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«15» mas 2023 r. Ne 72/0-02.02

00 yrBep:xkaeHun NHCTPYKIMH 10 1eJI0NPOU3BOACTBY

B nensx ycrtanoBieHus: eAMHOTO TOPSAIKA BEACHUS e0npon3BoacTBa B [IpakTuko-
OPUEHTHPOBAHHOM CTyAeHUYEeCKOM Ki1yOe «Camoymnpasiienue BHe rpanuiy (naiee — [0 CK
«CaMoyTmpaBiieHre BHE TPaHUID), @ TAKXKE B COOTBETCTBUU ¢ TyHKTOM 2.1., 2.2. TlonoxxeHus
00 YrpasieHuu aenamu, yTBepKAeHHOTO pereHrneM ot 24.05.2022 Ne 75/0-01.02
00 s3BIBaIO:

1. Ilpusnate yrpatuBmmMm cuiay pemenue ot 06.08.2022 Ne 18/0-01.1 «O6
YTBEPXKICHUH HHCTPYKITUHU TIO IETIOTIPOU3BOICTBYY.

2. YrBepauth UacTpyKIuio o aenonpous3BoAcTBy B [10 CK «CamoymnpaBieHue BHE
TPAaHMID COTJIACHO MPUIOKEHUIO.

3. KoHTposnb 3a UCTIONHEHHEM PELIeHUsT OCTABIISIO 32 COOOM.

PykoBoauTens -
VYnpasieHus aenamu ‘ W A.P. CanexeranHoBa
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[Ipunoxenue

YTBEPXJIEHA
PELICHUEM PYKOBOJIUTEIA

YupasneHus geinaMu
ot 15.05.2023 Ne 72/0-02.02

NHCTPYKIUA

10 /1eJIONPOU3BOICTBY
IO CK «CamoynpaBJ/ieHHe BHe IPAHHID)

1. OBIIME ITOJIOXKEHUA

1.1. UHctpykuua no aenonpou3BoAcTBY (manee — Wucerpykuus) B Ilpaktuko-
OpPUEHTHPOBAHHOM CTyA€HUYECKOM Ki1yOe «CaMoyrpaBieHue BHE rpaHuip OUHAHCOBOTO
yuuBepcutreta npu IlpaButensctBe Poccuiickoit @Denepauum  (mamee  —
[1O CK «CamoympaBieHrne BHE TPaHHID) pa3paboTaHa B IENISIX COBEPIICHCTBOBAHUS
JOKYMEHTAITMOHHOTO OOEeCIeYeHUsI yIpPaBJICHUS W TOBBINICHUS €ro 3(h(HEKTUBHOCTH
nyTeM YyHU(pUKAIHMK cocTaBa M (OPM JOKYMEHTOB, TEXHOJIOTHMH pPabOThl C HUMH
1 o0ecrieueHus KOHTPOJISl UCIIOJTHEHUSI TOKYMEHTOB.

WNHcTpyKiusi yCTaHABIMBAET €MHBIE TpeOOBaHUS K TOPSAIKY IOJATOTOBKH,
O0(OpPMIIEHUIO, COTJIACOBAHHUIO, KOHTPOJIIO 32 MCIOJHEHUEM, PErucTpalueil, y4eTomM
U XpaHEHUEM JIOKYMEHTOB, O0Opa3ylouuxcd B  paMKaxXx JesITelbHOCTHU
I1O CK «CamoymnpaBieHusi BHE TPAHULD.

1.2. MHCTpYKIIMS COCTABIIEHA B COOTBETCTBHH C:

IpaBUJIaMH JEJIONPOU3BOACTBA B (heliepalbHbIX OpraHax MCIOJIHUTEIbHON BJIACTH,
YTBEPXKIACHHBIMU IocTaHoBieHUuEM IIpaBurensctBa Poccmiickonn ®enepaunn  OT
15.06.2009 Ne 477 (c W3MEHEHMSIMH, BHECEHHBIMU IMOCTaHOBJIeHUs MU lIpaBuTenbCcTBA
Poccuiickoit ®denepannu ot 07.09.2011 Ne 751, ot 26.04.2016 Ne 356, ot 01.02.2020
Ne 71);

YcraBom PHUHAHCOBOTO YHUBEPCUTETA pu IIpaBuTenbCcTBE
Poccuiickoit @enepanun ot 14.07.2010 Ne 510;

WucTpykimelt 1o  JeNONpou3BOACTBY B (elepalbHOM  TrOCYJapCTBEHHOM
0o0pa3oBaTeNbHOM OIO/DKETHOM YUYPEXKJEHUU BbICHIEr0o 00pa3oBaHusi «DUHAHCOBBIN
yHusepcuret 1pu [Ipasurensctse Poccuniickon denepannny;

ITonoxenuem 0 IIpakTUKO-OpUEHTUPOBAHHOM CTYI€HYECKOM KiTy0Oe
«CamoympaBnenue BHe rpanumy» ot 11.01.2023.
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1.3. ITpoekT uncTpykuuu no aeiaonpou3BoAcTBy B [10 CK «CamoyrpaBieHre BHE
TpaHuIl» pa3pabaThiBacTCs YTpaBICHUEM [IeJlaMU U YTBEPXKIACTCS pEIICHUEM
3amecturens pykooaurensa [10 CK «CamoynpaBieHue BHE TPAaHUI, COTIACOBAHHBIM
¢ npeacenarenem u pykosoautenem [10 CK «CamoynpaBieHrue BHE TpPaHUL.

1.4. Tlonoxenuss MHCTpYKIMH PpACIpPOCTPAHAIOTCS Ha OPTraHHU3alUI0 PadOThI
C JOKYMEHTaMH HE3aBHUCHUMO OT BHJIa HOCUTENS, B TOM YHCIE C DJIEKTPOHHBIMU
JIOKYMEHTaMH, BKJIIOYasi MOATOTOBKY, PETUCTPAIMIO, YUET U KOHTPOJb HCIIOJIHCHUS
AJIEKTPOHHOM JOKYMEHTALUU.

