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1. O01ue oJ10KeHAS

1.1. Yupasnenue KagpoBOro M JOKyMEHTAI[MOHHOTO oOecmeueHus (najee —
VIpasieHue) SBISETCA CaMOCTOSATENBHEIM CTPYKTYPHBIM TOApas3AeNieHueM (emepaabHOro
rOCYJapCTBEHHOTO OIO/DKETHOrO 00pa30BaTENIbHOIO  YUPEKACHUA AOMOJIHHUTEIIBHOTO
obpasosanust u KyasTyphl «LleHTp BeecTopoHHero passutus jeted «IIporpeccy (mamee —
Yupexaenue).

1.2. YopaBneHue C€O3MaHO C LEABI0  OpPraHU3AIlMOHHO-3aIMHHUCTPATHBHOI'O
COIPOBOXKICHHUSA, JTOKYMEHTAIHOHHOTO O0ECHEeUeHU NEATEIbHOCTH, HEHTPATH30BAHHOIO
XpaHEeHHUs, YIOPSIIOYECHHUS, HWCIIOIB30BAHMA HOKYMEHTOB YUPEKICHHA M OO0eCIeUCHUS
b pexTrBHOr0 QYHKITMOHHPOBAHHUA CHCTEMBl YIIPABICHUA IIEPCOHATIOM H OXPaHBI TPY/a,
KOMIUTEKTOBaHHA pabOTHUKAMHU TpeOyeMbix npodeccuii i KBaTu(pHUKalMU B COOTBETCTBUH
C 33/1aYaMU Y HaIIPaBJICHUEM ACATEIHHOCTH Y UPEIKICHUA.

1.3. HavaneHuk VYmpaeieHus, Ha3HAYaeMbIi Ha TODKHOCTP M OCBOOOXKIAEMBbIi
OT IO/DKHOCTH NPHUKA30M JMPEKTOpa YUpeKNEHWs, OCYIIEeCTBIAET O0Iee PYKOBOACTBO
Y1paBiaeHUEM U HECET NMCPCOHAIBHYIO OTBETCTBEHHOCTH 3a BBITIOJIHCHHE BO3JIOKCHHBIX
HAa YOpaBiCHHE 3aJa4 W peaju3alydyd IOJHOMOUMM H HENOCPEACTBCHHO IOTYMHEH
KypPHPYIOIIEMY 3aMECTUTEIO IUPEKTOpPA.

1.4. YTBepxkaenne monoxkeHus o0 VYmpaBieHHM, ITODKHOCTHBIX MHCTPYKIIMM
pabOTHUKOB YTpaBJICHUS MPONU3BOAUTCA AUPEKTOPOM Y UPEKIACHHUS.

1.5. B cBoeii nearensHOCTH YTIPaBJIEHUE PYKOBOACTBYETCS:

— Konctutynueit Poccniickoit @enepanuu,

— (befepaTbHBIMM  KOHCTHTYIMOHHBIMH 3aKOHaMu, (QeNCPAIbHEIMKA 3aKOHAMHU
Poccniickoit Oenepanym;

— yka3amu u pacuopsbxermnsamu IIpesuaenta Poccniickoii Oenepanun,

— IOCTAHOBJICHUSAMH M pacmopskenmsmu [Ipasutenscra Poccumiickoil Oenepanumu,

— HOPMATHBHBIMK IIPAaBOBBIMH aKTaMM MUHHCTEPCTBA NPOCBEIIeHHs Poccuiickoii
depeparnumu,

— HHBIMH HOPMAaTHUBHBIMH IPaBOBHIMH akTaMu Poccutickoi Denepanvu,

— YcTaBoM YUpexIeHus,

— JIOKAJbHBIMH HOPMATHBHBIMH aKTaMH YUpexaeHws, B ToM uucie llonoxeHuem
00 VYmpaBneHmHM, a TakKe HHBIMH JOKYMEHTAMM, KacCalOIMUMMCA NEATCIIbHOCTH
YipasieHus.

1.6. B cTpykTypy YIpaBieHHSA BXOAAT CIECIYIOLUE OTIEIIb:

- OTJIEJI KaJIpOB;

- OTHEI JOKYMEHTAITMOHHOTO O00ECIICICHMS.

