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MMOJIOKEHHUE
0 MOPpsiIKe paccMOTPeHNsl 00pallleHnii rpaKIaH

1. O0mue moJioKeHus1

1.1. Hacrositiee monoxeHue O MOpsIKe pacCMOTPEHHs 0OpallleHuil rpaxaan
(manee — I[lonoxenue) pa3paboTaHO B COOTBETCTBUHU C IMEPEUHEM JACUCTBYIOLINX
HOPMAaTUBHO-TIPAaBOBBIX JOKYMEHTOB, pETJaMEHTHpPYeT TMpaBuiaa paboTel ¢
nocrynatommmu - oOpameHusimu  rpaxgad B OO0 "IIPOOBYX" (mamee —
Opranuzanus).

1.2. Opranuzanust paboThl ¢ MHUCHBbMEHHBIMH M YCTHBIMHU OOpallleHUsIMU
rpaXKI1aH JoJDKHA OOEecredrBaTh HEOOXOAMMBIE YCIOBHS AJISl OCYIIECTBICHHUS
IPEIOCTABIEHHOIO W rapaHTHUpoBaHHOro rpaxnaHaMm Koncturynueit PO mnpasa
oOpalarecsi ¢ NPEUIOKEHUSIMH, 3asABJICHUSAMU U jKajo0aMu B NHCbMEHHON H
ycTHOH (hopme.

1.3. PaccienoBaHue HapylleHHsT HOPM HPOQECCHOHATIBHOIO IOBEIEHUS
NEeAArorn4eckuM pabOTHUKOM MOXKET OBITh MPOBEIEHO TOJIBKO 10 MOCTYHArOIIeH
Ha HETOo Xano0e, MOJJaHHON B TUCEMEHHOH (opMme.

1.4. OOpamiennsi TpaKaaH MOCTYNAIOT B BHUJIE MPEIJIOKCHUN, 3asSBICHUN U
&Kauoo.

Ilpeonoscenue — oOpalieHne TpakIaH, HANMPABICHHOE HA YIYyYIIICHUE
JESITEIbHOCTH 00pa30BaTENbHOTO YUPEXKICHUS U T. 1.

3anenenue — obpalieHre B IENIX peain3allii NMpaB U 3aKOHHBIX MHTEPECOB
rpaXkaaH.

/Kanooda — obpaiieHne ¢ TpeObOBaHUEM O BOCCTAHOBJIECHUM IPaB U 3aKOHHBIX
UHTEPECOB  TIpaXk[JaH,  HApyLIEHHbIX  JEUCTBUSAMU  JHUOO  pEIICHUAMHU
rOCY/IapCTBEHHBIX OPraHoOB, JIOJDKHOCTHBIX JIMI[, OOILNECTBEHHBIX JIMI U
OOLIECTBEHHBIX OpraHU3alui.

[ToBTOpHBIMU CUMTAIOTCSI OOpAILEHUs], TOCTYNUBIINE OT OJHOIO U TOTO K€
JMIAa 0 OJHOMY M TOMY K€ BOIIPOCY, €CJIM CO BPEMEHM IOJa4M IEPBOrO HUCTEK
CPOK PacCMOTPEHHUS WJIH 3asIBUTENb HE YJIOBIECTBOPEH JaHHBIM €My OTBETOM.

[lucekmMa OAHOTO M TOrO k€ JHUIA W MO OAHOMY M TOMY K€ BOMIPOCY,

NOCTYIIMBINHNEC 10 UCTCUCHUA CPOKA PACCMOTPCHUA, CHUTAIOTCA INICPBUIHBIMU.
He cuurarorcs HOBTOPHBIMI/I HH%%M%PC?&WFO H TOIO KC aBTOpa, HO IIO

neneL

BN
KOHTVPﬂﬁQﬂgﬁ? BOIIPOCAM. WEPCTHEB MABE/ BIIALMMUPOBNY
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AHOHUMHBIMH CUHTAIOTCS NHChbMa TpaXJaaH Oe3 TOANMKMCH W YyKa3aHHUS
dbaMuuu, He CoAEpIKaIINe JAHHBIX O MECTE UX KUTEIIbCTBA, PAOOTHI WIIH yUIEOBI.

