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MMOJIOXXEHME

00 3JIEKTPOHHOM J0KYMEHTO0000pOTe
MynununansHoe 010 KeTHOE 0011e00pa3oBaTeIbHOE YUpEKACHHE
«Cranunonno-Pedpuxunckas COLL»

1. O01mue moI0KeHus

1.1. TTonoxxenne 00 3MEKTPOHHOM JOKYMEHTOOOOPOTE pa3padoTaHO B COOTBETCTBUU C

TpedoBanusIME DeepanibHoro 3akoHa ot 29.12.2012 Ne 273-d3 «O06 oOpa3oBanuu B Poccuiickoit
Oenepanyny, OenepanpHoro 3akona ot 27.07.2006 Ne 149-D3 «O6 nnbopMmaiuu, nHHOPMAITHOHHBIX
TEXHOJIOTHSIX U 3amuTe nHpopmanuny, GenepanbHoro 3akoHa ot 27.06.2007 Ne 152-D3 «O nepcoHaIbHBIX
JaHHBIX.

1.2. TTonoxxenne 06 3MEKTPOHHOM JOKyMeHTooOopoTe (najnee- [lonoxenne) ycTaHaBIMBaeT eIUHBIC
TpeOOBaHMs K OpraHu3ayy paboThl ¢ JOKyMEHTaMH, [TOJYy4aeMbIMU U OTIIPABIISIEMBIMU C TIOMOIIBIO
AIEKTPOHHOM MOYTHL.

1.3. JIns ueneit nHactosero [lonoxeHus: ycTaHaBINBAIOTCA CIEAYIONIME TEPMHUHBI U OTIPEACTICHUS

OnexrponHas nmoura (311) — cucTema, TO3BOMISIONIAS TOTBE30BATENSIM OTIIPABIIATH COOOIIEHISI Yepe3 MOIEM
WA CETEBOE COCTUHEHHE C OHOTO KOMIIBIOTEpA Ha JPYTOi.

JokymeHTHpOBaHHas HHpOpMAIUS (JOKYMEHT) — 3a()MKCUPOBAHHAS HA MaTEPUAILHOM HOCHTENe HH(pOopMaIus
C PEKBU3UTAMH, TTO3BOJISIOIIUMHE €€ HICHTUPHUIINPOBATb.

DneKTpoHHbBIH TokyMeHT0000poT (DJ]0) — opraHU3alMOHHO U MPOrPAMMHO — TEXHUYECKU YIOPSIOUCHHAS
nH(pOpPMAIMOHHAs CHCTEMa, 00ecIIeYrBaroInas npoiecc ooMeHa, coopa, 00pabOTKH, HAKOIUICHUS U XPaHEHUS
WHQOPMAIUH TOCPEICTBOM AIIEKTPOHHBIX JIOKYMEHTOB.

OneKkTpoHHBIN ToKyMeHT (/1) — TOKyMEHT, CO31aHHbIM IPY OMOLIM AJIEKTPOHHBIX alllapaTHO — TEXHUYECKUX
Y TIPOTPAMMHBIX CPEJICTB, GUKCHUPYEMBIH B IUPPOBOM KoJie B (hopMe WACHTHPHUITUPYEMOTO TIO
COZIepIKaTeNIbHOM YacTH MIMEHOBAHHOTO (haiisia, JOCTYHBIH /IS OCeNyonel 00padOTKH, HCIOIB30BaHUS,
BOCHPOU3BE/ICHHs (OTOOPAKEHHMS1) U BU3yaJIbHOT'O BOCIIPUATHS, @ TAKXKe /IS epeJadd U MOJTyIeHHUS 110
TEJIEKOMMYHHMKALMOHHBIM KaHanaM CBs3H. [lakeT aeKTpOHHBIX JOKYMEHTOB (TakeT) — oArH uin 6onee D/1.

