
IIepMCKHn «t»nJJHaJJ «t»e;::J;epaJJbHoro rocy;::J;apcTBeHHoro aBTOHOMHoro 

o6pa30B3TCJ1bHOf'O yqpe~;::J;CHHH BbiCIIICf'O o6pa30B3HHH 

''HaiiHOHaJJbHbiH nccJJe;::J;oBaTeJJbCKHn yHnsepcnTeT 

"BbiCIII3H IIIKOJ13 3KOHOMHKH 11 

YTBEP)I(,LI,AIO 

~KTop rHY / ~ ITepMb 

--~_)=_v~ __ r.E. Bono,Uima 

« ~ » __ tJ_?/ __ 20 18 ro,Ua 

,II, OJI)I(H OCTHMI HH CTPYKU:H51 

« dtJ » Ill! 2018 ro,Ua .NQ f,L/ 1/ ----~t5/PJtNff !~t:J J 
------

ciTei.U1aJII1CTa ITO YMP I Kareropim cpaKyJihTeTa ITpocpeccHOHaJihHOH ITepeiTo)lrOTOBKH 

1. OliiiJ;HE IIOJIO)I(EHH51 
1.1. HaCT05IIll:M )l0Jl)I(HOCTHa5f HHCTpyK[(H5f OITpe,lleJI51eT KBaJIHcpHKa[(HOHHhie Tpe6oBaHH51, 

rpy,UOBhie o65r3aHHOCTH, ITpaBa H OTBeTCTBeHHOCTh pa6oTHHKa Hau:HoHaJihHoro 

HCCJie)lOBaTeJihCKOrO YHHBepCHTeTa «BhiCllla5I lllKOJia 3KOHOMHKH » (,Uanee ITO TeKCTy -

HI1Y Blll3), pa6ormomero B TiepMCKOM cpHJIHane cpe,UepanhHoro rocy,UapcrBeHHoro 

aBTOHOMHOrO o6pa30BaTeJihHOrO yqpe)I(,UeHH51 BhiClllero o6pa30BaHH51 "Ha[(HOHaJihHhiH 

HCCJie)lOBaTeJihCKHH YHHBepCHTeT "BhiClllM lllKOJia 3KOHOMHKH
11 

(,Uanee ITO TeKCTY -

HI1Y Blll3 - TiepMh) ITO )lOJI)I(HOCTH CITeU:HaJIHCTa ITO yqe6Ho-MeTO)lHqecKoH: pa6ore II 
KareropHH cpaKyJihTeTa ITpocpeccHOHaJihHOH ITepeiTo)lrOTOBKH HHY Blll3 - TiepMh ( ,Uanee ITO 

reKcry - cneu:HaJIHCT ITO YMP I KareropHH). 

1.2. CITe[(HaJIHCT ITO YMP I KareropHH OTHOCHTC51 K KaTeropHH ciTe[(HaJIHCTa. 

1.3 . CITeU:HaJIHCT no YMP I KaTeropHH ITO)lqHH5reTC51 HeiTocpe,UCTBeHHO ,UeKaHy cpaKyJihTeTa 

ITpocpeccHOHaJihHOH: ITepeiTo,UrOTOBKH HI1Y Blll3 - TiepMh. 

1.4. B cBoeH: ,Ue51TeJihHOCTH ciTe[(HaJIHCT ITO YMP I KareropHH pyKoBO)lCTByerc51: 

3aKoHo)laTeJihCTBOM PoccHifcKoif <l>e,UepaU:HH; 

nocraHOBJieHH51MH, ITpHKa3aMH, ,UpyrHMH pyKoBO)l51l[(HMH H HopMaTHBHhiMH 

)lOKyMeHTaMH BhillleCT051l[(HX opraHOB, KaCaiO[[(HMHC51 opraHH3a[(HH )lOITOJIHHTeJihHOrO 

o6pmoBaHH5r; 

3aKOHO)laTeJihCTBOM 0 Tpy,Ue, ITpaBHJiaMH H HOpMaMH OXpaHhl Tpy,Ua H TeXHHKH 

6e3onaCHOCTH; 

Y craBoM HI1Y Blll3; 

ITpaBHJiaMH BHyrpeHHero rpy,UoBoro paciTop51,UKa HI1Y Blll3; 

JIOKaJihHhiMH HopMaTHBHhiMH aKTaMH HI1Y Blll3, HI1Y Blll3- TiepMb; 

ITOJIO)I(eHHeM o HHY Blll3 - TiepMh; 

ITOJIO)I(eHHeM o cpaKyrrhTeTe ITpocpeccHOHaJihHOH ITepeiTo,UroTOBKH HI1Y Blll3 - TiepMh; 

HaCT051I[(ei1: )lOJI)I(HOCTHoH: HHCTPYKU:HeH:, rpy,UoBhlM ,UoroBopoM. 

2. TPEliOBAHH51 K KBAJIH<I>HKAQHH, 3HAHH51 H HABhiKH 
2.1. Ha )lOJI)I(HOCTh ciTeU:HaJIHCTa no YMP I KaTeropHH ITpHHHMaeTc51 JIHU:O, OTBeqaJOw:ee 

CJie,llyiOI[(HM Tpe6oBaHH51M K KBaJIHcpHKa[(HH: 
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C BhlClllHM ITpocpeCCHOHaJihHhiM o6pa30BaHHeM; 

cTa)l{eM pa6oThi B .LJ,omKHOCTH ciTerrHaJIHCTa ITO y~e6Ho-MeTO.LJ,lf1IecKotl: pa6oTe II KaTeropHH 

He MeHee 3 JieT. B ITOp5I.LJ,Ke HCKJIIO~eHH51, ITO peKOMeH.LJ,aiiHJi aTTeCTaiiHOHHOH KOMHCCim Ha 

.LJ,OJI)I{HOCTh CITeiiHaJIHCTa 1 KaTeropHH MO)I{eT 6hiTh Ha3Ha~eHO JIHIIO HMeromee OIThiT B 

o6pa30BaTeJihHOM y~pe)I{.LJ,eHHH He MeHee 5 JieT. 

