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1. OO01Me noJI0KEHUS

1.1. Hucrpykumss mno pgenonpousBoiactBy ['BIIOY  «Tpounkuii negarornueckuii
Koutemk» (manee — WHCTpykius) pa3paboTaHa B I1ENsSX YCTAHOBJIEHHUS EIWHBIX
TpeOOBaHUN K MOJATOTOBKE, 00pabOTKe, XpaHEHUIO M HCIOJIB30BAaHUIO OOpa3yIONIUXCS B
nesitenbHOCTH ['BIIOY «Tpounkuii megaroruyeckuii KOJUIeIK» (anee — KOJJICIK) U
MOCTYMAIIUX B KOJJICIXK JOKYMEHTOB, a TaKK€ COBEPIICHCTBOBAHHUS W TTOBBIIICHHUS
3¢ PEeKTUBHOCTH AETONPOU3BOCTBA KOJIJIEIKA.

1.2.  HWucrpykuus paspadorana B coorBerctBUU ¢ [OCT P 7.0.97-2016 «Cucrema
CTaHJapTOB 10 MH(MOpMAIMK, OUOIMOTEUHOMY M M3JaTeIbCcKoMy aeny. OpraHn3aioHHO-
pacnopsiauTeNbHas ToKyMeHTauus. TpeboBaHus K 0pOPMIIEHUIO TOKYMEHTOBY.

1.3. Tlonoxenus WHCTpyKIHMH paclpOCTPaHSIOTCS HA OpPraHU3AIMI0 PabOTHI C
JOKYMEHTaMH HE3aBUCHUMO OT BHJa HOCUTENSA, B TOM YHCIE C DJICKTPOHHBIMHU
JOKYMEHTaMH, BKJIIOYas IOJITOTOBKY, 00pa0OTKy, XpaHEHHE M HCHOJIb30BaHUE
JOKYMEHTOB, OCYIIECTBIISIEMBIMH C TOMOIIBIO HH()OPMAITMOHHBIX TEXHOJIOTHH.

1.4. Opranuzanuio, METOJIMYECKOE  PYKOBOJCTBO, COBEPIIICHCTBOBAHUE
JIeJIONPOU3BOJICTBA U KOHTPOJIb 3a COOJIIOJIeHHEM HacTosimed MHCTpYKIUMU B KOJIJIEaKe
OCYIIECTBIISIET OTBETCTBEHHBIN 3a BeICHUE JEIONPOU3BOJICTBA.

1.5. TIlpaBa u oOs3aHHOCTH pabOTHUKOB, OCYIIECTBISIONIUX paldoTy ¢
JOKYMEHTaMH B  CTPYKTYPHBIX  TOAPA3JCICHUAX  KOJUICIKA, YCTaHABIMBAIOTCS
JOJDKHOCTHBIMU WHCTPYKITMSIME WJTH TIPUKA30M TUPEKTOPA.

1.6. Csenenus, cojepkamecs B JTOKYMEHTaX, MOTYT OBITh HCIOJb30BaHbI
TOJIBKO B pabOYMX IIEJISIX B COOTBETCTBUU C MOJHOMOYMSIMH COTPYAHHKA, paOOTAIOLIETO C
nokyMeHTaMu. PaboTa co TokymMeHTaMH BHE MOMEIICHUI KoJUlelka He Jonyckaercs. [lpu
yTpaTe JOKYMEHTOB IIPOBOJUTCS ClIyKeOHasi IPOBEPKA.

1.7. Ilpm yxone B oTmyck, mepeBojie (IepeMelleHnn) no paboTe Uiu B cllydae
YBOJILHEHHS COTPYAHUK O0s3aH TepeaaTh BCE HAXOJIIIHUECS Y HETO JOKYMEHTHl HHOMY
COTPYIHUKY, ONpENeIEHHOMY B COOTBETCTBHM C YKa3aHHEM HENOCPEICTBEHHOrO
PYKOBOJUTENSI  YBOJNBHSAEMOTO, yXONAIIETO B  OTIHYCK WU  TIEPEBOMSIICTOCS
(mepemerniaemMoro) mo paboTe COTpyAHUKA.

1.8. HHcrpykuus obsi3aTenbHa Al COOIOIEHNS BCeMU paOOTHUKAMU KOJIJIE KA.
BHOBB mpuHATHIE Ha paObOTy COTPYAHHUKH B JOJDKHOCTHBIE 00S3aHHOCTH KOTOPBIX BXOJHT
BEJICHHE OKYMCHTAIIMH B TeUEHUE TPEX pabouymx IHEH CcOo THS W3JaHWs TpUKaza o
HA3HAYCHUU Ha JTOJDKHOCTH JOJDKHBI OBITh 03HAKOMIIEHBI ¢ HacTosmeld MHCTpykiuei mon
POCTIHCh.

2. OCHOBHBIE TEPMUHBI U ONPEIEICHUS
B MHCTpYyKIIMM UCIIONB3YIOTCS CIEAYIOINE OCHOBHBIE TEPMUHBI U ONPECIICHUS:

aBTOp JOKyMEHTa (MpoeKTa [OKyMeHTa) — (U3MYECKOe WM IOPUIMYECKOoe JIUIIO,
co3/1aBIliee JOKYMEHT (IIPOEKT JOKYMEHTa);

ONaHK JIOKyMeHTa — HaOOp pPEeKBU3UTOB, HUJECHTU(OULIUPYIOMIHMX aBTOpa OQUIHAIBHOIO
MUCbMEHHOTO JIOKYMEHTA;

B JOKYMCHTA — INPHUHAAJICKHOCTh JOKYMCHTA K OHpGI[GJ'IeHHOf/'I rpynmne 10KyMEHTOB II0
IMpHU3HaKaM COACPIKaHWA U [CJICBOIO HA3HAUYCHUA



JIEJI0 — COBOKYITHOCTh JOKYMEHTOB WJIM OTACJIbHBIA JOKYMEHT, OTHOCAIIUECS K OJHOMY
BOIPOCY WM YYaCTKY JESTEIbHOCTH KOJIJIEIKA;

JIEJIONIPON3BOJICTBO  —  JESATEIbHOCTh, OOecleurBaronias co3fgaHue O(HUIMaTbHBIX
JIOKYMEHTOB W OpTraHU3aIuio padOThl C HUMU B KOJUICIKE;

JOKYMEHT — MaTepHaJIbHbIi HOCUTEIh C 3aUKCUPOBAHHOW Ha HEM B YCTAHOBJIEHHOMU
dbopme nHbopMalmell B BUJe TEKCTa, 3BYKO3aMKUCH, U300pakeHus U (WJIM) UX COYeTaHUs,
KOTOPBIM UMEET PEKBU3UTHI, MTO3BOJISIONIUE €0 UASHTU(GULIUPOBATh, U NMPEAHA3HAYEH IS
neperayd BO BPEMEHUM U B IPOCTPAHCTBE B LESX OOLIECTBEHHOTO HCHOJIb30BAaHUSA U
XpaHEHUs;

AOKYMCHTHUPOBAHUC — (I)I/IKCEIIII/ISI I/IH(i)OpMaIII/II/I Ha MaTCpHaJIbHBIX HOCUTCIAX B
YCTaHOBJICHHOM ITOPAJKE;

JIOKYMGHTOO60p0T — JABHKCHHUC JOKYMCHTOB C MOMCHTA NX CO3JaHUS HUJIN IIOJIYYCHHA 10
3aBCPUICHUA UCITIOJTHCHUA, IOMCIICHUA B ACIO U (I/IJ'II/I) OTIIPaBKH,

3aBCpCHHAsA KOIIMA — KOIIMA AOKYMCHTA, Ha KOTOpOf/'I B COOTBCTCTBHU C YCTAaHOBJICHHBIM
MOPAAKOM IMPOCTABJIAIOT HGOGXOJ]I/IMI)IG PEKBU3UTELI, TPUAAOIIUC en IOPUIUYCCKYIO CUITY,

3anpoc wuHGOpMauu — oOpalieHue TMoJab30BaTelsl HMHPOpMAIMEl B YCTHOM WU
MUCHMEHHON (opMe, a TakkKe B BHUJAE DJIEKTPOHHOTO ITOKYMEHTa B KOJUICIK, OPraHbI
MECTHOTO CaMOYTpaBJICHUS JMOO0 K WX JOJDKHOCTHBIM JIMIIAM, a TaKkKe K HHBIM
IOPUINYECKIM ¥ (QU3WYECKUM JHnaM (MHIUBUAYAIBHBIM TPEANPUHUMATEISIM) O
MpeI0CTaBICHUH HEOOXO0AUMOM MOJIb30BATENI0 HH(OPMALIHH;

KOImug  JOKYMCHTAa —  JOKYMCHT, IIOJIHOCTBIO BOCHpOI/ISBOI[SIIIII/Iﬁ I/IH(l)OpMaIII/IIO
MOAJIMHHUKA JOKYMCHTA U €TI0 BHCIIHUC ITPHU3HAKN, HC I/IMGIOIIII/Iﬁ IOpI/I)II/I‘IeCKOI‘/JI CHIJIBI,

HOMEHKJIaTypa Jesl — CHCTEMaTU3UPOBAaHHBIN NepeueHb 3aroJ0BKOB €], POPMUPYEMBIX B
KOJIJIEJIKE, C yKa3aHHEM CPOKOB UX XPaHEHMS,;

00beM JTOKYMEHTOO0OpOTa — KOJUYECTBO ITOKYMEHTOB, IMOCTYMHUBIIMX B KOJUICIK U
CO3JIaHHBIX €0 32 ONPEICIICHHbIN MTEPUO] BPEMEHU;

ONMCh JI€Jl — ApXWBHBIM CIPABOYHUK, COJACPKALIIMN CUCTEMATU3UPOBAHHBIM IEPEUEHBb
€MHUIl XpaHEHUs apXWBHOro (hOHAA, KOJUIEKIUH M MpEeAHA3HAUYECHHBIN IJI MX ydera U

PACKpPBITHS COAEPKAHUS;

opopmMmIiIeHHE TOKYMEHTa — IMPOCTABJIECHHWE HEOOXOIMMBIX PEKBU3UTOB, YCTAHOBJICHHBIX
MIPaBUJIAMH JIEJIONPOU3BO/ICTBA;

IMOAJIMHHUK NOKYMCHTA — HGpBBIfI 501041 GJII/IHCTBGHHBIf/'I 9K3CMINIIAP JOKYMCHTA,

peructpanusi JOKyMeHTa — MPUCBOCHHUE JTOKYMEHTY PErMCTPAllMOHHOTO HOMEpa U 3aIuCh
B YCTAHOBJICHHOM MOPSIAKE CBEJECHUM O IOKYMEHTE;

PEKBU3HT JTOKYMEHTA — 00s13aTeNbHBIN AJIeMEHT 0(OPMIICHHS JOKYMEHTA,;
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pykoBojcTtBo —aupekrop ['BIIOY «Tpounkuii nemarorudyeckuii kKojuiemxk» (manee —
TUPEKTODP);

nepenucka — pa3iuyHble BHAbI O(QUUUANBHBIX JOKYMEHTOB HMH(pOPMAIMOHHO-
CIPaBOYHOT'O XapaKTepa, UCIIOIb3yEeMbIX JUIsl oOOMeHa HHpOopMaluei;

MUCBMO — JIOKYMEHT HMH(POPMAIMOHHO-CIIPABOYHOTO  XapakTepa, HaIpaBiIsIeMbId
(MOoTy4YeHHBIH) KOJUIE)KEM B YCTAaHOBJICHHOM MOPSIKE;

CKaHNPOBAHUEC JOKYMCHTA — IIOJTYYCHHUEC SJICKTPOHHOT'O 06p333. JOKYMCHTA,

TelerpaMma — JOKYMEHT HWH(OPMAIIMOHHO-CIIPABOYHOTO XapaKTepa, HampaBisieMblil
(momy4eHHBIH) cpefcTBaMu TenerpadHOM ceTH 00IIero MoJb30BaHNS,

teneoHorpaMmMa — JOKYMEHT HWH(GOPMAIMOHHOTO XapakTepa, TMepelaBacMblii U
MOJTy4aeMbIil cpeicTBaMu TelaedOHHOMN CBSI3U;

yHuuIupoBaHHas ¢opMa JOKyMEHTa — COBOKYIHOCTb PEKBU3MTOB M THIIOBBIX
(dbparMeHTOB TEKCTa JOKYMEHTA, YCTAHOBJIEHHBIX B COOTBETCTBUU C PEIIAEMBbIMH B IaHHOM
cdepe AeATEIbHOCTH 3a/1a4aMU U PACIIOJIOKEHHBIX B ONPEIEICHHOM MOPSAIKE HAa HOCUTENE
uH(popMaLny;

dakcorpamma (dakc) — Komus [OKyMEHTa, Moidy4daemas Ha OyMa)kKHOM HOCHUTENe
(nmucbMeHHOro, TrpaduyecKkoro, H300pa3UTENBHOr0), U MepefJaHHas [0 KaHajam
(haKCUMUIILHOM CBSI3U;

dhopmupoBaHue Jena — TPyNIUupPOBKa UCTIOJHEHHBIX JOKYMEHTOB B JIEJIO B COOTBETCTBUU C
HOMEHKJIaTypO#l Je;

OKCIICPTHU3a HEHHOCTU JOKYMCHTOB — M3YUCHUC JOKYMCHTOB Ha OCHOBAHUHU KPUTCPUCB UX
HEHHOCTHU B ICJIAX OMPEACIICHNA CPOKOB XpPaHCHUA TOKYMCHTOB,

AJNIEKTPOHHOE MHUCHMO (RJIIEKTPOHHOE COOOIIeHHe) — JOKYMEHT HMH(POpPMalMOHHO-
CIPAaBOYHOTO XapakTepa, NepedaBacMblii M TIOJIy4YaeMbId IO JJIEKTPOHHOW TOYTE.
DJEeKTpOHHOE NHCbMO HMMEET CTaTyC JOKYMEHTa, €CIM OHO 3aBEPEHO 3JIEKTPOHHOU
M (POBOI MOANUCHIO;

AJICKTPOHHBIA JIOKYMEHT — JOKYMEHT, B KOTOpOM WH(pOpMaIMs TpEICTaBiIcHa B
3NEKTPOHHO-IUPPOBOI Popme;

IOpUAMYEecKas cuila JOKYMEHTa — CBOMCTBO JIOKyMEHTa, cooOIIaeMoe eMy JIeHCTBYIOUIUM
3aKOHOAATENHCTBOM, KOMIIETEHLMEN U3ABIIET0 €ro OpraHa U yCTAaHOBJIECHHBIM MOPSAIKOM
oopMIIeHU .

3. Co3naHne TOKyMEHTOB

3.1. CocTaB TOKYMEHTOB KOJUIEIKA

B nesrennHOCTH KOJUIEKA CO3AIOTCS:



a) JIOKaJIbHbIC HOPMATUBHBIC aKThI (ITpaBUiia, TIOJOXKECHUS, HHCTPYKIIUN);

0) pacropsiAUTENIbHBIC TOKYMEHTHI (TIPUKa3bI);

B) IPOTOKOJIbI 3aCEAaHNUN, COBEIIaHMUI;

T') IJIaHbl, OTYETHI, 3AKIIOUEHNUS;

1) 3aMKUCKU (aHATTMTUYECKUE, CITy>)KEOHBIE, TOSICHUTENbHbIE, U T.11.);

€) MUChMa;

) TeJIerpaMMel, (pakcorpamMmsl, TeIePOHOIPAMMBI;

3) TOBEPEHHOCTH;

1) I0TOBOPbI, KOHTPAKTHI, COTJIAIICHUS.

