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PUHSITO YrBepxkaeHo
POTOKO.1 1€ 1aroTHYECKOr0 COBETA [Tpukas

o 4ot G O 20/4r. Neggor_ L9 ¢ 20/

Houioxenne o 3aimTe, XpaHeHUH, 00pabOTKe U nepeaayve
NEPCOHAJILHBIX JAHHBIX pA0OTHHKOB

1. O0wmmue nos1okKeHust

Hacrosuee IlonoxeHue pa3pabotaHo B cOOTBETCTBHH €O CT. 24 KonctuTyumu
PO ot 12.12.1993r. (c 13MEHEHUSIMHU U JOTIOJHEHHAMH ), [ paXkjaHCKUM KojlekcoM Pd
o1 26.01.1996r. Ne 14-@3 (¢ n3meHenusMu 1 qononHenusMu ), Tpynoseim Kosiekcom
oT 30.12.2001r. Ne 197-®3, dhenepanpubivu 3akonamu ot 27.07.2006r. Ne 149-03
«O0 undopmaimu, *HGOPMAIMOHHBIX TEXHOJNOTHSX M O 3aILMTe UH(OPMALIUNY, OT
27.07.2006r. Ne 152-®3 «O mepcoHabHBIX JaHHBIX.

Hacrosuee Ilonoxenue pacnpoctpaHsieTest Ha BCeX COTPYAHMKOB, U BCE
PabOTHUKHM JOJKHBI OBITH O3HAKOMIIEHBI € 3TUM [ ToNI05KEHHEM MO POCTIUC.

1.1. IlepcoHanbHble ganHbIe pabOTHUKA - HHGBOPMALIS, HEOOXOAUMAs
paboTo/IaTEMO B CBSI3H C YCTAaHOBIEHUEM TPY/IOBBIX OTHOLIEHHI M KacaroLLasics
KOHKpeTHOro paboTHHKa. OHM BKITIOYAIOT B celsi: Omo3HaBarebHbie nannble (PHO,
AiaTa U MEeCTO pOXKeHHs, TpyAoBas Ouorpadus paboTHUKA, GaKThl GHOTpaduu);
JIMYHbIE XapaKTEPUCTUKU pabOTHUKA (I'Pa’K/aHCTBO, HAIMYUE HAYIHBIX TPY/IOB,
M300PETEHUH U T.11.); CBEJICHHS O CEMENHOM MOJIOKEHUH; COCTABE CEMbH;
COLMAIILHOM TI0JIOKEHUH; CIIyKeOHOM MOJIOKESHUHU; HaBbIKaX; 0 (PHHAHCOBOM
nonokeHuu. K rpenocrapiisieMbIM NepcoHaIbHBIM JaHHBIM PabOTHUKE OTHOCHTCS
HH(OPMALKS, COASPIKAILASCS B TPYIOBOM KHIKKE, B CTPAXOBOM CBUIETENLCTBE
roCcyIapCTBEHHOI'O IEHCHOHHOTO CTpaxoBaHUst; HHpopMalys 00 o0pa3oBaHUH,
KBaJIM(HKALMN; HTHOOPMALYS MEUITMHCKOTO XapaKkTepa; HHPOPMALIUA B JOKYMEHTaX
BOMHCKOI'O y4eTa U B IPYT'UX JOKyMEHTaX, KOTOpble COAepKaT JaHHbIE,
HEOOXOMMBbIe PabOTOATENIO B CBSI3H C TPYIOBBIMH OTHOLIICHHSIMH.

1.2. O6paboTka NepcoHaNbHBIX JJAHHBIX PAOOTHHKA OCYIIECTBISETCS B IIE/SIX
obecnieueHHst COOMOIEH s 3aKOHOB U JPYTHX HOPMATHBHO-TIPABOBBIX aKTOB.

1.3. PaboTtonaresis BrpaBe NpoBepsTh NEPCOHANTBHBIC NaHHBIC paOOTHHKOB C
Leb0 (POPMHPOBAHHMS KaJpoOBOTO pe3epBa.

1.4. Ilpu npueme Ha paboTy, 3aKTIOUEHUH TPYJOBOTO JIOTOBOPA, 3arlOTHEHHH
AHKETHBIX JIaHHBIX paboTonaTesb He UMeeT MPaBo Mojy4aTh U 0000111aTh
MH(POPMALIIIO O PEITUTMO3HBIX, MOUTHYECKUX U IPYTHX YOKASHUAX pabOTHHKA.

