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1. OBIIASI XAPAKTEPUCTUKA PABOYEN MPOIPAMMBI YYEBHOWM
JUCHUIINHBI

1.1. MecTO AUCHUIJIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOM NPOrpaMMbl:

YyeOHass pucuuruinHa —«JlOKyMEHTallMOHHOE O0O0ecleueHre YIpaBICHUSY SBISICTCS
00s3aTeNbHOM YacThio O0IIETTPOPECCUOHANBHOTO IIUKIIa OCHOBHOW 00pa30BaTebHOM MporpaMmbl B
cootBeTcTBUU ¢ ®I'OC CIIO 1o cnenuaibHOCTH.

Ocoboe 3HaueHne TUCIUILTMHA UMeeT Npu hopmupoBannu 1 pa3zsutun OK 01, OK 02, OK
03, OK 04, OK 05, OK 09.

1.2. Heas 1 niIaHupyeMble pe3yJabTaThl 0CBOCHUS] TUCHHUILINHBI:
B pamkax mporpammbl y4eOHOW AUCHUIUIMHBI OOYYarOUIMMHUCA OCBAaWBAIOTCS yMEHUS

Y 3HaHUs
HIICC,OSK Ymenus 3HaHusA

IK.1.1 opopMIIATH JIOKYMEHTALUIO B | IOHATHE, LENH, 3a4a4d U MPHUHLHUIIBI

I1K.1.3 COOTBETCTBUU C HOPMATHUBHOM 0a30H, | AETONPOU3BOJACTBA;

OK 01 B T.4. UCHOJIb3ysd HH(OPMAIIMOHHBIE | OCHOBHBIE TTOHSTUSA

OK 02 TEXHOJIOTUH; JOKYMEHTAIMOHHOTO obecriedeHus

OK 03 YHUPUIIUPOBATH CUCTEMBI | YIIPABIICHHUS;

OK 04 JIOKYMEHTALIHUH; CHUCTEMBI JOKYMEHTallHOHHOTO

OK 05 OCYILECTBIISITh XPAaHEHHE U TOMCK | 0OecreueHus YIpaBiIeHUs;

OK 09 JIOKYMEHTOB; KJIacCU(UKAIUIO IOKYyMEHTOB;
OCYIIECTBIIATh aBTOMaTHU3alMIO | TpeOOBaHUS K  COCTAaBIEHHIO U
00paboOTKH JOKYMEHTOB; 0(QOPMIIEHHIO TOKYMEHTOB;
HCII0JIb30BaTh OpraHU3aIHIo JIOKYMEHTO00OopoTa:!
TEJIEKOMMYHUKAI[UOHHBIE npueMm,  o0paboTka,  perucrparus,
TEXHOJIOTHHI B JJNIEKTPOHHOM | KOHTPOJb,  XpaHEHHE  JOKYMEHTOB,
JIOKyMEHTO000pOoTe HOMEHKJIaTypa Jell




2. CTPYKTYPA U COAEPKAHUE YYEFHOU JUCIATLIAHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BHAbI YU4eOHOIl padoThI

Buj yueOHoit padoThl

O0BeM B yacax

O0Bem 00pa3oBaTeJIbHOM NMPOrpaMMbI Y4eOHOM TUCIATIIIUHbI 64
B T.4. B popMe NPaKTHYECKOH MOATOTOBKH 16
B T. 4. BO B3aUMOJICUCTBUU C MPENOJABATEIEM:

TEOpeTU4ecKoe o0yueHue 4
IIPAKTUYECKUE 3aHATUS 4
Camocmosmenvras paboma 56

IIpome:xxyTounas arrecranus (AuddepeHIMPOBAHHBIN 3a4eT)




