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1. O0wmue mosiokenus

1.1.Hactosimiee ITlonmoxkeHue SgBASECTCS JIOKAJABbHBIM  HOPMATHBHBIM — aKTOM
['BITIOY «HoBOTPOULIKUH CENLCKOXO3IHCTBEHHBIM TEXHUKYM» (Jlalee Mo TCKCTY
VypexaeHue), YCTaHABIMBAET €MHbIe NPaBUia JICNONPOU3BOACTBA B Y UPEXKAEHUN
M HampasjeHo Ha oOecreyeHWe eIMHCTBAa B IIPUHLMIIAX OPraHU3aLMK CUCTEMB
JIOKYMEHTO000pOTa B YUPEIKICHUH.

1.2.Borpocel paboThl ¢ JOKYMEHTaMH YUpPEXICHHS pEeryJIUPYIOTCS HaCTOSLIUM
IMonoxenuem, VYcraBom  YUpexIeHHs M 3aKOHOjareaLCcTBOM  Poccuiickoi
denepaliuii.

1.3.00muk KOHTPOJIb 3a [JOKyMEHTALMOHHBIM olecriedeHueM J1eaTelIbHOCTH
YupexueHus, 3a  CcOOJIONCHHEM  eMHOW  CHUCTEMbl  J€JIONPOMU3BO/ICTBA,
MeTOAUYECKOe PYKOBOIACTBO paloTOM ¢ HOKYMEHTaMH ¥ o0ydeHHe pabOTHHKOB
OCHOBHBIM TPeOOBaHUAM K COCTABJICHHIO H 000POTY JOKYMEHTALIMH BO3JIaraloTcs Ha
aIMUHUCTPALINIO Y UpeXKICHUS.

1.4 PaboTHUKH  YupekaeHusT HECYyT [JHUCUMIUIMHAPHYIO OTBCTCTBCHHOCTL 34
BoInojiHeHHe TpedoBaHui [lookeHuss 1o  J1eJIONPONU3BOJICTBY, COXPAHHOCTH
HAXOIIMXCA Y HUX CITy)KeOHBIX JOoKyMeHTOB. OO0 yTpaTe JOKYMEHTOB HEeMEJUIEHHO
JOKJIABIBACTCS JUPEKTOPY Y UPEKACHHUS.

1.5Ilepenaua MOKYMEHTOB W WX KOMHH pabOTHHKaM CTOPOHHHX OpraHu3alni
JOITYCKAETCsI C pa3pelleHUs JUPEKTOpa Y UYPeiKICHUs U YITOJTHOMOYEHHbBIX UM JIHIL 3a
HUCKJIIOUEHHEM  CJIy4aeB, IPEAYCMOTPEHHBIX 3aKOHONATEJILCTBOM — Poccuiickon
deiepanyiu.

1.611pu yxome paboTHHKA B OTMYCK, YObITUM B KOMaH/IMPOBKY, YBOJIbHEHHH WIIH
nepeMeleHud (TIepeBOJie) UMEIOIIHMECs Y Hero JOKYMEHTH! 110 YKa3aHHUIO JMpEKTopa
VypexxaeHds IepeiaroTest ApyromMy padOTHUKY.

1.7IlpaBa, 00s3aHHOCTH M  OTBETCTBEHHOCTH COTPYIHHUKOB  YUpEKIEHHUs
OMpeNessIFOTCS OKHOCTHBIMU UHCTPYKIUSIMH, TPYAOBEIMH TOTOBOPAMHU.

2. OcHoBHbIE Tpe6oBaHMS K 0(POPMIICHH IO JOKYMEHTOB

2.1. B COOTBETCTBUHU C  JAEUCTBYIOLIUM 3aKOHO/1aTebCTBOM B
YVupeaeHUd  U3HAIOTCSA,  COCTABIBIFOTCS M OQOPMIISIFOTCS  CICAYIOIHUE
JOKYMEHTBI:  TIpHKa3bl (PacriopsKeHUs ), WHCTPYKIWU; JIOTOBOPBI (KOHTPAKTHI);
aKTbl; IPOTOKOJBI; ITUChbMA; APYTHE HOKYMEHThI,, HEeOOXO0/IMMbIe JUTs
HOPMAJIBHOTO (DYHKIIHOHUPOBAHUS YUpexHaeHHs,

2.2. OTBETCTBEHHOCTH 3a Ka4eCTBO IMOJATOTOBKM AOKYMEHTOB W JOCTOBEPHOCTH
COACp)KAIlIMXCSl B HUX CBEACHMU BO3jaraercss Ha JIUL, [OATOTOBUBLIMX,
3aBHU3UPOBABIIMX U TTOATMCABLINX JOKYMEHTHI.

