
flpznxro na o6ureu co6pauun
rpyAoBoro KoJTJIeKTLIBa

nporoKon Ns I or 10.01.2018 r.

TIOJIOX(EH?IE

o rropsgKe rroJryrreHr.rq, yqera, o6pa6orrcu, HaKorrJreHr,rfl rr xpaueHrrfl AoKyMeHToB,
coAepr(arufix cBeAeHHrr, orHeceHHbre K rrepcoHaJrbnbrM AaHHbrM pa6oruraxon

MEOY 3anoloycneHcKaq COIII J\b23

1. O6que trororcegrq.

1.1 . Hacro.flrrlee llonoxenze ycraHaBJrlrBaer rroprAoK rronfreHrrr , y.rerq o6pa6orrcra,

HaKOIIJIeHI,ITT rr XpaHeHr{Jr AOKyr\[eHTOB, COAepXarU[X CBeAeHUr, OTHeCeHHbre K rrepcoHanbHbrM

AaHHbrM pa6otruxon .

1.2. I-{elr Hacrorrrrero rroJro)r(eHurs. - sar\vrra nepcoHirnbHbrx raHHbrx pa6ontrxoe or o6uecrea
HecaHKrluourrpoBaHHoro Aocryrra u pa3r'narxenvrfl' llepcouamHbre AaHHbre BcerAa rBJlsrorc.rr

r<ouQu.ueuuuamuofi , crporo oxpaHreMofi uu $ oprr.taqraeft .

1.3. OcnosaHlreM anr parpa6orKrr Hacrorqero lloloxenzf, rBJrrrorcs: KoHcrmyqur P(D, rn.l4
Tpyaoaoro KoAeKca P(D, (De,qepamnufi 3aKoH or 27.07.2005 N 152-A3 <O nepcouarlbHblx

AaHHhD( ), Apyrrre .qefi crnyroqrre HopMaruBHo - [epcoHanbnrre arrrr P@.

1.4. Hagrorqee flonoxenue Lr rr3MeueHvrfl. K HeMy yrBep)KAarorcr luperropoM rrrKoJrbr r.r

BBo.Ilrrrct [plrKa3oM rro rrrKoJle. ,{auuoe floroxenue BbrBerrruBaercr Ha BI4AHoM Mecre Arq
O3HAKOMJICHI4' C HIZM.

1.5. .{onxHocrr4, orBercrBeHnbre 3a c6op nepcoHaJrbHbrx AaHHbrx,- paSoruurcu orAena KarpoB.

1.6. .{orxnocrra, orBercrBeHHble
pa6oruulcu 6yxrzurrepur4, ceKperapb.

3a o6pa6orxy AaHHbrx,- pa6ornnrr.r orAena Ka.qpoB,

2. [IoHqrue [epconaJrbHbrx AaHHbIx.

2.1. flepcouamHbrMr.r AaHHbrMr.r rtBrsercfl nn$opuaqzr, orHocrularcr K KoHKperHoMy
pa6orHury, a raKxe cBeAeHr{r o $axrax, co6rrrusx u o6cro.sreJrbcrBax )r{rr3Hr,r pa6orHvra,
rro3Bonrrcu[e raAenru(buqupoBarb efo Jrr.rqHocrb, vr ilcnonb3yeMar pa6oro4areJreM, B

qacrHocrl,r, B IIeJIrx BbrrroJTHeHVr rpe6onanzfi :

- TpyAoBoro 3aKoHoAareJrbcrBa npn npr{eMe na pa6ory Iz 3aKnroqenuvt rpyAoBoro AoroBopa, B

[poqecce HoBbrx rpyAoBbrx ornonenuft, npr4 rrpeAocraBJreHr,rr4 rapanrzfi r,r KoMrreHca\uir u lp.;

-,'SuuloroBoro 3aKoHoAarenbcrBa B cBfl3r4 c I4crrucneHr4eM pr yuarofi Hanora Ha AoxoAbr

Qnszuecrux Jruq, a raKxe eAVHoro coqziurbHoro Hzrnora;
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- rreHcr{ouHofo 3aKoHo.uareJrbcrBa rrpr4 (popnanponanuu vt rrpeAcraBneHnll

uepconuQraqLrpoBaHHbrx AaHHbrx o KDKAoM nonfrarene AoxoAoB, yqI{TbIBaeMbIX [pPI

HarrprcJreHr4r4 crpaxoBbrx B3HocoB ua o6sgareJlbHoe lreHcuouHoe crpaxoBaHrae u o6ecneqeHl,Ie;

