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PaGouas mporpamMma JUCHUIUIMHBI «JlOKYMEHTOBEIEHHUE» COCTaBJIEHA B COOTBETCTBUU
C TpeOOBAHUSIMH:

- @enepa’abHOrO rocyIapcTBEHHOIO 00pa30BaTEIbHOIO CTAaHAApTa BBICIIETO 00pa3oBa-
HUS 10 HampaieHuio noarotoBku 46.03.02 JlokyMeHTOBEIEHHUE W apXHUBOBEACHHE (YPOBEHBb
OakanaBpuata), yTBEep»KAeHHOTro mpukazoM Munoopuayku Poccun ot 06.03.2015 Nel76;

- Ilpukaza MunoOpHayku Poccum «OO06 yrBepxkaeHuu llopsaka opraHu3amuu U oOCy-
HIECTBJICHUSI 00Pa30BaTEIbLHOM JNEATENILHOCTH MO 00pa30BaTEIbHBIM MIPOrpaMMaM BbBICIIETO 00-
pa3oBaHUs — MporpaMMaM OakanaBpuaTa, MporpaMMmam CIeUalINTeTa, IporpaMmmMaM MarucTpa-
Typs» 0T 05.04.2017 Ne 301;

- yuebHoro tiana ['OY BO «Komu pecmyOiMKaHCKash akaJeMus TOCYJapCTBEHHOMN
cyxObl U ympaBneHus» mno HampaieHuio 46.03.02 J[okyMEHTOBEJACHHE W apXUBOBEICHUC
(ypoBeHb OakamaBpHuara) HaINpaBIECHHOCTh (NMpoduib) «JloKyMeHTalOHHOE oOecredeHne
YIIPaBJICHUS.

© Komu pecrybnukaHcKasi akaieMust
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1. Leaun u 3a1a4n y4eOHOI AUCHUTIMHBI

1.1. I{enw uzyuenus yueonoii oucyuniunsl

Lenbr0 OCBOGHUS JAUCHUILTUHBI «/|OKyMEHTOBEICHUE) SIBISICTCS IMOJATOTOBKA Oakajas-
POB-JIOKYMEHTOBEJIOB K Oyaymiei mpodeccuoHanbHOM AEATEIbHOCTH HAa OCHOBE M3YyYeHHs JO-
KYMEHTa KaK CIOKHOW MH(OPMAIIMOHHON CUCTEeMBI. [IMCIUIUIMHA SBJISETCS OCHOBOM, HE00XO-
JVUMOM JUTs pa3BUTHS TPOPECCUOHATIBHBIX KOMIIETEHIIHMA B JPYTrUX Kypcax.

1.2. 3a0auu yuebnot Oucyuniunsl

3amauaMu OCBOCHUS IUCIUTUIMHBI «J{OKYMEHTOBEICHHEY SIBIISFOTCS:

— IPOCJIEIUTh IBOJIIOIHIO JJOKYMEHTAa KaK HOCUTENsT HHPOpMAIH, pa3BUTHE CPEICTB H
CHOCO0OB TIOKYMEHTHPOBAHUS;

— I[IOKa3aTh B3aNMOCBA3b HHq)OpMaHI/II/I " JOKYMCHTA,

— IPOAHAIM3UPOBATH NPOIIECC CKIIABIBAHKS U PA3BUTHUSI CUCTEM JIOKYMEHTAIIHH;

— paccMOTpeTh MPoOJIeMbl YHU(DHUKAIIUN U CTAHIAPTH3AIMH KaK OTACIBHBIX POPM JOKY-
MEHTOB, TaK U CHCTEM JJOKYMEHTAIIUH B 1IEJIOM;

— U3YYUTb OCHOBHBIC KOMIIJICKCBI JOKYMCHTOB U CUCTEMY JOKYMCHTHBIX PCCYPCOB;

— MCCIIeIOBATh BUIbI JIOKYMEHTHOM JICATEIbHOCTH;

— U3YYUTb OCHOBHBIC HpO6HeMI)I B oOJacTu AOKYMCHTOBCACHUS.

1.3. Buowi komnemenyuit, popmupyemoie  pe3ynvmante 0C60EHUA OUCUUNTUHBL

N3yuenne nucuuIuivMHbl «J{OKyMEHTOBEIEHHE» HAIpaBlIeHO Ha (OpMUpOBaHUE CIENy-
FOIINX KOMIIETCHIINH:

1) oOmIeKyIbTypHBIE:

— OK-11 — criocoGHOCTh YBaKUTENIBHO U OE€PEKHO OTHOCUTHCSI K UCTOPUUYECKOMY Hacie-
JIIO Y KYJIBTYPHBIM TPAaIULIUASAM;

2) npoeccroHalbHbIE:

— [IK-3 — BnageHue 3HaHUAMU OCHOBHBIX MPOOJIEM B 00JIACTH JIOKYMEHTOBEJICHUS U ap-
XUBOBE/ICHUS;

— IIK-7 — cnocoGHOCTh OIIEHMBATh MCTOPHIO U COBPEMEHHOE COCTOSHHE 3apyOexHOro
OTbITa YIPABJIEHUS JOKYMEHTAMH U OpTraHU3allui UX XpaHEHUs.

1.4. Mecmo oucuyunnunst 6 cmpykmype o0pazoeamenvHoil RPOZPaAMMBbL:
HucuunnuHa «/lokyMeHTOBeeHHEe» SBISETCS 005A3amenbHOU ISl U3yUeHUsl, OTHOCUTCS
K 6a308601i 94actu nmporpaMmbl bioka 1 «luciumninHbl (MOIYITN ).

