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1. OBLLME TTOJIOXEHUA

1.1. Tlonoxkenue o Oyxrantepun (peaepanbHOro rocy 1apcTBEHHOTO OFHKETHOTO
00pa3oBaTeNBHOTO YUPEKACHUS BBICILIETO oOpazoBaHHUsl «Camapckuii
rOCYIapCTBEHHBIN COLMAIBHO-TIENArOTMYECKHA YHUBEpCUTET» (nasee- [lonoxkenue,
Byxrantepust) sBAsE€TCS  CAMOCTOATEIBHBIM — CTPYKTYPHBIM — MOAPA3ACICHUEM
(deaepaabHOro roCcyIapCTBEHHOIO OFOKETHOrO 00pa30oBaTEIbHOIO  YUPEKICHUS
BbICIIEro oOpa3oBaHus «CaMapCKuii TOCYJaPCTBEHHBIN COLMATbHO-MIEIArOTMUYECKAN
yausepeuteTy (aanee — CI'CITY).

1.2.  byxramrepust co3gaercs u  JukBuaupyercs  npukaszom  CICITY
OJTHOBPEMEHHO € CO3JAHUEM WJIH JIMKBAJALMEH YUPEKICHUS.

1.3. ByxranTeputo BO3MIIABISET IJIaBHBINA OyXTanTep.

['maBHbI OyxranTep Ha3HA4aeTCs HA JODKHOCTH M OCBOOOXKIAETCS OT
NOJDKHOCTH npuka3zoM pekropa CI'CILY B mopsiake, yCTaHOBIEHHOM JECHCTBYHOIIAM
3aKOHOJATEIBCTBOM.

PaboTHukn OyxraaTepuu Ha3HAYaKOTCS Ha JOJDKHOCTh MPHUKA30M PEKTOPA
CI'CITY nmo npencTaBiCHUIO IJIABHOTO OyxXrajurepa.

[Ipn Ha3HAueHWM Ha MAOJHKHOCTH TJIABHBIA OyXrajrep NPUHUMACT, a MpPU
OCBOOOXKACHUM OT JOJDKHOCTH CHAET MO aKTy JAeNa B MOPSJIKE, YCTAHOBICHHOM B
CI'CIY.

['maBHbI Oyxranrep OCYIIECTBISIET E€AMHOHAYAIME B CHCTEME YMPABICHUS
OyXrajtepueil, ero peuieHusl, MPUHATHIC B MPEACIAaX KOMIETCHINHU, ONPEACIIIeMOR
JNOJKHOCTHOM MHCTPYKIUEH, 00S3aTENbHBI 711 BCEX COTPYIHUKOB.

1.4. Ha Bpemss OTCYyTCTBHS TJaBHOro Oyxrantepa (KOMaHAMPOBKA, OTHYCK,
OO0JIE3HB U T.I.) PYKOBOJACTBO OyXTraJITepUEl OCYLIECTBIISET €r0 3aMECTUTESTb.

1.5. Kpamudukanmonueie TpeOoBaHus, PyHKIMOHAIBHBIE 00s3aHHOCTH, MTPABa,
OTBETCTBEHHOCTh [JIABHOTO Oyxraiarepa W Jpyrux pabOTHUKOB OyXxraiarepuu
PETrTAMEHTUPYIOTCS  AOJDKHOCTHBIMU MHCTPYKLIMSMHU, YTBEP)KIAEMBIMA PEKTOPOM
CI'CILY.

1.6. byxranrepus B CBOEH AEATENBHOCTH PYKOBOJCTBYETCA:

-penepanbabM 3aKkOHOM P® Ne 402-D3 ot «O OyXranTepcKoM yueTey,
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-IIJIAHOM CYETOB MO OFO/HKETHOMY YUETY M MHCTPYKIMEH MO €ro MPUMEHEHUIO; -
HACTOSIIIMM TOJIOKEHUEM,
-Ycraom CI'CITY, yu4eTHOH NOJMTUKOM By3a.
- IPYTHMH HOPMATHUBHBIMH MPABOBBIMUA JOKYMEHTAMMU.
1.7. Byxrantepuss OCYIIECTBIISET CBOK) NEATEIBHOCTH BO B3aMMOJCHCTBHM C
JAPYTUMU CITy>k0amMu 1 CTPYKTYpHbIMU noapazacieHusMmu CI'CITY noa pykoBOaCTBOM

[JIaBHOTO OyXranrepa.

