ABTOHOMHOE 00pa30BaTENHHOE YIPEIKICHUE BBICIIICTO
oOpazoBanus JIeHnHrpaackoii odiactu
«"ocymapCTBEHHBIN HHCTUTYT YKOHOMUKH, (DMHAHCOB, TTpaBa U TEXHOJIOTUI)
Y1BEepxIao
prm}m;p 1m0 oOpa3oBaTeIbHOM
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1. IlosicHUTEIbHAS 3aIIMCKA

Kypc «JlokyMeHTallMOHHOE OOecrieueHne YNpaBlICHUsS» 3aHUMAET Ba)KHOE
MECTO TpHU MOATOTOBKE OakanaBpoB 1o Hampaiienuto 43.03.02 - Typusm.

PaGota ¢ mokyMeHTamMu BBICTyHaeT OJHONW U3 HaubOoiee BaKHBIX
COCTABJSIIOIINX  JEATEIbHOCTH MEHEI)KEPOB B  CEPBUCHON  JIESITEIBHOCTH.
dopmupoBaHue y OOyYarOMIMXCS CHUCTEMbl 3HAHUW W YMEHHUH pabOTHI ¢
JIOKyMEHTaMH, HEOOXOAMMBIMH i1 3(PPEKTUBHOTO YMPaBICHUS CEPBUCHBIM
MPEANPUATAEM, CIOCOOCTBYET TOBBIIICHHUIO KadyecTBa MOATOTOBKU OakajaBpOB
JTAHHOT'O HAMNPABJICHUSI.

Lenpto ocBOEHMS TUCHUIUIMHBI  «/loKymMeHTanmoHHOoe oOecreueHue
yOpaBIEHUS  SIBIACTCS U3Yy4YEHUE CHCTEM JIOKYMEHTAllud, OpraHu3aluu
JTIOKYMEHTUPOBaHUS u JIEJIONPOU3BOICTBA, COCTaBJISIOIINX OCHOBY
UH(GOPMAIIMOHHBIX MTPOLIECCOB B CEPBHUCE.

3agaun IUCHUIUINHBI:

* O3HAaKOMJIEHME CTYJEHTOB C 3aKOHOJATEJIbHOH U
HOpPMaTUBHOU 0a30i1, METOAUYECKUMHU pa3pabOTKaMU U OCHOBHOM
HAay4YHOU JIUTEPATYPOU IO KypCy;

*  W3Y4YEHHE MNPAKTUKU OPraHU3alUU JIOKYMEHTAIMOHHOIO
oOecrieueHusl yMpaBlieHUs Ha TMPEANPUITHIX, OPraHU3alUAX W
YUpEeXKACHUSIX CepBUCA.



2. [lepeyeHb IVIAaHUPYEMBIX Pe3yJabTATOB 00y4eHUs M0 JUCHHUILJIMHE, COOTHe-
CEeHHBIX € INIAHUPYEMBIMH Pe3yJIbTATAMH OCBOCHHUSI 00pa30oBaTeILHOM
NpOrpaMMbl

JucuunnuHa «JlokyMeHTallMoHHOe oOecreueHne YIpaBIeHUs» y4acTByeT B
(GhOpMUPOBAHUY CIIEIYIOIICH KOMIIETCHIINH (CIICIYIOIIMX KOMIICTCHIINN ):
CTpyKTypHBIE 371€MEHThl KOMIETCHIINU

Komnerenuun HNuaaukaTopsl Jdeckpunropsl

OIIK-6 -Cnioco6en  [OITK-6.2 Cobmoaet| 3HaHus:

IPUMEHATH 3aKOHO-  [3aKOHOJATEILCTBO OCHOBHBIX  3aKOHOJATENbHBIX HOpM P®,
JaTEeIbCTBO Poccuiickoit dezepalii 0| peryJupyromuX MPEI0CTaBIeHHe TYPHCTCKUX
Poccuiickoii MPEI0CTaBIICHUHN yec-

®denepallyin, a TaKkKe [TYPUCTCKUX YCIIYT. nyr
HOPMBI MEX- VMeHHs:

AYHApOIIHOTO IpaBa [Toxbopa 3aKOHOJIATEIbHBIX aKTOB,

1IpH OCYIICCTBICHUHA PEryJIMPYIOIIMX MPEAOCTABICHNUE OTAEIBHBIX

npodeccuoHanbHOM
JCSITEIBHOCTH

OIIK-6.3  OGecmneunBaert
JTIOKYMEHTO000pOT B
COOTBETCTBUH c
HOPMAaTUBHBIMH
TpeOOBAHUSIMHU.

BUJIOB TYPUCTCKHUX YCIyT

HaBbiku:

Ananuza 3akoHogarennctBa PP B yactu
[PEIOCTABICHUS TYPUCTCKUX YCIYT 3HAHMS:

OCHOBHBIX BHJIOB HOPMATUBHBIX JOKYMEHTOB,
00€CIICUMBAIOIIUX OpraHHU3aLHI0 n
[JIJAaHUPOBAHHE  JICSTEIBHOCTH  OpraHu3aluu
Typu3Ma

YMmeHus:

BEISBISTE HOpPMATHUBHBIE TpeOOBaHUS IS
OpraHu3alu JIOKyMEHTO000pOTa Ha
npennpusiTuu chepsl TypuzMa

HaBbiku:

[IpuMeHeHns HOPMATHUBHBIX TPEOOBAaHUN IMPHU
COCTaBJICHUH MIepEeYHs OCHOBHOM

JIOKYMEHTAITNH, HEOOXOINMOK TSt




JeSITeIbHOCTU MPEANPUATHS chepbl Typu3Ma

3. MecTo AUCHUIIMHBI B CTPYKTYpe 00pa3oBaTeibHOM MPOrpaMMbl

«/loxymenmayuonnoe obecneyenue ynpasieHus» SBISETCA AUCIUIUIMHON
o0s13aTeIbHOM YacTW JUIsl TOJTOTOBKM CTYJEHTOB 10 HampasiieHuto 43.03.02 —

