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1. OBIIASI XAPAKTEPUCTHKA PABOYEIl IPOTPAMMBI YUEBHOI
JUCHUILINHDBI
OI1.02 JOKYMEHTAIIUOHHOE OBECHEYEHUE YIIPABJIEHUS

1.1. MecTo AucuMILVINHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHO IPOrpaMMBbl:
VYuebHass mucnuIUiMHA «J{OKyMEHTallMOHHOE OOecreueHne YIpaBICHUS» SBISIETCS

00s13aTebHOM

YaCTbIO

00menpohecCHOHaTBHOTO

LMKJIA  NPUMEPHOHM  OCHOBHOH

oOpa3zoBatenbHOM nmporpamMmel B cootBeTcTBHE ¢ @T'OC CIIO mo mpodeccun.
Oco6oe 3HaueHne TUCIUIUTMHA HMeeT pH GpopmupoBannu U pazsutun OK 02.

1.2. llesb ¥ muIaHUpPYyeMble Pe3yJIbTAThI 0CBOEHUS] TUCIHILINHBI:
B pamkax mporpaMMmbl y4eOHOW IUCHUIUIMHBI OOYYAIOIIMMUCS OCBAaWBAIOTCS YMEHMSI

Y 3HaHUs

Koa IIK, OK YMenus 3HaHus
OK 01, - IIPUMEHATH CpencTna | - OCHOBHBIE MIOHATHS
8§ 8421, MH(OPMALIMOHHBIX TEXHOJOTUN JJs | JOKYMEHTAallMOHHOTO  o0ecreueHus
OK 0 5’ pelieHus npodeccuoHalbHbIX 3aa4; | yIpaBIeHUS;

b

OK 09, - TPaMOTHO M3JIaraThb CBOU MBICIU U | - HOMEHKJIaTypa HWH(GOPMAIUMOHHBIX
IIK 1.1, 0pOpMIIATH JOKYMEHTBI 10 | NICTOYHUKOB, MIPUMEHSAEMBIX B
K 1.2 npodeccuoHaIbHOM ~ TeMaTuKe Ha | NpodeccrnoHalbHOMN eSTeNbHOCTH;

TOCYIapCTBCHHOM SI3BIKE;

- CO3/1aBaTh JIOKYMCHTHI Ha OCHOBE
1abJIOHOB;

-0opMIIATE  TOKYMEHTAIHIO B
COOTBETCTBUH C HOPMATUBHOM
0a30M, UCIOJB3ys HHPOPMAITMOHHBIS
TEXHOJIOTHH;

- B3aMMOJICHCTBOBATh C KOJUIETaMHU,
PYKOBOJICTBOM, KJIMEHTaMH B XOJI¢
po(heCcCHOHATILHOM JICATEIILHOCTH
-HCII0JIB30BaTh
TEJIEKOMMYHHUKAIIMOHHBIE
TEXHOJIOTHH B 3JIEKTPOHHOM

,Z[OKYMGHTOO60pOTC.

- TIOHATHS MYOJIMYHBIX M TPUBATHBIX
JIOKYMEHTOB;

- TpeOOBaHUA K
0(OPMIICHHIO TOKYMEHTOB;

- OCHOBHBIE CTaHAAPTHI OQOPMIICHHS
TEKCTOBBIX U TAOJIMYHBIX JJOKYyMEHTOB;
- OCHOBHBIC TpaBWJIa U TPEOOBAHUS K
CTPYKTYpE JOKYMEHTOB;
-OpraHu3aiulo  JOKyMEHTO00OpoTa:

COCTaBJICHUIO H

npueM, o0paboTKy, pPErHCTpaluIo,

KOHTpPOJIb, XpaHCHHUC JOKYMCHTOB,

HOMCHKIJIATYypYy ACII.




