MynununajabHoe oopazoBanne «['opox bupobdumxan»
EBpeiickoii aBTOHOMHOI 00J1acTH

MYHHIHIAIbHOE 010//KeTHOE yIpexkIeHHe
«'OPOACKOMU ABOPEIL KYJIbTYPbI»
(MBY «I"JIK»)

HOJIOXKEHUE
0 paboTe ¢ NePCOHAILHBIMH JAHHBIMU
pabdoraukoB MBY «I'IK»

1.001H1e nmoJ1oKeHus

Hacrosum [TooykeHrueM onpeaesiseTcs MopsAaoK MoiaydeHus, 00paboTKH, XpaHEeHNU,
nepeavy 1 JI0O60ro Jpyroro UCIOIb30BaHUS IEPCOHAIBHBIX JaHHBIX paOOTHUKA B
COOTBETCTBHH C TPYAOBHIM 3aKOHOJATENbCTBOM Poccuiickoit denepanum.

1.1. Hacrosiee ITonoxeHune 0 MepcOHAIbHBIX TaHHBIX PaOOTHUKOB pa3paboTaHo B
COOTBETCTBUMU:

- ¢ Koncrurynueii Poccutickoi ®enepanuu;

- ¢ 1. 14 TpynoBoro koaekca Poccuiickoii @enepanum;

- ¢ Ilepeunem cBeneHUIl KOHOQUACHLUMAIBHOIO XapaKTepa, YTBEpP)KIEHHBIM YKazoM
[Ipe3unenra Poccuiickoii ®enepannu ot 06.03.1997 Ne 188;

- ¢ @enepanpabiM  3akoHOM OT 27.07.2006 Ne 149-®3 «O6 wundpopmanuy,
UH(GOPMAITMOHHBIX TEXHOJIOTUAX U O 3aIUTE HMHHOPMALUN»;

- ¢ ®enepanpHbiM 3aK0HOM OT 27.07.2006 Ne 152-®3 «O nepcoHaIbHBIX JAHHBIX»;

- ¢ ITocranoBnenueM IIpaBurenscTBa Poccuiickoit @enepamuu ot 15.09.2008 N 687 "O6
yrBepkaeHnu llosoxkeHuss o0 ocoOeHHOCTAX O0O0pabOTKM IMEPCOHAJIBHBIX JAHHBIX,
OCyILIeCTBIIsIEMO 6€3 UCIONb30BaHMs CPEICTB aBTOMaTU3aLUK "

1.2. Hacrostim TonoskeHreM orpezesnisercst mopsiok padbotsl (coopa, 06paboTKy, KCTIOIB30BaHNS,
XpaHeHHs ¥ T.J.) C TEPCOHATHHBIMU JJAHHBIMUA PAaOOTHHKOB M TapaHTUM KOH(DUICHIMAILHOCTH
CBEJICHMIA O pabOTHHIKE, MPEIOCTaBICHHBIX paboTHUMKOM paboromaremo. [lox paborHukamu
TMO/IPa3yMEBAIOTCS JIULIA, 3AKTIOUMBLIINE TPYI0BOM JOTOBOP C YUpPEIKICHUEM.

1.3. Iesp Hactosimero IlonoxeHus — ynopsiioueHre oOpallieHusi ¢ MepcoHaTbHBIMU JIAHHBIMU 1
obecrieyeHre COOJTFO/ICHUS 3aKOHHBIX IIPaB M UHTEPECOB Y UPEXKIICHUS M €r0 pabOTHUKOB B CBSI3U C
HEOOXOIMMOCTBIO MOTy4eHust (cOopa), cucremMari3aiii (KOMOMHUPOBAHMS ), XpaHEHUSI M TIEpeIavn
CBEJICHHI, COCTaBJISFOIIMX NIEPCOHAIIHBIE TAHHBIE.



2. OcHOBHbIE NMOHSATHS

2.1. Jlns neneit HaCTOAIETO T[To0KEeHHs HCTIONB3YIOTCS CIIEYIOIME TEPMUHBL 1
OIpe/IeECHHUA:

PaGomuuk - GU3MIECKOe JIUIO, COCTOAIIEE B TPYAOBBIX OTHOIIEHHSX ¢ pado-
TO/IATENIEM.

Ilepconanbhble OGHHbIE - mobGas  uHGbopMals, OTHOCAIAACs K JaHHOMY
paGoTHUKY (CyOBEKTY MEpCOHANBHBIX JAHHBIX) ¥ HeoO0XoauMas paboToNaTeNio B CBASH €
TPYZOBBIMU OTHOINEHUSMM M KaCarOIasiCcH KOHKpETHOTo paboTHHKa (pamumus, HMA,
OTYECTBO, TOJM, MECsI, Jara M MECTO POMCICHHA, anpec, CeMeHHOe MOJIOKEHHE,
FMYIIECTBEHHOE TTOJI0MKEHUC, oGpasoBanue, npopeccus, N0XOIBI, a TAKe CBEICHUA O
dakrax, COOBITHAX U oBCTOSTebCTBAX  JKM3HM  pabOTHMKA,  MO3BOJLAIONIME
uAeHTHUIMPOBATH €TI0 JMYHOCTBD).

Onepamop (Pabomooameis) - roCy/IapCTBEHHbII OpraH, MYy HHIAIATBLHBIA OpraH,
FOpUMUECKOe MM (u3MUecKoe IO, opraHusylonme H (unr)  OCYIIECTBIIAIOMINC
06paloTKy MEPCOHAIBHBIX NaHHBIX, & TAKKC ONpeeTIONIUEe eI U COACPKAHNE obpa-
GOTKH MMEPCOHATBHBIX JaHHBIX.

Obpabomka nepcoHAaNbHbIX OaHHBIX pABOMHUKA - JICHCTBUS (omepanuu) ¢ mep-
COHA/BHBIMM JAHHBIMH, BKJIIOYas cOOp, CHCTCMaTH3alMIo, HAKOIUIEHUE, XpaHCHUE,
yTouHeHue (OOHOBJICHHE, M3MEHEHNE), MCIONb30BaHue, PacrnpoCTpaHCHUC (B TOM uuciIe
nepejavy), 00e3IMINBaHNIC, 610KAPOBAHME, YHHUTOXKEHUE MEPCOHATBHBIX JIAHHBIX.

