[IPUHSTO YTBEPXJIEHO
OO6umm cobpannemM pabOTHUKOB IIpukasom 3aBezyromero
MBJIOY Ne217 MBZIOY Ne217
[Ipotoxon Ne 6 ot 14.10.2024 . ot 14.10.2024 r. Ne 153
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IHonoxenne 06 MCNOJIH30BAHUU MPOCTOM 3JT€KTPOHHOM MOJAMUCH /1JI51 BHYTPEHHET0
3JIeKTPOHHOI'0 T0KYMEeHT0000poTa B MYHMUIMNIAIbHOM OK/?KETHOM JOIIKOJIbHOM
oOpa3oBaTejibHOM yupexkaeHuu «/derckuii cag Ne217»

1. O01mMe moJ10KeHud

1.1. Hacrosimee Ilonoxxenne 00 MCHOIB30BAaHUU NMPOCTOM 3IEKTPOHHON MOIMUCH JUIS
BHYTPEHHETO 3JIEKTPOHHOI'O IOKYMEHT0000poTa B MyHHIIMIIAIbHOM OI0/KETHOM JIOIIKOJIBHOM
oOpa3oBaTesnibHOM yupexxaeHuu «Jlerckuit cag Ne217» (manee - IlomoskeHue) sBisieTcs
JOKAJIbHBIM ~ HOPMATHUBHBIM  aKTOM  MYHHUIMIAIBHOIO  OIOPKETHOTO  JOLIKOJIBHOTO
oOpasoBatenbHOro yupexaenus «Jlerckuii cag Ne217» (manee - OpraHuzaius) U ONpenenseT
MOPAJIOK U YCIIOBUS pabOThI COTPYAHUKOB C 3JIEKTPOHHBIMU JOKyMeHTaMu B MHdopmarionHoi
Cucteme (manee - MC), HemocpeACTBEHHO CBS3aHHBIMH C UX TPYAOBOM JEATENBHOCTHIO, C
MPUMEHEHHEM MPOCTOM AEKTpOHHOU noanucH (ganee - [1011).

1.2. VYyacTHHKamMu 3JIEKTPOHHOI'O B3aMMOJEWUCTBUS HA YCIOBHAX, OIPEICICHHBIX
HacTosuM IlosoxxeHunem, sBIAIOTCS cCOTpyAHUKM OpraHu3anuy, MOAINUCABIINE YBEAOMIICHUE
00 o3nakomisieHuu ¢ Ilomoxxenuem. Ilognucanue corpynHukom OpraHuzanuu Y BeIOMIICHUS
PaBHO3HAYHO MPHUCOECIUHEHUIO K COTJANICHHIO OO0 Y4YacTMH BO BHYTPEHHEM 3JIEKTPOHHOM
noKymMeHToo0opoTe ¢ wucnonbs3oBanrem [IOI1 Ha ycnoBusix Hactosmiero IlomokeHuss B
COOTBETCTBUU €O CT. 428 I'paxkxnanckoro kojekca P® ("JoroBop npucoenuHeHus").

1.3. Peanmuzanmsi omnpeneneHHbIX HacToAmuM [lonoxkeHueM yCIOBHI NPUMEHEHUS
MPOCTOM 3JEKTPOHHOM MOAMHCH OOecTeunBaeT MpUJaHUE FOPUINYECKON CHUJIbI BHYTPEHHHUM
3NIeKTPOHHBIM JoKyMeHTaM Opranuzanuu B C, TpeOyromuM JNYHON MOAMUCH COTPYIHUKA, U
oIrnepanusiM ¢ HUMHU.

1.4. Hanuuue TI3I1 oOecrieynBaeT BHYTPEHHUM 3JIEKTPOHHBIM JoKymMeHTaM B VC:

- IOJJIMHHOCTB - MOJATBEPKAECHNUE aBTOPCTBA JOKYMEHTA;

- LEJIOCTHOCTH - JJOKYMEHT HE MOXKET ObITh U3MEHEH I10CIIE MO ITUCAHMS;

- HEOTPHIIAHHE aBTOPCTBA (HEOTPEKAEMOCTh) - aBTOP HE MOXET OTKa3aTbCi OT CBOEH
MTOATIHUCH.

