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MOJIO)KEHUE MO AEJOINPOU3BOACTBY.

1.06umme noJ0KeHHs.

1.1. Hacrosiuee [Tonoxenue 1o JIEJIOTIPOU3BOJICTBY B MBOY
«MmuoronpodunsHbli uueit Nel88» Kuposckoro paiona r. Kazanu (nanee -
MOJNOKEHHWe) YCTAaHABJIMBAeT €IMHYI0 CHCTeMy JeJIONpOU3BOACTBA, TMOPALOK
MOArOTOBKH, OGOPMIIEHHs, MPOXOXKIEHHUs, KOHTPOJIA 32 MCIOIHEHHEM, YHETOM,
XpaHeHHeM, [evaTaHWeM, KOMHUPOBAHMEM M THPaXHPOBAHHEM CITy)KeOHBIX
JIOKYMEHTOB.

[TonoxkeHue pazpaboTaHO B COOTBETCTBMM C 3aKOHAMH Poccuiickoin

desiepauny, yKaaMd M pacropsiKeHHAMH [Tpe3unenta P®, mocTaHOBICHHAMH

[TpaButensctBa P®, rocy1apcTBEHHBIMM CTaHAapTaMH Ha YHU(DULIUPOBAHHYIO

CHCTEMY OpraHM3alMOHHO-PACTIOPSANUTEIBHOM JOKYMEHTAlUHH, HOPMAaTHBHBIMH
nokymentamu deziepabHO# apXHBHOH ciyx0b1 Poccun.

[MofoKkeHHe COCTABIEHO HAa OCHOBE TNPHMEPHOW HMHCTPYKUMH  TIO
JIeJIONPOM3BO/ICTBY B IOCYapCTBEHHBIX OpraHu3alusX, yTBEPXKIEHHOMN MPHKa30M
denepalbHOr0 apXMBHOrO areHTcTBa OT 11.04.2018 Ned44. PyxoBOJICTBO H
KOHTpOIb 3@  BEeJeHHeM  JIeJIONPOW3BOJACTBA B JHMIee  OCYUICCTBIACT
JIEJIOTIPOU3BOAUTE]Ib.
1.2.OTBETCTBEHHOCTh 3a OPraHM3alMIO JIeJI0NPOU3BOJACTBA, CBOCBPEMEHHOE M
KaueCTBEHHOE WCIOJHEeHHe JIOKYMEHTOB, MX COXPaHHOCTb BO3Jlaraercs Ha
aMUHUCTPALIMIO JIHLIeS.
1.3.HerocpeacTBeHHOe  BeJeHWE  JJIONPOM3BOACTBA  BO3JIAracTes Ha
JIeNTONPOM3BOIUTENIS, HAa3HAYEHHOro OTBETCTBEHHBIM 33 OTy paboTy, KOTOpBbIi
obecriedMBaeT ydeT M MPOXOXKJEHHE IOKyMEHTOB B YCTaHOBJICHHBIC CpOKH,
HH(GOPMUPYET PYKOBOACTBO O COCTOSHMM HX HCIOJIHEHHA, OCYLIECTBJISAIOT
03HAKOMJIEHHE COTPYIHMKOB C HOPMATHBHBIMH M METOAMYECKUMH JOKYMEHTAMHU

10 JIeJIONPOU3BOJCTBY.

|.4. Jlenonpou3BOANTEb HECeT OTBETCTBEHHOCTh 3a BBINOJIHECHHE TpeGoBaHHH
MHCTPYKILIMH, 32 COXPAHHOCTb HAaXOJALIMXCS y HHX cyxeGHbIX 10KymeHToB. OO0
yTpaTe J0KyMEHTOB HEME/JIEHHO JOKIIa/bIBAIOT PyKOBOAHTEITIO.

1.5.TTepenaya JOKyMEHTOB, MX KOMHi pabOTHMKaM CTOPOHHHMX opraHu3anui
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1.6.1lpu yXoie JeJONPOU3BOAMTENS B OTIYCK, yOBITHM B KOMaHIMPOBKY
MMeEIOLIMeCs Y HEero JAOKYyMEHThbl 10 yKa3aHWIO JMPEKTOpa MepefaloTes Apyromy
paGOTHHKY, KOTOPBIH 0053aH MPUHAT MEPbl K UX CBOEBPEMEHHOMY HCIOTHEHHIO.
[py  yBOJNbHEHMH WJIM  TEpEMelIeHHH  OTBETCTBEHHOro  3a  BE/JCHHME
JeIONPON3BOCTBA POM3BOIMTCS repeaya Jein M JIOKyMEHTOB, O fIeM
COCTABISIETCS TPHEMO-CAATOYHBIH aKT, KOTOPBIH yTBEpXKAAETCs AMPEKTOPOM
HLes.

1.7.TTos0)KeH!sT pacTpOCTPAHAIOTCS KaK Ha TPAJMLMOHHOE JC/O0NpOU3BOACTBO,
TaK ¥ HA OpraHM3aluio paboThl C JOKyMEHTaMHM, CO3/1aBaeMBbIMH CpECTBAMHU
BBIUMCIUTEIbHON TEXHHUKH.

2.JlokymMeHTBI JinLes.

2.1.JIuueit wW3gaeT creaylollMe IOKYMEHTBI: MPHKa3bl, MOJIOXKEHHs, MpaBHuia,
MHCTPYKLIHH.

2.2.B uensx 3¢p¢peKTUBHOrO HMCIOJIb30BaHMS BpruricnuTenpHol Texuukn (BT) B
NMllee YCTAHABIMBAIOTCS €IMHbIE NPaBuiIa 0GOPMICHHUS 10KYMEHTOB.

JIns  cokpalleHHsi KOJMYecTBa IMPUMEHSAEMbBIX GopM JOKyMEHTOB B JIHLEE
pazpabaTbiBalOTCs  YHU(DULUMPOBAHHBIE bopmbl JOKYMEHTOB (Yo ),
MpeJICTAB/ISIOIINe COBOKYTHOCTb PEKBU3UTOB, YCTAHOBICHHBIX B COOTBETCTBHH C
pelaeMbIMH B 3TOH cepe AesTeIbHOCTH 3a7adaMHy.

3.MpaBu/a NOArOTOBKH H 0popM/IeHHS J1OKYMEHTOB.

