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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN INPOIr'PAMMBI YYEFHOM JUCHUILIAHBI

1.1. Mecto npeamera B CTPYKType OCHOBHOI 00pa3oBaTeIbHOI MPOrpaMMbl

VYdeOHass OUCHUIUIMHA «APXHUBHOE JEJI0 B CY/€» OTHOCUTCS K TMpo(ecCHOHATBHOMY
KTy — OpraHu3almoOHHO-TEXHUYECKOe obecrieueHne paboThl CyI0B.

VYdeOHass AWCHUIUIMHA «ApPXHBHOE J€JI0 B Cyle» HapsAay C NPOYHMH Y4eOHBIMHU
JTUCIUATIIMHAMHA TTPO(ECCHOHAIBHOTO ITUKIIa obecreunBaeT (popmMupoBaHue MpodheccuoHaTbHbBIX

KOMIIETECHIINH.

1.2. Hesb n niianupyemble pe3yabTarbl ocBoenuss M/IK

B pamkax nporpammsl « ApXHBHOE €10 B Cye» 00y4alolMMUCS OCBAUBAIOTCS

CIEAYIOLIME YMEHUS U 3HAHUSA:

Kon Ymenus 3HaHuA
1K, OK

- BeJleHue npuéma rpaxkJiaH, - cojiepKaHHE MTPABOBBIX AKTOB,
KOPPECIOH/ICHIIUH U JIeN B PEeryIHpYIOHINX BOIPOCHI
COOTBETCTBUH C HOPMaTHUBHBIMU CyJI0yCTpOHCTBa 1
aKTaMu; CYJIOTIPOM3BOICTBA;
- OCYILECTBIIEHUE PabOTHI 110 - IPaBOBBIE AKTHI MO CyIeOHOMY
npuémy oOparieHu, JIEJIONPOU3BOACTBY;
MOCTYTAIOLINX B CYJ B - HOpPMaTHBHO-METOIUYECKUE
AJIEKTPOHHOM BU/IE; JIOKYMEHTBHI 110 00eCrieueHUI0 paboTh
- OCYIIECTBIICHUE PETUCTPALIUH, cyna;
y4€T NBMKEHHS, OhopMIICHIE - KJaccuuKaIus CiyKeOHbIX
CyeOHBIX JIe; JIOKYMEHTOB ¥ TpeOOBaHUS, K HUM
- OCYIIECTBIICHUE U3BEILICHUS MpEIbSBIsIEMbIE B COOTBETCTBUU C

OK 01, OK 02, YYaCTHHKOB CyJI€OHOTO I'OCT u npaBoOBBIMH aKTaMU;

OK 05, OK 06, pa3duparenbcTBa; - “H(OPMAITIOHHO-

OK 07, OK 09 - OCYIIECTBIICHUE OPOPMIICHUS, KOMMYHUKAIIMOHHBIE CUCTEMBI B

TIK 3.1, IIK 3.2, HAINPABJIEHUS U BbIIAYH KON CylIeOHOU JesITeNbHOCTH;

K 3.3, IIK 3.4 CyZeOHBIX aKTOB M JOKYMEHTOB M3 | - OCHOBBI OXPaHbI TPyAa U TEXHUKH

CyneOHBIX JIe;

- OCYIIECTBJICHUE OOpaIIeHHI
CyIeOHBIX aKTOB K MCIIOJIHEHUIO;

- OCYIIECTBIJICHUE TTOATOTOBKH
TEKCTOB CYJICOHBIX aKTOB K
pa3MeNICHHIO Ha CaliTe cyJa B CeTH
WHTEPHET;

- OCYIIECTBJICHUE PAabOTHI C
Cy1eOHBIMU JCIIaMU U
JTOKYMEHTaMHU, MepejaBacMbIMH Ha
apXUBHOE XpaHEHUE U
HaXOJSIIMMHCS B apXUBE Cy1a;

- COCTaBJICHUE CITYKEOHBIX

0€e30MacHOCTH;

- cucTeMa IOKyMeHT0000poTa B CY/IE;
-TIOHATHE U BUBI TOKYMEHTOB,
TpeOOBaHUs, K HUIM NPEAbIBIISIEMBIE;
- 00111Ie BOMPOCHI OpraHU3aLUU
paboThI Cy/ia: OCHOBHBIC HAMIPABJICHHUS
JESTEIIbHOCTH CTPYKTYPHBIX
MoApa3IeJICHHU cya,
o0ecrevnBaroIux
CYJIOIPOU3BOCTBO;

