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1. OBIIME ITOJOXEHUSA

1.1.  PenaxkuuoHHO-u3maTenbCckuit otaen (manee mo Tekcry — PUO wmmm
Otzmen) sBngercs CTpYKTypHBIM monpasneinenneM @OIBOY BO  Vpamsckuit
FOCYNapCTBEHHBIM JIECOTEXHUYECKMH YHHBEpPCUTET (Oajee TII0 TEKCTy —
yauBepcuter wimna YIJITY; PHO cocToMT u3 pemakiuoOHHO-M3IaTelbCKOro
cekropa (manee mo tekcty — PUC PUO) u cexropa omeparuBHOM momurpaduu
(nanee o texcty — COIT PHO).

1.2. Hasmauemuem PHUC PHUO  sBasercs  ocymiecTBlIeHHe  Ha
NpoeCcCHOHaNbHOM ypOBHE PeNaKLMOHHO-U3IATENBCKOM IeATEeNBHOCTH, BHITYCK
y4eOHMKOB M MOHOrpadmii, y4eOHBIX ¥ y4eOHO-METOAMYECKHX IIOCOOHIL,
OTBEYAIOIIUX  TpeOOBaHMAM  TOCYHapCTBEHHBIX u  (wid)  (denepambHBIX
FOCYNapCTBEHHEIX 00pa3oBaTeNbHBIX CTAaHOApTOB ® (i)  (emepanbHBIX
rOCYAapCTBEHHBIX TpeOOBaHMUH, a TaKKe BBITYCK HAYYHOMU, CIPABOYHOM U OPYTUX
BunoB nurepaTyphl. HasHagenumem COII PHO sgBngercs  BBHIIOJIHEHHE
KOIIMPOBANBHEIX M MHOXMTENBHBIX paboT Ui MHCTHTYTOB, xadenp u
I0pa3feNe i YHUBepCUTETA.

1.3.  PHO co3naercs u TUKBHIUPYETCS IPUKA30M PEKTOPA.

1.4, PO HaxomuTcs B HEMOCPEICTBEHHOM MOAYUHEHUM IPOPEKTOPA MO
Hay4HO# paboTe W MHHOBAIMOHHOM NEeATENbHOCTH (Iajee Mo TEKCTY — IPOPEKTOP
no HPull[1).

1.5. COIT u PUC PUO nHaxomstcs B HEIIOCPENCTBEHHOM IIOMYMHEHUN
3agenyromero PUO.

1.6. PHO B cBOel neATETBHOCTH PYKOBOACTBYETCS:

1.6.1. Koncrutynueit Poccuiickoit @eneparmu.
1.6.2. ®enepanpHbiM  3akoHOM «O6  oOpasoBammm B Poccuiickoii
Oenepauun» ¥ uHBIME ~ DelepanbHBIMH  3aKOHAMH 110 HAIpaBIeHUSIM

IEeATEIBHOCTU Y IpaBIeHHUS.
1.6.3. ®enepanpaeiM  3akoHoM Ne 19-®3 77-®3 ot 11.02.2002 «06

0013aTeNbHOM SK3EMILIAPE TOKYMEHTOB)).

1.6.4. HopMaTUBHEIME ~ IIPaBOBBIMH  aKTaMH W paclOpsaMTeIbHBIME
noxymenTamu Ilpesunenta Poccuiickoit @enepanuu, IIpasutenscrsa Poccuiickoit
Oenepanyuy, MUHHCTEPCTBOM HayKd M BhICIIEro 0oOpa3oBaHHs Poccuifckoit
Oenepanuu (mamee 1o TekcTy — MunoOpHayku Poccuu), MUHHCTEPCTBOM
npocemenus Poccuiickoli @enepannu (mamee mo tecty — MUHIpOCBeIeHHe
Poccun), npyrux denepanbHBIX OpraHOB YIpaBIEHHS 110 HaOpaBIEHHUAM
IEeATEeIbHOCTH.

1.6.5.TOCT P 7.0.1-2003 «M3maHus. 3HaK OXpaHBl aBTOPCKOrO IIpAaBa.
OO61aue TpeOoBaHUS U NIpaBUIa OPOPMIIEHHSY.

1.6.6.TOCT P 7.0.4-2006 «/3mauws. Brixomuele cBeneHus. OOmue
TpeOOBaHUs U IIpaBIIIa 0QOPMIIEHHUS Y.

1.6.7.TOCT P 7.0.5-2008  «bubnuorpaduueckas  cceuika.  O6mme
TpeboBanMs u TnpaBmiaa cocraBierus»; [OCT P 7.0.53—2007 «U 3nanwus.



MexnyHapoqHblii  CTaHOApTHBIM  KHIKHBIM — HoMmep. Mcmonb3oBaHHe U
usgarensckoe opopmienue (ISBN)».

1.6.8. TOCT 7.1-2003 «bubmuorpadudeckas 3amich. bubmuorpapugeckoe
onucanue. O6mue TpeOOBaHUS U IPABUIIA COCTABIECHH.

1.6.9.TOCT 7.60-2003  «M3nauus. OcHOBHBIE BHIBL. TepMHMHBI U
OIpeNeICHUS.

1.6.10. ['OCT 7.86-2004  «M3mamms. OOmue  TpeboBaHMsa K
U31aTeIbCKON aHHOTALUUY.

1.6.11.TOCT 7.89-2005  «OpuruHansl  TEKCTOBHIE  aBTOPCKHE U
usnarensckue. Odmue TpedoBaHu .

1.6.12.TOCT P 7.0.12-2012 «bubnuorpadudeckas samuch. CoxpaiieHue
CIIOB Ha PyCCKOM sg3pIke. OO111e TpeOoBaHUS U MPaABHIIAY.

1.6.13.TOCT 7.0.5-2008 «bubnuorpaduueckoe omnmcague. OOmme
TpeOOBaHMS U IPaBUIa COCTABIICHHS.

1.6.14. TOCT 7.0.100-2018. «bubnmorpaduyeckas 3aITHCh.
bubmuorpadpudeckoe onucanue. Obire TpeGOBaHMS U IPABUIA COCTABICHUY.

1.6.15. Verasom  VIJITY, KomnektuBHeIM — jmorosopom, IlpaBumamm

BHYTPEHHEr0 TPYAOBOIO pacHopsiKa, WHBIMH JIOKAIbHBEIMH  aKTaMéd U
pacnopsauTeNbHbIME  ToKyMeHTaMu YIJITY mo HampaBieHHSIM IeSTelbHOCTH
VYupasneHus.

