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IToao:xenune

00 HCMOJIL30BAHNM MPOCTOM 3J1€KTPOHHOI MOANMCH /51 BHYyTPEHHEr 0
3JIEKTPOHHOI0 10KyMeHT0000poTa B MBOY «Apmsassckas COILID»

1 OO01Iue mo10:KeHus

11 Hacrosimee Ilonokenne 00 MCHOJB30BaHUU MPOCTOM SJIEKTPOHHOM MOAMUCH IS
BHYTPEHHEI0 3JIEKTPOHHOro AoKymeHToobopora B MBOVY «Apmssbckas COLI» (nanee -
[lonoxxenune)  sBhseTcs  JOKadbHbIM  mpaBoBeiM  akToM MBOVY «Apwmssbckas COLL» u
onpeneNAeT MOPAAOK M YCIOBUS pabOThl COTPYAHHUKOB C 3JIEKTPOHHBIMHU JIOKYMEHTAMU B
Wudpopmanmonnoii Cucreme (mamee — MC), HemocpeAacTBEHHO CBS3aHHBIMH C WX TPYIOBOMH
NesITeIbHOCTbIO, C IPUMEHEHUEM ITPOCTOM 31eKTPOHHOM noanucu (nanee - [1311).

12, VuacTHUKaMM 5JEKTPOHHOIO B3aMMOJEHCTBHS Ha YCIOBMSX, OINpEAETICHHBIX
HacToauM [lonoxkenuem, gBiAOTCS cOTpyaHUKH OpraHuzanuu, MOANKCABIINE YBEJOMIICHUE
00 o3HakomsieHun c [lomokennem. OOpaszenr YBenomienus npuseneH B IIpminoxkenun Ne 2
k Hactosaumemy Ilonoxenuto. Iloanmucanume cotpyanukoMm OpraHuzanuu — YBEJIOMIICHUS
PaBHO3HAYHO TPHUCOEAMHEHHIO K COTJIAlleHHI0 00 Yy4YyaCTMH BO BHYTPEHHEM D3JIEKTPOHHOM
JNOKyMeHTooOopoTe ¢ wucnois3oBaHueM [IDII  Ha ycnoBusix  Hactosmero IlomoxxeHus
B COOTBETCTBHH €O CT. 428 I'paxnanckoro koaekca PO («JloroBop NpucoeIuHEHUN»).

13.  Peammzamusi ompeneneHHBIX HacTosAmMM [lomokeHHeM yCIOBHH TPUMEHEHUS
IIPOCTOM D3JIEKTPOHHOH MOANUCH oOOecreunBaeT NPUAAHUE IOPUIMYECKOW CHIIBI BHYTPEHHUM
ANEeKTPOHHBIM JIokyMeHTaM Opranumzamuu B MC, TpeOyroomuM JIUYHOM MNOANHMCH COTPYAHHUKA,
U OllepalysiM C HUMHU.

14.  Hanuuue [1911 oOecnieunBaeT BHyTPEHHUM 3JIEKTPOHHBIM JoKyMeHTaM B HC:

® TIOJUIMHHOCTb - IOATBEPKICHUE aBTOPCTBA JOKYMEHTA;
® [IE€JOCTHOCTb - JIOKyMEHT HE MOXKET ObITh U3MEHEH OCIIe OINMCAHUS;
e He OTpUIIaHUE aBTOPCTBA (HEOTPEKAEMOCTD) - aBTOP HE MOXKET OTKAa3aThCsl OT CBOEH MOAMKCH.

15. Jns monmucaHusg SJIEKTPOHHBIX JO0KyMeHTOoB B MC wucnons3yercss mnpocras

AJEKTPOHHAs MOANUCH - UHPOPMAIIHS B 3JIEKTPOHHOU (hopme, KOTopasi MPUCOEeTUHEHA K
Apyroi MHPOpPMALUU B AJIEKTPOHHOW ¢opMme (MoAmMuchiBaeMoil WHpOpMAalUU, TOKYMEHTY B
AJIEKTPOHHOM BUJIE) HJIM UHBIM 00pa3oM CBsi3aHHas ¢ Tako nHGopMaluei, 1 KoTopasi UCIOJIb3YeTCst
JUIsL OTIpeJIeJIEHUs JIUIa, TIOMHUCHIBAIOIIET0 HH(POpMAIHIO.

