
Seguimos Construyendo
  Ayuntamiento 
Constitucional

2018 - 2021

D
E

LGOBIERNO
MUNICIPAL

DE ZITÁCUARO, MICHOACÁN.

Año 1 / Nº 11 / Publicación Extraordinaria

Manual de Procedimientos de la Secretaría de Servicios Públicos
Municipales del municipio de Zitácuaro, Michoacán.

Libro segundo.

10 de Diciembre de 2019.





��

��� */530%6$$*´/�

&M�3FHMBNFOUP�EF�0SHBOJ[BDJÑO�EF�MB�"ENJOJTUSBDJÑO�1×CMJDB�EFM�.VOJDJQJP�EFM�.VOJDJQJP�EF�

;JUÁDVBSP
�.JDIPBDÁO
� FTUBCMFDF� MBT� CBTFT� QBSB� MB� PSHBOJ[BDJÑO� Z� GVODJPOBNJFOUP� EF� MBT�

EFQFOEFODJBT�NVOJDJQBMFT
� Z�BDPSEF�B� MP�QSFWJTUP�FO� MPT�OVNFSBMFT���
� ��
� ��
� ���Z� ���EFM�

QSFDFQUP� MFHBM�FO�DJUB
�EFCFO�FMBCPSBSTF� MPT�NBOVBMFT�EF�QSPDFEJNJFOUPT�RVF�DPOUFOHBO�

QPMÌUJDBT�P�MJOFBNJFOUPT�RVF�UJFOEBO�B�SFHVMBS�MPT�QSPDFTPT
�QSPDFEJNJFOUPT
�PSHBOJ[BDJÑO�Z�

GVODJPOBNJFOUP� EF� MBT� EFQFOEFODJBT� BENJOJTUSBUJWBT
� ÑSHBOPT
� VOJEBEFT
� PSHBOJTNPT� Z�

FOUJEBEFT� EF� MB� "ENJOJTUSBDJÑO� 1×CMJDB� .VOJDJQBM�� 4F� FYQJEF� FM� QSFTFOUF� .BOVBM� EF�

1SPDFEJNJFOUPT� "ENJOJTUSBUJWPT
� FM� DVBM� DPOUJFOF� JOGPSNBDJÑO� TPCSF� MBT� BDDJPOFT� RVF� TF�

EFTBSSPMMBO�Z�UJFOF�DPNP�PCKFUJWP�QSFDJTBS�SFTQPOTBCJMJEBEFT�PQFSBUJWBT�QBSB�MB�FKFDVDJÑO
�

DPOUSPM�Z�FWBMVBDJÑO�EF�MBT�BDUJWJEBEFT�

&M�QSFTFOUF�NBOVBM�EF�QSPDFEJNJFOUPT
� UJFOF�DPNP�QSPQÑTJUP� TFSWJS� DPNP� JOTUSVNFOUP�EF�

BQPZP�FO�FM�GVODJPOBNJFOUP�JOTUJUVDJPOBM
�BM�DPOKVOUBS�FO�GPSNB�TFODJMMB
�PCKFUJWB
�PSEFOBEB
�

TFDVFODJBM�Z�FTUBOEBSJ[BEB�MBT�BDUJWJEBEFT�SFBMJ[BEBT�FO�MB�4FDSFUBSÌB�EF�4FSWJDJPT�1×CMJDPT�

$POTUJUVZF�VOB�GVFOUF�GPSNBM�Z�QFSNBOFOUF�EF�JOGPSNBDJÑO�Z�PSJFOUBDJÑO�TPCSF�MB�GPSNB�EF�

FKFDVUBS�VOB�BDUJWJEBE�EFUFSNJOBEB
�DPO�BQFHP�FO�MBT�OPSNBT�Z�QPMÌUJDBT�WJHFOUFT�DPO�VOB�

WJTJÑO�JOUFHSBM�EFM�GVODJPOBNJFOUP�Z�PQFSBDJÑO�EF�MB�6OJEBE�"ENJOJTUSBUJWB
�RVF�QFSNJUB�MB�

PQUJNJ[BDJÑO�EF�UJFNQP�Z�SFDVSTP�

'VODJPOB� DPNP� NFDBOJTNP� EF� JOEVDDJÑO� Z� PSJFOUBDJÑO� QBSB� FM� QFSTPOBM
� GBDJMJUBOEP� TV�

JODPSQPSBDJÑO�B�MB�EFQFOEFODJB�Z�GPSNBSÁ�QBSUF�JOUFHSBM�EF�MPT�EPDVNFOUPT�EF�MB�&OUSFHB�

3FDFQDJÑO�

&TUF�NBOVBM�EF�QSPDFEJNJFOUPT�UFOESÁ�RVF�BDUVBMJ[BSTF�BOVBMNFOUF�FO� MB�NFEJEB�RVF�TF�

QSFTFOUFO�DBNCJPT�FO�TV�DPOUFOJEP
�P�FO�MB�FTUSVDUVSB�PSHÁOJDB
�CBTF�MFHBM
�GVODJPOFT
�P�BMH×O�

PUSP�BQBSUBEP�RVF�JODJEB�FO�MB�PQFSBDJÑO�EFM�NJTNP�
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��$POTUJUVDJÑO�1PMÌUJDB�EF�MPT�&TUBEPT�6OJEPT�.FYJDBOPT�

��-FZ�(FOFSBM�TPCSF�FM�.FEJP�"NCJFOUF�Z�3FDVSTPT�/BUVSBMFT�

��$ÑEJHP�1FOBM�'FEFSBM�

��-FZ�(FOFSBM�EF�4BMVE�

/03."5*7*%"%�&45"5"-�

��$POTUJUVDJÑO�1PMÌUJDB�EFM�&TUBEP�-JCSF�Z�4PCFSBOP�EF�.JDIPBDÁO�EF�0DBNQP�

��-FZ�0SHÁOJDB�.VOJDJQBM�EFM�&TUBEP�EF�.JDIPBDÁO�EF�0DBNQP�

��-FZ�EF�3FTQPOTBCJMJEBEFT�"ENJOJTUSBUJWBT�EFM�&TUBEP�EF�.JDIPBDÁO�EF�0DBNQP�

��-FZ�EF�5SBOTQBSFODJB�Z�"DDFTP�B�MB�*OGPSNBDJÑO�Z�1SPUFDDJÑO�EF�%BUPT�1FSTPOBMFT�EFM�&TUBEP�

EF�.JDIPBDÁO�EF�0DBNQP�

��-FZ�EF�'JTDBMJ[BDJÑO�4VQFSJPS�EFM�&TUBEP�EF�.JDIPBDÁO�EF�0DBNQP�

��-FZ�EFM�4JTUFNB�&TUBUBM�"OUJDPSSVQDJÑO�

��-FZ�EF�.FKPSB�3FHVMBUPSJB�EFM�&TUBEP�EF�.JDIPBDÁO�Z�TVT�.VOJDJQJPT�

��-FZ�EF�1MBOFBDJÑO�)BDFOEBSJB
�1SFTVQVFTUP
�(BTUP�1×CMJDP�Z�$POUBCJMJEBE�(VCFSOBNFOUBM�

EFM�&TUBEP�EF�.JDIPBDÁO�EF�0DBNQP�

/03."5*7*%"%�.6/*$*1"-�

�� 3FHMBNFOUP� EF� 0SHBOJ[BDJÑO� EF� MB� "ENJOJTUSBDJÑO� 1×CMJDB� EFM� .VOJDJQJP� EF� ;JUÁDVBSP
�

.JDIPBDÁO�

��#BOEP�EF�(PCJFSOP�EFM�.VOJDJQJP�EF�;JUÁDVBSP
�.JDIPBDÁO�

��3FHMBNFOUPT�.VOJDJQBMFT

��������3FHMBNFOUP�QBSB�MB�(FTUJÑO�EF�3FTJEVPT�4ÑMJEPT�EF�DPNQFUFODJB�.VOJDJQBM�

��������3FGPSNBT�BM�3FHMBNFOUP�EF�-JNQJB�

��������3FHMBNFOUP�EFM�4FSWJDJP�1×CMJDP�EF�$FNFOUFSJPT�

��������3FHMBNFOUP�EF�1BSRVFT�Z�+BSEJOFT�

��������3FHMBNFOUP�$POUSPM�$BOJOP�Z�1SPUFDDJÑO�"OJNBM�

� � ����3FHMBNFOUP�EF�.FSDBEPT
�$PNFSDJP�Z�1SFTUBDJÑO�EF�4FSWJDJPT�FO�&TQBDJPT�EFM�%PNJOJP�

1×CMJDP�

��-JOFBNJFOUPT�QBSB�MB�&OUSFHB�3FDFQDJÑO�EF�MPT�.VOJDJQJPT�EFM�&TUBEP�EF�.JDIPBDÁO�
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1SPQÑTJUP��%BS�TPMVDJÑO�Z�TFHVJNJFOUP�B�MBT�TPMJDJUVEFT�EF�MB�DJVEBEBOÌB�FO�TFSWJDJPT�CÁTJDPT�Z�

EFNÁT�BUSJCVDJPOFT�RVF�TF�QSFDJTBO�FO�MB�-FZ�0SHÁOJDB�.VOJDJQBM�EFM�&TUBEP�EF�.JDIPBDÁO�EF�

0DBNQP
�Z�EFNÁT�PSEFOBNJFOUPT�KVSÌEJDPT�Z�SFHMBNFOUBSJPT��

�"MDBODF�� %FTEF� RVF� TF� SFDJCF� P� TF� UJFOF� DPOPDJNJFOUP� EF� MB� FYJTUFODJB� EF� MB� TPMJDJUVE�

DJVEBEBOB
�IBTUB�RVF�TF�EB�TPMVDJÑO�TBUJTGBDUPSJB�B�EJDIP�SFRVFSJNJFOUP�

3FTQPOTBCMF�EFM�QSPDFEJNJFOUP��%FQBSUBNFOUP�BM�RVF�MF�DPNQFUB�BUFOEJFOEP�B�MB�NBUFSJB�

TPCSF�MB�RVF�WFSTF�MB�TPMJDJUVE�Z�RVF�TFB�BUSJCVDJÑO�EF�MB�4FDSFUBSÌB�EF�4FSWJDJPT�1×CMJDPT

�1PMÌUJDBT��"DUVBS�FO�UPEP�NPNFOUP�EFOUSP�EF�NBSDP�EF�MB� MFHBMJEBE�BQMJDBOEP�MBT� MFZFT�Z�

SFHMBNFOUPT�RVF�DPSSFTQPOEBO�FO�FM�QSPDFEJNJFOUP�BENJOJTUSBUJWP���

�����1SPDFEJNJFOUP�QBSB�MB�BUFODJÑO�B�SFQPSUFT�DJVEBEBOPT

/×NFSP
EF

BDUJWJEBE

�

�

�

"DUJWJEBE

4F�SFDJCF�FM�SFQPSUF�EF�QBSUF�EF�"UFODJÑO�$JVEBEBOB�

&M� TJTUFNB� EF� SFQPSUFT� DJVEBEBOP� FNJUF� FO� GPSNB

BVUPNÁUJDB� VO� GPMJP
� JOGPSNÁOEPMF� MB� GFDIB� DPNQSPNJTP

QBSB�RVF�TF�TPMVDJPOF�EJDIP�SFQPSUF��&YJTUFO�PUSBT�GPSNBT

EF� SFDFQDJÑO
� DPNP� SFEFT� TPDJBMFT
� QFSJÑEJDPT
� PlDJPT


QSPHSBNBT�EF�USBCBKP�DPNP
�SFQPSUFT�NBOVBMFT���

4F� EJTUSJCVZF� B� DBEB� VOP� EF� MPT� EFQBSUBNFOUPT� MPT

SFQPSUFT�DPSSFTQPOEJFOUFT�B�TV�ÁSFB��EJBSJBNFOUF�QBSB

RVF�FTUPT�TFBO�TPMVDJPOBEPT�

'PSNBUP�B
VUJMJ[BS�FO�TV�

DBTP

/�"

/�"

4F�QBTB�FM�SFQPSUF

BM�KFGF�EFM

EFQBSUBNFOUP
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1SPQÑTJUP��1SPNPWFS�MB�MJNQJF[B�NFEJBOUF�FM�BDFSDBNJFOUP�DPO�MB�TPDJFEBE�B�USBWÈT�EF�MPT�

DPNJUÈT�WFDJOBMFT�QBSB�RVF�MB�MJNQJF[B�FO�MBT�DBMMFT�EF�MB�DJVEBE�TFB�VO�IBCJUP
�Z�FKFDVUBS�MB�

MJNQJF[B�Z�BTFP�FO�MBT�QSJODJQBMFT�DBMMFT�Z�BWFOJEBT�EF�MB�DJVEBE�

"MDBODF��.VOJDJQJP�EF�;JUÁDVBSP

3FTQPOTBCMF� EFM� QSPDFEJNJFOUP�� %FQBSUBNFOUP� EF� -JNQJB� EF� MB� 4FDSFUBSÌB� EF� 4FSWJDJPT�

1×CMJDPT

�1PMÌUJDBT��"DUVBS�FO�UPEP�NPNFOUP�EFOUSP�EF�NBSDP�EF�MB�MFHBMJEBE�BQMJDBOEP�MBT�MFZFT�RVF�

DPSSFTQPOEBO�FO�FM�QSPDFEJNJFOUP�BENJOJTUSBUJWP��

�

�

�

-B�BDUJWJEBE�TFH×O�MB�QFUJDJÑO�EFM�SFQPSUF�TF��SFBMJ[B�B

USBWÈT�EF�MB�DPPSEJOBDJÑO�EF�DBEB�EFQBSUBNFOUP�

4F�SFDPMFDUB�MB�lSNB�EFM�DJVEBEBOP
�QBSB�TV�BOVMBDJÑO�FO

FM�TJTUFNB�EF�"UFODJÑO�$JVEBEBOB�

'JO�EFM�1SPDFEJNJFOUP�

/�"

/�"

/�"

�����1SPDFEJNJFOUP�EF�-JNQJF[B�EF�"WFOJEBT
�$BM[BEBT
�1BTPT�1FBUPOBMFT


$BNFMMPOFT�Z�1MB[BT�1×CMJDBT�

/×NFSP
EF

BDUJWJEBE

�

"DUJWJEBE

&M� TJTUFNB� EF� SFQPSUFT� FMFDUSÑOJDPT� FOMBDF� DJVEBEBOP

FNJUF� FO� GPSNB� BVUPNÁUJDB� VO� GPMJP
� JOGPSNÁOEPMF� MB

GFDIB�DPNQSPNJTP�QBSB�RVF�TF�TPMVDJPOF�EJDIP�SFQPSUF�

&YJTUFO�PUSBT�GPSNBT�EF�SFDFQDJÑO
�DPNP�SFEFT�TPDJBMFT


QFSJÑEJDPT
�PlDJPT
�QSPHSBNBT�EF�USBCBKP�

'PSNBUP�B
VUJMJ[BS�FO�TV�

DBTP

/�"
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1SPQÑTJUP�� 3FDPMFDUBS� MPT� SFTJEVPT� TÑMJEPT� P� SFDPMFDDJÑO� EF� CBTVSB� QSPWFOJFOUFT� EF�

BDUJWJEBEFT�RVF�TF�EFTBSSPMMFO�FO�DBTBT�IBCJUBDJÑO
�OFHPDJBDJPOFT�DPNFSDJBMFT�QBSUJDVMBSFT�Z�

EF�TFSWJDJPT
�BUFOEJFOEP�B�MBT�BUSJCVDJPOFT�RVF�TF�QSFDJTBO�FO�MB�-FZ�0SHÁOJDB�.VOJDJQBM�EFM�

&TUBEP�EF�.JDIPBDÁO�EF�0DBNQP
�Z�EFNÁT�PSEFOBNJFOUPT�KVSÌEJDPT�Z�SFHMBNFOUBSJPT�

"MDBODF��.VOJDJQJP�EF�;JUÁDVBSP
�.JDIPBDÁO�

3FTQPOTBCMF� EFM� QSPDFEJNJFOUP�� %FQBSUBNFOUP� EF� 3FMMFOP� 4BOJUBSJP� EF� MB� 4FDSFUBSÌB� EF�

4FSWJDJPT�1×CMJDPT�

1PMÌUJDBT��"DUVBS�FO�UPEP�NPNFOUP�EFOUSP�EF�NBSDP�EF�MB�MFHBMJEBE�BQMJDBOEP�MBT�MFZFT�RVF�

DPSSFTQPOEBO�FO�FM�QSPDFEJNJFOUP�PQFSBUJWP�Z�BENJOJTUSBUJWP�EF�MB�SFDPMFDDJÑO���

�

�

�

�

4F�SFBMJ[B�MB�MJNQJF[B�EJBSJBNFOUF�FO�BWFOJEBT
�DBM[BEBT


QBTPT�QFBUPOBMFT
�DBNFMMPOFT�Z�QMB[BT�Q×CMJDBT
�B�USBWÈT

EF�MJNQJF[B�Z�SFDPMFDDJÑO�EF�CBTVSB�

4F�EFTJHOBO�MBT�DVBESJMMBT�EF�QFSTPOBM�OFDFTBSJP�QBSB�MB

MJNQJF[B�EFM�ÁSFB�P�USBNP�RVF�MFT�TFB�BTJHOBEP�

4F�SFBMJ[B�MB�TVQFSWJTJÑO�EFM�USBCBKP�SFBMJ[BEP�QPS�QBSUF

EFM�ÁSFB�EF�TVQFSWJTJÑO�

'JO�EFM�1SPDFEJNJFOUP�

/�"

/�"

/�"

/�"

�����1SPDFEJNJFOUP�QBSB�MB�PQFSBDJÑO�EFM�3FMMFOP�4BOJUBSJP

/×NFSP
EF

BDUJWJEBE

�

�

"DUJWJEBE

4F�SFDJCF�QPS�QBSUF�EFM�EFQBSUBNFOUP�EF�MJNQJB�MB�CBTVSB

Z�EFTFDIPT�SFDPMFDUBEPT�

4F�EFTDBSHBO�MPT�SFTJEVPT�FO�FM�MVHBS�EFUFSNJOBEP�QBSB

UBM�FGFDUP�

'PSNBUP�B
VUJMJ[BS�FO�TV�

DBTP

/�"

/�"
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1SPQÑTJUP��1MBOJlDBS�FTUSBUÈHJDBNFOUF�FM�NBOUFOJNJFOUP�EF�VO�NVOJDJQJP�QFSNBOFOUFNFOUF�

MJNQJP
�TBMVEBCMF
�DPO�VO�BNCJFOUF�EF�USBORVJMJEBE�Z�DPO�VOB�JNBHFO�Z�lTPOPNÌB�VSCBOB�RVF�

SFTBMUF� FO� TVT� ÁSFBT� WFSEFT� Z� QBSRVFT� B� TBUJTGBDDJÑO� EF� MB� DJVEBEBOÌB
� IBCJUBOUFT� Z�

WJTJUBOUFT�"TÌ�DPNP�FM�NBOUFOJNJFOUP
�NFKPSBNJFOUP�Z�SFIBCJMJUBDJÑO�EF� KBSEJOFT
�QBSRVFT
�

NPOVNFOUPT
�ÁSFB�OBUVSBM�QSPUFHJEB
�DBNFMMPOFT
�KBSEJOFSBT
�ÁSFBT�WFSEFT�

"MDBODF�� 5PEBT� MBT� QMB[BT
� QBSRVFT
� KBSEJOFT� Z� ÁSFBT� WFSEFT� NVOJDJQBMFT� EF� ;JUÁDVBSP
�

.JDIPBDÁO�

3FTQPOTBCMF�EFM�QSPDFEJNJFOUP��%FQBSUBNFOUP�EF�1BSRVFT�Z�+BSEJOFT�EF�MB�4FDSFUBSÌB�EF�

4FSWJDJPT�1×CMJDPT�

1PMÌUJDBT��"DUVBS�FO�UPEP�NPNFOUP�EFOUSP�EF�NBSDP�EF�MB�MFHBMJEBE�BQMJDBOEP�MBT�MFZFT�RVF�

DPSSFTQPOEBO�FO�FM�QSPDFEJNJFOUP�BENJOJTUSBUJWP��

�

�

�

4F�SFBMJ[BSÁ�MB�DMBTJlDBDJÑO�EF�MPT�SFTJEVPT�FO�PSHÁOJDPT�F

JOPSHÁOJDPT�

4F�FMBCPSBSÁO�DPNQPTUBT�DPO�MB�CBTVSB�PSHÁOJDB�Z�TF

SFBMJ[BSÁ�SFDJDMBKF�EF�NBUFSJBM�

'JO�EFM�1SPDFEJNJFOUP�

/�"

