KA3AH IIOhoPE
BAIIIKAPMA KOMUTETDI

VCIOJHAUTEIBLHBIMT KOMUTET
I'OPOJA KA3AHU

I'MMHA3HNS Ne28
BAXUTOBCKHI PAMOH 28 HYE TUMHA3MUSI
BAXUTOB PAMOHBI
HoctoeBckoro yiu.,79, r.Kazaus, Hocroesckuii yp.,79,Ka3zan 1.,
Pecny6nmuka Tarapceran, 420097 Tarapcran Pecriy6mnukacer, 420097

tei/pakc: (843)238-25-31, 238-28-11, mail: gim028@yandex.ru, S28.kzn@tatar.ru

OPUHSTO
Ha [lemarormaeckom CoBete MBOY
«'mmuazus Ne28»BaxnuroBckoro paiiona r.
Kazanu BaxwurtoBckoro paiiona r. Kazanu
ITpotokon Ne 1 ot «26» 08.2024 r.

YTBEPXKJIAIO
Hupexrop MBOY «I'mmuazus Ne2 85
BaxuToBckoro paitona r. Kazanu
N.B.Cmaruna
[Tpukas Ne 239-0 ot «26» 08. 2024 .

HOPAIOK
Be/leHHsl JIMYHBIX JIeJ]1 pA0OTHUMKOB
MyHHUIIUTIATIBHOTO OI0AKETHOI0 0011e00Pa30BaATEIbHOI0 YUPeKAeHUS
«'umuazus Ne28» BaxutoBckoro paiion r.Kazanu

1. O6mume moJrokeHust

1.1 Hacrosmuii JIOKaJdbHBIA aKT ONpEAeNseT MOPSA0K BEICHHS, YUeTa U XPaHEHHS JTMYHBIX
nen  paboTHUKOB ~MyHHIMIAIBLHOTO OIOJKETHOrO  0O0IIe00pa30BaTENbHOTO YUPEKICHUS
«'umHuaszust Ne28» BaxurtoBckoro paiion r.Kazanu (nanee — oOpazoBaTesbHasi OpraHu3alms).

1.2. Tlopsinox pa3pa®oTaH B COOTBETCTBUM ¢ TpynoBbIM KojekcoMm P®D, dexnepanbHbIM
3akoHOM OT 27.07.2006 Ne 152-®3 «O mepcoHaNbHBIX TaHHBIX», MPUKa3oM PocapxuBa oT
31.07.2023 Ne 77 «OO6 yrBepxkiaenuu IlpaBun opraHuzanuu XpaHEHUs, KOMIIJIEKTOBAaHUS,
ydera M KCI0JIb30BaHUs JOKYMeHTOB ApxuBHOro ¢onna Poccuiickoit denepauuu u 1pyrux
apXUBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX OpPraHax, OpraHax MECTHOI'O CaMOYIIPaBJICHUS U
OpraHM3alMIX», KOJUIEKTUBHBIM JOTOBOPOM U YCTaBOM 00pa30BaTeIbHONW OpraHU3aliu.

2. @opMHpPOBaHHe JUYHBIX /ieJ] pA0OTHUKOB

2.1. ®opmupoBaHHe TUYHOTO Jena paboOTHUKA MPOU3BOIUTCS PaOOTHUKOM, Ha3HAYCHHBIM
PYKOBOAUTENIEM 00pa30BaTEIbHON OpraHU3alMy (Jajee — OTBETCTBEHHBIH 3a BEJCHUE JICI).
JInanoe geno hopMupyeTcs He MO3Hee MATH pabounx AHEW CO JTHS 3aKII0YCHHS TPYAOBOTO
JIOTOBOPA, HO HE paHee MOJydeHUs OT pabOTHHKA coryiacksi Ha 00paboTKy ero MmepcoHaATbHBIX
JTAHHBIX.