16. B kauectBe myOimuHON 9acTH Kiroda [13I1 ncnonp3yercs: yHUKaIbHOE HMS YI€THON
3alucH, MpUMeHseMoe JUIsl aBTopu3anuu mnois3zoBareis B MC. B kadecTBe KOH(HUAESHIIMATBLHON
yactu kitoua [13I1 nenonp3yercs maposib K y4ETHOM 3aIkCH.

17.  WsrorosneHue (reHepaiuio), Beigauy u perucrpanuio B UC ykazanHbIxX B 11.1.6 nMeH
10JIB30BATEJEN U NTaposied OCYHIECTBIIAET HA3HAaYEHHOE 0 pHuka3zy OpraHu3aluy OTBETCTBEHHOE
nuto (manee - OTBETCTBEHHBIN 3a TeXHHUECKYHo noaaepxkky MC).

18.  Ilapons monb3oBatenss UC MoxeT ObITh U3MEHEH €ro BIIAAENbIEM B JTI000H MOMEHT
nocne apropusanuu B UC. PekomeHiyeTcs U3MEHATh Mapoib HE PeKe OJHOTO pa3a B TPU MecsIa.
Jlnst CHUKEeHHs pUCKa ToA00pa Mapoist 1 HECAHKLIMOHUPOBAHHOTO MCIIOIB30BAHMS JPYTUM JIHIIOM
KJII04a JICKTPOHHOM MOANNCH PEKOMEHYETCsl HE 3a1aBaTh MapOJjIH, UCIOJIb30BAHHBIC paHEe.



2. TepmuHbI U onpeaeIeHUs

B nanHom [lonmoxxeHnn NCOAB3YyIOTCS CIEAYIONIME TEPMUHBI U UX OIPEIEICHUS:
2.1 BJIajieJiell MPOCTOM  JJIeKTPOHHOW moOAMUCH - CcoTpyaHUK OpraHusanuu,
MMOAIIACABIINN YBenoMiIeHHEe 00 O3HAaKOMJIEHMM C HacTosdmuMm llojoxeHneM
Y UCTIOJIb3YIOUIMI UMS [T0JIb30BaTEN M apoib 1 apropusauuu B UC;

22.  BHYTPEHHH JIEKTPOHHBIH JOKYMeHT (nanee - JIOKyMeHT) - JOKYMEHT OIHOTO U3
TUIOB JJOKYMEHTOB, IpUBEIeHHBIX B [Ipunoxenun 1 k HactosimeMy [lonoxxenuto, co3nanubiii B UIC
B DJIEKTPOHHOH (hopMe M TOANMCAHHBIA AIIEKTPOHHON MOAMUCHIO COTPYAHUKA (dIEKTPOHHBIMH
MOJANHUCSAMU COTPYIHUKOB) OpraHuzanuu;

23, KJII0Y IEeKTPOHHOH NOANMCH - YHUKaJIbHAas IIOCJIEIOBAaTEIILHOCTh CHMBOJIOB,
NpeaHa3HauYeHHas Il MOATBEpKIeHHS ¢ ucrnojib3oBanueM cpencts MC nogmuuHoctu [19I1 B
JlokymeHTe;

24.  peecTp BbLIAHHBIX KJIIOYeil 3JIEeKTPOHHOI moanucu - xpansimuiics B UC crimcok
YHUKQJIBHBIX II0CJEI0BAaTEIbBHOCTEH CHMBOJIOB, COJIEPXAIIMXCS B BBIJAHHBIX I10Jb30BaTENISM
MMEHAX YYETHBIX 3alUCEU U MapoJIsix;

25.  peecTp O0TO3BAHHBIX KJIIOYeil 3JIeKTPOHHOI moanucu - xpausmuiics B IC cimcok
nosib3oBareneit UC, ko4 31eKTpOHHONW MOANUCH KOTOPBIX K MOMEHTY OOpallleHusl K JaHHOMY
peecTpy ObUIH OTMEYEHBI KaK He/IeHCTBUTENIbHBIE;

