o

MHUHHCTEPCTBO HAYKH U BBICLIETIO OBPA30BAHHUS POCCUUCKOW ®EJEPALIMA
penepanbHOe rocyiapcTBeHHOe ABTOHOMHOE 00pa3oBaTe/ibHOe YUpekIenHe Boiciiero o6pasoBanus
«HaunonaneHelii HeeeqopaTenbekni Huxkeropoacknii rocylapeTseHnblii YHHBEPCHTET
um. H. H. JlobaueBckoro»
(HHTIY)

IIPUKA3
23. 01. 2024 % 06. 49’-(?4-5?(-%%’4

Huwxunit Hosropon

O eenenuu B jeiicteue [Tonoxkenus o6 otaene o
paboTe ¢ TanaHTIMBOH MOJIOJEKBIO YIpaBJIeHHs
npogopHeHTaLNH U npHeMa abUTYPHEHTOB

B nensx yperynupoBaHus W OpraHM3alliH [esTeNIbHOCTH OTAeNa Mo paboTe ¢
TAJIAHTIIMBOH MOJIONEXKBIO yNpaB/ieHHA NMpo(OpHEeHTALUH U NpHeMa abUTYpPHEHTOB
(enepanbHOro rocylapcTBEHHOrO aBTOHOMHOTO 00pa30BaTeNbHOrO YUpeXkIeHHS
BbICIIero oOpasoBanus «HauuoHanbHbld HccnenoBarenbekuit  Hukeropoackwuid
rocynapcrseHHbl ynusepcuteT uM. H.W. Jlo6aueBckoro» (nanee — otaen mo pabore
C TalaHTJIMBOW  MOJIOAEXKBIO  yNpaBieHHs NpodOpUeHTAUMH ©  [pHeMa
aOMTYpHEHTOB) U B COOTBETCTBHH C pelieHneM yyenoro coera HHI'Y ot 26.12.2023
(npotokon Ne 12)

ITPUKA3BIBAIO:

1. Bectu B nefictBue Ilonoxenue o0 otaene mo pabore ¢ TalaHTIHBOM
MOJIOJIEXKBIO YIpaBieHUs NpoQOpHEHTallMM H TNpHeMa aOUTYpHEHTOB (naiee —
[lonoxenue), yrBepxkaeHHOe pelieHueM ydeHoro cosera HHI'Y ot 26.12.2023
(mporoxoa Ne 12), B cootBeTcTBUH ¢ [IpuoxkeHnem K HacTosALIeMY MPHKAa3y ¢ JATHI
M3JJaHHs HaCTOSLLEro pHKasa.

2. HayanbHuKy ympabieHus NpoQOpHEHTAMH W TpHeMa aOHTypHEHTOB
Arp6e IL.JI. B cpok, He mo3aHee NMATH pabovyMX JHEH C JaThl W3JaHUs HACTOSILErO
npuKasa, o0ecrnedyuTh 03HAKOMJIEHHE pabOTHUKOB OTZeNa 1o padoTe ¢ TalaHTIMBON
MOJIOJI€XKBIO yTpaBieHHs NMpo(OpHEeHTAUU U NpHemMa aOUTYPHEHTOB C HACTOSILUM
MPUKA30M.

3. VYnpasnenuio kopnopatuBHoro pa3suths ([TomosoBa A.B.) obGecneuuts
pasMElleHHe KOMUH HacTofllero mnpukKasa Ha opuunuaibHoM caiite HHIY B
MH(OPMAIIHOHHO-TEIEKOMMYHUKAMOHHON ceTH «VHTepHeT» Ha IJIaBHOW CTpaHHULE
nonpasnena «JlokymeHTel» ¥ B mopapasnene «CTpyKTypa M OpraHel yIpaBlIeHUs
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obpaszoBaTenbHOM  opraHu3zauuen» —crenmanbHoro pasgena «Ceenenus 00
o0pa3oBaTebHOM OpraHu3aLuu».
4. VYnpapnenuto kanpoB (ITonosunkuna E.O.) obecneduTs pa3melleHHe
KOITUK HACTOAIIEro MpUKa3a Ha KopriopaTiBHOM noprane HHI'Y.
5. KoHTpo/b 32 UCIIOJTHEHUEM HACTOSILETO ITPHKAa3a OCTABIISIO 338 COOOH.
/7> !

