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1. O01IMe moJIoKeHus

1.1. Hacrosimee Ilonmoxxenne o mnopsake oOpalleHHs co CiyxeOHoW uHpopMauuen
OTPaHUYEHHOTO PACHpPOCTPaHEHMs B (elepalbHbIX CyAax oOIIel IOpUCAMKLINH, (erepalbHbIX
apoutpaxsbix cyaax (nmanee - IlomokeHue) ompenenser oOWUH NOPSAOK OOpalleHus c
JOKYMEHTaMH W JPYTMMH MaTepUAIbHBIMH  HOCUTEISIMH, COZICPKAIIUMH  CIYy>KEOHYIO
MHPOpPMALMIO OTPaHWYEHHOIo pacnpocTpaHeHus ((oTo-, KHHO-, BHUAEO- M ayTUOIICHKH,
MalllMHHBIE HOCHUTEIM HHPOpPMAllMM U Jp.) B KacCallMOHHBIX CyJaxX oOled OpUCIUKINY,
KAacCallUOHHOM BOEHHOM CYJI€, alleUIALMOHHBIX CyAaxX OOIIed IOPUCAMKIUH, areUISILIMOHHOM
BOEHHOM CYy/JI€ (J1ajiee - KacCallMOHHbIE U aleJUILMOHHBIE CY/Ibl), BEPXOBHBIX CyJaX PECIyOJIUK,
KpaeBbIX U OOJACTHBIX CyJaX, CyldaxX TopooB (elepalbHOr0 3HA4YEHUs, CyAax aBTOHOMHOMN
o0J1acTH M aBTOHOMHBIX OKpYroB (najee - oOJacTHble M paBHbIE UM CYABI), OKPY>KHBIX
(poTCKMX) BOEHHBIX CyAaX, apOUTPa)XKHBIX CyAaX OKPYTOB, apOMTPa)KHBIX AaneUISIIIMOHHBIX
cynax, apOUTpakHBIX cynax cyobekToB Poccuiickoit @enepauuu, Ccrequaln3UpOBAHHBIX
apOUTpakHbIX cynax (manee - ¢enepalibHble apOUTpaXKHbIE CYIbl), PallOHHBIX, TOPOJACKUX HU
MEXpalOHHBIX CyJax (Jajee TaKkKe - pallOHHBIE Cy/1bl), TAPHU30HHBIX BOCHHBIX Cy/1ax.

(n. 1.1 B pen. Ilpukaza Cynebnoro nenapramenta npu BepxosHom Cyne PO ot 08.07.2019 N
132)

1.2. K ciny»e6Hoi nH(pOpMAIIUN OTPAaHHYEHHOTO PACTIPOCTPAHEHHUsI OTHOCUTCS HECeKpeTHas
nHpopManusi, Kacawmiascs AeATEIbHOCTH (enepalbHbIX CYIOB OOIIEeH MOPUCIUKIUA U
denepanbHBIX apOUTPaXKHBIX CYIOB (Jajiee TakXkKe - CyZbl), OTPAaHUYCHHE HA PACHPOCTpPaHEHHE
KOTOPO IUKTYETCS CITyKE€OHONH HE0OXOIMMOCTBIO.

K cnyxeOHbIM TOKyMEHTaM OTrpaHMYEHHOTO PACIPOCTPAHEHUS! OTHOCATCS MOCTYIHUBILIUE B
CyIbl, a TaKXe IOATOTOBJIICHHBIE B CyJI€ HECEKPETHBIE JOKYMEHTBHl M HHBIE MaTepuajbHbIE
HOCHUTENIM, B TOM YHCJE HapsAbl, U3JaHUs, MaTepualbHble HOCUTENH, COJEpKAIUE JaHHYIO
uH(pOopMaIHIo.

Pabora ¢ mokymeHTaMu, coaep)KaluMu UHGOPMAIMIO OTPAaHUYEHHOTO PaCHpOCTPaHEHMUS,
OCYIIECTBIIIETCA B amnmapare cyla B IMOpPSJAKE, YCTAHOBJICHHOM JJisi pabOThl C HECEKPETHBIMU
JOKYMEHTaMH, C y4ETOM OCOOEHHOCTEH, Mpe1yCMOTPEeHHBIX HacToAmuM [lonoxenunem.

1.3. K cnyxeOHoii nH(pOpMaIIMN OrpaHUYEHHOTO PACTIPOCTPAHEHUSI HE OTHOCSTCS:

aKThl 3aKOHOJATEIbCTBA, YCTAHABIMBAIOIIME MPABOBOW CTAaTyC IOCYJIapCTBEHHBIX OPTaHOB
Poccuiickoit ®denepannn, opraHoB MECTHOTO CaMOYIpaBJCHUs, OpraHU3alui, OOIIECTBEHHBIX
00BEeTMHEHHH, a TaKKe MpaBa, CBOOOIBI U 00S3aHHOCTH TPAK/IaH, MOPSIOK X peaTn3alii;

CBEJICHHUSI O YPE3BBIUYAWHBIX CHUTYalMsAX, OMNACHBIX MNPUPOAHBIX SBICHUSAX M Ipoleccax,
JKOJIOTHYECKas, TUAPOMETEOPOIIOTHYECKAS, TUAPOreOIOTNIECKas, nemorpadudeckas,
CaHMTAPHO-3MUJEMHOIOTHYECKass W JApyras uHpopMmaius, HeoOxomumas miusi oOecnedeHus
0€30MacHOr0 CYIECTBOBAHUSI HACEJICHHBIX MYHKTOB, TPAKJaH M HACEJCHHS B LIEJIOM, a TaKXKe
MPOU3BOJICTBEHHBIX 00bEKTOB;

OMMCaHUE CTPYKTYPhI OpraHa Mpe/ICTaBUTENbHOM, UCTIOTHUTEIBHON WK CYJAeOHOM BIIacTH,
byHKIMH, HanpaBleHU#, GopM AESITEIILHOCTH U aJipeca;
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MOPSIZIOK PAaCCMOTPEHUSI M pa3pellieHus 3asBICHUM, a Takke OOpallleHHi TpaxkJaH U
OpraHu3aluy;

CYZ[66HBIC aKThl CYOB, 4 TAKKC MHBIC PCIICHUA I10 3adBJICHUSAM U O6paH_[eHI/I$[M TrpaxxaaH U
IOPUIANYCCKUX JIUI, IIPUHATBHIC B YCTAHOBJICHHOM ITOPAIKC,

CBCACHUA 00 MCIOJTHEHUHU 6I0,Z[)K€Ta " HUCIIOJIb30BAHHUHN APYTUX I'OCYAAPCTBCHHBIX PCCYPCOB,
O COCTOSIHHNH 3KOHOMMHKH U HOTpCGHOCTefI HaCCICHU,

JOKYMEHTBI, HaKalsIUBaeéMble B  OTKPHITHIX  (oHmax OWOIMOTEK W  apXHBOB,
WH(POPMAIIMOHHBIX CHCTEMaxX OpraHu3alfii, HeoOXOAUMBIE I pealu3alud TpasB, cBoOON U
00s13aHHOCTEN TpaXaaH.

