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IHOJIO’KEHHUE
0 3alHUTe NePCOHAJbHBIX JAHHBIX PA0OTHHKOB
MYHHIHNAJIbHOT0 GI0IKETHOI0 I0LIKOJIBHOI0 00pa30BaTeIbHOIO YU Pesk/ICHHSI
«derckmii can «Kaiina» c¢. Ainsepoii KypuaJsioesckoro paiiona»

1. OBIIUE ITOJIO’KEHMU S

Hacrosimee IlomoskeHwe O 3amure M[EPCOHATBHBIX JAHHBIX PAaOOTHUKOB
MyHUIUITATBHOTO  OFOPKETHOTO  JIOIIKOJIBHOTO  00pa3oBaTEIbHOIO  YUPEXKICHHS
«Jlerckuit can «Kaiina» c. Amrepoit Kypuanoesckoro paifona» (nanee —
[Tonoxxenwe) pa3paboTaHO C ILENbl0 3allUThl MHQOpPMALMM, OTHOCALIEHCS K
JUYHOCTH M JIMYHOM OKM3HM pabOTHUKOB  MyHHUHMIAIBHOIO  OIOJKETHOIO
IOLIKOJILHOTO 00pa3oBaTeabHOro yupexaeHus «/Jlerckuit can «Kakina» C.
Amnepoii  KypuanoeBckoro  paifoHa» (manmee - OIO/DKETHOE YUpeKICHHE), B
cootBeTcTBUU ¢ DenepanbHbiM 3akoHOM «OO0 oOpa3oBanuu B PoccuiicKoH
®eneparum» ot 29.12.2012r. Ne 273-D3; co cratbeit 24 Koncruryumnn Poccuiickoi
O®enepanuu, TpynoBeiM komekcoM Poccuiickont ®enepamuu u DejiepajbHBIMA
3akoHaMu oT 27 utons 2006 roma Ne 149-d3 «O06 uHbopmanmu, HHGOPMALIMOHHBIX
TEXHOJOTUAX U O 3ammre uHpopmamum», ot 27 uons 2006 r. Ne 152-®3 «O
MePCOHAIBHBIX JaHHBIX.

1.2. TlonoxeHne O 3allUTe IMEPCOHATBHBIX MAHHBIX PAOOTHUKOB YCTAHABIMBAET
TIOPSIIOK TIONy4eHHUs, ydeTa, oOpaOOTKH, HAKOIJIEHHUs U XPaHEHHUs JIOKYMEHTOB,
COIepKaIllUX CBEICHHsI, OTHECEHHble K IEepCOHAJbHBIM JaHHbIM pPaOOTHUKOB
yupexaeHus. PabGoTHUKaMH CYMTAIOTCS JuUa, paOoTarolue B YUPEXKIEHHH I10

TPYZIOBOMY JIOTOBODY.
1.3. Iensro HacTosiero IomoskeHus sBIsIETCS UCIIOTHEHUE 3akoHoaaTebeTBa PO B
o0actu 3aIUTHI MEePCOHAIIBHBIX JTAHHBIX.

1.4. K aktam 00s3aTeIbHBIM K HCIIOJIHEHHUIO B OIO/IKETHOM YUPEKIACHH M OTHOCITCS
3aKoHOJaTenbCTBO P® B cdepe 3amuTel UHGOPMALIUU, @ TAKXKe NPUHATHIE HA €ro
OCHOBAHUU JIOKaJIbHbIE HOpPMAaTUBHbIE aKTBI YUPEIKICHUSI.
1.5. Hacrosimee IlomoxkeHne O 3aIiuTe MEPCOHATBHBIX MAHHBIX JOJDKHO OBITH
TIOANMCAHO 3aBEIYIOUINM OIOJKETHBIM YUpeXAEeHHEeM, M BCe PAOOTHUKHM OJIKHEI
OBITh MMCHbMEHHO I0J] POCIIMCH O3HAKOMIIEHBI C HUM.



