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I. O6mue mososkeHus

1.1. Ormen xazmpoBo¥t pabGoTel u nenomnpousBojacTBa KyOaHCKOro WHCTHTYTa
COLIMOIKOHOMUKM M 1npaBa (¢punmman) OOpa3oBaTeNbHOIO YUPEKIEHUS IPOGCOI030B
BBEICIIETO 00pa3oBaHUs «AKaJeMUs Tpyda U COIMAIBHBIX OTHOINEHUI» (manee — OTaen
KaZpoBO# pabOTBl M MEIOIpPOM3BOACTBA) SBIIETCA CTPYKTYPHBIM ITOJpa3aelieHHeM
Ky6aHCKOro HHCTHTyTa COIMOSKOHOMUKM M mpaBa (¢mruan) OO6pasoBaTeIsHOro
YUPEXAEHUI NPO(COI030B BEICIIETO0 00pa3oBaHMA «AKaleMus TpyAda U COIUAIBHEIX
orHomenui» (manee — Ky6MCOII (¢pmmman) OYII BO «ATuCOp»). CoxpamieHHoe
HaMEHOBaHME OTAEIa KaIpoBoi paboThl U nenonpousBoacTsa - OKPu/l.

1.2. Otmen KagpoBoit pabOTHI M MENONPOM3BOACTBA B CBOEH HEATEIBHOCTH
PYKOBOJICTBYETCS 3aKOHONATEIBCTBOM M HHBIMA HOPMAaTHUBHBEIMH IPABOBBIMH aKTaMHU
Poccuiickoii ®enepanuy, 3aKoHOAATENHCTBOM KpacHOZapcKOro Kpas, JIOKadbHBEIMHU
HOpMaTUBHEIME akTamMu Deneparmu HesaBucumeix Ilpodceorozor Poccum (mamee -
VYupenurens), YcraBoM, ITonoxernmem o Ky6HMCOII (dmmman) OVII BO «ATuCOvy,
JIOKAJTbHBIMA HOpMAaTUBHBIMKU akTamMu Axanemuu u KyOUCOII (dpummuamr) OVII BO
«ATuCOv.

1.3. OpraHm3anoHHOE, METOJUYECKOE PYKOBOACTBO W KOHTPOJb AEATEIHHOCTH
OTIeNa KaapoBo paboTel M JEJONPOM3BOICTBA OCYHIECTBIsSeT aupexTop KyGHCOII
(pmmman) OVII BO «ATuCOw.

1.4. Otmen xampoBod pabOTHI M JENONMPOU3BOICTBA BO3IVIABIAET HAYaTbHUK
OTZeNa, KOTOPBIY MOMYUHIECTCS HemocpencTBeHHo aupekropy KyoCOII (bumuan) OVII
BO «ATuCOw.

1.5. Pabora ormena kaxpoBoii paGOTHI M AENONPOU3BOICTBA CTPOUTCS HAa OCHOBE
wiaHoB pabotel Axkagemun, Ky6MCOII (pumuan) OVII BO «ATuCO» u miana paGoTsl
OTZIeNIa KaJpoBOi paOOTHl U AENONPOU3BOJCTBA, COYCTAHMSA NPUHIMNA €IWHOHAYATII
IIPH PELICHUM BOIPOCOB TPYAOBOM NEATEIBHOCTU M IMEPCOHAIBHOM OTBETCTBEHHOCTH
Ka)kJjoro paboTHHKa OTJea KaJpOBOi pabOTH U JEITOMPOM3BOACTBA 34 COCTOSHUE Nel
Ha MOPY4YEHHOM y4YacCTKE U 3a BBIIOJIHEHNE OTACIBHBIX TIOPYYCHHUIA.

1.6. [Inan paboTel OTAENa KaJpoBOH pabOTHl M AEIONPOM3BOICTBA YTBEPKAAETCA
mupexropoM Ky6COII (dunuan) OYII BO «ATuCOw.

1.7. Orzmen KagpoBoii pabOTH U IENONPOU3BOICTBA PEIIAET BO3I0KEHHBIE Ha HETO
337a4d  KaK HENOCPEACTBEHHO, TaK M 4YEPe3 COOTBETCTBYIOINVE CTPYKTYPHEIE
nonpasnencans Axanemun, KyoHCOII (pumman) OVII BO «ATuCO», a Takxe BO
B3aMMOJCHCTBUU C APYTHMMH CTPYKTYPHBIMU IoapasznencHusMu Axamgemuu, Ky6HCOII
(pumman) OYII BO «ATuCO».

