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1. IACHIOPT PABOYEM NPOT'PAMMBbBI YUEBHOM JUCIHUILIMHBI

1.1 ObsacTh NpMMeEHEeHNsI IPOrPaMMBbI

Pa6ouas nporpamma yuebHo# aucuumiuabl OI1.02 OcHOBBI TOKyMEHTOO0OpOTA
ABJIIETCS 00S3aTENILHOM YacThIO MPOrPaMMbl HOJATOTOBKU CHEIUAIIMCTOB CPEIHETO
3BeHa B cooTBeTcTBUM ¢ PI'OC mo cneumansHoct CIIO 38.02.09 KonrpeccHo-
BBICTABOYHAs 1€ATEIbHOCTb.

1.2 MecTto IMCHUILIHHBI B
CIeHAJIMCTOB CPeJHero 3BeHa

Vyeonas nucuummuHa OI1.02 OcHOBBI JOKYMEHTOOOOpPOTa BKJIIOYEHA B
00s3aTeNbHYI0 YacTh 0011enpo(hecCHOHATBHOrO HUKIIa 00Pa30BaATEIbHOM MPOTPaMMBbI
IIOATOTOBKM CHELMAJIMCTOB CpeaHero 3BeHa B coorBerctBuM ¢ PI'OC mo
criermanbHOCTH 38.02.09 KoHrpeccHo-BbICTaBOYHASA 1€ TEIBHOCTD.

NHOoATOTOBKH

CTPYKTYpe NpPOrpaMmbl

1.3 Heau u 3272y AUCHUILIMHBI — TPeOOBAHMS K Pe3yJbTAaTAM OCBOEHUS
AUCHUTLTUHBI

Henp aucrumuinabsl «OCHOBBI JIOKYMEHTOOOOPOTa»: OBJIAJICHUE CTYJCHTaMHU
OCHOBHBIMU TPEOOBAHUSIMU U YMEHHSIMU BEJCHUS JOKYMEHTOOOOPOTa OpraHu3aIluu
KOHTPECCHOM U BBICTABOYHOM JEATEIBHOCTH.

B pe3ynbTare 0CBOSHHUS TUCIMILUIMHBI 00YUYaIOIINICS JOHKEH:

Koxg OK, IIK YmeThb 3naTn
OK.01 Bei6bupats pacro3HaBaTh 3a7a9y W/WiH aKTyaJIbHBIH pohecCHOHaTHHBIN U
CHOCOOBI pEIIeHHUS] npobieMy B mpodhecCHOHaTbHOM COLIMANILHBIA KOHTEKCT, B KOTOPOM
3agaq W/WITN COIIMATBHOM KOHTEKCTE, NPUXOAUTCS paboTaTh U )KUTh
npodeccHOHATBHOI AQHAJIN3UPOBATD U BBIIEIATH €€ CTPYKTypa IIaHa JUIsl peIIeHUs
COCTaBHbIE YaCTH 3a]1a4, aJITOPUTMBI BBITIOJTHEHHUS
JEATEIbHOCTH Aad, P "
OTIPEJIeNIATH ATAMbl PELICHHUS 331a4k, | padoT B MpodeCCHOHATBHON U
IIPUMEHUTEINILHO K N
COCTaBIIATH IJIaH JEHCTBUS, CMEXXHBIX 001aCcTIX
pa3sIuYHBIM o
pEaIM30BbIBATh COCTABJICHHBIN II1aH, | OCHOBHBIE HCTOYHUKU HH(OpMaLN
KOHTEKCTaM

OTIpeIeNIATh HEOOXOIUMBIE PECYPCHI
BEISBIIATE U 3PPEKTUBHO UCKATh
MH(POPMAITUIO, HEOOXOTUMYIO IS
peleH s 3a1a491 U/UITK TIPOOIIEMBI
BJIAJIETh AKTyaIbHBIMUA METOIAMH
paboThI B mpoeccHoHATHLHON U
CMEXHBIX cepax

OIIEHUBATH PE3yJIbTAT H TIOCIIE/ICTBUS
CBOUX JICHCTBHI (CAaMOCTOSTEIHHO
WJIHM C IOMOIIII0 HACTABHHKA)

