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1. O01ue moJ10KeHu s

1.1. Kommiexc obmexutuii (nanee — KO, Otnen) sBasieTcs CTPYKTYpHBIM nojapaszaeineHueM bY
BO «Cyprytckuii rocynapcTBeHHbIH yHUBepcHuTeT» (Hasee — Cypl'Y, YHUBepcuTer).

1.2. [TortHOE HAaWMEHOBAHHWE IMOAPA3NCICHUS — KOMIUIEKC OOImex)uTui, cokpaménnoe — KO,
00IIIe)KUTHE.

1.3. Otaen co3aan mo nmpukasy pektopa ot 31.12.2015 Ne 4436/k.

1.4. Otnen peopraHu3yercss ¥ JHUKBUAMPYETCS B YCTAaHOBJICHHOM 3aKOHOJIATEIbCTBOM
Poccuiickoit ®enepannn nopsake npukazom pekropa Cypl'Y Ha ocHOBaHMM perieHHsT YUYEHOro
COBETa Y HUBEPCHUTETA.

1.5. PykoBoactBo KO ocymectBisercs 3aBeayronuM OTaena, KOTOPBIM HEMOCPEACTBEHHO
MIOAYMHSIETCS MPOPEKTOPY MO MOJOIEKHOM MNOJauTHKE. 3aBenyromuid OTaena Ha3Ha4aeTcs Ha
JOJDKHOCTH U OCBOOOXKIAETCS OT JAOKHOCTH B YCTAHOBJIEHHOM 3aKOHOJATEIHCTBOM TMOPSIAKE, HA
OCHOBaHUH IIPHKa3a PEKTOpa IO pe3yiabTaTaM coOece0BaHUS.

1.6. B cBoeit gestenpHocTH OTACT PYKOBOJACTBYETCS:

— Koncrurynueit Poccuniickoit ®eaepanuu;

— TpynoBeim kozekcoM Poccuiickon @enepanuu;

—  XumumaeiM kogexcoMm Poccutickoit Gpeneparmmy;

—  @enepanbHbIM 3ak0HOM OT 29.12.2012 Ne273-D3 «O6 obpazoanuu B Poccuiickoit deneparium»;

—  @enepanbHbIM 3aKOHOM OT 27.07.2006 Ne 152-D3 «O nepcoHaIbHBIX TaHHBIX);

—  ®enepanbHbIM 3aK0HOM 0T 17.07.1999 Ne 178-D3 «O rocymapcTBeHHOH COMUATBFHON TOMOIII»;
— Ilucemom @enepanbHOro areHTCTBa Mo oOpa3oBaHuio oT 27.07.2007 Ne 1276/12-16
«O HampaBieHUU JIsI UCIOJIb30BaHUS B pabore [IpuMepHOTro MONOXKEHUS O CTYACHYECKOM
OOIIEKUTUI;

— 3axonHom XaHTbI-MaHcuiickoro aBToHOMHOT0 okpyra — FOrpst ot 06.07.2005 Ne 57-03 «O
pPEryJIMPOBaHUU OTJCIbHBIX KUJIUIIHBIX OTHOWIEHWH B XaHTbI-MaHCUHCKOM aBTOHOMHOM
okpyre — FOrpey;

— IlocrtanoBnenuem IlpaBurenbcrBa XaHTbI-MaHCUNCKOTO aBTOHOMHOTO okpyra — FOrpsl oT
30.12.2005 Ne 262-m «O mopsiiKE TPEIOCTABICHHS CITY)KCOHBIX >KHIIBIX TMOMEIICHHA M YKUJIBIX
MOMEIIEHUN B OOIIEKUTHUAX CICIUATM3UPOBAHHOTO KUIUITHOTO (hoHaa XaHThI-MaHCHIICKOTO
aBTOHOMHOTO OKpyra — FOrpsi»;

— WHBIMM JEHUCTBYIOIIUMU 3aKOHOJATEIbHbIMU akTamu Poccuiickoint denepannu;

—  YcraBoM BY BO «Cyprytckuii rocyJapcTBEHHbI YHUBEPCUTETY;

— Komnexktuubim gorosopom Cypl'VY;

— IIporpammoii pa3zBuTHsl Y HUBEPCUTETA,

— IlpaBunamMu BHYTPEHHETO TPYAOBOTO PACHIOPSIIKA;