2. TpeGoBaHus K pe3yJibTaTaM OCBOCHHUS
Y4eOHOM TMCUMILINHBI

B PE3YIbTATC HU3YUCHUSA JUCHUIIIIMHBI ((I[OKYMGHTOBG,Z[CHI/IC» 06yqa101u1/1ec;1 JOJIDKHBI
OBJIAZICTE CICAYIOIIUMU 3HAHUAMU, YMCHUAMHA W HaBbIKaMHW, COOTHECCHHBIMU C IIJIAHUPYCMBIMHA
pe3yjibTaTaM OCBOCHUSA 06pa3OBaTeJIBHOI>'I MporpaMMmalI:



®opmupyeMble

HJIaHI/IpyeMBIe pe3yJbTaThbl 0CBOCHUA

KOMIIeTeHIINH Y4€eOHOM T CIUILINHbBI
(xox, comepxaHue 3Hathb YmMmern Baaaers
KOMITCTCHITHH )
Oouwekynomypusle KOMnemeHyuu
OK-11 - UCTOPUIO JOKYMEHTO- | YBa)XKUTEIHHO OTHO- CHOCOOHOCTBIO YBaXKHU-

CIIOCOOHOCTH yBa-
KHUTEILHO U Oepek-
HO OTHOCHUTHCA K UC-
TOPHYECKOMY
HACJIEHUIO U KYJlb-
TYPHBIM TPaJUIHSIM

BEJICHUS KaK HayKH,
3Ha4YeHUE UCTOpUYE-
CKOT'O ¥ KYJBTYpHOTO
HacJeus Pa3InYHbIX
BUJIOB IOKYMEHTOB

CUTBHCA K JIOKYMEHTH-
POBaHHOMY HUCTOPH-
YECKOMY Hacleauio U
KYJIBTYPHBIM TpPaJu-
UM

TEJIBHOI'O OTHOIIEHHUS
K TOKyMEHTaJIbHOMY
HUCTOPUYECKOMY
HACJIETUIO U KYJIbTYp-
HBIM TPAJIULIHIM CO-
CTaBJICHUS JJOKYMEH-
TOB

Ilpogheccuonanvuvie kKomnemenyuu

Buo oesmenvnocmu: nayuno-ucciedosamenvcxast

[K-3 —
3HAaHUAMU OCHOBHBIX

BJIaJACHUC

npobjeM B 00JacTH
JOKYMCHTOBE/ICHUS
U apXUBOBE/ICHUS

OCHOBHBIE TIPOOJIEMBI
B 00JacTH JOKyMEH-
TOBEICHUS; JTOKYMCH-
TOBEIYECKYIO TEPMH-
HOJIOTHIO; 3aKOHO-
MEpPHOCTH  Pa3BUTHS
JOKYMEHTa, ero CBOW-
CTBa, QYHKIUU U TIPU-
3HAKH, CTPYKTYpY JO-
KYMEHTa; OCHOBHBIC
PEKBH3HTHI TSt
opopMIIEHHS  yIpaB-
JCHYECKUX JIOKYMEH-
TOB; XapaKTEPUCTHUKY
U COCTaB CHCTEM [I0-
KyMEHTAIUH, TIOPSIOK
OpraHM3aluf  JIOKY-
MEHTOB B KOMILJICKCHI,
BU/IBI  JJOKYMEHTHOM
NEeSITETHHOCTH,  OCO-
OEHHOCTH JTOKYMEHT-
HOM KOMMYHHUKAIIHUH;
crocoObl U CpeACTBa
JIOKYMEHTHPOBAHHUS

YHUPHUIIPOBATH
CTPYKTYpY TOKYMECH-
TOB,  AHAJIU3UPOBAThH
pa3MYHbIC KOMILICK-
Chl JIOKYMEHTOB; aHa-
JTU3UPOBATH JIOKY-
MEHTHYI0  uH(popma-
117000)

3HaHUSIMH OCHOBHBIX
npo0ieM B 06s1acTu
JOKYMECHTOBEICHHSI

[TK-7 — cnocoOHOCTH
OLICHUBATH UCTOPHUIO
¥ COBPEMEHHOE CO-
CTOSIHUE 3apyOe’KHO-
T'O ONBITA yIpaBie-
HUS JOKYMCHTAMHU U
OpTaHM3aLUH UX
XpaHEHUS

UCTOPHUIO JIOKYMEHTO-
BCACHUA KaK HayKH,
poub Tlons Ottiie kak
OCHOBOIIOJIO’KHHKA
COBPEMEHHOTO JIOKY-
MEHTOBEJCHUS,  CO-
BpEMEHHBIE 3apyOex-
HblE  JIOKYMEHTHBIC
KOMILICKCBI

OLICHUBATh HUCTOPUIO
pa3BUTHS TOKYMEHTO-
BEJICHUS 3a pyOeKoM,
COBPEMEHHOE COCTOS-
HUE 3apyOexXHBIX J0-
KYMEHTHBIX KOMITJICK-
COB

3HaHUSMH 00 UCTOPUU
CTaHOBJICHUSA OOKY-
MEHTOBE/ICHUS 32 pY-
0€K0M, COBPEMEHHOM
COCTOSIHUH 3apyOerx-
HBIX TOKYMCHTHBIX
KOMILJICKCOB




3. O0béM y4eOHOI JUCHTUNIMHBI

Ounasn gopma o0yueHus
JlucuumuinHa peanusyercs B 2-X ceMecTpax:
1 cemecmp peanuzayuu

Buabl yuedHoii padoThI

Pacnpenesienne yue0HoOro

BpeMeHH
Konmaxmmnas paboma 54,25
AynutopHble 3aHATHS (BCETO): o4
Jexyuu 36
Ilpakmuueckue 3auamus 18
Jlabopamopnvie 3anamus
[TpomexyTouHas aTTecTalus 0,25
Kouncynomayus nepeo sxsamenom 0
IKzamen
3auem 0,25
Konmponvnasn paboma
Pyxosoocmeo kypcosoil pabomoii
Camocmoamenvnasn paboma 53,75
Camocmosmenvras paboma 6 meyeHue cemecmpa 49,75
Tloocomoska kKoHmMpoaLHOU pabomoi
Hanucanue xypcosoii pabomot
Iloocomoeka Kk npomedcymouHol ammecmayuu 4

Bup Tekyiei arrecranuu

KOHTpOJIbHas paboTa

Oowan mpyooémkocmop OUCYUNIAUHDBL:

qacwel

108

3ayémmvie eOUHUYbL

3

2 cemecmp peanuszayuu

Buabl yueoHoii padorni

Pacnpeneﬂeﬂl/le yqeﬁﬂoro

BpeMeHH
Konmaxkmmnan paboma 41,35
AyIUTOpHBIE 3aHATHUS (BCETO): 36
Jlexyuu
Ilpaxmuuecxue 3ansamus 36
Jlabopamopnule 3ansamus
[TpomexyTouHas aTTecTanus 5,35
Koncynomayus neped sxzamerom 2
Oxzamen 0,35
3auem
Pyxosodcmeo kypcosoii pabomoii 3
Camocmoamenshnan paboma 66,65
Camocmosmenvras paboma 6 meyeHue cemecmpa 21,65
Hanucanue xypcosoti pabomuwl 9
Iloozomoska K npomexcymounol ammecmayuu 36
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Bun Texyiuen arrecranuu

