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IMosnoxxenne 0 TabeIbHOM y4eTe pado4ero BpeMeHH B
MYHHIIHNIAJTbHOM ABTOHOMHOM JOLIKOJIbHOM 00pa30BaTe/IbHOM Y4PEKIeHHH
«/lerckmii cax Nel0 «bepe3ka» MyHHIHIIAJILHOI0 00pa3oBaHHH
CrapomMuHCKHIl palioH

1. O0mue MoJI0KEeHHA

1.1. Hacrosmiee ITonoxeHne BBOJUTCS C HEIbI0 CUCTEMATU3ALMU NpoLiecca coopa
U o0paGoTku uWHPOpPMALMK O 3arparax pabodero BPEMEHU COTPYIHHKAMU
MYHULMITATLHOT O aBTOHOMHOI'O JIOIIKOJIbHOT' O 00pa3oBaTeIbHOTO
yupexxnenust  «Jlerckuit cam Ne 10 «bepe3ka» MyHUIMIAILHOIO 00pa3oBaHUs
CTapoMHMHCKHI paiioH (anee YdpexaeHue).

1.2.J1ng Benenus TabenbHOrO ydera paboyero BpeMEHU B YYPEXKIEHUH MIPUKA30M
3aBe/IyIOIIEro Ha3HAYalOTCS OTBETCTBEHHbIC JIMLIA 34 BEACHUE TAOEILHOrO y4dera
UCII0JIb30BaHMs pabouero BpeMeHHM.

1.3.B H0JDKHOCTHBIE OOS3aHHOCTH PAaOOTHMKOB, OTBETCTBEHHBIX 3a TAOEJIbHBIN
y4eT HCIOJb30BaHUS pabo4ero BpeMEHH, BBOIATCA (YHKUMH: KOHTPOJIb
(pakTHYeCcKOro BpeMeHH NpeObIBaHUS COTPYAHUKOB YupexKIeHUs Ha pabore u
BeJIcHHE Ta0EIbHOr0 y4YeTa, OTBETCTBEHHOCTh 3a IPABUIBHOE OTPAKEHHE B
tabene paboyero BpPEMEHH COTPYIHHUKOB, u uHpopmaimo 00 yuere
0TpabOTaHHOTO BPEMEHU CBOEBPEMEHHOCTD NpeicTaBieHus Tabens B Lb YO.

1.4. Jlna ucnoaHeHus 00A3aHHOCTEM PaGOTHHKH, OTBETCTBEHHBIC 3a TAOEJIbHBIN
y4er:

1.4.1. BeIeT y4eT MITATHOTO COCTaBa COTPYAHUKOB, BBIAHHOIO €MY IPHKA30M;

1.4.2. Ha OCHOBAHMH JOKYMEHTOB (IIPHKA30B I10 JIMYHOMY COCTaBy M 0OIIUM
BOMPOCAaM) BHOCUT B CITMCOK W3MEHEHUS, CBSI3aHHBIE C IIPHEMOM, YBOJIbHEHHEM,
nepeMeleHreM, H3MEHEeHUueM rpaduka paOoThl, paspsAnoB, MPEAOCTABICHUSL
OTITyCKOB M T.1.;

1.4.3. ocyIecTBIsIET KOHTPOJb CBOCBPEMEHHOCTH SIBKM Ha paboTy M yXxona ¢
paboThl, HaAXOXIeHWs Ha paboyeM MecTe COTPYJHMKOB C H3BEIICHHEM
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1.4.4. KOHTPOJUPYET CBOEBPEMEHHOCTb NPEJOCTABICHHA M IPABHIBLHOCTDH
oopMIIeHHSI TOKYMEHTOB, NIOATBEPKAAIOUIUX IIPABO COTPYJAHUKOB Ha OTCYTCTBHE
Ha paboyeM MecTe. JIMCTKOB O BPEMEHHOH HETPYAOCIIOCOOHOCTH, 3asBJICHMI,
MOJIMACAHHBIX 3aBEAYIOIIMM, YBOJIILHUTEIbHBIX M JIPYTHX;

1.4.5. TOTOBUT CITMCKHA COTPYAHUKOB ISl M3aHUS IIPUKA30B O pabOTE B BHIXOIHBIE
¥ Hepabouue npa3JHUYHbIE JHH.

1.5 . B cay4ae HEBO3MOXKHOCTH BPEMEHHO MCHOJHATH OOS3aHHOCTH IO BEICHUIO
TabeJbHOr0  y4eTra Ha3HAYEHHBIM  COTPY/JHHMKOM,  3aBEAYIOUIMHA  CBOMM
pacnopssKeHHEM Ha 3TOT NMEepUo/] HA3HAYAeT OTBETCTBEHHOIO UCITOJIHUTEIS.