1.4. Hopmbl nHacrosiero [lonoxeHus: HE pacmpoCTpaHSIOTCS Ha MOPSAOK OOpalieHus ¢
JIOKYMEHTaMHU, COACPKAIMMHU CBEACHUS, COCTABJISIONINE TOCYTAPCTBEHHYIO TailHYy.

1.5. Ha cayxeOHBIX JOKyMEHTaxX, CcoOJepKalux HUHGOPMALMIO OrPAaHUYEHHOIO
pacnpocTpaHeHus, MOATOTOBIEHHBIX B CyJe, MpocTaBisercs mnomeTka "J[ns cmyxkeOHOTO
moyib30BaHusl" Wiau ero cokpamieHHoe o6osnauenue "JICII" u HOMEp sk3emiuisipa. B ciyuae
HEOOXOJIMMOCTH yKa3aHHas TOMETKAa MOXET MpPOCTABIATHCA M Ha MPOEKTaX CIIYXKEOHBIX
JIOKYMEHTaX.

Pemenne 06 oTHeceHUHM CIy>KeOHOTO TOKYMEHTa, MOATOTOBIEHHOTO B CyZAE, K paspsay
OTPAaHWYEHHOTO PACHPOCTPAHEHUs] M O HEOOXOJUMOCTH TpocTaBieHHs momeTku "Jlns
CiIy’)keOHOrO TOJIb30BaHMs" TMPUHUMAETCS TpenacenareneM (MCHOTHSIOMUM  00S3aHHOCTH
npeAceaaresis) COOTBETCTBYIOIIETO CyAa WIM HMHBIM YIOJHOMOYEHHBIM WM JIMIIOM IO
MPEAJIOKEHNUIO  HUCIOJHUTENS JOKYMEHTa WJIM HMHOTO JIMIA, TOJMUCHIBAIONIETO  WJIU
YTBEP>KAAOIIETO JOKYMEHT.

1.6. KoHTponb 3a mopsiikoMm oOpaImieHus ¢ JOKyMEHTaMU OIPaHHYCHHOTO PAacIpOCTPaHEHUS
OCYIIECTBIISCTCS npeaceaaTesiemM (MCTIOTHSIOIITAM 003aHHOCTH npeaceaaTeNs)
COOTBETCTBYIOIIETO CY/Ia UJIM MHBIM YITOJTHOMOUYCHHBIM JIUI[OM.

CnyxebHass  wHGOpManus  OTPAaHUYEHHOTO  paclpocTpaHeHuss 0e3  paspelmieHus
npenacenaTens (MCHOTHSIONMIETO OO0S3aHHOCTH MpejceaarTess) Cya He MOJUICKUT pasrialleHuro
(pacnpocTtpaHenuo). 3a  pasriameHue  (pacmpocTpaHeHHe) —CiayxkeOHoW — mHpopManuu
OTPaHMYEHHOTO PACIPOCTPAHEHUS, a TaKKe HapylIeHHE MOpsAKa oOpalieHusi ¢ JOKYMEHTaMH,
COJIepKalllMMU TaKylo MH(OpMaIHIO, UX yTpaTy pabOTHHK ammapaTa Cyjaa, aIMUHUCTPATOp cyaa
HECYT OTBETCTBEHHOCTh B COOTBETCTBUU C JIEHCTBYIOUINM 3aKOHO/IaTE€IbCTBOM.

2. llopsaaok oGpameHus ¢ JOKYMEHTAMM, COAEPKAIIUMH CJIYyKeOHYI0
HH(OPMALUIO OTPAHUYEHHOI0 PACIIPOCTPAHEHHUSA

2.1. IIpuem, perucTpanus U nepeaaya J10KyMeHTOB.

2.1.1. ®OyHKIMM N0 MpHUEMY, PETUCTpAllMM M T[epeaaye JOKYMEHTOB, COJEpKalluxX
ciyxeOHyl0 HH(DOpPMAIUI0O OrPaHUYCHHOTO PACIPOCTPAaHEHHUS, B Cy/A€ BO3JIAraloTCs Ha
pabOTHUKOB ammapaTta cy/la COOTBETCTBYIOIIMM THpUKa30oM (pacrlopspkeHHeM) MpejceaaTens
(ucnonHsIOIEro 00s3aHHOCTH IpeiceaaTelis) Cy/la WM UHOTO YIIOJTHOMOYEHHOI'O UM JIMIIA.
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[Tpuem u peructpanus MOCTYNAKOLIUX B CyA AOKYMEHTOB ¢ nomeTkoil "lus ciry:xeOHOro
HOJIb30BaHMA" MPOU3BOIUTCS YIIOJTHOMOUYEHHBIMU paOOTHUKAMHM anmnapara cyja B COOTBETCTBUU
C TpeOOBaHUSAMHU HWHCTPYKLHMHA IO CyneOHOMY JeIONpOU3BOJACTBY (AE€IONPOU3BOACTBY) U C
y4eTOM O0COOEHHOCTEH, ycTaHOBIEHHBIX HacTosumM [lonoxenuem. [lpu atom npu perucrpanuu
K HOMepY JIoKyMeHTa noOasisiercs momerka "JICIT".

Hanpumep: Bx. N 25-JICIT; sx3. N 1.

