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ITonoxkeHue 06 UCIOAb30BAHMHA MPOCTOI 3JEKTPOHHOM MOXMKCH LISl BHYTPEHHEr 0
3JeKTPOHHOro JoKyMeHTooGopoTa B ®I'BY "AAHUMN"

1.061ue oIoKEHAS

1.1. Hacrosmee IlojoxkeHHe 00 HCIONB30OBAHWH IPOCTOH ONEKTPOHHOM IOAIMCH B
undopmannorHoit cucreme (manmee MC) OI'BY "AAHUN" (manee [TonoxeHue) SBISAETCH
NOKANBHBIM HOpMaTHBHEIM aktoM OI'BY "AAHUHW" (nanee OpraHusanisd) M ONPENENACT
[OpSIOK W ycJoBHs pabOTBI COTPYIHMKOB C  OICKTPOHHBIMH JIOKYMCHTaMH B UC,
HETIOCPE/ICTBEHHO CBS3aHHBIMH C HX TPYHOBOH MACATENHHOCTBIO, € MPUMCHCHHEM IPOCTOH
371eKTpoHHOM moamucH (ganee - IIOID).

1.2. VyacTHUKAMH 3JIEKTPOHHOTO B3aMMOJEHCTBHMS HA YCJIOBHSX, ONPENCTCHHBIX HACTOAIIMM
[TonoKeHueM, SBJSIOTCS COTPYAHUMKH OpraHu3aldy, TONNMCABINHE YBEIOMIICHHE 06
osnakomtennn ¢ Ilomoxkenuem. OGpasen Ysemowmuenus mpuseneH B [Ipumnoxenun N 2 X
nacrosmemy [Tonoxenuto. [loanucanue coTpy KoM OpraHusaruy Y BeIOMIICHNs pPaBHO3HATHO
TIPUCOEUHEHHIO K COMTAMEHHIO 00 yYaCTHH BO BHYTPEHHEM 3JIEKTPOHHOM JIOKYMEHTO000pOTE €
pcmonb3osarmeM 1101 Ha ycnoBusx HacTosmiero IIomokeHHS B COOTBETCTBHH €O CT. 428
I'paskmanckoro kogexca P@ ("lorosop [IPUCOETUHEHNA").

1.3. Peanmzamysl OIpENENEeHHBIX HACTOSINNM IloNOKeHMEM YCIOBHH IPHUMEHEHWS IIPOCTOM
5JIEKTPOHHON MOAMHMCH 00ECIIEUNBACT IIPHIAHUE IOPUIMYIECKON CHJIBI BHY TPEHHUM 3JI€KTPOHHBIM
noxymenTam Opranusaiud B FIC, TpeOylomuM JIMYHOH MOMIMCH COTPYIHHKA, W OLEPALIIM C
HUMU.

1.4. Haymaue TIDTT o6ecrieunBacT BHyTPEHHMM IIEKTPOHHEIM JokymeHTaM B VIC:

* [TOJUTMHHOCTD - IIOATBEPKACHUE aBTOPCTBA IOKYMEHTA,

* [[€JIOCTHOCTD - JOKYMEHT He MOKET ObITh H3MEHEH I0CIIE MOAINCAHNS;

* He OTPHIAHUE ABTOPCTBA (HEOTPEKAEMOCTD) - aBTOP HE MOKET 0TKA3aThCA OT CBOEH IOATIHNCH.

1.5. Jlng moAmucaHus SIEKTPOHHBIX JOKYMEHTOB B VC wucmomnb3yeTcs ImpocTast 3JIEKTPOHHAL
TIO/IITKCE - HHPOPMAI[HS B 3NEKTPOHHON (opMme, KOTOpas NPHCOSIUHEHA K Ipyro¥ HHGOpPMAIKH B
3NEKTPOHHOM (opMme (IOANKCHIBAEMOH HHQOpPMALMH, NOKYMCHTY B OJICKTPOHHOM BUJIE) WX
MHBIM 06pa30M CBA3aHHAs C Takod HEOpMAlUed, M KOTOpas HCIOJIB3YCeTCA VLA ONPEACTCHHA
JIMIIA, TIOAMHUCHIBAOINET0 HHPOPMAIHIO.