Pacnpocmpanenue nepcoHanIbHbIX OaHHBIX pabomHuKa - JEUCTBYS, HANIPABICH-
Hble Ha Tepenady NepCOHaIbHBIX AaHHBIX OIpeeieHHOMY KpYTy JIHI (nepepava nepco-
HANBHBIX JAHHBIX) MM Ha O3HAKOMJICHHE € NEPCOHATbHBIMU JAHHBIMH HEOIPaHHMYCHHOI'O
Kpyra JuL, B TOM YHC]e 0OHApOAOBAHHE IEpCOHAJIBHBIX JaHHBIX B CPEACTBAX MaccoBOM
uH(OpMAIMK, pa3MelIeHue B MH(OPMAIMOHHO-TEIEKOMMYHUKAIMOHHBIX  CETAX WId
IpPEJIOCTABICHHE JOCTyNa K IEPCOHATILHBIM JQHHBIM PaGOTHUKOB KAKMM-JIHOO HHBIM
CII0co00M.

Henonv3oeanue nepcoHanNbHulX OGHHbIX pabomuuKa - JEUCTBUS (omeparmu) €
TIepCOHAILHBIMU JAHHBIMH, COBEPIIAEMBIC OnepaTopoM B LEJSX MPUHSATHS pelIeHul Win
COBEpIIEHHS. MHBIX NEHCTBHH, TOPOKIAIOMIX FOPHIMYECKHUE TIOCIE/ICTBIA B OTHOIICHAN
cyGBeKTa MepCOHANbHBIX JNaHHBIX WM JPYruX M1 MO0 MHBIM 00pa3oM, 3aTparMBarolyX
rpaBa 1 cBOOOIBI CyOBEKTa NEpCOHAIBHBIX JAHHBIX WIKA JPYTUX JHLL.

Bokuposéanue nepcoHaIbHbIX OAHHBIX - BPEMEHHOC npekpaleHue cbopa, cuc-
TeMaTH3aly, HAKOIUIEHHUs, UCTIONb30BaHMsA, PacIpOCTPaHCHHA NepCOHATIBHBIX JIAHHBIX, B
TOM YHCJI€ UX IepeIavn.

Viuumodicenue nepcoHaIbHuIX OQHHBIX - JCHCTBYS, B PE3yJILTATC KOTOpPbIX HE-
BO3MOYKHO BOCCTAHOBMTB COJIEP)KAHHME MEPCOHATBHBIX TAHHBIX B HHPOPMALIOHHON CHC-
TeMe IEPCOHAIBHBIX NaHHBIX paGOTHMKOB MJIA B PE3yJbTare KOTOPBIX YHUYTOXKAIOTCS
MaTepHasIbHbIe HOCHTEIHN NePCOHATBHBIX TAHHBIX pabOTHHUKOB.

Obesnunueanue nepcoHaIbHbIX OQHHBIX - NCHCTBUSA, B PE3yIbTaTe KOTOpPBIX He-
BO3MOKHO OIpENEIUTh MPUHAVICKHOCTh NEPCOHAIBHBIX JIAHHBIX KOHKPETHOMY CyOBEKTY
NIEPCOHAIBHBIX JaHHBIX (pabOTHUKY).

Hugopmayusa — CBEICHUA (coobmeHus, JaHHbIE) HE3aBUCHMO OT GbopMBI KX
npeICTaBJICHHUS.

JIoKyMeHmUpo6aHHan uHpopmauun — 3aUKCMpOBaHHAs Ha MAaTCpPUATLHOM
HocHTENe MyTEM JOKYMEHTHpOBaHMS WH(opmauus ¢ pEKBUSHTAMHU, T103BOJISTFOLIMMU
OTIE/IETUTh TaKyko HHOPMALHIO WK €& MaTepUaIbHbIA HOCUTEIb.
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Hugopmayuonnaa cucmema nepcoHaibHvlX OGHHBIX - COBOKYITHOCTb COIEpIKa-
meiics B 6Gase JaHHBIX MHGOpManuu O paboTHHKE W obecreduBaromux €€ 00paboTKy
UH(POPMAIMOHHBIX TEXHOJIOTUN ¥ TEXHUYECKUX CPEICTB.

Konguoenyuanvnocms nepcoHanbHvix OGHHbIX - 00s3aTEIBHOE JUIS BBHIIOTHE-
HUS JIALOM, TOJYYMBLIMM JOCTYI K OIpEAeNeHHOM MHpopManuu, TpeboBaHHE HE [0-
IyCKaTh MX pacrpocTpaHeHus 0e3 corsacus CyObEKTa MEpCOHAIBHBIX JAHHBIX WM Ha-
JIMYUSL UHOTO 3aKOHHOT'O OCHOBAHHS.

Tpanczpanuyunana nepeoaua nEPCOHANbHbIX OAHHBIX - TIepeada NepCOHATBHBIX
JaHHBIX omeparopoM depe3 ['ocymapcTBeHHyro rpanuily Poccuiickoii denepaiy opraHy
BJIACTY MHOCTPAHHOTO TOCYIapCTBa, (PU3NYECKOMY WIIH FOPUIUUECKOMY JIUIY HHOCTPAHHOI'O
rocyJ1apcTBa.

Obwedocmynmvle NEPCOHAIbHBIE OAHHbIE - TICPCOHATBHBIC JAHHBIC, IOCTYIl HEOIpaHu-
YEHHOTO Kpyra JIMIl K KOTOPBIM IIPEJOCTaBIEH ¢ COIVIacus CyObeKTa MEpCOHANBHBIX NaHHBIX
(paboTHYKA) WM HA KOTOpbIE B COOTBETCTBUM C (he/IEpTbHBIMK 3aKOHAMH HE PacIpOCTPaHACTCA
TpeboBaHue COOJTIOAEHIS KOH(PHUIEHIINATBHOCTH.

3awuma nepconanbHvIX OAHHBIX PAOOMHUKA - NICATEIBHOCTD YIIOJIHOMOYEHHBIX
JUIl 10 OOECIEYEHUIO € IMOMOIIBI0 JIOKAIBHOTO PEryJUpOBaHUs HOpsaKa 00pabOTKH
IePCOHATIBHBIX JAHHBIX M OPraHU3AIMOHHO-TEXHHYECKMX MEp KOH(HICHIHATbHOCTH
nHGOpPMAIMK O KOHKPETHOM pabOTHHKE, MOMyYEHHOH paborojpareneM B CBSI3H C TPyJo-
BBIMH OTHOLICHHUAMMU.

