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1. O0mue noJioKeHHS

1.1. Vuebno-nucnerdepckuii otmen (najee mo TekeTy — OThen) siBisieTcs
CTPYKTYPHBIM MOZpa3[e/icHHEM yIeOHO-METOIUYECKOTO YIIpaB/IeHHs (Hanee Io
TeKCTy —  YMYVY)  dezmepanbHOrO0  rocyZmapcTBEHHOro  GIOMKETHOTO
00pa30BaTeNbHOrO  YUYpEKJIEHHs  BhICHIEro  oOpasoBamms  «UyBamckumii
rOCylapCTBeHHBIN yHHBepcuTeT MMeHW V.H. YnbsHoBa» (nanee mo TekcTy —
YHuBepcurer).

1.2. Tlomnoe wanmenosanue Ortnena: y4ueGHO-AUCIETYEPCKUH OTHET
y4eOHO-METONMYECKOTO  yNpaBleHHs  (e/IepalbHOT0  IOCYAapCTBEHHOIO
OrO/DKeTHOro  00pa3oBaTeNFHOrO  YUPEKIEHHS  BBICIIEr0  0Opa3oBaHUS
«HyBaickuii rocy1apcTBeHHbIN yHHBEpCcUTeT MMeHH VL.H. YapsHOBaY.

1.3. Ornmen B cBOeH IeATENBHOCTH PYKOBOACTBYETCS 3aKOHOIATEITECTBOM
Poccwmiickoit ®Oepnepanyn, YcTraBoM YHUBEPCUTETA U JIOKAIBHBIMUA HOPMATHBHBIMA
aKTaMH, a Taxke HacTosuwmM [lomoxenuem.

1.4. Hacrosmee Ilonoxenuwe perymupyer nesrensHocTs Oraena,
ONpeNieNiieT €ero 3ajavd, QYHKIMH, IpaBa © O00A3aHHOCTH paGOTHHUKOB,
B3aWMOJEHCTBHE C IPYTUMH CTPYKTYPHBIMH IIOAPa3AeeHUIMH YHUBEPCHUTETA.

1.5. Tpymoseie ob6s3aHHOCTH pabotHuKOB OTHena, yclaoBHS HX TpyZa
OTIPENEISFOTCS TPYAOBLIMH JIOTOBOPAMH, 3aKIIFOYAEMBIME C KaXIBIM paOOTHUKOM,
IIpaBunaMu BHYTpPEHHEIrO TpPYIOBOTO pACIOPSAKA M HHBIMH JIOKATBHBIME
HOPMAaTMBHBEIMU aKTaMH YHHBEPCHTETA, a TAKKE JOIDKHOCTHBIME WHCTPYKIUAMU
paborauKoB OT/ENA.

1.6. Ormen HENOCPEACTBEHHO [MOAYMHSETCS HAYANBHHMKY  yueGHO-
METOJUYECKOTO yIpaBIeHHS.

1.7. Hactosmee IlonoxxeHne W BHOCHMBEIE B HEro W3MEHEHHS
YTBEPXKIAIOTCS YUEHBIM COBETOM Y HUBEPCUTETA.

1.8. Otmen MoxeT OBITH JHMKBHIMPOBAH WM PEOPraHU30BaH Ha
OCHOBAHHH IIPUKA3a PEKTOpa Y HUBEPCUTETA.

2. OCHOBHBIE 3AJAYHU U ®YHKIIUU OTAEJIA

2.1. OcHoBHBEIMH 3agagaMu OTaena SBIISIIOTCS:

2.1.1. OpraHu3aiiMoOHHO-peCypcHass ¥ HMH(OpPMAallMOHHAS  IOIEPIKKa
00pa3oBaTeNbHBIX IIPOTPAaMM BhICILIET0 00pa30BaHusA Y HUBEPCHTETA.

2.1.2. MOHHUTOpPUHI' HCIIONHEHUSI PACIMCaHUH Y4eOHBIX 3aHSITHH, 3a4eTHO-
5K3aMEHaIMOHHBIX CECCHI M I'OCYJapCTBEHHON UTOTOBOM aTTECTAI[HH.