B 3aBHCHMOCTM OT KOHKPETHBIX 3aJlay YNpaBJEHUS B JEATEIBHOCTH KOJUIEIKa
CO3/Ial0TCS ¥ IPYTUE BUJbI JOKYMEHTOB (IIPOrpaMMbl, aKThl U Jp.).

3.2. PexBU3UTHI TOKYMEHTOB

3.2.1. ]I AOKYMEHTOB, CO3/JaBacMbIX B KOJUIEIKE, YCTAaHABIMBAIOTCS pa3MeEpbl
TIOJIEH:

20 MM — JI€BOE;

10 MM — mipaBoe;

20 MM — BEpxXHEE;

20 MM — HUKHEE.

3.2.2. CocTaB PEKBU3UTOB KOHKPETHOrO JTOKYMEHTA OMNPEACIISIETCA €ro BUAOM H
Ha3HAYEHUEM.

3.2.3. Ilpu moaroroBke u oGOpMICHUU AOKYMEHTOB B KOJUICIKE HCIIOIB3YIOTCS
CJIETyIOIINE PEKBU3UTHI:

- HAMMEHOBaHUE OpraHu3alluu;

- CIIpaBOYHbIE JIaHHbIE 00 OpraHU3allNH;

- HAMMEHOBaHUE BHUJIA JOKYMEHTA;

- JlaTa JIOKyMEHTa;

- PETUCTPAIMOHHBIN HOMEP TOKYMEHTA;

- CChUIKA Ha PEruCcTPallMOHHBIA HOMEP U JaTy JOKYMEHTa;

- MECTO COCTaBJICHUS (M3aHUs1) JOKYMEHTA;

- aJipecar;

- rpu@ yTBEpPKIACHUS TOKYMEHTA;

- 3aT'0JIOBOK K TEKCTY;

- TEKCT IOKyMEHTa;

- OTMETKa O MPUJIOKEHUU;

- rpu coracoBaHus JOKYMEHTA;

- BU3a;

- TIOJINTUCH;

- TIeYaTh;

- OTMETKA 00 MCITOJHHUTEIIE;

- OTMETKa O 3aBEPEHUU KOIHH;

- OTMETKa O MOCTYIUIEHUU JOKYMEHTA;

- pe3oronus;

[TpaBuna ohopmiieHUST PpEKBU3UTOB IOKYMEHTOB MPUBEACHBI B MPUIIOKCHUH 1.
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3.3. bilanku JOKYMEHTOB

3.3.1. JloxymeHTtsl, co3naBaembie B Komnemke, odopmisitorcss Ha OJiaHKax,
U3TOTOBJIEHHBIX Ha CTaHAAPTHBIX JucTax Oymaru ¢opmaroB A4 (210x297 mm) u
A5 (148x210 mm). OTaenbHbIC BUABI JOKYMEHTOB (TaOIHUIIBI, CXEMBbI, CMETHI) JOITYCKAeTCs
opopMIIATH ¢ UCIoNb30BaHueM (popmara A3 (420x297mm). JIOKyMEHTBI, COCTABIISIONINE
BHYTPEHHIOIO TEpEnucKy, OQOpMISIOTCS Ha CTaHJApTHBIX JHUcTax Oymaru Qopmara
A4 (210x297 mm) 6€3 UCTIOIB30BaHUS OJAHKOB.

3.3.2. O6pa3isl pa3pabOTaHHBIX U MPUMEHSIEMBIX B KOJUIEIKE OJaHKOB MOJJIEkKAT
BKJIFOUEHHUIO B MHCTPYKIHIO I10 JETONPOU3BOACTBY KOJIIEIKa B KAUYECTBE MPHUIIOKESHU.

3.3.3. B kosiemke MpUMEHSIOTCS CIEAYIOIINE BU bl OJJaHKOB, HMEIOIINE

YCTaHOBJIEHHBII COCTaB PEKBU3UTOB!

a) OJaHK MpUKaza.

0) GJ1aHK MHUCHhMa C YIJIOBBIM PAcONIOKEHUEM PEKBU3HUTOB;

B) OJIaHK MPOTOKOJIA.

3.3.4. biiank npukasa KoJuiemKa COAEPKUT PEKBU3UTHI:

a) HAMMEHOBAHUE OpTraHU3alINN;

0) HauMeHOBaHUE BUJA TIOKyMEHTA;

B) JlaTa JOKYMEHTA;

I') pETUCTPALMOHHBIN HOMEP JOKYMEHTA;

1) MECTO COCTaBJIeHUs (M3aHus1) TIOKyMEHTa;

O0pa3er 6y1aHKa MprKa3a KoJUuleka MPUBEICH B MPUIIOKEHUH 2.

3.3.5. biank nuckMa KOJJIEKa C YIJIOBBIM PACOJI0KEHUEM PEKBU3UTOB COJIEPHKUT
PEKBU3UTHIL:

a) HaMEHOBaHUE OpraHHU3aIUY;

0) crpaBOYHBIE JaHHBIC 00 OpraHU3AINH;

B) JlaTa JOKYMEHTA;

I') pETUCTPALMOHHBIN HOMEP JOKYMEHTA;

1) CChUIKAa HAa PETUCTPAL[MOHHBIN HOMEp U J1aTy TOKyMEHTA.

OO6pazern OyiaHKa MUCbMAa KOJUIEIXa C YIIIOBBIM PACIIONOKEHHUEM PEKBU3UTOB MPUBEJIEH B
MIPUJIOKEHNH 3.

3.3.4. biiank MpOTOKOJIa COAEPHKUT PEKBUIUTHI:

a) HaMEHOBaHUE OpraHU3aUY;

0) HauMeHOBaHUE BUJA TIOKyMEHTa;

B) JlaTa JOKYMEHTA;

I') pETUCTPALMOHHBIN HOMEP JOKYMEHTA;

1) MECTO COCTaBJieHUs (M3JaHMs) TOKyMEHTA.

O06paserr 6;1aHKa MPOTOKOJIA KoJiemka npuseeH B [Ipunoxennn 4.

3.4. IIpukassl KOIe KA

3.4.1. Ilpukazamu oOPMIISIOTCS PEIICHUST HOPMATHUBHOIO XapakKTepa, a TakkKe I0
OTIepaTUBHBIM, OPTaHU3ALIMOHHBIM, KaJIPOBBIM U JIPYTHUM BOIpPOCaM pabOThl KOJIJIEIKA.

[IpoekTsl TpUKA30B TOTOBSAT CTPYKTYpHbIE MOApA3JIEICHUs] HAa OCHOBAHHUU
MOPYYEHUI JUPEKTOpa, €ro 3aMecTuTened, Ju00 B MHULMATUBHOM mopsake. [IpoekTs
MPUKA30B M0 JINYHOMY COCTaBY FOTOBUT OT/EJ KaJIpOB.

3.4.2. TekcT mnpukaza MOXKET COCTOSATh M3 JABYX YaCTE: KOHCTAaTUPYIOIIEH
(mpeaMOyJibl) U pacHoOpSAUTENBLHOM.
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B koHcTaTupyrolei yacTu KpaTKo M3JararoTcs Ledu U 3ajaud, GakThl U COOBITHS,
MOCITYy>)KMBIIIME OCHOBAaHUEM JUIsl M3aHus npuka3za. OHa MOXKET HauWHaTbes ciioBaMu "B
uensax", "B coorBercrBun", "Bo ucnonnenue" u T.4. Ecnu npukas u3naercs Ha OCHOBaHUH
IPYTroro JOKyMEHTa, TO B KOHCTaTHUPYIOUIEH YacTH yKa3bIBAaeTCS HaUMEHOBAaHUE 3TOTO
JOKYMEHTa, €ro Jjata, HoMep U 3aroioBok. [IpeamMOyina B mpoeKkTax mpHKa3oB 3aBepIIAETCS
CJIOBOM IIPHUKa3bIBal0, KOTOPOE MEYaTAETCs 3aryIaBHBIMU OYKBaMU Bpa3psaKy.

PacniopsinurenbHas 4yacTh JOJDKHA COJEPXKaTh IMEPEUYHUCICHUE MPENIChIBAEMbIX
JEMCTBUH C yKa3aHUEM UCIOJHUTENS KaKJI0To JIEHCTBUS U, IPU HEOOXOAUMOCTH, CPOKOB
ucrnoyiHeHus. PacnopsauTenbHas 4acTh JEIUTCS HAa MYHKTHl W MOJMYHKTBI, KOTOpBIE
HyMEpYyIOTCsi apaOckumu nudpamu. JleHCTBUS OAHOPOJHOTO XapakTepa MOTYT OBITh
MIEPEUNCIICHBI B OTHOM ITyHKTE.

B kauecTBe HCHONHUTENEH YKa3blBalOTCA CTPYKTYpHbIE  MOJApa3JIeleHHUs,
3aMecTUTeNN Jupekropa, pykoBoautenu I[IMK, mnpexacenatenu wuim pyKOBOAUTETU
pabouux rpynn (KOMHCCHIA).

Ecnu npuka3 n3MeHsieT panee U3JaHHBIA JOKYMEHT (IMIyHKThI JOKYMEHTA), TO OJUH
U3 MMyHKTOB PacHOPSAUTENbHON YacTH TEKCTa JOJHKEH COAEepKaTh CChUIKY HAa U3MEHsEMbII
JOKYMEHT (IIyHKTBI JOKYMEHTA) C YKa3aHUEM €ro JaThl, HOMepa U 3arojoBKa.

Ecnu mnpukas oTMeHsieT [eHCTBHE paHee W3JIaHHOTO JOKyMEHTa (IIyHKTOB
JOKYMEHTA) C ONpeJIeJIEHHOMN AaThl, TO OAMH U3 IYHKTOB PacCloOpPsAUTEIbHON YacTH TEKCTa
JOJDKEH HA4YMHATBCSA ciioBaMM "lIpu3HaTh yTpaTuBImIMM CHily...", Janee yKas3bplBaThCs AaTa,
HOMEp U 3arojoBOK paHee M3JaHHOro JOKyMEHTa (ITyHKTa JOKYMEHTa), a TakkKe JaTa, ¢
KOTOpOIl oTMeHsieTcs ero AeiicTBue. Ecnu gara He yka3aHa, TO IeiCTBUE paHee U3JaHHOTO
JOKYMeHTa (IIyHKTBI JOKYMEHTa) OTMEHSIETCSI C JaThl M3/1aHUsI HOBOTO MpUKa3a.

Ecnu npuka3 oTMeHsieT paHee U3/IaHHBIM JOKYMEHT C MOMEHTa W3JIaHusl, TO OJUH
U3 TYHKTOB pacHOpsSAMTENbHONM 4YacTH TeKCTa JIOJDKEH HAuYMHAThCA — CIIOBaMU
"OTMEHUTE..." U YKa3bIBaThCS 1aTa, HOMEP M 3ar0JOBOK PaHEe W3aHHOTO TIOKYMEHTA.

Ecnu mpukas mpenrnonaraercss BBECTU B JACHCTBHE HE C MOMEHTa €ro M3JaHMs,
HEe0OXO0IMMO yKa3aTh CPOK BBEJCHHS €T0 B JACHCTBHE.

[locnenqHuil MyHKT pacnopsIUTENbHOW 4YacTH MOXET COJEep’KaTh CBEICHHUS O
JOJKHOCTHOM JIMIIE, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 32 UCIIOJIHEHUEM MPUKa3a.

3.4.3. [Ipukassl NOAMMUCHIBAIOTCA TOJBKO AUPEKTOPOM HIIH JIULOM, HUCHOJHSIOIMIUM
€ro o0s3aHHOCTH.

3.4.4. OTBETCTBEHHOCTh 3a OOECIeUYeHHE CBOEBPEMEHHON U KayeCTBEHHOU
MOJATOTOBKM MPOEKTOB NPHUKAa30B M WX COIVIACOBAHME C 3aMHTEPECOBAHHBIMU
MO/Ipa3/IeICHUSIMU HECYT aBTOPbI MPOEKTa MPHUKa3a.

3.4.5. PeructpannoHHble HOMEpa NPUCBANBAIOTCSA MPUKA3aM IO MOPSIKY HOMEpPOB
B IpeJienax KaJeHAapHOro roja.

3.4.6. JlaTa peructpanuu npukasa siBIsSeTCs JaTON €ro NOAMUCaHHUS.

3.5. IIpaBuiia, MONOXKEHNS, THCTPYKIIMHU

3.5.1. IlpaBuna — HOPMATUBHBIN aKT, OMPEEISIONIUNA TOPAIOK KAaKOro-Tu00 BHIA
JesITeIbHOCTH, YCTaHABIMBAIOIIUN WM 3alpelalon[iil onpeaesieHHOE TOBEICHUE.

3.5.2. IlonoxeHue — HOPMATUBHBIN aKT, IETAJIBHO PErNIAMEHTUPYIOIIHUI PABOBOMI
CTaTyc, NOPAIOK OpraHU3aIMHU U MPOIeaypy KaKoro-11udo Buja AeITeIbHOCTH.

3.5.3. UHCTpyKUMS — HOPMATHUBHBIM aKT, WU3IABA€Mbli B LEJISIX Pa3bsICHEHUS M
onpezesieHuss TMOopsAJiIKa NMPUMEHEHUsI COOTBETCTBYIOIIETO HOPMATHBHOTO aKTa JMOO ¢
LEeNbI0 YKa3aHUs HOPM O CIIOCO0aX BBIMIOJHEHUS ONpeesIeHHbIX onepaunil (1eicTBUi).



3.5.4. IlpaBuna, nojnoXeHus, MHCTpyKuuu npuHumaroTcs Ha Cosere Komnemka u
YTBEPXKJIAIOTCSA TUPEKTOPOM.

3.5.5. Tlopssmok TOATOTOBKHM MPOEKTOB IPABWJI, IMOJOKEHUS, HWHCTPYKLIUU
COOTBETCTBYET OOIIEMY MOPSAJIKY HOJTOTOBKU IMPOEKTOB MPUKA30B KOJIJIEIKA.

3.5.6. TekcT mpoekTa IOJOKEHHUsI, NMPAaBWI, MHCTPYKIMU IME€YATACTCS HA YHUCTOM
nucte Oymaru opmara A4.

3.5.7. OTAMYUTENHHBIMU XapAKTEPUCTUKAMH TEKCTOB TMPAaBWI, IMOJIOKECHHUS,
MHCTPYKLHH SIBISIFOTCS:

TOYHOCTh MPUMEHSEMBIX (DOPMYIUPOBOK 0O€3 HCIIOJIB30BAHUS CJIOB U MOHSITHIA,
MMEIOIUX MHOXXECTBEHHBIN CMBICIT;

HCIIOJIb30BaHHE KOPOTKUX MPEIJIOKEHUM, OOIIECTPUHATHIX BBIPAXKEHUH M CBA30K,
npu  HEOOXOJUMOCTH - TIPEIBAPUTENBHOE OIpEAeJICHUE HCIMOJIb3YeMbIX MOHATHIA,
COKpallleHul, abOpeBuaTyp;

OMHMCAHUE BCEX BO3MOXKHBIX BApPUAHTOB COOBITUH U COOTBETCTBYIOIIMX WM
BAPUAHTOB JICWCTBUA, T.€. MOJHOTA MPEACTaBICHUS HHPOPMALUH;

CTPYKTYPUPOBAaHHOCTb  TEKCTa  C HENbI0  JIOCTH)KECHHUS HaWTyqIen
IIOCJIEIOBATEIIBHOCTH U3JI0KEHUSI MaTEpHUaIa;

MUHMMH3alUsl TEKCTa C TIOMOIIBbI0 TMPUMEHEHHS 00o00meHuir  (0030poB
MpeArnoyiaraeMbIX JIEHCTBUI) M MpUMEHEHUE MepedyuclieHud (3a1ad, 3TaroB, YCIOBUH U
T.1.).