1.5. Bee nepcoHasibHBIE TaHHBIe pabOTHUKA paboTOAATENb TOTydaeT TOIBKO OT
Hero camoro.

1.6. PaGoronarens nonyyaer u 0OpabaThIBaeT JaHHbIC O YACTHOM KHU3HH
pabOTHHKA TOJILKO C €ro MUCEMEHHOTO COrJIaCHs.

1.7. Paboronatens coobiaeT pabOTHHUKY LENH, MPeINoI0KUTEIbHbIE
WCTOYHMKH, CIIOCOOBI MOITYYeHHUS TEPCOHATBHBIX JaHHBIX, XapaKTep NePCOHATBHbIX
JAHHBIX ¥ NOCJIECTBUS 0TKa3a pabOTHHKA 1aTh MHCbMEHHOe COIJIACHE Ha UX
TOJTyYeHHe.

1.8. TonyuaTs mepcoHasbHbIEe AaHHbIE PAOOTHUKOB Ha OCHOBAHUM 3aKOHA




MOTYT: HaJIOrOBble opraHbl, [lencronnsii Gpona PO, oux colmaibHOrO CTpaxoBaHus!
PO, OenepanbHas uHcnekiwms tpyaa. Menonssosanue [IEPCOHANBHBIX JIAHHBIX
pabOTHHKA IOMYCTHMO TOJIKO B COOTBETCTBHHU € LIENSMH, OTIPEIETUBIIMMH HX
noayyenue. I'lepenaya nepcoHatbHbBIX AaHHBIX PAOOTHHKA BO3MOXKHA TOJIBKO C COTJIacHs]
PadOTHHKA, €CJIM MHOE HE MPeyCMOTPEHO 3aKOHOAATELCTBOM.

1.9. Pabotonarens uMeer npaBo coOMpaTh MEPCOHANILHYIO HH(POPMALIHUIO,
COAepKallyIOCs B JOKYMEHTaX, IIPEIOCTABIIEHHbIX PA0OTHUKOM ITpH TIpHEME Ha padoTy.

1.10. Paborozmarenb npoM3BOAMT pacyeT ¥ BHILIATY HAOTOB 32 PAOOTHUKA
MyTeM yACPKaHUs X U3 3apabOTHOM I1aThl, paboToaTe b IMEET NPABO COOUPATh
pexycMoTpenHbie Hanorossiv Kozekcom PO cBenenus o Hamorormiarelblmke.

1.11. /lannoe IosnoxeHne npeaoTepalliaeT HECAHKLIMOHUPOBAHHKIN JIOCTYTT K
MH(OPMALIHK, ee IPOTHBOIIPABHOE KOIMPOBAHKE, UCKAKEHNE, UCTIONB30BAHNE
[MPEAHAMEPEHHOT0 PACTIPOCTPAHEHHs! »  HENOCTOBEPHON HH(OPMAITUH, UCTIOTH30BAHHE
MH(OPMALIMH B IIPECTYITHBIX U KOPBICTHBIX LEJISX.

2. [lepevenb cOTPYAHHKOB, HMEIOLIMX JOCTYII K MEPCOHATLHBIM IAHHbIM
PadOTHHKOB OPraHH3AIMH H KOTOPHIM OHH He00OXOIMMBI B CBSI3H ¢ HCTIOJIHEHHEM
TPYAOBbIX 00si3aHHOCTEH

|. Pykosoautens Opranmsanmu.

2. 3amMecTUTeIIH PyKOBOAWTEIS OPraHW3aLI1H:

- 110 0€30MacHOCTH

- 110 y4eOHO-BOCIUTATENBHOM paboTe

- 10 BOCIIUTATEITHHOM paboTe.

3. I'naBHb1ii Oyxrasrep.

4. byxranrep.

5. Cexperape.

6. Mencecrpa.

9. OTBeTCTBEHHBIH 32 CO3aHME EKTPOHHOM 6asbl JaHHbIX APM « APM Jlupektop».

3. IlepcoHaiibHbIE JaHHbIE COTPY/IHHUKOB

K nepcoHanbHbIM TaHHBIM COTPY/IHUKOB OTHOCSITCS:
1. damuiis, UMs1, OTYECTBO.

