PEAEPAJIBHOE ATEHTCTBO CBSIZH

®EJEPAJIBHOE I'OCYJAPCTBEHHOE B}O,ﬂ)KETHO%“gEIrJ%OBATEILBHOE YUPEXIEHME BBICIE'O OBPA3OBAHMS
«CHBHPCKHI I'OCY JAPCTBEHHBI VHUBEPCUTET TEJIEKOMYHMKAIMA K MHGOPMATUK Uy
(CubT'YTH)
YPATILCKHIM TEXHUYECKHI MHCTUTYT CRS3U U MH®OPMATHKHU (GHUJTHIATD) & r Exarepuntypr
(YpTHICH Cu6I'YTH)

I. O6mue moxoxenns
I. I'pynna «AIMMHHCTPAaTHBHO-X03SHCTBEHHOE oBecneuenne» ympasnetie AIMUHHCTPATHBHOIO M
COLMalsHOro obecnedeHus (majee mmo TCKCTY — rpymna AXO) grnsercs CTPYKTYPHBIM NOJpa3eieHHeM
MHCTUTYTa ¥ OPraHM3yeT CBOIO PaGOTY IO €XKEMECTIEEIM IUIaHaM, YTBEPHICEHBIME IMPEKTOPOM HHCTHUTYTA.
2. I'pynma AXO cospnaercs u JIMKBUIMPYETCsl NPHKasoM aupextopa Y pTUCH Ciu6IV THL
3. I'pymmy AXO  Bosrmamisier Ha9allbHUK IPYIMIEI, HA3HAYAEMBINA Ha MOJDKEOCTL TIpHKa30M OUpPEKTOpa
YpTHCH CubI' VTH.

4. Havampauk rpymmer  AXO HEIMOCPDEICTBEHHO  NOOYUHSIETCH HAYAIbEUKY  yOpaBIeHUS
&/IMHUHHCTPATHBHOTO H COLMATBHOTO 0GECTIe e H s,

5. B coe¥i mesTensHOCTH rpymna AXO pykoBoacTByercs:

- VYcrazom Cubl VTH.
- [lonosxennem VpTUCH Cu6IYTH.
- Hacrosmum monoxenunem, nonoxeHuneM o6 omnare Tpynaa pabotaukos YpTUCH CubI YV TLL
- Ilpukasavu u pacnopspKkeHUAME Aaupexropa YpTHCU Cu6l'VTH.
{OKaNBEHBIMH HOPMATUBHBIMH aKTAME HHCTHUTYTA.
[€HCTBYIOIINM 3aKOHONATENHCTBOM.

[Ipasunavu BHyTpeHHErO TPYAOBOIO paclopsaKa, JOJBKHOCTHORM HHCTpyxImet, MHcTpykueit mo oxXpaHe
Tpyna, MHcTpyxumeit mo I15.

- Tpynoremv xomexcom P®, TpeboBanmsamu CanlTuH, CHHII, npouseoncreennoro KOHTpos, Pocnorpe6ranzopa,
ToxHanzopa.
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II. Crpykrypa
Ctpyxrypy m WMTATHYIO YHCIEHHOCTH TI'PYTIIBI yTBEDKIaeT pextop CuOI™VTH no [PEJICTaBIICHHIO
Arpexropa YpTUCH Cu6I'YTH ucxons uz YCJIOBHH 4 ocobeHHOCTEL HHCTHTYTA.

2. I'pynna «AIMHUHHUCTPATUBHO-X O3S HCTBEHHOE ofSecriedeHre» UMeeT B CEOeM cOCTaRe:

- Havanenwuka.

- 3aBeAyIOLIEro CKIAMOM.

- Y6opmukos CITy’EeOHBIX OMEIIEHITIA.

- JIBOopHHKa.

- Tapmepobmmka.

- Bonurens-vexanuka.

- Manspa.

- Hrykarypa.

- IInorHuka.

- 3aBeIYIOUIEro xo3gicTBOM.