- 3arroJrHeHze lepBr4rrHofi crarracru.recxofi AoKyMeHTaIIupI B coorBercrBllu c fIocranoBJIeHI'IeM

focroucrara Poccura or 15.01.2004 N 1 (06 yrBepxAeHLIpI ynzQuqupoBaHHblx $opt
nepnnuuofi yreruofi AoKyMeHTauI4u no yqery rpyAa u ero oIrJIarbI)).

2.2. flepconalrnue AaHHbre flBnflrorcfl crporo ros(buAeuIILIaJIbHbIMpI, luo6rre rur\a,

nonfrlrBrrrr{e K HrrM Aocryrr, o6.ssaurr xpaHI,ITb grI,I AaHHbIe n rafiue, 3a I,IcKrIoqeHpIeM AaHHbIx,

oTHOCTTUIXC{ K CneAyIOqI4M KareroplltM :

- o6esr[qeHHbre nepcoHanbHbre AaHHbre - AaHHbIe, B orHolueHult Koropbrx HeBo3Mo)KHo

orrpeAenvrb lrx npLIHaAJIexHocrb KoHKperHorvry (f u:uuecKoMy nuqy;

- o6ureAocryrlHble nepcoHanbHble AaHHbIe.

2.3. Pexzrr,r xon$uAenquilJlbHocrll cHuMaerct
coorBercTBylouero cpoKa xpaHeHI,It.

3. Hocrareru rrepcoHaJrblrblx AaIrHbIx.

- npr4Ka3br rro JII4qHOMy COCTaBy.

3.2. 3nerrpoHHble HocI4TenLI [epcoHaJIbHbIX

IIIKOJIbI,

B cnyqarx o6esrl,Iqunanufl, uIruI ro I{crerIeHI4I,I

,-
AaHHbrx 

-- 6aza .4aHHbIX [o frery pa0orrrxon

3. I . EyuaxHble HocI,ITenI4 rIepcoHulJIbHbIX AaHHrIX:

- rpyAoBat KHI,IXKa;

- )KypHzrnbr yqeTa rpyAoBbIX KHLIXeK;

- Jrr{crKr.r HerpyAocloco6nocrn ;

- Marepuanbr no flery pa6ouero BpeMeHI4;

- rru,tHafl, raproura T-2;

- rrcxoArrrlar Koppec[oHAeHrlr,u crpaxonofi KoMIaHI{LI, cnyx6u cyAe6nux flpplcraBoB;

.{

3.3. flepcoHaJrbHbre AaHHbre na byuaxnbrx Hocr.rrenqx xpaHtrcs B KaHIIeMtpvIv\ B3atregrE-

3.4. llepcoHilJrbHbre AaHHbre Ha gneKTpoHHbrx HocpITeJIsx 3alqurleHbl naponeM Aocrytra Jocr-vtr
K crreuuilJrLr3rrpoBaHHofi nporparuMe ocyrqecrBJlterct roJIbKo qepe3 rz.rHrrft Aocrytr - tr4o-E-
npaBo Ha LrcrroJrb3oBaHr4e rrepcoHanbHbrx AaHHbrx pIMeIoT TOJIbKO, OTBeTCTBeHHbIe 3a oopdoTry-
nepcoHzrnbHblx AaHHbrx.

4.. JIu.rHoe geno pa6ornrlKa.

+.i. l"u"oe ,qeno pa6ornuxa otfopvrnrercr roJIbKo rIocJIe v3;iaHkrfl. rlptrKa3a o trpner.e Ba

pa6ory.
2
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4.2. Bce AoKyMeHTbr, rrocryrriuoqr4e B Jrr4rrHoe AeJro, pacttonararcTc.f, B xpoHononrqecKoM
rroprAKe. Jhacrrr AoKyMeHToB, rroArrrrarbre B JrrrrrHoe AeJro, HyMepyrorcr.

