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1. Heau u 3aaa4m QU CHUTLTHHBI

1.1. Heau TUCHUNIHHBI
OOy4uTh CTYICHTOB MIPUHITAIIAM OpTraHU3aIluy KOHPUACHIINATBHOTO JOKYMEHTO000pOTAa.

1.2. 3agaum AMCHMIIMHBI
— ITlonyueHue cTyaeHTaMH 3HAHWN O MPHUHIMIIAX TOCTPOCHHUS WH(DOPMAIMOHHBIX CHUCTEM H
CTPYKTYpE CHCTEM JOKYMEHTAIIHOHHOTO 00ECIICUCHHUS;
— YMEHHI M HaBBIKOB IO PETVIAMCHTAIMH 3aIIUThl KOHPHUACHIIMATBHBIX JOKYMEHTOB Ha BCEX
JTamnax JOKyMEHTOO0O0pOTa.

2. Mecto aucunniimubl B ctpykrype OITIOII
Hucnurnmuna «/{oxymentoenenue» (b1.5.26) orHocutcs k 61oky 1 (6a3oBast 4acTp).
[TpenmecTByONUMHI ~ TUCHUIUIMHAMHA, (OPMHUPYIOIIMMH  HadajdbHbIC 3HAHUS, SBISIFOTCS:
OpranuzallioHHOE W MpaBoBoe  obOecrneueHue uHpopmanuoHHOW  Oe3omacHocTH, OCHOBBI
YIIPABIICHUYECKOM JESATENBHOCTH, PyCCKHII S3BIK U KYJIBTYpa pPEUH.
[TocneayromuMu TUCHUIUIMHAMU SIBISIOTCS: 3alllUTa BBIMTYCKHON KBaTU(DHUKAIIMOHHOW pPaboOTHI,
BKJIIOYAs TIOATOTOBKY K MPOLEAYPE 3AIUTHI U MPOLEAYPY 3aIHTHI.

3. TpeOoBanus K pe3yJibTaTaM OCBOCHUS AUCHHILINHBI

[Tponecc n3yueHust JUCUUIUIMHBI HallpaBiieH Ha (POPMHUPOBAHUE CIETYIOIUX KOMIETCHIUI:

—  OIIK-5 cnocoOHOCTBIO MCTONB30BaTh HOPMATHBHBIE MPABOBBIE aKThI B MpodeccHoHaIbHON
NesITeIbHOCTH;

B pesynbrare usydeHus IUCHUIUIMHBI O0Y4atOIUNiCs JOKEH:

— 3HaTh TEHJCHUMHU Ppa3BUTUS HHPOPMALMOHHO-JOKYMEHTAI[MOHHOIO oOOecreYeHus ¢
IIPUMEHEHUEM HOBBIX TEXHOJIOTHI; 3aKOHOMEPHOCTH JOKYMEHTOOOpA30BaHHUS; CUCTEMbl XpaHEHUs
TEeKylled U pEeTPOCHEKTUBHON JIOKYMEHTAllMW; 3aKOHOJATENIbHbIE W HOPMATUBHO-METOJIMYECKUE
Marepuaibl M0 AOKYMEHTHPOBAHUIO M OpraHu3alMy paboThl ¢ JOKYMEHTaMU; KPUTEPUH U IPUHIUIIBI
OLICHKM IIEHHOCTH JIOKyMEHTOB M IMOPSAJIOK OIpPENEICHUs] CPOKOB UX XPaHEHUs; HOBeHIne
MH(pOPMALMOHHBIE TEXHOIOTUH; COBPEMEHHBIE TEXHUUECKHUE CPE/ICTBA YIPABICHUS.

— yMeThb pa3pabarbiBaTh OpraHMW3allUOHHBIE M HOPMAaTHBHO-METOAMYECKHE JOKYMEHTHI I10
o0ecrnieueHnto0 NHPOPMAIMOHHON 0E€30MaCHOCTH aBTOMAaTU3UPOBAHHBIX CUCTEM; COCTABIATh U ODOPMIIATH
J00bIe BUBI JOKYMEHTOB; TPOEKTUPOBATh YHU(PHUIIMPOBAHHBIE CUCTEMBI JOKYMEHTAIIUH, OCYILECTBIATh
UX BHEJIpEeHHe U obecrieyeHHe O€30MacHOCTU C HCIIOJIb30BAHMEM aBTOMATU3MPOBAHHBIX TEXHOJIOTUM;
aHAM3UPOBaTh COCTOSHUE CUCTEMbI 3allUThl KOH(PHUIEHIMAJIbHBIX JOKYMEHTOB KOHKPETHOM
OpraHM3allK; COCTABIATh TEXHUUECKOE 33JJaHUE Ha MPOEKTUPOBAHUE CUCTEM 3alllUThl HH(POPMAIIMOHHO-
JOKYMEHTAIIMOHHOTO 00eCIeYeHus JesITeIbHOCTH KOHKPETHOM OpraHu3aluy; pa3padareiBaTh IPOCKTHBIE
pElIeHUs 10 COBEPUICHCTBOBAHUIO CHCTEM 3alllUThl JTOKYMEHTAllMOHHOTO OOECIeUeHHUs YIpPAaBJIEHUS B
1eJIOM (MJTH €€ OTAETIbHBIX COCTaBHBIX YacTel); pa3pabaTbIBaTh U BHEAPATH HOBEHIINE HHPOPMAIIIOHHBIE
TEXHOJIOTMM B OpraHM3alii; I[POBECTH SKCIEPTHU3Y LIEHHOCTH JIOKYMEHTOB, IOJIrOTOBUTh HX K
apXUBHOMY XPaHEHUIO WM YHUUTOXKEHUIO.

— BJaJeTb TEPMHUHOJIOTMEHM M  CHCTEMHBIM TIOAXOJOM IIOCTPOEHHUS  3alllMIIEHHOTO
JOKYMEHTO000pOTa; HaBbIKaMU (POPMUPOBAHUS U IPPEKTUBHOIO MPUMEHEHUS KOMILJIEKCa Mep (TpaBu,
porenyp, MPaKTUYECKUX MPUEMOB, PYKOBOISAIIMX MPHUHLMUIOB, METOAOB, CPEACTB) Ul OOecredeHus
MH(OPMAITMOHHON  0E30MacCHOCTH  aBTOMAaTU3MPOBAaHHBIX CHUCTEM; CIHOCOOHOCTHIO  HCHOJIb30BATh
HOPMAaTHBHBIE NIPABOBbIE aKThl B TPOPECCHOHAIBHON AEATEIbHOCTH.

4. O0beM TMCUMIJIMHBI M BH/IbI Y4eOHOH padoThl
OO6mass TpyAOEMKOCTh IHUCHUUIUIMHBI cocTaBiseT 2.0 3aueTHBIX €IUHHUIBI U TpeAcTaBieHa B
tabmuue 4.1.
Tabnuna 4.1 — TpynoeMKOCTh AUCITUTUTHHBI

Bunbl yueOHOI nesTenbHOCTH Bcero gacos CemecTpsl

8 cemectp
AyIuTOpHBIE 3aHATHS (BCETO) 36 36
Jlexun 18 18
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[IpakTrueckue 3aHATHS 18 18
W3 Hux B UHTEpaKTUBHOM hopme 12 12
CamocrosiTensHas padbora (Bcero) 36 36
BrinosiHeHne qoOMalHUX 3aJaHUI 4 4
[IpopaboTka JIEKIIMOHHOTO MaTepuaa 16 16
[TonroroBka K MpakTHYECKUM 3aHATHUSAM, CEMUHApaM 16 16
Bcero (6e3 ax3ameHa) 72 72
OO0mmas Tpy10eMKOCTb, 4 72 72
3auetHbie Enunuiibt 2.0 2.0
5. Conep:xaHue TUCHMILIHHBI
5.1. Pa3aesnsl JUCHUIIMHGLI 1 BUABI 3aHATHI
Paznenbl nUCHMIUIMHBI M BUBI 3aHATUH IPUBEICHBI B Ta0uie 5.1.
Tabnuna 5.1 — Pa3aenbr AMCHUIUIMHBI U BUJBI 3aHATUN
Hazpanus pa3aenoB IUCHUTUTHHBI SR 85 584 ©gEL=32 =
8 cemectp
1 JIokyMeHT, ero cBoiicTBa, QyHKIUH U 2 0 4 6 OIIK-5
MpU3HAKU
2 JIOKyMEHT Kak OObEKT HamaJeHUs 1 4 4 8 16 OIIK-5
3aIUTHI
3 CiocoOBbI ¥ CpeacTBA JOKYMEHTUPOBAHUS 16 OIIK-5
4 CtpykTypa IOKyMEHTa, €T0 COCTaBJICHUE U 16  OIIK-5
odopmiieHrE
5 Knaccugukamus 10KyMeHTOB U CUCTEM 2 6 8 16  OIIK-5
JIOKYMEHTUPOBAHUS
6 MeTonuka periaMeHTaluu cocTaBa 2 0 0 2 OIIK-5
KOH(HICHITUATBHBIX JIOKYyMEHTOB
Hroro 3a cemectp 18 18 36 72
Hroro 18 18 36 72
5.2. Conep:xanue pa3aejioB JUCHUIIHHBI (110 JEeKIIUAM)
Coneprkanue pa3esioB JUCHUTIINH (TIO JIEKIMSIM) MPUBEICHO B Taduie 5.2.
Tabnuua 5.2 — ComeprkaHue pa3ienaoB TUCIUILIHAH (TI0 JEKIUSIM)
Hassanus paszenos CofepaHue pa3IeloB JUCIMILIAHEL T0 tekmmsaM & 3 5 825 8 2
8 cemecTp
1 JTokymeHT, ero [TousTus nudopmanms, cooOIIeHNnE, TOKYMEHT. 2 OIIK-5
CBOMCTBA, (DYHKIMH U CaoiicTBa HHpOpMALIMH, COOOIIEHUS U TOKYMEHTA.
MpU3HAKU OyukMK coo0IIeHn U ToKyMeHTa. OCHOBHBIE
npu3Haku AokyMmeHTa. KoHpuaeHnmnapHOCT
uH(pOpMAIUHU 1 KOHPUACHIIUATHLHOCTD TOKYMEHTOB.
Hroro
2 JToxymeHT Kak 00beKT  OCHOBHBIE TEHACHIIMH UCTIOIB30BAHUS COBPEMEHHBIX 4 OIIK-5
HaTa/ICHUS ¥ 3aIUThI MH(POPMAITMOHHBIX TEXHOJIOTHI B 00eCTIeUeHIH
yIpaBJIeHYE€CKOM JesiTeIbHOCTH. OCHOBHBIE
3aKOHOJIATEIIHHBIC U METOOJIOTHUECKUE
4
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3 Crioco0sI 1 cpencTBa
JOKYMEHTHUPOBaHHS

