NMBOY O  «/lBopen
/raopqecrna JIeTel U MOJIOIEKN
Heﬂuucmro p OHaT. Kemeposo

2 £\ | E.A.lllanésa

IMos02xeHue o nopsiake o0paboTKH
1 o0ecnevyeHusi 6€30MACHOCTH NMEPCOHATBHBIX JAHHBIX
paborankoB MBOY J10 «/IBopeu TBopuecTBa AeTel H MOJIOAEKN

I. O6mue nosiokeHus

1. TTonoxenue o mepcoHanbHBIX JAaHHBIX paborHukoB MBOVY J1O «JlBopen
TBOpYECTBA JeTel U Monoa&xu» (nanee - ITonoxenue) pa3paboTaHO B COOTBETCTBHH C
TK P®, ®enepanshbiM 3akoHOM 0T 27.06.2006 N 152-®3 "O nepcoHaNbHBIX NaHHBIX"
¥ MHBIMM HOPMAaTHBHBIMH [IPaBOBBIMH aKTaMH.

2. [TlonoxeHueMm omnpenenseTcs TMNOPSAOK TOJy4YeHHs, CHCTEMaTH3alluH,
MCIIOJIb30BaHMs, XpaHEHHs W Tepelayd CBEICHHWH, COCTaBJISIOUIMX IE€PCOHANIbHbIE
nanuele paboraukoB MBOY JIO «/lBopeln TBopyecTBa JeTeil U Monoaéxu» (naiee —
JlBopell TBOpYECTBA).

3. IlepcoHanbHble JaHHBle pabOTHHKA - MoOas MHpOpPMAUMs, OTHOCALIASACH K
KOHKpETHOMY pabOTHHKY (CyOBeKTy MepcoHalbHBIX MaHHBIX) U Heobxoxumas [[Bopiry
TBOPYECTBA B CBSI3U C TPYAOBBIMH OTHOILIEHUSMH.

4. Tlpu ompeneneHud obveMa U colepxaHus, 0OpabaTbiBaeMbIX MEPCOHAIBHBIX
NaHHBIX paboronarens AokeH pykoBoiacTBoBaThess Koncrutyuuedn P®, TK PO u
MHBIMH (e/iepabHbIMU 3aKOHAMH.

I1. IMosryyeHne nepcoOHAJIbHBIX IaHHBIX

1. Ucrounukom wuHpoOpMauuu 000 BCEX MEPCOHAIBHBIX NaHHBIX PabOTHHKA
SABJISIETCS HETOCPEICTBEHHO PabOTHHK.

2. Ilpu mocTtymieHHH Ha paboTy TMPETEHAEHT MpPEAOCTABISET CleAyIomue
cBenenus o cebe: ©.M.0.; noxn; naTy poXKIASHUS; CeMeiHOe MOI0KEHHE; HAIMYHe JeTeH,
MX JaThl POXKIEHMS; BOWHCKYIO OOS3aHHOCTb; MECTO JKMTEIbCTBA M KOHTAKTHBIH
teneoH; oOpazoBaHHe, CHENHANBHOCTh; CTaX paboThl 10  CHELHaTbHOCTH;
npeasiayee(ne) Mecro(a) pabotel; (aKT MPOXOXKACHHS KypCOB TOBBIIICHHS
KBaTM(PUKALNK; HATHYHE rpaMoT, 6J1arolapHOCTeH.

3. Pa6oromarens He BrpaBe TpebOOBaTh OT IPETEHAEHTa IPeACTaBICHHUSA
MH(OPMAIUK O TOJUTHIECKUX U PEJTUTHO3HBIX YOeXKIECHHUSX, O YACTHOH JKU3HH.

4. Tlpu 3aKiIOYeHMH TPYJOBOrO JOroBOpa JIMIO, MOCTymaioumee Ha pabory,
MpebABIISET JOKYMEHTHI B COOTBETCTBUM €O CT. 65 TK P® 1 naér cBo€ nmucpMeHHOE



cornmacue Ha 00paboTKy mepcoHanmbHBIX HaHHBIX ([Ipmmoxkenwe Nel k HactosmeMmy
[Tonoxenwuto).