4.3. Jha.rHoe Aeno BeAercr Ha rrpor.rrxeHr.r ncefi rpy4onofi AerreJrrHocrr.r pa6orrraxa.
I4zv'eueuus. BHocr.rMhre B Jrr,rqHoe AeJro, AonxHhr 6rrrr noArBepxAeHbr coorBercrByroru{Mr{
AOKyMeHTUTMH.

4.4. nepe.reHb AoKyMeHToB, coAepx{arrlr4xcr B Jrr4qHoM 4ene pa6orHr4Ka npl,t [plreMe na pa6ory:

- aHKera npereHAeHTa, xapaKTepr4crl,IKl4, peKoMeHAarlr4u, rrpeITtBJIteMbIe pa6orrrocov trpH
npvruflTr4u pelreHr.rr o 3aKJrroqeHprpr rpyAoBoro AoroBopa [pereHAeHTa, rrpeAcraBJurror co6ofi
leperreHb BonpocoB o rrepcoHirnbHbrx AaHHbrx pa6ornzxa;

- Korrr4r nacllopTa;

- Konr.r.s cBrrAereJrbcrB a ro [prrcBoeHr4 u l4HH;

- KO rrur cTpaxoBoro rreHcr,ro HHoro cBLrAeTeJrbcTBa;

- Korrlrr BoeHHofo 6uneta (y noennoo6rsannux);

- Korr[r AoKyMeHTon o6 o6pa:oBaHr.rn (n rorrr qr4cJre rr .4ononHr.rreJrbHoro o6paroeasnq. ecrl
pa6oruux lpeAcraBnfler vx npl,t rrpveMe na pa6ory vnu ero rpe6yercr trpu Br-rrro-rEeEEE

onpeAeneHHbrx rpy.{onrrx Qyurqrafi ) ;

- Korrus BoAr,rTeJrEcKoro yAocToBepeHr4r,I r,r AoKyr!(eHToB Ha Marrrr,rHy, ecJILI 3To rpe6yercr B CBBE

c BbrrroJrHeHr{eM TpyAoBofi Syurquu pa6ornnra;

- MeALIIILIHcKa' CnpaBra O npOxOXAeHLIu MeAI{IILIHCKO|O OCMOTpa;

- rrv'r'le.as. raproura T-2;

- rpy4onoil AoroBop;

- AoKyMeHTbr o npoxo)KLe:r'vrvr o6yrenur, krcrrbrrareJrbHoro cpoKa;

- AoKyMeHTbr o cocraBe ceMbr{ pa6ournra, Heo6xo4uMbre Anr flpeAocraBreHkrs. errry rapanrufi,
cBf,3aHHbrx c BbrrroJrHeHlzeM ceuefinrrx o6.sgauuoctefi; ,

- r,rHbre AoKyMeHTbr rrepcoHanbHoro frera, orHocsuuecs K [epcoHirJrbHbrM AaHHbrM pa6ornrra.

4.5. flepeueHb Bo3MoxHbrx AoKyMeHToB, coAepxar\vrxcs. B Jrr,rqHoM 4ene pa6orHr.rKa rrprr

Aarureftureft pa6ore B rrrKoJre:

- AOTIOIIH}ITEJIbHbIE COTJIAIIIEHV' :

- AoKyMeHTbr o rroBbrrrreHr.ru rnaru$zraqzn (nzcrvennue arrecrarl[[, Ar{rrJroM6r,
cBr4Aerenbcrna H r.A.);

-'ftoxyrr.renrbr o cocrorHr{r,r 3AopoBbq Aerefi r.r ApyrI4x 6mrgrzx poAcrBeHHHKoB, Korxa c
HaJrlrqrleM TaKr4x AoKyMeHToB cBr3aHo npeAocraBnenue pa6orHrrKy KaKr.rx rm6o rapan-rrfi a
xounencauuft:
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- AOKyN{eHTbI, IIOATBepX(AaIOIII4e npaBo Ha AorronHr.rTeJrbHbre rapaHTr{E E forlrercnm IK)

oIIpeAeneHHbrM ocHoBanlvrflIl,{, rrpeAycMoTpeHHhrM 3aKoHo.4aTeJrbcTBoM ;

- AoKyMeHTbI o 6epeMeHHocrlr pa6oTHI,IIIbI I,I Bo3pacre Aerefi An-fl npeAocraRreExt srEp{
(oruy, Apyrr{M poAcrBeHHrararvr) ycraHoBneHHbrx 3aKoHoM ycnonuft Tp}:a rryrnrr E

rouneucaqufi;

- LIHbIe AOKyMeHTbI [epCOHanbHO yqeTa, OTHOCTIIIUeCT K I,I3MeHeHLrrM rrepCOHa-IbHDff r:NFFf,J.r

pa6ornuxa.

