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1. O0mue nmos10xeHUA.

1.1. Hacrosimmass WHCTPYKIHMS YCTaHABIWBACT MOPSIOK (OPMUPOBAHUS, BEICHUS W
XpaHeHUs TUIHBIX 1en paboTHuKOB MAJIOY «/lerckuii cam No 275%.
1.2. MuCcTpyKIIHs pa3paboTaHa B COOTBETCTBHUH C:
- Tpynoseim konekcom Poccutickont denepanum,
- ®enepanbabiM 3aKkOHOM N 152-D3 «O niepcoHaTbHBIX JaHHBIX»,
- npuka3zoM MuHKyYJIbTYpbl PO ot 31.03.2015 Ne526,
- npuka3oM Pocapxusa oT 20.12.2019 Ne236.
1.3. Paboroaarens B auile 3aBeayromieit (manee — 3apeayromuil) MAJIOY «/lerckuit
cag  Ne 275» oOecneuunBaeT 3alydTy IMEPCOHAJBbHBIX JaHHBIX PaOOTHUKOB,
COJIEp KAIMXCs B JIMYHBIX JieJlaX, OT HEMPAaBOMEPHOT'O UX MCITOJIb30BaHUS WIIH yTPATHI.
1.4. 3Baseayromuit MAJIOY «Jlerckuii cax Ne 275» onpenenser Jiuil,
YIOJHOMOYCHHBIX Ha MOJIydeHHe, 00pabdoTKy, XpaHEHHe, Iepeaady u Jiroboe Apyroe
HCTIOJTb30BaHNE TIEPCOHAIBHBIX TAaHHBIX PAOOTHUKOB, COACPIKAIINXCS B IMYHBIX JICIaX.

2. JIuvyHoe 1esi0 pad0THHUKA.
2.1. Jlmuynoe neno pabOTHHUKA — H3TO COBOKYMHOCTb JOKYMEHTOB, COAEp KaIlNX
CBeJieHUs 0 paboTHUKE U niepuojie padbotel B MAJIOY «Jletckuit cag Ne 275».
2.2. JInunoe neno paboTHHKa OQOPMIISIETCS B TPEXIHEBHBIM CPOK MOCJIE€ Ha3HAYCHUS
€ro Ha JIOJDKHOCTb.
2.3. JImyHoe neno paOOTHUKA BEAETCS OTBETCTBEHHBIM 3a KaJpPOBOE JICIOTPOU3BOJICTBO
pabotaukoM MAJIOY «Jletrckuit cag Ne 275.
2.4. 3anpeniaercs mojy4daTh, 00padaTeiBaTh U MPUOOIIATH K JIMYHOMY A€y paOOTHHUKA
HE YCTaHOBJICHHbIE (elepallbHBIMU 3aKOHAMH TEPCOHAJIBHBIE JAaHHBIE O €ro
MOJINTUYECKHUX, PEIIMTHO3HBIX W HWHBIX YOCXKICHUSX, YAaCTHOW >KU3HH, YJICHCTBE B
OOIIIECTBEHHBIX OOBETMHEHUSIX, B TOM YHCJIE B MPO(ECCHOHATBHBIX COI03aX.
2.5. CaemeHus, cojaepkamyecss B JIMYHOM  Jeje  paOOTHHKA,  SBISIOTCS
KOH(pHUASHITHATbHBIMHU.
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2.6. Jlmunpie nena opOpMIISIIOTCS Ha BCeX MTATHBIX paboTHHKOB MAJIOY «/leTckuii
cax Ne 275».