5. Pabotomarenr wuMeeT MpaBO MPOBEPSTH JIOCTOBEPHOCTH  CBEJICHUU,
npenacraBisgieMblx paboTHukoM. [lo mepe HeoOxoaumocTu padoTojaTesab UCTpeOyeT y
pabOTHHUKA  JIOMIOJIHUTENbHBIE  CBEJACHUS W JOKYMEHTHI,  IOATBEPKIAIOIINE
JIOCTOBEPHOCTH 3TUX CBEJCHUMH.

6. Ilpu odopmieHnn pabOTHHKA CHEHHAIUCT IO KajapaM 3amoJIHSeT
yauunupoBannyio dhopmy T-2 "Jluuras xkapTouka paboTHHKA" U POPMUPYET TUIHOE
7e510, KoTopoe XpaHuTcs Bo JIBopiie TBopuecTBa. OTBedaeT 3a BEACHHME JMYHBIX €T
CHEITUAIIKCT TI0 KaJpam.

7. JluuHoe nemo paOOTHHKA COCTOUT M3 CIEAYIOIIUX JOKYMEHTOB: MAacHoOpT
(komusi); AOKYMEHT 00 00pa3oBaHMM (KOIHUS), CBUJIETEIILCTBO O PETUCTPALMU B
HanoroBoMm oprane (MMHH) (xomus); meHCHUOHHOE CBUIETENBCTBO (KOIMUS); TPYAOBOM
JIOTOBOP; BOEHHBIN OWJeT (KOMus); CBUACTEIBCTBO O 3aKIOYEHUU Opaka (Komus);
CBUJIETEIBCTBO O POXKIACHUM JETeH (KOMHs), XapaKTePUCTUKH, PEKOMEHIATeNbHbIC
MMCbMa; KOMHUSl JOKyMEHTa O MpaBe Ha JIbIOThl (YAOCTOBEPEHUE MOYETHOTO JOHOPA,
MEJUIIMHCKOE 3aKJIIOUEHHE O MPU3HAHUU JIUIA UHBAIUIOM, Jp.); CIpaBKa O HAIUYUU
(OTCYTCTBUHM) CYIUMOCTH; JIOKYMEHTBI, CBS3aHHbIE C TPYAOBOW JCSTEIBHOCTHIO
(3asBiIeHUS paOOTHHKA, aTTECTAIMOHHBIC JIUCTHI, IOKYMEHTHI, CBSI3aHHBIE C TIEPEBOJIOM,
JIOTIOJTHUTEJIbHBIE COTTIAIICHUS K TPYJIOBOMY JOTOBOPY, KOITUU MPUKA30B, Jp.).

8. JIoKyMEHTBI, MOCTYMAIONINE B JIMYHOE JCJIO, XPAHATCS B XPOHOJIOTHICCKOM
MTOPSIZIKE.

I11. XpaHneHue nmepcoHa bHBIX JAHHBIX

1. JInunbie nena xpaHarcs B OyMakHOM BHUJ€ B nankax. JInunsle nena HaxoaaTces
B NpuéMHOI J[Boplia TBOpUECTBA B CHEIMAIBHO OTBEACHHOM IIKa(y, 00ecreunBaroneM
3alUTY OT HECAHKIMOHWPOBAHHOIO JIOCTYIA, M pacroyiaratorcsi B aj(paBUTHOM
MOPSIZIKE.

2. Ilocne yBonbHEHHs pabOTHHKA B JIMYHOE JEJIO BHOCATCS COOTBETCTBYIOLIWE
JOKYMEHTHI (3asiBJIeHHE paOOTHUKA, IPUKA3 O PACTOP’KEHUHU TPYAOBOIrO JOTr0BOpa, Ap.),
COCTABJISIETCSI OKOHYATEIbHAS ONMKCh M JIMYHOE JIEJI0 MEPEAACTCS B APXUB YUPEKICHUS
Ha XpaHEHUE.

3. Bo /[IBopue TBOpuecTBa KpOME€ JHMYHBIX [J€J CO3JAI0TCA M XPAHATCA
CJIeIyIOIME TOKYMEHTBI, COJAEPKAIIME MEePCOHAIbHbIE JaHHblE PAOOTHUKOB: JIMYHbIE
KapTouku ¢Gopmbl T-2 Ha Kaxaoro pabOTHHKA; TPYAOBbIE KHHMKKH; MEAUIIMHCKUE
KHIKKH, TOMJIMHHUKU M KONUU TMPHUKa30B (pacmopspKeHH) Mo Kajapam; MPUKas3bl 10
JUYHOMY COCTaBY; MaTepUalibl aTTECTAI[MI U MOBBIIIEHUS KBATM(UKAIIMNA paOOTHUKOB,;
MaTepHUalibl BHYTPECHHUX PacClieIOBaHMA (aKThI, TOKJIAIHBIE, TPOTOKOJIBI M IPOY. ).

