MHHHCTEPCTBO HA VKU U BICLLIET'O OBPA3OBAHHS POCCHHCKOH (DEI[EPAL[PIPI
@eﬂepanbﬂoe rocyaapcTBEHHOE OOKETHOE 00pa30BaTeIbHOE YUPEKACHHE BBICIIEr0 00pa3oBaHHs

MOCKOBCKHHU 'OCYJJAPCTBEHHbIHU YHUBEPCHUTET TEXHUO.HOI“I/II/I U VIIPABJIEHUA
MMEHMU K. I'. PASYMOBCKOI'O (ITEPBbI KASAYWMHW YHUBEPCHUTET)

BamIKMpPCKUH HHCTHTYT TEXHOJIOTHHA M ynpaBJjeHHud (puinaJi)

[MTOJIOKEHHUE
0 byxraarepuu

«YTBEPXJIAKO»
,gmgem"op ballIKupCKOro HHCTUTYTA

ﬂ@m i 1 ynpasiieHus (Gumman)
& ﬁ*j cprBoy H, 5 MI“VTV

"a_:"":r'

*"_‘7'.1,-'-_-; g E.B. Ky3uenoBa

rFr I

’
|I"| l.-I ¢ +" -r_...
' Illll L —— i 1 -r — :
' ‘ i . - g
} : IRy (L& /3R 20 /Q I'.
& T L - | ¥
I ™ afl it £ = 1 "' 5
, ) | S . = —
] L] i —
: 3 I} g i \ i L
'.. ; - "1-1- H
i _ b ™ L o

IHHOJIOXKXEHUE
O byxraarepuu

Meney3s 2019

| NOKYMEHT MOAMUCAH “
'r SNEKTPOHHOW NOOMUCKIO

Ceptudumkat: 00940BA2D772BADC6721A08E042746B11B
Bna,qeneu, Ky3Heu,0|3a Enexna BaneHTnHoBHa
[enctButeneH ¢ 07.07.2023 po 29.09.2024




MHWHHCTEPCTBO HAYKH U BBICILIEI'O OBPA3OBAHU S POCCUMCKOM ®EJIEPALIMU
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balmIKHPCKUN HHCTHTYT TEXHOJIOTHii M ynpasJjieHus (¢puanan)

[MOJOXKEHHUE
0 byxraarepun

1. O0mue moJ1oKeHus

1.1. Tlonoxenune pa3paboTaHO B COOTBETCTBHHU C d)enepénbﬂbm 3akoHOM oOT 06.12.2011 .

Ne 402-03 «O OyxranrepckoMm ydete», I[IpukazoM MuHHCTEPCTBA TPYAa U COLMAIBHON 3alTUTEI PD OT
22.12.2014 r. Ne 10611 «O0 yTBepXaeHuH (penepaibHOro crangapra «byxramrepy.

1.2. byxranrepus BUTY (pumuman) ®I'BOY BO «MI'YTY um. K.I'.Pazymorckoro (ITKY)» (nanee
[0 TeKCTy Hacrosmero Ilonoxenus «byxranrepus») BIseTCS CTPYKTYPHBIM MTOApa3ieIEeHHEM HHCTUTYTA.
1.3. byxranrepus B cBoel padoTe pyKOBOACTBYETCS AEUCTBYIOIIHUM 3aKOHOJATENILCTBOM B chepe
OyXrajaTepckoro (OIOMKETHOro) M HaJoroBoro ydera, HamoroseiM kojgekcoM P®, TpynoBBIM KOIZEKCOM

P®, bromkerHeiM konekcoM P®, I'paxnanckum komekcom P®, MHBEIME JeHCTBYIOIIMMH HOPMAaTHBHO-
[IPaBOBBIMH AKTaMH, PETIaMEHTHPYIOIIUMHU BOIIPOCHI OyXraatepckoro (OHOMKETHOr0) M HaJIOrOBOIO

y4e€Ta,  OpraHU3alliOHHO-PACHOPSAIUTEIIPHBIMA  JOKYMEHTAMH W BHYTPEHHHMH  JIOKQJIBHBIMH
HOPMaTHBHBIMHU aKTaMH Y HUBEPCUTETA U MHCTUTYTA M HAaCcTOAIIUM [loJ10KEHUEM.