1.6. Bce coTpyaHHMKH, B O00S3aHHOCTH KOTOPBIX BMEHEHO BEJIEHHME TAOEIbHOrO
ydera, B 00s3aTeIbHOM IOPSAKE 3HAKOMATCA ¢ HacTosmuMm llomokeHueMm mon
POCIIUCH.

1.7. ExenHeBHO cBeaeHHA 00 OTCYTCTBYIOIIUX pAaOOTHUKAX IIPOBEPSIOTCA
OTBETCTBEHHBIM 3a TAOEbHBIM YUYET, KOTOPHIE CBEPSIOT JAHHBIE ¢ UMEIOIIUMUCS
JOKYMEHTaMH ¥, TMpH HEOOXOAHMMOCTH, BBIACHAIOT HMCTHHHBIC MPUYMHbBI
OTCYTCTBHS pPAOOTHUKOB Ha pabodeM MmecTe. B ciydae HENpeacTaBlICHUS B
YCTAHOBJICHHOM TOPS/IKE MOATBEPKAAFOIIMX AOKYMEHTOB IMPUYHHOM OTCYTCTBHUS
CUMTAETCS CaMOBOJIBHBIN yX0/1 ¢ pabodyero Mecra (0ro3/1aHue — B HA4aJIe CMEHBDI).
Eciu paboTHUK oOTCyTcTBOBal Oosiee 4 49acoB MNOAPAA, H IOKYMCHTHI,
MOATBEPKIAIONIME €ro MpaBO HAa OTCYTCTBUE, B YCTAHOBJICHHOM IIOPS/AKE HE
IpENOCTaBJIeHbl, paOOTHUKY MPOCTABJIAETCA OTrYJ M pabouMii JeHb OILIaTe He
noiexur. [lporyn odopmiisercs B TNOPSAKE, YCTAHOBIEHHOM TPYIOBBIM
3aKOHOAATEJIbCTBOM,

2. [IpaBusa 3anoJiHeHus1 Tabenst

1. TaGens yuera pabodero BpeMEHH BEJETCS B YJIEKTPOHHOM U B OyMaKHOM
BapUaHTe.

2.TaGenp ydvera ucroab3oBaHus padouero Bpemenu (. 0504421) (nanee —
Ta6ens (¢. 0504421) npumensieTcs A1 y4eTa UCIOIb30BaHKuA pab04ero BpEMEHH.
Tabems (¢p. 0504421) Bexercs JMLIAMH, HA3HAYCHHBIMH TIPUKA30M 10
VUPEKIAECHHIO, €KEMECSYHO B LeoM 1o yupexaeHuo TaGemb (. 0504421)
OTKpBIBACTCA €KEMECSYHO 3a 2-3 AHA [0 Havaja pacyeTHOro Iepuojaa Ha
ocHoanuu Tao6es (¢. 0504421) 3a npouuiblii MECSLL.

3.3MeHeHHs CIHMCOYHOro coctaBa paGorhukoB B TaGene (¢p. 0504421)
NPOM3BOIATCS HAa OCHOBAHWM JOKYMEHTOB IO Y4YeTy TPyJa M €ro oruiarbl (y4ery
KaJpOB, MCITOJIb30BaHUsl pabouero BpEMEHH).