OnekrporHoe coodmierue (DC) — JOTHIECKH IEIOCTHAS COBOKYITHOCTE JAHHBIX, UIMEIOIINX CMBICIT IS
Y4aCTHUKOB HH()OPMAIIMOHHOTO B3aUMO/ICHCTBHS, 3aKOAMPOBAHHAS CITIOCOOOM, MTO3BOJISIONIUM 00ECIICUUTh e
o6pa60TKy cpeacreaMmu BBIYHCIINTETLHON TEXHUKHU, IEpCIavy 11O TEJICKOMMYHUKAIIMOHHBIM KaHajlaM CBA3H U
XpaHEHUE Ha MAIIMHOYNTACMBIX HOCUTEISIX HHPOPMAIIMOHHBIM KaHAJIaM CBSI3H U XpaHEHUE Ha
MAaIIMHOYATAEMBIX HOCUTEISX HH(POPMAITUH.

YuactHuk — pabotanku u ammMuaucTparmst MbOY «CranmmonHo-Pedpuxunackas COLLy , yaacTByrormiue B
AJIEKTPOHHOM JIOKYMEHT0000pOTE.

OTtnpaBuTenb MEKTPOHHOTO JOKyMEHTa (OTIPaBUTENb) — pa0OTHUK MM agMuHUCTpanus MBOY
«Crannuonno-Pedpuxunckas COLL», koTopoe HanpapiseT AEeKTPOHHBINA JOKYMEHT.

TTomygaTens 37IEKTPOHHOTO JOKYMEHTa (TToJTydaTels) — paboTHUK wiu amMuHaucTparist MbOY «CTaHITmoHHO-
Pe6puxunckas COILl», KoTopoMy OTIPABJICH ICKTPOHHBIN TOKYMEHT.

ﬂOCTaBKa QJICKTPOHHOTI'O IOKYMCHTA (,I[OCTaBKa) - (1)I/I3I/I‘I€CKI/1ﬁ mponece NepeMEUICHUA 3JICKTPOHHOTO
JOKYMCHTA OT OTHPABUTCIIA K IMOJTYyYaTCIIIO.
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1.4. B nacrosmiem Ilonoxxennu B kadecTBe D/ paccMarpuBaroTCs 3JIEKTPOHHBIC CITYKEOHO —
WHPOPMAITUOHHBIE JOKYMCHTHI.

1.5. TTonoxxeHne pacpoCTpaHSACTCs Ha OPTaHU3AINI0 PA0OTHI C JOKYMEHTAMU, TIEPEIaBaCMbIMH U
MOJTyYaeMBIMH C TIOMOIIBIO 3JIEKTPOHHON TTOYTHI, BKITIOYAs UX MOATOTOBKY, PETUCTPAIINIO, YIET, OTIPAaBKY U
MOJTydeHHeE.

1.6. TpeGoBanwus1, ycranaBiuBaeMsl [lonoxerrneM, 00s3aTeNIbHBI U BCeX paOOTHUKOB IITKOIIBI.

1.7. OTBETCTBEHHOCTH 32 OPTaHU3AIMIO U COCTOSTHHE TOKYMEHTALMOHHOTO 00eCeueHHs IOCPEICTBOM
anekTpoHHOM ouTel B MBOY «Crannmonno-Pebpuxunckas COIl» BozmaraeTcs Ha OTBETCTBEHHEBIC JIUIIA U
pPabOTHHKOB:

e MoOAJepKKa B paOOTOCHOCOOHOM COCTOSIHUM TEXHUYECKOTO M MMPOTPAMMHOTO 00eCIIeYeHUsI, OTBEYAIOLIETO
3a ()yHKIMOHUPOBAHUE 3JIEKTPOHHON IOYTHL;

e TpueM, KOHTPOJIb YATAEMOCTH U JOCTOBEPHOCTH, pacredyarka eciu HET IPYTHX BO3MOXHOCTEH
03HAKOMJICHHSI C 3JIEKTPOHHBIM BAPHAHTOM TEKCTA), YUET U paclpeeseHNs IOCTYIAOUINX JOKYMEHTOB;

e IIOArOTOBKA U OTIpaBKa HH(POPMALUH B aipec OPraHU3aLuy, IPUCIaBLIeH JOKYMEHT, O aTe IPUEMKHU
JIOKYMEHTAa U JjaTe JOBEACHHS 0 JOLKHOCTHOTO JInla (1epeadr B AeJI0NPOU3BOCTBO);

e Mepeaya JOKyYMEHTOB Ha PaCCMOTPEHUE PYKOBOIUTEINIO (B IEIONPOU3BOICTBO);

e  y4eT M perucrpamus ornpapisieMbix 3 [LIkoibl JOKyMEHTOB, MpOBEpKa MPaBUIBHOCTH UX OOPMIICHHUS 1
OpraHu3alys uX OTHPaBKY;

¢  KOHTPOIb MONy4eHUs1 HHQOpMAIIHHU aJIpecaToM, OpraHU3alus B ciydae HEOOXOJMMOCTH, TIOBTOPHO
OTIPaBKU JOKYMEHTA;

e  OIEpPaTHBHOE PELICHUE BOINPOCOB IO PadOTE 3JIEKTPOHHOM MTOYTHI.