3. C6op, 00paGoTKa M 3aLIHTA MEPCOHAIBHBIX TAHHBIX PAGOTHHKA

3.1. IlepcoHanbHble [aHHbIE PAaGOTHMKA OTHOCATCS K KOHQUICHIMAIBHOW WH-
dbopMaLuu, TO €CTh MOPSAOK PaboThl ¢ HUMHU PErIAMEHTUPOBAH JCHCTBYIOUIMM 3aKOHO-
narenbctBoM Poccumiickoit denepanuMu MW OCYHIECTBIAETCA C  COOMIOJEHHE CTPOro
OTIpe/IeIEHHBIX TIPaBIII U yCiIoBHil. JlaHHEIE TpeOOBaHMs ycTaHOBICHE! CT. 86 TpynoBoro
komekca Poccuiickoii denmepanuyi U HE IMOUIEKAT HU3MEHEHHUIO, MCKIIIOYCHHUIO, TaK Kak
ABIIAIOTCS 003aTEIBHBIMU ISl CTOPOH TPYAOBOI'O OTHOIICHHUSI.

3.2. B memsix obecrieyeHus 3allWThl MPaB U CBOOOM YeEJIOBEKA M IpaxKIaHWHA IPH
00paboTKe IEePCOHANBHBIX AAHHBIX PaOOTHHKA, B TOM YHCIIC 3aLIMTHI €ro IpaB Ha He-
IPHUKOCHOBEHHOCTh YACTHOW JKM3HH, JIMYHYIO M CEMElHyr0 TaiiHy, paboToiareib M €ro
TIpeCTaBUTENH 00s3aHbl COOIIONATH CiIeayrolue o0ie TpeOOBaHHA:

3.2.1. O6paboTKa MEepCOHAIBHBIX JaHHBIX PAOOTHHUKA MOXET OCYIIECTBIIATHCSA HC-
KJTFOUUTEIBHO B LIEIAX 00€CIeUeHUs COOTIOICHNS 3aKOHOB M MHBIX HOPMATHUBHBIX IIPABOBBIX
aKTOB, CONEHMCTBHS PabOTHHKaM B TPYIOYCTPOMCTBE, OOYYCHHH U IPOIBHIKCHHUM IO
cnyx0e, obecrieueHus JHYHOH 6€30macHOCTH pabOTHUKOB, KOHTPOJSI KOJNMYECTBA H
KauecTBa BBIIOIHAEMOH paGoThl M OGecreueH s COXPaHHOCTH MMYILIECTBA paboTonares,
pabOTHHKA M TPETHUX JIMILI.

3.2.2. Tlpu onpexeieHnn 06bEMa U coiepkaHus 00pabaThiBAEMBIX IEPCOHATIBHBIX
JaHHBIX ~paboTHUKA paboToiaTelb JO/DKEH PYKOBOJACTBOBAThCs — KoHcTurylmen
Poccuiickoit ®enepanun, TpynoBeiM Kkojekcom Poccuiickoit ®denepanuy W HHBIMU
benepaibHBIMHU 3aKOHAMHU.

3.2.3. Ilpu NpUHATAX pelICHHi, 3aTpardBalONIUX HHTEpPechl pabOTHUKA, paboTO-
jaTesIb HE UMEET IIpaBa OCHOBBIBATHCS HA NEPCOHATBHBIX JaHHBIX Pa0OTHHKA, TTOTYYCHHBIX
C TIOMOIIBIO 3IEKTPOHHBIX CPEJICTB WIH B PE3yJIbTaTe UX aBTOMAaTU3MPOBAHHOK 06paboTKH.

3.3.4. Ilpu nocTymieHMM Ha paboTy pabOTHHMK IPEAOCTaBJISECT IEPCOHAIBHBIC
JIaHHEIE 0 ceOe B JOKYMEHTHPOBAaHHOH (opMe. A IMEHHO:

- IACTIIOPT WIK UHOI JOKYMEHT, YOCTOBEPSIOLIMIA INYHOCTD,
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- TPYHOBYIO KHIDKKY 3a WCKIIOYEHHEM Cly4acB, KOIIa TPYIOBOI JIOrOBOP
3aKII0YaeTcs BOEpBble WIM  pa0OTHUK — TIOCTyNaeT —Ha pabory Ha YCJIOBHAX

COBMECTUTCIILCTBA,
- CTpaxoBOC CBUJIETEJILCTBO IroCcy1apCTBEHHOI'O I[ICHCHOHHOI'O CTPaxOBaHM,;

- IOKyMEHTB BOMHCKOro yuéra - Ui BOCHHOOOSA3aHHBIX U JIMI, IOJJICKAIINX
TIpU3BIBY HA BOCHHYIO CIIyXKOY;

- IOKYMeHT 06 00pa30BaHMM, O KBAIM(QUKAIMY WA HATHIMH CHICIIHAIBHEIX 3HAHUHN
MpH TOCTYIUIEHWH Ha paboTy, TPeOyIOIIylo CIeIHaIbHbIX 3HAHWM WM CIEUalbHON
IIOJITOTOBKU;

3.3. 3ampemjaercss TpeboBaTh OT JMIA, MOCTYNAIOMICIO Ha paboTy, HOKYMEHTHI
[IOMHMMO TIPEAYCMOTPEHHBIX TPyIOBBIM KOICKCOM P®, unpiMu (eaepajbHBIMUA 3aKOHAMH,
ykazamu [Ipe3unenta PO 1 1oCTaHOBICHUAMH IIpaBurenbcTBa PO.

3.4. Tpy 3aKTFOYEHUH TPYAOBOTO OrOBOpa U B XOI€ TPYIOBO#i JEATEILHOCTH MOXKET
BO3HUKHYTH HEOOXOAUMOCTH B IIPEJIOCTaBIICHUH pabOTHUKOM JOKYMEHTOB:

- 0 BO3pacTe JeTel,

- 0 0epeMEHHOCTH JKCHIIIHBI,

- 00 MHBAJIUJIHOCTH,

- 0 JJOHOPCTBE,

- 0 COCTaBE CEMbH,

- 0 IOXOJIE C TPEABLLYLIEro MecTa paboThl,

- 0 HEOOXOIMMOCTH YX0/1a 32 GOJBHBIM WIECHOM CEMBH,
- POYHE.