/�"

/�"

�����1SPDFEJNJFOUP�QBSB�DPOTFSWBS�Z�NBOUFOFS�MB�KBSEJOFSÌB
�FRVJQBNJFOUP


F�JOGSBFTUSVDUVSB�EF�MPT�QBSRVFT
�QMB[BT�Z�KBSEJOFT�NVOJDJQBMFT�

/×NFSP
EF

BDUJWJEBE

�

"DUJWJEBE

-PT�SFQPSUFT�DPSSFTQPOEJFOUFT�B�TV�ÁSFB
�TF�EJTUSJCVZFO

QPS�[POB�B�DBEB�VOB�EF�MBT�DVBESJMMBT��QBSB�RVF�FTUPT

TFBO�BUFOEJEPT�

'PSNBUP�B
VUJMJ[BS�FO�TV�

DBTP

1PS�NFEJP�EF

VO�FTDSJUP
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1SPQÑTJUP�� (FOFSBS� Z� HBSBOUJ[BS� MBT� DPOEJDJPOFT� JEÑOFBT� QBSB� FM� EFTBSSPMMP� EFM� DPNFSDJP�

GPSNBM�F�JOGPSNBM�FO�FM�NVOJDJQJP
�EF�NBOFSB�PSEFOBEB�CBKP�FM�BQFHP�EFM�SFHMBNFOUP
�EBOEP�

DVNQMJNJFOUP�B�MBT�PCMJHBDJPOFT�lTDBMFT�EF�MPT�DPNFSDJBOUFT�Z�B�TV�WF[�DFSUF[B�KVSÌEJDB�FO�MB�

PQFSBDJÑO� EF� MPT� NFSDBEPT� NVOJDJQBMFT
� CSJOEBOEP� TFSWJDJPT� Q×CMJDPT� EF� DBMJEBE� F�

JOOPWBDJÑO
� DVCSJFOEP� MB� UPUBMJEBE� EF� MBT� OFDFTJEBEFT� EF� MPT� IBCJUBOUFT
� EF� NFSDBEPT
�

DFOUSBMFT�EF�BCBTUP�Z�FO�FTQBDJPT�EF�EPNJOJP�Q×CMJDP��

"MDBODF��5PEPT�MPT�NFSDBEPT�Q×CMJDPT�Z�DFOUSBMFT�EF�BCBTUP�EF�;JUÁDVBSP
�.JDIPBDÁO�

3FTQPOTBCMF�EFM�QSPDFEJNJFOUP��%FQBSUBNFOUP�EF�.FSDBEPT�EF�MB�4FDSFUBSÌB�EF�4FSWJDJPT�

1×CMJDPT�

1PMÌUJDBT��"DUVBS�FO�UPEP�NPNFOUP�EFOUSP�EF�NBSDP�EF�MB�MFHBMJEBE�BQMJDBOEP�MBT�MFZFT�RVF�

DPSSFTQPOEBO�FO�FM�QSPDFEJNJFOUP�BENJOJTUSBUJWP�

�

�

�

�

6OB�WF[�TPMVDJPOBEPT�MPT�USBCBKPT�EF�EFTIJFSCF�Z�QPEB�RVF

TF�SFBMJ[BO�DPO�VOB�QFSJPEJDJEBE�EF�BM�NFOPT�DBEB����EÌBT

NFEJBOUF� VOB�QSPHSBNBDJÑO�QPS� [POB
� MB� DVBM� TF� BUJFOEF

DPO� DVBESJMMBT� SFTQFDUJWBT� TFH×O� MP� QFSNJUBO� MBT

DPOEJDJPOFT�DMJNBUPMÑHJDBT�

&YJTUF�VO�QSPHSBNB�EFTIJFSCF�Z�QPEB�FO�QMB[BT
� KBSEJOFT

DBNFMMPOFT�EF�"WFOJEBT�QSJODJQBMFT�Z�P�EFOUSP�EF�DPMPOJBT

FO�UFNQPSBEB�EF�MMVWJBT�Z�FTUÁ�EJTUSJCVJEP�QPS�[POBT�

%FUFDDJÑO� EF� OVFWBT� ÁSFBT� EF� PQPSUVOJEBE� FO� QMB[BT
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