2. CTPYKTYPA U COJAEPKAHUE YUYEFHOU JUCITATLIAHBI

2.1. O0beM yueOHOI IMCUMIIMHBI M BU/ABI Y4eOHOH padoThl

Bun yueoHoii padoThI O0bem B yacax

O0bem o0pa3zoBaTebHOI NPOrpaMMBbl Y4eOHOI THCIUTIIMHBI 36

B T.4. B )opMe NMPAKTHUECKOIi TOATOTOBKH 16

BT. 4.:

TEOPETHUYECKOE 00yUeHUE 20

MpaKTuIecKue padoThl 16

Camocmosmenvhas paboma -

IIpomexyTouHasi aTTecTanus Hudppeperyuposannorit
3auem




1.2. TemaTuyeckuii NJ1aH U cofep:kaHue y4eOHO# TUCHUILIHHDI

Koapbl
O0bem, akan. 4. / KOMIIeTeHIHii,
HaumenoBanue M
Coaep:xxanne y4e0HOro MaTepuaaa v (pOpMbI OPraHU3aALMHU AeSITeIbHOCTH 00y4arouIuxcs dopme KOTOPbIX
pa3/iesioB U TeM .
HPAKTHIECKOH crocoocTByeT
MOATOTOBKH, 3JIeMEeHT
axKan. 1. NPOrpamMMmbl
1 2 3 4
Pa3zpaen 1. lokyMeHTHpPOBaHNEe B PO¢ecCHOHATLHOM 1esiTeIbHOCTH. 6/2 OK 01, OK 02,
OK 05,
Tema 1.1. Ilousarue o Conep:xkanue y4eOHOro MaTepuaia 4/2 OK 09,
JIOKYMEHTUPOBAHUH.
1. HenmoBoii goxkymeHt. JlokymenTupoBaHue. HasHaueHue U (QyHKIMHM JTOKYMEHTa B CHCTEME
yrnpasnenns. Madopmanusa u gokyment. IOpuamaeckoe 3HadeHne qokymenTa. Knaccudukanms 5
JTOKYMEHTOB. DJIEKTPOHHBIN AOKyMeHT. TpeboBaHUS K COCTaBIEHUIO U O(POPMIICHHIO JETOBBIX
JIOKYMEHTOB.
B TOM unciie mMpakTHYECKUX U JJa00PATOPHBIX 3aHSATHIH 2
[Ipaktrueckoe 3ansatue Ne 1. OmnpenencHue kiacca, Ha3HAYCHHS W TMIPABHIIBHOCTH COCTaBIICHUS 5
JIENTOBBIX TOKYMEHTOB.
Tema 1.2. Conep:xkanne y4eOHOro Marepuasna 2/0 OK 01, OK 02,
l'ocymapcrennoe OK 05,
peryInpoBaHie 1.3akoHOMaTelbHOE W HOPMATHBHO-TIPABOBOE  PErYJIMPOBAHHE  JIOKYMEHTAIIHOHHOTO OK 09,
JOKYMCHTALHOHHOTO oOecrieueHNs yIrpaBieHWs. YHUPUKAIUS W CTaHAApTH3amUs JIOKyMeHTOB. (OCHOBHBIE 2
T L —— CTaHAapTHl 0OPMIIEHUS JOKYMEHTAIUH.
yIpaBIeHUS