4B Tabene (¢.0504421) peructpupyrorcs Cciay4ad OTKJIOHEHHH OT
HOPMAJIbHOI'0 MCIOJIb30BaHUS pabodero BPEMEHH, YCTAHOBJICHHOIO IpaBUIAMU
BHYTPEHHETO TPY/JOBOr0 PACIOPsIKa JUISi OCHOBHBIX PAOOTHMKOB YUPEXKICHHS U
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(akTudeckue 3arparhl paboyero BpEMEHM (B ciay4ae CyMMHMPOBAHHOIO y4eTa

paGoyero BpeMEHH) y COBMECTHTENCH. B BepXHEi NOJOBUHE CTPOKH IO KaXKAOMY
pabOTHHUKY 3amMCHIBAIOTCS 4Yachl, @ B HIDKHEH — yCIIOBHbIE 0003Ha4yeHus. IIpu
PEerucTpalii OTKJIOHEHHUH B CIydae HaJIM4YUS Y OJHOrO pabOTHUKA YYPEKIACHUS
JIBYX BHJIOB OTKJIOHEHHI B OJWH JI€Hb (IIEPHOJ), HIKHAA 4YacTb CTPOKH
3aIUChIBACTCS B BUAE APOOH, YUCITUTEIh KOTOPOI — YCIOBHOE 0003HAUYEHUE BHIA

OTKJIOHEHUH, a 3HaMeHareab — 4acel paborbl. [Ipy Haymyum Oosee aBYX
OTKJIOHEHMIi B oauH JeHb ¢amwms paGotHuka B Tabene (¢. 0504421)
IIOBTOPSIETCSL.

5.B rpadax (cronbuax) BBIXOJHBIX JHEH, Mpa3AHUYHBIX JHEH, OTIyCKA I10
Oepemennoctd U pojaaMm (OP) u HETpyAOCTIOCOOHOCTH 10 OEPEMEHHOCTU U POAAM
(BP) yachl OTKJIOHEHUI HE 3aIMUCBHIBAKOTCA.

6.CokpaleHHasi Ha OJIMH 4ac MPOJOJDKUTEIBbHOCTh NPEAIIPA3AHUYHbIX JHEH
OTKJIOHEHHEM HE SIBJISIETCSI.

7.]lHu 1o tpuHATHS pabOTHHKAa HAa padOTy M JHU IIOCJIE YBOJbHEHUS
paboTHHKA OTMEYAIOTCS TIPOYEPKOM B BEPXHEH YaCTU CTPOKH.

8.Ilpu mnurenpHOCTH Mecsua MeHee 31 aHsg B ¢Toa0Lax OTCYTCTBYHOIIMX
YHCEN CTABATCA MIPOUYECPKH.

9.B uroroBsix crondiax tadens (c1.20 u cr.37) yka3plBarOTCs 4achl U JHH
HesBOK ¢ 1 mo 15 uucno u ¢ 1 mo 31 uncno coorBeTcTBEHHO. B UTOroBoM crosdue
38 Tabens yka3bIBAOTCS Yachl U IHU SBOK.

10.ITpu OTCYTCTBHM OTKJIOHEHHIT OT HOPMAJILHOTO MCIIOJIb30BaHUs paboyero
BpEMEHH pPa0OTHUKOM B TEYEHMM BCEr0 Mecslla BEPXHSS 4YacThb CTPOKH HE
3aronHseTcs ¥ B rpadax 20 u 37 «aHu(4yacel) HesiBOK cTaBuTcs O «HOIbY, B rpade
38 cTaBUTCSA KOJMYECTBO YaCOB(B BEpXHEH 4acTH) U HEH (B HIDKHEH 4acTH) SIBOK
10 KaJleHAapo paboyero BpEMEHH 3a OTUETHBIN MEPUOI.

11.B caydae , ecau HUMENO0 MeECTO OTKIOHEHHE OT HOPMAJIbHOIO
HCTIOJIb30BaHKs paboyero BpeMeHH pabOTHUKOM B TEUEHUU MecsAla, TO B rpade 38
yKa3bIBACTCS KOJIMYECTBO JHEH U 4acOB (PaKTUIECKH OTPAOOTAHHBIX PpAOOTHUKOM .

12.3anonuennsiit Tabens (¢. 0504421) u apyrue 1OKyMEHTbI, OAIMCAHHBIE
OTBETCTBEHHBIMH JIOJDKHOCTHBIMHU JIMI[AMU, B YCTAHOBJICHHBIC CPOKHU NEPEIAIOTCA
Oyxranrepy mns npoBenaeHus pacuetoB. Tabens (¢p. 0504421) ucnonb3yercsa s
cocraBienus PacderHo-ruiarexxnoit  Begomoctu  (¢. 0504401) (PacuerHoit
Begomoct (. 0504402).

