rocyJapcTBeHHOe aBTOHOMHOe NPOJecCcMOHaIbHOe 06pa30BaTeNlbHOE YUpeXaeHue
CBepAnoBCKON 061acTh «TaMLKMIA NeCOTEXHUYECKUIA Konnempk M. H.. KysHeLoBa»

(TAMOY CO «T/IK um. H.N. Ky3HeL0Ba»)

MPUKAS

01.09.2023 . r. Tanvuya Ne 139-O/1

«06 yTBEPXKAEHUM MHCTPYKLMN MO
[eNonpPoun3BOACTBY B KONMEMKE»

B cootBeTcTBUM C 3akOHOM Poccuiickoii ®epepaummn ot 29.12.2012r Ne 273 -d3 «O6
obpasoBaHuMy»; defepasibHbIM 3aKOHOM OT 22 OKTA6pa 2004 roga Ne 125-P3 «O6 apXMBHOM
nene B Poccuiickolnt ®egepauumy»; 3akoHoM CBepa/ioBCkor 06nactu ot 25 mapta 2005 roga Ne
5-03 «O6 apxmBHOM aene B CBepA/IOBCKOM 0bnactu»; deaepasibHbIM 3aKOHOM OT 02 Mas 2006
roga Ne 59-®3 «O nopsiaKe paccMOTPeHWs obpalleHnid rpakgaH Poccuiickon ®efepauumy;
®efepasibHbIM 3aKOHOM 0T 27 uiona 2006 roga Ne 152-®3 «O nepcoHasIbHbIX [aHHbIX»;
MonoxeHnem o defepasibHOM apXMBHOM areHTCTBE, YTBEPXAEHHbIM YKa3om [pe3unpeHTa
Poccuiickon ®depepauuy o1 22 uoHs 2016 roga Ne 293 «O6 yTBepXaeHUU [TONOXKEHUA O
defepa/lbHOM  apXUBHOM areHTCTBe»; MpukasoM deaepasibHOro apxXMBHOIO areHTcTea OT
11.04.2018r. Ne 44 «O6 yTBepXaeHUM [MpUMEPHOM WHCTPYKUMM MO [AeN0Npov3BOACTBY B
rocyflapCTBeHHbIX OpraHusauusax»; noctaHosneHuem [pasutensctea P® ot 15.06.2009 r. Ne
477 «O6 yTBEpXaeHUM MpaBun 4enonpon3BOACTBa B (hefepasibHbIX OpraHax WCMONHUTENIbHOM
B/IaCTU»;

NMPNKASBIBAKO:
1 YTBEpANTL WHCTPYKUMIO 0 [e/onpou3BOACTBY (NpuioxeHune 1) K HacTosulemy
MpUKasy.
2. [aHHbIA NpUKa3 1 MHCTPYKLUMIO pa3MeCcTUTb Ha caiTe Konneaka.
3. OTgeny KajpoB HaCTOSALUMIA NPUKa3 [OBECTU [0 PYKOBOAMTENEN nNoApasfencHui, a
TaKXe [0 3aMHTEPECOBAHHbBIX WL,
4. KOHTpO/b 33 UCNOTHEHNEM MPKKa3a OCTaB/AKO 3a COBON.
[npekTop NC.N. NTAwokK

JOKYMEHT MOAMMUCAH
ONEKTPOHHOW MOAMNUCHLIO

CepTudukar:
2150C046E71AC3A606E8BACAB4E5913D5
Bnapeneu; Nawok Cepreit MBaHoBUY
Oencteutenex: ¢ 12.09.2023 go 05.12.2024
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[Tpunoxenue 1
Kk npukaszy ot 01.09.2023r. Ne 139-O/]

[‘ocymapcTBeHHOE AaBTOHOMHOE MPOheCcCHOHATIbHOE 00pa30BaTEIbHOE YUPEKICHUE
CaepanoBckoit 001acTu
«Tanuuxuii necorexuuyeckuit komnex uM. H.W. Ky3nenosa»

COI'’TACOBAHO
Ha CoBeTe KoJIIemKa
nporokos Ne 56 ot 28 aBrycta 2023r.
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NHCTPYKLUS
110 AEJOITPOU3BOJACTBY
B FOCY/1aPCTBEHHOM aBTOHOMHOM NpogeccHoHa/ILHOM 00pa30BaTeIbHOM YUPEKICHHH
CaepaaoBckoii 001acTH
«Taauukuii 1ecorexunyecknii kosutex um. H.U. Kyznenosa»

Tanumna, 2023



1.001mue mo10xeHus

1.1. UncTpyKuMs 1o JeJIONpOU3BOJCTBY (nanee - MHCTpykuus) ycTaHaBIMBAET €AMHYIO
CUCTEMY JOKYMEHTHUPOBAHUS U OPraHU3alMK paboThl C TOKYMEHTAMH B TOCYapCTBEHHOM aBTOHOMHOM
npodeccuoHanbHOM  OOpa3zoBaTelbHOM  yupexkaeHun  CsepiiioBckoid — obmactu  «Tamuikwmii
necorexHnueckuii koyiemk um. H.U. Ky3nenoBa» (nanee - komiemx) u o0s3aTenbHa I UCTIOTHEHUS
BCEMH COTpYIHUKaMU (nanee - MHCTpyKIwus).

1.2. WucTpykuus onpeaenseT OCHOBHBIE MpaBHJia MOJITOTOBKU M OQOpPMIIEHUS JOKYMEHTOB,
KOHTPOJISI UCTIOJIHEHHUSI U OpraHU3alK pabOThI ¢ JOKYMEHTaMH BO BCEX CTPYKTYPHBIX MOJAPa3IeICHUIX
KOJUTEKA.

OTnenbHBIMM ~ HOPMATHBHBIMH  JIOKYMEHTAaMH  YCTAHABIHMBAETCS TOPSAOK  PabOTBI ¢
(UHAHCOBBIMHU, OYXTaNTEepCKUMM, TEXHUYECKUMH JOKYMEHTaMH, a TakkKe C JOKYMEHTaMH,
coJIepKalIMMHU KOH(DUICHIIUATEHYIO HH()OPMAIIHIO.

1.3. MHCcTpyKIus Mo AeNonpon3BOACTBY pa3paboTaHa B COOTBETCTBUU C 3aKOHOJATELCTBOM
Poccuiickoit denepanuu u CBepIIIOBCKOM 00JACTH, PETYIUPYIONIUM JACJIONPOU3BOACTBO M paboTy
apXUBOB!

* @enepanbHbIi 3ak0H 0T 22 okTAOps 2004 roga Ne 125-D3 «O06 apxuBHOM nene B Poccuiickoit
Denepauuny;

* 3akoH CBepmiioBckoit oOmactu oT 25 mapra 2005 roma Ne 5-03 «OO6 apxwBHOM nefne B
CBepanoBcKoi 00J1acTh»;

* @enepanbHblil 3akoH 0T 02 mMas 2006 roga Ne 59-03 «O nopsiake paccCMOTpeHHs oOparieHui
rpaxnaan Poccuiickon denepannny;

* denepanbublii 3akoH 0T 27 utoist 2006 roga Ne 152-03 «O nepcoHaIbHBIX JaHHBIXY;

* JTlonoxenne o denepaabHOM apXWBHOM areHTCTBE, YTBEPXKACHHBbIM Yka3zoMm Ilpesunenta
Poccuiickoit @enepariu ot 22 utonst 2016 roga Ne 293 «O6 yreepxkaenuu [lonoxenus o denepanbHOM
apXHUBHOM areHTCTBEY;

* npuka3 ®enepanpHoro apxuBHoro areHTcTBa OT 11.04.2018r. Ne 44 «OO0 yrBepxaeHUU
[TpriMepHOI MHCTPYKLINHU IO JIETONPOU3BOJCTBY B FOCY/IaPCTBEHHBIX OPTaHU3ALIUAX Y,

* nocraHosnenue [IpasurensctBa PO ot 15.06.2009 r. Ne 477 «O6 yrBepxkaenuu IlpaBun
JIeJTOTIPOU3BOICTBA B (heIepabHBIX OpraHaX UCIOTHUTEIBHOM BIACTHY;

* npuka3 Munucrepcra KynbTypbl P® ot 31.03.2015r. Ne 526 «O6 yrBepxknenuu IlpaBun
OpraHM3aly XPaHEHUs, KOMIUIEKTOBAHUS, YU€Ta U UCIIOJIb30BaHUs JOKYyMEHTOB ApxuBHOro (onaa PO
U IpYTUX apXMBHBIX JOKYMEHTOB B FOCYAAPCTBEHHBIX OpraHax, OpraHaXx MECTHOI'O CaMOYIIpaBJICHUS U
OpraHU3aIUIX»;

* TOCT P 7.0.97-2016 «Cuctema craHaapToB 10 HHPOpMauu, OUOIMOTEYHOMY U
u3gareabckoMy  aeny.  OpraHu3allMOHHO-PAacHoOpsAMTENbHAs — JOKyMeHTauus. TpeGoBaHMs K
0(pOpMIICHHIO TOKYMEHTOBY;

* m3menenne Ne 1 TOCT P 7.0.97-2016 «Cucrema craHaaproB 1o HHpOpMAIHNH,
O6uOnMMoTeYHOMY M M3JaTesbcKoMy Jeny. OpraHu3aloHHO-PACIOpSAUTENbHAsS —JOKYMEHTALus.
TpeboBanus kK ohopMICHHIO TOKYMEHTOBY» YTBEpXKIE€H U BBeseH B AelicTBue Ilpukazom denepaibHOro
areHTCTBA [0 TEXHUYECKOMY PeryIupoBaHuio u metposoruu ot 14.05.2018 N 244-ct, nata BBeAeHUS -
2018-07-01.

1.4, WucTpyKuusi 1O J€JIONPOU3BOJCTBY YTBEPHKIAETCA JUPEKTOPOM KOJUIEKa IOCie
coriacoBanus ¢ CoBETOM KOJUIEKA.

1.5. Tlonoxxenuss MHCTpYKLIMU pacpOCTPaHIIOTCS Ha OpraHU3alrio paboThl C JOKYMEHTaMH
HE3aBHCHUMO OT BUJAa HOCUTES, BKIIOYasi UX IOArOTOBKY, PETUCTPALINIO, YUET U KOHTPOJIb UCIIOIHEHHUS,
OCYIIIECTBIISIEMBIE C IOMOIIbIO aBTOMATU3UPOBAHHBIX (KOMIIBIOTEPHBIX) TEXHOIOT .
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ABTOMAaTU3MPOBAaHHBIE TEXHOJIOTUU 0OpabOTKH JOKYMEHTHOW MH(OpMALUH, IPUMEHIEMbIC B
KOJIJIeJIKE, JT0OJDKHBI OTBe4aTh TpeboBaHusIM MHCTpyKIuu.

1.6. AIMUHHCTPAaTUBHYIO OTBETCTBEHHOCTH 32 OPTaHU3AIMIO U COCTOSIHHUE JIeNIONPOU3BOICTBA,
U COOJIO/IEHNE YCTaHOBJIEHHBIX MHCTpyKIMei npaBui paboThl ¢ JOKYMEHTaMH HECYT PYKOBOAMUTEIN
CTPYKTYPHBIX IIOJIpa3AeICHUN.

PykoBonuTenb CTPYKTypHOTO MOAPA3JEIECHUs OIpPEAEHsieT OTBETCTBEHHOIO 3a BEIECHHUE
JEJIONPOU3BOJCTBA B CBOEM IIOJPA3ACICHUN.

1.7.  J1oJDKHOCTHBIE 00SI3aHHOCTH, IpaBa U OTBETCTBEHHOCTh PAOOTHHUKOB JCIIONPOU3BOICTRA,
JIeJIOTIPOU3BOAMTENEH MOApA3eNCHUH, OTBETCTBEHHBIX 3a OPraHU3alMio paboThl C JOKYMEHTaMH,
ONPEACIAIOTCA JOJDKHOCTHBIMUA NHCTPYKLUSMHU.

1.8. Ilpm yBOJIBHEHHMH WM MEPEMEIIEHUH [0 JOJDKHOCTH OTBETCTBEHHOIO JIMIlA, BCE
UMEIOLINECS] Y HEro JOKYMEHTHl W Jeja INPEAAroTCs M0 YKAa3aHWI PYKOBOIUTENS CTPYKTYpPHOTO
noJipa3fiesieHus: Apyromy pabOTHHUKY IO aKTYy.

19. Tlpu yrpare [AOKYMEHTOB JEJIONPOM3BOMUTENh  MOApPA3NENCHUs  HHPOPMHPYET
PYKOBOJUTENS MOAPA3ACIICHUS U AUPEKTOPA KOJIIEIXKA, I0CIIE YETO OPTaHNU3YyEeTCs PO3bICK JOKYMEHTOB.

Ecnu po3bick TOKYMEHTOB HE JaeT pe3ysibTara COCTABISAETCS aKT, B KOTOPOM YKa3bIBarOTCS
JTAHHBIE YTPAYEHHOTO JIOKYMEHTA, a TaK)Ke OOCTOSTENILCTBA, MPH KOTOPBIX MPOU30ILIA yTpaTa, Mmocie
Yero NpeAnpUHUMAIOTCS MEPHI 110 3aMEIIEHHIO TaHHOTO JIOKYMEHTAa 3aBEPEHHOM KOIMel JOKYMEHTa.

1.10. PaGoTHHMKM KOJJIe[Xa HECYT JUCLUUIUIMHAPHYIO, AaJMHHHMCTPATUBHYI0O U HHYIO,
YCTaHOBJICHHYIO 3aKOHOAATeNbCTBOM Poccuiickoit Denepanyivi, OTBETCTBEHHOCTD 3a HapYIIEHUE CPOKOB
XpaHEeHUs JOKYMEHTOB, yTpaTy U HECAaHKIIMOHUPOBAHHOE YHUUTO)XKEHUE CITY)KEOHBIX TOKYMEHTOB.

Crateu 192, 193 Tpynosoro koxnekca Poccuiickoit denepaunn; myHktsl 2; 15.11 craren 13.25
Kogexca Poccuiickoii @eaepanuu 00 aIMUHUCTPATUBHBIX MTPABOHAPYIICHUSX; cTaThsi 7 DenepanbHOro
3akoHa oT 6 nexadps 2011 r. Ne 402-D3 «O GyxranrepckoMm ydere.

1.11. IlpaBuna u nopsioK pabOTHI C TOKYMEHTaMH, YCTaHOBJIEHHbIE HacTosel MHcTpykiuei,
00s3aTeNnbHbI ISl BceX paOOTHUKOB KOJUIEKA.

1.12. B memsix opranuzaiuy padoThl C JOKYMEHTaMH B TIOAPA3eIICHUSIX MOTYT OBITh BBEICHBI
MHCTPYKLIMU 1O OpraHu3aluu paboThl C JOKYMEHTaMM, JOMOJIHSIOINIME HHCTPYKLHIO IO
JIEJIONPOU3BOJICTBY KOJIEKa, HO HE IPOTHUBOpEYaIue ei.

1.13. Hacrosmiast MTHCTpyKITUst BBOJUTCS B JCHCTBHE C MOMEHTA YTBEPIKICHUS U pa3MeIiacTcs
Ha 0(UIMATIHLHOM CalTe KOJIeIXKa.

2. J1okyMeHTaNus KOJJIeIKa

2.1.]IesTeNbHOCTh KOJUIEMKa O00eCreunBaeTCss CHCTEMOM B3aMMOYBSI3aHHBIX YIIPABICHUECKUX
JIOKYMEHTOB, COCTABJISIFOIIUX €0 TOKYMEHTAIMOHHYIO 0a3y.

2.2.B cocTaB OpraHu3alOHHO-PACHIOPSAUTENHON AokyMeHTanuu (nanee - OPJl) xomiemxka
BXOJIAT:

OpeanuzayuoHtvle OOKYMEeHMmbl!

*  VcTaB KOICIKa;

*  MIOJIOKCHHS O CTPYKTYPHBIX IMOPA3ICICHHSIX;

*  JOMKHOCTHBIC MHCTPYKIIUU PaOOTHUKOB;

*  MpaBWIa BHYTPEHHETO TPYIOBOTO PACIOPSIKA M WHBIC MMOJOXKEHHUS, TPaBUia, HHCTPYKIIUH,
perIaMeHThl W CTaHAAPThI, YCTAHABIMBAIOIINE MOPSAIOK AEATEIHHOCTH KOJUISIXKA, JOBEPEHHOCTH,
JIOTOBOPBI.

Pacnopsoumenvuvle O0okymenmsl: TPUKA3bl, PACIOPSDKCHUS TMOANKMCAHHBIE JIUPEKTOPOM WIIH
3aMECTUTEISIMU JTMPEKTOPa, B COOTBETCTBUU C MPEACTABICHHBIMU MOJHOMOYHSIMH, MPOTOKOJBI U



pellIeHuUs KOJUIETHaIbHBIX OPraHOB (KOMHCCHIA, COBEIIaHUH ), TPOTOKOIIBI pabourX KOMHUCCHIMA, TPYIII.
Hughopmayuonno-cnpasoutnvle 00KymeHmul: CIPaBKH, CBOJKH, 0030pbl, TOKJIaJHbIE, CITyKEOHbIE U
00BSCHUTENbHBIEC 3aIIUCKH, aKThI, MICbMa, aHAIN3BI, JOKIAAbI U T.1.

