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1. IlepevyeHb MIAHMPYEMbIX Pe3yJbTATOB 00yUEeHHUS M0 JUCHHUILIHHE (MOTYJIIO0),
COOTHECEHHBIX € IVIAHUPYEMbIMH Pe3yJIbTATAMHU OCBOEHHS NMPOTrPAMMBI

Jucrummmaa K.M.10.05 «/lokymeHTOO0OpOT M ACIOMPOU3BOJACTBO B MEKIYHAPOIHBIX
OTHONICHUSX» 00ECIICUNBACT OBIIAJICHHUE CICAYIOITMMHI KOMITIETCHIIUSMU C YI€TOM 3Tara;

Kon HanmenoBanue Kopx srana HaumenoBanue srana
KOMITETEH KOMITIETEHIIUH OCBOEGHUS OCBOEHUSI KOMIIETEHIINH

002078 KOMIIETECH

02071
OIIK OC | crtocoOHOCTH COCTABISTh U OIIK OC | crtocoOHOCTh COCTABIATH
MBII 0oOpMIIATH TOKYMEHTHI U 0T4eThl 10 | MBII 0hOpMIIATh TOKYMEHTHI 1
[1yp-4 pe3ynbraTtaM npogeCCHOHaATBLHON I1yP-4.2 OTYETHI IO pe3yJIbTaTaM
JeSITeNIbHOCTH MEXTYHApOIHBIX
OTHOIIEHUI

2. O0beM U MecTO JMCUMIIMHBI (Moay.s) B ctpykTtype OI1 BO

Hucuumnuaa K.M.10.05 «/{okymMeHTO000pOT U AeNOMpPOM3BOACTBO B MEXKIYHAPOIHBIX
otHomeHUsX»» - 3 3.¢. (108 vacoB), koHTakTHast pabora ¢ npenogaBareiaem — 40 yacos (16 yacos
— JeKumi, 24 yaca — NpaKTUYECKHX 3aHATHI), 66 4acoB caMOCTOSATENBHOM pabOTHI, KOHTPOJIb
(3auer) — 2 yaca.

«J10KyMEHTOOOOPOT U ACTOMPOU3BOJICTBO B MEIKAYHAPOIHBIX OTHOIIECHHUSIX) IPEMOAACTCS
Ha TPEThEM Kypce B IIECTOM CEMECTPE MPOrpaMMbl MOJATOTOBKH OaKaJaBpOB IO HAIPABICHUIO
41.03.05 «MexnyHapoAHble OTHOWIEHUS», mpoduns «MexayHapoAHbIE MPOTPaMMBbl

YCTOWUYMBOIO Pa3BUTHU.
JlucuunnuHa u3ydaercs nocie npoxoxaeHus aucuuiuing: «Cucrtema I'MY B Poccun u 3a

pyo6exxom»; «OCHOBBI ITpaBa U TpakJaHCKOe MpaBo»; « M HOCTpaHHBIN S3BIKY.

3. Coep:xaHue U CTPYKTYPA AUCHUILIUHBI (MOYJIsI)

Ounasn ¢hopma odyuenusn

Ne HaumeHnoBanue Tem O0beM JHCHMILNIMHBI (MOAYJIs), Yac. ®opma
n/n H/WJIM Pa3esioB Bcero KonrtakTHasi pa6oTa CP  Kourpoan TeKylero
o0yJaumxcs ¢ KOHTPOJISI
npenogaBaTejieM ycrneBaeMocTH™
10 BH/IaM Y4eOHbIX 3aHSITHIi *,
J/9 JIP/ m3/ KCP MPOMEKYTOYHO
o, 50, 30, i
Aot | 0T | J0T* aTTecTamum* **
Tema | Mcropus 26 4 6 16 O
1 JIETTOTTPOU3BO/ICTBRA.
PernamenTanus
ACIIOIIPOU3BOACTBA
U IIpaBuiIa
OpraHu3aluu
ACIOIIPOU3BOACTBA
B MEXKIYHAPOIHBIX
OTHOIIEHUSAX




Tema | TexHomoruu 28 4 6 18 Kon
2 JOKyMEHT0000poTa

MEKTyHAPOTHOTO

COTPYIHUYECTBA
Tema | Opranusanus 26 4 6 16 T
3 TEKYIIETO

XpaHEeHUs

JIOKYMEHTOB
Tema | Opranusanus u 26 4 6 16 o
4 TEXHOJIOTHH

paboTHI C

JOKYMEHTaMH TI0

JIUYHOMY COCTaBY
IIpome:xyTounas 2 2
aTTecTanus
Bceero: 108 16 24 66 2

Ipumeuanue:

* - npu  nNpUMeHeHuu J3J1eKmpOoHHO020 06)/’{61-!1/{}1, ()McmaHL;MOHHle 06pa306ameﬂbelx mexHono2ull 8
coomeemcmeuu Cy‘te@HblM niaaHom,

** — paspabomuux yKkazvieaem HeoOX00uUMble DOPMbl MEKYUe20 KOHMPOJs YCNeeaemMocmu. Kypcogule
npoexmot (KII), kypcoswvie pabomvit (KP), konmponvhsie pabomul

(K), onpoc (O), mecmuposanue (T), konroxeuym (Kon), acce (Oc), pepepam (Pegp), oucnym (I]) u op.

**k - pazpabomuux ykasvieaem HeoOX00uMbvle OPMbL NPOMENCYMOUHOU ammecmayuu. K3amen (OK3),
sauem (3a), 3auem c oyenxoii (3a0).

Conep:xaHue TMCUMILUIUHBI (MO1YJIs1)

Tema 1. Hcropus aenonpousBoacTBa. PeriiamMeHTamusi 1eJIONPOM3BOJACTBA U
NMPaBUJIAa OPTraHU3ALMH 1eJTONPOU3BOACTBA B MEKITYHAPOAHBIX OTHOIIEHUSIX

BBenenue B yueOHbIH KypC.

OcCHOBHBIE 3Tarbl CTAHOBJICHUS JCIOMPOU3BOCTBRA.

Hcropus pa3BuTHs 1€T0NPOU3BOJICTBA B MUPE.

HopmaTtuBHOE W HOPMATHUBHO-METOJUYECKOE PETYJIMPOBAHUE JEJIOMPOU3BOJICTBA B
MEXIYHAPOJAHBIX OTHOLICHUSX.

CoBpeMeHHOE HOPMaTHBHO-METOINYECKOE peryaupoBaHue MIPOIIECCOB
JIOKYMEHTUPOBAHUS MEXAYHAPOJIHOIO COTPYIHUYECTBA.

Opranuzanus aenonpousBojactsa. Ctpykrypa ciayxost JJOY.

HopmatuBHOe obecreueHne J1E€IOMPOU3BOJICTBEHHBIX IPOIECCOB U MPOIECCOB
WCIIOJIH30BaHUS OJIAaHKOB, MEYaTeH U MITaMIIOB

Tema 2. TexH0JIOTHHM JOKYMEHT0000POTA MEKIYHAPOAHOI0 COTPY/IHUYECTBA
OCHOBHBIE CUCTEMBI MEKIYHAPOIHOUN TOKYMEHTALIUH.

JIOKyMEHTAITMOHHOE COMTPOBOXKICHUE PEIICHUNH MEXKTyHAPOIHOTO COTPYAHUYECTBA.
JIoKyMeHTUpOBaHUE TeKYIIeH pabOThl B MEKIYHAPOIHBIX OTHOIICHHUSX.

[Topsimok nBMXEHUS JOKYMEHTOB B MEXKTYHAPOIHON OpraHU3aInH

Opranuzaiiys paboThl C OpraHU3alMOHHO-TIPABOBOI CHCTEMOM TOKYMEHTAIIUH.
TexHomorus paboTHI C pacIOPSAUTEIHFHON CUCTEMON JOKYMEHTAIUH.

Opranuzaius paboTsl ¢ HHPOPMAIIMOHHO-CIIPABOYHOM CUCTEMON JOKYMEHTAIHH.
KonTposb ucnosiHeHus.

Buabl koHTposisa. TeXHOIOTHs KOHTPOJISI CPOKOB UCIIOJIHEHUS JOKYMEHTOB.




Opranu3anys HHPOPMAIMOHHO-CITPABOYHON PaboThl. TEXHOJIOTHH CO3AaHMs CITPABOYHO-
IIOUCKOBBIX CUCTEM.

Tema 3. Opranu3anus TeKyuero XxpaHeHusi J0KyMeHTOB

Homenkmatypa nei.

OdopmiieHre HOMEHKIIATYPHI Jedl.

TpeGoBaHusI K COCTABICHUIO 3ar0JIOBKOB JIeJT U IIPAaBUJIa UX CHCTEMaTU3alIUH.

OmnpeneneHne CPOKOB XpaHEHUS JOKYMEHTOB.

[TpaBuia popMHUpOBaHUS JEI.

Texunomnorus GopMupoBaHus B Jiesia TOKYMEHTOB PAa3UYHBIX KaTETOPHA.

[TonHoe n yactHyHOE 0HOPMIICHHE JICII.

IIpaBuina onepaTuBHOrO XpaHEHUs JENl.

OdopmieHne TOKYMEHTOB, COIIPOBOMKIAIOIIUX ONEPATHBHOE XPAHEHHE TOKYMEHTOB M UX
VICIIOJIb30BaHHE.