3.1. JIOKyMEeHTHpOBaHHe YIpaBlIeHYeCKOH e TeIbHOCTH.

JIOKyMEHTHpPOBaHHe yNpaBJeHYECKOH 1eATeIbHOCTH 3aK/II04aeTCs B ¢ukcauuu Ha
Gymare WM APYTMX HOCHTENSX M0 YCTAHOBJIEHHBIM TIpaBH/IaM yIrpaBIeHYECKUX

JIEUCTBUH, T. €. CO3/IaHUH YIIPaBJIE€HYECKHUX JOKYMEHTOB.

JIoKyMeHTHpOBaHHe  OCYLIECTBIAETCSs ~ HAa  €CTECTBEHHOM s3bIKE
(pyKOMMCHbIE, MAIIMHOMKUCHbIE TOKYMEHTBI, U T. 1.), a TaK)Ke Ha UCKYCCTBEHHbIX
g3bIKaX C HMCMONb30BAHMEM MAIIMHHBIX Hocutesed. [lpu mnoaroToBke M
ohOpMIEHHH JOKYMEHTOB HEOOXO0IMMO cobmoaaThk npasuia, obecrnevynBaroLIne
IOPHIMUYECKYIO CHITY JIOKyMEHTOB, ONepaTHBHOE M Ka4eCTBEHHOE X MCIIOJIHEHHE U
[MOMCK, BO3MOJKHOCTh 0OpabOTKM  JOKyMEHTOB C  TOMOLIBIO  CPEACTB
BBIYMCIIUTEIbHOW TEXHUKH.
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oGs3aTeNbHBIX Ul JAHHOTO BHJA JIOKyMEHTa [HauMeHOBaHHME OopraHu3aluy -
aBTOpa JOKyMEHTa, Ha3BaHWe BH/a (yHupULUMPOBAHHOH GOPMBI JIOKyMEHTAa), /1aTa,
MHJIEKC, 3aroJIOBOK K TEKCTY, TeKCT, BHU3bI, noanuce]. B mporuecce nMoAroToBKH U
oOpMIIEHHS COCTAaB PEKBU3UTOB MOKET OBITH JIOMOJHEH APYTMMH PEKBU3WTAMH,
eciii Toro TpebyeT Ha3Ha4YeHHe OKyMEHTa, €ro obpaboTka u T. 1.

3.2.biaHku JOKYMEHTOB.

JlokyMeHTbl JIOJDKHBI, KaK MpaBHIIoO, oopmiisiThcsi Ha OnaHKax Jjues H
MMEeTb YCTAHOBJEHHBIH KOMILIEKC oGs3aTeNbHBIX PEKBU3MTOB M CTAOHIIbHBIH
MOPAZOK MX  PacrojloKeHHs (pacronioXeHWe — PEeKBU3MTOB  Ha OnaHkax
OpraHM3alHOHHO-PACTIOPSAUTEIbHBIX  IOKyMEHTOB JIOJDKHO ~ COOTBETCTBOBATh
TOCT P 6-30-97 "YHuduuupoBaHHbIE CHCTEMbI AOKYMEHTALNH. TpeGosanus K
oopmIIeHHIO JIOKYMEHTOB").

BiaHKK JOKYMEHTOB M3roTaBJIMBAlOTCA Ha 6ymare popmatoB A4 (210 X 297
MMm), AS (148,5Mmx210Mm). BoiGop opmara O61aHKa Npy MOAroTOBKE JIOKYMEHTa
onpeie/sieTcs B 3aBUCHUMOCTH OT ob6bpema Tekcra. Kakapli JIMCT JOKYMEHTA,
ohopMmIIeHHBIH Kak Ha OlaHKe, TaK U 6e3 Hero J0JKEH UMEeTh I10JIs He MEHEe, MM:
20 - neBoe;

10 - mpaBoe;

20 - BepxHee;

20 - HHKHEE.

Vnotpebienne 61aHKOB MPOM3BOIbHOM (OPMBI HE pa3peracTcs. JlomyckaeTcs

U3rOTOBJIEHHUE OJIaHKOB B MOJipa3/ie/IeHUAX Ha CpeicTBax MHO)KHTCHBHOF! U

BRIUMC/IUTEIbHOM TexHUKH. OOl 61aHK HCTIONB3yeTCs HA W3rOTOBJIEHUS
MH0OBIX BUIOB JIOKYMEHTOB, KPOME MMCbMa (cripaBKa, MPOTOKOJ, AKT).

3.3. OdopmiieHnEe PEKBHU3UTOB IOKYMEHTOB.

3.3.1. HanmeHOBaHHe OpraHu3allMy - aBTOpa 10KyMEHTa.

HaumeHOBaHME JIHIEs YKa3bIBaeTCsl B TOUHOM COOTBETCTBHH € YcTraBoMm.

3.3.2. Ha3BaHue BHU1a JOKYMEHTA.

HaspaHue AOKYMEHTA, COCTABIEHHOro MW H3JaHHOTO YHUBEPCUTETOM JI0JKHO
COOTBETCTBOBATH COJIEPKAHHMIO JOKYMEHTHPYEMOTOo yIpaB/IeHYecKoro AeHCTBUS

(npm(a3, MMPOTOKOJI, aKT, LITATHOE pacrnucaHume U T. 11.). Ha3zBanue JAOKYMEHTa

TCH [IPONVMCHBIMA OYKBaMH, 11O
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3.3.3. Jlara 10KyMeHTa.
Jlatoii JOKyMeHTa sBisiercs jarta €ro MOJANMUCAHUS; Ul JOKYMEHTa,

npuHumaeMoro KoJulernaJibHbIM OpraHoMm, - jara ero npuHATHS, U1 JOKYMEHTa,

Tpebylolero ero yTBEpKAeHHs, - Jara ero yTBepxkaeHus. Jlara JOKyMeHTa
MpoCTaBysieTcsi A0DKHOCTHBIM JTHIIOM, [TOAMMUCHIBAIOIIAM HJIM YTBEPXKAAIOLINM
JIOKYMEHT.

