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1. O0mue noyoxeHnn
1.1. Hactrosmiee IlonoxkeHne 0 MOpAAKe YHHYTOXKEHHS NEPCOHAIBHBIX JaHHBIX B OOmiectse ¢
orpaHmueHHO orBeTcTBeHHOCTEIO «ABII PYC» (nanee -~ Ilonoxenme) ycTaHaBnMBaeT
NEPHOAWIHOCTE ¥ CINOCOOBl YHUYTOXEHHS HOCHTENeH, ColepKamEX NepCoHANBLHBIE AAHHBIC
CYOBEKTOR NIEPCOHANBHBIX AaHHBIX.
1.2. Ilemsro mactosmero Ilomoxenus sBngeTca obecledeHre 3amMTHI NpaB H  cBOGOI
oOydaromuxcd M paboTHMKOB 1pd o0paboTKe MX NEPCOHAIBHBIX JaHHbX B (OO0mecTse ¢
orpasn4eHHoi 0TBeTCTBEHHOCTHIO «ABII PYC» (manee — O6mectro).
1.3. OcHOBHBIE IOHATHA, MCTIOAbL3YyeMBIE B [Toji0)KeHMA !

* Cy0OBexT IMepcOHAILHBIX JaHHBIX — paGOTHHK K (MM} HHOE JIHIIO, K KOTOPOMY OTHOCATCS
COOTBETCTBYIOIHE IEPCOHANBHBIC AAHHEIC,
paboTHHK — (pH3MIecKoe JIHIIO, BCTYNHBIICE B TPYAOBIE OTHOIICHH ¢ O0ImecTBoM;

s TIEpCOHANBHEIE JaHHEIC — AH(OpMaLng, coxpaHeHHas B IoOoM dopMarte, OTHOCAIIASCS [
K OmnpeleNeHHOMY HIH ONpENeIieMOMY Ha OCHOBAaHHHM TakoH HH(pOpPMaLHH
(du3uveckoMy My (CyOBeKTy IepcoOHANbHBIX NAaHHEIX), KOTOpas caMa o cebe Wil B
COUCTAaHHH ¢ Apyrod wuHbopmanueH, nmeomeiica B OOmecree, NO3BOIAET
AAeHTHOUIHEPOBATE ITTHOCTE CYOBEKTa IEPCOHANBHBIX AAHHBIX;

e 00paboTKa NEpCOHANBHBIX JAAHHBIX — ACHCTBHA (OHepalHH) ¢ IEpCOHATbHBIMH
JAHHBEIMH, BKMIOUas cOop, CHCTEMATH3allHIO, HAKOIJICHHE, XpaHEHHE, YTOUHCHHE
(oOHOBNEeHHMe, M3MCHEHHE), HCIIONB30BAHNE, paclpocTpaHeHHEe (B TOM YHCIE
nepenauy), obesnnunBanne, ONOKHPOBAHUE, YHHYTOKEHNE TEPCOHANLHBIX JIaHHBIX;

¢ YHHYTOXXCHHE NEPCOHANBHBIX JAHHBIX — JEHCTRHAS, B PE3YNbTAaTe KOTOPLIX HEBO3MOXKHO
BOCCTAHOBHTE COAEPIKAHHE NEPCOHANBHBIX JAHHRX B WHQOPMAIHMOHHOH CcHCTEME
NEPCOHAIBHBIX JAHHBIX HIH B PE3YJILTATE KOTOPHIX YHHYTOMAIOTCA MATEPHAIBHBIC
HOCHTEITH [IEPCOHANBHBIX JAHHLIX

s HOCUTEIM NEPCOHANBHBIX JAHHBIX — KAK 3eKTPOHHbIE (XHACKETH], KOMIIAKT-IHACKH,
NEHTHI, (yieni- HAKONMTENHW M Hp.), TAK W HE3IEKTPOHHEIE (OyMaKHBIE) HOCHTEMH
NEPCOHANBHBIX JaHHBIX.

1.4. Hacroamee Ilonoxenue paspaborano Ha ocHoBe DenepampHoro 3axonHa ot 27.07.2006
Ne 149-03 «O0 mudopmanun, nHPOPMALMOHERX TEXHONOTHAX H O 3amiUTe HWH(OpMalHu»,
Oenepambaoro 3akoHa ot 27.07.2006 Ne 152-®3 «O mepcoHaNBHBIX JAaHHBIX» H APYTHX
HOPMATHRHBIX MIPaBOBBIX aKTOB.

