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1. TTACIIOPT PABOYEN NPOI'PAMMBI YYEBHOM JUCITATIINHBI

1.1. ObaacTs npuMeHeHus1 pado4eil MIPOrpaMMbl

Pabouas nmporpamma yuebnoil nuctumianasl OITL.06 JfokymeHTanmoHHOE obecrieueHue
YIpaBJIEHUS SBISETCA YacTbiO MPOTrPaMMbl IMOATOTOBKM CHELMAIMCTOB CPEJAHEro 3BEHA B
cootBercTBUU ¢ I'OC CIIO ¢ yuerom ITOOII CIIO no cnenunansHocty 38.02.01. DxoHOMUKA 1
OyXxranTepckuii yder (1o oTpacisaMm).

[Ipu  peanuzamuu  pabGoueit  mporpamMmbel  yyeOHoW  mucuurumnael  OIIL[.06
JIOKyMEeHTallMOHHOE OOECleYeHHe YINpaBJI€HUs] MOTYT OBITh HCIOJIB30BaHbl PA3JINYHbIE
0o0pa3oBaTe/bHbIE TEXHOJIOTMH, B TOM YHCIIE JIEMEHTHl AMCTAaHIMOHHBIX 00pa3oBaTENIbHbIX
TEXHOJIOTUH, JIEKTPOHHOTO O0YUYEHHSI.

1.2. Mecro y4eOHOH AUCHUIVIMHBI B CTPYKType NPOrpaMMbl IOATOTOBKH
CIEIHAJINCTOB CPeHEro 3BeHa (1ajiee 00pa3oBaTeIbHOM MPOrpaMMbl): yueOHas TUCIUIUIMHA
BXOJIUT B 001Ienpo(eCcCHOHATBHBIN YUeOHBIN UK U SIBISIETCS 003aTEIHFHOM JIJIST U3YUCHUSI.

1.3. Lesan u 3axaun y4eOHOM AUCHMIIMHBI — TPeOOBaHNS K pe3yJbTaTaM OCBOCHUS
y4eOHOM TUCUMILINHBI

B pesynprare OCBOEHHMS AMCUUIUIMHBI OOydaroUMiics OOJDKEH OCBOUTH OO0IIME U
npoQeCcCHOHATBHBIC KOMIETEHIIUU:

1.3.1. TlepedeHb 00IIUX KOMIIETEHIIH I

Kon HanMeHoBaHHE 00IIUX KOMIIETEHITHHA
OK 01 BriGupaTts cmocoObl pemieHust 3aaad MpodecCHOHATBHON NeSTeTbHOCTH
IMPUMCHUTCIIbHO K PA3JIMYHBIM KOHTCKCTAM
OK 02 Hcnonb30BaTh COBpEMEHHBIE CPEACTBA MMOUCKA, aHAJIW3a U UHTEPIIPETALINHI

nHpopmanuy, U UHHOPMAIMOHHBIE TEXHOJOTHH ISl BHITIOTHEHHS 3a/1a4
poheCCHOHATILHOM JISATEIbHOCTH

OK 03 [InanupoBaTh W peaqu30BBIBaTH COOCTBEHHOE MNpPO(EeCCHOHAIBHOE U
JUYHOCTHOE  pa3BUTHE, TPEANPHHUMATEIBCKYIO  ICATEIBHOCTh B
npodeccnoHanbHOM cdepe, HCMOIB30BaTh 3HAHUS 10 (PUHAHCOBOM
I'PaMOTHOCTH B Pa3IMYHbBIX KHU3HCHHBIX CHTYaIHsIX

OK 04 D dexTuBHO B3aUMOICHCTBOBATH U Pa0OTATh B KOJUIEKTHBE U KOMaH/IE

OK 05 OcymecTBISITh ~ YCTHYHO M NUCBMEHHYIO  KOMMYHHKALMIO  Ha
rocyJapcTBEeHHOM si3bike Poccuiickoit @eneparuu ¢ yuetoMm ocobeHHOCTeiH
COLIMAJILHOTO U KYJIBTYPHOIO KOHTEKCTA,;

OK 09 [Tonp30BaTbes podecCHOHATBLHON TOKYMEHTAIMEH Ha TOCYJapCTBEHHOM
Y UHOCTPAHHOM SI3BIKaX

1.3.2. Tlepedenb nmpoeccOHAIBHBIX KOMIETEH NI

Kon HaumeHoBaHue npogecCHOHAIbHBIX KOMIIETEHIM I
K 2.2 BeimonHATe DNOpy4YeHHS pPYKOBOACTBA B  COCTaB€ KOMMCCHUHU IO
MHBEHTApHU3allui aKTHBOB B MECTaX UX XPaHEHMSI,;




I[IK 2.3. IlpoBoauTh MNOATOTOBKY K HWHBEHTapU3alMd U IPOBEPKY
JEMCTBUTEIIBHOTO COOTBETCTBUS (PAKTHUECKUX IAHHBIX MHBEHTapU3aLUU
JTAaHHBIM y4eTa;

I1IK 2.6

OcymiecTBisITE cO0p HHGOPMAIMH O AEATEILHOCTH 00bEKTa BHYTPEHHETO
KOHTPOJIS 110 BBIIIOJIHEHUIO TPeOOBAaHMH MTPABOBOM M HOPMATUBHON 0a3bl U
BHYTPEHHUX PETJIaMEeHTOB;

K 2.7

BbINOJIHATE KOHTPOJIBHBIE IPOLIEYPHL, U X JOKYMEHTUPOBAHNUE, FTOTOBUTH
U opopMIIATH 3aBepIIAOLIMe MaTepuanbl MO pe3yibTaTaM BHYTPEHHETO
KOHTPOJISL.

I1K 4.7

[TpoBOAUTH MOHUTOPHUHI YCTPAHEHHS] MEHEPKMEHTOM BBISIBIECHHBIX
HapyLIEHUH, HEJOCTATKOB M PUCKOB.