—  Muccueii, [Tonmutukoii u nenssMu Y HUBEpCUTETa B 001aCTH KA4eCTBa;

— PCYOT «Cucrema ympaBneHHss OXpaHOW Tpyda U obOecriedeHus  Oe30MacHOCTH
00pa30BaTEIHLHOTO MPOIIECCAY,

— CTO-4.1.2 «Crynenueckue oomexutus Cypl'Y»;

— CTO-4.1.3 «llonoxxeHne O CHEMUATM3UPOBAHHBIX JKWIBIX Tnomemenusx bY BO
“CypryTckuil rocy1apCTBEHHBI YHUBEPCUTET »;

— CTO-5.4.1 «Ilopsimok cbopa n 06pabOTKH MEPCOHATBHBIX JTAHHBIX PAOOTHHKOB, 00YJaIOLHXCS
Y TPETHUX JIUIIY;

— TIpUKa3aMUu U PacCHOPSIKEHHUSIMU PEKTOPA,
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— pemenusMu Y4yénoro coera, CoBeTa o KayecTBy;

—  pacmopsHKEHHSIME IMTPOPEKTOPA IO MOJIOACKHOM MOTUTHKE,

— HactosumM [lonoxxenuem.

1.7. PaboTa Otnena opraHusyercs B COOTBETCTBHH C TPYAOBBIM 3aKOHO/ATENbCTBOM Poccuiickoit
®enepannn, HacTosmuM [lonoxxenueM ¢ yuérom minana padotsr KO.

1.8. B mepuon otcyrcTBus (KOMaHIUPOBKA, OTIIYCK, OONe3Hb) 3aBedyromero OTmenoMm ero
¢byukuuu ucnonsger cotpyanuk KO, Ha3HauaeMblil B yCTaHOBIIEHHOM 3aKOHOM mopsiike. Jluno,
3aMeniamoniee 3aseaytouiero OTxaenoM, NPHOOPETaeT COOTBETCTBYIOLIME IIpaBa M HECET
OTBETCTBEHHOCTH 32 HaJ[Ie)KAIIEe UCTIOTHEHUE TOJDKHOCTHBIX 0053aHHOCTEH.

2. llen u 3agauu

2.1. OcHOBHBIMU TIENAMHU JiesTeabHOoCcTH OTaena IBISIOTCS:

— opraHumzanus ObITa TIPOKMBAIONIUX U MOAJACPKAHWE B TIOMCIICHUSAX  OOIICKHUTHS
YCTaHOBJIEHHOTO TTOPSIKA;

—  OCYIIECTBJICHUE JEATEIBHOCTH TIO XO3SHCTBEHHOMY MW TEXHHUYCCKOMY OOCITYKUBaHUIO
30aHUI U IIOMEIEHUI OOIIEKUTHIA;

— ydacThe B TOJATOTOBKE M WCIIOJIHEHUU YIPABICHYECKUX PEHICHUH pPYKOBOJCTBA TIO
BOIIPOCaM aJMUHHCTPATUBHO-XO3MCTBEHHOT0 obecneuenus aestenbHoctu Cypl'V.

2.2. JIns MOCTYKEHHSI TIOCTABICHHBIX Tiesield OTIeN penraeT Cieayonue 3aaqn:

— CcoJepXXaHUE B HaAJEXKAlleM COCTOSHHUU OOIIEKUTHH YHHBEpCHTETa B COOTBETCTBUU C
TpeOOBaHUAMH, ITPABUIAMH U HOPMAMH CAHUTAPHOU U TOKapHOM 0€3011aCHOCTH;

— obecrnieueHrne (DYHKIIMOHUPOBAHHS OOIICKUTHN COBMECTHO C COTPYAHHKAMHU CTPYKTYPHBIX
MTOAPA3ACIICHUN:

— 3acelICHHE HaIpaBIsEMBIX B OOMIEKUTHE OOydarommxcs, pabOTHUKOB YHHBEpCUTETa U
BBICEJICHHE JIHI], 3aKOHYMBIIUX padOTy WIH 00y4YeHUE,

— o0ecricueHHWE TMPOTHBOMOXAPHOH W OOIIECTBEHHOW OE€30MacHOCTH TPOXXHBAIONIUX B
OOIIC)KUTHUSIX COBMECTHO ¢ 00CTY)KUBAIOIIUMH OPTraHU3AIHSIMH,

—  YKOMIUICKTOBaHHE OOIICKUTHI MeOelbo, 000pyJOBaHUEM M JPYTUM HWHBEHTAPEM, UCXOMISA
13 HOPM 000PYyIOBaHMS CTYICHUCCKUX OOIICKUTUH MEOEITbIO U IPYTUM HHBEHTAPEM.