2. YciaoBus 10mycKa Y4acTHMKA K ocymecTBjieHuro /10

2.1. YyacTHHK JOITyCKaeTcs K OCYIIECTBICHUIO TOKYyMEHTOO00POTAa ITOCIIE BHITIOTHEHHUS BCEH COBOKYITHOCTH
CIEAYIOIINX AEHCTBUIM:

2.1.1. YcTaHOBKHM HEOOXOJUMBIX ammapaTHBIX CPEACTB, IPOrPaAaMMHOI0 M HH(POPMALIMOHHOTO 00€CIICUeHHS.
2.1.2. Opranu3anys syKa dJI€KTPOHHON MOYTHI ITOJIy4aTes.

2.1.3. CornacoBanusi MeXay Y4YacCTHUKAMH MEPEYHS TOKYMEHTOB ME€PeIaBaeMbIX 110 TeIEKOMMYHHUKAIIHOHHBIM
KaHaJIaM CBSI3H B DJICKTPOHHOM BHJIE.

3. Opranusanusi 3JeKTPOHHOT0 TOKYMEHT0000poTa
3.1. ITopsiiok OpraHu3aIuy ICKTPOHHOTO JJOKYMEHTO000pOTa!
3.1.1. DneKTpOHHBII JOKYMEHTOOOOPOT BKIIOYAET B ceOsl:

e (opMupoBaHHE IEKTPOHHOTO JIOKYMEHTA;

e  OTIPABKY U JOCTABKY 3JIEKTPOHHOT'O JJOKYMEHTA,

e  IIPOBEPKY EKTPOHHOTO JOKYMEHTA;

e IIOATBEP)KIAEHUE NOJYUEHUS IEKTPOHHOIO JOKYMEHTA;

e  y4eT JIEKTPOHHBIX JOKYMEHTOB;

e XpaHEHHS NEKTPOHHBIX JTOKYMEHTOB (BEIE€HHE apXHUBOB JIEKTPOHHBIX TOKYMEHTOB).

3.1.2. ®opmupoBaHUE MIEKTPOHHOTO TOKYMEHTA OCYIIECTBIIACTCS B CICAYIOMIEM MTOPSIIKE:

¢ (QopMupoBaHHE JEKTPOHHOTO IOKYMEHTa B BUJE HMEHOBAHHOTO (haiina;
e moanucanue chOPMUPOBAHHOTO JEKTPOHHOTO JIOKYMEHTA B BHJIE UMEHHOTO (haiina.

3.1.3. ChopmupoBaHHBIH SMEKTPOHHBIN JOKYMEHT UMEET IOPHINUYECKYIO CHITY M BIIeUeT MPeayCMOTPEHHbIE
JUISL TAHHOTO TOKYMEHTA IIPaBOBBIE TIOCIIEACTBHUS B CIIydae €ro HaIexkamiero opopmMieHns: B COOTBETCTBHH C
HacTtosamuM [lonoxxeHnem.

3.1.4. C uenbio yMeHbIICHUs] 00BEMOB IepeaaBaeMoil HHpoOpMaIy Ipy TPAHCIIOPTUPOBKE 3JEKTPOHHBIX



JAOKYMCHTOB MOT'YT UCIIOJIB30BATHCS CIICHHUAJIBHBIC aJITOPUTMBI CKAaTUA I/IH(l)OpMaLII/II/I.

3.1.5. Bce ropuaudeckue aeicTBus, 0hOpMIIsIeMbIE IOCPEACTBOM 3JICKTPOHHBIX JOKYMEHTOB B COOTBETCTBHUH C
HacTosmM [lookeHneM, MPU3HAIOTCS COBEPIICHHBIMU B MUCbMEHHOU (hOpME U HE MOTYT OBITh OCTIOPCHBI
TOJIbKO Ha TOM OCHOBAHMH, YTO OHHU COBEPIICHHBI B AJIEKTPOHHOM BHUJIE.