1.6.16. Hacrostmmum ITonosxenuem.

1.6.17. IlonoxenueM 00 y4eOHBIX ¥ Hay4HBIX M3HaHuIX B DI BOY YIJITY.

1.6.18. IlonoxenueM o PemaknuonHo-u3naTensckoM cosete B ®TBOY
VIIITY.

1.6.19. iHpIMH ~ TTOKaNpHBIMU HOPMATHUBHBIMH aKTaMH YHHMBEPCHTETA,
IPUKa3aMU ¥ pacIOpPsKEHUIMH PEKTOpa.

1.7. PO Bo3rinasiseT 3aBeRyOMui, KOTOPEIA Ha3HAYaeTCs Ha JOJKHOCTE
M OCBOOOXKIAeTCa OT 3aHMMaeMOil JODKHOCTH IPHKA3oM peKTopa  II0
IpencTaBlIeHuIo npopexropa no HPull/l.

1.8. CtpykTypa u mratHoe pacnucanue PO yTBepKIaroTcs peKTOPOM IIO |
npencTaBieHuto 3apenyromero PHO, mo cormacoBaHdo ¢ MOpPOPEKTOPOM 110
HPul/l 1 navansHuKOM IT1aHOBO-(DMHAHCOBOIO yIPABIEHHS.

[Tonoxenne o PUO, MOMKHOCTHBIE MHCTPYKLUHU 3aBENYIOIIUX CEKTOPAMH
PHO pazpabateiBarotcs 3aBenyromum PHO.

HomxkHOoCcTHBIE ~ MHCTpyKuum  pabotamkos COII uw  PUC PHO
pa3pabaThIBAIOTCS 3aBEAYIOLIUMHE CEKTOPOB.

1.1. Paborruxku PO HasHagaroTcs Ha JODKHOCTBH IPUKA30M PEKTOPA IO
IpencTasieHuro 3asenyromero PHO.
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1.2. Pacnpenenenue obs3aHHOCTel Mexny pabotaukamu PHO (¢ yuerom
€ro CTPYKTYphlI) IPOM3BOAMUTCA B coOTBeTcTBMM C Ilomoxenumsmu o PUO, u
JOJDKHOCTHBIMU HHCTPYKIUSIMU PaOOTHUKOB.

1.3. Vkazanus 3aBenmyromero PHUO mo BompocaMm, BXONAIIUM B
xomnerennuio  PHMO, sgBndrorcs  o0s3aTelnbHBIMEH OIS PYKOBOXUTENEH M
paborauxos COIl u PUC, Bxomsmux B 00JNACTh peNaKUMOHHO-H3aTeIbCKON
IeATEIbHOCTH M MOTYT OBITH OTMEHEHBI TONBKO mpopekropoM HPuMJl w/umn
PEKTOPOM.

1.4. learenpHocTes OTHena Mo BBIMYCKY BCed MPOIYKIMHM U CIyXKeOHOM
JTOKYMEHTAIIUU OCYIIECTBIIAETCS 3a CYET OFOMKETHBIX U BHEOIODKETHBIX CPEICTB U
IPYrUX UCTOYHUKOB (QUHAHCHPOBAHUS.

1.5. MarepuanbHO-TEXHUYECKOE cHabxeHue, MH()OPMaLHOHHO-
COLIMANILHO-OBITOBOE, TpaHCHOpTHOe obchyxuBanue PHO  ocymecTBIIIOT
COOTBETCTBYIOILUE CIIYKObl YHUBEPCUTETA.

2. HEJIb 1 OCHOBHBIE 3AJTAYH PUO

2.1. OcuoBrag nemb PO — pa3BuTHEe U MOCTOSIHHOE COBEPIIEHCTBOBAHME
PeIaKIMOHHO-U3IaTEIbCKOM  NeATEIbHOCTH  YHHUBEPCHUTETa, CBOEBPEMEHHOE
obecneyenne yqyeGHOrO Ipolecca BEICOKOKAYECTBEHHON B CONEPKATENBHOM IIIaHe
y4eOHO-METONNYECKOH JNUTEpaTypodl M ONepaTUBHAS MyOIMKALWS PE3yNbTaTOB
Hay4YHO-UCCIIENOBATENLCKUX paboT, BeAYIIUXCS B YHUBEpCHTETE B paMKax
IIPUOPUTETHBIX HAYYHBIX UCCIICIOBAHU.

2.2.0cHoBHBIME 3anadamu PYIC PUO sBunsrorcs:

2.2.1. Opranuzanyss ¥  OCYIIECTBIEHHE  peNaKMOHHO-U31aTeNbCKON
nestenpHocTd  YIJITY, w3mamme Meromuyeckodl, y4eOHOM, W  Hay4HOMH
JUTEpaTyphl, OTBeYalolmed TpeOoBaHUSIM (enepaTbHBIX TOCYIapCTBEHHEBIX
00pa3oBaTeNbHEIX CTaHIAPTOB, a TAKKe BBITYCK HAYYHOM, CHPABOYHOM M OPYTHX
BHIOB JIUTEPATypEl B MHTEpecax OOecmedeHus ydeOHOro Ipolecca W HaydHO-
HICCIIEIOBATENIbCKUX PaboOT.

2.2.2. Peanuzanys Hay9HOU U y4eOHOM muTepaTyphl, u3nannoi 8 YIJITY.

2.3. OcroBubiMH 3agavyamu COIT PUO sBasroTcs:

2.3.1. ObGecrneueHue  y4eOHOrO M  HAy4YHOrO  Ipolecca  BCEMH
HEOOXOJAUMMBIMM ~ BHIAMH IIONHOIBETHOH ¥ MOHOXPOMHOW (4epHO-6esoif)
IEeYaTHON MPOAYKIMH IS U3LAaHUs BCErO CIIEKTpa HONUIpahuIecKo IpoayKIHH,
HeOOXOIMMOH 1nd  (QYHKIHMOHMPOBAHMS BCeX CIyxO, MOApasfeNeHuil U
UHCTHTYTOB YHHMBEPCHTETa M B IEPBYIO OdYepemb IS YCIHEIIHOrO BeIeHUS
00pa30BaTeIBHOrO MpOIlecca: MeYaTh IUIAHOBLIX M BHEIUIAHOBLIX METOAMYECKUX
yKa3saHud M pEKOMEHIalMi, OpoIlop, padoymx TeTpaiel, >KYpPHAJIOB ydYeTa
nabopaTopHEIX M IPAaKTHYIeCKHX paborT  obydarommxcs, asTopedepaToB



