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1. OBIIME ITOJIOKEHUA

1.1. UucTpyKuums 1o JeONpOU3BOACTBY (nanee - MHCTPYKIMs) yCTaHABIUBACT €UHYIO CUCTEMY
JENIONPOU3BOJCTBA U OpraHu3anuu paboTel ¢ JokyMeHTamu B OOIIecTBe ¢ OrpaHMYEHHOM
OTBETCTBEHHOCTHIO «YueOHbIi Lentp Beprukans HH» (nanee — OO0 « Y1 BTK HH»).

1.2. Hacrosimass HCTpYKIUST TIOJITOTOBJICHA B COOTBETCTBUU ¢ HammoHanbHBIM cTanmapToM PD
I'OCT P 7.0.8-2013 «Cucrema cranaapToB mo uHMoOpManuu, OUOIMOTEUHOMY H U3JATEILCKOMY JCIy.
Jlenonpon3BOACTBO W apXuBHOE Jeno0. TepMuHbl U ompenenenusn» (yTB. mpukazom DenepaibHOTO
areHTCTBa IO TEXHUYECKOMY PETyJMpOBaHWUIO W MeTpojoruu ot 17 oxrtadps 2013 r. N 1185-cT),
Hammonaneueim crangaprom PO T'OCT P 7.0.97-2016 "Cucrtema cTaHgapToB MO HH(POPMAIIHH,
OuOIMOTeYHOMY W HW3JAaTelnbCcKoMy jaeny. OpraHm3allmOHHO-pAcTIOPSAUTETIbHAS —JOKYMEHTALHSI.
TpebGoBanust Kk opopMiieHHIO TOKYMEHTOB" (yTB. mpukazom denepanbHOro areHTCTBa MO TEXHUYECKOMY
perynupoBanuio 1 metpoioruu ot 8 nexadbps 2016 r. N 2004-ct), Ycecrarom OO0 « Y1 BTK HH».

1.3. Henompoussonactso B OO0 «YIL[ BTK HH» ocymectBnsiercs metoguctom OO0 « VY1 BTK
HH».

1.4. Mlpumenenrne MHCTPYKIIUU TOJDKHO CIIOCOOCTBOBATH (hOPMUPOBAHUIO €AMHOTO O(HIIMATBHO-
JETIOBOTO CTHJISI JOKYMEHTOB, YHU(DUKAIINH 0()OPMIICHUS U CTPYKTYPBI JOKYMEHTOB, TIOATOTABIMBAEMBIX
B OO0 «VYI BTK HH», noBbllIeHHIO ONEPATUBHOCTH MWCIIOJIHEHUS JOKYMEHTOB U KayecTBa
UCIOJHUTENbCKON NUCHUIUIMHEL. [lonoxkenuss UHCTpyKIMK pacpOoCTpaHsIOTCS Ha OpraHU3aiio padboTh
C OpraHM3alMOHHO-PACTIOPSAUTENFHBIMU U CIIPABOYHO-MH(MOPMAIIMOHHBIMU JTIOKYMEHTAMHU, BKIIIOYast
MOATOTOBKY, PErHUCTPAlMIO, y4YeT M KOHTPOJb HCIOJHEHHUsS] JIOKYMEHTOB, CHUCTEMY XpaHEHUS U
apXUBUPOBAaHUSA JIOKYMEHTOB, B TOM 4YHCI€ IMpaBWIa MX XpaHEHHs M  apXUBHUPOBAHUA,
MpEeAyCMaTPUBAIOIINE XPAHEHUE TOKYMEHTOB Ha OyMakHOM HocHTele U (Uiin) B (popMme dJIEeKTPOHHBIX
JOKYMEHTOB, TOANUCAHHBIX YCHJICHHOH KBaJM(PHUUHUPOBAHHOW JJIEKTPOHHOW MOJIMHUCHIO, IpaBHIIa
PE3EPBHOIO KONMPOBAHMSI U BOCCTAHOBJIIEHUS JOKYMEHTOB, a TAKXKE YCTAHABIMBAIOTCS MOPSAIOK, MECTO,
(OpMBI U CPOKH XpaHEHUS JOKYMEHTOB.

1.5. Tlonoxenuss MHCTPYKIIMU pacrpoOCTPaHAIOTCS Ha OpPraHU3alui0 paboThl C JTOKYMEHTaMHU
HE3aBHCHMO OT BHJIa HOCHUTEJNS, BKJIOYasl UX MOJATOTOBKY, PETUCTPALINIO, YUET U KOHTPOJb UCIIOJIHEHUS,
OCYILECTBIISIEMbIE C TOMOIIbIO ABTOMAaTH3UPOBAHHBIX (KOMIBIOTEPHBIX) TexHosoruil. TpeboBaHus
WHcTpykumu K paboTe ¢ OyXraaTepckoid, HayYHO-TEXHUYECKOH U ApYroi crenuanbHON JTOKyMeHTaluen
PacrpoCTPaHSIOTCS JIMIIb B YacTH OOIIMX NPHUHLMIIOB paboOThl C TOKYMEHTaMHM, a TAKKe MOJTrOTOBKU
JOKYMEHTOB K Ilepe/jaue Ha apXUBHOE XpaHEHHE.

1.6. MeTtoamueckoe pyKOBOJCTBO M KOHTPOJIb 33 COOITIOJICHIEM YCTaHOBJICHHOTO MOPSIKA paOOTHI
¢ nokymentamu B OO0 «YI] BTK HH».

1.7. OTBeTCTBEHHOCTH 32 MPABWIIbHYIO OpraHu3anuio padotsl ¢ JokymeHntamu B OO0 «YI[ BTK
HH» Bo3naraercs Ha TeHEpaJIbHOTO AUPEKTOPA.

1.8. Brimonuenue Hactosed MucTpykiun obs3aTensHo 11 Beex cotpyaaukos OO0 «YI[ BTK
HH».

2. TPEBOBAHMUSA K CO3JAHUIO JOKYMEHTOB

HoxymenTtsl, co3gaBaembie B OO0 «VYI[ BTK HH», nomkHBl COOTBETCTBOBATH TPEeOOBaHUSIM
Hammonansnoro crangapra P® T'OCT P 7.0.97-2016 "Cucrema craHmapToB 10 HH(POPMAIIHH,
OuOIMOTEeYHOMY U U3JaTeNbckoMy aeny. OpraHu3allMOHHO-PACTIOPSIUTENbHAS —JAOKYMEHTAIIMSL.
TpeboBanus k obopmireHH0 J0KyMeHTOB". JIoKyMeHTHI meuaratorcst pasmepom mpudra N 12, 14 Times
New Roman gepe3 1 — 1,5 MeKCTpOUYHBIX HHTEpBAJIA.


http://internet.garant.ru/document?id=70474914&sub=0
http://internet.garant.ru/document?id=70474914&sub=0
http://internet.garant.ru/document?id=71518970&sub=0
http://internet.garant.ru/document?id=71518970&sub=0

[Tpu cocTaBiieHUM TAOIUI] TOMTYCKAETCS UCTIOIb30BAaHUE MIPUPTOB MEHBIIUX PA3MEPOB.

JIOKyMEHTBI U TPUIOKEHUS K HUM II€YaTaloTCs Ha CTaHJApTHBIX JUCTax Oymaru ¢opmarta A4
(210 x 297 mm).

B OOO «VII BTK HH» wucnons3yrorcs OlaHKH JOKYMEHTOB Ha OyMa)KHOM HOCHTENC H
JIEKTPOHHBIE A0JOHBI 6JaHKOB. OHM JJOJKHBI OBITh WIAEHTUYHBI [0 COCTaBY PEKBU3UTOB, MOPSIKY UX
pacroyio’keHus1, rapHUTypam mpudra. M3rorapnusarorcs Ha Oenoit Oymare uiau Oymare CBETJIBIX TOHOB.

Kaxxp1i1 1MCT TOKyMEHTa JOJKEH UMETH I10JIs1 HE MEHEe:

20 MM - JIEBOE;

10 mM™ - paBoe;

20 MM - BEpXHee;

20 MM - HUXKHEE.

JlokyMeHThl JuiMTeNnbHbIX (cBbime 10 ser) (mpukasbl, paclopsKEeHUs U Ip.) CPOKOB XpaHEHHs
JOJDKHBI UMETH JIEBOE T10JI€ HE MeHee 30 MM.

IIpu cozmaHuM JOKyMEHTa Ha JBYX W OoJjiee CTpaHHUIAX BTOPYIO U IOCIEAYIOIIME CTPAHULIBI
HyMmepyloT. llopsiikoBble HOMEpa CTpaHHIl TNPOCTABIAIOTCA apaOCKuMU IudpamMu 0e3 TOYKH Ha
paccrosiHuu He MeHee 10 MM OT BEpXHero Kpasi JIMCTa MOCePEIMHE BEPXHETO MO0JIs JOKYMEHTA.

JlomyckaeTcsi co3JjaHue JOKYMEHTOB Ha JIMLEBOM U 000poTHOH cropoHax Jjucta. Ilpu
JBYCTOPOHHEM CO3JAaHMU JTOKYMEHTOB IIMPHUHA JIEBOT'O I0JIS HA JIULEBOW CTOPOHE JIMCTA U MPABOT0 MOJIA
Ha 000POTHOM CTOPOHE JINCTA JJOJKHBI OBITH PAaBHBI.

AG3aLHbIi OTCTYN TEKCTa JOKyMeHTa - 1,25 cMm.

3aroJIoBKM pa3JesioB U MOJPa3/esioB NeYaTalTcs ¢ ad3al[HbIM OTCTYIIOM MJIM LEHTPUPYIOTCA IO
LIMPUHE TEKCTA.

MHoOrocTpouHble peKBU3UTHI MEUATAIOTCS Yepe3 OJUH MEKCTPOUHBIM UHTEPBaJ, COCTaBHbIE YaCTH
PEKBHU3UTOB OTIAEISAIOTCS TONOJHUTEIBHBIM HHTEPBAJIOM.

Ecnu 1oKyMeHT roTOBHUTCS Ul U3/IaHUS C YMEHBIIEHHEM MacIiTada, TeKCT IeyaTaeTcsl yepes JBa
UHTEpBaa.

WuTepBan Mex 1y OyKBaMHU B CJIOBax - OOBIYHBII.

WHuTepBan Mex 1y cI0BaMH - OJIMH IpoOer.

TexkcT moKyMeHTa BbIpaBHUBAETCS MO IIMPUHE JMCTa (IO TpaHMIIAM JIEBOTO M IPABOrO MOJeH
JIOKYMEHTA).

JlnuHa caMoii JUIMHHOW CTPOKH PEKBU3UTA MPH YITIOBOM PACHOJIOXKEHUH PEKBU3UTOB He Ooinee 7,5
CM.

JlnuHa caMoi JJTMHHOM CTPOKH PEKBU3UTA MIPU MPOIOJIEHOM PACIIONIOKEHUH PEKBU3UTOB He Ooiee
12 em.

JlomyckaeTcs BbIIeNIEHUE OT/IEIbHBIX (PParMEHTOB TEKCTA MOTYKUPHBIM HIPU(PTOM.

J1y1g BbIIETIEHUS 3ar0JI0BKa MOT'YT UCIOJIb30BaThCS MPOMUCHBIE OYKBbI, MONTYKUPHBIN IPpUPT.

JIOKyMEHTBI JINYHOTO XapakTepa (3asBieHHE, OOBSCHHUTENbHAs 3alMCKa M T.I.) JOMYCKaeTcs
o(hopMIIATH B MUCBMEHHOM BHJIE OT PYKH.

Hopmartusubie npasoBbie aktel OOO «YI[ BTK HH», a Takke HHble MHOIOCTpaHUYHBIE
JOKYMEHTBI MOTYT O(OPMIISITECS C TUTYJIBHBIM JUCTOM. THUTYNBHBIN JUCT TOKyMEHTa OpopMIIsIeTCs B
COOTBETCTBUHU C NpuiiokeHuem Ne 1.



3. IPABUJIA O®POPMJIEHUA U PACITOJIO)KEHUA OCHOBHBIX
PEKBHU3UTOB JOKYMEHTOB

O0s3arenbHbIe IEMEHTH 0(OPMIICHUS TOKYMEHTa Ha3bIBalOTCs pekBu3uTamu. [Ipu moaroroske,
opopmiieHnn U 00pabOTKE MOKYMEHTOB, a TakKKe€ IMPU M3TOTOBICHUU OJAHKOB JOKYMEHTOB B Y[
UCIOJIB3YIOTCA CIIETYIOIINE PEKBU3UTHI:

01 - HauMeHOBaHUE OpPTraHU3AlINY;

02 - cipaBouHbIe JaHHBIE 00 OPraHU3aAINH;

03 - HanMeHOBaHUE BUA IOKyMEHTA;

04 - nara TOKyMeHTa,

05 - perucTpalioHHBII HOMEp TOKYMEHTA;

06 - ccpbuika Ha PErUCTPALMOHHBIN HOMEP U J1aTy MOCTYIUBIIETO TOKYMEHTA,

07 - mecto cocraBieHus (M3/1aHUs) TOKYMEHTA,

08 - angpecar;

09 - 3aro10BOK K TEKCTY;

10 - TekcT JOKYMEHTA;

11 - oTmMeTKa O IPUIIOKEHNUH;

12 - rpud cormacoBaHus JOKYMEHTA;

13 - Bu3a;

14 - moanuce;

15 - neuats;

16 - oTMeTKa 00 UCHOIHUTEIE;

17 - orMeTka 0 3aBEpPEHUU KOIUU;

18 - oTMeTka O MOCTYIJICHUH JOKYMEHTA;

19 - pesomonus;

20 - oTMeTKa O HaIlpaBJICHUU JOKYMEHTA B JIENO.

CocTaB pEeKBHU3HTOB JOKYMEHTa ONPEAEISETCS B 3aBHCHMOCTH OT €ro BHUJAa M COJACPIKaHUS.
Kaxnaplii BuJ [JOKyMEHTa JOJDKEH HMETh ONpEIENIEHHBI COCTaB PEKBU3UTOB M TMOPSIOK HX
pacmoIoKeHusI.

Cxema pacrnoioKeHUsl PeKBU3UTOB JOKYMEHTOB MPUBEACHA B MpuiiokeHun Ne 1.

3.1. Ombnema OO0 «YI[ BTK HH» pa3pabotana u yTBepXkaeHa NPUKA30M TIe€HEPAIbHOTO
THPEKTOpA.

3.2. HaumenoBanne OOO «YII BTK HH» Ha OmaHke [JOJDKHO COOTBETCTBOBaThH €ro
HAaUMEHOBAHMIO, 3aKpPEIUICHHOMY B YcTaBe. PeKBH3UT pacmosiaraetcs OT BepXHero kpas amcra. Ha
ONaHKax MPUKA30B, MPOTOKOJIOB, TIOKATBHBIX aKTOB U AP. IICHTPUPYETCS MO IMIUPUHE TEKCTA.

3.3. CopaBounbie nanHsle 06 OOO «VYI BTK HH» yxka3piBatoTcs Ha ONaHKax MUCEM H
BKJTIOYAFOT: TTOYTOBKIN ajjpec, HoMep TesnedoHa, apec MIEKTPOHHON TTOYTHI.

B cocraB crnpaBOUYHBIX JJaHHBIX BKJIIOYAIOTCSA: KOJA opraHm3zammu 1o Oomiepoccuiickomy
knaccudukaropy — mpennpusituii u  opram3anmii  (OKIIO), ocHOBHOW  TrocyaapCTBEHHBIN
peructpanoHHblii HoMmep opranuzauuu (OI'PH) u uneHTHduKanmoHHBI HOMEp HalOroIJIaTesbIIuKa
(Kol MpUYMHBI TIOCTAHOBKH Ha HayorosbIi yuer (MHH/KIIIT).



DJeMeHTHI IOYTOBOTO aJpeca YKa3bIBAIOTCS B MOCIEIOBATEIbHOCTH, yCTaHOBIEHHOH [IpaBunamu
OKa3aHMsA YCIyT IIOYTOBOH CBSI3M, YTBEPXKICHHBIMH IPHKAa30M MUHHUCTEPCTBA CBA3M M MAaCCOBBIX
koMMyHuKauuii Poccuiickoit @enepaunn ot 31.07.2014 Ne 234. Hanpumep:

OKTSI0pHCKOM peBOIIONHHN YII., 1. 20A,
r. Cmonenck, 214000

3.4. HaumenoBaHrne BHUJAa JOKYMEHTa YKa3bIBAaeTCSI HA BCEX JOKYMEHTaX, 3a HUCKIIOYCHHEM
NEeNOBBIX (CiIy’)KeOHBIX) THceM, pacnonaraercs moj HaumeHoBanmeM OOO «YI[ BTK HH».
Ucnonbzyembie B OO0 « Y1 BTK HH» Buabl 10KyMEHTOB OnpeAesieHbl HACTOSIIEH HHCTPYKIIUEH.

3.5. Jlata OKyMeHTa COOTBETCTBYET JAaTe MOAMHCAHUS (YTBEP>KIACHHS) IOKyMEHTAa WU JaTe
COOBITHS, 3a(PUKCUPOBAHHOTO B IOKYMEHTE.

Jlata IMOKyMEHTa 3amuChIBaeTCs B TMOCIEAOBATEIBHOCTH: JIEHb MeECAIla, MECAI, T'OJl OJHHM W3
CIIOCOOOB:

apabckumu 1 pamu, paszaeneHHbiMu Toukor: 05.06.2022; cnoBecHO-TIMPPOBEIM CIIOCOOOM,

Harpumep: S uroHs 2022 r.

Ha gpokymenrtax, odopMieHHBIX Ha OlaHKax, JaTa MPOCTABISIETCI B COOTBETCTBHH C
PaCToI0KEHUEM 3TOTO PEKBU3UTA.

Ha moxymeHTax, OpOpPMIICHHBIX Ha CTaHJAPTHBIX JUCTaxX Oymaru, Jata IMPOCTaBISETCS IO
naumeHoBaarem OO0 « Y1 BTK HH» Ha paccTostHIH 2-X MEKCTPOUYHBIX HHTCPBAJIOB.

3.6. PeructpanonHplii  HOMEp  JOKYMEHTa — IUPpoBOH Wi  OYKBEeHHO-IM(POBOMA
UICHTUPUKATOP JOKYMEHTa, COCTOALIUN M3 MOPAIKOBOTO HOMEpPA, KOTOPBIA MOMXKET JOMONHSATHCA
1M (POBBIMU WM OYKBEHHBIMU KOJAaMHU (MHIEKCAMH).

Ha noxymenTtax, odopmieHHBIX Ha OJaHKaX, PETUCTPALMOHHBIA HOMEpP MPOCTABIAETCS B
COOTBETCTBHUH C PACIIOIOKEHUEM dTOTO PEKBU3UTA.

3.7. Ccbulka Ha PETUCTPAIMOHHBIA HOMEpP W JIaTy MOCTYIHUBIIETO JOKYMEHTa BKJIIOYAET B ceOs
PEruCTPallMOHHBIN HOMEpP U JaTy BXOSIIET0 MHUIIMATUBHOTO IOKYMEHTA, HAa KOTOPKII 1aeTCs OTBET.

3.8. MecTto cocTtaBieHus (M34aHMsI) TOKyMEHTA YKa3bIBa€TCA B TOM CIIy4ae, €CIIU 3aTPYJHEHO ero
ompejeNieHue IO pEeKBU3WTaM o0miero OnaHka wuiad OJaHKa KOHKPETHOro BHIa JokyMeHTa. He
YKa3bIBAaeTCs B JIENOBBIX (CIY>KEOHBIX) MUCHbMAaX, a TAKXKE JOKIATHBIX, CIYKEOHBIX 3alHCKaxX M APYTUX
BHYTPEHHUX HH(POPMAIIMOHHO-CITPABOYHBIX IOKYMEHTaX.

Mecto cocTaBieHHS WM M3J@HUA JIOKYMEHTa YKa3bIBaeTCS C yYeTOM IMPHUHSATOTO
aIMUHUCTPATUBHO-TEPPUTOPUATIHHOTO JICTICHHUS, BKIIOUAET B Ce0S TOJHKO OOIIECTIPUHSATHIE COKpAICHUS
(manpumep, r. Hmwxuauit Hosropon).

3.9. Anpecatr comepkUT UWHPOPMAIMIO, HAa OCHOBAaHHH KOTOPOM JOKYMEHT JOCTaBISETCS
aapecary.

JIOKyMEHTBI aIpecyrOTCs OpraHaM TOCYJAapCTBEHHOM BIACTH, OPTaHU3AIMAM, UX CTPYKTYPHBIM
MOoApa3ACICHUsIM, TIOJDKHOCTHBIM JIMIIAM, TPaKIaHaM U T.11.

PexBu3ut «aapecat» mpocTaBiseTcs B BEpXHEH MpaBoi 4acTH JTOKyMeHTa (Ha OJaHKe C YTJIOBBIM
PacToyIOKEHUEM PEKBU3UTOB) HIIM CIIpaBa MOJ] PeKBU3UTAMHU OJlaHKa (IIPH MPOJO0IHHOM PACTIONOKECHHUH
pexkBu3UTOB OnaHka). CTpOKH pEKBU3UTA «aJpecar» BBIPABHUBAIOTCS IO JIEBOMY Kpam WIH
LEHTPUPYIOTCS OTHOCUTEIBHO CAMOU NIMHHOW CTPOKH.

