O6uecmso c ozpanHuyeHHoli omeemcmaeeHHocmulo «IlIpoghbezonacHocmuv»
HHH 7743389319 / KIIIl 774301001
125438, 2. Mocksa, 2-ii /luxayesckuii nep.,0.1, cmp.11, nom. 12/2
Jluyen3usa Ha o6pazosamerbHylodessmeabHOCMb pe2, HoMep:
JA035-01298-77/00617161

[Li@.ﬂ [OKYMEHT NOANMCAH VTBep}KI[eHO I[IPpHKAa30M
BNEKTPOHHOW NOANUCHID
000 «IIpodbezoracHocTh»
Ceprapurar: 02CF13BCO0SBBI2EI94D7220A0618ADSA3
e R Ot 20 gtiBapsa 2023 r. Ne I1b/16/23

</

IoJ0:kenne

B YueoHOoM neHTpe OO0 «IIpodbezonacHocTb»
1. O01mue moJ1oKeHNS

1.1. Hactosmee ITomoxeHnne pazpaboTaHo Ha ocHOBaHHU dDejiepalbHOr0O 3aKOHa OT
29.12.2012 Ne 273-®3 «O06 obpazoBanuu B Poccuiickoii denepaiiuuy, MOJOXKEHUS 00
Vuyeonom nentpe OO0 «IIpodbesonacHoctsy (Hanee - VYdeOHBIM HEHTP) H
perilaMeHTHpYeT Tpolleypy HHAHUBHIYyaldbHOTO ydYeTa pe3yJbTaTOB  OCBOEHUS
CIyliaTelasiMd — [porpaMM  NPO(ECCHOHAIBLHOTO  OOy4YCHHUS M JONOJHUTEIBHOIO
npodeccuoHanbHOro 00pa3oBaHud (Jlajee - o0pa3oBareibHbIC IIPOrpaMMBbl) U XPAaHCHHS B
apXuBax UH(popMar 00 STUX pPe3yJIbTaTax.

1.3. OcHOBHBIMH 3aJja4aMH HWHIUBHAYaJBHOIO Yy4YeTa pe3yJbTaTOB OCBOCHUSA
cIIymaTensiMu 00pa3oBaTeIbHBIX IPOrPaMM, a TAK)KE XpaHCHUS B apXUBaxX HH(GOpMaILHH 00
3TUX pe3yibTaTaX Ha OYMa)KHBIX U (HIJIH) 3JI€KTPOHHBIX HOCHUTEISIX SIBIISTFOTCSI:

- cOop U XpaHeHHEe HH(POPMAITUH O JIOCTIDKCHHUAX 00yYarOIUMUCS UHINBUY AJIbHBIX
Pe3yIIbTaTOB OCBOECHHST 00pa30BaTEIbHBIX

- MOHUTOPHHT JUHAMHKHU UHIUBHIYaTbHBIX JTOCTHKEHHN 00yJarOIUXCS;

- YCTaHOBJICHHE COOTBETCTBHUS PCAJIbHBIX JOCTHKCHHI 00y4aronuxcs 0XKUAacMbIM
pe3ynbTaraM oOy4eHUsl, 3aJaHHBIM ITPo(hecCHOHATTLHBIMU CTaH/IapTaMH;

- co3JlaHue HH(POPMAITMOHHOM 0a3bl I IPUHATHS YIPABICHYCCKHX PEIICHUI U Mep,
HaIlpaBJICHHBIX Ha IOBBILICHUE KauecTBa 00Opa30BaHUsL.

2. UHnBHYaJIBHBIN YUET pe3yJbTaTOB OCBOCHUS
CJIyHIaTeJIAMH IIPOrPAMM [IOIOJTHHTEILHOT O
npo¢eccHOHATBHOT0 00pAa30BAHUSA

2.1. YueOHBIH LEHTp OCYIICCTBISACT HHIUBHAYAJIbHBIH yUeT Pe3y/IbTaTOB OCBOCHHUS
CIyHmIaTelsIMA  00pa30BaTENbHBIX IporpaMM Ha OyMaXKHBIX HOCHTEISIX W(WJN)
3NEKTPOHHBIX HOCHUTESIX.

2.2. K ob0s3arenbHbIM OyMajKHbIM HIIH 3JICKTPOHHBIM HOCHUTEIISIM UHIUBUTYaIIbHOTO
ydeTa pe3yIbTaTOB OCBOCHUS ciIylllareici 00pa3oBaTeIbHbIX IPOrpaMM OTHOCATCS:

JKypHAaJbl y4eTa 3aHATUIL;

MIpUKa3bl 00 OpraHu3aIii 00yUeHus;
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IIPHUKA3bI 00 OKOHYaHHUH 06yquH51 H OTUHCJICHHUH B CBA3H C 3aBCPIICHHUEM 06yquI/I$[;

BEJIOMOCTH IIPOMEKYTOYHOM aTTECTALINHY;

IIPOTOKOJIBI  3ace/laHUsl KOMHCCHHM IO TIPOBEpPKE 3HAHUM (10 HTOTOBOU

aTTECTAllH ); )KypHAJIbl BbIIAYU JOKYMEHTOB 00 OKOHYaHUH 0OyUYCHHUSI.

23.K  HeoOs3aTenbHBIM  OyMaXHBIM  HJIH  3JIEKTPOHHBIM  HOCHUTEISIM
VMHJIUBUIYAJIBHOIO YYe€Ta pe3yJIbTATOB OCBOECHHUS CIIyHIAaTEISIMH IIPOIPAMM OTHOCSTCS
pe3yibTaThl TECTUPOBAHUE B XO/I€ MIEKTPOHHOIO WIH JIUCTAHIIMOHHOIO OOYUCHHS.

