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VYTBEPXJIEHO

IPUKa30M

3apenyromiero MbJZIOY Ne 255
ot 02.12.2024 Ne 143

IoJi0keHHE 00 UCTOJIL30BAHUYU MPOCTOM IJTEKTPOHHOI MOANMCH /IS BHYTPEHHET 0
3JIEKTPOHHOI0 JOKYMEHT0000poTa B MYHHIIMTIATbHOM OIOIZKETHOM JIOIIKOJIBHOM
odpa3zoBareibHOM yupesxkaenun «/lerckuii caa Ne 255» (MBIOY Ne 255)

1. O0me MoJ10KeHUA

1.1. Hacrosimee Ilomoxkenne 00 WCMONB30BAHUUA TIPOCTOM DIEKTPOHHOW TMOIMUCH ISt
BHYTPEHHETO JJIEKTPOHHOTO JOKYMEHT0000poTa B MYyHHMIMIAIBLHOM OIO/UKETHOM JIOIIKOJbHOM
obpazoBatenbHOM yupexaeHun «Jlerckuii cag Ne 255» (MBHAOY Ne 255) (mamee - Ilomoxenue)
SIBJISIETCS] JIOKAJIbHBIM HOpMaTuBHBIM akToM MBJIOY Ne 255 (manee - Opranuzammsi) U onpeaenser
MOPSIIOK U YCIOBUSL pabOThl COTPYIHUKOB C 3JIEKTPOHHBIMU JoKyMeHTamMu B WHdopmannoHHON
Cucreme (nmanee - MC), HemocpeACTBEHHO CBS3aHHBIMH C HUX TPYIAOBOM JESITENBHOCTHIO, C
MIPUMEHEHHEM MTPOCTOM MeKTpoHHOU noanucH (nanee - [1911).

1.2. YyacTHUKaMU DJIEKTPOHHOTO B3aWMOJICHCTBUS Ha YCIOBHUSX, OTPEACICHHBIX HACTOSIIUM
[Tonoxenuem, SBIAIOTCA cOTpyAHUKH OpraHu3aiyu, MOANUCcaBLINe YBeJAOMICHHE 00 03HAKOMIIEHUU
¢ IlonoxenueMm. Ilognucanume coTpygHukom OpraHuzanud  YBEJAOMIICHHS  PaBHO3HAYHO
MPUCOEIMHEHUIO K COTJIAIIeHUI0 00 Y4acTUU BO BHYTPEHHEM JJIEKTPOHHOM JOKYMEHTO00OpOTE C
ucnosibzoBanreM [IDII Ha ycmoBusx Hacrosiero IlosokeHuss B COOTBETCTBUU CO  CT. 428
I'paxxmanckoro koaekca PO ("lorosop npucoeauHeHus").

1.3. Peanuzamus omnpeneneHHbIXx HaAcTOSuM [lonokeHueM yCIoBUM NMPUMEHEHHUS MPOCTON
AIIEKTPOHHOU MOAMHCH OOECIeUnBaeT MpHUAaHUE IOPUAUYECKON CHIIBI BHYTPEHHUM 3JIEKTPOHHBIM
nokymentam Opranuzanuu B UC, TpeOyronum JIMYHOM MOANKUCH COTPYAHHUKA, U ONIEPALIUAM C HUMH.

1.4. Hamuuue T1311 obecrieunBaeT BHYTpEHHUM AJICKTPOHHBIM J0KyMeHTaM B C:

- IOJUIMHHOCTD - IOJATBEPKACHUE aBTOPCTBA JOKYMEHTA;

- LEJIOCTHOCTD - JIOKYMEHT HE MOKET ObITh H3MEHEH IOCIIe TOAIMHCAHUS;

- HEOTPHUIIAaHUE aBTOPCTBA (HEOTPEKAEMOCTD) - aBTOP HE MOXKET OTKA3aThCs OT CBOEH MOAMUCH.