[Ipn agpecoBaHMM JOOKYMEHTa PYKOBOJIUTENIO (3aMECTUTENI0O PYKOBOAMTENS) OpraHU3alUun
yKa3blBalOTCA B JaTebHOM Ta/ie’)Ke HAWMEHOBAHHME JIOJDKHOCTH PYKOBOJIUTENS — (3aMECTUTENS

pyKOBO,Z[I/ITe.HSI), BKJIIOYAOMICC HAWMMCHOBAHUC OpraHu3aluvu, U (baMI/IJII/ISI, HWHHUIKAJIBI OOJIXKHOCTHOI'O
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muna. Hampumep (31ech 1 gaiiee npuMepbl HAMMEHOBAHUS OpraHU3aluil, UX CIIPAaBOYHBIE JTAHHBIE U JIp.
SBJIIIOTCSL YCIIOBHBIMH):

PykoBonurento PenepanbHOro

apXMBHOIO  areHrcrBa  lBaHOBY
ILH.

[lpyn anxpecoBaHWHM TNHChbMA B OPraHU3ALHMI0 YKa3bIBACTCS €€ IOJHOE WIH COKpAICHHOE
HaMMEHOBaHKE B UIMEHUTEIILHOM Majiexe. [IpumMepsr:

1) denepanbHOE apXHUBHOE areHTCTBO

2) Pocapxus

IIpu appecoBaHMM [OOKyMEHTa B CTPYKTYpHOE TMOJpa3JelieHne OpraHu3alud B PEKBHU3UTE
«agpecar» yKa3blBaeTCs B UMEHHUTEILHOM IaJe)kKe HAMMEHOBAHHE OpraHU3aIl[uH, HUKE — HAaMMEHOBAHHE
CTPYKTYpHOTO nofpasaeienus. Hampumep:

®denepalibHOE APXUBHOE ar€HTCTBO

Otnen rocy1apcTBEHHOM CITy kOB,
KaapoB u Harpan. [Ipu anpecoBanun
MUChMa PYKOBOJUTENIO CTPYKTYPHOTO
MOJIpa3ieNieHus] yKa3bIBaeTCs B
NMCHUTCIIBHOM IMaJACKE HAUMCHOBAHUEC
OpTraHMU3aIllH, HUXKE - B JaTeIbHOM
najie’ke HauMEHOBaHUE JI0JKHOCTH
PYKOBOJIUTEIIS, BKITFOUAIOIIEe
HAaUMEHOBAaHHE CTPYKTYPHOTO
nojipa3aeneHus, GpaMIInio, HHUIHAIBI.
Hanpuwmep:

AO "TIpoduip"

PykoBoauTemnto 1OroBopHoO-
npaBoBoro otaena Gamunus
n.o.

Ilepen Qamunuelt JOMKHOCTHOTO JIMIIA JOMYCKAaeTcsl YNOTPeONsTh COKpalleHue '"T-Hy
(rocmoanHy), €CIH ajipecat My>KunHa, Uiu "T-ke" (TOCIoke), eclu ajipecar *eHIuHa. [Ipumepsr:

1) r-ny ®amumus 1.0.

2) r-xe ®amuus 1.0.

[Ipu paccbuike JOKyMeHTa IpyIIe OpraHu3aluii OTHOTO THUIIA WIH B CTPYKTYPHbIE
Mo/Ipa3/iesieHusl OIHOM OpraHu3aluu, ajipecar ykasbiBaeTcsi 0000meHHo. [Ipumepst:

1) PyxoBoauTessiM JOYSPHHUX



obmmectB AO "IIpodumns"
2) PykoBomutensm
yIIPaBJICHUI
Pocapxusa
[Tpu pacchiIKe TOKyMEHTa HE BCEM OPTaHU3aLUsAM UIIH CTPYKTYPHBIM IOAPA3ACIICHHUSIM O]
PEKBU3UTOM «AJpecar» B CKOOKax yka3biBaeTcs: "(Io crimcky)".

Hanpumep:
PykoBoauTessiM qoYepHIX
obmects AO "IIpoduis" (1o
CITUCKY)

B oagnom nokymenTe He DOKHO OBITH Oosiee yeThipex aapecatoB. CinoBo «Komus» mepexn
BTOpPbIM, TPETbUM, YETBEPTHIM ajapecaTaMM He ykas3biBaeTcs. IIpu OosbleM KOJMYECTBE aJpecaTroB
COCTaBJISIETCSl CIUCOK (JIMCT, yKa3aTelb) PAcChUIKM JOKYMEHTa, Ha KaXKJIOM JTOKYMEHTE YKa3bIBaeTCA
OJIMH aJipecaT UM ajipecat opopmisieTcss 0000IIEeHHO.

B cocrtaB pexBusuTa «Aapecar» MOXKET BXOJAUTh [TOYTOBBIM aapec. DJIEMEHThl TOUYTOBOTO ajapeca
YKa3bIBalOTCSI B MOCJIEIOBATENILHOCTH, YCTaHOBIEHHOW [IpaBunamMu oka3aHus yCIayr IMOYTOBOM CBA3H,
YTBEPKACHHBIMU IIPUKAa30M MHHHUCTEPCTBA CBSI3M U MAacCOBBIX KOMMYyHUKanuii Poccuiickoit @enepanuun
ot 31 utons 2014 1. N 234.

Hampuwmep:
Bceepocculickuil Hay4HO- HCCIIE0BATEbCKUN
MHCTUTYT JOKYMEHTOBEICHUS U apXUBHOTO J€NIa
[Tpodcoro3nas yi., 1. 82,
Mocksa, 117393

[louToBBIN agpec MOKET HE YKa3bIBaTbCsl B JOKYMEHTaX, HAIPaBIIIEMbIX B BBICIIHE OPIaHbI
BJIACTH,  BBILIIECTOSIIIME  OpTraHMU3alllM,  [OABEJAOMCTBEHHBIE  OpraHU3allMd U  IMOCTOSHHBIM
KOpPpECHOHIEHTaM (32 MCKJIIOYEHHEM HalpaBJIeHMs] MUCEM YKa3aHHBIM ajpecaTaM B KOHBEpPTaxX C
MIPO3payHbIMU OKHAMH).

ITpu agpecoBaHUM TOKyMEHTa (PU3MUECKOMY JIUIY YKa3bIBAIOTCA: (DaMUIINS HHULMAJIBI, TTOYTOBBIN
aapec. Hammpumep:

®amunus N.0.
CanoBas yiu., 1. 5, kB. 12,
r. JIro6epupl, MockoBckas 0611., 301264

[Ipu oTmpaBke muchbMa MO IEKTPOHHOM MOUTE WM MO (PaKCUMUIBHON CBSI3U (0€3 JOCHUIKH O
1ouTe) MOYTOBBIN aJpec He yKasbiBaeTcs. [Ipu HeoOX0IMMOCTH MOKET OBITh YKa3aH 3JEKTPOHHBIN aJipec
(romep Tenedona/dakca). Hampumep:

Bceepoccuiickuii Hay4yHO- UCCIEA0BATENbCKUI
MHCTUTYT JIOKYMEHTOBEJICHUS U apXUBHOTO Jelia
mail@vniidad.ru

3.10. I'pudp yTBepkIeHHUs TOKyMEHTa MPOCTABIACTCS Ha TOKYMEHTE B CIy4ae €ro yTBEp KICHHS
reHepalbHbIM JUPEKTOPOM PACHIOPAIUTENLHBIM TIOKYMEHTOB (MIPUKA30M, PACIIOPSIKEHUEM).


http://internet.garant.ru/document?id=70735708&sub=0
http://internet.garant.ru/document?id=70735708&sub=0

I'pud yTBEepkIeHHS pa3MemiacTcs B MPaBOM BEPXHEM YIUy MEpPBOTO JUCTa JoKyMeHTa. CTpoKH
PEKBU3UTA BBIPABHUBAIOTCS 110 JICBOMY KParO WM LEHTPUPYIOTCS OTHOCUTEIBHO CAMOM JUIMHHOU CTPOKH.

[Ipu yTBepKaeHUM AOKYMEHTa peKTOpoM Ipud yTBepkaeHus coctouT u3 cioa Y TBEPXKIIALIO
(mumercs 6e3 KaBbIUEK), HAMMEHOBAHMS JOJDKHOCTH JIMIA, YTBEPXKIAIOIEro JTOKYMEHT, €ro MOAIUCH,
MHUILMAJIOB, (aMUJINK U 1aThl yTBepkAeHus. Hanpumep:

VYTBEPXIAIO
PykoBoautens denepaibHOro
apxuBHOro arenrctsa [loamnuch
N.0. ®amunus
Jara

[Ipu yTBepkaeHUHN TOKYMEHTa PACIOPSIUTEIbHBIM JOKYMEHTOM TpU( yTBEPKACHUS COCTOUT U3
cioBa YTBepxkieH (YTBepkaeHa, YTBEPKIACHBI UM Y TBEPHKIIEHO), COrJIACOBAHHOTO C HAaMMEHOBAaHHEM
BHUJA YTBEP)KJIAEMOro JOKYMEHTa, HAaUMEHOBAHUS pPaCIOPSAUTEIBHOIO JOKYMEHTAa B TBOPUTEIBHOM
najiexe, ero 1atel, Homepa. [Ipumepsr:

(Pernamenr)

YTBepxkacH
npuka3zom AO "Ilpoduns"
ot 5 anpenst 2015 . N 82 2)

(ITpaBuia)

YTBEpKACHBI
npukazoM AO "[Ipoduis"
ot 6 anpenst 2015 . N 83

[Ipu yTBepKIeHUH TOKYMEHTa KOJUICTHalIbHBIM OPraHOM, PEHICHUS KOTOPOro (UKCHUPYIOTCS B
NpOTOKONE, B Trpude YTBEPKICHHUS YKa3bIBaeTCs, HAMMEHOBaHME OpraHa, pEUIeHHEeM KOTOpOro
YTBEP)KJEH JJOKYMEHT, 1aTa U HOMep MpoTokoia (B ckookax). Hampumep (Ilonoxenue):

YT1BepKIAEHO

Cogerom nupexropo AO "[Ipopuns"
(mportokoi ot 12.12.2015 N 12)

3.11. 3aronoBok K TEKCTy — KpaTKoe COAep KaHHEe TOKYMEHTa. 3arojIOBOK OTIENSETCS OT TEKCTa
ABYMS MCKCTPOYHBIMH MHTCpPBAJIaMHU.

3arojoBOK MOXET (OPMYJIHUPOBATBCA C TOMOIIBIO OTTJArOJbHBIX CYIIECTBUTEIBHBIX B
npeaioxHoM maaexe («O6 otmene...», «O06 opranuzamuu...», «O co3gaHum...»).

3aronoBoK oopMIIsieTCs O peKBU3UTAMH OJIaHKa ClieBa, OT TPaHUIIBI JIeBOTO mous. [leuataercs
gyepe3 | MeKCTpOUYHBIN MHTEPBAJ, TOUYKA B KOHIIE HETO HE CTABUTCS.

3aroyioBOK K TEKCTY MOKET HE COCTaBIIATHCS, €CIIU TEKCT TOKyMEHTA He MPEBhIMaeT 4 — 5 CTPOK.

3.12. TekcT NOKyMEHTa COCTaBIIIETCSl HA TOCYJapCTBEHHOM si3bike Poccuiickoit denepamum.

B Tekcte nOKyMeHTa, TOATOTOBICHHOM Ha OCHOBAaHMHM 3aKOHOJATEIbHBIX WA HWHBIX
HOPMATHUBHBIX IPABOBBIX aKTOB, paHEe W3JAHHBIX PACIIOPSIUTEIBHBIX JOKYMEHTOB, YKa3bIBAIOTCS HX
PEKBU3UTHL:



- HaMMEHOBAaHHE JOKYMEHTa, HAMMEHOBAHWE OPTaHU3allMU - aBTOpA JJOKYMEHTA, JaTa JOKYMEHTa,
PEruCTpallMOHHBINA HOMEP JOKYMEHTA, 3ar0JIOBOK K TEKCTY WM HAUMEHOBAHUE BHU/IA JOKYMEHTA;

- HAMMEHOBAHHE OpraHu3alMyd WIK JIOJDKHOCTHOTO JIMIA, YTBEPAMBIIETO JOKYMEHT, JaTy
YTBEPXKACHUS JOKYMEHTA.

TekcT MOKyMEHTa MOXET COCTOSITh M3 BBOJHOW YacCTH, COJEpiKalleil 000CHOBaHUS, IPUYUHBI U
LIEJTH COCTaBJICHUS] JIOKYMEHTA, U OCHOBHOMW, HW3JIararouieid BBIBOJbI, MPEMJIOKEHUS, PEKOMEHIAINH,
MPOCHOBI U PELICHUS.

CMBICIIOBBIE YaCTH TEKCTa JOKYMEHTA pa3/IeistoTcs ab3aamu.

TekcT moKyMeHTa MOXKET COJep)KaTh pa3Jielbl, MOAPa3Aebl, MyHKThI, MOAMYHKTHI, HyMEpyeMbIe
apabckuMu U pamMu. YpoBHEH pyOpUKaIMK TEKCTa HE JJOJKHO OBITH 00JI€e YEThIPEX.

B npukazax TekcT usznaraercs OT epBOro JiMla €AMHCTBEHHOT 0 uncia ("'mpukasbiBan").

B ngokymeHTax KoJIerHalibHBIX W COBEIIATEIBHBIX OPTaHOB TEKCT M3JIAraeTcs OT TPETHEro JIMIa
€AMHCTBEHHOTO yKcia ("KoJuIerus ... moctaHoBiseT", ""cooOpanue ... pemmiio").

TexcT mnpoTokoja wu3Maraercs OT TPEThEro JHIAa MHOXecTBeHHoro uwcna ("ciymmanu",
"BoicTynuin", "nmocranoBunn", "pemmnn").

B nokymeHrtax, ycTaHaBIMBAIOIIMX TIpaBa M OOS3aHHOCTH OPraHU3alldid, WX CTPYKTYPHBIX
nojipa3iesiecHnii (TMOI0XKEeHNE, NHCTPYKIIHS), a TAaKKe COJIEPKAIINX OIMHMCAHUE CUTYyalluid, aHau3 (PakToB
WJIM BBIBOJIBI (aKT, CIIPaBKa), UCTIONB3yeTCs (hopMa M3JI0KESHHS TEKCTa OT TPETHEro JIMIA ¢IMHCTBEHHOTO
WM MHOXeCTBeHHOTo uucna ("oTaen ocymecTBisieT (yHKUUU...", "B COCTaB yIpaBlIeHHUS BXOJMT...",
"KOoMHCCHs TIpOBena MPOBEPKY...").

B nenoBbix (cmyke0HBIX) MUChMaxX UCIONB3YIOTCS (POPMBI U3TTOKEHUS:

- OT MEPBOTO JIMI[a MHOKECTBEHHOr0 uuncia ("mpocuM HampaBHTh...", "peACTaBIsIeEM Ha paCCMOTPEHNE
5

- OT TPEThEro JIMIla €IWHCTBEHHOro uucia ("MHUHHCTEPCTBO HE BO3paxkaer...'
BO3MOXXHBIM...");

', "OOIIEeCTBO CUMTAET

- OT TIEPBOTO JUIA €IWHCTBEHHOro 4yucia ("'cuuTaro HEOOXOIMMBIM...", "mpemsaraio pacCMOTpPETh..."),
€CJIM MUCHhMO O(hOPMIIEHO Ha JOKHOCTHOM OJIaHKE.

B TekcTax gOKyMEHTOB ymoTpeOsIOTCS TOJIBKO OOIIENpUHATHIE a00peBuaTyphl U rpaduueckue
COKpAIIeHHUSI.
[Tpu ynotpebneHuu B TekcTe (haMumIuil U1 HHUIMATBI YKA3bIBAIOTCS TOCTE (haMIITHH.

B nenoBbIx (cimy:ke0HBIX) MUCbMaX MOTYT UCHIOJIB30BAThCS:

- BCTYNUTEIBHOE OOpallieHue:
VYBaxkaemblii rocnioguH I[Ipencenarens!
YBaxaewmslit rocnionuH ['ydepHaTop!
VYBaxkaeMblii rocnioanH [Ipoxopos!
YBakaemas rocrioxa 3axapona!
YBaxkaemsiii Hukomaii [lerpoBuy!
YBaxkaemas Onbra HukomnaesHa!
VYBaxkaemble rocriozal
B oOpamennn mo MOMKHOCTH HAWMMEHOBAaHUE MOJKHOCTH IHINETCS C TMPOMHCHON OYKBBI, B
oOparteHuu 1o (haMUIMKF WHULIAATBI JINIA HE YKa3bIBAOTCS.
- 3aKIIIOYUTENIbHAS dTUKETHAs Ppaza:
C yBaxkeHueM, ...
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3.13. OTmeTKa 0 MPUITIOKEHUH COJEPKUT CBEJICHUSI O JOKYMEHTE (JIOKYMEHTaXx), MpUjaaraéMoM K
OCHOBHOMY JIOKYMEHTY (B COINpPOBOAMUTENBHBIX MUChMAaxX, NMPETCH3MIX, aKTaX, CIpaBKax M JAPYTHX
MH(POPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTaX) WM O TOM, YTO JOKYMEHT SIBISICTCS NPUIOKEHUEM K
OCHOBHOMY JIOKYMEHTY (B JOKYMEHTax - NPUIOXKEHHUSAX K pacHopsAUTEIbHBIM JOKyMEHTaM,
MOJIOKEHUSAM, TIPaBUIaM, HHCTPYKIIUSAM, IOTOBOpaM, IJIaHaM, OTYETaM U JIp. IOKyMEHTaM).

B compoBoauTeNbHBIX MUChMAxX U APYTUX MHPOPMAMOHHO-CIIPABOYHBIX JIOKYMEHTaX OTMETKa O
MPUIIOKEHUU O(hOPMIISIETCS TIOA TEKCTOM OT TPAHMIIBI JIEBOTO TOJIS CIETYIOIIUM 00pa3oM:

- €CJIM IPWJIOKEHNE Ha3BaHO B TEKCTE:

[Tpunoxenue: Ha 2 1. B 1 3K3.
- €CJIM MPUJIOKEHHE HEe Ha3BaHO B TEKCTE MJIM €CIIU MPUIIOKEHUH HECKOIbKO, YKa3bIBAIOT HA3BAHUS
JOKYMEHTOB-TIPUIIOKEHHUH, KOJTHMYECTBO JIUCTOB U AK3EMILISIPOB KAXKIOTO MPUIOKECHHUS:
[Tpunoxxenue: 1. [lonoxxenue 00 YpaBieHUN perioHaIbHOIO KPEAUTOBAHUS Ha 5 1. B | 3K3.
2. CrmpaBka 0  KaJpOBOM COCTaBe YIpaBJiICHHs PETHOHAIBHOTO KPeIUTOBaHUS Ha 2 1. B 1 9K3.
- €CJIM MPUIIOKEeHHE (IPUIT0KEHUS) COPOLITIOPOBAHBI, TO YUCIIO JIUCTOB HE YKa3bIBAIOT:
[Tpunoxxenue: oruer o HHUP B 2 3k3.
- €CJIM IOKYMEHT, SIBJISIOLIUIICS NPUIIOKEHUEM, UMEET NPUIIOKEHHS C CAMOCTOSATENbHON HyMepaluen
CTpaHUIL;
[Tpunoxxenue: mucsMo Pocapxusa ot 05.06.2015 Ne 02-6/172 u npusnoxeHust K HeMy, BCEro Ha 5 JI.
- €CJIM IPUJIOKEHHUEM SIBIISICTCS] 000COOICHHBIN 3IEKTPOHHBIM HOCHTEINb (KOMITAKTAKUCK, USD-diier-
HAKOIUTEIb U Jp.):
[Tpunoxenune: CD B 1 3x3.
[Ipu 3TOM Ha BKIIabIIEe (KOHBEPTE), B KOTOPBINA MOMENIAETCS] HOCUTEIb, YKA3bIBAIOTCS
HAaUMEHOBAHMSI JOKyMEHTOB, 3alIUCAHHBIX Ha HOCUTENb, UMEHa (aiiyioB.

B pacnopsauTenbHbIX JTOKyMeHTax (TIpUKa3axX, pacHopsDKEHMsIX), J0roBOpax, MOJIOKEHHUSX,
IpaBUJIaX, MUHCTPYKIHUAX M JPYTUX JOKYMEHTaX OTMETKa O HPUJIOKEHHH O(OPMIISETCS CIeIyIOIIUM
obpa3zom:

- B TEKCTe JIOKyMEHTa TMpU TEepBOM YINOMUHAHMM JIOKYMEHTA-TIPUJIOKEHHUS B CKOOKax
yKa3pIBaeTCs: ...(MPUJIOKEHHUE) WIH... (MpUIokKeHHe 1); mepel HOMEpOM MPUIIOKEHHs JOIyCKaeTCs
CTaBUTh 3HAK HOMepa.... (mpuioxenue Ne 2);

- Ha IICPBOM JIUCTEC JOKYMCHTA-IIPUIIOKCHHA B IIPABOM BEPXHEM YITY YKAa3bIBACTCA:

[Ipunoxxenue Ne 2 k npukazy
AO "TIpodpmis" ot 15.08.2022
Ne 112.

