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AHHOTauus
nporpamMMsl AONONIHUTENLHOIO NpogeccuoHanbHoro o6pasosaHns
(npodeccuoHanbHan nepenoaroToska)
«KagpoBoe nenonpou3BoACTBO U KafpOBbIA yyer.
TpyAaoBoe 3aKOHOAATENbCTBO. YNpas/ieHue NepcoHanom»

MporpamMma npegHasHayeHa Ans NPogeccHoHanbHON NEPEnoAroTOBKM CNyLIaTene B 061acTv ynpasneHus Yeno-
Lenb npo- BEUYECKUMU pecypcaM. Peanusaums NporpaMMbl HanpasneHa Ha COBEPLIEHCTBOBAHWE U (UnK) NONMyYeHWe HOBOWM
rpammbi KOMMETEHLWUM, HEOEXOAMMON ANs NPOECCUOHANbHOM AEATENLHOCTU, U (MNK) NOBbILWEHNE NPOdECCUOHANBHOTO
YPOBHS B pamMKax UMeIoLEeNcs KBanubukaumm.

Llenbio nporpaMMbl SBNSETCA NOBbIWEHWE NPOMECCUOHANbHON KOMNETEHTHOCTU CnyliaTenen B 06nacTu BeaeHUs
Ka/ipoBOro A0KYMEHTOO60p0OTa OpraHv3aumii, O3HaKOMNEHWE CnylaTenei C BaXHELWMMN NONOKEHUAMU TPYAO-
BOro 3aKoHozaTenbcrea Poccuitckoit degepaunm B o6bemMe, HEO6XOAUMOM ANA NpaKTUYECKon paboTsl, C anpobu-
POBaHHbLIMU 3HAHWUAMM U NPAKTUYECKUM OMbITOM PaboTbl POCCUACKUX U 3apyBeXHbIX CneunanvcTos no Bcemy
CMeKTPy BONPOCOB KaAPOBOro MEHEAXXMEHTa (ynpaBneHus YenoBe4yeckumu pecypcamu). hopMuposaHme y cnylwa-
Teneit NpaBoBOM KyNbTypbl;

B pesynbrarte obyyeHus cnywarens AOMKEH YMETb UCMONb30BaTh NONYYEHHbIE 3HAHUSA AN rPaMOTHOro BEAEHUS
KaapoBOro AenonpovusBoACTBa M KaApOBOro yyera B OpraHM3auun, OpUeHTUPOBaTLCA B NPAKTUYECKUX CUTyauusXx,
CBfi3aHHbIX C yNnpaBfeHWeM nepcoHanoM NpeanpusaTUs.

Copepxaxue YyebHas NporpaMMa AOMONHUTENBHOrO NPOdeCccUoHanbHOro o6pasosanHuns «Kaaposoe AeNonNpoOU3BOACTBO U Kaa-
nporpamMmbl poBbIii yyeT. TPyAOBOE 3aKOHOAATENLCTBO. YNpaBieHWe NepcoHanoM» COCTaBNeHa No NPUHLMUNY MOAYNbHOrO
06y4yeHus.

B nporpamMMmy BKIOYEHbI KypChi:

«Kaapoeoe 4enonpousBoACcTBO ([IOKYMEHTaUMOHHas OpraHu3auns ynpasneHus)»
«lOpunavyeckoe obecneyeHune paboTbl C NEpPCOHaNoM»,

«KaapoBblit MEHEAXKMEHT: TEXHONOrMKU yNpaBneHns NepcoHanoM_opraHusaumn»,
CeMUHap-npakTukyMm: «Moabop nepcoHana: TexHonorus. NpodeccuoHanbHbii NoaAxoa»,
«Kanposebiit yuer B «1C: 3apnnata u YnpasneHnue MNepcoHanom 3.1»,