3. CocTaB 10KYMEHTOB, BKJIIOYaeMbIX B JIMYHOE /1€J10 PA0OTHUKA.
3.1. CocTtaB [OKyMEHTOB, BKJIIOYaE€MBIX B JIMYHOE [€JI0 PaOOTHWKA, 3aBHCUT OT
TIOJKHOCTH, KOTOPYIO OH 3aHUMAET M CHEHU(UKHU €ro CIIyKEOHOH J1esITeTbHOCTH.
[lepBoHAYaIbHO B JUYHOE JIEJIO TPYNIUPYIOTCS JTOKYMEHTHI, O()OPMIISIOININE TTPOIIECC
nprueMa Ha paloOTy, a BOOCJIEJICTBHM - BCE OCHOBHBIC JOKYMEHTHI, OTPa’KaloIllue
npouecc padotsel B MAJIOY «/letckuii cang Ne 275».
3.2. Ilpu nepBoHaYaIbHOM O(OPMIICHUH JTUYHOTO JIeJIa paOOTHHUKA B HETO BKITFOYAIOTCS
ClIeAyIOLIHNE TOKYMEHTBI:
1) ankera ycTaHoBIIeHHOU (OpMBI ¢ (hoTorpadueii;
2) aBrobuorpadwmsi;
3) nuuHOE 3asBJICHUE JIMIIA, TPETSHAYIONIETO Ha NobKHOCTE B MAJIOY «Jletckuii can
No 275»;
4) TpyZ10BO#1 1OTOBOP 0€3 JOKHOCTHOW MHCTPYKIIUH;
5) xomus MpuKas3a o pueMe Ha padoTy;
6) cipaBKa 00 OTCYTCTBHUH CYJAUMOCTH;
7) MUCbMEHHOE corjlacue Ha 00pabOTKy MEepPCOHATbHBIX JTaHHBIX;
8) cornaiieHue o HepasrialleHue IepCOHAJIbHBIX JaHHBIX (JJIs1 T€X, Y KOI'O €CTh
JIOITYCK K IE€PCOHAJIBHBIM TaHHBIM JIPYTHUX);
9) komMu JOKYMEHTOB 00 0O0pa3oBaHWM, OOYYECHHH, IEepeOOydYEeHUH, MOBBIIICHUU
kBamMukanuu (ecnu oOyueHue npoxomauio 3a cuet cpencts MAJIOVY «/lerckuii can
Ne 275»);
10) xomumM JOKYMEHTOB, MOATBEPXKIAIOIINX KBaJU(PUKAIMOHHYIO KaTErOpHIO
(aTTecTallMOHHBIA  JIMCT) WJIM MPUKAa3 MNOATBEPXKIAIONIYI0 KBATH(PUKAIMOHHYIO
KaTETOPHIO);
11) xomuu pemieHud O HarpakJIeHUM TOCYJIapCTBEHHBIMU U BEIOMCTBEHHBIMU
HarpajgaMH, IPUCBOCHUHM TOYETHBIX U CIHEHUAIBHBIX 3BaHUN, TPUCYXKICHUU
rOCYJapCTBEHHBIX MPEMHI U T.1. (€CIIM TaKOBbIE MMEIOTCS) (Ha OCHOBAHHHU JUYHOTO
3asBJICHUS paOOTHHKA);
12) cnpaBka ¢ OCHOBHOTO MecTa paboThl ¢ yKa3zaHueMm rpaduka paboThl, 3aBepeHHas
KOTIHS TPYZIOBOM KHWKKH (JIJIsI COBMECTHUTENEH);
13) 3asBI€HHE O MOCTAHOBKE HAa MUTAHUE;
14) noroBop 0 MaTepUaAILHON OTBETCTBEHHOCTH (/11 MaT€pUaIbHO OTBETCTBEHHBIX
JINII);
15) 3asBienne o BeIOOpE (OPMBI BEICHUS TPYAOBOW KHUKKH.
3.3. B mporiecce padOTHI K TUYHOMY ATy IPUOOIIatoTCS:
1) nomonHEeHNE K aHKETE YCTAaHOBJICHHOM (DOPMBI;
2) aTTecTalluOHHBIC JTUCTHI;
3) KON JIOKYMEHTOB, ITOATBEPKIAOIINX MTPpodeCCHOHAIbHOE 00pa3oBaHue (Ha
OCHOBAHMU JIMYHOTO 3asBJICHUS] PAa0OTHUKA)
4) KoY JOKYMEHTOB, TOJITBEPKIAIOIINX MOBBIIICHUE KBaTU(PUKAINU (Ha OCHOBAaHUU
JIMYHOTO 3asiBJICHUSI paOOTHHKA),
5) KOomuYU TOKYMEHTOB, TTOJATBEPKIAIOIMINX KBATH(UKAITMOHHYIO KATETOPHIO
(aTTecTarMOHHBIN JIUCT WA MPUKA3 MTOATBEPIKIAIONIYI0 KBATU(PUKAITMOHHYIO
KaTEeropuIo);
6) KOIMY PEIICHUI O HarpakJACHUHU TOCYyJapCTBEHHBIMU U BEJIOMCTBEHHBIMH
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HarpajgaMH, IPUCBOCHUH MOYETHBIX U CIIEIUATBHBIX 3BaHUM, IPUCYKICHUU
TOCYJIapCTBEHHBIX MPEMHI U T.J. (€CIM TAaKOBbIE UMEIOTCS) (HA OCHOBAaHUH JIUYHOTO
3asBJICHUS paOOTHHKA);
7) KoMK JOKYMEHTOB O IIEPEBOJIE Ha APYTYIO JOJDKHOCTh U yBOJBHEHUH;
8) IOTIOTHUTENBHBIEC COTIIAIICHHS K TPYJAOBOMY JOTOBOPY;
9) cpouHBI TPYAOBOW TOTOBOP HA COTPYMHHUKA, 3aICICTBOBAHO B OKa3aHUHU TUIATHBIX
YCIIYT U SIBJISIIOIIETOCS WIEHOM BPEMEHHOTO TPYJIOBOTO KOJUIEKTHBA.
JIp. TOKYMEHTBI, 00pa3yIoliuecs: BO BpeMs TPYIOBOH eI TEIIbHOCTH PaOOTHHKA.
3.3. Ilpu ¢opMupoBaHMHM W BEIACHHUH JUYHOTO J€Jla HCIIOJIB3YIOTCS KCEePOKOITUH
JTOKyMEHTOB IIPH HAJTWYUH TIPEIBSIBIICHHOTO MOJIMHHUKA JOKYMEHTA.

B cmywae oTCcyTCTBUSI TIOJUIMHHHUKA pPaOOTHHK JIOJDKEH MPEACTABUTHh
HOTapHUaJIbHO 3aBEPEHHBIC KOTUH JTOKYMEHTOB.
3.4. 3ampeniaercs XpaHUTh B JIMYHOM Jeie: konuu mnacrioprta, CHUJIC, MHH,
CBUJICTEIILCTBA O POXKJICHUH, NepeMeHe (aMuiuk, HUMEHHU, OTYECTBA, 3aKIIOYCHHUU
Y PacTOP>KEHUU OpaKa M BOCHHBIN OUJIET.