13.1lpy oOHapyX€HUH JIMIIOM, OTBETCTBEHHBIM 3a COCTABJICHHE H
npencrasienue Tabens (¢p. 0504421), ¢axra HEOTpaKEHUS OTKIOHEHHH WIH
HETOJIHOTBI ~ TIPEJICTABJICHHBIX CBeleHuit 00 ydere pabouero BpeMEHHU
(mpexacraBieHne  pabGOTHUKOM — JIMCTKA  HETPYIOCIOCOOHOCTH,  IIpHKas3a
(pacriopsbkeHHMsi) O HampaBieHMM pa0OTHUKA B KOMaHAMPOBKY, IIPUKas3a
(pacriopspKkeHHsi) O MPEJOCTaBICHUH OTITyCKa paOOTHHUKY U APYIMX JOKYMEHTOB, B
TOM 4YHCI€ B CBSA3M C TMO3JHUM IIPEACTABJICHUEM JOKYMEHTOB), JIULO,
OTBETCTBEHHOE 3a coctaBieHue Tabems (¢. 0504421), ob6s3aH0 yuecTh
HEOOXOaMMbIE  HM3MEHEHHS W TPEACTaBUTh  Koppektupyrommii  Tabens
(¢. 0504421). Koppektupyromuii Tabeab NPEACTABISETCS TOJNBKO II0 TEM
paboTHUKAM, 110 KOTOPHIM UMENIAa MECTO KOPPEKTUPOBKA CBEIEHUIA.

14.B crpoke «Bug Tabens» yKa3blBacTCsi 3HAYEHWE «IIEPBHYHBINY», IPHU
npeacrasnennn Tabens (¢p. 0504421) ¢ BHECEHHBIMM B HETO H3MEHEHUSIMH,
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nokasareisi «Homep KOppeKTUPOBKH» YKa3bIBACTCA:

—umuppa «0» mpocTaBiaseTcs B CAy4ae MPEACTABICHHUS  JIMLIOM,
OTBETCTBEHHBIM 3a coctaBieHue TabOens (¢. 0504421), nepsuunoro Tabens
(¢. 0504421),

— ur(phl, HAYMHAA ¢ «1», MPOCTABIAIOTCS COTJIACHO MOPSIAKOBOMY HOMEPY
koppektupyromero Tabens (¢. 0504421) (KOppeKTUPOBKH) 3a COOTBETCTBYIOLIUI
pacyeTHBIN IEPHOA.

15.lannbie koppektupytomero Tabems (¢. 0504421) cnyxar ocHoBaHUEM
JUIA iepepacydera 3apab0THOM MIaThl 3a KaJIEHAAPHBIE MECALIBL, PEAIECTBYIOIINE
TEKYIIEMY MECALy HAaYUCIICHUS 3apa0O0THOI TUIaTHI.

16.TaGenp 3amonHseTCs 3a NEPUOJ, 32 KOTOPBINA MPEayCMOTpEHa BbIILIATA
3apabOTHOM TUIaTHI.

17.ITpn 3anonnenuu Tabens (. 0504421) npuMeHSIIOTCS ClEAYIOLIUE
YCJIOBHBIE 0003HAYCHHUS

Kon HanmMenoBanue BHAA 3aTpaT pado4yero BpeMeHH
®  |®akTuuecku 0TpabOTaHHBIE JHHU/YACHI
B [ocymapcTBeHHbIE Mpa3aHUKH, MIpa3IHUYHbIC (HEpabo4yue) THU U BBIXOIHBIE

JTHH (JTHU €KEHEIETbHOT'0 OT/IbIXa)

