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IIpHJio)KeHHe

OS 202*f r.K npHKa3y N°9S1 OT «dty »

IIOJKmEHHE
06 OTflejie GyxrajiTepcKoro yneTa H YIIPAB.sen NEEKOII OTHCTHOCTH

OHHAHCOBO-3KOHOMHHecKoro ynpaBjieHHH
4>e^epajibHoro rocyaapcTBeHHoro 6io#5KeTHoro o6pa30BaTejibHoro

yHpeacfleHHH Bbicmero of)pa{(manme
«POCCHHCKafl aKajjeMHH My3bIKH HM0HH rHeCHHbIX»

1. 06mne nojioHceHHH

1.1. OT^eji SyxrajiTepcKoro ynexa H ynpaBJieHnecKOH oxnexHocxn (flanee- Ox,n;e.Ji) <J>HHaHCOBO-3KOHOMHHecKoro ynpaBJieHHa (^anee - YnpaBJiefflie)
(JeeflepajiBHoro rocyflapcxBeHHoro Sio^^KeTHoro o6pa30BaTejibHoro ynpeiagneHira
Bbicmero o6pa30Bamui «PoccnHCKaa aKa^eMHa My3biKH HMCHH rHecHHbix» (zjajiee

AKa^eMim) aBJiaexca CTpyKTypHbiM no^pa3,iiejieHHeM Axa^eMHH,
ocyipecTBjiaiomHM (jiyHKitHH no opraHH3an;HH pa6oTbi no (jiopMHpoBaHmo
ynpaBjieHnecKon OTHCTHOCTH B cooTBeTCTBnn c ' 3aK0H0,n,aTejn>CTB0M o
SyxrajiTepCKOM ynexe, ncxo,ipi H3 cxpyKTypbi n ocoSeHHocxen ^eaxenbHOcxn
Axa^eMnn, HeoSxoflHMoexn oGecneneHna ee cjmHaHCOBon yexoHHHBoexn,
BefleHHio SyxrajixepcKoro ynexa n ocymecxBnemw KOHXpojia 3a papnoHajibHbiM
Hcnojib30BaHneM MaxepnajibHbix, nene^Hbix n (JmHaHCOBbix pecypcoB AxafleMHH.

1.2. Ox^eji B CBoen pa6oxe pyKOBo^cxByexca EioflxcexHbiM Ko^excoM PO,
HanoroBbiM xo,o;excoM PO, (jie/jepajibHbiMH 3aKOHaMH, HopMaxnBHbiMH npaBOBBiMH
axxaMH IIpaBHxejibcxBa POCCHHCXOH Oeflepapnn n (Jie^epajibHbix opraHOB
HCnOJIHHXeJILHOH oSjiacxn 6yxrajixepcKoroBJiacxn yneTa,
HHLIMH HopMaxnBHbiMH npaBOBHMH flOKyMeHxaMH o 6yxrajixepcKOM ynexe n
HajiorooSnoxceHHH B 6io,zi;)xexHbix ynpe>KflieHHax, ycxaBOM ynpe^eHna,
HacxompHM nojioxceHneM, pememiaMH YneHoro CoBexa Axa^eMnn, npnKa3aMH n
pacnopaxceHnaMH Pexxopa, HHLIMH JioicajibHbiMH axxaMH Axa^eMHH.

1.3. Ox^en noflHHHuexcii HanajibHHxy OHHaHcoBO-axoHOMHnecxoro
ynpaBnemm- raaBHOMy 6yxrajixepy.

1.4. Ox^eji B03rjiaBJiaex HanajibHHx ox^ejia - 3aMecxnxejib raaBHoro
Syxrajixepa (.najiee - HanajibHHx ox^ena), Koxopbin Ha3Hanaexca Ha flOJDXHocxb H
ocBoSoxcflaexca ox ^OJIMCHOCXH npHK330M pexxopa Axa#eMHH no corjiacoBaHHio c
HanajibHHKOM YnpaBJiemDL

1.5. Ha BpeMH oxcyxcxBHa HanajibHHxa ox^ena pyxoBoncxBo Ox^enoM
ocymecxBJiaex flOJimiocxHoe Jinpo H3 cocxaBa coxpy^HHXOB Ox^ejia, HaaHaneHHoe
npnKa30M peKTopa AxaneMnn.
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1.6. Cxpyxxypy, HHCJieHHOcxb H niTaTHoe pacnncaffiie, a xaioice H3MeHeHHa
B CTpyKType H niTaTHOM pacroicamra Ox^ena yxBepacflaex peKTop AxaneMHH no
npeflCTaBJieHHio HanajiBHHica YnpaBJieHHa.

