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r. Kpacuonap

ITonoxenne
00 oTaeJie AeJIONPOU3BOACTBA M JOKYMEHTO000pOTA

1.061mme nmosoxenust

1.1.0tnen menompou3BojacTBA M AoKyMeHTooOopora (mamee Otaen)
ABIIACTCA CaMOCTOSTENBHBIM CTPYKTYpHBIM nojpasnenennem PI'BOY BIIO
«KyOGaHCKu#it rocynapCTBEHHBIH YHHBEPCHTET» (manee YHHUBEPCHUTET) H
ocymiecTBIsieT  (QYHKUMH  JACHOMPOM3BOACTBEHHOrO  OOCHy)KMBaHUA B
Yuaupepcurere.

1.2.Crpykrypy u wrat OTaena yTBepKaaeT peKkTop.

1.3.01en BO3MIaBiIse€T Ha4albHHUK, IOJYMHEHHBIN HENOCPEICTBEHHO
PEKTOpY YHHBEpPCHUTETA.

1.4 Havansuuk OTaena Ha3zHA4YaeTCs U OCBOOOXKIAETCS OT 3aHMMAaeMOM
JOJKHOCTH PEKTOPOM Y HUBEPCHTETA.

1.5.01zien B cBOEIH A€ATENBHOCTH PYKOBOZACTBYETCS:

- Koncrurytwmeit Poccuiickoii @enepaiyu;

- 3aKOHOIaTeNIbHBIMU akTaMu Poccuiickoit denepanum;

- ykazamu M pacnopsokenusamu I[lpesuaenra Poccuiickoit Penepauyu,
NOCTaHOBJCHUAMH, pacnopsokeHusMu [IpaBurenscrBa Poccuiickoit ®enepanmm,
[PaBUIAMH, HHCTPYKLUSIMH, METOJHYECKUMH pEeKOMEeHIAUMSAMH YUpesKIeHHH
['ocynapcTBenHoit apxuBHOI cnyxOs1 Poccuiickoit ®Denepaiuu, NpuUKazaMu,
JPYTUMH PYKOBOJAIIMMH M JCHCTBYIOIIMMHM HOPMATHBHBIMH JIOKYMEHTaMH
BBIIICCTOSAIIMX OPraHoB [0 BONPOCaM JOKYMEHTALMOHHOro obecredyeHus
yIpaBJICHHS;

- YeraBoM YHHBepcHTeTA;

- OCHOBHBIMHM TONOXKeHUSIMM EAMHOI rocynapcTBEHHONW CHCTEMOi
nenonpousBoacTsa (nanee EI'CJI);

- nojoxenueM 00 apxuBHoM ¢ounge Poccuiickoit Pepepauuu U
rOCYJapCTBEHHOM apXuBHOM ciykOb1 Poccuu no mocTaHOBKe JOKyMEHTaIBHOM
YaCTH JIEJIONPOM3BOJICTBA H PABOTHI APXHBOB YUPEKICHHIA;

- MHCTPYKIIMEH 110 BEJCHHUIO JIeJIONPOU3BO/ICTBA Y HUBEPCUTETA,;

-HACTOSIIMM ToJ10kKeHHeM 06 Otaene.



1.6.0Tnen B3aUMOJACHCTBYET €O CTPYKTYPHBIMH  IOAPA3ACICHUAMHU
VHHUBEPCHTETa,  BBIIECTOSALIMMH  OPraHM3aUMsMM B IIpeJeNax  CBOCH
KOMITETEHLIUH.

1.7.0Ten uMeeT MpOCTYIO KPYMIyl0 reyath ¢ 0003HAueHHeM CBOEro
HAUMEHOBAHUSI W MPSAMOYTOJbHBIE INTAMIBI  JUIS  KOHTPOJIS  MPOXOXKIACHHs
JIOKyMEHTOB.

2.0cHOBHBIE 3a1a9H

2.1.06ecneyenne OpraHu3alMy JICJIONPOM3BOJICTBA B COOTBETCTBHH C
ocHoBHbIMH nosiokeHusamu EI'C/I.

2.2.0praumzanus U obecrieyeHne eMHOro nopsika J0KYMEHTAllMOHHOIO
obecrieueHmus.