4. IlepcoHanbHble JaHHBIE PAOOTHUKOB TaK)Ke XPaHATCSA B AJIEKTPOHHOM BHUJE Ha
JOKaJIbHOW KOMMbIOTEpHOW cetu. JlocTym K DJEKTPOHHBIM 0a3aM  JaHHBIM,
COJEp)KallM [EpPCOHAJbHBIC JlaHHbIE pPAOOTHUKOB, O0OECIEYUBACTCS MapoJeM.
[TaposieM BIAACKOT COTPYAHUKH, HWMEIOIIAE JOCTYN K IEPCOHAIBHBIM JIAHHBIM
paboTHUKOB. [Taposu U3MEHSIOTCS HE peke OJJHOTO pa3a B JBa MecsIla.

5. CpoenuamucT 1Mo KaJgpaM OCYILECTBISET OOUIMM KOHTPOJIb COOJIIOIEHUS
paboOTHUKAaMU MeEp MO 3allUTe NMEPCOHAIBHBIX JaHHBIX, 00ECIIEYMBACT O3HAKOMIICHHE
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COTPYAHUKOB IIOA POCHHCH C JIOKAJIbHBIMW HOPMATUBHBIMH 4KTaMHU, B TOM YHCJIIC C
HaCTOAIIINM [TonoxxeHuem.

V. JlocTyn K mepcoHAIbLHBIM JaHHBIM

1. JlocTynm K mepCOHATBHBIM JaHHBIM PAOOTHUKOB MMEIOT: JAUpeKTop JlBOopia
TBOPUYECTBA, 3aMECTUTENIb JUPEKTOpa MO Yy4eOHO-BOCIHUTATEIBHONH paboTe; TIaBHBIN
Oyxrajrep; CHENHMATUCT MO KaJapaMm; PYKOBOJIUTEIN OTACIOB (TOJBKO K JaHHBIM
pabOTHUKOB CBOETO OT/ieNa); caM PaOOTHUK — HOCUTENb TAHHBIX.

2. KomupoBaTh W JAenaTh BBIMMCKH M3 TMEPCOHANBHBIX JAaHHBIX PaOOTHUKOB
paspemiaercsi UCKIIOYUTEIBHO B CIY>KEOHBIX IIENIAX M C MHUCbMEHHOTO pa3pelieHust
aupektopa JIBopiia TBOpUeCTBa.

V. O0padoTKka nMepcoHANbHbIX JAHHbIX PA00OTHHKOB

1. PaGoTonarens He HMMEET MpaBa MOJydaTh U 0OpadaThIBAaTh IMEPCOHAIBHBIC
JaHHBIE PAOOTHHKA O €r0 PacOBOM, HAIIMOHAJIHLHOW MPUHAJJIC)KHOCTH, TMOJUTUYECKUX
B3IJISAJIaX, PEITUTHO3HBIX U (QUIOCOPCKUX YOEKIEHUSX, COCTOSHUU 3J0POBbS,
uHTUMHON >km3HM (4. 1 cT. 10 DepepanpHoro 3akona N 152-®3). B cuyuasx,
HENOCPEICTBEHHO CBSI3aHHBIX C BOIPOCAMHU TPYAOBBIX OTHOILIEHUH, B COOTBETCTBUH CO
cT. 24 Konctutyuuu P® paboronaTens BlpaBe MojydaTb U 00pabaThIBaTh JAHHBIE O
YaCTHOM JKU3HU paOOTHHUKA TOJIBKO C €ro MUCbMEHHOTO COTJIACHS.