2. OCHOBHBIE 3AJIAYH BYXT'AJITEPUA

2.1. Opranuzanusa Oyxranrepckoro yuera CI'CITY (puHaHCOBO-X0351ICTBEHHOMN
JEATENBHOCTH.

2.2. XpaHeHue OyXralTepcKux JOKYMEHTOB U PETHUCTPOB yUETA, PACUETOB K HUM.

2.3. AKTHBHOE BO3JCHCTBHE TMOBBIMICHUS S(PPEKTUBHOCTA XO39HCTBEHHOM
JEATENBHOCTH.

2.2. KoHTponp 3a XOJAOM MWCHOJNHEHUS CMET JOXOJ0B M PacxoioB, 3a
WCIOJb30BAHUEM MATCPUABHBIX, TPYAOBBIX U (PMHAHCOBBIX PECYPCOB.

2.3. OOpMUPOBAHUE MOJHOM M JOCTOBEPHOW HMHQPOpPMALMH O JEATEIBHOCTH
CI'CIlY ®m ero HMMYyLIECTBEHHOM TOJOKECHUHW, TMOIb30BATENSIM OyXTranTepCeKon
OTYETHOCTH.

2.4. Yyactue B penenax CBOCi KOMIIETEHTHOCTH B MOATOTOBKE U UCTIOJIHEHUN
VIPABJICHYECKUX PELICHUI PYKOBOACTBA YUPEIKICHHUS.

2.5. TlpoBepka npaBHABHOCTH OQOPMIICHHS JOKYMEHTOB.

3. OCHOBHbLIE ®YHKIHMHU BY XT"AJITEPUHA

3.1. ®opMHUpOBaHUE YUYETHON NOJUTUKH.

3.2. Pa3pabotrka w mnpuHsTHE pabodyero mjaHa CYETOB, (POPM MEPBUUYHBIX
JOKYMEHTOB, MPUMEHSEMBIX HJsi OQOPMIICHUS XO3SMCTBEHHBIX OMNEpALMNA, TO
KOTOPBIM HE MPEAYCMOTPEHBI TUITOBBIE (POPMBI.

3.3. Opranuzaums BEACHUS PA3ACIBHOIO y4eTra JIOXOAO0B M PacxoJ0oB B

COOTBETCTBHHU C YUYECTHOM ITOJTUTAKOM.
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3.4. KoHTponb 3a MPOBENCHUEM WHBEHTAPU3ALMIA OCHOBHBIX cpeactB, MbBII,
HEMATEPUAIBHBIX AKTHBOB, PAacXOJHBIX MmartepuanoB, ['CM. Onankam cTporoi
OTYETHOCTH, (DMHAHCOBBIX BIOXKEHWI, NCHEXKHBIX CPEICTB, MPOUMX  (PUHAHCOBBIX
AKTUBOB, KPEOUTOPCKOM W ACOMTOPCKOW 3aJ0KECHHOCTH, KPEAMTOB OAHKOB,
PE3EPBOB, APYTUX BHJOB UMYIIECCTBA U (PMHAHCOBBIX 00A3aTENBCTB, YUCISIIIUXCS HA
OanaHce yUpeKACHUS.

3.5. Pacnpenenenue B COOTBETCTBUM C HY)KIAMH YUPEKICHHUS, TIOTYUYCHHBIX U3
OropKeTa CyOCHIMI Ha BBITOJIHEHUE 33AHUS YUPEAUTENS.

3.6. ITloaroroka npemioxkennit pykoBoactey CI'CITY mo COBEpPIIEHCTBOBAHUIO
XO3SHCTBEHHON IEATEIBHOCTH.

3.7. Pa3paboTka OpraHu3almOHHO-PACTIOPAAUTENBHBIX TOKyMeHTOB 1o CI'CI1Y,
OTHOCSIIUXCS K KOMIETCHIIUN OYXTaITepUu.

3.8. OcymectBieHue yuera ucnoyib3oanus cpeacts CI'CITY

3.9. TloaroTtoBka MNPEIJIOKEHUA M METOAMYECKMX PEKOMEHIALMA  TI0
npuMeHeHn0 U BHeAPeHUI0 B CI'CITY u3aMeHeHuii B OyXraiTepckoM W HaJOTOBOM
yuere.