KaHOUIATCKUX U JOKTOPCKUX IOUCCEPTaluil, ILBETHBIX OYyKIETOB, aQwuiIl,
IIUPOKOGOPMATHEIX dYepTexel, rpadukoB, cxeM, OOJIETeHeH, MaTepHanoB H
Te3ucoB  YueHoro CoBera yHUBEpCHTETa, TOIOBBIE OTYETHI CIykO U
nonpasnenennid YIJITY, nedars QUINIOMOB, IpaMOT M 6JaroqapCTBEHHEIX IIHACEM
I HarpaXXI€HUs, OTKPBITOK U IPHUIJIACUTENbHEIX, BH3UTOK, SK3aMEHALMOHHBIX
OMNeToB NN NPUEMHON KOMHCCHH, HPUIOKEHMH K IUIJIOMaM BBITYCKHHKOB
YIJITY, norosopos, cornameHui u mpodveit 6JaHOYHOM M coy:)eOGHOH MedaTHOH

IPOIYKIIHH ).
2.3.2. Oxa3aHue MHUPOKOTro CIEKTPa MIATHBIX HOJUrpadHIecKUX yCIyrT.

3. ®YHKIIMHU PUO

3.1. JIng BeINONHEHMS 3aJa4d [0 OpPraHU3alU¥ M OCYLIECTBICHHUIO
PeOaKUMOHHO-U3IaTEeIbCKOM edTeNbHOCTH B YHuBepcutere Ha PHC PHO
BO3JIararoTCs Clenyromue QyHKINN:

3.1.1. ®opMupoBanye B COOTBETCTBUM C YCTAHOBIEHHBIM B BY3€ IOPAIKOM
COBMECTHO C HAayYHO-METOAWYECKHM U PeNaKIMOHHO-H3IATeNIbCKUM COBETaMU
YIIITY (manee — HMC u PHUCo COOTBETCTBEHHO) TOIOBLIX M NEPCIEKTHBHBIX
TEMaTUYECKUX IIJIAHOB M3JaHUS JUTEPATyphl Ha OCHOBE aHaIM3a 0OECIeYeHHOCTU
y4eOHOro mporecca HeoOX0IUMOH TUTEPaTypOii.

3.1.2. Obecneuenne wu3naHus pykomuced (obecredeHHe 3aKIIOUEHUS W
HCIIOJTHEHHS COOTBETCTBYIOLIUX JOTOBOPOB C TUMOTPadUIMH U U3ATENLCTBAMY );

3.1.3. BelmonHeHHe BCeX JTaloOB pedaKIUdOHHO-H3JaTeNbCKOrO ITHKIA:
OLICHKa  pYKONWCH, pENaKTHPOBaHUE, KOMIBIOTEPHas BEPCTKA  TEKCTa,
U3rOTOBJIEHUE OPUTUHATIOB-MaKeTOB U3JaHUMi U T.1I.

3.1.4. Opranusanus 1 OCyLIECTBICHNE PELeH3NPOBAHMS PyKOIUCEH.

3.1.5. Opranusanus cosmecTHO ¢ PYICo KOHTpOJS KadyecTBa CoOmepKaHUS
U3aBaeMOM  JIMTEpaTyphl, HNOIUIrpadUIecKOro HCIONHEHHS, COOTBETCTBHE
u3aareabckuM U nomurpaduueckum 'OCTam.

3.1.6. Paspabotka TpeboBaHMI K MaTepuaiaM H3JaHUNA  yueOGHO-
METOIUYECKOH, y4eOHO! U HayIHO! TUTEPaTypHIL.

3.1.7. Meromu4eckas ¥ KOHCYJNbTaTHBHas paboTa C HHCTUTYTaMH,
Ka(enpamu, HayIHOH OMOIUOTEKON U APYTUMH CTPYKTYPHBIME HOApa3AeIeHUSIMY
II0 BOIIPOCaM BBIIIYCKa JIUTEPATYPHI.

3.1.8. Benenne mDOKyMEHTAllM¥ OTZENa B COOTBETCTBHU C YTBEPXKIEHHOM
HOMEHKJIATYpOH [Iell.

3.1.9. BsaumogeiictBue ¢ 00pa3oBaTeNbHBIMH, HAyYHBIMH ¥ HWHBIMH
nogpasnenenuamu  YIJITY, CTOpOHHUMH OpraHu3anusMd I oOecledeHus
BeinonHenus PO cBoux GyHKImiA.

3.1.10. Onpenenenue TeXHOJIOIMH PeNaKIHOHHO-H3IATEILCKOr0 IPOLECCa.

3.1.11. Obecneyenne COOMIOAEHUS ABTOPCKUX IIPaB U HCKIIOYUATETBHBIX
paB yHuBepcureTa Ha usnanus YIJITY.
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3.1.12. Ucnonnenue 3akoHa «O0 00s13aTeIBHON pACChIIKE TOKYMEHTOBY.

3.1.13. Oxa3aHue peNaKIMOHHO-M3OATENBCKAX YCIYr TPETBHM JHIAM II0
3aKJIFOYEHHBIM TOrOBOPAaM BO3ME3IHOIO OKA3aHUs yCIyT (BBIONHEHUS pabdor).