2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHUE YHeOHOM JUCHMIIIIHHBI

Koabt
Oo0bem, akaja. u/ .
KOMIIeTeHIHIA,
B TOM 4HcCJjIe B
(popmupoBanuio
HaumenoBanue Conep:kanue y4eOHOro MaTepuasa u GopMbl OPraHU3aAMUM AeITeJIbHOCTH dopme
. KOTOPBIX
pa3/iesioB U TeM o0yyaromuxcs NPAKTHYECKOH P
Crmocoo0cTByeT
NOATO0TOBKH,
3JIEMEHT
aKaj. 4
NPOrpamMMsbl
1 2 3 4
Pa3znen 1. Opranu3anusi J0KyMeHT0000pPOTA HA NPEeANPUATHHI 22/-
Tema 1.1. Coaep:xanue yueOHOro MaTepuaJia 2
JoKkymeHT u 3HaueHWe U  CoJepKaHWe JMCUUIUIMHBI  «JlOKyMEeHTallMOHHOe obecreyeHue K11 TIK. 1.3
cucremMa yOpaBjieHus».  IIOHATHE  TEPMHHOB  «JIOKYMEHT»,  (JIOKYMEHTHPOBAHHEY, OK O 1’ OK. 0.2 ’
AOKYMEHTAIUH «JJIOKYMEHTAllMOHHOE OOecreueHue yIrpaBieHus». YHU(DUKALUA U CTaHAApTU3ALUU OK 03’ OK 0 4’
YIOPaBIEHYECKUX  JOKYMEHTOB. OcHOBHBIE  TOHATUA  JEJIONPOU3BOACTBA. 2 OK 0 5’ OK 0 9’
Knaccudpukanus nokymeHToB opranuzauuu. @yHKuuu AokymeHToB. Ilonstne u ’
COCTaB PEKBU3UTOB JOKyMeHTa. CXeMbl pacrnojaokeHus: peKBU3UTOB. [IoHsATHE U BUJIBI
0JIaHKOB JTOKYMEHTOB. HopMaTuBHO-TIpaBOBOE 0OECTICUeHHE JIETOPOU3BOJICTBA.
Tema 1.2. Coaepixanue y1eOHOro MaTepuasa 20
Opranuszanus [ToHATHE M TPUHLMIIBEI OpraHM3alUu JOKyMeHTooOopoTa. CocTaB M ydeT oObema K11 OK.1.3
JAOKYMEHT0060poTa | T0KyMeHToOoGopoTa mpeanpusTuii. Opranusaius paboThl ¢ BXOIAIIEH, UCXOMAMIEH 1 OK O 1’ OK‘ 0'2 ’
HA NPEANPUATHH BHYTpeHHEH nokymeHTanuend. KoHTpois wucmnonHeHuss nokymeHToB. Pabora ¢ OK 03’ OK 0 4’
BHYTPEHHUMHU JOKyMeHTamMHM. ba3bl JaHHBIX Ui  XpaHEHUS JIOKYMEHTOB. 4 OK 0 5’ OK 0 9’
3aKkoHOJATEeNbHbIE aKThl U HOPMAaTHUBHO-METOJAMYECKHE JOKYMEHTHI 10 apXHWBHOMY ’
XpaHEeHuIo0 JOoKyMeHTOB. Pabora c¢ 3ampocamu. PabGora ¢ 31€KTpOHHBIMU
JOKYMEHTaMH.
CamocrosiTesibHas padoTa 00y4arOImMXCs
1. HITyaupoBaHue TEKCTOBBIX MAaTEpUAIIOB (COCTaBIEHUE KOHCIIEKTOB). 16

2. IloaroroBka K KOHTPOJIBHBIM BOIIPOCAM:




HepeqnanTe OCHOBHBIC 3Tallbl pa3BUTUSA ACIIOIIPOU3BOJACTBA B Poccum.
OxapakTepu3yiTe npukazHoe AeJIONPOU3BOACTBO.

CyIHOCTb KOJIIEKCKOIO JEeJIONPOU3BOCTBA.

XPpOHOJIOTHUECKUE PAMKHU U CYITHOCTh UCIIOJIHUTEIBLHOTO JEJIONPOU3BOICTRA.
Packpoiite ocHOBHBIE 0COOEHHOCTH COBETCKOTO JIEIOMPOU3BOJICTRA.

AR S e

[lepeuncnure HOpMATUBHBIE TOKYMEHTBI, PErIaMEHTUPYIOIIUE ACATEIbHOCTD
cyx6 JIOY.

7. [aiite onpeneneHue TEpMUHA «IOKYMEHT.