2.3.Bce BU/1bI OpraHHu3aMOHHO-PAaCIOPS AU TEIBHBIX JOKYMEHTOB B
YupexxneHud nedartaioresi Ha OjaHKax yCTaHoBJIeHHOro obpasziia. B padore
YupexaeHus: HUCIOJb3YIOTCs: OJlaHK pacropstkeHus; O/laHk npukasza v Japyrue
ONpPEAENEHHbIX BHJOB OJIAHKH W UHBIX BHIOB JOKYMCHTBI 00s3aTeIbLHLIX 118
pUMEHeHUs1 (OPM YCTaHOBJIECHHBIX 3aKOHOAATEILCTBOM Poccuiickoi Menepatiy 1
WHBIMH HOPMATHUBHBIMU [TPABOBBIMHU aKTaMH.

2.4, JlaTol NOKYMEHTa SBJSIETCS JlaTa €ro IIOJUTHCAHUS; IS JOKYMEHTa,
NPUHUMAEMOr0  KOJUIETMaJIbHBIM — OpraHoOM, -— JaTa ero IIPUHSTUS,  JUIs
YTBEPKIAEMOI0 JTOKYMEHTA — JlaTa yTBEpXkKJeHHUs. [lata JIoKyMeHTa NpoCcTaBiseTcs
JOJDKHOCTHBIM JIMLIOM, TTOAIIUCHIBAIOLLIMM WJIH YTBEPKAAIOILIUM /IOKYMEHT.

Js8 IOKYyMEHTOB, COCTaBJICHHBLIX COBMECTHO C HECKOJBKHMH OpraHu3airsMH,
IATOW TOKYMEHTa SIBJISICTCS AaTa NOATMMCAHUS €ro MocieHeH oprann3aiiueH.

2.5. Ilpn HEOOX0IUMOCTH OLECHKH 1enaecoodpa3HoOCTH HpPUHATHS
JOKYMEHTa, ero  OOOCHOBAaHHOCTH M COOTBETCTBUS  3aKOHOJATENLECTBY
Poccuiickoli ®epepauuvu W JIOKaTLHBIM - akTam  Yupexxaenus. CornacopaHue
MOKET NPOBOJUTHLCS KaKk BHYTPU YUpeKJIeHUSs, TaK U BHE ero.

BHyTpeHHee coriiacoBaHue o(pOpMIISETCs IyTeM BU3UMPOBAHUS [IPOEKTa JIOKYMeHTa
JIOJDKHOCTHBIM JIMLIOM Y UpEeKIeHUs, UMCIOILMM Ha 3TO TIIpaBo. Busza Britodaer B
ceOs1 HaUMEHOBaHHWE JIOJDKHOCTH BH3UPYIOLIETO JOKYMEHT JIMLE, JIMYHYIO
NOJNTUCH, €€ PACITH(PPOBKY M 1aTy BU3UPOBAHUS.

3aMevaHuss M JOMOJHEeHHsl K MPOCKTY IOKYMEHTA M3JaraloTes Ha OTAC/HBHOM




JMCTE, O YeM IPU BU3UPOBAHMHY CTABUTCS OTMeTKa: "3amevanus npuiiaraores’.
Bu3a npocrasisieTcss Ha dK3eMITIsipax JOKYMEHTOB, OCTAOLMXCs B Y UPCKIEHUH,
HUXE MONIMCU II0 JIeBOW CTOPOHE IMOCHEAHEro JMCTa JOoKyMeHTa. [IpoexTsl
pacIopsDKeHUH, MpUKasbl BH3UPYIOTCS HAa MEPBOM JK3eMIULIpEe Ha 00OpOTHON
CTOPOHE ITOCNIETHEro JHUCTA TOKYMEHTA.