1.3.3. B pe3yjbTaTe 0CBOCHUS TUCHMILIUHBI 00yYAKOIIMIACH 10JI/KEH:

YMmerh

—  OCYIIECTBJIATH IOMCK, aHaJIW3 W HCIOJIb30BAHUE HOPMATHUBHO-
IIPABOBBIX JOKYMEHTOB B IIpUMEHEHUH K 3agadaMm JI0Y;

—  COCTaBJIATH U OPOPMIIATH YNPABIECHUYECKYIO U IPOPECCHOHATBHYIO
JOKYMEHTAlLlMI0O B COOTBETCTBHUE C HOPMAaTMBHOI 0a30il; MCIIOJIB30BaTh
yHH(PULIIPOBAaHHBIE (POPMBI TOKYMEHTOB;

—  OCYILECTBIIATH JEJIOBYIO IEPENHUCKY U OIEPKUBATH SJIEKTPOHHBIE
KOMMYHUKAIIH;

—  IPUMEHATH CPEACTBA HH(OPMALIMOHHBIX TEXHOJIOT UM [T CO3JaHUs
1 0(hOpMIIEHUS TOKYMEHTOB;

— pa3buparbCsi B CHCTEME BHYTPEHHErOo JOKyMEHTOOOOpOTa
OpraHM3alH; OCYIIECTBIATh XPaHEHUE U TIOUCK TOKYMEHTOB;

— pa3buparbcs B HOMEHKIIATYpE NI

— HUCHOJB30BaTh COBPEMEHHOE MpOrpaMMHOE oOOeclieyeHue B
JIEKTPOHHOM JOKYMEHTO000pOTE;

— IpOBEPATh HAINYHME B MPOM3BOJIBHBIX MEPBUUHBIX OyXIaaTepCKUX
JIOKYMEHTax 00s3aTeIbHbIX PEKBH3UTOB;

— COCTaBJISITb AaKThl M CIPABKM IO pE3yJbTaTaM BHYTPEHHETO
KOHTPOJIS;

— (opMupoBaTh IMPOEKThl NPUKA30B U  PACHOPSKEHUH IO
IIPOBEJCHUIO BHYTPEHHETO KOHTPOJIS.

3HaTh

— COJACpXKaHUE AKTYyaJIbHOW HOPMATHUBHO-IIPABOBOM JOKYyMEHTAlUU;
OCHOBHBIC TIOHATHS JOKYMEHTAllMOHHOIO OOECleYeHHs YIpaBJICHUS;
KJaccu(uKalus ynpaBjieHUYeCKIX JOKYMEHTOB;

— IpaBWJa  COCTaBI€HHA U  O(OPMIIEHUS  YIPABICHUYECKUX
JIOKYMEHTOB U BEJICHUS JEI0BOU MEPENHCKHY;

—  COCTaB JOKYMEHTOB CIIEIIUAIBHBIX CHCTEM JOKYMEHTAlUH; TPaBUIIA
OpraHu3aIliH BCEX ITAIOB pabOThI C TOKYMEHTAMU;

— mpuwioxkeHus mnporpammbl  Windows,  HCHOJb3yemble IS
peanuzauuu 3aga4 10V

— coBpeMeHHble HH(pOopManuoHHbIe TexHonoruu JIOY monsTHE
NEPBUYHOMN OyXTranTepcKol JOKyMEHTAIUH;

— (opMbl NEpBUYHBIX OyXTaJTEPCKUX JOKYMEHTOB, COJEpXKalluX
00s13aTeNIbHbIE PEKBU3UTHI IEPBUYHOTO YUYETHOTO IOKYMEHTA;

— TpaBWJa M CPOKM XpaHEHHsS TMEPBUYHOM OyXranTepcKoi
JOKYMEHTAllUH;

npoleaypa COCTaBJIEHUS aKTa II0 pe3ysbTaTaM WHBEHTApU3alluy,
IIPOEKTOB IIPUKA30B M0 NPOBEACHUIO KOHTPOJBHBIX IPOLEAYD.







2. CTPYKTYPA U COJIEP)KAHUE YUYEBHOM U CIHUILIMHBI

2.1. O0beM yueOHOI JMCUMIIIMHBI M BUABI Y4eOHOH padoThI

Buabi yueOHoii padoThI Oo0bem
4yacos

O0bem o0pa3oBaTe/IbHOM NMPOrpaMMbl (BCero) 32
O0bem padoThl 00y4aOIINXCH BO B3aUMO/AEHCTBHH C NpenogaBartesiemM 30
(Bcero)
B TOM HUCIJIC:
TEOpPETHUECKOE 00yUueHre 12
MPAKTUYECKUE 3aHATUS 18
CamocTrosiTesibHasi padoTa o0y4aruierocs (Bcero), B TOM 4UCJe: MOArTOTOBKA K -
MPAKTUYECKUM 3aHATHIM, paboTa HaJl MaTepruaioM Y4eOHUKOB, KOHCIIEKTOM
JIEKUWH, BBIMOJHEHNE UHANBUIYAIbHBIX 3a/JaHUI
[TpomexxyTounas arrecramus B hopme auddepeHIIuPOBAHHOIO 3a4eTa 2




2.2. TemaTuyeckuil mJjiaH u coaepxanue yueoHoi qnucuunannubl OII.06 [lokyMeHTannoHHOe 0o0ecniedyeHUe ynpaBJieHUs

HaunmenoBanue pa3aeios u Coaepsxanue yueOHOro Mmarepuasia 1 GopMbl OpraHu3anuu Oo0bem Koabl komnereHnui
TeM AeATeTbHOCTH 00yYAKIIMXCH 4acoB (popmMupoBaHHIO KOTOPBIX
CIOCOOCTBYET 3J1eMEeHT NPOrpaMmMbl
1 2 3 4

Paznei 1. /lokymMeHTHPOBaHME YIIPABJEHY€CKOM 1eITeJIbHOCTH 20
Tema 1.1. Coaepixkanue yueOHOro MaTepuaa OK 01.-OK 05., OK 09.,
Beenenne. JlokymMeHT W | | 3HayeHMe W COJAEpKAHME AUCHMUIUIMHBL «JIOKYMEHTALMOHHOE IIK 2.2
CUCTEMA TOKYMEHTALIUM obecrieueHrue ympaBieHUs». [IOHATHE TEPMHHOB «IOKYMEHTY, )

«JIOKYMEHTHPOBAHHUE, «JIOKyMEHTALIHUOHHOE obecrieueHue

yOpaBieHUus». YHUPHUKAIUS U CTaHJAPTHU3ALMH YIPaBICHYECKUX

JIOKYMEHTOB.
Tema 1.2. Copep:xxanue y4e0HOIro MaTepuasa OK 01.-OK 05., OK 09.,
Opranu3anmuoHHo- 1.Opranu3aliioHHble  JOKYMEHTBI —  yCTaB, JOJDKHOCTHAas IIK 2.2
pacnopsiiuTe/bHbIE MHCTPYKLHS, MToJI0keHue. PacropsautenbHble JOKYMEHTHI — IPUKa3,
AOKYMEHTBI pacnopspKeHHe, yKa3aHue, IOCTaHOBJIEHHUE, PEIIEHUE, HHCTPYKLHNS, 2

MIPOTOKOJ.

