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CUJIABYC
HABYAJIbHOI AUCLMIIIIHA
«OPTAHIBALUSA BIBHECY TA JALIOBOJICTBO»

PiBenn BHIIOI 0CBiTH

[lepunii (OakamaBpCbKuii)

Ha3Ba kadenpu

OO0ITiKy, ayIuTy Ta ONOJIATKYBaHHS

Tun pucuunIiHu

BubipkoBa

MoBa BUKJIaJaHHA

YKpaiHcbKa

ITuk KOais B’suecaaBiBHa, KaHIUAAT €KOHOMIYHUX HAYK, JTOIEHT, JOIICHT

KepisHux kypcy kadenpu 00JIiKy, ayTUTY Ta OMOJATKYBaHHS
ll;lyp:cq;am KepiBHuia http://nasoa.edu.ua/spivrobitnyky/shtyk-yulia-vyacheslavivna/
KonTakTHa

ingopmanisa KepiBHMKa
Kypcy

E-mail: Shtyk@nasoa.edu.ua

(e-mail)
OINC JTNCIUAIIJITHHU
3a BUIaMH 3aHSTh:
Kpenuris l'ogun . [Mpaktnyanx | CamocriiiHa | . Buz
ECTS Jlekuin . M1JICYMKOBOI'O
3aHSATh HirOTOBKa
KOHTPOJIIO
Obcsr:
JlenHa ¢opma HaBYaHHS
4 | 120 | 20 22 | 78 | Banix
3aouHa hopma HaBYaHHS
4 | 120 | 4 | 2 | 114 | Banix

Onuc TMCHUILTIHA

Hapuanbna aumcnumiina: «Opradizamis 0i3Hecy Ta [JiJI0BOACTBO» €
BHOIPKOBOIO KOMIIOHEHTOO HaBYAJIbHOT'O IUIAaHY.

MeTa BUBYEHHS HABYAJbHOI IMCHUILTIHY [T0JIsATae y GOpMyBaHHI y 3100yBauiB
BHIIIOI OCBITH TEOPETUYHUX 3HAHb Ta MPAKTUYHMX HABUUYOK IIOJIO OpraHizaiii
Oi3Hecy, yNpaBIiHHA MiJIMPUEMHHUIBKOIO AISJIBHICTIO, pO3poOiIeHHs Oi3Hec-
MIJIaHIB, & TAKOX BEJECHHS Cy4aCHOTO J1J0BOJICTBA Ta JOKYMEHTOOOITY.
3aBJaHHA BHBYEHHSI HABYAJIbHOI JUCHMILUIIHM. 3aCBOEHHS MPUHIUIIIB
oprasizaiii 0i3Hecy, BABUYEHHSI Cy4YaCHMX MOJIEJIEH yIpaBIiHHS MIIPUEMCTBOM,
¢opMyBaHHS HABHYOK IiJTOTOBKH YIPABIIHCHKUX JIOKYMEHTIB, OpraHizarii
JIOKYMEHTOOOITY Ta BIPOBA/I>KEHHS €JIEKTPOHHOIO A1IIOBOJICTBA.

@opMaT nNpoBeeHHs TUCHMIIIHU: JIEKI1, MPaKTUYHI (CEeMiHApPChKi) 3aHATTS,
camocTiiHa pobOoTta. 3100yBaul BHUIIOI OCBITM MalwTh 3MOTY OTpPUMAaTH
1HAMBIAYyaTbHI KOHCYJIbTAIII].

IIporpama HaB4YaIbHOI
TACHHUILTIHHA

3microBuii MoayJsb 1. Teoperuko-opranizauiiini 3acagu o0izHecy
Tema 1. CyTHICTb MiAIPUEMHULIBKOT iSTIBHOCTI

Tema 2. Opranizanisi CTBOpEHHS HIANPUEMCTBA

Tema 3. BizHec-naHyBaHHS

Tema 4. Yrpasninas Oi3Hec-TiporecaMmu

3micToBuii MoayJib 2. /li.IoBOACTBO Ta JOKYMEHTOO00Ir

Tema 5. OcHOBHY OUIOBOICTBA

Tema 6. JJokyMeHTOOOIT MmiIpUeEMCTBA

Tewma 7. EnextpoHHe IiJIOBOCTBO




Tema 8. ApxiBHa cipaBa

[Timuac mpoBeACHHS JIEKIIii 3aCTOCOBYIOTHCS TaKi METOAM HaBUAHHSI: TPE3CHTAIII]
y nporpami Microsoft Office PowerPoint, nosicheHHs1, 00roBopeHHs TEOPETUIHUX
MWTaHb, JHUCKYCii, aHajgi3 HOPMATHBHO-NPABOBHX aKTiB, 1JIIOCTPAaTUBHO-
PO3JIaTKOBHIA MaTepiall.