3.1.14. IlonroroBka B  YCTaHOBJIEHHOM TIOpPSIKE OIEPATHBHLIX U
CTaTUCTUYECKUX OTYETOB 10 U3ATENbCKON NeATEILHOCTH.

3.1.15. Cocrapnenue OT4eTHOH TOKyMEHTALWH YCTaHOBJEHHBIX (GOpM IO
PacxoI0BaHMIO MAaTEPUANIOB U IEHEXHBIX CPEICTB.

3.1.16. KonTpone  cobmoneHuss TpyZOBOM OUCUMIUIMHLI M IPABUI
BHYTPEHHEr0 TPYAOBOI'O pacHopsaKa.

3.1.17. Y4eT nocTynieHus MaTepranos U UX Pacxol.

3.1.18. Opranu3sauys HOBBIIIEHNS KBATU(QUKAIIUYA COTPYIHAKOB OTIeNA.

3.2. JInd BBINONHEHHUS 3ala4yd [0 pealu3alyu HayqHOM M Yy4eOHOH
UTepaTypel, u3naHHoi B Yuusepcurere Ha PYIC PYO Bo3nararorcs ciexyromye
byHKITIH:

3.2.1. Opranusanus KHUTOOOMEHa ¥ KHHIOPACIPOCTPAHEHHUS, ydacTHe B
KHYDKHBIX IpMapKax, BEICTaBKAX U T.II. MEPOIIPUATHIX.

3.2.2. Peanuzauys ~ W30aHHOM  KHIDKHOM  HPONYKIMH  CTOPOHHHM
OTpPeOUTEIIM.

3.2.3. Y4actue B KOHKypcax I10 H3IaTeTbCKOMY JENy.

3.3. [Ins BBINONHEHHs 3aJadd HO OOeClevYeHHro y4eOHOrO M HAYYHOTO
Tpolecca BCeMH HEOOXOMMMBIMU BUIAMH ITOTHOLBETHON X MOHOXPOMHOM (4epHO-
Oenoii) TmeyaTHOW NPONYKUMM IJIS H3LAHHMS BCETO CNEKTpa IOJHrpadHYecKoil
nponykuuu B Yuusepcurere Ha COII PO Boznararorcs crienyromue GyHKIIHN:

3.3.1. Ilpuem, peructpanus B xypHajie yuera moctymnusieir 8 COII PUO
y4eOHO-METONMYECKOH, TeXHUYECKOH, peKiaMHOM (OYKIETHl, BU3UTKH U T.O.) U
CTy)KeOHOM NOKyMEHTalMM JUIi H3JaHHS [IeYaTHOH NpPOAYKIMH Kadeap u
II0pa3eleHul YHUBEPCUTETA.

3.3.2. Msrotopnenne Jnd CTPYKTYPHBIX IOApasieleHuil, Ccayx6 u
uHCcTUTYTOB OI'BOY BO «VIJITV» THmorpadckaM cmocoboM ¢ TOMOIIBIO
CPEICTB OIEePATHBHOW MOJIUIPapuu B COOTBETCTBHU C YTBEPXKICHHBIMHU (OpPMaMU
NEYaTHOM TPOAYKUMH  CIyKeOHOW HOKYMEHTalWH: OJaHKOB IOrOBOpOB,
CIy)KEOHBIX IUCEM, PACIOPSKEHUH, YKa3aHWH, THYHBIX KapTOYeK COTPYIHUKOB,
00yJaroImuXcs U T.II.

3.3.3. TloaroroBka KONMPOBAIBHO-MHOXKUTENBHON TEXHMKH M OyMard K
M3TrOTOBJIEHHUIO THpaxka (PErylIupoBKa BCEX Y3JI0B 00OpYHOBaHMS M 3alaHMd Ha
IIe9aTh).

3.3.4. IlpenBaputensHas mNpoBepKa IyONMKAlUil, IOATOTOBKA MaKeTa
NEeYaTHbIX M3[aHUM, OTHENBHBEIX IIOJIOC, IpOBEpKa KadecTBa Habopa, MOHTaX
Ka)KIO# TIOJIOCH M pa3BOPOTa, MaKETUPOBAHKE UX B MOPSIKE HyMEpaLH.

3.3.5. CrankuBanue ¥ KOMIUIEKTOBKA OpPOILIIOPEI BKIAAKOM M MOAOOPKOIL,
CIIMBaHWE paboyYMX TeTpajed, METODMYSCKHX MOocoOmi, Opommop Ha
anekTpocrerniepe Rapid.

3.3.6. Opranusanus 4 BRIIONHEHUE IEPEILUIETHO-OPOLIIOPOBOYHEIX PabOT.



3.3.7. PaboTa Ha TaMHHATOPE.

3.3.8. BrlmonHeHUe OIEPaTUBHBIX pabOT M NOpYdYEeHHH, CBA3AHHBIX C
U3TOTOBJICHUEM CIENXAIbHON NOIUrpaduaecKoil MpoayKIUH.

3.3.9. Benenne NOKyMEHTAalMM OTIENa B COOTBETCTBHH C yTBEpKICHHON
HOMEHKIIaTypo#l nmei.

3.3.10. Yuer MarepuambHBIX ILEHHOCTEH W DPACXONHBIX MAaTepHalIoB IJIf
KOMMPOBATIbHO-MHOKHUTEIBHON U UPPOBOM TEXHUKH.

3.3.11. OcymecTenenne  CBI3M C  OpraHM3alldsIMd IO  BONPOCAM
COTpyOHMYECTBa ¥ HCIIOIB30BAHUIO ONBITA B O0JACTH TMOJUTPapUIECKOM
IEeSATeIbHOCTH.

3.3.12. Onpenenenre NOTPeOHOCTH M OOeClevYeHHe B CPOK OTHETA B
00OpyIOBaHUU M PACXOTHBIX MaTEPUANIOB ¥ OyMary.

3.3.13. Opranu3amus 1eSTeIbHOCTH 10 COBEPLIEHCTBOBAHMIO MaTepPHAIbHO-
TEXHUYECKOTO OCHAIIEHUS OTIEA.

3.3.14. Oprasu3amus HOBBIIEHNS KBATU(PUKAIMA COTPYIHAKOB OTHENIA.

3.3.15. Koutpone  coOmoneHus TPYZOBOM OUCUMIUIMHEL M IPaBUI
BHYTPEHHETO TPYAOBOTO pacIopsaKa.

3.3.16. Konrtpone Han cobmogeHneM IpaBiil SKCIUTyaTalul 060pyIOBaHUs
1 CBOEBPEMEHHOE CEPBUCHOE 00CITyKUBaHHE TEXHUKH, 38 COOJIOIEHNEM CPOKOB U
Ka4ecTBa IeYaTHOM MPOMYKIMH, a TaKXKe KOHTPOIb Hal HaIeXkKalUM COCTOSHUEM
paboviX MECT U TeXHUKH 6€30MACHOCTH IPH U3IaHHUK [€YaTHON TPOTyKIUH.

3.3.17. CBoeBpeMeHHOE COCTaBIEHHE OTYETOB M BEIOMOCTeH MO ydeTy
Oymaru u pacXomHBIX MaTepHajloB By30BCKOM M3HaBaeMoil NedaTHOH MpOIyKIHH
CeKTopa.