3.5.8. B 3aBucuMocTH OT CIOXHOCTH U oObeMa pa3padaThbIBa€MbIX IPABUIL,
MOJIOKEHUSI, MHCTPYKIIUU — TEKCT JOKYMEHTa JeJIUTCSA Ha TJIaBbl, MyHKTHl U MOJIYHKTHIL
['maBbI 10JKHBI UMETh Ha3BaHus. Hymepanus npousBoanuTces apabCKUMH HUPpPaMU.

3.6. IlpoTokon 3acenanus (CoBELIaHU)

3.6.1. IIpoTOKOI — JOKYMEHT, B KOTOPOM (UKCUpYETCs X0 00CYkKIeHUsI BOIIPOCOB
U TPUHATHS pENICHUH Ha COOpaHMSIX, COBCHIAHUAX, KOH(PEPCHIHSIX W 3aceIaHMSIX
KOJUJIETHAJIbHBIX OPTaHOB.

[IpoToxkon 3acenanus (coBemanus) — (J1agee — MPOTOKOI) opOPMIIIETCS Ha YUCTOM
nucte Oymaru opmara A4.

3.6.2. PexBuzur — "TekcT JOKymMeHTa".

PexBU3HUT COCTOUT U3 ABYX YACTEH: BBOJHON U OCHOBHOI.

Bo BBOmHOW 4dYacTm yKa3pIBAlOTCI HMHHUIUANBL, (aMUIUU W JIOJDKHOCTH
MpeceaTeNIbCTBYIOIIErO, CeKpeTapsi, MPUCYTCTBOBABIIMX HA 3aceJaHUU U, IpHU
HEOOXOIMMOCTH, JIUI], IPUTTIAIICHHBIX Ha 3aceIaHue (COBEIIAHUE).

BBosiHas yacTh MPOTOKOJIA 3aKaHUMBAETCS NIEPEYHEM PacCMATPUBAEMBIX BOMPOCOB,
MIEPCUNCIICHHBIX B TIOPSAJKE WX 3HAYMMOCTH C YKa3aHUEM JOKJIAT4YMKa 10 KaKIOMY
paccMatpuBaemMoMmy Borpocy. Bormpocsl dopmynupyrotes ¢ mnpenigorom "O" ("OG6"),
MeYaTaroTcs OT FPAHULIBI JIEBOTO MOJIA U HyMEPYIOTCS apaOCKUMuU Ludpamu.

OcHOBHasT 4YacThb MPOTOKOJIA COCTOMT M3  pa3lieloB, COOTBETCTBYIOLIUX
paccMaTprUBaeMbIM BOIIPOCAM U MX HYMEPAIIHH.

TekcT Kaxa0ro paszzesa CTPOUTCS MO CXEME:

"CJIYIIAJIU:

BBICTVYIIUJIN:

PEIIWJIN: (mmm:IIOCTAHOBWJIN)."
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CopepxaHue NOKIAZOB MU BBICTYIUIEHUH BKIIOYAETCS B TEKCT MPOTOKOJIA WM
MpujiaraeTcsi K HeMy B BUJIE OTJIEIbHBIX MaTEPHAJIOB, C YKa3aHUEM B TEKCTE MPOTOKOJA:
"TeKCT BBICTYIUIEHUS IIpUiIaraeTcs'.

B TekcT npoToKosa BHOCATCS MOTHOCTBIO:

MOCTaHOBJIEHUE (pelieHne) B TOMl (opMylIHpoOBKe, KOTOpas Obula MpUHATA Ha
3acejaHuM (COBELIAHUN);

WUTOTH T'OJIOCOBAHUSA C YKa3aHHEM KOJMYECTBA IOJOCOBaBIIMX '"3a", "mpoTuB" nium
"Bo3aepxkaBIINXCS";

KpaTKoe coJiep;KaHue 0co00ro MHEHHUS, BBICKa3aHHOTO BO BpeMsl 00CYKIEHUS.

Jlomyckaercss MCHOJIb30BaHUE IMOAPOOHOIO M KPAaTKOTO HAaNHMCAHHS pPEKBU3UTA —
"TeKCT TOKYMEHTA", KOTOpbIE OTJIMYAIOTCS MOJIHOTOW OCBEUICHUS 3aceaHus (COBEIIaHMs).

[lonpoOHoOe HamucaHWE COCTaBIIAETCA B CiIydasiX, KOTJa HEOOXOJUMO MOJIHOCTBIO
3aJJOKyMEHTHPOBATh XOJ OOCYKICHHsS BOIPOCOB, MepelaTbh COJEp)KaHUE MOKIaJA0B U
BBICTYIIJICHUH YYaCTHUKOB 3acelaHus, MPO3BYYABIIME BOIMPOCHI, PEIUIMKH, 3aMEeYaHus,
MO3UIUH.

B xpatkoil ¢opme omyckaercs Xoa oOCYXJIE€HUS BOIpoca U (PUKCUPYETCS TOJIBKO
MIPUHSATOE [0 HEMY pEIlIeHHUE.

TekcT kaxaoro pasaena B KpaTkoi (popme CTpOUTCS MO CXEMe:

"CIIYHIAJIN:

PEIIWJIN: (mmu:IIOCTAHOBUWJIN)."

3.6.3. IIpoTOKOJ MOANMCHIBAETCS JIMLIOM, IIPEACEAATEILCTBOBABIINM HA 3aCEAAHUHN
(coBemanum), U cCEKpeTapeéM 3aceanus (COBEIIAHMUS).

[Ipn oTcyTcTBUM cekperapss 3acelaHus, B TOM 4YHCIE TpU TPOBEICHUU
ONEpPAaTUBHBIX  COBEUIAHUM,  JONYyCKaeTcs  MOANKCAHWE  MPOTOKOJAa  TOJBKO
MIpeIceaTeNIbCTBYIOIIUM.

3.6.4. TekcT nMpoTOKOIa JOKEH OBITH MOJATOTOBJIEH HE MO3/IHEE TPEX THEH co HS
3acenanus.  [IpoekThl ~ COOTBETCTBYIOLIMX  IYHKTOB  IPOTOKOJIa  BU3HUPYIOTCS
PYKOBOJUTENEM MOAPA3/ICICHHs], OTBETCTBEHHBIM 32 MOJITOTOBKY.

3.6.5. latra mpoToKoja AOMKHAa COOTBETCTBOBATH JHIO MPOBEICHHUS COBEIIAHUS
(3acenmanus).

3.6.6. Konmuu mpOTOKOJIOB pacchUIalOTCS 3aUHTEPECOBAHHBIM OpraHU3alUsIM |
JOJDKHOCTHBIM JIMIIaM B COOTBETCTBHM C YKa3zaTeJeM PAaCChUIKH, KOTOPBIA COCTaBIsET
CeKpeTapb 3aceaHusl (COBEILAHuU).

3.7. Ilnau

3.7.1. IlmanH — JOKyMEHT, YCTAHABJIMBAIOIIMK TIEPEUYECHb HAMEUEHHBIX K
BBITIOJIHEHUIO MEPONPUSTHI, UX IOCIEAOBATENbHOCTh, OOBEM, CPOKH, OTBETCTBEHHBIX
VICIIOJTHUTENEH.

3.7.2. Ilnan odopmisercs Ha nucte Oymaru dopmata A4 ¢ HUCIOIH30BAHHEM
CJIETYIOIINX PEKBU3UTOB:

a) HAMMEHOBAHUE OpTraHU3AlINN;

0) rpu¢ yTBEepKIIeHUs JOKYMEHTA;

B) JlaTa JOKYMEHTA;

I') pETUCTPALMOHHBIN HOMEP JOKYMEHTA;

1) HAaMMEHOBaHUE BUJIAa JOKYMEHTA;

€) 3aroJIOBOK K TEKCTY;

) TEKCT IOKyMEHTa;
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3) HAUMEHOBAHUE JOKHOCTH;

1) MOJIHCH.

3.7.3. PexkBu3ut — "TekcT JoKkyMeHTa" odopmiiseTrcsa B BUE TaOJIULbI C rpadamu:
a) HOMep MyHKTa IJIaHa;

0) HauMEHOBaHUE MEPOIPUITHS;

B) CPOK HCIIOJTHEHUS;

T') UCIIOJIHUTETIb;

1) IpUMEYaHue.

3.8. Otuer

3.8.1. OTuer — JOKyMEHT, COJEpKAIIUN CBEJICHUS O pe3yJbTaTax ACATEIbHOCTH 32
ONPEJEICHHBIN IEpHUOJ BPEMEHH, BBINOJIHEHUH MEPONPHUATHI, MOPYYEHUW, 3aJaHUU,
TJIaHOB.

3.8.2. OT4eTsl, NpeoCTaBIIEMbIE B OpPraHbl TOCYIaPCTBEHHOM BIACTH (B TOM YHUCIIE
B OpraHbl TOCYJapCTBEHHOW CTaTHUCTHKH) W HMMEIOIIME YCTAaHOBJIEHHYIO IPAaBOBBIMU
akTaMH  TOCYJapCTBEHHBIX  OpraHoB  (opMy, CO3JalOTCS 1O  YCTAHOBJIEHHOM
roCy/IapCTBEHHBIMH OpraHaMu (opMe U B ONpeeIEHHOM UMHU MOPSJIKE.

3.8.3. OTuéThl, NpenoCTaBIsieMbIE COTPYAHUKAMH KOJUIEI)KA B XOJE€ BHYTPEHHETO
B3aMMO/JICHCTBHUSA, CO3AAIOTCS MO MpaBUIaM, YCTAHOBJIEHHBIM JUISl CO3/IaHUS CITY>KEOHBIX
3aIMUCOK.

3.8.5. Otuersl odopmisitoTcs Ha jucte Oymaru (opmata A4 ¢ UCIOIH30BAHHEM
CJIETYIOIINX PEKBU3UTOB:

a) HAMMEHOBAHUE OpraHU3alNN;

0) maTa JOKyMEHTa;

B) PETUCTPALIMOHHBIN HOMEp TOKyMEHTa;

I') HAMMEHOBaHUE BUJIA JOKYMEHTA;

1) 3ar0JIOBOK K TEKCTY;

€) TeKCT IOKyMEHTa;

’K) HAUMEHOBaHUE JOHKHOCTH;

3) NOJIHUCK.

3.8.6. B Tekcre oTuéra B 00s3aTEIbHOM MOPSAJIKE JOJDKHO COJEPKATHCS yKazaHUE
Ha JIeSITENbHOCTh, MEPOIpPHUSATHE, BBIIAHHOE TOpy4YeHHUE, 3aJaHue, MYHKT IUIaHa,
MOJJIKAIUN BBIMOTHEHHUIO, U PE3YJbTaT O BBIOJHEHUH, B TOM YHUCIE C YKa3aHHEM Ha
coOMI0ZIeHre WM HapyLIEHUE HCHOJHUTENbCKON JUCUUIIIMHBI, YCTAaHOBJIEHHBIX CPOKOB
WCIIOJIHEHUSI U HaJyIeXkallee MpefocTaBiieHne MHGOpMaluud, HeOOXOIMMBIX MaTepHaloB
(IpOEKTOB JOKYMEHTOB) COUCIIOJIHUTEISAMU (MIPU YYACTUU HECKOJIBKUX UCIIOIHUTENIEH).

3.9. Cnyxe0OHbIe 3aMUCKU

3.9.1. B menax ocymecTBICHHs B3aUMOJAECUCTBUSA MEXIY COTPYJHUKAMHU B paMKax
BHYTPEHHETO IOKYMEHTO000POTa B KOJUIEHKE MPUMEHSIOTCS CITyKEOHBIE 3aIHCKU.

CayxeOHbIe 3alMCKU SBISIOTCS CIIPABOYHO-UH(OPMAITMOHHBIMU JOKYMEHTAMH.

ABTOpamu CcIy»KeOHBIX 3aITUCOK SBIIIOTCS COTPYTHUKHU KOJUIEIDKA.

3.9.2. Cny>xe0OHasi 3a1ucKa MOKET COCTaBIIATHCA M0 YKa3aHUIO PYKOBOJICTBA WJIH MO
WHUIMATHBE KOHKPETHOTO COTPYAHUKA.

3.93. Ilpu odopmieHun ciaykeOHON 3amUCKU OQOPMIISIIOTCA  CIETYIOITNE
PEKBU3HTHI:
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a) ajpecar;

0) maTa JOKyMEHTa;

B) HAMMEHOBAHKE BHU/A IOKYMEHTA;

I') 3ar0JIOBOK K TEKCTY;

1) TEKCT TOKYMEHTA;

€) OTMETKa O MPUJIOKEHUU;

’K) HAUMEHOBaHUE JOHKHOCTH;

3) MOIHCH.

1) BU3a.

3.9.4. Cny>xeOHble 3alIUCKU MOTYT CO3/1aBaThcsl HA OyMaXHOM HocuTese U (Win) B
AIIEKTPOHHOU (popMme.

3.10. ITucemo

3.10.1. IluceMa xoJuieKa TOTOBIATCS KaK:
a) OTBETHl O BBINOJHEHUH MOPYYEHUU BBIIIECTOSIIUX OPTraHOB HCIOJIHUTEIHHOU
BJIACTH;
0) OTBETHI Ha 3aMPOCHl OPraHU3aLUi, NIPEAIPUIATHIA U YACTHBIX JIULL;
B) MHUIIMATUBHBIE MHCHhMA.
3.10.2. Cpoku moArOTOBKHA OTBETHBIX MTHUCEM:
a) C KOHKPETHOM JaToW HMCHOJHEHMS, YKa3aHHOW B JIOKYMEHTE, — B YKa3aHHBIH
CPOK;
0) B COOTBETCTBHH C PE30JIIOLMEN AMPEKTOpa M €ro 3aMecTUTeNleld Ha OCHOBAHUU
YCTaHOBJIEHHBIX CPOKOB HCIOJIHEHUS MOPYYEHUH, 3allpOCOB WJIM IO PELICHUI0 aBTOpa
PE30IIOLHNH.
3.10.3. TekcTbl OTBETHBIX NHCEM JODKHBI TOYHO COOTBETCTBOBATH 3aJaHUSIM,
3aUKCUpPOBaHHBIM B pe3ononuu. CpoKd TMOATOTOBKM HMHHUIIMATUBHBIX MHCEM
OTIPECIIAIOTCSI CAMOCTOATENLHO aBTOPOM IPOEKTa MHChbMa C Y4ETOM HEOOXOJIUMOCTH
pelieHuss KOHKPETHBIX 3aJad W (WIM) B COOTBETCTBUHM C TpeOOBaHHSIMU
3aKOHOAATENHCTBA, MOPYUCHUSIMH HETIOCPEICTBEHHOTO PYKOBOIUTEIIS.
3.10.4. TIlucpbma medararoTcsi Ha OJaHKe NUChbMa KOJJIE[DKA C  YIJIOBBIM
PacroioKeHNEM PEKBU3UTOB.
3.10.5. JlonoqHUTENBHO K pEKBU3UTaM OJIaHKA MUCbMa MPU OPOPMIICHUH MHUCEM B
KOJIJIEJDKE UCTIONB3YIOTCS CIIeIyIOIINe PEKBU3UTHI:
a) ajpecar;
0) 3arojIOBOK K TEKCTY;
B) TEKCT JOKYMEHTA;
') OTMETKA O MPUIIOKEHUH;
1) BU3a;
€) MOJIMHCH.
) OTMETKa 00 UCIIOJIHUTEIIE.
3.10.6. OdopmieHne pEKBU3UTOB THUCEM IMPOU3BOJIUTCA COTJACHO TMpaBUIaM
o(opMIIeHHS pEKBU3UTOB JOKYMEHTOB, IPUBEJIEHHBIX B IIPUIOKEHUN 1.