Typusm.
HCHUIIAHBI (MOTYJIH Hocaeayromue
HpenmecrByomue Aucu (vony.um) AyIom
Y4eOHOI0 IUIaHa, B KOTOPBIX AUCHMUILIMHBI
AUCHHUILIMHBI (MOIY-
KOMIIETEHIUsI OcBauBaerca | (Moay/m) yueOHOro
Mudp JIH) y4e0HOro0 IJ1aHa,
B KOTODBIX OCBAHBA napaj- IUIAHA, B KOTOPBIX
KOMIIeTeHI[UH - N
JIeJILHO € U3y4aeMoii BanBaeTcs
eTcsl KOMIeTeHIUsl yHacen o¢ ere
AUCHUIIMHOM KOMIIeTeHIUsl
[IpaBoBBIE OCHOBBI [IpaBoBoe perynupoBanue [TpousBoacTBeHHAs
TypHCTCKOﬁ JCATCIIBHOCTHU 00BEKTOB IIpaKTHUKa
OIIK-6 OCATCIIBHOCTHU TypI/ICTCKOI\/’I (HpeﬂﬂI/IHHOMHaH
VYyeOHast mpakTHKa UHPPACTPYKTYPHI U TYPUCTCKUX IPaKTHKa)
(O3HakomuTenpHas CEpBHCOB
MPaKTHKA)




4. O0beM IMCHUIUIAHBI (MOAYJIsI) B 3a4€THBIX eIMHUIIAX C YKA3aHUEM
KOJIN4€eCTBA AKaJeMUYeCKUX UJIH ACTPOHOMMYECKHUX YACOB, BbIIEJEeHHBIX
HAa KOH-

TAKTHYI0 pa0oTy 00y4almuxcs ¢ npenojaanareieM (10 BUAAM Y4eOHBIX
3aHATHA) M HA CAMOCTOSITEJIbHYIO Pa00Ty 00y4al0IMXCsi

O6mas TPYAOEMKOCTh OCBOCHMUS y4eOHOM JTUCIIUTIIMHBI
«/loxymenmayuonroe obecneueHue ynpasieHus» COCTABISET 5 3a4E€THBIX €IUHMUII
nnu 180 akageMHUUeCKHUX 4acoB.

Cemectp Ne Ceh;eCTpa Bcero, ak.uacos
OO6m1ast Tpy10€MKOCTh (BCETO aK. 9acoB / 3.€]11) 180/5 180/5
Jlexknuu 16 32
KonrakTHas pabota

[IpakTrueckue 3aHATUA 32 32
CamocrosTenbHas paboTa 96 96

Bun npomexyTouHon

aTTECTAllUU DK3aMeH
(xoHT.pab.**/ camocT. 2,5/33,5 36
pab.)




5. Conep:kanue JTUCUUILIMHBI (MOYJIfl), CTPYKTYPUPOBAHHOE 110 TeMaM
(pa3nesiam) ¢ ykazaHueM OTBEIEHHOI0 HA HUX KOJIMYeCTBA aKaJeMHYeCKUX
WIH ACTPOHOMHMYECKHX YaCOB U BUAOB YU4EOHBIX 3aHATHH

HaumenoBanue pasnena
JTUCITUTUIMHBI (TeMa)

TpynoemkocTh

BCero

KounraktHas
pabota

Nekumnn

NPaKTUY 3aHATUA

NaboBaHATUS

camocTt paboTta

Conepxanue

3 cemectp

OCHOBEI
JIOKYMEHTAIHOHHOTO
obecrieueHust
OpTraHHU3aIiH
CEpPBHCHOM
JIEITEIBHOCTH

36

24

[TonsiTve 0  JTOKyMEHTE.
CsoiicTBa, MIPU3HAKH,
byHKIUU JOKYMEHTA.
MeTto bl u CHOCOObI
JOKYMEHTHUPOBAHUSI.
HopmaTtuBHOMeTO1MUECKAst
0aza  JTOKyMEHTallMOHHOTO
obecriedeHns:  yMIpaBJICHUS
NESATEILHOCThIO OpPTaHU3aAIUU
CEpPBHUCHOI JEATEIIbHOCTH.
Buast YIIPaBICHUYECKUX
JIOKyMEHTOB, HEOOXOIUMBIX
JUISL  ONMCAaHUS  Pa3IMYHBIX
YIPABICHUYECKUX  JEHCTBUH.
Yuuduxarus u
CTaHJapTU3AIUS
nokymeHnTtoB. [lonsitue
COCTaB  PEKBU3UTOB.DOPMBI
JIOKyMEHTAIuU TUIS
pa3paboTku CEpPBUCHOTO
MPOJIyKTa




CucreMsbl
JIOKyMEHTAINH,
obOpasyromuecs B
mpoliiecce  yrnpaBleHUs
JIeATCIIBHOCTHIO
OpraHu3aiui
CepBU-

ca

chepnl

36

24

Cocras, CTpYKTypa u
coJiep>)kaHue JOKYMEHTAIIHH,
o0ecTeYnBaroIIeH
OpraHH3aIHI0
cepBuca.Cocras
OpraHU3alMOHHOIIPABO-
BOU,paciOpsAUTEIbHOM,
H(GOPMaIMOHHOCTIPABOYHON
, IJIAHOBOOTYETHOMU
JOKYMEHTAIH, TpaBuia eé
cocTaBIIeHUs U 0popMIICHHUS
OcoGenHoctu

JOKyMEHTO000pOTa B CEpBUCE

I[OKYMGHTaI_[I/IOHHOG

36

24

Ob6mas XapaKTepUCTHUKA

olecrieuenne
YIIpaBIECHUA
MIEPCOHAIIOM.

KaJIpOBOTO cocTaBa
npeanpustus.  Opra"uzanus
JIOKYMEHTAIMOHHOTO
obecrieueHust  E€ATENLHOCTH
KaJIpoOBOI CITYKOBI
MPEATPUSTHS cepBuca.
Opranmzanus paboThI c
KaJpoBOM JOKYMEHTALUEH.
OCOOEHHOCTH HCIIOJIb30BAaHUS
cetu MuTepHer s perieHus
3a7a4 KaJIpOBOTO
JIeJIONPOU3BO/ICTBA.
OdopMieHue IeIOBBIX TTUCEM,
JMOKJIQJHBIX M CIY>KEOHBIX
3aIIMCOK, OTBETOB Ha >KaJIOOBI
norpedureneil.