Y PECYPCHI JIJIS PELLICHUS 33124 1/ 1TH
po0JieM B IPOQPECCHOHATLHOM
W/UITH COIMATBHOM KOHTEKCTE
MEeTOIBI Pa0OTHI B
po(heCCHOHATIBHON U CMEKHBIX
cepax

TMMOPAOO0K OLICHKH PE3YJILTATOB
pelieHus 3aa4 npodeccuoHaaIbHON
JIeSITEIbHOCTH

OK.05 OcymiecTBasiTh
YCTHYIO ¥ TACBMEHHYIO
KOMMYHHKAITUIO Ha
roCy/1apCTBEHHOM
s3b1Ke Poccuiickoi
®denepanyu ¢ y4eTom
0COOCHHOCTEH
COLIMAILHOTO U
KYJIBTypHOTO
KOHTEKCTa

TPaMOTHO M3J1araTh CBOU MBICITH U
0o(opMIIATH JOKYMEHTHI T10
mpohecCHOHAIBHON TeMaTHKE Ha
rOCYIapCTBECHHOM SI3bIKE

TPOSIBIISAT TOJICPAHTHOCTD B pabouem
KOJUICKTUBE

mpaBuiIa 0pOPMIICHHUS JOKYMEHTOB
MPABUJIA TIOCTPOEHUS YCTHBIX
COOOIIEHUH

0COOEHHOCTH COLMAILHOTO U
KyJbTYPHOI'O KOHTEKCTa




OK 09. ITonp30oBaThCS
npodeccrnoHaIbHOM
JOKYMEHTaluen Ha
rocy/1apCTBEHHOM U
WHOCTPAHHOM $I3bIKaX

MMOHUMATh TEKCTHI Ha 0A30BBIC
podeCCHOHATILHBIC TEMEI;

KpaTKO 00OCHOBBIBAThH U OOBSICHATE
CBOM JICUCTBHSA (TEKyILUE U
TUIAaHUPYEMBIE)

MpaBUIIa MOCTPOCHHUS IPOCTHIX U
CJIO’KHBIX MPEUIOKEHUH Ha

PO eCCHOHATILHBIC TEMEI;
OCHOBHBIE 00LIEYIOTpeOUTENBHBIE
riaroisl (ObITOBAS U
npodeccruoHambHas JICKCHKA);
JIEKCUYECKHI MUHUMYM,
OTHOCSIIIMICS K OITMCAHUIO
MPEIMETOB, CPEACTB U MPOLIECCOB
po¢heCCHOHANEHON JISSITENEHOCTH.




2. CTPYKTYPA U COAEPXKAHUE YUEBHOM TUCIUILIMHBI

2.1. O0beM y4eOHoii TMCUMIINHBI U BBl Y4e0HO0#i padoThl

Buj yueOHoit padoTnl O0bem B yacax
O0beM 00pa3oBaTe/IbHOI MPOrPaMMbI 70
B TOM YHCJIE:
TEOPETHUIECKOe 00yICHUE 24
MpaKkTUYECKHE 3aHATHSA (B GOpMe MPAKTUUECKON MTOATOTOBKE) 28
caMmocCTosITeNbHAst paboTa -
[TpomesxyTounas arTectanus B (hopMe SIK3aMeHa 18




2.2. TemaTu4ecKui IJIAH U COiepKaHNe Y4eOHOH TUCIUIJIMHBI

HaunmenoBanmue
pa3iesioB U TeM

Conep:xanue yueOHOro MaTepuaa,
JabopaTopHble paGoThl M MPAKTHYECKHUE
3aHATHS, CAMOCTOATEIbHAA padoTa
o0yuarommxcs, Kypcopasi paéota (IIpoeKT)
(ecnu npedycmompenit)

Oonem
4acoB

OcBanBaembIe
KOMIIETCHITHH

OI1.02 OcHOBBI TOKYMEHTOOOOPOTA

Tema 1.1. JIokyMeHT u
€ro MeCTO B CHCTEME
yIpaBiICHHS

Conep:xxanue yueOHOro marepuaJia
[MTonsiTHst «HPOPMAIUI» U «TOKYMEHT.
OyHKIMU J0KyMEHTOB. [Ipu3Haku
nokymeHTa. CriocoObl JOKYMEHTUPOBAHUSI.
MartepuanbHble HOCUTENH
JIOKYMEHTUPOBAHHON MH(OPMAITIH.

