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1. Obwmme noJoxeHust

1.1. Hacrosimee nonoxenue o0 obmeMm otaene Oyxrantepuu (maiee —
Ilonoxenue) pa3paboTaHO B IENSX ITOBBIIICHUA 3GhGOEKTHBHOCTH TPYIOBOM
JeATeNBHOCTH paboTHHKOB o0mero otgena OyXralTepid B COOTBETCTBHH C
TpeboBaHUsAMU AeHCTBYIOMIEro 3aKoHoaTenbcTBa Poccun, TOCT MCO 9001-2015 u
JOKYMEHTOB CUCTEMBI MeHemxMeHTa kadecTsa CII6I Y T.

1.2. Hacrosmee IlonoxeHue onpeneaseT OCHOBBI AEATENBHOCTH, 3alad,
(GYHKIIHM, [JpaBa K OTBETCTBEHHOCTE O0IIEro OTAeNa OyXranTepuu.

1.3. Obuwit otpen Oyxrantepuu (mamee — OTHeN) SABIAETCA CTPYKTYDPHBIM
IoApasAcJeHUeM YyIIpaBleHHs OyXTralTepCKOTo ydera ¥ BHYTPEHHEro KOHTPOJIA
JernapraMeHTa 3KOHOMMKM K (MHAHCOB U IIOMUMHSIETCS HEMIOCPEACTBEHHO
3aMECTUTENIO JUPEeKTopa JenapTaMeHTa 3KOHOMHUKH W (HHAHCOB — TIJIAaBHOMY
Oyxranrepy.

1.4. OTnen pyKoBOACTBYETCS B CBOSH JAedATeNbHOCTH KoHCTHTYIHeH
Poccuiickoii  Qepepauuu, denepanbHEIME — KOHCTUTYLMOHHBIMH  3aKOHAMH,
denepalbHBIMI 3aKOHAMH, YKa3aMH W pacmopsikeHusmu [Ipesmaenra Poccumiickoii
Qepmepanuy, LOCTAHOBIEHUSIMM M pacnopsxeHusMH [IpaBuTenbctBa Poccuiickoii
Denepanyy, MEKIYHAapOIHEIMH JOTOBOpaMH PocCHH, HOPMAaTHBHO-HPaBOBBIMH
aKTaMH QelepallbHBIX OpraHOB MCIONHHUTENBHON BIACTH, a TaKKe YCTaBOM,
HacTosAmMM IloNo>keHHEM W WHHIMHM = JIOKJIGHBIMH HOPMATHBHBIMH  AKTaMH
YHuBepcHTETA.

1.5. Ortgen ocylecTsiIseT CBOIO ACSTEIFHOCTD BO B3aUWMOAEHCTBHH C IPYTHMH
CTPYKTYPHBIMH IIOApAa3JENcHUAMH YHUBEpPCHTETa, a TaKke — B IIPeAeliax cBoei
KOMIIETEHIINH — CO CTOPOHHUMH OpraHu3allisIMH.

2. Opranuzanus ¥ CTPYKTypa oTAefa

2.1. IllraTHoe pacn¥caHUE M OpPraHM3aLOHHO-INTATHASA CTPYKTYpa OTHAENA
YTBEPXIAIOTCH MPUKAa30M peKTopa, HCXOoAd U3 YCIOBHH M ocobeHHocTel
JEeATENLHOCTH OTAENA, [0 MpEACTABICHHUIO 3aMecTUTeNs AUpeKTopa JernapTaMeHTa
3KOHOMHKH M (MHAHCOB — TJIABHOro OyXraiarepa, COMIAaCOBAHHOMY C JHUPEKTOPOM
JenapTaMeHTa 9KOHOMUKH B (UHAHCOB.

2.2. DBosrnapmser oTAeN HAYaIBHUK, K NPAMOH KOMIIETEHIOMH KOTOPOro
OTHOCHTCS BBEITIOJIHEHUE BCEX BO3JIOKEHHBIX Ha OTHENl B COOTBETCTBHH ¢ HACTOAIINM
ITonoxxenuem QpyHKIMIT 1 3a7a4.