CTpokH peKBH3HUTA BBIPABHUBAIOTCS IO JIEBOMY Kpar0 WIH LEHTPUPYIOTCS OTHOCUTEIBHO CaMOM
JUIMHHOW CTPOKHU.

Ecnn npunioxeHueM K pacnopsIUTEIbHOMY JTOKYMEHTY SIBISI€TCS HOPMAaTHUBHBIM IPABOBOM aKT
UM HMHOM JIOKYMEHT, YTBEpXKIACMBIM HaHHBIM DPACIOPSAUTEIbHBIM JOKYMEHTOM, Ha IIEPBOM JIMCTE
MPUIIOKEHUST IPOCTABISAETCS OTMETKA O MPUIIOKEHUH (0€3 CChUIKM Ha PacHopsIMTENbHBIA JOKYMEHT) U
rpud yTBEpkKAEHHS, B KOTOPOM YKa3bIBalOTCS JaHHbIE PACHOPSAUTEIBHOTO JOKYMEHTa, KOTOPBIM
YTBEP)KICH TOKYMEHT NpuiiokeHne. Hanpumep:
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[Ipunoxenne 1 YTBEPXKIEHO
mpukazom AO "llpoduns" ot
18.05.2022 Ne 67

3.14. I'pud cornacoBaHus AOKyMEHTa IIPOCTABIIACTCS Ha JOKYMEHTaX, COIJIACOBAaHHBIX OpraHaMH
BJIACTH, OPTraHU3ALMUSAMH, JOJDKHOCTHBIMH JHUIaMu. ['pud cornacoBanus B 3aBHCHUMOCTH OT BHJA
JOKYMEHTa U OCOOCHHOCTEH ero 0pOPMIICHUS MOKET IMPOCTABIISATHCS:

- Ha TIEPBOM JINCTE JOKYMEHTa (€Cli JOKYMEHT UMEET THTYJIbHBIA JIUCT, - HETHUTYIHHOM
JUCTE) B JICBOM BEpPXHEM YINIy Ha YpoBHe Tpuda YTBEpKICHUS WIM TOJ HAaUMEHOBAaHUEM
JIOKyMEHTa OJIMKE K HIDKHEMY TI0JIIO);

- Ha MOCJICTHEM JIUCTE JJOKYMEHTA IMMOATEKCTOM;

- Ha JIUCTE COTJIACOBAHMSI, ABIISIOIIEMCS] HEOTHEMIIEMOI YacThIO JJOKYMEHTA.
I'pud cornacosanus cocrout u3 cinoa COI'JIACOBAHO (mumercs 6e3 kaBbIu€K), JOMKHOCTH
JUIa, KOTOPBIM COIJIACOBaH JOKYMEHT (BKJIIOYas HauMeHoBaHHe MHCTUTyTa), €ro cOOCTBEHHOPYUYHOM
MOAIKCH, HTHUIIUAJIOB, (haMuJINy, 1aThl coriacoBanus. Hanpumep:

COI'NTACOBAHO
Hupextop BHUA
(mognuce) N.0. ®amunus Jlara

Ecmu cornacosanue OCYHECTBIACTCA KOJUICTUAJIBHBIM OpraHoM, B rpn(l)e corjiaCcoBaHusd
YKa3bIBAlOT CBCACHUA 00 oprasne, CorjiaCcoBaBlI€EM JOKYMCHT, AAaT€ WU HOMEPE IPOTOKOJIa, B KOTOPOM
3aCI)I/IKCI/Ip0BaHO peUICHUC O COIJIaCOBAHHNMU. Ecnu cornacopanue OCYHICCTBIIACTCA IMMCbMOM, YKa3bIBAlOT
BUJ JOKYMCHTA, OpraHu3aluio - aBTopa JOKYMCHTA, 1aTy U HOMEP MMUCbMa. HaHpHMep:

1) COI'JTACOBAHO
CoBeToM JUPEKTOPOB
AO "IIpodpuns" (mpoToKo
oT Ne )

COI''TACOBAHO

nrcbMoM PocapxuBa ot Ne

3.15. Bu3za cBHIETENbCTBYET O COIJIaCMM WJIM HECOTJIACHU JOJDKHOCTHOIO Jnna (paboTHHKA) C
CoJiepKaHuEeM IpoeKTa JIOKyMeHTa. Bu3oil ogopmisieTcs BHYTpeHHEEe corjacoBaHUE JOKyMeHTa. Busa
BKJIIOYAET JOJKHOCTH JIMILA, BU3UPYIOIIETO TOKYMEHT, MOANUCH, paciin(poBKYy MOANUCH (MHUIUAIIBI,
dbamunmio) u gaty BuzupoBanus. Hampumep:

PykoBoauTens 10OpuAMYECKOro OTIea
IToammce N.0. Gamunug
Hara

[Tpu HanMuMK 3aMeYaHHM K TOKYMEHTY BU3Y O(DOPMIISIOT CAeAYIOUIIMM 00pa3oM:
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3aMeuaHus NpUIararTCs.
PykoBouTens I0pUIMYECKOro oTIea
[Moamucey N.O. @amunus Jlata

B noxymMmeHTax, NOJJIMHHUKHA KOTOPBIX XpaHATCs B IHCTUTYTE, BU3BI MPOCTABIISIIOT HA
MOCTIeTHEM JICTE JTOKYMEHTA I0/1 MOIIIChI0, HAa 000pOTe MOCIETHET0 JUCTA MOUIMHHUKA TOKYMEHTa
WJIU Ha JIUCTE COTJIACOBaHUS (BU3UPOBAHUSs), IPUIIAraeMOM K JOKYMEHTY.

B ucxomsammx qOKyMEHTaX BU3bI MPOCTABISIOTCS HA AK3EMIUIIpaxX JOKYMEHTOB, IIOMEIIAEMBIX B
TeTI0.

3.16. Iloanuch BKIIIOYAET: HAUMEHOBAHHME JOHKHOCTU JIMIA, MOJAMUCHIBAIOIIETO JTOKYMEHT, €ro
COOCTBEHHOPYYHYIO MOJIUCH, pPacIu(PpoOBKY MOANUCH (MHUIHUAIBI, (hamuns). Hampumep:

['enepanbHbIil TUPEKTOP IToanuce N.0. ®amunus

Ecniu nokymeHT odopmieH He Ha OnaHke, B HAMMEHOBAaHHE JOJDKHOCTH BKIIIOUAETCS
HanMEHOBaHMWE oprann3aunu. Hampumep:

I'enepanbHbBIN AUPEKTOP
AO "IIpo¢puns" [Tonmnuce N.0. ®Gamunus

HpI/I noAnrCaHu ANOKYMCHTA HCCKOJIbKUMH JOJDKHOCTHBIMU JIMIAMHU, 3aHUMAKOIIHUMHU PA3HOC
IMOJIOKCHHUEC, UX IMOAIKUCH pAaCIlOoJIararoTCd OJHa IO ﬂperﬁ B IIOCJIICAOBATCIIbHOCTH, COOTBGTCTBYIOH_IGI‘/’I
HEepapXuu 3aHUMACMBIX JOJDKHOCTEH. HpHMep:

JIupexTop MHCTUTYTA IToanuce N.0. ®amunus
I'maBHbII Oyxranrep [Tognuce N.0. ®amunus

IIpy mnoanucaHuyM JOOKYMEHTAa HECKOJIBKMMM JIMIAMH PaBHBIX JOJDKHOCTEM UX IOAINKUCH
pacroJiararoTcs Ha OJJHOM YPOBHE.

B noxkymeHTax, COCTaBICHHBIX KOMHMCCHEH, B IOANMCH YKa3bIBACTCS CTATyC JIMLA B COCTaBE
komuccun. Hammpumep:

[Ipencenarens koMuccuu IMoamuce 1.0. ®amunus
YireHs KOMHUCCHH ITonnmce N.0. Gamummsg
IMoamuce 1.0. ®amnnns
IToanuce N.0. Gamunms

[Ipy moanwcaHuu AOKYMEHTA JIMIIOM, MCIOJHSIONIUM OOS3aHHOCTH PEKTOpa, TMOAIMKCH
odopmiseTcs ¢ yKkazaHUEM cTaTyca JOKHOCTHOTO JIMIA B COOTBETCTBUH ¢ Ipuka3zoMm. Hampumep:

H.o. reHepanbHOro pekTopa [Moanuce N.0O. ®amunus

[Ipy noanmucaHnM AOKyMEHTa JMIOM, HMEKOIIMM IIPaBO IOANUCH B CIydae BPEMEHHOTO
OTCYTCTBHUSl PEKTOpa, WCIPABICHUS B HAMMEHOBAHUE MOJDKHOCTH M PACHIM(POBKY (QaMUIMH YKe
IIOATOTOBJICHHOI'O U COIVIACOBAHHOI'O IPOEKTAa JAOKYMEHTa BHOCATCS OT PYKM WM C HCIIOJIb30BAHUEM

" n

COOTBETCTBYIOIIMX IITamMnoB. He ngomyckaercs CTaBUTh KOCYX0 4Yepry, Haanmuch '3a" mepen

HAaMMCHOBAHUECM OOJIKHOCTH JIMIA B ITOAIMUCH, €CIIM JOKYMCHT NNOANKCBIBACT HHOC JOJDKHOCTHOC JIMIIO.
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3.17. Tleuarp 3aBepsieT NOMJIMHHOCTH MOJAMUCH JIOJDKHOCTHOTO JIMIIAa HA JOKYMEHTaXx,
YAOCTOBEPSIONINX TIpaBa JHIl, (GUKCUPYIOIMUX (DAKTHI, CBSI3aHHBIC C (PMHAHCOBBIMU CPEACTBAMH, & TAKKE
Ha MHBIX JOKYMEHTaX, MpEeAyCMAaTPUBAIONIMX 3aBEPEHUE TMIOJIMUCH I[€YaThl0 B COOTBETCTBUU C
3akoHoJaTeNbcTBOM Poccuiickoit denepanmm.

HoxymenTtsl 3aBepsawoT neyatbio OO0 «YI[ BTK HH». Iledars npocraBisieTcs, He 3aXBaThIBast
COOCTBEHHOPYYHOM MOJANUCH JIMIA, MOAMKMCABIIETO JOKYMEHT, WIH B MecTe, oOo3HaueHHOM "MII"
("Mecro neuaru").

3.18. OTmeTka 00 WCIONHHUTENE BKIOYACT (DaMUJIHIO, UMl U OTYECTBO HMCIIOJIHUTENS, HOMED €ro
tenegona. OTMeTKka 00 MCIOJHUTENE MOKET JOMONHITHCS HAMMEHOBAHUEM JOJIKHOCTH, CTPYKTYPHOTO
MO/Ipa3/IeNICHUs U 3JIEKTPOHHBIM aJ[PeCOM UCTIOTHUTEIIS.

Otmetka 00 ucnonHutene ohpopMisieTcsl Ha JIMIEBOM CTOPOHE MOCIEAHEro JINCTAa JOKYMEHTa OT
TPAaHMIIBI JIEBOTO TOJISI UJTH, TIPU OTCYTCTBUU MECTA,

- Ha 000pOTHOM CTOPOHE BHU3Y ciieBa. Hampumep:
3abenun MBan AHnpeeBud, KoHTpoJIbHOE yIIpaBlieHUE, BEAYIIHHA CrICUAIHCT, +7(495) 924-45-67,
Zabelin@gov.ru. OtmMerka 00 UCIOIHUTENIE MOXKET IeYaTaThCs MIPUGTOM MEHBIIIETO pa3Mepa.

3.19. OrmeTrka 0 3aBepeHHH KOMUH O(OpPMIIAETCS ISl TMOATBEPKIACHHUS COOTBETCTBHSI KOMHHU
JOKYMEHTa (BBIMMCKH U3 JOKYMEHTa) MOMJIMHHUKY JOKyMeHTa. OTMeTKa O 3aBepeHHH KOMHH
MPOCTABIISIETCS. TIOJI PEKBU3UTOM «IIOAMUCH» M BKIOYaeT: cioBo "Bepuo" (mumiercs 0e3 KaBBIYEK);
HAaUMEHOBAHHE JIOJDKHOCTH JIMIIA, 3aBEPUBIIETO KOMHUIO; €r0 COOCTBEHHOPYYHYIO MOAIHKCH; paciii(poBKy
MOANUCH (MHULIUAJBI, (PaMUIIHIO); ATy 3aBepeHus: KOMUH (BBITUCKU U3 AJOKyMeHTa). Hanpumep:

Bepno
WHcnekTop ciry:x0bl KaapoB IToamuce N.0O. ®amunus [Jarta

Ecnn xonust BeIIaeTcs 1Ji NPEACTABICHUS B APYTYI0 OpraHU3allio, OTMETKA O 3aBEPEHUM KOIUU
JIONIONIHACTCS HAAMUCBI0 O MECTe XpaHEHUs JOKyMEHTa, C KOTOpOro Oblla HM3rOTOBJIEHA KOIUS
("IlonnmuHHUK JOKYMEHTa HaxoauTcs B (HamMeHoBaHMe opraHuzauuu) B nene N... 3a ... roa") u
3aBepseTCs MeUaThio OpraHU3aluy.

Jlis mpocTaBiaeHUs] OTMETKHU O 3aBEPEHUHU KOMMH MOXKET UCII0JIb30BATHCS IITAMII.

3.20. OTmMeTKa O THOCTYIUIEHHH JOKYMEHTA CIY>KUT JUIl MOATBEPXKICHHS (akTa MOCTYIICHHS
nokymeHta B OOO «Y1 BTK HH» u Brirouaer nary HOCTYIUIEHMS M BXOJSIIMM pErucTpaliMOHHBIN
HOMep JokyMmeHTa. [Ipm HeoOXOIMMOCTH OTMETKa O MOCTYIJIEHMM MOYKET IOIMOJIHATHCA YyKa3aHUEM
BpPEMEHHU MOCTYIIJICHHUS B YacaX U MUHYTax M Crlocoda I0CTaBKHU JTOKYMEHTA.

OTMmeTKa 0 MOCTYIUIEHUH JOKYMEHTA MOXKET IMPOCTABIATHCS C MOMOILBIO IITaMIIa.

3.21. Pe3omonusi CONEPKUT yKa3aHUE 110 UCIIOJIHEHHUIO JOKyMeHTa. Pesomonus opopmisiercs Ha
CBOOOJTHOM MecTe pabovero Mo JOKyMEHTA.

Pe3omonnst BKJIIOYaeT: (paMuinio, MHULMAIBI WCHOJIHUTENSA (MCIIONHUTENEH), MOpydYeHHe Mo
JOKYMEHTY, MpPH HEOOXOJMMOCTH - CPOK HCHOJHEHHUs, MOJIMMCH JIMIA, BBIHECILIErO PE30NIOLHI0, JaTy
pesomonuu. Hampumep:

®amunus N.0.

[Tpomy moaroroButh npeanoxenus k 10.11.2022.
[Toanuce

Jara
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3.22. OTMeTKa O HaMpaBJICHUH JIOKYMEHTA B JIEJIO OMPEAEIIseT MECTO XPaHEHUs IOKYMEHTA MOCIe
3aBepIIeHHs] paboThl C HUM M BKIIOYaeT: cioBa "B geno" (mumercss 6e3 KaBBIYEK), MHACKC JieNa MO
HOMEHKJIAType eI, B KOTOPO€ MOMEMIAETCs JOKYMEHT Ha XpaHeHHEe, C yKa3aHHeM roja, IOJHKHOCTU
nuia, oOPMHUBIIETO OTMETKY, TIOJITHCH, IaThI.

B nexo Ne 01-22 32 2022 r.

3aB. OT/IETIOM KOPIIOPATHBHBIX MPOCKTOB

I[Tonnuce  [lata

OTMmeTKa O HamNpaBlIEHUM JOKYMEHTa B JIEJI0 MOXET JOTOJHSTHCS KPATKUMHU CBEICHUSMH O
XapakTepe MCIIOHCHUS JOKYMEHTA.

4. BJIAHKH JOKYMEHTOB

JlJ11 TOKYMEHTOB YCTaHOBJIEHO J1Ba (hopmara 61aHKOB - A4 (210%297mMm) u A5 (148%210 mm).
bymara mis OnaHKOB [O/DKHA 00JIafaTh TaKMMU KauecTBAMH, KaK HECBOPAYUMBAEMOCThb IIPH
neperpeBax WM CMAuMBaHUM U OTCYTCTBHE IBUICHHUS C MOBEPXHOCTH JIUCTA, a TAK)KE COOTBETCTBHE
TpeGoBaHUAM 110 TIOTHOCTH — 0T 801/M2 110 200 /M2 1 110 Genu3ne — ot 88% 110 98%.
B 00O «VY1I BTK HH» ycranaBnuBaroTcs ClieyIomue BUIbl OJTaHKOB JTOKYMEHTOB:
- Onank crpaBku (npuinoxenue Ne 3);
- Onank nuceMa (npuioxenue Ne 4);
- OJaHK KOHKPETHOTO BUJa TOKyMeHTa (mpuioxkenue Ne 5).
braHk KOHKpPETHOro BHJA JOKYMEHTa TpPHUMEHsETCS Uil O(OpPMIICHUS OpraHW3alMOHHO-
pacnopsautensHbx JokyMeHToB OO0 « Y1 BTK HH» cornacHo paszaeny 5 HacTosiiiel HHCTPYKIIHU.
Hcnonp3oBanue 01aHKOB B MMPOU3BOJILHOM (JOpME HE pa3periaeTcs.

bnanku nokymentoB OOO «YII BTK HH» nomkHBI HCIIONB30BaThCs CTPOTrO MO Ha3HAYEHUIO U 0e3
COOTBETCTBYIOILIETO PAa3pEIICHUs HE MOTYT IIEpeNaBaTbCsa IPYTrUM OpraHu3alusaM U JIULaMm.

5. OCOBEHHOCTH IOAI'OTOBKHU U O®OPMJIEHHU A
OTAEJIBHBIX BUIOB JOKYMEHTOB

5.1. ITaTHOe pacnucaHue

[lItaTHOE pacnucaHue NpUMEHseTCs g OQOPMIIEHUS! CTPYKTYpbI, IITATHOTO COCTaBa U IITATHOM
guciaeHHoctn OO0 «YII BTK HH» B cootBercTBuu ¢ ero YcraBoM. llITaTHoe pacnucaHue COOEPKUT
nepevyeHb CTPYKTYPHBIX MOJpa3/ieleHnii, HAMMEHOBAaHUE OJDKHOCTEH, CllelualibHOCTeH, mpodeccuii ¢
yKa3zaHHeM KBaJU(PHUKAIMU, CBEICHHS O KOJMUYECTBE IITATHBIX €AMHHUILL.

[ltatHOoe pacnucanue pa3paldaThiBaeTCa, OPOpPMISIETCS U YTBEPXKAAETCS B YCTAaHOBJIEHHOM
nopsiake. VI3MeHeHns B IITaTHOE paclUCaHUEe B TE€YEHUE KAJICHIAPHOTO ro/1a BHOCATCA B COOTBETCTBUHU C
MIPUKA30M T'€HEPAIBHOTO TUPEKTOPA.

5.2. IToso:xkenne

Pa3znuyaroT monoxeHus 0 CTPyKTYpHOM MOAPAa3IeiIeHUH U MOJI0KeHUs 00 001acTu JesITeNIbHOCTH.
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[TonoxxeHne 0 CTPYKTYpPHOM MOAPA3AEICHUM — JOKAJIbHBIM HOPMATUBHBIN aKkT, IpUHATHIM B OO0
«YL BTK HH» B cooTBeTcTBMM C ACHCTBYIOLIMM 3aKOHOJATeNbCTBOM Poccuiickonn Penepaunu,
OTIPENIeNIAIONNI  00J1acTh  IEATENBbHOCTH MOApa3AeieHus, ero (yHKIMM WIM 3aJadd, HOPSI0K
yOpaBlieHUs, MpaBa U OOS3aHHOCTH PAOOTHUKOB CTPYKTYPHOTO TMOJpa3AeNieHus, OTBETCTBEHHOCTb,
B3aUMOJICIICTBE €  JPYTUMH  [OJAPA3JCIICHUSMU, aJMUHUCTPATUBHYI0 U  (YHKIUOHAJIHHYIO
MOAYUHEHHOCTb.

[Tonoxenune 06 001aCTH ACATEIBHOCTH — JIOKAJIbHBIH HOPMATHBHBIN akT, npuHATHIH B OO0 « Y1
BTK HH» B cooTBercTBUM ¢ JACUCTBYHOUIMM 3aKkoHoAaTenbCcTBOM Poccuiickoit  denepanuu,
ONpEACNSIONUMIA NPUHLUIIBI W OCHOBHBIE IIpaBWJIa BBHIIOJHEHUS pPA0OT B KOHKPETHOM oO0nactu
NEeSITeNIbHOCTH, a TAKXKE XapaKTepU3YIOLIUI MPOLIECChl, BXOSIINE B COCTaB JaHHOH 001acTu.

[Tono>keHHs COCTaBIAIOTCS B COOTBETCTBUU C JCHCTBYIOLIUM 3aKOHOJATENIbCTBOM PD, YceraBowm,
[IpaBunamu BHyTpeHHEr0 pacnopsaka u uHbIMH JokaabHbIMU akTamMmu OO0 « Y1 BTK HH».

