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1 HEJIb M 3AJJAYH OCBOEHUS JUCHMIIIAHBI

Heab u3ydeHUs NUCHUIUIMHBI 3aKJII0YaeTCd B MPHOOPETEHUU M YCBOCHUU CTYIEHTAMH 3HAHHMA
OCHOB COBPEMEHHOTO JIeJIONPOM3BOACTBA M JOKYMEHTAIIMOHHOTO O0ECHedeHUs JesTeIbHOCTH
peanpusATHi(OpraHu3anui, yupeskIeHuil), 4T0 MOMOXKET CHEIHATUCTy YeTKO U TPAMOTHO COCTaBIISATh U
oopMIIATE pa3NUYHBIE JOKYMEHTHI — HOCHUTENIHM WH(QOPMAIUK, TPOHU3LIBAIOIINE BCE AaCICKTHI
yhpaBiieHus, COOTI0IaTh OCHOBHBIE IIPAaBUJIa U CTUIIb JIEJIOBOM U KOMMEPYECKOW KOPPECIIOHICHIINH, YTO
MO3BOJIUT, B KOHEYHOM WTOTE, TIOBBICUTH J(M(PEKTUBHOCTH JACATEIHHOCTH MPEANPUATUHS |
KOHKYPEHTOCIIOCOOHOCTH B YCJIOBUSAX PHIHOYHOU SKOHOMHUKH.

3agauM JTUCHMILIMHBI COCTOSAT B U3yUYEHUU Ha 0a3e TEOPETUUYECKUX OCHOB JIOKYMEHTHUPOBAHUS U
TEXHOJIOTUYECKHX IPHUEMOB COCTaBICHUS M OG(OpPMIIEHUS pa3IUYHbIX YHU(MUUIUPOBAHHBIX (GopMm
JOKYMEHTOB C HCIIOJIb30BAHHEM COBPEMEHHBIX MH()DOPMAIMOHHBIX TEXHOJIOTUN U TEXHUYCCKUX CPEIICTB
00paboTKu MHGOPMAIIMM U KOMMYHHMKAIIMU OOILKX MPOILIECCOB JEIONPOU3BOICTBA C MOMEHTA CO3/IaHUs
JIOKYMEHTA JI0 CAA4U €T0 B apXUB.

2 IEPEYEHD IVIAHUPYEMBIX PE3YJLTATOB OBYUEHUS 11O
T COUILIAHE

[Ipouecc n3yueHus: AUCUUILIMHBI HAIIPaBleH Ha (OPMHUPOBAHHE CIAEAYIOUINX KOMIIETEHIINHA U
WHIUKATOPOB uX pocTkenus B cootBercTBru ¢ OC HUAY MU®U u OOIT BO no cnenuansHOCTH.
YHuBepcajibHble KOMIIETEHIMUA H HHIAUKATOPBI UX JOCTH/KEHHSI :

OTCYTCTBYIOT.

Oo0wmenpogeccnoHaTbHbIC KOMIIETCHIIUH M MHAUKATOPBI HX JOCTUKCHHS:
OTCyTCTBYIOT.



HpO(l)eCCI/IOHa.TILHLIe KOMIICTCHIUN U HHAUKATOPHbI UX JOCTHKCHHUSA:

3amada OO0BEKT WIH Kon n naumenoBanue [TK Kon n HanmeHOBaHME HHANKATOPA OcHoBanme Kona 1 naumeHoBaHue
npodeccronanbH|  001acTH3HAHUS noctmxenus [1K (mpotheccroHaIbHBIM OT® (TD)
OﬁHCHTeHBHOCTH CTaHAapT, aHaJInu3 OHBITa)
Twun 3a1aun npodecCUOHATEHOM JeATETbHOCTH: OpraHU3alMOHHO-YTIPaBICHUECKUN
yIpaBlIeHUE | ACSITEILHOCTD ITK-9 Criocoben 3-11IK-9 3HaTh MeTo b1 [[IpodeccrnonanbHbIN C/03.7. Kontponb
KaJIpOBBIM pabOTHUKOB U IJIJAHUPOBATh u IJIAHUPOBaHUS M opraHu3anuu crangapt «08.018. bdhdexTruBHOCTH PaOOTHI
COCTaBOM MO/Ipa3/JeJIEHUs] | OPraHU30BbIBATh CITy’KeOHOM NesTeNbHOCTH (CHenUalInCT 110 COTPYJHUKOB U
CIIy)keOHYIO MOAYUHEHHBIX, OCYIIECTBIICHUS [yIIPABICHUIO PUCKAMI»  [OJIpa3felieHul B cdepe
JeSITENIbHOCTD JIOKYMEHTAIlMOHHOT'O  O0eCcreueHus yIIpaBJIE€HUS pUCKAMU
MOAYUHEHHBIX, YIIPaBJICHYECKOU 1€ATEIbHOCTU
OCYIIIECTBIIAT V-IIK-9 VYwmerp mianupoBars u| [IpodeccnonanbHbii E.7. Vnpasnenue
JOKYMEHTAllMOHHOE OpraHu30BbIBAThH ciy>keOHyto | CTaHapT «08.010. |(pyxoBomcTBO) cryx6oit
obecrieueHue IesITCIbHOCTD HOJYMHCHHBIX, Buytpenuuii ayaurop» BHYTPEHHETO ayIUTa
YIPABJIEHUECKOU OCYLIECTBISATh  IOKYMEHTALIMOHHOE
NEeSITEIbHOCTH obecrnieueHue yIpaBiIeHYECKON
JIeATEIbHOCTH
B-TIK-9 Bnaners HaBBIKAMH|
[JIAHUPOBAaHUST U OpPraHU3alUU
CITy>KeOHOM NeSTeTbHOCTH
MOAYUHEHHBIX, OCYILIECTBIICHUS]
ITOKYMEHTAIlMOHHOTO  o0OecneveHus
YIIPABJICHUYECKOU




B pesynbTaTe n3ydeHusi TUCIMIUIMHBI CTYJIEHT CIEIUaIuTeTa J0DKCH:

3HaThb:

- TeOpeTUYecKre U MH(POPMAITMOHHBIE OCHOBBI IOKYyMEHTALIMOHHOTO 00eCIICUeHHs! YIPaBICHHUS;
- HOpPMaTUBHO-METOIUYECKYIO 0a3y JOKYMEHTALMOHHOT0 00ecieueH sl yIpaBIeHus;

- YHU(PUIIUPOBAHHBIE CUCTEMBI JOKYMEHTALIUU U MIPAKTUYECKHE TPUEMBbI 0popMIIeHHUs
KOHKPETHBIX JIOKYMEHTOB;
-METO/bl U TEXHUYECKHE CPEICTBA OPraHU3aluU padOThl C JOKYMEHTaMU;

- TOKyMEHTO0000pOT B 0ducax U Ha MPOU3BOJICTBE;

- [IpaBHJia HAITMCAHWA U CTUJIU PA3JIMYHBIX BUA0B ACIOBBLIX ITUCCM Ha 6J'IaHKaX;

- [IpaBuJjia IpOUCAYpPhI CAa4 JOKYMCHTOB B ApXUB;

- mpaBuiIa paboThl ¢ KOHPHUICHIIMATHHBIMHU TJOKYMEHTAMU;
- 0COOCHHOCTH SI3bIKA CITY’)KEOHBIX TOKYMEHTOB.

yMeThb:

- Ha HAYYHOW OCHOBE OPraHMW30BBIBATh CBOM TPY/, BJIA/IETh KOMIIBIOTEPHBIMH METOIaMH cOopa,
XpaHeHus U 00paboTKH (peIaKTUPOBaHUA) HH(pOpMAIH;

- IPUMEHSATH CBOM 3HAHUS I10 JICJIONPOM3BOJICTBY Ha MPAKTHUKE;

- IPaBUJILHO HAMKCATh JOKYMEHTHI: 3asiBIICHUE, JOBEPEHHOCTD, TOKJIAIHYIO 3aIIICKY, CIIPABKY,
aBToOHorpaduio, pe3rome.
- COCTaBJIATh HOPMATHUBHBIC U TPABOBbIE JOKYMEHTHI, OTHOCSIIIUECS K Oy TyIe
npodecCHOHAIbHON AEATETLHOCTH.

BJIAJ1€Th:

- Ky.]'H:TypOﬁ pa6OTbI C JOKYMCHTAaMH, YeTKOM OpFaHHSaHHCﬁ COBPEMCHHOI'O TCXHHUYCCKOI'O
OCHAIICHUA NOKYMCHTALIUOHHOI'O obecrneueHus YIpaBJICHUA.

3 BOCIIMTATEJIbHBIN NOTEHIIUAJ JUCIUILIUHBI

Hanpasnenus/nenu
BOCIIUTaHUS
JlyxoBHO-
HPaBCTBEHHOE
BOCIIUTAHHE

HHTCJ’IJ’ICKTy&J’IBHOC
BOCIIUTAHHUC

3amaun BocuTaHus (KOx)

B2 ¢popmupoBaHue 3THYECKOTO
MBIIIUICHUS 1
npodeccnoHanbHOM
OTBETCTBEHHOCTH YYE€HOTO
B11 ¢popmupoBaHue KyIbTyphbl
YMCTBEHHOI'O TpyZAa

BocnurarensHbIN MOTEHITAAI JUCHUITINH

dopMupoBaHUE TOHUMAHUS POJIM HAYKH B
Pa3sBUTHHU HUBUIIM3allWUU, BO BSaHMOHeﬁCTBHH
HAYKH U TEXHHUKH, CBSI3aHHBIX C HUMHU
STUYECKUX TTpodIemMax.