2. o, MecstLl, YHCIo POKICHHS.
3. Mecto poskaeHusl.

4. Anpec.

5. CemeitHoe TOJIOXKEHHE.

6. CoumasibHOE MOJIOJKEHHE.

7. IMy111eCTBEHHOE TIOJIOYKEHHE
8. O6pazoBanHue

9. Ilpodeccus.

10. oxompl.

11. I'lacniopTHbIE AaHHBIE.

12. UHH.

13. CrpaxoBoe CBHIETEIHCTRO,
14. JlaHHble BOeHHOTO OMJTeTA.



4. Ilopsanok XpaHeHHs!, HCNIOJIB30BAHHS H TIEPEIA1H NEePCOHATbHBIX AaHHbIX
paboTHHKA

XpaHeHHe NepcoHalbHBIX JIAHHBIX TOJDKHO UCKIIOUaTh X YTPATy MU HX
HEMPaBUJILHOE UCTIONB30BAHKE.,

4.1. Xpanenue, Bbllaua TPY/IOBbIX KHIKEK (JIyOIHMKaThl TPYA0BbIX KHHKEK);
XpaHEeHHe JIMYHBIX JieJ]I pAOOTHUKOB U HHBIX JJOKYMEHTOB, OTPAXKAIOLUMX NEPCOHATBHBIE
JlaHHble pabOTHHKA, BO3JIATAKOTCS Ha PYKOBOIMTEITS, IEJOMPOU3BOIUTEISI.

4.2, TlepcoHanbHble laHHBIE paDOTHUKOB BMECTE C HEOOXOIMMBIMH
AOKYMEHTaMH OCTaroTCs y paboTonaTens WM JIMla, OTBETCTBEHHOTIO 3a
OOpMIIEHHE IPUEMA U XPaHEHUS JIMYHBIX AN COTPYAHUKOB. [Topsaok XpaHeHus
TPYJOBBIX KHIDKEK YCTaHOBJIEH HCTpyK1Mel 1Mo 3aNOTHEHHIO TPYIOBbIX KHHKEK.

4.3. PaboTonarenp obecnieunBaeT XpaHeHHe TIEPBUYHBIX JOKYMEHTOB, CBSI3aHHbIX
¢ 00pabOTKOH NOKyMEHTALINH 10 yHeTy TPy/ia, K&JIpOB 1 OIUIaThl TPY/A B OPraHU3aIiH.

B Oyxrantepun XpaHsTCst JOKyMEHTBI 110 YYETY HCIIONb30BaHUs pabouero
BPEMEHU ¥ PacYeTOB ¢ IIEPCOHATIOM M0 OIUiaTe Tpy/a.

4.4. Ipun nepenaue rnepcoHaNbHBIX JAHHBIX pabOTHUKA paboTOATEND
JI0JIKEeH COOJII0AATh CleyIOIHe TpeOOBaHMs:

4.4.1. He coobwmarhb nepcoHalbHble JaHHbIE pabOTHHKA TPeTheil cTopoHe 6e3
NIMCBMEHHOTO COIIacksi pabOTHHKA, 33 UCK/IFOYEHHEM CITydaeB, KOr/a 3T0 HEOOXO0MMO
B HEJIIX MPEIYTIPEIKACHUS YIPO3bI )KU3HH U 37I0POBBIO pabOTHHKA, a TAKXKE B
ClIy4asiX, yCTaHOBJICHHbIX (DeiepabHbIM 3aKOHOM;

4.4.2. He coolwath nepcoHaibHbie JaHHbIC pabOTHHKA B KOMMEPUECKHX LIE/IAX
0e3 ero MUCHLMEHHOTO COMIACHS.

4.4.3. llpenynpeayTs L1, MOMYYaIOLIMX NEPCOHANIBHBIE JJaHHbIE PAOOTHHUKA, O
TOM, YTO 3TH JAHHBIE MOTYT OBITh HCIO/1b30BAHBI JIUIIb B LIENSX, /IS KOTOPbIX OHH
COOOILEHBI, M TPEOOBATH OT FTUX JIHIL TIOATBEPKAEHHS TOTO, YTO 3TO IIPABHIIO
cobmoneHo. Jluma, nomyuaroye nepcoHabHbIE aHHbIE paboTHMKa, 00sI3aHbI
CO0JIIONATE PEXKUM CEKPETHOCTH (KOHMUIEHIMATIBLHOCTH). JlaHHOE MOJIOKEHUe He
pacrpocTpaHsieTcss Ha OOMEH NEPCOHATIBHBIMU JaHHBIMU paOOTHHKOB B MOPSIKE,
YCTaHOBJIEHHOM (hefiepaibHbIMH 3aKOHAMMU;