B ToM 4uciie npakTHYecKue 3aHATHSA (B
(popme npakTHYECKOH MOATOTOBKE):
JIoKyMeHT, ero pyHKIHHU, CIIOCOOBI
JIOKYMEHTHUPOBaHUS

OK.01, OK.05,
OK.09

Tema 1.2. CtpykTypa
JTOKYMEHTa

Conep:xanue yueOHOIro MaTepuaJa
dopmymsp JOKyMEHTa U €r0 COCTaBHbIC
yactu. Co3jaHue U pa3BuTUe
TpaaAULMOHHON (DOPMBI TIOKYMEHTA.
@opMyIIsIp COBPEMEHHOTO
YOpaBIEHYECKOTr0 IOKyMeHTa. TpeboBaHus
K coBpeMeHHOMY JokymeHTy. [OCT P
7.0.97-2016. O6mue u yacTHbIC
0COOEHHOCTH CTPYKTYPHI JIOKYMEHTOB.
Tekct nokymeHTa. YHU(]UKALUSA TEKCTa U
CTaHJAPTHU3AIMS A3bIKA JJOKYMEHTA.

B ToM unciie npakTHYecKkre 3aHATUA (B
(¢opme npakTHYECKOH MOATOTOBKeE):
YHI/I(l)I/IKaHI/ISI TCKCTa U CTaHAapPTU3alA
SI3bIKA JIOKYMEHTA.

OK.01, OK.05,
OK.09

Tema 1.3. Cucremsl
JTOKyMEHTAITUH.
Opranu3annuoHHO-
pacropsInTeIbHbBIE H
MH(POPMAIIOHHO-
CTpaBOYHBIE TOKYMEHTBI

Conep:xxanue yueOHOro marepuaJia
HCTOpI/ISI Pa3BUTHA CUCTEM JOKYMCHTALIUH.
Knaccudukanus 10KyMeHTOB.
YHuduumupoBaHHbIE CHCTEMBI
nokymeHTtanuu. HopmatusHo-
Metoandeckas 6aza. OpraHu3aMoOHHbIE
TOKYMEHTHI. PacriopsiuTenbHbIe
noKkyMeHThI. TH(opMaImoHHo-CcrIipaBOYHBIC
JIOKYMEHTBI.

B ToMm 4nciie npakTHyeckue 3aHATHS (B
(popme npakTHYECKOH MOATOTOBKE):
Opranu3aloOHHO-PacOPSAUTEIbHBIC
JIOKYMEHTBI, IPAaBHJIa COCTaBICHUS
WHupopManinoHHO-CIIPaBOYHbBIE JOKYMEHTHI,
TpeOoBaHMs K 0(hOPMIICHHIO

OK.01, OK.05,
OK.09

Tewma 1.4. Opranuzanus
JIOKYMEHTO000pOTa

Conep:kanue yueOHOro Mmarepuajia
Opranu3anus 1okymMeHToodopora. [Iporecc
NEpCABUIKCHUA JOKYMCHTOIIOTOKOB.
Perucrpanus 1 KOHTPOJIb UCTIOTHEHUS
JIokyMeHTOB. Ha3zHauenue u knaccudukanums

