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PABOYAS ITPOT'PAMMBI JTUCHUITJIMHDBI
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nporpaMma npoQecCHOHaIbHOM IPOU3BOACTBY», 620 4
NePEnoArOTOBKA
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1. XAPAKTEPUCTHUKA JUCHUIIJIMHBI

B cooTBercTBUY ¢ yueOHBIM IUTAHOM TPOTPaMMBI, pa3padOTaHHBIM Ha OCHOBE!

[Tpukaza MunucrepctBo Hayku u Beiciiero oopa3zoBanust Poccuiickoit @enepanuu ot
12 asrycta 2020 r. n 970 00 yrBepxaeHun @DenepansbHOTO T'OCYIAPCTBEHHOTO
00pa3oBaTeNbHOrO CTaHJIapTa BBICHIErO0 00pa3oBaHUs - OakajaBpuaT IO HAMPABICHUIO
noaroroBku 38.03.02 MeHeKMEHT.

ITpodeccuonanbHoro crangapra «CHenuanicT IO  YIPABIEHUIO IEPCOHAIIOM,
YTBEP:KJICH IIPUKa30M MUHUCTEPCTBA TPyAa U COLMAIBHON 3auThl Pocculickoit @enepanuu
oT «9» mapta 2022 1. Ne 109H.

[IpodeccuonanpHoro  crangapra "CroeuumanucT 1O  OPraHM3allMOHHOMY U
JIOKYMEHTAIIMOHHOMY OOCCIICUCHHIO YIMPABICHHUS OpTraHW3aluei'", YTBEPKIACH MPHKA30M
MunucrepeTBa Tpyaa U couManbHOW 3amuthl Poccuiickoit ®@epepanuu ot 15 urons 2020
roza N 333u

aucuumuinHa «OCHOBBI apXHMBHOI'O 3aKOHOJATENbCTBA XpaHEHHE TOKYMEHTOB», B
COOTBETCTBUM C YUEOHBIM IUIAHOM, SBIIAETCS 00S3aTENbHON Ul N3y4EHUs TOMOIHUTEIBHON
npodeccronanbHoi nporpammsl 1T «Cnenuanict no KaapoBoMy MPOU3BOACTBY», 620 4 .

2. IEJIVL M 3AJTAYH JUCIHUATIIAHBI

HucuunnmHa «OCHOBBI apXMBHOTO 3aKOHOJATENbCTBA XPAaHEHHE JIOKYMEHTOB»
BKitouaer 1 temy. Tema cocraBisger 1 nuaakThueckyro enuHuiy. «OCHOBBI apXMBHOTO
3aKOHOZATEIbCTBA XPAHEHUE TOKYMEHTOBY.,

Iesn ocBoeHMsi JUCUHMILIMHBL  (OPMHUpOBaHHME Yy  CiylIaTened  3HaHUN
TEOPETUYECKUX M IMPAKTUYECKHX OCHOB ()OPMHUPOBAHUSA Yy CIyLIATeNei NpercTaBIeHUH O
COBPEMEHHOM OpraHu3alliy apXUBHOTO JI€J1a U €r0 OCHOBHBIX TEOPETUUECKUX BOIIPOCAX.

3aga4u 0CBOCHHSA IMCHHMILIMHbI:

-U3y4yUTh  3aKOHOJATENbHbIE W HOPMATUBHO-METOAMYECKHE  JIOKYMEHTHI,
periaMeHTHpyoue padoTy ¢ JOKYMEHTaMU OpraHU3ally, PEXUMbI XPaHEHHs TOKYMEHTOB,

-U3y4UThb TEXHOJOIMM OpraHM3allMM XpaHEHMs, KOMIUIEKTOBaHHUS, ydeTa U
WCIIOJIb30BAaHUSI AapPXMBHBIX JIOKYMEHTOB, HAaBBIKOB CaMOCTOSITEIIBHOTO JUAJIEKTHYECKOTO
MBILLUICHUS

-chopMupOBaTh HABBIKM IPAKTHUECKOW pabOThl € apXMBHBIMH JOKYMEHTaMHU B
rOCYyJapCTBEHHBIX OpraHax, MYHHUIMNAJIbHBIX OOpa30BAHUAX, OPraHU3aLMAX, Pa3IMUHBIX
OpraHU3aIMOHHO-TIPABOBBIX (POPM.

3. TPEBOBAHMUS K YPOBHIO OCBOEHMUSA JNCIIUIIJIMHBI
(IINTAHUPYEMBIE PY3YJIbTATBI ObYYEHUA)

OcBoenne aucuUIUIMHBL «OCHOBBI ~ApPXMBHOTO 3aKOHOJATENbCTBA XpaHECHHE
JOKYMEHTOB» HaNpaBlICHO Ha (OpMHpOBaHHWE IIAHUPYEMBIX PE3YJIbTaTOB OOyUYEHUS IO
mucturuae  (ITPO), TTPO  saBasitoTCsl COCTaBHOM YAaCThIO IUIAHUPYEMBIX PE3yJIbTaTOB
OCBOGHHSI OCHOBHOM MPOTrpamMMbl MPOGECCHOHATHHOTO O0YyUEHUSI U OMPEACTISIOT CIEAYIONINE
TpeOOBaHUS:

OBJaaneTb KOMIETEHIIUSIMH:

Oob6menpodeccnoHaibHbIe KOMIIETEHIIUN:

OIIK-3. Crocoben pa3zpabaTsiBaTh 000CHOBaHHbBIE OPTaHU3AIMOHHO-YIIPABICHUYECKUE
pELICHUs C YyYEeTOM UX COLIMaJIbHOW 3HAUMMOCTH, COJCHCTBOBATh UX pealn3alluu B yCIOBHIX



CJIOKHOW U IUHAMUYHOU CPEJIbl U OLIEHUBATDH UX MOCIEICTBUS
IIpodeccnonanbHbIe KOMIIETEHIIHUU
[TIK-1 Crioco6eH K JOKyMEHTAIlMOHHOMY 00€CTIeueHHIO PabOThI C IEPCOHAIOM
IIK2 CrnocobeH ocymiecTBIsITh JOKYMEHTAI[MOHHOE o0OecreueHne AeaTelbHOCTH

