[Tpunoxenne Ne 1

K MIpUKa3y OI0IPKETHOTO
yupexpaeans  OMckoil 00iacTH
"KoMIeKkcHbIi LEHTP
COITMATIBHOTO o0ciryKUBaHUA
HaceleHus Kanaumackoro

paiiona" ot £8. OA. 074 Ne 773 =77

TTOPAJOK
PacCMOTpEHHS MUCEMEHHBIX U YCTHBIX OOpallleHuil rpak/iaH,
OpraHU3aIys JIMIHOTO IIpHeMa IpaxXaad B OF0KETHOM yUpeKICHUN
Omckoit obnactu "KoMIekCHBIHM HEHTP COIHMATBHOTO 00CITyKUBaHUS
Hacenenus KamaunHckoro paitona"

I. TTopsimox paccMOTpeHUs MUCbMEHHBIX OOpaIeHui rpaxaal

OcHoBaHMEM MJIS TpWeMa ¥ PETHCTPAaliA NHCBMEHHOTIO OOpalieHus
rpaXJaHWHA SBISIETCS JIMYHOE OOpalleHne TpaXKJaHWHA B YyUpeXIeHue 0o
MIOJy4YeHHEe OTIPABIEHHOrO IO TOYTe WX ITOCTYIHBIINM Ha CalT NHUCEMEHHOTO
oOpalleHus rpaXxIaHruHa.

I'paxxnaHvH MOXXET HampaBUTH OOpalieHWe B JJIECKTPOHHOM BHIIE B pasiele
"Ob6patHas cBs3p" Ha oQUIMATEHOM caiTe OromKeTHOro ydpexaeHus OMCKoi
obacty "KoMIIieKCHBIN IEHTp CONMaTbHOTO oOcTyxuBanus Kagagunckoro paiiona"
B ceTH uHTepHeT https://kcsonkalachinsk.ru/

I'paxtTaHvH B CBOEM NHCHMEHHOM OOpAaIleHWH B COOTBETCTBHHU CO CTaTbel 7
®enepanpHOro 3akoHa ot 2 Mas 2006 roma Ne 59-®3 "O mopsimke paccMOTpPEeHHS
obpamenuii rpaxaan Poccuiickoit @enepanuu" B 00s13aTEIHHOM IOPSAIKE YKA3HIBAET
100 HaVMEHOBaHWE YUPEKICHHS, B KOTOPOE HAIpaBsSeT MUCbMEHHOE OOpalleHue,
60 (aMUINIO, MM, OTYECTBO JOJDKHOCTHOTO JIHIA YUPEXKAECHHUSA, THOO JODKHOCTD
COOTBETCTBYIOIIErO JIHIIA, a TaKKe CBOU (PaMUIIHIO, UM, OTIECTBO (TIOCIenHee — MPU
HaJIM4MH), IIOYTOBBIM ajpec, MO KOTOPOMY IOJDKHEI OBITH HAIpaBIIEHBI OTBET,
YBEIOMIICHHE O IIepeajpecaliii OOpalleHus, H3IaraeT CyTh IPEII0KEHUs, 3asIBICHHUS
WM KaJI00BI, CTABUT JIMYHYIO MTOAIUCH U JaTy.

Peructpanysa OHCBMEHHOro oOpammeHusl TpaXIaHWHA B  YUIPEXKICHUH
OCYLIECTBIIIETCA  CIELMAIACTOM, OTBETCTBEHHBIM 3a COOJIOZCHHME IOpSAIKA
PacCMOTPEHHS TUCEMEHHBIX O0pallleHui rPak/IaH.