4.4.4. Pazpernars JOCTYyI K NEPCOHATIBHBIM JTAHHBIM PabOTHUKOB TOJILKO
CMelMANBbHO YTIOJHOMOYEHHBIM JIMLaM, PU 3TOM YKa3aHHbIC JTULA JOKHEI UMETh
NPaBo MOJIy4aTh TOJILKO T€ NEPCOHANBHbIE JaHHBIE PAOOTHHUKA, KOTOPbIC HEOOXOIMMbI
JUIS BBIIOJIHEHUS! KOHKPETHBIX (DYHKLIWH,

4.4.5. IlepenaBaTh epcoOHAIbHBIE JJaHHBIE PAOOTHHKA IIPEICTABUTEISAM
pabOTHHKOB B Nopsizike, ycraHoBieHHOM TK P®, u orpaHnumBath 3Ty MH(GOpMAaLHIO
TOJIBKO TEMH MEPCOHAIbHBIMU TaHHBIMU PA0OTHUKA, KOTOPbIE HEOOXOAUMbI ISt
BBIITOJIHEHHS YKa3aHHBIMU NPe/ICTAaBUTENSIMH WX (DYHKLIUH.

5. Tlepenaya nepcoHaNBHBIX JaHHBIX PAOOTHHUKA B TIPE/IENax OpraHM3aliiu:

4.5.1. PaboTtonarens npenocraBinseT HHGOPMALUIO U HHBIE CBEACHUS,
HEOOXOMMMBIE /1 POBEPKH NPABUIIBHOCTH UCYHCIIEHHS M YIUIATH HAJIOTOB,
00s13aTeNIbHBIX TIaTeXel B rocyIapCTBEHHYIO OIOHKETHYIO CHCTEMY; TOKYMEHTbI O
MJ1aTeXKECHIOCOOHOCTH; CBEJIEHHUS O YHCIEHHOCTH, COCTaBe paboTalOLIUX, 3apaboTHOMH
IJIaTe U yCJIOBUAX TPYa, O HATMYMH CBOOOIHBIX pabOYMX MECT; TOKYMEHThI 00
OIJIaTe HaJIOroOB 110 TPEOOBAHHIO OPTaHOB BIACTH YIPaBICHHUS,
NPaBOOXPaHUTEIBHBIX OPraHOB, IOPUAXUECKHX JIULL, UMEIOIIX Ha 3TO [PaBo.

4.5.2. Ilpenocrapisemas uHMOPMAIHSI MOKET OBITH YCTHOM MK



IMUCbMEHHOH, BO BTOPOM CTyyae - 3aBEpeHa 1e4arhbio U MOANUCIMU ONPEICICHHbIX
JIHIL
5. O6si3anHOCTH padoToaaTe sl 10 XPAHEHHIO H 3a111uTe
MePCOHAILHBIX AAHHBIX PA0OTHHKA

5.1. Paboronaresp obecneunBaeT 3all|uTy NEePCOHANBHBIX JaHHBIX PA0OTHHKA
OT HEMPAaBOMEPHOIO MX UCIIONB30BAHUS WJIM YTPAThl 33 CHET COOCTBEHHBIX
CpPeJCTB B TOPSJIKE, YCTAHOBIICHHOM (e/lepaIbHBIM 3aKOHOM.

5.2. PaboToaarenb 3HAKOMUT PabOTHHKA O POCIIUCH CO BCEMH BHY TPEHHUMU
JIOKYMEHTaMH, KacatoluMHCs mopsinKa 00paboTKH, Nepefayn MepCoHaIbHbIX JTaHHbIX
pabOTHHKOB, O MpaBax ¥ 00S3aHHOCTSIX B 3TOH 00MIaCTH.