2. IlpaBuia YHUYITOKEHASA HOCHTeNell, cofepkamux NepcoHaIbHabIe NaHAbIe
2.1. VHuYTOKEHHE HOCHTENIEH, COASPIKAIINX IIEPCOHANBHBIE JAHHBIE CYOBEKTOB MEPCOHANBHBIX
JAHHBIX, OJDKHO COOTBETCTBOBATE CJIeIYIONAM IPABHIaM:

e OLITh KOHPHACHIMANEHBIM, HCKITFOYas BO3SMOKEOCTE HOC/ICAYIOIEr0 BOCCTAHOBIICHHS;

s odopmisTECH IOpHIMIECKH, B YACTHOCTH, aKToM 06 YHHYTOKEHUH
NEPCOHATMBHBIX JaHHEIX MW BRIFPY3KOH H3 KypHana pervcTpanMe  coObITHE B
HHGOPMANMOHHOM CHCTEME EPCOHAIBHAIX AaHHEIX O6mecTBa;

e VHUYTOXEHHE JOJDKHO KacaThcsd TOJBKO TEX HOCHTENEH, COACPIKANIHX NEPCOHANBHEIC ‘
JIAHHEIE CYOBEKTOB IIEPCOHANBHEIX JAHHBIX, KOTOPHIE ITOUICKAT YHHYTOKECHHIO B CBA3M
C WKCTEYEeHHEM CpOKAa XpaHEHHs, JOCTHXEHWMEM e o0paboTKH yKa3aHHBIX
NEepPCOHATBHEIX AaHHBIX 00 yTpaToll HEOOXOMMMOCTH B HX IOCTHIKEHHH, HE JOMy CKast
CITy4alHOTO WM IIpeTHAMEPEHHOT0 YHUITOXEHHS aKTyalbHBIX HOCHTENEH.