MPEINOCHIIKYA PACCMOTPEHUS JOKYMEHTA Kak 00beKTa
Hamaj eHus U 3amuThl. OpraHu3aoHHbIe U
TEXHUYECKHE KaHaJbl HECAaHKIIMOHUPOBAHHOTO
JocTyna K 10KyMeHTaM. JIOKyMEHTHI ¥ IEpCOHAI.

HUroro

3amauu 3amuThl THGOPMAIIUH IIPH €€
JIOKyMeHTUpOBaHUU. OCHOBHBIC CITOCOOBI U CPECTBA
nokymeHTHpoBaHus. Kimaccudukanmst Hocutenen
JIOKyMEHTHUpOBaHHOM nH(popMaruu. [TomIMHHOCTD
JTOKyMeHTOB. [To/yTMHHBIE U MTOIOKHBIE TOKYMEHTHI.
Bunpr dhanscudukanum 10kyMeHTOB. CIOCOOBI
3aIUTHI TOKYMEHTOB OT (hajbcuduranuu.

SN

OIIK-5

HUroro

4 CtpykTypa JOKyMEHTa,
€ro COCTaBJICHHUE U
odopmiieHrE

5 Knaccudukanus
JIOKYMEHTOB U CHCTEM
JOKYMCHTHUPOBAHHUA

6 Metonuka
pernamMeHTanuu cocTaBa
KOH(UIEHITUATBEHBIX
JIOKYMEHTOB

Tunsl v BUABI JOKyMEHTOB, HX KJIaCCU(pHUKALIUS.
OO6ume TpeGoBaHUs K COCTABICHUIO  O(OPMIICHHIO
NOKyMeHTOB. OCOOCHHOCTH COCTABJICHUS U
oopMIICHHST OT/IEIBHBIX BU/IOB YIIPABICHYCCKHX
NoKyMeHTOB. OCOOCHHOCTH COCTABJICHUS U
o(opMIICHHST OTIEIIEHBIX BUIOB TEXHHUYESCKHX
JIOKyMeHTOB. TpeOoBaHuUS K COCTABICHHIO U
oopmIIeHNIO0 KOH(DUICHINATBHBIX JTOKYMEHTOB.

S

OIIK-5

Hroro

MeTtons! kaccupuKauKu U KOIUPOBAHUS JOKYMEHTOB
u cucrteM gokymeHTanuu. Knaccudukanus
JIOKYMEHTOB U Jie1. MeTouka coCTaBICHUs
kiaccupukaropoB. CUCTEMBI JOKYMEHTAIIHUH.
YHupUIMpOBaHHBIE CUCTEMBI TOKYMEHTALIUH.

N

OIIK-5

Hroro

Orarnbl onpeaesieHns cocTaBa KOHPUACHIIMATbHBIX
JNOKyMeHTOB. OCOOEHHOCTHU OIPE/IENIEHHsI COCTaBa
MH(pOpMaIH, OTHOCSILEHCS K CIIy’)KeOHO! TalHe.
OcHOBHBIE TpeOOBaHMsL, PEIbIBISEMbIE K
COCTaBJICHUIO U 0()OPMIICHUIO TIEpEUHEN
KOH(UACHIMAIBHBIX CBEJCHUN U U3aBaEMbIX
KOH(QHIEHIIUATbHBIX JOKYMEHTOB.

HUrtoro

N

OIIK-5

2

Nroro 3a cemecTp

18

5.3. Pazaesbl AMCUMILUIMHBI M MEKIMCUMILUIMHAPHBIE CBSI3H ¢ 00ecneYnBAKIIUMHY (PeAbLTYIIUMHU)
U o0ecneyrBaeMbIMH (IMOC/TEAYIOIIUMH) TUCHUILIHHAMHA
Paznensl MUCHUTUIMHBI U MEXIUCHUIITMHAPHBIE CBSI3U ¢ 00ECTIEUYMBAIONTUME (TIPEIBITYITIMHI) U
obecreynBaeMbIMU (TIOCJIETYIONTUMH ) TUCITUTUTMHAMHE TPEICTAaBICHBI B TabuIe 5.3.
Tabnuua 5.3 — Paznensl IUCIUTUTMHBI B MeXAUCIUTITHHAPHBIE CBI3H

No paznenoB qaHHOUM AMCHUTIUIMHBI, I KOTOPBIX HEOOXOAUMO
M3ydeHre 00eCneunBarouX U 00ecneunBaeMbIX JUCIUILTUH

1 2 3 4 5 6

HpCIIHleCTBy'IOH_[I/IC JAHUCIUITIINHBI

HammMeHnoBanme JUCIUITIINH

1 OpranuzalioHHOE U IPABOBOE

8 + + + + + +
obecrnieueHre NHGOPMAIIIOHHOM

CornacoBaHa Ha noptane N2 27666 5



CornacoBaHa Ha noptane N2 27666

0€e30I1aCHOCTH

2 OCHOBBI yNpaBI€HYECKON
JeSITeIbHOCTH

+ + + + + +

3 Pycckuil s3bIK ¥ KYJIBTYpa peuu + + + +

[Tocnenyromue TUCITUATIITAHBI

1 3amura BbITYCKHOM
KBaJM(PHKALMOHHOM pabOoThI, BKITFOUAs
HOATOTOBKY K MPOLEAYPE 3alUThI U
IpOIEeIyPY 3aIIUTHI

5.4. CooTBeTcTBHE KOMIIETeHIIMI, (POPMUPYEMBIX P U3YyYEeHUH TUCHHUIUIUHBI, U BUA0B 3aHATHI
CootBercTBHE KOMIETEHUUN, (HOPMUPYEMBIX MPH H3YyYECHUH AUCHMILIAHBL, U BHUJIOB 3aHITHIA
NpeICTaBICHO B Tabmuie 5.4.
Tabnmuna 5.4 — CooTBETCTBHE KOMIETEHIIMH, (HOPMHUPYEMBIX MPU HM3YyYEHUU IUCIMIUIMHBI, U BHJIOB
3aHATUN

2 = Bubl 3aHaTHI

= T = DOopMBI KOHTPOJISI

QS o o . S - < - S - o< -

< e = Eax 8= O = Qv

OIIK-5 + + + oMallHee 3aganue, OT4er mo
9

WHIUBUIyaJIbHOMY 3aJaHUIO,
KoHcIekT caMonoaroToBKy,
3amuTa otyera, Onpoc Ha
3aHATUIX, 3a4eT, Tect, OTUeT 1o
MIPAKTUYECKOMY 3aHSITHIO

6. UnTepakTHBHBIE METOABI U (POPMBI OPraHU3ALUH 00yYeHHS
TexHOMOTMY HHTEPAKTUBHOTO OOYYEHHS IPU pa3HbIX (opMax 3aHATUI MpHUBeneHbI B Tabmue 6.1.
Tabmuma 6.1 — TexHOIOTMH UHTEPAKTUBHOTO 00YYEHHUs IPU Pa3HBIX popMax 3aHATUI

WNHTrepakTuBHbIC IpakTHYecKue  HTEepakTHBH
Metoasl Bceero, u
3aHATHUSA, Y bl€ JIEKIIUH, Y
8 cemecTp
[TpesenTanuu ¢ NCMOIb30BaHUEM 6 6 12
CJaiIOB ¢ 00CYXKICHHUEM
Case-study (MeToa KOHKPETHBIX 0
CUTYaIHil)
Pemenne cuTyaliuoHHBIX 3a1a4 0
Hroro 3a cemectp: 6 6 12
Uroro 6 6 12
7. JIaGopaTtopHbie padoThI
He npenycmorpeno PYIIL.
8. IIpakTHyeckue 3aHATUSA (CEMUHAPBbI)
HanmMeHnoBaHMe MpakTHUECKUX 3aHATUNA (CEMUHAPOB) MPUBEICHO B Tabnuiie 8.1.
Tabnuna 8.1 — HaumeHoBaHue NPaKTUYECKUX 3aHATHH (CEMHHAPOB)
o [
HasBauus pasienon HanMmeHOBaHIe MPaKTHYECKHX 3ansTHii (cemumapos) { 8 € 82 = & 8
8 cemectp
2 JlokyMeHT Kak 00bekT  KaHanbl HeCaHKIIMOHUPOBAHHOTO JOCTYIIA K 4 OIIK-5
Hama/IeHus U 3alUThI JIOKyMEHTaM
Htoro 4
6




