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1. Oomue mor0KeHUSA

1.1. Hacrosimee onoKeHUE PETYIAPYET ACATEIBHOCTD OTeNa KaJpOB rOCYA1apCTBEHHOIO
AaBTOHOMHOTO  YYpEXIEHMs JONOJHHTEINBHOro oOpa3oBanus HoBocuOupckoit obmactu
«O6nacTHOM IIEHTP Pa3BUTHUs TBOpYecTBa AeTeil u ronomectsay (CAY IO HCO «OIPTIuIO»)
(nanee — Ilonoxenue, OTen KagpoB, YUpeKIeHHE COOTBETCTBEHHO).

1.2. Otmen xafpoB SBIAETCSA CTPYKTYPHBIM IOApa3eeHUeM Y UpexKIeHHUS.

1.3. Otzmen kaxpoB co3maeTcs U IMKBUAUPYETCS IPUKA30M JUPEKTOpa Y UpeK IeHH .

1.4. Otnen xanpoB Bo3IIaBisieT HadanbHUK OTAENa KaapoB, Ha3HAYaeMBIH Ha JOJDKHOCTD
nupexkTopoM YupexneHus. Hauanpauk OTaena kaapoB HAXOAUTCSA B ONEPATHBHOM IIO{YAHEHHN
Y 3aMECTHUTEILSA JUPEKTOPA 10 aIMHHUACTPATHBHO-XO03SHCTBEHHOM paboTe YupeKaeHus.

1.5. Ha Bpems oTcyTcTBHs HauanbHUKa OTaena kaapos (KOMaHIUPOBKa, OTIIYCK, OONE3HE
¥ T.I.) pykoBoacTBO OTHETOM KaJpoB BO3JAracTcs Ha JIMIO, HA3HAYEHHOE IUPEKTOPOM
Yyapexnenus.

1.6. B cBoel nestensrocTH OTAEN KaIPOB PYKOBOACTBYETCS:

— Koncrurynueit Poccuiickoit ®eneparmn;

— TpynosemM xoxekcom Poccuiickoit ®eneparum;

— 3akoHamu Poccuiickoit @eneparum;

— ykasamu [Ipesunenta Poccuiickoit @eneparum;

— IIOCTaHOBJICHUSMHU U pacnopspkeHusamu IlpasurenscrBa Poccuiickoit ®eneparum;

— 3akxo”amu HoBocubupckoit o6macru;

— YCTaBOM YUpEeXICHUS;

— HacrosmuM [lonoxenuem;

— HMHBEIMH HOPMAaTUBHO-IIPABOBEIMH aKTaMH.

2. Ctpykrypa

2.1. CTpykTypy W ITaTHY!O 4YHCIEHHOCTs OTzena KaapoB YTBEPKIAET JHPEKTOD
YupexneHuns 110 IpeICTaBIeHHIO Hadanbauka OTerna Kaapos.

2.2. Pacnpenienenne 00s3aHHOCTeH MexXIy cOTpyaHEKamMu OTaena KaApoB OCYIIECTBISIET
HavanbHUK OThena KaJpos.

3. 3agauu

3.1. Ilposenenne KampoBoil paGOTHl ¢ PaGOTHHKAMM YUPEXIEHHWS B COOTBETCTBHH C
JEACTBYIOIMM 3aKOHOATEILCTBOM.

3.2. Benenue y4eTa KaJjpoB M JOKYMEHTALUH 110 paGOTHHKAM Y UpesICHH.

3.3. Tlouck, oT60p U H3ydYeHHE PaGOTHUKOB COBMECTHO C PYKOBOIUTEISIMHA CTPYKTYPHBIX
IIOIpa3/ICICHUN Y UpexKIeHHUs.

3.4. Obecneyenne pa3BUTHS NEPCOHAIA.

3.5. OGecrieuenue pas, NGrOT U rapaHTHH PAGOTHIKOB YUpPEKISHHS.

3.6. Opranu3anys 1 BeleHre apxuBa Y UpeskIcHUS.

3.7. Oprauuzanus u BeJICHHE NEIONPON3BOJICTBA B Y UPEK ICHAN.
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4. OyHKkOuA

4.1. Pa3paboTka KaIpOBOU MONUTHKY Y UPEKICHHUS.

4.2. Pa3zpaboTka IporH030B, ONpeeIeHAE TEKYIIeH MOTPeOHOCTH B Kaipax U HCTOYHHKOB
€€ yIOBJIETBOPEHUS Ha OCHOBE U3YUCHHUS PHIHKA TPYIa.