5.3. PaGoromarens obecrieurBaeT AOCTYI K MEPCOHATbHBIM JTAaHHbIM PaOOTHUKA
TOJIBKO YTIOTHOMOYEHHBIM JIHLAM.

5.4. CoGomHbIH g0ocTyN K MH(GOpMAIUK O pabOTHUKAX, XPaHALLEHCS B
KOMITbIOTEPAX, 3aIIPEeIiaeTCs /ISl BCeX COTPYAHUKOB YUPEIKACHMS, 32 UCKIIFOUCHUEM
PYKOBOJMTESISE, OyXTaiTepoB, AEIONPOU3BOUTES, OTBETCTBEHHOI'O 32 KOMIILIOTEPHYIO
0a3y aHHBbIX.

5.5. PykoBoautens 3akpernisieT B [Iprkase 1o Yupexaenuto pacnpeaeieHue
00si3aHHOCTEHN 110 06paboTKe MePCOHATBHBIX JaHHbIX. Cpeid OTBETCTBEHHBIX JIMIL
JIeTIONPOM3BOIMTENH UMEET IPABO JIOCTYTIA KO BCEM NE€PCOHAILHBIM JIaHHBIM
paboTHUKA; OyXTauTep UMEET MPaBo JIOCTYIIA K CBEJIEHHAM O CIIy>KeOHOM NOIOKEHHH,
0 3aHMMAaeMOM JOMKHOCTHOM Harpy3Kke, COCTaBe CEMbH, K CBEIEHUSIM, UMEIOLLIUM
OTHOILIEHHE K HAYHCIIEHUFO 3apabOTHOM M1aThl, HAYUCIIEHHUIO HAJIONOB U MHbIX
o0s13aTeIbHBIX IUIaTeXei. 3aMmecTTelb pykoBoauTesst no MbP nMeet oTHoLICHHE K
CBeJICHUSIM O KBAJTM(HMKALIMK, ONBITE PabOThI, O HATMUNN METOIHYECKHX Pa3pabOTOK.

5.6. Bamnpernaetcsi 00padoTKa MH(GOPMAaLMH B IIPUCYTCTBUHM WHBIX JIULL, KPOME
MMEIOIIMX NPABO IOCTYIA K epCOHaTBHBIM AaHHBIM paboTHHKa. PykoBoanTENb
XPaHUT JIOKYMEHTBI (TPYI0BBIE KHIKKH B ceiie); peKoMenyeTes npu odpadotke
JIAHHBIX C TIOMOLIBIO KOMITBIOTEPA 3aKPHIBATH NAposieM (ailibl, UMETOIINE
TiepcoHaJIbHbIE TAHHBIE.

6. IlpaBa paGOTHMKOB Ha 3AIMTY MEPCOHAILHBIX JAHHbIX

6.1. Cormnacto ¢1.89 TK P® paGoTHUKH MMEIOT MPaBo Ha:

6.1.1. TonHyro uHGOPMALIHIO 00 UX MEPCOHANBHBIX JAHHBIX H 00PabOTKE STHX
JIAHHbIX;

6.1.2. CBoGOIHBIN OecIUIaTHBIN HOCTYIl K CBOMM MEPCOHAIBHBIM JaHHbBIM,
BKJIIOYAs [TPABO HA TIOJTyYEHHE KON I0O0H 3anMcH, COAEpIKallied NepcoHaIbHBIC
JaHHBIE PABOTHHKA, 32 HCKITIOUEHHEM CITy4acB, PElyCMOTPEHHbIX (he/iepasibHbIM
3aKOHOM;

6.1.3. OnpeiesieHre CBOMX PeICTaBUTENEH ISl 3a1LTHI CBOMX MEPCOHATBHBIX
JIAHHBIX; .
6.1.4. JlocTyn K OTHOCSILLMMCS K HUM MEJMIIMHCKUM JaHHBIM € MTOMOILBIO
MeIMLIMHCKOTO CIIEHUAIACTA IO UX BBIOODY;

