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IHOJOXEHUE
0 Ta0eJIbHOM y4eTe BpeMeHH paGoTHHKOB

1. O0mue moJI0KeHu

1.1. Hacrosmee IlonoxkeHue BBOAUTCS C IIETBIO CHCTEMATH3AIMH IIPOLECCA cbopa u
00paboTky nHGOpPMaLUK 0 3aTpaTax pabodero BpeMeHu pabotaukamu MJIOY JleTckuit
camr Ne 12 «Manenbkas ctpaHa» (manee — MJIOY) (Ha OCHOBAaHWMH NPHUIOKEHHS K
noctaHoBieHHI0 ['ockomcrata Poccum 5 suBaps 2004 r. Ne 1 "OG yTBepKIeHUH
YHU(DUIUPOBAHHBIX (OPM IEPBUYHON YYETHON NOKYMEHTAIMH 10 y4eTy TpyAa M €ro
oriater"). '

1.2. Tabenp yuera ucnonb3oBanus pabodero Bpemenu (§. T-12) (manee — Tabens (. T-
12) mpumensercs A ydeTa BpeMeHH, (akTHYeCKH OTpaboTaHHOro u (WJIn)
HeOTpabOTaHHOIO KaXXAbIM PabOTHHUKOM; KOHTPOJIS 3a COOJIOJEHMEM DPabOTHHUKAMHU
YCTaHOBJIEHHOIO peXHMa pabodero BpPeMEHM; IIONydeHHs IaHHBIX 00 OTpaboTaHHOM
BPEMEHHM; pacyeTa OIIaThl TPYAa; COCTABICHUS CTaTUCTHUECKOW OTYETHOCTH 110 TPYAY.

13. Ina Benmenms Tabens (¢p. T-12) mnpukasoM 3aBeAyrOLIEr0 HA3HAYAETCS
OTBETCTBEHHOE JULO U3 uncia pabotaukos MJIOVY.

14. B momxHOCTHBIE O0S3aHHOCTH pPabOOTHUKA, OTBETCTBEHHOTO 3a TabOelbHBIA YUeT,
BBOJATCS (YHKIUU:

- KOHTPOJIb ()aKTUYECKOro BpeMeHHU IpeObiBanus pabotHukoB MJIIOY Ha paboTe u
BeZIcHHE Ta0eIbHOI0 ydeTa C OTBETCTBEHHOCTHIO 3a MPaBHJIBHOE OTPaKEHHE B Tabele
pabouero BpeMEHH COTPYIHHUKOB W CBOEBPEMEHHOCTH IIPEJCTaBIEHHS Tabens Ha
pacuer.

1.5. OTmeTku B Tabene 0 MpUYMHAX HESBOK Ha paboOTy, paboTe B peXXHMe HEIIOJHOTO
pabodero BpeMeHH WIH 3a TpeAelaMH HOPMaJbHON IPONOJDKHTETBHOCTH pabodero
BPEMEHU IIPOM3BOLATCS HA OCHOBAaHMM OQOPMIIEHHBIX HauIeXaluM oOpazoM
JIOKYMEHTOB (JINCTOK HETPYIOCIOCOOHOCTH, MUCHbMEHHOE MPEeAyIIPEKACHHIE O IIPOCTOE,

3asiBJICHHE O COBMECTUTEIBCTBE UIIP. ).
1.6. Jlnia ncnonHeHus 00s3aHHOCTeH paOOTHHUK, OTBETCTBEHHBIN 3a TaOEIbHBINA yUerT:

- BEeT y4eT LITATHOTO COCTaBa COTPYIHHUKOB;

- Ha OCHOBaHWH JOKYMEHTOB (TIPUKA30B IO JIMYHOMY COCTaBy MU OOIIMM BOIIPOCaM)
BHOCHT B CIIMCOK H3MEHEHUS, CBS3aHHBIC C IIPHEMOM, YBOJBHEHHEM, IIepeMEIIeHUEM,
u3MeHeHneM rpaduka paboThI, pa3psaoB KaTeropuid, MpeOCTaBIeHHEM OTIyCKOB H T.