OpraHu3aluu
4. BUJIbl YYEBHOM PABOTHI U UX TPYJTOEMKOCTH
Bcero yacos
O0BEM THCHHIUTHHBI 3a04yHast popMa 00ydeHHs

OO61ast TpyA0EeMKOCTh TUCHUTITHHBI 80
KonrtakTHas paboTta 00y4aronmxcs ¢ 14
rpenoaaBaTesieM (BCero)
Jlexmuu 14
MPAKTUYECKHUE 3aHATHS
CamocrosrenbHas paboTa 00yJaromuxcs 66
(Bcero)
Bug npomexxyTouHol arTecTanuu +
oOyuatomerocs

(3auer)

5. TEMATHYECKASA CTPYKTYPA JUCHUITJIMHBI

KonTtakTHas pabota
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OcHOBBI aPXHUBHOIO
1 pa3znen | 3aKoHOAaTEILCTBA XPaHeHH e 80 14 66
JOKYMEHTOB
OCHOBBI apXHUBHOTO 3aKOHO/IATEIIbCTBA
1 80 14 66
XpaHeHHEe JOKYMEHTOB
Bun npomexyTouHOM arTecTaluu +
oOyuaromierocs (3auer)
Bcero: 80 | 14 | 66

Conep:xaHue TMCUUTIITHHBI:

Pazgen 1 OcHOBBI apXMBHOI0 3aKOHOIATEJIbCTBA XPaHeHH e JOKYMEHTOB




Tema 1 OcHOBBI AaPXHMBHOI0 3aKOHOIATEJIbCTBA XPaHeHHe JOKYMEHTOB
Cooepatcanue 1eKYUOHHBIX 3AHAMUI.

I'OCT B 06sactu 1€710MPOU3BOJICTBO U APXUBHOE JIEJI0

OCHOBBI apXMBHOI'0 3aKOHO/IATENIbCTBA U XPaHEHUS JOKYMEHTOB

Cucrema ympaBieHUs JOKYMEHTOO00pOTOM

O06paboTka Jien ¥ ocieayrolee XpaHeHne

XpaHeHue JOKYMEHTOB

B pamkax y4eOHBIX KypCOB NpelyCMOTPEHO IPOBEIEHUE MJIM HCIIOJIb30BaHUE BUIIEO
3aIMCH JIEKIUH, BUACOKOH(DEPECHIINH.

B npaktuke opranuzanuu oOy4eHHUs IIMPOKO IMPUMEHSIOTCS CIENYIOLIMEe METOAbl U
(opMBI IPOBEACHNUS 3AHATHIA:

- TpaIUIIMOHHBIC (JCKIUH, BUJICOJICKIIIH)

- (opMmBI ¢ ucnonb30BaHNEM HWH(OPMALMOHHBIX TEXHOJIOTUN / TEXHUUECKUX CPENCTB
o0y4eHusi, JUCTAaHLUMOHHBIX O0Opa30BaTEIbHBIX TEXHOJIOTUH (MYJIbTHUMEAMNMHBIE JIEKLUH,
BUJICOKOH(EPEHIIUHU U T.11.);

- caMoCToOsITebHAs padboTa:

- CAaMOCTOATEILHOE OCBOCHUE TEOPETHUECKOTO MaTepuana;

- BBITNIOJIHEHUE TPEHUPOBOYHBIX U O0YyUYaIOIIUX TECTOB;

- IPOPabOTKa OTAEIBHBIX Pa3/eNIOB TEOPETUYECKOTO Kypca;

- IOJrOTOBKA K IIPOMEKYTOUHOMY ¥ UTOTOBOMY KOHTPOJIIO.

6.1. IIEPEYEHb YYEBHO-METOAMYECKOI'O OBECIIEYEHUSA JIJIs1
CAMOCTOSTEJBbHON PABOTBI OB YUAIOIINUXCS

PexoMeHytoTCS CeNyIONIIe BUABI CAMOCTOATEIBLHOU PabOTHI:

- M3Yy4YEHME TEOPETUYECKOro MaTepuaja ¢ HCHOJIb30BaHUEM Kypca JEKIHU
(BUICOJICKIIHIT) 1 PEKOMEHIOBAaHHOM JINTEPATYPHI;

- TECTUPOBAHUE;

B xoMmmiekT yueOHO-METOIUYECKOro OOECIEeUeHHsI CaMOCTOSTENbHOW paboThI
00y4aromuxcsi BXOAAT: PEKOMEHIYEeMbII MepedyeHb JUTEepaTyphl, Y4eOHO-METOAUYECKUE U
uH(OPMAILIMOHHBIE MAaTEPUAITBI, OIEHOYHBIC CPEJICTBA U MHBIC MaTCPUAITBI.

HanmeHoBaHMe TeMbl Bonpockl, DopMbl Yu4eOHo- DopmMa KOHTPOJIA
BBIHECEHHbIC HA  |CAMOCTOATEJILH| MeTOIMYecKoe
CaMoOCTOsSITeIbHOE 0i1 padoThI ol0ecreyenue
HU3y4eHue

Tema 1 I'OCT B obnactu Pa6ora B OBC. | JIuteparypa k
OcCHOBBI apPXMBHOIO | JCJIONPOU3BOJCTBO U teme 1, pabora ¢ | TectupoBanue
3aKOHOAATeIbCTBA apXUBHOE JIENI0 WUHTEPHET
XpaHeHue OCHOBBI ApXUBHOT'O MCTOYHUKAMHU
AOKYMEHTOB 3aKOHOJATENbCTBA U

XpaHEHUs

JOKYMEHTOB

6.2. KYPCOBOM IPOEKT

Y4eOHBIM MJIaHOM HE TPEyCMOTPEHO.
6.3. KOHTPOJIbHASI PABOTA
Y4eOHBIM IJIAHOM HE TPEyCMOTPEHO.