Opranuzanus

JIOKYMEHTO000pOoTa

36

24

Opranuzanus
JIOKyMEHTaMHU.
CucreMaTu3anus
JIOKyMEHTAIlUl B
CEpPBHCHOI
nesitenbHoCcTH. DOpMHUpPOBaHHE
u odopmiieHne Je.
DKcrnepTursa IIEHHOCTHU
JIOKYMEHTOB, MOATOTOBKA
JIOKYMEHTOB K XpPaHEHHIO.

pabotel ¢

nporiecce

OK3aMeH

36

2,5

33,5

Hroro

180

16

34,5

129,5




6. IlepeyeHb y4eOHO-METOAMYECKOT0 00ecredyeHus I CAMOCTOSATEeIbHOM
padoThI 00y4aAKIIMXCS MO JUCHUILIMHE (MOYJII0)

Ne Bunasl camocTosTensHON paboThI Tpynoemkocts, | Dopma KoHTposs™
aK.4achel
1. [TpopaboTka TEOpEeTHYECKOTO
N Koncynbranus
MaTepuaia 1o KOHCIeKTaM JIEKLHUH,
. npernojaaBaress,
PEKOMEHIOBAHHOM JINTEpaType, 32 THOE
TH
JIOTIOTHUTEIHHBIM UCTOYHHKAM y
cobeceioBanue
uHpOpMaLUU
2. [ToaroroBKka K MPaKTHYECKUM Brictymnenue ¢
3aHSATHSIM: TTIOMCK HEOOXOAMMOM JTOKJIaJIOM,
uHpopMaluu, oopaboTka uHpopmauu, 1 IIpEe3CHTALNS,
HamucaHue JOKIaaa, IIoAroToBKa K OTBETHI HA
BBICTYIUICHUIO JIUCKYCCUOHHBIE
(zuckyccun) BOIIPOCHI
3. [ToaroToBka K TEKyIeMy KOHTPOJIIO
(TecTMpoOBaHWE W/MIIN HAITUCAHUE 32 Tectsl, pedepats
pedepara)
4. IToaroroBka K mpoMeXyTOYHOU YcerHoe
aTTecTaluu 33,5 cobecemoBaHue,
(BOTIPOCHI K DK3aMEHY, UTOTOBBIN TECT) TECTUPOBAHHUE

JInst caMOCTOSITENIbHOM pabOThl MO JUCIHUIUIMHE (MOJYII0) OO0ydJaromuecs

UCIOJIB3YIOT CIIeIyIoLIee yueOHO-METOANUYECKOE 00eCieYeHHeE:

10




1)  JoxyMeHTalmoHHOE oOecriedeHUE yIpaBieHUs: YdeOHoe
nocobue/ I'maguitE.B. - M.: U1 PUOP, HUILl MH®PA-M, 2020. - 249
c.Pexumpaocrymna:

https://znanium.com/catalog/document?1d=354819

2)  JlokymeHTanMmoHHOE OOecHedYeHUe YMPABJICHUS MEPCOHATIOM:
VYyebnoe mocobue/bynatr P. E. - M.: HUI[ UHOPA-M, 2019. - 234 c.
Pexumpocryna:

https://znanium.com/catalog/document?1d=355024

Al

10.

11.

3) beikoBa, T. A. JIOKyMEHTaIIMOHHOE OOECIIEYCHHE YIpaBICHUS
HEroCyIapCTBEHHBIX opraHu3amui : yaeoHoe nocodue / T. A. beikosa, JI. B.
Cankuna. — 2-e u3j., nepepab. u gon. — Mocksa : UHOPA-M, 2020. —
302 c. Pexxum nmoctyma: : https://znanium.com/catalog/product/1072260

4)  @®oHA OIECHOYHBIX H METOJWYECKHX MaTEepUajoB  IIO
TUCHUIUIUHE «/[oKyMenmayuorHHoe obecneyenue YnpasieHusLy.

7.D0H/1 OLIEHOYHBIX ¥ METOAMYECKUX MATEPHUAJIOB /IJIs1 POBeIeHUs
NMPOMEKYTOUYHOM ATTeCTANNH 00YUAIIMXCS M0 JUCHUILIUHE

Bonpocsl 1151 npoBeieHUs1 MPOMEXKYTOYHOM aTTecTanMu (3K3amMeHa).
O6ocHOBaHNE HEOOXOAUMOCTH O0YUYEHUS TOKYMEHTAIMOHHOMY O0ECIEeUEeHUIO
Y €ro aBTOMaTHU3AalINH;

JlokyMeHTO000pOT B opranu3zanuu. Pabora ¢ BXOIAIUMH IOKYMEHTaMU;
Knaccudukatopbl 10KyMEHTOB;

DopMUpPOBAHUE U XPAHEHUE [ETT;

PernamenTanus 1emonpou3Bo/ICTBA;

[Ipesenranus. Ee dbynkuus u HazHaueHre. OCHOBHbBIE DJIIEMEHTHI;

OCHOBHBIE  MOHATHS  JIOKYMEHTAllUOHHOTO  OO€CleYeHus  yIpaBJieHUS
(1enonpou3BoACTBO, JOKYMEHTOOOOPOT, JOKYMEHT, pEKBU3UT, U Ap.);
Opranu3aiMoHHble JOKyMeHTbl. WX (QyHKOuM © Ha3HayeHue. YCTaB
OpraHu3alluu;

OcHOBHBIE PYHKIIMHU JTOKYMEHTA;

Opranuzanonnble JokKymMeHThl. Wx ¢dynkumn u Haznadenwe. llltaTHoe
pacrnucaHue;

YHudukanus u CTangapTU3anus J0KyMEHTOB;

11



12.

13.
14.

15.
16.
17.
18.

19.
20.
21.
22.
23.

24.

26.

27.
28.
29.
30.