3.5. TTocne Toro, Kak OyAeT MPUHATO PEIIEHHE O MPUMe paGorHuKa Ha paboty, a
TaKoKe BIOCIEICTBAM B MPOLIECCE TPYAOBOH AEATETBHOCTH K JOKYMEHTaM, COACPKAIIMM
[epCOHAIBHBIE JaHHbIE PAOOTHUKA, TAKKE OYXyT OTHOCHTBCS:

- TPyJIOBO# IOrOBOp M MPHKA3 O MPUEME Ha pabory,

- IpUKa3bl O MOOIPEHUIX U B3bICKAHUAX,

- mpuKa3sl 00 U3MEHEHUH yCIIOBUH TPYIOBOTrO J0r0BOpa,

- KapToyka yHUGHUIUPOBaHHOM GOPMBI T-2, yrBepxIEHHas [MOCTAaHOBICHHEM I'ockomcrara
Poccuu ot 05.01.2004 roma Ne 1,

- Ipyrue JOKyMEHTHI.

3.6. Eciin epcoHasbHbIe JaHHBIE paOOTHHUKA MOXKHO IOTYIHTh TOJIBKO Y TpeTheH
CTOPOHBI, TO PAGOTHHK JIOJDKEH OBITh YBEIOMIICH 00 3TOM HE MEHEe YeM 3a TpU pabounx
JIHSL ¥ OT HETO JIOJDKHO OBITH IOJY4YEeHO MMCbMEHHOE COTIaCHe (160 NMUCHMEHHbIN 0TKA3),
KOTOpO€ pabOTHHK JOJDKEH JaTh B TEUCHHE IIATH pabouux JAHEH ¢ MOMEHTA MOy YCHHUS OT
paboTozatens COOTBETCTBYIOLIETO YBEAOMIICHHA.

B nuCbMEHHOM yBEIOMJICHHH paboTojaTeNb NOJUKEH MOCTaBUTh paGOTHHKA B H3-
BECTHOCTh O IOCJEACTBUSX OTKasa B Jaye MM COIVIaCHs Ha MOJIYy4€HHE NEpPCOHAIBHBIX
JAHHBIX, BKJIFOYAs OTKa3 B pUEMeE Ha paboTy.

3.7. Jlula, MOJIydYalONIME TEPCOHANbHBIC JaHHbIE PaOOTHHKA, 00s13aHBl CTPOrO
COBIII0NATh PEKUM KOH(HACHIMATBHOCTA. J[aHHOE MNOJNIOKEHUE HE PAaclpOCTPaHACTCs Ha

00MEH MepCOHANBHBIMU NaHHBIMM PabOTHHKA B MOPAIKE, yCTAHOBICHHOM (benepaibHbIMU
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3aKOHAMH. _
3.8. 3amuTa NEpCOHAJIBHBIX JAHHBIX Pa0OTHHKAa OT HENPaBOMEPHOrO HX HCIIONb-

30BaHMS WIM YTpaThl JOJDKHA OBITH oOecredyeHa paboropareneM 3a CUET €ro CPeiACTB, B
TOpSJIKE, YCTaHOBJICHHOM TpyoBBIM KojiekcoM PO, nHbIMH (benepaybHBIMK 3aKOHAMH.

3.9. PaGOTHUKA ¥ UX INPEJCTABUTEIHM JOJDKHBI OBITH O3HAKOMJICHBI IIOJ PACIHCKY C
JOKyMEHTaMH yYPEXKJCHHs, YCTaHaBJIMBAIOIMMU IOPAIOK 00paboTKH NEPCOHAIBHBIX
JAHHBIX Pa0OTHUKOB, a TAK)XKE OCBEOMIICHBI 00 ux mpaBax W OOS3aHHOCTIX B ITOH 00-

JaCTH.

3.10. PaGOTHUKHM HE NOJDKHBI OTKA3bIBaThCsl OT CBOMX IIPaB Ha COXPAHCHUE U 3alLUTY
Taiiuel. EciM B TPYJIOBOM J0roBope OyIeT colepikaThcs HOpMa 00 OoTkase pabOTHHKA OT
JQHHOTO TPaBa, TO B 3TOM YacTh TPYJOBOH T0roBOp OyI€T CYUUTATHCS HENCHCTBUTEILHBIM.

3.11. Pa6oromareny, paOOTHUKMA M UX NPEACTABUTEIH JOJDKHBI COBMECTHO BhIpa-
6aTHIBATh MEPHI 3AIUTHI IEPCOHAIBHBIX JAHHBIX PAOOTHUKOB.

3.12. PaGoromatens He BrpaBe TpeOOBaTh OT pabOTHHMKA MPEAOCTABICHUA
MH(BOPMAIUH O OJUTHYECKUX M PEUTHO3HBIX yOEKICHUSX U O €r0 YaCTHOM JKU3HH.

3.13. Ilpy M3MEHEHHH MEPCOHATBHBIX JAHHBIX PAOOTHHUK MUCBMEHHO YBEIOMIACT
paborojaresisi O TAKMX U3MEHEHHSAX B pPa3yMHBIN CPOK, HE npeBsILIatomuii 14 nuei.

3.14. Cenenuss 0 pabOTHHKE XPaHSATCS B JIMYHOM KapTouke paborHuka. Benenue
JIMYHOM KapTOUYKH BO3JIOKEHO HAa MHCIIEKTOpA IO KaJpaM.

4. JIOKyMEHTbI, B KOTOPBIX COJEpIKATCS MNEPCOHAIbHbIC [JaHHbIC
pabOTHHKOB:

e Tacropt paboTHUKA (MHOM JOKYMEHT, y0CTOBEPIOIIMI JTNIHOCTS);

o 3ASBJICHUS;

e TpyJOBasl KHWKKa;

e TOJJUHHUKHY U KOIIMHU MPUKA30B I10 JINYHOMY COCTaBY;

e CTPaxOBOE CBUJETEIBCTBO IOCYJaPCTBEHHOIO IEHCHOHHOTO CTPaXOBaHUs;
e cBUAETENLCTBO O npucBoeHny MHH;

e JIMYHBIE KAPTOUKU;

e OCHOBAHMJA K IIPHKa3aM I10 JUYHOMY COCTaBY;