2. OpraHu3anHOHHANA CTPYKTYPA

2.1. lllTatHoe pacnucanue bByxrantepuu yTBep)KaaeT PeKTOp YHHBEPCUTETA B YCTAHOBJICHHOM
[IOPSJIKE.

2.2. PykoBonacTBo byxrantepuelt ocymecTBIISET IJIaBHBEIM OyXrajatep, KOTOPBHIH Ha3HA4YaeTCs Ha

JOJDKHOCTE B OCBOOO0XKIa€TCsI OT JOJDKHOCTH IIPUKA30M PEKTOpa Y HUBEPCHUTETA.

2.3. PaOoTHuku byxrantepuu HazHauarOTCs Ha JOJDKHOCTH MPHKA30M PEKTOPAa YHHBEPCHTETA B
COOTBETCTBHH ¢ JECUCTBYIOIIMM 3aKOHOZATeNbCTBOM Poccuiickoit ®enepauuu. OcBoOO0XKIAIOTCS OT
JOJDKHOCTH IPUKA30M AUPEKTOPA UHCTUTYTA.

- 2.4. T'naBHbIi OyXrajirep MOJYMHSETCS HEIOCPEACTBEHHO PEKTOPY YHHMBEPCHUTETA, AUPEKTODY
HHCTUTYTa W TIIOJOTYETeH TIJaBHOMY Oyxranrepy VYHuBepcuteta. CoTpyanukud bByxranrepuu
GYHKIHOHAIBHO MOAYUHSIOTCS TJIABHOMY OyXrajaTepy HHCTHTYTa B COOTBETCTBHH C JOKHOCTHBIMY
UHCTPYKILUAMHU U HACTOSAIIUM [lomokeHueMm.

2.5. Kpanmupukanuonuele TpeOoBaHUS, QYHKIMOHAIBHEIE 00S3aHHOCTH, IIPaBa, OTBETCTBEHHOCTH
paOOTHHKOB OyXraJTepud PETIaMEHTUPYETCS MODKHOCTHBIMH MHCTPYKLHMSAMH, Da3padaThIBAeMbIMH B
COOTBeTCTBUH ¢ [IpodeccHoHanbHBIM  craHmapToM  «bByxranTep», yIBEpXKIEHHBIM [IpHKa3zoMm
Munncrepctea Tpyna P® ot 22.12.2014 r. Ne 1061H u yTBepXKHaroTcs IUPEKTOPOM MHCTUTYTA
(TOTDKHOCTHAS HHCTPYKLHKS IVIaBHOTO OyXrajirepa yTBEPKIAETCs pEKTOPOM Y HUBEPCHUTETA).

3. OcHoBHBIE 3a1a4H OyXraJTepHu

3.1. Benmenne OyXraarepckoro, HaJOTOBOTO, VIIPABIEHYECKOTO Vy4YeTa B COOTBETCTBHH C
TpeOOBaHUSAMU JICHCTBYIOILIETO 3aKOHOAATEIhLCTBA POD.

3.2. DOpMHpOBaHHME IIOJHOH U JOCTOBepHOH HHGOpMALUH O (GHHAHCOBO-XO3SHICTBEHHOMN
ICTENIBHOCTH WHCTUTYTd, €r0 HUMYIIECTBEHHOM IOJIOKEHHH, HEOOXOAMMON BHYTPEHHUM W BHEIIHHM
[MOJIb30BATE/ISIM OyXTaJITEpCKOM, HAJIOTOBOM M YIIPABJIEHUYECKON OTYETHOCTH.

3.3. IlpenorBpamienne OoTpULIATEIBHBIX PE3YJIHTATOB XO3AMCTBEHHON NESTEIPHOCTH H BEISBJIECHHE
BHYTPHUXO3SIHCTBEHHBIX PE3€PBOB 00ecredeHus ero GUHAHCOBOM YCTOMYMBOCTH.