(hopMupoBaHH€e KYIbTYPbl YMCTBEHHOTO
TpyZa IIOCPEACTBOM BOBJICYEHUS CTYIEHTOB B
yueOHbIe UCCIIeIOBATETBCKUE 3aJaHUsl.




4 CTPYKTYPA U COAEP KAHUE JUCIHUIIJIMHBI

JucuumimHa HudbopMaIimoHHO-T0KYMEHTAIIMOHHOE obecrnievueHue npodeccHoHaATLHOM
NIESTEILHOCTH OTHOCUTCSL K 4acTd, (HOPMUPYEMOH ydYaCTHHKaMH OOpa30BaTENbHBIX OTHOIICHHIA
npoecCHOHATLHOTO MOJYJISE TUCIUIUIMH IO BBIOOpY ydeOHOro miana mo crenuanbHocTH 38.05.01
DKOHOMHUYEcKasi 0e300acHOCTh

4.1 O0beM TMCUMILTHHBI
OO6mas TPYIOEMKOCTh (00BeEM) HNHbopMamoHHO-10KYMEHTAIHOHHOE obecrieueHue
npodeccuoHaTbHON IeATENEHOCTH cOCTaBisieT 2 3aueTHbIX eanHullsl (3ET), 72 akagemMuyeckux 4acos..

Tabmuna 4.1 O6bEM TUCHMIIIMHEI 110 BHJIAM YI€OHBIX 3aHATHHA

Bcero, Cemectp
Bun yuebHo# paboThl 3a4EeTHBIX €IUHHUI] 1
(axaz. yacoB)
KonTakTHas padoTa ¢ npenojaaBartejemM
B TOM YHCJIC:
— ayJUTOpHasl 110 BUAaM y4eOHBIX 3aHATUN 34 34
— JIEKIIUH 17 17
— IPAKTUYCCKUEC 3aHATHUS 17 17
CamocTrosiTelIbHAs patoTa 00y4aOIIMXCS 38 38
B TOM 4HCJe:
— MIOJITOTOBKA K MPAKTHYECKUM 3aHITHSIM 10 10
- KeHchl 4 4
- 3amuTa pedepara 10 10
- COCTaBJIeHHE U 0(hOpMIIEHUE IOKYMEHTOB 10 10
- yOpa)XHEHHs (S3BIK U CTUJIb JOKYMEHTOB) 4 4
Buj npoMeKyTOUYHON aTTecTAllMH (324€T, IK3aMeH) 3a4eT 3a4eT
HToro nmo gucuunjinue 72 72

Tabnuua 4.2 - Pacipenienenrie yueOHOI Harpy3Ku 1o pasjienaM JTUCIUIUIMHBI

Bujpl yueOHOM HArpy3Ku U UX TPYAOEMKOCTb, BKIIOUasI
S CaMOCTOSTENbHYIO PaboTy CTYACHTOB, aKaJl. 4achl
g( HaumenoBanue paznena = gé - E 5 s o fHOPMHPYeMHe
& JACTUTITAHBI =t =9 E 5 E &g s JIMKATOPBI
g & 223 g 2¢ o 8 OCBOCHHS
= S8 S & & i KOMIIETEHIHH
BBenenue B 4 4 10 18 3-11K-9, V-IIK-
JIOKYMEHTAIHOHHOE 9, B-IIK-9
obecrieyeHne
yIpaBJiIeHUs
2 Odopmnenue u 13 13 28 54 3-1IK-9, V-1IK-
COCTaBJIEHHE TEKCTOB 9 B-ITK-9
CITy’>K€OHBIX
JIOKYMEHTOB.
Opranuzanus
JIOKYMEHTO00O0pOTa
NUTOT'O 17 17 38 72




4.2 Conepxxanue QM CUUILTHHBI

Tabmuma 4.3 - JIeKIHOHHBIH Kypc

Tema nexkunn pr,HOGMKOCTB, aKaJ. 4yacoB
B TOM YHCJIE C
Ne Howmep HCT0JIb30BaHUEM
JEKIUU | pa3zaena BCETO MHTEPAKTUBHBIX
00pa3oBaTeNbHBIX
TEXHOJIOTHI
1 1 HcxonHbie NOHATHS U TPEACTABICHUS O 2 -
JIOKYMEHTAIIMOHHOM 00ECIIeUeHUH YIIPaBJICHUS
2 1 OcHoBHBIE TpeOOBaHUS K 0(OPMIICHUIO 2 1
yIpaBieHYEeCKUX (OpraHU3allMOHHO-
pacTopsAUTEIHHBIX ) TOKYMEHTOB.
3 2 JIoKyMeHTUpOBaHNE OPraHU3alMOHHO- 2 -
pacrnopsiANTEIHLHON AESITETbHOCTH
4 2 JlokyMeHnTupoBanue nHGOPMAIMOHHO- 2 -
CIIPABOYHBIX MATEPHAIIOB
5 2 TpeboBanust k 0hOpPMIIEHUIO JOKYMEHTOB 10 2 -
JUYHOMY COCTABY
6 2 CoBpEMEHHOE JIeJTI0BOE MTUCHhMO 2 -
7 2 CocraBiieHHEe TEKCTOB CITYKEOHBIX IOKYMEHTOB. 2 2
SI3BIK ¥ CTUITB CITY’KEOHBIX TOKYMEHTOB
8 2 Opranuzanus paboTsl C TOKYMEHTaMU 2 -
9 2 XpaHeHHE TOKYMEHTOB, COCTABJICHUE 1
HOMEHKJIATYPHI JIeN
Hroro: 17 3
Tabmmia 4.4 - [TpakTryeckue 3aHITHS
No Howmep TpynoemMkocTb
3aHITH | pasnen HanmeHoBaHHE MTPAKTUIECKOTO 3aHITHS , aKaJl. 4acoB
s a BCETO
1 1 HcxonHpble MOHATHSA M MPEACTABIEHUSA 0 TOKYMEHTAIIHOHHOM 2

olecrieyeHUM yNpaBJIeHUsI

OOBeKT ¥ NMpeIMeT JOKYMEHTAMOHHOT0 00ecIeueHH s
ynpasnenus.. Llean usyuenus u 3agauu kypcea. Mcroku
JIeNIOTIPOU3BOICTBA: UH(POPMALUS, YIIPABIEHUE, TOKYMEHT.
Jlenonpou3BoOACTBO U €ro craHoBieHue B Poccun.
Jenonpon3BoacTeo B 1opeBOMOLMOHHON Poccun. [losBnenue
IIEpPBBIX JOKyMEHTOB Ha Pycu. [Ipuka3zHoe aenonpons3BoACTBO.
Konnexckoe nenonpon3BoacTso. MuUHHCTEPCKOE
(MCTIOTHUTEIBLHOE) JIEJOMPOU3BOICTBO. JleTOnmpor3BOICTBO B
CCCP. Ot pa3po3HEHHBIX YCWINH M0 YHIOPSAA0YEHHUIO
nenonpoun3BojicTa 0 pazpadotku EI'CJI. Ot TpaguiimoHHOro
JIeNIOTIPOU3BOICTBA K JOKYMEHTAIIMOHHOMY 00€CTIEYeHHIO
yrnpasieHus. COBpEMEHHOE POCCUICKOE JEIONPOU3BOJICTBO.
HopmartuBHo-1e510Bo€ 06ecnedeHrne pocCuiicKoro
nenonpousBoacTBa. CoBpeMeHHbIE HHPOPMAIIMOHHBIE TEXHOJIOTUU
B JIEJIONIPOM3BOACTBE.




OcHoBHBbIE TPeOOBaHUS K 0()OPMIICHUIO
yHpPaBJeHYeCKUX(OPraHM3aAMOHHO-PACTIOPSANTEIbHbBIX)
AOKYMEHTOB. OCHOBHBIE IOJIOKEHUS 110 JOKYMEHTUPOBAHUIO
YIIPaBJIEHYECKOH IeSATeNbHOCTH. YHU(PHUKALNS U CTAaHIAPTU3ALUS
YIPaBICHYECKUX JOKYMEHTOB. BUbI TOKyMEHTOB, NX
knaccugukanus. [Ipasuna opopmiieHUs] pEKBU3UTOB JOKYMEHTOB.
TpeboBaHMs K TOKYMEHTaM, U3TOTABJIMBAEMbIM C IOMOILBIO
IIEYaTHBIX yCTPOMCTB. I10AroTOBKA TOKYMEHTOB Ha KOMIIBIOTEDE.
braHku JOKYMEHTOB M UX 0(OpMIICHHE.

JIOKyMEeHTHPOBaHHME OPTraHU3ALMOHHO-PACTIOPAANTENbHOM
aesiTeqbHOCTH. OpraHu3aloHHas TOKyMEeHTalus. Y CTaB.
ITonoxenue. Mucrpykuus. Jlorosop. Pactiopsaurenbusie
nokyMmeHThl. Pemenue. [locranoBnenue. Pacnopspkenue. Ykazanue.
ITpuka3. Ctaguu NoAroTOBKY pactopsIMTEIbHOTO JOKYMEHTA.