2.3.IlpoBeneHne  JIOKYMEHTallMOHHOW  padOTBl MO  TMOATOTOBKE
KOH(epeHIMi, COBELIaHMH, 3acefaHuil PEKTopaTa M JAPYrHX MEPONPHATHH.
BeinonHenne MalImHOMMUCHBIX paboT.

2.4 KoHTponb 3a MCIOJIHEHHEM JOKYMEHTOB U IOJArOTOBKOM K Iepejaue
UX B apPXMB.

3. DyHKUHUMN

3.1.JIns ocywecTBICHHs YKa3zaHHbBIX 3ajady Ha OtTaen Bosjararorcs
cneayromme GyHKIun:

-obecneueHne  LEHTPAJIM30BAHHOIO  ABTOMATH3HPOBAHHOIO  ydera
JOKYMEHTOB, IMOCTYNAIOIIMUX B aJipeC YHUBEPCUTETa, a UMEHHO: BEJICHHE yYeTa
NOCTYNAOWIEH KOPPECNOHACHUMH IMYTEM 3aHECEHUsA WHPOPMALMH B CHCTEMY
3JEKTPOHHOIO JOKYMEHTOOOOpOTa B  pasjeibl: «BXOMAIIHE JOKYMEHTBI»,
«obpatieHus rpaxiaan»;

-OCYLIECTBIICHUE nepejadu MCIIOJIHUTEIISIM NOCTYNAKOLIEH 0
pacrnpe/ie/IeHHe BHYTPEHHEH KOPPECNOHACHLHMH, B TOM 4YHCIE, IEPEJaHHON 10
CHEHAJIbHBIM CPEJICTBAM CBSI3H;

-o0ecrieyeHne ONEpaTHBHOrO MPOXOXKAEHHS BCEX BHIOB JOKYMEHTOB B
CTPYKTYPHBIX MOJpa3/ie/ICHUsIX;

-0()OpMIIEHHE W PacChlIKa pPacropsAHTENbHBIX AOKYMEHTOB, HCXOAALIEH
KOPPECIOHACHIIMH, KOHTPOJIb 3a MPaBHIbHBIM, CBOCBPEMEHHBIM COCTABJICHHEM H
oopmiaeHneM JOKyMEHTOB, (opMUpoBaHHE WX B JeNa, palHOHaIbHAs
OpraHu3alus NepenucKu;

-(popMHpOBaHNEe M OTNPABJICHUE/NIONYYEHHE KOPPECTIOHACHIMN M APYroi
MHPOPMAIIMH 10 JIEKTPOHHBIM KaHaJlaM CBSI3H, B TOM YHCJIE B3aUMOJCHCTBHE C
Munucrepcreom oOpasoBanusi u Hayku Poccuiickoii denepamuu MocpeacTBOM
HH(POPMALMOHHO-AHATUTUYECKOH CUCTEMBI «MOHHTOPUHI, MPOrPAMMHOIO MO /IS
«B3aumoaeiictne»;

-obecnieyeHne B mpeAenax CBOCH KOMIETCHUMH 3allMTBI  CBEACHHIA,
COCTABJIAIOIIUX TOCYAAPCTBEHHYIO TalHy, M HHBIX CBEJIEHHMIl OrpaHH4YEeHHOrO
pacrnpoCTpaHEHHMs,

-BBINOJIHCHHE  MAIUMHOMNHMCHBIX (MJIM C  TNPUMEHEHHEM  CPEACTB
BBIYMCIIMTEILHON TeXHHKH) paboT, B TOM 4HC/IE [€YaTaHHE IPHKA30B, HX




TUPAKUPOBAHHE, PACTIPEICICHHE MO CTPYKTYPHBIM MOAPA3ICIICHUIM;

-BeJicHHe  y4éTa nevyatHo-0JaHOYHOH NPOAYKUMH, KOHTPOJIb 3a €€
MCII0JIE30BAHHEM H XPaHEHHEM;

-BeJICHHE YUETa TOKYMEHTO000pOTA;

-obecrieyeHne METOAMYECKOr0 PYKOBOJCTBA [0 OpPraHM3allid BEACHMS
JIEJIONPON3BOJICTBA B CTPYKTYPHBIX MOZpa3eieHusX Y HUBEPCHTETa, pa3paboTka 1
COCTaBJICHHE CBOJIHOH HOMEHKIIATYPbI A€,