2.6. OcobbiM  crmocoOOM  BBEJEHMs] JIOKYMEHTa B JICHCTBHE  SABJSETCS
ero yreepxaenne. JJoKyMeHTBl yTBEPKIaeT AUPEKTOP YUPEKIACHUs. Y TBEpXKACHHE
JIOKYMEHTA IIPOM3BOAMTCS IIPOCTABICHHEM TIpuda YTBEPKIEHUS U H3NAHHCM
PacTIOPAAUTEIIBHOIO JIOKYMEHTA.

2.7 Texct mOKyMeHTa JOJDKEH OBITh KpaTKUM, TOUYHBLIM, HE JIOIIYCKaIOLIUM
PasIMYHLIX TOJKOBaHHH. PexoMeHnayercs COCTaBIISTh HOKYMEHT, KaK MpaBWiio, IO
OJIHOMY BOIIPOCY, UTO YCKOpsieT WX PacCMOTPEHHe, UCIIOJHEHHE H CITOCOOCTBYET

NnpaBUJIbHOMY

(hOpPMHPOBAHUIO JIE]T.
TeKCThl PACIOPSANTENLHEBIX, JOKYMEHTOB M TIMCEM COCTOAT M3 ABYX dacred. B

HGDBOIZ YKa3bIBalOTCA OCHOBAaHWSA WK NPHYHMHBI COCTaBJICHHA [NOKYMCHTOB. Bo
BTOpOﬁ JacTH M3JararoTCsa pPCLICHMA, pPaclopscKCHMs1, HNPCAIOKCHUS, MHCHUA,

BBIBOABI, IPOCKLOLI.
B nucemax cieayer oOpalarhest OT UMEHH OpraHu3allMy WK €10 CTPYKTYPHOIO

TIOAPA3JIEIICHUS. )
2.8. B cnyuae eciu JOKYMEHT COAEPIKUT IMPHUI0KEHUS, 00 3TOM 10J1KHa ObITh

cIecijlaHa CChLIIKa B JOKYMCHTC. HpV[HO)K@HI/IH JOJKHBI HMETh BCC H€O6XOIII/IMBI€

JJ1 JOKYMEHTA pEKBM3UTEI.
Ecnu OPUIIOKECHHUS B TCKCTC HE Ha3BaHbl, TO B KOHIE TCKCT4a HAOKYMCHTd

HEeOOXOIMMO TIePCYHCIIMTE HX Ha3BaHMA, KOJIHWYECTBO JIMCTOB MW DJK3CMINIAPOB

KaXKJI0T 0.
[Tpu HamIMYKUK HECKOJIBKUX MPHIIOKEHUHR K PaclopsiiMTeJIbHOMY IIOKyM)CHTy 1na

HUX ITPOCTABJISIIOTCS MOpsiKoBble Homepa [Ipunoxenne 1, Ilpunoxenne 2 u T
2.9. JIoKkyMeHTBbl MOIIUCHIBAIOTCS JUPEKTOPOM YUPEKACHUS W/IW JIMLOM,

WCIIOJIHSIIOLIUM ero 00S3aHHOCTH.
2. a  JOKyMeHTax, TpeOymommx  ocoboro  yIOCTOBEpEHWS  HX

MIOJJUHHOCTH, CTABUTCS [1€4aTh.
2.11.Eciu Kk TOKYMEHTY He MPUI0KEHA KOITUSI OTBETHOIO TTHChMA, TO UCITOJIHATE! b

JeNaeT HAMMChL, KOTJAa M Kak HCIOOJIHEH AOKyMeHT. [locie 3Toro JIOKYMeHT
MOJILIMBAETCS B JIGJO B COOTBETCTBHM C HOMCHKJIATYPOH JIC), YTBEPHKACHHON

MPUKA30M AUPEKTOPA Y UPEKICHMS.
3. IpaBuJia noaroTroBkH H ohopMJIeHUS JOKYMEHTOB
3.1. TIpoexkThl JOKYMEHTOB, TIpeJicTaBisieMble Ha [TOJUTUCHL IUPEKTOPY
YupexaeHus,  JOJOKHbI ~ MMETh  BHW3LI  HCIIOJTHUTEJIS,  PYKOBOAMTENCH

