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1. O01mue moJj10KeHu s

1.1. Hacrosiee moyioxxeHue onpeaenseT Ha3HaueHue, 1eiu, 3a1a4i, QyHKINH, TpaBa, OTBETCTBEHHOCTh
Y OCHOBBI JICATEIbHOCTH aIMUHUCTPATUBHO-X035UCTBEHHOM yacTu (nanee - AXY).

1.2. AXY ocymecTBiIseT aJIMHUHUCTPATHBHO-XO3SMCTBEHHOE OOeCIedYeHne esaTeabHOCTH (CaHKT-
[TeTepOyprckoro rocyIapCcTBEHHOTO OFOKETHOTO MPOQPECCHOHATBHOTO 00Pa30BaTEILHOTO YIPEK ICHUS
«MenuuuHCcKun koyutemk Ne 2y (manee — Komnemx).

1.3. AXY sBusieTcs CaMOCTOSITENILHBIM CTPYKTYPHBIM TOAPA3/ICICHUEM KOJUIE)Ka U TOAYUHSAETCS
HEMOCPEACTBEHHO TUPEKTOPY Kojulemxka. B 3aBucumoctu OT crenuduku U o0bema AeAITeIbHOCTU
KOJIIE/KA, YUCIICHHOCTH €ro PaOOTHHUKOB, KOJIMYECTBA U TUIOIIAEH 31aHUI U MMOMEIICHUH, B KOTOPBIX
pacrojoKeHbl TOJpa3fesieHus] KOJUIeIka, TEeXHHUYECKOro o0opynoBaHUS (OCBEIIEHUE, CHCTEMBI
OTOIUICHHUS, BOJIOCHA0XKEHHMS, BEHTWISIIIAK U T.1.) B COCTaB aJIMUHUCTPATHUBHO-XO3SIMICTBEHHOHN CITyKOBI
BXOJIAT OOLIEKUTHE, TEXHUUECKHE U HKCIUTYaTallHOHHBIE CIYXObl, MACTEPCKUE, CKIIA Ibl, CTOJIOBAS.

1.4. B cBoeii nesitenbHOCTH AXY pyKOBOJACTBYETCS JIEUCTBYIOIIMM 3aKOHOAATEIbCTBOM, HOPMATHUBHO-
MIPABOBBIMU aKTaMU M METOJUYECKMMHU MaTepHUagaMH MO XO3SIMCTBEHHOMY OOCIYKMBaHHUIO, HOpMaMH U
MpaBWIAMU  COACPKAHMS, OJKCIUTyaTallid W PEMOHTa 3JIaHUH, TEXHHYECKOTO O00OpYHIOBaHUS,
HOPMAaTUBHBIMH JIOKYMEHTaMH IO COOJIOJEHUIO CAHUTAPHO-TIPOTUBOAIUAEMUYECKOTO pexXUMa,
MIPOTHUBOIIOKAPHON OC30MACHOCTH M TEXHUKUA O€30MacHOCTH, OPTaHH3aI[MOHHO-PACTIOPSIUTEIIEHBIMH
JOKYMEHTaMH CaMOil OpraHU3aluy U HaCTOSIIUM TOJI0KEHUEM.

1.5. HdesarenpHocth AXY ocyliecTBIsSE€TCS Ha OCHOBE TEKYLIEr0 U NEPCIEKTHBHOIO IUIAHWPOBAHUS,
COYETAHMSI €IMHOHAYAJIHS B PEIICHUH BOIPOCOB CIY>KEOHON NEATEILHOCTH U KOJUIETHAIBHOCTH MIPH HX
00CYXKICHHUH, IEPCOHATHFHON OTBETCTBEHHOCTH Pa0OTHHKOB 32 HAJUIC)KAIICE HCIIOJTHCHUE BO3TIOKEHHBIX
HAa HHUX JIOJDKHOCTHBIX OOS3aHHOCTEW U OTHAEIbHBIX TMOPYYEHUH 3aMECTUTENs AUPEKTOpa IO
aIMUHUCTPATUBHO-XO3SIICTBEHHOMN YacTH.