2. IOHATHUE 1 COCTAB ITIEPCOHAJIBHBIX TAHHBIX

2.1. Ilon mepcoHanbHBIMU JaHHBIMHA PaOOTHUKOB IIOHUMAETCst UH(OpMaIus,
HeoOXxoaumasi paboTOAATENIO B CBSI3U C TPYAOBBIMH OTHOIICHUSIMH M Kacaiolasicst
KOHKPETHOro paObOTHHUKA, a TaK)Ke CBEACHUS O aKkTax, COOBITUSX U 00CTOTEILCTBAX
’KM3HU paOOTHUKA, TO3BOJISIONINE UACHTU(DHUIIMPOBATE €0 JIUYHOCTD.

2.2. CocTaB nepcoOHaAIbHBIX JaHHBIX paOOTHUKA:!

- aHKeTa;

- aBToOuorpadus;

- o0pa3oBaHue;

- CBEJICHUSI O TPYJIOBOM U OOIIeM CTaxe;

- CBEJICHMsI O MpeabIAyLIeM MecTe paboThl;

- CBEJIEHUSI O COCTaBe CeMbH;

- IaCIIOPTHBIE JaHHBIE;

- CBEICHHSI O BOUHCKOM y4eTe,

- CBEJIeHUs O 3apabOTHOM IJIaTe COTPYAHHKA;

- CBEICHHSI O COLUATIBHBIX JIBIOTaX;

- CIIeIMAJIBHOCTD;

- 3aHUMaeMasl 1I0JDKHOCTb;

- pa3mep 3apab0THOM ILIATHI;

- HaJIM4yue CyIMMOCTEH;

- aJpec MecTa )KUTeJIbCTBA;

- JTOMalIHU# TenedoH;

- COZIep)KaHUe TPYIOBOIrO 1I0rOBOPa;

- COJIepKaHue JIeKIapalliy, 110/1aBaeéMOi B HAJIOTOBYIO MHCIIEKIIHUIO;

- IOAJIMHHUKY U KOIUHU IIPUKA30B IO JUYHOMY COCTaBY;

- IMYHBIE JIeJ1a U TPYIOBble KHUKKU COTPYIHUKOB;

- OCHOBAHHs K IpUKa3aM I0 JIHYHOMY COCTaBYy;

- Jlefia, coJieprKallye MaTeprallbl IO MOBBILIEHUIO KBATU(DUKALIMKI U TTePCIIOATOTOBKE
COTPYJHHUKOB, UX aTTECTALlMH, CIIy>KEOHBIM pacCiieIOBaHUSIM;

- KOIIMM OTYETOB, HAIIpaBJIsieMble B OPTaHbl CTATUCTHKH,

- KOIIMM JOKYMEHTOB 00 00pa3oBaHuu;

- pe3ynbTaThl MEIULIMHCKOTO 00CIeJ0BaHMS Ha MpeIMeT FOAHOCTH K
OCYLIECTBJICHHUIO TPYAOBBIX 00513aHHOCTEH;

- (hoTorpauu U UHBIE CBEJICHUSI, OTHOCSIIUECS K TIEPCOHATBHBIM JaHHLIM
paboTHUKa;

- PeKOMEH/Iallu1, XapaKTePUCTUKH U T.II.

2.3. YkazaHHble B 11.2.2. CBeJIeHUs SBJISIFOTCS KOHPUACHIIUATBHBIMHU U HE T10/[JIe)KaT
pa3IallieHUIo HHAYe KaK 110 OCHOBAHUSIM, MPeyCMOTPEHHBIM 3aKOHOAATEIbCTBOM
P®. PexxuM 3a1UThl NepCcOHAIbHBIX JAHHBIX MOKET OBITh CHAT 10 UCTEUCHUH 75
JIeT, ecii GOJBLINI CPOK He TPeLycMOTPEeH 3aKOHOIATeIbCTBOM MM COITIAICHHEM C
pabOTHUKOM.

3. OBSI3AHHOCTHU PABOTOJATEJISI

3.1. B nensx ucnonHeHus TpeboBanuil 3akoHoaarenscTsa PO npu oOpadorke
IIEPCOHANIBHBIX JaHHbIX, BCE PAOOTHUKHU OIOKETHOIO YUPEKACHHUS JOJ/KHbI



UCIIOJIHATD YCTAHOBIIEHHBIN MOPSIA0K PabOTHI:

3.1.1. PabGota c nepcoHanbHbIMU JaHHBIMH PAOOTHUKOB JJOJDKHA HE HAPY LI1ATh
TpeGoBaHul 3akoHOAaTebcTBa PO 1 TOKAIBHBIX HOPMATUBHBIX aKTOB OpraHU3aliy,
U JI0JDKHA OBITh HEIIOCPEICTBEHHO CBsI3aHa C OCYLLECTBICHUEM UMHU CBOMX TPYLOBBIX
GYHKIHH.