2.1.3. MOHHTOPHHT UCIIOJIB30BAHUS 8y IUTOPHOTO (OHA.

2.2. B COOTBeTCTBHM C BO3JIOXKEHHBIMH 3amadaMud OTIell BBIIOIHSET
clenyrone GyHKIAU:

2.2.1. KoHTpons y4eOHBIX IJIAHOB Ha coOTBeTcTBHE TpebosanusaM PI'OC,
(enepalbHBIX, PETMOHAIBHBIX U TOKATEHEIX HOPMATUBHEIX aKTOB.

2.2.2. ®opmupoBanue 0a3bl aKTyalbHBIX y4eOHBIX MmIaHOB B CiryxeOHOM
nopraie UI'Y (https://portald.chuvsu.ru/) (zanee mo TEKCTY — mopTa).
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2.2.3. Pa3paboTka KalleHIapHBIX y4eOHBIX TpadMKOB O y4eOHBIM ILIaHAM
Ha BEChb CPOK O0yUEHHUS.

2.2.4. KoHTpPONb COOTBETCTBUSI TOJOBIX KalleHIAPHEIX YUeOHBIX rpaduKoB
y4IeOHBIM IIaHaM U KaJleHJAPHBIM y4eOHbBIM rpaduKkam Ha BeCh CPOK O0YUeHHSI.

2.2.5. KOHTpONb COOTBETCTBHS paclHCaHWid y4eOHBIX 3aHATHH, 33a4eTHO-
JK3aMEHAllMOHHBIX CECCHMM W TOCYyJapCTBEHHBIX HTOrOBBIX  aTTECTAIlHi
TpeOOBaHUAM JIOKAIBHBIX HOPMATHUBHBIX 4KTOB, MOHHMTOPHHI W  AQHAJIH3
BEIIIOJIHEHUS PaCIUCaHUM.

2.2.6. IIpoBepka 1 KOOPJMHALIKS HCIIONB30BaAHUS Ay TATOPHOIO QOH/A.

3.IIPABA 1 OBSA3AHHOCTHU PABOTHUKOB OTAEJIA

3.1. Pabotauku OTHeNa HMEKOT MPaBo:

- 3ampaliuBaTh B APYTHX CTPYKTYPHBIX IMOIpa3[elleHUsX YHUBEPCHTETA
JMOKYMEHTBl X HH(OpPMAIHIO, HEOOXOIUMbIE Ul BBIMOJIHEHHS OTIENIOM CBOUX
GyHKUIUH, B IpeeNnax CBOMX JA0JDKHOCTHBIX O0S3aHHOCTEN;

- BHOCHTh HadalbHUKy Oraena npemIioXeHHs O COBEPIICHCTBOBAHHU
nestenbHOoCcTH OTHena;

- JpyrHe TIpaBa, IIPeJyCMOTpEHHble YCTaBOM  YHHBEPCHTETa,
KonnekTuBHBEIM [OTOBOPOM U JIOJDKHOCTHBIMH HHCTPYKITHSAMH pabGOTHHKOB
Ortnena.

3.2. PabGotuuxu Otaoena o6s3aHbL:

— I[POBOJUThL IPOBEPKY Y4YeOHBIX IIJIaHOB Ha COOTBETCTBHE TpeOOBAHHIM
PI'OC, denepanbHBIX, pETHOHATBHEBIX U JIOKAIBHBIX HOPMATHBHEIX aKTOB;

— YCTpaHSTh BBUIIBICHHBIE HEIOCTATKH COBMECTHO C pa3paboT4uKamu
y4eOHBIX IIJIaHOB,

— 3arpyartb yueOHsle ransl B CiykeOubiit mopran UI'Y u 3akperuiars ux
3a y9eOHBIMH T'PYIIIIaMU;

— CBOEBPEMEHHO aKTyallu3upoBaTh yueOHsble miaHbl B CioykeOHOM mopTae

— pa3pabaThIBaTh KajeHJapHble yaeOHble rpaduKy 1Mo yueOHBIM IIaHaM Ha
BECh CPOK 00yHeHHus.

