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JIM CMK 29.2-02-7/02
Hpenuciaopue
1 PASPABOTAHA Kadenpoii «MexaHuka u HedTerazopoe Aeao»
2 PASPABOTUYHUKHA
2.1 Pykopoautens paboueil rpynmnsl: Maznybaii A.B — u.0 3aBemyroiuii
Kadenpoi.
3 BHECEHA HR-cnyx60ii.

4 YTBEPKAEHA Ilpukasom ot 04 /9 20ZYyromaNe /6-26/7/6

5BBEJEHA B IEUCTBUE ¢ p7 /2 2044 ropa.

6 BBEJIEHA B3JAMEH 11 CMK ot 17.07.2020

7 SJKCHEPTHASI I'PVITITA

7.1 Pyxkosogurens sxcriepTHOH rpynmsl: Caburosa P. A. — W. 0. pykoBoaurens
YipapieHUs NpaBoBOro obecneyeHns U rocyAapcTBEHHBIX 3aKyTI0K.

7.2 XKaxumrera A. E. — qupextop HR-ciyx0bi.

7.3 Hopmokontponep: basxmerosa I. C. — umxenep no kadectsy Odumca
CTpaTerud U CUCTEMBI MEHE/DKMEHTA Ka4eCcTBa.

8 NEPUOIUYIHOCTD HPOBEPKHM nomxHocTHON wuHCTpykuww 1 pas
B 3 roxa.

2
BAIPEHIAETCA HECAHKIHOHUPOBAHHOE KOITHPOBAHHUE JOKYMEHTA!
Hacmosuwuil dokyaten e sodicem Bbims ROINOCMLIO WAU YACMINNO BOCAPOU3EENEN, MUPANCUPOGaI! U
pacnpocmpanén Ges paspewtenus llpedcedmmens Hpasnenus-pexmopa HAQ « Topaiieeipos yrueepcumeny
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1 O0mue noaoKeHHsT

1.1 MeToauct BhICIIEr0 YPOBHA KBanudHUKalUW OTHOCHICH K KaTEeropuu
y4e0HO0-BCIIOMOTATEIFHOTO [IepCcoHAaa.

1.2 MeroaucT BBICIHETO YPOBHS  KBaIM(pHUKAMKM  [pHHHMaeTca U
ocBoOOXKIlaeTcs OT 3aHMMAaeMOM JoJDKHOCTH mpukazoM lIpencenatens [lpaBneHus-
pektopa Hexommepueckoro akimoneproro obmectsa (zanee — HAO) «Topaiirsipos
YHUBEPCHTET,

1.3 Kpanudukanuonusie TpeGoBaHUS:

- BBICIIEE OOpa3oBaHUe B COOTBETCTBMM ¢ 00JacTbo 00pa3oBaHHA
obyuaronuxcs Kkapenpsr,

- HaBBIKK paboThl ¢ mporpammamu Microsoft Office (Word, Excel, PowerPoint),
Bitrix24, Sedo,

1.4 MerogycT BBICIIEr0  ypOBHA  KBaTHGHKALHMH  HENOCPEJCTBEHHO
NOHUHSETCS 3aBeyrolueMy Kadenpoii, KoOpAMHATOPOM padOoThl TAKXKE BBICTYNAET
3aMeCcTUTeNb JeKaHa 1o yuyedHoi paboTe.

1.5 MeToaucT BBICHIEr0 YPOBHS KBaM(pHUKAUMK JAOJDKEH 3HaTb U
PYKOBOACTBOBATECS:

- Koucrurynmeir Pecriybnuku Kazaxcran (nanee — PK), npussTtoii Ha
pecnybnukanckoMm pedeperayme 30 arrycra 1995 roga;

- TpymoeeiM komexcom PK ot 23 rHOs6ps 2015 roga Ne 414-V 3PK.

- 3akonoM PK «O6 obpazoanum» ot 27 urona 2007 roja Ne 319-I11;

- 3axoHoM «O s3p1kax B PK» ot 11urons 1997 roga Ne 151-1;

- 3akoHoM «O Hayke u TexHonorudyeckoi nonutuke» oT 01 mrona 2024 roga Ne
103-VIII 3PK.