1.5. Jns moamucaHusi 3IEKTPOHHBIX JOoKyMeHTOB B MC wucmonb3yeTcst mpocrtas 3JIeKTpOHHAs
MOANUCH - UHPOpMAIHsI B 3JEKTPOHHOU (hopme, KOTOpas MpUcOoeIuHEeHa K Apyrod mHdopMmanuu B
ANIEKTPOHHOU (opMe (moAnuckiBaeMoi MHGOpPMAINK, JOKYMEHTY B 3JEKTPOHHOM BHJIE) WM MHBIM
oOpa3oM cBsi3aHHasi C Takod HHQOpMAIME, W KOTOpas HCIOJb3yeTcsl HJs ONpeAeNicHUs JIUIa,
MOANUCKHIBAIOIIETO HHPOPMAIIHIO.

1.6. B kavectBe myOmuuyHO#l uactu kimtouya [IDI1 ucnonb3yercss yHHKanbHOE HUMS yYETHOU
3amucy, MpuUMeHsieMoe Ijs aBTopusarmu noas3osatens B C. B kauecTBe KOHpHUACHIIMATHHON YacTH
kiroya [ID3I1 ucnonp3yercs naposp K y4eTHON 3aIUCH.

1.7. UsrotoBnenue (reHepaimio), Beigauy u perucrpauuto B MC ykazanubpix B 1. 1.6 umeH
MOJIb30BaTENEH M MapoJiell OCYIIECTBISIET OTBETCTBEHHBIM 3a reHepauuto [IDI1., HazHaueHHBII
npukasoM 3asenytoiero MBJIOV (nanee - OTBeTCTBEHHBIH 3a TeXHUUECKYIO moanepkky 1C).

1.8. [Mapons nonb3oBarens UC MoxeT ObITH U3MEHEH €ro BIIAJIENblIeM B JIF000 MOMEHT Tocie
apropu3auun B MC. PexomenayeTcss U3MEHATh NapoJib HE PEKE OJHOro pa3za B Tpu Mecdua. s
CHIDKEHHSI PUCKa MOa00pa Mapois U HeCAaHKIMOHUPOBAHHOTO MCIOJB30BaHUS APYTUM JIUIIOM KITFOYa
ANEKTPOHHOU MOAMUCH PEKOMEHAYETCS HE 33J1aBaTh MMApOJIM, UCTIOJIb30BAHHBIE PAHEe.
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2. TepMuHBI U onpeeIeHUs

B nannowm IlonoxeHun UCnomabp3yroTcs CAeAyONINe TEPMUHBI U UX OIIPEIEIICHUS:

2.1. Brnagenen mpocToil 3JeKTPOHHON MOAMUCH - COTpYAHHK OpraHu3aiuu, MOAMUCABITUN
YBenomienue 00 03HaKOMIICHHH ¢ HacTosiuM [lojokeHrneM n HCHoIb3YIOUINI UMS TTOJIb30BaTENs U
napoJs 17 aBropuzanuu B VC.

2.2. BHyTpeHHMI1 JJ1eKTPOHHBIN AOKYMEHT (1ajee - JIOKYMeHT) - NOKYMEHT OIHOTO W3
TUTIOB JIOKYMEHTOB, co3iaHHblii B MC B 3mekTpoHHOW (opMe W TMOINMMCAHHBIN AIEKTPOHHOU
MOANUCHIO COTPYIHUKA (JIEKTPOHHBIMU HOJMUCSAMH COTPYAHUKOB) Opranusanuy.

2.3. K04 »3JeKTPOHHOH NOANMCH - YHUKaIbHAs TIOCJIEIOBATEIIbHOCTh CHMBOJIOB,
NpelHa3HayeHHas: i1 MOATBEpXKIEeHHUsI ¢ ucnoib3oBaHueM cpencts MC mnoamunHOoctu [I9I1 B
JlokyMmeHTe.

2.4. PeecTp BBIIAHHBIX KJIIOYel 3JIeKTPOHHOI moamucu - xpadsmmiics B MC crmcok
YHUKAJIbHBIX MTOCJIE0BATEIbHOCTEH CUMBOJIOB, COJEPKAIIUXCS B BbIJAHHBIX MOJIb30BATENIIM UMEHAX
YYETHBIX 3aIUCEU U MAPOJISIX.

2.5. PeecTp 0TO3BaHHBIX KJIIOYell 3J1eKTPOHHOW moamucu - xpansmmiics B MC crucok
nosb3oBareneil MC, wiroun 37eKTPOHHON MOJMHMCH KOTOPBIX K MOMEHTY OOpalieHHsl K JTaHHOMY
peecTpy ObLIIM OTMEUEHBI KaK HEeJIEHCTBUTENIbHBIE.