JoxkymeHnTHpOBaHMEe HHPOPMALMOHHO-CIIPABOYHBIX
matepuasnoB. Cnpaska. [loknannas 3anucka. OObsCHUTENbHAS
sanicka. Akt. [Ipotokos. Tenerpamma. Tenedhonorpamma

TpeGoBanns k 0pOpMIIEHHIO JOKYMEHTOB 110 JINYHOMY COCTaBY.
Pestome. 3asBienue o npueme Ha paboTy, IepeBojie Ha IPYryro
JIOJIKHOCTB, O IIPeloCTaBlIeHUH oTiycka. [Ipukassl o auuHomy
cocraBy. TpynoBast KHUXKKA. JINYHBIN JINCTOK IO y4eTy KaJIpoB.
JInunas kapTouka paboTHHKA. XapakTepucTuka. ABroouorpagus.
TpynoBoii norosop. JIuunoe xgeno.

CoBpemenHoe 1es10Boe mucbMo. [lonstue u pyHkuuu
ciyxeOHoro nuchma. [IpaBuna opopmiieHHs qeI0BOTO MHChMA.
Buns! nenossix nucem. Lupkynspaeie nucema. IIuceMo-3ampoc.
["apanTtuitnoe nuceMo. Odepra. Pexnamanus. ConpoBouTeNbHOE
nucbMo. ITucemo-noarsepkaenue. IlnceMo-nanomMmmHanue.
ITucemo-tipochba. MHpopmanmonnoe nucemo. [Tucsmo-
npuriamenue. [lucemo-obpaienue rpaxaat. [luceMa-oTBeThI
(oTKa3bl). S3BIK U CTHIIB OQUIMATIBHON MEPENUCKH. DTUKET B
JICJIOBOM MEPENUCKE.

CocTaB/ieHHE TEKCTOB CJIYKeOHBIX IOKYMEHTOB. SI3bIK H CTHJIb
cJ1y:Ke0HBIX JOKYMeHTOB. HopMbl ohuiinanbHO-1€10BOro CTUIIS
a3bika. Hymepanus ctpanun nokymenta. OdopmiieHue 1at u yncen
B 1okyMmeHTax. OpopmiieHre Ha3BaHUI OpraHoOB BIIACTH B
nokyMmeHTax. CokpaleHHe CJIOB U CIIOBOCOYETAaHHUH B TEKCTE
JIOKYMEHTA.

Opranuzanus padoTsl ¢ J0OKyMeHTaMu. Perucrpanus u yuer
nokyMeHTOB. [loHsTue nokymenToobopoTta. TpaaulnOHHBINA U
AJIEKTPOHHBIN JOKYMEHTO000pOT. [lopsimok 06paboTku
MOCTYMAIOMIUX T0KyMEHTOB. [Topsiok 06paboTKK OTIpaBiIseMbIX
JOKyMeHTOB. [lepenaya JOKyMEHTOB BHYTpU OpraHU3aluu. YUeT
KOJINYECTBA IOKyMeHTOB. THpOpMallmOHHO-TTOMCKOBas cUcTEMa
JUIst paboThI € IOKyMEHTaMH opranuzauuu. [IpaBumna perucrpanuu
U MHJEKCUPOBAaHUS JOKYMEHTOB. OpraHu3anus KOHTPOJIS 3a
HCIIOJIHEHUEM JIOKYMEHTOB

XpaHeHHe JOKYMEHTOB, COCTABJICHUE HOMEHKJIATYPBI AeJI.
®opmupoBanue aei. [IoHsITHE HOMEHKIATYphI . Y HHUTOXEHUE
nen u Hocurtener nadopmanuu. [TonroroBka TOKyMEHTOB K
repeaye Ha XpaHeHue B apxuB. [lepenaya JOKYMEHTOB B apXUB.

Hroro

17

Tabnma 4.5 - JlTabopaTopHbie paboT y4eOHBIM IIJIAHOM HE TIPETyCMOTPEHHI.




Tabmmua 4.6 - CamocrosiTenbHast paboTa CTy/IeHTa

Paznen T
nauctan | Ne /i Bun camocrositensHOM padotsl ctynenta (CPC) PYAOCMKOCTE,
DL 4acoB
1 1.1 [ToaroroBka K mpakTHYECKUM 3aHATHAM 110 Teme (Mcxomanabie
MOHATHSI U TIPEJICTABJICHHSI O IOKYMEHTAIIHOHHOM 00eCIieYeHUH 2
yIpaBJICHU )
1.2 3amuTta pedepara 3
1 1.1 [ToaroroBka K mpakTUYECKUM 3aHATHAM 110 TeMe (OCHOBHBIS
TpeOoBaHUS K OPOPMIICHHUIO YIIPABICHUECKHUX (OpPraHU3alMOHHO- 2
PactopsSIIUTEIbHBIX ) TOKYMEHTOB)
1.2 Keiicbl 3
2 2.1 [ToaroroBka K MpakTUYECKUM 3aHITHUSIM IO TEME
(JdoxymeHTHpOBaHKE OpraHU3alMOHHO-PACIIOPAIUTEIBHON 2
JICSITCIIbHOCTH)
2.2 Cocrasnenue u 0oOpMIICHHE TEKCTOB JIOKYMEHTOB 2
2 2.1 [ToaroroBka npakTHYECKUX 3aaHUM 1O TEME 2
(HdoxymentupoBanue nHOOPMALIMOHHO-CITPABOYHBIX MaTEPHAIIOB
)
2.2 Cocrasiienue 1 0hopMIIEHUE TEKCTOB JOKYMEHTOB 2
2 2.1 [ToaroroBka K MPaKTUYECKUM 3aHATHSM, TPOPAOOTKA 2
TeopeTudecknux Marepuaios 1o teme (TpedoBanus k
0 OpPMIICHHIO TOKYMEHTOB IO JJUYHOMY COCTaBY)
2.2 CocraBienue 1 0popMIIEeHHE TEKCTOB JJOKYMEHTOB 2
2 2.1 [ToaroroBka k npaktudeckum 3aHATHAM (COBpeMEHHOE JeI0BOE 2
MMHCHMO)
2.2 Cocrasiienue 1 0ohopMIIEeHUE TEKCTOB JJOKYMEHTOB 2
2 2.1 [ToaroroBka K MPaKTUYECKUM 3aHATHSM, TPOPAOOTKA 2
TEOPETUICCKIX MATEPHUAJIOB IO TeMe (SI3BIK U CTHIIB CITYKEOHBIX
JIOKYMEHTOB)
2.2 BrinonHeHnue ynpakHeHul o Teme 2
2 2.1 [TonroToBka K MpakTUYECKUM 3aHATHUSAM, TPOPAOOTKA 2
TEOPETUYECKUX MaTepuasos 1o Teme (Opranuzanus padboThl ¢
JIOKYMEHTaMH )
2.2 3amuTta peepara 2
2 2.1 [ToaroroBka K NpakTUYECKUM 3aHATHUSAM, IPOPadOTKa 2
TEOPETUUYECKIX MaTepHUaloB 1Mo Teme (XpaHeHue JOKYMEHTOB,
COCTABJICHHE HOMEHKJIATYPHI J1E])
2.2 3anmra pedepara 2
NUTOTO: 38




5 OBPA3OBATEJIBHBIE TEXHOJIOT'UHN

[Tpu npoBeieHNY JTeKIHOHHBIX 3aHATHIA 110 JUCIUILTUHE UCTIOIB3YIOTCS:
e uHpOpPMAIMOHHAS JICKITHS,

poOJIeMHAas JTCKIHS,

TIEKIUS-BU3YyTH3AIIHS,

JeKIus-npecc-KoHGEpeHIUs B OHJIaliH ¢opMmare,

nexus-oecena, TeKIHsI-IHUCKYCCHS,

JEKIHS ¢ pPa300pOM KOHKPETHOW CHTYaIlUH,

® JICKIUSA-KOHCYJIbTAIHS.

[Ipu npoBeneHNN ceMHMHAPCKHUX 3aHATHH UCIIOJIB3YIOTCA CIEAYIOIINE TEXHOIOTHU:
e JnenoBble Urpsl («Opranuzanusa JOKYMEHTO000pOTa Ha MPEANPUITUN)
e paboTa B KOMaH/E C MCIOJIb30BaHKeM M-learning,
oOyueHue Ha OCHOBE OIbITa
keiicol («OcHOBHBIE TPeOOBaHUA K O(OPMIICHHUIO YITPABIEHYECKUX TOKYMEHTOB)
cocTaBlieHHE U 0(hOpMIICHHE TOKYyMEHTOB
yrpaxxHeHUS («SI3BIK U CTHIIb CITYKEOHBIX TOKYMEHTOB)

Jns mpoBeneHUs 3aHATHA C HCIIOJIB30BAHMEM JJIEKTPOHHOTO O0pa30BaHUA M TUCTAHIIMOHHBIX
00pa3oBaTENbHBIX TEXHOJIOTUH HCIIONB3YIOTCS CIEIyIomue 00pa3oBaTeIbHbIE TEXHOJIOTUH M CPEICTBA
OCBOGHUS AUCIMILITUHBL:

- JJIGKTpOHHAsT WH(POPMAIMOHHO-00pa3oBarenbHas cpena HUSAY MUDU — Pexum nocryma
https://eis.mephi.ru/;

- mnardopma s mpoBeaeHus: on-line koHdepenuuii u BebunapoB ZOOM — Pexum poctyna
https://zoom.us/;

- (haitmooomenHnas cucrema Google Jluck — Pesxum mocryma https://drive.google.com/;