3.10. TIposenenue B CI'CITY paboTel MO BOMPOCAM OIUIATHl M CTUMYJIMPOBAHHS
Tpyda, COACHCTBHE B pa3pabOTKE, BHEAPECHUM W Pa3BUTUU HamOosee > (PEeKTUBHBIX
CUCTEM OIUIATHl TPYIA.

3.11. CocraBneHre MECIYHOM, KBAPTAIBbHOM, ronoBoi otuetHocty CI'CITY.

4. CTPYKTVYPA.
4.1. CTpyKTypy M INTaTHYX YHCIEHHOCTb OyXTaJTepUM YTBEPKIAACT PEKTOP
CI'CITY nmo npencTaBie€HUIO IIIaBHOTO Oyxranrepa
4.2. byxrantepus B CBOEM COCTABE UMEET TPYMIIBL:
- TPYIIA y4eTa KaCCOBBIX U OAHKOBCKHX OINMEPALIMIA:
- Trpynna OrnjaThl CTHIICHIMI U OIUIATHI 3a 00YUYEHHE,
- Tpynna yyera 3/TuiaTel U COLMATIbHBIX BBITLIAT,
- TPYIIA y4Ye€Ta MATEPUATbHO-UMYILIECTBEHHBIX LIEHHOCTEN.

4.3. PyKOBOJCTBO I'PYII BO3JIAracTCs HA PYKOBOJIUTEIEH TPYIIN yUETA.
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4.4. PacnipeneneHne OO0sI3aHHOCTEH MEXKIY CEKTOpPaMH, NPEIyCMOTPEHBI

HACTOAIIWUM ITIOJIOZKCHUCM M NOJDKHOCTHBIMHA MHCTPYKIHUAMMU:

I'pynna y4dera kaccoBbIX U 0AaHKOBCKHX onepanuii

Bener kOHTpONb 3a OTYETHOCTHKO KAacCHUPOB. BEJET €XEAHEBHYIO MPOBEPKY
KAaCCOBBIX OTYETOB. [[pOBOAMT MHBEHTAPU3ALIUEO KACCHI.

Bener yder cpeactB mo kacce mo cyocderaMm OyXrajTepckoro ydera mo
OTJIMUUTENIBHBIM TMPU3HAKaM - OIOKET, MNPEANPUHUMATENIbCKAsS JEATEIbHOCTD,
LIEIEBBIE CPEJCTRA.

Bener aHanmuTuueckuii y4eTr mo Kacce mno Bugam cpeactB. CoCTaBisiET
MEMOPHAJIBHBIA OpAep MO Kacce. BeaeT KOHTPOJIb 3a perucTpanueii NpuxoaHbIX U
PacCXOJHBIX KaCCOBBIX OpAEpPOB. DOPMHUPYET KypHAJ PErUCTpallMi MPUXOJHBIX U
PacXOJHBIX KACCOBBIX JOKYMEHTOB. Beaer ydeT cpenctB mo OaHKy mo cyOcderam
OyXTaJaTEPCKOTO ydera no OTJINYUTETBHBIM MPU3HAKAM-OFOJIKET,
MPEANPUHUMATENBCKAS ICITEIILHOCTD, 1IEJIEBBIC CPENCTRA.

Bener  aHamuTmueckuii  y4er  00BEMOB  ()MHAHCUPOBAHUS  PaCcXOOB
denepanbHOro OIKETa MO K&KAOMY JIMIIEBOMY CUYETY B Pa3pe3e JOBEACHHBIX KOJIOB
OropkeTHON Kiaccupukanuu PO, aHanIUTHYECKWA y4eT aCCUTHOBAHWMH (JIMMHUTOB
OODKETHBIX 0053aTENIbCTB) M KACCOBBIX PACXOJA0B MOTyYaTelsl OFOPKETHBIX CPEJICTB.

Bener aHanuTHyecKuii ydeT MO JIMIEBOMY CUETY MO MPEANTPUHUMATEIIbCKOM
JEATENBHOCTH MO BUJAM MPEANTPUHUMATEIBCKON ACITEIBHOCTH.