KOHTpOJIbHAsA paboTa

Oowas mpyooémkocmes OUCUUNTUHDBL:

qacwol

108

3ayémmbvie eOUHUYbL

3aounas popma 00yyeHUs
Jucnumimza peanu3yercs B 2-X CECCHUSIX

1 ceccun
Buabl yueoHoii padorhi Pacnpenesienne yue0HoOro
BpeMeHH
Konumaxkmmnan paboma 14,25
AynutopHbIe 3aHATHS (BCETO): 14
Jlexyuu 4
IIpakmuyeckue 3ansamus 10
Jlabopamopnvie 3anamus
[TpomexyTouHas aTTecTanus 0,25
Koncynemayus nepeo sxzamenom 0
Oxzamen
3auem 0,25
Koumponvnas paboma
Pyxosoocmeo kypcosoii pabomoii
Camocmoamenvnas paboma 21,75
Camocmosmenvras paboma 8 meyeHue cemecmpa 17,75
Iloozomoska koHmponbHOU pabomul
Hanucanue xypcosoii pabomot
Iloozomoska k npomexcymounol ammecmayuu 4

Bup Texymen arrecranuu

KOHTpOJIbHast paboTa

Oowan mpyooémkocmop OUCYUNIAUHDBL:

yacwl 36
3auémmuoule eOUHUYbl 1
2 ceccusn
Brjtbl yue6noii pagoTs1 Pacnpenesienue yueOHOro
BpeMeHH
Konumaxkmmnan paboma 5,35
AynuTOpHBIE 3aHATHS (BCETO): 0
Jlexyuu
Ilpakxmuueckue 3anamus
Jlabopamopnule 3anamus
[TpomexyTouHas aTTecTanus 5,35
Kouncynomayus nepeo sxzamernom 2
Dxzamen 0,35
3auem
Pyxosoocmeo kypcosoii pabomoii 3
Camocmoamenvnas paboma 174,65
Camocmosmenvras paboma 8 meyeHue cemecmpa 156,65
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Hanucanue xypcosou pabomut 9

Iloozomoska k npomedxcymounou ammecmayuu 9

Bup Texyiuei arrecranuu

Oowas mpyooémkocmes OUCUUNTUHDBL:

yacwl 180

3ayémmbvie eOUHUYbL 5

N3ydenne nucuuruinHbl «J{oKkyMeHTOBeeHIEY MPeayCMaTPUBAET MOATOTOBKY KypCOBOM
pabotsl. [IpumepHas TemaTuka KypcoBBIX pa0oT mpejacTaBieHa B «MeToqUYeCKNX YKa3aHUAX 10
OCBOCHUIO JTUCIUTLITUHBD.

4. Copep:kaHue pa3aesioB M TeM y4eOHON JUCHUIIIMHBI

HaumeHoBaHue
paszoena / memoi
yueOHOH qucum-

IJIHHBI

Conep:xanue pa3aena/TeMbl

Paznen 1. [Joxymen-
TOBEJICHUE

KaK HayyHas JMCIIU-
wimHa (OK-11,
[1K-3, I1IK-7)

Tema 1. Cmanoenenue u pazeumue OOKYMEHMOBEOEHUS KAK
Hayku 6 Poccuu u 3a pybexcom. IlpaBuna paboTbl ¢ TOKYMEHTaMH B
Hpesuem mupe, Jpesueit Pycu, Poccuiickom rocynapctee XV—-XVII BB.
[IpaBoBbie ocHoBHI gokyMeHTupoBanus XVIII B. «['enepanbublii perna-
MeHT». TeopeTnyeckuii aHaIu3 MPAaBOBOM M yIPABICHYECKOW JOKYMEH-
taruu XX B. [lepBrie HayuHble u3bickanus. [lonp OTie — pogoHayanb-
HUK JIOKyMEHTOBeACHUs. MccnenqoBanne JOKYMEHTOBEIUECKUX Tpo0iIeM
B Poccun B 1920-1930-e roasl. MoCKOBCKUIT TOCY1apCTBEHHBIH UCTOPH-
KO-apXWBHBIA WHCTUTYT. VccienoBanne TEOPETHIECKUX MPOOIIEM JIOKY-
MenToBeneHus: B 60-e roasl XX B. Paboter K.I'. MuTtsieBa. Beecoro3nblit
HAYYHO-HMCCIIEIOBATENbCKHI MHCTUTYT IOKYMEHTOBEACHUS M apXUBHOTO
nena. OTeyecTBEHHOE TOKyMeHTOBeeHue Ha pyoexe 1980-1990-b1x ro-
noB. CHCTEeMHBIH 1MOAX0]] B JOKYMEHTOBEIUYECKUX HCCIeoBaHusX. Pa3-
BUTHE HAyKHM Ha COBpPEMEHHOM 3Tame. VcTopuueckuil ombIT paboThl ¢
JTOKYMEHTaMH B 3apyO€KHBIX CTpaHax.

Tema 2. Cmpykmypa 00KyMenmoseoeHus u e2o OCHO8Hble 3a0aiU.
OOmiee TOKyMEHTOBEJCHHUE ¥ CIeNHaIbHOE JOKyMEeHTOBeneHne. HoBas
KOHILIeNIHs JAOKyMeHTOBeleHUsT 1990-pIx rr. 3aKOHOMEpPHOCTH M TEH-
neHn (YHKIIMOHUPOBAHUS JOKYMEHTOB B oOmiecTBe. Poib mokymeH-
TOBEJCHHUS B COBEPILICHCTBOBAHUHM MPOLECCOB YIIPABICHHUS.