1.5. OcHOBHBIE TOHSTHUS:

aBTOp JOKyMEHTa — (PU3NUYECKOE JIUI0, CO3/aBIlee JOKYMEHT;

OJlaHK JIOKYMEHTa — HaboOp pPEKBU3UTOB, WJICHTUPUIIMPYIOMIUX AaBTOpPA
OoQUIMANTBHOTO IOKYMEHTA;

JEJIOMPOU3BOACTBO — AESATEIBHOCTh, 0OECTIeUNBAIOIIasi CO3/IaHne O(UIIHATBHBIX
JTOKYMEHTOB M OpraHu3aluio paboThl ¢ HUMHU B CTPYKTYPHBIX MOJpa3ieiICHHUSIX
ITO CK «CamoynipaBiieHUE BHE TPaHUILD;

JOKYMEHT —  3aukcupoBaHHasi Ha  DJEKTPOHHOM  HOCUTENE  IyTeM
JOKYMEHTUPOBaHMUsSI ~ WHQPOpPMAIMK  C  PEKBU3WTAMH,  TMO3BOJISIIOIIUMHU €€
UACHTU(UIIUPOBATD;

opopmIIeHHE JIOKyMEHTa — TMPOCTABJICHUE HEOOXOJUMBIX PEKBHU3UTOB,

YCTaHOBJICHHBIX MTPAaBUJIAMU IOKYMEHTHUPOBAHUSI;

peructpanus J0KyMEHTa — MPUCBOEHUE JOKYMEHTY PETHMCTPAllMOHHOTO HOMEPA,
TEKYIIeH AaThl U 3aMKUCh B YCTAHOBJICHHOM MOPSJIKE CBEICHUHN O IOKYMEHTE;

PEKBHU3UT JTOKYMEHTa — OOsI3aTeIbHBIM AIEMEHT O(QOPMIICHUS OQPHUITHATHHOTO
JTIOKYMEHTA;

1.6. Nnple moHATHS, UCTIONb3yeMble B MTHCTPYKIIMKM, COOTBETCTBYIOT IMOHSTHSIM,
ONpPEAEICHHBIMU B 3aKOHOAATENLCTBE Poccuiickoit denepanumu.

2. JOKYMEHTLI
1O CK « CAMOVYIIPABJIEHME BHE I'PAHUL»

2.1. B IIO CK «CaMoynpaBieHUE BHE TpaHHID» M3IAIOTCA JIOKYMEHTHI,
OTPaXKarIUE €ro OPraHW3alMOHHBIE OCHOBBI M JAEATENBHOCTH (OPraHU3aLMOHHO-
pacnopsiuTeNbHas JesTeIbHOCTb, INIAHUPOBAHUE, YUET U OTYETHOCTD U AP.).

2.1.1. CoctaB [0OKyMEHTOB OIpeaensercd KOMIETeHUUen | (QyHKIUIMU
I1O CK «CamoyrmipaBiieHUE BHE TPAHUI), TOPSIKOM PELISHUS] BOMPOCOB (€UHOINYHBIM
WIM  KOJUIETHUANbHBIM), OOBEMOM M XapaKTEpOM B3aWMOCBSI3€d C JIpYyTrUMU
OpraHu3alUsIMU U OPraHaMH YIIPaBICHUS.

2.1.2. Opranu3anuoHHasi, UCTIOTHUTENIbHAS U PACTIOPSAUTENIbHAS NEATEeIHbHOCTh
I[I0 CK «CamoymnpaBieHHE BHE TpPAHMID) PEANTU3YETCS Yepe3 OpraHu3alMOHHO-
pacnopsAIUTENbHbIE TOKYMEHTHI.

2.2. TIO CK «CamoymnpaBieHHE BHE TpPaHUI» U3AE€T CIEAYIOMIUE BUIbI
JOKYMEHTOB:



a) pacropsIUTENIbHBIE — PELICHUS;

0) opraHu3alMOHHBIE — TOJOXKEHUS, PErJIaMEHTbl, MHCTPYKIUHU, MPOTOKOJIBI,
COTJIALLIEHHUSI, OpraHU3allMOHHAs CTPYKTYpa, HOPSIKHY;

B) UH(GOPMAIMOHHO-CIIPABOYHbIE — IUIAHBl, OTYETbl, OOBSICHUTEIbHbIE,
aHATMTUYECKUE 3alUCKU U CITy>KeOHbIE TTUChMA.

2.3. B wmensx cokpaulieHusi KOJMYECTBa MNPUMEHSIEMBIX (OPM JIOKYMEHTOB
B [10 CK «CamoymnpaBiieH1re BHE I'paHUIl pa3padaTbiBaeTcs Tabesb YHU(PUIIUPOBAHHBIX
dbopm goxkymMeHTOB (npusiokeHre Ne 1), HeOOXOAUMBIX M IOCTATOYHBIX JIJIs peaau3aluu
¢bynkuuii u 3ana4 ynpasinenus [10 CK «Camoynpasienre BHE IpaHuiD (anee — Tadesb
YOL).

2.3.1. B Tabenr VY®J| BKIOUAIOTCS OpPraHU3AIMOHHO-PACTIOPSIUTEITHHBIC
NOKYMEHTBI,  INPUMEHAEMble B  KaKJAOM  CTPYKTYpPHOM  MOJpa3AeieHUU
I[I0 CK «CamoynpaBinenue BHe rpaHul». CocTaBleHHE OpPraHU3ALMOHHO-
pacmopsIUTEILHBIX JOKYMEHTOB, HE YKa3aHHBIX B Tabene Y D/] 3amperniaercs.

3. IIPABMJIA TTIOAI'OTOBKH
N OPOPMJIEHUA NOKYMEHTOB

3.1. JIoKkyMEeHTHpOBaHHE YIIPABICHUYECKON AEATEIbHOCTH

3.1.1. loxymentupoBanue ympasieHueckon nestensHocty 110 CK «Camoynpasnenue
BHE TpaHMI 3aKiIro4yaercs B (QUKcAMK Ha Oymare WM JPYyTUX HOCHUTEISAX TI0
YCTAaHOBJICHHBIM TPaBHJIaM YTNPABIEHYECKUX JIEUCTBUM, T.€. CO3JaHUU OPraHU3aIOHHO-
pacropsiIUTENbHBIX  JTOKYMEHTOB.  JloKymMeHTupoBaHue  (3amuch  WHOOpPMAIIHN)
OCYUIECTBJISIETCS. HA ECTECTBEHHOM SI3bIKE (PYKOIHUCHBIE, MAIIMHOIIUCHBIE JOKYMEHTBHI).

3.1.2. HHCcTpyKumus 1O [€JONPOU3BOJCTBY YCTAHABIMBAET €IUHBIE IpaBUiIa
JOKYMEHTUPOBAHMS  YIPaBICHUYECKUX JCHCTBUH U OQOPMIICHUS OpPraHU3alMOHHO-
pacnopsAIUTENbHBIX JIOKYMEHTOB, & TaKXe KOHKpPETHble TpeOOBaHMS K IOArOTOBKE
OTJIETTbHBIX BUJIOB JJOKYMEHTOB.

3.1.3. BeinosiHeHUE €IMHBIX MPaBUI 0OPOopMIIEHUS TOKYMEHTOB 00€CIICYMBACT:

a) KAYeCTBEHHOE M CBOEBPEMEHHOE MCITOJIHEHUE U COCTABJIEHUE IOKYMEHTOB;

0) BO3MOXHOCTH OOpaOOTKM JOKYMEHTOB C TIOMOIIBIO  DJIEKTPOHHO-
BBIYHMCIIUTEILHON TEXHUKHU;

B) OpraHU3alMI0 ONEPATUBHOIO MMOUCKA JOKYMEHTOB.