1.5. Jlng mnonmucaHusi 3JEKTPOHHBIX J0oKyMeHTOB B WMC wucnonb3dyercs mnpocTas
AJIEKTPOHHAS OANHUCH - UH(OPMAIUS B AIEKTPOHHOM (opMe, KOTopasi IpUCOEeTMHEHA K IPYTon
uHpopMallMM B AJNEKTPOHHOM ¢opMe (moamMchbiBaeMoil uWHGOpPMALMHU, JTOKYMEHTY B
AJNIEKTPOHHOM BHUJE) WJIM HMHBIM O0pa3oM CBs3aHHas ¢ Takod HMHQopmainueil, u KoTopas
UCTIOJIB3YETCS AJISl ONPEICTCHHS JIUIA, TIOIMCHIBAIONIET0 HH(OPMALIHUIO.

1.6. B xauectBe myOnuyHoi yacTtu kitova [I13I1 ucnonb3yercs yHUKaaIbHOE UMS YYETHOM
3amMcH, MpuMeHseMoe [ aBTopu3auuu nojb3oBarens B C. B kauecTBe KOH(pHIEHIHATBHOM
yactu kioya 1911 uenons3yercs naposb K y4ETHON 3aMHCH.

1.7. UsrotoBnenue (reHepamuio), Beigady u perucrpanuio B MC ykazaHHbix B 1. 1.6
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MMEH I10JIb30BaTelIel U MapoJjieil ocyllecTBIAET cTapinii Bocnurarenb Manaxosa A.l'. (nanee -
OTBeTcTBEHHBIN 3a TexHUYecKyto noaaepxky MC).

1.8. ITapons nonws3oBatens MC MokeT ObITh U3MEHEH €r0 BIAAEIbIEM B 000N MOMEHT
nociie aBtopuzauun B MC. Pexomenayercs M3MEHSATh Maposib HE pEXe OAHOIO pa3a B TPH
Mecsua. Jlns CHMKEeHMsI pucka mojadopa maposisi U HECAaHKIMOHUPOBAHHOIO HMCIOJb30BAHMS
IPYTMM JIMLIOM KJIH4a DJEKTPOHHOM TNIOANKMCH PEKOMEHAYETCS He 3aJaBaTb MapoJ,
UCIIOJIb30BAaHHBIE PaHEE.

2. TepMunbI 1 onipeaesieHust

B nannoM [lomoxkeHnn UCIoOab3yrOTCs CIEAYIOINUE TEPMUHBI U UX ONIPEACICHUSA:

2.1. Buaapgenen mnpocTOi SIEKTPOHHOH TMOAMHCH - COTpyAHUK OpraHu3anum,
nonnucaBmuit  YBegomuenue (Ilpunoxxkenune Nel) o0 o0O3HaKOMJIEHHMM C  HACTOSIIUM
[TonoxxeHnem 1 UCOJIB3YIOLIMI UMS MTOJIB30BaTEINs U Mapoib A apTopusaiuu B UC.

2.2. BHYTpeHHHWi 3JIeKTPOHHBIH JOKYMeHT (1ajiee - JIOKyMEHT) - IIOKyMEHT,
co3nansbiii B IC B 2neKTpoHHOM (pOopMe U MOANMCAHHBIN AJIEKTPOHHOM MOAMUCHIO0 COTPYIHUKA
(2TIEKTPOHHBIMU MOJIMTUCAMU COTPYAHUKOB) OpraHu3aiuu.

2.3. Kiirou 3JIeKTpOHHOW MOANMCU - YHUKAIbHAS TOCIEOBATEILHOCTh CHMBOJIOB,
MpeIHAa3HAYCHHAs 111 NOATBEPKIACHUS ¢ ucnonb3oBanuem cpeacts UC nmognuuanoctu [1911 B
JlokymeHTe.

2.4. PeecTp BBIIAHHBIX KJIKYeH 3J1eKTPOHHOH moanmucu - Xpansmuiics B UC crimcok
YHUKAJBHBIX MOCJIEI0BATEIbHOCTEN CHUMBOJIOB, COAEPKAIIUXCA B BBIJAHHBIX MOJIb30BATEISAM
MMEHAX YYETHBIX 3alHCEel U Maposix.