«CTaHb MeHeKepoM!» - KypC C INEMEHTaMM TPEHUHra NS HAaYMHAIoWNX pyKoBoAUTENen

Cnywarenu 3HaKOMSTCA C OCHOBHBIMW KaApPOBbIMU AOKYMEHTaMK1, TPEGOBaHUAMU, MPEAbABNSAEMbIM K NX 0OpM-
NEHWIO, C OnpeaeneHueM u knaccudukaumeil HopMaTUBHbLIX NPABOBLIX aKTOB; NONOXEeHUsIMU TPyAOBOro KOAEKCa,
PEerynupyIoLLMMK OTHOLIEHUS MEXAY aAMUHUCTPaLMENR NPEANPUSTUS U NEPCOHANOM; MOPSAKOM 3aKNOYeHUs, pe-
rUCTPALMM U KOHTPONS 3@ UCMONHEHUEM KONNEKTUBHOMO AOrOBOPa; NOPAAKOM 3aK/OUEHUsS U PACTOPXKEHUS TPY-
[I0BOro A0rOBOpPa; C BONPOCaMU, CBSA3aHHbIMU C UHANBUAYaNbHBIMUA U KONNEKTUBHBIMU COPaMu U NMPaKTUKOM
PacCMOTPEHUS TPYAOBbIX CMOPOB B CyAax; MoNy4arT NPoheccuoHanbHbie pasbacHEHUs MO BONPOCaM KaapoBOro
[eNonNpPOU3BOACTBA; Pa3BMBAKOT NPAKTUUECKWUE HABbIKW CO3AAHWA U NPUMEHEHUS AOKYMEHTOB AN ONEPaTUBHOO
PELUeHMUs YyNpaBNeHYecKUX 3aaay U YCTpaHeHUs Npo6eM, BO3HUKALWMX B paboTe C NepCoHanoM, U3y4arT Ha
NpaKTUKe NPUMEHEHUE KOMMbIOTEPHbIX TEXHONMOMWIA B KaAPOBOM AENONPOM3BOACTBE, NPUMOGPETAIOT ynpasneHye-
CKWUe KOMMETEHUMM U HaBbIKW Ans paboTbl B AO/HKHOCTM MEHeAXepa No nNepcoHany.

O6yueHune No AaHHO NPorpaMMe NpeAycMaTpUBAET PacCMOTPEHUE BOMPOCOB ynpaBneHus nepcoHanoM (HR-
MEHEKMEHTa) C YYETOM NCUXONOTMM MEHEAXMEHTA, COBPEMEHHOTO rponaoro 3aKOHOAATENbCTBA, HEKOTOPbIX
3KOHOMWYECKMX acneKToB paboTkl C NepPCOHANOoM.

CoaepxaHue NporpamMMbl NOBbILWEHWUS KBanuduKaunum yunTbiBaet NPO®ECCUOHANbHbBIN CTAHAAPT «Cneuva-
NUCT NO YNPaBNEHWI0 NEPCOHANoM», YTBEPXAEHHbIN NPUKa3oM MUHUCTEPCTBA TPyAa U CouManbHON 3awmTel Poc-
cuiickoit deaepaumm ot «06» okTabpa 2015 r. N2 691H, KBanudUKaUUOHHbIE TpeboBaHWS, YKa3aHHbIe B KBaNu-
(DUKALMOHHBIX CNPABOYHMKAX NO COOTBETCTBYIOLNM AOMKHOCTSIM, NPOMECcCHaM U EneumnanbHOCTAM, Keanuduka-
UMOHHbIE TPe60BaHUA K NPO(ECCMOHANbHBIM 3HAHUAM U HaBblKaM, HEO6XOAUMBIM ANS UCNONHEHUS AOMKHOCTHBIX
0653aHHOCTe, KOTOPble YCTaHaBMBAOTCA B COOTBETCTBUM C heaepanbHbIMU 3aKOHaMU U UHBIMW HOPMATUBHbLIMU
npasoBbIMKU aKTaMu Poccuiickoin deaepaumu.

MeTtoab! JNlekumu, CeEMUHAp, TPEHUHIOBbIE YNPaXHEHUSA, BbINONHEHWE NPAKTUYECKUX TECTOBLIX U ANArHOCTMYECKMUX 3a4a-
1 hopMbl HUIA, pelleHne MUHN-KENCOB, CBA3aHHbIX C MPUMEHEHUEM TPYAOBOro 3aKOHOAATENbCTBA U NPOBNEMHBIMU CUTYa-
obyyeHus uuaMK B ynpasneHum nepcoHanom.
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Mep: npodecc NbHbIX TeHLUMW, KayecT 7} KOTOPbIX OCyLIecTBNAeTCA
B pesynbrare o6y no nporp npodeccMoHanbHON NEPenoaroToBKu
«KaapoBoe AenonpousBoOACTBO M KaapoBbIi yyer.