1.6. B xauecTBe MyOnuaHO# dacTh Kmo4a [I1O11 HCITOMb3yeTes yHHKATLHOS HMA y4YeTHOM 3aIucy,
IpUMEHsEMOe I aBTOPU3ALUH II0B30BATEI B UC. B xauecTtBe KOHGOUACHIMAIBHON YaCTH
xrroga I1DTT Hemonp3yeTest apoikb K y4ETHON 3aITHCH.



1.7. Wsrotosnenne (TeHepaluio), Bbimayy u perucrpammio B MC ykasanHbX B I1.1.6 MMeEH
[oNB30BaTeIed M Taponedl OCYIIECTBISET OTBETCTBEHHBIH 3a TeXHHYECKylo momuepxky MC
COTPYIHHUK OT/ea HHOOPMAIIHOHHBIX TEXHOJIOTHH.

1.8. ITapons moss3osaress UC MoxeT OBITH H3MEHEH €ro BIIAENbUEM B 000 MOMEHT I0CIIe
apropusanuy B VIC. PekoMeH/yeTCs H3MEHSATh apojlb HE PEXKe OJIHOrO pasa B TPH Mecsia. [l
CHIDKEHHS pHCKa 1o00pa Iapois W HECaHKIMOHMPOBAHHOIO HCIIONB30BAHUS APYTHM JIHIIOM
KJIF0YA JIEKTPOHHOMN MOAMHUCH PEKOMEHTYETCs HE 3aaBaTh [IapOJIH, UCIIOIb30BaHHBIC PaHES.

2. TepMUHBI U OLIPENCTICHUS

B nanroM ITonoxeHun HCHOJIB3YIOTCS CICAYIOINUE TCPMUHBI H HX OIIpEHOCICHHU.

2.1, Biazener MpOCTOH SIEKTPOHHON MOANKCH - COTPyAHMK OpraHusalyy, TOAIUCABIINH
VBemomiienne 00 O3HAKOMJIEHHM C HacTosimuM [loNOKEHHEM M WCIOIB3YIOIMH KM
I0JTE30BATENIS M 11apoiib it aBTopusanuu B MC;

2.2. BHYTpPEHHHMH 3JIEKTPOHHBIN NOKyMeHT (najee - JIOKyMEHT) - ZOKYMEHT OJHOTO M3 THIIOB
JIOKyMEHTOB, MPHBEACHHBIX B IIpuioxenun 1 k Hactosmemy [lomoxkenuio, co3manuelit B UIC B
SIEKTPOHHOM (GopMe W TOANHMCAHHBIA DJIEKTPOHHOM MOANMCHIO COTPYIHHMKA (3NIEKTPOHHBIMHA
HOIIHMCAME COTPYAHUKOB) Opranu3aluu;

2.3, KIoY JNEKTPOHHOM MOANUCH -  yHHMKalbHAas IIOCIENOBATENBHOCTh  CHMBOJIOB,
IpefHa3sHAueHHas U1 TOATBEPXKIEHHUS C HCIONB30BAHUEM CPENICTB UC nommunuoctu II9I1 B
JloxyMeHTe;

2.4. peecTp BBUIAHHEIX KIIOUCH 3JIEKTPOHHON MOANHUCH - XPAHAIIMHCS B VC criicokx yHUKaIBHBIX
[IOCJIEIOBATEIFHOCTER CHMBOJIOB, COEPIKAIIIMXCS B BBLIAHHBIX MOJIB30BATE/IM HMEHAX YICTHBIX
3armucell ¥ MapoiiiX;

2.5. peecTp OTO3BAHHBIX KIIOYEH SNEKIPOHHOH MONNKCH - XpaHAIMHACE B HC crucox
nomp3osateseit VIC, y KOTOPEIX KIIOUH 3JIEKTPOHHON IIOMMKUCH K MOMEHTY OOpaIleHus K TaHHOMY
peecTpy OBUIH OTMEYEHBI KaK HEJICHCTBUTEIIBHBIE,

2.6. mpocras snektporHas moxmuchk (IISII) - uHpopManus B onekrtponHoi ¢opme B UC,
BOSHUKAIOLIAS B MOMEHT BBIIIOIHEHHUS BJIaCTbIIEM IEKTPOHHOM ITOMUCH KOMAHBI MTOATINCAHIA
Joxymenta B wuHTepdedice MC, mopTBepikAaromas MOMIUHHOCTE JloxymenTa wW/wid (QaxT
osmaxkomenus ianenbia 11211 ¢ JIoKkyMeHTOM, KOTOpas B3aHMHO OJHO3HAYHO CBS3BIBACTCA C
JIOKyMEHTOM | BJIaJEJIbIEM OIIHUCH;