4.3. KommnekToBanue YupexIeHHs KaapaMu paboduX, CIyKalluX H CIEIHAIHCTOB
TpeOyeMBIX IpodeccHil, CHeNUanbHOCTeH H KBaTH(PUKAIWH B COOTBETCTBHH C IEISIMH,
cTparerreii U mpoduieM YupexIeHusl, A3MEHSIIOIIIMHUCS BHEITHUMH ¥ BHYTPEHHAMH Y CIOBHAME
€ro AeSITETFHOCTH.

4.4. ObecnieueHre NpHEMa M PAcCTAHOBKH MOJIOIBIX CIICIIMATUCTOB B COOTBETCTBHH C
IIOJIy4EHHOH B y4eOHOM 3aBeJIeHUU IPOGECCHeH U CIEIHaTbHOCTEIO.

4.5. OpraHmzanys COBMECTHO C DPYKOBOJWTEISIMHA IOAPA3IENeHHM IIPOBEICHHUS
CTa>XUPOBKH PabOTHUKOB.

4.6. DopMupoBaHHE U BEICHHE OaHKa JAHHBIX O KOJHMYECTBEHHOM H Ka4eCTBEHHOM
cocTaBe KaJipoB.

4.7. Ilonbop u oT60p PabOTHHKOB COBMECTHO C PYKOBOIHTEISIMH 3aUHTEPECOBAHHBIX
IIOJIpa3/IeJICHUH U BHECEHHME COOTBETCTBYIOINUX NPEATIONKEHUN 00 X Ha3HAYCHUH HA YKA3aHHBIE
JOJDKHOCTH, 0OpMIIEHHE IIPHKA30B O IpHeMe Ha paboTy U ApYyroi JOKYMEHTALUH.

4.8. MadopmupoBanue paOOTHAKOB BHYTPH YUpPEXKICHHS 00 HMMEIOIIUXCS BaKaHCHSIX,
HCIIOJIB30BAHME CPENCTB MacCOBOM HHGOpMalMK I TOMEINEHUS OOBSBICHHM O HaiimMe
pabOTHUKOB.

4.9. YcTaHOBJIEHNE IPSIMBIX CBsI3el C y4eOHBIMH 3aBEICHISIME U CIyKOaMH 3aHATOCTH.

4.10. IInanupoBaHKe U OpraHU3AIYS IIOBBIIICHHS MPO(YECCHOHATBHON KBATMDUKALMH.

4.11. OdopmieHHe IpHeMa, IEPEeBOAa W YBOJBHEHHS DPAOOTHHKOB B COOTBETCTBHM C
TPYIOBBIM 3aKOHOJATENLCTBOM, IOJIOKEHUSIMH, MHCTPYKUMSIMH W IpPUKa3aMU PYKOBOIUTEIS
Yupexnenus.

4.12. YueT TUYHOTO COCTaBa.

4.13. Brigaga cIipaBoK 0 HAaCTOSIIEH U IIPOILIOH TPYIOBOM AEATENLHOCTH PabOTHHKOB.

4.14. Ilpuem, 3all0JIHEHAE, XPaHEHHUE U BbIIa4Ya TPYAOBEIX KHIKEK.

4.15. Benenre yCTaHOBICHHOH TOKYMEHTAIMH 10 KaIPaM.

4.16. Iloaroroska MaTepuaoB I IPECTaBICHHS IEPCOHANA K OOIIPEHMSIM.

4.17. IloaroToBka MaTepuagoB IO INPUBICYCHHIO pPAOOTHUKOB K MATEPHAIBHOH U
JUCLMIITIMHAPHON OTBETCTBEHHOCTH.

4.18. KoHTpOIIb 32 IPaBUIBHOCTHIO PACCTAHOBKY PAGOTHUKOB ¥ HCIIOIL30BAHHS HX TPYAA
B CTPYKTYPHBIX IIOApPAa3ACICHUSIX Y UPEIKICHHUS.