1.7. VYupasneswe OCYIIECTBISET CBOK JEATEIBHOCTh BO B3aMMOJCHCTBUM
C  OPYrMMH  CTIPYKTYPHBIMH  TNOAPA3ACICHUAMH  YUPEKICHHUA, YaCTHBIMHU
¥ TOCYIapCTBEHHBIMH MApPTHEPAMH YUPEXKACHNASI, KOMMEPUYECCKUMH ¥ HEKOMMEPUECCKUMHU
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OpraHHu3alHuiAMU, O6HICCTB6HHI>IMI/I 06’BCI[I/IHCHI/I}IMI/I.

2. OcHoBHbBIE 322491 YIPaBJICHUS

2.1. Kontpons  cobmomenuss B YupeXICHHWH  TpeOOBaHMH  TPyZOBOIrO
3aKOHOmaTrenscTBa Poccwmiickoit ®Deacpammu, B TOM UYHCIC  3aKOHOJATEJIBHBIX
¥ HOPMaTHBHBIX IIPABOBBIX aKTOB IO OXpaHe TPy/a.

2.2. JlToxyMeHTalMOBHOe oOOecmeuene paboTel ¢ IMEPCOHAIOM  YUPEKICHHUA
¢ yaétom TpeGoBaHmii TPYIOBOrO 3aKOHOJaTenbcTBa Poccuiickoit Menepanmu.

2.3. Opraamsarusa paGoTel MO O0ECHEUEHHUIO YUpexKIeHH KBaIM(HIMPOBAHHBIM
TIEPCOHAJIOM.

2.4. ObecieueHre W KOHTPOIL COOmOAeHHMS TpeOOBaHMH OXpaHBl TpyJa
B YUPEXKICHUH.

2.5. OpraHu3aiysa CHCTEMbI Y4eTa KaJpoB U BeICHU BOMHCKOrO y4eTa.

2.6. Opranu3anMoHHO-a[MHHACTPATHBHOE COIPOBOKACHUE PAOOTEl Y UPEKIACHHA.

2.7. OcyIrecTBiicHHE JOKYMEHTAIMOHHOr0 00ECIIEUEHUA NEATEIEHOCTH
YupexxaeHus.

2.8. KoMuiekToBaHue apxuBa YUpexacHus (ajiee — apXyuB) JOKyMEHTaMH,
IIepeYeHb KOTOPHIX MPEXYCMOTPEH TIOJIOKESHHUEM YUPEXKICHU 00 apXUBeE.

2.9. Yu€r u obecnieueHre COXPaHHOCTH TOKYMEHTOB.

2.10. Ucnonp30BaHuE XPAHAIIUXCSA B apXUBE JOKYMEHTOB.

2.11. U3roToBiicHHE U XpaHEHUE TIeUaTed Y UPEKICHHUS.

3. @DyHKUMH YpaBJ/IeHus

3.1. Beaenue opraHu3alOHHOMN W PaCIOPAIUTEIBHOM JOKYMEHTAIHH IO IEPCOHAITY .

3.2. BeneHue TOKyMEHTAIUM 10 YUETY M IBIKCHHIO IIEPCOHANA.

3.3. AIMMHUCTPHPOBAHHE TIPOIECCOB M JOKyMEHTOO00pOTa 1O yUETY U JABHIKCHHIO
TIepCOHANa.

3.4. ObecneucHne yuéTa U XpaHEHHS JOKYMEHTOB 10 IIEPCOHAITY.

3.5. Opranusamnms JOMycKa K  apxXUBHBIM  JOKYMEHTaM IO  IEPCOHAITY
¥ IpeZICTABJICHYE CBEICHMIA TI0 3aIPOCaM KOHTPOJIBHBIX, HAN30PHBIX K CyI¢OHBIX OPTaHOB.

3.6. KomIutekToBanue, yd4éT, ymopsgodeHne H  (opMHpOBaHWE aApXHBHBIX
JOKYMEHTOB TI0 TIEPCOHATY, O0ECIEUEHNE UX COXPAHHOCTH.