2.7. mramm [1DI] - BusyanpHas oTMETKa 00 JJIEKTPOHHON IOMAINHKCH, BKIIOYAIOINAA PEKBASHUTEL
[1DI1, xoTopas aBTOMAaTHYECKH CO3JaeTCs CPCICTBAMU VC 1pw OTKPBITHH (BU3YyaJM3alluH)
noxkyMenTa, noanucantoro I1011, B urTepdeiice WC; Bpems popmuposanus 1911 otobpaxaeTcs
B IITAMIIE TI0 4acOBOMY Tosicy monb3oparess MC;

2.8. 06pafoTKa OJIEKTPOHHOIO JOKYMEHTa -  JIEHCTBHSA IOJIB30BATE/A HUC ¢ 271eKTpOHHEIM
foKkyMeHTOM cpeacTBamy UC, BKmouas, HO He OTPAHHIHBAACE: CO3NAHUE, IPOBEPKA, MOIITACAHUE
[1211, uHbopMHEPOBAHKE JPYTOrO MOIB30BATEILY UC o moKyMeHTe, IOATBEPKACHUE Oy ICHHUS,
O3HAKOMJICHHE, CO3[JaHHE KOIMH Ha OyMa)KHOM HOCHTEJIE, OTKJIOHCHHS, yAAJICHHUC.



3. OfecreueHre IOPUANUECKON CHIIBI BHY TPEHHUX 3JIEKTPOHHBIX IOKYMEHTOB

3.1. XKusuennsrt mmkn Jlokymenta B VC BKIIOUaeT: CO3JaHHME M NpPOYHE JCHCTBHS IO €ro
o6paGoTke, oTpakeHue B ydere, a takxe xpamenue B VC. VIC obecneunBaeT peruCTpaIuio
neMcTBHI mob3oBaTenel ¢ JIoKyMeHTOM (JIOTHPOBAHHUE) B TEYEHHME YKUZHEHHOTO IIUKIIA.

3.2. Bee Bnanensist 1211 mpusnaroT pasHo3HAUHOCTE cBoel TIOII cobcTBEHHOPYIHOH ITOAHCH
Ha OyMa)XHOM HOCHTEJIE.

3.3. Cozmanue 11211 B UUC HHAIMUpYETCS COOTBETCTBYOMEM JecTBreM Bianensia [10]], T.e. e
BBITTOJHSETCS ABTOMATHYECKM WM HE3AMETHO IS BIae/Ibld.

3.4. Tlonmuomoums Biamensua [IDI1, moammcaBmiero JlOKyMEHT, IMOATBEPKAAIOTCA B MOMEHT
nommucanus Jlokymenta B MIC aBTOMAaTHYECKH I10 IOJOKHUTEIBHOMY DPE3YJIBTATy CIICAYIOMUX
IIPOBEPOK:

* COOTBETCTBYIOMIUH 0JIb30BaTeNb aBTopusosan B 1C,

® COOTBGTCTBYIOHII/Iﬁ KIIIO4 SHCKTpOHHOﬁ MOOIIUCH BKIIFOYEH B pPEECTP BBEIOAHHBIX KITIO4eH
BHCKTpOHHOP’I TIOOITUCH,

e COOTB@TCTBerU.IHﬁ K04 I-)HeKTpOHHOﬁ MOIITUCU OTCYTCTBYCT B PEECTPE OTO3BAHHBIX KITIOY€H
SHGKTpOHHOfI TIOAITHUCH.

3.5. Bpems (OpMHpOBaHMs 3NEKTPOHHOH MONNHMCH (QHKCHPYETCS CPENCTBAMH HNC 1o
rpunsryuckomy Bpemeru (UTCH0).

3.6. BHyTpcHHME OJEKTPOHHBIC IOKYMEHTBI, TepeuncieHHbe B Ilepeune, NPUBCACHHOM B
[Mpunoxenun Ne 1 x HacTosmemy IlomoxeHHIO, TOAIACAHHbIC [I311, npusHaroTCsI B
OpraHu3anyyl pPaBHBIMH 110 IOPUIMYECKOH CHIE JOKYMEHTaM Ha OyMa)XHBIX HOCHTEJISX,
3aBEPEHHBIM COOCTBEHHOPYYHOH MOAHCHIO.