[TonosxeHne AOKHO COAEpkKaTh CIAEAYIOLUE PEKBU3UTHL:

- HAMMEHOBAHHE OpPraHU3alNH;
- rpu@ yTBEpKICHHS JTOKYMEHTA,

- HaMMEHOBaHUeE JOKYMEHTa, HANMEHOBAHUE CTPYKTYPHOI'O OAPA3ACIICHUS
(ITOJIOXKEHME 006 otaesne kauecTBa 00pa3oBaHusi);

- TEKCT;
- BHU3BI coriacoBaHus (mpu HE0OXoaAMMOCTH). B ciydae OTCyTCTBHS BH3BI COIJIACOBaHMS,
paszpadotunxom sBisiercss meroauct OO0 «Y1[ BTK HH».

[TonoxxeHus o CTPYKTYpPHBIX MOJpa3AeieHUsIX pa3padaThIBAlOTCS PyKOBOJUTEISIMU CTPYKTYPHBIX
MIOAPA3ACIICHUMN.

ITonoxxeHus o BUAAX AEATEIBHOCTU COCTABIISAIOTCS JIMLIAMU, HEIIOCPEACTBEHHO OTBEYAIOIIMMU 32
KOHKPETHBIN BUJ J€SITEIbHOCTH JTUOO YIIOJIHOMOYEHHBIMU HA TO CTPYKTYPHBIMH MOJIPA3/IEIEHUSIMHU.

OO0mwmii KOHTPOJIb M PYKOBOACTBO pPa3pabOTKON TOJOXKEHUH OCYIIECTBISIET Te€HEpaTbHBIN
JTUPEKTOP.

YTBepxkaenue opopmisiercs B GopMe rpuda yTBEpKACHHUS WIHM IMyTEM H3JIaHus MpuKa3a o0 Ux
yrBepxkaeHuu. [lonoxenne noBoautcs 1o ceenenust pabotaukos OO0 «YI[ BTK HH» (ctpykTypHOro
MOJIpa3/IeIeHus ).

ITonoxxeHne O CTPYKTYpHOM IOIPA3JEICHUU BCTYNIAET B 3aKOHHYK) CHIly C MOMEHTa €ro
YTBEPKICHHUSI T€HEPAIbHBIM JUPEKTOPOM U JeHCTBYeT OeccpouHo. B monoxeHuu, coznaBaeMoM Ha
oTpe/ieNICHHBINA NEPUO] BpEMEHH, JIOJKEH ObITh YCTAHOBJIEH CPOK €ro JIEHCTBUS.

OcHoBaHHEM 111 BHECEHUSI U3MEHEHUN B IOJIO)KEHHE O CTPYKTYPHOM IOJPA3JIEICHUU SBIISIETCS
U3MEHEHHE AEMCTBYIOLIETO 3akoHonarenbeTBa Poccuiickoit denepannu, nokanbHblx akToB OO0 « VY11
BTK HH», HeoOX0AMMOCTh YHpPOILEHUS WIM YIy4IlIeHUs, MOBbIICHUS 3()()EKTHBHOCTH OpraHU3alUH
NEATETbHOCTH.

[Ipemynoxenus 00 M3MEHEHUH TIOJIOKEHHUSI BHOCUT 001Iee coOpaHue, HaOI0IaTeIbHbBIN COBET, a
TaKKe 3anHTEepecOBaHHOE JNIO, sBisomeecs padotHukom OOO «YI[ BTK HH», mytem BHecenms
npeuIokeHusT 00 U3MEeHEeHUH B (hopMe ciry)keOHOM 3amucKy, HAIpaBIsieMOl IeHepaJbHOMY AUPEKTOPY
000 «¥YI1 BTK HH».

W3menenuss U (MJIM) JOMOJHEHHUS B TOJIOKEHUS O(OpMIIIOTCS B (hopMe NPUIIOKEHUH; HX
pa3paboTKa, corjaacoBaHUE U YTBEPKACHUE POU3BOAUTCSA B YCTAHOBICHHOM IS TIOJI0KEHUHN MOPSIKE.
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Cnez[yeT Y4YUTBIBATh, YTO BHCCCHUC W3MEHCHHMI B IIOJIOJKCHHE MOKCT, @ B OTACJIBHBIX ClIydasaX
AOJDKHO IIOBJICUL IEPCCMOTP AOJDKHOCTHBIX I/IHCprKL[I/Iﬁ pa6OTHI/IKOB, 3aHUMAOIUXCA YKa3aHHbIM
BUJIOM ACATCIBbHOCTH.

5.3. JIOJLKHOCTHASI HHCTPYKIMS

JomxnoctHass uHCTpyKuus (M) — opraHM3allMOHHBIA JOKYMEHT, B KOTOPOM OMPEIEINSIOTCS
OCHOBHBIC (PYHKIIMH, OOS3aHHOCTH, NMpaBa W OTBETCTBEHHOCTh paboTHHka OO0 «VYI[ BTK HH» npu
OCYIIECTBICHUH UM JIESTEILHOCTH B OIMPEIEICHHOMN JOKHOCTH.

OcHoBo#i s pazpabotku AU sBastoTCS KBaTM(DUKAIIMOHHBIC XapaKTepUCTHKH (TpedoBanus). [
COCTABJISIETCS 110 IUTATHOW JOJHKHOCTH U OOBSABISETCS paOOTHUKY MOJ MOANKCH MPHU IpUEME Ha padoTy
(mpy TepeMemeHn Ha JPYTyI JODKHOCTE W TPH BPEMEHHOM HCIIOJIHEHHH OO0SM3aHHOCTEH 110
nomkHocTtH). [Ipu npueme (mepeBojie) rpaxkaan Ha padoTy NoIMHHBIN dk3emiuisap U B oOsa3aTensHOM
MOPSAJIKE HAXOAUTCS Y MHCIIEKTOPA 10 KaJpaM IJisi KOHTPOJIS U XpaHEHHUSI.

TpeboBanust I sBisroTcs 00s3aTeNbHBIMU JUIsl paOOTHUKA C MOMEHTA €ro O3HAKOMJIEHUS C
MHCTPYKLHEN O] pOCIHUCH U JIO IEPEMEILIEHUS Ha IPYTYIO TOJKHOCTD UM YBOJIbHEHUS.

JAW comepKuT clemyromue pa3aessl: 00mue NoJ0KeHHs, PYHKINH, JOIDKHOCTHBIE 00sS3aHHOCTH,
MpaBa, OTBETCTBEHHOCTh, B3AUMOOTHOIIICHUS M CBSI3U MO JOJKHOCTH.

JI1  yTBepkIaeT TeHEpalbHBIH JTUPEKTOpP U MOJMHCHIBAET PYKOBOAMUTENh CTPYKTYPHOTO
Mo/Ipa3iesieHusI.

JU conepxuT cneayrounue peKBU3UTHI:

- HaUMEHOBAaHUE OpraHM3allNH;
- TpU(} yTBEpKIAEHUS;
- HaMMEHOBAaHUE Buga nokymenta (JOJDKHOCTHAS WHCTPYKLNA),
JOJDKHOCTh COTPYHUKA, HAUMEHOBAHUE CTPYKTYPHOTO NOAPA3IEICHHUS;
- TEKCT, BKJIIOYAIOLIH B ce0s1 OCHOBHBIE pa3/ieibl J0JKHOCTHON MHCTPYKIUH;
- BU3bl cCoIlacoBaHus: moxanuck cocrasurens M (pykoBoguTens CTPYKTYpHOIO
Mo/Apa3/ieNieHus );
- OTMEeTKa 00 O03HAaKOMJICHMHM C JIOJDKHOCTHOM MHCTPYKIHMEH (COCTOUT M3 CIOB «C
JOJDKHOCTHOM MHCTPYKIMEH 03HAKOMJIEH(a), KOMIO HHCTPYKIMH MOTy4YmiI(a)», TMUHON MOIMUCH,
pacnpoBKY NOANUCH (MHULMAIOB, (PaMUJIMK) U 1aThI).
JIV BcTynaeT B CHily C MOMEHTA €€ YTBEPKJICHHS U ACHCTBYET /10 €€ 3aMEHbl HOBOM JOJKHOCTHOM
WHCTPYKLHEH.

5.4. Ilpuxa3 (pacnopsizkeHue)

[Ipuka3 — 310 pacnopsaIUTEIbHBIN JOKYMEHT, U3/1aBaeMblii reHepanbHbIM qupekTopoM OO0 «YI]
BTK HH», neiicTByronum Ha OCHOBE €JUHOJIMYHOTO IPUHATHS PELICHUI.

Pacmiopsikenne — 3TO pacnopsIuTENbHBIN JOKYMEHT, M3JaBaeMblii T€HEPaTbHBIM JTUPEKTOPOM
00O «¥Y1I BTK HH».

ITo comepkanuto u ciocodaM ohopMIICHUS PUKA3bI JACTATCS Ha:

1) npuka3sbl 10 OCHOBHOM IESITEIbHOCTH,

2) mpHKa3bl [0 JMYHOMY COCTaBY,

3) mpuKa3bl MO0 KOMaHAUPOBKAM,
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4) mpuKa3bl O MOOIIPEHHH, JIOIUIATaX ¥ IPEMUPOBAHIH PAOOTHUKOB,

5) npukaspl O TUPOBEACHUU OOYYCHMS M 3a4MCICHHM CIyHIaTeliell Ha KypChl ITOBBIMICHHS
kBanudukanyu (mpodecCuoHaNIbHYIO MEPEIOATOTOBKY ),

6) mnpuKa3bl O MPOBEACHUN O0YUCHHS U 3aUMCICHUH CITyIIaTeIel Ha CEeMUHAPBI,

7) mnpukassl 00 OTYMCICHHM CIyMIaTeNied, MPOIICANIMX OOyYeHHEe Ha Kypcax MOBBIIICHUS
kBanuuKayu (mpodecCHOHaNIBHOM MEPEoAroTOBKE) M BbIadye yI0CTOBEPEHUH (UIZIOMOB),

8) mpukasel 00 OTYMCICHUH CiyIIaTeJel, MPOIICANINX OO0y4YeHHEe Ha CEMHHapax M BbIgaue
CBUJIETEILCTB,

9) mpuka3pl Ha OIUIATy NPOYUTAHHBIX YACOB, 3aTPA4YCHHBIX Ha Kypcax MOBBIIICHUS
kB pukaryu (mpodecCHoHATLHOM MepenoroTOBKE, CEMUHAPaXx).

[Tpukassl popmupyIOTCS B AeNa MO pa3IUYHbIM BHAaM JAeaTenbHocTH. Kaxknomy Buay mpukasza
COOTBETCTBYET CBOM YHHKAJIbHBINA MHACKC, TPU HEOOXOAUMOCTH, Hanpumep, rnpukasz Ne 12-ocu/0 (mHaekc
— OCH/O COOTBETCTBYET IPHKa3y MO0 OCHOBHOH JesATeNbHOCTH). [Topsiok nHaeKcamm:

Jic — TIPUKAa3bl 110 INYHOMY COCTaBY;

OCH/O — TIpUKAa3bl IO OCHOBHOM /1€ TEIIHOCTH;

onjl — MPUKa3bl O NOOUIPEHUH, JI0IJIaTaX U IPEMUPOBAHUM PAOOTHUKOB;

K — MIPUKa3bl 10 KOMaHIUPOBKAM;

y — TpHUKa3bl O NPOBEACHUM OOYYEeHHMS W 3a4HCICHUU CIylIaTeledl Ha Kypchl MOBBIIICHUS

kBanuukanyuu (mpohecCuoHaIbHYI0 MePEnoIrOTOBKY);

y/0 — TpuKa3bl 00 OTYHMCICHUM CIyIlIaTelled, MPOUIEAINX OO0ydeHHe Ha KypcaX MOBBIIICHHUS

kBasnukanuu (mpohecCHOHATBLHOM NMEePENOoAroTOBKE) U Bbl1aye YAOCTOBEPEHUN (IUIIIOMOB);

¢ — IPUKa3bl O IPOBEJCHUH 00YUYEHMSI U 3aUMCIICHNH CIIylIaTesel Ha CeMUHApBI;

¢/o — mpuKaszbl 00 OTYMCIIEHHWU ClylIaTesed, MpoleamuX oO0y4eHHe Ha CeMUHapax U Bblaaue

CBUJIETEIIBCTB;

onn/y — TpHUKa3bl Ha OIJIaTy IMPOYMTAHHBIX YacOB, 3aTPAYEHHBIX Ha Kypcax MOBBIIIEHUS

KBaJM(pHUKAINU (ceMUHapax);

[Ipukassl (pacnopsiKeHHs]) HyMEpyHOTCS HOpSIAKOBOM HyMmepalued B Ipenenax KajJeHAapHOTro
roja.

[Ipukassl (pacnopsikeHHs) redyaTtaroTcsl Ha OjaHKe KOHKpeTHoro Buja gokymenta (ITPMKA3 -
PACIIOPS)KEHUE) (mpunoxenne No 5) W MpeAcTaBISIOTCS Ha MOANUCH MPU HEOOXOAMMOCTH C
JOKYMEHTaMH, MOCITYXKUBIIUMHU OCHOBAaHUEM ISl UX U3JaHUS.

Jaroii nmpukasa (pacropsiKeHus1) SBiseTcs JaTa ero noAnucaHus.

[Tpuka3 (pacnopspkeHuE) UMEET CIIAYIONINE PEKBU3UTHI:

[TontHOEe HaMMEeHOBaHKNE OpraHU3aLUH.

CoxkpalleHHOe HAaMMEHOBaHUE OPTaHU3alUH.

HaumeHnoBaHue BU/a JOKyMEHTA — PUKa3 (PacropshKeHue).

Jlata u HOMep mpukasza (pacmopspkenme). Jlara odopmisercs nu@poBBIM CIOCOO0OM, HOMED
COCTOMT U3 3HaKa «No» 1 OPSAIKOBOrO HOMEPA MPHKA3a C COOTBETCTBYIOIUM UHIEKCOM.

3aroJoBOK JOJDKEH KpaTKO M TOYHO OTpaXkaTh COJEpXKaHME TEKCTa NpUKasza (pacropsKeHHs).
3aronoBok HauumHaerca c¢ mpemiora «O (O6)». Hampumep: OO yrtBepkaenuu, O cosznanuu, O
3aYUCIICHUU.

3aroJoBOK, COCTOSIIIMK W3 JIBYX M Oojee CTpOK, IedyaTaeTcsi ¢ 3arjaBHOM OykBbl depe3 1
MEXXCTPOUHBIH HHTEPBAJ OT TPAHMIIBI JIEBOTO NoJIs. ToUYKa B KOHIIE 3arojioBka He craButcs. Hanpumep:
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OO0 opranmu3zanuu
HAYYHO-TIPAKTHYCCKON KOH(PEPEHIIHH

TexcT npukasa (pacnopspkeHus ) U31araeTcsi OT IEPBOIo JIMIA €UHCTBEHHOIO YHCIa.

TexkcT mpukasza 0 OCHOBHOM JESATENBHOCTH (pacHopsKEHHUSI) MOKET COCTOSTHh U3 JBYX YacTEu:
KOHCTaTUPYIOUIEH U PACIIOPSAUTEIbHOM.

B koHcTtatupyromed dactu jgaercs OOBACHEHME HEOOXOAMMOCTM M3JaHUs  IIpHUKa3a
(pacnopsbxkenus). B mpukazax, H374aBaeMbIX BO MCIIOJHEHHE PACHOPSAUTENBHBIX JIOKYMEHTOB
BBILIECTOSAIIMUX OPraHU3alUN, KOHCTATUPYIOIIAs YacTh COACPKAT HAa3BaHUE BUJA, aBTOPA, AATy, HOMEp U
3aroJIOBOK 3TOr0 JOKyMeHTa. Ecim mnpeanuceiBacMoe IEHCTBHE HE HYXKIACTCd B Pa3bsiCHECHUH,
KOHCTaTHPYIOLIasi 4aCTh MOXKET HE COCTaBIIATHCS.

PacniopsaurenbHas 4acTe OTHENSETCS OT KOHCTaTHPYIOLIEW CIOBOM «IIPUKA3bIBAIO:», KOTOPOE
[Ie4aTaeTcsi OT TPAHMULIBI JIEBOT'O MOJIS B PA3PAAKY CTPOUHBIMU OyKBaMHU.

PacniopsinuTtenbHas 4acTh OJDKHA COZEpKaTh MOpPYUYEHU (3allaHMsl) C YKa3aHMEM HCHOJHHUTENS
(ucrionHUTENEM) M CPOKOB MCHOJIHEHMs. PacnopsauTenbHas 4acTb MOXKET JEJIUTbCA HA IYHKTBI U
MOJIIYHKTBI, KOTOpble HyMepyloTcsi apaOckumu nuppamu. J[eHCTBHS OTHOPOJHOTO XapakKTepa MOTYT
ObITb IEpeuyuclieHbl B OJHOM IIyHKTe. B KkauecTBe ucCHOJIHMTENEH YKa3bIBAIOTCA CTPYKTYpHBIE
MIOZIPA3JCJICHNs] WM KOHKPETHBbIE JNOJDKHOCTHBIE jauna. [locieqHuil myHKT pacnopsauTENbHOM 4acTw
MOXET COAEPKATh CBEACHUS O JOJDKHOCTHOM JIMIIE, HA KOTOPOE BO3J1araeTcs KOHTPOJIb 3a UCIIOJIHEHUEM
IIpUKa3a.

Ecnu nprka3 u3MeHsieT, OTMEHSAET WIH JONOJIHAET PaHee U3/IaHHBIA JOKYMEHT WM KaKHe-TO €ro
MIOJIOKEHUSA, TO OJMH M3 IIyHKTOB pacHOPSAUTENBbHOM 4YacTH TEKCTa JOJDKEH COJEp)KaTh CCBUIKY Ha
OTMEHSIeMbI JOKYMEHT (IIyHKT JOKYMEHTa) C yKa3aHHEM €ro JaThbl, HOMepa U 3arojioBka. TeKkcT myHKTa
JOJDKEH HadyuHaTbes ciaoBaMu «lIpm3Hare yTrpaTuBmMM cuiy...» WM «OTMEHHTH JEHCTBHE INpPHKa3a
Ne...».

Bu3bl BKIIIOYAIOT JOKHOCTH BU3HUPYIOIIMX, JIMYHBIE TOJIMUCH, paciIn(poBKY MOANUCEN U JaTy.
Busel npocraBisioTcs Ha 000pOTE MOCIENIHEro JIUCTa MpUKa3a WIK Ha OTJEIbHOM JIMCTE COTJIAaCOBAHMS
(BU3UpOBaHUSA).

[lonnuch COCTOMT W3 HAaUMEHOBAHMS JOJDKHOCTH JIMLA, IMOANUCABUIETO JOKYMEHT, JIMYHOU
MOJINMCH U paciin(pOBKU NOANUCH (MHULIUAIIBL, (haMUITHS).

HanMeHnoBanue NOKHOCTH II€YATAeTCA OT JIEBOM TPAHMIBI TEKCTOBOIO MOJSA, WHULUAIBI U
(dbamMuIus - OT MpaBOW IPaHUIBI TEKCTOBOTO IOJIS.

[Ipy HanM4MKM HECKOJIBKUX MPUIIOKEHAN, TPUIIOKEHUS HYMEPYIOTCS.

Crpanuubl npukaza (pacHopsKEHMs])) M IPUIOKEHUN HYMEPYIOTCS KaK €IUHBIM JOKYMEHT.
HyMepanus ocymecTsisieTcs B BEpXHEH 4acTU JOKYMEHTa, 10 LeHTpy. IlepBas ctpanuiia He HyMepyeTcs.

BHecenne u3MeHEHWI B TOJMMCAHHBIA MpHKa3 (paclopsyKeHHE), a TakKe B COTJIACOBAHHBIM
IIPOEKT JOKYMEHTA HE IOy CKAEeTC .

OTtmerka 00 HCIOJHUTENE COACPNKHUT MHHUIMAIBl M (QaMIIMI0 HCIONHUTENS  (JIuua,
MOATOTOBUBIIIETO MPOEKT MPHUKA3a).

[Tpuka3 (pacnopspkeHue) BCTyHaeT B CHIIy ¢ MOMEHTA €ro MOJNMCAHUs, €CIM HHOE HE YKa3aHo B
TEKCTe NpHKa3a (pacropsyKEeHUs).

B citydae opranu3aiiioHHONH HEOOXOJUMOCTH JIeNIaeTCs BBINMUCKA U3 TPUKa3a.

Perucrpanus npuka3oB (pacnopsKeHH) IPOBOAUTCA B Npeenax KajleHaapHoro roxaa. ITpukasbl
10 BUJAM JACATEIbHOCTH HYMEPYIOTCS OTAEIBHO. PacniopsskeHNst HyMepyOTCsl OTACIIBHO.
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5.5. IIporoko.

[TpoTokoN — MOKYMEHT, (UKCHUPYIOIIMKA XOA OOCYXKAEHHS BOIPOCOB M IPHHATUS PELICHUH Ha
cOOpaHMsIX, COBEIAHUAX, 3aCeIaHMIX KOJUIETHAILHBIX OpraHoB yrpasieHus (nmpuioxenue Ne 6). Tekct
MPOTOKOJIAa JOJDKEH OBITh TOATOTOBJIEH HE MO3AHEE TpexX AHEHW mocie AHS 3acedaHus. lIpoTokon
COCTABIJIICTCSI HAa OCHOBAHMU 3aluceil, NPOU3BEIEHHBIX BO BpeMs 3acedaHus (COBELIaHMs),
IPEJCTAaBICHHBIX TE3UCOB JIOKJIAJ0B M BBICTYIUIEHUH, CIPAaBOK, IPOEKTOB pELUICHUH U JAPYrux
MaTEepUasIoB.

