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1. O0mue moJokeHHnA
1.1. Hacrosiiee monoxeHue onpeaesseT HasHaueHue, [IeNH, 3a1a4u, QYHKIHHY, [IpaBa, OTBETCTBEHHOCTh
¥ OCHOBHI JI€STEILHOCTH aIMUHHUCTPATHBHO-X03HCTBEHHOM yacTu (Janee - AXY) xoiiemka uHayCTpUu
IIUTaHus, Typu3Ma U cepBuca.
1.2. AXY ocyIuecTBISeT aAMUHUCTPATHBHO-X035iCTBEHHOE 00ECTIEUEHNE AEATEIEHOCTH YUPEKICHUS.
1.3. AXY spnsercs camMOCTOSTENbHBIM CTPYKTYPHBIM INOAPA3JEIEHUEM OpPraHHu3alvyd ¥ MOAYHHAECTCS
HETOCPENICTBEHHO €€ PYKOBOIMTENIO MITH OIHOMY K3 €ro 3aMecTuTenel. B 3aBucumocty ot crieruuky 1
o0beMa NeAaTeIbHOCTH OpraHMu3alvy, YUCICHHOCTH €€ padOTHUKOB, KOJUYECTBA M IUTOINANEH 3/1aHUH |
IIOMELIEHKH, B KOTOPHIX PACIOJIOKEHBI IMOApa3ieNeHnsl OpraHu3aliy, TEXHHYECKOro 000pymIoBaHMs
(ocBelIeH e, CUCTEMBI OTOIUIEHMS, BOIOCHA0KEHHS, BEHTHIAIMU M T.1.) B COCTaB aJIMUHMCTPAaTHBHO-
XO3SMCTBEHHOM CIIYKOBI MOTYT BXOIMTh Ha INpaBax CTPYKTYPHBIX moapasieienuii AXY pasinyHbie
TEXHUYECKHE U IKCIUTyaTallHOHHBIE CITyXOBI.
1.4. B cBoeii pestensHOocTH AXY pyKOBOICTBYETCS NEHCTBYIOIIMM 3aKOHOIATENBCTBOM, HOPMATHBHO-
IIPaBOBBIMU aKTaMU M METOAMYECKAMH MaTepHaIaMH IO XO3HCTBEHHOMY O0CITYKHMBAHHIO, HOPMaMH H
NpaBUIIaMM  CONEpKAaHM#, OKCIUTyaTalldd W PEMOHTAa 3[JaHMH, TEXHHYECKOro 000pynoBaHus,
HOPMATUBHBIMH  JIOKYMEHTaMH II0 COOJIIONCHUIO CAHUTAPHO-IPOTHBOIMUAEMHUYECCKOIO  PEXKMA,
IIPOTHBOINOXAPHOU O€30MacHOCTH M TEXHHKH 0€30IaCHOCTH, OpraHHW3alMOHHO-PacIoOPSIUTENbHbBIMU
JOKYMEHTaMHK caMOl OpraHu3allii ¥ HaCTOSIIMM IOJI0KEHUEM.
1.5. JesrenpHocTs AXY OCYyIIECTBISETCS HA OCHOBE TEKYIIETO W MEPCICKTHBHOIO INIAHUPOBAHUS,
COYETAHUS eMHOHAYaJIMsl B PEIICHUH BONPOCOB CIIYKEOHOH NEATENBHOCTH W KOJUIETHaIbHOCTH IPH WX
00CyKIeHWH, NIEPCOHAIBHOM OTBETCTBEHHOCTH PabOTHUKOB 3a HAIJIEKAIee MCIIONHEHHUE BO3JIOKEHHBIX
Ha HUX JO/KHOCTHBIX OOSI3aHHOCTEM M OTHENbHBIX MOPYYeHMH 3aMecTuTeneM aupexropa mo AXY.
1.6. 3amectuTens aupekropa mo AXY HasHayaeTcss Ha JOJDKHOCTh M OCBOOOMKIAETCS OT 3aHMMaeMOH
JOJDKHOCTH ~ TPUKa3OM  PYKOBOAMTENS  OpraHM3alldd B COOTBETCTBHM € JICHCTBYIOIIMM
3aKOHOIATENBLCTBOM Poccutickoi denepanuu.