PekTtop P 0.B. Tpodumos



[Ipunoxenue

K npukazy HHI'Y
or 25.01. 20949 N Ob. 4.9- O%-004%1 /? 7

[losoxenne
00 oTaesie mo paboTe ¢ TAJAHTJIHBON MO0J/10/1€KbI0 YIIPABJIEeHHSA
npoopHEeHTALHH H NIpHeMa A0MTYPHEHTOB

i OO01He noJ10KeHust

1.1.  Hacrosmee Ilonoxenue ycraHaBiuBaeT craryc oraena mo padore ¢
TaJaHTJIMBON MOJIO/I€XKBIO YIIpaBJIeHUs IPOGOpUEHTALIMH H ITpHeMa aOUTYPHEHTOB
¢enepabHOrO roCy1apCTBEHHOTO aBTOHOMHOIO 00pa30BaTENbHOTO YUYPEKIACHHS
Beiciero obOpasoBanus «HaumoHanbHbIH MccneaoBarenbckuil Hukeropopackwuii
rocygapctBeHHblii yHuBepcuteT MM. H.M. Jlobawesckoro» (manee — Ortnen),
pETIAMEHTHPYET €ro CTPYKTYpy, ONpejenseT LenH, 3aaaud, QyHKIuH oTAena, a
TaK)Ke MpaBa, 00A3aHHOCTH U OTBETCTBEHHOCTH €ro pabOTHHKOB.

1.2.  Ormen sABnsieTcss CTPYKTYPHBIM I[OJpa3felieHHEM  YIpaBICHHSA
npodopHeHTaUMH ¥ npuema abUTypHeHTOB (deaepalbHOr0 roCyaapCTBEHHOTO
aBTOHOMHOTO  00pa30BaTeIBbHOTO  YYpEKAEHHA  Beicmiero  oOpa3oBaHHUs
«HauuoHaneHbli  HMcCleaoBaTeNbCKMM  Hukeropoacku  rocyaapCTBEHHBIH
yuuBepcuteT uM. H.W. JlobageBckoro» (nanee no tekcty — YHuBepcurer, HHI'Y)
U co3/laeTcs NPHUKAa30M PEKTOpa B COOTBETCTBHH C PEIICHHEM YYEHOTO COBETa
HHI'Y B nensx obecneyenus paboTel ¢ TaTaHTIMBOH MOJIOAEKBIO U peaM3alluy
ZIOTIOJTHHTENIBHBIX 0011e00pa30BaTeNbHBIX MPOTPAMM.

1.3. B cBoeii nestenbHoctd OTaen pyKOBOACTBYETCS 3aKOHOAATEIbLCTBOM
Poccuiickoii Pexnepauuu, B TOM YMCIE 3aKOHOAATEILCTBOM 00 oOpa3oBaHuw,
3aKOHOJATEILCTBOM O 3alIMTE IEePCOHANBHBIX JAHHBIX, 3aKOHOJATEIBCTBOM O
NPOTHBOJAEHCTBHH KOPPYNLHH, HMHBIMH (efepalbHBIMH 3aKOHAMH M HHBIMH
HOPMAaTHBHBIMH [IPaBOBBIMH aKTaMH, a Takke ycrtaBoM HHI'Y, nokaneHbIMH
HOPMATHBHBIMH aKTdaMH H OpPraHHM3allMOHHO-PACMOPAAUTENbHBIMH JOKYMEHTaMH
HHI'Y, nacrosaummum [TonoxenueM.

1.4, [learenvHocTs OTaesna OCYIIECTBIsAET Ha OCHOBAaHMHM TEKYILEro H
NEepPCIEKTHBHOIO IIAHUPOBAHHS, COUYETAHUS €IMHOHAYA/IUsA B PELICHHUU BOIIPOCOB
cy:KeOHOH  JeATENbHOCTH M KOJUIETHANBHOCTH TpH  HMX  00CYXKICHHH,
NEPCOHAIBLHOW OTBETCTBEHHOCTH pPAa0OTHHMKOB 3a HEHaJUIeXkallee HCIIOJIHEHHE
BO3JIOJKEHHBIX HA HHX JO/DKHOCTHBIX O00S3aHHOCTEH M OTAEIbHBIX NOPYYEHHH
HavyanbHUKa OTxena.

