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1. O6mme noJIoKeHust 2

1.1. Hacrosiee Ilojoxenue sBISETCS  JIOKAIBHBIM - HOPMATHBHBIM aKTOM
MyHHIMIIBHOTO  B10JUKETHOIO JIOLIKOJILHOTO 06pa30BaTEIILHOIO  yUpeKIeHust
Oiixosckuii jierckuii cajt Ne3 «KosoKonbdiK» jlajiee 1Mo TeKeTy — MBJI0Y),
YCTaHABIMBACT C/UMHbBIC 1IPaBHIa nenonpoussoctea B MBJIOY 1 Hanpasieno Ha
obecrieuenue CAMHCTBA IPUHIIMIIAX OpraHu3allMi CHCTEMbI JIOKyMeHTO000poTa B
MBJI0Y.

1.2. Bompockl paboThl ¢ JIOKyMCHTaMH MBJIOY  peryjupyioTesi  CTOSIIAM
IonoxenueM, Yerasom MBJIOY 1 3aKoHOI@TENLCTBOM Poccuiickoit ®ejiepaluu.
1.3. OGuwii KOHTPOJL 32 JIOKyMCHTAIMOHHBIM obecrieyeHUEM  JIEATeNbHOCTH
MBJI0Y, 3a coOinojieHueM €/MHOI  CHCTEMbI  JICJIOLPOM3BOJICTRA BO3JIArAloTCA
Ha 3aBEJLYIOIIEIO MBJIOY.

1.4. 3Basexyommit MBJIOY mHecer JMCHMILTMHAPHYIO OTBETCTBEHHOCTH 32
soinonene  TpeGosanuii  Llojokenns 10 JICJIONPOU3BOJICTEY, COXPaHHOCTh
HAXOJISILMXCS Y HETO CIIyKEOHBIX JIOKYMCHTOB.

1.5. llepenaua JIOKYMCHTOB W KX KON paboTHUKAM CTOPOHHMX opraHu3alui
JIOICKACTCsl ¢ Pa3spelicHysl 3aBC/lyIOLICro MBJIOY 3a uCKIOYEeHHEM Cly4acs,
CMOTPEHHBIX 3aKOHOJATCIILCTBOM Poccuiickoii dejiepaliu.

1.6. Tlpu yxoje 3aBCJlylOUICro MBJIOY B ormyck, yObITHH B KOMAHIHMPOBKY,
YBOJIBHEHMM MMCIOIMECS Y HEIO JIOKYMCHTRI [epe/ialoTcst JpyroMy paboTHHKY
(€ro 3aMeHSIONIEI0).

2. Ocnopupie TpedoBanusi K 0opMICHHIO IOKyMEHTOR

21. B coorBercrBUM € JICHCTBYIOLIMM 3aKOHOJ1aTeJILCTBOM B MBJIOY
WAIOTCS,  COCTABISIOTCS M OGOPMISIOTCS CIICYIOLIHE JIOKYMCHTBI: TIPUKa3bl
(pacriopsiKeriHsi);  MHCTPYKIMH;  JIOrOBOPBI (KOHTPAKTBI); AKTBI; IPOTOKOJIBL
HUCHMA; Jipyrue JIOKYMEHTDI, HEOOX0IMMBIC Jutst HOPMAJILHOI'O
(hyHKIIMOHMPOBAHHS! MBbBJIOY.

2.2 Jloxymentsl MbJIOY,  JIOIDKHbL ObITh TIPE/EIIBHO KPATKUMH M SICHBIMH TO
COJIepIKAHMIO, BCCCTOPOHHE 0GOCHOBAHHBIMU, OTPEJIAKTUPOBAHHBIMKU - W TIpH
HCOGXOMOCTH COITIACOBAHHBIMH C JIPYTHMHU CTPYKTYPHBIMH 1o/[pasielieHUsIMHU.
2.3. OrBETCTBEHHOCTD 3a Ka4ecTBO 1OJIFOTOBKH JIOKYMEHTOB U
JIOCTOBEPHOCTL  COJICPAKAIMXCS B HUX CBEJICHMI  BO3jlaraercst Ha o JIMIL
[10JIrOTOBHBIIHX, 3ABU3UPOBABIIAX W TIO/UIMCABIITMX JIOKYMEHTBI.