e JICJIA, COAEpIKaIMe MaTepUalibl 110 ITOBBIIICHHUIO KBaJII/I(I)I/IKaI_II/II/I U NICPCIIOATOTOBKE
COTPYOHHUKOB, UX aTTECCTAllUH, CJ'Iy}Ke6HI>Ie paccieaoBaHusd,

e TPY/JOBBIE U KOJUIEKTUBHEIE JIOTOBOPBI;

e KOIIMM OTYETOB, HAIIPABJISIEMbIE B OPraHbl CTATHCTUKH,
e KOIHMHU JOKYMEHTOB 00 00pa3oBaHMH;

e PEKOMEHJIAINH, XapaKTEPUCTUKH,

e MaTCpHaJIbl aTTCCTALIMOHHBIX KOMHCCHﬁ;
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e  OTYETHI, AHAIIUTUYCCKHUC 44 CIIPaBOYHBIC MaTepHalibl, nepeaaBacMbic B
rocy1apCTBCHHEBIC OpraHbl CTaTUCTUKU, HaJIOI'OBBIC HNHCIICKIINH, ApYyTrue
YUpCKACHU, T'OJIOBHYIO OPTaHU3aAIHIO;

e JIOKyMEHT 06 o0Opa3oBaHK¥, O KBaTMGHUKALMK WM HAIMYUAM CHEIHAIbHBIX 3HAHUH -
TIpH TIOCTYILIEHUH Ha paboTy, TpeOYIONIyIO CelHUalbHbIX 3HaHUH WX CTIeHUaTbHON
MOJrOTOBKU;

e Jipyrue nogoOHbIe JOKYMEHTHI.

JlaHHBIE JOKYMEHTHI SBJISIFOTCS KOHOHUICHIMAIBHBIMU (COCTABIIAIOMMME OXPaHAEMYIO
3aKOHOM TaiiHy).

PexxuM KOHHICHIIHATEHOCTH B OTHOILIEHHUH TEPCOHAIBHBIX TaHHBIX CHUMACTCA:
e B CiIydae UX 00€3IMYMBAHHUS;
e IIO UCTEYEHUM 75 JIET CPOKA UX XPAHCHHUS,

e B JIpYrux ciy4dasax, npeayCMOTPCHHBIX @eﬂepaJIBHBIMPI 3aKOHaMH.

5. XpaHeHHe nepCcOHATbHBIX JAHHBLIX PA0OTHHKOB

5.1. CBezieHust 0 pabOTHHKAX YYPEKICHHUS XPAHATCA Ha OyMaXKHBIX HOCHTENSIX B
Hankax, NPOIIMTEIX M IPOHYMEPOBAHHBIX IO CTpaHuiaM. Jljisi 3TOro MCHOJb3yIOTCA
CIELIUAIBHO 000pyIOBaHHBIE mKadsr
¥ celipbl, KOTOpIE 00ECIIEYUBAIOT 3aIUTY OT HECAHKIIMOHUPOBAHHOIrO JocTyna. Kimoun ot
mKapoB U ceidoB, B KOTOPHIX XPAHATCS CBEIECHHS O PaOOTHUKAX YUPEHKICHHS, HAXONATCA Y
MHCIIEKTOpa 110 KaJapaM, a IPH €ro OTCYTCTBMM — HAa3HAYEHHOrO IAUPEKTOPOM JIMIA, U3
ypciaa pabOTHHUKOB TOpOACKoro Jlsopna KyabTypbl. JIMYHBIE KapTOYKH YBOJCHHBIX
pabOTHUKOB XPAHSTCS B apXUBE YUPEKJACHUS B alI(paBUTHOM MOPSI/IKE.

5.2. KoHkpeTHble 06S3aHHOCTH 110 XPaHEHHUIO JIMYHBIX KapTOYeK pabOTHUKOB, 3aI10JI-
HEHHMIO, XPAHEHHIO M BBIJaye TPYAOBBIX KHIDKEK (IyOIMKAaTOB TPYIOBBIX KHHIKEK), MHBIX
JIOKYMEHTOB, OTP@KAIOIIMX IEPCOHAIbHBIE JaHHble pPAaOOTHUKOB, BO3JIAralOTCA Ha
MHCIIEKTOpA 110 KaJpaM U 3aKpeIUIIOTC B TPYJOBOM JIOrOBOpE, 3aKIIOYACMOM C HUM, U B
JIOJDKHOCTHOW MHCTPYKIIUH.

5.3. B OTHOLIEHMHM HEKOTOPBIX JOKYMEHTOB JEHCTBYIOLUIMM 3aKOHOJIATEIHCTBOM
Poccuiickoii ®enepauuy MOryT OBITH YCTaHOBJICHBI MHBIE TPeOOBaHWs XpaHCHUS, YeM
npeaycMoTpeno HacrosimmM [TonoxeHnueM. B Takux cirydasx ciiefyeT pyKOBOJCTBOBAaThCA
IpaBUJIAMH, YCTAHOBJICHHBIMH COOTBETCTBYIOLIUM HOPMATHBHBIM aKTOM.

5.4. Cenenns 0 paGOTHUKAX YUYPEKACHHUS MOIYT TAK)KE XPAHHUTBCS B JJIEKTPOHHOM
Buge. JIOCTYyn K KOMIIBIOTEpaM, COJEPXKAIIMM IIEPCOHAIBHBIE JaHHbIE PabOTHHUKOB,
obecrnieynBaercs  cucreMoit  maposis.  [lapons  ycTaHaBIMBaeTcsi — CHCTEMHBIM
aJMHHECTPATOPOM M COOOLIAeTCS HHIUBHIYalbHO PabOTHHMKAM, HMMEIOIIMM JOCTYI K
IIEPCOHAJIBHBIM JaHHBIM pabOTHUKOB. VI3MeHeHune napojeil IMPOUCXOJUT HE PEXe OXHOro
pasa B JjBa MecsLa.

5.5. Paboromarens oOecreunBaeT OrpaHUYCHUE JOCTYyNa K MEPCOHAJIBHBIM JaHHBIM
paGOTHHKOB JIMIIAM, HE YIOJIHOMOUYECHHBIM 3aKOHOM, OO paboTomareneM yis MOIYYeHHUs
COOTBETCTBYIOIUX CBEICHUM.