ITlim 9yac mpakTUYHUX (CEMIHAPCHKUX) 3aHATh 3aCTOCOBYIOTHCS TaKi METO/IH
HABYAHHSI: TUChMOBE BUKOHAHHS IPAKTHYHUX 3aBJaHb, TECTyBAaHHS, CUTYaIlIHHUT
aHaJyi3, MOJICITIOBAHHS yIPABIIHCHKUX 1 OPTaHi3alliiHUX CUTYaIlll, CKJIaJlaHHs Ta
0 OpPMIICHHS JIIJIOBUX JIOKYMEHTIB, a TAKOXK JOCIiTHUIIHKI METOIH.

Metoay HABYAHHSA

MarepiajibHo-TexHiuHe | KoM 'totepu 3 mporpamMHUM 3a0€3MEYCHHSIM JUIsi BUKOHAHHS PI3HUX BHUJIIB

3a0e3nevYeHHs OCBITHBOI AisutbHOCTI: Microsoft Office, Be6-Opay3epu.
HABYAJbHOI MynbTUMEAINHUN  MPOCKTOpP, KOMIT'IOTep abo HOYTOYK, BHKOPHCTAHHS
JAMCUMILTIHA mwiardgopmu Microsoft Teems Ta Moodle uist tuctaHIiitHOro HaBYaHHS

Ilonimuxka wo00 axademiunoi 0o6pouechocmi. JloTprMaHHS —aKaJIEeMIYHOL
nobpouecHocti 3mo0yBavamm Bumioi ocBitht HACOA € mepeaymMoBOIO JUis
e(peKTUBHOTO OMaHyBaHHS pe3yJbTaTaMM HABYaHHS 1 OTPHUMAHHS TO3UTUBHOI
OI[IHKH 3 IOTOYHOTO Ta TiJICYMKOBOTO KOHTPOIiB. CKIIa/I0BI TIOJNITHKY aKaeMI4HO1
JOOPOYECHOCT] PETIIAMEHTYIOTHCS: [1011001ceHHAM PO akademiuHy 00OpouecHicmb
Hayionanvnoi akademii cmamucmuxu, oO0niKy ma ayoumy, 3ameeporNCeHuUM
piwennam Buenoi paou HACOA, 24 kBitas 2020 p., mpoTokost Ne 8.

BignosimHo nmo IlonoskeHHS Tpo BHYTPILNIHIO CHCTEMY 3a0€3MEUeHHS SIKOCTI
ocBitd B HACOA Ta [lonoxxenHs npo akagemiuny poopouecHicte y HACOA y
pa3i BHSIBJICHHS BWKJIAJa4eM IOPYIICHHS CTYJACHTOM HOPM Ta TIPaBHI
aKaJieMiuHol J100pOouYecHOCTi, BHUKIaZau 3000B’S3aHUN 3aCTOCYBAaTH HOPMH
m.11.8.3 [losokeHHS PO BHYTPINIHIO CUCTEMY 3a0€3ICUCHHS SKOCTI OCBITH B
HACOA, 30kpema: «IOBTOpHE MPOXOKEHHSI OI[IHIOBaHHS (TECT, KOHTPOJIbHA
poboTa, 3aiiK, ICIUT TOIIO); TOBTOPHE MPOXO/KEHHSI BIJMOBIIHOTO OCBITHHOTO
KOMIIOHEHTa (MOAYJIsI) OCBITHBOI TPOrpamm»