2. Opranusanus 1eJI0NPON3BOACTBA

2.1. Opranuzanus paboThl ¢ MUCbMAMH M YCTHBIMU OOpALCHUSIMH TPaXaaH
JTOJDKHA ~ o0ecreyuBaTh  HEOOXOAMMBIC  YCIOBUS  JUISL  OCYIIECTBIICHUS
MPEACTABICHHOTO W TapaHTUpoBaHHOro rpaxaaHam Konctutynueit PO mnpasa
oOpamiaTbCsi C MPEAJIOKEHUSIMU, 3asBICHUSMU U >Kajo0aMU B MHCBMEHHOU WU
ycTHOH (hopMe.

2.2. OTBETCTBEHHOCTh 32 OPTaHU3AIMIO0 U COCTOSHUE JIEIOMPOU3BOJICTBA TIO
NUCbMaM M YCTHBIM OOpalleHUsIM TpaxKJaH BO3JIaraeTcsi Ha PYKOBOAMUTEIS
OpraHuzanuu.

2.3. Jleaonpou3BOACTBO IO OOpaIeHUSIM TIpakaaH BEIETCS OTIASIBHO OT
JIPYTUX BUIOB JIEJIONPON3BoACTBa Opranu3aiuu.

2.4. IlpuHsaTHE pEUICHUSI N0 PACCMOTPEHUIO MUCEM M YCTHBIX OOpalleHUid
rpakJaH OCYIIECTBIISIETCS. pyKoBoauTeaeM OpraHu3aiuu.

2.5. HenocpencTBeHHOE HCHOJHEHHE MOPYYEHUH MO MUChbMaM M YCTHBIM
oOpameHusiM  TpaXJaH OCYIISCTBISIETCS  OTBETCTBEHHBIMH  PAaOOTHHKAMU
Opranuzamuu.

3. [IpueM u perucrpanus muceM rpaxaaH

3.1. Bce nmocrynmaromme B Opranuzamnuio oOpalieHus TrpaxkiaaH
NPUHUMAIOTCS U 0QOPMIIAIOTCS B ICHb UX MOCTYTLICHUS.

3.2. [locrynarouue oOpaileHus ¢ KOMUSMHU JTOKYMEHTOB (HampuMep, KOMHii
aTTeCTaToOB, JUIIJIOMOB, TPYAOBBIX KHIDKEK W Jp.) MPUKPEIUISIOTCS K TEKCTY
obpamenusi. [lomydeHHble TO/UIMHHWKKA  JOKYMEHTOB, IICHHBIE Oymaru
BO3BpaIAIOTCS TPaXKJaHaM Mo aKTy.

3.3. OOpamieHus rpaxjaaH, KOIIMM OTBETOB Ha HUX M JJOKYMEHTHI, CBSI3aHHBIC
C UX paspemeHueM, (OpMHUPYIOTCS B Jiela B COOTBETCTBHHM C YTBEPKICHHOU
HOMEHKJIaTYpPOU.

3.4. IlocTtynuBiive NMUChbMa TpaXkJaH PErUCTPUPYIOTCA B KypHAJle yuera.
PerncTpanyonsslii mramIl MpoCTaBIIETCSA HA JIMLIEBOM CTOPOHE NEPBOTO JIUCTA C
yKa3aHUEM PETUCTPAIMOHHOIO0 HOMEPA, 1aThl PETUCTPAIIMN U KOHTPOJIBHOTO CPOKa
UCIIOJIHEHUSI. PerucTpaliMoHHbIA  (BXOISAIIMM) HOMEp IMHUCbMa COCTOUT U3
MOPSIKOBOTO HOMEpPA MOCTYNUBIIET0 0OpallleHUs B IpeiesiaXx KaJlleHJapHoro roja
U HMHJIeKca Jiena 1o HoMeHkaType. Ecinu 3asBuTens npucian HECKOIbKO MUCEM,
HO 10 pa3HbIM BOMNpPOCaM, TO HA KaXJO€ MHUCbMO MPOCTABIAETCS CBOU
perucTpaloHHblii Homep. Ecnu mucbMo mepecnaHo, TO B KypHaie (B rpade
MPUMEUAHNE) YKa3bIBACT OTKYJa OHO MOCTYMWIO. [IoBTOpHBIE MUCHhMa CTaBSTCS Ha
KOHTpodb. Ilpm pabore ¢ HUMH MMOAOUPAIOTCS HUMCIOIIUECS JTOKYMEHTBI II0
oOpalleHusM JaHHOrO 3asButTens. B sxypHane ydera mpocrtaBiaser Ne koI TeMbl