H.s



- OCYIIECTBISAET KOHTPOJL CBOEBPEMEHHOCTH SBKM Ha paboTy W yxoia ¢ paboThl,
HaXO0XKIeHHUs HapaboueM MecTe COTPYIHHKOB C M3BEIIEHHEM 3aBELYIOIIErO O HESIBKAX,
OIIO3/IaHUAX, IPEXIEBPEMEHHBIX YX0aX U IPUUNHAX, HX BEI3BABIIIKX;

- KOHTPOJHMPYET CBOEBPEMEHHOCTh IPEIOCTABIEHHUS W TIPABWIBHOCTH O(MOPMIIEHHS
TOKyMEHTOB, IIOATBEPKIAIOINNX IIpaBO PaOOTHUKOB Ha OTCYTCTBHE Ha pabodyeM MecTe.

- TOTOBHUT CIMCKMA DPabOTHHKOB U W3JaHUS TIPUKa30B O paboTe B BLIXOAHEIE H
Hepaboure Mmpa3 HHYHBIE THH.

1.7.B cimydyae HEBO3MOXHOCTH BPEMEHHO WCIIOIHATh OOS3a8HHOCTH II0 BENECHHIO
TabeIbHOroy4eTa Ha3HaueHHBIM PaOOTHHKOM, 3aBE/IyIOLIHH [TyTeM M3JaHUs [IPUKA3a Ha
3TOT IIEPUOJ HA3HAYAET APYTOro OTBETCTBEHHOTO MCIIOIHHUTEIIS.

1.8. Bce paboTHuKM, B 00S3aHHOCTH KOTOPEIX BMEHEHO BeleHWe TabeNbHOro y4era, B
00s13aTeIFHOM MOPSIIKE 3HAKOMSITCS ¢ HACTOSIIUM ITomoKeHHEM.

2. IIpaBuaa 3ano/iHeHHs Tabes.

2.1. Tabenp y4era pabouero BpeMeHHU BEAETCS B DJIEKTPOHHOM U OyMa)KHOM BapHaHTe.
2.2. Jlanee tabens B dpopmare Excel paceuatsiBatoT Ha O6ymare. Iloamucannsiil Tabenb
niepenaeTcs B OyXraiaTepuro Ha XpaHeHHe.

2.3. Tabenp comepXUT BHU3Y 3aBEAYIOIIEro: HauMeHoBaHHe momkHocTH, @.M.0O.,
MOANNCE, NATy TOITHCAHMS.

2.4. K comepxanuto Tabens npeabIBIISIOTCS CIEIYOIINe TpeOOBaHMUS

- JlaHHBIe O pabOTHHKax BHOCSTCS B Tabellb B CTPOTOM COOTBETCTBHH C HCIIOJHEHHEM
mratHoro pacnucannsg MJIOVY;

- CIMCOK pPabOTHHUKOB COCTaBIISIETCS B alI(aBUTHOM TOpsaKe (10 IMEPBEIM OyKBaM
bamunun).

2.5. Tabenp no ¢popme Ne T-12 cocTaBnsgeTcss B OMHOM SK3EMILIIPE YITOTHOMOYEHHBIM
Ha 3TO JIULIOM, [TOAIHUCEIBAETCS 3aBEAYIOLIUM U IepefaceTcs B OyXTalTepHro.

2.6. Jlna oTpakeHUS €KEAHEBHBIX 3aTpaT pabouero BpeMEHH 3a MecsI] Ha KaXIOTo
paboTHHKa B Taberne orBeneHo: (rpadsl 4, 6) — IBe CTPOKH W COOTBETCTBYIOIIIEE YHCIIO
rpad (15 u 16).

2.7. B dopme Ne T-12 (B rpadax 4, 6) BepxHIS CTpPOKa IMPUMEHSAETCSA IS OTMETKH
YCIIOBHBIX 0003HaueHUN (KOAOB) 3aTpaT pabodero BpeMeHW, a HWDKHSIS — U 3aIlUCH
IIPOJOJDKUTENBHOCTH  OTpabOTaHHOIO WM HeoTpaboTaHHOrOo BpeMeHH (B dacax,
MUHYTaxX) [0 COOTBETCTBYIOIIMM KOJAaM 3aTpaT pabodero BpEeMEHH Ha KaXIyro Iary.
[Ipn HeoOXOAWMOCTH AOIyCKaeTCs yBeNWdeHHe KOJIMdecTBa rpad Uil MPOCTaBICHI
JOTIOTHUTENIBHBIX PEKBHU3UTOB 10 PEXKUMY pabouero BpeMeHH.

