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MyHuumrnansHoe 610IKeTHOE JOMKOIbHOE 06pa3oBaTeNbHOe yupexkaeHue aeTckui cax Nel9
cranuisl Cesepckoit MO Cesepckuii paiioH

ITPHUKA3

16.10.2023r. Ne 127
ct. CMonenckas

06 yreepxnenuu Ionoxenus 06 HCNOAL30BAHUN MPOCTOMH MEKTPOHHOH NOJNHCH ISt
BHYTPEHHEro 31eKTPoHHOro fokymenTooGopora B MBAOY JAC Nel9 er.Cmoenckoi
MO Cesepckuit paiion

B mensx mombmmenus  3(pQEeKTMBHOCTH  JeJOMPOM3BOJACTBA M YCKODEHHS
nokymenroodopota B MBJIOY JIC Ne19 cr. Cmonenckoit MO Cesepcekuit pailon

MPUKA3BIBAIO:

1. YTBepauts u BBecTH B nedictare ¢ 01.11.2023 rona Ionoxenue o6 UCONb30BAHUH
MPOCTOH SJIEKTPOHHOH TMOANMHCH i BHYTPEHHEro 3IEKTPOHHOTO JOKyMeHTooOopoTa B
MBJIOY JIC Ne19 cr. Cmonenckoit MO Cesepckuii paiion (ITpuioxenue 1).

2. Boporauk A.E. pasmectuts Texkct Ilonoxenuss B MudopmaunorHo#t Cucreme
MBZIOY JC Nel9 cr. Cmomenckoit MO Cesepckuil pailoH B pasjelie, yKa3aHHOM B
MOTb30BaTeNbCKOU NokyMenTauuu kK Mudopmauuonnoii Cucreme.

3. Txageso#t O.A.. no 3ampocy npeznocrasusats cotpyauukam MBJIOY JIC Nel9 cr.
Cmonenckort MO CeBepckuii paitoH TekcT [10m0%eHns A1 03HAKOMIICHHS.

4. Jloectu Hacrosmee [lomoxeHnwe [0 CBeAeHHS paGOTHHKOB MOAYMHEHHBIX
MOApAa3/IeIeHuH, KOTOphle B COOTBETCTBMM C IOJDKHOCTHBIMM OOSI3aHHOCTAMH SBJISIFOTCS
YYaCTHHKaMM BHYTPEHHErO 3JIEKTPOHHOIO NOKYMEHTOODOpOTa M O0eCHeduTb INOANHCaHHE
KX/IbIM Y9aCTHUKOM Y Benomaenus o6 ozuaxomuenun ¢ [Monoxennem ao 01.11.2023 roza.

5. Kourposne ucronsenus [Npukasa octasisio 3a coboid.
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[Ipunoxenue 1 x mpukaszy

Ne 127 ot 16.10.2023r.

3aseayromero MB/IOY JIC Ne 19
Cr.Cmonenckoit MO CeBepckuii pailon
Tkauesoit O.A.

[Tonoxxenne 00 UCTIONB30BAHUU TPOCTOM IIIEKTPOHHOU MOMKCH JIsl BHYTPEHHETO JJIEKTPOHHOTO
nokymenTooo6opora B MBJIOVY JIC Nel9 cr. Cmonenckoit MO CeBepckuii paiioH

1.001mme monoXeHu

1.1. Hacrosimee IlomosxeHre 00 HCMOIB30BAHUU TPOCTOW DJICKTPOHHOM MOMNMCH B HMH(OPMAIIMOHHON
cucteme (manmee - MC) MBJIOY JC Nel9 cr. Cmonenckoit MO CeBepckuii paiion (nmanee - IlomoxkeHnwue)
sBisieTcst JIokalbHbIM HopMaTuBHBIM akToM MBJIOY JIC Nel9 cr. Cmonenckoit MO CeBepckuii paiion
(nanee - OpraHuzanusi) M oOIpelenseT MNOPAJOK M yCJIOBUsA pabOThl COTPYJHHKOB C 3JIEKTPOHHBIMHU
nokyMmeHTtamu B MC, HENOCPENCTBEHHO CBS3aHHBIMM C WX TPYIOBOH JEATENbHOCTBIO, C IPUMEHEHUEM
MPOCTOM AIEKTPOHHOMU noanucH (nanee - [19I1).