2.2. [lepBuaHOE OOpMIICHUE JTUIHOTO JIeIIa TPETyCMaTPHUBALT:

a) MPUCBOEHHUE JIMYHOMY €Ty HOMEpPA COTJIACHO XKYPHAIIy ydeTa JTHYHBIX el (PUIIOKEHHE
Ne 1);
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0) odopmieHHe OOJIOKKM JIMYHOTO Jela, KoTopas (GOpMHUpPYeTCS B COOTBETCTBHH C
TpeboBaHusimMu npukaza Pocapxua ot 31.07.2023 Ne 77. B 005105kKy BHOCST CIIEIYIOIINE
PEKBH3HTHI: WHJACKC jena (B COOTBETCTBHMM C HOMEHKIATypoW Jed 00pa3oBaTelIbHOM
OpraHM3alliK); IOJHOE HAMMEHOBaHHE O0pa30BaTEIbHON OpraHW3alU{; HOMEp JUYHOTO
nena; ¢pamMuIus UMS OTYECTBO paOOTHHKA B MMEHHTEIBHOM MaleXe; MaThl — r0oJl Havaja |
rOJl OKOHYAHHSI BEJICHHS JIeJIa; KOJMYECTBO JINCTOB; CPOK XPaHCHUS,

B) IIOMCIICHUEC OOKYMCHTOB, IIOJJICKAIIUX XpPAaHCHHUIO B COCTaB€ JIMYHBIX A€, B
XPOHOJIOTUYCCKOM IIOPSIKE:

BHYTPEHHSS ONHCh JOKyMEHTOB Jeja, KoTopas (OpMHPYETCs B COOTBETCTBHU C

TpeboBanusiMu npukaza Pocapxua ot 31.07.2023 Ne 77;

e JIMCT C OTMETKaMH 00 O3HAaKOMJICHWHM PAaOOTHHKA C MEPCOHAJIBHBIMU JaHHBIMH U3
au4gHOTO nena (mpuioxenue Ne 2);

e JIMCT C OTMETKAMH O PE3yIbTaTax €XKETOAHON MPOBEPKU COCTOSHUS JIMYHOTO Jiesia
(mpunoxenue Ne 3);

e JIMYHBII JIUCTOK 10 y4eTy KaJpoB (mpuiioxenue Ne 4);

e coriacue Ha 00pabOTKY MEPCOHAIBHBIX TaHHBIX;

e 3asBJEHUE O IIpHUEME Ha padoTy;

e KOMNWS NpPHUKa3a 0 MpueMe Ha paboTy;

e KOMHSA JOJUKHOCTHON MHCTPYKIIUH;

e TPYAOBOW JIOTOBOD;

e JIOTOBOP O IIOJHOW MaTepPHAIBHON OTBETCTBEHHOCTH (eciaM pPabOTHHK —
MaTepualibHO OTBETCTBEHHOE JIUIIO);

e PE3YNBTAaTHl NPEABAPUTEILHOTO MEAUIIMHCKOTO OCMOTPA,;

e PE3yNbTAaThl ICUXUATPUYCCKUX OCBHJICTEIBCTBOBAHHUN (€CIIM PAOOTHUK BBIMOJHSICT
OT/EJbHBIC BUIBI ACATEILHOCTH,

e JIOKYMEHTHI 00 00pa30BaHMU M KBAIM(UKAIIH;

e KOIHHU YIOCTOBepsroux JoKyMeHToB (nacnopra, CHUJIC, uaeHTuhuKauoHHOro
KOJIa, €CJIH OH €CTh);

e CrpaBKa 00 OTCYTCTBUH CYIUMOCTH,

e 3alOJIHEHHAs aHKETa,

e pa3NMYHBIC KBATH(PUKAIIMOHHBIE YOCTOBEPEHHUS,

e 3aKJIFOYaEMBIE JIOII.COTJIAIICHUS,

e JIOKYMEHTBI 00 YCTaHOBICHUHM MEIOTPAaHUYCHHUN WM WHBAJIHIHOCTH (€CIH 3TO
CIyYHJIOCH BO BpeMsl paboThI);

e KOIMM NPHUKA30B MPO BHYTPEHHEEC M3MEHEHHE NODKHOCTH(IEPEBO[, MOBBIIICHHE,
NOHUXEHUE U T.JI. U T.IL.);

e JIaHHBIC O TUCHUIUIMHAPHOM B3BICKaHUH;

e 3asBIICHUS HA YBOJIbHEHHE;

e KONHA NpHUKa3a 00 yBOJHHEHUH;

e CBHJETEIHCTBO O CMEPTH PabOTHHKA

2.3. JIucThl JOKYMEHTOB, ITOMEIIEHHBIX B JIMYHOE JIEJI0, ITOJIeKAT HYMEPAIIHH.

2.4. JIoKyMeHTHI IOMENIAI0TCs B MankKy-ckopociuBarens. [Ipu yBoabHeHHN pabOTHUKA AEII0
MIPOLIMBAETCS] HUTKAMU U CAAETCS B apXUB 00pa30BaTeNIbHOI OpraHu3allly.