5. locryn K rrepcoHaJrbrrbrM AaHHbrM pa6ornura.

5.1. BuyrpeHuuft Aocryn (aocryn BHyrprr opranzsaqzu):

- pyKoBoAcTBo npellpvrflTvrfl,;

- ceKpeTapb;

- pa6oruuru 6yxrarrepuz K TeM AaHHbrM, Koropbre neo6xoAuuu NrA BHrroiEeHHt
orrpeAeneHurrx $ynxqnfi ;

- carr.r pa6orHr4K, Hocl{Tenb AaHHbrx.

5.2. Bneruuuit gocryn MaccosHe norpe6urenr4 nepcoHaJrbHbrx AaHHbrx BHe opraHu3zlwu-
ro cy.{apcrBeHHbre r{ Herocy.(apcrBeHHbre (p ynxqzoHanb Hbre crpyKrypbr :

- HIIJIOTOBbIE IjHCNEKULIN :

- rlpaBooxpaHr.rreJrbHHe opraHsl;

- opmHbl cTulucTt4K}I:'

- cTpaxoBbre afeHTcTBa;

- BOEHKOMATbI;

- opf aHbr coqr,ranbHof o cTpaxoB aHkrfl,;

- rreHcr4oHHrre $on4rr;

- IIOAp[BAeJIeHI4 e MyHl4 III{IIZuIbHbIX opIaHOB yIIpaBneHLIt.

5.3. lpyrue opraHIl3aIlur. CseAeHu-s o pa6oraroqeu pa6orntrKe vrrvr yBoneHHoM ruoryr 6rrrr
npeAocraBJleHbl apyroft opraHr.r3aur.rrr roJrbKo c nrrcbMeHHofo 3arrpoca Ha 6lanre opfaHr,r3arlrrr4
c npunoxeHrreM Ko rrlrr4 3aflBrreHr4fl pa6 ornnra.

5.4. po4crneHHr,rKr4 Lr rrJreHbr ceueft:

- nepcoHilnbHble AaHHrre pa6orur.rKa Mofyr 6rrrr npe4ocTaBJreHhr poAcTBeHHLrKztM r,rJrrr rureHilM
efd ceurz roJrbKo c nrlcbMeHHoro pa3pellreHr.rr caMoro pa6ornura;

c..Q



- B cnyqae pa3BoAa 6rBrra-s cyrpyra (cynpyr) LIMeer rrpaBo o6parzrrcx ts opraHr.r3arruro
IIIzcbMeHHbIM 3arlpocoM o pa3Mepe sapa6oruofi nnarrr pa6orruExa 6es ero couracils.(TK p@).

6. C6op n o6pa6orKa rrepcoHaJrbHbrx AaHHbrx pa6ornurcon.

6'l' pa6orHzr o6szan lpeAocraBnrrrb pa6oro4aremo KoMrrJreKc AocroBepHbr
roKyMeHTI4pOBaHHbIX rlepcoHiulbHbrx AaHHbrx, [epeqeHb KOTOpbrx ycraHoBneH JaHHbnfloloNeuuelr.

6.2. C B pa3yMHbrfi cpox, fi, paftoruvtx ods:zuJrlrr{Ho oero 3aKOHHOfo IIp oTBercrBeHHO\f\_3:c6op o6 r.r3MeHeHwr tm6o npexcrirBnrr
cooTBeTCTByroqr4e AoKyMeHTbr.

6'3' rlpe4crauenue pa6oruzrou noAroxH'rx AoKy\{eHToB wrkr JroxrHbrx csene'Hfr rrp'rlocrynneHvlr4 Ha pa6ory sBrterct ocHoBaHI4eM Anr pacropxeHrrr rpyroBoro AoroBopa.