ITucemenHoe oOpamieHrMe TIpaXJaHWHA IPOYHUTHIBAETCS, MPOBEPAETCS HA
IpeAMET IMOBTOPHOCTH IHCBMEHHOIO OOpallleHWs B YYpEeXICHHE IO BOIPOCAM,
U3JI0OKCHHBIM B IHMCBMEHHOM oOpamieHud. KoHBepT oOT mucbMa TIpaxkmaHuHa
COXpaHsIeTCS W NMPHKIAALIBAeTCs K oOpameHmo. Ha mumeBoii ctopore mepsoro aucra
IHCbMEHHOIO OOpalieHus B IIPaBOM HIDKHEM YLy IIPOCTaBISETCS [JaTa ero
IIOCTYIUICHHUS ¥ PErMCTPAlMOHHEIN HOMED, COCTOSINMM U3 Ha9ambHOU (1IepBOii) GYKBEI
(aMuuy TpaxJaHWHA M IOPSIOKOBOIO HOMEpa B TedeHHE KaleHAApHOTO TOJa,
Hanpumep: "JI- 401",
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B ciiyuae MOBTOPHOTO MUCEMEHHOT0 00pAIeHrs OJJHOTO U TOI'O XK€ IPaXKIaHHHA
B TEKyIlleM TOoAy OOpalleHHI0 IPUCBaWBaeTCs NEPBOHAYAIBHEIM HOMED TEKYIIETO
rozaa, Hanpumep, " JI- 401 () 13r". Ecnu rpaxnanuH obpamancs paHee (B IPOLUIBIE
TOJIbl), TO OOpAIeHUIO NMPUCBAUBAETCS OUYEePEIHOM HOMEp TEKYILEero roja, HalpuMmep,
"II- 102"; "I — 102 (m) 13r", roe uamexc (1) 03HaYaeT MOBTOPHOE OOpaIieHue.

B yupexxnmeHnn perucTpanus MICbMEHHOTO OOpaIIeHHs OCYIIECTBIISIETCS ITyTeM
3ammcH Beex HaHHBIX B "JKypHan peructpanuu obpameHuii rpaxaas".

Peructpariys nucbMeHHOT0 OOpallieHusI OCYIIECTBISIETCS C YKa3aHHUEM:

- HOMED MO MOPAIKY;

- PEeTUCTPalOHHBIA HOMEDP O0palleHus;

- ®.1.0. 3agBuTens;

- TeMa O0pallleHHST;

- KpaTKoe coJiepKaHue oOpaIeHus;

- PE3OITIOTIHS;

- CpPOK HUCIIOTHEHUS;

- UCTIOJTHUTENE;

- pe3ynbTar.

Peructpamuss  oOpameHus, IDOCTYNUBIIET0O B YyupexnaeHue B dopme
3JIEKTPOHHOI'O JOKYMEHTA, OCYIIECTBISIETCS aHAJIOTUYHO MUCHMEHHOMY OOpaIeHHIO.

CrenmanmucT, OTBETCTBEHHEIH 3a pacCMOTPEHHE OOpaIleHu i TpakIaH:

1) 3amonHseT XKypHAI PETHCTPALK OOpaIleH i rpaKIaH;

2) ¢dopmupyer IHMYHOE HOENO TpaXKAaHWHA, KOTOPOE IPEACTaBIIET COOOM
COpOIIIOPOBaHHBIN M MOAIIUTEIN KOMIUIEKT JOKYMEHTOB I'PaXKIaHHIHA;

3) mepenaeT KOHTPOJBHOE NENI0 TpaXAaHWHA HCIIONHUTENO, B KOMIIETEHIIHIIO
KOTOPOI'0 BXOJUT PaCCMOTPEHUE IIOCTABICHHBIX B OOpaIleHNH BOIPOCOB.

HcrionHuTENB, B KOMIIETEHLIAIO KOTOPOT'O BXOJUT PACCMOTPEHHUE MTOCTABIEHHBIX
B 0OpaIeHnn BOIIPOCOB:

1) m3ydaer muckMeHHOe oOpallleHHe TpaXIaHWHA, B ClAydae HEOOXOIUMOCTH
paccMmaTpuBaeT oOpallleHHe C BBIE3IOM Ha MECTO WIH C yJ9acTHEM OOpaTHUBIIErOCs
IpaXJIaHUHA;

2) 3ampamMBaeT HEOOXOIWMMBIE UL PACCMOTPEHHS MMHUCHMEHHOTO OOpalleHus
IIOKyMEHTHI 1 MaTepHaTbI;

3) yBenoMisieT IpaKIaHWHA O Iepeajpecanyd IMHCbMEHHOTO OOpalleHus, B
CIy4ae, €CId pelleHrWe IIOCTaBICEHHBIX B OOpalleHWH BOIPOCOB HE BXOIUT B
KOMIIETEHITUIO YUPEKISHUS;