- 3akoHom PK «O Texuuueckom peryrnuposanun» oT 30 mexabps 2020 rona
Ne396-VI ;

- 3akonom PK «O mpotuBogeiictBuu Koppyrimu» ot 18 Hos6ps 2015 roza
Ned10- V 3PK.

- MHBIMH HOPMAaTHBHBIMHU INpaBoBLIMH akTaMM PK, perynupyrolue BOIPOCH
o6pa3zoBaHus;

- IlpaBunamu BHyTpeHHero pacnopsinka HAO «TopalirelpoB yHHBEPCHTETY;

- Komexcom kopriopatusHoil 3THKH HAO «TopalrslpoB yHUBEPCHTET

- VerasoM HAO «TopalirblpoB yHHBEPCUTETY;

- KonnexTuBHBIM NOroBOpPOM;

- Muccueit, [Tonuruxoit u Lensmu HAO «TopaiirelpoB yHUBEPCHTET?;

- Iporpammoi#t pazsutus HAQO «TopaiirsipoB ynusepcurer» nHa 2023-2029
TOJTBI;

- OpPraHU3alHOHHO-PACTIOPSIUTENFHBIMH JOKYMEHTAMU;

- MepapxMel CTpyKTypbl U Hanpabienusmu pesrensroctyt HAO «Topaiireipos
YHHBEPCUTETY,;

3
3ANMPEUIAETCA HECAHKUHMOBHPOBAHHOE KONHWPOBAHHE TOKYMEHTA!
Hacmosiguii dokynienin e Mosicem Gelins HOAHOCMBIO WIH YACMUYI0 GOCHPON3GE0EN, MUPAdCHpOsan i
pacnpacmpanén ez paspewenns Ipedcedamens [pagnenun-pexmopa HAQ «Topaiiesipos yrugepcumem»
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- JOKYMEHTaMH CHUCTEMBI MEHEJPKMEHTa KadecTBa B NPENelaX CBOMX
JOJDKHOCTHBIX 00g3aHHOCTElH,

- JOKYMEHTAaMH, obecneunBaOIMHU bYHKUHOHUPOBAHNE CHUCTEMBI
MEHEKMEHTA KauyecTBa,

- CTaHAapTaMH, TEXHHYECKMMHU YCJIOBHSMM, METOJUKON ¥ HMHCTPYKLHMSIMH 10
1ab0paTOPHOMY KOHTPOJIIO;

- NEPeNOBEIM OTEUCCTBEHHBIM W 3apyOEXHBIM ONBITOM B COOTBETCTRYIOMIEH!
obnactu obpasoBaHus M HAYKH, METOAWKOH NPOBEIEHHS W BHEAPEHHS HAYUHBIX
Hccaeno0Banui M pa3paboTox;

- NPUHIMIAMHE KOHCTPYHPOBaHMs 1a00paTOpHBIX MPpUOOPOB U 060pYIOBAHMS U
TPABUIIAMH HX 3KCILTyaTallly, O(QOPMIIEHHS HAYYHO-TEXHHIECKOHN HOKYMEHTAMH U
324BOK Ha npuobpereHre NpUOOPOB, MaTEPHANOB, JPYTHX CPEICTB, HEOOXOMUMBIX
115 1a00PaTOPHH;

- TIOJIOJKEHHEM O CIIeLUaNbHOU Kadepe;

- UEIAMY CIIELHAILHON Kaeapsr;

- HaCcTOAILEH AOIDKHOCTHON HHCTPYKIUEH;

- IpaBHJIaMK M HOPMAaMHU O€30IIaCHOCTH H OXPaHbl TPYAa.

1.6 Ha Bpems oTcyrtctBua MeTomucTa (GOINe3Hb, OTIYCK, KOMaHAMPOBKA) €ro
06513aHHOCTH HCIIONHSIET JIMLO, HA3HAYeHHoe mpukazoM Ilpeicenaresns ITpasnenus-
peKTopa.