3aUHTEPECOBAHHBIX CTPYKTYPHBIX MOAPa3AeIeHNH,
DopMyIUPOBKU  CITY:KEOHBIX  JOKYMEHTOB  JIOJDKHBI  OBbITH  TOUHBIMH, He

JOITYCKAIOIKUMHU ABOAKHUX TOJKOBAHMH, .
Ilpukasz — ato HOPMAaTHMBHBIM JOKYMCHT, M3daBaeMbid sl PE€LLIEHUA

KaKuX-a1u00 3aaay.
[TprKa3h! IOMKHBI UMETh HA3BAHUE, ATy M HOMeP.
[TpuKaspl 10 OCHOBHOM AESITENLHOCTH HYMEPYIOTCS M BEIYTCSl OT/C]bHO OT

IIPHUKa30B ITO KaJpaM.
PHUKAa3bl ITOAITMCBIBAOTCA JUPCKTOPOM y‘IDGX(LIGHI/UI WKW JIMIIOM, UCITOHATIOLIIMM

ero 00sI3aHHOCTH.
3.3. Ilporokos sBisieTcsd JOKYMEHTOM, (UKCUPYIOUIMM XOI OOCYXIEHUS

BOIPOCOB U MPUHATBIX pelleHui. TekcT ImpoTokosia COCTOMT M3 JBYX HacTei:
BBOJIHOW U OCHOBHOM.
ITpoToKONB! NOAMUCHIBAIOTCS TPEACE/IATENIEM U CEKPEeTapeM oprama,

MPOBOIMBLIEIO 3aC€AaHUE, PEIIEHUE KOTOPOro 0GOPMIIEHO TPOTOKOIOM.,
3.4. AKT - IOKYMEHT, COCTaBJIEHHbIH HECKOIBKUMMU JTULIAMH U 110 ITBEPIK A0 U

(baKTel, COOBITHS.
AKTEI oopMmastoTes Ha ob1iem Onanke YupexaeHus. Eciu cocrasisiercs He Ui
BHYTPEHHETO HCIIOJIB30OBAHMST B YUPEXKJCHUH, TO OH HOJDKEH COJEPIKaTh

IOPUAMYECKUH afpec YapexeHus.
AKT NNOANMCBIBACTCS TIpejiceiaTe/ieM | YlieHaMKU KOMUCCUM, COCTABUBLLIEH AKT.



3.5.J]]oroBOpPEI COCTABISIOTCS IOPUCTOM YUpeKIeHUs. JIOroBOp JOKEH OTBEUYATh
BCeM  TIPeAYCMOTpPeHHBIM  3akoHoJarejibctBoM  Poccuiickot — denepaiuu
TpeOOBAHUSAM K HEMY.

3.61T0 copepKaHWIO M HA3HAYEHMIO NUCBMa MOTYT OBITh. KOMMEPUCCKUMM,
rapaHTUMHBIMM, ITHChMaMHU-3alIpOcaMy, IMChMaMH OTBeTAMHM M Jpyrue. Texcr
ITMCEMA JOJDKEeH OBbITh JIJAKOHHUYHBIM, TTOCJIeI0BATCIFHBIM 1 KOPPEKTHBIM.

3.7.JJo/OKHOCTHAST MHCTPYKLMS -— 3TO TMPaBOBOW aKT, HW3JaBaeMblil s
periaMeHTalul  OPTaHU3allMOHHO-NIPABOBOIO  ITOJIOKEHHsST  pabOTHUKA, €ro
00g93aHHOCTEH, I[1paB, OTBETCTBEHHOCTH W OOECIeUMBAIOILIMK YCIOBHS [UIsl Cro
3¢ heKTUBHON PadOTHI.

J1omKHOCTHAS MHCTPYKLUS COCTABISICTCS COTPYAHUKOM OT/ENa KA [POB WIIM JIMIIOM
€r0, 3aMEHSIFOLIIMM Ha OCHOBE JIOKYMCHTOB, COACPIKALIUX CBEICHHUS O MOJTHOMOUYHSIX
pabOTHHUKOB, IIPEACTABIAEMBIX PYKOBOJAWTEIEM COOTBETCTBYIOLIEIO CTPYKTYPHOIO
noapazaenenus. [IpoekT  JOMKHOCTHOHM  MHCTPYKIMM  COIJIACOBBIBAeTCS ¢
npeacenareneM  Opod)COO3HOTO KOMUTETa YUpeKAeHHs ¢ yTBEpKaaeTcs
JIUPEKTOPOM Y UPEXKICHHUS.