3.4.JIns BBINONHEHHS 3a7aYH 110 OKA3aHMIO LIKPOKOrO CIEKTPa IIATHBIX
nonurpapudeckux yciayr B YuumBepcutere Ha COII PUMO Bosnararorcs
crnenyrouye QyHKIUM:

3.4.1. Oxa3aHue IIaTHBIX OMUrPaGUIECKUX YCIYT.

3.4.2. Pabota Ha KacCOBOM aIIapare, IIPUeM U YUeT JeHEKHBIX CPEICTB.

3.4.3. Mukaccanus — exelHeBHas clIada HIPUXOIHBIX KACCOBBIX OPIEPOB,
HaJMYHBIX ACHEXHBIX CPENCTB II0 BEIOMOCTM ydYeTa M e)KeMecsSdHas caaya
(h)MHAHCOBOIO OTYETA TEHEXKHBIX CPENCTB U PACXOTHBIX MATEPHAIIOB.

3.4.4. CocraBnenre OTYETHOH MNOKYMEHTALMH YCTAHOBIEHHBIX (GOPM IIO
PacX0IOBaHHUIO MaTEPUANIOB U AEHEXHBIX CPEICTB.

4. IIPABA 1 OBSAA3AHHOCTH
4.1. Otoen umeer npago:
4.1.1. Ilomy4aTs MOCTYHAIOIIWE B OPraHW3alldi0 ITOKYMEHTH U WHBIE
MH(QOPMAIMOHHBIE MaTephansl [0 CBOeMY HPO(HII0 HESITeTPHOCTH IS
O3HaKOMJIEHHS], yYeTa U UCIIOJIb30BaHUA B paboTe.



4.1.2. 3anpamyBaTe M IOJy4aTb OT pPYKOBOIHUTENEH CTPYKTYPHBIX
nogpasneneHuii HHGOpMalKoo, He0OXOIUMYIO IJIsI BBIIIOTHEHUS BO3JIOXKEHHBIX Ha
PUO 3anay u dyskumii.

4.1.3. BHOCUTD IIpeIJIOKEeHHUs 10 COBEpIIeHCTBOBaHUIO paboTer PHO.

4.1.4. YuacTBOBaTh B IION0OOPE U pacCTaHOBKE KaIpOB IIO CBOEMY MPOQHUITIO
TeSITeNIbHOCTH.

4.1.5. BHOCUTh IpeNsOKEeHUs PYKOBOACTBY YHHBEpCUTETa IO BOIPOCAM,
BXOIAIIUM B KOMIIETEHIMIO OTZAelNa, NOBBIIEHUIO KBAIU(DUKAIUY, TIOOIIPEHHUIO
HaJIOKEHHUIO B3bICKaHUH Ha pabotHukoB PUO.

4.1.6. OcymecTBiIAT, NPOU3BOJACTBEHHBIH  HHCTPYKTOX  PaOOTHHKOB,
IIPOBOJUTE MEPOIPHATHS IO BBINOJIHEHUIO NPaBUI OXPaHBl TPyAd, TEXHHKE
0e30macHOCTH, IPOM3BONCTBEHHOW CAHUTAPUU, TEXHUYECKOW OSKCILIyaTaIMH
noaurpaduueckoro 000pyaI0BaHus, a TAK)Xe KOHTPOIb 33 UX COOIOCHHEM.

4.1.7. Pacnpenenate  00S3aHHOCTM  MEXIy  paOOTHHKaMH  OTHeNa,
obecrniedyuBaTh pa3pabOTKy MODKHOCTHBIX WHCTPYKIMH, BHOCHTH WM3MEHEHHS B
Ilomoxenun 00 oOTHeNe; NPUHUMATH Mepbl IO OOECHeYeHHWIO KadecTBa U
COOJIIOIEHUIO CPOKOB BBITYCKaeMOH MPOTYKIUH; OCYINECTBIATh B3aMMOIEHCTBHIE
OTZeJ1a CO BCEMHU CTPYKTYPHBIMU IOJpa3eIeHUsIMI YHUBEPCUTETA

4.1.8. Brocuts mpennoxenus npopekropy nmo HPull 06 ocBOOOKIEHUH OT
JOJDKHOCTH PaOOTHHUKOB OTHeNa, IPUMEHEHHs K HUM Mep IUCHUIUIMHAPHOTO
B3bICKAHUs; IPENCTaBIATh B YCTAHOBJIEHHOM IIOPSOKE TPEIJIOKEHUs 00
YCTaHOBJIEHUHU, W3MEHEHMHM M OTMEHe HaA0aBOK K IOJKHOCTHBIM OKJIagaM
PaOOTHUKOB OTIeNa, O MOOUIPEHUH paOOTHUKOB OTAENA.

4.1.9. Ilony4yats coenonmexay: XajaTbl, IOJIOTEHIa, IepPYaTKH, AamTedKy,
XO34MCTBEHHbIE TOBAaphl (MBLIO, IMOPOIIOK, YHCTAIIEe CPENCTBO IS YHUCTKH
00OpynOBaHUs M OTMBIBKM €ro OT TUIOTpadCcKoil KpacKu W MacTep-IUIEHKH, a
TaK)X€ MBIThS PyK, CTUPKH XaJaTOB) U KaHUEIIPCKUE TOBAPHI.

4.1.10. 3ampammuBate y  pYKOBOICTBA  YHHUBEpPCUTETa  PECYpCHOE
obecrieyeHne, HEOOXOIUMOTO A Ka4eCTBEHHOro U 3G GhEKTHBHOTO BBIIOIHEHHUS
IIOCTaBIIEHHBIX 3a/1a4.

4.1.11. IlppyauMare y4acTde B pa3MYHBIX COBEIIAHUSIX II0 BOIPOCAM,
CBSI3aHHBIM C HampaBleHusIMH aestensHocta PUO.

4.1.12. PazpabaTbIBaTh IPOEKTHl OPraHU3aLUOHHBIX, PACHIOPSIIUATEIbHEIX H
MHPOPMAIIMIOHHO-CIPABOYHEIX ~ TOKYMEHTOB IO BONPOCaM, BXOMSLINM B
xoMmrereHuuio Otaena.