3.1.6. Iloce nomy4eHus MEKTPOHHOTO JOKYMEHTA [0ydaTesb 0053aH HAllPaBUTh OTIPABUTEIIO TAKOTO
JOKYMEHTA IOATBEPKACHHUE O IOIYYEHHH JIEKTPOHHOIO JOKYMEHTA.

4. Opranuzaunus padoTsl ¢ NOCTyNAaOIIel KoppecnoH eHIH el
4.1. CiocoObI JOCTaBKU KOPPECIIOHICHIIUHN:
4.1.1. locTaBka KOPPECTIOHACHIIMHN OCYIIECTBIACTCA IO JICKTPOHHOU MOUTE.
4.2. [Ipuem u 00pabOTKa KOPPECTIOHICHIINH:

4.2.1. KoppecnoHaeHus, MOCTymalomias 1Mo 3JIeKTpOHHOH mouTte oT paboTHrKoB B MBOY «CTaHImoHHO-
Pebpuxunckas COLI», npoxoauT yepe3 aHTUBUPYCHYIO MPOBEPKY, paclieyaThIBacTCs (€CIIU HET IPYTUX
BO3MOXXHOCTEH O3HAKOMJICHUS C DJICKTPOHHBIM BAPUAHTOM TEKCTa), IPOXOIUT MEPBUUHYIO 00paboTKY,
pacrmpenencHue, perucTpanuio.

4.2.2. B mporiecce nepBoHavaIbHONH 00pabOTKH MOCTYMAMOIIEH KOPPECIIOHICHITMH BCE TOKYMEHTHI
IIPOBCPAIOTCA Ha HAJIMYNUEC BUPYCOB, IPOBEPACTCA UX YUTAEMOCTDb U IOJHOTA.

4.2.3. D1eKTpOHHOE COOOIIEHNE CUUTAETCS MOCTYIUBIINM TOCTIE POBEPKH TOUTMHHOCTH M BOBMOYKHOCTH €TI0
BOCIIPOU3BEICHUS.

4.2.4. IlpueM KOppecTOHICHITNH (YTEHHUE TIOYTHI) OCYIIECTBIISIETCS Y YaCTHUKAMU HE PEeKe ISATH pa3 B JCHb.

4.2.5. O6paboTKa KOpPECOHACHIINH MTPOU3BOJUTCS B ICHb €€ MMOCTYIJICHUS MM B TIEPBBIN pabounii IeHb Mpu
IMMOCTYIIJICHUH B HCpa60‘II/IC JHH.

4.2.3. Peructpanus JOKyMEHTOB U Ilepe/iaya UxX B JIEJTONPOU3BOICTBO:
4.3.1. Bce noctynuBIIre JOKYMEHTBI PETUCTPUPYIOTCS U 00pabaThIBatoTC.

4.3.2. Perucrpanysi JOKYMEHTOB TIPOU3BOAMTCS B JICHb MX TMOCTYIUICHHS U B TIEPBbI pabo4Hii IeHb PH
MOCTYIJIEHUH B Hepabo4ure JTHU.

4.3.3. Ilocne perucTpalyy MoIy4eHHbIE JOKYMEHTHI IEpeAaloTCs B AeTONPOU3BOCTRO.
4.4, TloaTBep>KAEHUE O TTOIYICHUH IEKTPOHHOTO JJOKYMEHTA:

4.4.1. Tlpu nOJTy4SHUH SIICKTPOHHOTO JIOKYMEHTA MOJTydaTelib 10 3alpoCy HAMPABIISET OTIHPABUTEI0 TAKOTO
JOKYMCHTA MOATBEPKACHUC O MOJIYUCHHUU BJICKTPOHHOTI'O JOKYMEHTA. HOJITBep)KJleHI/Ie HaIrpaBJIACTCAd B Q)opMe
3JIEKTPOHHOTO COOOIICHHMS.