— TIPOBOIUTE IIPOBEPKY COOTBETCTBUS TOJOBBIX KAICHJAPHBIX yUeOHBIX
rpauKoB y4eOHbIM IIJIaHAM U KaJeHJapHBIM y4eOHBIM rpadukaM Ha BeCh CPOK
0o0yJeHus;

— KOHTPOJIHPOBAaTE KOPPEKTHOCTH COCTABICHHBIX KalleHTApHBIX y4eOHBIX
rpauKOB HHIUBUAYAIBHEIX yIeOHBIX IIAHOB,;

— IPOBOAUTHL MPOBEPKY COOTBETCTBHMS paclHcaHWi y4eOHBIX 3aHATHH,
3a4eTHO-3K3aMEHAI[MOHHBIX CeCCUM yueOHBIM IUIaHaM M KaJeHIapHBIM y4eOHBIM
rpadukam;

— IPOBOJOUTH TMPOBEPKY COOTBETCTBHSI pACIHCAaHWA Ha OyMaXKHBIX
HOCHUTEIIAX  DJICKTPOHHOMY  PAaCHHCAHWIO  Y4eOHBIX  3aHATHH,  3a4ETHO-
9K3aMEeHAIlMOHHBIX CECCU;



— KOHTPOJIHPOBATH 3aHATOCTH AyAUTOPHOro (OHAA B pacHHCAHUAX
y4eOHBIX 3aHATHI, 3a4€THO-3K3aMEHAIIMOHHbIX CECCHI;

— IPHHUMATH ONEPATHBHBIE MEPHI I10 YCTPAHEHHIO BOZHHKAIOIINX HAKIIAIOK
B ayquTOpHOM (OHJE IpPH YTBepXKIEHHW DPACIHCAHMH YueOHBIX 3aHATHH U
3a4€THO-9K3aMEHAI[HOHHBIX CECCHHU;

— NPOBOJMUTH IIPOBEPKY IIPHKA30B O BbIJa4e CIPABOK-BEI30BOB H O
HAaIIpaBICHUH HA TIPAKTHYECKYIO TIOATOTOBKY OOYYarOIIMXCA HA COOTBETCTBHE
KaJeHIapHbIM y4eOHBIM IpaduKam;

— TMPOBOJAWTE MOHHTOPDHMHI' M AHAM3 BBIIOIHEHUS] PACIHUCAHHUS Y4eOHBIX
3aHSATHH, B TOM YHUCJIE 3aHATHH, TPOBOAUMBIX C UCIIOIB30BAHMEM JHUCTAHITMOHHBIX
00pa3oBaTEeNbHBIX TEXHOIOTHA;

— YTBepXKIaTh pacluCaHWe OOIIEYHWBEPCHTETCKMX  OHUCHUIUIHH  IIO
0OpazoBaresIbHbIM IIPOrPaMMaM MarucTpaTyphl;

— BECTH JIOKYMEHTOODOPOT, B TOM YHCIIe B DJIEKTPOHHOM BHJE, B yd4eOHO-
AHMCIIETICPCKOM OT/IENe 110 HOMEHKIIAType JIE) YCTAaHOBIEHHOMH (DOPMEL;

— IPUHMMATh MEPHI II0 CO3/IaHUI0 HEOOXOAMMBIX YCIIOBHH sl pean3alin
obpa3oBaTeNbHON  MeATENLHOCTH  JUls obyyaromuxcsi,  npopeccopcko-
IPEeNoAaBaTeIbCKOr0 COCTaBa M y4eOHO-BCIIOMOTaTeIbHOIO MEPCOHANA, BHOCUTH
HeoOXO0IMMBIe IPEUIOKEHHSI 110 UX YITyUIISHHIO;

— COXpaHsTh  KOHOHIEHLHAIBHOCTH  CBEIEHHH, COAEpkKAlUXci B
noxkymenrax Otnena;

— KaQYeCTBEHHO M B IIOJHOM OOBEMe BBINOJHATH BO3JIOXKEHHBIE HA HHUX
IOIDKHOCTHBIE 00S3aHHOCTH;

— KOHCYJIBTHPOBAaTh IIPO(ECCOPCKO-TIPEII0NaBaTENbCKUM cOCTaB, yueOHO-
BCIIOMOTATeNIbHbIM  IIEPCOHAl 1O HapaBICHUSIM JEATENLHOCTH  y4eOHO-
JHCIIETYEPCKOro OTIENa;

— BBIIIOJIHATH PEHIEHHA YYEHOIO COBETa, TIPHUKa3bl YHHUBEPCHTETA,
NOpYy4YeHHMs  PEeKTOpa, Ha4YalbHHKAa  y4eOHO-METONUYECKOTO  yIIpaBICHHS,
pykoBoautens OTzena B yCTaHOBIEHHEIE CPOKH.