Opranu3anuoHsble T0KyMeHTbl. X (yHKkimu u HazHadeHue. JlomKHOCTHAs
UHCTPYKIIUS

bnank. [Tousrue 6manka. TpeboBanus k ohopMIIeHHIO OJIAHKOB;
Pacnopsiaurensubie gokyMeHThl. WX ¢yHkuum u nHaznauyenwe. Ilpukas 1o
OCHOBHOMH JI€ATCIbHOCTH;

PexBusur. [lonsiTue pekBu3uTa, NOPSI0K UX 0OPMIICHHUS,
CrnpaBo4HO-uH(OpMAITMOHHBIE JOKYMEHTBI. X pyHKIIMU U Ha3HaYeHue. AKT;
TexHu4eckne cpercTBa, UCIOJIb3yEMbIE B IETOIIPOU3BOICTBE;
CnpaBo4yHO-MH(OpMAIIMOHHBIE JOKYMEHTHl. MX ¢GyHKIMM W Ha3HayeHUE.
IIporokour;

bnank. Buapsl 6;1ankoB. OCOOEHHOCTH X OPOPMIICHUS;

JlokyMeHTO000pOT B opranu3aiuu. Pabora ¢ uCXOaAIMMU JOKYMEHTAMH
bnank. BapuanTtbl pacnonoxeHusi peKBU3UTOB Ha OJIaHKAaX;

IToaroroBka u nepegayva el B apXuB;

[IpaBuna odopmiieHus [aT, HyMepaluu CTpaHull, OQPOpMIICHUS TaOIuII,
MaTeMaTu4ecKux GopMys U COKpalEHUH;

Pacnopsimutensubpie JOKyMeHThl. VX QyHKIMM W Ha3HaueHue. YkazaHue; 25.
JlokyMeHTOOO0OpOT B  opranu3auuu. [Ipomiecc KOHTpOJIE HMCHOJHEHUS
JNOKYMEHTOB;

CnpaBo4yHO-MH(OpMAIIMOHHBIE JOKYMEHTHl. MX ¢GyHKIMM W Ha3HayeHUeE.
OObsicHUTENbHAS U TOKJIaAHAS 3aMUCKH;

JlokyMeHTO000pOT B opranu3zanuu. Pabora ¢ BXOIAIMMHU IOKYMEHTaMU;
Pacniopsiaurensubie fokyMeHThl. X QyHkimn u HazHauenue. Pacnopsikenue
OCHOBHBIE MOHATUSA TOKYMEHTAIMOHHOTO 00ECIIEYeHUs! YIIPABIICHUS;
CripaBoyHO-UH(OPMALIMOHHBIE JTOKyMEHThl. WX (QyHKIUM W Ha3HAYCHUE.
IIporokour;

IIpumepHbIe NPAKTHKO-OPHMEHTUPOBAHHbIEC 32/1aHUS

1. Odbopmuth mnpuKa3 O HA3HAYEHUM OTBETCTBEHHOTO  3a
oOpaiienue ¢ Onankamu npeanpustus B coorserctBuu ¢ ['OCT P 6.30-
2003

2. ObopMHUTh MPOTOKON 3acelaHusl SKCIEPTHOH KOMHCCHH B
COOTBETCTBHMH C THUIIOBON MHCTPYKLIMEH 10 AEITONPOU3BOJICTBY

3. CocTaBuTh CIy:K€OHYIO 3alMCKYy Ha MOOLIPEHHE COTPYAHHKA,
NEPEBBINOIHUBIIETO MJIAHOBBIE MTOKA3aTeNn

[lonHbIi KOMIUIEKT 3aJaHUil W 3TanoB (OPMHUPOBAHUS KOMIETEHIUU

npeactaBicH B GOH/IE OLEHOYHBIX U METOJAUYECKUX MATEPUAIOB JJIsl TPOBEICHUS
MIPOMEKYTOUYHON aTTECTAlMd OOYYaIOMUXCS IO TUCIUIIINHE, O(OPMIICHHBIH
OT/AEJBHBIM JIOKYMEHTOM, NPEACTABIICH B MPUIOKECHUU 1.

12



8. IlepeyeHb OCHOBHOI, JOMOJHUTEILHON YUeOHOM JIMTEPATYyPHhl, peCypcoB
HH(OPMALMOHHO-TEJIEKOMMYHMKAIMOHHOM ceTH « IHTEepHEeT», HE00X0AMMBIX
JJIS1 OCBOCHUS TUCHMIIJIMHBI (MOYJIA)

a) HOpMaTUBHble mnpaBoBble akTbl 1) Hanumonanbubslil ctangapt PO
I'OCT P 7.0.8-2013 "Cucrtema cranmapToB 1o HH(pOpMauuu, OMOIMOTEUHOMY H
W31aTEeNIbCKOMY Jeny. JleJonmpou3BOACTBO M apXMBHOE JA€N0. TepMUHBI H
onpenenenuss” (yTB. mnpukazoM @PenepaJbHOrO AareHTCTBa MO TEXHUYECKOMY
peryivpoBanuio U Metposioruu ot 17 oktsiops 2013 r. N

1185-cT)

2)I'OCT P 6.30-2003 «YuauuupoBaHHble CHUCTEMbI JIOKYMEHTAIIUU.
YuudunupoBanHas  cHUCTeMa  OPTaHHU3AIMOHHO - pacnopsiAMTEIbHOU
JIOKyMEHTAIUH.

TpeGoBanus K 0pOPMIIEHUIO JOKYMEHTOB)

3) TOCT P 7.0.97-2016 «Cucrema cranmapToB 1o uHOpMaIuwy,
OUONMMOTEYHOMY U HU3JATeNbCKOMY Jeny. OpraHu3almOHHO-PACIIOPSIUTEIbHAS
nokymeHTarus. TpeboBaHust K 0(hOPMIICHUIO TOKYMEHTOBY
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0) ocHOBHas JMTEpaTypa:
1) JlokymMmeHTallMOHHOE  OOeCleueHre yhpaBjieHus: YueOHoe
nocobue/ I'mamuitE.B. - M.: U1 PUOP, HUIT UHDOPA-M, 2020. - 249
c.Pexumpaocryma:
https://znanium.com/catalog/document?1d=354819
2) JIokyMeHTallUOHHOE OOECTICYCHUE YIPABJICHUS TEPCOHAIOM:
Yuebnoe nocobue/bynar P. E. - M.: HUL UHOPA-M, 2019. - 234 c.
Pexumpocryma:
https://znanium.com/catalog/document?1d=355024
3) beixoBa, T. A. JIokyMeHTallMOHHOE OOECTIeUeHUE yIPABICHHUS
HEroCyJIapCTBEHHBIX opraHuzanuii : yaeonoe nocooue / T. A. boikoga, JI.
B. Cankuna. — 2-e m3n., nepepad. u jon. — Mocka : UHOPA-M,
2020. — 302 C. Pexum JIOCTyIA: :
https://znanium.com/catalog/product/1072260