2.8. Ilpu 3amomuenuu rpad 5 u 7 tabens mo dopme Ne T-12 B BepxHUX CTpOKax
IIPOCTABIISIETCS. KOJIMYECTBO OTPaOOTAaHHBIX IHEH, a B HIDKHUX — KOJHYECTBO YaCOB,
OTpabOTaHHBIX KKIBIM PAOOTHHUKOM 32 YUETHEIN TIEPHO]T.

2.9. 3arparsl pabouero BpPEMEHH YUUTHIBAIOTCS B Tabejle METOAOM CILIOIIHOM
PEeTHCTpaIliy SIBOK W HESIBOK Ha paboTy WM IyTeM PETUCTPalUdd TOJIBKO OTKIOHEHUN
(HesIBOK, omo3anuii u T. 1.). [Ipy oTpakeHUH HESBOK Ha paboTy, ydeT KOTOPEIX BEAETCS
B AHSX (OTIYCK, THU BPEMEHHOH HETPyHOCIOCOOHOCTH, CIy'keOHble KOMaHAUPOBKH T.
I.), B TabeJie B HIDKHEH CTpOKe B rpadax MpoCTaBIISIOTCS KOJIBI YCIOBHBIX 0003HAUEHUH,
IIpH 3TOM rpadbl B BepXHEH CTPOKE OCTAIOTCS ITy CTHIMU.



2.10. 3amonmHeHHSBIH Tabens W Ipyrue JIOKYMEHTBI, 0(OPMIIEHHEIE COOTBETCTBYIOIIIMH
TIOMIIHCAMH, B yCTAaHOBJCHHBIE CPOKM CHAIOTCS B OyXTaiTepHr0 IS [POBEICHHS
pacteToB Mo cooTBeTCTBYrOMMM rpadam "Cymma". ITocie yTBepxkaeHus 3aBEIYIOITHM
2.11. MZIOV ta6eib HCIIOMB3YeTCs IS COCTABICHHS PacYeTHO-IUIATEKHOM BEJOMOCTH.
2.12. Tlpu oGHapyKeHHH JMIIOM, OTBETCTBEHHBIM 33 COCTABJICHHE M IIpEICTAaBIICHHE
Tabens (b. T-12), dakra HEmOIHOTEI IPENICTaBICHHBIX CBENCHUH 00 yueTe pabodero
BPEMEHH (IIPeACTaBIEHHEe pabOTHHKOM JIMCTKA HETPYAOCIIOCOOHOCTH, —IpHKa3a
(pacropsKeHHUsT) 0 HalpaBIeHUH paGoOTHHUKA B KOMaHUPOBKY, MIPHKa3a (PaclopsuKeHus)
O IPENIOCTABIICHUY OTIYCKa PabOTHWKY M T.J., B TOM YHCIE B CBS3H C IO3IHEM
IPENICTaBICHUEM IOKYMEHTOB), & TAKXKE BBLIBICHHBIX OIMHOOK, JTHI0, OTBETCTBEHHOE 3a
cocranenue Tabemst (¢. T-12), 06s3aHO ydUecTs HEOOXOMUMbBIE WM3MEHEHHS WU
MPEACTABUTE KOPpeKTHPytomui Tabeins (¢. T-12), cocTaBneHHsIH ¢ yueToM n3MeHeHH i
B IIOpAZIKE X CPOKH, NPEy CMOTPEHHBIE JOKyMEHTOOGOPOTOM YUPEIK ICHHS.

2.13. Ilpu mpencrasnennu TaGens (b. T-12) c BHeceHHBIMH B Hero A3MEHEHUSIMH,
YKa3bIBaeTCs 3HAYEHUE KKOPPEKTHPYIOIIHID.

2.14. [lamHble KOppeKTHpyomero Tabems (b. T-12) cmyxar ocHOBaHweM s
fepepacyera 3apaboTHOM IIATHI 38 KaleHIapHbIe MECSIIE, IPEAIIECTBYIOLINE TEKYIIEMY

MECALy HauYHCIICHUs 3apabOTHOM ILIATEL.
2.15. Tabenp 3amonuseTCs 3a HEPHO, 3a KOTOPBIX IIPESlyCMOTPEHa BBITLIATA 3apaboTHOM
IJIaTHL.