2.5. PeecTp 0TO3BaHHBIX KJIIOYel 3J1eKTPOHHOI moanucu - xpausmuiics B UC cimcok
nosib3oBareneit C, kitoun 351eKTpOHHON MOAMKMCH KOTOPBIX K MOMEHTY OOpallleHUs K JaHHOMY
peecTpy ObUIM OTMEUEHBI KaK HeJCHCTBUTEIbHBIC.

2.6. IIpocras saexkTponnas noanuck (IIIII) - uadopmaius B 3MeKTpOHHON dopMme B
NC, Bo3HUKalOllas B MOMEHT BBINOJIHEHHUS BIIAJEIbLEM 3JIEKTPOHHOM MOANUCH KOMAaHJbI
noanucanusa Jlokymenta B uHTepdeiice MC, moareepxaaromias MOITUHHOCTH JlokymeHTa
u/umn ¢dakt ozHakomisieHus Branenbia [IDI1 ¢ JlokymeHTOM, KOTOpas B3aMMHO OJIHO3HAYHO
CBsI3bIBacTCA ¢ JJOKyMEHTOM M BIAJEIbLEM NOAIUCH.

2.7. Wramn DIl - BuzyanmbHas oTMeTKa 00 SJIEKTPOHHOM TMOJIMUCH, BKIHOYAIOIIAS
pexkBusutsl [IOII, xoropas aBTomaTmyecku cosgaercs cpeacrBaMu HMC npu  OTKpsITHH
(Buzyanuzanuu) gokymenta, noanucanHoro [19I1, B untepdeiice UC; Bpems hopmupoBanus
[1211 oTobOpakaeTcs B mTamMIie Mo 4acOBOMY mosicy nois3zoBarens VC.

2.8. O0OpadoTka »>JIeKTPOHHOIO /JAOKyMeHTa - jeiictBus mnoib3oBatenss HMC c
AJIEKTPOHHBIM JIOKyMEHTOM cpenctBamu WC, BKIIOYas, HO HE OrpaHUYMBAsACH: CO3JaHUE,
npoBepka, noanucanue [IDI1, mHbpOpMuUpoBaHue apyroro moisb3oBatens MC o mokymeHTe,
MOATBEPKJACHUE TIOJNYYEHHUs, O3HAKOMIIGHHE, CO3/IaHhe KOMHM Ha OyMa)kHOM HOCHUTeEJe,
OTKJIOHEHHE, yJaJICHUE.

3. O0ecnieyeHue IPUINIECKOH CHJIbI BHYTPEHHUX JJIEKTPOHHBIX JOKYMEHTOB

3.1. XKuznennnii nukn Jlokymenrta B MIC BkitoyaeT: co3gaHue U Mpouyue JIEHCTBUSA 1O
ero o0paboTke, oTpakeHue B yuere, a Takxke xpanernne B C. UC obecnieunBaeT perucTpaiuio
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neicTBuil noabs3oBareneil ¢ JJokyMeHTOM (JIOTMpOBAaHUE) B TEUEHUE )KM3HEHHOTO LIUKIIA.

3.2. Bce Brnagensibl [1311 npusnator paBHO3HaUYHOCTH cBoeil I1DI1 coOcTBEeHHOpYUHOM
HOJMKCH HAa OyMa)XHOM HOCHUTEIIE.

3.3. Cozpganue I19I1 B MC mHULMHMpYETCS COOTBETCTBYIOIIUM JEUCTBUEM Biajeliblia
[1211, T. . HE BBINOIHAETCS ABTOMAaTHYECKH MJIM HE3aMETHO IS BIaIEIIbLA.

3.4. Ilonnomoums Buagensua IIOII, nmonnucaBmero JloOKyMeHT, NMOATBEPKIAIOTCS B
MoMmeHT noanucaHus Jlokymenta B MC aBTOMaTHYECKH IO MOJIOKUTEIBHOMY pE3yJbTaTy
CJIEAYIOIIMX ITPOBEPOK:

- COOTBETCTBYIOIINI M0JIb30BaTENb aBTOpU30BaH B 1C,

- COOTBETCTBYIOIIMI KJIIOU JJIEKTPOHHOW MOANMCU BKIIOYEH B PEECTP BBIJAHHBIX
KJIFOYEH JIEKTPOHHOUN MOAMUCH,

- COOTBETCTBYIOIIMI KJIIOY AJIEKTPOHHOW MOJIUCU OTCYTCTBYET B PEECTPE OTO3BAHHBIX
KJIFOYEH 3JIEKTPOHHOU MOAIHUCH.

