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1. O0mue no0KEeHHS.

1.1. Hacrosmee IlomoxkeHue ycTaHaBIMBAeT IOPSAOK IIOJNyYeHHs, yd4eTa, 00OpaboTKy,
HAKOIIJIEHUS M XPaHEHHUA NOKYMEHTOB, COIECpIKAIIUX CBEICHHSI, OTHECEHHBIE K MEPCOHATBHBIM
JaHHBIM PabOTHUKOB OOIIECTRA.

1.2. Ilenp HACTOSILErO MOJIOYKEHHS — 3aIIKTa EPCOHATBHBIX JaHHBIX PAOOTHHKOB OT 0OIIECTBA
HECAaHKIIMOHUPOBAHHOIO NOCTyIla W pasrjamieHus. IlepcoHanbHBIE TaHHBIE BCETIa SBISIOTCS
KOH(bHIEHIIUAIBHOH, CTPOTO OXpaHsIeMol HH(OpMaIHe.

1.3. OcroBanueM st pa3pabotku Hactosero [lomoxenus siustorest: Koncrurymus PO, .14
Tpynosoro xonmexca P®, ®enepanpupiii 3akoH ot 27.07.2005 N 152-®3 «O mepcoHANbHEIX
ITAHHBIX», IPYTHE NEHCTBYIOIINE HOPMAaTUBHO — IEPCOHANIbHEIE aKThl PO,

1.4. Hacrosamee IlonoskeHne M H3MEHEHHS K HEMy YTBEPXIAlOTCs JIMPEKTOPOM IMIKOJBI M
BBOJATCA IpHKa3oM Io mkoie. J[anHoe [loyo’keHHe BBIBENIMBAETCS HA BHIHOM MECTE IS
O3HAKOMJICHUS C HUM.

1.5. IoMmKHOCTH, OTBETCTBEHHEIE 3a COOP IEPCOHATBHBIX NaHHBIX - IUPEKTOP 00pa3oBaTeILHOTO
YUPEXACHHUSI.

1.6. JlomKHOCTH, OTBETCTBEHHBIE 3a 00pabOTKy HaHHBIX - 3aMECTHTEIb IHPEKTOpa
00pa3oBaTeNbHOI0 YUpeXKIeHUs, paOOTHHKH OyXTalITepHH.

2. IlonsTHE MEPCOHAJBHBIX JAHHBIX.

2.1. IlepcoHallbHEIMH [aHHBIMH SIBJSIETCS WHGOpPMAIMS, OTHOCSINAACS K KOHKPETHOMY
pabOTHHUKY, @ Talke CBEJICHHs O (akrax, COOBITHSIX M OOCTOSTENbCTBAX JKU3HH PabOTHHKA,
IO3BOJISIIOLIME HMAEHTU(GULIUPOBATH €ro JIMYHOCTh, M HCIOJb3yeMas paboromareieM, B
YaCTHOCTH, B IIEJISIX BEIIOJHEHUS TPeOOBaHUIA:

- TPYyOBOI'O 3aKOHOJATENILCTBA IIPH IIpHeMe Ha paboTy U 3aKIIFOYEHUH TPYIIOBOTO JTOTOBOpPA, B
IIPOIIECCE HOBBIX TPYAOBBIX OTHOLIEHHH, IPY IPEIOCTABICHUU TapaHTHH U KOMIIEHCAIUH U 1p.;
- HajJoroBOIO 3aKOHOZATENbCTBA B CBSI3W C MCUUCIEHWEM M YIJIATOW Hajora Ha JOXOIBI
(GU3UYIECKUX AT, & TAKXKE SIFHOTO COIHATBHOTO HAJIOTa;

- [IEHCUOHHOTO 3aKOHOJATENbCTRA pu bopMupoBaHuU u IIPEICTaBICHUN
IIEPCOHU(QHULUPOBAHHBIX [JaHHBIX O K&KIOM IIOJydaTesle JOXOJOB, YUYHTBIBAEMBIX IIpH
HAYHCIIEHUH CTPAaXOBBIX B3HOCOB Ha 00s3aTEIbHOE IEHCUOHHOE CTPaxoBaHue U 00eCIeUeHuE;

- 3allOJIHEHUE NIEPBUYHON CTATHCTUUYECKOM NTOKYMEHTAIlUH B COOTBETCTBHHU C IlocTaHOBIEHHEM
['ockomcrara Poccum ot 15.01.2004 N 1 «OO6 yTBepXAeHHH YHUDHUIUPOBAHHBIX (GOPM
MEPBUYHON yUETHOH NOKYMEHTAIlUHU 10 YYeTy TPYIa ¥ €ro OILIaTEIY.