4.1.13. BHOCUTE MNpemJIOKEeHHs II0 COBEpIICHCTBOBAaHHMIO  oOJacTei
IesITeIbHOCTH, BXOIAIIIIX B KoMmereHuo PHO.



4.1.14. 3sakOMUTCS C pelmeHUsIMH BhICIIETO pykoBoactBa YIJITY,
Pa3IUYHBIX COBETOB M KOMHCCHH YHHUBEpCHTETa, KacaroIlUuxcs NeSTeTbHOCTH
PHNO.

4.1.15. Obpamatecst K peKTopy, MPOPEeKTOpaM IO  HalpaBlICHHUIM
IEeATENIbHOCTH, COBETHHMKAM pEKTopaTa M PYKOBOIOUTENSM  CTPYKTYPHBIX
IOIpas3lelleHHid 1[0  BONpOCaM  COACMCTBUSA  BBIMOJHEHHS  JOJUKHOCTHBIX
obs3aHHOCTEl paboTHuKOB Otaena, co3maHwWs YCIOBHM [ Oe30macHOd u
3QdexTUBHON paboThl, COOMIONEHMsS MpPaBAI W HOPM OXpaHbl Tpyda W
IIPOTUBOIOKAaPHON 0€30MacHOCTH. '

4.1.16. Bectu nepenucKy IO BOpOcaM, BXOISIIUM B KoMIeTeHImo OTaena
U He TpeOYIOIUM COTIACOBAHMS C PYKOBOICTBOM.

4.1.17. IlpoBOoOuTh COBEIAHUS IO BOIPOCAM, BXOISIIIMM B KOMIIETEHIIHIO
PHO n He TpeOyIOLUIMM COIIacOBaHMs C PyKOBOACTBOM Y HUBEPCHUTETA.

4.2. earensHocts OThena MmO BBITYCKY BCEH MPOMYKIMHM M CIYKeOHOM
JOKYMEHTALUK OCYIIECTBIIIETCS 3a CYeT OI0KETHBIX M BHEOIOIKETHBIX CPEICTB U
IOPYTUX UCTOYHUKOB (DUHAHCHUPOBAHMUS.

4.3. MatepranpHO-TeXHUUECKOe CHaOXeHue, WHGHOPMaluOHHO-COIUaIbHO-

OrITOBOE, TpaHCHIOpTHOE oOcmyxuBanue PO OCYIIEeCTBIAIOT COOTBETCTBYIOLIME
CIIy>KObl YHUBEpPCHUTETA.
4.4.0tnen obsi3aH:

4.4.1. ObecrieunBaTh OpraHu3alui0 (QYHKUUOHUPOBAHUS ¥ Pa3BUTUS B
YHUBEPCUTETE HallpaBJICHUH NeSTeIbHOCTH, BXOIAUINX B KoMIreTeHuo OTaena.

4.4.2. CBoeBpeMEHHO INPENOCTaBIATh aKTyalbHYH) HHGOpMAIMIO O
penaxuuonHo-u3narenscko nesrensHocty YIJITY mo 3ampocam pykoBoAcTBa
YHuBepcHUTEeTa U KOHTPOIUPYIOIIUX OPTaHOB.

4.4.3. ObGecneynBarhb COTJIACOBaHHYIO pabory CTPYKTYPHBIX
IoJpa3fesleHul YHUBEpCUTETA 10 BOIPOCaM, BXOASIIIUAM B KomreTeHIuo OTaena.

4.4.4. OcymecTBITh JOKYMEHTaMOHHOE opopmiieHre aestensHoctu PHO.

4.4.5. IlepenaBaTb B apXuB YHHUBEPCUTETa CBOEBPEMEHHO U IIOJHOCTBHIO
0(OpMIIEHHbIE B COOTBETCTBHH C ApXUBHBIME TPeOOBAHUAMHY J€)1a IIOCTOSHHOIO 1
I OJIFOBPEMEHHOI'0 CPOKOB XpaHEHHS.

4.4.6. OGecrieunBaTh TONyYeHHEe U XpaHEHHE MaTepHANbHBIX LEHHOCTEH,
nepenasHbix OTaeny s OCYLIeCTBICHUS CBOEH NesSTeIbHOCTH.

4.4.7. Bectu TabenpHBIN yueT pabodero BpeMeHu padoTHHKOB OTHena.

5. BBAUMOOTHOIEHMSA (CJYKEBHBIE CBA3N)

5.1. PUO B3amMopmeHCTBYeT CO BCEMH CTPYKTYPHBIMH ITOIpa3aeleHHsIMU
YHuBepcUTETA II0 BOIIPOCAM:
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5.1.1. Ilonyuenus:

— HEeOOXOIMMBIX NOKYMEHTOB U MHGOpMAaIUH IO BOIPOCAM, BXOISIIMM B
KomnereHuuo Otoena.

5.1.2. IlpenocraBnenus:

— CBEJICHMI, BXOIAIIUX B KoMneTeHuuo OTnena;

— HOPMaTHBHO-NIPaBOBOW NOKYMEHTAIlMU II0 BOMPOCaM, BXOISIINM B
xomnerenuuto Otaena;

— INPUKA30B ¥ PaACHOPSIKEHWH MO BOIMpocaM, BXOISIIMM B KOMIIETEHLHUIO
Ornena;

— obecnevenus cunamu COIl PUO yyebHOro u Hay4HOro mpoiiecca BCEMH
HEOOXOAMMBIMU BHUJAMH TIOJHOLBETHOM ¥ MOHOXPOMHOH (4epHO-0eioit)
[IeYaTHOM MPOIYKIUH IJIsl U3JaHUS BCEro CIeKTpa MOJUrpaduyuecKoil mpoayKIuy,
HeoOXomuMol s (QYHKIMOHHUPOBAHUS BCEX CIyXO, TMoIpa3ieleHuid U
UHCTUTYTOB YHHBEPCUTETa M B IMEPBYIO OUYepenb M YCIEUIHOTO BeIeHHUS
00pa3oBaTenbHOro mpolecca.

5.2. Otmen  B3auMOZEHCTBYyeT ¢ OTHEIbHBIMU  CTPYKTYPHBIMU
IOJpa3eeHUsIMI Y HUBEpCUTeTa U JOJDKHOCTHBIMH JIMLAMHU IO CHEIHATbHBIM
BOIIPOCaM, a UMEHHO:

5.2.1. C npopexTopoM 1o 00pa3oBaTENbHOHN NeATENbHOCTH 10 BOIPOCAM:

— aHamuza O00OECNIeYeHHOCTH ydeOHOro mpoluecca HeoOXoauMon
JUTEpaTypoH;

— aHanM3a CoAep)KaTelbHONW YacTH MOCOOWi, MPeNCTaBICHHBIX B IMPOEKT
niaHa pabor.