Jlata MOAMMCAHNUS, YTBEPKACHHSA, COTIacOoBAHMNA JIOKyMEHTa, a TaKKe J1aTbl,
cojepKalMecs B TEKCTE, JIOLKHBI ohopMIATECA  LMPPOBBIM crocoooMm.
JneMeHTbl AaThl TPUBOAATCA —apabCKUMM uidpamMu B OAHY CTPOKY B
[ocJieIoBaTeIbHOCTH: YUCII0, MECALL, TO. Harnpumep: 08.03.2001.

3.3.4. [Toanuch JOKyMEHTA.

JIOKyMeHTBI, ~HampaBliseMble JIMLCEM B BBIILIECTOSIIIME OpraHbl M
yIpaBJieH s, TIOAMUCHIBAKOTCS AMPEKTOPOM.

JIOKyMEHTBI, HampasisieMble JIHIEEM B azpec JIpyrux opraHu3alu,
y4peKAeHUH U MpeANpUsTHH, MOTYT MOIMHUCHIBATHCS JIPyrMMH  OTBETCTBEHHBIMH
sa 5TO JMI@MH. B cocTaB TMOAMMCH BXOIAT: HaMMEeHOBaHWe JIOJDKHOCTH
MOAMMCHIBAIOIIEr0 JOKYMEHT, JM4Has MOAMUCh H €€ pacinpposka. Huxe
yKa3bIBaeTCs UCTIOJHUTEND 1 Tened)OH UCTIOTTHUTEIS.

B n0KyMeHTax, MOAroTOBJICHHBIX KoMHCCHel, yKa3bIBalOTCS He JTO/DKHOCTH

MOANMUCABIIMX JIAL, & MX 00513aHHOCTH B COCTaBE KOMHUCCHUH. ﬂpu MOANMUCaHHUH

JIOKyMEHTa HECKOJIbKMMH JI0JKHOCTHBIMHU AMLIAMHM MX TIOAMMCH pacrojiaraioT
oaHy mMoA JApYrodl B MOCIE10BATEILHOCTH, COOTBETCTBYIOMIEH 3aHMMaeMo#H
no/kHocTH. IlpM MOANMMCAHMM JIOKYMEHTA HECKOJIbKMMHU JIMI[aMH  PaBHBIX
JO/KHOCTEH, MX TOAMUCH PacroiaraloT Ha OAHOM yposHe. Ecin 10KHOCTHOE
JIMIO, MOAMACH KOTOPOro 3aroToBjieHa Ha [POCKTE JIOKyMeHTa, OTCYTCTBYET, TO
JIOKYMEHT [0JKEH MOIMMCHIBATECA JTHIIOM, MCIIOHSIOIIMM ero 00s3aHHOCTH WIIH
ero 3aMecTHTelIeM.
3.3.5.YTBepxKaeHne JOKyMEHTA.

OcobbIM  criocoboM BBeJIeHHs JIOKYMEHTa B neiicTBUe SABIISETCA €ro
yTBepikaeHne. JIoKyMEHTbI yTBEpIKJAAIOTCS AMPEKTOPOM JIHLEH, BBIIIECTOSAIIUMH

WIM MEeXBeJIOMCTBEHHBIMH opraHaMi, o011eCTBEHHBIMH Opl"aHH3alIPl$lMH, B
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yTBEpKIaeMbIX J0KyMEHTaXx.

VTBep/eHHe ~ JOKYMEHTa  MPOM3BOAMTCS — MPOCTABICHHEM rpuca
yTBEpXKJIEHHs WM W3aHWeM pacriopsanTe/IbHOro A0KyMEHTa (B Tex ciydvasx,
Kor/ia TpeOyIoTCs I0NOIHUTEIbHbIE MPEANHCaHNs U pa3bsCHEHHMS).

[Tpu odopmiernu rpuda yTBepKACHHS HeoOXoauMO co0JII01aTh Cclielytolee:
rpu¢ yTBEpKIACHHs MOMelaeTcs B MpaBoil BepXHel 4acTH J0KYMEHTa, COCTOMT M3
cjoBa

VTBEPXJIAIO (6e3 kaBbluek), MOJHOr0 HaMMEHOBAHWA JNIOJDKHOCTH  JIMLA,
YTBEPIKAAIOIIEro  JIOKYMEHT, JMYHOM TOJMMUCH, €€ paclMppOBKA M JaThl
YTBEPHKICHHUS.

3.3.6. AznpecoBaHue JOKyMEHTAa.

JIOKyMEHTBbI aJpecyioT B OpraHW3alluM, MX CTPYKTypHbBIC nojipasiesieHust Ui
KOHKPETHOMY J0JDKHOCTHOMY JIMLLY.

[lpy agpecoBaHMM JIOKyMEHTa B OpraHM3allHio MM €ee CTPYKTypHOe
noapaszesnexne Oe3 ykasaHus JO/DKHOCTHOTO JIMLA, HX HaMMEHOBaHHWE MUIIYT B

MMEHHUTEbHOM MaJACHKE.

[Npu HampaBieHHH IOKyMEHTa JOKHOCTHOMY JIMLLY Ha3BaHHE OpraHu3aluu U ee
CTPYKTYPHOTO MOZIpa3/ie/ieHHsi YKa3bIBatoT B HMCHHTEILHOM naaexe, a 10JHKHOCTh
1 GpamMuiInio aapecara - B 1aTeJIbHOM.
3 4. OcoBeHHOCTH MOATOTOBKM ¥ 0GOPMIIEHHS OT/AEBHBIX BU/I0B JOKYMEHTOB.
3.4.1. Ilpukas.

[Mpukas - NMpaBOBOW aKT, W3/laBaeMblil AMPEKTOPOM JIMLEA A peleHus
OCHOBHBIX M OTMEPAaTUBHBIX 3a/1a4, CTOALIMX TEPE/L y4eOHBIM 3aBeIeHUEM.
[Ipuka3 MoxeT ObITb W3JaH JIMLOM, HCHOJHAIOLIMM 0053aHHOCTH JIMPEKTOpa
nuuest B ciaydae ero orcyrtcTBus. llepenada npukasos, HX Konui paboTHUKAM
CTOPOHHMX OpraHW3alui JOMyCKAeTcs TONbKO C  PpaspeliCHHi JIUpeKTopa.
[TpoeKThl MpPHKa30B pa3paboTaroTCs aJIMMHUCTpalMeil suies Mo TOpYy4YEeHHUIO
PYKOBOJICTBA WJIM 1O COOCTBEHHOH MHULIMATHBE.