CBepXypouHbie 4achl paboTh

C
K [CinyxeOHble KOMAaHIUPOBKU
O  |OyepenHbie U JOTOJIHUTENILHBIE OTIYCKA

BY |Beixoansie mo yuebe

HH [HesiBKM 110 HEBBISICHEHHBIM IIPUYHHAM

HETPYAOCIIOCOOHOCTH

b Bpemennas HETPYAOCIIOCOOHOCTB, o(opMIIeHHAs JIACTKaMH

OP Ortmyck no yxoay 3a pe6OEHKOM

BrinosHeHue rocy/1apcTBEHHBIX 00S13aHHOCTEN

[ Iporyibt

HesiBka ¢ pa3penieHusi aIMUHUCTPALU

Pabora B HOYHOE BpeMs

I

I1

A

PI1 |PaGora B mpa3gHUYHbBIC THU
H

ITK

Kypchl OBbIIEHHUS KBATH(PUKALIMH

311 |3amemeHue B rpymnmax

4. YYET 1 HOPSAJIOK O®OPMJIEHUSI OTITYCKOB
4.1. Ornyck mpenoctaBisieTcsi paOOTHHUKAM COTJIaCHO rpauKy OTITyCKOB,
KOTOPBII COCTABIIACTCS HA KAK/IbIA KaJICHAAPHBIN FOJ U JOBOAUTCA 10 CBEACHUSA
Bcex paboTHMKOB. JlOCpOYHBI OT3BIB W3 OTHYCKa JIOMyCKaercs B
UCKJTIOYUTENIbHBIX CITy4asX ¢ MUCBMEHHOro corjiacus pabotHuka. Odopmisiercs
OT3bIB W3 OTITyCKa NPHKA30M 3aBEIYIONIEr0 YUpexkJAeHHe ¢ 00s3arebHbIM

yKa3aHUEM CPOKa MPENOCTaBICHUS OTITYCKA 32 HEUCTIOIb30BAHHBIC JTHU.
Opranmuzanms, OCYIIECTBIISIIOLIASA Oyxrajirepckoe obciy>)xuBaHue
YuapexaeHus, Ha OCHOBAaHMM IpHKa3a 00 OT3bIBE W3 OTIYCKa IPOU3BOIUT
nepepacyeT MNpPOU3BEICHHBIX BBIIUIAT 3a OTHYCK (yIep)KaHWe CyMMBI 3a
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HEHUCIIOJIb30BAHHBIC JHU OTITyCKAa) M HAYUCISET COOTBETCTBYIOIIYIO OIUIATYy 3@
HEUCIOJIb30BAHHbBIE JHH OTITyCKa IIPH €ro MOBTOPHOM IIPEI0CTABICHHH.

42. KparkoBpeMeHHbIe OTIMycka 0e3 coxpaHeHHs 3apabOTHOW ILIAThI
0(hOpMIISIFOTCSL TIPUKA30M 3aBEAYIOLIEr0 YUpeKACHHs I10 3asABJICHUIO PaOOTHHKA,
COIJIACOBAHHOMY C 3aBEAYIONIMM YupexaeHusa. PaboTHuK, 0(pOpMHUBIIMI OTITYCK
0e3 coxpaHeHus 3apaboOTHON mUIaThl, UHPOpPMUPYET 00 3TOM pabOTHHKA,
OTBETCTBEHHOT'0 32 COCTaBJICHHE TaleJsl B TOT JK€ JIEHb, I y4eTa B Tabene yuera
UCIIOJIb30BaHMsI pabOYero BpEMEHH.

4.3. Yyer BpeMeHH pabOThl B BBIXOJHBIC THU OCYIIECTBIIAETCS 3aBX030M I10
(haKTHIECKOMY BBIXOY U OTpabOTAaHHOMY BPEMEHHM.

5. YYET BPEMEHH 11O INMCTKAM HETPYJ1OCHOCOBHOCTH

5.1. PaGoTHHKH, OCBOOOXKIEHHBIE OT pabOThI M0 00JIE3HHU, JOJDKHBI B IIEPBBIN
JeHb OOJIC3HM WM HAaKaHYHE YBEJOMHTH 3aBEIYIOIIEr0 M OTBETCTBEHHOIO 3a
BeicHHe Tabens ydera MCIONb30BaHUsI pabo4yero BPEMEHHU , B JIEHb BBIXOJA Ha
paboty mocie 60Je3HN MPEeAOCTaBUTh B KaOMHET 3aBeAyromiero Jlerckum caaom
3aBEPEHHBINA MEIUIMHCKUM YUPEXKIECHHUEM JIMCTOK HETPY10CTIOCOOHOCTH.

5.2. PaGoTHHK, OTBETCTBEHHBIN 3a JaHHOE HamNpaBlieHHE paboThl, IPOBEPSIET
€ro  3amoyiHeHHe, O(opMIILET TMPOTOKOJ M  CJAeT B OPraHU3aLMIo,

OCYIIECTBISIIONIYI0 ~ OyXrajirepckoe  0O0CIy)KMBAaHUE  YUPEKICHUS hilj ¢
nanbHelmero  opopMieHHWs M BBIIUIATBI  MOCOOMST 1O  BPEMEHHOM
HETPYA0CTIOCOOHOCTH.