1.6. 3amecturens nupektopa mo AXY u apyrue paborHukun AXY HazHAyarOTCS Ha JOJKHOCTH M
OCBOOOXKIAIOTCS OT 3aHUMAEMBIX JIOJDKHOCTEH IMPUKA30M JUPEKTOpa KOJUIEIKa B COOTBETCTBHH C
JNEHCTBYIOLIMM 3aK0oHOAaTenbcTBOM Poccuiickoit denepanuu.

1.7. Kpamudpukanuonusie TpeOoBaHUs, (DYHKIMOHAIBHBIC OOS3aHHOCTH, IPaBa, OTBETCTBEHHOCTH
3amectutens aupekropa o AXY u apyrux pabotHukoB AXY pernamMeHTHPYIOTCS AOHKHOCTHBIMU
WHCTPYKIUSMHU, YTBEPKIAEMBIMU TUPEKTOPOM KOJUIEIKA.

1.8. AXY Bo3rnasisieT 3amecTuTeNb aupekropa no AXY, Ha JOHKHOCTh KOTOPOTO Ha3HAYAETCs JIMIIO,
MMeIoIIIee BhIciIee MpodecCHOHATBHOE 00pa30BaHue U CTaXK PabOTHI IO CICIUATBHOCTA HE MEHEe 2 JIeT
WK cpeiHee mpodeccuoHanbHoe 00pa30BaHue M CTaX pabOTHI MO CTIEUaIbHOCTH HE MEHee 5 JIeT.

1.9. 3amecturens nupekTopa AXY:

- PYKOBOAMT Bcel nesTeabHOCThI0O AXY, HECeT MepCOHaIbHYI0 OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE U
KaueCTBEHHOE BBINOJIHEHHE BO3JI0KeHHBIX HAa AXY 3a1a4 1 pyHKIMIA;

- OCYILIECTBJISIET B MpeesiaX CBOCH KOMIETeHIIMH (DYHKIIMU yrpaBieHus (TUIaHUPOBAaHUS, OpraHU3aIuHy,
MOTHUBAIIMH, KOHTPOJISA ), TPUHUMAET PEIlIeHUs, 00s13aTeNbHbIE 11 BceX paboTHUKOB AXY;

- pactipenenseT GyHKIMOHAIbHBIE 00S3aHHOCTH U OT/AETbHBIC MOPYYCHHS MEXIy coTpynaHukamu AXY,
YCTaHABIIMBAET CTEMEHb MX OTBETCTBEHHOCTH, NMPU HEOOXOJUMOCTH BHOCHUT TPEIJIOKECHUS JUPEKTOPY
KOJIe/ka 00 M3MEHEHUHU JOKHOCTHBIX MHCTPYKIIMMA MOAYNHEHHBIX €My paOOTHUKOB;

- BHOCHUT PYKOBOJICTBY KOJUIE/KA MPEAJIONKEHHUS TI0 COBEPIICHCTBOBAHUIO padoThl AXY, onTumMu3anuu
€€ CTPYKTYpPBhI U IITATHOM YNCIEHHOCTH;

- Y4acTBYeT B MEPCHEKTUBHOM U TEKYIIEM IUIAHUPOBAHUU jAesTeNbHOCTH AXY, a Takke MOArOTOBKE
MIPUKA30B, PACMIOPSHKEHUIN M UHBIX JOKYMEHTOB, KacaloIIUXCs BO3NIOKEHHBIX Ha AXY 3a1a4 u QyHKIUH;
- IPUHUMAET HEOOXOJUMBIE MEPHI JIJIS YIIYUIICHUSI MaTepUaIbHO-TEXHHUECKOT0 M WH(POPMAITMOHHOTO
obecrniedeHus1, yCIOBHI Tpy/a, MOBBIIEHUS TPO(HECCHOHATBHOM MOATOTOBKH paboTHHKOB AXY;

- Yy4acTBYyeT B MOJI00pe M paccTaHOBKE KaapoB AXY, BHOCHT PyKOBOJICTBY OpPTaHU3AIUH TIPEIITIOKECHHS
0 TOOIIPEHUH U HAIOKECHHUH TUCIUIUIMHAPHBIX B3bICKaHUI Ha paboTHUKOB AXY, HampaBlIeHUH HX Ha
MEePENOATOTOBKY M IMOBBINIIEHNE KBATH(UKAIIHH;

- COBEpPILEHCTBYET CUCTEMY TPYIOBOM MOTHBALIUK paOOTHUKOB AXY;

- OCYIIECTBJISIET KOHTPOJIb HMCIOJHEHUS TOJYMHEHHBIMH €My paOOTHHKaMH CBOUX JOJKHOCTHBIX
00s13aHHOCTEH, COOIIOICHUS TPYIOBOM JUCIUILIMHEI U AesiTensHocT AXY B 11e10M.