B) JIOMOJIHMTEJILHAA JUTEepaTypa:

1) JoxymeHTaIlmoHHOE OOECTeUYeHUEe YIpaBJieHUs MEpPCOHAIoM: YueOHOe
noco6ue/bynat P. E. - M.: HUL] UH®PA-M, 2019. - 234 c.Pexum nocryna:
https://znanium.com/catalog/document?id=355024

2)KupcanoBa, M. B. Kypc nernonpous3BoACTBa: TOKYMEHTAIlMOHHOE
obecrieueHue ynpasienus : yaeornoe mocooue / M.B. Kupcanosa, H0.M. AkceHos.
— 6-¢ u3a., uctp. u jgon. — MockBa : UHOPA-M, 2020. — 257 c. Pexum
JOCTyIa::
https://znanium.com/catalog/product/1088888

r) pecypcsl cetu «AHTEpHET»:

1) Bcé€ o nenmonpousBoactse http://delo-ved.ru/

2) [enompousBOACTBO U JIOKyMEHTO000pOT Ha
PEAIPHUATHH. http://www.delo-press.ru/journals.php?
page=documents
3) Kaaposoe JIETIOITPOU3BOACTBO u TPYyAOBOE MPaBo.

http://hrportal.ru/rubric/kdp
4) DOnextponHas oubnuoreka HR-cnenmanucTos. http:// www.hrm.ru/

0. MeToanyeckue yKa3aHus JJsl 00y4AIOIIUXCA 10 OCBOCHHIO
AUCHUIIMHBI(MOIYJIs1)

CamocrosTenbHas NOArOTOBKA 00YYarOIUXCsl IPOBOAUTCS IJIsl Y1y OneHus
Y 3aKpEIUICHMs 3HAHMM, MOJYyYEHHBIX Ha JIEKUUAX U JPYTUX BHUJAX 3aHATHM, IS
BbIPA0OOTKHA HABBIKOB CaMOCTOSTEIBHOTO NMPUMEHEHHSI HOBBIX, JOIMOJIHHUTEIbHBIX
3HAHUHM U MOATOTOBKH K MPEACTOSAIINM YUeOHBIM 3aHATHSIM, 3aUeTYy.

BaxxHbpIM  ycllOBUEM  YCHENIHOTO M3yYEHUs JIUCUUIUIMHBI  SIBISIETCS
noceuienue jekuuil. [lox nocemennem noapasymeBaercs He (GopMa MaCCUBHOIO
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IPUCYTCTBHS, @ aKTUBHAs paboTa Mo U3y4eHUI0 HOBOro MaTtepuania. [loaroroska k
JICKITMOHHBIM 3aHSATUSM BKIIOYAeT B ceOs aHaIM3 MpeIaraeMbIX i W3YUCHHS
BOIIPOCOB, W3yYCHHE HOPMATHBHBIX WCTOYHUKOB U Y4YCOHOW U HAYIHOU
JUTEpaTyphl IO paccMaTpuMBaeMbIM BOIpocaM JeKIMH. B mporecce mexiuu
OOydJaromMiiCss MOXET 3aJaBaTh  YTOYHSIONIME  BOMPOCHI,  OCYIIECTBUTH
B3aMMOCBSI3b HOBOTO MaTepuana C YK€ HM3YyYEHHBIM, IMOATOTOBUTH 0azy IS
3G (HEKTUBHOTO HUCIOJIb30BAHUSI TOJYYCHHBIX 3HAHUHN, OOJETYUTh TOJTOTOBKY K
NPAaKTHUYECKOMY 3aHATHIO. D(G(EKTUBHBIM CMOCOOOM (PUKCALUU JIEKIIMOHHOTO
MaTepuayia SBJISETCS KOHCIIEKTUPOBAHHE, TMPEICTABISAIONIEe COO0M HE TOJIBKO
buKcanio BaAXKHEUIINX MOMEHTOB JIEKIIMA, HO W YKa3aHWE MPUMEPOB IS
MOHUMAaHUS TOTO WJIX MHOTO TEOPETUYECKOr0 MaTepuaa.

[Ipy MOATOTOBKE K MPAKTUYECKOMY 3aHATHIO HEOOXOJMMO HCIIOIH30BATh
KOHCTICKTUPOBAaHHBIC MaTepUabl JEKIWH, y4eOHYI0 W HaydHYIO JUTEpaTypy.
[TonroToBKa OTBETOB MO BHIHOCUMBIM Ha 00CY)KJIEHHE BOMPOCAM IMPaKTUIECKOTO
3aHATHS BKJIIOYAET B ceOsl HE TOJIBKO MPOYTCHHE MaTepuasia, HO U €ro aHajau3 U
KPUTHUECKYIO OILeHKY.. OOyuwaromemycs ClIeAyeT BBIIBHTh MAaJOU3y4YECHHBIC
aCTIEKThl PacCMaTPUBAEMBIX BOIIPOCOB, MPOSIBUTH WHUIIMATHBY TMPH MOJATOTOBKE K
MPAKTHYECKOMY 3aHSTHIO.

[Ipy moAroToBKE K MPAKTUYECKUM 3aHITHSIMU U 3a4EeTy PEKOMEHIYETCS
CUCTEMaTU3UPOBATh 3HAHMS, H300paxkas UX B TAOTUYHOM, TpaQUUYECKOM WU
CXEMAaTHUYHOM BHJIE. DTO MO3BOJHUT YCTAHOBUTH B3aUMOCBSA3b N3YYaEMBbIX SBJICHUH,
YOPOCTUT 3aJlady 3allOMUHAHUS MaTepuayia, OOJErduT MPOIECC MPaKTHIECKOTO
MPUMEHEHUS TTOJTYYCHHBIX 3HAHUM.

3amaueii  MPAKTUYECKUX  3aHATHH  SBISETCA  BBIpAOOTKA  yMCHUS
WCIIOJIB30BaTh TCOPETUUYCCKUE 3HAHWS, TMPOSBUTH HAIUYHE MPAKTHUYCCKUX
HaBBIKOB. [lpm  MOATOTOBKE K  MPAKTUYECKOMY  3aHSTHIO  CIEOYyeT
3a0J1arOBPEMEHHOr0 O0ECTEUUTh HAIUYME HEOOXOJUMO ISl JAHHOTO 3aHSATHUS
MaTepuaia, CaMOCTOSITEIbHO TTIOBTOPUTH PaHee N3yICHHBIC TEMBI.