1.8. [lemompousBoACcTBO B OTAeNe KaApoBOH pabOTEl M JENTONpPOM3BOJICTBA
OCYIIECTBIIETCA COINacHO ycTaHoBleHHOMy B KyOUCDOII (dpuwaman) OVII BO
«ATuCO» nopsaxy.

1.9. Ilpu ocymecTBiIeHHH CBOEHf NEATENBHOCTH OTHEN KaapoBOH paboTHl H
JETONPOU3BOJCTBA COOMIONAET TPeOOBAHUS IIPABOBEIX aKTOB 110 BOIPOCaM 00€CIIEUeHU
UHGOPMAIOHHON 6€30IIaCHOCTH.

IL. 3ana4um oTaena KaApOBOii padoTHI H AEJONPOU3BOACTBA

2.1. OcHOBHEIMM 3aJadaMM OTJeNa KaJpoBOM paboTE M JAENONPOM3BOICTBA
SBJISIFOTCSL:
2.1.1 ocymectpienre 3GQGEKTUBHOIO II0AOOpa, PaCCTAHOBKM M peaaM3allii
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TPYIOBOTO MOTEHITAIA KaJIPOB B COOTBETCTBUU C UX NPO(PECCUOHATBHBIMH, NEIOBEIMU U
HPaBCTBEHHBIMU Ka4e€CTBAMU;

2.1.2 coBepmeHCTBOBaHME pabOTHI OTAENIa KaIpoBOil pabOTHl U AEIONPOU3BOICTBA
HAa OCHOBE pead3alliil COBPEMEHHBIX IIEPCOHAI-TEXHOJOTUM, BHEIPEHUS HOBEUIINX
TEXHOJIOTUH paboTHl C JOKyMEHTaMH1 U METOAMK Non00pa KaapoB;

2.1.3 coBepmeHCTBOBaHME GOPM U METOAOB paboTH ¢ gokymeHTamu B KyOoHCOII
(dumuan) OVII BO «ATuCOy;

2.14 yxpemneHue TpyOOBOM MOUCIMIUIMHEI U oOecliedeHue COOII0IeHU
paboraukamu KyoUCOII (¢pumman) OVII BO «ATuCO» TpyaoBOro 3aKkOHOJATENbCTBA
Poccuiickoit ®enepanuu;

2.1.5 opraHusanysd IHOBBIIEHWS KBATU(QHUKAIMH, HPOPECCUOHATBHBIX 3HAHUM,
yMeHui 1 HaBBIKOB paboTHUKOB KyOCIII (dpmmman) OVII BO « ATuCOw».

2.1.6 obecrnieyeHre eIUHOTO MOPAIKA JOKYMEHTUPOBAHUS, OPTaHU3aIMUd pabOTE C
JOKYMEHTaMHM, CO3LaHME U BeleHHE HMH(POPMAIOHHO-IIOUCKOBBIX CHCTEM, KOHTPOJIS
UCIIOJIHEHUA JJOKYMEHTOB ¥ IOArOTOBKY JOKYMEHTOB Ha XpaHEHHE;

2.1.7 xagpoBEIil yUET CTYI€HYECKOr0 KOHTHHI€HTA;

2.1.8 BenmeHure BOMHCKOrO ydera paOoTHHMKOB u cryneHToB KyOoHCOII (dumnan)
OVII BO «ATuCO».

III. ®ynknum oTAEIA KaAPOBOH padoThI U JEJONPOH3BOACTBA

3.1. B coOTBETCTBMH C IOCTAaBICHHBIMM 3aJa4aMH OTHENl KaApOBOM paGOTHl H
JEJIOIIPOU3BOICTBA BEIIIONHAET CIEAYIOmMUEe QYHKIIUN:

3.1.1 popmupoBanue u BeneHue 6a3bl TaHHBIX O KOJIMYECTBEHHOM M KaYECTBEHHOM
cocrase pabotHuKoB KyO6ICOII (punuan) OYII BO «ATuCOv;