IIpoTOKOI MMeEeT ClieNyIoIue PEKBU3UTHI.

- HauMMEHOBaHME OpraHU3aluy;

- HauMMEHOBaHME BHJIa JOKYMEHTAa;

- 3aroJioBOK;

- Jara JIOKyMEHTa,

- TOJIHCE.

HaumenoBanue Buma aokymenta - cioBo "[[POTOKOJI" - meuataeTcss mpONUCHBIMU OYyKBamu
BPa3psAIKY MOJIyKUPHBIM HIPU(GTOM U BBIPABHUBACTCS 110 LIEHTPY.

B 3arosnoBke, kak MpaBuilo, YKa3blBa€TCd HaMMEHOBAaHHE MEPOINPUATHUS. 3ar0J0BOK OTAENAETCS OT
MIPEbIAYIIET0 PEKBU3UTA 2 MEKCTPOUHBIMU UHTEPBAJIaMHU, [1€4aTAE€TCs CTPOYHBIMU OYKBaMH.

Jara mporokona 0003HA4YaeTCs CIOBECHO-IU(POBBIM CIIOCOOOM, paclojiaraeTcsi OT IPaBOM
I'PaHMIIBI TEKCTOBOI'O IOJISI HA PACCTOSHUM 2 MEXCTPOYHBIX MHTEPBAJIOB OT MPEAbLIYILEro PeKBU3UTA U
OTIENsIeTCsA OT HEero JUHUEN. J[aToil MpoToKoIIa ABIISETCS 1aTa 3aCeIaHus.

[TpoToKOIBI MOTYT M37aBaThCsA B IOJHOM WM KpaTKod Qopme, MpU KOTOPOH OIyCKaeTcss XOJ
o0cy>kJeHHs Bompoca U (PUKCUPYETCS TOJIBKO MIPUHSTOE 10 HEMY pEILIEHUE.

Jlatoii mporokona sBigercs Jnata 3acefaHus. Homepom (MHIEKCOM) NPOTOKOJA SIBISETCS
MOPSIAKOBBIM HOMEp 3aceaHns. TeKCT MPOTOKOJIa BKIKOYAET BBOJAHYIO U OCHOBHYIO 4acTH. Bo BBOAHOMU
YacTH MPOTOKOJIA TOCJIE 3arojioBKa MPUBOAATCA (aMIJIMM M MHULMAIBl MpeJcelnaTens M ceKpeTaps
3acenanuss. C HOBOM cTpoku mocne cioBa «lIpucyTcTBoBain» mnepeducisioT (haMuIuM, WHUIUAIBI
MIOCTOSIHHBIX WJIEHOB KOJUIETHAJIbHOIO oOpraHa (B aia¢aBUTHOM TMOpsJKe), (aMUWIMM, WHUIUAJIBIL,
JOJKHOCTH MPUTTIAIIEHHBIX Ha 3aceaHue.

Ecin konn4yecTBO MNPUCYTCTBYIOLIUMX NPEBbIIIAeT 15 dYenoBek, B BBOJHOM 4YacTU MPOTOKOJIA
JIEJIAeTCs CChUIKA Ha CIINCOK, SIBJISIFOIIMICS HEOTHEMIIEMON 4acThbIO IPOTOKOJIA, HAIIPUMED:

[TpucyrcTBOBamM: 25 4en. (CIUCOK NpUIaraeTcs).

B takux ciaywasx no Havana 3aceaHus IMPOBOJAAT PETUCTPALMIO YYACTHHUKOB, [0 UTOraM KOTOPOM
MIPOBOAMTCS MOACYET MPUCYTCTBYIOUIHX.

Crnucku nepearTcs CeKpeTapro coOpaHus U CTAHOBATCS OJTHUM U3 IPUIIOKEHUN K TPOTOKOITY.

[ToBecTka AHS BKJIIOYAeTCS BO BBOJHYIO 4YacTh MpoToKosa. OHa COCTOUT W3 MEPEUUCIICHUS
BOIIPOCOB, KOTOpbIe 00CYKJIAal0TCS Ha 3acCelaHuy, U 3aKpPEIUIseT MOCNIe0BATEIbHOCTh UX 00CYKIEHUS U
(damunum BeICTyNarOmMuX (10K1a19uKoB). Kaxapiii Bompoc nmoBecTku JHs HymepyeTcs apadckoil nndpoi,
€ro HaMMEHOBAaHME OTBEYaeT Ha Bompoc «0 ueM?». Ilo kakaoMy IyHKTY yKa3bIBaeTCsl AOKJIAJUMK.
Bomnpocsr moBectku gHST hopmynupyroTcs ¢ peasoroM «O» («O06»), medataroTcsi OT TPAHUIIBI JIEBOTO
TIOJIsI 1 HYMEPYIOTCS apaOCKUMH (P PaMH.

TekcT OCHOBHOW 4YacTH MNPOTOKOJIA COCTABISAETCS B COOTBETCTBUU C IIOCJIENOBATEIBHOCTBIO
BOIIPOCOB, YCTaHOBJICHHBIX IIOBECTKON MAHs. Pa3nenbl OCHOBHOM 4YacTW IPOTOKOJNA HYMEPYIOTCS B
COOTBETCTBUM ¢ moBecTkoM nHA. Kaxnelii pasznmen cocrout wu3 Tpex wacteil: «CIIYIITAJIN»,
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«BBICTYIIUIIN», «IIOCTAHOBWJ/IN» («PEILLMJIN»), koTopsie IMeyaTaroTcs OT JIEBOrO IOJIA
INPONUCHBIMA OyKBaMH, IJIi TOTO YTOOBI BBIACIHTH B TEKCTE IMPOTOKOJA 3alMCH PEYHd OCHOBHOTO
JOKJITYMKa, YYACTHUKOB OOCYKJICHHS BOPOCA M MOCTAHOBIAIOMICH YacTh, GOpMYJIHPYIOLIEH pemeHne
coOpaHwus.

B wactu «CJIYIODAJIN» wu3naraercst TEKCT BbICTyIUIeHUsA. Kaxayioo (aMuivio W HHUIHAIBI
BBICTYIAIOLIETO M€YaTaloT C HOBOM CTPOKM B MMEHMTEIBHOM Majexe. M3mokeHne 3anucu oTAeNIoT 0T
bamunun 1eucom, OHO U3JIaraeTcsi OT TPETHETO JIMLA €IUHCTBEHHOTO YHCTIA.

JlonyckaeTcsi MCOIb30BaHUE CChUIKM « TeKCT AoKIana mnpuiaraercs» (Toraa JOKIajbl CTaHOBSTCS
npuiokenueM K mpotokony). B uwactu «BBICTYIIMJIN» ¢ukcupyroTcs BOMPOCHI, €CIH B XOJIE
BBICTYIUICHMSI OHH 3a/laBajlCh JOKIAAYUKY, KOTOpble OQOpPMISIOTCS B MPOTOKOJIE C YKa3aHUEM
(dbamunu, Bonpoca 1 OTBETa Ha HETO.

B uvactu «IIOCTAHOBWJIN» («PEHINJIM») oTpaxkaeTcss NPUHATOE pElIEHUE MO 00CYyKIaeMOMy
Bonpocy. Ecnu penieHue coAepKUT HECKOJIBKO BOIPOCOB, KaXIbIH W3 HUX M3JIaraercs OTHEJIbHBIM
yHKTOM. Eciiu OUH M3 IMYHKTOB COJIEPKUT pelIeHHE 00 YTBEPXKAECHHUU OOCYKIAEMOIo Ha 3aceJaHuH
JOKYMEHTA, 3TOT JOKYMEHT CTAaHOBUTCS MPUJIOKEHUEM K MPOTOKOIY U HA HEM OQOPMIISIETCSA CChLIKa Ha
HOMEp U JIaTy MPOTOKOJIA.

[TpoToxon oopmieT cekpeTaph 3aceqaHusl, MOANUCHIBAIOT MpPeCeIaTeNlb U CEKPETAPh.

PexBusut «Iloanuce» oTnensiercs OT TEKCTOBOM YacTH 2 MEXCTPOUHBIMU UHTEPBAJIaMU U BKIIIOYAET
B cebsa cmoBo "llpencenmarens" ("lIpencemaTenbCTBYIOMUA"), €ro JIMUHYIO TMOAMUCH, PacIIM(PPOBKY
MOANKUCH (MHUITHAIBI U (DaMUITUS).

[TpunsTHIE HA 3aceaHUM PELICHUS JOBOISTCS A0 WCIOJIHUTENEH B BUJE BBIMHUCKH U3 MPOTOKOJA.
Brinucka BOCIIPOU3BOINT BCE PEKBH3UTHI ONaHKA, BBOJIHYIO YacTh TEKCTa, BOMPOC MOBECTKH MHS, MO
KOTOpPOMY TOTOBMTCS BBIMHMCKA, U TEKCT, OTPAXKAIOIUN OOCYKIEHHE BOIpOca W MPUHATOE pEIlICHUE.
Brinucka u3 npoTokosa 3aBepsercs.

OTBETCTBEHHOCTh 3a MPAaBUIBHOCTH COCTaBJIEHMSI M OPOPMIIEHHS NPOTOKOJIOB HECYT CEKpETapw,
MpeaceIaTeNn 3aCEJaHNM.

5.6. Y4eOHbIi (y1e0HO-TeMAaTHYECKHUI1) IIAH KyPCOB NOBbILICHUS
KBaJIM(puKkauuu

VY4eOHbiii (yueOHO-TeMaTHYeCKHil) TIUIaH — 3TO JIOKYMEHT, OIpeNesIoNil  IepeyeHb,
TPYJIOEMKOCTb, MOCIENI0BAaTENIbHOCT, U paclpelielieHre Y4eOHBIX MpPEeIMETOB, KYypCOB, IUCLMILIUH
(MoJyeit), MHBIX BHIOB YYEOHON AEATEILHOCTH 00yUYarOmMUXCcs U (DOPMBI aTTECTAIIUH.

KonnyectBo yacoB onpezensercs Ha nepuoJl Bcero Kypca ooydenus mo JIIII. B nem yrounsiorcs
BUJIBI 3aHATUH KypCcOB NpPO(eCcCHOHAILHOW MEepenoJroTOBKH, KOMIUIEKCHBIX, HENEBBIX (IMPOOJIEeMHBIX)
KypCOB M CEMMHApOB MOBBIIIEHHS KBaM(puKauy (mpuioxenue Ne 7).

VY4eOHblii (yueOHO-TeMaTHUECKU) TUIaH UMEET CIEAYIOIUE PEKBU3UTHI:

[TonHOEe HavMeHOBaHUE OpPraHU3aLUH.

I'pud yrBepxkaenus.

Haumenoanue Buza nokymenta (YUEBHBIN (YUEBHO-TEMATUYECKUI) TTJTAH).

B yuebnom nnane I nomxHbl OBITH OTpaXkeHbI: (hopMa MPOBEACHUS MEPOIPUATHS, TEMA U 1IeTh
00y4YeHHMs; KaTeropusi CIyliaTenel; KaaeHoapHulil yueonvlil zpaguk, B KOTOPOM YKa3bIBAIOTCS 00BEM
IpOrpaMMbl B aKaJIEMHUECKUX Yacax, MPOAODKUTENBHOCTE O0yUYeHHs (B KOJIMYECTBE YYEOHBIX IHENN),
Cpok o0yueHus, opma o0yueHus, 6a3a IPOBEICHUS CTAKUPOBKHU (TIpU €€ HAIUYWH), PEIKUM 3aHIATHH (B

KOJIMYECTBE aKaJeMUYECKHUX YacoB), KOJWYECTBO Y4YEOHBIX Tpymm M moAarpym, ocBauBarommx J(IIIT;
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HauMEHOBAaHME 00pa30BaTEJIbHBIX MOAYJEH (Te€M); KOJUYECTBO YacOB, OTBEIEHHBIX HA M3YyUEHHUE 3TUX
MonyJel (TeM); ghopmul npomercymounoil u umozo60ii ammecmayuu.

VYuebno-trematnueckuii miuan Il koHKpeTu3upyer y4yeOHBI IUIaH, a TaKXKe ONpeAesseT
nepeyeHb, TPYIOEMKOCTb, MOCIEAOBATEIbHOCT, M pacHpeesieHne Y4eOHBIX MPEAMETOB, KYpCOB,
TUCHUIUIMH (MOIyJiel) C yKa3aHWEeM KOHKPETHbIX TeM, (opM U BHUIOB Yy4yeOHOH [eATeIbHOCTH
oOydatomuxcs, Gopmbl arrecranuu. B yuebno-memamuyeckom niane NOMKHBI OBITh OTpaXKeHBI: (opma
MIPOBE/ICHUSI MEPOINPUATHSA, TEMAa U LEeNb OOy4eHUs; KaTeropusi CIyllaTelel; KaneHOapHulil yueoHblii
2paguk, B KOTOPOM YKa3bIBAIOTCA OOBEM MPOTpaMMbl B aKaJeMHUYECKHX Yacax, MPOJODKUTEIBHOCTD
oOydeHus: (B KOJIMYECTBE YYEOHBIX MJHEH), Cpok oOyueHus, ¢opma oOydeHus, 0aza MpPOBEICHUS
CTOKUPOBKHU (IIpU €€ HAMYKMH), PEKUM 3aHATHI (B KOJIMYECTBE aKaJEeMHUYECKHMX YaCOB), KOJIUYECTBO
y4eOHBIX Tpymm u moarpynm, ocBauBawomux JI1I1; HaumeHoBaHHE 00pa30BaTEIBHBIX MOAYJICH (TEM);
KOJIMYECTBO YacOB, OTBEJCHHBIX HA UX U3yueHUe; (POPMbI U BH/Ibl YUEOHOH AEATEIbHOCTH 00y4arOIUXCs;
dhopmol npomesicymounoil u umozo6oii ammecmayuu; TpeOOBAHUS K INPENOJABATEIbCKOMY COCTaBy,
obecneunBaromemMy peanuzaruio JAIII.

B cTpykType yueOHOro miaHa ¥ y4eOHO-TeMaTHYEeCKOro IjIaHa JOJKHa ObITh OTpa)kKeHa UTOroBas
arrecranus oOydaromuxca. MToroBas arrTecTanus, pOBEpKAa 3HAHUN SBJISETCS O00s3aTENbHON U
MPOBOJUTCS B TOPSIIKE U B (hOpMax, yCTAaHOBJICHHBIX B JIOKAJILHBIX HOPMAaTHBHBIX aKTax MHCTUTYTa. B
y4ueOHOM TUTaHe U yueOHo-TeMatndeckoM tuiane JIIIIT o6seémoM ot 16 m Goiee Bpems, OTBOAMMOE Ha
MIPOBEJICHUE UTOTOBOM aTTeCcTallly, BKIIOYAeTCsl B 00I[ee KOJTMYECTBO YaCOB.

Y4eOHblii (yueOHO-TEeMaTHUECKUI) TUIaH yTBepkKAaeTcs renepanbHbiM aupekropom OO0 «YI[ BTK
HH».

5.7. CayxedHoe nucbMO

IIo cBoeMy coaepkaHHIO M Ha3HAUEHUIO CIIyKeOHble MUCbMa (Jlajee - MUCbMa) MOTYT OBITh
rapaHTUHHBIMH,  HWH(QOPMALIMOHHBIMH,  PEKJIAMHBIMHM, KOMMEPUYECKHMH, MHUCbMaMHU-3aIIPOCAMH,
MMCbMaMU-U3BEUICHUSIMH, IICbMaMU-O0TBETaMU U JIp.

ITucema odopmistores Ha opunmansHoM 6sanke mucbMa OO0 «YI[ BTK HH» (mpunosxxenue Ne 4).

OO0s3aTeNbHBIMM PEKBU3UTAMU IHCbMa SBJSIOTCS: HAMMEHOBaHME OpraHU3alMM, CIPABOYHBIC
JaHHbIE 00 OpraHM3alMy, JaTa, PEerMCTPAllMOHHBI HOMEp, CChUIKAa Ha JaTy M HOMEp IOCTYIHBIIETO
JOKYMEHTa, aJipecar, 3arojOBOK K TEKCTY, MOJINCh, OTMETKAa 00 HCIOJIHHUTENE, B CONPOBOAUTEIbHBIX
IIMCbMaX — OTMETKA O HAJIMYMUU MIPUIIOKEHUH, B TADAaHTUMHBIX TMCbMaX — I1€4YaTh.

Texct mucbma J0KEH OBITH JOTMYHBIM, IOCIIEAOBATENbHBIM, YOSTUTEIbHBIM U KOPPEKTHBIM I10
dopme. DakThl U COOBITUS TOJKHBI U3J1araTbcsi 00bEKTUBHO, TAKOHUYHO, SICHO.

TekcT nucbMa He JOJHKEH JOMYCKaTh Pa3InYHOTO TOJKOBAaHUS.

B 3aBucHMMOCTH OT THIIa MHCbMa U €T0 COJEPKAHUS TEKCT MHCbMa MOXKET OBITh MPOCTHIM HIIU
clI0XHBIM. [IpocThie mrchbMa COCTOAT U3 OJHOM-/IBYX YacTeH: BCTYIUICHUS U 3aKJIIOUEHUS.

CnoxHple B KOMIIO3ULIMOHHOM IUJIaHE IMChMa COJEPKAT BCTYIUIEHUE, OCHOBHYIO 4YacTb
(oxa3aTenbCTBO) M 3aKiroueHue. Bo BerymineHun gaercs  00OCHOBaHME BONpOCa: IMPHYMHA
BO3HHUKHOBEHHUS BOIPOCA WK €T0 KpaTKas UCTOPHS; €CIU MTOBOJOM JUIsl COCTABIEHUS MUCbMA IOCTYKHUII
Kakou-mm00 JTOKYMEHT, JaeTcsl CChUIKa Ha Hero. B OCHOBHOW dYacTw (IOKa3aTENbCTBE) H3JIaraeTcs
CYLIECTBO BOIIPOCA, MPUBOJATCS J0KA3aTENbCTBA WM ONPOBEPHKEHUS; OCHOBHAS 4aCTh JOJKHA OBITH
yOenuTenbHOl, 4ToObl HE BO3HUKAJIO COMHEHUI B MPaBWJIBHOCTU U OOOCHOBAHHOCTH IpejIaraeéMbIX
peweHuii. B 3akmtouenun GpopmysnpyeTcs OCHOBHAsI YacTh MHChMA.
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TexkcT OONBIIMHCTBA MHUCEM H3JAraeTcs OT IEPBOrO JIMLA MHOXKECTBEHHOTO 4Mcia (IpocHM,
HaIpaBJIIEM).

[Tucema, agpecoBaHHBIE PYKOBOJAUTENIO IO BOMIpPOCaM, TPEOYIOUIMM ero oco0oro BHUMAaHUS,
MOTYT colepkaThb (OopMyIlly YBaXHUTEIBHOTO OOpalleHHus K ajapecary: «YBaxaemblii TOCHOIUH
Kynpsies!», «YBaxaemslit IBan [letpoBuu!».

Jlyig ynpornieHust onepanuii mo oo0paboTke MUCeM U YCKOPEHUS UX UCIIONHEHUS HE PEKOMEH Iy eTCs
B OJIHOM ITMChME paccMaTpUBaTh JBa BOMIpoOca M Oosiee, MUCbMO TOJKHO OBITH OJHONPEIMETHBIM II0
COJIEPKAHUIO.

O0bem nucbMa He JI0JDKEH MPEBBIIIATh IBYX CTPAHUIL (B UCKIIOYUTEIBHBIX CIIydasX JOIMYCKaeTCs
JI0 TISITH CTPAHUII).

[TuceMO MOXKET MMETh 3arojIoBOK K TEKCTY, oTBeuaroluii Ha Bompoc «O yem?»: «O6 okazaHumn
HAy4YHO-TEXHUYECKON moMoIny», «O HapyIIeHUH JOTOBOPHBIX 0053aTEIbCTBY.

Ecnu nuceMo siBisieTcss OTBETHBIM, TO B OJaHKE NMUChbMa YKa3blBa€TCS HOMEp U JaTa NMHCbMa, Ha
KOTOpbIN faercs oreT: «Ha Ne oT ».

Eciu nuceMmo aapeCyeTCa Oosice yeM B YCTBIPEC aapecCa, TO HCIHOJHUTCIIbL COCTABJIACT CIIHMCOK
PaCChIIIKH.

ITucema BU3HUPYIOTCA COCTABUTCIICM, PYKOBOAUTCIIEM CTPYKTYPHOI'O IOAPA3ACIICHU.

ITuceMa moAnuChIBAIOTCS T'CHECPAJIbHBIM AUPCKTOPOM HJIM JIMIIOM, UMCHOIIUM IIpaBO IIOAIIMCHU B
CJIydac BPpEMCHHOI'O €Iro OTCYTCTBHA B paMKaX NpPCAO0CTABIICHHBIX UM IMOJTHOMOYHH.

IInceMO HOMKHO HMETh OTMCTKY 00 HCIIOJIHUTCIIC, KOTOpPas MPOCTABIACTCA B HIDKHEH YacTHu
JIUCTa, oA MOANMUCHIO TCHEPAJIBHOI'O JUPCKTOPA.