5. Opranu3anus oTHPaBKU JOKYMEHTOB
5.1. IloarotoBka JOKyMEHTOB K OTIIPaBKeE.

5.1.1. K mokyMeHTaM, OTIPABISIEMBIM I10 AJIEKTPOHHOW MOYTE, MPEIBSIBISIOTCS CIEAYIONIe TpeOOBaHUS
JOKYMEHTBI TOTOBSITCSI C IIOMOIIBIO TEKCTOBOro penakropa Word niu tabnuunoro penakropa Exell ¢
ucnosb3oBanueM mpuToB Arial, Times New Roman u MoryT cojiepkath rpaduueckue n3o0paxxeHus B
¢dopmare PDF, JPEG.

5.1.2. Tlpu oTnpaBKe JOKYMEHTOB MTPEIBAPUTEILHO POU3BOIUTCS IPOBEPKA UX JOCTOBEPHOCTH.
5.2. OTtrpaBka JOKYMEHTOB TI0 DJICKTPOHHOM TOUTE.

5.2.1. ﬂOKYMGHTLI, nmogjieiKauue OTIpaBKe 110 3J'I€KTpOHHOI>’I 1o4Te, 06pa6aTI:IBaIOTC$I " OTHPABJIAKOTCA B ICHb
UX NMOCTYIIJICHUA J'H/I60, KaK UCKIIFOYCHUC, HC MMO3AHEC CICAYIOIICTO pa6oqero JHA.

5.2.2. Jlocbuika WiH 3aMeHa paHee Pa30CIaHHOTO JOKYMEHTa OCYIIECTBIISIETCA M0 YKa3aHHUIO JINIIA,
MOIUCABIIETO JOKYMEHT.



5.2.3. B 0JIHOM 2JIEKTPOHHOM COOOIICHNH, KaK MPaBUIIO, NIEpEChUTIaeTCs OJIUH JJOKYMEHT. B ciryuae, ecru
HEO0XOMMO TIepeCiiaTh HECKOIBKO JOKYMEHTOB, OHU TIOJIeXAT 00s13aTeNbHON yIiakoBKe B apxuBax RAR wmu
ZIP. loxkymeHnt, oosemom Oostee 100 xbaiit, apxuBupyeTtcs.

5.2.4. Tlepen oTIpaBKOH JOKYMEHTA MO 3JIEKTPOHHOM MOYTE HEOOXOANMO MPOBEPUTH €r0 Ha HAJMYHE BUPYCOB.
5.3. C moMoMIpto 3JIEKTPOHHON MOYTHI OCYILIECTBIISICTCS ONepaTHBHAS Iepeaada HHHOpMalny B BUJE:

e MPUKA30B U PACHOPSLKEHUM;
e  YKa3aHW U MHCEM;
e  DJICKTPOHHBIX COOOIICHUH;
e  JIOKJIQJIHBIX U CITY’KEOHBIX 3aITUCOK.
6. XpaHeHHe YJIEKTPOHHBIX IOKYMEHTOB

6.1. Bce anekTpoHHBIE JOKYMEHTHI TOJDKHBI XPAaHUTHCS B TOM ke (hopMaTe, B KOTOPOM OHH OBLIH
c(hopMHPOBaHBI, OTIIPABIICHBI ¥ TIOTYYICHEI.

6.2. Cpox XpaHEHUS AIIEKTPOHHBIX IOKYMEHTOB JIOJKEH OBITH MEHEE TISITH JIET.

6.3. XpaHeHune 3JeKTPOHHBIX TJOKYMEHTOB JOJIKHO COIIPOBOXKIATHCS XpaHEHUEM COOTBETCTBYIOILETO
MPOTrpaMMHOT0 00ecIeueH s, TI03BOJISIOIIET0 HIMETh BO3MOKHOCTh Pa0OTHI C 3JIEKTPOHHBIMHU XKyPHAJIAMH U
JOKYMEHTaMH.

6.4. O0s3aHHOCTH XPaHEHHUS JIEKTPOHHBIX IOKYMEHTOB BO3Nararmtcs Ha Y4yacTHukoB D/10.

6.5. 1)1 BBITIOJIHEHHUS TEKYITUX PabOT MO BEJCHUIO 3JICKTPOHHBIX apXUBOB YuacTHukH DJ]O Ha3zHadaroT
OTBETCTBEHHOE JIULIO.

