEHTBI, CHCTEMATH3IHPOBATH HX,
COCTABIATL HOMEHKIATYPY A€l H (popMHpOBaTh JOKYMEHTHI B JIENA.

[1K 1.7. CamocTtosTensHo paboTaTh ¢ JOKYMEHTAMH, CONEpHKAIAMHE KOHQHICHIIHATBHYIO
HH(OPMAIHIO, B TOM HHCIIE C JIOKYMEHTaMH 110 JIHNYHOMY COCTABY.

ITK 1.8, Ocymectruats Tenedonroe obenyKHBanne, MPHHAMATE H NepeIapaTh (akchl.

ITK 1.9. OcymecTanaTs NOATOTOBKY A€ K Nepe/iadye Ha apXHBHOE XpaHeHHE.

[MK 1.10. CoctapasTts ONMCH Jell, OCYIIECTBIATh NMOATOTOBKY Hell K mepeiade B apxus
OpraHf3alHM, roCy1apCTBEHHbBIE H MYHHIIHIIAILHEIE ADXHBEL

ITK 1.11. Buigapats B COOTBETCTBHH C NOCTYNAIOMMMH 3aNPOCAMH APXHBHEIC KOIHH H

JOKYMEHTBL.
BIL.2. OpraamsaiMs apxXHBHOH H CHpaBoYHO-HHpOpMalHOHHOHK paboTel MO
NOKYMEHTAM OPTaHH3allHH.

[TK 2.1. VyactsoBate B paboTe 1o 3KCNEpTHIC HEHHOCTH JOKYMEHTOB B COOTBETCTBHH C
JEHCTBYIONIHMH 3aKOHOJATENbHBIMH AKTAMH H HOPMaTHBaAMH.

1K 2.2. Bectu paboTy B CHCTEMaX 31eKTPOHHOIO AOKyMeHTo0bopOTA.

[IK 2.3. PaspabateiBate # BecTH knaccudukaropel, TabenH H HHLIE CIPABOYHHKH IO
JIOKYMEHTaM OpraHH3allHH.

K 2.4. OBecneunsars MPHEM H PAHOHATBHOE pa3MelleH e JOKYMEHTOB B apXHBe (B TOM
qHCIE JOKYMEHTOR M0 JIHYHOMY COCTaBY ).

[1K 2.5. Obecneunsars yueT H COXPaHHOCTh JIOKYMEHTOB B apXHBE.

[IK 2.6. Oprasu3oBLIBATE HMCNOILIOBAHHE APXHBHEIX JIOKYMEHTOB B HAY4HBIX,
CHPaBOYHBIX H MPAKTHYECKHX LIENAX.



[MK 2.7. OcymecTiaTs OpraHH3allHOHHO-METOJIHYECKOE PYKOBOACTBO M KOHTPO/L 3a
paboTol apxHBa OPraHH3AllHK | 32 OPraHu3almel JOKYMEHTOB B J1€J0MPOH3IBOACTRE.

BAIL3. OcymecTrIeHHe JOKYMEHTALHOHHOrO ODECNeYCHHA YNPABICHHS M
ApXHBHOIO JieNIa ¢ HCHO/NL30BAHHEM MPOrpaMMHBIX CPEJCTB y4erta, XpaHeHus, oGpaboTku M
MOHCKA JOKYMEHTOB.

[IK 3.1. Ocymecrsnare uHbopMamHonHyio paboTy no [OKYMeHTaM, B TOM 4HCIE ¢
HCIOIE30BAHHEM OpPITEXHHEH, nporpaMMHEBIX CpEICTB Y4ETa, XpaHEHHA H MOHCKA JOKYMEHTOB
H JIPYTHX CIEHHATHIHPOBAHHEIX 0a3 NaHHKIX.

[IK 3.2, IlpuHHMaTE MEPBI N0 YNIOPAIOYEHHIO COCTABA JOKYMEHTOB H MHMOPMAITHOHHBIX
MOTOKOB, COKPALIEHHIO HX KOJHYECTBA H ONTHMHIANHH JOKYMEHTONOTOKOB OpraHH3alliy.

[IK 3.3, Bectn paloty nmo Co3JaHMiO CIIPABOMHOIO AMMAPATA M0 AOKYMEHTAM C HENbio
obecneuenns ynoOHOro B GRICTPOro HX MOKCKA.

[IK 3.4. loarorapiueare JaHHble, HeoOXOIMMEIE JUIS COCTARIEHHS CIPABOK HA OCHOBE
CBEJICHHH, MMEIONIHXCA B IOKYMEHTAX apXHBa.

[1K 3.5. [lpuaaMats y4acTHe B pazpaboTke NOKATLHEIX HOPMATHBHBIX AKTOB OPTaHH3AIMA
10 BONPOCaM JOKYMEHTALHOHHOIO 0DECre eH s YITpaRIeHHA H apXHBHOIO JIea.

[TK 3.6. Ilpuunmars ywactue B pabote no noabopy M paccTAHOBKE KaupoB CykObl
JIOKYMEHTALHOHHOro 0becnedeHHs yIIPaBIcHHA H APXHBA OPraHH3AIHA.

BJIT.4. Brinonxenne paGoT no oxHOH HIH HECKOIBKHM NpodeccHsm

pabounx, JOKHOCTAM CIOYyAKaIIHX.