- IpaBuUJIa NMOBEACHUS paOOTHUKOB
anmnapara cyna;

- TIOJDKHOCTHBIE PETJIaMEHTBI




JTOKYMEHTOB Cy/ia.
- OCYILECTBIIEHUE PabOTHI 11O
00paIeHuIo K UCTIOTHEHUTIO
CyJIcOHBIX aKTOB.

pabOTHHKOB ammapara cyja; npaBmuia
BHYTPEHHET0 pacropsiika cya u T.I1.;
- IOPAZIOK yuéTa MOCTYNUBIINX B CYJ
oOpamieHuit, JTOKyMEHTOB U JIe] U
perucrpanuu cyaeOHbIX /e,
MPUHSTHIX K IPOU3BO/ICTBY;

- OpraHu3zalus U BeeHHe Cy/1e0HOro
JIEJIONPOU3BO/ICTBA HA CTAAUU
MOJTOTOBKH JIeNia K Cy1Ie0HOMY
pa3dupaTenbCTBY: HalpaBlieHHE
U3BEIICHUI U BHI30BOB, 0O(hOpMIICHUE
CyIIeOHBIX e,

- OpraHu3anys U NOpsAI0K BeleHUs
Cyl1eOHOr0 3acejaHus 1 BeJIeHHE
MIPOTOKOJIA CYyJeOHOr0 3aceaHusl;

- IOpsI0K 0OPMIICHHUS CYIACOHBIX
JIeJT B IEPHUOJ] U TTOCIIE UX
paccMOTpeHHUsI: BblIavya u
HaIpaBJIeHUE KOMUH Cy1Ie0HBIX aKTOB
U JIOKyMEHTOB; TIOPSII0K
O3HAKOMJICHHUS C MaTepUaAJIaMH JIeJIa;
HaIpaBJieHUE CyJeOHBIX JIe B
BBIILIECTOSIIIINE MHCTAHIIUU C
aneJIIIUOHHBIMU, KACCALIMOHHBIMU U
HAJA30pHBIMH Kaln00aMH, YaCTHBIMU
JKamodamu;

- IOPSAZIOK OOpAaIEeHHsI K HCIIOTHEHUIO
IIPUTOBOPOB, PELICHUH, ONPEACICHUN
Y MTIOCTAHOBJICHUH CYJa;

- IOPSIIOK MOATOTOBKHU U Tepeaayun
CyJIeOHBIX JIe U JOKYMEHTOB K
nepegave B apxXuB Cy1a;

- IOPSIIOK 00ecreyeHust JocTyna K
UH(POPMALIUH O AEATEIBHOCTH CYIOB!
MOJTOTOBKA CYJICOHBIX aKTOB K
pa3MeIleHnIo Ha OpUIHAIBHOM caiiTe
cyaa B HH(GOpPMAIMOHHO-
TEJIeKOMMYHUKAIIUOHHON CEeTH
UHTEPHET;

- IOPSIIOK OCYIIECTBIICHUS KOHTPOJIS
CyJ1IeOHOTO JeTIONPON3BOACTBA U
KOHTPOJIb UCTIOJIHEHUS: LENH U
3aa4u, CyOBEKThl KOHTPOJIS U UX
MOJTHOMOYHSI.




2. CTPYKTYPA U COAEP)KAHHUE M/IK 03.04 <xAPXUBHOE JIEJIO B CYJE»

2.1. O0beM yueOHOro npeaMera ¥ BUABI y4eOHOI padoThI

Buj yueOHoi1 padoThl O0bem yacoB
O0bem o0pa3oBaTeJbHOI NPOrPaMMBbI 60
caMmocCTosITeNIbHas paboTa 4
B T.4. aynutopHas yueOHas Harpyska, B TOM YHUCIIE: 56
Jlexyuonmnvle 3anamus 28
Ilpaxmuueckue 3ansamus 28

[TpomexxyTounas arrectarusi mpoBoauTcs B popme auddepeHnnpoBanHOTO 3a4eTa Ha 6a3ze 9
KJ1acca — 6 cemectp, Ha Oase 11 kiacca — 4 cemecTp