YonrHOMOYEHHBIH pabOTHUK ammapara cyJa, Ha KOTOPOTO BO3JIOKEHBI (DYHKIMH IpUEMA,
perucTpalul M Iepefauyd KOPPECHOHACHLIMH, IPOBEpsieT IMPaBWIBHOCTh €€ aIpecOoBaHMUs,
LEJIOCTHOCTh YITAKOBKH, KOJMYECTBO JINCTOB U 3K3EMILISIPOB JOKYMEHTOB WJIM U3/IaHUM, a TaKXKe
HaJIM4YM€ YKa3aHHBIX B COIPOBOAUTEIHLHOM UChME IPUIIOKEHUH.

B cnydae orcyrcTBus B KOHBepTe (MakeTe) MTOKYMEHTOB ¢ mometkoil "Ilist ciyxeOHOro
MOJIb30BaHMs" WM MPUIIOKEHUN K HUM, OTJEIbHBIX JINCTOB JIaHHBIX MaTE€pPUaJIOB, a TAKXKe MpHU
O0OHapyXEHUU TOBPEKJIECHUN IIEJIOCTHOCTH YMAKOBKA M CaMOTO JOKYMEHTa, HECOOTBETCTBHUSA
HOMEpa Ha KOHBEPTE HOMEPY BIIOKEHUS JOKYMEHTa YIOJHOMOYEHHBIM PaOOTHHKOM arapaTa
CyJZla, Ha KOTOPOTO BO3JIOXKEHBI (PYHKIIMU MIPUEMa U PETUCTPAILMU BXOMASIICH KOPPECTIOHACHIINN,
COCTaBJISIETCA aKT B JABYX OK3EMIUIApax, OJWH W3 KOTOPBIX BBICHIIAETCS OTIPABUTEIIO.
Omrb04YHO MOCTYNUBIINE TOKYMEHTHI BHICBUIAIOTCS OTIPABUTEITIO.

[Ipu BeaeHWW perucTpaldyd JOKYMEHTOB B aBTOMATH3WPOBAHHOM PEKHME IJICKTPOHHBIN
o0pa3 JOKyMEHTa HE CKaHUpPYyeTCs W B CHCTEeMaxX BEJIECHHUS aBTOMATH3WPOBAHHOTO
nenonpoun3BoacTBa aenaercs ormerka "JICIT".

B ciygae He0OXOIMMOCTH W TpU 3HAYUTEILHOM O0bEME TaKhX JOKYMEHTOB WUX
perucTpamusi OCYyIIECTBISIETCS OTASIRHO OT HECEKPETHOM JOKYMEHTAIIMH B COOTBETCTBYIOLIUX
KypHaJIax ydyera:

BXOJISIIIME JOKYMEHTBHl - B IKypHaJe YyueTa BXOISAIIMX JOKYMEHTOB, COJEpKalluX
ciyxeOHyI0 MH(DOPMAIMIO OTPAaHUYCHHOTO pacrnpocTpaHeHus (mpuiokenne N 1 K HacTosmeMy
[Tonoxenuro);

UCXOJAIIME W BHYTPEHHHME JOKYMEHTHI - B JKypHaJle ydeTa HUCXOAAIMUX (BHYTPEHHUX)
nokyMeHToB (npuiiokenue N 2 k Hactosuiemy [lonoxenuto).

2.1.2. TIlepemaua JOKYMEHTOB B CyA€ CyAbsM, paOOTHUKAaM ammapaTtoB CY/OB,
aJIMIHUCTPATOpaM CYAOB OCYIIECTBISETCS CTPOro IOJ PacIUCKy B JKypHalle (peecTpe) ydyera u
TOJILKO TE€M MCTIOJHUTENSIM, KOTOPbIE UMEIOT K HUM HEMOCPECTBEHHOE OTHOIIEHHUE.

[lepenaua cmyxeOHON HH(POPMALMKM OrPAaHUYEHHOTO PACIPOCTPAHEHUS, a TaKKe
JOKYMEHTOB M HWHBIX HOCHUTEJICH, colepKallluX TaKylo WH(OpMAaIHI0, CTOPOHHUM JUIAM H
OpraHM3alUsM JIOMYCKAeTCs TOJIBKO C pa3pellleHus npeaceaaress (MCIONHIOMEro o0a3aHHOCTH
IIpe/iceaTelNIsl) COOTBETCTBYIOLIETO Cy/1a.

BbiHOCHTh ~ JOKYMEHTBI, TiepelaBaTh CIyXeOHY0 HMHGOPMALMIO  OrPAaHUYEHHOIO
pacnpocTpaHeHus Mo KaHaiaMm (PaKCUMUIILHOM CBSI3U U 3JIEKTPOHHOW MOYTE 3aIpeIlaeTcs.

2.2. PazpaboTka u opopmJieHHE TOKYMEHTOB.
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2.2.1. TleyataHue NOPOEKTOB JOKYMEHTOB, KOIMPOBAaHHE W CKAHHPOBAHUE JTOKYMEHTOB,
coJiepKaimux HHOOPMAIUI0 OTPAHWYCHHOTO PACIpOCTpaHeHHs ¢ moMmeTkor "J[ns ciayxeOHoTo
MOJIb30BaHMsI"  TPOW3BOJUTCS  YIOJHOMOYEHHBIM JIUIIOM, Ha KOTOpOE TpejcenaTeeM
(MCTIONTHSIIONIUM 00SI3aHHOCTH MpeJiceiaTeNs) Cyla BO3JI0KE€Ha COOTBETCTBYIONIAasi 00sI3aHHOCTb.
[Tpu 3TOM yHUYTOXKAFOTCS (DaiiiIbl, YUSPHOBUKH ITHX JIOKYMEHTOB.

Ha 060poTHOW CTOpOHE B JICBOM HWKHEM YTy TOCIETHETO JIUCTa KAKIOTO IK3EMIUIIpa
YKa3bIBAOTCS: KOJUYCCTBO OTIIEUATAHHBIX YK3EMIUISIPOB JOKYMEHTA (B TEX CIydasX, €CJIM UX He
Oosee TATH), agpecaThl PACCHUTKA M MECTO HAXOXKICHHS (XpPaHEHHWs) SK3EMIUIIpAa UCXOISIICTO
JTOKYMEHTA, OCTAIOIIETOCS] B HOMCHKJIATYPHOM Jielie, paMHIIUsS ¥ MHUITUAIIBI HCIIOJTHUTEIS, HOMED
ero ciayxxe0Horo tenedoHa, JaTa UCIIOJIHEHHS JOKYMEHTA.