Ionimuxa woo0o iosidysanna 3anamse. 3100yBayi BUILOI OCBITU JE€HHOI (opMU
HaBUaHHA 3000B’s3aHI BIJIBAyBaTH 3aHATh. [lOBOKHUMU TNPUYMHAMH IS
BIJICYTHOCTI Ha 3aHATTSAX € XBOpoOa, akajgeMiuHa MOOLIBHICTH a00 1HIIN BHITAJKU
BIZICYTHOCTI, $IKI MiATBEP/DKEHI JOKYMEHTaIbHO. SIKIO 37100yBay BHUIIOI OCBITH
BIZICYTHIHM Ha 3aHATTSIX 3 MOBAYXHOI IPUYMHH, BIH NIPE3EHTYE BUKOHAH1 3aBJIaHHS 1]
4ac caMOCTIMHOI MIATOTOBKY Ta BiAMOBIAHO /10 TpadiKy KOHCYJIbTALIH BUKIagava.
IHonimuka w00 nepecknaoanna. 3100yBadl BUINOI  OCBITH  TOBHHHI
JOTPUMYBATHUCS TEPMiHIB BUKOHAHHS YCIX 3aB/aHb, MEpea0aueHHux MPOrpamoro
HaBYaJbHOI  jguctuiUTiad.  JIikBijgamis — akajgeMiuyHoi  3a00OproBaHOCTI  Ta
MepecKiIaaHHs 3aliKy MPOBOAUTHCS MICHs 3aKIHYEHHS eK3aMeHalliifHoi cecii 3a
OKpPEMHUM PO3KJIAJIOM, CKIIAJIEHUM HAaBYAJIbHO-METOJMYHHUM BIJIIIJIOM HE TI3HIIIE
HACTYIHOT'O THXHSI MICIIS Cecii.

Ionimuka w000 ockapicenns pe3ynvmamie oyintoeanns. SIkio 3100yBay BUIIOT
OCBITH HE 3TO/ICH 3 OIIIHIOBAaHHAM piBHA HOrO 3HaHb BIH MOXE OCKapKUTU
BHCTABJICHY BHKJIaJauy€M OIlIHKY Yy BCTAaHOBJICHOMY TMIOPSAJIKY BIIMOBIIHO JI0
[TonoxeHHss mpo opraxizaiio OCBITHbOro mnpouecy y HamionanbHiil akagemii
CTaTHUCTUKH, OOJIKY Ta ayIUTy, 3aTBep keHUM piteHHsM Buenoi parn HACOA, 25
tpaBHs 2020 p., npoTokos Ne 9,

IMoaiTHKN HABYAJILHOL
TUCHHUILTIHA

PEKOMEH/IOBAHA JIITEPATYPA
1. AnexceeBa C. B., basunes JI. O., baiinynin B. b. Tta iH. OCHOBM €KOHOMIYHOI T'PaMOTHOCTI Ta
MIMTPUEMHUIITBA | HaBYaIbHUN 1TociOHuK. XKutomup : Tlomices, 2021. 248 c.
2. Bepurenbuuk C. J[1I0BOICTBO Ta JOKYMEHTOOOIr : €NEeKTPOHHMI HaBUalnbHUN MOCIOHMK. KuiB :
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https://www.dsau.dp.ua/ua/page/photo/content/navchprocess/pol_quality.docx
https://www.dsau.dp.ua/ua/page/photo/content/navchprocess/pol_quality.docx
https://www.dsau.dp.ua/ua/page/photo/content/navchprocess/pol_quality.docx
https://www.dsau.dp.ua/ua/page/photo/content/navchprocess/pol_quality.docx

MJ1Y, 2024. URL: repository.mu.edu.ua/jspui/bitstream/123456789/6040/2/veritelnik_dilov_ta_dokum.pdf

3. dumuenko O. B., Ilanosa O. /I., Konenko B. B. ta in. I[ligznpuemMHHUIITBO, TOPriBis Ta Oip)KoBa
TisUTBHICTS © miapyyHHUK. XapkiB : XHYMI im. O. M. bekerona, 2022. 432 c.

4, €Buyk JI. A. OcHoBH 0i3Hecy Ta Oi3HeC-TJIaHyBaHHS : HaBYAJIbHUI MociOHMK. Mukomnais : Bua-Bo
YHY im. [lerpa Morumu, 2023. 264 c.