Bener aHaauTHYeCKUid yYeT MO JIMIEBOMY CUETY MO LEIEBBIM CPEICTBAM, IO
BU/JIaM IICJIEBBIX CPEJICTB U OE€3BO3ME3THBIX MOCTYIUICHUN. BeeT ydeT cpeicTB B MyTH,
KPaTKOCPOUYHBIM (DMHAHCOBBIM BJIOKEHUSIM.

Bener ananutuyeckuii yuet no BantotHoMmy cuety (Hommap CIIA).

Benaer y4er cpeAcTB ¢ NOAOTYETHBIMUY JIUI[AMHU.

AHAJTUTUYECKUIA yYE€T PACUETOB € MOJOTUETHHIMHU JIMI[AMH BEIET B pa3pe3e
MOJOTYETHBIX JIUIL

dopMuUpyeT MEMOPUAIBHBIA OPJEP MO pacyeTaMm ¢ MOAOTYETHBIMU JIMIIAMU TIO

HCTOYHHUKaM HOCTynHGHHﬁ.
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Bener yder cpeactB mo omjaare 3a OOUICKUTHS. AHAJIATHYECKHHA Y4YET MO
OOLISKUTHSM BEACT MO CTYACHTAM, acCliupaHTaM, COTpyAHUKaM. DOPMUPYET CBOJHBIC

BEJOMOCTH 1O BY3Y.

I'pynna onsiatsl cTUNEHANI H OIUIATHI 32 00y4YeHHe

BBINONMHSAET BECh KOMIUIEKC OYXTanTepCKOH palOThI, CBSI3aHHOW C YYETOM,
HAYHCJICHUEM W BBITUIATON CTUNEHAWA W COLMATIBHBIX BBIMIAT CTYICHTAM.

[TpoBepsieT TOKYMEHTBI, CITy>KallUe OCHOBAHUEM JJIsSi HAUUCIICHUSI CTUTICHANH 1
COLMATBHBIX BBITLIAT.

Peructpupyer v XpaHUT JOKYMEHTHI IO YACPKAHUSIM U3 CTUTICHHH.

Bemer yyer pacueToB ¢ JCMOHEHTAMM-CTYJCHTAMH,  ACIHAPAHTAMH,
JOKTOPAHTaMHU.

dopMHUpyeT MEMOpHAIbHBIM  opaep 1o cruneHausM. CocTaBisieT B
YCTAHOBJICHHBIE CPOKM NIEPUOAMYECKYIO U TOAOBYHO OTYETHOCTD MO CTUIEHIUSIM.

Bener pacuer no HAYMCIEHUIO W OMJIATE CTYACHTOB IJIATHOTO 00pa3oBaHUs 3a
oOy4YeHUE.

Bener anamuTuyeckuii yder omiatel 3a 00ydeHHe. DOPMUPYET CBOJHYIO
BEJOMOCTB 10 OIUIATE 33 O0YUYECHHUE.

Bergaer cripaBky AJ1s HAJIOTOBOM MHCIIEKIIMKM O CyMMax OIUIAThI 3a 00y4YEHHE.

Bergaer cripaBku 0 10X01ax CTyACHTaM, aCIAPAHTaM, JOKTOPaHTaM.

Bener yyer rpynmoBeIX JOBEPEHHOCTEH, JOrOBOPOB O MaTepHAIBHON

OTBCTCTBCHHOCTH, PACUYCTHO-INIATCIKHBIX BCIOMOCTEH O IrpyIiiam.

I'pynna y4era 3apaGoTHO# MJIaThl B CONMAIBHBIX BBILIAT
BBINONTHSAET BECh KOMIUIEKC OYXTranTepcKOH palOoThI, CBSI3aHHOW C YUYETOM,
HAYHCJICHUEM W BBITUIATOM 3apa0OTHON MiaThl U COUMAIBHBIX BhILIAT. [IpoBepser
JOKYMEHTBI, CHY>Kallue OCHOBAaHWEM JJI HAYMCICHUS 3apa0OTHOM TUIaThl |
COLIMAIIBHBIX BBITLJIAT.
Peructpupyer u XpaHUT JOKYMEHTHI IO YACPYKAHUIO U3 3apa00THOM MJIaThl.