OK.01, OK.05,
OK.09




Conep:xanue yue0HOT0 MaTepHaJa,
JadopaTopHbIe paéoThl M NPAKTHYECKHE

HaumeHnoBanue Oobem | OcBauBaemble
pa3iesIoB 1 TeM 3aHATHUA, CAMOCTOATC/IbHAA pa60Ta 9aCcoB KOMIIETEHI{HI
o0yuarommxcsi, Kypcopasi padéora (IIpoeKT)
(ecu npedycmompent)
JenoBbIX muceM. O0Ime TpeOOBaHMS K
CHUCTEMaTH3alluu JOKYMEHTOB U
(GbOopMHUPOBAHHUIO JIE.
B ToM unciie npakTHYeckne 3aHATUA (B 6
(popMe npakTHUYECKON NOATOTOBKeE):
[ToaroroBka u pacchlika HHGOPMAITUOHHBIX
MKMCEM U MPUTJIALIEHUN TOTEHIIHATbHBIM
OopraHu3aTopaM WIA UHULHAATOPaM U
YYaCTHUKAM KOHTPECCHBIX MEPOIPUSTUI
[Ipuem, npoBepka 1 apXUBUPOBAHUE
HEOOXOAMMBIX 3asIBOYHBIX JIOKYMEHTOB
YYaCTHUKOB KOHI'PECCHBIX MEPOIIPUSATHUS
Tema 1.5. Coaepxxanue yuyeOHOIro MaTepuaJia 4 OK.01, OK.05,
CoBepIIeHCTBOBAHHE Hcnonb30BaHne HOBBIX TEXHOJIOTHII B OK.09
JIOKYMEHTAIMOHHBIX JIOKYMEHTHUPOBAHUU. DJICKTPOHHBIN
MIPOLIECCOB JOKYMEHT U IOKyMEHTOO0OOpOT.
ABTOMAaTH3a1US TIPOLIECCOB
JIOKYMEHTHUPOBAHHSI.
B ToMm 4nciie npakTHYecKue 3aHATHS (B 4
(¢popme npakTHYECKOH MOATOTOBKeE):
Oco0eHHOCTH 3TIEKTPOHHOTO
JTIOKYMEHTO000pOTa
CamocrosiTenbHas paboTta OK.01, OK.05,
— U3YUYEHUE JIUTEPATypPbl; OCMBICICHUE N3Y4aeMOU JIUTEPATYPHI; OK.09
— pabota B nH()OPMAITMOHHO-CIIPABOYHBIX CUCTEMAX;
— aHanmuTH4ecKast 00paboTKa TekcTa (KOHCIIEKTUPOBAHHE,
pedepupoBanue);
— COCTaBJICHHUE MJIaHA U TE3UCOB OTBETA B MPOIIECCE MOATOTOBKH K
3aHSTHIO;
— pelieHue 3aaay;
— MOJITOTOBKA COOOIIIEHUH TI0 BOMPOCAM CEMUHAPCKUX 3aHSATHIA.
[IpomexyTouHas aTTectanus B opMe — FIK3aMeHa 18 OK.01, OK.05,
OK.09




3. YCJIOBUS PEAJIM3ALIMA TPOTPAMMBI YYEBHOM JUCIHUATIJIMHBI

3.1. TpeﬁoBaHl/Iﬂ K MHUHUMAIBHOMY MaTECPUAJTBHO-TEXHUYECCKOMY

o0ecrneYeHnIo
Jis  peanuzanvd  TpOrpaMMbl  y9eOHOW JUCHMIUIMHBI JOJDKHBI OBITh MPEAYCMOTPEHBI

CICAYIOIHUE CIICHUATIbHBIC TIOMCIICHUS:

Kabuner Kabunersl ColunagbHO-9KOHOMHYSCKHNX, MaTEMaTHUYSCKHX M €CTECTBEHHOHAYYHBIX

IMCUUTUIAH
Ne HaunmeHoBanue Tun OcHoBHOe/
CHenuaJIu3HpPOBaHHOE
1. | mocamouHble MecTa MO KOJMYECTBY MeGenb OCHOBHOE
oOyJaronuxcs (CTONBI, CTYJIIbs)
2. | pabodee MecTO IpenoIaBaTes MeGenb OCHOBHOE
3. | Hocka menoBas O6opynoBanne OCHOBHOE
4. | CereBoii puibTp TC OCHOBHOE
5. | KommbroTep npenogaBaTess ¢ TC OCHOBHOE
nepudepueit/HoyToyK (ImporpaMMHOe
obecnieuenue (I10), oOpa3oBaTenbHBIM KOHTEHT U
CHCTeMa 3alllUTHl OT BPETOHOCHOW HH(OPMAITHH)
6. | Harnsmable rmiakaThl IO COOTBETCTBYHOIIUM rnocobue OCHOBHOE
TeMaTHKaM TUCIUILTHH

3.2. UndopmannoHHoe odecriedeHne peain3aniuu NporpaMmmbl

Jnst  peanuzanuu  mporpaMMbl  OMOnMoTe4Hbl  (oHA  00pazoBaTeNbHON
OpraHM3aliM JOJDKEH MMETh IeYaTHhIE /WA DJIEKTPOHHBIE 00pa3oBaTENIbHBIE H
WH(POPMALIMOHHBIE  PECYpPChl,  PEKOMEHIyeMble  JJii  WCIOJBb30BAHHUS B
00pa3oBaTeIbHOM MpPOLECcCe