5. Jlutouenko O. 10O., KosansoBa B. 1. JlimoBOACTBO Ta JOKyMEHTYBaHHS Y MiANPUEMHUIITBI :
KOHCIEKT JIeKI[ii JuIs 3400yBaviB BUINOI OCBITH Tepiioro (0akaimaBpcbkoro) piBHs. Xapkis, 2025. URL:
ekhnuir.karazin.ua/items/60dd6dfd-d0e8-485e-b826-e683bd52c4b1

6. Mananuyk JI. O., l'onramze 5. B. OCHOBM €IEKTPOHHOTO JOKYMEHTOOOITY Ta €JIEKTPOHHOTO
ypsanyBanHs : HaBu. mnoci6. [Enextponne Bumanus]. Pieme : HYBITI, 2025. 245 c. URL:
ep3.nuwm.edu.ua/34199/1/%D0%95%D0%BB%D0%B5%D0%BA%D1%82%D1%80%D0%BE%D0%B
D%D0%BD%D0%B0%20%D0%BA%D0%BD%D0%B8%D0%B3%D0%B0%2023_04_2025_%D0%B2
%D0%B8%D0%BF%D1%80_1.pdf

7. Moxonbko I'. A. Oprasnizauis nianpueEMHUIBKOT AisUTbHOCTI : HaBYaubHUA nociOHUK. Kuis : KIII im.
Irops Cikopcebkoro, 2022. 61 c.

8. Hiuenko B. C. Jli0BOACTBO Ta TOKYMEHTOOOIT B CUCTEMI YIIPABIiHHS IiAPHUEMCTBOM : HABYAIbHUH
nocionuk. Xapki : BTY, 2021. 210 ¢. URL: repo.btu.kharkiv.ua/bitstreams/01b2ac28-61al1-40e2-9b63-
bd76fb3dd1f3/download

9. IIpo enekTpoHHI JOKYMEHTHU Ta €JIEKTPOHHUHN JTOKyMEeHTOOOIr : 3akoH Ykpainu Big 22.05.2003 Ne
851-1V. URL: zakon.rada.gov.ua/laws/show/851-15

10. IIpo 3atBepmxkenHs [IpaBun opranizaiii OiIOBOACTBAa Ta apXiBHOTO 30epiraHHs JIOKYMEHTIB Yy
Jep >KaBHUX OpraHax, OpraHax MiCIIeBOTO CaMOBPSAyBaHH:I, Ha MiIPUEMCTBAX, B YCTAHOBAX 1 OpraHi3amisx

Haka3 MinictepcTtBa roctunii  Ykpaiaum Big 18.06.2015 Ne 1000/5, umnana pemakmis. URL:
zakon.rada.gov.ua/laws/show/z0736-15

11. ITyrauenko O. 3akOHOJaBY€ PEryJIIOBAaHHs OpraHizalii J0KyMeHTo000poTy B YkpaiHi. EkoHOoMika
ta cycninbcTBO. 2025. Ne 8. URL: economyandsociety.in.ua/index.php/journal/article/view/6358

12. Mlyminosa I. @. OcHoBu kaaposoro xautoBoactBa. Kuis : HVYBIll Vkpainu, 2025. URL:
nubip.edu.ua/sites/default/files/osnovi_kadrovogo_dilovodstva3.pdf

KPUTEPII TA METOJAM OLIIHIOBAHHS

3a pezyromamamu cemecmpy cmyoeHm ompumye niocymkosy oyinky 3a 100-6anvroro cucmemoro, ska
PO3paxo8yemuvcs AK HAKONUYEHA CYMA OMPUMAHux 0aunieé 3a 6ci 6udu NomouHo2o, MOOYIbHO20 mda
nIOCYMK08020 KOHMPOJIIO.

Ymoso1o0 donycky 0o niocymxosoco kommpono € Habpauus 3000ysavem suwoi oceimu 35 oanie y
CYKYNHOCMI 3a 8CiMa memamu OUCYUNTIHU.

AKrwo 3a pesynbmamamu MOOYIbHO-PEUMUH208020 KOHMPONIO CHYOEHM OMPUMA8 CYMAPH) KiTbKICMb
banie 3a 08a 3mMicmosHi MO0y, wo He nepesuuye 34 6anu, mo cmyoeHm G8aNCAEMbCL MAKUM, WO He
BUKOHAB YCi 8UOU pOOIm, 5IKI nepedbayaromsp s HagualbHUM NAAHOM 3 oucyuniinu « Opeanizayis 0izHecy ma
0i10800CMB0OY» | HANPABIAEMbCS HA NOBMOPHULL KYPC 8UHEeHHS OUCYUNTIHU.