[ToaroToBKa MpHKasa BKJKOYaeT B cebs N3yueHHe CyLIecTBa BOMpoca 1 cbop
HeoBXOAMMBIX CBEJEHHIT; MOJArOTOBKY MPOEKTa MpHKasa; COrjiacoBaHHe MPOeKTa,

MOAMNKMCAHME AWPEKTOpOM, perucrpaumio. PacnopsantesbHbie  AOKYMEHTDI

A e JTa:-au
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Hanpumep: O6 yTBepXkaeHHUH. .., O perucTpaluH. .., O co3naHuH...

OdopwmsieTcst prKa3 Ha GaHke W J0JDKEH UMEThb C/ICIYIOLIne PEKBU3HTBI:
Ha3BaHWe BHAA JOKYMEHTa, AaTy, HOMep MpHKa3a, 3arojoBOK, TEKCT, MOAIMHCE.
TekcT npuKkasa, KaK MpaBuio, COCTOUT U3 KOHCTAaTHpYIOLIEl U pacropsanTeTbHON
yacTeil. B KOHCTaTMpYIOLIEH YacTH KpaTKO M3JaraloTes Lenrd M 3ajadu
MpeMUCHIBAEMBIX JeHCTBUM, (aKThl MM COOBITHS, TOCTYKHMBIIHE MPUYHHON
w3naHus TpuKkasa. KOHCTaTHpyloulas 4acTh MOXET OTCYTCTBOBAaTh, CCIH
MpeanuchBaeMble JIeHCTBUS He HYXKIAKOTCH B PasbACHCHHH. TexkcT npukKasoB B
TAaKMX CilydasX HayMHaeTcs co CjloBa [TPUKA3BIBAIO (rumercs BpaspsaaKy
ctpoubiMi OykBamu). [lpu Hanmu4uu ABYX yacTell MpuKasa pacropsauTebHas
yacTh oTaenseTcss oT KoHctatupyromer ciosom [TPUKA3BIBAIO. [Tocne cioBa
[TPUKA3BIBAIO craButcsi aBoetoune. TeKCT pacrmopsauTebHOH 4acTH ACTHTCSA
Ha MyHKTbl, B KOTOPBIX YKa3bIBAIOTCS HCIOJHUTENH, KOHKPETHBIC JNeNUCTBUA H
CPOKM HCIIOJIHEHHMS TPEANMHChIBAEMbIX neitictBuit. Ecnu npuka3 [OMOJIHAET,
OTMEHSIeT WM M3MeHsieT paHee M3/aHHble TPUKa3bl WM MX OTACJIBHBIC MTyHKTRI,
3TO oropapuBaeTcs B TekcTe. B mocneaHeM IyHKTE pacropsAnTeIbHON 4acTH
MpuKa3a yKa3plBaeTcs JOJKHOCTHOE JIMLIO, HAa KOTOpOE BO3jaracTcs KOHTPOJIb 32
HCTIONHeHHeM npHKasa B ueioM. Hanpumep, "KoHTpoIb 32 HCTIOTHEHHEM MpHKa3a
ocTaBnsio 3a coboil". Eciy npuka3s BBOJMT B JeHCTBHE Kakue-Tu00 JOKYMEHTBI
(MHCTPYKIMH, rpaduKH, TPaBUIa, MOJTOKEHHS), TO OHH oopmIIAOTCS B BHIE
MPUIOXKEHUs K NpHKasy. B mpaBom BepXHEM yrily TAKUX JOKYMEHTOB, OT MATOro
MojoKeHuss  Tabynsropa  IMULIYT  CJIOBO "Tlpunoxenue" ¢  yKa3aHHEM
HaMMEHOBAHUS PacrOPAIUTEIbHOrO JOKYMEHTa, €ro AaTel, HOMEPA.

[Ipu perucTpaluu MpUKasbl HyMepylOTCs MOPSAKOBBLIMM HOMEpaMH B npejenax

KaJICHJAapHOIro roja.

3.4.2. PacriopsikeHHe.
Pacriopsi’keHue - pacropsAnTe IbHbIH JOKYMEHT, U3/1aBaeMblil JUPEKTOPOM JIHLIES
Mo BOMpocaM MH(POPMALMOHHO-METOAMYECKOro XapakTepa, a TaKkKe Io BOITpOCaM

OrnepaTuBHOIO YIripaBJCHUS JeATEJIbBHOCTBIO IIHLIeﬂ(COBeLLlaHHﬂ, Kombepemmn U T.

11.). Pacnopsm(eune HE JI0JDKHO COAEpIKaThb npennnca}mﬁ, HOCﬂLﬂHXHOpMaTMBHbIﬁ

xapaktep. [loxroroBka u ogopmieHue pacropsukeHUi MPOBOAUTCS M0 TEM Ke

Fram v rvass ey o
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3.4.3. [Iporokoi.

[TpoTOKOJ - JOKYMEHT, B KOTOPOM dukcupyercs Xoa 00CYKICHHS BOMpPOCOB H
MPUHATHS peleHuii Ha coOpaHHsAX, COBELIAHHAX, KOH(EpEeHUMAX U 3acelaHusX
KOJIJIErHajibHbIX OPraHoOB.

TexkcT MPOTOKOJA COCTOMT M3 JABYX yacTel: BBOAHON M OCHOBHOWM. B BBOAHOM
yacTH 3aroJIHAIOTCS CHeAylollHe PEeKBH3UTBIL "IMpencenatens", "Cekperaps",
"TpucyrcToBanu", "IloBecTka nus". Ha 61aHKe MpOTOKOJIA 3TH PEKBU3UTBI MOTYT
MMETh THUIOrpadcKOe HCTIOIHEHHE.