TpyAoBoe 3aKOHOAATENbCTBO. YNpaBieHue NepcoHanom»

¢ AAMMHUCTPUPOBaHWE NPOLIECCOB U AOKYMEHTOO60pOTa NO YYETY U ABMXKEHWIO KAAPOB, NPEACTaBNEHUIO AOKYMEHTOB MO
nepcoHany B rocyAapCcTBEHHbIE OpraHbl.

¢ AHanu3 KaapoBbiX AOKYMEHTOB U NepeHoc MHbopMauun B 6a3bl AaHHbIX U OTUETHI; NPaBuA, NPoueayp v NOPAAKaE,
perynupyiouine npasa u 06s53aHHOCTH rocyAapCTBEHHbIX OPraHOB W OpraH13auun No Bonpocam obMeHa AoKyMeHTauueh no
nepcoxany.

¢  AHanus npaswn, Npoueayp U NopsAaKa, Perynupyowmx npasa n 0683aHHOCTY rocyAapCTBEHHbIX OPraHoB U OpraHu3aummn no
Bonpocam o6MeHa AOKYMEHTauuen No nepcoHany.

¢ BeaeHue AOKYMEHTaUMUW Mo YYETy U ABUKEHUIO KaapoB, OpPraHM3aunoHHON U pacnopsAUTENbHON AOKYMEHTauuu no
nepcoHany, yyeta paboyero BpeMeHv paboTHUKOB, y4eTa U PerucrTpauus KaapoBbiX AOKYMEHTOB B MH(OPMALMOHHbIX
CUCTEMAxX W Ha MaTepuasnbHbIX HOCUTENSX, AENOBOV NEPENUCKU.

¢  Bblaaya paboTHUKY KaapoBbiX AOKYMEHTOB O €ro TPyAOBOW AEATENbHOCTU.

*  BbiABneHue ownb0K, HETOYHOCTEN, UCNPABNEHUA U HEAOCTOBEPHOW MHMOPMauuK B AOKYMEHTaxX, onpeaeneHue
NEernTUMHOCTb AOKYMEHTOB.

¢ [loBeaeHwe A0 CBEAEHWUS NepcoHana OpraHM3aLMOHHbIX, PAacNOPSAUTENbHBIX U KAAPOBbLIX AOKYMEHTOB OpraHvu3auvu.

¢ 3HaHWe OCHOB AOKYMEHTOO60pOTa U AOKYMEHTAUMOHHOTO OBeCneYeHns, apXMBHOro 3aKOHOAATENbLCTBA U HOPMAaTUBHbIX
npaBoBbIX aKTOB Poccuitckoit deaepaumm, B 4acTu BeAEHUS JOKYMEHTauMM No nepcoHany; nopsaka oGopmneHus,
BEAEHMUA U XPAHEHUS AOKYMEHTOB NO NEpCoHany, yyera ABMKEHUS KaapoB U COCTaBNEHUA YCTaHOBNEHHOW OTHYETHOCTH,
pacyeTa cTaxa, NbroT, KOMneHcauuin, ohopMNeHUs NEHCUt paboTHUKaAM, TEXHONOMUIA, METOAOB U METOAUKW NPOBEAEHUS
aHanusa u cuctemMaTusauum AOKyMEHTOB M UHDOPMaLUKU.

*  3HaHue TPyAOBOro 3aKOHOAATENbCTBA, HOPMATUBHBIX NPABOBbIX akTOB Poccuitckoin deaepaunm, peryavpyowmx npasa u
0653aHHOCTM rOCYAapPCTBEHHbIX OPraHoB, NPOdeCcMOHaNnbHbIX CO30B U APYrUX NPeACTaBUTENbHbIX OPraHOB PaboTHUKOB
no NPeAoCTaBNEHMIO YYETHOW AOKYMEHTaLUWK, 3aKoHOoAaTeNbCTBa Poccuitckoi deaepaumnm 0 NEPCOHanbHbIX AaHHbIX,
nopsaka opopMneHusi, BEAEHUA U XPaHEHWUsi LOKYMEHTOB MO NEepCoHany, pacyeTa craxa, NbroT, KOMNeHcaumii,
0OpPMNEHUA NEHCUI PAaBOTHUKAM, yyeTa ABMKEHUS KAAPOB U COCTaBNEHMS YCTAHOBIEHHON OTUYETHOCTU, CTPYKTYPb!
opraHvsaumm.