7. OHEHOYHBIE MATEPUAJIbI

Ne Tema Kparkas xapakrepucTuka Kpurepun oueHuBanust
n/n OLICHOYHOI0 CPeACTBA KOMIIeTeHIIU T
1. OCHOBBI  apXHBHOTO OIIK3.1
3aKOHOJATEIbCTBA TECTUPOBAHUE OIIK3.2.
XpaHeHue OIIK3.3
JIOKYMEHTOB IIK 1.1
K 1.2
K 1.3

[Ipu ouleHKe 3HAHUI Ha 3a4€TE YUYUTHIBACTCS:

1. YpoBeHb cOpMUPOBAHHOCTH KOMITETEHITUH.

2. VYpoBeHb YCBOEHHUS TEOPETUYECKUX TOJOXKEHUH JAUCHMIUIUHBI, [PaBUIBHOCTh
(bOpMyITUPOBKU OCHOBHBIX TIOHATUH M 3aKOHOMEPHOCTEH.

3. YpoBeHb 3HaHMS (HAKTHUECKOTO MaTeprajia B 00beMe MpOoTrpaMMEI.

Ne i Onenka Ixanaa

1 OTtinyHO Crnywmatenpb JOJKEH:
- MPOJIEMOHCTPUPOBATH TIIYOOKOE U MPOYHOE YCBOEHUE
3HaHWUW IPOrPaMMHOT0 MaTepHaa;
- HMCYUEpIBIBAOIIE, IOCIEAOBATENIBHO, TIPAMOTHO U
JIOTUYECKH CTPOMHO U3JI0KUTH TEOPETUUECKUM MaTEpHAIL;
- IPaBMWJIbHO (POPMYIUPOBATH OMPECIICHUS;
- IPOZIEMOHCTPUPOBATH YMEHUS CAMOCTOSTENILHONU PabOThI
C IUTEpaTypOHu;
- YMETb CJENATh BBIBOJIBI I10 U3JIaraéMOMy MaTepuaiy.

2 Xopouio CrnymaTenpb JOJKEH:
- [POJAEMOHCTPUPOBATh JIOCTATOYHO IIOJHOE 3HAHUE
IIPOrPaMMHOr0 MaTepHaa;
- IPOJIEMOHCTPUPOBATH 3HAHUE OCHOBHBIX TEOPETUUYECKHUX
MOHSTHH;
JIOCTaTOYHO IIOCJIEA0BATENbHO, I'PAMOTHO U JIOTUYECKH
CTPOMHO U3JIarath MaTepual;
- TPOAEMOHCTPUPOBATb YMEHHE OPHUEHTHPOBATHCS B
JUTEPATYPE;
- YMeTh cZeNaTh AOCTaTOYHO OOOCHOBAHHBIE BBIBOJBI IO
W3JIara€MoMy MaTepuainy.

3 VY 10BIIETBOPUTENIHHO Crymarenb TOKeH:

- NPOJEMOHCTPUPOBATh 0OIIee 3HAHME H3Y4aeMOro
MaTepuaa;

- MoKasaTh oOliee BIaJCHUE MOHATHIHBIM ammnapaToMm
JVCLHTIINHBI;

- YMETb CTPOUTH OTBET B COOTBETCTBUU CO CTPYKTYpOMH
M3J1araeMoro BOIpoca;

- 3HaTh OCHOBHYIO PpPEKOMEHIYEMYI IpOrpamMMmoin

y4eOHYIO TUTEPATypy.




HeynosnerBopurenbHo | Cinymarenb 1eMOHCTPUPYET:

- HE3HAaHHUC 3HAYUTEIbHONI qacTHu MporpaMMHOT0
MaTepuana;
-HeBﬂaﬂeHHeHOHHTHﬁHBmdaHHapEKMJHHCHHHHHHH;

- CYIIECTBEHHBIC OIMMOKU TPU M3JIOKCHHH Y4eOHOTO
MaTepuana;

- HEyMEHHE CTPOUTH OTBET B COOTBETCTBUU CO CTPYKTYPOH
U3JIaraeMoro BOIMPOCa;

- HEyMEHHeE JIeNIaTh BBIBOJIbI 110 U3JIaraéMOMy MaTepuaiy.

5) 3auTeHo BeicTaBisercs pu COOTBETCTBUU rnapamerpam
9K3aMEHAIlMOHHOM IIKaJbI Ha YPOBHSX «OTJIUYHOY,
«XOpOILOY», «YAOBIECTBOPUTEIHHOY.

6 Heszauteno BricraBnsiercs npu COOTBETCTBUU napaMmeTpam
9K3aMEHaLMOHHON LIKaJIbI Ha YpOBHE

«HCYOOBJICTBOPHUTCILHO.

3.2. TectupoBanus

Ne

- Onenka Hlkana

1 OTan4HO KonudecTBo BepHBIX 0TBeTOB B HHTEepBasie: 85-100%
2 Xopouio KonnuectBo BepHBIX 0TBeTOB B MHTepBaje: 70-84%
3 Y 10BIETBOPUTETHHO KonudecTBo BepHBIX 0TBETOB B HHTepBasie: 50-69%
4 HeynosieTBopuTenbHO KomnnyectBo BepHBIX 0TBETOB B nHTEepBaie: 0-49%

5 3a4TeHo KonugecTtBo BepHbIX 0TBeTOB B HTepBasie: 40-100%
6 Hezaurteno KomnnyectBo BepHbIX 0TBeTOB B HHTEepBaie: 0-39%

7.1. JEMOHCTPAIIMOHHBIN BAPUAHT TECTA

Homep ¢ponga npucBauBaercsi no

1) peectpy ommceit  (+)

2) KHUTE y4eTa MOCTYIUICHUU U BBIOBITHS JOKYMECHTOB
3) akTy nmpuema-niepeaayu T0KyMEHTOB

4) cnucky GOHI0B

LleHHOCTH JOKYMEHTA 110 KPUTEPHIO MPOUCXO0KAEHHSA ONpe/esisieTcs
BriGepute ouH U3 3 BApHAHTOB OTBETA:

1) 3HaUUMOCTBIO (DYHKIIHH, BHIIOIHIEMbIX Opranuzamnuei  (+)

2) 3HAYUMOCTHIO MH(POPMAIIMH, COJIEPKAIICICS B TOKYMEHTE

3) IopUaINYECKON JOCTOBEPHOCTHIO JOKYMEHTA (HAIMYUEM TTOAIMKCEH, meuaTei)

BHensianoBasi npoBepKa HAJTHYMS M COCTOSTHUS JOKYMEHTOB IMPOBOTUTCS
1) mo TpebGoBaHMIO PYKOBOIUTEIISI OPTaHU3AIIH

