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OI'PAHUYEHHOI'O PACITPOCTPAHEHU ST
B MBOY «EpmakoBckasi cpeansisi mKosa No2y

1. O6mue mosoKeHus

Hacrosimas Muctpykuus paspaGorana Ha ocHOBaHMH DelepabHOro 3aKoHa oT 27 HIoJs
2006 r. N 149-®3 "O6 undopmarmu, WHGOPMALMOHHBIX TEXHOIOIHSIX U O 3aIlUTe
uHpopmarmu”, nocranopnenus Ilpasurenscra Poccuiickoit desepauun ot 3 HOSIOpsI
1994 r. N 1233 "O6 yrBepxcaenun Ilonoxenus o mopsike oGpameHus co CILy )KeOHOM
HHpOpManKedl  OrpaHHMYEHHOTO  PACHPOCTPAHEHHs B (eJepabHbIX oprasax
VCIIOJIHUTENIBHON  BJIACTH, YNOJHOMOYEHHOM OpraHe YIpPaBlIeHHs HCIOIb30BaHUEM
aTOMHOM OHEPrUM M YIOJIHOMOYEHHOM OpraHe II0 KOCMHYECKON JesTelbHOCTH".
Wucrpykuus onpezenseT o0 MOPSIOK OOpameHust co Ciry)KeGHOl uH(pOopManuei
OrpaHHYCHHOI'0 PACIPOCTPAHEHMs, IPENCTABICHHON B Buae (OTO-, KMHO-, BHIEO- M
ayIMOIJICHOK, MAllMHHBIX (MarHWTHBIX, Ja3€PHBIX, ONTHYECKUX M JIPYTHX) HOCHUTEJICH
MHQOpMALMK, a TaKke JOKYMEHTHPOBAaHHOW HH(pOpManuu (manee HMEHYIOTCS
JIOKYMEHTBHI).

K ciyxebHO! vH(pOpManuy OrpaHUYEHHOrO PaCIPOCTPAHEHHUSI OTHOCHTCS HECEKpEeTHas
uHpOpMalMs,  Kacalomascs — JEATENBHOCTH  OpPraHM3alliH,  OrPAaHHYEHHs  Ha
pacmnpoCTpaHEeHue KOTOPOH AUKTYIOTCS CIIYKeOHOM HEOOXO0IUMOCTHIO.

Pabota ¢ noxymeHTamu, comepKamlMMH CIyXeOHYI0O HH(OPMAIHMIO OrpaHHYEHHOTO
pacnpoCTpaHEHHs, OCYLIECTBIISETCS B OPraHU3aLUsIX B IOPSIKE, YCTAHOBJICHHOM JUIS
HECEKPETHBIX JIOKYMEHTOB, C YYE€TOM OCOOEHHOCTEH, YCTAHOBJIEHHBIX HACTOSIICH
WHcTpyKimei.

He moryT ObITh OTHECEHBI K CiTy>KeOHOH MH(POPMALMKE OIPAHHYEHHOTO PACTIPOCTPAHCHHS:
3aKOHOJATEIIbHbIC aKThl, yCTAHABJIMBAIOLIME ITPABOBON CTATYC OPraHU3alMH, HOPSIOK UX
pean3aliy; CBEJICHUS O YPE3BBIYAHHBIX CHTYaLUsIX, ONACHBIX NPUPOAHBIX SBICHUSX U

nporeccax, 9KOJIOTHYECKas, THJIPOMETEOPOJIOTHYECKAS, TUJIPOJIOTHYECKAS,
Aemorpagudeckas, — CaHMTapHO-ONHMIEMMONOTHYECKas W Jpyras  MH(OpPMaLws,
HeoOXxomumast JUISL o0ecrieyeHust 6e3omacHoi JESITEILHOCTH IIKOJIBI,

ONHCAHUE CTPYKTYpPbl OPraHU3aluy, e pyHKIUH, HallpaBieHUH 1 GOPM NEATENLHOCTH, a
TaKXKe ee a/ipec; MOPSI0K paCCMOTPEHHMST M Pa3pelICHHUs! 3asBIICHUI, a TaKke oOpalieHuit
TPaXJaH U IOPUIMYECKHUX JIML; PELUICHMS] IO 3asBICHUSIM U OOpAICHUSIM TPAKAAH U
IOPHJIMYECKUX JIML, PAaCCMOTPEHHBIM B  YCTaHOBJIEHHOM IODSKE; JOKYMEHTHI,
HaKalUIMBA€Mble B OTKPBITHIX (oHmax OuOIHOTEK, HHPOPMALKOHHBIX CHCTEMAX
OpraHusaluii, HeoOXOMUMBIE JUIsl pealu3alluy IpaB, CBOOO/ U 00A3aHHOCTEH YUaCTHUKOB
o0pa3oBareapHOro mporecca.