2.4. VNHIUBUyaIbHBII yUeT pe3ylIbTaTOB OCBOCHHS CIyIIATEIsIMH MporpaMM Ha
JJIEKTPOHHBIX ~ HOCHUTEIIIX  OCYILUECTBISICTCS B JJICKTPOHHOM  HMH(pOpPMauOHHO-
00pazoBaTelIbHOM cpefie Y4eOHOro LEHTpa, KOTOPBI o0ecrieYnBacTCa COOTBETCTBYIOIUMH
cpeAcTBaMH  MH(OPMAIIHOHHO-KOMMYHHUKAITMOHHBIX TEXHOJOTHH H  KBalnu(UKaIHen
PabOTHUKOB, €€ HCIONb3YIOIUX U NOJepKuBatonnX. OyHKIIMOHUPOBAHUE JICKTPOHHOU
WH(pOPMAITHOHHO-00pa30BaTeIbHON  Cpellbl  OCYIIECTBIISIETCSI B COOTBETCTBHH €
3aKOHOJATENbCTBOM Pocculickoil Meepanun

3. Xpanenue B apxuBax OyMasKHBIX H(HJIH) 2JIEKTPOHHBIX HOCUTeJIei
HHIABHIYAJIbHOT0 YUeTa Pe3yJIbTATOB OCBOCHHS
oby4aromuMHcsi 00pa3oBaTeJIbHBIX MPOrPaMM

3.1. B apxuB TmepenarTcs 3aKOHUYEHHBIE JIEJIIOMPOM3BOJICTBOM JIOKYMEHTHI,
0o0pa3oBaBIlIHEeCcs B JICATCIILHOCTH YUeOHOI 0 IIEHTpa:

— JieJia IIOCTOSIHHOTO XPaHEHHUS;

— Jtelia BpeMeHHoro (cBbile 10 jieT) cpoka XpaHeHHs;

— JJOKYMEHTHI 110 JINTYHOMY COCTAaBY;

— JIOKYMEHTHI TOCTOSIHHOTO XpaHEHHs] M 110 JIMYHOMY COCTaBy OpraHH3aIlui-
MIPE/IIeCTBEHHUKOB;

— CIPaBOYHBIN aImapaT K JJOKyMEHTaM apXuBa (OIUCH, HOMEHKJIATYPBI €], KAPTOTEKH
U T. I.).

3.2. OCHOBHBIMH 3aJ]la4aMH apXuBa SBJISTFOTCS:

- KOMIUIEKTOBaHHE apXHBa JJOKYMEHTaMH, COCTAaB KOTOPBIX IIPEAYCMOTPEH IIyHKTOM 2.1
HACTOSIIETO MOJIOKEHUS;

- obecrieYeHre COXPAHHOCTU U y4YeT IPUHSATHIX Ha XpaHCHUE JIOKYMCHTOB;

- Opra"u3anus IPaKTHYCCKOH paboThl, CBA3aHHON C HCIIOJIb30BAaHUEM JOKYMEHTOB,
XpaHSIIUXCS B apXUBE;

- KOHTPOJIb 3a IpaBWIbHBIM (OpMHpPOBAaHHUEM H OGOPMIICHHEM JIOKYMCHTOB B
JIeJIONPOU3BOJICTBE, OTOOPOM U TTOJATOTOBKOM HX K TIepe/iaue Ha apXUBHOE XpaHEHHE.

3.3. B cOOTBETCTBUH C BBITIOIHIEMBIMHA 3aJJadaMH apXUB OCYIIECTBIISET CIIEIYIOIIHE
byHKLIMH:

- I[PUHUMAET IIOCJIE 3aBEPIICHUS JCJIONPOU3BOJICTBA, YUHUTHIBAET M XPaHHUT
oOpa3oBaBIlivecs B JESITEIbHOCTH YUeOHOro IIeHTpa JIOKyMEHTHI, 00paboTaHHBIE B
COOTBETCTBHH C JICHCTBYIOIIHUMH ITPaBUIIAMH;

- opraHusyer padoTy IO IMOJIOTOBKE OIHMCEH 3aBepIICHHBIX JEIONPOU3BOJICTBOM
JIOKYMEHTOB IIOCTOSSHHOTO XpaHEeHHS U TI0 JINYHOMY COCTaBY;
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- OCYIIECTBJISICT yYeT [0 HOMEHKJIATypaMm [€Jl, HaXOASUIUMXCS B CTPYKTYpPHBIX
noJpa3eleHUsAX (y UCIIOJHATENEH ) JOKYMEHTOB BpEMEHHOIO XpaHEHNS;

- obecrieynBacT MOJHY0 COXPAHHOCTh IIPUHATHIX Ha XpaHEHUE JIC]L;

- CO3/IaeT, MOTIOJIHSIET U COBEPIIEHCTBYET YUETHO-CIIPABOYHBIN arnapat K XpaHsIIIHMCS
B apXuBe JIeJlaM U JOKYMEHTAaM;

- OpraHU3yeT HCIOJIb30BAHHE XPAHAIINXCS B apXHUBE JJIOKYMEHTOB;

- HHQOPMHUPYET PYKOBOJCTBO H paOOTHUKOB YYeOHOro IIeHTpa O COCTaBe H
COJIEp>KaHUH JIOKYMEHTOB apXHUBa;

- BBIJIJa€T B YCTAaHOBJIECHHOM MOPSJIKE XpaHSIIUEcs B apXuBe Jiella U JOKYMEHTHI JJIs
WCTIOTh30BaHUS B MPAKTUIECKUX H JIPYTHX ENIX;

- HCIIOJIHSICT 3alpOChl YUPEKACHUI U rpaxk/iaH 00 yCTaHOBICHUU TPYAOBOrO CTa)a U
IO JIPYTHM BOITPOCaM COITHATIBHO-IIPABOBOTO XapaKTepa;

- BEJET y4YeT BBIJaud apXUBHBIX JE€]1 H JIOKYMEHTOB, OCYILECTBIIIET KOHTPOJIb 3a
CBOEBPEMEHHBIM UX BO3BPAILICHUEM B XPaHWIHIIIE,

- MPOBOJUT IKCIIEPTH3Y I[IEHHOCTH JIOKYMEHTOB, XPAHSIINXCS B apXHUBE, CBOEBPEMEHHO
0oTOHpaeT K YHHYTOXKCHUIO JieJIa ¢ UCTCKIIUMU CPOKAaMU XPaHCHHUS;

- OKa3bIBaCT METOJMYCCKYIO IMOMOINIb CIICHHAIUCTY IO JACJIONPOU3BOACTBY Y UYeOHOTrO
[IEHTpa B COCTABIIEHNN HOMEHKIIATYPHI JIe]l, KOHTPOJIUPYET MPaBHIBHOCTh (DOPMHPOBAHHS U
oopMiieHUS JIeNl B JEJIONPOU3BOJCTBE, IOJIOTOBKY JIOKYMEHTOB K Ilepellade B apXHB
VY4eOHOrO 11eHTpa.