56. Ilpu mOMy4YEeHUH CBEICHUH, COCTABIAIONIMX  IEPCOHAJIBHBIE  JIAaHHBIC
paboTHHKA, JIMIA, TOJyYalollde IEepPCOHAIbHBIE JaHHBIE pPa0OTHUKA, HMEIOT IIPaBoO
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II0Jly4aTh TOJBKO T€ IEPCOHANbHBIE JaHHBIE PAOOTHHKA, KOTOPHIE HEOOXOMMMBI MM VI
BBITIOJTHEHUS] KOHKPETHBIX (DYHKLMIA, 3a1aHUH.

6. Ilepegaya nepcoHAILHBIX JAHHBIX PA0OTHHKA

6.1. Ilpu nmepenaye MepCOHATBHBIX JAHHBIX paOOTHUKA pabOTOMATENb JOJDKEH COOJIIONATh
clieAyroImue TpeOOBaHus:

6.1.1. He cooOmars IepCOHATBHBIC JaHHBIE paOOTHUKA TPEThEH CTOpoHEe 6e3
IMCBMEHHOIO COriacusi pabOTHMKA, 32 WCKIIOYEHHWEM CIly4yaeB, KOrJa 3TO HEOoOXOAUMMO B
He/SIX MPEIyNPEeKACHUsS YIpo3bl JKU3HM M 3I0pOBBIO pabOTHMKA, a Takke B CIyYasx,
YCTAHOBIECHHBIX (he/iepajbHBIM 3aKOHOM (HAmlpUMep, HECUaCTHBIM Ciy4ail Ha IIPOM3BOJICTBE
00si3pIBaeT paborojaresnss NpH HEOOXOAMMOCTH JOCTABUTH IIOCTPAJABIIEIO B YUPEXKICHHE
37PaBOOXPAHEHHS, HEMEICHHO MPOUH(GOPMUPOBATH POJICTBEHHUKOB IIOCTPAZIABIIETO, a TakKe
HalpaBUTh COOOIIEHHE B OpraHbl M OpraHU3alMH, OIpEAENCHHbIE TpyIOBBIM KOIEKCOM
Poccuiickoii @eneparmu (ct. 228 TK PO), uxbiMu eiepanbHbIMU 3aKOHAMU; O CIIy4asx OCTPOro
OTpaBieHUsI paboToAareilb COOOIAET B COOTBETCTBYIOIIMM OpraH 3IMIEMHUOIOIUYECKOrO
HAI30pa).

VYuureiBasg, uro TpynoBoii konekc Poccuiickoit ®enepauuy He ONpeneser KpUTEpUH
CUTYAIIHH, TPEICTABIIIONINX YIPO3Y JKU3HH WM 3I0pPOBBIO paOOTHHKA, paboTOIaTeNh B KAXKIOM
KOHKPETHOM CITydae JIeJIaeT CaMOCTOSTENIbHYIO OLEHKY CEPbE3HOCTH, HEMUHYEMOCTH, CTEICHH
Takoi yrpossl. Eciu ke JmIo, oOpaTuBIIeecs C 3alpocoM, HE YNOIHOMOYEHO (enepaabHbIM
3aKOHOM Ha IIOJyYCHHE IePCOHATBHBIX JAHHBIX PaOOTHMKA, JMOO OTCYICTBYET IMCBMEHHOE
corjacue pabOTHHMKA Ha TPEIOCTABICHHE €r0 INEPCOHAIBHBIX CBEACHUMH, MO0, M0 MHEHHUIO
paboTojaresiss, OTCYTCTBYeT YIpo3a >KU3HM WIM 3I0pOBBIO pabOTHHKA, paboTomaresh 00s3aH
OTKa3aTh B IPEIOCTABICHHM IEPCOHAIBHBIX JAHHBIX TakoMy Jjmiy. JIuiyy, oOpartuBlueMycs c
3aIpoCcOM, BBIIACTCS IMMCBMEHHOE YBEAOMIIEHHE 00 OTKa3e B IPEJOCTaBJICHUH IIEPCOHAIBHBIX
JTAHHBIX.

6.1.2. He cooOmiars mepcoHaIbHBIE JaHHbIE paOOTHHKA B KOMMEpPUECKHMX ILIE/IX 0e3 ero
MMCbMEHHOI'O COTJIACHsl.

6.1.3. TIpemyrpeauTh JIUIL, TOTyYarONMX IIepCOHAIBHBIE JaHHbIE PA0OTHHKA, O TOM, YTO 3TH
JIAHHBIE MOTYT OBITh MCIIOJIG30BaHBI JIMIIIb B LEJSX, U1 KOTOPBIX OHU COOOLLIEHBI, ¥ TpeOOBaTh OT
STHX JIMI] TIOATBEPIKICHHUS TOTO, YTO 3TO NPABIIIO COOJIFOZIEHO.

6.1.4. OcymecTBsATh Tepefady MepCOHATBHBIX JAHHBIX PaOOTHMKA B IIPEZENax OJHOIO
paboTonaresst B COOTBETCTBUM ¢ HacTosuM I lonoxxenuem.

6.1.5. Paspemarp IOCTYl K TMEPCOHAIBHBIM JAHHBIM pPAaOOTHUKOB TOJIBKO CIELHAAIBHO
YTIOJTHOMOUYEHHBIM JIALIAM, TIPH 3TOM YKa3aHHBIE JIMLA JIOJDKHBI IMETh IPABO TIOJy4aTh TOJBKO TC
IIEPCOHAIbHBIE JIaHHBIE PAa0OTHHKA, KOTOpbIe HEOOXOMMMBI MM ULl BHIIIOJHEHUS KOHKPETHBIX
GYHKITHA.

6.1.6. He 3anpammBare HHGOPMAIMIO O COCTOSIHUY 30pOBbsI pabOTHHKA, 32 UCKIIOYEHHEM
TEX CBEJICHHUIA, KOTOPBIE OTHOCSTCS K BOIPOCY O BO3MOYKHOCTH BBITIOJTHEHUSI pAOOTHUKOM TPYZOBOIA
GbyHKIMH (HarpUMep, JOIyCTUMO o0paliieHre 3a MH(OpMaliei 0 COCTOSHUN 3/I0pOBbsI OepeMEHHOM
’KEHIIUHBI [IPY PELICHUH BOIIPOCa O €€ MEpeBOJIE Ha IPYTyIO paboTy, NCKIIIOYAKOIILYIO BO3/ICHCTBIE
HeOJIaronpUATHBIX TEXHOTCHHBIX (PaKTOpPOB).