3.3 PabotHuku Otena HeCyT OTBETCTBEHHOCTD 3a:

— HEUCIIOJIHEHHE WIIM HEHAJJIeXallee HCIOJIHEHHE CBOHX OOS3aHHOCTEH,
IIPENyCMOTPEHHBIX HACTOSIIMM II0JIOKEHHEM, B IpeJenax, OIpereleHHbIX
TPYZOBBIM 3aKOHOAaTeabCcTBOM Pocculickoit Denepanmm;

— IpaBOHAPYIIEHMs, COBEPIICHHBIE B IIPOIECCE OCYIIECTBIEHHUS CBOEH
JCATEIBHOCTH, B IIpejeaxX, OIpeAeleHHBIX 3aKOHOAATELCTBOM Poccuiickoi
Qenepanuy;

— HEeCOONIOJICHHE HOPM, DETYIHpYIOMMX 00paboTKy IepCcoHaIbHBIX
JaHHBIX ¥ HeoOecledeHHe KOH(UIEHIUATBHOCTH IEPCOHANBHBIX AaHHBIX, K
KOTOPBIM HMMEIOT JAOCTYII, B IpeNeNnax, ONpPeAesIeHHBIX TpyIOBBIM KOIEKCOM
Poccuiickoit @enepanuy u HHBIME (heepabHbIMUA 3aKOHAMU;

— NPUYMHEHHE MaTepHalbHOro ymepba - B Mpenenax, OMIpeaeleHHBIX
TPYZIOBBIM M TpaXkIaHCKHM 3aKoHoAaTenbcTBOM Poccuiickoit ®eneparum.



4. PYKOBOJICTBO

4.1. Orzen BO3rNaB/IsieT HAYaNBHUK OT/eNa, Ha3HAYAeMbIi HA MOIDKHOCT
IIPHKA30M PEKTOpA TI0 TPEICTABICHUIO MIpopeKTopa 1o y4eOHoM paboTe.

4.2. HavanpHUK OTZeNa OCYINECTBISET HEMOCPEJCTBEHHOE PYKOBOICTBO
Bcedl mesarenbHOCTRIO OTena B Ipenenax MPefOCTaBACHHBIX IOJIHOMOYHH M
IOAYHMHAETCS HaYaJIbHUKY YMYV.

4.3. HavanbHuK OTZeNa BBIMOJHSET CIEIYIOIIHE 00sI3aHHOCTH:

— OpraHu3yeT TeKyllee H IEPCHEKTHBHOE IIIAHHPOBAHHE EATEIbHOCTH
y4e0HO-JIUCTIeTYEPCKOTO OTJela C Y4eToM Iienei, 3amad u HalpaB/IeHUN ero
paboTEl, NEATENBHOCTH IO OPraHM3alMK y4eOHOro mpolecca Ha (aKy/lpTeTax, B
(prirane u ApyrUx y4eOHBIX OApa3ielleHuIX Y HUBEPCUTETA;

— OpUHMMAeT YYacTHE B I[IPOBEJCHUM BHYTPEHHEH OIEHKH KadecTBa
obpazoBanus;

— [PUHUMAET MEPHI 0 CO3JaHUI0 HEOOXOMUMBIX YCIIOBUH I pealn3alliu
00pa3oBaTeNbHOM  NeATENbHOCTH — OOydarommxcs, paboTel  mpodeccopcko-
IPENoIaBaTeIbCKOr0 COCTaBa M y4eOHO-BCIIOMOIaTeIbHOTO IE€PCOHAIa, BHOCHUT
HEoOXO0AUMBIe TIPEIIOKEHHU 10 UX YIIyUIIeHHIO;

— obecmeunBaeT B3aMMOjelcTBHE yUeOGHO-OHUCIIETYEPCKOrO OTAENa C
OPYTHMH CTPYKTYPHBIMH IIOAPA3JIeNeHUsIMH Y HHBEPCHUTETA,;