2.2. IlepcoHalbHBIE JaHHBIE SBISIOTCS CTPOrO KOH(GHUACHIIHAIBLHBIMHU, JIFOOBIE JIHIIA,
MOJIYYMBIIKE K HUM JOCTYI, 00s13aHBl XpAaHUTh 3TU JaHHBIEC B TaifHe, 32 HCKIIFOYCHUEM JTaHHBIX,
OTHOCSLIMXCS K CJIEAYIOINUM KaTerOPHUsIM:

- 0OE3/IHYEHHBIE IIEPCOHAIBHBIE [NaHHblE — JaHHBIE, B OTHOIIEHUM KOTOPLIX HEBO3MOJXKHO
OIIPeIeTUTh UX MPUHAJIEKHOCT KOHKPETHOMY (DH3UIECKOMY JTHITY;

- 00LLIEI0CTYIIHBIE NEPCOHAIBHBIE JAHHEIE,

2.3, PesxuM KOH(UISHIMATHHOCTH CHHUMAETCS B CIy4asx OOC3TMYHBAHHS WM 10 UCTCUCHHU
COOTBETCTBYIOIIETO CPOKA XPAHEHHS.

3. HocuTean nepcoHaJIbHbIX JaHHBIX.

3.1. ByMaskHbIe HOCHTEIH MePCOHATBHBIX TaHHBIX:

- TpyZOBast KHHIKKA;

- JKypHaJIBl yueTa TPYOBBIX KHHIKEK;

- INCTKH HETPYIOCIIOCOOHOCTH;

- MaTepHalbl 10 yUeTy pabodyero BpeMeHu;

- IM4Has kaprouka T-2;

- HCXOS111ast KOPPECIIOHACHIIMSI CTPaX0BOH KOMITAHHH, CIIYXKOBI Cy/Ie0HBIX IIPACTABOB;
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- IPHKA3bI 110 INYHOMY COCTaBYy.
3.2. DIeKTpOHHBIE HOCUTENIHM IEePCOHATBHBIX TAHHBIX — 0a3a JaHHBIX IO y4eTy paboTHUKOB
IIIKOJTBL

3. [lepcoHanbHbIEe JaHHbBIE HA OyMa)KHBIX HOCUTEINSAX XPaHATCs B KaOHWHETe, B3alepTH.

4. TlepcoHapHBIE JAaHHBIE HA 3JIEKTPOHHBIX HOCHUTENSIX 3aIIUIIEHEBI IApOJIEM JA0CTYIIA, JOCTYII
K CIeLHATH3UPOBAHHON MPOrpaMMe OCYIIECTBIISETCS TOIBKO Yepe3 JTUYHBIN JOCTYI — IapoJb,
IPaBO Ha HCIIOIB30BaHUE MEPCOHATBHBIX JAHHBIX UMEIOT TOJBKO, OTBETCTBEHHEBIE 38 00paboTKy
epCOHATBHBIX JAHHBIX.
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4. J/IuyHoe ges10 pabOTHHKA.

4.1. Jlugnoe neno paboTHHKa OQOpPMIISETCS TOJIBKO IIOCIE W3JaHUS IPUKa3a O IpHEME Ha
padory.

4.2. Bce mOKyMEHTBI, IIOCTYIAIOLIME B JIMYHOE [EJI0, PACIOIAraroTCsi B XPOHOJIOTMYECKOM
nopsiake. JINCTBI JOKYMEHTOB, IIOAIIUTHIE B JINYHOE AEJI0, HYMEPYIOTCA.