3.1.2 mOAroTOBKa COBMECTHO C PYKOBOAMTEISIMH CTPYKTYPHBIX IIOIpa3/Ic/ICHMIA
JOJDKHOCTHBIX MHCTPYKIIUI;

3.1.3. mog6op pabOTHUKOB;

3.1.4 opopmiienne npruemMa, epeBoa, NepeMeIIeH s U YBOJIbHEHNS pabOTHUKOB B
COOTBETCTBHU C TPYIOBBIM 3aKOHOIATENHCTBOM Poccuiickoit ®enepariuim;

3.1.5. bopmupoBaHue U BeleHUE JTUYHBIX €Nl pabOTHUKOB, cTyaeHToB KyOHCOII
(pummamx) OVII BO «ATuCOy;

3.1.6 cocraBneHue Trpa@uKOB OTIIYCKOB, YY€T WCIONB30BAHMUA DPaOOTHUKAME
OTILyCKOB, 0)OPMIICHHE OTIIyCKOB B COOTBETCTBHH C YTBEPKICHHBIMY IPadUKaMHU;

3.1.7 opopMiieHrE TOOMPEHUH U TUCIUILTUHAPHEIX B3LICKAHMUIA;

3.1.8 obopmieHne, yueT U XpaHEHUE TPYJOBHIX KHIDKEK paboTHHMKOB Ky6HCOII
(¢pumuan) OVII BO «ATuCOpy;

3.1.9 odpopmienue u yder KoMaHIUPOBOK paboraukos Ky6GHCOII (dumman) OVII
BO «ATuCOy;

3.1.10 moaroToBKa BCceX BHIOB CTaTUCTUUECKOM OTYETHOCTH MO PaboTe ¢ KaIpaMy,
CIIPaBKY, OT3BIBBI, XapaKTEPUCTUKK U Jp. II0 3alIpocaM COOTBETCTBYIOIIMX OpTaHU3allHii
1 pabotarKoB KyOHICOII (prmmman) OVII BO «ATuCOy;

3.1.11 cocraBneHre U BeleHUE YCTAHOBICHHON OTYETHOCTH IO YYETY JIAYHOIO
cocraBa KyoICOII (punuan) OYII BO «ATuCOy;

3.1.12 odopmieHre IHCTKOB HETPYXOCIHOCOOHOCTH (OONBHHUYHBIX JIMCTOB) IUIA
pabotaukoB Ky6ICOII (pumuan) OVII BO «ATuCOy»;

3.1.14 BeneHue TabENBHOTO yUeTa;

3.1.15 moaroroBka JOKYMEHTOB Ha XpaHCHIE;



3.1.16 paspaboTka IIJaHOB IIOATOTOBKHM, IIEPEIIOATOTOBKM M  IOBBIIICHUS
KBaIn(UKAIIMHA KaJpOB COBMETHO ¢ Kademamu, CTPYKTYPHBIMU IIOApPa3AelIeHUIMU
Ky6COII (pumuan) OVII BO «ATuCOv»;

3.1.17 KOHTPOJIb MCIIOTHEHHUS IIJIaHA TIOBBIIICHUS KBAIA(UKAIIVN;

3.1.18 cocTaBieHHE CTATUCTUYECKON OTYETHOCTH IO IOBHIIICHUIO KBAIU(DUKAIUU
pabOTHUKOB;

3.1.19 moaroroBka NPHUKa30B ¥ HAIpaBICHUH Ha IOBBIICHHE KBaTU(DUKAIUU
pabotaukoB KyOCOII (puman) OYVII BO «ATuCOy»;

3.1.20 popMupoBaHUE KaIpOBOIO PE3EPBA;

3.1.21 B3auMOAEHMCTBUE C OpraHU3alMIMH{, NPEeAJaralolluMU 00pa30BaTEIbHEIE
YCIIYTH IO IOBBIIIEHUIO KBATA(UKAITHH.

3.1.22 obecnedyeHue AOKyMEHTOOOOpOTa B AKaJEMHH, a TaK K& CBOEBPEMEHHOU
perucTpanuy BXOAIENA U UCXOIAIIEN KOPPECTIOHAEHIINY;

3.1.23 pa3paboTka METOOWYECKMX MAaTEepPUaloB II0 JAOKYMEHTHPOBAHHIO U
JIOKYMEHTO000pOTY;