[Topsimox MOATOTOBKH M IEpeiadd Aeil B apXuB OpraHu3anuu. [1opsaok yHUYTOXKEHHS
JOKYMCHTOB U [1€JI C OKOHYCHHBIMH CPOKaMH XPaHCHUS.

OdopmieHne TOKYMEHTOB, COIMPOBOXKAAIOIIUX IepeAavy e Ha XpaHCHHE B apXuB
opraHu3alv 1 YHUYTOKCHHUEC ACJT C HCTCKIIUMHU CPOKAMU XpaHCHUA.

OpraHu3zalys 1 TEXHOJIOTUH PaOOThI ¢ OOPAIICHUSIMU TPaXKIaH.

Tema 4. Opranuszanusi 1 TEXHOJOIrHHM padOTHI ¢ JOKYMEHTAMH 110 JJHYHOMY COCTaABY

HopmatuBHOE M METOJMYECKOE PEryaupoBaHHE PabOTHl C JOKYMEHTaMHU IO JUYHOMY
COCTaBy.

AHanmm3 HOpPMATHBHO-METOJUYECKOTO  OO0ECNEYeHHUs] PperylupoBaHUs paboOThl €
JOKyMEHTalUeN 10 JIMYHOMY COCTaBYy.

Haznauenue 1 BUJIbl JOKYMEHTAIMU 110 JUYHOMY COCTaBY.

[IpaBuna opopmiieHHs] JOKYMEHTALUH 110 INYHOMY COCTaBY.

TexHonorusa JOKyMEHTUPOBAHUS OCHOBHBIX OIlepalliii KaJAPOBBIX PELICHUM.

MoznenupoBaHue NPOU3BOACTBEHHBIX IIPOLECCOB M CcUTyauui. JloKymMeHTHpoBaHME
KaJIpOBBIX OIEpALHil.

[IpaBuiia opranu3anuu XpaHeHUsI JOKYMEHTOB 110 JIMYHOMY COCTaBY.

DopMHUpPOBaHUE JINYHBIX JEI.

Opranu3zanus U TEXHOJIOTUsl pabOThl C KOH(PUIEHIUAIBHBIMHI IOKYMEHTAMH.

3aKoHOJATENIbHOE  peryaupoBaHMe  paboThl € JIOKYMEHTaMH,  COJEpKallluMHU
KOH(PHUICHIIMATbHYIO HHPOPMAIIHIO.

Opranuzanus paboTsl ¢ KOH(UAESHIUATBHBIMU T0KYMEHTAMHU.

4. MatepuaJjibl TEKyIIer0 KOHTPOJISA YCIIEBA€MOCTH 00y4YalOIIMXCS U
(oHI OLIECHOYHBIX CPEACTB NPOMEKYTOYHOM aTTECTALMH 110 JUCHHUILINHE (MOLYJIIO)

4.1. ®opMbI M METOAbl TeKYyHIEro KOHTPOJISI YCIeBAeMOCTH O0y4YaloIIUuXcsd M
NMPOMEKYTOYHOH aTTeCTALHM.

41.1. B xope peammsanuu aucoumiauHbl K.M.10.05 «/lokymeHnTo000poT M
ACJTONMPOMU3BOJACTBO B MEKAYHAPOAHBIX OTHOHICHUAX» HCIOJB3YIOTCH CICAYIOIIUE METO/AbI
TeKYIIero KOHTPOJIsl yCIeBaeMOCTH 00y4YaloIuXcs:

Tema w/unm pazaen Metoapl TEKYIIETO
KOHTPOJISI
yCIIEBaEMOCTH




Uctopust genonpousBojcTBa. PernaMeHTtaius AeIONpOU3BOACTBA U [Ipe3enTanus scce
IpaBuja OpraHU3alyu  JEJIONPOU3BOACTBA B MEXIYHApOIHBIX

OTHOILLICHMSX
TexHonornM JOKYMEHTOOO0POTa MEXKTYHAPOAHOTO COTPYIHUYECTBA Kpyrasiii cton
Opranu3anus TeKyIero XxpaHeHus JOKYMEHTOB TectupoBanue

Opranu3anus M TEXHOJOTMH pabOTHl C JOKYMEHTaMH 1O JUYHOMY IIpesenTanus scce
COCTaBy

4.1.2. 3a4eT NPOBOAUTCH C MPUMEHEHHEM CJIEeAYIOIIHUX MeTO10B (CpeacTB):

J11s1 BBISIBJICHU S YPOBHSI OCBOCHUSI KOMIIETEHIIMM B MPOLIECCe 3a4eTa IPUMEHSETCS YCTHBIN
ONpOC, B COOTBETCTBUU C IMEPEUYHEM BONPOCOB K 3auery (cM. m.4.3.) Kaxnomy oOydaromemy
MPEIOCTABIISIETCS BO3MOXKHOCTH BBIOOpA TpPEX BOIPOCOB M3 PEKOMEHIOBAHHOTO IMEPEUHS.
OOyyaromuiics moxy4aer 3a4eT MpU yIOBJIETBOPUTEILHOM OTBETE Ha JIBa U3 TPEX BBHIOPAHHBIX
BOIIPOCOB.

4.2. MaTepHaJbl TEKYyHIEro KOHTPOJISI yCIIEBAEMOCTH 00y4aI0IUXCSl.

1. TunoBble KOHTPOJILHBbIE 3aJaHNUSI UM MHBbIE MATEPHUAJIbI, HE00X0IUMbIEe
AJIS1 OleHKH MJIAHMPYEeMbIX Pe3y/ibTATOB 00y4eHHs M0 JUCHHUILINHE, XapaAKTePU3YHIIUX
Tanbl GOPpMHUPOBAHNS KOMIIETEHUMH B Mpollecce 0CBOEHUsS 00pa30BaTeIbHOM
NMPOrpaMmbl

Ilpumepwr npaxmuueckux 3a0anuii:

1. 3apeructpupyiite mocrynusiiee B Bamry opraHuzanmio ciyxkeOHOE MUCBMO C
IMOMOIIBIO XYypHalla U peFI/ICTpaHI/IOHHO-KOHTpOJH)HOI\/JI KapTO4YKH U CXGMaTI/I?;I/IpyﬁTC JABUXXCHUEC
JIOKYMEHTa OT MOMEHTa IOCTYIUIEHUs JOKYMEHTa B OpraHu3alMio 10 IOJIy4YeHHs IuchbMa
UCIIOJIHUTENIEM. PEKBU3UTHI THChMa:

[Tucemo OO0 «Crnaakoexka» «O 3aKIOYEHUU JOTOBOPA MOCTABOK MPOIYKLHUU» OT
12.10.2018 Ne 01-09/127. Tlocne peructpauuu B ¢GuUpME NUCBMO TEPENaHO 3aMECTHUTEIIO
TeHepaIbHOrO JUPEKTOpa IO MApPKETUHTY, KOTOpbI BbIHEC pe3onmonnio: «lletpoBy A.B.
MOATOTOBUTH MpoeKT aoroopa k 20.10.2018». A.B IlerpoB — pykoBOAUTENb OT/ENA MPOJAXK,
Ha3HA4YWJI B COOCTBEHHOW pE3ONIONMHM HCHOJIHHUTENEeM cTapuiero meHemkepa W.II. JoHHUK,
KOTOpO# 0003Haum cpok ucrosHenus 18.10.2018

2. CocraBpTe mpuka3 o paspaboTke mpoekra Muctpykuuun «O cucteMe TOProBBIX

CKUJOK Ha TOBaphl, peajiu3yeMble B PO3HHUILY» U M300pa3uTe MapHIPyTHYIO KapTy OT MPOEeKTa
IIpHUKa3a A0 NOJUIMBKHU B JEJIO0.

3. Odopmure mnporokon cobpanus kojuiekTuBa. IloBectka mus: O BHeceHUH
W3MEHEHUH U IOMOJIHEHUI B Y CTaB OpraHu3aIlii; u u300pa3uTe orneporpaMmMy ero mpoxXoKICHHUS.

4. CocraBbTe MHUIMATUBHOE NMUCBMO OT MMEHW Bamreld opraHus3anuu, B KOTOPOM
IIPOCUTE JaTh Pa3bsICHEHUS O MOPSJIKE MPEJOCTABIECHUS TOPTOBBIX CKUAOK opranuzanuein OO0
«S1610K0». CxemaTu3upyiTe MPOXOXKICHHE CO3/aHUS TOTO0 MHUIMATHBHOIO MHCHbMA JI0 €ro
MOJILINBKHU B JIEJIO.

5. Cornacno rpaduky ormnyckos, N.W. MIBanoB nomken yiTtH B otiyck ¢ 22.01.2019
— 20.02.2019, cocraBbTe 3asBieHHE 00 OTIyCKE, MPOU3BEIUTE C HHUM BCE HEOOXOAMMBIE
JIEJIONPOU3BOJCTBEHHBIE OMNEpallud M CXEMaTU3UpPYWTE [BUIKEHHE 3asBICHHUS C MOMEHTa
HAIMCaHMs 10 O3HAKOMJIEHHSI C TPUKA30M 00 OTITyCKe.
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6. Cotpyanuk Bamei opranuzanuu — nenonpousBoautens M.M. MBanoBa pernia
pacToprHyTh TPYAOBOM IOTOBOpP MO coOcTBeHHOM wuHuUIMatuBe ¢ 06.05.2019. CocraBbTe
3asBlieHUE 00 YBOJBHEHHMH, IMPOCTAaBHTE BCE HEOOXOAMMBIC BU3bl U CXEMAaTHU3HPYHUTE MpPOLEcC
YBOJIbHEHUS COTPYHUKA.