OcHOBHasi 4acTh MPOTOKOJA COCTOMT M3 pa3/e/ioB, COOTBETCTBYIOLIMX™ MyHKTaM
noBecTkM JHs TeKeT KakAoro pasjeja CTPOUTCA IO CXEME: CJIYILIAJIA,

BBICTYITWJIU, TIOCTAHOBWJIH, PELLILJIUA. OcHOBHOE  COJIep)KaHHE

JIOKJIAZI0OB H BbICT}’ﬂﬂeHHFl roMelaeTcs B TEKCTe IMpOTOKOJIa HITH npujaraeTcs K

HeMy; ToOCTaHOBJeHHe (pelueHue) —revarTaeTcs MOMHOCTBIO.  JIOKYMEHT,
yTBEP/KIAeMbIif  KOJUIErMalbHBIM ~ OPraHoM, — IpHIaracTci K  NpOMOKONY.
Cozepxkanne  oco0oro  MHEHHMs  3alHCHIBACTCHA B MpoOTOKOJIE  TIOCIe
COOTBETCTBYIOLIEro  MPOTOKOJBHOrO  PELICHHA. [IpoToKON  TOAMMCBHIBACTCS
MpeiceaTe bCTBYIOIIMM Ha 3aCelaHuH 1 CeKPETapEM.

[TpoTOKOJIBI HyMepyIOTCsi MOPSAIAKOBBIMH HOMEpamu B rnpezenax KajeHIapHOro
roja.

3.5. CiyxeOGHoe MHChMO.

Bce 1ei0Bble MHCbMa MOXHO  pa3jeldTh Ha  KOHCTAaTHPYIOLUME
cBeplMBIIMiicS (AKT W TpeaBapAlolIMe BO3MOXKHOCTD ero cBeplueHus. ITO
MUChbMa-MOATBEPXKACHHUs,  MMHUCbMa-HANOMUHAHHKA, nucbMa-npeynpexaeHus,
nMchMa-M3BelieHus. OHM He TpeOylOT OTBeTa, HO WX HalMque HUMEeT
IOPUAMYECKOE 3HAUeHHUE.

EcThb MUCbMa, KOTOpble COMPOBOKIAIOT MarephalbHbie LEHHOCTH HIH
Jipyrue J0KYMEeHTbI, TaK Ha3bIBaeMble "CONpOBOANTE/IbHbIE".

OGecnieunBas npeaBapUTeIbHbIH 0OMeEH uHpopMaLnen, MUCbMO MOMOraeT
CTOPOHAM BBIACHUTH BO3MOXKHOCTH JUISl 3aKJIIOUCHUSA PasHOTO poja J0roBOpoB M
akToB. I109TOMY B COBPEMEHHOM JeJIONpPOU3BOACTBE IMHCHMO BBICTYMaeT Kak

nenoaoﬁ JIOKYMEHT, $A3bIK KOTOpPOTO NMpeACTaBJIsACT W3BECTHbIE TPYAHOCTH Ipu

cTaHJlapTyU3aliuu,
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Bee muchbMa MOXKHO pa3ieuTh 1o GyHKUMOHATLHOMY NMpPHU3HAKY Ha JBE rpynibl:
a) mucbMa, TpeOyoliue MUChbMa-0TBETa, 6) nucbMma, He TpelyiolMe MuchMa-
OTBETA.

Jlist cocTapyieHust C1y’KeOHBIX TTHCEM HCTIOB3YIOTCH 6rnanku aunes Gopmato A4.
3.6. ConepxaHue ¥ CTPYKTypa TEKCT.

3.6.1.Comepxanue M CTPYKTypa TeKCTa CTpOATCH B 3aBUCMMOCTH OT €ro

hYHKIMOHATBHOTO Ha3HAYEHHS (Buza).

TekcT JOKyMeHTa JOMKeH ObiTh  SICHBIM,  KpaTKHM, 060CHOBaHHBIM,
obecreydBalOlIMM TOYHOE W OJIHO3HAYHOE BOCIPHUATHE M3JI0)KEHHOW B HEM
uH(pOpMaLHH.

TekcT H0MKEH ObITh U3JI0KEH B O(i)l/luldaﬂbHO-IleﬂOBOM CTHUJIE B COOTBETCTBHH C

NeHiCTBYIOILIMMH MTPaBUJIaMH oporpaduu ¥ NyHKTYaLUH.

3.6.2.JlonyckaeTcsi HayWHATh TEKCT TMHChMA € yBaKMTEJIHOro OoOpalieHns K
ajipecarty, KOTOpoe revaraercs LeHTPHPOBAHHBIM crocoOoMm.

3.6.3.TekcTbl JOKYMEHTOB O(GOPMIISIOT B BHAC AHKETHI, TabUIIbI, CIIJIOIIHOTO
TeKCcTa WM B BUJIE COEAMHEHMS ITUX CTPYKTYP.

['padgpl ¥ CTPOKH TAOJMIUBI JOJIKHBI MMETh 3arojOBKM M T1013aroJIoBKH,
cornacoBaHHble Mexkay coboii. Ecnu Tabnuia neqaractTcs Gonee uem Ha OJHOM
cTpaHule, epagel mabauiybl NOTKHBI GBITH MPOHYMEpOBaHbl W HaCIEAyIOUINX
CTpaHMLAX NeYaTaloTCs TONbKO HOMEpa CTPOK

3.6.4.Coepkanne WM3/1aBaeMbIX pacropsauTEIbHBIX JIOKYMEHTOB He JI0JDKHO
MPOTUBOPEUHMTDH U3JAHHBIM paHee Mk nyOaupoBaTh UX.

3.6.5.TekcT JOKYMeHTa JETHTCsA, KaK MpaBuio, Ha JBE yacTH: B TEPBOI BBOJIHOM
(KOHCTATHpYIOLIEH) - U3/1araeTcs MpuiKuHa, Uelb COCTaBIICHHs JJOKyMEHTa, 1ar0TCs
CCBUIKM Ha OCHOBOTOJIAraloime A0KyMEHTbI, BO BTOPOM - cojepiKarcs BbIBO/bI,
MpeUIoXKeHHs, NPOCHOBI, PACIOPSKCHHS.

3.6.6.B 10KyMeHTax MCIOJIb3yeTcs Cleyrolias dbopMa U3JI0KEHHUS:

OT MepBOTro JIMIA B ¢IMHCTBEHHOM YHMC/IE - TEKCT [PUKA30B, PACTIOPSKEHUH U T.