Ha  noxkymenrax, coiepxamux — ciyXeOHyl0  HHGOPMALMIO  OTrPAHHYECHHOIO
pacnpoCTpaHeHHus, MpocTaBiseTcs mnomeTrka "Jlns  cinyxeOHOro  mosjb3oBaHHS".
YKasaHHas IOMETKAa U HOMEp OK3eMIULApA IIPOCTABIAIOTCA B IPABOM BEPXHEM YIITY
IEPBOH  CTpaHHIbl CIy)XeOHOTO JOKYMEHTa, a TakKe Ha II€pBOH  CTpaHMIEe
COIPOBOJMTEIBHOTO ITIUChMA K TAKUM JIOKYMEHTAM.

JIMpEeKTOp 1IKOJIBI B IIpEZieaX CBOEH KOMIIETEHIIMH OTIPEIEISIET:
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KaTeropuy NOJDKHOCTHBIX JIHII, YIIOJNHOMOYEHHBIX OTHOCHTD CIIyXeOHYI0 MH(POPMALHIO K
paspsily OrpaHHYEHHOI'O paclpOCTPaHECHHUS;

NOPANIOK NEPE/iaun CITy)KeOHOH MH(POPMALUU OrpaHUYEHHOTO PAaCIpPOCTPAHEHHS JIPYTUM
OpraHam U OpraHH3allHsIM;

TNOPSINOK CHATHS MOMETKH "Jlist Ciiy’keOHOro mnosb3oBaHus" ¢ HOCHTENeH HH(pOPMALUH
OrPaHHYEHHOT'0 PaclpOCTPaHEHHMSI;

OpraHM3alHUIO 3aIUTEI CITy)KeOHON MHPOPMAIIHH OrPaHHYCHHOTO PACHPOCTPAHEHHUS.
JIOIKHOCTHOE JMIIO0, IPUHSABIIEE PEIICHHE O POCTABICHHH HA TOKYMEHTE MOMETKH " st
CITye€0HOro MOJIB30BaHMSA", HECET MEPCOHANBHYIO OTBETCTBEHHOCTD 33 0GOCHOBAHHOCTE
IIPUHSTOTO PEICHUSA M 3a COONIOACHHE OTPAHUYEHMH 0 OTHECEHMIO MHMOPMALMH K
cityxeOHOH MH(pOPMAIK OrPaHHYEHHOTO PACTIPOCTPAHCHHSI.

Caenenusl, yka3aHHbBIC B JIOKYMEHTE C MOMETKOH "Jlist Clly>keOHOro moJib30oBanus", 6e3
CaHKIMH JOJDKHOCTHOTO JIMLA, YKa3aHHOro B myHkTe 1.6 Hacrosuueit WmucTpyxipmm,
PasIIIALICHUIO U PA3MHOXKEHHIO HE MOUIeXAT. 3a pasrialleHue ciyxeOHoi undopMaruu
OTPaHWYCHHOIO pacnpoCTPaHEHMS, a TaKKe HapyIleHHe [OpsaKa OOpaIieHus: ¢
AOKYMEHTAMH, COACPXKAIUMH TaKyl0 HH(POPMALMIO, TOCYHAPCTBEHHBIM TIPaKIaHCKHIl
ciyxamui (pabOTHUK OpPraHMU3AIMK) MOXET OBITh MPUBIEUECH K JUCHUIUTMHAPHON HJIH
UHOM IIPElyCMOTPEHHOM 3aKOHO1aTeIbCTBOM OTBETCTBEHHOCTH.