1.2. YyacTHUKaMH 3J€KTPOHHOIO B3aUMOJEHCTBUS Ha YCIOBUSX, ONpeAeaeHHbIX HacTosmuM [lonoxxenuem,
ABISAIOTCS coTpyAHMkM OpraHuzanuy, HOJNMCaBLIME YBeaoMieHHe 00 o3HakomieHuu c IlonoxkeHueM.
Obpazenr YBemomuieHusi mpuBeneH B [lpunoxenwmn Ne 2 k Hacrtosmemy Ilonmoxenuto. Ilommucanue
coTpyaHukoM OpraHuzanuy YBeJAOMIIEHUS PAaBHO3HAYHO MPUCOEAMHEHUIO K COIJIAIIEHUIO 00 y4acTHH BO
BHYTPEHHEM 3JIEKTPOHHOM JIOKyMEHTooOOopoTe ¢ wucnonb3zoBanuem IIDIl Ha ycnoBusx Hacrosiero
[Tonoxenus B cOOTBETCTBUH cO CT. 428 ['paknanckoro koaekca PO ("lorosop npucoeauueHus").

1.3. Peanuzanus omnpeneneHHblx HactoaumM [lonoxeHneM yciaoBHM NPUMEHEHHs HPOCTON 3JIEKTPOHHOM
HNOJNMCH 00ecHeunBaeT MpHJAHUE HOPUAMYECKONW CHIJIBI BHYTPEHHMM 3JEKTPOHHBIM JIOKYMEHTaM
Opranuzanuu B UC, TpeOyromum JIMYHON MOANKUCH COTPYJHUKA, U ONEPALUIM C HUMHU.

1.4. Hanmmuue 1311 o6ecrieunBaeT BHYTPEHHUM JIEKTPOHHBIM J0KyMeHTaM B UIC:

* IOJJIMHHOCTb - MOATBEPKACHUE aBTOPCTBA JOKYMEHTA;

* LIEJIOCTHOCTD - IOKYMEHT HE MOXET ObITh U3MEHEH I10CJIe MOANNCaHMS;

* HE OTPUILIAHUE aBTOPCTBA (HEOTPEKAEMOCTD) - aBTOP HE MOKET OTKAa3aThCsl OT CBOEH MOJAIHUCH.

1.5. JInst nognuicanus eKTPOHHBIX TOKyMeHTOB B MC ncnone3yercs npocras

AJIEKTPOHHAs MOAMNKCH - HHPOpMAaIUs B JJIEKTPOHHOH (popMe, KOTopast MPUCOEANHEHA K IpYroi nHpopMaluu
B DJIEKTPOHHOH (opme (moamuceiBaeMoi HH(OpMAIUK, AOKYMEHTY B JJIEKTPOHHOM BHUJE) WM HHBIM
oOpa3oM cBsi3aHHass C Takol WHQOpManMeld, U KOTOpass MCHONb3YyeTCs [UIsl ONpeleleHHs JULa,
MOJINHMCHIBAIOIEr0 HH(pOPMAIHIO.

1.6. B xauectBe nyOnumuHod uactu kimtoya [IOI1 wucmonb3yercs yHHKanbHOE HMMSI YYETHOM 3allucCH,
npUMeHsieMoe Ui aBTopu3anuu nojib3osarens B MC. B kauectBe koHpuaeHuuanbHoi yactu kmoya 1011
HCIOJIb3YETCSI MMApOJIb K yYETHOU 3alHCH.

1.7. U3rorosnenue (reHepanuio), Beigauy u perucrpanuio B MIC ykazaHHbIX B 11.1.6 MMeH nosb3oBareneil u
naposeit ocymiectsisger Bopotnuk A.E. (nanee - OTBeTcTBEHHBIN 3a TexHUUecKyIo oaaepxkky 1C).

1.8. ITaponb nonb3oBatens MC MoxeT ObITh M3MEHEH €ro BIa/IEbIeM B JIFOOOH MOMEHT MOCJEe aBTOPU3ALIUU
B MC. PexomeHnayeTcst U3MEHATh Mapojib HE peXKe OJTHOTO pa3a B TpH Mecsua. /st cHukeHus: pucka nojaoopa
apoisi M HECAaHKIHOHMPOBAaHHOTO WCIOJB30BaHUSA JAPYTUM JIMIIOM KJIKO4Ya 3JIEKTPOHHOW IOJIMCH
PEKOMEHIYETCSI HE 3a]1aBaTh NIApOJIM, UCIIOJIb30BaHHBIE PAHEE.