[Tpumep:

OrtrneyaTtaHo - 2 3K3.
Ox3.N 1 -BC PO
9k3. N 2 - B 1eJ10
Ucn. - BanoB A.A.
Temn.: (495) 648-90-80

03.07.2015

2.2.2. Pa3paboTka JOKYMEHTOB, COAEPXKAIIMX CIYyKeOHYI0 MH(OPMAIMIO OTPAHUYCHHOTO
pPactpoOCTpaHCHHUS, OCYIICCTBISICTCS B CIY)KEOHBIX TIOMCHICHUSAX C MEIbI0 HUCKITIOYCHUS
O3HAKOMJICHHMSI C TAHHBIMH JJOKYMEHTaMH ITOCTOPOHHUX JIHII.

2.2.3. Tlometka "Iy ciyxeOHOTO TOJIb30BaHMs" Ha pa3paOOTaHHBIX JOKYMEHTAaX U HOMED
AK3EMILISIPa IPOCTABIISIIOTCS B TPAaBOM BEPXHEM YTIIy TIEPBOM CTpaHUIIbI JOKYMEHTa, Ha 00JI0XKKe
Y TUTYJIBHOM JIUCTE U3JaHUs, a TAKXKE Ha MepBOU

2.2.4. Ilpu opopMieHnH TOKyMEHTOB Ha JABYX W 0ojiee CTpaHUIAX BTOPAs M MOCIEIYIOIINe
CTpaHHULbl HyMepyroTcs. Homepa cTpaHMIl MPOCTaBISAIOTCS MOCPEIMHE BEPXHEro MOJi JUCTa
apabckumu nudpamu.

2.2.5. Eciii JOKyMEHT UMeeT MPUIIOKEHHE, TO 00 ATOM JIelaeTcsi OTMETKA.

VYka3zaHHas oTMETKa OQopMIIseTCs] HUXKE TEKCTa JOKYMEHTa OT TPaHMIIbI JIEBOTO TOJS U
BKJIFOYAET B ce0s COKpaIlleHHOC HAMMEHOBAHHE MPUIIAraeMoro JOKYMEHTa, HOMEpP IK3eMIUIspa,
KOJIN4eCTBO JIUCTOB U oT™MeTKy "ICIT".

Hanpumep:
[Ipunoxenue: cupaska..., 3x3. N 1, va 3 1., JICIL

[Tpu HanMU4YMKM HECKOJIBKUX MPUIIOKEHUN UX HYMEPYIOT.
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Ecimu mpunoxeHusMu SIBISIFOTCS W3JIaHUSA, COPONIIOPOBAHHBIC MAaTEPHAIBI WM HWHBIC
MaTepualbHbIe HOCHTEIH WH()OPMAIIUU, TO OTMETKA O MPUIOKCHUH OPOPMIIICTCS CIICTYIOIINM
o0OpazoM:

[Tpunoxenne 1. CnpaBOYHUK...., 2 KHUTH, 3K3. N 1, 2, JICII.

2. Cucok............. , 1 nmuckera, 3x3. N 1, JICIL.

2.3. OdpopmieHne 1 OTIPaBKa UCXOSAIINX JOKYMEHTOB, pa3MHOKEHUE U CHATUE KOTIHIA.

2.3.1.  OrnpaBka  JOKYMEHTOB,  COAEpXalMX  HMHPOPMALMIO  OTPAHUYEHHOIO
pacnpoCcTpaHeHus, B JAPYTHE CYJbl, TOCYJapCTBEHHbIC OPTaHbl, OPTaHU3aIMU OCYIIECTBISETCS
YIIOJTHOMOYEHHBIM PaOOTHUKOM ammapara cyja, Ha KOTOPOTO JaHHbIE 00S3aHHOCTH BO3JIOKEHBI
npejaceaaresneM (UCTIOTHSIONIMM 003aHHOCTH TIPEICEAATENsI) COOTBETCTBYIOIIETO CY/Ia.

KaccanmoHHBIMH W amNeIUISIIMOHHBIMU CYAaMH, OOJACTHBIMH M PaBHBIMH UM CYAaMH,
OKpYXHBIMH ((PIOTCKHUMHU) BOCHHBIMH CydamH, (enepanbHbBIMA apOUTPaXHBIMH CYAaMH H
TapHU30HHBIMI BOCHHBIMH CY/AaMH, PACIIONIOKEHHBIMH 3a TpeaenaMu Tepputopun Poccuiickoin
denepanmu, oTHpaBKa  JOKYMEHTOB,  COJIEpXamMX  WHPOPMALUIO  OTPaHUYECHHOTO
pacIpocTpaHeHusl, OCYIIECTBISIETCSI TOCPECTBOM (elbAbErepCKOi WM CHEIHaTbHOW CBS3H, a
TaKKe 3aKa3HBIMU WA IEHHBIMU TIOYTOBBIMH OTTIPABJICHUSMH, HAPOYHBIM IO TIOTIHCh.

(8 pen. Ilpukaza Cynebnoro aenapramenta npu BepxosHom Cyne PO ot 08.07.2019 N 132)

PaliorHpIMM cyaMuM W TapHU30HHBIMM BOCHHBIMM CyAaMH OTIPaBKAa JIOKYMEHTOB,
cojepxkaiux HHHOPMAIMIO OTPAHUYECHHOTO PACIIPOCTPAHEHUS, OCYIIIECTBISETCS 3aKa3HBIMU UITH
[IEHHBIMU TIOYTOBBIMU OTIPABICHUSIMU, HAPOYHBIM TOJI POCHHUCH. B HEOOXOAMMBIX CIydasix
OTIIPaBKa MOKET OCYIIECTBIATHCS MyTeM JO0CTaBKH B ympasienue CyneOHOro aemapTaMeHTa B
cyonekre Poccuiickoit denepannu U3 paloOHHOTO CyJa, TAPHU30HHOTO BOEHHOTO Cy/a JIaHHBIX
JTOKYMEHTOB HApOYHBIM TOJ] POCHHUCH [JI TOCJIEAYIOUIEr0 HAMpPABJICHUS YIPaBICHUEM
MOCPEJICTBOM (PeJIbILETePCKON WIIH CIICUATbHOU CBSI3H.