4) TOTOBHUT CIyXeOHYIO 3alHMCKy Ul PEIIeHHs BOIPOCa O MPOIJIEHHH CPOKa
paccMOTpeHus oOpaleHusl IpakKIaHuHa ¢ 000CHOBaHHEM HEOOXOIUMOCTH IPOIIEHHS
CpOKa H MPEJICTABIIAET €€ PYKOBOIUTEIIO yUpexXAeHUs (TIpr HEOOXOIUMOCTH );

5) TOTOBHT IpPOEKT NHCHBMEHHOTO OTBETA IO CYINECTBY IIOCTABJIEHHEIX B
o0palieHnH BOIIPOCOB;

6) mepefaeT KOHTPOIBHOE JIENI0 TPaKIaHUHA ¥ IPOEKT MHCHMEHHOIO OTBETa Ha
obpallleHre rpa’kIaHIHA IS IOAMUCAHNS Y PYKOBOIUTEIS YIPEKTCHHA.

TexcTt oTBera Ha oOpallleHHe TpaXIaHWHA JODKEH M3IIaraThcs YeTKO,
ITOCJICIOBATEILHO, HCYEPIBIBAIONIE [aBaTh IOSICHEHHS Ha BCE IIOCTABIEHHBIE B
obpamenny Bompockl. K oTBery Ha oOpallleHWe IPHIATaloTCs ITOIMHHUKA
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JIOKYMEHTOB, IMPHIOXKEHHBIE TPaXTaHWHOM K oOpamernuto. Eciu B oOpamieHun He
COJIEPXKHUTCS TPOCKOBI 00 MX BO3BpaTe, OHM OCTAIOTCS B KOHTPOJIBHOM Jele
rpaXJaHUHA.

ITocne moammcanuss oOTBeTa Ha oOOpalieHWe TpaXIaHWHA CHIEHHAIUCT
perucTpupyeT NHCBMEHHBIH OTBeT Ha oOpameHue rpaxaanuHa B 'XypHaie
perucTpanyi HUCXOIAIINX OTBETOB Ha oOpalleHus IpakJaH'", KOTOPBIM BKIIIOYAET B
cebs:

- HOMep IO MOPSAIKY;

-aTa ¥ HOMep UCXOIAIIEero JOKYMEHTa,

- KOMY HallpaBJICH OTBET;

- UTHUITUATABHOE ITHCEMO:

- Iepeaipecartus;

- pe3ybTaT UCIOTHEHUS (pa3bsiCHEHO, OTKa3aHo, Oe3 OTBETa aBTOPY)

- IpUMEYaHue.

B cootBercTBuEM Cc "acThio 3 ctathu 8 DenepasibHOrO 3aKOHA B Clydae €cliu
BOIIPOCHI, yKa3aHHBIE B OOpAaIlleHWH IIOJHOCTBIO HE OTHOCATCS K KOMIIETCHIIHH
YYpeXAeHHs, oOpalleHre TrpaXJaHHHa B TeUeHHWE 7 OHEHW C JaThl PEerHCTpaliy
IIEpEHAIPABIIeTC B TO Yy4YpeXIeHue (OpraHu3aiio), B KOMIIETCHIIMIO KOTOPOH
BXOJMT BBHINTOJIHEHNE (DYHKIMH WK 33724, YKa3aHHBIX B 0OpalieHuu ¢ 00s3aTeIbHBIM
YBEIOMIICHHEM TIpaXJaHWHA O IIepeHAIlpaBlIeHUH ero OoOpalleHus B JIPYroe
yupexJieHne (OpraHu3aIuio).

B cootBercTtBuM C dacThio 4 crathu 8 DenepalbHOTO 3aKOHA B CIydae eCiu
BOIIPOC, yKa3aHHBIM B OOpalleHUM HAaXOAWUTCS B KOMIIETEHIUH YUPEKICHUS WIH
JIpyroro rocyAapCTBEHHOI0 OpraHa (OpraHU3allii), KOMWs OOpalieHus] B TeueHue 7
IHEH C [aThl pErucTpalliii HalpaBlsSeTCs 110 KOMIETEHIMHM [JI1 BBISCHEHHUS
OOCTOSTENBCTB yKa3aHHBIX B OOpalleHHWH. 3asBUTETIO OTBET HE HAIpaBiseTcs. B
TeyeHue 15 nHel, Npu MONTy4eHHM OTBETa Ha 3alpoC YUYPEeXKIEHHSA, YKa3aHHas
uHpOpMaIus 0000ImaeTcss W 3aJBUTEIO HAIPABISIETCS CBONHBIA OTBET. B ciydae
OTCYTCTBMs OTBETA HA HAIll HAa 3allpOC 3asBUTEIIO HAIPaBJISETCS OTBET B Mpejenax
(GYHKITUH ¥ TOTHOMOYHM yIpEXKIeHU.