2. TCpMI/IHBI " OpCACIICHUA

B nannowm [lonoxeHun ucnonb3yroTes CAEAYIOIMNE TEPMUHBI U UX ONPEICIICHUS:

2.1. Bramener mpoCcToi JIEKTPOHHON MOMNMUCH - COTPYAHUK OpraHu3amuu, MOAMUCaBIIUN Y BEJOMIICHHE 00
03HAaKOMJIEHUHU ¢ HacTosuuM [lonokeHrneM 1 UCTOIB3YIOMUNA UM TIOJIb30BaTEIsl ¥ apoJb JAJIsl aBTOPU3AIIIN
B UC;

2.2. BHYTPEHHUN 3JEKTPOHHBIM JOKYMEHT (najnee - JJoKyMeHT) - JOKYMEHT OAHOTO U3 THIOB JOKYMEHTOB,
npuBeaeHHbIX B [lpunoxenun 1 x Hacrosimemy Ilonoxenuto, coznanusii B IC B anexTpoHHON (opme U
MOJANUCAHHBIA  AJEKTPOHHOW TOJANUCHIO  COTPYAHHKA (DJCKTPOHHBIMH  MOJAMHUCAMU  COTPYIHHKOB)
Opranmzanuu;

2.3. KIJII0Y 3JEKTPOHHOW MOAMMCH - YHUKAJIbHAsl MOCIEAOBATENbHOCTh CHUMBOJIOB, NpEJHA3HAYEHHAs IS
MOATBEPKICHHS ¢ ucnoiab3oBanuem cpenctBs MC nogmmanoctu [1911 B [lokymenTe;



2.4. peecTp BBIJAHHBIX KIIOYEH DJIEKTPOHHON moanucu - xpaHsmuidcs B MC CHHCOK YHUKaJIbHBIX
MOCJIEI0BATEIbHOCTEN CUMBOJIOB, COJAEPKAIINXCS B BBIJIAHHBIX MMOJIH30BATENSIM UMEHAX YYETHBIX 3aluceil u
MapoIsx;

2.5. peecTp OTO3BaHHBIX KJIIOUEH 3JIEKTPOHHOM noanucu - xpansamuiics B IC cnucok nons3oBareneit UC, y
KOTOPBIX KJIIOUM DJIEKTPOHHOM MOJAMUCU K MOMEHTY OOpallleHHs K JaHHOMY peecTpy ObLIM OTMEUEHBI Kak
HeJIeHCTBUTEIIHHbIC,

2.6. mpocrtas anekTponHas noanuch (I[1911) - mapopmanms B anexkTporHoit ¢opme B MIC, Bo3HHKarOmas B
MOMEHT BBHITIOJTHEHHS BJIAJICIBIIEM JIEKTPOHHOHN MOANKMCH KOMaHAbl moanucanus JlokymeHTa B uHTEpdeiice
NC, mnoareepkmaromas moOMIMHHOCTh JlokymeHnTa wu/mnm ¢akt o3HakomiieHus Biagenbiia [IDI1 ¢
JIokyMeHTOM, KOTOpasi B3aUMHO OJTHO3HAYHO CBSI3bIBaeTCA ¢ JIOKyMEHTOM M BJIaJI€IbIEM MTOANHUCH;

2.7. mramn [I3I1 - Bu3yasibHas OTMETKA 00 AJIEKTPOHHOMN MOAMKUCH, BKIIFOYaroiast pekBu3uthl [1311, koTopas
aBToMaTU4ecKku cosnaercsa cpeactBamu MC mpu oTKpbITHH (BU3YyaIU3alnK) JOKyMeHTa, noanucanHoro 11311,
B untepdeiice MC; Bpems popmupoBanus [1311 orobpakaercs B mtaMIie o 4aCOBOMY IMOSICY MOJIb30BaTEIIsS
UcG,;

2.8. 00paboTka ANEKTPOHHOIO AOKYMEHTa - JedcTBus mnoib3oBatenss VC ¢ 37eKTPOHHBIM JTOKYMEHTOM
cpeactBamu  MC, Britouas, HO HE OIpaHUYMBAsCh: CO3/JaHuE, NpoBepka, mnoxanucanue IO,
uHpopmupoBanue apyroro mnoibizoBatens MC o gokymeHTe, MOATBEpKICHUE MOTy4YEHHS, O3HAKOMIICHUE,
CO3JIaHMe KONMH Ha OyMa)XHOM HOCHTEJIE, OTKJIIOHEHHE, yIalIeHHE.