B ToM 4mciie NpaKTHYECKUX B J1a00PATOPHBIX 3aHATHI




Paznen 2. lokyMeHTHPOBaHUe YNIPaBJIeHYECKOM JeATeTbHOCTH

16/8

Tema 2.1. OcHoBHBIE Copaep:xxanne yueOHOTo MaTepuaia 6/2 OK 01, OK 02,
TpeOOBaHUS K OK 04, OK 05,
COCTABJICHHIO U 1. Ilonstue o 6mankax J0KyMeHTOB. Buzpl 6:1ankoB. O6pasiibl OJ1aHKOB 1OKYMEHTOB. OK 09,
0 OpMIICHHIO O6uue cBenenus o pekBusurax. OgopmieHne peKkBU3UTOB JOKYMEHTOB.
JIOKYMEHTOB TpeboBanns k 6mankam u pexkBuszutam 1o I'OCT P 7.0.97-2016 «HarmmonanbHbIi cTangapt )
Poccmiickoii  ®enepanum. CucremMa craHaapToB 1o dHGOpMANWH, OWOIHUOTEYHOMY U
u3garenbckoMy Jeny. OpraHu3alMOHHO-PACTIOPSIIUTENbHAS JTOKyMeHTalus. TpeGoBaHUS K
oopmiienuto gokymentoB" (yrB. I[Ipukazom Poccranmapra ot 08.12.2016 N 2004-ct) (pen. ot
14.05.2018).
2. TpeboBaHus K TeKCTY HOoKyMeHTa. CTpykTypa goKkymeHTa. CTHIIb TeKCTa JeIOBBIX 2
JOKyMEHTOB. UepThl U peueBble KOHCTPYKIMU O(QUIHATHHO-IEIIOBOTO CTHIIS.
B ToM uncie npakTHYeCKUX U J1a00PaTOPHBIX 3aHATHH 2
[IpakTudeckoe 3anstue Ne 2. OmnpeneneHue MPU3HAKOB M PEUEBHIX MTabI0HOB OpHUITHATEHO- 2
JIEJIOBOTO CTHJIA.
Tema 2.2. Conep:kanue yueGHOro MaTepuasa 10/6
CocTaBieHue u L o o OK 01, OK 02,
. raHW3AlOHHbBIE, PAaCIOPAAUTENbHBIE W HMH(OPMALMOHHO-CIPABOYHBIE JOKYMEHTBHI.
otbopmienie < p > pactiop P ( p M : OK 04, OK 05,
apaKTEepUCTHKA OCHOBHBIX OPraHU3ALMOHHBIX TOKYMEHTOB (yCTaB, IOJIOKEHHS, HHCTPYKLIUN).
OTIENBHBIX BUIOB P P P ™ y > ’ PyK 2 OK 09,
JIOKYMEHTOB XapaKTepUCTHKA PACHOPAOUTEIBHBIX JOKYMEHTOB (IIPHKa3, IOCTAHOBJICHUE). XapaKTEepPUCTHKA MK 1.1,
¥ coCTaB MH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB (aKT, IIPOTOKOJ, IEIOBOE IHUCHMO, IIK 1.2
CrpaBKa, JOKJIagHas 3anucka). [IpaBuna opopmiieHus U BbIa4y KOMUI JOKYMEHTOB.
2
2. ®uHaHCOBas TOKyMeHTauus. JJoroBopHasi JOKyMeHTauusl.
B ToM unciie mpakTHYECKUX U J1a00PaTOPHBIX 3aAHATHI 6
[Ipaktuueckoe 3ausiTue Ne 3. CoctaBnenne u opopmiieHUE TOKIaIHON U CIy>KEOHOH 3aIlUCKH. 2
[Ipaktuueckoe 3ausTue Ne 4. CocraBnenue u ohopmiieHrne HHPOPMALMOHHOTO MTUCHMA. 2




