4;' M u OENAPTAMEHT OBPA30BAHWS M HAYKM FTOPOJA MOCKBbI
locynapcreenHoe aBTOHOMHOE 06pasoBaTeNbHOE yupeXAeHHe AONONHUTENLHONO
npodeccuoHansHoro o6pasosanmna ropoaa Mockebl «MockoBCKuii LEHTP pasBUTUA

n o Kaapoeoro noreHuuana obpasosanus» (FTAOY MO MLPKIMO)

NMPUKA3
78 0F 20 Af N 57 /0%

06 yreep:xaennn Unerpyknnn
no peaonpoussoacrey 'AOY IO MITPKIIO

C LelbIo yCTaHOBIICHHS ¢IMHBIX TIPAaBUII paboThI ¢ TOKyMeHTaMu

ITPUKA3BIBAIO:

l. Vreepauts HWHcTpykmmio  mo ACIONPOU3BOJCTBY [ ocymapcTBeHHOrO
ABTOHOMHOI'0 00pa3oBaTENIFHOIO YUYPEKICHHUS IOIONHUTENEHOIO PO ECCHOHAIBLHOrO
o0pasoBaHMs roposa MockBbl «MOCKOBCKHI LUEHTP Pa3BUTHUS KAAPOBOIO IOTEHIIHAJIA
obpasosanus» (TAOY AT1O MIIPKIIO) (nanee — Hucrpykius).

2. Cuurarh yTpaTHBIIAMH CHJIy IIYHKTHI Permamenta MocKOBCKOro UHCTUTYTA
OTKPBITOTO 00pa30BaHUsI, YTBEPKIEHHOTO npukazom ot 09.04.2012 Ne57, kpome 11. 2; 3.6;
4, 5;10.

3. Havanenuky opranusanuornoro oraeia Cagunkosoii C.I.:

3.1. Jlosectn  Hacrosmmii mpukaz 1o Beex PYKOBOOMTENEH CTPYKTYpHBIX
noapasieneHu.,

3.2. OcyIecTBIATh  METOAHYECKOE PYKOBOACTBO MNPHUMEHEHUSI YTBEPIKIECHHOM
HNHCcTpyKIHu.

4. BO3NOXKHUTE KOHTPONb 3a  COBIIONEHHEM TpeGOBaHUIl  yTBepIKIEHHOM
WHCTpYKIMY Ha CIe/y ONMX MOKHOCTHBIX JIHIL;

— OINEpaTUBHBIA KOHTPOIIb — HA PYKOBOAUTENEH CTPYKTYPHBIX [IOApa3aeJICHHII;

— OOmMH KOHTPOJNh — Ha HAYATBHHKA OPTraHH3AIHOHHOIO otnena Cag4ukKoBy
C.I:

HupekTop A.H. PriTOB




ITpunoxenue

YTBEPXJIEHO
npukasom ['AOY JIITIO MLIPKIIO
ot g LF AL/ Ne S7 LR

NUHCTPYKIUS
11O AEJIOITPOU3BOACTBY
I'ocynapcTBeHHOro aBTOHOMHOIO 06pPa30BATEILHOIO yupekaeHus!
IOTIOJIHUTE/ILHOTO NPO(ECCHOHAILHOT0 00pa3oBanHusi ropoaa MocKBbI

«MockoBcKuii HEHTP Pa3BUTHSI KAAPOBOT0 MOTEHLHAIA 00PA30BAHMSI»
(FAOY 110 MU PKIIO)

I. OBIIHME MMOJOXEHUS

1.1. Hacrosmas  Mucrpyknus 1o ACNIOoNpou3BOACTBY  ['ocynapcTBeHHOrO
aBTOHOMHOIO 00pa3sOBATENBHOTO YUPEKICHUs IOMONHUTENIBHOTO MPOheCCHOHANBHOIO
oOpasoBaHusi ropona MockBbl «MOCKOBCKMI LEHTP pa3BHTHS KaJpoBOTO IOTEHI[HAA
obpazopanuss» (TAOY JIIIO MIIPKIIO) (nanee — HHCeTpyKuus) ycTaHaBIMBAET €OMHYIO
CHCTEMY  JIQJIONPOM3BO/JICTBA, MMOPSAAOK IOArOTOBKH, O(OPMIIEHHS, IIPOXOKICHUS,
KOHTpOJIsl 32 HCIIOTHEHHEM, YYeTOM, XpaHeHHeM, IeYaTaHdheM, KOINUPOBAaHHEM U
TUPKUPOBAHUEM CITY>KeOHBIX JOKYMEHTOB.

1.2. Opranusanuio, BeieHe U COBEPLIEHCTBOBAHME JEONPOM3BOACTBA HA OCHOBE
€IMHOH IIONUTHKH, HCIOJIb30BaHAE COBPEMEHHBIX MH(OPMALMOHHBIX TEXHOIOIHH B
paboTe ¢ NOKYMEHTAMH, METOMMYECKOE PYKOBOACTBO M KOHTPOJIb 3a COOJIOAeHUEM
YCTaHOBIIEHHOTO MOpANKa PabOThl € JOKYMEHTAMH B CTPYKTYPHBIX MOApPa3Ie/ICHUSX
OCYIICCTBIIAET OPraHU3aLMOHHBIH OTIEIL.

1.3. OpranuM3allMOHHBIA OTHEN AaeT PazbACHEHHS [0 BONPOCAaM OpraHu3aluu
BEICHHS 1€I0NPOU3BOICTBA AJIsl UCTIONHEHHUs! CTPYKTYPHBIMHU MopasaeieHusmu LlenTpa.

1.4. Obsi3aHHOCTH, 3a/1auM, NPaBa H OTBETCTBEHHOCTh OPraHMU3ALMOHHOIO OTHENA
PCTIIAMEHTHPYIOTCSL  TI0JI0KEHHEeM O HeM. JIOIKHOCTHBIE 00S3aHHOCTH pPaGOTHHUKOB
OpraHU3alMOHHOr0 OTAeNa W PabOTHUKOB, OTBEYAIOIIMX 3a OPraHM3aLMIo paboThl ¢
AOKYMEHTaMU B CTPYKTYPHBIX mojpasnenenusx ['AOY JITIO MLIPKIIO (nanee — Llentp),
YCTaHABIUBAIOTCS JOJKHOCTHBIMH MHCTPYKIUSIMH.

I.5. OTBeTCTBEHHOCTh 3a OPraHU3ALMIO JIENONPOU3BOACTBA B CTPYKTYPHBIX
NOApasACCHUAX, CBOEGBPEMEHHOC M KAueCTBEHHOE WCIIOJIHEHHE JOKYMEHTOB, WX
COXPaHHOCTb BO3JIaraeTcs Ha PyKOBOAUTENEH CTPYKTYPHBIX nojipasaenenuii [lentpa.

1.6. HemocpencTBeHHOe — BejleHWe — JIENOTIPOM3BOJACTBA B CTPYKTYPHBIX
MO/Ipa3ACNeHNUAX BO3JAraeTcs Ha pabOTHMKOB, HAa3HAYCHHBIX OTBETCTBEHHBIMH 33 OTY
paboty, KoTOpble 0OeCreynBarOT y4eT U MPOXOYK/EHHe JOKYMEHTOB B YCTAHOBICHHBIE
CPOKH, HMH(OPMHPYIOT PYKOBOACTBO O COCTOAHHM HX BBINOJIHEHUS, OCYILIECTRIISIFOT



O3HAKOMJIEHHE PabOTHUKOB € HOPMAaTHBHBIMH M METOJMYECKMMH IOKYMEHTAMU 10
IeJIONPOU3BOJICTRY.

B CTpykTypHBIX  mompaszmeneHusix, e He  NpeIycCMOTpPEHa  eJMHHIA
JICTIONIPOUSBOIUTENSA,  PYKOBOAMTENEM  MOAPA3lelieHMsi  Ha3Hadaercs  paboTHUK,
OTBETCTBEHHBIH 3a 3Ty paboTy.

[Ipu yxone paboTHuKa B OTIycK, YOBITHM B KOMaHAMPOBKY HMEIOIIUECS Y HEro
AOKYMEHTBI T10 YKa3aHHIO PYKOBOAHTENS CTPYKTYPHOTO TOJpasielieHHs IepeaaroTcs
ApYroMy pabOTHWKY, KOTOpBIf 00s3aH NpPMHATH Mephl K HX CBOECBPEMEHHOMY
UCIIOJIHEHHIO.

Ilpn yBonbHeHWM pabOTHHKAa WM IlepeBofie Ha JPYrylo paboTy nepenava
AOKYMEHTOB ¥ JI€Jl OCYIUECTBISIETCsl [0 aKTy, KOTOPBIH YTBEPIKIAETCS PYKOBOIHTENEM
CTPYKTYPHOTI'O NOIpa3ielieH s,

1.7. PaGOTHUKM CTPYKTYpHBIX MOApA3fie/ieHMH HECYT OTBETCTBEHHOCTh 34
BBINIOJIHEHHE TpeboBaHui MHCTpYKUMH, 32 COXPAHHOCTD HAXOASIIMXCS Y HUX CITYKeOHBIX
JiokymeHToB. OO0 yTpare J[JOKYMEHTOB HEMEIJIEHHO JIOKIAIBIBAIOT DPYKOBOMHTEIHO
nonpasjeneHus 1 cooOal0T B OpraHu3alMOHHBINA OT/IeN.

1.8. Tlonokenuss MHCTPYKUMM 10 AENONPOM3BOACTBY pPACIpPOCTPAaHSIOTCS Ha
OpraHM3aLMI0 paboThl ¢ JOKYMEHTAMH HE3aBUCHMMO OT B4 HOCHTENS, B TOM YHCIE C
OJIEKTPOHHBIMM ~ IOKYMEHTaMHM, BKJIKOYas IOJArOTOBKY, 00paloTKy, XpaHeHHe WU
HCIONb30BAHME NOKYMEHTOB, OCYIIECTBISEMbIE C TNPUMEHEHHEM HH()OPMALIMOHHEIX
TEXHOJIOTUH.

1.9. Cobronenne tpeGoBanuii HacTosieil MHCTPYKINK 06S3aTeBHO 118 KaXKIOT0
pabotHuka llenTpa. PaGOTHHKM CTPYKTYpHBIX MOIpasielleHuil IlenTpa HecyT
AUCHHIUIMHAPHYIO W MHYIO YCTaHOBJICHHYIO 3aKOHOJaTeNnscTBOM Poccuiickoit ®enepanuu
OTBETCTBEHHOCTh 33 HecoOIoieHne TpeGoBanuit IHCTPYKLMK 10 1eN0NpOM3BO/ICTRY.

1.10.Coneprxanne ciry:keGHBIX TOKYMEHTOB He TOIEKHUT PA3rIIALICHHIO, nepejava
CIy)KeOHBIX JIOKyMEHTOB, UX KOIHH, [POEKTOB CTOPOHHHM OPraHH3aLMsIM JOITyCKaeTcs
TOJIBKO C pa3peleHus! JUPeKTopa.

1.11. TpeGoBanus MHCTpYyKIMH [0 I€IONPOU3BOACTBY K paboTe ¢ OyXranaTepckoi,
HAay4HO-TEXHMYECKOH U APYrod CrieuuanbHOH TOKyMeHTaluel pacipoCTpaHAOTCs JTHILb
B 4aCTH OOLIMX MPHHIHUIIOB paboThl ¢ JOKyMEHTAMH, & TAKKe MOArOTOBKHY JOKYMEHTOB K
nepejavye Ha apXUBHOE XpaHEHHE.,

1.12. TIpaBoBpIM OCHOBaHMeM MUIst pa3paboTku MHCTpyKImy 110 JIEJONPOU3BOACTRY
SIBJISIIOTCS  3aKOHOJATENIbHBIC W HMHBIE HOPMAaTHBHBIE TMPABOBBIE aKThl POCCHHCKOM
Qenepaimu B chepe MHPOpMALKH, JOKYMEHTAIUM U apXHUBHOTO JIeNa, YTBEPXKIAEHHbIE
QenepanbHbiM - apXUBHEIM  areHtctBoM ['OCT P 7.0.97-2016 u Metonnueckue
pexkoMeHnnanuu 1o BHegpenuto I'OCT P 7.0.97-2016.

II. JOKYMEHTBI HEHTPA

['AOY IO MLIPKIIO u3pnaer ciepyromye 10KyMeHThI:
— OpraHU3alMOHHbIe (IpaBUIa BHYTPEHHEN0  pAcIOpsKa, [OJOXKEHUS O

CTPYKTYPHBIX —nojpasfeneHusX LleHTpa, periamMeHTbl 110 BHIAM  JIEATCILHOCTH,
JOJKHOCTHBIC HHCTPYKIIMHU, IUTATHOE PACIIMCAHUE U JIP.);

— pacropsiiuTesibHble (IIPUKa3bl, PACTIOPSIKEHHNS );



— MH(pOPMALMOHHO-CTIPAaBOYHble  (IIPOTOKOJIBI,  aKThl, IHCbMA, JOKJIaIHbIE,
cryxeOHbIe U 00BACHUTENIBHBIE 3alIHCKH, CIPABKH U JIp. );

— (hUHAHCOBO-OyXranTepckue JOKYMEHTHI.

III. CO3JAHHE TOKYMEHTOB

3.1. lokymMeHTHpOBaHHe ypaBJIeHYecKO AesiTe 1bHOCTH

3.1.1. JlokyMeHTHpOBaHHE  YIIPABIEHYECKOH  JEATENBHOCTH  3aKIiouaeTcss B
dukcaumu Ha Oymare WIM APYrMX HOCHTENSX 110 YCTAHOBJIEHHBIM paBUIaM
YTPaBJIEHYECKUX JCHCTBUH, T.€. CO3[]aHUe YIIPABIEHUYECKUX JOKYMEHTOB.

3.1.2. Tlpu noxaroroske u 0GMOPMIEHHH IOKYMEHTOB HEOOGXOIUMO COBIIONATD
npapuia 'OCT P 7.0.97-2016, oGecreuuBaronme OpUAMYECKYI0 CHIY IOKYMEHTOB,
ONEPaTHBHOC W Ka4yeCTBEHHOE HX WCIOJHEHHE M IIOMCK, BO3MOXHOCTH 00paboTKH
AOKYMCHTOB C IIOMOIUBIO CPEICTB BBIYMCIMTENBHON TeXHUKH. JIOKYMEHT HMeeT
IOPUINYECKYI0 CHITy MpPH HAIMYHH PEKBU3UTOB, 00s3aTENbHBIX Ui JAHHOTO BHJA
JIOKyMeHTa. B mpouecce MoAroToBku ¥ 0(GOPMIEHUS COCTAB PEKBU3HTOB MOXKET ObITh

ZIOTIONTHEH  IPYTMMH  PEKBH3UTaMH, €CJHM TOro TpedyeT Ha3HAueHWe [OKYMEHTa, ero
o0paboTka u T. 1.

3.2. B1aHKH J0KYMEHTOB

branku TAOV JIIIO MIIPKIIO wu3rorasiuBaioTcs TUNOrpadckKuM crocobom Ha
CTaHjapTHoM Jjmcre Oymarn Oesioro mBeta ¢opmata A4 (210x297 MMm), HMeROT
YCTAHOBIIEHHBIH KOMILIEKC 0053aTENbHBIX PEKBU3HTOB W TIOCTOSHHBIA MOPSIOK HX
pacroioKeHus.

Kaxneiii nucr noxymenTa, oopMIeHHbIH KaK Ha Gianke, Tak U 6e3 HEero, I0JIKeH
MMETB MOJIA: ceBa — 20 MM, cripaBa — 10 MM, cBepxy — 20 MM u CHH3Y — 20 MM.

Branku IlenTpa yTBepsKIalOTCs M BBOAATCA B NEHCTBHE HA OCHOBAHUH pHKaza.
Obpas3ue! O1aHKOB COrTACOBBIBAIOTCS C OPTrAHM3AIMOHHBIM M FOPHINIECKHM OTIETOM.

B I'AOY JIITO MIIPKIIO ucmone3yioTes cleayomue 6IaHKu:

— o0mwuit 6nank (mpuioxenue 1),

— OnaHk nHcbMa (MpuIokKeHue 2),

— OJaHK pacriopsikeHus (TpuioxkeHue 3),

— OmmaHkK npukasa (MpuIoKeHue 4).

OOmuii GaHK MOXET WCIONBL30BATCS IS M3TOTOBJICHMS JTIOOBIX JIOKYMEHTOB,
KpOMe MUCHMA.

HcnonpzoBanue 671aHKOB IPOM3BOILHON (OPMBI HEe pazpernaeTcs.

bnanku xpaHsaTcest B OpraHu3allioHHOM OTIIENE.

Beijaua  OyMakHbIX  OIAHKOB  IIPOM3BOJUTCS  TIO 3anpocaM  pabOTHHKOB
CTPYKTYPHBIX IIOJpa3[e/ICHUN, OTBETCTBEHHBIX 3a BeIEHHE JIeJONPOU3BOACTBA I0J
JIMYHYIO TIOAIIMCH B JKypHaJle y4eTa BBIIAHHBIX OJAHKOB, CTPOro IO HAa3HAYCHUIO IS
COCTaBJIEHUS JTOKYMEHTOB.

Yuer OJIaHKOB CTPOTOH OTYETHOCTH (JHUIUIOMBI, aKaaeMHYecKHe CIPABKH, U ToH:)
IIPOU3BOJUTCS B COOTBETCTBHUHU ¢ Ipukazamu [AOY JII10 MLIPKTIIO.
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Yder OyXraJaTepckux [JOKYMEHTOB OCYIIECTBISETCS Ha OCHOBAHUH npuKasa
Munduna Poccun or 01.12.2010 Nel57u «OG6 YTBEPIKAECHUH €JIMHOr0 ILIaHA CYETOB
OyXranTepckoro ydera .Ijisi OPraHOB TOCYHAPCTBEHHON BAacTH (rocynapcTBEHHBIX
OpraHOB), OPraHOB MECTHOTO CAMOYIPABIIEH!s, OPTAHOB YIIPABICHHUS rocyaapcTBEHHBIMU
BHEOIOMDKETHEIMU ~ (DOHIAAMH, TOCYJapCTBEHHBIX aKaaeMumii HayK, IOCyJapCTBEHHBIX
(MyHHLMNANBHEIX) y49peXxaeHdui 1 MHCTPYKLUHM 110 ero NPUMEHEHUIO» (B pell. TpUKa3a
MuHpuna Poccnu ot 16.11.2016 Ne209H).

3.3. PekBHM3MTBI 0JIaHKOB

3.3.1. YHuBepcanbHble PEKBU3NTHI, UMEIOLIAECS HA BCEX BUIAX OIIAHKOB:

- [I0OJITHOE M YCTaHOBJICHHOE YCTAaBOM COKpallleHHOe HaumeHoBaHue LleHTpa
(Han HanmeHoBanueMm IleHTpa yKa3bIBaeTcsi MONHOE HAMMEHOBAHME BBIIIECTOSINEI
OpraHU3aLum),

- OTMETKa /U151 AAThI M PErHCTPalMOHHOI0 HOMEpa J0KyMeHTa,

- JIOFOTHII OPraHU3aIkH.

3.3.2. Ha GnianKax muceM NPUCYTCTBYIOT CIeYIOIIHe PEKBH3HTHL:

~ OKIIO (xom opraHuzanuu I[pPOCTABISIOT IO OOwepoccuiickomy
KIIaCCU(DUKATOPY TPeINPHATAN U OpraHu3alHii);

- OI'PH  (OcHoBHOM  rocyiapcTBeHHBIH  permcTpaLHOHHBIN HOMeED
TOPUANYECKOr0 JIMIA TPOCTABISIOT B COOTBETCTBHHM C JIOKYMEHTAMH, BbIIaBAeMbIMH
HaJlOrOBBIMH OpPraHaMHu);

= MHH/KIIIT  (MnenTndUKaLUOHHBIA ~ HOMEp  HAIOTOIUIATEbIIMKA/KO
NpU4IMHBl TocTaHOBKM Ha yder (MHH/KIIII) mnpocTaBinsitoTr B COOTBETCTBHU ¢
AOKYMEHTaMH, BBIIaBAEMBIMK HAJTOTOBBIMH OpraHaMH );

- CIIPaBOYHBIE NAHHBIC OPraHU3allMH, KOTOPbIE BKIIIOYAIOT B ceOs MOYTOBBIH
ajipec, HoMep Tese(oHa, ajpec caiita i aapec MEKTPOHHOMN OYTHI,

= OTMETKa JJIsl 1aThl U PErMCTPALMOHHOTI0 HOMEpa JIOKYMEHTa,;

-~ OTMETKa JJIf PErucTPalMOHHOIO HOMEpa M JaThl HMHUIMHPYIOIET0
JloKyMeHTa («Ha Neo oT »).

3.3.3. Ha GnaHKax NpUKa30B U pacHopsKEHUI:

— HaUMEHOBaHWe JJOKYMEHTa (Halle4yaTaHo 3arjlaBHBIMH GYKBAMH M BBIPABHEHO I10
LEHTPY CTPOKH),

— OTMETKa JUIS aThl ¥ PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTA.

3.4. OO6wue npaBu/Ia MAIMHONHCHOTO 0()OPMIICHHS JOKYMEHTOB

Hns obecnedenus eIMHOrO CTHIS OGOPMIEHMS JTOKYMEHTOB YCTaHABIMBAIOTCS
Ccreayroye npapuiia ¥ TpebOBaHUs K MALIMHOITUCHOMY O(OPMICHHIO JOKYMEHTOB!

— Habop Texcra ocymecTsnsercs mpudrom Times New Roman pasmepom 14 mr.
Pasmepom 12 nt ocyiectsisiercs Habop TekcTa pexBusuTa «OTMETKa 00 MCITOJHUTETIEY,
3aroJIOBKH rpad v CTpok B TabuIax, TeMa JOKYMEHTa;

— TEKCT TOKYMEHTA [1e4aTaeTcs Yepe3 | MeXCTpOYHbIN HHTEPBA;

— TEKCT ¢ ab3alem rneyaTaeTcst OT OJHOIO MOJIOKEHHUS Tabymstopa (1,25 cm);

— CJIOBa BHYTpH ab3ala pa3fessioTes OJHUM Npobenom;



— NepeJl 3HAKOM NpeNHMHAHMs MPoOesbl He CTaBSATCS, IMOCIE 3HAKOB NpPErMHAHUA
CTaBUTCS OfMH mpoben. [lomyckaeTcs cTaBuTh mpobes TONbKO mepex HoMepoM (Ne) u
nmaparpacdom (§);

— He CTaBUTCs IPOOEN Mepesl 3HaKaMH MPOLEHT, TPpaayc, MUHYTa, CEKYH/IA;

— pacumdposky moanucu B pekBusuTe «[loammce» TevaTaroT Ha ypOBHe

TOC/Ie/IHeH CTPOKH HAMMEHOBAHMsA JOIDKHOCTH ¢ MPOOENoM Mexk1y HHHULHATAMH W
hamumei;,

— HOMEpa CTpaHHWIl MPOCTAaBISAIOTCA B Cepe/lMHE BepXHero mnojs (Kak mpu
BEPTHKAJILHOH, TaK U MPH TOPU3OHTANBHON OPUEHTALMH CTPAHMIIBI) HAa PACCTOSHUM HeE
Menee 10 MM oT Kpas Ha BeexX NOCHEAYIONMX CTPaHUIAX JOKYMEHTa, KpOMe MepBOi.
Hymepanusi kamoro MpHIOKEHUS K HMCHMY HIIH pacropsAauTeIbHOMY JOKYMEHTY
BEIETCS OTIAEIbHO;

— o(ulManbHble HAUMEHOBAHHS CTPYKTYPHBIX TMOApasieNeHHil MHUIYTCA  Co
CTPOYHOM OYKBEI;

— €CJIM B TEKCTE JIOKyMEHTa JaeTCsl MOpYYeHHe KOHKPETHOMY JIOJDKHOCTHOMY
ULy, TO BHAYAllE YKa3bIBaeTCs €ro JOJDKHOCTD, 3aTeM (haMUITUS U WHHUIMANLI, HATIPHMED:
COBETHHKY ... ((haMMIIHs, HHULIHAIIEI);

— B IIPOEKTaX NOKyMeHTOB LleHTpa mcnonbp3yercs kak OyKkBeHHO-LIM(POBOE, TAK U
unpposoe HammcaHue Jatr, Hampumep: | smBaps 2011 r. wm 01.01.201 1, mpuuem
OyKBeHHO-UM(POBOE HAMHCAHHE SBJIACTCS MNPEIIOYTUTEIbHbIM. Hanucanue naT B
pefiesiax OJHOTO JOKYMEHTa JIOJDKHO OBbITh €IMHOOOpa3HbIM, T.e. JMO0 OyKBEHHO-
nudposoe, 160 HH(POBOE.

— HalKMCaHWe BPEMEHU Aenaercs ABYMs criocobamu: depes aBoeroune — «16:30»
um 16 gacos 30 munyT. Ilpomesxyrounsie BapuanThl «16:30 MunyT™ Hin «16 gacos 30»
He JI0ITyCKaeTcsl.

B TexcTe pacnopsmMTeNBHEIX JOKYMEHTOB MOJYKMPHBIM LWPUGTOM  MOTYT
BEIJIENIATHCS:

|) HauMeHOBaHUA CTPYKTYPHBIX IOApasienenuil IlenTpa U (haMuInm, MHUIMATEI
JLOJZKHOCTHBIX JIMII, KOTOPBIM JAIOTCS MOPYyYEHHUS,

2) CPOKH HCIIOJIHEHMUS;

3) urpBI 10 TEKCTY (CYMMBI BBIAEIISEMbIX CPEACTB U T.JI.);

4) bamuus, MHULMATIB! JOKHOCTHOTO JIMIA, HAa KOTOPOTO BO3IOKEH KOHTpPOJIb 3a
BBIITOJIHEHHUEM PACHOPANUTENBHOIO JOKYMEHTA,

5) IOJDKHOCTb, (haMUJIMsA, HHULMAB! JIHLA, TIOAMUCHIBAIONIEr0 PACIIOPSAUTENbHBIH
JOKYMEHT.

B nuceMax nomyKupHbsIM HIPH(PTOM BBIIENSIOTCS:

1) anpecar;

2) oOpallieHHe K agpecary;

3) natbl 1 HAMMEHOBAHHME MEPOTIPHATHS (B TUCHMAX-TIPHITIAIISHUSX );

4) (Gamunus, MHULMAIEL, TOTHKHOCTHOTO JTHLA, T0/[MUCHIBAIOIIET0 JJOKYMEHT.

Bcee pexBusutel, kpome «TeKkeT H0KyMeHTa», BRIPABHHBAKOTCS MO JEBOMY KPAr0, HO
MOTYT pacliojiiaratbCsa Kak ¢ JIEBOro, TaK M C IMpaBoro Kpas Omanka. « TekcT moKymeHTa»
BbIPaBHHUBAETCS [10 IIMPHHE JIOKYMEHTA.



[Tona moxymeHTa, Kak  110Jist GJIaHKa, COCTABIAIOT: cieBa — 20 MM, CHU3Y — 20 MM,
cnpasa — 10 MM, cBepxy — 20 mM. lokymentsl ¢ otmerkoi DIIK (oTmeTka DxcnepTHo-
MPOBEPOYHOH KOMHUCCHH TOCYAaPCTBEHHOIO apXMBa) J0KHBI HMETh JIEBOE T10JI€ He MEHee
30 Mm. Bee mHCTBI 0THOTO AOKYMEHTA JOMKHBI HMETh OTHHAKOBBIE pa3Mepsl MoJIeH.

3.5. PexkBH3HTBI J0KYMEHTOB

3.5.1. Anpecar

Ha Onanke nmcema «Anpecar» pasmelaeTcs B BepXHEM MPaBOM YLy C Y4eTOM
OTCTYyIla OT PEeKBU3UTOB OJIaHKa.

B kauectBe ampecara MOTYT GBITh OpraHM3alyy, UX CTPYKTYPHBIE T0pa3ieleHus,
AOJDKHOCTHBIE MM (puznyeckue juua. I[Ipu anpecosanuu nokymenra 6ymyT aeiicTBoBaTh
ClleIyIOlIHe MpaBua;

1. Ilpu anpecanyu ums 4eIoBeKa BCErla MUIIETCS B JATEFHOM Iajeike.

2 [lomy4arens mnucbMa BCerha BBIAENSETCS TONYKHUPHBIM wpudprom, a
KOHKPETHBIN aJpec — HeT.

3. JlomyckaeTcs HCHOJIb30BaTh COKPAILIEHHOE HAMMEHOBAHHE OPraHM3alih —
nosryqarelis.

4. WHuumaael J0/GKHOCTHOTO JIMLIA YKA3bIBAlOTCS mocie (GaMHIHH W
OTJIEJISIIOTCS OT HEE OJHUM TTPOOEIoM:

I'enepanbHOMY AHpEKTOPY
' OAO "Cesepuble pernoHb"
Jlarynuny B.A.

5. Ilpu agpecoBanuu JoKyMeHTa (GH3HUECKOMY JIHIY YKA3bIBAIOT (AMHINIO U
HHUIHMAJbI N0JIy4aTeJsl, 3aTeM II0YTOBBIN afpec, HallpUMep:

O6pasuosy O.I1.

yin. CagoBas, 1. 5, k8. 12,
r. Jlunku, Kupeesckuit p-H,
Tyneckast 0611., 301264

[lo mpaBuiam pycckoro s3pika OZHH (DaMHUIMM CKIOHSIOTCA, @ APYIHe — HeT.
[TpuBenénHble HMKE MPABHUIIA PYCCKOTO SI3bIKA TOMOTYT Ge30IIHGOYHO ONpPE/elnTh, KAk
CKJIOHATH JIIOObIe haMHIIHK.

- PYCCKHE M MHOCTPaHHbIe (paMUIIMK, KOTOPbIE OKAHYUBAIOTCSA Ha COTNACHBIN 3BYK,
CKJIOHSFOTCS, €CJIM MPUHAAJIKAT JTHLaM MyKckoro nona (Jlepman - Jlepmany, Haponosuu
- Haponosuuy, laiizep - Llaiizepy, Hunenc - Hunency, Ilerpensik - Ilerpensiky). Ho ne
CKJIOHSIIOTCS, €CJIM INpHHALNeXaT eHiuHam (Mapuu Jlepman, Enene Hapomosuu,
Kcenun Lansep, Banepun Hunenc, Aune [Netpensk). Uckimouernvem u3 IIpaBUiIa MOTYT
ObITh (aMuIIMK, TIPUHAJUICKALIME MY)KUYMHAM TIPH COBIAJCHUH C HA3BAHHEM YKMBOTHBIX
(Esrenmio XKyk, Hukonaro Crpux);

- Gamuiinn GpUHHO-yropcKoit A36IK0BOIT Ipynmbl He cknoHstores (FOpuro CakHbIH,
Bnagumupy Kaiikonen);



- MHOCTPaHHBIC (DaMUIINK, OKAaHIUBAOIIMECS HA YIapHbIA rmacHblil 3Byk (Mropto
Baiino), u damuius QoHia He CKIOHIIOTCS;

- CHABsIHCKHE (MOJIBCKME U YellCKHe) (aMUIMM Ha -CKH, -bl HE CKIOHSIOTCSA
(Jleonuny JleBuncku, AHHe 3aKOPHEI);

- TPY3UHCKHE U AMOHCKHe (paMUIIMK, KaK mpaBuio, cknorstores (Oxymkase, Kypo-
caBe);

- amumuK Ha -aro (-Aro), -0Bo, -bIX (-uX) He ckmoHsoTes (BerbIx, 3a/10pOXKHBIX,
Henparo);

- YKpauHCKHe (haMuIInK Ha -Ko (-eHKO) He ckioHstoTes (Heunmyperko, Caenko);

- B KOPEHCKHX, BBETHAMCKHX, OMPMAHCKMX HMMeHaX M (GaMUIUIX CKIOHSETCS
MOCIEAHsS 4acTh, €CJIM OHA OKAHYMBAETCs Ha cornacHbIi 3Byk (Kum Up Ceny);

- B JBOHMHBIX (aMWJIMAX IepBas 4YacTh CKJIOHSETCS, ecId OHA caMa Mo cebe
ynorpebnsiercs kak damunus (ConosseBy-CeoBY), M HE CKIOHSETCS, eCiid He SBISeTCs
damunueit (Apcennto buiis-Bernouepkosckomy, Bukropun ['pym-I prxumaiiio).

6. Ilpu agpecoBaHny MUCHEMa B OPraHU3ALMIO, 4 HE KOHKPETHOMY JIOJKHOCTHOMY

JIMLY HaHMMEHOBaHHue OpraHM3alH WU €ee CTPYKTYPHOIO IIOApa3feiieHHd BcCeraa
YKa3bIBa€TCA B UMEHUTEJILHOM TTaJIeKe:

Munwcer Poceun

HenaprameHT HHpOpMATH3ALHH
H HAYYHO-T€XHHY€ECKOro
obecneyeHust

7. Ecnv HOKyMEHT OTHpaBISIOT B HECKOJBKO OMHOPOMHBIX OPTaHH3ALMH WM B

HECKOJIBKO CTPYKTYPHBIX TOAPA3/ICICHUA OJHON OpraHM3al|y, TO UX CIEAYeT YKa3blBaTh
000011IeHHO, HAaTlpUMep:

AIMHHHCTPAaUUH PAiOHOB
MockoBckoii 001acTH

JloKyMeHT He ToJKeH colepkars Oojiee yeThIpex anpecatoB. ClioBo "korus" nepe
BTOPBIM, TPETBUM, YETBEPTBIM ajJpecaraMd He yKasbIBaloT. [Ipu GosblieM KonudecTse
aJlpecaToB COCTABIAIOT CIIUCOK PACCHLIKH JOKYMEHTA.

[Ipy paccbuike JOKyMeHTa He BceM OpraHM3alldAM WMIM  CTPYKTYPHBIM
MOApPa3AC/ICHUAM MO PEKBU3UTOM «AZpecar» yKasplBaeTcs: «(I0 CIIUCKY)».

PykoBoaurensim qouepuux
obmecte AO «Ilpoduiiny
(mo cnucky)

Crn1cok pacchbUIKK COCTABISETCS UCIIOTHUTENEM.

[Ipenmoyrurensho agpecoBaTh MUCkMa KaXA0My PYKOBOIMTENIO C yKA3aHHEM €ro
MHULMANOB ¥ (PaMUIIMHK. DTO NaeT BO3MOXKHOCTh Ha4YaTh TEKCT MHChMA C IEPCOHATBHOTO
obpamenys. Ecin nepconanmsaius He MrpaeT HMKAaKOH PONH, TO MOXHO aIpecoBaTh



[TUCbMO OZTHOBPEMEHHO HECKOJIBKUM PYKOBOAHMTENISM, HAIIPUMED OUPEKTOpaM (PUITHATIOB,
TOT/1a OOpallleHHe K HUM Oy[eT UMeTh 0606 IIeHHBII BUJ «YBakaeMble KOJUIETH!».

8. Ilpu MCcTONBb30BaHUU PEKBH3UTA «AzlpecaT» cHavaja yKa3bIBAIOT MONyyYarTels, a
3aT€M [OYTOBLIN aJipec, HalpUMep:

I'ocynapcrBeHHOe yupekaenue
Bceepoccniickuii nayuno-
HeesegoBareabekui Hentp
AOKYMEHTOBEIEHHSI H APXHBHOIO /1eJ1a

[Ipodcoroznas yir., x. 82, Mockaa, 117393

IouToBblii aapec He yka3sbiBaeTcsi NP HampaBicHUU JOKYMEHTa B BBICIIHE
OpraHbl rOCy1apCTBEHHOU BiacTu U ynpasnenus ([Ipesunenty Poccuiickoii ®enepauuu, B
IlpaBurensctBo  Poccuiickoit ®enepaunn, B locynapcteennyro Jymy wu 1ap.), B
BBLILIECTOAILYIO ~ OPraHM3allvio, B  MOJBEJAOMCTBEHHBIE oOpraHu3andd  ((QHIHaisl,
OTACIEHMS, NPEJICTABUTENILCTBA) U MOCTOSHHBIM KOPPECIIOH/ICHTAM.

JJIeMEeHTBI  NMOYTOBOr0  ajpeca  YKa3biBalOT B noc/j1eJ]0BaTeIbHOCTH,
ycTaHoB/eHHO# IIpaBujiaMu oka3anus ycaIyr noYToBo# CBSA3M:

— HaMMeHOBaHMe ajpecara (HaMMEHOBaHHWE OPraHU3alMU - JOPHIMYECKOro JIUIA
NI GaMUITKS, UM, OTYECTBO IS PU3HUECKUX JIULL);

— Ha3BaHHWE YJIMIBI, HOMEp JI0Ma, HOMEpP KBapTUPBI;

— Ha3BaHWE HACEJICHHOI'O MyHKTa (fOpoja, ocesKa u T.I1.);

— HasBaHHe 00/IacTH, Kpasl, aBTOHOMHOT'0 OKpyTa (061acTh), peciyOnuKkH;

— CTpaHa (111 MeXIYHAPOIHbIX [TOYTOBEIX OTIIPABIIEHHUI );

— TOYTOBBIA UHJIEKC.

B TaKom e nopsisike MpoU3BOAMTCS HANUCAHKE afpeca OTIIPaBHUTEJIA Ha KOHBEpTE.

IIpu oTnpaske nucbMa Mo NEKTPOHHOM T10uTe (63 JOCHUTKU 110 110YTEe) NOYTOBBIMH
AJIpeC HE yKa3bIBAETCA, BMECTO HETO MOYXKET OBITh yKa3aH 3JIEKTPOHHBIH ajpec.

T'ocynapcrBenHoe yupeskienne
Bceepoccniickuii nayuno-
Hccaenosareabeknii Henrp
AOKYMEHTOBEACHUS H APXHBHOIO JeJ1a

mail@vniidad.ru

3.5.2. I'pud yrBepxaenns

YTBepKIeHHe MTOKYMEHTOB BXOAHUT B KOMIICTEHIIMIO TOJBKO IIEPBOTO JIULIA
OpraHu3aluu.