-0Ka3aHHe KOHCYJIbTATUBHOM, METOAUYECKON [MMOMOIIH CTPYKTYPHBIM
NoJjipa3/ie/IeHUsM B OPraHu3aluy AeJI0NpPOU3BOICTBA;

-yyacTHe B pa3paGoTKe MEPONPUSTHIl MO COBEPIICHCTBOBAHUIO (GopM H
METOJIOB paboThl C JIOKYMEHTAMM, BHECEHHWE MpPEUIOKEHUH 10 COKPAILICHHIO
JOKYMEHTOO0OPOTa 3a CYET NMPUMEHEHHs BBHIYMCIUTEIBHON M OpraHu3alHOHHOH
TEXHUKH;

-00paboTka MaTepHaIoOB MO MTOraM MpPHEMa PEKTOPOM IOCETHTENICH 110
JIMYHBIM BOIIPOCaM;

-COCTABJICHHE OT/ICJBHBIX JOKYMEHTOB IO [MOPYYEHHIO PYKOBOJCTBA
YHuBepcurera;

-BBINIOJIHEHME paloT MO KOMIUIEKTOBAHUIO, XPAHEHUI0O M YYETy
JIOKYMEHTOB, a TaKJK€ MOAr0TOBKA JIeJI K C/1aye B apXHB.

3.2.0yukuuu  Mexay corpyaHukamu  Otaena  pacnpeiestoTcs
crenyroummM oopasom.

Crapumuii MHCIEKTOP M0 KOHTPOJIIO 32 UCIOJIHEHHEM MOPYYEHHIA:

-Ha0mo1aeT 3a NMPaBUJIBHOCTBIO COCTABJICHUS U OQOPMIIEHHS MPOEKTOB
MPHKA30B U OCYIIECTBIIAET KOMIUIEKTOBAHHE IIPUKA30B;

-OCYIIECTBIISICT NPUEM W PETHCTPAINIO NIPE/UIOKEHHH, 3aSBICHHH H Kano0
rpaskJiaH;

~[IO/IrOTAB/IMBACT IPUKA3bl, 3aKOHYECHHBIC JAEIONPOU3BOJACTBOM, K C/a4c B
apXUB YHUBEPCUTETA.

JenonpousBoauTenb:

-BEJIET PEruCTPalui0 KOMAHAMPOBOYHBIX YJIOCTOBEPEHUN C OTMETKOM
«yObITHS» U «TIPHOBITHS;

-OCYLIECTBJISIET YYET U PEruCTPALMIO [TOCTYNAKOLIUX JOKYMEHTOB U MMUCEM,
MCXOJSALMX U3 YHUBEPCUTETA,

-FOTOBUT HAa PACCMOTPEHHUE PEKTOPY MOJYUYEHHYIO KOPPECIOHACHIUIO
1o Haubosee BaXKHBIM BONpPOCaM;

-€)KEJHEBHO OCYUIECTBJSET pacnpeiesieHue OTNHCAHHOH PEKTOPOM
KOPPECMOHACHIIMM U NMPUKA30B CTPYKTYPHBIM MOJIpa3/IeJICHHAM YHHBEPCHTETA,

-BEIET  PErucTpalMio  MpOCTOM, 3aKa3HOH  KOPPECTIOHAEHLHH H
aBTOpe(eparTos;

-IIPOU3BOAUT OTIIPABKY MCXO/UILLEH KOPPECIIOHICHLIUH;

-OCYILECTBJSIET OIJIaTy [0 AaBAaHCOBOM KHHXKKE HCXOAALIEH
KOPPECTOHICHLIUH [T0YTOBOMY OTJEJICHHUIO.

MaumsonucHoe 610po

-OCYIIECTB/ISICT BBINOJHEHHE MALUMHONUCHBIX (WIM € TPUMEHEHHEM
CPEACTB BBIYMCIIMTEILHONH TEXHUKH) padoT, B TOM YHCIIE NeYaTaHue IMPHKa30B, UX




THPAKUPOBAHHE;
-ocyuecTpiadger pabory no nepenedyarke ¢ PYKONHCHOrO TEKcTa
ciyKeOHBIX JOKYMEHTOB /Ul PEKTOpa (MCIOHAIoNero 0653aHHOCTH pEKTopa);
-OCYIIECTB/ISIeT CYUTKY M MIPABKY NeperneyaTaHioro Marepuania.