3.7. Tlombsosaresu VC npusHaioT, yto BH3yammsanus mrtamna [IOI1  mpu JeMOHCTpanuu
Noxymenta B unTepdeiice MC, BBIIOMHEHHAs CPEACTBAMU WC, sBnsercs HEOCIOPUMBIM
MoATBEepKIeHHeM (akTa IONMCAHWS NOKYMEHTa COOTBETCTBYIOMIMM BIA[CIbIEM 1311
(TOUTMHHOCTE U HEOTPEKAEMOCTH).

3.8. Xpanenue J[OKyMEHTOB OCYIIECTBILICTCA IIyTEM 3aIIHCH cBeneHni o JIOKyMeHTax B apxuB
3IEKTPOHHBIX IOKYMEHTOB, KOTOPBIi SBIIIETCA YaCThIO ncC.

3.9. Oprammsanus 0GECIEUMBAET TEXHWYCCKUMH M OPraHA3AlMOHHBIMM MCEpPaMH 3allUTy OT
HECAHKIIMOHMPOBAHHOTO JOCTya M MPSJHAMEPEHHOTO YHHYTOXCHUA W/ UCKAKEHHU
cBemenuit 0 JIOKYMEHTAaX B apXMBe OJICKTPOHHBIX AoKymeHToB MC, a Taike rapaHTHpyeT
TMIOTBEPKICHHE aBTOPCTBA JOKYMEHTa, IOANMCAHHOTO [1DI1 aBTOpa, B TOM 4HCJIE IIyTeM
YTBEp)KIGHHS  TMOMMEHHOrO  OTPAHWYEHHOTO — CHOMCKA  JIHL,  HMCIOIMMX  PacIIMpCHHBIC
(aIMEHHCTPATUBHEIE) IIPaBAa JOCTYIA K aDXHUBY 3JIEKTPOHHBIX TOKYMCHTOB uc.

3.10. doxyments! xpausrcs B MC B Tom ¢opmare, B KOTOPOM OHH o co3manel. Cpokx
xpaHenus J[OKYMEHTOB H CBeleHHH O J[OKyMEHTaX HE MOXCT 6bITh MeHee 3 (Tpex) JeT H
OTIpesieNIAeTCss B COOTBETCTBHH C JIOKAIBHBIMM HOPMATHBHBIMH aKTaMH OpraHuzaliid HIH €€
CTPYKTYPHBIX IOpa3ICIIeHHH.



3.11. Komust 3/1eKTPOHHOTO TOKYMEHTa MOXKeET OBITH M3TOTOBIEHA (pacredaTana) Ha OyMaKHOM
Hocutene cpenctamu VC u 3aBepeHa coOCTBeHHOpYHUHOU mopmucbio Brazensia IIOI1 o0
YJeHaMH KOMWCCHH, BKIIOUAOIEd B cebs Kak MHHHMYM pyKoBoiauTensd OpraHus3aluy U JIMIO,
IMEIONee pacIlMpeHHble (aAMHUHHCTPaTHBHEIE) IIpaBa JOCTyla K apXuBY 3IEKTPOHHBIX
nokymenTtos MC. Komust 3MeKTPOHHOTO JOKYyMEHTa Ha OyMaKHOM HOCHTENE NOIKHA COAEPIKATh
Busyanusaiuio mramna (mramnos) [IDI1, MOATBEpKAAOIIyIO, YTO OpUrHHAT JlokymeHTa
noarucan [I9I1. AyTEHTHYHOCTE JJIEKTPOHHOTO NOKYMEHTa M €ro KoUK Ha OyMaKHOM HOCHTENe
o6ecneunsaetcs cpeacrsamu MC.

