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IIP14H-qTO
o6uluvr co6pauuen Pa6oruuxon
MEIOV <fiemcrcuil cad Nb 45 <Eypamuuo>

(npororcon or 29.09.2020 J\b 1)

flo.noxeHue
o nopqAKe BeAeHHq JrHrrHblx ge.n pa6orHlrKoB

1. Oburue noJIo?KeHI'Ifl

1.1 Hacroruee rroJrolKeHue olpeAenqer rIop.[AOK BeAeHI4t J]I4qHbIX AeJI ileAarofoB I',I co-

rprAHr4Koy v MEIOV <femcrcuil cad ]W 45 <Eypamuuo> (tatee _- Aercxuft caa)'

1.2. JIu,lHOe Aeno pa60ruurca - coBoKynHocrl AOKyMeHTOB nepc0FlarhHofo yqera, co-

Iep)KailIrx cBeAeHI4q o pa6orHzKe u efo rpylonofi AeqTenbHocTI4'

1.3. lloloNesne pa3pa6oraHo B coorBercrBt{u c TK, @e4epalrur,lvt 3aKoHoM or

27.07.2006 Ns 152 .,O n.p.oHiurbHbrx AaHHbrD), MeroAFrecKI4MI4 peKoMeHAarlusvu Po-

capxvBa, yKa-soNa llpesn4enra or 30.05 .2005 Ns 609 <06 yrnepxAeHl4l4 llolox<eHus o

rrepcoHar,rbHbrx AaHHbrx rocyAapcrBeHHoro cJlyxauero Poccuftcrofi @elepaUukr v BeEe'

HI4I{ CfO JII4TIHOIO AETIA)), NPABI4JIAMI4 BHYTPEHHC|O TPYAOBOIO PACIIOPflAKA I'I YCTABOM

Iercroro caAa.

2. @opruHpoBaHl{e JrHqHblx gea pa6orHl'tKoB

2.1. iDopur4poBaHr4e r[rrHofo 4ena pa6orHr4Ka rIpoI43BOAItrCt JIUqOM, OTBeTCTBeHHbIM

:a $Opnrup6BaHue IVqHOTO AeJIa, HaIIpI4Mep, AOKyMeHTOBeAOM, Hc nO3AHee nflTvI pa6o-

qux AHefi CO Ar{r 3aKJr}OqeHr{r TpyAoBofo AofoBopa 14 TOJIbKO nOCJIe llonyr{eHut oT pa-

6oruNXa cOrJIaCHfl Ha o6pa6OTKy ero rIepcOHanbHbIX AaHHE'IX.

2.2. IIvtUq orBercrBeHHoe :a Qopur.rpoBalr!{e J'Iur{Horo AgJl&, rlpoBcptcr y pa6ornnra

npr4 nocryrr,TeHnrr na pa6ory Harr4rrlle AoKyMeHToB, rlpeAycMorpeHrlblx crarbefi 65 TK.

B TOM III4CIC:

I]acIIopT vttu u]Floitt AoKyMeHT, yAOCTOBepfiOqufi nurlHocTb;

3asBreHl4e o nplreMe ua Pa6orY
AoKyMeHT, xoropufi noATBep)KAaer perficrpallulo B ct{creMe r4ld.EvrBl4'.y aJIE Horo

nepcourasuuflpoBaHHoro yqerd, n rou qr4cJre n Qopnae 3,'IeKTpoH]{oro .AoKyMeHTa.

lu6o cTpaxoBoe cBuAeTenbcTBo focyAapcTBeHHOfO ITeHCUO.HHOTO CTpaXOBaHVrfl" 34

preKJIIOqeHI4eM CnyqaeB, KofAa TpyAOBOfr AOIOBOp 3 aKltoqaeTc'fl BrI ep BbI e ;

ugenrnQufruuosnrtft norvrep HaJIoroflJlarenburlzKa;

AOKyMeHT BOLTHCKO|O yqeTa (Alr roeHuoo6ssaHlrux nnq);

AoKyMeHr o6 o6PasoBauvu;
crrpaBKy o HaJrr,rqr4r4 (orcyrcrnrzu) cylur.rocru I't (unr,r) Qarra yroJloBHoro npecne-