— KOHTPOJMpYeT pa3paboTKy COTpPyIHHKaMH OT[ella KaJleHIapHBIX
y4€OHBIX TPadHKOB 10 yueOHBIM IJIaHAM Ha BECh CPOK IOJIyUeH sl 00pa30BaHMUs;

— KOOPIUHHPOBATh NPOBEPKY COTPYAHUKAMM YUeOHBIX IJIAHOB M I'OJIOBBIX
KaJIEHIApHBIX Y4eOHbBIX IrpadHKOB;

— NpHHMMAaeT ydacTae B (opMHpOBaHMH 0a3bl aKTyalbHBIX y4eGHBIX
mwiaHoB B Ciryxe6HoM moptane UI'Y;

— KOHTPOJMPYET BBHIIOJHEHHE IIPUKA30B, PACIOPSIKEHUN, WHCTPYKUUM H
YKa3aHHM BBINIECTOSIINUX OPraHU3alMi, PellIeHu YHYeHOTO CoBeTa Y HUBEPCHTETA,
pekropaTta, HadagpHuKa YMY 1o HampaBleHHSM [OeATENBHOCTH y4ueOHO-
JACTIETYEPCKOTO OT/IeNa;

— TIPWHMMAeT y4YacTHe B IIPOBEJCHUM OPraHW3allMOHHBIX MEPOIPUSITHH C
npodeccopcKo-TPenofaBaTebCKIM COCTaBOM, y4eOHO-BCIIOMOTaTeIbHBIM
IIEPCOHAJIOM I10 HAIPABICHUSM CSITSILHOCTH Y4eOHO-TUCITETIYEPCKOTO OTAENA,;

— IPHHUMAET Y4YacTHE B Pa3BUTHM WU YKpEIUICHUH ydeOHO-MaTepualbHON
0a3bl YHHBepcuTeTa, odecrieynBaet ee 3(hHeKTHBHOE MCIOIB30BaAHHKE;

— KOOpAMHHUpPYET obeclieueHre y4eOHBIM ayUTOPHBIM (OHIOM y4eGHOro
IpoLecca U pa3IMYHbIX MEPOTIPUSITHIA,

— OCYIIECTBIIIET  COIJJaCOBAaHHME  paclHCaHUW  y4eOHBIX  3aHSATHH,
9K3aMEHAIMOHHBIX CECCHM, IIPAKTHK U I'OCYJIapCTBEHHBIX WTOrOBBIX aTTECTaIlWH,
H3MEHEHUW paclvcaHuii;

— Opramm3yeT H OCYIOECTBIIACT HHaHOBLIe H DJBIIH30JHYECKHE IIPOBEPKH
GaKyIpTETOB B 4YacTH OpraHU3allid y4eOHOro IpoIlecca, BHITIONHEHUS
pacnucaHWi y4eOHBIX 3aHATHH, SK3aMEHAI[HOHHBIX CECCHH, CPOKOB IPOBEIEHHUS
TOCYZapCTBEHHOU UTOIOBOM aTTECTALNY;



— COCTaBIseT OTYET O paboTe ydeOHO-AUCIIETYEPCKOTrO OTAENA 38 YUeOHbIH
rona;

— B Ipenenax  TONHOMOYMH  IIPEACTABISET  HMHTEPECHl  ydueOHO-
AMCIIETYEPCKOTO OTE/Ia B KOJLIETHaIbHBIX OpraHax Y HUBEPCHTETa;

— KOHTPOJMPYET COCTOSIHHE TPYIOBOH M WCIIOJHHTENILCKOM IUCIUTLIMHBI
COTPYZAHUKOB OT/ENA;

— OCYIIECTBIISET KOOPJMHALMIO W KOHTPOJIb HESTEIBHOCTH COTPYIHHKOB
Ornena, cosmaer ycinoBus A1 HMX pPaboThl, OOECIEYMBAET CBOEBPEMEHHOE
COCTaBleHHe COTpy/fHuKamMu OT/iena yCTaHOBICHHON OTYETHON JJOKYMEHTAIAH;

— obecmednBaeT JOKYMEHTOOOOPOT, B TOM 4YHUCJIE B 3JIEKTPOHHOM BHJE, B
y4eOHO-ICTIeTYIEPCKOM OT/IeIe 10 HOMEHKIIATYPE JIeJl YCTAHOBIEHHOH (hOPMBI;

