[Tpunoxxenue 6

K YUETHOH IOJIUTUKE IOCYJapCTBEHHBIX
YUpEXKIAECHUH, 0JIBEIOMCTBEHHBIX
JlemaprameHTy 00pa3oBaHUs U HAYKU
ropojia MockBbl

I'BOY Illxona Ne 641 um. C. Ecennna

INOJOXEHHUE
0 BbIJ1a4e MO0/ OTYET JeHEKHBIX CPECTB M IeHEKHBIX JOKYMEHTOB,
0 COCTABJIEHUH M MPeEJACTABJIEHHH 0TYETOB NMOAOTYETHHIMHU JTHIIAMU

1. O01mMe moJ10KeHus

1.1. Hacrosimmee moJoXXKeHHWE O BBIJAY€ TOJ OTUET JCHEKHBIX CPEACTB U
JIEHEKHBIX TOKYMEHTOB, O COCTABJICHHH W TPEACTABICHUH OTYETOB MOJAOTYCTHBIMH
mumamu  (manee — IlomoskeHue) ycTaHaBIWMBaeT EOUHBIA TMOPSAJOK PAcueTOB C
MOJOTYCTHBIMU JIUIIAMHA M BBIIAYW TIOJ, OTYET JACHEKHBIX CPEACTB U JOKYMEHTOB,
COCTABJICHHSI, TIPEICTABIICHUS, TPOBEPKH W YTBEPXKACHUS OTYETOB 00 uX
UCITOJIb30BAHUHU.

1.2. OCHOBHBIMU HOPMATUBHBIMH TIPABOBBIMU AKTaMH, UCIIOJIH30BAHHBIMU TIPU
paspabotke HacTosimero [lonoxxenus, SBISIFOTCS:

- ykazanue banka Poccun ot 11.03.2014 Ne 3210-V «O nopsiake BeIeHUS
KAaCCOBBIX ONEpalii IOPUIUYECKUMU JIMIIAMH U YIPOIICHHOM TOPSIKE BEICHUS
KaCCOBBIX ONEpaIfii UHAWBUIYATIbHBIMU IPEANPUHUMATEIISIMUA U CYOBEKTaMU MaJIOro
PEANPUHAMATEITHLCTBAY;

- WHCTPYKITUS TI0 TIpUMEHEHU0 EaMHOro miaHa c4eToB OyXTalTEepCKOTO
ydeTa JiJIsl OpraHOB TOCYAapCTBEHHON BIAacTH (TOCYJapCTBEHHBIX OPTaHOB), OPTaHOB
MECTHOTO  CaMOYyMpaBlEHUS,  OPraHOB  VyMOpaBICHUS  TOCYAapCTBEHHBIMU
BHEOIODKETHBIMU (DOHIAMH, TOCYJAapCTBEHHBIX aKaJeMHUW HAyK, TOCYJIapCTBEHHBIX
(MyHULIMITAJIBHBIX) YUYPEXICHHUM, yTBEp)KIeHHas npukazoM MuHduna Poccun
ot 01.12.2010 Ne 157H;

- npuka3  MunucrtepctBa  ¢uHaHcoB  Poccuiickoit = Depepanuu
ot 30.03.2015 Ne 521 «O06 ytBepxkaeHun GopM NEPBUUYHBIX YICTHBIX TOKYMEHTOB U
PETHCTPOB OYXTaJITEPCKOTO yueTa, NPUMEHSEMBIX OpraHaMHU TOCYJapCTBEHHOM
BJIACTU (TOCYIapCTBEHHBIMU OpraHaMu), OpraHaMHd MECTHOTO CaMOYIPAaBIICHUS,
opraHamMu  YIpaBJIEHUS  TOCYJAApPCTBEHHHIMU  BHEOIOJDKETHBIMH  (POHIIAMH,
rOCyAapCTBEHHBIMU (MYHUIIUTIAILHBIMU ) YUPEKICHUSIMHI, 1 METOAMYECKIX YKA3aHHMI
M0 UX MIPUMEHEHUIOY;

- nucbMo Mundura Poccum ot 10.09.2013 Ne 02-03-10/37209«0O
MIPaBOMEPHOCTH TIEPEUYUCIICHHS JACHEKHBIX CPEJICTB, BBIIABACMBIX I10J] OTYET, Ha
OaHKOBCKHE cueTa COTPYIHUKOB OPTaHM3AIMA B MLENSAX OCYHIECTBICHUS WMHU C
UCTIOJIb30BaHUEM OaHKOBCKHMX KapT OILUIATHI PacXOJI0B, CBA3AHHBIX C JIEATEIHHOCTHIO
OpraHu3aldd, a  TakKe  KOMIIGHCAlMM  COTPYAHUKaM  JOKYMEHTAJIbHO
MOATBEPKIECHHBIX PACXOI0BY.