AOBaHI4fl: 
, 

1

I

or 30.09.2020 Ns



:TpyAoBylo KHr4XKy U (utlr) cBeAeHI4t O TpyAOBOfi AeqrelrHocrl4 (s 'rorvr qI4cJIe B 3JIeK-

tponno* nu4e) 3a I4cKJIlorIeHI4eM cJlyr{aeB' KorAa TpyAoBoff AofoBop 3aKlloqaeTct

BnepBble nln Pa6orHI4K IIocTy[aeT Ha pa6ory Ha ycJIoBI{tX cOBMecTI4TeJIbcTBa'

MeAUUpIHCKyIO KHI4XKy ;

cBI4AeTeJIbCTBO O 6pare;
cBl4AeTenbcrBo o po)KAeHI4I',I AeTefi .

2 3 . nuuo, oTBeTCTBe HHOe 3a KaApoBoe AeJI onpoI',I3BOACTBO, OsOp ltl.aer :

III4IIHYTO KAPTOqKY NO T-2;
rrpr4Ka3 o rpueMe Ha pa6oTy (o nepeueqeHl4l4 Ha Apyrl4e AoJIlGocrI4);

rpyAoBoft AofoBop B AByx sK3eMnntpax;

AOnII(HOCTHyTO I4HCTpyKIII4TO ;

)r(ypHanbr o6 osHaKoMrreHr4r4 pa6orHr4Ka c JIoKanbHbIMI4 aKTaMH. r'loKyMeHTaMI4 IIo

oxpaHe rpyAa.
2.4 . llepvutlHoe oO op MJI eHI4e JII4r{H o ro ge:r a n p e4y c M arp 14 Baer :

a) npucnoeHr4e Jrr4qHoMy AeJry HoMepa cofrlacHo xypHany yqera rt{t{llblx AeJI ([pnno]Ke-

nue J\b 1);

6) npocranJreHr4e Ha o6noinKe JrrrqHoro 4ena (npraJloxteHrIe Ne 2) cneAyrouux peKBI'I3I{TOB:

unlercc AeJra (B CooTBeTcTBvru c HoMeHKJIaTypOfi Aen AeTcKoro caAa); [oJIHoe Hal'IMeHOBa-

Hr4e AeTcKofo caAa; HoMep irfiqHofo treilA; saUn,rul, I4Mt, OTqecTBo paooTHI'IKa B I4MeHt'l-

TeJIbHOM [aAe)Ke; AaTbr * foA Har{arta 14 fOA OKOHqaHI4-g BeAeHI'Iq AeIIa: KOJ'II4qeCTBO III4CTOB:

cpoK xpaHeHvs;
n) norr.leueHl4e AOKyMeHTOB, nOAJrexauII4x xpaHeHI4rO B COCTaBe JIUIIHbIX AeJI' B XpOHO-

NOf I4IIEqKOM TIOP'AKE :

BHyTpeHH flfl. orr1rcb AoKyMeHroB AeJIa (npranoxeHl4e Ne 3);

JII4ST c OTMeTKaMu O6 O3HaKOMJISHI4I4 pa6oruura c JIUqH6IM Ac;1oNI

4):

JII4ST c orMerKaMI4 o pe3ynr,TaTax ell(efoAHofi nponepxz cocroflrll4fl ,'IHrIHofo ,nera

(upunoNeur.re Ne 5);
,ru.IHsIfi III4cToK no yqeTy KaApoB I4JII4 aHKeTa (npn,roNeHnq J\e 6 H Ng 7);

3atBJleHI4e O npKeMe Ha pa6ory;

nprKa3 o rIpI4eMe Ha pa6ory;

AOJIIKHOCTHaq I4HCTpyKUI4{ ;

rpyAoBofr AofoBop;

^oroBop 
o [orrHofi Marep[aJrbHofi orBercrBeHHocru (ecnu' pa6orHI4K - MarepI{aJ'IbHo

orBercrBeHHoe rI4uo);
corJl acue ua o 6p a6 orKy ilep coHaJIbHbIX'qaH HbIX'

2.5.IIucT]ttAoKyMeHTOB, rrOMeU,(eHHbrX B II4t{HOe AeJIO, ilOAIIeX(a'f FlyMepauI4I4'

