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[TPUKA3

06 yrBepxkaenun [lonoxenus

00 MCIoJIL30BAHNH NPOCTOM
JICKTPOHHOH NOANHUCH

JIJISl BHYTPEHHEro 3J1eKTPOHHOI0
noxkymentoodopora B MYK LICAb
r. Sfipocaasasn

B nensx nopbinenus 3GpHeKTHBHOCTH JEIONPOU3BOJICTBA U YCKOPEHHS JIOKYyMEHTOO00pOTa B
MYHHIMIIAILHOM YUPEXIAeHUH KyJIbTypsl «lleHTpain3oBaHHas cucTeMa JIETCKUX GuOIMoTeK ropoja
Spocnasisi»

INPUKA3BIBAIO:

1. VrBepauth u BBectH B neiictBue ¢ 01.04.2024 ITonoxenue 06 MCIOJIBL30BaHUU IPOCTOM
5JIEKTPOHHOM TMOMIMKCH JUISs BHYTPEHHEro 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa B MYyHHIHMIIAIBHOM
yupexaeHun KyabTypsl «LleHTpanu3oBaHHas cucteMa AeTCKHX Oubmmorek ropoja Spocnasiis»
(ITpunoxenue).

2. 3aBejyloIEeMy CEKTOPOM aBTOMAaTH3alMM OHOJIMOTEYHBIX IPOLECCOB Pa3MECTUTh TEKCT
IMonoxenuss B  HHpopmanmonnorr CucreMe MYHHIMIAILHOTO  YYPEKAECHHS  KYJIBTYpPbI
«llenTpanu3oBaHHas cUCTeMa JNEeTCKUX OMOmmMorek ropona flpocnasis» B pasjele, yKa3aHHOM B
I0JIL30BATENILCKON JJoKyMeHTaluu K MHpopmanmonnoi Cucreme.

3. I'maBaomy Oyxranrepy aoBecTH Hacrosinee IlonoxxeHue [0 cBefeHUs] pPabOTHHKOB,
KOTOpPHIE B COOTBETCTBUH C JIOJDKHOCTHBIMU OOSI3aHHOCTSIMH SIBJISIOTCS YYaCTHHKaMH BHYTPEHHETrO
3NIEKTPOHHOTO JJOKYyMEHTO00O0pOTa.

4. Konrposs ucnionaerus [Ipukasa ocrapisio 3a coO0i.

Jlupekrop T.A. Tpydanosa




[Ipunoxenue K npuKasy

«06 yrBepxnennu Ilonoxenus 00 UCIOIb30BaHAN
IPOCTOM JIEKTPOHHOU TONUCH JUISl BHYTPEHHETO
37eKTpoHHOro okymerToobopora B MYK LIC/Ib
r.T}ﬂIgocnaBnﬂ» v

or¥7.03.2024 Ne _ "/

IoJ10skeHHe 00 HCTOIb30BAHMH NPOCTOM JIEKTPOHHOH MONUCH /LISt BHYTPEHHET0
2JEKTPOHHOI0 JOKYMEHT0060pOTAa B MyHHIHIIAIHLHOM YUPEK/ICHUH KyJIbTYpEI
«IleHTpAIN30BAHHAS CHCTEMA /IeTCKHX oubauoTex ropoaa Spocaanis»

{1 OO01Me MOJIOXKEHHS

1.1. Hacrosmee Ilonokenne 00 HCHOJNB30BAHHU TPOCTOH SJIEKTPOHHOW MOAMMCH JUIA
BHYTPEHHEr0 OJIEKTPOHHOrO JIOKYMEHTOO0OpOTa B MYHHIMIAILHOM yHPEKICHHH KyJIbTyphl
«llenTpanu3oBaHHas cucTeMa JETCKHX OubimoTek ropoja Spocnasns»  (nanee - Ionoxenue)
ABISETCS  JIOKATPHBIM ~ HOPMATHBHBIM ~ aKTOM — MYHHIMIAIBHOTO  yYPEXICHUS  KyJIbTYphl
«lleHTpanu30BaHHas CHCTEMa JETCKMX OMOIMOTEK ropoja Spocnapisy  (nanee - YupexueHue) u
ompezenseT MOPSAOK M ycIoBHS PabOTHl COTPYAHHKOB C OJIEKTPOHHBIMH JIOKyMCHTAMH B
Undopmanuonnoii Cucreme (manee — MC), HemocpeICTBEHHO CBS3aHHBIMH € HX TPYAOBOM
JeATETHHOCTHIO, ¢ IPUMEHEHHEM MPOCTO# HIeKTPOHHO# MOANKCH (1anee - [1211).