2. OOpaboTka TMepCOHATBHBIX JTAHHBIX PA0OTHUKOB pabOTOAATENIEM BO3MOXHA
0e3 ux coryiacus B cilydasx, KOrjaa:

2.1. IlepcoHanbHBIC TAaHHBIE ABJSIOTCS OOIIECIOCTYITHBIMU;

2.2. IlepcoHanbHbIE JaHHBIE OTHOCSTCS K COCTOSHUIO 3[I0OPOBBSI paOOTHUKA, MX
o0paboTka HeoOXoauma ISl 3alUThl €ro >KU3HHU, 37A0POBbS WJIM UHBIX >KHU3HEHHO
BaXHBIX HHTEPECOB JPYTHX JIUII U TIOTYyYEHUE COTTIACHs paOOTHHKA HEBO3MOXKHO;

2.3. OOpaboTka TEPCOHATBHBIX JAHHBIX HEOOXOJMMAa JJiIi YCTAHOBIICHUS WIU
OCYIIECTBJICHUS MPaB UX CyObEKTa UM TPETHUX JIUI] JTUOO B CBSI3H C OCYIIECTBICHUEM
MIPaBOCY /IS,

2.4. OOpaboTka TEPCOHATBHBIX JAHHBIX OCYIIECTBISIETCS B COOTBETCTBUU C
3akoHoaarenbcTBOM P® 00 o00opoHe, o ©Oe30macHOCTH, O MPOTUBOACHCTBUU
TEppOpU3MY, O TPAHCHOPTHOM O€30IaCHOCTH, O MPOTUBOAECUCTBUU KOPPYILUHU, 00
ONEpPaTUBHO - PO3BICKHOM JEATENBHOCTH, 00 MCIHOJIHUTEILHOM IPOU3BOJACTBE, C
YTOJIOBHO-UCIIOJHUTENBHBIM 3aKOHOAATENBCTBOM PD;

2.5. OOpaboTKka TEPCOHATBHBIX ITAHHBIX OCYIIECTBISECTCS B COOTBETCTBHUU C
3aKOHOJIATEILCTBOM 00 00s3aT€NbHBIX BHAAX CTPaXxOBaHUA, CO CTPAXOBBIM
3aKOHOJIaTEJIbCTBOM;

2.6. Tlo TpeOOBaHHIO MOJTHOMOYHBIX T'OCYJapCTBEHHBIX OPraHOB - B CiIydYasx,
MPEeyCMOTPEHHBIX (peeparbHBIM 3aKOHOM.

3. O6paboTKa MepCcOHAIBHBIX TAHHBIX MOKET OCYIIECTBISATHCS UCKITIOYUTEIIHHO B
nessx obecreueHus COOMIOIEHUs 3aKOHOB WJIM WHBIX TPABOBBIX aKTOB, COACHCTBUS
pabOTHUKAM B TPYJIOyCTPONCTBE, OOy4EeHUHM U TPO(PECCHOHATLHOM MPOJIBIKCHUH,
oOecrieueHrss JTUYHOU O€30MacHOCTH PAOOTHUKOB, KOHTPOJS KOJUYECTBA M KadyecTBa
BBITIOJIHSIEMOM PabOThI 1 00ECTICYCHHS] COXPAHHOCTHU UMYIIIECTBA.



4. 3ammra TMEpPCOHATbHBIX JaHHBIX pPAOOTHHKA OT HEMPaBOMEPHOTO UX
UCIIOJb30BaHUs, yTpaThl oOecreuuBaeTcsi paboTojaTesieM 3a CYET €ro CpeiacTB B
HOpsAKE, YCTAHOBIEHHOM (heIepajbHBIM 3aKOHOM.

VI. IIpaBa u 00s13aHHOCTH PA0OTHUKA B 00JIACTH 3aIIUTHI €r0
NMEePCOHATbHBIX JAHHBIX

1. PabotHuk  o0s3yeTcssi  OPEACTaBIATb  NEPCOHAIbHBIE  JaHHbBIE,
COOTBETCTBYIOIINE ACUCTBUTEIHHOCTU. OO0 BCEX M3MEHEHUAX MEPCOHATBHBIX JAHHBIX
paboOTHHUK cooOmaerT padoTomaTeNI0 C MPEIOCTABICHHEM JTOKYMEHTOB (KOIIHH),
MOJITBEP K IAIOIIUX JaHHBIC U3MEHEHUSI.