2.3. HavanpHHMK OTHeNa HaszHayaeTcs M OCBOOOXKAAeTCd OT AOJDKHOCTH
IPUKA30M pEeKTopa MO IIPENCTaBICHHIO 3aMeCTUTENs AUPEKTOpa AelapTaMeHTa
SKOHOMHKH ¥ (PMHAHCOB - TIaBHOro Oyxrairepa, COIIACOBaHHOMY C JUPEKTOPOM
JerapTaMeHTa 3KOHOMHKH ¥ (DHHAHCOB.
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2.4. HagajnsHEK oTHeNna HeceT IEpPCOHANBHYIO OTBETCTBEHHOCTH 3a paboTy
OT[leNia Mepej] 3aMEeCTUTeNIeM OHPEeKTopa JelapTaMeHTa SKOHOMHKYM M (DUHAHCOB -
IMaBHBIM OyXranTepoM X AUPEKTOPOM JenapTaMeHTa SKOHOMHKH U (DHHAHCOB.

2.5, Vkazanug 1 TpeOoBaHIs HaYaLHHUKA OTHENA B NMpefeNaX KOMIIeTeluH,
3aKpeIJIEHHOM ero TPYIOBBEIM IOTOBOPOM M JOJDKHOCTHON MHCTPYKLHEH, CBI3aHHbIE
¢ paboToii oTnena, ot paGOTHHKOB OT/ieNa IBNAIOTCH 00s3aTENBHBIMHI K HCIIOJIHEHHMIO.

2.6. OcyuecTBnag pyKOBOJACTBO paOOTHHUKAMH, HAYATBHHK OTAENa 00s134H

- TPOSBIATE K TOAUMHEHHBIM BBICOKYIO TpeboBaTEILHOCTE,
IPUHIHNUHANBHOCTE B COYETAHUH C yBa)XXEHHEM JHYHOTO JOCTOMHCTRA, NPH3HABAS
paBo paboTHUKOB UMETh COGCTBEHHblEe NPOodhecCHOHANBHBIE CYKICHHS;

~ YCTaHaBJIMBATh CIPaBEJIMBYIO, PaBHOMEPHYIO CIY)XKeOHYIO HArpy3kKy Ha
pa0OTHHKOE;

~ TIOMOTaTh pabOTHHUKAM IPY BOZHUKHOBEHHH Y HUX KaKHX-IH00 3aTpyaHEHHIH,
OKa3bIBaTh MOPaibHO-IICHXOIOrH4eCcKyIO IIOMOIIE H MOAAEPKKY, BHUKATh B 3alPOCHL
U HY KB

- PperyilupoBaTh B3aWMOOTHOLIEHHS B CHYXe0HOM KOJUIEKTHBE Ha OCHOBE
NPHHIHUIIOB M HOpPM IpodeCCHOHANBHOM 3TUKH: paccMaTpuBaTh 0e3 NpoMeIIeHHUs
(daxThl HapyIIeHUs ¥ IPUHHUMATH 110 HHM OOBEKTHBHBIE PEIICHYS.

2.7. PaboTHHMKM oOTHENa Ha3HAYAIOTCS M OCBOOOXKIAIOTCS OT JOIDKHOCTH
IIPHKA30M PEKTOpa IO NPEJCTaBICHUIO HadalbHHKA OTHAEeNa, COTJIACOBAHHOMY C
3aMeCTUTENIEM JHPEKTOpa JelapTaMeHTa J3KOHOMHKH Y (HHAHCOB - TIIABHBIM
Oyxrantepom.

2.8. KranuduxannoHHble TpeOoBaHus, (HYHKIHOHAIBHEIE 00M3aHHOCTH, IIPaBa,
OTBETCTBEHHOCTh pabOTHUKOB  OTHENa  PerVIaMEHTHPYIOTCS  JOJDKHOCTHBIMH
HHCTPYKUMSAMH, YTBEPKIAEMEIMH PEKTOPOM.