2.2. CITerrHanHcT ITO YMP I KaTeropHH .LJ,OJI)I{eH 3HaTh: 

3aKOHhi H HHhre HopMaTHBHhie ITpasoshre aKThi PoccHHCKOH <l>e.LJ,eparrHH B o6nacTH 

o6pa30BaHH51 H HayKH; 

OCHOBHhie TeXHOJIOrH~eCKHe ITporreCChi, ITpaBHJia H ITpHeMhi pa60Thl ITO HaiTpaBJieHH5IM 

.LJ,e51TeJihHOCTH o6pa30BaTeJihHOfO y~pe)I{.LJ,eHH5I; 

MeTO.LJ,H~eCKHe H HOpMaTHBHhie )J,OKyMeHThi ITO opraHH3aiiHH y~e6HOfO ITporrecca, 

COCTaBJieHHIO y~e6HO-MeTO.LJ,H~eCKOH .LJ,OKYMeHTaiiHH H o6eciTe~eHHIO y~e6Horo ITporrecca; 

Tpe6oBaHH51 o6pa30BaTeJihHOf0 CTaH.LJ,apTa ITO HaiTpaBJieHH5IM ITO.LJ,fOTOBKH 

( CITeiiHaJihHOCT5IM) o6pa30BaTeJihHOf0 y~pe)I{.LJ,eHH5I; 

ITpaBHJia H HOpMhi OXpaHhi Tpy.LJ,a, TeXHHKH 6e30ITaCHOCTH, ITpOTHBOITO)I{apHOH 

6e30ITaCHOCTH; 

OCHOBhi Tpy.LJ,OBOfO 3aKOHO.LJ,aTeJihCTBa; 

cpe.LJ,CTBa Bhi~HCJIHTeJihHOH TeXHHKH, KOMMYHHKaiiHH H CB513H; 

ITpaBHJia 3KCITJiyaTaiiHH Bhi~HCJIHTeJihHOH TeXHHKH; 

ITpaBHJia BHyTpeHHero Tpy.LJ,osoro paciTop5I.LJ,Ka HHY Blll3; 
JIOKaJihHhie HopMaTHBHhie aKThi HHY Blll3 H HHY Blll3 - ITepMh, HeiTocpe.LJ,CTBeHHO 

OTHOC5IIIIHec51 K .LJ,e51TeJihHOCTH cpaKyJinTeTa ITpocpeccHOHaJihHOH ITepeiTo.LJ,rOTOBKH HHY Blll3 -
ITepMh. 

2.3. CITerrHaJIHCT ITO YMP I KaTeropHH .LJ,OJI)I{eH yMeTh: 

pa6oTaTh C KOMIThiOTepOM Ha ypOBHe ysepeHHOfO ITOJ1h30BaTeJI5I; 

ITOJ1h30BaThC51 OcpHCHhiMH H CITeiiHaJihHhiMH KOMIThiOTepHhiMH ITporpaMMaMH H 

OpiTeXHHKOH B paMKaX CBOHX Tpy.LJ,OBhiX 06513aHHOCTeif; 

secTH opraHH3arrHOHHyro pa6oTy ITO o6eciTe~eHHIO ~e6Horo ITporrecca; 

COCTaBJI51Th y~e6Hhie ITJiaHhi H ITporpaMMhi .LJ,HCIIHITJIHH; 

co6HpaTh H o6pa6aThiBaTh HHcpopMarrHro o xo.LJ,e y~e6Horo ITporrecca. 

3. TPY JJ,OBhiE Oli»3AHHOCTM 
3 .1. CITerrHanHcT ITO YMP I KaTeropHH HCITOJIH5IeT cne.LJ,yromHe TPY.LJ,OBhre o6513aHHOCTH: 

3.1.1. BhiiTOJIH5IeT MeTO.LJ,H~eCKyiO pa60Ty ITO IIJiaHHpOBaHHIO H opraHH3aiiHH y~e6HOfO 

ITporrecca, cpopMHpyeT ITpHKa3hr; 

3.1.2. BhiiTOJIH5IeT cpOpMHpOBaHHe y~e6HhiX IIJiaHOB H rrporpaMM IIO HaiTpaBJieHH5IM 

IIO.LJ,fOTOBKH (ITOBhillleHHe KBaJIHcpHKaiiHH; rrpocpeCCHOHaJihHa51 rrepeiTO)J,fOTOBKa); 

3.1.3. rrposo.LJ,HT pa6oTy rro corrpoBO)I{.LJ,eHHIO y~e6Horo rrporrecca o6y~aiOIIIHXC51 c 

orpaHH~eHHhiMH B03MO)I{HOCT5IMH 3.LJ,opoBh51 (.LJ,anee - OB3) H HHBaJIH.LJ,oB: 

- o6eciTe~HsaeT c6op HHcpopMarrHH o6 o6y~aiOIIIHXC51 c OB3, o6 HX ITOTpe6HoCT5IX rrpH 

OCBOeHHH o6pa30BaTeJihHhiX rrporpaMM B 3aBHCHMOCTH OT H030J10fHH, HMeiOIIIHXC51 B 

HH.LJ,HBH.LJ,YaJihHhiX ITporpaMMaX pea6HJIHTaiiHH HJIH pea6HJIHTaiiHH peKOMeH.LJ,aiiH5IX 

He06XO)J,HMhiX CITeiiHaJihHhiX ycJIOBHH o6y~eHH51, ycJIOBHH H BH)J,OB Tpy.LJ,a; 

- pa3pa6aThmaeT HH.LJ,HBH.LJ,yaJihHhie y~e6Hnre rrnaHhr .LJ,JI51 o6y~aiOIIIHXC51 c OB3 H HHBaJIH.LJ,OB 

(ITpH He06XO)J,HMOCTH); 

- Orrpe.LJ,eJI5IeT IIOTpe6HOCTH o6y~aiOIIIHXC51 C QB3 H HHBaJIH.LJ,OB B COIIHaJihHOH H 

rrpocpeCCHOHaJihHOH a.LJ,aiTTaiiHH, opraHH30BhiBaeT 3aH5ITH51 ITO a.LJ,aiTTaiiHOHHhiM .LJ,HCIIHIIJIHHaM 

(ITpH Heo6xo.LJ,HMOCTH), a TaK)I{e ITpOBO.LJ,HT 3aH5ITH51 o6y~aiOIIIHXC51 c OB3 H HHBaJIH.LJ,OB B 

ay.LJ,HTOpH5IX C 6e36apnepHOH cpe.LJ,OH C yqeTOM ITOTpe6HOCTeH B 3aBHCHMOCTH OT H030J10fHH; 
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3.1.4. npoxo.z:un B cooTBeTCTBHH c TPY.ll.OBhiM 3aKOHO)l,aTeJ1hCTBOM npe.ll,BapHTeJibHbie 

npH noCTynneHHH Ha pa60TY H nepHO)l,H'IeCKHe Me)l,Hl(HHCKHe OCMOTpbi, a TaK)I(e BHeO'Iepe.ll,Hbie 