7. B cBsi3u ¢ oOpa3oBaBieiics CBOOOIHOM cTaBKOW cekperaps, Bol mpuHuMaeTe Ha paboTy
WN.N. UBanoBy. CoctaBbTe mnpuka3 o mpueme Ha paboty M.M. MBaHOBOI, cxemaTu3upyiite
IIPOLIECC IOKYMEHTUPOBAHUS BOSHUKHOBEHUS TPYIOBBIX IIPABOOTHOIIEHUH HA 3TOM IIPUMEPE.

8. 3a MHOTroJIeTHHIA U JOOPOCOBECTHBIN TPyl HAYAIBHUK CITYKObI JISTONPOU3BOICTBA PEIINIT
MOOUIPUTH OJIar0JapCTBEHHBIM MHCbMOM aenonpousBoautens M.M. MBanoy. CxemaTH4HO
n300pa3zuTe MpoLecc MOOLIPEHHs COTPYAHUKA 0JaroAapCcTBEHHBIM MTUCEMOM.

9. B cBs3u co cinykeOHOH HE0OX0auMOCThI0, coTpynHuka M.M. CMupHOBa mepeBOAsT U3
MH(OPMALIMOHHOTO OT/AeJda B IPOTOKOJBHBIM OTAEN Ha MHOCTOsSTHHOe MecTo paborel. M.U.
CMupHOBa MUCHBMEHHO YBEJOMWJIM, M 3apY4YMIHCh €ro coryiacueM. CxeMaTH4HO H300pas3uTe
IpoIiecc MepeBoia COTPYIHUKA, IEPEUUCIUTE JOKYMEHTBI, KOTOpbIE 00pa3yloTcs MPpH MepeBoIe
COTpY/JHUKA.

Ilpumepovt mecmoeswvix 3a0anuiib

1. Uro Takoe enonponu3BOJICTBO:

a) chepa neqareabHOCTH IO 00ECIIEUEHUIO OPraHu3alui OPUCHBIMU JOKYMEHTAMU

0) oTpacib JeaTelbHOCTH, KOTopasi 00ecreunBaeT JOKyMEHTHPOBAHNUE U OPTaHU3aLUI0 pabOThI
C O(bI/ICHBIMI/I AOKYMCHTaMH

B) OTpacib ACATEILHOCTH, KOTOpas He 00eCIeunBaeT JOKyMEHTHPOBAHNE U OPTaHU3AIHIO
paboThI ¢ OPUCHBIMU TOKYMEHTAMU

2. Bce odunmanbHble TOKYMEHTHI UMEIOT Takue (QyHKIUU:
a) O0IIMe U CrIeIIHATbHBIC

0) 001IKe 1 OCHOBHBIE

B) JICJIOBBIE M 001IHE

3. CocTaB TOKYMEHTOB B OpTaHU3AI[MH 3aBUCHUT OT:

a) o0beMa U XapakTepa B3auMOCBS3EH B OpraHu3aIiu

0) mopsiiKa IPUHATHS PelIeHUH (eqUHOHAYAINEe WIH KOJUIETHAIbHOCTD )
B) BCE, IEPEUNCIIEHHOE paHee

4. Yro Takoe yHHU(pUKALUS JOKYMEHTOB:

a) YCTAaHOBJICHHE €IMHOT0 KOMIUIEKCA BU/I0B M Pa3HOBUHOCTEH JOKYMEHTOB ISl aHAJIOTUYHBIX
yIpaBIEeHUYECKUX CUTYyallui, pa3paboTKa eUHBIX (POPM U MpaBMII UX COCTABIIEHHUS, OPOpPMIIEHNE
U co3JjaHue TpadapeTHbIX TEKCTOB

0) ycTaHOBJIEHHE HE €IMHOT0 KOMILIEKCAa BUJIOB M PA3HOBUAHOCTEHN TOKYMEHTOB JJIs1
AQHAJIOTUYHBIX YIPABICHYECKUX CUTyallui, pa3paboTka eAMHBIX (OPM U IPaBUII UX
COCTaBJIEHUs, 0OPMIICHHE U CO3JaHHe TpadapeTHBIX TEKCTOB

B) YCTAHOBJIEHUE €IMHOTO KOMIUIEKCA BUJIOB M PA3HOBUAHOCTEN OTUYETOB JIJIs1 aHAJIOTUYHBIX
YIpaBIeHUYECKUX CUTYallui, pa3paboTKa eUHBIX (POPM U MpaBUII UX COCTABIIEHUS, OPOpPMIIEHHE
U co3JjaHue TpadapeTHbIX TEKCTOB

5. YTo Takoe Tof0oBoi 00beM JOKYMEHTO000pOTa:

a) UCXO/IHAs BEJIMYHMHA JIUISl pacueTa YHCICHHOCTH HACETICHHS, OTIPEICIICHUS CTEIICHH
3arpy’KEHHOCTU CTPYKTYPHBIX IMOAPA3AEICHUN U OTAEIbHBIX JIOACH

0) cpenCcTBO OmpeIeNieHUsl MOTPEOHOCTEN B OPTaHU3AIMOHHON U BBIYUCITUTEIILHON TEXHHUKE,



BBIOOpa HambOoJee A3 (HEKTUBHON CUCTEMBI PETUCTPAIMH JTOKYMEHTOB U CITPABOYHOTO arlrapara
B) UCXOJIHAs BEJIMYMHA ISl pacyeTa YUCIEHHOCTH COTPYIHHUKOB ciyxO0bl IOV, onpenenenus
CTETEeHH 3arpyKEHHOCTU CTPYKTYPHBIX MOAPA3ACICHUI U OTAEIbHBIX pAOOTHUKOB, CPEICTBO
oTpeieNieHus TOTPEOHOCTEN B OPraHU3aI[MOHHON M BEIYMCIUTEIBHON TEXHUKE, BEIOOpA
Haubosee 3 (HEeKTUBHON CUCTEMBI PErUCTPAlMH TOKYMEHTOB U CIPaBOYHOIO anmnapara

6. Uto Takoe JOKyMEHTOOOOpOT:

a) IBIDKEHUE TOKYMEHTOB B OpraHU3alMy ¢ MOMEHTA MX TOJIYYEHUS 10 3aBEepIICHUS
WCIIOJTHEHUS WJIM OTIIPaBKU B KOMUTET I10 JIeJIaM HECOBEPILIEHHOJIETHUX

0) ABIKEHHE JOKYMEHTOB B OpPraHU3alMU C MOMEHTA UX CO3aHHUs WU TTOIY4EHUS J10
3aBEpIICHUS UCIIOJIHEHUS WU OTIIPABKU

B) IOKYMEHT, HE TpeOyomuii 0c000ro BHUMaHHUS

7. BeiOepuTe OCHOBHBIE 3TAIbl HOATOTOBKU U 0()OPMIICHUS] BHYTPEHHHX JIOKyMEHTOB B o(uce:
a) COCTaBJICHUE MPOCKTa U COTIIACOBAHHE

0) mpoBepKa MPaBUILHOCTH O(OPMIICHHS

B) MOJINMCAHKUE U PETUCTPAIUS

I') BCE BapUaHThI IIPaBUIIbHBIE

8. Uro BKIIIOYAET B ce€0s1 perucTpanus JTOKyMEHTa:
a) MPOCTABJICHHE PETUCTPAIIMOHHOTO HOMEpa

0) mpocTaBJIeHUE AATHI

B) BCE BapHUaHThI IIPABUIIbHBIC

9. CnpaBouHast KapTOTEKa COCTOUT U3 2 YAaCTEH U COJIEPIKUT:

a) KapTOYKH Ha UCTIOJHEHHBIE JIOKYMEHTHI

0) KapTOYKH HA HEUCIOJIHEHHbIE IOKYMEHTHI, HAlIPABJIICHHBIE B CTPYKTYPHbIE MOpa3AeTICHUS
JUIS1 O3HAKOMJICHUS U U3YUYCHUS

B) 00a OTBETa IMpaBUIbLHbIC

10. uuBHTyanbHbIE CPOKH UCIIOJIHEHUS YKa3bIBAKOTCS:
a) B TEKCTE JOKYMEHTa WU B PE30JIIOLIUU

0) B TekcTe MOHOrpaduit

B) B PE30JIOIIUU

11. OcHoBHBIE (hyHKIMH, KOTOpbIe 0OecnieunBaet 1OV
a) MJIaHUpPOBaHUE

0) y4er u OTYETHOCTh, (PUHAHCUPOBAHUE U T.JI

B) 00a oTBETa MpPaBUIIbHBIE

12. YTo NOHUMAIOT 1O/ CITYKEOHBIM IOJIEM:

a) MECTO, KOTOPOE HE 3aHATO PEKBU3UTAMHU

0) MecTo B JOKyMEHTE, KOTOPOE HE 3aHATO PEKBU3UTAMHU, 33 UCKIIIOUYEHHEM PEKBU3UTOB 1, 2, 3,
4,5, 18, n npeqHa3HAYeHO AJIS 3aKPEIJIEHHS JOKYMEHTA B TEXHUYECKUX CPEJICTBAX XPAHEHMUSI
B) MECTO B IOKYMEHTE, KOTOPOE 3aHATO PEKBU3UTAMH, 32 UCKIIOYEHUEM HEKOTOPBIX HIOAHCOB