JIJIsS  yCIIenTHOro OCBOCHHUS JTUCHUIUIMHBI BaKHBIM  SIBIIICTCS yMEHHUE
paboTaTth ¢ TEpMHHAMHU M UX ompeieleHusMu. [ns paboTbl ¢ TepMUHOIOTHER
(G (HEKTUBHBIM SBIISICTCSI HCITOJIB30BAaHUE KaK y4eOHOW W HAay4YHOW JIMTEpaTypHI,
TaK U OPUINYECKUX U GUI0CO(CKUX CoBapei.

Pabora ¢ TepMHHaMH MOXXET OCYLIECTBIATHCA Kak B (popme cocTaBieHUSA
COOCTBEHHBIX TEMAaTUYECKHX CIIOBAPUKOB IS yAOOCTBA M CKOPOCTH ITOMCKa
HeoOxomumoro TepmuHa. C  O3TOM 1ETBI0 HEOOXOAMMO KaKIBIA  HOBBIM
BCTPEYAIOMINIICS TEPMHUH 3alKUCHIBATh U BO BPEMS MOJTOTOBKU K CEMHUHAPCKUM U
MPAKTUYECKUM 3aHSATUSAM YKa3blBaTh COOTBETCTBYIOIIEE ompezeiieHue. B ciydae
BO3HMKHOBEHUSI CJIOKHOCTH BBIOOpa OMpeNeieHus] M3 UMEIolerocss oobema B
paMKax Hay4YHOTO 3HAHHS HEOOXOJIMMO 3aJaBaTh BOIPOCHI MPETOJIABATEIIO0 B
paMKax JEKIUOHHBIX U MTPAKTUYECKUX 3aHATUH.

WnrepaktrBHBIe  (QOpPMBI  TPOBEACHUS  3aHATHH MO  JIUCIMIUIAHE
«/{okymenmayuonnoe obecneuenue ynpaesienus» BKIIOYAIOT B ceOs Cleayroniue
BUJbI 3aHSITUI:
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- HWHTEPAKTUBHBIC JICKIMHU, MPEANOJaraloT UCIOJb30BaHUE
MeToJa MpoOieMHOTro u3noxkeHus. [lpu TakoM moAXoje JIEKIUS
CTAHOBUTCSI TOXO0XKEHl Ha JAuanor, MpernojaBaHue WMUTUPYET
UCCIEIOBATEILCKUN  mponecc  (BBIIBUTAIOTCA  MEPBOHAYAIBHO
HECKOJIBKO KJIFOUEBBIX IOCTYJIATOB MO TEME JIEKIUHU, W3JI0KECHHE
BBICTPAUBACTCS MO TMPUHLUIY CaMOCTOSITEILHOIO aHalu3a W
00001IeHnsT CTyJeHTaMu Y4eOHOro Mmarepuaina). JTa METOJUKa
MO3BOJIAET 3aWHTEPECOBaTh CTYAEHTA, BOBJIEYb €r0 B IIPOILIECC
oOyuenus. [IpoTuBOpeursi Hay4YHOTO TO3HAHUS PACKPBIBAIOTCS
MOCPEJICTBOM TMOCTAaHOBKMA MpOoOJieMbl. YdeOHas mpobiieMa W
npoOiieMHasi CUTyalusi SBJISIOTCS OCHOBHBIMH CTPYKTYPHBIMH
KOMITOHEHTaMu MipobaeMHoro ooyuyenus. [lepen naganom uzyueHus
ONpPENEICHHOW TeMbl Kypca CTaBUTCS NEpPed  CTyIAEHTaMH
npoOJIeMHBIH  BONPOC WM  JlaeTcsd  IPOOJIEMHOE — 3aJIaHMe.
Crumynupys paspelieHde mnpoOsieMbl, MpernofaBaTesib CHUMAET
MPOTHUBOPEUHS MEXTY UMEIOIIUMCS €€ TTOHUMAaHUEM U TPeOyeMbIMH
OT CTyjAeHTa 3HaHUIMU. D (PEKTUBHOCTH TAKOTO METO/Aa B TOM, YTO
OTIIeJIbHBIE TIPOOJIEMBbl MOTYT MOJAHUMATHCS CAMHMH CTYJACHTAMH.
['maBHBIM ycCleX JAHHOTO METOJAa B TOM, 4YTO NIPENOAABATEIb
noOuBaeTcsi OT  ayJUTOPUU  «CAMOCTOSITEIBHOTO  PELICHUS
NOCTaBJIEHHOU MpoOiembl. Opranuzanus MpoOJIEeMHOro OO0ydeHHUs
MPEACTABISACTCS JOCTAaTOYHO CJIOXKHOM, TpeOyeT B3HAUYUTEIIHbHOU
NOATrOTOBKM JiekTopa. OIHAKO Ha HAYaJIbHOM 3Tare MCIOJIb30BaHuUs
3TOTO METOJ]a €ro MOXKHO BHENPSATH B CTPYKTYpPY TOTOBBIX, paHEe
pa3pabOTaHHBIX JICKIIUN, TPAKTUUYECKUX 3aHATUN KaK JOMOJHEHUE.

- TPYNIOBBIE JAUCKYCCHH, TPUMEHSIOTCS JJIsi 0OCCIICUCHHUSI
HABBIKOB KOMaHIHOW pabOoThl M MEKINYHOCTHON KOMMYHUKAIIMH U
IPEICTaBIAIOT COOOM  OIEHOYHOE CPENICTBO, TMO3BOJIAIONICE
BKJIFOUUTH OOYYaIOIIUXCsl B TIPOIIECC 00CYKACHHS MPECTaBICHHOM
TE€MbI, TpPOOJEMBbl M OLEHUTh HUX YMEHHE apryMEHTHUPOBATH
coOCTBeHHYIO TOuYKy 3peHusi. Kpome Ttoro, B xoze 3aHATUU
MIPOBOJISITCSI KPYIJIBIE CTOJIBI 110 3aIaHHBIM TEMATHUKaM.