1.7. Ksanuduxanuonssie TpeOOoBaHus, QyHKIIMOHANBHBIE 00S3aHHOCTH, IIpaBa, OTBETCTBEHHOCTH 3aM.
nupekTopa 1o AXY  pernameHTHpyeTcss  JODKHOCTHBEIMH — MHCTPYKIMSIMH, — yYTBEPXIaeMbIMH
PYKOBOIUTETIEM OpraHu3aruu.
1.8. AIMHMHHCTPAaTMBHO XO3fIMCTBEHHYIO 4acTh BO3ITIaBIAET 3aMECTUTENb AMpeKkTopa mo AXY, Ha
JIOIDKHOCTh KOTOPOTO HA3HAYAETCsl JIMI0, MMEIOLIEE BEHICIIEE NPO(YECCHOHATBHOE 00Pa3OBaHUE M CTaX
paboTHl 10 CIENMANBHOCTH HEe MeHee 2 JIET WIM CpelHee NMPo(ecCHOHATbHOE O00pa3soBaHWE W CTax
paboTHI 10 CHEUAIBHOCTH HE MEHee S JIET.
1.9. 3am. Jlupexropa no AXUY:
- PYKOBOIWT BCell nesTenbHOCThI0 AXY, HeceT mepcoHaIbHYH OTBETCTBEHHOCTH 3@ CBOCBPEMEHHOE U
KaueCTBEHHOE BBIIOJHEHNE BO3NIOKeHHBIX Ha AXY 3a1a4 U QyHKIMI;
- OCYLIECTBISET B Mpeaeliax CBOEH KOMIETEHIMH QYHKIMH YIpaBieHus (IIaHWPOBaHMS, OpraHu3alvy,
MOTHBAIIMH, KOHTPOJIA), IPHHUMAET pellieHns, 06s3aTeNpHbIe 171 BceX paboTHUKOB AXY;
- pacnpenenseT GpyHKIHOHANBHBIE 00SI3aHHOCTH M OT/JENbHEIE MOPYYEHUs MEXIY COTpymHuKamu AXY,
yCT@HaBNMBAeT CTENEeHb WX OTBETCTBEHHOCTH, IIpU HEOOXOMAMMOCTH BHOCHMT  MpPEMLIOKEHHS
PYKOBOIMTENIO OpraHu3anuu 00 W3MEHEHWH [OJDKHOCTHBIX MHCTPYKIMH IONYMHEHHBIX €My
pabOTHUKOB;
- BHOCHT PYKOBOJCTBY OpraHu3alMu IpeJOKeHUss IO COBEPIIEHCTBOBaHMIO paboTel AXUY,
ONTHUMU3AIMH €€ CTPYKTYpPhl M INTATHOM YHCIEHHOCTH;- YYaCTBYeT B IEPCIEKTUBHOM M TEKYILEM



NJIaHUpOBaHuM JeAtenbHOCTH AXY, a TakKe MOATOTOBKE [IPUKA30B, pPAaCHOPSDKEHUNH M WHBIX
JOKYMEHTOB, KacaloIlUXcsl BO3JI0KeHHbIX Ha AXY 3a1a4 u GyHKUUH;
- TIPUHUMaeET HeoOXOMUMbIE MEphI IS YJIydlIEHHs MaTepHaIbHO-TEXHHYECKOro M WH(MOPMAIIMOHHOIO
obecrieyenus, yCjaoBHI Tpya, NOBBIIEHUS IIPOPECCHOHATBHOM IOATOTOBKK paboTHUKOB AXUY;
- Y4acTBYeT B oAbope U paccTaHOBKE KaapoB AXY, BHOCUT pyKOBOJCTBY OpraHU3alliM IPEAIOKEHHUS O
NOOIIPEHUH W HAIO0KEHUU JUCIHMILIMHAPHBIX B3bICKaHWN Ha paboTHMKOB AXY, HampaBlIeHHWH UX Ha
NEepenoAroTOBKY U MOBLIIIEHUE KBaTU(DUKALIUK;
- COBEpILEHCTBYET CUCTEMY TPYMOBON MOTHBaIMK paOOTHUKOB AXY;
- OCYINECTBJSIET KOHTPOJIb MCIOJHEHUS IOJYHHEHHBIMH €My paOOTHUKaMU CBOUX JODKHOCTHBIX
o0s3aHHOCTEH, coOMIONeHUs  TPYHAOBOW  MUCIMIUIMHBI M JesitelbHOocTH  AXY B mesom.
