[Tpunoxenue 6

K YUYETHOH NOJINTUKE IOCYIaPCTBEHHBIX
YUpEXKACHUH, TI0IBETOMCTBEHHBIX
JlenaprameHTy 00pa30BaHMs U HAYKH
ropoja MocKBbI

IHOJOKEHHUE
0 BbI1a4Ye MO OTYeT JACHEKHBIX CPEACTB U ACHEKHbIX JOKYMEHTOB,
0 COCTABJICHUM M NPEACTABJIEHUHN 0TYETOB NOJAOTYETHBIMH JULAMU

1. O01mume mMoJ10KeHN

1.1. Hacrosmee mONOXEHHE O BbIAAYe IMOJA OTYET JACHEKHBIX CPEACTB U
JCHE)KHBIX TOKYMEHTOB, O COCTABJICHUU U MPEACTABICHUH OTYETOB MOJOTYCTHBHIMU
munamu  (nanee — IlonmoskeHue) ycTaHaBIMBAECT EAWHBIA MOPSIOK PacyeToOB C
MOJIOTYCTHBIMU JIUIIAMU M BBIJIAYM TIOJI OTYET JCHEKHBIX CPEJICTB M JOKYMCHTOB,
COCTaBJICHHS, TPEACTABICHUS, TPOBEPKA W YTBEPXKICHUS OTYETOB 00 WHX
UCIIOJIb30BaHUH.

1.2. OCHOBHBIMM HOPMATHBHBIMHU MPABOBBIMU aKTaMH, UCITOJIb30BAaHHBIMH TIPH
paspabotke Hactosero [lonoxeHus, sBISIOTCS:

- ykazanue banka Poccum ot 11.03.2014 Ne 3210-V «O mnopsinke BeeHUs
KacCOBBIX OIepaluii IOPUANYECKUMHU JIMIAMH W YIPOIIEHHOM TMOpSAKE BEICHUS
KacCOBBIX ONEpalMil HMHIUBUIYATbHBIMH TPEIIPUHUMATEIIMH U CyObEeKTaMu
MaJioro MpeanpUHUMATENbCTBAY;

- UHCTPYKIIMS 1O MpuUMeHeHuto EAuHoro miaHa c4eToB OyXrajiTepcKOro
ydeTa JJi OpraHOB rOCY/IapCTBEHHOM BIIacTH (TOCYIapCTBEHHBIX OPTraHOB), OPTaHOB
MECTHOTO  CaMOYIpPAaBJICHHS,  OpPraHOB  YIpaBICHUS  TOCYAapCTBEHHBIMU
BHEOIOKETHBIMU (DOHIAMH, TOCYIapCTBEHHBIX aKaJeMUN HayK, rOCYJapCTBEHHBIX
(MYHUITUTIAJIBHBIX)  YUPEXKJICHUHN, YTBEp)KJICeHHas TmpukazoM MuHbpuHa Poccun
ot 01.12.2010Ne 157H;

- npuka3  MuHucrepctBa  ¢uHaHcoB  Poccuiickoit = denepanuu
ot 30.03.2015 Ne 521 «O0 yTBepxkaeHnn GOpM MEPBUUHBIX YUETHBIX JOKYMEHTOB U
PETHCTPOB OYXTalNTEpPCKOTO yuyeTa, NPUMEHSEMBIX OpraHaMu TOCYAapCTBEHHOU
BIAcCTH (TOCYIapCTBEHHBIMU OpraHaMu), OpraHaMW MECTHOTO CaMOYIpaBIICHUS,
opraHamMu  YIpaBJICHUS  TOCYIAapCTBEHHBIMU  BHEOIO/DKETHBIMH  (OHIIAMH,
rOCyIapCTBEHHBIMU  (MYHHIIUTMIAIBHBIMU)  YUPSKICHUAMH, W  METOIUYECKUX
YKa3aHUU [0 UX IPUMEHECHUIO;

- nucbMo MuHpura Poccum ot 10.09.2013Ne  02-03-10/37209«0O
MPABOMEPHOCTH TEPEUYNCIICHUS JCHEKHBIX CPEJCTB, BBIIABACMBIX IOJ OTYET, HA
O0aHKOBCKHE cuU€Ta COTPYAHHKOB OpPraHM3aIMii B IENSAX OCYIIECTBICHHUS HMHU C
MCIIOJIb30BaHUEM OAHKOBCKHUX KapT OIUIATHI PACXOJIOB, CBA3AHHBIX C JIEATEILHOCTHIO
OpraHu3anuy, a  TakKe  KOMIIGHCAIIMM  COTPYOHUKAM  JOKYMEHTAIBHO
MOATBEPKACHHBIX PACXOT0BY.