1.5.  Ortmen HaxoauTcs B (QYHKLUMOHAIBHOM MOJYMHEHHH HayaJabHHUKA
yTpaBlieHUs MPOOPHEHTAILIMH H NIpUEeMa aOUTYPHEHTOB.

% Ocnosubie 3anaun OT1aena
Ha Otnen Bo3nararorcs cleAyolUmMe 3a1a4u:
2.1. Peanusamus OOMOJHHUTENBHBIX 0011€00pa3oBaTeIbHBIX MNPOrpamM,

HANpPaBJIEHHBIX Ha MOATOTOBKY K Caye rocyaapcTBeHHbIX 2k3ameHoB (OI'D u EIMD),
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BHYTPEHHHMX BCTYNHTeNbHbIX McnbiTanuii B HHI'Y, a Takke Ha pasBuTHe 0O0IIEro
Kpyro3opa ¥ KOMIIETEHIHH IKOJIbHUKOB.

2.2. Paspaborka, OpraHM3allMOHHO-METOJHYECKOE M JIOKYMEHTAJIbHOE
COITPOBOX/IEHHE HOBBIX JOTMOJHUTENILHBIX 001I1e00pa3oBaTeIbHBIX TPOrPAMM.

2.3. VYuacthe B pa3paboTKe M COBEPUIICHCTBOBAHHH METOIMYECKHUX OCHOB
paboTh! ¢ TAJIAHTIIMBOH MOJIO/IEKBIO U aOUTYypHUEHTaMHU.

2.4. VYvyacrue B CO3aHHH eAMHOHN Oa3bl TaslaHTIMBOK Monoaexu HHI'Y.

2.5. Jlpyrue 3agaud, BO3HHMKAIOIIME B CBA3H C W3MEHEHHAMH B cdepe
obpa3zoBanus U pazsutiem HHI'Y.

3 OcHoBuble pynkuun OT1aena

OcHoBHbIMU QyHKuMAMU OTaena SBISIOTCS:

3.1.  Peanmzaums J10NOJHUTENBHBIX 0011€00pa30BaTEILHBIX IIPOTPaMM.

3.2. IloarotoBka NpPOEKTOB KOMIUIEKTOB IOKYMEHTALlMH I OTKPBITHS
HOBBIX JIOMIOJIHUTEIBHBIX 0011e00pa30BaTeNbHBIX IPOrPaAMM.

3.3. IloaroTtoBka npeayioKeHHWH, HaNpaBJIEHHBIX HA COBEPIICHCTBOBAHHE
paboThl C TAJIAHTIHBON MOJIOJEKBIO U A0UTYPHEHTAMH.

3.4. IlpoaemxkeHue o00pa3oBaTeNbHBIX YCIYT B paMKaX KOMIIETEHIIMH
Otpnena.

3.5. VYuactHe B OpraHM3aluH M TPOBEICHHUH MEPONPHATHII (CEMHHApBI,
KOH(EPEHLIMH U T.I1.) yIIpaBlIeHUs NpOGOpPHEHTAILIMH H IPHEMA aOUTYPHEHTOB.

3.6. Ilpuxasom pektopa Ha OTaen MoXeT OBITH BO3JIOXKEHO BBIMIOJIHEHHE
MHBIX QYHKUUH.

4. Crpykrypa Otaena

4.1.  Crpykrypy u wratHoe pacnucaue Otaena, a Tak)ke H3MEHEHHs B HUX,
YTBEPKIAeT PEKTOp MO MpeACTaBICHHIO HaYallbHUKA YIIPaBIeHHs, COrNIaCOBAHHOIO
C NPOPEKTOPOM, KYPHUPYIOLIMM [EATEIBHOCTh YNpaBlIeHHUs NPoQOpHEHTALHH H
npuemMa abuTYpPHEHTOB.

4.2.  PyxooxctBo Ortaenom  ocymecTBiaseT HavanbHMK — Otaena,
HasHa4yaeMbli M OCBOOOXKJAaeMbIii OT JO/DKHOCTH IIPUKa30M pEKTopa B
YCTaHOBJIEHHOM TPYAOBBIM 3aKOHOAATeNbCTBOM Poccuiickoit Penepauuu nopsiake.