3.4. ENTMHUIIaMH XpaHEHHUsI ApXUBHBIX JOKYMEHTOB SIBIISTFOTCSI:

- Ha OyMa)KHOM HOCHTEJE — JIeJIO, MpeCcTaBIstoniee co00il COBOKYITHOCTh JJOKYMCHTOB
WU OJIHH JIOKYMEHT;

- DJEKTPOHHBIX JIOKYMEHTOB — DJJIGKTPOHHOE €0, MpeJICTaBsfollee coOol
COBOKYITHOCTB 3JIEKTPOHHBIX JIOKYMEHTOB HJIM OJWH 3JICKTPOHHBIH IOKYMEHT.

ApXUB IPUHUMAET 3JIEKTPOHHBIE JOKYMEHTHI OT CHEIHATNCTOB YUeOHOro IeHTpa B
HessiX o0ecredeHusl UX COXPaHHOCTH, YYeTa U UCIIOJIb30BaHUS U OCYIICCTBIISICT MTOJATOTOBKY
JIOKYMEHTOB IIOCTOSIHHOTO CPOKa XpaHEHHUs K Ilepejade Ha XpaHEHHE B TOCYJapCTBEHHbBIH HIIH
MYHUIIUTIAIBHBIA apXUB B YCTAaHOBJIEHHOM MOPSIIKE IO CIEAYIOIeMy rpaduky:

- HHJUBHJIyaJbHbIC pPE3yJbTaTbl OCBOCHHS OOYYalOIIMMHCS 00pa30BaTCIIbHBIX
IIPOrpaMM — €3KErojIHO (B JIeKadbpe);

- yIpaBlIeHUYEeCKHE JOKYMEHTHI, CO3J[aHHe, XpaHEHWe, WCIIOIb30BaHHE KOTOPBIX
ocylecTBIsieTcss B (¢opMe DJICKTPOHHBIX JOKYMECHTOB IPU OpraHHU3alldd BHYTPCHHEH
JIeITEIBHOCTH - €KETO/IHO (B STHBape).

3.2. ApXHB OCyIIIeCTBISIET a]IMUHIUCTPHPOBAHNE HH(OOPMAIIHOHHBIX CUCTEM YUeOHOTO
LICHTPa B YaCTH COOJIIO/ICHUS TPeOOBaHHI K XpaHCHUIO CO3/IaHHBIX U/UJIH BKJIIFOYCHHBIX B HUX
3IIEKTPOHHBIX JIOKYMEHTOB.

3.3. B apxuBe BBIACIAETCS MECTO JUISI XPAaHEHUS 3JIEKTPOHHBIX JOKYMEHTOB Ha
AJICKTPOHHBIX HOCHTENSIX, B TOM 4YHCIE JUISI BPEMCHHOIO pa3MEIICHHUS! 3JIEKTPOHHBIX
HOCUTEJIEH B LEJSIX HX aKKIMMaTH3allud, a TakyKE€ YCTAHABIMBACTCS WM BBLICISETCA
He00X0IMMOe cepBepHOE U KOMMYHUKAITMOHHOE 000py/I0BaHUE.

4.0pFaH]/IBalIl/Iﬂ NICKTPOHHLIX JOKYMCHTOB
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4.1. B coctaB NOKyYMEHTaJIbHOTO (OHIA BKIIOYAIOTCS BXOIAIINE, HUCXOMSIINE U
BHYTPCHHHE dJICKTPOHHbBIC JJOKYMEHTBI, CO3JJaHHbIC H XpaHsIIHecs B YUeOHOM LIEHTpE.

Jlnst onepaTHBHOTO JOCTYTa K apXHUBHBIM JOKYMEHTaM OHH JIOJKHBI OBITh Pa3MeIlleHbI
Ha (haill — cepBepe apXuBa.

DJIEKTPOHHBIE JOKYMEHTBHI IIOCTOSSHHOTO M BpeMeHHBIX (cBbillle 10 I1eT) cpoKoB
XpaHEeHHUsI, B TOM YHCIIEe MO JIMYHOMY COCTaBY, BKIIFOUAIOTCS B COCTAaB apXHBHOTO (oHIa
YyeOHoro HeHTpa.

DIIeKTpOHHBIE JIOKYMEHTHI (POPMHPYIOTCS B Jiella B COOTBETCTBUH C HOMEHKIATypoHu
Jen YdeOHOro IeHTpa U WHACKCHPYIOTCS B TOPS/IKE, YCTAaHOBIEHHOM B OTHOIIEHUH e,
c(hOpMHUPOBAHHBIX U3 JIOKYMEHTOB Ha OYMa;KHOM HOCHTEIIE.

4.2. CoxpaHHOCTB 3JIEKTPOHHBIX TJOKYMEHTOB B apXHBe 00eCIIeTHBAETCS:

— CO3/JaHUEM ONTHMAJIbHBIX YCIIOBHI1 XpaHEHUSI HOCHUTEIIEH JIEKTPOHHBIX JJOKYMEHTOB;

— palMOHAIBHBIM Pa3MEIICHHEM JIEKTPOHHBIX HOCUTEIICH B apXUBOXPaHIIUIIE;

— IPOBEPKOYN HATTMYMS U COCTOSIHUS SJIEKTPOHHBIX JJOKYMEHTOB;

— KOHTpOJIEM (PU3UYECKOIO M TEXHUYECKOTO COCTOSIHHS HOCUTEJICH M 3JICKTPOHHBIX
JIOKYMEHTOB;

— KONMUPOBAHUEM 3JIEKTPOHHBIX JIOKYMEHTOB B IIEJIIX PabOUHX 3K3EMIUISPOB, B TOM
yuciie Ui GoH/1a MoJIb30BaHU;

— KOHBEPTUPOBAHHEM »>JIEKTPOHHBIX JIOKYMEHTOB Ha HOBBIE (B TEXHOJIOTHUECKOM
OTHOIIIEHHNH ) 3]IEKTPOHHBIE HOCHTEIIH U B HOBBIE (JOPMATHI.