3.7. IlpeacrapiieHre JOKYMEHTOB II0 IIEPCOHAIY B TOCYAapCTBEHHBIC OPTaHbl.

3.8. C6op uHGbOpPMAIHH 0 TOTPEOHOCTAX YUPEXKICHUA B IEPCOHATIE.

3.9. Ilouck, mpHBJIEYCHUE U TOAOOP NIEPCOHATIA.

3.10. Opranuzanu4 ¥ IPOBEACHUE aTTECTAIlMKA TTEPCOHATIA.

3.11. Opranuzanus aganTaluyy nepcoHaa.

3.12. OpraHu3arys CTRXKHPOBOK yUAIMXCS TOCYAAPCTBEHHBIX yISOHBIX 3aBEICHAN



Ha OCHOBAHWH COTJIAIICHHUA (IOTOBOPA).

3.13. Opranuszarus 1 KoopAuHanua paboTs IO OXpaHe TPyJa B YUPEIKISHHUH.

3.14. Opranusarys HoArOTOBKA PaOOTHUKOB YUPEXICHUA B 00JIaCTH OXPaHBbI TPy A4,
B TOM YMCIIE, HO HE OIPaHHYUBAsCh, MPOBEICHHUEC MHCTPYKTaXEH (BBOJHBIX, NEPBUUHBIX,
IIOBTOPHBIX, BHEIIAHOBBIX, TIEJIEBBIX) C pAOOTHUKAMHA Y YPEXKICHHS 110 BOIPOCAM OXPaHBI
Tpy/ia, HHQOPMHPOBaHHE PAaOOTHHUKOB YUPEKICHHUA O COCTOSHHUHY YCIIOBUH M OXPaHbI TPy Aa
Ha paboYMx MecTax, CYIeCTBYIONUX MPO(ECCHOHANBHBIX PHCKaX U T.[I.

3.15. Opranm3anuga ¥ IPOBEACHWE MEPONPUATHI, HANPaBJICHHBIX HAa CHIXXCHHE
ypoBHE#H MPoGeCCHOHATBHBIX PHCKOB.

3.16. Opranu3ais GyHKIMOHUPOBAHUSA CHCTEMBI YIIPABJICHUA OXPaHOM Tpyaa.

3.17. OGecneueHne KOHTPOIIA 33 COCTOSTHAEM YCIIOBHI M OXPaHHl TPyZAa Ha pabodux
MECTax.

3.18. Yuactie B pacciieIOBaHHSX M OpraHu3anus ydéra HECYaCTHBIX CIy4acB
Ha TIPOM3BOJICTBE.

3.19. CocTaBiieHre YCTAaHOBJICHHONW OTYETHOCTH, OTHOCAINEHMCA K KOMIICTCHIIHU
YrpaBieHus.

3.20. Yuactre B pa3paboTKe U COTTIACOBAaHUH JIOKAIBHBIX HOPMATHBHBIX JJOKYMEHTOB.

3.21. OcyiuecTBICHHE BHYTPEHHETO KOHTPOJS B OTHOIIEHMH COOIIOACHHSA
HOPMAaTUBHBIX aKTOB IO TPYAOBOMY 3aKOHOJATENBCTBY U IO OXpaHe TPy/a.

3.22. OGecmeueHne peann3alidy TOCYIapCTBEHHOTO 3aJaHud B YaCTH, KaCcaromEeHcs
VYnpasieHus, B TOM YKCIIe B Ka4ecTBE (DYHKIIMOHAIBHOIO 3aKa3YHKa.

3.23. ®opMHPOBaHHUE KAJAPOBOTO pe3epBa paOOTHUKOB YIIPABICHHA.

3.24. Pa3paboTKa HOPMATHBHBIX, PACHOPAMUTEIBHBIX ¥ HHBIX PETYJIHAPYIONIUX
JICATEIIBHOCTh YUPEKICHUSA MAOKYMECHTOB IO BONPOCaM, BXONAIIMM B KOMITETEHIMIO
YrpaBneHus.

3.25. BzauMoseiicTBEEe CO CTOPOHHHMM OPraHM3AIAMH (BOCHHBIH KOMHCCApHAT,
dorx OMC, Cormansnsiii porn Poccuu u 1.1, ).

3.26. Ocy1ecTBiIcHNE B IpeaeiiaX KOMIETSHIMH MHBIX (QYHKIMHA B COOTBETCTBUU
C LEJISAMU U 33/1a4aMi Y UpEKICHUA.

3.27. KoopauHanus [OeATENBHOCTH CTPYKTYPHBIX IOAPA3ACICHHH YUpEXKACHHUA
(manee — CTPYKTYpPHBIE ITOIPA3ACTCH) B LIETIIX BBIIIOJIHEHMS 33434, TOCTABICHHBIX IIEPEI
YapexIeHUEM.