3. ObecnieueHne IOPUINIECCKON CHITBI BHYTPEHHHX 3JIEKTPOHHBIX JOKYMEHTOB

3.1. XKusznennslii nukn Jlokymenra B MC BKkIOYaeT: co3gaHue U Mpoyue ACUCTBUS MO ero obpaboTke,
oTpakeHHE B ydere, a Takxke xpaneHne B C. IC obecnieunBaeT perucTpanuio IeHCTBHIA MOJIB30BATENEH C
JIoKyMEeHTOM (JIOTUPOBaHME) B TEUEHUE )KU3HEHHOTO IIUKIIA.

3.2. Bcee Bmagensust IIDI1 nmpusnator paBHO3HauHOCTH cBoed IIDIl coOcTBeHHOPYWYHOM mMOANMCH Ha
OyMa)KHOM HOCHUTEJIE.

3.3. Cozpmanue II2I1 B UC wuHMmmupyercs COOTBETCTBYIOIIMM aeiicTBueM Biaaenbna [19I1, T.e. He
BBITIOJIHAETCS] aBTOMAaTUYECKH MJIM HE3aMETHO JIS BiaJeiblia.

3.4. Ilonnomouust Bnanensua 1911, moanucaBmero /IoKyMeHT, MOATBEPKAAOTCA B MOMEHT MOJIHCAHUS
JoxkymenTa B IC aBTOMAaTHYECKH 110 MOJIOKUTEIBHOMY PE3YJIBTATY CIEAYIOLUX IPOBEPOK:

* COOTBETCTBYIOIIUH MOJIb30BaTENh aBTOprU30BaH B UC,

* COOTBETCTBYIOIIMH KIIIOY DJJIEKTPOHHOM MOJIMCH BKJIKYEH B PEECTP BBIJAHHBIX KIIIOUEH 3JIEKTPOHHOU
MOJIIUCH,

* COOTBETCTBYIOLIMH KJIFOY JIEKTPOHHON MOJANNCU OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIFOUYEH 2JIEKTPOHHOU
MOJTHUCH.

3.5. Bpems ¢opmupoBaHus 3JeKTpoHHOH mnoamucu ¢ukcupyercs cpenctBamu MC 1o rpuHBHYCKOMY
Bpemenu (UTCHO).

3.6. BHyTpeHHHE 2IIEKTPOHHBIE JOKYMEHTHI, NiepeunciacHuble B [lepeune, npusenenHoM B [Tpunosxenun Ne 1
K HactosieMy [lonoxenuto, noanucannsie 11911, npusHatorca B Opranuzanuu paBHbBIMU 10 IOPUAMYECKON
CHJIe IOKyMEHTaM Ha OyMa)XHbIX HOCUTEIISIX, 3aBEPEHHBIM COOCTBEHHOPYYHON MOIMUCHIO.

3.7. Tonb3oBarenu WC npusnator, yto Buiyanuszanus mramna [IOI1 npu gemonctpanum JlokymeHTa B
untepoeiice MC, BeimonHeHHas cpeactBamu HWC, sBiseTcss HEOCHOPUMBIM MMOJTBEpXkAEHUEM (akTa
MOAINUCAHUS JOKYMEHTa COOTBETCTBYIOIIMM BiajenblieM [1911 (moIMHHOCTE M HEOTPEKAEMOCTB ).

3.8. Xpanenue JIOKyMEHTOB OCYILECTBIISIETCS IIyTEM 3alIUCH CBEJIEHUN O JJOKyMEHTax B apXHB 3JIEKTPOHHBIX
JOKYMEHTOB, KOTOPBIH siBisieTcst yacTbro MC.