13. Yrto Takoe O6JaHK TOKyMEHTA!

a) CTaHJAPTHBIN JTUCT OyMaru, Ha KOTOPOM BOCITPOM3BOUTCS MOCTOSTHHAS UH(OpMALIHS
JIOKYMEHTa ¥ €CTh MECTO JUISI IEPEMEHHON MH(POpMAITIH

0) HecTaHAapPTHBIN JTUCT OyMaru, Ha KOTOPOM BOCIIPOU3BOUTCS MOCTOSIHHAS MHGOpMAITUs
JIOKYMEHTa ¥ €CTh MECTO JUISI IEPEMEHHON MH(POpMAITIH

B) 00a oTBeTa MPaBUIbHBIC
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14. Yto Takoe ycTaBbl:

a) CII0’KHBIE JJOKYMEHTBI, CTPYKTYPY U COJIepKaHUE KOTOPBIX ONPENeNIA0T CaMU pa3paboTUnKu
0) TOKYMEHTBI, COJIep>KaHUE KOTOPBIX UMEET CIIYKEOHYIO TallHy

B) IOKYMEHTBI, CTPYKTYPY U CO/I€pKaHUE KOTOPBIX ONPEAEISAIOT Ha MecTe

15. Yto Takoe JOJKHOCTHAS MHCTPYKIIMS:

a) TOKyMEHT, B KOTOPOM OTMEUEHBI HAPYIIUTEIN pacropsaka qHs B oduce

0) MHCTPYKLUS JUPEKTOPA, KOTOPYIO HEOOXOIUMO BBIMIOJIHATH B 00s13aTEILHOM MOPSIZIKE

B) OpraHU3aIllMOHHO — PACIIOPSIAUTENIbHBINA JOKYMEHT JJIUTEIBHOTO WIIA MOCTOSIHHOTO CPOKa
JeiCcTBUS (10 BBEICHUS HOBOI), B KOTOPOM OIpeAeNICHbl HAyYHO — TEXHUYECKHE,
TEXHOJIOTHYECKHE, (PMHAHCOBBIC U IPYTHE CTOPOHBI JEATCILHOCTH OpPTraHU3aIUH, €€
NoJipa3iesieHui 1 TOJKHOCTHBIX JIULL

16. Kakue ¢hakThl U3/1araroTcs B EpBOM U BO BTOPOM YacTsIX CIIPABKHU:

a) B IEPBOM YaCTH CIIPABKH MU3JIATalOTCsI (PAKThI, TOCTYKUBIIHE ITOBOJIOM K €€ HAIMCAHUIO, BO
BTOPOIl — IPUBOATCS KOHKPETHBIE JaHHBIC

0) B MepBOY YaCTH CIPABKU U3JIATAIOTCS IOBOJIbI, TOCITYKUBIITHE TTOBOJIOM K €€ HaIMCAHUIO, BO
BTOPOIl — IPUBOJATCS CTATUCTUYECKHE JTaHHBIE

B) B [IEPBOM YaCTU CIIPABKHU U3JIAral0TCs KOHKPETHBIC JJAHHBIC, @ BO BTOPOU — IPUBOISITCS
(bakThl, MOCIYKUBIINE TTOBOJOM K €€ HAHCAHUIO

17. Yto Takoe COCTaBICHUE TOKIIAA:

a) TaJIaHT, He TPeOYIOIIEH MPAKTHUECKOTO HABBIKA U KPUTUIECKOTO aHAIN3a ITPOEKTa OTYeTa

0) Tpya, TpeOyIOIIH He TPAKTHYSCKOTO HABBIKA M HE KPUTUIECKOTO aHaIM3a MPOEKTa TOKJIa/la,
paboTy Haj coboi

B) MacTepCTBO, TPEOYIOIIee MPAKTUIECKOTO HaBbIKA U KPUTHUECKOTO aHAIM3a MPOCKTa JOKIaa

18. UTo Ha3bIBae€TCS CIIPABKOM:

a) IOKYMEHT, TTOATBEPKIAIOIINN KaKue-Tu00 (PaKThl WIIK COOBITUS
0) axThl, MOCTY>KUBIIIKME TOBOJIOM K €€ HAITMCAHUIO

B) JIOKYMEHT, /i€ IPUBOISATCS KOHKPETHHIE TaHHBIC

19. Ha xakue aBe OCHOBHBIE TPYIIIBI MOXKHO MOJPa3IEIUTh BCE HHCTPYKIIUU:

a) TIOJDKHOCTHBIE MHCTPYKIIUH, ONIPEACIISIoNIe GyHKIINHU, TTpaBa, 00sI3aHHOCTH U
OTBETCTBEHHOCTh JOJIKHOCTHBIX JIUII

0) MHCTPYKIIUU, PETJIAMEHTUPYIOITUE TTOPSIOK BBITTOJTHEHHS Kakoro-11bo mporecca, B
OCYIIECTBIIEHUU KOTOPOTO MPUHUMAIOT YUaCTUE HUCTIOTHUTENH (OMKHOCTHBIC JIHIIA;
NoJipa3/iesIeHNs)

B) 00a oTBeTa MpaBUIbHBIC

20. branku UMEIOT TOJIS:

a) MpaBoe U HIKHEe — He MeHee 10 MM
0) neBoe — 20 MM

B) BepxHee — He MeHee 20 MM

T') BCE OTBETHI BEPHBI

4.3. OueHoYHbIE cpeCcTBA /ISl IPOMEKYTOYHOM aTTeCTAllHU.

Bomnpocs! quis 3a4era:
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Opranu3anys 1 TEXHOJIOTUs JOKYMEHTAllMOHHOTO 00ecleyeHus KaK ydeOHas
JUCLUIUIMHA, €€ MECTO B CUCTEME JIOKYMEHTHO-MH()OPMAIIMOHHBIX HayK.
OCHOBHBIE 3Tallbl CTAHOBJICHUS AEJIONPOU3BOICTBA.

[TpoGiiema coBepIieHCTBOBaHUS Aeonpon3BoacTBa B 1950-1980-x rr. Mx
3aKOHOJATENbHAs U HOPMAaTHUBHAs perjaMeHTals.

3HaueHUEe HOPMATUBHO-METOUYECKON PETIaMEHTaLuU AEJIONPOU3BO/ICTBA.
XapakTepucTuKa JeHCTBYIOIUX IOCYAAPCTBEHHBIX HOPMaTUBHO-METOINYECKUX
JIOKYMEHTOB.

Opranu3annoHHble (HOpMBbI AETONPOU3BOACTBA. VX 3aBUCUMOCTD OT cieLU(UKU U
OpPraHU3alMOHHON CTPYKTYPBI YUPEKIACHUS.

CrpykTypa 1 GyHKIMH HOJPA3eIIEHUH 110 JOKYMEHTHOMY 00CITyKUBaHHIO
YUPEKICHUH.

XapakTepucTUKa OCHOBHBIX HOPMAaTUBHBIX JOKYMEHTOB, PErJIaMEHTUPYIOIINUX
JIEJIONPOU3BOJCTBO YUPEXKICHUS.

JIOJKHOCTHOM M YMCIIEHHBIN COCTaB AEIONPOU3BOICTBEHHOM CITY>KOBI yUpEKICHUS.

JloKHOCTHBIE 00513aHHOCTH CEKpeTapsi-MalllnHHUCTa, CeKpeTapsi-pedepenTta pedepenra,

cTeHorpaducra, cekperaps pykoBoautens (oduc-MeHepKepa).

Joxymentoobopot. Onpenenenue, XapakTeprucTUKa OCHOBHBIX TOKYyMEHTOIIOTOKOB.
[TpaBuiia opranuzaiy JOKyMeHT000opoTa yupexaeHusi. OCHOBHbIE HaIlpaBJICHUS
COBEpILEHCTBOBAHUS JOKYMEHTOO00POTA.

[TpaBuiia npuema u 06pabOTKU MOCTYMAOLIEH KOPPECTIOHACHIINH, UX BIMSHUE HA
OpraHu3aINIo IBIKCHUS JOKYMEHTOB. HampaBienne 10OKyMEeHTOB Ha UCIOJTHEHHUE.

3aauu perucTpanuu JOKyMEHTOB, ee opranu3anus. @opMbl perucTpanuu J10KyMEHTOB.

TexHonorust KOHTPOJIS UCTIOIHEHUSI TOKYMEHTOB.

Opranuzanus cCpaBOYHO-UHPOPMALMOHHONW PabOThl yUpeKACHUI.

OcHoBHBIE IpaBuIa 0POPMIICHUS PETUCTPALIMOHHO-KOHTPOJIBHOM KAPTOUKH.
[TonsiTue o nokymeHToo00poTe. TexHonoruu paboThl ¢ BXOJAIIEH TOKyMEHTalueH.
[TonsTue o nokymeHTOo000pOTE. TeXHONMOTHU PabOTHI C HCXOASIIEH TOKYMEHTalueH.
[TonsiTue o noxkymeHTo000poTe. TexHONOrnu paboThl C BHYTPEHHEN JOKYMEHTAIHEH.
CoBpeMeHHbIE TEXHOJIOTUN PETUCTPALIUU TOKYMEHTOB.