6.1.7. IlepemaBarh TepcOHATbHBIC JaHHbIE pPAaOOTHMKA IPEICTABUTEISIM pPabOTHUKOB B
HIOPSIZIKE, YCTAHOBJIEHHOM TpyoBBIM KOZIEKCOM M HacTosiuM [ lonoskeHneM, 1 OrpaHAuMBaTh 3Ty
MHPOPMALIIO TOJIBKO TEMH IEPCOHATBHBIMH JAHHBIMU pPaOOTHHKA, KOTOPHIE HEOOXOMUMBI IIs
BBITIOJIHEHUS YKA3aHHBIMH IPEICTABUTESIMU X (DYHKLIIA.

6.2. Jlannsle TpeGoBaHus ycTtaHoBjeHBI CT. 88 TpymoBoro kojekca P® u He moj-
JeXKaT U3MEHEHUIO, UCKIIOYEHMIO, TaK KaK SIBJAIOTCA 00sA3aTeNbHBIMU JUIS CTOPOH TPY-
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JOBBIX OTHOILICHUIA.

7. JocTyn K NepCOHANbHBIM JAHHBIM Pa0OTHHKOB

7.1. PaGoTHHK y4peKIeHHs HUMeeT NpaBo:

7.1.1. IlomywaTp [OCTYl K CBOMM II€PCOHQJIBHBIM JAaHHBIM M BO3MOXXHOCTH
O3HAKOMJICHHSI C HHUMH, BKJIIOYas MpaBO Ha 0€3BO3ME3JHOE MOJyYyeHHe KOmuu o060
3aIucH, COJIEepKaIIEl ero NepPCOHAIBHBIE JaHHEIE.

7.1.2. TpeGoBaTh OT paboronareiis yTOYHEHHS, UCKIIOYECHHUS WIM HCIPaBICHHS
HETIOJNHBIX, HEBEPHBIX, YCTapeBIIUX, HEJOCTOBEPHBIX, HE3aKOHHO IIOJIyYEHHBIX HIIM HE
SBJISIOIIMXCS HEOOXOIUMBIMHU U1 paboTOAaTe s IEPCOHAIBHBIX JaHHBIX.

7.1.3. Ilony4yaTh oT paboToaares:

- CBEJEHHs O JIMIAX, KOTOphIE MMEIOT JOCTYNl K IEPCOHAJBHBIM JaHHBIM WM KOTOPHIM
MOXeT OBITh IPEJOCTABIECH TAKOW JOCTYII;

- [ICPCUYCHDb 06p2163TI>IBaeMI>IX INECPCOHAJIBHBIX JaHHBIX U UCTOYHUK UX ITOJTYYCHUA,
- CpOKH 06p360TKIrI IIEePCOHAJIBHBIX JAaHHBIX, B TOM YHUCJI€ CPOKH UX XPaHCHUA,

- CBEICHUA O TOM, KaKv€ IOPUAUYECCKUEC MOCICACTBUSA MOXKET IIOBJICYD 3a coboit O6p&60TKa
€ro nepCoOHaJIbHBIX JJaHHBIX.

7.1.4. TpeGoBarh wu3BelieHHs paboTojaTeneM BceX JIHML, KOTOPBIM paHee ObLIM
COOOIEHEI HEBEPHBIC WJIM HETOJIHbIE NIEPCOHAIbHBIC JaHHBIE, 000 BCEX NPOU3BEACHHBIX B
HMX MCKJIIOYCHUAX, UCTIPABICHUAX WIH JOTOIHCHHUAX.

7.1.5. O6xaioBaTh HenpaBOMEpHEBIE IeicTBHA Win Oe3neiicTBue paboronmarens npu
00paboTKe U 3alUTe ePCOHATIBHBIX JaHHBIX.

7.2. KonupoBath U J1eJ1aTh BBIMUCKY NI€PCOHAIBHBIX JaHHBIX PaOOTHHKA pa3peIacTcs
UCKITFOUUTEIBHO B CITYXKEOHBIX LIETIX.

7.3. Ilepenaua uH(GOpMAIMU TPEThEH CTOPOHE BO3MOXKHA TOJIIBKO IPH IHCHMEHHOM
corjiacuu paGOTHUKOB.

8. O6s3anHOCTH paboTHHKA M paboToaaTe s

8.1. B memax oOecrieyeHUs JOCTOBEPHOCTH IEPCOHAIBHBIX JaHHBIX PabOTHHK
o0s13aH:

8.1.1. IIpu nmpuéme Ha paboTy MpPENOCTaBUTh pabOTOAATENIO IOJIHBIE U JOCTOBEPHEIE
JaHHBIE O cebe.

8.1.2. B cnyuyae WH3MEHEHHSA CBEIECHUM, COCTABAIOLIUX IIEPCOHAJIBHEIC JaHHBIE
pabOTHHKA, HE3aMeUTUTEFHO MPEAOCTaBUTh JaHHYI0 MH(OpMAIIMIO paboTOAATENIO.

8.2. PabGoTrogaTesnb o0si3aH:

8.2.1. OcymiecTBIATh 3aIUTY NEPCOHATBHBIX JAHHBIX pabOTHUKA.

8.2.2. O6ecnieunTs XpaHEHHE IEPBUYHOMN YUETHOM JOKYMEHTALMU 10 YUYETY TpyJa U
€ro OIUIaThl, K KOTOPO, B YaCTHOCTH, OTHOCATCSI JOKYMEHTHI 10 YU&ETY KaZpOB, JOKYMEHTHI
10 YYETY UCIIOJIB30BaHMs pabouero BpeMEH! U pacuéToB ¢ pabOTHUKAMHU IO OIUIATE TPYIa
ap. Ilpu aTOM nepcoHanpHbIEe JaHHBIE HE JAOJDKHBI XPAHUTHCS JOJIBIIE, YEM 9TO ONPaBJaHO

BBITIOJTHEHHUEM 3aJ1a4, Ul KOTOPBIX OHH COOMPAIMCh, WU AOJBIIE, YeM 3TO TpeOyercs B
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UHTEpecax JINLl, O KOTOPBIX COOpaHbl JaHHBIE.