[Tpr HEOOXOIMMOCTH HAIPABJICHUS TAKUX JOKYMEHTOB HECKOJIBKUM anpecaram (Oosiee yem
B IIATh aJIPECOB) MUCIIOJHUTEIh COCTABIISET CIUCOK PACCHUIKU (TIpuiiockeHre N 3 K HaCTOSIIEMY
[TonoxxeHno), B KOTOPOM IS KaXKJOTO ajpecaTa MPOCTaBISIETCS HOMEp 3k3eMiuisipa. CIMcok
PACCBIIKA TOMAMUCHIBAETCS HUCIONHUTEIEM W YTBEPXKIAeTCs mMpejaceaareneM (HCIOTHSIIONUM
00s13aHHOCTH TIpeJIcCeNaTelNis) Cyaa.

B cjIydac HaIIpaBJICHUA OOKYMCHTOB HCCKOJBKHM aJpecaTaM Ha O60pOTHOI71 CTOpPOHEC
MNOAJIMHHUKA NOKYMCHTA ACIIACTCA OTMCTKA O HAJIMYMUU CIIMCKA PACCBIIKH, YKA3bIBACTCA €TO J1aTa
U HOMCED. Cnmcok PaCCBbUIKU HpI/IO6HIaCTC$I K NOAJIMHHUKY JOKYMCHTA U XPAaHUTCSA BMECTC C HUM
B COOTBCTCTBYIOIIEM ACJIC ITO HOMCHKIIATYPE.

JInst OTHpaBKM TOKYMEHTOB HCIIOJIB3YIOTCS MTAKETHI, U3TOTOBJIEHHBIE U3 IUIOTHOW OyMarw.
Ha nuueBoii cropoHe nmakeTa B IpaBOM BEpXHEM YIIIy IpocTaBisieTcs: momerka " cioyxe6Horo
nonb3oBanus" win cokpamieHHo "JCII", Huxe »3Tol mnomeTku (MpU HEOOXOAUMOCTH)
npocrasisercs nomerka "Jlnuno" (nmpunoxenue N 4 k HacTosuemy lonoxeHnuro).

AI[peCHI)Ie JAaHHBIC W APYIUC HAAIIMCHU HaA IMAKCTAX IICHYATAIOTCA WKW YCTKO U p3360p"II/IBO
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MUIIYTCS OT PYKH IIAPUKOBOM PYUYKOH (TaCTON YepHOT0, CHHETrO WK (PHOJIETOBOTO IIBETA).

2.3.2. Tlepen BNOKEHHUEM B MaKeT JOKYMEHTOB YIOJIHOMOUYEHHBIN paOOTHHK arapaTa cyaa
CIMYAET UX HOMEpPA U dK3eMIULIphl. [lakeT 3akienBaeTcs U OneyaThIBaeTCs.

2.3.3. Pa3MHOXeHHE, CHATHE KOMHM JOKYMEHTOB OCYIIECTBISETCS C MHUCbMEHHOTO
paspenieHuss — mpenacenatens  (MCIONHSIONIETO — OOS3aHHOCTH  TpelacenaTens) — cyna
YIOJIHOMOYEHHBIM UM paOOTHHUKOM amnmaparta cyjaa. YYeT pa3MHOXKEHHBIX JOKYMEHTOB
OCYIIECTBIISIETCS MTOAK3EMILISIPHO.

O CHATUM KONHWM JENaeTCsl COOTBETCTBYIOIIAs OTMETKAa B JKypHaJie ydera (peecTpe)
UCXOIMINX  (BHYTPEHHHX)  JIOKYMEHTOB,  COJEpXKalUX  CIYXKeOHy0  WHGOPMAIUIO
OTPaHUYCHHOTO PACIPOCTPAHCHHS, B KOTOPOM YKa3bIBAIOTCS: KOJIMYECTBO CHATHIX KOIUH, KOMY
Y 32 KaKUMH UCXOISAIIMMH HOMEpPaMH OHU OTIpAaBIICHBI (Mepenanbl), GaMuInus U MOIMUCH JIUIIA,
MPOU3BOAMBIIETO CHSTHE KOmWid, Jjgara. Paspemenme mpenacemarens (MCIONMHSIOMIETO
00sI3aHHOCTU TIpefcenaTessi) cyAa W OTMETKa HWCIOJHUTENs o(opMisitoTcss Ha 000poTe
MIOCJICTHETO JINCTA KOUPYEMOTO TJOKYMEHTA.

2.3.4. HcnonHeHHBbIE JOKYMEHTHI ¢ miomeTkod "Il cmyxebHOro moiap30BaHus"
(GbopMHUPYIOTCS B HapsAlbl B COOTBETCTBUHM C HOMEHKJIATYpPOU el COOTBETCTBYIOLIEro cyna. Ilpu
9TOM Ha OOJIOXKKE Hapsga, B KOTOPHIM MOAIIUTHI JIOKYMEHTHI, Jenaercs mnomerka "J[is
CITY>Ke€OHOTO TOJIb30BaAHUS "

2.4. XpaHeHue U MOPSA0K YHUUTOXKEHUS TOKYMEHTOB.

2.4.1. loxymentsl ¢ noMmerkod "J[ns cimyxeOHOro monb3oBaHUs" TOJKHBI XPaHUTHCA B
mkagax, ceiidax, XpaHUIMIIAX, METAUTMYECKUX MKadax, 000pyJOBaHHBIX JIBEPHIO C 3aIIOPHBIM
YCTPOHCTBOM M MMEIOIINX NMPUCTIOCOOICHHUS U1l OTIeYaTHIBAHUS B CIIY>KEOHBIX TOMEILEHHSIX.

2.4.2. Ins oTtOOpa M YHUUTOXKEHHUS] JOKYMEHTOB, HapsAI0B ¢ moMeTkou "Jljig ciyxeOHOro
MOJIb30BaHM", YTPaTUBIIMX MPAKTUYECKOE 3HAUCHHE, IPUKA30M Ipezacenatens (MCIOMHSAIOIIEro
00513aHHOCTH TIpeJceAaressi) Cyda CO3JaeTcsl JKCIepTHash KOMHCCHS U3 4uclia Haubosee
KBaJIM(PUIIMPOBAHHBIX PaOOTHUKOB B KOJMYECTBE HE MEHee 3 4yesloBeK. B cocraB skcnepTHOM
KOMHUCCHUU MOJJIEKAT BKIIOYEHHIO CyJbU, pa0OTHHKHM ammapara cyjaa, B TOM 4ucie U pabOTHUK,
OTBETCTBEHHBIN 3a XpaHEHHWE W YYeT TaKUX JOKYMEHTOB, Ha KOTOpPOTO JaHHBIE OOS3aHHOCTU
BO3JI0KEHBI MpeiceaaTeneM (MCIOTHIIOMMUM 00S3aHHOCTH MIPEICe1aTeNs) Cy/aa.