1.2.  VuyacTHHUKaMH OJIEKTPOHHOTO B3aMMOJEHCTBHSA HA YCJIOBHAX, ONPE/CICHHBIX
HacTosmuM [ToioXKeHHeM, SBISIOTCS COTPYHUKH YUPEXICHHs], TOANHCABIIME JIHCT O3HAKOMIICHHS
¢ TlonoxenuneM. Tloamucanue COTPYIHHKOM YuUpeX/IeHHs JIHCTa o3Hakomienus c Ilonoxenuem
PaBHO3HAYHO TPHCOEJMHEHUIO K COIJIAICHUIO 00 ydYacTHH BO BHYTPEHHEM 3JIEKTPOHHOM
nokyMenToo6opore ¢ ucnonb3osanreM 1011 Ha ycioBUAX HACTOSIIETO [TosoxeHusi B COOTBETCTBUU
co cr. 428 I'paxxnanckoro kozekca PO ("{orosop nprcoeuHeHus" ).

1.3. Peanm3auus onpe/eNeHHbIx HacTosmuM ITonoxenreM ycioBuii NPUMEHCHHS IIPOCTOM
JIEKTPOHHO# TO/IMMCH 00eCIIeunBaeT NMPHIAHHE IOPHIUYECKOH CHIIBI BHYTPCHHHM OJICKTPOHHBIM
nokymenTam Yupexzaerus B IC, TpeOyromuM JIHIHOM MOJNUCH COTPY/IHAKA, H ONCpalisiM C HAMH.

1.4. Hammune I o6ecrieynBaeT BHyTPEHHUM 3JIeKTPOHHBIM JIoKymMeHTam B MIC:

. MOJUIMHHOCTB - MOATBEPXK/IEHUE aBTOPCTBA JIOKYMEHTA;
- IIEJIOCTHOCTB - JOKYMEHT HE MOXKET ObITh H3MEHEH MOCIIE MONUCAHHUS;
® HE OTPHUI[AHKE aBTOPCTBA (HEOTPEKAEMOCTE) - aBTOP HE MOXKET OTKA3aThCs OT CBOEH MOJIHCH.

1.5.  Jlns moanumcanus 3MeKTpoHHBIX JokymenTos B MIC nemonb3yercs npocras
JJIEKTPOHHAS TOANKCH - MHMOPMAIKsS B JJIEKTPOHHO! (opme, KOTOpas MPHCOCAHHEHA K JIpyToi
uH(pOpPMAIMH B SEKTPOHHON (popme (MoAmHCHBAeMOH HHPOPMAIMHU, JTOKYMEHTY B JNICKTPOHHOM
BHjE) WIH MHBIM 00pa3oM CBsi3aHHas C Takoil HWH(pOpMalmeid, W KOTOpas HCHONB3yeTcs JUid
oIIpeIeTIeHHs JIUIA, O/IMUCHIBAIONMIET0 HHHOPMALIHIO.

1.6. B xadectBe my6nmunoit act kmoua [1311 ucronb3yercs yHHKaIbHOC HMS yYETHOM
3anucH, IPUMeHseMoe Juis aBTopu3anuy nons3osarens B UC. B kauectse KOH(HICHIIMATBHON YaCTH
xmoya [1211 ucnons3yercst mapoib K y4eTHOM 3aIUCH.

1.7. Wsrotosnenue (reepanuio), Beyady u peructpanuio B IC ykasaHHBIX B n.1.6

MIMeH ToNb30BaTeNeil ¥ mapoJieil OCylecTBIseT IMaBHbIi Oyxranrep (qanee - OTBETCTBEHHBIN

3a Texuuueckyo mouaepxky MC).