3.4. Opranu3anus ¥ OCyIIECTBJIEHHE BHYTPEHHET0 (MHAHCOBOIO KOHTPOJS COBEPIIEHHBIX (BaKTOB
XO35THCTBEHHOU AEATEIbHOCTH B paMKaxX KOMIIETEHIIMH.
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4. DyHKUuH OyXrajJTepuu

4.1. ®opmupoBanue [lnana bHHAHCOBO-X03SIICTBEHHOI ACSATCIbHOCTH HHCTUTYTA [0 UCTOYHHUKAM
(DMHAHCUPOBAHHUS Ha KaJE€HIapHBIN IO ¢ BHECEHHEM H3MEHEHH 110 Mepe HEOOXOIMMOCTH.
4.2. QopmMHpOBaHHME IITATHOTO PACIUCAHMS HMHCTUTYTA M HEOOXOIHMBIX pacyeToB K HEMY B

COOTBETCTBHH C YTBEPXKACHHOH CTPYKTYpOH, (POHIOM Ha OIIATy TpyAa ¥ AEHCTBYIOIIUMH HOPMATHUBHO-
[IPAaBOBBIMH aKTaMH.

4.3. OcyiecTBieHHe KOHTPOJIS 3a 3(P(PEKTHBHBIM DPACXOIOBAHHE CPEACTB B COOTBETCTBHH U HX
LICTICBBIM Ha3HAYEHHUEM II0 yTBEPXKACHHOMY llnany (uHaHCOBO-XO034HCTBEHHOHN NESATEIBLHOCTH, C YUYETOM
BHECECHHBIX B YCTAHOBJICHHOM IIOPSIKE H3MEHEHUH.

4.4. Oprasusanus ydyeTa HMYIIECTBA, O0S3aTENBCTB W XO3SHMCTBEHHBIX OIlEpalliii Ha OCHOBE
HaTypalbHbIX H3MEPEHUH B IEHE)KHOM BBIPAXKEHUH IIyTEM CIUIOIIHOTO, HEMPEPLIBHOIO JOKYMEHTAIBHOTO
A B3aHMOCBSI3aHHOI'0 UX OTPaXXEHHUs Ha cYeTax OyXralITepcKOro ydera.

4.5. OcymecTBieHHE  HA4YMCICHUN 3apa0OTHOM IUIATBHI COTPYIHHKAM WHCTUTYTA, CTHIICHIUU

oOydaromuMcs. Beenne aHaIUTHYECKOro ydyeTa JeMOHMPOBAHHON 3apaOOTHOM IUIATHI ¥ CTUMEHIUH H
KOHTPOJIb 3a BBIILJIATOM.

4.6. OcyuiecTBiieHHE OIEpalUii MO Y4eTy IEHEXKHBIX CPEICTB C 00S3aTelIbHBIM COOIIONCHUEM
IpaBHJI, 00ECIIEYNBAIOIIUX UX COXPAHHOCT.

4.7. OcymiecTBIIEHHE HAYHCICHUS U CBOEBPEMEHHOE IIEPEUHUCIICHUE HAJIOTOB U IIJIaTEXeH B OI0IKET
1 BHEOIOKETHBIE (DOH B

4.8. llpuMeHeHHe B YTBEPXKICHHOM IMOpPAAKE M KOHTPOJIb 3a NPUMEHEHHEM [10Apa3ICJICHUSIMU
YHHUUUPOBAHHBIX (HOPM ITEPBUYHOIO yYeTa.
- 4.9. TlomroroBka rpaduka ITOKYMEHTO00OPOTA (PHHAHCOBO-XO3AMCTBEHHON JOKYMEHTALUU U
KOHTPOJIb 33 €r0 COOTIOIEHUEM.

4.10. IlpenocraBieHHe CBOEBPEMEHHON MOJHOW M IOCTOBEPHOIA OyXTaJITepCKOH, HAJIOTOBOM U
CTaTHCTHYECKOH OTYETHOCTH B YCTAHOBJICHHBIE CPOKU B COOTBETCTBYIOIIME OPTaHEL.

4.11. Odopmiienre akTOB CBEPOK ¢ MOCTABLUIMKAMHE H MOAPSTIAKAMHE, IPHHATHE MEP 110 B3BICKAHHUIO
IEOUTOPCKON U MOTAlIEHUIO KPEIUTOPCKON 3aI0JDKEHHOCTEH 3a MaT€pHAIbHBIE IIEHHOCTHU, BBIIIOJIHEHHEIE
paboTEI U OKasaHHbBIe ycayrd. KoHTposb 3a pacxomoBaHue AE€HEXHBIX CPECTB, BHIIAHHBIX TOIOTYCTHBIM
JIAIIAM.