2.6. [oxyMeHTbt noMeilIarcTcfl B rranKy-cKopocmllBarelr. flpu yBoJIbHeHnu pa6oruuxa

npolxuBarcTct HITTKaM'{ fl cAaroTcq B'apxl4B'

2.7. BwyrpeHHqf, orrr4cb AOKyMeHTOB, UMeTOUII4XC' B JII4IIHOM AeIe, i(oJlxHa coAepx(aTb

cBeAeHIIlIo[op'AKoBbIXHoMepax,HaI4MeHoBaHI4'XAoKyMeHToBAeJIa,KoJII4I{ecTBeJII{-
cToB, AaTax BKJIIOqeHI4'I AOKyMeHTOB B JII4I{HOe .qeno I4 vl31DflTllfl t{3 Ae'{a' a TaKXe' KeM

Lr3ufl'r AoKyMeHT x no raxoil npl4qlrHe.

2.8. BnyrpeHHm orrr4cr, cocraBJrqercq r-ra or/(erbHoM JII'lcre no )'c'r'alli)elessoil Qopn,|e'

Jlncru BHyrpeHHefi onucu HyMepyrorct oraenbHo'

(npu,roNeuHe J\s



/

2,g.IIpVrro.ffoTOBKe JIlqHL,lx AeI K fiepcAaqe Ha xpaHeHl4e K Bt{yt'pctruefi ollhch ctl-

craBJrferc, r4ToroBas 3alr,lcb, B Koropofi yKa3brBaercg rrr40paMu t{ tipofloncbro KoJr!{qe-

CTBO BKJIIOqEHHbIX B HCC AOKYMCHTOB LI KOJI'{qECTBO JII CTOB '[EJIA'

3. BeAenne JIuqHbIx 4e'r pa6orHuKoB

3.1 . ILa.It{oe JeJo Be;rerct B TeqeHne Bcero nep}roAa pa6orsl Ka}KAoro fleAafofa u co-

,:y1##ffi::t:##;. 
rlrrrHoro 

^era 
pa6or',r.(Ka npeAvcMarpr4Baer froMerreHue B

AeJro AoKyMeHToB, o6pa:yrou"*"" " frouttt" pa6ouefi AeqrerbHoQTt4I I4Mercrqux 3Ha-

qeHl{e AJIfl TpyAoBbIX OTHOITI e}f',ttr"

AonoJIHeHIIeKJ]I{qHoMynl1cTKyIIoyqeTyKaApoB;
AOTIOIHI4TeJIbHbIe c of Jr ailleHplt K TpyAoB oMy AoroBopy ;

KoIII{I4npuKa3oBnojII4qHoMycocTaBy.KoTopbleKacaroTcgpa6o.rul,txa:
III4cT.3aBepl4Texb.qe:ra(cocraB.[qFoTilpl,IcAaqe'rlI4I{}{o|oAexaRilpxHn);
i{Hble AoKyMeHTbl'

3.3. B JII4.IHE,I. AeJIa He fIoMeIIIarcTcq AoKyMeHTbI, I4Meroul!'e BTopocTeileHHoe 3HaqeH[e

u cpoK xpaHeHu, MeHee 10 ner 
"nnourtlrE,Ho. 

Taxue AOKyMeHTbI XpdHfrcfl B OTA.JIb-

HoMHap'AeNs4.09<[orcyueuTbl,HeBoueA[II4eBcocTaBII,II{HbIXAeJI)).
3.4. B KOHTIe KaneHAapHOfo foAa 14 He no3AHee 30 4era6pl rce pa6orHnKl{ 'l'ercxoro 

ca-

Aa [poxoArT O3HaKoMleHue a nt"t"'tl{'AenaMU' 06 eroNr Aenae'fo'I O'tMeTKa B J'lt{cTe

o3HaKoMJIeuur pa6orHl4Ka c JllrqHbIM AenoM'

3.5. osHaKoMJreHue c AenoM rrpor4cxoArrr r4cKJ*oqr.rreJrbHo e Ka6raHere ceKperapfl n B ero

,rf".yt.tuura. 3anpeuraerctl BbIHoc '4ena 
I43 ra6usera'

3.6. Brila.ra kOnUfi AOKyM9HTOB I43 J]urlHoro Aena [pol43BOAl4TCtl IIO iiuqHoMy 3aqBile-

uuro paooTHr{Ka Ha },IMt 3aBeAylorqero' Konu[ AOKyMeHTOB AOI)I{UIT 6url 3aBepeHbl 14