B ciyuae mkBuanuy opranu3aliy pemeHre o JanbHeHIeM HCTIOMb30BAHNH CIIYKeOHOM
MH(OPMaLMK OrpaHHYEHHOTO PACIPOCTPAHEHHUS IPHHUMACT JIHKBUIALMOHHAS KOMUCCHSL.

2. ITopsiox opopmiteHus u yueTa JOKyMeHTOB ¢ momeTkoii " lyist cirysxe6Horo
M0JIb30BaHus""

IIpuem u yder (peructpanus) JOKyMEHTOB ¢ IOMETKO# "JIist citye6GHOro mosb3osanus’",
a TaKKe MX JOKJIaJ PYKOBOAHUTEIIO, BblIAya HCIOJHUTENSM Ui paGoThl, KOHTPOIb 3a
BO3BPATOM M HAJIMYHEM, XPAHECHHE OCYLIECTBIISIET JIENONPOM3BOIUTENb LIKOJIb, KOTOPOMY
HOpYyYeH puemM " y4er HECEKPETHOM KOPPECIIOH/ICHIIHH.

Iocrynatomas koppecnonenuuss "Jlnst CIyeOHOrO MOIb30BAHUS" MPUHUMACTCS M
BCKPBIBAETCS  COTPYTHUKOM, KOTOPOMY TMOpy4eHa paboTa ¢ OSTHMH MaTepHaaMu.

Peructpauuu moamnexar Bce BXOMSIIME, MCXOISIIME M BHYTPEHHME JOKYMEHTHI (II0
XKypHaily ydeTa coryacHo mpuiioxenuto N 1), a Taioke m3panus (110 KypHalTy yuera
cornacHO mpwioxeHuro N 2)JIpu 3TOM HOKYMEHTBI Ha OyMaKHBIX HOCHTEISIX
YYHUTBIBAIOTCS IO KOJMYECTBY JIMCTOB U OK3EMIUIAPOB, 2 M3aHHS (KHUTH, OpOIIIOpPEHI,
JKypPHAJIBI) ¥ MALIMHHBIC HOCUTENM HHPOPMALMHK — TOdK3eMITIsIpHO. K peructpanuonsomy
HOMEDpY JoKyMeHTa aobasinsercs mometka "JICIT".

IIpu cmene paboTHHKA, OTBETCTBEHHOTO 32 YYET JJOKYMEHTOB ¢ OMETKOH "JIIs cityseGHOro
TNOJIb30BAHUS", COCTAaBISIETCS. AKT TpUEMa-Tiepefadd 3THX JOKYMEHTOB, KOTODBIIA
YTBEPIKAAETCS] TUPEKTOPOM IITKOJIBI.

Ilepenaya moxymeHTOB ¢ momerkoit "Jlist ciry)eOHOro mojb30BaHUS" HaA JOKJIA
PYKOBOJICTBY OCYIIECTBIISIETCS] OTBETCTBEHHBIM DPAaOOTHHKOM IOJ IOAIMCH B pEeCTpe
ycTaHOBIICHHOH (opmbl (mpunoxenue N 3), a Juis paboThl HCHOJNHUTENSAM - B Tpade
XypHaja ydeta. Jlena u uzganus ¢ momMmetkou "JIist cirye6HOro monb30BaHus" BBIAAIOTCS
pabOTHHKAM 10 KapTouke Bblaud (npuiaoxenue N 4). Bo Bpemst paGoThI JOKYMEHTHI C
nomeTkod "Jlisg ciryeGHOro ImoJIb30BaHUS" pacloyiararoTcs TakK, 4YTOOBI HCKIIFOYUTD
BO3MOKHOCTb O3HAKOMJIEHHUS] C HUMH JPYTUX JIUIL.