2.CnpaBo4YHO-MH(DOPMAITMOHHBIE JOKYMEHTHI: CIIy>KeOHas 3alucKa,

00BsICHUTENIbHAS 3aMKCKA, aKT, CIPaBKa, CIyKeOHbIE MIChMa

B Tom unciie, IPAKTHYECKUX 3aHATHH

IIpakTnyeckue 3aHATHS )

1.0dbopmienne MOKYMEHTOB C TOMOIIbIO mporpamMmbl Microsoft

Word. Coznanue mabiioHa JOKyMEHTA.
Tema 1.3. Copep:xxanue y4e0HOIro MaTepuasa OK 01.-OK 05., OK 09.,
Jene:xnbie M (pUHAHCOBO- | 1.OCOOCHHOCTH COCTaBICHUS W OQOPMIICHUS JCHEXHBIX U IIK 2.6
pacyeTHbIe JOKYMEHTBI. (UHAHCOBO-PACYETHBIX JOKYMEHTOB.
Kanposas nokymeHnranust 2.JIOKyMEHTHPOBaHUE TPYAOBBIX IpaBooTHoUIeHHH. CocTaB H 2

0COOEHHOCTH O0(hOpMIIEHUS TOKYMEHTOB IO INYHOMY COCTAaBY.
3. KommnekroBanne nu4HOro pena. ABroOuorpadusi. Pesrome.
3asBaeHue o npueMe Ha paboty. [Ipukaspl Mo TMYHOMY COCTaBY.

B Tom unciie, IPAKTHYECKUX 3aHATHH




IIpakTH4eckue 3aHATHA
1.OdopmieHre mIaTeXKHBIX JOKYMEHTOB

2.0¢opmiieHne TPUKA30B MO JIMYHOMY COCTaBy, CIIPaBOK, 6

JIOKJIQTHOM U CTy>KeOHOM 3aIMCKH, aKTa.

3.0dopmiieHre Tpya0BOro JOTOBOPA, IMPUKa3a O MprueMe Ha paboTy,

oopMIIeHHE TPYAOBON KHUKKH.
Tema 1.4. Coaepxkanue yueOHOro MaTepuaa OK 01.-OK 05., OK 09.,
JloroBopHO-NpaBoBast 1.IToHsATHS TOTOBOpPA. BHIBI TOrOBOPOB. 5 1K 2.2, TIK 2.3., IIK 2.6, IIK 2.7, IIK 4.7
AOKYMEHTaIUs 2.IlpaBuna odopMieHUs MPETEH3UOHHBIX mHUcCeM. DopMyIsip

MCKOBOTO 3as1BJICHUS, TPEOOBaHMSI K €r0 0(hOPMIICHUIO

B Tom unciie, IPAKTHYECKUX 3aHATHH

IIpakTnyeckue 3aHATHS 4

1. OdopmieHne 10roBopa KyImiaIu-MpoaaKu

2. CocraByienne u 0hopMIICHIE MPETCH3NOHHBIX TTHCEM.
Pa3znen 2. Opranusanus padoThl ¢ JOKYMEHTAMHU 10
Tema 2.1. Conepxanue y4eOHOro MaTepuasa OK 01.-OK 05., OK 09.,
Honsitue 1.CoctaB m yduer oObeMa JOKYMEHTOOOOpPOTA MPEANMPHUATHIA. K 2.2, 11K 2.3, TIK 2.6, IK 2.7, 11K 4.7
JIOKyMEHT0000pOTa, Opranuzanus pabOThl C BXOMSIICH, UCXOISIICH W BHYTPEHHEH 1
perucrpanus 10KyMeHTOB JMOKyMeHTared. ba3sl JaHHBIX 71 XpaHEHHS JOKyMEHTOB. PaboTa

¢ 3anpocamu. PaboTa ¢ 3IeKTPOHHBIMU IOKYMEHTAMH.
Tema 2.2. Conepxanue y4eOHOro MaTepuaJia OK 01.-OK 05., OK 09.,
Undopmaumonnbie 1.Mcnonb30BaHne  MPOTPAMMHOIO  OOECTICYEHUs I PEIIeHHs 1 HK 2.2, 1K 2.3., TIK 2.6, IIK 2.7, IIK 4.7
TEXHOJIOTUH B npodecCuOoHANIBHBIX 3aau
AeJIONPON3BOACTBE B ToM ymciie, NpaKTHYECKUX 3aHATHI

IIpakTnyeckue 3aHATHS

1.0dbopmieHne MOKYMEHTOB C TOMOIIBbIO mporpamMMmbl Microsoft 4

Word. Pabota ¢ anekTpoHHBIMU TOKyMeHTaMH. PaboTa ¢ 3ampocamu.

2.0teuecTBeHHbIE pa3paboTku nporpamm apromaruzauuu JOY u

ApXUBHOTO JiefIa.
Tema 2.3 Coaepxkanue yueOHOro MaTepuaa OK 01.-OK 05., OK 09.,




Opranun3anus l.Homenknarypa nen. nauBunyanbHble, CBOAHBIC, TPUMEPHBIE U 2 1K 2.2, 11K 2.3., [IK 2.6, 11K 2.7, [IK 4.7
ONEePATHBHOIO M APXUBHOIO | TUITOBBIE HOMEHKJIATYPHI fell. [IoAroTOBKa U OPSIIOK Mepeadu e
XpaHeHHs TOKYMEHTOB B apXMB. 3aKOHOJIATEIIbHBIE AKTHl U HOPMATUBHO-METOJUUECKUE
JIOKYMEHTBHI 110 apXUBHOMY XPaHEHHIO JIOKYMEHTOB.
B Tom unciie, IPAKTHYECKUX 3aHATHH
IIpakTHYeckune 3aHATHA 2
1.CocraBnenue u 0opMIIeHHE HOMEHKIIATYPBI JIe
JAnddepeHninpoBaHHbINi 3a4eT 2
Bcero: 32
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3. YCJIOBUS PEAJIM3ALIMU TIPOTPAMMBI YYEFHOU JUCIHUATLTAHBI

3.1. TpeGoBaHUsA K MUHMMAJIBLHOMY MAaTEPUAJIbHO-TEXHUYECKOMY O0ecne4eHH 0

Peanuzanuss  mporpammbl  y4eOHOM — JUCHMIUIMHBL — TpPEANONiaraeT  Haluyue  KaOuHeTa

JAOKYMCHTAITUOHHOT'O obecrieueHust YHOpaBJICHUA.