1.10. B nepuon otcyrcTBus 3aM. aupekTopa mo AXY ero o0s3aHHOCTH HCIIOJIHSET, Ha3HaYeHHBIN
NpUKa3OM pYKOBOJIUTENS OpraHU3aluu ApYyroi paboTHHK.
1.11. 3am. mupektopa mo AXY wWiu JIMIO, UCIOJHSIOMEE ero O0S3aHHOCTH, UMEIOT IPaBO MOJITHCH
JIOKYMEHTOB, HanpapiasgeMbIX OT uMeHH AXY no Bompocam, BXOASIIUM B €€ KOMIIETEHIIHIO.
1.12. AXY ocymecTBisieT CBOKW JACATEILHOCTb BO B3aUMOJEHCTBUM C JpPYIMMH CiyxOaMu U
CTPYKTYpHBIMU HOJpa3JelCHUsIMM OpraHu3allik, a Tak)Xe B IHpeJenax CBOeH KOMHETEeHLWH CO
CTOPOHHUMU OpraHHU3alHsIMU.
1.13. 3a HeHaANeXKaINEEe UCMIOJHEHUE NOHKHOCTHBIX 00513aHHOCTEW U HapylIEHHE TPYAOBOH IUCLIUIIIINHBI
pabotHukn AXY HeCcyT OTBETCTBEHHOCTb B MOpSAKE, MNPEAYCMOTPEHHOM  AEHCTBYIOIUM
3aKOHOJATEILCTBOM.
1.14. Hacrosmee nosioxeHue, CTPYKTypa U 1TaTHOe pacnucaHue AXY yTBepKIaroTCs pyKOBOAUTEIEM
OpraHM3alluH.

2. OcuoBHbie 3a1aun AXY
2.1. AIMMHHCTPaTHUBHO-XO3SHCTBEHHOE 0OOecledyeHHe MAEATEIbHOCTH OpraHu3aliH: TEXHHYECKOe
00CyKUBaHUE 31aHUHN, TOMEIIEHUH, 000pyTOBaHUS (CHCTEM OTOIUIEHHS, BOJOCHA0KEHNUS, BEHTWISLIUH,
JMIEKTpoceTe ¥ T.A.), IUIAHUPOBAaHHE, OpraHW3alUs W KOHTPOJb NPOBEACHUS HX TEKYIUX U
KanmuTaJbHbIX PEMOHTOB, CHaOXKeHue MeOebl0, XO3AHCTBEHHBIM HHBEHTApEM, CPEICTBAMH MEXaHHU3aLUH
WH)KEHEPHOrO ¥ YIPABIEHYECKOr0 TPyAa, OpraHu3alus TpaHCIIOPTHOTO 00ecneYeHus U OXPaHbl.
2.2.  OpraHu3alOHHO-METOJUYECKOE PYKOBOACTBO M  KOHTPOJb JAEATEIbHOCTH  CTPYKTYPHBIX
nojpas/ieieHuit  OopraHu3alli¥ [0 BOIPOCaM  XO3SHCTBEHHOro OOCIYKMBaHUS, palMOHAIBHOTO
UCIOJIb30BaHHs MAaTEPUAIbHBIX U (UHAHCOBBIX PECYPCOB, COXPAHHOCTH COOCTBEHHOCTH OpraHU3aluy.
2.3. TloarotoBKka W MNpeJICTaBICHHE PYKOBOACTBY HWHGPOPMAlMOHHO-aHAIUTUYECKUX MaTEpUaoB O
COCTOSSHUM U MEpPCHEKTUBAX pa3sBUTHS XO3SUCTBEHHOro oOOeCHedeHMs [esATeJbHOCTH OpraHU3alluH,
pa3paboTka npeIOKEeHUH 0 COBEPILIEHCTBOBAHHUIO Ci1y)ObI AXY.
2.4. CoBepIICHCTBOBAHUE W BHEJAPEHHWE HOBBIX METOJOB OpraHu3alMM pabOThl, B TOM YKCJIE HAa OCHOBE
UCII0JIb30BaHUSI COBPEMEHHBIX HH(POPMALIHOHHBIX TEXHOIOTHIA.