JloxyMeHTsI ¢ iomeTkoH "J[1st CTyKeOHOro MoNIb30BaHus" OXpPaHsThCS B ceide.
HoxymenTsl ¢ nmomeTkoi "Ils ciyKeGHOro MOJIb30BaHUS" [EYaTaloTCs ¢ NPUMEHEHHEM
CPEICTB BBIUMCIUTEILHON TEXHUKH, aTTECTOBAHHBIX Ha COOTBETCTBUE TPEOOBAHMSIM IIO
GesonacHoctr MHpOpmanmu. Ha 060poTe mocineaHero JMCTa KaxIoro SK3eMIUIIpa
JOKYMEHTa HUCIIOJIHUTEIIb J0/DKEH yKa3aTh KOJHMYECTBO OTIEYATAHHBIX SK3EMILISPOB, CBOU
MHUIUAIB] ¥ paMHUIIKIO, HoMep TeledoHa U JaTy neyaTaHus JOKyMEHTa.
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JIoKyMeHTBI ¢ momeTko# "JIst ciyXeGHOro MoNMb30BaHus" MEpPechUIAIOTCS CTOPOHHUM
OpraHU3aLUsAM (ENbABETEPCKOH II0UYTOBOM CBS3BIO, 3aKA3HBIMH HJIH IIEHHBIMU IIOYTOBBIME
OTIIPABJICHUSIMH.

Ilpy HEOOXOMMMOCTHM HAamNpaBiEHHS JOKYMEHTOB C MOMETKOM " cinyxeGHOrO
NOJIb30BaHHS" B HECKOJNBKO aJpecoB COCTABISETCS CIHMCOK pACCHUIKH, B KOTOPOM
T0aJIpeCHO  MPOCTABJIAIOTCS HOMEPA 9K3EMIUIIPOB OTIPABISIEMBIX JTOKYMEHTOB. CIIHCOK
PAaCChUIKM MOANHUCHIBACTCS HCIIOJHUTEIEM, TOTOBUBIIMM JIOKYMEHT.

VicrionHeHHbIe TOKYMEHTHI ¢ TOMeTKOM "J[JIst CiTyKeGHOTO T10JIb30BaHUS" NPHOOIIAIOTCS B
Jic/ia B COOTBETCTBUM C HOMEHKIIATYPOH JeJl HECEKPETHOTO JIeNIONpou3BoACcTBa. IIpH sToM
Ha OOJIOXKKE fena, B KOTOPOE INOMELIEHBI TaKME JOKYMEHTBI, TaKKe NPOCTaBJISETCS
nometka "J[is ciry»eGHOro nojas30BaHus".

K pabote ¢ nenamu "[{ns ciryeGHOr0 MOJB30BaHUS" TOIYCKAIOTCS UMEIOIIHE K HHM
HETIOCPE/ICTBEHHOE OTHOIIEHHE JOKHOCTHBIE JIUIIA.

JlonyckaeTcs BeieHHe NeT [0 TeMaTHIeCKOMy MPU3HAKY.

Jlnst MpoBeNEHHs 9KCIEPTH3bl LEHHOCTH JOKYMEHTOB C ITOMETKOM "Inst ciayxeGHOro
TOJIB30BaHus", UX OTOOpa U YHHYTOXKEHHS B OPraHM3alHH CO3/IAeTCs 9KCIIEpTHAs
KomHuccus. B cocrtaB  oKCHEpTHOM  KOMHCCHMM — BKJIIOYAETCS HE  MeEHee Tpex
KBaTM()UUMPOBAHHBIX PAGOTHHKOB, KOTOPbIE MOTYT MPABHJILHO ONPEAEIHTH 3HAUCHHE
AOKYMEHTOB C MOMETKOH "[{yist Ciry)eGHOro monb30BaHus" BO BCeX cepax ACSATENLHOCTH
opranusanuu. [Ipencenarenem sxcrnepTHON KOMUCCHH HA3HAYACTCS OJMH U3 3aMECTHTEIICH
PYKOBOJHTEISI OpraHU3alliH.

YHUYTOXKEHHE JOKYMEHTOB, /Il C TOMeTKOH "Jliist ciysxe6HOro MOJIb30BaHus",
YTPaTHBLIUX CBOE NPAKTHYECKOE 3HAYEHHUE H HE UMEIOLINX HCTOPHYECKOH IIEHHOCTH,
TPOM3BOJMTCS 110 AKTY, KOTOPBIH YTBEPHKIAETCS PYKOBOJUTEIEM OpraHM3auy. B
KypHaJIax y4era 06 9TOM JeJIaeTcsi OTMETKA CO CCHUIKOM Ha HOMEp aKTa.