2) o TpeOOBaHUIO TOCYIAPCTBEHHOTO apXUBa

3) mociie mepeMenieHus el B apyroe nomemnieaue  (+)

4) mocJie Ype3BbIUaiHBIX MPOUCIIECTBHE  (+)

5) mpu cmeHe pykoBoauTelns apxuBa  (+)

OCHOBHBIMH YYeTHBIMH JOKYMEHTAMU apXUBa SABJSIOTCS
1) maciopt poH0B




2) KHUTA y4eTa e [0 JUIHOMY cocTaBy  (+)

3) nmuct donma

4) circok GhoHAO0B

5) KHHTA ydeTa MOCTYIUICHUS U BBIOBITHS TOKYMEHTOB

JIOKYMEHTBI IJTUTEJILHOT0 XPAaHEHHsI MMEKT CJIeAYIONie IPAHHIbI
a) bomee 10 mer ()
6) 5-10 ner

OCHOBHBIM HOPMATHBHBIM IOKYMEHTOM Y4€Ta apXMBHBIX IOKYMEHTOB B KOHKPETHOM
OpraHu3anuu siBJIsIeTCH JOKYMEHT

1) PersiameHT rocy1apcTBeHHOI0 yueTa J0KyMeHTOB ApxuBHOro ®@onjaa Poccuiickoit
®enepanuun (+)

2) [IpaBuiia opranu3alii XpaHeH!sl, KOMIUIEKTOBAaHHUS, y4eTa U UCIIOJIb30BAHUS JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit denepanyu u Ipyrux apXuBHBIX JTOKYMEHTOB

3) OcHOBHBIE TIpaBUIa pabOTHI APXUBOB OPraHU3AIUH

Kakue npusHaku 3aBeeHH JeJ1 HCIOJIB30BAHBI B CJIeYIOLIEM 3aroJI0BKe Jejia
«/loKkyMeHTBI 0 IPOBeIECHUH ATTECTALMH COTPYAHUKOB (IJI1aH, MPOrPAMMBbI, TPOTOKOJIbI
3acelaHUil ATTECTAIMOHHOI KOMHCCUN)» BpiOepuTe HECKOJIBbKO U3 5 BADUAHTOB O0TBETA:
1) npeameTHO-BoTIpOCHBIA  (+)

2) HOMUHAJTLHBII

3) aBTOpCKUI

4) XpOHOJOTUYECKUNA

5) KOppeCTOHIEHTCKUIT

IIpu BIOBITHM BCEX JOKYMEHTOB ONUCH OCBOOOIMBIIUIICS HOMeP

1) apyroii onucu He NPUCBAUBAETCS

2) MpUCBaMBACTCS APYTOM OMUCH CIIECIIUATIUCTOM apXHUBa

3) npucBauBaeTcs APYroii ONMCH MPUKA30M PYKOBOIUTENNA apxuBa (1)

K 4acTHO# COOCTBEHHOCTH OTHOCSITCSI ApXUBHbIE JOKYMEHThI:

-OpraHmu3anmi, 1eicTByOIUX Ha TeppuTopun Poccuiickoii @enepaunu u He
SIBJISIIOIUXCS TOCYIAPCTBEHHBIMU MJIM MYHMIHMNAJIbHBIMYI, B TOM YHCJIe
00111eCTBEHHBIX 00beINHEHHUI CO IHA UX PerMCTPAlMU B COOTBETCTBHH C
3akoHoAaTeabcTBOM Poccuiickoii @enepannu 00 001eCTBEHHBIX M PeJTUTHO3HBIX
00beIMHEHMH MOocJIe OT/AeJIeHUs EPKBH OT rOCy1apcTBa (najiee — Herocy1apcTBeHHbIe
OPraHM3alNH) a TAKJKe CO3JAaAHHbIE TPAXKIAHAMM WJIN 3aKOHHO NPUOOPETEeHHbIE UMH;
(+)

-OTHECEHHBIE K (pesiepantbHOi cCOOCTBEHHOCTH (heaepalbHBIMU 3aKOHAMU;

-OBIBITUX HEMPUSTEIBCKUX TOCynapcTs, nepemenieHHbie B Coro3 CCP B pesynbrare Bropoit
MHUPOBOW BOWHBI U HaXos1uecs: Ha Tepputopuu Poccuiickon @enepannu, €Ciam HHOE HE
MPEIYCMOTPEHO 3aKOHOAATENHCTBOM Poccuiickoit denepanuu o nepeMenieHHbIX
KYJIbTYPHBIX LICHHOCTSIX;

-OPraHOB MECTHOT'O CAMOYIIPAaBJICHUS U MyHULMITATbHBIX OpraHn3aIuil.

Ha3BaHusi pa3iejioB HOMEHKJIATYPbI e BBICTPOEHbI B IOKYMeHTe 1o
1) creneHu 3HAYMMOCTH

2) WITaTHOMY PACIHCaHUIO

3) andasury  (+)



Boiesienne 1es1 o BUAY TIOKYMEHTA - 0CHOBA

1) mpeIMETHO-BONIPOCHOTO NIPU3HAKa 3aBeicHus a1 (+)
2) aBTOPCKOT'O MPU3HAKa 3aBEACHUS JIEIT

3) KOpPECTIOHIEHTCKOTO MPU3HAKA 3aBEACHUS JeI

4) HOMHUHAJILHOTO MTPHU3HAKA 3aBEJCHUS Je]T

ITpu BBITaYeE €1 BO BpeMeHHOe M0JIb30BaHHe KajKI0€e 1eJI0 3aHOCHTCS B:
-KHUTY BBIIAYH €]l U3 XpaHuauma; (+)

-KHUTY y4eTa JIBUKCHUS TPYAOBBIX KHUKEK;

-KypHaJ PETHCTPAIlUK TOCETHTEICH;

-KYpHAJI ydeTa HHCTPYKTaKa 10 TEXHUKE OE30MacHOCTH.