K opranuzaiimoHHO-pacnopsaIuTeIbHON JOKYMEHTAIlMU OTHOCATCS IPUKA3bl O IpUeMe Ha padory,
NepeBoJiec Ha Jpyryio paboTy, YBOJBHEHHMH C pabOThl, O(GOPMIEHUH OTMYCKOB, KOMAaHIUPOBOK,
MOOUIPEHUH, JUCUUIUIMHAPHBIX B3bICKAaHWK U T.1.). TpeOoBaHUS K TMOATOTOBKE, OGOPMIICHHIO U
00paboTKe TaKuX TOKYMEHTOB YCTaHABIMBAIOTCS CYIIECTBYIOIIUM 3aKOHO/1aTEIbCTBOM.

Opranm3zanus paboTel C JOKYMEHTaMH O MpueMe Ha paboTy, MmepeBoje Ha IPYryr padorty,
YBOJBHEHUU C PaOOThI, 0OPMIIEHUH OTITYCKOB, AUCIHUILIMHAPHBIX B3BICKAHHH, MOOLIPEHUH U T.1.) 110
UX IIepelayl Ha apXUBHOE XpaHEHHUE OCYILIECTBISAETCS OTAEIIOM KaJpOB.

2.3.Bech KOMIUIEKC pabOT C JOKyMeHTamweu, He oTHocsmeics kK OJ] (mepBUYHON Yy4eTHOM,
0aHKOBCKOU, (MHAHCOBOM, OYXTaJITEPCKOM, OTYETHO-CTATUCTUIECKOMU, 110 MATEPUATHHO-TEXHUYECKOMY
CHA0KEHUIO U JIp.), OCYIIECTBISAETCS COOTBETCTBYIOLUMHU MTOAPA3IEICHUIMHU KOJIJIEAKA B COOTBETCTBUU
¢ UX (QYHKIMOHATBHBIMU 00S3aHHOCTSMHU.

2.4.0cobeHHOCTH O(OpMIIEHHS JTOKYMEHTOB, CO3/1aBa€MbIX B KOIJIEMKE M OTPAKAIOIIUX
cnenuduKy AesITeNbHOCTH, a TaKXKe MpaBUiia OpraHu3aluu paboThl C JAHHBIMH JOKYMEHTaMU MOTYT
YCTaHaBIIMBATHCS OT/IEIbHBIMU JIOKATbHBIMA HOPMAaTUBHBIMH aKTaMU KOJUIEIKA.

3.IIpaBuJia NoAroTOBKH U 0)OpPMJIEHHS TOKYMEHTOB
3.1.JlokyMeHTHpOBaHUE YIPABICHUYECKON NESITENbHOCTH 3aKIoYaeTcs B (puKcanuy Ha Oymare
WIN JIPYTUX HOCUTEISIX TI0 YCTaHOBJICHHBIM IIpaBHJIAM YIPaBICHYECKHX JCHCTBHUI, T.e. CO3IaHUE
yIIpaBJIEHYECKUX TOKYMEHTOB. [Ipu moaroroske u ohopMiIeHNN TOKYMEHTOB HEOOXOMMO COOIIOAATH
npaBuia, OOECIIEYMBAIOIINE FOPUIAMYECKYIO CHIIy TOKYMEHTOB, MX OIEPAaTUBHOE M KaueCTBEHHOE
UCTIOJTHEHUE U TIOWCK, KQUeCTBO JIOKYMEHTOB KaK HCTOYHHKOB HWH(POPMAIINH.

3.2.l10puanueckas cuina JOKyMEHTA.

OnHO W3 OCHOBHBIX TpPeOOBaHWU K JIOKYMEHTY - €r0 COOTBETCTBHE IPABOBBIM HOPMaM H
TpeOOBaHUSM, BOBMOKHOCTh €T0 UCTIOIH30BATh KaK PeHIaoliee J0Ka3aTeIbCTBO TOCTOBEPHOCTH KaKHX-
m6o ¢akroB. TekcT TOKyMeHTa HE MOKEH MPOTUBOPEYMTH HOPMATHBHO-TIPABOBBIM akTaM P® u
coJiepKaTh JOCTOBEPHYIO HH(POPMAIINIO, COOTBETCTBYIOILYIO IEHCTBUTEIBHOCTH.

FOpunuueckas cunia - 370 CBOMCTBO OPUIIMAIBHOTO IOKYMEHTa, COO0IaeMoe eMy JeHCTBYIOIUM
3aKOHOJIaTeIbCTBOM, KOMIIETEHIMEH U3AaBILIEr0 €ro OpraHa U yCTaHOBJICHHBIM MOPSAIKOM 0(hOpMIICHHUSI.

JIOKyMEHT MMEeT IOPUIMYECKYIO CHIIy TOJIBKO TPU HAJMYUM BCEX HOPUAWYECKH 3HAYMMBIX
PEKBU3UTOB, TpeOyeMbIX I JaHHOTO BUAA JOKYMEHTOB. K IOpHIMYecKH 3HAUYMMBIM OTHOCSTCS
CIIC/TYIOIIHE PEKBU3HTHI:

* HaWMEHOBAaHWE OPTAHU3AINU WJIH JOJDKHOCTHOTO JIUIIA - aBTOPA JOKYMEHTA;

* MOJITUCH;

* [IeYaTh;

* n1arta JOKyMEHTA;

* rpud yTBEpKACHUS TOKYMEHTA,

® PETUCTpAIMOHHBIN HOMEP TOKyMEHTA.

[Ipu OTCYTCTBHY WM HETIPABHILHOM O(QOPMIICHHH XOTS ObI OHOTO M3 YKa3aHHBIX PEKBH3HTOB
JOKYMEHT HE HMMEeT IOPHIMYECKO (IoKa3aTelbHOI) CHIIbI B OpraHax IpaBONOpSAIKa U JIPYTHX
MHCTaHIUIX.

3.3.b1aHKu TOKyMEHTOB.

3.3.1.Ilucema, npuKa3sbl, pacnopsuKeHus: (KpoMe MPUKA30B O MPEIOCTABICHUN KOMAaHIUPOBOK, a
TaKXKe JPYruxX KaJpOBBIX IOKYMEHTOB), JIOBEPEHHOCTH O(GOPMISAIOTCS Ha (UPMEHHBIX ONaHKax
KOJIJIeJ[Ka, UMEIOIINX YCTAHOBJICHHBIH KOMIUIEKC 0053aTeNbHbIX peKBU3UTOB. [IpoekTupoBanue 61aHKOB
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JTOKYMEHTOB ocyiiectisercs B cooTBercTBuu ¢ ['OCT P 7.0.97-2016 «Cucrema craHgapTOB IO
uHpopManuy, OHOIMOTEYHOMY U  H3JaTeNbCcKoMy Jeny. OpraHu3alMOHHO-PACHOPSAUTEIbHAS
JnoKyMeHTarus. TpeboBaHus K 0hOPMIICHUIO JOKYMEHTOBY.

3.3.2.bankn TOKyMEHTOB Ha OyMa)XHOM HOCHUTENIE W OJJIEKTPOHHBIE IA0JIOHBI OJIAHKOB
M3rOTaBJIMBAIOTCS HAa OCHOBAaHMM MAaKeTOB OJAHKOB, C COOJIIOJJCHHMEM YCTAHOBJIEHHBIX IPaBUII
oopmIIeHHs JOKYMEHTOB, YTBEP)KIAEMbIX JUPEKTOPOM KOJUIEKA.

3.3.3.JlokyMeHTHI KoJuiemka, 0ohOpMIICHHBIC KaK Ha OJIaHKe, Tak U 03 Hero, JOHKEH UMETh OIS
HE MEHee:

nesoe - 20 MM;

npaBoe- 10 mm;

BepxHee - 20 MM;

HUKHEe - 20 M.

JlokyMeHThI JunTenbHbIX (cBbIIe 10 j1eT) CPOKOB XpaHEHUSs J0JKHBI UMETh JIEBOE T10JIE HE MEHEe
30 Mm.

3.3.4.ITpu mOATOTOBKE JOKYMEHTOB JIOMYCKAETCS MCIIOJIb30BaHUE JINIIEBON U 000POTHOM CTOPOHBI
mucta. [Ipu 1ByCTOpOHHEM CO3aHUM JOKYMEHTOB IIMPUHA JIEBOTO MOJISl HA JIMIIEBOM CTOPOHE JIUCTa U
MIPABOTO TOJISI HA OOOPOTHOM CTOPOHE JINCTA JIOJDKHBI OBITH PaBHBI.

3.3.5.1Ipu M3roTOBICHUM OKYMEHTOB Ha JIBYX M 0Ojee CTpaHUIaX BTOPYIO M TMOCIEAYIONTUE
CTpaHUIIbI HyMepytoT. Homepa cTpaHHIl MpOCTaBIAIOT MOCEPEIWHE HIKHETO MOJiA OKyMEHTa Ha
paccrosiHuu 10 MM OT BEpXHETO Kpast TUCTA.

[Tpu opopmiieHHN TOKYMEHTA, 3aHUMAIOIIET0 HECKOJIBKO JINCTOB, Ha OJ1aHKe 0pOopMIISIETCS TOTIBKO
MIEPBBII JIUCT.

3.3.6.JlokyMeHTBI, H3AaBaeMble COBMECTHO OJHOM WM HECKOJBKHUMH OpraHH3aIlUsIMHU,
0(OpPMIISIOTCS. HAa CTaHAAPTHBIX JIMCTaX OyMaru ¢ BOCIPOM3BEIACHUEM PEKBHU3UTOB BCEX OpraHM3aLUi,
YYaCTBYIOUINX B M3/IaHUH TOKYMEHTA.

3.3.7. 1511 M3TOTOBIICHUSI JOKYMEHTOB HCIOJBL3YETCS TapHUTYypa MpHUQTa MO0 BRIOOPY KOJIICIKA,
BXOJISIIAst B CTAHIAPTHBINA MaKeT 0(hUCHOTO MPOrPAMMHOTO 00ECIIEYCHHUSI, UCTIONB3yEeMOTO KOJIIEKEM.
Pazmep mpudgra - Ne 12.

[Ipu cocraBneHMH TAOIUI] JOMYCKAETCSl UCIONB30BaHNE MIPUPTOB MEHBIIHX pa3MepoB - 10 No
10,11.

3.3.8.A03aHbIil OTCTYN B TEKCTe JOKyMeHTa - 1,25 cM. 3arojoBKM pa3iesioB U MOJPA3]EIoB
nevaTarTces ¢ ab3aHbBIM OTCTYIIOM WIIM LEHTPUPYIOTCS 0 MIUPHUHE TEKCTA.

3.3.9.TekcT OKyMEHTa BhIpaBHUBAETCS 110 LIMPUHE JIHCTa (110 TPAaHULIAM JIEBOTO M ITPABOTO MOJIEH
JIOKYMEHTa) U neyaTtaercs yepe3 1-1,5 MeXCTpouHbIX HHTEpBaIa.

MHOroCTpOoUHbIe PEKBU3HUTHI IEYATAIOTCS YEPe3 OUH MEKCTPOUHBIA HHTEPBAJ, COCTAaBHBIE YaCTH
PEKBU3UTOB MOTYT Pa3JeNAThCS OMOJHUTENFHBIM HHTEpBaOM. CTPOKH PEKBU3UTOB BHIPABHUBAIOTCS
IO JIEBOM I'paHUIIE 30HBI PACTIONOKEHHS PEKBU3NUTA WIH LIEHTPUPYIOTCS OTHOCUTEIBHO CaMOM IITMHHOU
CTpokH. [{nnHa caMoil ATMHHOM CTPOKM PEKBU3HTA NP YIIIOBOM PACMOIOKEHUU PEKBU3UTOB HE Oolee
7,5 cMm. /InuHa caMOl JJIMHHOW CTPOKHM PEKBU3HUTA IPH IMPOJOIBHOM PACIIOJIOKEHUN PEKBU3UTOB HE
6onee 12 cm.

3.3.10./lomyckaercss BBIICIATH IMONYKHPHBIM IIPH(PTOM PEKBU3UTHI «aJIpecar», «3arojoBOK K
TEKCTY» WIH «IOJIHUCHY, a TAKXKE OT/IEIbHbIE (parMEeHThI TEKCTA.

PexBu3uT «noanuch» NOMKEH NOMENAThCs HA OJHOM CTPAaHMIE C TEKCTOM JOKyMeHTa. He
JIOITYCKAETCsl IEPEHOC 3TOr0 PEKBU3UTA JOKYMEHTA HA OTJCIbHBIN JIUCT.

3.3.11.I1pu noAroTOBKE HOPMATUBHBIX AKTOB KOJUIE/KA, & TAKKE MHOTOCTPAHUYHBIX JOKYMEHTOB
oopmisieTcss TUTYIBHBINA JTUCT (TIpuiioxkenue ).

Ha tutynpHOM JHCTE JOKYMEHTAa HOMEp CTPAHUIBI HE YKA3bIBACTCS, HO YUUTBIBACTCS MPH 00Iei



HYMEpaLuu CTPAHULL.

3.3.12.CocTaB peKBU3UTOB, UCTIOIB3YEMBIX IS O(POPMIICHHS TOKYMEHTOB, ONPEENAETCS BUAOM
(pa3HOBHIHOCTHIO) OPraHU3ALUOHHO-PACTIOPSIUTEIHHOTO TOKYMEHTA.

3.3.13.B kosutemke NpUMEHSIIOTCS CIeAYIONINe OIaHKu:

*  OJaHK IpHKa3a,

*  OnaHK pacrnopsKeHus,

*  (OyaHK MMCHbMA JJIS BeJIEHHs MEePENUCKU C OPTraHU3aLlUsIMHU U TPpaXIaHaMH, HaXOAAUIMMUCS Ha
tepputopuu Poccuiickon @enepanny;

*  OnaHK CiIy’)keOHOM (IOKIIATHON) 3aMUCKY;

. 0o01mii OJIaHK.

Ha o6mem 6s1anke ohopMItsIfoT 1000 BHJT TOKYMEHTA, 3a HCKIIFOYSHHEM MTPUKa3a, pacTtiopsHKEHNUS,
NUCbMa U CIyXeOHOU (JIOKJIaHOM) 3aMUCKU.

YcTaHaBiaMBaKOTCA ABa BapraHTa OJaHKOB MHCHhMA - YTIIOBOH U TPOIOJIbHBIN.

3.4.0¢opmiieHne peKBU3UTOB B MPOIECCE TTOJATOTOBKU JTOKYMEHTOB.

B cootBerctBuu ¢ tpeboBanusimu 'OCT P 7.0.97-2016, opraHu3aiimoHHO-pacOPSAUTEIbHEIC
JOKYMEHTBI HWMEIOT YCTAHOBJICHHBI KOMIUIEKC PEKBH3HTOB M (UKCHPOBAHHBIA MOPSAOK MX
pacnionoxxenus. [Ipu moaroroske u 0hOpMICHUN TOKYMEHTOB UCTIONB3YIOTCS CIEIYIOIINE PEKBU3HTHI:

3.4.1. HaumeHOBaHHE OpraHU3aIUH.

B TOYHOM COOTBETCTBUHU C YUpEIUTEIbHBIMU JOKYMEHTaMHU (Y CTaBOM).

Hang namMeHoBaHMEM OpraHM3allMM YKa3bIBAeTCS IMOJHOE WM COKpAalIeHHOE HaMMEHOBAaHUE
BBIIIECTOSIIIEH OpraHU3aIliH.

3.4.2.CripaBouHbIe JaHHBIE OPTaHU3AIIHIH.

CripaBoYHbI€ JaHHBIE KOJUIEKA YKAa3bIBAIOTCS B OJIaHKAX MUCEM M BKIIIOYAIOT: IOYTOBBIN ajipec,
HoMep TeseoHa, HoMep (akca, aJpec IEKTPOHHOM MMOUTHI, CETEBOM ajpec.

3.4.3.HaumeHOBaHHE BHJIA IOKYMEHTA.

HammeHoBaHme BHa TOKyMEHTa YKa3bIBAaeTCS HA BCEX TOKYMEHTAX, 32 MCKIIOYCHUEM JETIOBBIX
(cmyxeOHBIX) MHICEM, PACIIoIaraeTcs Mo HauMEHOBAaHUEM OpTaHU3aIUH.

3.4.4.Jlata nokyMeHTa.

Jlata nokyMeHTa JI0JKHA COOTBETCTBOBATD JaTe MoANMcaHus (YTBEpKIEHUS) TOKYyMEHTa WK (B
MIPOTOKOJIAX ) JaTe COOBITHS, 3a(DUKCUPOBAHHOTO B JOKYMEHTE.

Ha noxymeHTe mpoCTaBisIOTCS TaKkKe JaThl MOCTYIUICHUS, PE30JIIOIMU COTIaCOBaHUS; IpaBuiia
oopMIIeHHS JaT BO BCEX CIy4yasX aHAJOTUYHBI.

Jist TOKyMEHTOB, (PUKCHUPYIOIIMX PeIleHHs], TIPUHUMAEMbIe KOJUIETHAIbHO, JATOU SBIISIETCS JaTa
HPUHATHS PEILICHHS.

JlaToil pacnopsiIuTeNbHOTO JOKYMEHTA, CIYyKEOHOTO MHUChMa SBJISIETCS JaTa €ro MOAMUCAHUS.
JlaToil yTBep>k1aeMOro IOKyMeHTa - J1aTa €ro yTBEP)KICHHUS.

JIOKyMEHTBI, H3/IaHHBIE COBMECTHO JIBYMs WK Oo0Jiee IOPUANIECKUMH JTUIIAMH, JTOJDKHBI UMETh
eAMHYIO JaTy.

Jlata MOKyMeHTa 3aIMChIBACTCSI B IOCIIEIOBATEIBHOCTH: IEHh MECATIIA, MECSII, TO OJHUM U3 IBYX
CIoco0oB:
apabckumu 1mdpamu, pasgeneHHbiME Toukor: 05.06.2020; croBecHO-IH(PPOBBIM
ciocoboM: 05 urons 2020 200a unu 05 uronsa 2020 e.