3.1.24 moaroroBka MpeIOKEHUNA HO palMOHAIM3AlMM ¥ aBTOMAaTHU3aLUU
TEXHOJIOTUYECKUX MPOILIECCOB AEIONPON3BOICTRA;

3.1.25 wMeromuyeckoe pYKOBOJACTBO OpTraHHW3alliedl JelonmpoU3BOACTBA B
noapazaenennsx KyoCIII (punman) OVII BO «ATuCO», KOHTPOJIb €ro COCTOSHU;

3.1.26 opranusanus xpaHeHUs U 00eCIeYeHre COXPAaHHOCTH TOKYMEHTO;

3.1.27 BpImaYa B COOTBETCTBHM C IMOCTYHAIOIMUMU 3alpOCaMU apXUBHBIX KON U
JOKYMEHTOB, COCTaBJIEHHE HEOOXOIUMBIX CIIPAaBOK HAa OCHOBE CBEICHIUI, UMEIOIIUXCS B
JIOKYMEHTax;

3.1.28 xpaHeHue u wuUcHoIb30BaHHE repOoBoit medatu «OOpa3oBaTeNIbHOE
ydpexaeHre Ipo(dCO030B BBICIIEr0 MNPOPECCHOHATBFHOTO 00pa3oBaHUA «AKaIeMus
TpyZda ¥ COUMAIbHBIX OTHOmEHui» KyOaHCKWMI HHCTUTYT COIMOSKOHOMHUKH U IIpaBa
(pummair) O6pa3oBaTENBPHOrO YUPEXKIEHNS IPOPCOI30B BBICIIETO NMPO(ECCHOHATHFHOIO
o0pa3oBaHus «AKageMus Tpyda ¥ COUUATBHBIX OTHOIIEHUI - 2%;

3.1.29 opranuzanus paboTHI 110 y4eTy BOCHHOOOS3aHHBIX JIUI] U JIUII, MOJIEAKAIINX
IIPU3BIBY B COOTBETCTBHH C II0o10’kEHHEM O BOMHCKOM Y4YETE;

3.1.30 mmaHupoBaHue pabOTH 10 BOMHCKOMY YYETy U OpOHHPOBAHUIO TPAXKIaH;

3.1.31 moxyMeHTaibHOE O(OPMIICHHE CBEIEHHI BOMHCKOTO ydeTa O TpaKIaHax,
COCTOAIIMX Ha BOMHCKOM Y4Y€T€ B COOTBETCTBHM C 3aKOHOJATENHCTBOM PoccuiicKoi
denepanuu B 00J1aCTH BOUHCKOTO yUeTa IpaXIaH;

3.1.32 CBOEBPEMEHHOE BHECCHHE H3MEHEHHS B CBEICHHS, COICpXKAIuecs B
JOKYMEHTax II€pBHYHOTO BOMHCKOIO y4e€Ta, U B 2-HENENbHBI CPOK COOOIIEHHE O
BHECEHHBIX U3MEHEHUSIX B BOEHHBI KOMUCCAPHAT;

3.1.33 B3auMonelcTBUE C BOCHHBIMH KOMUCCAapuaTaMH IO BOIPOCAM BEICHHUS
BouHckoro yuera B KyoUCOII (punmuan) OYII BO «ATuCOv.

IV. IlpaBa otnesa kagpoBoH padoTHI H 1eJIONPOU3BOACTBA

4.1. Otnen xaapoBoi pabOTHl U IEIONPOU3BOICTBA IS PEIICHUS BO3JIOXKEHHBIX Ha
HEro 3a7a4 ¥ QyHKUUN UMeeT MpaBo:

4.1.1 BHOCHUTH Ha PacCMOTpPEHHE NUPEKTOPY, 3aMmecTutTento nupekropa KyolCOII
(pmmman) OVYII BO «ATuCO» mpenoxKeHus Mo BOIpocaM CBOeH AesITeIEHOCTH;

4.1.2 3zampammBaTh ¥ NOIXy4aTh OT CTPYKTypHBIX mnoapaszneneHuii KyOMCOII
(pmmman) OVII BO «ATuCOpy», coriacHO yCTaHOBIEHHOMY HOPSIOKY, HEOOXOIUMEIE
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CTAaTUCTUYECKUE, AHATUTHUYCCKUE JaHHBIC, MOKYMEHTHI, HEOOXONUMBIE U NPUHATHA
pElIEHMi TI0 BOIPOCaM, OTHECEHHBIM K KOMIIETCHIIMH OTZAela KaapoBOW paboTEl U
JENIOTIPOU3BOJICTBA;