3. JIo/mKHOCTHBIE HHCTPYKIMH COTPYIHHKOB IPyTIIIbL YIBEPXKAAIOTCA aupekTopon YpTUCU Cuol” YTH, a

pacnpenenenye o6g3aHHOCTEH MEXIy COTPYOHMKAMH TI'DYIIIEL TIPOM3BOMMTCS HAYalBHKKXOM  TPYIIISI

«AIMAHHCTPATUBHO-XO3IMCTREHHOS obecrnieyeHne» E COOTBETCTEHY YTBEPXKIEHHBIMA SKEMECTUYHLIME TUTAHAMM
pabot rpynnsr AXO.



IIIL. 3agaan

. Opraamzamms paGotsl mo COXpaHHOCTH U COHNEPXKAHHIO VYeOHEIX KCTIIYCOBR B COOTBETCTBHH C
fipaBuiaM¥ U HOPMAMH TEXHHYECKOMH SKCIUTyaTaly, obecmedeHue GecrepcGoinoii padoTsl 050pyHoBaHNS,
YCTDOMCTE U CHCTeM >KH3HEOOECIIeYeHHS B y4e6HbIX xoprycax Ne 1, Ne 3, Ne 4, No 5 (nanee — yuebHbX KOpIyCax)..

2. CozepikaHHe B HaIJIeKAlEM COCTOSHHM 3M2HUH H IIOMEMEHNH yueOHEX KODITYCOB. TIPHJIETAfOIIEH
TEPPUTOPHH, COOMIONCHHE CAHHTAPHO-TEXHHYECKHX, IIPOTHBOIIOXAPHEIX TIPABUII.

3. O6ecneueHue CBOSBPEMEHHOH MOATOTOBKOH y4eGHX KOpITyCOB K 3UMHEMY OTONHTEBEHOMY NEpHOLY,
yuebHoMYy rogy.

4. XozsiicTeeHHOE, MaTepHANBHO-TCXHHYECKOE M  COLHATBHO-BLITOBOE obcmyxuBanue  yueGHBIX
KOPITYCOB.
- Coznanvie Ge30nacHbIX yCIOBHiL TpyJa pabOTHHKOB B 06pa30BaTeN b EOTO IIpOLIecca CTYAEHTOB.
- Coznanve ycnouit s Tpyna u oTapixa COTPYAHHMKOB rpyrmsi AXO.
. OBecnieueHne NPOM3BOACTBEHHOIO KOHTPOJIA B y9eOHBIX KOPITycax.
- O6ecrnieuenne noaroToRKM yueGHBIX KOPITYyCOE M MX FOTOBHOCTH K y4eGHOMY rozy.
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IV. dDyaxnan

|. Brinonnenue xo3sifcTReHHEX pabor, obecneumBaromux TPAaBHIIBEY 1O SKCITYATaLHI0, O0CITyKUTBAHME
4 HalJlexallnee COCTOSHME 3JaHWUi, TCPPUTOPHM ¥ TOMEIICHMH  y4eOHEIX KOPIYCOB & COOTBETCTBHH C
ASHCTBYIMMH CZHUTAPHO-THTHEHHICCKAME H TPOTHBOIIOMKAPHEIMH HOPMaMH ¥ [TPaBILTAMMN.

2. Oprauuzanus u KOHTPOJIb 32 MCTIPaBHOCTHI) H (DYHKIMOHHPOBaHEEM B yueOHBIX KOpIycax cHcTem
OCBCIUCHMS, OTOIUICHHS, BOIOCHAOKCHHA, KaHalusalns, BEHTWULALMH, PacXOmoM BOJEL SNIEKTPOIHEPrHH,
TI07(2PHO-0XPaHHON CHIHAIK3AIMH, KOHTPOIIb Alonycka B y4eGHbIe Kopiyca. [Ipy BEisBieHnu HEHCIPaBHOCTEH —
CBOSBPEMEHHOE O(OPMIICHHE 3a1BOK Ha PEMOHT.

3. KouTpons 3a BEIIIOJIHEHHUEM HEOOXONHMEIX MEPONPHATHH JUIs! HOATOTCBXH YUIeOHBIX KOpIIyCOB K
OTOMHUTEILHOMY CE30Hy.

4. Opranmsamms paboTs! 110 HOMIEPXKAHHIO B Ha UIEKAIIEM COCTOSHUY TIPHIICTaiolei K 30aHUAM TPYIIIBI
TEPPUTOPHH. KOHTCHHEPHOM IUIOIAIKH.