3.1.4. JIokyMeHT UMEET CHITY PU HATMYNH PEKBU3UTOB, 00SI3aTEIbHBIX JIs1 TaHHOTO
BUJIa JIOKYMEHTA: HaMMEHOBAaHHME OpPraHU3allMM — aBTOpa JOKYMEHTA, Ha3BaHWE BHJIA
(yHuumpoBanHoi (Gopmbl TOKYMEHTA), AaTa, HHIEKC, 3ar0JIOBOK K TEKCTY, TEKCT, BU3bI,
HOJIIHKC.

3.1.5. B mpouecce nmoAroroBku U 0(GOpMIIEHUS PEKBU3UTOB, COCTaB PEKBU3UTOB
MOXKET OBbIThb JOMOJHEH JAPYIMMH PEKBU3UTaMM, €CIH TOro TpeOyIoT Ha3HAauYeHUe
JIOKyMEHTa, ero o0paboTKa U T.A.

3.1.6. OpranuzanunonHo-pacnopsautensabie 1okyMeHTs! 110 CK «CamoymnpaBienue
BHE TpaHUID, IMOATOTOBJICHHBIE B YIPaBJICHUEM, OOCCIEYMBAIOIIEM OPraHU3aAIUIO



JEJONPOU3BOCTBA, JOLKHBI OBITh KPAaTKHUMHM, SCHBIMUA IO COAEP/KAHHIO, BCECTOPOHHE
00OCHOBAaHHBIMH, OTPEAAKTUPOBAHHBIMU M, IPU HEOOXOJMMOCTH, COIVIACOBAaHHBIMU CO
BCEMHM KypHUPYIOIIMMHU JOJDKHOCTHBIMU JIMUAMU. TEKCThl JOKYMEHTOB HE JOJIKHBI
JNONyCKAaThb  PAa3HOPEYMBBIX  TOJKOBAaHMKW W NPOTHUBOPEUYUTH  JIEUCTBYIOLIEMY
3aKOHOZATEIILCTBY.

3.1.7.  OTBEeTCTBEHHOCTh 32 HEKAYECTBEHHYK IOATOTOBKY JOKYMEHTOB,
HEJIOCTOBEPHOCTh COJAEPKAIIMXCS B HUX CBEACHUU BO3JIAracTCs Ha OTBETCTBEHHBIX JIUI,
KOTOPBIE Y4aCTBOBAJIM B IIOATOTOBKE, BUSUPOBAHUU U MTOAIIMCAHUY JOKYMEHTOB.

3.2. bilaHKU JOKyMEHTOB

3.2.1. JoxymenTtsl [10 CK «CamoyrmipaBieHue BHE TPAHUID JOJKHBI OPOPMISTHCS
Ha YTBEPKJAEHHOM OJlaHKe cTyaeHueckoro Kiyba, Ha ctangapTHOM jaucte Oymaru opmara
A4 (210 x 297 mMm) nub0 B BHUAE DSJCKTPOHHBIX JOKYMEHTOB U JIOJDKHBI HMETh
YCTaHOBJICHHBIN COCTAaB 00S3aTEIIbHBIX PEKBU3UTOB, X PACIIONIOXKEHNE U 0(OPMIICHUE.

3.2.2. IIO CK «CamoymnpapieHue BHE TPAHUID» HMEET YyTBEPXKICHHbIC OJIAaHKU
JIOKYMEHTOB CTYJIEHYECKOTO KITy0a.

3.2.3. CoctaB BuIOB u 00pa3mbl OJAHKOB JOKYMEHTOB, MPUMEHSIEMBIX
B [IO CK «CamoymnpapieHue BHE TpPaHUI» YTBEPKIAIOTCS PEHICHUEM 3aMECTUTEIs
PYKOBOAMTEIS IO TIPEICTABICHUIO PyKOBOIUTEINS Y IpaBieHus aenamu. Pazpaborky dpopm
OJJaHKOB JOKYMEHTOB OCYILECTBISICT YTpaBieHHe naenamu. Vcmonb3zoBaHue OJaHKOB
IPOU3BOJILHON (DOPMBI 3ampPeIaeTCs.

3.2.4. B 3aBucumoctu oT pacrnonoxenus pekBu3utos B [10 CK «CamoynpaBnenue
BHE TPAHMI]» YCTAHOBJICHHI JIBa BapHaHTa OJJAHKOB:

a) MPOAOTBHBIN (TpuiioxkeHue Ne 2);

0) yrioBoii (nmpunoxxenue Ne 3).

3.2.5. B 3aBucumoctu ot HazHauenus B [10 CK «CamoynpaBneHue BHE TpaHUID)
YCTAHOBJICHBI CIICYIONINE BUIBI OJJTAHKOB JOKYMEHTOB:

a) oOmui OJaHK (MCIOJB3YIOT HJII M3TOTOBJICHUS JIOOBIX BHJIOB JOKYMEHTOB —
MIPOTOKOJIOB, PEUICHU, TOJI0KEHUN, UHCTPYKIUN U T.I1.);

0) OJaHK MUChMA.

3.2.6. Kaxnprit muct mokymeHTa, opopMIICHHBIM Kak Ha OJlaHKe, Tak U 0e3 Hero
JOJKEH UMETh TIOJIsl HE MEHee:

20 MM — BEpXHEE;

20 MM — HIIKHEE;

20 MM — 11€BOE;

10 mm — mpaBoe.

3.3. OdopmieHue peKBU3UTOB IOKYMEHTOB
3.3.1. CocTaB pEeKBU3UTOB, MCIIOJIB3yEMBIX MPU MOATOTOBKE W OGOPMIICHUU BCEX

BUJIOB TOKYMEHTOB, YCTAHOBJIEH B COOTBETCTBUHU C IEPEYHEM PEKBU3UTOB JOKYMEHTOB
(npunoxenne Ne 4).