1.7. /JoiDKHOCXHBie HHCXpyKIJHH paSoXHHKOB Oxflena yXBepXC^aiOTCa
peKTopoM Aica^eMHH no coraacoBaHHio c HananBHHKOM YnpaBJieHHa.

1.8. PaSoTHHKH Ox^ejia Ha3Hanaioxca Ha JIOJDKHOCXB H ocBo6oac,naK)xca OT
AOJDKHOCXH peKTopoM AKa^eMHH no npeACTaBJieHHio HanajibHHKa YnpaBJieHHa.

2. OcHOBHbie sa^anM Oxnejia

OCHOBHBIMH 3aflanaMH Ox,n;ejia aBJiaioxca:
2.1. YnacTne B (jjopMHpoBaHiiH ynexHOH nojiHTHKH B cooxBexcxBHH C

3aKOHO^aTejn>cTBOM o 6yxrajrrepcKOM ynexe, ncxo^a H3 cTpyiaypLi n
oco6eHHOCTeH jjeaxejibHocxH AxafleMnn, HeoSxomiMocxH oOecnenemia ee
4>HHaHCOBOH yCXOHHHBOCXH.

2.2. Be,zj,eHHe SyxrajixepcKoro yneTa H ocymecxBJiemie KOHxpojia 3a
papnoHajiLHWM Hcnojib30BaHneM MaxepnajibHBix, ^eHexcHbix n (J)HHaHCOBLix
pecypcoB AxafleMHH.

2.3. OpraHH3an;Ha Syxrajrrepcicoro ynexa H oxnexHoexH B Axâ eMnn n B ee
noApa3^;ejieHHHX Ha ocHOBe MaKCHMaJiBHOH peHTpajiH3apnn ynexHO-
BBIHHCJIHXeJIBHBIX pa6oT H npHMeHCHHa COBpeMeHHBIX TeXHHHeCKHX Cpe^CTB H
HH^opMapHOHHBix xexHOJiorHH, nporpeccHBHBix (jDopM H MeTO^OB ynexa n
KOHTpOJia.

2.4. OSecnenemia CTpororo co6jno,n;eHHa tjiHHaHCOBOH H xaccoBOH
flHcpnnjiHHBi, 3aKOHHOcTH cnncaHHa co cnexoB 6yxrajrrepcKoro ynexa He^ocTan,
Ae6HTopcKon 3aa,oiDKeHHOCTH H apyrnx noTepB, coxpaHHOcTH 6yxranTepcKHx
^OKyMeHTOB, OtJjOpMJieHHH H CflaHH HX B yCTaHOBJieHHOM nOpHHKe B apXHB.

2.5. OSecneneHHe PYKOBÔ CTBa Axâ eMnn nojiHOH H nocxoBepHOHSyxrajiTepcKon HH^opMaitHen o fleaxejiBHoexH AxafleMHH, ee HMymecxBeHHOMy
nojioxceHHio, ^oxo^ax H pacxo^ax, a xaioxe o HajiHHHH H flBHaceHHH HMyipecxBa,
HcnojiHeHHeM o6a3axejibcxB, HcnojiB30BaHHeM MaxepnajiBHBix, xpynpBBix H
(J)HHAHCOBBIX pecypcoB B COOXBeXCXBHH C yXBepXCneHHBIMH HOpMaMH H
HOpMaXHBaMH.