2.6. IIpocrasi 3nexkTponHas noanuck (II311) - uadopmanus B nekTporHON dopme B UC,
BO3HMKAIOIIAsi B MOMEHT BBIIIOJIHEHUS BIAJENbLIEM DJIEKTPOHHON MOANHUCH KOMAaH/bl MOJMUCAHUS
Hoxymenta B wuHTepdeiice WMC, mnoarBepxkmaromias MOMIMHHOCTh JlokyMeHTa w/min  (akT
o3HakomiieHus1 Bianenesia 11911 ¢ [lokymeHTOM, KOTOpass B3aMMHO OJIHO3HAYHO CBSI3bIBAETCS C
JIOKyMEHTOM M BJIAJI€TBLEM MTOAMHUCH.

2.7. WMramn IIDII - Bu3yanbHas OTMETKa OO0 DJIEKTPOHHOW TIOMIMHKCH, BKJIFOYAIOIIAs
pexBusuthl [1911, koTOpast aBToMaTnuecku co3naercs cpeactsamu VC npu OTKPHITHH (BU3yaJIU3aIliH )
nokymeHTa, noanucanHoro II0I1, B uatepdeiice IC; Bpems dhopmupoBanus 1311 orobpakaercs B
ITaMmIe Mo 4acoBoMy nosicy noJibzoBaresns MC.

2.8. O0paboTKa 3J1eKTPOHHOTO JOKYMeHTa - nercTBus mojb3oBarenss MC ¢ 3IeKTpOHHBIM
nokymeHTom cpexacteamu VC, Bkitouas, HO HE OrpaHMYMBASICH: CO3/IaHUE, MPOBEPKA, MOANKMCAHUE
[I311, wabopmupoBanue apyroro mojb3oBarenss MC o JOKyMEHTE, MOJITBEPKIACHHE IOTyYCHUS,
03HAaKOMJIEHHUE, CO3/IaHUE KOMMH Ha OyMa)kHOM HOCHUTEJE, OTKIIOHEHHE, yaICHUE.

3. ObecnevyeHue IPUINYECKOI CHIIbI BHYTPEHHHX 3JIEKTPOHHBIX IOKYMEHTOB

3.1. XXuznennsiit nukn Jlokymenta B MC BKIIIOYaeT: co3laHUE M MPOYME ACUCTBUS MO €ro
o0OpaboTke, oTpaxkeHHe B yuere, a Takxke xpaHeHue B C. UC obecnieunBaeT perucTpaiuio AeicTBUi
noJsib3oBareneil ¢ JlokymeHTOM (JIOrupoBaHue) B TEUCHUE KU3HEHHOTO UK.

3.2. Bce Buanmensusl IIDI1 mpusnatoT paBHO3HauHOCTH cBoed [IDI1 cobcTBeHHOPYUHOM
MOANKUCH HAa OyMa)KHOM HOCHUTEIIE.

3.3. Cozpanue II0I1 B UC uHuIMHMpyeTcss COOTBETCTBYIOIIMM JeiicTBueM Bianensia [1911,
T. €. HE BBINOJHAETCA aBTOMAaTUYECKU WIIM HE3aMETHO U1 BIAACIIbLIA.

3.4. ITonnomoums Bnagensua [1311, noanucasmero JJokymMeHT, MOATBEpKAAIOTCS B MOMEHT
noanucanus Jlokymenta B MC aBTOMarudecku IO TOJIOXKHUTEIBHOMY PpE3YylbTaTy CIEIYIOIHUX
IIPOBEPOK:

- COOTBETCTBYIOIIMH 10JIb30BaTENb aBTOpHU30BaH B 1C,

- COOTBETCTBYIOLIUN KIIIOY IEKTPOHHOW IMOAIMUCH BKJIIOYEH B PEECTP BBIJAHHBIX KIIOUYEH
JJIEKTPOHHOMU MOATIHCH,

- COOTBETCTBYIOLIUN KIIIOY JJIEKTPOHHOM IOANUCU OTCYICTBYET B pPEECTpe OTO3BaHHBIX
KJIFOUEH DJIEKTPOHHOM 10 AIUCH.