2.16. Ileprombl 3aIIONHEHNS U CPOKH TIPEACTABIECHUS B 6yxrantepuro Tabens (¢. T-12)
OTIPENETIAI0TCS IPapUKOM JOKyMEHTO0G0pOTA.

2.16. [lanmble o 3aTparax pabo4ero BpeMeHH, BHOCHMbIE B 3JIEKTPOHHYIO 0a3y, HOJDKHBI
COOTBETCTBOBATh JaHHEIM Tabenet.

2.17. B Tabene He pa3pelaloTcs HUKAKHE HCIIPaBIICHUS U NOIIOTHUTENIbHEIE [IOMETKH.
2.18. Ilpu sanmonmenun Tabems (¢p. T-12) IPUMEHSIOTCS  CIIELYIOIINE YCIOBHEIE
0003HaYCHUS:

HammeHOBaHwe mokasaTess Kox
OyKBEHHBIA | 1H(POBOH

IIponomkuTenHOCTE paboTH B THEBHOE BpEMsI q 01
IIponomxuTensHOCTS paGOTEL B HOUHOE BpeMst H 02
[TpomomKUTENPHOCTE PAGOTHI B BEIXOIHEIE U Hepaboune mpa3IHUYHEIE PB 03
ITHU

IIponomKHTENBHOCTE CBEpXYPOUHOI PaGoThI C 04
[pomomKATENBHOCTE PAGOTHI BAXTOBEIM METOJIOM BM 05
CiryxebHast KOMaHIHPOBKa K 06
lloBbInIeHYE KBATH(HKALMY C OTPEIBOM OT PaGOTEI ITIK 07
IoBblmenne KBaTHQHKALNK ¢ OTPEIBOM OT PAGOTHI B Ipyrou M 08
MECTHOCTH

E>xeronuerit 0CHOBHOM OIIIaUMBaEMEH OTITYCK @) 09
ExeroaHslit JOIOIHUTETHHBIH OIMIaYHBAEMbIiH OTILyCK on 10




JIOIIOTTHUTENBHBIHM OTITYCK B CBSI3HU ¢ 00YHIEHUEM C COXPaHCHHEM Y 11
cpenHero 3apaboTka pabOTHHKAM, COBMEIMAIOITIM paboTy ¢ 00ydeHneM

CoxparnenHas mpoIo/DKHTEIEHOCT pabodero BpeMeHu It VB 12
ofyuaromuxcst 6€3 OTpbIBa OT MPOU3BOACTBA ¢ YACTHUHBIM

COXpaHEHHEM 3apabOTHOH IIIaThl

JIOIIOTHUTENBHBIM OTITYCK B CBSI3H C 00y4YeHHEM 0e3 COXpaHEeHHS Y 13
3apaboTHOM MIaThl

Ortiryck mo 6epeMeHHOCTH U poxaM (OTITYCK B CBS3H C YCHIHOBJIIEHHEM P 14
HOBOPOXKJIEHHOTO peOeHKa)

Ortmyck mo yxomy 3a peOSHKOM JI0 JTOCTIIKESHHUS] UM BO3PACTa TPEX JIET OX 15
Ormmyck 6e3 coxpaHeHus 3apab0THOH IIIATH, TPEI0CTABICHHEIH J10 16
pabOTHUKY 110 pa3perneHnopadboToaaTes

Ortmyck 6e3 coxpaneHus 3apa00THOH JIaThI IIPH YCIOBHSIX, O3 17
[Ipely CMOTPEHHBIX IEHCTBYIOIUM 3aKOHOAATEIBCTBOM Poccuitckoi

Oenepanuu

BpemeHnHas HeTpynocnocoOHOCTE (KpOMe CITydacs, b 19
IIPEy CMOTPEHHBIX KOIOM «T») ¢ HazHadeHHeM ITOCOOus

3aKOHOJIATENbCTRY

BpemenHas HeTpynocnocoOHOCTE O€3 Ha3HAUEHHUs T 20
0COOHS B CIIydasx, IPeAyCMOTPEHHBIX 3aKOHOIATEIECTBOM

CokpalneHHas IPOJODKUTEIFHOCTE pab0dero BpeMEeHH MIPOTHR J4 2
HOPMAJIBHOH IIPOJOIKUTENEHOCTH paboyero IHS B CIydastX,