4, HpaBa, 00s3aHHOCTH ¥ OTBETCTBEHHOCTE BJIaACAbIA SHGKTpOHHOﬁ IIoAITUCH

4.1. Bnapener [1011 umeet mpaso:

o obpamarbcs kK OTBETCTBEHHOMY 3a TeXHHYeCKyro momuepxky MC mmd anHyIMpoBaHHA
(0T3BIBa), [IPHOCTAHOBKH (BO30GHOBNEHMS) AEHCTBHS IPHHAIIEKAIIETO eMy KI0Ya SeKTPOHHOU
MO JITUCH;

¢ B CiIydyae HEOGXOMMMOCTH 3aMEHEI, BOCCTAHOBJIEHUS KIII0Ya IEKTPOHHOH TOJIIACH obpatuThes
x OTBETCTBEHHOMY 33 TEXHHUECKYO MoIepkky MIC ¢ cooTBeTCTBYyIOMmE! IPOCKOO0 M MOy UTh
HOBBIH KJIIOY 3JIEKTPOHHOH MOIIIUCH;

* ofpamarscs kK pykoBoacTBy Oprammsamuu it pasbopa KOH(QJIMKTHBIX CHUTyalu# (CIOpOB),
BO3HHKaromux rpu npumenenuu 1011 B UC.

4.2. Bnageneu 1911 obs3aH:

« BecTH 06paGOTKYy BHYTPEHHHX OJICKTPOHHEIX TOKyMeHTOB B MIC B COOTBETCTBHH CO CBOUMH
JIOKHOCTHEIME 00A3aHHOCTSIMH;

° TIIpMHWMAarb BCC BO3MOJXKHBIC MEpPBEI UL IpEAOTBPALICHUA HECAaHKIITHOHHUPOBAHHOI'O
HCIIONIB30BaHUs CBOCTO KIIFOYa SHGKTpOHHOfI TIOAIIMCH,

° HY TIpH KaKHX YCJIOBHIX HC nepeaaBaThb K04 .SHCKTpOHHOﬁ TIOAIIUCH APYTHM JIHLaM,

* IIp¥ KOMIIPOMETALUM CBOETO KIIFoYa JJEKTPOHHOH MOANHMCH HE3aMeIIHTE/IBHO o6paTuThbes K
OTBETCTBEHHOMY 32 TexHHUYeckylo mommepxky MC  Juid  IMPHOCTAHOBKH nefcTBUA
TIPUHAIEKAIIETO eMy KITIOYa JJIEKTPOHHOM TIOIHCH.

43. Bnamenenr I[IDI] Hecer JHYHYI0 OTBETCTBEHHOCTH 3a COXPAHHOCTH CBOCTO KIHOHA
SITEKTPOHHOM MOITHCH U €T0 3allUTy OT HECAHKIHOHUPOBAHHOTO HACIIONIL30BAHUA,

5. Texuosorus npumenenus cpeacts [10IT 8 UC

5.1, Jlna mpmmenenns [I911 B MIC Brageneny IIOI1 Heobxomumo asropusoBatbes B MC ¢
HCIIONB30BAHIEM TyOIMYHOM ¥ KOH(QHISHIMANBHON acTed Kio4a [1DI1 (uMs MONB30BATENS H
napons). loamucanue JIOKyMeHTa BBIMOJHACTCA IyTEM HakaTHA Ha KHOIKY "TTonmucats" B
untepdetice C.



5.2. Uadopmanns 060 BCex BBLIAHHBIX IOIB30BATENIO KIIOYAX SIIEKTPOHHOW MOAIHCH, AaTaxX
TTOTyYeHHs ¥ IPEKPAIleHUst UX AeHCTBHS (M3bATHs) XpanuTcs B IC MOCTOSHHO.

5.3. Tlpu Ipekparerus y coTpyaHrKa OpraHu3alyy JOIKHOCTHBIX 005S3aHHOCTEeH 10 06paboTke
BHYTPEHHUX OJIEKTPOHHBIX JOKYMEHTOB C HcHosbp3oBanueM [IOIl wid mpu  yBOJNBHCHHM
COTPYZHMKA €ro KIKY BHOCHTCS B DPEECTP OTO3BAHHBIX KIFOYEH 9JIEKTPOHHOH IIOAIHICH
OTBeTCTBEHHBIM 3a TexHmyeckyio mommepxkky MC. C MoMeHTa BHECEHHs KIII0Ya B PEECTp
OTO3BaHHBIX KITIOUEH 3JIEKTPOHHOM MOMIIHCH BCe Tocnenyromue JIOKyMEHTEI, [OHCAHHBIE 3TOH
[IDI1, He CUMTAOTCA MOANMCAHHBIME HAUICKaIlUM 00pa3oM, T.€.IOANKCHI0, DPaBHO3HAYHOH
COOCTBEHHOPYYHOH.