2.5. BHyTpeHHSsS ONHUCHh JOKYMEHTOB Jieja JOJDKHA COAEPkKAaTh CBEICHHUS O TOPSIKOBBIX
HOMEpax, HAaMMEHOBAHUAX JOKYMEHTOB J[I€Jla, KOJMYECTBE JIMCTOB, JaTax BKIIOUCHUS



JIOKYMEHTOB B JIMYHOE JI€JI0 U U3BATUSA U3 J€Na, a TAKXKE KEM U3bAT JOKYMEHT M MO Kakou
MIpUYKHE.

2.6. BHyTpeHHssI ONMCh COCTaBJISIETCS Ha OTAEIbHOM JIUCTE 110 YCTAaHOBJIEHHOW (hopme.
JIucTel BHYTPEHHEH OIIMCU HYMEPYIOTCS OTHENBHO.

2.7. Tlpu moAroToBKE IJWYHBIX JI€1 K Iepefaye Ha XpaHEHHWE K BHYTPEHHEH omucu
COCTABIISICTCSI UTOTOBAs 3alKCh, B KOTOPOW yKa3bIBaeTCs MHU(ppamMHu U MPOMHUCHIO KOJIUYECTBO
BKJIFOYEHHBIX B HEE€ JOKYMEHTOB M KOJIMYECTBO JIMCTOB JIENa.

3. BeieHue JIHYHBIX /1eJ1 PA0OTHUKOB

3.1. JlmuHoe neno BeaeTcsl B TEYSHHUE BCEro Meprojia padoThl paboTHHKA 00pa30BaTeIbHOM
OpraHH3aIlHH.

3.2. Benenue nuyHoro Aena pabOTHUKA MPEAyCMaTPUBAET MOMEIICHHUE B JENI0 JOKYMEHTOB,
00pa3yromuXcsl B mporecce padoueii NesaTeIbHOCTH M MMEIOIIUX 3HAUYCHUE NI TPYIOBBIX
OTHOIIIEHUMN

e JIOTIOJHEHUE K JUYHOMY JIMCTKY IO Y4ETY KaJIpOB,;

e JIOTIOJHUTENBHBIC COTJIANIEHUS K TPYIOBOMY JIOTOBOPY;

e KOIHH IMPUKA30B I10 JUYHOMY COCTaBY, KOTOPBIC KacaroTcsi paboTHHKaA (O MmepeBo/Ie,
MepEeMENICHIH, POTALMK, COBMEIICHHH, COBMECTUTEILCTBE, YBOJIBHEHUH, OIJIaTe
TpyZJa, aTTecTallyy, MOBBIIMICHUU KBATU(HUKAIUH, TOOLIPEHUN, HATPAXKICHUH, 00
W3MCHCHUU aHKETHO-OMOrpaMuecKuX NaHHBIX, OTIYCKAaX O YXOIy 3a peOCHKOM,
OTIyCKax 0e3 CoXpaHeHHs 3apabOTHOI IIaThI);

e OT3BIBBI JIOJDKHOCTHBIX JIMI] O pAOOTHHUKE,

e coruiacusi Ha 00pabOTKy MEPCOHANBHBIX JaHHBIX;

e XapaKTEPHUCTHKHU U PEKOMEHIATEIIbHBIC MTHChMA,

e ATTECTAllMOHHBIE JIUCTHI,

e PE3yNbTATHI NEPUOUYECKUX METUITMHCKIX OCMOTPOB;

e PE3yNbTAaThl ICHXUATPUYECKUX OCBHICTEIbCTBOBAHUN (€CIM PaOOTHHUK BBIMOJIHSET
OT/I€NIbHBIE BUIBI IEATEILHOCTH;

e yBeJOMIIEHUS 00 U3MEHEHUH YCIOBHI TPYJOBOTO JOTOBOPA,

e KOINUU OOBSICHUTENBHBIX 3aMHUCOK, 3asBJICHUN PaOOTHHUKA,;

e MaTepHabl aTTeCTAIUH (€CH PAOOTHHUK MOICHKUT MTPOXOXKICHHIO ATTECTAIIUH);

e JIUCT — 3aBEPHUTENb Jiena (COCTABISIOT MPH caue JINYHOTO JIejia B apXHB);

e UHBIE IOKYMEHTHI.