6.6. DIIEKTPOHHBIC APXUBHI MOICKAT 3aIIUTE OT HECAHKITMOHUPOBAHHOTO JIOCTYTIA, HEMPEAHAMEPEHHOTO
YHUUYTOXKEHUS U (W) HCKaKEHUSI.

7. Ob6ecnieyenne MHGOPMANMOHHON 6€30MACHOCTH 3JTeKTPOHHBIX TOKYMEHTOB

7.1.Cobaronenue TpeboBannii MHGOPMALMOHHONW 0€30IIaCHOCTH TP OPraHU3ALNH SIEKTPOHHOTO
JIOKYMEHT0000pOoTa 00eCeunBaeT:

e  KOH(UAECHIMAIBHOCTh HHQOPMAIHH (ITOTYYHUTH JIOCTYI K HHPOPMAIMHA MOXKET TOJILKO ONpe/IeIeHHBINH KPyT
aun);

e IICJIOCTHOCTH IepeaBacMol HHpopMalyu (TapaHTUPOBAHUE, YTO JAHHBIC MEPEIArOTCs 0€3 NCKAKSHUN U
HCKJTIOYAETCsl BO3MOXKHOCTD MOJIMEHBI HH(POPMAIIUH );

o aYTCHTI/I(bI/IKaLII/II-O (KOFI[a rnepeaaBacMyro I/IH(l)OpMa]_II/IIO MOZKET IMOJIYUUTDb TOJIBKO TO JIMIO, KOMY OHO
npe;[Ha3Haqua, a OTHpaBI/ITeHeM SABJIIACTCA KMCHHOT'O TOT, OT Yb€I0 MMCHH OHa OTHpaBHeHa).

7.2. TpeboBanus 1o WHGOPMAITMOHHOW 0€301TaCHOCTH TPU OPTaHU3aIlMH IEKTPOHHOTO JOKYMEHTO000pOoTa

PCaAIN3YIOTCA MOCPECACTBOM ITPUMCHCHUSA IPOTrPAMMHO- TEXHUYCCKUX CPCACTB U OpraHU3allUOHHBIX MEP.

7.2.1. K nporpaMMHO - TEXHUUYECKUM CPEJCTBAM OTHOCSTCS:

e IPOrpaMMHBIE CPEICTBA, CHENNAILHO Pa3padOTaHHbIE IS OCYIIECTBICHHS IEKTPOHHOTO
JOKyMEHTO0000pOTa;
e cHCTeMa maposield ¥ WICHTH(PHUKATOPOB ISl OTPAHUICHUS JOCTYIA MTOJIb30BaTeNeH U aJIMUHICTPATOPOB K
TEXHUYECKUM U MPOTrPAMMHBIM CPEJCTBAM CHCTEMBI JIEKTPOHHOTO JOKYMEHTO000pOTa;
e MPOTPaAMMHO — alllapaTHbIC CPEJICTBA 3AMUTHI OT HECAHKIIMOHUPOBAHHOTO JIOCTYTIA,
e  CpEJICTBA 3alIUTHI OT MPOTPAMMHBIX BUPYCOB.
7.2.2. K opranu3aiiioOHHBIM MEpaM OTHOCSTCS:

e  pa3MelIeHUE TEXHHYECKUX CPEJCTB B IIOMEIIECHUSIX C KOHTPOIUPYEMBIM JIOCTYIIOM;
o AJIMUHUCTPATUBHBIC OT'PAaHUYCHHUA JOCTYIIA K OTUM CPEACTBAM,

e 3ajJlaHHE PEeKUMA HCITOJIE30BAHUS MOJIH30BATEISAMY U Q/IMHHUACTPATOPAMHU MTAPOJIeH U UICHTU(DUKATOPOB;

e  JIOMYCK K OCYIIECTBIICHHIO JOKYMEHTOO0OPOTA TOJIBKO OIPE/IeICHHBIX JIUII;

e  TIOJICpKaHKE TMPOTPAMMHEIX CPEJICTB B HCIIPABHOM COCTOSIHHU;

e 00yuenue paboTaKOB MBbOY «Cranmmonno-Pebuxuackas COILy;

e 3aIUTa TEXHHYECKHUX CPEJICTB O MOBPEKIAIONINX BHEITHUX BO3JCHCTBHM (TI03Kap, BO3/IEHCTBUE BOBI H T.I1.)