4. IlopsiaoOK 3aN0JTHEHUS AaHKEThI, aBTOOMOrpaduu, 10NMOJTHECHHUS K aHKeTe,
BKJIIOYAeMbIX B JIHYHOE /IeJI0 PA00THHUKA.

4.1 Ilopsiook 3anonnernus omoenbHvix epagh) anKemai.
4.1.1. Aakera 3amnoJyiHsgeTcsi paOOTHUKOM COOCTBEHHOPYUYHO. B aHKeTe He TOmyCKatoTCst
COKpaIlleHusl, IPOYEepKH, ucpaBicHus. B ankery BkiienBaetcs pororpadus paOoTHUKA
pazmepom 30x40 mmM.
4.1.2. Ilpu 3amNOJHEHUU AHKEThl HWCHOJB3YIOTCS CIEAYIOUIUE AOKYMEHTBI: Iacnopr,
TpyZJOBasi KHH)XKA, BOCHHBIM OWJIET, JIOKYMEHTbl 00 o0Opa3oBaHUU (JIUILUIOM,
CBUJICTEIILCTBO, ATTECTAaT, YJAOCTOBEPEHHE), NOKYMEHTBHI, MOJITBEPIKIAIONINE YUCHYIO
CTereHb (YyU4eHOe 3BaHue) U JPYyTrue JOKYMEHTHI.
4.1.3. Ha Bce BOIpOoCHl aHKEThl paOOTHUK JIOJDKEH J1aBaTh IOJHBIE OTBETHI B CTPOTOM
COOTBETCTBHUU C TE€MHU 3aMHUCSIMHU, KOTOPBIE COAEPKATCS B €ro JWYHBIX JOKYMEHTaX,
OTpHIIaTEIIbHBIE OTBETHI B Tpadax aHKEThl 0e3 IOBTOPEHUS Bompoca (Hampumep:
VY4éHast cTereHb — HE UMEI0).
4.1.4. B rpade «oOpa3oBaHHUE» HOJDKHBI MIPUMEHSITHCSA CIEAYyIONME (POPMYIHPOBKU:
«BBICIIEE», « HEIMOJHOE BBICIIEE», «CpeaHee MPOPECCUOHAIBLHOE», «CpEaHEe», B
3aBHCHUMOCTH OT TOTO, KaKoil JOKyMeHT 00 oOpa3zoBanuu umeercsa. Ecimm paboTHUK
3aKOHYMJT HECKOJIBKO KyPCOB BBICHIETO Y4€OHOTO 3aBEICHHUS, BEIHYKJIEH OB MpepBaTh
oO0ydyeHne wimu oOydaeTcsi B JaHHOE BPEMs, TO 3alUCHIBACTCS, CKOJBKO KypCOB OH
3aKOHYWJI WJTM Ha KaKOM Kypce 00ydaeTcsl.
CoTpynHUKH, OOyUYaromIuecs: WM OOydYaBIIHECS B CPEIHUX NPOQPEeCCHOHAITBLHBIX
y4eOHBIX 3aBEACHUSX (TEXHUKYMBI, KOJUICIKH), HO HE OKOHUYMBIIIHNE UX, JIOJDKHBI OBITh
OTHECEHBl K JIUIlaM, UMEIOIIUM cpeqiHee (MojHoe oO0Ilee) WM HEIMOJHOE CpejHee
(ocHoBHOE o00mIee) obOpa3zoBaHME, B 3aBUCUMOCTH OT TOrOo, KakO€ OHU UMEIHU
oOpa3oBaHM€ B MOMEHT MOCTYIUICHUSI B cCpeaHee MpodeccuoHalibHOE Yy4ueOHOe
3aBeJieHHe, K JIMIaM, UMEILIUM cpeaHee (IMojiHoe olliee) oOpa3zoBaHUE, OTHOCSITCS
pabOTHUKH, 3aKOHYUBIIINE CPETHUE IIKOJIBI, IIKOJBI C YYEOHBIM H3YUYEHHUEM KaKOro —
nu0o Tpenmera, Juies, TAMHa3uu. s pabOTHUKOB, OKOHYMBIIHNX MPOJPECCHOHATHEHO-
TEeXHUYECKHE y4riauina (WM oOpa3oBaTelIbHBIC YUPEKICHUs, K HUM NPUPABHCHHEIC),
yKasbIBaeTcs npodeccus u paspsia. Jlumam, He UMeroIMM TpodecCHOHAITBHO
-TEXHUYECKOTro  (HayallbHOTO  mpodeccuoHalbHOT0)  oOpa3oBaHus, mpodeccus
YKa3bIBACTCSI IO OIBITY pabOTHI.
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OxoHUMBIIME TPHU Kypca BBICHINX (WJIM MPUPABHEHHBIX K HUM) y4EOHBIX 3aBEICHUMN
OTHOCSITCSI K JHUIIAM C HEHOJHBIM BbICIIMM oOOpa3zoBanueM. "CrnenmaibHOCTH IO
JUIIIOMY" 3alOJHSIETCSl TOJIBKO Ha CIELUHAINCTOB C BBICIIMM U CPEIHUM CIIEUATIbHBIM
oOpazoBanmeM. B »9TOil CcTpoke yKa3pIBaeTCs CHENHAIbHOCTH, ITOJIyYCHHAs IO
OKOHYAaHHUM  BBICHIEITO MJIM  CPEJHEro  CHEeHUAIBHOIO y4YeOHOIro  3aBEJCHUS.
CriennanbHOCTh O 0OPAa30BAaHUIO 3aMMCHIBAETCS TOJIBKO HA OCHOBAaHUHU JUIIIOMA.
4.1.5. B rpade «bbuty 1 3a TpaHUIICH» YKa3bIBACTCS TTOJJTHOC HAUMCHOBAHHUE CTPAaHBI,
roa u uenb npedsiBanus (Hanpumep: ['epmanus -2005 - typrnioe3nka).

4.1.6. B rpade «Bamu Onu3kue poJCTBEHHUKW» MEPEUUCISIOTCS BCE YJICHBI CEMBU C
yKa3aHHEM CTEIEHU POJICTBA (POAMTENH, CyNpyTH, IETH, a Tak)Ke OpaTbsi U CECTPHI)
MIPU 3TOM YKa3bIBaeTCsl UX (paMuIus, UMsi, OTYECTBO, JaTa POXKACHHS, MECTO padOTHI,
JIOJDKHOCTb.

4.1.7. B rpade «Brmonnsiemas paboTra ¢ Hadajla TPYAOBOH AESITCIbHOCTU»
OTpaXXaroTCs CBEACHHUS O padOTe B COOTBETCTBUM C 3aMUCSAMU B TPYHAOBOM KHUXKKE.
Ecnu tpynoBas nesTenbHOCTh HayajlaCh C OOy4Y€HHsS] B TOM MJIM HWHOM Yy4eOHOM
3aBEJICHUHU, TO ATOT MEPUOJ TakKe oTMedaeTcs B JaHHOU rpade. Croa BHOCSATCS U
CBEJICHUSI O mepephiBax B paboTe B CBs3U C yu€0Ooil, OOJIE3HBbIO, HAXOXICHUSIM Ha
WKIVMBEHUU U TOMY NOJI0OOHOE (Hampumep: «He padoTai», «HaXOIHWJICS Ha TEHCUN,
«HAXOOWJICS Ha WXKIUBEHUN», «Oosien»). Kpome Toro, ecnm ciykamuii 3aHUMai
pa3iuyHbIe JOJDKHOCTHU, TO CJEAYyeT YyKa3blBaThb BpeMsi IPEeObIBaHUS Ha KaXJIOH
JIOJDKHOCTU. B TpydoByI0 JesSTENBLHOCTH HE 3alliChbiBaeTCsl Bpems yuéObl B
00111e00pa3oBaTEeIbHBIX MIKOJIaX, MPO(ECCHOHATBHO-TEXHUYECKUX YUWIIHINAX U K HUM
MIPUPABHEHHBIX (CYBOPOBCKHE, HAXMMOBCKHE, BOCHHBIC Yy4UWIWIla U T.A.). llpu
MIPOXOXKJICHUHN CIYKObI B BOOpYXEHHBIX cHIaxX YyKa3bIBaeTCs IOJDKHOCTh, HOMEP
BOMHCKOM 4acTH (YUpEXKJICHUs) U B KAKOM OKPYTe OHa HAXOJIUJIach, B ClIydae Iepexojia
W3 OJHOM BOMHCKOM 4YacTH B JPYI'yH0 - HOMEpa 3TUX 4YacTe€d M JaThl Iepexona ¢
yKa3aHUEM aJ[pecoOB MECT CIIy>KObI 3a mociiequue 15 ner.