6. 3aKTIOUUTELHBIE TIOJIOKEHUS

6.1. Hacrosmee [lono/keHne BCTYIaeT B CHIIY C AaThl YTBEPKICHHUA.

6.2. Texct [Tonoxenust pasmemmaercs Ha caiite Opranusanuu. Crnoco6 JocTyra K akTyanbHOH
Bepcuy T107I0KeHUs OMUCHIBACTCS B TI0IB30BaTENbCKOM okymenTanuy Kk FC.

6.3. Jloxymentsl, co3maHuble B MC m moamucaHHBIE TIDI1 B COOTBETCTBHH C HACTOSIIUM
[To0XeHUEM, TPU3HAIOTCS FOPUIUUESCKH 3HAUMMBIMHE C JIaThl yTBEPKACHHS [100KeH S,



[punoxenue Ne 1

K ITonoxeHuto 00 UCIIOMB30BAHUH IIPOCTOH
SIIEKTPOHHOH MTOJIITHCH [UTA BHYTPEHHETO
3JIEKTPOHHOTO JOKyMEHT0000pOTa

B ®I'bBY "AAHNN"

[TEPEUYEHDb JOKYMEHTOB

V4acTHHKM BHYTPEHHETO SJIEKTPOHHOTO HOKyMeHTooGopoTa B ®I'BY "AAHMH" mCmOmB3yrOT
IPOCTYIO 2JIEKTPOHHYIO MOJIIHACE IPH 00paboTKe CIIEAYIOMIHX JEKTPOHHBIX TOKYMEHTOB!

* aBAHCOBEIM OTYET,

* PacXOJHBIHM KacCOBEIX OPIED,

° UHBCHTApH3aUOHHAs! OITHCH TOBApPHO-MaTCPUAIBHBIX HGHHOCTeﬁ,

° HaKJIa[Hasg Ha BHYTPCHHEES IEPEMECIIICHHC TOBapHO-MaTCPpUaAJIbHBIX HGHHOCTeﬁ,

* aKT IPHEMKH TOBApOB, paboT, yeuyr no gopme 0510452

°* UHBIC JOKYMCHTBI



[Tpunoxenue Ne 2

k TTon0KeHNIO 06 MCTIOMb30BAHHH IPOCTOH
DIIEKTPOHHOH TIOJIIUCH UL BHYTPEHHETO
3JIEKTPOHHOTO JOKYMEHTO060pOoTa

B ®I'BY "AAHUU"

®T'BY "AAHUI"

YBEJOMIJIEHUE

, UMeHyeMsblii(as) B manpHedmeMm '"PaboTHUMK", HAcCTOAIINM
TIOATBEPKIAET, YTO O3HAKOMIICA(ach) U cornaceH(Ha) ¢ IlomoxenueM 00 HCIOIB30BAHUY IIPOCTON
3JIEKTPOHHO TOTHCH JUTS BHYTPEHHEr0 3IEKTPOHHOTO HOKYMEHT0060pOTa B ®I'BY "AAHHUI", a
FMeHHO: PaBOTHHK IpH3HAET PABHO3HAYHOCTH CBOEH IIPOCTOH 3/IEKTPOHHON OAMHCH (anee [1310)
coGCTBEHHOPYUHOM MOANKUCH Ha GyMaKHOM HOCHUTEJIE U 3asBISET O IIPHCOSANHEHHH K COTTIAIICHUIO
06 y4acTHH BO BHYTPEHHEM OJIEKTPOHHOM JIOKyMEHTOODOPOTE C HCTIOIB30BAHMEM [I9I1 Ha
yernosusx Ilomoxkenns 06 HCIONB30BAHUM TPOCTOH ONIEKTPOHHOH MOMIACH [ BHYTPEHHEIO
IIeKTpoHHOTO0 foKymeHTooGopoTa B PTBY "AAHMIM" B COOTBETCTBHH CO CT. 428 I'paxIaHCKOIO
xonekca P® (" Jorosop npucoemuuenus”) ¢ 19.03.2026.

[Toanuce, maTa MOAIIUCAHNUA