Me)l,Hl(HHCKHe OCMOTpbl no HanpaBJleHHIO pa60TO)l,aTen~ ; 

3.1.5. ocymecTBn~eT pacnpe.ll,eneHHe y'1e6Hoi1 Harpy3KH npo¢eccopcKo-

npeno)l,aBaTenhcKoro cocTaBa Ha y'1e6HbiH ro)l. ; 

3.1.6. coCTaBn~eT yqe6Hoe pacnHcaHHe, comacyeT ay)l.HTOpHH .ll.Jl~ npose)l,eHH~ 

3aH~THH; 

3 . 1. 7. KOHTpOnHpyeT HMH'1He H BblllOJlHeHHe yqe6HbiX nnaHOB H nporpaMMbi 

'IHTaeMbiX KypcoB JleKL(HH Ha npe.ll,MeT COOTBeTCTBH~ o6pa30BaTeJ1bHOMY CTaH.ll,apTy; 

3 .1.8. ocymecTBn~eT onepaTHBHoe perynHpoBaHHe BbmonHeHH~ yqe6Horo npouecca, 

tPHKCHpyeT OTKJlOHeHH~ B BblllOJlHeHHH yqe6HOH Harpy3KH C l(eJlblO ypery;mpoBaHH~ 

pacnHCaHH~ 3aH~THH H He)l,onymeHH~ OTKJlOHeHH~ OT yqe6HOfO n n aHa; 

3.1 .9. pa3pa6aTbiBaeT H nO)l,fOTaBJlHBaeT 6JiaHO'IHYIO )l,OKyMeHTal(HIO )l,Jl~ y'1e6HOfO 

npoQecca; 

3.1.1 0. ocymeCTBJl~eT KOMnbJOTepHyiO o6pa60TKY nonyqaeMOH HHtPOpMal(HH; 

3.1.11. Koop.ll,HHHpyeT ocsemeHHe o6pa3oBaTenbHoro npoQecca Ha cai1Te cTpyKTypHoro 

no.ll,pa3.ll,eJ1eHH~ o6pa30BaTeJ1bHOfO y'Ipe)l()l,eHH~ ; 

3.1.12. aHMH3HpyeT H npe.ll,CTaBJl~eT pyKOBO)l,CTBY CBe)l,eHH~ 0 npH'IHHaX 

aKa)l,eMHLJecKoi1 3a.ll,OJ1)1(eHHOCTH cnyrnaTenei1 , OTCeBa cnyrnaTenei1, a TaK)I(e OPieTi>I no 

BblllOJlHeHHlO yqe6HOH Harpy3KH npeno)l,aBaTeJl~MH; 

3 .1.13. COCTaBJl~eT rpa¢HK HCI10Jlb30BaHH~ ay)l.HTOpHOfO tPOH)l,a )l,Jl~ 3aH~T.HH C 

o6y'1aiOIL(HMHC~ ; 

3.1.14. OCyll(eCTBJl~eT npaBHJlbHOe Be)l,eHHe )l,enonpOH3BO)l,CTBa )l,eKaHaTa B 

COOTBeTCTBHH C yTBep)l(.ll,eHHOH HOMeHKJ1aTypoJ1 )],en ; 

3 .1.15. yLJaCTByeT B npouecce nO)l,fOTOBKH H Bbi)l,a'Ie )l,OKyMeHTOB no HTOfaM o6yLJeHH~ ; 

3 .1.16. B3aHMO)l.ei1cTsyeT co sceMH COTPY.ll.HHKaMH B csoeM no.ll,pa3.ll,eneHHH, a TaK)I(e 

yqe6HO-MeTO)l,HlJeCKHM OT)l,eJlOM, 6H6J1HOTeKOH, OT)l,eJlOM no CB~3~M C 06IUeCTBeHHOCTblO, 

6yxranTepHeJ1, lOpH.ll,HlJeCKHM OT)l,eJlOM, npHeMHbiMH .ll,HpeKTOpa H 3aMeCTHTeJ1eH .ll,HpeKTOpa no 

BOnpocaM, CB~3aHHbiM C )l,e~TeJlbHOCTblO cpaKyJlbTeTa; 

3.1.1 HCnOJlH~eT nopy'IeHH~, He KaCaJOIL(HeC~ np~MbiX ero )l,OJl)I(HOCTHbiX o6~3aHHOCTei1 , OT 

JlHU a)l,MHHHCTpaUHH, TOJlbKO npH HMH'IHH pe30JIJOUHH )l,eKaHa ¢aKyJ1bTeTa. 

3.1.2 nonyqaeT HH¢opMaUHJO oT cny)l(6 11 cTpyKTYPHbiX no.ll,pa3.ll,eneHHi1 YHHBepcHTeTa, 

eCJlH 3TO He BXO)l,HT B np~Mble o6~3aHHOCTH nOCJie)l,HHX, Ha OCHOBe COOTBeTCTBYJOIL(efO 3anpoca 

C BH30H )l,eKaHa ¢aKyJ1bTeTa HJlH 3aMeCTHTeJ1~ .ll,HpeKTOpa, KOOp.ll,HHHpyiOmero BOUpOCbl 

)l,OIIOJlHHTeJlbHOfO o6pa30BaHH~ (.ll,anee KOOp.ll,HHHpyiOIUero 3aMeCTHTeJ1~ .ll,HpeKTOpa) B 

3aBHCHMOCTH oT IIO)l,'IHHeHHOCTH CTPYKTypHoro no.ll,pa3.ll,eneHH~, B KOTopoe HanpasneH 3anpoc; 

3.1.3 yse)l,oMn~eT Henocpe.ll,CTBeHHoro pyKoBO.ll.HTen~ o HeB03MO)I(HOCTH no 

ysa)I(HTenbHbiM npH'IHHaM BblllOJlHHTb CBOH TPY.ll.OBbie o6~3aHHOCTH He no3)l,Hee HaLJana 

pa6o'1ero )l,H~ J1I06biM tPHKCHpOBaHHbiM CnOC060M (nHCbMeHHO, no 3JleKTpOHHOH nO'ITe, 