3.3.2. CocTaB PEKBU3UTOB KOHKPETHOTO JIOKYMEHTA OIpPEAEISETCS €ro BUIOM
Y Ha3HAYCHHUEM.

3.3.3. Opranu3aioHHO-PaCIOPSIUTENIbHBIE JOKYMEHTHI (ITOCTAHOBJICHUS, PEIICHUS,
MPOTOKOJIBI, MUChMA U JIp.) JOILKHBI 0popmitaThest B cooTBeTcTBUU ¢ «['OCT P 7.0.97-2016.
Haunonanensii  crangapt Poccuiickoii  ®Denepanmu. Cucrtema CcTaHZapToB IO
uHdopmaluy,  OUOIMOTEYHOMY M UW3JATeIbckoMy  geny.  OpraHu3alnuoHHO-
pacnopsauTenabHas JoKyMeHTauusa. TpeOoBaHus K O(QOPMIECHHUIO JOKYMEHTOB» (YTB.
[Tpukazom Poccranmapra ot 08.12.2016 Ne 2004-ct) (pem. ot 14.05.2018), xoTopsbrit
OTIpeJIeNIsIeT COCTaB PEKBU3UTOB JOKYMEHTOB, MpaBuiia UX 0GOpMIICHUS, B TOM YHUCIE C
IpUMEHEHUEM HMH(POPMALMOHHBIX TEXHOJOTUH; BHUABI OJIAHKOB, COCTaB PEKBU3UTOB
0JIaHKOB, CXEMBbI PacCIOJIOKEHUs PEKBU3UTOB Ha JTOKYMEHTE; 00pa3lbl OJaHKOB; MpaBuia
CO3aHUs JOKYMEHTOB!

PexBuzut 01 — Jlorotun IO CK «CamoynpasjieHue BHe TPAHUID)

Jlororun IIO CK «CamoynpaBieHue BHE TpaHHUIl» IIOMEIIAIOT Ha OJlaHKax
nokyMeHTOB [I0 CK «CamoymnpaBieHue BHE TpaHHUID) IOCEPEIMHE 30HBI, 3aHATOU
pexBu3uTOM 02 — HAMMEHOBAHUE CTYIEHYECKOTO KiTyDa — aBTOpa TOKyMEHTA.

Jlorotun IO CK «CamoympaBiieHME BHE TpPaHMID» Pa3MELIAETCA IOCEPEAUHE
u numeet pasmep 33,2 x 35,6 mm.

PexBu3ur (02 — HaMMeHOBaHHUE CTYIEHYECKOr0 KiIy0a — aBTOpa JOKYMEHTAa

HaummenoBanune I10 CK «CamoynpaBieHre BHE TpaHHI» Kak OpraHU3aluu,
OCYILECTBISIONMIEH  JOKYMEHTOOOOPOT, yKa3bIBaeTCsi B  TOYHOM  COOTBETCTBUM
C HauMeHoBaHueM, 3akperuieHHoM B [lonoxenun [10 CK «CamoynpaBiieHue BHE IpaHuL] —
[TpakTHKO-OpUEHTUPOBAHHBIN CTyIeHYECKU KITyO «CamMoynpaBieHe BHE TPAHULL.

PexBu3ur 03 — cnpaBo4HbIe JaHHbIE 00 OPraHU3ALMHA

Cmpasounsie nannbie o [10 CK «CamoymnpaBieHrue BHE TpaHUID) BKIIOYAIOT B CeOs
MOYTOBBIN anpec, Homep Tenedona KiyOa, odurmanbHbiil agpec 3IEKTPOHHOW TOUTHI,
UHTEpHET-a/Ipec.

[TouroBerit anpec odopmisiercs B cooTBercTBuHM ¢ TyHKTOM 50 I[locTanoBneHms
[TpaButennscTBa Poccutickoit @eneparuu ot 19 Hosi0pst 2014 r. Ne 1221 «O06 yTBepkAeHUH
[TpaBui npucBOeHUs, U3MEHEHUS U aHHYJIMPOBAHUS aJPECOBY.

CnpaBounbsie nanHele 0 IO CK «CamoynpaBieHHe BHE TPaHML YKa3bIBalOTCS
B 00IIMX OJlaHKax W OJIAaHKaX IHCEM.

PexBusur 04 — HaMMeHOBaHUE BU/Ia JOKYMEHTA
HauMmenoBanue  BuJa  JOKyMEHTA,  COCTABJIEHHOTO  WJIM  W3JaHHOI'O

I[TIO CK «CamoymnpaBiieHHWE BHE TpaHUI» JIOJDKHO omnpenendarbes IlonoxeHnuem
[T1O CK «CamoynpaBiiecHUE BHE TPAHULD).



HanMeHnoBanve Buaa  W3JaBaeMOro  JIOKYMEHTa  BKJIIOYaeTcs B OJIAHK
COOTBETCTBYIOIIETO BUAA JOKYMEHTA WJIM YKa3bIBA€TCS COCTABUTENEM IPH MOATOTOBKE
JIOKYMEHTA.

HanmeHnoBaHue BUia JOKyMEHTA JOJKHO COOTBETCTBOBAThH €T0 COJICPKAHUIO (TUJIaH,
OTYET, pEUICHUE, POTOKOI U JIp.).

PexBusur 05 — nata 1oKymMeHra

JlaToil TokyMeHTa SIBJII€TCA JjaTa ero MOAMUCAHUS .

Jlata mOKyMeHTa MPOCTABISIETCS JOJKHOCTHBIM JIUIIOM, BBITIOJHSIOMUM (YHKITHIO
perucTpainuu J0KyMeHTa, TM00 MPU PEruCTPaluy JOKYMEHTa, TM00 HEMTOCPEACTBEHHO MPU
HOJIFOTOBKE JOKYMeHTa. [Ipu moaAroroBke npoeKkra JOKyMEHTa MOXKET 3apaHee MevaTaThCsl
TOJILKO 00O3HAa4YeHHE Mecsla M Tofa — YUCIO MPOCTABISAETCS HEMOCPEICTBEHHO TPHU
pETUCTpAaLIHH.

[MudpoBbiM crniocoOOM pPEKOMEHIYeTCs CTaBUTh JaThl B CIpaBKaX, JOKJIAIHBIX
3aMUCKax, paclopsDKEHUsIX, akTax, TeJerpaMmax, a CJIOBECHO-LIU(]POBO crmocob
UCTIONIB3YETCS B MUChbMAaX, PEIICHUSIX, TIPOTOKOJIAX.

OneMeHTbl  JaThl NPUBOJATCS  apaOckumMu nudpamMu B OOHY  CTPOKY
B TIOCJIE0BATEIILHOCTHU: JIeHb, Mecsl, roj. JleHb u Mecsi opopMIISIOT ABYMs Mapamu
apaOckux nudp, pa3aeneHHbIMUA TOUYKOM; IO/l — YeThIpbMs apaOCKuMu U pamu.

Hampumep: nary 5 pespans 2023 r. cnexyet opopmsits 05.02.2023,

JHomyckaetcsi  cioBecHO-IU(ppoBoil  crmocod odopMIIeHHUS JIaThl, HapUMep:
17 pespans 2023 r.

[TpocTaBasTh HOJIb B 0003HAYEHUH JHS MECALA, €CIIM OH COJCPKUT OAHY HHUPPY, —
00513aTeBHO.

MecTo npocTaBieHus AaThl HA JOKYMEHTE 3aBUCHUT OT OJIaHKa U BUJA JOKYMEHTA.