4.ITpaBa u 00s13aHHOCTH

4.1.0t1aen aenonpon3BoACTBA U A0OKYMEHTO000pOTa HMEET NPaBo:

-IaBaTh yKa3aHHA CTPYKTYPHBIM NOJApa3feieHUAM YHHUBEPCHTETA 10
BONIPOCAM, OTHOCAIIMMCH K KommeTeHurH OTzena U BHITEKAIOUMM U3 (QyHKIMI,
KOTOpbLIE Nepevyrciiensl B HacToseM [Tonoxenuu;

-OCYILIECTBIATL KOHTPOJb 32 COCTOAHHEM JICJIONPOU3BOACTBA H IIPOBEPKY
€ro OpraHU3allHH B CTPYKTYPHBIX MOAPA3/ACACHHAX YHHUBEPCHTETa, O pe3ybTaTax
NPOBEPOK JAOKJIALIBATE PEKTOPY;

-Tpe0oBaTh U MOJIy4aTh OT CTPYKTYPHBIX MOJpa3jiesieHuil Y HUBEpCHTETA
MaTepHaibl, HeOOXOAUMBIC PEKTOPY JJIsl OCYIIECTBICHUs ACATEIbHOCTH BY3a;

-MPUBJIEKATH, MO MOPYYEHHIO PYKOBOJACTBA YHHUBEPCHTETA, CMNECLHAIHCTOB
CTPYKTYPHBIX MMOAPA3JeNeHHii K MOArOTORKE NPOEKTOB JJOKYMEHTOB;

-3alpaliuBaTh  OT  CTPYKTYPHBIX  MOJApPa3ACJCHUH  HEOOXOAHMBIE
JIOKYMEHTBI JUIs BBIIIOJIHEHUA BO3/I03KeHHBIX HAa OTaen QyHkumii;

-paccMaTpuBaTh BCK KOPPECMNOHJACHILHIO, MOCTYNaKILYl0 B ajpec
YHUBepcuTeTa;

-BECTH IPEABAPHTEIbHBIH IMPOCMOTP JOKYMEHTOB M ONpeneNsiTh HX
JanbHeiee ABUKEHHE;

-UMeTb J0CTyN K HHpopMauHu (HoKymMeHTaMm H 0a3zaM JaHHBIX B npenenax
KomrereHuuu Otaena);

-TpedoBaTh NpPENOCTaBICHHE OTYETOB M HH(OPMAUUH 00 HCIOJIHEHHH
JIOKYMEHTOB, [TOPYYCHUN U PEIICHUH;

-MIPOBEPATH KA4YECTBO MOJArOTOBKH U ODOPMIICHHS BCEH OpraHM3allMOHHO-
pacropsiiuTeIbHON JOKYMEHTALUH, IIPEACTABISIEMOM HA MTOIUCE PEKTOPY;

-BO3BPALATh MCIOJHHUTEIAM JOKYMEHTBI M TpeboBaTh HMX J0pabOTKH B
Cily4ae HapyumeHus npaBuil ACJONPOU3BOACTBA;

-BHOCHTb MNpPEUIOKEHHA PYKOBOJACTBY YHHBEPCHTETa O NPHUBJICYCHHH K
MaTepPHAJILHOM M JUCHMUIUIMHAPHOH OTBETCTBEHHOCTH JOJKHOCTHBIX JIMIL
110 pe3yJibTaTam IpoOBEPOK;

-pa3pabaThiBaTh 10JKHOCTHBIE MHCTPYKUMH Ha paGoTHukos Ot/ena;

-JIaBaTh pPa3bIACHEHHS M PEKOMEHJALMH [10 BONpPOCaM, BXOAALIMM B
KomneTreHumio Otjena.

4.2.HavyanpHuK OTAENA JJONPOM3BOACTBA M JAOKYMEHTOO0OpOTa TaKke
BIIpaBe:

-TpeGoBaTh OT palOTHHUKOB anmnapara YHHBEPCHUTETa CIIPABKH H JApyrue
MaTepHalbl, HEOOXOMMBIE PEKTOPY;

-npeactaBiasTh OTAEN BO BCEX roCyJapCTBEHHBIX M OOLIECTBEHHbIX
OpraHH3aIusix;

-MOJINUCHIBATL U BU3UPOBATH JIOKYMEHTHI, CBSI3aHHBIE C JEATENLHOCTHIO
Otnena;
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-BHOCHTBH NPE/JIOKEHUsI B YIPaBJICHUE KaJpOB M PYyKOBOJICTBY By3a O
nepeMenieHuy paboruukos Oraena;

-YTBEP)KIaTh JOKHOCTHBIE HHCTPYKIIMH.