¢aKCHMHJ1bHOH CB~3bl0, SMS-C006ll(eHHeM no Tene¢oHy), n03BOJ1~lOIL(HM )l,OCTOBepHO 

onpe.ll,eJlHTb nonyLJeHHe yKa3aHHoro yse)l,OMJieHH~ a.ll,pecaToM ; 

3.1.4 npe.ll,CTaBJl~eT )l,Jl~ peKJlaMHbiX, OTLJeTHbiX MaTepHMOB, MOHHTOpHHfOBbiX onpOCOB H 

o¢HUHMbHoro cai1Ta HHY Blll3 - llepMb B ycTaHOBJieHHOM noKMbHhiMH aKTaMH 

HHY Blll3 nop~.ll,Ke HH¢opMaQHIO o cBoei1 npo¢eccHOHMhHOi1 )l,e~TenbHOCTH; 

3 .1.5 He pe)l(e )l,Byx pa3 B He)l,eJllO 3HaKOMHTC~ C HHtPOpMal(HeH, pa3MemaeMOH Ha 1-H 

CTpaHHUe o¢HUHMhHoro cai1Ta (nopTana) HHY Blll3 11 HHY Blll3 - llepMh; 

3 . 1.6 HeceT HHbie o6~3aHHOCTH , ycTaHoBneHHbie 3aKoHo)l,aTeJ1bCTBOM PoccHHCKOH 

<l>e.ll,epaUHH 11/ HnH noKMbHhiMH HOpMaTHBHhiMH aKTaMH (npHKa3aMH, pacnop~)l(eHH~MH) HHY 
Blll3, HHY Blll3 - llepMb; 

3 .1. 7 BbmonH~eT ycTHbie 11 nHCbMeHHbie nopyqeHH~ pyKoBO.ll.CTBa HHY Blll3, .ll.HpeKTopa 

HHY Blll3 - llepMb, Koop.ll,HHHpyiOmero 3aMeCTHTen~ .ll.HpeKTopa HHY Blll3 - llepMb 11 
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.n:eKaHa <l>IJIJ B paMKaX B03JIO)I(eHHbiX Ha cpaKyJibTeTa npocpeCCHOHaJibHOH nepeno.n:rOTOBKH 

HHY Blll3 - ITepMb 3Maq H cpyHK~HH: ; 

3.1.8 npH o6Hapy)l(eHHH He.D:OCTaTKOB B pa6oTe BHOCHT .n:eKaHy npe.D:JIO)I(eHI-UI no 

coseprneHCTBOBaHHIO pa6oTbr cpaKyJihTeTa npocpeccHOHaJihHOH nepeno.n:roTOBKH HHY Blll3 -

ITepMb, noBhirneHHIO 3cpcpeKTHBHOCTH ero .n:e51TeJihHOCTH; 

3 .1. 9 npe.D:CTaBJI51eT .lJ:J151 peKJiaMHbiX, OTqeTHbiX MaTepHaJIOB, MOHHTOpHHfOBbiX onpOCOB H 

ocpH~HaJihHoro caH:Ta (nopTana) HHY Blll3, HHY Blll3 - ITepMb B ycTaHOBJieHHOM 

JIOKaJihHhiMH aKTaMH HHY Blll3, HHY Blll3 - ITepMb nop51.D:Ke HHcpopMa~HIO o csoeH: 

npocpeCCHOHaJibHOH .D:e51TeJihHOCTH; 

3 .1.1 0 HcnoJih3yeT Ha.n:ne)l(a~HM o6pa3oM o6opy.n:osaHH:e, npH6ophr, MaTepHaJihi, 

KOMnhiOTep H oprrexHHKy, 6epe)I(HO OTHOCHTC51 K HMy~ecTBY HHY Blll3, B03Me~aeT y~ep6, 

npHqH:HeHHhiH HHY Blll3, B pa3Mepe H nop51.n:Ke, ycTaHOBJieHHOM .n:eH:cTByiO~HM 

3aKOHO.lJ:aTeJibCTBOM; 

3. 1.11 KaqecTBeHHO, CBOeBpeMeHHO, B nOJIHOM 06beMe BbiiiOJ1H51Tb B03J10)1(eHHbie Ha Hero 

TPY.ll:OBbie o6513aHHOCTH; 

3 .1.12 ocy~eCTBJ151eT xpaHeHH:e .lJ:OKYMeHTOB cpaKyJih TeTa npocpeCCHOHaJibHOH 

nepeno.n:roTOBKH HHY Blll3 - ITepMb B cooTBeTCTBHH c JIOKaJihHhiMH (HopMaTHBHhiMH) ai<TaMH 

HHY Blll3, HHY Blll3 - ITepMb; 

3 .1 .1 7. coxpaH51eT KOHcpH.n:eH~HaJihHOCTh cse.n:eHHH, co.n:ep)l(a~HXC51 B .n:oKyMeHTax. HHY 
Blll3, HHY Blll3 - ITepMb H (HnH) nocTynHBWHX oT TpeTbHX JIH~; 

3.1.18. HHcpopMHpyeT BhirnecT051~ero pyKoBO.lJ:HTeJI51 o Bhl5IBJieHHhiX HapyrneHH51X H 

He.D:OCTaTKaX B npo~ecce HCnOJIHeHH51 CBOHX .lJ:OJl)I(HOCTHbiX 06513aHHOCTeH H BHOCHT 

npe.D:JIO)I(eHH51 no HX ycTpaHeHHIO; 

3 .1.19. yse.n:oMJI51eT oT.n:en Ka.n:pos HHY Blll3 - ITepMb o nepeMeHe cpaMHJIHH, uMeHH, 

oTqeCTsa, a.n:peca perHcTpa~HH, a.n:peca cpaKTHqecKoro MecTa )I(H:TeJibCTBa, noqTosoro a.n:peca, 

3aMeHe nacnopTa, H3MeHeHHH llHbiX nepCOHaJibHbiX .n:aHHbiX B nHCbMeHHOH cpOpMe He n03.D:Hee 

TpeX.D:HeBHOfO CpOKa CO .lJ:H51 TaKHX H3MeHeHHH; 

3.1.20. He pa3rJiarnaeT OXpaH51eMyiO 3aKOHOM TaHHY (rocy.n:apCTBeHHyiO, KOMMepqecKyiO, 

CJiy)l(e6HyiO H HHyiO ) , CTaBillyiO H3BeCTHOH B CB513H C HCnOJIHeHH:eM TPY.ll:OBbiX 06513aHHOCTeH, 