*  KoHTponb NpucyTcTBUA paboTHUKOB Ha paboyem mecTe.

e O6paboTka ¥ aHanu3 NocTynawLlein JOKyMEeHTaLum nNo nepcoHany.

¢  OpraHusauus AOKyMEHTOO60pOTa Mo NPeACTaBNEHNI0 AOKYMEHTOB NO NEPCOHANy B roCyAapCTBEHHbIE OpraHbl, XpaHeHus
KaApOBbIX AOKYMEHTOB B COOTBETCTBUM C Tpe6oBaHUAMM TPYAOBOro, apXMBHOroO 3aKoHoAaTenbcTea Poccuiickon deaepaunmn
W NIOKanbHbIMW HOPMAaTUBHbLIMU aKTaM1 OpraHu3auuu.

o  OpraHusauma CUCTeMbl ABUXEHWS AOKYMEHTOB MO NepcoHany, A0KYMEHTOO60pOTa NO YYETY U ABWXEHUIO KaApPoB, No
NpeACTaBNeHnIo AOKYMEHTOB MO NepcoHany B rocyAapCTBEHHbIE OpraHbl, XpaHeHUe KaapoBbiX AOKYMEHTOB B COOTBETCTBUN
C TpeboBaHUAMM TPYAOBOro, apXMBHOIO 3aKOHOAATENbCTBA Poccuiickon deaepaumnm v oKanbHbIMU HOPMaTUBHBIMU aKTaMu
opraHvsauvu.

+«  OdopmneHune AOKYMEHTOB B COOTBETCTBUM C TPEBOBaHUAMK rPaXKAaHCKOro, TPYAOBOrO 3aKOHOAATENbCTBA POCCUIACKOM
Ddeaepaumu U N0KanbHbIMA HOPMaTUBHBLIMK aKTaMU OPraHn3aunm, y4eTHble AOKYMEHTbI, NPeAoCTaBNsEMbIE B
rocyZapcTBeHHbIE OpraHbl, NpodeccuoHanbHblie CoK3bl U ApYyrve NpeacTaBUTENbHbIE OpraHbl paboTHUKOB.

¢ [loaroToBka u odopMneHune no 3anpocy paboTHUKOB U AO/MKHOCTHbLIX UL, KOMWiA, BLINUCOK M3 KAAPOBbIX AOKYMEHTOB,
CNpaBoK, MH(OPMaLMUK O CTaXe, NbroTax, rapaHTUAX, KOMNEHCaLUMAX U UHbIX CBEAEHWI O paboTHMKaX.

¢ [oaroToBka MHGOPMaUUK O 3aKNIOYEHUM TPYAOBOIO MM MPaXAAHCKO-NPaBOBOro 40roBopa Ha BbiNonHeHne pabot
(okasaHwue ycnyr) C rpaXaaHMHOM, 3aMeLLaslunM AOMKHOCTY roCyAaPCTBEHHOM WAU MYyHULMNANbHOW CNyX6bl, NepeyeHb
KOTOpbIX YCTaHaBNMBAETCA HOPMaTUBHLIMKU NPaBOBbLIMU akTamMu Poccuiickoit deaepaumvu.

¢ [loaroToBka No 3anpocy rocyAapcTBeHHbIX OPraHoB, NPodeccUoHanbHbIX CO30B U APYrX NPeACTaBUTENbHbIX OPraHoB
PaboTHUKOB OPUrUHANOB, BbINUCOK, KOMUIA JOKYMEHTOB, NMOCTAHOBKA Ha YYeT OpraHu3auum B rocyAapCTBEeHHbIX OpraHax.

¢ [loarotoBKa NPOEKTOB AOKYMEHTOB NO NPoUeAypaM ynpasieHUs NepcoHanoM, yHeTy U ABWKEHUIO NepcoHana;
YBEAOMNEHUIA, OTHETHON U CTaTUCTUHECKOW UHGPOPMaLMM NO NEPCoHany No 3anpocy roCyAapCTBEHHbLIX OPraHo.,
npodeccUoHanbHbiX CO30B U APYrMX NPeACTaBUTENbHbLIX OPraHoB PaboTHUKOB OPUrMHANO0B, BbINMCOK, KOMUIA AOKYMEHTOB.