PexBuszur 06 — perucTpauuoHHbIM HOMEP I0KYMEHTA

PerucrpauroHHbII HOMEP JOKYMEHTA MPOCTABISETCA B COOTBETCTBUU C CUCTEMOWU
peructpauuu, npunsaToi B [10 CK «CamoynpaBneHue BHE TpaHULD).

PerucrtpaunoHHBII HOMEpP JOKYMEHTA IMPUCBAMBACTCS JOKYMEHTY IIOCIE €ro
YTBEPKICHHUS (MOMUCAHUSA).

Peructpaunonnsiii Homep gokyMeHta [IO CK «CamoymnpaBiieHHME BHE TpaHUI»
COCTOUT W3 €ro MOPSAKOBOTO HOMEpA, KOTOPBIA JTOMOJHAETCA MUHAEKCOM PYKOBOJMUTENS
COOTBETCTBYIOLIETO CTPYKTYPHOT'O MTOAPA3ICIICHHUS.

Peructpanonnsiii Homep odopmiseTcs HUPPOBLIM CIIOCOOOM.

He nomyckaercsi oTmpaBisiTh MHUChbMA, COCTABJICHHbIE Ha OJIaHKax JOKyMEHTa
[1I0 CK «CamoynpaBieHU€ BHE TPaHUI U HE UMEIOIIUE PETHCTPAIMOHHOTO HOMeEpa
U JaThI.



PexBusur 07 — agpecar

PexBu3uT «Apapecar» pacrnojiaraloT B MPaBOM BEPXHEM YIUIy I[EPBOro JIMCTa
JIOKYMEHTA.

B kadecTBe agpecara MOTYT ObITh OpraHU3AIMU U UX CTPYKTYPHBIE TTOIpa3IeTICHus,
JOJDKHOCTHBIE WU (PU3UYECKHE JIULA.

HaumeHoBaHue opraHuzaiud, €€ CTPYKTYpHOE TOApPA3ACICHUE YKa3bIBAIOT
B IMEHUTEIBLHOM M1aJI€3K€, HAIIPUMED:

I'ocynapcrBennas Jlyma
®denepanbHOro codpanus
Poccuiickoii denepannn

[Ipu anpecoBaHMM [OKYMEHTa JOJDKHOCTHOMY JIMIY JOJDKHOCTh W (haMuHs
aapecata yKas3blBae€TCi B JAaTEJIbHOM NaAeKe W Mepel CTaBUTCA 6 0T, WHUIUAJIBI
yKa3bIBalOTCA nepes paMuiineil, Hanpumep:

Pexropy
DUHAHCOBOTO YHUBEPCUTETA

C.E. IIpoko¢neBy

B ogHOM MOKyMEHTE HE MOJKHO OBITH Oosiee ueThipex aapecaToB. CinoBo «Komms»
nepea BTOPBIM, TPEThbUM, YETBEPTHIM ajpecaTaMu He ykKasbiBaeTcs. [lpu OGombiem
KOJIMYECTBE aJPecaToOB COCTABIISCTCS CIIMCOK (JIMCT, yKa3aTellb) PacChUIKH JOKYMEHTa, Ha
KaKJIOM JIOKYMEHTE YKa3bIBa€TCsl OJIUH ajJipecaT Wiu ajapecar opopmisieTcss 0000IIEHHO.

PexBusur 08 — rpu¢ yrBepkaeHus

JIOKYMEHT yTBEpPKAACTCS TOKHOCTHBIM JIULIOM (JIO>KHOCTHBIMU JIMLIAMH).

Hoxymentsl II0 CK «CaMoymnpaBieHHe€ BHE TpaHUL»  YTBEPKIAIOTCA
PYKOBOJMTENIEM, 3aMECTHUTENIEM pPYKOBOJIUTENS, MpelcefaTesieM, PYKOBOJIUTEIEM
VYrpasieHus Aenamu, B KOMIETEHIIUIO KOTOPBIX BXOJUT PEIIEHUE BOIIPOCOB, U3JI0KEHHBIX
B yTBep)kaaeMbix nokyMeHTax [10 CK «CamoynpaBieHue BHE TpaHULD.

[Ipn yTBepX JeHUU AOKYMEHTA JOJDKHOCTHBIM JIMIIOM Tpu@d yTBEPKICHUS
JIOKYMEHTA JI0JDKEH COCTOSITh U3 CIAEAYIOIIUX 3JIEMEHTOB:

a) cJI0BO «Y TBepkIeHO» (3arylaBHBIMU OyKBaMHU 0€3 KaBbIUCK);

0) HAaMMEHOBAaHUE JOJLDKHOCTH JIMLA, YTBEPKIAIOIIET0 JOKYMEHT, WIIM HANMEHOBAHUE
JIOKyMEHTA, €ro J1aTa U HOMEP, Ha OCHOBAaHUHU KOTOPOTO OH YTBEPKAAETCS,

B) IIOJIIKC;

r) pactupoBKa MOIHCH;

1) 1aTa yTBEPKICHUS.

Hanpumep:
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YTBEPXXJIEHO

peLIeHUEM IpeIceraTens
ot 01.11.2022 Ne 11/0-01

PexBu3ut 09 — HaMMeHOBaHMe JIN00 AHHOTALMSA JOKYMEHTA (3aroJIOBOK K TEKCTY)

HaumenoBanue nu60 aHHOTAIUS IOKYMEHTA (3aroJIOBOK K TEKCTY) COCTABIISIETCS KO
BCEM JOKYMEHTaM, 3a UCKIIOYEHHEM JIOKYMEHTOB, UMEIOIIUX TEKCT HEOOIBIIOro 00bema
(10 4-5 cTpoK).

3aroyioBOK K TEKCTY BKJIIOYAET B ce€0s1 KpaTKOE COAEP/KaHHE TOKYMEHTa U JOJKEH
OBITh MAKCUMAJIBHO KOPOTKHUM U TOUHBIM.

3aroyioBOK JIOJKEH OBITh COTJIACOBaH ¢ HAMMEHOBAHUEM BHJIa JOKYMEHTA.

3aroJ0BOK MOXET OTBEYATh HAa BOIIPOCHI:

a) 0 uém (0 kom?), Harpumep: O co3gaHuu pabouux rpynm B YIpaBiIeHUU JelIamMH,
006 yrBepxaeHuu [lonoxxenus o [lenaprameHTe BHEIIHUX CBSI3EH;

0) uero (xoro?), mampumep: OO0 ytBepxknaeHun Ilopsgka mpuUCBOEHHUs cTaryca
aktuBucta [10 CK «CamoynpaBieHre BHE TPAHUID).

Ecnu 3aronoBok OTBEYaeT Ha BOMPOC «O YEM?», OH MUIIETCS C MPOMUCHON OYKBBI
1 GOpMyIUpPYETCs MPU MOMOIIM OTIUIAr0JILHOTO cyliecTBUTENbHOro (O6 u3MeHnenuu..., 00
yTBEpKIEHUH..., O0 OTMEHE ... ¥ T.IL.).