4.12.  OcymecTBieHHe 53KOHOMHYECKOr0 aHalu3a (HHAHCOBO-XO3AMCTBEHHON IeSTeTbHOCTH
HHCTUTYTA MO JaHHBIM OyXTaJaTepCKOro yd4eTa B HEAX BBIBICHHS BHYTPHXO3AMCTBEHHBIX PE3EPBOB,
YCTpPaHCHHs IIOTEPh U COKpALIEHHS 3aTpar.

4.13. CornacoBanue [OrOBOPOB, 3aKJIFOYa€MbIX MHCTHTYTOM Ha [IOCTaBKY TOBApOB, BBLINOJHEHHE
paboT, OKa3aHHe YCIYr IS HYXI HHCTUTYTa. COrIacoBaHHUE JJOTOBOPOB Ha YCIYIH, OKa3bIBAEMBIE
MHCTUTYTOM. llpoBepka 0OOCHOBaHHOCTH MEPBHYHBIX YYETHBIX JOKYMEHTOB B YACTH HX GrHAHCOBO-
3KOHOMHYECKON 0OOCHOBAaHHOCTH.

4.14. OcymecTBieHre KOHTPOJIS 32 COXPAHHOCTHIO OCHOBHBIX CPEACTB U MAaTECPHUAIBHBIX LIECHHOCTEU
B MECTaxX UX XpaHEHUS U IKCILIyaTallHH. "

4.15. TlpoBenenue HHCTpyKTa)ka MaTepHATbHO-OTBETCTBEHHBLIX JIAI[ IO BOIIpOCAaM COXPaHHOCTH
[ICHHOCTEH, HAXOASIIMXCS HAa X OTBETCTBEHHOM XPAaHEHUH.

4.16. Y4acTue B KOMHUCCHSAX IIO CITHCAHUIO OCHOBHBIX CPEJICTB H MaTEpHUAJIbHBIX 3aMacoB.

4.17. YyacTHe B mNpOBEJIEHWH WHBEHTAPURAINH IEHEKHBIX CPE€ACTB, TOBAapHO-MaTepHaIbHBIX
ICHHOCTEH M (MHAHCOBHIX O0S3aTENBCTB, CBOEBPEMEHHOE M IIPABHIIBHOE OIIPEACIICHUE PE3YJILTATOB
WHBEHTApU3aIlUH U OTPAXXEHUE UX B yUETE.

4.18. OdopMeHHe MaTepHaIOB 10 HEAOCTAYaM U XUIIEHHUSIM IEHEKHBIX CPECTB U MaTe€pUAIbHBIX

ICHHOCTEH, OCYIIECTBJICHHE KOHTPOJSd 3a Iepenaveii B HEOOXOOMMBIX CIIyyasx MaTepHaIOB B
CJIICICTBEHHBIE U CYyNEeOHBIE OpraHbl.
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4.19. Hcnonp3oBaHHE COBPEMEHHBIX CPEACTB ABTOMATHYECKHMX M IPOTPAMMHBIX IIPOAYKTOB
1C «byxranrepus», 1C «3apaboTHas 1mata U Kaapel».

4.20. OOecrieyeHue COXpPaHHOCTU OyXralaTepCcKuX MIOKYMEHTOB M cada HMX B YCTAHOBJIEHHOM
IOPSIZIKE B aPXUB.

d>. lIpaBa u 00s13aHHOCTH OyXrajaTepuu

J.1. B coorBerctBUM ¢ (QyHKIUAMH ByXraaTepuyu, yCTaHOBJIEHHBIMH HACTOSAIIMM [lOJIOKEHHEM,
OCYIIECTBJIATE BEICHHE OYXTraJTEPCKOr0 y4eTa U OTYETHOCTH B CTPOTrOM COOTBETCTBHH C TpeOOBAHUSIMHU
JICUCTBYIOIIEro 3akoHoAaTebeTBa Poccuiickoit @enepanum.

5.2. OCymecTBIsATh BHYTPEHHHH (QUHAHCOBBIM KOHTPOJIL (PAKTOB XO3SMCTBEHHOM JKU3HHM B paMKax
KOMIIETCHIIMH. YYacTBOBATh B MPOBEICHUM IUIAHOBBIX M BHEIUIAHOBBIX MHBEHTApU3aldi HE()UHAHCOBBIX
aKTHUBOB, ICHEKHBIX CPEJICTB.