I, a TaKXKe JOKYMEHTbI, HCXO/ISIIINEe OT KOHKPETHBIX JIHI (3asiBIIEHUS, OKJIAIHBIC
3aNMCKM): PUKA3bIBAIO, MPOLLIY BbIACIUTH, CHUTAIO HEOOXOAUMBIM;

OT TMepBOro Jvua MHOKECTBEHHOIro 4uc/jia (nepenucxa): IMpOCUM HaIrpaBUTh,

[oKyMeHT co3aaH B 3%%‘9&9&%%% Nf_’aZP aceMOTDEHHE,

oT 28.03.2026. UcnonHuTens: Pacynosa 3.
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OT TpPETHEro Jula MHO>KECTBEHHOI0 4Yucja - HOPMATUBHO-ITPABOBBIC aKThbI

(MIPOTOKOJIbI): CITYIIAIH, BHICTYTIHIIN, PEIIXIIH.

3.6.7.B JIOKYMEHTax JOIMyCKarTCs COKpAILeHMs, yCTAHOBICHHbIC JIEUCTBYIOLLIMMH
npaBuiamMi  opdorpadum, WIM KOrja COKpaIIeHHs SABIAIOTCA ohuuMaTBHBIMHA
HA3BAHUAMH YUPEKICHHUS, MPEANPHATHs, OpraHu3aluH, HarlpuMep: I'UB L,
C6epbank, "Xakaconepro".
3.7.TTopsiI0K CHSATHS W BbIJa4u KOMHUH C JOKYMEHTOB.
3.7.1.Konuu ¢ J0KYMEHTOB BbIJAIOTCA C pa3pelleHus aMMHACTPALNH U TOJIBKO €
TeX JOKyMEHTOB, KOTOpbIe ObIJIM M3J1aHbI B JIULIEE U KOTOPBIC KacarTCACITyKeOHOM
NeSTeIbHOCTH JIAHHOTO CTPYKTYPHOIO MOoApa3Ae/IeHHs.
3.7.2.T1pu Bbigaye KOMHMH JOKYMEHT BOCIIPOU3BOAMUTCS MOTHOCTHIO (6nank nuues,
HOMep, JlaTa, COlepKaHhe U T. JL.).
B npaBom BepxHeM YIJy KOMHH MUILETCS CJIOBO "Konus". [Ipu BbIa4e KOMHUH C
Koruu cneayet nucath "Konus ¢ konuu".
3.7.3.T1pu 3aBepeHHH KOMHUHM JOKyMEHTA BHM3Y MOC/E MOIHOT0 BOCIPOU3BEACHHA
TekcTa mumercs "BepHo", cTaBUTCA JO/DKHOCTH, MOAMMCH JIMLA, 3aBEPAIOLIETro
KOTIMIO, €ro HHUIIMAJBI U paMuiIus, 1aTa 3aBepeHHs.
[Ipu mepechliKe KOMUHM B ApPYrHe YYpesk[IeHHs WM Bbllade Ha pyKH OTACIbHBIM
JIMIIAM Ha HeM ciie/lyeT MpoCTaBlisATh Mevarh.
4. KoHTpOJIb 32 HCNOJIHEHHEM I0KYMEHTOB.
4.1. OpraHusaius KOHTPOJIS.
4.1.1.Bce mocTynaioue Ha WMs JMpeKTOpa M B aipec JHUes J0KyMEHTBI,
TpeGylolMe HCTIONHEHMS U TOJArOTOBKH OTBETA, MOIEKAT KOHTPOJIO.
4.1.2.KoHTponb 3a WCMONHEHHEM JOKYMEHTOB yCTaHaBIMBAaeTCA B LEJAX
obecrieyeHnsi UX CBOEBPEMEHHOrO M Ka4yeCTBEHHOro HMCIOJHEHHS, MOBBIIICHH
yPOBHS OPraHU3aTOPCKO# paboThl M UCTIONMHUTETBCKON AMCLUMITTHHEL.
4.1.3.JIOKyMEHT CYMTAeTCsi MCMOJHEHHbIM, KOrJa pELICHbl OKOHYAaTEeJIbHO BCE
HOCTaBJIEHHbIE B HEM BOTIPOCH] M COOJIIOIEHBI ClIeIyIOLIHE CPOKHU .
ec/IM B JOKyMEHTE MOCTaB/IeH CPOK MCTIOHEHHUS - B yKa3aHHbIH CPOK;
NIOKyMeHTBI 6e3 yKa3aHHusi CpOKa UCTIOJTHEHHUS - B MECSYHBIN CPOK;
eC/Ii B IOKyMEHTe HMeeTCsi ToMeTKa "cpovHo", - TO B TpeX/IHEBHBIN CPOK;

1)

HEHMH €3 YKa3dH
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CpOK MCYHUCIISIETCS B KaJIEHAAPHBIX JHAX C AaThl NOATMCAHHUA JOKYMEHTA.

5.ITops/10K NPOXOKAEHHSI H HCTIOJTHEHHS! NOCTYNAOIIEH KOPPeclOH1eHIUHH.
5.1.Bcs  KOppecrnoHAEeHLMs, TOCTynaipoi@as B  WIKOIy, TNpUHUMAETCs H

peructpupyercsi  Aenonpouspoautesnem. Ilpp  mpueme  KOppecrnoHACHLHMH
MpoBepsieTcs 11eJJOCTHOCTh KOHBEPTOB, JPYro# YNMakoOBKM M MPaBHUIbHOCTD
anpecoanus. OmmbOYHO J0CTaBIEHHAs KOPPECTOHIACHLMS BO3BpAIACTCH B
otienenue cBsi3n. KoppecroHaeHLus, noxy4yaemas Mo pacrucky (€ HapouHbIM,
3aKas3Has U T. I1.), PETUCTPUPYETCs B XKypHaJle.

52.1Tpu  BCKpbITHM  KOHBepTa  (YNAKOBKH) TIPOBEPAIOTCS  MPABHIBHOCTD
aJ[pecoBaHusi W HaJM4Me BJIOKEHHBIX JIOKYMEHTOB. [Tpu oOHapyKeHUH
MOBPEX/EHUs, OTCYTCTBUsS  JIOKyMEHTa WM MPUIOKEHUS K HEMy, a TaKxke
HEeCOOTBETCTBUS HOMEpa, yKa3aHHOro  Ha KOHBepTe, HOMEpY BJIOKEHHOTO
JIOKyMEHTa, COCTaBseTcs akT B JABYX OK3eMIUspax, OAMH M3 KOTOPBIX
MpuiaraeTcs K rMoy4eHHOMY JTOKYMEHTY, @ ApYrod HanpaslseTcsi OTMPABUTEIO.
Bce mocTynuBIIMe AOKYMEHTBI JOJDKHBI OK/IAIbIBaTbCS PYKOBOACTBY B JI€Hb HX
MOCTYIJICHHUS.