IIpoBepka HanW4usi TOKYMEHTOB, J€NI C MOMETKOM "Isl CiyXeGHOro MoNib30BaHus"
IPOBOJMTCS. HE PEXE OJHOrO0 pasa B roJ KOMHCCHEW, Ha3HAYaeMOH pPyKOBOIHTEIIEM
opraHm3alMu. B cocraB Takod KOMHCCHH 00s3aTeIbHO BKIIOYAIOTCS PaGOTHHKH,
OTBETCTBEHHBIC 32 Y4YeT H XpaHCHHC OTUX JIOKyMEHTOB. Pesysnbrarsl mpoBepKH
oopMIIsIFOTCS aKTOM.

O Qakrax yTpaThl JOKYMEHTOB, MeN, CONEPXKAIIMX CIykeGHYI0 HHPOPMAIMIO
OrpaHHYEHHOIO PaCIpOCTPaHEHHs, JUOO pasrialleHus: 3TOH HHPOPMALMU CTABUTCS B
M3BECTHOCTh PYKOBOAHMTENb OPraHW3allid ¥ HAa3HAYAeTCs KOMUCCHUSI [UIs pacciIelOBaHUsI
OOCTOSATENLCTB yTPaThl WM pa3IIiallieHusi. Pe3yabTaThl pacciaeoBaHus JOKIIAMBIBAIOTCS
PYKOBOJMTENIO OPraHU3alliH.

Ha yrpauennble IOKyMEHTHI, Jena ¢ mOMeTKOM "I cioykeGHOro moJb30BaHHS"
COCTaBJIACTCS aKT, Ha OCHOBAaHMH KOTOPOIO JENAIOTCSl COOTBETCTBYIOLIME OTMETKH B
XCypHaJIax yJera.

IIpu custun nomeTky "JIy1s ciy)xeGHOTO MoNb30BaHus" Ha JOKYMEHTAX, JeiaX, a TAKKE B
KypHajlax y4eTa AeJIaroTCsi COOTBETCTBYIOLIME OTMETKH H HHQOPMUPYIOTCS BCe apecarsl,
KOTOPBIM 3TU JOKYMEHTHI HalPaBJISIINCh.

3. TpeGoBanus, npeabAB/IAeMbIe K ABTOMATH3HPOBAHHOI
00paboTke ciayxe0HONH HHPOPMALHH OrPAHHYEHHOIO PACTIPOCTPAHEHHST

ABTOMAaTHU3UPOBAHHAS obpaboTka CITy)KeOHOMH UHpOpMAaLHH OTPaHUYEHHOTO
pacnpocTpaHeHus B LIKOJE JIONMYCKAeTCsl TOJAbKO Ha 00beKkrax HHPOpMaTH3ALNH,
aTTECTOBAHHBIX 110 TpeOOBaHUSIM 0€30M1aCHOCTH HH(POPMAILUH.

Bce paloTbl, cBsi3aHHBIE C aBTOMATH3MPOBAHHOH 00PabOTKON cityxeOHON HHpOpMALHK
OrpaHUYCHHOTO PAaCHpPOCTPAaHEHHS, IPOU3BOASATCS C UCIIONBb30BAHUEM YYTEHHBIX MAIIMHHBIX
HocuTenel uudopmaiuu.

K mamuaHbIM HOCHTEIISIM HH)OPMAITHH OTHOCSTCS:

HECHEMHBIE XKECTKUE MArHUTHBIE JUCKH;

CBHEMHBIE )KECTKHE MarHUTHBIE JINCKH;

ruOKHe MarHUTHBIE JUCKU,

ONITUYECKHUE U MArHUTOOII THYECKHUE IUCKH;

(IIALI-HAKOTTUTEITH.
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YueTHple pekBH3MTHI (y4eTHbIl HOMep, momerka «JICIIy, HOMEp DJK3eMIUIsIpa, Jara
PErUCTpaluy, a TakKe JIPYTHE BO3MOXKHBIC PEKBU3HTBI, HACHTHQULMPYIOMIHE 3TOT
HOCHTENb), HPOCTABISIFOTCS HA MAIIMHHBIX HOCHTENSIX UHOpPMaLUK B yHOOHOM JuIs
IPOCMOTPa MECTE JIIOOBIM JOCTYIIHBIM CIIOCOOOM.