Buocuth kakue-nmmodo HCIIPABJICHUA WU I[O68.BJ'I€HI/I$I B INOAIMHMCAHHBIC IMUCbMa HC Pa3pCIIacTCA.
HaTOﬁ IMMUcCbMa ABJIACTCA naTa €ro perucTtpanuu.

5.8. CnpaBka

CropaBka — 3TO JOKYMEHT, COJEpXallMil OMMCAaHWE WM IOATBEpXKACHUE (PAKTOB U COOBITHIA
(oOyuenwue, pabora, Tp.).

CnpaBku odopmisitoTcss Ha OJaHKe, MOIMMCHIBAIOTCS HWCIIOJHUTENEM M coaepxkaT (akThl,
MOCTYXHBILHE OCHOBAaHUEM JJIsl €€ HAalMCaHUs U KOHKPETHYIO HH(OPMAIIHIO.

[Ipu HanuuuM B crpaBKe CBeACHUN (PUHAHCOBOrO XapakTepa OHa MOANUCHIBAETCS T'€HEPaIbHBIM
nupekTopoM U 3asepsercs neyarbro OO0 «YI[ BTK HH».

CrpaBku, moaTBepxkaatone GakT o0yuyeHHs WIKM y4yacTHs B KakKoM-InO0 u3 npoBoauMbix OO0
«Y11 BTK HH» mepomnpusTuii, ohpopmisitoTes Ha 6manke (npuioxenue Ne 2).

CnpaBka Belmaerca Mmeroauctom OOO «YI[ BTK HH», caymarensiM KypcoB ITOBBIIIEHHS
KBaIMUKAMKU A1 TOATBEpKAeHUS (akTa uX paboThl (0OyueHUs) MOANUCHIBAETCS PEKTOPOM WU
PYKOBOJUTENIEM CTPYKTYPHOT'O MOAPA3AEICHHS U 3aBEPSAETCS NEYATHIO.

Texkct crnpaBok HayMHaeTcss ¢ (GaMMIMM, UMEHH M OT4YecTBa (B HMEHHUTEIBHOM TMafiexke),
Ha4yMHAaeTcs ¢ 000poToB, HanpuMep: «HacTosias cnpaBka 1aHa.. ., B TOM, 4TO JIEHCTBUTEIBHO» U T.1I.

5.9. llopsAoK CHATHS U BbIAAYH KON JOKYMEHTOB

Komuu ¢ A0KyMEHTOB BBIAAIOTCS C pa3pelieHHs] TeHepalbHOro AMPEKTOpa U TOJNBKO C TeX
IOKyMeHTOB, kotopbie Obutn u3nanel B OOO «YI[ BTK HH» u kacarotcst ciykeOHOM e TeIbHOCTH

naHHoW opraHu3anuu. C npuka3oB (pacHopsDKEHM), IPOTOKOJOB, HCXOASAIIMX IHCEM U HMHBIX
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JIOKYMEHTOB, TOJIMUCAHHBIX T'€HEPATBbHBIM JUPEKTOPOM, CHSITHE KOMHM pa3pemiaeTcsi TOJIbKO IO
YKa3aHUIO T€HEePATBHOTO IUPEKTOpA.

[Ipu BBIDaYe KOMUU AOKYMEHT Bocmpou3BoauTcsi noiHocThio (Omank OOO «YI[ BTK HHy,
HOMED, JlaTa, CoJIepKaHue u T.1.).

B mpaBoM BepxHeM yrily KONUHU NUIIETCS CiI0BO WM ctaButcs mrtamn "Konus". [Ipu Beimaue
KOIMUU C KOMUHM cieayert nucath "Komus ¢ konuu'".

[Ipu 3aBepeHnH KOMHMM JIOKYMEHTa, BHHU3Y, IMOCJE MOJHOTO BOCHPOU3BEACHUS TEKCTA, MUIIETCS
"BepHo", CTaBUTCS JOIKHOCTb, MOAIMKCH JIUIA, 3aBEPSIIONICTO KOMHIO, €T0 MHUIMAILI U (aMuiIus, aara
3aBEpEHMUs], HAIIPUMED:

Bepno
['enepanpHbIl TUPEKTOP [Toanuce N.O. ®amunus Jlara

st mpocTaBieHUs OTMETKH O 3aBEPEHUM KO MOXET MCIOJIb30BATHCS IITaMII.
[Ipu nepechuike KOMUM B APYyTrUe YUYPEKACHUS WM Bblaue Ha PYKU OTIEIbHBIM JUIAM Ha Hel
cnenyet npocrasiath neyate OO0 « YL BTK HH».

6. OPTAHU3ALUA JOKYMEHTOOBOPOTA N
HUCITIOJITHEHUA JOKYMEHTOB

Hewxenue nokymentoB B OO0 «VYI[ BTK HH» ¢ mMoMeHTa MX cO3/aHUs WM TOJTYYEHUS 10
3aBEPILICHUS UCTIONHEHHUS WU OTIIPABKH 00pa3zyeT JOKyMEHTOOOOPOT.

[Topsimok mpoxoXkaeHusl JOKYMEHTOB M omepanuu, npousBoaumbie ¢ HUMH B OO0 «VYI[ BTK
HH», pernamenTupyroTcst HaCTOSIIIEH HHCTPYKLIHUEN 110 AEIONPOU3BOACTBY.

6.1. HOpﬂIlOK MPOXO0KIACHUA U UCIIOJTHCHUS MOCTYNMAIOIIUX TOKYMEHTOB

JokymenTel B OO0 «VY1I BTK HH» nocraBnsroTcst mo4TOBOM, KypbepCKOM CBSI3bIO, IIEPEAAKOTCS
I10 3JIEKTPOHHOM IOYTE.

6.1.1. Bes xoppecnionaentus, noctynarorias B OO0 «YI BTK HH», npuaumaercst METOIUCTOM.

[Ipn mnpueMe KOpPpPECHOHIECHIIMM BCE KOHBEPTHI BCKPBIBAKOTCS, IPOBEPSETCS IPaBUIBHOCTh
JIOCTABKH U LIEJIOCTHOCTH YIIAKOBKHU JOKYMEHTOB.

He BckpbIBaeTCcs KOpPPECHOHICHIMSA, UMEIOIas TIpud <«IMYHO», TOKYMEHTHI, aJpECcCOBAaHHbBIE
OOIIIECTBEHHBIM OpraHU3aLusAM (MPO(COO3HBIM H Ip.).

Omun604YHO 10oCTaBIeHHAs KOPPECIIOHICHIIUA OTIIPABISAETCA aipecaTty 0OpaTHO.

6.1.2. JIOKyMEHTBI COPTHpPYIOTCSI Ha pErHCTpUpyeMble M Hepeructpupyemsle. Ha Bcex
PETUCTPUPYEMBIX JOKYMEHTAX IMPOCTABIISETCS LITAMII.

He nmoasyexat peructpanuu cienyromue JOKyMEHTHI:

= KOIIMHU ITKUCEM, ITPUCITAHHBIC IJI CBECACHU,

PEKIIAMHBIC U3BCHICHUS, IIJIAKAThI, IIPOrpaMMBbl COBCHIaHHﬁ " T.II.,

MepUONYECKHE MTeYaTHbIe U3aHus (KHUTH, )KYpPHAJbl, Ta3eThl, OI0JIETEHH U T.11.);
- T03/paBUTENIbHBIE MHUCbMA U MIPUTITACUTEIbHBIE OUIIETHI, TEIETPAMMBI;

- IMUCbMa, IMPUCIIAHHBIC JJIA CBCACHUA

COOOIIEHMS O 3aCeIaHUIX, COBEIIAHUAX U IIOBECTKE THS;
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- y4eOHbIE TUIaHBI, IPOTPAMMBI;
- cueTa, KBUTaHIIUHU, 10TOBOPbI, HAKJIa/IHble, CMETHI U APYTrHe 0J00HBIE TOCTYIUICHUS;

- KoppecnoHeHnus, anpecoBanHas padborHukam OOO «YI[ BTK HH» ¢ momerkoit

«JIUYHOY.

6.1.3. PeructpaiiMoOHHBII IITaMII CTaBUTCS B MPaBOM HIKHEM YINIy JOKYMEHTAa W COCTOUT
HaWMEHOBAHUS YUPEXKICHUsI, HOMEpa JOKYMEHTA U JIaThl MOCTYIUICHHUS.

6.1.4. DneKkTpoHHBIE COOOIICHHUS, IOCTYMUBIIUE I10 JJICKTPOHHOW TOYTEe WIH TO (Qakcy,
UCIOJIHSAIOTCS aHAIIOTMYHO TOKYMEHTaM Ha OyMa)KHBIX HOCUTEIISX.

6.1.5. JlokymeHTsl, aapecoBannbie renepanbHoMy aupektopy OOO «YII BTK HHy», a Takxke 6e3
YKa3aHUs KOHKPETHOIO JIMLA WM CTPYKTYPHOTO IOJAPA3JEIEHHUs, PacCMaTPHUBAIOTCS METOJIUCTOM,
KOIUPYIOTCS, OPUTHHAJBI TIEPEIAIOTCS PYKOBOJICTBY IS PE3OJIOIMU, @ KOMUU XPAHATCS Y METOAMCTA
oJuH roj ¢ nocnenytomei caauei B apxuB OO0 « YL BTK HH».

OpuruHasibl JOKYMEHTOB C pe3onorued rerepansHoro gupekropa OO0 «YI[ BTK HH»
XPAHATCS Y METOAUCTA.

JoxymenTsl o ocHoBHOU fesrensHocTH OO0 «Y1 BTK HH», noctynatronme or Munucrepcrsa
o o0pa3oBanuio U Hayke PD, oT BhIIecTOsIIIEH OpraHu3aii, 00paleHs TPak/laH JMYHOTO XapakTepa
¢ pesomonueit renepampHoro aupekropa OO0 «YI BTK HH» «JII XPAHEHUS» xpansitca y
METOAMCTA.

6.1.6. be3 mnpeaBapuUTEIHLHOTO PACCMOTPCHHSI TEPEAAOTCS TI0 HA3HAYCHUIO JOKYMCHTHI,
aJipECOBAHHbBIEC HEMTOCPEICTBEHHO CTPYKTYPHBIM MOAPA3ICIECHUAM WX JOJKHOCTHBIM JIUIAM.

6.1.7. PaccMOoTpeHHbIE TeHEepalbHBIM JUPEKTOPOM TOKYMEHTHI BO3BPAIIAOTCS METOAUCTY JUIS
3aHECEHUs COJIEP>KaHus PE30IOLNY B 0a3y PErucTpallli, a 3aTeM MepPeIatoTCs Ha UCTIOTHEHHE.

6.1.8. Tlpu Ha3HAYEHWH B PE3OJIIONHMH TCHEPATBHOTO JHUPEKTOPAa HECKOJIBKHX HCIIOJTHUTEICH
MOJIMHHUK JIOKYMEHTA TIOJIy4aeT OTBETCTBEHHBIM UCHOJHUTENb. OH ompenenseT Heo0X0auMoe
KOJIMYECTBO IK3EMIUISIPOB JIOKYMEHTA, MEePEacT JOKYMEHT Ha TUPAXKUPOBAHUE I coucnoaHuTeneu. 1o
TpeOOBaHUIO OTBETCTBEHHOTO MCIOIHUTEINS COUCIOIHUTENN O0S3aHbI MPEICTaBIsATh BCe HEOOXOAMMbIE
MaTepuasbl B yCTAHOBICHHBIA UM CPOK JJisi 00OOIIEHHS U MMOATOTOBKH OTBETA.

6.1.9. ITony4ynB TOKyMEHTHI Ha UCTIOJHEHHE, METOTUCT JOJIKEH HEMEIJIEHHO 03HAKOMUTHCS C UX
coJiepKaHUEM, BBIJICIIUB IOKYMEHTHI, TPEOYIOIINE CPOYHOTO UCTIOTHEHUS.

6.1.10. Tlocne pemieHHs MOCTABJICHHBIX B JIOKYMEHTE BOIIPOCOB HUCIOJHUTENb BHH3Y IEPBOM
CTpaHUIIbI TOKYMEHTa JOJKEH CAeNaTh OTMETKY 00 MCIOTHEHUH JOKYMEHTA M HAlPaBUTh €r0 B JIENO.

6.2. IlopsaioK NPOXOKACHUSI HCXOASIIMX TOKYMEHTOB

6.2.1. Joxymentsl, otnpasisiemble OO0 «YI[ BTK HH», nocraBisrorcss mo4ToBOM, KypbepCKOi
CBSI3bI0, MIEPEAAIOTCS 110 DJIEKTPOHHOI MoYTe.

OOpaboTka HCXOAAIIMX JOKYMEHTOB [UIi OTIPABKH IIOYTOBOM CBSI3bIO  OCYIECTBISETCS
METOAMCTOM B COOTBETCTBUU ¢ [IpaBuiaMu oka3aHMs yCIyT MOYTOBOU CBSI3U.

JIOKyMEHTBI, MOJIeKAaIHe OTIpPaBKe, MepelaloTcsi METOIUCTY IOJHOCTBIO O(OPMIEHHBIMH,
3apeTUCTPUPOBAHHBIMHE C YKa3aHHEM TIOYTOBOTO aJIpeca.

6.2.2. JIOKyMEHTBI Ha OTIPABKY MPUHUMAIOTCS B TEUCHUE Pab0Yero JHs.

JIOKYMEHTBI, OTTIpaBisieMble OJHOBPEMEHHO B OJIUH aJIpec, BKJIAJbIBAIOTCS B OMH KOHBEPT.

6.2.3. Taxxe mnepemauya HHPOPMAIMH OCYIIECTBISETCS B BHUIE AJICKTPOHHBIX COOOIICHUM.
O06paboTka 1 OTIpaBKa MUCEM C TIOMOIIBIO 3JIEKTPOHHOM MMOUYTHI OCYIIECTBIISECTCS METOJUCTOM.
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6.3. Ilops10Kk NPOXO0KAeHUS BHYTPEHHUX JOKYMEHTOB

6.3.1. [IpoxoxaeHne BHYTPECHHUX JOKYMEHTOB Ha ATAlax UX MOJArOTOBKU U OPOPMIICHHS TOJHKHO
COOTBETCTBOBAaTh MPOXOXKJICHUIO MCXOASIIMX JOKYMEHTOB, a Ha JTale HCIOTHEHUS — BXOJSALIUX
JIOKYMEHTOB.

6.3.2. OdopmieHHbIE [TOKyMEHTHl TepeAaroTcsi Ha IMOANUCh T'€HEPAIbHOMY JTUPEKTOPY
(ucnosHsrOIIEMY 00S3aHHOCTH).

6.3.3. BHyTpeHHue JOKyMEHTHI MOIeKAT 00s13aTEIbHON PEruCTpaIiHy.

6.3.4. K pacnopsaurensapiM  gokymeHTam OOO «YI[ BTK HH» oTHocsTcs mnpukasbl
(pacniopsiKeHus).

6.3.5. Uadopmarus o pacrmopsiIUTEIbHBIX TOKYMEHTAX 3aHOCUTCS B )KYPHAJl perUCTPAIUH.

6.4. Peructpanusi 10KyMeHTOB

6.4.1. Perucrpamuu B OO0 «YII BTK HH» nmomexar:
- BXOJSIIAs KOPPECIOHICHIINS;
- BXOJSIIAs MPaBUTEILCTBEHHAs, 3aKa3Hasl, [ICHHAS KOPPECTIOHICHITHS;
- HCXOJSIIUE OT TeHEPAITLHOTO JUPEKTOPA JOKYMEHTHI;
- NPHKa3bl IO OCHOBHOM JIEATEIHLHOCTH,
- [PHKa3bl 10 KOMAHIUPOBKAM;
- pacmopshKeHHUS;
- TpUKa3bl O MOOUIPEHHH, AOTUIATaX ¥ MPEMUPOBAHUN PAOOTHHUKOB;
- KOMaHJIUPOBKH,
- TIPUKAa3bI 10 JUIHOMY COCTABY;
- JIOJDKHOCTHBIC HHCTPYKIIHH,
- JIUCTBI HETPYIOCTTIOCOOHOCTH;
- TPYyJAOBBIC KHIKKH M BKJIAJIBIIIHN K HUM;
- TpPYyJIOBBIE JOTOBOPBHIL.

- TpHKa3bl O MPOBEACHUU OOYYEHHsS M 3aUMCIICHUM CIylIaTeneil Ha Kypchl MOBBIIICHUS
KBaJTMpHUKAIMU (TPpo(eCcCHOHANBHYIO MEPETIOATOTOBKY);

- IIPHKa3bl O IPOBCACHUU O6y‘{eHI/I}I " 3a4UCIICHUHA cnymaTeneﬁ Ha CCMUHAPHI;

- MPHUKa3bl 00 OTYMCICHUU CIyIIAaTeIeH, MpOIIeIX o0yuyeHne Ha Kypcax MOBBIIMICHUS
KBaTH(UKAITIT (mpodeccroHanbHON TEPETOTOTOBKE) u BbIJIaye YIOCTOBEPEHHI
(IMTIIIOMOB);

- IIPpHKa3bL 00 OTYUCIIEHUH cnymaTeneﬁ, mpomeamunx 06yquHe Ha CCMHUHapax U BbIJA4YC
CBHACTCIIBCTB,

- TIpHKa3bl Ha OIUIATy MPOYMTAHHBIX YacoB, 3aTPAayeHHBIX Ha KypcaxX IOBBIIICHUS
KBaJMpUKaUU (MpodhecCHOHAIBHON NEePenoAroToBKe, CEeMUHApax);

- OJaHKU yJOCTOBEPECHUH (IUIIIIOMOB);

- OJIaHKU CBUIETEJILCTB.
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bnanku ynoctoBepeHuil (IMIUIOMOB) M CBHUJIETENBCTB PErMCTPUPYIOTCS B KHHUIE yuyeTa BBbIIAaul
YIOCTOBEPEHUI (AMIJIOMOB) M CBHJICTEIBLCTB, COJEpXKallell ciexyromue rpadpl: perucTparuoHHBINA
HOMED, (haMHIIUSL UMsI OTYECTBO KOMY BBIIAHO YAOCTOBEPEHHUE (CBUAETENBCTBO), OAMKICH O MOTyYCHHH.

®opmbl 0JaHKOB YAOCTOBEPEHUH (JUILIOMOB) M CBUICTEIBCTB YTBEPKIAIOTCA JIOKAJIbHBIM aKTOM
00O «Y1I BTK HH».

6.4.2. [TopsimoK perucTpamu MpuKa3oB ONpeaesseTcs B il 5.4.

6.4.3. Bxonsmume JOKYMEHTbI pETUCTPUPYIOTCS B IEHb TOCTYIUICHUS, @ UCXOASIINE U BHYTPEHHHE
JIOKYMEHTHI — B JICHb TIOAITUCAHMUSL.

6.4.4. JIoKyMEHTBI pETUCTPUPYIOTCS B )KYypHAJIaX PETUCTPAIIUH 10 YCTAHOBIEHHOU (opMme.

6.4.5. Perucrpanuus JOKyMEHTOB MPOU3BOJAUTCS B MpEZesiaX IPyMIl, B 3aBUCUMOCTH OT Ha3BaHHS
BHJIa TOKYMEHTA, aBTOPA U COJICPKAHUSI.

6.4.6. PeructpanmoHHblii HOMEp JOKYMEHTa COCTOUT M3 MOPSIKOBOTO HOMEpa JOKYMEHTa B
IpezeIiax KajJeHIapHoro roja.

[Ipu ¢opmMupoBaHUU TPYMITBI CIyIIATEICH KYpPCOB IOBBIMICHUS KBATU(UKAIMA METOIHCTOM
BeneTcs ux peructpauus. [Ipenonasarenem KypcoB 0OpMIISETCs] pETUCTPALMOHHBIN JIUCT (IPUIIOKEHUE
Ne 7).

Ha xaxnayro rpynmy ciymaTtesieil KypcoB MOBBIIICHUS KBAIU(UKAIIMKM MPENoAaBaTeieM BeIeTCs
XKypHai. Paznensl xypHana:

1) TuTynbHBIA JIMCT: MOJHOE HAUMEHOBAaHHE OpraHU3allM{; HAWUMCHOBAHHE JIOKYMCHTa

(CKYPHAIJI KYPCOB TIOBBIIIEHUA KBAJIMOUKAILIUN / TPYIIIIA Ne  ); kareropus

ciymiaresei; Bua oOy4eHus; CpOKH BeJleHus ; rpad coriaacoBaHus;

2) CocraB rpynnsl (©.M.0., ron poxiaeHusi, oOpa3oBaHue, 3aHHMaeMas OJDKHOCTb, MECTO
paloThl, aoMalmIHUKA ajpec, TenedoH, MOANUCH OO0 O3HAKOMJIEHMM C MHCTPYKUMEH MO TEeXHUKe
0e30IacHOCTH U OXpaHe TPy/a);

3) OTMeTKH MocemaeMocTi: GaMuIns ¥ MHUAIMAIIBI CITyIIATeNeH, TaThl 3aHATHIA;

4) Yyer paOOTBl 1O BBHIMOJIHEHUIO Y4eOHO-TEMATHYECKOrO IUTaHA: pasjel, Jjara, BpeMs,
KOJIMYECTBO YacoB (JIEKIIMOHHBIE, NMPAKTHUYECKHE), COJAEp)KaHUE 3aHATUH, (aMuIMs MpenojaBares,
MOAMUCH IPETOaBaTENs;

5) KypcoBbie paboThl, pedeparbl: GaMuiinsg U HHAKATIBI CITyIIaTelIed; TeMa KypcoBOi paboThl,
pedepara; haMuIHs U UHUIMAIBI IPENOaBaTENs; JaTa 3alUThl; 00beM KypcoBOil pabOThI; KOJMYECTBO
OIUIAYEHHBIX YaCOB; IPUMEYAHNS; TOANKCH MPEIIOAaBaTEN;

6) Yuer BBINOJHEHUS 33/IaHUI B MEKCECCHOHHBIN MepUo/: GaMuins U WHUIHAIBI CITyIIaTeneH,
BHJI 3aHATHI, TEMA 3aJJaHUs, KOJIMYECTBO 4acOB, OTMETKA O BhIMOJHEHUH 3ananusi, PO npenogaBarens,
MOAMKUCH PETOaBaATENS;

7) 3aueThl, K3aMCHBI: (haMHJIUS M WHUIMATBI CIIyIIATENeH, JaTta, OTMETKa O 3adeTe/dK3aMeHe,
MOAMKUCH IPETOoaBaTEeNs).