- cucTeMa oOMeHa TeKCTOBBIMU COOOIIEHUSAMU JJISI MOOMIIBHBIX U MHBIX TUIaT(HOPM C MOAIEPIKKON
rojocoBoi u Bugeocszu WhatsApp;

- counanbsHas cetb BKoHTakTe;

- QIIEKTPOHHAS 1T0YTA MPETIOAaBaTENeH 1 CTYICHTOB.
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6 OUEHOYHBIE CPEACTBA JJI51 BXOAHOI'O U TEKYIIEI'O KOHTPOJIA,
MMPOMEXYTOYHOU U UTOI'OBOU ATTECTALIMUN (AHHOTALIUA)

@OHJ, OLEHOYHBIX CpPEACTB, BKIIOUYAIONIMA BCE BUABI OLICHOYHBIX CPEICTB, MO3BOJISIOIINX
MIPOKOHTPOJMPOBATH CPOPMUPOBAHHOCTH y OOYUAIONIUXCS KOMIETECHIIMHA U WHAUKATOPOB MX JOCTHKCHUS,
npexycmorpeHHbix OC HUAY MU®U no cnenmansHocTH 38.05.01 DxoHoMmueckas 6e3omacHocTh, OOIT
u  paboueil  mporpaMMod  TUCHMIUIMHBL  MH(OpManMoHHO-IOKYMEHTAIIMOHHOE  obecreyeHue
npodeccuoHaNbHOM IeATEILHOCTHY, ITpuBeeH B [IpuioxeHuH.

Pasmen Bkiowaer omucaHwe (GOpM  BXOJHOTO, TEKYIIETO, MPOMEKYTOYHOT'O KOHTPOJIS TIO
JUCLUIIIMHE.

KoHTpoJib 0CBOCHUS JUCHUILUIMHBI IPOU3BOAUTCA B COOTBETCTBUU ¢ [lon0oKeHMEM O PEUTHUHIOBOM
cucreme olieHkH 3HaHui cryaentoB [JUTU HUAY MUOU.

BxoaHoii KOHTPOJIB OCYIIECTBISETCS B JOPME TECTUPOBAHHUSI.

Hanpumep:

BAPUAHT 1

1.0¢puuuanbHO-1€10BOM CTHIIBL 00CTy:KMBaeT cdepy:
A)opuumabHbIX 1€J10BbIX OTHOLICHHUI;
b) HeoduIMaTbHBIX OTHOIICHHI;
B) opunmansHeix 1 HEOQUIIMATBEHBIX OTHOIICHUH.

2.000poTHI THNA «MOATBEPKIAEM MOJTYUEHHE», «32 OTYETHBII MEPUHOT», KMPOCTYIIAB H OCYAHB
3TO:

A) peueBble KiHIIe (IITAMIbI);

b) dpazeonoruzmer,

B) Tponst

3.B 10BepeHHOCTH YaCTO UCNOJb3YeTcsl CIeyIIas KIMIMPoBaHHasa ¢opma:
A) kT0? + 10BepsI0 + KOMY? + HHPUHUTHUB (MOJYUYHUTH);
b) npukasbiBato + HHOUHUTHB;
B) nepeuens npucyrcTByOMMX (IPUCYTCTBOBAJIM ), TOBECTKA JIHS, CIIYILIAIH, TOCTAHOBUIN

4.CtepeoTunHas (popMyJia pe4eBOro 3THKeTA J1Jisl BbIPAKeHUsI MPOChObI B TOKYMEHTE — 3TO:
A) mpocuM Bac cOO0IIMTh...;

b) 6narogapum Bac...;

B) Hactosumm noaTBepKAaEM. . .;

5. Bri0epuTe €J10B0O, YMeCTHOE B TEKCTe JOKYMEHTA:
A) crions U paaoMm;
b) xoporio 651
B) uesnecoodpazno

6.TexcT npuka3za

A) He uMeeT 3aroJoBKa;

bB) noJyxeH nMeTh 3aroJioBoOK;

B) Mo’xeT UMeTh 3aroJIoBOK WJIM HE UMETH 3ar0JIOBKa

7.IIncbmo — 3anpoc, NMCbMO — H3BellleHue, 0epTa... — 3TO THIIBI
A) KOMMepYeCKOoil KOPPEeCIOHACHIIUH;
b) nenoBoii KOppecnoHIeHIIUY;
B) nuuHoii nepenuicku

11



8.TekcT MHCTPYKIMH H3JIaraeTcst

A) ot 3 1uua win B 6e3M4HOI popme;
b) Tonpko ot 3 nuna;

B) Tonpko B 6e3nmuuHOM hopme

9.lokyMeHTBI

A) OJTHOPOJIHEI 110 CTETICHN YHU(DHUKAIIMY U CTaHIapTH3AIUY;

b) HeoHOPOAHBI 110 cTeneHH YHH(PUKANUM U CTAHIAPTU3AIUN;
B) e sBasttoTCcs yHUDUIMPOBAHHBIME 110 (popme

10.Peksiama B 1eJI0BOM peyu

A) He TEPIIUT MHOTOCJI0BHS, YCJI0KHEHHbIX CHHTAKCHYeCKHUX 000POTOB;
b) copepxuT croxkHble pa3BepHYThIE MPEATIOKEHHSI, MHOIOCJIOBUE;

B) nomxHbI OBITH ITAMIOBAHHOW, CTAHAAPTHON, MOHOTOHHOM

Texkymas aTTecTaiusi CTyJCHTOB ITPOU3BOIUTCS B TUCKPETHBIE BPEMEHHBIE HHTEPBAJIBI IEKTOPOM
W TIpernojaBareieM (IMH), BEIyIIMMHA TPAKTUYCCKUE 3aHATHS 10 TUCIUIUTMHE B CISIYIOIUX (hopMax:
— YCTHBIE OTIPOCHI;
—  NHUCHMCHHBIC 3aJIaHMS;
—  TECTUPOBAHHE;
— pedepar;
—  JIOKJIaJbl.

Hanpumep:
YCcTHBIN OIPOC ¥ MUCBMEHHbIC 32 JAHHS

IIpumepsl BompocoB mo pasgeny 1. BpegeHue B [JOKyMeHTALlHOHHOe oOecnedyeHue
ynpasJieHUs
1) Uznoxwute cBOE MpeACTaBICHHE O JICIOMPOU3BOJICTBE U €ro UCTOKaxX. Kakue BUIbI ACSATEIbHOCTH
OXBATBIBAKOTCS 3TUM MOHATHEM?

2) Pacumdpyiite abopeuatypy JOVY. Kak cooTHOCATCS Mex Ty cOOO0H TepMHH
«JIeNTOTIPOU3BOICTBO» U TEPMUH «JJOKYMEHTALMOHHOE 00eCIIeueHHEe YIpaBIeHUs»?

3) OmpenenuTe MOHATHS: TOKYMEHT, OQUIHATBbHBII JOKYMEHT, CITy)KEOHBIN JOKYMEHT,
3JIEKTPOHHBIN TOKYMEHT.

4) KaxoBbl pyHKIUH JOKYMEHTA?

5) B 4em B3auMOCBSI3b HOHSATHI «HHDOPMAIIHSD) H «TOKYMEHT»?

6) I'1e 3akperuieHsl OMpeAeICHUs] OCHOBHBIX MPO()ECCHOHAIBLHBIX TEPMHHOB IO JCJIOIPOU3BOICTRY?

7) Kaxkoe nonsiTue nHGOPMAIMH UCTIONB3YETCs JOKYMEHTOBEIAMHU | TJI¢ OHO 3aKPEILICHO?

8) Uto moHMMaeTcs Mol FOPUANIECKON CHIION TOKyMeHTa?

9) Kakwue 3Tarbl IpoILIO Pa3BUTHE OTEUECTBEHHOTO JICIONPOU3BOICTBA?

10) B yeM 0cOOEHHOCTH MPUKA3HOTO JEJIONPOU3BOACTBA?

11) B ueM 0cOGEHHOCTH KOJIIEKCKOTO AEIONPON3BOACTBA?

12) HazoBUTE OCHOBHBIE 3aKOHOAATENbHBIE aKThI, OMPEEIISABIINE MOPSI0K COCTABICHHS U

odopMIIeHUS TOKYMEHTOB B yUpEXICHHIX 18 Beka.

13) B yem 0ocobeHHOCTH OpraHu3aluy AeJI0Npon3BoIcTBa B 19 Beke?

14) KakuMu myTsMH IUIO peryIrpoBaHUE JIETOMPOU3BOJICTBA B IEPBbIE I'O/IbI COBETCKOM Bi1acTu?

15) Yem 3anumancst UHCTUTYT TEXHUKU YIPaBICHHUS B 00JIaCTH JIEIONPOU3BOJICTBA?

16) B uem 3nauenune EI'CI1?

17) Korna naunnaercs pa3paborka 'OCT na OPZ[?

18) M3noxwuTte npeapiCTOpHio U onbIT co3aanus B crpane [CAOY.

19) Kakue Bonpockl pabOThI ¢ JOKYMEHTAMH PErIaMEeHTHPYIOTCS 3aKOHOJATeIbHBIMU aKTaMH?

20) Kak Bbl moHnMaeTe mpornecchl CTaHAapTU3aiy 1 YHU(PHUKAIUU TOKYMEHTOB?