['pud) yTBepRIeHus Beerma pacrnonaraercs CTpaBa B BEPXHEH 4YacTH MEPBOTO WU
TUTYJIBHOT'O JINCTA TIOKYMEHTA.

DaxT yTBEpIKICHHS TOBOPUT O TOM, UTO JUPEKTOP BUAEH JOKYMEHT M COIVIACEH C
Cro cojiepKaHueM. Bo MHOrUX ciydasx — Hanpumep, ¢ HHCTPYKIHSMH, MOJIOKEHUSIMH,
periamMenTamMu — noAnuck noj cioBoM « Y TBEPXKIIAIO» o3nauaer BBeneHNe JOKyMEeHTA
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B AeucTBUe. I'pud yTBepKOCHUA SIBISETCS PEKBU3UTOM, KOTOPBIM IIPUAAET JOKYMEHTY
IOPUIUYECKYIO CUITY.

HesaBucnmo ot TOro, Kak yTBEpKIEH JOKYMEHT, B rpude o0s3aTeIbHO COMEPIKUTCS
flaTa  yTBEPXKIACHHsA. DTO W eCTh JaTa JOKyMeHTa. Eciam JOoKyMeHT YTBEPK/ICH
HECKOJIbKUMH OpraHM3allUsMH B pasHble JHH, TO AaThl BCE PaBHO MPOCTABISIOT BCE, a
JaToi JTOKyMeHTa Oy/IeT CUUTATBCA MOCIIEHAS — caMasi TTO3IHAST — U3 HUX.

Hene3s myTtath rpud yTBep>KAeHHUs C MMOMITHCAHHEM noxkyMeHTa. Ha yTBepikaenue
AVPEKTOPY JMOJDKEH IIONACTh MOKYMEHT, YK€ IOANHMCAHHBIA IPYTMM JOJIKHOCTHBIM
JIMIOM, KOTOPOE B MEPapXHMU OpraHU3allid CTOMT HUXKe Ha OJHY CTyNeHbKy. Hampumep,
[Tonoxenue 00 oTxesne KampoB: ero MOAMHCHLIBAET HAYATBHUK OTHeNIa KaJpoB, a
YTBEPIKIAET AUPEKTOP.

[Tockoneky rpud yTBepKIeHMS mpHIAeT JOKYMEHTY IOPHOWYECKYIO CHITY,
uH(popManys 06 yTBep)KAEHUH BCEra yKa3bIBACTCS, ECITH TTOHAL00UTCS re-TO COCJIaThC
Ha Hero. BeIrmsaauT ato Tak:

B coorserctBun ¢ . 3.7 Iosoxenus o6 OpFaHPIBaIIHOHH(.)“M otaene AOY I[HO
MIPKTIO (ytBepkneno aupekropom FAOY IO MLIPKITO 20.12.2016)...

HITH

PykoBoznctBysice n. 5 MHCTPYKIHH O IeHCTBUAX B CITydae HESIBKH PAGOTHHKOB (yTB.
pacnopsukenrem 'AOY JITTO MIIPKIIO ot 30.01.2017 Ne02-P)...

[Ipoussectu yTBepIKIeHHE TOKYMEHTA MOKHO HECKOJIBKUMHU CIIOCOBDAMI:
1. Ecin IOKyMeHT yTBepx/JaeTcs IUPeKTOPOM, TO IpHd) yTBepKASHHUS NOKYMEHTa
AoiDkeH  cocToaTh M3 cnoBa Y TBEPXK/IAIO, nanmeHoBaHws mOIKHOCTH JMIA,

YTBCPHKIAIOWIEr0 NOKYMEHT, €ro MOAMKCH, UHULHAIOB, (DaMUIHH U JaThl YTBEpIKICHHS,
HaIpuMep:

- YTBEPXJAIO )
Hupexrop TAOY AITO MIIPKIIO

A.U. PriTOB
« » 20,50

2. Ilpy yTBEPKIEHUM OKYMEHTa TOCTAHOBIICHHEM, PEIIEHHEM, TIPOTOKONOM TPHd
yTBepxaenus coctout u3 ciosa Y TBEPX/IEH (YTBEPXK/IEHA, YTBEPXJIEHbBI unu
YTBEPXKJIEHO), nanMeHoBaHus yTBEP)KAAIOLIEr0 TOKYMEHTA B TBOPUTENBHOM HAEKE,
€ro natel, HoMepa. Hanpumep:

YTBEPXJIEH
pemeHueM o01ero codpaHust
oT 05.04.2019 Ne 14
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HITH

VTBEP}KI[EHO _________
npukazoM ['TAOVY JIITO MIIPKIIO
ot 05.04.2020 Ne 82/0]1

Cnoso YTBEPXKJIEH ckjoHS€TCS B 3aBUCHMOCTH OT BUIA JOKYMEHTA: periaMeHT
YTBEPXKACH, HHCTPYKLHUSA yTBEPIKACHA, TOTI0KEHHE YTBEPIKIECHO, IPABMIIA YTBEPKIEHBI.

3. VTBepxkJieHME JOKyMEHTa MPUKa30M HCIIONB3YIOT, €CllH AOMOJHHTENBHO C
YTBEPKICHHEM Ha/l IOKYMEHTOM HYIKHO MPOM3BECTH €lle Kakue-To aeiicTus. Hampumep,
O3HAKOMUTB BCEX PAOOTHUKOB OPraHM3alMHd C HHUM WJIM OJHOBPEMEHHO OTMEHHTH
JACHUCTBYIOILUH paHee JIOKYMEHT.

[Iprkas mpoXomuT OGBIYHYIO MpOUEAYpY COINIACOBAHMS, TIOAMHCHIBACTCS
AMPEKTOPOM M PETUCTPUPYETCst B 001eM mopsijike. C 9TOro MOMEHTa JOKYMEHT CUHTAeTCs
YTBEPKICHHBIM.

YTBepkKIACHHBIA JOKYMEHT OJHOBPEMEHHO SIBJIACTCS MPUIIOKEHHEM K IIpUKazy,
9TO TOXE Halo OTMETHTh Ha HEM - HYXXHO OJHOBPEMEHHO IIOCTABHTH OTMETKY O
NPUI0KEHUH U TP yTBepkKIeHHs (B 3ToM citydae YTBEPYKIEHO ne CKJIOHSIETCS )

Ipunoxenwue

YTBEPX/IEHO
npukasom "TAOY ITTO MIIPKITIO
or 27.08.2019 Ne 456/0/1

Opurunan JOKyMeHTa - OCHOBAaHHS HYIKHO XpaHUThb BMECTE C OPUTHHAJIOM
YTBCPKACHHOTO IOKYMEHTA CTOJIBKO, CKOJIBKO XPAHUTCS CaM JIOKYMEHT.

4. Eciu  NOKyMeHT yTBep:KHAIOT HECKONBKO OpraHM3alMii WM  HECKOIbKO
JOJDKHOCTHBIX JIML, TO TPH(BI pacrmoiararoTcss Ha OAHOM YpoBHe. Eciam IOKyMeHT
YTBEPXK/AETCA  BHEIIHeH OpraHusalnuedl, TO OH momagaeT Tyjad, MOAMMCAHHBIN
PYKOBOAUTEJIEM OpraHU3alUH-aBTOPA.

YTBEPXJIEHO YTBEPXJIEHO
nprukazom OO0 «beta npukasom ['AOY ATTO MIIPKIIO
ot 04.08.2019 Ne 234-OPJ1 ot 05.08.2019 Ne 35/0/1

5. Ecnmm  IOKyMEHT MNpHUHAIIEKMT K  CHCTEMaM/TIOACHCTEMAaM Hay4YHOI,
TEXHUYECKOH, TEXHOJOIMYECKOH, NPOU3BOICTBEHHOM, KOHCTPYKTOPCKOM, IIIaHOBOIA,
(UHAHCOBOH OTYETHOW MOKYMEHTAIMM, TO B COOTBETCTBUH C IIpaBUIIAMU U CTaHIapTaMu
Ha o(opMIeHHE IOKYMEHTOB [aHHBIX CHCTEM/IIOICHCTEM JIOKYMEHTalUW B BepxHei
YacTH JUCTa TEKCTOBOTO JOKyMEHTa (TexHUYeCKOe OIMCaHue,
TEXHHYCCKAs/ TEXHOJIOTUYeCKasl KapTa, TEeXHMYECKHil OTYeT, [OSCHUTENbHAS 3alHCKa K
MPOEKTY/KOMIUIEKTY 4epTexell 110 MpOeKTy, MporpaMMa, [iaH u T.I.) HA NIEPBOM JIHCTE



11

WM Ha OTAENBHOM «TUTYIBHOM» JIMCTE MOTYT OBITh O(OPMIICHBI HA OJHOM YPOBHE W
FpHQBI COTJIACOBAHMUS, U IPUQBI YTBEPKIEHHS TOKYMEHTA.

Crenyer y4MmTHIBaTB, YTO €CAM JOKYMEHT MOMUIEKHT COMNACOBAHUIO  C
BBILIECTOSANIEH OPraHU3aLKUeH, TO COOTBETCTBYIOIINE IPHU(BI COMNACOBaHMS ¢ Heil MOryT
Ha TpaKkTHKe OMOPMIATHECA Hal TPH(MOM YyTBEPXKAEHHA NOKyMeHTa. VIMEHHO Takum
00pa3oM B TIPaKTHKe OPraHOB MECTHOTO CAMOYIPABJIEHHS YacTo odopmutsieTcst
COrJIacOBaHUE M YTBEP)KACHHUE IUIAHOB, MPOIPaMM, «IOPOXKHBIX KapT» peanu3aldd Tex
WM WHBIX KOHLEILMH, KOTOpbIe H3JAIOTCA BO WCIOJHEHUE CTpaTeruil, KOHLEILIWH u
[porpamMM, YK€ YyTBEPKACHHBIX BBIIECTOAUIMMH OpraHaMH, W BOMPOC YIUPAeTCsl B
COTJIACOBAHME KOHKPETHBIX CYMM COOTBETCTBYIONIMX OIOIKETHBIX CPEJICTB.

HesaBucumo  oT  mNpHHAUIEKHOCTH  JIOKYMEHTA K  CHCTeMe/TIOJCHCTEME
JIOKYMEHTALUK IPU( COrJIaCOBAaHUS U IPU() yTBEPKIEHUS 0POPMISIOTCS OJMHAKOBO, IO
dopme,  TPeTyCMOTPEHHOW — cTaHAapTaMH  Ha  OhOPMIEHHE OpraHU3aLHUOHHO-
pacropaauTenbHbix 1okymenToB ('OCT P 7.0.97-2016).

['pudsl cornacoBanus u yTBEPKAEHUS TOIKHOCTHBIMHU JTHLIAMH:

COI''TACOBAHO YTBEPX/IAHO

CoBeTHHK nupekTOpa Hupextop TAOY II10 MLIPKIIO
JLE. Kypuenioa A.W. PrrToB

« » 20505 « » PORer

Cornacno 'OCTy P 7.0.97-2016 B rpude coriiacoBanus HauMeHOBaHHe JIOKYMeHTa
[uueTes ¢ Oonmpmmod GyKBbl M HE COINACYeTCs ¢ MpEeABULYLIMM CIOBOM, a B IpH(e

YTBEPXKICHWs OHO IHMLIETCS C MAaJICHBKOH M COIJacyercs ¢ IepBbIM  CIIOBOM
«YTBEPXJEHO» (uem?), Halpumep, MPUKa30oM.

COI''TACOBAHO YTBEPXJIEHO
[Iporokon 3acemanus npukazoMm ['TAOY JITTIO MIIPKITO
oT Ne oT No

CornacoBaHue MOKET TMPOBOJUTHCA B JJIEKTPOHHOW dopmMe B  cucreMe
7MICKTPOHHOIO J0KyMeHTooOopoTa (nanee - COJI). Ilpu mepenade JOKYMEHTOB Ha
OyMa)XHOM HOCHTelle, COITACOBAHHBIX B COJl, B apxwB cBefeHHS O COTJIACOBAHHUHU
pacrevyaTbIiBarOTCs Ha JIUCTE COIJIACOBAHUS.

Hepequb AOKYMECHTOB, ITOJJISKAalllHX YTBCPIKIACHHUIO, JaH B IPHUIIOXKEHUH 3.

3.5.3. Pe3oaronus

Pesomouus  comepixuT pacriopsbkeHHe PYKOBOMMTENS OTHOCHTETHHO pelICHHs
(TIOArOTOBKHM pellIeH s ) BOIPOCa, H3T0KEHHOTO B IOKYMEHTE.

JUisi NOArOTOBKM TPOEKTa DPE3OIOLUMM M MPUHSATHUS peIeHHs o npolenype
MCIIOJIHCHNST TOKYMEHTOB B COOTBETCTBYIOILIME CTPYKTYpPHBIE Mojpasnenenus lleHTpa
(IOJDKHOCTHBIM JTHIIaM) BMECTE ¢ JOKYMEHTAMHU HAIIPaBIIsSeTCs IpeabIAyIlas TepernucKa
(mes10) bo nHGOpMaNKs B BUJIE CTIPaBKH (TIPH HEOOXOIUMOCTH).

Pesomronusi, kak npaBuno, MHIIETCSs OT pPyKM JMPEKTOPOM HAa TOMTMHHHUKE
JIOKYMEHTa Ha CBOOOJHOM OT TEKCTA MECTe.
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Homyckaercst odopMileHHe pe30IolUM Ha OTAEJbHOM JIHCTe ¢ YKa3aHHeM
PETUCTPALIMOHHOIO HOMEpAa M [JaThl JOKYMEHTa, K KOTOPOMY PE30JIOLMS OTHOCHUTCH.
Pesononus npuKpenseTcs K J0KYMEHTY M BMeCTe C HUM IOJLIUBAeTCs B Jeno. Takxe
Pe30JIFOLKS MOXKET YKa3bIBaThCsl B 3JIEKTPOHHOM NMUchMe M odopmitsaThes B CO/le.

B cocTaB pe3ontonny BXOIST CISAYIOUIHE IIIEMEHTHI:

— HUCTOJHMTENb ((aMWINS M WHULIMAIB JODKHOCTHOIO JIHI@A WM JIML, KOTOPBIM
JIaeTCsl IOpyYeHue ),

— coaep)KaHWe IMopydyeHHs (ecinu TpeOyroTcs IOTONHHWTENbHBIE YKa3aHUs T10
HCITOJIHEHHIO ),

— CPOK HCIIOJIHEHHUS MOpyUYeHHUs (eCliU OH He YKa3aH B CaMOM JOKYMEHTE),

— IOJIITUC,

— jaara (Ipu He0oOXOIUMOCTH).

H.B. Mopo3oBoii

H.A. ®enoceeroit

IIponty moarotoBuTh npoekt goroopa k 05.10.2016
JInuHas noAmMChH

Hara

HononnutenpHo (3Hak +) Moryr ObITh yKaszaHbl (aMWIMH W HHULUATIBI
AOJKHOCTHBIX JIMI[, KOTOPHIM JaHHbIM JOKYMEHT HampaB/sieTcss i WHPOPMAIUU |
Y4acTHsl B pelieHuH BOMpoca (IpH HEOOXOJAMMOCTH, MO COOCTBEHHOMY YCMOTPEHHIO), a
TaK)Ke KOHTPOJIS 38 XOJJOM UCITIOJHEHHSI.

IIpy HanMuMd B PE30TIOLMM  HECKONBKMX  UCIIOJHHTENEH  YKa3plBAaeTCs
OTBETCTBEHHBIA MCIIOJNHUTEIb, MO0 MM CYMTACTCS JIMIO, YKA3aHHOE B PE3OMIOIMH
nepBbiM. EMy mpejocTaBiseTcss mpaBo CO3BIBA COMCHOJHMUTENEH W KOOPIMHALMS HX
pabotbl. OCHOBHOH HCIIONHHTENb M COUCIIONHUTENb BIpaBe NaBaTh MOPYYEHHUS B BHIE
PEe30IIONKH JIHaM HEMOCPE/ICTBEHHO UM ITOYMHEHHBIM.

Cpok uCronHeHMsI HOpPYHYEHHs HE yKa3bIBaeTcs, €CIM OH HAa3BaH B TEKCTE
ITIOCTYIHBIICTO JOKYMEHTA U PYKOBOIUTEIb HE CYMTAET HYKHBIM MU3MEHUTh €ro.

BHecenve wu3MeHeHuii B pe30IIONHIO, TOANMCAHHYIO IHMPEKTOPOM, a TaK¥Ke
nepeajpecanys TOPYYCHUs AHUPEKTOpA OIHMM 3aMeCTUTeNleM [HPEeKTopa JApyromy
JIOITYCKAETCs 110 COTTIACOBAHHIO C JMPEKTOPOM, C ITOMOLIHHKOM IHMpeKTopa Jubo ¢
Ha4albHUKOM  OPraHM3allMOHHOrO  OTHeNa — 0 BOMNpOCaM, He TPeOYOIIUM
BMEIIATeIbCTBA IUPEKTOPA.

3.5.4. TekeT 1oOKyMeHTA

OOme npasuia MalIMHONUCHOTO O(GOPMIEHUS IOKYMEHTOB OBLTH pa3oOpaHbI
nyHKTe 3.4,

CaM TekCT HOKyMeHTa IOATOTABIHBAETCA B DJIEKTPOHHOM BapuaHTe |
NPEe/CTaBIsICT COOOM CIUIOMIHOKM CBA3HBIN TEKCT, ComepKalIMi TIpaMMAaTH4ecKH u
JIOTHYECKH  COTNIacoBaHHYI HMH(opManuio 00  yhnpaBleHUeCKMX JeHCTBHSX, W
MPUMEHAETCS [IPU MOATOTOBKE YCTABOB, IIOJIOXKEHHWH, MHCTPYKLHH, MPUKA30B, [MHCEM U

[vs]
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T.1. B COOTBETCTBAM € BUJOM NOKYMEHTA BBIOHPAIOTCS KOMIO3MIMOHHAS CTPYKTYpa
CTUJIb U3JI0JKEeHHA. B TekcTe mokyMeHTa MOI'yT OBITh TAOIMIIBI U AHKETHI.

Texer nokymeHTa cocTaBisfeTcs Ha PyccKoM s3blke. JOKyMEHTBI, HalpaBliseMble
3apyOeKHBIM MapTHepaM, MOTYT COCTABIISTBCS Ha S3bIKe CTPAaHBI afpecaTa, HA PYCCKOM
WJTU aHIJIMMCKOM SI3BIKE,

K' OCHOBHBIM CTHMJIEBLIM YepTaMm [eJ0BOM pedd OTHOCATCHA: HeiTpaibHBIN TOH,
TOYHOCTDL U ICHOCTb U3JI0JKEHHS, TAKOHUYHOCTD U KPAaTKOCTh TEKCTA.

B oQuunanbHbIX J0KYMEHTax HCIOJIB3yeTCsi OTpacieBas HIM KOPIOPATHBHAS
TCPMHUHOJIOTH, OTPaXKalollas CoAePIKaHUe TOH MpeIMeTHOM 0061acTH, KOTOPOi MOCBAILEH
AOKYMEHT, W CIIeMallbHbIe CIIOBA M BBIPAKEHMS, CIOXKHBIIHECS B C(epe yIpaBiIeHHs U
OIpe/IeJIEHHbIE 3aKOHOIATETHCTBOM.

JonyckaeTcst ynoTpeOnaTh Tak HasblBaeMble YHMBEpCalbHBIE CIOBa (CIOBA CO
CTEPTBIM, HEOIPe/ICJICHHBIM 3HAYE€HUEM) U UCTIOJB30BATh UX BMECTO TOYHBIX CMBICIOBBIX
ONpEACICHUI B Ppa3IMYHBIX KOHTeKCTaX. OCOOEHHOCTBIO JEIOBOTO CTHIS SBISETCA
LIMPOKOe  yroTpebIeHne yCTOMUMBBIX (IIAGIOHHBIX, CTAHNAPTH30BAHHBIX) S3BIKOBBIX
000pOTOB.

Tekct, kak mpaBuo, COCTOMUT M3 ABYX YaCTeii:

1) KoncTaTHpyromas 4acTs (yKa3biBAFOTCSA NPUYUHBI, OCHOBAHMS, 11EH COCTARICHMUS
JI0KyMeHTa. B 510N YacTh npu HeoOXOAMMOCTH MOTYT GbITh HA3BaHBI paHee H3LAHHBIE
HOPMATHBHBIE aKTbI UK IpyTHe JOKYMEHTHI 110 JAaHHOMY BOIpPOCY);

2) M3n1araromias yacThb (M3MaraloTest PeleHns, OpyUeH s, PACIIOPSKEHNS, BHIBOJIbI,
MPOChOBI, MPEJUIOKEHUSI, PEKOMEH1ALIUH).

Ecrmu copeprxanue noxyMeHTa He HyXJIaeTcsl B MOSCHEHHH WM 0OOOCHOBAHHH, TO
TEKCT MOXKET COZAEpPXKaTh TONBKO 3aKIIOYUTENbHYIO dacTh. Hampumep: Tpukassl,
PacTOpsKEHUs - PACIOPATUTENBHYIO YacTh 0€3 KOHCTaTHPYIOIIEH, MUchbMa - IPpockOy Ge3
MIOSICHEHHMS].

Ilepenicka BemeTcs OT TPETHErO JMIA, €IMHCTBEHHOIO WM MHOXKECTBEHHOTO
HHMCHIa, MECTOMMEHMS 3aMeHsIoTCs cyuwecTBUTenbHbIME (Llentp mnpocur, Ilentp
HalpaB/IeT;  HalpaB/IsAeM, CYMTaeM  BO3MOXHBIM, IepeduciseM U T.aL.). B
PACIOPANUTENIBHEIX ~ JOKYMEHTaX, OTP@KAIOIUMX MPUHIMII eAMHOHAYAIWs, TEeKCT
M3JIaraeTcsi OT nepBoro juua. Takke NMUIyTCsS OOBSCHUTENLHBIE 3aMUCKH, 3asBIESHMS,
00JibLIast YacTh JIOKJIAAHBIX 3aMMCOK (IPHKA3BIBALO, [IPE/UIATaro, [IPO1LLY).

B pacnopsmuTenbHBIX JIOKYMEHTaX, H3/aBaeMbIX OT HMEHH KOJIErHalbHOTO
OpraHa, MCTOoNIb3yeTCs: popMa U3I0KEHHA OT TPETHEro JIMLA eAMHCTBEHHOIO YKCia (COBET
MIOCTAHOBIISET).

B COBMECTHBIX JIOKYME@HTaX TEKCT M37araercs OT TepBOTO JIMIA MHOKECTBEHHOTIO
qrcia (MOCTaHOBMIIH, PELINIIH, TIPeAIaraem).

B nporokonax wucmomesyercs ¢opma H3NOKEHHS TeKCTA OT TPEThEro JHIA
MHOECTBEHHOT0 4ucnia (CIyIIaiu, BBICTYIIHIIH, II0CTAHOBWIN), a 3alHCh BBICTYILICHHH
BEACTCs OT TPETHEro JIMIA €AMHCTBEHHOTO Yncia (MBaHOB BO3pakaer... u mpejyiaraer).

B rtekcre HOKyMeHTa MHMIMANBI, KaK NPABHJIO, PACIONAraloTCs Mocie (paMUIAM.
Ipu nepeuncnenun gamunumii B nopsiake andasura B MIPOTOKOIAX U BBITHUCKAX MHUIMAIb]
CllelyeT pacriojarars rnocie GaMunii,
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B ciryxeGHbIX TOKyMEHTaX MPUMEHSIOTCS COKDALIEHHS CIOB U CIIOBOCOYETAHUH,
4TO YMEHbIACT 00BEMbl JOKYMEHTOB U YCKOPSIeT BOCIPUSTHE HH(DOPMALIHH. Hanpumep:
CTpaHHIA — C.; 9K3EMILIAP — 3K3.; CMOTPH — CM.; T.II. — TOMY IOZOOHOE M TaK jajee.
['paduueckue coxpalueHuss BO MHOKECTBEHHOM YHCIE, KAK IIPAaBUJIO, HE Yy]IBaMBaIOTCS,
MCKJTIOUEHHUE COCTABJIAIOT: IT. - TOJBIL, M. - MYHKTH U HeKoTopsle apyrue. CokpaleHus
JIOJDKHBI OBITH TOHSTHBI afIpecary, MO3TOMY IPUMEHSIOTCS OOLIETIPHHSTHIE COKpaILleHHUS].
[Ipu nepBoM yrnorpe6ieHnu COKpaIeHHs B TEKCTe peKOMeHyeTes aBaTh B CKOOKaxX ero
paciudpoBKy, Harmpumep: OPJ] (OpraHM3aIMOHHO-PACTIOPSIUTETBHAS JOKYMEHTALIHS ).

B nmokymenrtax momyckaioTcs —OOUIENPHHATHIE COKpallleHUss HauMEHOBaHUMU
(enepanbHEIX U TEPPUTOPUATILHBIX OPTAHOB BIIACTH.

JJ1st tydiiero BOCIpUATHS JOKYMEHTA €ro TeKCT JIEIUTCs Ha ab3albl - npocTeiime
KOMIIOHEHTBI TEKCTA, COCTOSIIME W3 OLHOW MM HECKOJLKHX (pa3 (NMpemnoxkeHHH) u
XapakTCPU3YIOMIMECA €IMHCTBOM K OTHOCHTENBHON 3aKOHYEHHOCTHIO COJIEPIKAHUSL
OO6b1uHO ab3an CollepKUT He Oonee ABYX-Tpex mnpemnoxenuid. C ab3ana HaudHaeTCs
KaXXJ1asi HOBast MBICJIb.

TeKcTs ClOXKHBIX, OONMBIINX MO0 06bEMY TOKYMEHTOR (IIONOKEHHS, UHCTPYKUHMHU U
T.J.) Pa3feNsioTCs Ha YaCTH: Pa3ielibl, MOAPa3aeibl, TyHKThI, [OJIMYHKTBHI.

Kakapiit myHKT, MOAMYHKT U MepeynciIeH e 3anichBaloT ¢ A03aIHOTO oTCTyTa.

Paziesnibl, moapassessl MOryT UMeTh 3aronoBKu. [TyHKTBI, Kak IPaBHIIO, 3ar00BKOB
HE MMEIOT. 3aroIOBKM CJIEJlyeT MedataTh C [IPONHCHONW OyKBBI G€3 TOYKM B KOHIE, He
nojuepkuBast. [lepeHockl ¢10B B 3arofioBkax He A0OMYCKaOTCs. ECIIM 3ar0N0BOK COCTOUT
M3 IBYX NPEIIOKEHUH, UX pa3felisiioT TOYKOM.

Pasjienibl HOMKHBI MMETh MOPSAKOBBIE HOMEpa B IpEHesiax BCEro TOKYMEHTA,
00o3HaYeHHbIE apabCKUMHU LUppaMM C TOUKON M 3arucaHHblE ¢ a03alHOro oTCTyMa.
Honpasnensr MOmKHBI MMETh HyMepamuio B TIpefelax KaxkIoro pasaena. Homep
IToZipasjie/ia COCTOMT U3 HOMEPOB paszielia U IoJpas/iesa, pa3aelieHHbIX TOYKOH. B KoHIe
HOMepa MoJpasiesia CTaBUTCS TOYKA.

Ecin I0KyMEHT He MMeeT MoApasienoB, ToO HyMepamus IIYHKTOB B HeM AOJIKHA
OBITb B Mpenenax KakZoro pasiena. Homep MyHKTA JOMKEH COCTOSTH W3 HOMEPOB
pasiiena u MyHKTa, pa3fieJIeHHbIX TOYKOH. B KOHIIe HOMepa myHKTa cTaBUTCS TOUKA.

Ecnu nokymeHT mmeer mompasiensl, To HyMeparms IIYHKTOB OJDKHA OBITH B
Mpejiejlax mojpasaena W HOMEp IYHKTa JO/KEH COCTOSTH M3 HOMEpPOB pasjea,
[oJipa3ena u MyHKTa, pa3aeIeHHbIX TOYKAMHU.

Ecnu pasnen unm nozmpaszien COCTOUT U3 0JIHOTO TTYHKTA, OH TaKKe HyMepyeTcs.

Ecmu teker noxymeHnTa mompasmesnsercs TONBKO HAa MYHKTBI, OHH HYMEpPYIOTCS
MOPAIKOBBIMM HOMEPAMHU B MpeJieNiax JOKYMEHTa.

CymectByror oIpe/eneHHbIe TEXHUKO-ITYHKTYallMOHHEIE [paBuia
pyOpHLMpPOBaHMS BHYTPH TeKcTa JOKYMeHTa. JUisi 06GO3HAYeHHs dacTeil nepevuHen
MCIIOJIb3YHOTC:

— BBICIIMH YPOBEHb “WICHEHHUs - NPONUCHbIe OYKBBI (A, b, B U T. 1.) U puMcKkue
undpst (I, I1, I u . 1.);

— CPeIHMH ypoBeHb ulleHeHus - apadekue mudpst (1,2,3 uT. 1.);

— HM3LIUHA YPOBEHb YIE€HEHUS - JedHC WK, IpH HeoOXOIUMOCTH CChUIKM B TEKCTE
JIOKYMEHTA Ha OJIHO U3 IepedrcieHui, cTpounas OyKBa, 1ociie KOTOpoH cTaBHUTCA CKOOKa
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(@), 6), B)u T. na.). Jlna janbHeifmedl meTanuzaunmpm [EPEYUCIeHHH HeoOXOoaUMO
WCIIONIB30BaTh apabcKue MUPBI, OCIIE KOTOPBIX CTABUTCS CKOOKA (1),2),3)ur. o).

Tabnuua 1
III. (3aronoBok pasmena) 3. (3aronosok paszeiia) B Tekcre nokymeHnra:
3.1. (3aromoBoxk 3.1. (Ilogpazmen): 1. (ITyHkT):
rojipazaena) - [IepevyuCIIeHne, - [IEpeYHCIICHHE,
3.1.1. (ITyHkr). - [IEPEYUCIICHHE. - IIepeYnCIIeHHE.
3.1.1.1. (TTogmyHkT): HJTH 2. (ITyHKT):
- (mepeuncnenue), 3.1.(IMTompaznen 0e3 a) mepeuuncieHue;
- (mepeuncienmue). HIEPEUUCIICHHS ). 0) mepeuncieHue.

[Tocne HEPEYHCIICHHA CTaBUTCA 3aIITast HJIM TOYKA C 3alIITOM:

Opranuszaropamu sBISFOTCS:

— PernonanbHas obmectsennas opranusanus «EnuHas He3aBUCHMAS aCCOLMALIAS
ne1aroros ropoaa MockBeD»,

— Accouuanus yauresneit 06pa3oBaTenbHON 06nacTu «HckyccTBOY,

— AKajieMus aKBapeIl U H3SIIHBIX HCKYCCTB.

HIIH

3amauun:
1) moucKk TazaHTIUBBIX, MOTUBHUPOBAaHHBLIX OOYYalOIIMXCS U IMPHBICYEHHE WX K
AKTUBHOM TBOPYECKOMU JEATEIbHOCTH HUCCIeI0BATEILCKOTO XapakTepa;

2) mpodeccHonasbHas MOAAEPKKA YUHTENEH aHITTHHCKOTO sI3bIKa, padoTarIMX ¢
OJIapEHHBIMHU IETHMH.

IlyHKTyauus B KoHIE MepedncIeHus 3aBUCHT OT TOTO, CTOSANA JIM TaM 3arsTas WK
HeT. ECJTH HeT — cTaBUTCs 3amsaTas, a B NOCHenHeil CTpoKe Mepedncienns — Touka, B
3aniTasi B [EPeUUCTIeHHH Oblla, TO B KOHIE CTPOKM CTABMTCSl TOYKA C 3ariTod, a B
IIOCIIEAHEHN CTPOKE — TOUKA.

Ecmu B TexkcTe nokymeHTa HEOOXOOMMO COCIATBCS HA CTATBU WM Iy HKTBI
JIOKyMEHTA, JOIYCKAeTCA (3a MCKIIOYEHHEM TEKCTOB 3aKOHOIATENBHBIX M  HHBIX
HOPMaTHBHBIX IPABOBBIX aKTOB) HCIONb30BATh COKPAILEHHMs: CT. (CTaThs), II. (IIYHKT).
IIpyu ynoTpeGneHnu 3TUX CJI0B BO MHO)KECTBEHHOM YHCIIe rpauuecKue COKpaIEeHUs He
YJBaMBAIOTCH, HATIPUMED:

B coorBerctBuM ¢ m. 5, 8 cr. 15 TlonoxkeHHS o TIOPSIIKE  YBEITHYEHHUS
(ymeHbIIeHHS). .

B Tekcre HOKYMEHTA, IIOATOTOBIIEHHOI0 Ha OCHOBAHHH 3aKOHOOATECJIbHBIX, MHBIX
HOPMATHUBHBIX [IPABOBBIX aKTOB, a4 TaAKXKe AOKYMEHTOB, paHee HU3JaHHBIX OpFﬁHMB&HHeﬁ =
ABTOPOM JOKYMEHTA, HOJIKHBI COLACPXKATLECA CChUIKH Ha JAOKYMCHTBI-OCHOBAHU . HpH
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CCBUIKE Ha NOKYMEHT YyKa3blBAacTCs HAMMEHOBAHME BHIA JOKYMEHTAa, HAMMEHOBAHUE
OpraHa, MW3NABIICrO NOKYMEHT, JaTa [PUHATHA M yTBEPKIEHUS NOKYMEHTa, €ro
PETHCTPALMOHHBIH HOMED, a TaK)Ke 3arollOBOK TOKYMEHTA, 3aKIIOYEHHbIH B KABBIYKH,
Harpumep:

B cootseTcTBHE ¢ noctaHoBeHuem [TpaButenscTsa PoccHiickoit Oenepartuu ot 15
urons 2009 r. Ne 477 «O6 yrteepsknenun ITpasui JeJIONPOU3BOLCTBA B (helepabHbIX
OpraHax MUCIIOJIHUTENbHOMN BIIACTHY. ..

Eciu B Tekcre mokymeHTa comepiKUTCS CCbUIKA Ha JIOKYMEHT, YTBEP)KIEeHHBIH
KaKMM-JTMOO0 MOJIKHOCTHBIM JIULIOM MJIM OPraHOM BIIACTH, TO YKa3bIBaeTCsl HAUMEHOBaHNe
IOKYMEHTA, KeM yTBEPIKIEH JOKYMEHT, Jata YTBep)KAeHHs (eciau NOKYMEHT yTBEepKIeH
JOJDKHOCTHBIM JIMIIOM) WIIM HaMMEHOBaHHE IOKYMEHTA, KOTOPBIM YTBEP)KIEH JaHHbBIN
AOKYMEHT, JlaTa yTBEPXKACHUS M PErUCTPALMOHHBIN HOMep (eciu JOKyMEHT yTBepiKieH
PacnopAANTENbHBIM JJOKYMEHTOM), HAPUMED:

B coorBerctBun ¢ Ilonoxennem o kadenpe, YTBEpXIOeHHBbIM mpukazom ['AOY
ATIO MIIPKIIO ot 31.08.2015 Ne131, kaceape mpenocTasmeHo paso...

Hanmenopanme opranmsaumii yKkasblBAIOT B COOTBETCTBHH C WX YCTaBHEIMH
AOKYMEHTaMH (yCTaB, TULEH3M ).

HasBanne noxymenTa mumiercs ¢ mponucHoit 6yKBbl U B KaBBIYKAX, C/TH HA3BAHHIO
MPEILECTBYET POZIOBOE CTOBO («3aKOHY», «yCTaBy, IIPUKa3», «MHCTPYKUUs»). Eciu ke
POZIOBOE CIIOBO BXOAWT B Ha3BaHME, TO KaBBIUYKM He HYKHbI. CO CTpOYHON GYKBBI U Oe3
KaBBIMCK CJIE/IYeT MUCATh HEIOIHOE UM HETOYHOE Ha3BaHUe JOKYMEHTA:

n _ _ Tabnuua 2
Popogoe ciioso PopoBoe cioBo BxoguT B Henosanoe nnu
npealIecTBYeT HA3BAHHIO Ha3BaHHe HETOYHOE HA3BaHUe
AOKYMEHTA
1 2 3

ITocTanoBnenue Hexnapanust OOH, JemmyTaTsl TUIaHHPYIOT
[IpaBuTenscTBa P® or Konctutynus P®, BHECTH IIONPaBKH B
15.06.2009 Ned77 «O6 Tunosoii PErJIaMEHT 3aKOH O MEHCHSIX
YTBEPKIECHUHU ITpaBun B3anMomencTBHS
JEJI0NPOU3BOICTBA B (enepanbHBIX OpraHoB
(enepanbHbIX Opra"ax HUCHOJHUTENBEHON BIIACTH

UCIIOTHUTEILHOMN BIIACTHY

Ecnn B TekcTe HanmMcaHB! Ha3BaHUS JATMHCKAMH OYKBAMH, TO KaBBIYKH He HYJKHBI.
Pexomeniyetcs MHOS3BIYHBIE HAUMEHOBAHMUS TPAaHCKPUOMPOBATh PYCCKUMK OYKBAMU M
3aKIMOYaTh B KaBblYKK («CHpaBOYHUK M3JaTeNst 1 aBTopa» Munbanna A.D.).
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Tabmuna 3
HnocTpaHHbIe HA3BAHHSA JIATHHHLIEH HHocTpaHHbIE HA3BAHUSA PYCCKHUMH
| OykBamMmu _
British petroleum, : «bputumm nerpoauym,
Hewlett-Packard Company, «Xbronett-ITakkapmy,
_Suzuki «Cy3yku»

AHKeTHas (popMa MPEICTABNSET TEKCT IOKYMEHTA, B KOTOPOM XapaKTEpPH3YeTCs
OJMH OOBEKT M0 ONpejeNeHHbIM TNpU3HAKaM. AHKeTHas (opMa NpUMEHseTCs MpH
M3JI0KEHMH  [HQPOBOW  MIH  CJIOBeCHOW WHGOPMAUMM B  OPraHH3alHOHHO-
pacropsIuTe/IbHBIX, YUHAHCOBBIX U PYTHX JOKYMEHTAX.