3.3. B auunbie AcjIa HE INOMCHIAIOTCA OOKYMCHTBI, UMCIOIIUEC BTOPOCTCIICHHOC 3HAYCHUC.
Takue JOKYMCHTBI XPaHATCA B OTACIBHOM HOCJIC Ne 4-09 ((I[OKYMGHTLI, HC BOHICAIIHNE B
COCTaB JIMYHBIX ICII».

3.4. PabOTHHK 3HAKOMHTCS C JUYHBIM JIEJIOM B TEUEHUE TpeX padouMx JHEH ¢ JaThl
MOJIy4EHHUsI OTBETCTBEHHBIM 3a BEJCHHE JIeN 3asBIICHUs ¢ MPoch0oil 00 o3HakomiueHun. OO
ATOM JIETIAeTCsl OTMETKA B JIUCTE O3HAKOMJICHUS PAaOOTHHKA C JIMYHBIM JICJIOM.

3.5. O3nakomiieHune ¢ ACIIOM MNPOUCXOAUT HCKIIIOYUTCIIBHO B KaOWHETe OTBETCTBECHHOTO 3a
BCACHUC NCIT U B €TI0 IIPUCYTCTBHUU. 3anpemaeTc51 BBIHOC J€J1a U3 KaOuHeTa.



3.6. Beimaua komuii TOKyMEHTOB W3 JIMYHOTO JeJia MPOU3BOAUTCS MO JTUYHOMY 3asBJICHHUIO
paboTHUKa M C paspelleHus aupekropa. Komuu HOKyMEHTOB JOJKHBI OBITH 3aBEPEHBI U
MIPEIOCTaBIICHBI PAOOTHUKY B TEUECHUE TPEX JTHEH CO JHS MMOIa4Yu 3asBICHHUS.

3.7. V3bsATHE OTAETBHBIX JOKYMEHTOB W3 JIMYHOTO JIeJla TPOU3BOJUTCA C pa3pelIeHus
IUpeKTopa o0pa30BaTeNbHONW OpraHu3aluud ¢ O(QOPMIIEHHEM COOTBETCTBYIOLIEH 3alucu B
rpade «[Ipumeuanune» BHyTpeHHEH omucu. [Ipm BpeMEHHOM M3BATHH JOKYMEHTa Ha €ro
MecTo (MEXIY JHMCTaMH COCEIHUX JOKYMEHTOB) BKJIAJBIBACTCSl CIIPABKA-3aMECTHUTENb C
YKa3aHUEM JaThl U IIPUYHMH U3BATHUS C IOANKUCHIO JIMLA, BBIIABIIETO JOKYMEHT, U IOANUCHIO
JIM1A, TTOJIYYHBILIErO €ro BO BPEMEHHOE I10JIb30BaHUE.

3.8. B mensx obecrieueHUs] KOHTPOJIA 32 COXPAHHOCTHIO M AKTyalbHOCTHIO JIMYHBIX NI B
00pa3oBaTeNIbHOM  OpraHU3allUK SKEroJJHO NPOU3BOJMTCS IIPOBEpKA HUX HAIMYUS U
COCTOSIHHSI.

3.9. ExeronHyro mpoBepKy COCTOSHUS JIMYHBIX JIeT HAa MPEIMET COXPAHHOCTH BKITFOUCHHBIX
B HEro JOKYMEHTOB IIPOBOJAUT CIELHUAIBHO co3JaHHasg kKomuccuss. O MNpoBEAEHHBIX
MPOBEPKAX JEJIaeTCsd OTMETKAa B JIUCTE O pe3yibTaTaxX €XKETrOJAHOW MPOBEPKU COCTOSIHUS U
Hanmuuus jugHoro naena (mpumoxkenne Ne 3) w cocraBisercst akT. Pe3ynbTaThl MPOBEPKU
JUYHBIX Je1 B 00s3aTEIbHOM TOPSAJIKE JOBOIATCA 10 JAUPEKTOpa 00pa3oBaTesbHON
OpraHu3aIlHH.