2.6. IlpefloxBpameHHe oxpHpaxejiBHbix pe3yjiBxaxoB xo3ancTBeHHOH.aeaxenBHOcxH Axa^eMHE n BBiaBJieHHe BHyxpHX03aHcxBeHHbix pe3epBOBoSecneneHHH ee (jiHHaHcoBOH ycxoinniBocxH.
2.7. Pa3pa6oxKa <|>opM flOKyMeHxoB BHyxpeHHen SyxrajixepcKOH

oxnexHocxH.
2.8. KoHxpojiB 3a npoBe^eHneM xo3aHCXBeHHbix onepaijHH.
2.9. OSecneneHne coSjnoaeHHa xexHOJiornH o6pa6oxKH SyxranxepcKOH

HH(J)opMapHH H nopaflxa floicyMeHxooSopoxa.
2.10. CocxaBJieHne SajiaHca, onepaxnBHBix oxnexoBSyxrajixepcKoii H cxaxHcxHnecKOH oxnexHoexH, npe,n;cxaBJieHHe

ycxaHOBJieHHOM nopajiice B cooTBeTCTByioiii;He opraHBi.
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2.11.0praHH3aE(H5i paSoxBi H ocyinecxBJieHHe KOHxpojia 3a coxpaHHoexBK)

Co6cTBeHHOCTH, pejieBBIM H papHOHajIBHBIM ncn0JIB30BaHHH (j)HHaHCOBBIX H

MaTepnan&HBix pecypcoB AKa^eMHH n CTpyKTypHBix noflpas^ejieHHH.
2.12. OcymecTBJieHne yneTa nocxynaiomHx TOBapHo-MaTepHajiBHBix

ijeHHOCTeH H OCHOBHBIX cpe^CTB, cBoeBpeMeHHoe oTpaxceHHe Ha cnexax
SyxrajiTepcKHX onepanHH, CB«3aHHBix c HX ^BH ĉeHHeM H npaBUJiBHOCTB HX
pacxo^oBaHHH.

2.13. OcymecTBJieHne CBoeBpeMeHHoro n KanecxBeHHoro npoBeflemni
HHBeHTapH3apHH OCHOBHBIX Cpe^CTB, HHBIX TOBapHO-MaTepHaJIBHBIX IjeHHOCXeH,
npaBHJiBHoe onpe^ejieHHe pe3yjiBTaTOB nHBeHTapn3au,HH H OTpaxceHHe HX B ynexe.

2.14. IIpHHHTHe Mep no npe^ynpe)iyieHHio He^ocxan, He3aKOHHoro
pacxoAOBaHHa TOBapHo-MaTepHajiBHBix peHHOcxeii, HapymeHHH cf)HHaHcoBoro H
X035IHCTBeHHOrO 3aKOHO,Zi;axeJIBCXBa.

2.15.YnacTHe B ocjiopMjieHHH MaTepHanoB no He^ocxanaM H XHIPCHH^M
,n;eHe5KHBix cpe^cTB H xoBapHO-MaxepnajiBHBix peHHoexen, nepe^ana B
HEOSXO^HMBix cjiynaax axnx MaxepnajioB B lopn^HnecKHM OT^en nepe^anH
B cjieACTBeHHBie H cy^eSH&ie opraHBi.

3. <I>yHKHHH OTflejia

3.1. CTaTHCTHnecKHH ynex no noica3axejiJiM paSoxBi AKa^eMHn Ha ocHOBe

^aHHBix npe^ocxaBJweMBix cxpyKxypHBiMH noflpa3,zj;ejieHH5iMH, CHcxeMaxH3apHJi
cxaxHcxHnecKHx MaxepHajioB.

3.2. CocxaBJieHHe H npe^cxaBJieHHe ynpaBjieHnecKOH H 6yxrajixepcKon
oxnexHocxH B MHHKyjiBxypBi POCCHHCKOH OeflepapnH, a xaxxce ^OBefleHHe
3KOHOMHnecKHx noica3axejieH BHyxpeHHeS ynpaBjieHHecKoft H 6yxrajixepcKOH
oxnexHocxH AO pa3JiHHHBix rpynn nojiB30BaxeneH BHyxpn Axa^eMKH.

3.3. rionroxoBKa cxaxncxHnecKOH oxnexHocxH B ycxaHOBJieHHBie cpoxn B
cooxBexcxByiomHe opraHBi.

3.4. BBinnaxa 3apa6oxHOH njiaxBi, npeMHH, MaxepnajiBHOH noMomn,
noco6nn no BpeMeHHOH HexpynocnocoSHocxn, e ĉero^HBix, flonojiHHxejiBHBix H
yneSHBix oxnycKOB, KOMneHcapnoHH&ix BBinnax paSoxHHKaM Axa^eMKH H
npHBJieneHHBiM paSoxHHKaM no xpynpBBiM corjiameHHaM n ^oroBopaM noapjma,
BBimiaxa Bcex BH^OB cxnneHflHH H MaxepHajiBHofi noMonjH cxyzjeHxaM.