3.1.2. Ilpu cbope u 06paboTke MepCcoOHATBHBIX NaHHBIX paOOoTHHKA paboToaarensb
IoJKeH pykoBoacTBoBaThes Koncrturynueit PO, Tpynoseim konekcom PP u nHbIMA
benepanbHBIMU 3aKOHAMH.

3.1.3. IlepcoHanbHble JaHHBIE pA0OTHUKOB JIOJKHBI OBITH MOJy4YE€HBI TOJILKO
HEIMOCPEeICTBEeHHO Yy Hero. Ecnu 11 00paboTKH ero JaHHBIX WM UX MOJYyYeHHUs
NPUBJIEKAETCS TPEThHU JIULA, TO PaOOTHUK J0JDKEH 1aTh IpeiBapUTeIbHOE
IIMCBMEHHOE coryiacue Ha 3T0. OTHOBpeMeHHO pabOTHHUK JO0JIKEH OBbITh YBEIOMIIEH O
nensix coopa nHGOpPMAaLIUU, HCTOYHHUKAX €€ MTOJIyUCHHS, a TAK)KE O MOCIIC/ICTBUSX
OTKa3a OT IPeJI0CTaBIeHUs MUCbMEHHOTO corjiacust Ha cOOp uHpOpMalliil..

3.1.4. IlepcoHanbHble JaHHBIE paOOTHUKA O €r0 MOJTUTUYECKUX, PEIUTHO3HBIX U
UHBIX yOeXKIeHHUAX, YACTHON )KU3HH, a TAK)KE YWICHCTBE B OOIIECTBEHHBIX U
po(CcOI03HBIX OPraHU3aALHUAX He TOAJIEKAT COOPY OIOHKETHBIM YUPEXKICHIEM, €CITH
MHOE He NPeyCMOTPEHO 3aKOHOIaTeIHLCTBOM.

3.1.5. 3ammTa nepcoHaIbHBIX JaHHBIX paOOTHHKA JTOJDKHA 00eCIeunBaThHCs
IIOJIHOCTBIO 3a cYeT paboTomaTelis.

3.1.6. bromxeTHOe yupexaeHue 00s13aHO IpH Ipueme Ha padoTy, a TakikKe Ipu
JHOOBIX U3MEHEHUSIX MPaBul pabOThI ¢ MEPCOHATBHBIMH JTAHHBIMH ITUCHMEHHO
3HAKOMUTH C HUMHU BCeX paOOTHUKOB YUPEKICHMUS.

3.1.7. BrojxeTHOE yupeKIeHHe He UMeeT MPaBo NMPUHYKIATh PAOOTHUKOB K OTKa3y
OT CBOUX IIPaB Ha 3allIUTY [1ePCOHATBHBIX JaHHBIX.

4. OBSI3AHHOCTU PABOTHHUKA

PaGoTHuk o6s3aH:

4.1. Ilepenats paboTonaTento Bce epcoHaIbHbIE TaHHbIE, YKa3aHHbIE B
COOTBETCTBYIOILIUX JOKYMEHTaX.

4.2. B ycraHOBJIEHHBIN [TpaBUIaMU CPOK co00IIaTh paboToaaTeo 00 H3NeHeHUH
CBOUX II€PCOHAJIBHBIX TaHHBIX.

S. IPABA PABOTHHUKA

PaGoTHuK nmeeT npaso:

5.1. Ha npocMoTp nepcoHabHOM UH(POPMALIMH, UMEIOIIeHCst K paboTo 1aTeto.
5.2. Ha cBoOoHBIIi OecriiaTHBIA U HEOTPAaHUUEHHBIH TIOCTYIT K CBOMM
IIEPCOHAJIBHBIM JAaHHBIM, B TOM YHUCJIE IPABO Ha MOJYYE€HHE MOATBEPIK/(AI0IIHX
JIOKyMEHTOB B BHJI€ CIIPaBOK, KOIUHA UJIM B BHJ€ UMHOTO APYTrOro o(puIHaibLHOTO
JIOKyMEHTa. S