[ocrostHHOM MH(OpMalMell B aHKeTe SBIAIOTCS HAWMEHOBAHHSA MPH3HAKOB, a
[IEPEMEHHOH - UX XapaKkTepUCTHKH. [IpU MOCTPOCHHH aHKETBI MOCTOSHHAS HH(OPMALHS
BBIPAXACTCs CYLICCTBUTENIBHBIMI B UMEHUTEILHOM Majiexke, HApuMep: (GpaMuiInsd, UMs,
OTHECTBO, HJIH  CIIOBOCOYETAHHSIMH, OTOPHBIM CIOBOM B KOTOPBIX  SBIISETCS
CYIIECTBUTENILHOE, HAIIPUMEP: CTPYKTYPHOE MOApas/iesieHHe, MOCIe/IHEe MECTO PabOoTHI.

3allONHEHHAs aHKeTa SBISETCS IPUMEPOM CTPYKTYPUPOBAHHOTO MIPEICTABIEHHUS
TEKCTa JOKYMEHTA.

TabnudHble  TeKCThI MPUMEHSIOTCS B OPraHM3alMOHHO-PACTIOPSAUTENbHBIX
JIOKyMeHTaX (CTPYKTypa M IITATHAS YMCIEHHOCTH, IITATHOE PAaclMCaHue, IaH paGoThl,
IepeveHsb U JIp.).

Cmpasa Ham Ttabnuued pasmemaror cioBo "TaGmuma" u IOPSAAKOBBEIA HOMED
Tabmuibl (ecnn Tabmuna He ojHa). Touky mocie HOMepa TaGIUIbl HE CTABSIT. Hymeparus
OCyLIecTBIsieTcss apabckuMu nudpamu. Hymepanus MoxeT ObITH CKBO3HOH MM
CBA3aHHOHM ¢ HOMEPOM pasJieNia TEKCTa, HO He ¢ HOMEPOM MYHKTA MITH MOITYHKTA.

Tabnuue naercs HasBaHMe, eClIM paHee B TEKCTe ee HA3BaHHE HE YIIOMUHAIOCH U
eCIIH TabNHIa UET MPHIOKEHHEM K TOKYMEHTY.

Tabmuubl UMEIOT JBa YpOBHSI YIEHEHMs TEKCTA: BEPTHKAILHBIN - rpadbl u
FOPU3OHTANILHBIA - CcTpoku. OOOOIIEHHBIE HAUMEHOBAHMS IIPU3HAKOB B TaOJIMLE
COCTABIISIIOT 3aroJIOBOK M IOJ3aroJoBKH Tpad (TOTOBKa TaONHMIIBI), 4 HAUMEHOBAHHS
00BEKTOB - 3aroJ0BOK H IOJ3arONOBKH CTPOK TAGIMIIBI, pacrookKeHHBIX B KpalHen
neBoii rpade (6okoBuK Tabiuibl). Hanpumep:

Tabnuua 4
HA3BAHHWE TABJIMLIBI
3aromoBok rpag 3arooBok rpad
3aroJ0BOK CTPOK T10/13ar 0JIOBKH T10/13ar0JIOBKH 110/13ar0JI0BKH 110/13ar 0JIOBKH
rpad rpag rpad rpad

IToxzaronoBku cTpok Crpoka Crpoka Crpoxka  Crpoxka
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Ecmu Tabnuna nevaraercst Gosiee ueM Ha OfHOM CTpaHuue, Ha MOCJIEAYIOIINX
CTpaHHLAX 3aroJI0BOYHAsS YaCTh TAOIUIIBI TOBTOPSETCS.

I'pady "Homep mo mopsiky" B TaGuuiy BKIFOYATH He JONYCKAETCH. Hymepanus
rpad Tabinupl apabCKUMHU LU(pPaMu JOMyCKaeTcs B TeX CiIydasx, KOIJa B TeKcTe
JIOKyMEHTa MMEIOTCA CCBUIKHM Ha HUX, NP JeJeHUM TaOIMLBl HAa YacTH, a Tak)Ke TpH
MEPEHOCE YaCTH TAOIMIBI Ha CIICAYIOUIYIO CTPAHUILY.

3aronoBku rpad) MUUIyTCA C MPOMMCHBIX OYKB, @ MOA3Ar0JOBKM - CO CTPOYHBIX,
€CJIM OHM COCTABJIAOT OJHO LIETIOE ¢ 3aroJIOBKOM, T.€. MOSCHAIOT ero. Eciu moa3aroaoBok
MMEET CaMOCTOSATEIbHOE 3HAYeHHe, TO OH MNHIIETCS C IMPONUCHONW OykBBL. TOYKH B
3aroJIOBKax W MO/[3arojIoBKax rpad He MpoCTaBIsSIOTCS.

3aroNoBKM ¥ IOA3arofoBKM rpad M CTPOK TaGINMIbl BBIPAKAOTCS HMEHEM
CYHWICCTBUTEIbHBIM B HUMEHUTEIbHOM IaJieke eIUHCTBEHHOTO 4YHucia. B 3arojoBkax u
MOJ3aroJIoBKax CTPOK M rpad TabJMLbI YNOTPeOISIOTCS TOMBKO —OOIIETPHHSTHIE
YCJIOBHBIE 0003HAYEHUS.

CBeleHMs 0 CpoKe HCHONHEHMS KAKUX-TM60  AeHCTBHUIA (MepopUATHii)
MOMEINAIOTCS B HH(QOPMALMOHHBIX JOKYMEHTAX, KAk MMPABUIIO, B KOHIE [PEUIOKEHHUS, B
PacropsAMTENBHBIX aKTaX — PsIOM C IJIaroJioM MIIM OTIVIATOJIBHBIM CYIECTBHTEIBHBIM,
I€pe3 KOTOPOE MepeaeTes NpentChiBaeMoe IeHCTBUE, HAIPHMED: «YueGHOMY CEKTOpY
npeactasuth K 15.03.2020...» wium  «HavaneHuky ... (pamunus, HHHLHATSI)

obecrieuuTs...». Jlara mummercs momHoctsio (21 mas 2016 r.), 1ubo coKparieHHO
(21.05.20186).

3.5.5. OTmMeTKa 0 HAJIHYUH NPHIIOKEHHST
OTMETKY O HaIMYMM NPUIOKEHHs, HA3BAHHOTO B TEKCTE MHCHMA, oopmIstOT
CIEAYIOLMM 00pa3oM:

ITpunoxenue: Ha 5 1. B 2 3K3.

Ecnu nucemMo uMeer npuioxkeHwe, He Ha3BAHHOE B TEKCTE, TO YKa3bIBalOT €ro
HaMUMCHOBAHUE, YHMCIO JMCTOB M YHCIO DK3eMIUISIPOB. IIpM HATMYMH HECKOJIbKHX
NPHIIOKEHUH UX HYMEpYIOT, HAallpUMep:

[Ipunoxenue:
1. TTocyTounas Betomocts Ha 1 71. B 1 9K3.

2. Komusi cOmpoBOAMTENBHOIO THChMa O Mepenadye MOANHCAHHOIO KonTtpakra
TerocHa0xerus Ha 1 1. B 1 ok3.

Ecin mpuiioxkenus cOpolmopoBaHbl, TO YKCIO JHCTOB HE YKA3biBAIOT. B 3ToM
Clydae YKasblBAETCA TOJIBKO KOMHYECTBO IK3EMIUIIPOB OJHUM M3 JBYX CIIOCOOOB, B
3aBHCHMOCTH OT TOTO, UMEETCA CCBhIIKA Ha MPUIIOMKEHHUE B TEKCTE WUJIU HET:

IIpunokenue: B 3 9K3.

HITH
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IlprioxkeHHe: TeXHHWUECKOe 3ajaHue Ha paspaborky TumoBoil WHCTPYKIMU [0
AIOKYMEHTAIHOHHOMY O0€CIIEYeHHIO YIIPABIECHHUS OPraHU3aIUid B 2 9K3.

Ecnu x moxymenty npunarator apyroit JAOKYMEHT, TaK)Ke UMEIOIIHH MPHUIOKEHHUE
OTMETKY O HalIH4MH IPUIIOKESHHS O(POPMIISIIOT CIIeyIOIHUM 06pa3oM:

L]

Ipunoxenue: miucemo Pocapxusa ot 05062003 No 05-6/172 " HpHﬂO}i{eHHe K
HeMY, BCero Ha 3 I

Ecnu mpuiioxkenne HanpasisioT He Bo Bce ykasaHHble B INOKYMEHTe ajpeca, TO
OTMETKY O €10 HaTMYUK 0(OPMIIAIOT CIEAYIOUUM 06pa3oM:

IIpunokeHue: Ha 3 11. B 5 9K3. TOJNBKO B TIEPBBIA azapec.

B Texkcre  pacmopsimurensHoro  mokymenta (IOCTaHOBNEHHS,  NPHKA3BL,

PacliOpsDKEHHUA, NPaBUIa, HHCTPYKLUY, TOJOXKEHHUS, PEIIeHUs) TOKHA OBITH OMETKA O
HAJIMYUH [TPHIIOKEHHA.

MHCTpyKUKS 110 3a0HEHHIO 3a5BKH (IPAIIOIKEHHE 4).
WITH
JlomycTumMble COKpaIleHHs YKa3aHb! B IPUIIOKEHUH 6.

Ha nepBom ero nucre npunoxenus B npasom BepxHeM yriay nuiyT "[punoxenne
Ne" ¢ ykasaHMeM HaWMEHOBaHHA pPacHOPSAUTENLHOTO JIOKYMEHTa, €ero Jarhl u
PETUCTPALIMOHHOTO HOMEpA, HAIIPHUMED:

ITpunoxenue Ne 2
K npukaszy ['TAOY JI'TO MIIPKITIO
or 05.06.2019 Ne 31/0]1

Eciu B yTBep:KIaeMoM MpHKa3soM MPUIOKEHHM TAKIKE HMEeTCS IIPUIIOXKEHUE, TO
OTMETKY O €r0 HaJIU4HU 0(OPMIIAIOT CIEIYFOIUM 06pa3oM:

[IpunoxxeHne kK HHCTPYKLMHU/OI0KEHHIO

Ecrmn npuioxenye onHo, opsaKOBbIi HOMED He yKa3blBAeTCA. Hanpumep:

ITpunoxenwue
K nipukasy ['”AOY IO MILIPKIIO
ot 05.02.2019 Ne 47/0]1
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HyMmepaiust  cTpanMIl npuIoKeHHMst NPOHM3BOAMTCA OTAENBHO OT HyMepalnu
CTPaHHII TeKCTa PACIIOPSIAUTETEHOIO JJOKYMEHTA.

Kaxmoe — mpumoskeHne  HMMeeT — CAMOCTOATENBHYK — HYMEPAlMI0  CTPAHHUI,
HAUUHAIOWIYIOCS CO BTOPOH CTpaHuibl. Homepa cTpaHHIl mpocTaBisioTes B cepepuHe
BEPXHETO TOJIS JUCTA (KaK IPU BEPTHKAIBHOM, TaK U MPH TOPU30HTAIBHON OpPHUEHTALUHU
CTPaHHUIIBI).

HasBaHue MNpuiioKeHWst NOIKHO COOTBETCTBOBATH HA3BAHHIO, MPHUBEIECHHOMY B
TEKCTE PaCHOpsAUTEIbHOTO TOKYMEHTA.

3.5.6. lloanucek

[Topmuck - peKBH3UT MOKyMEHTa, MPEACTABISIOUHN coBoi COOCTBEHHOPYUYHYIO
POCITUCH JI0JPKHOCTHOTO JIMLIA.

Hupextopom TAOY IITO MIIPKIIO nomnuceiBaoTCs:

— paclopsauTeNbHbIC JOKYMEHTEI,

— NOKYMEHTBI,  H3/{aBaéMble  BO  HCIOJHEHHWE I[IOCTAHOBJIEHHUH,  YKa30B,
PacmopsKeHUH  BBICIIMX OPraHoB TOCYJApCTBEHHOH M MECTHOH BJIACTH, OPraHOB
YIpaBJICHHUS,

— JOKYMEHTBI, alpeCOBaHHbLIE B BBHICIIME OpPraHbl TOCYHApPCTBEHHON M MECTHO
BIIACTHU, OPraHbl yIPaBIeHUS;

— JPYTHe€ JOKYMEHTBI, MOIIKUCAaHWE KOTOPBIX AMPEKTOPOM OOYCIIaBIMBAETCA
CITy’)KeOHOH HEOOXO0UMOCTEIO.

JIOKyMEHTBI, ~ KOTOPBIMHM  O(OPMISIOTCS  XO3AKHCTBEHHBIE  ONEpaLdH ¢
HCTONB30BAHUEM  JIEHEKHBIX  CPEJICTB, BU3MPYIOTCS  HAYaJIbHUKOM  (DMHAHCOBO-
XO3SHCTBEHHOTO  YNPABIEHUs (HAYaNbHUKOM IUIAHOBO-DKOHOMHYECKOTO OTIela) U
MOTHCHIBAKOTCS JIMPEKTOPOM.

3aMeCTUTENISIMH  IMPEKTOpa  MOAIMCHIBAIOTCS B NpeneNax —IelerHpOBaHHBIX
AUPEKTOPOM  TIOJHOMOYHMH JOKYMEHThHI, HampaBlsieMble B aiApec OpraHu3aluil,
YUPEXKICHUH U IPEANPUATUIH; PACTIOPSIKEHHS, @ TAKXKe JOKYMEHTBI, TO/ITHCAHNe KOTOPBIX
3aMECTUTEIISIMU JIMPEKTOPa 00yCIIaBIUBAETCS CITYKeOHOM HE0OX0IMMOCTBIO.

PykoBoputenu cTpyKTypHBIX MHOIpasieneHMH M HMX 3aMECTHTENH MO/ IIHCHIBAIOT
AOKYMECHTBI B TIpeJieNiaX MPeJ0CTaB/IAeMbIX UM IIPaB 110 TTOJOKEHHIO O COOTBETCTBYIOILEM
CTPYKTYPHOM MOJIpa3/ieieHHH.

[Ipu HampasieHUn TOKyMEHTa HECKOJIBKUM apecaTaM pyKOBOIHUTEINb TOAMUCHIBAET
BCE €r0 3K3eMILISAPBI.

B cocras noamucu BXOJAT: HaMMEHOBaHHE MOJKHOCTH JIMI@, TMOAMMCABIIETO
JIOKYMEHT, JIMYHasl MONUCh, pacIuU(ppoBKa MOANUCH (HHULIHAIBI, (aMUIHS):

1) He Ha Gnianke (Ha 2-0M JHCTe MHCbMa/NPHUKa3a/pacTopsKeH s ):

Hupexrop TAOY JITIO MIIPKIIO Jlvunas mommuck A.W. Pertos

2) Ha OJlaHKe OpraHU3aluu:

Jupekrop JIngHas noamnuck A.H. PeiToB
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[Tpu monmucaHuy TOKYMEHTa HECKOIBKUMM JOJDKHOCTHBIMH JIMIIAMU HUX ITOJITUACH
pacrnoliaratoT oAHy IMoJA JPYrod B MOCJIeI0BaTeTFHOCTH, COOTBETCTBYIONIEH 3aHUMaeMOi
IODKHOCTH, HATIPUMED:

CoBeTHUK Jluunas noanuce T.I'. HoBukosa
HavansHuk ynpasneHus JIuuHas moAmIch E.B. Xopommunon

B noxymeHTax, cocTaBieHHBIX KOMHUCCHEH, YKa3blBalOT HE JIOJDKHOCTH JIHII,
MOJNMCHIBAIOIIUX JOKYMEHT, @ UX 005S3aHHOCTH B COCTaBe KOMHCCHH B COOTBETCTBHUH C
pacripejielleHdeM, HalpuMep:

IIpencenatenb KOMUCCHA JluyHas moamuChH B./l. banacrokeBu4

YeHbl KOMUCCHA JIuvHas noamuce A.H. Coxosa
JInunag nogmucs  A.C. KpacaBuH
JIn4uHag IOANUChH O.U. Prickos

BosmoxHO pacnonoxkenue mnoamuceld mno anpaBury Gamuiuii. J[OKyMeHTHI
KOJUIETHATIBHOTO OpraHa IMOAMNUCHIBAIOTCS TPeJice/laTe/IeM 3TOT0 OpraHa U CeKpeTapeM.

He nomyckaercst moAnuceIBaTh JOKYMEHTHI C MPEIOrOM «3a» HIIH IIPOCTABIEHUEM
KOCO# 4epThl Iepeji HaMMEHOBaHHMEM JOKHOCTH. ECIH MOKHOCTHOE JIMIO, MOAMUCEH
KOTOpOro ogopmieHa Ha MPOEKTe NOKYMEHTa, OTCYTCTBYET, NOKYMEHT IOINHCHIBAET
3aMECTUTENIb  PYKOBOAWTENSl, HMEIOIIMH IpaBO  IMOAMMCHIBATH HOKYMEHTHI 32
PYKOBOAMTENIS, WK UHOE JIOJDKHOCTHOE JIUL0, UMEIOIee MPABO TOJNKUCH B COOTBETCTBUH
C NpHKa3oM O pacrpelieNeHun 0043aHHOCTEH, NMpH 3TOM YKa3blBaeTcs (PaKTHUecKas
JOIDKHOCTB JIMIA, ITOAIIUCABIIEro JOKyMeHT, u ero ®HO.

[lpu moxnucanuu JOKyMeHTa JTHLOM, B COOTBETCTBHHU C MPHKA30M HCIIONHSAIOMINM
0053aHHOCTH ~ BPEMEHHO  OTCYTCTBYIOLIEr0  pyKOBOHHUTeNs  (OTIYCK, GONE3Hb,
KOMaHIUPOBKa), OANMUCH 0()OPMIISIETCSI CIIEAYIOIIUM 06pa3oM:

H.o. nupexTopa JInunas noanmuck N.O. amunus
WJTH:

Hcnonnsromuii 06s3aHHOCTH
JHpeKTopa Jluunas nmoamuck N.0O. ®amunus

[opsimox nopnucanus AOKyMEHTOB 00 00pa3oBaHMH ormpejensercs JOKaIbHBIM
HOpMAaTUBHEIM akToM LleHTpa.

OnHuM U3 cnocoboB NOANMCAHUs JOKYMEHTA SIBISIETCS. MCIOJIb30BaHKe (QaKCHMMUIIe
KaK aHajiora COOCTBEHHOPYYHO# IMOIITHCH.
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3.5.7. ®akcumune

OnmHuM 13 Coco6OB MOANMCAHUS TOKYMEHTA SIBISeTCS HCIOb30BAHUE bakcumue
KaK aHamora coOCTBeHHOpPYYHOH moxamucu. B cratbe 160 I'pasknanckoro kojekca
Poccuiickoit ®enepaun «ITuceMennas GpopMa cienku» ycTaHoBneHo: «Mcrnone3oBanue
NpH COBEPLICHUH CEJIOK (PAKCHMHILHOTO BOCIIPOM3BEACHHUS IOAIHCH ... JOMYCKAETCS B
CIAyqasx W B IOPSAKE, NPEAyCMOTPEHHBIX 3aKOHOM, MHBIMH NPAaBOBBIMH aKTaMH I
COrJaleHueM CTOPOHY.

B 1. 3 cr. 75 Apbutpaxnoro nmpoueccyansHoro kojexkca P® or 24.07.2002 Ne 95-
®3 ycTaHOBIEHO: «...JOKYMEHTBI, MOJAMMCAHHBIE SIEKTPOHHOH TOAMHCHI0 WIH HHBIM
aHaJIOTOM  COOCTBEHHOPYYHOH TOJIKCH, JIOMYCKAIOTCS B KAYECTBE IMHCHMEHHBIX
IOKA3aTeILCTB B Cly4asX W B NOPSAAKE, KOTOPBIE YCTAHOBIEHBI HacTosmMM Komekcom,
APYTUMH  (hefiepaibHBIMA 3aKOHAMHU, MHBIMH HOPMATHBHBIMH NIPABOBLIMH aKTaMH WIIH
JIOTOBOPOM JTHOO ONpesiesieHbl B MpeenaX CBOMX MOJHOMOYHH BbICIIiM ApOUTpakHBEIM
Cynom Poccuiickoit Meneparmu. . .».

B cootBercTBHM ¢ nuceMom Hanorosoii ciy k651 oT 01.04.2004 Ne 18-0-09/000042
W mUCcbMoM MunucrepeTBa Gunancos PO or 26.10.2005 Ne 03-01-10/8-404 (hakcumume
HE JI0ITyCKaeTCs MCIOIb30BaTh Ha CIEMYIOIIMX BUAAX JOKYMEHTOB:

— OyXranTtepckas ¥ HaJIOroBas OTYETHOCTH,

— MEPBUYHBIE JOKYMEHTBHI,

— MJIATEXKHbIE TOKYMEHTHI,

— cyeT-haxTypa,

— KapTo4ka ¢ 00pasiamMu Mornucei,

— JI0BEPEHHOCT,

— BEKCellb,

— 3asBIICHHE B rOCYaPCTBEHHBIE OPI'aHbl U CITYKOEI,

— YHU(HUUMPOBAaHHEIE (POPMEI 110 TPy,

— TPYyJIOBOH 10TOBOP,

— YAOCTOBEpEHHE O MOBLILICHHH KBATH(PHUKAIUY,

— JIMIIJIOM O MePeroiroTOBKE,

— JOKYMEHTBI, UMEIOIUX (MHAHCOBBIE [TOCIEICTRHS.

Jist U3roTOBIEHUS haKCHMUITE H3/1aeTCs TIPUKA3 IUPEKTOPA.

DakcuMuiIe JOKHBI GBITh H3TOTOBIEHBI TAKHM 00pa3soM, YTOOHI IIPU UX MPOBEPKE
M HCIONB30BaHMM Ha JOKYMEHTE OCTaBaliCd YETKUM OTTUCK BCEX DJIEMEHTOR
1300paxkeHust. HachleHHOCTh U I[BETOBOM TOH BCex YYaCTKOB OTTHCKA JIOJKHBI OBITH
paBHOMEpHBIMU. He 10omycKaroTes BU3yalbHO pa3THYUMBbIe: ‘

— BBIIABJIMBAHHE IITEMIICIbHON KPaCKH 3a Kpas Me4aTHbIX 3J1eMEeHTOB,

— HENPONEYaTKH, HCKKEHHUS JIEMEHTOB U300pakeHUst HA OTTHCKE,

— CMa3sbIBaHHE U CTUPAHHE.

Jns mpoctaBnenus Qaxcumuie noamucH 6e3 pasMBITOCTH UM He IporneYaTaHHbIX
obJiacTell MCMOMB3YIOT CreNuanbHble (aKCHMHUJIE-IITAMIIBI C OTPAaHUYEHHOH CTENEeHBIO
IIPHKATHS.

MosxHO wmcnonb3oBaTh (akcUMuUIe I MOAMMCAHKS OJHOTHITHBIX JOKYMEHTOB:
MPUIJIAIICHAH, TO3paBleHni, GlaroqapHocTel, cepTU(GUKATOB U MOTOOHBIX UM BHUIOB



23

KoppecrionieHU1H. FIMetoTes B By IOKYMEHTEI «0e3 0coOBIX MOCIeACTBHAN» MPaBOBOIo
1M (PUMHAHCOBOTO XapakTepa.

Yuer (akcumuiie ocyIIeCTBISIETCS TOMOIIHUKOM aupekTopa B «KypHane ydera
(haxcumme.

B ciydae yBonbHeHMs MM Ha3HAYeHHs HOBONO PYKOBOIMTENsS ero (hakCHMHIe
YHHYTOXKAETCs OTBETCTBEHHBIM 3a €r0 XpaHEHHWE U HMCIIONb30BaHue. B ciaydae yrepu win
YHHYTOXKEHUH (DAKCUMHUIIE COCTaBISETCS aKT, BHOCHThCH 3amuch B «KypHanm yuera
(bakcummIIEy, C yKazaHHEM JaThl H HOMEpA aKTa 00 YHHUYTOKEHUH HITH yTepe Gakcumue.

XpaHenne (axkcUMHMIE OCYIIECTBIACT COTPYAHMK, Ha3HAYEHHBIH MpPHUKa30M
JAHUPEKTOpPa OTBETCTBEHHBIM 3a XpaHeHHWe W HCTOoNb30BaHue ¢akcummite. Dakcumuie
JOJKHBI XPaHUTbCS TONBKO B celidax MHAMBUAYAIBLHOIO IM0Jb30BaHusA. VX XpaHeHue B
APYTUX MECTax 3alpellaeTcs, Tak e Kak U rnepejaBaTh Ha XpaHEHHE HHBbIM COTPYIHUKAM,
MMHY$ yCTaHOBJICHHBIN TIOPSAIOK, BBIHOCUTh UX 32 MPe/Iesibl CIy)KeOHOT0 TIOMEIEHHSI.

B mepuon BpemeHHOro OTCYTCTBHSI paGOTHHMKA, OTBETCTBEHHOTO 3a XpaHEHHE W
MCTONIb30BaHKe (pakcuMuie (KOMaHIHPOBKA, OTIYCK, OOJE3Hb), HEOOXOOIMMO H3aTh
npukas «O BO3JIOKEHNM OTBETCTBEHHOCTH 33 XPAHEHHE M MCIIONB30BaHHE QAKCHUMUIIEY, B
KOTOPOM IPOU3BECTH Iepenady (akCUMMIe 10 aKTy 0e3 CO3JaHus KOMUCCHH APYTOMY
COTPYAHHUKY, BPEMEHHO HCIIOJIHSIOLIEMY JaHHbIE 00sS3aHHOCTH.

Hannuue daxcumuie, paBUIBHOCTE MX XPAHEHHS M MCIOJb30BAHUS IPOBEPACTCS
HE PeXEe OQHOTO pasa B IoJl creuuaibHOH KoMuccued. CocTaB KOMUCCHH YTBEPIKAAETCS
NPUKA30M JUpeKTopa. B cocTaB KOMHCCHU BKITIOYAETCS HE MEHEE TPEX YENIOBEK.

[lo pesynmbraram paboThl KOMHCCHM COCTAaBIS€TCS AaKT IPOBEPKH. B  Hem
MEePEUNCIIIOTCS Bee (PaKCUMUITE ¢ yKa3aHHEeM MX KOJIMYeCTBa coraacHo «KypHany ydeta
(akcHmMuiIe», a TakKe YKa3bIBAIOTCS BbIABICHHBIE (DAKTBI yTPATHI, MIOPYH, HAPYLUECHHS
NMOpsAaKa MX XpaHEHWs] W HCIIOIb30BaHUS. AKT TMOAMHUCBIBAETCS YJIEHAMH KOMHUCCHUM H
YTBEPKIAETCSA TUPEKTOPOM.

B cimydae yTparTel, XMIIEHHS MIH [OpPYM OTBETCTBEHHBIH 3a XpaHeHHE U
MCIIONB30BaHKe (aKCUMMIIE COTPYIHHK JOJDKEH HAMMCATh CIyKeGHYIO 3allUCKY C
M3I0KCHUEM TIPHYMH nipousomtenuiero. Ha ocHoBanum ciyxeGHOM 3anucku cobupaercs
KOMHMCCHS, pe3ysbTaTel ee paboThl Takke OQOPMISIOTCS aKTOM. B 3aBHCHMOCTH OT
YCTaHOBJICHHOW KOMHCCHEH CTENEHH BMHBI OTBETCTBEHHOTO 3a (haKCHMUIIE COTPYIHHKA K
HEMY MOT'YT OBITh IPUMEHHMBI MEPbI JAUCUMILTUHAPHOTO B3BICKAHHS.

llpumreniiive B HerogHOCTh (akcuMmiIe B 0043aTelbHOM MHOPSAKE IIOMJIEKAT
YHUYTOXKEHUIO.

YHUYTOKEHHE (AKCHMUIIE TPOU3BOAUTC MYTEM COXOIKEHHS WIIH M3MEJILUCHHUS C
nocneayromuM - coxokeHueM. Ha  oroOpanHble 1ms  yHWYTOXKeHMS — (paKCHMMIIE
CIELMaIbHOH KOMUCCHEH B COCTaBE He MEHee TpeX Yel0BEK COCTAaBJIAETCs aKT, KOTOPIif
MOJNHUCHIBACTCSA  YJICHAMU KOMHCCHUH M YTBEpXKJIaeTcsi AHpeKTopoM. B akre Ha
YHHUYTOXKeHHE (paKCUMUIIE B 0053aTEILHOM TIOPSIIKE YKa3bIBAIOTCS:

— HauMeHOBaHWe (aKCHMMMJIE M PEerHCTPAalHOHHBIA HoMep mo JKypHamy ydera
dakcumuIe;

— OCHOBaHHE YHHYTOKeHHUs (PaKCUMUIIE;

— CMoco0, BpeMs W MECTO YHHYTOXKeHHs (aKCHUMMUIIE, a TaKkKe BOCIPOH3BOIATCS
OTTHCKH YHHUYTOKAEMbIX (haKCUMHIIE C UCIIOIb30BAHUEM IITEMITENLHON KPACKH;
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— [NOANMHUCH YIIEHOB KOMHUCCHH.

3.5.8. OTmeTKa 00 3JIeKTPOHHOI MOANKCH

OTrmerka 00 ONEKTPOHHOH IOJIIHCH  HCIIOJB3YETCS IIPH  BH3yallM3alldu
DIIEKTPOHHOTI'O OKYMEHTA, IMOAITUCAHHOTO JIEKTPOHHOM MOITHACHIO.

OtMeTKa 00 3JIEKTPOHHOM MOATMCH BKJIIOYAET:

— (pazy «/loKyMeHT MOAMHUCAH SEKTPOHHON MMOAIHCHION;

— HOMep cepTU(UKAaTa KJIoUa 3JeKTPOHHON MOATIHCH;

— (baMMIUIO, M5, OTYECTBO Bianesblia cepTHdUKaTa;
CPOK IeHCTBUS cepTUdUKaTa KJIto4a IeKTPOHHOM TOITHCH.
OtMerka 00 DIEKTPOHHOH MOIIMCH MOXKET BKIOYATh H300paykeHHe 3MOJIEMBI,

TOBapHOI'O 3HaKa (3Hal{a 06CHY)KHB&HHH) OpraHusaliiid B COOTBETCTBHHU C I[eﬁCTBYI-OH_U/IM
3aKOHOAAaTECNbCTBOM.

Hupextop DMOeMa JOKYMEHT ITTOAITMCAH A.J.PeiTOB
|0praHH3auHH DJIEKTPOHHOM ITOAITUCHIO

Ceprudukar lall1aaa000000000011

Brnanenen PwitoB Anmexceit MBanosuu

Jleticteutenen ¢ 01.01.2020 mo 31.12.2021

OtMeTka 00 3JeKTPOHHON MOAMKCH, KaK MPaBuiIo, opopMiIsSeTcs A1 JOKYMEHTOB,
MOANKMCAHHBIX YCUICHHON 3JIEKTPOHHOM TOITUCHIO.

Ilpu BHyTpeHHeM oOMeHe JOKyMEHTAaMH U [pu OOMEHE C OpraHM3alUsAMU
MapTHepamHu, €CJIU 9TO MPEAYyCMOTPEHO COIJIAlICHUEM MeX/Iy CTOPOHAMH, OpraHU3al|K
MOTyT HCIOJIb30BaTh YCHJIEHHBIE HEKBaIU(DUUUPOBAHHBIC ¥ IPOCTHIE BJIEKTPOHHBIE
TTOJIITUCH.

OtMeTka 00 3JIEKTPOHHON IOANKCH pACTONAraeTcsl Ha TPAJULUOHHOM MeECTe
COOCTBEHHOPYYHOH IIOANHCH: MEXIy HAMMEHOBAHHEM JIOJPKHOCTHM MOIITHCHIBAIOLIETO
LA U paciudposkoi noanuck. Ecnu snektpouHslil nokymeHT odopmisiercs Ha GraHke
HOJIZKHOCTHOTO JIHIIA, YKazaHHuAd Ha HaUMCHOBaHHE NOJDKHOCTH JIHMLA, HNOAINHCBIBAOIIETO
JOKYMEHT, He TpeOyeTcs.

3.5.9. IleyaTn U wITramMnel

[leyaTsr ABNAETCS MEXaHHYECKHM IIPUCIIOCOOJIEHHEM, YCTPOHCTBOM, COEPIKAIIUM
KJIMLIe MeYaTH JJIs ITOC/IENYIOIIero MpocTaBileHus OTTHCKa Ha Oymare. OTTHCK MedaTu
3aBepsieT MOUTMHHOCTD MOAMKCH JIOJPKHOCTHOTO JIHLA HA JIOKYMEHTAX.

[TeyaTh cTaBUTCS Ha JOKYMEHTaX, PUKCHPYIOIIMX (PAKThI, CBA3aHHBIE C IEHEKHBIMH
CPeJICTBaMH M Ha JPYrHMX NOKYMEHTaX, Ipe/yCMaTPHBAIOLINX [0 3aKOHOAATeNLCTBY PD
3aBEPEHUE T1eYaThIO.

Ileyats ymocrosepsieT MOANMHHOCTD IOAIMCH JOJDKHOCTHOTO JIMLA HA JOKYMEHTE
1100 COOTBETCTBHE KOMUH MOMTHHHHUKY JOKYMEHTA.

OrTuck mevaTH cTaBAT He 3aXBaThiBasi pOCYepPK INOANMCaHTa ubo Ha
obosnauenue «MID» («Mecto neqaTm»).
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dupexTop Ioonuce A.W. PeiTOB

CoBeTHHUK Ioonuce T.I'. HoBukoBa

[IpuMepHbIA TIepeveHb TOKYMEHTOB, Ha KOTOPBIE CTABUTCS T€YaTh OPraHu3alluu
[IPUBE/ICH B MIPUIIOKEHHH 0.

B Ilentpe wucnomesyrorcst crnefyromue medatu: «[epGosas newats», «Jlna
AOKYMEHTOB», «Otmen KaapoB», «[ms moroBopoBy», «Jns mokymeHToB 2», «Jlns
JAOKYMEHTOB 3», «Jlna mokymeHToB 4%, « st nokymeHTOB 5%, «J[ns 10KyMeHTOB 6%, « s
JOKYMEHTOB 7», «JI7ist JOKyMeHTOB 8».

OTBETCTBEHHOCTh 32 COXPAHHOCTB W HCIIOJIBG30BaHME IeuaTell [0 HA3HAYEHUIO
HECYT PYKOBOJAWTENM COOTBETCTBYIOIIMX CTPYKTYPHbIX moapasnaenenuit TAOY JIITO
MIIPKIIO B COOTBETCTBUH C IIPHKA30M JAUPEKTOPA.

Ha Bcex mokymenTax u ofpalleHHsX rpak/iaH, MOCTYNHMBIIMX B OPraHU3aI[MOHHBIH
OTJIeJI, IPOCTABIISAETCS IUTAMIT C YKa3aHUEM PETUCTPAllHOHHOIO HOMEpa M JaThl TEKYILETO
A1 (1aThl NOCTYIIJIEHHS).

IIpu mpueme obpanieHuii 0T rpaXkaaH NP HAIMYIAKM KOMMKM oOpalleHust Ha Helf, 1o

mpochde TpaxkllaHuHa, CTaBUTCA ITami LleHTpa ¢ yka3zaHMeM [aThl OCTYIICHUS
oOpaileHus.

3.5.10. OTmeTrka 06 ucnoaHHuTE/IE

OTmerka 00 WCTONHMTENE COCTOMT M3 (DAMWIIMK, MMEHH, OTUECTBA M HOMepa
TelneOHa UCIOMHUTENS NOKyMeHTa. DaMuius, UMs ¥ OTYECTBO IHIIYTCS MOJHOCTHIO.
OTmeTKy 00 wuCmomHUTENE pAcHoNaraloT Ha JIMLEBOW CTOpOHE IOCIeIHEro JHCTa
JOKYMEHTa B JIEBOM HIDKHEM YIUIy HIIM, IPH OTCYTCTBHH MeCTa, Ha 000POTHOH CTOpOHE
IMOCJIEIHEro JIUCTA JIOKYMEHTa BHHA3Y CJIEBa.

Kyxos Buktop Aﬁexcaﬂnpomq
8(123) 456 78 90

OtMmeTka 00 HCHOJHUTENE MOKET OOMOJIHATECSA HaHMMEHOBAHUEM OOJIXKHOCTH,
CTPYKTYPHOI'O MOApa3aeIeHHA U 3JIEKTPOHHBIM aIpeCOM HUCIIOTTHHUTEJIA.

OtmeTrka HGOGXOI{HM& 1A OHepaTHBHOﬁ CBA3HM ajpecara CO CHCIHAJIMCTOM,
KOTOprfI HEIMOCPEACTBEHHO 'OTOBUI JaHHBIN HOKYMEHT.
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3.5.11. OT™MeTKa 0 NOCTYNJIEHHH JOKYMEHTA

OrmeTka o moctymieHud JokymeHta B ['AOV JIIIO MIIPKIIO coxmep:xut
COKpallleHHOe HaumMeHoBaHHe LleHTpa, NOPSJIKOBBIM HOMEp M [aTy IMOCTYIUIEHHS
nokymenta. OTMETKY O MOCTYTUIEHHH JJOKYMEHTA [TPOCTAB/ISIOT B BUJE IITAMIIA B HIKHEH
YacTH JMLEBOH CTOPOHBI MEPBOrO JIUCTa AOKYMEHTa WM Ha CBOOOJHOM MeCTe BHH3Y
MIEPBOTO JINCTA IOKYMEHTA.

['AOY AITO MIIPKIIO
Bx. Ne 111
«01» 01.2020 r.

3.5.12. OT™meTKa 0 KOHTpOJIE
OTMeTKa 0 KOHTpOJIE CBHICTENIBCTBYET O IIOCTAHOBKE JOKYMEHTA Ha KOHTPOIIb,
NpocTaBisgeTcs mramrnom « KoHTpoap» Ha BepXHEM 1oJjie JOKYMEHTA.

IIpu nocraHoBKe Ha KOHTpPOJb JoKyMeHTa B CDJ] B peruCTpalMOHHYIO-YYeTHYIO
bopmy 3aHOCATCS CBENEHHS 00 STOM.