5. YuacTue B (OPMHpPOBaHMH IUIAHOB KaIlMTambHOrO M TEKYINEro PeMCKETa 30aHMA ¥ [IOMEIIeHHH
YueOHBIX KOpIYyCOB, CHCTEM SHEPrOCHaOKEHHUS, TeIUIOCHAGXKEHN), NOMAPHO-OXPAHHOM  CHIHANW3AIUH,
BEHTHIIALMY, BOLOCHAGKEHHS, BO3LyXOBONOB H APYTHX COOPYKEHMI.

6. EsxenHeBHad M KauecTBEHHAs y6opka noMemenwii Y4€OHBIX KOPITVCOB ¥ 3AKPEIUICHHOM TePPHTOPHH.

7. CsOeBpeMeHHasT MOATOTOBKA TOMELEHHl K NPOBENCHHIO PEMOHTEHISIX pabor u coxpaHHOCTH
XOLAHMXCSI B HUX 06OopymoBaHus, MeGeny, oprrexHuky 1 TMII,

8. Brimonxenwme paGoT 1o GuaroycrpoiictBy u yGopke 3aKPEIUICHHO ! TEPPUIC PAH.

9. IlpuHATHE Mep IO CO3MAHHIO 3MTOPOBEIX M OE30IaCHBIX YCIIOBMY TpyAa U OTAbIXa COTPYIHHMKAM
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TPYIIIEL.

10. CpocBpemeHHOe cocramnenme 3aspox Ha obecneueHue Y4eOHsIx  KOpIycoB  MeGeisto,
000pYI0BaHHEM, XO3SHCTREHHBIMHE TOBAapaMH, CHELONEKIOH, MOIOIIMMH CPESICTBAMH U VHBEHTapeM, BeJcHUE
YH€Ta MX pacXx0I0BaHMUs ¥ COCTABJICHHE YCTAHOBIICHHOM OTYETHOCTH.

I'1. OGecneuenue COXpaHHOCTH Mebenw, oCopynoBaHmS, OPTTEXHUKH, XOINNCTBCHHOTO HMHECHTApS,
zHBX TMIT, npussTHe Mep no ux BOCCTaHORNEHKIO H PEMOHTY.

12. BeneHue ycTaHOBIEHHOro Y4CTa, NBIKEHHS M COXPAHHOCTH MOMYYEHHEX TMI] u ofecnedenue
ONEPATHEHON rOTOBHOCTH MX UHBEHTAPH3AIAH.

13. Cocraenenue pacueros o XO3JUCTBEHHOMY, COLHAIBHO-OBITOBOMY M M aTePUaIbEHO-TEXHHIECKOMY
obcnyxuBaHnI0 yaeGHBIX KOPITyCOB, rpyIIibl «AJIMHHUCTPAaTHBHO-XO3AHCTBEHHOG obecnsuenues.

14, Komtpons 3a HCIIPaBHOCTEIO  OXDaHHO-TIOXKAPHOM CHTHAIM3AMH H cozJankeM VCIOBHi
obecriednBarOMMX COXPAHHOCTD AMYTIIECTRA.

I5. OGecneuenne skcmiyaramuu u ofcIy:xHMBaHME KpOBelb, TCIUIOHAPeBATENbLHBIX  3JIEMEHTOB,
YAGJCHES Nbia ¢ KPOBENb, BOJOYHAICHHE €pe3 BOAOCTOYHBIE TPYOBL, PEMOHT M COOEPKaHUM B TpedyeMoM
COCTOsIHKH (acaJoB, OTMOCTOK, BOJOCTOYBIX TPYO y4eOHBIX KOpITycoB

noJry4ye

V. IlpaBa
I Hauansnux 2pynner «Aomunucmpamueno-xossiicmeennoe obecneuenuey umzem npago:
I. larats nuuam, oTReTCTBEHHEBIM 32 TOMELUEHHS  YKa3aHHUA [10 CODMIONESHIT0 COXPAHHOCTH HWHBEHTap4,
MeOeNA, OPrTexHUXH, COGIIONESHHIO IIPOTHBOMOKAPHBIX HOPM M IPABHIL, 4 TAKKE CCYLIECTRIIATEL OICPATHBHO-
TEXHIYECKMHM KOHTPONb H QaKTHYECKYIO TIPOBEPKY MCIIOJTHEHUS STHX YKa3aHFix.