[Ipaktuueckoe 3ansiTue Ne 5. CoctaBnenue u oopmiIeHHE AETOBOTO MHUCHMA. 2
Pa3nen 3. JlokymeHT0060poT. Opranu3anus padoTsl ¢ JOKYMEHTAMU. 10/4 OK 01, OK 02,
OK 04, OK 05,
Tema 3.1. Coaep:kanue yue0HOro MaTepuaia 6/2 OK 09,
MK 1.1,
ITondarue K 1.2
1. INoustue aoxkymeHtooOopora. OOINME MPHUHIMIIBEI OPTaHU3allMU JTOKYMEHTO000pOTa, €ro
JIOKYMEHTO000pOTa.
OCHOBHBIC JTamnbl. TexXHOJOrus pPadOThl C BXOIAIIMMHU, HCXOAAUIMMH W BHYTPEHHUMH 2
Opranun3zamnus padoTsl
JOKYMCHTaMMU. PCFI/ICTpaHI/IH JOKYMCHTOB. ABTOMaTI/ISaHI/IH IMpoueCCOB JOKYMCHTAIMOHHOI'O
C IOKyMEHTaMH
obecrievueHus yrpaBieHHsl.
2. Opranmzanys OTMPABKH HCXOAAIINX JTOKYMEHTOB. KOHTpPOIb HCIONHEHHS TOKYMEHTOB. 2
Pabota c obpameHusIMHU.
B ToM 4ncie MpaKTHYECKUX U J1a00PaTOPHBIX 3aHATHI 2
IIpaktrueckoe 3amstue Ne 6. Perucrpamus BXomaslmield, WCXOAAIICH ©W BHYTpEHHEH 5
JIOKyMCHTAIIMH. 3alI0JTHEHUE PETUCTPAIIMOHHBIX (OPM.
Tema 3.2. Conep:xanune yuedOHOro MaTepuaia 4/2 OK 01, OK 02,
OK 04, OK 05,
Opranuzarus paboThl . OK 09,
¢ JOKyMeHTaMI 1. Tlomstus oOmenocTymHOW wWHQOpPMANIUKM W WHGOPMAIME OrPAHUYEHHOTO JOCTYTIA. MK 1.1
v * >
’ Ob6ecrnieuenne wH(OpMaMOHHONW Oe3omacHOCTH Tpu pabore ¢ mokymeHTamu. PaGorta ¢ MK 1.2
AMEIOIIAMH TPUQBI .
KOHQUACHINATBHBIMI JTOKYMEHTAMHU. 3aKOHOJATEeIhHO - HOPMATHBHBIE aKThl B OOJIACTH
OrpaHWYeHHS JOCTYyTIA. . . N
obecrieueHnss WHPOPMANMOHHON O€30MacHOCTH, 3alUTHl TOCYJIapCTBEHHOW TaWHBI U 5
KoHUACHINANbHONH wHpopManuu. JlokTpuHa WHPOPMANMOHHON Oe3omacHocTn Poccuiickoit
Oenepannn. Buapl xoHumennmansHol wHpopMaru. HopMmaTHBHO-TIpaBOBOE CoOJEpKaHUE
O@enepanbHoro 3akoHa «O MEpPCOHANBHBIX JAHHBIX». JIOKYMEHTHUPOBAHHE CBEIACHUI
KOH(UACHIIMAIBHOTO XapakTepa. 3anmra KoHQuaeHnnansHol nHpopManuu. OTBETCTBEHHOCTh
3a HapyIIeHHe peKUMa 3aIUThl KOHPUISHITNAIEHOW HHPOPMAIIHH.
B ToM unciie MpakTHYECKUX U J1a00PaTOPHBIX 3aAHATH I 2
[IpakTudeckoe 3ansTHe Ne 7. M3yueHue HOPMATHBHOM 0a3bl, periaMeHTHpYOIIEH padoTy c
2

AOKYMCHTaMH, UMCIOLIUMU T’ pI/I(i)LI OrpaHUYCHUS JOCTYyIIA.




Paznen 4. Xpanenue u apxuBHpPOBaHHe JOKYMEHTOB

4/2

Tema 4.1.
3akoHoAaTeIbHAS U
HOpMaTI/IBHaH OCHOBa
XpaHEHUs U
apXI/IBI/IpOBaHI/ISI
JIOKYMEHTOB.

Copaep:xxanne yueOHOTo0 MaTepuaia 4/2
1. 3akoHonmaTenbHas W HOPMATHBHAs OCHOBAa XpaHEHMs IOKyMeHToB. HomeHknaTypa nern.
@®opmuposanue gen. CocraBneHue u odopmwiieHue onucu nen. Ilopspok yHUYTOXKEHHS 2
JIOKYMEHTOB. XpaHEHUE IOKYMEHTOB B apXUBE.

B ToM ymciie NpakTHYeCKUX M J1a00pPATOPHBIX 3aHATHI 2
[paktudeckoe 3ansTue Ne 8. dopmupoBaHue U 0OQOpPMIIECHHUE JIEI, COTIIACHO HOMEHKIIAType JIell. 2

OK 01, OK 02,
OK 04, OK 05,
OK 09,
TK 1.1,
K 1.2

Ipome:xyTounas arrecranusi (1n¢depeHunpoBaHHDII 3a4eT)

Bcero:

36




3. YCJIOBUS PEAJIMBAIIAM YYEBHOU JUCHUILINHBI
3.1. [na peanuzauuM MNporpaMMbl Y4e0HOW JAMCHUILUIMHBI JOJLKHBI OBbITh
NpeayCcMOTPEHbI ClIeAyIolIHe clielHaIbHbIe OMelleHusl:
Kabuner wH(pOpMaTHKH, OCHAUICHHBIM HEOOXOAMMBIM JUISI pealu3aldil MPOrpPaMMbI
y4eOHON IMCUUIUIMHBL 000pyIOBaHHMEM, MpPHUBEACHHBIM B 1. 6.1.2.3 mpumepHOil paboueit
IIPOrpaMMbl IO JAHHOM MpPOQeccuu.

