VKPAIHA

BUKOHABYMH OPTAH KMIBCbKOI MICBKOI PA/TH
(KHIBCBKA MICBKA JIEPJKABHA AJIMIHICTPAILIST)

JIEMIAPTAMEHT 3 INIUTAHb PEE€CTPAILLII

HAKA3
30 ks 2020 poky M. KuiB Ne 13 ;

[l[po BBenenns B g0 [lpasun -
BHYTPILIHBOTO CITy’KOOBOr0 pO3MOPAAKY
1S Jep/KaBHUX ciryk00BLIB
JlenaprameHTy 3 mnMTaHb peecrpauii
BHKOHaB4YOro oprany KuiBcbkoi MichbkoOl
panu (KuiBcbkOi MICBKOI J1epKaBHOI
aZMiHiCcTpaLii)

Bianosinno no cr.47 3akony VYkpaiuu «[lpo nepxasHy cayxOy», Tunosux
MpaBuJl  BHYTPIIIHBOTO  CiykOOBOrO  pO3MOPSAKY, 3aTBEP/KEHHX  HAKa30M
HauionansHoro areHtcTBa YKpaiHM 3 MUTaHb JepKaBHOI ciyx6u Bin 03 Gepesus
2016 poky Ne 50, 3apeectpoBanoro a MinicTepcTsi ocTuiii Ykpainu 25 Gepesus
2019 poky 3a Ne 457/28587

HAKA3VIO:

1. Beectu B nito [lpaBuna BHYTpIiIHBOro CiyK060BOro pO3NOpPSAKY /s
AepkaBHHMX ciayx0oBUiB JlemapramMeHTy 3 MUTaHb peecTpailii BAKOHABYOIO OpraHy
KuiBcbkoi Micekoi paau (KuiBcbKkoi MiChbKOT 1ep)kaBHOI aaMiHicTpallii), 3aTBepIKeHi
nporokosiom Nel 3araneHux 360piB AepkaBHUX ciyx00BLiB JlenaprameHTy 3 MUTaHb
peecTpauii BHKOHaB4oro opraHy KuiBcekoi wicekoi paam (KuiBcekoi Mickkol
nepkaBHOI aaminicTpauii) Bix 29 ciunsg 2020 poky, 110 10Jar0ThCH.

2. Bwu3HaTH TakMM, 110 BTPATHB YMHHICTb, Haka3 JlemaprameHTy 3 NMTaHb
peecTpauii BHKOHaB4Oro opraHy KuiBcbkoi Micekoi paau (KHiBCbKOI MichKOT
nepXkaBHOi amMinicTpaii) Bin 16 Tpaus 2016 poky Ne 12-3 «ITpo BBeneHHs B il
[paBuIl BHYTPIIIHBLOIO CiIy:k60BOro po3nopsaky JlenapraMeHTy 3 MUTaHb peecTpauii
BHKOHaB4oro oprady KwuiBcekoi Micekoi paan (KuiBcbkoi Mickkoi aepikaBHOT
azaMiHICTpalLii). -

3. KouTponb 3a BHKOHaHHSM LbOTO HaKa3ly 3aiuinai 3a coboo.

JupekTop Oxcana EKACHOBA
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3ATBEP/IDKEHO

[Iporokon 3aranbHuX 360piB TPYI0OBOrO
KONIeKTUBY JlemapTamMeHTy 3 nUTaHb
peecTpallii BAKOHaBYOIrO OpraHy
KuiBcbkoi Micbkoi paau (KuiBcbkoi
MIghKOT ZIepkaBHOI afMiHicTpartii)
«;y( » L2/ 2020 poky Ne

ITPABUJIA
BHYTPIlIHBOI0 ciry%60Boro posnopsaxy lenapramenty 3 nuTans peecTpauii
BHKOHaB4Oro oprany Kuiscbkoi micbKkoi paan
(KuiBcbkoi MichKkoi 1epxaBnoi aaminicTpaunii)