3. Ilopanok YHHUTOXKEHUS HOCHTEXEH, COAEPKAMMNX MEPCOHAILHBIE NAHHbIE
3.1. IlepcoHanbHEle JaHALIE CYOBEKTOB MEPCOHANBHBIX JAHHEIX XPAaHATCA HE OJBIIE, Y€M 3TOTO
TpebyroT nenw HX 00paboTKu, H MOMISKAT YHHYTOKEHHIO IO HCTEYCHHHM CPOKa XpaHEHWs,
IOCTIYKEHHH LelIeH 00paboTKH HIIH B CIy4ac YTpaTel HEOOXOTUMOCTH B HX JOCTHKCHHAH.
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3.2. Hocurenu, cozepxalnue OEPCOHANbHBIE NAaHHBEIE CYOBEKTOB IEPCOHANBHEIX JIAHHBIX,
YHHYTOXKAIOTCA B CIELMANbHO OTBEACHHOM IS OITHX Ienedi MOMELICHHH KOMHACCHEH 1o
YHHYTOXCHHIO NEPCOHATLHBIX JaHHBIX, YTBEPKICHHOH mpmkasoM OOmecrea (nanee —
Komuccus).
'3.3. Hocurtenu, comepxamige NEPCOHAIbHBIE NAHHBIE CYOBEKTOB IIEPCOHANBHBIX JAHHEIX,
yamgroxkaiorcds Komuccmeidi B cpok, He npeBpmmaromuii 30 JHell ¢ [paTel AOCTHXKEHHS
nenei 0opaboTKH MepCOHANBHBIX JAHHBIX JTHOO yTPAThl HEOOXOMMMOCTH B MX JOCTHXKEHHH, a
TaKKe B CJIydae, €CIiH UCTEK CPOK HX XpaHEHHS.
3.4. KoMrCcHs IPOR3BOIHUT 0TOOp OYMaXKHBIX HOCHTENEH IEPCOHANBHBIX JAHHKIX, MOAIEKANIMX
YHHYTOXKEHHIO, ¢ YKa3aHHEM OCHOBAHUIl 11 YHUYTOKECHUA.
3.5. Ha Bce oToOpaHHEIE K YHUYTOXEHHIO JOKYMEHTHI COCTARIIETCH &KT O
BBHIJIETIEHAH JOKYMEHTOB, COAEPKAINUX IIEPCOHANBHLIE JAHHBIE CYOBEKTOB HEPCOHANBHBIX
JIAHHEIX, K YHHYTOXESHHIO.
3.6. B aktax O BHUACIHCHMH JOKYMEHTOB, COACPXAIMMX NEPCOHATILHbIC AaHHBIE CYOBEKTOB
IEPCOHANBHBIX JAHHBIX, K YHHYTOXEHHUIO HCIIPABJICHUS HE JOMYCKAIOTCA.
3.7. Komuccus mpoBepseT Hallule BCEX NOKYMEHTOB, BKIIOYEHHEIX B KT O BHIACIECHHH
HOCHTeNel, coepKamux IEPCOHANGHBIE MAaHHBIE CYOBEKTOB NEPCOHAIBLHBIX JaHHBIX, K
YHHYTOXEHHIO.
3.8. Ilo oKkOHYAHHMH CBEPKH aKT O BBIACICHHH JJOKYMEHTOB, COAEPKAIMKX IIEPCOHANLHEIE JaHHEIE
CyOBEKTOB IEPCOHANBHBIX AAHHBIX, K YHHYTOKEHHIO OAITMCHIBACTCA BCeMH WieHamMu KoMuccHn
H YTBEPXAAETCA IPOPEKTOPOM 110 HAIPABIICHUIO.
3.9. Hocutenu, conepkallie NCPCOHANBHEIE MAAHHBEIC CYOBEKTOR HEpPCOHANBHBIX [AaHHBIX,
OoTOOpaHHEBIE UI1 YHHYTOXCHHS H BKJIOYEHHBIE B aKT, HOCNe IpoBepkd ux Kommccueh
HIEPEIAOTCA OTBETCTBEHHOMY 3a YHHUYTOXEHHE JOKYMEHTOB B oMemenne O6mecTra.
3.10. Vauyroxenue Hocurelei, cofepkamix nepcoHalbHble JaHHbE CYOBEKTOB IEPCOHATBHBIX
JaHHBX, MPOW3BOIMTCA TOCJE YTBEPXKAEHHS aKkTa B NPHCYICTBHYM BceX 4dneHoB Kommuccum,
KOTOpPBIE HECYT IIEPCOHATEHYK) OTBETCTBEHHOCTH 3a [IPABHILHOCTH M IONHOTY YHHITOXKCHHS
NEePEIHCIICHHBIX B aKT€ HOCHTEIEH.
3.11. YHHYTOXXCHAE NEPCOHANIBHBIX JAHHBIX, €CIH 3TO JOIIYCKAECTCA MATEPHAIIBHAIM HOCHTEIICM,
MOXET NPOM3ROAUTECA CIOCOBOM, HCKITIOYaIONMM AanbHEHIIYIO 00paboTKy 3THX NepCOHANBHBIX
JAHHBIX ¢ COXPAHEHHMEM BO3IMOXKHOCTH OOpabOTKM WHBIX HAHHBEIX, 3a(QHKCHPOBAHHBIX HA
MaTepHANBEHOM HOCHTENE (Y1aJeHHe, BBIMAPhIBAHHC).
3.12. YHHYTOXCHHE HOCHTENCH, COXEpXamuX NEepPCOHANbHBIE IaHHBIC, OCYIIECTBIAETCS B
CIISAYIOMIEeM MOpaaKe:

* YHHYTOXEHHE IEPCOHANBHBIX JAHHBIX, COJEpKamuxci Ha OyMaKHBIX HOCHTENAX,
OCYMIECTBIIAETCSA MYTEM H3MENBICHHs Ha MEJIKHE JacTH, HCKIOYAIONAe BO3MOXKHOCTD
MOCIEAYIOIET0 BOCCTAHORJEHHS WH(opMalmy. Vi3MenbueHHe OCYHIECTBISETCA C
HCIIOJIE30BAHAEM IIpenepa (YHHYTOXKHTENf MOOKYMCHTOB), YCTaHOBJICHHOTO B
noMenienud Q6mecTsa, MO0 JOKYMEHTHI HepeIaloTCs Ha IIepepaboTKy (YTHIIH3AIMIO)
Oprasm3aIiaM, cCoOHpalomMUM BTOPCHIphE (ITYHKTEI IpHEMA MAKyIaTyphl);