J.3. TpeOoBare OT BCceX MNOAPa3AENCHHH M MO/DKHOCTHBIX JIMII HHCTHTYTA4 IIPEIOCTABICHHUE
MaTepHaaoB, HEOOXOMMMBIX Ul OpPraHU3allid U BEICHHS OYXTraJTEPCKOro ydera, yILUIaThl HAJIOrOB U
cOOpOB, CBOEBPEMEHHOTO NIPEIOCTABJIEHHS OYXTaJTePCKOH OTUYETHOCTH.

J.4. OKa3pIBaTh METOAUYECKYIO MOMOIINL PYKOBOJMTEISIM CTPYKTYPHBIX IOAPA3NEICHUM U HHBIM
COTPYAHMKAM HHCTHUTYTA I10 BOIIPOCaM (DMHAHCOBO-XO3SIUCTBEHHOMN AEATEILHOCTH HHCTUTYTA.

>.5. IIpoBOIHTE HHCTPYKTaXX MaTe€pHaIbHO OTBETCTBEHHBIX JIMII TI0 BOIIPOCAM Y4€Ta U COXPAHHOCTH
[IEHHOCTEH, HAXOAAIIUXCS HA UX OTBETCTBEHHOM XPaHEHHH.

5.6. Ilo TpeboBaHMIO PyKOBOACTBa YHUBEPCUTETA, HHCTUTYTA, [VIABHOIO OyXrajaTepa COCTABIATH H

IPEICTABIIATE ONIEPATUBHYIO, YIIPABICHYECKYIO OTYETHOCTD.
~J.7. YuacTBOoBaTh B pa3pabOTKE M BHEAPEHWH NPOTPECCHBHBIX aBTOMATH3MPOBAaHHBIX (OPM H

METOZOB OyXraJTepCcKOro, HaJOrOBOTO Y4YeTa, B IIPOBEICHHH SKOHOMHUYECKOTO aHAIHM3a (HUHAHCOBO-
XO3SIMCTBEHHON JEATEIbHOCTH HHCTUTYTA IO JaHHBIM OYXTaJITEPCKOrO ydeTa W OTYETHOCTH B LIEJISIX
BBISBIICHUS] BHYTPUXO3SIMCTBEHHBIX PE3€PBOB, OCYIIECTBICHUS pPEXUMa 3KOHOMHH, MEPOIPHATHH II0
COBEPLIECHCTBOBAHHIO JOKYMEHTOO00POTA, NOABeACHUS (PHHAHCOBEIX PE3YIHTATOB.

J.8. BEINOIHATE NOpYyYEeHHS IJIaBHOTO OyXraarepa.

53.9. CBOEBPEMEHHO OCYIIECTBJIATH IIOATOTOBKY IE€PBHYHBIX OYXTajJTEPCKUX HTOKYMEHTOB H
PETUCTPOB IS IIepeIayd B apXHB.

6. OTBeTCTBEHHOCTDh OyXraJITepHH

6.1. PaboTHuku byxrantepus B COOTBETCTBHH ¢ 3aJa4aMH ¥ (QYHKLIUSMH, YCTaHOBJIEHHBIMH
HacTosAmMuUM llotoxeHueM, NOIKHOCTHBIMH UHCTPYKIIUSMHU, HHBIMHU JTOKQJIEHBEIMA HOPMATUBHBIMH aKTaMH
1 JEUCTBYIOIIUM 3aKOHOAATEIbCTBOM, HECYT OTBETCTBEHHOCTD 34

* HEBBIITOJIHEHHE 327124 U (DYHKIUI OyXrajaTepuu;

* NPUYMHEHHE YyIIepda HHCTUTYTY B pE3yJbTaTe€ OCYINECTBJICHHUS HMH CBOMX IJOKHOCTHBIX
00s13aHHOCTEHN U /MK 3710yNIOTPeOJICHHUS [IPaBaMHU;

* HapyIICHHE 3aKOHOJATeIbCTBa PD, JOKaTbHBIX HOPMATHBHBIX aKTOB, IIPUKA30B U PACHOPSHKEHUI
peKTOpa Y HUBEPCUTETA U JUPEKTOPA HHCTUTYTA 10 BOIIPOCAM KOMIIETEHLIUU ByxranTepHH

* pasriameHne HHGHOPMALUK, OTHOCAILISHCS K KOMMEPYECKOM H/HIIH CiTyKeOHOH TaifHe.