2.4, Kaxiblil BUJL JIOKYMEHTa JIOJKCH UMETH CTPOTo orpe/IeIieHHbIE PEKBU3HTBI,
T1OPSIOK UX PACIIONIOKCHHS 1 ohopmieHusl.

2.5. Jlaroii JIOKyMeHTa SBJSICTCs - jara ero [OJUIMCANMs;  JUlsl JIOKyMCHTa,
[IPHUIMMAEMOTO  KOJUICTHAJILHEIM opranom, — Jara ero IHpUHATHS, Juist
YTBEPIHCJIAEMOTO  JIOKyMEHTa  — nata  yrsepxienus. Jlara  JIOKyMeHTa
[[POCTABJISCTCS JIOJDKHOCTHBIM JILIOM, [10JUIMCHIBAIOIMAM HJIM  yTBEPXK/AIOUIUM
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JIOKYMCHT.

JUtsi JIOKYMEHTOB, COCTABJICHHBIX COBMECTHO C HECKOJILKHMH OpraHu3alHusIMK,
JaTo JIOKYMEIITa SIBJISIETCS JlaTa [MOJUMCaHus ero oclietHel opranu3alnei.

2.6. llpu HCOOXONMMOCTH OLEHKH 1eJ1eco00pa3HOCTH npHfisTUsL IOKYMEHTa, €To
0BOCHOBAHHOCTH M COOTBETCTBHUS 3aKOHOJATEILCTRY poccuiickoit Peepaliuy 1
JIOKAJIbHBIM aKTam MBJIOY CoryiacoBanue
MOKET [POBOJIMTHCS KaK BHYTPU MB)I0Y, Tak u BHE ero.

BHyTpeHHce  COIIACOBAHME  OQOPMISIETCS  [YTEM BU3MPOBAHMS  [POEKTA
JIOKYMEHTA JIOJKHOCTHBIM JIMIOM MBJIOY, umeiomum Ha 910 Tpaso. Buza
sioodaet B ceBs HaMMCHOBAHUE JIOJDKHOCTH BH3MPYIOUICIO JIOKYMEHT, JIHHHYIO
[OJUTHCH, €€ PACHIM(PPOBKY U JaTy BU3UPOBAHMSL.

Jameuanus M JIOUOJNHEHHS K [POCKTY JIOKYMEHTA H3JIAraloTesi Ha OTACILHOM
JIMCTE, O YCM TIPU BU3UPOBAHUM CTABUTCS OTMETKA: "3ameyaHus npuiaraoTes'.
Busa NpoCTaBisieTcs Ha OK3EMILISPAX JIOKYMEHTOB, OCTAIONMXCA 3 MBJIOY,
HKe TOJUIMCH 110 JIEBOH CTOPOHE [10CJIE/IHEN0 JIACTa JIOKyMEHTa. ITpoexTbl
pACIIOPSIKCHUI, TPUKa3bl BH3MPYIOTCS HA NEPBOM sK3eMILIspe HA OOOPOTHOM
CTOPOHE MOCIIEIHErO JIUCTA JIOKYMEHTA.

2.7. OcobbiM criocoboM BBEJEHUs JIOKyMCHTa B Jie#icTBUE SIBISETCS  €ro
yTBepKACHHE. JIOKYMEHTDI YTBEPHKIACT sasesytonit MBJIOY.

2.8. Tekcr  JlokymeHTa  JIOJDKCH OBITH KPaTKUM, TOYHBIM, HE
JIOIYCKAIOIIMM Pas3iiniaHbIX TOJIKOBANMHA. PexoMentyercs cocTaBiisiTh JIOKYMEHT;
KaK NPaBwilo, 110 OJIHOMY BOIPOCY, 4TO yCKOPSACT MX paccMOTpEHHE, HCIIOJHEHHUE
W CIIOCOBCTBYET HPABUIIBHOMY (POPMHUPOBAHUIO JICI.

TeKcTbl PACIIOPS/IATEIBHBIX JIOKYMEHTOB H [IHCEM COCTOAT M3 nByx vacred. B
[epBoil yKasbIBAIOTCS OCHOBAHUS MM TIPHIHHDI cocrasienus Jlokymentos. Bo
BTOPOH YACTH W3NArAIOTCS PEIICHHs, PACHOpsuREHHi, 11pE/UI0IKEHHMS, MHCHMUS,
BBIBOJIBI, IIPOCHODI.