2.2. Tematuueckuii mian u cogepxxkanue MJIK 03.04 «ApxuBHoe /1eJ10 B cyae»

Konanl
Oo0bem, akan. u .
KOMIIeTeHIHI,
HaunmeHnoBanme / B TOM 4umcCIe
Conep:xxanue yueOHOro marepuaJa, ¢dopmupoBanu
pa3aesioB U TeM B popme
JabopaTopHble padoThI U MPAKTUYECKUE 3aAHATHS, CAMOCTOSITE/IbHAS yueOHast . 10 KOTOPBIX
MEKIM CUUIITHHAPHBIX NPaKTHYeCKOM
pabota o0yuaommxcs crnocoocTByeT
kypcoB (M/IK) MOATrOTOBKH,
3JIeMeHT
aKas. 4.
NPOrpamMmMbl
1 2 3 OK 1-7, OK9
Tema 1. Coaep:xkanue 8/4 K 3.1-TIK 3.5
OcHOBBI apDXUBHOTO 1. Ucropust pa3BUTHS apXUBHOTO JIeTa.
Aena B Poceniickoi 2. IlpeameT, 0OBEKT U OCHOBHBIE MOHSTHUSI ApXUBHOTO JIENA. 4
Denepanuu
3. IIpaBoBO€ peryinpoBaHUE apXUBHOTO JIeJia B CYyJI€.
4. OcHOBHBIE TpeOOBaHUs, IPEIBABISIEMbIC K PAOOTHUKY apXuBa Cy/a.
B ToM 4nciie B popMe NPaAKTHYECKOH OATOTOBKHU 4
1. CocTaBnenue JOKHOCTHOTO perjiaMeHTa pabOTHUKA apXUBa Cy/a. 4
Tema 2. Conep:xanue 14/8 OK 1-7, OK9
Opranunsanus 1. OO6mwmit MOpsAIOK KOMILIEKTOBAHUS apXHBa. K 3.1-TIK 3.5
apXHBHOTO 2. VY4ér enuHUI] ApXUBHOIO XPAHCHHUS.
AeJIONPON3BO/CTBA
3. Knaccudukamuss u cuctemaruzanus JOKYMEHTOB, OOpa3yIOIIUXCs B
U MOATr0TOBKA 6
OKYMEHTOB JeSATEIbHOCTH CYI0B.
K apXHBHOMY 4. Tlopsaok ohopmieHHs TOKyMEHTOB Ui MIepe/layy B apXUB Cy/a.
XpPaHEHHUIO B cy/e 5. OmnpeneneHue CPOKOB XpaHEHHUs N1 (HApSIOB).
6. OumdpoBKa apXMBHBIX MaTEpUAIOB. DIEKTPOHHBIC 0a3bl TaHHBIX.
B Tom unciie B popMe NpaKkTHYECKOH MOATOTOBKH 8
1. PemieHne npakTUYeCKUI 3aJaHUN 10 ONPEAEIICHUIO CPOKOB XpaHEHUs 8




JIOKYMEHTOB.