Tema 3. Obvexm, npeomem u mMemoobl UCCAEO08AHUSL 8 OOKYMEH-
moeedenuu. JIOKYMEHTbI U COBOKYITHOCTb JOKYMEHTOB B OOIIECTBE, CH-
CTeMBI JTOKyMEHTAIlUU, TIPOCThIC W CIIOKHBIE KOMIUIEKCHI TOKYMEHTOB.
HcTtopuueckuii MeTo 1 MO3HAHUS B JOKYMEHTOBeleHUH. O0IeHayYHbIe U
CrellMaIbHbIE METO/IbI.

Tema 4. Mecmo Ooxkymenmosedenus 6 cucmeme Hayk. Bzammo-
NeCTBUE JOKYMEHTOBEIEHHUs C (DYHIaMEHTAIbHBIMU U TPUKIATHBIMU
Haykam# (pumocodusi, COIUONIOTHS, KYIbTYpOJIOTHS, HCTOPHS, KHUTOBE-
JICHHE, apXUBOBEJCHHUE, TCOPHs YIPAaBJICHU, NTPaBOBEACHUE, HHPOpMa-
LIMOHHBIA MEHEPKMEHT, TpUKJIaJHas JIMHIBUCTHKA, BBIYUCIUTENbHAS
TEXHHUKa, MH()OpMAIIMOHHAast 6€301acHOCTh U Jp.)

Paznen 2. JlokymeHT
KaK CIIOYKHAs
UH(POpPMAaLIMOHHAS

Tema 5. Onpedenenue noHAMuUs «OOKYMEHM», NPOUCXOHCOEHUE
0okymenma. BO3HUKHOBEHHE TOKYMEHTa, MPOCTEHIIINE CIIOCOObI U Cpei-
CTBa nepefayd MH(OpMaIy BO BpeMEeHH U mnpocTpaHcTse. [lepBble HH-
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cucrema (OK-11,
[1K-3)

(hopMallMOHHBIE TEXHOJIOTUHU. Paciinpenne MoHATHS «IOKYMEHT» C pa3-
BUTHEM HAayKd U TeXHUKU. CBs3b MHPOpMaUuu U AokymeHnrta. Ompejne-
JICHUE TOHATUS <JIOKYMEHT» B pa3UYHbIX HayKax (IOpUINYECKHIA,
yIIpaBJIEHYECKUN, UCTOPUYECKHI M MHbIE acriekThl). OnpeaeneHne moHs-
TUSL «IOKYMEHT» B JIOKyMEeHTOBeJeHUH. OnpeneneHue MOHATUS «IOKY-
MEHT» B HOPMATHUBHBIX JOKYMEHTaX M TOCYIapCTBEHHBIX CTaHAApTax.
CoBpemeHHbIEe TPOOJIEMbl HAayYHOW TPAKTOBKU IOHSTHUS «IOKYMEHT).
Omnpenenenne NOHATHS «3JEKTPOHHBIA JOKYMEHT.

Tema 6. Ceoticmesa, npusnaxu u @ynxyuu ooxymenma. KoMriekc
CBOWCTB, MPUCYIIUX JOKYMEHTHPOBAHHOW WH(oOpMaruu ((PUKCHPOBaH-
HBIM XapakTep, LeJieBOe HazHAUE€HUEe, LIEHHOCTb, ONpPEIEIEHHOCTh, HO-
BU3HA, TMEPUOJUYHOCTh, HAAEKHOCTh M HHbIC). [Ipu3Haku IOKyMmMeHTa
(Hanmu4Ke CMBICIIOBOTO CO/Ep KaHMsI, CTaOUIIbHAS BellecTBeHHas (opma,
MpeIHa3HAuYCHHOCTb /ISl UCTIONB30BAaHUS B COIIMATILHON KOMMYHHUKAIIHIH,
3aBepIIEHHOCTh cooOIIeHus). OpUrHHATBLHOCTD, MOAJIMHHOCTD, KOMHIi-
HOCTh. FOpuamueckas cuna nokymeHTa. [ maBHas, o0mme u crienuaibHbIe
GbyHKIUH.

Tema 1. Cmpykmypa Ooxymenma. QOOIIas XapaKTepUCTUKA
CTpyKTyphl. IIpocTeie U CllOKHBIE (COCTaBHBIE) AOKYMEHTHL. MOHO- U
MOJIUJTIOKYMEHTHI. BHEIIHSIST CTPYKTypa ¥ BHYTPEHHSISI CTPYKTYypa JOKY-
MEHTa

Paznen 3. Ilpoueccsr
JIOKYMEHTUPOBaHUS
(OK-11, TIK-3)

Tema 8. Mamepuanvuvie nocumenu OOKYMEHMUPOBAHHOU UH-
@opmayuu. IloHaTne «marepuaabHbIi HOCUTENb MH(OpManum». [Ipes-
HeHmue maTtepuansl Ui nucbMa. bymara, e€ mzobpereHue u naiabHEH-
iee coBeplIeHCTBOBaHUE. Bunpl, cBoiictBa u opmatsl 6ymaru. @oro-
rpaduyeckd HocuTenu HHQopMauu. MarepuaibHble HOCUTEIN MeXa-
HUYECKOW 3amucu. MarHuTHbIE, ONTUYECKUE U MarHUTOONTHYECKHUE HO-
cutenu uHbopmaru. Ludpossie Buneoaucku, Gadui-namsats. BausHue
TUIA HOCUTENS HHPOpMalUK Ha HUHOOPMAIIMOHHYIO EMKOCTb, J0JITOBEY-
HOCTb U CTOUMOCTH JIOKYMEHTA.

Tema 9. Cnocobvrt u cpeocmea Ooxymenmuposanus. Ilonsrue
«CIIOCO0 TOKYMEHTHPOBAHUS», «CPEACTBO JOKYMEHTUpOBaHuUs». Hadep-
TaTeJIbHBIN croco0 3aKkperuieHus u nepenadn uHpopmanuu. [Iukrorpa-
¢uyeckoe u uaeorpaduyeckoe nucbMo. BozHUKHOBeHNE (POHETUUECKOTO
(OykBeHHOr0) nuchMma. Pa3BUTHE TEXHHUYECKUX CPEICTB NMHUCbMEHHOI'O
JNOKyMeHTupoBaHus. Mexanndeckass 3anuch. DOTONOKYMEHTHPOBAHMUE.
KunogokymenTupoBanue. DJIeKTPOMarHUTHBIA CIOCOO TOKYMEHTHPOBa-
HUs. DIEKTPOHHOE TOKyMEHTHpoBaHue. OnTudeckas 1 MarHUTOONITHYE-
CKasl 3amuch W BocmpousBeaeHue uHbopmaruu. ['onorpadus. Cope-
MEHHBIE CIIOCOOBI JIOKYMEHTHPOBAHUS C MCIIOJb30BaHMEM HOBBIX HH-
(hopMallMOHHBIX TEXHOJIOTHIA.