B nychMax clciyet oGpaiarhes 0T MMEHH OpraHu3allii Wik ero NPOBOJIMBLIETO
3ace/lalKe, perieHue KoToporo 0opMICHO POTOKOJIOM.

2.9. B ciyuac gein JIOKYMEHT COJICPXKHUT NPHIIOKCHHIS, 06 HTOM JI0JDKHA OBITH
¢jleana cepuika B jlokyMente. TIpriiokenus J0JKHbL - MMCTh Bce HEOOXO/IMMBIC
JUIS JIOKYMEHTA PEKBU3UTL.

EciM IpMIIOKEHMs B TCKCTE HE HA3BAHBL, TO B KOHIC TekcTa JIOKyMeHTa
HCOBXOMMO  [ICPEUHCIUTL MX HA3BaHMs, KOJIHUCCTBO JIMCTOB U 9K3eMILISIPOB
KaxJ1010.

Ilpy HaJIMYMK HECKOJIBKHX NPUIIOKEHHMIT K PACHIOPsUIMTEIILHOMY JOKYMEHTY Ha
HHUX [POCTABJISIOTCS HOPSJIKOBBLIC HOMCPA: IIpunoxenue 1, Hpuioxenne 2 4TI
2.10. JloxymeHTBI [OJUTHCHIBAIOTCS 3aBe)1yIOIMM MBJIOY wid JIMIOoM,
MCTIOJHSIOIIMM €10 OBS3aHHOCTH, A TAKKEe MHBLIMH JIMHAMH, B COOTBETCTBUHM C

3aKOHOJIATENLCTBOM PO.

2.11. Ha jiokymentax, TpeOylommx 0co60ro yJlocTOBEpEH s HX TOUIMHHOCTH,
CTaBUTCS NeYaTh.

2.12. Eciu K JIOKyMEHTY HeE [NPHIOKEHA KOIMs OTBETHOrO nucbma, To
MCHIOJHUTE b JIEJaeT HaIIICh, KOIJIA M KaK MCIOJIHEH JIOKyMCHT. ITocnie aTOrO
JIOKYMCHT HOJUMBACTCS B JCN0 B COOTBETCTBMM C HOMEHKIIATYpOi Jiell,
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YTBEPHJICHHON 1PUKA30M 3aBE/LyIOLLETIO MBJIOY.
JIOKyMEHTDI, 1 HMEIOIAE OTMETKH 00 MX HCIIOJIHEHUH, B JICJI4 HC HO/IUMBAIOTCS.

£

3. IpaBuia NOATOTOBKH M 0opMJICHHSI JIOKYMEHTOB

3.1. MOpMYJIHPOBKH CIYKEOHBIX JIOKYMEHTOB JIOJDKHDI ObITH TOYHBIMH, HE
JIOMYCKAIONMMH JIBOSIKMX TOJIKOBAHHA.

3.2, 1lpukas — 510 HOPMATHBHBIN JIOKYMEHT, M3/aBACMBIH JUlsl PCLICHUS KAKMX-
1o 3aj1a4.

IlpuKasbl 10JDKHBI UMETh HA3BAHKME, JIaTy 1 HOMEP.

IlpuKasbl 110 OCHOBHOH JIEATENIBHOCTH HYMEpYIOTCS W BCAYTCS OTACIBHO OT
IIPUKA30B 110 Ka/[pam.

1 IpyiKasbl 10)UIMCHIBAIOTCS 3aBE/LYIOLMM MBJIOY wiid JIIOM, UCTIOJHSIOIIUM €ro
00sI3aHHOCTH.

3.3. Ilporoxoi SIBIISICTCS JIOKyMEHTOM, (HUKCUPYIOTIM XOJ1
obcyskjienids  BOIPOCOB M TMPUHSATBIX pewenuit.  Texcr — mporokona
COCTOMT W3 JIBYX YACTEH: BBOJHON U OCHOBHOM.

IIpOTOKONEI TIOJITHCHIBAIOTCS TIPEJICE/IATENIEM U CEKpeTapeM opraa nocsietHei
opranu3anmuei.