3 .1.21. B TOM qlfcne He pa3marnaeT nepcoHaJihHbie .n:aHHbie .n:pyroro pa6oTHHKa, 

o6yqaiO~HXC51, TpeTbHX JIH~ ; 

3.1.22. o6ecneqH:saeT 3a~HTY nonyqeHHhiX B CB513H c HcnonHeHH:eM CBOHX TPY.ll:OBhiX 

06513aHHOCTeH nepCOHaJibHbiX .n:aHHbiX .n:pyrHX pa60THHKOB, o6yqaiO~HXC51, TpeTbHX Jill~ OT 

HenpaBOMepHOfO HX HCnOJib30BaHH:51 HJIH yTpaTbi; 

3 .1.23. csoespeMeHHO nonyqaeT H HCnOJih3yeT npH HcnonHeHHH TPY .D:OBhiX 

o6513aHHOCTeH: KopnopaTHBHYIO 3JieKTpOHHYIO noqTy HHY Blll3 (KopnopaTHBHYfO 

3JieKTpOHHYIO noqTosyiO CHCTeMy (K3ITC) HHY Blll3, JIIfqHhiH noqToBhiH 51~HK B K3ITC), B 

06513aTeJibHOM nop51.D:Ke e)l(e.lJ:HeBHO 3HaKOMHTC51 C ee co.n:ep)l(aHHeM, CBOeBpeMeHHO OTBeqaeT Ha 

3anpOChi; C06JIIO.D:aeT Tpe6oBaHH51 PemaMeHTa HCnOJib30BaHH51 KOpnopaTHBHOH 3JieKTpOHHOH 

noqTOBOH CHCTeMbi pa60THH:KaMH rY-Blll3 H HHhie JIOKaJibHbie ( HOpMaTH:BHhie) aKTbl . HHY 
Blll3, HHY Blll3 - ITepMb no HcnoJih30BaHHIO KopnopaTHBHOH 3JieKTpOHHOH noqTbi . HHY 
Blll3, HHY Blll3 - ITepMb (yKa3biBaeTc51 npH Heo6xo.n:HMOCTH, ecnH pa6oTHHKY Tpe6yeTC51 

HcnoJib30BaHHe K3ITC HHY Blll3); 

3.1 .24. no.n:KJIIOqaeTC51 H HcnoJih3yeT npH Hcnon HeHHH TPY.ll:OBhiX o6513aHHOCTeH: 

ocHOBHhre KopnopaTHBHhie CHCTeMbi HHY Blll3 co6niO.n:aeT JIOKaJihHhie ( HopMaTHBHhie) aKThi 

HHY Blll3, HHY Blll3 - ITepMb npH HcnoJib30BaHHH OCHOBHhiX KopnopaTHBHhiX CHCTeM, 

CBOeBpeMeHHO H e)l(e.lJ:HeBHO ocy~eCTBJ151eT He06XO.lJ:HMbie .n:eifCTBH51 C YKa3aHHbiMH OCHOBHbiMH 

KOpnopaTHBHblMH CHCTeMaMH (YKa3biBaeTC51 npH He06XO.lJ:HMOCTH, eCJIH pa60THHKY Tpe6yeTC51 

HcnoJib30BaHH:e ocHOBHhiX KopnopaTHBHhiX cHcTeM HHY Blll3); 

3.1.25. BbiiiOJ1H51eT OT.D:eJihHbie CJiy)l(e6Hbie nopyqeHH51 pyKOBO.lJ:H:TeJ151, CB513aHHbie C 

ocHOBHoH: .n:e51TeJibHOCThiO cpaKyJihTeTa npocpeccHOHaJihHOH nepeno.n:roTOBKH HHY Blll3 

ITepMh, Ho He YKa3aHHhie s HaCT051~eH: HHCTPYK~HH ; 
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3 .1.26. BhiiiOJIH5IeT HHhie 065I3aHHOCTH, ycTaHOBJieHHhie 3aKOHO,[(aTeJihCTBOM 

PoccHlicKoM: <l>e,Ll,epaiiHH HI HJIH JIOKaJihHhiMH, noKaJihHO - HOpMaTHBHhiMH aKTaMH, B TOM qHcne 

npHKa3aMH HHY Blll3 H HHY Blll3 - IlepMh, perneHH5IMH yqeHhiX coseToB HHY Blll3, HHY 

Blll3 - IlepMh. 

3.2. CneiiHaJIHCT no YMP I KaTeropHH BhiiiOJIH5IeT cne.[(yiOmHe .[(eMcTBH5I npH o6pa6oTKe 

o6me.[(OCTYIIHhiX nepCOHaJihHhiX .[(aHHhiX o6yqaiOIIIHXC5I nporpaMM npoQ:>eCCHOHaJihHOH 

nepeno,[(rOTOBKH, nOBhiiiieHH5I KBaJIHQ:>HKaiiHH, TpeHHHrOB, CeMHHapOB H T . .[(. , KaK cy6'heKTOB 

nepcoHaJihHhiX ,[(aHHhiX (.[(anee-cy6beKThi Il,lJ;H): 

3.2.1. OCyiiieCTBJI5IeT c6op, 3anHCh, CHCTeMaTH3aiiHlO, HaKOIIJieHHe, xpaHeHHe, 

YTOqHeHHe ( 06HOBJieHHe, H3MeHeHHe ), H3BJieqeHHe, HCnOJih30BaHHe, nepe.[(aqy 

(pacnpOCTpaHeHHe, npe,Ll,OCTaBJieHHe, .[(OCTyn), o6e3JIHqHBaHHe, 6JIOKHpOBaHHe, y.[(arteHHe, 

yHHqTo)l{eHHe nepcoHaJihHhiX .[(aHHhiX cy6beKTOB Il,lJ;H c HcnoJih30BaHHeM cpe,Ll,CTB 

aBTOMaTH3aiiHH; 

3.2.2. ocymecTBJI5IeT pa6oTy C nepCOHaJihHhiMH ,[(aHHhiMH cy6beKTOB fl,lJ;H TOJihKO B 

o6beMe, OTseqaiOmeM IIeJI5IM c6opa H o6pa6oTKH nepcoHaJihHhiX .[(aHHhiX (nepeqeHh): Q:>aMHJIH5I, 