Ecniu B JIOKyMEHTE OTPa)K€HO HECKOJBKO BOMPOCOB, 3arojIOBOK MOXET
dbopmyIUpoBaTHCs 000OIIEHHO.

3aroyIoBOK pacrioyiaraercs 1noj peKBU3UTamMu OJlaHKa, e4aTaeTcsl Yepe3 OJMHAPHBIM
WHTEPBAJ U HE TOJDKEH 3aHUMAaTh 00Jiee MATH CTPOK. 3arojoBoK odopmIsieTcs 0e3 KaBbIUueK.
Touka B KOHIIE 3aT0JIOBKA HE CTABUTCH.

3arosoBOK K JOKYMEHTaM, O(pOPMJIEHHBIM Ha OJIaHKaX C YIJIOBBIM PacloJIOKEHUEM
PEKBU3HUTOB, UMEET YTII0BOE PACIOIOKEHUE U JODKEH pacnoiararbes 10 7,5 cM. 3arojoBOK
K JOKyMeHTaMm, 0()OpMJIEHHBIM Ha OJaHKax C MPOJOJIbHBIM PACIOJIOKEHUEM PEKBU3UTOB,
BBIPABHUBACTCS IO LEHTPY MU JOJDKEH pacrmojiaratbes A0 12 ¢M, B IPOTUBHOM CIydae
Jenaercss OOBIYHBIN TepexoJ Ha HOBYIO CTPOKY, HE HauWHas HOBBIA ad3al, Aens Ha
CMBICIIOBBIE CTPOKH.

3aroyioBOK K TEKCTY JOKYMEHTAa COCTaBIIAECTCS MCIOJHUTENEM, TOTOBSIIUM MPOEKT
JIOKyMEHTA.

PexBu3ur 10 — TeKkcT 1OKYMeHTA

Tekct nokymenta [1O CK «CaMmoynpaBieHrue BHE TPaHUID) COCTABIISIIOT HA PYyCCKOM
SI3bIKE — TOCYapCTBEHHOM si3bike Poccuiickoit denepaiiuu, B COOTBETCTBUM C JIEHCTBYIOIIUM
3aKOHOAATENLCTBOM Poccurickon denepanuu.

TekcT JOKyMEHTa WU3JaraeTcsi pPYCCKUM JIUTEPATyPHBIM SI3BIKOM C  Y4YETOM
0COOEHHOCTEeW O(UIIMATBHO-ACIOBOTO CTWISI, BHJIAa JOKyYMEHTa M €ro Ha3Ha4YeHUs
B ympaBieH4YecKkor aestenbHocTU. CoaepkaHue JOKYMEHTa JOJKHO OBITh H3JIOKEHO
KpaTKo, JIOTUYHO, TOYHO U TOHSITHO.
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TexcThl JOKYMEHTOB 0(OPMIISIOT B BUJIE:

a) aHKETBHI;

[Ipu cocraBiaeHMH TEKCTa B BHJIE AHKETHl HAUMEHOBAaHHUS  MPU3HAKOB
XapaKTEPU3yeMOro OO0BEKTa JODKHBI OBITh BBIPAKEHBI HMMEHEM CYIICCTBUTEIHHBIM
B UMEHHUTEJIBHOM MaJeke WIM CIOBOCOYETAHMEM C TJIaroJiOM BTOPOTO JIMIA
MHO>KECTBEHHOT'O YKCJIa HACTOSIIIEr0 WU MPOIIEAIIEr0 BpEMEHHU (KUMEETEe», «BIIAJICETE
WU «OBUINY», «HAXOJUIUCHY U T.J.). XapaKTePUCTUKHU, BHIPAKEHHBIE CJIOBECHO, HOJIKHBI
OBITH COTJIACOBAaHBI C HANMEHOBAHHSIMU TIPU3HAKOB.

0) TabauIIbL;

Ctonlbupl M CTPOKH TAOJUIBI JOJKHBI UMETh 3arojOBKH, BBIPAXKEHHbICE WMEHEM
CYILIECTBUTEIbHBIM B UMEHUTEIHLHOM Najexe. [1o13aroqoBku cTONOIOB U CTPOK JOJKHBI
OBITH COIJIACOBAHBI C 3arojioBkamu. Ecnu tabiuiia umeet pasmep Oosiee 4eM Ha OJHY Y
HAaUMEHOBAHUE CTOJOIOB TaOIUIIbI TOJIAKHO TOBTOPSITCS.

B) CBSI3HOT'O TEKCTA,

CBs13HBIN TEKCT, KaK MPAaBUIIO, COCTOUT U3 JIBYX YacTel. B nepBoii yacTu yKa3bIBalOT
NPUYUHBI, OCHOBaHUS, I[EIM COCTABJICHMS JTOKYMEHTa, BO BTOPOM (3aKIIOUUTEIBHOM) —
pelieHus, BbIBOAbI, TPOCHOBI, MPEIJIOKEHUS, peKOMEHAAUU. TEeKCT MOXET CoaepkKaTh
OJIHY 3aKIIOYUTENBHYIO YacTh, HANPUMED: PEIICHUS — PaCIOPSIUTEIBHYIO 4YacTh 0e3
npeamOyJIbl; MUChbMa, 3asBJICHUSA-TIPOCh0A 0€3 MOsSICHEeHMUS.

') B BUJI€ PA3JIMUHBIX BAPUAHTOB COCIMHEHUS aHKEThI, TAOIUIIbI, CBA3HOTO TEKCTA.

B noxymenTax 1O CK «CaMmoymnpaBiieHH€e BHE TpaHULD TEKCT U3J1aratoT OT IEPBOTO
JUIA €IMHCTBEHHOTO YKciia («Ha3HAYAIO», «IIPEIJiaraoy, «00sI3bIBa0Y, KIIPOIILY).

B nokyMeHTax KojlerHaidbHbIX OpPraHOB TEKCT H3JIaraloT OT TPEThEero JHila
€AUHCTBEHHOTO YHUCJa («IMOCTAHOBIISCTY, «PEIIHID»).

TekcT mMpoTOKOJa U3IaratoT OT TPETHETO JIUIA MHOKECTBEHHOTO YUCa («CIyIIAIn,
«BBICTYIIUJINY, «TTIOCTAHOBUIIN, «PEIIIIN ).

B nucbmax ucnonb3yror ciaeayomue (popmMbl U3I10KEHUS:

a) OT MEPBOro JIKIA MHOKECTBEHHOTO 4HCa («IIPOCUM HANPABUTHY, «HAIPaBIsEM
HA PACCMOTPEHUE);

0) OT mepBOro Jjulla €IUHCTBEHHOI'O YHUCIa («CUUTAK0 HEOOXOIUMBIMY, «IPOITY
BBIJICIIUTHY ).