3. OcHoBHBIE 3aa4H OTIER

OCHOBHBIMH 3aJ1a9aMH OTela IBISIOTCS:

3.1. OcymecTBieHyue ydeTa pacdeTOB MO AeOHTOPCKOM W KPEAHUTOPCKOM
3aIOIDKEHHOCTH ¢ [IOCTaBIIMKAMXM M 3aKa3yMKaMM, OCYLIECTBIEHHE yueTa
0043aTebCTB 110 JOTOBOPaM, IIyTeM HENPEPEIBHOTO JOKYMEHTAIBHOTO OTPAKEHHS HA
cuyeTax OyXralTepCKOro yuera B COOTBETCTBUH C 3aKOHONATEILCTBOM POCCHUCKOMN
Penepauuy;

3.2. OcyuwecTBieHue IBIKEHH IeHeXHBIX CpeaCTB o
OaHKOBCKMM/JIMIIEBBIM CUETaM B HATHYHOM ¥ OE3HAIMYHOM pacyere, OCYIECTRIEHHE
YTOYHEHHA BHJA W NPHHAIIEKHOCTH IUIATEXKEH, ¢ MOCIEAYIOUUM OTPaKEHHEM Ha
cyerax OyXTalTepcKOro yueTa B COOTBETCTBHH C 3aKOHOJATENLCTBOM Poccuifckoi
Denepanuy;
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3.3. OcymecTpieHse ydeTa pacueTOB ¢ MOAOTYETHBHIMH JIHIAMH IIO
KOMaHWPOBOYHBIM W HHEIM PACXOJ(AM.

3.4. Iloaroroska onepaTHBHBIX, CBOJHEIX OTUETOB: O JOXOAaX H Pacxojax,
00s13aTeNBCTRAX, ABHKEHHH ICHEKHEIX CPEACTD II0 JIMIEBLIM CUETAM, PACUETOB IO
HIC.

3.5. VYuacTue B npejenax CBOeH KOMIIETEHIIHH B MIOATOTOBKE W UCIIONIHEHUU
yIpaBIeHYECKHX PeLlieHHH pYKOBOACTBA Y HUBEPCHUTETA.

4. DyHxuuu oTRENA
B cOOTBeTCTBHH C BO3NOXXEHHBIMM HA HEro 3a/la4amMu OTHEN OCYIIECTBISET
caenyromme QyHKLHM:
4.1. B uensx BelToNHeHws 3aaa4y 3.1:

4.1.1. ocymlecTBNAeT KOHTPONb, HPOBEPKY H IPHEM VUYETHOM I[epBHYHON
JOKYMEHTAIIMH IO Y4ETY Pac4YeTOB [0 JeOUTOPCKOH U KPEeARTOPCKOI 3aJ0KEHHOCTH
¢ TIOCIEAYIOIMM OTHECEHHWEM Ha cd4eTa 3arpar (axkThl BBINOJIHEHHBIX pabor,
OKa3aHHBIX YCIYT; aKTEI CBEPKM B3aMMHEIX PacueTOB);

4.1.2. popMupyeT akTHl 00 OKa3aHHM IUIATHBIX YCIYr 3a IMPOXKHBAHHME B
OOMIEXHUTHAX YHUBEpCHTETA, GOPMHUPYET cueTa — (hakTyphl, KOHTPOIUPYET HANHIHE
obpa3oBaHus NeOUTOPCKOH 3840KEHHOCTH;

4.1.3. ocyluecTBIsIeT NPHUEMKY OpPHUTHHAIOB IOJIHCAHHBIX JOI'OBOPOB,
PETHCTPHUpPYeT 0013aTeNbCTBA U CBEICHUS 110 MCTOYHHKAM (DHHAHCHPOBAHHS.

4.2. B nengx BBUIOJHEHHS 33134y 3.2:

4.2.]1. dopMupyeT KaccoBEIe BRIOBITHS, 3asIBKHM Ha KACCOBBIH PacXo/, 3a49BKH Ha
BO3BpAT 10 0e3HaNnUYHOMY PACUETy U JPYTHE PACYETHO — IIATEKHEIE JOKYMEHTEL

4.2.2. GopMupYeT NPUXOIHBIE U PACXOIHBIE KACCOBLIE OpAEpa M0 HATMYHOMY
pacuery;

4.2.3. dopmupyer yBemomiieHHS 06 YTOUHEHHMM BHIZ ¥ NPHHAAJIEKHOCTH
TLIATEXEH;

4.2.4. nonywaer u oOpaOaTbiBaeT BBIIMCKY, [OAYYEHHBIE OT OpraHa
QenepagsHOro Ka3HaueHCTRa.