* YHHYTOXCHHE MEPCOHANBHBIX [AHHBIX, COACPXKAAXCA HAa MANIMHOYHTACMBIX
HOCHTEJIAX, OCYIIECTBJIAETCA IYTEM HAHECEHHS HM HEYCTPAHHMOIO (QH3HYECKOro
NOBPEKACHHSA, HCKIIOYAIOMEr0 BO3MOXKHOCTE HMX HCHOJR30BAHAL, a4 TaKXe
BOCCTAHOBJICHHS [aHHHX. BpIIleyKazaHHOE IOOCTHTAETCHA IyTeM AegopMrpoBaHHI,
HAPYIICHHS eIHHOH IeJIOCTHOCTH HOCHTEIS;

o MONICKAIIME YHHYTOXEHHIO (aiinel C MEepCOHANLHBIMA MJAHHEIMH CYOBEKTOB
[EPCOHAIBPHEIX IAHHBIX, PACIONOKEHHBIE Ha XECTKOM JUCKE, YIAIAIOTCA CpeCTBAMH
OTIEPAHOHHOM CHCTEMBI KOMITBIOTEPA C TIOCTEAYIOMMM «OUHINCHHEM KOP3HHEL,

* B CMyYae JOMYCTHMOCTH HOBTOPHOTO HcIoNb3oBaHuA HocHTens CD-RW, DVD-RW
IpUMEHAETCS IPOrPaMMHOE YAaleHHE («3aTHPaHHE») COAEPKHUMOIO JIFCKA IIyTEM €ro
¢dopMaTHpOBaHUMA C YIOCISAYIONMEH 3aIACHI0 HOBOH HHGOPMALMY Ha JAHHBL HOCHTEN.
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4. Ilopapox cxady MaKyJIaTypsl
4.1. JIokyMeHTHI 10 HCT€UEHHM CPOKa XpaHEHHS, JNOCTHKEHHH Lenedt o6paboTku wim B
cliydae yTparhl HeoOXOIHMOCTH B HX INOCTHIKEGHHHU IOJIEKAT YHHYTOXKCHMIO ITYTEM CHadi
OpraHH3al#sIM, COGHPAIONTHM BTOPCHIPEE (IIYHKTBI IPHEMA MAKyJIaTypE]).
4.2. BeizieneHable JOKyMEHTHI O aKTy O BBRIAENECHHH JOKYMEHTOB, COAEPKAMMX NEPCOHATLHEIE
JIaHHbIe CYOBEKTOB MEPCOHANBHBIX AaHHBIX, K YHUYTOXKCHUIO EPENAIOTC] K YHHYTOXXCHHIO B
yIIaKOBaHHOM BHJE.
4.3. JloxymeHTBI, mojiexam@e BBIBO3Y, HE HAOIKHBI COJCpXKaTb OyMary H KapToH, HE
NPHrOJHEIE JJIsL TepepaboTku; Oymary M KapTOH, I[IOKDHITHIE IONMSTWICHOM H IpYTHMH
MIOJTEMEPHBIMH [IJICHKAMH; MaTepHall, BEIACTAIONMM SN0BHTHE H TOKCHYHEIE BEMECTRA.
4.4. JlokyMeHTBI, NOJIEXAIHE BEIBO3Y, HE NONKHEI COEPKATh:

» TPAIbE, BEPEBKY, IIIArar H3 JyOSHEIX BOJIOKOH H IOHMEPOB;

» METAUIMYECKHE H ACPCBIHHBIE H3JENNS, KYCOYKH CTEKNA U KEPaMHKH, KAMCHE, yTOlIb,
CIIOAY, LEJUIo(aH, Le/UyJIOn], TONHMEpHEIE MaTepHanbl B BAAE H3ACHMH (IUICHOK,
rpaHyn), MEHOINIACT, HCKYCCTBEHHYI0O H HaTypanbHYIO KOXY, KIeeHKy, OHTyM,
napadHH, OCTATKA XHMHYECKHX ¥ MHHEPAIBHEIX BEILIECTB H KPacok;

e BJIAXHOCTH JOKYMEHTOB, IOJUISKAINAs BRIBO3Y, K0JDKHA ObITE He Gonee 10 mponeHToB.