3.10.7. IIucema wm3nmararorcs: OoT 1-ro nua MHOXECTBEHHOIO 4YHWCiIa WIM OT 3-TO
JUIA €IMHCTBEHHOIO YHUCIIA.

3.10.8. Ilpu odopmienun nuchbMa Ha JBYX M Oojee CTpaHULAX BTOpas H
MOCJIEAYIOIINE CTPaHUIbl HyMEpPYIOTCA IOCEpPEeMHE BEPXHEro MOJs JHCTa apaOCKUMU

uudpamu.
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3.10.9. [Incpma noANKCHIBAET AUPEKTOP WU JIMIIA, YIIOJTHOMOYEHHBIE TPUKA30M.

3.10.10. Ecam xonmmyecTBO ajpecaToB MucbMa Oosnee 4, TO aBTOPOM IIPOEKTa
MACbMa COCTABJISIETCS PEECTP PACCBUIKA M Ha KaXKJAOM JK3EMIULIPE NMUChMa YKa3bIBaeTCs
TOJIBKO OJIMH aJipecar.

3.10.11. TIlpm moOAroTOBKE NHCEM HEOOXOAMMO YYMTHIBaTh TPEOOBAHUS
noctaHoBieHus [IpaBurensctBa Poccuiickoit ®enepannn ot 15 ampens 2005 r. Ne 221
"O6 ytBepxkaeHuu [IpaBuyi oka3zaHuWsl YCIyr TIOYTOBOW CBSI3M" M TMOCTAHOBJICHHS
[IpaButennctBa Poccuiickoit ®enepanuu ot 24 mapra 2006 r. Ne 160 "OO0 yTBepKaeHUU
HOPMAaTHUBOB YacTOThl cOOpa U3 MOYTOBBIX SAIIMKOB, OOMEHA, MEPEBO3KU M JOCTABKU
MACBMEHHON KOPPECTIOHJCHIINH, a TAKXKE KOHTPOJBHBIX CPOKOB NEPECHIIKA MUCbMEHHON
KOPPECTIOHICHIINH .

3.11. Tenerpamma

[lopsoKk TOATOTOBKU TEJETPAMM AaHAJIOTUYEH MOPSJIKY, YCTAHOBJIEHHOMY JUIS
nuceM, C Y4€ToM TpeOOBaHMI, YCTAHOBIEHHBIX TOCTaHOBJIeHHEM [IpaBuTenbcTBa
Poccuiickoit ®@enepauuu ot 15 ampenst 2005 r. Ne 222 "O6 ytBepxnenuu IlpaBun
OKa3aHMs yciyr TenerpadHoi cBs3u'".

3.12. ®akcorpamma (daxkc)

3.12.1. [loctynuBiIiee B KOJJIEIK Yepe3 (PaKCUMUIbHYIO CBS3b MUCHMO WM MHOU
JOKYMEHT (najnee uMeHyercs — (akc) NPUPABHUBAETCA K aHAJTIOTUYHBIM JIOKyMEHTaM Ha
OyMa)KHOM HOCHUTEIE.

3.12.2. Tlopsamox 00paOOTKH, pacmpeneseHUus U MPOXOXKICHUS TMOCTYMAONINX B
KOJUIE/DK (DAaKCOB aHAJIOTUYEH MOPSAKY, YCTAHOBIEHHOMY JI JOKYMEHTOB C OTMETKAMH,
XapaKTEepU3YIOLUIUMU CTENeHb CPOUHOCTH UX UCIIOJIHEHHUS WU JTOCTaBKH.

3.12.3. TloctynuBmuii Bcien 3a ¢akcoM OpHUTHMHAN JOKYMEHTa HampaBisieTcs
WCIIOJIHUTEII0 B COOTBETCTBUM C YKa3aHUEM I10 MCIOJIHEHHUIO JIOKyMEHTa (pe30JroLueii)
Ha MOCTYNUBIINN paHee (akc.

3.12.4. Tlopsgok odopmieHuss (akcoB, OTHPABISIEMbIX KOJUIEIDKEM 4epes
(bakCUMUIIBHYIO CBSI3b, U XPAHEHUS UX KOIMUW aHAJIOTHYEH MOPSAKY, YCTAHOBJICHHOMY IS
MUCEM.

3.12.5. OpuruHan [AOKyMEHTa OTHPABIEHHOTO MO (PaKCUMUIBHOW CBS3U
OTIpaBJsieTCsl ajapecaTy ¢ MoMeTKoM "(dakc ¢ mochUIKON", KOTOpas pa3mellaercs Ha
BEpPXHEM I10JI€ IOKyMEHTa CIIpaBa.

3.13. Teneponorpamma

3.13.1. TenedoHorpaMMbl UCTIONB3YIOTCS AJIsi ONIEPATUBHOIO PEUICHUS] BOIIPOCOB B
cllydasix, Korja COoOOIIeHHs, NepenaBaeMble Mo TenedoHy, TpeOyIT JOKYMEHTaJIbHOTO
oopMIIeHU .

3.13.2. KOpuamueckas cuia MOCTYyNHMBIIEH TeleoHOrpaMMBbl OIpeaesnseTcs
CIICIYIOUTMH PEKBU3UTAMHU:

UCXO/IAIIIM PETHCTPANMOHHBIM HOMEPOM OTIIPABIIIEMO Tene(pOHOTpaMMBI;

JIOJDKHOCTBIO,  (aMWwiIned, HWMEHEM, OTYEeCTBOM  JIUIA,  OTIPABHUBIIETO
tenedoHorpamMmy;
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JIOJDKHOCTBIO, (hamMuiiued, UMEHEeM, OTYECTBOM U MOJINHUCHIO JIMLA, MPUHSBIIETO
tenedoHorpamMmy;

BXOJIAIIUM PETUCTPALIMIOHHBIM HOMEPOM IOIYyYEHHOU Teae(OHOIrpaMMBbI.

3.13.3. TpeOoBanusi K H3NOKEHUIO TEKCTa TeleoHOrpaMM  aHATOTUYHBI
TpeOOBaHUAM K M3JI0KEHHUIO TUChMA.

TexcT Tenedonorpammsbl JOJIKEH coaepkaTh He 6onee 50 coB.

3.13.4. TenedoHorpaMma 3aHOCUTCSI B KypHajJl perucrpauuu TteinedoHOrpaMm U
MOJIKCHIBAETCS JIMIIOM, OT UMEHHU KOTOPOTO OHA MepeIaeTcs.

3.13.5. [locne nepenaun (mpuéma) TeneoHOrpaMMBbl IPOU3BOIUTCS CBEPKA TEKCTa
TeneOHOrpaMMbI C MPUHUMAIOIIUM (TIEpEJAOIINM).

3ateM nmepenaromuii  (MPUHUMAIOIIMKM)  JelaeT OTMETKM BHHU3Y  TEKCTa
TeneOHOrpaMMBbI:

"[TPUHAJI", nHaumeHOBaHWE MOJDKHOCTH, (aMuiaus, HMs, OTUYECTBO JIHUIIA,
MPUHIBLIETO TeaedOHOIpaMMy, HOMEp €ro TeieoHa, BpeMsl neperadu TenepoHorpaMMbl
(4yacel ¥ MUHYTHI), 1aTa;

"I[IEPEJAJI", HauMmeHOBaHWE JIOJDKHOCTH, GaMuiivs, HMs, OTUYECTBO, HOMEp
tenedoHa, Mo KoTopoMmy TenedoHorpamMmma Obula TiepedaHa, BpeMs Iepeaadu
TenedOHOrpaMMBbI (Yachl U MUHYTHI), AATa.

Otmetka o mnpuéme (mepenaye) TeneOHOTpaMMBl 3aBEpSAETCA  MOIIHUCHIO
COTpYJIHUKA, IPUHSBIIETO (TIepeaaBuIero) reaeoHorpaMmy.

3.13.6. Ilonyuennas TtenedoHorpamMma [OJDKHa OBITH OTMEYaTaHa, CUMTAHA U
JI0JI0’K€HA JIMILY, KOTOPOMY OHa aJIpeCOBaHa, B BO3MOYKHO KOPOTKHUH CPOK.

3.14. JloBepeHHOCTH

3.14.1. JloBepeHHOCTHb BBIAAETCS COTPYAHHUKAM KoJieIxka U odopmisercs o
MpaBUiaM, yCTAaHOBJIEHHBIM HacTosied MHCTpykiuei s nuceM, ¢ y4€ToM TpeOoBaHUMN
rpa)xIaHCKOro 3aKkoHoaaTenbcTBa Poccuiickoit denepannu 1 HaCTOSIIETO pa3/ena.

3.14.2. TIpoekT NOBEPEHHOCTH MOATOTABIUBACTCS U BU3UPYETCS FOPUCKOHCYJIHTOM
U COTPYIHUKOM, KOTOPOMY JOBEPEHHOCTh OYyJIE€T BBIJIlaHA, a TaKXE HEMOCPEIACTBEHHBIM
PYKOBOAMUTEIEM JTOTO COTPYAHHMKA, TMOCIe Yero rmnepeaaéTcss B KaHUEISAPUIO IS
HaIpaBJICHUs Ha TIOMHUCAHUE.

JIOBEpEeHHOCTh MOJMUCHIBACTCS TUPEKTOPOM WM JIUIIOM, OCYIIECTBISIOIIUM €TI0
MOJTHOMOYHS (MCTIOTHSIONIUM O0S3aHHOCTH ), U CKPETUISIETCS TIeYaThi0 OPraHU3alluH.

3.15. [loroBopsbl, coryamieHus, KOHTPAKThI

3.15.1.  JloroBopwl,  corjamieHusi, = KOHTPakThl  (Jajiee —  JOTOBOPHI)
MOJArOTABIIMBAIOTCS B COOTBETCTBUU C TpeOOBAaHUSMU TPaKJAHCKOTO, TPYIOBOIO,
OIOPKETHOTO M WMHOTO 3aKoHojaarenbcTBa Poccuiickoit ®enepanuu, B 3aBUCHUMOCTH OT
PETyJIHpPYEMbIX TI0rOBOPOM MIPABOOTHOIICHU U 0053aTENIbCTB CTOPOH.

3.15.2. IIpoekT noroBopa IOATOTaBIMBAECTCS COTPYIHUKOM C  YYETOM
HEOOXOJIMMOCTH CBOEBPEMEHHOTO M KAaue€CTBEHHOI'O OOECHeYeHHs] MCIIOIHEHHS] CBOUX
noJIHOMOYHUH (00s13aHHOCTEN), MOTHOMOYMH ((PYHKIMIT) CTPYKTYpHOTO MOApa3AeIeHUs, B
KOTOPOM OH paboTaeT (CIy>KUT) UK TTOJTHOMOYHH KOJUIEKa B 1IEJIOM.

[IpoekT noroBopa moAroTaBIMBaETCA IOPUCKOHCYIBTOM COBMECTHO C COTPYAHUKOM
CTPYKTYPHOTO TMoOJApa3JeNeHusi, K QYHKUUAM (IOJHOMOYHUSIM) KOTOPOTO OTHOCHUTCS
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pElIeHHe BOIPOCOB, SIBISIOUIMXCS MPEIMETOM JI0rOBOPa, WM HWHBIM COTPYJHHUKOM IO
MPSIMOMY YKa3aHUIO TUPEKTOpA.

HeoOxonuMas ans MOATOTOBKM MPOEKTa JIOrOBOpa HH(popManus coOupaercs
aBTOPOM TPOEKTa JOroBopa B MOpsAKE pabodero B3aUMOJEHCTBUA C yUETOM MpaBHI,
YCTaHOBJICHHBIX HAacTOsmen MHCTpyKIMen.

4. Opranuzanus 10KyMeHTO000poTa
4.1. IlepBuunast 006pabOTKa MOCTYMAIMKX (BXOASIINX) JOKYMEHTOB

4.1.1. IlepBuunas 00paOOTKa, TOCTYMAIIMX B KOJUICIK JOKyMEHTOB,
OCYHIECTBIISIETCSI I[EHTPAJIM30BAaHHO 3aBEAYIOIIUM KaHIleJIsIpued, OTBETCTBEHHBIM 3a
BEJICHHE JICTIONPOU3BOJICTBA.

[Ipu nepBuyHON 00pabOTKE TOKYMEHTOB MPOBEPSAETCS MPABUIBHOCTH apECOBAHUS
U LEJIOCTHOCTh YIAKOBKH.

OmuOOoYHO MOCTYNHUBIIME WM TMOCTYNHUBIIME 0€3 COMPOBOIUTENHHOTO MUCHMA
JOKYMEHThl ~TEPeChbUIAlOTCS MO NPUHAUIKHOCTH WJIM  BO3BpAIIalOTCS  OOpaTHO
OTIIPABUTENIO C COMPOBOIUTEIHHBIM MTUCEMOM.

4.1.2. JIokyMeHTBhl IPOXOJAT MEPBUYHYIO 0OpabOTKY B JE€Hb MOCTYIUICHMS, MpPU
MOCTYTUICHUH B Hepabouee BpeMs — Ha CIEIYIOIINi pabounii 1eHb.

JIoKkymMeHThI, mocTynuBmne ¢ oTrMerkamu 'CpouHo", "BpyuuTh HeMmeIneHHO",
"OnepaTuUBHO", HE3aMEIJIUTENIbHO MPOXOAAT MEPBUUHYI0 00pabOTKY M JOKJIAIbIBAIOTCS
JUPEKTOPY WM B CIydyae €ro OTCYTCTBHUSI — 3aMECTUTENIO JUPEKTOpa MO HaIpaBICHHUIO
JesITeIbHOCTH.

[locTynuBiive TexerpaMmbl IPUHUMAIOTCS MO/ PACIHICKY C MPOCTABICHUEM JIaThl U
BpEMEHU IIPUEMa, PETUCTPUPYIOTCA M0 TEM K€ MpaBUiaM, YTO U MHUChMA.

DNeKTpOHHbIE COOOUIEHUS, aIpeCOBAaHHbIE AUPEKTOPY WM HalpaBJCHHbIE B aJpec
KOJIJIEJDKA, pacrleyaThIBaloTCA U JOKJIAIbIBAIOTCS TUPEKTOPY UK B CIy4Yae €ro OTCyTCTBUS
— 3aMECTUTENI0 JUPEKTOPA.

DNEeKTPOHHbIE COOOIICHUS, 3aBEPEHHbIC 3JIEKTPOHHOW MOJNUCHIO, TOJUIeKAT
o0paboTke TI0 mMpaBWjaM, MPEAYCMOTPEHHBIM JUIsl TMOCTYMAaIIeH  (BXOISIISH)
JOKYMEHTaLUU.

4.1.3. IlocrynuBmas  (BXozsmias) JOKyYMEHTalusi  paclpejaensercs  Ha
pErUCTpUpPYEMBIEC U HE MOAJIEKALINE PETUCTPALIMH IOKYMEHTBHI.