3.6. Ilopsaok cHATHS, BBIAAYH H 3aBePeHUs KONHUI JOKYMEHTOB

Konuu pacrnopsanTensHeIX JOKYMEHTOB M BBIAua KOTNHMI OTBETOB Ha oOpalleHHs
rpax[aH, pacCMOTpeHHBIX B LleHTpe, ocymiecTBisercss II0 3ampocy 3asBUTENEN
CTPYKTYPHBIM IOJApa3/eJ€HUEM B YaCTH KacCarOIencs.

PaboTHUKH,  OTBETCTBEHHBIE  3a  [JENONPOM3BOACTBO B  CTPYKTYPHBIX
nonpasaenenudx Llentpa, o0s3aHbl 00eCIeUnTE:

— COXPaHHOCTb U MCIOJIB30BAHKE MIOCTYNAIOMMX K HUM KOITHIT TOKyMEHTOB;

— COONIOJieHHe CPOKOB XPaHEHHUs JOKYMEHTOB, CBOEBPEMEHHYIO MOAFOTOBKY H
nepejaydy Jiesl B ApXUB WM Ha YHUUTOXKEHHE (B COOTBETCTBUU C HOMEHKIIATYPOA jie).

Pacriopsiiurenbaple  nokymeHTsl LleHTpa NpPU3HAIOTCA YTPaTHBIIMMM CHIY C
MOMEHTA BbIXOJla OTMEHSIIOLIEr0 PaclopsAAUTEIbHOTO JOKYMEHTa, €C/IM B HEM HE YKa3aHO
HHOE.

Konuu KapoBbIX TOKYMEHTOB (IIPHKA3bI 110 JIKNYHOMY COCTABY, KOITUM JTMYHBIX [e7)
BBIIAIOTCS, 3aBEPEHHBIE T€YaThIO OTAeNa KaIpoB M TMOANUCHIO COTPYJHMKA OTAeNa
KaJpoB, HAZeJIEHHOTO TIPABOM 3aBePeHUS JJOKYMEHTOB.

Koruu ycraBHbIX nokymeHTOB (CBMIETENHCTBO O BHECEHWH 3allMCH B EAMHBIN
roCyJlapCTBEHHBI peecTp IOPUAMYECKHX JIMIl O FOPUAMYECKOM JIHIe, YCTaB,
CBHIETENBCTBO O NOCTAHOBKE Ha YYeT B HAJIOrOBOM OPraHe IOPHAMYECKOTo JIHIA U TI.)
MOTYT 3aBEPATLCA JUPEKTOPOM WU HOTAPHAIBHO.

OTMeTKa O 3aBEpPeHHMH KONHH IPOCTaBisieTcsi Moj pekBusuToM «llommuce» u
COCTOUT M3:

— crnoBa «Bepno» («Konus BepHay, «Kormwusy);

— JIOJDKHOCTH JIULA, 3aBEPUBILIETO KOTIHIO;

— €ro HoAIHCH;

— HHWILHMANOB, GaMUIuH (paciiudpoBKH MOITUCH );

— JlaThI 3aBEPEHUs] KOITUH,
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Ilpy mpenocraBneHud 3aBepeHHON KOMHMM B APYTYIO OpPraHU3aLlHEO yKa3bIBaeTCs
MECTO HaXOXJAEHU MOAJIMHHUKA U CTABUTCS ME€YATh.

Konus Bepua

Hupextop A.N. PerToB
(moamucs)
13.03.2020
[ogmiaHuK nokymenTa Haxogutes B TAQY JIIO MIIPKIIO, meno Ne01-10 3a 2016 rop.
M.IL.

HorapuasnbHoe 3aBepenne Komuit ocyecTBIsETCS HEHTPATM30BAHHO: CTPYKTYpHBIE
Mo/IpasfeNeHns He 1o3/iHee, 4eM 3a 10 1Hel 10 HeoOXOAUMOro cpoka, MOJaroT 3adBKY B
lopuanIeckuit oTnes. HoTapuanbHO 3aBepeHHbIC KONHMH YYPEeAUTENBHBIX JOKYMEHTOB
NePEeNAIOTCS CTPYKTYPHOMY IO/Ipas/ie/IeHHIO, ClieIaBIIeMy 3ampoc.

3.7. CnBaHHe JOKYMEHTALIHH
[IpomiBanne NOKYMEHTOB He peETIAMEHTHpPYETCs HOPMaTUBHBIMH aKTaMH. EcTb
TOJIBKO yKa3aHHs O TOM, KakK 3TO CEJATh B:

) Metonnueckux — pekoMeHmaLMAX,  yTBEPIKICHHBIX npukazoM  Pocapxuba
23.12.2009;

2) NpaBUIax JeNONpOM3BOACTBA, COJepKaliie TpeGOBaHUS IO IPOLIMBAHHUIO
JIOKYMEHTAIlNH, pa3paboTaHHble oTpacieBbiMU BejomcTBaMu (L[B PO, MuHucTepcTBOM
0 Hajoram u cbopam | T.I1.).

[TpomyBaTh JOKYMEHTBI MOXKHO MCIIONB3Ysl CIEMYIOME HHCTPYMEHTHI:

— CTEIDIED,

— HUTKH,

— CllelHalibHOe 000PY/I0BaHKE.

JIOKyMeHTBI, KOTOpbIE BIOCIEACTBUH HEOBXOMMMO GyIeT NPOIIUTE U OTIPABUTH B
dpXHB, CHauajla COPTUPYIOT MO JaTe, TIATENBHO NPUCOSHHSAS APYT K APYTY, HYMEpPYIOT
K&K/l TUCT cripaBa apabekumu nndpamu. Haunnaror Hymepanmo ¢ uudpst 1. Onuck He
HYMepyeTcs.

Hist 06710%KKH BEIOUPAIOT CrIELHMATBHYIO KAPTOHHYIO 06moxky «Jlemo». Ona ObiBaeT
Pa3HbLIX pasMepOB M KadecTsa. [ljis POIIMBaHKS CTAHIAPTHBIX JOKYMEHTOB HCIIONb3YeTCs
00BIYHbBIH cKOpociMBaTelb popmata A4. B mokymenTax HYMEpPYIOTCs TaKKe U KOHBEPTEHI.
B aTOM ciiydae koHBepT HyMepyeTcs B MepBYIO OUYepelp, a 32 HUM THCThI U ¢dotorpadumu,
KOTOPBIE HAXOIUITUCE B HEM.

Ecnu nipy Hymepanuu nokymeHnToB Gblia jomyiieHa ommbka, To ee 3aUepPKUBAIOT
OLHOH 4epTOi M NPOJOIDKAIOT HyMepaumio. [Ipy 9ToM 1HCT HeO6X0MHMO GYIeT 3aBepUTh
HannUChO «VICIIpaBIeHHOMY BEpHUTBY», [IOCTABUTH MOJIMMCH OTBETCTBEHHOrO JIHIA U
CKPENUTH 11eYaThlo.

[ToxpobHast MHCTPyKIKS CUIMBAHUS JOKYMEHTOB yKa3aHa B IPHIIOKEHUH 7.

IV.OCOBEHHOCTH NOATOTOBKH ¥ O®OPMJIEHUS OTAEJbHBIX
BUJIOB TOKYMEHTOB
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4.1. Ilpuka3s u pacnopsizkeHue

ITpukas — 5T0 mMpaBOBOH aKT, W3JaBaeMBIA JUPEKTOPOM B LENAX pa3pelleHus
OCHOBHBIX M OTIEPATUBHLIX 3aJ1a4, CTOSAIKX nepea [leHTpom.

Pacnopsikenne — 510 npaBoBOM  akT,  M3MaBaeMbli  JUPEKTOPOM MM
3aMECTHUTEIIMU JUPEKTOPa 0 CBOUM HAIPABISHHUAM B LIEJSIX pa3pellieHus OmepaTHBHEIX
BorpocoB. Kak npasuiio, MMeeT orpaHUYeHHbIH CPOK JEHCTBHUS U KacaeTcs y3KOro Kpyra
JTOJKHOCTHBIX JIHII,

B I'AOY JIIO MIIPKIIO mnopmucbiBaeT MpuKassl JAUPEKTOP, a BO BPeMs ero
OTCYTCTBUS - UCTIOTHAIOA N 00513aHHOCTH JUPEKTOPA. daxcumuie Ha
PacropAINTeNIbHBIX TOKYMEHTaX HE CTaBUTCs, UCKIIIOUasi MPUKa3bl y4eOHOro CEKTOpA.

[Ipvikasbl W pacmopspKeHHsl BCTYIAOT B CHIYy €O JAHA MX TOANUCAHUS |
perucTpaunu, eciii HHOE He MPeTyCMOTPEHO B TEKCTE JOKYMEHTA.

Tabmuna 5

Perucrpupyrommue
CTPYKTYpHOe moapa3aeeHue

1 ' #)
— TIPHUKa3bl 110 OCHOBHOM JEATEBHOCTH,
— PacnopspKeHus 110 ONepaTHBHEIM BOIIPOCaM

HOHBI/IIU:] PacnopsiauTeJbHBIX JOKYMEHTOB

OpFaHHSaHHOHHBIﬁ OTIoen

— MPHUKa3kI 110 JUYHOMY COCTaBY,

— PacropsuKeHus 110 KaAPOBBIM BOIIPOCaM |
— pUKa3bl ¥ PaCIIOPSIKEHHUS 110 yUeOHBIM BOIIPOCaM y4eOHBII ceKTop
— TPHUKa3BI [10 3aKYIIOYHOM eI TeIbHOCTH OTJIeJ 3aKyIIOK

Peructpauus 10kyMEHTOB HPOM3BOXMTCS B MNpejeiaX TPYII, B 3aBUCHMOCTH OT
Ha3BaHMS BUJA JOKYMEHTa. BrllienepeyncieHHble MOABUIBI IPUKA30B U PACHIOPSKEHHIT
OynyT uMeTh He OBIIYI0, 8 pas/elbHy0 HyMepalHIo.

B mpouenype u3iaHus MPHKa30B U pacHOPSKEHHMH MOKHO BBIAEIUTH BOCEMb
STArOB;

OTHCJI KagpoB

1. Hnuyuupoeanue uzdanus npukasa uiu pacnopaiceHus

T[IpoeKThI NPUKA30B U PACTIOPSKEHH T MOTYT TOTOBUTLCS B CIEAYIONIMX CIIyHasiX:

— Ha IJIAHOBOW OCHOBE (B COOTBETCTBUH C paHee pa3pabOTAHHBIM IUIAHOM HIIH
IpoOrpamMmoit),

— M0 MOpY4YeHUuro pyKkoBoacTBa LleHTpa,

— TI0 HHUIIMATHBE PYKOBOJMTEIIEN CTPYKTYPHBIX MOIpasie/eHui.

2. Coop u ananus unopmayuu 014 ROO20MOGKU NPOEKMa JOKYMeHma

HaHHBIA STanm TpexycMaTpuBaeT Mpexje BCero cOOp M aHalM3 O0GBEKTHBHOMN,
JIOCTATOYHOH M CBOEBpeMEHHOM uHpOpMauuW, HeoOXOoAMMON s BHIPAGOTKH
YHPaBJICHYECKOTO  PELICHUs,  KOTOpOe  BIIOCIEACTBMM  OyHEeT  OTpa)keHo B
M30aBa€MOM MPHUKA3€ UIIM PACTIOPSIKEHUH.

Hcrounnkamu uH(GOpMAIMKA MOTYT OBITh:

— 3aKOHOJATEI/IbHBIE aKThl 1 HOPMAaTUBHAS JOKYMEHTALIUS;

— TeKylllas JOKyMEHTallUs OpraHu3aliiH;

— JOKYMEHTBI, ITIOCTYMAOLUe U3 IPYTHX OpraHu3aluii;

— apXUBHbIE IOKYMCHTHI,
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— Hay4HBIE MaTepUaJIbI U JIp.

3. Ilodzomoska npoekma nPUKa3a wiu pacnoparicenus

PaDoTHUK ~cTpyKTypHOrO mOJpasieneHus, KOTOpb HHUIMHUPYET NOKYMEHT,
[IOArOTaBIMBACT MPOCKT (OTBETCTBEHHBIN UCMIONHUTENb). [I[POEKT He UMeeT FopUIHYeCKO
CHJIBI W, YTOOBI MPOEKT PACHOPSAUTENBHOTO JIOKYMEHTA CTal [IPHKa3oM  WIIH
pacmopspKeHMEM,  HOJDKEH IMPOWTH  MPOUEAYpY  COTJIacOBaHMsA, IOANMMUCAHUS |
PErucTpalmH.

OTBETCTBEHHBIH  HCHOJHUTENb  (3aMECTUTENh  IUPEKTOpa, PYKOBOJIMTEh
CTPYKTYpHOIO nozpaszaeneHus LleHTpa) ocylecTBaseT aHalU3 MONOKEHUS 110 PELICHUIO
BOIIpOCaA:

— HEOOXOIMMOCTH M HeNnecooOPasHOCTH MOArOTOBKH TPOEKTa PACTIOPSIUTENEHOTO
JOKYMEHTA;

— [OJIHOTBI ¥ Y€TKOCTH H3JI0XKEHHs B TEKCTE [TPOEKTa BHOCUMOI'O BOIIPOCA;

— OTMEHBI, H3MCHEHHMs paHee [PUHATBIX (M3M@HHBIX) PaCHOPAAUTEILHBIX
JOKYMEHTOB ITI0 BHOCUMOMY BOIIPOCY;

— TIONHOTBI M TOYHOCTH BHECEHHsS 3aMEYaHMH W JOMOJHEHWH COINIACyIOLINX
OpraHU3alui ¥ JOJDKHOCTHBIX JIULL,

— HEOOXOIMMOCTH IOBTOPHOIO  COINIACOBAHMA TMPH BHECEHMH 3aMevaHwuii
COTTIaCYIOIIHUX OPraHoB;

— TPUHATHSA PEILeHHs O MPEACTABIEHHH BOITpOca IIPY HATHYWH Pa3HOITIACHIA.

OTBETCTBEHHOCTD 3a IOATOTOBKY PACHOPSAAUTENBHBIX IOKYMEHTOB LlenTpa HecyT
3aMECTUTE/IM  TUPEKTOPa, PYKOBOJMTENM CTPYKTYPHBIX IIOApa3/elieHHi, BHOCSIINE
JaHHBIH BOMPOC HA pPAcCMOTPEHUE [UPEKTOPA M KOHTPOIHMPYIOILIHE HCIONHEHHE
JIOKYMEHTA.

Bo3MokHO coBmajgeHue (yHKIHMH OTBETCTBEHHOIO HCIIONHHUTEIS C byHKIHIMM
AOIDKHOCTHOTO JIMIIA, BHOCSIIErO BONPOC HA PACCMOTPEHHE.

He nomyckaercs usnanue MOBTOPHBIX pacTIOPSAMTENBHBIX TOKYMEHTOB Ilenrpa,
CCJIM HE BBINOJHEHB] paHee NMPUHATBIE, KPOME CITydaeB, KOTra HeOOX0AUMOCTD MPUHATHS
HOBOI'O JIOKYMEHTA IPOJIMKTOBaHA MU3MEHEHHEM OOCTOATENbCTB. B 9TOM ciydae B HOBOM
AOKYMCHTE CIIE/IyeT yKa3aTh HOMEp HOKYMEHTAa WJIM OTHAENbHBIX ITyHKTOB, yTPaTHUBLIMX
CHIIY B CBSI3H C BBIXOJ/IOM JJAHHOT'O JOKYMEHTA.

Eciu mpoexT JlokymMeHTa 3aTpariBaeT HHTEpeChl Pa3IMuHbIX MOAPa3IeleH i, TO Mo
PEIIEHHIO PYKOBOJACTBA [OJDKHA CO3/1aBaThCs BpeMEHHAs KOMUCCHUSI MJIM Ha3HA4YaeTCs
rpyIina pabOTHUKOB JUIsl IIOATOTOBKH [IPOEKTA.

OdopmisitoTcs  TPOEKTHl  MPUKA30B M PACIOPSHKEHHH B COOTBETCTBHH
¢ TpeOOBaHUAMU HACTOSIIEH MHCTPYKLIHH.

3aroJloBOK I0JKEH B 00s13aTellbHOM TOpsAaKe O(QOPMISITECS HA BCEX IpOeKTax
MPUKA30B U PaCIOPsHKEHUH U BKIFOYATh B ce0s KpaTKoe collepyKaHue JOKYMEHTa.

On o/mken oTBeYaTh Ha BOMPOC «0 4eM (0 KoM)?», Harpumep, «O0 yTBepIKIeHHH
MHCTPYKUMH TI0 NENONPOU3BOACTBY», «O NMpoBeieHUH Tof0BOM HHBeHTapuzanuuy», «O
MPUMEHEHNH 00pa3lioB JOTOBOPOBY.

B ciydae BHeceHHs M3MEHEHHH B IPHIIOKEHHE K PACTIOPATHTETLHOMY JIOKYMEHTY
M3MEHEHHs BHOCATCS B PAaCIOPSANTENBHBIA JOKYMEHT, @ He B IPHIOKEHUS K HEMY, DTO
JI0JDKHO OBITh OTPAJKEHO H B 3ar0JOBKE, U B IIHKTE O BHECEHUU M3MEHEHHI,
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3aro/i0BOK 10KyMEHTa JO/KEH 3aHUMaTh He Gojiee MATH CTPOK oOLIeil JITHHO 10
30 3HakoB, mewaTaThbcss OT monsd (T.e. Oe3 ab3amHOro OTCTyNa) yepes oJMHAPHBIIL
MEXCTPOUYHbIH MHTEpBaj 0e3 KaBblYeK M He IMOIYepKHUBATHCS, HAYMHATHECSA C MPOMUCHOI
OYKBBI M 3aKaHYMBATBCS O€3 UCIONB30BAHMS TOUKM. JlOMycKaeTcs MCHOIB30BAThL pazMep
wpudTa 12 wmm 14,

PacniopsinuTenbHble JOKYMEHTBI JIOJDKHEI COIEPIKATS:

— TOYHBIE HAMMEHOBAHUS CTPYKTYPHBIX MOApa3leNeHuid (B COOTBETCTBUU C
[IpUKa30M O CO3[aHWH TOJApasJeNIeHs) HMIM JO/DKHOCTH W (aMUIMH, WHUIHMAIBI
JAOJKHOCTHBIX JTHII, KOTOPBIM AAIOTCS TOPYUEHUSI;

— IYHKT O TPU3HAHWM YTPATHBIIUMH CHIIYy PACHOPSAUTENbHBIX JOKYMEHTOB HIIHU
MX OTJCJBHBIX ITYHKTOB, €CJIH BHOBb M3[aBaeMblii JOKYMEHT MCKJIIOUACT JCHCTBUE paHee
NPUHATHIX;

— CPOKH MCITOJIHEHUS 3aJaHui (TOpydeHui);

— TOpYy4YeHHss O KOHTPOJE 3a MCIOJHEHUEM [aHHOTO pPAacloOpsIUTeILHOTO
JIOKYMEeHTa,

— OTMEeTKa O HAJIMYMU IIPUTOKEHUH (ecnu OHH eCTh).

Texer mpukasa U pacmopsikeHMs — BCerja u3naraercs OT [EepPBOro  JIMIa
CIMHCTBEHHOI'0 YMC/IA U COCTOMT M3 JIByX YacTel: KOHCTATHpYIOWeH (M npeaMOyIibl) U
pacnopsuTenbHOH.

B koHcTaTupyrouieit yactu gaetcst 060CHOBaHMe MpeIUChIBaeMbIX felicTBrit. Eciu
OCHOBaHHMEM IJISl M3AaHMs MPUKA3a WM PacIOPSKEeHUS MOCTYKHIT 3aKOHOAATEeIbHbIA WK
HOPMATHBHbBIM IPABOBOM AaKT BBILECTOSIIICHl OpraHM3alM¥ WM JOKYMEHT, paHee
M3JIaHHBIH JaHHOW opraHuM3alded, B KOHCTAaTHUPYIOLIEH YaCTH YKA3bIBAKOTCS €ro
HaMMEHOBaHMe, JaTa U Homep. lIpu 3ToM MOryT OBITH HCIONB30BaHBI (OPMYJIHPOBKH
tuna «Ha ocHoBaHum», «Bo wucnonnenue», «B coorsercTBMM c». Eciu npukaz wim
pacropsUKeHUE U3aeTCsl B MHUIMATHBHOM IIOPsiIKe, B KOHCTATHPYIOIIEH YacTu
(bopMYIMpPYIOTCS LelM W 3aJa4d TPeANUCHIBAEMBIX JCHCTBHI, U3TararoTcs (baxTbl UM
COOBITHS, TIOCITYKMBLINE MPUIHHON H3aHHUS MIPUKA3A UITH PACTIOPSIKEHHUSL.

Koncratupyromas 4yacts o0bl4HO HauuHaeTcs cioBamu «B memsix», «B cBs3u» u
T.4. OHa 10/0KHA ObITh U37I0KeHA KPATKO U He NPeBBIaTh 1/3 JoKyMeHTa.

BeiBaioT ciydam, koraa KOHCTATHPYIOLIAS 9acTh MOXET OTCYTCTBOBATH B CBSI3M C
TEM, 4TO IPEANMCHIBAEMBIE IEHCTBUS HE HYKJIAIOTCS B Pa3bsiCHEHUH WM 000CHOBAHHH.

Koncrartupyromas 4yacTe B IpHKasax OTAENSETCS OT PACHOPSIHTENLHON CIOBOM
«I[TPMIKA3BIBALO:». [laHHEIE cIOBa [EYATAIOTCS ¢ HOBOW CTPOKH OT T0JIS IPOIIUCHBIMHU
OyKkBamH.

Teker pacniopsiikenus ci0BeCHO# pacnopsauTensHOM GOPMYJIbl HE HMEET.

Pacriopsiuresnibnas 9acTh DOMDKHA COZEpXkaTh IepEUUCIIeHne TIPEe/ITHChIBAEMbIX
ACHCTBHUM C yKa3aHMEM HCIIOJIHUTES KaXI0T0 AeHCTBUSA U CPOKOB HCIIOTHEHHSL.

HacTo MpouCXoaMT NeneHHe PacIopSANTENBHOW YacTH Ha MYHKTHI B CBSI3U C TeM,
4TO MPENATOJIAraeTCsl HaTuYHue HECKOJIbKUX MCIIONHUTENEH I pa3IuuHbIX IOPYYEHUH CO
CBOMMH CPOKaMH FOTOBHOCTH.

B Ttom ciyuae, ecim geiicTBHe mpearnosaraeT KOHKPETHOTO HCIIOJHHTEIIS,
COOTBETCTBYIOIIMN IMYHKT JOKYMEHTa JOJKeH HAUUHATHCS C yKa3aHWS JOJDKHOCTH U
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damuiuy McroNHUTENs (MHMLMAIBl B TEKCTE CTABSTCS MOCHeE (aMuIIUU) B IaTEEHOM
naznexe.
Hampumep:

1. Hauaneuuky ropuauueckoro ornena Yrkuuoit M.C. B cpok He mo3uee 2 (1BYX)
pabounx JAHEH ¢ aThl MPHHATHSA HACTOSIIETrO IPUKA3a OATOTOBHTE bopmy Akra nprema-
nepeJavy reyaTH.

2. HavaibHuKy X035iCTBEHHO-OKCIUTyaTallHOHHOTO ynpasienus Jleropoii T.A.:

1) moBecTH HACTOSIIMH NPUKA3 JIO CBEIEHHS JODKHOCTHBIX JIHII BBEPEHHOI'O
TIOpa3AeIeHHUs], YKA3aHHBIX B TPHUIIOKEHUH;

2) OpraHM30BaTh MpUEM TleYatedl OT paGOTHHKOB U O(OPMIICHHE AKTOB npuema-
nepeaayu.

B rnocnenHem mnyHKTe pacropsIMTENbHOM HYACTH YKA3BIBAIOT KOHKPETHBIX JIWII,
Ha KOTOPBIX BO3/IAracTCsA KOHTPOIIb 32 UCIIOJHEHHEM PACHOPSIUTENLHOIO JOKYMEHTA.
Hanpumep:

KonTposb 3a ucrionnermem NpHKas3a BO3JI0XKUTh Ha coBeTHUKA HoBukopy T.I'.

KoHTposb 3a BbINONHEHHEM pacIOpsKeHWH M MPUKA30B LlenTpa Bo3naraercs Ha
3aMECTHTENIeH JMPEeKTOpa, PYKOBOJIMTENEH CTPYKTYPHBIX MOpasiesicHuil, HIH 0CTaeTcs
3a IMPEKTOpOM. B ciryuae ocTaBieHus KOHTPOJIA “3a co60i” MaHHbIif INYHKT HE TTHLIETCS.

Ilpy BHECeHMH B yTBEPKIEHHBIH pPACTOPSIUTENbHbIH JIOKYMEHT HW3MEHEeHHI
KOHTPOJIb 32 €ro BBLINOJHEHHEM BO3/AraeTcs Ha JOJLKHOCTHOE JIMIO, OCYIIECTBILIOIIEE
KOHTPOJIb 32 BBLIITOJTHCHHEM YTBEPKICHHOIO paHee JOKYMEHTa.

BHecenunem nsmenenuii B paciopsiuTeIbHBIN JOKYMEHT CUMTACTCS:

— M3IIOKCHWE B  HOBOH  peNakUMW  3arojioBKA,  KOHCTATHPYIOIEH  mim
MOTHBUPOBOYHOHM  4acTH, CTPYKTypHOTO ojeMeHTa (IIyHKTa, ab3ana, neduca),
MPUIIOKEHUS;

— 3aMeHa OJIHOI'0 MJIW HECKOIBKUX CJIOB;

~ 3aMCHAa OJHOTO WIIM HECKOJIBKHMX CIIOB M0 BCEMY TEKCTY PacHOPSAUTEILHOTO
AOKYMEHTa W MPUI0XKEHHUSA K HEMY WM B HECKOJIBKMX MECTax,

— MCKIIFOYCHHUE U3 TEKCTa PACIOPSUTENBHOTO TOKYMEHTA CII0B, UMD

— M3MCHEHHME pelakiuu 1yHkTa (ab3ana, neduca);

— TpH JIOTIOJTHEHWH TEKCTa pPACIOPS/IMTENBHOIO TOKYMEHTA CJIOBAMH, HOBBIMH
CTPYKTYpHBIMH 3JIEMEHTaMH (IIyHKTaMH, ab3alamu, fedrcamu), 3aMeHe CIIOB, H3T0KEHHHU
B HOBOH peNaKijuM KOHCTATUPYIOLieHl WM MOTHBHPOBOYHON 4YacTH, CTPYKTYPHBIX
SIIEMEHTOB (OPMYIMpOBKa "Naltee Mo TeKCTy" He ymoTpebisercs:;

— CCIIH NPWIOXKEHHE K pPaCIOPSIUTEbHOMY IOKYMEHTY O(OPMIICHO B BHE
TaOJIMLIbI, BHECEHHE N3MEHEHUH B HEro0 OCYILEeCTBISEeTCs B MPUITOKEHUH K BBITYCKAEMOMY
JIOKYMEHTY.

Texer nmokymenta ¢ 3aronoBkoM "O BHECEHMH M3MEHEHHH B pacropsbKeHue
(npukas)..." JOMmKeH colepiKaTh MyHKT;
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"BHecTn M3MeHeHHs B pacmopsiKeHue (Tpukaz).." ¢ 00s3aTelbHBIM yKazaHHUeM
JaThbl, HOMEpa U Ha3BaHUsI JOKYMEHTA, B KOTOPBIM BHOCATCS U3MEHEHHS,

[Ipu BHECEHMU M3MEHEHHH HEOIYCTHMO:

— YKa3bIBaTh HOBLIC CPOKU BBINOJHEHHUS TOPYYEHHH, €ClIM 3TH CPOKM UCTEKIH Ha
MOMEHT BbIX0/1a PACIIOPS/IUTEILHOTO JOKYMEHTa O BHECEHUH H3MEHEHHIT;

— /aBaThb CCBUIKM Ha JOKYMEHTBI, BBINYIIEHHBIE I[103)Ke€ JAThl W3TAHUS
NEePBOHAYAIBHOTO JIOKYMEHTA.

Kaxnoe wusmeneHme  nOIKHO — GBITh  ODOPMIIEHO — OTHENBHBIM IIYHKTOM
(HOAMYHKTOM).

HeoGxomumo cobnmronaTs JIOrMKy WM3NOKEHUS: M3MEHEHMS BHOCSTCS CHAYANA B
TEKCT paCTIOPAAUTEILHOTO TOKYMEHTA 110 MOPSAAKY MYHKTOB, 3aTeM B [PHIOKEHHE.

IIpu BHECEHHMM M3MEHEHHH ONHMM PaCHOPSIUTETBHBIM JOKYMEHTOM B HECKOJIEKO
PAaclopsIUTEIBHBIX  OKYMEHTOB — M3MEHsieMble  PacCIOpsAMTEIbHBIE  JOKYMEHTHI
pacrioJiaratoTcst B XpOHOJOIMYECKOM MOPSIIKE.

K mpoexry pacnopsiauTensHoro 1oKkyMeHTa JOJDKHBI ObITH IIPUIIOJKEHBI KOTIMK BCEX
PaclopsIUTETbHBIX TOKYMEHTOB, B KOTOPbIE BHOCATCS M3MEHEHHUS], U B HUX JOJIKHBI ObITH
OTMEYEeHBI BCE Cllydal U3MEHEHHS TEKCTA.

Ecnv pukas u3MeHS€T MM OTMEHSeT IMOJOXKEeHHs, TO ONHH U3 IIYHKTOB
pacrlopsAIUTENbHON YacTH TEKCTa JOIDKEH CONEPIKATh CChIIKY HA OTMEHsEMbIH OOKYMEHT
(myHKT JoxkymeHTa). [IyHKTBI M TOAMYHKTHI 0603HAYAIOTCS CIOBOM CIYHKT» M
COOTBETCTBYIOWEH LHppol (myHkT 2, myHkrt 2.1, myukr 2.1.1), a abG3ausl u nepuch
0bo3HayaroTcs cnoBamu. [lepBeIM cumTaercs TOT absar, ¢ KOTOPOr0 HAYMHAETCS MYHKT
WM TIOATTYHKT (ab3all nepBhlil myHKTa 7, neduc nepBbiii ab3ana IIEPBOro IMyHKTa 7; neduc
BTOPOH ab3alia repBoro myHKTa 7; ab3an BTOpOii MyHKTa 1)

Bo3MoXkHO M3MeHeHHe MpuIIokKeHHs NpHKasa. B 510 Cilly4yae B IIpHUKase ClieqyeT
HanucaThb CIeAYIOIUN MTyHKT

1. BHecTn m3MmeHeHust B mpukas oT 12.07.2019 Ne 127/0 «O mnopsimke cupauu
TOMEIICHUH ¥ MaTepualbHBIX LEHHOCTeM o6bexkToB 'AOV 1O MIIPKIIO mopg
OXpaHy», U3JIOKUB TpunoxkeHne Ne 2 K Mpukasy B pefaki{Mh COTJIACHO NPUIOKEHHIO K
HACTOSIIEMY IIPUKA3Y.

PexBusut «llpunoxenue» B 1aHHOM cirydae odopmisercs CIeaYLUM 00pa3oMm:

[Ipunoxenue
k mpukasy 'AOY IATTO MILIPKITIO
OT No

[Ipunoxxenue No2
k mpukaszy I'”AOY JIITO MIIPKITO
oT 12.07.2016 Ne 127/0O]1
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BHecenne nsmeHenuit B TeKCT pacIiOps/IMTENBHONO JOKYMEHTA H IIPUIOKEHUH K
HeMY 0QOpMIISETCS ClIeAyIOUMUM 00pa3oM:
— JIOTIIOJIHEHUE TEKCTa OHUM WIIH HECKOJILKUMU CIIOBAMH:

I[lynxr 3.3 pacnopspkeHus JOMOMHUTD clioBamMu «Bo 11 xBapTaie 2017 r.».
— JOTIOJIHEHHE TEKCTa HOBBIM IyHKTOM (ab3ateM, neducom):

JlononHuTE pacmopsbkenue myHKToM 13 B creyromeit peaKIuu:
«13. IIpHHATH K CBEIEHMIO, YTO....».

HononHuTh myHKT 8 ab3aleM 3 cleyIoNero coaepKaHus:
«O06ecTeunTh BBINOJIHEHHE. ....)».

HpH AOIIOJTHEHHUH TEKCTa pacnopaAauTE]IbHOTO AOKYMEHTa HOBBIMH ITYHKTaMH
HBO6X0)1HMO HaBaTh YKa3zaHUEe Ha U3MEHEeHHe HyMepaluH IMoCJIeAYIOIHX ITYHKTOB!

ITynkr 13,14,15 npukasa cuurats myHKTOM 14,15,16 cooTBeTCTBEHHO.

[Ipy nomonmHeHMHM TeKcTa HOBBIMH ab3alamu (nebucamu) maBath ykazaHMe Ha
M3MEHCHHE HyMEpallMH MOCIeAYyIOmKX ab3ales (1e(prucoB) He HYXKHO.

[Ipu ormeHe, TMpu3HAHHM yTPaTUBIIAM CHITY MyHKTa HyMepauus MOCJeIyHIINX
IIYHKTOB HE MEHSIETCS.

Ecmu cnepyer otmenuts npukas, To ciemyer sto ykazatb B wmanke («O06 orMmeHe
npukasa...»). Eciu npukas Gynmer 3aMeHsTbCsl, TO B Mmarnke GYIeT yKa3aHo, 0 4eM HMEHHO
npukasz («O0 yTBepkIeHHH cMeThI...», «O co3maHuu KOMHCCHH...»), a B TeKCTe Oyaer
MYHKT 00 OTMEHE NpeaBIAYINero IpHKasa.

[IprKa3ssl ¢ MCTEKIIUM CPOKOM NEHCTBHS HE OTMEHSIIOTCS,

OObcTosTeNbCTBa, TTOCITYKUBIIME MOTHBOM LTSl OTMEHBI MITH H3MEHEHHS JOKYMeHTa,
CIIEIIYEeT U3JI0KUTh B IIpeamOyie.

Ecin npenctont oTMeHuTS NeicTBYOMMI [OKYMEHT (MM KaKOH-TO ero MyHKT), TO
HCIOJIB3YIOT CTaHNapTHYIO (pasy «lIpusHaTe yrpatuBmuM cuiy...». M namee Bcerna
CJICNYeT CChIIKA Ha OTMEHSIEMBIH TOKYMEHT 10 00pasity: rmpukas ot 27.04.2016 Ne 126 «O
HPOBEACHNH. ..». VIHBIMH CIIOBAMHM, IS HCKIIOYEHHs TGO HEONpe/e/eHHOCTH
ITOJTHOCTBIO HA3bIBAIOT OTMEHSAEMBIH MPHUKA3 B MPHUHATON IOCIEI0BATEILHOCTH — 1aTa —
HOMEpP — Ha3BaHHE.

MoyHo yka3aTh KellaeMyr 1aTy OTMEHbBI NeiiCTBHS paHee W3aHHOTO TMpHKa3a.
Bripodem, naty Wacto He ykasblBaroT, TOTJa MpPHKA3 OTMEHAETCS cpasy Iocjie M3IaHusl
HOBOTO.

Ecnn HyHO OTMeHHTH mpHKas ¢ MOMeHTa ero m3janus (He AeHCTBOBAN BOOO1IIE),
TO NPUHATO HA4YMHATH clloBaMu «OTMEHUTE MpUKa3...». Jlanee M0 NpUBENEHHOMY BbIILE
o0pasily u/IeT CChlIKa Ha OTMEHSEMBIi JOKYMEHT (ero jaTa, HOMEp U Ha3BaHHUE).
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Y IpuKasa MM pPacHopsDKEHUs MOTYT OBITH pa3HbIe TIPHJIOJKEHHS: TI0JIOKEHMS,
PErNIaMeHTbI, IEPEIHH, CTIUCKH, rpaduKu, TabauIbl, 00pasibl JOKyMeHTOB 1 Ap. CChlKa
Ha [IPUJIOKEHNE JIaeTCsl HEMIOCPEJICTBEHHO B TEKCTE PACTIOPSAUTENILHOTO JOKYMEHTA.

Ecnn mpuiiokeHne HOCHT CIpaBOYHBIA WM aHATHTHYECKMH Xapakrep (cxema,
TabJuLa, CMUCOK M T.A.), TO B TeKCTe MPUKasa WIIH pPacnopsKeHUsl JJaeTCsl CCbLIKa
«coenacro npunodicenuro 2» W « (npunosicenue 2)». TlonpobHoe opopMIIeHHE CCBUIKH Ha
MPUJIOKECHUE yKa3aHO B IT. 3.5.2 W I1. 3.5.5 HACTOAIIEH UHCTPYKIUH.

B pacropamuTenbHBIX IOKYMEHTaX —JOMycKaercs TOTY>)KUPHOE  BBIJIEJIEHHE
3JIEMEHTOB TEKCTA (CM. IYHKT 3.4).

4. Coznacosanue npoekma doKymenma

ObecrieyeHnne  KayeCTBEHHOM MONTOTOBKM  MPOEKTOB JOKYMEHTOB U  HX
COrlacoOBaHHE C 3aMHTEPECOBAHHBIMM CTOPOHAMH BO3JIAraeTcsi HAa OTBETCTBEHHOIO
MCTIOJHUTENs. [[J1s 3TOT0 MCIIOMHNTENb COCTABMISAET JIUCT COTIACOBAHMUS.