2. HOpﬂIlOK BbIJa4YU JCHECKHBIX CPEACTB IIOA OTYET
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2.1. JleHexHble CpeACTBa BBIIAIOTCSA IOJ] OTYET HA PACXOJbl, CBS3aHHBIC C
MpUOOpPETeHHEM TOBAPOB, PabOT, YCIYT, U KOMaHIUPOBOYHBIC PACXO/IBI.

2.2. Bpimaua moa OTYET JACHEKHBIX CPEJCTB Ha pPacXoJlbl, CBS3aHHbBIE C
MpUOOPETEHHEM TOBAPOB, pabOT, YCIYT, MPOU3BOIUTCS COTPYIHUKAM, MPUBEACHHBIM
B IEpeYHE JIOJDKHOCTEH paObOTHUKOB, HMMEIOMIUX IMPaBO TMOJy4aTh JEHEKHBIC
CpeJCTBa IMOJ OTYET Ha MPHOOpETEHHUE TOBApoB, padoT, ycayr (MpuiioxeHwe 3 K
YyeTHOU MOIUTHKE).

2.3. ABaHChI Ha KOMaHJIWPOBOYHBIC PACXOJbl BBIJAIOTCS TOJ OTYET BCEM
auiaM, paboTalIIMM HAa OCHOBAaHWU TPYJOBBIX JOTOBOPOB, HAMPABICHHBIM B
CIy)K€OHYI0O KOMaHJMPOBKY B COOTBETCTBUM C TMPUKA30M  PYKOBOJUTEIIS
YupexaeHus.

2.4. JIns monydeHUs JIEHEXKHBIX CPEACTB MOJ OTYET pabOTHUK odopmiiser
MUCbMEHHOE 3asBJICHUE C yKa3aHWEM UCTOYHHMKAa (PMHAHCUPOBAHUS, CYMMbI aBaHCa,
Ha3HA4YCHHUsS aBaHca, pacueTa (0OOCHOBaHHWS) pa3Mepa aBaHCa, CpOKA Ha KOTOPBIN
BBIJIAETCS aBaHC.

2.5. Ha 3asBnenun pabotHuka orBeTcTBeHHBIM juioMm ['KY OO JOHM (B
cooTBeTCTBUM ¢ M. 1.2.2 YueTHOW NOJMTHKHU)IETAeTCd OTMETKa O HaJMYuU Ha
TEKYIIYIO JIaTy 3aJ0JKEHHOCTH 3a PAOOTHHKOM I10 paHee BBIJIAHHBIM €My aBaHCAM.
[Ipn HanuuuM 3aJ0JKEHHOCTH YKa3bIBAIOTCA €€ CymMMa, JaTa M HOMEp JIOKYMEHTa,
KOTOpPBIM O(opMIIeHa BbIJlaya JCHEKHBIX CPEJICTB MO/ OTYeT. B ciiyyae orcyTcTBUs
3aJI0JDKEHHOCTH 32  paOOTHUKOM Ha  3asBJIEHUM TPOCTABIsE€TCA  OTMETKa
«3a0J>KEHHOCTh OTCYTCTBYET», KOTOpasi YAOCTOBEPSETCS MOAMHUCHIO TJIABHOTO
Oyxranrepa.

2.6. PykoBoauTenb B TeYEHHUE JIBYX pabOUuMX THEW paccMaTpuBaeT 3asiBICHHE,
CTaBUT CBOIO MOAMNMUCH U JATy.

2.7. Bplmaya JEHEXKHBIX CPENCTB MOJ OTYET MPOU3BOJAUTCA MPH YCIOBUU
MOJIHOT'O TOTAIICHUS 3aJ0JKEHHOCTU MOJOTYETHOTO JIMLA IO PAHEE BBIJTAHHOMY €MY
aBaHCY.