[peAocTaBIIeHbIpa6orrrur<yu'".,.n'.rpexpa6o.{uxAueftcoAHfinoAaqu3a.'IBJIeHI4fl.
3.7 . I4zssrre orAerrbHbrx AoKyMeHroB tr3 rII4r{IIoro Aena rp-ol4:::1.i1'tt c pa3peueHl4q

3aBeAyrouero ,r[ercrcl4M CaIloM C O$Oplr:reHueM cooTBeTcTeyrorrteii 3anl4cl4 n |pa$e

<flpn'reuaHfie) BllyTpenueri o[uci{' flpu npe*leHHoM ,.3.'fl'TLILT AOK)'\',lotlTa Ha efo Meclo

(NlextgyJlI4cTaMI4coceAI]I4XAoKyMeHTon)errraAblBaeTcficnpaBKa-3aMecTuTeJlbcyKa3a-
HueM AaTbI I4 IIpI4qI4H |43'fr^||4fl c IIoAIII4cbto JII4IIa, BblAaB[Iefo AoKyMeHT, I4 IIoAIII4cbro

JIUIIa, rloJlyql4BlXefo ero BO BpeMeHHOe [oJlb3oBaHl4e'

3.8.BueJl'xo6ecneqeuu'KoHTpo[,fl'3acoxpaHHocTblouaKTyaJIbHocTbIoJII4tIHbIxA9JIB

[ercron caAy e]KefoAHO (ne noslHee I tcnaPta'na foAa' cneAyroruefo 3a oTqeTHbIM) npo-

u3BOAI4TC' IIpOBepKa I4X HanI4qI4s 14 COCTOflHI4fl'

3,9.Extero,[Hylo[poBepKycocToflHl{'[llqHbIXAeJIHaIIpeAMeTcoxpaI]FIocTI,IBKJ]roqell-
HbIXBrreroAOKYMeHT0BIlpoBoAl4TcIIeuI4aJIbHoco3AaHHaflKoMliccul.onpoBeAeHHb|X
[poBepKax AeJraercrr.orMerKa B rr{cre o pe3yJrbrarax exeroAuofi [poBepKt4 cocroqHu' t{

lrurll'trlflJlllqHoro Aela (npunoNeirue Nt Sj 14 cocraBJlterc'g arr' Pe:y'nbrarr'I rpoBeprl4

JII{qHbIxAejIBo6gea.IelrHoMIIopflAKeAoBoA.'ITcflAo3aBeAyIouero,[,erct<I4McaAoM.

4. XpaneHlle r'riuer JrI{trHbIx Ae"rr pa6orHHKoB

4'l.XpaHeHv|eVyqe'IJlI,lqHbIX/feJlneAal.ofoB14ooTpyllHt,troe!'er.cKOI.ocaAaopfaHl43y-
rorc, c rlelbrc 6trcrpo.o norar.i- nru"or* 4e:r, o6ecnelleHl'{q ux ooxllaHHOCTI4 ra rcou$u-

AeHIIuanE,Hoo.ti4 cBeA euvtfr',coAepxaunxcq B AoKyMeHTaX JI[qHblX AeJI, oT HecaHKqI4oHl{-

poBaHHOfO AOCTyIIa'
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4.2. IIu,albre AeJra pa6oruralcoB xpaHJrrc"rr e Ka6uHere 3aBeAyrotUero B crIeIII4aIIbHoM Me-

Talrl4qecKol,r ceftSe.

4.3. TpyAoBbIe KHI4XKI{, MeAuIII{HcKI4e KHID(KI4 XpaHtTct n cefi$e 3aBeAyrcIIlero'

4.4. fiocryfl K JIIITIH6IM AeJ]aM pa6oTHI4KoB I4MeIoT ToJIbKo AoKyMeHToBeA 14 3aBeAyloquft

ru6o 3aMecrr4Tenr4 3aBeAyroilIero npr4 r4cnoirHeHr4r4 o6ssaHuocrefi 3aBeAyrorqero [er-
CKHM CAAOM.