He nmognexar perucrpanuu:

MIpUTJIacUTeNIbHbIE, M03/IpaBUTEIbHbIE TUChMA U TEJIETPAMMBI;

ONJICTEHI,

IUIaHBl U TPOTPaMMbl CEMUHApPOB, KOH(MEpeHUUH, CHUMIIO3UYMOB U JIPYTUX
MOI00HBIX MEPOTPUSATHIA;

JOKYMEHTbl MO  OyXTajaTepcKoMy  y4eTy,  MaTepUalbHO-TEXHHUYECKOMY
o0ecrieyeHno, IUJIAaHOBblE M (PUHAHCOBBIE  JOKYMEHTHI, IOcTynaroume  0e3
COTPOBOJIUTEIBHOTO MUCHhMA;

peKIaMHble, KOMMEPUYECKHE MPEATIOKEHUS, B T.4. OCTYNUBLIUE O 3JIEKTPOHHON
MouTe;

NevyaTHbIe U3JaHMS;

yHUUIMpOBaHHbIE (POPMBI U OJaHKU JOKYMEHTOB.
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5.2. Peructparus nocTynaronux (BXoIAI1uX) TOKYMEHTOB

5.2.1. TloctynuBmiue (BXOIAUINE) JOKYMEHTHI PETUCTPUPYIOTCS TOJBKO MOCTE UX
MepBUYHON 00pabOTKH M HE3aBUCHUMO OT CIOCO0a UX JOCTaBKHU.

JIOKYMEHTBI, TOCTYMAaloIIMe B KOJUIEIXK, PETUCTPUPYIOTCS OTBETCTBEHHBIM 3a
BEJIEHUE JIEJIONPOU3BOACTBA — 3aBEAYIOLUIUM KaHLEIIPUEH.

HezapeructpupoBanHble JOKYMEHTbI Ha pacCMOTPEHHE U HCIOJIHEHHE He
NepeatoTCs.

5.2.2. Peructpanuusi JOKYMEHTOB OCYLIECTBIIETCS B PErUCTPALIMOHHO-KOHTPOIBHOMN
dbopMe, B KOTOPYIO BHOCSITCS OCHOBHBIE O00s3aTelIbHBIE PEKBU3HUTHI JOKyMEHTa, W
MPUCBAUBAETCS HOMEP PETUCTPaIK TIOKyMEHTA.

5.2.3. Ha mnocrynaromux (BXOASIIMX) JOKYMEHTaXx Ha OyMa)XHOM HOCHUTEIE,
MOJAJIEKAIUX PETUCTPALlMM, B HIDKHEM TMpPAaBOM yIdy TMEpBOro JUCTa JOKyMEHTa
MPOCTABIISIETCA OTMETKA O IMOCTYIUIEHUU JOKYMEHTa C yKa3aHMEeM JaThl U BXOJSIIErO
PETUCTPAIMOHHOIO HOMEpa JOKYMEHTA.

CtpykTypa perucTpallioOHHOIO HOMEpa MOCTYMAIOLIEro (BXOSIIETr0) JOKYMEHTa
COCTOUT U3 €ro NopsAIKOBOr0 HOMEpa U MHJAEKca Jiejia 0 HOMEHKIAType e KOJIJIeaKa.

5.2.4. Peructpanusi Bcex MOCTYNHUBIIMX (BXOISAIIMX) JOKYMEHTOB MPOU3BOJUTCS B
npenenaax o01ero J0KyMeHTONOTOKA.

JIOKYMEHTBI, TOCTYNMBIIME B KOJUIEIX IO KaHajlaM ()aKCUMHIIBHOM CBS3H,
00pabaThIBAIOTCS M PETUCTPUPYIOTCS B OOIIEM MOPSJIKE.

TexcT moctynuBiied TeneQoOHOrpaMMBbl 3alMCHIBAETCS B JKypHajle perucTpauuu
TenedOoHOrpaMM U NevaTaeTcsl Ha JUcTe Oymaru Juis nepefadu Ha pacCMOTpPEHHUE.

5.3. IIpenBapuTenbHOE paCCMOTPEHUE
MOCTYMUBIIUX (BXOAIINX) TOKYMEHTOB

5.3.1. IlpeaBaputeiibHOE pPACCMOTPEHUE OCYIIECTBISIETCS OTBETCTBEHHBIM 32
BEJIEHUE JIEJIONPOU3BOJICTBA B LIENSAX BbIICIEHUS U3 MAacCHMBa MOCTYNHUBIIEH (BXOIAIIEH)
JOKYMEHTAllUU JTOKYMEHTOB, TPEOYIOUX 00s3aTENIBHOIO0 PACCMOTPEHUSI TUPEKTOPOM, U
JOKYMEHTOB, HE TPeOYyIOIIHNX TaKOBOTO.

5.3.2. JIoKyMeHTbI, MOCTYNHUBIIKWE B KOJJIEI)K MO BOMpoOcaMm, HE TpeOyoumm
00513aTENIbHOTO  PAacCCMOTPEHHUsI JAMPEKTOPOM, HANpaBIAIOTCS B  COOTBETCTBHUHM C
pacnpeeieHueM MOJTHOMOYUN 3aMECTUTENSAM JUPEKTOPa.

5.3.3. OcHoBaHueM [Uisl TPUHATHS pEUIEHUS B XOAE IPEABAPUTEIBHOTO
paccMOTpeHUsl SIBISIETCSl COAEpKAHUE JIOKyMEHTa, a HE aJpecoBaHUE JOKyMEHTa
COOTBETCTBYIOLIEMY JIUILY.

5.4. Tlepenaua noctymnaromux (BXOASIINX) TOKYMEHTOB PYKOBOJICTBY
Ha pacCMOTpPEHHUE U Mepeiada UCIOTHUTEISIM.

5.4.1. Tlocrynatomue (BXOAAIINE) MTOKYMEHTHI TEPENaloTCs Ha PACCMOTPEHHE
PYKOBOJICTBY TOJIBKO MOCJI€ MX PETUCTPALIMH U TPEABAPUTEIHHOTO PACCMOTPEHUS.

5.4.2. JlupekTop B PE3OJIONUU OINPEIEIAET JUll, OTBETCTBEHHBIX 3a MCIIOJHECHHE
JOKYMEHTa, U JAa€T UM MOpPYYCHHE. 3aBEIYIONIMN KaHLEISIpUEH IMepenaeT HOKYMEHT Ha
HCITIOJTHCHHE.
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[TomMHHMK JTOKyMEHTA, KOTOPBIM HCIHOJHSETCS HECKOJIBKUMU CTPYKTYPHBIMHU
MOAPA3ACIICHUSIMH, TI0Jy4aeT OTBETCTBEHHBIN MCHOJHUTENb. OCTaIbHBIM HCHOJHUTEISAM
NepeaaroTcs KOMMH.

Pe3omronns comepxur:

yKa3aHHE 10 HUCIOJHEHUIO, COJeprKallee KpaTKoe ONUCAaHWE HEOOXOTUMOro JUIs
HCIIOJIHCHMS ICHCTBUS;

yKa3aHHE Ha CPOK, B TEUEHHUE KOTOPOro MO0 10 UCTEYEHUSI KOTOPOTO HEOOXOIUMO
VICIIOJTHUTH MPEANUCAHHOE JCICTBHUE;

JUYHYI0 NOANKCH aBTOPA PE30JIIOLNH;

JaTy MPOCTABIICHUS PE3OJIFOLUU.

VYka3zaHue Ha CpOK, B T€YEHHE KOTOPOro JHOO0 0 UCTEYEHHS] KOTOPOTO HEOOXOIMMO
WCIIOJHUTh MPEANMCAHHOE JICUCTBUE, MOXKET HE BBIPAXKATHCS KOHKPETHOW JaTOW H
COJIEpKaTh BBIPAXKECHUS: "B YCTAaHOBIICHHBIN 3aKOHOM CpPOK' U T.II.

Pezomtonuss mumiercs Ha CBOOOJHOM OT PEKBU3UTOB MECTE€ IEPBOrO JHCTa
JOKYMEHTA.

B cnydae, ecnaum pe3omronMs aIpecoBaHa HECKOJIBKUM  COTPYJHHKAM, TO
OTBETCTBEHHBIM 3a HCIOJHEHHE IJOKYMEHTa B LIEJIOM SBJISETCA COTPYAHMK, YKA3aHHBIN
MEePBBIM (BEPXHUM), JINOO COTPYIHHUK, B OTHOLIEHWU KOTOPOTO CJielaHa MOMETKa O TOM,
YTO OH SIBJISIETCS] OTBETCTBEHHBIM.

5.4.3. ITloqnMHHUK [OOKyMEHTAa HampasiseTcs ucnoiaHutento. [lpm Hammuum
HECKOJIBKUX MCIIOJIHUTEJICH MTOUIMHHUK TOKYMEHTA MEPENaeTCs UCIIOJHUTEI0, KOTOPHIN B
COOTBETCTBUM C YKA3aHWAMHM IO HCIOJHEHMIO SIBIISIETCS OTBETCTBEHHBIM, OCTaJIbHBIE
VICTIOJTHUTEH TOJIy4aroT KOIHUIO JOKYMEHTA.

[lepenaua AOKYMEHTOB OCYIIECTBISETCS NOJA POCHUCH B PETUCTPALMOHHO-
KOHTPOJIbHOM (popMme.

N3roroBneHne Konuil JOKyMEHTa NS IEPeladyi COUCIIOIHUTENSAM OCYIECTBIAETCA
OTBETCTBEHHBIM 32 BEJICHUE JIEIONPOU3BO/ICTBA — 3aBEAYIOINM KaHIEIIPUEH.

5.5. Opranuzanus paboThl ¢ OTIPABIASIEMBIMU (MCXOSIIMMH) JOKYMEHTaMU

5.5.1. Jlo mpenocTaBlieHHs] MPOEKTa OTIPABIEMOro (MCXOAIIEr0) JOKYMEHTa Ha
MOAMKUCH JUPEKTOPY WJIM HWHOMY YIOJHOMOYEHHOMY B YCTAaHOBJICHHOM TIOpSIIKE Ha
MOAMUCAHUE JIMI[y OCHOBHOW WCIIOJTHUTENh TMPOBEPSIET MPABUILHOCTH OQOPMIICHUS
OTMPABIISIEMOTO (MCXOMSIIET0) JOKyMEHTa Ha COOTBETCTBHE TPEOOBAHUSM HACTOSIIEH
NucTpykunu.

5.5.2. Ilpu moAroToBKe OTMHPABISIEMOTO (MCXOJAIIEr0) JOKyMEHTa KaKk OTBETa Ha
MOCTYNUBIINN (BXOIAIINN) TOKYMEHT UCIIOJHUTENb MPUKIAIbIBACT K MOATOTOBICHHOMY
MIPOCKTY BXOMSIINMN TOKYMEHT.

5.5.3. IIpo€KThl OTMPaBISIEMBIX (MCXOASIINX) TOKYMEHTOB C YYETOM COOIIOICHHUS
YCTAHOBJIEHHOTO B PE30JIIOIUU CPOKa UCIOJIHEHUs TMEpeJaloTcsl OTBETCTBEHHBIM
WCIIOJTHUTEJIEM 3aBEAYIONIEMY KaHIEIIpUeH sl HalpaBJIeHUs Ha MOANUCaHNE.

5.5.4. TloanmucaHHble OTHpaBisieMble (MCXOIAIINE) JOKYMEHTBI, TMepeaaroTcs
OTBETCTBEHHOMY 3a BEJCHHE JICTOMPOU3BOJCTBA - 3aBEAYIOIIEMY KaHIEISIpUEH, KOTOPHIH
OCYIIECTBJISIET MPOBEPKY KOMIUJIEKTHOCTU W COOTBETCTBUSI KOJHWYECTBA SK3EMILISIPOB
OTMPABIISIEMOTO (MCXOMSIIET0) MOKYMEHTA CIIMCKY pPacChUIKH, a TakKe NPaBUILHOCTH
oopMIIeHUS TOKYMEHTA COTJIACHO HACTOAIIECH HHCTPYKITHH.

B cnydae wmapylieHHs] KOMIUIEKTHOCTH WJIM COOTBETCTBUSI KOJHUYECTBA,a TaKKe
MPaBUWJIBHOCTU OPOPMIICHUS JOKYMEHTa COTJIACHO HACTOSIIEH UHCTPYKIIMHOTIIPABIISIEMbIC
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(ucxopdiue) AOKyMEHThl He3aMeJIUTENbHO BO3BPAILAlOTCS 3aBEAYIOIIUM KaHIeNIsIpuein
OTBETCTBEHHOMY MCIOJHUTENIO WK B CIy4yae OTCYTCTBHSI OTBETCTBEHHOI'O HCIIOJIHUTENS
€ro HEMmoCpeACTBEHHOMY PYKOBOAMTEIIO JUIsl YCTPAHEHUSI HAPYILICHUH.

5.5.5. JloxymMeHTbl IIOCI€ KX [OANMCAHHUS  JUPEKTOPOM  WIM  HHBIM
YIOJHOMOYEHHBIM JIMILIOM TEpEeJatoTCsl 3aBEAYIOIIEMY KaHIEIsIpuen I perucTpauuu u
OTIIPaBKH.

Peructpanus otnpaBiasieMbIx (MCXOASIIMX) JOKYMEHTOB OCYILECTBISIETCS IOCIHE
MPOBEJICHUSI 3aBEAYIOUIUM KaHLEISIpUed MPOBEPKH KOMIUIEKTHOCTH M COOTBETCTBUS
KOJIMYECTBA OK3EMIUISIPOB,a TakK€ MpaBUWIBHOCTH O(OPMIIEHUS  OTIPABISIEMOIO
(McxXoaAIIero) JOKyMeHTa.

Peructpanus co3gaBaeMbIX JTOKYMEHTOB OCYIIECTBIISAECTCS B ACHb MOANUCAHUS WIH
YTBEPIKIACHUS TUOO Ha CIEAYIONIUi pabouuii JeHb.

5.5.6. CBeneHusi O PETUCTPUPYEMBIX OTHPABISIEMBIX (MCXOISIIMX) JOKYMEHTaX
BHOCSITCSL B PETUCTPAILIMOHHO-KOHTPOJIbHYIO (POPMY 3aBEAYIOUIUM KaHUEISIPUEH.

5.5.7. PeructpaluOHHBI HOMEDP U JlaTa OTIPaBIAEMOro (MCXOMAIIETO) TOKYMEHTa
MPOCTABIISAIOTCS HAa MOJUIMHHUKE JOKYMEHTa B PEKBU3UTax OJaHKa M Ha SK3EMIUIIpE,
ocTarouieMcs B eJie KOJUIEIKa.

CTpyKkTypa perucTpalioHHOIO HOMEpa OTIPABISAEMOro (MCXOJAUIEr0) JOKYMEHTa
COCTOHUT M3 €r0 MOPSAKOBOIO HOMEpa U MHJEKCA JIea IO HOMEHKIAType e KOJUIeKA.

5.5.8. OrnpaBka JOKyYMEHTOB IPOM3BOJIUTCS LIEHTPAIU30BAHHO 3aBEAYOIINM
KaHLIENspUel, KOTOPbII MPOU3BOAUT UX COPTUPOBKY IO crocoly OTIpaBieHus (Ipocras,
3aKa3Hasi, MeXIyHapoHas u JIp.).

[TuceMma, TenerpaMmbl, OTKPBITKH, OAHJEPOIH U NE€YATHBIE U3AAHUS OTIPABIISIOTCS
ITOYTOM.

daxkcorpammsl U TeaedOHOIPaMMBbI IIEPEIAIOTCA 10 KaHanaM Tele(OHHON CBSI3U.

DONEeKTpOHHbIE  COOOUIEHUS  OTHPABISIOTCA € O(QUIMATIBHOTO  MOYTOBOIO
ANEKTPOHHOTO a/Ipeca KOJUIeKa.

OTtnpaBiieHHe MHCEM, TEJNEerpaMM, OTKpPBITOK, OaHAepoJied, MeyaTHBIX W3AAHMM,
(dakcorpaMM, 3JEKTPOHHBIX COOOIIEHMH, HE CBS3aHHBIX C pabouel AesITeNbHOCTHIO,
3amnperaeTcs.