Kon Haumenosanne

OK 1. [lorumaTth CyIIHOCTE H COUMATBHYIO 3HAMHMOCTE cBoelt Gymymeit npodeccuy,
NPOABAATE K Hel yeToOHYMBRIA HHTEpEC.

OK 2. OpraunzoBeiBaTh COOCTBEHHYIO NEATENBHOCTE, BRIOHPATE THIOBKIE METOIBI H
cnocoObl BRIMOIHEHWA NpodhecCHOHANBHEIX 38184, OHeHHBATE HX 3 deKTHBHOCTE H KavecTRo.

OK 3. [lprHHMaTe peleHHs B CTAHJAPTHEIX H HECTAHJAPTHBIX CHTYALIMAX M HECTH 3a
HHX OTBETCTBEHHOCTD.,

OK 4. OcymecTBasTs NOMCK H HCHONb3oBaHHE HHGOpMauHH, HeobXomuMmoil mwis
3 dexTHBHOrO BhINONHEHHS NPO(ECCHOHATBHEIX 3a/ay, NPO(PecCHOHATLHOTO H JTHYHOCTHOIO
Pa3BHTHA.

OK 5. Hcnoasloeate wHPOPMALHOHHO-KOMMYHMKALIHOHHEIE TEXHOIOTHH B
npoecCHOHANEHO JeATeILHOCTH.

OK 6. Paborare B koulekTHBe H Komanae, »hdexTHBHO obmATECH € KOIIEraMH,
PYKOBOJICTBOM, NOTpeOHTENAMH,

OK 7. bpats Ha ceba oTBeTCTBEHHOCTE 3a paboTy WieHOB KOMaH/b! (MOAYHHEHHBIX ),
Pe3yNLTAT BRIMOITHEHAS 3aJaHHH.

OK 8. CamocrositebHO ONpenendaTh 3aiadyd Mpo(ecCHOHATHHOTO H JTHYHOCTHOTO
pa3sBHTHA, 3aHHMaThCd  caMooOpajoBaHMeM, OCO3HAHHO  [UIAHHPOBATh  [OBBIMICHHE
KBATHHKALTHH.

OK 9. OpuentHpoBaThcd B  YCHOBHAX 4acTod CMeHBl TeXHOIOTHH B
npodeccHOHATEHOH JIeSTeNEHOCTH.

2.3, Cnennanbneie TpeboBanus

Jluna, moctynueimMe Ha ofy4eHHe, NOIKHB HMETh JOKYMEHT O IOTYYeHHH
ocHoBHOTO obmero obpasoBania WM cpearero (nonaHoro) obmero ofpasoBanus.

3. lokymMeHTsl, onpele/siomuBe cojepxanne H opranuzanui ofpaosareasnoro
npounecca.

Ha ochose BasmcHoro yuebHOTO mnnaHa yupeaUieHHEM NpodecCHOHATEHOID
obpajoBanna paipabareiracTcs yuebHBI nnan ¢ ykazanueM yueOno#l marpysks obyuaromerocs
No Kamkaod #H3 H3y4YaeMbIX JHCLHMIUIAH, K&KIOMY NpoecCHOHATBHOMY  MOIYIIO,



MERUIHCIIHTITHHAPHOMY Kypcy, ydeDHON M npomisoAcTBeHHOH npakTHke. Yackl BapHaTHBHOM
yacti uMkaos [IIICC3 pacnpenensiorca MeExAy MIeMEHTAMH OOA3ATENLHOW YACTH [HKIA H
MCTIONB3YIOTCA JUIA H3IYYEHHA JONOIHHTENbHEIX JHCIHILIHH, MPO(ecCHOHANEHBIX Moayiei,
MEAUIHCIHIIIHHAPHBIX KypcoB. B nocnennem ciyyae ZHCIHIIHHEA, NpodecCHOHANLHEIN MOIY/Ib,
MEHIMCUKIIHHAPHEIH Kypc BHocaTca B coorsercTByommi muka [INICC3 ¢ ykaszanmem
«BApHATHBHAS  4YacTk  UHMKIa», OnpeneneHWe  JONOJHHTENLHBIX  JHCHHIUIHH W
npoecCHOHANBHBIX  MOAYIeH OCymecTBASETCH: C y4erom 3anpocoB paboroaarenei,
ocobeHHOCTeH pa3BHTHA PernoHa, HAYKH, KVIBTYPBI, IJKOHOMHEH, COUHATEHON CEphl, TEXHHKH
H TEXHOJIOTHH, & TaK#Ke ¢ yueToM ocobeHHOoCTeH KOHTHHTeHTa oDyyarommxcs.