26. mpocras 3jexkTpoHHasi noanuch (I13I1) - nadopmanus B 3neKTpOHHON (hopme B
NC, Bo3HUKaromass B MOMEHT BBIIIOJHEHHS BJIAJEIbLEM 3JEKTPOHHOM MOJAMUCH KOMAH]IbI
noanucanust Jlokymenta B uHTepdeiice MC, moaTBep)aaromas MmoIMHHOCTh JloKyMeHTa W/
¢dakt o3Hakomuienus Bianenbia [1911 ¢ JlokymeHTOM, KOTOpasi B3aMMHO OJHO3HAYHO CBS3BIBACTCS
¢ JIOKyMEHTOM M BIAAENIbUEM MOAMUCH;

27. wmramn IDII - Bu3yambHas OTMETKa OO JJIEKTPOHHOW TMOIIMCH, BKIIOYAIOIIAS
pexkBusutbl IIDII, koTopas aBToMaruuecku co3gaercs cpeacrBamu WC 1npu  OTKpbITUH
(Bm3yanuzanun) goKkymenTa, nognucanHoro [I911, B uarepdeiice C; Bpems hopmuposanus 11311
oTtoOpakaeTcs B IITaMIIE [0 YaCOBOMY Mosicy mosib3oBatens MC;

28. o0paGoTka »JJIEKTPOHHOIO JAOKYMeHTa - JeiictBus mnosb3oBatens HC ¢
ANEKTPOHHBIM JOKYMeHTOM cpencTtBaMu MC, BKiltodas, HO HE OrpaHUYMBAsICh: CO3/IaHUE, IPOBEPKa,
noxnucanue [19I1, uapopmupoBanue apyroro nonszoBatens MC o nokymeHTe, MOATBEPXKICHHE
MIOJIy4EHUs1, O3HAKOMJIEHHUE, CO3/JaHIE KON Ha OyMa)XHOM HOCHUTEJIE, OTKIOHEHUE, yIaleHUE.

3. Ofecnevyenne IOPUANIECKOI CHIIBI BHYTPEHHHUX JIEKTPOHHBIX IOKYMEHTOB

31 Kwusuennsii mukn JJokymenta B IC BKIIIOYaeT: CO3/1aHNE U TIPOYHE JICHCTBUS IO €T0
00paboTKe, OTpaXkeHHe B yuere, a Takxke xpaHeHue B MIC. IC obecnieunBaeT perucTpaiuio 1eicTBui
noJsib3oBareseit ¢ JlokyMeHToM (JIOrMpoBaHKE) B TEUEHUE )KU3HEHHOTO IIUKJIA.

32. Bce Brnagensust 1211 npusHator paBHO3Ha4HOCTH cBoeit [IDI1 cobcTBeHHOpYUHOM
MOJNKCU Ha OyMa)kHOM HOCHTEJE.

33,  Cozpanue II9I1 B UC wmHMIMHpYETCS COOTBETCTBYIOIIMM JEHCTBUEM BIIAJEIbIA
[I311, T.e. HE BBINONHSIETCS ABTOMAaTUUECKN WIIM HE3aMETHO JUIsl BiaJeiblia.

34.  Tlomnomoumst Bnazaensua IO, moamucaBmero J[OKyMEHT, MOJATBEPXkKAAIOTCS B
MoMeHT mnoanucanuss Jlokymenta B HMC aBTOMarhdeckd MO TMOJOKUTEIbHOMY pE3YyJIbTaTy
CJIEYIOIIUX ITPOBEPOK:

® COOTBETCTBYIOLIUH MOJIb30BaTENb aBTOpU30BaH B 1C,

® COOTBETCTBYIOUIMM KJIKOY 3JEKTPOHHOW IHOJANKMCH BKJIIOYEH B PEECTP BBIIAHHBIX KIHOYEH
3JIEKTPOHHOU MOJIIHCH,

® COOTBETCTBYIOLIUN KIKOY DJIEKTPOHHOW IOANKMCH OTCYTCTBYET B pEeCTpe OTO3BAHHBIX

KJIFOUYEH 3JIEKTPOHHOW MOAMUCH.

35,  Bpems dopmupoBanusi 3J1eKTpPOHHONH moanucu ¢ukcupyercs cpeacreamu UC
no rpuaBuuckomy Bpemenn (UTC+0).