Ecnu TekCT COIEpKUT HECKOJIBKO NMOPYYEHUM, PELIEHUN, BBIBOAOB U T.O., TO €ro
MOKHO pa3OUBaTh Ha pa3Jielibl, MOAPA3/EIbl, TYHKTHI, TOAMYHKTHI, KOTOPhIE HYMEPYIOTCS
apabckumu 1udpaMu, pa3aeIiCHHBIMU TOUKAMU C TOYKOM Ha KOHIIE.

Pazmensl u mompasfensl MOTYT UMETh 3arojoBKU (TIOJ3arOJIOBKH). 3arojOBKHU
pa3lieNIoB MUIIYTCS C MPONUCHBIMH OyKBamMH, HauepTaHUE — «IOJNY>KHPHBIN», MO JBa
npoOena Mexay cinoBaMmu. [1oA3arogoBKkyu MUIIYTCS ¢ MPONUCHON OYKBbI, HaUe€pTaHUE —
«MOJYKUPHBIY. Touka B KOHIIE 3ar0JI0BKOB U M0J13aI0JIOBKOB HE ITPOCTABISETCS.

B TekcTax JOKYMEHTOB JOJDKHBI YIOTPEOISITHCS TOJIBKO OOLIETPUHSTHIE B PYCCKOM
S3bIKe 0003HAUCHMUSI, TS PMHUHBI U COKPAIIICHUS.

[Tpu HEOOXOMMMOCTH yHOTPEOJICHHS COKpAIEHUs (COKPAIIICHHOTO HAMMEHOBAHMS)
B TEKCTE CHayajia MHIIETCS TOJIHOE HAWMMEHOBAaHME, a 3aTeéM B CKOOKax JaeTcsi ero
COKpallleHHe (COKpalleHHOE€ HaUMEHOBAaHME), 3a HCKIIOYEHUEM  OOLIEHTPUHATHIX
COKpAILICHUH.
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TekcT HOKyMeHTa BIPABHUBAETCS MO MIUPUHE TEKCTOBOTO MOJIS.
[lepBast cTpoka kaxaoro ab3ana HauMHAeTCAd Ha paccTosHuu 1,25 cM OT JeBoi
I'PaHUIBI TEKCTOBOT'O MOJIS.

PexBusur 11 - oTMeTKa 0 HAJIMYNH NPUJIOKEHU I

OTmMeTka 0 HaJIWYUU  NOPWIOKEHUH  Hcmodb3yercs 1Opu  o(OpMIIEHUU
CONPOBOJUTEINIBHBIX IMHCEM M IPUIIOKEHUN K PELICHUAM, IPUKA3aM, PaCIOPSIKECHUM,
IJIaHaM, IporpaMMam, OTYeTaMm, J0roBOpaM, IIOJIOKEHUSAM, IPaBWIAM, HHCTPYKLUSAM
U IPYTUM JOKYMEHTaM.

B nucpmax oTMETKa 0 HATMYUK TPUII0KEHUN 0OpMITSIETCSI IO TEKCTOM JOKYMEHTa
OT IPAHMIIBI JIEBOTO MOJIsl OoJiee MeskuM mpudrom, nepea 12 nr. Ecnu TekcT npunoxkeHus
3aHMMaeT OO0JIbIIe OAHOU CTPOKH, TO TEKCT MPUIOKEHNUE 0POPMIISETCS BUCSUYEH CTPOKOM.

Ecnu npunokenue 0gHO, TO OHO HE HyMepyeTcs. Ecin npuitoKeHnid HECKOIbKO, TO
CJIOBO «IIPWJIOKEHUEY MUILIETCS B €IMHCTBEHHOM YHUCIIE, KaXK10€ IPUIOKEHUE HYMEpPYyeTCs
Y MEXJy HAMMEHOBAHUSMH CTaBUTCS 1O 6 IIT, HAITpUMED:

[Ipunoxenne: MHCTPYKIMS MO AeTONPOU3BOACTBY B [IpakTHUKO-OPHEHTUPOBAHHOM CTYAEHUYECKOM KityOe
«CamoymipaBnenue BHe rpaHui Ha 70 1. B 1 9K3.

Ecnu npunoxeHnueM K JOKYMEHTY SIBIISIETCS YTBEP)KIAeMblid JOKYMEHT (ITOJIOKEHHUE,
npaBuiia, MHCTPYKIUS M Jp.) B BEPXHEM IMPABOBOM YINIy HPOCTABIAETCS OTMETKA O
OPUJIOKEHUHU, HUXKEe — Tpu( YTBEpXKIEHHUs ITOKyMeHTa. B oTMeTke 0 NpUIIOKEHUU
YKa3bIBa€TCs HaMMEHOBAaHHWE BUJA OCHOBHOIO JOKYyMEHTa, ero ngara u Homep. CioBo
«IIpunoxenne Noy nuiryT 6€3 KaBbIYEK, HAITPUMED:

[Tpunoxenue Ne 1

YTBEPXJIEHO
pEIIEHNEM 3aMECTUTEINS PYKOBOIUTENS
ot 22.12.2020 Ne 11/0-02

PexBu3ur 12 — AOJIZKHOCTD JIMIIA, MOANMMACABIICIO JOKYMEHT
HanmenoBanue AOJDKHOCTH  JIMIa, IIOAMNMMUCABIICTO JAOKYMCHT, YKa3bIBACTCA

B OJJaHKaxX IIMCEM JOJDKHOCTHBIX JIMII, MMCIOIHMX IPAaBO MCIOJH30BaTh JOJKHOCTHBIC
OJIAHKH.
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PexBu3ur 13 — moanmuch A0JKHOCTHOIO JIUIA

B coctaB pexkBu3uta «Iloammch JOMKHOCTHOTO JTUIIAY BXOIST:
a) HANMEHOBAHUE JTOJDKHOCTH JIUIIA, MTOAMUCABIIETO JOKYMEHT;
0) TUYHas MOJIINCH;

B) paciudpoBKa NOAMUCH (MHULUAIIBI, (DaMUIIHS).

Hanpumep:

PykoBoaurenn JUYHASL NOONUCH JI.B. Anamckas

[Ipyn noanucanuy TOKYMEHTA HECKOJIBKUMHU JOJKHOCTHBIMU JIMIIAMH, UX TOAIUCH
oOpMIIIIOTCS OFHA TOJI JAPYrod B IIOCJIEIOBATEIBLHOCTH, COOTBETCTBYIOIICH CTaTyCy
JOJKHOCTH (OT BBICIICH K HHU3IIICH).