4.5. Cpaua otdopmusercs NpHEMO-COATOYHLIMH HAKIIaHEIME, JAaHHBIE KOTOPHIX (Jara cAadvd,
HOMEp HaKJIaZHOH, BeC CAAHHOH MAaKylaTyphl) YKa3kIBAKITCA B aKTe O BHICTEHHH JOKYMEHTOB,
COJIEPKAIMX MEPCOHANBHEIE JaHHBIE CYOBEKTOB NIEPCOHANBHAIX JAHHBIX, K YHHUTOXEHHIO.
4.6. [Torpy3ka 1 BEIBO3 JOKYMEHTOB OCYIIECTBIMIOTCS IOA KOHTPOJIEM JIMLIA, OTBETCTBEHHOTO 32
obeciiedeHHe COXPaHHOCTH JOKYMEHTOB CTPYKTYPHOrO OApa3fAccHus.
4.7. Oto6GpadHble K YHAYTOXKEHHIO JOKYMEHTHl Hepel ciadeli Ha mepepaboTKy B KadecTBe
MaKyJIaTyphl HOMKHEI B 00s3arelIbHOM IIOPSAKE H3MENbYaTbCAd AQ CTEIEHH, HCKIIOYAIOMEH
BO3MOXHOCTE [IPOYTEHNS TEKCTA.
5. Ilopsaok odopmiIcHUA JOKYMEHTOB 00 YHHUTOXEHHH MePCOHAILHBIX JAHHBIX

5.1. Ecim oGpaGoTka mepCOHANLHBIX JAHHBIX OCYHIECTBISUIACE O€3 HCIIONBL3OBAHMSA CPEACTB
ABTOMATH3ALMH, 00 YHHYTOXEHHH HOCHTENCH, COACPXaNldX NEPCOHANBHEE AaHHEBe, KoMuccHa
COCTABIIIET H IIOANACKIBAET aKT 00 YHUYTOKEHUH IEPCOHATBHBIX JaHHbIX.
5.2. Eciu 06paGoTka nepcoHANBHBIX AAHHBIX OCYIMIECTBILUIACE ¢ HCIONL30BAHHEM CPEACTB
ABTOMATHA3ALNH, 00 YHHUTOXKEHHH HOCHTENEH, cofepkanMx NepcoHaibHbie AaHHbe, Kommcens
COCTABIISET H DOANHCHIBAET aKT 00 YHHYTOXCHHMH HEPCOHANBHBIX JAHHBIX, a
TaKKe OCYLIECTBISET BHIFPY3KY H3 OKypHana perHcTpaluu coObrtHii B HHGOpMaNHOHHOH
CHCTEME NMEPCOHANBHBIX JaHHBIX ObmecTsa.
5.3. Ecmu o0paboTKa DTEPCOHANBHBIX JAaHHBIX  OCYINECTBJIAJIACH OMHOBPEMEHHO ¢
HCIIONb30BaHHEM CPEICTB AaBTOMATH3AIMKA U 0e3 HCIONB30BaHHA CPEACTB aBTOMAaTH3auyH, 00
VHHUTOXKEHHY HOCHTENCH, COAepXamMX INepCOHANbHBIE JaHHBIE, Komuccus cocTasnser u
MOANHCEBAET aKT 00 YHEYTOKEeHHH IEPCOHANBHBIX AaHHEIX, 4 TAKXKE OCYIIECTBISIET BHIIPY3KY K3
JKYpHala permcTpari coObrraif B HMHOOPMANMOHHOW CHCTEME IIEPCOHANBHAIX JIAHHBIX
ObwiecTna.
5.4. AKT 06 YHHYTOXEHHH [IEPCOHANBHbBIX JAHHBIX COCTABIIACTCA IO YCTAHOBICHHOM dopMe. AKT
06 YHHYTOXXEHHM IEPCOHANBHBIX JAHHEIX MOMXET OBITH COCTAaBNCH Kak B Oymakmoil, Tak u
3JICKTPOHHOM dopme.
B akTte yKkassiBaloTCA:

+ HammeHoBaHEe H aapec O6mecTra;

e HAMMEHOBAHHE OpTaHM3alMy, KOTOpas OCymecTBmana ob6paboTky NepcoHANBHBIX
JAHHEIX 10 mopydenwnio O6mecTpa (€ClM NPUMEHHMO);
®. Y. O. cOTPYAHRMKOB, Yh¥ NEPCOHATHBIC AAHHEIE OLLTH YHHUTOKEHE;
®. Y. O. ¥ JOIDKHOCTH COTPYAHMKOB, YHUITCKHBIINX MIEPCOHANIBHBIC AAHHBIC, 4 TAKKE
HX TIOZTIHCH;
nepeyeHs KaTeropyii YHHYTOKEHHEIX MEPCOHANBHBIX AaHHBIX;
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e HAUMECHORAaHHWE YHHUTOXEHHBIX HOCHTENEH, COAepKammpX MEPCOHANBHKIEC NAHHEIE, C
yKa3aHHEM KOJIHYECTBA JMCTOB B OTHOIICHHH KAXJOTO MaTepHAILHOTO HOCHTEA — B
ciydyae 00paboTKM [EpPCOHANBHBIX JAHHBIX 0€3 HCIONB30BaHHS  CPENCTB
ABTOMATH3AIHH;

e HaNMeHOBaHHE HH(OPMAIHOHHON CHCTEMBI IEPCOHANBHEIX JAHHEIX, H3 KOTOPOH GBLIH
YHHUTOXKEHBI IEpCOHANBHEIE AAHHEIE — B ¢Ty4ae 00padoTKy MEPCOHANBHEIX JaHHBIX C
HCIIONBL30BAHHEM CPEICTB ABTOMATH3AIHH;

¢ Croco0 YHHYTOXEHHS NMepPCOHATBHBIX JaHHBIX;

¢ IPAYHHA YHHYTOXCHHA NEPCOHANBHEIX JAHHBIX;

e JIaTa YHHYTOXXCHHS [ICPCOHANBHBIX JaHHBIX.

5.5. Brerpyska B3 )KypHaia perucrpauuu coObrtuii B HHGOPMAMOHHOM CHCTEME IIEPCOHANBHBIX
JIAHHBIX COJECPXUT:
o @, H. O. coTpyIHHKOB, YbH ITEPCOAAILHBIE JIAHHEBIE ObLIH YHHYTOXEHEI,
nepeueHb KaTeropuil YHIYTOXKEHHEIX IEPCOHANBHBIX JaHHBIX
e HauMeHOBaHHE HHGOPMAIMOHHOH CHCTEME! IEPCOHANBHBIX JAHHEIX, H3 KOTOPOH OBLIH
YHHYTOXEHH] IIepCOHANBHEIE JaHHEIE;
* NPUYHHY YHHYTOXEHHS HEPCOHANBHBIX NAHHBIX;
* JIaTy YHHYTOXEHUS IePCOHANBHBIX JAHHEBIX.

5.6. @axkt yHUYTOXEHHS HOCHTeNeH, colIepXalX IIepCOHATBHBIE JaHHBIE CYOHEKTOR
HEePCOHANTBHEIX JaHHBIX, (HKCHpYETCA B XYPHAIE Y4eTa JOKYMEHTOB, HEPEHAHHBIX Ha
yHugTOXeHHE. JlanHBIA NOKyMEeHT ABIAETCA JOKYMEHTOM KOHGHMICHIHANBHOTO XapakTepa H
BMECTE C aKTOM 00 YHHYTOXEHHH NEPCOHANBHBIX JAaHHBIX H BHIIPY3KOH U3 XKypHala XpaHuTcs B
nomemenny O0mecTra B TedeHHe 3 (Tpex) JIeT.

6. OTBeTCTBEeHHOCTE PYKOBOAHTE/IEH CTPYKTYPHBIX NOAPA3eNennii
6.2. PyKOBOIHTEIE CTPYKTYPHOT'O IOAPA3JIENICHIS MOXKET OBITh HPABIEUCH K aAMAHACTPATUBHOMN
OTBETCTBEHHOCTH 3a HapymeHde TpeOoBaHuii MO opraHM3alMH XpaHEHUs JOKYMEHTOB,
COZEpXKAIINX IIEPCOHATIBHBIE JAHHEIE.