5.5.9. JIoKkyMeHTBI, OTIIPABJISIEMBIE CPEACTBAMH IOYTOBOM CBA3U IPOXOISAT:
YIaKOBKY;

aapecoBanue (TIpW HaMpaBlIeHWM JOKyMeHTa Ooyiee dyemM B 4 ajapeca - B
COOTBETCTBUH C YKA3aTEJIEM PACCBUIKH.

MPOCTaBJIEHUE CTOUMOCTH MOYTOBBIX YCIYT;

nepeaady B IOYTOBOE OT/IEJICHUE CBSI3H.

5.5.10. JIokyMeHTBI, OTOpABISAEMbIE CPEACTBAMHU IMOYTOBOW CBSI3U B OJUH aJpeEC,
BKJIAJIBIBAIOTCS B OJIMH KOHBEPT.

5.5.11. Hcxonsdmme MOKYMEHTHI, NMpPEAHA3HAYCHHBIC IJI OTIPABKU CPEJICTBAMHU
(bakcUMUIIBHOM CBSI3H, OTIPABIIAIOTCS 3aBEIYIOIIUM KaHIIeIIpUeH.

5.5.12. OGpaboTKa UCXOAAIIUX TOKYMEHTOB JJisi OTIPaBKH CPEACTBAMU IMOYTOBOM
CBSI3M OCYUIECTBIISIETCSI B COOTBETCTBUM ¢ [IpaBuiamu okazaHusi yCcIIyT MOYTOBOW CBSI3H,
yTBEpKIACHHBIMU nIocTaHoBieHUEM [IpaBurenscrBa Poccuiickoit denepanuu ot 15 anpens
2005 1. Ne 221, nns otmpaBku TenerpadHoil CBsI3pi0 - B cOOTBeTCTBUU ¢ llpaBuiiamu
OKa3aHUsl yCIyr TelerpaHoi CBsI3U, YTBEP)KIECHHBIMH NOcTaHOBIeHUEM [IpaBuTenbcTBa
Poccuiickoit @enepanuu ot 15 anpens 2005 r. Ne 222,
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6.1. Pa3zpaboTka 1 BeJieHuE HOMEHKIIATYPhI Je

6.1.1. JlokymMeHTaNbHBIM (OHA KOJJIEMKAa — COBOKYHMHOCTh JOKYMEHTOB,
oOpasymomuxcss B MpoIecce €ro AesTeabHOCTH. JIOKyMEHTanbHBIM (OHI KOJUIemKa
COCTaBJISIOT JOKYMEHTHI, CO3JaHHBIE B KOJUIC[DKE U TIOJY4YCHHBIE UM B pe3yjbTare
B3aMMOJICHICTBUSI C OpraHaMd TOCYJapCTBEHHOW BJIacTH, OpraHaMH MECTHOTO
CaMOYTIPaBJICHUS, FOPUIUICCKUMH U (PU3MUECCKUMHU JTULIAMH.

6.1.2. Homenknarypa nen siBisieTcsi OCHOBOM (OPMHUPOBAHUS TOKYMEHTAJIBHOIO
dboHIa KOJUIemKa U MPEACTABISIET COO0M CHCTEMaTU3MPOBAHHBIM TMEPEUCHb 3ar0JIOBKOB
(HauMEHOBaHM) JeN, 3aBOAMMBIX B KOJUIEIKE, C yKa3aHUEM CPOKOB MX XpaHEHUS, U
opOpMJICHHBIH B COOTBETCTBUHM C TMPAaBOBBIMH aKTaMH, PEKOMEHIAIUAMH U
METOJMYECKUMU YKa3aHHsIMU opraHoB Poccuiickoit dexnepanuu, YMOITHOMOUYCHHBIX B
chepe TOCYHapCTBEHHOTO YMPABJICHUS apPXWUBHBIM JIEJIOM, JIEJONPOW3BOACTBA U
JTIOKyMEHTO000pOoTA.

HomeHnkarypa nen cocTaBisieTcss Ha OCHOBE U3YyUEHHS MOJIOKEHUM O CTPYKTYPHBIX
MOApPa3ACICHUSIX U APYTUX JOKYMEHTOB, PETIAMEHTUPYIOIMHNX ACATEILHOCTh KOJUIEI KA, a
TaKke HOMEHKJIATYp JeN 3a MPEAIIeCTBYIONIUE TOJbl U JOKYMEHTOB, 00pa3yroIIUXCs B
JeSITeTLHOCTH KOJUIeKA.

Homenkarypa aen ucnonb3yercs sl TPYHNIMUPOBKH HCTIOJHEHHBIX JOKYMEHTOB B
Jena, CUCTEMaTh3allid W yd4eTa JeJ, OMNpEIeTCHUS CPOKOB HMX XpaHEHUsS M IIOHCKa
JIOKyMEHTOB, SIBJSIETCSI OCHOBOM IS COCTaBJICHHUS OINUCEH JIel TOCTOSHHOTO U
BpeMeHHoro (cBhimie 10 yieT) xpaHeHus, a Takxke sl yuyera Jiea BpeMeHHoro (o 10 mer
BKJIIOYUTEIHHO) XPAaHCHUS.

6.1.3. HoMmenkiatypa Jei rOTOBUTCA B TPEX IK3EMILISAPax:

JUTsI TIOMEIIIEHHUS] B HOMEHKJIATYPHOE JIEJIO ¥ TTIOCTOSTHHOTO XPaHEHHUS;

JUTsI ICTIOJIB30BaHUsI B pabOTE OT/AEIIOM JCJIONPOU3BO/ICTBA;

JUTsI XpaHEHUsI B apXHUBE KOJUICKA.

N3 HoMeHKmaTypsl JeNl KOJUIeIKa OTBETCTBEHHBIM JIMIIOM 3a BEJCHHE
JIEJIONIPON3BOICTBA O(POPMIISIOTCS BBITTUCKH JI KAXKI0T0 CTPYKTYPHOTO TIO/Ipa3aeiiCHuUs.

7.1. ®opMHUpOBAaHUE 1€ U UX TEKYIIEE XPAHECHNE

7.1.1. @opMmupoBaHUE AeN — TPYyNIIMPOBKA HCIIOJIHEHHBIX JTOKYMEHTOB B Ji€jla B
COOTBETCTBUU C HOMEHKJIATYPOH i€l KOJUIeKa U CHUCTEMaTu3alus JOKYMEHTOB BHYTpHU
Iena.

7.1.2. Jlena ¢dopMupyIOTCS  JEUEHTPATU30BaHHO, T.€. B  CTPYKTYpPHBIX
MOAPA3ACIICHUAX KOJIIEKa.

7.1.3. Jlema co AHS WX 3aBENCHMs 10 IEpeAadyd B apXWB KOJUIE[Ka WIM Ha
YHUUTOXKEHHE XPaHATCS 10 MECTy UX (POPMUPOBAHUSI.

7.1.4. CTpyKTypHBIE TMOJpa3ACiiCHUsI KOJUIEI)Ka HECYT OTBETCTBEHHOCTh 3a
COXPAHHOCTh JJOKYMEHTOB U ()OPMHUPOBAHUE UX B JIEIA.

7.1.5. Ilpuka3bl M0 OCHOBHOM AESTENIbHOCTH PAOOTHUKOB, MPHUKA3bl 110 OCHOBHOM
JESITEIbHOCTU CTYACHTOB TPYNIUPYIOTCS OTIEIBHO OT MPUKA30B IO JUYHOMY COCTABY
pabOTHUKOB U IO JINYHOMY COCTaBY CTYJIEHTOB.

7.1.6. Ilepenucka rpynnupyeTcs 3a MEpUOJ  KaJCHIAPHOIO TojJa H
CUCTEMaTH3UPYETCS B XPOHOJIOTMUYECKON TOCIEA0BATEIbHOCTH.

7.17. IlpoBepka Hamuuusi M COCTOSHUA JOKYMEHTOB M J€J1 MPOBOAMUTCS IpU
NepeMelleHnH Jell, TPU BO3Bpare e, IPU peopraHu3allui WIK JTUKBUIALNN KOJUIEKA.
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7.2. Ilepenava en Ha apXUBHOE XPAHECHHE

7.2.1. B apxuB Kojule[ka (Hajmee — apxXHB) MepenarTcs JAefla IMOCTOSHHOTO,
BpeMeHHOro (cBbiiie 10 JieT) CpOKOB XpaHEHUS U 10 JTUYHOMY COCTaBy uepe3 3 roja nocie
rojia, B KOTOPOM JIOKyMEHTBI ObUIHM ITOMEIICHBI B JIEJIO HAa XpaHEHHeE.

7.2.2. Ilepemaya TOKyMEHTOB B apXUB MPOU3BOIUTCS MO yTBEPKICHHBIM OIMHCSIM
aedl.

7.2.3. IlpueM nen mpoW3BOAMTCS COTPYIHUKOM, YIIOJTHOMOYEHHBIM Ha BEICHUE
JeSITEIbHOCTH apXuBa, C MPOCTABIEHUEM B JBYX JK3EMIUIIpaX OMHCH Tl OTMETOK O
HaJIMYMK KaXJoro Jena (Ha KaxIOM OHK3EMIUISIpE ONHMCH YKa3bIBA€TCS KOJIUYECTBO
(dakTUYeCKH MPHUHATHIX AET, JaTa MpueMa-repenadn Aell, a TakKe MOAMNCH apXUBUCTA U
COTpYIHHMKA, IIEPEIaBIIEro JIea.

[Ipunoxenne 1
[IpaBuna oopmiieHUs: pEKBU3UTOB IOKYMEHTOB

JUis ~ TOATOTOBKM  JOKYMEHTOB  IpPHUMEHSETCS  TEKCTOBBIM  penakTop,
oOecnieunBaronnii TpedoBaHus rpaduIecKOro BOCIPOU3BEICHUS PEKBU3UTOB IOKyMEHTA.

Bua ucnonszyemoro mpugrta: TimesNewRoman (Cyr), pazmeps! mpudta - 13,14;
JMarna3oH UCTIOIb3YyEMbIX MEXIYCTPOUHBIX MHTEPBAJIOB: OT OAMHAPHOTO JI0 MOJIYTOPHOTO.

[Ipn nmonaroroBke TEKCTOB B TalOiumax, Juisi oOecrnedeHus Jydlled 4YUTaeMOCTH
TaHHBIX, TOMyCKaeTcs mpuMeHeHue mpudtoB Buaa Arial, pazmepos 12,13.

Hayano a03ama B Tekcre neyartaercs ¢ OTCTYNOM OT JIeBOM rpaHuusl - 1,25 cwm.
TexkcT foKyMeHTa BhIpaBHUBAETCS MO HIMPUHE JIUCTA.
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CrpaBouHbIe JaHHBIC 00 OpraHU3aAINI

CrpaBoYHBIE JaHHBIE O KOJUICIKE BKIIOYAIOT B ceOs: MOYTOBBIA ajpec, HOMEpa
tenedona, TenedoHa-pakca, ampec SIESKTPOHHOM MOUTHL, Ko Kkouemka mo OKIIO
(npoctasnsiercst no OOEepoccuiickoMy KiacCu(pUKaTOpy MPEANPUSTUN U OpraHu3aluii),
kon ¢opmbl  gokymenta mo OKVY]l (mpoctaBmsiercs mo — OOmepoccuiickomy
Kiaccuukaropy ymnpapieHueckoil gokymeHtanuu), OI'PH (ocHOoBHO#M rocynapCTBEHHBIN
PEruCTPALIMOHHBIN HOMED, WHH/KIIIT (ueHTU(UKAIIMOHHBIH HOMED
HAJIOTOTIATEIBITNKA/KO/I TPUYUHBI TIOCTAHOBKH HAYYeT.

HaumenoBanue BHJa JOKYMCHTA

PexBusut HCIIOJIB3YCTCA AJId YKa3aHWA BUOAa JOKYMCHTA.
HaumenoBanue BHJa IOKYMCHTA HC YKa3bIBACTCs B IMMCbMaX.

Jlata noxymeHTa

JlaToli TOKyMEHTa sIBJIIE€TCA JlaTa ero noanucanus (mpukas, IUCbMO, 3aliCKa, aKT U
1p.), YTBEPKIAEHUs (MHCTPYKLMS, TOJOKEHUE, MpaBuia, periiaMeHT, IJIaH, OTYeT U JIp.),
COOBITHS, 3a(pUKCHPOBAHHOTO B IOKyMEHTE (IIPOTOKOI).

Jlata JOKyMEHTa MpOCTABISIETCS JOHKHOCTHBIM JIMIIOM, IMOANKMCHIBAIOIIUM HIIN
YTBEPXKJAIOUIUM JIOKYMEHT, WU MPU PErUCTPallUd JAOKYMEHTa, WM HEMOCPEACTBEHHO
COCTaBUTEIIEM TP MOATOTOBKE TOKYMEHTa (CIy>KeOHas 3amucKa, 3asBJICHUE U JIp.).

JlaToli [TOKyMeHTa, H3JaBaeMOro COBMECTHO, SBJS€TCS JaTa Oojee MO3AHEH
MOJIIHUCH.

Haty noxkymeHnta opopMisioT apaOCKUMH IudpamMu B MOCIEA0BATEIbHOCTH: JI€Hb
Mecsua, Mecsl, rof. Jenp Mecsna u Mecsal oQpopMIISIIOT ABYMsI mapaMu apadckux uudp,
pa3lesieHHbIMU TOYKOW; TOJ - 4eTbIpbMs apabckumu mudpamu: 12.12.2017. byksa "r"
nociie uudp He CTaBUTCHL.

[Ipu cnoBecHo-1MppoBOM crocodbe opopMiIeHHUs JaThl A€Hb Mecsla yKa3bIBaeTCS
napoi apabckux udp, roa YeThpbMs apadCKkuMu nudpamu, Harpumep: 12 nexadpst 2017
r.

PerucrpannoHHblil HOMEpP TOKyMEHTa
PerucrpannonHbiii HoMep JOKYMEHTa MPOCTABISETCA B COOTBETCTBUU C CHCTEMOU
PErUCTpALH, IPUHATON B KOJUICIDKE.
PerucrpaninoHHplii HOMEp IPUCBAMBAETCA JOKYMEHTY IIOCIE €ro IOANMCAaHUs
(YyTBEpXKICHUS).

Ccblika Ha perucTpaliOHHbIM HOMEp U JaTy TOKYMEHTa

Ccbulka Ha HMCXOIALIMN HOMEP M JaTy JOKyMEHTa aJpecaHTa BKIIOYaeT B ceOs
pErUCTPaAIMOHHBIN HOMEp U JIaTy TOKyMEHTa, Ha KOTOPBIH J0JKEH ObITh JaH OTBET.

Mecto coctaBnenus (M31aHus) TOKYMEHTA
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Mecto cocraBineHuss Wi u3gaHus JokymeHTa — 'r. Tpoumuk" ykaseiBaercss Ha
OJaHKax KOJUIeIKa.

Anpecar

B pekBusure "Anpecar" ucnonb3yroTcss opuUMaIbHble HAMMEHOBAHMS OPraHOB
rOCYJapCTBEHHONM W HCIIOJHUTEIBHOM BIIACTH, OPraHOB MECTHOTO CaMOYIpPaBJICHUS,
OpraHu3aIui.

Jlomyckaercss UICMOIb30BaTh OPUIIMAIBHO MPUHATHIE COKpAIllleHHbIE HAUMEHOBAaHUS
OpPraHoOB  TIOCYJAapCTBEHHOM W  WCHOJHUTEIBbHOW  BJIACTH, OPraHOB  MECTHOIO
CaMOYTIPaBJICHUS], OpTraHU3aIUH.