8. Uro mpencrasmusier codoii nHpopmanus’?
Oxapaxrepu3yiite hopMyIsp-o0opaserl.

Pa3nes 2. Buabl 10KyMeHTOB M MOPSIA0K padoThbl ¢ HUMH 42/16

Tema 2.1. Conep:xanue yueOHOro MaTepuaJia 12

Opranusannonno- | OpraHu3alMoOHHbIE JOKYMEHThl — YCTaB, YYpPEAUTENbHbIE JOrOBOp, MOJOXKEHHUE.

pacnopsauTeabHble | PacriopsauTenbHble TOKYMEHTHI — IPUKa3, paclopsKeHue, yKa3aHue, OCTaHOBJICHUE, 4 K11 [IK.1.3

JAOKYMEHTbI pelieHrne, HWHCTPYKUHUs, MpoTokosl. CrpaBoYHO-UH(OPMALMOHHBIE JOKYMEHTBI: R
CiTyeOHasi 3arucka, oObICHUTENbHAS 3aITUCKa, aKT, CIIpaBKa, CIy>keOHbIE THChMa gi 8;’ gi 8‘21’

= , ,

B ToM uHciie NPaAaKTHYECKUX 3aHATHH 8 OK 05, OK 09
[Tpaktruyeckoe 3ansatue Ne 1. CocraBiaeHne 1 opopMIIeHHE PacIIOpsKEHUs
ITpaktryeckoe 3ansatue Ne 2. CocraBieHne U 0popMIIEHHE JeTOBBIX TUCEM g
[Tpaktnyeckoe 3anstue Ne 3. OdopmieHue CHpaBoK, AOKIAJAHOW M ciaykeOHOU
3alMCKH, aKTa.

Tema 2.2. Coaep:xaHue yueOHOro MaTepuaJa 8

Kanposas JlokyMeHTUpOBaHuE TpPYyAOBbIX mpaBooTHomeHuH. CoctaB M 0CcOOEHHOCTH K11 TIK.1

AOKYMEHTAIUS oopmieHHs JOKYMEHTOB IO JUYHOMY cocTaBy. KoMIulekToBaHHME JMYHOIO Jena. 4 1_(I)K 0'1’ gK.O;’
ABroOuorpadus. Pestome. 3asBienue o npueme Ha padory. Ilpukassl mo aUYHOMY OK 03’ OK 04’

) )

cocraBy. llItatHoe pacniucanue. _ OK 05, OK 09
B ToM 4nciie NpaKTHYECKHUX 3aHATHH 4
[IpakTuueckoe 3anarue Ne 4. OpopmiieHne IpuKa3oB MO JUYHOMY COCTaBY. 4

[Mpaktrueckoe 3ansatue Ne 5. OdopmiieHHe TPYAOBOrO JOTOBOPA, MPHKa3a O MpHUEME




Ha paboTy, 0pOpPMIIEHUE TPYIOBOI KHUKKH.

Tema 2.3.
JorosopHo-
npasBoBasi
AOKYMEHTAIUsl

Conep:xanue yueOHOro MaTepuaJia

22

[lonatuss noroBopa. Buasl moroBopoB. OOs3aTenbHBIE PEKBH3UTHI JIOTOBOPOB.
[IpaBuna odopmienust noroBopoB. IlpaBuna odopmiieHus TPETEH3HMOHHBIX IHCEM.
DopMmysip UCKOBOTO 3asiBIICHUS, TpeOOBaHUs K ero oopmiieHU 0. 3aKOHOIaTeIbHbIE
aKThl U HOPMAaTUBHO-METOIUYECKUE JOKYMEHTHI IO JOTOBOPHBIM JJOKYMEHTaM.

B Tom 4ucie MNPaKTUIECCKUX 3aHATHIA

[TpakTuueckoe 3anstue Ne 6. OpopmireHue 10roBopa KyIUTH-ITPOIAKH

[MpakTuueckoe 3ansarue Ne 7. Opopmiienue u 00padoTKa MPETCH3NOHHBIX TUCEM

IIK.1.1, IIK.1.3,
OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 09

CamocrosiTesibHas padoTa 00yyaromuxcst
1. TynupoBaHue TEKCTOBBIX MAaTEPUAIIOB (COCTaBICHHE KOHCIIEKTOB).
2. [ToaroroBka K KOHTPOJIBHBIM BOIIPOCAM:

1. Ha3oBuTe OCHOBHBIE BU/bl YIIPABICHUECKON JOKYMEHTALIUH.
[aiite onpeneneHne TEpMUHA «CUCTEMbI JOKYMEHTALIHI.
PackpoiiTe knaccudukanuio J0KyMEHTOB.
[aiite onpeneneHne «OpraHu3aluOHHON TOKYMEHTALUN).
[aiite onpeneneHne «pacnopsaIuTeIbHON JOKYMEHTALIN.