2. HOpﬂIlOK BbIJAY4 JCHECKHBIX CPEACTB MO OTYET
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2.1. JleHexHble cpeACTBa BBIIAIOTCS TOJ OTYET HA PACXOJIbl, CBSI3aHHBIE C
npruoOpeTeHNEM TOBapOB, PabOT, YCIYT, 1 KOMaHAUPOBOYHBIE PACXO/IBI.

2.2. Bplmaua mojJl OTYET JIEHEKHBIX CPEACTB Ha pPacXoibl, CBS3aHHBIE C
MpUOOPETEHUEM TOBAPOB, PadOT, YCIYT, IPOU3BOJUTCA COTPYIHUKAM, PUBEACHHBIM
B IIEpEYHE JOIKHOCTEN paOOTHUKOB, UMEIOIINX MPABO MOIYyYaTh JEHEKHbBIE CPEICTBA
I0JT OTYET Ha MPHOOpPETEHUE TOBapoB, paboT, yciuyr (mpuiaoxkeHwe 3 K YUeTHOM
MOJIUTHKE).

2.3. ABaHCBI HAa KOMAHAUPOBOYHBIE PACXO/IbI BBIAAIOTCS MO OTYET BCEM JIULIAM,
paboTarolM Ha OCHOBAHUM TPYIOBBIX JOTOBOPOB, HANPaBJIECHHBIM B CIY>KEOHYIO
KOMaHJUPOBKY B COOTBETCTBUU C MIPUKA30M PYKOBOIUTENSL Y UPEKICHUS.

2.4. Jlnsa monydeHUs JNEHEKHBIX CPEJCTB MOJ OTYET PaOOTHHK O(QOpMIIIECT
MMCbMEHHOE 3asBJICHUE C YKa3aHUEM MCTOYHHMKA (DMHAHCHPOBAHUS, CYMMBI aBaHCa,
Ha3HAUCHUs aBaHca, pacueTa (0OOCHOBaHHWS) pa3Mepa aBaHCa, CPOKA HA KOTOPBIN
BBIJIAETCS ABAHC.

2.5. Ha 3asBnenun pabotHuka otBercTBeHHbIM JuiioM ['KY I[DO JJOHM (B
cooTBeTcTBUM C M. 1.2.2 Y4eTHON NOJUTUKH) JETaeTcss OTMETKAa O HaJIMYUU Ha
TEKYIYIO JaTy 3aJ0JDKEHHOCTH 32 Pa0OTHUKOM IO PaHEe BBIIAHHBIM €My aBaHCaM.
[Ipy HaMMUMKM 3a0JKEHHOCTH YKAa3bIBAIOTCA €€ CyMMa, JaTa U HOMEp JIOKYMEHTa,
KOTOPBIM OOpMJICHA BbIJaua JICHEXKHBIX CPEACTB IMOJ 0T4eT. B ciaydae oTcyTcTBUS
3aI0JUKEHHOCTH 32 paOOTHUKOM Ha  3asBJICHUM TPOCTABIACTCS  OTMETKa
«3aJI0>KEHHOCTh  OTCYTCTBYET», KOTOpasl YAOCTOBEPSIETCS MOAMHUCHIO TJIaBHOTO
Oyxranrepa.

2.6. PykoBouTenb B Te€UEHHUE JIBYX pabOUYMX THEW paccMaTpUBAET 3asiBICHHE,
CTaBHUT CBOIO MOAMNUCH U JIATy.

2.7. Bplmaua JEHEXKHBIX CPEACTB IMOJ OTYET IMPOU3BOAUTCS MPHU YCIOBUHU
MOJIHOTO TMOTalIeHUs 3aJ0JKEHHOCTH MOJ0TYETHOIO JIMIA IO PaHEE BBIIAHHOMY €My
aBaHCy.