2 JoKHOCTHBIE 063aHHOCTH

2.1 O6mue HanpaBjieHAs PadoOTLI

2.1.1 Ocymectenser  paGoTy 110 OpraHH3allHOHHOMY  0GeCTedeHHIo
aAMHHHUCTPATHBHO-PACTIOPAANTENBHON IEATENBEHOCTH KadeIphl.

2.1.2 Bejer  nenonpoM3BOACTBO B COOTBETCTBMM ¢  YCTAHOBIEHHOM
HOMEHKNIATypoi Jien Ha xadenpe.

2.1.3 OcyuecTBnsier KOHTPONEL 38 COONIONEHMEM CHCTEMBI MEHEIKMEHTa H
Ka4yeCTBa 0 BHYTPEHHEM JIEONPOU3BOJICTRE.

2.1.4 Hcnonb3ayer B coeil paboTe 31eKTpoHHBIA HoKyMeHT0060poT «CIJI0» u
CHCTEMY yTIpaBjicHHs OH3Hec-TporieccaMu «BuTpukcey.

2.1.5 OcylectBisieT  CHCTEMHBIH KOHTPONIL U MOHHUTOPHHI'  3a
YKOMIUIEKTOB2HHOCTBIO yU€OHO-METOAMUECKHX KOMIUIEKCOB JMCLMIUIMHE Kadempsl,
y4€OHO-METOAMYECKUM KOMITIEKCOM CIELHANBHOCTH.

2.1.6 Beger o00paboTky HHQOpPMAaUMK © OOKYMEHTOB IIPH IOATOTOBKE K
NPHUHSITHH PeLIEHUA.

2.1.7 Tlo nopyvenuto 3aBelyloLIero Kaeapoidl IOTOBUT MHCbMA, 3aIPOChl U
JApyTHE JOKYMEHTEI.

2.1.8 ObecneumBaer xadeApy ¢ 3aBEAYIOIMM CKIAAOM  HEOOXOTMMBIMH
KaHUENAPCKUMH NPHHAJIEIKHOCTAMH.

2.1.9 CBoeBpeMeHHO nepeJiaeT B apXUB JOKYMEHTBL.

4
3AHPEHIAETCA HECAHKUHOHUPOBAHHOE KOMMUPOBAHME JOKYMEHTA!
HHCHIO}Il[{Hﬁ ()OK}’.-@-!EH}?! e Moaicem 5{3!’]?(3 ROINQCMBIO WIH YECTRHY IO eocnpou.?seaé'u, mupasicuposanr u

pacnpocmpané bes paspewenusn lpedcedamens Mpasnenus-pexmopa HAQ «Topasiesipos YHUGEDCHINE Y
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2.1.10 BeinongsieT TEKYLUIYI0  ONEpaTHBHYH  paboTy [0  IOPYHEHHIO
3aBeyromero kadeapoi, samectiTens gekaHa 1o y4debHoii pabore.

2.1.11 ObGecnieunpaer Kadenpy HeoOXONUMBIMH MaTepUanaMH, HOpubopami,
o0opymoBaHHEM [UIsS TIPOBEACHHS y4eOHOH, y4eOHO-METOOMYECKOH, HAay4qHO-
HCCIIe[OBATENbCKON padoThI.

2.1.12 Tlo oxoHYaHUHU NabopaTopHblXx pabTo MeTOAUCT Kadeapsl «byuonoruud u
3KOJIOTHH» 00sf3aH [POBEPUTH W IPHBECTH B MOPAAOK pabouee MeCTo, INpUOOpL!
anmapathl, BCE NH CKISHKH M MOCYAa ¢ XMUMHYECKMMH BCIICCTBAMH 3aKPBITHI
poOKaMu ¥ MOCTABJIEHBI HA MECTO.

2.1.13 OGecneunBaeT TEXHUUECKOE HCIONMHEHHe OKYMeHTaluy Ha kadenpe.

2.1.14 OpranuzossiBaeT ¥ 06eCTIeYHBACT ITOATOTOBKY yHUeOHBLIX MOMEUIEHUH
xadenpsl k yaeOHOMY nipoileccy, yueGHOR 1 HayHHO-HCCIeIoBaTeNbCKOH pabore.