I. 3araabni nonoxenns

I. Lli IlpaBuna BHYTpimHBOro cmyxGoBOro po3nopsaky B JlemapramenTi 3
MUTaHb peECTpallil BHKOHABYOro opraHy KHIBChKOI MichKOi paau (KuiBcbkoi
MICBKOI AepkaBHOI aaminicTpauii (nani - [Npasuna) po3po0ieH] BiAMOBIIHO 10
3akony Vkpainu «IIpo saepxkaBHy cinyxOy», Konekcy 3akoHiB mnpo mnparyo
Ykpaiun, TunoBux npasun BHYTPILUHBOTO  CITyXGOBOr0  pO3NOPAIKY,
3aTBepIuKeHHX HakasoMm HauionanbHoro arentcTBa Ykpaidu 3 nuTaHk JepikaBHOI
cyx6n Bin 03.03.2016 Ne 50, 3apeecTpoBaHuX B MinictepcTsi ocTHUiT VKpainu
25.03.2016 Ne 457/28587.

2. IlpaBuna BH3HAYAIOTH MOJIOKEHHS MO0 oprasizaiii BHYTPIIIHBOIO
ciyx00Boro posnopsiaxky JlemapraMeHTy 3 muTaHb peecTpanii BHKOHaBYOro
opraiy Kuiscekoi Mmicekoi paan (KuiBcbkoi Michkoi JepXKaBHOI aJMiHICTpallii)
(mani — JlenaprameHt), pexuMm poGOTH, YMOBH nepedyBaHHA JepiKaBHHX
c1yk0oBIUiB B JlenapramMenti Ta 3aGe3nedeHHs paLiOHATBHOTO BUKOPHCTAHHS
ioro poboyoro yacy.

3. CayxGosa amcumniina B JlemapramenTi IPYHTYETbCS Ha 3acajgax
CYMIIHHOTO Ta nNpodeciiiHOro BHKOHAHHS JepKaBHUM CIIy)KOOBIIEM CBOIX
000B'SI3KiB, CTBOPEHHS HANEKHUX YMOB st eekTHBHOI poboTH, TX MaTepianbHO-
TEXHIYHOrO 3abe3neyeHHs, 320X0UEHH S 3a Pe3yJIbTaTaMu poGoTH.

- 4. llpaBuna 3aTBepKYIOTHCS 3aralbHUMH 300paMH JepKaBHUX CIIyKOOBIIIB
JlenaprameHTy Ta g0BOASTBCS 40 BiOMa BCiX JIepKaBHUX CIyKOOBIIIB, sKi
NnpauowTh B JlenapramenTi, mia miamuc.

IL. 3arasbni npaBuia eTHYHOT NOBeAIHKH

1. lepskasHi ciyx6oBLi IOBHHHI I0TPHMYBATHCh BUMOT eTHYHOT MOBEIIHKH.

2. JlepxkasHi cmyx60Bui y cBoiii po6oTi noBuHHi JOTPUMYBAaTHCh MPHHIIMITIB
npogeciiHoCTi, nNpUHUMNOBOCTI Ta A00po3uuIMBOCTI, a0aTH . PO  CBOIO
npodeciiiHy 4ecTs i riiHICTS. :




3. JlepxaBHi cnyx60BIi MOBUHH] YHHKaTH HEUEH3YPHOI JIEKCHKH, He
AI0MyCKaTH MIABMINEHO! iHTOHAUl mMix yac CrinKyBaHHs. Henpunyctumumu e
MPOABH 3BEPXHOCTI, 3HEBAKIIMBOTO CTAB/IEHHS /10 KOJIEr Ta rpOMaisH.

4. JlepxaBui ciyx6oBii min yac BUKOHAHHA CBOIX MOCAN0BUX 00OB’S3KIiB
MOBHHHI IOTPUMYBaTHCS B32EMOIOBArH, NIIOBOTO CTHIIO CHiIKYBAHHS, BHSBIATH
NPHHUMIIOBICTH | BATPUMKY.

IIL. PoGounii yac i yac BIINOYHHKY

I. Tpusanicts poGoyoro Hacy nepxkaBHOro ciyx00Bus cTaHOBHTH 40 roaun
Ha THXJIEHb.

2. B Jlenapramenri YCTAHOBIIOETbCS II'AITHACHHWH pOGOYMIT THIIEHE i3
TPHBAIICTIO poGOTH MO AHSX: MOHE/IIJIOK, BiBTOPOK, cepesa, 4eTBep — 1o 8 roauH
15 XBuIHH, 0’ sTHHLS — 7 FOIMH; BUXi/HI THI — cy6oTa i Henins.