6.2. Ha riaBHOro Oyxranrepa Bo3jiaraeTcs epcoHaIbHasi OTBETCTBEHHOCTD 34

* BBIIIOJTHCHHE COTPYAHHUKAMH OyXraJlTepuu (GyHKIIHOHAJIbHBIX 00SI3aHHOCTEI:

* coOmoieHre TpeOOBaHMM 3aKOHOJATENIBCTBA O OYXTalITEPCKOM y4eTe, BHINOJHEHHU HHCTHTYTOM
HaJIOTOBBIX 00s3aTEILCTB, COOMIONEHUE CPOKOB CIayd OyXIaJITEPCKOM, HAJIOTOBOM M CTATHCTHUECKOW
OTYETHOCTH;

* COOJIIO/IEHHE COTPYJHUKAMHU OyXTalITepUH ITPOM3BOACTBEHHON M TPYIOBOM JUCIUILTHHEL

* OpraHu3aluio B byxranTepuu ONEepaTUBHONW W KaUYeCTBEHHOM IMOATOTOBKH JOKYMEHTOB, BEICHUS
JICJIONIPOU3BO/ICTBA B COOTBETCTBUH C AEHCTBYIOIIUMH IIPAaBHJIAMH H HHCTPYKIIHSIMH;

* olecrmieyeHre COXPAHHOCTH UMYIIECTBA, HAXOAAIIErocs B byxranrepuu;
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* COOJIIOACHHUE MOXKApHOH 0€30I1aCHOCTH;

* popMUpPOBAHUE U MPEICTABICHHE JOCTOBEPHON HHPOPMALIMHU O AEATEIbHOCTH HHCTUTYTa B paMKax
KOMIIETEHIIHH. |
6.3. B ciyuae orcyTrcTBUsA KOro-aub0 U3 paOOTHUKOB OYXraJlTE€pHH €ro OO0SI3aHHOCTH MOTYT OBITEH

BO3JIO)KEHBI TIJIABHBIM OyXTrajJITepOM Ha ApPYyruX paOOTHHUKOB OyXrajiTepuud B IEIIX O0OecCleyeHUs
B3aUMO3aMEHSIEMOCTH U HEITPEPBIBHOCTHU TPYIOBOTO ITpOLIECCa.

7. B3auMooTHOMIEHU OYXTraJaTepuu ¢ IPYrTUMH MoApa3ae/ieHUSIMH HHCTUTYTA
7.1. C FOPUCKOHCYJIBTOM | KaTeropuu
llony4aeTr D1OrOBOPHI U TOCKOHTPAKTHI.
IIpenocraBiser:
* MaTepUasbl Mo (paKTaMm XHINEHUM MaTepHaIbHBIX IIEHHOCTEH;
* MaT€pHUaJIbI 110 B3BICKAHUIO I€OUTOPCKOM 3a/10JDKEHHOCTH;

* JOKYMEHTHI, HEOOXOIUMBIE JJIsl IPEACTABJICHHS B CYI.
7.2. Co crienuaucToM 1o KajapaM
[lonyuaer:

* JINCTKY BPEMEHHOMN HETPYI0CIOCOOHOCTH paOOTHHUKOB;
* [IPUKA3BI 110 TUYHOMY COCTaBY.

7.3. C otnenom no y4eOHoM paboTe
[lony4aer:

* [IPUKAa3bl O JABHKEHHUE KOHTHHI€HTA 00Yy4YarOIuXCs;
* IPUKA3bl O CTUIIEHIHAJILHOM O00€CIIeYEeHHE.
[Ipenocrasiser:

g 060pOTHO-CEU'IBﬂ:OBBIe BCJAOMOCTH IT1O0 pacydcTaM CO CTYACHTAMU.

7.4.C xapeapaMu U HHBIMH CTPYKTYPHBIMH MOApa3ie/IEHHIMHA HHCTUTYTA
llonyyaer:

* CB€JICHHS IEPBUYHOTO YUE€Ta X03AUCTBEHHBIX OIEpALUH.

8. JIucr corsiacoBanus
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