['pud cornmacosanus Moxer pacmonaraThes Ha 0GOPOTHOM CTOPOHE TOCIEIHEro
THCTa OCHOBHOI'O TEKCTa MPOEKTa JOKYMEHTA UM Ha OTIEIBHOM JIUCTE COTIaCOBAHUS:

— €CIIM Ipu COrNacoBaHMA PACIIONIONKEH HAa 0GOPOTHOM CTOPOHE TIOCIEHErO JTHCTA
AOKyMeHTa, TO OH cocTouT U3 cinosa COI'JTACOBAHO (6e3 kaBbIuek), HOKHOCTH JTHIA,
C KOTOpbIM COIJIaCOBaH JOKYMEHT (BK/IOYas HAHMECHOBAHWE OPraHM3al{M), JIHYHOMN
MOANHUCH, PACIIH(PPOBKU NOANUCH (HHULNANOB, (GaMHUINK) B JAThl COTTACOBAHMS:

COTJIACOBAHO:

CoBeTtHuKk T.I'. HoBukosa

(noonucs) (0ama)
Havanbamk E.B. Xopormruinos
yIpaBIeHUs (noonucs) (0ama)
UH(pOPMaTH3aHH

— CCJIM JIUCT COTJIACOBaHUA 0(OPMIISETCS Ha OTEILHOM JIUCTE, TO OH odopmIseTcs
CIIEIYIOIIHUM 00pa3zoMm:

JIMCT COI'JTACOBAHM 1
K TIPOeKTy npukasza «O NpoBeeHHH TEKYIIEro peMOHTa

HauaneHuk ynpasnenust E.B. Xopoumios
vH(MOPMATH3AIIHH (noonucs) (0oamay)
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— CCIIM COrIacoBaHUE OCYMIECTBIAIOT UCBMOM, IIPOTOKOJIOM, I'PU( COTIACOBAHUS
0OPMIIAET UCIIOTHUTENb MM OPraHH3aLMOHHBIH OTHe] ClIENYIOIHUM 00pazoM:

COI'JIACOBAHO

[Tucemo Poccuiickoii
aKaZeMHUH HayK
oT 05.06.2016 Ne430-162

IIpu cornacoBanuu mprkasa yKa3plBaeTcsl AOIDKHOCTD, HHULMABI U (haMUJIHH:

— 3aMECTHUTeJIeH JMPEKTOPa, HAa KOTOPBIX BO3JIOIKEHO MCIIONHEHHE (MIIM KOHTPOJIb)
OTAETBHbIX IIYHKTOB JIOKYMEHTA;

— PYKOBOJUTEJIEH CTPYKTYPHBIX [OAPA3/IeIeHHiH LlenTpa, B KOMIIETEHIIUH KOTOPBIX
HaxXO0JUTCs BOIIPOC.

B cmy4ae ecim Buser cornacosanuii He ymernarores na ogHOM JTHCTE, oopMIseTcs
NPOO/IKEHHE JIUCTA COTNIAaCOBAHUA 110 (hopMme:

IIponomkenue mucTa cormacoBaHus
K MPHKa3y (pacropsKeHHIO)
I'AOY AITO MIIPKIIO

oT Ne

OTMeTKy 00 HCIOJHHMTENe pacHoIaraloT Ha JHLEBON MK 000POTHOM cTOpOHE
TTOCTIE/THEr0 JIUCTA JOKYMEHTA B JICBOM HHXKHEM YTITy.

CornacoBaHue NPOEKTOB MPHKA30B ¢ JOKHOCTHBIMMU JMUAMH, YKa3aHHBIMH B
JTUCTE COIJIaCOBAHUS, OCYILECTBIAETCS UCIIONHUTEIEM.

ITpoeKTBI MPUKA30B BUHPYIOTCS HCIONHUTEIEM U PYKOBOZHTEINEM ITOApa3elieHus,
BHCCIIMM — TIDOCKT,  PYKOBOJAMTENIAMM  HOApA3ieNeHHi, KOTOPHIM B  [IPOEKTe
NMPEAYCMaTPpUBAIOTCS 3a[aHus U MIOPYYCHHS, & TAKKE PYKOBOIUTEIEM OPraHHU3allMOHHOI0
oTaena (BU3UPYET HMPOEKTHl NOKYMEHTOB 110 OCHOBHOI JEATEIIbHOCTH) U HOPUINYECKOTO
OTZHeNa (BU3HPYET TIPOEKTHI MPUKA30B O BBEACHHH B JSHCTBHE JTOKAIBHBIX HOPMaTUBHBIX
aKTOB).

Ecnn B mpouecce cormacoBaHus B IPOeKT NpMKasa BHOCATCS —H3MEHEHUs
HPMHLHIMAILHOTO ~ XapakTepa, TO OH IOMJIEXMUT IepereyaTke U  MOBTOPHOMY
COIJIACOBAHUIO.

B mensx yckopeHms mpoluecca cOTacoOBAaHHS HCIOMHHTENb MOYKET HaIpaBIsITh
KOTIHH TIPOCKTa OJHOBPEMEHHO HECKOJIBKHM COINIACYIONIMM JIHLAM, HCTIONb3Ys JIHIHbIE
[1OCCIIEHHSA, KYPBEPOB WJIM JIEKTPOHHYIO T10YTY.

OTanbl MOArOTOBKM IPOEKTa JOKYMEHT4, ero COrNacOBAHMS U N0paboTKu
10 3aM€YaHusAM  COIVIACYIOIIMX  MOTYT  OCYINECTBIATHCS  TaK  HA3bIBAEMBIM
«TPANMIHMOHHBIMY  CTIOCOOOM HIIM C TOMOIIBIO PACCHLTKH 3JIEKTPOHHOTO BapHaHTa
NIPOEKTa PaCIIOPSIUTENBHOTO TOKYMEHTA.

[lpy  «TpaguumonHOM»  CHIOCOGE MPOEKT  PACIIOPSAMTENBHOTO JOKyMeHTa
nevaTaeTcs Ha oObMHOM JHcTe A4, nepegaeTcsa Ha coriiacoBaHme. IT0CIC COrTACOBAHMS



36

MPOEKT IeyataeTcs Ha OJaHKe OpraHM3alMy M [epefaeTcst Ha MOANKUCh AupeKkTopy. Eciu
3aB€/IOMO M3BECTHO, YTO 3aMEYaHMii 10 MPOEKTY He OYIET, TO MPOEKT Cpasy BLIBOIUTCS
Ha OJ1aHK.

[Ipu >71€KTPOHHOM COIIACOBAaHWUH BLICHLIAETCS MPOEKT C JIMCTOM COTNIACOBAHWUS,
KOTOPLIi MeyaTaeTcs, BUBUPYETCs, CKAHUPYETCS U HAIIPABJIACTCS UCITOTHUTEIIO.

Ecnu tpeGyercst cpodyHoe coriiacoBaHue, TO JOCTATOYHO MCIIOJIHUTENIO HaIlpaBUTh
JIEKTPOHHBIA TIPOEKT IpPHKa3a COINACYIOIIEMY JIHIy W IOJYyYMTh OT HEro OTBETHOE
nmuceMo  co  cioBoM  «Coenacosanox». Tlocie 3TOro mepemucka medartaercs M
MOJKIabIBAETCS K PUKA3Y.

OTBETCTBEHHOCTh 3@ MACHTUYHOCTH BCEX HANpPABISEMBIX HA COINACOBAHME KOTIHIA
IIPOEKTa BO3NIaraeTcs Ha MCIIOJITHUTEIIS.

[Ipoekt pacmopsiiuTensHOro JoKyMeHTa IleHTpa moIKeH OBITh COTNIACOBAaH WM
BO3BpallleH Ha A0paboTKy mno 3aMevaHusiM. JlopaGoTka JOKYMEHTa MCIIONHHUTEIEM
OCYIIECTBIAETCS B CPOK He Oosee 1 paboyero aHs. JJOKyMEHT ¢ BHECEHHBIMU NPABKAMH
JOJKEH OBITh 3aBM3HMPOBAH NOJDKHOCTHBIM JIMIOM B CPOK He Gosiee 2-x KaJeHJIapHbIX
JIHell C MOMEHTa €ro MOCTYIICHHUs JOKHOCTHOMY JIHILY, BU3UPYIOLIEMY ITOKYMEHT, C
00s13aTeIbHBIM YKa3aHUEM JIaThl BUSHPOBAHMUS.

Cpok meicTBUS BU3BI COIIACOBAHMS HA NpoEeKTe NpuKasza - He 0oJiee 4-X MecsILeB
CoO JnHA ee moiyyeHus. Ecnu 3a ykasaHHBIM Tmeprol HOKYMEHT He W31aH, TO
OTBETCTBEHHBIH HCIIOJHHUTEND JIOJDKEH TOBTOPHO MONYYHUTH BH3bI Y COOTBETCTBYIOILIHUX
JIOJDKHOCTHBIX JIHLI.

OKoHUaTeIbHBIH BAPHAHT MPOEKTA TIPUKA3a B 00S3aTEILHOM HOPSAIKE JOJDKEH OBIThH
3aBU3UPOBAH:

— YKa3aHHBIMH B JOKYMEHTE UCITOJIHUTEISIMU;

— OTBETCTBEHHBIM HUCIIOJIHUTENIEM, NPEICTABUBIINM TIPOEKT.

[Ipu momydyeHun BU3 coriiacoBaHus Ha IPOEKTAX PacropsiAUTEAbHBIX JOKYMEHTOB
LlenTpa nomyckaercs yrnpoLIeHHBI MOPAmIOK BU3HUPOBAHUA, NIPH KOTOPOM BHU3BI U JaThl
COTJIACOBAHMS MPOCTABISIIOTCS B HIDKHEHW 4YacTH IOCNIEHEro JIMCTa JOKYMEHTa HHKe
PCKBH3HTA NOAMUCH JHMPEKTOpa € pacliM(poBKOH (hamMuiIuK ¥ yKazaHHEM JOKHOCTH
AOJKHOCTHOTO JIMLA, BU3UPYIOWIEr0 JOKYMEHT (JaHHBIH MHOPSIOK MPUMEHSETCS IpPH
MOJIrOTOBKE MTPUKA30B M0 KAAPOBOM MOJIUTHKE).

llpn nepefade Ha coriacoBaHHe IpPOEKTa PACTOPATHTENBHOIO LOKYMEHTA
BO3MOKHO 3 MapUIpyTa COrjacoBaHusl.

__ Tabnuua 6
Ha3zpanune mapumpyra Onucanue
IlocnenoBarenbHbIM IlpoexT cHavana mocTymaeT MepBOMY COTJIACYIONEMY; IOCIIe
' TOTO, KaKk OH  OCYIIECTBHT  COIJIACOBAHHE,  IPOEKT
- @BTOMATHYECKH TIOCTYIIaeT BTOPOMY COIVIACYIOIEMY U T.JI.
IMapannensHbrit IIpoekT mocrynaer 0JHOBPEMEHHO Cpa3y BCEM COITIACYIOLUIUM U

OHM TPOBOJAT COTNIACOBaHHE IIPOEKTa JIOKYMEHTa B JI000i
II0CIIE10BATEILHOCTH
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Haszsanue mapmpyra Onucanue

[NTapannensHo- Ilpoekr nHoKymMeHTa MoOCTymaeT cHavala OJHOH TpyIe
IOCJIeI0BATETIbHBIN NOJDKHOCTHBIX ~ JIMI,  KOTOpPBIE  MOTLYT  OCYILECTBIIATH
(MM CMelLaHHEI ) - COTIacOBaHME B MOOOH MOC/IEI0BATENLHOCTH; U TOIBKO TIOCTE

TOro, Kak BCE [IOJUKHOCTHBIE JMLA W3 TMepBOW TI'PYIIIEI
OCYILECTBAT COIJIACOBAHHE, MPOEKT MEPEChUIACTCA CIeAYIOLIeH
TPYIIIE JTOHKHOCTHBIX JIHIL

Ecnu paccmatpuBaTh cornacoBaHne MPOEKTOB PacopsAUTETbHBIX JOKYMEHTOB, TO
MOXHO OTMETHTh, 4YTO Haubojiee ONTUMANBLHBIM OyIeT SBISTHCA MapamielbHO-
MOCJIC0BATENIbHbIN MapuipyT. B sToM ciyuae MOKHO OpraHM3oBaTh COTJIACOBAHHE TI0
ClIedyIOLIeN emoYKe:

- 1 rpynma cormacyrommx — HCoIHUTENb (MK pa3pabOTIHK) IIPOEKTa NOKYMEHTA,

- 2 rpynmna coriacyromux — pyKOBOAUTENb UCIIOIHUTENS;

- 3 TIpynma COmacyloIUX — HAYaJbHHK OPraHH3alMOHHOTO oTHena, KOTOPBIH
[TPOBEPACT MMPOCKT PACIOPAAUTEIPHOTO JOKYMEHTA Ha MPABHIBHOCTE OGOPMIIEHHS;

- 4 rpynma cornacyioIux — pPyKOBOIUTENN MOIpa3ieleHuit, KOTOPBIM B IIPOEKTE
MpEAYyCMATPUBAIOTCS 3a[aHUS M IOPYYEHHs, & Tak)Ke PYKOBOIHUTENb OPHUAMYECKOTO
OT/IeN1a (ECTTH HYIKHO);

~ 5 IpyIIia COrNacyomMX — 3aMeCTUTENH JUPEKTOPa, COBETHUKH JUpeKTopa.

YKa3aHHBIH TOPANIOK COTNIACOBAHUS MPHMEHSETCS, NMPH HEOOXOAMMOCTH, W K
COracoOBaHHIO HH(OPMALHOHHO-CIIPABOYHBIX JOKYMEHTOB.

B ciyuae HeobXxomumocTH BHeceHHs B paHee YTBEPKIAEHHBIA PaclopsIauTelbHBINH
AOKYMCHT M3MEHEHHH, CBA3aHHBIX C MOIYLIEHHBIMU UCIIOIHUTENEM OpdhorpahUIecKuMu
WK TEXHUMECKUMH OLIMOKAMH, COTJIACOBAHHE MPOEKTA PACTOPSAUTENHOI0 JOKYMEeHTa
[IPOU3BOAUTCA B COKpAIICHHOM BapHAHTE: MCIIOIHUTENb, MOJKHOCTHOE JIUI0, BHECIIEE
[IPOEKT.

5. Jdopabomka  npoekma npukaza uau - PACROPANCEHUA RO 3AMEUAHUAM
cozanacylouux

B ciayuae BbIHECEHWS OOHMM MM HECKOJIBKUMHU COTIIACYIOIIUMU 3aMeYaHuid
NIPHHIHUMHAIIBHOIO XapaKTepa, MEHSIINX CYThb JOKYMEHTa, IPOEKT JODKeH ObITh
reperneyaTaH (T.e. I0JKHA OBITH CO37aHA HOBAs BEPCHs MPOEKTa JOKYMEHTa) U [IOBTOPHO
COTJIacOBaH.

Ecmu Bo Bpemsi cornacoBaHus ObITH  BBIHECEHBI 3aMEUAHHS pPEeNaKLIMOHHOTO
XapaKkTepa, HC MEHAIOIUNE COJICPXKAHMS IIPOEKTa, TO IMPOEKT TAKKEe TOIEHKHT
NeperevaTke, Ho MOBTOPHOI'O COrNIACOBAHMS B 3TOM Cilydyae He Tpebyercs.

6. Iloonucanue npuxasza wiu pacnopaicenus

Tocite cornacoBaHus MPOEKT PACIOPSMTENLHOTO JOKYMEHTA OpPraHH3allHOHHBIM
OTJIe/IOM Ha OJlaHKaX yCTaHOBIICHHOM (OPMBI U TIPeACTaBISIeTCs Ha TIOAIUCEH JUPEKTOPY C
MIPWIOXKEHUEM JIMCTOB COTJIACOBAHMS.

CornacoBaHHBII IPOEKT JOKYMEHTa MepeaeTcs Ha MOAIIHCE JHUPEKTOpY.



38

Eciu BU3BI cormacoBaHus oGOpMIATHCE HE HAa 0OOPOTHOM CTOPOHE MOCIEIHEro
JIACTa TPOCKTa, & Ha OTAENbHOM JIMCTE COIJIACOBAHMs, TO B 3TOM CIydae TaKKe
HE0OXOMMO repelaTh PYKOBOJUTEITIO JIUCT COTIACOBAHMS MTPOEKTa JOKYMEHTA.

[locne mommucanus MPOEKT CTAHOBMTCS TIONHOIEHHBIM JTOKYMEHTOM, MMEFOIIUAM
opuanveckyro  cuiy. Jlamee npukaz  MIHM pacmopsbDKeHHE — JOJDKHBI  OBITh
3apEerUCTPUPOBAHEI.

7. Pezucmpauua npukaza wuiu pacnopaxcenus

Perncrpauus gpukcupyer ¢akr cosganus nokymenta. CTOMT OTMETHTh, 4TO
peTuCTpalMs TaKKe HYXHa Ui JalpHefIIero y4yera MOKYMEHTOB W OpraHM3alliu
CIIPABOYHOH paboTEhI.

Perucrpauus ocymecTsnsercs NOCPEACTBOM 3allMCH B 3JEKTPOHHBIH KypHAI,
KOTOPBIN B KOHIIE KaXI0T0 Mecsla pacreuaTbiBaeTcs.

Bo BpeMsI perucTpamnun TOKYMEHTY MPUCBAUBAIOTCS MOPSIKOBLI
PEruCTpallMOHHBIA HOMEp M JaTa AOKyMeHTa. JlaToi mpukasa W pacrnopsykeHHs JOJKHA
SIBITATHCS J1aTa MOAMHCAHUS TUPEKTOPOM.

Haty moxymenTa ohopMIsIIOT apabckuMu 1U(pPaMu B MOCIEA0BATEILHOCTH: 1€Hb
mecsna, Mecsl, roi. Jlens mecsua u Mecsaly oGopMISIOT AByMs mapaMu apaObekux mudp,
pa3eIeHHbIMU TOYKOU; IO/l — Y€ThIpbMs apabckumu nudpamu. Hanpumep, nary 5 uions
2003 r. crenyet opopmisats 05.06.2003.

Ecnu 3aperucTpUPOBAHHEBIH pacnopsIuTeIbHBIN JOKYMEHT BHEC
M3MEHEHHE/OTMEHHI paHee U3JaHHbIH JOKYMEHT, TO HAa HeM CTaBUTCS IITAMII C OTMETKOMH
00 ero U3MeHeHNH/OTMEHE B BEPXHEM [IPABOM YTy NEPBOTO JIHCTA.

[IITamn cogepuT cieayrone peKBU3HTEL

— cnoBo «M3MEHEH»/«OTMEHEH»;

— HOMEp JIOKQJbHOT'O HOPMATHUBHOTO aKTa, W3MEHHBILErO paHee W3JaHHbI
pacnopsIuTeNbHbIA JOKYMEHT.
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8. [oeedenue npuxaza uiu pacnopaxcenus 00 ucnoiHumeeil

JoBeneHue pPacopsIIUTENIEHOTO JIOKyMeHTa 10 UCITOJIHUTENEH — 3T
THPQXXHPOBAaHHE [OKYMEHTa, €r0 pacchlika (B BO3MOXHO C)KaThle CPOKH), Iepenaya
MCITOJIHUTEIISAM, O3HAKOMIIEHHE T10]1 POCITUCE.
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Paccbuika mMpoM3BOAMTCS OpraHM3aLMOHHBIM OTJAENOM B  BUIE 3JIEKTPOHHOIA
PacChIIKKM pabOTHUKAM, YKA3aHHBIM B JIOKYMEHTe M JIHCTE COINIACOBAHMS, B TEUCHHE 3
KaJIeHIapHEIX [HEH C MOMEHTAa IOANHMCAHMS M PEerHCTPAlMHd, €ClH JOKYMEHTOM He
[PeyCMOTPEHO HHOE.

Bhlirenpuse ieHHbIe STaMbl BEIMOIHAIOTCS MOCIEAOBATENBHO, OT MEPBOrO Tana K
BOCbMOMY, KPOME TOro, MATBIM 3Tall MOXET BOOOIIE OTCYTCTBOBATH, €CIM Ha 3Tale
COTJIaCOBAHMs HE BOSHUKHET HUKAKUX 3aMeYaHUH K POEKTY J0KyMEHTa.

4.2. Ilucema

HenoBass mepemucka — BHUI AEJIOBOM KOMMYHHKAILIUH, OCYILIECTBIIEMOH B
MMCBMCHHOW WM 3JIEKTPOHHOM (opme, s o6MeHa uHOopManued oduUHaATLHO-
NENOBOr0 Xapakrepa.

Camo noHsTHE OQHUIMATBEHOCTH MEpPeIHCKH 03HAYACT HATHIHE B Heii ciyKeOHOU
WIM VHOHW IeNoBod HH(MOPMAIHUHK, KOTOPas MO0 KAKMM-THOO MPUUMHAM He MOYKET
epejlaBaTeCsd  anpecaty yCcTHO Wi HeoduuuanbHo. Hampasnsgs —oduuumansHoe
COOOIIECHUE, €ro aBTOp MOJYEPKUBAET CBOE AEJ0BOE OTHOIICHHE K TEME. IIpu sTom on
o0s3aTeNbHo MO0  peJICTaBIseT OpraHM3alMIo, YKaspiBasg BCE COOTBETCTBYIOILHE
PEKBU3HTHI, JIMOO BBICTYIIAET OT CBOEr0 MMEHH, IMOJNHMCHIBASLCE peanbHBIMU (haMUITHEH,
MMEHEM H OTYCCTBOM, U MPETOCTaB/IAA JaHHbIE CBOEN0 MECTOHAXOXK/CHUS WIIM KOHTAKTEI
AJs lajibHenIero ooMeHa nHbopmalueii.

4.2.1. Knaccudpurkauus 1e10BOro nucsMa

Jei1oBbIe TUChMa MOXKHO KIACCH(PHIMPOBATE [0 PA3HBIM OCHOBAHHSIM.

B 3aBHCHMOCTH OT TOro, BBIXOAMT JIM TIHCHMO 3a MpEebl OJHOI OpraHH3al1H,
BBIJICJISIOT 1Ba BU/1A KIIACCH(DUKALINH:

1. BHetunsis1, HanpaBisemMas CTOPOHHEMY ajpecaTy.

2. BHyTpeHHsS, HCIIOIb3yeMas B IIpeiellax OmHOM OpraHu3alyH.

ITo wesn enoBoro cooGieHns, nepenucka moxpas/essercs Ha CIIEYIOIIUE BUIEI.

1. Undpopmanmonnoe mucemo.

OcHOBHasg 1enb 3TOro0 COOOIWIEHUS — JOHECTH oULHATEHYIO HMH(BOPMAIIHIO,
HAIpUMEp, O KaKOM-IM0O M3MEHEHHWH B AESTENbHOCTH OpraHH3alliu, KOTOpasi JIOJDKHA
OBITE y4TeHa MoNydyaTeldeM: CMeHa MecTa PacIOJOKeHHs, PEKBU3UTOB, JTOHKHOCTHOTO
L@, KypUPYIOLIEro pelleHHe Kakoro-nmubo Bompoca. ITMCbMO MOXKET pazbscHSTH
IIPUMEHEHHE npaBuil, TpeOoBaHuH 3aKOHOJATeNIbCTBA, periiaMeHToB
opranusauuu. Ilomnmo coGcteHHO uHMOpMaUMOHHON uYacTH, K HeMmy MOTYT OBITh
n0OaBIeHbl IPUIIOKEHHUS ¢ JOKYMEHTAMH.

2. ITucemo-coobiienue.

ConepxxaHue 5TOro BuAa MUCbMa — Jrobas uHQOpMalKs, KoTopas HeoOXomuma
alpecary JUis TOTro, 4ToObl BBINOJHSATH KaKHe-IW0O 3amaud Mmu QYHKIHA B pamKax
obutero gena. OcoGeHHOCTh HaNpaBISIEMON MH(MOPMAIMK B TOM, YTO OHAa B OAMHAKOBOW
Mepe BOCTpeOOBaHa M OTHPABHTENEM, U ModydaTeneM. Takoe cOOBIIEHHE TAKIKE MOKET
OBITH OTHPABIEHO B OTBET HA 3aIlpoOC MapTHepa [0 Me0BOi KOMMYHUKaluKM. B oTnuune
OT HH(GOPMAILIMOHHOTO MUCHMa, OHO BCETIa KOPOUe TI0 CBOEMY 00BEMY.

3. Ilncemo-3asiBKa.
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Bun nenosoii nepenucky, mpeanonaraiouii OTIpaBKy 3ampoca Ha TONYUeHHe
KaKoH-1u00 ycrmyru uid HHQOpMALHH, HallpuMep, O BO3MOXKHOCTH Y4YacTBOBATh B
AEJI0OBOM MEpOIPUSTHH: BBICTaBKE, KOH(pepeHIMH, cemuHape. Kak npaBmio, MHCEMO
MHAUMHPYET BBINOJHCHUE TIOJTydaTeeM AEeHCTBUHN 110 Npe/IOCTABIEHUIO 3alpalliBaeMOil
MHOOPMAllMK, — HanpuMep: ODOPMIEHHE  3aKa3a MM O(QUIHMAILHON  3asBKH,
Npe/l0CTaB/ICHHE PEKBU3UTOB AJIs1 0(DOPMIIEHHUS CUeTa Ha YCIyIH.

4. IIncpmo-3anpoc.

CooduieHne, HampapisieMoe ¢ LENbI0 MOTYYHTh AOMOTHUTENBHYIO HH(POPMAIMIO
WM JIOKYMEHTALHIO ¢ 00A3aTe/IbHBIM 000CHOBaHUEM HEOOXOAMMOCTH B 3alpalllMBaeMoil
UH(pOpMaITHH.

5. ITuceMo-ipeIoKEHHE.

Bun nuceMa, B KOTOpoM ajpecary MpeisaraeTcs paccMOTPeTh BO3MOXHOCTh
COTPYAHHYECTBA, O3HAKOMHUTBCS C yCIyrod miu ToBapoM. YacTo mcmosb3yemas (opma
AJsL - OTIIPABKM ~ KOMMepuecKoro mpemnoxkenus. OHO MoxkeT OBITh  HaIpaBJIeHO
VHULIHATHBHO MIIM B (hopMe OTBeTa Ha MHUChbMO-3arpoc. OCOOEHHOCTE TAKUX COOBIIEHNH B
TOM, YTO OHH MOTYT pacChlIaThCs Cpa3zy HECKOJIbKMM aapecaram. Bcid IMHCEMO
HalpaB/ACTCd MNOTCHUMAIBPHOMY KJIMEHTY MEpPBBIH pa3, TO, KaK MPABUIO, COAEPKHUT
001110 MH()OPMALIHIO 0 KOMITAHHUH.

6. [lucemo-npurnamiesue.

OTo cooOluieHWe TIpUITIAIIAET TONydyaTeNns Ha BCTPeYY MIM MepOTPUSTHE.
OcoOeHHOCTE THCEMa B TOM, YTO MPH ero o(QOPMIIEHHM MOMYCKAETCS HCIIOJIB30BAHME
MeHee O(UUMaTbHBIX ONAHKOB C JOMOJHHUTENBHBIMH DIEMEHTAMH, YKDPAIIAKOIIMHU
coobwenne. Takxke ocobeHHOe BHHMaHHWe yHeNseTcs AeTalU3ali ajpeca, NATHI,
BPEMEHH U MapIIpyTa 10 MeCTa IPOBEICHHS BCTPEUH.

7. IluceMo-HATTOMHHAHKE.

Lens aT0ro coobuienus — HaNOMHUTEL 00 06s3aTeNbCTBAX, JAHHBIX MOJIyYaTeIeM B
paMKax —peIeHHs] KaKoro-iubo JIeJ0BOTO  BOMPOCA: IOTacHTh  3aJ0DKEHHOCTE,
MPe0CTABUThL OTYET, HA3HAYUTH BCTPEYY U T.1.

8. ITuceMo-nipeTeH3usI.

PekiiamMarun CoCTaBAIOTCA B TOM CIIydae, eCiii OJIHA M3 CTOPOH, YYACTBYIOIIHX B
KOMMYHHKALUH, KO0 HE BBINOJIHUIIA CBOHM 00s13aTebCTBa, JTMGO0 J0MyCTHIIA OIUOKY [IpH
MX  BbIMOMHEHWH. OTiHMYUTENbHAS OCOOCHHOCTH [MpPETEH3UH — HAJM4Ue MOIPOGHOro
OMMCAHUS HapyLIeHHBIX YCJIOBHii, MHpOpManuu 00 omeHke ymiepba u TpeGoBaHMil ero
BO3MENICHHU WJIM MCIPABJIEHUS BBIABICHHOINO HapylieHHs. YacTo 3TOT B NUCHMA
CONEP)KUT TPHIIOKCHUS, Hampumep, (oTorpaduu HCHOPUYEHHOTO TOBapa, KOIUU
JOKYMEHTOB: JOrOBOPOB, aKTOB MPUEMKH.

9. I'apanTHitHOE MUCHMO.

OrrpasuTenb TaKoro MUChMa rapaHTHPYET BBINOJIHEHHE YCIOBHH, JaHHBIX UM IIPH
3aK/TIOYEHNH KOHTpakTa: oOellanue BepHYTh TOBap, [OCTABHTH €r0 BOBPEMs, OILIATHUTE
CUET WJIM BBINOJHUTL pabOTHl B COINACOBAaHHLIE CPOKH. [ 'apaHTHIiHOE MHCEMO MOIXKET
OBITh MCIIOIB30BAHO B Ka4ECTBE OTBETA HA PEKIaMAaLHIoO.

10. PexomeHnarenbHOE MMUCHMO.

Ocobennast dopma nemoBoro cooOlieHHs, B KOTOpOl ero aBrop jJaer
PEKOMEHIALMIO TPEThEMY JHIYy MM OpPraHM3alWH, MPEIOCTaBIsAsd TEM CaMbIM €ro
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XapakTepPUCTUKY. PekomeHnareibHble IHMCbMa OCOOGHHO  pPACIPOCTPAHEHLI  MPH
YCTPOHMCTBE Ha paboTy WM MPENOCTABICHUM PEKOMEHIAIUK KOMIAHUM JpPYTHUM

KJIHCHTaM, conepﬁ{ameﬁ OITMCaHME Ka4deCTBa OKa3bIBAEMBIX €HO YCJIYI H ocobeHHOCTEH
COTpYAHHYECTBA.

11. DTukeTHBIE MHCEMA.

Crenmduueckuil BuJ NeNOBBIX COOOLIEHMH, HANpPaBIAEMbIX INPH HACTYIUICHHH
KOHKPETHBIX COOBITMH, HMEIOMIMX 3HaYeHHe Uit moiyuaress. K 5Toi kaTeropuu mmcem
OTHOCATCSl MUCHhMA-TIO3IPABICHUA C TMpa3JHUKAMH W  3HAYMMBIMH  COOBITHUSIMH,
O1aro/[apcTBEHHBIE TMChMa 3a BBIMONHEHHE PabOThl MM y4acTHe B IPOEKTe, MUChMa-
cobonesHoBanus. Kakum Gbl Hu GbUI MOBOA NS HANMCAHMS COOBIIEHHS, 5TO BCEIr/a
IPOsIBJICHHE BHUMAHHUS K TIOJIyYaTellIo.

[lo MHMIMATUBHOCTH BCe NETI0BbIE COOOIIEHUS MOIPa3IeIIOTCS Ha:

— UHULMATUBHBIE [THCHMA,

— IHUCbMa — OTBETHI.

4.2.2. MeToa co3AaHHsI M OTNPABJIEHHS HCXOASIIHX THCEM:

L. TIpoekT nexomsmero muchMa cos3maercsi pabOTHHKOM 110 TOPYYEHHIO CBOETO
pykoBoautens. JlaHHBIA paOOTHUK OyAeT CUNTATHLCA UCIIOIHUTENEM TUChMA.

2. Tlpoekr mucbMa, COTNACOBAHHBI C  HENOCPENCTBEHHBIM DPYKOBOLHTENEM,
HaIIpaBIIsIeTCs B BJIEKTPOHHOM BH/I€ B OPraHU3allHOHHBIA OTae].

3. PabOTHMKM OpraHM3allMOHHOTO OTHeNa NPOBEPAIOT M PEAaKTHPYIOT IPOEKT
nuceMa. IIpi BOSHMKHOBEHUM BOIPOCOB IO JOKYMEHTY paGOTHHKH OpraHM3al[MOHHOTO
OT/ieJIa CBA3BIBAIOTCS C UCTIOJIHUTEJIEM.,

4. ITocne cormacoBanusi NPOEKTa JOKYMEHTA ¢ HA4albHUKOM OPTraHU3aIl[MOHHOTO
OT/eNa, OH BBIBOAMTCS Ha mnedyarb Ha Omanke mucema [AOY JIIIO MIIPKIIO wu
nepenaeTes IM00 UCTIONHUTENIO, MO0 Ha MOANUCH TUPEKTOPY.

5. Ilocne moanmucanust TOKyMeHT BO3BPAIIAETCs B OPraHU3aIMOHHBIH OT/eN, e OH
perucTpupyercs.

6. OTBeTbl Ha KOHTPOJBHEIE NOPYYEHH S, MoJyueHHble yepes CDJI, cKaHUPYIOTCS U
OTMPAaBISIFOTCS  OTBETHBIMM NHUCbMaMu. [lo BceM ocTanbHBIM NHCEMAaM  COTPYIHMK
OPTraHU3alMOHHOTO OT/IE]Ia YTOYHSET Y UCTIOJIHUTENS CII0COO OTIPABKU:

— mpu ornpaBke nuceMa Iloutoii Poccum ucnonHuTens cooOluaeT peKBU3UTEI
OpraHu3alni, KyJa HamnpaBiseTCs MOKYMEHT (IOJHBIM IMOYTOBBIH aipec M Ha3BaHUE
OPraHU3al|K) U TPOU3BOJIUT 3aIUCh 3asiBKU B CIIELUANBHBIN 5KypHAT;

— OpH ornpasieHud mucbma no COJl, HMCHONHUTENL IHCHMAa CBA3BIBACTCS C
Ha4YaJIbHUKOM OPTraHU3alMOHHOTO OTJAeja [ YTOUHEHHWS HAIW4Ms OpraHu3aliu-
ajpecara B CHCTEME DJIEKTPOHHOIO JJOKYMEHT0060poTa;

— TpH OTIPABJICHUH ITHCHMA 110 JIEKTPOHHOM MOYTE UCIIOJIHUTENb COOOIIAET anpec
3JIEKTPOHHOM TOYThl COTPYAHUKY OPraHM3alMOHHOTO OTJeNa WM OTIPAaBISIET ero
CaMOCTOSITEJILHO;

— OTIpPaBKy C HAPOYHBIM OCYILECTB/ISET UCTIONHUTENb JOKYMEHTA.

7. Ecu noyIMHEUK JOKyMeHTa He oTrpasisiercs [Tourtoit Poccuu, To oH ocTaeTcs B
OpraHv3alHOHHOM OTAENE WK ero 3a0UpaeT UCIIOIHHUTENb.
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4.2.3. CTpyKkTypa 1€710BOr0 MHCHMA

DTHKa HalMCaHWsA NENOBBIX IHMCEM IPEIITUCHIBAET WCIIOIB30BAThH ONpeIeIeHHYIO
CTPYKTYpPY HEJI0BOr0 COOOIICHHMS.

K 0CHOBHBIM pazfenam MUcbMa OTHOCSATCS:

— YKasaHue ajjpecara (€c/Iu MMChMO IevaraeTcs Ha GaHke);

— [PUBETCTBHE;

— BCTYIUIEHHE ¢ (JOPMYTUPOBKOH IeNTH 0OpalleHus;

— OCHOBHas 4acTb ¢ UH(pOPMaLIHeH, KOTOPYIO HEOOXOAMMO JOHECTH JI0 ajpecara;
3aKJIIOYMTENIbHAsE YacTh C BBIBOJOM WIM pe3lOMe 10 TeKCTy IHChbMa U
HH(pOpManKeH 0 ToM, KaKo# pe3ynbTar 0’KHIaeT MOJNyYHTh aBTOP COOOILIEHNUS;

— 3aBepuiaronias Gppasza U MOAMHUCE.

OcnoBHble cBefieHNst 00 0OQOPMICHUN PEKBU3UTOB JOKYMEHTA yKa3aHbl B pasjaee 3
HACTOsIEe MHCTPYKUHUH (aapecar, TEeKCT, NPWIOKEHHE, T[OANUCh, OTMeTKa o0
UCIIOJIHUTEIE, [1e4YaTh).

4.2.4. JTHKeT 1€JI0BOT0 NMHCHMA

Ilpu oOpaiiennu x rpynmie pabOTHMKOB HITH KO BCEMY KOJUIEKTHBY OpTaHU3allHH
HCITONb3YeTCs (popMa obpateHus « Yeasxcaemoie konnezu! ».

O¢uumaneHeIi XapakTep UMeeT oOpalleHHe 0 UMEHH M OTYECTBY MIJIM TOJBKO IO
MMEHH (B 3NIEKTPOHHOM nepenucke): « Yeaocaemoiii Bukmop Cepzeeeuu!ly, « Yeaxcaemuviii
Anopeii!».

[Ipy cocTaBieHuWM OTBETOB Ha ITHCHMa MOBTOPEHHE B TEKCTE MHMChMAa CCHIIKH HA
PEKBU3UTEI BXOJALIEr0 JOKYMEHTa sB/IsgeTcs omKrOKkoi. Hanuuue otmensHOro pekBusmra,
rie JaHHble 00 MHULMUPYIOILEM JOKYMEHTEe Cpa3y BUIHBI, U30aB/ISET OT HEOOXOIUMOCTH
AyOnvpoBanus 5Toi MHGOPMALKK B TeKcTe mucbMa. Bmecto dpassl «Ha Bawe nucomo
om 28 urona 2016 2. M 25/3923 coobwaem...».