3.5. CBoeBpeMeHHoe npoBe^eHne pacnexoB c coxpyumncaMH H cxy^eHxaMH
Axa^eMKH.

3.6. OcymecxBJieHHe npe^BapHxejiBHoro H nocne^yiomero KOHxpojra 3a
npaBHJIBHBIM 0(J)OpMJieHHeM (JlHHaHCOBOH ^OKyMeHXapHH H 3aKOHHOCXBK>
coBepinaeMBix (jiHHaHCOBBix onepapHH, cBH3aHHBix c pacnexaMH no 3apa6oxHoii
miaxe H cxnneHnroiM.

3.7. OSecneneHHe CBoeBpeMeHHoro oxpa^eHHH Ha cnexax Sion^exHoro
ynexa H B oxnexHocxH, onepanHH, cBioaHHBix c pacnexaMH no 3apa6oxHon nuaxe H
cxHnenmHiM, e^ceMecanHo cocxaBJiaeT ĉypHaji onepanHH pacnexoB no onjiaxe

xpyua H CBOfl pacnexHBix BenoMocxen no 3apa6oxHOH nuaxe H cxHnennHH.



3.8. riepeHHCJieHHe Hanora Ha HOXO^BI (j)H3HHecKnx jinn, CTpaxoBBix
B3HOCOB B rocy^apcTBeHHbie BHeSio^xceTHBie connajibHbie (jioHnbi, nuaTexcen no
3aflBJieHHXM COTpy£HHKOB.

3.9. 06ecneneHHe xpaHemm SyxrajrrepcKnx noicyMeHTOB, perncTpOB
yneTa, HHBIX noxyMeHTOB, cBX3aHHbix c nearejibHOCTbio OT^ejia.

3.10.OcymecTBJieHHe (J)HHaHCOBBix onepannn nepe3 jraijeBBie cneTa no
yneTy 6io,n;xceTHbix n BHeSionxceTHbix cpencTB, OTKPBITBIX B opraHax Ka3HanencTBa.

3.11.BbinojiHeHne paSoTBi no Beflerono HanoroBoro yneTa H OTHCTHOCTH.
3.12.OcymecTBJieHne yneTa pacneTOB c nonoTHerabiMH JinnaiviH.
3.13.OcymecTBJieHne onepannn no npneMy, yneTy, Bbinane H xpaHeHHio

fleHe>KHbix cpe^CTB, neHexcHbix noicyMeHTOB, GjiamcoB CTporon OTHCTHOCTH
(SNJIETOB) H n;eHHbix 6yMar.

3.14.BeB;eHHe yneTa onepannn no SajiaHCOBOMy cneTy «^eHex(Hbie

flOKyMeHTbi» n 3a6ajiaHCOBOMy cneTy «BnaHKn CTporon OTH6THOCTH».
3.15.06pa6oTKa BbinncoK JimjeBbix cneTOB SionxceTa no KaccoBbiM

BbinnaTaM n nocTynnBmnM AoxonaM OT npennpnHnMaTejibcicon H HHOH

npnHocxmen noxon nejrrejibHOCTH.
3.16.OcymeCTBJIHeT nH(|)OpMannOHHbIH 06MeH ^OKyMeHTOB B SJieKTpOHHOM

Bnne c npnMeHeHneM cpencxB 31111 Mexcny ynpaBJieHneM (JienepajiBHoro
Ka3HanencTBa n AxaneMnen.

3.17. ExceMecxnHO npencTaBJixeT CBepxy onepannn no nBnxceHnio xaccoBbix

pacxonoB, ynTeHHbix Ha JinneBbix cneTax.
3.18. IIpneM neHer OT lopnnnnecKnx n (^n3nnecKnx Jinn.
3.19. Bbinana HajinnHbix neHer n3 xaccbi Ha KOHKpeTHbie nenn coraacHO

3a»BJieHHX n npnxa3a.
3.20. OcymecTBJieHne KOHTPOJIX coxpaHHOCTH Syxrajrrepcicnx noieyMeHTOB,

nonroTOBKy naHHbix nna cocTaBJieHnx OTHCTHOCTH n otjjopMJieraie nx njix nepenann
B apXHB.