HM5I, OTqeCTBO, non; rpa)l{,[(aHCTBO, ,[(aTa, rO.[(, MeCTO p0)l{,[(eHH5I ; o6pa30BaHHe, KBaJIHQ:>HKaiiH5I H 

HX ypoBeHh; IIpoQ:>ecCH5I (cneiiHaJihHOCTh) KBaJIHQ:>HKaiiH5I H HX ypoBeHh; a,Ll,pec pemCTpaiiHH H 

noqTOBhiH a,Ll,pec; HOMepa TeJieQ:>OHOB (M06HJihHhiH, pa6oqHi1:); a,Ll,pec 3JieKTpOHHOH noqThi; 

MeCTO )l{HTeJihCTBa; cepH5I, HOMep, naCIIOpTa, .[(OKyMeHTOB 06 o6pa30BaHHH H KBaJIHWHKaiiHH, 

.[(aTa HX Bhi.[(aqH c yKa3aHHeM opraHa HI HJIH opraHH3aiiHH, Bhi.[(aBIIIHX .[(OKyMeHT, HJIH 

3aMeH5IIOIIIHX .[(OKYMeHTos; JIHqHhie Q:>oTorpaqmH, cse.[(eHH5I o 3aKJIIOqeHHOM H . I HJIH 

onnaqeHHOM .[(Orosope (,Ll,orosope o6 OKa3aHHH nnaTHhiX o6pa3oBaTeJihHhiX ycnyr/ .[(orosope o 

IIenesoM npHeMe/.[(orosope, o IIenesoM o6yqeHHH); 

3.2.3. ocymecTBJI51eT pa6oTy c nepcoHaJihHhiMH, Q:>H3HqecKoro JIHIIa-rpa)l{,[(aHHHa P<l> B 

IIeJI5IX: 3aKJIIOqeHHe TPY.[(OBhiX .[(OrosopoB rrrx Ha BhiiiOJIHeHHe pa6oTI OKa3aHHe ycnyr c 

Q:>H3HqecKHM JIHIIOM - rpa)l{,[(aHHHOM P<l>; BhiiiOJIH5IIOIIIero pa6oThi-OKa3aHHe ycnyr no 

.[(OrOBOpaM fflX B 06beMe (nepeqeHh): Q:>aMHJIH5I, HM5I, OTqecTBO, nOJI, ,[(aTa, rO.[(, MeCTO 

p0)l{,[(eHH5I, o6pa30BaHHe, KBaJIHWHKaiiH5I H HX ypoBeHh, HaJIHqHe yqeHOH CTeneHH, yqeHOrO 

3BaHH5I, a,Ll,pec perHCTpaiiHH H noqTOBhiH a,Ll,pec, HOMepa TeJieQ:>oHOB (M06HJihHhiH, .[(OMaiiiHHH, 

pa6oqHi1:), a,Ll,pec 3JieKTpOHHOH noqThl, MeCTO )l{HTeJihCTBa, nacnOpTHhie ,[(aHHhie, MeCTO pa60Thi, 

.[(OJI)l{HOCTh, 3aHHMaeMM .[(OJI)l{HOCTh rocy.[(apcTBeHHOH: HJIH MYHHIIHnaJihHOH cJiy)l{6hi, HHH, 

CHHJIC, 6aHKOBCKHe peKBH3HThi, pa3Mep B03Harpa)l{,[(eHH5I 3a BhiiiOJIHeHHhie pa6oThi 

( OKa3aHHhie ycnyrH) .[(J15I npoBe,[(eHH5I 3aH5ITHH no nporpaMM IIOBhiiiieHH5I KBaJIHQ:>Hi<aiiHH 

npe,Ll,yCMOTpeHHhiX 3aKOHO,[(aTeJihCTBOM H npaBHJiaMH BHyTpeHHerO Tpy,Ll,OBOrO pacnop5I.[(Ka 

HHY Blll3; Q:>opMHposaHH5I oTqeTHoii H cTaTHCTHqecKoii .[(OKyMeHTaiiHH B cooTBeTCTBHH c 

BHyTpeHHHMH paCIIOp5I)l{eHH5IMH H Q:>e,Ll,epaJihHhiMH 3aKOHaMH; 

3.2.4. npH pa60Te C nepCOHaJihHhiMH .[(aHHhiMH cy6beKTOB fl,lJ;H C06JIIO,[(aeT BCe 

onHcaHHhie B IloJIO)l{eHHH o6 o6pa6oTKe nepcoHaJihHhiX .[(aHHhiX HHY Blll3, Ilop5I.[(Ke 3aiiiHThi 

nepCOHaJihHhiX ,[(aHHhiX pa60THHKOB rocy,Ll,apCTBeHHOro YHHBepCHTeTa - BhiCIIIeii IUKOJihl 

3KOHOMHKH, I1oJIO)l{eHIIH ITepMCKOro Q:>HJIHaJia rocy,Ll,apcTBeHHOro YHHBepCHTeTa - BhlcrneH: 

IIIKOJihl 3KOHOMHKH «0 pa6oTe C .[(OKyMeHTaMH, CO,Ll,ep)l{aiiiHMH nepCOHaJihHhie ,[(aHHhie 

pa6oTHHKOB», H HHhiX HOpMaTHBHhiX aKTax P<l> H JIOKaJihHhiX aKTax HHY Blll3, HHY Blll3-

flepMh no o6pa60TKe nepCOHaJihHhiX ,[(aHHhiX. 