B Tekcte nokymeHTa Bce JaThl JOJDKHBI ObITH O(GOPMIICHBI TOJBKO OJHUM M3 YKa3aHHBIX
CHOCO0O0B.

3.4.5.PeructpaiiuoHHbII HOMEP JTOKYMEHTA.

Homep mokymeHTa HpOCTaBIseTCS HAa MCXOISIIMX, BXOISAIIMX M BHYTPEHHUX JOKyMEHTax
KOJIJIeJKa PAZIOM C PEKBU3UTOM «J1aTa AOKyMeHTa». [lopsakoBble HOMEpa MPUCBAUBAIOTCS OTIIEIBHO
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BXOJISIIIIMM U UCXOJSLIUM MUChbMaM. PerucrpalinoHHbI HOMEp JI0OKYMEHTa, COCTaBJIIEHHOI'O COBMECTHO
IBYMsI B OoJiee OpTaHU3AIMSIMH, COCTOUT M3 PErHCTPAIIMOHHBIX HOMEPOB JIOKYMEHTa KaXKIAOW U3 ITHX
OpraHu3aluii, MPOCTaBISEMBIX Yepe3 KOCYI0 4YepTy B MOPAJIKE YKa3aHHUs aBTOPOB B JOKYMEHTE.
JomyckaeTcst ohopMIICHHE YKa3aHHOTO PEKBU3UTA PYKOIUCHBIM CIIOCOOOM C HCIIOJIb30BAHUEM YEPHILT
(macTel) cUHETO WK (PUOJIETOBOTO IIBETA.

3.4.6.Ccpuika Ha peTUCTPALIMOHHBIA HOMEP U JIaTy JOKYMEHTA.

Ccbllka Ha PErucCTpPallMOHHBIA HOMEpP M JaTy MOCTYIHMBIIETO JOKYMEHTA, COCTOSIIas W3
PErMCTPAlMOHHOTO HOMEPA U AaThl BXOSILETO IOKYMEHTA, HA KOTOPBIM JAeTCsl OTBET, POCTABISAETCS B
BUJIE OTMETKU «HaMe ... om ...» B OJaHKe MUChMA.

B TekcT nuchMa-oTBETa CBEIEHMS O PETUCTPAlMOHHOM HOMEpE M JlaTe MOCTYIHUBILETO MUChMa
He BKIoYaroTcsa. CChlIKa Ha PErMCTPALMOHHBIM HOMEP M ATy JOKYMEHTa IMOMOTraeT OpraHu3alluu-
KOHTPareHTy MpHU TMOJTYYSHHH MUChMa-OTBETa OBICTPO HAWTH KOMUI0 MHUIIMATUBHOTO muchbMa. OHa
pacrionaraercs moj, pekBusutamu «Jlara» m «PerucTpaliuoHHBIN HOMEpP JTOKYMEHTa» U MeYaTtaercs OT
TPAHUIIBI JIEBOTO TOJISL IOKYMEHTA.

3.4.7.MecTto cocTaBIeHUS WU U3aHUS TOKYMEHTA.

Mecto cocTaBiieHMs] WM U3/IaHUS IOKYMEHTA yYKa3bIBA€TCA B TOM CiIydae, €CJId 3aTPYAHEHO €ro
ompezaeneHue 1o pekBusutaM «HammenoBanuwe opranuszanmum» U «CHnpaBouHBIC JaHHBIE 00
opraHuzaim». MecTo COCTaBlieHUsS WIM HU3JIaHUS JOKYMEHTa YKa3bIBAlOT C YYE€TOM MPUHSITOTO
aIMUHHUCTPATUBHO-TEPPUTOPHAIBHOTO JIEIEHUS M MPUMEHEHUS TOJBKO OOLIEHPUHATHIX COKpAIICHUMH,
Hanpumep: r.Tanuna.

3.4.8.I'pud orpanuueHus J0CTyna K JOKYMEHTY MPOCTABISETCS B IPABOM BEPXHEM YIIy MIEPBOTO
JUCTa JOKyMeHTa (TpoeKTa IOKYMEHTa, COMPOBOAMTENHHOTO MUChMA K JOKYMEHTY) OT TpaHHIIbI
BEPXHEr0 MOJs NpHU HAIWYUK B JOKYMEHTE WH(OpManuu, TOCTYH K KOTOPOW OrpaHUYMBAaeTCS B
COOTBETCTBUU € 3aKOHOJATeNbCTBOM Poccuiickon denepannu.

3.4.9.Anpecar.

JlaHHBII PEKBU3UT yKa3bIBAC€TCA B MUChbMax M BHYTPEHHHUX CITYKEOHBIX JTOKYMEHTax, 00s3aTenieH
TSl JOKYMEHTOB TOJICKAIUX PACCHUIKE.

[Ipu agpecoBaHnU JOKYMEHTA JOHKHOCTHOMY JIMIY MHUIIMAJBI YKa3bIBAIOTCA Tepes (paMuanei.
HaumenoBanme opranu3aiiuu U €€ CTPYKTYPHOTO TTOAPa3AeNIeHUs YKa3bIBalOT B UMEHUTEIHLHOM IMaJIeikKe.
Ecnu nmucemo aapecyetcst puznueckoMy JIMIY, TO CHauaja YKa3bIBaloTCs (DaMIIIis 1 MHUITUAIBI, a 3aTeEM
3JIEMEHTBI [TIOUYTOBOIO ajIpeca.

Tlucomo 6 op2anu3auuIo:

000 «Tanmunkas aBrodasza»

I'maBHOMY Oyxrantepy B.M. NBanoBoii
dakc (8-343) 371-21-408

Hucomo (bu31/l’{€CKOMV auyy.

3aitney H. /.
yi. Jlynauapckoro, 1. 8, kB. 16,
r. Tanuua, Tanuukuid p-H

JIOKyMeHT He JTOJDKEH coaepxkarb Oosee yeThlpex aapecaroB. CIIOBO «KOIMUS» MEpea BTOPBIM,
TPETHUM U YETBEPTHIM a/ipecaTaMH HE YKa3bIBatOT. EC/iM MUCbMO HaMpaBisieTcsi HECKOJIBKHUM aJipecaTam
Y TOJIBKO B IIEPBBI a/ipec HanpaBisieTcs €ro NoJIMHHUK, TO HE00X0AUMO 0POPMUTH OOpAIIEHUE K 3TOMY
ajzipecaTy, KOTopoe u OyJeT yKa3blBaTh, KOMY HAIpaBIsSeTCs MOJJIMHHUK, & KOMY - KOMUS JOKYMEHTA.



[Tpu GosbIieM KOIMYECTBE apPEecaTOB COCTABISIETCS CIIMCOK PACCHUTKA JOKYMEHTA.

[Tpu pacchuike JTOKYMEHTa HE BCEM OpraHU3alUsIM TIOJ PEKBH3UTOM «AjpecaT» B CKOOKax
YKa3bIBaeTCs: «(I0 CIIUCKY)».
Hanpumep:

PykoBoauTenssmM 006pa3oBaTEIbHBIX
OpraHu3arui

(o crucky)

CnHCcoK pacChUIKM COCTABIIAETCS UCIIOJHUTEIIEM.

[Tpu oTnpaBke mMuchkMa MO JIEKTPOHHON MOYTE W M0 (GaKCUMHIBHON CBsA3M (0€3 TOCBUIKU 110
MI0YTE) MTOYTOBKIH a/ipec He yKa3biBaeTcs. [Ipr HE0OX0IMMOCTH MOXKET OBITh YKa3aH JIEKTPOHHBIN aapec
(Homep Tenedona/daxca).
Hanpuwep:

MunuctepcTBO 00pa3oBaHus U
MOJIO/IEKHOU MONUTUKH CBEpPTIOBCKOM
oOnactu

info.minobraz@eqov66 .ru

3.4.10.I'pud yTBEp>KICHUS TOKYMEHTA.
['pucd yrBepxknenus opopmisercs Ha TOKYMEHTaX, MOANIEKAIINX YTBEPKACHHIO, pacoaraeTcs
B IIPaBOM BEPXHEM YTITy IIEPBOTO JIKCTA JOKYMEHTA.

Hanpumep:
YTBEPXJIAIO
Hupexrop 'AIIOY CO
«TJIK nm. H.H. Ky3nenoBa»»
C.U.JIsmox
« » 2_T.

[Ipu yTBepkIeHUHM TOKYMEHTA MPUKA30M WM PACIOPSHKCHUEM TpU(] yTBEPXKICHUS BKIIOYACT
HaNMMEHOBAHUE BUJIA YTBEPKIAOIIETO TOKYMEHTA, AaTy.
Hanpuwmep:

VTBEPXJIALIO
Hupexkrop I'AIIOY CO
«TJIK um. H.M. Ky3nenoBa»

mara

IHOJIO’KEHHUE

3.4.11.3aro0BOK K TEKCTY JOKYMEHTA. 3aroJIOBOK K TEKCTY - KPaTKOE COJIEp)KaHHE JTOKYMEHTA.
Ecnu 3aronoBok K TEKCTY OTBEYAET Ha BOIIPOC «O 4eM?», OH HaunHaeTcs ¢ npeanora «O» («O6»), Ecnu
3arojIOBOK K TEKCTy OTBEYAaeT Ha BOMIPOC «4ero?», OH COCTaBJSET OJHO IeJ0€ C Ha3BaHUEM BHJA
JIOKYMEHTA.
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Hanpumep:

puKa3 (0 4em?) 0 CO3JaHUM ATTECTALIMOHHON KOMUCCUH

MUCHMO (0 ueM?) 0 MPEeIOCTaBICHUH UH(OpMAIHN

akT (4ero?) mpuema-nepeaadu e

MIPOTOKOJI (4ero?) 3aceIaHus FIKCIEPTHON KOMUCCUHI

3aroJoBOK K TEKCTy 0(hOpMIISIETCS 1O/I PEKBU3UTAMH OJIaHKa CJIeBa, OT TPAHUIIBI JIEBOTO TOJIS.
3aroyioBOK K TEKCTY Mevaraercs: 6e3 kaBblueK. Touka B KOHIIE 3ar0JI0BKa HE CTaBUTCS.

B ykazax, mocTaHOBJIEHUSIX, PEIICHUSX, PUKa3ax, U3aBaEMbIX OpraHaMH BJIACTH, 3ar0JIOBOK K
TEKCTY MOXET O(OpMIISTHCA HaJ TEKCTOM IocepeanHe pabodero moss JTOKyMEHTa W LEHTpUpYeTCs
OTHOCHUTEIILHO CaMOl IJTMHHON CTPOKH.

3aroyioBOK K TEKCTY MOXKET HE COCTaBJIATHCS, €CIIM TEKCT JOKYMEHTA He MPEBBIIIAET 4-5 CTPOK.

3aroJ0BOK COCTABIISETCS JTUIIOM, TOTOBSIIIUM MPOEKT JOKYMEHTA.

3.4.12. Texct nokymenTa. TeKCT TOKYMEHTa JOJKEH OBITh COCTABJICH IPaMOTHO, SICHO, IOHATHO U
0 BO3MOXHOCTH KpaTko. TekcT IOKyMeHTa JOJDKEH COJAepKaTh JOCTOBEPHYIO M aKTyalbHYIO
UHPOPMALINIO, TOCTATOUYHYIO ISl MPHUHATUS PEUICHUH WM WX WCIOJHEHUS, HE JIOJDKEH JIOIyCKaTh
pa3IMYHBIX TOJIKOBAHUU.

B Tekcre mokyMeHTa, MoAroTOBICHHOM HAa OCHOBAaHHH 3aKOHOATEIBHBIX UM MHBIX HOPMAaTHBHBIX
NPaBOBBIX aKTOB, paHEE U3JAHHBIX PACTIOPSIIUTEIFHBIX JOKYMEHTOB, YKa3bIBAIOTCS UX PEKBU3UTHI:

* HalMEHOBaHWE JOKYMEHTa, HAUMEHOBAaHUE OpraHMU3allMM - aBTOpa JIOKyMEHTa, JaTa
JIOKYMEHTa, PETUCTPALMOHHBIA HOMEpP JOKYMEHTa, 3arojioBOK K TEKCTy HWJIM HAaUMEHOBAaHHE BHA
JTIOKYMEHTA;

* HaMMEHOBaHWE OpraHW3alMM WM JIOJDKHOCTHOTO JIMIA, YTBEPAMBIIETO JOKYMEHT, JaTa
YTBEPKACHHS IOKYMEHTA.

TekcT JOKyMEHTa MOXKET COAEPIKaTh pa3zielibl, MOAPA3/eNbl, IYHKTHI, IOAMYHKTHI, HyMepyeMble
apabckumu nudpamu.

Paz0uBath mepeHocoM ci10Ba HE PEKOMEH/TYeTCSI.

B TekcTax OKYMEHTOB BCE CJIOBA, KaK IPABHJIO, JOJDKHBI OBITH HAINMCAHBI TTOJHOCTHIO.
JlomyckaeTcst UCTI0Ib30BaHUE OOIIETPUHSTHIX a00peBUATyp U COKpAILEHUH.

[Ipu cokpamieHHH CIOBOCOYETaHUI BapHaHT COKpAIICHUs Win ab0peBUATypbl, MPUHSATHINA B
JTAHHOM JTIOKYMEHTE, YKa3bIBaeTCs B CKOOKaxX HEMOCPEICTBEHHO ITOCIIE TIEPBOTO YIIOMHHAHUS TIOJTHOTO
HalMCaHUs COKPAIIEHHOI0 cJIoBocoueTaHus. [Ipu 3ToM cokpariare 0HO U TO K€ CIOBOCOYETaHHE 110-
pa3HOMY WJIH MHCATh €r0 B OJHOM MECTE MOJHOCTBIO, a B IPYTOM COKPAIIIEHHO HE AOMYCKAeTCs.
Hanpumep: opraHn3aiimoHHO-pacIOPSAUTENbHBIA JOKYMEHT (nanee - O/1).

Tekct fOKyMeHTa u3araercs:

B IpHKa3aX, W3JaHHbIX E€IMHOJMYHO, - OT MEPBOTO JIMIA EAWHCTBEHHOTO YHCIA
(«ITPUKA3BIBAIO»);

B MPOTOKOJAX 3aceJaHuil - OT TpeTbhero Juna MHoxkecTBeHHoro uucia («CIIYIIAJIN»,
«BBICTYTIUJINY, «ITOCTAHOBWJINY unn «PEIINIIN»);

B JICJIOBBIX (CITY>K€OHBIX) MUChMaX UCIIONB3YIOTCA (POPMBI U3T0KEHUS:

* OT TEepBOTO JIMIA MHOXKECTBEHHOTO YHCIIA («IIPOCHM HAIPABHTH...», «IPEICTABIsEM Ha
pacCMOTpPEHHE ...»);

® OT TPETHETO JIMIAa CTUHCTBEHHOTO YMClia («KOJUICIK HE BO3PAXKAET...», «KOJUICIK CUUTAET
BO3MOJKHBIM...»);

®* OT MEepBOro JIMLA EAMHCTBEHHOIO uYucia («CYUTA0 HEOOXOIUMBIM...», «IIpeasararo
PacCMOTPETh...»), €CITU TUCEMO O(POPMIICHO HA JIOJDKHOCTHOM OJIaHKE;

B JOKyYMEHTaX, YyCTaHaBIMUBarOIMMX (QyHKIHH (00SA3aHHOCTH), TpaBa U OTBETCTBEHHOCTh
pabOTHUKOB (ITOJIOKEHHUE, HHCTPYKIMA), & TAKXKE COJAEPKAIIUX ONMHUCAHUE CUTyaluild, aHainu3 (HaKTOB U



BBIBOJIBI (KT, CIIPAaBKa), UCHOJIB3YeTCs (popMa M3JI0KEHUS TEKCTa OT TPETHETro JIMLA €AUHCTBEHHOTO HITH
MHOECTBEHHOT'0 YHCA («OTIEN OCYIIECTBISAET (PYHKIHH...», KKOMHCCHUS TPOBEIA IIPOBEPKY...»).

[Ipu moAroToBke TeKCcTa JOKYMEHTa CIEAYeT COONI0NATh MpaBHUiIa HAMHMCAHUS OQHUIIMATbHBIX
HaNMEHOBAHUHU, YUCIIUTEILHBIX U €IMHUI] U3MEPEHUSI.

B TekcTrax JOKYMEHTOB YIOTPEOJISIOTCS TOIBKO OOIIEPHHSITHIE a00peBUATYphI U TpadudecKkue
COKpAIllEHHSI.

[Ipu ynorpebnaeHuu B Tekcte (haMUIuil IMI HHUIMAJIBI YKA3bIBAIOTCS MOCie paMIIINU.

B nenoBwIx (Ciy)eO0HBIX) MTUChMaX MUCIOJIb3YIOTCS
ecmynumenvHoe obpaueHue:

VYBaxkaeMbiii rocioauH Ipeacenarens!

YBaxaewmblii roctioguH ['yoeprarop!

YBaxaewmslii rocnioiuH IIpoxopos!

VYBakaemas rocroxka 3axapona!

VYBaxaemsbiii Hukomnaii [lerpoBuu!

YBaxaemas Onbra HukonaesHa!

VBaxaemsle rocnosia! (ynorpedisercs, Korja HeU3BECTHbBI UMEHa MoJIydaTesieil); B oOpalieHun
10 JOJDKHOCTH HAMMEHOBAHHE JIOJDKHOCTH THIIETCS C MPOMTMCHOM OYKBBI, B 00paIieHuu 1o GpaMuimu
WHUIHAIIBI JTUIA HE YKA3bIBAIOTCS;

* 3akaroyumenvras smuxkemuasn gpasza: « C yBaKeHUEM,....»