AR

Haiite onpenenenue «MHGOPMAIIMOHHO-CIIPABOYHON JOKYMEHTALIM.

7. llepeunciuTe W oOXapakTepU3yWT€ BHIbl JOKYMEHTOB, BXOISLIUX B
COCTaB OPraHU3alMOHHON TOKYMEHTALINH.

8. Ilepeuncinute M OXapakTEpU3yHMTE BHUIBI JOKYMEHTOB, BXOIAIIUX B
COCTaB paclopAIUTENBHON JOKYMEHTAIINY.

9. Ilepeunciure M OXapaKTEpHU3yWTE€ BHUIBl JOKYMEHTOB, BXOISAIIUX B
cocTaB MH(OPMALIMOHHO-CIIPABOYHON JOKYMEHTAIIH.

10. IlepeuncnuTe OCHOBHBIE BUJBI CYKEOHBIX MHUCEM.

11. Packpoiite cyTb JOKYMEHTOOOOpOTA.

12. IlpuBenuTte npUMepsl PETUCTPALIUN JOKYMEHTOB.

13. Ilepeuncinure OCHOBHBIE MpaBUia MOATOTOBKU JOKYMEHTOB Ha apXHUBHOE
XpaHEHUE.

16




14. HazoBuTe OCHOBHBIC PEKBU3HTHI CITY’)KEOHBIX JOKYMEHTOB.
ABTOMAaTU3UPOBAHHBIE CUCTEMBI paOOTHI C JOKYMEHTaMHU.

IIpomexyTounas arrectanus (AuddepeHIMPOBAHHBIN 3a4eT)

Bcero:

32




3. YCJIOBHUA PEAJIN3AIIMU YYEBHOM JUCIUILIMHBI

3.1 MarepuajibHO-TeXHUYECKOE o0ecneyeHue

Peanuzanust mporpaMmbl  y4eOHOH AMCHUIUIMHBI MPOU3ZBOJUTCS C MPUMEHEHUEM
JTUCTAHIIMOHHBIX TEXHOJOTMH M TpeOyeT HalIuyus SJIEKTPOHHON 00pa3oBaTENbHOM Cpeibl;
yueOHOro KaOuHeTa.

OobopynoBanne yueOHOro KabuHeTa:

® KJIaCCHAs JI0CKa;

® [10Ca/I0YHbIE MECTa M0 KOJIMYECTBY 00YJarOIINXCS;

e pabouee MECTO IIpenoaaBaTes;

® yueOHO-ITPaKTUUECKOE obopynoBaHue, HE00X0aMOe TUTSt MIPOBEICHHUS
IIPEeyCMOTPEHHBIX MPOrpaMMON MpakTU4eckux 3ansaTuil. B coorserctBue ¢ n.4.4 ®I'OC CIIO
JIOITYCKaeTCs 3aMeHa 000py10BaHUs €r0 BUPTYaJIbHBIMU aHAJIOTaMH.

TexHuveckue cpeacTBa 00yUeHHsI:

e KOMIIBIOTEPBI C BBIXOJOM B CeTh Internet;

e caiitr «JIluyHags cCTygusS» C  BO3MOXKHOCTBIO  pabOTBl € AJIEKTPOHHBIM
00pa3oBaTeNbHBIM PECYPCOM;

® DJEKTPOHHBIE OMOIIMOTEUHBIE PECYPCHI.

YyeoHo-MeToaAu4YeCcKoe odecrneyeHne TUCIHUILINHEIL:

* METO/IMYECKUE YKa3aHUS 110 OpraHU3aluy MPAKTUYECKUX 3aHATHI;

* METO/IMYECKUE YKa3aHUs 10 CAMOCTOSITENIbHOM padoTe.