3.5. Bpems ¢opmupoBaHus 3JI€KTpOHHOM moamnucu ¢ukcupyercs cpeactBamu MC 1o
rpuaBuuckomy Bpemenu (UTCH0).
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3.6. BHyTpeHHUE SIIEKTpOHHBIE JOKYMEHTHI, IepednciieHHble B Ilepedne, mpuBeneHHOM B
[Tpunoxxennn N 1 x Hactosumemy Ilonoxenuto, noanucannsle [1911, npusnatorcs B Opranuszauuu
paBHBIMH 10 IOPUAMYECKOW CHJIE JIOKYMEHTaM Ha OyMaXHBIX HOCHUTENSX, 3aBEPEHHBIM
COOCTBEHHOPYYHOU MOAMHCHIO.

3.7. Tonb3oBatenu MC mpusnator, uto Bu3yanusanus mramna [IOI1 npu memoHcTpanuu
HNoxymenta B wunrepdeiice WMC, Bswimonnennas cpeacrBamu UWC, sBIseTcs HEOCHOPUMBIM
MOATBEPXK/IEHUEM  (akTa MOANMCAHHUA JOKYMEHTa COOTBETCTBYIOIUMM  Biazaenslem [IOI1
(OITTMHHOCTH M HEOTPEKAEMOCTB).

3.8. Xpanenue JJokyMEHTOB OCYILIECTBIISICTCS IIyTeM 3alMCU CBEACHUH 0 JIoKyMeHTax B apXuB
AJIEKTPOHHBIX IOKYMEHTOB, KOTOPBIH siBIsieTcs yacTbio UC.

3.9. Opranuszanus obecrieunBaeT TEXHUYECKMMH W OPTaHW3alMOHHBIMH MepaMH 3alluTy OT
HECaHKIIMOHUPOBAHHOIO JIOCTYNAa M MPEIHAMEPEHHOTO YHUYTOXKEHUS W/WIM MCKaKEHMs CBEIEHUH O
JlokymeHTax B apXuBe DJEKTPOHHBIX JTOoKyMeHTOB MC, a Takke rapaHTupyeT IOATBEPKICHNUE
aBTOpCTBa JOKyMeHTa, nojanucanHoro [19I1 aBTopa, B TOM umclie myTeM YTBEp>KICHHUS OMMEHHOTO
OTPaHMUYEHHOTO CIHCKA JIUL, UMEIOIINX paclIMpeHHbIe (aAMUHUCTPATUBHbIE) MpaBa JOCTYIA K apXUBY
ANIEKTPOHHBIX IoKyMeHTOB UC.

3.10. oxymentsl xpanstcs B C B Tom dopmaTe, B KOTOpoM OHU ObUIM co3maHbl. Cpok
xpaneHusi JlokymeHTOB W cBefeHWd o JlokymMeHTax HE MOXET OBITh MeHee 3 (Tpex) JeT u
OTIpEe/IeNIIeTCS. B COOTBETCTBUU C JIOKAIbHBIMM HOPMAaTUBHBIMU akTamMu OpraHuzanuu HId ee
CTPYKTYPHBIX IOJIpa3/ICICHUN.

3.11. Komwus >JEKTPOHHOTO JOKYMEHTa MOXET OBITh H3rOTOBJICHA (paclieyaTaHa) Ha
OymaxxnoM Hocutene cpeacrBamu MC u 3aBepeHa COOCTBEHHOPYYHOU moanuchio Biaaenbiia [1911,
00 4JIeHaMH KOMHCCHH, BKJIIOYaoIel B ce0d Kak MUHUMYM pykoBojuTens OpraHuzaiuu U JUIo,
HMEIoIIee PACIIUPEHHbIE (aIMUHUCTPATUBHBIE) MpaBa AOCTYIA K apXUBY AJIEKTPOHHBIX JOKYMEHTOB
NC. Konust 3IeKTpOHHOTO JOKYMEHTa Ha OyMa)KHOM HOCHTEINIC JOJDKHA COJEPKaTh BU3YATH3AIIUIO
mrammna (mrammoB) [IDII, mnoareBepkmatomryro, uro opuruHan Jlokymenta mnoamucan [19I1.
AYTEHTUYHOCTh 3JIEKTPOHHOTO JOKYMEHTAa M €ro KONMM Ha OyMa)XHOM HOcuTele obOecreunBaeTcs
cpeactBamu HC.