1.10. B mepuoz oTcyTcTBUs 3amecTHTeNs qupekropa mo AXY ero 00s3aHHOCTH MCIIONHSACT PaOOTHUK,
Ha3HAYEHHBIA IPUKA30M IUPEKTOpa KOJJIEIKA.

1.11. 3amecturtens nupekropa nmo AXY wiaM JUIO, UCHONHSIONIEE €ro 00sS3aHHOCTH, UMEIOT IPaBO
MOJINKCHU JOKYMEHTOB, HanpaBisieMbix oT uMeHHu AXY no Bonmpocam, BXOASIIUM B €€ KOMIIETEHIIHUIO.
1.12. AXY ocymecTBIse€T CBOIO JESITEIbHOCTh BO B3aUMOJCHCTBUU C JPYTUMH CIy)KOaMH U
CTPYKTYPHBIMU TOApAa3JIeICHUsIMI OpTraHu3allid, a TakXkKe B IMpelaeiax CBOEH KOMIETEHLUH CO
CTOPOHHHMMU OpPraHU3ALMSIMH.

1.13. 3a HeHamnexamiee HCIOJHECHHE JODKHOCTHBIX OOS3aHHOCTEM | HapylIeHUE TPYIO0BOM
TUCHUILTUHBL paboTHUKU AXY HecyT OTBETCTBEHHOCTh B MOPAJIKE, IPEAYCMOTPEHHOM JIEHCTBYIOIIUM
3aKOHOAATEIBCTBOM.

1.14. Hacrosimee mnosnokeHue, CTpyKTypa U mraTHoe pacnucanue AXY yTBEp:KIArOTCS TUPEKTOPOM
KOJUIEDKA.

2. OcHoBHBIe 3a1aun AXY

2.1.  AIMUHHCTPAaTUBHO-XO3SHWCTBEHHOE OOECIEYeHHE [JESATEIBHOCTH KOJUIE[KA: TEXHHYECKOE
oOcnmy)kxMBaHUE 3[aHUW, TIOMEIICHWH, o00OopyAoBaHUs (CHCTEM OTOIUICHHUS, BOJOCHA0XCHUS,
BEHTHJIALIMH, JIEKTPOCETEH U T.J.), INIAHUPOBAHUE, OPTaHU3aIMsl M1 KOHTPOJIb TIPOBEICHUS UX TEKYIIUX
W KalUTaJbHBIX PEMOHTOB, CHAOXXEHHE MeOCNIbl0, XO3SMCTBEHHBIM WHBEHTapEeM, CpPEICTBAMH
MEXaHHU3aIMi HHXECHEPHOTO U YIPABJICHUECKOTO TPY/Aa, OpTraHu3aIusl OXPaHbI.

2.2.  OpraHu3allMOHHO-METOJUYECKOE PYKOBOJACTBO M KOHTPOJIb JI€ATEIbHOCTH CTPYKTYPHBIX
MOApPA3ACIICHUA OpraHu3ald 10 BOMPOCAM XO3SWCTBEHHOTO OOCITYXHBAaHMS, PpPallMOHAIHLHOTO
UCIOJIb30BaHUS MaTepUaIbHBIX U (PMHAHCOBBIX PECYPCOB, COXPAHHOCTU COOCTBEHHOCTH KOJUIEXKA.

2.3. TlogroroBka W TMpPEACTABICHHE PYKOBOJCTBY HH(POPMAIMOHHO-AaHATUTHYECKUX MATEPHAIOB O
COCTOSIHUM M TIEPCIICKTHBAX Pa3BUTHs XO35AHWCTBEHHOIO OOCCIEYCHMS JACSITCIBHOCTH OpraHu3alluH,
pa3paboTKa MpeI0KCSHHIA 110 COBEPIIICHCTBOBAHUIO CITYKObI AXY.