TpynoBast 1esITEIbHOCTD 3aTUCHIBACTCSI CTPOTO B XPOHOJIOTHYECKOM TOPSIIKE.

4.1.8. B rpade «/lomomHUTENbHBIE CBEICHUS» MOTYT YKa3bIBaThCSl CBEACHUS O
Harpaxaenun opaeHamu, menansimu CCCP, Poccuiickoit deaepauunu, MHOCTPAHHBIX
rocyJapcTB, a Takke npucBoeHUM nouy€tHniX 3BaHUN CCCP, PCOCP, uHBIX COIO3HBIX
rocyJapcTB, a Takke npucBoeHuM nouye€TtHbiX 3BaHUN CCCP, PCOCP, uHBIX COIO3HBIX
rocynapctB Poccuiickoit @enepanuu. 3anucu Mpou3BOASITCS HA OCHOBAHUU OPJICHCKUX
KHWXKEK, YJOCTOBEPEHUH K MeIalsiM, YKa30B U IPHUKA30B O HArpaXA€HUH, ITOOLIPEHUH.
4.1.9. B rpade «OTHOImEHHE K BOWHCKOW OOS3aHHOCTH W BOWHCKOE 3BAHUECH»
YKa3bIBaeTCsl OTHOIIEHHWE pabOTHMKAa K BOWHCKOW OOsS3aHHOCTH (HAIpUMEp:
BOCHHOOOsI3aHHBIN(as1), Maliop 3amaca, CEpKaHT 3araca).

JInmo, OTBETCTBEHHOE 3a KaJpOBOE JACIOINPOU3BOJICTBO OO0S3aHO MPOBEPSITH IIpU
npuéMe Ha paldoTy y TpakaaH, IPeObIBAIOIINX B 3aMlace, BOCHHBIC OMJIETHI (BpEMEHHBIC
YJIOCTOBEPEHHUSI B3aME€H BOCHHBIX OWJIETOB), a y Ipa)kJaH ,MOJJIeKalluX NPU3bIBY Ha
BOCHHYIO CIY»Oy, YJIOCTOBEpPEHHUs Tpa)KJiaH, MOJIEKAIUX MPU3bIBY, YCTaHOBUTb,
CTOMT JIM TpaxKJJaHWH(Ka), IpUHUMaeMblii(asi) Ha paboTy Ha BOUHCKOM yuéte. B ciyuae
OTCYTCTBHUSI B BOCHHOM OMJIETE€ OTMETKM O MOCTAaHOBKE Ha BOMHCKUM Y4Y€T (eciu
OH(OHA) SIBJISIETCS BOEHHOOOS3aHHBIM (0Oi1) HEOOXOMMO HANpPaBUTh IpakJaHUHA(KY) B
paliOHHBIM BOEHHBINI KOMHUCCapHUar.

4.1.10. B rpade «domamnuii aapec u Homep TeiedoHa» HEOOXOAUMMO YyKaszaTh
MOYTOBBIN HWHJAEKC. Eciu aapec NPONMUCKHM U TIPOKMBAHUS HE COBMOAJAIOT, TO
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yKa3bIBaroTCsl 00a aapeca.

4.1.11. B rpade «IlacriopT uim TOKyMEHT, €r0 3aMEHSIOIIHI» CIEIyeT YKa3bIBaTh €ro
HOMED, CEPUI0, KOTJIa U KEM BbIJIaH.

4.1.12. AHkeTa NMOANMMUCHIBAETCS U 3aBEPSCTCH:

- JIUIIOM, TIOCTYHAOIIUM Ha paboTy;

- OTBETCTBEHHBIM 3a KajipoBoe aenonpouszBoiactBo MAJIOY «Jlerckuii cag No 275
rmeyaTbl0 W JaTOW, TOCJe TOro Kak OyJeT MpOBEpeHa MOJHOTAa M MNPaBHIBHOCTH
3aMOJIHEHUS] AHKEThl B COOTBETCTBUHU C MPEIbSIBICHHBIMU JIOKYMEHTAMH.

4.2. Ilopsiook 3anoanenusi agmoouozspaguu.

4. 2.1. ABrobmorpadus cocTaBisieTCss B NPOU3BOJBbHON (opMe COOCTBEHHOPYYHO
rpaxJJaHuHOM. B conepskanum aBToOnorpaduu oTpakaroTces: hamMuiins, UMsi, OTYECTBO
rpakJjaHnHa, YUCJIO, MECSL, I'0Jl U MECTO POXKACHMS, MOJIydeHHOe oOpa3zoBaHue (TrIe,
KOIJa, Kakas CHeUUAJIbHOCTh M B KaKUX Y4YE€OHBIX 3aBEICHMAX), TpyAoBas
JIeSITEIbHOCTh, TMOJyYE€HHE JOIOJHUTEIBHOIO O0O0pa30BaHUs, OKOHYAaHHE KYpCOB
MOBBIIIEHUsT KBaJu(UKALMU, MEPEeHoArOTOBKA, U3MEHEHHUs B Ouorpaduu u Apyrue
CBEJICHUS, KOTOpPBIE >KEJAaeT OCBETUTh B CBOEHM aBTOOHOrpaduu MOCTYyMAaIoONIUil Ha
pabory.

4.3. [lononnenue K  aukeme  3alOJIHSETCS  OTBETCTBEHHBIM 34  KaJapOBOE
JIEJIONPOU3BOJICTBO B IIpoliecce padoThl IIPU HEOOXOAUMOCTH BHECEHUS B JINYHOE JIEJIO
CBEJIeHUH 00 U3MEHEHUsIX B NPO(ECCUOHATIBHOMN AeSITEIbHOCTH pabOTHHKA.

