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Практические задания
Задание 1.
Сформируйте дело «Приказы об административно- хозяйственной деятельности». Оформите обложку дела и лист- заверитель.
Задание 2.
Оформить номенклатуру дел ООО «Тополь» и определить порядок расположения дел в разделе 03 «Служба персонала». Индексы дел, количество дел и другие необходимые данные указать самостоятельно.
1. Личные дела работников организации.
2. Приказы о предоставлении отпусков.
3. Приказы по административно-хозяйственной деятельности.
4. Штатное расписание и изменения к нему.
5. Приказы о приеме на работу.
6. Переписка об оформлении командировок.
7. Документы о стажировке сотрудников (приглашения, счета и др.).
8. Правила внутреннего трудового распорядка.
9. Переписка об организации курсов (иностранных языков, компьютерные).
10. Отчеты о предоставлении кредитов сотрудников.
11. Журнал выдачи трудовых книжек.
12. Личные карточки работников
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Homenknarypa nen oprauusaunu 1a npeACTORII KaneH apHLIH
O COCTABSETCA B TIOCAEANEN KEIPTTe TEKYIErO 02

‘Coracoainas ¢ apxHBHLIM YIPERIEHHEM HOMEHKIATYP e 5
KOIIe KAAOrO FO1a YTOUIACTCA, YTREPAIICTCA PYKOBOTTECN Opra-
AL 1 BBOTICS B AelicTAE ¢ | AUBAPS CIEAYIONED KaTEHAIPIO-
roroza

'HOMEHKITYDa 761 COTTACOBMBACTCR € ApXHBHIAN YUPEAIEHHEN.
He pese oaHoro pasa 5 S ser. B ciyae KopeMHOrO wveneR dyik-
Ll 1 CTPYITYPH OFANISAUNH PASPACATHBIETCR HOBIS HOMHKIATYPA
sen

B OGHSATENLIHOM NOPRINE FOTANM COCTARIATS HOMEHKIZTYPY
e IDEATIATI, TIEPEOLIE AOKYMENT B FOCY AapCTBNHLE apXs
(.2 7. 20 Geepanoro saxoma or 22.10.2004 Ne 12503 «06 ap-
xushon aene 8 Poccuiickoit DeAepaiuun, BBoANas wacrs, OCHOBILX
npasiun paGoTis apxusos opramsaui, onoGpemux Pememien Ko-
erun Pocapxusa o 06.02.2002):

 rocyapeTBeILe 1 MyHMIMTATLIE;

 HerOCY TAPCTBENILIE B YACTH JOKYMEITOB, OTHECEHILX X FOC-

Ocransusse npeanpusis we oGwsauss pspaGaTisans A
Hepeveis, OIHAKO O OGIEFACT CHCTEMITISAILNIO 1t XPANEHHE A0KY-

Hovenknatypa sen peusaer creayioume sazaui:

© VilrmumacT ace e, KOTOpE (OpMIPYIOTCA B OprasALE;

 Ppynmupyer i 1 OGCCTICUHRACT Hx COXPANIOCTE;

«Ofizeruaer i nonc;

T'padius HOMEHCIATYpH A€x OpramN3LIN, €€ CTPYKTYPHLIX 1O+
paseEHMH SAMOTHAIOTCS CIeAYIOMIM OGPa3ON.

B rpacbe | HOMeHKATYPH e NPOCTAIIOTCH HIEKCH KAJIOTO
e, BKTOUENNOTO B HOMEHKIATYPY. HitieKe Aena cocTouT i yera-
HOBIEHHOTO B OpraisaUH UKPPOBOrO 0BOMAUCHIE CTPYKTYPHOTO
HOpa3 e EHIS 1 HOPAIXOBOTO HONEPA SACHOBKA 7e1a 110 HOMENKTA-
Type fen  mperensx cTpyKTypuoro nompaenes. Hintexcu fen
oGoswavaioTes apaGexusat wugpavi. Hanpuviep, 02-03, ae 02— mn-
ke CrpyKTYpHOrO noapastenenus, 03 ~ HOPS KB HOMEP 5aroT08-
ka Ae7a 10 HOMeRKAATYPE Ae1.
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B HOMEHKIATYDE /€T PEKOMENIYETCH COXPAHATL OJMHAKOBHE
JITEKCH 713 OAHOPOIX e PASAIX CTPYKTYPHLX MoAPBAEAEHH
(manpanenni rexrenocTH).

Tpmsiep: «[lprxaset 1o ocnosnoii Aestensiocrn» (02-03, 03-03,
0403 u7.2).

B rpaiby 2 nowenkuaTypst A€ BKmOSaIOTES Faronomn e (To-
sow, uacrei)

Tlopaox pacnozomenns saroroskon Aen Byrpn pamenon n
OIPAVIEION HOMENKIATYpH e OMPEIEIAETCA CENENtO BIHOCTH
AOKYMEITOD, COCTaRTOW ACKa, I X BNOCHATI0

Buatare pacTOTATaIOTCR HFOTOBKH ACA, COXEPRAIX OpraII-
sauomo-pacnopsTeTsIyI0. AOKyNeTato. Tlpn 3Tow sar0x0BKH
7€, COTepAQUIIY MOCTANOMTEHHA 1 MPHKAZ BIIECTOMUIY Opray-
AU, PaCTOTAaIoTCA NEpeR JAFOTOBKANH e ¢ MPHKAIANN PyKoBo-
frers oprammawmn Jlanee - pacnonaraiorcs  saronomk zex,
conepmaturx nanome 1 oTIETHE TOKYMENTH.

3aron0mKut 2€1, ABEACHILIX M0 reOrpaHIECKONY H 10 KoppeC-
MOWACHTCKOMY MK, BHOCKTCA B HOMEHKTATYPY 2e7 o afani-
1y reorpaiwsccxn nasmai A KoppecTONACHTOR.

3aron0n0x fena A0mKen ueTKO 1 B 0GOGMEOI (opue oTpa-
KATH OCHOBNOE COXCPIRAIIE 1 COCTaD AOKYNEHTOD AETa.

He nonycxacTes ynoTpeGcHye b Jr070BKE AE7a HEKONKPETILX
opyHpoBOK (<P METEpHATH, «0OAS mepemHCKa) 1 T. 1), &
TaKKe BBOILX 108  CAOANLIN CHITTAKEIIECKIEX 060POTOD.