Kak n3BecTHO, 1e/1a BpeMEeHHOT0 XpaHEeHHs MOJIeKAT YACTHIHOMY 0(popMIIEHU 0.
YKaxkuTe, KaKue onepanuy MOKHO He TPOBOIAUTh:

A HEe 0pOPMIIATH TUTYIBHBIH JIUCT;

B He cimBaTh M HE HyMEpOBATh JIHCTHI,

C He MPOBOAUTH CHCTEMATH3AIUIO JOKYMEHTOB B 1eje; (1)

D He cocTaBJIATH 3aBepUTEIbHbIE HAMMCH, JIUCTHI Jejia He HymMepoBaTth.  (+)

MyJibTHMeIHIiHbIE KOMITLIOTEPHI U JIa3epHbIe TUCKH MO3BOJISIIOT 3aIUChIBATh, XPAHHUTH,
BOCIIPOM3BOANTEH HH(POPMAIIHIO, TIPEICTABICHHYIO B BHJIE:

-peuHr u TEKCTa;

-MY3bIKH;

-puabma;

-Bce BhIllIcHa3BaHHOE.  (t)

Hrorosasi 3anuch nMeeTcs B CJAEAYHOIINX JOKYMEHTAX
1) muct ponma  (+)

2) peecTp omnucei

3) criucok GoHm0B

4) KHUTA y4eTa MOCTYIJICHHUS U BBIOBITHS TOKYMEHTOB

Bbi0epuTe, 4TO YKa3bIBaeTCs HA 00J105KKe eI MOCTOAHHOI0 U/WJIA BPEMEHHOI 0
XpPaHeHus:

A WHJIIEKC Niena, apXUBHBIN MUQp aena;

B HoMep gena, 3aroyoBok jena;

C HauMeHOBaHHE OpraHu3alluu, CTPYKTYPHOTO MOApa3IeICHNUS;

D Bce myHKTHI BepHBI ()

Homep onucu npucBauBaercs mno

1) KHHTE y4yeTa MOCTYIUICHUH U BHIOBITHS TOKYMEHTOB ()
2) criucky (GoHI0B

3) peectpy omuceit

4) akTy npuemMa-riepeaud JOKyMEHTOB

Kaxkoii 13 BH10B HOMEHKJIATYPBI J1eJI CO31AeTCsl HA MPeInpPUsITHH
1) npumepnas  (+)

2) UHIUBHUAYATbHAS

3) TunoBas



JlaiiTe moHsAATHE CJIOBY apXHUB
ApPXHUB —3TO.............
OtBetr ApxuB — 3T0 1) yupexaeHHE WIH CTPYKTYPHOE TOIpa3ieJieHne OpraHu3aIuH,
OCYIIECTBIISIIOIIEE XPaHEHUE, KOMIUJIEKTOBAHUE, YUET U UCIIOJIH30BAHUE aPXUBHBIX
JIOKYMEHTOB; 2) COOpaHHUe MUChbMEHHBIX MTAMATHHUKOB...

Ha nepBoM 3Tamne pa3padoTKku HOMEHKJIATYPBI e BoiOepure HeckoabKO U3 3
BAPHAHTOB OTBeTa:
1) aHanu3UPYIOTCS HOMEHKJIATYPBI e 3a IPEAbLAYILIUE TOIbI
2) u3y4aroTcs JOKYMEHTHI IPEIPUATUS
3) BexeTcsi oNMpoc Pa0OTHUKOB 0 3aBOJIMMbIX B OpraHu3anum aejaax  (+)

HayuHasi AMCHHILUINHA KOMILJIEKCHOTO XapaKTepa, pa3padaTbiBaoliasi i H3y4Yaomas
BOINPOCHI APXHBHOTIO /IeJIa HA3bIBAETCH:

A) Icuxonorus

b) ApxuBoBenenne  (+)

I') Counomnorus

Yka:xkute BUJ J0KYMEHTA, KOTOPBIH He OTHOCUTCS K CHCTeMe MPUKA3HOT0
JeJIONPOU3BOICTBA:

-IpaMOTBI;

SKypHam;,  (+)

-IIPUTOBOD;

-yeo0uTHAaS.

Jlo Hayasa npoBeeHNsi NPOBEPKU HEOOXOTUMO

1) HaBeCTH MOPSIOK B apXUBE

2) He npeANnpUHUMATh HUKAKUX JIeUCTBUI

3) U3y4YHTh JOKYMEHTHI IPEABIAYIINX MPOBEPOK  (+)

4) mpoBEepUTH COOTBETCTBHE HyMEPAIIUHU JeJl UTOTOBBIM 3aITUCSAM B OIHCIX U CBEICHUSM B
aucTtax (OHIIOB

Ha nena, npennazHavyaeMble JJIsl YHUYTOKEHHsI, COCTABJISIETCS
OtBeT - AKT

IIpu oOHapyKeHNH HeAOCTAYH /Ae] U JOKYMEHTOB

1) uzyuaercs neno ¢houga

2) opraHM3yercs po3bICK

3) cocTaBisieTcsl aKT B IBYX IK3eMILJISIPAX, OMH U3 KOTOPBIX NpPeACcTABJIAETCS
HCCJIeI0BATENI0 YUTAIBHOI0 3212 WM PYKOBOIMTEII0 OPraHU3aMHU, HCI0Ib30BaBLIeH
JAOKYMEHTbI, J1J1l IPUBJeYeHNs] BHHOBHBIX K OTBETCTBEHHOCTH, BTOPOIi - OCTaeTcsl B
apxuBe (+)

8.1 OcHoBHas1 yyeOHasi JuTEpaTypa

1. JlokymMeHTanmonHoe obecniedueHue yrpapieHus. CocraBieHne U 0QopMIICHHE
JIEIOBBIX JOKYMEHTOB : yueOHOoe mocobdue s CIIO / cocraBurenu E. M. bBammakoBa. —
CaparoB, Mockga : [Ipodo6pazosanue, At [lu Ap Meaua, 2021. — 144 c¢. — ISBN 978-5-
4488-1080-0, 978-5-4497-0964-6. — TekcT : 3MEeKTPOHHBIN // DIEKTPOHHO-OMOIMOTEYHAS



cucreMa [PR BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/103343.html (maTta
obpamenust: 30.06.2021). — Pexxum gocTyma: i aBTOPU3HP. MOTB30BaTENEH