DopmMU KOHTPOJTIO Buan HaBuanbHOi poOOTH Or11iHIOBaHHS

Jlenna dhopma HaBYaHHS

Po0ota Ha nekmisx ] -
Po0oTa Ha NpaKTUYHUX 3aHATTAX, Y T.U.:

- pO3B’sI3aHHSA MIPAKTUYHOT O
3aBJaHHS HaIMCaHH . .
. A ’ : Bix 0 mo 4 6anis
MOTOUHUN OOI'PYHTOBaHHUX aHATITUYHUX
KOHTPOJIb BUCHOBKIB
- pO3B’sI3aHHSA TEOPETHYHOT O . .
P p Bin 0 no 3 6anis
3aBJaHHS
-yCHE  ONUTYBaHHSI 4acTh .
Y STLYBAREA, Y Y Bin 0 no 1 6amy
HaBYaJIbHIM JUCKYCIi, TECTYBaHHS
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MOAY/bHUIA
KOHTPO/1b

Monynbauil KOHTposb Ne 1

MakcumainsHa orinka — 20 Oaiis

MonynbHui KOHTpOsIb Ne 2

MaxkcumainsHa onigka — 20 oais

NIJICYMKOBUI
KOHTPO.Ib

3aimik

MaxkcumanbHa oninka — 30 0aiB

3aouna opma HaBUAHHS

IMMOTOYHUMN
KOHTPOJIb

Po0Oora Ha nexiiax -

Po6oTa Ha npakTUYHUX 3aHATTSIX Big 0 qo 5 Gamis

KOHTPOJIBHA
POBOTA

3AOYHOI dOPMHU

HABYAHHSA

JJIA

TecTtoBuii KOHTPOJIb Bin 0 mo 70 Gamis

NIICYMKOBUIA
KOHTPO.Ib

Sanik

MaxkcumainbHa onigka — 30 0aiB

IIIkaJya oniHIOBAHHSA 3HAHB 3100yBa4iB BHIIOI OCBITH

Oninka 3a
HAIOHAJILHOIO
IIKAJI0I0

3aJik

Oninka
B 0aJiax

Ouinka 3a mkajaoo ECTS

Oninka

IHosicHeHHA

3apaxoearo

90-100

3nm00yBau BHIIOI OCBITH JIEMOHCTPYE BHCOKHH piBEHb 3HaHb
HaBYAJILHOTO MaTepiady B 00cCs3i, IO BIANOBiZa€ Mporpami
JTUCIUIUTIHA, JOCTaTHBO pEATI30ByE TEOPETUYHI ITOJIOKCHHS
JTUCHUIUTIHA B TMPAaKTHYHUX PO3paxyHKaX, BHKOHAB IPAKTUYHI
3aBJIaHHS BIJIMIHHO a00 3 HE3HAYHOIO KIJBKICTIO IOMUJIOK. 3a 4ac
HAaBYaHHS IPH MPOBEICHHI MPAKTUYHHUX 3aHATh MPOSBUB BMIiHHS
CaMOCTIHHO  BHpINIyBaTH IMOCTaBJICHI  3aBIaHHSA, AaKTHBHO
BKJIFOUATUCh B JUCKYCii, MOK€ BiJICTOIOBATH BJIACHY IO3HUIIII0 B
MMUTAHHSIX Ta PIIEHHSX, M0 PO3TIISIAI0THCS

82-89

3100yBay BUIIIOT OCBITH JIEMOHCTPY€ TrapHi 3HaHHS, 100pe BOJIOJIIE
MaTepiajoM, 110 BIANOBIAA€ MpOrpaMi AUCLUHUILIIHU, pOOUTH Ha X
OCHOBI aHaji3 MOXJMBHUX CHTyallii Ta BMI€ 3aCTOCOBYBaTH
TEOPETUYHI TOJIOKEHHS NMPU BUPILIEHHI NMPAKTUYHMX 3a7ad, ajie
JIOTIyCKa€e OKpeMi HEeTOYHOCTi. BMie caMOCTiHHO BUIPaBIATH
JOTMYIIEH1 TOMUJIKU, KUIBKICTh SIKMX € HE3HAYHOIO