SaronomKi Aen woryT yrounsTICR B MpOUCcce dopwHpoBaNIS 1
odpopurema zen.

‘Cocran >rewerrTon sarononKa e, PacroTarENHX B NPHHATOH
OC7EAOBATETHHOCTH, OMPEAESETCA XaPaKTCPOM AOKYNEITTOB AE7a.

B 3aro7oBKax Aex, COREpRAUIX ZOKYMENTH 10 OZOMY Bopo-
€Y, MO He COTIITIX MOCIEAVBATENLIOCTSIO ACTOMPOHIROLCTD, B Ka-
“eCTBe WA AN YTIOTPEOIAETCR TEPNII (AOKYNNTID, @ B KOMIE
2Ar0708Ka B CKODKEX YKHMBIOTES OCHOBHME PIMIOMLIOCTH AOKY-
MeirTon, KoTopie 20T GurTe B e

Tipmwiep: «/loxywenTsi o nposeemn naymx xonbepei 1
emamosmywon (nrai, crcx, AOKTT).

aronomKut €7 o BOTpOCaN, HE PEIpEmEIILN B TEEHNHE OO~
1O FO1a, ABINOTER (IEPEXOTAIMID I BHOCKTCS B HOMENKIATYPY 7en
oprammaum crexyromero roza ¢ Tew e MzEKcoN

EC 1e70 GYACT COCTORTS 3 HEGKOTLIX TOMOB LM HaCTEH, To
CocTannseTcs OGMIi ArOTOBOK fIeNa, A ATEM MPH HEOGXOIMOCTIH
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‘COCTARTIFIOTES FATONOBKH KIKAOTO ToMA (4ACTH), YTOUHSIOIHE COREp-
[ ——

B rpagie 3 nOMCHKIATYPH fen YKIOMBAETS KOTHIECTSO AET
(rowop, wacrei). Ona SAMOAETES o OKOTa KAIEHAIPHOFD FOTL

B rpade 4 ysasunaiores cpox xpancis Aesa, Howepa cratei 10
nepesmo (rumosoy, seoNCTREHIONY), & M €FO OTCYTCTO ~ 1O
Tanovoli s mpMepHOI: HoMCHKASTYpE e

TIpu crionern B HONCHKASTYPY 3r0TOBKOD, AOKYNCHTOB,
PO xparcHIR KOTOpX He MpeaYCMOTDCH! THTIOBLN I BEAONCTBCH-
i TCpCUIAMN OKYNEITOD, CPOK X XpaNCIIS YCTANABTABACTCS
SIIK coorvercayiouero apimHoro yspexzcins 1O npEACTIBIEIIO
apxnma w LOK (9K) oprarmausn

B rpae S «llpnicsamnen » Tesemnic scero cpoka AcicTa o-
NEHKAATYpU MPOCTABIRIOTES OTCTII © SABACHNI AET, © NEPEXOA-
AN ZETIX, © BMACTOIIN AE3 K YWINTORCHI, 0 NCPEAIC AE1 B
APYY10 oprasmaLo A7 MpOAOTRCINS 1 7.

Tpnep.
Howemkaatypa zea 000 «COPOH> (parvenr)
Tiicre | Sarononox aera Kor | Cpoxspa- | Mpmvcsane
sem w | e
eusp. | nNecraren
10 nepesno
T 7 N o
T Apeerpa
Tocromno
oo | Yerar 000 w yapen- | | e
Tenuie AokywCHT &
Tocromno | Hepexomiee
o002 | urramoe pacnncanne | 1 ot Teperas
Tipacasst ampextopa o Hocromm
oo | vl gemene- |2 | (1
‘pecares ampextopa o -
amumcrparano- oo
0% | xouterseuon  sen- | | erloa
o5 | Mepenena o wompo [, | 3 2% K,

can obuwero xaparepa 135,256
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Tlo oKkoHaIHM JETONPOISBOSICTBENHOTO FO7A B KOHLE HOMEHKIa-
TYPH A€ FAMENSETCR HTOFOBIS TACE O KOTHYECTBE SABEACHILX et
(TONOB), OTAETLHO NOCTORHHOID W BpeMeHHOO Xpaewis. Cuesenis,
ConepaiHecs B HTOrOBOMi SAHCH HOMEHKTATYPH A€t OpAILIN,
(OBRITETLHOM HIOPAIKE COOGUIOTES APXIHBHOMY YIPEAIEHIIO, 0 eN
HOMEHKIATYpE 7€ NPOCTARIAEICH OTMETKA ¢ YKAZAMHEN JOTKHOCTH
MU, CAETABUIERD OTMETKY, i PACIINPPOBKI €r0 NOAHCH.

7.2 MOArOTOBKE AOKYMEHTOS K SPXHBHOMY XPEHEHHIO

(CyllecTByeT HECKOTLKO BaPHaITOB Xpaewis 0Ky MNTOS:

1. Xpanetie 10Ky MeirTo 5 noapamieresx;

2. Xpanenne 10kyMeiTos 5 apuise opramsau;

3. Cosnanie 27eXTpOMIHOTO pXBa 1K iepetata AaHHOH Yy~
it ua ayreopenr.

Tlepuuii war « nepexae AOKyMEHTOB Ha Xpaseiue — nposedente
KCnepmuI yeunOCMU 00Ky MeHMOS. Otia HEOGXONIN 1S TOFD, 4TO
BLBITL 1 OTOPATS /OKYMEHTH, KOTOpHE OIEATT AaTbieiiuieny
Xpaeiio i yurToReHI. JL18 TOT0 COCTARISIOTCA GKTH 13 Bii-
AeeHHE 0Ky MENTOB K yHINTORCHIO.