34. AKT — JIOKyMEHT, COCTAaBJIEHHBIA  HECKOJLKAMH  JIMLIAMH M
[10ATBEPYHJIAIOLLMH (AKThl, COOBITHS.

AkTbl odopmiisiorest Ha obuem Gianke MBJIOY. Ecim cocrasisiercs He Juist
BHYTPEHHEI'O UCIIOJIB30BANKS B MbBJIOY, TO OH J0JDKEH CO/IepKATh IOpHUAMYCCKUI
ajipec MBJIOY.

AKT 10/UTMCHIBACTCS 1IPE/ICC/IATENIEM U HWICHAMU KOMHCCHH, cocTaBUBIICH AKT.
3.5. JloroBopbl COCTaBISIIOTCS IOPUCTOM MBJ10Y, 11160 cOoracoBbIBAIOTCS ¢ HAM.
JIOroBop  JIOJDKCH  OTBEYATh BCEM  1IPELyCMOTPCHILIM 3aKOHO/1aTeIbCTBOM
Poccuiickoii dejiepainu TpebOBaAHUSM K HEMY.

3.6. llo cojepXanuio ¥ Ha3HAYCHMIO NHCbMA MOIYT ObITh: KOMMEPYECKUMH,
rapaHTUHHBIMA #TIHCHMAMHU-3alIPOCAMH,  [THChMAMH - OTBCTaMH u jpyrue. Texer
[IHCHMA JIOJDKEH ObITh JIAKOHWYHBIM, MOCHIC/OBATEILHBIM U KOPPEKTHBIM.

3.7. JloioKHOCTHAsl MHCTpYKIMs — OTO paBoBoil  aKT, HM3/@aBacMbIH UL
perjiaMeHTaIld  OPraHH3allMOHHO-TPABOBOIO  HONOKCHHNs paboTHMKa, €ro
00sI3aHHOCTEH, MpaB, OTBCTCTBCHHOCTH H obecreunBaloIMi  yCI0BUSL JUIsL €ro
s dexTuBHOI paboThI.

JloyKHOCTHASE MHCTPYKIWMSL  COCTABJISICTCS  3aBC)LYIOLLIMM MBJIOY na ocHOBe
JIOKyMCHTOB, ~ COJICPKAIMX  CBEJCHMA O TOJNHOMOUMIX pabOTHUKOB,
1PEJICTABIISIEMBIX PYKOBOJIMTENIEM COOTBCTCTBYIOLIETO CTPYKTYPHOIO
nojipazieietust. 1IpoeKT JIJDKHOCTHON HHCTPYKIMH Y TBEPHKAACTC 3aBeJLyIOIMM
MBJIOVY.

Ia OCHOBAHMH JIOJDKHOCTHOMH MHCTPYKIMH pa3padarhiBactes TPY/IOBO# JI0rOBOp €
corpyuukom MBJIOVY.

JIOJDKIIOCTHAS MHCTPYKIMS 110 CBOEMY COJCPXAIMIO JIOJDKHA COOTBETCTBOBATH
11PE/LyCMOTPEHHBIM 3aKOHOJATEIILCTBOM Poccuiickoii denepaunn TpeOOBAHUSM, A
MMEHHO: COJepKaTh CIeylolue  pasjieiibl —  JIOJIKHOCTHBIC 00513aHHOCTH,
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TpeboBanusl K 3HAHUSIM 1 11poecCHONAbHBIM HAaBbIKAM paborHuKa, TPeOOBaHUs K
kpanuduKalii paboTHIKA.

38. B cooTBercTBMM ¢  TpeOOBaHMSMU  TPYNOBOIO 3aKOHO/IATENLCTBA
Poccuiickoit  dejepainn B MBJIOY  joioken obr1h “'yCTaHoOBIICH  €/IHbIHA
fopsok  OOpMIICHHUSL  IPHEMA,  YBOJIBHCHUA 1 riepesojia  COTPYAHHKOB.
COBOKYIHOCTb ~ JIOKYMEHTOB, B KOTOpBIX 3a(UKCUPOBAHBL  ITallbI
TPYJIOBOH JICATEIILHOCTH COTPYIHHKOB, Ha3IBACTCS JIOKYMEHTAIHEH 110 TPY10BO#
JIeSTEIILHOCTH COTPY IHMKOB, HA3bIBACTCS JIOKyMEHTaIMed 10 JINYHOMY COCTaBY .