1.8. Ilapons monb3oBatens UC MoxeT OBITH M3MEHEH €ro BIIAJICIBLEM B moboii

momenT mociie apropusanuu B UC. PexoMen1yeTcst H3MEHSTh apoJib HE PEXe OZHOro pasa B

Tpu Mecsma. Jis  CHIDKGHHsl pHCKa I11000pa Tapojisi M HECAHKIHOHHPOBAHHOTO

WMICIIOJIE30BAHMS JIPYTMM JIAIIOM KJTIOYa JJIEKTPOHHOM IOANKCH PEKOMEHyeTCs HE 3a/aBaTh

I1apOJIH, UCTIONIb30BaHHBIC PaHee.

2. TepMUHBI U ONIpE/ICTICHUS

B nannom [TosoxeHuH UCIIOIB3YIOTCS CIEAYIOIHE TEPMUHBI U UX OIIpEACIICHUS:



2.1.  enadeney npocmoil 21eKMPOHHOU NOONUCU - COTPYIHUK YUpEKACHHS,
HoAnMcaBIHii  YBemomieHHe 00 o3HakomyieHMH ¢ HacrosmuM Ilonoxenunem u
HICTIOJIB3YIOIMI MMs T10JIb30BaTeNs ¥ Napob Juist aBTopusanuu B UC;

2.2.  eHympennuil a1ekmpoHHbL OoKymenm (nanee - Jokymenm) - JTOKyMEHT OTHOTO
M3 TUIOB JIOKYMEHTOB, NpuBeleHHbIX B I[Ipunoxkennmu 1 x Hacrosuuemy [lonoxenuio,
cosmanubii B MC B 9NeKTpoHHOM (opMe ¥ TOANMHCAHHBIA 3JEKTPOHHOM MOIIUCHIO
COTPY/IHHKA (JIEKTPOHHBIMH TOANUCAMH COTPYIHAUKOB) Y UPEIKICHHU;

2.3. K04 21eKMPOHHOU NOONUcU - YHUKaJbHas II0CIEI0BATEIbHOCTE CHMBOJIOB,
TpeiHa3HavYeHHast Ui IOATBEPXK/ICHNS ¢ uenomb3osanueM cpencts MIC nopmiaaoCTH [1211 B
JloxyMeHTe;

2.4.  peecmp 6bl0anHbX KIIOYell 21eKmpoHHol noonucy - Xpausmuiics B UC cincox
YHUKAIBHBIX TOCIIEOBATEIBHOCTEH CHMBOJIOB, CONEPIKAIMXCS B BBIJAHHBIX 110JI30BATENSAM
MMEeHaX YYETHBIX 3allicell ¥ Maposx;

2.5. peecmp omo3eéannvix Kuoueil 21eKmponnoi noonucu - Xpausmuiics B MC
crucok nonb3osareseif C, KIToun 5MeKTPOHHON MOJIMCH KOTOPHIX K MOMEHTY oOpalieHus
K JJAHHOMY peecTpy ObLTH OTMEYEHBI KaK HEJCHCTBUTEIILHBIC]

2.6.  npocmas snekmponnas noonuce (I1911) - uadopmanus B dNEKTPOHHOH popme
B VIC, BO3HHKAIOIIAs B MOMEHT BBIOJHEHHUS BJIAJEIIBIEM 3JIEKTPOHHON MOANMCH KOMaH/IBI
noxmucanust Jlokymenta B untepdeiice VIC, moareepxaromas MoUIMHHOCTL JloKyMeHTa
u/wma pakt oznakomienus Biajensna [1911 ¢ JlokymeHTOM, KOTOpast B3aMMHO OJHO3HAYHO
cBs13pIBaeTCs ¢ JIOKYMEHTOM M BIIAJIENIbIIEM ITO/INHUCH;

2.7.  wmamn I1DII - Bu3yanbpHas OTMETKA 00 3JIEKTPOHHOM IOANKMCH, BKIIFOYAOIIASL
pexBusuTs T1DT1, koTopas aBTOMaTHueckH co3naercsi cpencrsamu VIC mpu OTKpBITHH
(Bu3yanusanuu) qokymenta, noamucansoro I1911, B unrepdeiice C; Bpems (hopmupoBaHH
[I2I1 otoGpaskaeTcs B LITAaMIIE 110 YacoBOMY Tosicy nonb3osatess UC;

2.8. obpabomka snexmponnozo Ookymenma - neicteus mnombsosarens HC c
3JIEKTPOHHBIM JIOKyMeHTOM cpejctBamu MC, Bkimodas, HO He OrpaHMYMBAACH: CO3JAHUE,
nposepka, noanucanue 1911, napopmMupoBarue Apyroro moyb30BaTELA UC o noxymenre,
OJTBEPXK/ICHHE TOJTyYeHHs, O3HAKOMJICHHE, CO3J[aHMe KONMM Ha OyMaKHOM HOCHTEJE,
OTKJIOHEHHE, yJIaJICHHUE.