2. PabOTHUK UMEET MpPaBO Ha:

2.1. Ilonnyto uH(OpPMAIMIO O CBOMX MEPCOHAIBHBIX JAaHHBIX U 00pabOTKEe ATHX
JTaHHBIX;

2.2. IlonyyeHue KoMl 3amKCH, COIEpKallel epcoHaIbHbIE JaHHbIE PAOOTHHKA,
32 UCKJIIOUYEHUEM CITy4aeB, IPEyCMOTPEHHBIX 3aKOHO1aTeNbCTBOM P®;

2.3. JlocTyn K OTHOCSIIUMCS K HEMY METUIIUHCKUM JaHHBIM,

2.4. TpeboBaHue 00 HCKIIIOUEHUHU WJIU WCIPABICHUU HEBEPHBIX WJIM HEIMOJIHBIX
NEepCOHANbHBIX JaHHBIX. [Ipu oTkaze pabOoTojaTens MCKIIOUNUTh WM HCIPABUTH
NEpPCOHANbHBIE JaHHbIE PpaOOTHUKAa OH HMMEET MpaBO 3asABUTh B MHUCbMEHHON (opme
paboTOaTENI0 O CBOEM HECOIVIACUM C COOTBETCTBYIOIIUM OOOCHOBAaHHUEM TaKOI'O
HECOTJIaCHSl.

VII. Ilepenaya nepcoHaNbHBIX JAHHBIX

1. PaGoronarens He BHpaBe coOOIIAaTh MEPCOHAIBbHBIE JaHHbIE pPAOOTHHKA
TpPEeTheil CTOpOHE Oe3 MUCHbMEHHOTO COTJIachsi paOOTHHKA, 32 UCKIIOYCHHEM CITy4aesB,
KOTJla 3TO HEOOXOAMMO B IENAX MNPEAYNPEKIACHHUS YIPO3bl KU3HU H 3I0POBBIO
paboOTHHKA, a TAK)KE B CITydasiX, yCTAHOBIEHHBIX (peiepaibHbIM 3aKOHOM.

2. Undopmarnus, oTHOCAMIAACS K TMEPCOHATBHBIM JAHHBIM PaOOTHHKA, MOXET
ObITh MpENOCTaBI€HAa TOCYAApCTBEHHBIM OpraHaM B TMOPSAJKE, YCTAHOBJIECHHOM
3aKOHO/ATEIbCTBOM.

3. B cnyuae, ecnu auno, oOpaTHBIEecs € 3alpocOM, HE YIOJIHOMOYEHO Ha
MOJIyY€HHUE TEPCOHANBHBIX JAaHHBIX JHOO OTCYTCTBYET IHMCBMEHHOE Corjacue
paboTHUKa, paboToaaTeNbh 00s3aH 0TKa3aTh B MPEIOCTABICHUH MEPCOHATBHBIX JaHHBIX.
JIuiry, oOpaTuBIIEMyCs C 3aIIPOCOM, BBIIAETCS MUCHbMEHHOE YBEIOMIIEHHE 00 OTKa3e B
MPEIOCTABIICHUU TaKUX JaHHBIX.

4. Paboromarens MODKEH NPEAYNPEOUTh JIWI, TMOIYYUBIIMX TEPCOHAIBHBIC
JIaHHbIE paOOTHHUKA, O TOM, YTO ATH JIaHHBIE MOTYT OBITh MCIIOJIb30BAHBI JIMIIb B IIEIIAX,
IS KOTOPBIX OHU COOOIIEHBI, U TPEOOBATh OT ATHX JIUI] MMOATBEPIKICHUS TOTO, YTO ITO
paBUIIO cOOMIOACHO. JIniia, moyduBIINe IEPCOHANBHBIE JaHHBIE pa0OTHHUKA, 00S3aHBI
COOMIONATh PEXHUM CEKpPeTHOCTH (koH(uneHuumanbHocTH). [lanHoe [lonoxenue He
pacrnpocTpaHsieTcsi Ha OOMEH NepCOHAJIbHBIMH JaHHBIMH pPaOOTHUKOB B TOPSKE,
YCTaHOBJICHHOM (heiepaIbHbIMU 3aKOHAMH.

5. Tlepemaua mepcoHANBHBIX JaHHBIX paOOTHUKOB B mpenenax JlBopia
TBOPYECTBA OCYILIECTBISETCS B COOTBETCTBUHU € HacTOsALMM [lonoxeHuem.