3.5. Bpemsi gpopmupoBanusi 3yeKTpoHHOU moamnucu (uxcupyercs cpeacrsamu UC mo
rpunBuuckoMy Bpemenu (UTCH0).

3.6. BHyTpeHHUE OJ3JIEKTPOHHBIE JOKYMEHTHI, mnoanucanueie [IOII, mpusnatorcs B
Opranuzanuu paBHBIMH 110 FOPUIMYECKON cuJie JTOKyMEHTaM Ha OyMa)KHBIX HOCHUTENSX,
3aBEPEHHBIM COOCTBEHHOPYYHOM MOJIUCHIO.

3.7. llonp3oBarenn MC npusHaroT, yTo Busyanusauus mwramna [1911 npu nemoHcTpannn
Hokymenta B unTepdeiice UC, BemonHeHHas cpeactBamu HC, sBiseTcss HEOCTOPUMBIM
MOATBEpkJACHUEM (pakTa MOANUCAHUS JOKYMEHTa COOTBETCTBYIOMUM Biaaenbiem [1311
(MOITUHHOCTH U HEOTPEKAEMOCTB ).

3.8. Xpanenue JJoKyMEHTOB OCYILIECTBIISIETCSI ITyTEM 3allUCU CBEIEHUM 0 JJokyMeHTax B
apXUB 3JIEKTPOHHBIX IOKYMEHTOB, KOTOpPHIi1 siBsiercs yactbio NC.

3.9. Opranuzanus 006ecrneuynBaeT TEXHHYECKUMU U OpraHU3allMOHHBIMU MEPAMHU 3aILUTY
OT HECAHKIMOHHPOBAHHOTO JOCTYNAa M NPEIHAMEPEHHOIO YHUYTOXEHUS W/WIM UCKaKEHUs
cBelleHui 0 JloKyMeHTax B apXuBe€ 3JEKTPOHHbIX J0KyMeHToB MC, a Takke TapaHTHpPYET
MOATBEPKACHUE aBTOPCTBAa JOKyMeHTa, noanucanHoro I[IDII aBropa, B TOM uucie myTem
YTBEP)KJIEHUS MOMMEHHOTO OrPAaHMYEHHOTO CHUCKAa JIML, UMEIOIUX pacUIMpeHHbIE
(aaMUHUCTpaTUBHBIE) IIPaBa JOCTYIA K ApXUBY AJIEKTPOHHBIX JoKyMeHTOB UC.

3.10. Joxymentsl xpanstcs B IC B Tom dopmare, B KOTOpoM OHH ObLIH co3aaHbl. Cpok
xpaHeHus JlokymMeHTOB U cBeieHMH O J[oKymMeHTax He MOXeT ObITh MeHee 3 (Tpex) JeT u
omnpezenseTcs B COOTBETCTBUU C JIOKAJIbHBIMM HOPMATHBHBIMU akTaMu OpraHuzalnuu Wik ee
CTPYKTYPHBIX ITOAPAa3/1eICHU.

3.11. Komus 31€KTPOHHOTO JOKYMEHTa MOXXET OBITh M3TOTOBIIEHA (pacrieyaTaHa) Ha
OymaxkHoMm Hocutene cpeactBamu MC u 3aBepeHa cOOCTBEHHOPYYHOU MOJMUCHIO BIiaJeiblia
[I211, nubo umeHaMH KOMHCCHHM, BKIIOUalOmed B ce0s Kak MHUHUMYM DPYKOBOIUTEIS
Opraauszauuu ¥ JMI0, UMEIOLIEe pacCIIuPEeHHbIE (AAMUHUCTPATUBHBIE) ITpaBa JOCTYIA K apXUBY
MeKTpoHHBIX AokyMeHTOB MC. Komusi 351eKTpOHHOrO JOKyMEeHTa Ha OyMa)KHOM HOCHTENe
JOJDKHA coepaTh Buszyanuzanuio mTamna (mwramnos) [I9I1, moaTrBepkaaroiryio, uTO
opurnsHain Jlokymenra noganucas [13I1. AyTeHTUUHOCTB 3JIEKTPOHHOTO IOKYMEHTA U €ro KON
Ha OyMaXxHOM HocuTene obecrieunBaercs cpeacrBamu MC.
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4. IlpaBa, 0013aHHOCTH U OTBETCTBEHHOCTH BJIA/IeJIbIA 3JIEKTPOHHOI MOIIUCH