3 CnocoOb1 u cpenctBa  CriocoObI U cpeicTBa TOKYMEHTHPOBAHHMS 4 OIIK-5
KyMEH
JIOKYMEHTUPOBAHUS Vitoro
4 Ctpykrypa 1OKyMeHTa, Tumsl U BUAbI JOKYMEHTOBDLOPMYIISIP TOKYMEHTA U 4 OIIK-5
€ro COCTaBJICHHUE U ero coctaBHbie 4acCTHOCOOCHHOCTH COCTABIICHUS U
odopmiieHue o opMIIeHHUS TOJIOKEHHM, TPOTOKOJIOB,
MOCTaHOBICHUHOCOOCHHOCTH COCTABIICHUS 1
ogopmIIeHUs] TPUKA30B, PACIIOPSHKEHUN U
yka3aHniiOCOOCHHOCTH COCTaBICHUS U 0(hOPMIICHUS
TEXHHYECKOTO 3amanus, orueta o HUP
Hroro 4
5 Knaccudukanus Mertonb! knaccuukanu, KOTUPOBAHUS U 6 OIIK-5
JIOKYMEHTOB U CUCTEM UHICKCUPOBAHUS IOKyMEHTOB U CUCTEM
JIOKyMEHTUPOBAHUS JIOKyMEHTUPOBAHUS
Utoro 6
Hroro 3a cemectp 18

9. CamocTosiTesibHasi padoTa
Bunsl camocrositensHO# paboThl, TPYAIOEMKOCTh U (POPMHUPYEMbIE KOMIIETEHIIUU MPEICTABICHbI B

tabmuie 9.1.
Tabmuua 9.1 — Bunel caMocTosTenbHON PabOThI, TPYIOEMKOCTh U (hOpMUPYEMbIE KOMIETCHIIHH
Bussl camoctosTensHoit XL & 4 2 2 E
Ha3zBaumus paznenon g 235 3 g 2 DopMBI KOHTPOJISI
paboThI ~ 0 0= B 2
8 cemectp
1 JoxymeHT, ero [IpopaboTka JIEKITMOHHOTO 4  OIIK-5 3auer, Koncnekr
CBOICTBa, QYHKIINH U Marepuala camomnoArotoBku, Onpoc
MpU3HAKU
pu3Ha Vroro Ha 3aHATUAX
2 JloxymeHT kak o0bekT  [loaroroBka k OIIK-5 JloMmamaee 3aganue, 3a4erT,
HaraJeHus 1 3aIIUThI MPAKTUYECKUM 3aHATUSIM, Koncnekr
CeMUHapaMm caMonoJroToBku, Onpoc
Ha 3aHsATHX, TecT
[IpopaboTka JIEKITMOHHOTO 4 asa » 18€
Marepuana
Hroro
3 CriocoOsbI U cpeacTBa [TonroroBka k 4  OIIK-5 Jomamnee 3amanue, 3ader,
JIOKYMEHTUPOBAHUS MPaKTUYECKUM 3aHATUSIM, Ornpoc Ha 3aHAaTUsIX, TecT
CeMHHapaMm
[TpopaboTKa JEeKIIMOHHOTO 4
Marepuasna
Hroro
4 Crpykrypa nfokymeHnTa, IloaroroBka k 4  OIIK-5 Jomamnee 3aganue,
€ro COCTaBJICHUE U MPaKTUYECKUM 3aHATUSIM, Ornpoc Ha 3aHsATUsIX, TecT
odopmIieHre CeMHHapam
Brlinonnenue noMamHmx 4
3aJaHui
Uroro
5 Knaccudukanus IToaroroBka k OIIK-5 JloMmamaee 3aganue, 3a4erT,
JIOKYMEHTOB U CHCTEM MPAKTUYECKUM 3aHATHSIM, Ornpoc Ha 3aHATHSIX,
JIOKYMEHTUPOBAHUS CeMHUHapaM OTyeT no NpakTUYECKOMY
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[TpopaboTka JIEKITMOHHOTO 4 3aHATHIO, TecT

Marepuala
Utoro 8
Hroro 3a cemectp 36
Utoro 36
10. KypcoBasi padora (npoekr)
He npenycmorpeno PYIL.

11. PeiiTuHroBasi cucreMa JJisi OEHKHU YCIIEBAE€MOCTH 00y4aroIIUXCsl

11.1. banabHbIe OLIEHKH /JIs1 3JIEMEHTOB KOHTPOJIA
Tabnuma 11.1 — baniabHbIE OLEHKH JUISE 3JIEMEHTOB KOHTPOJIS

. . MaxkcuMasibHbIN
. MaxkcuManbHbIH MaxkcuManbHbIH
DneMeHThI Y4eOHOM OaJi 3a mepuo Bcero 3a
6amt Ha 1-yto KT ¢ Gamr 3a mepuon
JESITETbHOCTH mexnay 2KT u na cemMecTp
Hauana cemectpa Mexnay 1KT u 2KT
KOHEII ceMecTpa
8 cemecTp
Jlomarninee 3aganue 5 5 4 14
3auer 30 30
3amuTa oT4eTa 1 1 1 3
Koncrekr 1
CaMOMOATOTOBKH
Omnpoc Ha 3aHATHAX 2
Otuer o 3 3
WHIUBUAYAILHOMY
3aJaHHIO
OT4er 1o NpakTUYECKOMY 15 15 10 40
3aHATHIO
Tecr 5 5
Hroro makcumym 3a 21 23 56 100
Hepuo
Hapacraromum nrorom 21 44 100 100
11.2. IlepecueTt 6a/1J10B B OLIEHKH 32 KOHTPOJIbHbIE TOUYKH
[TepecueT GanIoB B OLIEHKU 32 KOHTPOJBHBIE TOUKH TIpeicTaBlieH B Tabmuie 11.2.
Tabmuna 11.2 — Ilepecuer 0anioB B OLIEHKH 32 KOHTPOJIbHbIE TOUKU
banbl Ha 1aTy KOHTPOJIBHOW TOYKHU Ornenka
> 90% ot MakcuManbHOU cyMMBI O6astoB Ha aaty KT 5
Ot 70% no 89% ot makcumanbHOM cymMbl OaisioB Ha gaty KT 4
Ot 60% 10 69% OT MakcUMaIbHON CyMMBI OaiioB Ha mary KT 3
< 60% ot MakcuMasbHOU cyMMBbI 6asuioB Ha aaty KT 2

11.3. [lepecyeT cyMMbI 6AJ/JIOB B TPAAMIMOHHYIO M MEKTYHAPOIHYIO OLIEHKY

[TepecueT cymmbl 6a/IJIOB B TPAAUIIMOHHYIO U MEXIYHAPOIHYIO OLIEHKY MpECTaBlIeH B TalOiIuIle
11.3.
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Tabmuma 11.3 — IlepecueT cymMMbl 0aJIJIOB B TPAAULIMOHHYIO U MEXTYHAPOIHYIO OIICHKY

Hrorosas cymma 6asios,

Onenka (I'OC) YUMUTBIBAET YCIEIIHO CAAHHBIN Onenka (ECTS)

HK3aMEH

5 (omMuHO) (3a4TEHO) 90 -100 A (OTIM4YHO)
85 -89 B (ouenp xoporiio)

4 (xopo11o) (3a4TeHO) 75-84 C (xoporo)
70-74
65 - 60 D (ynoBneTBOpHUTENBHO)

3 (yAOBIIETBOPUTENIBHO) (3a4TEHO) 60 - 64 E (H0CpecTReHo)
2 (seynoBIeTBOpHTE b HO) (HE Hwuxe 60 6ammoB F (neynoBneTBopHUTEIIbHO)

3a4TEHO)

12. YueOHO-MeTONMYECKOe M HH(POPMALIMOHHOE 00ecTiedeHue I CHUIIJIMHBI

12.1. OcHoBHas JuTEparypa

1. JlokymMeHTOBeIeHHUE : YYEOHMK W TNPAKTUKyM JJIs akajeMudeckoro OakanaBpuara / JI. A.
Hoponuna [u np.] ; mox pen. JI. A. Jloponunoit. — 2-e¢ usn., nepepad. u gon. — M. : M3marenscTBO
HOpaiit, 2018. — 309 c. — (Cepus : bakanaBp. Axagemuueckuii kypc). — ISBN 978-5-534-03053-2.
[Dnexrponnsii pecype] - Pexxum goctyna: https://biblio-online.ru/viewer/DEO6DE28-E4E5-49FB-A620-
EEFAA357421B/dokumentovedenie#page/1, nara obpamenus: 05.06.2018.