OueHouHbIe U METOJIUYECKHUE Marepuaigbl IO JUCLUIIINHE
«/loxymenmayuonnoe obecnevenue ynpasienus» npeacrarieHbl B DOMM.

[Ipy 1OArOTOBKE K NIPOMEKYTOYHOMY MM HUTOTOBOMY TECTUPOBAHUIO
HEOOXOMMO U3YYUTh TEOPETHUUYECKUH M MpaKTHUYECKHil marepuain. TecToBbie
3a/laHus (C TIEpeYHeM BO3MOXKHBIX BapUAHTOB OTBETOB, CPEIU KOTOPBIX XOTS OBbI
OJIMH OTBET SBIIACTCS HEBEPHBIM) OOECIEYMBAIOT CTPYKTYPHOCTH MBIILICHHUS,
BBIHY’KJIGHHOTO BBIOpaTh W3 MPEAJIOKEHHBIX BAPUAHTOB OTBET BCE IMPaBUJIbHBIC
BapuaHThl. TecToBbIC 3aJaHMsl HA YCTAHOBJICHUS COOTBETCTBHS MOAPA3yMEBAIOT
HEOOXOMMOCTh TPOSIBIICHUS HE TOJIbKO 3HAaHUS Y4yeOHOro Marepuana, HO H
YMEHHSI TIPUMEHSTh TMpaBwia ¢GopMaabHON JOoruku. TecToBble 3aJaHus Ha
YIOPSIAOUEHUE HANpaBJIEHbl HA YCTAHOBJIEHHUE JIOTMYECKOM IMOCIEA0BATEIbHOCTH
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paccMaTpUBaeMbIX SIBJICHUIN (BpEMEHHM CYIIECTBOBAHUS SIBJICHUM, PaCIOIOXKEHUS
CTPYKTYPHBIX 3JIEMEHTOB MPABOBBIX JOKYMEHTOB U T.II.).

D¢ deKTUBHBIM CIIOCOOOM JUIS TOATOTOBKHM K TECTHPOBAHHUIO SIBIISETCS
pabota 00ydYaromierocs Mo pPeneHuto0 TECTOBBIX 3aJaHUM, MPEJOCTABICHHBIX IS
CaMOCTOATENHHON paboThl. Takke MpU TMOATOTOBKE K TakoW (opme KOHTPOJIs
3HAHMM, KaK PElIeHHE TECTOBBIX 3a/laHUi, CIIEyeT CaMOCTOATEIbHO MOMBITATHCS
nmpopaboTaTh paccMaTpUBaEMbIe B JUCIUIUIMHE BOMPOCH B (hOpPME COCTaBIICHUSA
TECTOBBIX 3aJIaHUM.

[Ipy moaroroBke K SK3aMeHYyCleAyeT HWMETh B BHJlY, YTO OH SIBISETCS
UTOrOBON (HOpPMOM KOHTPOJIA IO H3YUYEHHUIO JAHHOM Y4eOHOW IHUCUMIUIMHBI.
DK3aMeH NOo/Apa3yMEeBAeT MaKCHUMalbHYIO KOHIIEHTPAI[MI0O 3HAHUM WU YMEHHI,
MPEANoiarallnx MoJHOE U3yUeHHE MaTeprala JUCLUILIUHBIL.

DK3aMeH TMpOBOJIUTCA B (opmMe YCTHOTO coOecelnoBaHUs, BBITOJTHEHUS
NUCbMEHHOTO 3ajaHus. Pemienne npemnojaBarensi 00 HWTOTOBOM — OLIEHKE
MPUHUMAETCSl O Pe3yJibTaTaM yCTHOIO OTBETAa M BBIITOJIHEHHOTO MUCbMEHHOTO
3aJIaHUs B 3aBUCUMOCTH OT IIIKaJIbl OI[EHKH.

B kayecTBe HCTOYHMKA JONOJHUTEIBHBIX MAaTEPUATIOB PEKOMEHIYETCS
MOJIb30BaThCsl MH(OpMalMeil OTKPBITOro JocTyna ceTu Internet (maHHBIMU
WH(OPMAITMOHHO-TTPABOBBIX M 00Pa30BaTEIbHBIX MOPTAIOB, O(QUIIMATIEHBIX CANTOB
MUHHCTEPCTB, BEAOMCTB, OTIIECIbHBIX OpPraHU3alNi, JTaHHBIMH TOCYJIAPCTBEHHOM
CTaTUCTHKHU, pPE3yJIbTaTaMHU JKCIIEPTHO-aHAIUTHYECKUX 0030poB). Kpome Toro,
MOHO BOCIIOJIb30BaThCSI BO3MOXKHOCTSIMU CIPAaBOYHO-TIPABOBBIX CHUCTEM, Oa3bl
KOTOPBIX COAEPKAT HE TOJIBKO TEKCT HOPMATUBHBIX aKTOB, HO U HAYYHBIE CTAaTbU
no pasznuuHbiM  Bompocam  (Hampumep, CIIC  «Koucynprant Ilmtocy).
PexoMeHmyeTcst TakyKe UCIOJIb30BATh JIEKTPOHHO-OMOIMOTEYHbIE CUCTEMBI.

10. Oco0eHHOCTH OCBOEHHUS JUCIHHUIIINHEBI AJ8 HHBAJIUA0B M JIUII C
OrpaHUYEeHHBIMHU BO3MOKHOCTSIMM 3/10POBbSI
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OObydenne 00yJaromuXCsi C OTPaHUYCHHBIMU BO3MOXKHOCTSMH 3/10POBbS MTPH
HEOOXOJMMOCTH  OCYIISCTBIIIETCS Ha OCHOBE aJanTHUPOBAHHOW  pabodyeit
OporpaMMbl  C  HCHOJb30BAaHUEM  CHEIHAIBHBIX METOJOB  OOy4YeHHS H
JTUIaKTHYECKUX  MaTepUalioB, COCTAaBIEHHBIX C  Y4eTOM  OCOOCHHOCTEH
NMCUXO(PU3NYECKOTO PA3BUTHSA, WHIAMBUIYATBHBIX BO3MOXKHOCTEH M COCTOSHHUS
3I0POBbS TAKUX OOyYaromuxcs (00y4daronierocs).