3.3. [MPOTPAMMBI AHCHHILIHH OBIMETO T'YMAHHTAPHOIO H COLMAJIBHO-
IKOHOMHYECKOI'O LHHKTA

3.3.1. OI'C3.01 Ocuosst punocodun

3.3.2. Orcs3.02 Mcropus

3.3.3. OI'C5.03 MNeuxonorus obmenus

3.3.4. OI'CD.04 UnocTpanHkeIi A36IK

3.3.5. OI'CD.05 Duznyeckas KynasTypa

3.3.6. OI'CD.06 DdderTHBHOE NOBEIEHAE HA PHIHKE TPYIa

3.3.7. OI'C3.07 Beenenne B npodeccuio: obume KOMIETEHIHA MpodeccHoHana
3.3.8 OI'C3.08 Pycckwmit 9381k M KyILTypa peds

3.3.9 OI'C3.09 CoumansHas NCHXOIOrHE

3.3.10. OI'C3.10 OcHorkl 3THEH

34. MrOrPAMMGLI JHCLIHILTHH MATEMATHYECKOTO H OBLIETO
ECTECTBEHHOHAYYHOI'O HHK.JIA

3.4.1. EH.01 Maremaruxa

3.4.2. EH.02 Undopmathka

3.4.3. EH.03 Dronoruyeckne 0CHOBBI MPHPOIONOILIOBAHHA

3.4.4. EH.04 Hudopmaunonssie cieTeMsl B NpodleCCHOHANIBHON IeSTe/IbHOCTH

3.5. ITPOrPAMMBI OBHIEMPOMECCHOHAJIBHBIX JHCLHILIHH
3.5.1. OIL.O1 DxoHOMHYECKAR TEODPHA
3.5.2. OI1.02 DxoHOMHKaA OpraHu3alny
3.5.3. OI1.03 Menem&meHT
3.5.4. OIL.04 lN'ocynapcTBeHHas W MyHHIANATLHAA Cryxba
3.5.5. OI1.05 UnoctpanHsi# s3sik (mpodeccHOHATLHBIH)
3.5.6. OI1.06 IpodeccHonanbHas ITHKA W NCHXONOHA AenoBoro obmenns
3.5.7. OI1.07 Komneiotepras o6paboTka 10KYMEHTOB
3.5.8. OI1.08 Ilpasoeoe obecneuenne npodecCHOHATLHON AEATENBHOCTH
3.5.9. OI1.09 ¥nparneHHe KayecTBOM
3.5.10. OIL10 Ynpaenetue nepcoHanom
3.5.11. OIL.11 Ocroesl HeeneORATENBCKOH TEATENLHOCTH
3.5.12. OIL.12 l'ocynapeTaennoe pery/IHpOBaHHE IKOHOMHKH
3.5.13. OIL13 Cucremsl rocy1apcTBEHHOTO YTIPARICHHS
.14, OIL 14 Oprasmsauma rocyaapcTeeHHbIX yupesaeHuii Poccun
.15, OIL15 BezonacHoCTs KHIHEACATENBHOCTH
.16. OIL16 OcHoesl NpeaNpHHHMATENBCTBA
.17. OI1.17 JlokymenToseneHue
.18. OIL.18 Tpynosroe npaso
.19. OIN.19 lenoeas kynsTypa



3.6. IIPOrPAMMBI MPO®ECCHOHAIBHBLIX MOAYJEH MPO®ECCHOHAJIBHOIO

HHKTA

3.6.1. IIM.01 Oprasmzanns AOKYMEHTAUHOHHOrO obecrnedyeHHs YUpaBicHHA H
(YHKIHOHHPOBAHHA OPTAHH3AIMHA

MJAK.01.01 lokymenTaunonHOe obecnederne ypasieHus
MJIK.01.02 IlpasoBoe peryiHpoBaHHe YIIPaBIeHYECKOH NEATEILHOCTH
MJK.01.03 Oprauusains cekperapckoro obenyxHBaHus

MJIK.01.04 Texnnueckue cpeicrsa ynpasieHus B oduce

MJIK.01.05 Hadopmannonnas GezonacHOCTs H 3amATa HAEGOpPMALIH

3.6.2. TIM.02 Oprasusanus apxMBHOH M CnpaBovHO-HHGbOPMaUHOHHONR paboTsl Mo
JNOKYMEHTAM OpraHH3allHH

opraHm3anHii

MJIK.02.01 Oprauusanns # HOpMaTHBHO-IIPABOBEIE OCHOBBI APXHBHOIO €14
MJIK.02.02 TocyzapcrBeHHBIE, MYHHUHNAILHBIE apXHBBI H  APXHBEI

MJIK.02.03 MeTtomika B npakTHEa apXHBOBEICHHA

MJIK.02.04 Obecneyenne cOXPAHHOCTH JOKYMEHTOB

MJIK.02.05 Oprannsanns apxuBro# ciy#Oe B Poccriickoil ®enepannn
MIIK.02.06 KonTpons 3a COCTOSHHEM JEI0NPOH3IBOACTEA B YIPARICHHH

3.6.3. [IM.03 Ocyiuectanenue A0KYMEHTALMOHHONO OBeCcreYeHUs YIIPABIEHHA H APXHBHOIO
JIeN1a ¢ HCMOAB3OBAHHEM MPOrPAMMHBIX CPE/CTE Y4eTa, XpaHeHHs, 06paboTkH J0KYMEHTOR

MJIK.03.01 HudopmaumoHHble TEXHONOTHH B JOKYMEHTAUMOHHOM obecnedeHun

YNpaBieHHs W APXHBHOM jJele

MJIK.03.02 Meroauka pauMoHANH3AUAH JOKYMEHTALMOHHOTO oecneveHHA

YNpaBIeHHA ¥ APXHBHOTD fena

MJIK.03.03 Opraumsauna paGoTsi ¢ 31€KTPOHHBIMH JOKYMEHTAMH

3.6.4. [IM.04 Bunonnenne pabot no npodecenn 21299 Jlenonponspoanress

MJIK.04.01 Opraussauss 1 seieHie Qe10NpOHIBOACTEA
MJIK.04.02 Crannctika coryaeOHBIX AOKYMEHTOR