2. CocraBnenue U o(opMIICHHE [EJIOBBIX JTOKYMEHTOB : y4deOHOe mocobue /
cocraBurenu E. U. bammakoBa. — Mocksa : Aii [Iu Ap Memua, 2021. — 145 c. — ISBN
978-5-4497-0845-8. — Texkct : 3neKTpOHHBIA // DneKTpoHHO-OnbOIMoTeuHas cucrema IPR

BOOKS : [caiiT]. — URL: https://www.iprbookshop.ru/103345.html (mara oOpameHus:
30.06.2021). — Pesxkum mocTyma: i aBTOPHU3HP. MMOJIb30BaTeIei

3. Manryposa, H. C. KagpoBoe n1enonpou3BOACTBO U apXUBBI JOKYMEHTOB I10
JUYHOMY COCTaBY : y4eOHO-METOIWYECKOe IOCcOoOMe i CTYACHTOB, OOydYaroIIMXCS IO
HanpaBneHuto noArotoBku 46.03.02 JlokymeHtoBenenue u apxuBoBeaenue / H. C.
MantypoBa. — YensOunck : YensOMHCKUN roCy1apCTBEHHBIN HHCTUTYT KylbTyphl, 2018, —
140 c. — ISBN 978-5-94839-600-2. — TekcT : 3MeKTPOHHBIH // DNEKTPOHHO-OHOIHOTETHAS
cucreMa IPR BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/83609.html (maTta
obpamienus: 30.06.2021). — Pexxum poctyna: Juis aBTOPU3UP. MOJIb30BaTeNei

8.1. lonosHuTEeIbLHASA y4eOHAs JHUTepaTypa

1. MadopMaimoHHbIe TEXHOJIIOTUN B JOKYMEHTAIIMOHHOM 00€CIIEYeHUN YITPABICHUS U
apxuBHOM Jene : yueOnuk mist By3oB / T. B. Konapamosa, H. H. Kynses, E. B. Tepentnena,
A. T'. ®abpuunos ; mox penakuueir H. H. KynseB. — Mocksa : Jloroc, 2016. — 408 c. —
ISBN 978-5-98704-786-6. — TekcT : 37€KTpOHHBIN // DIEKTPOHHO-OMOIMOTEUHAs CHUCTEMa
IPR BOOKS : [caiiT]. — URL: https://www.iprbookshop.ru/70714.html (mara oGpameHus:
30.06.2021). — Pesxum mocTyma: it aBTOPU3HP. IMOJIb30BaTEICi

2. JIOKyMEHTOBEJIECHUE ¥ apXWBOBEIEHHUE : CIOBAPh-CIIPABOYHUK JJIsi CTYACHTOB,
obygarontuxcst mo cneruainbHocTH (032001 JlokyMeHTOBeneHHE W JIOKYMEHTAllMOHHOE
obecrieuenue ynpasienus / O. I'. Ycanosa, A. B. JlymuaukoBa, A. I'. A3naryinosa, M. B.
Motopnas. — YensOunck : UenssOMHCKUN TOCYAapCTBEHHBIM MHCTHTYT KyIbTyphl, 2015, —
116 c. — ISBN 978-5-94839-493-0. — TekcT : 3MeKTPOHHBIH // DNEKTPOHHO-OMOIHOTEIHAS
cucreMa IPR BOOKS : [caiit]. — URL: https://www.iprbookshop.ru/56404.html (maTta
obpamenust: 30.06.2021). — Pexxum gocTyma: i aBTOPU3HP. MOTb30BaTENEH

3. CumonsH, P. 5. JlokymeHTalmoHHOE OOECIEYCHHE CHUCTEMBI YIPaBICHUS
opranm3aiueii : yueoHoe nocoodue / P. . Cumonsn. — Caparos : Aii [lu Op Meaua, 2018.
— 180 c¢. — ISBN 978-5-4486-0167-5. — Tekct : SJCKTPOHHBIA // DIEKTPOHHO-
OubmuoreyHas cucremMa IPR BOOKS : [caiiT]. — URL:
https://www.iprbookshop.ru/72458.html (mara obpamenus: 29.06.2021). — Pexxum gocryna:
JUTs aBTOpH3HP. mosb3oBaTeneii. - DOI: https://doi.org/10.23682/72458

8.3. PECYPCbBI CETU UHTEPHET

https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/1
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/2
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/4
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/6

9. METOAUYECKHME VYKA3AHHUA JId OBYYAKOLIUXCA 1O
OCBOEHMIO JUCHUIIJIMHBI

Bun MeTtoanueckue YKa3aHus 1no OpraHm3anum
JeATeJHLHOCTH JIeATeJIbHOCTH 00y4aonierocst
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https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/1
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/2
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/4
https://obrex.ru/biblioteka/internet-resursy/weblink/25/25/6

CamMocTosTeabHas
pabora

CamocrosiTennbHas ~ paboTa  MPOBOOUTCS  C  IEINBIO:
CHUCTEMAaTH3allud M 3aKpeIUICHUS IOJIYYEeHHBIX TEOPETHUYECKHX
3HaHUW U MPAKTUYECKUX YMEHUH oOywarommxcs; (GopMupoBaHUs
YMEHUH HCII0JIb30BaTh OCHOBHYIO M JIOTIOJIHUTENBHYIO JIUTEPATYPY;
pa3BUTHUS  TO3HABATEIbHBIX  CHOCOOHOCTEM UM aKTUBHOCTHU
00y4aromuxcsi: TBOPYECKOH HWHHUIIMATHBBI, CaMOCTOSTEIBLHOCTH,
OTBETCTBEHHOCTH, OpPraHU30BaHHOCTH; dbopmupoBanue
CaMOCTOSITEIbHOCTH MBIIUICHUS, CIIOCOOHOCTEH K CaMOpa3BUTHIO,
COBEpIICHCTBOBAHUIO W CaMOOpraHusanuu;  (HopMHpOBaHUS
npoeCCHOHATIBHBIX ~ KOMIETCHUUH; Pa3BUTUIO  MPAKTHYECKUX
yMEHUN 00yJaromuxcsl.