3.9. Opranmzanus oOecrieyuBaeT TEXHUYECKMMHU U  OPraHU3allMOHHBIMH ~ MEpaMH  3aluTy  OT
HECaHKLIMOHUPOBAHHOTO JIOCTyNa M MPEIHAMEPEHHOI'O YHHUYTOKEHUS W/MIU HUCKaXEHUS CBEACHUH O
JloKyMeHTax B apXuBe JJIEKTPOHHBIX AOKyMeHTOB MC, a Takke rapaHTHUpyeT MOATBEP)KICHHE aBTOPCTBA
NOoKyMeHTa, noanucanHoro IIDI1 aBTopa, B TOM umncie MyTeM YTBEP>KIEHHUS MOMMEHHOTO OrpaHMYE€HHOTO
CIMCKA JUI], MMEIOLIMX paclIMpeHHble (aJIMUHHCTPATUBHBIE) MpaBa JOCTYyNa K apXHBY AJIEKTPOHHBIX
nokymenToB UC.

3.10. Hoxymentsl xpansitcsi B MIC B ToM ¢opmare, B KOTOpOM OHU ObUIM co3fgaHbl. Cpok XpaHEHUs
JlokyMeHTOB U cBelleHu# 0 JIokyMeHTax He MOKET ObITh MeHee 3 (Tpex) JIET U ONpeAeNsieTcss B COOTBETCTBUU
C JIOKJIbHBIMU HOPMAaTUBHBIMU akTaMu OpraHu3aluy Win €€ CTPYKTYPHBIX MOApPa3IeIeHHM.



3.11. Komust 37eKTpOHHOTO JTOKYMEHTa MOXKET OBITh M3rOTOBJICHA (pacrieuaTaHa) Ha OyMa)KHOM HOCHTEJIE
cpeactBamu MC u 3aBepeHa coOCTBEHHOPYYHOU moxamuchio Biazaenbua [IDI1 nubo uineHamMu KOMHCCHH,
BKJIIOYAIOIIEH B cebsl Kak MMHUMYM pykoBoauTens OpraHuzanuy M JIMIO, HUMEIOIIEe paclIMpeHHbIE
(aIMUHUCTPAaTUBHBIE) IIpaBa JIOCTYNA K apXUBY 3JEKTPOHHBIX AokyMeHTOB MC. Komwusi 31€KTpOHHOro
JOKyMEHTa Ha OyMa)XHOM HOCHTEJe JOJDKHA coJAepKaTh BU3yanu3anuio mramna (mrammoB) 1911,
IIOATBEPKAAIOIY10, uTO opuruHan JJokymenra noanucad [1911. AyTeHTUYHOCTD JIEKTPOHHOIO JOKYMEHTa 1
€ro KoIuu Ha OymMa)kHOM HocuTelne obecnieunBaercs cpenctamu VC.

4. HpaBa, 0053aHHOCTH U OTBETCTBEHHOCTh BJ1aJgciabla BHCKTpOHHOﬁ IIOAIINCH

4.1. Bnagenen 1311 umeer npaso:

* oOpamarbcs k OTBETCTBEHHOMY 3a TexHUYeckyro mnomnep:xkky WC s annynupoBaHusi (OT3bIBA),
MIPUOCTAHOBKY (BO30OHOBIICHUS) IEHCTBUS IPUHAIUICKAIIECTO EMY KITFOUa JICKTPOHHON TOIITUCH;

* B cily4yae HEOOXOJMMOCTH 3aMEHbl, BOCCTAHOBJICHHS KJIIOYa 3JEKTPOHHOM moamucu oOpaTUTbCS K
OTBETCTBEHHOMY 3a TeXHUYECKYI0 nouepkKy MC ¢ coOOTBETCTBYIOMIEH MPOCHOOI M MOTYYUTh HOBBIA KITFOY
3JIEKTPOHHOM MOAMMCH;

* oOpammatecsi K pyKoBoJCTBY Opranuzanuu st pa3oopa KOH(GIUKTHBIX CUTYalui (CIOPOB), BO3HUKAOIIUX
nipu npumeHenuu 11911 B UC.