JLis opramMsauin  IpOBEAeHIS PACOTH 10 IKCTEPTILSE UEHHO-
T 70KyNeITOB, OTGOPY i TOATOTOBKE K NEpeate WA MOCTOAHHOE
XPAICII AOKYNEITOB, OGPATYIOUUIXCA B AEATEALIOCTI OpraIIaLIL,
covtaercs nocrosino AeiicTsyiouas sxenepmuas koxuccus (IK)’

B OpFaHAX HCHOMMNTE LHO BIACTH, KPYMHMX YSPEACHIEX
OPFANIALIAX TIOMHMO JKCIIEPTHLX. KOMHCCHIL COVIAIOTCH NEHTPATh-
nute sxcnepriste xowucemn (LK), LK cosaaeres u s crpykrypax,
MeIOUIX HoABEAONCTBeNIYIO CeTs, Opramaui. B ymHx cayuax
KCHEpTHLE KOMHCCI PAGOTAIOT B CTPYKTYPHLX HOAPAMIEICHHAX 1
OB IOMCTBEHIISX OPrANHAALIRX, 3 UEHTPAILIAS JKCTEPTIS KOMHC-
cux xourpomupyer sesteaviocts, K. Omuoii w5 fymcauti LK smas-
TC OKEUIHE METOIUECKOTi HOMOUL B TPOBEAEHHI SKCTIEPTIHSHL

LK w0 9K smasiores coseuatensiuium opranas Oui paGo-
TAI0T B NOCTORNNOM KOUTAKTE ¢ HKCTIEPTHO-TPOREPOILINIL KOMICEI-
st (DT1K) COOTBETCTBYIOUIErO GPXHBHOTO YUpEATeNiA, OF KOTOpOrO
O1YHAIOT YKASaNA OpFAALHONIO-METOTEcKOrD XapaxTepa. ITK
AINOTCS PeUAIOIISH NHCTAHINEI] B BONPOCAX IKCTEPTI LSHHOCTI
IOKYMEITOB, KOTPOIHPYIOT COXPAIIOCTS LEHNLX. AOKYMEIFTOB, 10~
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TOMY IRCICPTHEIS EOMICCHN AQNNLI C HEME COTAACONMERTS MBOrHS
‘caon peutemis. Hapiniep, eciit b repesiie J0KyMEIrTos cpoxit xpae-
s oGosmaenss orwerxoil «IITK, oxouaTeMIOE petiene O CPOKAX
Xpaieiis 1 IPHEME 71 Ha HOCTORHHOE TOCYAAPCTBNHOS XpaHEHHE
HIINAIOT JKCTIEPTHO-NPOBCPOHLE KOMHCEI

K opraisauin GOPMUPYETCS B COOTBTCTAII © PHKEION Py~
KOBOZTENS OpFAMMALIN 1t OOWUNO BCIIONACT 3-5 HaHGOTee KBATH-
puunposaMLAX paGOTINKOS, WNEIOWIX GoTLION oM padoTs,
XOpOILIO SHAOWIX CTPYKTYPY, (PyHKIMM, ACTONPOMSBOACTSO i COCTas
AoKyMenTaui @O opranisaiy. OGFATELHO B COCTAB KOMHCCHM
BxomuT o, oTsercraennoe 3a apxus. [Npenceratenen K somaen
Gurrs, ozun w3 pyxosomTeeit yupexcaes. B cocras DK nxmouaer-
o8 Takke MPEICTABNTEL, APNHBNOFO Opraia. B HeGOILNX Opraiisa-
LA WIH KOMIAMINX B COCTAB JKCHEPTHON KOMMCCHI BXOTT
‘CeXpETapr, PyKOBOAHTEI LI PYKOBOHTEN, CeKPETAPHATA.

B 3013t JKCHEpTHON KOMHCCHI BXOIHT:

 Opra3aLLS H IPOBEAEHIE IKCTIEPTI LEHHOCTI AOKYMEHTO:
Ha CTaTHM ACTONpOISBO/CTE NPH COCTARTEHHI HOMEHKITYPH 71 5
npouecce Gopuuposas zex;

 pra3aLIS  IPOBEEHHE IKCTIEPTILIS LEHHOCTH AOKYMEITOD
I IOITOTOBKE WX K EpeaUe B apXHB OprASAI;

opratsaus 1 MpOBEeNHE OTOOPA M HOATOTOBKI AOKYMEITOD
K niepeatie A MOCTOAHHOE XPAHENHE B FOCYAPCTHEHHII WK My
e

Creayouui wiar — 570 opwuposaue e

DopwupoBae €3 ~ IPYRIMPOBK HCOTHENHLX AOKYMEITOD
B /1642 B COOTBETCTEMM ¢ HOMEHKIATYDO €3,

Jle0 - 570 060coG eIz COBOKYIHOCTS IOKYNEHTOB 110 OO~
My KaKOMY-TO BOnpOcy, NpOGIEME, TEMITHKE W HANDIBICHIIO AE-
tenocri. Jl8 OGOpMICHIS A€Ad HEOOXOMO BMIOMMTL DT
onepauii (puc. 7.2).

B A€10 GOPMHpYIOTCR 10Ky MEHTH, KK IPABIIO, OTHOCKIIHECS K
‘oanoMy KanemapHOMY ro1y. OHIKO CYIIECTRYIO HEpeXOLIE eta —
cyneGiie fea, mwiie feta i T. 1. B yUEGHLIX RBEACHISX AT MO~
YT opNHpOBaTLC3 32 0/t y4eGHui 101

B €7 5aNpeUieNO HONeLIaTL AOKYMENT, HOLIEKAILE o8P~
Ty, HATINMEP, TPYI0BHIE KIKKI, AUMAON, CEPTHIKATLL 1 T. 1.

Kpowe 57oro, s coctan 7ena e smowaTL:

‘OIOKyMeNTH PasiLAX CPOKOB XpaHewHE;

‘oepHOBKI A0KYMeHTOB;
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060eE OO0 IKIMIIAPA KIHAOTO OKYMENTA.
Payiuuaior CAeyiome ML TPYRIMPOBKI JOKYMEHTOB B
e
© Xpowosorueckui (10KYMeNTA PACTIOTATAIOTES B 7ese 5 Xpo-
HosorMecKoM nopLAKE),
o Angasmi;
© Teorpadhmseckuii (o derepansi OKpyra, 1o cyGrextan
Poccuiicxoit (exepatin).

siyon gera

Puc. 7.2 Hopaoox ofpopusenn oex

Tipikasss oppyioTes » A€ OTAEHO Mo DA ACKTCTLNO-
i - 10 ocnooi rexTeaocT, 10 AXJL i 10 oMY Cocrasy.

TIpiuaoeinus x A0KYMCHTIS MpIICOEHASIONCS K OCHOBIHUN 20~
KyMewTaN 1 TasoRe ToAUNBIOTCR B TO ke 7ex0. Ect oGves mpino-
“xeina npepbaEr 250 IHETOB, TO CT0 NOVCWAIOT b OTACTLL TON, 3
12 AOKYMCITC-OCHOBAIINN AETACTCR COOTBCTCTBYIOLIAA NONCTRG.