Tema 3. Coaep:xanue 8/4 OK 1-7, OK9
JKcnepTusa 1. DxcmepTu3a IEHHOCTH JOKYMEHTOB. IIK 3.1-TIK 3.5
IEHHOCTH 2. Opraau3zanusi paboThl IO YHUYTOKECHHUIO TOKYMEHTOB. 4
AOKYMEHTOB =
3. Ilepenaua JOKyMEHTOB Ha XpaHEHHUE B FOCYJapCTBEHHBIN apXuB.
B Tom unciie B popMe NpaKkTHYECKOH MOATOTOBKH 4
1. CocTaBnenue JOKYMEHTOB: MPOTOKOJIA 3aceAaHUsi SKCHEPTHOM KOMHCCHHU 4
CyJia, aKTa O BBLICJIICHUH JTJOKYMEHTOB K YHUUYTOKEHHUIO.
Tema 4. Coaepxanue 8/4 OK 1-7, OK9
OOecrnieuenne 1. TpeboBaHus, IpeabsBIsIEMbIC K 3IaHUSM U TIOMEIICHHUSIM apXHBOB. IIK 3.1-TIK 3.5
COXPAHHOCTH 2. YcioBusl XpaHEHHUs] apXUBHBIX TOKYMEHTOB.
AOKYMEHTOB 3. IlpoBepka HaIU4MsI U COCTOSHUS JOKYMEHTOB (RJIEKTPOHHBIX IOKYMEHTOB) 4
apxuBHOIo ponga B apXMBE.
cyaos 4. Co3znanue cTpaxoBoro (poHa apXMBHbBIX JOKYMEHTOB.
B ToM umnciie B popMe npakTHUECKOH MOATOTOBKH 4
1. CocraBnenue nepednsi TpeboBaHUH K IIOMEIIEHUIO apXUBa Cy/Ia. 4
Tema 5. Conep:kanue 10/4 OK 1-7, OK9
Hcnonv3oBanune 1. ®opmbl UCIOIB30BAHUS APXUBHBIX JOKYMEHTOB. IIK 3.1- TIK 3.5
APXUBHBIX 2. Tlopsimok UCTIOTHEHHUSI 3alIPOCOB MOJIb30BATEIIEH. 6
JOKYMEHTOB 3. IlpaBwia BbIIa4M JOKYMEHTOB, HAXOIAIIMXCSI HA apXUBHOM XPaHEHHH.
B Tom unciie B popMe NpaKkTHYECKOH MOATOTOBKH 4
1. CocraBnenue 3ampoca O Bblaye JOKYMEHTOB M3 J€la, HaXOISALIErocs Ha 4
apXHUBHOM XpaHEHUHU.
Tema 6. Conep:xkanue 8/4 OK 1-7, OK9
ApXuBHBIE 1. OnucaHue TOKYMEHTOB U JeJl B apXHUBE Cy/ia. IIK 3.1-TIK 3.5
onucu 2. BausHue kinaccu(uKanuy JOKYMEHTOB U JIe B Mpejenax apXuBHOro (oHaa 4
Ha COCTABJICHUE APXUBHOMW OMUCH.
3. CocTaBieHHE CIPAaBOYHOTO MAaTepHUaIa K OITUCH.
B Tom unciie B popMe NpaKTHYECKOH MOATOTOBKH 4
1. CocTaBneHue OMHCH HAPANOB, MNOJIEKAIIUX MOCTOSIHHOMY XpPaHEHHIO, 4

oQopmIIeHHE BHYTPEHHEH OMUCH TOKYMEHTOB.




B Tom unciie B popMe camoCTOATEIbHOH PadoTHI 4

1. DnekTpoHHbIe 0a3bl JaHHBIX. 4
BCEI'O: 56/28
CamocrosiTesibHast padora 4




1. YCJIOBUA PEAJIN3AIIUU TPOT'PAMMBI M/IK 03.04.
«APXUBHOE JEJIO B CYIE»

3.1. Ocnamenue y4eOHOro kabuHeTa

Kabuner «lIpodeccnoHanbHBIX  AWCHMILIAHY», OCHANIEHHBIH B COOTBETCTBHH
cm. 6.1.2.1 mpumepHOI 00pa30BATETHLHON MPOTPAMMEI IO CIIEITUATIEHOCTH.
3.2. UndopmanmonHoe obecriedeHre peaan3anun NporpaMmmbl

st peanuzanmu nporpammbl oubnuoreunsiii poug AHO 1O «Komtemx mpaBocyausi»
UMEETAIIEKTPOHHBIE 00pa30BaTeNbHbIe W WH(POPMAIIMOHHBIE PECYpPCHl JI HCIIONH30BAHUS B
o0pa3oBaTeNbHOM TpoIiecce.

OcHnognas numepamypa:

1. Mambikus, A. C. ApxuBHOe 1o B cyne: yaeOHoe nocooue / A. C. MaMbIKuH. — 2-¢
u3a., gom. u ucnp. — Mocksa: PI'VIL, 2020. — 219 c¢. — ISBN 978-5-93916-833-5. — Tekcr:
anexktporHbid. — URL: https://znanium.com/catalog/product/1190638

2. JlateimeBa, H. A. CyneOHoe nenomnpou3BOACTBO: KypC JIGKIMHA M HPAKTUKYM [UIs
cpennero mpodeccuoHanbHoro obpaszoBanusi / H. A. JlaremmeBa. — Mocksa: PI'VII, 2021. —
268 c¢. — ISBN  978-5-93916-891-5. —  Tekcr:  osnexktponHbii. —  URL:
https://znanium.com/catalog/product/1869183