6. 'KYPHAJIbI YYETA OTCYTCTBUS PABOTHHUKOB.

6.1. Xypuan ydera GOJIbHUYHBIX JIMCTOB, YPHAT y4eTa OTITyCKOB (OYEpEIHBIE,
3a CBOM CUeT, y4eOHbIE)-JOKYMEHTHI, OTpaXaromue (PpaMuwinio, uUMs, OTYECTBO
pabOTHUKA, €ro JIOJDKHOCTh, IMOApAsAC/ICHUE, IEPUOJ] BPEMEHH, IPHYUHY
OTCYTCTBHSA Ha pabodem MecTe, OCHOBaHHME. Jlara M BpeMs OTCYTCTBUA pabOTHHKA
(MKCHPYIOTCS B JKYpHAJIaX OTBETCTBCHHBIM 3a TAOE/bHBIA yYeT HAa OCHOBAHHH
3aBEPEHHbBIX 3agBJICHHI, CIIPABOK- BHI30BOB M3 YUE€OHbBIX 3aBEICHUN H OOJIBHUYHBIX
JIUCTOB.

6.2. B cirydae HenpeacTaBIeHUs B YCTAHOBIEHHOM IOPSIAKE MOATBEPKAAFOIINX
JOKYMEHTOB MIPUYHUHOM OTCYTCTBHS CUMTAETCS CAMOBOJIBHBIN YXO ¢ pabo4ero
MecTa.

6.3. Ecu paboTHHUK OTCYTCTBOBAJI Ha paboueM Mecte 6onee 4 4acoB MOAPAI, U
JOKYMEHTBI, TOATBEPXKJIAIOIIME €ro IPaBO Ha OTCYTCTBUE, B YCTAHOBJIEHHOM
HOpSI/IKE, HE MPEIOCTaBICHbI, pAOOTHUKY MPOCTABISAETCS MPOry U pabo4uil AeHb
OILIaTe HE MOJICHKUT.

[Tporyn odopmisieTcs: B IOpSAKE, YCTAHOBJICHHOM TPY/I0BBIM 3aKOHOIATENILCTBOM.

6.4. ®opMmbl BeoeHHS IKYPHAJIOB Y4eTra OTCYTCTBYIOIIMX pabOTHHKOB
pa3pabarbiBalOTCS OTBETCTBEHHBIM 32 TAOCIbHBIN YUeT (IIPUIOKEHHUE 1).
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7. VYYET BPEMEHU KOMAH/JIHUPOBOK

7.1. Bonpockl pexuma paGodero BpeMeHH U BPEMEHH OT/bIXa pabOTHUKOL
HaXOIIMXCA B CITyXKEOHOM KOMaHIMPOBKE, pEryIUpYIOTCS JAEHCTBYIOIUAM
TPYAOBBIM 3aKOHOAATENLCTBOM Poccuiickoit ®eneparmyu.

7.2. PaGOTHHMKH 3a OJMH-/IBA IHS 10 OTHE3Ja B KOMaHJHMPOBKY U B IEPBBIH
ACHb BBIXOJA Ha pPabOTy MO BO3BPAIICHHIO W3 KOMAaHIMPOBKH IIPEABSBIISIOT
3aBeayromeMy YupexaeHHeM KOMaHIMPOBOYHOE YAOCTOBEPEHHE, HA OCHOBAHUU
KOTOpOro J€/1aeTcsk OTMETKA B Tabene O BpeMeHH YOBITHS B KOMAaHIMPOBKY W
BPEMEHHU BO3BpaICHUS U3 HEE.

8. XPAHEHUE JOKYMEHTOB
8.1.Bce NMOKyMEHTBI, SBISIOIMECS OCHOBAHMEM JUIS COCTABJICHMS Tabens

(CBEICHHMS O HEABKAX W HAPYIIEHWSAX TPYAOBOW AMCLMILIMHBI ¥ Ip.) XpaHATCa B
KaOHMHETE 3aBEYIOMEr0 B yCTAHOBJICHHOM 3aKOHO/ATe)IhCTBOM TIOPSIZIKE.
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