2.8. Bplmaua [eHEXHBIX CPEACTB MOJ OTYET MPOU3BOJIUTCS IyTEM
nepevyucieHrs Ha 0aHKOBCKUE cueTa paOOTHUKOB, OTKPBITHIE B paMKaX «3apIIaTHBIX)
MPOCKTOB, B YacTH OIUIAThl KOMAaHJAMPOBOYHBIX PACXOJOB M KOMIIEHCAIIMU
COTPYJIHUKAM JOKYMEHTAJILHO MOJATBEPKICHHBIX PACXO0B.

2.9. IlpenenbHas cyMMa BbIJJauu JIEHEKHBIX CPEACTB MOJI OTYET HA PACXO/Ibl,
CBSI3aHHBIC C MPUOOPETEHHEM TOBApOB, PabOT, yCIyr yCTaHABIMBAETCA B pa3Mepe
99 000 (0essanocmo dessimv moicsy) pyoci.

2.10. ABaHCBHI Ha pacxojbl, CBSA3aHHBIE CO CIY>KEOHBIMU KOMaHIUPOBKaMH,
BBIJIAIOTCS B TIPE/ieNiaX CyMM PacxXo0B, yCTaHOBIEHHBIX [lookeHneM o ciry>keOHbIX
KOMaHIUpOBKax (mpuioxenne 8 Kk YUeTHOH MOIUTHKE).

2.11. MakcuMaJIbHBIN CPOK BBIAAYM JCHEKHBIX CPEJICTB IOJT OTYET HA PacXOIbl
0 MPUOOPETEHUIO TOBAPOB, padOT, YCIyT cocTaBisieT 30 KaJleHIapHbIX JHEH.

2.12. B cnyuae, ecnum pabOTHHUK TPOU3BENI OIUIATY pAaCcXOJ0B 3a CYET
COOCTBEHHBIX CPEJICTB, MPOU3BOAUTCSA BO3MEIIEHUE 3TUX Pacxo]oB. Bo3menieHue
pPacxoJI0B MPOU3BOJUTCS MO aBAHCOBOMY OTYETY 00 M3PacXOJOBAHHBIX CPEJCTBAX,
YTBEPKJIEHHOMY PYKOBOAUTENIEM, C MTPUIIOKEHUEM TOITBEPHKAAIOIINX TOKYMEHTOB.
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3. IlopsaaoK BbIIaYH J€HEKHBIX TOKYMEHTOB M0 OTYeT

3.1. JleHexHBIE JOKYMEHTHI BBIIAIOTCS MO OTYET paOOTHUKAM, NMPUBEACHHBIM
B IIEpEYHE JIOHDKHOCTEH paOOTHUKOB, HMEIOIIMX MPABO IMOJYy4YaTh MOJA OTYET
JIEHEKHBIC TOKYMEHTHI (TIPUIOKEHNE 3 K YUETHON TTOJIUTUKE).

3.2. Beigaua nmoa OT4YET JEHEXKHBIX JTOKYMEHTOB MPOU3BOJUTCA U3 KACCHI MO
pacXxoqHOMY KacCOBOMY OpIepy C Haamuchio «(GOHAOBBIN» HAa OCHOBAaHHUH
MACHbMEHHOTO 3asIBJICHUS TIOJTydaTesl.

3.3. B 3adBneHnM O BbIJIa4€ MOJ OTYET JACHEKHBIX JTOKYMEHTOB IOJTy4aTeIeM
YKa3bIBalOTCSI HAMMEHOBAHUE, KOJMYECTBO U Ha3HAUYCHUE JECHEKHBIX JIOKYMEHTOB.