Jli1s oGecrieueHust COXpaHHOCTH MICKTPOHHBIX JIOKYMEHTOB B apXuBe YueOHOro ieHTpa
HEO0OXOTUMO BBHITIOTHSTHE MEPOIIPUSTHS 10 HHGOPMAITHOHHON O€301TaCHOCTH

— 3aIIUTY 3JEKTPOHHBIX JOKYMEHTOB OT BO3JEHCTBHS BPEJOHOCHBIX KOMITBIOTEPHBIX
IpOrpaMM («BUPYCOB» H T.IL.);

— 3aIlATY IEKTPOHHBIX JJOKYMEHTOB OT HECAHKIITHOHMPOBAHHOTO JOCTYIIa K HUM.

OnruManbHble YCIOBHS XPaHCHHUS DJICKTPOHHBIX JIOKYMEHTOB B apXuBe Y4eOHOro
LIEHTpa 00ecIIeYnBaIOTCS:

— oOopy/loBaHHEM TOMENIEHUN CpeJICTBAMH  MOXAPOTYIIEHUs, OXpaHbl U
CUTHAJIU3alluu;

— IPUMEHEHUEM TEXHUYECKHUX CPEJICTB JJIS CO3JAaHUS ONTHMAaIbHBIX (HOPMAaTHBHBIX)
TEMIIepaTypHO-BIaKHOCTHOTO,  CBETOBOTO,  CAHUTAPHO-THTHEHWYECKOTO,  OXPaHHOTO
PEKUMOB B IIOMEIICHUSAX U XPaHWIUIIAX apXHBa;

— TpUMEHEHHEeM NpPOTrpaMMHBIX CpEJACTB ISl oOecledeHHs] WH()OPMAIIMOHHOM
0e30MacHOCTH;

- INPHUMEHEHUEM CIICHHAIBHBIX CPEACTB XPAHCHHS M IIEPEMEIICHHS JIOKYMEHTOB
(cTennaxu, mKadwl, celdbl, KOHTEITHEPHI, QY TIAPHI);

- HAJIMYHEM B apXHBe JBYX WIH 0oJiee IK3eMIUIIPOB CIMHHI] XPaHCHUS YJICKTPOHHBIX
JIOKYMEHTOB, 3allUCAaHHBIX Ha JIBa WM Ooliee 00OCOOJICHHBIX MAaTepUalbHBIX HOCHTEIIS
OJIHOKPATHOM 3aIllCH, U UX pa3/Ic/IbHbIM XPaHEHHEM;

- MPUMEHEHHEM TEXHUUYECKUX H MPOTPAMMHBIX CPEJICTB, IIpeHa3HaueHHbIX Jisi MB-
LEHTPAJIbHOI'O0 KONHMPOBAaHUS, KOHBEPTHPOBAHUSA W MUTPAIMU DIIEKTPOHHBIX JOKYMEHTOB,
KOHTPOJISL UX (PU3UYECKOIO U TEXHHYECKOIO COCTOSIHUSA;
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- 3alMTON MHGOPMAIMK OT HECAHKIIMOHUPOBAHHOI'O JIOCTYIA IyTeM IPUMCHCHUS
COOTBETCTBYIOIINX TEXHHYECKUX CPENICTB;

- IOCTYIIOM K HH(pOpMaIMH YCTaHOBJICHHBIX KaTCTOPUI I10JIb30BaTEIICH;

- peXuMaMH XpaHEHHUS >IIEKTPOHHBIX JOKYMEHTOB, HCKIKUYAIOIIUMH YTpaTy,
YHUYTOXKCHUE WIH HCKAaKCHUE HHPOPMALIHH.

4.3. XpaHeHue 3JIEKTPOHHBIX JOKYMEHTOB B apXHBE OCYIIECTBISIETCS B YCIOBHSX,
o0ecTieunBalONMX HX 3allUTy OT IOBPEKJECHHI W BPEIHBIX BO3JIEHCTBUH OKpYKarollen
Cpebl.

TpeboBaHUs K 3/JaHUSIM U TOMEIIEHUSIM apXHBa, XPaHSAIIETO IEKTPOHHBIE IOKYMEHTHI,
JIOJKHBI COOTBETCTBOBATh OOIIMM TpeOOBaHUSIM K 3/IaHUSIM H TOMEINICHHSIM IOJJOOHOTO
Ha3HA4YCHUS.

3amuTa 3JIEKTPOHHBIX JOKYMEHTOB oOecriedmBaeTcsl 3a CYeT COOIIeHUs
(MOIEPKKH ):

— CBETOBOI'0 PEKMMAa XPaHCHHUS;

— TeMIIepaTypHO-BIa)KHOCTHOTO peKHMa XpaHEHHUS;

— CAaHUTAPHO-TUTHEHUYECKOI0 pe)KUMa XpaHECHHS;

— temiieparypa + 15 - + 20°C;

— OTHOCHUTeIIbHAsI BIIAXKHOCTh BO3/yXa B AuanazoHe oT 20 g0 50%.

B xpanwmine ¢ paboduMu 3K3eMIUSIpAMH DJICKTPOHHBIX JOKYMEHTOB JIOIyCTHMA
KOMHaTHas Temieparypa - +23°C.

B XpaHunuie ¢ OCHOBHBIMHU JK3EMIUISIPAMH >JIEKTPOHHBIX JOKYMEHTOB JOJKHBI
IO/ ICPKUBATHCS

- TeMmImeparypa - He Boile +17°C;

- ¥ TI0O BO3MOYXHOCTH HH3Kasl OTHOCUTENbHAS BIAXXHOCTh BO3/IyXa.

He momyckaercs xpaHeHue QUCKOB IpU Temiieparype Bbilie +32°C u Hmke -10°C u
OTHOCHUTEIIbHOH BJIaKHOCTH HIXKe 10%.

Bo3moxkHa TpaHCIIOPTHPOBKA IUCKOB HpU TeMmiepatrype A0 -5°C U OTHOCHUTEIbHOMI
BiIazkHOCTH 50%.

4.4. DIIeKTPOHHBIE TOKYMEHTHI Ha 000COOJIEHHBIX HOCUTENSX B MTOMEIIECHHSIX JIIST UX
XpaHEHHUsI pPa3MEUIAIOTCd B COOTBETCTBHMM C YYETHBIMH JIOKYMEHTAMH apXuBa, 4YTO
oOecrieynBaeT UX OIECPATUBHBIN TOUCK.