2.5. Y4yacTHe B MOATOTOBKE M HCIIOJHEHWHM YMPABICHYECKUX PEUIEHWH PYKOBOACTBA IO BOIIPOCaM
aJIMUHUCTPATUBHO-XO3SIHCTBEHHOr0 00ecnedeHus! IeITeIbHOCTH OpraHu3a1[HH.
2.6. KoHTposb B npesenax cBOel KOMIETEHLHH 3a COOMIOACHUEM CAHUTapHO-NPOTHBOIHUIEMHYECKOrO
pexuma, MpaBWil MPOTHBOMOXKAPHOK 0Oe30MaCHOCTH, HOPM TEXHHUKH O€30MacHOCTH, CBOECBPEMEHHOE
NPUHATHE HEOOXOAUMBIX Mep NPU BbIABIECHMH (AKTOB WX HapYILIECHHUS.
2.7. Benenue npelyCMOTpPEHHOH IEHCTBYIOIIMMH HOPMATHBHO-IIPAaBOBBIMM aKTaMH COOTBETCTBYIOLIEH
JOKYMEHTAllUK, IPEAOCTaBICHUE B YCTAHOBJEHHbIE CPOKM CTATHCTHYECKOW M WHOW WHPOpMALUU O
nestensHOCTH AXY.
2.8. PelieHue UHBIX 3a/1a4 B COOTBETCTBUH C IIEJISIMH OpPraHU3alMH.



3. OcHoBHbIe pyHkuun AXY
3.1. TInaHmpoBaHMe, OpraHM3al¥s W KOHTPOJb AJIMHHHCTPATHBHO-XO3AMCTBEHHOro o00eCIeYeHus
NeATeIbHOCTH OPTaHN3 AL H.
3.2. Xo3sicTBeHHOEe OOCIYXHBaHHE U 00OCCreYeHHE HAJICKAIEr0 COCTOSHUS B COOTBETCTBHH C
IpaBUJaMd M HOPMaMmM IIPOM3BOJCTBCHHOM CaHUTApUM M TNPOTUBOMNOXAPHOM 3alllMThl 3AaHUN U
IIOMEIICHNM, B KOTOPBIX PACIIOJOMXCHBI TOJApA3ieiCHUs OpPraHu3alMy, KOHTPOJIb 3a HCIPABHOCTBHIO
o0opyi0BaHUS (OCBELIIEHUS, CUCTEM OTOIUICHUS, BEHTHJISILIUY | JIp.).
3.3. YyacTHe B HHBEHTapu3alMM 31aHUH, NOMEUICHUH, OOOpYIOBaHMS B LENSAX KOHTPONS MX
COXPaHHOCTH M TEXHUUYECKOT'O COCTOSTHHS.
3.4. TlnanupoBaHMe TEKYIIMX M KalWTAIbHBIX PEMOHTOB OCHOBHBIX GOHIOB (34aHUM, CHCTEM
BOJIOCHAOXEHHS, BO3JyXOIIPOBOJOB M JIDYTHX COOPYXCHUH), COCTaBJCHHE CMET XO3SHCTBECHHBIX
pacxoioB.
3.5. PemoHT  momelneHUH, KOHTPOJIb ~ KauyecTBa  BBIIOJIHEHUS  PEMOHTHBIX  pabor.
3.6. ObecneueHne noapas/ie/icHUH OpraHu3alii MeOeNplo, XO3SHCTBEHHBIM HHBEHTApEM, CpelCTBAMU
MEXAHM3AIMK MHXKCHEPHOTO M YIPABJIEHYECKOTO TpyAd, KOHTPOJb 34 HX palMOHATBHBIM
MCII0JIb30BaHHEM, COXPAHHOCTBIO, IPOBEICHIEM CBOEBPEMEHHOI'O PEMOHTA.
3.7. OdopmneHre HeoOXOAUMBIX JOKYMEHTOB JUIS 3aKJIIOYCHHS TOTOBOPOB Ha MpPOBEIACHUE paboT U
OKa3aHHE yCJIyT CTOPOHHHUMH OpraHH3aIHsIMU.