4. XpaHeHue U y4eT JUYHBIX el pa00THHKOB

4.1 XpaneHue M Yy4yeT JMUYHBIX Jie1 pabdOTHUKOB O00pa30BaTeNbHONM OpraHu3aluu
OPraHU3ylOTCs C IIeJbI0 OBICTPOrO HMOUCKA JIMYHBIX [JeJ, 00EeCleYeHUs] UX COXPAaHHOCTH U
KOH(UICHIIMATIBHOCTU CBEJCHHUM, COAEpXKALIUXCSl B JOKYMEHTax JIMYHBIX JeJ, OT
HECAHKIIMOHUPOBAHHOT'O JJOCTYIIA.

4.2. JInunble nena paOOTHUKOB XPaHATCS y OTBETCTBEHHOTO 3a BE/IEHHUE /1€ B CIIELUAIBHOM
METAJIINYECKOM IIKady.

4.3. JlocTyn K JIMYHBIM JejaM paOOTHUKOB UMEIOT TOJIbKO OTBETCTBEHHBIN 3a BeleHHUE JIeN U
JUPEKTOpP THMHA3MH, TMO0 €ro 3aMeCTHTENU NPHU HCIOJHEHHWU OOsS3aHHOCTEH IUPEKTOpa
00pa3oBaTeNbHON OpraHU3aIIH.

4.4. Cucrematuzanus JIMYHBIX Je] paOOTHUKOB MPOU3BOIUTCS B aJI()aBUTHOM HOPSIJIKE.
5. OdopMmiieHne TUYHBIX eI pa0OTHHKOB Nepe] caaveil B apXuB

5.1. Odopmienne AUYHBIX J€1 A NepeJayd B apXUB MPOU3BOJUTCS OTBETCTBEHHBIM 3a
BEJIEHUE JIeN1. DTa MpoLeaypa BKIOYaeT:

e MOAMMBKY (TIEperuieT) aena,

e YTOYHEHHWE HyMepalliH JIMCTOB JIeNa,

e COCTaBJECHHE JIMCTA-3aBEPHUTENs], KOTOPbIM (opMupyercs B COOTBETCTBHM C
TpeboBaHusME niprka3a Pocapxusa ot 31.07.2023 Ne 77,

e cocTaBieHue (yTOYHEHUE) BHYTPEHHEH OMHKCH;

e BHECEHHME YTOYHEHHMH B PEKBU3UTHI JIULIEBON OOJI0XKKH Jena.



5.2. Jluct — 3aBCPUTCIIb JCJIa NOJDKCH MOANHCATh €ro COCTAaBUTCIIb, IMPHU 3TOM ACIACTCA
pach/I(prBKa AOJDKHOCTH W IIOAIIMCH, ITPOCTABJIACTCA JdaTta. B IIponecce MCIIOJIb30BaHUA
APXUBHBIX JOKYMCHTOB B JIMCTC-3aBCPUTCJIC ACIIAOTCA COOTBCTCTBYIOIINEC OTMCTKHU.

Ecmu neno mommmro 6€3 jimcTa-3aBepUTENsi, TO €ro CIeAyeT HAKJIeHTh Ha BHYTPEHHIOIO
CTOPOHY OOJIOKKH JIefa.

5.3. C nenbto obecrieyeHnst COXPAaHHOCTH JIMYHBIX JI€JT PEKOMEHTIyeTCs:

e O0OBEOMHATH HHIWBHIYAbHBIC JIMYHBIC J€7da YBOJEHHBIX PabOTHHKOB B OJHY
005105kKy (00BEAMHEHHOE JIEJI0) C TAKUM PacdeToM, 4ToOBl 00beM jea (ToMa) He
npessiman 250 nucToB (IyreM CHIMBKM MaTepUalioB WHIUBHIYAIbHBIX A€ IO
rojiaM yBOJIbHEHHS);