OcHOBHOUM W pabouHil >K3eMIUISIPH €JUHUIl XPAaHEHUSI 3JIEKTPOHHBIX JIOKYMEHTOB
PEKOMEHIYETCSl  XpaHUTh  pa3lesibHO. (OCHOBHOM  JK3EMIULSID €IMHHUI[  XpaHCHHUS
MIPEeATIOUTHTENbHEE pa3MeNaTh B XpaHIIIHIIE apXuBa Y4eOHOTO IIEHTpa OT/IeIbHO OT MecTa
XpaHeHHUsI paboUHX 3K3eMIUISIPOB 3JIEKTPOHHBIX JJOKYMEHTOB.

Kaxiplii 000COOJICHHBIN 2JICKTPOHHBIN HOCHUTENb JOJDKCH HMETh HEIrepMETHYHBIN
WHUBHUIYAIIbHBIA QYTIISIp, IPH 3TOM JIOJKHO OBITh MCKIIFOUEHO CBOOOJIHOE MepeMeleHne
JIEKTPOHHOTO HOCUTEIS BHYTPU (yTisipa, NajeHHE W CYLICCTBCHHOE OTKIOHCHUE OT
BEpTUKAIM, JUISi 4Yero Qymsipbl JOKHBL HMETh (DUKCATOPbl HIIM MEPEeTSTHBATHCS
CIIEIMAJIbHBIMH PE3NHKAMHU.

@Y TISIPBI € AIEKTPOHHBIMU HOCUTENSIMH Pa3MeIIatTcs BEPTHKAIBHO B KOHTEHHEpax B
CICUUAIN3UPOBaHHBIX IIKadax, Ha IMoJKax crejulaxed, mkadon. PaccrosHue Mexiy
¢yTisipaMu JOJKHO OBITH JIOCTATOYHBIM JUIS TOTO, YTOOBI JICKTPOHHBIC HOCUTEIN MOKHO
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ObLJIO CBOOOJIHO ITIOMELIATh U IOCTaBaTh U3 KOHTEHHEpa.

IIpu pa3smemieHuH QyTIAPOB C DICKTPOHHBIMH HOCHTCISIMH B KOHTCHHEpax
HEO0OXOIMMO pacIoliararb UX TaKuM 00pa3oM, 4ToObl ObLIM BUAHBI Y4ETHEIC HOMEpa €IUHHUII
XpaHEeHHS.

[Ipy  J10ITOBpeMEHHOM XpaHEHHH OOOCOOJICHHBIX HOCHTEICH  DIICKTPOHHBIX
JIOKYMEHTOB  TpeAnouTeHHe clieyeT OTJaBaTh CHEIHAJIM3UPOBAHHBIM  CpeJCTBaM
pa3MelleHusl, B KOTOPBIX HOCHTEIH 3alUIIalOTCS OT MarHUTHBIX H 3JIEKTPOMarHUTHBIX
BO3JICCTBUI OKPYKAIOIIEH CpeIbl.

4.5. B xo/1e IpoBEpKH HAIMUYHUSA M COCTOSTHUSI 3JIGKTPOHHBIX apXHUBHBIX JOKYMEHTOB B
apXHBe OCYIIECTBISIIOTCS CIIEAYIONIHE MEPOTIPUSITHS:

— YCTaHOBJICHHE (haKTHUCCKOTO HAJIMYMS SAMHULL XPaHCHHS JICKTPOHHBIX JIOKYMEHTOB
1 €IMHUI] yUeTa 3JIeKTPOHHBIX JIOKYMEHTOB, HaXO AIINXCS Ha XpaHeHHUH;

— KOHTPOJIb TEXHHMYECKOTO COCTOSHHS M BOCIIPOHM3BOJIUMOCTH DJICKTPOHHBIX
JIOKYMEHTOB IIPOTPaMMHBIMH CPEICTBAMU;

— BBISBIIGHHE W YYeT €JWHHI]l XpaHEeHHs 3JIEKTPOHHBIX JIOKYMEHTOB, TPeOYIONTHUX
CIICHIHAJIbHOM TEXHUYECKOH 00padoTKH;

— BBISIBJICHUE U YYET 2JICKTPOHHBIX JOKYMEHTOB, TPEOYIOIMUX KOITUPOBAaHUS HA HOBBIC
ANIEKTPOHHBIE HOCHUTENIH B MIPOBEJICHHS JPYTOd TEXHUIECKO 00paboTKH;

— BBISIBJICHHE OTCYTCTBYIOIIMX CIIUHUI XpAaHCHUS U OpraHU3allUa UX PO3BICKa;

— KOHTPOJb (PU3UUECKOTO U TEXHUUECKOTO COCTOSIHUS €THHUI] XpaHEHHS SJIEKTPOHHBIX
JIOKYMEHTOB;

— BBIABJICHHE M YCTPaHCHHUC HEIOCTAaTKOB B YYETC CIIMHUIL] XPAHCHHUS 3JICKTPOHHBIX
JIOKYMEHTOB.

IIpoBepka HalIUUMUSI U COCTOSHHUS 3JIEKTPOHHBIX JOKYMEHTOB MPOBOJHUTCS HE peike
OJIHOTO pa3a B 5 JIET, a TAKXKE IIpU IICPEMECIIICHUH apXHBa B APYro¢ MOMEIICHUE, IIPH CMCHE
pabOTHHKA, OTBETCTBEHHOTO 32 apPXHB.

[IpoBepka (u3HUECKOIO M TEXHHUYECKOTO COCTOSHHUS OCHOBHBIX M pabouux
AK3EMIUISIPOB JICKTPOHHBIX JIOKYMEHTOB IIPOBOJIUTCSA Yepe3 o/l MOCIIC MPHEMa IJICKTPOHHBIX
JIOKYMEHTOB Ha XpaHEHHE B apXHB H Jiajiee ¢ IIepHoJMIHOCTHIO OJHH pa3 B 5 1eT. B cnydasx
PEeryJISIpHOTO HApPYIICHUS TEMIICPAaTypPHO-BIA)KHOCTHOIO pPEKUMAa XpPaHCHUS, IIPOBEPKY
clelyeT MPOBOJIUTH OAWH pa3 B Ioj WIM KaXKIblii pa3 IOC/IC 4YpEe3BbIYAHOW CHUTYyalllH
HapyIIeHHUs peKuMa.