B HEesX OCBOCHUS y4eOHOMI IPOrpPaMMBbI JUCITUTUTHBI
«/{okymenmayuonnoe obecneuenue ynpasieHus» WHBAIMIAMU W JHUIAMH C
OrpaHUYCHHBIMU BO3MOXKHOCTSIMH 370pOBbsi IHCTUTYT 0OecrieunBacT:

— Uil MHBAJIWJOB W JIMI[ C OTPAHMYEHHBIMH BO3MOKHOCTSIMHU
3I0POBBSl 0 3PEHUIO: pa3MEUIeHHE B JOCTYHHBIX JIsi OOyYarommxcs,
SBIISFOIUXCS CIICTIBIMH WJIA CITA0OBUISAIIMMHE, MECTaX U B aAaTUPOBAHHOMN
dbopme crnpaBouyHOM WHGOpPMAIMU O pPACHUCAHUU YYEOHBIX 3aHATHUN;
NPUCYTCTBHE ACCHUCTEHTA, OKAa3bIBAIOLIETO O00yYaromeMycsi HeOOXOIUMYIO
MOMOIIlb; BBIMYCK aJIbTEPHATUBHBIX (HOPMATOB METOAMYECKUX MaTEepPHUAIOB
(xpymHBIT IpUPT UK ay 1o ans);

— Ul WHBAJIWJOB W JIMI[ C OTPAHMYEHHBIMH BO3MOKHOCTSIMHU
3M0pPOBBS MO  CIOYXy: HaJUIeKAllMMH  3BYKOBBIMH  CPEICTBAMHU
BOCTIPOM3BEICHIE HH(DOPMAIIHNH;

— A WHBAIWJIOB W JIMIl C OTPAHUYEHHBIMH BO3MOXXHOCTSIMHU
3I0pOBbsl, HMEIONIMX HAPYIICHUS OMOPHO-IBUTATEILHOTO ammapara:
BO3MOXXHOCTh OECHIPEMSATCTBEHHOTO JOCTyna OOydaloluxcs B ydeOHbIE
MOMEIICHHSI, TYyaJeTHbIE KOMHAThl W JPYyTHe TMOMENICHUS, a TaKKe
npeObIBaHWEe B YKa3aHHBIX MomenieHusx. OOyuaromuecs W3 4YHCIa
uHBanuo0B 1 uil ¢ OB3 obecrieyeHbl nMeyaTHBIMU U (MJIM) 3JIEKTPOHHBIMU
oOpa3oBaTelbHBIMH  pecypcaMu B (opmax, aJanTHPOBAHHBIX K
OTpaHHYCHUSIM WX  370poBbs.  OOpa3zoBanme  OOydJarOIMUXCS  C
OTPaHUYECHHBIMU BO3MOXKHOCTSIMH 3JI0POBbSI MOXET OBITh OPraHW30BaHO
KaK COBMECTHO C JAPYTMMHU OOYyYaIOUIUMUCS, TaK M B OTICIBHBIX TPYIIax
WIH B OTJICIHHBIX OpPraHU3aINsIX.
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11. TIlepeyenb uHGOPMALMOHHBIX TEXHOJIOTHI, NP0 eCCHOHAIBHBIX 0a3
AAHHBIX, HCIOJIB3YEMBIX IPH OCYLIECTBJICHUH 00pa30BaTeIbHOIO MpoLecca
0 TUCHHUILIMHE (MOAYJII0), BKJIKYas NepeYyeHb POrpaMMHOIo odecneyeHust
U MH(OPMALMOHHBIX CIIPABOYHBIX CHCTEM

[IporpammHoe obecnieueHue:
1. Omnepamnuonnas cucrema (MicrosoftWindows/Iponpuemapnas);
2. Ilaket opucusix nporpamm (MicrosoftOfficel/lponpuemapnas);

3. Web-6pay3zep (Mozilla Firefox GNU Lesser General Public License);

NudopmamoHHble CripaBOYHbBIE CUCTEMBI:

1) ABromatu3zupoBaHHas  MH(POPMALMOHHAS onbnuoreyHas
CUCTEMA

Marc21SQL;
2) CnpaBouHo-npaBoBas cuctema «Koncynprantl Lirocy
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12. MaTepuaibHO-TeXHHYECKasA 0a3a, He0OX0aAUMAas sl OCYIIeCTBJICHUSA
00pa30BaTeJbHOI0 MPOLECCA MO JUCHHUILIMHE (MOTYJIIO)

Crnenmnanu3npoBaHHble Ay IUTOPUM:

YyeOHast ayauTOpUs JUIS  TMPOBEACHUS 3aHATHH CEMHHAPCKOTO THIIA, KypCOBOTO
MPOSKTUPOBAHUS (BBIMIOJIHCHUS KYpPCOBBIX padOT), TPYMIOBBIX M HWHIAWBHIYAIbHBIX
KOHCYJIbTAIIMM, TEKYIIEro KOHTPOJS M TMPOMEKYTOYHOW aTTecTalud / KOMITbIOTCPHBIH
KJIacc / IOMEIICHUE I CaMOCTOSTEIIbHOM padoThI ™

TexHuyeckue cpeacTBa 00yUeHHUs:

KOMIIBIOTEpP C TMPOTPaMMHBIM oOOecredeHneM, yka3aHHbIM B 1.l11, moctymoM K cetu
«HTEpHET» M 00ECTeueHUEM JIOCTYIIA B AJIEKTPOHHYIO MH()OPMAIIMOHHO-00pa30BaTENbHYIO

cpeny

Cnenuanu3upoBaHHble ayAUTOPUH:

VYyebHast aynuTopusi Ui POBECHUS 3aHATHN JIEKIIMOHHOTO THUIIA, 3aHATHH CEMHUHAPCKOTO
THTA, KypPCOBOTO TPOEKTUPOBAHUS (BBIMOJHEHUS KYpPCOBBIX pPa0bOT), TPYNMNOBBIX U
WHIUBUTyJIBHBIX KOHCYJIBTAIMM, TEKYIIET0 KOHTPOJISI M POMEKYTOYHOM aTTecTanun™

TexHuyeckue cpeacTBa 00yUeHHUs:

MYJIBTUMEIUNHBIA KOMIUIEKC

KOMIIBIOTEP C MPOrpPaMMHBIM 00€CIiedYeHHEM, YKa3aHHbIM B I1.11
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