K TaKkiM JIOKyMCHTaM OTHOCSTCS:

- TPY/IOBbIE JIOTOBOPDI; IPHKA3bI 110 Ka/pam; TPYJIOBBIE KHWKKH;

suunbie kaprouku Gopmbl T-2; JiM4HbIC Aeia;

- JIMILCBbIC CHETA 110 3apabOTHOI TUraTe;

JpyrHe JIOKYMEHTBI, O(QOpMISIONE TPYAOBLIC oTHOIIEHUsI € PabOTHUKAMH.
Ilosyuenue 1 06paboTKa JIOKYMEHTOB 110 JIMHHOMY cocraBy OCYIIECTBIISICTCS B
cootseTcTBMM ¢ 110JIOKEHHEM O 3alliiTe MEPCOHAILHBIX JIAHHDIX paboOTHHUKOB
MBJIOY.

4. Opranusauust JIOKYMEHT0000poTa

4.1 Bes nocrynaioniast 8 MBJIOY koppecnionaeHius perucTpUpyeTcs B KypHaIe
BXOJBIIMX JIOKYMEHTOB.

4.2. JlokyMeHThbl, 1OJUIMCAHHBIC 3aBe/IYIOLIUM MBJIOY 1 npejHazHadeHHbIC JULs
OTTIPABKK PEIMCTPUPYIOTCS B IKYpHANC HUCXOJSIIMX JIOKYMEHTOB.

Konuu  OTIPABISCMOM  KOpPECHOHJCHIMH € BU3aMK  TIOJIIIMBAIOTCS B
COOTBETCTRYIOLIAC HAIKH, B COOTBETCTBHU C pomenkiarypoit gen MbJ10Y.

S. ﬂopsulmc KOHTPOJIsI MCIOJIHEHHSI JIOKYMEHTOB

5.1. 3aseytomwit MBJIOY ocymecTBIsIeT KOHTPOILb 3a UCIOJIHEHHEM BCEX BUJIOB
JIOKYMEHTOB. &

5.2. CPOKH MCIIOJHCIHS JIOKYMCHTOB yKa3hIBAIOTCs B Tekcre jokymenra. Ecim
CPOK HMCHOJHEHMs HE YCTAHOBJICH, TO JIOKyMEHT JloJDKen ObITH MCTIONHEH B CPOK,
HE TIPEBBIIAIONIEH OJIMH MCCHIL.

5.3. KOHTpOJIb MCHONHCHHS OCYIIECTBISCTCS Ha OCHOBAHMHM PErUCTPALMOHHBIX
JLAHHBIX: 3aNKMCeil B KYPHAIIAX HCXOMIIICH 1 BXOJUILICH KOPPECIIOH/ICHIIMH.
JIOKYMEHT CHMTACTCS MCIIOJHCHHBIM M CHUMACTCs! € KOHTPOJIsi [10CIIE BBITOJHEHHUS!
COJCPIKANMXCS B HEM TOPYHCHHUI. Ha JIOKyMEHTE HPOCTABIISETCS OTMETKA 00
MCIIOJHEHHUH, TIOIMCH JIMLLA, TIOITBEPIKLAIONIET0 HCTIOJIHEHHE, Jlara.

6. PaGora HCHOJHHTEIeH ¢ IOKyMeHTaMH

6.1. 3asexyrouwmii  MBJIOY oBeciicunBacT KOHTPOJIb 3@  KayeCTBCHHLIM
MCIIOJHEHUEM JIOKYMEHTOB 110 CYLIECTBY BOIPOCOB.

6.2. PaGornuk MBJIOY, KOTOpOMY IMOPYHCHO HCHOJIHCHHE nopy4eHusl, Hecer
HepCOHAILIYIO OTBETCTBEHHOCTh 33 TOJIHOTY ¥ JI0CTOBEPHOCTH  MH(OPMALIMH,
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‘l’lO.mﬁOBallH()ﬁ 1pH IHOJArOTOBKE OTBETA.
7. l]opsmonc HOArOTOBKH H Nepeaayn JieJ1 HA XpaHeHUT B apxuB

7.1. JloxymeHTanys, He HCHOJIb3yemas nocrosiHHO B pabore MBJI0Y,

_mepenaeTcs Ha XpaHCHME B apXHB MBJIOY. XpaseHue JOKyMEHTOB B apXHBC

- MBJI0Y OCYIICCTBIISIETCS B TedyeHue CpPOKOB, yCTaHOBJICHHBIX

0/1aTCIILCTBOM Poccuiickoit Dejiepallu, B

ocTu, JUls (PUHAHCOBBIX IOKYMEHTOB — 5 JICT, JULsl JIOKYMCHTOB 0 JINUHOMY

aBy — 75 JeT.