36.  BHyTpeHHUE 2IIEKTPOHHBIE TOKYMEHTEHI, epeunciieHHbIe B [lepeune, mpuBeIeHHOM B
[Tpunoxenun Ne 1 k Hactosimemy Ilonoxenuto, noanucanusie 1911, npusHatorcs B Opranuzanuu
pPaBHBIMH TI0 IOPUAMYECKOW CHJIE€ JIOKyMEHTaM Ha OyMaXXHBIX HOCHUTEINSX, 3aBEPEHHBIM
COOCTBEHHOPYYHOM MOJMHUCHIO.

3.7.  TonwzoBarenn VC npusHaroT, uro Buzyanuzanus mramna [1311 npu nemoncTpauu
Hokymenta B wuHTepdeiice WC, BemonHenHas cpeactBamu HWC, sBIsSeTCS HEOCIIOPHUMBIM
MOATBEpKIEHUEM (aKkTa TMOAMHCAHUS JOKYMEHTa COOTBETCTBYIOIIMM BiagensueM [IOI1
(MOITTMHHOCTH ¥ HEOTPEKAEMOCTH ).

38.  Xpanenue J[oKyMEHTOB OCYIIECTBIIECTCS MyTE€M 3alucu cBeleHUi o JlokymeHTax B
apXUB JIEKTPOHHBIX TOKYMEHTOB, KOTOPBIi siBisieTcs yactbio MC.

39.  Opranmzanus oOecrieuuBaeT TEXHUYECKUMHU M OPraHU3alMOHHBIMUA MEpPaMH 3alUTy
OT HECAHKIMOHUPOBAHHOIO JOCTYNa M IMPEIHAMEPEHHOI0 YHUYTOXEHUS W/MIU HCKAKECHUS
cBeieHUM 0 JloKyMeHTax B apxuBe 5JEKTPOHHbIX JokyMeHToB MC, a Takxke rapaHTHpYyeT
MOATBEPXKJICHUE aBTOPCTBA JOKyMmMeHTa, noanucanHoro I[IOI1 aBtopa, B TOM uyucie nyrem
YTBEP)KACHUSI  [IOMMEHHOIO  OrPAaHMYEHHOIO  CIMCKa  JIML, HUMEIOUIMX  paclIupeHHbIE
(aIMUHUCTPATUBHEIE) [IpaBa JOCTYMA K apXUBY AJIEKTPOHHBIX TOKyMeHTOB UC.

310. Hoxymentsl xpanstces B UC B ToMm (hopmate, B KOTOpoM OHHU ObuTH co3fanbl. Cpok
xpaneHusi JlokymeHTOB u cBeneHud o JlokymeHTax He MOXeT ObITh MeHee 3 (Tpex) JeT U
OIpesIEIAeTCS B COOTBETCTBUU C JIOKAJBHBIMM HOPMAaTUBHBIMM akTaMu OpraHuzanuu WU ee
CTPYKTYPHBIX MOAPA3ACIICHUMN.

311, Komnms 3JEKTPOHHOrO JOKYMEHTa MOXKET OBITh HW3rOTOBJCHA (pacmedaraHa) Ha
OoymaxaoM HocuTtene cpeactBamu MC u 3aBepeHa coOCTBEeHHOPYYHOH moanuckio Biaaensia [1911,
1100 YwieHaMH KOMHCCHH, BKITIOYAOIIEH B ce0st Kak MUHUMYM pyKoBoauTelst OpraHu3anuy H JIUIO,
MMEIolIee paclIupeHHbIe (aIMUHUCTPATUBHEIC) MTpaBa JOCTYMAa K apXHUBY AJIEKTPOHHBIX TOKYMEHTOB
NC. Konus 31eKTpOHHOIO TOKYMEHTAa Ha OyMa)KHOM HOCHUTEJE JOJDKHA COJAEPKaTh BU3yaaUu3allUio
mramna (mramnoB) [I0I1, moarBepxkmatomnyto, yto opuruHan Jlokymenta mnoamucan [IOI1.
AYTEeHTUYHOCTb AJIEKTPOHHOI'O JJOKYMEHTA M €ro KOMHM Ha OyMa)XHOM HOCHTeNle 00ecreunBaeTcs
cpenctBamu UC.