3. O0OecnieueHue IOpI/IIII/I‘ICCKOﬁ CHJIBI BHYTPECHHUX 3JICKTPOHHBIX JTOKYMCHTOB

3.1.  Xwusuennsii mukn Jlokymenrta B UC BKITIOYAET: CO3/JaHUE M MPOYHE JCHCTBUSA
mo ero oGpaborke, oTpaxenue B ydere, a Takke Xpanenne B MIC. UC obGecrneunBaer
perMCTpaIMio JAeicTBui monb3oBareneil ¢ JIOKyMeHTOM (JIOTMpOBaHHE) B TEYCHHE
’HU3HEHHOTO IUKJIA.

3.2. Bce Bmamemsusl 11211 mpusHaior  paBHO3HayHOCTH  cBoed  IIOII
coOCTBEHHOPYYHO# MOAMUCH Ha OyMaXXHOM HOCHTEJE.

3.3. Cosmanme IIDI1 B MUC uHAOMHPYETCS COOTBETCTBYIOIIMM JICHCTBUEM
paanensia [1211, T.e. He BBIIOIHAESTCS aBTOMATUYECKH HWIIM HE3aMETHO JUTS BlIaJIeNbla.

3.4. Tlomaomouus Branensua 1911, moanucasinero J[okyMeHT, IOATBEPKIAAIOTCS B
mMomeHT nopnucanus Jlokymenta B VIC aBTOMaTHYeCKH IO TOJIOKUTEIBHOMY DPE3ybTaTy
CJIEAYIOUIUX TIPOBEPOK:

COOTBETCTBYIOIMIA MTONB30BaTeNb aBTopu3osan B UC,

COOTBETCTBYIOIMIH KIIOY JJIEKTPOHHOM MOANMHMCH BKJIIOYEH B PEECTP BBIJAHHBIX KIIOUCH
9JIEKTPOHHOH MOITIHCH,

COOTBETCTBYIOIIHI KIIOY 2IEKTPOHHOMN MOZIMCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KITIOUCH
9JIEKTPOHHOM MOJIITUCH. 4

3.5. Bpewms ¢opMHEpoBaHus dIEKTPOHHON moanuck ¢ukcupyeres cpeacramu MC
1o rpunBryckomy Bpemeru (UTCHO0).

3.6. BHyTpeHHHE OJNEKTPOHHBIE IOKyMEHTHI, Ilepeunciennsie B Ilepeune,
npuseseniom B [lpuwioxennn Ne 1 x nacrosmemy Ilonoxenuio, moamnucanHbie 1911,
NIPU3HAIOTCS B YUPEX/IEHHH PaBHBIMA 110 IOPHIMYECKON CHJE IOKYMEHTaM Ha OyMaKHBIX
HOCHTEJISX, 3aBEPEHHBIM COOCTBEHHOPYYHOM IMOAMHCHIO.



3.7. Tlonw3oBatenu WMC mnpusHaor, 4ro Bu3yanuzauus wmramna [IOI1 npu
nemouctpaiuu Jlokymenra B uHtepdeiice VC, Bpmonnennas cpexactBamu HC, sBisercs
HEOCIIOPUMBIM  TIOATBEp)KJICHHEM (akra TMOANUCAHUS JOKYMEHTa COOTBETCTBYIOIIUM
BiazensieM [1911 (mo/UTMHHOCTE U HEOTPEKAEMOCTB).

3.8. Xpanenue J[OKyMEHTOB OCYLIECTBISICTCS IIyT€M 3allUCH CBEICHHH O
JIokyMeHTax B apXuB 3JIEKTPOHHBIX JIOKYMEHTOB, KOTOpHBIH siByisieTcst yacToio MC.