6.1.5. TpeboBante 00 HCKITIOUEHNH MJTH UCTIPABICHNH HEBEPHBIX WJTH HETOJIHBIX
TePCOHAJIBHBIX JIAHHBIX, 8 TAKXKe JaHHBIX, 00paboTaHHbIX ¢ HApYLICHUEM
tpebosanuit TK P®. [Ipu oTkaze paboroparesist HCKIFOYUTD UKW HCTIPABHTD
TepCOHaIbHBIE IaHHble paGOTHUKA OH MMEET MPABO 3asBUTh B IIMCHMEHHOH dopme
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pabOTONATENTIO O CBOEM HECOTIACHH C COOTBETCTBYIOLIMM OOOCHOBAHHEM TAKOTO
Hecornacus. [lepcoHanbHbIe JaHHbIE OLIEHOYHOrO XapakTepa padOTHHK UMEET MPaBo
JIOTIOTHUTE 3asiBJIEHMEM, BRIPKAOIIMM €10 COOCTBEHHYIO TOUKY 3PCHHS;

6.1.6. Tpebosanue 00 W3BEILICHNY PabOTOAATENEM BCEX JIULL, KOTOPbIM PaHHEe
ObL1H COOOLIEHb! HEBEPHBIE I HETIOJHbBIE TePCOHATBHBIE JaHHble PAOOTHHKA, 000
BCEX ITPOM3BEEHHBIX B HUX UCKIIFOUCHHSX, UCTIPABIEHHUSX WM IOTIOJIHEHUSAX;

6.1.7. PaOOTHHKHU HOKHBI ObITH O3HAKOMIIEHB! 1O/l POCIIUCH C HACTOSI UM
[MonoxxenueM. C 3TOM LENbIO B yUpEXIeHHH oprannsyercs U Beaercs XypHan
03HAaKOMJIEHHS paOOTHUKOB ¢ HacTossmM I [ofioskeHreM.

6.1.8. ObxaoBaHue B CyJ1 JIFOOBIX HETIPABOMEPHBIX JEHCTBUIA Min Oe3/1eHCTBIS
paboToaaTens mpy 00pabOTKe U 3aLLUTE €r0 ITEPCOHANBHBIX JIAaHHbIX.

7. OTBeTCTBEHHOCTH padoToAaTe s H JIHLL,
OCYIIECTBJISIIOIUX PaboTy ¢ NepCOHATBLHBIMH TAHHBIMH

7.1. JInia, BUHOBHBIE B HAPYIIIEHHU HOPM, PErYJIMPYIOLIMX [OJTy4eHHe,
0OpaboTKy ¥ 3aIUTy TIePCOHATBHBIX JAaHHBIX PAOOTHHKA, HECYT MMCLUTUIMHAPHYIO,
AIIMHHHCTPATUBHYIO, IPAKIaHCKO-TPABOBYIO MJIH YTOJIOBHYIO OTBETCTBEHHOCTD B
COOTBETCTBHM C (eIepalbHbIMY 3aKOHAMH.

7.2. K cOTpyIHUKY, OTBETCTBEHHOMY 3a XpaHeHHe IePCOHAIBHON HH(pOpMaLK
paboTHHKOB, paboToIaTe b BIPaBe IPUMEHUTH OJIHO U3 IMCLMIUIMHAPHBIX
B3LICKaHUH, MpeaycMoTpeHHbIX cT. 192 TK PO, a nMeHHO: 3aMedaHue, BbiroBop,
yBoNbHeHHe. K TUCIMITIMHAPHON OTBETCTBEHHOCTH MPUBJICKAIOTCS! TONBKO TE
PabOTHUKH, KOTOPBIE 110 YCIIOBUSIM CBOUX TPYHOBBIX JIOTOBOPOB 00si3atb! COOJFOAATH
TipaBu/ia pabOTHI C NePCOHANBHBIMU JAHHBIMH.

7.3. PaboTtozaTens BIpaBe pacTOPrHYTh TPYIOBOH JOrOBOP IO CBOCH
MHULIATHBE TIPU Pa3rIalleH|i OXPaHIeMOi 3aKOHOM TaiHbI, CTaBLIEN M3BECTHOH
pabOTHUKY B CBA3M C UCTIOJIHEHHEM UM TPYI0BBIX 00S3aHHOCTEH .

8. Cpoku aeiicrus Iosoxenus
8.1. Hacrosiniee Ilonoxenue AeHCTBYET C MOMEHTA YyTBEPIK/ICHUS B TEYEHUE

BCErO BPEMEHH [0 BHECEHMs] WM3MEHEHHH B 3aKOHOJATe1bCTBO Poccuiickoi
®denepany 06 00pa30BaHUM.