3.21. PacneT cyMM B03MeineHnx CTOHMOCTH KOMMyHajibHbix n
3KcmiyaTannoHHbix ycjiyr, npenocTaBJixeMbix apeHnaTopaM AicaneMnn.

3.22. BeneHne pacneTOB c nocTaBinnicaMH n nonpxnnnKaMn.
3.23. ripoBeneHne cBepox n pacneTOB c nocTaBinnicaMH n nonpjmnnKaMH.
3.24. OcyinecTBJieHne KOHTpoJix 3a cocTOXHneM neSnTopcKon n

KpeflHTopcicon 3anojixceHHOCTH no pacxonaM. IIpOBeneHne exceronHon
nHBeHTapn3annn pacneTOB no pacxonaM.

3.25. OSecneneHne aBTOMaTH3annen Texyinen nexTejibHocTn, CBX3aHHon c
BbinojiHeHneM (jiyHKnnn oxzjejia.

3.26. B3anMonencTBne c paSoranKaMn CKJiana no yneTy TOBapHo-
MaTepnajibHbix neHHOCTen.

3.27. BbinojiHeHne pa6oTbi no Benemno 6yxranTepcKoro yneTa pacneTOB no
njiaTHbiM o6pa30BaTenbHbiM ycnyra n nonojiHHTejibHbiM o6pa30BaTejibHbiM

ycjiyraM (pacneTbi co cxyneHTaMn n acnnpaHTaMn).
3.28. BbinojiHeHne pa6oTbi no BeneHnio 6yxrajiTepcKoro yneTa pacneTOB no

apennHon raiaTe, B03MeineHHio KOMMyHajibHbix njiaTexcefi apeH^aTopaMH H
nonpanHHKaMH.



4. IIpaBa OT̂ ejia

OT^en fljia ocymecTBJiemra B03JioaceHHBix Ha Hero (jjyHKijHH B npeaejiax
CBoefi KOMneTeHHHH HMeeT npaBo:

4.1. CaMOCTO^TeJIBHO HJIH COBMeCTHO C ^pyrHMH CTpyKTypHBIMH
noApa3^;ejieHHHMH pa3pa6aTBiBaTL H BHOCHTB Ha paccMOTpeHHe pyxoBoacTBa
AxaaeMHH npeanoaceHHa, HanpaBJieHHBie Ha yjiynineHHe aeaTejiBHOCTH AxaaeMHH
n coSmoaeHHa riopaaxa o(J>opMJieHHa onepau,HH H npeaocTaBJieHHa HeoSxoaHMBix
aoxyMenroB H CBefleHHii;

4.2. 3anpaiHHBaTB y CTpyKTypHBix noapa3aejieHHH cnpaBKH H apyrne
AoxyMeHTBi, HeoSxo^HMBie aJia BBinojiHeHHa CBOHX o6a3aHHOCTeH;

pyKOBO^HTenen4.3. IIpHBJieKaTB, CTpyKTypHBix
noapa3aejreHHH AxaaeMHH, paSoTHHKOB 3THX noapa3aejieHHH aJia pa3pa6oTKH H
ocymecTBJieHHa MeponpnaTHH, npoBO/JHMBIX OTaenoM B COOTBCTCTBHH C
B03JioxceHHBiMH Ha Hero (J)yHKu;HaMH;

4.4. OpraHH30BBiBaTB H npoBO^HTB coBemaHHa c paSoTHHxaMH
AxaaeMHH, ^aBaTB pexoMeHaanHH H pa3BacHeHHa no BonpocaM BeaeHHa OTaena;

4.5. IlojiB30BaTBca B ycTaHOBjieHHOM nopaaxe 6a3aMH aaHHBix AxaaeMHH;
4.6. B cjiynae HeoSxoaHMOCTH c corjiacna PexTopa AxaaeMHH npHBnexaTB

c coraacna

ana oxa3aHHa ycnyr rpancaaH H opraHH3au;HH;
4.7. IIpeacTaBJiaTB AxaaeMHio B opraHax rocyaapCTBeHHOH BnacTH