8.2.3. 3anonHeHUe TOKYMEHTAIMH, COJepiKallell epcoHalbHbIE JaHHbIE pabOTHHKA,
OCYIIECTBJIATh B COOTBETCTBUHM C YHU(PHUIMPOBAHHBIMH (OpMaMH TMEPBHYHOU YUETHOM
JOKYMEHTAllMM 10 YY€Ty Tpyla M €ro OIUIaThl, YTBEPKIAEHHBIMH I10CTAHOBIIEHUEM
I'ockomcrara Poccun ot 05.01.2004 1. Ne 1.

8.2.4. Ilo n¥cCbMEHHOMY 3asBICHUIO paOOTHUKA, HE TO3JHEE TPEX AHEH cO IHA
TO/Ia4YM 9TOr0 3asBJICHHS, BBIJABATH MIOCIEIHEMY KOIIUH JOKYMEHTOB, CBSI3aHHBIX C paboTOM
(konmu mpuKasa o npuéMe Ha paboTy, IPUKA30B O MEPEeBOaxX Ha JAPYryro paboTy, MpuKa3a
00 yBONBHEHHMHU C paGOTHI, BHIIMCKU M3 TPYAOBOM KHIDKKH, CIIPABKH O 3apa0OTHOM IuIaTe,
nepuojie paboTel y JaHHOro paboronarens u japyroe). Komuu JOKYMEHTOB, CBA3aHHBIX C
paboTOM, NO/KHEI OBITH 3aBEPEHBl HAIIEXKAIIUM 00pa3oM U MPEAOCTABIATHCS PaOOTHUKY
0€3B0O3ME3THO.

9. OTBeTCTBEHHOCTD 32 HApYLIEHHE HOPM, PeryJIHPYIOLIHX MOJTyYeHHe,
00paboTKy M 3aLIUTY MEePCOHATLHBIX JAHHBIX PA00THHKA

9.1. Jvna, BAHOBHBIE B HAPYLICHHH HOPM, PETY/IUPYIOIIMX MOTy4YeHue, 00paboTKy U 3alluTy
IIEPCOHAIBHBIX JAHHBIX PAOOTHHKA, IPHUBICKAIOTCS K AMCLMIUIMHAPHOM M MaTepHAbHOM
OTBETCTBEHHOCTH B IIOPSJIKE, YCTaHOBIIEHHOM TpynoBeiM KozekcoM P® u uHbME (eneparibHpIMU
3aKOHAMH, a TaKKe IPUBJICKAIOTCA K IpaKAaHCKO-IIPABOBOM, aJMHHUCTPATUBHOM U YTOJIOBHOM
OTBETCTBEHHOCTH B IOPSIJIKE, YCTAHOBJIEHHOM (e/lepaTbHBIMU 3aKOHAMH.

9.2. Pa3riamenue NMEePCOHAIbHBIX JAHHbIX paﬁoTHmca YUYpexKaeHusi, TO €CTh:

- Iepejada IIOCTOPOHHMM JIMIaM, He MMEIOLUM K HUM JIOCTYTIa;
- myOJIuYHOE pacKpBITHE;

- yTpara JOKYMEHTOB M HWHBIX HOCHUTEJEH, COAEp)KalllUuX IEepCOHAJBHBIC JaHHBIC
paboTHHKA;

- JIMIaM, OTBETCTBEHHBIM 3a II0JIy4YeHHE, 00pabOTKy U 3aIIMUTYy MEPCOHAIBHBIX JTaHHBIX
paboOTHHUKA, BJICYET HAJIOKEHUE HA HErO AUCIMIUIMHAPHOTO B3BICKAHHS (BBITOBOPA,
yBoJbHeHus 110 miL. "B" m. 6 4. 1 c1. 81 TK PD).

9.3. B cinyuae npuuuHeHMs yuepba ydpexAeHUI0 paOOTHHK, MMEIOIIUM JOCTYI K
IIEPCOHATBHBIM JAaHHBIM COTPYJHUKOB M COBEPIIMBINUIM YKa3aHHBIA IUCIUILIMHAPHBIN
IPOCTYIIOK, HECET MOJIHYIO MaTE€PUaIbHY0 OTBETCTBEHHOCTh B COOTBETCTBUY € 1. 7 4. 1 CT.
243 TK P®.

9.4. PaGoTHHK yupeXAeHHs, HMMEIOUMHA JOCTYH K TMepCOHAIbHBIM JIaHHBIM
COTPYZHHKOB ¥ HE3aKOHHO MCIIOJIB30BABLINI WM Pa3IIaCHBIIHA yKa3aHHYIO HH()OPMAIHIO
0e3 cornacusi COTPYAHUKOB M3 KOPBICTHOM WM MHOW JIMYHON 3aWHTEPECOBAHHOCTH M TEM
caMbIM NIPUYMHUBIIUN KPYHHBIN yepO, HECET YTOJIOBHYIO OTBETCTBEHHOCTh HAa OCHOBAHUH
ct. 188 YK PO.

9.5. HempasoMepHbIii OTKa3 paboTofaTesss MCKIIOYUTh WM HCIPABUTh IEPCOHATBHBIE
JaHHBIE PaOOTHHKA, a TAKOKE JII000E MHOE HapyIIEeHHe TpaB pabOTHHUKA Ha 3aIUTY [EPCOHAIBHBIX
JIQHHBIX BJICYCT BOSHUKHOBEHHE Y paOOTHIMKA IIpaBa TpeOOBATH YCTPAHEHNUS HAPYIIICHHS €10 TIpaB 1
KOMIICHCALK IPUYMHEHHOT'O TAKKM HapyIIeHUEM MOPaJIbHOTO Bpe/a.



10. 3akrounTeIbHbIE IOJIOKEHUS

10.1. Hacrosiee [Tono)eHue BCTYNaeT B CHIY ¢ MOMEHTA €T0 YTBEPXKIACHHUS IUPCKTOPOM.

10.2. Hacrosmee IlooxeHHe IOBOAUTCS 0 CBENEHHS BCEX PAOOTHUKOB YUPEHICHHUA
nepcoHaibHO TOA pocnuch. [Ipu mnpu€me Ha paboTy HOBOTO COTPYJIHHMKa €ro Haio
03HAKOMMTD C JAHHBIM JOKYMEHTOM JI0 IMOAMKUCAHUA TPYI0BOr0 10roBopa (ct. 68 TK PD).

Vincriexrop 1o kaxpam MBY «I JIK» ﬁy“ ‘ Kyms OH.

COI'’TACOBAHO
IIpencenarens NpodCOO3HOr0 KOMUTETA
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