4.3. JluuHoe pmeno BeleTcs Ha MNPOTSDKEHWM BCe TPyHOBOM MAEATENBPHOCTH pabOTHHKA.
V3meHeHus, BHOCUMBIE B JIMYHOE JNE€J0, IOJDKHBEI OBITH IIOATBEP)KIEHBI COOTBETCTBYIOIIUMH

JTOKYMEHTaMHU.
4.4, TlepedeHsb TOKYMEHTOB, COAEPIKAIIXCS B TMYHOM Jejie pabOTHHUKA TP IIpHeMe Ha padoTy:
- aHKeTa IIPETEHJ/IEHTA, IpUA TIPUHATHH PEIICHHS O 3aKII0YEHHWH TpPYyIOBOIO JOI0OBOpa

MPETeHICHTA, IPEACTABIISIIOT cO00# MmepeyeHb BOIPOCOB O IEPCOHAIBHEBIX JaHHBIX paO0THUKA;
- KOTIHSI [TacTIOpTa;

- KOTIHSI CBUAETENbCTBA o npucBoeHuu VMHH;

- KOTIHSI CTPaxOBOTO IMEHCHOHHOTO CBUJIETEIHCTRA;

- KOIUSI BOGHHOTO 6uiieta (y BOGHHOOOS3aHHBIX );

- KOTHs TOKYMEHTOB 00 00pa3oBaHUM (B TOM HHCIIE M JOMOJHUTEIHLHOIO 00pa3oBaHHUS, €CIH
pabOTHHUK TIPEACTABISIET WX MPH NpHeMe Ha paboTy MM 3TO TpeOyeTcsl NpH BBIIOIHEHHH
OIpeNeeHHBIX TPYIOBBIX QYHKIUH);

- MEIUIIMHCKAS CIpPaBKa O MPOXOXKICHUH MEAUIIMHCKOIO OCMOTPa;

- TU4YHas KapTouka T-2;

- TPyAOBOH IOTOBOP;

- TOKYMEHTBI O TIPOXO0XKAECHUU 00yUEHHUs, UCTIBITATEIEHOTO CPOKa;

- TOKYMEHTBI O COCTaBe CEMbH PabOTHHKA, HEOOXOTUMBIE IS IIPENOCTABICHUS €My TapaHTHUH,
CBSI3AHHBIX C BBITOJTHEHUEM CEMEHHBIX 00sS3aHHOCTEH;

- HHBIE IOKYMEHTHI IIEPCOHATBHOTO YUeTa, OTHOCSIIHECS K IEPCOHAIBHBIM JaHHBIM PaOOTHHKA.
4.5. TlepeueHb BO3MOXKHBIX HOKYMEHTOB, COICPXKAIUXCS B JIMYHOM Jeie pabOoTHHKA IIpH
JanpHene paboTe B MIKOJIE:

- IOTIOJTHUTEJIbHBIE COTJIAIICHHUS;

- JIOKyMEHTHEl O TIOBBIICHWHM KBaTU(pUKauU (THUCHbMEHHBIE aTTECTallMH, JUIUIOMEL,
CBHJIETENBCTBA U T.1.);

- JIOKYMEHTBI O COCTOSIHHH 3IO0POBBS JeTed W Opyrux OJU3KUX POJICTBEHHUKOB, KOTZa C
HaJIMYHeM TaKWX MTOKYMEHTOB CBSI3aHO IpEIOCTaBiieHHEe pabOTHHKY KakuX JHOO rapaHTHH U
KOMIIEHCAIIHH;

- JOKYMEHTBI, TIOJATBEP)KIAOLINE IIPAaBO Ha JOIOJHUTEIIBHBIE TapaHTHH M KOMIIEHCALUH II0
OTpeesIeHHBIM OCHOBAHUSIM, IIPEIyCMOTPEHHBIM 3aKOHOIaTENBCTBOM;

- IOKYMEHTBl 0 OEpeMEHHOCTH pabOTHHUIEI M BO3pacTe HETeH Ul NPEeNOCTaBIEHHS MaTepu
(oTIy, IOPYTMM pOJCTBEHHHKAM) YCTAHOBJIEHHBIX 3aKOHOM YCJIOBHH TpyZa, FapaHTHH H
KOMIICHCAIIHH;

- WHbIE TOKYMEHTHI [IE€PCOHANBHO y4YeTa, OTHOCAIIUECS K MU3MEHEHHAM IEPCOHANBHEBIX NTaHHBIX
paboTHHUKA.



5. loeTyn K MepCOHAIbHBIM AAHHBIM PA00THHKA.