21) Yto Takoe opmar Oymaru u kakue GpopmMatbl IPUMEHSIOTCS 1151 OOPMIICHUS CITY)KEOHBIX



JIOKYMEHTOB?
22) U3noxute o01ue HOpMbl 0pOpMIICHHSI IEYATHOTO TEKCTa JOKYMEHTA.
23) U3noxuTte npaBuiia opopMICHHUS] PEKBH3UTOB JOKYMEHTOB.
24) Ha30BUTE OCHOBHBIC TUITBI OJIAHKOB

IIpumepsl BompocoB mo pasgeay 2: OdopmiieHne M COCTaBJIeHHE TEKCTOB CJIyKeOHBIX
AOKYMeHTOB. OpraHuszanus 10KyMeHT0000poTa

1) HazoBuTe BBl OPraHU3aIMOHHBIX JOKYMEHTOB U YKQKUTE OCOOCHHOCTH UX COCTABIICHUS
odopmiteHusI.

2) Ha3oBuTe BUIBI PACHIOPSUTEIBHBIX JOKYMEHTOB U YKQKUTE OCOOCHHOCTH MX COCTaBIICHHS
odopmIteHusI.

3) B yem ocobeHHOCTH COCTaBIIeHHS U O)OPMIICHUS TIPOTOKOJIA?

4) B uyem 0COOCHHOCTH COCTaBIICHHS U OPOpPMIICHHUS aKTa?

5) Kakue TpeOboBaHUs NPEIBSBISIOTCS K COCTABICHUIO U 0()OPMIICHUIO JIOKJIQIHBIX U
OO0BSICHUTENbHBIX 3aITUCOK?

6) Kakue TpeOboBaHUs MPEIBIBISIOTCSA K COCTABICHHIO U O(OPMIICHUIO CIIPABOK?

7) Kakue TpeOoBaHUS MPEABSIBISIOTCS K COCTABICHUIO U O(DOPMIICHHIO TEJIETPAMM U M
tenedoHorpamMm?

8) B ueM 0COOEHHOCTD SI3bIKA M CTHJIS CITY’KEOHBIX TOKYMEHTORB?

9) Kakoe 3HaueHHe UMeeT 3HaHUE opdorpaduu pU CO3TaHUH CITYKEOHBIX JOKYMEHTOB?

10) Kak CKIOHSIOTCS YUCITUTEIbHBIE?

11) Kak caenath TEKCT TOKYMEHTA IMOHATHBIM U YOSAUTEIbHBIM?

12) Kakoe 3Ha4eHHE UMEET MOPSAIOK CJIOB B CIYXKEOHBIX JTOKYMEHTaX?

13) Yrto BXoauT B cOCTaB paboT 1o 0(OPMIICHHIO €I I XPaHEHUs?

14) KakoB NOpSIIOK NIepeiadu JIes B apXUB?

15) Kakoe 3HaYeHHE UMEET PErucTpaius JOKYMEHTOB U KAKOE MECTO OHA 3aHMMACT B OpraHU3alMU
JIeIONPON3BOICTBA?

16) Kakue 3aa4u BBIMOJIHSIET PETUCTPALHS JOKYMEHTORB?

17) Kakue TpeOoBaHuUs MPEIbIBISIFOTCSA K OPraHU3al[My PErUCTPAIUU JOKYMEHTOB?

18) Kakue maHHbIe O JOKYMEHTE 3alMCHIBAIOTCS B TIPOIIECCE €r0 PErruCTpanuu?

19) HazoBute OpMbI perucTpaiuu J0KyMEHTOB.

20) B uem mpenumyIecTBa aBTOMaTU3UPOBAHHON CUCTEMbBI PETUCTPAIIAN?

21) Kakoe MecTo 3aHMMaeT KOHTPOJIb 32 UCIIOJIHCHUEM JJOKYMEHTORB B YIIPaBICHYECKOI
EeATEILHOCTH?

22) Kakue hopMbl KOHTPOJISI 32 CPOKAMU UCTIOHEHHS JIOKYMEHTOB MIPUMEHSIIOTCS B
JeONPOU3BOICTBE?

23) Uto BXOIHUT B KOMIUIEKC PaboT O OPOPMIICHHUIO Jie?

IIpumepbl nHMCbMeHHBIX 3aJaHui mo pasgeay 2: OdopmileHHe M cocTaB/ieHHE TeKCTOB
CJIy:KeOHBIX JOKYMEHTOB. Opranusanusi J0KyMeHTo000poTa

1) Hamumute pacniopsbkenue «O MPOBEACHUH PEMOHTHBIX paOOT B CBSI3HM C aBaAPUIHHBIM COCTOSTHUEM
OTOIIUTEIILHOM CUCTEMBI», HA3HAYBTC OTBCTCTBCHHBIX, CPOK UCIIOJTHCHU A, YKAXXKUTEC, HA KOT'O
BO3JIaraeTcsi KOHTPOJIb 3a UCIIOJIHEHUEM PACTIOPSIKEHUSI.

2) HamummTe perieHre coopaHus aKIIMOHEPOB O 3aKyIKEe HOBOTO YHUBEPCALHOTO TPEHAXKEPA,
MOJIIMCAHHOE IpeficeaTeneM coOpaHus akIMOHEPOB U JepKaTesleM KOHTPOJIBHOTO MaKkeTa
aKITHN.

3) Hamummute ykazanue «O rpaduke ormyckos Ha 2013 roa», B KOTOPOM MpeiaraeTcs
PYKOBOJUTEINSAM CTPYKTYPHBIX MOJIpa3iesieHui MpeoCTaBUTh CEKPETapIo0 CIUCKU PAOOTHUKOB C
yKazaHHueM Ipejroaraemoro orimycka B 2013 rofy, a cekperapio — COCTaBUTh CBOAHBIN Tpaduk



OTITYCKOB paOOTHHUKOB mpeanpustus Ha 2013 rox.

4) HamumuTe mpukas Mo MPOU3BOJICTBEeHHOMY 00bennHeHnto «Hopay «O0 obecrieueHnn
MIPOTHBOIOKAPHOM OE30MACHOCTH U YCHIIEHUH OXPaHbI B IEPUO/I IPA3IHUYHBIX THEH», B
KOTOPOM IPUKA3bIBAETCS MPOBECTH TUIATEIBHYIO YOOPKY Ha TEPPUTOPUH 3aBOJIA U NIEPEBE3TH B
0e30macHOe MECTO BOCIIAMEHSIOLINECS IPEAMETHI U MaTepHabl; IPOBECTU MPOBEPKY COCTOSHHS
ANEKTPOIPOBOIKH 3JIEKTPOOOOPYAOBaHUS U HE MO3THEE, YEM 32 JIBa Yaca JI0 OKOHYaHHS pabOThI
30 ampestst BBIKITFOYUTH BCE PYOMIIBHUKH; PEACTAaBUTH 110 25.04.13. criucok i, npeObiBaHUE
KOTOPBIX 00513aTEIbHO HA 3aBO/JIE B MPa3AHUYHbIC THH.

5) CocraBbte cripaBky o ToM, 4to Ky3pmuna A.W. yuurcs Ha 3 Kypce JTHEBHOTO OTACIICHHUS
(bakynbpTeTa rocy1apCTBEHHOIO AeIONpPON3BOACTBA. J[aHa A mpeCcTaBICHHs B MOTUKINHUKY.

6) HanumuTe 00BACHUTEIBHYIO 3aIMCKY O CPHIBE 3aHSATHI B IPYIIE CeKpeTapen-pe)epeHTOB,
YKaXXUTE, YTO Ha 3aHSTHS MPUILLIO TOJIBKO TPOE CIIylIaTesield U3 cocTaBa rpyrsl 19 yenosexk.

7) HanuimuTe BHYTPEHHIOW AOKIAIHYIO 3aIIUCKY O 3aMEHE KOMITbIOTEPOB yCTapeBIlero oopasiia,
MHOTHE€ U3 KOTOPBIX UMEIOT HEHAJEKHBIE IKCILUTYyaTallMOHHBIE Ka4eCTBa.

8) CocraBbre akT OAO «XpOHOMETP» O BCKPBITHH TOCHUIKH. YKaXXHTE BO BBeJcHUH, 4T0 24.09.13 B
azipec 3aBojia MpuObLIa MOChUIKA ¢ 3aBOJja-MOCTaBIINKa. B KOHCTaTHpYIOIEel 4acTH OTMEThTE,
YTO IIPHU BCKPBHITHH SIUKA HE 0KA3aJI0Ch KOPITYCOB I YacoB Mapku «Pakera», 12 mTyk,
yucssimuxcs no HakigagHor Ne 12896 ot 10.09.13. Cnenaiite BbIBOA: MOTPeOOBATH OT 3aBOjIa-
MOCTABIIMKA JJOCBUIKH HEJOCTAIOIIETO YHCIIa KOPITyCOB I YacoB Mapku «Paketay.

9) CoctaBbTe MPOTOKOI COOpaHUs KOJJIEKTUBA HHCTUTYTA (OTPBHIBOK U3 pomaHa B.[lynuniena

«benbie oxexKaBI»).

10) Hanummte tenerpaMmy, B KOTOPOH BBIPA3UTE MPOCHOY YCKOPUTH OTIPY3KY MHJIOMATEPUATIOB.

11) Hanuiure 3asBiieHue o mprueMe Bac Ha paboTy 9KOHOMHCTOM B FOCYAapCTBEHHOE MPEANPHSITHE
o cBsi3u U uHpopmaTuke «CBsI3baToOM HHPOPMY.

12) CocraBbTe npukas o mpueme Ha padboty Oyxranrtepom Msanosoit M.I1.