Opranuzanys crpaBoyHO-UH(OPMALIMOHHON PabOTHI B OPraHU3aliH.
Homenknarypa nen, ee Ha3HaueHue, QYHKIIUU, BUBL.

OcHoBHBbIE 3TaIbl pa3padOTKU HOMEHKJIATYPHI JIe]1 B OpraHU3aluu.

OcobenHoctu ohopMiIeHNsT HOMEHKIATYPHI €.

dopmupoBanue fein. [IpaBuia popMupoBaHus B /1ea JOKYMEHTOB OT/IEIbHBIX
KaTErOpum.

[TpaBuna u BUABI 0OPMIICHUS JIEI.

Ornucanue e BpeMEHHOT0 XpaHEHUSI.

[TpaBuna coctaBieHuUs 3ar0JIOBKOB JIEI.

[TpaBuiia onepaTUBHOTO XpAaHEHUS JeJl.

[Topsimok mepenauu Aen B apXUB OpraHU3AINH.

JIOKyMEHTBI, CONIPOBOKAAIOIINE MTPOLIECC MEPEayu A€l B apXUB OpraHU3aliH.
OKcnepTu3a HEHHOCTU JOKYMEHTOB I10 MIEPEYHSIM.

[Topsinok BeIIENEHNE JOKYMEHTOB U J€JI K YHUUTOXXEHHUIO. [1opA10K yHUUTOXKEHUS
JIOKYMEHTOB.
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Jlenonpou3BoACTBO MO OOpAIICHUSIM TPAXKIAH.

[TpaBuiia paboThl ¢ KOH(PHUIEHIUATBHBIMU JOKYMEHTAMH.

[TpoBepka cOCTOSTHUS JOKYMEHTALIMOHHOTO 00eCcIieYeH sl YIIpaBIeHUs
[TpaBuna opopMIICHHS PETUCTPAIIMOHHO-KOHTPOJIBHON KapTOUKU
[TpaBuna opopmieHHs KypHaja yueTa BXOIAIIeH JOKyMEHTAIHH.
[TpaBuna opopmieHHs KypHaja yueTa UCXOISIIEH TOKyMEHTalnH.
[TpaBuna opopmieHHS KypHajla yueTa BHYTPEHHHUX JTOKYMEHTOB.

HpaBI/ma O(I)OpM.HeHI/I}I KHUT'HY BbIAa4YW JOKYMCHTOB U ACJI, HAXOAAIINXCA Ha TCKYLICM

XpaHEHUH.
[TpaBuna opopmiIeHHsI HOMEHKIIATYPbI €)1 CTPYKTYPHOTO MO/Ipa3AeaeHHU .
[TpaBuna opopmiieHHs CBOIHOM HOMEHKJIATYPBI Jies1 OpraHU3aLiH.

[TpaBuna opopmiieHHs perUCTPAllMOHHON KapTOUKe YCTHBIX OOpalieHUH IpaskaH.
[TpaBuna opopmieHHSI BHYTPEHHEN OMUCH JTOKYMEHTOB JIea.

[TpaBuna opopmieHHs CBOJIKH yueTa opopMIIeHHS JOKYMEHTO000pOTa.

[TpaBuia opopmiIeHHS CIPABKH O pE3yIbTaTaX PACCMOTPEHUS OOIMICHUH TpaX1aH.
[TpaBuiia opopmiieHus MCTa 3aBEPUTEIIA JEa.

[TpaBuna opopmiieHHs akTa O BbIJEICHUH K YHUUYTO)KEHUIO JOKYMEHTOB, HE
HOJUIeXKALUX XPAaHEHUIO.

[TpaBuna opopmiieHHst CBeACHUH 00 UCIIOJHEHUHU I0KYMEHTOB, IIOCTaBJICHHBIX Ha
KOHTPOJIb.

[IpaBuna opopmieHuUs: JOTKHOCTHOM UHCTPYKIIUU CEKpeTapsl.

[TpaBuiia opopmiieHus mosioxkeHus o ciyxoe JOVY.

[TpaBuiia opopmiieHHS OIUCH JIEN.

[TpaBuiia opopmIleHHS JTUCTA COTIACOBAHUS

[TpaBuna opopmiieHus pHUKas3a 0 BBEIEHUE B JIEHCTBUE HOMEHKJIATYPBI JIe.
[TpaBuia opopmiieHHs aKT IpueMa-nepeaadu TEXHUKH.

4.3.1. llepeyenb KOMIETEHIMH € YKa3aHHEM ITanoB uX (POPMHPOBAHHS B Mpouecce
Iloka3aTtenu ¥ KpUTEPUU OLEHHUBAHUS

KOMIIeTEHIIMI C YueToM dTamna ux (l)OpMI/IpOBaHHﬂ

Kon HaunmenoBanme Kong srama HammMmeHnoBaHme 3Tama OCBOCHHUS
KOMIIETEH KOMIIETEHIINH OCBOEHUS KOMIIETEHIINH
U KOMIIETEH
092071
OIIK OC | cnocoOHOCTb COCTaBIAThH U OIIK OC | criocoOHOCTH COCTABIIATDH U
MBII 0(pOPMIIATH TOKYMEHTHI U MBIT ITYP- | opopMasTh JOKYMEHTHI U
I[1YP-4 OTYETHI IO pe3yJbTaTaM 4.2 OTYETHI 110 pe3yibTaTaM
npodeccuoHaIbHON MEXYHAPOIHBIX OTHOILIEHUH
JeSITEIIbBHOCTH
OT®d/Td! Konx srana Pe3ynbrarel 00yueHus
(npu Hanuuuu OCBOCHUS
npogcmanoapma)l KOMITETEHITHH

! JTnst 06pa3oBaresibHbIX porpamm, peaausyembix no ®I'OC, u 111 yHUBEPCAIbHBIX KOMIIETEHIMH MepBast

KOJIOHKa MOXKCT HE 3aI10JIHATHCA
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TPYZIOBBIE WIIN
npodeccuoHaIbHbIE
JEUCTBUSA

OIIK OC MBII

Ha YpOBHE 3HAHHUIl: - OCHOB JOKYMEHTOOOOPOTa H
I1YP-3.2 NIEJIONPOU3BO/ICTBA B MEKIYHAPOJHBIX OTHOILIEHUAX

MCKAYHAPOAHBIX OTHOIICHUAX

Ha ypOBHE YMEHHIl: MpaKTU4YEeCKOEe MpPUMEHEHHE
(opMaToB TOKYMEHTOOOOpPOTa W JENONPOU3BOJACTBA B

ITOKyMEHTO000pOoTa u JEITOTIPOM3BOICTBA
MEKTYHAPOAHBIX OTHOILICHUSX

4.3.2 TunoBbIe OlleHOYHbIE CPEICTBA

IkaJsa oueHNBAHNUA.

OneHka TpedoBanus K 3HAHUSIM
OreHKa «3aUTEHO» BBICTABJISICTCS CTYJEHTY, €CIM OH IIIyOOKO M
MPOYHO  YCBOWJI  TPOTPAMMHBIH  MaTepuall, HCUYCPIBIBAIOIIE,
MOCJICZIOBATEIBHO, YETKO U JIOTHYECKH CTPOMHO €ro u3jiaraet Ha
9K3aMEHEe, YMEET TECHO YBS3bIBaTh TEOPHUIO C IPAKTUKOM, CBOOOIHO
3aumeno

CIpaBJIAETCS € 331a4aMu, BOIPOCAMH U APYTMMH BUJAMU IPUMECHEHUS
3HAHUM, MPUYEM HE 3aTPyIHSETCS C OTBETOM IPHU BHUIOU3MEHEHUH
3aJaHui, WCIONb3yeT B OTBETE MaTepual MOHOTpadHuyecKoi
JIUTEPATYPHl, IPABUIHLHO 0OOCHOBBIBACT PUHSTOE PELICHHUE.

He 3aumeno

OueHka «HE 3a4TEHO» BBICTABIICTCS CTYACHTY, KOTOPBIH HE 3HAET
3HAYUTENILHOW  YacTW MOPOrPaMMHOTO  MaTepHuaia, JIOMycKaeT
CYIIECTBEHHbIC OIIMOKH, HEYBEPEHHO, C OONBIIMMHU 3aTPyJHEHUSIMH
BBINIOJHSACT  IMpakTHdeckue paborel. Kak  mpaBmimo,  oreHka
«HEYJIOBJICTBOPHUTEIILHO» CTaBUTCA CTYAEHTaM, KOTOpHIE HE MOTYT
MPOJOJDKATE ~ Oo0ydeHHWe Oe3  JONOJHHUTENBHBIX  3aHATHH 110
COOTBETCTBYIOIIEH JNUCIUILTHHE.

4.4. MeToanueckne MaTepuaJibl

Ha YPOBHC HABLIKOB: — BJIAJICHUC MeTO,I[PIKOfI BCACHUA

K YUCITy MCECTOAMUYCCKHUX MATCPpHUAIIOB, OHNPCACIANOMUX IMPOHCAYPbl OLCHUBAHUWA 3HaHI/II>’I,
YMGHI/II\/II, HaBBIKOB U (I/IJ'II/I) OIIbITa ACATCIIBHOCTU, OTHOCATCA: KOHTPOJILHBIC pa60Tr,1, TECTUPOBAHUC,
9CCEC, KOJUIOKBUYM, IMPOBCACHUEC 3a4YCTa 10 UTOIraM OCBOCHU JUCHUIIJINHBL (CM. pa3aciibl 3.1-33

JAaHHOW IIPOTPaMMBl).