4.3. B nensax BeimofHeHHUd 3a1a9u 3.3:

4.3.1. Ha OCHOBaHMHU IIPHKa30B (QOPMHUPYET PEIUCHHA O KOMAHAHUPOBAHHM H
IIPOM3BOAMT BBIAYY JCHEKHBIX CPEJICTB B IIONOTYET;

4.3.2. Ha OCHOBaHMM 3asBiE€HHN O BbiJa4Ye MEHEXHBIX CPEACTB B MOJOTYET
¢hopMHUpyeT 3a8BKH — 060CHOBAHKE 3aKYIIKH YepPe3 IOA0TUETHOE JIHIO;

4.3.3. ocylIecTBIAeT KOHTPOJIb, IPOBEPKY U IIPHEM OTYETHOM JOKYMEHTAI[HH
10 KOMaHIMPOBOYHEIM pacxoAaM, Il NOCIeAyOIero OTPaXXeHUs Ha CUeTax 3aTpar.
4.4, B nengx BuINOJHEHHS 33034y 3.4:




4.4.1. dopmupyeT  exeHeJENbHBIE,  €XEMECA4YHBle,  eXeKBapTaibHbIe
OTIEPAaTHBHBIE OTYETHI O JI0X0JaX H PaCcX0/aX, ABHIKEHHUHI NEHEKHBIX CPECTR;

4.4.2. GopmupyeT exxexBapTalbHble 0TYeTH 00 ob6a3arenscreax CIIGIYT;

4.4.3. GopMupyeT exeMecsqHO oTueTsI o pacuetam ¢ HJIC.

TpeboBanue BHIIONHEHHS (QYHKIMH, HE MMEHOUIMX OTHOLIEHHS K 3ajauam
OTzIeNa, He IOy CKaeTCs.

5. IIpaBa paGoTHHKOB OTaE A

PaGoTHuKH OTHENa HMEIOT ClleIyIOIIHE IpaBa;

5.1, 3ampammpaTh OT mMOOBIX JOWKHOCTHBIX JIMI H  CTPYKTYPHBIX
nojfipasjiereHui o0y HHGOpMauuio, HeOOXOAUMMYIO MM JUIs BBHIIOIHEHHS CBOHX
JIOJDKHOCTHBIX 00s13aHHOCTEH.

5.2. Tlome3oBaThCcs B yCTAHOBIICHHOM NOPsJIKE OyXraaTepckoi, 610KETHOMH,
CTaTHCTHYEeCKOM M HMHOH oruerHocThio CIIGIYT mo BompocaM, BXOIAIIUM B
KOMIIETEHIIUIO OTHeNA.

5.3. Hspasath B npejienax cBoedl KOMIUETEHUMH WHCTPYKTMBHEIEC JOKYMEHTH
H TOTOBHUTH MPOEKTHI PACIIOPATUTENBHBIX JOKYMEHTOB.

5.4. TIlpmenexaTs ¢ cornacus pyKOBOLUTeNEH CTPYKTYPHBIX IHOApa3felcHUit
PabOTHUKOB MHEIX MOZAPA3/IeIeHUH AT OCYIIECTRICHHS MEPOIPHATHIA, TPOBOIMMBIX
OTJEJIOM B COOTBETCTBHHM ¢ BO3IOKEHHBHIMH Ha HETO 3a7a4aMM.

5.5. Bectu mepenmcky (B TOM YMCIE C HCIONB30BAHHEM SNEKTPOHHAIX
KaHAJIOB CBA3H) M IPEACTABHTEIbCTBOBATH B YCTAHOBJEHHOM MOPAIKE OT HMEHH
CIIoI'YT, no cornacoBaHHIO ¢ PEKTOPOM MM JTHIOM, €T0 3aMEILAOUIHM.

5.6. HawaneHHK oOTHena BIpaBe NPHHAMATL Yy4aCTHE B COBELIAHMAX,
IIPOBOIMMBIX TI0 BOIIPOCAM, CBS3aHHBIM C JAeATENBHOCTRIO OTAENA.