4.3.Ha otzmen JAeNONpPOM3BOJACTBA M JOKYMEHTOOOOpOTa BO3JAraloTCs
creyromue 00a3aHHOCTH:

-o0ecneyeHue COXPaAaHHOCTH MATEPHAIbHO-TEXHHYECKHX CpPEJICTB U
obopynoBaHusi;

-CBOEBPEMEHHOE U KaYE€CTBEHHOE MCIIOJIHEHHE NMOPYYEHHH PYKOBOJICTBA.

5. OTBeTCTBEHHOCTH

5.1.0tnen JICJIONPOU3BO/ICTBA " JIOKyMeHTo0o0opoTa HECET
OTBETCTBEHHOCTh 3a HEBBINOJHEHHE O00A3aHHOCTEH M HEHUCNOJIb30BAHHUE NPaB,
NPeyCMOTPEHHbIX IIPABOBLIMU aKTaMH M JlaHHbIM [TonoxkeHueM.

5.2.0TBETCTBEHHOCTh 3a HaJUIeXkKallee M CBOCBPEMEHHOE BBINOJIHEHHE
GyHKUMH, NpeAyCMOTPeHHBIX HacToswuM IlonokeHneMm, HECEeT HayajlbHUK
Otpena.

5.3.Ha wnauvanpHHMKa OTAENa JAEJONPOM3BOJACTBA H JAOKYMEHTOOOOpOTA
BO3J1araeTcs epcoHaibHas OTBETCTBEHHOCTD 3a:

-OpraHusauuio aesateabHocTd OTjena no BbINOJIHEHHIO BO3JIOKEHHBIX
Ha Hee 3a1a4 ¥ QyHKwmii;

-OpraHM3aluio ONepaTHBHON M KAa4eCTBEHHOH MOJrOTOBKH H HMCIOJHEHHS
JIOKYMEHTOB, BEJICHHE JENIONPOU3BOJACTBA B COOTBETCTBUH C JACHCTBYIOUIMMH
NpaBUIAMH U HHCTPYKLMSIMHU;

-COXPaHHOCTb NPHHATHIX B paboTy JOKYMEHTOB;

-NPe/CTaB/IEHUE JOKYMEHTOB Ha MOANUCH PEKTOPY (K.0. peKTOpa);

-o0ecneueHne COXpPaHHOCTH HMMYIecTBa, Haxomswerocs B Otaene, u
co01I0IeHHE NPaBHJI MOXKapHO# 6€30MaCHOCTH;

-IIPHHATHE PELICHHUH MO BOMpPOCAM, OTHECEHHBIM K cdepe AeATeIbHOCTH
1y k0b1 1€101POU3BOICTBA;

-n0a00p, pacCTaHOBKY M AEATEIBHOCTb COTPYyAHMKOB OTaea.

5.3.Ctenenb  OTBETCTBEHHOCTH  Apyrux  pabGoruukoB  Otaena
YCTaHaBJIMBAETCA JO/KHOCTHBIMU HHCTPYKIHAMH.

5.4.HavanbHuKk W Apyrue coTpyaHuku Otaena HECYT NepCOHAIbHYIO
OTBETCTBEHHOCTh 32 COOTBETCTBHE O(GOPMISEMBIX HMH JOKYMEHTOB H
onepanMii ¢ KoppecnonaeHIuel 3akonoarenscTBy Poceuiickoi deaepannu.