3.28. Opranmsanys OpPOBENEHNs COBEIIAHUHM HOA IPeNceAaTeNbeTBOM JlHpeKTopa
C PYKOBOJALIMM COCTaBOM M pabOTHHKaMu YHUpexJACHHsA, OOeCIeYeHWe Y4acTHA
PYKOBOJAIIETO COCTaBa M PabOTHHUKOB VYUpEKICHHS B pabOTe COBEIIAHWH, BEICHHC
NPOTOKOJIOB COBEIIAHUIA.

3.29. O6ecricucHre MHPOPMALMOHHOM MOANEPKKH YIPABICHICCKAX PEIICHHN
Jlupexropa 1 ero 3aMECTUTENEN.

3.30. KonTtpomas 3a coOMoIeHNEM BHYTPEHHUX CTaHJAPTOB ¥ PETTIaMECHTOB.
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3.31. O3nakoMiIeHHE PAOOTHHKOB YUPEKICHUS ¢ pemieHuAMy JJupekTopa.

3.32. Opranm3amus, BBIIOJIHEHHE W KOHTPOIb  MCIOJHEHHMA  pEIICHMH
M ONICPaTUBHBIX NOpy4YeHUl Jlupexkropa.

3.33. Opranuzanus B3aUMOJICHCTBUA c 3aMECTHTEIAMU Jupekropa
A CTPYKTYPHBIMH  TOJPA3JICICHHSIMH B  XOJAC  BBIIOJIHCHHWA  IOPYYCHMM
M 3aJady, IOATOTOBKE CBOJHOIO, CIPABOYHOIO W WHGOPMALHMOHHO-AHATTHTHYECKOTO
MaTepuajia B COOTBETCTBHH C YCTAHOBJICHHBIMU CPOKAMH.

3.34. OcyiecTBIIEHHE CBOEBPEMEHHOM 00pabOTKM MOCTYNAMOIIEH W OTHPaBIIIEMOM
KOPPECHOHICHITHH.

3.35. Benenrie yuéra JOKYMEHTOB B CHCTEME JJIEKTPOHHOIO JOKYMEHTOOOOpOTa
CO CPOKAMH HMCITOJIHEHHS, OCYIIECTBICHIE KOHTPOJIA UX MCIIOJIHEHHUS.

3.36. ObOecnieueHre y4éTa U XpaHEHHS AOKYMEHTOB, COAEPXKAIMMX HECEKPETHHIS
CBeACHHUS orpaHuueHHOro pacnpoctpanerus (JICIT).

3.37. IloaroroBka HEO0OXOIUMOTrO CIIPABOYHOTO 51 HH(POPMAITHOHHO-
AHAJIMTIYECKOr0 MaTepuaja 1o mopyueHuro Jupexropa.

3.38. OcyiecTBIIEHHE OTIIPABKH KOPPECIOHASHIINY TOCPEACTBOM IIOYTOBOM CBs3H H
KYPBbEPCKOH TOCTaBKHU.

3.39. Opranusanus  JONyCKa K  apXWBHBIM  JOKYMEHTaM  YUPEKACHHS
U NIPEICTABIEHHE CBEACHMHM II0 3aIpOcaM KOHTPOJBHBIX, HAA30PHBIX, CYACOHBIX U MHBIX
OpraHoOB.

3.40. Kommekrosanue, yuéT, yuopsgodeHne u GOPMHPOBAHHME apXHMBHBIX
IJOKYMEHTOB, 00€eCIICUeHHE MX COXPAHHOCTH.

3.41. OkcnepTr3a NEHHOCTH TOKyMEHTOB.

3.42. ®opMmupoBaHHEe €XKETHEBHHIX W CBOJAOK HEHUCIOIHEHHBIX IPOTOKOJIbHBIX
MOPYYEHHH ¥ JOKYMEHTOB I MPEACTABIICHHA B aapec Jupekropa.