Hcropuyeckoe pa3BUTHE U KIACCU(PUKAIUS CPEICTB JOKYMEHTH-
poBaHudA. Pyunele numymue cpeacrsa. MexaHndeckue u dJaeKTpomexa-
HUYECKUE CPEACTBA AOKyMeHTHpoBaHus. [Iumymue mammsbl. J{ukTO-
(oHBI. ABTOMAaTUYECKHE CPEICTBA JOKYMEHTUpOBaHus. KoMmmbioTepsl u
KOMIIBIOTEPHBIE ITPOIPaMMBbI. DJIEKTPOHHBIE 3allMCHBbIE KHIKKH. Crenu-
JIN3UPOBAaHHBIE POTrPAMMHBIE POTYKTHI JUIsl IEJIONPOU3BOCTBA.

Tema 10. Koouposanue ungopmayuu. TloHATHE «KOI», €TO BU-
nbl. [loHsTHE «s13BIK». ECTECTBEHHBIE U UCKYCCTBEHHBIE SA3bIKH. [IoHATHSA
«3HAaK» U «3HAKOBBIE CUCTEMBI». 3HAKU-KONHH, 3HAKU-TIPU3HAKU, 3HAKU-
CHMBOJIBI. SI3bIKOBBIE U HESA3BIKOBBIC 3HAKU

Paznen 4.

Tema 11. []env u ocHosHbie MemoObl Kiaccugurkayuu 0OKyMeH-
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Knaccudukanmst
JIOKyMEHTOB
(OK-11, TIK-3)

mos. HeoOXoauMocTh Kiaccu(uKauu TOKyMEHTOB. JIoKyMeHTHas CH-
cTeMaTHKa (CcucTeMa, MoJICUCTeMa, THII, Kiacc, TpyIna, BHJ, Pa3HOBU-
HOCTh, opma JoKymeHTa). Mepapxudeckuit u (aceTHbI METOIbI Kiac-
CUUKAIINH.

Tema 12. Paznuunvie nooxoovl K Kiaccugukayuu OOKyMeHmMO8.
Cemantuyeckne U (yHKIMOHaNBHBIE Kiaccudukanuu. Knaccupukamums
JIOKYMEHTOB I10 JIOKyMEHTO0OPa3yoNI|M MTPHU3HAKAM

Pazpnen 5.
CrtpyKTypa U TEeKCT
JIOKYMEHTa
(OK-11, TIK-3)

Tema 13. Cmpyxmypa 0okymenmuposannoil ungopmayuu. Ious-
THE «PEKBU3UT JOKYMEHTa». PEeKBU3UTHI-OCHOBAHUS, PEKBU3UTHI-
npu3Haku. ABTopcTBO. [latupoBanue.

Tema 14. ©opmynsap ooxymenma. VcToprdeckoe CKIIaJIbIBAHUE
bopmymsipa noxkymeHTa. MHAWBUYaIbHBIA U TUIIOBOM (OPMYIISIp TOKY-
MenTa. Gopmysip-oOpaszen. FOpuanyeckas cuna opUIUATBHOTO JOKY-
MeHTa (He00X0IUMbIE PEKBU3UTHI).

Tema 15. Texcm ooxymenma. Ilonsitue Tekcta nokymenra. I1y0-
JTUIACTHYCCKUN, HAYYHBIH W O(DHIIMATHLHO-ICIIOBOW CTHIM. BHIBI Tek-
CTOB O(UIIUATBHBIX JTOKYMEHTOB. DJIEMEHTHI TeKCTa OQHUIIUATIBHOTO J0-
KyMeHTa. YHUUKanus TekcTa. Meronabl, BuAbl yHH(pHUKamuu. Tumsl
YHU(PUIIMPOBAHHBIX TEKCTOB (Tpadaper, Tabnuia, aHKeTa, rpaduk, aua-
rpaMMa, TUIIOBOM TEKCT, THIIEPTEKCT)

Pasnen 6. Cucremsl
JIOKYMEHTAIuU
(OK-11, TIK-3)

Tema 16. Cknaovieanue cucmem ooxymenmayuu. Ilonstue «cu-
creMa JokyMeHTauuuy. [IpusHaku cucteMsl ToKyMeHTanuu. OCHOBaHUS
KiaccupuKalud CUCTEM JOoKyMeHTauuu. Vcropuyeckas oOyCIOBIICH-
HOCTh (POPMHPOBAHUS CHCTEM TOKyMeHTaluu. CHCTEMBI JOKYMEHTAIHH
yupexaeHun nopeBoronnonHon Poccun. PasButue cucrteM n0KyMeHTa-
LM Ha COBpeMEHHOM dTare. KauecTBeHHblE U3MEHEHUsl cOCTaBa U CO-
JiepKaHusl CUCTEM JIOKyMEHTaluu. ['ocyrapcTBeHHas cucteMa JOKyMEH-
tar. OTpacieBble M BEAOMCTBEHHBIE CHCTEMBl JOKYMEHTAIlMH U WX
B3aUMOCBSI3b.