2.4. CoBepIlICHCTBOBAaHHE M BHEAPECHUE HOBBIX METOJIOB OpraHU3aIMK PaOdOThI, B TOM YHCJIE Ha OCHOBE
MCIOJIb30BAaHUS COBPEMEHHBIX HH(POPMAIIMOHHBIX TEXHOJIOTHH.

2.5. Yyacthue B NOArOTOBKE M HUCIOJHEHHM YIPaBICHUYECKUX PELICHUH PYKOBOJCTBA IO BOIPOCAM
aIMUHUCTPATUBHO-XO03SIMICTBEHHOTO 00€CIIeUeHUs NeATEIbHOCTH KOJUIEKA.

2.6. KonTponb B mpeenax cBoel KOMIETEHIIUH 32 COONIOICHUEM CAaHUTAPHO-TTPOTUBOAIHIEMUYECKOTO
pexuMa, TPaBUIl MPOTHUBOMOXKAPHOW OE30MaCHOCTH, HOPM TEXHHUKH O€301aCHOCTH, CBOEBPEMEHHOE
MPUHITHE HEOOXOTUMBIX Mep IIPU BHISBICHUH (PAKTOB UX HAPYIICHUS.

2.7. Benenue npenycMOTPEHHON NEHCTBYIONIMMU HOPMATHBHO-TIPABOBBIMH aKTaMH COOTBETCTBYIOIIEH
JOKYMEHTAI[UH, MPEIOCTaBIIEHUE B YCTAHOBJICHHBIE CPOKHM CTAaTHCTUYECKOM W MHON HMHdOpManuud o
nesaTeabHocTH AXUY.

2.8. Pemenre MHBIX 3a4a4 B COOTBETCTBUH C I[EIIMHU KOJUICIKA.

3. OcHoBHbIe pyHkun AXY

3.1. IlnanupoBaHMe, OpraHu3anus M KOHTPOJIb aJAMHHHUCTPATHUBHO-XO3SIIICTBEHHOIO oOOecreueHus
JEATEIBHOCTH KOJUIEKA.

3.2. Xo34iiCTBEHHOE OOCITYXMBaHHE M OOECIeYEHUE HAJUICKAIIETO COCTOSIHUS B COOTBETCTBUH C
IIpaBWJIaMH M HOPMaMM NPOM3BOJCTBEHHOM CAaHUTapUM M TNPOTHBOINOKAPHOW 3aIMTHI 3JaHUN U
MOMEIIEHUH, B KOTOPBIX PACIIOJIOKEHBI MOJpa3/ieieHHs] OpraHu3allii, KOHTPOJIb 3a HCIPABHOCTHIO
000py0BaHus (OCBELICHHS, CUCTEM OTOIJICHUS, BEHTUJISILIUU U JIp. ).

3.3. VYuactue B HHBEHTapU3allUM 3JaHUN, TOMEIIEHUH, OOOpPYAOBaHMUS B LEISIX KOHTPOJS HX
COXPAHHOCTH U TEXHUUYECKOTO COCTOSIHMSL.

3.4. IlnanupoBaHHE TEKyIIUX U KaNHUTAJbHBIX PEMOHTOB OCHOBHBIX (POHIOB (3HaHMiA, cucTeM
BOJIOCHA0)KEHUS, BO3IYXOIPOBOJOB M JPYTUX COOPYKEHHil), COCTaBIE€HHE CMET XO3SICTBEHHBIX
pacxo/oB.

3.5. PeMOHT nomenieHuii, KOHTPOJIb KauyeCTBa BHITMOJIHEHHUS] pEMOHTHBIX PadoOT.



3.6. OOGecrieueHue NOApa3/eNeHUl KoJUleIka MeOenblo, XO3IHCTBEHHBIM HMHBEHTapeM, CpPEACTBaMHU
MEXaHU3allMl HWH)XEHEPHOIO0 M  YIpPaBJIEHYECKOTO TPyAa, KOHTPOJIb 3a UX PpalUOHAIBHBIM
UCIOJIb30BAHUEM, COXPAHHOCTBIO, IPOBEJCHUEM CBOEBPEMEHHOI'O PEMOHTA.

3.7. OdopmiieHne HEOOXOOUMBIX JOKYMEHTOB JJIsl 3aKJIFOYEHHUS JOrOBOPOB Ha MpOBeAeHHE padoT u
OKa3aHHE yCIYT CTOPOHHUMH OpTaHU3aLUSMH.