Bener yder pacyeTroB ¢ JEMOHEHTAMHU MO 3apabOOTHOM TiaTe W COLMATbHBIM
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BbITIaTaM. GOpMUPYET MEMOPUAIBHBIN OpAEP - MO 3apabOTHOM MIaTe.

CocTaBnseT B yCTAHOBIIEHHBIE CPOKH MEPHUOAAYECKYIO U TOJIOBYIO OTYETHOCTH T10
3apabOTHOM TUIaTe W COLMAIBHBIM BHIIJIATaM. BeaeT pacueTsl M0 HAYMCIICHUSM HA
@®OT u cocTapnsSET OTYETHOCTh B (POHBL.

CocraByiileT KapTOYKHA-COPABKK AJIsi KaKAoro paboTHWKA. Beimaer cnpaBku

paboTHHKAM O A0X0Jax O 3apadOTHOM MaTe U yACPKaHHBIX HAIOTraxX.

I'pynna y4yera MaTepuajbHO-UMYIIECTBEHHBIX IEHHOCTe

BeneT kHUTY perucTpaiivii JOroBOPOB, KHUTY YU€Ta BbIAAHHBIX JOBEPEHHOCTEH.
CocTrapisieT KaJieHAApHbI IUIaH MPOBEACHUS WMHBEHTapU3alMii M TPOBOIUT MX
coryiacHo rpaduky. Bener ydeT cpeacTB ¢ pasHbIMU ACOMTOpaMHU U KPEIUTOPAMHU.
Bener aHanuTUyeckuii y4eT Kakaoro aeduTopa W KpeAuTopa MO MCTOYHHMKAM
noctymiaeHud. DopMHUpPYEeT MEMOpPHATIbHBIA OpJAep B pa3pe3e MOCTABLUIMKOB U
NOJPSTUUKOB. BeaeT yuer pacueToB Mo HeocTayaM.

Bener aHanuTUyecKuil y4eT Mo KaKIOMYy BUHOBHOMY JIMILY, AAThl B3UMAaHMsI
33JI0JKEHHOCTH M CYMMBbI HEJTIOCTAUH.

Bener y4er no JMMUTUPOBAHHBIM KHWKKAM, JEHEKHBIM JOKYMEHTaM.
AHaAIMTUYECKUH yUeT BEAET Mo OJaHKaM CTPOroit OTYETHOCTH.

Bener yder ocHOBHBIX cpeiacTB. OCYLIECTBJISET KOHTPOJb 3a MPUCBOECHUEM
00BEKTaM OCHOBHBIX CPEICTB MHBEHTAPHBIX HOMEPOB U HAHECEHUS X HA OOBEKTHI, a
TAKKe MAPKUPOBKY MAJIOLICHHBIX MPEIMETOB, O€Ibsl, MOCTEIbHBIX TPUHAAJIC)KHOCTEMH,
OJIEKIbl U OOYBH.

Ocyl1ecTBISIET KOHTPOJIb 38 MPABWIbHBIM CIIUCAHUEM MPUILEIINX B HETOJIHOCTh
OCHOBHBIX CPEJICTB U MAJIOLICHHBIX MPEIMETOB.

Bener aHamuTUuUeCKuMii  y4E€T OCHOBHBIX CPEACTB MO  MaTepUATbHO-
OTBETCTBEHHBIM JIMIIaM. BeeT M3HOC OCHOBHBIX CPE/CTB.

Benet yuer goHaa B OCHOBHBIX CPEACTBAX M HEMATCPUATbHBIX aKTHBAX, YyUeT
oubmmoreunoro (oHaa.

DopMUPYET MEMOPHAILHBINA OpAEP MO OCHOBHBIM CPECTBAM.

CocTaBnseT TEPUOAUYECKYIO TOAOBYIO OTUETHOCTH O JBHXKCHMHM OCHOBHBIX



cpeacts, MBI L

Bener ananmutnueckuii yuet nmo MbBII o marepranbHO-OTBETCTBEHHBIM JIALIAM.
Bener yuer ¢ponnos B MBI

dopmupyer MeMopualibHbll opaep mo MbBII, HeMarepuanbHBIM aKTHBaM,
oubmmoreunoro GoHaa.

Bener yuer no MarepuanaM U NpoAYKTaM MUTAHUSL.