Tema 11. Yuugpuyuposanunvie cucmemol ooxymenmayuu. llonsarue
«yHU(ULMPOBaHHAs cHCcTEMa JOKyMEHTaluu». Pazpaborka yHupHUIMPO-
BaHHBIX CHUCTEM JIOKYMEHTAIIMH — HOBBIM dTam B YHU(HUKAIMA U CTaH-
JapTH3alMU TOKYyMEHTOB. XapaKTepUCTUKA YHU(HUIIMPOBAHHBIX CHUCTEM
JTOKyMEHTaIuu. ['ocymapcTBeHHBIE CTaHAAPTHl HAa YHUPUIIUPOBAHHEIC
cucteMbl. ONBIT MEXTyHapOAHOH CTaHIapTU3AMK T0OKyMeHTOB. [Ipoek-
TUPOBaHHE YHU(PHUIIMPOBAHHBIX (OPM JOKYMEHTOB. THUITOBBIE CHIETIHATH-
3upoBaHHBIE (OPMBI JOKYMEHTOB. OOIIepoccuiickue M OTpaciieBble
YHU(PUIUPOBAaHHBIE (POPMBI JOKYMEHTOB, YHU(UIUPOBAHHBIE (OPMBI
JOKYMEHTOB NpeanpusaTus. Anb0oMbl GopM yHUHUIIMPOBAHHBIX JIOKY-
MeHTOB. Tabenb GopM JOKYMEHTOB

Pazgen 7. Kommiek-
ChI JIOKYMGHTOB
(OK-11, IIK-3,
[1K-7)

Tema 18. Joxymenmusie pecypcoi. IloHATHE «IOKYMEHTHBIE pe-
Cypchb» M «MH(POPMAIMOHHBIE PECYPCHI», «KOMILIEKCH JOKYMEHTOBY.
Ornpenenenre NOHATUN B HOPMATUBHBIX M 3aKOHOJATENbHBIX JIOKYMEH-
Tax. PasHOOOpa3ue JOKyMEHTHPOBAHHBIX pecypcoB. ['ocymapcTBeHHBIC U
HEerocyJnapcTBeHHble MH(OpMalMOHHBIe pecypchl. Knaccubukanus wH-
(hopMaITMOHHBIX PECYPCOB TO PaA3IMYHBIM TpU3HAKaM (OCTYIMHOCTb,
MacIITaOHOCTh ).

Tema 19. Cnoowcnvle 0okymenmuvle kKomniekcol. KOMITIIEKCH J0-
KYMEHTOB YYpPEKICHUN, OpraHu3anui, npeanpusatuid. IlepconanbHbie
JTOKYMEHTHBIE pecypchl. OCHOBHBIE TOCYAapCTBEHHBIC HHGOPMAIMOH-
HbIe (IOKYMEHTHBIE) cucTeMbl: ApxuBHBIH (oHI Poccuiickoit @enepa-
nuu, O6mbmmoTteuHas cetb Poccuiickoit dDenepanuu, rocygapcTBEHHAsS
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CHUCTEMa CTATUCTHKHU M FOCYAAPCTBEHHAs CUCTEMa HAayYHO-TEXHUYECKOU
uHpopmanmu. [Ipumepsl 3apyOeKHBIX KOMIUIEKCOB IOKYMEHTOB

Tema 20. OcHnosHbie 6udvl dokymenmuou oesmenvrHocmu. Cta-
HOBJICHHE M Pa3BUTHE JOKYMEHTHOW NEATEIbHOCTH, MpodeccnoHammsa-
Ul IOKyMEHTHOH JesiTelbHOCTH. HanpaBiieHus: TOKYMEHTHOU JesITeb-

Pazpnen 8. . o

TokymeHTHas HOCTH Ha COBPEMEHHOM OJTare. BaxxkHelmue BUIbI TOKYMEHTHOM Jesi-
TCJIBHOCTU: ITPONU3BOACTBO, 06pa60TKa, XpaHEHHUEC, ITIOUCK U HCII0JIB30Ba-

IEeATEILHOCTD HHE TOKYMEHTOB

(OK-11, TTK-3) M :

Tema 21. Dxcnepmusza yennocmu o0okymenmos. IloHSATHE «lI€H-
HOCTh JIOKyMeHTa». CucTeMa MPUHIIMIIOB U KPUTEPHUEB OLEHKHU LIEHHO-
CTH IOKyMEHTOB. CHCTEMa SKCIIEPTHBIX OPTaHOB

5. Y4eOHo-MeTOAMYECKOEe M HH(POPMALMOHHOE o0ecneyeHre Y4eOHOH AMCHMIIHHbI

5.1. Ocnosnaa rumepamypa:

1. Kynses, H.H. lokymentoenenue / H.H. Kynsies, J[.H. Ypanos, A.I'. ®abpudHOB. —
Mockaa : Jloroc, 2011. — 356 c. — (HoBas yHuBepcuteTckas 6ubnuoreka). — Pexum nocryna: mo
noxamnucke. — URL: http://biblioclub.ru/index.php?page=book&id=84880.

2. TrwokaBuna, .A. JlokymenTtoBenenue : yued.-meroa. nocodue. Y. 1 / U. A. TrokaBuHa
; Komn pecrnyOnmkanckas akan. roc. cinyxkObl U ympasineHus . — CwikteiBKap : [OY BO
KPAI'CuY, 2018. - 117 c.

3. TrokaBuHa, M.A. JlokymeHnToBeneHue : yued.-meroa. mocodue. Y. 2 / U. A. TrokaBuHa
; Komu pecmybnukanckas akaj. Troc. cinyxObl u ympaBneHuss . — CeikteiBKap : ['OY BO
KPAI'CnY, 2019. — 155 c.

5.2. /lononnumenvnas numepamypa:

1. Muruna, O.JI. lokymentoBenenue u apxuBoBeaenue / O.JI. Jluruna ; aBt.-coct. O.I.
VYcanoBa, A.B. JlymuukoBa, A.I'. Aznarynoa, M.B. Mortopnas u ap. — Yensounck : YI'AKH,
2015. — 116 c. : nil. —  Pexum JOCTYyTIa: o MOJTHCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=491902.

2. Kynses, H.H. JlokxymenToBenenue : yueOnuk as By3oB / H. H. Kynses, JI. H. Ypa-
708, A. I'. ®abpuunos ; mox pen. H.H. Kynsesa. - M. : Jloroc, 2008. - 352 c.

3. Cronspos, F0.H. Hokymenrtonorus / FO.H. CronspoB ; MUHHCTEPCTBO KYJIbTYpPbI
Poccuiickoit deneparun, DenepanbHOe ToCyIapCTBEHHOE 00pa30BaTeIbHOE YUPEKICHUE BBIC-
nrero npodeccuoHaIbHOro oOpazoBanus «OpIOBCKUN TOCYIAPCTBEHHBI HHCTUTYT UCKYCCTB U
KynbTypb». — Open : T'opusont, 2013. — 370 c. : nn. — Pexum gocTymna: mo MOANUCKE. —
URL: http://biblioclub.ru/index.php?page=book&id=276208.