2. Y4aCTROBATE B COBEIIAHMSIX 110 BOIIpOCaM, CBA3aHHbBIM ¢ paboTOH rpyms.

3. JlaBaTh OTHENBHBIM CHELHATHCTAM K CTPYKTYPHBIM IOApA3ENeHUIM YKasaHds 10 BOIIpOCAM,
BAS2HHRIM  C  CAHTEXHMYECKMM OGCIYKHBaHHeM, SIEKTPOOOOPYIOBAaHHEM | MaTepHaNbHO-TEXHHYECKUM
obecrnieyennem.

4. BHocuTe Ha PaCCMOTpeHHE HaYalbHWKA YIPABJICHHS AAMHHMCTPATABHOIC U COLHAILHOLO
ofecrneyerns NpeanoXKeH s mo YIYHIICHHIO XO03AHCTBEHHOrO OGCITYKHBAHHA.
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5. BHOCUTE NpemIoKeHHs PYKOBOACTBY C HOOLIPEHAU COTPYAHIZKOB I'PYTTIbI, & TAKKE O HaAJIOXKCHUH
B3bICKaHWY Ha paOOTHHMKOB, HAPYLIMBIIKX TPYAOBYIO JTHCIAIUINHY WY JOJDKHOCTHBIE CO53aHHOCTH.

6. OCyIIEeCTBIIATh B3aHMOAEHCTBHE ¢ PYKOBOIHTCILIMHE MOApPa3ACIEHUHA IO BONPOCaM X03AMCTBEHHOIO
O0CTy>KHBAHHS.

VI. BzaumooTHOmEeHHE (CIIy:ceOHbIE CBS3H):
JAnsi BemonHeHus (yHKUMA M pealMsalldM OpaB TIpyIIa «AJIMHIIICTPATHBHO-X031HCTBEHHOE
obecricyecHue» B3aKMOJICHCTBYET:

1. Co scemu cmpyxmypueimu noopazdenenvsmu no sonpocam:

[Moryuenus:

- 3aBOK HA XO3HCTBEHHOE U COLMATIEHO-OEITOBOE OBCITY)KHBaHHE PabOTHIKOB Y4eOHBIX KOpITYCOB;

- MHBEHTApS Ui OJACPXKaHUA YMCTOTH] M IIOPsA/KA Ha TCPPHTOPUY M B IIOMeMIeHUsX rpymsl AXO;

- 329BOK Ha NpHOOpeTeHre He(PHHAHCOBEIX aKTHBOR.

IIpegocraBnenms:
- IJIaHOB MPOBEACHKA PEMOHTA B TIOMELIEHHMIX YIeOHBIX KOPITYCOEB;
- NeQEeKTHBIX BEJOMOCTEH IS COrJIACOBAHHUS.

2. C ynpaenenuem aOMUHUCMPAMUEHO20 U COYUANLHO20 06ECnEYEHUL 1O gonpocam:
Monywenus:
- LITATHOTO PaclMCaHMi IPYMIEl i GanaHca pabo<ero BpeMEHHM, BBINEIEHHOTO iOH12 HA NPEMHPOBAHHE
pabOTHUKOB;
- YTBEPIKACHHOTO JUPEKTOPOM ILUIaHa PabOT Ha MECSIL,
- YTBEPASHHOH IUPEKTOPOM CIIPaBKH Ha NPEMHPOBAHIE PaGOTHHKOB.
Ilpenocraenenusa:
- NPEAJIOKEHHH MO H3MCHCHHIO CTPYKTYPHI M IITATHOrO PACIMCAHMS TPYTITE;
- TEXHUYECKAC 3a/laHKA 0 3aKyIIy; 11aKeTa JOKYMEHTOB UL O(OPMIIEHHS 32KyTIa;
- JIOrOBODEI HA OKa3aHME U BHINOJIIHEHHE PaboT;
- aKTBI TCXHWYECKOIO COCTOSHHUS YKPEIUICHHOCTH HOMeIeHHH mid cornacoBanus ¢ YOIl u obecreueHue
coxparnoctu MTIIL