IIpoBepka SJIEKTPOHHBIX JOKYMCHTOB Ha HAJIMYHE BPEIOHOCHBIX KOMIIBIOTEPHBIX
porpaMM («BHPYCOB») OCYIIECTBIISIETCS TMPH MpHEME JJIEKTPOHHBIX JIOKYMEHTOB Ha
XpaHeHHe OT CTPYKTYPHBIX IT0JIpa3ieIeHHi Y ueOHOro IIeHTpa, a TaKKe BO BpeMs ITPOBEICHUS
IICPUOIUYECKHUX IIPOBEPOK TEXHUUECKOIO COCTOSHHUS AJICKTPOHHBIX JOKYMEHTOB, Ka)KIblil pa3
repe/T MCMOJIb30BaHUEM A3JIEKTPOHHBIX JIOKyYMeHTOB. IIpH mpoBepke HaTWUHUSd M COCTOSTHHUS
ICKTPOHHBIX JIOKYMEHTOB B Y4EOHOT0O LIEHTPa HEOOXOIUMO:

— COXPaHSATh MOPSJIOK pacIiOJIOKEHUSI ¢IMHULL XpaHCHUS B Py Tisipax, KOHTeHepax, Ha
cTesuiakax, B mKadax;

— W3BIMaTh €IMHUIIBI XpaHEHHS, CoJIepKalllie BPETOHOCHBIE KOMIIBIOTEPHBIE
IIpOrpamMMbl («BHPYChD»), H MOMEIIATh UX Ha CIICLIMAJILHO BBUICIICHHYIO ITOJIKY (SIITUK) JJIA
HoCJICAYIONICH crelHalIbHOM 00padOTKH IICKTPOHHBIX TOKYMCHTOB;
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— BO3BpallaTh Ha CBOM MecTa OOHApy;KCHHbIC BO BpeMs IPOBEPKHU HEIPABUIILHO
XpaHsIyecs eIHHUIBI XPaHCHHUS.

PaboThl 110 poBEpKE HAJIMYKS U COCTOSHUS JICKTPOHHBIX JJOKYMEHTOB (DOHIA JJOJIKHBI
HAUYMHATHCS B XPaHUIHUIIE OCHOBHBIX OHK3EMIUISIPOB €JUHHI] XpaHEHUS 3JIEKTPOHHBIX
JOKYMEHTOB U 3aKaHYMBATbCS B XpaHWIHIIE pab0unX 3K3eMILUISIPOB.

[IpoBepka HamW4Yusg W COCTOSHHSI 3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIETCS B
HECKOITBKO 3TaroB:

— IpeJIBapUTEIIbHAS IPOBEPKA HAIMYHS €JUHUL] XPAHEHUS 2JIEKTPOHHBIX JIOKYMEHTOB
porpa;

— OIlIEHKA (PM3UUECKOT0 COCTOSHUSI IIEKTPOHHBIX HOCUTENEH;

— OLICHKA TEXHUYECKOI'0 COCTOSIHUS €IMHUIL] XpPaHECHUS;

- MPOBEpKa HATMYIHUS €TUHHI] YUeTa FJIeKTPOHHBIX IOKYMEHTOB;

— OLIEHKA TEXHUYECKOTO COCTOSIHUS ¥ BOCIIPOU3BOAUMOCTH JIEKTPOHHBIX JJOKYMEHTOB;

— 3aKJIIOYHTEIIbHAS [IPOBEPKA HAJIMYUS €JUHHL] XPAHCHHUS.

[Ipu mpoBepke HamWU4Hsl €IHHHUI] XpaHEHUsSI 3JIEKTPOHHBIX JOKYMEHTOB IIPOBOJIHTCS
CBEpKa HX OOIlNEro KOJWYECTBA M YYCTHBIX HOMEpPOB CO CBEJCHUSIMU B KHUIC YydeTa
IOCTYIUICHUH €JIMHUI] XpaHCHUSI (MHBEHTApHOH KHUre 00OCOOJICHHBIX HOCHTEIICH) H
KOJTMYECTBA CO CBEJEHHSIMH II0 JUCTY y4eTa 3JEKTPOHHBIX JOKYMEHTOB (JOHJA, a TaKke
IIPOBEpKa MPABHIILHOCTH UX 0(OPMIICHHUS.

[Ipu mpoBepke HalIW4YUsg €IUHUI] ydeTa >JIEKTPOHHBIX JIOKYMEHTOB IIPOBOJIHTCS
COMoOCTaBIeHUEe (PAaKTHUECKHX OONIMX KOJINUYECTBEHHBIX M KOHTPOJIBHBIX XapaKTEPHCTHK C
WUTOTOBOM 3aIMChIO OIIUCH, CBEPKA UX HAJTMYUS C OIUCHIO (JIOKaIU3alus, UMs €IHHUIIbI yUETa,
o0BeM B Oaiitax, MO, qaTa u BpeMsl coxpaHeHHUs ¢aiina).

4.6. TlpoBepka (U3NIECKOT0 U TEXHHUYECKOTO COCTOSIHHUS SJIEKTPOHHBIX HOCHUTEIEH
3aKJII0YAETCS B OLICHKE:

— (PU3UUECKOr0 COCTOSIHUS 3JIEKTPOHHBIX HOCUTENEH (eTHHUI] XpaHEHHS ), B TOM YHCIIE:
COCTOSIHUE IEPBHYHBIX CPEICTB XPAHEHHUS JJIEKTPOHHBIX HOCHUTENIEH (HaJIU4ue TPEIIVH,
nedopMalinii, pa3pyluicHus, HaJIM4YMe M KaueCTBO HaJIMCEHd Ha BKJIAJbIINIAX U ITUKETKaX W
T.I1.), HAJTMYHE 3albUICHUS U 3aTpSI3HEHHS] TOBEPXHOCTEN IIEKTPOHHBIX HOCUTENEH, HaTIHe
BJJard Ha IIOBEPXHOCTSAX DJICKTPOHHBIX HOCUTENICH, (U3MYECKOe COCTOsHHE pabodeii
IIOBEPXHOCTH M  KOPIIYyCOB DJJICKTPOHHBIX HOCUTENIEH (BBIABICHHE MEXaHUYECKUX
MOBpeXJeHUH H JedopMaruii, paccloeHHs, ITy3bIpeHHs], H3MEHEHHUS I[BeTa, HaIudIhe
LapaluH, IIPOKOJIOB) U Jp.;