52.2.C PexrtopoMm, HHCTUTYyTaMH YHUBepcUTeTa U Y pPaTbCKUM
JTecOTeXHUUeCKUM  KomemkeM (mamee — KommemkeM) 1o — Bompocam
GopMUpOBaHMS B COOTBETCTBHM C YCTAHOBICHHBIM B By3€ TODPSIKOM TOJOBBIX H
IIePCIIeKTUBHBIX TEMAaTUYECKUX IJIaHOB M3JaHUs JIUTEPATYphl HA OCHOBE aHaIH3a
obecrieueHHOCTH Y4eOHOro mpouecca HeoOX0IUMOM TUTepaTypoi.

5.2.3. C Hayunoit 6ubnumorekoit (nanee — Hb) mo Bompocam:

5.2.3.1. [lony4yenus:

— CBENEHHM O HaIMyuyd JUTepaTypbl B OuOIHMOTeKe IO 3ampocam
MHCTUTYTOB, (aKyJIbTeTOB U KOJJIEMXKa [ OIpeleNeHus O00eCIe4eHHOCTH
YYEOHBIX TUCIUIUIMH IPH GOPMUPOBAHUH IOPThE» U3NAHIA YHUBEPCUTETA Ha
IIPEACTOSIUUMN TOL.

5.2.3.2. IIpenocraBnenus:

— cexrtopy ¢opmupoBanus ¢onza Hb: Qaitner pdf-sepcuii mzmaBaemoi
JUTEPaTypsl IJ BHICTABIEHHS B 3JIEKTPOHHBIA KaTalor (IO COTJACOBaHHIO C
aBTOpaMH );

— €KEroJHbIX CPOPMUPOBAHHEIX 0a3 JaHHBIX MO U3NAHHOU JHUTEpaType I
9BC «Jlanby.

5.2.4.C [IlpencemarensMud METONMYECKUX KOMHUCCHUH HHCTUTYTOB M
pakynereToB m Kommemxkem mo Bompocam @®opmupoBaHHEe NPOEKTOB ILTAHOB
U30aHuil paKyIbTeTOB ¥ HHCTUTYTOB Ha OCHOBE IIPOEKTOB IIIAHOB Kadenp.
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5.2.5.C OrgenoM ynpaBjleHHS KadecTBOM IO BOIpocaM paboTel ¢
MIOJIO’KEHUSIMH.

52.6.C OrtzmenoM OOKYMEHTallUOHHOI'O OOeCHedYeHHs IO BOIIPOCaM
IOANMCaHUsd ¥ DPErucTpalyy IpUKa30oB M pacnopsbkeHudt mo Otmeny, a Takke
OTIIPaBKe KOPPECIOHACHIINH U peaIn3yeMOoH TUTepaTyphl.

5.2.7. C IlnanoBO-()MHAHCOBBIM YIPaBIEHUEM II0 BOIIPOCAM:

5.2.7.1. Ilomydenus:

— 3ampamuBaeMod uHpopmauum s obecmedyeHUs  3GhhEKTHBHOM
nestenbHOCTH OTHena;

— IITATHOI'O pacIUCaHUs CTPYKTYPHBIX noapazaenenuii Ornena.

5.2.7.2. TlpenocraBneHus:

— CBElleHUH, BXOOuX B KoMmneTeHuio OTaena;

— 3a4BOK Ha 3aKyIIKy MaTepUalbHO-TeXHUYECKUX CPEICTB I oOecredeHus
nestensHocTH OTHena.

5.2.8. C YnpasneHueM OyXraaTepcKOro y4eTa U OTYETHOCTH 110 BOIIPOCAM:

— noAnucaHyus OJaHKoB-3aka3a nedaToi mpoxykuuun COIT PHO.

5.2.8.1. C Ornmenom yuera He(pHUHAHCOBBIX AKTHBOB M pealH3aldH II0
BOIIPOCAM:

— CHOHCaHWsd M30aBaeMOM JHTepaTypel IO Mepe ee MOPaIbHOro M
dusngeckoro u3HOCa, HO He paHee HYeThIpeX JIET C MOMEHTAa H3IaHHs, a TakKe
IIOCTaHOBKH Ha OanaHC u3gaBaeMOi KHIDKHOH MPOIYKIIHH;

— COCTaBJIeHHS OTYETHOH [NOKYMEHTallUd YCTAaHOBJICHHBIX (QOpPM II0
PacxXoIOBaHUIO MaTepUalioB U IEHEXKHBIX CPENCTB.

5.2.8.2. C Orgenom yuéta pacyéTOB C KOHTPareHTaMH H KacCOBOIO
pacxoja 1o BOmpocam:

— HWHKaccallud — CIadd HalIWYHBIX JEHEXKHBIX CPEICTB BBITYCKAIOIIUM

penaxropom PYIC PHO no BenomocTH yuéTa U exeMecsdHas caadya GHHaHCOBOIO
OTYeTa NEHEKHBIX CPEJCTB;

— HMHKaccallMd — €XEIHEBHOW CHa4yd IPUXOIHBIX KAaCCOBEIX OpPIEPOB,
HaJIMYHBIX IEHEXHBIX CPEACTB IO BEIOMOCTH yuéTa M eXeMecsyHas caada
(GuHAHCOBOrO OTYeTa MEeHEXHBIX CPENCTB U pacxomusix Matepuanos (COIT PUO).

5.2.8.3. C Otnenom yuéra pacyéroB 3apabOTHOH IJIAThl M CTHIEHIMHA IO
BOIIpOCaM:

— cma4u Tabens ydera pabouero BpemeHu corpynurkoB PHO (mBa pasa B
MecsI).

5.2.9.C YVopasieHueM HayYHO-WUHHOBAallMOHHOW IESTENbHOCTBIO  IIO
BOIIPOCAM:

5.29.1. C CekropoM oOpraHuzaluyd ¥ CONPOBOXKIEHHS HAYYHOH M
MHHOBAIMOHHOW NEeATENHHOCTHU IO BOIIPOCAM:

— II0la4M CBEIEHUH 110 U3JaTeNbCKON NeATeIbHOCTH B MOHUTOPHHTH;

— OTYETHOCTH I10 U3IaHHOH JTHUTEpaType.