IIPEy CMOTPEHHBIX 3aKOHOIATETECTBOM

Bpems BBIHYKIEHHOTO IIPOCTOS B CITyYae MPU3HAHUS YBOJBEHEHHS, I1B 22
IIEpPEBOA Ha IpyTyio paboTy WIH OTCTPAHEHHUA OT paboThI

HE3aKOHHBIMH C BOCCTAHOBIICHUEM Ha IIpexKHEH padoTte

HeBrIxo1p1 Ha BpeMst HCTIOJIHEHMSI TOCY JAPCTBEHHBIX HUITH r 23
00ImecTBEHHBIX 003aHHOCTEH COTTIACHO 3aKOHOIATEBCTBY

IIporyisl (oTcyTcTBHE Ha pabouem mMecte 06€3 YBaKUTECIBHBIX IIPUYHH B I1P 24
TEYEHUE BPEMEHH,yCTaHOBICHHOTO 3aKOHOJATEITECTBOM)

[IponomKuTeNbHOCTE pabOThI B PEKUME HETIOTHOTO paboyuero BpeMeHH HC 25
10 HHUITHAaTHUBRE paboToNATENIS B CIyqasx, IPeIy CMOTPEHHBIX

3aKOHO/IaTeIbCTBOM

BrIxonuble 1HY (€:X€HENENbHEIN OTIYCK) U Hepaboure mpa3JHUIHbIe B 26
JTHH

JlomomHUTEIbHBIE BBIXOAHBIE JHU (OTLIaYUBAEMBIE) OB 27
JlononnHUTENbHBIE BBIXOAHEIE THHU (06€3 coxpaHeHust 3apaboTHOMH II1aThl) HB 28
3abacToBKa (TIpH YCIOBUAX U B TOPSIIKE, IPEIYCMOTPEHHBIM 3aKOHOM ) 3b 29
HesiBku 110 HEBBISICHEHHBIM IpUYHHAM (0 BBISICHEHUS 00CTOATEIHCTR) HH 30
Bpems mpocTos mo BUHE paboToaaTENs PII 31




Bpems mpoctos o npuurHaM, He 3aBUCSAINAM OT pab0TOAaTe s | HII 32
paboTHHKa

Bpewms npoctost o BuHE paboTHHKA BII 33
Orctpanenue ot paboTsI (HEMOMyIEeHHe K paboTe) COImIaToi HO 34
(mocobueM) B COOTBETCTBUH C 3aKOHOAATEIECTBOM

OrtcTpanenue ot paboTHI (HeIOMyIeHre K paboTe) 0 pUIHHAaM, Hb 35

IIPETy CMOTPEHHBIM 3aKOHOAATEIECTBOM, Oe3HAUHCIICHHS 3apaboTHOM
IJIaTH

Bpemsa nproctaHoBKE pabOTHI B CiTydae 3a8JIepiKKH BEIILIATE H3 36
3apabOTHOH IIIaThI
Hepabouwnit omagnBaeMbIit 1eHb HO/JL 37

*
MJIOY Bnpase camocToATenbHO NONONHATH NPUMEHSEMBbIE yCTOBHEE 0GO3HAYEHMA B PaMKaX (OPMUPOBAHKA CBOEil
YYETHOH IIOJIUTUKH.

3. Ilopspok ¢popmMupOBaHHS H MpeacTABICHHS TabeJIeH.

3.1. Exennesno (B paboume OHH) OTBETCTBEHHBIE JWIA COOMpAIOT JaHHEIE 00
HCII0JIb30BaHuH (0TpaboTke) pabodero BpeMenu paboraukamu MJIOV.

3.2. Ecnu ecTp oTcyTCTByMOIIMEe Ha pabodueM MeCTe - OTBETCTBEHHBIM 3a BENEHUE
Tabels BBIICHSIOT IIPUYUHEI OTCY TCTBUS PaOOTHHUKOB.