4.1.3 moNB30BaThCA B YCTAHOBICHHOM IOpPSAKE MHPOPMAIMOHHBIMU CHCTEMAMMU
Ky6HUCOII (puman) OYII BO «ATuCO» u co3gaBaTh COOCTBEHHBIE 0a3bl NaHHBIX;

4.14 B3auMmoneicTBOBaTH B  YCTAaHOBJIEHHOM  MOpAOKE C  OpraHamu
rOCyJapCTBEHHON BJIACTH, MECTHOI'O CaMOYIIpaBIICHUS, IOPUANYECKUMHA U GU3NIECKUMU
JWIIaMHA TI0 BOIPOCAaM, BXOJIIMAM B KOMIIETEHIIMIO OTIeNa KaapoBoi palboTHl H
JIEJIONIPOU3BOJICTBA;

4.1.5 maBaTh pa3bsCHEHUS, PEKOMEHAIMH U yKa3aHUs II0 BOIPOCAM, BXOISIIUM B
KOMIIETEHIIMIO OTelNa KaapOoBOoi pabOTHl U AETIONPOU3BOJCTBA;

4.1.6. nmpuHuMaTh ydacThe B paspaborke mTarHOro pacnucanus KyOHCOII
(punman) OYII BO «ATuCOvy;

4.1.7 BO3BpamaTh HUCHOJHUTENSIM Ha JOpabOTKy HE COOTBETCTBYIOIIHE
3aKOHOJATENbCTBY U (WiM) O(OpMIIEHHBIE C HapyIICHUEM YCTaHOBJIEHHBIX IPaBUI
IPOEKTHl JOKYMEHTOB, JaBaTh pPEKOMEHIAMd HO YCTPAHEHHUIO BBIIBICHHBIX
HEIOCTATKOB;

4.1.8 monp30BaThCS MHBIMU HpaBaMH, IPEeTyCMOTPEHHBIMU 3aKOHOJATEIBHBIMU H
UHBIMH HOPMAaTUMBHBIMM IpaBOBBIMU akTamMu Poccuiickoit ®enepammu, YcraBom
Axanemun, Ilonoxenuem o KyoUCOII (pumuan) OVII BO «ATuCOy», nokalbHBEIMU
HopMaTuBHEIMU akTaMu Akanemuu u KyoUCOII (bunmman) OYII BO «ATuCO».

V. 3akaounTe/bHbIE MOJIOKEHUS

5.1. Crpykrypa © IOTaTHas YHCIEHHOCTh OTHAENa KagpoBol paboOTH u
IEeTIONPOU3BOJCTBA YCTaHABIMBAETCS B paMKax IMTatHOro pacmucanus KyOHCOII
(pumman) OYII BO «ATuCO», xoTopoe yTBEpXKAAaeTcs pemeHueM [lomeunTenscKoro
COBETAa.

5.2. HaganpHuK OTHeNa KaApoBOH pabOTHl M IENOMPOM3BOACTBA HA3HAYAETCS Ha
JIOJDKHOCTBh U 0CBOOOXKHaeTcst oT nomkHocTH aupekropom KyO6HCOII (dunmman) OVIL
BO «ATuCO». B nepuon OTCYyTCTBHS HadajlbHHKA OTHeNa KaapoBOH pabOTH u
JEIONPOU3BOACTBA UCIIOIHEHNE €r0 JOJDKHOCTHBIX O0sI3aHHOCTEH BO3JIaraeTcs Ha WHOE
JOJDKHOCTHOE JIMIIO, HA3HAUYEHHOE B YCTaHOBICHHOM IIOPSAIKE IMPHUKA30M OIWPEKTOpa
Ky6UCIII (punmman) OVII BO «<ATuCOv».