4.1. Bnanenen [1911 umeer mpago:

- oOpamartbes kK OTBETCTBEHHOMY 3a TeXHHYeCKyro noanep:xkky UC ans aHHyaupoBaHuUs
(oT3bIBa), TPHOCTAHOBKHU (BO3OOHOBIICHMS) JEWUCTBHUS NPHUHAJICKAIIETO €My KIIouda
3JIEKTPOHHOW MOJIUCH;

- B Clly4ae HEOOXOJMMOCTH 3aMEHbl, BOCCTAHOBJIEHUS KJIIOYa AJIEKTPOHHON MOANUCU
oOpatutbcsi K OTBETCTBEHHOMY 3a TexHUYeckyr mnomuepxkky HC ¢ cooTBercTBYyrOIEH
MPOCHOOH U MOTYYUTh HOBBIN KIIFOY 3JIEKTPOHHOMN MOAMKCH;

- oOpamarbcsi K pykoBojAcTBY OpraHuzanuu ais pa3dopa KOHQIMKTHBIX CHUTYallUi
(ciopoB), Bo3HuKaromux mnpu npumenenuu [1311 B MIC.

4.2. Bnagener 1211 00s3au:

- BECTU 00pabOTKY BHYTPEHHUX 3JIEKTPOHHBIX NOKyMEeHTOB B MIC B COOTBETCTBHH CO
CBOMMH JIOJKHOCTHBIMU O0SI3aHHOCTSIMU;

- NPUHUMATh BCE BO3MOXHBIE MEpbI Jis MPEAOTBPAIICHHUS HECAHKIIMOHUPOBAHHOTO
MCIIOJIb30BAHMSI CBOETO KJIFOYA 3IEKTPOHHOM MOJIUCH;

- HU TIPU KaKUX YCJIIOBUSX HE MepelaBaTh KIIOU AIEKTPOHHOM MOAMUCH IPYTUM JIUIIAM;

- TpU KOMIIPOMETAIMM CBOETO KII0Ya SJIEKTPOHHON MOANMCH HE3aMEUIUTEIbHO
oOpatutbcst K OTBETCTBEHHOMY 3a TEXHHUYECKYIO nojepkky MC nis mpruocTaHOBKU JIEHCTBUS
MpPUHAAJIEKAILET0 eMY KJIH04a 3JIEKTPOHHOM MOMUCH.

4.3. Bnapenen IIDII HeceT MMYHYIO OTBETCTBEHHOCTH 3a COXPAHHOCTh CBOETO KIIFOYA
AJIEKTPOHHOM MOJIKUCH U €r0 3alIUTy OT HECAHKIIMOHUPOBAHHOTO UCIIOIb30BAHMS.

5. Texnosorus npumenenus cpeacts III11 B UC

5.1. dns npumenenus 11011 B UC Bnagensiy [1911 Heo6xoaumo aBTopuzoBathes B VIC ¢
MCIOJIb30BAaHUEM ITyOJIMYHON U KOHPUACHIHANbHOM yactell kiatova 1911 (ums monb3oBarens u
napoiib). [lognucanue JlokymMeHTa BBINMOJHSETCA MyTeM Haxkatus Ha kHomky "[loamucats" B
untepdeiice UC.

5.2. Uudopmaniusi 000 BCeX BBIJITAHHBIX MOJIB30BATEIIO KITFOYaX AJIEKTPOHHOU MOJIUCH,
JaTax MOJyYEeHHs U MpEeKpalieHus ux aeuctBus (u3bsatus) xpanurcs B IC nmocrosiHHO.