O6opynoBanue yueOHOTO KaOMHETA: MOCaJ0YHbIe MECTa 10 KOJIMYECTBY OOydarommxcs, pabouee
MECTO IMpEerojaBaTelis, 0CKa, CTEHIbl, MUAAKTUYECKHH MaTepHuaj, TEeXHHYECKHE CpEeICTBa OOyUeHUS:
KOMIIBIOTEPBI, MYJIbTUMENUIHOE O00OpyNOBaHUE, TMPUHTEP, a TaKKe KOMIIBIOTEpHAas TEXHUKa C
BO3MOKHOCTBIO  TOAKIIOUEHUS K HH(POPMAIMOHHO-TEIICKOMMYHHUKAIMOHHOW cetn "WuTepHer" wu
o0ecrieyeHHEM JOCTyNla B 3JIEKTPOHHYIO HH(OPMAIIMOHHO-00pa30BaTEeNbHYIO Cpeay 0Opa3oBaTeNbHON
OpraHu3aIuy.

[Ipu peanuzammm paboueit nmporpammbl ydebnou OIIL.06 JlokymeHTanMoHHOE oOecreueHne
yIpaBJICHUST MOXKET OBITh MCIOJb30BaHO MporpamMmMHoe obecrieuenrne Big Blue Button (BBB), Moodle, -
JTUCK, ZOOm U Ap.

3.2. UndopmannonHoe oOecnevyenne oOy4deHusi. IlepedyeHbp pexkoMeHAyeMBbIX Y4YeOHBIX
usnanuii, UuTepHer-pecypcoB, 10NOJHUTEIBLHOM JUTEPATYPhI.

OcHoBHas1 JiMTEparypa:

1. JlokymeHTanmonHoe obecrnieueHue ympasieHus. CocTtaBieHue u O(QOPMIICHHE EIOBBIX
TOKyMeHTOB: yuebHoe mocobue mns CIIO / cocraButenu E. U. bammakoBa. — CaparoB, Mocksa:
[IpodoOpazoBanue, Aii Ilu Ap Meaua, 2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497- 0964-6.
— Texcr: snextponnsni // Iudposoit obOpazoBarenvHblii pecypc IPR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/103343.html — Pexxum nocryna: mist apropusup. [lonbp3oBareneii.

2. Kopnees, U. K. JlokymeHTanmonHoe o0ecriedeHre yupaBieHus: y4eOHUK U IPAKTUKYM IS
cpennero mpodeccuonansHoro odpazoanusi / U. K. Koprees, A. B. Ilmenko, B. A. Mamypues. — 2-¢
u3a., mepepadb. m mon. — MockBa: M3partensctBo FOpaiit, 2022. — 384 c¢. — (IIpodeccronanbaoe
obpazoBanue). — ISBN 978-5-534-05022-6. — Texkcr: snextponHsbiid / ObpazoBarenbHas miaTdopma
IOpaiirt [caiiT]. — URL: https://urait.ru/bcode/492541

JlonoJHUTeIbHAA JIUTepaTypa:

1. Kysnenos, . H. JlenonpousBoacTBo: yueoHO-cripaBouHOe ocobue / V. H. Ky3neros.

— 8-¢ w3a. — Mocksa: JlamkoB u K, 2019. — 406 ¢. — ISBN 978-5-394-03393-3. — TekcT:
anekTpoHHb  //  LludpoBoit  obpazoBatenmbHbi  pecypc PR SMART: [caiit]. — URL:
https://www.iprbookshop.ru/85215.html — Pexxum nocryna: ans aBropusup. [lonb3oBaTeneii.

2. IOnycoBa, A. H. IIpaBoBbsie 0CHOBBI MPOheCCHOHATBHOM NEATEILHOCTH: yaeOHOe mocooue
st CITIO / A. H. FOnycoBa. — Caparos: [Ipodo6pazosanue, 2021. — 95 c. — ISBN 978- 5-4488-1361-0. —
Texct: osnextponnsiii // Lludposoii oOpazoBatensHblii pecypc IPR SMART: [caiit]. — URL:

https://www.iprbookshop.ru/120566.html — Pexwum goctyna: st aBTOpu3up. NOIb30BaTENEH
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3. I'OCT P 7.0.97-2016 "Cucrema craHzapToB 1o HHQOpPMaLuu, OHUOIMOTECUHOMY H
n3narensckomy aemy. OPJl. TpeboBanus k opopMICHHIO JOKYMEHTORB" .

4. I'OCT P.7.08-2013 «CHUBUJ/. J[lenonpou3BOACTBO M apXUBHOE [€JI0. TepMHHBI U
OIIPENICIIEHUS.

5. [IpumepHass MHCTPYKIMS IO JEJIONPOU3BOJACTBY B TI'OCYAApCTBEHHBIX OpraHM3alUaX
(yrBepxkaeHa mpukazoM PocapxuBa ot 11.04.2018 Ned4),

6. CnpaBouno-nipaBoBasi cucrema «Koucynprant Ilmtoc» [Onexktponubsii pecypc]. URL:
http://www.consultant.ru

7. CnpaBouHo-nipaBoBass ~ cuctema  «l'apant»  [OnexktponHbiii  pecypc].  URL:
http://www.garant.ru

8. JHeno-Ben: Bce o nenonpousBoctse [DnekTporHsbiid pecype]. URL: http://delo-ved.ru
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3.3. Meroanuyeckoe oOecnmeyeHne 00pa30BaTeIbHOrO Mponecca A 00y4eHHus:
HHBAJIM/IOB U JIMI[ ¢ OTPAHMYEHHBIMH BO3MOKHOCTSIMH 3/10POBbS

VYcnoBus opraHuzaldyd U coJep)KaHUE OOydYeHUss W KOHTpOJIA 3HAHWM WHBAIUIOB U
obOyvarormuxcsi ¢ OB3 mno mucimmummbae «JlokymeHTanmoHHOEe oOOecredeHue yIpaBICHHS
OTIPENIeNIAIOTCS MPOTPaMMON TUCIUILIUHBI, aAaTUPOBAHHON MPH HEOOXOIUMOCTH Ui O0y4YEeHHUs
YKa3aHHBIX 00yYarOLINXCsl.