IIpu agpecoBaHMn [OOKyMEHTAa JAODKHOCTHOMY M YaCTHOMY JIMIY WHHIUAJBI
CTaBsITCS TIOC)Ie (PaMUITUH.

Crpoku pexkBuzuta "Anpecar" mnedaraloTcsl CTPOYHBIMH OykBaMu HIpUPTOM
TimesNewRoman 14 00bYHON HACBIIIEHHOCTH OT MPABOro Kpas TEKCTOBOTO TOJISI U
BBIPDABHHUBAIOTCSI [0 JIEBOMY KpAar TEKCTOBOIO IOJS PEKBU3UTA WM LEHTPUPYIOTCA
OTHOCHUTEJIBHO CAMOMW JJTMHHOM CTPOKH PEKBHU3UTA.

[Ipn agpecoBannn AOKyMeHTa 0€3 yKa3aHHUsS JOJDKHOCTHOIO JHIla HAMMEHOBAHUS
aZpecaToB MUIIYTCS B UMEHUTEIILHOM MaJIeXkKe, HallpuMep:

"Oprasbl CTaTUCTUKU
UYensbunckoit obmactu"

IIpu anpecoBaHMM JOKyMEHTa PYKOBOJMTENI OPraHU3allMM HaNMEHOBAHUE
JOJDKHOCTH YKa3bIBa€TCS B JaTEIBHOM NAJEXKe, HAIIPUMED:

"I"'eHepanibHOMY TUPEKTOPY
000 «3nanuey»
damvunug 1.0."

[loutoBRII azmpec B  cocraBe pekBH3WTa  "Agnpecar' — yKa3plBaeTcs B
IIOCJIEIOBATENIBHOCTH, yCTaHOBJIEHHON IIpaBumiamu oka3zaHHsl yCIyr IOYTOBOW CBSI3U
(yrBepxkaeHHbIMU TIocTaHoBIeHueM I[lpaButennctBa Poccuiickoit ®denepamuu ot 15
anpens 2005 r. Ne221 "OG6 yrBepxkaennu [IpaBui okazaHust yciyT Mo4ToOBOM cBs3H").

[TouToBBIM agpec HE yKa3bIBACTCS B JOKYMEHTaX, HAIPaBIIEMbIX B BBICIINE
OpraHbl rOCyJapCTBEHHON BJIACTHU, (eiepabHble OpraHbl UCIOJHUTEIBHOW BIACTH U UX
TEpPUTOPHUAIIBHBIE OpraHbl, OpPraHbl TOCYJApCTBEHHOW U WCIHOJHUTEIBHOW BIIACTH
YenssOMHCKOM 001acTH, TOCTOSHHBIM KOPPECTIOHIEHTaM.

IIpy agpecoBaHMM NMUCbMa B OPraHU3ALMIO YKA3bIBAIOT €€ HAMMEHOBAaHME, 3aTEM
MOYTOBBIN aJIpec, HAITPUMED:

"['ocyrapCTBEHHOE yUpeKICHNE
Bceepoccutickuii
HAay4YHO-UCCIIEIOBATEIbCKUI
MHCTUTYT JOKyMEHTOBEJICHUS U
apXHUBHOIO JeJa
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[Ipodcoroznas yiu., 1.82,
Mocksa, 117393"

[Ipn anpecoBaHuu JOKyMeHTa (PHU3MYECKOMY JIMIYy YKa3blBalOT (QaMIIdI0 U
VHHLMAIIBI IOJIyYaTessl, 3aT€M ITOYTOBBIN aipec, HalpuMep:

"Kanununy 1.I1.

CapnoBas yi., 1.5, kB.12,

r. Tpounk

Tponukuii paiios,

Yensbunckas ob6aactb, 457100"

PexBusut "Anpecar" He JOMKEH copepKaTh 00Jiee YeThIPEX aapecaToB.

Cnoso "Konusa" nepen BTOpbIM, TPETBUM, YETBEPTHIM aJpecaTaMy HE YKa3bIBACTCH.
[Ipu uncne anpecatoB Ooiiee 4-X COCTABIIAETCS CIUCOK PACCHUIKH TIOKyMEHTA.

Ecnu nokyMeHT oTopaBiisieTcsi B HECKOJIBKO OJHOPOJHBIX OpraHu3aluil Win B
HECKOJIbKO CTPYKTYPHBIX MOJpa3JeIeHUi OpraHa UCIOJHUTENbHON BiIacTH YensiOnHCKoOM
0071aCTH, TO OHM YKa3bIBAIOTCSI 0000IIEHHO, HAPUMED:

"PykoBomurensam yupexaeruit CI10"
['pud yTBepkaeHus JOKyMeHTa

I'pud yTBEepx)aeHUS MPOCTABISIETCS B MPABOM BEPXHEM YTy HoKyMeHTa. CTpoku
PEKBU3HUTA BHIPABHUBAIOTCS IO JICBOMY Kpal WA LEHTPUPYIOTCS OTHOCHUTEIHHO CaMOu
JUIMHHOW CTPOKH. JIOKYMEHT YTBEp)KIaeTcsl AOHKHOCTHBIM JIUIIOM (JIOJKHOCTHBIMU
JUIAMH ) UK PACTIOPAIUTEIBHBIM JJOKYMEHTOM.

[Ipu yTBepk’AeHUN JOKYMEHTA JOJKHOCTHBIM JIUIIOM TpU( yTBEpKICHUS JOJKEH
coctosaTh u3 cioBa YTBEPXJIAIO (6e3 kaBbluek), HaMMEHOBAHHUAIOJDKHOCTH JIWIIA,
YTBEPIKIAIOMIET0 JOKYMEHT, €ro MOIMUCH, UHUITUATIOB, (DaMIIMK U JaThl YTBEPXKICHUS,
HarpuMmep:

YTBEPXIAIO
Hupexrop [I'BIIOY  «Tpounxunii
MIEJarOTUYECKUM KOJUIEIK
JI. YO. Cydnasun
Hara

[Ipu yTBepKIeHUN JOKYMEHTA HECKOJIBKMMH JOJLKHOCTHBIMH JIMIAMU UX TOAINACH
pacnoyiararoTcs Ha OJJHOM YPOBHE.

[Ipu  yTBepkaA€HHM  JOKYMEHTa  pPACHOPSAUTEIBHBIM  JOKYMEHTOM  Trpud
yTBepkaeHuss cocrout u3 cioB YTBEPXJEHO (YTBEPXJEH, YTBEPXIEHBI,
YTBEPXJIEHA), coriiacoBaHHOr0 ¢ HAMMEHOBAHMEM BHJIa YTBEP)KIAEMOTO JTOKYMEHTA,
HAMMEHOBAHUs BUJA JOKYMEHTA B TBOPUTEIBLHOM MAJICKE, €r0 AaThl, HOMEpA:

YTBEPX/IEHO
MIPUKA30M
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I'BIIOY «Tpouukuii mnegaroruyecKui
komrek» oT 16.03.2017 Ne 43
"O6 yTBepxkaeHUH"

3aroJ0BOK K TEKCTY

3aroloBOK K TEKCTy — KpaTKOe CONEpKaHUE TOKYMEHTA. 3aroJioBOK K TEKCTY
dbopmynupyertcs npeaioroM «O» («O06») u oTBedaet Ha Bompoc «O gem?»

HaumenoBanue (3aroioBok) jauOO aHHOTAIMS JOKYMEHTA COCTaBJISIETCS aBTOPOM
MPOEKTA JTIOKyMEHTA.

HaumeHnoBanue (3arosioBok) nu0O0 aHHOTAIUS JOKyMEHTa OQOpPMIISIETCS IO
pPEKBU3UTaMU OJIaHKA CIIEBA, OT TPAHHUIIBI JICBOTO OIS,

3aroloBOK K TEKCTy MOJKET HE COCTaBIIATHCSA, €CIM OOBEM JIOKyMEHTa He
npeBbIaeT 4-5 cTpok.

TekcT noKyMeHTa

JIOKyMEHTBI KOJUIEJKa COCTaBIISIIOTCS Ha TOCYNAapCTBEHHOM s3blke Poccuiickoit
denepanuu - pyCcCKOM.

TekcT HoKyMeHTa MOKET COJepKaTh pasJienbl, MOAPA3ENbI, MYHKTbI, OIMTYHKTHI,
HyMepyeMble apaOCKUMU [TUPPAMH.

B mpukazax TeKCT JOKYMEHTa M3JaraioT OT MEpPBOTO JMIA €IMHCTBEHHOI'O uucia
(«mpuKa3bIBAO»)

B nokyMeHTax KOJUIETHaJIbHBIX W COBELIATENbHBIX OpraHax OT TPEThEro JHIla
€MHCTBEHHOTO YHCIa: («KOJUICTHS PEITuiay)

TexkcT mpoTOKOJNIa WH3MaraeTcsi OT TPEThEro JIMla MHOXECTBEHHOrO 4Hcia
(«caymanu», «BBICTYIHIINY).

B coBMeCTHBIX MOKYMEHTaxX TEKCT M3JIaratoT OT MEPBOTO JIHMIA MHOXECTBEHHOTO
qucina: («IpUKa3bIBAEM», «PEIIHIIN»).

B nenoBbIx (Ciay»KeOHBIX) MUCbMAaX UCHOJB3YIOTCS (POPMbI U3JIOKEHHUS:

- OT MEPBOTO JHIa MHOKECTBEHHOTO YKClia («IIPOCUM HAIPaBUThY», KIIPEACTABIIIEM
Ha PaCCMOTPEHHEN);

- OT TPETHETO JUIAa eNMHCTBeHHOTo uncia («Komiemk He Bo3paxaer»);

- OT MEPBOro JIMIA €IUHCTBEHHOTO YHcia («CYUTAI0 HEOOXOIUMBIMY, «IIpeJyiarato
PacCMOTPETHY).

[Ipn ynorpebneHun B TekcTe GaMWIMK JMII WHUIMAIBl YKa3bIBAIOTCS IOCIIE
bamunuu.

CrpaHuipl JOKYMEHTa HYMEpYIOTCS, HayMHas CO BTOPOrO JIMCTa JOKYMEHTa
apabckumu nudpamMu mocepeivHe BEPXHETO MOJIs.

TekcT HOKyMeHTa OTAeNseTcs OT 3arojloBKa K TEKCTy JABYMsl WIM Tpems
MEXIyCTPOYHBIMU UHTEPBATAMH.

OTMeTKa 0 NpUII0KEHUU
OTMmeTKa 0 MPWIOKEHUH UCIIONb3YyeTCs MPU 0GOPMIICHUH MHCEM U MPUIIOKEHUN K

mramaM, IporpamMmam, OTUYCTaM, IIOJOXCHHAM, IIpaBUJIaM, HHCTPYKOUSAM W JPYTHUM
JOKYMCHTaM.
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B mwmcemax oTMeTka O mpuiIoKeHHUH O(OopMIIsIeTCs TOJ TEKCTOM IHChMa Ha
paccrostHuu 1,25 cM OT rpaHuibl JeBoro mnojia. Eciu nmpuiiokeHne Ha3BaHO B TEKCTE
MHChbMA, B OTMETKE O MPHIOKECHHH YKa3bIBACTCS KOJUYECTBO JINCTOB M KOJHUYECTBO
AK3EMILISIPOB MPUIIOKEHUS:

"[Ipunoxxenue: Ha 3 1. B 1 9K3."

HpI/I HaIn4ynu HECKOJIbBKUX HpHHO)KGHHﬁ, B OTMCTKC O TIIPUIOXKCHHHU OHHU
HYMCPYIOTCs, YKa3bIBAIOTCA HAMMCHOBAHUA KAXKIOTO IMPHUIIOKCHHA, KOJIHYCCTBO JIMCTOB U
KOJIMYCCTBO SK3CMILIAPOB:

"[Ipunoxenue:
1. Ilnan-rpaduk ... Ha 3 1. B 2 9K3.
2. CnpaBka o noATBepkAeHuH pakta oOydeHus... Ha 1 1. B 1 3k3."

Ecnu npunoxkenus cOpoIopoBaHbl, TO KOJIMYECTBO JIMCTOB HE yKasbiBaeTcs. Ecnu
MIPUJIOKEHNUE HANPABIISIIOT HE BO BCE yKa3aHHBIE B JOKYMEHTE aJIpeca, TO OTMETKY O €ro
HaJIM4UU 0POPMIISIOT CIIEIYIOIIMM 00pa3oM, HallpuMep:

"IIpunoxenue: Ha 3 1. B 1 3K3. TOIBKO B IIEpBbIX azpec."”

Ha npunoxxenusx x npaBujiaM, HHCTPYKIMAM, MTOJOKEHUSM, TUIAHAM, IPOrpaMMam,
JOTOBOpPaM M APYTUM JOKYMEHTaM OTMETKa O IMPWJIOKEHHWH MPOCTABISAECTCS HA MEPBOM
JIMCTE MPUJIOKEHHUS B IPABOM BEPXHEM YTIIy.

Ecnu npunoxenuit Heckonbko, oun HyMepytorces (Ilpunoxenue 1, [punoxenue 2).
Ecnam npuiioxeHue olHO, OHO HE HyMepyeTcs. B OoTMETKe O NPWIOKEHUH YKa3bIBaeTCs
HaVMEHOBaHUE BHUJIa OCHOBHOI'O IOKYMEHTA, €ro J1aTa U HOMEp, HalpuMmep:

"[Ipunoxenue 2

K IIpUKa3y I'BIIOY "Tpourknii
eJaroraecKum KoremK"

ot 08.06.2017 Ne 67 "

Ecnu npunoxenueM K JOKyMEHTY (Hampumep, K TpuKazy) SBISETCS
YTBEPXKJIAEMbI JTOKYMEHT (TOJIO’KE€HUEe, MpaBuja, MHCTPYKLHUSA, pErjjaMeHT U Jp.) B
BEpXHEM IMIPaBOM YIJIy NPOCTABISETCS OTMETKa O MPWIOKEHUH, HUXKe — Tpud
YTBEPKICHUS, HaIlpUMeED:

IIpunoxenne
YTBEPXIEHO

npukasom I'BIIOY "Tponnxuit
NEJArOTMYECKAN KOJUIEIK

ot 08.06.2017 Ne 67

Bun u pasmep mpudra pexBuzura "OTMETKa O MNPWIOKEHUH" HOIKEH
COOTBETCTBOBATh BUJLYy U pazMepy HIpudTa TeKcTa JOKYMEHTA.

['pucd cornacoBanus fOKyMeHTa
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I'pud cormacoBanus JOKyMEHTa MCIOIb3YETCs MPHU COrNIACOBAHUU JIOKYMEHTA C BHEIIHEH
opranuzanuer. OH cocrout u3 cioBa “COINTACOBAHO”, nomxHOCTH JHIA, KOTOPHIM
COTJIACOBAaH JIOKYMEHT (BKJIOYash HAMMEHOBAaHUE OpraHU3aluu), JIMYHOW MOJIHUCH,
pacliu@poBKH ToAnUCH (MHUIMANOB, (amuinud) W JgaTel  corjlacoBaHus. ['pud
COTJIACOBAHMSI pAaclojiaraercs Ha MEepBOM JIUCTE JOKYMEHTa WM Ha IMOCIETHEM JIUCTE
JOKYMEHTA MOJ1 TEKCTOM.

COTI'JTACOBAHO

Hupexrop I'BIIOY

«Tpounkuii megaroru4ecKuil KOem»
JLIO. Cydnsu

26.02.2017

BuemiHee cornmacoBaHue TakKe MOXKET OBITh OCYIIECTBICHO JPYTMM JOKYMEHTOM -
MIACbMOM, IIPOTOKOJIOM, ITPUKA3OM.