5.7. PaboTHuKH OTZena MMEIOT TaKiKe W MHBIE IpaBa, 3aKpellieHHble B HX
OOJDKHOCTHBIX MHCTPYKITHAX.

6. B3anmopelicTBHe ¢ APYrAMH MOAPA3ACIEHHIMHE
Jns peanuzanpd 3a7a4 M BBIIOJTHEHUS GYHKIME  OTHEd  OCYLIECTBISET
B3aMMOJAECHCTBHE C APYTHMH NOJPA3/IC/ICHUAMH Y HHBEPCHTETA!

Iloodpazoenenue Omoen npedocmasnsiem Omoen nonyuaem

IOpunmaeckas 3anpocs o omaTaM, | Uadopmanuo o cocTosHuu

cnyxba NOCTYIIIEHHAM, HAYHCICHUSM | CyAeOHBIX TPOIECCOB IO
B 4YacTH TIOCIOLUIMH U | paHee OIIa4CHHBIM
HEYCTOEK. TOCTIOLIUTMHEM.




6

HpeﬂOCTaBJIeHIfIG IIIIaTCHHBIX

IOPYYEHHH €O  IITaMIIOM
Ka3HauYeHCTRa.
Vnpaenenne HMudopmaro o | 3aspienist OT (QUIMUSCKHX
9KOHOMHUYECKOH | MoHMTOpHHTa ®OX]] B yacTd | ML J[Ai Al BbIAa49H
H  JIOTOBOPHOMU | haKTHIECKH MIOJIyUYeHHBIX | CIIpaBKH
paboThl JIOXOZOB H TpoH3BeAcHHbIX | ¢. 1151158 06 omnmarte
PacxofoB. 00pa3oBaTenbHBIX YCIYT IS
CopaBkn  ¢. 1151158 06 | mpeactaBneHns
oruiare o0pa3oBaTEeNBHBIX | B HAIOTOBBIH OpraH.

YCILyT A7 IpeACTaBIeHHUS

B H&JIOTOBBIM Opras.
IIpenocrasneHue pacuera Uit
B3bICKaHHS 3a[I0/DKEHHOCTEN.

IIpexocraBnenne
WHpOpMaLMY O pacueTaMm C
IIPOXUBAIOIIUMHE B

OOLIEKHUTHAX CTYASHTaMH.

Yapasnenue
MEeXIyHapOAHOTO
COTpYZIHUYECTBA

IlpenocraBneHrne NNATEKHBIX
TIOpYYeHUHA
KasHa4yeHcTBa.

CO INTaMIIoM

BaKpBIBaIOI[IPIe AJOKYMEHTEI 11O
KOHTpaKTaM C HEPE3UOCHTAMH.

Vipasnesue 10

IlpenocrapiicHue IIPHKa30B

BOCIIMTATEIILHOH 0b 0CBODOXKAEHHHA oT

pabore BHECEHHS OTNIAThI 3a
MOJIL30BaHuE KHJIBIMH
NOMELLICHUSIMHU B
OOINEeKUTHAX.
IIpenocrapiicHie 3asBiIeHHH
Ha TONydeHHe JBrOT II0
MPOKUBAHUKO CTyAESHTAM.

CryneHdecKkuit [IpenocraBnenue IIpenocrasnenue

TOPOIOK HHQOPMAIMH O  HANUYHH | CMy)KeOHBIX  3aIMCOK O

KpeauTopckoil 1 nebuTopcKoi
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3aJ0JIKCHHOCTH CTYACHTOB, HpK6BIBI.IIHX U BHIOBIBIIHX B

TIPOXKUBAIOLIMX B | OOLIEKUTUAX.
OOIIEXKUTHSIX.
Bce ctpyxrypnsie | [To 3anpocam, | IIpepocraBnenue
IOApa3AeNeHus] | NpeNoCTaBlIeHHe 3aKJIIOYEHHBIX JOrOBOPOB C
CIIeI' VT OyxranTepcKoii KOHTpareHTaMH, TSt
JOKyMEHTallMH:  MNNaTeKHble | TOCTAHOBKH Ha

TIOPYYEHHMs, aKThl CBepKH | OyXranTepcKuil y4er.
B3aMMHBIX PacueToOB H Ap.
Koncynerauum B YACTH
IpaBUJIBHOIO  OQOpMIIeHHS
ePBUYHEIX Y4eTHBIX
JHOKYMEHTOB.