3.4. llenTpoM Ha 3asBJICHUH JACIACTCS OTMETKA O HAJIIMYUM HA TEKYIIYIO JaTy
3aJJ0JDKEHHOCTH 3a TMOJIydaTeIeM 10 paHee BbIJJAHHBIM €My JICHE)KHBIM JIOKYMEHTaM.
[Ipu HamUuuM 3a0HKEHHOCTH YKa3bIBAIOTCA €€ CyMMa, HOMEP U JaTa pacxogHOTO
KacCOBOTO Opjiepa, KOTOPhIM oopMyIeHa BblJlaua JEHEKHBIX JOKYMEHTOB IO/ OTYET,
HAaMMEHOBAHUE W KOJHUYECTBO JICHEKHBIX JIOKYMEHTOB, 32 KOTOpPHIE HE OTYUTAJICA
yKa3aHHBIH paOOTHUK. B ciydae OTCyTCTBHS 3aJI0JKEHHOCTH 3a paOOTHHUKOM Ha
3asBJICHUM TIPOCTABIISIETCA OTMETKa «3aJ0JDKEHHOCTh OTCYTCTBYET» C YyKa3aHUEM
JIaThl ¥ TIOJIMKCH TJIAaBHOTO OyXrajiTepa.

3.5. PykoBonuTenp B TeueHHe ByX pabouux THEH paccMaTpuBaeT 3asBICHHE,
CTaBUT CBOIO MOJIUCH U JIaTy.

3.6. Beimaua nmox OTYET ACHEKHBIX JOKYMEHTOB IPOU3BOJIUTCA IIPU YCIOBUU
MOJIHOTO MOTAaIlIEHUsI 3aJ0JPKEHHOCTH MOJOTUYETHOTO JIMIIA 110 paHEE BBIIAHHBIM €My
JICHE)KHBIM JTOKYMEHTAM.

4. HpeI[CTaB.]'IeHI’Ie OTYETHOCTH NOAOTYECTHBIMH JIMIIAMHU
00 H3pacxoa0BaHMHU JCHECKHBIX CPEACTB

4.1. O0 n3pacxoq0BaHUHU MOJYYEHHBIX CYMM MOAOTYETHOE JIULO MPEACTABIISET
B OTAeN] OyXrajaTepCcKoro y4yeTa aBaHCOBBIM OTYET C MPUIOKEHUEM JTOKYMEHTOB,
MOATBEPKIAIOIIMX POU3BEACHHBIE pacxonabl. JIOKYMEHTBI, MPUIOKEHHBIE K
aBaHCOBOMY OTYETY, HYMEPYIOTCSl MOJIOTYETHBIM JIMIIOM B TOPAJIKE WX 3alUCU B
OTYeTe.

4.2. ABaHCOBBIM OTHYET MO pacxoiam, CBS3aHHBIM C MPUOOPETEHUEM TOBAPOB,
paboT, ycayr, NpeacTaBiaseTCs MOJOTYETHBIM JIMLIOM B OTAEN OYXTaJTepCKOro yyera
HE MO3J[HEE TpeX pabouymnXx THEH cO JAHS UCTEUEHHUs CPOKa, HA KOTOPbIM OBbLIN BbIAAHbBI
JEHEXKHBIE CPEICTBA.

4.3. ABaHCOBBIM OTUET MO KOMAHAMPOBOYHBIM pacXoJaM MPEACTaBIACTCS
pabotHukoM B LleHTp He mo3nHee Tpex pabouux JHEH CO JHS ero BO3BpAalllEHUs U3
KOMaHIUPOBKHU.

44. TKY HPO JAOHM mnpoBepstoTcss MpaBHIBHOCTh O(QOpPMIICHUS
MOJIy4EHHOTO OT IMOJOTYETHOIO JIMIA aBAHCOBOI'O OTYETAa, HAJIWYUE JOKYMEHTOB,
MOATBEPXKIAIOIIMX TMPOU3BEICHHBIE PACXO/bl, OOOCHOBAaHHOCTb PACXOJOBAHUS
CPEIICTB.
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4.5. Bce mpunaraeMble K aBaHCOBOMY OTYETY JOKYMEHTHI JOJKHBI OBITh
opopMJIeHBI B COOTBETCTBUM C TpeOOBaHUSIMU 3aKoHOAaTelbcTBa Poccuiickoin
®denepanuu, ¢ 00sA3aTENbHBIM 3allOJHEHUEM BceX Tpad, PEeKBU3UTOB, HAIMYHUEM
neyateil, moanucei u T.4. [lepBUUHbIE yUeTHBIE JOKYMEHTBI, COCTaBICHHbIE HA MHBIX
SI3BIKAX, TOJDKHBI IMETh IIOCTPOYHBIN MEPEBO] HA PYCCKHUM S3BIK.