— OIIEHKE TEeXHHUYECKOIO0 COCTOSHHSI BJIEKTPOHHOIO HOCHTEIS, B TOM YHCIE:
COOTBETCTBHE XapaKTePHCTHK 3JIEKTPOHHOTO HOCHUTEISl CBEJICHHSIM, COJepXkKalluMCcs B
CIATOYHOH OMHCH CTPYKTYPHOTO IOAPA3JEICHUS WIH B YJOCTOBEPSIONIEM JIMCTE K OIMUCH;
MIPOBEPKA 3JIEKTPOHHBIX JIOKYMEHTOB Ha HalM4Yue B HUX BPEJIOHOCHBIX KOMITBIOTEPHBIX
IpOrpaMM («KOMIIbIOTEPHBIX BHPYCOBY); IPOBEPKa Ha cOOU MPU CYUTHIBAHUHU UH(pOpMAIUH,
B TOM YHCJIE [IPOBEPSIETCS YPOBEHB [IapaMETPOB, XapaKTePHU3YIOIIUX JICKTPOHHbIC HOCHUTEIIH
(HampuMep, 4YHciio cOOEB IpH CUYUTHIBAHUM HHGOPMAIMH B CIUHUIIAX BPEMECHH, YHUCIIO
TTOBPEXJIEHHBIX 1 HEUNUTAEMBIX CEKTOPOB, KOJIMYECTBO OMIHOOK MPH YTeHHH (PaiiioB U T.1I.)

IIpu mpoBepke TEXHHMYECKOIO COCTOSHHS NIEKTPOHHBIX JOKYMEHTOB IIPOBOJMTCS
IIPOBEpPKa BOCIPOM3BOJMMOCTH BCEX E€IHHMI] Yy4YeTa OJJIEKTPOHHBIX JOKYMEHTOB Ha
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000py10BaHUH apXHBa (BU3YyaJIbHBIH IIPOCMOTP) B X0 IIpHEMa ¢IMHHULl XpaHEHHUS B apXUB U
Jajee ¢ MepHoIUYHOCTBIO OJUH pa3 B 5 JIeT.

KoHTpolb TeXHHMYECKHX IapaMETPOB JJICKTPOHHBIX HOCHTEICH, HSJICKTPOHHBIX
JIOKYMEHTOB TIPOBOJAT ¢ MOMOIIBIO CIEIHATH3UPOBAHHOTO aMMapaTHOTO M IPOTrpaMMHOTO
oOecreucHHS.

Pe3ynbpTaThl TIPOBEPKH HAIHMUMS M COCTOSHHS 3JIEKTPOHHBIX JOKYMEHTOB U
OOHapy KeHHbIe HeJOCTaTKU (PUKCHPYIOTCS B akTe IIPOBEPKH HAIMUYUSI M COCTOSHHUS
AJICKTPOHHBIX JIOKYMEHTOB Pa3JIejbHO 110 OCHOBHBIM U PabOUYUM K3EMILIApaM JICKTPOHHBIX
JIOKYMEHTOB. B ciryuae eciu paboune U OCHOBHBIE 3K3eMIUISIPBI €IHHHI] XpaHEeHHUs XpaHITCs
B OJTHOM XpaHHIIHIIE, Pe3yJIbTaThl MPOBEPKH X HATHUHS U COCTOSIHHS BHOCSITCS B CBOJIHBIN
aKT.

AKTBI, cOcTaB/IeHHBIE 10 OKOHUaHHUH MIPOBEPKH, BKIIOUAIOTCA B [0 GoH/a.

4.7. EquHuLbl XpaHSHUS JICKTPOHHBIX JOKYMEHTOB BBIJIAIOTCSA U3 apXHUBa Y4eOHOTro
LeHTpa:

— JIJIS UCTIOJIb30BaHUSI COTPYIHUKAM Y UeOHOTO IIeHTpa;

— BO BpEMCHHOE I10JIb30BaHUE IIPAaBOOXPAaHUTEILHBIM OpraHaM, Cyay U IIpOKyparype B
HOPSIIKE, YCTAHOBICHHOM JICHCTBYIOIIUM 3aKOHOAATEILCTBOM;

— QI TIpOBEJIEHHS apXUBHBIX pabOT ¢ 3JIEKTPOHHBIMH JOKYMEHTaMH (Hay4HO-
TEXHUYECKOr0  OIMCAHHUSA,  YCOBCPIICHCTBOBAHMS  HAy4HO-CIIPABOYHOI'O  aIliapara,
BEITIOTHEHHSI TEMAaTHUYECKHUX M TPAaBOBBIX 3allPpOCOB, SKCIEPTH3HI IEHHOCTH JOKYMEHTOB H
T.IL.);

— JUIS MPOBEICHHUS padoT IO CO3JAaHUIO JOIOJHHTCIBHBIX Pad0dYuX HK3EMILIIPOB
ANIEKTPOHHBIX JOKYMEHTOB, B TOM UYHCJIE TIOJb30BaTEeIbCKUX, CO3JaHHUS JK3eMILIIPOB
ANIEKTPOHHBIX JIOKYMEHTOB T10 3aIlpocaM OpraHHU3aIliil U YaCTHBIX JIMI] U JIp.

Haubosiee yacTo HCIOJIb3yeMBbIe JICKTPOHHBIC Jiejla YUYeOHOro IEHTpa MOI'YT OBITh
BKJIIOUEeHHI B (OHJ TMOJIB30BAaHHS apXHBa KaK COBOKYITHOCTh KOIIMH 3JIEKTPOHHBIX
JOKYMCHTOB, pa3MELICHHbIX B MH(MOPMAIMOHHON CHUCTEME apXHBa Y4eOHOro IeHTpa WIH
3allMCaHHbIX Ha JUCKaX, IPEIHA3HAYCHHBIX ISl OIIEPATUBHOIO U yIAJICHHOT'O K HUM JIOCTYIIA.
BHyTpeHHHE OMHMCH 3eKTPOHHBIX JIeI MOTYT BKJIIOUATHCS B COCTaB HAyYHO-CIIPABOUHOTO
anrapara (poHj1a 1oJIb30BaHu.