2.1.15 Ilepem yxomom MeTomMCT 00s3aH HOPOBEPUTL, 3aKPHITHL JIM OKHa,
BBIKAIOUKTD OCBEIleHNEe, 3aKPhITh ayIUTOPUI0, IEPEeaaTh KIUH AeXKYyPHOMY OXPaHbt
0 UeM CHENaTh 3aMEeTKY B XKypHaJe.

2.1.16 Brmonsser paboTy MO MOArOTOBKE yueOHO-METOAMHYECKMX M HAY4YHBIX
CEeMHHAPOB.

2.1.17 IIposouuT U oGOpPMISET EXETONHYI0 HHBEHTAPH3ALHKIO Ka(eapambHoTO
obopynoBaHusl.

2.1.18 llpuuepxusaercs Komexca xopnopatusHoil atuxu HAO «Topalirbipos
YHUBEPCUTET»

2.1.19 Cob6mopmaer Tpebopanus Mo 6e30MaCHOCTH U OXpaHe Tpy[a, NOXapHOW
6e30MaCHOCTY U IPOU3BOICTBEHHON caHuTapuy Ha pabodem MecTe.

2.1.20 Bepexxuo otHocuTes K umytecTsy HAO «Topalirslpos yHHBEPCUTETY.

2.1.21 Cobmogpaer TtpeGoBaHHS RHYTPECHHUX HOPMATHBHBLIX JOKYMEHTOB
O6mecTBa 1 AefcTBYyIOUIEro 3aKoHotarenscTea PK.

2.1.22 Npoxoaur ¢prrooporpaduieckull ocMOTp pas B rof.

3 ilpaBa

3.1 MeToapcT BBICIIEr0 YPOBHS KBaTU(UKAIMK UMEET NIPaBo:

1) 3SHAKOMMTECHA ¢ MPHKAa3aMH U PacTIOPHKEHUSIMH PYKOBOJCTBA YHUBECPCUTETA,
Kadeaphl, KacaroIIMMHCs ero JeATeILHOCTH;

2) sanpalidBaThk [0 MOPYYEHHIO 3aBEAYIOINETO KaeqpoH OT CTPYKTYPHBIX
nojpasieneHuii MHGOPMALMIO W JOKYMEHThI, HEOOXOAMMEBIE [l BbINIOJHEHUS
BO3JIOKEHHBIX TTOPYYEHHH U 3aJaHKH;

3) BHOCHTH Ha pACCMOTpPEHHe 3aBelylollero xapeapod IpeasioXeHHS,
HalpaBJeHHbIE HA YJlydlleHHe AesITeNbHOCTH Kadeaphl;

4) TIOBBIIIATH CBOK KBANM(UKAIIHIO TI0 HAIPaBICHHAM NpodecCHOHaNbHOH
JeATeIbHOCTH.

-

3
SANIPEINMAETCA HECAHKIIMOHUPOBAHHOE KONKPOBAHUE JOKYMEHTA!

Hacmosugdt dorxysenm e Moxcem Boitiie ROANOCINDIO WLt HACHTUHIG GOCHPOUIGEOEN, IMUPANCUPOBAIL U
pacnpocmpanén 6es paspewenus [Ipedcedamens Hpasnenun-pexmopa HAQ «Topatieeipos ynusepcumen»
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4 OTBEeTCTBEHHOCTD

4.1 MeTonucT BBICIUETO YPOBHS KBaMU(pUKaMH HECET OTBETCTBEHHOCTS 34!

1) HeHaanexauice WCTIONHEHWE MW HEUCHONHEHHE CBOMX JOJDKHOCTHBIX
00513aHHOCTEH, NPEAYCMOTPEHHBIX HACTOSIIIEH OIKHOCTHOH MHCTPYKIHEH;

2) 3a coONroieHre YCTaHOBJEHHBIX CPOKOB HCIIONHEHMs 3alaHUl i IIOpYUEHHUI;

3) napymenue [Ipasun BHyTpeHHero pacnopsaka HAQO  «Topafirsipos
YHUBEPCUTETY;

4) pasrnaileHue CBeISHHM, MpelHA3HAYEHHBIX AJIS CIyXXeOHOro MoJib30BaHUs
Ob1ecTBa;

5) coBepuieHHe B TpoLecce  OCYIUISCTBIEHHS  CBOeH  AEATEIbHOCTH
IpaBOHAPYIHIEHUI, ONpeie/ieHHBIX NeHCTRYIOMUM 3aKoHoAaTe bcTBOM PK;

6) IpUYMHEHHEe MATEPHANBHOIO Yyiuepba, NpenyCMOTPEHHOIO AEHCTBYHOLIUM
3aKoHoaaTeabcTBoM PK.