3. ODyHKUHMH U OJTHOMOYUS

3.1. Otnen yyactByeT B peanuzanuu cieayromux npoueccoB CMK YHupepcurera:

— 4.1. «ConuanbHas IOAJAEPKKa COTPYIHUKOB U CTYJICHTOBY,

— 5.2. «Yupasnenue nHPPACTPYyKTypOil ¥ MPOU3BOJACTBEHHON CPEIoiiy;

— 5.3. «YnpaBneHnue aiIMUHUCTPATUBHO-XO3MCTBEHHOM JESITEIEHOCTHION,

— 5.9, «YnpaBnenue 3aKynkamm».

3.2. B pamkax peleHus] TMOCTABJICHHBIX 3a/lad W peaju3alvy yKa3aHHbIX mpoieccoB OTaen
BBITOJTHSET CJICAYIONNE OCHOBHbIE (DYHKIINU:

8 PAMKAX COOEPAHCANUS 8 HAONeHCAUeM COCMOSHUU obuexcumull YHueepcumema 6 coomseemcmeuu
¢ mpebo8aHUAMU, NPABUIAMU U HOPMAMU CAHUMAPHOU U NOHCAPHOU OE30NACHOCTNU:

— IUIAHUPOBAHME M OpraHU3alldsg PEMOHTAa MOMEHICHUN OOLIEKUTHS, KOHTPOJIb 32 KaYeCTBOM
€ro MpoBeACHUs, TPUEMKAa BbITIOJIHEHHBIX PEMOHTHBIX PadoOT;

— PYKOBOJACTBO paboTamu MO OJaroycTpoiCTBY, O3€JICHEHHIO U YOOpKe MpHIIerammei K
OOUIE)KUTUAM TEPPUTOPHUH, APXUTEKTYPHO-XYI0KECTBEHHOMY odopmiieHUI0 (acaaoB 37aHUM,
MPOXOAHBIX U T.1.;
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— o0ecriedeHre YUCTOTHI U TTOPSJIKA B 31aHUSIX U iomemneHussx KO;

6 pamkax obecneueHus QYHKYUOHUPOBAHUS OOWEHCUMULL COBMECMHO C COMPYOHUKAMU
CMPYKMYPHBIX NOOPA30eIeHULL

— obecrnieueHre HOpMalbHOTO (pyHKIHOHUpOBaHUS OTIENa COBMECTHO C OOCIYKMBAIOUIUMHU
opranuzanusiMu (yOopka TEppuUTOpUM OT Mycopa U CHera, IOCTaBKa 3JIEKTPOIHEPTHH,
BOJIOCHA0KEHHE, COJIepKaHNE KaHAIU3AUU, TU(TOB U T.11.);

— ydyacTHe B WHBEHTapU3allMH 37aHHi, MOMENIeHHUH, 000pyI0oBaHUS B LEISAX KOHTPOJS HX
COXPAHHOCTHU M TEXHUYECKOTO COCTOSTHUS;

8 PAMKAX 3aceNlenusl HanpasisieMublX 8 oowedxcumue ooyuarouuxcs, pabomnukoe Yuueepcumema
U 8blcenenusl Uy, 3aKOHYUBUUX pabomy uiu obyuenue:

— 3acelieHHe U Bbicenienue oOyvarommxcs u padotarkoB Cypl'Y cornacHo npukasy;

8 pamkax obecneueHusi NPOMUBONONHCAPHOU U 0OWeCMBEHHOU 6e30NACHOCINU NPOAICUBAIOWUX 8
00UeAHCUMUAX COBMECTHO C 0OCTYHCUBAIOWUMU OP2AHUSAYUAMU,

— ydYacTHe B NMPOBEJICHUH IMPOTUBOITOKAPHBIX MEPOIIPHUSATHH;

— MPOBEACHHE MPOTUBOIUIEMUIECKUX MEPOTIPUSITUH;