OCHOBHbIE HCTOYHUKH:

1. Ky3neuos, U. H. JlenonpousBonactBo : yueOHO-cipaBouHoe nocoodue / M. H.
Ky3nemnos. — 14-e u3n. — Mocksa : Jlamko u K, 2025. — 405 ¢. — ISBN 978-5-
394-06052-6. — Tekcr : anextponnsiid // Ludposoi odpazoBarenbHblil pecypc PR
SMART : [caiit]. — URL.: https://www.iprbookshop.ru/144217.html

2. JIOKyMEHTallMOHHOE OO€ecCleueHUEe YMIpPaBJICHUS : YYEOHUK ISl CTYJCHTOB
By30B, OOYyYarOImMXCS TIO HampaBlIeHUSIM «DKOHOMHUKa» H «MEHEeIHKMEHTY,
cnenuanbHocTaIM  «MHpopMaTnka», «JlokyMeHTOBeIeHHE W JOKYMEHTAIMOHHOE
oOecrieueHue yrpasiaeHus», «ABromatuzanus u ynpasienue» / A. C. I'pun6epr, H. H.
I'op6aués, H. H. T'op6auér, O. A. Myxamermuna. — Mocksa : FOHUTU-JIAHA,
2023. — 391 c. — ISBN 978-5-238-01770-9. — Texkcr : anektponHslii // Hudposoi
o0pa3oBaTeIbHBIHI pecypce IPR SMART : [caiT]. — URL:
https://www.iprbookshop.ru/142685.html

JlonoJiHUTEeIbHbIE HCTOYHUKH:
1. Bpese, B. A. JlenonpousBoactso : yueOHoe nmocodue / B. A. Bpeze, O. D.
bpese. — KemepoBo : KeMepOBCKHHM TEXHOJOTMYECKUN MHCTUTYT IHILEBOU
npombinuieaHoctr, 2014, — 286 c¢. — ISBN 978-5-89289-853-9. — Tekcr :


file:///C:/Users/User/Desktop/РњРўР‘.xlsx%23RANGE!%23РЎРЎР
https://www.iprbookshop.ru/144217.html
https://www.iprbookshop.ru/142685.html

anektpoHnbii // Iudposoii obpasoparensubiii pecype IPR SMART : [caiit]. —
URL.: https://www.iprbookshop.ru/61288.htmi

2. Tlapoma, JI. M. JlokyMeHTaIiMoOHHOE OOECIeYeHHE YIMpaBiCHUS : yuyeOHOe
noco6ue / JI. M. [1apoBa. — Kanununrpaz : bantuiickuii penepanbHblii YHUBEPCUTET
uM. Ummanyuna Kanra, 2008. — 112 ¢. — ISBN 978-5-88874-958-6.
— Texct : anextponnsit // Ludposoit oOpazoBatensubiii pecypc IPR SMART :
[catiT]. — URL.: https://www.iprbookshop.ru/23843.htm


https://www.iprbookshop.ru/61288.html
https://www.iprbookshop.ru/23843.htm

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHHUS YUEBHOW
JTUCLMILTAHBI

Koutpoibs u omeHka pe3yJbTaTOB OCBOCHUS y4eOHOW AUCIUIUIMHBI
OCYULIECTBJISIETCS TpernojiaBaTelieM B TMPOIEcce MPOBEACHUS JICKIUOHHBIX U
MPAKTUYECKUX 3aHSITHH, a TAK)KE BBITIOJIHCHUSI OOYYAIOIIUMHUCS WHIWBHUIYaTbHBIX

3a/IaHU, TPOEKTOB, UCCIEIOBAHUM.