Pexxum poboru Henapramenry:

no4aTok podoTH 3 9 roaun 00 XBUIHH — MPOTArOM pobOYOro THHKHS;

NIepepBa U1 BIANOYHHKY i XapyyBaHHS 3 |3 roauH 00 xBumun 10 13 roaun 45
XBHJIMH — MIPOTATOM poGOYOro THIKHSL:

KiHellb po6oyYoro aus B MOHEILIOK, BIBTOPOK, cepesy Ta 4yeTBep — o 18 roaun
00 xBunH, y n’sraumo — o 16 rO/IMHI 45 XBHIIHH.

[lepepBa, wo manmaetscs s BIANOYHHKY | XapuyBaHHS, He BK/IIOYAETHCS B
pobounii wac, i nepxasuii ciyxboBelb Moxe BUKODHUCTOBYBATH 1 Ha CBiii
po3cya. Ha ueii gac Bin Moske BiJUTy4aTHCs 3 Micis pobOTH.

3.V 3B’3ky 3i ciyx60Boio HeoOXiaHiCTIO, 3yMOBIEHOO cneurikow Ta
OCOOJIMBOCTAMH POGOTH, Hakazom AvpekTopa [lenapramenty, B [lenapramenti
(Horo cTpykTypHux MIZAPO3/1iNax) MOXe BCTAHOBIIOBATHCS IHIIKI peXxuM poBoTH
BIAMOBIIHO /10 3aKOHO/1ABCTBA Mpo Mnparo.

4. Hanepenonui cBsitkoBHX Ta HepoOOYMX NHIB TpHBamicTh poboyoro jiHs
CKOPOYYETBLCS HA OJIHY FOMHY.

5. O6nik po6ouoro Hacy nepikaBHHMX CIyKOOBIIB BeAEThCH Y CaMOCTIHHMX
CTPYKTYPHHX MIAPO3/iNax LLIAXOM CKIagaHHs Tabemo poGouoro wuacy, skwuii,
MC/AsA MOrOKEHHs 3 CEKTOPOM yNpaBiliHHA MEepPCOHAIOM Henapramenty, He
mizHime 12 ta 24 yncna koxHoro MICSILIS TIOAAETHCS /10 CeKTopy Oyxranrepchkoro
001Ky Ta 3BiTHOCTI HenapramenTy.

6. Buxin aepxasnoro CIy)0O0BLSL 33 Mexi aIMiHicTpaTHBHOI  Gyxisi
A€PAKABHOrO oprany y pobounii yac 3i Clly:)KOOBHX NHTaHb BiAGYBa€eThCA 3 BigoMa
#oro 6e3nocepenHboro KepiBHHKa.

Y JlenapramenTi mosxe OyTH xKypHan peectpauii Micresnx BIJPSJKEHb.

IV. Mopsinok nosizomaenns AEPARABHHM CJTyK00BLEM NPO CBOIO
BIICYTHICTD :
I. JlepxkaBuuii ciyx6osers MOBI/IOMJISIE CBOTO Oesnocepennboro kepisunka
1PO CBOIO BIACYTHICTH Ha PoBOTI Y MUCBbMOBIH (opmi, 3acobamu €JIEKTPOHHOTO YU
TeJIe(POHHOrO 3B’ A3Ky a60 iHIIHM JOCTYITHUM CITIOCOOOM.
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2. V pa3i HelOTpHMaHHS AEpXKaBHHM CiTy)KOOBLEM BHMOI MyHKTY | 1bOro
po3ziny GesnocepeHiM KepiBHUKOM i3 3ay4eHHSIM 2-X JepKaBHHX CITYXOOBIIB
JlenapramenTy CKIanaeThes aKT MPO BIACYTHICTH JEPXKABHOIO CIyKOOBLS Ha
poboyomy miciii.

3.V pasi HeHalaHHs JIep/KaBHUM CITy)KOOBLIEM [0Ka3iB MOBAKHOCTI MPHYHHHU
CBO€1 BIJICYTHOCTI Ha poOOTi BiH IMOBMHEH MOJATH MHUCbMOBI MOSCHEHHS Ha iM’s
KepiBHHKa JIepKaBHOI CITy’KOHM 11010 MPUYMH CBOET BiICYTHOCTI.