JIOKYMEITH NOCTOSMNORO H BPENCIINOT XPalCHlA IONEUBIOTES
» pasmse zem.

“Tax, uaNpiMEp, AHKEILI 10 AUHOMY COCTARY 10 CPOKY Xpare-
% AEARTCS 13- BPENCHHOTO NpaUCHAS 1 XPANATCR S T (0 TpeAOC-
TaBCIH OTIYCKD, 0 AHCHATIIIPHAX BIHCKIMIAX) H HOCTORHNOFD (0
piew 2 paoy. © HOBCH/OMEKCHIN B TOTKHOCTH, 0 NEPEDO-
7€) n xpanses nocosmo

Ha avepue wxada myrpemicii CTOpOS HCOGXOAINO MpHKpe-
[ S———

Tpusiep.

N [Ton [ Howsp e | Hamcnosamne | Komreecr- | Tpmiess-

i ry—" sotouos | me
e

2009 | 20100001 | Tipwcans o AXIL

2019 [ 2001002 | Pecnoprcina o | 1
ovaeny wapeeruara

3 (3019 [ 30501008 | Bromsmue mmessa |3
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Tocae T0ro, Kax paGora 1o (GOPNIPORANIIO e OKOMEH, Cie-
ayer npucrymim. X ogopweio’

B SaBHCHMOCTI OT CPOKOR XPANEHNA JOKYNEITOR MPOBOZITCA
nomoe i wacroe ogopwce.

B 338HCHMOCTH 0T CPOKOR XPAEHNA 17 MOKHO OBOPAIAT
sacTIHo 1M MOAHOCTLIO. YACTINHO OBOpMIIOTCA Bce AC, 1ane-
AGHHAC B OpraNIAWIN 1 WMEIOWIE CPOK XpaNEHIA Gonce S 7er, 31
exmoueuen ze 1o wmowy cocrany. Tlomiowy oboputerto. 13
xpanieune, n coornercran ¢ Mpamuzasn 2015, nogiesar crexyioue
e

« nocTomoro cpoka xpaei;

« speennoro (caume 10 7er) cpoxa xpaners;

 AOKYMEITH O TrHONY COCTaRY (ACe, BKTIONE 1 T, KOTOpHE
etoT raTuzCTHI CpO XpalcHs).

Toanoe oopuieiie ocyuecTaIAETE B Cyuie, Kora GpoK
xpacuns cocrannser Gonee 10 er, a Tae cc Pe. WAT 0 AKX
o oy cocrasy.

omioe ofopsrermne e BmOUAET b Ceb: nOTUMAKY 1M ne-
pemner jens; wyMepummo AWCTOR fens; cocrmmne  AMCTA-
ABepITEA; COCTARTEHH (B HEOGROMLEX CAYHAX) BiyTpeIICi O
i AOKYMEITOR; BHICCENHE HEOGXOINLIX YTONHeIIi B PeKaIITLA OG-
0K 7ena (yTOUIGHHE HIBAIMA OPFIALIN, PEICTPALIONIIORD
teKca sena, Kpaiun 7 2e7a, aronoBKa era)

Komiecso 2cTon 7exa e 70110 Hpeauars. 250, & MpoTHA-
ow cayae (popapyeTes BTopoi To ena.

Hpeicte s MOGHBITL b ToNe OTACPCTIL, HYATIO PACTIOACHITS
AOkYMENTI A€ B CEAVIOEM TOPAAKE:

1) siyrpenns omici. (ecan ona coranaraCe);

P ——

3) ancr-sanepirten.

pn sacTirion oopwicu en (cPOK XPACHI KOTOPEX Ne-
see 10 T BKUOWITEALHO) He TPRBYET: MO0 CHCTENATINAIIO
AOKYMEITOR B A€, HYMCPORATS T e, COCTARIATS JABEPITETL-
e

IOKYMEITi, BROAAIINC b COCTAR 773, NOJUMBAIOTEA B TACPAYIO
saproituyio oSaoxKy i nepenaeraioTca. Tlpi oM 0T COXPA-
HATLCA BOSMOAIOCT, CBOGOIIORD MITCHIA TEKCT BCEX AOKYMEITOB, 3
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Tawke ux pexauntos. lepea npoumsxoii neobxoumo yaamm, see
[P ————)

Jlera nocrosmoro pancnna (06060 tei4E AOKYMCHTH) peKo-
MEHAYCTCR XPAITITL B SKPUITIX THEPIL MATIKEX Wt B KOPOGKEX. Ec-
0 5 eTE FNEIOTEA HCROCTpEGORNTIAE TFTILIC TOKYNCIIT (TPYAOBE
R, BOCHIAE AT LT YAOCTOREPNIS YROMMIAINGS coTpY -
HKOB), T0 CAAYET MONCCTITS 1. 1 KOWBEPT, KOTopuit TaKKE M-
sacten 5 7eso. pn Gorstnow komiecTae Moto6m AOKyNCHTOn
CAeRyeT i 10X 1A€A 1 COCTARNTL OTACLAY OMHCH

B xome xawioro aem noummaeres mcnii 67
saBcpHTeT3, 3 8 HAATE A€ (17A YT OCOBO EHLX AOKYNENTOR) —
G anyipenncit omicn AoxyweTon Aera. B nenx obecneicrin
CONpaTIIOGTH W wKperUICHIA MOpRAKA PACTOAOREIA AOKYNEHTOR,
BKTIOUEII B AE70, 5ce T STOTO 7T HYNEpYIOTCR apaCexIN
WpaNn saroRof WyNpaICH  TPABOM BEpICN YTy AUCTS TDO-
crine kapananiow s nywepaTopow. ncrss mypercii omich 2o-
Kyerrton zema nywepyioTCn oTreO.