Ha ocHoBanuu DOJKHOCTHOW MHCTPYKLHH pa3padaThIBACTCsl TPYIOBOM JIOrOBOP C

COTPY/AHHUKOM Y UpeKICHHUS.
JloJDKHOCTHAs MHCTPYKLHMS II0 CBOEMY COJIEPYKAHMIO JIOJNKHA COOTBETCTBOBATH
NIPeyCMOTPEHHEBIM 3aKOHOJATeNECTBOM Poccuiickoit Menepaunu tpeOoBaHHUAM, a
HMEHHO: CojepKaTh CHeRyIole  pasfeNlbl  JIOJDKHOCTHBIC,  0053aHHOCTH,
TpeOOBaHMS K 3HAHUSM H NMPO(heCcCHOHANBHRIM HaBhIKaM paboTHHKA, TpeOOBaHMS K
KBanukaud paboTHHKA.

3.8.B coorsercTBHM ¢ TpeOOBAaHUSIMH TPYIOBOIO 3aKOHOAATEILCTRA Pocculickoit
@enepanny B YApek/IeHUs YCTAHOBICH AMHBINA TOPSIIIOK OhOPMIICHUS TIpUEMa,
YBOJBHEHHS K TICPEBO/JIa COTPYIHUKOB, COBOKYITHOCTL JOKYMEHTOB, B KOTOPbIX
3a(UKCHPOBAHBI  TAlbl TPYAOBOH ACSTCIBHOCTH COTPYIHUKOB, HA3BIBACTCS
JOKYMEHTALMEH 110 TPYAOBOU 1eATeILHOCTH COTPYAHUKOB WIHM JOKYMEHTALIUEH 110
JAUYHOMY COCTaBY.

K TakuM JJOKYMEHTaM OTHOCSTCS: TPYAOBbIE JIOTOBOPLI; MPUKA3LI 110 Kajapam,
TPYIOBBIE KHHIKKH; THUHbIe kKapTouku hopmbl T-2; nuunbie aena; NMUeBLie cueTa
1o 3apaboTHOH IU1aTe; Apyrue JOKYMEHThI, OPOPMIISIIOLLHE TPY0BbIE OTHOLICHHS
¢ paboTHukamu. [lomyuenue u 00pabOTKa JOKYMEHTOB [0 JIHYHOMY COCTABY
OCYIIECTBIAETCS B COOTBETCTBUM C [lonokeHneM 0 3aLIUTE HEPCOHAIbHbBIX
JIAHHBIX PAOOTHUKOB YUPEIKICHHSI.

i

4. Opranuzanus J0KyMeHToo6opoTa

4.1.Bcsg mocrynatomas B YUpPEXKJACHUE KOPPECTIOHACHIIMS PErHCTPUPYETCS B
JKypHaJsle BXOISIIMX JOKYyMeHTOB. Ilocie paccMOTpeHUs JUPEKTOPOM Y Upex ieHHUs
WM  HUHBIMH  KOMIIETEHTHBIMHM COTPYAHHKAMH, JOKYMEHTHI C pPe30JIOUMSIMU
HANPaBJISIOTCS UCTIONMHUTENSAM Uepe3 CeKpeTapsi M JIOBOIITCS 10 UX CBEJEHUS 1101
POCHHCH.

4.2 JIOKyMEHTBI, MOAMUCAHHBIC IUPEKTOPOM YUPEKJICHHS W 1Ipe/HA3HAUCHHBIC
JUISL OTIIPABKU, TMEpe/laloTcsi B KaHUCJSIPHUIO CEKPETapo, e HPOM3BOJAMTCS MX
perucTpauyds B JKypHalle HCXOASMLIMX JOKYMEHTOB, IMOJAIOTOBKA K OTHIPABKE M
OTIIPaBKa.

Komuu ornpasngeMol  KOPPECHOHAGHUMM € BM3aMM  TOLLUBAIOTCS B
COOTBETCTBYIOIIME MANKH, B COOTBETCTBHM C HOMEHKJIATYPO Aes YupexueHusl.

5. INopsiI0K KOHTPOJS HCTIOJTHEHHS TOKYMEHTOR
5.1. Tlepuomuueckue TMPOBEPKH IIPABUILHOCTH MCIOJHEHHUS JAO0KYMCHTOR
[IPOBOJATCA AUPEKTOPOM Y HUPEKACHHUA.