2.8. Bplmaua [E€HEXKHBIX CPEACTB IMOJ OTYET NPOU3BOAUTCS MYTEM
nepeuncieHuss Ha OaHKOBCKME cyeTa pabOOTHUKOB, OTKPBITBIE B  paMKax
«3apIuiaTHBIX» TMPOEKTOB, B YaCTU OIUJIaThl KOMAaHAMPOBOYHBIX pacXoAOB U
KOMIIEHCAIlUU COTPYIHUKAM IOKYMEHTAIbHO MOATBEPKICHHBIX PACXO/IOB.

2.9. IlpenenpHasi cymMMa BBIIAYM ACHEKHBIX CPENICTB IMOJ OTYET HA PACXOJBbI,
CBSI3aHHBIC C TIPUOOPETEHHEM TOBAPOB, PadOT, YCIYyT yCTAHABIMBACTCS B pa3Mepe
99 000 (Qessinocmo dessimb moicay) pyonei.

2.10. ABaHCBl Ha pacxo[ibl, CBA3aHHBIE CO CIIY)KECOHBIMU KOMaHJIMPOBKAMHU,
BBIJIAIOTCS B TIpEZIeTIaX CYMM PacXoJI0B, YCTaHOBICHHBIX [looxkeHneM o ciyKeOHBIX
KOMaHJHPOBKax (MPHIOKEeHNE 8 K YUSTHOU MOJIUTHKE).

2.11. MakcuMaJIbHBIM CPOK BbIIAYU JICHEKHBIX CPEJACTB IOJT OTYET HA PACXOJIbI
0 MPUOOPETEHUIO TOBAPOB, padOT, yCiuyr coctaBisieT 30 KaJleHIapHBIX JTHEH.
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2.12. B cnyuae, ecnu paOOTHHUK TMPOM3BEN OIUIATy PacXOJOB 3a CUET
COOCTBEHHBIX CPEICTB, MPOU3BOJUTCA BO3MEIICHHE 3TUX pacxojoB. Bo3memieHue
pacxoA0B MPOU3BOJUTCS MO ABAHCOBOMY OTYETY 00 M3PACXOJOBAHHBIX CPEICTBAX,
YTBEPKIACHHOMY PYKOBOJMTEIIEM, C TIPUIIOKEHUEM TOITBEPKIAIOIIUX TOKYMEHTOB.

3. HOpﬂI[OK BbIIAYH JC€HECKHBIX TOKYMECHTOB IO OTYET

3.1. JleHexxHbIe JOKYMEHTHI BBIJAIOTCS MOJT OTYET paOOTHUKAM, TPUBEECHHBIM
B TIEpEYHE JIOJDKHOCTEM paOOTHUKOB, WMEIOIIMX IMPaBO TMOJy4aTh TMOJ OTYET
JIEHEKHBIE JOKYMEHTHI (TIPHIOKEHUE 3K Y YETHOM MOJUTUKE).

3.2. Bbigaua moj oT4eT JACHEKHBIX JOKYMEHTOB MPOU3BOJIUTCS M3 KACCHI IO
pacxogHOMY KacCOBOMY OpJiepy C Haamuchio «(GOHAOBBIH» Ha OCHOBAHHUH
MUCbMEHHOTO 3asIBJICHUS MOJy4aTeIs.

3.3. B 3agBieHuun o BbIJaye MO/ OTUET JICHEXKHBIX JOKYMEHTOB MOJIydaTeIeM
YKa3bIBAIOTCS HAMMEHOBAaHWE, KOJMYECTBO U Ha3HAUCHUE JIEHEKHBIX JIOKYMEHTOB.