Binyrpenmuss omici, npeAcranaer cosoit caocoSpaoe oraae-

Tpusiep.
puaoseerne e 27
k14,19 421 Mpanr 2015
BHYTPEHHSIS] OITHCh
okymenron zena No 01
N | Wumec | Jla | Saromcsos owy- | Howepa | Npmiewaine
in | Aokywera | aokysenta weira aucron
aema
T 7 3 T 5 &
01 [O1T | 12032019 | Mewwo-ofepra | 12
AO Tepuywy
08 [01198 | 05122019 | Tapawmainoe | 1214
e AO
Tepyur
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Hroro. 19 (essruasuas) oxyucton
(appaan i pormicao)

Jara 18122009

JIHCT-SanepiTe, COCTARMETCA X Kakiomy Towy fera. Uro Ka-
caeTe «0coDeIHOCTel HSIUECKORD COCTORMIEY, T0 e, HAeT:

Ry ————

GpoUIOpaX, MOWNTLIX 1 OMIOMGHPOBANHLX JOKYNEHTEX &
cocrane Toua;

© ACTaX GoLero GOPNATA, Ylev GOTLINICTEO B TOME, U TPO-
X HECTAINIAPTHAIX /U4 FTOTO TONA OKYMEHTaX.
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Tpusiep.
——

JHCT-3ABEPHTETb IE1A Ne 02-12

B ez nOZUITO 1 HpOMYMEPOBNO.
19 (rensTuanuars) oxyveron,
(s  mpomicio)
Browwmere: ¢ Lno 19
ZUTepiAC HONCPa ANCTOR
‘mponyiennse 1oMEpa TCTOR 2
+ ucron muyTpenneii omicn |

[DooBenmoct qummaeckoro cocroares n Gopuposamia ieza [Howepa

1 2

o Tio s vrepan (kT o6 vipate 01 0S4 019 % 5) |6

[Tt wanopan u cxeen 12
Beayut cnenamcr otaers AL erposa

Tommnc) (pacunppoara)
Jara 18122019

Ha cramm aerompomorcrsa oSmatessimn  dneertos
oopunia scex sen smserca obnowxa. Ha oGaokky sunoomes
creayIoe noAN, HeOGXOINC 1 AOCTaTOWE 413 OGeCnENeHS
GHCTPOro NONCK 2OKYMCHTOD: O3, IILIEKE b CoOTTET M ¢ HONMCIK-
narypoii sen, xparxoe (coxpauémoe) maicnopane. Hanpiep,
Q018 . 10-1.07. Tlopysem Tpasrrecrnay wn 2018 r. 11-2-03.
Tepenmexa ¢ Poccrarow. Ecii 710 cocTouT 13 Heckomxix 1owos,
o TaKoRe YKIBMBIOTCR MOpAAKOBL HOMCP TONG 1 CFO XAPIKTEPICTI
1 5 samnCHNOCTH 0T npuTa popsunpobauns. Hanpucp, TpH xpo-
HOTOTINCCKON PaCTOIOKEII_AORYNEITOD YKIWBAIOTCS. WX AT
(ctont 1. 10 ssaps — 15 wapra»). npu andasmrritost — Gykaw axamima
(cow 1 A~ ]I, upi reorpaguseckon — cooTaercTayiome reorpa-
Gccne novemu («crom 1. PecryGmut  pas» s cxon 1. I{DOS)
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®opua THTYLHOrO AMCTA fera npusezena s [pasiwrax 2015
(apuoxee No 28). Ee sanomennie TpYHOCTEl OGO He Bu3MB-
er. He 36y te T0110, 410 Bepuiss cTpoxa ookk «Hamnenosa-
HHE  TOCYIapCTEOWNOTO  (MIMMIAIHOTO) PN  OCTaETCH
nesanomentofi. ECin 7€10 Koraa-mGy HONATET B rocyAapeTse-
Ll 3PS, €FO COTPY K CaMI SATOTNST STy CTPOKY.

B HifKieM JCBOM YTIY THTYALHOR WICTA MPOCTARIACTES apXiE-
i whp ez omep GOHLA, HOMEP OTICH W HOMEP 7O eI
Prm——

Tipunep.
L ommemmmmn e
mox na Ev
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Jlena spevennoro (10 10 er) Xpanens coxpanIOT 570 Ae0-
IpOISOACTACHIOE OOPNICII 13 Beck TEPHO 10 YINITOREN

Jlea NOCTORMINOTO Xpalemu 1t o AUONY COCTARY MOATEAIT
oMy 0OPALIEIIO, TPIIEN TOT MPOLICCE PEFBNENTHPORIN, Y-
S A —— ——————
bopus

7.3 Mepepaya AN B PXHB Ha NIOCTORHHO® XPaHEHHE

Ocuosuute Tlpasira paGoTss apxwsos opramswsaui yeramasii-
Bai07 CeayioHi NOPAAOK NepeAaw A€n B Focy mpCTBeNLli (ymi-
) apxis.

ApXMB OpraisaUII TIEPEAET Ha HOCTOSHHOE XPANEHHE AOKY-
MeNTI B rocCyAApCTBEHHL (MYNMUMIATLILAH) APXMB, 1S KOTOPOTO
Aaas OpraiisaLs-$OHAOOCPAIORITENS, SBIAETCH HCTONHMKONM KON~

JIOKYMeHT NEPEOTCA Ha HOCTORHIOE XPANEHHe B TOCYAGPCT-
‘ewuLi apXHB 5 YTIODIONEIIOM COCTORHN C COOTBETCTBYIOUNN Ha-
YUO-CTIDABONILIM  ANNAPATOM 1 CTPAXORN KOMHAMI 13 OCOGO
eHIIAE 1 YHHKATLILIE 0Ky MeNTLL

VCTANARIHBAI0TCA CIEIYIOIIME MPETETLHLIE CPOKI BPEMENIOrD
XPaUEHILS aXIHBHLIX OKYMEITOB B OpraiHFAIEX.