3.9. Vupexnaenue oOecrneyuBaeT TEXHHYECKMMHU M OPraHM3alMOHHBIMH MeEpaMu
3aIUTy OT HECAHKIHOHMPOBAHHOTO JIOCTYIA W TPEJHAMEPEHHOTO YHUYTOXEHHS H/HUIN
UCKaXeHHs CcBeleHui o JIOKyMeHTax B apxHuBe JJIEKTPOHHBIX JokyMeHTOB MC, a Taxke
rapaHTHpyeT MOJATBEPXKJAEHHE aBTOpCTBa HOKyMeHTa, moamucanHoro IIDII astopa, B TOM
YyHcjie IyTeM YTBEP)KJEHUS IOMMEHHOrO0 OrpaHHYEHHOIO CIHUCKa JIML, HMMEIOIHX
pacimupeHHble (aJIMHHHUCTPATHBHBIE) TpaBa JOCTYNAa K apXUBY 3JIEKTPOHHBIX IOKYMEHTOB
UC.

3.10. JloxymenTtsl Xpausrcs B UC B ToM ¢opmare, B KOTOPOM OHH OBUIM CO3/aHBI.
Cpok xpanenusi JJokyMeHTOB U cBeJieHUH 0 JlokyMeHTax He MOXeT ObITh MeHee 3 (TpexX) JIeT
H OTIPEJIENISIETCS B COOTBETCTBUH C JIOKAJIbHBIMM HOPMAaTHBHBIMH aKTaMH Y UPEXK/ICHHS.

3.11. Komus 31€KTPOHHOTO JOKYMEHTa MOXeT ObITh M3rOTOBJIEHA (pacreyaraHa) Ha
OymakxaoMm Hocutene cpeactBamMu VIC u 3aBepeHa COOCTBEHHOPYYHOM MOJIMCHIO Bia/IeNbla
[1DI1, nmubo wieHaMH KOMHCCHH, BKJIIOHYAOmEed B ce0s Kak MHUHHMYM DPYKOBOJIHUTEJS
VupexaeHuss ¥ JIMI0, UMEIoINee paclIupeHHble (aJMMHHUCTPATHBHBIE) IpaBa JOCTyNa K
apxuBy 9JeKTpoHHBIX HokymeHToB MC. Kommusi 351eKTpOHHOro JOKyMEeHTa Ha OyMaXKHOM
HOCHTEJIE JIOJDKHA CoZep)kaTh BU3yanu3anuio mramna (mrammnos) [1911, moarsepxnaromyro,
yro opuruHan Jlokymenrta nojamucad [1911. AyTeHTHUHOCTD 3JIEKTPOHHOIO JIOKYMEHTA U €ro
KOIUHU Ha OyMaXKkHOM HocHTese obecnieunBaercs cpeactsamu UC.

4. HpaBa, 00513aHHOCTH ¥ OTBETCTBEHHOCTH BJIaJIelIblla BHCKTPOHHOﬁ IMOAITUCH

4.1.  Bnanenen 1911 umeer npaso:
obpamarscs Kk OTBeTCTBeHHOMY 3a TexHHWYeckylo mojaepxky HMC mns annynupoBanus
(oT3BIBa), TPHOCTAHOBKH (BO30OHOBIECHHMS) JEHCTBHS IPHHAUIEKALIEr0 €My KIo4a
3JIEKTPOHHOM MMOJIITHUCH;
B Cilyyae HEOOXOJMMOCTH 3aMEHBI, BOCCTAHOBJIECHHS KJIIOYa JJICKTPOHHOHW IOIIUCH
obpatuthess Kk OTBeTCTBEHHOMY 3a TexHHuecKyro mnojuepkky HMC ¢ coorsercTByromei
poch00i U MOJYYUTH HOBBIH KIJIIOY 3JIEKTPOHHOM MOJAIHUCH;
o0Opamarskcs K pyKOBOJACTBY YupexJIeHus s pa3dopa KOHQIMKTHBIX CHUTyalui (CIOpOB),
Bo3Hukaronux npu npumenenuu [1911 B UC.