5.3. Ilpu npekpanieHnn y corpyanuka Opranu3aiuu JT0JDKHOCTHBIX OOS3aHHOCTEH 10
00paboTke BHYTPEHHHUX DJIEKTPOHHBIX JOKYMEHTOB ¢ wucnoyib3oBanuem [IOIl wnu mpwu
YBOJIbHEHUU COTPYAHUKA €ro KUY BHOCUTCA B PEECTP OTO3BAHHBIX KIIOUEH SJICKTPOHHOMU
noanucu OTBETCTBEHHBIM 3a TexHMUYecKyro nojaepkky MC. C momeHTa BHECEHHMs KIIO4a B
peecCTp OTO3BaHHBIX KJIIOYEH HJIEKTPOHHOM MOANMCH Bce mociaeayromue JloKyMeHThl,
noanucanueie 3tod I[IDIl, He cumTarOTCs MOANMCAHHBIMU HAJJICKAIIUM 00pa3oMm, T. €.
MOJNHUCHIO0, PABHO3HAYHOU COOCTBEHHOPYYHOM.

6. 3akar0YHTEeIbHbIE MOJIOKEHUS

6.1. Hacrosimee 1lonoxeHne BCTynaeT B CUILy C AaThl YTBEPKIACHUS.
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[Tpunoxenne N 1

k [Tonoxxennro 00 UCTIOJIb30BaHUHU TTPOCTON
AIIEKTPOHHOM MOIUCH JUIsl BHYTPEHHETO
AJIEKTPOHHOTO IOKYMEHTO000pOTa B
MyHununantbHoOM 010 I)KETHOM
JIOTIIKOJIBHOM 00pa30oBaTeIbHOM
yupexaeHuu «Jlerckuii cam No217»

VYBenomienme
00 03HAKOMJICHUU C TIOJIOKEHHUEM 00 MCIOJIb30BAHUU MPOCTOM 3JIEKTPOHHON MOAMUCH IS
BHYTPEHHETO JIEKTPOHHOTO JOKYMEHTO000POTa

[©. 4. O. pabomnuxal, wumenyemblii B ganbHeiiimeM '"PaOoTHHK", HACTOSIINM
MOATBEPKAAET, YTO O3HAKOMMWICS U corjaceH ¢ [lomokeHneM o0 HWCHOJB30BAHMM IPOCTOM
ANEKTPOHHOM  TOJANUCU  JUII  BHYTPEHHETO  AJIEKTPOHHOIO  JOKYMEHTOOOOpoTa B
MyHHUIIMTTaNTEHOM OIO/PKETHOM JIOIIKOJIBHOM 00pa3oBaTeNIbHOM yupexaeHun «JleTckuit caj
No217», a umenHo, PaboTHUK MpU3HAET paBHO3HAYHOCTh CBOEH IIPOCTOM 3IEKTPOHHOMN TOIIUCH
(mamee - IIDII) coOcTBeHHOPYYHOM MOAMHCH Ha OYMa)XXHOM HOCUTENE W 3asaBIsSE€T O
MPUCOECTUHEHUH K COTJIAIIEHUIO 00 y4acTUU BO BHYTPEHHEM 3JIEKTPOHHOM JIOKYMEHTOO00O0pOTE
¢ ucnonszoBanueM [IDI1 Ha ycnoBusix IlonmoxkeHus 06 MCHOIB30BaHUU MPOCTOM IEKTPOHHOU
MOJTUCH JIJISl BHYTPEHHETO AJIEKTPOHHOTO JOKYMEHTO000pOoTa B MYHUIIUIIaTFHOM OFOKETHOM
JOLIKOIBHOM 00pa3oBaTenbHOM yupexkaeHuu «Jletckuit cag No217»

[Toanucanue PaGoTHUKOM HAcTOSIIET0 YBEIOMIIEHHS PAaBHO3HAYHO MPHCOSIUHEHHUIO K
COTJIAIIEHUIO0 00 y4acTUU BO BHYTPEHHEM 3JIEKTPOHHOM JOKYMEHTOOOOPOTE C UCIOJIb30BAaHUEM
[19I1 Ha ycnoBusx Hactosmero Ilonoxenns B cooTBeTCTBUHU €O CT. 428 I'pakJaHCKOr0 KOAEKCca
P® ("doroBop npucoequHeHus") ¢ AaThl MOJMUCAHUSI.

[0onocnocmob, noonuce, unuyuanet, pamunus) [wucno, mecsay, 2o0]
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