4.6. IlpoBepeHHBI OTIEIOM OYXraaTEpPCKOro Yy4yeTa aBaHCOBBIA OTYET
yTBepkaaeTcs pykoBoauteneMm. [locne 3TOro yTBEpKIACHHBIM aBAaHCOBBIM OTYET
MPUHUMAETCS K YUETY.

4.7. Cymma MpeBBIICHUS MPUHATHIX K yUETy PACXO 0B MOAOTYETHOTO JIUITA HAJl
paHee BBIIAHHBIM aBAaHCOM (CyMMa YTBEP KJICHHOTO TIepepacxo/ia) MepeuuciseTcs Ha
OAHKOBCKHMI CUeT MOJOTYETHOrO JHUIa Ha CIEAYIONIMH padouuii JIeHb 3a JIHEM
YTBEPKJICHUSI PYKOBOJAUTEIIEM aBaHCOBOTO OTYETA.

4.8. OcTaToK HEUCIHOJIb30BAHHOTO aBaHCa BHOCUTCS MOJOTYETHHIM JIUIIOM Ha
JIMIIEBON CUET YUPEXKJEHUs HE IMO3JHEee JABYX pabouux THEH, CIEAYIOIIHUX 3a JHEM
YTBEPKJICHUSI PYKOBOJAUTEIIEM aBaHCOBOT'O OTYETA.

4.9. TlpoBepka aBaHCOBOTO OTYETa OTACJIOM OyXTajaTEepCKOro ydeTra u
YTBEPKJICHUE €r0 PYKOBOJMUTENIEM OCYIIECTBISIOTCS B TEUCHHUE MATH paOO4MUX JHEH
CO JTHS NIPE/ICTABIICHHUS.

4.10. B ciydae ecnu B YCTAaHOBJIEHHBIM CPOK paOOTHUKOM HE MPEICTaBIEH
aBaHCOBBIII OTYET B OTAEN OyXrajaTepcKoro ydera WJIM HE BHECEH OCTaTOK
HEHUCIIOJIb30BAHHOTO aBaHCAa Ha JIMIEBOM CYET, PYKOBOAMUTENIb HMEET IPaBo
MPOU3BECTU YyJACpPKAaHUE CYMMBI 3aJ0JDKEHHOCTH TI0 BBIJIAHHOMY aBaHCY U3
3apabOTHOM MIaThl pa0OTHUKA C COOJIOIEHUEM TPeOOBAaHUM, YCTAHOBIEHHBIX CT. CT.
137 u 138 Tpynosoro koaekca Poccuiickoit @eneparuu (nanee — TK PD).

4.11. B cnyuyae yBOoJdbHEHHS pPAOOTHHKA, HMMEIOMIETO 3aJI0JDKEHHOCTH I10
MOJOTYETHBIM CYMMaM, NPHHUMAIOTCI HEOOXOMUMBIE MeEphl JJisi B3BICKAHMS
YKa3aHHBIX CyMM.

5. CocraBiieHue, peacTaBJeHNEe OTYETHOCTH
MOJI0TYETHLIMY JIMIIAMH 00 H3PACXOI0BAHUH J€HEKHBIX IOKYMEHTOB

5.1. O6 wu3pacxo/lOBaHUM JCHEXKHBIX JOKYMEHTOB IMOJOTYETHOE JIUIIO
coctapysier u npenacrasigeT B ['KY OO JIOHM aBaHCOBBIM OTYET C MPUIIOKEHUEM
JIOKYMEHTOB, MOATBEPKIAIOIINX UX UCTIOJIb30BAHUE.

5.2. JIokyMeHTOM, MOATBEPKIAIOIINM HCIIOI30BaHNE KOHBEPTOB C MapKaMHU
M Mapok, SBJISICTCS PEECTp OTMNPABICHHOW KOppeCcHoHAeHUMU. B ciyyae mnopuu
KOHBEPTOB UCIIOPYEHHBIE KOHBEPTHI TAK)KE MPUIIATAIOTCSA K AaBAHCOBOMY OTYETY.