Cpok paccMoTpeHHs oOOpalleHus, MOCTYIHUBIIErO0 HEIOCPENCTBEHHO B aipec
yupexnenus, He Oonee 30 nmHel co OHS WX pETHCTpalvii. B HCKIIOYHMTEIBHBIX
Cily4asx, a TakKe B ClIydae HallpaBIeHHs 3aIllpoca B FOCYHapCTBEHHBIN OpraH, Oprax
MECTHOI'O0 CaMOYIpPaBIEHUS WIH [NOJDKHOCTHOMY IJIHAIY [UIL TPEIOCTaBICHHS
JOTIONIHUTEIBHBIX JTOKYMEHTOB M MATEPHATOB, HEOOXONUMBIX IS PacCMOTPEHHUS
oOpallieHus, pPyKOBOIHUTENb YYPEXKICHHWS MOXKET MNPOJINTh CPOK DPacCMOTPEHHS
obpamenus, HO He Ooxnee deM Ha 30 gHeit. ['paxnanuHy, HapaBUBIIEMy OOpaIleHHe,
BBICBLIAETCS YBEOMIICHUE O IIPOJICHUN CPOKA €r0 PAaCCMOTPEHUS.

B cinyyae ecnm B obOpalleHuM, HOCTYIMHUBINEM B YyUYPEXKIEHHE, HE YKa3aHEI
(Gamuus rpaxnaHuHa, HAIPaBUBIIEro OOpalleHne, U IIOYTOBBIA aqpec, IO KOTOPOMY
JOJDKEH OBITH OTIIPaBJIE€H OTBET, TO OTBET Ha oOpalneHue He NaéTcs, HO obpalleHue
HO/JIEXKHUT 00SA3aTENEHOMY paccMOTpeHU0. CIeNHaliCT pacCMaTpUBAET OGpaIleHue 1
II0 HWTOraM pPacCMOTPEHHs IIOATOTABIMBAET CIYy)XEOHYIO 3amuCKy Ha HMs
PYKOBOAMTENSI YIPEKIEHHS O CHATUM C KOHTPOJIA oOpalleHus rpaxKgaHuHa (B pej.
®enepanpHoro 3akoHa ot 02.07.2013r. Ne 182-D3)



5

OtBeTr Ha oOpameHue, ToOCTynuBIiIee B (OpMe BIEKTPOHHOIO TOKYMEHTA,
HaIlpaBJISIeTCS 110 afgpecy SJIEKTPOHHOM MOYTHI, YKa3aHHOMY B OOpalieHuu, WIH B
IIACEMEHHOM opMe 110 IOYTOBOMY afipecy, YKa3aHHOMY B OOpallleHHH.

JIOKyMeHTEI, CBs3aHHBIE C PAacCMOTpPEHHEM OOpallleHuid TpaXaaH, a TaKxe
OTBETHI Ha OOpallleHus rpakiaH, cruucaHuble B "Jlemo" pyKoBOAMTEIEM yUPEKICHNUS,
HAIIPABILAIOTCS CIIELAATIUCTY A 0GOPMIICHHS TOKyMEHTOB B TEKYIIHHA apXHB.

II. ITopsiiox pacCMOTPEHUS YCTHBIX OOpaIlleHH rpaKaaH

OcHoBaHueM Ui IpHeMa U PETHCTPAlldd YCTHOTO OOpallieHus IpakIaHHHa
SIBIIETCS JIMYHOE OOpallleHue IpaXJaHWHA B YUpEXKAEeHHUE, JTU00 3BOHOK 10 TeIe(OHY.

Perucrpanusa ycTHoro oOpamieHHWs TpaxKIaHHHA B YUPEKIECHHH TaKKe
OCYIIECTBIIIETCS CIIELMAIMCTOM, OTBETCTBEHHBIM 3a pacCMOTPEeHHE OOpalleHuit
rpakmaH.