3.3. B mopsnake WCKIIOYEHMs OTACNIBHBIM COTPYIHHKaM, [0 3aSBIEHUIO COTPYAHUKA,
MOXET CMEIIaThCs BpeMs pabodero IHS.

3.4. OTBeTCTBEHHOE JHMIO ABa pa3a B MeCSIl COCTaBiseT Tabeib ydeTa pabodero
BpEMEHM Ha OyMa)XHOM HOCHTENE: OTHENBHO 3a IEPBYIO IOJOBHHY KAaJIECHIAPHOTO
MecsIa B OQHOM SK3EMIULIPEX OTAEIBHO HTOTOBEIN Tabeb yueTa pabodero BpeMeHH 34
BECh KAJIEHIAPHBIM MECSI] B OJHOM 3K3eMILISPE.

B cBsa3u ¢ orcyrctBHeM Oyxranmtepckoit cimyx6er B MJIOY, oTBETCTBEHHBIN 3a
BellcHME TabelbHOro yuéra, AellaeT KOIHUI0 JHOO IyONHKaT Kamoro Tabens ydéra
pabouero BpemeHu ans xpaHeHus B MJIOVY B mensix HCIOMB30BaHUS HHGOPMALIUH,
cozepkalenics B Tabemax yuéra pabodero BpeMeHH, NPH COCTABJIEHHUH OIEPATHBHOMN
MH(pOpPMAIIH U OTIETHOCTH.

3.5. Tabenp yuera pabodero BpeMeHH Ha OyMaKHOM HOCHTEIlE BMECTE C
IIpUJIaraéMbIMA JOKyMEHTaMM (IIPHKa3bl, JIACTHI HETPYIOCIIOCOOHOCTH M IIp.)
nepena€rcs COTPYIHUKOM, OTBETCTBEHHBIM 3a BeleHHe TaOeabHOTO ydeTa pabodero
BPEMEHU B OpPraHU3allUI0, OCYIIECTBISIONIYI0O BeOCHHWE OyXraJiTepcKOTO YYéTa
YUPEXIEHHs, BKIIIOYas HA4YUCIIEHHWE OIUIATHI TPyHa COTPYIHHWKAM, COTJIIACHO rpadHKy,
YTBEPKJIEHHOMY 3TOH OpraHu3aIieil B CleIyIoNIue CPOKH:

- 3a [IepBYIO IIOJOBHUHY MecCsIa - He Mo3Hee 15 uncia OTIeTHOTO Mecsa;

- 3a BeCh KaJICHAApHBIN MecsI] - He To3Hee 21 duciia 0TYeTHOTO MECSIIa;

3.6. PaboTHUK, OTBETCTBEHHBIN 3a BeleHHe TabenbHOTO yueTra pabouero BpeMeHH B
yUpeXIeHUH (OTBETCTBEHHOE JIMI[0), HECEeT OTBETCTBEHHOCTh 3a JIOCTOBEPHOCTH
CBEJICHUH, OTpaX€HHBIX B Tabeye ydeTa pabouero BpeMEeHH, W 32 CBOEBPEMEHHYIO
crady Taberns.

4. Cpoxu xpaHeHus TabeJis.

4.1. Cpok xpaHeHHUs Tabesst pabouero BpeMEeHH COCTaBIISIET 0 5 JIET B CBA3U C TEM, 4YTO



3TOT NOKYMEHT HCIIOIB3YeTCs Ul pacyera 3apIuiaTel, HO Tak Kak B Tabene ydera
pabogero Bpemenn pabotankoB MJIOY dukcupyroTes HaHHBIE IT0 pabouMM MECTaM C
BPCIHBIMHU U (WJIM) ONMACHEIMU YCIOBHSMHE TPYZa, TO OH XpaHuTcs 50/75 et u maxe B
ciyqae JsukBHmamud MJIOY He NOMNEXKUT YHUYTOKEHHIO, a IepefaeTcss B
CTICHANIN3UPOBaHHOE apxuBHOe yupexaeHue (IIpuka3 Pocapxusa ot 20.12.2019 Ne 236
«O6 yrBepkmenun IlepedHst THIIOBBIX YNPAaBNEHYECKHX ApXHBHBIX JOKyMEHTOB,
OOpasyIOIUXCs. B TpPOLECCe JeATENbHOCTH TOCY/APCTBEHHEIX OpIaHOB, OpraHoB
MECTHOIO CaMOYIPABIICHHUsS W OpraHW3alMi, C yKa3aHHeM CpPOKOB MX XpPaHEHUS»
(3apeructpuposano B Murrocte Poccuu 06.02.2020 Ne 57449).