3.8. TlonyyeHme ¥ XpaHEHME KaAHLCIAPCKUX TIPHUHAIIC)KHOCTEH, XO3SHCTBEHHBIX MAaTepHasioB,
o0opy/Zl0BaHMsI, UHBEHTaps, o0eclieueHHe UMM CTPYKTYPHBIX TMOApa3/IeIicHUH OpraHu3aly, y4eT HX
pacxo/I0BaHMsl ¥ COCTaBJICHUE YCTAHOBIECHHON OTYETHOCTH.
3.9. KoHTponp pauyoHaNbHOTO PacXoJIOBAHHMS MAaTEpPUaloB W (GUHAHCOBBIX CPEACTB, BBIICISEMBIX IS
XO3SIMCTBEHHBIX LeJIeH.
3.10. bnaroycrpoiicTBo, 03eneHeHHE, YOOpKa TEPPUTOPUH, TTPA3THUYHOE XYA0XKECTBEHHOE 0hOpMIICHHE
dacanoB 30aHUH U TPOXOIHBIX.
3.11. XozsiictBeHHOE OOCIYXXHBAHUE IPOBOJIUMBIX COBCLIAHUH, KOHQEpPEHIMH, CEeMUHApOB U APYruX
MEpOIIPUATHH.
3.12. OpraHu3auus TpPaHCIIOPTHOTO o0OecrieyeHUs MACATEIbHOCTH oOpraHuzaluu. I[Ipw orTcyrcTBUH
COOCTBEHHOTO aBTOTPAHCIIOpPTa MOATOTOBKA /IOTOBOPOB Ha TPAHCIIOPTHOE OOCIY>XMBaHHE CTOPOHHUMMU
OpraHu3alUsIMU.
3.13. B cooTBeTcTBHM C ACHCTBYIOIIMMHU MMpaBUJaMH M HOPMATHBAaMH OpPraHM3alMs 3KCILIyaTalluu U
CBOCBPEMCHHOTO PEMOHTA TEXHHUYECKOTO O0OpYHOBaHHS (3JCKTPUUYECKUX CeTeHM, CHCTEM OTOILICHHUS,
BEHTHJISIMM M T.1.), OecnepeboiiHoe ofecriedeHWe 3JaHMM M TNIOMEINEHMH  OpraHM3aluH
3NIEKTPOIHEPrueH, TeryIoM, Ta3oM, BO0H, KOHTPOJIb 32 X PALlMOHATBHBIM PACXOJI0BAHUEM.
3.14. Opranmzanus u ofecleueHUE NMPOIMYCKHOTO PeXuMa (MPU OTCYTCTBUH B OpraHU3alU CIyXObl
6e301acHOCTH).
3.15. Opranuzauyss ¥ KOHTpPOJb AEATCIBHOCTH CKJIAJOB aIMHHHUCTPAaTHBHO-XO3SHCTBEHHOH CITyXOBI.
3.16. IlposeneHue WHPOPMALUOHHO-PA3LSICHUTEIBHON pabOThl Ccpely pabOTHHUKOB OpTraHU3aIMH,
HanpasJIcHHOH Ha ofeccliedeHUe COXPAHHOCTH W COJACPXKAHUS B MCIPABHOM COCTOSIHUM 3]aHHH,
IIOMEUICHUH M HMYIIeCTBA OpPraHM3allMHU. OepeXKHoe OTHOIIeHHEe K OOOpYNOBaHUIO M 3KOHOMHOE
UCIIONB30BAHME MATCPUAIBHBIX M DHEPreTHUECKMX PECypcoB  (3JIEKTPOJHEPTHM, TemJla, BOJBI,
KaHLEJIAPCKUX NTPUHAUICKHOCTEH, pacX0/IHBIX MaTepUaloB U T.1.).
3.17. [IpoBenenue IIPOTHBOIIOKAPHAIX U IIPOTHBOIIUACMHUYECKHX MEPOTIPUSATHH.
3.18. OcymecTsienue B Ipefenax CBOeH KOMIIETCHIMM WHBIX (QYHKIMH B COOTBETCTBUU C LEISAMH U
3aJa4aMH OpTaHU3aALUH.