3. C omoenom 6yxeanmepcrozo yuema u punanco6ozo KOHMPO/IA 110 80RDOCCM:

o
- D23BICHEHUH O y4eTy HeHHAHCOBBLIX AKTHBOE;
- CMpPaBoK O 3apabOTHOH miate pabOTHHKOB 0TAEena (IO 3aHpocy), PACYETHBIX JIACTOB, 389BKH HA KaHIITOBaphl

Tpenocrapnenus:
- M1aKeTa NOKyMCHTOB MaTepHUaIbHO-OTBETCTBEHHBIX JIMLL 1O JIBYDKSHHIO, XPAHEHUIO H crmcanmo TMII;

- OTHCTOB O pacxXo/IOBaHUK CPEACTE BBIACTICHHEIX HA XO3SHCTBEHHOE, COUMANBEC-GBITOBOS M MaTepraIbHO-
XHUYECKOe OOCHy  MBaHUe y4eGHBIX KOPITYCOB;

- AaKTbl Ha CTIKCAHME He(PUHAHCOBBIX aKTHBOB;

- 2KThI OKa3aHHBIX YCIIYT U BHIIOIHEHHEIX paboT;

- axTel Ha BBINIOJIHEHHE PaboT IO COBMEIIEHHIO;

- HaKJIaJHbIe Ha MOMYYEeHHE TOBAPHO-MATCPHANBHBIX LICHHOCTEH;

‘T SKCTICPTHERIX 3aKmoueHHH cocTosaue MTII cropoHHux opranuzanpmii;

- akTsl nUKBEAANFYA MTLI 10 yTBEeps>KIeHHBIM aKTaAM CIIMCAHUS.

4. C menno-snepzoyexom no eonpocam

TMonyuenus:

- SAKIIOHCHNES O NPOBENCHHH MOArOTOBKH y4eOHEIX KOPITYCOB K OTONHUTENLHOMY CE30HY:

- COracoBaHHWE HA PEMOHT, 3aMEHy CaHTEXHKUECKOro OOGODYINOBAaHHS B 3NAHEIX y49eOHBIX KODPITYyCOB,
obecneyenye X HOPMAILHOM pabOTEL;

- COrIacoBaHus Ha PEMOHT M 3aMEHY 3JIEKTPOOOODY IOBAHM, OCBCIICHHS E 3HAHMSK y:e5HbIX KOPIIYCOB.

Ipenocrasnenus:

T %BOK Ha DCMOHT M 3aMEHY CaHTEXHMYECKOro OGOpYIOBaHWS C VKA3aHHEM MESCT MX HEeWUCupaBHOTIO
COCTOSHUS,

- 324BOK C yKa3aHHneM MECT 3aMCHBI, PEMOHTA 3IeKTPOOCOPYIOBAHMS M OCBELUICHHS!.

3. C epynnoii «Kaopoeoe obecneuenues» no sonpocam:

- TIpaBusia BHYTPESHHETO TPYJOBOTO PACIIOPAAKA;
- KOHCYNBTAIWH T10 TPyJOBOMY 3aKOHOIATEIECTRY,



Iipe

KOMUH [IPHKA30B O MPHEME, IEPEMEIEHNH, YROIIEHEHAN COTPYIHHUKOR Ipy il AXO;
pelIeHM# O TIOOIPeHMH pabOTHUKOR;
YTBEDAEHHBIX IPa¢HUKOB OTILYCKOR.

JOCTaBJICHHS .

Talens yuera pabodero BpeMEHH H OOBACHHUTCIBHBIX 3alUCOK OT HADYLIMTENEH TPYHOBON AMCIATLUIMHEL
OONBLHUYHBIX JIUCTOB;

3a5BOK Ha OTCYTCTBYIOIIHX B LITATe COTPYNHUKOR rpyrmisr AXO;

TOMJIMHHWKOB YTBEPKOCHHBIX NOJDKHOCTHBIX MHCTPYKIMM COTPYJHUKOB rpynrbl AXO, WucTpykumi mno
oxpaHe Tpyna, UHCTpykumii 0 Mepax mo COGIIIONSHHMIO MpaBWI MOXapHOM GezoracHocTH, ITONOMEHHI O
rpynne, IIporpaMM nepBUYHOro (IIOBTOPHOrO) MHCTPYKTAaXa Ha pabodeM MecTe;

CIIPaBKY O BBIIIOIHEHUH IUIaHOB paGoT.