4. TIpaBa, 00513aHHOCTH ¥ OTBETCTBEHHOCTH BJIa/Ie/IbI[A JIEKTPOHHOM MOANMCH

4.1. Bnagenen 1911 umeer mpago:

- oOpamarbcs k OTBETCTBEHHOMY 3a TexHudeckyro nomnepxky WC mist aHHyIupoBaHUS
(0T3bIBa), MPUOCTAHOBKU (BO30OHOBJIEHMS) NEHCTBMS MPHHAUIEKAILETO €My KIoya 3JIEKTPOHHOMH
IIOJITHCH;

- B cCiyyae HEOOXOAMMOCTH 3aMEHbl, BOCCTAHOBJICHMS KIIIOYa HJIEKTPOHHOM MOIIHCH
oOparuthcst kK OTBETCTBEHHOMY 3a TeXHHUecKyro nojaepxky MC c cooTBeTcTByrOmIEH MpockOoit u
MOJIyYUTh HOBBIH KJIFOY 3J€KTPOHHOM MOMHCH;

- oOpalaTthbest K pykoBoAcTBY OpraHuszanuu i pa3dopa KOH(MIUKTHBIX CUTyalMi (CLOpOB),
BO3HHKaroImux npu npuMmenenuu 11011 B UC.

4.2. Bnanenen I1911 o6s13aH:

- BeCTH 00pabOTKy BHYTPEHHHX 3JIEKTPOHHBIX T0KyMeHTOB B MIC B COOTBETCTBHU CO CBOUMH
JOJPKHOCTHBIMHU O0SI3aHHOCTSIMU;

- TNpUHUMATh BCE BO3MOXHBIE Mepbl Ul MPeJOTBPAIIECHUS] HECaHKIMOHUPOBAHHOTO
UCIOJIb30BAHUS CBOETO KIII0Ya 3JEKTPOHHOM MOJIIHCH;

- HU NP KaKUX YCIOBHSIX HE MepeiaBaTh KIIF0Y AIEKTPOHHOM MONUCH APYTUM JIUIaM;

- IpY KOMIIPOMETALMU CBOETO KIII0Ya AJIEKTPOHHOMN MOJMUCH He3aMeUIUTEIbHO 00paTUThCA K
OTBeTCTBEHHOMY 3a TeXHHUYecKyto mnojiepkky MC ans npuocTaHOBKM AECUCTBHS MPHHAJIESKAIIETO
eMy KJItoua 3JeKTPOHHOH MOAIHUCH.

4.3. Bnamenen IIDII HeceT NMYHYIO OTBETCTBEHHOCTh 33 COXPAaHHOCTh CBOEro KirOua
AJIEKTPOHHON TOJIHCHU U €0 3aIUTY OT HECAHKIIMOHUPOBAHHOTO MCIIOJIb30BaHMUSL.
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5. Texnonorust npumenenus cpeacrts I1I11 B UC

5.1. Jna npumenenus I[13I1 B C Brnagensiy 1311 nHeo6xommumo aBTopmzoBatscsi B UIC ¢
WCIOJIb30BAaHMEM TYOJUYHOW M KOH(UICHIHMaTbHOW wacted wimroua [IDI1 (uMs momb3oBatens u
napois). [loanucanue JlokymMeHTa BBINOJNHSETCS IyTeM Haxkatus Ha KHonky 'lloamucats" B
untepodeiice NC.

5.2. Uadopmanus 060 BCeX BBAAHHBIX IMOJB30BATEIIO KIFOYAX JICKTPOHHOH MOMAIICH, AaTax
MIOJIyYEHUS U IpEeKpalleHus ux aerucTBus (u3bsatus) xpanutces B MIC nocrosiHHO.