— obecneyMBaeT Mephl IO CO3[aHHIO OJAarONpHATHBIX M OE30MacHBIX
YCIIOBUH TpyJa, COOMIOJCHHIO COTPYIHHKAMH Y4eOHO-IHMCIIETYEPCKOro OTHEeNa
TpebOBaHMH NPaBUII ITO OXPaHE TPY/Ia U II0XKAPHOM 6€30I1aCHOCTH,

— cobmofaer U KOHTPOJHPYET COOMIONEHHe COTPYIHMKAMH YyueGHO-
JUCIETYEPCKOTO OT[eNla HOpM, PpEryIHupyoumx o0paboTKy mepCOHaIbHBIX
JlaHHBIX, obecTieqnBaeT KOHMHICHIIMATEHOCTE [IEPCOHANBHBIX JAaHHbIX, K KOTOPHIM
UMeeT JAOCTYTI,

— COOJIIOIaeT aHTUKOPPYILUOHHYIO [ONIUTUKY YHUBEPCUTETA, TPUHAMAET
MEphl 110 HENONYIIEHHWIO KOPPYNLMOHHBIX IIPOSIBIEHWH B  Ipeaeiax
pacipoCTpaHeHHs CBOMX JOJDKHOCTHBIX 00A3aHHOCTEH.

4.4, HagalbHUK OT/JEla HECET OTBETCTBEHHOCTE 34:

— HEHUCIIOJHEHHE WM HEeHaJJlexallee HCIONHEHWe CBOMX OOS3aHHOCTEM,
IOpeayCMOTPEeHHBIX HacTosmmm [lonojkeHuweMm, B Tipenenax, OINpeAeIeHHBIX
TPYAOBEIM 3aKOHOAATENbCTBOM Poccutickoi Menepaliuu;

— IPaBOHAPYIIEHHs, COBEPIICHHbIE B IIPOIECCE OCYINECTBIIEHHS CBOEH
JeSTeIBHOCTH, B IpeAeiiax, OIPEAEIEHHBIX 3aKOHOAATeIECTBOM Poccuiickoit
Oenepanuy;

' — HecoOmoJieHHe HOPM, peryIHpyImmx o0paboTKy NepcOHANBHBIX
INaHHBIX ¥ HeoOecleyeHHe KOH(OUIESHITHMATBPHOCTH TMEPCOHANBHBIX JaHHBIX, K
KOTOPBIM HMMEET [OCTYIl, B IIpe[eNnax, ONPEeNeTICHHBIX TpYyIOBBIM KOJEKCOM
Poccutickoli @enepannn ¥ HHBIME GefiepalbHBIME 3aKOHAMM,

— HeobecreueHHe O0e30MacHBIX YCIOBHH TpyAa COTPYAHMKAM ydeOHO-
JUCTIETYEPCKOTr0 OTAENA IIPH BBINOTHEHHH UMH CBOMX 00S13aHHOCTEHA;

— NpWYHHEHWE MaTepHalbHOro ymepba - B Tpeaenax, OIpPeaeIeHHBIX
TPYAOBBIM H I'PaKJaHCKUM 3aKOHOJAATeNbcTBOM Poccuiickoit Deneparium.

4.5. Ha Hero Bo3naraetcst iepcoHajlbHasi OTBETCTBEHHOCTE 3a:

— Ka4yeCTBEHHOE M CBOEBPEMEHHOE BBINOJNHEHHE coTpymHuKamMu Otaena
TPYIOBBIX 00s13aHHOCTEH;

— cobmonenue IIpaBHUII BHYTPEHHETO TPYIOBOTO pacmopsiika
COTPYJHUKaMHU y4eOHO-TUCTIETISPCKOI0 OTAENA.



5. BBAMMOJIEMCTBHUE C IPYTUMU CTPYKTYPHBIMHA
MOAPA3JAEJEHUSIMA YHUBEPCUTETA

. Bsanmopeiicterue Otzmena ¢ ApyrHMH CIPYKTYPHBIMM IOZpa3sfeeHUSIMHE
VYHHBepcHTeTa onpenensieTcs 3a/ia4aMu ¥ (QyHKIUSIME, BO3JIOXEHHBIMH HA HEro
HacrosuuM [lonoxxenuem.
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