MHUCbMA B COOTBETCTBHH C IPUMEPHBIM KnaccudukaTopoM. Eciu B o1HOM nuchMe
KOHTyp KpMHTO SR LLUEPCTHEB MABEJT BNA
ONMNPOBUY
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COJIEPKUTCS HECKOJbKO TE€M, TO KaXJIOW MpPUCBAWBAIOT O0O0O3HAYEHHE TIO
KJIacCU(UKATODY.

3.5. Tlocne peructpammu oOpalieHUs HAMPABIAIOTCS PYKOBOIUTEIIO
Opranmzanuu ayis 0hOPMIICHHS PE30JIIONNH ¢ YKa3aHUEM HCIIOTHUTEINS, MOPSIKa
Y CPOKOB HUCTIOJHEHUS.

4. PaccMoOTpeHne NMCbMEHHBIX 00palieHuii rpakaan

4.1. Tlucema TpaknaH, IMOCJIE PETUCTPAlUd W OGOPMIICHHS PE30JIIOINU
pykoBoguTesnieM OpraHuzalid TEpeqaloTCss Ha HCIOJIHEHHE KOHKPETHOMY
UCTIOJTHUTEITIO MO/ «POCTIMCH» B YUETHOW JOKYMEHTAIUH.

4.2. Tlucema rpaxmaH, TpeOyIOIIHe TPOBEPKU H3IOKEHHBIX (DaKTOB,
paccMaTpuBalOTCS JOKHOCTHBIMH JIUIIAMHU B CPOK JIO OJHOTO MECAIa CO JTHS WX
perucTpanuu; He TpeOyIoUIUe IOMONHUTEIHHOTO M3YyYeHHsS M TMPOBEPKA HE —
no3aHee 15 gHeit. B oTaenpHBIX ciiydasix CPpOK pacCMOTPEHUS TMChbMa MOXET ObITh
MPOJJICH, HO HE OoJjiee YeM Ha OJIMH MECAI, O YeM HCIIOTHUTENb yBEIOMIIICT
3asIBUTEIS.

He nomyckaercss HampaBieHHWE THCEM TpaXkJaH Ha PaCCMOTPEHHE
paboTHUKAM, NEUCTBHS KOTOPHIX 00KAITyIOTCS.

B compoBomuTensHOM MHChME O0S3aTENBHO yKa3bIBACTCS MOPSJIOK OTBETA
3asIBUTENIO, a MIPU HEOOXOJAMMOCTH — U OpraHu3aiuu (y4pexIeHHI0), B KOTOPYIO
HampaBIsieTcsi qaHHOe oOpamienue. [Ipm 3TOM OTBeT Ha oOpalleHHe CTaBHUTCS
WCIOJIHUTENIEM ""Ha KOHTPOJIB".

AHOHMMHBIE THUChMa M TIHChMa OECCMBICIIEHHBIC IO COJEPKAaHUIO HE
paccMaTpuBarOTCA.

4.3. OtBeThl Ha OOpaleHUs TPakIaH MOJATOTABIMBAIOT UCTIOJHHUTEIN 32
MOJIMTUCKIO pyKoBoauTeNsT OpraHu3aiuu.

OTBeThl HA THMCHMA, HAMPaBISIEMbIE B BBIMIECTOSIINEG OPraHU3AlUA H
nenyTtaTam, opOpMIISIOTCS B 0053aTEIBHOM MOPSIAKE, 32 MOAMUCHI0 PYKOBOIUTEIS
OpraHuzanum.