3.6.5. [IM.05 Oprauusauss KaapoBoro eI0npor3Bo/ICTREA

MJIK.05.01 Kagporoe aenonpouisoacTeo

3.6. [IporpaMma npoOH3BOJCTBEHHON NPAKTHKH (ITpeLIHILITOMHOMH )

3.2. KAJIEHJIAPHBIA YYEBHbBIH I'PA®HK

4. [IEPEYEHL KABHHETOB, IABOPATOPHHA, MACTEPCKHX JLIA MOATOTOBKH 110

CMNEUHAJILHOCTH CITO

46.02.01 JoxymenTaunonaoe obecnedenne ynpas/ieHns apXHBOBE/IeHHE

Kabuners::

COMMATBHO-IKOHOMHYECKHX THCIIHILTHH
HHOCTPaHHOT'O A3kIKa

MEATEMATHKH H HHOOPMATHEH

IKONOIHYECKHX OCHOB NPHPOIONOIEIOBAHHA

IKOHOMHEH OPraHH3allHH H YIIPpaBlIcHHA NepPCOHATIOM
MEHE/LKMEHTa

npasoeoro obecnedenua npodeccHoHANLHOMN AeATEILHOCTH
roCyAapCTBEHHOM H MYHHIHOATBHOMH cayxOE!
JOKYMEHTAIHOHHOTO 0DeCneYeHHA YIIpaBieHHs
apXHBOBE/IEHHA

npogecCHOHAIBHOM ITHKH H IICHX0I0THH JAeN0BOro o0IeHHA



Oe30nacHoCTH AHIHCIACATEIIEHOCTH

METOAHYECKHH

JlabopaTopun:

HudopMaruke B KoMOBOTEPHOH 00paboTKH TOKYMEHTOR

TEXHHYECKHX CPEICTB YIIpaBIcHHA

CHCTEM 3/IEKTPOHHOTO JOKYMeHToobopoTa

NOKYMEHTOBEICHHA

yueOHan kaHuenspus (cayxba IoKyMeHTAHOHHOro obecneyeHns yIpaBIeHns )

Cnoprusnstii KoMiLiexc:

CNOPTHBHKI 3a1

OTKPBITEIH CTAAHOH IMHPOKOTo NPOQHIIA C 3NEMEHTAMH M0JI0CH! IPENATCTBHI

crpenkoskii THp (B moboit MoaudHKaIHH, BKIIOYAS IEKTPOHHBIN) HIH MECTO A
cTpensObl

Jaan:

GubnuoTeka, YATANLHEIH 3an ¢ BexooM B MHTepHET

aKTOBKIH 341

5. OueHka pe3yJbTATOB OCBOCHHS
NPOrpaMMBbl MOATOTOBKH CHCHHAIHCTOB CPE/IHEro 3BeHa

5.1. KonTtpone # onenka NoCTHXeHHI 00ydaiommxcs

Jlns arrectanmH oOydalOIMXCA HA COOTBETCTBHE MX MEPCOHAMBHBIX AOCTHKEHHI
nostanueM TpebGopannamM cooteercreyiomei [II1CC3 (Texymas v npoMexyToYHAA ATTECTAILIHA)
co3ansl (OHIB OLEHOYHEIX CPEICTB, [TO3BOMNAIONINE OLEHHTh 3HAHMHA, YMEHHA H OCBOEHHBIE
KOMIIECTECHIIHH.

[IpaBuna y4acTHs B KOHTPOIHPYIOIIHX MEPONPHATHAX H KPHTEPHH OLEHHBAHHA
JNOCTHKeHHH ofydaromuxcs onpenensiores caeayromumu [lonoxennaMu:

1. lMonoxenne o npoMexyTounoi arrectamms cryaestos [AOY CITO CTCIIO

2. lNonoxenne no HTOrOBOMY KOHTPOMIO y4eDHBIX JoCTH#KEHHH 00ydaromuxcs MnpH
pearn3anHn (GeneparbHOro rocynapeTseHHoro o0paloBaTelbHOIO CTAHAApTa cpeAHero odmero
ofipajopaHHs B nOpeaenax OCHOBHOH npodeccHonansHoi oOpazoBarTensHOH NpOrpaMMsl
cpeaHero npodeccHoHansHoro obpalopanus.

3. Tlonowenne o QopMapoBaHnH (OHIA ONEHOYHBIX CPEACTE MO OCHOBHBIM
npodeccHoHaTEHBIM  00paz0BaTeNLHEIM  NPOrpaMMaM  CPeIHEro  NMpo(ecCHOHATLHOrO
obpazosanus B [ocymapcTBeHHOE ABTOHOMHOE mnpodeccHoHanbHoe oOpazoBaTelbHOE
yupexiaenne Camapckodi obnactn «Camapckuii KOIEI# CEpPBHCA IPOH3BOJICTBEHHOTO
obopynosanus uMenn ['epos Poceniickoii ®enepaunn E.B. 3onotyxunan

5.2. Opranu3auns MTOroBoil rocyJapcTBeHHON ATTECTAMH BLINYCKHHKOB
IMopsaok BHINOJHEHHS H 3AMMTHI BLINYCKHOH KBaaHpHKauHoHHOH paboTwi

