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PabGouass mporpamma y4eOHOM IUCHMILTUHBI pa3paboTaHa Ha OCHOBE
denepalibHOTO TOCYJIapCTBEHHOTO oOpa3oBarenbHOro cranjgapra (namee OI'OC)
M0 CHEIUaJIbHOCTH CpeaHero mnpodeccuoHanbHoro obpazoBanus (maiee CIIO)
40.02.01 IIpaBo u opraHu3auMs COUUAJBHOIO O0ecmevYeHUsl yKPYIHEHHOU
rpynnsl  cneranbHocTed 40.00.00 FOpucnpyaeHuus HanmpaBi€HUsS MOJATOTOBKH
Hayxu 06 ob6iectse.

Opranuzanus-pazpaboTyuK: ['ocynapcTBenHoe aBTOHOMHOE
npodeccruonansHoe 00pazoBaTenbHOE yupexkaeHHe YyKOTCKOro aBTOHOMHOTO
okpyra «Yykorckuii MHorompoduiabHbI Komiemk» (manee [AIIOY YAO
«UMK»).

Pazpabotuuk:
Cemucunona C.JI., mpenogasatens 'AIIOY HAO «UMK».

Peructparmmonnsiit Ne [TnOCO (11) 194-23 ot 04.04.2023 1.

Pexomennosana MetoanuecknuM coetoM ['AIIOY HAO «UMK)»
[TpoTtokom Ne 06 ot «18y» anpens 2023 r.

Yreepxnaena IIpukazom Ne 01-10/394 ot 31.08.2023 r. «O06 yTBepKaACHHM
o0pa3oBaTeIbHBIX TPOTrPaAMM»
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COIEPKAHHUE

MMACIIOPT PABOYEW ITPOI'PAMMBI

TV CTUTLIAHBI
CTPYKTYPA
TV CHUTLIAHBI

U  COJEPKAHME

CTpaHuIa

YYEBHOM 4

YYEBHOU 7

YCJIOBUS PEAJIU3ALIMA PABOUEI MPOTPAMMBI 14
YYEBHO JUCHATIJINHBI
KOHTPOJIb M OLIEHKA PE3YJLTATOB OCBOEHUS 16
YYEBHO JUCIHATLIJINHBI




y CTO CMK 4.2.01 - 2023
FAIOY HAO VIIPABJIEHUE JOKYMEHTAUMEI
«UMK» Jluer 4/12

1. MACHOPT PABOYEM MPOI'PAMMBI YUEBHOM JUCHUTIJIAHBI
OI1.13 JOKYMEHTAIIMOHHOE OBECIIEYEHUME YIIPABJIEHUS

1.1. O6n1acTs npuMeHeHus1 padoyveil MPOrpaMmbl

Pabouas nmporpamma y4eOHOW AMCUMILIMHBI SBJISETCS YacThIO MPOTPAMMBI
MOJATOTOBKM CHEIUAINCTOB CPEAHEro 3B€Ha B COOTBETCTBUU C DenepalibHbIM
roCy/IapCTBEHHBIM 00pa30BaTeNIbHBIM CTaHJAPTOM CPEIHEro Mpo¢eCcCHOHATBLHOIO
oopazoBanusa (maiee PI'OC CIIO) no cneumansHOocTH 40.02.01 IlpaBo u
OpraHu3anus COLHAJILHOTO ol0ecrieyeHust YKPYITHEHHOU IpyIIIBI
cnenuanbHocter 40.00.00 FOpucnpyaeHuusi HanpaBieHusl ToAroToBku Hayku o0
obmiecTse.

Pabouast mporpamma yuyeOHOU JUCHUIUIMHBI MOKET ObITH MCHOJIb30BAHA

B JIOTNOJHUTEIBHOM MNPO(PECCHOHANIBHOM 00pa30BaHUU, NPU IOBBIILIEHUU
KBaJM(UKALUY TIO JOIKHOCTAM ciyxamux 21047 'maBHBIA IOPUCT.