Texct mnuceEMa HOJDKEH TpaKTOBaTbCA OJHO3HA4YHO. BBO,E[H&H HaCcTb MOXKET
Ha4YHMHATLCA CJIOBAMH:

B cea3zu ¢ mem, umo...;

Besuody nocmynnenus ¢ boavuium onozoanuem...;
Ha ocnoeanuu npuxaza om...Ne...;
Coenacro dozosopy om... Ne...;

Hamu paccmompenvr Bawiu npednoscenus...;
B omeem na Bawe obpawenue...;

[lo 3anpocy....;

B coomsemcmeuu c...,
Coobwaem, umo...;
bnazooapum Bac 3a npuenrawenue...;

B omeem na Baw 3anpoc coobwaem...;

B ocHoBHOM yacTu nuckMa GpopMyIHpyeTes NpeIIokKeH e, OTKa3 WM IPochoa.
B ciyxeOHBIX MHCbMaX HCIOMB3YIOTCS ClIMyIomne GOPMbI H3T0KEHHS:
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— OT IM€PBOro JHLA MHOXECTBEHHOI0 4YHcha (Hanpaeisem Ha coeracosanue,
NPOCUM PaACCMOmMpPems);

— OT TPeTHEro JMua eJMHCTBeHHOro umcna (Llewmp He eospasxcaem). 1o
OOBSACHSETCS TeM, YTO JAODKHOCTHOE JIUIO, MOAIHCABIIEE THCHMO, BBICTYIAET OT UMEHH
CBOGH oOpraHusauu, a He ot cebs jnuno. M3nokeHWe muchMa OT MEPBOro JMIA
CAAMHCTBEHHOTO YHCIIA (MpOULy nepevuciumo, cHumaro Heobxoo0umMim) TOMYCTHMO U B
CICAYIOIIMX Cily4asX, KOrja MUCbMO O(pOpMIAETCs Ha JODKHOCTHOM 6naHke (8 TAQY
JITO MIIPKIIO Ttakux 6i1aHKOB HET) KOHKPETHOI'0 JOJDKHOCTHOTO JIMIA WIIH HOCUT
KOH(UIEHIMABHBIH XapakTep U oOpPMIISETCS He Ha OIaHKe TTHChMA.

KoHcTpykuus rmaron + jguyHoe MecTOMMEHMe B JlaTelbHOM Maaeie (npednazaem
Bam, nanomunaem Bam) CTUINCTHYECKM, BHYTPEHHeHW WHTOHALMEH OTIHYATCS OT
(hopMbI, KOTOpasi COCTOMT W3 OAHOTO TNAroNa (npedrazaem, nHanomunaem) OOINbILIEH
MST'KOCTBIO.

CylecTBYIOT /1Ba OCHOBHBIX CIIOCO0a KOMIIO3UIIMU TEKCTA MTHChMA: UCTOPUYSCKU I
U CUCTEMaTHYECKHUHA.

ITpu ucTopuueckom crocobe comepkaHUe U3NAraeTcs B TOM IOCJIe0BATEILHOCTH,
B KOTOPOH MPOUCXOMUTH coObITHA. To ecTh cHAuaga OMNMCHIBACTCS PeIBICTOPHS
CATYallud HIIM COOBITHs, 3aTeM TO, YTO SBISETCS HEMOCPEICTBEHHBIM IOBOJIOM
(IpMYMHOI) HaMWMCAHUA MUCHMa, Jajee NPUBOASATCS apryMEHTbl M CIEIYIOT BBIBOJIBI.
Takoli cmoco0 wu3mokeHHUsT Ha3bIBAETCS METOJOM  «OOBIMHOM mnupaMuasl». OH

MCTIOJNIE3YCTCs. B JICJOBBIX IHMCbMax TII0 BONPOCaM OCHOBHOW (IIPOM3BOICTBEHHOI)
JESATENbHOCTH OpraHu3al|y.

IIpu crcTemaTyecKoM CrocoGe H3/I0KEHHs! Bce OCHOBHbIE (GaKThl HIIH T10J0KEHHUS
MPUBOIATCS B MepBOM ab3alle MUChbMa, B CIEAYIOIMX ab3alax — Bce MOAPOGHOCTH,
KOHKpeTHas M yTouHsomas HHpopmaunsa. Takod crmoco® W3I0KEHHUsS Ha3bIBASTCS
METOZIOM «IIEPEBEPHYTOM TNHpaMuib». OH HCIONB3yeTCss HpH TIOJATOTOBKE MHCEM-
NpUIrIaleHuH, M03ApaBlieHui, MHQOPMALMOHHBIX U MUCEM-TIPEIIONKEHHUIA.

Jlsi GONBIIMHCTBA ETOBBIX MMCEM XapakTepHa YCTOWYUBOCTb CTUIHCTHYECKHX
060poToB. Mcmosb30BaHNe CTAHAAPTHBIX A3BLIKOBBIX MOJEIeH MO3BONSET 3HAYHTENHHO
00JIErYUThb MPOLECC COCTABIIEHUS TEKCTOB JOKYMEHTOB.

Tabmuua 7
PasnoBuanocTn
nucbMa _
ComnpoBosurensHoe — «Hanpasnsem Bam...»;
— «Bo ucrnionnenue Bamrero nopyuenust HanpasJiseM. .. »;
— «CornacHo JOCTHIHYTO# 1OTOBOPEHHOCTH, TPEIATAEM. ..»
Hanomunanue — «Hanomunaem Bawm, 4uro...»;
— «llo ucredennu ... cpoka IpeUI0KeHHe Hallel OpraHu3aIum
TEPSAET CHIIY.»
H3Benienne —  «Coobmaem Bam, yto...»;
— «CraBum Bac B M3BECTHOCTS, UTO ...»;
— «M3Bemaem Bac o ToMm, 4T0...»;
— «CunTaeM HEOOXOMMMBIM MOCTaBUTH Bac B M3BECTHOCTS...»

O6opoTel
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Paax;onﬂcp:jtwﬂaocTu Cenien:

[Ipocrba — «MBkl1 byzneMm GnaromapHsl, eciid Bel cMoKeTe...»;
— «Hawm xoTenock Obl MONMYYHTE...»;
— «MBbI KpaiiHe 3aHHTEPECOBAHEI B PEILIEHUH HTOTO BOIPOCAY;
— «K coxanenuro, B CBA3M C BPEMEHHBIMH TPYIHOCTSIMU MbI
BBIHYKJIEHBL...»;
— «B COOTBEeTCTBMM ¢ Hallleil [OTOBOPEHHOCTBIO IPOCHM

~Bac..»
braronapHocTs — «MpsI npusHaTensHBl Bam 3a...»;

— «BrIpaxxaem G1aromapHocTs 3a...» :

B nenosoM rmnucbme mpenmoutenue OTHAETCS CTpajaTeNbHBIM KOHCTPYKIMSM,
KOTOpBIC aKIEHTUPYIOT BHMMaHHWE Ha CJOBaX, 00O3HAYAIOLIMX AEHCTBHUS, HAaNpUMep:
NPeONodICeHUs PACCMAMPUBAIOMCA, MEPbL NPUHUMAIOMCS, PABOMA NPOU3E0OUMCA.

B Tekcrax nuceM HMCIONB3YIOTCS KOHCTPYKIMH, KOTOPBIE HE TOJBKO HA3BIBAIOT
JencTBHe (OKa3aTh, NMPOM3BECTH), HO W 0003HAYAIOT TPEIMET ACHCTBHSA (mopnepixka,
COJICHCTBUE), HATIPUMED:

— OKasamo codeiicmeue (a He CONEHCTBOBATD);

— npouzsecmu yuém (a He YYEeCTb);

= ocyujecmeume deamenvHocmy no... (a He Clenars).

[pn Harmcanun nucem creyeT cobIIOAATh COYETAEMOCTH CIOB MEKAy COGOH
NpaBujia yIpaBIeHUs] B PYCCKOM SI3bIKE.

| | Tabnuua 8
IIpaBuibHoe ynorpetJ ienne Omn6ounoe ynorpedienne
1 2
HalpaBUTh HAa PACCMOTPEHUE BBICJIATh HA PACCMOTPEHHE
nepeaaTh B ylpaBieHHe 1epeaTh A YIpaBIeHHs
OCYIIECTBIIATH KOHTPOIIb BECTH KOHTPOJIIb
BHOCHTB TPEAT0KESHHUS JIaBaTh MPEITOKEHHS
NPEN0CTaBUTh HH(DOPMALIHIO CO0OUIUTH HH(DOPMAIIHIO
MOJIYYUTh UHPOPMALIHIO y3HaTh HHPOPMAIIHIO
MPEACTaBIISATL COOOU HPEACTAaBIIATh U3 ceds
COOpPHHUK BKITIOYAeT cOOpPHUK BKIIFOYaeT B ceOst
COIJIACHO IIPHKa3y (MPUIOKEHHIO) ~ COIVIaCHO NpHKa3za (NPUIOKEeHNS )

Kpome ToOro, B jenmoBoit rnepemmcke YacTO yMOTPEGNAIOTCS — CIEAYIONIHME
CJIOBOCOYETAHUS: KOHMPOIb 8031A2AEMCA, NPObaeMbl paspeutaromest, 3a0avu peuamces,
3A00IHCEHHOCIb NO2AWIACNCS, ONAAMA NPOUZBOOUMCS, D02080PEHHOCHTL DOCMULACMCA,
CKUOKU NPedycMampusames u npedoCcmasiaiomcs.

Pexomenznyercss ucnonb3oBaTh B DIEKTPOHHOW IEpENUCKe BBOAHBIE CIOBA U
KOHCTPYKIMH (RO-6UOUMOMY, HNO-NPENHCHEMY, KaK U3BECMHO, eClU BOZMONCHO). DTO
MOMOTaeT H30eraTh KaTeropuueCKUX BbICKA3bIBAHMIA.
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4.2.5. OcoOeHHOCTH 3JIEKTPOHHOTO Je/10BOT0 0GIeHMSI

B coBpemennoit neficTBuTenbHOCTH GoNbIast YaCTh AEMOBBIX TTHCEM OTIIPABISETCS
[0 3JIEKTPOHHOH IOYTEe, B CBA3M C 4€M B MPABUIIAX JAEIOBOrO ITHKeTa chOPMHPOBAHEI
TpeOOBaHMs K BEICHUIO 3JIEKTPOHHOTO JEI0BOr0 OOIIEHMUS.

I. Ecu cooOlienns HanpapiIsioTCss He ¢ KOPHOPATHBHBIX CepBEPOB, HYKHO
BHUMATEJIbHO OTHOCUTBCS K HalMCaHMIO agpeca dJIEKTPOHHOM moursl. HaspaHue
BIEKTPOHHOTIO SIHKA JOIKHO OBITh O(HIIHATIBLHBIM.

2. HeoOxXoqMMO BCerna 3amojiHATh TMONE ¢ TeMOHM IHChMa, bopmymupyst  ee
MaKCHMalIbHO KOPOTKO U €MKO.

3.Tlpu Hamucanuu OTBeTa MOXHO LMUTHUPOBATh HCXOZHOE COOGIIEHHE, UTOOBI
fI0JIy4aTe/ib MOT IPOCMOTPETh, Ha KAKKE BOIPOCHI OH XOTEJ MOJYYHTh OTBETHL. JlaHHOe
[TpaBUJIO HECTPOroe, NMPUMEHSETCSI B 3aBUCHMOCTH OT IMPUHSATBIX CTAHAAPTOB IeNOBOM
[ICPLITUCKH HA NPEANPUATHH WIH CIIOXKUBLUIMXCA MPABMII KOMMYHHMKALMK C KOHKPETHBIM
M0JIydaTelieM.

4. JlomycTUMO HCMOJIb30BaHHE BO3MOKHOCTEH MOYTOBBIX MPOTPAMM 3aIlpallMBaTh
coobieHne o mpouTenuy. ITonb30BaTHCS 3TOM ONIHElH HEOGXOIUMO He BCETIa, 0COBEHHO,
€CIIM MHUChMO COCTABIACTCS Ui OOpamleHus 3a IpeleNbl OpraHu3alliM, IOCKOIbKY
nojy4yate]lb B O3TOM Cliydyae 0OfA3aH OTIPABUTH TAKOE YBEJOMIEHUE, YTO MOJYKET €ro
pasipaxath. Jlydine ucronb3oBaTh (GOPMYTHPOBKH B TEKCTe COOOUIEHHA ¢ NPOChOOM
YBEJIOMHUTb O MOJIy4YeHUH TTHChMa: «IIpocum moATBEepAUTE MonyueHuey.

5. [lopnuck B 3MEKTPOHHOM IHCHME UMEET CBOM ocoGeHHOCTH. OHA J0JKHA OBITH
bonee pasBepHyTa, yeM Ipy opopMIeHUH Ha GaHKe opraHu3anuu. B nenosoit nepenucKe
MPUHATO HE TOJILKO MOAMMCHIBATE IMTUCHMO, HO U PSIIOM C MOJAIMUCEI0 YKA3hIBATH HA3BaHHE
OpraHU3ally, MOJKHOCTb, KOHTaKTHbIM TenedoH. [lo cyTtm, takoil dopmar mommucu
3AMEHSET INAIKy re4aTHOro OnaHka. BO3MOKHOCTH I[OYTOBBIX IIPOIPAMM MO3BOJSIOT
CO31aTh IIAOJIOH TMOANMUCH M HCIIONB30BATh €ro C aBTOMATHYECKON MOJCTAHOBKOH B
KaKJ10e OTIIpaBseMoe COO0IIeHueE.

6. IIpuioxkeHus HANPaBIAIOTCS BIOKEHUAMHE B 3JIEKTPOHHOE COOGIIEHHE, [PU 3TOM
B TEKCTE MOXHO NEPEYUCIUTE Ha3BaHUs BIOKEHHBIX (paiiiIoB.

4.3. IIpoTokoa

[TpoTokon - NOKYMeHT, B KOTOPOM (HKCHpPYETCs XOI OBCYKIEHHA BONPOCOB W
NPUHATHS PEILeHWH Ha 3acelaHMsAX KOJUlerHanbHbIX opranos I'AOVY JIIIO MIIPKIIO,
COBETOB, KOH(EPEHLMAX, aIMHHUCTPATHBHBIX COBETaX, PAGOYMX COBELIAHHMSX, HEIOBBIX
BCTpeYax, 9KCIEPTHBIX KOMUCCHIH U T.[.

IIpoTokon cocrapnsieTcss Ha OCHOBaHHM YEpPHOBBIX 3aMUCEi, CTEHOrPAMMSBI W
3BYKO3aIIUCH X0[@ 00CYKIEHHUs BOIIPOCOB U MPUHATHSA PEIIEHUH Ha 3aCeTaHUsX, a TAKIKE
IPeICTaBICHHBIX TE3HCOB JIOK/IA/IOB U BBICTYIUICHHUH, CIIPABOK, IPOSKTOB PELICHMIT 1 JIp.

Texcr npoTokona 0KeH GbITh MOATOTOBIEH W COIVIACOBAH HE TO3/IHEe, YeM depes
2 IHS CO IHS 3aceaHus.

B mporokonax (JokymeHTax, (GUKCHPYIOWIMX X0J OOCYXKIEHHS BOIPOCOB U
MPUHSTHS PEIIeHHH) OCTOAHHO NEHCTBYIONNX KOJUIETHAIBHBIX OPTaHOB, TEXHUYECKHX,
METOAMYECKUX COBETOB M BPEMEHHBIX KOJIETHMAJIbHBIX OpraHoB (KoH(epeHLu,
coOpaHHMi, CcOBellaHWH, 3acefaHuil, IEPErOBOPOB, BCTPEY) HCIOIB3YETCS bopma
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M3JIOKCHHUA  TEKCTa OT TpeThero JMla MHOXecTBeHHoro uwucna (CJITYIIIAJIY,
BBICTYIINJIN, PEIIWJIN). Coneprkanue BBICTYIIEHHIH H31araetcst OT TPETHEro JUla
€IMHCTBEHHOTO JTHIIA.
Texcr npoTokona cocTOUT M3 ABYX UacTei: BEOAHOM ¥ OCHOBHOIL.
BBoanas yacTs cocrarnsercs 1o cxeme:
IIpencenarens - K. ¥O. Bekeros. |

Cekpetaps - A. C. Ky3us.

[IpucyrcTBOBaIM:

Cnosa "[lpencenarens" u "Cekperapp" meyaTaroT cieBa oT HYJIEBOTO TOJIOKCHHUS
TalyIsITOpa, OTHENsS AByMs MHTEPBANAMHU OT 3arojoBka. C HOBOM CTPOKH IHUIIYT CIOBO
"[IpucyTcTBOBaNK", GAMUIME M HHULMAIL! TOCTOSHHBIX WICHOR KOJIJIETHAJIbHOTO OpraHa,
YIaCTHMKOB 3acelaHus, COTPYAHMKOB OpraHU3allMM M TPUITIALIEHHBIX HA 3acelaHue
MEPEUNCIIAIOTCA B al(paBUTHOM TNOpsiaKe 0e3 yKa3aHHs HOJDKHOCTEH. Ilepeuncnenue
TMPUCYTCTBYIOIMX O(OPMISIOT BO BCIO IIMPUHY CTPOKH Uepe3 OJMH MEXKCTPOUYHBIH
MHTEpPBAJL.

[Ipn odopmnenuu mnpotokona ¢ uuciom yuactTHMKOB Gomee 15 bamunmii He

NCPEIUCIIAIOTCA, a yKas3blBACTCs UH(MPOH MX 0OIee KOINYECTBO, CHUCOK YUaCTHHKOB B
TaKHMX CIly4asX IpUJIaraeTcs:

[IpucyrctBoBanu 47 uenosex (CIUCOK [IpHIIaraeTcs).

[Ipunoxenue
K IIPOTOKOJIY COBEIaHHUs
npenoaasatenen ' AOY AITO MILIPKITIO

oT Ne
CIIMCOK
MPUCYTCTBOBABINMX Ha COBEINaHusI penonasarencii TAOY 1O MIIPKITIO
oT 20 No
Ne ®UO CrpyxrypHoe JInunas noamuce
/1 e [1oApasaeieHue, T0JHKHOCTh paboTHHKA
1 2 3 4

Cekpetapn

(noonucy) (H.O. Damunus)

HO,E[C‘IGT YHaCTHHKOB  IIpOBOAMTCS II0 CIIMCKAM pPerucrpanni, KOTOphIe
[IpUIararoTcd K ITPOTOKOJTTY.

[Tocne mepeunciieHus y4aCTHHKOB B IIPOTOKOJIE 0(OPMIISIETCS IIepeYeHb BOIIPOCOB,
MOMNIEXKAMMX OOCY)KIEHMIO, KOTOpPhLIM HauuHaercs cioBamu  "IloBecTka JHA" w|
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pacroJiaraeTcst IEHTPOBAHO Yepe3 IBa-TPH MHTEepBala OT CIHMCKA y4acTHHKOB. [loBecTka
AHA  COJCPHKHUT MEPEYUCIEHUE ITyHKTOB (BOMPOCOB) MOBECTKH JHsI, (DUKCHPYIOLINX
MOC/IEI0BATEILHOCTE  00CYXAeHUsA, € GaMUIMAMH JOKIaquuKoB. Kaxaplii Bompoc
HymepyeTcst apabCckoi uudpol, pacronaraeTcs B MOpSAKE 3HAYUMOCTH M OTBEYaeT Ha
Bonpoc "O uem?".

1. "O BbINOIHEHNUH TOJOBOrO [LIaHA HAYYHO-HCCIIEN0BATeNbCKOM paboTsl IlenTpa’.
Hoxnaguuk - M. B. Jlapum.

OcHoBHast 4acThb [IPOTOKOJIa COCTOMUT M3 paslelioB, COOTBETCTBYHOLIUX ITYHKTam
1oBecTKU gHA. Teker KaXXI0ro pasjiejia COCTOUT U3 TPeX YacTeu:

1. CJIYIIAJIM: (kpamkoe codeporcanue 0okiada unu Ccolika HA NPUIAZAeMblii K
NPOMOKONY MEKCM).

lepen crosom "CJIVIHAJIM" npocraBisieTcsi HOMEP B COOTBETCTBHM € [OBECTKOM
IHSL.

BBICTYITHJIU: (kpamxoe codepjféauue KaNCO020 6bICMYNACHUS, 3A0AHHbIE
BONPOCHL U OMBEMbL).

PELIWIIA (ITOCTAHOBWIIN): (pewenue popmynupyemes ¢ ucnonvzoéanuem

MOOenu, npunAmMou ONa pacnopsiOUmenshvlx 0OKYMEHNMO8: Ymo cOenans, UCHONHUMEND,
CPOK UCHOJIHEHUSL).

Pemenus, BepaGoTaHHble Ha COBEIAHMM, BHOCAT B IIPOTOKON [OCJIE CJIOBA
"PEIIAJIN" ("TIOCTAHOBWJIN"). Peiuenne MoXeT cOLEpsKaTh OIMH MIH HECKOIbKO
MyHKTOB, OHM PACIIONATAIOTCSA 10 3HAYUMOCTH, KaXXBIil H3 HUX HyMepyeTcs.

B cnyuae, xorja npotokon (UKCHpyeT pelueHMe 06 YTBEPXKICHHH KAaKOTO-THGO
AOKYMEHTa, B TEKCTE IIPOTOKOJIA J0JDKHA COMNEPIKATLCS CChUIKA HA ATOT JOKYMEHT, a CaM
JAOKYMEHT MpHUJIaraeTcs K MPOTOKOIY.

Ilpu Hanuuuu 0co6GOro MHEHHs MO NPUHATOMY PEIIEHHIO OHO 3alMCHIBAETCS B
IIPOTOKOJI (110CJI€ COOTBETCTBYIOLIETO IPOTOKOILHOTO PEIICHHS).

B kayecTBe MCIOMHUTENS MOKET OBITH YKA3aHO OHO MITH HECKOJIBKO J0JKHOCTHBIX
JIML OO0 CTPYKTYpHOE nojpaszaeneHue. Cpok MOXkKeT ObITh yKa3aH Kak KaJIeHJlapHasl 1aTa
WJTH KaK [1ePHUOJ] BBIIIOJIHEHUS paboThl.

Cnosa "CJIYLHAJIN", "BBICTYIIMJIM", "PEILIWJIA" ("IIOCTAHOBMJIMN")
Me4vaTaroT OT JIEBOTO I10JI IIPOIIMCHBIMU OYKBaMHU U 3aKaHUYMBAIOT JBOCTOUNEM.

Kaxcapli pasjienn medaTtaetcss ¢ KpacHOH CTPOKHM, YTOOBI BBLIEAMTh B TEKCTE
MPOTOKOJA Ppe€Yb OCHOBHOTO JIOKIAJ4YMKa, BBICTYIJIEHHS YYACTHHUKOB OOCYKIEHHS
BOTIPOCA M MOCTAHOBISIOLIYIO 4acThb, GOPMYIMPYIOIYIO pelienue cobpanus. C 3Toi ke
IC/IbI0 B TEKCTE MIPOTOKOJIA KAKAYIO (aMUIIMIO U MHULHAIGI BLICTYIAOIIMX [1eYaTAIOT C
HOBOH CTPOKH B WMEHMTENBHOM TIaJIeKe, 3alUCh BBICTYIUIEHHS OTAENSIOT OT (haMHIHHU
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neducom. Kaxnpri Bompoc meuaraeTcs ¢ KpacHOl CTPOKH, bamMunmuu npu TOM
NOIYCKAeTCsl He YKa3bIBaTh.

[IpuHHMaemMble KOJUIErHAIEHO PEILEHUs HepeaKo TPeGYIOT rolocoBaHus. B 3ToM
ciyqae mociae pasgena IIOCTAHOBUMIIM  ykaseiBaercss  «[ oJ0coBanue» WM
«"omocoamm» (B NMPOTOKOTe - Ge3 KaBbIYEK) U MPHBOMITCA PE3yNbTaThl TOMOCOBAHHUSL:
COUHO2NIACHO WA 34 - ... , APOMUE ~ ... , B030EPICANUCH ~ ...

B oTnenbHBIX ciydadx Ha OCHOBe 3amlMcelf, KOTOpble BENWCh HA 3aceaHWW,
COCTaBIISIETCS  CTEHOrPAQUYECKUH TMPOTOKOJ, KOTOPBIM JOCIOBHO MEpefaeT Mporece
00Cy X /IeHUs KayKIOTO BOIIPOCA U BEIPAGOTKY PELICHHS 10 HEMY.

IIpoTokon odopmiseT cekperapb 3acelaHus, FOPHIUIECKYFO CHILy IPOTOKOJI
MpHOOpETaeT TOJABKO MNP HAIMYMKM JBYX TNOAINHMCEH - MpeicenaTels wu cekpeTaps.
[Toxnucy pacrionararor, OTAENHMB OT TEKCTA JBYMS-TpeMs MEKCTPOUHBIMU HHTEpBaaMHu,
OT IpaHUUbl JeBoro mons. IlToanuceiBaeTcs MepBBIil 3K3eMIUISIP MMPOTOKONA, KOTOPLIf
MOALINBACTCSL CEKPETAPEM B JICJIO M XPAHUTCS B COOTBETCTBHH CO CPOKOM, OIIPEeIeHHBIM
HOMEHKJIaTypoit Jie.

[IpoToxonam mpucBaMBalOTCS MOPSAKOBBIE HOMEpA B IIPe/Ieax KaJIeHJapHOro roja
OTACTBHO 110 KakJOH TIPYIIEe [POTOKOIOB: MPOTOKOJbI 3acelaHuil YUeHOro coBera,
Hay4YHBIX U 9KCIEPTHBIX COBETOB | JIp.

Perenns, NpuHATEIE KOIErHAILHBIM OPraHOM, HOBOJSTCS 10 HCTIONHHTENEH B
BH/JI€ BBIITHCOK U3 MIPOTOKOJIOB.

Bhbinncka W3 npoTokona mpeAcTaBiseT coboif TOYHYIO KOMMIO YACTH TeKcTa
[TO/ITTMHHOTO MPOTOKOA, OTHOCALIETOCS K TOMY BOMPOCY MOBECTKH IHS, MO KOTOPOMY
FOTOBAT BBINMCKY. ITpn 5TOM BOCIIPOM3BOIAT BCe PEKBU3UTHI OJaHKA, BBOJHYIO HYacCTh
TEKCTa, BONPOC MOBECTKM OHA, [0 KOTOPOMY I'OTOBHTCS BBINUCKA, U TEKCT, OTPaXKAIOLIU#

00CysK/IeHHe BOIpOCca U TIPUHSTOE pelleHue. B aToM ciydae HazBaHue NOKyMeHTa Oymer
odopmieHo kak "Beimucka u3 mpoTtokoa'.

4.4. Ycras
YcraB - CBOA NpaBMll, PETYIUPYIOUIHX JESTETLHOCT OpraHu3alui, uX
B3aMMOOTHOIICHHUS ¢ IPYTHMH OpraHM3alusAMHU M Ipak[JaHaMH, TpaBa U 00S3aHHOCTH B
chepe rocy1apcTBEHHOM UK XO3SHCTBEHHOM eATELHOCTH.

4.5. JIo/zKHOCTHASI HHCTPYKIHS

JIOIKHOCTHAS MHCTPYKIMS - OKYMEHT, PeriaMeHTHPYIOIIHI IPOU3BO/CTBEHHBIE
MIOJTHOMOYHS ¥ 0053aHHOCTH pabOTHHUKA.

Ha ocHoBaHuM HOMKHOCTHON MHCTPYKUMH pa3pabaTbiBaeTcs TPYILOBOM IOTOBOP C
pabotHukoM. TpynoBO#l [HOrOBOp M JOMKHOCTHAS HMHCTPYKLIHS UCIIOJIb3YIOTCS TIPH
paspellleHn  KOH(IMKTHBIX CUTyallMil Mexay paboromaTeneM u  paGOTHHKOM.
JIOIKHOCTHAs ~ MHCTPYKUHMsS — pa3spabaThlBaeTcs  pyKOBOAHTENEM CTPYKTYPHOTO
MOApa3NeicHHs, COTJIaCOBBIBACTCS B  YCTAHOBJIGHHOM TMOPSAKE ¢ HAaYalbHUKOM
FOPHIMYECKOro OTJeNa, HavallbHUKOM OTHAeNa KaJpoB M YTBEpPIKAAETCS JMPEKTOPOM
(KypUpYIOIMM 3aMecTUTeleM AupekTopa). OCHOBHBIE pasjielbl TeKCTa J0KHOCTHOIM
UHCTPYKLIUHU:

1) obmme nmonoxenus,
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2) MOIKHOCTHBIE 00I3aHHOCTH,

3) mpasa,

4) OTBETCTBEHHOCTD,

5) 3aKIIOYHTENbHbIE TOT0KEHHUS.

B meprom pasnene ykaspiBaloTCS 007ACTh NESATETLHOCTH CIIELHATHCTA, MOPATIOK
€r0 HasHAYEHMs Ha JOJDKHOCTBE M OCBOOOXKIEHHs OT IODKHOCTH; KBalM(UKAILMOHHBIE
TpeGOBaHMA, TOMAYMHEHHOCTh CHELUANNCTa, HOPMATHBHBIE JOKYMEHTH. Bo BTOPOM
paszeiie MepevYucsIsiioTCs KOHKPETHBbIE BHUILI pabOT, BLINOJHSAEMbIE CIEHATUCTOM. B
TPETbEM pasJic/ie yCTaHABIMBAIOTCS MIPaBa, HeOOXOAUMBIE CIIELIUATUCTY ISl BBIMOIHEHHS
BO3JIOKEHHBIX Ha HEro o0s3aHHOCTed. B yeTBeproM pasmene ykaswsiBaeTcs, 3a HTO
KOHKPETHO HECET OTBETCTBEHHOCTH CIIEIHAIMCT. B maTOM pasznene ykasaHbl JOKYMEHTSI,

Ha OCHOBE KOTOPBIX pa3paboTaHa HHCTPYKUHMS H MOPAJOK O3HAKOMIEHHS C Hell
COTPYIHHKA OpraHU3al|H.

4.6.I1o10:keHNe 0 CTPYKTYPHOM NOAPA3aeIeHHH

Ilonoxenue - 570 MpaBoBOil akT, ONpPENENOMIMIl TOPSAIOK 0Opa30BAHMS, 3a/1a4H,
0053aHHOCTH, TIpaBa, OTBETCTBEHHOCTh M  OPraHU3ALMIO pabOTBl  CTPYKTYPHOIO
oJpas/ieeHusl.

[lonoxenue 0 CTPYKTYpHOM MOApasfeNeHuH SIBISETCH CIIOKHBIM JOKYMEHTOM |
CTPYKTYPUPYETCS IO pa3fesaM U Nopa3ieiiaM.

Texer Iotoxenust 0 CTPyKTYpPHOM T0pa3aeleHNH IOKEH COEPIKATD CIELYIOLIHE
pasiensl ¥ [oapa3aebl:

1) obuwme nmonosxeHus,

2) 3anaum,

3) dynrumwy,

4) npaBa U 0083aHHOCTH PaOOTHHKOB,

5) PYKOBOJCTBO AESTEIHLHOCTBIO MOIPa3AeNieHus,

6) OTBETCTBEHHOCTD,

7) B3aUMOIEUCTBUE MOAPA3/ICICHUS,

8) KPHUTEPHUH OLIEHKHU JeSITeIbHOCTH.

I[poekr Ilosoxenus paspabaTeiBaeT pyKOBOIUTENb CTPYKTYPHOIO TOAPA3AeleHus,
KOTOPbIH B JaJbHEHINEM OCYUIECTBISET €ro COIIAacOBaHHE C PYKOBOLHTENEM
BBIIICCTOSILIEr0  CTPYKTYPHOrO TOJpasJeeHuss MM 3aMeCTUTeNleM AMPEeKTOpa [0
HalpaB/ICHUIO  IEATENbHOCTH, HA4YallbHUKOM OTZAeNa KaipoB M  HAYaJIbHUKOM
IOPUINYECKOro OTAEIA.

Ilocie cornmacoBanus JMOKyMEHT IepejiaeTcss Ha  yTBEpIKACHHUE IUPEKTOPY.
[Tonoxxenue BBOAMTCS B IeHiCTBHE C MOMEHTA €0 YTBEPHKISHHUS.

BHecenvie nsmenenuti u jonosnxenuii B [Tonokenune, a Takxe MPUHATHE €ro B HOBOM
pelakuuu  OCYIIECTBISIETCS  IYTEM  MOATOTOBKM  PYKOBOAUTENEM  CTPYKTYPHOTO
noJpasjieeHns mpoekTa [TonoxeHus B HOBOI peNaKIMK B yCTAHOBIEHHOM MOPSIIKE.

B T'AOY JIIO MIPKIIO TlogoxeHue 0 CTPYKTYpHOM TOApa3ieleHHH
PEerucTpUpyeTcs B OTAeNe KaapoB.
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4.7. IllTaTHOE pacnucaHue U CTPYKTYpa

lITaTHoe pacnucaHMe — 5TO OPraHU3ALUOHHO-PACTIOPSIUTENLHBIA JJOKYMEHT,
KOTOpBIH ~ OTpa)kaeT  CTPYKTypy  OpraHM3alWd, HAWMEHOBaHHWE  CTPYKTYPHBIX
NOAPA3/CNICHUHN, O/DKHOCTH, CIIEUHUANbHOCTH, PO(YECcCHn ¢ yKa3aHHeM KBajld(UKaLUH,
CBEJIEHUS O KOJIMYECTBE IITATHBIX €IMHHULL, pa3Mephl JOKHOCTHBIX OKIIAN0B U Ha10aBOK.

[IratHoe pacmucaHue BKIoYaeT B ceds Bce pomkHoctd I'AQY JIITO MLIPKIIO,
YHCIICHHOCTh COTPYAHUKOB, HO/DKHOCTHBIE OKJIAAbI B paspe3e MNpodeccHoHaIbHBIX
KBaJTU(DUKAITMOHHBIX rpyII 7| KBAJIM(PUKALMOHHBIX YpOBHEH, BBITIJIATHI
KOMIICHCAlIMOHHOI'0 ~ XapakTepa W Jpyrue o0s3aTelnbHblEe JOINJIaThl W Haa0aBKH,
YCTaHOB/IEHHbBIE 3aKOHOAATENLCTBOM, HOPMATUBHBIMHM IIPABOBBIMH aKTaMM, COJIEp-
KalMMUA HOPMBbI TpyI0oBOro mpasa, KoiekTUBHEIM oroBopoM, IooxedneM o6 orare
Tpy/ld, M MPOU3BOJUMbIE pabOTHHUKAM, 3a4MCIICHHBIM Ha IITATHBIE J0JKHOCTH LlenTpa.

V3MeHeHus B INTaTHOE pacrMcaHie BHOCSTCS HA OCHOBAHMH TPHKA30B JUPEKTOpA,
a TaKKe CIyKeOHBIX 3amucoK (MpefcTaBleHuil) pyKOBOAUTENeH TMoApasieneHnii ¢
MOJIOXKUTEIIBHOH PEe30JIIOLMell JUpeKTopa MM 3aMeCTHTENs! JUPEKTOpa KypUPYEMOro
HaIpaBIeHHsI.

Crpykrypa - OpraHM3alMOHHBIM JOKYMEHT, B KOTOPOM YKa3bIBAIOTCS BCE
CTPYKTYpPHBIE IIOAPA3Ae/ICHUs YUPEIKISHHUSI.

CocraBiieHue ITaTHOrO PACIIMCAHNUs U CTPYKTYPBI OCYIIECTBISET OT/eN KaIpOoB.

YTBepKIeHHe ITATHOIO PACIUCAHUS U CTPYKTYPBI OCYIIECTBIIACTCS AUPEKTOPOM
IIyTeM U3JaHUS PUKa3a.

4.8. IlpaBujia BHyTpPEeHHEr0 TPYA0BOTO PACOPSIKA

IlpaBuna  BHyTpeHHero TpymoBoro pacrmopsnka (namee - IlpaBuma) -
OPraHU3alMOHHBIA JOKYMEHT, KOTOPBIA SBISETCS JIOKAIBHBIM HOPMATHBHBIM aKTOM,
PErnamMeHTUPYIOMUH B cOOTBETCTBHM ¢ TpynoBeIM Kojekcom Poccuiickoii ®enepannm u
MHBIMH (DelepaIbHbIMK 3aKOHAMU:

— TOPANOK NMpHEeMa U yBOJbHEHHs] paOOTHHKOB, OCHOBHEIE IIpaBa, 00S3aHHOCTH U
OTBETCTBEHHOCTH CTOPOH TPYAOBOIO JIOTOBOPA, PEXKHUM paboyero BpeMEHH W BPEMEHH
OT/bIXa, MPUMEHsieMble K pabOTHHUKAM Mephl MOOMIPEHU M B3bICKAHUS, a TAKXKE HHbBIE
BOITPOCHI peryIMpoBaHus TPyaoBeIX oTHOIEHHH B [TAQY 1O MIIPKIIO;

— OCHOBHBIC IIpaBa, O00A3aHHOCTM OOYYAIOIIMXCs, ClylIaTened, peKUM HX
00y4eHus1, OTIbIXa, NPUMEHsIeMbIe K HUM Mepbl TOOIIPEHUS U B3BICKAHMS, A TAKIKe HHbIE
BOIPOCHI OpraHu3aluy y4ebHOoro mpoiecca.

[IpaBuna paspaGateiBatorcss B cooTBeTcTBMM ¢ KoHcTHTymedl Poccuiickoit
®enepanuy, 1eHCTBYIOINM TPYIOBLIM 3aKOHOAATELeTBOM, DeepanbHbIM 3aKoHoM «O6
obpasoBanuu B Poccuiickoit ®enepaluuy», M1013aKOHHBIMY HOPMAaTUBHO-IIPABOBLIMHU
aKTamMM, B TOM 4YHClie aktaMd MuHucrepcTBa oOpasoBaHusi M Hayku Poccuiickoit
OGenepatn u JlenapramMenTa 0o0pa3oBaHHMs W HAayKM ropoja MOCKBBL, YCTABOM U
KomnextuBHeiM norosopom 'AOY JIITO MILIPKIIO, TTonoxenuem o BHYTPUOOBEKTOBOM
1 TIPOTTYCKHOM pekuMe Ha oObekTax LleHTpa, ToKaabHBIMH aKTaMH.

IIpoexr [1paBun paspabateiBaercs KOMUCCHEH, CO3MAaHHOM TPUKA30M IUPEKTOPA.
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ITpaBuiia BCTYNarOT B CHITy ¢ MOMEHTA MX YTBEP3KCHHUS! JUPEKTOPOM U JEHCTBYIOT
0e3 orpaHHUdeHHs cpoka (110 BHECEHMS COOTBETCTBYIOIIMX M3MEHEHHMI U JOTIONHEHM ik
NpuHATHA HOBBIX [IpaBun).

Bhecenue nsmenenuii u gononsenuit B [IpaBuia IpoH3BOAUTCS B TOM ke NnopsiiKe,
YTO U UX MIPUHSTHE.