[ocynapcTeenHas MTOroBas ATTECTAllHA BKIIOYEET MOATOTOBKY H 3alllMTY
BBINYCKHHKOB KBanudukanuonHoi pabotel. [ocynapcrsennas nrorosas arrectauns (I'HA)
pernamentHpyercs [lonoxwennem o npoeenennn ['HA no obpasosaTelbHBIM OporpaMMam
cpeaHero nmpodeccHoHansHOro obpasopanns Bumyckaukos FAITIOY CKCIIO, llonoxenunem o
BRITYCKHON kBanuukamoHHoH pabore. TemaTHka BRITYCKHOH KpanwdukaumoHHO# paboTh
JIOJBKHA COOTBETCTBOBATE COAEPIKAHHIO OHOINO HIIH HECKOIBKHX MPOQeCCHOHANILHEIX MOTYTIEH.
TpeGosanua k comepxanmio, o0beMy H CTPYKTYpe BBINTYCKHOH KBatH(HKalHOHHOH
paboTsl onpeaenaores [lporpaMmoll  rocyaapcTBEeHHOH HTOTOBOH ATTECTAllHH BAIMYCKHHKOB
I"ATIOY CKCIIO.
[MporpamMma rocynapcTBeHHOH HTOroBOH aTTecTammM, cojepXamas (GopMel,
YCIIOBHSA TPOBEACHHS H 3aIATH BRIMYCKHON KBaTH(HKAIHOHHOH paboTel, pacCMaTpHBaeTCA Ha
jacellaHMM MeJarorMYecKoro cosera, yreepkaaerca mupextopom [AIIOY CKCIIO,



%

COrNacyeTcH ¢ Mpe/ce/laTeNneM rocy1apcTBeHHOR aTTecTallHOHHOR KoMHccHel u paboTonarenem
H JIOBOJIMTCH 10 CBENEHHS 00y4aloNUMXCa He MO3IHEE MIECTH MECAIIEB /10 HA4aTa aTTECTAIIHH.

K rocynapcrBeHHON HMTOroBOH AaTTECTAHH JONYCKAKOTCA CTYACHTHI, HE
HMEIOIIHE aKaNeMHYeCKHX 3al0/DKeHHOCTel H B NonHOM o0heMe BRIOIHHBIINE y49eOHBIN NiaH
no cnenuamsHoctd 46.02.01 Jlokymenraumonnoe obecrieuenHe yNpaBIeHHA APXHBOBEICHHE.
Jlnuam, npomemuHM B NoaHOM oOBeME COOTBETCTBYHOUEE ODVHEHHE M TOCYIAPCTBEHHYIO
HTOrOBYIO ATTECTAllHIO, BEIIAETCH JIOKYMEHT YCTanoB/IeHHOro obpasna.



[Mpuaoxenna:
IMPOrPAMMBI  JHCUHILVIHH OBINET0 TIYMAHHTAPHOIO H COLIMAJBHO-

IKOHOMHYECKOI'O LIMKJA

OI'C2.01 Ocuoest punocodun

OI'CH.02 Heropaa

OI'CD.03 IMeuxonorus obmeHHA

OI'C2.04 Mnoctpasukii A36iK

OI'CD.05 duanveckas KyIsTypa

OI'C2.06 DddexTusHOE NOBEAEHHE HA PHIHKE TPY/a

OI'C3.07 Beeaenne B npodeccuio: obime KoMIeTeHIIHH TpofeccHonaa
OI'CD.08 Pyccksil #3561 M KyILTYpa peyun

OT'C3.09 Coumansas neHXonorua

OI'CD.10 OcHorsl 31HEH

[MPOTPAMMBI JAHCHHMILIMH MATEMATHYECKOI'O H OBLUETO

ECTECTBEHHOHAYYHOT O ITHKJIA

LHHKIA

EH.01 Maremaruka
EH.02 Undopmarnka
EH.03 Dxonoruyeckue OCHOBbI NPHPOIONOIL30BAHAS
EH.04 Hudopmaumonnsie cHcTeMsl 8 npodeccHOHANTBHOR IEATENBHOCTH
IMPOrPAMMBI OBIIENNPO®ECCHOHAJIBHBIX JHCUMILIHH
OI1.0]1 DxoromuYecKas TEOPHA
OI1.02 DxoRoMHKa OpraHH3allHH
OI1.03 MeneaamenT
OI1.04 I'ocynapeTeeHHas # MyHHIIHTIANBHAS coyxba
OI1.05 MrocTpannsii 9361k (npodeccuonansHbIl)
OI1.06 INpodeccuonansras THKA H ICHXONOTHA AeN0BOT0 0bmeHHA
OIN1.07 Komnbiotepraa oGpaboTka 1oKyMeHTOB
OI1.08 ITpasosoe obecnedenne npoecCHORANBHON NeATENLHOCTH
OT1.09 Ynparnenne xavecTroMm
OI1.10 Ynpaenense nepcoHanoM
OI1.11 OcHoBbl HCCNEAOBATENBCKOMH 1EATEIBHOCTH
OI1.12 lNocynapcTeerHOE PEryIHPOBAHHE IKOHOMHKH
OI1.13 Cucremsl rocy1apCTBEHHOTO YITPARICHHS
OI1.14 Opranusauus rocyaapcTseHHbIX yupescaenuii Poccun
OI1.15 BesonacHocTs #HH3HEAEATENLHOCTH
OI1.16 Ocuoesl npeanpuEAMaTenscTEa
OI1.17 HoxymenTtoeenenne
OI1.18 Tpynosoe npaso
OI1.19 Jenoeas kynsTypa
MMPOrPAMMBI  MPOGECCHOHAJILHBIX MOAYJIEA NMPO®ECCHOHAJBHOIO