13) Opopmure 3amuch B TPYIOBOI KHHKKE 00 YBOJIbHEHHH PaOOTHHKA &) 10 COOCTBEHHOMY
KellaHuto; 0) B CBSI3U C TMKBHUAALIMEH TPEINPUATHS; B) B CBSI3H C HECOOTBETCTBHEM BBITIONHSAEMOM
paboThI TPEIBABIAEMBIM TPEOOBAHUSAM BCIICJCTBUE HEIOCTATOYHON KBATU(UKAIINH.

14) Harnumute aBrobuorpaduio
15) CocraBbTe pe3tome.

16) CocraBbTe MuchbMO-TIPOch0y LIeHTpaIbHOTO MPOEKTHO-KOHCTPYKTOPCKOTO U TEXHOJIOTHYECKOTO
oropo «Cucremnpoekt» kK qupektopy OAO «CuMBOI» O MOCHUIKE KaTaJI0TOB TOKAPHO-
KapyCeJIbHBIX CTAHKOB, PEKIIAMUPOBAHHBIX MPEANPUATUEM B J)KypHase « BHEITHSS TOPTroBIIsi».

17) CocraBbTe MUCHMO-OTBET (0TKA3) HA MPOCKOY 00 U3MEHEHHH CPOKA TIOCTABKU KOMUPOBAIHLHOTO
000py/IOBaHUS.

18) Cocrasbre conpoBoautensHoe miucbkMo HUU 3epra (Mocksa) aupekropy OAO «CumBom» 0
MOJTy4YeHUH MHPOPMALUH (JOMOTHUTEIbHBIX TEXHUUECKUX JaHHBIX, KACAIOLINXCS IMHUH
CEJIbCKOXO03SUCTBEHHBIX MALIUH U 000PYIOBaHMUS).

19) CocTaBbTe MUCHhMO-HATIOMHUHAHKUE O TOM, YTO MOHTaX OT)KHUTaTEIbHOM MEYH 3ar0TOBUTEIBHOTO
KopIyca 3azepkuBaercs 1o BuHe 1exa Ne 37, kotopslil He nepenan uexy Ne45 IuThs nsTH
HaMMEHOBAaHMI B KonHnuecTBe 47 neraneil.

20) CocraBbTe HH()OPMALIMOHHOE MMCHMO, B KOTOPOM TOBOpUTCS, yTo MHCTHTYTOM B Nekabpe 2013
rojia IUIAHUPYETCs MPOBEICHUE HAyYHO-IIPAKTUYECKOTO CEMUHapa Ha TeMy « YHUpUKanus
CUCTEeM JOKyMeHTauum». [Ipuriacure npuHsITH yuacTHE B CEMUHAPE, BHICTYIIUTH C JIOKJIA/I0M.

21) CocraBbTe MUCBbMO-TIOATBCPKACHUC, IIOATBECPAUTC MTOJTYUCHUC 33.Hp0H_IeHHOI71 AOKYMCHTAaIn



22) OTpenakTupyiTe TEeKCT MUChMA:

«Ha Barme 3asBienne AnekCUHCKas mBeHas ¢hadprKa WHIAMOIINBA U PEMOHTA OJICXKIbI 110
3aKa3aM HacelleHus: coooOmaeT. PakThl, U3JI0)KCHHBIC B 3asBJICHHUH, TTOITBEPIUIUCE.
Anmunuctpanus ¢pabpuky MPUHsIIa MEPHI 1711 CPOYHOTO BhINONHEeHUs Baiero 3akaza. XKano6a
oOcykaanack Ha 00IIeM cOOpaHUM KOJUICKTHBA, TIOBE/ICHA 10 CBEACHHS BCEX PAOOTHHUKOB
(habpuku. Mepsl IPUHSATHI.

Jluuia, BUHOBHBIE B HAPYIICHUU CPOKOB HCIIOJIHEHHUS U 32 TPyOOCTh, HAKa3aHbl COTJIACHO
npukasa ¢padpuku ot 29.04.13. Ne 43. Cmennomy mactepy MBanosoit 1.I1. 00bsiBIIeH BEITOBOD,
3akpoimuk I'yceB A.P. nepeBeieH NOPTHBIM B Opuray 1o NOLIMBY MY>KCKOW BEPXHEN OJIEHKIbI.
Hupexrop padbpuxu A.JL TlerpoBay

TecTupoBanue:
Tect comepxkut 10 BonpocoB. Kputepuu ouenku: 80-100% - «5», 60-79% - «@», 50-59% - «3»,
Mmenee 50% - «2». Heobxoaumo BeIOpaTh oAMH MpaBuiibHbIN oTBET. [IpnMep TecTa:
BAPHUAHT 1

1.KayectBo nH(pOpMAaIH, KOTOpPOE 03HAYALT, YTO HH(OPMAITHS JODKHA OBITH CBOEBPEMEHHOM, TAKOM,
4TOOBI 32 BpeMsl ee Mnepeiau U 00paboTKU COCTOSTHUE 00BEKTa yIpaBJIeHUs! HE IIOJIBEPIJIOCH
U3MEHEHUSAM:

a) ONepaTUBHOCTbD;

0) JOCTOBEPHOCTb;

B) KOMIIJIEKCHOCTb.

2. BcecTOpoHHOCTh OTpaKEeHUs IEATEIILHOCTH O0BEKTA YIIPABJICHUS O3HAYACT CIICAYIOIICE Ka4eCTBO
uHpOpMAaIHN:

a) OIICPaTUBHOCTb,

0) KOMILIEKCHOCTb;

B) JIOCTOBEPHOCTb.

3. BHemHue cBA3u opraHu3anuii odecreynBaeT
a) nHopmanMoHHas QYHKIMS TOKYMEHTA;
0) opranu3zaioHHast QyHKIHS JOKYMEHTa,;
B) KOMMYHMKATUBHAsA QYHKIUSA JOKYMEHTA.

4. O6s3arenbHble THHOPMALIMOHHBIE 3JIEMEHTHI 0POPMIIEHUS OPUIIMAIBHOTO IOKyMEHTa ( aBTOp,
azpec, jata, TeKCT, MOJAMUCH U APYTHe) Ha3bIBAIOTCS

a) PeKBU3UTDI;

0) cTraHAapThl;

B) HOPMaTHBBI.

5. Camas npeBHsisi hopma JIoKkyMeHTa Ha Pycu — 310
a) aKT;

0) rpamoTa;

B) jenoBas Oymara.

6. TepMHHBI «1€710» Kak cOOpaHHe JOKYMEHTOB 10 KAaKOMY-TH0O0 BOIPOCY M «JIETOIPOU3BOJICTBOY
KaK TMPOoIIecC MPOU3BOICTBA (BEPIICHMS) JI€T POIUIHCH

a) B TIEpUO/] KOJUIEKCKOTO eTIONPOU3BO/ICTBA;

0) B mepuoJ MMHUCTEPCKOTO JIEJIONPOU3BOJICTBA;

B) B IePHO/I IPUKA3HOTI'0 1eJ10IPOU3BO/ICTBA.

7. BriepBble MOSIBUIINCH CITY>KUBBIE JIFOH, KOTOPBIE CTAIM MPOPECCHOHATBHO 3aHUMAThCS
AOKYMCHTHUPOBAHUEM
a) B epHoOJ NMPUKA3HOTO 1eJONMPOU3BOCTBA;



0) B IepHO KOJUIEIKCKOTO JIETIOPOU3BO/ICTBA;
B) B IIEpHOJI MUHUCTEPCKOTO JAETONPON3BOACTBA.

8. [IporcxoauT BceoOUiA Mepexo1 OT CTOJIONOBOM (OPMBI JOKYMEHTOB K JJUCTOBOM, OyMaskHOU
a) B XY Beke;

0) B XYIII Beke;

B) B XIY Beke.

9. bnaHku JOKYMEHTOB MOSBUJIHCH

a) B MEPHO/] MPUKA3ZHOTO JEIONPOU3BO/ICTBA;

0) B IepHO/ KOJUIEIKCKOTO JICTIONPOU3BOJICTBA;

B) B IEPHOJl MUHMCTEPCKOI0 J1eJI0NPOU3BOCTBA.

10. OcuoBuebie nonoxxenus: EI'CJl 6butn yrBepkaens! I'ocynapcrBerasiM komuteTom CM CCCP no
HayKe U TEXHUKE

a) B 1973 roay;

0) B 1963 rony;

B) B 1980 roxy.