4.5. CucreMaTI43aIIut JII4qHbIx 4en pa6OrHI4KoB npol43BoAklTcfl'lr- al$anuruoM rrgpsAKe'

5. OQopvureHue JrrrrrHbrx AeJI pa6oTHIIKOB nepeA cAaqefi B apxlrB

5.1. OSopMreHI4e JiI4qHbIX

cKoro cara. 3ra nPouelYPa
Aen AJrfl ilepeAar{r4 B apxr,rB npou3BoAI4TCt eeKperapeu /{er-

BKJ'ltOqaeT:

rIoJIt'IcrHbIil nPocl'torP
BpeMeHHbIX (ao 10 ner
HOMy xpaHeHuro);

AoKyMeHToB Aena (Ha npe4uer I'IcK"IloqeHpIt AoKyMeHToB

BKrtoql4Telrno) cpoKoB xpaHeHl4t, He rIoAJIex{auII4x apxl{B-

IoAIIrI{BKY (nePenler) Aera;
yrorlHeHl4e HyMepaqI4I{ JII{CTOB Aena;

cocraBJreHl4e Jltrcra-3 aBepl4Tent (npunoNenrae Ne 8 ) ;

- ..cocTaBJleHr4e 
(yrouHenu e wIV [epecocTanneurae) BHyTpeHHefi onncu;

BHeceHI{e yrorrHeHl4fi n pexnu3l4Tbl o6loNrn AeJIa'

5.2. Ilwcr-3aBepr4TeJrb Aera AOJDKeH noAIII4CaTb efo cocTaBI{TeJIb' [pI4 sTOM AeJIaeTcfl

pacuruspoBKa AoJIx(HocTI4 I4 rIoA[I{cIt, [pocTaBJlteTct AaTa' B npoqeCce ucIIoJIL3oBaHvs'

apxI4BHbIX AOKyMeHTOB B JIIICTe-3aBepHTeJIe AeJlaroTct cooTBeTCTByIOUI4e oTMeTKU'

EClq ASIO 11OA11IU1O 6eS Ii{CTa-3aBepuTeJIt, TO er6 CIeAyeT HaKIeI4Tb Ha BHyTpeHHrOro

cropoHy o6nolKKI'I Aena.

S.f . g uenqx o6ecneqeul4.fi coxpaHHocrl4 
"IirqHbIX 

Aen peKoMeHAyerct:

o6reAussrb r4HAr4Br,rAyaJIbHbIe JILIqHbIe AeIa yBoJIeHHbIX. COTpyAHI4KOB n o4uy o6-

Jrox{Ky (o6reannern"o. .uano) c mxrarvr pacrleToM, 'Iro6rr ooreru 4ela (rolra) ue npe-

BbrrrraJr 250 nr.rcroB (nyTeM cilII4BKI4 MaTepI4aJ'IoB I4HIVTBVTAytIJIbHbIX Aen no foAaM

yno:EHenral);
pacnonararb Marepr4aJTbr r4HAr4Br4AyanbHbrx AeJI B rlpeAenax Aena (tornla) n a'r0a-

Br4THoM IIoptAKe (uo$avrunruo), oTAentfi MaTepuaJIbI, oTHocflql4ecf K pa3HbIM I4H-

[vrBr4LyaJrE,HbrM AeJIaM, qHCTbIM JII4CTOM 6yVrarr4 c yKa3aHI4eM Ha neu Qarraulau',

I4M9HI414oTqecTBacooTBeTcTBylouefoyBoJIeHHofocoTpyAHI4Ka;
glra6xarr KalKAoe o6reAuseHHoe 4eno (rou) enyrpeusefi onucuo c [epequcJIeHII-

eu Qarr,rznvi,t, uvteu I{ oTqecTB I{ yKa3aHI4eM HOMepoB cTpaHuu' B npeAeJlax KOTO-

p bIX p aOn OJI O)I(eHbI c O oTBeTCTByIOUne AOKyM 9HTI'I'