5. MeToauueckue YKazaHnusl 1Jist oﬁyqamumxca 110 OCBOCHHUIO JTHUCHHUITINHBI

(Mmoxyais)

MeToanyeckue yKa3aHus K MOAr0OTOBKe U 0()OPMJICHHIO 3CCe

AkazieMudeckoe 3cce - 3To Heob1Ias 1o 00beMy, HO TpedyIolIas cepbe3HON MPopadoTKU
BOIpOCA NMUChbMEHHAsl paboTa MM COYMHEHUE Ha ONPENIeIEHHYIO0 TEMY, B IIPOLECCE MOATOTOBKU
KOTOPOH 11e71eco00pa3sHO MPUACPKUBATHCS CIEAYIOIINX PEeKOMEHOAYUll o COOEPHCAHUI0 U

cmpykmype:.
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1) Heo0x0oauMoO UCIIOIb30BaTh TE3UCHBIN CTHIIb U3JI0KCHHS.

2) TpeOyercss MpOSBUTH HABBIKA KPUTHUYECKOTO MBIIUICHUS YTOOBI MOCTPOUTH M
JI0Ka3aTh COOCTBEHHYIO MO3UIIMIO0 OOYYaIOMIErocss MO OMPECICHHBIM Mpo0jeMaM Ha OCHOBE
nprOOPETEHHBIX 3HAHUI U CAMOCTOSITEIIbHOTO MBIIIICHHSL.

3) CtpykTypa 3cce BKIIOYACT TaKkue 00s3aTelbHbIe KOMIIOHEHTHI, KaK: BBEICHHC
(cytb m 00OOCHOBaHWE BBIOOpa BBIOPAHHOW TEMBI), OCHOBHYIO 4YacTh (apryMEHTHPOBAaHHOE
PacKpBITUE TEMBI Ha OCHOBE COOpaHHOTO MaTepHana), 3aKiroueHrne (000OIICHHS U BEIBOIBI).

4) Bo BBeimeHHMHM pEKOMEHAYETCs JaBaTh KpaTKHE ONPEACICHUS KIFOYECBBIX
TEPMHHOB, HO UX KOJMYECTBO HE JTOJKHO MPEBBIIIATH TPEX-YETHIPEX TEPMUHOB.

5) B ocHOBHOW dacTh Kaxkabli u3 maparpadoB JOMKEH OBITh ITOCBSIIEH
PacCMOTPEHUIO OJJHOM TJIABHOM MBICIIH.

6) [lpy UMTUPOBAHMM WCIOJIB30BAHHBIX TIPH TOATOTOBKE IEPBOMCTOYHUKOB
MPUMEHSIFOTCSI COOTBETCTBYIOIUE TPABHIIA ITUTUPOBAHUS (TEKCT IIUTATHI OEPETCsl B KaBBIYKU U
JIAeTCsl TOYHASI CChUIKA HA HCTOYHUK, BKIIFOUAsi HOMEP CTPAHHMIIBI).

7) B 3akmoueHue TOKa3bIBAaeTCsl MPAKTHYECKOE 3HAYECHHE paccMaTpUBaEeMOM
pOOJIEMBI, JIEJIAIOTCS BHIBOJBI M 3AKJIFOUCHHSI, @ TAK)KE IMOKA3bIBACTCS B3aUMOCBS3b C JAPYTHMHU
npodsieMaMu.

Taxoke He0OXOAMMO COOIFOCTH PSIT Mpebo8arull K 0hopmaeHuio 3cce:

o 3CCe JIOJDKHO OBITh MPEACTABICHO Ha OyMa)KHOM HOCHTENE, COpPOIIIOPOBAHO U
MOIIITUTO;

J TEKCT JO0JDKeH ObITh HaOpaH ¢ ucmonb3oBaHueM penakropa WORD uyepes oaun
UHTEpBa, 36K pycckuid, mpudt “Times New Roman”, pasmep mpudra Ne 12;

o napamMeTpbl CTPaHHUIIBL: JIeBOe M TpaBoe moje — 2,0 cM, BepxHee U HUKHee — 2,5
cM;

° OTCTYIBI B Havyasie ab3amna — 1,27 cM, ab3a1pl 4eTKO 0003HAYCHBI; 3aIIPET BUCIIUX
CTPOK;

CCBUIKH IPOCTABJIAIOTCA B TCKCTC B KBaJAPAaTHBIX CKOOKaX ¢ OTCBUIKOH K I/ICHOJII)3yeMOI71
JIMTCPATYPE, KOTOpass AOJZKHA IMOMCIIATHCA IIOCJIE TCKCTAa CTATbU (HC MeHee 5 HaHMCHOBaHHﬁ).
HOILCTpO‘-IHBIG CHOCKH HC OOITYCKAarOTCs.

. MIPU HAJTMYHUH B TEKCTE TaOJUII, CXEM, PUCYHKOB U (DOPMYJT TOJDKHBI COAEPIKATHCS
CCBUIKM Ha UX HYMEPALHUIO;
. CXEeMBbI M TaONUIbl - OOBEKTaMH, CrPYNIHUPOBaHHBIC. PUCYHKH HOKHBI UMETh

3arojIOBKM, pa3MEIIEHHbIE HaJ CXEeMOW WM T1oJIeM TaOiaMIbl, a KaXAbI PUCYHOK —
MOJAPUCYHOUYHYIO MTOJIINUCE;

. TaOnuIel U pucyHku — mpudt “Times New Roman”, pasmep mpudra Ne 12;
o TaOJINLIbI, PUCYHKU U CXEMbI HE JTOJIKHBI OBIThH I[BETHBIMU;
o HE JOIYyCKAalTCs JABOWHBIE JIMHUU CTOJOLIOB, CTPOK W TpaHUL TaOIHUIbl, IpU

nepexojie TaONHIIBl Ha APYTYIO CTPaHUIy HEOOXOAMMO MOBTOPSITH MIANKY TaOMUIBI WIH JAENaTh
HA/IITUCH «ITPOJIOJHKEHUE TaOJIUIIBI»;

. 00beM acce He 6onee 10 cTpanuir;

o TUTYJNBHBIA JIUCT 3CCEe JIOJDKEH COJAepKaTh HH(OpMAaIuio O Ha3BaHWU ICCe,
HAaUMEHOBAHHUHU MTPOTPaMMBbI MOBbIIeHUs kBanupukanuu, PO aBTopa.

Tembl 3cce:

1. TocynapcTBeHHOE yIpaBieHHE U COBPEMEHHBIN MEHEIKMEHT.

2. [IpoGieMbl MOJIEpHU3AIINY TOCYIAPCTBEHHOTO yIipaBiieHus Poccun.

3. BsaumopeiicTBue ¢enepadbHbBIX M pPErMOHAJIBHBIX OPraHoOB yImpaBieHuss B Poccuiickoit
denepanuu.

4. Bonpochl JeleHTpaIn3aluy B CHCTEME MOCYJapCTBEHHOTO YIPABJICHUS: TEOPUS U TPAKTHKA.
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5. VIlHHOBalMK B TOCYAAPCTBEHHOM YIPABJIEHUH: MEXAHU3M PeAIU3alMU U OLICHKH.

6. Crparerust pedopMHpPOBaHHUS CHCTEMBI T'OCYIAapPCTBEHHOI'O YIpPAaBICHUS: NpoOIEeMbl U
TEH/ICHIUH.

7. DPPEeKTUBHOCTD U PE3yIbTATUBHOCTH PAOOTHI anmapaTa OpraHoOB roCy1apCTBEHHON BIIACTH.
8. IIpodeccronanbHO-KaapoBasi COCTABIIAIOLIAsE CUCTEMBl TOCYAAPCTBEHHOI0/MYHHUIIUIIATBHOTO
yIIpaBJICHUSL.

9. OYHKIMOHAIBHO-CTPYKTYPHAsk ONITUMH3ALMS CUCTEMbI OPIaHOB MCIIOJIHUTEIbHON BIIACTH.
10.Mcnionp30BaHME COBPEMEHHBIX METOJOB U TEXHOJOTHMH MEHEIKMEHTa B OpraHax
roCyJapCTBEHHOH BJIACTH U YIIPABICHHUS.

11.IIpo6nembl  pedopMHpPOBaHHS  TOCYAAPCTBEHHOTO ammapara: OpraHU3alMOHHO-
yIpaBJIEHYECKUN acIIeKT.

12. Teopust 1 mpakTUKa Qenepain3ma: COCTOSIHUE, TeHACHIINU 1 EPCIEKTUBBL.

13. Pernonanu3zaiusi Kak COBPEMEHHas TEHICHLUS MEXIOCYAApCTBEHHBIX (MEXCYObEKTHBIX)
OTHOLLICHUH.

14. Opranuzanus cucTeMbl TOCYAAPCTBEHHOTO YIIPABJIEHUS B KPYIIHOM ropojie (MeramoJjmce).
15. HoBele cTpareruu ynpasiieHUs: TOPOJOM B 3IIOXY INI00ATU3aLUH.