— KOHTPOJIb 3a COOJIOJIGHHEM TMPOXKHUBAIOIIUMU B OOIICKUTUA YHHUBEPCUTETA MPABUI
MOKapHOM 0€30MaCHOCTH U TEXHUKU O€30MaCHOCTH;

8 PAMKAX YKOMNAEKMOBAHUSL 0OWexrcumuti mebenvio, 060pyo0osaHuem u Opysum UHBEHMAPEM,
UCX0051 U3 HOPM 000PYO0BAHUSA CIYOEHUEeCKUX 00uencumuil mebenvio u OpyeuUmM UHEEHMAPEM..

— obecniedueHre oOIIEKUTHI YHUBEpCUTETA MEOEIBIO, X035 HCTBEHHBIM HUHBEHTAPEM;

— opraHu3aiusi MpOBEACHUS CBOCBPEMEHHOTO PEMOHTAa MeOeld, KOHTPOJb 32 COXPAaHHOCTHIO
WHBEHTAPS U XO3UCTBCHHBIX MPUHAJICKHOCTEH;

— OCYIIECTBJICHWE HWHBIX (QYHKIUNA TIO YIYYNICHUIO SKWJIUIIHBIX W KYJbTYPHO-OBITOBBIX
YCJIOBUH B OOIIEKUTHSIX B TIpeiesiaX CBOCH KOMITCTCHITHH.

3.3. Pacnipenenenue obs3aHHOCTEN Mexay corpyaHukamu OTena OCYIIECTBISIETCS Ha OCHOBE
JOJDKHOCTHBIX ~MHCTPYKIIMH ¢ y4€TOM BHYTPEHHEW CICIHMAIU3alMA  PaOOTHUKOB  TIO
HaIpaBJICHUIM JiesiTeapHocTr OTaena.

3.4. 3aBenyrommii u coTpyaHukd KO B COOTBETCTBHHM C paclpelelieHHeM OO0s3aHHOCTEeH B
JOJKHOCTHBIX WHCTPYKIIMSIX SIS BBITTOJIHEHUS CBOMX O0SI3aHHOCTEH MMEIOT MPaBo:

— TpeboBaTh OT MPOXKHUBAIOIIMX COOJIOJCHHUS YCTAHOBICHHOTO TOPSIIKA CKIAJAUPOBAHUS H
XpaHEHHs] MaTEpUaJIbHBIX IEHHOCTEN Ha 3aKPEIUIEHHOM 32 HUMHM TEPPUTOPUEH U COAECPKAHUS €€
B YHCTOTE U TIOPSIKE;

—  OCYIIECTBIISITH CBS3b C JPYTMMH OPTraHU3AMIMH 110 BOTIPOCAM, BXOISIIMM B KOMITCTCHIIHFO
Otnena;

—  3ampaiuBaTh U MOJy4aTh OT BCEX CTPYKTYPHBIX IMOJApA3/EICHUN YHUBEPCUTETA CBEACHUS,
HEO0OXOIMMBIE IS BHITIOJTHEHUSI BO3JIOKEHHBIX Ha OtTnen (yHKIUNA W PElIeHUs] MOCTaBICHHBIX
nepen OTaenom 3aaay;

— BHOCHUTH TMPEIJIOKCHHS [0 OpraHu3aluyd padOThl MO BBIMIENEPEYUCICHHBIM BOIPOCAM
MIPOPEKTOPY MO MOJIO/ICKHON MOTUTHUKE;

— MPEeAOCTaBIsITh PEKTOPY W TPOPEKTOPY IO MOJOJCKHOW TMOJUTUKE TMPEIJIOKCHHS O
MOOIIPEHUH OTIWYUBIINXCA COTPYAHUKOB OTneNa W HaJIOKEHWU B3BICKAHWNA HA HApYIIUTENEH
TPYJIOBOM TUCIUTUIHHBI;

—  TIOBBINIATH KBATH(DHUKAIMIO B COOTBETCTBUU ¢ TpyaoBbIM KojiekcoM Poccuiickoii denepanuu.
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4. OTBeTCTBEHHOCTDH

4.1. 3aBenyrommii u corpyaHukun KO HecyT OTBETCTBEHHOCTh 3a HEHAJJIEXKallee |
HECBOEBPEMEHHOE BBINIOJHEHHE (QYHKLUMH, MPeayCMOTpeHHBIX HacrosimuM [lonoxenuem, a
TaKKe 3a KaueCcTBO U 3(PPEKTUBHOCTDH PEATM3yEMBbIX MPOIIECCOB.