©apXMBHLE AOKYMEITH (BelEPUILILIX OPIANOB OCYApCTBE:
ol AracrH, a Taioke apxwBse A0KyMenTs TerepanLoil NpOKYpaTy-
put_ Poccuiickoli (efepaiuiy, Opranos rocysApCTBCHHON BRACTH 1
POKYPATYp pecny6iK, OTPACICRX AKAICMIEL, FOCYAIpCTREHIAI
oG e, yupexensll, opramsauti it peATPHSTI GenepaTi-
HOFO i peciyGKaCKOro no e — 1 e

*apXMBHLE JIOKYMENTH OPIANOB rOCYpCTBOMNON BACTH
IPOKYpaTYP Kpaes, 0G1ACTeH, FOPOAOB (BeACPATLHORD SHatEIIL, ABTO-
HOMHLIX OGAACTEf, ABTONOMMLIX OKPYFOB, TIPOKYPATY, TOCYApCTBe-
WX yupeszewdil, oMM W MPEAIPHSTWH KPIEBOTO
OGIICTIHONO HOAMMHHIIA, TIOTUHHEIS STOHOMHOT OGAECTH H OKPYA-
woro noraens — 10 7er;

*apXMBHLE AOKYMENTI OPTaNOB MECTHOTO CaMOYmpamICHis,
yUpezeNIi, OpraMmIA, NpeApUATI TOPOCKOrO W paiiomioro
‘O, MpeANpHATIHi CeTLCKOrO Xo3HCTBa — § AT
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® 3ICH AKTOB TPAAIANCKOTO COCTORHMSA, AOKYMEHTEI 110 Jift-
HOMy cocTany, sammcH HOTApHAILLX AeCTBME 1 CyteGie Aena,

« apxnBsic ToKyMENTH, OOpIOIBICCA NPH OCyWECTRTCHIN
rexTenuOCTH coBveCTIX (¢ yuacTHeN rocyAapeTBa) TpEATpHETH,
oprasumaui 1 oGuexmeni cxewmamX GOPN coberbeHOCTH, B Ye-
TaDHoN KATITAAE KOTOHY MPCOGILIACT A0 (PeACPATSHOH WA FOCY-
«hayws, TeoToTNCCKIS W NATNTHAS  AOKYMENTAW —
10 5er;
« KoncrpyKropexa aokywenTauns — 15 ner;
g o OIS JOS/MEATILS 10 KAITLION) CTPOITAIETSY -
< eneneTpiccxas aoKywenTauns — et

« KnOz0KyMCHTI, (PoHOROKYNCHTH 1 BiLICOPONOTPaNNY ~ te
ace 3 et co wpemenn roToRCHI;

= fororosyenm -3 rona;

= zoKyviewTet Ha MamIL HOCHTEAX S 7t

B cabrommux Cryuass CPOKH BpECIIOO XpaICIS TOKY-
NEHTOD NOTYT GWTL IOMENEHS 10 COPTACORIIO ¢ COOTBCTCTBYROID
PO YTPAICHS BN ACON Lt BN YIPERACHHEN.

Jlocpornias nepeata AOKYMEHTOD Ha HOCTORIOE XpICHAE MO~
ket Gurm, ocywmCTRICHA WP YTPO3 YTPTHL (yIITORCIU) AOKYN
Top, a TaKke 1o Mpoche opraHIALLI 1 TOTOBOPHOT: OCHORE.

Tpouieune cpoxos spesimoro xpancus AoKyNCHTOB A0RYC-
KaeTes B BwAC HCKIoCHIR B CAYIG HEOXONOCTIE MPIKTIFCCKOTD
HCTO0IAS. TOKYNEITOB OpraIIAICH O MHCHNEHHONY PEspe-
wewmo rocyaapernermoro apxi

Jloxysierrt nocrosmoro xpancius rocy aperoeoii oprai-
At ssicinBICi popy COBCTRCHIOCT (IKUHOIPOBINNO, mpi-
BATICHpOBIION), XPANSTCR B HerocyapCTRCHNOI OpraIIA, 4
0T, 10 HETCHEHI TPEAETHILEX CPOKOD BPENEHNIORD XpaNEH 8 Op-
raunesaun (ex. n. 10.3), nepeaiores » rocyaapernerutit aps

Tlpu KA opramaLIN € AOKYMNIHTI TOMIEKAT Tepe-
A  oprasmaIO, ABISOWYIOCS €2 MPABOTPESHIIKON

TIpu ankomain oprarsaus, SBTHOCHCS HETOHKON KOM-
TAEKTOBANIS. FOCYAAPCTACHIOTO GpXABA, Ge3 MPIROTEEAIIKA TOKY-
NEITH_ TOCTORINOPO CPOKa XpARCINA i AOKYNCITM N0 THHONY
cocrany nepemoca b apun sumecrosue oprama. B cayiae
"HEBOIMOXHOCTH NePeat AOKYMEHTOB B BIIECTOSIYIO OPFAHIALLIiD
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1O PellieHiIo KOMHCCHH, 0GpasoBanHofi U1a nepeAaty Aen W HMYIIeCT-
52 (THKBILIANONNON KOMICCHN), COTTACORIINONY ¢ COOTBETCTAYIO-
e oprariow  ympasicia apxumLM  ACION, T ROKyMEHTH
neperaiores b rocyaaperacui apim

JIOKYMEITA 10 TUNNOMY COCTaBY THKBHANpOBIHOF OpraI-
L W OrcyTCTBIN MpaBoTpecNIKa 1 BUCCTORWGH OpFaEAI
nepeAIOTES Wa BpeNeHIO XpaEHIC B CreHLIpOBIS XD
(ueuTp) A0KyMCIITOD O AUMOMNY COCTaBY, @ Mpi cro OTCYTCTBN ~ B
rocyaapermcrii apxin

Vil TOREHAE TOKYNENTOD ¢ HEHCTEKIIAN CPOKAN BpENEIO-
Fo xpaucuns_opraummw, MKNUpYEMuX 5¢3 mpaBOTpeCIIKS,
pOBOAITER TOTLKD MO eI COOTRETCTBYIOMCTO OpraNa HCTOM
renuiof maacni cyGueta Poccuiickoit QDeacpau w ymmuTaRL-
HOro. o6paionau 1 OBOPMIICTCS IKTOM © NPHICKCHEN OMCH
yuuToxaenux zoKyNeiToD

Oprasmisatuno yropSz0WcHa AOKYMCHTOD HKBHTHPYENOH 0p-
AU, TCDEAI X 13 PACHIC WM YHITTOREHHC OCYCCTATA-
T NKCIIBLIONNA KOMHCCIS, KOTOP MOACT SO AOTOBO 12
ry paory c oprammauiei (Piiiccins Tntow), ierouei cooTser-
CToyioutyio AHICHAIO, WA FoCyAIpCTICHIN ApXIBON.