2. CoBpeMeHHOE JIeJIONmpou3BOACTBO: YuebHoe mocobme / M.B. Kupcanosa; Poccwuiickas
Axanemus roc. ciyx0sl npu I[Ipesugente PO (PAI'C). - 4-e uzn. - M.: HULl UH®PA-M,2014 - 312c.:
60x90 1/16. - (Bwiciiee obpasoBanme: bakamasp.). (m) ISBN 978-5-16-004491-0: B apyrom wmecre,
http://znanium.com/bookread2.php?book=395921 [Onektponusiii pecypc] - Pexum pgocryma:
http://znanium.com/catalog/product/395921, nara obpamenus: 05.06.2018.

12.2. lonosiauTeIbHAS JIUTEpaTypa

1. Kysnenos, U. H. JlokymMeHTanMOHHOE oOOecreueHHe YIpPaBICHUS M JIETONPOM3BOJCTBO :
yuebHuk ans 6akanaspoB / . H. Ky3neunos. — M. : UsnarensctBo FOpaiit, 2015. — 575 ¢. — (Cepus :
bakanasp. [Ipuknaanoit kypc). — ISBN 978-5-9916-3606-3.: [DnexTponHsIii pecype] - Pexxum nocrymna:
https://biblio-online.ru/viewer/8E1A3667-AB58-4A55-B794-FCOFOD93A8AF/dokumentacionnoe-
obespechenie-upravleniya-i-deloproizvodstvo#page/1, nara obpamenus: 05.06.2018.

2. Kynses, H. H. KonduneHnmanpHOe IEIONMPOU3BOACTBO W 3AINUIICHHBIA 3JIEKTPOHHBINA
JOKYMEHTO000poT [DnekTponHblii pecypc] : yuebnuk / H. H. Kynses, A. C. Hémymxkun, A. T.
®abpuunoB; nox obmi. pex. H. H. Kynsesa. - M.: Jloroc, 2011. - 452 c. - (HoBast yHuBepcurerckas
oubmoteka). - ISBN  978-5-98704-541-1. [DnexTtpoHHBIi pecypc] - Pexum pgocryma:
http://znanium.com/bookread2.php?book=468998, nara oopamenus: 05.06.2018.

12.3. YueOHO-MeTOANYECKHUE ITOCOOHSH

12.3.1. O0s3arebHBbIC y4eOHO-METOAMYECKHE TOCOOHS
1. Meroauueckue yKazaHUsi TIO BBIMOJHEHHIO MPAKTHYECKUX paboT Mo JUCIHMILIMHE

"lToxymeHTOBeieHHE" [DnexTpoHHBIH pecypc] - Pexnm JOCTYyTIA:
http://Kibevs.tusur.ru/sites/default/files/files/upload/dokumentovedenie_pr.pdf , nmara oOpameHus:
05.06.2018.

2. MeTO,Z[I/I‘{CCKI/Ie YKaszaHud Ui BBIIIOJIHCHU A CaMOCTOSITEILHON U I/IH,Z[I/IBI/IJIY&JIBHOIZ pa6OTLI
[DneKTpOHHBIH pecypc] - Pexnm JOCTYyIa:
http://Kibevs.tusur.ru/sites/default/files/files/upload/dokumentovedenie_sr.pdf , nmara oOpamenus:
05.06.2018.

12.3.2. YuyeOHO-MeTOAMYECKHE OCOOHS 1JIs1 JIMI € OTPAHMYECHHBIMH BO3MOKHOCTSIMH 3/10POBbSI H
HHBAJINI10B

Y4eOHo-MeToIuYeCKHEe MaTepralibl Il CaMOCTOSATEIbHON U ayAUTOPHON pabOThl 00yYaromuxcs
U3 YKCIIA JIML C OTPAaHUYEHHBIMU BO3MOXHOCTSIMH 3/J0OPOBbS M MHBAJIUIOB MPEIOCTABISAIOTCS B (hopMax,
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alaTUPOBAHHBIX K OTPAaHMYCHHUSM UX 37I0POBbSI M BOCIPUATHS UH()OPMALIHH.
JIJ1s1 JIMIL ¢ HApYIIeHUSIMM 3PeHus:
- B (hopMe AIIEKTPOHHOTO TOKYMEHTA,;
— B IIe4aTHOW (hopMe YBEITUUEHHBIM IIPH(PTOM.
JIJIs1 JIMI ¢ HAPYIIEeHUSIMH CJIyXa:
- B (hopMe AIIEKTPOHHOTO TOKYMEHTA,;
- B TIe4aTHOU (hopme.
JL1s1 1ML ¢ HApYUIEHUSIMHM ONIOPHO-ABUTaTeJLHOI0 anmnapara:
- B ()OpME EKTPOHHOTO JIOKYMEHTA;
- B Ie4aTHo (hopme.

12.4. IlpodeccuonasibHbie 0a3bl JAHHBIX U HHPOPMAIIMOHHBIE CIIPABOYHbIE CHCTEMbI

1. ®enepanpHas caykba MO TEXHHYECKOMY M JKcroptHoMy KoHTpoito DPCTOK Poccunm
https://bdu.fstec.ru/documents

2. lleHTp KOMIIETEHIIMM IO BOMPOCAM JOKYMEHTAI[MOHHOTO OOECIEUeHUsl YIpPaBICHUS U
apxuBHOro aena http://edou.ru/

3. Hudopmanmonno-npaBoBoit nmopran http://www.garant.ru/

13. MarepuaibHO-TeXHHYECKOe 00ecreyeHue TUCHHUILINHBI U TpedyeMoe MPpOrpaMMHoe
o0ecreyenue

13.1. O6mue TpedGoBaHNs K MATEPHAIBLHO-TEXHHYECKOMY H MPOTPAMMHOMY 00ecredyeHH 0
AMCUMILTNHBI

13.1.1. MarepuajJibHO-TeXHHYECKOE U POrPAMMHOe o0ecnedyeHue sl JJeKIMOHHbIX 3aHATHIH
Jis mpoBeneHusi 3aHATUN JICKIIMOHHOTO THIIA, TPYNIOBBIX U WHIUBUAYATbHBIX KOHCYIBTAIIHM,
TCKYLICTO KOHTPOJA U HpOMC)KyTO‘-IHOfI arTCCTAallMu HCIIOJIBb3YCTCS yqe6Ha;1 AyJUTOpHA C KOJIUYCCTBOM
MOCa/I0YHBIX MecT He MeHee 22-24, 000opyaoBaHHas JOCKOH U cTaHIapTHOU yueOHOM Mebenbio. MMerorces
JEMOHCTPAIIMOHHOE 000pyIOBaHNE M y4eOHO-HANIAIHBIC TOCOOWS, 00SCIeUnBalOMue TEMaTHUYSCKUE
WUTIOCTPAIUH 110 JICKIIMOHHBIM pa3zesiaM AUCHUTUIHHBI.

13.1.2. MarepuaJIbHO-TEXHHYECKOE M IPOrpaMMHOe o0ecredeHne I NPAKTHYEeCKUX 3aHATHI
Aynutopust IHTepHET-TeXHOIOTUi 1 HH(POPMALMOHHO-aHAINTHYECKON 1eATEIbHOCTH
yqe6Hasi AyquToOpusa 1A MPOBCACHUA 3aHATHI JEKIIMOHHOI'O THIIA, y‘~I€6Ha$I AyoquToOpusa JId
IIPOBE/ICHU 3aHATUI MPAKTUUECKOTo TUIIA, yueOHas ayAUTOpUs JJs IPOBEACHUS 3aHATHH 1a00paTopHOTro

THTIA

634045, Tomckas obmacts, T. Tomck, yn. KpacHoapmeiickast, 1. 146, 402 ayx.

Onucanue uMmeroIerocs 000pya0BaHus:

- DKpaH pa3BUKHOM;

- MynsTumenuiinbiii npoextop View Sonic PJD5154 DLP;

- Kommnbrorepsr AMD A8-5600K/ ASUS A88XM-A/ DDR3 4 Gb/ WD5000AAKX 500 Gb (15
IIT.);

- KommuiekT ciennanu3upoBanHoi yueOHON Mebenu;
- Pabouee mecTo mipenoaaBarens.

[TporpammMHoe oOecnieueHue:

— Kaspersky endpoint security

— Microsoft Windows 10

13.1.3. MarepuajibHO-TeXHHYECKOEe U IPOrPaAMMHOe o0ecredyeHue IJIsl CAMOCTOSTEIbHOM padoThl
s camocTosTenbHON paboThl MCHONB3YIOTCA ydeOHbIE ayIUTOPUU (KOMIIbIOTEpHBIE KJIACChl),
PacIoJIOKEHHBIE TIO a/IpecaM:
- 634050, Tomckast obmacts, T. Tomck, Jlennna npocnexr, 1. 40, 233 ayn.;
- 634045, Tomckas obnacts, I. Tomck, yin. Kpacnoapmeiickas, n. 146, 201 ayn.;
- 634034, Tomckas o6macTs, T. ToMmck, Bepmmanna ynuna, 1. 47, 126 ayn.;
- 634034, Tomckast 06macTb, I. Tomck, Bepmmanna ynuma, 1. 74, 207 ayn.
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CocrtaB 000py10BaHUS:

- yaeOHast meberb;

- komneroTepsl knacca He Hke [I9BM INTEL Celeron D336 2.8 T - 5 mit,;

- KOMIBIOTEPHl MOIKIIOUYEeHbI K ceTu «HTepHeT» M 00eClednBarOT JOCTYI B AIIEKTPOHHYIO
nH(pOpMaAITMOHHO-00pa30BaTEILHYIO CPENY YHHBEPCUTETA.