4.2. Ha 3aBenyromero OTienoM Bo3naraercs nepcoHaabHasi OTBETCTBEHHOCTH!

— 3a opraHmzauuio aestenbHocTd KO 1O BBINONHEHHIO BO3JIOKEHHBIX Ha HEro (yHKUUM |
PELICHUIO TOCTaBJICHHBIX [I€Pe/l HUM 3a/1a4,;

—  OpraHM3aLMIO ONEPATUBHOM M KauyeCTBEHHOW MOATOTOBKM HMCIIOJHEHMs JOKYMEHTOB B OTaere,
BEJICHUE JIEJIONPOU3BO/ICTBA B COOTBETCTBUM C ICHCTBYIOUIMMHU PAaBUJIAMU U MHCTPYKLUSIMU;

— cobmonenue padotHukamu OTnena TpyAoBOW TUCUUIUIMHBL, [IpaBuia BHYTpEHHETO TPYJ0BOTO
pacropsiika;

— 1noadbop U paccTaHOBKY paboTHUKOB OTJena;

— obecrnieueHre COXpaHHOCTH UMYILECTBA, HAXOIALIETOCS B OJb30BaHUM paboTHUKOB OTaena.
4.3. OTBeTcTBEHHOCTh cOTpYAHUKOB KO ycTaHaBmMBaeTcss WX AOKHOCTHBIMU MHCTPYKIHSIMHU,
[IpaBuiaMu BHYTPEHHETO TPYIOBOI'O pacropsiaka, AeHCTBYIOIIUM 3aKOHOaTeNbcTBOM Poccuiickoit
ODenepanun.

5. B3auMOOTHOIIIEHHE W CBSI3H € MOAPAa3AeJIeHUIMH

5.1. Inst pocTuXKeHHs TOCTAaBICHHOW 1eiaum u pemeHus 3amad KO B3aummonelcTByeT cC
PYKOBOJICTBOM H JIPYTUMU CTPYKTYPHBIMU TOJIpa3ICICHUIMH Y HUBEPCUTETA!

HaunMmeHnoBaHue
nojapasziaejeHust u/min Monyyenne IIpenocraBiaenune
JOJKHOCTHOTO JINIIA

Bunewnue opzanulauyuu

Opranu3amus 1mo — 3asABKH HA PEMOHT JUPTOBOTO
00CITy)KHBaHUIO JTU(PTOB B 000pyI0BaHHUSI

Opranuzarus 1o — 3a4BKM Ha 3aMEHY, YUCTKY U3BeIllaTelIeH,
00CITy’)KUBAHUIO MPOBEPKY paboTOCIOCOOHOCTH

CHUCTCMbI OXPAHHO —
TMMOXXAPHOI'O OINMOBCIICHHUA

YCTaHOBJICHHOTO 00OPYIOBaHHS

Opranuzaiys 1o yoopke
TEPPUTOPHH OT CHETa

— 3asBKW Ha YOOPKY IpHUIIeraronien
TEPPUTOPHUH OT CHETa

Opranusaiys 1no BeIBO3y
OBITOBOTO U

— 3aj4BKH Ha BBIBO3 KPYIMHOTa0apUTHOTO
Mycopa

KPYIMHOTabapuTHOTO
Mycopa
JHonxncnocmuvie nuya u noopazoenenus Cypl’yY
Pekrop — TIPUKAa3bI; — ciyXeOHbIe 3al1CKy;
— pacnopspKeHHs
[IpopexTopsl — pacnopspKeHHs — cayxeOHbIe 3aMCKU
VYnpasnenue — CcIyKeOHBIE 3aIHCKU — wuH(OpMAaIHSA 1O KUJIBIM TOMEIICHUSIM B
HUMYIIECTBOM H OOMICKHUTHSX;
MaTepHaIbHO- — CIIMCKY BBIEIKAIOLINX JOHKHUKOB O
TEXHUYECKUM orJiate 3a MpPOXUBaHUE, HE CHATHIX C
obecriedeHueM pETUCTPAIMOHHOTO YUETa;
— aKTBl OCMOTpA MPUJIETAIOIIEH TEPPUTOPUH;
— wuH(OpMaIHs N0 3aCETICHUIO, BRICEIICHUIO
Otnen kagpos — ciy)XxeOHBI€ 3aITMCKU — rpaduku oYepelHbIX OTITYCKOB paOOTHHKOB;