4.2. Bnanenen 1911 o6s3an:
BECTH 00pabOTKY BHYTPEHHHX DJIEKTPOHHBIX NOKYMEHTOB B MC B COOTBETCTBHM CO CBOMMH
JIOJDKHOCTHBIMH 00513aHHOCTSIMH;
NPUHUMATh BCE BO3MOXHBIE Mepbl JUId NpPEJOTBpPALICHHs HECAHKIIMOHUPOBAHHOIO
UCIIOJIH30BAHUS CBOETO KJII0YA HJICKTPOHHOM MOIIHUCH;
HH TIPH KaKUX YCJIOBHSX HE Iepe/laBaTh K04 3JIEKTPOHHOMN MOAIKMCH JIPYTHM JIMIIaM,
IIPU KOMIIPOMETAIIMH CBOETO KJI0Ya SJIEKTPOHHOM MOAIMMCH HE3aMeUTHTENFHO 00paTHThCs K
OtBeTcTBEHHOMY 3a TexHuueckylo momuepxky MC s npuocTaHOBKM — IEHCTBHS
NPUHAJUISKALIEr0 eMy KIT04a 3JIeKTPOHHOH MOIHCH.

4.3. Bmagenen IIDI1 Hecer nMMYHYIO OTBETCTBEHHOCTH 3a COXPAHHOCTH CBOETO
KJI0Ya 3JIEKTPOHHOM TOINUCH U €ro 3alUTy OT HECAHKIIMOHUPOBAHHOIO MCIIOJIb30BaHHUS.

5, Texuonorust npumenenus cpeacts [1911 8 UC

5.1.  Jlns npumenenus [1911 8 UC Bnapensuy I1911 HeoOxoaumo aBTOpH30BaThCs B
UC c¢ wucnonp3oBanveM myOiuuHOM HW KoHpuaeHnuanbHoW dacreid kmoua [IOI1 (ums
nosp3oBarels ¥ naposb). [loanucanue JlokyMeHTa BBIOJIHACTCS IIyTEM HaXKaTHsl HA KHOIKY
"TTonmucate" B unTepdeiice UC.




5.2. Hudopmanuss 000 BCeX BBIIAHHBIX IOJB30BATENIO KIIKOYaX 3JIEKTPOHHOR
NOJANKMCH, JaraxX IOJyYeHHs M MpeKpameHuss ux aedctBus (u3barus) xpanurcs B MC
MOCTOSTHHO.

5.3. Ilpwm npexpaiieHu# y COTpYAHUKA YUpEexJIeHHs JODKHOCTHBIX 00s3aHHOCTEN
no o6paboTKe BHYTPEHHHX 3JIEKTPOHHBIX JOKYMEHTOB C Hcnonb3zoBanueM [IDI1 mnm npu
YBOJIBHEHHH COTPYJHUKA €ro KJIXOY BHOCHTCS B PEECTP OTO3BAHHBIX KIIIOYEH 3JIEKTPOHHOM
noanucu OTBETCTBEHHBIM 3a TexHHueckyto noanepxky MC. C MoMeHTa BHECEHHS KiOYa B
peecTp OTO3BaHHBIX KIIIOYEH OJIEKTPOHHOW MOANHCH Bce mnociueayromue JIOKyMeHTHI,
noanucanueie 91oi [IDI1, He cyMTalOTCS NOANUCAHHBIMU HaAIeXKamuM oOpa3oM, T.e.
MONUCHIO, PABHO3HAYHON COOCTBEHHOPYYHOM.

6. 3aKIIIOUYUTEBHBIE TTOJIOKEHUS

6.1. Hacrosimee [lonoxenue BCTynaeT B CUILY € AaThl yTBEPKIACHHS.

6.2. Texcr ITonoxenus pasmemaercs B UC. Crioco6 octyna K akTyaJlbHOH BEPCUU
[TonoxeHus OMMCHIBAETCS B MOJIb30BaTENbCKON JoKkyMenTauu Kk VIC.
6.2.1. Tekcr IlonokeHHS XPAHUTCH Yy PYKOBOJAUTENS YUPEXKIECHUS U IPENOCTABISAECTCS

COTPYJHHUKAM YUpEeXIACHHUs IO 3a1pocy.

6.3. Jlokymentsl, co3mannbie B VIC u momnucannsie [IDI1 B coorBercTBHH €
gacrosmumM [lojiokeHHeM, NMPHU3HAIOTCS IOPUIUYECKH 3HAUYUMBIMH C JaThl YTBEPXKIACHHUS
[Tonoxenus.