6.5. KoHTpO/Ib MCIIO/THEHHSI IOKYMEHTOB

6.5.1. KoHTpOJIb HCTIOTHEHUS BKIIFOYAET B CEOS:
- MMOCTAaHOBKY Ha KOHTPOJIb,
- MpEABApUTEIBHYIO IIPOBEPKY U PErYIMPOBAHUE X014 UCTIOJTHEHHUS,
- CHSITHE C KOHTPOJIS,
- HaIpaBJieHUE UCTIOJHEHHOTO JOKYMEHTA B JIENO.
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6.5.2. Kontposto nojnexar Bce 3aperucTpupOBaHHbIE TIOKYMEHTHI, TPEOYIOIIUE UCTTOJIHEHHUS.

6.5.3. Cpoku HCIIOTHEHHS JOKYMEHTOB OIPENENAIOTCS T€HEPAIbHBIM JHUPEKTOPOM, HCXOJIS U3
CpPOKa, YCTAaHOBJICHHOIO OpraHHU3alHeil, HanpaBUBIIEH JOKYMEHT, WM CPOKOB, YCTAHOBJICHHBIX
3aKoHOAATEeNbCTBOM. CPOKHM UCTIOTHEHUS TOKYMEHTOB UCUHUCISIOTCS B KaJICHIaPHBIX THSAX.

JIOKYMEHTBI MO/JIeKAT UCIIOTHEHUIO B CIIEIYIOIINE CPOKH:

- C KOHKPETHOM J1aTOW UCTIOJHEHUS — B YKa3aHHBIN CPOK;

- 0e3 yKka3aHMsI KOHKPETHOM [aThl HCIIOJIHEHUS, MUMEIOIIME B TEKCTE MOMETKY «CPOYHOY,
UCIOJIHAIOTCA B 3-JHEBHBIN CPOK; UMEIOIINE MTOMETKY «orepaTuBHO» — B 10-HEBHBII CpPOK;
ocTaJbHBIC — B CPOK HE DOJIiee MecsIIa;

- 1O OOpalIeHUsM TPAKAAH U TPEOYIOMIMM JONOIHUTEIBHOTO M3YYEHHUS M MPOBEPKH — IO
OJTHOT'O MecsIIa CO JHSA UX PETHUCTPAIINH, TI0 OCTAILHBIM OOpalieHusM — He Oonee 15 nHei;

Ecnu mocnenHuii 1eHb CpoKa HCIONHEHUS IOKYMEHTa MPHUXOJUTCS Ha HEpado4wii JIeHb, TO
JTOKYMEHT MOJUIC)KUT UCIIOJIHEHUIO HE TI03JHEee paboyero JAHs, MPEIIIeCTBYIOIEro HepabouemMy JTHIO.

JlaTa MCIIOJTHEHMS YKa3bIBaeTCsl B PE30JIIOLUHU PYKOBOIUTENA U (PUKCUpPYyeETCs B 0aze perucTparuu
JTOKYMEHTOB.

6.5.4. Ilpu HeoOXONAMMOCTM W3MEHEHHS CpOKa HCIOJHEHHUS JOKyMEHTa OTBETCTBEHHBIN
WCTIOJHUATENb TPEACTABISIET HAa WMS TEHEPAIbHOTO IMPEKTOpa MOTHBHPOBAaHHYIO NPOCKOy O ero
IPOJUIEHUH He Mo3/Hee 3-X AHEH 0 HCTEeUeHHs 3TOTO CPOKa.

CpoKM UCTIOITHEHUS CPOYHBIX U ONEPATUBHBIX MOPYUEHHUH HE MPOJIIEBAIOTCS.

O060 Bcex ciydasix M3MEHEHHs CPOKa HCIIOJHEHHUS JOKYMEHTOB OTBETCTBEHHBIH MCIIOIHHUTEIb
CBOEBPEMEHHO MH(POPMHUPYET METOJIUCTA AJIi BHECEHUS M3MEHEHHH B JKypHaJl perucTpauuu (HOBBIH
CPOK, J1aTa U3MEHEHHUsI, IOJIIIHCh).

6.5.5. IlpoBepka XoAa HCIOJHEHUS OCYLIECTBISETCA JIO MCTEUYEHHUS CPOKOB MCIIOJHEHHS
JTOKYMEHTOB (IIpeIBapUTENbHBI KOHTPOJIb) B CIEAYIOUIEM MOPSAKE: 3aJaHHs MOCIEIYIOIUX JIET — He
pexe OJHOTO pas3a B TOA; 33JaHUs MOCJIEAYIOIINX MECSIEB TEKYIIETro Iroja — He peke OJHOTO pas3a B
MECSIIL; 3aJJaHMsI TEKYILEro Mecsla — Kax/ple AeCATh JHEH U 3a TpU JHA J0 UCTEYEHUs CpOKa.

Bce nHamomuHaHus MCHoONHUTENAM M MHGopMamus o HUX (ukcupyerca B 0a3e perucrpanuu
JOKYMEHTOB.

6.5.6. JIOKyMEHThl CHUMAIOTCS C KOHTPOJIS, €CIM PEelIeHbl MOCTABICHHbIE B HUX BOMPOCHI WIH
aBTOpaM JlaH OTBET IO CymIecTBY. [IpOMEXyTOUHBI OTBET, paBHO KaK M 3allpoC IO HCIIOJHIEMOMY
JOKYMEHTY WJIM YaCTHYHOE BBIIIOJIHEHUE IOPYUYCHHs, HE SBISIETCS OCHOBAHWEM JIJISl TIPU3HAHUS
JOKYMEHTA HCIIOJIHEHHBIM.

6.5.7. OcHOBaHUEM Uil CHATHS C KOHTPOJIS SIBISIOTCS JOKyMeHT-0TBeT. Ha nokymenTe u B 6ase
perucTpaiyu JOKyMEHTOB IIPOCTABIISETCS OTMETKA 00 MCIIOJIHEHUH (JaTa U CChUIKA Ha JJOKYMEHT-OTBET).

6.6. IIpuem u 00padoTKa TOKYMEHTOB, NOCTYNAIOMIUX 10 KAHAJIAM
3JIEKTPOHHOM M DJIEKTPUUYECKOI CBS3H

DJICKTPOHHAS 1OYTA

OJeKTpOHHOE  MUCBMO  —  3TO  3JEKTPOHHOE  COOOIeHHe,  IepedaBaeMoe  yepes
TENIEKOMMYHUKAIIMOHHBIE CETU U y3JIbl OT OTIPABUTENS K MMOTYUYaTENIO.

OnekrponHas nmoura (nanee — 311) B8 OO0 « Y1 BTK HH» ucnonb3yercs 1uis iepeiadu ciryKeOHOM
uHpopmanuu c MTOMOUIbIO MIPOrpaMMHO-aIapPaTHOT O KOMIUIEKca (xoMIbrOTEpA,
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TEJICKOMMYHUKAIIMOHHBIX CPEACTB, MPH IMOMOIIY CHEIUATU3UPOBAHHOTO MPOTPAMMHOTO OOCSCIICUCHUS)
gepes JOKAIbHBIC U TJI00aTbHbIC TEIEKOMMYHHUKAIMOHHBIE CETH.

DJEeKTPOHHOE COOOIIEHUE COCTOUT U3 ajpeca (MM HECKOJIIBKHUX aJIPECcOB IOJTydaTeNeil), 3arojJoBKa,
coJiepKaliero ciryxeoHyr nHbopMaIuio, 1 Tekcta (mpraraeMoro ¢aiina).

JlokyMeHThI (OpuruHaibl), HanpasisieMbie 10 JI1, NOKHBI OBITH OOPMIICHBI B COOTBETCTBUU C
YCTaHOBJICHHBIMH TPAaBHJIAMU M TOJIIMCAHBI TEHEPATHHBIM TUPEKTOPOM WM JIUIIOM, UMEIOIIMM IPABO
MOJINTMCH B CIIy4ae BPEMEHHOT'O €r0 OTCYTCTBHSL.

7. YUET, XPAHEHUE 1 MECTOHAXOKJIEHWE NNEYATEHN U
IITAMIIOB

N3roroBnenue nevareil v MWITaMIIOB MPOU3BOJUTCS B MOPSAJAKE, YCTAHOBIEHHOM MUHHUCTEPCTBOM
BHYTpeHHUX Jei Poccurickoii deneparuu.

[TevaTy 1 mITaMIBI TOJDKHBI XPAHUTHCS B ceiipax MM METANTMIECKUX IIKagax.

OTBETCTBEHHOCTh 32 XpAaHEHHUE U HUCII0JIb30BAHKE II€UaTel U IITAaMIIOB HECET METOIUCT.

YHUYTOXKCHHE TTeYaTel U MITaMITOB O(DOPMIIIETCST aKTOM.

[Tewats OOO «YL BTK HH» xpanutcs y pykoBoaUTENS Y4EOHO-METOANUECKUM OT/IETIOM.

[leuaTp cTaBUTCS HAa JOKYMEHTax, L€ €€ BOCIPOU3BEACHUE CHELUUAIbHO IPEIyCMaTPUBAECTCS
HOPMaTUBHBIMU aKTaMH.

[tamn ¢pakcUMUTIBHON MOAMUCH T€HEPAIBHOTO IUPEKTOPA XPAHUTCS Y METOJUCTA U MOKET
MIPOCTABJIATHCS Ha 0JIaroIapcTBEHHBIX MMUChMaX, IPaMOTax, YOCTOBEPEHHIX O KypcaX MOBBILICHHS
kBannukanuu, BeiiaBaeMbix OO0 « Y1 BTK HH».

8. OPTAHM3ALIIUA JTOKYMEHTOB B JEJIOITPOU3BOJCTBE

Opranu3anus JOKYMEHTOB B JIEJIONPOU3BOJCTBE MPEACTABISET COOOH COBOKYMHOCTH BHJIOB
paboT, obecreunBaOIMX OPraHU3aU0 paboThl ¢ OPraHU3AMOHHO-PACTIOPSAUTEIBHBIMUA U CIIPABOYHO-
MH(OPMALIMOHHBIMU JIOKYMEHTAMHU, BKJIIOYasi MOATOTOBKY, PETHCTPAIMIO, YUET U KOHTPOJIb UCIIOIHEHUS
JOKYMEHTOB, CUCTEMY XpPaHEHHs M apXUBHUPOBAHUS JOKYMEHTOB, B TOM YMCII€ IPaBUJIA UX XPAHEHUS U
apXMBHPOBAHUS, IPEAyCMaTPUBAIOIIME XpPaHEHNE JOKYMEHTOB Ha OyMakHOM HocuTene U (win) B popme
3JIEKTPOHHBIX JIOKYMEHTOB, MOANUCAHHBIX YCHJIEHHON KBaJM(UIIMPOBAHHOM SJIEKTPOHHOH MNOJMMCHIO,
IIpaBWJIa PE3EPBHOIO KOMMUPOBAHMS U BOCCTAHOBIIEHUSI JOKYMEHTOB, a TAK)XKE YCTaHABJIMBAIOTCS MOPAIOK,
MecCTO, ()OpPMBI M CPOKH XpaHEHHS JOKYMEHTOB, COXPAHHOCTb, YYeT, CUCTEMAaTH3al[HI0 JOKYMEHTOB,
dbopmupoBanue M opopMIIEHHE €T U HMX IMepefadyy B BEIOMCTBEHHbIE apXUBbl B COOTBETCTBUHU C
TpeOOBAHUSAMH, YCTAHOBJIEHHBIMH TOCYJAapPCTBEHHBIMH CTaHAAPTaAMU Ha JOKYMEHTBI M HACTOSIIEH
HNHcTpyKuuen.

OnHUM U3 OCHOBHBIX BHJIOB padoT, 00ecreunBaloINX MPaBHIbHYI0 OPraHU3aIMI0 JOKYMEHTOB B
JIeJIOTIPOU3BOICTBE, SIBJIIETCS COCTABICHNE HOMEHKIIATYphl Ae] U (POPMUPOBAHUE €.

8.1. HomenkJartypa gen
Homenknarypa npen — cucTeMaTU3UpOBAHHBIM MEpeYeHb 3arojOBKOB (HAMMEHOBaHUM) Hell,
3aBOJJUMBIX B JIEJIONPOU3BOJICTBE, C YKa3aHHEM CPOKOB MX XpaHEHUs, O(pOpPMIICHHBII B yCTaHOBICHHOM

MOpsIAKE.
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Homenknarypa men cocrapisercs At oOecriedeHus mNopsaka (GOpMUpOBaHHS M ydyeTa el B
nenonpousBoacTee. OHa HaMe4aeT TPYNIUPOBKY HUCIIOJIHEHHBIX JTOKYMEHTOB B Ji€/la, CUCTEMATU3ALINI0
7€)1, MHIEKCAIUIO U CPOKHU XPaHEHMs €1, SIBJISIETCSI OCHOBOM Il COCTABJIEHUS OIUCEH €I TOCTOSHHOTO
U BpeMeHHoro (cBelmie 10 JeT) cpoka XpaHEHHsT W OCHOBHBIM YUYETHBIM JOKYMEHTOM B
JEJIONPOU3BOICTBE.

B mepBoii rpade HOMEHKIATYpHI JIeJl MPOCTABISIETCS MHIACKC KaKIOTrO Jiejla, BKIIOYEHHOTO B
HOMEHKIaTypy. MHaekcel aen ob6o3HagaroTcs apadckumu nudpamu. Hanpumep, 05 — mopsakoBeiii HoMep
3aroJIoBKa JieJjla 110 HOMEHKJIATYPE.

Bo BTOpy1o rpady BKIHOUAIOTCS 3arojOBKU J€d (TOMOB, yacTeil). 3arojloBoK Jeina JO0KeH YETKO,
B 00001IeHHONH (opMe OTpakaTb OCHOBHOE COJIEpXKaHME€ M COCTaB JOKyMEHTOB jena. llopsiox
PacCIOJIOKEHUS 3arOJIOBKOB J€JI BHYTPH Pa3[elioB M IOAPA3JEIIOB HOMEHKIATYPhl A€ OIpPEIeseTCs
CTENEHbIO BAXKHOCTH JIOKYMEHTOB, COCTaBJISIOLINX J€]1a, U UX B3aUMOCBS3bIO.

CHavana  pa3gena  pacrosiararoTCsi — 3arojoBKM  J€J,  COJEpKallMX  y4YpeIuTeNbHbIE,
OpraHU3alOHHO-TIPABOBBIE U PACIIOPSATUTEIIbHBIE IOKYMEHTBHI.

B tpetneil rpade yka3plBatoTCS CpPOK XpaHEHUS Jiela, HOMEp CTaTed MO MePedyHI0 JOKYMEHTOB C
YKa3aHHUEM CPOKOB XpaHEHHUS.

B gerBepToil rpade yka3pIBalOTCs KOJIMUYECTBO /1€, TOMOB, YacTeHl.

[TsTas rpada — npumedanus.

Homenkiatypa nen yrsepskaaercs reHepaibHbM gupektopom OO0 « Y1 BTK HH».

CornacoBaHHass M YTBEpXKJE€HHas HOMEHKJIAaTypa Jell BBOAUTCS B jeiictBue ¢ 1 sHBapd
CJIEYIOIIEro KaJIeHAApHOTo roia.

Homenxknarypa nen OOO «YI BTK HH» cocraBnsieTcs M COrnacoBBIBA€TCSl 3aHOBO B CiIydae
KOpeHHBIX u3MeHeHni pyHkimii u crpyktypsl OO0 « V1 BTK HHy.

B HOMEHKIAaTypy A€l HE BKIHOYAIOTCS IEPUOJNYECKUE U IIEYATHBIE U3/1aHNUS.

8.2. ®opmupoBanue u oopmiieHne aeJ

dopmupoBaHUe el — IPYNNUPOBKA HCIOJIHEHHBIX JIOKYMEHTOB B Ji€Jla B COOTBETCTBUU C
HOMEHKJIATYypOil J1eJ1 U cUuCTeMaTU3alus JOKYMEHTOB BHYTPH Jiefa.

KonTponb 3a npaBUiIbHBIM (OPMHUPOBAHUEM JI€]T OCYLIECTBISIETCS METOJMCTOM, OTBETCTBEHHBIM
3a apxuB OO0 «YI] BTK HH».

[Ipn popmupoBanuu aen HEOOXOAUMO COOIOATh OOIIME MpaBHIa: MOMENIATh B JEJI0 TOJBKO
HCIIOJIHCHHBIC NOKYMEHTEI, B COOTBETCTBHUH C 3aroJIOBKaMu ACJI 110 HOMCHKIIATYPE, IPyIIupoOBaTh B ACII0
JOKYMEHTBI OJJHOTO KaJIeHJApHOTO T0/a; pa3AeibHO IPYMNIHUPOBATh B JieNla JOKYMEHTHI MOCTOSHHOTO U
BPEMEHHBIX CPOKOB XpPAaHEHMS; B JIEJI0 HE JOJDKHBI MOMEIIATHCS JOKYMEHTHI, MOJyIeXkallie BO3BpaTy,
JIMIIHUE SK3eMIUIIPbI, YePHOBUKH; 1O 00bEMY J€JI0 HE JOJDKHO MpeBblmath 250 TuUCTOB U 4-X ¢M B
BbICOTY. [IpH HanmM4Unu B jiee HECKOJIBKUX TOMOB (YacTeil) MHIIEKC W 3aTOJIOBOK Jefia IPOCTABISETCS Ha
KaXXJIOM TOME.

JIOKyMEHTBI BHYTpH JI€J1a PaciojaraloTcsi B XpOHOJIOTHYECKOM MOPSIIIKE.

Bce noKyMeHTBI OTYETHOrO WM HH(GOPMAIMOHHOTO XapakTepa MO HMCIOJHEHUIO JOKYMEHTOB,
HaXOJALIMXCS Ha KOHTPOJIE, O/IINBAIOTCS B JIEJIO MEPENUCKHU 32 TEKYIIHUN TOI.

[TonoxxeHuss, WHCTPYKLMH, YTBEPKIACHHBIC PACIOPSIUTEIbHBIMU JOKYMEHTAMH, SIBIIIOTCS
NPUIOKEHUSAMH K HUM U TPYTIITUPYIOTCS BMECTE C YKa3aHHBIMHU JIOKYMEHTaMU.

Bce Bunpl nmpuka3oB (110 OCHOBHOW JESTENBHOCTH, MO JUYHOMY COCTaBy U T.X.) TPYNITUPYIOTCS
OT/ICJBHO.
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[IpoTokoiibl B zi€1€ pacroiararoTcsi B XpOHOJIOIMYECKOM HOpsAJKe M0 HoMepaM. JIOKYMEHTHI K
IIPOTOKOJIaM, CTPYIIIIMPOBAHHBIE B OT/EIbHBIE JI€]1a, CHCTEMAaTU3UPYIOTCS 110 HOMEpaM IPOTOKOJIOB.

VYTBepKIeHHbIE yueOHbIE IUIAaHBI, OTYETHI, BEIOMOCTH, CHHUCKH CIyIIaTeNeH TpYyNIUpPYIOTCS
OTJIEIBHO OT IIPOEKTOB.

JIOKYMEHTBI B JIMYHBIX JeNlaX PAacloyiaraloTcsl M0 Mepe UX MOCTYIUICHHS B XPOHOJIOTMYECKOM
MOPsIKE.

Ilepenucka rpynnupyercsi, Kak MpaBuio, 3a MEPUOJ] KaJIEHIapHOIO Tofla U CUCTEMATU3UPYETCS B
XPOHOJIOTUYECKON IOCIIE0BATEIBbHOCTH; TOKYMEHT-OTBET IIOMEUIAeTcs 3a JOKYMEHTOM-3arnpocoM. [Ipu
BO300HOBJIEHUM NEPENUCKU IO OTAEIBHOMY BOIIPOCY, HauaBLICHCS B IPEIbIAYIIEM IOy, TOKYMEHTBI
BKJIIOUYAIOTCSA B JIEJI0 TEKYIIETo rojia ¢ yKazaHUEM HHJIEKca Jea MPeIbIAyIIero roja.