3.8. IlomydyeHue u XpaHEHHE KaHUEIAPCKUX MPUHAIJICHKHOCTEH, XO3SIMCTBEHHBIX MAaTEpHUaOB,
00OpyIOBaHUs, MHBEHTaps, OOECleYeHWEe MMM CTPYKTYPHBIX MOJpPA3/eICHUN KOJJIemKa, y4eT HX
pacxoJ0BaHUs M COCTABJIECHNUE YCTAHOBIEHHONW OTYETHOCTH.

3.9. KoHTpoJb paliMoHaJIbHOTO PacXoJI0BAHUS MAaTE€pUaoB U (PMHAHCOBBIX CPENCTB, BBLACISAEMbIX IS
XO35CTBEHHBIX LICJICH.

3.10. braroyctpoiicTBO, O3€JICHeHHE, YOOPKa TEPPUTOPHH.

3.11. Xo3siicTBeHHOE OOCTYXKMBaHHE NMPOBOAMMBIX COBEINAHUH, KOH(EpPEHLINH, CEMUHAPOB U APYTHX
MEpOIPHUSITHH.

3.12. Opranu3zanusi TpaHCIOPTHOTO o0ecreueHus AesITeNbHOCTH opranu3aiuu. [loaroroBka 10roBopon
Ha TPAHCIIOPTHOE 00CITyKUBAaHUE CTOPOHHUMHU OPTraHU3aLMSIMH.

3.13. B cooTBeTCTBUU C ACHCTBYIOIIUMH IMpaBUJIAMH U HOPMAaTHBAMU OpPTaHU3AIMs SKCIUTyaTalludl U
CBOEBPEMEHHOI'0 PEMOHTAa TEXHHUYECKOro 00O0pYHOBaHMs (JIEKTPUUECKUX CETEeH, CUCTEM OTOIUICHUS,
BEHTHSIIUH U T.1.), OecriepeboiiHoe oOecriedeHne 3aHnii 1 TIOMEIIEHUH KOJUIEKa SJICKTPOIHEPTHEMH,
TEIUIOM, I'a30M, BOJOH, KOHTPOJIb 32 UX PAllMOHAIILHBIM PACX0A0BAaHUEM.

3.14. Opranu3zanus u obecrneyeHue NponyCcKHOro pexuma.

3.15. Opranusanus 1 KOHTPOJIb JESITEIbHOCTH CKJIa/I0B aJMUHUCTPATUBHO-X03AHCTBEHHOH CITyKOBI.
3.16. IlpoBemenue WHPOPMANUOHHO-PAZBSICHUTEIBHON pPa0OTBI cpend pabOTHHKOB KOJUICIKA,
HalnpaBJICHHOW Ha oOecrnedeHne COXPAHHOCTU U COAEp)KaHUS B MCIPABHOM COCTOSHUM 3[aHMH,
MIOMEIIEHUA M HUMYILIECTBAa KOJUJIEIXKa, OEpekHOe OTHOUIEHHE K OOOpYIOBAaHUI0O U 3KOHOMHOE
UCIOJb30BAHUE MATEPUATbHBIX M DHEPreTHUECKUX pEecypcoB (RJIEKTPOIHEpPIUH, Temja, BOJBI,
KaHIEJIAPCKUX MPUHAIICKHOCTEH, PACXOIHBIX MAaTEPHAJIOB U T.11.).

3.17. IlpoBeaeHne NPOTUBOMNOKAPHBIX U IPOTUBOBNUIEMUYECKUX MEPOIIPUATUH.

3.18. OcymiecTBieHne B Mpeaenax CBOSH KOMIIETECHIIMM WHBIX (DYHKIMHA B COOTBETCTBUH C LEISAMHU U
3aJjauaMM KoJuIe/Ka.

4. IIpaBa u orBeTcTBeHHOCTH AXY

4.1. AXY umeer npaBo:

- TOJy4yaTh MOCTYMHAIOIINE B KOJUIEIX JOKYMEHThl M MHbIe UH()OPMAIlMOHHBIE MAaTE€pHaIIbl IO CBOEMY
npoUITIO AESITENbHOCTH ISl 03HAKOMIIEHH I, CUCTEMaTU3UPOBAHHOTO yueTa U UCIIOJIb30BaHUs B padoTe;
- 3ampamMBaTh W IIOJIy4aTb OT JUPEKTOpAa KOJUIEKA, CTPYKTYPHBIX NOJAPA3JEICHUN KOJUIeIkKa
nHpopMaInio, HEOOXOIUMYIO J1JIsl BHIIOJIHEHUS BO3/10KeHHBIX Ha AXY 3a1a4 u QyHKIUM;