5.3. Kpannpuxanronusle TpeOoBaHUs, QYHKIMOHAIBHEIE OOS3aHHOCTH, IpaBa U
OTBETCTBEHHOCTh JOJDKHOCTHBIX JIMI[ OTZAENAa KagpoBOM pabOTHI M JEIOMPOU3BOICTBA
PErIaMEHTUPYIOTCS TOJKHOCTHRIMU MHCTPYKIVSIMU, YTBEPKTa€MBIMU B COOTBETCTBUH C
nopsakoM, ycranoBieHHBIM B KyoICOII (bumuar) OVITI BO «ATuCOy.

5.4. HavanpHUK OTIENIa KaIpoBOX pabOTH U AETONPOU3BOJICTRA!

5.4.1 pyKOBOAUT HEATEIBHOCTBIO OTHENa KaapoBOi pabOTHl M JIEIONPOU3BOACTBA
Ha OCHOBE IIPUHIINIIA €TTHOHAYAIINS,

5.4.2 puHUMAaET y4acTHE B COBEIIAHMSIX, MPOBOAUMBIX mupekTropoM KyO6HCOII
(pumman) OVII BO «ATuCOy», mpu pacCMOTPEHHH BOIPOCOB, OTHECEHHBIX K
KOMIIETEHIIH OT/EeNa KaIpoBoii paboTHI U JEIONPON3BOICTBA,;

5.4.3 pacopenenser OOS3aHHOCTH MEXIy IODKHOCTHBIMH JIUIAMH OTHAela
KaJpOBOY paOOTHI ¥ AETONPON3BOCTBA;

5.4.4 ygactByer B momdope, paccTaHOBKE KaJpOB OTAeNa KaapoBOi pabOTHI W
IeTONIPOU3BOJICTBA, OOecIIeuynBaeT OO0 JeHe paOOTHIKAMU OT/IeNa KaApoBOi paboThI



Y I€TONPOU3BOACTBA TPYAOBOU JUCIIUILINHEI;

5.4.5 co3maer ycnoBWs [UIS TOBBIIIEHHMA MPOGECCHOHANBHONH IOATOTOBKH
JOJDKHOCTHBIX JIMI[ OTAeNa KaXpoBOM pabOTHl M AENONPOU3BOJACTBA U BHEAPCHUS
IIEPENOBBIX IPUEMOB U METOJI0OB PaOOTHI;

5.4.6 mpuHEMaeT Mepsl II0 O0ECIEYEHUIO HEOOXOIMMBIX YCIOBHU Tpyaa Ui
pabOTHHKOB OTHENa KaIpOBO# pabOTH U METOIPOM3BOICTRA;

5.4.7 npencraBiaser uHTepecsl KyOUCOIl (dmmman) OVII BO «ATuCO» B
rOCYJapCTBEHHBIX OpraHaX M pPa3IMYHBIX OpPraHU3aIlMSIX II0 BOIMPOCAM, BXOMAIIMM B
KOMIIETEHIIMIO OTHeNa KaJpoBOH padOTHl M IEIONPOU3BOIACTBA, B COOTBETCTBUM C
YCTaHOBJIEHHBIM TTOPSIIKOM;

5.4.8 mone3yercd UHBIMH IIpaBaMH, HCIIOJHAET HHBIE OOS3aHHOCTH M HECET
OTBETCTBEHHOCTEH B COOTBETCTBUH C 3aKOHOAATENHCTBOM Poccuiickoit demepanmu.

5.5. HauvaneHuk oTzAena KagpoBod pabOTBl ¥ JAENOIPOM3BOACTBA HECET
IEePCOHATBHYIO OTBETCTBEHHOCTH 32 OCYINECTBICHUE BO3JIOXKECHHBIX Ha OTIE] KaapOBOii
paboThl M JENONpOM3BOACTBA (YHKIHMI, B TOM YHCIE 3a BBHINOJHEHHE B paMKaxX
KOMITETEHLIMM OTA€Na KagpoBOH paboTHl M [ENONPOU3BOACTBA MPOrpaMM, IUIAHOB U
nokasareneil nesrenproctu Ky COII (bumuan) OVII BO « ATuCOw.

5.6. BosnoxxeHne Ha CTPYKTypHOE MOApa3eeHie QYHKIHA, He PeayCMOTPEHHBIX
HacTossmM [lojioxkeHueM, KpoMe CIENUAIbHBIX (ApPEeCcHBIX) MOPYYEHH TUPEKTOpa U
samecturens aupexkropa KyoICOII (dunuan) OVII BO «ATuCOp», He momyckaeTcs.