Jononnumensnas aumepamypa:
1. T'yryeBa, T. A. KouduaeHuuasbHOe eNONPOU3BOACTBO: YyueOHOe mocodue /

T. A. I'yryeBa. — 2-e u3n., nepepad. u gomn. — Mocksa : UHOPA-M, 2021. — 199 c. — (Cpennee
npodeccuonansHoe oopazoBanue). — ISBN 978-5-16-016585-1. — Teker: snextponHsbiii. — URL:
https://znanium.com/catalog/product/1191331 (mara obpamenus: 09.05.2022). — Pexum
JIOCTYTIA: TIO TIOJIITHCKE.

2. Jleancenko, O. M. Jlenonpou3BOJACTBO U PEXKUM CEKPETHOCTH: ydeOHOe mocobue /
O. N. Jlenucenko, C. B. O3epckuii. — Camapa: Camapckuii opuandeckuii uactutyr ®CHUH
Poccun, 2021. — 92 c. — ISBN 978-5-91612-348-7. — Texkcrt: snexkrponnsii. — URL:
https://znanium.com/catalog/product/1870998 (nara o6pamenus: 09.05.2022).

3.  Kou¢upennumanpHoe  OENONPOU3BOACTBO W 3AIIUINEHHBIA  AJIEKTPOHHBIN
nokymenrtoobopor: yuebnuk / H. H. Kynses, A. C. Hémymkun, T. B. Kowngpamosa,
A.T. ®abpuunos ; nox obm. pen. H. H. Kynsesa. — 2-e uzn., nepepa0. u gom. — Mocksa: Jloroc,
2020. — 500 c. (HoBas ynmBepcuterckas Oubmmoreka). — ISBN 978-5-98704-711-8. — Tekcr:
3JIEKTPOHHBIMN.

4. Ky3nenos, 1. H. [lenonpoun3BocTBo: yueOHO-cipaBouHoe nocodue / U. H. Ky3nernos.
— 11-e u3a. — Mocksa: U3gaTenscko-Toproas koprnopanusi «Jlamkos u K°», 2022. — 405 c. —
ISBN 978-5-394-04867-8. - Tekcr: 3JIEKTPOHHBIN. - URL:
https://znanium.com/catalog/product/1865740

5. llysanosa, H. H. OcHOBBI 1enonpou3BOACTBA | YYEOHUK U MPAKTUKYM JJIsI CPETHETO
npodeccuonansHoro odpazosanusi / H. H. IllyBanosa, A. FO. BanoBa; mox oOmieit penakmueit
H. H. llyBanoBoii. — 3-e¢ u3n., mepepad. u nom. — MockBa: WsnatensctBo IOpaiit, 2022. —
384 c.— (IIpodeccuonanpHoe  oOpazoBanue). — ISBN 978-5-534-15488-7. —  Tekcr:
anekTpoHHbIH // ObpaszoBarenbHas mwiatdopma FOpait [caiiT]. —



Hugpopmayuonno-cnpagounsie cucmemoi:

DnexTpoHHO-6u6IHOTe Has cucTema FOPAAT.
CIIC «Koncynprant-Ilmocy.

CIIC «I"apanT».

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSA M/IK 03.04

«APXNBHOE JEJIO B CYJE»