5.3. Dnekmponno-oudauomeunan cucmema:

1. DnexTpoHHO-OMOMMOTEYHAsT cucTeMa «YHUBEPCUTETCKass OHOIMOTeKa OHIIalH»
(www.biblioclub.ru).

2. HanmonanbHast snektponHast oudaunoreka (https:/mH36.pb).

5.4. Ilpogheccuonanvuvie 6azvl OAHHBIX, UHPOPMAUUOHHO-CRPABOUHBIE U NOUCKOBbLE
cucmemul:

1. CopaBouHno-npaBoBas cucteMa «l'apanT».
2. CrnpaBouno-nipaBoBas cucrteMa «Koncynbrant [Imrocy.
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3. DNeKTpoHHO-OMONMOTeYHast CcHCTeMa «YHHBEpPCUTETCKass OuOiIMoTeKa OHJIAMH»
(www.biblioclub.ru).

4. Hayunas anekTpoHHas oubnuoreka (www.e-library.ru).

5. HanmonanpHast snekrponHas oudaunoreka (https:/m36.pb).

5.5. Pecypcol ungpopmayuonno-ookymenmayuonnou cemu «Mnmepunemy

1. Caiit Beepoccuiickoro HayuyHO-HCCIEA0BAaTENbCKOTO HUHCTUTYTa JOKYMEHTOBEICHUS U
apxusHoro jaena (http://www.vniidad.ru).

2. Poccuiickas HayyHas JIEKTPOHHAS 6ubnuorexa «Kubepnenunka

(https://cyberleninka.ru).

5.6. Hopmamuenuvie npasogoie akmoi:

1. TOCT P 7.0.8-2013. Cucrema cranaapToB 1mo nHMpoOpManuu, OMOINOTCYHOMY H U3]1a-
TEJIbCKOMY Jieily. J{enonpou3BoACTBO U apXxUBHOE /1e10. Tepmunsl u onpeaenenus. — M.: U3-Bo
Poccanpapra, 2014.

2.TOCT P 7.0.97-2016. Cuctema ctanaapToB no nuHdopmanuu, OUOIMOTEUYHOMY U U3/1a-
TenbCKOMY neimy. OpraHu3anuoHHO-pACIIOPSIIUTENbHAS JOKyMeHTalusa. TpeboBanus K ohopm-
JeHuIo 10KyMeHTOB. — M.: Ctangaptundopm, 2018.

3. TOCT P UCO 15489-1-2007 Ympasienue nokymeHtamu. O0mme TpeboBaHus. — M.:
N3-Bo ctanpaptos, 2007.

4. TOCT 6.10.1-88. YHuduuuposanusie cuctembl nokymeHtauuu (YCJl). OcHoBHbIE
nosnoxxenus. — M.: 3-Bo ctanpapros, 1988.

5. 'OCT 6.10.5-87. YuuduuupoBaHHble CUCTEMBI JOKyMeHTaluu. TpeboBaHus K mo-
cTpoeHuto popmyspa-odpasua. — M.: M3-Bo crangaptos, 1987.

6. TOCT 7.60-90. U3nanusi. OcHoBHBIE BUABL. TepMHHBI U omnpeneneHus. — M.: 13-Bo
cTa”znapTos, 1990.

7. TP 50-733-93. OcHOBHBIC MOJIOXEHUS ENUHOW crcTeMbl Kitaccu(DUKAIMN H KOJIUPO-
BaHUS TEXHUKO-3KOHOMHUUYECKOM M COLMANbHOM MHPOPMALMU U YHU(PUIMPOBAHHBIX CUCTEM JI0-
KymeHTauuu Poccuiickoit @enepanuu

8. O06 00s13aTeNbPHOM SK3eMIUIIpe JOKYMEHTA: (eaepalibHbli 3aKkoH OoT 29.12.1994 Ne 77-
@3

9. O6 apxuBHOM jnene B Poccuiickoit @enepanuu: denepanphblii 3akon ot 22.10.2004
Ne 125-03

10. O6 undopmaru, HHGOPMAITMOHHBIX TEXHOJOTHUAX M O 3amuTe nHpopmauuu: dese-
panbHbIi 3ak0H oT 27.07.2006 Ne149-D3.

6. CpencrBa odecrnieueHHsi OCBOCHHS Y4eOHOH HMCIUTIINHBI

B yuebHOM mporecce mpu peanuzalnud y4eOHON TUCHUIUIMHBI «J{OKyMeHTOBeIeHUE»
UCTIOJIB3YIOTCSI CIEAYIOIIUE PECYPCHIL:

Hngpopmayuonnvie mexuono- | Ilepeuenv npozpammnozo obecneuenus u uHGOpMayuoOHHbIX

2uu CRPABOUHBIX CUCHEM
Oduchbrit maket asst padotsl ¢ | Microsoft Office Professional
JIOKYMEHTaMHU LibreOffice

HNudopmannonHo-crpaBounsie | CipaBouHo-nipaBoBas cuctema "Koncymnprant [Imoc"

CHUCTEMBI CnpaBouHo-nipaBoBas cucrema "['apant”

DIIeKTPOHHO-OUOIMOTEUHBIE OBC «YHuBepcuTeTckas OMOIMOTEKa OHIIAWHY

CHCTEMBI Hayu4nas snexktponnas oudianorexa (Www.e-library.ru)

Hanmonanwsnas snexrponnas oubauoreka (https://H36.pd)
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DneKTpoHHas 1ouTa DneKkTpoHHas 1mo4Ta B jomeHe Krags.ru

CpenctBa s opranusanuu | CepBUCHI BeO- U BUICOKOH(EPEHIICBS3H, B TOM YHUCIIC
BeOuHapoB, TenemoctoB U | BigBlueButton

KOH(pepeHImit

ConpoBokJIeHHE OCBOCHHUS JUCLUUIUIMHBI 00YYarOIIUMCS BO3MOXKHO C HCIOJB30BaHUEM
3JIEKTPOHHOM MH(pOpMaImoHHO-00pa3oBaTenbHOU cpeasl [OY BO KPAI'CuY, B ToM uncie 06-
pasoBarenbHOrO Moprana Ha ocHoBe Moodle (https://moodle.krags.ru).