Bener aHaUTUUYECKMA y4Y€T MO HAUMEHOBAHWUSM, KOJIWYECTBY, CTOUMOCTH U
MaTePUATIbHO-OTBETCTBEHHBIM JILIAM.

CocTaBnseT NEPUOAMYECKYH) M TOJOBYK) OTYETHOCTH MO MATCPUATIBHBIM
3anacam. OOpMUPYET MEMOPUAIIBHBIN OpJEp MO MaTepuasaM, NPOAyKTaM MUTAHUS.

Bener yyer mpoaykTOB NMUTAaHUS. AHAIMTUYCCKAA y4E€T MPOAYKTOB MUTAHUS
BEACT MO HAMMEHOBAHUSAM, COPTaM, KOJMYECTBY, MATEPUATBHO-OTBETCTBEHHBIM
JavuaM. Beretr KOHTPOJIb 3a IMOCTYIUICHUEM U PACXOJ0BAHUEM MATEPUAIBHBIX 3a1aCOB.

Benaer KOHTpoJib 3a MpPaBWIBHOCTHIO O(OPMIICHHS AaKTOB Ha CIMCAHUE
MaTEepUAIIOB U BEIOMOCTEN K HUM.

Bener yuer no cxitany no MBI u marepuansHbIM 3amacam.

[IpOoBOAUT PEBU3MOHHBIA KOHTPOJIb 34 CKJIAJACKAM W ONEPATUBHBIM YYETOM
MAaTEPUATBHBIX LICHHOCTEH Y MAaTEPUATIbHO-OTBETCTBEHHBIX JIULI.

Bener cBepky JaaHHBIX OYyXTraJITEpCKOrO0 ydeTa ¢ y4€TOM Yy MarepuajibHO

OTBCTCTBCHHBIX JIUII, HA CKIIaAC.

5. TIPABA BYXT AJITEPUU

byxranrepus uMeeT Mnpaso:

5.1. 3anpammBare u noiaydats oT nojapazaenacHuii CI'CITY HeoOxoaumbie mis
paboTHI CBEACHUS, MATEPHAJIBI M HAMTPABJIATh UM HEOOXOAMMYEO HH(POPMALUIO IO

COOTBETCTBYIOIAM BOIIPOCAM.

5.2. Ilpusnekars noapaznencaust CI'CITY K BBITOJIHEHUIO COBMECTHBIX paboT.

5.3. IlpoBoauTh, COBEMIAHMS W Y4YaCTBOBATb B  COBCIIAHMIX JAPYTUX
NMOAPA3AEICHUA TPU PACCMOTPEHMM BOINPOCOB, BXOMALMX B KOMIETECHIUIO

Oyxrantepuu.
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5.4. Bnocuth Ha paccMmoTpenue pykoBoacty CI'CITY:

5.4.1. Bompocel, cBs3aHHblE € (PMHAHCOBO-DKOHOMWUYECKOW ACATETBHOCTHIO
CI'CILY.

5.42. IlpennoxkeHuss 00 HM3MEHEHMHM CTPYKTYpPbl M IITAaTHOTO PaCHUCAHHs
Oyxrantepun BY 3a.

5.4.3. llpeanokeHuss O MOOUIPEHUHM B YCTAHOBJIICHHOM MOPSAJIKE COTPYIHUKOB
Oyxrantepun BY3a.

5.4.4. llpeanokeHus 0 MPUMEHEHHH K COTpyAHMKaM Oyxrantepuu BY3a mep
JUCLIMIUIMHAPHOA  OTBETCTBEHHOCTM B COOTBETCTBMM € JEHCTBYIOLLIMM
3aKOHOJATEIILCTBOM.

5.4.5. llpeanoskeHus O HAMPABICHUH COTPYJHUKOB OyXraJTepuu Ha ydely
(MepenoaroTOBKY, MOBBIIIEHUE KBATU(PUKALMH ), HA CTA)KUPOBKU W B KOMAHUPOBKH.

5.5. IlpencraBnsate CI'CITY B yCTaHOBIEHHOM MNOPSAKE BO BCEX OpraHax
OpPraHM3alMsIX, a TAKKE B OTHOUICHUAX C (PU3NYECKMMH JIMIAMH IO BOIPOCaM,

OTHOCSIIIMMCS K KOMIIETEHUN OyXTaITEPHA.