3.4.13.0T™MeTKa 0 HATMYIUH TTPUITOKCHHM.

Pacnonaraercst mocie TeKCTa nepe; MoANUCHIO OT JIEBOW IPaHHIIB pab0overo MOJIs CIeTyOIUM
o0pazoM:

ecnu npUodCceHue Ha36aHo 8 mexKcme:

[Ipunoxenue: Ha 2 1. B | 3K3.

eciu NPULONCeHUe He HA36aHO 8 meKcme Ul eCliu npunodceHull Heckonvko: Ilpunoxenue:
1. Konrpakt ot 10.03.2018 Ne 22/4 na 411. B 2 3K3.
2. Akt npuemku pabot ot 15.11.2018 Ne 17 Ha 211. B 3 3K3.

ecnu OOKYMeHm, SGIAIOWULCS NPULOJNCEHUEM, UMeem NPUNONCEHUS C CaAMOCHOAMEeNbHOU
Hymepayuel cCmpaHuy:

[Tpunoxenue: JOTOBOP BO3ME3IHOTO oka3aHus yciyr oT 05.09.2019 Ne 33-19/72 u
IIPUJIOKEHUS K HEMY, BCEro Ha 7 JI.

ecnu NUCbMO HANPAGIAemcs HeCKONbKUM aopecamam, d OOKYMEHM-NPUTLOHCeHUe MONbKO
nepeomy aopecamy:

[Tpunoxenue: Ha 3 1. B | 9K3. TOJIBKO B IEPBBIN aapec.

ecnu NpunodceHuem SGNAIOMcs OOKYMEeHmbl, 3anucanHvle Ha Quauuecku 000cobIeHHbIl
INEKMPOHHBLU HOCUMENDb!

[Tpunosxenue: DVD-R B 1 3k3.

[Ipu sTomM Ha BKIajgplmie (KOHBEPTE), B KOTOPBIA IOMEIIACTCS HOCUTENb, YKa3bIBAIOTCS
HaNMEHOBaHUA JOKYMEHTOB, 3alMCAaHHBIX HA HOCUTEINb, IMEHA (ailyioB, 00beM B OaiiTax.

B pacnopsanTenbHBIX JOKYMEHTaxX (MpHKa3aX, paclopsKEHUSX), TOTOBOpPAX, MOJO0KEHUSX,
NpaBUiIax, HHCTPYKIMAX U JAPYTrHUX JOKYMEHTaX OTMETKA O MPHIOKEHUH OPOPMIISETCS CIEAYIOUNM
obpazom:

B TEKCTE JIOKYMEHTA IIPU MEPBOM YIOMUHAHUU JOKYMEHTA-TPUIIOKEHUS B CKOOKax
YKa3bIBaCTCS: ... (MPUIIOKEHUE) WIIH ... (MpUJIOKeHHE 1); HAa IEPBOM JIUCTE JOKYMEHTA-TIPHIIOKCHUS B
IIPaBOM BEPXHEM YTy YKa3bIBACTCSI:
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ITpunoxxenue 2
K npuka3zy ot 15.06.2023 Ne 01-05/113

Ecnu npunokeHreM K pacnopsauTeIbHOMY JOKYMEHTY SBJISIETCS JIOKAJIIBHBIA HOPMAaTHBHBIN
aKT WJIM MHOM TOKYMEHT, YTBEPKAAEMbII JAHHBIM PAaCHOPSIUTEIBHBIM JOKYMEHTOM, Ha IIEPBOM JIMCTE
NPUIIOKEHUS TIPOCTABIISIETCS. OTMETKA O MPHIIOKEHUH (0€3 CChIIIKM Ha PACTIOPSAUTENbHBIA JOKYMEHT) U
rpu¢ yTBEp>KAEHUS, B KOTOPOM YKa3bIBAIOTCS JAaHHBIC PACTIOPAIUTEIHHOTO TOKYMEHTa, KOTOPBIM
YTBEPKJICH JOKYMEHT-IIPUIOKECHUE:!

[Tpunoxenue 1
YTBEPXIAIO

Hupexrop 'ATIOY CO
«TJIK num. H.. Ky3Henosa»

Jara

3.4.14.T'pud cornacoBaHus JOKYMEHTA.

I'pud cormacoBaHusi MpOCTaBISETCS Ha JOKYMEHTE B CIy4dae €ro BHEIIHETO COTJIACOBAHUS
(cormacoBaHHe C OpraHaMH BJIACTH, HHBIMU OpPTaHU3aIUSIMH, TOJKHOCTHBIMHU JINLIAMH).

I'pud cormacoBaHust B 3aBUCUMOCTH OT BMJA JIOKyMEHTa M OCOOEHHOCTEH ero opopMIieHUs
MOYET MPOCTABISATHCS:

Ha nepeom nucme 0okymenma (€ciu JTOKyMEHT UMEET TUTYJIbHBIN JIHCT, - HA TUTYJIbHOM JIUCTE)
B JICBOM BEPXHEM YTy Ha ypOBHE Irpuda yTBepxkAEeHUS WIK 1101 HAMMEHOBAaHUEM JIOKyMEHTa OJIMKe K
HUKHEMY TIOJIIO).
Hanpumep:
COI''TACOBAHO
[Ipencenarens nmpodproma ['ATIOY CO
«TJIK num. H.. Ky3HenoBa

N.0. Gamunus

« » 20 T.

Ecim cornmacoBanme OCyIIECTBISETCS KOJUICTHAIBHBIM, COBEIIATEIIEHBIM I MHBIM OPTaHOM, B
rpude corracoBaHUs YKa3bIBAIOTCS CBEJCHUS 00 OpraHe, COIIACOBABIIEM JOKYMEHT, JaTe M HOMEpe
MIPOTOKOJIA, B KOTOPOM 3a()UKCHPOBAHO PEIICHUE O COTIACOBAHUH.

Hanpumep: COT'JTACOBAHO
Meroguuecknm copeToM 'AIIOY CO
«TJIK um. H.W. Ky3nenosa»
(mpotokomor .. .20 1. Ne_ )

Ha nocieonem aucme OOKyMeHma Mo TEKCTOM;
Ha Jucme co2naco8aHnus, IBISIONEMCS HeOThbeMIIEMON YacThIO IOKYMEHTA.

3.4.15.Buza. Buza cBuaeTenbcTBYeT O COIJIaCHMM MM HECOIVIACHMHM  JIOJDKHOCTHOIO JIMIA
(paboTHHKA) ¢ colepXKaHMEM IpoeKTa JIOKyMeHTa. Bu3oil odopmisiercs BHyTpeHHEe COTrIacoBaHHE
JOKYMEHTa, BH3a BKJIIOYACT JOJDKHOCTH JIMIIA, BHU3UPYIOUIETO JOKYMEHT, HMOJIKCH, PaclIuppoBKY
NoaNKCH (MHULMAIBL, (PaMHUITUIO) U ATy BUUpOBaHUs. Hanpumep: 3aMecTUTeNb JUPEKTOPA
[Hognuce N.0. Gamunus
JlaTa
[Ipu Hanuyuu 3aMedaHuil K JOKyMEHTY B3y OQOPMIISIOT CIEAYIOIIUM 00pa3oM:



Hanpumep: 3amecturenb TupekTopa
3ameuaHus IIPUJIAraroTCs
[Mogmucy W. O. ®amunus
[ara
Odopmrsiercss Ha OOOPOTHOW CTOpPOHE TMOCIETHETO JHUCTa JOKYMEHTa WJIM Ha JIMCTE
coryiacoBaHus (BU3MPOBAHMUS), IPUIAraéMoM K IOKYMEHTY.
[To ycMOTpeHuI0 opraHu3aluu MOKET IPUMEHSTHCS TIOJUCTHOE BU3HPOBAHHUE TOKYMEHTA U €T0
MIPUITOKEHU .
3.4.16.ITognuce. [lognuce BKIt0YaeT: HAMMEHOBAHUE JOJIKHOCTH JIUIIA, MOMICABILEr0 JOKYMEHT,
JMYHAs MOAINKCH U ee pacindpoBKa B BUIE MHULIUAIOB U (haMUITHH.
Eciu noxymeHnt odopmiieH Ha OaHKe OpraHu3alvM, B MOJINUCH yKa3blBaeTCs HAMMEHOBaHUE
JIOJDKHOCTH 0€3 yKa3aHHWs HAMMEHOBaHMsI OpraHu3alug.
Hanpumep:
HupexTop Jluunas noonuco N.0O. ®amunus

Ecnu nokymeHT odopmileH He Ha ONaHKe, B IMOJMUCH YKa3bIBACTCS IOJHOE HAMMEHOBAaHUE
JOJIKHOCTH.
Hanpumep:

Hupexrop TAIIOY CO «TJIK um. H.U. Ky3nenosa» Jluunas noonuce N1.0. ®amunus

[Ipn moanucaHuu NTOKyMEHTAa HECKOJBKMMHM JODKHOCTHBIMHU JIMLIAMH, 3aHMMAIOIIMMHU pa3HOE
MOJIO’KEHUE, UX MOAMNKMCH pacrojaralTcs oJHa Mo APYroi B MOCIEI0BaTEIbHOCTH, COOTBETCTBYIOLIEH
CTaTyCy JOJIKHOCTH.

Hanpumep:
Jupektop Jluunas noonuce N.0. ®amunus
['naBHbI OyxranTep Jluunas noonuce N.0. ®amunus

HpI/I MNOoANMUCAaHUN JOOKYMCHTAa HCCKOJIBKUMH JIMIOAaMHU PaBHBIX }IOH)KHOCTeﬁ nx TIIOAITMCH
pacmojararoTcsa Ha OJHOM YPOBHC.

Hanpumep:
3aMecTuTeNnb JUpeKTopa 3aMecTuTeNb JTUPEKTOpa
1o yyeOHoii pabote 10 COLIMATbHO-BOCIIUTATENLHON paboTe
4acTU
Iloonucs N.0. ®amunus Ioonucs N.0. ®amunus

B AOKYMCHTAaxX, COCTABJICHHBIX KOMHCCHCﬁ, B ITOATIIMCHU YKA3bIBAKOTCA HEC JOJDKHOCTH JIUII,
MOANUCHIBAOIUX JOKYMCHT, a UX 00513aHHOCTH B COCTaBE KOMHUCCHH. HanpuMep:

IIpencenarens komuccuu Jluunas noonuce n.o.
Ddamus
YsieHbl KOMHMCCHU: Jluunas noonuce N.0. Gamunns
Jluunas noonuce N.0. Gamunms

Ecnu n0mKkHOCTHOE JTUII0, TTOITHCH KOTOPOTO 3ar0TOBJICHA HA MMPOEKTE TOKYMEHTa, OTCYTCTBYET,
TO JIOKyMEHT TOJIITMCHIBACTCSI €T0 3aMECTHTEIIEM HIIM PYKOBOJIUTENIEM CTPYKTYPHOTO TTOAPA3CICHHS B
COOTBETCTBHUU C YCTAHOBJICHHBIM pacrpe/ieliecHneM 00s3aHHOCTe|. [Tpu 3ToM yka3biBaeTcs (hakTHIecKas
JOJDKHOCTB JIAIA, TOMUCABIIETO TOKYMEHT, €r0 HHALUAIBI U (haMIITHSL.

[Tpu oTCYyTCTBUYM TOKHOCTHOTO JIUIIA, TIOJITHCH KOTOPOTO 3aroTOBJICHA HA IPOCKTE TOKYMEHTA,
JIOITyCKAeTCsl BHECCHUE B TONKCH WCIPABICHUH OT PYKH JIMOO MAIIMHOIMCHBIM CIIOCOOOM B BHIIE
cokpamennit «M.0.» (Mcnonusronuii  o0s3aHHOCTH), <«3am.» (3amectutens). He momyckaercs
MOJMUCAaHUE JIOKYMEHTa C MPOCTABICHUEM TMPEUIOTOM «3a» M KOCOH 4YepThl Iepe]] HAaMMEHOBAaHUEM
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JIOJIKHOCTH.

3.4.17.01meTKa 00 IEKTPOHHOU MOIUCH.

OtmeTka 00 MEKTPOHHOUN TOJIMUCU MCIIOJIB3YETCS U BU3YIU3AIMH 3JIEKTPOHHON TOIMTUCH
noJiyyaTtesieM JOKYMEHTa NpH OOMEHE JJIEKTPOHHBIMU JOKYMEHTAMH, IOJITUCAHHBIMU YCUJICHHOMN
KBaJTM(UIUPOBAHHON 3JIEKTPOHHOH MOAIMHUCHIO.

B cootBercTBUM ¢ 3akoHOmaTenbcTBOM Poccwiickoit Depeparuu oTMeTKa 00 AIEKTPOHHON
noAnucu (POPMUPYETCSI U BU3YAIM3HPYETCS MPOrpaMMHBIMH cpelncTBaMu. OTMeTka 00 3JIEKTPOHHOMN
MOJIMKUCH BKITIOYaeT Pppazy «/{oKyMeHT morucaH 3JIeKTPOHHOH MOANKUCHIO», HOMEp cepTH(HUKaTa Kilroua
JNEKTPOHHOW TONANUCH, (aMUJIMIO, HMs, OTYECTBO BIajAeibla cepTUdUKaTa, CpPOK JEHCTBUS
cepTudukaTa KJitoua 3IEKTPOHHOM MOMHCH.

Hanpumep:

JOKYMEHT IIOATIMCAH

SJIEKTPOHHOM ITOAINCHIO

Ceprudukar 1 al 11 aaaAAAAAAAAAA 11

Bnanenern ®amummus Mms OtyectBo

HeiictBurened ¢ 01.12.2023 mo 01.12.2024

3.4.18.TTeuats. [leuaTs 3aBepsieT MOTMHHOCTH TOIIUCH JTOJDKHOCTHOTO JIMIIA HA JTOKYMEHTaX,
YIOCTOBEPSIONIUX MIpaBa JHIl, GUKCUPYIOMUX (DAKTHI, CBSI3aHHBIC C (PUHAHCOBBIMU CPEACTBAMH, a TAKIKE
Ha HUHBIX JIOKYMEHTax, NpelyCMaTpUBAIOIIMX 3aBEPEHUE NOJANKMCH T€YaTbl0 B COOTBETCTBUM C
3akoHozarenbcTBoM Poccuniickon denepanumu.

JIOKyMEHTBI 3aBEpsIOT Ie4aTbl0 opraHu3anuu. llewats npocraBisercs, HE 3axBaTbhIBas
COOCTBEHHOPYYHOW TOJIMUCH JHIIA, MOJMKMCABIIEr0 JTOKYMEHT, I B Mecte, o0o3HaueHHOM «MID»
(«MecTto eqatny),

3.4.19.01meTKa 00 UCTIOHUTENE.

OtMeTka 00 MCHOJIHUTENE BKJIIOYACT WMS, OTYECTBO U (PaMUJIUIO MCTIOJHUTENS JOKYMEHTA,
HoMmep ero Tenedona. OTMeTKa 00 HCTOJHUTEIE MOXKET JOTOJHATHCS HAMMEHOBAHHWEM OJDKHOCTH,
CTPYKTYPHOTO TOJIpa3/IeNICHUs U AJIEKTPOHHBIM aJPECOM UCITOJTHUTEIIA.

OtmeTtka 00 ucrotHUTENe 0O(GOPMITSETCS B JIEBOM HIUYKHEM YTITY JIMIIEBON CTOPOHBI MTOCIEIHETO
JUCTa JTOKYMEHTA.

Hanpumep:
WBanoB MBan MBanoBuY, ropuckoHcynsT (343) 71-216-71, ivanov @mail.ru
Ha pokymeHTe, MOATOTOBIEHHOM TPYNIOW HCIOJHUTENEH, B OTMETKE OO0 HCHOJHHUTENE

yKa3bIBAE€TCSI OCHOBHOM MCIIOJTHUTENb.
OTtMmeTka 00 HCIOTHUTETIE MOXKET O(QOPMIIATHCS KaK HIDKHHHA KOJOHTUTYJI W TIeYaTaThCs
MIpUGTOM MEHBIIETO pa3Mepa.
3.4.20.0TmeTka o 3aBepeHuM Komuu. OTMeTKa O 3aBEpeHUH KONMUH OhopMIIsIeTcs A
HOJATBEPXKIEHUS] COOTBETCTBUS KOIMM JJOKYMEHTA (BBIMMCKH U3 JOKYMEHTA) MOJTMHHUKY JOKYMEHTA.
OTMeTKa 0 3aBEpEeHUU KOMUH MPOCTABISAETCS MOJ] PEKBU3UTOM «IIOJIIUCH» U BKIIOYAET: CIOBO
«BEpPHO»; HAMMEHOBAHME JOJDKHOCTH JIMIIA, 3aBEPUBIIETO KOMHIO: €ro COOCTBEHHOPYUHYIO MOJIIHUCH;
pacuppoBKy NOANUCH (MHULIUAIBI, (PaMIIINIO); TAaTy 3aBEPEHUS KOMUU (BBIMUCKU U3 JOKYMEHTA).
Hanpumep: Bepno
Nucnektop oToena Kaapos
[Toanuce N.0O. ®amunus ata
Ha xonusix MHOTOCTpaHHWYHBIX JIOKYMEHTOB OTMETKAa O 3aBEPEHHMM KOIIMU IPOCTABISIETCA Ha
KQXKIOM JIMCTE JOKYMEHTA WJIM Ha IOCJIEIHEM JIMCTE MPOIINTOrO WM CKPEIJICHHOrO0 MHBIM 00pazoM
JIOKYMEHTA.
Ecnu konust BeIIaeTcs Uis MPEACTABICHHS B APYT'YI0 OPraHU3alio, OTMETKA O 3aBEPEHUH KOTIUU


mailto:i.ivanov@urpc.ru

JOTIONHSIETCS HaJ 3aliChl0 O MECTe XPAaHEHHS JOKYMEHTa, ¢ KOTOPOro ObLIa M3TrOTOBJICHA KOIUS
(«ITogmMHHUK AOKYMEHTAa HaxoAuTcs B (HaMMEHOBaHUE opraHu3amnuu) B gene N ... 3a ... rog») u
3aBepSICTCS NEYATHIO OPraHU3alny.