5.2.9.2. C CekTopoM pa3BUTHUS MOJIOIEKHON HAYKHU

— COrJacoBaHHMe IIPUKa30B II0 IPOBEICHHUIO BY30BCKMX KOH(MepeHIUH
Pa3JIMYHOrO YPOBHS;
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— Ieperada OJHOIO »3K3eMIUIApa HaydHOH muTepaTyphl (WU3IaHHBIE
KOH(epeHIINH, XKYPHAJIbl, CHMIIO3UYMBI U T.II.).

5.2.10. C Otnmenom acnupaHTypsl U JOKTOPAHTYPHI 110 BOMpPOCaM Iepenayu
OJHOI'0 3K3eMIUIIpa Hay4yHOM IuTepaTyphl (M3JaHHBIE KOH(PEPEeHLUH, >KYpHAIbI,
CUMIIO3UYMBI H T.II.).

5.2.11. C KaapoBo-mipaBoBBIM yIpaBlIeHHEM 10 BOIIPOCAM:

— o opMIeHUs TPYIOBHIX OTHOIIECHUHN C paOOTHUKAMU;

— IOJYy4YeHUs IOPUAWYECKHX KOHCYIbTallUM, KacCAOIIUXCS IesSTeNbHOCTH
Ornena;

5.2.12. C YopaenesueMm nH(oOpMaTuzauuu o0pa3oBaTeIbHOIO IIpolecca Mo
BOIIpOCaM pasMelleHus uHbopmauuu Ha odunuansHoMm cadte YIJITY;
obecneuenus PMO HeoOXoouMoW KOMIIBIOTEPHOH TEXHHKOH M OPTTEXHHKOM;
3KCILTyaTallii ¥ peMOHTa IepCOHATIbHBIX KOMIIBIOTEPOB U JIOKAIBHBIX CeTeH.

5.2.13. C OtnenoM aAMHMHUCTPUPOBAHUSA M OKCIUTyaTallUd KOMITBIOTEPHBIX
CHCTEM IIO BOIpPOCaM OOCIyXMBaHHS KOMIIBIOTEPHBIX CHCTEM H IPOrPaMMHOTO
obecneuenus PYO; obcmyxuBanue narepuer cetu PHO.

5.2.14. Co cxnamom YI'JITY mo Bompocam mosrydeHus Oymard, pacxXoIHbIX
MaTepHaJloB AJI IIeYaTH; pacXOAHbIX MaTepuasoB i peMoHTa kabureroB PUO.

5.2.15. C ApxuBOM IO BOIpOCaM B Ipolecce Nnepenadu aei IOCTOSHHOTO H
JOJITOBPEMEHHOT'0 CPOKOB XPaHEHHUSI.

5.2.16. C OtmenoM o KOHKypcaM ¥ 3aKyIKaM II0 BOIIpocaM II0Jadu 3asBOK
Ha HU3JaHUe IOJIUrpaQHUUecKodl MpOmYKLUH, OOecCHeueHHs pPacXOIHBIMU
MaTtepuanamu 1 Oymaroit PYIO; nogauu 3asiBoK Ha ydacTue B KHUTOM3IATEIbCKUX
KOHKypcax U T.I.; IOJa4yyl 3asBOK Ha OOecCIedeHrne MaTepHabHBIMH IeHHOCTIMU
oTzaena (CTyNbs, CTOJBI, PACXOAHbIE MaTepHAIIBl I PEMOHTA U T.I1.).

5.2.17. C Otgenom oxpassl Tpyna 1o BornpocaM [IpoxoxneHus miaHoBBIX U
BHEIIJIAHOBBIX HHCTPYKTaKel COTPYyIHUKAMU OTAeA.

5.2.18. C OtgenoMm rpaxnaHCKOW 0OOpOHBI U Ype3BBIYAMHBIX CHUTYAIMH 110
BOIIpOCAM IIPOBENEHMS KBapTaJIbHOM ydeObrl MO MOKapHOH Oe30ImacHOCTH U
I'pakIaHCKOHM 00opoHe.

6. OTBETCTBEHHOCTbDH

6.1. OTBETCTBEHHOCTh 3a HaJJIeXkallee ¥ CBOEBPEMEHHOE BBIOJIHEHHE
GyHkuui, mpemxycMoTpeHHbIX [lonoxeHneM, HeceT 3aBeayrontuit OTaenoM.

6.2. Ha 3aBeYIOIIero Otnenom BO3JIaraercs IepcoHalbHas
OTBETCTBEHHOCTD 3a:

6.2.1. [lonbop u paccTaHOBKY KaIpoB, IeJIeCO00pa3HOoe pacrpeneieHue
o0s13aHHOCTEH Mexny pabotHuKamu Otherna, oOecredeHue 340POBOr0 MOPATbHO-
IICUXOJIOTUYECKOr0 KJIMMaTa B Kojutektuse OTaena.

6.2.2. Cobmonenue pabOTHUKAMU TPYAOBOU AWCIMILTAHEL, a TAaKXKe IPaBUII
¥ HOPM OXpaHbI TPY/a.
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6.2.3. Opranuzanuto B OTnena onepaTUBHON ¥ Ka4eCTBEHHOMN IIOATOTOBKH,
a TaK)Ke UCIOJIHEHUs NOKYMEHTOB, BEIEHHS NEJIONPOU3BOJICTBA B COOTBETCTBUHU C
JEeMCTBYIOIUMU HUHCTPYKIUSAMH U IpaBUJIaMH, B TOM YHCIIE C HCIIOIb30BaHUEM
KOMITBIOTEPHBIX TEXHOJIOTHH.

6.2.4. OGecneuenre yCIOBMH HepasTJallleHus CIy)XeOHOW HH(OpMaLUH U
KOH(HIEHINAbHBIX CBeICHHUH, B TOM 9UCIIe UMEIOILINX TMIHBIA XapakTep.

6.3. OtBercTBeHHOCTh,  paboTHuUKOB OTmena  ycTaHABIMBaeTcs  UX
IOJKHOCTHBIMU UHCTPYKIIUSIMH.

3aBenyromuit PO -y H. I1. Byarskosa