Tleperata ToKyNeITOB HoCTosMIORD XparcHta B FOCYASpCTBCH-
i aptD, KK PABILTO, 0CY ICCTIARTCA CAETOHO B COOTBCTCTDIN ©
RIGHON-TPAHKON, YIBEAICHILN YKOBOITCISNA OpramIALI 1
coomerersytoumero apima. B oprammaisx © neGOTIN OGveNOM
KETOIO OBPIYIOWINXES AOKYMCHTOB IOCTOSHHOT XPaUCHAS 10 Co-
FAQCOBAINO € rOCYAIpCTBCHIL APXHBON A0MYCIACTCR EPAEIA KO-
KywenTon o pas » s st

e —
s, ax mpamiro, oz pas » na et

JloKyweITu nepeasioTes 5 rocyaapETenLl apID 1O YToCp-
macan JITK apimioro yapeacaenns omica zen.

Tpn nepooii nepesarie 70KyeToD B rocyaaperei aps
neperacrca neropiiccka crpaska a apxm bowx oprama.
TIpi mocaeayIOMIX nepe3avax AOKYMITOD AacTCR ToTOAHCHHE K e~
TopiICEKOli CIpABKE 0 NPONCUICAWI HSMCHEIIEX B HaOBaIH, yWK-
L, CTPYKTYPe, MOTHBEHNOGTH ORI, COCTaBE H COCTOIN
oxyweron.

Tepesasa zen npovomres mocamurano. Ha scex Hcsevmspa
omcH AeABIOTER OTHCTKH © MpHEMC AOKYMEITOD b FoCYAIpCTREHHE
apars
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TIpHen A0KYMEITOR Ha MOCTORHIIOE Xpaiieitiie odOpMIRETCA aK-
E e ——

Ece npu riepeatie 0GHAPYAEHO PACKOREIIE MEAAY HIOTOBOH
aNCHIO B OMNCH i (AKTINECKIN NATIMEN NeeAABIMIX e, B
OMNCH A€AASTCR HOBAS HTOTOBAS SAHCE, B KOTOPOH KBTS dak-
Tuseckoe mamwe 1 HOMEP oTcyTeTByiOuNeX e Howepa oTeyrer-

K axTy Cupaske opraiaui.
APXHE OpraN3aLII MDHHMMAET MEpH 10 POSHCKY IOKYMEHTOS.
Ha OTCYTCTBYIOMINE AOKYMEITH, Mepii 110 POSHCKY KOTOPLIX He i
[PESYILTATOB, COCTAWIRETCS GKT 0 YTPATE AOKYMeNTOB. VTpavemiie
IO/LIHIIMK AOKYMIITOB MOTYT GAITS SaMeHeHl X KOMHAN.
Tepes iepeateli AOKYMENTOB Ha IOCTOSIOE XpaeiHe CORMe-

CTHO ¢ MPEACTABITENEN TOCYIAPCTBRHHOTD APXHBA TPOBOTHICS PO~
BePKA  IPABWILHOCTH  WayWio-TexMiecKol  oGpabomis e,
USHIECKOTO H CANNTAPHO-THINEHHIECKOTO COCTOINA JOKYMEHTOB.
Tlpu OGuapy et s1edeKTOB COCTABIRETER aKT, yCTpaENHE OGHaPY-
KeHILEX APEKTOB TPOBOITCH CHARNH OpraIIESaLIY.

BNeCTe ¢ AOKYMENTaMI TIEPAAOTCR TPH IKIEMILIAPA OUHCH 1
P LT —————
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Komrpoanusie sonpocu:

1. Jlitre ompeeserme novenkarypi 1en. Kaxne saxam peua-
T HomenKaaTypa en?

2. Kakon nopsox sanosena rpa nowercrarypi 7es?

3B xaow nopatke cicTeVaTIpPYIOT HrooRKN A€ B Ho-
[i——

4. 7o Taxoe popsmposane zera? Kaxon mopatox crerevari-
atum gowywerton sy 7ea?

5" Kax ompeeniores cposan xparcinna zen?

6. Jlns uero Hyma HKCNEPTIIA AOKYMEHTOR?

7. Kak 70nr0 xparorten fokyweima o auniowy cocrasy?

8. o Taxoe apuns? Kake st ne;ovcCTRCII aption sase
fra—
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‘Tectontie saamus
1. CheresamsHposasiLi Tiepeseis, 3aroT0BKOB e ¢ yKasaIIE
e CpOKoR IX XpaieHi ~ 370
a) novemcrarypa;
) aGGpesnarypa;
&) aptainai crutcok;

2. Kaxoftsia A0kywerrToB e BKniowaeTes b HONGHKTTYPY?
P —

) caymeGe samicki;

) AomnocTe mcTpyK;

1) b AOKYMCHTH BKTIOUIOTC B HONEHKIZTYPY

3. Kaxoit nomaia Gurs Tomumna fesa?
) ne wewee 400 mcros;
) e Goee 250 ucros;
) ne wenee 250 ucros;

4. Kak 7010 MOFYT XPaNTLCS JOKYMEHTH B CTPYKTYPHOM 1%
pasiesenun?

) ne Gonee § ser;

6) e wenee | roza;

) ne Gonee 3 ner;

5. K10 nposoat sKcneprsy A0kyMena?
) pyxosoauren, oprawmesau;

) cexperap win esONPOSBOITEAL;
8) 2kcnepTHan KoNICEHS;
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‘Cucrematnsaums U xpaHeHHe AOKyMeHToB

7.1 OnepaTUBHO® XPaHEHHE AOKYMEHTOB

OuepaTuBIOE XpANENME A0KYMENTOB — XpalCHHE JOKYMENTOR
B CTPYKTYPHON HOADAVIETeNHH 0 WX iepEAaH B APXHS OpraHISAI
[ —

‘Ha OnepaTHBHOM XpaHeIi HAXOTNTCR JOKYNEHTH B TpotECce
HCIOTHENIS 1 HCTIO e 10 CIANH WX B APXHS.

‘Ko 0Ky MeIITOB Ha HCTOTHENHH XPANSTCS Y MCrOTMMTEREH, 3
OpHIMIATL — B KAIIETAPHH BO BPEMEHIHLX AKX,

Xparieuue AOTAHO OGecTewNTS YIOBCTEO HOTLSORAMIS AOKY-
MENTAMI I 14X COPAHHOCTE, § TOM HIHCTE OT HECAHKIIHONNDOBIHHOO
octyma

Jlas 570r0 HeoGxomMO CoGmoRaTE pAO npas:

1. Tankan MOFyT HAXOTMTLCH 1a CTOE Y HCTIOTHHTEAR TOTLKO B
‘Teueinte paGoero s, a NOTON A0S GHITS YOPaNH B SAHpaIOe-
% sk Cron0w, Celius, uKagu (5 saBHCHMOCTI OT cTemet KO-
ACHUMATLHOCTH HiKGOPMAIIHI, CONCPAAMIEHC B 0Ky NEHTa).