6. Ilpu mepemaue paboTomaTeneM MEPCOHAIBHBIX JaHHBIX PAOOTHUKA €ro
3aKOHHBIM, MOJIHOMOYHBIM TIPEJCTaBUTEISIM B Topsiake, ycTaHoBieHHOM TK P®, sta
nHPOpMAIUsl OTPAHUYUBACTCS TOJBKO TEMH IEPCOHAIBHBIMU JTAHHBIMH, KOTOPBIC
HEOOXOMMBI JJIs1 BBITIOJTHCHHSI YKa3aHHBIMU TPEJACTABUTEISAMHU UX (DYHKITUH.

VI1Il. OTBeTcTBEHHOCTH 32 HAPYLLIEHHE HOPM,
peryJupyommux o0padoTKy nepCcoHAJIbHbIX TaHHBIX
1. Pa3rnamenre nepcoHanbHbIX JaHHBIX paOOTHHKA /[BOpIia TBOpUECTBa, TO €CTh
nepesaya TOCTOPOHHHUM JIMIIaM, HE UMEIOIIUM K HUM JIOCTYyTa; MyOIMYHOE PaCKpPBITHE;
yTpata JOKYMEHTOB M MHBIX HOCHUTEJNEH, COAEpXk AaIIMX MEPCOHAIbHBIE JIaHHbBIE
paboOTHHKA; WHBbIE HApyIIEHUs O0sS3aHHOCTEH MO WX 3aluTe, 00pabOTKEe M XPaHEHHUIO,
YCTAaHOBJIICHHBIM  HacTosiuuM  [lonoxkeHueM, a Takke MHBIMH  JIOKAJIbHBIMU
HOPMAaTHBHBIMHM akTamMu JlBoplia TBOpYECTBa, JIMLIOM, OTBETCTBEHHBIM 3a MOJYy4YEHHUE,
00palbOTKy M 3aIUTy NEPCOHANBHBIX TaHHBIX PAOOTHHUKA, - BIEKYT HAJIO)KEHHUE HAa HETO

JTUCIUTUITMHAPHOTO B3bICKaHUs (BBITOBOPA, yBOJIbHEHHS 1o M. "B" m. 6 4. 1 ct. 81 TK
P®).



IIpunoxenne Nel x [Tonoxeruto

0 TopsiiKe 00paboOTKH

u obecrieueHus 0€30IacHOCTH
MIePCOHATLHBIX JaHHBIX

pabotankoB MbOY J10

«/IBOpen TBOpUecTBa AETEN U MOJIOJEKI

COI'/TACHUE HA OBPABOTKY HEPCOHAJIBHBIX IAHHBIX

A,
(®HNO),
[MpokuBaronmii(-ast) 1Mo  agpecy :
[Tacmopt No BBIIAH (xem u Kora)

B cBs13u ¢ mocryrienueM Ha padoty B MBOY J1O «/IBopen TBopdecTBa A€TeH M MONOAEKMW sI IPUHUMAIO

pelIeHre O TPENOCTABICHHH CBOMX MEPCOHANBHBIX MAaHHBIX W JAal0 corjlacue Ha oO0paboTKy WH(OpMAaIiH,
Heo0X0AMMOI paboToAATENI0 B CBSI3M ¢ BOSHUKHOBEHHUEM TPYAOBBIX OTHOILIEHHI, 8 UMEHHO:

aHKeTHBIX U ouorpaduueckux ganHbix (PUO, nata poxaeHus, Mo u ap.);
00pa3oBaHus, CTICUAIBHOCTH;

CBEJICHUI O TPYIOBOM CTaxe;

CBEICHHI O COCTABE CEMbBHU;

nacnopTHbIxX AaHHblx, MHH, Ne ctpaxoBoro cBUAETENBCTBA;

CBEJICHUH O BOMHCKOM YUYETE;

CBEJICHUH 0 3apabOTHOM I1aTe;

CBEICHUI O COLMANIBHBIX JIBIOTaX;

3aHHUMaeMOM TOJIKHOCTH;

HAJIUYMs CyTUMOCTEH;

azpeca MecTa )KUTEJIbCTBA;

Tene]oHoB;

MaTepHAJIOB 110 TIOBBIIEHUIO KBATU(UKAIIUN U TIEPENOArOTOBKE, aTTECTAIIHH.
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