@opMBbI U BUJIBI CAMOCTOSITEILHONH pabOTHl O0YYaIOLTHXCS:
YTEHHE  OCHOBHOM M  JIONOJHUTENBbHOW  JUTEpaTypbl  —
CaMOCTOSITENIFHOE ~HM3y4YeHHME Marepuana IO PEKOMEHIYEeMbIM
JUTEPATYPHBIM UCTOYHUKAM; paboTa ¢ OMOIMOTEYHBIM KaTaJoroM,
CaMOCTOSITENIBHBIA ~ 1MOA0Op  HEOOXOAMMOM JHMTEpaTyphl; IMOUCK
HeoOxoaumon wHMoOpMaruu B ceTm VHTepHET; MOArOoTOBKAa K
paznTUYHBIM QopMaM TEKYIIe W MPOMEKYTOYHOW arrectamuu (K
3auery).

TexHonorus  OpraHu3alMi  CaMOCTOSITENBHOW  paboThI
oOydaromuxcsi BKIIOYAeT HCIONb30BaHUE WH(DOPMALIMOHHBIX U
MaTepHaIbHO-TEXHUUECKUX pecypcoB o0pa3zoBaTenbHON
OpraHu3aIHy.

ITogroroBka k 3auery

[Tpu moATroTOBKE K 3a4eTy HEOOXOIUMO OPHEHTUPOBATHCS Ha
PEKOMEHIYEMYIO JIMTEPATYPY U APYTHE MaTEPHUAIIBI.

OcHOBHOE B MOJTrOTOBKE K Cllay€ 3a4eTa Mo JUCLUUILIUHE -
3TO IOBTOPEHHE BCET0 MaTepHalia JAMCHUIUIMHBL, MO KOTOPOMY
HEOOXOMMO  MPOUTH  MPOMEXYTOUHYIO  arrectauuio. Ilpum
MOATOTOBKE K cJade 3adera  OOydYarlolUMCS PEKOMEH]yeTCs
pacmipeneniatb BeCb 00bEM pabdOThl PAaBHOMEPHO IO  JTHSM,
OTBEJCHHBIM [UIl TOJATOTOBKM K aTTECTaluu, KOHTPOJIUPOBATH
Ka)KbIH JICHb BBITIOJIHEHNE HAMEUCHHON PaOOTHI.

3a4eT MpPOBOAMTCS MO  BOIPOCAM, OXBAaTHIBAIOIIMM BECh
NpPOMICHHBI  MaTepuan JUCLUMIUIMHBI, BKIIOYas  BOIPOCHI,
OTBEJECHHBIE JIJIs1 CAMOCTOATEIBHOIO NU3yYEHUSI.

Jnsa  ycmemHoW — cpaud  3a4eta [0 JIMCUUILIMHE
oOydaromuecss JOJDKHBI TMPUHUMATh BO BHHMMAaHHE, YTO: BCE
OCHOBHBIE BONPOCHI, YKa3aHHbIE B pabodeil mporpamMme, HYKHO
3HaTb, IIOHMMAaTb HX CMBICI U YMETb €ro pPa3bsCHUTH;
yYKa3aHHbIE B paboueil  mporpamme dbopMupyembie
npodeccuoHanbHble  KOMIETEHIIMM B  PE3yJbTaTe OCBOCHMUS
JUCITUTUIMHBI TOJIKHBI OBITh POJAEMOHCTPUPOBAHBI 00YYAIOIIIMCSI

Oceoenue  oucyuniunvl  «OCHO8bL  APXUBHO20  3aKOHOOamenbcmeéa  XpaueHue
OOKYMEHmMO8» 011 00VUAIOWUXCS OCYWEeCMBIAemcs 8 6Ude JNeKYUOHHbIX 3aHAMUl, 8 X00e
camocmosamenvHou pabomsl. B xode camocmosmenvHol pabomsl cayuiamen OOJIHCHb
u3yuUms 1eKYUOHHble MAMepUanbl U oOpyeue UCMOYHUKYU (V4HeOHUKU U yueOHO-MemoouiecKue
nocooUst), NOO2OMOBUMBCS K 8bINOJHEHUIO MECMOBbIX 3A0AHULL.

Jucyunnuna «OcHosbl  apxusHoeo 3akonooamenbcmeéa Xpawenue OOKYMEHMO8»

ekatouaem 1 memy.
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na nposedenus 1eKYUOHHbIX 3aHAMUL Npeoaazaemcs cedyiouas memamura.
1. OcHOBBI apXMBHOI'O 3aKOHO/IATENbCTBA XPAaHEHUE JOKYMEHTOB

10. IlepeyeHb HH(MOPMANUOHHBLIX  TEXHOJOTHMii, HCHOJIb3yeMbIX HNPH
OCYLIECTBJICEHHH 00pa30BaTeIbHOIO Npouecca Mo AUCUHUILIMHE, B TOM YHCIe KOMILIEKT
JMIEH3HOHHOI0 NPOrpaMMHOIO ofecme4YeHusl, JIEKTPOHHO-OMOIHOTEYHbIE CHCTEMBbI,
COBpeMeHHbIe Npo(eccHoHa/IbHbIe 0a3bl JAHHBIX M HHMOPMALHMOHHbIE CIPABOYHbIE
CHCTEeMBbI

OOyuaromuecst  oOecnedeHbl  JOCTYIIOM K AJIGKTPOHHOW  WH(OpMaIMOHHO-
oOpa3oBaTenbHON cpefe AKaJeMHH W3 JII0OOH TOYKH, B KOTOPOW MMeEeTcs AOCTYH K CEeTH
«MHTEpHET», KaK HA TEPPUTOPUH OPraHU3aLliH, TAK U BHE €€.

Peanmzanuss  JONMOMHUTENBHOH  MPO(ECCHOHANBHON  MPOrpaMMBbl  MOBBIIICHHUS
KBAIM(QUKALMA € [PUMEHEHHEM JUCTAHLUUOHHBIX  OOpa30BaTENbHBIX  TEXHOJIOTMH
IIPOU3BOJUTCS C UCIIOJIb30BAHUEM:!

° CHCTEMBI TUCTAHIIMOHHOTO 00yueHus «IIpomereiny;
) OBC IPRbooks;
o [Tnatdopmel s mpoBeacHust BeOuHapoB «Pruffme»;

. BKC Skype.