OKcrepTHasE KOMMCCHUSL  OCYIIECTBJISIET CBOK  JAESATEIBHOCTH B COOTBETCTBHM  C
JCHCTBYIOIIMM 3aKOHOAATENbCTBOM B 00JacTH apXUBHOTO Jiela M WHBIMH HOPMAaTHUBHBIMU
MPAaBOBBIMH AKTaMH, PETYIUPYIOUIMMH BOIPOCHI OTOOpa M YHUUYTOXKECHHS JOKYMEHTOB,
YTPATUBIINX NMPAKTUYECKOE 3HAUYCHHUE.

[To uroram paGoTHI SKCIIEPTHON KOMUCCHH COCTABIISIETCS aKT O BBIJCIICHUH K YHUUITOXKEHUIO
JOKYMEHTOB, HE MOJIeXKalUX XpaHeHuto (mpuioxenue N 5 k HacroseMy [lonoxenuro).

2.4.3. VHWYTOKEHHE JOKYMEHTOB IIPOU3BOIUTCS TOJBKO TIOCJIE YTBEPKICHHUS aKTa
npeacenaTesieM (MCIONMHSIONIMM OOS3aHHOCTH TIPEACENATEeNs]) COOTBETCTBYIOMIETO Cyla MyTeM
CKUTAHUS WY U3METbUeHUs Ha OymaropesatelbHbIX MamuHKax. OO0 YHUUYTOKEHHUH JOKYMEHTOB
B YUETHBIX (hOopMax JIeJa0TCs OTMETKU CO CCHUIKOM Ha COOTBETCTBYIOIINH aKT.
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2.44. Ilpu cmeHe paOOTHUKA almapara cyja, OTBETCTBEHHOIO 3a YYe€T U XpaHEHHE
JOKYMEHTOB ¢ TIoMeTKo# "J[isi cimy)keOHOro moJb30BaHMs'", COCTABIISCTCS aKT MpUeMa-CIadu
TUX JOKYMEHTOB, KOTOPBIH YTBepKIaeTcs mpenacenaresieM (UCHOIHSIIOMNM OOS3aHHOCTH
MIPeCeIaTelNsT) COOTBETCTBYIOMIETO CYy/Ia.

2.4.5. IlpoBepka HaATUYMS TOKYMEHTOB, U3JIaHUA U HapsA0B ¢ moMeTKo# "Jjist cimyskeOHoro
MOJIb30BaHMsI" TPOU3BOJUTCS HE PEXKE OJHOr0 paza B TOJl KOMHCCUSIMH, Ha3HAYa€MbIMU
npezaceaaresneM (MCMOMHSIOMUM 00SI3aHHOCTU TIpejicenarens) cyaa. B cocraB Takux KOMHCCHI
BKJIFOYAIOTCS JIMIA, OTBETCTBEHHBIC 32 Y4Y€T M XpaHeHue AOKyMeHTOB. [lo mToram mpoBepku
KOMHUCCHEN COCTaBIsIeTCS aKT, YTBEP)KIAeMbI mpesnceaareneM (MCHOTHSIOMUM 00I3aHHOCTU
npejceaarelis) cyaa, B KOTOPOM YKa3bIBAIOTCS BBISIBIICHHBIC HEJOCTATKU U MPEAJIOKEHUS 10 UX
ycrpaneHuto (mpuiioskenue N 6 k Hactosiemy [lonoxeHuto).

2.4.6. O dakrax yTparbl JOKYMEHTOB (M3JaHUIA, HAPSIIOB, MHBIX HOCUTENEH), COMEpKaLIUX
MH(OPMALIMIO OTPAaHUYEHHOI'O pacClpOCTpaHEHUs, MO0 pasriamieHus 3ToOM HMHPOpMauu
YIIOJTHOMOYEHHBIA paOOTHHK ammapata cyaa uHpopMHUpyeT mnpezacenarens (HMCIOIHSIOMIETO
00s13aHHOCTH Tpejicenarensi) Cynaa, [0 PaCHOPSIKEHUI0 KOTOPOTO CO3JaeTcsi KOMHUCCUS H
MPOBOJUTCS CIIyXKeOHasi TpPOBEpPKa, O pe3ylbTarax KOTOPOH NHUCBMEHHO JOKJIAJbIBACTCS
npeaceaaTeNo (MCIOMHIONEMY 00I3aHHOCTH TIpeACceaaTeNs) cyaa.

Ha yrpadeHHble NOKyMEHTBI, WU3JaHUs, Hapanel ¢ momeTkor "Jlns ciyxeOHOrO
MOJIb30BaHMsI" COCTABIISIETCS] aKT, HA OCHOBAHHH KOTOPOTO JEIal0TCsI COOTBETCTBYIOIIUE OTMETKU
B YUETHBIX popMax. AKT IPHOOIIAETCA K COOTBETCTBYIOIIEMY JIeNIy TI0 HOMEHKIIAType CyJa WU
MOAIIMBAETCS HA MECTO YTPAUECHHOTO IOKYMEHTA.

2.47. Ilpu wu3MeHEHUU OOCTOSTEILCTB, BCIEJACTBUE KOTOPHIX JaJIbHEHIIAs 3amuTa
JIOKYMEHTOB, COJIEPKAIMUX CIYKXEOHYI0 HH(POPMAIMIO OTPAHUYCHHOTO PACIHpPOCTPAHECHHS, HE
TpeOyeTcs, MO PEIICHUIO MpeaceaaTeNs (MCIOMHSIONEro 00s13aHHOCTH TIpeAceaaTelNIsl) Cyaa WIH
WHOTO JIMIA, TOJIMUCABIIET0 WM YTBEPAMUBIIETO JOKYMEHT WJIM COMNPOBOAMTEIHHOE MUCHMO,
cHuUMaeTcs momertka "J{Jis ciykeOHOro nojb30BaHus" MyTeM cCOOCTBEHHOPYYHOTO 3a4epKUBAHUS
Ha MOJTMHHUKE YKa3aHHONH OTMETKH C IMPOCTaBJIeHHEeM (paMUINU U HHUILIHAJIOB, TTOAMKUCH U JIaThlI.
[Ipu cHATMM TakoW NOMETKHM B JKypHajgax ydera (peecTpax) JAeNaroTcsi COOTBETCTBYIOIIUE
OTMETKU U MHPOPMHUPYIOTCS BCE aJpecaThl, KOTOPHIM 3TU JOKYMEHTHI HAIIPaBJISIIUCK.