4.3. Havanpnuk Otaena NOAYMHSAETCA HEMOCPEACTBEHHO HAYaJIbHUKY
yHpaBlieHUs IPOQOPUEHTALMHN U TIpUeMa aOUTYPHEHTOB.

4.4. Havanpnuk Otaena HeceT MEPCOHAIBHYH OTBETCTBEHHOCTh 3a
Ka4eCTBO U CBOEBPEMEHHOCTD BBITIOIHEHHUS 1ieJIel U 3a/1a4, BO3NOXKEeHHBIX Ha OTaer.

4.1. B nepuoa orcyTtcTBHs HayanbHMKa OtTaena (KOMaHIMPOBKA, OTMYCK,
BpEeMEHHAs HETPYAOCIHOCOOHOCTh M T.J1.) €ro 00A3aHHOCTH UCIOJIHSAET PabOTHHK,
Ha3HA4YeHHbIH B  YCTAHOBIEHHOM  TOpsiIKEe,  KOTOpBIH  INpHOoOperaeT
COOTBETCTBYIOLIIME IIpaBa M HECET OTBETCTBEHHOCTb 33 HEHCIIOIHEHHE WIH
HEeHaJyleXalllee MCIOJIHEHHEe BpPEMEHHO BO3JIOKEHHBIX Ha Hero o0s3aHHOCTed
HauanbHuKa OTxena.

4.2. B obsa3anHocTH HayaibHUKa OT/esa BXOJMT:
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- PYKOBOJCTBO, [IJIJAHUPOBAHHE, OpPraHU3al|sl, KOOPAUHAUA U KOHTPOJIb
nesarenpHocTH OTENa B BBINOIHEHHH €T0 1IeNIeH U 3a71a4;

- B3aUMOJIEHCTBHE CO CTPYKTYPHBIMH noapasaeneausmMu HHI'Y, uasiMu
OpraHM3alMsAMH, JEACTBYIOLUIMMH OpraHaMd YIpaBJIEHHs [PH  OpraHax
MCIIOJIHUTEIbHOM BJI4CTH M OpPraHaX MECTHOIO CaMOYINpPAaBJICHHA A pPELICHUA
BO3/10’keHHBIX Ha OTaen 3ajay;

- CBOCBPEMEHHAas IIOArOTOBKAa W  IPEACTABICHHE HEOOXOIHUMOMH
TJIAHOBOM OTYETHOCTH (CTaTUCTHYECKOMH, buHaHCOBOH, Hay4HO-
MCCIIE/I0BATENbCKOM U IPYTHX BHAOB OTYETHOCTH);

- BHECEHHE B YCTAHOBJICHHOM IMOPSJKE NPEMUIOKEHHI O MOOLIPEHHH
pabOTHHKOB YIIpaB/IeHHs, O IPUMEHEHHH MEpP JUCLMIUIMHAPHOHW OTBETCTBEHHOCTH
K pabotHukam Otaena;

- HHOOPMAILIMOHHOE, MaTePHATBHO-TEXHHYECKOE H  METOJIHYECKOe
obecneuenue aesrensHocTH OTaena;

- KOHTPOJIb COOIOACHUS TPYJIOBOH M MCIIOJHHUTEIBCKOM JUCIIMIUTHHBI,
BBINOJTHEHHsT TpeOOBaHHI 1O OXpaHe TpyJa W TEeXHHKE OE30MacHOCTH,
JOJKHOCTHBIX MHCTPYKUMH paboTHukamu OTaena.

4.3. Hauanenauk Otaena MOXET 3anpamivdBaTh U M0Jy4YaTh Y PYKOBOJICTBA
HHI'Y, pykoBomuteneit crtpykrypHbix mnoapaszaeneHuii HHI'Y pokymeHTBl u
uH(popMaLuIo, He0OXOUMBbIE IS BBITOJHEHHs BO3JIOKEHHBIX Ha OT/1e1 3a1ay.

4.4. Pabornuku OTzena Ha3HA4YaIOTCA Ha JO/DKHOCTH IPHKA30M PEKTOPA I10
NpeJACTaBlIeHHI0 HavanbHMka OTaena, COMIACOBAHHOTO €  HavaJbHHKOM
ynpaBjieHus Npo(OpHEHTaUMH W IpueMa aOMTYpHEHTOB H C IPOPEKTOPOM,
KypPHPYIOIIIHM  J€ATENbHOCTh  YIpaBlIeHHA NpodOpHEHTAllMH H  [pHeMa
abMTYpHEHTOB, B COOTBETCTBMH C TPY/JOBBIM 3aKOHOJATEILCTBOM PoccHiickoi
@enepanumu.