4, HpaBa, 00513aHHOCTH H OTBETCTBEHHOCTD BJ1ajaeJabaa 3.]'[eKTpOHHOI7[ noaAnmMMucCHu

41. Baaneaen IIJI1 umeer npaso:

e oOpamarecs K OTBETCTBEHHOMY 3a TexHHYecKod mnonaepxkoil MC nns aHHynupoBaHMs
(oT3bIBA), TPHOCTAHOBKU (BO3OOHOBIEHUS) NEHCTBUS TMPUHAMJIEKAIIETO €My KIrda
3JIEKTPOHHOW MOJIHCH;

e B cily4ae HEOOXOAMMOCTM 3aMEHbI, BOCCTAHOBJIEHHs KJ0Ya 3JIEKTPOHHOM MOIIHCH
obpatuthcst K OTBETCTBEHHOMY 3a TeXHHUYecKyro mnoanepxkky MC c cooTBeTcTByOLIEH
poch00i U MOTYYNUTh HOBBIH KITHOY JIEKTPOHHON MOJIHCH;

e oOpamarecs K pykoBoAcTBY Opranuzauuu sl pa3dopa KOH(DIUKTHBIX CUTyalHi (CriopoB),
BOo3HUKaromux npu npumenenuu [1911 B UC.

42.  Baapenen IIJII ods3an:

® BeCcTH 00pabOTKYy BHYTPEHHUX AJIEKTPOHHBIX T0KyMeHTOB B MIC B COOTBETCTBUU CO CBOMMU
JOJKHOCTHBIMU 00SI3aHHOCTSIMU;

® T[pUHMMATh BCE BO3MOXHBIE MEphl I NPEJOTBPALICHHUS] HECAHKIMOHUPOBAHHOIO
MCIIOJIb30BAaHHUS CBOETO KJIF0Ya AJIEKTPOHHOMN MOATNCH;

® HU IIpU KaKUX YCIOBUSAX HE NIEPEJaBaTh KU NIEKTPOHHON MOJIUCH IPYTHM JIULAM;

® [IpU KOMIIPOMETALMHU CBOETO KIJII0Ua 3JIEKTPOHHOM MOAMUCH HE3aMEeITUTEIbHO 00PaTUTHCS K
OTBeTCTBEHHOMY 3a TeXHHMUecKyro mnoaaepkky MC namsd npuOCTaHOBKM — JOEHCTBUS
MPUHA/IJIEKAIET0 eMY KJII04a JIEKTPOHHON TOJITUCH.

43.  Bnagmenen IIDII Hecer NHMYHYIO OTBETCTBEHHOCTh 33 COXPAHHOCTb CBOETrO KIltOYa
AJIEKTPOHHOM MOJIMCH U €r0 3alIUTy OT HECAHKIIMOHUPOBAHHOTO HUCIIOJIb30BaHUS.



5. TexnoJorust npuMmeHenus cpeacrs [I311 B UC

51 Hnsa npumenenus 11911 8 UC Bnanensuy 1311 Heobxonumo aBropuzoBarbest B MIC ¢
WCIIOIb30BaHUEM NYOIMYHOW M KoH(puaeHnuanbHOH yactedt kiroda [IDI1 (mms momp3oBarens u
napoib). Ilonnucanue JlokymeHTa BBINOJIHSETCS IMyTeM Haxarus Ha KHonky 'lloamucats" B
unrepdeiice C.

52. Hudopmanus 060 Bcex BBIIAHHBIX IMOJIB30BATEIIO KIIIOYAX AJIEKTPOHHON MOAMKCH,
JlaTax MOJy4yeHHUs U MpeKpalleHus ux neiucTBus (u3bsatus) xpanutcs B MC nocTosHHoO.

53.  Ilpu mpexpamenun y cotpynauka OpraHu3anuu JAOJDKHOCTHBIX OOSI3aHHOCTEH IO
00paboTKe BHYTPEHHHUX AJIEKTPOHHBIX JOKYMEHTOB ¢ Hcnoib3oBanueM [1311 wiu npu yBosibHEeHUN
COTPYJHMKAa €ro KJIOY BHOCUTCS B PEECTP OTO3BAaHHBIX KIIIOUYEH AJIEKTPOHHOW MOANKMCU
OtBeTcTBeHHBIM 3a TexHUYeckylo mnonnepxkky MC. C MoMmeHTa BHECEHHUS KIIO4a B PEecTp
OTO3BAHHBIX KIIFOYEHN 3JIEKTPOHHOM MOANUCH BCe mocieayromue JJOKyMeHThl, MOAMNUCAaHHbBIE 3TOU
[I211, He cuMTalOTCS MNOANUCAHHBIMU HAAJEXKAllUM 00pa3oM, T.e. MOJIIMHUCHI0, PaBHO3HAYHOI
COOCTBEHHOPYYHOMH.