5.3.TTosy4uB JOKYMEHTbI Ha HCIIOJIHEHHE, COTPYIHHUK JIMLES 0/DKEH HEMEIEHHO
03HAKOMUTBCS C MX COJep)KaHHEM, BbIAEINB JIOKYMEHTbI, TpeOyIolIle CPOIHOro
UCITOJTHEHUS.

5.4.Kaxzapli  COTpYAHMK JMles oOecrieyrBaeT — OMNepaTHBHOCTb, —KaueCTBO
MCITOJTHEHHUS! U COXPAHHOCTh JIOKYMEHTOB.

6.ITopsiioK TMOATOTOBKH M NPOXOXKIAEHHSl HCXOAALWMX H  BHYTPEHHHX
JAOKYMEHTOB.

6.1.TTopsA0K MOArOTOBKM MCXOISIIMX JOKYMEHTOB BKIIOYaeT B cebs paboty 10
COCTABJICHHUIO MPOEKTA JOKYMEHTA, COrJIaCOBaHMIO, MOAMUCAHUIO (yTBEpXkIEHHMIO),
TUPAXKUPOBAHHUIO U OTIIPABKe.

6.2.J1o mepeaa4yu JOKYyMEHTa Ha MOAMKCH MCIOJHUTENb JO/DKEH MPOBEPHUTH €TI0
cojepKaHue, TpPaBWIBHOCT O(GOPMIIECHUS, HATHIHE HEeOOXOJUMBIX BH3 H
MPUJIOKEHHUH.

JIOKyMEHT TIpe/CTaB/IseTcss Ha MOAMMCh BMECTe ¢ MaTepvajaMH, Ha OCHOBaHMH

KOTOPbIX OH 'OTOBHJICH.
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aJIMUHUCTpALIMEH, aJlpecoBaHHbIE B BBILLIECTOSALLIHNE OpraHu3alluH,
perucTpUpyrOTCS.

6.4. BHyTpeHHHE JOKYMEHTbl O(QOPMIISIIOTCS M HCIONHAKOTCS (ucrionb3yroTes) B
npezesax JuLes.

6.5.BHyTpeHHHE [JOKYMEHTBI (JOK/aJHble 3alMCKH, CMPaBKH, CBOAKH H ap.)
paccMaTpUBAIOTCS TEMHM JI0JDKHOCTHBIMM JIMLIAMH, KOMY OHHM HalpaBjICHbI.

7.Yuer U XpaHeHHe nevyaTei, LITaAMNOB H 0JIAHKOB.

7.1.O6s3aTeIbHOMY yueTy MOJJIeKaT BCe BU/bI IMeyaTed W IITamIIOB, TPYAOBbIC
KHUKKH.

7.2.TleyaTd M IITaMMbl AOKHBI XPAHUThCs B celdax WM MeTaIMYeCKHX
wkagax.

7.3.OTBETCTBEHHOCT 3@ XPaHEHWE M MCIOJIb30BAHME MevaTed, MTaMIoB HeCceT
JIMLIO OTBETCTBEHHOE 3a J1eJI0NPOU3BO/CTBO.

[TeuaTh cieyeT MPOCTABIATh TAKUM 00pa3oM, 4TOObI OTTUCK 3aXBaTHII 4acTh CJIOB
Ha¥MMEHOBaHHUS JOKHOCTHOTO JIMIA, TMOJAMUCHIBAIOLIEro AOKYMEHT, M Ha4dajlo
JUYHOM TOIAIHCH.

7.4.TTeyatu ¥ WITAMIbl YHHYTOXKAKOTCA 110 AKTY.

7.5.TIpoBepka Hanuuus redaTeil, WTaMNoB W ONAHKOB, a TaKkKe MOpAAKA HX
XpaHeHUs U MCTIOb30BAHUS POM3BOIMTCS KOMUCCHEH He pexe OZHOro pasa B roll
OJIHOBPEMEHHO C MPOBEPKO# COCTOSIHUS J1e/IONPOU3BOACTBA.

8.@opmupoBaHue el

8.1.opMuUpoBaHHe e - TPYNIHMPOBKA HMCIOJHEHHBIX JOKYMEHTOB B J€/IaX
COOTBETCTBMH C HOMEHKJIATYpOW /el U CHCTeMaTH3aluei J0KYMEHTOB BHYTPH
aen.

8.2. JlokyMeHTbl  BHYTpM JieJla  pacriojiaralorcs B XPOHOJIOTHYECKOM
MocJie10BaTe/IbHOCTH.

PacriopsauTesibHble  JOKyMEHTbl ~ pyMNIUpYIOTCs B Jena 1o  BHAaM B

XPOHOJIOTHYECKOM MOPSAIAKE C OTHOCSILIUMHUCS K HUM TPHITIOKEHUIMHA.

VeTaBbl, TOJNIOKEHUS, MHCTPYKLMH, YTBEPXKIEHHbIE  pPacropsauTeIbHbIMHU
JIOKYMEHTAaMH, SBJSIOTCS TMPUIOKEHUAMH K HHM W TPYNIHUPYIOTCA BMeECTe C

YKa3zaHHbIMM  JIOKYMCHTAMH. Ecnu K€ OHHM  YTBEPKICHBI B Ka4yeCTBE

CaAMOCTOSTEIIBHOI'O JlOKg’M .
[okymeHT co3aaH B anekTpoHHon chopme. Ne 22 ot 28.03.2026. NcnonHutens: Pacynosa 3.1 rl3JJ'EKTPOHHbIH