Jlis  3aBepeHWs] KOMHUHM JOKYMEHTa, W3TOTOBJICHHOW Ha OyMaXHOM HOCHTEJE, MOMKET
UCIIONIL30BAThCS mTaMil. OTMETKa O 3aBEPEHHUH KOIUU YIOCTOBEPSIETCS] OTTUCKOM IEYATH.

3.4.21.01MeTKa 0 MOCTYIUICHUH IOKYMEHTA B OpPTaHU3aIHIo.

OTMmeTKa O TOCTYIUICHUM JOKYMEHTa CIYXHUT Ui MOATBEPXKIEHUs (akTa MOCTYIIICHUS
JOKYMEHTa B OpraHM3alli0 M BKJIIOYAeT JaTy MOCTYIUIEHUS W BXOJSIIMNA PErMCTPAallMOHHBIA HOMEpP
JIOKYMEHTA.

[Ipn HEOOXOAMMOCTH OTMETKa O MOCTYIUIEHUH MOXET JOTOJHATHCS YKa3aHHEM BpEMEHU
MOCTYIJIEHHUS B Yacax U MUHYTaX U crocoba JOCTaBKH IOKYMEHTA.

OTMeTKa 0 OCTYIIIEHUH JOKYMEHTa MOKET MPOCTABIATHCS C MOMOIIBIO [ITAMIIA.

3.4.22.Pe3omonus.

- PEKBH3UT, MPOCTABISIEMBI HA BXOMSANIUX W BHYTPEHHHUX JOKYMEHTaX, pacCMaTPUBAEMBIX
PYKOBOJICTBOM KOJIJIE/DKA, MIPHHUMAIOIIAM YIPaBIEHYECKOE pelieHune. Pe3oronus pacrojiaraercs B
MpaBol BEpXHEH 4YacTH JOKYMEHTa MEXIy pekBU3UTaMu «Anpecat» u «TeKCT» Ha TEPBOM JIHCTE
JIOKYMEHTa PYKOIIMCHBIM CIIOCOOOM.

Pesomronnsi, kak mpaBWiIO, BKIIOYAET B ce0s MHULIMAIBI M (DaMUIMK MCTIONHUTENEeH (I,
KOTOPBIM MOPYYaETCsl UCTIOJTHEHHE), COJepKaHUE MOPYUeHUs (KOHKPETHbBIE IeUCTBUA, KOTOPBIE JOKEH
OPEINPUHITh UCHOTHUTENb), CPOK HUCHOIHEHHs (TpU HEOOXOAMMOCTH), JIUYHYIO TOJIMUCh U €€
paciupoBKy, JaTy HOMUCAHUS.

OTBETCTBEHHBI UCTIOTHUTENh OPYUYEHHUS YKA3bIBACTCS MEPBBIM B CIUCKE WCIIOIHUTENCH WIIH
psaaoM ¢ ero (daMuiInei aemaeTcss OTMETKA «OTB.» (OTBETCTBEHHBIN). OcCTalbHBbIC JIMIIA, YKA3aHHBIE B
PE30IIIONHMH, SIBJISIFOTCSI  COMCIIONIHUTENSIMH W TOATOTOBICHHYIO HH(POPMAIUIO MPEACTABISIOT
OTBETCTBEHHOMY HCIIOTHUTEII0. OTBETCTBEHHOMY HCITOJIHATEITIO HAIIPABIISETCS MOJTHHHUK IOKYMEHTA.

Ecim conmepkaHne AOKyMEHTa MpeArojaraeT ero HCIOJIHCHHE, a CpPOKHW HCIOJHEHHUS B
PE3O0ITFOINH WJTH B TEKCTE IOKYMEHTA HE YKa3aHbI, UCTIOJHEHHE OCYIIECTBIsACTCs B TeueHue 10 mHel co
JTHS TIOJIITUCAHS PE3OJTFOIIMH WU IOKYMEHTA.

JlaHHBIN peKBU3UT 00s3aTEJICH IS BCEX IOKYMEHTOB, TIOIC)KAIINX UCTIOJTHCHHUIO U TTIOCTAHOBKE
Ha KOHTPOJTb.

Ecnu ucnonHeHwe nokyMeHTa TpeOyeT pEeHICHUS Pa3IMYHBIX BOMPOCOB, PE3OJIOIUS MOMKET
npelycMaTpuBaTh MOPYUYEHUS HECKOJIbKUM OTBETCTBEHHBIM HCIOJIHHUTENSM, KOTOPBIE BBIACISIOTCS B
CaMOCTOSITENIbHBIE MMYHKTHI PE30JIIOIIHH.

3.4.23.0T™MeTKa 0 KOHTpOIIE.

OTMmeTKa 0 KOHTpoJie 0003HAYaET MOCTAHOBKY JOKYMEHTA Ha KOHTPOJb C IENbI0 00ecTeueHHs
YCTaHOBJICHHBIX CPOKOB, YKa3aHHBIX B PE3OJIOIUU, WJIM TUIIOBBIX CPOKOB HCHONHEHHS. OTMETKa O
KOHTpoJie 0o0o3HadaeTcss OykBoi «K», ciioBoM miau mramMiioM «KOHTPOJIbY», MPOCTABISICTCS B TIPABOM
BEpPXHEM TT0JIe JJOKyMeHTa. )i HarJIITHOCTH 3TOT PEKBU3UT MOXKET OBITh BBIJICIICH I[BETOM.

3.4.24.0Ot™eTKa 00 UCITOJTHEHUH JTOKYMEHTA.

OtmeTka 00 WCIIOJIHEHWH [OKyMEHTAa M HaIpaBJIEHWH €ro B JIEJO TPOCTABIICTCS Ha
MOCTYNHBIIEM (BXOZSIIEM WM BHYTPEHHEM) JIOKyMEHTe, paboTa ¢ KOTOpbIM 3aBepiueHa. OTMeTka
BKJTFOYAET B CeOSI CIIETYIONTNE CBEJICHUS:

* c1oBo «B genox;

* HOMeEp Jelia, B KOTOPOM OYAET XpaHUThCS JOKYMEHT (MOXKHO C YKa3aHHEM
rojaa);

® [PU OTCYTCTBUU KOMHH - CCBUIKY HA HOMEp M JAaTy OTBETHOTO JOKYMEHTa (eClu TaKOBOMH
UMeEETCsl), KOTOPBIA CBUIETENLCTBYET 00 UCIIOJIHEHUU;
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* MOJANUCH UCTIONHUTEIS JOKYMEHTA;

* JaTy IpOCTAaBJIEHUS OTMETKHU.

OTMeTKy 00 MCIIOJHEHUH MPOCTABISET U JATHPYET WM CaM HUCIOJIHHUTENb, WM PYKOBOJIUTENH
CTPYKTYpPHOTO MOJpa3IeICHUS.

Hanpuwmep: B neno 01-25 3a 2022 r.

noamnuck 24.01.2023

JlaHHbIil PEKBU3UT OPOPMIIIETCS PYKOMUCHBIM CIIOCOOOM B JIEBOM HMXKHEM YIUIy JIMLEBOM
CTOPOHBI MEPBOTO JIMCTA UCIIOJIHEHHOTO IOKYMEHTa Ha CBOOOJHOM OT Tekcta mecrte. [lpu orcyTcTBUM
MecTa KpaTKHe€ CBelleHUs OO0 HCIOJHEHUU (PUKCHUPYIOTCS Ha OOOPOTHOH CTOpOHE MEPBOIrO JIMCTA
JTIOKYMEHTA.

3.5.06mme TpeboBaHuUs K MOATOTOBKE M O()OPMIICHHIO JOKYMEHTOB.

3.5.1. Ilpukassl, pacnopspKeHus (IPUI0KEHNE 2).

[Tpuka3zaMu U pacrops>KeHUsIMU 0QOPMIISIFOTCSI pEIIeHNs] HOPMAaTUBHOT'O XapakTepa, a TAKXKe 110
OTIEpaTUBHBIM, OPTaHU3AIMOHHBIM, KaJpOBBIM M JPYTUM BOIPOCAM BHYTPEHHEW pabOThI KOJUIEIKA.
[IpoekThl npuka3zoB (pacrnopsKeHH) TOTOBAT PaOOTHUKH TMOJApa3/Ie/ieHUd Ha OCHOBAHUU TOPYUYECHHI
JUPEKTOpa KoJUIeka, €ro 3aMeCTUTEIEH, JIN00 B NHUIIMATUBHOM IOPSIJIKE.

[TpoekThl MpUKAa30B IO BOIPOCaM, OTPAKAIOUIUM TPYIOBYIO M CIYKEOHYIO IESTEIbHOCTh
PabOTHUKOB, TOTOBUT CHEIMAIUCT MO KaJpaM Ha OCHOBAaHUHU COOTBETCTBYIOLIUX IIPEICTABICHHM.

[Tpukasbl kojuemxka OGOPMISIOTCS Ha OJIaHKe MpHKa3a C MCIOJIb30BAHUEM CIIETYIOIINUX
PEKBHU3UTOB: JaTa JOKYMEHTAa, PETUCTPALMOHHBIH HOMEpP TOKYMEHTa, 3aroJIOBOK K TEKCTY, TEKCT,
noanuck. Jlara M perucTpalMoHHBII HOMEp MpHUKa3a MPOCTABISAIOTCSA IOCIE MOJMUCAHUS NpHKa3a
TUPEKTOPOM KOJIIEKA WIIH €T0 3aMECTUTENSIMA B COOTBETCTBUU C MOJTHOMOUHSIMHU.

3aromoBOK K MpHKa3zy IedaTaeTcsl 4epe3 OJWH MEXCTPOUHBIM HHTEpBal MOJ PEKBU3UTAMU
OJlaHKa, BBIPAaBHMBAETCS IO IIEHTPY. Touka B KOHIIE 3arojioBKa HE CTaBUTCS. 3aroJiOBOK K MPHUKa3y
bopMyIUpYeTCs ¢ IPEAIIOTOM «O» («00»), KpaTKO U TOUYHO OTpaxas coJiepKaHue TEeKCTa MpUKasa.
Hanpuwep:

006 ytBepkaeHnn MHCTPYKITUU TIO 1ETIOTPOU3BOJICTBY

TekcT mpukasa OTAENAETCS OT 3arojoBKa 2 MEXCTPOYHBIMM MHTEpPBAJIAMHU W II€4aTaETCs
mpudTom Ne 12 uyepe3 1 MeXCTPOUHBIN MHTEpBaj, OT I'PAHUIIBI JIEBOTO IMOJII M BBIPABHUBACTCS IO
IpaHUIlaM JIEBOIO M MpaBoro mosiell OigaHka. AO3alHBIA OTCTYH B TeKCTe JOKyMeHTa - 1,25 cm or
TPaHULbI JIEBOTO TOJISL.

TekceT mpukasa COCTOUT U3 JIBYX B3aMMOCBSI3aHHBIX YaCTEH:

* KOHCMamupyrowas 4acms - B HeW U3J1araloTcs LeIu U MPUYKHbI U3aHus IpruKa3a (MoryT ObITh
NepeyuciieHbl (QakThl, COOBITHUS, JaHa WM OIleHKa). Eciu mpuka3 MOArOTOBIEH Ha OCHOBAaHUU
JOKYMEHTOB JPYTUX OpraHU3alUil WIK paHee M3JaHHBIX JOKYMEHTOB, TO YKa3bIBAIOT UX PEKBU3UTHI:
HAaUMEHOBAaHME JOKYMEHTa, HaMMEHOBaHHE OpraHU3allMUu-aBTOpa, JaTy W PEruCTPAllMOHHBIN HOMEp
JIOKYMEHTA, 3ar0JIOBOK K TEKCTY B KaBbIUKaX;

i pacnopsadumenvuas yacms - HadanHaetcs co cnoa [[PUKA3BIBAIO, koTopoe neuataetcst
IOPOMHUCHBIMUA OYKBaMHU C OT/AEIBHOH CTPOKM OT JIEBOTO MOJs JTOKyMeHTa. PacmopsiiuTenbHas yacTb
U3JIaraeTcsl B OBEJIUTENBHOM HAaKJIOHEHUH, MOXKET COCTOSATh U3 ITYHKTOB.

Ecnu mpukas (pacnopspkeHue) M3MEHsIeT, OTMEHsIeT Kakue-Iu0O JOKYMEHTBI, 4acTh 3THX
JIOKYMEHTOB, TO COOTBETCTBYIOIIUN MYHKT PacHOpsSIUTENILHON YacTU JOJDKEH COAEpXkaTb CChUIKY Ha
HalMEHOBAHHUE OTMEHSAEMOro (M3MEHIEMOr0) TOKYMEHTa, €ro AaTy, HOMEp U 3arojoBOK. TeKCT MyHKTa
B OTOM CJIy4ae JOJDKCH Ha4yMHAThCs ciaoBaMu: «lIpu3HaTh yTpaTUBIINM CHILY...».

He Bxirouaercs B TeKCT npukasa NyHKT «IIpuka3 noBectu 10 CBEACHHUS ... ».

IlocmeqHuM IIyHKTOM IIPMKa3a YKa3bIBa€TCS JOJDKHOCTHOE JIMIO, HA KOTOPOE BO3JAaraercs



KOHTPOJIb 32 HCIIOJIHEHUEM JIaHHOTO MpHKa3a.

JIOMKHOCTHBIC I, IO CBEIEHHUS KOTOPHIX HEOOXOAWMO JOBECTH MpPHKa3, MEPEUYUCISIOTCS B
yKasaresie (JUCTe, CIIUCKE) PACCBUIKH, KOTOPBIA TOTOBUTCS MCIIOTHHUTEIEM M MOXET OpopMIIAThCS Ha
00OpOTHOI CTOPOHE MOCIIETHET0 JIMCTA PUKA3a.

B npukasax He qoImycKaeTcs: IpUMEeHEeHUe

IIPOU3BOJIBHBIX COKPAILICHUI;

NPUMEHEHHE NPOU3BOJBHBIX (HE OOUIEHPUHATHIX) TEXHUYECKHMX U JPYrUX TEPMHHOB,
COKpAIIEHHBIX CJIOB 1 HAUMEHOBaHUII.

PacniopsixeHust opopMIISIFOTCS TIO T€M K€ MpaBHIIaM, YTO U MPHUKA3bl, 32 UCKIIOYEHHEM TOTO, YTO
B KOHIIE MpeaMOyJIbl CTAaBUTCS IBOETOYHE, MTOCIIE YETO CIEAYIOT MYHKTHI pacloOpsSIUTEIbHOM YacTu.
Hanpumep:

B nensax ucnonnenus npukasza 'AIIOY CO «TJIK um. H.U. Ky3nenoBa» ot 22 aBrycta 2023 r. Ne
01-05/201 «O06 opraHu3anuy 1 MpoBeAeHUH KOHKypca «JIyqmmii kypaTtop - 2023»:

3aMecTUTENI0 TUPEKTOopa 1Mo yuebHoi padote B cpok a0 10 centsops 2019 r. nmpeacTaBuTh cBOU
IPEUIOKEHHUS O KaHIUAATypax MeJaroros JUis y4acTusi B KOHKypCe.

PacniopsikeHust MOryT HE UMETh ITpeaMOyJIbI.

Jlo mpencraBieHus Ha MOANKMCH MPOEKT NpHUKa3a (PaclopsDKEHHs) COIJIAaCOBBIBAETCA C
3aMHTEPECOBAHHBIMU JIMIIAMH, KOTOPBIM IIPOEKTOM IIPEyCMAaTPUBAIOTCS 3a7aHusl ¥ opy4yeHus. CIMCcoK
COIVIaCYIOLMX JIMI[ B TPOEKTaX IpPHUKAa30B U paCIOpPsHKEHMH medaTaercss Ha OOOpPOTHOW CTOpOHE
MOCJIETHETO0 JIMCTa I Ha OTJEIbHOM JINCTE, IPUIAraeMoM K MPOEKTY MpHKa3a (pacropsyKeHus).

Ecnn B mpouiecce BU3MPOBaHMS NpPOEKTa MNpUKaza (paclopsKeHUs) M3MEHSeTCs XapakTep U
MOPSIOK UCITOJIHEHUS IOPYYEHHM, €70 NCIIOJHUTENN WINA BHOCATCS MHBIE IPUHIMITNAIBHBIE N3MEHEHNUS,
OH INOJIEKUT IIeperneyaTke U IOBTOPHOMY BU3MPOBAHUIO.

OTBETCTBEHHOCTh 3a KAUeCTBEHHYIO TOATOTOBKY IIPOEKTa TMpHKa3za (pacHopsDKEHUs),
COIIacOBaHUE U MpaBUIbHOE OQOPMIICHHE MPOEKTAa HECET PYKOBOJIUTENb MOJpa3fiesieHusi, KOTOPbIN
TOTOBUT MPOEKT MpUKa3a U MPEACTaBISAET €ro Ha MOJIUCH.

KoHTpoJib 32 mpaBuIbHOCTHIO OPOPMIICHUS IPOEKTOB MPUKA30B (PACTIOPSIKEHUI ) OCYIIIECTBIISIET
3aBeYIOLIMM 00IIMM OTJEIOM KOJIJIEIXKA.