1.2. Mectro mucuuniuabl B cTpyktype IIIICC3: mpodeccronanbHbli
LUKIL.

1.3. Heamu wu 3agaum y4eOHOW AUCUMILIMHBI — Tpe0OBaHMA K
pe3yJibTaTaM OCBOCHUSA Y4eOHON AMCHUIIIUHBI:

Heanb:
—  TpUOOpETeHHE CTYJACHTAMH TEOPETHYECKHX 3HAHUM U MPAKTHUYECKUX
yMEHUH B 00J1aCTH JOKYMEHTALIMOHHOTO 00€CTIeYeHUsl yIIPABICHHUS

3agaum:

- pa3BuUBaTh HaBBIKU 3¢ HeKTUBHOTO UCIIOJIb30BaHUs
JIOKYMEHTAIITMOHHOTO 00€CTICUeHUs yIpaBiIeHUsl, HEOOXOAUMBIX JIJIsl paOOThI;

—  HAy4YuTh MCIOJIH30BaTh 3HAHUSA B 00JaCTH JIOKYMEHTAI[MOHHOTO
oOecreyeHus: ynpaBJICHHUS.

B pe3ynbTraTe 0cBOCHUS TUCHUILIMHBI 00YUYarOIIUNCS 10JKEH YMETh:

—  opOopMIIATh  OpPraHU3AMHMOHHO-PACTIOPSAUTEIIbHBIE  JTOKYMEHTHI B
cooTBeTCcTBUH C AeicTByomuM ['OCTowm;

—  OCYHIICCTBJISATH 00paOOTKY BXOJAIIUX, BHYTPEHHUX U HCXOJSAIIUX
JIOKYMEHTOB, KOHTPOJIb 32 UX UCIIOJIHCHUEM;
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- O(I)OpMHHTB AOKYMCHTHI JIJIA ICPC/Iadu B ApXUB OpraHu3aluu.

B pe3ynbraTe 0CBOCHUS IUCIUIUIMHBI O0YYaIOUIHICS H0JIKeH 3HAThD:

—  TIOHSTHE IOKYMEHTa, €ro CBOMCTBA, CIIOCOOBI IOKYMEHTHPOBAHUS;

—  mpaBwia coctaBieHus u opopmienus OPJI;

—  CHCTEMY M TMHOBYIO TexHosorumw [0V,

—  0COOEHHOCTH JEJIONPOU3BOJACTBA IO OOpalleHUusIM TpaxaaH
KOH()HIEHIIUAJIBHOTO ACJIONPOU3BO/ICTBA.

1.4. KosimuecTBO 4aCOB HA OCBOEHHUE MPOrPAMMbI TMCUMILINHBI:

MaKCUManbHou yuebHol Hazpysku odyyaroujecocs 60 4acoB, B TOM YHCIIC:
00s13aTeNIbHON ayJUTOPHOM yueOHOM Harpy3ku oOydaromierocst — 20 4acos;
caMocCTosITeNIbHOM paboThl oOyuaromierocs — 40 yacos.



I'AIIOY YAO

VIIPABJIEHUE JOKYMEHTAIMENR
«UMK»

CTO CMK 4.2.01 - 2023

Jucr 6/12

2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCIHUIIJINHBI

2.1. O0beM yueOHOM QUCHUIIMHBI U BUAbI Y4eOHOH padoThI

Buj yueOHoii padoThl O0BbeM yacoB
MakcumaJibHasi y4eOHasi HArpy3Ka (Bcero) 60
O0s3aTeIbHasl ayIMTOPHAsA YuyeOHasi Harpy3ka (Bcero) 20
B TOM YHCJIE!
MIPaKTUYECKUE 3aHITHI 16
KOHTPOJIbHBIE paboTHI (pedepar)
CamocTosiTe1bHasi padoTa o0y4alouierocs (Bcero) 40
B TOM YHCJIE!
COCTaBJICHHE KOHCIIEKTOB 8
HaTFCaHue pedepaToB, TOKIAI0B 14
CO3/IaHNe MYyJIBbTUMEINHHBIX TIPE3CHTANI 4
COCTaBJIEHHE CXEM, TaOJINIL 14

Urorosas arrectanus B popme nuddepeHInpoBaHHBIN 3a4eT
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2.2 PaGounii TeMaTuyeckuii miaH u coaepxanue yueonoii nucuumiannbl OIL13 JOKYMEHTAIIMOHHOE
OBECIHHEYEHMUE YIIPABJIEHUS