V. llepebyBanns nepkaBHOTO cJIyk00BUs HA pobouomy micui y
BHXI/1Hi, CBATKOBI, HepoGo4i IHi Ta mic/s 3aKiHYeHHs pobo4oro yacy

. Jlns BMKOHaHHS HEBIIKIAJHUX 3aBJaHb JEPKaBHHI CIyXKOOBElb MOKe
3aJTy4aTHCh 10 POOOTH MOHAJ YCTaHOBJIEHY TPHBAIICTh poO0YOro JHs 3a HAKa3oM
JAMpEKTOpa, B TOMY YMCIi y BHXIJIHI, CBATKOBI, HepoOO4i [Hi, a TAKOK y HIYHHMH
4ac 3 KOMIIEHcaliew 3a poboTy BiANOBIAHO 10 3aKOHOAABCTBA ab0 MPOTArOM
MICALA HAZAlOThCA BIAMOBIAHI JHI BIANOYMHKY 3a 3asBaMM JepiKaBHUX
Ciry’00BIUIB.

2. Jlupektop JlemaprameHTy 3a nOTpeOH MOXe 3aiy4aTH JIepKaBHHX
cayk00BLIB 10 YepryBaHHs Mic/s 3aKiHYEHHS pobOYOro qHs, Y BUXiJ/IHI, CBATKOBI i
Hepobou4i aHi.

Yeprysanus nepikaBHOro ciyOOBLS Micis 3aKiHYeHHS pobOYOro Hs, y
BHXi/IHI, CBATKOBI 1 HepoOoui /[HI 3AIMCHIOETBCS 3riIHO 3 rpadikoM, SKHid
po3pobasieTbes Cyk0010 YNPABIiHHS EPCOHAIOM | 3aTBEPUKYETHCS AUPEKTOPOM
JlenaprameHry.

3. ¥V rpadiky yepryBaHHs 3a3Ha4YalOThCS: 3aBAaHHS, K€ M0Tpedye BUKOHAHHS,
BIANOBIaTbHUH JlepikaBHHil ciyk6oBelb, HOro rocana, Mmicie, 1ata Ta CTPOK
4epryBaHHs.

4. V pasi 3ady4yeHHs 10 4YepryBaHHs [MiCJs 3aKiHYeHHs poBOYOro MHsA, Yy
BHXI/IHI, CBATKOBI i HepoOOoYi JHI JepXKaBHOro CiIyKOOBIIA, SKOTO He BKIIOYEHO 10
rpadika, HacTynmHoro poGo4Oro [Hs Micisi 4epryBaHHs BiANOBiAHA iH(opMallis
NOJAETHCA CIYKOOK YNpaB/liHHS [EPCOHANIOM KepiBHHKY J€pKaBHOI CIyXO0H s
BHECEHHS B YCTAHOBJIEHOMY IMOPS/IKY BIZINOBIHKX 3MiH JI0 TAKOrO rpadika.

5.V pasi 3anydeHHs JepKaBHOTro Ciiyk60BIs 10 poGOTH MOHAN YCTAHOBIEHY
. TPHBAICTL poGoyOro aHs y JlenapTaMeHTi 3anpoBaKYEThCs MiACYMOBaHHMI 00TiK
poGouoro 4acy 3 TUM, 100 TPHBAIiCTh PpoGOYOro Yacy 3a oOJiKOBHI mepioa He
NepeBHIllyBajla HOPMH TPUBAJIOCTI po6o4Y0ro yacy.

3a poGoTy B 3a3HaueHi JIHi (Yac) JAepKaBHUM CIIy’KGOBILISAM HAAETHCS IPOILIOBA
KOMIIEHCalis y po3Mipi Ta MOps/Ky, BH3HAYEHHX 3aKOHOJABCTBOM TpO MpALlio,
abo npoTATOM MicslS HAZAIOTHCS BIATNOBIAHI JHI BIANMOYMHKY 3a 3asBaMM
JepIKaBHUX CITYKOOBLIIB.