[Ipyka3 mMOANMCHIBAET AMPEKTOP KOJUIEIKa WJIM €ro 3aMEeCTUTEIM B COOTBETCTBUU C
MOJIHOMOYHSIMHU.

Pacniopsxkenue noanucsIBaeTCsl AUPEKTOPOM KOJIJIEIKA WIIN 3aMECTUTENIAMU JUPEKTOPA.

Konuu npukazoB (pacmnopsiKeHHH) pacChlIaloTCsi B COOTBETCTBHM C YyKazaresieM (JIHCTOM,
CHHMCKOM) pacchbulkd. [lepBblil 3K3eMIUIp MpuKaza (pacHopspKEHUs) OTKIIAaIbIBAETCS HA MOCTOSHHOE
XpaHEeHHe B 00ILeM OT/eNe, B OT/eNe KaIpOB.

Jaroii nmpukasa (pacropsiKeHus1) SBIseTCs JaTa ero noAnucaHus.

ITpuxa3sbl (pacnopsKeHus1) HyMEpPYIOTCSl TOPAJIKOBOM Hymepalueill B Ipejenax KaJleHIapHOIo
rojia; MpUKa3bl MO OCHOBHOW JESATENIbHOCTH W MIpPUKa3bl (paclopsbKeHUs) MO KaapOBbIM BOIPOCaM
HYMEpYIOTCSI pa3JIebHO.

3.5.2.ITporoko: (npuiioxkenue 3).

[IpoTokomn - MOKyMEHT, (PUKCUPYIOIINI X014 OOCYKJIEHHUSI BOMPOCOB M MPUHATHS PEIICHUNA Ha
COBEUIAHUAX, 3aCelaHusAX, COOpaHMAX, APYruX (opmax paOOThl KOJUIErHMalbHBIX OpraHos. IIpoToxon
COCTaBJISIeTCSl HA OCHOBAHHM 3alMCel, MPEICTaBICHHBIX TE€3UCOB JO0KJIAJ0B U BBICTYIUIEHUH, CIPABOK,
IIPOEKTOB, PELIEHUN U JP.

[IpoToKOIBI MOTYT OQOPMIISATHCS B TOTHON MIIM KpaTKO# (opme.

TexkcT MoMHOro NpOTOKOJIA, KaK IPABUIIO, COCTOUT U3 JIBYX YaCTEH: BBOAHOU U OCHOBHOM.

Bo BBOAHOI YacTu yKa3bIBaKOTCH: IIpeJiceaaresb, CEKpeTaphb, CIIUCOK
HOPUCYTCTBYIOLINX, (JaMUIIMH KOTOPBIX PACIIONAraoT B ajipaBUTHOM MOPSAIKE B CTPOUKY.
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K pamunusm npuriameHHbIX 100aBIseTCs HAMMEHOBAHUE JOKHOCTEH 1 HAMMEHOBAaHUE
OpraHu3aIii, KOTOpbIe OHH MPEACTABIAIOT. ECIIN KOMTHYeCTBO MPUCYTCTBYIONINX Ha 3aceIaHun
npeBblIaeT 15 yenoBek, B BBOAHOM 4aCcTU IPOTOKOJIA JIENAETCs CChIJIKA HA CIIMCOK, SBIISIOLIUICS
HEOTBHEMJIEMOM YaCThIO MPOTOKOJA. Hanpumep:

[TpucyrcTBOBanu: 25 yen. (CIUCOK MPUIIAraeTcs).

BBoaHas dYacTh 3aKaHYMBAETCS TOBECTKOW JHSA - MEPEYHEM pPaccMaTPHUBAEMbIX BOIIPOCOB,
MEPEYUCIICHHBIX B MOPSJIKE WX 3HAYMMOCTH C YKa3aHHEM JOKJIaJ4hKa MO KaKJOMY MYHKTY HMOBECTKH
nHs1. Kax el Bormpoc HymepyeTcst apaOCckoi nudpoi, ero HanMeHOBaHUE HaunHaeTcs ¢ npesiora «O»
(«O06») 1 eyaTaeTcsi OT TPaHUIIbI JIEBOTO OIS,

OcHoBHas 4yacTh MPOTOKOJIA COCTOUT M3 Pa3JIeNoB, COOTBETCTBYIOIINX MyHKTaM MOBECTKH JHSI.
Tekct kaxmgoro pasnena crpoutcss no cxeme: CJIIYIIAJIN - BBICTYIIAJINA- TTOCTAHOBWUIIN
(PEILIMJIN). CnoBa «CIIYILIAJINY, « BBICTYIIUJINy, «PEILIJIN» («ITOCTAHOBWJIN») neyatatoT
OT JIEBOTO TIOJISI IPOIIMCHBIMU OYKBaMU M 3aKaHUYMBAIOT TBOCTOUHEM.

ITepen cinoBom «CJIIYIIAJIN» mpocraBisercss HOMEp B COOTBETCTBUM C IOBECTKOW JTHS.
OcHOBHOE coJiepKaHUE JTOKJIa/10B U BBICTYIIJICHUI TOMEIIAETCsl B TEKCTE MIPOTOKOJIAa WIIHM IIPUIIAraeTcs K
HEMY: B [TOCJIEJTHEM CITy4ae JIeJaeTcsl CHOCKa «TeKCT BBICTYIUIEHUS MTPUIIaraeTcs.

[TocraHoBneHue (pelieHue) MeyaTaeTcss B IPOTOKOJE IOJHOCTbIO C TIPUBEIECHUEM IIPU
HEO0OXOJUMOCTH HUTOroB TosiocoBaHus. llocTaHoBieHHE (pelIEHHE) MOXKET COAEpX aTb HECKOJBKO
MyHKTOB, OHH PaclojaramTcs B MPOTOKOJIE IO 3HAYMMOCTH, KX /IbIil U3 HUX HyMepyeTcsl.

B ciygae, korma mpoTokon (UKCHpPYeT pelieHHue 00 YTBEp:KIECHUHM KaKOro-inbo JTOKyMEHTa,
JIEJIaeTCs CChIIKA Ha 9TOT JOKYMEHT, a caM JOKYMEHT MpPUJIaraeTcs K MpOTOKOIY.

Copneprxanre 0co00ro MHEHHS 3aHOCUTCSI B TPOTOKOJI ITOCIIE COOTBETCTBYIOIIETO OCTAHOBJICHUS
(peuieHus).

B kpartkoii ¢opMe MpoTOKOIa OMyCKAeTCsl X0 0OCYXIEeHUS Bompoca M (PUKCHUpPYETCs TOJIbKO
NIPUHSATOE PEIICHHUE.

B BBOJIHOM YacTH yKa3bIBAKOTCS: MpeNCENATEINb, CEKPETAPD, CITUCOK
NPUCYTCTBYIONINX, 3aT€M B IIOBECTKE JHS YKAa3bIBACTCS MEPEYCHb PACCMaTPHUBAEMBIX BOIPOCOB.
OcHoOBHasi 4acThb NPOTOKOJA COAEPKHUT B cede (aMWINK JOKJIAJYUKOB, TEMbl JOKJIAJOB, a TaKke
HNPUHATHIE perieHns. Takoil MPOTOKOJI PEKOMEHYETCSl BECTH TOJIBKO B TEX CIy4yasX, KOrja 3acelaHue
HOCHT OTICPATUBHBIN XapakKTep.

[TpoTokos moanKCHIBaeTCs MpeAceaaTeIeM U CEKpeTapeM M MPHOOpETaeT I0PUINUECKYIO CUITY
TOJIKO TIPU HAIMYUU 3TUX JBYX moamuceil. /laToil mpoTokoma siBiseTcs Aara 3acefaHus (COBEIIaHus,
KOJUIETHH, COOpaHus).

[IpoTokonaM mNpUCBAaWUBAIOTCA TOPSAKOBBIE HOMEpa B Tpefelax KaleHAapHOTO Troja,
CaMOCTOSITENILHO 0 KXIOW TPyIIe MPOTOKOJIOB: 3acelaHusl pabo4rX TPy, 3aceJaHus TEXHUUECKUX
COBETOB, YKCIIEPTHBIX KOMUCCHI U TaK Jaee.

3.5.3.AxT (npunoxenue 4).

AKT - JOKYMEHT CIIPaBOYHO-WH()OPMAIIMOHHOTO XapakTepa, COCTABICHHBIH TPYNION
JIOJDKHOCTHBIX JIAIL JUTS TTOATBEPIKJICHUS YCTAaHOBJICHHBIX (DAKTOB, COOBITHHA. AKT MOXET COJIEP)KATh
BBIBOJIBI, PEKOMEHIAIINH, TIPEIJIOKEHHUS €T0 aBTOPOB.

TeKcT akTa COCTOUT M3 BBOJHOM U KOHCTATUPYIOIIEH yacTeld. BBO/IHAs 4acTh COACPIKUT yKa3aHUE
Ha OCHOBaHHE COCTABIICHHSI aKTa, MEPEUYHCICHUE JINII, COCTABUBIIUX aKT, MX IOJDKHOCTEH, (paMuimnii u
WHUINAJIOB.

B koHcTaTHpyroliel 4acTy 1aeTcs OMUCAHKE CYIHOCTH, XapaKTepa, METOI0B, CPOKOB PabOTHI,
MPOJICIAaHHON COCTABUTENSIMHU aKTa, (GUKCUPYIOTCS (aKThl (COOBITHS), W3JaraloTCs BBIBOJBI,
MPEIUIOKEHUS U 3aKITFOYCHHUS.

KoHcraTupyroniast 4acTh 3aBepiIaeTcsi yKasaHHEeM KOJIUYEeCTBA HK3EMILIIPOB aKTa.



AKT NOANKUCHIBAETCS BCEMU JIUIAMHU, TPUHUMABIIMMHU YYaCTUE B €I0 COCTaBJICHUH, B PEKBU3UTE
«[Tonnuck» AOMKHOCTH HE YKA3bIBAIOTCA.

Oco0oe MHEHHE COCTAaBUTENS aKTa M3JaraeTcsi Ha OTAEIbHOM JIMCTE, IOJANUCHIBAETCS U
IpujIaraercs K akry.

AKT yTBEpXJaeTcsi JUPEKTOPOM KOJUIEKA, MO0 YKa3aHUI0 KOTOPOTO OH COCTaBIEH, JINOO
JOJKHOCTHBIM JIMIIOM, K KOMITETEHIIUU KOTOPOT'O OTHOCHUTCS COJIEPIKaHUE aKTa. AKT TaKiKe MOXKET OBITh
YTBEPKJIEH PaCHOPSIUTEIbHBIM JOKYMEHTOM.

Ecnu  3akonomarenbcTtBOM Poccuiickoit ®enepanuii  NpPeyCMOTPEHO O3HAKOMIICHHE C
COJICpKAHUEM aKTa JIML, YINOMSHYThIX B akTe, IOJ MOJNUCh, HAa IOCIEIHEHW CTPAHMIE aKTa
MpOCTaBisieTcss O3HaKoMmHTenbHas Bu3a «C akTOM O3HaKoMuieH(bl)», MPU OSTOM YKa3bIBAIOTCS
HAaUMEHOBAHUS JOJKHOCTEH, JINYHbIE MOMUCH, pacIMPpPOBKH MOMUCEH, AaThl 03HaKoMiIeHus. Jlua,
KOTOPbIE 3HAKOMSITCS C COJIEPKAHUEM aKTa, UMEIOT IIPaBO HE COTJIACUTHCSA C COAEPKAHUEM aKTa B LIETIOM
WJIM €T0 OTJIETLHBIMH TOJIOKEHHUSIMH, YTO JOJIKHO OBITh 3a(DMKCUPOBAHO MPU 03HAKOMIICHUHU C aKTOM.

3.5.4.CnyxebHast (JToKIIaHast) 3anmucKa (puioxenne 5).

CrnyxxeOHast (mokyiagHasi) 3amucKa - BHYTPCHHHM JIOKYMEHT, HE BBIXOISAIINN 3a TPEIeITbl
opranuzaiui. C NOMOIIbIO CIYKEOHOH 3amucku Oo(QOpMIISETCSl ONEpPaTUBHOE pPEIIEHHE TEKYIHUX
aIMUHUCTPATUBHBIX, XO3SMCTBEHHBIX M IPOM3BOJCTBEHHBIX BOIMPOCOB, TAKUX KakK pa3pelIeHHe Ha
KOMaHJIUPOBKY, MOJyYEHHE MaTepUaTbHBIX [IEHHOCTEH, BBITIOJIHEHHE padoT U T.1.

JokmagHas 3amucka HWHPOPMUPYET PYKOBOAWUTENS OpraHM3allMil WM  CTPYKTYPHOTO
nojpazzeneHus 00 UMEBIINX MeCTO (pakTax, O BBHIOJHEHHOW paboTe, CIOKUBIICHCS CUTyallud U T.J.
OHa MOXEeT COCTaBJIATBHCSA Kak [0 MHHUIMATHUBE aBTOpA, TAK U HA OCHOBE NMUCBMEHHOI'O WJIM YCTHOTO
yKa3zaHus pykoBoauTens. JokmagHas 3amucka MOKET HOCUTh MHHUIIMATUBHBIN, WH()OPMAIMOHHBINA HIIN
OTYETHBIN XapaKTep.

BHyTpenHss cnyxeOHast (IOKJIaHast) 3amucka MOXKeT ObITh 0pOpMIIEHA Ha CTAaHAAPTHOM JIMCTE
Oymarun ¢opmara A4 U HMETh CIEQYIOIIME PEKBU3UTHI: HAMMEHOBAaHME BMJA JOKYMEHTA; Jara
JIOKYMEHTA; aJipecar; 3arojloBOK K TEKCTy, KpaTkKo M TOYHO OTPaXKAIOUIUIl €ro cojepiaHue; TEeKCT
JOKYMEHTa; TMOJANKCH aBTOpa JOKyMeHTa. Jlomyckaercs odopMIICHHE BHYTPEHHEH CITy)KeOHOM
(TOKJTaTHO¥ ) 3aIMMCKH PYKOITHUCHBIM CIIOCOOOM.

3.5.5.CirysxebHO€E mucsMo (ripuiioskenue 6).

Cny>xeOHO€ MUCHbMO KOJUIEKa TOTOBUTCS: KaK OTBET O BHITIOJIHEHUH TTOPYyUYECHUM (esiepaibHbIX
U 00JIACTHBIX MUHUCTEPCTB, CIYK0, areHTCTB; KaK UCIIOJIHEHUE MOPYYCHHUH (peepaTbHbIX U 00IaCTHBIX
OpraHoOB TOCyJIapcTBeHHOM Biactu, ['yOepnaropa CBepanmoBckoil obmactu, IIpaBurenscTBa
CBep/UIOBCKOM 00NacTH; MO OOpalleHHsIM TpaXkIaH, COJEPKallUM BOMPOCHl, OTHOCAIINECS K
koMreteHu Koiemka; kak OTBET Ha 3alpoc OPraHU3alMy WM YaCTHOTO JIMIA; KaK MHUIIMATUBHOE
MUCHMO.

CpoK MOArOoTOBKM OTBETHOI'O MHChMa YCTAHABIMBAETCS PE3OJIIOLUEH NTUPEKTOpa KoJUleqka Ha
OCHOBaHUU YCTAHOBJIEHHBIX CPOKOB MCIIOJHEHUS OPYUYEHHI, 3aIIPOCOB.

Cpoxk TOATOTOBKM WHUIIMATHBHOTO TIHChMa  OMPENETSETCSs PYKOBOAUTENIEM CTPYKTYPHOTO
MoJIpa3/iesIeHus.

Hartoit mucema siBisieTcss nmara ero mnoamnucaHus. [IpaBo moamucu ciaykeOHOTO MHChMa
YCTaHaBIMBAETCA PACIOPAIUTEIBHBIM JOKYMEHTOM JAUPEKTOPA KOJUIEIKA, B TOM YHCIIE B MOJIOKEHUAX
0 CTPYKTYPHBIX [TO/IPA3JIENICHUAX KOJIJIEIKa, B IOJKHOCTHBIX PEerjaMeHTax. B YKa3aHHBIX
JIOKQJIbHBIX HOPMATHBHBIX aKTaX MJOJDKEH MPelyCMaTPUBATHCS TMOPSAOK MOANUCAHUS CIY>KeOHOTO
MMCbMAa B OTCYTCTBUE PYKOBOJISAIIUX JOKHOCTHBIX JIUII.
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4.Opranu3anus 10KyMeHT0000poTa

4.1.JIokyMeHTOOOOPOT BKIIFOYAET BCIO MOCIIEA0BATEILHOCTD MEPEMEIIEHHUH TOKYMEHTOB, a TAKXKe
orepanuy, COBEpUIaeMble C JOKYMEHTaMH B IIPOLECCE UX CO3JAaHMUS U HCIOJIHEHUs (TOJIy4YEHHE,
OTIIpaBKa, MPEJBAPUTEIIEHOE PACCMOTPEHUE, PETUCTPALIMSL, PACCMOTPEHUE TUPEKTOPOM).

4.2.1lens opraHu3alMu JOKYMEHTOOOOpOTa - OOECIEYeHHE CBOEBPEMEHHOTO IPUHSITHSI
YNpaBJIEHYECKUX PELIEHUH U UX MCIOJHEHMs. 3ajada JOKYMEHTOOOOpOoTa - OpraHu30BaTh JIBUKEHHE
JIOKYMEHTOB 110 HAaUMEeHee KOPOTKOMY ITyTH C MUHUMAaJIbHBIMU 3aTpaTaMy TPyJla U BPEMEHHU.