Conep:xkanue yueOHOro MaTepuaJa, JJabopaTopHbie padoThbl M IPAKTHYECKHUE 3aHITHS, O6bem Yposenn
HaumeHoBaHue pa3/iesioB U TeM
€caMOCTOfITe/IbHAsS padoTa 00y4auuxcs, KypcoBasi padora (IIpoeKT) 4acoB OCBOEHUS
1 2 3 4
Pazngen 1 OcHOBBI 24
JOKYMEHTAIIHOHHOT'0
olecrieyeHus1 ynpaBJjeHHUs
Tema 1.1. Coaep:xkanue yueOHOro MaTepuaja 2
Beenenne 1 | OcHoBHBIE 33/1a4H JOKYMEHTAIIHOHHOTO 00ECIIeYeHUs YIIPaBICHNUS. 2
JlaGopaTopHbie padoThI
IIpakTnyeckue 3aHATHSA 4
1 | OcHOBHBIE 3a71a4H JOKYMEHTAIIMOHHOTO 00eCIIeueH s yIpaBieHus. MecTo 1 pojb JOKYMEHTOB B
yTpaBICHUM.
2 | Uctopus pasutus aenonpou3BoacTsa. CocTaBieHUe TaOIUIIBI
CamocTosiTe1bHast padoTa 00y4yaronuxcs 4
1 | CocraBnenue KoHCHEeKTa 10 TeMe «lcTopus pa3BUTHs IeIONPOM3BOACTBA B Poccuny.
2 | IoxaroroButs pedepara Ha TeMy «OCHOBHBIE TPOGECCHOHATIBHBIE TEPMUHBI U OTIPE/ICIICHUSD).
Tema 1.2. Copep:xanue yueOHOro MaTepraJa
JoxymMeHTBI. JlaGopaTopHbie padoThI
IIpakTHyeckue 3aHATUS 4
1 | bnaHku TOKYMEHTOB U TpeOoBaHust K HUM. O3HaKOMIJICHHE C OJTaHKaMU JJOKYMEHTOB.
2 | bnanku noKyMEHTOB M TpeOOBaHUS K HUM. 3allOJIHEHHE OJTaHKOB JIOKYMEHTOB.
CamocrosiTe1bHast padoTa 00y4Yarouxcs 2
1 ‘ CocraButh Tabnmuy Ha TeMy «Kiaccudukanms 10KyMEHTOBY.
Tema 1.3. Copep:xanue yueOHOro MaTepuaJa 2
HopMaTuBHO-MeTOAMYECKOE 1 ‘ HopmaTuBHo-MeToauyeckas 6aza J10Y. 2
peryJupoBaHne padoThI ¢ JlaGopaTopHbie paboThI
AOKYMeHTaMH IIpakTHyecKkne 3aHATUS 6
1 | Cucrema opraHu3alMOHHOM JOKyMEHTAIMU. Pelenne cuTyannoHHbIX 33/1a4.
2 | CucreMa pacmopsIuTeNbHON JOKyMEHTalMU. Penenrne cuTyanoHHbIX 3a1a4.




T'AIIOY YAO
«UMK»

VIPABJEHUE IOKYMEHTAIINEN

CTO CMK 4.2.01 - 2023

JIucer 8/12

3

CryxeOHas repenrcka Ha IPeIIpUATHA. 3al0THEHHE OJIaHKOB TOKYMEHTOB.

CamocTosiTe1bHASI pad0Ta 00yYaIOIUXCH

1 | Tloxnrorosuts pedepara Ha TeMy «I OoCyqapcTBEeHHas cUCTEMa JOKYMEHTAllMOHHOTO 00ecTIeYeH s
ynpasienus. OcHoBHOe monoxernus. O0mue TpeboBaHuA K JOKYMEHTaM H CITy:K0aM
JIOKyMEHTALMOHHOTO 00ECIICUCHHUS.

2 | U306pa3uThb cxeMy Ha TeMy « THIOBas HHCTPpYKIUS O ETONPOM3BOICTBY B MUHUCTEPCTBAX U
BeZoMcTBax Poccuiickoit denepanuny.