4.3.1. B nepBoM paszesne puKCUpPYIOTCSl CBEASHUS O MepeBoAax Ha ApPyTrue JOJHKHOCTH
(mepemernieHus ¢ yKka3aHHWEM J1aT BCTYIUIEHUS B JIOJDKHOCTh M YXOJa C HEE) CO CChUIKOM
Ha JIOKYMEHTBI O Ha3HAUYE€HUH, IEPEBOJE, YBOJIBLHEHUH.

4.3.2. Bo BTOpOM pazjene oTpakarTcsl JaHHbIE O MPO(ECCUOHATBHON eI TEIbHOCTH
paboTHuka  (MOATOTOBKA, IIEPENMOATOTOBKAa W TOBBIINIEHHE  KBaJTU(HUKALIUU,
HarpaXJeHHe OpJACHAMU U MEJaJIsIMU, MPUCBOCHHUE YUYEHOW CTEINEeHH, YYEHOro u
MOYETHOTO 3BaHUs, INpeObIBAaHME 3a TpaHUICH, HAJIOKEHHWE W CHATHUE B3BICKAHHH,
W3MEHEHUS IPYTUX YUYETHBIX JaHHBIX PaOOTHHUKA).

Bce BHOcuUMBIE W3MEHEHUS! JOJDKHBI OBITH TOATBEPKAEHBI COOTBETCTBYIOIIMMU
JIOKYMEHTaMHU.

OO0s3aTeNTbHBIM PEKBU3UTOM JIOTIOJTHEHUSI K @HKETE SBJISIFOTCS OTMETKUA O MPOBEIACHUU
MPOBEPOK HAIMYHUS M COCTOSIHHS JIMYHBIX Jejl. OTMeTKa JI0JDKHA OBITh CJIEITYIOIIETO
COJIEPKAHUS: «JIMYHOE JI€JI0 IPOBEPEHO», /1aTa, NOAMUCH MPOBEPSIEMOr0 MOMEILIAOTCS
Ha 0OpaTHOM CTOPOHE JINCTA MOCJIE 3aHECEHHBIX CBEJCHUN.

4.4. Bce JOOKyMEHTBHl JIMYHOTO Jejla IOMEIIAI0TCd B KapTOHHYIO MalkKy —
CKOpOCHIUBATENb. THUTYJIBHBIA JIMCT JUYHOTO Jie1a O(QOpMIIIETCS B COOTBETCTBHU
(mpunoxenue 1).

Ecnu dbamunmst paboTtHuKa TOciie OMOPMIICHHS JIMYHOTO nena
W3MEHSIach, TO cTapasi (paMuIvs 3aKJIIOYaeTCs] B CKOOKH, a HOBasl 3alMCHIBACTCSl HaJl
HEU.

Bce nmokyMmeHThl B manke JIOJDKHBI pacnojaratbCsi B IMPSIMOM XPOHOJOTHYECKOM
MOpSIJIKE.

[Tocne yBosibHEHHST paOOTHUKA U OCBOOOIMBIINICS HOMEP IPUCBAUBAETCS] BHOBD
MPUHITOMY PaOOTHHUKY.
4.5. st XpaHeHUsI JAYHBIX J1eJ1 paOOTHUKOB UCIIOJIB3YIOTCS CeH (bl MITN HAZIEKHO
3alMpaeMble U orlevyaTbiBaeMble IIKA(BbI.

5. BHyTpeHHSsIsI OMUCH JOKYMEHTOB, COAEPKAIMXCS B JIUIHOM JeJie.
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5.1. JIokyMeHTBI, IPHOOIIEHHBIEC K JIMYHOMY /ey paOOTHUKA Mepell caauei B apXuB,
OpOIIIOPYIOTCS, JIUCTHI HYMEPYIOTCS apabCKuMH LHdpaMu UYEPHBIM T'padUTHBIM
KapaHJalmoM B IMPaBOM HM)XKHEM YTy, K JIMYHOMY JEJy HOpUIaraercs BHYTPEHHSS
OITUCB.
5.2. BHyTpeHHsISI OIUCH COCTABIISIETCS HAa OTACIBHOM JIMCTE MO YCTAaHOBJIEHHOU (opme
(mpunoxenue 2).

6. Ilopsiiok BbIIaYHM JIMYHBIX /Ie]l BO BpeMEeHHOe N0JIb30BaHHUe.
6.1. JlmgyHoe neno pabOTHHMKA MOXKET OBITh BBIJAHO BO BPEMEHHOE IOJIb30BaHUC
JOJDKHOCTHBIM JIMIAM, KPYI' KOTOPBIX OIIPEAEISACTCS 3aBEAYIOLICH YCTaHOBJICHHUEM
CpOKa BPEMEHHOI'O NOJIb30BaHUSI.

[Ipu pabGoTe ¢ JWYHBIM JEJIOM, BBIJAHHBIM BO BPEMEHHOE II0Jb30BaHHE,
3amnpeniaercss MNPOU3BOJAUTh KAKUE-JIMOO HWCIIPABJIEHUS, BHOCUTb HOBBIE 3aIlUCH,
M3BJICKAaTh JOKYMEHTBI, pasrjamarh CoJep)Kalluecs B HEM KOH(QUICHIHAJIbHbIE
CBEICHUS.

[Ipy u3BIEeYEHNH KaKUX-TUOO JOKYMEHTOB M3 JIMYHOIO Jieja JIMLO, OTBETCTBEHHOE 3a
BEJICHHE JIMYHBIX JI€JI, 00s3aHO cJejaTh BO BHYTPEHHEH OIMHMCH COOTBETCTBYIOIILYIO
3aMucCh.

6.2. Jlnsg KOHTPOJISI 32 CBOCBPEMEHHBIM BO3BPAaTOM BBIJAHHBIX WJIM BBICIAHHBIX IS
O3HAKOMJICHUS! JIMYHBIX JI€JI W NPEJOTBPAILLEHUS UX YTPaThl MOKET HCIIOJIb30BAThCS
KOHTPOJIbHAsA KapTO4yKa, KOTopas 3aIlOJIHAETCS Ha KakJoe€ 1eyio. B Hell ykaspiBaercs
HOMEDp JIMYHOTIO0 Jiea, GpamMuins, UMs, OTYECTBO pabOTHHKA, HA KOTOPOI'O OHA 3aBEJICHa,
JlaTa BBIOAYM JIMYHOIO Jieja, KOMY OHO BBIJIaHO, pacHucKa B IOJYYEHHUH, HOMEDP
cirykeOHoro TenedoHa JIMIA, MOJIyUYUBIIETo JIeJI0 U JlaTa BO3BpaTa Jiela.