3.43. IIpoBenenue aHaIA3a HCIIOJTHUTETbCKON JIMICITATLTIHBI
32 MECSAIY/IIOyTOIHE/TOI.

3.44. CocTaBieHHE CBOJHOM HOMEHKIATYPH e YupexaeHusd, obecreueHue
COXPAHHOCTH CITy>K€OHBIX JOKYMEHTOB.

345. Yyactme B paspaboTKe MW COTJIACOBAHUU BHYTPEHHMX HOOKYMEHTOB
1 JIOKQJIHHBIX HOPMATHBHBIX MPABOBHIX AKTOB.

4, IIpaBa

4.1. IIpaBa pabOTHHUKOB YHIPaBICHU:

4.1.1. OcymecTBIATh B3aMMOJCHCTBHE C APYTUMU OPraHMU3aIUAMH, YIPCKIACHUAMUA
IO BOIPOCAM, BXOJAIIHAM B KOMIETEHIIAIO Y IPABJICHUS.

4.1.2.1IpencraBnars B YCTAHOBJICHHOM IOPAAKE HMHTEPECHL Y UPEKICHAA
II0 BOIPOCAaM, OTHOCSAIMUAMCA K KOMICTCHIWKA YIIPaBJICHUA, BO B3aMMOOTHOIICHHUAX
C rOCYJapCTBEHHBIMH OPTraHHU3alMsIMI W MHBIMU OPTaHU3aLUAMY, YIPEKACHASIMY.
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4.1.3. IlpuauMaTh ygacTre B paboTe KOMHCCHi, pabo4HX T'pyml, MPHCYTCTBOBAThH
HA COBEIAHMAX IIPH PACCMOTPEHHH BOMPOCOB, BXOAAIMX B KOMIICTCHIHIO Y IIPABICHUA.

4.1.4. TaBaTh pa3bACHCHHA, PEKOMEHAAMY M YKA3aHUA II0 BOIPOCAM, BXOMALIUM
B KOMIICTCHIWIO Y IPABJICHHAS.

4.1.5. 3ampammBaTh M MOJIydYaTh B YCTAHOBJIEHHBIE CPOKH OT APYI'HMX CTPYKTYPHBIX
IOAPA3CIICHN HeOoOXOQUMEBIE JOKYMEHTH M WH(OpPMAIMIO IO BOIPOCAM, BXOAAINIUM
B KOMIIETECHIIUIO Y IIPABJICHMUA.

4.2. IlpaBa HauabHUKA YTIPABJICHUS:

4.2.1. 3HaKOMHUTHCA C IPOSKTAMH PEIICHUNA TUPEKTOPa Y UPEKACHUA, KaCAIOMUMHUCS
JICSTEIIPHOCTH Y IIPABIICHUA.

4.2.2. TlpenctaBnsaTh YUpeKJEHWE BO B3aWMOOTHOIIEHHUSAX C TOCYIapPCTBEHHBIMH
OpraHaMi, OpPraHu3aIMsAMH U TPaXXIaHAMH B [IPEE/IaX KOMIIETCHIUH Y TIPaBICHHUS.

42.3. VyactBoBaTh B paboTe KOMHMCCHH M MHBIX KOJUIETHAJIBHBIX OpPraHoB
Yupexxnennss ¥ MuHHCTepCTBa TpocBemneHus Poccuiickoil Denepaunu, COBEIAHUIMA,
3aCeNaHuil U CEMHUHAPOB, MPOBOAUMBIX YUpeKIeHHEM U MUHHUCTEPCTBOM IIPOCBEICHM
Poccuiickoii ®enepaiiiu, B paMKax BOIIPOCOB, BXOAAIIMX B KOMIETCHIMIO Y IPABICHHUA.

424, BHOCUTF HAa PacCMOTPEHHE [OHPEKTOpa YUPEKACHHUSA IIPEUIOKEHUS
0 YIYYIICHHIO NESTENIbHOCTH YUPEKICHHS M COBEPIIEHCTBOBAHHMIO METONOB PAOOTHI
YnpasnieHus.