YTO 00ECIIEYNBAET:

-OCTYNl K y4eOHBIM IIaHaM, paboyuM NporpaMMaM AMCLUUIUIAH, 3IEKTPOHHBIM
y4eOHBIM H3JaHHUSAM W AJICKTPOHHBIM 00pa30BaTEIIbHBIM pecypcaM, YKa3aHHBIM B pabOunx
nporpaMMax JUCIUIIINH,

-pukcauio Xoja 00pa30BaTENBHOTO MPOIECCa, PE3YNbTATOB MPOMEKYTOYHOU
arTecTaiuu u p€3yﬂbTaTOB OCBOCHUA HpOI‘paMMBI - HTOI‘OBOﬁ arTeCTaluu.

-B3aMMOJICHCTBHE MEXIY y4YaCTHUKaMH 00pa3oBaTEIBHOTO IMpOIecca, B TOM YHCIIE
CUHXPOHHOE U (MJIM) aCHHXPOHHOE B3aUMOJAEUCTBUS TOCPEACTBOM ceTH «MHTEpHET».

OYHKIIMOHUPOBAHUE  CUCTEMBI  JHUCTAHIIMOHHOTO  OOy4YeHUs  O0O0eCreYrBaCTCS
COOTBCTCTByIOH_II/IMI/I Cpe,Z[CTBaMI/I I/IHq)OpMaI_II/IOHHO-KOMMYHI/IKaL[I/IOHHBIX TCXHOJIOFI/Iﬁ n
KBaTH(UKAIMEe paOOTHUKOB, €€ UCIOJIb3YIOIIMX U MOAep)KuBatronuX. OyHKITMOHUPOBAHUE
AJIEKTPOHHON HH(DOPMAIIMOHHO-00PA30BATEIBHON CpEllbl COOTBETCTBYET 3aKOHOJIATEIIbCTBY
Poccuiickoit deneparumu.

10.1 JIneH3MOHHOE MPOrPaMMHOe o0ecrevyeHune:

OfficeStd 2019 RUS OLV NL Each Acdmc AP
WinPro 10 RUS Upgrd OLV NL Each Acdmc AP

10.2. DJIeKTPOHHO-0MOINOTEYHASI cCHCTeMA:
Dnexrponnas oubmuoreunas cucrema (IbC): http://www.iprbookshop.ru/

10.3. CoBpemenHbIe IpodecCHOHATbHBIE 0a3bl TAHHBIX:

. OdunmanbHplii  MHTEpPHET-TIOpTAN 0a3bl JaHHBIX MPAaBOBOW HWHGOpPMALUU
http://pravo.gov.ru.

= [Mopran Enuaoe  okHO  goctyma K = 0oOpa3oBarelbHBIM  pecypcam
http://window.edu.ru/

. OnextpoHHas 6ubnmoreunas cuctema «[PRbooks» [DnexTpoHHsbI pecype]. —
DnektpoH. aaH. — Pexxum gocryma : http://www.iprbookshop.ru/

. Hayunas snexkrponnas 6ubnuoreka http://www.elibrary.ru/

. HannonanwsHas anekTponHas Oubnmmuoreka http://www.nns.ru/

= DneKTpoHHBIE  pecypchl  Poccwmiickoii  rocymapcTBeHHOH — OMOMMOTEKH
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http://window.edu.ru/
http://www.iprbookshop.ru/

http://www.rsl.ru/ru/root3489/all
- DNEKTPOHHBIA PECYPC KYpPHAJIOB:
«Bomnpocs icuxonorun»: http://www.voppsy.ru/frame25.htm,
«[Icuxonoruueckue uccnemoBanus»: http://www.psystudy.com,

«HoBoe B IICUXOJIOTO-TICJar OrMYCCKUX
uccienoBanusax»: http://www.mpsu.ru/mag_novoe,
«AKTyaJIbHbIC POOJIEMBI IICUXOJOTHYECKOT0

sHanus»: http://www.mpsu.ru/mag_problemy

10.4. UndopManuoHHbIE CIPABOYHbIE CHCTEMBbI:
[Topran ®egepanbHBIX TOCYJApPCTBEHHBIX 00pA30BaTENbHBIX  CTAHIAPTOB  BBICIIETO
obpasoBanus http://fgosvo.ru.

11. MATEPHAJIBHO-TEXHUYECKAS BA3A

AHO JITO CAC3 obnamaeTr MarepuaibHO-TEXHUYECKOW 0a30#, COOTBETCTBYIOIICH
JIeMCTBYIOIIMM TPOTUBONOXAPHBIM IPaBUJIaM W HOpMaM W oOecleyrBarollell IpoBereHUe
BCEX BUJIOB MPOBEICHHE BCEX BUAOB 3aHATHI CilyllIaTenel, mpoleayp OLEHKHU pe3ylbTaToB
o0y4yeHHsI, peau3alysi KOTOPHIX NPEAYyCMOTpPEHAa C TPUMEHEHHEM  JAMCTAaHIIMOHHBIX
00pa30oBaTeNbHbIX TEXHOJIOTUH.

MarepuanbHO-TEXHHUECKOE 00ecTieYeHre JUCUUIUINHBI BKIIOYAeT B ceO0sl:

Kaxnapiif  coymatens B TedeHHE Bcero mepuojga oOydeHus oOecredeH
UH/IMBUIYAIIbHBIM HEOTPAaHUYEHHBIM JOCTYIIOM K 3JIEKTPOHHO-OMOJIMOTEUHOH cucreme
Iprbooks (smexTponHOM OHOMHOTEKE). DIEKTPOHHO-OMOIMOTEUHAS CHCTEMa (dJIEKTPOHHAS
O6ubnmoreka) obecredyrnBaeT BO3MOXKHOCTH JIOCTyNa oOydaromerocss u3 o000l TOYKH, B
KOTOpPOW HMMeEeTCsl JOCTyn K WH(OpMaIMOHHO-TEeJIEKOMMYHUKaMoHHOW cetn "HMHTepHer"
(manee - cetp "MHTEpHET"), KaK Ha TEPPUTOPUU OpPraHU3AILMHU, TaK U BHE €e.

Pabouas nporpamma aucuuruinHel pazpadorana AHO JI10O CAC3
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