5.4. Ilepeaar{a rrrqHbix AeJr B apXUB OCyilIecTBIteTct He IIo3AF'Iee'fpex ileT IIOCIe 3aBep-

ueHr.{, r4x B Aenonpopr3Bol{cTBe B COOTBeTCTBT{I4 C rpasurcou' llpeAeapHTeJlt'Ho ceKpeTa-

peM rrpoBep{roTcr noldora I4 IIpaBI,IJfbHOcTb IIoAfoToBKI4 JII4qHblx AeII K nepeAaue' Bst-

rBJieHHbIe rpu tlpoBepKe HeAocTaTK[ ycTpaHflrcTcq ceKpeTapeM' llepegaua u npl4eM

[pOI43BOA.[TCq [o.onI4CI4 c [pOCTaHOsKOfi OTMeTOK O HaII4[II4I4 II4TIHbIX AeiI'

5.5. JIlr.{HHe AeJLa pa6orUurOn, 3aKOHrIeHHbIe AeJIOIpOI3BOACTBOM AO I runapr

2003 roaa, xpaHrTcr 75,ler, tIocJIe I xusapt.2003 rOAa- 50,'rer. JIU'{Hrte Aena3aBeAy-

roulero, fJraBHofo 6yxranrepa [ercroro aa/la I4MerOT ttocToqHHrtfi cpor xpaHeHl4q'

6. OreercrBeHHocrr pa6orogarerq u pa6ornuna



6.1. flenaroflr Lr corpyA'Lr* A"":loro caAa o6gsa''""o"ui'"te'Ho rrpeAcraBnf,tb cBe-

AeHwr o6 ,nsNdeH "ri^cBorrx 
rrepooHaJrb'brx AaHH"r*, u*riqeHHbrx B cocraB JII4qHoro

AeJIa.

6.2. P alotoAareJlb o6ecnequsae'r :

I ino;;;W#H:i"X'J.ff:ff ::iln*u'"*cn B rr4rrHbrx AerI ax p a6 o'*ruro e'

T.Ilpana pabtiro,uareJrfl n pa6ornurca 
.^aDn.

7.1. flelaroru n corpyAHllKI'I !'e'rcrorq caAa I4Meror flpaBo:

[onyqaTbllonHyrorau$oprrlau'*oooo6pa6orr<e."o,"lepcol{aJlbHblxAaHHbIx;
floflyqarb ao"yn K CBOI4M nepcoHaJIbHbIM AaHHblM;

-*H*$l'tr*:iff "ffi ;ffiHHA-#ffi IJT';.""rIH'IX(ucraxe'u'x)

cBollx IIep coHaJIbIrbIx AaHHbrx'

tj 
||ffiffi:H XH:;Jffi;e AaHHbre pa6o'Hr'xoB, B roM qI4cIIe I{ Ha eileKrpo'Hblx

HOCI4TEII{X;
_..3a[pauL4Bu|borpa6orut,tronuusopMaul,Iro,ueo6xoAt,tMyroAn,gBeAcHuqII4I{HbIX

.IIeJI LI o6pa6orru IlepcoHaJlbubrx AaHHbrx'

'i

a
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MyHr{UI,IIIAJIbHOE EIOAXETHOE AO ru KOJIbHOE
OEPA3OBATEJIbHOE YI{PEXAEHI4E (AETCKI4fr CAA Nb 45

(FI/PATI,IHO>

IllnAercc AeJra

Honaep JrrlrrHoro AeJra

@anru.nufl HMfl orqecrBo (ll.n.)

Haqaro
0KoHqego

Koluqecrno JrtrcloB
Cpor xpaueHrfl



II,ITIHbIfr JIUCTOK
TIO YqETY KMPOB

/s

Mecro AJ'Ig

QororpaQrzu

Oauunra.s Arus Or.recrno

Haquosa-nrHocrb"[onapoxAeHr.r.a

Mecro pox.qeHr4r:

flouarrrnrafi aApec

[ouanrnufi reneSou

Ilacuoprnrre AaHHbre

Coronrrfi re.neQofi

Ceuefinoe noJrolKeHr4e

cnele'*s o 6r'sKrax poAcrBe'Hraxax (uyx, xeHa, orerl, Marb o lpannx,cecrpbl, 4err):

Crenenr poAcrBa o.14.O.
' I.ana

poxAeHr,{t

oruonreuue K Bor4HcKofi o6ssa'H oarv h Bopr'cKoe 3Ba'r4e:

O6pasonanae:

foa
nocTynJreHtrJl

foa
OKOHqAHI{'

HageauHe
yue6uoro 3aBeAeHr,rt

@axyllrer <Doprr,ra

o6yveHnr
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