4. [IpaBa u 0TBeTCTBEHHOCTH
4.1. AXY uMmeer nparo:
- I0Jy4aTh NOCTYTIAIOMIME B OPraHU3aluio JOKYMEHTHI U MHbIE HHQOPMAlMOHHbBIE MaTepHaIbl [10 CBOEMY
NPOGUITIO IESTETHHOCTH IJIs1 O3HAKOMJICHHS, CHCTEMaTH3MPOBAHHOIO Y4eTa U HCIIOIb30BaHus B paboTe;
- 3anpammBaTh M [0JyYaThb OT PYKOBOJMTENEH OpraHu3alMu U €€ CTPYKTYPHBIX TOApa3acieHMA
uHGOpMaNnIo, HEOOXOMUMYIO JUIS BBINOJHEHHsS BO3JNOKEHHBIX Ha Hee 3amad u  QYHKUHMIL;
- OCYWECTBIATH B [Mpelelax CBOEH KOMIETCHIMH [POBEPKY W KOOPAMHALMIO JIESTEIBHOCTH
CTPYKTYPHBIX MOAPA3JCJICHUH IO BOMpOCaM aJIMHUHHCTPATHBHO-XO3SHCTBEHHOr0 00ECHEYEHus, O
pe3yabTaTax IIPOBEPOK JOKJIaIbIBaTh PYKOBOJICTBY OpraHH3aluy;
- BHOCHTB MpPE/UIOXKEHHUA [0 COBEPIUCHCTBOBAHUIO (GOpM U MeT00B paboTel AXY W opraHusanud B
LEJIOM;
- y4acTBOBaTh B NOAOOPE M pPACCTAaHOBKE KaApOB MO0 CBOEMY MPOGHIIO JAEATENBHOCTH;
- BHOCHUTH NpPEJIONKCHUS PYKOBOACTBY OpraHHU3alUM IO MOBBILIECHHUIO KBAIM(UKAIMH, MOOIIPEHUIO W
HaJIOXKCHHIO B3BICKAHMH Ha paboTHUKOB AXY M Ipyrux CTpYKTYPHBIX MOApa3IeIeHHH OpraHu3aluy 10
CBOEMY NPOPUIIIO AEATEIBHOCTH,
- Y4acTBOBaTh B COBCILAHUAX [IPH PACCMOTPEHHH BOTIPOCOB XO3SHCTBEHHOIO 00CCIICUECHHS eI TENHHOCTH
OpraHu3anyu
4.2. 3am. JIUpEKTOpa o AXY HEeCceT [EPCOHAIBHYIO OTBETCTBEHHOCTH 3a:
- BBITIOJIHEHHE BO3JIOKEHHBIX HA AXY (QyHKIUM U 337124,
- opranusauuio padothl AXY, cBoeBpeMCGHHOE M KBATU(DUIHMPOBAHHOE BBINOJHEHUE IIPUKA30B,
PacTOpsKEHHH, TOPYYEHHH BBIILIECTOSILEIO PYKOBOACTBA, NCHCTBYIOIUX HOPMAaTHBHO-TIPABOBBIX aKTOB
110 CBOEMY IPO(UITIO NESATETbHOCTH;
- pauMoHaIbHOEe U 3(QHEKTUBHOE UCNIOIb30BAHHE MaTepHATLHBIX, PUHAHCOBBIX M KaJPOBBIX PECYPCOB;
- COCTOSIHHE TPYJAOBOH M MCIOJHUTEIBCKOM AUCHMILTMHEL B AXY, BBINOJIHEHHE €¢ PaOOTHHKAMH CBOHX
(bYHKIHOHANBHBIX 003aHHOCTEH;
- cobmonenue  paboTHuxkaMum  AXY  mpaBHI  BHYTPEHHEro  pacmopsiika,  CaHHTapHO-
[IPOTHBOSMUAEMHUYECKOIO DPEXHMMA, IIPOTMBONOXApHON Oe30MacHOCTH M TEXHHMKH O€30MacHOCTH;
- BEJICHUE JOKYMEHTALMU, [IPELYCMOTPEHHOH NEHCTBYIOIMMH HOPMATHBHO-IIPABOBBEIME JOKYMEHTAMHU;
- MPEJOCTABJICHHE B YCTAHOBJIEHHOM IIOpSiIKE JOCTOBEPHOH CTaTUCTHYECKOH M WMHOH HHoOpMamuu o
JesTelTbHOCTH AXY;
- roToBHOCTE AXY K paboTe B yCIOBHAX UPC3BBIYAHHBIX CHTYAIH.