CrenmanucT, OTBETCTBEHHEIHN 32 PACCMOTPEHHE OOpaIeHUH MpaXKJaH:

1) mEbOpPMUpYET rpakJaHWHA IT0 HHTEPECYIOIIEMY €r0 BOIIPOCY, €CIH IJII €ro
pelleHus He TpeOyeTcs IPUBIEISHUE UHBIX CIEIUAINCTOB YIPEKICHNUS;

2) IpHBIEKaeT K PacCMOTPEHHIO YCTHOrO OOpalleHHs TpakJaHWHA WHBIX
CHEIUAINCTOB YUYPEKIEHHUSA, €CIIM pEIICHHE IIOCTaBICHHBEIX B YCTHOM oOOpalleHun
BOIIPOCOB, BXOJIUT B MX KOMIIETEHIIHIO;

3) coobmaeT HauMeHOBaHMe, agpec, Telle(GOHHEIM HOMEP IOCYAApCTBEHHOIO
OpraHa WJIM OpraHa MECTHOIrO caMoylpaBieHHs OMCKOH 00JIacTH, €ClId pelleHHe
IIOCTABIIEHHEIX B YCTHOM OOpalleHHM BOIIPOCOB, HE BXOAUT B KOMIIETEHIIMIO
YUPEXKICHHS,

4) npennmaraeT TpakIaHUHY OOPaTUTHECS C MHUCHMEHHBIM OOpAIEHHEM, €CITH
pEIIeHUE ITOCTABJICHHBIX B YCTHOM OOpaIlleHWH BOIIPOCOB, BXOJWT B KOMIIETEHIIHIO
HECKOJIPKUX CIEIUAIUCTOB YYpEeXJeHusA, Tu00 Ui OTBETa Ha YCTHOe obpalieHue
TpebyeTcs JONOTHUTETbHAS HHPOPMALIHS;

5) BHOCHT 3aKCh 00 yCTHOM obpaleHun rpaxaanuna B "YKypran perucrpamyu
IIpHeMa I'paXkKaaH", KOTOPBIA BKIIOYAET B ceOs:

- HOMep IO MOPSAIKY;

- nata oOpallleHus;

- ®.1.0. rpaxxnanuna;

- BOIIPOC, IIOCTABJIEHHBIH B 00paIlleHNM;

- pe3yIbTaT pacCCMOTPEHHUSI O0OpaIleHuUs.

III. Opranusanys TMIHOTO TpHEMa rPaXaal

B nensx opranmsaiyy IMIHOTO IpreMa IpaXkIaH Ha J0JDKHOM YPOBHE
He0OX0MMO e CTBOBATH IO CIIEAYIOIEMY aITOPUTMY:

1) ocymecTBneHde NpeIBAapUTEIBHONM 3amWcH Ha JIAYHEIH  IIPHEM.
IIpenBapuTensHas 3aMuCh TPaXkJaH Ha JMYHBIA IPHEM MOXET OCYIIECTBISTHCS IIPH
JAIHOM OOpalleHuM TIpaXAaH, C I[OMOIIBI0 CPEACTB TelehOHHOH CBS3H MU
3JIEKTPOHHOH 1O4THL. [Ipy NpenBapUTeNbHON 3aNKCH HA JIAYHBIA IPUEM IPAKIAHHH
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coo011aeT cBOM (haMUIIHIO, UM, OTIECTBO aAPEC MECTO JKUTEIHCTBA, CYyTh 0OPAILEHHS.
IIpenBapuTenpHas 3aIKCh OCYIIECTBIIETCS ITyTeM BHeceHus uHbopMarwu B "XXypuan
3aIIMCH I'PaXkK[aH Ha JTUYHEIN npueM";

2) odopmieHHe CIHCKa TIpaXkIaH, 3aMHCABIINXCS Ha JIMYHBIA IIPHEM C
yKa3aHUEeM:

- haMuIuIO, MM, OTYECTBO (IPH HAJIMYHH IIOCIIEIHETO);

- aJipec MPOKUBaHUS (PETUCTPAIIUK);

- KOHTaKTHBIN TenedoH;

- JIBIOTHYIO KaTE€TOPHIO;

- 9YeTKO C(OPMYIHPOBaHHBIH BONPOC, KOTOPHIA OYyIeT 00CYXIaThcd B XOIE
JUYHOrO IIpHeMa, C IEIbI0 NMPeABAapUTEILHON IPOopaboTKH BOIPOCa CIIEIMATMCTAMH.