5.3. K aBaHCcOBOMY OTUETY Ha HUCMOJb30BaHKE TaloHOB HAa ['CM npunaratorcs
noATBepxAaromue 1okymeHTsl A3C.

5.4. Tlo mpoe3gHsiM OuieTaM Ha MPOE3] B TOPOJCKOM IMaCCaKUPCKOM
TPAHCIIOPTE B KAYECTBE MOATBEPKIAOMIMX JTOKYMEHTOB K aBaHCOBOMY OTYETY
MIPUKJIAIBIBAIOTCS UCIIOJIB30BAHHBIC MMPOE3THBIC OUIIETHI.
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5.5. K aBaHcoBOMy OTYeTy Ha HCIHOJIb30BaHUE IMPOE3AHBIX OWJIETOB Ha
OTIIeJIbHBIE BHJIBI TpaHCHOpTa (BO3AYIIHBIN, »KEJIE3HOJAOPOKHBIN) B KauecTBe
MOATBEPKICHUS PUKJIAIbIBAIOTCS UCIIOJIb30BAaHHBIC ABUAIIMOHHBIE u
KEJIE3HOAOPOKHbBIE OUIIETHI.

5.6. ABaHCOBBIN OTYET MpeAcTaBisgeTca NoaoTYeTHBIM JuioM B I'KY DO
JIOHM He no3anee Tpex pabo4yux JHEH CO THA UCTEUEHHs CPOKa, Ha KOTOPBIM ObUIH
BbIJIaHbI ICHEKHBIE TOKYMEHTHI.

5.7. TKY II®O JJOHM npoBepsieT npaBmIbHOCTH 0GOPMIICHHS, TOTy4YEHHOTO
OT OJIOTYETHOIO JIMI[Aa aBAHCOBOI'O OTYETA, HAIMYUE TOKYMEHTOB, IIOATBEPKIAFOIINX
UCITIOJIb30BAHUE JICHEKHBIX IOKYMEHTOB.

5.8. IlpoBepeHHbII aBaHCOBBI OTYET YTBEP)KIACTCS PYKOBOAUTEIEM, MOCIE
Yero YTBEPKACHHBIN aBaHCOBBIA OTYET IPUHUMAETCA K YUETY.

5.9. [IlpoBepka aBaHCOBOTrO OTYETa OYXTradTepCKUM paOOTHUKOM MU
YTBEPKACHHUE €0 PYKOBOAMUTENIEM OCYILECTBISIOTCS B TEUEHUE MATU pabouux JHEH
CO JHS TIPECTABIICHUS] aBAHCOBOI'O OTYETA B OyXTaJITEpHIO.

5.10. OctaTrok HEUCHOIb30BAaHHBIX JEHEXKHBIX JOKYMEHTOB BHOCHUTCS
NOJOTYETHBIM JIMIIOM B KacCy YYpEKIEHUsS 0 IPUXOAHOMY KAacCOBOMY OpJIEpY €
HAJIUChI0 «(OHIOBBII» HE MO3JHEE IHSA, CJIEAYIOLIEro 3a JHEM YTBEPKICHUS
PYKOBOJIUTENIEM aBaHCOBOI'O OTYETA.

5.11. B cnyuae HempeacTaBlIeHHUs] MOJAOTUYETHBIM JIMIIOM B yCTaHOBJICHHBIN
CPOK  aBaHCOBOTO OT4e€Ta B  OYXTaJTepUI0 WM HEBHECEHUS  OCTaTKa
HEHUCITO0JIb30BAaHHBIX JICHEKHBIX JJOKYMEHTOB B KACCY YUPEXKICHUS YUPEKACHUE UMEET
paBO MPOU3BECTU YAEpPKAHWE CYMMBI 3a/I0JPKEHHOCTU IO BBIJAHHBIM JEHEKHBIM
JIOKyMEHTaM U3 3apa00THOM TIaThl pabOTHHKA ¢ COOJIIOICHHEM TpeOoBaHUM cTaTei
137 1 138 TK P®.

5.12. B cnyuae yBosbHEHHS PaOOTHWKA, HMMEIOIIETO 3aJI0JDKEHHOCTH 10
MOJTy4YE€HHBIM O] OTYET ICHEKHBIM TIOKYMEHTaM, IPUHUMAIOTCS HEOOXOMMbIE MEPBI
JUISl B3BICKAHMS YKa3aHHBIX CYMM.
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