4.19. Uzyuenue mpodecCHOHATBHEIX, NETOBBIX M MOPAIBHBIX KAayeCTB PaOOTHHKOB B
IIPOIECCE UX TPYAOBOM NESITEIHHOCTH.

4.20. Yyactie B OpraHHM3alluM IIPOBENCHHs ATTECTAllMd PaOOTHHKOB YUPEXKICHHS, ec
METOAXWYECKOe U HH(POPMANMOHHOE 00ECIICUCHHUE, yIaCTHE B aHAIIU3€E PEe3yIbTAaTOB aTTECTAIlUH,
OCYIIECTBJICHHE IIOCTOSIHHOTO KOHTPOJIS 32 XOJOM BBINOJIHEHHs PEINECHMN aTTeCTALHOHHON
KOMHCCHH.

4.21. Iloaroroeka HEOOXOAMMBIX MAaTEpPUANOB IS pPACCMOTPEHHS Ha KOMHCCHH IO
YCTaHOBJICHUIO BEICITYTH JIET.

4.22. TlonrotoBka MOKYMEHTOB II0 NEHCHOHHOMY CTPaxXOBaHHIO U IPENCTABICHUE HX B
Oprassl COIMAILHOTO 00ECIIeYeHHS.

4.23. Beimada cpaBok 0 paboTe B YUpexIeHnH, 3aHIMAEMO# TOTDKHOCTH.

4.24. Obecrieuenre CONMANBHBIX TapaHTHH TPYOAIDHXCA B OOJACTH 3aHITOCTH,
COOJIONCHNS OPSAKA TPYAOYCTPOHCTBA M Hepeo0ydeHns BHICBOGOKIAIONIIXCS PAGOTHAKOBE,
IIPEIOCTABICHHS UM yCTAaHOBIIEHHBIX JIbIOT U KOMIICHCAIIHH.

4.25. Cocrasnenne rpaduKoB OTIIYCKOB, Y4eT HCIONB30BAHHS PaGOTHUKAME OTIIYCKOB,
0hOpMIICHHE OYEPENHBIX OTIYCKOB B COOTBETCTBHH C YTBEPIKICHHBIMA rpapuKkaMu U
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JIOTIOJIHUTENIEHBIX OTILYCKOB.

4.26. OdopmiieHue U y9eT KOMaHIAPOBOK.

4.27. TabGenbHbIA yueT pabovero BpeMeH .

4.28. KoHTpOJIb 332 COCTOSHHEM TPYXOBOH AUCIMILIMHEI B OAPA3ACICHAAX Y UPEIKICHHS
U cOOMOAeHNEM PabOTHUKAMH IIPABUII BHYTPEHHETO PACIOpSIKA.

4.29. AHamu3 TeKydecTH KaapoB.

4.30. PaspaboTka MepONpUSTHH IO YKPEIUICHHIO TPYAOBOM MUCIMIUIMHEL, CHHKEHHIO
TEKY4YECTH KaIpoB, IIOTEPh pab04yero BpeMEHH, KOHTPOJIb 32 UX BHIIOIHEHHUEM.

4.31. PaccmoTpenre kanmo® U 3asBleHHE pabOTHHKOB II0 BOIPOCAM IPHEMA,
MEpPEMEINEHHUS ¥ YBOIBHEHH, HApYIIEHUs TPYIOBOTO 3aKOHOIATEILCTRA.

4.32. Ilpuaarue Mep K BBIABICHUIO U YCTPAHCHHIO MPUYHH, MMOPOXKIAIOMIMX KAIOOBI
pabOTHHKOB.

4.33. CBOEBpPEMEHHOE BBIIBICHHE U KOHCTPYKTHBHOE pa3pellleHHe TPYIOBBLIX CIIOPOB H
KOH(QIMKTOB.

4.34. Benenue  menompou3BOACTBA, (GOPMHUPOBAHWE W OTIPABIEHHE/IIOTyYECHHE
KOPPECIIOHACHIIMA M ApYyrod HHGOpPMAaIM{ IO 3JIEKTPOHHBIM KaHAjlaM CBSI3H II0 BOMPOCAM
IEATENBHOCTU Y UPEKICHUS.