[TepedeHp mporpaMMHOTO 00ECTICUEHUS:

- Microsoft Windows;

- OpenOffice;

- Kaspersky Endpoint Security 10 s Windows;
- 7-Zip;

- Google Chrome.

13.2. MarepuajJibHO-TeXHUYECKOe o0ecnedeHne TUCHUIIIHHBI VISl JIMI ¢ OTPAHUYEeHHBIMU
BO3MOKHOCTSIMH 3/I0POBbSI U HHBAJIMI0B

OcBoeHUE NUCUMIUIMHBI JIMIIAMU C OTPAHUYCHHBIMH BO3MOXKHOCTAMH 370POBbS U MHBAIHIAMU
OCYIIECTBIISIETCS C UCIOIb30BAHUEM CPEJICTB OOYUECHHS OOIEro U CIelnaaIbHOTO Ha3HAUYCHUSI.

[Ipu 3aHsTHsX ¢ OOydalOIIMMHCS € HAPYUIEHHMSIMH CJyXa MPEIyCMOTPEHO HCIOIb30BaHUE
3BYKOYCWJIMBAIOILIEH amnmaparypbl, MYJIbTUMEIUNHBIX CPEICTB W JPYTUX TEXHUYECKUX CPEICTB
npreMa/repenadd yaeOHOW WH(POpPMAIMA B JOCTYIMHBIX (hopMax, MOOWIBHOH CHUCTEMBI MPEIOIaBaHUs
Ui 00y4aromuxcsi ¢ UHBAIMIHOCTBIO, MOPTAaTUBHOM MHAYKIIMOHHOM CUCTeMBbI. YdeOHas ayauTopus, B
KOTOPOM 3aHUMAIOTCSI OOydJaromuecs ¢ HapylIeHHEeM ciiyxa, o0OpyIoBaHAa KOMIIBIOTEPHOM TEXHUKOM,
ayIMOTEXHUKOM, BUICOTEXHUKOU, FIEKTPOHHOMN JOCKON, MYIBTUMEIUUHON CUCTEMOI.

[Ipu 3aHATHAX ¢ OOYYAIOMIMMHUCS ¢ HAPYLIEHUSIMU 3PEHUSIMU TIPETYCMOTPEHO UCIIOIB30BaHNE B
JIEKIMOHHBIX U YUeOHBIX ayJUTOPHIX BOZMOKHOCTH IMPOCMOTpPA YAJIEHHBIX 00OBEKTOB (HAIIPpHUMeEp, TEKCTa
Ha JIOCKE WJIH Cllaiijia Ha dKpaHe) MPU MOMOIIY BUACOYBEIHUUTENEH st KOM(DOPTHOTO MTPOCMOTpa.

[Ipu 3aHATHAX ¢ OOYYaOIIMMHUCA € HAPYLIEHHMSIMM OIOPHO-IBHMIaTeJIbHOIO ammapara
WCIIONIB3YIOTCSl aJIbTEPHATUBHBIE YCTPOWCTBA BBOJA HH(OpPMAIMKM W JPYrHe TEXHUUYECKUE CPElICTBA
npuema/mepenauu ydeOHOW HMH(pOpPMALUU B AOCTYMHBIX (opMax, MOOMIIBHOW CHUCTEMbI OOy4YeHMsS JUIS
JIFOAEH C MHBAJIMIHOCTBIO.

14. OueHo4YHbIe MaTepHAJIBI M METOAUYECKHE PEKOMEHAAMH 110 OPTaHU3AlUH U3YYeHUs
JUCIUININHBI

14.1. Conepma}me OLHCHOYHBIX MaT€puaJOoB U METOAUYECCKUE PCKOMECH AN
I[J'IH OLCHKHU CTCIICHH C(l)OpMI/IpOBaHHOCTI/I N YPOBHS OCBOCHUA 3aKPCIUICHHBIX 34 JUCHUILIMHOM
KOMITIETEHITHM HCIOJIB3YIOTCA OICHOYHBIC MaTC€pHalibl B COCTABE!

14.1.1. TecToBEBIE 3aHaHUSA
1. Ilpouecc coznanust u ohopMiIeHUs TOKyMEHTA 3TO:
A. Jlenonpoun3BoACTBO;
b. lIokyMEHTUPOBaHHUE;
B. Crangapruzanus;
I'. Yaugukanms.

2. laiite onpenenenue TepMuny «MHpopmarus», KOTopoe 3aKOHOIATEIbHO 3aKPETICHO.

A. DTO cBefieHHs O JUIAX, MPEAMETax, SBICHUSX U TPOIeccax, HE3aBHUCUMBIX OT (OPMBI UX
IIPEJICTaBIICHHUS;

b. PykonucHBINM WM MaTMHHBIN TEKCT, HAITMCAHHBIA YEI0BEKOM;

B. Curnan unm akt, onuchIBarOIni Kakoe-JIn0o sBJIEHUE;

I HaGop ommcarenpbHON XapakTEPUCTHKH, KAaKOTO-THOO MpeaMeTa, C IEIbI0 HCIOJb30BaHUS
JIIO/IbMH.

3. SI3pIKHM TOKYMEHTHPOBAHUS B alnapare yrnpaBIeHUs JEISITCS Ha:
A. Ha TexHU4eCcKuii 1 NCKYCCTBEHHBIH SI3BIK C HCTIOIB30BAHUEM COOTBETCTBYIOIIETO HOCUTETIS;
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b. Ha pycckuii 1 MHOCTpaHHBIN SI3bIKH;
B. SI3p1ku co 3HaKamMu penuHaHUs U 0€3;
I'. Ha ecTecTBEHHbIE U HCKYCCTBEHHBIE SI3bIKU C MCIIOJIB30BAHUEM COOTBETCTBYIOLIETO HOCUTEIS.

4. Boibepere pyHKIHMIO TOKyMEHTa HE OTHOCSIIIYIOCS K OCHOBHBIM:
A. YnpasieHueckas;

b. KommyHnukaruBHas,

B. KynbrypHas;

I'. IloyuurenbHas;

5. Beibepere BepHYIO Ki1acCH(UKAINUIO TOKYyMEHTOB 10 CPOKaM XPaHCHHSI:
A. Jlo 10 ner, cBrime 10 €T, BEUHbIC;

b. Jlo 5 net, no 15 ner, cBoimie 15 ner;

B. Jlo 3 net, no 10 aert, BeuHkbIe;

I'. 1o 1 roma, mo 10 neT, BeyHsbIE;

6. Jlaiite mpaBmibHOE onpenenenue abopesuarypsl OPJl B o6nactu kiaccupuKkanuy JOKYMEHTOB
A. OOBbeKTUBHO-paIIMOHATIbHAS TOKYMEHTAIUS;

b. OnncarensHO-pacnpeaenuTeabHas JOKYMEHTAIIHS,

B. OneHoyHO-pyKOBOAAIIAS JOKYMEHTALINS,

I'. Opranu3anoHHO-paCIOPSIANTENIbHAS IOKYMEHTAIHS.

7. Ykaxure pazzaen, kotopsiii HE BXoguT B TeKCT THIIOBOTO ycTaBa?
A. PykoBoacCTBO;

b. Peopranusanus u TMKBUIALNS IPEAIPUATHS;

B. [loTeHuumanbHble YIpo3bl AESTEIbHOCTH;

I'. B3auMoOTHOIIICHH S, CBS3M.

8. TexcT npurkasa 1o OCHOBHOM J€ATEIILHOCTH COCTOUT U3 YaCTEH:
A. KoHcTrarupymomas 1 pacrnopsIuTenbHas;

b. OnucarenbHasi, KOHCTaTUPYIOLIAsl, paCIOPAAUTENbHAS;

B. PacniopsaurensHas;

I'. OnucarenpHast U pacoOpSAUTENbHAS.

9. laToii cripaBKu SIBJSIETCS JlaTa:

A. CocraBieHus CIIpaBKH;

b. Ilonnucanusa cnpaBku;

B. 3 nHs ¢ 1aTel cOCTaBIEHUs CIPaBKHY;

I'. 2 paGouux JHS C 1aThl HOJIUCAHUS CIIPABKHU.

10. MakcuManbHBIN CPOK IOBEPEHHOCTH:
A. 1 rona;

b. 2 roxna;

B. 3 rona;

I'. 5 ner.

11. B xakoii Cpok JTIOJKHO OBITh PACCMOTPEHBI 3asIBICHUS U JKAJIOOBI TpaXKaaH (KpoMe TOKYMEHTOB
TpeOyYIOIIMX JIOMOJIHUTENbHbIE TTOBEPKH)?

A. 1o 7 paGouux aHEH;

b. no 1 mecsa;

B. Jlo 15 pabounx qHeil, uckiouas nepBblid YeTBEpr Mecslia U JHU UHBEHTapH3aluy;

I'. 1o 2 mecsiies.

12. Kakoro BUJja HOMEHKJIATypbl HE CYIIECTBYET:
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A. UnnuBunyanbHas;
b. Tunosas;

B. IIpumepHas;

I'. Opranu3zanroHHasl.

13. YkaxuTe ommbouHyI0 PopmMy IeI0MpOU3BOACTRA:
A. CtpykTypHOE;

b. IlenTpanuzoBanHoe;

B. Cmemannoe;

I'. leueHTpann3oBaHHOE.