6'4' Pa6orHpIK orBercrne'nrrfi sa c6op zH@opuaquvr, rpvt ,'onr{eHvLr nepcoHurnbHbrx .iIaHHbNuru nonyqeHrrl4 I,I3MeHeHHbrx nepcoHanbHblx AaHH6X pa60rnzKa ronxeH:

- rlpoBeplzTb AocToBepHocTb cne4enzfi, cBeps's' AaHHbIe, [peAcTaBneHH6Ie pa6oruurorr. cr.rMeroqr.rMztcs y pa6otrzxa AoKlMeHTaMr4;

- cIeJIaTb K0III4I4 npeAcTaBneHHbIX AOKyMeHTOB ;

- noArrrr.rrb B nvr{Hoe gelo pa6orHuKa;

- BHECTII COOTBCTCTB}TOIIII4C I43MCHEHU,f, B KAAPOB'IC AOKYMCHT'I;

- IIpz ueo6xorzrrrocru rloAforoBr4T CooTBercrByroqve AOKyMeHTbr, B
coOTBeTCTBlTOrrIue r43MeHeHI,I-f, ;

KOTOpbrx orpil3HTb

- AoHecrv ro cBereHI4t pa6otuuKoB, orBercrBeHHbIX
II3MEHEHI,I'X 3TI4X .IIAHHbIX.

6.5. Ecnu lepcoHanbHrre AaHHbre pa6ornzKa Mo]KHo
pyKoBoAr4Tenb:

aa o6pa6orxy nepcoHanbHbrx nanHrx. od

[onf{vrb roJrbKo y rpeuefi cropoHbr. ro

,
- yBeAoMnter pa6oruuKa He rlo3rHee 5 pa6ovzx Auefi Ao AarLr 3anpoca o nonyqeHr,ru naHHbrx 'rperreft cropoHbl' coo6[Ize pa6orHzxy o IIeJIrx, lpeAfiofiaraeMbrx r.IcrorrHr,IKax u cnoco6axnonyqeHlct IlepcoHanbHblx IaHHbIX, a TarcKe o xapaKTepe rrolnexaulr1x rro-11qeHgrorlepcoHilJlbHbrx AaHHbIX I'I [OCneAcrBLrrx orKa3a pa6oruzxa Aarb [r,rcbMeHHoe corJrac'e Ha r[\noJyr{eHu e'

- rro.Tvqaer or pa6oruzKa [rzcbMeHHoe oorJracue;

- npH rronr{eHrzr,r cofnacvs. raer 3anpoc I{ lonrraer ueo6xo4nubre .qaHHbre:

u.u 
" 

c[rrae BbuIBJIeHI4-f, HerlpaBoMepHbrx reficaeuftc [epcoHaJrbHbrMu.raHHbD* padorrorta:

- pa6ornzr I'IJIII efo saxoHHrrfi npeAcraBllre:n ma6o ynonHoMorrennuft oprana no 3€lrurre [F,aBcy6rexron nepcoHanbHbrx AaHHbIx o6palrraercr x.{upeKTopy rrrKoJrbr c 3ajrB-reH'e\r: 
:r .._
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- Ir{peKTop va4aer pacloprxeHr{e o bloruponanrrv nepcoHiIJIbHbIX AaHHbIX, orHoctullxct K

coorBercrByroueMy pa6ornury, c MoMeHTa raKoro o6paqeuua unu nonyqeHl,It raKoro 3anpoca

HA neprroA IIpoBepKLr, u Ha3HaqaeT oTBeTcTBeHHoro 3a npoBe.4eHl,Ie clyxe6noro
paccneAoBaHr4q;

- ecJrr,r B xoAe clyxe6noro paccneAoBaHvrfl rroATBepALIrcr Qaxr [clonb3oBaHllt HeAocroBepHbIX

nepcoHanbHbrx AaHHbrx, ro pa6orHprK, orBercrBeHuHft sa [onfreHne nepcoHanbHblx AaHHrIX,
o6sgau yrorrHlrrb nepcoHanbHbre.{aHHbre, BHecrIr coorBercrB}.rou[e I,I3MeHeHut I,{ [olpaBKI4 B

AoKyMeHTbr r.r cHrrb ux 6norupoBaHple;