6. B3aumooTHoICHWSI

Jns BeinmonHeHus QyHKUMA M pealuM3alMM 1paB, MNPEAYCMOTPEHHBIX
HactosiuuM [lonokennem, oTAea AEJIONPOU3BOACTBA M JAOKYMEHTOOOOPOTa
B3aUMOJCHCTBYET:

6.1.Co BceMmu nojpaszaeneHusiMi Y HUBEPCUTETA 110 BOIIPOCAM:

-OTHECEHHBIM K chepe aesrenbHocTn OTxena;

-OpraHu3auuu KOHTPOJISA U POBEPKU UCIOJNHEHHUs yKka3auuil Otaena,;

-IIOJArOTOBKH M NPEIOCTAB/ICHHUS JOKYMEHTOB;

-nepeayy BXOAALIEH KOPPECIOHACHIIMH U TPHEMa HCXOSIIEH,



MoanucaHo undposon noanucbio: Actanos Muxaun bopucosnu

-MOJIY4YCHHA M BBIJIAYH  JAOKYMCHTOB, [10UICKAIIHX KONHPOBAHHIO H
PasMHOKCHHIO.

6.2.C npaBOBBIM YNpaBJICHHEM - [0 BONpPOCaM, CBA3AHHBIM C
MOArOTOBKOH JJOKYMEHTOB.
6.3.C ynpaBieHHEeM KaJpoB - MO BonpocaMm mnoadopa, nepesoia,

yBOJIbHEHUS KaapoB OT/ieNa U MOBBIIIECHUS HX KBaIHPHKAIIMH.

6.4.C Ilentpom HHTepHer - mo Bompocam pa3pabOTKH H BHEAPEHHS
HOBEHIIMX HMHPOPMALMOHHBIX TEXHOJOTHH, TEXHHYECKOro CONMPOBOXKIACHHS
CHCTEM 3JIEKTPOHHOI0 JOKyMeHTO00opoTa.

6.5.C ympaBjieHHEM 3aKynoK M LEHTPaJIH30BAHHOIO CHaOKeHHs 110
BOIpOCAM:

-obecrieyennss  oprrexHukoif,  obopynoBaHueM,  KaHIEIAPCKHMH
NPUHAIUICKHOCTIMH,

-oopmiieHHsi C OpraHu3alUsMH JIOrOBOPOB HA OKa3aHHE YCJIyT MOYTOBOH
CBSI3H.

6.6.Yka3anus HavaspHuka Otzena 1o BONpoOcaM — OpraHM3aluu
JICJIONPOU3BOJICTBA SBJSIOTCA 00S3aTEIbHBIMU JUISl BCEX COTPY/HHMKOB ammapara
YHuBepcurera.

7. Oprauunzauust padoTbI

7.1.011€1 1€e10NnpOU3BOACTBA H JIOKYMEHTO000pOTa paboTaeT B COOTBETCTBHH
¢ KomniekTuBHBIM 10roBOpoM Y HHUBEPCHTETA.

7.2.CTpyKTypy M LWITaTHYI0 4HCIeHHOCT, OTzena yTBEpHKIAET PEKTOp
YHuBepcuTeTa 10 MNpeACTaBIeHHI0 HauyalpHuka OtTaena U 10 COIVIACOBAHHID C
npo)COI03HOI OpraHU3aIHeii.

7.3.0taen nenonpou3BOJACTBA M JIOKYMEHTOOOOpOTa UMEET B CBOEM COCTaBe
CIEYIONINE TO/IPA3/IC/ICHHs: KAHIIESIPUs M MAIIMHOTTHCHOE GI0pO.

7.4.B cocras Otjena BXoadr:

- HAYQJILHUK;

- CTapIIUii HHCIIEKTOP MO KOHTPOJIIO 32 UCTIOJIHEHHEM MOPYYEHHUI;

- JICJIONPOU3BO/IUTE]b;

- 3aBe/IyIOLIasi MALIMHOMUCHBIM 010po;

- OMEePaTOPhI EKTPOHHO-BEIYHCITUTENIBHBIX M BBIYHCIUTEIBHBIX MAIIHH.

7.5.Havanpruk  Otzena  OCyLIECTBISET HEMOCPEACTBEHHOE PYKOBOJCTBO
KaHLEJIPUEH M MALLIMHOIMCHBIM O1OpO.

7.6.PykoBojcTBO  MalIMHOMMCHBIM Oropo  Ot1e1a  OCYIIECTBIACTCA  Yepes
3aBE/YIOLLYIO.

7.7.00s3ann0cTH  pabotuukoB  Otaena  3akperuisiorcs  JIOJZKHOCTHBIMH
MHCTPYKLIHSIMH.

Havansuuxk oriena nenon POH3BOJCTBA
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