14. Kakoe BpeMsi XpaHHUTCS JIOTOBOP IOCJE €ro UCTEYCHHS WM IPH YCIOBUHM €TI0 BBITIOJHEHUS
(WcKIIrOYast 1OroBopa Ha OOJBIIYI0 CYMMY HIIM UMEIOIINE BAKHOE 3HAYCHHE).

A. 8 Mecs1ieB;

b. 3 rona;

B. 5 ner;

I'. 7 ner.

15. PactiopsiAnTeNIbHBIC TYHKTHI B IOKYMEHTE «IIPUKa3» CTPOSIT MOCIEI0BATEIIBHO M0 CXEME:
A. Onncanue — UCIIOIHUTEND — ICHCTBHE;

b. Ucnionautens — NENCTBUE — CPOK UCIIOITHEHUS;

B. JleiicTBHE — UCTIOJHUTEIIb - CPOK JICUCTBUS;

I'. Onucanue - UCTIOJIHUTENH — CPOK JCHCTBUS.

16. Kakoii(ne) Bum(bl) OTBETCTBEHHOCTH MPEAYyCMOTpEH(bI) 3a pa3IiialleHHe KOMMEpPUYECKOM
TalHbI?

A. TUCHUIUITMHAPHAS ¥ aIMUHUCTPATUBHAS

B. aucuunnuHapHas u rpakJaHCKO-TIPaBoOBasi

C. yrosioBHas

D. Bce BoimenepeuncieHnbie (O3 «O kommepueckoil Taiiue» [cT. 14])

17. Yto He OTHOCHUTCS K MpaBUjIaM KOH(PHUISCHIUATIBHOTO JOKYMEHTo000poTa?

A. KOJJIETHANBHOCTH MPOLEAYPHl YHUUTOXKEHHUS JOKYMEHTOB, COAEPKAIINX KOH(HUIACHIIHAIBEHYIO
uHpopmanuto (K1)

B. Benenue yuéra Bcex KoHQUACHINATBHBIX JoKyMeHTOB (K/I), BKitouas nux konuu

C. nucbMeHHas (ukcanust oopameHni paboTHIKOB K KJI

D. obs3arensroe npumenenue AUC mpu padore ¢ KJ|

18. K/I, oTHOCsIIMECS K KAKUM JJOKYMEHTOIIOTOKaM, HE MOJIeKaT Y4€Ty B OpraHuzanun’?
A. K]I, noctynaromue B OpraHu3aiuo

B. moxymenTanus qpyrux opranusanui, cogepsxamas K1

C. K/I, otnpasnsieMble U3 OpraHu3aluu

D. BHyTpeHHsa ToKyMeHTanusl, cogepxkamias KN

19. Kakyro wHbopmamuio He BKIo4YaeT B cebs PermameHT mgocTtynma K KOH(GUIEHIIMATHLHOMN
uHpopmanuu?

A. KpyT JHII, IMEIOMIMX TPaBO JaBaTh pa3pelieHre Ha JIOIMYCK M JOCTYN K KOH(pHICHINATBHOMI
uHpOpMaLuu

B. crimcok Ui, MMEIOMNX TOCTYII K ONPeNeIEHHBIM BUIaM KOH(PHUICHIINATbHOW HHPOPMAITHIH.

C. mopsimok odopMmieHus pas3pelieHuid Ha JAOCTYN K KOH(HUACHIUAThbHOW WHGOpMAIUU U
MPEOCTABICHUE €€ TIOTh30BaTEIIsIM.

D. nopsiaok ydera Bbl1auu KOHPHUACHIIMATHHONW JOKYMEHTUPOBAHHON HH(POPMAIIUH.

20. I[OHOHHCHI/IH 1 U3MCHCHUS COCTaBa CBGHCHHﬁ, BKJIIOYCHHBIX B HepequL KOH(I)I/IILCHHHaJIBHOﬁ
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JOKYMEHTHPOBAHHOM WH(pOpPMALMU, a TaKKe H3MEHEHHE CTENEeHW HMX KOH(QUACHIHAILHOCTH MOTYT
OCYIIECTBIIATHCS C pa3pelIeHHs] PYKOBOIUTENSI OpraHM3aluy W BHOCHTHCS B IlepedeHs 3a moamucsimMu
(BBIOEpHTE HEBEPHBIH OTBET). ..

A. pyKoBOANTENEH CTPYKTYPHOTO TIOPA3/CTICHNUS 110 IPHHAAICKHOCTH HH(OpMAITIH

B. ciyx0b1 Oe30nacHOCTH OpraHU3aluu

C. Bcex COTPYIHHKOB, UMEIOIINX MIPABO AOCTYIA K JaHHBIM CBEICHUSAM

D. ciyx051 nenonpon3BoacTaa

21. JlokymMeHTHpOBaHHAs WH(OPMAIUS — ITO. ..

A. 3adukcupoBaHHas Ha MaTepUAIbHOM HOCHUTENE IYTeM JOKYMEHTHPOBAaHUS HH(OpMAIUs C
PEKBU3UTAMH, TO3BOJSIIOLUIMMU  OINpPENCTUTh Takyld HWHPOPMAIMI0 WM B  YCTAaHOBJIEHHBIX
3aKOHO/MATeILCTBOM Poccuiickoit deneparnuu ciydasx ee marepuaibHbiii HocuTenb (N 149-d3 «O06
uHpopMauu, HHPOPMALMOHHBIX TEXHOJIIOTUAX U O 3amuTe HHpopMmaum» [CT. 2])

B. cBenenus (cooOmieHus, TaHHbIE) HE3aBUCUMO OT (POPMBI UX MTPEICTABICHUS

C. undopmanus, 3adUKCHPOBaHHAS HA MAaTEpUAIBHOM HOCHTEJE, JOCTYNl K KOTOPOH CTpOTro
OIpeeNIEH PEerNIaMEHTOM OpPraHU3aLUuU

D. undopmanmst B mucbMeHHOH popme, odopmileHHAs 110 ONpeAeIEHHBIM MPaBUIaM M HECyIas
OIpeesIEHHYIO LIEHHOCTb Ul OpraHu3aliuu

22. Kakoe ycnoBue He sBIsieTcs 00s13aTeIbHbIM JUIs oOecnieueHus opranuzanuu gocryna k K/I:

A. 3HaHHME COTPYIHHKOM TpeOOBaHHI HOPMATUBHO-METOIWYECKHX JOKYMEHTOB IO 3aIlIUTE
MHGOPMALIMU U COXPAHEHUIO TalHBI

B. Hanuune HEOOXOAMMBIX YCIOBHUI B oduce 1t paboThl ¢ KOHPHICHIIMATBHBIMHI JOKYMEHTAMH
u 06a3aMu JaHHBIX

C. HanMuuMU NOAIMCAHHOIO CTOPOHAMHU TPYAOBOIO JI0rOBOpa (KOHTPAKTa), UMEIOIIETO MYHKT O
COXpaHEHUU TaWHbl OpraHU3allMM, W IOAMNUCAHHOTO 005A3aTeIbCTBA O HEpPA3MIAIIEHUU CTaBLIMX
W3BECTHBIMU JINLY KOHQUACHIIMAIBHBIX CBEIEHUN U COOJIONEHUS IPABUII UX 3ALUTHI

D. Hanuuue B OpraHu3anuy ciayx0bl 6€30MaCHOCTH

14.1.2. Tembl AOMAITHUX 3aJaHUH

MeToapl  KiIacCH(UKAIMKM, KOTUPOBAHUS W  HWHACKCUPOBAHUS JOKYMEHTOB W CHCTEM
JTOKYMEHTHPOBaHUS

TwIbl ¥ BUJIBI IOKYMEHTOB

DopmyIsap TOKyMEHTa U €r0 COCTABHbIE YaCTH

OcobeHHOCTH cOCTaBIICHUs U O(DOPMIICHHSI TIOJIOKEHUH, IIPOTOKOJIOB, TOCTAHOBJICHUI

Oco0OeHHOCTH COCTaBIEHUS U OPOPMIIEHHUS IPUKA30B, PACTIOPSDKEHUHN U YKa3aHUMA

OcobeHHOCTH cOcTaBlIeHUs M O(DOPMIICHHS TEXHUYECKOTO 3aanus, oruera o HAP

CniocoObI 1 cpelicTBa TOKYMEHTUPOBAHUS

KaHassl HeCaHKIIMOHUPOBAHHOTO JIOCTYIIA K IOKyMEHTaM

14.1.3. 3auér
JlokymeHT. CBONCTBA, (DYHKIIMU U TPU3HAKH

1. HMaiite ompenenenue uHpopmanuu. Onpenenure UEpapXUUECKyl0 CTPYKTYpY WHBapUAHTHBIX
CBOMCTB HH(pOpMaIUH.

2. JlaiiTe ompeneneHus MOHATHAM cooOlieHne U JAoKyMeHT. HazoBute cBoiicTBa, oTimyaromye
JOKYMEHT OT COOOIIICHHSI.

3. HazoBuTe 1 oxapakTepu3yiiTe OCHOBHbIE (DYHKIIUU JTOKYMEHTA.

4. HazoBuTe M 0XapakTEpU3yWTe OCHOBHBIE MPU3HAKH IOKYMEHTA.

5. Jlaiite omnpeneneHue  KoHHUAeHIMaTbHOCTH  MHGopmanmu. [losicHure  moOHsATHE
KOH(QHIEHIMATBHOTO JOKYMEHTA, OTIPEICTIUTE NepeueHb CBEICHUHN, SIBISIFOIINUXCS KOHPUACHIINATbHBIMU.