Pegepar:

IIpuMmepHbIe TeMbl pedepaToB:
1) [enonpou3BOACTBO B APEBHEPYCCKOM I'OCYIapCTBE.
2) Tlpuka3Hoe Ie0npOr3BOACTBO.
3) Komiexckoe 1e0mpon3BOICTBO.
4) MHMHHUCTEPCKOE JCIOIPOU3BOJICTBO.
5) TocymapctBennoe aenonpounsBoactso B CCCP.
6) CoBpeMeHHOE roCyAapCTBEHHOE PEryJIMPOBAHUE JICIIONPOU3BO/ICTBA.
7) OdopmiieHre ynpaBIeHYECKHX JOKYMEHTOB.
8) Oco0eHHOCTH SI3bIKA M CTHJISI CITY)KEOHBIX JJOKYMEHTOB.
9) Opranuszanus ciryx0bl 1eT0MPOU3BO/ICTBA.
10) Opranu3anusi TOKyMEHTOO000POTA.
11) Opranusanusi XxpaHeHUs JOKyMEHTOB.
12) Perucrparust JOKyMEHTOB.
13) KoHTpoIb 32 HCIIOJIHEHUEM TIOKYMEHTOB.
14) CocTaB peKBU3UTOB U OJIAHKH JICTIOBBIX MTUCEM.
15) OdopmiteHre 1eT0BOTrO MUCHMA.
16) TpeboBanus k ohopmIIeHHIO PeKBU3UTOB JToKyMeHTOB coriacHo ['OCT P 7.0. 97 - 2016.
17) IepcrieKTUBBI pa3BUTHUS JOKYMEHTAIIMOHHOTO O0ECIICUSHHUS YIIPABICHHSL.
18) OopmiteHHEe B TOKYMEHTaX TaOJHII U BHIBOJIOB.
19) Paborta ¢ KOH(HUAECHIIHATLHBIMH JOKYMEHTAMH.
20) IokyMEHTOOOOPOT M €ro OpraHu3aIlus.
21) KommbroTepu3anus mpoleccoB JOKYMEHTAMOHHOTO 00SCIIeUeHHUs! YIIPaBICHUSL.

Jlokman:
IIpumepHbIe TEMBbI 10KIA/10B:

1) TloarortoBka u oopMIIEHHE PACTIOPSAUTEIHHBIX JOKYMEHTOB [0 OCHOBHOM /IS TEIHHOCTH.
2) OdopmiieHre pacnopsAUTEIbHBIX JOKYMEHTOB IO TPYIOBBIM IPABOOTHOIICHHUSIM.
3) DTHKeT B INOBOH MEpemnucKe.
4) OdopmieHue TeaerpaMMsl, Telekca, hakca, TeaeGOHOrpaMMBL.
5) PaGora ¢ KoH(UACHIIHATEHBIMU JOKYMEHTAMHU.
6) CocraBieHre HOMEHKJIATYPBI Ie]1 ¥ UX TOATOTOBKA K ClIaue B apXHB.
7) Odopmiienne npoToKoa.
8) Odopmitenne pacropsIUTEIbHBIX JOKYMEHTOB.
9) OdopmiteHne cripaBOYHO-UHPOPMAIIMOHHBIX JOKYMEHTOB
10) OcpopmiteHHE TOKYMEHTOB TI0 JINYHOMY COCTaBY.



OTaenbHO OLEHUBAIOTCS JIMYHOCTHBIE KAUeCTBa CTYIeHTa (aKKYpaTHOCTh, UICIIOJIHUTEIBHOCTD,
WHUIMATUBHOCTB) — paboTa y IOCKH, CBOEBpEMEHHAs c/laya TeCTOB, OTYETOB K BHIIIOJTHEHUIO
MUCbMEHHBIX JOMAIIHUX 33JJaHUN

IIpomexkyTOUYHBIH KOHTPOJIb IO pe3ylbTaTaM CEMECTpa IO AUCLUHUIUIMHE MPOXOAUT B (opme
MMCEMEHHOTO UM YCTHOTO 3a4eTa (BKJIF0YAET B CEOsI OTBET HA TEOPETUIECKHUE BOIIPOCHI).

IIpuMepHbIii NepeyeHb BONMPOCOB K 3a4eTy
1) Uenu u 3agaun u3ydeHus Kypca «/JokyMeHTaMOHHOE 00ecredeHre MPoPecCHOHAIBHOI
JESTeITbHOCTIY.
2) OOBEKT U MpeMET JICJIONPOU3BOJICTBA.
3) Iloustue 06 nHGOPMAIHY.
4) JIOKyMEHT B COBPEMEHHOM yrpaBieHHH. OYHKIUH JOKYMEHTA.
5) IlepBbie nokymeHTsl Ha Pycu (10-158B).
6) Ilpuka3zHOe NeTOnPOM3BOACTBO.
7) Komexckoe Ae101pOU3BOJICTRBO.
8) MunucTepcKoe(MCIOIHUTEIBHOE) AET0MPOU3BOICTBO.
9) Henomnpoussozactso B CCCP.
10) HopmaTuBHO-1€710BOE 00ECIIeueHUEe POCCUIICKOTO IEIONPOU3BO/ICTBA.
11) VHudukanus u CTaHAapTU3aIMs YIPaBICHYCCKUX JOKYMEHTOB.
12) Buibl JOKyMEHTOB, UX KJIaCCH(DUKAIIHSL.
13) OopmiteHrE PEKBU3UTOB IOKYMEHTOB.
14) TpeOoBaHus K TOKYMEHTaM, H3TOTABIMBACMBIM C TIOMOIBIO IEYATHBIX YCTPOHCTB.
15) BiiaHku TOKYMEHTOB 1 UX 0(hOpMIICHHE.
16) YcraB kak OpraHU3alMOHHBIN JTOKYMEHT.
17) Ionoxenue.
18) UucTpykitusi.
19) lorosop.
20) Ctaauu NOATOTOBKYU PACIOPSAUTEIBHOTO JOKYMEHTA.
21) IloctanoBneHueE.
22) Pemienue.
23) PacniopsixeHue.
24) Ykazanue.
25) Ipuka3s.
26) CripaBka.
27) loxnanHas 1 OObSICHUTENbHAS 3aITUCKA.
28) AKT.
29) Iporokon.
30) Tenerpamma, TeaehoHOrpaMma.
31) Pestome.
32) 3asiBiieHue o preMe Ha paboTy, O epeBo/ie Ha IPYTYIO JOIKHOCTb, O MPEJOCTABICHUH OTITyCKa
33) [puka3ssl 110 INYHOMY COCTABY.
34) TpynoBasi KHUKKA, JIMYHBII JIUCTOK MO YYETY KaJpOB H JINYHAs KApTOYKa pabOTHHKA.
35) XapakTepucTHKa.
36) ABrobuorpadusi.
37) TpymoBoii 10roBop.
38) JIuuHoe aero.
39) [Noustre u QyHKIMH CITYKEOHOTO MHChMA.
40) [MpaBuia opOpMIICHHUS JIEIIOBOTO MTUCHMA.
41) Buspl CTy>K€OHBIX ITHUCEM.
42) S13bIK 1 CTHITB OQUITHATIEHON TIEPETTHCKH.
43) DTUKET B JIETIOBOM MEPEIUCKe.
44) Peructpanus 1 y4eT JTOKYMEHTOB.
45) Opranu3aius KOHTPOJIS 33 HCIIOJIHEHHEM JTOKYMEHTOB.
46) XpaHeHHE TOKYMEHTOB, COCTaBJICHHE HOMEHKIIATYPHI JIEII.
47) CoBpeMeHHbIe HHPOPMAIIMOHHBIE TEXHOJOTHH B JEIOMPOU3BOICTBE.



7 VUEBHO-METOJUYECKOE U UH®OPMALIMOHHOE OBECIMEYEHUE
JACTUTIIAHBI

7.1 IlepeyeHb OCHOBHOM ¥ JONOJHUTEILHON Y4eOHOM JIUTEPATYPbI
Tabmuua 7.1 - OGecniedeHne AUCIUILTMHBI OCHOBHOM U JIOTIOJIHUTEIBHOM JTUTEPATypOn
110 TUCUUIUINHE

N ABTOD Ha3Banue Mecrto HaumenoBanue Ton KomuuecTtso
/o U3aaHUA n31aTCiIbCTBA U3aaHHUA OK3EMIIIAPOB
OcHoBHast TuTeparypa
1 |T'pososa O.C. | Henonpoussoactso | Mocksa W3naTenscTBO 2022 https://urait.ru/bc
IOpaiir 0de/492786

2 | Eropos B.II. | lokymenroBenenue u | CaHKT- N3natenpcTBO 2021 https://e.lanbook
AOKYMCHTalMOHHOC | [TerepOypr | Jlanb .com/book/1730
o0ecrieyeHue 77
YHOpaBJICHUS B _
yCIIOBUSIX ITU(POBOI
9KOHOMUKH

3 | sk C.B. HNudopmarmonHo- Humurposr | AUTU HUAY 2021 50
JAOKYMEHTALMOHHOE | paj MHNOU
o0ecrieyeHue
npoheCcCHOHATBHOMN
JIeSTEIILHOCTH.
Meronuueckue
PEKOMEH/IAIMH 110
U3YYCHHIO
JIMCIIUTUIAHBI

JlononHuTenpHas nureparypa
1 | Cocr. JenonpoussonctBo u | Mocksa UsnarenscTBO 2020 https://e.lanbook
Korusipopa | AOKYMEHTOO0OPOT. Jlans .com/book/1717
JLJL. IIpakTukyMm 10

2 |Eropos B.I. | TenonpousBoacteo u | Mocksa | M3narenscTBo 2021 https://e.lanbook
PEKUM CEKPETHOCTH. Jlanb .com/book/1730
VYueOHUK U1 By30B 75

3 |[JleonoBa C.B. | lokyMeHTHpOBaHHE Mocksa |PTY MUPDA 2021 https://e.lanbook
YHpaBJIeHIECKOH .com/book/1715
JICSTSITLHOCTH. 35
[IpakTukym —