- OCYWIECTBISAITH B MpeJenax CBOEHM KOMIIETECHIMU IIPOBEPKY M KOOPAMHALMUIO JESATEIbHOCTH
CTPYKTYPHBIX MOJpa3/eleHuil MO BONpPOCaM aJMHHHUCTPATUBHO-XO3AWCTBEHHOTO OOECIEeUYeHUs, O
pe3ynbTaTax MPOBEPOK JOKIIAbIBATh PYKOBOJCTBY KOJUIEIKA,

- BHOCUTB IPEJIOKEHHSI [0 COBEPIIEHCTBOBAHUIO ()OPM U MeTO/10B paboThl AXY 1 Komiemka B LeJI0M;

- Y4acTBOBAaTh B IIOJI00OPE U PACCTAaHOBKE KaJIPOB 10 CBOEMY NMPOQHIIIO €A TEIbHOCTH;

- BHOCHUTb MNPEAJIOKEHHUS PYKOBOJCTBY KOJUIE)KAa MO TOBBIIIEHUIO KBAJIM(UKALUK, MOOUIPEHUIO U
HAJIOKEHHUIO B3bICKaHUM Ha paboTHMKOB AXY M Apyrux CTPYKTYPHBIX MOJApA3JEICHUN KOJUIEKa IO
CBOEMY MPOUITIO EATETLHOCTH;

- y4acTBOBaTb B COBELIAHMSX IPHU PACCMOTPEHHUH BONPOCOB XO3AUCTBEHHOTO OOECHeueHHs
NEATEIBbHOCTH KOJIIEKA.

4.2. 3amectutens nupekropa no AXY HeceT NepcoHaIbHYIO OTBETCTBEHHOCTh 34!

- BBINIOJIHEHUE BO3JIOKEeHHBIX Ha AXY dyHKIui 1 3a1ay;

- opranmzanuioo pabotsl AXY, cBoeBpeMEHHOE U KBaJH(PHUIKMPOBAHHOE BBINOJHEHUE IPHKA30B,
pacnopsKEHMI, MIOPYYEHNH BBIIIECTOSIIETO PYKOBOACTBA, IEUCTBYIOIINX HOPMATUBHO-IIPABOBBIX aKTOB
10 CBOEMY MPODUITIO 1S TENbHOCTH;

- paloHagbHOE U 3PPEKTUBHOE UCIIOIB30BaHNE MAaTEPUATbHBIX, PUHAHCOBBIX U KaJPOBBIX PECYPCOB;



- COCTOSIHUE TPYAOBOHM U HCIIOTHUTEIBCKON AUCHUILTHHBI B AXY, BBIMIONHEHHE €€ paOOTHUKAMU CBOUX
(YHKIIMOHATBHBIX 0053aHHOCTEH;

- coOmopenune  pabotHukamMu  AXY  mpaBuil  BHYTPEHHErO  pacmlopsiika,  CaHHTapHO-
MIPOTUBOAIHIEMUYECKOTO PEXKUMA, IPOTUBOMOXKAPHOI 0€30MaCHOCTH U TEXHUKU OE30MaCHOCTH;

- BEJICHUE JIOKYMEHTAIINH, IPEAyCMOTPEHHOM J1eHCTBYIOIMMHI HOPMATUBHO-TIPABOBBIMU JJOKYMEHTaMU;
- MPEIOCTaBJICHUE B YCTAHOBJICHHOM MOPSAKE TOCTOBEPHOW CTATUCTUYECKOW M HMHOM MH(pOpMaluu o
nesarenbHocTH AXY;

- rotoBHOCTh AXY K paboTe B YCIOBHUAX YPE3BbIYAHHBIX CUTYaIUH.

3amecTuTeNb TUPEKTOpa
10 aAMUHUCTPATUBHO-XO3SIMICTBEHHON YacTH C.H. barypos
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