7) mpenocTaBieHHe HOCTOBEPHONH W KadyeCTBEHHOM HHQOpMALMM 1O 3ampocy
PYKOBOJICTBA;

8) coBepIlIcHHE B  IIPOLECCE  OCYIIECTBICHMS  CBOE€H  [IEATENIbHOCTH
IpaBOHAPYIISHNUH, ONpeNeNeHHbIX NefCTBYIOIIUM 3aKoHoAaTeNbeTBOM PK;

9) 32 He UCTIOHEHHUE YCTHOIO W IIHCBMEHHOI'0 PACHOPSKEHUH pyKOBOICTBA.

5 BzaumMocsazu

5.1 Merojuct  BBICHIEr0O  YPOBHS  KBIHU(QUKAUMH  HEMNOCPEINCTBEHHO
B3aUMOJIeHiCTBYeT C 3aBeNyIOLIUM Kadenpoll, COTpyAHUKAMYU IPYTHX CTPYKTYPHBIX
noapaseneHuit GpaKyIpTera, 00IecTsa.

5.2 BzawumopelicTBMe ¢ WHBIMU JAOJDKHOCTHBIMH JHUAMM W IIOJpa3zAe/IeHHsAMHU
OCYIIECTBIIAETCS MPH YUYACTHH COTPYAHHKOB COOTBETCTBYIOLIMX IIOAPA3/IEIIEH U,

6
SATIPEINIAETCA HECAHKIIUOHUPOBAHHOE KONNHPOBAHHE JOKYMEHTA!
Hacmosmyuit Ookyatenm 1e Moacen dotite ROANOCHIBIO WY YACTITUNIO BOCHPONIGeOEn, MUPUNCUPOSaN 1

pacrpecmpanén 6e3 paspewenus Hlpedcedamens [Tpasnenus-pexmopa HAQ «Topaiiceipos yuugepcumem»
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Ipunoxenue A

(obs3aTenbHOE)
® CO CMK 4.01.6/01
JIMCT COTJTACOBAHMUS
Honxuocts, ©.11.0. Jlatra cornacoaHus [Tonnuch
W. o. pyxosoaurens YI110ul3
Caburona P. A. pl /4 2014 ronma
(moeluh) ,
Hupextop HR-cnyx06s1 f
Kakumena A. E. o4 2 2074 roma
Mionnmeyy’
HopMOKOHTpOJIB:
WHKEHEp MO0 Ka4eCTBY e
OCuCMK
Basxmerosal. C. 04 [2 2074 ronma W
(11O/11HCh )

7 Hpne
3ANPEIIAETCS HECAHKUMOHHPOBAHHOE KOIMTUPOBAHUE JOKYMEHTA!

Hacmosuyuir doxymenm ve Modcem Oulimb NOANOCHIBIO UAU NACMUYN0 6OCAPOU3GEOEN, IMUPAdICUPOBAN U
pacnpocmpanén bez paspeutenus llpedcedamens Hpasnenus-pexmopa HAO « Topaiieeipos ynueepcumem»
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Ipunoxenue b

(00s13arenbHOE)
@ CO CMK 4.01.6/02
JUCT OZHAKOMUIEHBU S
®.A.0O. muua, Jara o3HakoMIIeHus ¢ Tlonmnuce
03HAKOMUBIIEI0OCA ¢ JIOKYMEHTOM
JOKYMEHTOM
8

3AMNPEIIAETCA HECAHKIIMOHUPOBAHHOE KONMAPOBAHUE JOKYMEHTA!
Hacmosyuit doxysenm ne aModxcem Boling HOMIOCMBIO WIH YACHIHYNO GOCRPOUIGEOEN, MUPANCUPOCHN U
pacnpocmpanén bez paspewtenust Tpedcedamens lpasnenus-pexmopa HAQ «Topaiiceipos yiugepcumemy