[Ipunoxenue N 1

K [Tonoxenuto o nopsiake obparieHus
co ciyke0Hoi nHpopmarueit
OTrpaHUYEHHOI'0 PACIIPOCTPAHEHUS

B (efiepasIbHBIX CyJax oOuien
IOPUCAMKIUY, QeepatbHbIX
apOUTPaKHBIX CyAax

XYPHAIJI
ydyeTa BXOJIALINX JOKYMEHTOB, COAEPKALUX CIyKeOHYI0 HH(OopMaLnio
OrPaHMUYEHHOTO PacIpOCTPAHEHUS



[Topsan | Homep | Har | Otky | Haumeno | Kon | N |Kon| Ko | Paciu | Ucxon| Otmerka
KOBBIM | TIOCTYIT | a na BaHUE | UYE | 3K | MY€ | MY | CKa B | AWMU 0
yUYeTH |HMBIIETO | 10K | (OT WIH | CTBO| 3. | CTB | IIEp | MOJYyY | HOMEp | HOJIINBKE
BIf | JOKYME | yMe | KOr0) | KpaTKoe | 9K3. O |ela| €HUHU | UCIIOI |, OTIIPABKE
HOMEp | HTa | HTa | MOCT | COAEpKa JUC | HO | IOKYM | HEHHO Wi
VITHIT HUE TOB €HTa U | TO | yHUYTOXKE
JOKYMEH JaTta | TOKyM HUU
Ta €HTa | IOKYMEHT
a
1 2 3 4 ) 6 | 7|8 |9 10 11 12
[Ipunoxenne N 2
K [TonoxxeHuto o mopsike oOparieHus
co ciykebHoi nHpopmarmeit
OTPAaHUYEHHOT'O PACIPOCTPAHECHUS
B (peepanbHbIX cyaax oOriei
IOPUCTTUKITNH, deepaTbHbIX
apOUTPaKHBIX CyAax
KYPHAJL
ydeTa UCXOIUX (BHYTPEHHHUX ) JOKYMEHTOB, COJIEpKAIIUX
cirykeOHyI0 HH()OPMAIINIO OTPAHUYEHHOTO PaCIIPOCTPaHEHUS
[Topsin | ®.M.0. | Jat | Komy | Haumeno | Kon | N |Kon| Ko | Pacniu | Pactiu | OtmeTka
KOBBIM | MCTIOJIH | a |(Kyda| BaHHME | M4Ye |JK |MYe| My | CKaB | CKa 0
yYETH | WTEJs, | IOK | ) WIM |CTBO| 3. | CTB | IIEp | TTOJIYY | IPUHS | IOJIIITUBKE
bl Jula, | yMe | OTIp | KpaTKoe |3K3., O |eda| €HUH | BILIETO |, OTIPaBKe
HOMED | MPOU3B | HTA | aBlie | COJiepXka | CHAT JUC | H |JOKYM | JOKYyM WA
OJIUBIIIC HO (C HUE BIX TOB | IOK |@HTA M | €HT | yHHYTOXE
O yKaza | JIOKYMEH | KOII yme | mara | obpar HUU
CHSITHE HUEM Ta ui HT HO M | IOKYMEHT
KOTHM oIy JaTa | a, CHATUH
qaren OTMETKH
en JCII
KOIH
i)
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1 2 3 4 5 6 7| 8 9 10 11 12
[Tpunoxenne N 3
k [lonoxxeHuto o mopsike oOpamieHus
co ciykeOHoW nHpopmarmen
OIPaHUYECHHOI'O PACIPOCTPAHECHUSA
B (perepanbHbIX cyaax oOuiei
IOPUCTTUKITNY, deepaTbHbIX
apOUTPaKHBIX CyJax
Cnmcoxk PaCCBUIKU
(HaMMeHOBaHMEe IOKyMeHTa M OopraHMs3aluuyu, JaTa, HOMep IOOKyMeHTa)
N | HaumeHoBauue OtnpaBieHue T0KyMEHTa N u nara |Ilonyuenue
/1 azpecara [IOYTOBOTO OoTBeTa
OCHOBHOTO MIPUIIOKEHHUS peectpa
Hcx. N | Ox3. N | Hcex. | Ox3. N
(Bx.) N
(DOJIXHOCTBL MCIIOJIHUTEJIS (momnmce) (MHMUMAaJE, baMuius)
OOKYMEHTA)
"_" 2 O_ T .
COTJIACOBAHO
(llpencenmaTesib (MCHOJHALIMY O0OS3aHHOCTHU (moOonmmce, WHULIMAJE, QaMMImsa)

npencenaTesis)

Cyla, MHOEe YIIOJIHOMOUWEHHOEe

UM JIUILIO)

20 T.
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[Ipunoxenue N 4

k [TomoxxeHuto o mopsiike oOparieHus

co ciykeOHoW nHpopmarmen
OTPaHUYCHHOTO PACTIPOCTPAHEHUS
B (peepanbHbIX cyaax oOIei
IOPUCTUKITNH, deaepaTbHbIX
apOUTpaKHBIX CyAax

O6pa3zern odhopMIICHHS TIAKeTa,
OTIIPABISIEMOTO (PENIbIBCBA3BIO (CIELCBA3BIO)

Cpouno
nevarThb

JACII

JIMYHO

yi1. I'unsaposckoro, 1. 31, kopm. 2
Mocksa, I'CII, 107996
Cyne6Hblii nenmapTaMeHT

nipu BepxoBuom Cyne
Poccwuiickoit @enepannn

N , uHB. N 8-1c11 (8, 9, 10)

yi. b. ITokpoBckas 1. 17,
r. Hmwxuuit Hosropoa, 603950
Huxeropoackuii o6nacTHOM cya