Pes3ynomamul 00yuenusn
(0oceoenHble yMEHUA, YCEOCHHBIE 3HAHUA)

Dopmbl U MemMmoOObL KOHMPONA U
OUEHKU Pe3yibmamog 00y4ueHus

B pe3ynbraTe 0cBOEHMS AMCHUILUINHBI O0YYarOIIUHCS
YMEET:

pacro3HaBaTh 3a/1a4y W/Win npodaeMy B
npo¢eCCHOHATBLHOM U/WIIN COLIMATbHOM KOHTEKCTE,
AQHAJIN3UPOBATH U BBIIEIAT €€ COCTaBHbIE YacTU
OIIpeNIeNATh 3TAlbl peIeHHs 3a7]a4i, COCTABIIATH IIJ1aH
JIEHCTBHSI, pEaIM30BbIBATh COCTABJICHHBIN ILIAH,
OIpesieNATh HEOOXOIUMbIE PECYPChI

BBISIBIISITH M () (EKTUBHO UCKATh WH(POPMAIIHIO,
HEO0XO0IMMYIO JJIs pellieHHs 3a1a4y U/WIIK IPO0IIEeMbl
BJIQ/IETh aKTyaJIbHBIMU METO/IaMU pabOThI B
npodecCHOHATIBHON U CMEXHBIX chepax

OLICHUBATh PE3YJbTAT U MOCIEICTBUS CBOUX JCHCTBHI
(caMOCTOSATENBHO MU C IOMOIIBIO HACTAaBHUKA)
IrPaMOTHO U3J1araTh CBOU MBICIH U 0QOPMIISTH TOKYMEHTHI
1o npo¢eCCHOHATBLHON TeMaTHKE Ha TOCYAapCTBEHHOM
SI3BIKE

HPOSIBJIATH TOJEPAHTHOCTh B pab0vYeM KOJIJIEKTHBE
MIOHMMATb TEKCTHI Ha 6a30BbIe MPO(dhecCHOHAIbHbIE TEMBI;
KpaTKo 00OCHOBBIBATh U OOBSICHATH CBOU JEHCTBUS
(TexyIue U IIaHUpyeMble)

B pe3ynbpTaTe 0CBOCHMS TUCIUTLTAHBI 00YYarOITHIACS
3HAET:

aKTyaJbHbBIN PO EeCCHOHATBHBIN U COLIMATBHBIN KOHTEKCT,
B KOTOPOM TNIPUXOJUTCS padOTaTh U KHUTh

CTPYKTYpa IUIaHa [yl peleHns 3aa4, alrOPUTMbI
BBITNIOJIHEHUs paboT B MpodeCCHOHATBHON 1 CMEXHBIX
obnactax

OCHOBHBIE UCTOYHUKH HHPOPMAIIUU U PECYPCHI LIS
peleHus 3a1a4 u/uim npodsieM B IpopecCuoHaTbHOM
W/WJIA COLMAILHOM KOHTEKCTE

METO/bI pabOoThI B MPO(eCcCHOHANBHOM U CMEXHBIX chepax
TIOPSI/IOK OLIEHKH Pe3yJIbTAaTOB PEHICHUS 3a1a4
npodeccuoHaIbHOMN e TeTbHOCTH

npasuiia 0hOpMIICHHS JOKYMEHTOB

IpaBUiIa HOCTPOCHUS YCTHBIX COOOIICHUI

0COOEHHOCTH COLIMAIBHOTO U KYJIbTYPHOTO KOHTEKCTA
IpaBUiIa MOCTPOCHUS MPOCTHIX U CIOKHBIX MPEI0KEHU I
Ha Npo(heCCHOHAIbHBIE TEMBI;

OCHOBHBIE O0IICYOTPEOUTETHHBIC T1aroibl (OBITOBAS U
npodecCHoHaNIbHASI JIGKCHKA);

Texymui KOHTPOJIb:
WH/IMBUyalbHbIN 1
(GpOHTaNBHBIN OIIPOC B XO/€
ayJMTOPHBIX 3aHATHI; OLIEHKa
BBITTOJIHEHUS TPAKTUYECKHUX H
WH/IMBUyalIbHBIX 33JaHUH.
Habito1eHue 3a BbIIIOJIHEHUEM
IPAaKTUYECKOI0 3aaHus
OneHka BBINOIHEHUS
IPAaKTUYECKOI 0 3a/laHus
JuddepeHunpoBaHHbIi 3a4€T.
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JIEKCUYECKUN MUHUMYM, OTHOCSIIIUMCS K OIMUCAHUIO
MIPEAMETOB, CPEJICTB U MPOIECCOB MPOPECCHOHATHHOM
IEeATEIILHOCTH.
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