— Tabesb yuéra paboyero BpeMeHH
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AIMUHHUCTPATUBHBINA — KOTIHMH HOPMAaTHUBHBIX H — CIy)XeOHBIE 3aITUCKU;
oTaen OpraHU3alMOHHO- — MPOEKTHI JOKYMEHTOB, aKTOB JJIA
paclopsIAUTEIBHBIX JOKYMEHTOB B | COTJIaCOBAHMS
COOTBETCTBHUHU CO CITUCKOM
pacChUIKY;
— CcIry’)keOHBIE 3aITUCKU
Ortzen oKCITyaTalMM M | —  CITy)KeOHBIE 3aIIUCKH — CIy)XeOHBIE 3aITUCKU;
TCXHUYCCKOr o — 3asBKH Ha 3aKyIIKy HHBEHTapsl, MeOelH,
00CITyKBaHHS 060pPYI0BAHN;
— 3aj4BKHM Ha pEMOHT 000py10BaHMUS;
— aKTBl OCMOTpa 000pyI0BaHMUSI
Otnen 1oxonoB — chyeOHbIe 3alHCKy; — wuHbOopMaNHs ATl HAYHUCIICHUS
— JKypHaJl IOKa3aHUH KOMMYHAaJIbHBIX IUIATEKEH;
WHJUBHAYAJIBHBIX CUETYMKOB — aKThI IPUEMKU HA KOMMEPYECKUHN YUET
CYETYMKOB XOJIOJTHOTO U TOPAYETO
BogocHaOxeHus (XI'BC) u TemmocyéTankoB
IOpunnueckuii otnen — ciyeOHBIE 3aIHCKH; — MPOEKThI IPUKA30B AJI1 COTJIACOBAHMSI;
— YBEIOMIJICHHS, — MPOEKTHI JOKYMEHTOB, aKTOB JJIS
—  WHQOpPMAIMOHHbBIE THCHMa COTJIACOBAHUS;
— aKThl OCMOTpa OMEIEHUN
Otnen o BHEY4YEOHO — PpacmopsbKeHUS, — uHpOpMAaIH O IPOKUBAIOIIHX,
paboTe co CTyICHTaMu — ciyeOHbIe 3alHCKH BBICEIITFOXUMCSI 00YJarOIINXCS
Otnen MEHeIKMEHTa — CIy’)KeOHBIE 3aMHCKH; — e)XXeKBapTaJbHbIE U T'OJJOBbIE OTUETHI O
KauecTBa 00pa3oBaHUS | — komuu BCex JOKyMEHTOB, JESATEIBHOCTH KOMIUIEKCA OOLICKUTHH;
CBSI3aHHBIX C JEATEIbHOCTHIO — IUIaH paboThI Ha TOJ;
MOJpa3/IeICHUS — npoekThl JokymeHToB CMK
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CMK CypI'V IICII-4.04-23

Pemaxist Ne 1
~> CHeTeMa MEHEIKMEHTA KadecTsa TToJs10:keHEE 0 KOMILTIEKCE O0IIe:KATHI
e cTp. 7 u3 8
JIMCT perucTpauuu U3MeHeHU
Jdara
Ne Copep:xanue U3MeHEHHUs U €ro Homep HAara ®.1.0. padoTHUKA, Aara BCTYIICHUS
MOANUCAHUS BHeCEHUs
H3M. KOOPIAUHATHI npHKa3a BHeCIIEr0 U3MeHEeHUs U3MEHEHUs B
npuKasa H3MeHEHHs! cnty
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Pepaxius Ne 1

ITo10:keHNE 0 KOMILIEKCE OOIIEKNTHIH
oy Y
,{AJAP,,/ CI/ICTCMa MCHCI?)KMCHTA Kaue€CTBa CTp. 8 3 8
JIncT o3HaKoOMJIeHUA
Ne
u/n JloskHOCTH d.N.0. Jlara IMognucek