e pacroyiaraTh MaTepuaibl HMHIAMBHAYaIbHBIX 1€ B mpeaenax jgena (troma) B
angpaBuTHOM TMoOpsiake (MO(GaMUIIBHO), OTAENAA MaTepHaibl, OTHOCSIIMECS K
pasHBIM MHIMBHIYAJIbHBIM JI€JIaM, YACTHIM JIUCTOM OyMard ¢ yKa3aHHEM Ha HEM
(aMUITMK, HMEHU U OTYECTBA COOTBETCTBYIOIIETO YBOJIEHHOIO COTPY/IHHKA,;

e cHaOXkaThb Kaxjoe OObeAWHEHHOE Je0 (TOM) BHYTPEHHEH ONKMCHIO C
nepevnciicHieM (pamMuiIMid, UIMEH M OTYECTB M YKa3aHHEM HOMEPOB CTPaHHUII, B
npejienax KOTOPhIX Paciio0KeHbl COOTBETCTBYIOMIME JOKYMEHTHI.

5.4. llepenaya nWYHBIX [J€JI B APXMUB OCYILIECTBIIIETCS HE IO3JHEE TpexX JeT Iocie
3aBEpUIEHHUs] HUX B JEJIONPOU3BOJICTBE B COOTBETCTBUM ¢ TIpadukoM. [IpeaBapurenbHO
OTBETCTBEHHBIM 32 BEACHUE JIE] IPOBEPSETCS NOJHOTA U IPABWIIBHOCTb IOATOTOBKH JIMUHBIX
JieN K nepenade. BpIsABIEHHBIE IIPU MPOBEPKE HENOCTATKU YCTPAHSIOTCS OTBETCTBEHHBIM 32
BeneHue nen. Ilepenaya u npuem NpoU3BOAATCA IO OINMCU C IPOCTAHOBKOM OTMETOK O
HaJIMYUU JIMYHBIX J1E].

5.5. JInunble nena pabOTHUKOB, 3aKOHUEHHBIC Aenonpon3BoacTBoM g0 1 saBaps 2003 rona,
xpansTes 75 net, nocne 1 suaps 2003 roga — 50 ner.

6. OTBeTCTBEHHOCTH padoToaare/st 1 padOTHHKA

6.1. PaGoTrHukM 00pa30BaTENbHOW OpraHU3alMyd OOS3aHBI CBOEBPEMEHHO TIPEACTaBIAThH
CBeleHUs] 00 M3MEHEHUU CBOUX MEPCOHAIBHBIX JAaHHBIX, BKJIIOUEHHBIX B COCTAB JIMYHOTO
nena.

6.2. OTBeTCTBEHHBI 3a BEACHHWE JCN PAOOTHUKOB HECET IUCIUILUIMHAPHYIO W WHYIO
OTBETCTBEHHOCTH 32 pa3rialieHrne KOH(OUIEHIINATbHBIX CBECHHH, COAEPKAIUXCS B TUYHBIX
JieNax, ¥ 32 MHbIE HAPYLICHUS NTOPSAKA BEACHUS JIMYHBIX JE.

7. IIpaBa paGoToaare/isi 1 padoTHUKA
7.1. PaboTHMKH 00pa30BaTEIbHON OpraHU3alui UMEIOT MPaBo:

e TIOJIy4YaTh MOJIHYIO HH(pOpMAIHIO 00 00pabOTKE CBOUX MEPCOHAIBHBIX TaHHBIX;

e IIOJIy4aTh JIOCTYIN K CBOUM IIEPCOHAIBHBIM JaHHBIM;

e IIOJIy4aTh KOIUU JOKYMEHTOB, XPaHALIUXCS B JINYHOM JIEIIE;

e TpeOOBaTh MCKIIIOYCHHUS WIIM UCIPABICHUS HEBEPHBIX M HEMOJHBIX (MCKAKCHHBIX)
CBOUMX IIEPCOHAIBHBIX JaHHBIX.



7.2. PaboTonarens UMeEET MpaBo:

e 00pabaThiBaTh MEpPCOHAJIbHBIC JaHHBICE paOOTHUKOB, B TOM 4YHCIE€ M Ha
JJIEKTPOHHBIX HOCUTEIISIX;

e 3ampamuBaTh OT pabOTHUKOB MH(OPMAINIO, HEOOXOAUMYIO AJISi BEJACHUS JTUYHBIX
Jien 1 00pabOTKH MePCOHAIBHBIX JAaHHBIX.
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