3 IIpaBa, 00513aHHOCTH H OTBETCTBEHHOCTb paboTHHKoB OTaea

5.1. PabGornuku Otzaena UMEIOT Npago:

~ 3HaKOMHUTBCA ¢ mnocrynaromuMd B HHI'Y  nmokymentamu,
MH(OPMALMOHHBIMK MaTepUalaMH [0 HampaBleHHIO aeaTenbHocTH OT/ena s
UCII0JIb30BaHHs B paboTe H CHCTEMaTH3UPOBAHHOTO YUETa,

- 3alnpaumidBaTh B APYTHX CTPYKTYpHbIX mnoapasaeneHusx HHIY
JIOKYMEHTBI ¥ HH(OpMaLHio, HeOOXO0AUMBIE 15 BBINOTHEHHS OTAENOM DYHKIIHIA, B
rpezenax ¢cBOeH KOMIIETECHLINH;

~ sanpamuBare y paborHukoB HHI'Y pokymMeHTHI M MaTepualisl,
HEOOXOMUMBIE [UIA OCYIIECTBJIECHUS JesTensHocTH OTAena, M OCYIIECTBIIATH
KOHTPOJIb 332 HX CBOCBPEMEHHBIM NPEI0CTaBICHHEM;

~ NPUHUMATh Y4acTHE B OCYILECTBJIEHHHM KOHTPOJA 3a COOJIOJeHHEM
paboraukamu HHI'Y tpynoBoro 3akononatensctBa Poccuiickoi @enepaiini, HHBIX
HOPMATHBHBIX NPaBOBBIX aKTOB, COJCPXKAllHX HOPMBI TPYAOBOTO TpaBa,
JIOKaJIbHBIX ~HOPMAaTHBHBIX aKTOB W  OPraHM3allMOHHO-PACIIOPAAHTEIBHBIX
noxkymentoB HHI'Y;
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- BHOCHTBH Ha PaCCMOTPEHHUE HaYaJIbHUKA yTIpaBIeHHUs IPOQOpHUEHTALHH
¥ TpreMa abUTYPUEHTOB BOMPOCH COBEPILEHCTBOBaHHA AeATenbHoCcTH OTaena, 00
OTMEHE, a TaKkKe O MpPeIOKEeHHs O BHECEHHWH W3MEHEHMH M JIOIMOJIHEHWH B
JIOKaJbHbIE ~ HOPMATHBHbIE AaKThl W OPraHM3allMOHHO-PACIIOPAJAHMTEIbHBIE
nokymentsl HHI'Y;

- y4acTBOBaTh B 00CY>KJCHHUH M PELICHUH BONPOCOB, ydyacTus Otaena B
oOpa3oBaTebHOM, HAy4HO-MCCIEN0BATEIbCKOH M HMHBIX BHAAX EATEIbHOCTH
HHI'Y;

- BXOJHMTh B COCTaB pabo4MX rpymnn, KOMUccHi, AeicTByromux B HHI'Y;

- 0 NMOpPYYeHHI0 HavanbHHKa OTaena W/WiIM HavyalbHHKA YIpPaBJICHHUS
npod)OpPHEHTALNH U NTpHeMa aOUTYPHEHTOB IPUHUMATh y4acTHE B COBELIAHHUSX 110
BOIIPOCAM JIeATEILHOCTH YIpaBJIeHUs MPoGOPHEHTALMH U ITpHeMa aOUTYPUEHTOB;

- MOJIb30BATLCSH KOMIbIOTEPHOH, MHOKHUTEIBHOH M HHOM OPITEXHHUKOM,
CpelCTBaMH CBs3M, a TAaKKe HMHBIMH MaTepHalbHbBIMH pecypcamu Otaena,
HeoOXxoauMbIMH  Juis  ofecnedeHMs JeATenbHOcTH OThaena W BBINOTHEHHS
pabOTHUKAMH CBOMX TPYAOBBIX 00A3aHHOCTEIA.