6. 3abopoHsieThCs 3amydaTH 10 poGOTH TMOHA] YCTAHOBIEHY TPHBANICTH
pobo4Oro aHfA, a TaKOX Y BHXiIHi, CBATKOBI Ta HepoOO4Yi AHi, y HiYHMii uac
BAariTHUX XKIHOK i XKiHOK, sIKi MalOTh AiTell BikoM 10 TphoX pokiB. JKiHkH, sKi
MalOTh JliTell BikoM Bil 3 110 14 pokiB aGo AMTHHY-iHBaNi1a, MOXKYTh 3a/Ty4aTHCs
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A0 HaZAypoYyHHX poOIT JMIIe 3a TXHBOIO 3ro0K. 3alydyeHHs IHBaTigiB 0
HaJlypo4HHX poOIT MOXIHMBE JHIe 33 IXHBOK 3rO0K i 3a YMOBH, LIO L€ He
CYNEpeYHTh MEIHYHUM PEeKOMEHIallisM.

7.06nik poboyoro w€acy y JlemaprameHTi 3jifiCHIOETBCH Y BIZIMOBITHOMY
KypHaii obiiky poGodoro uacy, Ta, B MOAaibLIOMY, BinoOpaxkaeThes y Tabeni
00J1iKy BUKOPHCTaHHs pob040ro yacy.

VL. llopsinok noBeeHns 10 Bii0OMa HOPMATHBHO-NIPABOBHX AKTIB,
HAKAa3iB, 10pPyYeHb Ta PO3NOPS/IKeHb 3i CiIy’k00BHX NHTAHD

I. HopmaTBHO-NpaBOBi aKTH, HaKa3W, [OPYYEHHs, PO3MOPS/DKEHHS 3i
Cy’KOOBHX TNHTaHb JIOBOJATBCS 10 BiZOMAa A€pPKABHUX CIYHKOOBIIB LILISXOM
O3HaHOMJICHHs y nanepoBiii abo enexTpoHHiil (Gopmi 3 MiATBEpIKEHHSIM TaKoro
03HAHOMJIEHHS.

[TinTBep/IKeHHAM MOXe CIyryBaTH MiANHMC AEPKABHOTO CIyKOOBISA (Y TOMY
YHCHi SK BIANOBIJATBLHOTO BHKOHABI) HA JOKYMEHTI, y KypHali peecTpaii
noxymemia abo BiAMOBIANbHUN  eNeKTPOHHMH UU(POBHI MiAMMC, AKHiA
MIATBEPIUKYE O3HAMOMIIEHHS 3 MeBHUM CIy)KOOBHM JIOKYMEHTOM B €JIeKTPOHHii
topmi.

2. HopMaTHBHO-NpaBOBi aKTH, sKi MiAIAraloTh oQilliifHOMY ONPHITIONHEHHIO,
JIOBOZATBCS /10 BIJIOMA JEPKABHOTO CIY)KOOBLS LUISXOM iX ONPHIIOIHEHHS B
ODILiAHAX APYKOBaHHX BHIAHHAX, 8 TAKOXK LLISXOM PO3MIlleHHs HAa OMIiLiifHUX
BeD-caiiTax opraHiB JIep)kaBHOI BJIa/IH Ta HA BIACHOMY CaiiTi JlenaprameHTy.

3. Jlosesienns 710 BiZioMa JIepKaBHOTO CiIy’kK60BLs iHpopMalii a60 JOKyMeHTIB
31IHCHIOETBCS TAKOXK Y TOPSAKY, BU3HAYEHOMY cTaTTelo 9' 3akoHy Ykpainu «llpo
nepxkaBHy cayxkOy». JlepxaBuuii ciykOoBelb MpH BCTYNi 4YH MPOXOIKEHHI
JIlepXKaBHOI CIykOH 3000B’A3aHMI MOBIIOMHTH CEKTOpP YNpaBJiHHS MEPCOHAIOM
Jlenapramenty npo #HOro 3aco6M eNeKTPOHHOI TMOWITH YH iHII 3acoOH
Te/IeKOMYHIKaliiHOro 3B’43Ky 3 HHM, 3 METOIO iX BHKOPHCTAHHS JUIS JI0BEJEHHS
JI0 BiZIOMa JIepaBHOTO CiIyk60BLs iH(opMallii a60 TOKyMeHTIB.