6. C 2pynnoii « Bezonacnocmu, oxpana mpyoa, spasicoanckas obopona v YC» no eonpocam:

1 IOJIYHYCHHA:

METOAMHCKON MmoMoUM B paspaboTke MHCTPYKIME MO OXpaHE TpPyla, akTOB ITPOBEPOK BHIOIHEHUS

TpeGoBaHMH OXpaHbl TPyAA, Mep IDKAapHOM OGe30IacHOCTH, INPOU3BOACTECGHHOTC KOHTPOMS, TPHKA30B M
pacnopsorenn# o I'O 1 YC; KOHTPOIIE YCIOBHI OXpaHb! TPyAa Ha pabouux MecTax.

T
LID
F

€O0CTaBIICHUA:

“HQOPMALMK O HAPYNIEHUSX MPaBUI OXPAaHBI TPyJd B IPYIIE, TPeGYyeMbIX IOJOKEHMH H MHCTPYKIMA 0

OXpaHe Tpy[a, Mep MoXKapHOH 6e30MacHOCTH, IPOH3BOACTBEHHOIO KOHTPOIIS, BEITONHeHH TpeGoranuit IO 1 UC.

nep

Hauaneruk rpynnel «AIMUHHCTPATHBHO-XO3SHCTBEEHOE 06eCIeYeHHes

VII. OTBeTcTBEeHHOCTH
[.OTBeTcTBEHHOCTE 3a HamIeXKAmIee M CBOEBPEMEHHOE BBIIOIHEHNE rpymmiol  GyHKIHHA,

AyCMOTpeHHEIX [TonokeHHeM, HeceT HaYalIbHHK IPYTIIhl «AIMHHACTPATHBHO-XO3MIICTREHHOE O6SCIIeUeHHEY.

2. Ha HayalbHHMKA TIpPYIIBl «AIMWHHCTPATHBHO-XO3AWCTBEHHOE OOGCIIEYSHHME» BO3JIATAETCS

coHalibHasd OTBCTCTBCHHOCTD 3a:

ODT:

OpraHu3al{io AEATCIPHOCTH COTPYIHMKOB TO BBINONHEHMIO 3afad M (YHKIHI, BO3JIOKESHHLIX Ha IPYIILY
AXO;

obecneyeHye COXPAHHOCTH MMYIIECTBA, HAXOISUIEroCs B IOAPA3NENeHUY 1 COBN0IeHHe TPARKI TI0KAPHOM
e30omnacHOCTH;

cobnrofeHre COTPYTHEUKAMHE IIOAPAsAeNIeHUs TPYJOBOH H IPOU3BOACTBEHEOH UG HIUTHHbL:

OpraHK3alKIO B INMOAPAa3le/ICHAH ONEPATHBHOM H K2a4eCTBEHHOM IIONIOTOEKH NOKYMEHTOB, MX HCIOTHCHH,
BEJICHUMS ACTIONPOU3BO/ICTBA B COOTBETCTBHH C JCHCTBYIOINMHY MPABIIAMH U HHCTDYKLIMSIMA;

X037HUCTBCHHOS BeICHHE [€]l, COXPAHHOCTh COOCTBCHHOCTH, COOMOAeHNE (JMHAHCOBON /IMCTIMILIMHEL [PYIIIIbI
AXO;

cobrofeHre COTPYAHUKAME TPYIIIBI MPABWI ¥ HOPM OXPaHBI TPY/a, NPOTHBOIOKAPHON GE30IaCHOCTH U
IIPOMCaHUTaAPHH;

OTBETCTBCHHOCTD 3a BBIIONHeHHWE oObs3aHHOCTE¥ coTpynHMKamu rpymimsl AXO ycTaHaBIMBAaeTCS UX
JOJIZXHOCTHBIMY MHCTPYKITASIMH.

/T.B. PynakoBa/

COI'TACOBAHO:
HauzjisHuk ynpaBneHus aIMHHUCTPATHEHOTO /A
¥ COLMaIbHOrO obecneueHus E.B. Bopormauna/

Benymuy# cienyalycT o Kaapam Gt /O.B. Huxurtwaa/