4.2.5. IlommuckBaTh CIIyKEOHYIO JOKYMEHTAIMIO B MNpeAenax KOMIIETCHIMI
YrpasneHus.

4.2.6. Pactipenenars OOS3aHHOCTH W 3aJa4ll Mexay paboTHHKaMH YIIPaBICHHA,
KOOPAMHHUPOBATh MX JCHCTBHA, IUIAHHPOBATH NEATCIBHOCTH YIIPABJICHHSA, BHICTPAHBATh
BHYTPESHHME M BHEIIHME KOMMYHHKAIIMH, OCYIIECTBISATh KOHTPOJIb HCIOJTHHTENIBCKOM
JMCUIUIUTAHEL, HOPMHUPOBATH OTYETHOCTD O PEATU3ANMH TEKYIUEH AeATEIbHOCTH.

4.2.7. BHOCHTS IPEIIOXKEHUS TUPEKTOPY YUPEKICHUSA O IEpEMEICHAN Pa0OTHHKOB
VYopapneHusa, w#WX TOOMPEHHH 33 YCOENIHYI0 paboTy, a TakkKe IIPEIIOKCHUA
0 HAJIOXKEHWH NUCIHUIUIMHAPHOTO B3BICKAHUS HA PA0OTHHUKOB, HAPYINAIOIIHAX TPYHOBYIO
OUACHUTUINHY .

4.2.8. 3anpandBaTh ¥ MONy4YaTh B yCTAHOBJICHHBIC CPOKM OT APYIHMX CTPYKTYPHBIX
noapasfeNieHuii YupexxaeHuss HeoOX0auMBbIe TOKYMEHTH M MHQOPMAaNUIO 0 BOIIPOCaM,
BXOJSIIMM B KOMTICTEHIIUIO Y IIPABJICHUS.

5. OTBEeTCTBEHHOCTH

5.1. Yrpasnenne B JWie HAYaJlbHUKA YHPABJICHUA HECET OTBETCTBEHHOCTH
B COOTBETCTBHH C JICHCTBYIOIIKMM 3aKOHOAATENHCTBOM Poccutickoi Oeneparuu 3a:

5.1.1. Hapyienne neiicTByromero 3akoHoaarenscTsa Poccuiickor Oenepannu,

5.1.2. HeBrimoHEHHE, HECBOCBPEMEHHOE WJIM HEKAYECTBEHHOE BBINOJIHCHHE
[IPUKA30B U PACHOPSIKCHUN TAPEKTOPA YUPEIKACHNUA,



5.1.3. HeBoimogHEHNE, HECBOEBPEMEHHOE WM HEKAYECTBCHHOE BEIIIOJIHEHHE
BO3JIOJKEHHBIX Ha YTIpaBiicHHe QyHKITHHN U 3a1a4;

5.1.4. HecobmoeHnue mpaBi BHYTPESHHETO TPYAOBOIO PacIoOpAaKka pabOTHUKaMH
YipaBlicHHS,

5.1.5. HeBoinonueHrne IOJDKHOCTHBIX OOA3aHHOCTEW W IIpaBWJI OXpPaHbl TPyZa,
TEXHUAKH 0€30IAaCHOCTH, IIPOM3BOACTBEHHOMN CAaHUTAPUH M MPOTUBOIIOKAPHOHN 3aIlUTHL;

5.1.6. Ilpmunnenue ymepba YUpekaAeHUIO,

5.1.7. IlpaBoHapyIIIeHH, COBEPIIEHHBIE B MPOIECCE CBOEH NEATEILHOCTH,

5.1.8. Pasrnamenune xoH(puaeHIHATBHON nHOpMaIy,

5.1.9. IIpouune HapymcHUA.

5.2. TlepcoHanbHast OTBETCTBEHHOCTh HAYaJbHWKA W PaOOTHHKOB YIIPaBICHHA
ONPEENCHBI UX TPYAOBEIMH JOTOBOPAMH U JOKHOCTHBIMH MHCTPYKIHSAMH.

5.3. PaborHmkm YmpaBieHHS MOTYT OBITh NPHUBJICUEHBl K JMCLUILIMHAPHOM,
MaTE€PUANFHOM MJIHM YTOJIOBHOM OTBETCTBEHHOCTH B CITy4asxX Y NOPSAIKE, IIPEXY CMOTPEHHBIX
IEeUCTBYIOIMUM 3aKOHOAATEIhCTBOM Poccuiickoit denmepamnuu, NpaBuiIaMH BHYTPEHHETO
TPYAOBOTO PACHOPSAIKA H JPYTHMH JIOKAIIbHBIMU aKTaMU Y YPEiKICHUA.