2. Mcnomenniie /10KYMeNTH NOJLMBIIOTCA 5 NANKH, HEIO-
e HAMEHOBINS 1t NHAEKCAIUO B COOTETCTBIN C HOMENKIATYPOT
e CY KAILIME BIOCAECTBIN OCHOBO /1% (OPMMPOBAIIS A€

3. Copumposasiie 717 HOMEUIOT Ha OTEPATHBHOE Xparie-
e crieuna e sanupaouMecs wxkapu win ceiipu. B mkapax
XpausTcs oGk Aena, B celiax — Aena, uMeloume Tpi cexper-

4. Jlin ofccneueiin OnepATHBNORO NOCKA JOKYMEITOB B
KAy 712 PACHIOTATAOTER B BEPTHKAILHON MOAOKSHIN KOPEIKAMI
HaPYAY B COOTHETCTAMI C HOMEHKIATYPOT 2€3.

5. TlocKoakky onepaTiBiioe Xpaieiite - 970 BCe e He apXIIE-
HOE, HET HEOBXOTMOCTH CTPOTO COGTIOZATS YCIOBHS M TpeGOBaIIS,
IpETLARIACNLE K XPAHENHIO JIOKYMEIITOB § HOTHOLEHHOM 3pXHBOXPE-
e, Tloweenne, e CTOST WKabu © JeTaNM, OTAHO GHT Y-
XM, IDOXIAHLIN, O BOSNOXIHOCTH SaTEHEHHLM, TO0M COTMEUILIE
1y He TPBPATILIN HALIM JOKYMEHTH B TPYXY elle 10 TOFO MOMEHT,
KK A TIEPETAIN X B AN,
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6. JloxyMenThl, HAXOAACL 1A ONEPATHBHOM XPAHCHIM, MOTYT
BLUIABATLCH A CPOK 0 ONOFO MECAI, KaK PaGOTHIKAN A Opra-
A, TAK 1 CTOPOMHIX OPFAHISALLE, HO CTPOTO 10 MHCLMEHHONY
sanpocy w cryeGHoil samucKe, na KoTOpoii GyAeT npHCyTCTBORaTL
paspemTeLHaA B3 PYKOBOITENS Bl OpraMIALIM

7. Tloayuaren, Aena OGRATELHO AOTKEH PACTHCATLCE B Kap-
e - savecrurese e,

Tipunep.
RO CTIERTDy
Haenomae oprameau
[or—————
Jleao e 121602 Tepenicka ¢ 000 oGeei-Cr

e nasanie
Buuzano o spenenoe nonkaoRIMe:
N OO nomiommen  Jammws Jlarasospr
1 2 3 4
1 Pyxosomrren  omen 12032018 18032018
wapkeruura Posa P_JL.

Jlns oBecrieuenis OnepaTHBHOFO nONCKA 7OKyNeHTOB B uKady
A€ PACHOTAFIIOTCS B BEPTHIAILHON TIOTOKEHHH KOPELIKAMI HPYKY
B COOTBETCTBMI ¢ HOMEHKIATYPOi €3

Howemciatypa sex npeacrannser coGoil cHCTeMATISMPOSN-
i HepeeNs, WANMEHOBAINI 7o, SABOVINLIX B ACTONPOSBOACTEE
OpraMmIANK, € YKEaHEM CPOKOB WX XPAISHNS, 0 YCTAHOBICHNOT

dopue’®

B wowemcrarypu npusesens: ua puc. 7.1

Tunosas HoMeNKIAMYPA de1 YCTAABTHBIET COCTaR e, 38O
ML B A€AONPOU3BOICTRE OAHOTHINAX OpraH3AL, i ABIAETCS HOP-
NaTHBLN OKyMEHTON

Tlpuvepuas nomensamypa de1 ycTanaRTBACT npUMEpHLHi co-
CTaB A, SABOTUNLX B ETONPONSBOICTE OPTAISAE, 1A KOTOPHE
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PACTIPOCTPAHACTCS, C YKAJAHHEM HX HHICKCOB, W HOCHT PeKOMEH-
e aparep.
Npumepran
[——
inosan Iromnpermon
v cprammiaane)

Puc. 7.1 Budw nosensiamype de1

‘Tunosuie 1 MPHMEPLE HOMEHKIATYDH 7€ HCTOTASYIOTCS A%
COCTAREHIS HIAHBIYATLHON HOMENKTATYPH e

‘HoweniaTypa /e Opraesaui (CBO7HAR) COCTABTAETES 10 Y-
TanoBTeNNOl (OPME 2 OCHOBANMI HONEHKAATYD A€ CTPYKTYPHLX
noApaIEeIIi, PISPICOTANIMIX 1O AHAIOTHNOH (OPVE , COrTACO-
BANNLIX MM ¢ 3PXHBOM H HOAMHCANILAX PYKOBOTHTEASNH TTHX 01~
pavienenii.

‘Howenrarypa s1en opramsau odopercs ua ofuiest Grasi
Ke opramesauu

‘HoMeNKITYpa e OpraisaMM BUSHPYETS PYKOBOMTENSM
‘APXHB W IO, OTCTCTBEHHLMM 32 GXHS, TIOTIICHBASTCH PYKOBO-
TEeM CYAGH I HION, OTBETCTBENIL 32 I0KYMEHTALIOHOE
oecrieuenne ynpanenis,  1oce 700penis IKCEPTHON KOMHCCHH
(9K) opramiatum anpannsetes nia coracosanie ¢ K coorsercr-
BYIOLIET0 aXHBHOFD YUPEATICHIS, HOCTE YerO YTBEPAIACTCR PYK0B0-
urenes opramaui.

Tlocie yTaepienis HONEHKAITYM A1 OPraISaUH CTPYK-
Typiie NOAAIENEHIS TIOAYSOT BITICK! COOTBETCTBYIONINX €6 Pas-
1€7108 718 HCTIOL30BaINA B paGoTe.