5.3. Ha gocTyn K MEAUIIMHCKUM JJaHHBIM C ITOMOILBIO MEIULIMHCKOTO CrIeLUaIucTa
10 CBOEMY BBIOODY.

5.4. TpeboBaTh BHECTH U3MEHEHHUSI UJTH YAATUTH [TePCOHATBHYIO HH(OPMALIHIO,
IIOJIy4YeHHYI0 paboTofaTeneM B HapyllIeHHe HACTOSIIUX MpaBuil. M3amencHus
BHOCSTCS] HA OCHOBAaHUU MTUCbMEHHOTO 3asiBIeHUs paOOTHHUKA.

5.5. IlotpeboBaTh OT paboToaaresiss U3BECTUTH BCEX JIHII, paHee TOJyUUBIIUX 10



BUHE paboTolaTelIsl HeTIOTHbIE WJIM HEBEPHbIE IIepCOHAIbHBIe JaHHBIe 0 pa0OTHHKE.
5.6. O6:xanoBath B CyZeOHOM MOpsiaKe JIFOObIe HelTpaBOMEpPHBIE JeHCTBUS U
Oe3neiicTBue paboronaTesns npu 00pabOTKe U 3aLIUTE MEPCOHATBHBIX JTAHHBIX
paboTHUKaA.

6. CbOP, ObPABOTKA U XPAHEHUE NEPCOHAJIBHBIX IAHHBIX

6.1. O6paboTka mepcoHaNbHBIX TaHHBIX Pa0OTHUKA - ITO MOJIy4YeHHe HHPOPMALIUH
U3 pa3IUYHBIX KICTOYHUKOB, €€ XpaHeHHe, 00paboTka, a Takxke J1ioboe 1pyroe
UCIIOJIb30BaHHUE.

6.2. IlepcoHanbHbIe JaHHbIE MPEOCTABIISIOTCS CAMUM PaOOTHHUKOM 1y 1CM
3aIl0JIHEHUS aHKEThl yCTaHOBJIEHHOU (hopmbl. PaboTomaTens 00si3aH npu ux
II0JIy4Y€HHUH IIPOBEPUTH 3asIBIICHHbIE JaHHBIE NPEIbSIBICHHBIM ITOITBEPIK1AI0IINM
JNOKYMEHTaM.

6.2.1. AHKeTa COIeP)KUT BOMPOCHI O MIEPCOHATBHBIX JaHHBIX PAOOTHHKA.

6.2.2. AHKeTa HOJKHA OBITh 3arojHeHa paOOTHUKOM JIMYHO. Bee mosist ankeTs
JIOJDKHBI OBITH 3aIIOJIHEHBI, a IPU OTCYTCTBUU HH()OPMALIUK B COOTBETCT 3YIOLIEH
I10JI€ IOJDKEH CTaBUTHCS MpouepK. COKpallleHus Ipy 3all0JIHEHUH aHKEThI He
JOITyCKAIOTCsl, TAK)KE KaK U UCIIPABJICHUsSI U 3aUepKUBaHUs. B 9TOM cityvyae pabOTHHUK
00s13aH 3aI0JHUTH aHKETY 3aHOBO.

6.2.3. AnkeTa pabOTHHKA XPAaHUTCS B JIMYHOM JIeie Y OTBETCTBEHHOTO JIHIIA
paboTozaresisi BMeCTe ¢ IMpe0CTaBIeHHBIMHU JOKYMEHTAMH.

6.2.4. JIuunoe neno paboTHUKA 0HOPMITSIETCS TTOCIIE BCTYIUIEHUS TPY10B0T0
ZI0Or0BOpa B CUITY.

6.2.5. JInuHOe [1e10 XpaHUTCS B MAIKaXxX «Iejio» YCTaHOBJIIEHHOTo o0pa3siia, Ha
KoTopo# ykaspiBaroTcst Homep aena u @©.1.0. paboTHuka.

6.2.6. Jlnunoe neno Bxitovaer 1Be Qotorpaduu padboTHUKA 3 X 4 CM.

6.2.7. Bce TOKyMEHTBI JIMYHOTO Jefla XPaHSATCS CTPOro B XPOHOJIOTHYECKOM MOPSIIKE,
C IIPOCTaBJIEHUEM JAaThl UX MOJIyUEeHHS], a TAK)Ke HyMepalliy.