Opranuzanus o0y4eHus1, TEKYIIeH U MPOMEKYTOYHON aTTeCTAIlUH CTYICHTOB-UHBAIUIOB U
ctynentoB ¢ OB3 ocymecTBisieTcsi ¢ y4eTOM OCOOCHHOCTEH MCHXO(U3UIECKOTO Pa3BUTHS,
MHIUBUAYATbHBIX BO3MOXHOCTEH M COCTOSIHUS 310POBbs TAKUX 00YyUYaIOLIHXCS.

Hcxons 3 ncuxo(u3nd4eckoro pa3BUTHs U COCTOSIHHSI 30POBbS CTYACHTOB-UHBAIUIOB U
cryaenToB ¢ OB3, opranuzytoTcst 3aHsTHS COBMECTHO C IPYTUMHU 00yUaIOMIUMUCS B OOIIMX IPYIINax,
UCIIOJIb3Ysl COLIMANIbHO-aKTUBHBIE U pe(dieKCUBHBIE METOAbl OOy4eHHs cO3JaHus KOMGOPTHOTO
MICUXOJOTMYECKOr0 KJIMMaTa B CTYJEHYECKOW TpyIle WM, MPU COOTBETCTBYIOIIEM 3asiBICHUU
TaKoro 00y4aromierocs, Mo WHANBUAYATbHON MpOrpaMme, KOTopasl SBISETCS MOAU(PUITUPOBAHHBIM
BapUaHTOM OCHOBHOH pa0oueil mporpammbl JUCHUIUIMHBL [Ipu 3TOM copep)kaHue MporpamMmbl
TUCHUIUIMHBL HEe u3MeHsieTcs. M3MeHsaoTces, kak npaBuiio, popmbl 0OydeHHUs U KOHTPOJIS 3HAHUIA,
o0pa3oBaTeNnbHbIe TEXHOJIOTHUHN U JUAAKTHUECKHE MaTEpUaJIbl.

OOyueHne CTyNEHTOB-MHBAIUIOB U CTyneHTOB ¢ OB3 Takke MOXET OCYyIIeCTBISATHCS
WHIVUBUAYATHHO W/WIH C IPUMEHEHUEM JTUCTAHITUOHHBIX TEXHOIOTHA.

JucranunonHoe  oOyueHue  oOecleyuBaeT  BO3MOXHOCTh ~ KOMMYHHKAIlMi ¢
MpernojaBaTesieM, a TakXKe C JPYyrMMH OO0ydaeMbIMHU TOCPEACTBOM BEOWHApPOB (HAmpumep, ¢
MCIOJIb30BaHUEM IIPOrpaMMBbl Skype), 4To criocoOCTBYET CIUIOUEHHIO IPYTIIIbI, HAIPABISAET YYEOHYIO
IpYIITy Ha COBMECTHYIO paboTy, 00CYKJIeHHE, IPUHATHE TPYIIIOBOIO PELICHUSI.

B yueOGHOM mpoliecce I TOBBIMICHHUS YPOBHS BOCHPHSATHS W TepepabOTKH y4ueOHOM
nHpOpManuu CTYACHTOB-MHBAMHAOB MU CTyAeHTOB ¢ OB3 mnpuMeHsIOTCS MyJIbTHUMEIUWHBIE M
CIELMANN3UPOBAHHBIE TEXHUYECKHE CpEACTBA INpueMa-neperadn y4yeOHOW uHpopManuu B
JIOCTYMHBIX (QopMax JUisi CTYACHTOB C pPAa3IMYHBIMU HApYUICHUSIMH, OOCCIIEUYMBACTCS BBITYCK
ATbTEPHATUBHBIX  (OPMATOB TME€UATHBIX MaTEPHATIOB (KPYMHBIH MPUQT), IJIEKTPOHHBIX
o0pa3oBaTeNbHbIX PECYPCOB B (hopMax, aAaTUPOBAHHBIX K OTPAaHUYEHUSM 370POBbsI 00yUaroIuXcs,
HAJINYHE HEOOXOIMMOTO MaTepHaIbHO-TEXHHUECKOTO OCHAIIICHUSI.

[Mon6op u pa3paboTka y4eOHBIX MaTepHaOB MPOU3BOAMTCS MPENOJABATEIEM C YUETOM
TOT0, YTOOBI CTYACHTHI C HAPYIIEHUSIMU CITyXa MOIydalu HHPOPMAIIHIO BU3yaJIbHO, C HAPYLIEHUSIMU
3peHus — ayiuajabHO (HampuMmep, ¢ UCIOIb30BaHUEM IIPOTrPaAMM-CUHTE3aTOPOB PEUH).

Ilpumeuanue: Ilpenooasamenu, yueOuvie Kypcbl KOMOPbIX mMpebyiom om cmyoeHmos

BbINOJIHEHUSI ONPEOeleHHbIX ChneyupuuecKux Oelcmsuti U npeoCmasiaowux cooou npodremy unu



Oeticmeue, He8bINONHUMOE OJisl CMYOEHMO8, UCNbIMbIEAIOWUX MPYOHOCMU C NEPeOGUNHCEHUEM UTU
peuvto, obazanvl 6 PIIJ] yuecmv smu ocobennocmu u npeonazams cmyOeHMAM-UHBANUOAM U
cmyoenmam ¢ OB3 anomeprhamusHnvle Memoosl 3aKpenienus uzyuaemo2o Mamepuand.