VIL lorpumanns 3araJbHHX iHCTPYKUiii 3 oXopouu npaui Ta
NPOTHITOKEKHOT De3neKH
" 1. besneyni ymoBH npalli, HaneKHHIi CTaH 3ac06iB MPOTHIIOKEKHOT Ge3rneKH,
CaHTITapii i ririeHu npaui, iHCTpYKTyBaHHS 3 OXOPOHHM mpalli Ta npomnoxcexcuon
Oesneku 3abesneuyioThes mocagoBuMu ocobamu JlenapTaMeHTy BiATOBIAHO 10
3aKOHOJABCTBA Ta M0CaI0BUX 000B A3KiB.

2. JlepkaBHuii Cy’kOOBelb TMOBMHEH AOTPMMYBATHCh TMpPABHI TEXHIiKH
Oesnexu, BUpOGHUYOT caHiTapii i ririeHy npaili, NPOTHIOKEKHOT Ge3MeKy.

3. VYmoBu npaui Ha poGouoMy Micui, cTaH 3acoGiB KOJEKTHBHOIO Ta
IHAMBIyaIbBHOTO 3aXMCTY, IO Buxopnc'ToayloTbcs JlepKaBHUM ciyx0oBlEeM, a
TaKOX camTapHo-nOGyTom YMOBH TOBHHHi Bumoamam BUMOraM HOpPMaTHBHO-
MPaBOBHX aKTiB 3 OXOPOHH Mpalli.




4. 3a cTaH noxexxHoi 6e3rneKu Ta JOTPUMAHHS IHCTPYKIIii 3 OXOPOHHM Tpaili B
JlenaprameHTi BIANOBIAAIOTH MOCaOBH ocoOu JlemaprameHTy BiAMOBIAHO 10
3aKOHO/IaBCTBA Ta MOCAJA0BMX 000B’ A3KiB.

VIIL Iopsaok npuiHATTS Ta nepeaadi AijioBoacTea (cnpas) i Maiina
AepKABHHM CiayxO00BUHEM

1. JlepxaBuuii cmyxOoBeus 3000B’si3aHM [0 3BUIBHEHHS 3 MOCAAH 4YH
MepeBe/ieHHs Ha IHINY TMocaay MepejaTH CIpaBH i JOBipeHe, y 3B’A3KY 3
BUKOHaHHAM T10CaZoBUX O0O0OB’S3KIB, MaiHO YNOBHOBaXeHiii Ccy0’exToM
Mpu3HavyeHHs ocobi. YnoBHOBaxkeHa ocoba 3000B’s3aHa TPUIHATH CrOpaBH i
MaHHo.

2. ®akT nepenavi crpas i MaifHa 3aCBiI4y€TbCS aKTOM, AKHH CKIaIa€Thes y
JBOX TMPHUMIPHUKaX | MIAMHCYETbCS YNOBHOBAXKEHOW 0C00010, KepiBHHKOM
cayxOM  ynpaBiaiHHS TEPCOHAJIOM Ta Jiep)KaBHUM  CIyxOoBLeM, sSKHii
3BUIBHAETHCS. ,

OnmH  npUMIPHHK aKTa BHJIAETBCS J€PKABHOMY  CIYXKOOBLIIO, SKHi
3BUIBHAETBCS YH NMEPEeBOAMTHCS HA IHIIY MOCAAy, IHIIWH MPUMIPHHK J0Jy4Ya€eThCs
110 0c060BOT CrpaBy 1LOTO JEPKABHOTO CITyKOOBLLS.

IX. IIpukinuesi no1oxeHHs

I. HenotpumanHs BUMOr MpaBHJI BHYTPILIHBOIO CIyKOOBOro pO3MOPSAKY €
MIJCTaBOIO Ul MPUTATHEHHS JEP)KaBHOIO CJyKOOBLS 10 BiANOBIAAIBHOCTI Y
MOPSJIKY, nepeadayeHOMy YHHHHM 3aKOHOIaBCTBOM.

2. Ilutanns, noB’s3aHi i3 3aCTOCYBaHHAM MMPaBHJI BHYTPIIIHBOTO CIYyK00BOro
pO3MOpPSIKY, BHPILIYIOTBCS AMpeKTOpoM JlemaprameHTy, a y BMIaaKax,
nependavyeHHX YHHHMM 3aKOHOIABCTBOM, - CILIbHO abo 3a 3rozo 3 BUOOpHUM
OpraHoMm MepBHHHOI MpodcniaKoBoi opraHizauii y pasi il HaSBHOCTI.

Jupekrop JlenaprameHTy Oxkcana EKACBOBA