3.4. Ha 3asBieHuM pemaeTcss OTMETKAa O HAJIMYMM HA TEKYIIYIO JaTy
3JI0JKEHHOCTH 3a TOJIy4aTesIeM 10 paHee BBbIIAHHBIM €MY JICHE)KHBIM JTJOKYMEHTAaM.
[Ipy HanmuuuM 3aJ0JKEHHOCTH YKa3bIBAIOTCS €€ CyMMa, HOMEpP U JaTa PacxoHOro
KacCOBOT'0 OpJiepa, KOTOPhIM 0(pOpMIICHA BbIJjadya JCHEKHBIX IOKYMEHTOB O/ OTYET,
HAaMMEHOBAaHUE M KOJUYECTBO JACHEKHBIX JOKYMEHTOB, 32 KOTOpPbIE HE OTUUTAJICA
yKa3aHHBbIA paboOTHUK. B ciydae OTCyTCTBUSI 3aI0JDKEHHOCTH 3a paOOTHUKOM Ha
3asBJICHUH TPOCTABISIETCS OTMETKAa «3aJO0JKEHHOCTh OTCYTCTBYET» C YyKa3aHUEM
JaThl U TIOJNKUCH TJIaBHOTO OyXraiaTepa.

3.5. PykoBoauTenb B T€UEHUE IBYX pabOUYMX JIHEW paccMaTpUBAET 3asiBJICHUE,
CTaBUT CBOIO MOAMUCH U JATy.

3.6. Beimaua moa OTYET ACHEKHBIX JOKYMEHTOB MPOWU3BOAUTCS IPHU YCIOBUU
MOJIHOTO TMOTAalIeHUs 3a10JKEHHOCTH MOJAOTYETHOIO JIMIA IO PAHEE BbIJAHHBIM EMY
J€HEKHBIM JOKYMEHTaM.

4, HpeHCTaBHeHI/Ie OTYE€THOCTH NOAOTYECTHBIMHU JININAMH
00 H3paACX0oa0BaAaHUHU JCHEKHBIX CPEACTB

4.1. O06 u3pacxo0BaHUH MOJYYCHHBIX CYMM MOJOTYETHOE JIUIIO MPECTABISIET
B OT/IeNl OyXTrajJTepcKOro ydeTa aBaHCOBBIM OTUET C MPHIOKEHUEM JOKYMEHTOB,
MOATBEPKAAOMINX ITPOU3BEICHHBIE pacXonbl. JIOKyMEHTBI, MPUIIOKEHHBIE K
ABAHCOBOMY OTYETY, HYMEPYIOTCS IOJOTYETHBIM JIMIIOM B MOPSJAKE HX 3aIllUCU B
oT4eTe.

4.2. ABaHCOBBIM OTYET MO PAcX0JaM, CBSI3aHHBIM C MPUOOPETEHUEM TOBApOB,
paboT, yclyr, NpeaCTaBIISIETCSl OJIOTYETHBIM JIMIIOM B OTJE] OyXTalITepCKOro yuyeTa
HE MO3/Hee TpeX pabouuX JHEW CO IHS UCTEUEHUSI CPOKA, HA KOTOPHIMA ObUIH BbIAAHBI
JICHE)KHBIE CPEACTBA.

4.3. ABaHCOBBIA OTYET MO KOMAHJIWPOBOYHBIM pacxojlaM IpeAcTaBiIseTCs
pabOTHMKOM B HE MO3JHEE Tpex paboyux JHEW CO JHS €ro BO3BpAICHUS U3
KOMAaHJAUPOBKHU.
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44, TKY H®PO JOHM mpoBeparoTcs NOPaBHWIBHOCTE OQOpMIIEHUS
MOJIy4YEHHOT'0 OT TMOJOTYETHOTO JIMI[a aBaHCOBOTO OTYETAa, HAJUYUE JOKYMEHTOB,
MOATBEPKAAIONIMX MPOU3BEACHHBIE PACXObl, OOOCHOBAHHOCTH PACXOJOBAHUS
CPEIICTB.

4.5. Bce mpunaraemMble K aBaHCOBOMY OTYETY JOKYMEHTHI JOJKHBI OBITH
opopMIICHBI B COOTBETCTBMM C TpeOOBAaHUSIMHU 3aKOHOJATeNnbCcTBa Poccuiickoit
®deneparuu, ¢ 00sS3aTeNbHBIM 3alOJHEHUEM BCeX Tpad, PEKBU3UTOB, HAIMYHUEM
nevyatei, noanucei u T.4. llepBudHbIe yueTHBIE TOKYMEHTBI, COCTABJICHHBIC HA MHBIX
SI3bIKAX, JOJIKHBI UMETh IMOCTPOYHBIN MEPEBOJT HA PYCCKUM SI3bIK.