4.4. JIomKHOCTHBIE JIUIIA IPHU PACCMOTPEHUN 00paIeHnil Tpaxaad 00s3aHbl:

— BHUMATEIFHO MPOAHAIM3UPOBATh H3JIOKEHHBIE MPOOJIEMbI, B Clydae
HEOOXOMMOCTHU CENATh 3aMpoC TPeOyEeMbIX TOKYMEHTOB WJIM MPOU3BECTH BBIC3]T
HAa MECTO JJIi TPOBEpPKH (PAKTOB, a TAKXKE MPEANPUHUMATH JAPYTHE MEphI s
O00BEKTUBHOTO pa3pelICHHs BOIIPOCaA;

— TpUHMMATh OOOCHOBAaHHBIE PEIICHUS MO OOpalieHusM, 0OecreYrBaTh
CBOEBPEMEHHOE M MTPABWIIBHOE MCTIOTHEHHUE YTHX PEIICHHUH.

4.5. Tlo pe3synbprataM pacCMOTPEHHUSI BOIPOCOB COJNEPKAIINXCA B MHChMax
rpaXk1aH, UCTIOJTHUTEIb MOTOTaBIMBACT OTBET 3asBUTEIIO.

[Ipu cocraBieHHH OTBETa O pe3yJbTaTax PACCMOTPEHHUS MUCHMa OJKHBI
cOOJTI0IaThCS CIEAYIONINE TPEOOBAHUS:

— KpaTKO HM3JI0KHTh, Kakas paboTa Obli1a IpOBEACHA ISl POBEPKHU (haKTOB,
U3JI0KCHHBIX B 00OpAITICHUH;

— €CJIn B IIUCBME 3asBUTCIIA COI&?@ME%@\/)J‘{GCKOHBKO BOIIPOCOB, TO OTBCT
KOHTyp}tg%ng Bnapenet
Th pa3iebHO [0 KaXKIOMY PacCMOTPECHHOMY BOIPOCYEIY
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— COOOUIUTh, MOJATBEPAWINCH JIU (DAKTHI, WU3JIOKEHHBIE B MUCbME, KaKUE
MepbI IPUHSTHI IO pe3yJIbTaTaM MIPOBEPKHU.

4.6. OTtBeThl 0GOPMIIAIOTCS Ha OJaHKaxX MHCEM M COJACPXKAT CIETYIOIIHe
PEKBHU3UTHI: aapecar, TEKCT, (HaMuIis HUCIIOTHUTENS ¢ YKa3aHHEM ero padouero
TenedoHa, 1aTa UCTIOTHEHUS U UCXOMAIIUNA HOMEp MUChMa MPOCTABIISIETCS TTOCIIE
TOr0, KaKk MUChMO MOJAMKUCAHO.

5. KoHTpoJ1b 32 pa00Toil NMChbMEHHBIX 00pallleHUil IPaXKIaH

5.1. TlopsimoK MOCTAHOBKM MUCEM HA KOHTPOJIb OMPENESIOT PYKOBOIUTEIh
OpraHuzanui ¥ HEMNOCPEACTBEHHO  HcnojHuTeNb(M). Ilucbma  rpaxniax,
NEepenpaBleHHbIe B JPyru€ OpraHU3alMM WIA YUYPEXKIEHUs U TpeOyrolue
COOONIEHUS Pe3yJIbTATOB UX PACCMOTPEHMS, CTABSATCS HA KOHTPOJIb.

5.2. [lucbMa rpaxkaaH, MOCTaBJIECHHbBIE HA KOHTPOJIb, TOMEYAIOTCSI OTMETKOM
«KOHTpOJBY. OOpalieHus rpaxkaaH, KOTOPbIe JAIOTCS MTPOMEKYTOUHBIE OTBETHI, C
KOHTPOJISI HE CHUMAIOTCSL.

5.3. Opranuzanus KOHTPOJISA: XOJ W CPOKHM HCIIOJIHCHHS OOpaIieHuin
rpakaH B *KypHaJie y4eTa BeJleT pyKoBoauTenb OpraHusaiuu.

5.4. Cpoku WCHOTHEHUS TMHUCEM TPaXIaH, MO KOTOPHIM HEOOXOoIuMa
MOATOTOBKA OTBETOB B BBILIECTOSIINE OPraHbl, MPOJJIEBAIOTCA TOJBKO MOCIE
corsiacoBanus ¢ HUMH. O IPOAJIEHUHU CPOKa COOOIIAETCS 3asBUTEIIIO.

W3meHeHnue cpoka HCIOTHEHHUS MPOU3BOIUTCS 3a0JIarOBPEMEHHO JIMIIOM,
YCTAaHOBUBILIUM TOT CPOK, MPU HAIWYUU OOBEKTHUBHBIX NMPUYUH, U3JI0KEHHBIX B
COOTBETCTBYIOIICH 3aIUCKe.