6.3. Ilpu Bo3Bpare [ena TIIATEIBHO IIPOBEPSIETCA COXPAHHOCTh JOKYMEHTOB,
OTCYTCTBUE MOBPEKJICHUMH, BKIIOUEHUS B JI€JO0 JPYTMX JOKYMEHTOB WJIM HOAMEHBI
JIOKyMeHTOB. lIpocMoTp nena mnpousBOAUTCA B IIPUCYTCTBUM  PYKOBOJIMTEIS
yupexaenus. llepenada JUUYHBIX J1€d 3aBEAYIOLIEH Yepe3 CeKpeTapsl Win APYTUx JINLL
He jomnyckaercsa. Jlpyrue pyKoOBOAMTENM MOAPA3AEICHUNA MOIYyT 3HAKOMHUTBCS C
JIMYHBIMU J€JIaMM TMOAYMHEHHBIX MM COTPYAHMKOB. (O3HaKOMJIEHME C JieJaMu
OCYIIECTBIISICTCSI B TIOMEIICHWH, TJAE€ HaXOHATCS JUYHbIE Jefa (B TNpUEMHOM
3aBeqyromied mnoj HaOmroneHneM paOOTHUKA, OTBETCTBEHHOIO 3a COXPAaHHOCTh U
BEJICHNE JWYHBIX Jiell. Bpems pabGoTel (03HAKOMIJIICHHS) IOJKHO OTPAaHUYMBATHCS
npeaeraMu ogHoro padodero nHs. DakT 03HAKOMIICHUS (PUKCUPYETCS] B KOHTPOJILHOU
KapTO4YKe JIUYHOIO JIea.

6.4. JluaHoe neno pabOTHHWKA HE BBIJACTCA HA PYKH pPAaOOTHUKY BO BPEMEHHOE
IOJIb30BAHUE.

6.5. Bpigaua nuyHbIX Jed (OTAEJBHBIX JIOKYMEHTOB B COCTaB€ JIMYHOIO Jiena) BO
BPEMEHHOE IO0JIb30BaHUE APYIMM OpraHu3auusM (YUpeKICHUsM) IPOU3BOJUTCS C
pa3peuieHnsl 3aBeIyIOIIei Ha OCHOBAaHHWHM HaJJICKAaIIMM o00pa3oM O(QOpMICHHOTO
3anpoca. O BblIaye Jeda COCTABISIETCS AaKT, OJUMH M3 BK3EMIUISIPOB KOTOPOIro
repefaeTcss BMECT€ C JeJIOM (JOKYMEHTOM) MpPEACTaBUTEII0 3allpalluBaroIei
CTOPOHBI, & BTOPOH IK3EMIUISIP XPAHUTCSA B JI€JaX OpTaHU3allUU 10 BO3BPALIECHHUS JIeja
(IOoKyMeHTa) B MECTO XpaHEHHUSI.

N3bsiTHe OTAENBHBIX JOKYMEHTOB U3 JIMYHOTO Jieja MPOU3BOAUTCS C pa3pelIeHUs]
3aBenyrome ¢ odopmiieHHEM COOTBeTCTBYyMolIel 3anucu B rpade «lIpumevanuer
BHYTpeHHel omnucu. [Ipu BpeMEHHOM H3BATUU JAOKYMEHTa Ha €ro Mecto (Mexay
JIUCTAaMH COCEJHUX JOKYMEHTOB) BKJIQJIBIBAETCSl CHpaBKa-3aMecTUTENb (KapTa-
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3aMECTUTENb) C YKa3aHUEM JaThl U HNPUYMH U3BATUS C POCIHCHIO JIMIIA, BBIIABIIETO
JIOKYMEHT, U POCIIMCHIO JIMIIA, MOJIYYMBIIETO €r0 BO BPEMEHHOE MOJIb30BaHUE.
7. IlopsiioK 03HAKOMJIEHHUSI C JIMYHBIM /1€JI0M Pa0OTHHKA.
PaGoTHHK nMeeT paBo Ha O3HAKOMJICHHE CO BCEMU MaTepHajlaMt U3 CBOETO
JIMYHOTO JieNa.
7.1. O3HakomyieHHEe PaOOTHUKA C IOKYMEHTaMHU CBOETO JIMYHOTO Jiesa MPOBOJAUTCS T10
npock0e caMoro pabOTHHUKA.
7.2. PabOTHUK caMOCTOSITEIIHHO B IMCEMEHHOM (popme pemaeT BOMpocC neperaqu KoMy-
aubo cBegeHWit O cebe 3a HCKIIOYEHHWEM  CIIydaeB, MPEeayCMOTPEHHBIX
3aKOHOaTeNbCTBOM Pocculickon denepanum.
7.3. dakT O3HAKOMJICHHSI C JHMYHBIM JIEJIOM pPa0OTHHKA YIOCTOBEPSETCS JIUYHOU
MOJMNUCHI0 COTPYAHUKA B JIMCTE O3HAKOMJICHUS C JIUUHBIM JE€JIOM, IPUKPEIUIECHHBIM K
JICBOM BEpXHEW BHYTPEHHEH CTOPOHE OOJIOKKU JIMYHOTO Jelila, C yKa3aHWEeM aThl
O3HAKOMJICHHUSI.
7.4. PaGoTHUK 00s13aH COOOIIATh OTBETCTBEHHOMY 3a KaJpPOBOE AEIONPOU3BOACTBO 00
M3MEHEHHUH T€X WJIM UHBIX MEPCOHAJIBHBIX TaHHBIX.
7.5. PaGOTHUK UMeeT MpaBo Ha MOJIy4E€HHUE KOMUHU JTI0O0r0 JJOKYMEHTAa, COAep Kallerocs
B €ro JIMYHOM JeJjie, HA OCHOBAaHUHU TMHUCbMEHHOTO 3asiBJICHUS Ha WUMS 3aBEIyHOIICH.
Konmnu 1OKyMEHTOB JIOJDKHBI  OBITh  3aBEpEHBl  HaJUIeXaluM oOpa3oM U
MIPEIOCTABIATHCA PAOOTHUKY OE€3BO3ME3NHO B TEYEHHME TpeX JHEH co JHS IoJadyu
3asIBJICHMUS.
8. IlopsiiOK MOATOTOBKH M CAAa4M JMYHBIX J€JI B APXHUB.
8.1. JlmuHble nena OTHOCATCS K JOKyMEHTaMmM BpeMeHHoro (cBbimie 10 er) cpoka
XpaHEHUsI U TI0JIIeKAT XpaHEeHUIo B TeueHue 50-75 jeT co AHs yBOJIbHEHUs paOOTHUKA.