4.3.B n10KyMeHTOO0O0pOTEe KOJUIEAXKa BBIAEISAIOTCS JOKYMEHTOINOTOKH: BXOASIIUE JOKYMEHTHI;
UCXOJAIINE JOKYMEHTBI; BHYTPEHHUE TIOKYMEHTBHI.

4.4.JloctaBka ¥ OTMpaBKa JOKYMEHTOB B KOJUJIEIK OCYIIECTBISIIOTCS CPEICTBAMH IOYTOBOM
CBS3HM, KYypbEpCKOW CBSA3M, HAPOUYHBIMM M PpA3IUYHBIMU BHUIAMM 3JIEKTPOCBA3M ((pakCUMMIbHAS,
TenedoHHas1, YIEKTPOHHAS 110YTA).

4.5.B KoIeIK JMOCTaBIIIE€TCS KOPPECIOHACHLMS B BUAE MNHCEM, OaHAepojell M NaKEeToB,
NEYaTHBIX U3JaHUMH, TeJIeTpaMM, Tele(OHOrpaMM H JIEKTPOHHBIX JOKYMEHTOB.

4.6.IIpueM JTOKyMEHTOB OCYIIECTBIISIETCS CEKpEeTapeM IPHEMHOW JIUPEKTOpa KOJUIeIKa.
JIOKyMeHTBI, MOJy4eHHble pa0OTHHKAMU OT JPYrMX OpraHMU3allui, TakKe MepelaloTcsi B MPUEMHYIO
CEKPETApPIO I PETUCTPALIMU U yUETA.

4.7.Bce nocTynuBIIME B KOJIJIEK TOKYMEHTHI ITOAJIEKAT IEPBUUHON 00pabOTKe, BKIFOYAOLIEH:

* IPOBEPKY NPaBUIBHOCTU JOCTABKHU JIOKYMEHTOB;

* IPOBEPKY LIEIOCTHOCTH YIAaKOBKHU (KOHBEPTOB, IAKETOB);

* BCKpBITHE YIAKOBKH (32 UCKIIIOUCHHEM KOHBEPTOB, ITAKETOB ¢ oMeTKo "JInuno" u rpadamu
OTpaHUYEHUS 10CTYIA K JOKYMEHTY);

* MPOBEPKY LEIOCTHOCTU BXOJAIIMUX JOKYMEHTOB, BKIIIOUAs IIPUIIOKEHUS;

* YHUYTO)XEHHE KOHBEPTOB, IAaKETOB UJIU YIIAKOBKH;

® MPOCTABJIEHUE OTMETKHU O MOCTYIUIEHUH JOKYMEHTA B KOJUIEIK.

4.8.0mm004HO AOCTAaBICHHbBIE JOKYMEHTHI IEPEChUIAIOTCS 110 HA3HAYEHUIO MJIM BO3BPALAOTCA
OTIIPaBUTENIO. JJOKYMEHTBI, HOCTYNUBIINE B MOBPEXKAECHHON YIaKOBKe, MPOBEPSIIOTCS HA 1IETOCTHOCTD,
B TOM YHCJI€ HAa HATMYME MEXaHUUECKUX MOBPEXKICHUH.

4.9.1Ipn oTCyTCTBHM B KOHBEpTe (ITaKkeTe) JOKYMEHTa, €ro YacTH WM TPWIOKEHUH K HEMY,
COCTaBJISIETCS aKT B IBYX dK3eMIUIIpax Ha OyMa)XHOM HOCHUTEJIE,

MOJANKCHIBAEMBIN ABYMS paOOTHUKAMU KOJIJIEIKA.

OpauH 5K3eMIUISIp aKTa BMECTE C BXOJSIIMM JOKYMEHTOM U €ro MPHJIOKEHUSIMHU TepeaaeTcs Ha
IpeBApUTEIbHOE PACCMOTPEHHE U PETUCTPALIMIO, BTOPOM SK3EMIUISIP aKTa BBICHUIAETCS OTIIPABUTEIIO.

4.10.KoHBepThl, MaKeThl UM YIAKOBKA COXPAHIIOTCS U MPUIIAraloTCs K BXOISIIUM TIOKyMEHTaM
B CIIy4asx:

®  eCIIM TOJIBKO II0O HUM MOKHO YCTAaHOBUTH OTIPABUTEIISI WM J1aTy OTIPABICHHUS;

® eCciIM BXOJAIIMH JOKYMEHT IOCTYNMJ I03)KE€ YKa3aHHOIO B TEKCTE€ JOKYMEHTa CpoKa
WCIIOJTHEHUS WM 1aThl MEPOTIPUSITHUS;

* 1pu OOJIBIIIOM PAcX0XKJIEHUU MEXY JaTaMH MOANUCAHUS U TOJTYyYEHHS IOKYMEHTOB.

[Tocne 3aBepiieHus paboThl ¢ JOKYMEHTOM KOHBEPT BMECTE C JJOKYMEHTOM IOMEIaeTcsl Ha
XpaHEHUE B JIETIO.

4.11. KouBepThl (MaKeThl), UMEIOUIUE OTMETKY «JIMUHO», HE BCKPBIBAIOTCS U MEpearoTcs
HEINOCPEACTBEHHO ajipecary.

4.12.Bxopsiue 3JIeKTPOHHbIE JJOKYMEHTBI, TIOCTYIHUBIINE HAa OQHUIMATbHBIN JICKTPOHHBIH ajipec
KOJUIEIPKA OT JPYTUX OpraHU3alMi 110 3JIEKTPOHHON MTOYTE, IPUHUMAIOTCS CEKPETAPEM.

4.13.IlepBuynas oOpaboTKa SJIEKTPOHHBIX JOKYMEHTOB, MOJYYCHHBIX MO HWH(OpPMAIMOHHO-



TEJIEKOMMYHHUKAIIMOHHBIM KaHajlaM CBSI3M (QJIGKTPOHHAs 1I04YTa, CAaWT OpraHu3aluu) OT JAPYTHX
OpraHu3alfil ¥ TpakIaH, JOJDKHA COOTBETCTBOBATh TEXHOJIOTUHM PabOTHI C BXOSAIIUMH JTOKYMEHTAMH.

4.14 IlepBuunasi 00pabOTKa TOKYMEHTOB 3aBEpIIACTCS MX paclpesieleHueM (COPTHUPOBKOM) Ha
pETUCTpUpPYEMBIE U HEPETHCTPUPYEMBIE.

4.15.Peructparnysi BXOASIINX JOKYMEHTOB OCYIIECTBIIACTCS CEKPETapeM HE3aBUCUMO OT Crocoda
UX JOCTaBKH, OJIUH pas3.

4.16.Peructpanust BXOJAIIMX JOKYMEHTOB OCYLIECTBISIETCS B JIeHb MX IOCTYIUICHMsS WIM Ha
cieAyomuid pabounii AeHb NMpH MOCTYIUIEHUH JOKYMEHTOB B KOHIIE paOouero AHsS WU B Hepabouee
BpeEMs.

4.17.CBefeHus O MOCTYNUBILIEM JOKYMEHTE BHOCITCS B JIEKTPOHHBINA PErUCTPALIMOHHBIN KypHAJ,
a IMOCTYNMBIIEMY JIOKYMEHTY IPHCBAUBAETCSl PETUCTpalMOHHbIA HoMmep. OOpaleHus TIpaxkJaH
PETUCTPUPYIOTCS OTAEIBHO B OYMa)kKHOM PETHUCTPAIIMOHHOM KypHaJe.

PerucrpannoHHbIi HOMEp BXOISIIETO TOKYMEHTa COCTOUT M3 TIOPSIIKOBOTO HOMEpa JIOKYMEHTa B
npefenax KaJeHJapHOTO ToAa. PerucTpalyoHHBIH HOMEp OOpalieHuss TpakIaH JIONOJIHIETCS
OyKBEHHBIM MHJIEKCOM (TIepBasi OyKBa (paMUIIHH 3asIBUTEIIA).

4.18.Ha Bcex 3aperucTpHpPOBAHHBIX JOKYMEHTaX, MPOCTABISIOTCS OTMETKH O TOCTYIUIGHUH
JIOKYMEHTa B KOJUIeK. B oTMeTKe 0 mocTyIuieHnn A0KyMeHTa (PUKCUPYIOTCS JaTa MOCTYIUIEHUs (TpU
HEOOXOJMMOCTH - BpeMs MOCTYIUIEHUS B YacaX W MHHYTax) U BXOJSIIMNA PETHCTPALMOHHBIA HOMED
JIOKYMEHTA.

4.19.IpenBapuTenbHoe pacCMOTPEHHE BXOJSALIMX JOKYMEHTOB OCYILECTBISETCS CEeKpeTapeM
1OCJI€ PErucTpaluy JOKYyMEHTOB.

[TpenBapuTenbHOE pacCMOTPEHHE MOKET MPOBOAMTHCS JI0 PETUCTPALMM B Clyyae MOCTYIUICHUS
JIOKYMEHTOB C OTMETKaMH, TPEOYIOLTMMH He3aMeAJTUTEIbHOIO PACCMOTPEHUS U HCIIOJHEHUS JJOKYMEHTA.

4.20.ITpenBapuTeabHOMY PAaCCMOTPEHHUIO MOJAJEKAT BXOJSIINE JOKYMEHTBI, aJ[peCOBaHHbIE B
KOJIJIIDK U Ha UMSI IMPEKTOPA.

4.21.IlpenBapuTenbHOE PACCMOTPEHHE OCYIIECTBISIETCS HMCXOIs W3 OLEHKH COACpIKaHUS
BXOJSIIIMX JTOKyMEHTOB, C YY4ETOM YCTAHOBJICHHOTO B KOJUIC/DKE pacripenesieHus] ()yHKIMOHAIBHBIX
00s13aHHOCTEH MEXIY TUPEKTOPOM KOJIJIEKA, €r0 3aMECTUTEISIMH.

422110 pesymnbraTam peIBapUTEILHOTO paccMOTpeHus JOKYMEHTBI

pacrnpenensroTcs Ha JOKYMEHTOIOTOKH, HalpaBiIsieMbIe:

®* Ha pacCMOTPEHHE JUPEKTOPY KoJUuleakKa (JOKYMEHThI, IOCTyNalollue U3 OpraHoB
roCyJapCTBEHHOMN BJIACTH, OPraHOB MECTHOI'O CaMOYIpaBJIEHUS, JTOKYMEHTHI 110 Haubojee BaXKHBIM U
NPUHIUIHAIBHBIM BOIPOCAM JIEATEIIbHOCTH OPTaHU3aIH);

®  Ha PacCMOTPEHHUE 3aMeCTUTeNel JUpeKTopa (JIOKYMEHTHI MO HAIPABICHHUIM JEATEIbHOCTH,
KYpUPYEMBIX COOTBETCTBYIOILIMMH 3aMECTUTEIISIMH );

4.23.Io  3aBepuieHUH IpeBapUTEILHOTO paccMOTpeHus JOKYMEHTBI

NepealoTCsl PyKOBOJCTBY (110 HAampaBJICHUSM JEATEIHHOCTH) Ui PACCMOTPEHHS W BBIHECCHUS
pe3oronuii (yKa3aHHui MO UCIIOTHEHHIO).

4.24 PaccMOTpeHHE JTOKYMEHTOB JTUPEKTOPOM OCYIIECTBISIETCS B JIEHB Tepefadd JOKYMEHTOB
JTUPEKTOPY WM Ha CIEeIyIoIuil pabouuii IeHb, €CIM JTOKYMEHTHI MepelaHbl B KOHIIE pabovero JHS.
JIoKyMeHTBI, TpeOyIolLIe CPOYHOIO PACCMOTPEHHUs, a TakKe TeJIerpaMMbl U Tesle(hOHOIpaMMBbl
paccMaTpuBaIOTCA AUPEKTOPOM HE3aMEUTHTEIHHO.

4.25.Pe3ynbTaThl pacCMOTPEHHSI JIOKYMEHTa IHPEKTOPOM KOJJIeIXa, €ro 3aMeCTUTENsIMHU,
0(OPMIIIOTCS B BUJIE PE3OJIOIMH, B COOTBETCTBHH C HHCTPYKIUEH.

4.26.CBefieHUss O pe30IOLUHM (MCHOJIHUTENb, COACpPKAHWE IOPYYEHHUsS, CPOK MCIOTHEHMS)
CeKpeTapeM MepeatoTCsl HCIIOTHUTEIISIM.

4.27 JIoKkyMeHTBI, HOCTYIAIOIINE HAa OYMa>KHOM HOCUTEJIE, TIOCIIE UX PETrHCTPALMU U PACCMOTPEHUS
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JUPEKTOPOM, Konupyrorcs. Konmun JOKyMEHTOB IEpENaroTCsl B COOTBETCTBYIOLIME IOJPA3ACIICHUs Ha
UCIIOJIHEHUE, OPUTHMHAJBI ITOMEIIAIOTCA B MAIKy CEKpeTaps B COOTBETCTBUM C HOMEHKIATYpoW aen
KOJIJIE KA.

[lopnuHHUKN BXOJIALIMX JOKYMEHTOB IO KaJIpOBBIM BOINPOCAM IEPENAIOTCS OTBETCTBEHHOMY
UCIIOJIHUTENI0O B OTAEN KaJApOB, KONMU IIOMEIAIOTCA B MANKy CEKpeTapss B COOTBETCTBUU C
HOMEHKJIATypOH eI KOJUIEeIKA.

4.28.Mcxonsamue JOKYMEHTBI, IMOJAINUCAHHBIE JAUPEKTOPOM MM HHBIM YIOJIHOMOYEHHBIM UM
JIMLIOM, PETUCTPUPYIOTCA y CEKpeTapsl B IPUEMHON KOJUIEIKA.

4.29.Peructpanyst HUCXOAALIMX JOKYMEHTOB OCYIIECTBIIS€TCS B JE€Hb IOJNMCAHUS MM Ha
CJIeAYIOUIMHA pabo4Mii 1eHb, €CIIM JOKYMEHTbI ObUIH MOANKCAHBI B KOHIIE paboyvero JIHS Ui B Hepabouee
BpEMsL.

4.30.ITepen peructpanueidl HCXOMSAIIMX JIOKYMEHTOB CEKpeTapb IpOBEpsieT MPaBHILHOCTh
oopMIIeHHS JOKYMEHTOB (B TOM YKCJIe HAIMYKE MTOANNCEHN, BU3, IPAaBUILHOCTh HAIMCAHUS aJpECOB), a
TaK)K€ YKAa3aHHBIX B HUCXOJSIIMX JOKYMEHTaX MPUIOKEHHM, COOTBETCTBHE KOJIMYECTBA 3K3EMILISIPOB
KOJIMUECTBY aJ[pECaTOB 110 YKa3aTeNI0 PACChIIKU, HAINYUE OTMETKU 00 UCIIOJTHUTEIIE.

4.31.PerucTpaliiOHHBIA HOMEpP HCXOMSIIETO JOKYMEHTAa IOJDKEH COCTOATH W3 MOPSAKOBOTO
HOMEpa B COOTBETCTBUU C MPUMEHIEMBIMU KJIACCU(PUKATOpPaMU U MOPSAIKOBOTO HOMEpa JOKyMEHTa B
npejienax KajaeH1apHoro roja.

Jlata peructpanuu 1 perucTpalliOHHBI HOMED MPOCTABIIAIOTCS Ha OTIPABISEMOM JOKYMEHTE, a
TaK)K€ Ha KOIIMU UCXOZSAIIEro JOKYMEHTA, OCTAaloIIecs B €JIe, B COOTBETCTBUH C HHCTPYKLIUEH.

4.32 Vcxonamuid JOKYMEHT, NOJNMCAHHBIA JUPEKTOPOM KOJIIeka, MepeaeTcss Ha OTIPaBKY,
KOMMs JIOKYMEHTa Ha OyMaXHOM HOCHUTENE C BHM3aMM IOMEIIAeTCsl B MamKy B COOTBETCTBUHU C
HOMEHKJIATypOl J1e.

4.33.B 3aBUCHUMOCTH OT COJEpXaHHUS U CPOYHOCTH JTOKYMEHTHI, OTIpABISIEMbIE U3 KOJUIEIKA,
JIOCTaBJISIIOTCS aJipecaraM CpPeJCTBaMH IMOYTOBOM CBS3M, SKCIpPECC- MOYTOM, a TaKKe MepeaaroTcs Mo
KaHaJIaM 3JIEKTPOCBsI3H ((pakcuMUIIbHAS CBSI3b, Tenerpad, TenedoH, 3JIeKTPOHHAS 1TOYTa).

4.34 HetipaBriibHO OOPMIICHHBIE TOKYMEHTHI M KOPPECTIOHACHINS HECITY)KeOHOTO XapakTepa K
OTIpaBKE HE NPUHUMAIOTCS U BO3BPAILAIOTCS UCIIOJHUTENIO.

JIOKyMEHTBI, TMOJUIeKaIIUe OTIPABKE, NOJDKHBI 00padaThIBaThCs W OTIPABIATHCS B J€Hb HX
MOJMUCAHUS ¥ PErHCTpalMM WM Ha CIeYIONi pabounii 1eHb.

4.35.11poxo’kieHre BHYTPEHHUX JOKYMEHTOB Ha 3Tanax uX MOATOTOBKU U O(OPMIIEHUS JOJDKHO
COOTBETCTBOBATh IPOXOXKIEHUIO HCXOIAIIMX JOKYMEHTOB, a Ha JTale€ HCIOJIHEHMS - BXOASIIUX
JIOKYMEHTOB.

4.36.I1TpaBuibHO O(OpMIIEHHBIE TPUKA3bI, PACIIOPSIKEHUS MEpealoTcsd Ha MOANHUCH AUPEKTOPY
KOJUIEIKA.