4.6. TlpoBepeHHBI OTIEIOM OYXradTepPCKOTO Y4eTa aBaHCOBBIM OTYET
yTBEpKAAeTCs pykoBoauTesneM. l[locime 3TOro yTBEp >KIECHHBIM aBaHCOBBIM OTYET
IPUHUMAETCS K YUETY.

4.7. CyMmma TIpEeBBIIICHUSI MPUHITBHIX K YY€Ty PacXOJ0B MOJOTUYETHOIO JIUIA
HaJl paHee BBIJJAHHBIM aBaHCOM (CymMMa  YTBEPXKJICHHOTO Iepepacxoa)
nepeurcisieTcs: Ha OAaHKOBCKUU CYET MOJOTYETHOTO JIMIA Ha CJICAYIOMUNA paboumii
JIeHb 3a JHEM YTBEPKJICHUSI PYKOBOJIUTEIEM aBaHCOBOTO OTYETA.

4.8. OcTaToKk HEWCIIOJIb30BAaHHOTO aBaHCA BHOCUTCS IMOJOTYETHBIM JIMIIOM Ha
JUIIEBON CYET YUpEeXKACHUS HE TMO3JHEE IBYX paboumMx JHEH, CICHYIONUX 3a JTTHEM
YTBEPKACHUS PyKOBOJIUTEIEM aBaHCOBOTO OTYETA.

4.9. TlpoBepka aBaHCOBOTO OTYETa OTAECIOM OyXrajaTepcKoro ydera u
YTBEPKJEHUE €r0 PYKOBOJIUTEIEM OCYLIECTBISIOTCS B T€UCHUE MATH pabOuuXx JHEH
CO JTHS MPEACTABIICHHUS.

4.10. B ciydae ecinu B yCTaHOBJICHHBI CPOK paOOTHMKOM HE TpEJCTaBiIeH
aBAaHCOBBIM OTYET B OTAEN OyXrajJTepCcKoro ydeTa WIM HE BHECEH OCTaTOK
HEUCIIOJIb30BAaHHOTO aBaHCa Ha JIMIIEBOW CYET, PYKOBOAMUTEIb HWMEET MpaBo
NPOU3BECTH YyJEpP)KAHHE CYMMBbI 3aJ0JKEHHOCTH 110 BBIJIAHHOMY aBaHCy W3
3apaboTHOM MIaThl pabOTHUKA ¢ COONIOZICHUEM TPeOOBaHUM, YCTAHOBJICHHBIX CT. CT.
137 u 138 Tpynororo koaekca Poccuiickoit @eneparuu (nanee — TK PD).

4.11. B cinyuyae yBombHeHHs PaOOTHHUKA, HMEIOIIETO 3aJ0JDKCHHOCTh I10
MOJIOTYETHBIM CyMMaM, NPUHUMAIOTCS HEOOXOAMMBIC MEpPbl ISl B3BICKAHUS
YKa3aHHBIX CyMM.

5. CocTaBiieHue, mpeacTaBjieHHe OTYETHOCTH
NMOJA0TYETHBIMH JINIAMH 00 U3PACX0J0BAHUHU JCHEKHBIX JOKYMEHTOB

5.1. OO0 wu3pacxoJOBaHWH JCHEKHBIX JIOKYMEHTOB TMOJOTUYETHOE JHIIO
coctaiisieT u nipeactasiser B [KY OO JIOHM aBaHCOBBIM OTUYET C MPUITOKEHUEM
JIOKYMEHTOB, IMOJATBEPAKAAIOIINX UX UCIOTB30BAHUE.

5.2. JIoKkyMeHTOM, MOATBEPkKAAIOIIUM HCIOIb30BaHUE KOHBEPTOB C MapKaMHU
U MapoOK, SIBISIETCS peecTp OTHpaBICHHOM KoppecnoHAeHuuu. B ciyuae nopuu
KOHBEPTOB UCIIOPUYECHHBIE KOHBEPTHI TAKKE MPUIATAtOTCA K aBAHCOBOMY OTYETY.