4.35. Oprasusanys Bel€HHS HOPMAaTHBHO-CIOPABOYHOMW HMH(OpPMAIMH, OTHOCSIIEHCS K
bysksaM OToena Kaapos.

4.36. B mpenenax xommereHrmu OToena KaapoB - 3alllATa CBENEHHH, COCTAaBILIIOIINX
TalHy, ¥ HHEIX CBEICHUH OTPaHUYEHHOTO PaCIIPOCTPAHECHIS.

4.37. Benenue paboTHl IO KOMIUICKTOBAHHIO, XPAHEHHIO, YYETy H HCIIOJIB30BAHHIO
apXUBHBIX TOKYMEHTOB, 00pa30BaBIINXCS B XO/I€ NEATSIFHOCTH Y UPEXKICHHU.

5. IIpaea

Otrnen kagpoB UMeEET MpaBo:

5.1. TpeboBath OT BceX MOApasfeNeHMil YUpexXAeHHs COOMIONEHMS MOpAIKA
IIPEICTaBIEHNS HEOOXOIUMBIX TOKYMEHTOB 1 CBEIECHMIA;

5.2. 3ampammBaTh B CTPYKTYPHBIX [OApA3elIcHUSX HEOOXOMUMBIE MJaHHBIE O
paboTHHKaX, a IPH IIpHEMe Ha paboTy U NepeMeIleHusIX pabOTHUKOB - MHEHHE PYKOBOIHUTENEH
COOTBETCTBYIOINUX CTPYKTYPHBIX MOAPa3IeICHHMIA;

5.3. KoHTpomupoBaTh B CTPYKTYPHBIX MOApA3AENE€HHIX COONIOACHHE B OTHOLICHWUH
pabOTHHKOB 3aKOHOZIATENBCTBA O TPY/IE, IPENOCTABICHHE YCTAHOBIEHHBIX JIBIOT M TapaHTHi;

5.4. 3anpamwuBaTe W IOJy4aTh OT BCEX CTPYKTYPHBIX IOJApasIeNeHmi YdpexaeHus
CBEICHHUS, HEOOXOAMMEBIE [UI BBIIONHEHHS BO3JIOXKEHHBIX Ha OTIEN KaJpoB 3a1a4.

5.5. CaMOCTOATENBHO BECTH HEPENHCKY 10 BOIpOCaM Moa6opa KaapoB, a TAKXKE IO
ApYyTHM BOIIpOCaM, BXOASUIMM B KOMIIETEHIMIO OTIeNa W He TPeOYIOIIUM COITIACOBAaHHUS C
JUPEKTOPOM Y UPEXKICHHUS.

5.6. IIpencTaBUTENBCTBOBATE B YCTAHOBICHHOM IIOPSIKE OT HMEHH YUDPEXKICHHS II0
BOIIpOCAaM, OTHOCAIMMCS K KommereHmuu OTnxena KagpoB, BO B3aUMOOTHOIIEHHSX C
FOCYNapCTBEHHBIMM M MYHHIMIIANGHBIMA OpPTraHaMM, a Taloke IPYTHMH [PENNPUATHIMY,
OpraHu3allisAMHU, YIPEKIACHISIMH, B TOM YHCIIE areHTCTBAMH 110 HaliMy U CIIy>KOaMH 3aHSITOCTH.

5.7. JlaBaTh pa3bACHEHHS, PEKOMCHIAMM M YKA3aHHS [0 BONPOCAM, BXOMSIIAM B
KOMIIETEHITHIO OT/IEjIA.

5.8. IIpoBOIWUTE COBEINAHMS U YIaCTBOBATH B COBEIIAHUSIX, IPOBOJUMEIX B Y UpEKICHUH
IO KaJPOBBIM BOIIPOCAM.

6. OTBercCTBEHHOCTH

6.1. OTBETCTBEHHOCTH 3a Ha/UIEXKAINEE H CBOEBPEMEHHOE BEIIONHEHHE ¢ysakumit Otaena
KaJ[pOB HECET HAUYaATBHUK OT/IENA.

6.2. OTBETCTBEHHOCTh pPaGOTHUKOB OTeNa KafpoB YCTAaHABIMBAETCS JIENCTBYIOIIIM
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6.3. HauanpHuK H Ipyrue pabOTHHKH OTHENa HECYT MEPCOHAIBHYIO OTBETCTBEHHOCTD 34
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IPaBAIGHOCTE OQOPMILIEMBIX HMH JOKYMEHTOB, WX COOTBETCTBHE 3aKOHOIATEILCTBY
Poccuiickoit ®enepanuu.
7. deJonpou3BoacTBo
3aroyioBOK aena Cpox
WNunexc (Toma, gacTh) XpaHEHUS