- ecJrr4 B xoAe clyxe6Horo paccneAoBaHus. BbrrBJreH $axr HenpaBoMepHbIX Aeilrcrsuit c

rrepcoHaJrbHbrMlr AaHHbrMLr, To pa6oruur, ornercrneHsufi 3a o6pa6orxy AaHHrIX v
Aorrycrr4Brrrnfi nolo6nrre 4eficrnn . B cpoK, He rrpeBbluraroqufi rpex pa6oqzx Anefi c Aarbl
TaKoro BbrrBJreHLrr4, o6tzan ycrpzurr{Tb AonyqeHHbre Hapyrxenlrfl.. B crryuae HeBo3MoxHocrLI
ycrpaHeHrrr AorryqeHHbrx Hapymenrfi Aannsrft pa6otrur B cpoK, He rlpeBbllllarorquft rpex
pa6ovux Auefi c Aarbr raKofo BbulBJeuun, o6rrzala yHlrrrroxIlTb nepcoHanbHble .4aHHrre. 06
ycrpaHeHr4r4 AonyueHHbrx Haplueuufi urvr o6 yHI,Iqro)KeHI4t4 rlepcoHanbHblx AaHHrIX
pa6ornrax, orBercrBeHHHfi sa c6op uepcoHaJrbHbrx AaHHbrx, o6sgan yBe.4oMplTb pa6ornuxa ulra
ero 3aKoHHofo flpe.4craBr.rrerrr, a B c--r]rqae eclu o6paureHhe I{nI4 3anpoc 6urz HanpaBJIeHbI

ynonHoMorreHHbrM opraHoM rro 3arrIHTe npan cy6reKToB nepcoHilnbHblx AaHHbIx, - TaK)I{e

yxasanurrft opraH.

7. Ilepegaua repcoHaJrbHbrx AaEHbIx pa6ornunon.

7 .1. llpu lepeAaqe nepcoHanbHbx .farrHrrx pa6orHr.rKa crreuuzull4crbl, orBercrBeHHble sa

ilonyqeHr4e u o6pa6orxy nepcoHanbHbD(.raHHbrx, AonxHbr co6morarr cneAylourle rpe6onannx:

- se coo6urarb rrepcoHiurbHbre AaHHbre pa6ornnxa rperrefi cropoHe 6es nzcrN{eHHoro corJlacl4t
pa6ouruxa, 3a vcKJrroqerrr4eM cnfraeB. KorAa gro Freo6xoAkrMo B rIeJUrx npeAyrrpex(Aenut
yrpo3br xr43Hr,r t4 3AopoBbro pa6oruuK4 a rarcKe B cnyqarx, ycraHoBreHHbIX $e4epa,'Iuruv
3AKOHOM;

- ue coo6uarb rrepcoHzlJrbHble AaHHbre pa6ornnra B KoMMepqecKktx Ilentx 6es ero [rlcbMeHHoro
colnacvg!

- [peAynpeAr4Tb Jrr.ru, nonyqarcru]rx nepcoHiL'rbHbre AaHHbre pa6orHura, o roM, rITo grLI AaHHbIe
Moryr 6rnr zcuoJrb3oBaH;I Jrlrrrrb B rreJux, .qJUr Koropbrx our{ coo6rqenu, u rpe6onarb or grLIX

nurl noATBeplKAeHpre roro, rrro gro npaBuno co6ruoAeno. Jftaqa, nonfrarorul4e [epcoHilJlbHble

AaHHbre pa6orHzr<a, o6x:anrr co6moAatr xouQn4eHqrujr""oat".

8. OreercreeHrrocrb sL pa3rJrameune unQoplraquu, cnssauHofi c [epcoHaJrbHblMlt

AaHHbrMrr pa6ornur<a.

8.1. Jluqa BLrHoBHbre B HapyrxeHr.rr.r HopM, perynrlplrorrlr4x rronyqeHr{e, o6pa6orxy v 3alr\prry
rrepcoHirnbHbrx AaHHbrx pa6oruuKa, Hecyr Allcllr4nnuHapHyro, aAMr4Hr,rcrparr4BH)'ro, fpaxAaHcKo
- rrpaBoByro r4nlr yroJroBHyro orBercrBeHHocrb B coorBercrBvru c (fe4epannubrMu 3aKoHaMI4.
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