5.3. Ilpu mnpekpamenun y coTpynHuka OpraHu3anuy JOJDKHOCTHBIX OOS3aHHOCTEH 110
00paboTKe BHYTPEHHHUX 3JIEKTPOHHBIX JOKYMEHTOB C HcroJsib3oBaHueM [IOI1 mnu npu yBoJibHEHUU
COTpYJHHMKA €ro KUY BHOCHTCSA B PpEECTp OTO3BaHHBIX KIIOYEH AJIEKTPOHHOW MOJAIMUCH
OTtBeTcTBEHHBIM 3a TexHHuecKyto noaepxkky MC. C MoMeHTa BHECEHHUSI KJII0Ua B PEECTP OTO3BAHHBIX
KIIFOYEe AJIEKTPOHHOW MoANucH Bce mnocnenyrommue JlokymeHTsl, noamnucaHHeie 3toil IIOII, He
CUMTAIOTCA  MOANMCAHHBIMM  Ha/UIeKallMM  o0pa3oM, T. €. TMOJINUCBIO, pPaBHO3HAYHOU
COOCTBEHHOPYYHOM.

6. 3akauuTeIbHbIC MOJ0KeHU

6.1. Hacrosimee [TomoskeHne BCTyMaeT B CHITY C IaThl YTBEPKICHHSL.

6.2. Croco6 noctyma kK akTyaiabHOW BepcuH [1010)KeHUs OMMCHIBACTCS B TOJIB30BATEIHCKOM
nokyMenTanuu k UC.

6.3. Texcr [lonoxxeHust XpaHUTCS y AEIONPO3BOAUTENSI U MPENOCTABIAETCS COTPYIHHKAM
Opranuzanuu mno 3amnpocy.

6.4. Jloxymentsl, co3nanubie B MC u moanucanneie [1211 B cooTBETCTBHM ¢ HACTOSIIIMM
[TonoxenneM, mpU3HAIOTCS IOPUINUYECKH 3HAUMMBIMU € JaThl yTBep:kaeHus [lonoxenus.


https://internet.garant.ru/document/redirect/12184522/21

[Tpunoxenne N 2

K ITonosxennro 00 UCHOIB30BAHUU
IIPOCTOU IEKTPOHHOM MOAIMCH IS
BHYTPEHHETO 3JICKTPOHHOTO

JTIOKyMEHTO00O0pOTa
YT1BepxkaeHo
IIpuka3om 3aBeayromero
MB/JIOY Ne 255

YBegomiienue
00 03HAKOMJIEHHH € MOJI0KEeHHeM 00 MCT0JIb30BAHUM NMPOCTOM 3JIEKTPOHHOM MOAMUCH IS

BHYTPEHHEr0 3JIEKTPOHHOI0 I0KYMEHT0000pOTa

(®UO paboTHuKa)

MMEHYEMBbIH B najbHeieM "PaboTHUK", HACTOSIIIMM MMOATBEPIKAAET, YTO O3HAKOMUJICS U COTJIACEH C
[Tonoxennem 00 MCMOJIB30BAHUU MPOCTOM AJIEKTPOHHOM MOANMCU U BHYTPEHHETO 3JIEKTPOHHOTO
nokymeHtoo6opora B MBJIOY Ne 255, a umenHo, PaGoTHHMK mpu3HAET PaBHO3HAYHOCTH CBOCH
MPOCTOM 3eKTpOoHHOM noanucu (nanee - [1311) cobcTBeHHOPYUHOH MOANMUCH HA OyMakKHOM HOCHUTEJIE
U 3asgBISeT O TPUCOCIMHEHUU K COIMVIAIEHHI0 00 Y4YacTUM BO BHYTPEHHEM DJIEKTPOHHOM
nokymeHnToobopore ¢ ucrnosb3oBanueM [I9I1 Ha ycnoBusax Ilonoxkenus 06 HCMIONb30BaHUU MPOCTOM
ANIEKTPOHHOM MOAMKUCH JJI1 BHYTPEHHETO JIEKTPOHHOTO0 JoKyMeHToo00poTa B MBJIOY Ne 255.

[Toanucanne PaGoOTHMKOM HACTOSIIEro YBEAOMIICHHUS pPABHO3HAYHO MPHUCOCAUMHEHHUIO K
COTJIAIIEHUIO 00 y4acTUH BO BHYTPEHHEM AJIEKTPOHHOM JIOKYMEHTO000poTe ¢ ucnoib3oBanuem [1911
Ha ycnoBusx Hactosuiero [lomoxenuss B coorBercTBUU co cT. 428 I'paxmanckoro konekca PD

(" ToroBop npucoeaHEHUS") C JAThI IO IITUCAHUS.

(TOMKHOCTD, MOANMUCH, HHUIHANBI, (haMuus] [d4ucio, Mecsil, To1)
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