4.37 IlognucanHble TMPUKa3bl, PACHOPSDKEHHUS IO OCHOBHOW JESTEIbHOCTH, aJMHHUCTPATHBHO-
XO03SUCTBEHHON U Y4€OHOI 1eATEIbHOCTH U 10 JTUYHOMY COCTaBY CTYJEHTOB PETUCTPUPYIOTCS B 0011IEM
oTIene.

4.38.TToyTMHHUKY TIPUKa30B (PacOPsDKEHHI ) TT0 MECTY MX peruCTparii (GOpMUPYIOTCS B TTATIKK
B COOTBETCTBUU C HOMEHKJIATYpOH /I KOJIIe1xkKa.

CkaHMpOBaHHBIE KONMM IIPUKA30B, DPACIOPSKEHUN PpACCBIIAKOTCS HCIOJHUTENSIM W HMHBIM
3aMHTEPECOBAHHBIM JIMIIAM TOCPEICTBOM KOPHOPATHUBHOM 3JIEKTPOHHON MOYTHI B COOTBETCTBHM C

YKa3aTeJeM PacChLIKH.
5.KoHTpO/1b MCIOJIHEHHSI JOKYMEHTOB

5.1.KOHTp0HL HCIIOJIHCHUA JOKYMCHTOB BCACTCA B LCIIAX UX CBOCBPCMCHHOI'O U KaUCCTBCHHOI'O



WCIIOJIHEHMUS.

5.2. KoHTpONb HCIIOTHEHNS JJOKYMEHTOB BEJETCS:

®*  JMPEKTOPOM - UCIIOJIHEHUS JOKYMEHTOB I10 CYIECTBY;

®*  CEeKpeTapeM - CPOKOB UCIIOJIHEHHS TOKYMEHTOB.

5.3.PacniopsautensHble  JIOKYMEHTBI, TPOTOKOJBI 3acelaHuil (COBEIIaHUi), CoAep Kalue
MOPYYEHHUS] C KOHKPETHBIMM CPOKAaMH HCIIOJIHEHHS, CTaBATCA HA KOHTPOJIb MO KaXIOMY MOPYYEHUIO
OTJIENIBHO.

5.4. KoHTpOJIb CPOKOB UCIIOTHEHHS IOKYMEHTOB BKIIFOUAET B ceOsl:

®*  IIOCTAaHOBKY JOKYMEHTOB Ha KOHTpPOJIb;

®*  IIPOBEPKY CBOEBPEMEHHOCTHU JOBEACHUS JOKYMEHTOB JI0 UCIIOJHUTENEH;

®  [PEIBAPUTEIBHYIO IIPOBEPKY U PETYIUPOBAHUE XOA UCIIOJHEHUS JOKYMEHTOB;

®  y4eT pe3yJbTaTOB X0J1a UCIIOJIHEHUS JOKYMEHTOB;

*  UHPOPMHPOBAHHE JHUPEKTOpPa O XOJE HCIOJHEHHS JOKYMEHTOB M  COCTOSHHUH
VCIIOJIHUTENILCKOU TUCLATIIINHBI.

5.5.CpoKu UCTIOTHEHHS TOKYMEHTOB UCUUCIISIOTCS B KaJCHAAPHBIX JTHIX.

Ecnn mocnenHuil 1eHb CpoKa MCIIONHEHHS JOKYMEHTa NPHUXOAWUTCS Ha Hepabouuil JeHb, TO
JIOKYMEHT TOJIJICKUT UCTIOJIHEHUIO B OJIMDKAUIIUH CIIETYIONTUHN 32 HUM paOOuMii IeHb.

Jlata ucriosHeHus] TOKyMeHTa (UKCUPYETCsl B PErHCTPALMOHHO-YIETHON (hopMe, UCTIONb3yeMOn
JUISL OTCIIEKUBAHUSI CPOKOB MCITOJIHEHUS IOKYMEHTA.

CpokM UCHOJIHEHUS JOKYMEHTOB YCTAHABIMBAIOTCS JAMPEKTOPOM, HCXOId M3  CpOKa,
YCTaHOBJIICHHOIO  OpraHM3alueid, HanpaBUBLIEH  JTOKYMEHT, WJIM CPOKOB, YCTaHOBJIEHHBIX
3akoHozarenbcTBoM Poccuniickon denepanumu.

5.6.Jl10KyMEHTBI IIOJIeXkKAT UCIIOTHEHUIO B CIIEAYIOIINE CPOKU:

®* ¢ KOHKPETHOH JaTOH MCIIOJIHEHUS - B YKa3aHHbIN CPOK;

*  0e3 yka3zaHUsl KOHKPETHOM /1aThl UCIIOJHEHUS, UMEIOIINE B TEKCTE IOMETKY «BECbMa CPOYHO»
- B TEYEHUE OJJHOTO JIHS, «CPOYHO» - B 3-THEBHBIN CPOK; «ONEPATUBHOY - B 1 0-THEBHBIN CPOK; OCTAJIbHBIE
- B cpok He Oosee 30 qHEH;

* [0 MEXBEJIOMCTBEHHBIM 3alpocaM O MPEJCTaBICHUH JOKYMEHTOB - 5 pabouux JHEH co THS
IIOJIy4EHUS 3aIpoca, €ClI 3aK0OHO1aTenbCcTBOM Pocculickoit denepanuu He yCTaHOBJIEH HHOM CPOK;

* 1o oOpamieHusM rpaxaat - 30 JHEH co THS PeruCTpaIny.

5.7.Ecnu CpoK HCIONHEHUS [IOKYMEHTa TMPEBBIIACT OJUH MeECSl, B LEIIX oOecrneueHus
CBOEBPEMEHHOI'O MCIIOJIHEHUS JAOKYMEHTA IIPOBOJUTCS INPENBAPUTENBHBIN KOHTPOJIb U HAaIlOMHUHAHMS
UCTIOJTHUTEJISIM O IPUOJIMHKEHUU CPOKOB UCTIOIHEHHSI TOKYMEHTOB.

5.8.JI0OKyMEHT CUMTAeTCs MCIIOJHEHHBIM IIOCJIE MOJY4YeHHUsS OT HCIOJHUTENs WHpOpMaluu o
pe3ynbTaTax BBIIIOJIHEHUS TOpYyUYeHUsi. Eciii o mpeacTaBieHHbIM MaTepraiaM JaHbl HOBBIE TOPYUYEHUS,
TO JAJbHEHIINNA KOHTPOJb OCYIIECTBISAETCS HAa OCHOBAHMU ATHX IOPYYEHHUH, CPOK MCIIOIHEHHUS
MOPYYEHUHN UCUUCISIETCS CO JTHS MOAMMCAHUS TaHHBIX IOPYyUYEHUH.

[TpoMeKyTOUHBII OTBET HE SBJIIETCS OCHOBAHUEM JJISl CHATHS MOPYUYEHUSI C KOHTPOJIS.

5.9.1Tpu HEOOXOAMMOCTH H3MEHEHUS CPOKA UCTIOTHEHHS JOKYMEHTA OTBETCTBEHHBIIN UCTIOTHUTEIh
00s13aH MpeICTaBUTh Ha UM AUPEKTOPA, CIIY>KEOHYIO 3alMCKY O MPOUIEHUH CPOKa C YKa3aHUEeM MpUYUH
MPOJUICHUS U 1aThl UCTIOJIHEHUS.

O6ocHOBaHME NMPOJJIEHHS CPOKA MCIIONHEHUS JOKYMEHTA JOJKHO OBbITh HANpPaBJICHO AUPEKTOPY
HE MO03/IHEE, YEM T10 UCTEUYEHUH ABYX TPEThUX CPOKa UCIIOJIHEHUS JOKYMEHTA.

OO0 u3MEHEeHHMH CpOKa HCIIOJIHEHHsS JIOKYMEHTAa OTBETCTBEHHBIH HCHOJIHHUTENb HHPOPMHUPYET
cekperapsi.

5.10./IoKyMeHT cuMTaeTCsl UCIIOJIHEHHBIM, €CIIH MPUHSTHI PEIIEHHUS 10 OCTaBIEHHBIM BOIIPOCaM,
IIOArOTOBJIEHBI COOTBETCTBYIOLIUE JOKYMEHTHI, 1aH OTBET 110 CYILECTBY 3aUHTEPECOBAHHBIM JINLIAM.
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5.11.JIoKyMeHTBbI, HE CHATBIE C KOHTPOJIS, @ TAKXKE JOKYMEHTBI, CPOK UCIIOJTHEHUS! KOTOPBIX HE
IIPOJUIEH, CUNTAIOTCSI HEUCTIOJTHEHHBIMH.

5.12.Cexperapb aHATU3UPYET COCTOSIHUE M PE3YIbTAThI UCIIOJHEHUS JOKYMEHTOB, COCTOSIHUE
VCIIOJTHUTENIbCKON JUCHUIUINHBIL:

*B [IOPAJIKE PEABAPUTEIBHOIO KOHTPOJIS HAIIPaBJIAET UCIIOJIHUTENI0 HATOMUHAHUS O JOKYMEHTAaX,
CPOKH UCIOJIHEHUSI KOTOPBIX UCTEKAIOT (3a 3-5 AHEH 10 OKOHYAHMS CPOKA UCTIOTHEHUS JOKYMEHTA);

*pa3 B Heleno (MOHEAETbHHMK) HAmNpaBisieT AMPEKTOPY KOJUIEPKa OTYEThl O KOJMYECTBE
JOKYMEHTOB 3a IMpPOLIECIIIYI0 HEAEI0, WCIOJHEHHBIX B CPOK, MCIIOJHEHHBIX C IMPOAJCHHEM CpOKa
UCTIOJIHEHU S, HE UCIIOJIHEHHBIX, HAXOSAIINXCS HAa UCIIOJHEHUH 110 KOJIJIEJDKY B LIETIOM.

6.PaGora ¢ o0panieHUsIMH rpaxiaH

6.1.Pabora ¢ oOparieHusIMU TpakKJIaH UMEET CBOM OCOOCHHOCTH M BEIETCS OTAEIBHO OT OOIIEro
JIETIOTPOU3BOJICTBA. TEXHOJIOTHSI C OOpAIICHUSIMH TPaXK/IaH BKIIOUYAET:

*  OpraHu3alMIO JTUYHOTO IpHUeMa IpaxkiaH;

*  TIpUEM U NEPBUYHYIO 00pabOTKY MMCHMEHHBIX OOpAICHHIA;

*  perucrpaiuio o0palleHui;

*  HampaBJeHHEe 0OpalleHUul Ha paCCMOTPEHHE;

*  KOHTPOJb 32 CPOKAMH PACCMOTPEHHUS OOpaIICHUI 1 BBIMOTHEHUE TPUHATHIX 110 HUM PEIICHUIH;

*  TOATOTOBKY OTBETOB 3asBUTEIISIM;

*  TIPYIIUPOBKY B Jelia U TEKYIee XPaHCHUE 0OpaICHHIA,

*  aHaAJIM3 MOCTYIMHUBIINX OOpAICHUH U BBIPAOOTKY MEPOIIPHUATHI TT0 MX MPEAYIPEKICHHIO.

6.2.PaboTa c obpamenusimu rpaxaan B Kosiemke oprann3oBaHa B COOTBETCTBUHU C TPEOOBaHUSIMU
®enepanbHoro 3akoHa ot 02 mast 2006 roga Ne 59-@3 «O nopsiike paccCMOTpeHUs: 00pallleHui rpaxiaH
Poccuiickoit denepanumny.



[Tpunoxenue 1
Obpazen TUTYIBHOTO JHCTA

['ocymapcTBeHHOE aBTOHOMHOE MPO(eCCHOHATbHOE 00pa30BaTEeIbHOE YUPEKICHHUE

CBepioBCKO# o0macTu

«Tamumkuit necorexundeckuit komwiemk um. H.M. Ky3nernosa»

YTBEPXJIAIO:
Hupekrop 'AIIOY CO
«TJIK um. H.M. Ky3nenoBa»

C.N. JIsamox

Jara

MHOJIO’)KEHHUE

COI''TACOBAHO
Ha METOJUYECKOM COBETE
npoTokos Ne ot

rocyAapCTBEHHOT0 AaBTOHOMHOT'0 MPO()eCCHOHAIBLHOTO0 00Pa30BaTEeILHOTO YUPeKIeHUs

CBepaJI0BCKOii 00J1aCTH

«Tamuukuii 1ecorexunyeckuii kosutemx nm. H.U. Kysnenosay»

Tamuua, 20



[Tpunoxenue 2

Obpa3zer npukasza

["ocymapcTBeHHOE aBTOHOMHOE Mpo(hecCHOHATbHOE 00pa30BaTEIbHOE YIPEIKICHNE
CeepunoBckoit obnactu «Tamuukuit tecorexandeckuid koyuiemk uM. H.W. Ky3nemosay
(CATIOY CO «TJIK um. H.W. Ky3neroBay)

ITPUKAS3

r. Tanuia

O uem

Koncratupyromas yactb
ITPUKA3BIBAIO:
1. Komy, uro cnenars...

2.....
3. KOHTpOHB 3a UCIIOJIHCHUEM ITPpUKa3a BO3JIOXKUTH HA ...

JupexTop MOJIITHCh

Bu3ssbl (Ha 060pOTHOI CTOPOHE MOAJIMHHUKA JOKYMEHTA)

C.N. JIamox
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Obpaserr npoTokoia

["ocymapcTBeHHOE aBTOHOMHOE MPo(hecCHOHATBbHOE 00Pa30BaTEIbHOE YUPEIKICHUE
CeepuoBckoit obmactu «Tamunkuit tecorexandyeckuii koyuiek uM. H.M. Ky3nenosay
(FATIOY CO «TJIK um. H.M. Ky3HeroBay)

ITPOTOKO.I

r. Tanuia Ne

(3aronoBoK)

[Ipeacenarens - ®amunus 1.0.

Cexperapp - ®amunusa 1.0.

I[MPUCYTCTBOBAJIN: nnunuansl, pamMuinu 4JI€HOB KOJJIETHAIBHOTO OpTraHa Uiy JIHII
MPUCYTCTBYIOIINX HA 3aCEaHUU (JIOITYCKACTCSl COCTABJICHHIE OTACIBHOTO CITMCKA JIUII B aJI()aBUTHOM

HopAAKE, IPUCYTCTBYIOIIUX Ha 3aCC,[laHI/II/I)

ITOBECTKA AHA: 1.0... Jlokinagyuk...
2.006... Jloxmaguuk...

CJIIYIIAJIA:

Oamunus W.0O. (B poaUTEIHHOM Ma/IekKe) COACpKaHue TOKIaza.
@amunus U.O. (B poauTensHOM Majeke) COoAepKaHUE TOKIaa.

PEINJIN:
1.
2.

[Ipencenarens Iloonuce N.O0.®amunus

Cekperapb Iloonuce N.O0.®amunus
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OO6pa3err akta

I'ocynapcTBeHHOE aBTOHOMHOE IPO(EeCCHOHATBHOE 00pa30BATEILHOE YUPEKICHHE

CeepaoBckoit obnactu «Tamuukuit tecorexandeckuii kojutek uM. H.M. Ky3Hemnosay
(CATIOY CO «TJIK um. H.W. Ky3neroBay)

YTBEPXJIAIO:
Hupexkrop 'AIIOY CO
«TJIK um. H.W. Ky3HenoBa»
C.. JIsmoxk
AKT
r. Tannma Ne

(3a201060K 8 pooumenvbHOM naoegice)
CocTaBieH KOMUCCHUEN B COCTaBe:
[Ipencenarens: JlomxHocTh, @amunusa H.0.
YUneHbl KOMUCCHH:
1. JomxHocTh, @amunus 1.0.
2. lomxuocth, ®amunus N.0.

3. JomxuocTh, ®ammmus N.0.

CocrasieH B 2-X 3Kk3eMIUIsIpax. 1 ok3. - ; 2 9K3. -
[Ipencenarens xomwuccuu [loonuce N.0. Gamunus
UsieHbl KOMUCCHMU:
Iloonuce 1.0. ®amunus
IHoonucey V1.0. ®amunus

Toonuce N1.0. ®amuiius
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O6pa3err cimyke0HOM 3aMMCKu

Hupexropy
I'ATIOY CO «TJIK um. H. . Ky3nenoBa» T'ATIOY CO
Jara «TJIK um. H. . Ky3nenosa»
Cny>xeOHast 3amucka Jlsamok C.U.

O uem

TexkcT

(n3n05xeHue Borpoca, pakTa, COOBITH C BHIBOJAMH M MPEJIOKESHUSIMH aBTOpa TOKYMEHTA)

JIOJDKHOCTB aBTOpa nOOnUCyH N.0. ®amunus
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O6paserr crykeOHOTO TUChMa

MuHuCcTEPCTBO 00PA30BAHUS M MOJIOAEKHOIM
MOJTUTUKH
CBepaJioBcKoii 001acTH

TI'ocynapcTBeHHOE aBTOHOMHOE
npodeccuoHaILHOE 00pa3oBaTeIbHOE
yupe:xaenue CBepajoBcKoil 00acTu

«Tanuukuii JiecoTeXHU4eCKuii

koJuienxk um. H.U. Ky3sneunosa»

(T'AITIOY CO «TJIK um. H.U.Ky3HenoBay)

ya1. Jlynauapckoro, 81 , r.Tanuua 623640,
HWHH / KIIIT 6654000835/ 663301001
Tenedon: (34371) 2-11-71

Teaedon/daxc: (34371) 2-19-43 JOMmKHOCTE
e-mail: tallt@mail.ru N.O. ®amunus
tallk.ru Anpec

N (ipu HEOOXOTMMOCTH)
o
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