IIporpammHoe obecnieyeHue:

[IporpamMMHOe obGecrieueHue, SBISIONIEECS YacTblO AJIEKTPOHHOM HH(OPMalMOHHO-
o0pa3zoBaTenbHON cpebl U Oa3upyromeecs Ha TEIeKOMMYHUKAMOHHBIX TEXHOIOTUAX:

- KOMIBIOTEpHBIE 00YYaIOIIUe TPOrPaMMBbI;

- TPEHUHI'OBBIE U TECTUPYIOILNE IIPOTPAMMBI;

- MHTEJUIEKTyaJbHbIE POOOTHU3MPOBAHHBIE CHUCTEMBI OLIEHKH KauecTBa BBINOJIHEHHBIX
pabor;

- clipaBOYHO-TIpaBoBas cucreMa «KoHCynbTaHT miocy, «['apanT;

- anekTpoHHO-O0ubnoreunas cucrema (ObC) OBC «IPRbooksy http://iprbookshop.ru/;

- mporpamma ymnpasiieHus oopazoBaTtenbHbIM mporeccoM B DMOC (Mudopmanmonnas
texHosorus. [Iporpamma ynpasnenus oopazoBatenbHbiM mporieccom. KOMBAT).
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3.2. UnpopMmannoHHoOe obecniedeHne peajn3alui NPOorpaMMbl

OCHOBHBbIE HCTOYHUKH

1.Ky3nenosa, M. B. [lokymeHTanmonHoe oOeclieueHHe yIpaBieHUs : ydyeOHoe mocodue
s CITIO / U. B. Ky3uenosa, I'. A. Xauatpsin. — 3-e u3a. — Caparos : IIpodobpazoBanue,
2024. — 168 c¢. — ISBN 978-5-4488-1051-0. — Texkcr : anektpoHHbid // IludpoBoii
00pazoBarebHbIN pecypc IPR SMART : [caiit]. — URL:
https://www.iprbookshop.ru/135470.html

2. lokymMeHTanmoHHoe obecrieuenue ympanieHnus. CoctaBieHre U opopMIICHHE JETOBbIX
ToKyMeHTOB : ydueOHoe mocooue st CIIO / cocraBurenu E. WM. bammakoBa. — 2-e u3m. —
CapatoB, Mockaa : IIpodobpazoBanue, At [Ilu Ap Menua, 2024. — 144 c. — ISBN 978-5-
4488-2168-4, 978-5-4497-3412-9. — Tekct : snexrponHsiid // 1ludpoBoit oOpa3zoBaTeIbLHBIM
pecypc IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/142218.html

3.Jlankuna, H. H. JlokyMeHTalimOHHOE OOECIieYeHUe yIpaBJIeHUs : y4eOHOe MOCoOue JUis
CIIO / H. H. Jlankuna. — Caparos : [IpodobOpa3zoBanue, 2026. — 160 c. — ISBN 978-5-4488-
2878-2. — Texcr : anektponnslii // Ludposoit obpazosarenbubliit pecypc IPR SMART : [caiit].
— URL: https://www.iprbookshop.ru/158233.html

JlomotHUTEIbHBbIE HCTOYHUKH

1. Koncturyuus Poccuniickoit ®enepanuu

2. 'paxxnanckuit kogekc Poccuiickoit @enepanuu, 4. 1, 2, 3, 4 (B ngeiictByromeit
PEIAKIINHN )

3. Tpynosoii kogekc Poccuiickoit @enepanuu ot 30 nexabpsa 2001 r. N 197-®3 (TK PD)
(B IEMCTBYIONICH peIaKIIim)
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4. KOHTPOJIb M OIIEHKA PE3YJbTATOB OCBOEHHS YYEBHOMH

JTUCHUIINHBI

PesyabTaTnl 00yueHus ‘

Kpurepun onenkn

MeToabl OLIEeHKH

Hepeqem, 3H3HHﬁ, 0CBAUMBACMBIX B paMKax JUCHHUIIJIHHBI

3HaTE:

HNOHSATHE, UeNd, 33Ja4d WU
MMPUHIMUIIBI ACJIOMIPOU3BOACTBA,
OCHOBHBIC IIOHATHUA
JOKYMCHTAITUOHHOT'O
oOecrnieueHus ynpaBIeHUS;
CHCTEMbI JIOKYMEHTAIIHOHHOTO
oOecrieueHns yrpaBIeHus;
KJIaCCH(PUKALUIO TOKYMEHTOB;
TpeOOBaHUSI K COCTABJICHUIO M

0(hOPMIICHUIO TOKYMEHTOB;

JEMOHCTPHUPYET 3HAHHE OCHOBHBIX
MIOHSTHIA, MIPUMEHSIEMbIX npu
OpraHM3anuu JOKYMEHTO000pOoTa Ha
NIPEAIPUATHH,

JEMOHCTPUPYET LEeJIeH,

IMPUHIIHUIIOB

3HaHHC
3aaa4 u

ACJIOIIPOU3BOACTBA,
ACMOHCTPHUPYCT
JAOKYMCHTAIIUOHHOT' O o0ecIieueHus

3HAaHHC CHCTCMbI

YIIpaBJICHUA,

JEMOHCTPHUPYET 3HaHUE

[ITynupoBanue
TectupoBanue

Brimonnenune
MPAKTUYECKHUX
3aaHuN

Brimonnenune 3amanuii
Ha
muddepeHIMpOBaHHOM
3auere

OpraHH3aI1Io KJIacCCU(UKALUU JOKYMEHTOB,
JIOKYMEHTOO000pOTA:! npueM, | TpeOOBaHMT K  COCTaBICHUIO U
o0paboTka, peructpanus, | 0pOpPMICHHIO TOKYMEHTOB;
KOHTPOJIb, XpaHEeHHE | JeMOHCTPUPYET 3HaHUe
JOKYMEHTOB, ~ HOMEHKJIaTypa | OpraHu3alil  JOKYMEHTO000OpoTa:
Jen npueM, o00paOoTka, perucrpanus,

KOHTpPOJb, XPAaHEHUE JOKYMEHTOB,

HOMEHKJIaTypa Jiel

Ilepeuennb ymeHnuii, 0cBauBaeMbIX B pAMKaX JMCHUIIIHHbI

YMers: JIeMOHCTpHUpyeT yMeHue opopmisats | LITynupoBanue
oOpPMIIATh JOKYMEHTALMIO B | JOKYMEHTAIlMI0 B COOTBETCTBUU C
COOTBETCTBUM C HOPMAaTHBHOM | HOpMAaTUBHOW  0a3oif, B  T.4. Tecruposanme
6a3oi, B T.4. HCIOJB3YS | UCIIONB3YS MH()OPMAIMOHHBIE | BrinonHeHne
UH(POPMaLIMOHHbIE TEXHOJIOTHUH; TPAKTHIECKUX
TEXHOJIOTHH; JEMOHCTPHUPYET YMEHHE | 34710 mmrit
YHADUTIUPOBATH CUCTEMBI | YHUPHUIIMPOBAThH CUCTEMBI
JOKYMEHTAaINU, JOKYMEHTAaINH, Brmonnenue 3a,Z[aHI/II71
OCYIIECTBIISITh ~ XpaHEHHE U | IEMOHCTPUPYET yMeHue | Ha
TIOUCK JJOKYMEHTOB; OCYIIECTBJIATh XpaHeHHe M ToMcK | AM(PepeHInpoBaHHOM
OCYIIECTBIATh aBTOMATU3ALMIO | JTOKYMEHTOB; 3a4eTe
00pabOTKH JOKYMEHTOB; JEMOHCTPHUPYET YMEHHE
HCII0JIb30BaTh OCYILIECTBIIATh aBTOMaTH3aIIHIO
TEJIEKOMMYHUKallHOHHBIE 00pabOTKH JOKYMEHTOB;
TEXHOJIOTUM B DBJEKTPOHHOM | IEMOHCTPUPYET yYMEHHE
JOKYMEHTO000poTe UCIOJIb30BATh

TEJIEKOMMYHHUKAI[IOHHBIE

TEXHOJIOTHH B AIIEKTPOHHOM

JOKYMEHTO00O0poTe
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