JInst OCyHIECTBIICHUSI MPOIEAYP TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH W MPOMEXKYTOYHOM
artecTauuu oOyuarommxcst MHBaIUI0B U Jul ¢ OB3 (oHx OIEHOUHBIX CPEACTB MO TUCIMILIMHE,
MO3BOJISAIOMINN OLIEHUTh JOCTH)KEHUE UMHU PE3yJIbTaTOB OOyUeHHsSI U YPOBEHb C(OPMHUPOBAHHOCTU
KOMIIETEHIMH, NPEeIyCMOTPEHHBIX YYE€OHBIM IIJJAHOM M pabdoyeil mporpaMMoil TUCIMILIMHBI,
alanTHPYyeTCs U 00yUYarOIIUXCsi THBATUAOB H JIUI] C OTPaHUYCHHBIMU BO3MOYKHOCTSIMH 3JI0POBBSI C
Y4ETOM WHIMBHUAYaTbHBIX TICUXO(PU3NOTOTHIECKUX 0COOCHHOCTEH (YCTHO, MMCHbMEHHO Ha Oymare,
MUCHbMEHHO Ha KOMIIbIOTEpe, B popme TecTupoBaHus U T.11.). [Ipu HeoOXoauMOoCTH 00ydaroIMes

npeaoCTaBIACTCA JOIMOJIHUTCIBHOC BPEMS IJI TOATOTOBKU OTBCTA IIPU MPOXOKIACHHUU aTTCCTALlUU.
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4. KOHTPOJIb ¥ OIIEHKA PE3YJIbTATOB OCBOEHUSI YYEFHOM
JUCHHUIIJINHBI
KonTponb u olieHKa pe3yabTaTOB OCBOEHHUS YYEOHON IHCHUIUIMHBI OCYIIECTBIISIFOTCS
npenojaBaTesieM B IMpolLecce MpPOBEACHHS MNPAKTUYECKUX 3aHATHI, TECTUPOBAaHUSA, a TaKxKe

BBIITOJIHCHU S O6y‘IaIOH_[I/IMI/IC$I WHAUBUYAJIbHBIX 3aﬂaHHﬁ.

Pe3yabTaThl 00yueHusi (0CBOEHHbIE YMEHHUS, @DopMbI U METOAbI KOHTPOJISI
YCBOCHHbIE 3HAHMS) OLIEHKHU Pe3yJIbTaTOB 00y4eHMsI
Ymersb:

—  OCYIIECTBJIATH MOUCK, aHATHN3 U UCTIOJH30BAHUE | — IEPUOIUYECKUN BBIOOPOUHBIA yCTHBII
HOPMATHBHO-TIPABOBBIX JJOKYMEHTOB B NMMPHUMEHEHHUH K | OTPOC;
3agadam JIOY; — HaOII0/IeHUE U OIICHKA KayecTBa padoT

—  COCTaBJSITh U OQOPMIISITH YIPABICHUECKYIO W | HA MPAKTHYCCKUX 3aHATHUSIX;
npodeccnoHabHYI0 JOKYMEHTAIUIO B COOTBETCTBUE C | —aHATN3 PE3yJIbTaTOB TECTUPOBAHUS
HOPMaTUBHOMN 6a3o0ii; WCIIOJIb30BaTh
YHU(PHULIIPOBAaHHBIE (POPMBI TOKYMEHTOB;

— OCYHIICCTBJIATH  JEIIOBYIO  TEPENUCKYy |
MOJJIEP>KUBATh JIEKTPOHHBIE KOMMYHHUKAIIUH;

— TPHUMEHATh  CpeAcTBa  HMH(MOPMAIIMOHHBIX
TEXHOJOTUH  anmsg  co3gaHust W odopmiieHus
JTOKYMEHTOB;

— pasOuparbcsi B CHUCTEME€  BHYTPEHHETO
JOKYMEHTOO0OpOTa  OpraHM3allMU;  OCYIIECTBIISTH
XpaHEHHUE U MOUCK JOKYMEHTOB;

— pas3duparbcs B HOMEHKIIATYpE JEIT;

— WCMOJB30BaTh COBPEMEHHOE MPOrPaMMHOE
obecrieueHre B 3JICKTPOHHOM JIOKYMEHTO000pOTE;

— TpOBEpSATh  HaJWM4Me B  TPOU3BOJIBHBIX
MEPBUYHBIX OyXTaJITepCKUX JOKYMEHTax
00s13aTeNTbHBIX PEKBU3UTOB;

— COCTaBJISITh aKTHl M CIPABKU IO pPE3yJIbTaTam
BHYTPEHHET'0 KOHTPOJIS,

—  (dopmupoBath MIPOCKTHI NPUKa30B u
paclopsDKeHHd  TI0  TPOBEACHUIO  BHYTPEHHETO
KOHTPOJIS;

3HaTh:
- coJiepiKaHue aKTyaJIbHON HOPMAaTUBHO-
IIpaBOBOM  JIOKYMEHTAallUM;  OCHOBHBIE  IIOHSTHS
JOKYMEHTAllMOHHOIO  OOEcle4YeHus  YIpaBIeHMUS,
KJaccu(uKanus yrnpaBiIeHUECKUX JOKYMEHTOB;
- IOpaBUiIa  COCTAaBICHMs U odopMmieHus
YIPaBJIEHYECKUX JOKYMEHTOB U BEICHUS JEJI0BOM
MIEPETINCKH;
— COCTaB JOKYMEHTOB CIIELIMAJIbHBIX CHCTEM
JOKYMEHTAllMy; IpaBWIa OPraHU3allMd BCEX 3TaIlloOB
paboThI ¢ JOKYMEHTaMU;
— MIPUITOKEHUS MIPOTPaMMBI Windows,
HCI0JIb3YeMBIe Juisl peann3auuu 3a1ad JJ0V;

15



- COBpPCMCHHBIC HH(bOpMaHHOHHBIe TCXHOJIOI'NHN

A0Y MOHSTHE MEPBUYHOU OyXraJITepcKon
AOKYMCHTAIUU,
— dbopmbl MePBUYHBIX OyXTalTepCKuX