JluneBast cTopoHa makeTra

----------------- rneyarb---

Cxkperuisitonuii Kiianan

O0opoTHas cTOpoHa akeTa
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[Ipunoxenune N 5

K [TooxeHuro o mopsiike oopameHus
co ciykeOHoW nHpopmarmen
OTPaHUYEHHOTO PACIIPOCTPAHCHUS

B (peepanbHBIX cyaax oOIei
IOPUCAHKITUY, QeTepaTbHBIX
apOUTpaKHBIX CyJax

O®OPMA AKTA
O BBIZAEJIEHNUN K YHUUTOXEHUNIO JOKYMEHTOB U JAEJI,
HE ITOUIEXAIINX XPAHEHUIO

[IepOBCKUM PaMOHHHM CyI YTBEPXIAI
. MOCKBEH nperncenaTesb
[IepOBCKOT'O PAMOHHOTO cyla I'. MOCKBEL
AKT
N
(momnucek) (MHMUMAJTE, QaMMIIMA)
IDaTa

O BBIOEJIEHUM K YHUUTOXEHMIO IOKYMEHTOB
¥ »Oej, He HomjiexallMxX XPaHEeHUIO

JKCcrnepTHas KOMUCCMS IO OTOOPY M YHUUTOXEHMIO JOKYMEHTOB, Ha3HauyeHHAas

IIPrMKas3oOM OT N B COCTarBe:
(nara)

npencenaTesid KOMUCCHUM 1 YJIEHOB

MHULMAJE 1M baMUms)
PYKOBOIACTBYACH I[IepPEeUHEM

(moJIXHOCTH,

KOMMICCUU ,
(DOJIXHOCTM, WMHMUMAJE, GaMuiamm)

, oTobpajia K YHMUTOXEHMIO KaK He MMeolye

(HazBaHMe [epeuHsd)

HayHHO—MCTOqueCKOﬁ LIEeHHOCTNM M yTpaTUBIME IIPpaKTUUEeCKOEe SHaAUeHue clrylenymummne
OOKYMEHTE M Jeja:
N |3aronoBk | [ara nena | Homepa Nnpekc nema | Konuuec Cpoku
n/m u (mokymeHT | ommced |(TOMa, yacTu) O | TBO XpaHEHHUs!
JOKyMeH | a)uiau | (HOMEHKJIa | HOMEHKJIAType |JIOKyMeH | nena (Toma,
TOB U KpanHHe Typ) 3a wim N zera no | ToB Aen 4acTH) U
nen NaTel Aen TOBI ONNCH (TomMOB) HOMeEpa
CTaTeu 1o
MIePEYHIO
1 2 3 4 5 6 7
UToro nes 3a T'OIEL




(umbpaMy M MNPONMCHIO)

Onucu mHeJl IIOCTOSHHOI'O XPaHeHUusS 3a Tombl YTBEPXIEHE, a [0 JIMUYHOMY
cocTaBy COIJIACOBaHEL C (IPOTOKOJI OT
(HaMMeHOBaHME apxuBa)
N )
[lpencenmaTesib DKCIEPTHOM KOMUCCHUM (IOIONMCH) (MHMLUMAJE, QaMMUIIMS)
YyieHB KOMMUCCUM : (mogmmcwu) (MHMUMAJE, OGaMWUInM)
HaTa
HOKYMEHTE B KOJIMUECTBE oeJyl U3MeJIbUeHE U
(umdpaMm M HOPONMCHI)
CIaHBL 1o
(HaMMeHOBaHMEe opTraHMB3alUuM [0 IepepaboTke BTOPCHPLA)
NprMeMO—CHAaTOYHOM HAaKJIAOHOM OT N .

HavMeHOBaHME IOJIXKHOCTU pPabOTHMUKAE,
COaBIIeTO OOKYMEHTEH (mogmmce) (MHMUMAJE, baMuUiIns)

VI3sMeHeHUsS B YUYeTHBEIE JIJaHHBIE BHECEHEI

HamMeHoBaHMe IOOJIKHOCTU paboTHMKA,
BHECIEeTO M3MEeHeHMUS B yudeTHhe HOaHHEEe (MIOONMCH) (MHMLMAJLE, OGaMuiimg)

OaTa
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[Ipunoxenue N 6

K [TonmosxeHuro o mopsiake oOparieHus
co ciykeOHoM nHpopmarmeit
OTPaHUYCHHOTO PACTIPOCTPAHCHHUSI

B (peepanbHBIX cyaax oOrei
IOPUCAMKITNY, QeepaTbHbIX
apOUTPaXKHBIX CyAax

AKT
O INPOBEPKE HaJIMuMsa, IIpMeMe-chnadve IOKYMEHTOB U IeJl,
comepxauyMx MHOOPMALMIO OTPaHMYUYEHHOT'O PaCIPOCTPaHEeHUS

" " 2 O I‘ N
OcHOBaHMEe: IHpuKas cyna N oT
HacTosumit akKT COCTAaBJIEH KOMMUCCMEM B COCTaBe:

npencenaTesida

(mosxHOCTL, GaMUMIMS, MHULMAJIE)
UJIEHOB KOMMCCUM: 1.

(mosxHOCTE, GaMmMiIMs, MHMLMAJIH)
(pacnojlaraworcsa 2.
no andaBuUTy) (mojxHOCTL, GaMuUIMsa, MHULMAJIE)
KoncraTupymnlas dacTb: Lejyy, 3amdauy, xapakTep paboTe, IPOIeJlaHHOMU
COoCTaBUTENAMM akKTa, U ee pesyJibTaTh, YCTAaHOBJIEHHEHE B XOIe IIpOoBepKUM (QaKTH,
COOBITVSI, BBEIBOIB M SBaAKJIIOUEHUS .
CocTaryieH B DK3.
1-11 3K3. -
2-7 B2K3. -
.... DK3. - B IeJIO IO HOMeHKJlaType N




[lpencenaTesib KOMMCCUN

(mommnmce) (MHMUMAaJE, baMuIns)
YJjieHB KOMMUCCUMU :

(mommnmce) (MHMUMAaJE, baMuiIns)

(mommnmce) (MHMUMAaJE, baMuIus)
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