4.9. loBepeHHOCTDH

JlOBEpeHHOCTBIO  OOpMIISIETCS  NMCHMEHHOE  YIIOIIHOMOYHE,  BBIIABAEMOE
AupektopoM  cotpyanukam I'AOY IO MIPKIIO st mpencraBuTenscTBa nepes
TPETBUMHU JTHIAMH.

Hacrosimass vHCTpYKIMA He pacnpocTpaHsieTcss Ha BBIAAdy JNOBEPEHHOCTEH Ha
[10JIy4eHHEe TOBAPHO-MaTepUaIbHBIX [IEHHOCTEM,

JloBepeHHOCTh OdopMIIseTes B MUCHMEHHOM BHe Ha obuieM 6nanke TAOY HAI10
MLIIPKIIO u nomxHa comepKaTh:

— JaTy U perucTpaliOHHBIN HOMED;

— (GaMuIHIO, UMSI, 0TYECTBO U JIOJKHOCTD IIPE/[CTABUTEIIS,

— MAaCMOPTHBIE JaHHbIE MPEACTABUTEIS;

— MepeveHb MOJTHOMOYHH, TIepe/laBaeMbIX [IPEACTABUTENIO;

— CPOK JE€HCTBUS JOBEPEHHOCTH;

— oOpa3sel ITOIITUCH MPeACTABUTENS.

IIpu opopmiieHun 1OBEpPEeHHOCTH HA yYacTHe B TPaXIAHCKOM U apOUTpaKHOM
CYIOTIPOM3BOJICTBE B COOTBETCTBUM €O CT. 54 I'pakJaHCKOTO MpoleccyanbHOro Kojekca
PD® u cr. 62 ApburpaxHoro mpoleccyanbHoro komekca Pd OTaenbHBIE MOMHOMOUHS
NPEACTABUTEIISI AOJKHBI OBITh CIIELIHATBHO OTOBOPEHBI.

JlOBEPEHHOCTE yIOCTOBEPSETCS IUPEKTOPOM.

Ecni cpok noBepeHHOCTH He yKa3aH, OHa COXpaHAeT CUITy B TEYeHHe [ojia Co IHS ee
YIOCTOBEPEHHSI.

YIOCTOBEpeHHAs JIMPEKTOPOM JIOBEPEHHOCTh CKPEIUISeTcs repOoBOi Mevarhio u
PETHCTPUPYETCsT B OpraHM3alMOHHOM otzaene. OpHrHHAN JOBEPEHHOCTH II€pejlaeTcs
MpeacTaButemo. ITpejcTaBuTens pacuchIBaeTCs B MOTyYeHHH OPUTHHATA TOBEPEHHOCTH
B JKypHajie perucrpaumu 10BepeHHOCTE}H.

4.10. Akt

AKT — 3TO JOKYMEHT, KOTOpBIH cocTaBisercs s MOATBEPKICHUS
YCTaHOBJICHHBIX (DAKTOB M COOBITUM HECKOJBKMMH JHLIAMH. AKTBI COCTABJISIOTCS I10
pe3ynbTaTaM PeBH3UH JESTENbHOCTH KaK OPraHH3allM{ B LEJIOM, TaK M ero CTPYKTYPHBIX
MOJIPA3JICNIeHNH M OTHENbHBIX JOKHOCTHBIX JIMI, [IpM TpHeMe-Tiepejaue Jed,
MO/IFOTOBKH TOKYMEHTOB K YHHYTOKEHHIO, IIPHEMe 00BEKTOB B IKCILIYATALMIO U T.11.

B akte cozmepxkarcs creylomue PpeKBH3WTBI: HAHMEHOBAHHE OpraHHU3ALIHH,
HaMMEHOBaHME BHJa [OKYMEHTa, Jara (JaTa aKTUPYEeMOTO COOBITHsS), HOMEp, MECTO
COCTaB/ICHHs, TPU(] yTBepKAeHHS (NpM HEOGXOAMMOCTH), 3arojIOBOK K TEKCTY, TEKCT,
OTMETKa O HAJIWYMM TPUIOKEHHUA (NIPU HEOOXOAMMOCTH), TWOANMCH, OTMeTKa 00
MCTIOTTHEHUH IOKYMEHTA.
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AKT TOANKCHIBAETCS JIMLAMH, NPHHUMABIIMMH yYacTHe B €ro COCTABJIEHHH, npu
5TOM YyKa3blBACTCA HE HAMMEHOBAHUE MOJDKHOCTEH, a pacnpeneneHHe o0s3aHHOCTEH
MEXKIY Yl€HAMH KOMUCCHM: peaceaaTelib, YeHbl KOMUCCHH.

Texer akta cocTouT U3 ABYX 4acTeii: BBOXHOM W KOHCTaTHPYIOIlei. Bo BBomHOM
HaCTH YKa3bIBAIOTCH: HAMMEHOBaHWE MOKYMEHTa, B COOTBETCTBHHM C KOTOPBIM OblIa
00pasoBaHa KOMMCCHS, ero HOMep M J1aTa; UM HauMeHOBaHWe, 1aTa U HOMEp JOKYMEHTa,
Ha OCHOBaHMM KOTOPOrO IPOBOJMTCS pEBU3Ms, NPOBEPKA; WIM COOBITHE, (aKT,
MOCTYXHMBIIHE OCHOBAaHMEM I COCTaBJIeHUS akTa. Jlajee BO BBONHOH YaCTH
IEPEUUCIIACTCS COCTAB KOMHMCCHM: Tpe/CefaTellb (IOJKHOCT, (haMUIUS, WHMIIMATILI),
WICHBl KOMHCCHHU (IOJDKHOCTH, (aMHINM, WHHIMABI). DaMUINKM YWIEHOB KOMHCCHH
MPUBOLSTCS, KK MPaBHUIIO, B all)aBUTHOM MOPSIKE, HyMepyIOTCs apabCcKkuMu HdpaMi ¢
TodKaMu W mevaTaroTes 4yepe3 1,5 wHTepBana. Bo BBOAHON YacTu yKa3bIBAOTCS TaKKe
Tila, He SBISIOMMECT YJIEHAMM J@HHOM KOMMCCHM, HO IIPUCYTCTBOBABIIME MpH
MPOBEIECHUU TIPOBEPKH.

B koHcTaTHpyrouel yacTu akTa W3NararoTCs UeNH, 3a4aur, CYIHOCTb U XapakxTep
MPOBEACHHOH KOMHCCHEH pabOThI; (DUKCHPYIOTCS YCTaHOBJEHHBIE (aKThl, IENArTCs
BBIBOJIbI O TIOJIYYCHHBIX pe3ylbTaTaX M IMPH HEOOXOAMMOCTH AAKOTCS MPEMIOKEHHS 0
YCTPAHEHHUIO BBIABIEHHBIX HEAOCTATKOB.

Teker akTa NIpUHATO M3NAraTh OT TPETHErO JTHIA eAMHCTBEHHOTO YHUC/IA («xoMuccus
YCTaHOBUIIAY).

AKT COCTaBISIETCH B TOM KOJIMYECTBE OK3EMILIAPOB, KOTOPOE ornpeaenseTcs
[OTPeOHOCTBIO 3aMHTEPECOBAHHBIX JIUL. CBEICHUSA 0 KOJIMYECTBe SK3EMIUISIPOB aKTa U UX

MECTOHaXOXICHHHU TOMEUIATCI B KOHIIE TEKCcTa Inepen OTMETKOH O HaJIu4uu
[IPHUIIOKEHUA K aKTy.

4.11. Jlokaagnasi, 00bSICHHTENLHAS H CIY:KeGHAS 3aIHCKH

Joknaanasi 3amHcKa - JOKYMEHT, aApecOBaHHbIN PYKOBOACTBY, B KOTOPOM
M3I1araeTes KakoM-IM00 BOMPOC ¢ BBIBOAAMH U IIPeUIOKEHUAME cocTaBuTens. JloKnaanas
3aMHCKA MOXKET OQOPMIIATHCS PYKOIMCHBIM CIIOCOOOM Ha CTAHJAPTHOM JIHCTE GyMary.
OTO JIOKYMEHT, COJepXaluil OoB6CTOSTEIbHOE M3JIOKEHUE BOIIPOCA, OTPAKAFOLIEIO
AEATeNbHOCTh OpraHu3aluH (IopasaeaeHus).

O6bsicHuTeIbHAS 3aNHCKa - COOOIIEHHEe JOMKHOCTHOTO JIMIA, TOSCHSIONIEro
Kakoe-iubo  melcTBHe, (AKT, NPOMCINECTBHE, MpPEACTABIIEMOE BBILLIECTOSIIIIEMY
AOJDKHOCTHOMY JIMLY. JTO JIOKYMEHT, B KOTOPOM pabOTHHK OPraHM3alyH OGBICHICT
[IPUYUHBL  HEBBIIIOJIHEHHUS ~ KaKoro-aubo IOpYYeHHUs, HapyIUeHUs TPYJOBOH WU
MPOU3BOJCTBEHHON ~ AMCUUILTHHBL  OOBACHMTENBHAS 3alMCcKa MOKET O(QOPMIISTHCS
PYKOMNKCHBIM CIIOCOOOM Ha CTAHIAPTHOM JIMCTE GyMary.

Cayxebuas 3amumcka MOXeT O(OPMIATECA —PYKOMMCHBIM  COCOGOM — Ha
cTaHAapTHOM yicte Oymaru. CiyxeGHast 3amicka sBISETCS TOKYMEHTOM, COLepIKaLliM
00CTOATENBHOE H3JIOKEHHE BOMPOCA, OTPAXKAFOIIETO [POM3BOJCTBEHHYIO JEATEIBHOCTE
OpraHM3aluH.

Jnst opopmnienns DoKITagHON, CilykeOGHOH, OOBSCHUTEILHON M TOSCHUTEIbHOI
3aMUCOK CYMIECTBYIOT 00mume npasuna. Jl0Go# M3 3THUX JOKYMEHTOB JIOJDKEH HMETh
CIIEAYIOLME PEKBU3UTHI:



53

— HaHMCHOBaHME CTPYKTYPHOIO [Ofpa3eeHus,

— HaMMEHOBaHME BUIA JIOKYMEHTA,

— JlaTa I0KyMeHTa,

— 3arojI0BOK K TEKCTY,

— TEReT,

— TOJIIKCE COCTABUTEIIS (C yKa3aHHeM [JOJI)KHOCTH),

— BH3bI COTNIACOBAaHMUs IOKYMEHTa (TIPH HEOOXOMMOCTH).

V. OPTAHU3ALNS PABOTBI CO CJYKEBHBIMU JOKYMEHTAMMU U
OBPAIIEHUSIMH I'PAJKIAH

S.1. Ilpuem, nepBuunas 06pa6oTka, 10cTABKA H OTNPAaBKa KOPPeCNOHIAeHIIHH

[lpueM n oTmpaska ciyxe6HBIX AOKYMEHTOB M oOpaiieHuit rpaxmad B LleHTpe
OCYIIECTBISCTCS CIAEAYIOUAM CIIOCO0AMHU:

— Yepe3 II0YTOBOE OTJICIEHHE,

— HapOYHBIMHU U KypbepaMmi,

— HENOCPEACTBEHHO OT rpaXkiaH (IpHeM oOpalleHHit),

— C HCHOJIB30BaHUEM SMeKTPOHHON nouTsl ['AOY JITIO MIIPKIIO u edu.mos.ru,

— ¢ ucnonszoBanreM COJ Ipasutensctra Mockssl u EKVC.

LlenTpanusoBaHHBId  mpueM  u OTIPaBKy  JOKYMEHTOB  OCYIIECTBIISET
OpraHMu3alMOHHBIA OTell.

[Ipu npremMe 0T HAPOUYHBIX CITyKEGHBIX JOKYMEHTOB Ha KOIIUU JIOKYMEHTA CTaBUTCS
wramn  llentpa. [loanues coTpynmuka, NpUHSBIIEro JIOKYMEHT, CTaBHTCA II0
TpeOOBaHHUIO.

IIpu npueme obpanienuii oT rpakuaH NpU HATHYHMM KOITUH oOpalleHus Ha Heil 110
Npockde TIpakJaHWHA CTABHTCS ILITAMII LleHTpa ¢ yka3aHMeM jaThl NOCTYILIEHHS
obpamenus B Llentp.

Ipn npueme xoppecnonzenunn mpoBepsiercs NPaBUJIBHOCTh apPECOBAHHUA H
LEJIOCTHOCTh YITAKOBOK.

OumboyHo JocTaBieHHAs KOPPECIIOHICHIIHUS BO3BpAI[aeTCsl OTIPABHTENO C
MOSCHEHUEM TIPUYMHBI BO3BpaTa He MO3AHee 3-X KaJIeHAAPHBIX JHell ¢ MoMeHTa
noaydeHusi. B cimyyae oOGmapyxkeHus wmemoctaum nu6Go OTCYTCTBUA HEOOXOIUMBIX
PEKBUSHTOB CITy>KeOHBIE JOKYMEHTBI BO3BPAIAIOTCS OTIIPABHTENIO C yYKazaHueM NpHYKUH
BO3BpaTa.

Ha Bcex jloxymeHTax u o6palleHusx rpaxian, NOCTYNUBIIKUX B OPraHU3allHOHHBIH
OTAHEIL, IPOCTABIACTCS IUTAMII C YKa3aHHEeM JaThl TEKYIIEro AHs (JaThl MOCTYILICHHMS ).

K nmokymentam, TtpeGyromuM cpodnoro PaccMOTPEHHs, OTHOCUTCS CIy:KeOHas
KoppecrmonaeHuuss u3 KowmruiekcoB, JlenapramentoB, KomuTeToB u VYrpasnenuit
IlpaBurensctBa  MockBel, comepskalas [OMETKH —«BeChMa CPOYHO», «CPOYHOM,
«ONEPATUBHOY», «BPYYUTH HEMEIIEHHOY.

Beinonuenue nopyueHuii mo moxymenrtam, TPeOYIOLIMM CPOYHOI0 PACCMOTPEHHH,
OCYIIECTBIACTCA B CPOKH, YCTAHOBJICHHBIE HACTOSLIMM PErIAMEHTOM WM MOPYYeHHEM
aupekropa LleHTpa.
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JIMPEKTOp TpPYHMMAeT pelieHHe O HANPABIEHWH MOCTYIIHBIINX JOKYMEHTOB
azpecaram.

5.2. Perncrpauusi J0KyMeHTOB

Perucrpauuy nojiexxar Bce MOKYMEHTEL, TpeGyroIue ydeTa M HCTIONB30BAHUA B
CIPaBOYHBIX HeslsiX (Kak cosnasaemble B LlenTpe, Tak u nocrynaromue B LienTp u3 npyrux
OpraHM3alii U OT rpakaaH).

O6s13aTenbHOM perucTpayy MojAIekaT Bee JOKYMEHTHI, Tpebyrolue oTBeTa (Kak
BXOJSIIKE, TAK M UCXOAALIME), & TAKKe BCe 0e3 MCKINOUCHHs JOKYMEHTBI, OCTYTAIOLIIe
U3 BBIIIECTOAIIMX OpraHU3aIlliH.

Peructpatnss  nokymeHToB M ofpamieHuil IpakIaH — OCYUIECTBISETCS B
OpraHMu3alUOHHOM OT/IENE.,

Perucrpauueit 1okymeHTa (B TOM YHCIe U OOPAIIEHUS IPA’KIAH) CUUTAETCS MOMEHT
dukcaumu akra MOCTYIUIEHHs NOKYMEHTa M IMpOCTABJIECHHE Ha JIOKYME@HTE [aThl U
pPeTHUCTPallMOHHOIO HOMEpA.

Ha Bcex BXonsmux JOKyMeHTax MOJKHA OBITh MPOCTAaBIeHA OTMETKa O
MOCTYNJICHHN JMOKYMEHTa B OpPraHM3alMIo, KOTOpPas COCTOMUT M3 AaThl IOIYYeHHs U
YHETHOTO MOPA/AKOBOro Homepa. OTMETKa O MOCTYIUICHHH IPOCTAB/IAETCS B MPABOM
HIOKHEM yIUTy MePBOW CTPAHMIIBI JOKYMEHTA B BHJIE IITAMIIA M BIIMCHIBAETCS AaTa B No oT

PYKH.
He noaunexar perncrpanuu ciepyromme J0KyMeHTHL:

— CTaTHCTUYECKUE CBEICHMUS,

— Oyxranrepckue 10KYMEHTEI,

— MH(QOPMAUHOHHbIE MaTePHAIbI, IPUCIAHHbIE ISl CBE/ICHNS;

— TEPHOANYECKUE U3IaHuUs;

— MO3ApaBUTEJIbHBIE [IMCbMA H TEJIEeTrPaMMEI;

— IpauKH, 3asIBKH, pa3HAPIIKHY;

— y4eOHBIe IUIaHBl, IPOrpPaMMEI;

— PasJIMYHOI'0 PoJia OTYETEI;

— PEKJIaMHBbI€ NIPOCIIEKThI, OYKIEThI, OPOIIIOPEL.

Peructpauus 10KyMeHTOB OCYILECTBIAETCS JeleHTPATH30BAHO.

B opranusalmioHHOM OT/IeNe PErMCTPUPYIOTCS

— BXOAAMas  KOPpECTOHAEHUMs,  HalpaBje€HHas M3  BBICHIMX  OPraHoB
FOCYyIapCTBEHHOM BIIACTH M YIIPABIIEHHIA;

— BXOZIfILAs NPAaBUTENbCTBEHHASN KOPPECITOHAEHIIHS;

— BXOJdIias KOPPECHOHIACHIMA W3 JPYIMX OpraHM3alluil pasHOro YpoBHs
(moGasuia);

— HCXO[slIas OT MMEHU JIMPEKTOpa U 3aMeCTUTeNIeH JUPeKTopa TOKYMEHTalIMS;

— TpHKasbl JUPeKTopa obuine (10 OCHOBHOW AESITENILHOCTH), UCIIONHHTEIBCKHE,
aIMUHHCTPaTUBHO-XO3SMCTBEHHON AESITETbHOCTH;

—  PpacHopsDKEeHHs AUPEeKTopa.

B npuemnoii nupektopa perucTpupyrores:

- JACII,
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—  clly)KeOHBIe 3alUCKH,

— TIPOTOKOJIBI COBEIIAHHUM.

lIpoTokonsl coBemanuii, NPOBOAMMBIX 3AMECTUTENSIMU IMPEKTOPA, XPAHATCS Y
CeKpeTapeH COBEIIaHHMH.

B nnanoso-skoHomMHuecKoM OT/eNe perucTpupyercs (DMHAHCOBO-GyXrajirepckas
JOKYMEHTALIHS.

JloKyMeHTBI, He TpeGyromue UEHTPAIH30BAHHON PEerHCTPalid, MOCTYIUBIIUE
HalpsIMyi0 B CTPYKTypHBIE NojpasjeneHus lleHTpa, MuHys opraum3aliMoHHBIH oTme,
PasMHOXKAIOTCA W HANpPaBSIOTCS [0 NPUHANNEKHOCTH COTPYJHUKAMH CTPYKTYPHBIX
MOJIpa3/ieNeHUH CaMOCTOSTELHO.

JlocTaBka BXOJAIMX M BHYTPEHHUX JOKYMEHTOB B L[eHTpe oCyIecTBIseTCs:

— [MUPEKTOpY, 3aMEeCTUTE]SM JUPEKTOPa, CTPYKTYPHBIM MOAPA3IEIEHUAM —
OpraHU3alMOHHBIM OT/EIOM;

— PYKOBOJMTEISAM CTPYKTYPHBIX IOApa3IeleHUd — CHelHalbHO Ha3HAYeHHBIMU
COTPYIHHKAaMH COOTBETCTBYIOIIMX CTPYKTYPHBIX HOAPA3/IE/ICHUH.

JlocTaBka HCXOIAIUIMX JOKYMEHTOB (IIOJHOCTBIO O(OPMICHHBIX, TOANUCAHHBIX M
3apEernCTPUPOBAHHBIX) B IDyTHe OPraHU3alUK U 3asBUTEISIM OCYILECTBIIASTCS:

— 1o [loute Poceun (depes opraHi3alOHHEIN 0TIEN);

— TI0 DJIGKTPOHHOW I0YTe (CTPYKTYPHBIM TIOJApa3iejeHUeM, I0ArOTOBHUBIITHM
MACHMO, NI OPraHU3alMOHHBIM OTIENIOM ), BKJIIOYas ouTy edu.mos.ru;

— mo C5/] IlpaButensctBa MocKBBI (depes OpraHM3alMOHHBIH OTeN);

— HApOYHBEIM (CTPYKTYPHBIM MOJPa3IeNeHHeM, OATOTOBUBILINM ITHCHMO).

5.3. Iloaroroska u opopmienue pesoaronmii

Pesomouun opopmisroTes Ha caMoM JOKYMEHTE MITH YKA3BIBAIOTCS B AIEKTPOHHOM
HChME.

B cocras pe3ontonun BXOIAT ClIEMyIOIINE IIEMEHTHI:

— HCHONHUTENb ((paMHUIUS U UHUIMANE] JIOJDKHOCTHOTO JIMIA WM JIMI, KOTOPBIM
JIaeTCs TIOpyUYEeHHe);

— COZEep)KaHHe MOPYUEHHUS;

— CPOK HCIIOJIHEHHUS TOPYUCHHSI.

HononnuTtensHo (3Hax +) Moryr OBITh yKa3aHBl (DAMUIMM W WHULAATbI
AOJKHOCTHBIX JIML, KOTOPBIM JaHHBIH MOKYMEHT HampaBisieTcs Juii WH(GOpMALUU U
Y4acTHs B pelIeHHH BoIpoca (MpU HEOOXOMMMOCTH, 10 COOCTBEHHOMY YCMOTPEHHIO), 4
TaK)Xe KOHTPOJIA 3a XOJIOM HUCIIOTHEHHUS.

[lpn  Hammuum B pe3OMONMH  HECKOJNBKHX  HCIIONHMTENeH  yKa3blBaeTcs
OTBETCTBEHHBIH MCIONHUTEND, MO0 MM CYHTAETCS IO, YKA3aHHOE B PE3OJIOLUHM
MIEPBBIM.

Ecnu cpok ucnojHeHHs He ykasaH, MOPyYeHHE TOIEKUT UCIIOTHEHHIO B TEUeHHe
30 kanenpapubIX JHelH oT natel peructpanuu B LenTpe.

Pe3osons  MOANMCHIBAETCS  COOTBETCTBYIOUIAM  JIOJDKHOCTHBIM  JIHIIOM (M
DaTHPYETCs).

BHeceHre wu3MEHEHMH B Pe30IIOLHIO, [MOANMCAHHYIO IHUPEKTOPOM, a TaKKe
epeagpecansd IOpyYeHHs AUPEeKTOpa OJHUM 3aMECTHTENIeM TUPEKTOpa JPYromy
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AOIIYCKaeTCs MO COrJIaCOBaHHIO ¢ TUPEKTOPOM 1100 ¢ HavYaIbHUKOM OpraHHu3allHOHHOI0
OTAgc/Ia — 110 BOIIpOcCamMm, He Tpeﬁy}OU_[HM BMEIIATEbCTBA IUPEKTOPA HGHTpEl.

5.4. OcobennocTu paboThl ¢ 0OpaLIEHHAMH I'PAKAAH

Opranmzaups paGoTel ¢ obpameHussMu rpaxaad B LleHTpe ocymiecTBisieTcs B
cootBeTcTBUM ¢ DenepanbHeIM 3akoHOM 0T 2 Mas 2006 r. Ne 59-03 «O mopske
paccMoTpeHus  oOpamenui  rpaxnaan  Poccuiickoit  ®emepauym», Periiamenramu
IIpaBurensctBa Mocksel, Jlenapramenta oGpa3oBanust ¥ HayKH ropojga MOCKBBI, B TOM
YMclie B HACTH TpeOOBaHMH, YCTAaHOBIECHHBIX AJIMHHHCTPATHBHBIM perjiaMeHTOM
MCIONHEHUSI TOCYIApCTBEHHON (QYHKIMU II0 PAcCMOTPEHHIO OOpalleHnil Tpax/iaH,
azpecoBaHHsbIX B LleHTp.

5.5. Paccmorpenune JoKyMeHTOB

PaccMoTpenne  mokymeHTa B CTPYKTYpPHBIX — mojpasieneHusx  LleHTpa
OCYIIECTBIIACTCS IOCIE PACCMOTPEHHUs JUPEKTOPOM WM  JOJDKHOCTHBIM  JIMIIOM,
MCHONHAIOIMM  €ro 00A3aHHOCTH, IpelroyiaraeT O3HAKOMIEHHME C pe3oolueil u
colepKaHUeM TIOKyMEeHTa.

PaccMoTpenne  gokyMeHTa  HPEKTOPOM  MPOM3BOAMTCS He  mo3aHee 3
KaJIeHAAPHBIX [IHell ¢ MOMEHTa perucTpalty JokymeHTa B LlenTpe.

B ciydae orcyTcTBMsA AMpeKTopa Mo CiykeGHOH HEOOXOIMMOCTH yKa3aHHBIE
JAOKYMEHTBl UMEIOT TMpPaBO pacCMaTpHUBATh YIOJHOMOYEHHBIE UM JIOJDKHOCTHBIE JIMIIA
LlenTpa.

OpranusalmoHHBIE  OTHEN — o0ecreymBaeT  MCHONHHUTENEH  HEOOXOAMMBIM
KOJIMYECTBOM KOITHHA.

Ctpykrypuble noppasmenenust Llentpa, yuacTByiolmMe B IIpolecce CO3/AHUS,
[Iepeazipecalii U XpaHeHHsI NOKYMEHTOB, HECYT OTBETCTBEHHOCTh KAaK 3a COXPAaHHOCTH
CaMUX JTOKyMEHTOB, TaK M 3a ONEPAaTUBHOE TIPeJCTaBIeHHE HEOOXOAUMON HH(DOPMAIMK
Kpyry Jiill, UIMEIOLIMX [IPaBO Ha €€ MOJyUYeHHE.

5.6. Odopmiaenne HCXOAAMHUX JOKYMEHTOB

Hcexomsmume  lokymMeHTBI (B TOM dYHCle W HHHIHATHUBHBIE) [OIMUCHIBAIOTCA
AUPEKTOPOM, 3aMECTUTEIISIMH JUPEKTOPA B COOTBETCTBHM C UX KOMIIETEHIIMEH, a TaKkKe
TULAMHU, OPHLHAIBHO UX 3aMEIaFOILAMH.

Mcxonsmme noxymenTtsl LleHTpa opopmisioTes Ha G1aHKkax IUis MHCEM U OOIINX
OaHKax (CHpaBKH, OTUETHI, PELIEH3UH, OT3bIBI) YTBEPIKISHHOr0 06pasLia.

OTBEeTCTBEHHOCTb 32 MCIOJHEHHE JOKyMEHTa (IOpYYeHHs) HECeT MCIIONHHUTEb U
PYKOBOJAMTENb CTPYKTYPHOIO TIOApPA3AelICHUS.

Ilpy  paccMOTpeHMM  KOPpECHOHIEHLHH  pyKOBOAMTENb  CTPYKTYPHOTLO
MOJpas/Ie/IeHNs BBIICIISICT TOKYMEHTBI, TPeOYIOLINe CPOUYHOT0 HCHONHEH . JI0KyMeHTEI,
MPUCIAHHBIE JUISl COTJIACOBAHMSI, PACCMATPUBAIOTCS B JIEHDL UX MOCTYIIJICHHUS.

VcrionHuTenb HeceT NepCOHABHYI0 OTBETCTBEHHOCTh 33 HEIOCTOBEPHOCTD
MH(OPMALMH, HCTIONIB3YEMOM MPH TTOATOTOBKE JJOKYMEHTA.

Vcronuutens  HeceT  OTBETCTBEHHOCTh  3a  HecoOmojeHMe  TpeGoBaHwMil
MCTIOJIHUTEIBCKON  [MCUMILIMHEL, 33 HENpPaBHIBHOE WCIOJIb30BAaHUE JeHCTBYIOMIMX
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HOPMATUBHBIX JOKYMEHTOB B [OJrOTOBKE, OQOPMIEHUH U HCIIOJHEHHH JOKYMEHTOB B
CPOK.

Kaxablit coTpyIHHK 0JIKeH oOecreunuBaTh ONepaTUBHOCTh, KAYECTBO MCITIOTHEHHUS
M COXPaHHOCTH TOKYMEHTOB.

VI. KOHTPOJIb HCIIOJHEHUS JOKYMEHTOB

KoHTpoNIb HCTIONHEHUS] JJOKYMEHTOB YCTaHABIMBAETCA B IIeNIIX OOecledeHHs WX
CBOCBPEMEHHOI'0 M Ka4eCTBEHHOTO WCIIOJHEHMS, MOBLILIEHHUS YPOBHS OPraHU3aTOPCKOil
pa®oOTHl ¥ HCTIOHUTEIECKOW JUCLIMAILIMHEI.

6.1. OcHoBHBIe TPeOOBAHMS K OPraHH3ALHH KOHTPOJIS HCIIOJIHEHHS] JOKYMEHTOB

Bce mocrynaromue Ha uMs qupexTopa u B aapec LlenTtpa moxyMeHTsI, TpeOyromme
WCTIOJTHEHHS W MO rOTOBKH OTBETA, MOAJIeXkKAT KOHTPOJIIO.

O06s13aTeIbHOMY KOHTPOITIO MOJIEKAT:

— NHCbMa, TMOCTAHOBJICHUSA, PACIOPSIKEHUsT M MPHUKa3bl BBIIMIECTOSAIIMX OPraHOB
rOCyIapCTBEHHOM BIACTHU U YIIPABIICHUS

— oOpalleHus rpakaaH;

— T[pHKa3bl JUPEKTOPA [10 OCHOBHOHN AEATEIBHOCTH,

— TOPYYCHHUS U 3aJaHUsl JUPEKTOpa 3aMECTUTENIsIM JUPEKTOpa, PYKOBOTUTEIISAM
CTPYKTYPHBIX IOApPa3Ae/ICHUH;

— JOKYMEHTBI, NOCTaBJIEHHbIE Ha KOHTPOJIL PYKOBOJCTBOM HWJIH PYKOBOIUTEIEM
CTPYKTYPHOTO [10Apa3aeIeHHS.

KoHTponb Haj ucrmonHeHHeM BKIIOYACT: IIOCTAHOBKY JIOKyMEHTa Ha KOHTPOITb,
[IPOBEPKY CBOCBPEMEHHOTO JOBEJIEHUS JOKyMEHTa JO HCIOJHUTENsSA, IPOBEPKY H
PeryiMpoBaHue XoJla HCIOJIHEHHUs, Yy4eT U 0000IIeHHEe pe3ylbTaTOB KOHTPOJIS
UCTIONTHEHUSl JJOKYMEHTOB B YCTAHOBJICHHBIE CPOKU, UH(POPMHUPOBAHKWE PYKOBOIMTENS O
COCTOSHMH MCIIOJIHEHUS JJOKYMEHTOB.

OTBETCTBEHHOCTh 33 OPraHM3AlMIO KOHTPOJS M CBOEBPEMEHHOE IPaBHIIBHOE
UCIIOIHEHHE JOKYMEHTOB U COJIEpKAIIMXCA B HHUX IIOPYYEHHWH BO3Jaraercss Ha
3aMeCTUTEeNIeH NUPEKTOpa, PYKOBOLUTENEH CTPYKTYPHBIX MOApa3/eleHui, a Takke Ha
AOJUKHOCTHBIX JIML, YKa3aHHBIX B TEKCTE MIIH PE30NIOLKHU CITY)KeOHOT0 JIOKyMEeHTa.

JIeATENLHOCTE 110 KOHTPONIIO CO  CTOPOHBI OPTraHM3ALHOHHOTO OT/AEHa He
0CBOOOIKIAET PYKOBOIUTENEH CTPYKTYPHBIX OAPa3ieIeHUi OT OpraHH3aluyu KOHTPOIS U
OTBETCTBEHHOCTH 3a UCIIOJHEHUE TOKYMEHTOB.

JIOKyMEHT CHUMaeTcs ¢ KOHTPOJS, €CJIM pEIleHbl BCE MOCTABIEHHBIE B HEM
BOIIPOCHI M KOPPECTIOHAEHTY aH o0TBeT. [IpoMexyTouHbIi 0TBeT, paBHO, KaK U 3arpoc 1o
UCIIOTIHAEMOMY JIOKYMEHTY WM YacTHYHOE MCIOJIHEHHe IMOpYYEHHUs, He sBIseTcA
OCHOBaHHWEM JIJIs IPU3HAHUS TOKYMEHTa UCITOJHEHHBIM.

OcHoBaHMeM JUIsl CHATHS C KOHTPOJS JOKYMEHTOB C MOPYYEHHAMH IMPEKTOpa
SABJISICTCS JIOKYMEHT-OTBET, [IOANMCAHHBIA JUPEKTOPOM.
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6.2. CpokH HCNOJIHEHHS 10KYMEHTOB

Cpoku HCHONHEHHs JIOKYMEHTOB MOTIYT OBITh yKa3zaHbl B pe3oJIIoUMd K
AOKyMEHTaM, KOTOpeIe MpuXoAsitT mo CO/ly, MM THIIOBBIMH, KOTOpPbIC YCTAHABIMBAIOTCS
3aKOHOZATC/IBHBIMU M IPYTMH HOPMATHBHBIMHU [IPABOBBIMH aKTaMU, HAPUMED:

) mucemenHoe oOpauienve rpaxaanuHa - 30 gHeH co  HS perucTpauuu;
NpOANIeHHE CPOKa - He Oosiee yeM Ha 30 1Heit (KaleHaapHbIX);

2) 3ampoc cyObeKTa MEepCOHANbHBIX JIaHHBIX ((DM3MYECKOro IHMIA MM  ero
MPEICTaBUTENs) O HAIMYUM Yy  OMNEepPaTopa/OpraHM3aliM  [IEpPCOHANBHBIX  JaHHbBIX,
OTHOCSIIMUXCA K HEMY, M O MPEJOCTABICHUH BO3MOXKHOCTH O3HAKOMHTBCS C HUMH - 30
AHEH ¢ 1aThl OJIydeHHs 3a11poca;

3) sampoc PockoMHam3opa WM €r0  TepPPHTOPHAIBLHOLO yIIpaBJIeHUsS O
MEPCOHANBHBIX NAaHHbIX - 30 nHel ¢ aThI MOTyYeHHs 3aMIpoca;

4) xanoba rpakIaHWHA HA OKA3aHWE TOCYCIYTH (meficTBue/6e3neiicteue) - 15
pabouux nHel ¢ JaThl perucTpaLuH.

Cpoku WCTONHEHMs [OOKYMEHTOB B  JeNONPOU3BOACTBE WCUYUCISIOTCS B
KaJICHIAPHBIX JHAX - C JaThl MOINMCAHUA/yTBEPHKICHUS MOKYMEHTAa HIH C JaThl
MOJTyYeHHs!/perucTpaluy oKyMeHTa. Eciiu cpok He ykasaH B PE30IIIOLUU/TIOPYYEHHUH, TO
OOBIMHO YCTAHABIMBAETCS THUIOBOH CPOK HCIONHEHHS B 30 KaJlleHIapHbIX aHeil. Ecnu
CPOK HCIIOIHEHHUs TMoTaaaeT Ha HepaOouuil JeHb, TO HATOH WCIOTHEHWS CUYMTAETCS
MOCNEeAHNH paboUuii 1eHb, MpeLIeCTBYOMuUiT HepabodeMy.

CpoK¥ HCIIONHEHUsI [OKYMEHTOB C YKA3aHWUSIMH [0 WCIIOMHEHUIO «CPOYHOY,
«HE3aMEUTMTEIbHO» MOTYT COCTABJISITh OT | (Tekymiero) no 3 pabouunx aHel; ¢ ykazaHueM
«omepaTuBHO» - 10 10 pabo4ux JiHeH ¢ JaThl MOIHCAHUS/PErHCTPALMT JOKYMEHTA.

A eciu ycTaHOBJIEH CPOK WcHomHeHMs Gonee 30 aHel, To CPOK HpeCTaBICHHUS
JIOKIJIaZloB O XO/JI€ MCTIONIHEHHsl YCTaHABIMBACTCA 10 3TanaM ucnoiaHenus (5-10 gueit), a B
C/ydae HEBO3MOXKHOCTH MCIIOTHUTH JIOKYMEHT B CPOK - JOKJTam 00 3TOM IpeacTaBIseTcs
He no3anee 10 aHel [0 HCTEYSHUA CPOKa UCIIOIHEHHS.

B o0ummi# cpox HCHONHEHHS BKIIOYAKOTCS CPOKH JOBEJEHUS JOKyMeHTa 10
UCIIOJIHUTEIIS:

1) 06BIYHBIA CPOK - «B [ieHb MOMyYeHUs/NPHHATHS pEIICHUS» Wik oT 24 1o 48
4acos;

2) He3aMeJIUTENbHO - 110 3JIEKTPOHHOM TOYTE;

3) ¢ ykasaHHeM II0 MCTIOIHEHHIO «CPOYHO» - B TeueHHe | daca MOCie MOJIydeHmMs,
«omepaTHBHO» - He Oojiee 12 Jacos;

4) pacmopsiiuTeNbHBIE TOKYMEHTBI (HAMPABIISeTCs KOMHS MM BBIIACKA) - «B JEHb
TOMMCAHUS PACTIOPSIAUTENBHOIO JOKYMEHTa» UITH A0 2 KaJeHIapHbIX JHEH.

VII. HOMEHKJIATYPA

Homenkmatypa  jgem  —  CHCTEMATU3MpPOBAHHBIM  MEpedeHb  3arONIOBKOB
(HauMeHoBaHui) nesl, 3aBoguMeIx B TAOY JIITO MIIPKIIO, ¢ ykasaHHeM CPOKOB HX
XpaHeHHs, 0POPMIIEHHBIH B YCTaHOBICHHOM MOPSIKE.

HomeHkinarypa men mpejHa3sHaueHa /Ui TPYNIMPOBKH HCIOMHEHHBIX JOKYMECHTOB
B Jlela, CUCTEMaTH3alluid W y4eTa JeJl, ONpe/eleHus CPOKOB UX XPAHEHHsS U ABISETCS
OCHOBOH JJIS COCTaBJIEHMA OMMCEH €N IOCTOSHHOTO W BpeMeHHoro (cseime 10 ner)
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XpaHeHHs, a TakxKe JUJIsl y4yeTa JieJl BpeMeHHOro (10 10 JieT BKIIOYUTEIbHO) XPaHEHHUS.