3aBepIicHHbIC Jie)id MOCTOSHHOTO, BPEMCHHOT0 XpaHeHnusi ¥ 10 JIHYHOMY
y, MPOLIC/IIME IKCHEPTH3Y LEHHOCTH, odopMIIeHIbIE B COOTBETCTBUHM €

OSIIMMHU TPEOOBAHMSMH, ©XKETOJIHO COCTABJISIOTCH OIHCH.

4 COCTaB/ICHUM ONKCH JIell COOMIOIAIOTCsE CIIETYIONIHE TpeGoBaHMSL:

3aroJIOBKM JieJi BHOCSTCS B ONKCH B COOTBCTCTBMU C IIPUHSITON  CXEMOI

eMaTH3allMH Ha OCHOBE HOMEHKIIATYPbI 1)1

- rpadbl ONMCH 3aNOJNHSIOTCS B TOUHOM COOTBETCTBUM C TCMH CBEJICHUSIMH,

KOTOpBIE BBIHECEHbI Ha OOJIOKKY /1€11a;

_ OIVCH JIEJI COCTARISIOTCS 110 yCTAHOBICHHOH (opme B TPEX IK3EMILIAPAX.

7.2. JIOKyMEHTBI, obpa3zoBaBIIMCCs B nporecce OCYLIECTBIICHHSI
MBJI0Y cBoei JIeATENIbHOCTH u UMeEIOIIHe HCTOPUYECKOE,
conmaibHoE, HKOHOMHUUECKOE — 3HAYCHHE, HE3aBUCMMO ~ OT  BpEMEHHU

HpOHCXO)K}lCHl/IH, MecTa XpaHeHusl, TEXHUKU KU crocoba 3aKpeIvieHUe l/lHd)OpMalll/lPl
MoJuIekKar nepejaqye Ha l‘OCyllapCTBCHHOC XpaHeHue. Hepenaqa Jies1 IPOU3BOAMTCH
110 ONIUCSM.

8. Yuer u xpanenue 6Jankos, nevarTel U MTAMIOB

81 Ilewarn u wramner  MBJIOY, OGuanku pacropsKeHui, —TPUKA30B,

KOMaHuﬂpOBO'-lﬁ.blC YJIOCTOBEPEHHs, 3 TAKKE TPYNOBbIC KHWKKH TOJUIekKAT

0Bs3aTENBHOMY YUETY. 3aBe/lyIOLHi MBJIOY HeceT OTBETCTBEHHOCTD 3a y4eT 1
© Xpanenue Neyarcii, HTamIos 1 GJaikos.

8.2. Yuer neyareil ¥ 1TamMIoB BeJCTCs B XKypHAIIC. Bpljlaua nevarei, mramos U

GnanKkoB  JiMUAM, OTBETCTBEHHLIM 33 MX  XpancHue H HCIIONB30BaHKE,

[IPOM3BOJIATES 10 POCTINCH B COOTBETCTBYIOIIMX JKypHaJax.
8.3. XKypuaipl yuera BKJIIOHAIOTCS B HOMCHKIATYPY e MBJIOY, ux JIMCThI

HYMEpYIOTCSI, IPOIIMBAIOTCS M CKPEILIAIOTCS [euaThio.
9. 3aKJIIOUHTEIBHBIC MOJIOKCHUS

9.1 Hacrosiee MOJOXKCHUE 00s3aTEIBLHO JUlsl HCHOJIHCHHMS BCCMHU paboTHUKaMU
MBJIOY.

0.2 MaMcHelds W JIONOJNICHUSL B HACTOSIICE I10JIOKCHAC BHOCSITCSl TIPUKa30M
3aBe/yIOIICIO MBJIOY.