16. Crparerus u MeTo bl HOBbIILIEHUS 3()()EKTUBHOCTH OPraHOB FOCYAAPCTBEHHOTO YIPABJICHUS.
17. TloBbIeHre KayecTBa TOCYAaPCTBEHHBIX/MYHUITUIATBHBIX YCIYT: METOOJIOTHS U TIPAKTHKA.
18. [IpoGnems! otieHkH 3 (HEKTUBHOCTH pabOTHI OPraHOB rOCYAAPCTBEHHOTO YIIPABIICHUS.

19. Ananu3 nIpuOPUTETOB rOCYIAPCTBEHHOMN ITOIUTHKH.

20. OueHka pe3yabTaToB M MOCIEACTBUI roCcy1apCTBEHHON OJIUTUKH.

21. PazBuTne TEOpUH rocy1apCTBEHHOTO yIpaBieHust B Poccun Ha COBpEMEHHOM JTarie.

22. Ananu3, OLEHKa U yIpaBJIeHUE PUCKaMHU B €ATEIbHOCTH OPIaHOB rOCYJapCTBEHHOH BIIACTH.
23. JIo66u3M U ero poJib B CUCTEME B3aUMOICHCTBUS BIACTH U OOIIICCTBEHHOCTH.

24. Metoap! ynpaBieHUs 00IIeCTBEHHBIM MHEHUEM U TOCY1apCTBEHHAs ITOJIUTHKA.

25. IIporpaMMHO-11€JI€BO ITOAX0]] B TOCYIapPCTBEHHOHN ITOIUTHKE.

26. [IpoeKTHBII NOIX0/1 B TOCYAAPCTBEHHOM MOJUTHUKE.

27. MOHHUTOPUHT H KOHTPOJb TOCYAAPCTBEHHOH TONUTUKU: TEPCHEKTHBHBIE METOJIBI,
HaIlpaBJICHUs! U UHCTUTYTHI.

28. [IpodeccuonanbHas SKCIIEpTHU3a PEIICHUI U IeWCTBHI TOCYIapCTBEHHON BIIACTH.

29. OO011ecTBEHHBIN KOHTPOJIb 32 AESITENbHOCThIO CUCTEMBI FOCYAaPCTBEHHOT0/MYHUIIUTIATIBHOTO
yIIpaBJICHUSL.

30. MeTon010THs ¥ KPUTEPUH OLEHKH KauecTBa YCIYT, MPEJOCTABIIEMbIX HACEICHUIO.

MeTtoanyeckue peKoOMeHAAlMH 110 NPOBeJAeHUI0 KPYIJIOro €T0JIa 0 TeMaTHKe
aucuumianabl K.M.10.05 «/lokyMeHT0000pOT H 1€710IPOU3BOACTBO B MEKIYHAPOIHBIX
OTHOLIEHHUSAX)

Kpyrasiii cron - 310 Qopmar mnpoBeAeHHS HAYYHBIX M HAYyYHO-TIPAKTUYECKUX
MEPOTPHSITHIA, PEACTABIISIONUN cO00H TUIOMIAKY JUTSl JUCKYCCHU OTPAaHUYCHHOTO KOJIHYSCTBA
yenoBeK (00bIYHO He Oosiee 25), KOMIIETEeHTHBIX B IaHHOM 00sacTu.

Heaw Kpyriioro crosa — mpeaocTaBuTh y9acTHUKAM BO3MOXKHOCTh BBICKA3aTh CBOIO TOUKY
3peHusi Ha OO0CyXAaeMylo mpolieMy, a B JajbHeimeM chopMynupoBarh TuO0 00Iee MHEHHE,
MO0 YEeTKO pa3rPaHUYUTh Pa3HbIC TIO3UIIMHA CTOPOH.

Yuactaukamu Kpyrioro crona sBISIOTCA: COylmIaTeNld Kypca, SKCIEPTh, MOAEPATOp.
Yka3aHHBIM JTUIAM IIeTIECO00Pa3HO MPHUICPKUBATHCS CISTYIOIUX NPUHYUNOS Y4ACHUs B JAHHOM

MEPOTPUATHH
. KOMIIETEHTHOCTh OTHOCUTEIBHO 00CYKIa€MOU TEMBI;
. COOJTIOJIEHHE ITUYECKUX TPEOOBAaHM K BBICTYIIJICHUIO U AUCKYTHPOBAHUIO.

IIpu mnoaroroBke Kpyrioro croma HEOOXOMUMO TPUACPKUBATHCS — CIIEAYIOMICH
MOCIE0BATEIHLHOCTH:
1. Buvibop memul.
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2. Iloobop eedywezo (modepamopa) u e2o nodeomoska. MonepaTop ITOJDKEH
00nasaTh TAKUMHU KAa4eCTBAMHU, KaK KOMMYHHUKA0EIHbHOCTh, ApTUCTHYHOCTD, HHTEIIUTEHTHOCTb.
HemanoBaxHBIM SIBIIIETCS TMYHOE O0asiHUE ¥ 4yBCTBO TakTa. Ocolyro poib it Kpyrioro crona
UTpaeT KOMIIETEHTHOCTh BEAYIET0, TO3TOMY MOJepaTop 0053aH CaMOCTOSTENIEHO OCYIIECTBUTh
MOJITOTOBKY B paMKax 3aJaHHO# TeMbl Kpyrioro crona.

3. Iloobop yuacmuuxos u onpedenenue s3xcnepmog Kpyenoco cmona. nuumaropy
HEOOXOJMMO  HaMETHTh  IMOTEHIMAJIBHBIX  OKCIEPTOB, KOTOphIE MOINIM OBl  JaTh
KBTM(DUIIMPOBAHHBIE OTBETHI HA BOIPOCHI, BO3HUKAIOIIUE B paMKax OOCYXKIECHUS 3asSBICHHON
tembl Kpyrioro cromna.

Ha npexBaputenbHOoM 53Tanme moArotoBku Kpyrioro croma HeoOXOAMMO —pa3ociarb
IpeoiaraeMbIM Y9aCTHHKaM WH(OPMAIIMOHHBIE MChMA U MIPUTJIAIICHUS K YYaCTHIO B JJAHHOM

MEpOIPUATHH.

4. Ilpeosapumenvrasi  paccvlika  80NPOCO8  NPEONONALAEMbIM  YYACMHUKAM
ocymectisiercs 3a 7-10 nueit no Kpyrioro crona;

5. Iloozomoexa anxemovl Onst yuacmuuxkoe Kpyenoco cmona. llens aHKeTHpOBaHUS

COCTOUT B TOM, 4TOOBI ONEpaTWBHO U 0Oe3 OOJBIIMX 3aTPaT BPEMEHH U CPEJICTB IOIYYUTh
OOBEKTUBHOE IMPEJCTaBICHHE O MHEHHHM Yy4acTHHKOB Kpyrioro croma mo o6cyxnaemoit
npobnemaruke. llenecooOpa3sHO NPOBOAWTH CIUIONIHOE AHKETHPOBAHUE, IPH  KOTOPOM
OlpamMBaIOTCS Bce ydacTHUKM Kpyrioro crona. Ilpum cocraBieHHMHM aHKETHI HEOOXOIUMO
OTIPENIeIUTh OCHOBHYIO 3a/1a4y-TIPO0JIeMY, PaCUJICHUTh €€ Ha COCTABIISIFOIINE, TPEANOI0KHITh, Ha
OCHOBaHHMH KaKHX CBEICHHH MOXXHO OyJeT caenaTrh OnpeaeieHHbICe BBIBOJABL. Bompockl Moryt
OBITh OTKPBITHIMH, 3aKPBITBIMH, TIOTY3aKPHITBIMUA. DOPMYITUPOBKA WX TOJDKHA OBITH KOPOTKOM,
SICHOH 110 CMBICITY, IPOCTON, TOYHOH, OTHO3HAYHOW. HaunHaTh HY)KHO ¢ OTHOCHTEIBHO MPOCTHIX
BOIIPOCOB, 3aTE€M IpeyiaraTh 0oJee CIoKHbIe. JKemaTenbHO CrpynmrpoBaTh BOIPOCH IO CMBICTTY.
[lepen Bompocamu OOBIYHO MOMEIIAIOT OOpalleHHe K y4aCTHHKAaM OIpOCa, MHCTPYKIHUIO IO
3aIl0JIHEHHUIO aHKETHI. B KOHIIE cienyer mo0iarogapiTh y4aCTHUKOB.

6. Ilooeomoexa npedsapumenvroii pezomoyuu Kpyenoeo cmona. IIpoekt uToroBoro
JOKYMEHTa JO0JDKEH BKJII0YATh KOHCTATHPYIOUIYI0 YacTh, KOHKPETHBIE PEKOMEHIAIIMH OpraHaM
NyOJMYHOTO YIPaBICHUS Pa3HBIX YPOBHEW, BHIPAOOTaHHBIE B XO/€ 0OCYXKICHHS WM PELICHUS,
KOTOpPBIE MOTYT OBITh peaTi30BaHbI Yepe3 OMpeeSICHHbIE MEPOIIPHUSTHS C YKa3aHHEM CPOKOB UX
BBITTOJIHEHUS 1 OTBETCTBEHHBIX.

B npoyecce nposedenus kpyeroeo cmona yenecooOpasHo yuecmv  ciedyloujue
peKomeHOayuu.