4. liP ABA 
4.1. CneiiHaJIHCT no YMP I KaTerop:H:H :HMeeT npaso: 

4.1.1 B npe.[(eJiaX CBOeH KOMIIeTeHIIHH C006IIIaTh Henocpe,Ll,CTBeHHOMY pyKOBO.[(:HTeJIIO 0 

BCeX Bhi5IBJieHHhiX B npouecce ,[(e5ITeJihHOCTH He,[(OCTaTKaX H BHOCHTh npe.[(JIO)l{eH:H5I no HX 

yCTpaHeH:HlO, a TaK)l{e BHOCHTh npe,Ll,JIO)l{eHH5I no COBepiiieHCTBOBaH:HlO pa60Thl (yKa3hiBaeTC5I 

Ha:HMeHOBaH:He CTpyKTypHoro no.[(pa3,Ll,eJieH:H5I, B KOTOpOM q:HCJI:HTC5I pa60THHK) B paMKaX CBOHX 

Tpy,Ll,OBhiX 065I3aHHOCTei1:; 

4.1.2 IIOBhiiiiaTh CBOIO KBaJIHQ:>:HKaiiHIO B ycTaHOBJieHHOM nOp5I,Ll,Ke; 
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4.1.3 nOJih30BaThC51 ycrryraMM 6M6JIMOTeKM, KOMnhiOTepHOrO L(eHTpa M .npyrMX 

no.npa3.nerreHMH HHY Blll3 - ITepMh; 

4.1.4 norrh30BaThC51 B nop51.[(Ke, ycTaHosrreHHOM B HHY Blll3 ITepMh, 

MH¢0pMaL(MOHHhiMM pecypcaMM, npe.[(OCTaBJI51eMhiMM pa60THMKaM, B TOM qJ1CJie pecypcaMM 

HHTepHeT, 3JieKTpOHHOH noqToH:; 

4.1.5 3HaKOMMThC51 c npoeKTaMM perneHMH PYKOBO.[(CTBa HHY Blll3 - ITepMh, KacaiOIL(MXC51 

ero ,[(e51TeJihHOCTM; 

4.1.6 M36MpaTh .nerreraTOB M 6hiTh M36paHHhiM ,[(erreraTOM Ha KOH¢epeHL(MIO HayqHO­

ne.narorMqecKMX pa60THMKOB, npe.[(CTaBMTeJieH .npyrMX KaTeropMH pa60THMKOB M o6yqaiOIL(MXC51 

HHY Blll3 - ITepMh; 

4.1. 7 MHhie npasa, ycTaHosrreHHhie 3aKoHo.naTeJihCTBOM PoccMlicKoH: <De.nepau;MM, 

rroKarrhHhiMM, rroKarrhHO-HOpMaTMBHhiMM aKTaMM, B TOM qMcrre npMKa3aMM HHY Blll3 M HHY 

Blll3 - ITepMh, Tpy.noshiM .norosopoM, 3aKJIJOqeHHhiM Me)l(.ny pa6oTHMKOM M pa6oTo,[(aTerreM. 

4.1.8 M36MpaThC51 M 6hiTh M36paHHhiM B opraHhi ynpasrreHM51 HHY Blll3 - ITepMh; 

4.1.9 o6)1(aJIOBaTh npMKa3hi M pacnop51)1(eHM51 a.nMMHMCTpau;rm HHY Blll3, HHY Blll3 -
ITepMh B nop51.nKe, ycTaHoBrreHHOM 3aKoHo.[(aTerrhcTBOM PoccMHCKOH <De.nepau;MM; 

4.1.1 0 npM BhiiiOJIHeHMM 06513aHHOCTeH no OCHOBHOH .[(OJI)I(HOCTM, BeCTM HayqHyiO M 

ne.narorMqecKyiO .ne51TeJihHOCTh Ha ycrroBM51X BHYTPMBY30BCKoro cosMeCTMTerrhCTBa MJIM 

noqacosoH: onrraThi; 

4.1 .11 Ha 3aiL(IITY CBOeH npo¢ecCMOHaJihHOH ,[(e51TeJihHOCTM qeCTM M .[(OCTOMHCTBa; 

4.1.12 BHOCMTh Ha paCCMOTpeHMe Henocpe.[(CTBeHHOrO pyKOBO.[(MTeJI51 npe.[(JIO)I(eHM51 no 

COBeprneHCTBOBaHMIO ,[(e51TeJihHOCTM ¢aKyJihTeTa npo¢ecCMOHaJihHOH nepeno,[(rOTOBKM 

HHY Blll3 - ITepMh. 

4.2. Cneu;MarrMcT no YMP I KaTeropnn KaK cy6oeKT nepcoHarrhHhiX .naHHhiX MMeeT npaso: · 

4.2.1. norryqaTh norrHyiO MH¢0pMaL(MIO 0 CBOMX nepCOHaJihHhiX ,[(aHHhiX M cnoco6e 

o6pa60TKM 3TMX ,[(aHHhiX (B TOM qJ1CJie aBTOMaTM3MpOBaHHOH); 

4.2.2. ocymecTBJI51Th CB060.[(HhiH .[(OCTyn K CBOMM nepCOHaJihHhiM ,[(aHHhiM; 

4.2.3. Tpe6osaTh BHeceHM51 Heo6xo.nMMhiX M3MeHeHMH, yHMqTo)l(eHM51 MJIM 6rroKMpoi3aHM51 

nepCOHaJihHhiX ,[(aHHhiX, KOTOphie 51BJ15110TC51 HenOJIHhiMM, ycTapeBlliMMM, He,[(OCTOBepHhiMM, 

He3aKOHHO norryqeHHhiMM MJIM He 51BJI5110TC51 He06XO,[(MMhiMM ,[(J151 3a51BJieHHOH L(eJIM o6pa60TKM; 

4.2.4. o6)1(aJIOBaTh B nop51.nKe, ycTaHosrreHHOM 3aKOHO.[(aTeJihCTBOM PoccMHCKOH 

<De.nepaL(MM ,[(eHCTBM51 (6e3,[(ei:fcTBMe) ynoJIHOMoqeHHhiX .[(OJI)I(HOCTHhiX JIML(. 

5. OTBETCTBEHHOCTh 
5 .1. Cneu;MarrMcT no YMP I KaTeropnM HeceT OTBeTCTBeHHOCTh 3a: 

5.1.1 HeMCnOJIHeHMe MJIM HeHa,[(Jie)l(aiL(ee MCnOJIHeHMe CBOMX Tpy.[(OBhiX 06513aHHOCTeH, 

npe.nycMOTpeHHhiX HaCT0511L(eH .[(OJI)I(HOCTHOH MHCTpyKu;MeH, Tpy.[(OBhiM ,[(OrOBOpOM, 

ITorro)l(eHMeM o ¢aKyrrhTeTe npo¢eccMOHaJihHOH nepeno.nroTOBKH; 

5 .1.2 3a HeBhiiiOJIHeHHe MJIM HeCBOeBpeMeHHOe BhiiiOJIHeHMe npMKa30B peKTOpa, .[(HpeKTOpa 

HHY Blll3 - ITepMh, pacnop51)1(eHMH, yKa3aHMH, nopyqeHnH: BhirnecT0511L(MX pyKoBO.[(HTerreif, 