5.1. BayTpeHHHU# JOCTYI (IOCTYII BHYTPH OpraHu3aluH):

- JIUPEKTOp 00pa30BaTENBHOTIO YUPEIKACHHS;

- paGoTHUKH OyXraarepud — K TEM JaHHBIM, KOTOPEIC HEOOXOMUMBI [Jis1 BBIITOJHCHHS
OIpeneNeHHBIX (YHKIIHH,

- cam pabOTHHUK, HOCHTEND TAHHBIX.

5.2. Bremnuit mocTym. MaccoBble HOTPEOUTENM MEPCOHANBHBIX JAHHBIX BHE OPraHM3alui -
roCyJapCTBEHHBIE U HETOCYHapPCTBEHHbIE (yHKIMOHAIBHBIE CTPYKTYPEL:

- HAJIOTOBBIE WHCIIEKIUH,

- IpaBOOXPaHHUTENBHEIE OPTaHbL;

- OpraHbl CTATUCTHKH;

- CTpaxoBBIE areHTCTBA;

- BOGHKOMATBI,

- OpraHbl COIHATBHOIO CTPAXOBAHUS,

- IIEHCHOHHEIE (hOHTIBI,

- Iofipa3ieNieHre MyHUIUIIAIbHBIX OPraHOB YIPABJICHHUS.

5.3. Jlpyrue opranusauuu. CeefeHus o paboTaromeM pabOTHHUKE WM YA€ YBOJCHHOM MOIYT
GBITH ITIPENOCTABIEHBl APYroi OpraHM3aluy TONBKO C MHCBMEHHOIO 3arpoca Ha OrnaHKe
OpraHu3aLMH ¢ IPUJIOKEHAEM KOTTUH 3asBICHIS paOOTHHKA.

5.4. PONCTBEHHHKH U YIECHBI CEMEH:

- NepCcOHAIBHBIE IaHHBIE PAOOTHHKA MOTYT OBITh MPENOCTABICHBI POICTBEHHUKAM HIH H/ICHAM
€ro ceMbHU TOJIBKO C [IHCEMEHHOTO PaspelIeH:s cCaMoro pabOTHHKA,

- B clIydae pa3Bojia OblBImast cympyra (Cympyr) MMEET NpaBo o0paTuThCsl B OPraHU3aIHIo C
IECEMEHHBIM 3aIIPOCOM O pasMepe 3apaboTHO#H MIaTel pabOTHHKA 6e3 ero cornacus (TK PD).

6. C6op 1 06paboTKa NepCOHATBLHBIX JAHHBIX PA0OTHHKOB.

6.1. PaborHmk 00s3aH  NPENOCTAaBIATH  pabdOTONATEMIO  KOMILUICKC — JNOCTOBEPHBIX
JOKYMEHTHPOBAHHBIX ~IIEPCOHANBHBIX [AHHBIX, IEPEUCHb KOTOPHIX YCTAHOBJICH JTAHHBIM
[TonoxeHuem.

6.2. CBOEBPEMEHHO, B Pa3yMHBIIl CPOK, HE MPEBbILIAIONIMH 5 pabounx aHed, pabOTHUK 00s3aH
JIMYHO MO0 Yepe3 CBOErO 3aKOHHOIO MPEICTABUTENS CO00IATh pabOTHHKY, OTBETCTBEHHOMY 3a
cbop uHpOpManuH, 00 M3MEHEHHWH CBOMX TEPCOHAIPHBIX JIaHHBIX au00 TMpEenCTaBUTh
COOTBETCTBYIOLIUE JOKYMEHTEI.

6.3. Ilpencrasnenue pabOTHUKOM IOJIOKHBEIX JOKYMEHTOB HJIH JIOXKHBIX CBEIICHUU IIpH
[OCTYIICHHU Ha paboTy SIBISIETCS OCHOBAHHMEM JUIA PaCTOPKEHHS TPYAOBOTO JAOTOBODA.

6.4. PaGOTHUK OTBETCTBEHHBIH 3a cOop MHGOPMAIMH, IIPH MOIYyICHHH NEPCOHAIBHBIX NaHHBIX
VT TIOJTyYeHHH M3MEHEHHBIX IEPCOHATBHBIX IAHHBIX PAOOTHHKA OJDKEH!