5.2. PabGorHuku oTjena o0s3aHbL:

- cobmonare ycrta HHI'Y, mnpaBuna BHYTpPEHHEro TPyAOBOIO
pacnopsaka HHI'Y u unble nokanbHbie HOpMaTuBHBIE akThl HHI'Y

- Ka4eCTBEHHO  BBINOJIHATHL  BO3JIOKEHHBIE HA HUX  TPYAOBbIE
00s3aHHOCTH;

- BeCTH paboTy ¢ B CTPOrOM COOTBETCTBHH C IIOJIOXKEHHAMH
NelcTByloulero 3akoHogarensctBa Poccuiickoit ®enpepauuu, J10KaJIbHBIMH
HOPMATHBHBIMH aKTaAMH W OPraHH3alMOHHO-PACHOPSAANTEIbHBIMH TOKYMEHTaMH
HHI'V;

- COXpaHATh KOH()HACHUMAJIBHOCTh CBEACHHUH, COJEp)KalUXCA B
NOKyMeHTax, mnocrynaiomux B Otnen w/wid noarotasiupaemeie OTaenom,
obecrneunBaTh 3alUTY NEPCOHATBHBIX JaHHBIX paboTHHkoB HHI'Y;

- BBINIOJIHAT B YCTAHOBJICHHBIE CPOKH MPHKa3bl M PAaClOPKEHHS
pEeKTOpa, MOPYYEeHHsA IPOPEKTOpa, KYPHPYIOILEro JAeATEebHOCTh YIIPABJICHHUS
npoopHeHTalMH W TOpUeMa aOMTypHEHTOB, HayajlbHHKa  YIIpaBJICHMS
npodopHeHTalnK U IpHeMa abUTYpPHEHTOB, HayanbHHKa OTaena;

- CBOEBPEMEHHOM  IMPEJCTaBIATH CTATUCTHYECKYI0 M  OTUETHYIO
JIOKyMEHTAIHIO;

- HEe JOMYyCKaTh MCIOJIB30BaHMA CIyXKeOHOI HH(OpMalMHy, CTaBIIEH UM
M3BECTHOM B CBA3M C MCIIOJHEHHEM JOJDKHOCTHBIX 00s3aHHOCTEH, B HECTY)KEOHBIX
LeNsX;

- 3HaTh W coOmonate Koaekc 3THKM M CiayeOHOro mnoBedeHUs
paborauxos HHI'Y.

5.3. MWuesle TpyaoBble mnpaBa M oOs3aHHOCTH pabotHHkoB Otaena
ONpEAENAOTCS TPYAOBBIMH JIOTOBOPaMH, JIOJDKHOCTHBIMM  MHCTPYKIIHAMH,
NoKanbHEIMKA HopMaTHBHBIMU akTaMi HHI'Y u HacTosmmum IlonoxeHueM.
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5.4. 3a HeHamIexamee MCIOJHEHHE TPYHOOBBIX O0s3aHHOCTEH U
HapylLIeHHe TPYAOBON IUCHUIUIMHBI paOOTHHUKH OT/ENIa HECYT OTBETCTBEHHOCTH B
NopsiKe, NpeIyCMOTPEHHOM 3aKOHOAaTenbCTBOM Poccuiickoit @eaepanuu.

6. 3aka0OYHTeJbLHBIE NMOJIOKEHHS

6.1. Hacrosamee [Tonoxxenue MokeT OBITE H3MEHEHO MIIM OTMEHEHO B TOM
JK€ MOpsJIKe, B KOTOPOM OHO OBLIIO MPHHATO.

6.2. Peopranmzauma wunuM nukBupauua Otgena Kak — CTPYKTYpPHOIO
noapasaenenus HHI'Y ocymectsisiercs B mopsake, NpelycCMOTPEHHOM YCTaBOM
HHI'Y, B coorBercTBMM ¢ [EHCTBYHOIIMM 3aKOHOJaTenbcTBOM Poccuiickoi
®enepauuH.

6.3. Ilpu peoprammzaumun waum nukBugauuu Ortaena paboTHHKaM
obecriedMBalOTCs  MpaBa M TapaHTUHM, IPEIyCMOTPEHHBIE  TPYAOBBIM
3aKkoHoaTenbcTBOM Poccuiickoit @enepaun.