7. MaTepunajbHO-TeXHHYeCKOe o0ecrieyeHue
OCBOCHHS y4eOHOM AN CUMIINHBI

[Tpu nmpoBeneHUU y4eOHBIX 3aHATUN 1O AUCHUILUINHE «J[OKYMEHTOBEIECHHEY» 3aeHCTBO-
BaHa MaTepUaIbHO-TEXHUYECKas 0a3a, B COCTaB KOTOPOW BXOJAT CICIYIOIIUE CPEICTBA U PECYP-
CBI Il OPTaHU3aIUH CAMOCTOSITEIIbHON M COBMECTHOM pabOThI 00YYAIONIUXCs C TpenojiaBare-
JeM:

— CIIeIUATBbHBIC MOMEIICHUS /IS pPeaM3alliK JAaHHON TUCHUIUIMHBI TIPEICTABISIOT CO-
0ol y4eOHbIC ayTUTOPUH IS TIPOBEACHHMSI 3aHATHH JICKIIMOHHOTO THIIA, 3aHATHH CEMHHAPCKOTO
THIIA, KYPCOBOI'O MPOCKTUPOBAHUS (BBIMOJHEHHS KYPCOBBIX pabOT), FPYIIOBBIX W WHIWBUIY-
QITBHBIX KOHCYJBTAIMH, TEKYIIEro KOHTPOJIS U MPOMEKYTOYHON aTTECTAIluH, a TAKXKE TTOMEIIe-
HUS JUII CAMOCTOSITEIIbHON PabOThl M MMOMEIICHUS [Tl XPAaHCHUST U MPO(PUIAKTHUECKOTO 00CITy-
JKUBaHUsl yueOHoro obopynoBanus. CrenuanbHble OMEIICHUS YKOMIUIEKTOBAHbI CHEIHaTn3H-
POBaHHON MEOENbI0 U TEXHUYECKUMU CPEJCTBAMHU OOyUYEHHS, CIY>KAIIUMH IS TPeCTaBICHUS
yueOHoI nH(popMauu OOIBIION ayAUTOPUH.

Jl1is mpoBefeHUs 3aHATUN JIEKIIMOHHOTO THIIA MpeAsiararoTcsi Habopsl IEMOHCTPAIIMOH-
HOTo 00OpYIOBaHUS M Y4eOHO-HATJSIIHBIX TOCOOMH, oOecrieuynBaroIue TeMaTHIECKUe HILTIO-
CTpallnu;

— TIOMEIIEHUE JJII CaMOCTOSITENbHON PabOThl 00YUYaIOIIUXCSl OCHAIIEHO KOMITBIOTEPHOU

TEXHUKOW C BO3MOXKHOCTBIO MOAKIIOUCHUS K ceTh «VHTepHeT» M oOecredyeHrueM JoCTyrna B

SJICKTPOHHYTO I/IH(I)OpMaLII/IOHHO'06pa3OBaTeJ'IBHy'IO cpeay OpraHn3anunu,
— KOMIIBFOTEPHBIC KJIACChI, OCHAIIICHHBIC COBPEMCHHLIMU IIEPCOHAJIBHBIMHU KOMIIBIOTECpAMU,

paboTarommMu O] yIpaBIeHUEM ONepalnoHHbIX cucteM Microsoft Windows, o0beaHEHHBI-
MU B JIOKQJIBHYIO CETh U IMCIOIIMMH BBIXO/ B IHTEpHET;

— Oubnmoreka  AKaJeMuHu, KHIDKHbIM  (GOHA  KOTOPOH  COAEpPKHUT  Hay4yHO-
HCCIICIOBATEILCKYIO JIUTEPATyPy, HAydHBIC KYPHAIBI U TPYABl HAYYHBIX KOH(PEPEHIINH, a TaKkKe
YHTAJIFHBIN 3411

— cepBepHOE 000pyI0BaHUE, BKIIIOYAIOIIEE, B TOM YHCIIe, HECKOJIBLKO cepBepoB cepun IBM
System X, a Takxe BUPTyaJIbHBIE CepBEpa, pabOTAIOIIUE MO YIIPABICHUEM OTEPAIMOHHBIX CHU-
crem Calculate Linux, BkmtouenHoi B Peectp Poccuiickoro I10, u Microsoft Windows Server u
CITYKaIllUMU TSI pa3MEIleHUs] Pa3TUYHBIX CEPBHUCOB U CIYKO, B TOM YHCIE Ui OOecTieueHus
paboter CYBJI MySQL u MS SQL Server;

— CETeBOE KOMMYTAIIMOHHOE 000pyIoBaHWE, oOecreynBaroliee padoTy JIOKAIbHOW CETH,
MpeaocTaBlIeHne T0CTyna K ceTu Internet ¢ obmiel ckopocThio moakatoueHus 10 MouTt/cek, a
Takke padoty 6ecipoBogHOTO cerMeHTa cetn Wi-Fi B moMemenusx AkajieMuu;

— UHTEPaKTUBHBIC HHPOPMAIMOHHBIE KHOCKH «HDO»;

— IpoTpaMMHBIE U armapaTHbIE CPECTBA IS MPOBEACHUS BUICOKOH(EPEHIICBS3H.

12




Kpome Ttoro, B oOpa3oBaTellbHOM Mpolecce OO0YYAIOIIMMHUCS MIMPOKO HCHOJIB3YIOTCS
CJICAYIOIINE AIIEKTPOHHBIE PECYPCHI:

— cucrema Internet (ckopocTh moakiIrOUeHUst — 5 MOUT/CeK);

— cait www.krags.ru;

— OecrpoBonHas cetb Wi-Fi (B OTKpBITOM JOCTYTIE).

KonkperHsie momenieHus i opraHu3aluud o0ydeHus Mo AUCHUILINHE «/{okymeHToBe-
neHue» mpenctarieHbl B CopaBke 0 MaTepuabHO-TEXHUYECKOM O0ecreueHUH 00pa3oBaTeilb-
HOH mporpamMMsbl 110 HanpapieHuio moaroroBku 46.03.02 JlokyMeHTOBeIeHUE B apXHUBOBEICHUE,
c(hOpMUPOBAHHON B COOTBETCTBUU C pAacCHUCaHHEM Y4YeOHBIX 3aHSITHHA U MPOMEKYTOUHOI arTe-
cranuu u nacrnopramu kabuneros 'OY BO KPAI'CuV.
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