« [locTaHOBKa Ha y4eT OpraHu3auuu B rocyAapCTBEHHbIX OpraHax. 3 G

* PaboTa ¢ MHHOPMALMOHHBIMKA CUCTEMAMK U 6a3aMu AaHHbIX NO BEAEHUIO CTAaTUCTUHECKONM U OTYETHOW MHGOPMaLMK No
nepcoHany, Co CneunanusnmpoBaHHbIMU MHHOPMALIMOHHBIMM CUCTEMaMKU U 6a3aMK’ AaHHbIX MO BEAEHUIO yYeTa U ABUKEHWIO
nepcoHana.

e Pa3paboTka v 0pOpMNEHWE AOKYMEHTALMM NO NEpPCoHany (NepBUYHOM, YYETHO!, NNAHOBOM, NO COUMANLHOMY
obecneyeHunio, OpraHM3aLMOHHOW, PacnopsANUTENbHOM), NOKaNbHbIX HOPMATUBHbLIX AKTOB OPraHu3auuu, perynupyrowmnx
NopsAOK BEAEHUA AOKYMEHTALWM MO YYETY U ABUKEHUIO NepcoHana, NopsAoK 0OPMNEHUs pacnopaanTebHbIX 1
OpraH13auMOHHbIX AOKYMEHTOB MO NEPCOHany; AOBEAEHWE A0 CBEAEHWUS NepcoHana OpraHu3aLUMOHHbIX, PacrnopsAUTENbHbIX
1 KaapoBbIX AOKYMEHTOB OpraHu3auuu.

e PaspaboTtka nnaHa KOPPEKTUPOBOK YCTAHOB/IEHHOrO NopsAKa OpOPMNEHUS AOKYMEHTOB MO NEpCoHany U peanusoBbiBaTbh
NPUHATbIE U3MEHEHUS, NPOEKTHI KaAPOBbIX AOKYMEHTOB, NPOEKTbI OPraHU3aLUMOHHbIX U PAaCnopPAAUTENbHBIX AOKYMEHTOB Mo
nepcoxany.

e Perucrpaums, y4yeT u Tekyluee XpaHeHne opraHvu3auvUoHHOW U PacnopsaavTENbHOM AOKYMEHTaUMn no nepcoHany,
onepaTMBHOE XpaHeHWe AOKYMEHTOB NO NepcoHany, NoOAroToBKa K caadve Ux B apxus

+ C60p ¥ NpoBepKa NNYHbIX AOKYMEHTOB PabOTHUKOB.
« CobnioaeHue HOPM 3TUKM AENOBOMO OB6LIEHMUS.
¢ AAMWHUCTPUPOBAHWE NPOLIECCOB M AOKYMEHTOO60pOTa No BONPOCaM KOPNOPaTUBHOW COLMANLHOW MOUTHAKK, MO

opraHusauuu Tpyaa v onnaTkl NepcoHana, No passuTvIO NPOMECCUOHaNLHOM Kapbepbl, 0By4YeHUIo, aganTaluumn nepcoHana,
NPV NPOBEAEHUMU OLIEHKM U aTTecTaumu nepcoHana.
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AHanus NNaHoB, CTPYKTYpbl OpraHU3aLmm, 0COBEHHOCTEN OpraHn3aumu paboTkl U NPOM3BOACTBA Ha KOHKPETHBIX Paboumx

MecTax, 6M3HeC-NpoLEeccoB OpraHU3aunum, NoKanbHbIX AOKYMEHTOB N0 BONPOCAM yNpasieHWs NePCOHANOM, 06ecrneyeHus

NepCcoHanoM, opraHvsauum onnathl U TpyAa NEPCOHanNa, yCrnewHbiX KOPNopaTUBHbIX NPAaKTUK MO OpraHu3aumun obyyeHus,

aAanTauun W CTaXupoBKe NepcoHana, no OLEeHKe U aTTecTauuu NepcoHana, 3heKTUBHOCT MEPONPUATUI NO YNPaBNEHUIO

NepCoHanoM, YAOBNETBOPEHHOCTU NepcoHana.