74-81

3100yBay BUILOI OCBITH B 3arajlkHOMY J100pe BOJIOJIiE MaTepiajioM,
3Ha€ OCHOBHI IOJIOXKEHHS Marepianly, L0 BIAMNOBIAE IMporpami
TUCLUIUTIHY, pOOUTh Ha 1X OCHOBI aHaji3 MOKJIMBHUX CHUTyalil Ta
BMI€ 3aCTOCOBYBATH IIPH BUPIIICHHI TUIIOBUX NMPAKTUYHUX 3aBJaHb,
ajyie JOMyCKae OKpeMi HeTOYHOCTi. [loMuiku y BIAMOBIAAX Ta
pO3paxyHKaxX HE € CHCTEMHUMH. 3HAE€ XapaKTePUCTUKUA OCHOBHHX
MOJIOKEHb, 110 MAalOTh BU3HAYAIbHE 3HAYEHHS IPU MPOBEACHHI
MPAaKTUYHUX 3aHATh Ta MOSICHEHHI MPUHHATHX PIIlIeHb, B MEXax
JMCLHUIUTIHY, 1110 BUBYA€ETHCS.

64-73

3100yBay BHUILO] OCBITH 3aCBOiB OCHOBHHI TEOPETUYHHIA MaTepiall,
nepeadaveHuii  TporpaMor0  aucuuIuiiHd.  [lpm  BupimieHH1
MPAKTUYHUX 3aBJaHb JOMYyCKae 3HA4YHYy KIJIBKICTh HEIOMIKIB 1
CYTTEBUX IMOMHUJIIOK

60-63

3100yBay BUIIOT OCBITH Ma€ NEBHI 3HAHHS, Tepe10aueHi B porpami
JMICIIATUTIHA, BOJIOZI€ OCHOBHHMH TIOJOKEHHSMH, [0 BUBYAIOTHCS
Ha DIBHI, SKHM BHU3HAYAETHCA SAK MIHIMAIBHO JOMyCTUMHH. 3
BUKOPHCTAHHAM OCHOBHUX TEOPETHYHHX IIOJIOKEHb, 3100yBay
BUIIOI OCBITM 3 TpPYAHOIIAMH TIOSICHIOE TPaBWJIa BHPIIICHHS
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NPAaKTUYHHUX 3aBAaHb AMCLUIUIIHU, BIJICYTHE PO3YMIHHS HOPSIKY
BUKOHAHHS 3aBJaHHS Ta B3a€MO3B’ A3KIB 3 IHIIUMHU JUCIUILTIHAMHE.

Hezapaxosano

35-59

FX

3n00yBau BUIIOI OCBITH MOXE BIATBOPUTH OKpeMi (parMeHTH 3
Kypcy. He3Bakarouwm Ha Te, IIO Mporpamy IUCIMILTIHE 3700yBay
BHIIO1 OCBITH BUKOHAB, MMPAIIOBAB BiH MACHBHO, HOTO BiAMOBIII i
yac TMpakTUYHUX poOIT B  OLIBIIOCTI € HENpaBUILHUMHU,
HeoOTpyHTOBaHMMHU.  LlimicHICTE ~ pO3yMiHHS — Marepiady 3
JTUCIUILIIHY y 3700yBavya BUIO1 OCBITH BiJICYTHI.

3100yBau BUILOI OCBITH MA€ MOXKJIMBICTh TOBTOPHOTO CKJIAIaHHS

1-34

3100yBay BUILOT OCBITHU MOBHICTIO HE BUKOHAB BUMOTHU MPOrpaMu
HaBYAJIbHOT JUCHUIUTIHK. Moro 3HaHHS Ha MiJCYMKOBUX eTamax
HaB4YaHHsI € pparmenTapHUMU. OOOB’SI3KOBHI MOBTOPHUH KYPC

PosrnsinyTo Ta 3aTBEepKEHO Ha 3acifanHi Kadenpu o0miKy, ayauTy Ta onogatkyBaHHs. [IpoTokom Ne 1

Bix 28 cepmusa 2025 p.