nena nena (Toma,

YacTH) U
HOMepa
cTarey mo
[IEPEYHIO
1 2 4

02-01 | KaapoBoe obecniedeHne qesITEIbHOCTH

02-01-01 | Ilpuka3sl gupeKkTOpa YUpexIeHus [0 JUYHOMY cocTaBy (mpueM, | S50 mer DIIK
IIEpeEMEINEHHE, COBMEINCHNE, IIEPEBOM, YBOJBHEHHE, aTTEeCTaIlusd, cT1.196
NOBLIIEHHE KBAIMGUKAIWY, [IPUCBOCHHE 3BaHHUU  (YHHOB),
u3MeHeHre (paMHuIMu, OTIIyCKa 10 yXOmy 3a pebeHKoM, OTIycKa 6e3
COXpaHeHus 3apabOoTHOH MJIATHI, JUIMTEIbHBIE KOMAHIHPOBKH)

02-01-02 | Xypnan ydera MOKYMEHTOB IO JHYHOMY COCTaBy (IIpHEM, 50 .
[IEpEMEIICHUE, COBMEINCHHE, IEPEBOJ, YBOJIBHEHHE, arrecramus, | cr.258 6 (1)
NOBBIICHWE  KBaNM(UKaNWH, IPHCBOCHWE 3BaHUN  (IHMHOB),
u3MeHeHHe (aMUIuY, OTIIyCKa IO YXO/Iy 3a peOEHKOM, OTIIyCKa 6e3
COXpaHEHHUs 3apadOTHOM MIIATHL, JUIMTEIbHBIC KOMAH IMPOBKH)

02-01-03 | Ilpukassl  gupekTOpa YUpeXKOeHWss O JHYIHOMY cocTaBy | 50 jet DIIK
(moompeHre, HarpaxaeHHWe, OIIaTa TpyAa, IPEMHPOBAHHE, c1.196
pa3JIMYHbIE BBIILIATEI)

02-01-04 | Xypran ydera NDOKYMEHTOB IO JIMYHOMY COCTaBy (IIOOLIpEHHE, 50 m.
HarpaxJIeHue, oriata Tpyaa, IpEMUPOBAaHHUE, Pa3InyHble BEIUIATE) | ¢T.258 6 (1)

02-01-05 | Ilpukassl mupekTOpa VYUpexaeHus IO JHMYHOMY COCTaBy (O i
JMCIMIUIMHAPDHBIX ~ B3BICKAHUAX, €XETOAHBIX  OIUIAYMBAaeMEIX | CT. 19 6 (2)
OTIyCKaX, OTIYCKax, B CBA3M C OOy4eHHEM, KpPaTKOCPOYHBIX
BHYTPHUPOCCHICKHX H 3apyOeKHBIX KOMaHIHPOBKAX)

02-01-06 | Kypman yuera [JOKyMEHTOB [0 JHMYHOMY COCTaBy (O 5 et
JUCHUIUIMHAPDHBIX ~ B3BICKAHMSX, €XETOJHBIX  OIUIAYMBaeMEIX | CT.258 6 (2)
OTIyCKaX, OTIYCKaX, B CBA3U C OOydYeHHEM, KpPaTKOCPOYHBIX
BHYTPHPOCCHHCKHX M 3apyOEKHBIX KOMaHIUPOBKAX)

02-01-07 | XKypHan perscrpannu TpyI0BEIX JOTOBOPOB 75 ner,

cT.695 6

02-01-08 | XKypHan permcTpaliy HOMOIHATENBHEX COTTANICHAH K TPYIOBEIM 75 ner,
JIOTOBOpaM cT.695 6