5.2.CpoKM HCITOJHEHHS JOKYMEHTOB YKa3bIBAIOTCS B TEKCTE HOKYMEHTa WIIH B
pe30TIOLMY  IUPEKTOpa. ECiU CpoK WMCMONHEHWS HE YCTAHOBIEH, TO JOKYMEHT
JIOJKEH OBITh MCIIONHEH B CPOK, HE MPEBBILIAIOIIEH OJUH MECSL.

5.3. KOHTponb HCIONHEHHs OCYIUECTBIISETCS Ha OCHOBAHMH pPErucTpalHOHHLIX
JAHHBIX: 3alUCEN B )KypHaax UCXOJSILCH M BXOJLIILEH KOppecToHAEHIIMH,

JIOKYMEHT cuuTaercs WCIIOJIHEHHBIM M CHUMAETCS C KOHTPOJIS [1OC/IE BhilOJIHEHUS
colepKallMxcst B HeM TopyueHuil. Ha noxymenrte mpocrasnsiercss ormerka o6
UCIIOJTHEHUH, [TOATIMCH JIMIIA, MOJTBEPIKIAONIICTO HCITOIHEHHE, 1aTa.




6. Padora ucnojiHuTE/1€H ¢ JOKYMEHTAMH
6.1. PaboTHuk YupeKaeH:us, KOTOPOMY MOPYHEHO HCTIOJHEHNE [TOPYHEH WS, HECET
MEPCOHANBHYIO OTBETCTBEHHOCTh 3@ TOJNHOTY M JOCTOBEPHOCTH MH(OPMaUMH,
HCIOJIL30BAaHHOM IIPH MOATOTOBKE OTBETA.

7. Ilopsinok NMOATOTOBKH U repeayvu e/l Ha XpaHeHne B apXHB

7.1. JlokyMeHTalMs, HE MCIIOJb3yeMas IOCTOSHHO B paboTe YupexaeHus,
nepeaeTcd Ha XpaHeHHe B apxXHB YUpexJieHus. XpaHeHUe JOKYMEHTOB B apxWBe
VupexaeHust OCYILECTBIIICTCS B TeueHue CPOKOB, YCTAHOBJIEHHBIX
3aKOHOJATeNbcTBOM Pocculickoit Denepauun, B YaCTHOCTH, Il (PHHAHCOBBIX
JIOKYMEHTOB — 5 JIeT, [Tl JOKYMEHTOB 110 JINYHOMY COCTaBy — 75 JIeT.

Ha 3aBepinieHHble [efia IMOCTOSIHHOIO, BPEMEHHOI'O XPaHEHUsl M MO JIHYHOMY
COCTaBy, MPOLIEIINE 3KCIEPTU3Y LEHHOCTH, O(MOPMICHHBLIE B COOTBETCTBUH C
HACTOSILIIMMU TPeOOBAHUSIMMU, EXKETOTHO COCTABIISIIOTCS] OTIMCH.

- IIpn cocTaBjeHUH OMUCH JeJl COOMONAIOTCS  ciieaytolme TpeOOBaHUS:
3arojloBK4M JA€J1 BHOCSATCS B OINWCh B COOTBETCTBHM C TIPUHATON CXEMOU
CHUCTEMAaTH3alMK Ha OCHOBE HOMEHKJIATypPbl JICJ;

- rpadbl OIMMCH 3aroJIHAIOTCS B TOYHOM COOTBETCTBMM C TEMH CBEIACHUSIMH,
KOTOpPBIE BBIHECEHB! Ha OOJIOKKY J1eJla;

MTUCH JIeJl COCTABISIOTCS MO YCTAHOBIEHHOU ¢opme B Tpex 3K3eMIulspax.

8. JakmouuTeasubie NOJ0KCHUS
9.1 Hacrosuiee 1onoxkenue o0s3aTelIbHO Ul MCITOMHEHNS BCEMKU pPadOTHUKAMMU
YupexIieHusl.
9.2.M3MeHeHUsT U JOITOJIHEHHs B HACTOALIEE IOJIOYKEHHE BHOCATCH [1PUKA3ZOM
JUpeKTOpa YUperKACHMSL.

Cocrasui: CeKpeTaph nHpeKkTopa