.npyrMX JIOKaJihHhiX (HOpMaTMBHhiX), opraHM3aL(MOHHO-pacnop51.[(MTeJihHhiX ,[(OKyMeHTOB; 

5.1.3 npnqnHeHne HHY Blll3, HHY Blll3- ITepMh MaTepnarrhHoro ymep6a; 

5.1.4 npaBOHapyrneHM51, .nonymeHHhie npH ocymecTBJieHMM Tpy.[(OBOH ¢YHKL(MM; 

5.1.5 npeBhillieHMe npe.[(OCTaBJieHHhiX nOJIHOMOqMif; 

5.1.6 pa3rrrarneHMe KOH¢M,[(eHL(MaJihHhiX CBe,[(eHMH, KOMMepqecKOH TaHHhi, nepCOHaJihHhiX 

,[(aHHhiX pa60THMKOB, o6yqaJOIL(MXC51 M MHhiX TpeThMX JIML(; 

5 .1. 7 HapyrneHMe npaBMJI npOTMBOnO)I(apHOH 6e30naCHOCTM M TeXHMKM 6e3onaCHOCTM, 

oxpaHhi Tpy.na, npasnrr BHyTpeHHero Tpy.noBoro pacnop51.nKa, ycTaHoBrreHHhiX B HHY Blll3; 
5.1.8 He06ecneqeHMe o6pa60TKM nepCOHaJihHhiX ,[(aHHhiX pa60THMKOB, o6yqaJOIL(MXC51, 

TpeThMX JIML(, TOM qncrre 3aKa3qf1KOB, B COOTBeTCTBMM C L(eJI51MM, B 06oeMe M CnOC06aMM 

B paMKaX norryqeHHOrO corrraCM51 Ha o6pa60TKY nepCOHaJihHhiX ,[(aHHhiX OT TaKMX JIML(; 
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5.1.9 MHbie HapyweHM51, cosepweHHbie s npouecce ocymecTsrreHM51 csoMx Tpy)lOBbiX 

06513aHHOCTeH; 

5.1.1 0 B MHbiX crryqMx, npe)lycMoTpeHHhiX )leti:cTBYJOmMM 3aKoHo)laTeJTbCTBOM PoccMHCKOH 

<!>e)lepaUMM MI MJTM JTOKaJTbHbiMM, JTOKaJTbHO-HOpMaTMBHbiMM aKTaMM, B TOM qMcrre npMKa3aMM 

HI1Y Blll3 M HI1Y Blll3 - llepMb. 

5.2 CneuMarrMCT no YMP I KaTeropMM B crryqae pacnpoCTpaHeHM51 nepcoHaJTbHbiX )laHHhiX, 

CTaBIIIMX )lOCTynHbiMM B npouecce BbiTIOJTHeHM51 CBOeH Tpy)lOBOH cpyHKUMM, HeCeT 

OTBeTCTBeHHOCTb B COOTBeTCTBMM C cpe)lepaJTbHbiMM 3aKOHaMM: )lMCl{MnJTMHapHyJO, 

a)lMMHMCTpaTMBHyJO, rpa)K)laHCKO-npaBOByJO M yrOJTOBHyJO. 

6. 3AKJIIOqHTEJihHhiE llOJIQ)KEHH51 
6.1 HacTo51mM )lOJI)KHOCTHM MHCTPYKUM51 scTynaeT s CMJTY co )lH51 ee perMCTpaUMM B 

OT)lerre Ka)lpos HI1Y Blll3 - llepMb nocrre yTsep)K)leHM51 )lOJT)KHOCTHOH MHCTPYKUMM 

)lMpeKTopoM HHY Blll3 - llepMb. 

6.2 HacTo51mM )lOJI)KHOCTHM MHCTPYKUM51 cTaHOBMTC51 o6513aTeJTbHOH )lJT51 pa6oTHMKa c 

)laTbi 03HaKOMJTeHM51 C HeH no)l pocnMCb. 

6.3 HacTo51ma51 )lOJT)KHOCTHM MHCTPYKIIM51 yTpaqMsaeT cMrry: 

-c )laTbi perMCTpaUMM HOBOH )lOJI)KHOCTHOH MHCTPYKUMM no )lOJI)KHOCTM cneuMarrMcTa no 

YMP I KaTeropMM; 

-MCKJIJOqeHM51 YKa3aHHOH )lOJI)KHOCTM 113 IIITaTHOfO pacnMCaHM51 COOTBeTCTByiOmero 

cTpyKTypHoro no)lpa3)leneHM51 HI1Y Blll3 - llepMb. 

,l(OJDKHOCTHYIO HHCTpyKIJ,HIO COCT3BHJI: 

,[(eKaH cpaKyrrhTeTa HHY Blll3-llepMb 

« cltJ » tJ ij 20 18 ro)la 

COrJIACOBAHO 

3aMeCTMTerrb )lHpeKTopa HI1Y Blll3-llepMb 

« d4 {Jt; 2018 ro)la 

HaqarrhHMK OT)lena Ka)lpos HI1Y Blll3-llepMb 

« ~> tJ t,j 2018 ro)la 

B. B. fpa6apb 

A. B. 06orroHCKM 

11. H. Karr51BMHa 
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JIIICT 03HAKOMJIEHII.H C ,li;OJIJKHOCTHOH IIHCTPYKQIIEH 

crreu,HanH:cTa no YMP I KaTeropHH <l_}aKynbTeTa rrpo¢eccH:oHaJibHOH rreperro,ZJ,rOTOBKlf 
8.2.4.3 

« dP » ___ tJ_tf ___ 2018 ro,ZJ,a 

C HaCT051IIJ,eH ,ZJ:omKHOCTHOH lfHCTp)'KU,lfeH 03HQKOMJleH: 

,ll;aTa 11 pocn11cb ,ll;aTa 11 HOMep np11Ka3a 
,ll;aTa 11 HOMep np11Ka3a 

<1>aMHJJI1H , 11MH, OT4eCTBO 06 OCB060)1()leHI111 
06 03H3KOMJieHI111 0 Ha3Ha4eHI111 Ha )lQJJ)I(HOCTb 

/I /) OT )l0JI)I(H0CTI1 

~[//?7 /1- c-d.~ ' U-tJtr. IJ !?/ ·( .t. ;t,(}c t -~~ CJPW~/ vftkU//IWtfV ~ ~~~ ~ M--~J7 