8.2. JluuHble gema YyBOJICHHBIX pPaOOTHUKOB O(QOPMIISIFOTCS B COOTBETCTBHU C
HACTOSIIIEeH MHCTPYKIIUEH U XPAHATCS B apXUBE al(aBUTHOM ITOPSIIKE.

8.3. IIlpenapxuBHas MOATOTOBKA JIMYHBIX JI€J BKIIFOUACT JIBE MPOIEAYPHI: 0pOopMIICHUS
Y ONMCAHUSA JIe.

8.4. Odopmuenue nen npeaycMaTprUBaeT:

- MEPErpynIupoBKy JTOKYMEHTOB B TPSIMON JIOTHYECKON MOCIIEIOBATEIHLHOCTH (ECIn
TaKoOBasi HEOOXOIMMOCTh UMEETCsI);

- U3BATHE IOKYMEHTOB BPEMEHHOT'O CpOKa XpaHeHUsI (HaT00HOCTbh, B KOTOPBIX
MUHOBaJA);

- HyMEpaluio JUCTOB B jeie (MPOU3BOAUTCS MPOCTHIM TpHU(EIbHBIM KapaHIalloM B
BEpPXHEM IIPAaBOM YTITy JIUCTA), HOMEPYIOTCSI HE CTPAHHUIIbI, a JIUCT;

- COCTaBJICHUE 3aBEPUTEIBbHOMN HAAMNCH AeTa;

- TOAMmMBKY Jjeina (B OOJOXKKY Ha 3 TMpoOKoJa, MPEIBAPUTEIILHO YAalIMB BCE
METAJUIMYECKHE 3aKUMBbI, CKOOBI, CKPEIIKH C JOKYMEHTOB);

- BHECEHHE HEOOXOUMBIX YTOYHECHUN B PEKBU3UTHI O0JI0KKH JIeJIa.

K BHyTpeHHE# OomMcH COCTaBISIETCS UTOTOBAs 3alMCh, B KOTOPOW yKa3bIBACTCS
nrudpamMyd U TPOIUCHI0 KOJWYECTBO BKIFOUCHHBIX B HEE JOKYMEHTOB U KOJIMYECTBO
JIUCTOB JIeJia.

8.5. Ilpu ommcu B JnucCTe-3aBEpUTEIIE OTpa’KaeTcs UCTUHHOE (PU3MUYECKOE COCTOSIHUE
JIMYHOTO JIeJIa HA MOMEHT €TO MPEeJapXUBHOU MOJATOTOBKH. B TOKyMEHTE yKa3bIBaeTCs:
= HOMEp JUYHOTO JeJa,

=  wHpoOpMaIus 00 UMEIOINUXCS B HEM JIMCTaX (KOJIUYECTBO),
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= uwHpOpPMAIUS O COCTOSHUU OTHEIBHBIX JTOKYMEHTOB HJIM MX KONHWM, BIOKCHHBIX B
Jiesio (Harpumep, UMEIOIIHICS JOKYMEHT 3aKJIeeH, HaJ0OpBaH, yTPayeH).

8.6. Jlucr-3aBepuTeNnh CIYKHT I ydeTa KOJIMYECTBA JINCTOB B Jiele M (PUKcAIuu
OCOOCHHOCTEl MX HyMepallnH, TIAe YKa3blBaeTcs mudpaMu M MPOMHUCHIO KOIHMYSCTBO
MPOHYMEPOBAHHBIX JIMCTOB Ji€Ja M OTAEJIbHO, 4Yepe3 3HAK «+» (IUI0C) KOJIMYECTBO
JIUCTOB BHYTPEHHEH ONUCH. 3aBEpUTEIbHAS HAANUCH ITOJIIMMCHIBAETCS €€ COCTaBUTEIIEM
C YKa3aHuWeM pacmu(pOBKH TIOJAMMCH, MJODKHOCTH € JIaThl COCTAaBICHUS U
MOAIIUBAETCS K JEITy.

3anpemniaercs BBIHOCUTh 3aBEPUTEIIbHYIO HAJIMUCh Ha OOJIOXKKY JeJia WJIM YACTBIN
000pOT JIUCTA MOCIETHETO JIOKYMEHTA.
8.7. Odopmiienre aemn i mepeiaddl B apXUB OCYIIECTBISIETCS B TOMY, CICIYIOIIAM 3a
JIeJIONIPOU3BOJICTBEHHBIM B TEUEHHE BCETO rojia.