COI''TACOBAHO
npukazom OAO «Perata»
ot 01.02.2017 Ne 01-02/27

Buza

CornacoBaHue NpoeKTa JOKyMEHTa 0(popMIIIeTCs BU30M.

Buza mnpocraBisieTcss COOCTBEHHOPYYHO JIMIIOM, BH3HPYIOUIMM JOKYMEHT, U
BKJIIOYaeT B ce0s HaWMEHOBaHUE JOJDKHOCTU BHM3UPYIOLIErO, €ro JHUYHYIO MOAINHUCH,
pacm@poBKy MoAnucy (MHULMANbI, GaMUIKs) U JaTy.

3amectuTens qupekropa no AXY
P.sl. llapadyTaunos
13.03.2017

JlomyckaeTcsl MOIMCTHOE BUSUPOBAHUE TOKYMEHTA U €r0 MPUII0KEHUM.

[Ipy HaMuMy 3aMedYaHu, AOMOITHEHUN K MPOEKTY JOKYMEHTAa BU3a JIOIOJIHIETCS
COOTBETCTBYIOIIUM YKa3aHHUEM.

JInst nOKyMeHTa, MOJJIMHHUK KOTOPOI'O OCTAaeTCsA B KOJUIEIKE, BU3bl COIVIACOBAHUS
MPOCTABISAIOTCST Ha OOOpOTE TMOCJIEAHEro JIMCTAa MNOAJMHHUKAa JOKYMEHTa WM Ha
MTOCJIETHEM JUCTE JIOKyMEHTa noJj MOJIHUCHIO.
JIns  [AOKyMeHTa, NOMJIMHHHUK KOTOPOrO OTHPABISIIOT W3  OpraHU3allHM, BH3bI
MIPOCTABJISAIOTCS Ha DK3EMIUIIpaX JTOKYMEHTOB, IOMEIIAeMbIX B neno. 1Ipu cornacoBanun
MIPOEKTOB MPHUKA30B PeKBU3UT "Bu3a" mpocTaBiseTcs B moje TaOIUIlbl sl COTJIaCOBAHUS
ITPOEKTOB MPUKA30B.

IHoanuce
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[loanuch BKIIIOYAET: HAMMEHOBAHME JOJKHOCTHU JIMIIA, TOJMUCABIIErO JIOKYMEHT,
€ro COOCTBEHHOPYYHYIO MOANKCH; paclIn(POBKY MOAMUCH (MHULIKAAIBI, (haMUIIUs):

" Tupexrtop JINYHAS NOAIUCH N.0.®amumnus"

Ecoim pgoxyment odopmiieH He Ha OJaHKe, B HaWMEHOBAaHHE JIOJDKHOCTHU
BKJIIOYAETCSI HAMMEHOBAHWE OpTaHW3aluy (IMOJHOE Ha3BaHUE KoJulemka). Jlomyckaercs B
pekBuzute "lloanuce MOMKHOCTHOrO JHUIA" LHEHTPUPOBATh HAMMEHOBAHHUE JOJLKHOCTH
JIIIA, TOAMUCABIIETO TOKYMEHT, OTHOCUTEIBHO CAMOU JJIMHHON CTPOKH.

[Ipy noamucaHuM AOKYMEHTA HECKOJBKHUMHU JOKHOCTHBIMH JIMIIAMH Pa3HbIX
JOJDKHOCTENM WX TOAINWCH PACHoaraloT OJHY IMOJ JPYrod B MOCIEAOBATEIbHOCTH,
COOTBETCTBYIOIIIECH MEPAPXUU 3aHUMAEMOM JOJKHOCTH, HAIPUMED:

" lupexTop JHMYHAs MOJIHNCH N.0.®ammnns"
3aMecTuTENb TUPEKTOPA JINYHAs MOANUCH N.O0.®ammms"

[Ipn moamucaHuy NOKyYMEHTa HECKOJIBKMMH JIMIIAMU PaBHBIX JOJDKHOCTEH HX
MIOANMCH PACIIOJIaratoT Ha OJHOM YPOBHE.

B JAOKYMCHTaxX, COCTAaBJICHHBIX KOMHCCHei/JI, YKa3bIBACTCA CTATYC JHIAa B COCTaBC
KOMUCCHU:

"IIpencenarens KOMUCCUM JIMYHAS TTOAIUCH N.0.damunus

Cexperapb KOMHCCUU JINYHAs MOANHUCH N.O0.®amunus

YeHpl KOMUCCUH JIMYHAas MOANHNCH N.O0.Oamunus
JINYHAas IIOAMINCH N.0.amunus"

He pnomyckaercss moanuceiBaTh JOKYMEHTHI ¢ IpeAJIOroM "3a" WM mpocTaBIeCHUEM
KOCOM 4epThl Tepe]] HAMMEHOBAHUEM JOJDKHOCTU (100aBJsATh KaKue-THUOO0 MPHUCTaBKH).
Ecnu nupexTop miuM MHOE yNOJIHOMOYEHHOE Ha MOANMCAHUE JOKYMEHTA JIMIO0 BPEMEHHO
OTCYTCTBYET (OTIYCK, 00JI€3Hb, KOMaHAUPOBKA) WM JIOJKHOCTh BaKaHTHA, TO JTOKYMEHT
MOJINUCHIBAET COTPYAHUK, YIOJIHOMOYEHHBIH Ha TMOJANUCAHWE B COOTBETCTBUU C
pacnopsaUTeNIbHBIM JOKYMEHTOM WM HaJEJIEHHBIM MOJHOMOYHMSMH, YCTaHOBJIECHHBIMU
npukazomKomnemka win yupeaurtens, ¢ yKa3aHHMEM CBOEH JOJKHOCTH U IMOJIHOMOYUS,
HaInpumep:

"3aMecTUTeNb IMPEKTOpa 10 ... JuyHasg noanuck  M.O.Damunus"
WIN:
"Ucnonusroniuii 0013aHHOCTH JUPEKTOpA muy”as noanucs  UM.O. Gammnnga"

PexBusutr  "llommuch  MOMDKHOCTHOTO — Juna"  MOXET  ObITh  oopMIIeH
COOCTBEHHOPYYHO aBTOPOM JOKYMEHTa (HalpuMep, MpU HAMUCAaHUH CIY>KEOHOW 3almuCcKu
0e3 NpUMEHEHUs TEXHUYECKUX CPEeACTB) TUO0 0(OPMIIEH C UCTIONb30BAHUEM TEXHUYECKUX
CPEICTB.
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B cnywae odopmnenus pexBusuta "lloamuch AomKHOCTHOrO auma" c
WCIIOJIb30BAaHMEM TEXHUUYECKHUX CPEACTB BUJ U pa3Mmep mpudTa YKa3aHHOTO PEKBU3UTA HE
MOXET OTJIMYAThCS OT BHJIAa U pa3Mepa mprudTa OCHOBHOTO TEKCTa TOKYMEHTA.

PexBusutr "llognuch DOMKHOCTHOTO JiMIA" OTAEHSETCS OT TEKCTa TpPEMs WU
YETHIPbMSI OJIMHAPHBIMU MEXTyCTPOUYHBIMU HHTEPBAJIAMHU.

Ileyatnb

[leyarp  sBNAETCA  CHOCOOOM  TMOATBEPXKIAEHUS  MOJUIMHHOCTH  TMOAINHUCHU
NOJDKHOCTHOTO JIMIAa Ha JoKymeHTe. lledaTp cTaBUTCS Ha JOKyMEHTax B CIydasX,
MPEAYCMOTPEHHBIX 3aKOHOAATEIbHBIMYA WM MHBIMA HOPMATHUBHBIMU NPABOBBIMU aKTaMH.
[leyatp craBuUTCS Ha CBOOOJHOM OT TEKCTa MeECTe, MpPU ATOM OTTHUCK II€4aTH He
3aXBaThIBACT JIMYHOM MOANMCU JOJDKHOCTHOIO JIMIIA W MOJXET 3axBaTblBaThb 4YacTh
HaVMEHOBAaHUS JOJDKHOCTH JIMLA, TOANMCABLIETO JOKYMEHT.

B nokymeHTax, MOJArOTOBJEHHBIX HAa OCHOBE YHU(DUIMPOBAHHBIX (oOpM, IedaThb
CTaBUTCS B MecTe, 0003HaueHHOM oTMeTKor "MII" ninm uabIM 00pazom.

OtMeTKa 00 UCTIOTHUTETIE

OtmeTka 00 wucnonHutene (aBTope) AOKYMEHTAa IMPOCTAaBJSETCS Ha MHUCbMax
OOmiecTBa B JIEBOM HMYKHEM YTUTy JIMIIEBOM CTOPOHBI IMOCIEIHETO JHCTA TOKYMEHTA.
OTMmeTKa BKIIOUAET (PaMHITUIO, HMS, OTYECTBO UCTIOTHHUTENSI © HOMEp €ro TenedoHa:

[TaBnoBa Hatanes AnekcanapoBHa

(831) 345-10-91

OTMeTKa 0 3aBEpEHUH KOIUU

JI71s1 TOATBEPKICHUST COOTBETCTBUS KOMHUU (BBIMUCKH M3 JIOKYMEHTA) MOTMHHUKY
JOKYMEHTa Ha IOCJIEIHEM JIUCT€ KONUM (BBIMMCKH U3 JOKYMEHTa) MOJ PEKBU3UTOM
"[Moanuce" odopmisiercs pekBu3utT "OTMeTKa 0 3aBepeHun Konuu'". OH BKIIIOYAET: CIOBO
"Konuss  BepnHa", HaWMMEHOBAHUE  JODKHOCTHM  JIMI[A,  3aBEPHUBLIECTO  KOIHMIO,
COOCTBEHHOPYYHYIO MOANKCH, paCIIM(PPOBKY MOAINUCH, AATy 3aBEPEHUS.

PexBu3ut "OTMeTKa O 3aBEPEHUU KOIMHMH MOXET ObITh 0OpPMIIEHA OT PYKH WJIU C
WCIIOJIb30BAHUEM HITAMIIA.

JlonyckaeTcs 3aBepATh KaXAbli JUCT MHOTOCTPAHUYHOM KOIIUU JOKYMEHTA.

OTMeTKa 0 MOCTYIUICHUU IOKYMEHTA
OTMeTKka O TOCTYIUIEHHMM JOKYMEHTa COJEPKHUT BXOISAIIUN PErUCTPAllMOHHBIN
HOMEp U JIaTy MOCTYIUICHUSI IOKYMEHTA, MPOCTABIISIETCSA C UCIOJIb30BAaHUEM IITAMIIA.
JlonyckaeTcs yka3aHHE€ 4acOB M MHUHYT MOCTYIUIEHUS JIOKYMEHTa C 3aBEPEHUEM
MOJNUCSIMU 3aMHTEPECOBAHHBIX JIUII.

Pesomronusa

Pezomionus coaepKUT yka3aHHE O UCIOJHEHHIO JOKyMmMeHTa. OHa odopmisercs
Ha CBOOOJHOM MecTe paboyero moisi AOKyMeHTa. Pesonmonusi BKIo4aeT B ceOs:
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(baMuIMIo, HTHUIMANIBI UCTIOIHUTENS (MCIIOJIHUTENEH ), MOpYYEHHE 110 JOKYMEHTY, MOANKCH
aBTOpa PE30JIIOLMH U ATy 0(OPMIIEHUS PE3OJIOLIUH.

Pe3omtonus, Mo yCMOTpEHUIO JIMLA, JAOLIEro NopyyeHue, MOXKET BKIIOYaTh B ceOs
TaK)K€ CPOK MCTIOTHEHHS TIOKyMEHTA.
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[Ipunoxenue 2

OO6pa3err O6y1aHKa MpUKa3a KO Ka

I'BIHOY «Tpouukuii negarorn4ecKuil KOJIJIemIK»

IIPUKA3

r. Tpounk

00 yrBepxaeHun UHCTPYKIMH 110 AeJIONPOU3BOJACTBY

B mensx ymopsimodeHus: AEIOMPOU3BOACTBA M COBEPIICHCTBOBAHUS B KOJUICIDKE
paboThI ¢ JOKYMEHTaMU

[TPUKA3BIBAIO:

l. YrBepaute ¥ BBECTM B JEHWCTBUE MPWIATAEMYK) HHCTPYKLIHIO IO
TICJIONIPOU3BOJICTBY.

2. Cuurarh yTpaTUBIINM CUIIy IIPUKa3 OT Ne

3. KOHTpOIb 3a UCIIOJIHEHNEM HACTOSILErO MIPUKAa3a BO3JIOKUTH HA.. ..

Jupekrop JLYO. Cydnsn



-
S

P ET

—

MUHUCTEPCTBO OFPA30OBAHUA U HAYKH
YEJIABMHCKOH OBJIACTH
TI'OCYIAAPCTBEHHOE BIO/UKETHOE
MPO®ECCHUOHAJIBHOE
OBPA3OBATEJIBHOE YUYPEXJEHUE
«TPOPI[[KPIVI HE)IAFOFI/ILIECKHﬁ KOJJIEAK»
457100, Yensounckas o6i., r. Tpouuk, yi. Farapuna, 19
teit. (35163) 2-52-80 daxc (35163) 2-52-80
WHH/KIIIT 7418004758/742401001 OI'PH
1027401101122,0KB3/] 85.21

oT Ne
Ha Ne oT
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[Ipunoxenue 3
Oopa3zer O1aHKa MHCbMa KOJIJIEDKA € YIJIOBBIM PAcIOI0kKEHUEM PEKBU3UTOB
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Oo6pa3er 6ianka [IpoTokoina kosmemka

I'BIIOY «Tpouukuii negarorn4ecKuili KOJIJIeIK»

MNPOTOKO.JI

r. Tpounk

[Ipunoxenune 4



32

IIpunoxenne 5

YTBEPXJIEHO

MPUKa30M

I'BIIOY «Tpounukuit
MeIarornIecKuil KOJIIE K

oT Ne

Homenknarypa aen I'BIIOY «Tpounkuilt negarorndeckuii KOJie K

r. Tpounk
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IIponoixkenue NpuIoKeHus 5

O6pa3zer ohopmIIeHHs] HOMEHKIIATYPBI JET

CucreMaTu3UpOBaHHBIN MEPEUYEHb 3ar0JIOBKOB (HAUMEHOBAHUMN) €7

Nupexc 3aroJioBOK Jena Koun-Bo Cpok xpaHeHus [Ipumeuanue
nena (ToMma, yacreii) aen nena (ToMa, 4acTH)
(TOMOB, Y HOMEpa cTaTei
qacTeil) 10 TIEPEYHIO
1 2 3 4 5
HazBanmue pasznena
OTBETCTBEHHBIN 3a BEACHUE
JlemonponsBoacTea [Toanuck N.O0.®amunus
Hara
COTI'JTACOBAHO
[Ipotokon DK

oT Ne
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IIponoixkenue NpuIoKeHus 5

Nrtorosas 3anuck 0 KaTeropusix U KOJUYECTBE JICJI, 3aBEACHHBIX B roay
B I'BIIOY «Tpourkuii negarorudeckuii KOJuiemx»

B ToMm uucne:

[To cpokam xpaHeHus Bcero C OTMETKOH
MePEeXOAIINX "SI

ITocTogsaHOTO

Bpemennoro (cBbimie 10 ner)

Bpemennoro (1o 10 net
BKJIFOYUTEIIHHO)

HUTOTI'O:

OTBETCTBEHHBIN 3a BEACHUE
Hemonpownssoacrtsa [loanuce N.O0.®amunus

Hara
HtoroBbie cBecHNS TIEpEIaHbl B apXHUB

HammMeHoBaHuE JOKHOCTH,
[EpEaBIIEro CBEICHUA [loammce N.O0.damunus

Hara