3.2. UudopmanuonHoe odecrneyeHne peaau3auuu NporpaMmbl

Jns peanuzanuy TporpaMMbl  OMOIMOTEUHBIH (OHI 00pa30BaTEIBHON OpraHU3aIUU
JIOJIKEH MMETh MeYaTHbIE W/WIIN 3JIEKTPOHHBIE 00pa3oBaTeNbHbIE U MHPOPMAIIMOHHBIE PECYPCHI
JUIS UCTIONBb30BaHMs B oOpa3oBaTesibHOM mpouecce. [Ipu popmuposannn 6ubnuoreuynoro Gonaa
o0pa3oBaTeNIbHOM OpraHusanuel BbIOMpAETCs HE MEHee OJHOIO M3/aHHs U3 NEePEUUCIIEHHBIX
HIDKE TMMEYaTHBIX M3/JaHUN M (WIM) DIIEKTPOHHBIX M3JaHWH B KauyeCTBE OCHOBHOTO, MPU ITOM
CITHCOK, MOXKET OBITh JIOMIOJTHEH HOBBIMH U3JIaHHSIMH.

3.2.1. OcHOBHBbIE eYATHbIE U3TAHUA

1. beikoBa, T. A. JlokymeHTalMOHHOE OOECTIEYCHHUE YIPABJICHUS (JIE€TOMPOU3BOJICTBO):
yaebnoe mocoobue / T.A. beikoBa, T.B. Kysuemona, JI.B. Cankuna; mox o6m. pen. T.B.
Ky3nenoBoit. — 2-e m3n., nepepad. u gon. — Mocka: UHOPA-M, 2021. — 304 c. + [om.
MaTtepHuansl [DnekTpoHHbId pecypc]. — (Cpemnee mpodeccnonamsHoe oOpazoBanue). - ISBN
978-5-16-013913-5. - Tekcr: AJICKTPOHHBIM. - URL.:
https://znanium.com/catalog/product/1141796

3.2.2. OcHOBHBIE YJIEKTPOHHbIE U31aAHUS

1. Ky3nenona, 1. B. JlokymeHTalluOHHOE OOECTICUCHUE YIpaBIeHUsS: YIeOHOE TocoOue
st CI1O / U. B. Ky3nenona, I'. A. Xauarpsin. — 2-e u3n. — Capatos: [IpodoOpazoBanue, Aii
IIu Op Meaua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Tekcr:
ANEKTPOHHBIM //  DIEKTpOHHBIM pecypc 1upoBoil  obpaszoBarenbHolt cpeapl  CIIO
PROFo6pasoanue : [caiit]. — URL.: https://profspo.ru/books/80326

2. Kyxapenko, T. A. IlpaBoBoe obOecrneueHue mnpohecCHOHATBLHON JICATEIHHOCTH:

yueonuk mius CIIO / T. A. Kyxapenko. — Capatos: IIpodobpazoBanue, 2021. — 199 c. —
ISBN 978-5-4488-1017-6. — TekcT: 3JeKTpOHHBIA // DIEKTpOHHBIA pecypc LuppoBOn
o0pa3oBaTeNbHOM cpenbl CIIO PROFo6pazoBanue: [caiiT]. — URL:
https://profspo.ru/books/102330

3. Iletnuna E.M. MHpOopMalIMOHHBIE TEXHOJIOTHH B MPOGECCHOHAIBHOU ACSITCIBHOCTH
yuebHoe nocodue mis CIIO / [letnuna E.M., I'opbaueB A.B.. — Caparos: IIpodoOpazoBanue,
2021. — 111 c. — ISBN 978-5-4488-1113-5. — Texkct: anektponnslii / IPR SMART: [caiit].
— URL: https://www.iprbookshop.ru/104886.html

4. ITaBnosa, P. C. JlokyMeHTalMOHHOE o0ecreyeHre yrpaBieHus : yueOHuk Jyis crmo / P.
C. IlaBnoBa. — Canxt-IlerepOypr : Jlanp, 2021. — 416 c. — ISBN 978-5-8114-6959-8. —
Texkcr : onexkrtpoHHslii / Jlanb :  21ekTpoHHO-OMOiAMOTeuHas cuctema. —  URL:
https://e.lanbook.com/book/173087