POCCHHCXOH OeaepaijHH, a Taxace B opraHH3an;Hax no BonpocaM, BxonaiaHM B
KOMneTeHii;HK) OTaena;

4.8. BBinHCBiBaTB nepHoanHecxyio nHTepaTypy H OTaenBHBie H3aaHHa,
HeoSxoaHMBie OTaeny ana ero paSoTBi;

4.9. OcymecTBnaTB HHBie npaBa, npeaycMOTpeHHBie 3axoHoaaTenBCTBOM
POCCHHCXOH OeaepaaHH.

5. PyxoBoacTBo OTaena

5.1. HanajiBHHx OTaena-saMecTHTenB rnaBHoro SyxranTepa HeceT
nepcoHajiBHyio OTBeTCTBeHHOCTB 3a BBinonHeHHe 3aaan, B03aoaceHHBix Ha OTaen,
3a coSaioaeHHe paSoTHHxaMH OTaena TpyaoBOH ancnHnnHHBi H npaBHn
BHyTpeHHero TpyaoBoro pacnopaaKa AxaaeMHH.

5.2. HanajiBHHK OTaena:
pyxoBoaHT aeaTeaBHOCTBio OTaena;
BHOCHT npeanoaceHHa HananBHHxy YnpaBneHHa-raaBHOMy

SyxrajiTepy no niTaTHOH HHcneHHOCTH OTaena, a Taxace npeanoaceHHa o
BBiaeneHHH OTaeay (JiHHaHCOBBix H MaTepnaji&HBix pecypcoB, HeoSxoanMBix ana
aeaTejiBHOCTH OTaena;

5.2.3.

5.2.1.
5.2.2.

npeacTaBjiaeT HanajiBHHxy YnpaBjieHHa-rjiaBHOMy SyxranTepy
xaHanaaTypBi ana Ha3HaneHHa Ha aonacHOCTB paSoTHHKOB OTaena;

BHOCHT HanajiBHHKy YnpaBJieHHa-raaBHOMy Syxrajrrepy
npeanoaceHHa 06 ocBo6oacaeHHH OT aoaacHocTH pa6oTHHKOB OTaeaa;

5.2.4.



5.2.5. BHOCHT HanauBHEKy ynpaBJieHHJi-rjiaBHOMy Syxrarrrepy
npe^JioaceHHa o nooinpeHHH pa6oTHHKOB OTflejia HJIH npHMeHeHHH K HHM Mep
AHcpnnnHHapHoro B03,n;eHCTBHJi;

5.2.6. B cjiynae o6Hapy>KeHH5i HapymeHHa 3aK0HH0CTH B pa6oxe
AKa^eMHH flOKJiafltiBaeT 06 STOM HanajibHHKy YnpaBJTeHHx-rnaBHOMy SyxrajiTepy.

5.2.7. ocymecTBJiaeT flpyrne IIOJIHOMOBHH B cooTBeTCTBHH c
nopyneHHaMH HanajibHinca YnpaBneHHa-raaBHoro SyxrajiTepa H ero 3aMecTHTejia.

6. Ilpaea, o6si3amiocTH H OTBeTCTBeHHOCTb pa6oTHHKOB Ox/jejia

IlpaBa, o6a3aHHOCTH H OTBeTCTBeHHOCTB pa60THHK0B OTflejia
peryjiHpyioTCH Tpy^OBbiM KOflexcoM POCCHHCKOH Oe^epapHH, flpyrHMH
HOpMaTHBHBIMH aKTaMH POCCHHCKOH Oe^epaHHH, HaCTOXIEHM nonOJKeHHeM H
flOJDKHOCTHbIMH HHCTpyKpiMMH pa60THHK0B OTfleJia.

PaSoTHHKH OTflena HecyT nepcoHajibHyio OTBeTCTBeHHOCTb 3a
KanecTBeHHoe H CBoeBpeMeHHoe BbinojiHeHHe B03Jio)KeHHbix Ha HHX cjiyxce6Hbix
o6a3aHHOCTeH, HeyKOCHHTejibHoe BbinojiHeHHe npaBHJi BHyTpeHHero Tpy^oBoro
pacnopx^Ka AKa^eMHH.

6.1.1.

6.1.2.
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