KoHxcynpsrauuu u nommucaHue
YYeTHEIX JoKyMeHTOB B 3/10.

7. OTBeTCTBEHHOCTH PAGOTHHKOB OTAE/IA

7.1. Bcro TIONHOTY OTBETCTBEHHOCTH 3a Ka4yeCcTBO M CBOEBPEMEHHOCTE
BEITIOJTHEHMA 3a1a4, BO3NOKEHHBIX HA OTAEN, HeCeT HAYaIbHUK OTIeNa.

7.2. Ha HayanpHHKA OTZElIa BO3JIAraeTC NEPCOHAILHAS OTBETCTBEHHOCTS 34:

~ co0oieHue neiiCTBYIOIIET0 3aKOHOAATENbCTBa Poccriickoi Denepanuu;

— BBIINONHEHHE BO3JIOXKEHHBIX Ha 0T/leN GYHKUMI 1 3a1ad;

~ cobnmoaeHne pabOTHHKAMH OTAeNa IPOM3BOJCTBEHHOM M  TpyAOBOH
JAUCHUTUIHHEL,

- CBOEBPEMEHHOC¢ M KadeCTBEHHOE BBIOJIHEHHE IIPHKAa30B PYKOBOACTBA
OpraHH3aLIMH,

- paluMoHaJibHOe M S(M(EKTHBHOE  HCIIONB30BaHHE  MAaTEPHAlBHBIX,
(hMHAHCOBBIX W KaJIPOBLIX PECYPCOB;

— BEJeHHE YCTAHOBICHHOM IOKYMEHTALUM,

- TNPeAOCTAaBJIEHHE B YCTAHOBIEHHOM NOPSIKE JOCTOBCPHOM CTATUCTHYECKOH K
UHOW HH(OPMALHH O AeATENEHOCTH OTAENA;

- TOTOBHOCTEH OTZENa K paldoTe B YCIOBUAX YPE3BBIYANHBIX CHTYALIMIA.

7.3.  CremeHb OTBETCTBEHHOCTH APYriX pabOTHUKOB OT/AENA YCTAHABIHUBACTCS
HX JOJDKHOCTHBIMM MHCTPYKLIMAMH M OrpaHd4YeHa INPSMBIM JeHCTBHTEILHBIM
yIepOoM B COOTBETCTBHH C IEHCTBYIONIMM TPYAOBBIM 3aKOHOIATENbCTBOM Poccuu
NpH YCIIOBHH HAM4H UX IIPAMOI BHHEIL.




3amMecTHTENb TUPEKTOpa NeMapTaMeHTa 3KOHOMUKH H (PUHAHCOB — TIVIABHBIN
Oyxranrep

E.H. Cyxapesea
nara no,'lnncx, WUHHLMAIBL, aMums
COI''TACOBAHO:
HupexTopa AenapTaMeHTa ; Lpy>XKOB K. B.

9KOHOMHKH U (pHHaHCOB

.................................

JIOJIKHOCTh { 0LMUCh MHHLHATIEL, pamMuins aaTa

IOpuonueckas ciyxba

i, w2 14 e

HAOIHKHOCTD mmnncs HHHLHAEL, GaMuITus naTa

YipaBiieHue epcoHaIoM

Vetvcea ) 40 progpc o

OOJKHOCTB MOAIHCH HHHLHAIIBI, Cl]aMﬁ}[Irﬁ/ Jara
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O3HAKOMJIEHHUE

C IIOJIOXKEHHUEM OB OTJAEJIE

No i/

®HO paboTHHKA
(DOJIHOCTRIO)

HomKaocTs

Jlata
{(HMCI0,MECHILI OIL)

Toamuce
PaOOTHHKA

10.

11.

12.
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PETUCTPAIIIA NI3SMEHEHWI

No Hara
- BHECEHHUSA Homep ®.1.0.,
H3MEHE Kparkoe cofepxanne H3MeHeHHA
- H3MEHEHHs, | IHCTa NOIITHACK
JIOTIOJIHEHH S
1 2 3 5 6
1.
2.
3.
4.
3.
6.