6. 3ak/II0YHTEIbHbIE N0J0KEeHUS

6.1 Hacrosmiee [Tonoxenue BCTynaer B CUILy € AaThl YTBEPKICHUS.

6.2. Texct [onoxxenus pazmemaercs B UC. Cioco0 gocTyna K akTyalbHON BepCHH
[TonosxeHuns onuchIBaeTCs B MOJIb30BATENBCKON JoOKyMeHTanuu Kk MC.

6.3. HoxymenTsl, co3ganubie B UC u noanucannsie [I1311 B cOOTBETCTBUM ¢ HACTOAIIUM
[TonoxxeHnem, MPU3HAOTCS FOPUANIECKH 3HAYMMBIMU C 1aThl yTBEpKAeHUS 1onoxeHus.



ITpunoxxenne Ne 1

K [lonmoxxennto 00 UCIIOTB30BaHUN MTPOCTON
AJIEKTPOHHOM MOJIUCH JUIsl BHYTPEHHETO
AIIEKTPOHHOTO JOKYMEHTO000pOTa

B MBOVY «Apwmssbsckas COLL»

IHEPEYEHb JOKYMEHTOB

Y4acTHUKH BHYTPEHHETO 3JIEKTPOHHOTO AOKYMEHTO00OO0poTa B OpraHusaluy UCHOIb3YIOT
MPOCTYIO 3JEKTPOHHYIO MOANHUCH TPU 00pabOTKE CIEAYIONINX dIEKTPOHHBIX JOKYMEHTOB:

- JJOKaJIbHBIX IPABOBBIX aKTOB, TPEOYIOUINX pa3MelIeHus B ceTu MIHTepHET Ha OHUIMATBHOM CcaiiTe
Opranuzanuu: https://shkolaarmyazskaya-r18.gosweb.gosuslugi.ru/



[Tpunoxenne Ne 2

K [lonmoxxennto 00 UCIIOTB30BaHUN MTPOCTON
AJIEKTPOHHOM MOJIUCH JUIsl BHYTPEHHETO
AIIEKTPOHHOTO JOKYMEHTO000pOTa

B MBOVY «Apwmssbsckas COLL»

YBEAOMJIEHHUE

Damunus Ums Omyecmso,

UMEHyeMbIli B pJanbHeinieM «PabOTHUK», HACTOSIIUM TMOATBEPXKIAET, YTO O3HAKOMUJICS
u cornaceH ¢ [lonoxxeHremM 00 MCTIOIB30BaHUU MPOCTOM SJIECKTPOHHOU MOAMHUCH JJisi BHYTPEHHETO
ANEeKTpOHHOTO HoKyMeHToobopoTa B MBOY «Apwmsssckas COLly», a umenHo: PaboTHHK mpU3HAET
PaBHO3HAYHOCTh CBOEW MPOCTOM 3yIeKTpoHHOU moamnucu (mamee - IIDII) cobcTBeHHO pydHOI
MOANUCH Ha OyMa)XHOM HOCHUTENE W 3asBIISIETO MPUCOEAUHEHUHU K COTJIAIICHUI0 00 y4acTHH BO
BHYTPEHHEM  JJICKTPOHHOM  JOKYMEHTOoOoOOpoTe ¢ wucmoiib3oBanueM [IDI1 Ha yciioBUsSX
[TonoxxeHus 06 MCMONB30BAHUM MPOCTOM EKTPOHHOM MOIMKUCH JIJIsi BHYTPEHHETO 3JIEKTPOHHOTO
nokymeHToo6opora B MBOVY «Apwmsizeckas COLL» B coorBeTcTBUU €O cT. 428 I'pakmaHckoro
kojiekca PO («JloroBop MpucoeIMHEHHS») C « » 20 roja.

oama_ecmynienus_6_cuiy.

« » 20 2. ( )-
Jlama noonucanusi, noonuce, pacutughpoexa O.H.0.
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