W3meHeHue cpoka yKa3bpIBaeTCS Ha JIOKYMEHTE, a TaKXe HW3MEHEHHUs
BHOCSITCSA PETMCTPALIMOHHO-KOHTPOJIBHYIO KapTOUKY.

5.5. Kontponb 3aBepiiaercs TOJBKO IIOCJ€ BBIHECEHUS pEIICHUS U
MIPUHSATHUS UCUEPTIHIBAIOIINX MEP 0 pa3penieHunto oopamienuii. Pemenue o cHaTHN
C KOHTPOJISI U OOpalIeHU MPUHUMAET PyKOBOAUTEh> OpraHu3aiiuu.

[lucbma rpakaaH CUMTAIOTCS PAa3pElIEHHBIMHU, €CIU PAaCCMOTPEHBI BCE
MOCTABJICHHBIE B HUX BOMPOCHI U AaHbl OTBETHI 3aBUTEISIM.

5.6. OTBeTHI B BBILIECTOAIINE OPraHU3AINHU, PEIAKIUUA Ta3eT U KypHAJIOB
MOAMUCHIBAIOTCA pyKoBoauTeneM OpraHusaiuuy, B €ro OTCYTCTBUE 3aMECTUTEIIEM.

6. IlpueM u paccMOTpPeHHE YCTHBIX 00pallleHUI IPaKIaH
6.1. Ilpuem rpaxxgan B OpraHuzaili MOMXKET OCYIIECTBIATHCS Kak IO
peIBapUTENIbHOM 3aIKCH, TaK U 0e3 Hee.
PykoBoautens Opranuzaiuu BeAET MPUEM:
— cpena c 10.00 no 12.00.
B ero orcyTcTBHE TPHEM OCYIIECTBIISIET €T0 3aMECTUTEIH.
6.2. [Ipuem noceTuTeneil perucTpUupyeTcs B )KypHaje IprueMa MoCceTUTeNe.

7. O600111eHNEe U AHAJIN3 MMCbMEHHBIX ¥ YCTHBIX 00pallleHUid rpaskIaaH
7.1. PykoBoauTeinnb . ag)egraHH3aug% I, IO er0  TOPYYEHHUIO Jpyrue

ey
KOHTYP (Mt e TEre mima A0MmKHEI CUCTEMATHYCCKHEE AHANMBUPOBAaTh U 00001aTh
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NPEJIOKECHUsI, 3asBICHUS, JKAIOObl TpPaXJaH M CoOJAepKalluecss B HHUX
MPaKTHYECKHC 3aMCUaHHs.

Ilenb: CBOEBPEMEHHOE BBISIBICHUC U YCTPAaHEHUE MPUYMHEI, TOPOXKAAIOIICH
HapyIICHUE IpaB 3asABHTEIICH, 3alllNTa HMHTEPECOB TIpa)kgaH B COOTBETCTBUH C
3aKOHOJATCIHLCTBOM, a TaK)KE COBEPIICHCTBOBAHHUE OPTaHU3AIMOHHOM K
yIpaBISHYECKOM NEITEIHbHOCTH B cuctemMe OpraHu3amum.

7.2. O06006meHne oOpamieHnii MOXHO OCYIIECTBISATh MO ClIEAYoIen
MIPUMEPHOH KJIacCU(UKAIIUU:

— MO ajapecy oOpalieHuil (B TOM YHCIE MOCTYMAIOUIUX W3 BBIIECTOSIUX
OpraHoB);

— I10 TUIIaM U BUJaM 00pa30BaTeNIbHBIX OpraHu3alIui;

— CKOJIbKO TOJIy4€HO M PACCMOTPEHO KOJIJIEKTHBHBIX, WHIUBUIYaJbHBIX,
aHOHUMHBIX OOpaIlleHUH;

— 110 HaIIpaBJICHUSAM PaOOTHI (110 KIacCH(PUKATOPY TEM).