3 | CocraBuTh Tabnuiy Ha Temy «KiaccuduimpoBaHue criel[HaibHBIX aKTOB, paboTa ¢ OmNpeIelIeHHOM
KaTeropueil JOKyMeHTOB PeryIaMeHTHPYETCs CeNUaIbHBIMU aKTaMI».

4 | Co3nanue MyJIbTUMEIUHHBIX IIpe3eHTani Ha TeMy «HopMaTHBHO-METOJUUYECKHE TOKYMEHTBD.

5

Cocrasnenne koHcrekTa o reme «I'OCT P 6.30-2003 «YHudunupoBaHHas cucrema opraHu3aliioHHO-

pachopsIIUTENbHON TOKyMeHTan. TpedoBaHus K 0(OPMIICHHIO JOKYMEHTOBY.

10

Pa3pnen 2 TpeGoBanue K
odopMIIeHMIO U padoTa ¢
JOKYMEHTAMH Pa3HbIX THIIOB.

Tema 2.1.
TpeboBanus k ohopmMJIeHHIO
ynpapJeH4ecCKHX J0KYMEHTOB.

Copep:xanue yueOHOr0 MaTepuaJa

JlabopaTopHbie paGoThI

IpakTHyeckune 3aHATHS

CamocTosiTesibHAsI padoTa 00y4arouuXcst

1 | CocraButp Tabmuiy Ha TemMy «TpeOoBammsa K OhOPMICHHIO PEKBH3UTOB JOKYMEHTOB. TpeOoBaHUS K
W3TOTOBJICHHIO JIOKYMEHTOB).

2 |TloarotoButs pedepara Ha remy «DopmaTel Oymaru u nossi. TpeOoBaHMUS K TEKCTY JOKYMEHTOB. biaHku
JIOKYMEHTOBY.

3

OO6mme TpeboBaHWS K OGOPMIICHHIO YIPABICHYCCKAX JOKYMEHTOB. BBIMONHEHWE yNpakHEHHH II0
odopmIleHHIO yIIpaBIIEeHYECKHX JOKYMEHTOB

Tema 2.2.

Oco0eHHOCTH MOATOTOBKH U
odopmIIeHHS OTIEIbHBIX BHIOB
JOKYMEHTOB

Conep:xkanue yue0HOro MaTepuaja

JlaGopaTopHbie paboThI

l'[paKTn‘{ecmle 3AHATHUHA

CamocrosiTe1bHast padoTa 00y4aroUXCsH

1

[MoaroroBuTh pedepara Ha TeMy «OCHOBHBIE TOKYMEHTHI yIpaBieHus. JlIOKyMEHTHI IO INYHOMY
COCTaBY».

CocrapneHue KOHCIeKTa 1o TeMe «OpraHu3aloHHbIe TOKYMEHTHI. PacnopsanTensHble JOKYMEHTHI.
WHudopManmoHHO-CTIPaBOYHBIE JOKYMEHTBD).
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3 |IMomroroButh pedepara Ha Temy «KoppecrnoHAEHIMs, CBA3aHHAs C IPOBEACHHEM IEPUOIMYECKUX
MEPOIIPUATUID.
4 | M300pa3uth cxeMy Ha TeMy «XpaHeHHE TOKyMeHTOB. COBPEMEHHOE JIETIOBOE U KOMMEPYECKOE MTUCHMO.
Opranu3anysi KOHTPOJIS 32 UCTIOJIHEHUEM JOKYMEHTOBY.
Tema 2.3. Copep:xanue yueOHOr0 MaTepuaJia
Pa6ora c nokymeHTamu, JlaGopaTopHbie paboThI
cofiepKaluMH