JIoKyMEeHT Kak OOBEKT HAIaIeHUs U 3aIUThI

1. HazoBure mpaBa u o0si3aHHOCTH oOnagarens nHpopmanuu. [lepedncinure 0CHOBHbIE KaTerOPHU
CBEICHUH, K KOTOpbIM (enepaabHbIMH 3aKOHAaMH YCTAHABIMBAETCS OTpPaHMYEHHE JIOCTyHa K
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uHpOpMaLIUH.

2. HazoBute u oxapakTepu3ylWTe OCHOBHBIC TIOKa3aTejad 3allMIICHHOCTH WHMOpMaIu,
LUPKYJIUPYIOLIEH B CUCTEME YIIPABJICHHUS.

3. OxapakTepusyiliTe OCHOBHbIE HCTOYHUKM HMH(YOPMALKUU M METOAbl MOIYYEHHUS OT HHUX
uHpOpMaLIUH.

4. Jlaiite ki1accu(pUKAIIUIO OCHOBHBIX YIPO3 JTOKYMEHTHPOBAHHOW MH(OpMAITUH.

5. HazoBuTe OCHOBHBIE OpraHu3allMoOHHbIE U TexHuyeckue kaHaiasl HCI K JOKyMEHTHpOBaHHOMN
nH(pOpMaIUU U TaUTe UX KPATKYIO XapaKTEPUCTHUKY.

6. OxapakrepusyiiTe =~ OCHOBHBIE  BHUABl  HECAHKIMOHMPOBAHHBIX  BO3JCHCTBUI  Ha
JTOKYMEHTHPOBaHHYIO WH(OPMAIHIO.

7. HazoBuTe ycinoBusi, KOTOpbIE MOTYT IOBJIEYb 332 COOOH yiiepO obnanaresnto KoH(pUACHIHAIbHON
unpopmaruu. O yeM CBUAETEIbCTBYIOT IaHHBIE YCIOBUSA?

CniocoObl 1 cpesicTBa JOKYMEHTUPOBAHHUS

1. Ha3oBuTe OCHOBHBIE 3aJa4yM 3aIlIUThl MHPOPMALMK NpPU €€ JOKyMeHTupoBaHuU. HazoBute
OCHOBHBIE OTINYHUS KOH(PHUACHIIMAIHEHOTO JIEIOIPOU3BOACTBA OT OTKPHITOTO.

2. Kak ocymiectsisiercs 3amuTa KOHQHIASHIMAILHON HHPOPMALMK OT YTPaThl U YTEUKU IIPU €€
JIOKyMEHTHpoBaHWU. Ha3oBuTe xapakTepHble OMMOKM TpU JOKYMEHTHPOBAHUHM KOH(HICHIMAIHHON
uH(OpMaLUK, CO3/1AI0LINE TPEANOCHUIKH JUIS €€ YTEUKU U YTPaThl.

3. Ha3zoBuTe 1 ONMUILINTE OCHOBHBIE CIIOCOOBI U CPEJICTBA IOKYMEHTHPOBAHUS H(OPMALUH.

4. ITIpuBeaure Ki1accupUKaLMIO HOCUTENEH HHPOPMALUH.

5. Uro mnoHumaercs moJ MOJJIMHHOCTBIO JOKyMeHTa? (OXxapakTepu3ylTe OCHOBHBIE BUJIbI
¢banbcupukay JOKYMEHTOB U HOCUTENEeH JoKyMeHTHOH nHdopmanuu. [lpuBeanrte npumepsi.

6. OxapakTepu3yiTe OCHOBHBIC (DOPMBI 3AIIHUTHI JTOKYMEHTOB M HOCUTENICH JOKYMCHTHPOBAHHON
uHpopmanuu. [IpuBeaure npumepsl.

7. Ha3oBuTE OCHOBHBIE BUbl TEXHUUECKOTO MCCIEA0BaHUsS TOKyMEHTOB. [lepeunciuTte npusHaku
MMUTALMU OTTUCKA IIeYaTH, CIIOCOObI 3aIUThI IIeYaTH OT MOJAEIIKH.

CprKTypa HOKYMCHTA, €0 COCTABJICHUC U O(i)OpMJ'ICHI/IC

1. IlpuBennTe OCHOBAaHUS KJIaCCU(PHUKAUKA OCHOBHBIX THUIIOB JOKYMEHTOB. [IpuBenuTe mpuMepsl.

2. Naiite kaccupuUKaluo U Ha3HAU€HUE OCHOBHBIX THIIOB YIPABICHUECKUX JOKYMEHTOB.

3. JlaiiTe knaccu(uKauo 1 Ha3HaYCHHE OCHOBHBIX TUIIOB TEXHUYECKUX JIOKYMEHTOB.

4. Jlaiite omnpeneneHuss NOHATUH «popMmynsaip» U «peKkBU3UT». Ha3oBUTE pEKBU3UTHI,
OIIPENETAIONINE FOPUINYECKYIO CUITY JOKYMEHTA.

5. IlepeunicnuTe U MOSICHUTE OCHOBHBIE PEKBU3UTHI JOKYMEHTA.

6. HazoBuTe 0oCHOBHBIE TPeOOBaHUS K COCTaBY U O(OPMIIEHUIO PEKBU3UTOB KOH(UIEHIINATBHBIX
JOKYMEHTOB.

Metoauka periraMCeHTaluu COCTaBa KOH(l)I/II[eHI_II/IaJ'ILHLIX HAOKYMCHTOB

1. Tlepeuucnute HSTambl OMpeAeNieHUs COCTaBa KOH(PUACHIMAIBHBIX JOKyMeHTOB. IlosicHuTe
0COOEHHOCTH OTPEeIeTICHUsI COCTaBa MH(OPMAINH, OTHOCSIIEHCS K CITy>KeOHO TaiiHe.

14.1.4. Bonpocbl Ha caMONIOATOTOBKY

Mertonpsl  kinaccupUKAMM, KOAUPOBAHMS W  HMHJCKCUPOBAHUS  JIOKYMEHTOB U  CHCTEM
AOKYMCHTHUPOBAaHUA

Turel 1 BUIBI JOKYMEHTOB

Dopmynsap JOKYMEHTA U €r0 COCTABHBIE YaCTH

OcobeHHOCTH cocTaBIeHus M 0(OPMIICHHSI TOJI0KEHUH, TPOTOKOJIOB, TOCTAHOBIICHUH

OcoOeHHOCTH cOCTaBlIeHUs U 0POPMIIEHUS IPUKA30B, PACIIOPSKEHUN U YKa3aHU M

OcobeHHoCcTH cocTaBieHus 1 0(OopMIICHHs TEXHUYECKOTo 3a1aHus, otueta o HUP

CrniocoObI 1 cpesicTBa JOKYMEHTUPOBAHUS
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Kanasibl HECaHKIITMOHHUPOBAHHOTO AOCTYNA K JOKYMEHTaM

14.1.5. Tembl MHAMBUIAYAJbHbBIX 3aaHUI

Meronsl  knaccupuKalMM, KOOUPOBAaHMA UM HHIEGKCUPOBAaHMS JOKYMEHTOB U  CHCTEM
JTOKYMEHTHPOBAHUS

Tunel 1 BBl JOKYMEHTOB

DopMyIIsp TOKyMEHTa U €r0 COCTaBHBIE YaCTH

OcobeHHOCTH cocTaBlIeHUs U 0QOPMIICHHS ITOJI0KEHUH, TPOTOKOJIOB, TOCTAHOBIICHHUH

Oco0eHHOCTH cOCTaBIeHUs U 0(OPMIICHHSI TPUKA30B, PACTIOPSDKEHUN U YKa3aHUH

OcobeHHocTH cocTaBieHus 1 0pOopMIIEHHs TEXHUYECKOTo 3a1aHus, otueta o HUP

Crioco0bl 1 cpeacTBa JOKYMEHTHPOBAHUS

KaHnaJibl HeCaHKIIMOHUPOBAHHOT'O JOCTYIIA K IOKyMEHTaM

14.1.6. Tembl 0onIPOCOB HA 3aHATHAX

[Tonsatuss wuHpOpManus, coobmeHne, Ao0KyMeHT. CBoiicTBa HMHPOpPMAIMH, COOOLICHUS U
nokymeHta.  @OyHkuuM  cooOmieHMH W gOoKyMeHTa.  OCHOBHBIE  IPU3HAKM  JOKYMEHTA.
Kon¢puaenumanbHoCTh HHPOPMAIIUN U KOH(DUACHIUAIBHOCTD JOKYMEHTOB.

OCHOBHBIE TEHJEHLUU HCIOJIb30BAHUSA COBPEMEHHBIX HH(GOPMALMOHHBIX TEXHOJOTHH B
00eCIIeYeHNN YIpaBICHUYECKOW JesTenbHOCTH. OCHOBHBIE 3aKOHONATEIBbHBIE M METOJOJIOTHYECKHUE
IPEANOChIIKA PACCMOTPEHUsI JIOKYMEHTa Kak OOBbEeKTa HamajeHus M 3amuThl. OpraHu3allMOHHbIE U
TEXHUUYECKHE KaHaJIbl HECAHKIIMOHUPOBAHHOTO JIOCTYIA K IOKyMEHTaM. JJOKyMEHThI U IEpPCOHAI.