IIpx cocraBlneHMM HOMEHKJIATYphl JeNl CleAyeT PYKOBOACTBOBATHCS YCTaBOM
['AOY 11O MIIPKIIO, IlonoxeHUAMH O CTPYKTYPHBIX NOApPa3[eleHHAX, MITATHBIM
pacrnucaHuem, IjaHaMu M OTYETaMU O padoTe, MepeuyHsMH JOKYMEHTOB C yKa3aHHEM
CPOKOB MX XpaHEHHS, HOMEHKIIaTypaMu Jell 3a NpeNIlecTBYIOIHe Troasl. M3ydarores
JIOKYMEHTBI, 00pasyroluecs B AesTelbHocTH LlenTpa, uX BUABI, COCTAB U COAepIKaHME.

B IlenTpe cOCTaBIAIOTCS HOMEHKIATYpPbl el CTPYKTYPHBIX [OApa3IeseHuil
(pyKOBOJMTENM CTPYKTYPHBIX [OZpa3zefeHuif) ¥ CBOAHAS HOMEHKIATypa el
(opraHM3aLMOHHBIN OTHEN).

HomeHknaTypa Aen CTPYKTYPHOIrO I0Jpa3jielieHusi cocTasisercss (He TMo3aHee
fieKadpst  TEKyIlero rofa) COTPYJHHKOM, OTBETCTBEHHBIM 3a J€JIOMPOU3BOJICTRO,
COracoBBIBa€TCSl € PYKOBOOWTENIEM  [OJpa3zfefieHus W  TpeACTaBIsSeTcs B
OpraHMU3alMOHHbIH OTIE.

BHOBE co3nanHoe nojpaszzienieHne 00s13aHO B MECSUYHBIN CPOK pa3paboTaTh HOMEH-
KIaTypy Aen Mmoapas/iejieHus U MPeICTaBUTh €€ B OPraHU3alMOHHBINA OT/IE].

CBoJHasi HOMEHKIIATypa JIeJl COCTABIISIETCS OPraHU3alMOHHBIM OT/CIOM Ha OCHOBE
HOMEHKJIATyp el CTPYKTYPHBIX T0Jipa3IeIeHHU.

Haspanusamu pasjenoB HOMEHKIATyphl el SIBISIOTCS Ha3BaHUS CTPYKTYPHBIX
noapasjeneHuid. B cBomHOM HOMEHKIaType [en  pasjenasl  paclojaralores B
COOTBETCTBHH C YTBEPKACHHOU cTpykTypoit [AOY JIITO MIIPKIIO.

B HOMeHKnaTypy [en BKIIOYAIOTCS 3arollOBKH [eJl, OTpakalollde Bce 0-

KYMEHTHPYEMbIe YIaCTKU paboThl (B HOMEHKIATYPY Jiell He BKIIIOYAKOTCS MEPUOANYECKHE
W3J1aHKs).

VIIL MIOPSAAOK ®OPMUPOBAHUS AEJI, YUETA U XPAHEHMUS 1EJI

I. XpaHeHne JIOKYMEHTOB, B TOM WYHCIe [PHKA30B M PpACTIOPSKEHMIl ocy-
mecTBisfercs B cooTBeTcTBUM ¢ Homenknarypoir npen T'AOY JITIO MIIPKIIO.
OpHruHaibl NpUKa3oB M PACMOPSIKEHHN JMPEKTOpa XpaHATCS B OPraHU3aLHOHHOM
OTAeNe, OTAeNe KaJ(poB, y4eOHOM CEKTOpe IO MPUHAIJIEKHOCTH. Kommyu npukazoB u
PacropsKeHHH JAMPEKTOpa XPaHATCHS B CTPYKTYPHBIX MOAPa3[elieHUsX Ha OYMayKHBIX
HOCHTE/IAX B COOTBETCTBMM CO CPOKOM, omnpefeneHHbIM Homenkmatypoir nen 'AOY
JAI1O MLIPKIIO.

2. Ilpu ¢dopMHpoBaHUM Jel B CTPYKTYPHBIX MOAPA3ACICHUAX HEOOXOIUMO
co0JII01aTh CIEIYIOLIHE TPaBHIA:

— IIOMEIIaTk B JCJI0 HUCIOTHEHHBIE JOKYMEHTHI, COOTBCTCTBYIOIIHUE IIO CBOEMY
COACPXKaHHUIO 3arojIOBKY AeJia 10 HOMEHKIIATYpE;

— TOMeLIaTb BMECTE€ BCE MTOKYMEHTBI, OTHOCSIIMECS K pPa3pelieHrio OJHOI0
BOMpOCa;

— [OMEIIATE PHIIOKEHHA BMECTE C OCHOBHBLIMH OOKYMECHTAaMH,

— IPYNIUPOBATH B JI€JI0 JOKYMEHTBI OJHOI0 KaJCHIAPHOTO rofa, 3a UCKIIHOYEHUEM
NePexOIsIIHX e,

— pasfelIbHO TPYNIMUPOBaTh B Jiella JOKYMEHTBl IOCTOSSHHOTO M BPEMEHHBIX
CPOKOB XpaHEHHS,
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— BKJIIOHATE B ZIEJI0 110 OJTHOMY 9K3EMILIAPY KaXKIOro JOKYMEHTA,

— TOMEIATE B [Iej1a TeNErpaMMBl, TeJe(pOHOrpaMMbl Ha 0OIIHX OCHOBAHUSX;

— TMOMEIIATE B JIeJI0 JOKYMEHT, NPaBHIBHO M MOJHOCTBIO O(GOPMIIEHHBIH (I0KY-
MEHT AOJ/DKEH HMETh 1aTy, MOMIKNCH U 1P. PEKBU3UTEI);

— M€ NIOMEIIATk B L0 JOKYMEHTBI, MOUIEXKALINE BO3BPATY, JIMIIHUE SK3EMIUIAPEI
M YEPHOBHKH (32 HCKIIIOYEHHEM 0C000 HEHHBIX);

— 10 00BeMy ZeNlo He JOJDKHO HpeBhImaTh 250 JIMCTOB, IIPH TOJILIHUHE He Ooliee 4
CM (TOJIIMHA JIeNl CO CpOKaMK XpaHeHus 10 10 neT He AODKHA npeBbImarh 10 em). [pu
NPEBBIIIEHUA TAaHHOTO 00'beMa 3aBOMTCS BTOPoit ToM. ITpH Hamuuuy B j1e7e HeCKOIbKIX
TOMOB (4acTeif) MHAEKC M 3aroNoBOK Jella MPOCTAaBIAIOTCS Ha K&KIOM TOME C J0-
OaBnenueM o06o3HaUeHU: «T. 1», «T. 2» u T.1.

3. JIOKyMEHTBI BHYTpM MeNa pacrojiararoTcs B XPOHOJIOTHYECKOH, BOIPOCHO-
JIOTHYECKOH I0CIe10BATEIBHOCTH UITH UX COYETAHMUH.

4. PacnopsiurensHble JOKYMEHTHI TPYNNHUPYOTCA B Jejla M0 BUAAM M XPOHO-
JIOTHH C OTHOCSIIMMHUCS K HUM TIPHIIOKEHUSIMH.

5. B orzenbHele mena 1mo XpoHONOrMH, B 3aBHCHMOCTH OT BHIa JIOKYMEHTOB,
hOpPMHPYIOTCA KOTIUM IPUHATHIX (eepalbHBIX 3aKOHOB, AKTOB IIpesunenTa Poccuiickoii
®enepauu, aktoB [Ipasurenscrea Poccuiickoi Oenepanyn u Jp. B chepe 06pazoBaHus.

6. Bce n0KyMeHTBI 0T4eTHOrO M HH(POPMALMOHHOTO XapakTepa Mo HCIOJTHEHHUIO
HPUKA30B, PacCIOPsUKEHUH W TOPYYeHHH NMPEKTOpa, a TAaK)Ke BBIMECTOSIIHX OPraHOB
FOCY/IapCTBEHHOH BIACTH U YNPABICHHUS, HAXOIAIIMECS HA KOHTPOJIE, MOAMIMBAIOTCS B
SaBCACHHOC Ha S5TOT NOKYMEHT feno. Eciv Ha JOKYMEHT 1elo He 3aBOAHMIOCH, TO
OTHETHBIC JTOKYMEHTBI NOAMBAIOTCA B €0 MEPENUCKH ITOCTOSHHOTO CPOKA XpaHEHHS!
3a TEKYLUUH TOJI.

7. Ecnm nMeeTcss MOKYyMEHT O CHATME C KOHTPOJS HECKONbKHX IOKYMEHTOB,
TOAIINTBIX B pasHbIC Aefa, TO CeAyeT NOAIIUTE HEOOXOAMMOe KOJIMYECTBO KOMHIL 3TOro
AOKYMEHTa B COOTBETCTBYIOLINE Jie]la C YKA3aHHEM HOMepa Jiefla, B KOTOPOM [OMIIHT
MNOAJIMHHUK 3TOr0 JOKYMEHTA.

8. J[OKyMeHTBI KOJUIErHaNbHBIX OPraHOB IPYNIUPYIOTCS B JIBA Jeja:

— MPOTOKOJIBI M PEIIEHHUS,

— JTOKYMEHTBHI K 3aCeJaHHsM.

9. IIpoTOKONBI B Je/ie pacoNaraloTesi B XpOHOIOTHYeCKOM IIOPsIJIKE TI0 HOMepaM.

10. JIokyMeHTBI K 3acefaHusiM IpyNIUPYIOTCS B OTAETbHOE IeJ0, TaK Xe, Kak H
[TPUIOKEHHS K TPOTOKOJIAM, €CIIH OHHU cofiepikaT Goree 25 cTpaHuIL

1. JIoKyMeHTBI K MpoTOKONAaM, eciid OHM CrPYNNHUPOBaHLl B OTIENBHBIE €A,
CHCTCMATU3UPYIOTCS BHYTPH Ji€Jla 10 HOMepaM MPOTOKOJIOB.

12. TlonoxkeHus, ycTaBbl, UHCTPYKLHH, YTBepIK/EHHBIE pacnopsauTeIbHBIMK
AOKYMCHTAMM, ABJIAIOTCS NPUIOKEHUAMHI K HUM U IPYNITUPYIOTCS BMECTE C YKa3aHHBIMH
JIOKYMEHTaMH,

13. TlpuKasel 110 OCHOBHOM [NEATENBHOCTH, YUeOHON JeITeIPHOCTH 1 110 JTAYHOMY
COCTaBy I'PYIIUPYIOTCS OTHENBHO.

14. TIpn dopmypoBanny npHKaszoB 0 JTUYHOMY COCTABY GopmupyroTcs B or-
ACJIBHBIC JI€]1a IIPUKA3bI 10 JIMYHOMY COCTaBY I10 Pa3jIMYHBIM BOIIPOCAM, B COOTBETCTBUH
€O cpokamu xpanenus. Hampumep, rnpukassl o npueme, nepeMelieHuu, YBONEHEHUU



61

PabOTHHKOB (OPMHUPYIOTCS OTHENBHO OT MPHKA30B 110 APYrHM BoIIpocaM (KomaH-
JIMPOBKaM | T.1.).

15. VTBepikaeHHbIE IUIAHBI, OTYETHI, CMETHI, JIMMMUTHI, TUTYJIbHBIE CIIUCKH |
APYTHE€ TOKYMEHTBI IPYNIUPYIOTCS OTACIBHO OT UX IIPOEKTOB.

16. JlokyMeHTBI B IMYHEBIX JIeaX PacIoNaralTcs o MEpe UX MOCTYIICHUS.

17. Ilepeniucka TpynmuUpyeTcs, KaK MpaBHIO, 3a MEPUO KaJe€HAApHOTO Toja |
CHCTCMAaTH3UPYCTCA B XPOHOJOIHYECKOW IOC/IEIOBATEFHOCTH: JOKYMEHT-OTBET [10-
MELIAeTCs 38 JOKYMEHTOM-3aIIPOCOM.

I8. lena co nHA WX 3aBefieHUs 10 Mepejauyd B apXMB WM Ha YHUUTOXKECHHE
XPaHATCS 10 MeCTy UX (pOPMUPOBAHUS.

19. lena cumTatoTcsi 3aBe/ICHHBIMH C MOMEHTA BKJIIOUEHMS B HUX [IEPBOTO
MCTIOTHEHHOTO JIOKyMeHTa. [lociie MCMONHEHHs TOKYMEHTOB M OKOHYAHHS paboThl ¢
HUMU OHM TOMEIIAIOTCS (IIOAMIMBAIOTCS) /Ul obecredeHns (pU3NIECKOH COXPAHHOCTH B
TBEP/IbIC OOJIOMNKH UIIH MAIKH-PErUCTPATOPEL.

20. B KaxJ10M CTPYKTYpHOM MNOJpa3feleHUH BBLIESIOTCS COTPYJHUKH, OT-
BETCTBCHHBIC 32 COXPAHHOCTL IOKYMEHTOB U (JOPMHUpPOBaAHHE HX B Jena (Kak paBHIIo, 3TO
COTPYIHMKH, OTBETCTBEHHBIE 3a JIEJIONPOU3BOACTBO). PyKkoBomuTenu noxmpasneneHuii u
YKa3aHHBIC COTPYIHUKH 00ECTIeunBaIOT COXPAHHOCTE OKYMEHTOB H JIell.

21. Jinst oBecrieuenust COXpaHHOCTH U ydyeTa JOKYMEHTOB H Jell, JIOCTyIla K HUM
MPOBOJUTCA KOMILIEKC paboT:

— CO3/laHHe ONTHMAJIBHBIX TEXHUYECKUX ((PU3MUECKMX) YCIOBHH XpaHEHHs JOKY-
MEHTOB U e,

— pa3MelleHue ael,

— MpPOBEpKa HATUIHMA U COCTOSHHUS JOKYMEHTOB M e,

— CoOMmoJIeHUe MOPsiIKa BBIIAYH 1.

22. Jlena pazmemaroT B pabo4Yix KOMHATAX MK CIIENUATBHO OTBEICHHBIX IS 9TOil
LCJIH MOMEIICHUAX B 3anuparoiivecs mKadsl, ceddbl M T.II., 4TOOB 0OECTIEYUTH HX
COXPaHHOCTDL U 3aLIUTY OT BO3ACHCTBUS TBUIH U COITHEYHOTO CBETA.

23. lena B mkadax ANA UX yyeTa W OBICTPOrO MOMCKA pacrionararoTcs BepTH-
KaJIbHO, KOPCUIKaMU HAapyXy ¥ B COOTBETCTBMH C HOMEHKIaTypoii nen. Ha kopemkax
00JI0KEK JIeNT yKa3bIBAKOTCS MH/EKCH [0 HOMEHKIAType el Homenxknatypa mgen wiu
BLINIMCKA U3 Hee MOMEIaeTCsl Ha BHYTPEeHHEH cTopoHe mikada.

24.Tlpu mnoucke Kakoro-muGo JOKYMEHTa BHadale CleAyeT HaWTH HYXHBIH
3arojIoBOK /€71, a 3aTEM 10 HHICKCY JieJla - COOTBETCTBYIOLIYIO MANKy Ha MOJKE.

25. Jlena  jokyMeHTalbHOro (OHIA, HAXOASIIMEcS Ha TEKyIIEM XpaHEeHUHU
noAnexatr yuery. Ilepuoandeckn, kak npasuio, nepes nepenadeil B apxXuB, MPOBOIUTCS
IpOBEPKA HANIUYUA M  COCTOSIHUSI [OKyMEHTOB M Jel B LENAX YCTAHOBICHHUS
(haKTUYECKOro HANMYMsL JeNl W COOTBETCTBUS MX KOIHYECTBY, YUCTIALIEMYCS [0 HOMEH-
KJIaType ner.

26. B ciyyae yTpaThl JOKYMEHTOB U el TPOBOIUTCS ciryxeOHoe paccieoBaHue,
0 pesyibTaTaM KOTOPOIO JIMIO, BMHOBHOE B yTpaTe, HECET OTBETCTBEHHOCTh B
YCTaHOBJIEHHOM TOPSIKE.

27. Jlena BBIIAIOTCA BO BPEMEHHOE [ONL30BAHHE COTPYIHHKAM CTPYKTYPHBIX
MOMpasjieNleHnii Ha cpok He GoJyiee OJHOTO MecsAla M IOCHe ero HCTEYeHHA MOIJICIKaT
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BO3BpaTy.

28. IHBIM  rocyfapcTBEHHBIM OpraHaM | OpraHM3alysM Jena BBIJAIOTCS Ha
OCHOBaHMM HX ITHCBMEHHBIX 3al[POCOB C paspelleHHs IUPEKTOpa MIH 3aMeCTHTEls
AUPEKTOPA, KyPHPYIOIIErO BOIPOCHI EIOMPOU3BOICTBRA, IO aKTaM.

29.Ecnu orzenbHEBIE JIOKYMEHTHI, YK€ BKIIOYeHHbIC B JleJ1o, Haxo/silleecs Ha
TEKYIIEM XPaHEHHH B CTPYKTYPHOM TOJpa3/ielicHHH, BPEMEHHO TPeOYIOTCS COTPYIHHUKY,
OHH MOT'YT OBITh BBIJAHBI U3 J€j1a OTBETCTBEHHBIM 32 (GopMHpoBaHUE U XpaHeHUe e, a
Ha UX MCECTO BK/IaIBIBACTCS KOMUS MM JIMCT-3aMECTUTENb C yKa3aHHEM - KOTJa, KOMY U
Ha KaKOW CPOK BbIIaH TOKYMEHT.
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IIpunoxxenue Ne 1
K MHCTpyKIMHK 110
IEI0TIPOU3BOICTBY

AENAPTAMEHT OBPA30BAHMSA M HAYKM FoOPOOA MOCKBbI
focynapcrpenHoe astoHomHoe obpasosatensHoe YYpemaeHie AONCAHHTENLHOMD
npogreccHodanbHoro 06pa3osanis ropoga Mockebl «MockoBCKHi UeHTP passuTUA
Kaagpoporo noteduvana obpazosanun» (TAOY AMO MLIPKMO)
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[Tpunoxenue No 2
Kk MHCTpYKLIMHK 1O
JIEJIONTPOU3BO/ICTBY

OENAPTAMEHT OBPA30BAHMSA M HAYKM TOPO1A MOCKBb!

focypapcreentoe aBToHOMHOE obpazosarensHoe yupexaeHHe AONONHUTENbHOrG
npogeccHoHanbHoro obpazopanun ropoaa Mockebl «MockoBeKu it UEHTP pasBUTHA
Kagposoro noteHuynana obpasosaunsy (FAOY AMNO MLUPKIO)

TuMupasenckan ya. A 56, Mockra, 1 27422 tonexhon: (499) 976-5% -89 o-mail: info@@merkpo.ru: htipdAvewwmerkpo.ri
QKO S804 58, OFPH 102/ 200566 761, AHH/KI TN 77142 39823/1 /1501001
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IIpunoxenue Ne 3
K MHcTpykuuu no
JEJI0NIPOU3BOACTBY

OENAPTAMEHT OBPA3OBAHWS W11 HAYKW TOPOOA MOCKBLI
locypapcTBeHHoe aBTOHOMHOE 0Bpa3oBaTeNnbHOE YUYpeMaeHUe AONONHUTENbHOro
npogeccuoHanbHoro o6pasobaHuA ropoaa Mockebl « MOCKOBCKHIA LLeHTP pasBHTHS
Kagposore noteduMana obpasosanuna» (TAOY AMO MUPKMO)

PACIMOPAXXEHUE
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[Ipunoxxenue No 4
Kk MHCcTpyKUmu no
NIeNOTPOU3BOACTBY

OENAPTAMEHT OBPA30BAHKS M HAYKM TOPO A MOCKBb!
locyAapcreentoe aBToHOMHOe 0BpPasoBaTeNbHOE yYpeXaeHHe SOMOAHUTENbHOre
npodeccuoHansHero obpaszosanun ropoaa Mocksbl «MoCKOBCKMI LEHTP pasBUTHA
Kapposoro noveHuuana obpazosanns» (FAOY ANC MUPKNO)

NMPUKA3
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IIpunoxenue Ne 5
K MHCcTpYyKLIMK 110
JEeJI0NPOU3BOACTBY

HGpE‘!EHb AOKYMCHTOB, NOJJIeKalHX YTBEPKACHH IO :

1. AKTBI (IPOBEPOK M PEBH3MI; IpHEMa 3aKOHYEHHBIX CTPOUTEIHCTBOM
00BEKTOB, O00OPYNOBaHMS; OSKCIEPTU3bl; Mepefauyd [el; JHKBHAALUK OpraHu3alui,
YUPEIKAECHUH, IPEATIPUATHH U T.1.).

2, 3agaHus  (Ha TIPOEKTHPOBaHHE OODBEKTOB, TEXHWYECKUX COOPYKEHHIA,
KalUTaJIbHOC CTPOMTENLCTBO; HA IIPOBE/ICHHE HAYyYHO-MCCIENOBATENBCKHUX, MPOEKTHO-
KOHCTPYKTOPCKHUX U TEXHOJOTHIECKUX PAOOT; TEXHUUYECKHE U T.11.).

3 Hucerpykunn (npasuna) (IOKHOCTHBIE; MO JIEJONPOM3BOJCTBY; TEXHHKE
0e30MacCHOCTH; BHYTPEHHET0 TPYAOBOTO PACIOPSAKA 1 T.11.).

4. MeToanueckne peKoMeHIALHH, METOAUYECKHE YKA3AHMSI.

3. Homenknarypa nean.

6. HopmaTusnbi (pacxona ChIpPbs, MaTepHasoB, SJIIEKTPOIHEPIHH;
TEXHOJNIOTHYECKOT0 MPOEKTUPOBAHMS; UUCIEHHOCTH PAOOTHUKOB H T.11.).

1. Onucu pen (mocrosHHOro, BpeMeHHOro (cBbimre 10 1eT) CPOKOB XpaHEHUS U
IO JTMYHOMY COCTaBY).

8. OtveTsl (0 MPOU3BOJCTBEHHON [ESITENLHOCTH, KOMAHJIMPOBKAX, HAYYHO-
MCCIeI0BaTENbCKUX paboTax U T.1.).

g, Ilepeunn (nomKHOCTEH PAOOTHHKOB ¢ HEHOPMHPOBAHHBIM PabOYHM JHEM:

TUIOBBIX TOKYMEHTAIbHBIX MaTEPUAIOB, 00PA3yIONIUXCS B NS TEIbHOCTH OpPraHU3aliiy, ¢
yKa3zaHHeM CPOKOB XPaHEHUsI MaTepuasoB U T.1.).

10.  Ilnamel (CTPOUTEIBHO-MOHTAXKHBIX, MPOEKTHO-H3BICKATEBCKUX, Hay4YHO-
UCCJIENI0BATEILCKMX paboT; BHEJAPEHMS HOBOHM TEXHHKH; [OCTABOK IPOAYKLHH; II0
KUIMIIHO-KOMMYHATbHOMY PeMOHTY; paboTsl LlenTpa u mojpasenenuii, yueHOro cosera
U T.J1.).

1. Honosxenuss (00 opraHM3alWM; O CTPYKTYPHOM MOIPA3fENEHHM; O
MPEMUPOBAHUHA U T.1.).
12.  TIpaBuna.

13. Ilporpammei (npoBeneHnst paboT U MEPOTIPUATHIL; KOMAHAUPOBOK U T.11.).

14, PernamMeHThbl.

15. Cwmerbl (pacxoJOB Ha ColepKaHHMe 3[aHUH, MOMeEIIEHHI, COOPYXEHUI;
VCIIO/Ib30BaHUs CPEACTB (hOHAA yYPeXIEHHS; Ha KamHUTAIbHOE CTPOMTETBCTBO, Ha
MpOBEIEHUE MEPOIIPUSITHH U T.1I.).

16. Cranmaprsl (rocymapcTBEHHEIE, HallMOHAJBHEIE, OpraHu3alluu,
OTpAaclieBkIe).

17.  CTpyKTypa ¥ IITATHASI YHCAEHHOCTb.

18.  V¥Yecras opraumnsanum.

19.  ®opmsbl yHHQHUIHPOBAHHBIX JOKYMEHTOB.

20. IHTaTHbIe pacmUCAHUA U U3MEHEHUS K HUM.

" MeTonuueckue pekoMeHIaLHH 110 sHe/ipeHuto [OCT P 7.0.97-2016



68

[Ipunosxenune Ne 6
K MHCTpyKIuu 110
JEJIONPOU3BOCTBY

IIpumepHLIii mepedenb JOKYMEHTOB, Ha KOTOpPbIE CTABHTCH ME4ATh OpPraHU3aluH

L. AKTBI (preMa BBITIOMHEHHBIX paboT, SKCIEPTU3bI, CIIUCAHUS W L)

2. ApXUBHBIE CIIPABKH.

3 JOKyMEHTBI HAJIOIrOBOM OTYETHOCTH.

4. 3aKs04eHust U OT3bIBBI Ha aBTopedepaTsl.

o 8 3asBieHus (Ha akKpeJMTHB; 00 0TKa3e akIenTa 1 i)

8. HcnonHuTenbHbBIE JIMCTEL.

4 Hopwmsr pacxona.

8. Obpasubl OTTHCKOB Ievyatelt W Tojmucell paGOTHUKOB, MMEIOIIHX IIPaBo
COBEPIICHUS (PUHAHCOBO-XO3SIHCTBEHHBIX OTIEPALIHIA.

9. ITucema rapantuiinble (Ha BbINOJHEHHE paboT, yCIYT 4 T.1.).

10.  Tlopyuenus (GromxeTHble, GaHKOBCKMe, TIIaTeKHbIE, MHKACCOBBIE B GaHK HA
MOJTy4€HHEe HHBAIFOTHI CO CUETOB, IEPEBO/I BAIOTHI).

1. Ilpencrasnenus u XonaraicTsa (0 HArpaXICHHH IPEMUSIMU U T.J.)

12, Peectpsl (4ekoB, nopy4eHHil NpeacTaBIsieMbIX B 0aHK).

13. Cwmers! pacxosi0B (Ha cozlepyanue armapara yIpaBieHHs, Ha KanbKy/LIIO K
JAOTOBOPY U T.J.).

14, Cornauenus.

I15. Cropasku (1MMMTHBIE, O BbIIIATE CTPAXOBBIX CYyMM, 00 HCHONIb30BAHHH
OI0/DKETHBIX ACCUTHOBAHMIT HA 3apILIaTy, O HAYMCICHHH [PHYUTAIOMIEHCS 3apriaTe u
L)

16.  Cnemudukanuu.

17.  TuTynbHBIE CITHCKHU.

18.  Ynocrosepenus.

19. Vcerael opranusanuii.
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IIpunoxenune Ne 7
K MHCTpYKIINH 110
NENONPOU3BOCTBY

IMowaropasi HHCTPpYKUMS clunBaHUSA AOKYMEHTOB

Ilepen mpouenypoil cumBaHus JOKYMEHTOB HEOOXOINMO yIalluTh BCE CKPENKH U
CKOOBI OT CTemIepa, CHCTEMATH3HPOBAT 110 IATaM HITH 110 3HAYHUMOCTH K IPOHYMEepPOBaTh
KaXK/IH JTUCT JoKymMeHTa. Ec monyumBIieecs 1eo COCTOMT U3 MHOKECTBA JTUCTOB, TO
MOXHO — COCAMHMTbL JOKYMEHTBI CHNEUHAIbHBIMH  CKpPerKaMu U IIPUCTYIIUTh K
[IPOLIMBAHHIO,

IIpUroToBUTE CleAyIONMe HHCTPYMEHTEI 1 MaTepHabl:

— HUTKH (JIy4lle UCTIONE30BaTh KAlPOHOBKIE),

— HWronka (pasmep nogOGMpAeTCs B 3aBHCHMOCTH OT TONIMMHBl CIIHBAEMbIX
JOKYMEHTORB),

— Kiel OymMakHBIN,

— JIMCT YMCTOH OyMaru,

— CKOPOCHIMBATEJIb OyMaXHbIH, KAPTOHHBIH.

Ilopsanok nelicTBuii:

. Ynanute ckpenku, ckoObl U3 TOKyMeHTa.

2. AKKypaTHO M POBHO YJIOXHTb JIMCTEL, TIPOBEPHTH /IS HAIEKHOCTH HYMEPALIUIO.

3. B 3aBHCHMOCTH OT TONIIMHBI MOTYUMBILEHCS MAYKH B3SITH LIAJIO UM UTOJIKY H,
OTCTYIHB OT Kpasd, C/le/iaTh CKBO3HBIE OTBEPCTHS B KOJMYECTBe He MeHblie 3. OTBepeTHs
AOJUKHBI HAXOMUTBCS B Psi/l, BEPTHKAILHO OTHOCUTENBHO Kpask Gymaru, Ha pacCTOSHUH
2,5-3 caHTEMeTpa ApyT OT Apyra. CpejiHee OTBEPCTHE LOJBKHO OBITh 110 LEHTpY.

4. B 3aBUCHMOCTH OT TONUIMHEI, NOIyYHBLIEHCS CTOMKH Oymar, B3iTb HHUTKY
annoi 70-80 caHTHMETPOB.

5. BmeTp Mroaky cHuM3y ¢ ThUIBHOM CTOPOHBI [OKYMEHTa B LEHTPaIbHOE
OTBEpCTHE.
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6. IlposecTu cBepxy B KpaiiHee BepXHee OTBEPCTHE.

Ilocne Takoro NPOMIMBAHUA HHUTKA OKaXeTcd ¢ TBUILHOMH CTOPOHBEI. Ecmm
[IPOLIHUBAETCS NOKYMEHT C OOJIBIIIUM KOJIMYE€CTBOM JIMCTOB, TO 1'[01106Hy}0 MaHHITYISIHO
CICAYET IPOBECTH HECKOIILKO pas Ui UX 3aKperjieHus].

9. 3assath y3en Ha obopore. OcTaTok N0OIKeH NOJNYYUTHCS NTMHOM He MeHee 8
CaHTHUMETPOB.
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10. Ha nmomyuunBimiics ysen HakiaenTh oTpe3ok Oymaru B BUjie NPAMOYIOJLHUKA,
Ha KOTOPOH 3apaHee JenaeTcsl HaAllUCh;

IpomHypoBaHo 1 MpoHyMepoBaHO JMCTOB
(0ondrcHOCmb) (Pamunus H.0.)

I1. Ha mpommuroM pokymeHTe, ykazaHHOM JHCTe Oymaru cTaBUTCA HOANKCH H
neyarb. YacTh MOAMKCH U MeYaTh JOKHEL ObITh HA JTHCTE Oymaru 1 Ha TBUTBHOH CTOpOHe
JOKYMEHTA.

Crenyer ckasaTh, 4TO eciM cHedyeT MPOLIMTH GOJBIIEE KOTHYECTBO JIMCTOB,
OAHOBPEMEHHO HEOOXOJMMO CleNaTh He MeHee 4 0TBepCTHil. DTo IPHUIACT YCTOHYUBOCTD
H HaJIC)KHOCTD TP XPAHEHHM IIPOLLIUTOTO JOKYMEHTA.

JIOKYMEHTBI 3aBepsieT IMPEKTOP MM HAYaIbHUK OTIeIa KaJpoB, B 4YacTH
Kacaromelcs. BaxkHo 4ToOBI yacTh noamucy 6piia Kak Ha HAKIEEHHOMN Oymare, Tak u Ha
nokymente. IMoamucaBuinii MpOMIKTEIE JOKYMEHTHI Oeper Ha ce0st 0bs3aTenbCTBA 33 KX
COACPKUMOE HITH HAa3HAIaeT 3a JOCTOBEPHOCTh YTIONHOMOYEHHOTO TIPHKAa30M.

[IpowmBanue QuHancoBO# noOKyMeHTAMH cXOXe C MPOIIHBAHUEM OOBIYHBIX
AoKymeHToB. Ho ectb omHo orimume. JIns mpommsanus (HMHAHCOBBIX JJOKYMEHTOB
AENAIOT 5 OTBEPCTHH, MOCKOJBKY JeNa TONy4aroTcs B HTOre GoJblieH TOJILUHBI.
ClIMBaTh TOKYMEHTBI MOYKET TOJIBKO YHOTHOMOYEHHbIiT COTpYAHHUK.

Hymepanms nemaercs mpocteiM  kapawnammom. [lpu cmmBanuM nOKYMEHTOB
COCTAaBIIAETCS OIMCh JOKYMEHTOB, HAXOIALIUXCS B JIelie.

OMKUCh COCTONT M3 CIEAYIOIMX PA3IENOB:

— HaMMEHOBaHME JIOKYMEHTA,

— JlaTa, KOr/la COCTaBIAIach ONUCH,

— TepeYeHb JOKYMEHTOB,

— IOANUCEH OTBETCTBEHHOIO JIMIIA.

JIOKyMEHTBI 115 cHauM B apXMB MOArOTABIMBAIOT PabOTHUKHM CTPYKTYpPHBIX
noxpasnenenni. Cama MoJAroToBKa BKJIIOYAET B cebs:

— CHCTeMaTH3alUI0 JOKYMEHTOB,

— HyMepauuio,

— TOAIIMBAaHUE TOKYMEHTOB B €IUHYIO M1alKy B 3aBUCHMOCTH OT HAa3HAYECHUS,
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— 3aIl0JIHEHUE OIHCH,

— odopmieHne 06II0XKKH JOKyMEHTA.

BrliieykasaHHBIH MOPAIOK MPOBENSHUs MOAIMBAHUS JOKYMEHTOB npeanonaraeT
HX UIATEJIbHOE XpaHEHHe, T.e. He MeHee 25 JeT.

Ecmi ke nmoxymentsl OysyT XpaHHTbCS B apXuBe opranuszauuu mexHee 10 Jer,
AOMYCKAIOTCSL HEKOTOPBIE MOCHA0ICHNS, & UMEHHO MOJKHO HE IMPOBOJUTH HYMEPALHIO
UCTKOB B NI€JIe, CUCTEMATH3ALMIO JIUCTKOB B Jielie, IPOLIMBAHIE HUTKAMU (OCTaBUTH Ha
XpaHeHHe B MaIKe-CKOPOCIINBATeIe).

Tlopsimox mpommBanus Takod, Kak ¥ NP OOBIYHOM BBIMONHeHMH. Eciu B nerne,
TMO/UIeKAIIEM TIPOIIMBAHUIO Oosiee 250 THCTOB, TO HEOOXOAMMO pa3meldTh ero Ha
HECKOJIBKO TOMOB. Kaxkaplil TOM rogimuBsaercs.

Ecnn mokymenTsl mumaHupyeTcs xpaHuTh Gosiee 25 Jier, ToO IIPU IMOArOTOBKE K
HMPOIIMBAHUIO Ha @0 HAKIAanbIBACTCsA INOTONHUTENbHAS KapTOHHAs 00JI0%KKa, KOTOpas
3aIIUIIAET NOKYMEHTbI U HUTKH OT M3JIHIIHETr0 TPEHHUS.

IlommwBas nenma I apXuBa HEOOXOOMMO CIEIUTH, UYTOGHI TEKCT OCTABANCS
untaeM. Hymepauuro npoBogsiT MpocThiM KapaHIamoM B BEpXHEM IpaBoM yriy. He
PCKOMEH/YCTCA MCIIONIL30BAHUE UL NAHHBIX M€l IIapUKOBBIC W TeNUeBblE PYUKH,
LIBETHBIC KapaHJalld U (pIOMacTepEI.

JInct popmara A3 HymepyeTcs Kak OJMH JIMCT M IIOAIIMBAGTCA 3a JIEBBIN Kpail u
cBOpaunBaercs. Ecim et noammsaror 3a cepenuty, To GyeT cuuTaThCS yKe 2 JTHCTA.

@ororpaduy WM KapTHHKH, a TaKKe CXeMbl H KapTel HYMEPYIOTCSL C3a/d B
BEPXHEM JICBOM yrily. KOHBEpTBI HyMepyroTcsi B II€pBYRO OYepeib OT/ENbHO OT WX
OyMa’KHBIX BIIOYKEHHIA.

Ecnu neno cocraBnsiercs M3 HECKONBKHX TOMOB, TO OHH (roma) HymepyroTCs
KaXIbIH OTAEJIBHO,

O6.105Ky 0hOPMIISIOT CieayomuM 06pa3oM:

— YKa3bIBalOT Ha3BaHHE OPraHM3alM{ WIIH YUPEXKICHHS,

— TI0Jipa3/iesieHue,

— CPOK XpaHeHHs,

HaHMEHOBaHHUeE Jieia.

Hemanosaxkuo cobmonars HEKOTOpPBIE TpeboBaHMsI. HaumeHnoBanue
YUPEKINCHUA MOKCT ~MEHSTBCSA, II03TOMY TIPU COCTaBI€HHM OONOXKKH JOKYMEHTa
HeEOOXOOMMO yKasbiBaTh 2 HasBaHMs. HaspaHus YUPEKIEHUH yKa3bIBAalOTCS B
MMCHUTEbHOM majexe. Crapoe HasBaHue OepeTcs B CKOOKH, HOBOE JOMKHO Oymer
HaxoMUThea Moa HUM. Kpome Toro, ykaseiBaercs TeMa mema. ITO MOTYT GBITH aKThI,
HAKJIANHBIC, TPHUKa3bl U T.J., 33T€M CTPYKTYPHOE MOApa3JIeleHne U CPOK, 3a KOTOPBIif
HaXOSATCs B HEM JOKYMEHTBI, MM KaJleHAapHbIH roja. DTo mepBas M MOCHSTHSS JaThI
JOKYMEHTOB.

Ecnu oKyMeHTBI CIIMBAIOTCS 3a KaleHAAapHBIA TOJ, TO clenyeT ykasblBaTh, K

npumepy, «Ipukaser 2015 roga». Takxke ykasbiBaeTcsi CpOK XpaHEHHUS!: MOCTOSHHBINA KM
OIpEeNIeIICHHBIN.