[TpoBOAUTCSA KOJTMYECTBEHHBI Y KAYECTBEHHBIA aHAIU3 BCEX MOCTYNHBIINAX
oOpallleHuI ¢ XapaKTepUCTHKON (haKTOB, M3JI0KCHHBIX 3asBUTEISIMH U YKa3aHUEM
pEe3yJIbTATOB: B YACTHOCTH, Kakue (HaKThl IMOATBEPAUINCH IIOJHOCTHIO HIIH
YaCTUYHO.

ITo pesynpraram aHanm3a MPEACTABISICTCS HWH(POpPMAIUsS ¢ KOHKPETHBIMH
PEKOMEHJAIUSAMHA TI0 COBEPIICHCTBOBAHWIO pPabOTHI B JaHHOM  BOIIPOCE.
Marepuanbl  opopMIIIFOTCSI B BHUAE OOOOIICHHBIX CBEACHUM, TaOIUI W
aHAJIUTUYECKUX CIPABOK.

7.3. AHanmutuueckas uHpoOpMalMs MO UTOraM paboThl ¢ OOpallleHUs MU
IpaKJIaH MOJTOTABIMBACTCS 3a KaJeHAAPHBIA 0.

8. ®opmMupoBaHue U XpaHeHHe €] M0 MUCBMaM U YCTHBIM 00palieHusiM
rpakaaH

8.1. TlucemenHble oOpamieHus TpakaaH, KOMUH OTBETOB HAa HUX U
JIOKyMEHTBI, CBSI3aHHBIC C WX PA3pEIICHHEM, a TaKKe IOKYMEHTHI MO JIMYHOMY
npuemMy rpakaan GOpMUPYIOTCS B JIeTa.

8.2. B mpormecce ¢GopMupoBaHUS JIell IMPOBEPSACTCS TAKKE IMPABHIBHOCTH
obopmiieHUsT ~ JOKYMEHTOB  (TIOAMWCH,  JaThl,  WHICKCHI,  aJpPECcaThl).
Henoodopmnennsie niam HeMpaBWIbHO 0)OPMIICHHBIC JOKYMEHTHI BO3BPAIIAIOTCS
UCTIOJTHUTEIISIM Ha I0paboTKYy.

8.3. Iluckma wm Marepwanbl IO YCTHOMY PAacCMOTPEHHIO OOpaIeHu
rpaXKIaH XPaHATCS TSITh JIET, MOCJIE YeTO YHUUTOKAFOTCSL.

8.4. Tlo ucTedyeHMHM YCTAaHOBJICHHOTO CpOKa XpaHEHHsI JOKYMEHTOB IIO
NPEJIOKEHISIM, 3asBICHUSAM H jKalo0aM TpakJaH COCTAaBISIETCS akT 00 HX
YHUUYTOXKEHUH, KOTOPHIA TOJMUCHIBACTCS WICHAMHU OKCIIEPTHOH KOMHUCCHH H
yTBEpKIaeTcs pykoBoautesneM Opranu3aiuu.

9. 3aKII0UYNTENbHbIE M0JI0KEHHS

9.1. llonoxeHne NpuHAMACTCS HAa HEOTIPSICICHHBIN CPOK.
BriafeneL]
KOHTyp KpV”-ITO LLEPCTHEB MNABEJ1 BJIAAUMUPOBUY

[oKyMeHT noanucaH KBanupuuupoBaHHOM cepuiiHbii Homep  430BAB33C7E91A3DB4E83179B7E285A8CE6ECAQ9
9NEKTPOHHON Noannchbio 09.12.2024 CpOK AeicTBus 15.03‘2024 -11.06.2025




9.2. Bce m3MeHeHHs W TOTIOJHEHMsI, BHOCUMBIE B HacTosmiee [lomoxkenue,
opopmisIIOTCST B MUCBMEHHOM (QopMe B  COOTBETCTBUU JEHCTBYIOIIUM
3akoHozaTenbCcTBOM Poccuiickon denepannu.

9.3. TIlocne mnpunsitus IlonoxxkeHuss (WIM U3MEHEHUW U JIONOJHEHUU
OTJICNbHBIX IYHKTOB M Pa3/eJiOB) B HOBOW peJaKUWU Mpeablayliasl peJakius
aBTOMATUYECKU yTPAUMBAET CUITY.

Bnageney, 000 "TIPO®BYX"
KOHTyp KpMHTO LLIEPCTHEB MABEJ BIAAUMUPOBUY
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