3) mpurnameHue IpaXJaHHHA HA JUYHEIA IPHEM OCYIIECTBIIETCS He IO3MHee,
9eM 3a | OeHb 10 JaThl NPOBENEHMS JIMYHOTO MpUEMa C YKa3aHHeM TOYHOTO
MECTOHAaXOXJeHUA 3maHus (ampeca) HoMepa KabuHeTa, B KOTOPOM Oymer
IIPOBOJIUTECS JINIHBIN IIPHEM, JAaThl ¥ BPEMEHU €ro IIPOBEICHH.

4) ns OCyIIeCTBICHWS KOHTPOIs WCIOJNHEHHsS IIOPYydYEeHWH NaHHBIX B XOJE
IIpHE€Ma TIpaXk[aH CHCIHATKCTOM YYPEXIeHHS O(OpMIISeTCS KapTOdYKa JIMYHOIO
IpueMa:

- IaTa IpueMa;

- amMuIHs, EMS, OTYECTBO JIUIA, BEAYLIEr0 IPHEM;

- baMuIIusL, ©Ms1, OTYECTBO JIUIA IPaXKIaHUHA;

- anpec (C yKasaHMEeM HHAEKca), KOHTAKTHEIHA TenedoH;

- MECTO paboTEHI;

- TOJDKHOCTb; JIBTOTHASI KATETOPHS;

- KpaTKoe cozepkaHue oOpaIieHus

IIpreM rpaxiad Mo JHYHBIM BOIIPOCAM OCYIIECTBIAETCS PYKOBOZHUTENIEM (Ha
IIEPHUOJ OTITyCKa JIUI[OM €r0 3aMEeINAarOIM) He MeHee 2-X pa3 B MeCsI] B COOTBETCTBUU
C TIpadHKOM JIMYHOTO @pHEeMa TIPAXKAAH, YTBEPKIEHHBIM DPYKOBOIUTEIISIMH
YUpEeXISHUM

KOHTpOJIb IONTHOTO ¥ CBOEBPEMEHHOIO PACCMOTPEHHS OOpalleHHil rpaxKiaH B
YIPEXICHUH OCYIICCTBISIETCA DPYKOBOOUTENEM VUPEXKIEHHS H CIEIHUAIHCTOM
OTBETCTBEHHBIM 3a COOJIIO/IEHUE MOPAIKA PACCMOTPEHHS 00paIeH i IpaK/IaH.

PykoBomurenu ydpexieHuil M CHElMANNCTHl, OTBETCTBEHHBIE 33 COOJIONCHHE
IOpAKa pPACCMOTPEHHs OOpallleHW# TpakKgad B COOTBETCTBHHM CO CTAThel
15 ®epepanbHOro 3akoHa HeCYT aIMHHHCTPATHBHYIO OTBETCTBEHHOCTH B BHIE
mrpaga B pasMepe OT IIATH THICSY [0 JECATH THICSY py6Iieli 3a HecoGmoneHne CPOKOB
1 IIOCJIENIOBATENFHOCTH ACHCTBUH 110 PACCMOTPEHHIO OOpAIEHHH B YUPEKICHUIX.

Ilpumeyanne: Tlopsmok paccMOTpeHHs: obpalmeHmii rpaxmad B BY "KIICOH
Kanauunckoro paiioHa" OCyIIECTBISETCS B COOTBETCTBHM C DenepalbHBIM 3aKOHOM
or 02.05.2006r. Ne 59-®3 " O mopsake paccMOTpeHHS oOpalieHuit rpaxaaH
Poccuiickoit @enepannu" u OpyruM  3aKOHOLATENHCTBOM, IEHUCTBYIOIMUM B P®,
HOPMaTHBHO-IIPaBOBBIMH ~ akTaMH OMCKOW 061acTM H  JOKATbHBIMH aKTAMH
MunncrepcTsa Tpyna i conuansHOro pasputust OMCKoM 06IacTH.