02-01-09 | Kaura BeInaun (yuera qBUKEHHS) TPYIOBBIX KHIDKEK M BKJIAMBITIEN 78 I,

K HUM cT.695 B

02-01-10 | JInunble nena pabOTHUKOB YUpeKICHHUS 75 net JIIK

CT.656 6

02-01-11 | JIugmsre mema pykoBomuTeneil YupexaeHus ITocrositHHO

cT.656 a

02-01-12 | JInunble KapTOUKH PAGOTHUKOB, B T.4., B)EMEHHBIX PaGOTHHKOB (T-| 75n. 3IIK,

2) cT.658
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02-01-13 | TpymoBbIe KHIKKH pabOTHHKOB o
BOCTpeOOBaH
us (1)
cT.664
02-01-14 | I'paduxu npenoCTaBIECHNS OTIIYCKOB Ir.
cT.693
02-01-15 | IpaBuna BHYTpEHHETO TPYIOBOIO PACHIOpPsaKa Y IpeKICHHU 1 rog
ct.773 (1)
02-01-16 | IIpoToKOIEI  3acelaHMIA, IIOCTAHOBJICHUSA  arTecTanmuoHHBIX | 15 mer OIIK,
KOMUCCHI; JOKYMEHTHI (IIPOTOKOJIBI, OFOJUIETEHH | Ap.) K HEM cT.696
02-01-17 | IllraTHEle pacnucaHus YUpexaeHus, H3MeHe ) K HeMy. Komun JMH
02-01-18 | JloxanbHBIe HOPMaTHBHEIEC aKTHI (HOJIOKEHHUS, HHCTPYKIIHH, ITocTostHHO,
[IEpeY€eHb, IPaBUIIa) 0 06paboTKe (3aIMuTe) IePCOHANBHEIX CT.655 a
JIAaHHBIX PaOOTHUKOB Y UpexKICHUSI
02-01-19 | MHCTpYKIIMS 1O  [JENONpPOM3BOIACTBY OPraHM3AIMU-HCTOUHHKA 3r.
KOMIUTCKTOBAaHHUS Y UpexkKIeHus, paspaboTaHHas B rocyaapcTBeHHOM | ¢T. 27 6 (1)
apxuBe HoBocubupckoit obmactu
02-01-20 | ToxymeHTHI  (mEpemHCcKa, CBeNeHWs, 3asBKE H fAp.) 06 | S yer DIIK,
aJIMAHMCTPAaTHBHO-OPraHU3aIIMOHHON paboTe C EHTPOM 3aHITOCTH ¢T.89
02-01-21 | Tabexnp ydera pabodero BpeMeHH 5 mer,
cT.586 (1)
02-01-22 | Homenxuarypa nen Otiena Kaapos JI3H
ct. 200 a
02-01-23 | ITonoxernue 06 Otnene kanpos. Konus IIMH
02-02 | Bounckwuii yuer u GpoHHpoBaHHe
02-02-01 | I'ozoBO# IJTaH BOSHHO-YYETHOIO PabOTHAKA 3 I
cT.285 6
02-02-02 | Kaprouka yuera oprauusanuu (Gopma Nel) 5.
cT.469 6
02-02-03 | JImunsle xaprouku (hopma T-2 BYP) 50 netr JIIK,
CT.658
02-02-04 | Ilepenmcka 10 BOWHCKOMY y4eTy paOOTHHKOB 3 rona,
cT.690
02-02-05 | )KypHam npoBEpPOK  OCYIIECTBIEHHS BOMHCKOIO ydYeTa H 5 zer,
OpOHMpPOBAaHUS I'paKAaH, IPeOHIBAIONIMNX B 3aI1ace cT.692
02-02-06 | XKypman ygera rpaxnad, IpeGHBAOIMX B 3amace, ITOIyIHBIIAX S
UHBATMIHOCTD WK 3aIBUBINKMX 00 M3MEHEHHUH COCTOSHHUS 31J0POBbS ct.477
02-02-07 | XKypHan yueTa KapTOUeK JIAL, IOUIEXKAINUX BOMHCKOMY YeTy 50 7.
cT.695 6
02-02-08 | XKypHan y4era JTUCTKOB COOOIIEHHS 06 H3MEHEHUH CBENEHHUH O S I
TpaXIaHax, COCTOSIMX Ha BOMHCKOM y4eTe cr.477

8.1. VisMeHeHus 1 IONONMHEHHS B HacTosiee [1onokenne BHOCATCS IPHKA30M TMPEKTOpa

8. Hsmenenmue Ilosto:xenus

Yapexenus no cornacoBanuio ¢ O6mmM cobpaHneM paGoTHHKOB YupexneHus.
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