¢ Beaenue aesTenbHOCTM No NOAGOPY NepcoHana, no GopMUPOBAHWMIO KOPNOPATUBHOI KYNbTypbl U KOPNopaTUBHOM
COUManbHOM NONUTUKM, MO COBEPLIEHCTBOBAHWIO CUCTEM MOTUBALMM, OPraHM3aunuy TPyAa M ONnaThl NepcoHana, No oueHKe

1 aTTecTaumn nepcoHana, no 06y4YeHUI0 U PasBUTUIO NEPCOHanNa, No NOBbLIWEHUIO 3MMEKTUBHOCT yNpaBneHus

NepCcoHanoM. -

NHbOpMUPOBaHWE 1 KOHCYNbTUPOBAHUE PYKOBOAUTENEN MOAPA3AENEHNIA U OPraHu3auum no BONpocaM pbiHKa TPYAa B 4acTu

obecneyeHns NepcoHanoM, BHECEHUE KOPPEKTUPYHIOLMX CBEAEHNIT B TPEGOBAHNA K KAHAWAATaM Ha BaKaHTHbIE A0MKHOCTH,

BeeHne MHHOOPMaUMK O BaKAHTHBIX AOMKHOCTSX (Npodeccusx, CneumranbHoOCTAX) U KaHAWAATaxX, BEAEHWE NeperoBopos no

BOMPOCAM yNpasneHusi NepcoHasnom.

¢ Pa3paboTka NoKanbHbIX HOPMATUBHBIX aKTOB B 06NaCTW yNpaBneHus NepcoHasnoM.

¢ [puUMeHEeHNE KOMMbIOTEPHBIX TEXHONOrUI B KaAPOBOM AENONPOU3BOACTBE.

e YnpaeneH4yeckue KOMNETEHUMM U HaBbIKU ANns paboTbl B AOMKHOCTU MEHEAXEpPa Mo NepcoHany.

3ayeTbl NO UTOraM BbINOIHEHUA MUCbMEHHOW aTTeCTauUoOHHON paboTbl:
DopMa KOHTpons

- ocbopMneHune nakeTa KaapoBbiX JOKYMEHTOB B KOHKPETHbIX NPaKTUYECKUX CUTyauusx (2 Bapu-
aHTa 3aaaHuin);

- pelweHne MUHU-KENCOB, OTBETbl HA KOHTPONbHbIE BONPOCH!, CBA3aHHbIE C NPUMEHEHNEM TPYAO-
BOro 3aKOHOAATeNbCTBa B YNpaBieHUU NepcoHanoMm.

3ay4eT No UToraM yCTHbIX OTBETOB Ha KOHTPONbHbIE BONPOCH! NO KypCy «KaapoBblit MEHEAKMEHT:
TexHONnoruv ynpaeneHvs NepcoHanoM opraHusauumn».

WTorosas atrecraumus no nporpaMme AONONHUTENBHOrO NpodeccMoHanbHoro obpasosaHuns (Npo-
eccroHanbHas nepenogroToska) «Kaaposoe AenonpousBOACTBO U KaApOBbIi yyeT. Tpyaosoe
3aKOHOAATENbCTBO. YNpaBiieHne NepCcoHanoM»: 3a4eT No pesynbTaTaM BbiMONHEHUS NUCbMEHHOIo
KOHTPONbHOrO 3aZlaHns (peleHne KeMNCoB, CBA3aHHbIX C NPOGNEMHbIMU CUTYaUMsMK B ynpaene-
HUWU NEPCOHANoM).

0O6beM nporpaMMmbl 255 vacos.
(TPyAoOeMKoCTb)
Mpeanonaraembie CPoOKu B coOTBETCTBUM C KaneHAapHbIM NIAHOM 3aHATUIA Ha y4YebHbIi roa.

peanusaumm nporpamMMbl

AvnnoMm o npodeccmoHanbHoi NnepenoaroToBke (¢ MpunoXxeHUeMm) No nNporpaMMme AoNONHUTENb-
Horo npogeccuoHanbHoro o6pasosaHus «Kaaposoe AeNONPOU3BOACTBO M KaAPOBbI yYeT. Tpy-
AOBOE 3aKOHOAATENLCTBO. YNpaBneHue nepcoHanom», B o6beme 255 yacos.

WUTorosblit AOKyMEHT
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