5. Ucoaib30BaHHE JJICKTPOHHBIX JOKYMCHTOB apXHBa

5.1. ApXWuB MpeIOoCTaBIISIET TTOIB30BATENSIM 3JIEKTPOHHBIE JIOKYMEHTBI, HE COJIepIKalllHe
WH(QOpMAIIMH OTPAaHWYEHHOTO JOCTYIla, a TakKke IIONCKOBBIE JIaHHBIE >IEKTPOHHBIX
JIOKYMEHTOB.

HocTyn mons3oBaTelell K AJIEKTPOHHBIM JIOKyMEHTaM OTrPAaHHMYEHHOTO JIOCTYyIIa
OCYLLIECTBIISICTCS C YYETOM TpeOOBaHUM, YCTAHOBICHHBIX JICHCTBYIOIUM 3aKOHOJATEIHCTBOM
Poccuiickoit deepaliii U COOTBETCTBYFOIIUMH HOPMATUBHBIMH MPABOBBIMU aKTaAMHU.

5.2. OcHOBHBIMH (hOpMaMHU UCIIOJL30BaHUS SIBJISIOTCS:

— UCITOJIHEHHUE 3allpOCOB COTPYJHUKOB YUeOHOrO IIeHTpa

— BblJJaYya DOK3EMIULIPOB apXMBHBIX JJIEKTPOHHBIX JOKYMEHTOB IO 3alpocam
(pU3HYECKHUX U IOPUIHMYCCKUX JIUIL;
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— BbIJJada apXHUBHBIX DJJIEKTPOHHBIX JIOKYMEHTOB BO BpPEMEHHOE II0JIb30BaHUE
COTpYIOHHKAM Y 4eOHOro IIEHTpa.

5.3. JlocTyll pyKOBOACTBA U COTPYJHHUKOB K JOKYMEHTAM apXHBa OCYIIECTBIISIECTCS
HEIOCPEJICTBEHHO C paboYux MeCT COTPYJAHUKOB B COOTBETCTBHH C YCTaHOBJIEHHBIMH
IPHKA30M JUPEKTOpa Y4YeOHOro LeHTpa IpaBaMu J0CTyIa K JOKYMECHTAM.

B mpoTuBHOM cilydae apXuB MOKET MPEOCTaBISITh 3JIEKTPOHHBIE JIOKYMEHTHI II0
JIOKaJTbHON ceTH Y4eOHOTO IeHTpa. B 3ToM ciydae BeJleTcs KypHal BbIIaUM 3IE€KTPOHHBIX
JIOKYMEHTOB U3 apX1Ba, B KOTOPOM (pUKcUpyercs:

JlaTa BbIa4uu, (PaMHIIHS, HTHUITAAIBI 3alIPOCUBIIIETO JIOKYMEHT COTPY/IHHUKA,

3aroJI0BOK U YUYE€THBIH HOMEP BBIJIAHHOTO JIOKYMEHTA.

5.4. ApXxuB MOKET MpPEJOCTaBIATh JOCTYII K JJIEKTPOHHBIM JOKYMEHTAaM, OTKPBITBIM JIJIS
Ty OJIMYHOTO JIOCTYTIA, Yepe3 BeO-callT YueOHoro 1eHTpa B ceTu « HTepHeT».

DJICKTPOHHBIC JIOKYMEHTBI apXHBa BbIJAIOTCA II0JIb30BAaTESIM Ha 00O0COOJICHHBIX
ICKTPOHHBIX HOCUTEIAX (KOMHUS padodero 3K3eMIUIipa 3JICKTPOHHBIX JOKYMEHTOB) WM
KOIUPYIOTCS COTPYJAHHUKOM apXuBa Ha JKECTKUH JUCK KOMIBIOTEpPA, MOCIe Yero JIOCTYI K
JOKYMEHTY MpEIOCTaBIAECTCSA (IO JIOKAJIBHOM CETH WIM IIEPECBUIAETCS Ha AJIEKTPOHHOI
1104Te).

6. KomiiekroBanue APXHUBA J)JICKTPOHHBIMA TOKYMCHTAMH

6.1. NHAUBHAYaIBHBI ~ yueT  pe3yJbTaTOB  OCBOGHHA  OOyYaroIIMMHCS
00pa30oBaTeIbHbIX [IPOrPaMM U MOOUIPEHUM XPaHUTCS Ha OyMa)KHbIX HOCHTEIIAIX.

6.2. Cpoku XpaHeHHS B apXHBe HHGOPMAIIUU O PE3YIhTaTaX OCBOCHHS 00yYarONIUMHCS
MIPOTrpaMM yCTaHABJIMBAKOTCS HOMEHKIIATYpOH Jell. XpaHeHHe IOKYMEHTOB 00ecleunBaeTCs
B CICLIMAJIBHBIX IAMKaX WK SlMKax (KOHTEeHepax).

Hannucn Ha mankax WM KOHTeWHepax ISl XpaHEHUs JIOKHBI 00ecTeunBaTh IMOUCK
HEOOXO/IMMBIX JIOKYMEHTOB 110 IO/l BBIIIOJIHCHUS PA0OT WIH [0 HOMEPY I'PYIIIBL

6.3. OTBETCTBCHHBIC JIUIa 00ECIICYUBAIOT CUCTEMAaTU3UPOBAHHOE XPAaHECHUE IPUKA30B,
IIPOTOKOJIOB 3ace/[aHUs aTTeCTAIIOHHON (3K3aMeHAIIHOHHON ) KOMHCCHH, HHBIX JOKYMEHTOB,
IIPEAYCMOTPEHHBIX PYKOBOASIIMMUI WA HOPMATUBHBIMU JIOKYMEHTAMH.

B cinydae yTwiM3alMM apXUBHBIX JOKYMEHTOB, HE IMOJUICKAIIMX XpPaHEHHUIO,
COCTaBIIETCS aKT 3a MOJAMICHI0 SKCIIEPTHON KOMHCCHU, HA3HAYEHHOM MPHUKA30M.

6.4. Hacrosmee IlonoxeHnne qOBOAUTCS 4O CBEACHUS BCEX 3aMHTEPECOBAHHBIX JIMII
yepe3 HHPOPMAaIHOHHBIE CHCTEMBI OOIIEr0 MOJIE30BAHHUS.
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