Y4eT MalMHHBIX HOCHTENIeH HH(OPMAMH OTrPAHHYEHHOIO paclpoCTpaHEeHUsl B ILIKOJIE
OCYILLECTBIISIET AETIONPOU3BOIUTEND.

Maiunnbie HOCHTENH HHBOPMALME OMPaHHYEHHOIO pacIpOCTPaHEHHs], HENPUTOAHbIE IS
HAJIbHEHIICr0  MCIIONB30BAHUS, YHMUTOKAIOTCS KOMHCCHOHHO IO  aKTy NyTeM HX
usuyeckoro paspymenus. [lepen YHHUTOXEHHEM ¢ MANIMHHBIX HOCHTEJEH uHpOopMaLuK
OTPaHMYCHHOTO PAaCHpOCTPAHEHHs JOJDKHA OBITh cTepTa (YHHYTOXKEHA) MH(OPMALHS, €Clu
9TO MO3BOJISIOT (PU3UUECKUE IPUHIUIIEI PAGOTHI HOCUTEJIS.



Ipunoxenue N 1
K UHeTpykumun

JKYPHAUJI yuera BXOASILUMX (MCXOASALIMX) JOKYMeHTOB " [ist cJ1y:ke6HOro noJib30BaHus’"'

Peructp | IO Ortky Jara Bun Komn | Ok | Komu | Kom [Ton | Ot™ Ormertka [Tpum
aUMOHH | ar na " JIOKY 4ecT 3. yecT y NHUCh | €TK 0 eyaH
bl a | mocry | MHAEK | MEHT BO HO BO nepe B a TIOJILLUBKE ue
HOMeEp nun c amwmm | 9K3. Me | JIHCT JaH nony 0 :
JOKyM | moCTy Kpar p OB Ha YeHH | BO3 OTIpaBke
€HT TNUBILE Koe HCIo ", Bpa W
(unn ro coze JHEH | jara Te, YHUUTOXE
WCTION | JOKYM | pxaH ue jar HHH
HHUTEJ €HTa ne a
b)
Ho | Ho
Me | Me
p pa
ne | jwuc
Ja_| TOB
1 2 3 4 5 6 7 8 9 10 11 14

IMpuioxkenune N 2
Kk UHeTpykuuu
JKYPHAJI MHBEHTapPHOI0 y4eTa MHCHbMEHHBIX cOPOLIIOPOBAHHBIX mMaTepuaos " Iist ciiy:keGHOro nonb3oBaHus"

PEECTP nokyMeHTOB, nepeIaHHbIX HAa JOKJIa]

MBOY «Epmakosckas CLL Ne2»

ITops I | Haume | Ortkyna Howmep Konu Kosn Ho OtnpasnieHo Homep | Ilpum
AKOBBI | ar | HOBAaHW | TMOCTYN | CONpPOBOA | 4YECTB | YeCTB | Mep akra €yaHu
i a e uin MTEJIBHOT | O 3K3. o a 06 e

HOMeEp JOKYM WK 0 nucbMa JIUCTO | 9K3. YHUUT
€HTa KaKuM U 1ara B 0XKEHH
nozpasz 14
eJeHne JIaHHO
M ro
COCTaBJ 9K3eM
€H nisipa
U 1ata
Kyna | Hcxonsm
: Uit HoMep
KOMY | compoBoa
UTEJIHOT
0 nucbmMa
1 2 3 4 5 6 7 1 11 12 13

IMpunoxenue N 3
K UHcTpykuuu

l'—" 20— l.,'
Homep Homep Homep Homep [Toanuce [Moanuce ITpumeuanue
n/n BXO/I. HCXO. WHBEH. B MOJTyYEeHUH B 0OpaTHOM
npueme
1 2 3 4 5 6 7




IMpunoxenue N 4
K Unerpykuun

KAPTOYKA BbIJAYH nen, uzpauuii ¢ nomerkoii " Aus CJ1y:KeOHOro MoJIb30BaHust"

Homep Homep nena, Homepa INonpasnenexnue u [Toanuck [Toanuce
n/n 9K3EMIUIAPOB U3NaHHI 1 bamunus B MOJIyYEHHUU H 0 BO3Bpare U jgara
KOJIMYECTBO JIUCTOB jara
1 2 3 4 5
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