Hpunoxenue B
(oGs3aTenbHOE)
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® CO CMK 4.01.6/03

JIUCT YUYETA NEPUOJANUYECKHUX ITPOBEPOK

Homep u PesynbraTs! Hara @.1.0. muua, IToanuce nuua,
naTa IIPOBEPKH BHECEHMs | BHECHIErO 3amMch | BHECLIEro 3amMch
pHKasa 3aIIHCH
9

SANPEWIAETCH HECAHKHHOHHUPOBAHHOE KOINMHPOBAHUE JOKYMEHTA!
Hacmosuputi doxysenm ne Moxcem Golimb ROINOCHIO WL YACHIHYHO GOCHPOUIEEOEN, MUPAICUPOGQI U
pachpocmpanén des paspewenus {Ipedcedamens lMpacremnm-pexmopa HAQ «Topatizerpos ynusepcunieny




Hpunoxenne I’
(o0s32TENILHOE)

I CMK 29.2-02-7/02

@ CO CMK 4.01.6/04

JUCT PETHCTPAIIMHA UBMEHEHWH U TONOJTHEHHI

[TopsaKoBREIH
HOMEP
U3MEHEHHUS

OcHopaHue
(No, nara
[puKasa)

Hata
BBEJCHUS
H3MEHEHHS

JlaTta
BHECEHUS
U3MEHEHUS

O©.M.0. mna,
BHECIUEIro
W3MEeHEHUE

Ioxpmnucs
1A,
BHECIIErO
H3MEHEeHHe
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SANTPEIMAETCH HECAHKIIMOHHPOBAHHOE KOTHPOBAHHE JOKYMEHTA!
Hacmosmyuit Qoxyvenm ye stoscem Dbt HOMNOCIMBIO WIN YACHUUNG OCHPOUIGEOEN, INUPANCUPOGAN 1
pacnpocmpanén 6ez paspeutenus Ilpedcedamenn Hpasnenusi-pexmopa HAQ «Topaiieoipos ynugepcumemsy




Ipnnoxenne B
(oba3aTennHoe)

M CMK 29.1-02-08/02

® CO CMK 4.01.6/03

JUCT YUYETA HEPUOJHUYECKHUX ITPOBEPOK

Homep u Pesynprarst Hata @®.11.0. auna, ITopnuce nuna,
JaTa IpHKaza | TPOBEPKH BHECEHHS BHECILIErO 3aIiCh BHECIIETO
3aIIUCH 3aIUCh
9

3ANPEHIAETCA HECARKITHOHHPOBAHHOE KOIIHPOBAHHE JOKYMEHTA!
Hacmosypuit dokyyentn ne Moxcem Guliis ROTHOCHIBIO WIH YACKTHYNG GOCHPOUISE0EH, MUPANCUPOCI! U
pacapocmpanén bez paspewtenis [Ipedcedamens Hpasnenusi-pexmopa HAO « Topaiizeipos yrugepcumenty
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punosxenne I'
(0bs3aTenbHOE)

©® CO CMK 4.01.6/04

JIACT PETUCTPALIAM USMEHEHWNA U JONOJHEHUN
Iopsaxossiit | OcHOBauue Jara Harta ®.1.0. muua,| Homnuce
HOMeEp (Ne, nara BBEJIEHHS BHECEHIsI | BHECIIEro JIMLA,
H3MEHEHH NpHKa3a) [W3MEHEHNT | H3MEHEeHWs | M3MEHEHHE | BHECHIEro
H3MEHEeHHe
10

3AOPEHIAETCA HECAHKITHOHHPOBAHHOE KOINHPOBAHHE JOKYMEHTA!
Hacmostuuit dorysenm e stodicent 6ol ROTIOCGIO UIU YACMUYIIO GOCRPOUIGLOEH, IMUPANCUPOCAN
pacnpocmpanén bes paspeweins [Ipedcedamens Hpaenenus-pexmopa HAQ « Topaiienpos yuugepcumen