HpaKTPl'—[eCKl/le 3aHATUSA

1 ‘ I[eﬂOBa?[ pCUb U €€ rPaMMATUYCCKHUC 0COOEHHOCTH. HpaKTI/I‘IGCKOG OPUMCHCHUC ILCHOBOP‘I pean

CamocrosiTe1bHast padoTa 00y4aroUXCs

1 |IMoaroroButh pedepata Ha Temy «CBemeHHs, HE OTHOCANIMECS K KOMMepueckod TaifHe. 3amuTa
JIOKyMEHTOB, COZIEpIKaI[IX KOMMEpUYECKYIo TaiHy. CBelleHHs, OTHOCSIIUECS K KOMMEPUYECKOil TaifHe».
2 |Uzo0pa3utp cxemMy Ha TeMmy

«Opraam3ammss  paboOTBl €  JOKYMEHTaMH,
KOH(UACHIIMAIbHBIE CBeNeHus». 1300pa3uth

BOCCTAHOBJICHHC)).

coJepKaIuMA
cXeMy Ha TeMy «YTpara [OKYMEHTOB M UX

3ﬂeKTp0HHO€ AeJ0INMpPoOnu3BOACTBO

Conep:xanue yueOHOro MaTepuasa

JlaGopaTopHbie padoThI
IIpakTnyeckue 3aHATHSA

CamocrosiTe1bHast padoTa 00y4aroUXCs

1 | Cozganme MymnbTUMEAMHHBIX TIpe3eHTanni Ha Temy «lIpaBoBoe peryiupoBaHHE 3JIEKTPOHHOTO
JOKyMeHT0000poTa. OCHOBHBIE NPUHIUIIB HCIIOJIB30BaHUS 3JIEKTPOHHOTO JOKYMEHTO000POTay.

2 |CocraBnenue KoHclekTa 1o TeMe «Cmaduu — 21eKmMpoHHO20 — OOKYMEHmMoobopoma U  ux
Xapaxmepucmuray.

3 |IoaroroButh pedepara Ha TemMy «OCHOBHBIE pPEKOMEHJAIINH,

oOyeryaroiue TMOUCK HYXHOM
nHpOpMAINH IpH paboTe Ha KOMIIBIOTEPEY.

BCEI'O:

60
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3.YCJOBUS PEAJIM3AIIMNA PABOYEN ITIPOTPAMMBI YYEFHOM
JANCIUITJIMHBI

3.1. TpeGoBanuss K MHHMMAJIbHOMY MAaTEPHAIBLHO-TEXHUYECKOMY

o0ecre4eHnIo

Peanuzanusi mporpamMMbl JUCITUTUTHHBI TpeOyeT Haau4usi y4eOHOTO KaOuHeTa
po(eCcCHOHATBHBIX TUCITUTIINH,

O6opynoBanue yueOHOTO KaOMHeTa:
—  1ocalo4Hble MecTa (TI0 KOJMYECTBY 00YUarOIINUXCs);
—  pabodee MECTO IPEToIaBaTes;

- KOMIIBIOTCP C JTMICH3MOHHBIM ITPOIrpaMMHBIM oOecIICUYeHUEM.

Texnuueckue cpeacTsa 00y4eHHUS:
—  MYJBTHMEANANPOEKTOD;

—  DKpaH.

3.2.MupopmanuoHHoe obecneyeHne 00y4eHus
Ilepeyenbr pexoMeHayeMbIX YueOHbIX wu3aaHuii, HHTepHeT-pecypcoB,
JAOMOJIHUTEIbHOM JINTEepPaTyphbl.

OCHOBHbBIE HCTOYHUKHU:

1. KazakeBuu, T. A. JloxymeHTanmoHHOe oOecleueHrue YMIpaBICHUS
yaeOnuk u npaktukym aist CI1O / T. A. Kazakeuu, A. U. Tkanua. — M. : FOpaii,
2020. — 177 c. - Texkcr : nsnextponusii // DbC HOpaiir [caiit]. — URL:
https://urait.ru/bcode/452800

2. Kopuees, . K. JlokymMeHTallMOHHOE 0OecTieueHne yIrpaBieHus + TECThI B
ObC : yuebnnk u mpaktukym s CITIO / U. K. Kopnees, A. B. Ilmenko, B. A.
Maiypres. — 2-e uza., nepepad. u gon. — M. : U3narensctBo FOpaiit, 2018. —
384 c. - Pexxum nmocryma: https://biblio-online.ru/

3. CemucunoBa C.JI. [lokymMeHTalMOHHOE OO€eCleYeHUue YIpaBiICHUS.
KoncnekT nexmuii anst CTyIeHTOB YUpexAeHu cpea. mpod. odpazoBaHus. AHaIBIPD:
'AIIOY YAO UMK, 2018.