6.2.8. JIuuHOe neno nocie mpekpamieHus: TPyA0BOro J0roBopa ¢ COTPYLHHKOM
IepeaeTcs B apXUB, U XPAHUTCS YCTAHOBIIEHHBIC 3aKOHOAATEILCTBOM CPOKH.

7. IEPEJAYA ITIEPCOHAJIBHBIX TAHHBIX

7.1. 1lpu ocyliecTBIEHUH Nepeladyl MePCOHATBHBIX JaHHBIX PAOOTHUKOB TPETHUM
nuuaM paboronarens o0s3aH:

- He coo0LIaTh epCOHANIbHbIE ITaHHbIe O3 MOMYyUYeHHOr0 MMCHbMEHHOI'O COTJIaCHs
paboTHHKA, KpOME CIIy4aeB, KOra Takue 00S3aHHOCTH YCTAHOBJIEHEI
3aKOHO/IaTEILCTBOM;

- He IIepe/laBaTh [IEPCOHAbHbIE JaHHble paOOTHHKA IS MCIIOJIB30BAHUS B
KOMMEPUYECKHUX LIEIISX; '

- TpeOOoBAaTh OT TPETHUX JIHUL COOTIOACHUS MTPAaBUII PA0OTHI C IEPCOHATILIILIMH
JaHHBIMH, a TaK)Ke [IPeAOCTABICHUS MTUCbMEHHOTO TOATBEPHKIACHUS UCII0JIL30BAHUS
IIEPCOHAJIbHBIX JaHHBIX B MTOPsJKE, IPEYyCMOTPEHHBIX HACTOSLIUM I10JI0KEHHUEM O
3allUTe IEPCOHATBHBIX TaHHBIX;

- 1aBaTh JOCTYIl K IEPCOHATIBHBIM JaHHBIM TOJIBKO JIUIIAM, UMEIOIIINM
COOTBETCTBYIOLIUH JOIMYCK U UCIONB3YIOMIUX UX TOJIBKO JIJISI BBITIOJTHEH ]



KOHKPETHBIX MOJTHOMOYHH;

- He ucTpeboBaTh HH(MOPMAIIUIO O COCTOSTHUH 310POBbsI pa0OTHHKA, 34 11CKJIIOYCHHEM
JAHHBIX, KOTOPbI€ MOTYT IMOBJIUTH HA UCIIOJIHEHUE pa0OTHUKOM CBOUX TPY/I0BBIX
00s3aHHOCTEM.

8. JOCTYII K IEPCOHAJIBHBIM JAHHBIM COTPYJHHUKA

8.1. BHyTpenHuii noctyn (ucnosib3oBaHue HHGOPMAITUH padOTHUKAMH
YUpexKICHUSI ).

[IpaBo nocTyna K MepCOHAIbHBIM JaHHBIM PaOOTHUKA UMEIOT:

- 3aBe1yIOIIUI BIOI)KETHBIM yupexXIeHUEM;

- 3aMeCTUTENb 3aBeayroliero no BMP;

- 3aBEAYIOLIMN XO35IUCTBEHHON YacCThIO;

- MEIULIMHCKAsl CecTpa;

- 1eJIOTPO3BOIUTEIb;

- caM pabOTHHK.

8.2. BHewHuit noctyn (rocyaapcTBeHHbIE CTPYKTYPHI).

IlepcoHanbHble JaHHBIE pAOOTHUKOB MOTYT MPEIOCTABIISITHCS TOJIBKO I10 3apocy
KOMIIETEHTHBIX OPIaHOB, UMEIOIIUX COOTBETCTBYIOLINE TOJTHOMOYUSI:

- (henepanbHas HaJIoroBasi ciryxKoa;

- IPaBOOXPAHUTEIIbHBIE OPIraHbl;

- OpraHbl CTaTUCTUKU;

- OI0pO KpeIUTHBIX UCTOPHIA,

- BOGHKOMATBHI,

- OpraHbl COIIMAIBLHOTO CTPAaXOBaHUS;

- IEHCUOHHBIE (DOHJIBI;

- IOApa3AeIeH!s] MyHULIUIAIbHBIX OPTraHOB yIIPaBJICHUSI.