3agaun 3amuThl MHGOpMALMU MU €€ JOKyMeHTHpoBaHMH. OCHOBHbIE CHOCOOBI M CpenCTBa
nokymeHTHpoBaHus. Kraccudukanuss HocuTeneld TOKYMEHTHPOBAaHHON uHGopmanuu. lloammHHOCTD
NOKyMeHTOB. Ilo/uIMHHBIE U MOUIOKHBIE JOKYMEHThL. Bunel Qanscudukanuu 1okymMeHTOB. CrocoObl
3alUThI JOKYMEHTOB OT (hajabCUPUKALIIH.

Tunbl W BUABL JOKYMEHTOB, MX Kiaccuukauusa. OOmme TpeOOBaHUS K COCTAaBICHHIO U
opopmiieHUI0  MOKYyMEHTOB. (OCOOEHHOCTH COCTaBJICHHS W  OQOPMIICHHS  OTICIBbHBIX  BHJIOB
YIpaBIE€HUYECKUX JOKYMEHTOB. OCOOEHHOCTH COCTaBI€HUS U O(OPMIIEHUS OTHENbHBIX BHJIOB
TEXHUYECKHX JIOKYMEHTOB. TpeOoBaHMS K COCTaBICHHIO M O(OPMIICHHIO KOH(UICHIMATBHBIX
JOKYMEHTOB.

Mertonsl Ki1accupUKauy 1 KOIUPOBAHHS IOKYMEHTOB M CHCTEM JoKyMeHTanuu. Kinaccupukarms
JOKYMEHTOB UM Jen. Meroauka cocraBieHus kiaccudukatopoB. CHCTeMBbl  JOKyMEHTAIHH.
VYHuuUIMpoBaHHBIE CUCTEMBI TOKYMEHTALINH.

Oranbl ONpeeNneHusl cocTaBa KOH(QHIEHIMAIbHBIX JOKYMEHTOB. OCOOEHHOCTH OIpeeneHHs
coctaBa mH(pOpMaIu, OTHOCAIIEHC K clyxeOHON TaiiHe. OCHOBHBIE TPeOOBaHUS, MPEAbIBISIEMbIE K
COCTaBIEHUI0O M  O(OpPMIIEHUIO TepeyHeld  KOH(PUICHUMAIbHBIX CBEACHUH M  HM3/1aBaeMbIX
KOH(HIEHIUATbHBIX JIOKYyMEHTOB.

14.1.7. Bonipocsl 1Jist NOATOTOBKH K NMPAKTHYECKUM 3aHATHAM, CEMHUHAPaM
KaHasnbl HECAaHKIIMOHUPOBAHHOTO JOCTYMA K TOKyMEHTaM
CniocoObI 1 cpesicTBa JOKYMEHTHPOBAHUS
Meronsl  KnaccupuKalMM, KOIUPOBAaHMA U  HHICKCHPOBAaHHMS JOKYMEHTOB UM  CHUCTEM
AOKYMCHTHUPOBAaHUA

14.2. TpeGoBaHus K OLICHOYHBIM MAaTEPHAJIAM JJIsl JIMI C OTPAHMYEHHBIMHU BO3MOKHOCTAMH
3A0POBbS U HHBAJIMAOB
Jng v ¢ OrpaHMYEHHBIMM BO3MOYKHOCTSMM  3JI0pPOBbS M MHBAIUAOB IPETyCMOTPEHBI
AOIOJHUTEIBHBIC OLICHOYHBIC MaTCpHalibl, IEPCUCHb KOTOPHIX YKa3aH B Ta6J'II/IHe 14.

CornacoBaHa Ha noptane N2 27666 16



Ta6Jmua 14 — I[OHOJIHI/ITG.HBHBIC Marepuajibl OOCHUBAHUSA IJId JIUI] C OrPAaHUYCHHBIMU BO3MOXKHOCTSAMU

3I0pPOBbSI M HHBAJIHMIOB

Kareropun
00yJarommxcst

C HapyueHusaMu
cryxa

C HapyueHusaMu
3peHus

C HapymeHusiMu
OIIOPHO-
JIBUTATEIBHOTO
anmnapara

Buasl TOIMOIHUTEIILHBIX OLICHOYHEBIX
MarepualoB

TecTbl, TUCEMEHHBIE CAMOCTOSATEIILHBIC
paboThI, BOIIPOCHI K 3a4ETY,
KOHTPOJIbHBIE PAOOTEHI

CobecenoBaHue 110 BOIIPOCAaM K 3a4€ETy,
OIIPOC 10 TEPMHUHAM

Pemenne MuCTaHIIMOHHBIX TECTOB,
KOHTPOJIbHBIC pa6OTBI, IIMCHbMCHHBIC
CaMOCTOSATENIFHBIE PAa0OTHI, BOIPOCHI K
3auery

@opMbI KOHTPOJIS U OLEHKHU
pPe3yJIbTaTOB O0yUYCHUS

[IpenMy111eCTBEHHO TUCBMEHHAs
IIPOBEpKa

[TpenmyIIeCTBEHHO yCTHAsI IPOBEPKA
(MHAWBUIYATIBHO)

HpeI/IMyH_IeCTBeHHO JAUCTaHIITMOHHBIMU
MCTOJaMH

C orpaHuyYeHUSIMU 110
O0IIEeMETUITUTHCKIM
MOKa3aHUsM

TecTbl, MUCbMEHHBIE CAMOCTOSITEIIbHBIC
paboThl, BOIIPOCHI K 3a4ETY,
KOHTPOJIBbHBIE PA0OTHI, YCTHBIE OTBETHI

[IpenMy1ieCTBEHHO IPOBEPKA
METOJIaMH UCXOSl U3 COCTOSHUSA
00yyaronierocst Ha MOMEHT IIPOBEPKU

14.3. MeToguueckne peKoMeHAalHH M0 OIleHOYHBIM MaTepuasiaM JJisl JUI ¢ OTPAaHUYEeHHBIMHU
BO3MOKHOCTSIMH 3/10POBbSI 1 MHBAJIN/10B

Jns mun ¢ OrpaHMYeHHBIMH BO3MOXKHOCTSMU 3JI0POBbSI M HMHBAIHMJIOB IPEAYyCMAaTPUBACTCS
nocTynHas popMa nperocTaBiIeHUs 3aJaHUH OLIEHOYHBIX CPEICTB, 3 UMEHHO:

- B TIeYaTHOU (opMe;

— B TIe4aTHOW (hOpMe C YBEITHMUSHHBIM MIPUPTOM;

- B (hopMe PIIEKTPOHHOTO TOKYMEHTA,;

- METOJIOM YTEHHS ACCUCTEHTOM 33/IaHUS BCIYX;

- NpeAO0CTaBICHUE 3aJaHHsI C UCIIOJIb30BAaHUEM CYpJI0IIEPEeBOIa.

JluaM ¢ OrpaHWYEeHHBIMH BO3MOXKHOCTSIMM 3/10pOBbsI M MHBAJMIaM YyBEJIMUYMBAECTCS BpeMs Ha
MOATOTOBKY OTBETOB Ha KOHTPOJBHBIE BOMPOCHL. [l Takux OOydYaromuXxcs MpeayCcMaTpuBaeTCs
nocTymnHas popMa npeocTaBIeHHs OTBETOB Ha 3a/1aHUs, a UMEHHO:

— MMCbMEHHO Ha Oymare;

- HaOOp OTBETOB Ha KOMIIBIOTEPE;

- Ha0Op OTBETOB C MCIOJIB30BAHUEM YCIYT aCCUCTECHTA;

- IPEACTaBICHNE OTBETOB YCTHO.

[Iponienypa oOueHWBaHHS pPE3YJAbTaTOB OOYYEHHUS JIUI] C OrPAaHUYECHHBIMH BO3MOXXHOCTSIMH
37I0POBbS M MHBAJIMJIOB MO JUCHUIUIMHE MpeaycMaTpHBaeT NpefocTaBieHue MHpopManuu B (opmax,
aIaTHPOBAHHBIX K OTPAHUYCHHUSM UX 370POBbS M BOCIPUATHS HH(OPMAIIHN:

JL1s1 1ML ¢ HApyLIeHUSIMM 3PeHust:

- B (hopMe DIIEKTPOHHOTO IOKYMEHTA,;

- B [Ie4YaTHON (hopMe YBETUUEHHBIM IIPUPTOM.

JI1s1 1M1 ¢ HApYLIeHUsIMM CJIyXa:

- B (hopMe DIIEKTPOHHOTO TOKYMEHTA,;

— B Ie4aTHo opme.

JIJ1s1 i1 ¢ HAPYUIEHUSIMHM ONIOPHO-ABUTATEJLHOI0 annapara:

- B (hopMe PIIEKTPOHHOTO TOKYMEHTA;

- B MIe4aTHOU (opMme.

[Tpy HEOOXOOUMOCTH JUIS JIMII C OrPAaHMYEHHBIMH BO3MOXHOCTSIMHM 37I0POBbS M HHBAJIMJIOB
MpoIeTypa OIICHUBAHUS PE3YIBTaTOB 00yUSHHS MOYKET MTPOBOAMTHCS B HECKOJIBKO ITAIIOB.
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