JOKYMEHTOB, COJEpKaIIuX 00s3aTeNbHbIC PEKBU3HUTHI
MEPBUYHOTO YYETHOT'O JJOKYMEHTA;
- IpaBuUjla W CPOKM XpaHEHUs IIEPBUYHOU
OyXraiaTepckoil JOKyMEeHTAalUH;
— Mpolielypa COCTaBIICHUs aKTa Mo pe3yibTaTaM
WHBEHTapH3aI1H, IPOEKTOB IPUKA30B IO MPOBEICHHUIO
KOHTPOJIBHBIX IIPOLIEAYD

IIpome:kyTOUHAS aTTeCTANMS JAnddepennnpoBaHHbIi 3a4eT

OneHouHble MaTepuaibl s MPOBEACHUS TEKYIIEro KOHTPOJA MO AMCUMILIUHE —
Ipunooicenue 1

OreHOYHBIE MaTepHalbl ISl IPOBEICHUSI TPOMEKYTOYHOTO KOHTPOJSI IO TUCIUTUIMHE —
Ilpunoscenue 2

@DOH/T OLIEHOYHBIX CPEJICTB AJIsi MPOBEPKU CHOPMUPOBAHHOCTH KOMITETEHIINI C OTBETAMU —

Ipunoowcenue 3

HaumeHoBaHue pa3iesioB U Koanl koMIeTeHIIUH, OueHo4YHOE CpecTBO
TEeM (popMHupoOBaHMIO KOTOPBIX
CIOCOOCTBYET JIEMEHT
NMPOrpamMMbl
1 2 3
Pa3ned 1. /lokyMeHTHPOBaHHE YIIPABJICHYECKOI 1esiTeIbHOCTH

Tema 1.1 OK 01.-OK 05., OK 09., I[IK | — mepuoan4ecKkuii BEIOOPOUHBIN

BBeaenne. JlokymMeHT U 2.2 YCTHBIM 0npoc; — HaOM0IeHUE U

cucTremMa OllCHKa KayecTBa paboT Ha

AOKYMEHTAIlUM MPaKTUYECKUX  3aHATHUAX; -
aHaIu3 pe3yabTaToOB
TECTUPOBAHUS

Tema 1.2 OK 01.-OK 05., OK 09., IIK | — nepuoanyeckuii BEIOOPOUHBIN

Oprann3anuoHHo- 2.2 YCTHBIN OMPOC; — HAOIIOIEHNE U

pacnopsiiuTeIbHbIe OlICHKa KadecTBa paboT Ha

AOKYMEHTBI MPAaKTUYECKUX  3aHATHAX; -
aHaIu3 pe3yabTaToOB
TECTUPOBAHUS

Tema 1.3 OK 01.-OK 05., OK 09., TIK | — meproanuYecKuii BLIOOPOYHbIH

JlenexHpie u  (UHAHCOBO- 2.6 YCTHBIN ONPOC; — HAOIIOIEHHE U

pPac4€THbIC JOKYMEHTBI. OIICHKAa KayecTBa paboT Ha

Kanposas nokymeHTanus MPAaKTUYECKUX  3aHATHAX; -
aHaIu3 pe3yabTaToOB
TECTUPOBAHUS

Tema 1.4 OK 01.-OK 05., OK 09., | — mepuoanueckuii BEIOOPOYHBII

JdorosopHo- npasoBas | [1K 2.2, TIK 2.3., [IK 2.6, I1K| ycTHBI ompoc; — HaOIto1eHUE U

AOKYMEHTAIUSA 2.7, 1IK 4.7 OIICHKAa KadyecTBa paboT Ha
MPaKTUYECKUX  3aHATHUSAX; -
aHaIu3 Ppe3yabTaToOB
TECTUPOBAHUS
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Pa3ned 2. Opranusanusi padoThl ¢ JOKYMEHTAMH

Tema 2.1 OK 01.-OK 05., OK 09., | — mepuoanueckuii BEIOOPOYHBIHI

IlonsTue noxkymenToodopora, | I1K 2.2, I1K 2.3., TIK 2.6, I1IK| ycTHBIif onpoc; — HabI0AeHNE U

perucrpanusi J0KyMeHTOB 2.7,1IK 4.7 OIICHKAa KadyecTBa paboT Ha
MPAaKTUYCCKUX 3aHATUAX, -
aHaIn3 pe3ynbTaToB
TECTUPOBAHUSA

Tema 2.2 OK 01.-OK 05., OK 09., | — mepuoanueckuii BEIOOPOYHBIHI

HNupopmaumoHnbie IIK 2.2, TIK 2.3., [IK 2.6, T1K| ycTHBIi oripoc; — HaOItoIeHHe U

TEeXHOJOTHU B 2.7, 1IK 4.7 OIICHKAa KadyecTBa pabdoT Ha

JeJI0NPOU3BO/ICTBE MPaKTUYECKUX  3aHATHUSAX; -
aHau3 pe3ynbTaToB
TECTUPOBAHUA

Tema 2.3 OK 01.-OK 05., OK 09., | — mepuoanueckuii BEIOOPOUYHBIHI

Opranusanus onepatuBHoro | I1K 2.2, T1IK 2.3., TIK 2.6, IIK| ycTHbIi onpoc; — HabIr0AeHNE U

U apXMBHOIO  XpaHeHUs 2.7,1IK 4.7 OIlCHKAa KadyecTBa paboT Ha

AOKYMEHTOB MPaKTUYECKUX  3aHATHUAX; -
aHaIn3 pe3ynbTaToB
TECTUPOBAHUSA

OO01ue KpUTEPUH OLEHKH Pe3yJIbTATOB OCBOEHUS y4eOHOI THCIMIIJIMHBI

B yCTHBIX ¥ MHCEMEHHBIX OTBETAX CTYJICHTOB Ha MPAKTHUECKUX (CEMHHAPCKUX) 3aHATHSIX,
B COOOIIEHUSAX M JOKJIA/Iax, 3¢Cce M IpYyrux (GopmMax ayJuTOPHOH M CaMOCTOSITEIIBHOW paboThI, a
TaKkkK€ B TEKyIIUX KOHTPOJBHBIX paboTax YUYUTHIBAIOTCS: TJyOWHAa 3HAHWM, BIaJeHUE
HEOOXOUMBIMH YMEHUSIMU (B 00BEME MPOTPAMMBI), JIOTHUYHOCTh M3JI0XKECHHS MaTepUIIa, BKITIOYAS
0000111eHUS, BBIBOJIBI, COOJIOJICHUE HOPM JIUTEPATYPHOU PEUH.