[MM.01  Oprasssanss  A0OKYMEHTAHOHHOro  obecriedeHHs  yIpaBicHHA H

(G YHKIIHOHHPOBAHHS OpPraHH3aIlHH

MJK.01.01 JoxymenTaunonnoe obecneyenne ynpasieHH
MJIK.01.02 IIparosoe perynapoBaHHe yIpaBleHUYeCKOH NeATENBHOCTH
MJIK.01.03 Oprans3zanus cexperapckoro obcayKHBaHHS

MJIK.01.04 Texuuueckue cpeJcTBa ynpasieHHs B oduce

MJIK.01.05 Uadopmaimonsas Ge30MacHOCTE H 3alHTa HHpOpMaIHH

IMM.02 Oprasmzangss apXuBHOR H  crnpaBodHO-HHQOpManMoHHONH paboTel Mo

JOKYMEHTAM OpraHH3alHH

MJIK.02.01 Opranu3anus ¥ HOPMATHEHO-IPABOBLIE OCHOBLI APXHBHOIO Jefa



MJIK.02.02 TocynapcTeeHHBIE, MYHHIHNANLHBIE apXHBLI H  APXHBLI
oprasnu3zamii

MJIK.02.03 MeTtoauka # npaKkTHKa apXHBOBEICHANA

MJIK.02.04 Ofecneyenne COXPAHHOCTH JOKYMEHTOB

MJIK.02.05 Oprannsanms apxusHoii cryx0sl B Poccuiickoit ®eaepamun

MJIK.02.06 KorTposb 3a COCTOSHHEM AEIOMPOH3BOACTBA B YIIPARIEHHH

[TM.03 OcymecTrienne qoKyMeHTaUMORHOTO 06ECNEYeHHs yNpaRneHns H apXHBHOTO Jle/ia ¢
HCTIONBIOBAHKEM MPOrPAMMHBIX CPEICTE yueTa, XxpaneHnua, obpaboTkn nokyMeHTOR
MJIK.03.01 HudopMaumOoHHBIE TEXHONOTHH B JIOKYMEHTAUMOHHOM obecreyeHHH
YTIpaB/ieHHA ¥ APXHBHOM Jene
MJIK.03.02 Meroauka pauMoHATHIAUMH JOKYMEHTALMOHHOTO oObEcneveHHs
YNpaBIeHHA H APXHBHOTO Jena
MJIK.03.03 Opraussaims paboTsl ¢ 3MeKTPOHHBIMH Z0KYMEHTAMH
[IM.04 Brmoanenste pabor no npogeccun 21299 [lenonpon3soanTens
MJK.04.0]1 Opranmzauns u BefieHHe AeN0ONPoOHIBOACTEE
MJIK.04.02 CrunucTika cykeOHEIX TOKYMEHTOB
[IM.05 Opranusanns KaapoBoro JAeJ0NpoH3BOICTEA
MJIK.05.01 Kagpoeoe genonpou3soactso

[TporpamMma npoR3IBOACTBEHHON NPAKTHKH (NPEUIHILIOMHO#H )



AKT COTJIACOBAHMS
OBPA30OBATEJIBHOI IMPOTrPAMMBI CPEJHEIO NPO®ECCHOHAJILHOTO
OBPA30OBAHHS - TIPOTPAMMBI IOJITOTOBKH CIIEITHAJIMCTOB CPEJHEIO
3BEHA (MIICC3)

CrnenHa/ibHOCTE:

46.02.01 oHHoe  obecnevenn CHHS W ___ apxu eHHE
[IpucsanBaeman kpanpukauua no sasepmenns [INCC3:

Crenmanmct 1o JoKyMeHTAuHOHHOMY ofecnedeH IO YIIpARIeHHS, aDXHBHCT

[lpeanpusTie (opranusanus) paboroaarens:

«O6nactroi#t apxusy 110 Camapckoif obnacti

ApTop-pazpaborunk o0paloBaTenLHON NPOrpaMMei:

I-QEEM!EEERQE ABRTOHOMHOC EMHDEHI[BHOE o0pajoBaTeLHOE  YHDEXKIEHHE

rﬂpgn Puccuﬁcmﬁ me.uenalme B. %nurmua»

JAKJIIOYEHHE

|. Tlpencrapnennas oOpazoBartensHas mnporpaMma mno cneumransHocTH  46.02.01
JlokymeHrTainoHHOe obecnedeHne YIpasicHHA H apXHBOBeJeHHE paspaboTaHa B COOTBETCTBHH
C yHeTOM:

- tpebosanmit ®I'OC, yreepixaennoro Munobprayku Poceun Ne 975 or «11» apryera 2014 r.

- sanmpocoB paboTonareneii;

- ocobennocteit pazsuTus Camapcko#t obnacTy;

- notpebrocTeit sxonomukn Camapcko# obnacTa.