Kpyrunslii cron oTkpbiBaeT Beayuid. OH MpeaCcTaBiIseT Y4aCTHUKOB AUCKYCCHUH, OTJIalIaeT
MIOBECTKY MEPOTIPHUSATHS, MPEIOCTABISIET CJIOBO BBICTYIAIONINM, HANpPABISET XOJ IHCKYCCHH,
CJICZIUT 32 PETJIAMEHTOM, KOTOPBIH oIpeiesiieTcs B Hayaje 00CYX/IeHUs, aHKETUPYET YUaCTHUKOB
KPYTJIOTO CTOJIa, 0000IIaeT UTOTH, CyMMHUPYET KOHCTPYKTUBHBIC npeioxenns. O0CykIeHne B
pamkax Kpyrioro crona 10MKHO HOCUTh KOHCTPYKTHBHBIN XapakTep, HE JOJKHO CBOJUTHCS, C
OJTHOW CTOPOHBI, TOJIFKO K OTYETaM O TIPOJICITAHHON padoTe, a C APYTOM, - TOIBKO K KPUTHYECKIM
BeICTyMJIeHUAM. COOOIIEHHs TOJKHBI OBITh KpaTKUMH, He 6osee 10 munyT. IIpoekT urorosoro
JOKYMEHTa OTJIAlIaeTCsl B KOHIE OOCYXIEHHS (IMCKYCCHH), B HEro BHOCSATCS JIOTIOJTHEHHUS,
U3MEHEeHHUs, TONpaBKU. Bexymuii cneauT 3a TeM, YTOOBI BBICKA3aJIMCh BCE YUACTHUKH, «JIEPHKUT
X0J1 00CYKIEHHSI B pyClIe TJIABHOU MTPOOJIEMBI, paii KOTOPOI OpraHM30BaHa BCTPEYA 3a KKPYTIIBIM
ctosom». Takoii cioco6 nposeneHust Kpyrioro crosia BeI3bIBa€T OOJIBIINN HHTEPEC Y Ay AUTOPUH.
Ho on TpeOyer or Bemyuiero OOJbIIEr0 MacTepcTBa M TIyOOKOTO 3HAHUS «HIOAHCOB)
o0cyx1aeMoi mpoOIeMBbl.

6. YueOHasi 1MTEepaTypa M pecypcbl HHPOPMALMOHHO-Te1eKOMMYHUKANMOHHOM
cetu '"UnTepHer', BKJIWOYas mnepedyeHb Y4yeOHO-METOAUYECKOr0 oOecrmedeHus: s

CaMOCTOSITE/IbHOI Pa0doThI 00y4alOMIMXCH MO IMCUHUILTHHE (MOTYJII0)

6.1. OcHoBHas JUTEpPaTypa:
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1. AcamueB A. M., Muponosa U. W. u ap. OCHOBBI A€TONPOU3BOACTBA. YUeOHOE TTOCOOHE.
M.: Undpa-M, 2017. - 148 c.

2. brikoBa T. A., Ky3nenoBa T. B., Cankuna JI. B. [lokymeHTanimoHHoe oOecricueHHE
ynpasnenus. [lenonpounssoactso. M.: Mudpa-M, 2018. - 304 c.

3. I'pozosa O. C. [enonpousBoactso. M.: FOpaiit, 2020. - 127 c.
4. Jlenomnpou3BOACTBO B KaJipoBoii ciryx0e / Kubanosa A.5. M.: [Ipocnekt, 2021. - 80 c.
5. Kopnees U. K. [lenonpousBoacto. OOpasipl, TOKyMeHThl. OpraHu3ais U TEXHOJIOTUS

pabotel. M.: IIpocnekt, 2021.- 480 c.

6.2. lonoTHUTEILHAS JUTEPATypa:

1. Hsanoma A.I1O., lllyBanosa H.H. OcHOBBI nenmonpon3BoACTBa. YUEOHUK U MPAKTUKYM /
otB. pea. Ulysanosa H.H. M.: FOpaiit. 2017. - 376 c.

2. KumwxnuxoBa A. H. Jlenonpou3BoactBo u pexxum cexkpetHocTH. (CITIO). YueOnuk. M.:
Octumus, 2021. - 162 c.

3. Kompiukuna T. b. JlenoBble KOMMYHUKALUU, TOKYMEHTOOOOPOT U JI€JIONPOU3BOJICTBO.
M.: FOpaiir, 2020. - 164 c.

4. Kopueesa A. Il., Amenuna A. M., 3arpe6ensnbiii A. I1. lenonpousBoactso. OOpa3siisl,
JnoKyMeHThl. Opranuzauus u TexHonorust padotel. M.: IIpocnekt, 2019. - 480 c.

6.3. YueOHo-MeTOIMYeCKOe o0ecleueHrne CaMOCTOSITeIbHOMH padoThl:

['ocymapcTBEeHHOE ¥ MYHUITUTIIAIEHOE YIIPABIICHUE: TPOTPaMMBbI YI€OHBIX JUCIHILINH JIIS
OakanaBpuarta. [log pepakuueii I'.P. Jlardynnmuna, B.b. 3otoBa, H.A. Omenbuenko. YuebHoe
rmocobue. M. - KOpuanueckumin Jom "KOctnunHdopm”, 2019. — 648 c.

6.4. HopmaTuBHbIE NPABOBbIE JOKYMEHTHI.

1. Koncrutyuus Poccuiickoit ®enepaunn. [Ipunsta BceHapoIHBIM T'OJIOCOBAHUEM
12.12.1993r.

2. ®enepanbHBIN KOHCTUTYIIMOHHBIHN 3aKkoH oT 17.12.1997 N 2-OK3

3. «O IlpaBurensctBe Poccuiickoit @enepariumy

4. ®epnepanbHbI KOHCTUTYIIMOHHBIN 3ak0H OT 17.01.1992 N 2202-1«O IIpokyparype
Poccuiickoit denepanmm»

5. @epepanpubiii 3akoH "O BeiOOpax Ilpesupenta Poccuiickoit ®enepamuu” ot
10.01.2003 N 19-®3

6. DenepanbHbii 3akoH "O craryce wiena Coera denepanuu u cratyce nemyraTa
I'ocynapcrennoit ymsl denepansnoro Cobpanus Poccuiickoit depepanun" ot
08.05.1994 N 3-®3

7. ®enepanbhbiil 3akoH oT 06.10.2003 N 131-®3 (pen. ot 02.08.2019) "OO6 o6mux
IIPUHILIMIIAX OpraHU3aluy MECTHOTO camoynpasiieHus B Poccuiickoit ®denepanun”

8. ®enepanpHbli 3akoH "OO 00MMX MPHUHIMIIAX OPTraHU3AIUMU 3aKOHOIATEIHLHBIX
(mpencTaBUTENbHBIX) M HCIOJHUTEIbHBIX OPraHOB T'OCYAAPCTBEHHOM BIacTH
cyowrektoB Poccuiickoit deneparuu" ot 06.10.1999 N 184-D3

9. 3akon P® "O cratyce cyneii B Poccuiickoit @enepannn" ot 26.06.1992 N 3132-1

10. Vxa3 Ilpesunenta P® ot 9 mapra 2004 r. N 314 "O cucreme u CTpyKType
(benepanbHBIX OPraHOB UCTIOJIHUTENLHON B1acTH"

6.5. NuTepHeT-pecypehI:
http://kremlin.ru/ Odurmansueiii caiit [Ipe3unenra Poccuiickoit deneparin
http://government.ru/ OdurmansHusiii caidt [IpaButenscrBa Poccuiickoit @enepanuu
https://www.mos.ru/ OdwurmansHerii cailT [IpaBurenpcTBa 1.MOCKBBI
https://pa-journal.igsu.ru/ - Haygno-nonutndeckuii xypHan «["ocynapcTBeHHas CIIyK0a»



https://elibrary.ru/publisher_about.asp?pubsid=1349
http://go.mail.ru/redir?src=4dd9ee&via_page=1&type=sr&redir=eJzLKCkpsNLXLy8v10vOzysuzSlJzCvRKyrVT8lPLs1NzSvRBwnHA3nxPo7h8Ybmhgbm-gwMhqbmRuaGlhZm5gzpdZ8v-ST0FVhs7VjW_HLzTADFMR5e&user_type=4f&detected=1
http://kremlin.ru/
http://government.ru/
https://www.mos.ru/
https://pa-journal.igsu.ru/
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7. MarepuajibHO-TeXHUYeCKAasl 0a3a, HH(pOpPMAIHOHHBIE
NMPorpaMMHoe odecrneyeHue U HH(POPMALMOHHBbIE CTIPABOYHbIE CUCTEMbI

Mamepuanvno-mexnuueckoe obecneuenue npoyecca 0C80eHUs. OUCYUNTUHDBL:
Cepsep Sun Fire X4150;
Kommnerotepsr: Geg Popular, 1500 Mhgz, O3Y 256 Mb, HDD 40 Gb;

ITpoexTop BenQ MP612

Hngpopmayuonno- cnpasounvie cucmemvl:

https://elibrary.ru/defaultx.asp - Dnexrponnas 6udmuoreka «Elibrary»
https://cyberleninka.ru/ - nayunas snekrponHas 6ubdanoreka «KnbepireHuHKa
WWW.rsl.ru - Poccuiickas rocynapcTBeHHas OnOiImnorexa

TEXHOJI0I'MH,


http://www.benq.ru/products/Projector/?product=878&page=specifications
https://elibrary.ru/defaultx.asp
https://cyberleninka.ru/
http://www.rsl.ru/
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