OneHKy «OTJMYHO» 3aCIyKUBAeT CTYIEHT, TBEPAO 3HAIOLIMI MPOrpaMMHBIN MaTepual,
CHUCTEMHO ¥ IPAaMOTHO M3JIaralollnuii €ro, AEMOHCTPUPYIOITHI HEOOXOAMMBIN YPOBEHb KOMIIETCHITUH,
9&TKUE, CXKAThIE OTBETHI HAa JOTOJHHUTEIHHBIC BOMPOCHI, CBOOOJHO BIAJACIOIINNA TOHATUHHBIM
anmapaToM.

O1eHKy «XO0pOoLI0» 3aCiIyKUBAeT CTYJEHT, MPOSBUBILMN MOJHOE 3HAHHE MPOrPaMMHOTO
MaTepuaia, JTeMOHCTpUpPYIOUi chOpMUPOBAHHBIE HA JIOCTATOYHOM ypPOBHE YMEHHS U HAaBBIKH,
YKa3aHHbIE B TPOrpaMMe KOMIIETEHIIUH, IOMYCKAIOUIUN HEMPHHIMIHUATbHBIE HETOYHOCTH IPH
W3JI0’KEHUU OTBETA HAa BOMIPOCHI.

O1eHKy «yA0BJI€TBOPUTEIbHO)» 3aCITyKHBAET CTYJIEHT, OOHAPYKUBILINI 3HAHUS TOJBKO
OCHOBHOTO MaTepuaia, HO He YCBOMBIIMH J€Tald, JOMYCKAIOIUN OIIMOKH MPUHLIUIUAIBHOTO
XapakTepa, JIEMOHCTPHUPYIOUIMI He 10 KOHIa c(opMHpOBaHHBIE KOMIETCHIMH, YMEHHUS
CUCTEMAaTHU3UPOBATh MATEPUAI U JCTIATh BHIBOIBL.

O1ieHKY «HEeY/I0BJIETBOPUTEIBLHO» 3aCITy’)KHUBA€T CTYICHT, HE YCBOHBIIMIA OCHOBHOTO
coJiep>KaHusl MaTepHualia, He YMEIOIUH CHUCTeMaTU3UpOoBaTh MHPOPMAIUIO, Jel1aTh HEOOXOANMbIE
BBIBOJIbI, YETKO ¥ TPAMOTHO OTBEYaTh Ha 3aJaHHbIE BOMPOCHI, IEMOHCTPUPYIOINNA HU3KUIT YPOBEHb

OBJIa/ICHUS] HEOOXOJUMBIMH KOMIIETCHLIUSMH.
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OueHuBaHue cTyaeHTa HA 1M PepeHIUPOBAHHOM 3a4eTe M0 Y4eOHOH TN CHUIIHHE

OneHka «OTJMYHO» BBICTABISICTCS CTYJEHTY, €CIIM OH TIYyOOKO M TMPOYHO YCBOWI
MIPOrpaMMHBIN MaTepuaj, UCUYEPIBIBAIOIIE, MOCIEA0BATENbHO, YETKO M JIOTUYECKH CTPOWHO €ro
U3JlaraeT, yMeeT TECHO YBS3bIBaThb TEOPUIO C NPAKTHKOW, CBOOOJHO CHpaBISETCS C 3aJadaMu,
BOIIpocaMu MW JpyruiMu BUIAAMU [IPUMCHCHUA 3H3.HI/II>1, HC 3aTpyAaHsCTCd C OTBCTOM IIpH
BUAOU3MCHCHUHN SaI[aHHﬁ, IMpaBUJILHO OGOCHOBBIBaeT IMPUHATOC peUICHUC, BJI1aaCCT
Pa3SHOCTOPOHHUMU HABBIKAMH U HpI/IéMaMI/I BBIITOJIHCHUS IMMPAKTUYCCKUX 3ada4.

OneHKa «X0pOoLI0» BBICTABIIAETCS CTYJEHTY, €CJIM OH TBEPAO 3HAET MaTeprall, TpaMOTHO U
[0 CYIIECTBY M3JIara€T €ro, He JOIyCKas CYIIECTBEHHBIX HETOYHOCTEH B OTBETE Ha BOIMPOC,
MIPaBUJIbHO IIPUMEHSIET TEOPETUIECKUE MOT0KEHUS IIPU PEILICHUH IIPAKTUYSCKHUX BOIIPOCOB U 3a1a4,
BJIaaccCT H€O6XO,Z[I/IMI>IMI/I HaBbIKaMH U HpI/IéMaMI/I HUX BBIITOJIHCHHS.

OneHKa «y/A0BJIETBOPUTEIbHO» BBICTABIIAECTCS CTYJAEHTY, €CJIM OH UMEET 3HaHUS TOJIbKO
OCHOBHOIO MaTrepuajna, HO HE YCBOWJI €ro JeTaneil, JOMyCKaeT HETOYHOCTH, HEJOCTATOYHO
NpaBUIbHBIE (HOPMYJTUPOBKH, HApPYIICHHUS JIOTMYECKOH MOCIEeNOBATEIbHOCTH B HW3JIOKEHUU
POrPaMMHOT'0 MaTepuaa, UCIbIThIBAET 3aTPyAHEHUS MPH BBITIOJIHEHUH NPAKTHYECKUX Pa0OoT.

OneHka «HeYAOBJIETBOPUTEIbHO» BBICTABISAECTCS CTYJIEHTY, KOTOPBIA HE 3HAET
3HAYUTENIBHON YacTH MPOTrpaMMHOI0 MaTepHalia, JOIyCKaeT CyIleCTBEHHbIE OUIMOKHU, HEYBEPEHHO,
c OONBIIUMH 3aTPyAHEHHUSIMHM BBINIOJHSAET TpakTUueckue paborbl. Kak mpaBmiio, oueHka
«HCYHAOBJICTBOPUTCIIBHO)» CTABUTCA CTYACHTAM, KOTOPBIC HC MOTI'YT HNPOAOJIKUTH 06yquHe 663

JOITIOJITHUTCIIBHBIX 3aHATHH 110 COOTBCTCTBYIOI_Heﬁ JUCLIMITIIMHE.
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