2. Copepxanne obpaloparesHOH MPOrpaMMEl Mo mpofeccHn

2.1. OrpakaeT cOBpeMeHHEIC HHHOBALMOHHEIC TEHEHIIHH B Pa3sBHTHH OTPAC/IH C YIETOM
notpebrocTei paGoronarene u sxonomukn Camapcko# obnacTi;

2.2. Hanpagneno na

- OCBOGHHE BHIOB NPOQECCHOHAIBHON JEATENBHOCTH MO NPO(ECcCHH B COOTBETCTBHH C
®I'OC u npucBauBaeMoil kBaTHGHKaLHEd;

2.3. Hanpagnesno B cootsercreun ¢ @I'OC Ha dhopmupoBanne

- CHEIYIOUIHX OOIHX KOMIETEHITHIH:

OK 1. lonumars CYMIHOCTE H COLMANBHYIO 3HAYMMOCTh cBoelf Gyaymed mpodeccun,
NPOABIATE K HEH yCTOHYMBEIH HHTEpEC.

OK 2. Opraau3opsiBate COOBCTBEHHYIO EATENLHOCTH, BHIOMpaTh THNOBLIE METOIALI H
crnocoGEl BEIMOIHEHHA MPohecCHOHATBHLIX 387184, OLECHHBATE HX 3(peKTHBHOCTE K KaYeCTRO.

OK 3. [IpuauMaTh peleHHs B CTAHIAPTHLIX H HECTAHJAPTHRIX CHTYAIHAX H HECTH 34 HHX
OTBETCTBEHHOCTS.

OK 4. OcymecTeisThs NOHCK H Hcnonb3oBanMe HHpoOpManuH, HeobxomuMol ana
3D PEKTHBHONO BHINOJHEHHA NPOGECCHOHANLHBIX 3a/1a4, MPO(ECCHOHATEHOTO H JIHYHOCTHOIO
pa3BHTHA.

OK 5. Hcnomezopate  HHQOPMEIHOHHO-KOMMYHHKAIIHOHHEIE  TEXHONOIHH B
npodecCHOHATEHOH e Te TbHOCTH.

OK 6. PaGorats B komnektMRe W komaHue, s>¢dextHBHo obmAaThes € KOWIEraMH,
PYKOBOJCTBOM, MOTPeOHTENAMH.

OK 7. Bpars Ha cebs OTBETCTBEHHOCTER 3a paboTy WICHOB KOMaHIb! (MOIYHHEHHBIX),
Pe3yIBETAT BEINOJIHEHHS 3a81aHHH.

OK 8. CamocTosTensHO ONpedeNfaTh 3aladd MPOMECCHOHATBHOTO H JIH4YHOCTHONO
pa3BHTHA, 3aHMMaTeCs  caMooOpa3soBaHHEM, OCO3HAHHO  MJIAHHPOBaTh  MOBBIEHHE
KBaTH(HKALIAH.

OK 9. OpueHTHPOBATECH B YCIOBHAX $AcTOH CMEHBI TEXHONOIHH B mpod)eCcCHOHATLHOH
NEeATENBHOCTH,




- CHEAYIOIHX Npo(EeCcCHOHANBHEIX KOMITETEHIIHR:

5.2. CenamicT no JOKYMEHTAlHOHHOMY 0DecreMeH IO YIipaBieHHs, apXxaBucT (Dasosoi
NOAroTOBKH) AomkeH ofnanate Npod)eCCHOHANBHBIMH KOMIETEHIIHAMH, COOTBETCTBYIOUIHMH
BHJIAM JeATElLHOCTH:

[TK 1.1. Koopauruposats paGoTy opraHM3auMe (NpHEMHOH DPYKOBOJMTENA), BECTH IIPHEM
HOCETHTENEH.

MK 1.2. OcymecTraars paboTy MO NOATOTOBKE H MPOBEICHHIO COBCIIAHHMHA, NENOBBIX BCTpeY,
NPHEMOB M Npe3eHTammii.

IK 1.3. OcyiuecTBaaTs MOArOTOBKY JENOBLIX MOE3N0K PYKOBOJMTENA H APYTHX COTPYIHHKOB
OpraHH3allHy,

I1K 1.4. OprauuzopsiBate paboyee MECTO CEKPETAPS H PYKOBOJHTENA.

[K 1.5. OdopMnsaTe M perMcTpMpoBaTh OpPraHH3aAlMOHHO-PACHOPAAHTENLHEIE JOKYMEHTHI,
KOHTPOJHPOBATE CPOKH HX HCIIOIHEHHS.

MK 1.6. O6pabareipath BXOAAIIHE H HCXOAAUIHE JOKYMEHTBHI, CHCTEMATHIHPOBATE HX,
COCTAB/IATE HOMEHKIATYPY Jen B GopMHPOBaTh A0KYMEHTH B €A,

[TK 1.7. CamoctosTtensHo pafoTaTs ¢ JOKYMEHTAMH, COJNEPKAIIMMH KOH(QHICHIHATBHYIO
HH(OPMALIHIO, B TOM YHCIIE C JOKYMEHTAMH [0 IHYHOMY COCTABY.

[1K 1.8. OcymectenaTs Tenedonnoe ofcnyknuBanie, MPHHAMATE H Nepeaasars dakcel.

ITK 1.9. OcymecTrasTs MOANOTOBKY e K nepeaade Ha apxXHBHOE XPAHCHHE.

[TK 1.10. CocraBnsTs ONMKCH [€l, OCYIISCTBIATL MOATOTOBKY €/l K [epejlade B apxHs
OpraHu3aiiy, rocy1apCTBeHHEIC H MYHHIHIATbHEIC ADXHBEL.