- MIPOBEPUTH MOCTOBEPHOCTH CBEJNEHHUH, CBEpdd MAHHbIC, MPCNCTABICHHBIC paOOTHHUKOM, C
UMEIOIIUMHUCS Y pabOTHUKA JOKYMEHTAMU;

- CIeNaTh KOIIHMH MTPEACTABIEHHEIX JOKYMCHTOB,

- TIOMIIUTE B IMYHOE J1eJI0 pabOTHHKA;

- BHECTH COOTBETCTBYIOIINE U3MEHEHHUS B KapOBBIE JOKYMEHTBI,

- IpM HEOOGXOJMMOCTH [IOATOTOBUT COOTBETCTBYIOIIME JAOKYMEHTBI, B KOTOPBIX OTpa3UTh
COOTBETCTBYIOLINE U3MEHEHHS;

- JIOHECTH JI0 CBEJEHHs pabOTHUKOB, OTBETCTBEHHBIX 38 00PaOOTKY NEPCOHAIBHBIX JNAHHDIX, 00
H3MEHEHISIX 9THX JaHHBIX.

6.5. Ecinu mepcoHanbHble JaHHbIE pabOTHHKA MOXKHO TOIYIUTE TOIBKO Yy TpeTbel CTOPOHBI, TO
PYKOBOJHUTEIND:

- yBeZOMIISIET pabOTHHKA He T03Hee 5 pabounX JHEH JI0 ATkl 3ampoca O IIOJTyYEHUH JaHHBIX Y
TpeTheil CTOPOHBL, COOOMIMB PaOOTHHUKY O HEJIIX, MPENoIaracMbIX HUCTOYHHKAX ¥ CIIocobax
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MOTydeHHs. INEePCOHANBHBIX MaHHEIX, & Talkke O XapaKkTepe MOIeKAIINX IOJyHCHHIO
[epCOHANBHBIX JIAHHBIX M MOCNEICTBUAX OTKa3a pabOTHHKA NaTh MHCEMEHHOE COIVIACHS Ha HX
MOTy4EHHE;

- oJIy4aeT OT pabOTHHKA MHCEMEHHOE COTIIaCHe,

- [IpH MOJIyYEHUH COTTIACHS IaeT 3aIPOC U IOIydacT HeOOXOIMMBIE TaHHEIC,

6.6. B ciryuae BEIBIIEHUS. HEIPABOMEPHBIX ICHCTBUH C IIEPCOHAIBHBIMI IAHHLIMH paboTHHKA:

- paGOTHHMK MJTH €r0 3aKOHHBIH MPEICTABUTEND THO0 YHOJIHOMOUYCHHBIH OpraHa 1o 3aIliTe IIpaB
CyGBEKTOB IMEPCOHAIBHBIX NaHHBIX 0bpamaeTest K J{UpeKTopy MIKOJIBI C 3asIBICHAEM,

- IMPEKTOp M3/IAET PACIOpsIKEHHE O GIOKMPOBAHHMH NMEPCOHAIBHEIX NAHHBIX, OTHOCALIMXCA K
COOTBETCTBYIONIEMY PaOOTHUKY, C MOMEHTA TAKOr0 OOpAINEHHs MK [0y IeHH TAKOTO 3alpoca
HA T[epHOj IPOBEPKH, K Ha3HayaeT OTBETCTBEHHOTO 3a IIPOBEICHHC CITyKeOHOTO
paccie0BaHus,

- eCJTH B XOJIE CIIY)KeOHOTO PACCIENOBAHES TIOATBEPMIICS (aKT HCIIOIB30BAHNS HEJOCTOBEPHBIX
[epCOHANBHBIX JAHHBIX, TO PaGOTHHK, OTBETCTBEHHBIH 32 TOJNYUCHHE MEPCOHATBLHBIX MAHHBIX,
06513aH YTOYHHTE TIEPCOHANBHBIC JTAHHBIE, BHECTH COOTBETCTBYIOIIMC H3MECHCHHS U HIOIPABKA B
JOKYMEHTBI B CHATH UX OJIOKHPOBAHUE;