4. CemucunoBa C.JI. [loxkymeHTanmoHHoe oOecrieuyeHue yIpaBiICHUSI.
[IpakTukyM aJis CTYJEHTOB YyUpexIeHud cpea. npod. oOpasoBaHus. AHAIBIPb:
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I'AIIOY YAO YMK, 2018.

JIOnOTHUTENIbHBIE UCTOYHUKU
5. lllypamoBa, H.H. JlokyMeHTanoHHOE OOECIICUCHUE YIPABICHUS:
VYyeonuk u npaktukyM g CI1O.- M.: FOpaiir, 2017

HNuTepHeT pecypcesl:

6. OmnexkTpoHHBIH y4eOHbIH Kypc «JloKkyMeHTalMoHHOE oObOecredyeHue
ynpasieHus». Pexu mocryma: http:// poral.tolgas.ru/edt/ef _eo/edt4399/index.htm?
e=4399 &sc=1784
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4. KOHTPOJIb M1 OLIEHKA PE3YJIbTATOB OCBOEHMSI
JUCLUILIMHBI

KOHTpOJIb H OHE€HKA PE3YJbTAaTOB OCBOCHHA AUCHUIIIMHBI OCYIICCTBIISACTCA
IperogaBarciicM B IIPOHECCC IMPOBCACHUA JICKIWMOHHLIX, IMPAKTHYCCKHUX 3aHﬂTHﬁ,

TCCTUPOBAHHA.

Pe3yJ'II)TaT])I oﬁyqemm (OCBOBHHLIC YMeEHusi, yCBOCHHbBIC (I)OpMI)I U METOAbI KOHTPOJISI 1 OLICHKHU PE3yJbTaTOB

3HAHMA) o0y4deHust
1 2
YMmerb:
— 0oOpMIIATH OPTaHU3ANOHHO-PACHIOPAIUTEIIBHbIC — OreHKa BBINIONHEHNS 3a1aHus B (hopme
JOKYMEHTHI B cO0TBETCTBUU ¢ AericTByomuM ['OCTowm; muddepeHpoBaHHOTO 3a4eTe 10 TeMaM Kypca

— OCYIIECTBIATh 00PaOOTKY BXOSIINX, BHYTPEHHUX U
HCXO/UIIINX IOKYMEHTOB, KOHTPOJIb 38 UX HCIOJTHEHHEM;

— 0OpMIIATH JOKYMEHTHI ISl [Iepe/iavun B apXHB — OIICHUBAHUE BBIIIOJHEHHOTO MPAKTHYECKOTO 3aaHHsI
OpraHU3aIHH..

3HaTh:

— MOHSITHE JOKYMEHTA, €ro CBOMCTBA, CITOCOObI — OIICHKA 3HAHUH B BHJIE MOATOTOBKH pedeparTos.
[[OKyMCHTPIpOBaHI/ISI;

— mpaBuiia cocrasiienus u opopmiuenus OPJ1; — OILICHHMBAHUE BBINOJHEHHOIO MPAKTUYECKOr0 3aJaHuUs.

— CHUCTEMY U THUITOBYIO TEXHOJIOTHIO }IOY, OIICHMBAHUEC BBITTOJIHCHHOT'O IMPAKTUYCCKOT'O 3aJaHUA

— 0COOEHHOCTH JACJI0NPOU3BOJACTBA 1O OGpaIHeHI/IHM
TpaxxJaaH u KOH(I)I/IZ[eHIII/IaJ'H)HOFO JEIO0IIPOU3BOJACTBA,

OIICHMBAHUEC BBINIOJIHCHHOTO MPAKTUYCCKOT'O 3aJaHUA

Pa3padoTuuk:

T'AIIOY HAO «YMK» OpenoaaBaTellb C.JI. CemucrnHoBa

(MecTo paboThI) (3aHMMaemast 1I0J>KHOCTBD) (vHUIMANBL, (aMUITUs)
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