8.3. dpyrue opranuzauuu (TpeThHU JHUIIA).

Ceenenus o paboTHUKE (B TOM YKCIIe YBOJEHHOM U3 JaHHBIX apXUBa)
IIPEIOCTABIISIOTCS. TPETHUM JIM1LIAM Ha OCHOBAHUH ITUCBMEHHOTO 3asIBJIIEHUSI CAMOTO
paboTHHUKA.

8.4. POnCTBEHHUKH U YJIEHBI CeMeH.

IlepcoHanbHbIe JaHHBIE pa0OTHUKA MPEJOCTABISIOTCS POACTBEHHUKAM HIIM YWICHAM
€ro CEMbHU TOJIBKO C MUCHBbMEHHOI'0 pa3peleHus paboTHUKA.

9. 3AIIMTA IEPCOHAJIbBHBIX TAHHBIX PABOTHHUKOB

9.1. B pamkax peanuzaiuu MyHKTOB HacTosiero [lomoskenus o 3aiure
IePCOHAJIBHBIX JaHHBIX PaOOTHUKOB, 3aBeAYIOLINH BIOIKETHOTO yUupesi, (e Husl
W3/1aeT NPUKa3 O Ha3HaYE€HUH JIMLA, OTBETCTBEHHOIO 3a COOIIOEHHE TI0PsiAKa
paboTHI ¢ MePCOHATBHBIMY JaHHBIMU PaGOTHHKOB, Ha KOTOPOM JIeXKaT BCe
00513aHHOCTH 10 00ecreYeHnI0 KOH(MUICHIIMATbHOCTH MOTYYeHHBIX JaHHbIX, a
TaK)Ke OpraHu3aluy paOoThl ¢ HUMHU.

9.2. IlocTynaromue 3ampockl OT TPETHUX JIUI Ha TIPEIOCTaBICHHE MepCO!d/IbHOM
MH(pOpMaLIUK O PAOOTHUKE JOJDKHBI BU3UPOBATHCS IOPUAMUECKON CIIYKOO0I ¢
pe3oronuel 0 BO3MOKHOCTH OTBETA U MOJTHOTE [PeJOCTaBIsIeMON HH(OPMALIUH.
9.3. Ilepenaua uHGOpMALIUU IPOUCXOTUT TOJIBKO B MUCBMEHHOM BHUJIE. 3a11poC



JOJKEeH OBITh cliejlaH B TUCBMEHHOM BHJIE C yKa3aHHeM BCeX PEKBU3UTOB JIMLIA,
3anpalmuBaroniero vHgopmanuo. OTBeT JoKeH ObITh ces1aH Ha (PUPMEHHOM
OJlaHKe KOMITaHUH U OTIIPaBJIeH MO0 KypbepcKOi City»K00i, 1100 3aKa3HbIM
ITUCBMOM.

9.4. Bce nomy4yeHHbIe MepcoOHATbHBIE JaHHBIE JOKHBI XPaHUTHCS B MecTe,
UCKJIIOYAIOIIeM HECAaHKLIMOHUPOBAHHBIX TOCTYIT TPETHHUX JIHLI.

9.5. DneKkTpoHHBIE HOCUTENN UH(DOPMALIUU, JOJIKHBI OBITh 3aLIULIEHBI
KpUNTOrpaueCKUMU CpeICTBaMU 3alllUThl HHPOPMaLKH. .

10. OTBETCTBEHHOCTD 3A PA3I'VTAIIEHUE UHO®OPMALNH,
CBSI3AHHOU C IEPCOHAJIBHBIMU JAHHBIMU PABOTHHN KA

10.1. JInna, mpu3HaHHBIE BUHOBHBIMU B HAPYIICHUH TTOJOKEHHH HACTOSIIIETO
[TosoxxeHus 0 3aIuTe IEPCOHATBHBIX JaHHBIX paOOTHUKOM MPUBIEKAIOTCS K
JUCHHUINIMHAPHOM, aIMUHUCTPATUBHOM, rPa’kJaHCKO-TIPaBOBON U YTOJIOBHOM
OTBETCTBEHHOCTH, B ITOPSJIKE IPEeLyCMOTPEHHOM 3aKOHOIaTeNbCTBOM PD 1
JIOKaJIbHBIMU HOPMATHUBHBIMU aKTaMHU.