- ecnM B XOZJe CIyXeGHOro pAacCiefoBaHMs BbIABIEH (aKT HEMPaBOMEPHBIX JEUCTBUH C
IePCOHANIbHBIMU ~ JaHHEIMH, TO pabOTHHK, OTBETCTBEHHEIA 3a 00pabOTKy MaHHBIX H
JOTYCTHBLIMH MOMOGHBIE IEHCTBHS, B CPOK, HE IPEBBIIIAIONIMH TPEX pabouux IHEH C IaThl
TAKOrO BBISBICHHHM, OOS3aH yCTPAHUThH JAOIYLICHHEIE HapylmieHus. B ciydae HEBO3MOXHOCTH
yCTpAHEHHs MOMYyIIEHHBIX HApyIIeHH# NaHHbIA pabOTHUK B CPOK, HE IIPEBBIIAIOMIUA TPEX
paGouux Heil ¢ AAThl TAKOrO BBITBIEHHS, 00S3aH YHUYTOXKUTE ICPCOHATLHBIE NAHHBIC. 06
YCTpAHEHHH MOTMYIIEHHBIX HApyIIeHnil niu 00 YHHUYTOXKEHHHM IEPCOHATBHBIX ~IaHHDBIX
pabOTHHUK, OTBETCTBEHHBIN 3a COOp MEPCOHANBHBIX NAHHBIX, 00s13aH yBEIOMHUTE PabOTHHKA UK
ero 3aKOHHOTO IIPEICTABUTENS, a B CIydae eciu OOpallleHHE MM 3alpoc OBUTH HallpaBJIEHEI
YIIOJHOMOYEHHEIM ODraHOM IO 3aliTe IpaB CyOBEKTOB NEPCOHATBHBIX JAHHBIX, - TaKXKe
yKa3aHHBIA OpraH.

7. llepenava mepcoHAALHBIX IAHHbIX PAGOTHHKOB.

7.1. Tlpu mepenaue TNEPCOHANBHBIX IaHHBIX pabOTHHKA CIIEIHANKCTDI, OTBETCTBEHHBIC 32
rnonyueHue 1 00paboTKy NepCOHATBHBIX JAHHBIX, IOJDKHBI COOTIONATh CIIEAYIOIIIe TPEOOBAHHS:
- He cooBIAT epPCOHANBHbIE JaHHbIe PAOOTHAKA TPETHEH CTOPOHE 0e3 MUCHMEHHOTO COTJIACHS
paOOTHHMKA, 3a HCKJIIOUEHHEM CIIydaeB, Korga 3TO HeoOXOMMMO B IIEIIIX IPEeAyNpeXICHUS]
YIpO3bl JKU3HK H 30POBBIO PabOTHHKA, a TAKKE B CIyHaiX, YCTaHOBJICHHBIX (eepanbHbIM
3aKOHOM;

- He co00IaTh NePCOHATBHEIE JaHHEIE PAOOTHHKA B KOMMEPIECKUX HEJIAX 6e3 ero MUCHMEHHOI0
COTJIacHS,

- IpeayNpENUTh JIHL, TIONYYaOIKX [IEPCOHANIbHBIE TAHHBIC pabOTHHUKA, O TOM, YTO ITH JAHHBIC
MOTYT OBITH UCIIOTB30BAHEI JIMIIb B LEJIIX, [l KOTOPBIX OHH coo0IeHs], ¥ TPebOoBaTh OT ITUX
JUI MOATBEPIKICHUE TOTO, YTO 3TO MPABHIIO cobGmoneno. JInra, Moydarollue ePCOHATBHBIC
JaHHbIE pabOTHUKA, 00SA3aHEI cobmonaTh KOH(GUIEHIHAIBHOCTb.

8. OTBeTCTBEHHOCTHL 3a pasrjameHue HH(l)O[)MaHHH, CBA3AHHON ¢ nepcoHaJabHbIMH
JaHHbIMH paﬁoTHmca.

8.1, Jluua, BMHOBHBIE B HAPYIIECHUH HOPM, PETYIHUPYIOIIMX MOIyICHHE, 00paboTKy H 3alIuTy
[epCOHATBHBIX JJAHHBIX PaGOTHHKA, HECYT AUCLIHUILTHHAPHYIO, a/IMHHUCTPATHBHYIO, IPAKIAHCKO
— [IPaBOBYIO MM YIOJIOBHYIO OTBETCTBCHHOCTH B COOTBETCTBUH C (eneparbHBIME 3aKOHAMH.