[TK 2.1. OcylecTBAATE IKCNEPTHIY UEHHOCTH JAOKYMEHTOB B COOTBETCTBHH C JEHCTBYIOMMHMH
3aKOHO/IATe/IbHLIMHA AKTAMH H HOPMATHBAMH.

[1K 2.2. Bectu paboTy B CHCTEMAX FIEKTPOHHOIO J0KYMeHTO0DOpOTA,

[IK 2.3. Paspabaresate W BecTH knaccudukatopsl, Tabenqn W Apyrée CIPaBOYHHKH N0
JOKYMEHTAM OpraHH3allHH.

[IK 2.4. ObecneynBaTs NpHEM H PALMOHANBHOE PAIMEICHHE JOKYMEHTOB B apXuee (B TOM
YHCe JOKYMEHTOB N0 JHYHOMY COCTaBY).

[1K 2.5. ObGecnieqnBaTh Y4eT H COXPAHHOCTD JIOKYMEHTOB B ApXHBE.

[TK 2.6. Oprann3oBeIBaTE HCMOIBIOBAHHE APXMBHBIX JOKYMEHTOB B Hay4YHBIX, CNPABOYHEIX H
NPAKTHYECKHX HENHX.

[TK 2.7. OcymecTRASTE OPraHH3alHOHHO-METOIHYECKOEe PYKOBOICTBO H KOHTPOIL 38 paboToi
apXHBa OPraHM3allHH ¥ 33 OpraHM3annel TOKYMEHTOR B JeI0MPOHIBOJICTEE.

QenepalbHeIM  TOCYJAPCTBEHHBIM  o0pazoBaTeNbHEIM — CTAHJAPTOM  CPEHEro

npodeccronansroro obpazosanus cnennansHocTd 46.02.01 JloxyMeHTauHOHHOE 0DecnieueHHe
yIpaB/ieHHAs W apXHBOBEJCHHE HA BAPHATHBHYIO HacThb oTBedeHo 684 waca. Pacnpenenenme

papratussoit wactn YII [MIICC3 no uxknam npeacrasneHo B rabauue:

Hunexcsl NHKI0B

Pacnpenenenne sapuatusaoil 9actu (BY) no nukaam, 9acos

Beero B Tom uncae
Ha yBeamuenne obnema Ha BRElEHHE
obmiaTeIbHbIX DOMOJIHHTEIBHBIX
macnunann, MK aucnamumn, MJIK
Orcs.00 112 - 112
OT1.00 250 - 250




[IM.00 [T 3 : 322

Beero 684 . | H84

B maxn OI'CD pobasieHsl chenylollHe MHCUMILTMHBL 1) OCHOBBI NpEINpPHHHMATEILCTBA
(361); 2) DddexTHBHOE NOBEACHHE HA PhIHKE Tpyaa (36u), 3) Beenenne B npodeccuio: obume
koMmereHiH npodeccnonana (404) - cornacHO KOHUENIHH BapHATHBHON COCTAB/IANOLICH
MTICC3 8 Camapckoit ofnacTd U1 NOBEINEHHS KOHKYPEHTHBIX CNOCOOHOCTEH BEINYCKHHKOB
HA PErHOHANIBHOM PhIHKE TpY/Ia.

B maxn OIl nobapnensl crenyiolMe AHCUMIUIMHEL |) conmaneHas ncHxonorus (484) —
MO3BOJHT NPHMEHATH NICHXOMOTHYECKHE IHAHMA O IHYHOCTH: 2)OCHOBEI THKH(429) — NO3BONHT
clleloBaTh JTHYECKHM [pABMIAM, HOpDMAM M [PHHIHNAM B CcBoel mnpofeccHoHanbHOl
NEATENLHOCTH; 3) KomubioTepHas oOpaborka aokymentoR (160u) - mo TpeboBaHmio
paboTtonarenei.

B wikn [TM Breaenst nonomantensusie MJIK: 1) TexHH4ecKHe CpeICTBa yIpaBlIeHHs B ofuce
(66u); 2) madopManHoHHas OGe30NACHOCTs H 3AUIATA JOKYMeHTOB (784); 3) opranusaums
apxusHoil cayxOu B Poccmiickoii ®enepanmu (484)- mo TpeGosanuio paGotojarens: 4)
KOHTPO/Ib 38 COCTOSHHEM JEeI0Npon3BoacTBa B ynpapnenan(604); 5) Pycckuit 35K ¥ KynbTypa
ped  (709)- mno3sonHT OOYHAlOMMMCE TPAMOTHO  COCTABIATH  HPOGECCHOHATBHYIO
JTOKYMEHTAIIHIO H YMENI0 BeCTH NpodecCHOHANBHEIH THANO0T BO BpeMA NpHEMa noceTHTeeH

O3BOJHET MOATOTOBHTL ClEIlHE

[ ero HA [0 CIe HoctH 46.02.01 Mo HHOE obecredcHHe H

apxusoBeieHHe B cooreercteHE ¢ ®I'OC, 7tpeboBanMsMH IKOHOMHKH M 3anpocam

paboTofarteneif perHoHa.

Hauanennk otnena «O6nacTro#H apxgﬁii;'__;-. C.A. Konopanopa

LITTO camapcxoit obracti k
\