Hena OO0 «YL] BTK HH» nognexxat odhopmieHUIo py WX 3aBEJACHUU U TI0 3aBEPIICHUH T0/1a.

Odopmienue aen NpoBOJUTCS METOAUCTOM, OTBETCTBEHHBIM 32 BEJICHHE apXUBa.

B 3aBHCHMOCTH OT CPOKOB XpaHEHUS IIPOBOAMTCS TOJTHOE WM YaCTUIHOE OPOPMIICHHE JeII.

[TomHOMY OQOpPMIICHHIO MOAJEXKAT Jejia IOCTOSHHOTO, BpeMeHHoro (cBwime 10 7er) cpoka
XpaHEHHUS U TI0 JUYHOMY cOcTaBy. Jlena moAmmBaroTCs B TBEPAYIO OOJOXKKY B 3-4 MpoOKoja ¢ y4eTOM
BO3MOXHOCTH CBOOOJHOTO YTEHHUsI TEKCTa BCEX JOKYMEHTOB, JaT, BH3 W pE3OJIONHI Ha HUX.
MerTannndeckue CKpeIruieHus JOJKHBI ObITh YAIEeHbI U3 JIeT.

[TonHoe odopMieHHe ena mperycMaTpuBaeT:

- MOJIIMBKY U TEPEIIeT Jea;

- HyMEpalHuIo JUCTOB B JIENE;

- COCTaBJIEHUE JIMCTAa-3aBEPUTES €A,

- COCTaBJICHHE B HEOOXOIMMBIX CITydasx BHYTPEHHEH OMUCH TOKYMEHTOB;
- odopMIIeHHE PEKBU3UTOB OOJIOXKKH Jea.

Jluctel B gene (3a MCKJIIOYEHHEM JIMCTOB-3aBEpUTENIEH W BHYTPEHHEH ONUCH) HYMEPYIOTCS
apabcKkMHU UG pPaMu MOPAIKOBON HyMepalueil B IpaBoOM BEpXHEM YIIIy.

8.3. Opranusanusi XxpaHeHHs JOKYMEHTOB

8.3.1. O0mmue mosoKeHNus 0 XpaHEeHUH JJOKYMEHTOB.

C momenTa 3aBenenus u 1o nepenayu B apxuB OO0 « Y1 BTK HH» nena xpansarcst mo mecty ux
dbopMupoBaHUs.

CoTpyIHHMKH, OTBEYalOlIMe 3a JeJIONPOU3BOACTBO, 00s3aHBl 00ecreuyuBaThb COXPAHHOCTD
JOKYMEHTOB U JIE.

Jlena, Haxonsmecs B pabdoymx KOMHATaX MW CHENHATbHO OTBEACHHBIX JUIS OTOW IENH
MOMEIEHUX, PACOJIaraloTcsi B BEPTUKAIbHOM TOJOKEHUU KOPEIIKaMH HapyXKy, 00ecTeuMBaIOLIUX UX
MOJIHYIO0 COXPAHHOCTb, MTPEIOXPAHSIONINX JOKYMEHTHI OT MbUIM U BO3EHCTBUSI COJIHEYHOTO CBETA.

3aBeplIeHHbIE Jie]a MOCTOSHHOTO U JO0JTOBPEMEHHOTO (CBbIle 45 JIeT) XpaHeHUs XpaHSTCs I0
MecTy uX popMHUpOBaHUS B TEUEHHUE IBYX JIET, a 3ateM caaroTcs B apxuB OO0 « Y1 BTK HH».

3aBepleHHbIE Jefla BpeMeHHOro (MeHee 45 1eT) XpaHEHHs, XpPaHATCS B CTPYKTYPHOM
MO/Ipa3JEJIEHNNU 10 OKOHYaHUs CPOKA XPaHEHMSI.

Cpok xpaHeHHs Jea ucuucisiercs 0e3 yuera roja co3aHus JOKyMEHTOB Jielia U ToJia BbIJICICHUS
UX K YHUYTOXEHUIO.

8.3.2. Tlopsanok XpaHeHUSI W TOJIb30BaHUS MpaBoycTaHaBiauBaroUMHU TokymeHTaMu OO0 « Y1
BTK HH».
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[IpaBoycTanaBIMBaOIIE TOKYMEHTBI XpaHATCS OeccpodHo. OTBETCTBEHHBIM JIUIIOM 3a MPUEM
JOKYMEHTOB Ha XpaHEHHEe, Ha/Jiexallee XpaHeHHe, BblAauy M BO3BpAT JOKYMEHTOB SBIISICTCS
TeHEPATBHBIN JUPEKTOP. DTU JOKYMEHTHI IOJDKHBI XPAHUTHCS B Ceiide C 3aMKOM B OTJECIIbHBIX MarKax 1Mo
Ka)KJ0W KaTeropuu.

Jliis paGoThl (M3rOTOBJICHUS KOIUHM, UX 3aBEPEHUS] HOTAPUYCOM, IPEICTaBICHUS 110 TPEOOBAHUIO
OpPraHOB KOHTPOJIS U T.I.) JOKYMEHTBI MOTYT OBITh BBIJAaHBI Ha[uIe)kammm cotpyaaukam OO0 « Y1 BTK
HH» Ha ocHOBaHuMM pa3pelieHUs] TeHEPaTbHOTO AupeKTopa. JlOKYMEHT BBIJIA€TCS M BO3BPAILACTCA C
perucTpanmeil B )KypHayie ycTaHOBICHHON (opMbl (rpriiokenne Ne 12). Ha MecTo u3bsATOro JOKyMEHTa B
COOTBETCTBYIOIIYIO MANKy Ha BECh [EPHOJ] OTCYTCTBHS JOKYMEHTA BKJIAJbIBAETCS KAPTOUKA-3aMECTUTEIb
(mpunoxxerune Ne 13) ¢ COOTBETCTBYIOIITUMU 3aIUCSIMHU.

8.4. JkcnepTH3a IEHHOCTH JOKYMEHTOB

DKcrepTu3a LEHHOCTH JIOKYMEHTOB — OTOOp JAOKYMEHTOB Ha TOCYJIapCTBEHHOE XpaHEHUE WU
YCTaHOBJICHHE CPOKOB UX XPAHEHUS.

Okcneptuza neHHoct AokymMeHToB B OO0 «VII BTK HH» Ha cragum nenonpou3BoicTBa
IIPOBOJUTCS:

- [IpU COCTaBJIEHUHU HOMEHKJIATYpPbI J€J;

- B Iiporiecce OpMHUPOBAHUS /I U IPOBEPKE NPABMIIBHOCTH OTHECEHUS JOKYMEHTOB K JIeJIaM;

- IIpU TIOJTOTOBKE JI€T K IIepe/jaue B apXuB.

Jlnst opraHu3anui W MPOBEIEHUs dKCHepTusbl meHHoctu 1okyMeHToB B OO0 «VYI[ BTK HH»
co3zaercs skcnepTHas komuccus (OK).

[TepcoHanbHBIN COCTaB AKCHEPTHBIX KOMUCCUI HAa3HAYAETCs MPUKA30M T'€HEPAIBHOIO JTUPEKTOpa
U3 yKcia Hanbosiee KBaNu(UIMPOBAaHHBIX COTPYAHUKOB, OTBETCTBEHHBIX 3a BEJCHUE JI€TI0NPOU3BO/ICTBA.

8.5. YHn4YTOXKEHHE JOKYMEHTOB

OT1O0p IOKYMEHTOB 32 COOTBETCTBYIOIIMM MEpPHOJ]] K YHHUYTOXKEHHIO U COCTaBJIEHHE aKTa O
BBIJICJICHUM UX K YHUYTOXXEHUIO IPOU3BOAUTCS MOCIE COCTABICHUS CBOJHBIX OIUCEH JI€] MOCTOSHHOTO
XPaHEHM 3a ITOT K€ MEPUOIL.

AKT 0 BBIACIICHUH JIe] K YHUUTOKEHHUIO YTBEPKAAECTCA T€HEPAIBHBIM JTUPEKTOPOM TOJIBKO IOCIIE
COTJIACOBAHUS C HKCHEPTHONW KOMUCCHEH 10 BonpocaM (OPMHUPOBAHUS, XPAHEHUS M YHUUTOXKEHUS J1€.

ITocne 3TOr0 MOKHO YHHUYTOXXWUTH J€JIa, BKIIOYEHHBIE B JIaHHBIE AKTHl B COOTBETCTBUM C
YCTAHOBJIEHHBIM TOPAJKOM. YHHMUYTOXXEHUE NPOU3BOAUTCS IIyTEM CHXKUTAHMS, NOpbIBA WMIJIM C
UCIOJIb30BaHNEM OyMaro-yHUUTOKUTEIbHON TeXHUKH. MHpopmaius 00 yHUUTOXKEHUU J€J1 BHOCUTCS B
3aBEPUTEIIBHYIO 3aIIUCh aKTa O BBIIACIICHUU 1€ K YHUYTOXKEHUIO.

8.6. [loaroroBka u nmepeaaya J10KyMeHTOB B apXuB

B apxus OOO «YI BTK HH» nepepatorcs nena, 3aBeplICHHBIE JEIOMPOU3BOJICTBOM
MMOCTOSIHHOTO, BpeMeHHoro (cBeimie 10 JeT) XpaHeHUss W 10 JUYHOMY cocTaBy. Mx mepemava
MIPOU3BOJUTCS TOJIBKO MO CIATOYHBIM OMUCSM i (aKTaM MepeiauH ).
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Jlena ¢ MCHOJIHEHHBIMU JOKYMEHTaMH IOCTOSIHHOIO M BpeMeHHOro (cBbiuie 10 jeT) xpaHeHus
IIEpPEIalOTCs B apXUB HE MO3JHEE JBYXJIETHEIO CPOKAa MX XPAHEHHUS U UCIOJIb30BAaHUS B CTPYKTYPHOM
[10/1pa3/ICJICHUU.

Jlena BpemeHHOro cpoka (10 10 JieT BKIIOYUTENBHO) XpaHEHHUs Niepeaue B apXUB HE MOMJIEKAT.
OHu XpaHATCS B CTPYKTYPHBIX NOJpa3feNieHUsIX M 1O HCTEYCHMH CPOKOB XpaHEHHUs MOAJIeKAaT
YHUUYTO)KEHUIO B YCTAHOBJIEHHOM IOPSJIKE 10 aKTY.

B mepuon momroroBku nen k mnepemade B apxuB OO0 «YI[ BTK HH» paboTtHuKOM,
OTBETCTBEHHBIM 3a BEJICHUE apXWBa IPOBEPSCTCS NMPAaBUIBHOCTh WX (hopMUpOBaHHSA, O(GOpPMICHUS H
COOTBETCTBHE KOJIMYECTBA JI€J, BKIIOUEHHBIX B OINKUCH, KOJIMYECTBY JIE], 3aBEICHHBIX B COOTBETCTBUHU C
HoMmenkaarypoir gen OOO «YI[ BTK HH». Bce BblsiBI€HHBIE @pU TPOBEPKE HEIOCTATKH B
dhopmupoBaHuH 1 0HOPMIICHHH J1e7T paOOTHUKH 00S3aHBI YCTPAHUT.

[Tpuem kaxmoro aena mpousBoxutcs padotaukoMm apxuBa OO0 «YI[ BTK HH». Ilpu stom Ha
000MX 3K3EMIUIIpax OMKCH MPOTHB KAXKIOTO JeNia, BKIOYCHHOTO B HEE, JIENaeTCsl OTMETKA O HaITHYUH
nena. B KoHIE KaXAOro HK3eMIUIIpa OIMUCH YKa3bIBAIOTCS MH(paMH H TPOMUCHI0 KOJIUYECTBO
(bakTUYeCKU TPHUHATHIX JeN, JaTa MpueMa-mepefaud fell, a Takxke moimucu pabotHuka apxuBa OO0
«YI BTK HH» u nuna, nepeaasuiero jaena.

[lepenaya men ocyliecTBIsSETCS MO CIATOYHBIM OMUCSAM Jel (aKTaM Mepenady) U HOMEHKIAType
JIeJl ¥ B COOTBETCTBUU C YTBEPKACHHBIMU OIUCAMU JEIL.
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[Ipunoxenne Ne 1

®opMa TUTYJIBHOTO JINCTA
HOPMAaTHBHO-TIPABOBBIX aKTOB W/HIIN
MHOT'OCTPAaHUYHBIX JOKYMEHTOB

HanmenoBanue opranusanuu
(CokpaleHHOE HAMMEHOBAaHUE OPTaHU3aLUH )

I'pud yTBepx)aeHUS TOKyMEHTa

HanmenoBanmne BUJa JOKYMCHTA
3aroioBoK K TCKCTY

Mecto cocraBieHus (M34aHus) JOKYMEHTa — TOJl H3/IaHHsI JJOKYMEHTa
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baan cnipaBku

[Tpunoxenne Ne 2

OO01IecTBO ¢ OrPAHNYEHHOI 0TBETCTBEHHOCTHIO

«Yueonbrii LHentp Beprukans HH»
(000 «YII BTK HB»

Ip-m Jlenuna, 0.73, nomewenue 411, 2. Husicnuit Hoszopoo, 603090

HaNe_ oT
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Biaank nucema

[Tpunoxenue Ne 3

O01ecTBO ¢ OrpAaHNYEHHOH 0TBETCTBEHHOCTHIO

«Yueonbrii Llentp BepTukaas HH»
(000 «¥Y1I BTK HH»

Ip-m Jlenuna, 0. 13, nomewenue 411, 2. Huoicnuii Hogeopoo, 603090

HaNe____ oT
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[Tpunoxxenue Ne 4
BiaHK KOHKPETHOro BH/1a IOKYMEHTA

OO111eCTBO ¢ OTPAaHUYCHHOM OTBETCTBEHHOCTHIO
«Yuebnsrii Llentp Beprukans HH» (OO0 « Y1l BTK HH»)

ITPUKA3
No
r. Huxuunit HoBropon

O co3gaHuH KOMUCCHUH
10 OXpaHE TpyJa

Texkct

Koncmamupyrowas uwacmo
NpUKa3blBalo:

Pacnopaoumenvnas yvacmo

1.

2.

3.
[Ipunoxenue:
I'enepanpHbBIl TUPEKTOP A.A. Bopounn

(moanuce)

Bussl

[Toanuch ucomHUTENS
Hara



OOGIIEeCTBO ¢ OrPaHUYEHHON OTBETCTBEHHOCTBIO
«Yuebnsrii Llentp Beprukans HH» (OO0 « Y1 BTK HH»)

r. Huwxuanit HoBropona

3acenanus (HAUMEHOBAHUE)
[Ipencenarens — N.0.D.
Cekperapp —  1N.0.OD.

[TpucyrctBoBano: 1.0.®. (o andaBury).

ITOBECTKA JIHA:

1. ... (doxnag U.0.®.)
2. ..... (Mudpopmanus M.0.®0.)

1.CJIYIIAJIN:
BBICTYIINJIU:

I[TOCTAHOBUJIN:

2.CJIYIIAJIN:
BBICTYIINJIN:

I[TOCTAHOBUJIN:

[Ipencenarens Tloamuce

Cexkperapb [Toanuce

IMPOTOKO.I

N.0.D.

N.0.9.

[Tpunoxenue

Ne 5
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[Mpunoxenne Ne 6

OGI1eCTBO ¢ OrPaHUYEHHON OTBETCTBEHHOCTBIO
«Yuebnsrii Llentp Beprukans HH» (OO0 «YII BTK HH»)

YTBEPXIAIO

I'enepanpubiii fupektop OO0 «YI BTK HH»
/ /

« » 20 T

INPUMEPHBIN YUEBHBIN IJIAH

KOMIIJICKCHBIX KYPCOB ITOBBIIICHUS KBaJ'II/I(bI/IKaI_II/II/I
NeaAarorndycCKux KaAapoB IO TEMC: «..»

Ilenv oOyuenua: ... Kamezopusn

caywamenei: ...

Kanennapublii yueOHbIi rpadux:
O0vém npozpammet: ... 4aCOB

Ilpooonscumenvnocms odyuenusn: ... yaeOHbIX THEH
Cpok obyuenusn: c ....no ... 20__rona

@opma obOyuenus: odHas (oyHAs C TPUMEHEHHEM MCTAHIIMOHHBIX OOpPa30BATENBHBIX TEXHOJIOTUN U
AJIEKTPOHHOTO OOYy4YeHHUs, 3a04yHas C MPUMEHEHHMEM JHUCTAHIIMOHHBIX O0pPa30BaTENbHBIX TEXHOJIOTHH U
ANEKTPOHHOTO 00y4EeHNUS)

Pestcum 3anamuii: ... akageMHUUE€CKUX 4acOB B J€Hb

Konuuecmeo yuedonwvix cpynn: ..., NOATPYIIL. ..
KonuyecTBo yacos DopMbl
o Ha3Banue Bcero gekn. | npak. | 10T u MPOMEKYTOYHOH U
] o0pa3oBaTeIbHbIX 20 UTOr0BOM aTTeCTAlUM
n/n MoayJiei
3.

HTroropas arrecramus JK3aMeH, 3a4eT,
TECTUPOBAHUE, 3aIUTA
pedepara, 3anuTa
KypCOBOT'O IIPOEKTA

Hroro:
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dopma 3aHATUI

PETUCTPAIIMOHHBIN JIUCT

[Ipunoxenue

Ne 7

Kareropus
CIylIaTesnen

Ha3Banue (Tema) MeponpusaTUs

No | damunus, umsi, 0OTYECTBO

O6pa3zoBaTenbHas
OpraHHU3aIHs

MyHununagsHoe
oOpa3zoBaHue

[ara 3ansatuit

[IpenonaBaTens rpynmsl
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[Ipunoxenue

OGI1eCTBO ¢ OrPaHUYEHHON OTBETCTBEHHOCTHIO
«Yuebnsrii Llentp Beprukans HH» (OO0 «YII BTK HH»)

BenomocThb pe3yibTaTOB HTOTOBOI ATTECTALMHU CyLIaTe/J el NMpu
OCBOEHHUM /IONOJTHUTEIbHON MPOo(eccHnOHAIBLHON MPOrpaMMBbl

« »

B 00BLeMe JacoB

=
S

damMuIuga 1 THUIMAJIBI OTMeTKa 0
N Hara dopma
ciayumaresen pe3yJbTarax

© | N of g & W M F

-
©

-
=

-
N

[N
w

[EEN
N

[N
a1

[
(o]

[EY
\‘

TTPUHSATO
[Mpenogasarens OO0 «YI[ BTK HH» / /
« » 20 1.

Ne 8
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[Tpunoxenue Ne 9

OGI1eCTBO ¢ OrPaHUYEHHON OTBETCTBEHHOCTHIO
«Yuebnsrii Llentp Bepruxans HH» (OO0 «VII BTK HH»)

YTBEPXAIO
I'enepanpubiii fupektop OO0 «YI BTK HH»
/ /

« » 20 .
PACITUCAHUE 3AHSITUMN
. Mecto
BPEMS BUJIbI U TEMBI 3AHSITUI JIEKTOP
NpoBeeHUus

[IpenonaBarens rpymniibl
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dopma

[Tpunoxenue Ne 10

OGI1eCTBO ¢ OrPaHUYEHHON OTBETCTBEHHOCTHIO
«Yuebnsrii Llentp Bepruxans HH» (OO0 «VII BTK HH»)

Tabean 3aHATHN

3aHATHI

Kareropus

CIyLIaTeNen

HazBanue
(Tema)

MEpONPHUATHS

JlaTa

Yacel
3aHATHH

TeMBbI 3aHATHIA

KoaunuyecTBO 4acos

JIex.

IIpakt

HOT u
20

PHUO
npenojaBarteJis

IMoanucek

[IpenonaBaTens rpynmsl

Metonuct OOO «YII BTK HH»
20

«

»

T.
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[Ipunoxenue
OO011ecTBO ¢ OTPaHNYEHHOW OTBETCTBEHHOCTHIO
«Yueonsiit Llentp Beprukans HH» (OO0 « VIl BTK HH»)
YTBEPXIAIO
['enepanbHbIl TUPEKTOP
000 «YLI BTK HH»
/ /
« » 20 r.

CBEJIEHUSA
0 KOJINYecTBe YacoB, 3aTPa4YeHHbIX Ha Kypcax (CeMHHapax)

3a BpEMs C Io

Ha YCJIOBHUAX IMOYaCcOBOM OIIATHI

NeNe DaMuIusA M HHULHAJIBI VYueHnoe 3BaHHE [Ipounrtano
n/n 4acoB

Ne 11
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[punoxenne Ne 12

@®opma KypHaJIa BbIIa4H-BO3BPATA IOKYMEHTOB

NoNe Hara Bun noxymeHnra [Hara cnaun
Komy Kyna IToamuce
i BBITAYN
1 12.10.23 2. | Ilempogy Csudemenvcmgo | Aomunucmpayusa | 20.11.2010 | ...
HA. o Illpomviwinennozo
20Cy0apCmeeHHol | paona
akkpeoumayuu
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®opmMa KapTOYKH-3aMeCTHTEJIsI

[Tpunoxenue Ne 13

KAPTOYKA-3AMECTHUTEJIb Ne

HaunmenoBanue
JIOKYMEHTa

Komy BBIJIaH
nokymeHT (OHO)

Llenp BeImaYM

JlaTa BeIga4Yu

Iloamuce

[ara Bo3Bpara

IToamuce

Metoauct
« »

20 T.
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