7.2 Ilepeyennb pecypcoB HHGOPMALMOHHO-TeIeKOMMYHUKAIMOHHOM ceTH « UHTepHET?
[Iepedyens pekomenayeMbIx IHTEpHET CaliTOB:

1. Hayunas snexrponHas 6ubnmoreka elibrary.ru
2. HanmonaneHas iatdopma «OTKpBITOE o0pazoBaHHE» HUAY MHNOU

https://elearning.mephi.ru/

3. www. document.ru

4. JenonpousBoactBo.Wwww.delpro.narod.ru

5. JIokyMeHTOO0OpOT U AeNOnpOu3BOACTBO. CHCTEMBI AIIEKTPOHHOTO JOKYMEHTO0O0POTA.
www.doc-online.ru
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https://urait.ru/bcode/492786
https://urait.ru/bcode/492786
https://e.lanbook.com/book/173077
https://e.lanbook.com/book/173077
https://e.lanbook.com/book/173077
https://e.lanbook.com/book/171710
https://e.lanbook.com/book/171710
https://e.lanbook.com/book/171710
https://e.lanbook.com/book/173075
https://e.lanbook.com/book/173075
https://e.lanbook.com/book/173075
https://e.lanbook.com/book/171535
https://e.lanbook.com/book/171535
https://e.lanbook.com/book/171535
https://elearning.mephi.ru/
http://www.delpro.narod.ru/

Tabnuna 7.2 — PekomMeH tyeMble 3JIeKTPOHHO-OUOINOTEYHBIE CUCTEMBI

Ne HanmenoBanue pecypca TemaTuka
1 OnekTpoHHass OMONMOTEeYHasi cUCTeMa u3IarenbcTBa | JlokyMeHTannoHHOe oOecreueHne
Jlans, www.e.lanbook.com yIpaBJIeHUs
2 | OBC «Aiibykc.py» http://ibooks.ru/ JIoKyMeHTaIMOHHOE 00eCIeueHre
yIpaBJIeHUS
3 OBbC u3narenscTBa FOpaitt www. urait.ru JlokymMeHTaImOHHOE 00eCTIeYCHIE
yIpaBIeHUS

7.3 Ilepeuenb nHGOPMALTMOHHBIX TEXHOJIOTHI, HCIOJIB3yeMbIX NMPH OCYIIECTBIECHUH

0o0pa3oBaTeILHOI0 Npouecca M0 AMCHHUILVINHE, BKJIKYAS NepeYyeHb NIPOrPpaMMHOro odecrie4eHust u
UH(GOPMALMOHHBIX CIIPABOYHBIX CHCTEM
Tabauna 7.3 — [IepedyeHb JIMIIEH3MOHHOTO M CBOOOIHO PAacIpOCTPaHsIEeMOr0 IPOrpaMMHOro o0ecIIeYeHus

No HanmenoBanue Kpatkoe onucanue
1 Windows 10 Pro OnepanuoHHas cucreMa
2 Microsoft Office ITakeT 0(UCHBIX TPHIOKCHHUI
3 | bpaysepsr: Internet Explorer 10, Internet CrneunanbHble IPOrpaMMBI Il IPOCMOTPa BEO-
Explorer 9, Internet Explorer 8, FireFoX | crpanwuil, morcka KOHTEeHTa, (hailIoB M UX KaTaJIOrOB
10, Safari 5, Google Chrome 17 B MHTEepHETE
4 Antuniaaruar.BY3 WNHuTtepHeT-cepBuc 11 BY30B, IPEAHA3HAYEHHBIN VI

OLCHKH CTCIICHHU CaMOCTOATCIIBHOCTH ITMCbMCHHBIX

paboT obyyaronmxcs

8§ MATEPUAJIBHO-TEXHUYECKOE OBECHHEYEHHUE JTUCHUIIJIMHBI

Ne n/| HammeHOBaHHMe oOMeEmEeHUH U151 MPOBEACHUS BCeX | Anpec (MECTOMOM0KEHNE) IOMEICHUH ISl TIPOBEICHUS
- BHIOB Y4E€OHOU NESITEIbHOCTH, IIPEyCMOTPEHHOMH BCEX BUJIOB y4eOHOH AEATECIHLHOCTH,
Y4€OHBIM IIJIAHOM, B TOM YHCJIE TOMEIICHHUS JIJIs MPelyCMOTPEHHOH yYeOHBIM IUTaHOM (B clly4ae
CaMOCTOSITENBHON pabOTHI, C yKa3aHUEM IEpeUHsl | pean3alnui o0pa3oBaTeIbHOW NPOrpaMMBbl B CETEBOU
OCHOBHOTO 000PY/IOBaHHUsI, y4eOHO HATJISIAHBIX (hopMe TOMOIIHUTENBHO YKa3bIBA€TCSl HAMMEHOBAaHHE
MOCcOOMI1 ¥ HCTIOIB3YEMOT'0 MTPOTPAMMHOTO OpraHH3alliH, ¢ KOTOPOH 3aKJII0UEH JOTOBOP)
obecrnieyeHus
1 | YueOnas ayauropus JUIsl NpOBedeHUs 3aHATHIA, 433507, YabstHOBCKast 067acTs, r. JJumurposrpan, mp.
Nel, mocagouHbIx MecT — 72; wionians 146 KB.M.; Jumutposa.4
CHenraT3upoBaHHas MeOenb: YdyeOHast qocka — 1
(cocrout n3 3) mt., CeKkuust Ha TPU IMOCATOUYHBIX MECTa
— 36 wir.
Crynbs — 3 wrt., Cron npenoaasarens — 1 wr.,
Tpubyna — 1 mT.
TexHnueckue cpeacTBa 00yUeHHS:
Okpan — 1 mT.
2 | YueOHas aynuTopus 1Js1 IpoBeieHUsI 3aHATHIA, 433507, YabstHOBCKast 061acTs, r. JJumurpoBrpan, mp.
Ned4, nocagounsix MecT — 32, momiaas 64 KB.M. Jumutpona.4
CHenHanu3upoBaHHast MeOeb:
VYuebnas nocka — 1 mr., Cton cryaendyeckuii — 20 miT.,
Cron npenogaBaresns — 1 mt., Ctysbs — 40 mir.,
TpubyHa HacTonbHas — | miT.
3 | YueOnas aynuropusi AJs MPOBeIeHUs] 3aHATHIA, 433507, YapsHnoBckast 001acTs, . JJuMUTpOBIpa, mp.

Ned41, nocamounsix Mect — 22, miomans 49 kB. M.,
CHCHATH3UPOBaHHas MeOenb: YueOHas qocka — 1 mrT.,
Cron crynenueckuit — 20 mr. Cron npemogaBatens — 1
IIT.

Crynbs — 40 ., TpuOyna — 1 mr.

Jumurposa.4



http://www.e.lanbook.com/
http://ibooks.ru/

9 OCOBEHHOCTH OPTAHU3AIIMU OBPA3OBATEJILHOTI'O MPOIECCA
TSI UTHBAJIMJIOB U JIUMI[ C OTPAHUYEHHBIMY BO3MOKHOCTSMHA
310POBbSI

OOyueHue MHBAIUAOB U JIMI C OTPAHUYEHHBIMH BO3MOKHOCTSIMU 3J10pPOBbsI OCYIIECTBISETCS B
COOTBETCTBHH C:

— Ilopsankom opraHu3alMM U  OCYIIECTBJIEHHMS O0Opa30BaTEIbHOM  JIE€ATEIBHOCTH  I10
oOpa3oBaTelbHBIM @porpamMmaM — Iporpammam OakajgaBpuara, MporpaMmaM CHElHaluTeTa,
nporpammam maructparypsl (IIpukaz Muno6puayku PO ot 05.04.2017 Ne 301);

— Ilonoxenuem 00 opraHuzauud OOYYEHHs CTYACHTOB-UHBAIMJIOB U CTYIAEHTOB C
OrpaHU4YEHHBIMU BO3MOXKHOCTAMU 3710poBbsi B HUAY MUDU, yrBepxkaennbm 29.08.2017r.;

— MeToau4eckuMH PpEKOMEHJAlUsAMU [0 OpraHu3aluu 00pa3oBaTEJbHOIO Ipolecca Ui
oOyueHUs] WHBAIMJIOB M JIMI C OTPAaHMYEHHBIMH BO3MOXXHOCTSIMH 37I0pOBbSI B 00pa3oBaTEIbHBIX
OpraHM3alMsIX BbICHIET0O 00Opa30BaHUSA, B TOM 4YHCII€ OCHALIEHHOCTH O0pa30BaTENIbHOTO Ipoliecca
(yTBepxaeHsl 3amectureneM Munuctpa odpasoBanus u Hayku PO A.A. Kiumoseim ot 08.04.2014 Ne
AK-44/058n).
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JdonmosiHeHns1 M U3MeHeHHsI B pa0oueil mporpamme
AMCHMIUIMHBI HA 20 /20 yu.r.

Buecennbie namenenust Ha 20 /20 yueOHBIHA roj

B pabouyro mporpaMMmy BHOCSATCS CIEIYIOIINE U3MEHEHUS:

Pabouvas nmporpamma rnepecMoTpeHa Ha 3acefaHuu Kadeapbl

(mata, HOMEp IPOTOKOJIA 3aceaHus Kadeapsl, IOAMUCH 3aB. Kadeapoi).

COI'TACOBAHO:
3aBenyrouuii BeITycKaromeil kadeapoil r'yMaHUTapHBIX HAYK

HauMeHOBaHue Kadenpsl JIMYHAs MOAIHCH paciudpoBKa MOIIUCH Jara

PyxoBonurens OOII,

ydc€Had CTCICHb, NOJIKHOCTD
JINYHAs TOINCHh pacirdpoBKa IOJIUCH Jara
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