CtpaHuua 12 u3 16. CtpaHuua cosgaxa: 28.03.2026 09:03 =¥ TATAPCTAH



[TpyKa3bl 10 OCHOBHO JI€ATENbHOCTH IPYMIHUPYIOTCA OTACJIBHO OT NMPUKa3oB MO
JIMYHOMY COCTaBY.
[TpoTOKOMbI B JieJle PACMOJAraloTCs B XPOHOJOTHYECKOM MOpsAAKe 10 HOMEpaM.
JIOKyMeHTBI K MPOTOKONAM, — CrpYNMHUpPOBaHHbIE B OTACIBHBIE  ACTA,
CHCTEMATU3UPYIOTCS M0 HOMepaM MPOTOKOJIOB.
VTBepyK/IeHHbIE TUIAHBI, OTYET, ¥ APYrHe A0OKYMEHTbI IPYNIHPYIOTCA OTACIBHO OT
MPOEKTOB.
JIOKYMEHTBI B JINYHBIX JIe/IaX PacrosaraloTcs rno Mepe Hx nocTyIeH .
[lepenucka TpyNMMpyeTcs, Kak [MpaBHiIo, 3a MEPUOL KaleHJapHOro roia H
CHCTEMATH3MPYeTCs B XPOHOJIOTMYECKOH M0c/ie10BaTe/IbHOCTH; JOKYMEHT-OTBET
MoMelnaeTcsi 3a J0KyMeHToM-3armpocoM. [Ipu BO30OHOBJICHHH TEPEMHUCKH 0
OTpe/IeleHHOMY ~BOTIpOCY, HayaBiueiics B MpelbUIylIeM TOAY, JOKYMEHTBI
BKJIFOYAIOTCS B JI€J0 TeKyIlero roja ¢ yka3aHuWeM MHIEeKca Jeja Mpe/blIyllero
roja.
9.0¢dopmaenne ae.
9.1. Jlena nuies noanekar oGOPMIICHHIO MPH WX 3aBEACHWH M TI0 3aBEPLICHNH
roaa. OdopmiieHne e/l BKII0YaeT KOMIUIEKC paboT Mo TexHu4yeckoi o6paboTke M
MPOBOAMTCS A€JIONPOM3BOANTENIEM.
9.2.B 3aBUCMMOCTH OT CPOKOB XpaHEHMsl MPOBOAMTCA TOJHOE WM HaCTHHHOC
odopmiieHune JIe.
[MosHoMy O(GOPMIEHHIO TIOUIENKAT Jea MOCTOSHHOro, BPEMEHHOTO (cBbime 10
net) xpaHeHus W 1o JuyHomy cocrasy. [lonnoe odhopmienne Jaena
rpeaycMaTpHBaeT:

MOJLIMBKY MM TIEperIeT Je/ia; HyMepalHio JHCTOB B J1CJIE;

cocTaB/IeHHe 3aBepUTeIbHON HAANUCH JIe]1a.
Jlena BpemenHoro (1o 10 net BKJIIOUMTENIBHO) XpaHEHHs IMOUIekKaT 4acTHIHOMY

odopMIeHHIO; Jena JOMyCKaeTes XpaHWThb B CKOPOCIIMBATENSAX; HE MPOBOAUTh
repecucTeMaTu3almio JOKyMEHTOB B Jese, JMCThl Jeja  He HyMepOBaTh,
3aBepuTe/IbHbIE HAIMKUCH HE COCTAB/IAT.

B uensix obecriedeHHs COXPAHHOCTH M 3aKperieHHs MNopsaka pacrolokeHHs
JIOKYMEHTOB, BKJIIOYEHHBIX B /I€J10, BCE JIMCTbI HyMEPYIOTCA apaGckuMu LUdpamu

BaNOBOU HVMePalMu B MPABOM BEPXHEM yrily, He 3ajeBas TEeKCTa JOKyMEHTa,
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MPOCTBIM rpapuyecKuM KapaH/alloM WIIH HyMepaTopoM.

10. OnepaTHBHOE XPAHEHHE JIOKYMEHTOB H /1.

10.1.C MOMEHTa 3aBe/IeHHs U 10 mepe]ain B apxuB fena XpaHaTcs 1Mo MeCTy MX
hopmupoBaHUs.

Jlenonpon3BOANTEb HECET OTBETCTBEHHOCTD 32 COXPAHHOCTb IOKyMEHTOB 1 nen.
Jlena, HaAXOaATCs B NMPUEMHOMN, WM B OTBEJCHHBIX JUIS. HAX TTOMEIUICHHUSAX,
pacrojlaratoTcsi B mkadax, odecrneyuBarolnX 1x MOJIHYO COXPaHHOCTb. B uensx
[TOBBIIIIEHHS OMEPAaTMBHOCTH TOHUCKA JIOKYMEHTOB  JI€J1a pacrniojiaraloTcsi B
COOTBETCTBMHM C HOMEHKJIATYpPOH Jell. Ha xopemkax 00J0XKeK 1ej yKa3blBaloTCA
MHIEKChI 10 HOMEHKIAaType ACI.

10.2. Bbijaua jen CTOPOHHWUM OpraHu3alluiM MPOU3BOJMTCS C PpaspelleHus
PYKOBOJCTBA MPH HATHYHH Y 3arpalMBaiolleil CTOPOHb COIPOBOAUTENIBHOTO
MCbMa WJIM JOKYMEHTa, MOATBEPXKAAIOLIETO 3aKOHHOE OCHOBaHWE I BbI1a4H
nena. Ha BblgaHHOe Jelo  3aBOJMTCAH kapra -  3aMecTHTelb - JeJa.
CTOpOHHUM OpraHu3alusiM Je/1a BBIJIAIOTCS M0 AKTaM.

U3psTHe JOKYMEHTOB M3  J€I [IOCTOSIHHOTO ~ XpaHeHus ~Jomyckaercs B
MCKITIOYNTEBHBIX CIydasX M TMPOM3BOAUTCA € paspeleHns PyKOBOAMTENA €
0bsi3aTebHBIM OCTaBjJIeHHEM B JICJIC 3aBepEeHHOM KOMHUH JOKyMEHTa H aKra o

NnpUYrHax BblJa4yM MO JIMHHHUKA.
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JlucT cornacosanua k AokymeHTy NQ 22 ot 28.03.2026
Muunumnartop cornacosanua: Pacynosa 3.I. upektop
Cornacosanue uHuyunposaHo: 28.03.2026 09:04

INucTt cornacoBaHuna Tun cornacoBaHua: nocneaoBaTesibHOe
N° (17[0} Cpok cornacosaHusA PesynbTaTt cornacosaHus 3ameyaHun
iMoanucaHo
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