5. Eropos, B. 1. JlokymMeHTOBeIeHHE U TOKYMEHTALIMOHHOE O0ecIieYeHne yIpaBlIeHHs B
ycnoBusix mupooit skonomuku / B. I1. Eropos, A. B. CnuabkoB. — 3-¢ usg, crep. — CaHKT-
[TetepOypr : Jlanb, 2023. — 372 ¢. — ISBN 978-5-507-45999-5. — TekcT : anekTpoHHbIH //
Jlanb : anexTpoHHO-OMONMOTeuHas cuctema. — URL: https://e.lanbook.com/book/292970



https://znanium.com/catalog/product/1141796
https://profspo.ru/books/80326
https://profspo.ru/books/102330
https://www.iprbookshop.ru/104886.html
https://e.lanbook.com/book/173087
https://e.lanbook.com/book/292970

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCLUILINHBI

PesyabTaTsl 00yyeHus

Kpurepun onenkn

MeToabl OLIEHKH

3HaHus: He menee 60% BepHbIX TectupoBanue
- OCHOBHBIC NMOHATUS  JOKYMEHTAI[HOHHOTO | OTBETOB

oOecrieyeHns yrpaBiCHHS,

- HOMEHKJIaTypa WH(POPMAITMOHHBIX

HCTOYHUKOB, MPUMEHSEMbIX B

npo¢hecCHOHANTBHOM JIeATETLHOCTH;

- TOHATHA TNYOIMYHBIX H  TPUBATHBIX

JTOKYMEHTOB;

- TpeOOBaHUs K COCTaBJIEHUIO U

0(hOPMIICHUIO TOKYMEHTOB;

- OCHOBHBIE  CTaHIApTHl  OQOPMIICHHUS

TEKCTOBBIX U TAOJIMYHBIX JOKYMEHTOB;

- OCHOBHBIE TIpaBWJa H TpeOOBaHUS K

CTPYKTYpE JTOKYMEHTOB;

-OpraHu3aIrio JOKYMEHTO000pOTa: IPHEM,

00paboTKy, perucTparuio, KOHTPOJIb,

XpaHEHHE JTOKyMEHTOB, HOMCHKJIATYPY JEl.

Ymenus:

- TIPUMEHATH cpeicTBa WHPOpMAIMOHHBIX | Pesynmbrarsl BemoaHeHus | OueHka
TEXHOJIOT U TSt pelIeHus | 3aJlaHUi COOTBETCTBYIOT pE3yJIBTaTOB
npodecCHOHATBHBIX 3a/1a4; 3aJJaHHBIM [1a0JIOHAM H BBITIOJTHEHUS

- TPaMOTHO W3JlaraTb CBOM MBICIH | | TPeOOBAHHSM. NPaKTHYECKON
oopmiATH JTOKYMEHTBI no | Ilpu Bemonnennn paboThI
podecCHOHATILHOM TEeMAaTHKe Ha | 3aJaHUIl UCIOJIb30BaHEbI OKcnepTHOE
rOCY/IapCTBEHHOM $I3BIKE; paluoHaAIBHBIE METO/IBI M | HAOIOACHHE 32
- co3maBaTh  JIOKYMEHTHl Ha  OCHOBE | cpelcTBa 00paboTKM X0/I0M
1a0JIOHOB; uHpOopManuu. BBITTOJTHEHUS
-0(OpMIISTE  JJOKYMEHTALIUIO B NPaKTHYECKON
COOTBETCTBUU C HOPMaTHBHOM paboThI
0a30i1, UCIIOB3YS UH(POPMaIIOHHEIE

TEXHOJIOTUH;

- B3aUMOJICUCTBOBaTH C  KOJIJIETaMu,
PYKOBOJCTBOM, KIIMEHTaMd B XOJE
npodeccuoHaANbHON 1eSATEeNbHOCTH
-MCIOJIb30BaTh TEJIEKOMMYHUKAIIMOHHBIE
TEXHOJIOTUU B 3IEKTPOHHOM
JTOKYMEHTO000pOTE.
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