5.3. K aBaHcoBoMy oOTYeTy Ha WuCIOJb30BaHUE TajdoHoB Ha ['CM
MPUJIArarnTCcs noATBepxaarnme 10kymeHTsl A3C.
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5.4. Ilo mpoe3gHbiM OujeTamM Ha Mpoe3d B TOPOJCKOM MAaCCaXKUPCKOM
TpaHCHOPTE B KadyeCTBE MMOATBEP)KIAIOLIMX JOKYMEHTOB K aBAHCOBOMY OTYETY
MIPUKJIaIbIBAIOTCS UCIIOJIb30BAHHBIE TPOE3AHBIE OUIIETHI.

5.5. K aBaHCOBOMY OT4Y€Ty Ha HCMOJb30BAaHUE IPOE3JIHBIX OWUJIETOB Ha
OTHEJbHBbIE BUIBl TpaHCHOpTa (BO3AYLIHBIM, »KEIE3HOJOPOXKHBIM) B KayecTBe
MOATBEPKACHUS MPUKIIaAbIBAIOTCS UCIIOJIb30BAHHbBIE aBUALIMOHHBIE u
KEJIE3HOJOPOKHBIC OUIICTHI.

5.6. ABaHCOBBIN OTYET mpeacTaBiseTcs nogoTuyeTHbM JuuoMm B I'KY OO
JIOHM He no3nHee Tpex pabodyux JAHEH co AHS MCTEYEHHs CPOKa, HA KOTOPHIN ObLIN
BbIJIaHbI JCHE)KHbIE JJOKYMEHTBI.

5.7. TKY HI®O JOHM mnpoBepser NpaBHWIbHOCTE O(OpMIICHHUS,
MOJIYYEHHOTO OT TOJIOTYETHOI'O JIMI[A ABAHCOBOI'O OTYETa, HAJMYME JTOKYMEHTOB,
MOJITBEPKAAIOIINX UCIIOIB30BAHUE JEHEKHBIX TOKYMEHTOB.

5.8. [IpoBepeHHbI aBaHCOBBIN OTYET YTBEPKIAETCS PYKOBOAMUTENEM, TOCIE
Yero yTBEepJACHHBIM aBAaHCOBBIA OTUET MPUHUMAECTCS K YUETY.

5.9. IlpoBepka aBaHCOBOrO OTYETa OYXTanTEpCKUM paOOTHUKOM U
YTBEPKJEHUE €r0 PYKOBOJIUTEIEM OCYLIECTBISIOTCS B TE€UCHUE MATH pabouuXx JHEH
CO JIHA MPEACTABJICHHS aBAHCOBOTO OTYETa B OyXrajaTepHuio.

5.10. OcTtaToKk HEUCIOJIb30BAaHHBIX JICHEKHBIX JOKYMEHTOB BHOCHUTCS
IIOJIOTYETHBIM JIMIIOM B KacCy Y4YpEeXACHHUS IO NMPUXOJHOMY KacCOBOMY OpHAEpY C
HaJAMUChI0 «(QOHIIOBBIM» HE IO3IHEE IHs, CIEAYIOIIEro 3a JIHEM YTBEPKIACHUS
PYKOBOJUTEIIEM aBAaHCOBOT'O OTYETA.

5.11. B cnydae HenpencTaBieHMs NOJOTYETHBIM JINLIOM B YCTaHOBJICHHBI
CPOK  aBaHCOBOIO  OT4E€Ta B  OyXTanTepui0 WM  HEBHECEHHs  OCTaTKa
HEUCIIOJIb30BAHHBIX JICHEKHBIX JOKYMEHTOB B KAaCCy YUYPEXKICHHs YUpPEKICHUE
UMEET IpaBO IPOU3BECTH YIEpKAHUE CYMMBI 3aJ0JDKEHHOCTH IIO BBIAAHHBIM
JICHEe)KHBIM  JIOKyMEHTaM U3 3apa0OTHOM IIaThl pabOTHHUKA C COONIOJEHHUEM
TpeboBanuii crareit 137 u 138TK PO,

5.12. B cnyuyae yBOJIbHEHHS pPaOOTHMKA, WMEIOIIETO 3aJ0JKEHHOCTh I10
HOJYyYEHHBIM MOJ OTYET JCHEKHBIM JIOKYMEHTaM, MPUHUMAIOTCS HEOOXOIUMBbIE
MepBI ISl B3BICKAHMSI YKa3aHHBIX CYMM.
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