Koa IIK u OK,
DopMbI U
¢GopmupyeMbIX B paMKax Kpurepum ouenkn
MeTOoAbl OLleHKH
MOYJIAA
K 3.1. Pemenne [IPaKTUYECKUX CUTYaLUi
0 OpUEMY, PETUCTpPAllMM W  YYETY
JBUKEHUSI KOPPECTTOHACHIINU U JIET.
Pemenue MPAKTUYECKUX 3a1aqy
no  ohOpMIIEHHIO  CYOeOHBIX  Jem
U MaTepuaoB. Ouenka
Pemenue MPAKTUYECKUX cutyaruii | BPITOTHCHHA
oOparieHus CyneOHBIX aKTOB | IPAKTHUYCCKUX
K HCIIOJIHCHUIO. pabor.
IIK 3.2. JleMoHCTpanusi paboThl ¢ HOPMATHBHO- | TecTHpPOBAHHE.
NPABOBBIMH ~ aKTaMM, — ONPENCIAIOMMMH | Opepxa  3anaHmil
MOPSTIOK XpaHeHUs JOKYMEHTOB IpOMENYTOUHOM
U CyJIeOHBIX JIeN B apXUBE Cy/Ia.
Pemenue MPAKTUYECKHUX CUTyalHi aTTeCTAltuH.
o [IOJITOTOBKE CyIeOHBIX nen | OLeHka
M JOKYMEHTOB IJIs1 Iepeladynd B apXuB | PC3YyJbTaTOB
cyja. MIPOXOXKICHUS
IIK 3.3. Pemenue MPAKTUYECKUX 337134 | yyeGHOM u
[0 COCTAaBJICHHUIO CITY)KEOHBIX JOKYMEHTOB NPOH3BOCTBEHHOI
cyJa.
—— TIPaKTHK.
[IK 3.4. Pewmenne [IPaKTUYECKUX CUTYaLUi
no mnpuéMmy oOpalieHHid, MOCTYNAIOIUX
B CYI.
IIK 3.5. JleMoHcTpanus HaBBIKOB paboTsl
M0 OOpAIEHUIO K UCTIOTHEHHIO CYIeOHBIX
aKTOB.
OK 01. - 00OCHOBAaHHOCTL IIOCTAHOBKH IIEJIH,
BEIOOpA UM TPUMEHEHHS  METOJOB
1 croco0oB perieHus: MpoecCHOHATBHBIX
3aj1a4.
OK 02. - HCTIONB30BaTh OMHINATBHBIE HCTOYHUKH
OITyOJINKOBAHUSI HOPMAaTUBHO-IIPABOBBIX
U HOPMATHBHBIX aKTOB, CIIPAaBOYHO-
IIPABOBBIE CUCTEMBI.
OK 03 - NJIaHUPOBAThH u peanu30BBIBATH
cOOCTBEHHOE npodeccuoHaIbHOE
U JUYHOCTHOE pa3BUTHE,




HPEANPUHUMATENBCKYIO  ICATEIbHOCTD
B npodeccuoHaIbHON cepe,
UCIIONIb30BAaTh 3HAHHWS TI0 TPAaBOBOM
U ¢duHaHCOBOU I'PaMOTHOCTH
B Pa3IMYHBIX )KAU3HEHHBIX CUTyalUsX.

OK 04

a3 pexTruBHO B3aMMOJICHCTBOBATh
¥ paboTaTh B KOJUICKTHBE U KOMaH IE.

OK 05.

rpaMOTHOCTh YCTHOW H TNHUCHBMEHHOM
peuu;

SCHOCTB (DOPMYITUPOBAHUS U U3JIOKEHHS
MBICIIEH;

MPOSIBJICHUE  BBIICPKKUB  MPOLECCE
oO01IeHus.

OK 06

MPOSIBIISITH IPaKJaHCKO-
NaTPUOTUUYECKYIO MO3ULHIO,
JEMOHCTPUPOBATH OCO3HAHHOE
MOBEJICHUE Ha OCHOBE TPATUIMOHHBIX
o0m1eYeoBeYecKUX IEHHOCTEH, B TOM
yuclie C  y4eToM  TapMOHHM3alUuu
MEXHAIIMOHAIBHBIX M MEXKPEIUTHO3HBIX
OTHONIICHWH, MPUMEHITh CTaHIAPThI
AHTUKOPPYILHUOHHOTO MOBEIECHUS.

OK 07

COZICUCTBOBATh COXPAHEHUIO
OKpYyXKarolein Cpensbl,
pecypcocOepexeHHIo, MIPUMEHSTD
3HaHMS 00 W3MEHEHWHM  KJIMMATa,
NPUHIUIB OEPEXITUBOTO TPOU3BOJICTBA,
a3 pexTruBHO JIEHCTBOBATH
B UPE3BBIYANHBIX CUTYyAIUX.

OK 09.

NIPaBUIHLHOCTD UCTIOJTb30BaHUS
poeCCHOHATFHON TEPMHUHOJIOTHH;

- 4€TKOCTh (HOPMYIIUPOBOK.
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