4.2. Bnapgeneu [1911 o6s13an:

* BecT 00pabOTKy BHYTPEHHHX AJIEKTPOHHBIX JOKYMEHTOB B MIC B COOTBETCTBUU CO CBOMMH JIOJIKHOCTHBIMH
00s13aHHOCTSIMH;

* IPUHUMAaTh BCE BO3MOXKHbBIE MEPBI JJIsl MPEAOTBPALLECHNUS HECAHKIIMOHUPOBAHHOTO MCIIOJIb30BAHUSL CBOETO
KJIFOYA AJIEKTPOHHOM MOJINCH;

* HY [IPY KaKUX YCJIOBUSX HE MEePeJaBaTh KIOY 3JIEKTPOHHON NOANUCH APYTHM JIULIAM;

* TpW KOMIIPOMETAIMM CBOETO KIF0Ya DJJICKTPOHHOW TOJIHCH HE3aMEUIUTEIBbHO OOpaTUThCA K
OTBeTCTBEHHOMY 3a TeXHUYECKyr mnoaaepxkky MC nns mpuOCTaHOBKM ACMCTBUS NMPUHAJJIEKALIETO €MY
KJIF04a 3JIEKTPOHHOM ITOIIUCH.

4.3. Bnanenen 1311 HeceT nuuHy0 OTBETCTBEHHOCTh 3a COXPAHHOCTh CBOETO KJIFOYA 3JIEKTPOHHOM MOJIUCH
Y €ro 3allUTy OT HECAHKIIMOHUPOBAHHOTO MCIIOJIB30BaHUSI.

5. Texnonorus npumenenus cpeacts [1911 B UC

5.1. Ina npumenenuns 1311 B UC Bnangensity 11311 nHeobxonumo aBropuzoBathes B MIC ¢ ucnonb3oBannem
nyosmyHoil M KoH¢uaeHuuansHOW wactedl kmoua [IDI1 (ums monmb3oBatens W mapoisb). Iloanucanue
JlokyMeHTa BBINOJIHSIETCA ITyTeM HaxkaTtus Ha kHonky "[lonnucats" B nnTepdeiice UC.

5.2. Undopmanus 000 BceX BBIJAHHBIX MOJIB30BATENIO KIIFOYAX JEKTPOHHOM MOAMUCH, AaTaxX MOJIy4YeHUS U
npeKpaleHus ux aercrsus (u3parus) xpanurcs B UC noctosHHoO.

5.3. Ilpu mnpekpameHun y coTpynHuka OpraHu3alnuu JOJDKHOCTHBIX 0OOsi3aHHOCTEH 1o o0paboTke
BHYTPEHHUX JJIEKTPOHHBIX JOKYMEHTOB C ucnojb3oBaHueM [IOI] mnm mpu yBoJIbHEHHUH COTpYAHHUKA €ro
KJIFOY BHOCHUTCSI B PEECTP OTO3BAHHBIX KIIIOUEH IEKTPOHHOW Moanucu OTBETCTBEHHBIM 3a TEXHUYECKYIO
noanepxkky MC. C MomeHTa BHECEHHUsl KII0Ya B PEECTp OTO3BAaHHBIX KIIIOUEH AJIEKTPOHHON MOJIUCH BCE
nocnenyomue JlokymeHTsl, noanucaHHele 3toi IIDII, He cuMTaroTCd NOANMCAHHBIMHM HaIJIEKaLIUM
o0pa3om, T.€. MOANNUCHIO0, PABHO3HAUYHON COOCTBEHHOPYYHOM.

6. 3aKIIIOYNTENbHBIC MOJIOKCHUS

6.1. Hacrosiee IlonokeHne BCTynaeT B CUITy € JaThl YTBEPIKICHUS.

6.2. Texct Ilonoxenus pasmeniaercss B MC. Cnoco0 noctyna k axTyainbHOW Bepcuu [lonoxeHus
OIHCHIBAETCS B N0OJIb30BATENbCKOM ToKymMeHTannu k VC.

6.3. Tekct [lonoxenust xpanutcs y TkaueBoil O.A. u mpenocraBiseTcss coTpyaHukam OpraHuzauuu 1o
3ampocy.

6.4. Jlokymentsl, co3ganubie B UC u noanucanueie 1911 B coorBercTBHM ¢ Hactosmmum IlosmoxeHuem,
IIPU3HAIOTCS IOPUINYECKH 3HAYMMBIMU C 1aThl yTBepkAcHUA [lonoxenus.