9. O0513aHHOCTH OTBETCTBEHHOI'0 32 KAJAPOBOE 1eJI0NPOU3BOACTBO 10 BEICHHUIO
JIMYHBIX AeJ1 padoTHukoB MAJIOY
9.1. B 00s3aHHOCTM  OTBETCTBEHHOI'O 32  KaJApOBOE  JIEJIOIPOU3BOJICTBO,
OCYIIIECTBIISIIOIIETO BEACHUE JIMYHBIX I, BXOUT:
- IpUOOIIEHNE K JIUYHBIM JieJaM JOKYMEHTOB, IIEPEUHUCICHHBIX B MyHKTaxX 3.2 yactu 3
u B myHKTax 5.1 u 5.2 yactu 5 Hacrosimen MHcTpyKumy;
- IIpOBEpKa IIOJHOTHI 3allOJHEHMUS AHKETbl M COOTBETCTBHUs YyKa3aHHBIX CBEICHUM,
NPENbSIBISIEMBIM TPU IOCTYIUIGHUM JOKyMEHTaMm (IlacnmopT, TpyJoBas KHHXKKa,
BOGHHBIM  Owier, JOKyMeHTbl 00 oOpa3oBaHuM (IUIUIOM, YyJOCTOBEpPEHHE,
CBUJIETEIILCTBO, aTTECTaT), JOKyMEeHThI Briciiel arrecranmonHoi komuccuu (BAK) o
MPUCYKJICHUN YUYEHOM CTENEHU U MPUCBOCHUM YYEHOTrO 3BaHMs (IMILJIOM, aTTECTaT, U
pyrue);
- 3aBE€pEHUE aHKETHI;
obecrnieueHne COXpAaHHOCTH U y4ueTa JUYHBIX JIeJ;
obecnieueHne KOH(PUICHIIMATbHOCTH CBEICHUM, COAEPIKAIIUXCS B IMYHBIX JEJIax;
O03HAaKOMJIEHHE paOOTHUKOB C TOKyMEHTAMH UX JIMYHBIX JEJT;
HU3BATHE TOKYMEHTOB, HATOOHOCTHh B KOTOPBIX MHUHOBAJA.
MpeJapXUBHAas MOATOTOBKA JUYHBIX J€J1;
repeaya B apXuB.
9.2. JInunble aena paOOTHUKOB XPAHATCS Y PYKOBOJUTENS HIIM OTBETCTBEHHOIO 32
KaJIpOBOE JEJIONPOU3BOACTBO KAK JOKYMEHTBI CTPOTOM OTUETHOCTH.
9.3. B memsax oOecriedeHUs] KOHTPOJISI 3a COXPAHHOCTBIO JIMYHBIX JIEN €XKETOJIHO
MPOBOJMUTCS IPOBEpPKAa HAJIUYUS M COCTOSIHME JIMYHBIX Jen. @DakT mnpoBepKu
(ukcupyercss B COOTBETCTBUU C (MIPHIOKEHHEM 3), a BBISIBIICHHBIC B XOJI€ MPOBEPKHU
HEJIOCTAaTKH (PUKCHPYIOTCS B aKTe€, KOTOPBIA IIOCJIE€ YTBEPKICHUS IIpeceaaTeeM
MPOBEPOYHON KOMUCCUU MPEACTABIISIETCS 3aBEAYOLIECH.
9.4. OTBETCTBEHHBIE 32 KAAPOBOE JICTONPOU3BOJACTBO, YIIOJIHOMOUYECHHBIC HA BEJCHUE U
XpaHEHUE JHUYHBIX JeJI, HeCyT AUWCUMUIUIMHAPHYI0 W HMHYK OTBETCTBEHHOCTh 3a
pasrianieHue KOH(QUASCHIUAIbHBIX CBEIEHUM, COAEpKAIUXCS B JIMYHBIX Jejax, U 3a
VMHBIC HApYILIEHUs NOPSAKa BEJICHUS JIUYHBIX JIE.
10. 3aka04uTEe/IbHBbIE MOJI0KEHHUSI.

10.1. [Jns mnpaBUIbHOW TpPyNOUPOBKM W ydeTa JOKYMEHTOB [0 KaJIpOBOMY
JIeJIONIPOU3BO/JICTBY JIMYHBIE Jieja BKJIIOYAIOTCS B HOMEHKJIATYpYy JeJ MOoJA OTAEIbHBIM
MOPSIIKOBBIM HOMEPOM (KOJIOM).
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ITpunoxenue Ne 1
K HOPSIAKY BEACHUS JIMYHBIX J1eJ1 pAOOTHHUKOB

JIMHUHOE JAEJIO Ne

Jlata Hauana

JlaTa okoHUYaHUs
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Ha JIMCcTax
XpaHUTH JIeT

Onuce Ne
Jemo Ne

[Tpunoxenue Ne 2

K HOPSIAKY BEACHUSI JIMYHBIX J1eJ1 pAOOTHHUKOB

OITNCbH

JOKYMCHTOB, UMCIOIIINXCA B JIMYHOM JICJIC

HaumenoBanue JAOKYMCHTa

JHarta
BKJIFOUCHU S
JOKYMEHTa

B JIMYHOC

JIeN0

Kon-Bo
JINCTOB

JHara
H3BATHS
JIOKYMEHT
a

Kem uzbst JOKYMEHT U 110
Kakoil npuyuHe

AHKeTa

ABToOuorpadus

3asiBJIEHHE O IpUeMe

Konus nmpukaza o npueme

1
2
3
4 | TpynoBoii JOTOBOP
5
6

Komnus nokymenTta o6 o6paszoBaHuu,
aTTecTalus

7 | CnpaBka 00 OTCYTCTBUHU CYJIMMOCTH

8 | Cormacue Ha 0O6pabOTKy IIepC. 1aH

10

11

12

13

14

15

16

17

JNeKTPOHHbIN A0OKYMeHT rnepegaH yepes onepatopa 340 3A0 "TakcHeT" MH, 28 ¢pe 2022 15:09:23 MCK
NaoeHTndurkaTop gokymeHTa 4f215f6c-fb29-4856-a0ab-8aabef72cad’
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TToanuce Hata « »

IIpunoxenue Ne 3
K ITOPSIAKY BEJICHYS JIMYHBIX JIe] pAOOTHUKOB

OTMETKA
O PE3YJIbTATAX IIPOBEPKH COCTOSIHUSA U HAJIUMYHUA JTAYHOI'O JEJIA

daMuus, UMs, 0TYECTBO:
JIOJIKHOCTD:

JluuHoe xeno Ne

JlaTa npoBepku DOHO 4jIeHOB KOMHCCHH IMoanucu 4ieHoB PesynbTaT nposBepku
KOMHCCHH

JInunoe JIENI0 Ne
COOTBETCTBYET
TpeOOBaHUSIM
3aKOHO/IaTeNbCTBA u
MIOJI0KEHUIO BEJICHUs
JIMYHBIX JIe]l PabOTHUKOB
MAJIOY...........

OTNPABUTEND
MA/OY "JETCKNA CAL Ne 275" noanncaHo

BNAAENEL CEPTUDUKATA
BynaHoBga Ny3ens Mb6parnmosHa

CEPTUDUKAT noaAnucAH

030B7CF1000EAEEO8B4F3C5E348303E4  28.02.202215:09:18 MCK
37

noannucb BEPHA
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