[Tpu moamucaHuy JOKYMEHTA JIMIIOM, UCIIOJTHSIOMUM OOS3aHHOCTH PYKOBOIUTEIIS
CTPYKTYpPHOTO  TojApa3AeiicHuss (WM  BPEMEHHO  HCIIOJHSIONIMM  O00S3aHHOCTH
PYKOBOJUTENSA CTPYKTYPHOTO TOApAa3eieHus), MOANUCh, OGOpPMIISIETCS C yKa3aHHEM
cTaryca JOJDKHOCTHOTO JIMIA B COOTBETCTBHUM C ACUCTBYIOIUM Pemenrem.

CrnoBa «HCIIOJHSIONIUN 00S3aHHOCTH», BPEMEHHO MCIIOJHSIOMNNA OO0S3aHHOCTH
MUIIYTCS TTOJTHOCTBHIO.

PexBusur 14 - rpud coriiacopanus

CorynacoBanue MpoeKTa JTOKYMEHTa C JPYTUMH PYKOBOJAUTEISIMU, HHTEPECHI
KOTOPBIX B HEM 3aTPAruBarOTCsA, OPOPMIISIOTCS TPUGPOM COTIIACOBAHMSI.

[IpoekT mOKyMeHTa MOKET OBITh COIJIACOBAH HEMOCPEACTBEHHO OJKHOCTHBIM
JUIOM.

['pud cormacoBanusi odopmisiercss Ha OOOPOTHOM CTOPOHE MOCIEIHErO JIUCTa
JIOKYMEHTA B JIEBOM HUKHEM YIIIY.

Ecnu cornmacoBanue OKyMEHTa OCYIIECTBIISIETCS HECKOJBKUMHU JIOHKHOCTHBIMHU
JUIAMHM, WX TOAMHCH B JIUCTE corjacoBaHus OQOPMIISIIOTCS OJIHA TMOj Jpyrou
B TI0CJICIOBATEIILHOCTH, COOTBETCTBYIOIICH CTATYCy JTOJDKHOCTH (OT BBICIICH K HU3IICH).

I'pud cormacoBanusi BkIOuaeT B cebst cioBo «CoriacoBaHo» (MPOMUCHBIMU
OykBamMH 0e€3 KaBbIYEK), HAUMEHOBAHUE JOJKHOCTHU JIMIA, C KOTOPHIM COTJIACOBBIBAETCS
JOKYMEHT (BKJIIOYasi HAUMEHOBAHUE CTPYKTYPHOIO MOAPA3ACICHUS), JUUYHYIO MOJIIKUCH,
pactndpoBKy MOANUCH (MHUITUAIBI, (DaMUITUIO) U ATy COTJIACOBAHUS, HAIIPUMED:

COI''TACOBAHO:
PykoBoaurens

JI.B. Anamckas
«28» nexabdps 2020 r.
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PexkBu3ur 15 - oTMeTKa 00 HCIIOJIHUTEJIE

OTMeTKy 00 HCIIOJIHUTENIE PACIoNIaraloT Ha JIMIEBOH CTOPOHE IMOCIEAHETO JHUCTA
JOKYMEHTa B JICBOM HWKHEM yriry Oosee MenkuM mpudrom (kerib — 10,5).

OtmeTka 00 UCIOJIHUTENE TIOKYMEHTa BKIIIOUAET B Ce0s CIEYIONINE SIEMEHTHI:

a) (hamMuInIo, UMSI U OTYECTBO UCTIOJIHUTENS TOKYMEHTA,

0) HoMep TenepoHa UCTIOJTHUTETIS.

Hanpuwmep:

CanexernuHoBa AnnHa PugatoBHa
+7 (9**) *kk_kk_kk

3.4. IIpaBuia pacrionoXeHusl pEKBU3UTOB Ha JOKYMEHTE

3.4.1. Ilpu pacnoyioKEHUH PEKBU3UTOB HA JIOKYMEHTE HCIOJIb3YIOT BOCEMb
noJioXKeHuil Tabysnaropa. [Ipu 3ToMm cuet BeAETCs OT TPaHMIIBI JIEBOTO TOJIS.
PeKkBU3HUTHI HA JOKYMEHTE PacIoararTcs CIeAYOIM 00pa3om:

HyuneBoe noJsio:kenue tadysasitopa:

a) HAMMEHOBaHUE OPraHU3aLUN;

0) cipaBOYHBIC JaHHBIC 00 OpraHU3AINY;

B) BUJ] IOKYMEHTA,

T') CCBUTKA Ha UCXOSIINI HOMEp M JaTy JOKYMEHTA aJpecaHTa;
1) HANMEHOBaHUE JIOKYMEHTA;

€) TeKCT (KpoMe Havayia a03a1ieB);

) OTMETKA O HAJTUYHUH MPUII0KECHHUI;

3) JOJKHOCTH JIUIIA, TIOIMMUCABIIETO IOKYMEHT WJIH 3aBEPSIOIIETO TOKYMEHT;
n) rpud cormacoBanus (Kpome pacmuGpoBKU MOAIUCH);

K) BU3a (KpoMe pacuin(poBKU MOAUCH);

J1) OTMETKA 00 UCIIOJTHUTEE;

M) OTMETKa 00 UCIIOJTHEHUH IOKYMEHTA,

H) BTOpO# Tpu@ coriacoBaHus.

IlepBoe nosoxenue tadyasiropa 1,25 cm:
Hayasio ab3a1eB B TEKCTE (B TOM YHCII€ U HyMEPOBAHHBIX).

Bropoe noJio:xxenue Tadyasaropa 4 cm:
a) pErUCTPAIIMOHHBIN HOMEp JOKYMEHTA,
0) pacuudpoBka HamMuIru B IepBOM I'prd)e COrIACOBAaHUS U BU3€ IOKYMEHTA.

Tperbe mosoxkeHue TadyasaTopa 6 cm:
UCIIOJIb3YIOT /IS COCTaBJICHUS TAOJIHII.
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YeTBepToe moJioxkenue tadyasaropa 9 (9,5) em:
ampecar (KaKIbIi JIEMEHT PEKBH3MTA II€UATAI0T HA OTAEIbHON CTPOKE).

IIsaToe moJioxkenue Tadyaaropa 9 (9,5) cm:
a) rpud yTBEPKICHUS;
0) Haamuck «IIpunoxxenue.

IlecTroe moJsio:keHue Tadyasitopa 12 cm:
pacundpoBKa MOAMKUCH BO BTOPOM I'pU(e COracoBaHus;

Cenbmoe nosoxenune Tadyasaropa 14 cm:
HYMEpaIMOHHBIH 3aroJIoBOK B TaOJUIIE.

3.4.2. Ucnonb30BaHue NpoOEoB:

Hepa3zpbiBHbIe TPOOEITHI YIIOTPEOISIOTCS:

- mocJie 3Haka HoMep «Noy, Harpumep: Ne 4;

- [IOCJI€ YUCIUTENbHBIX, HanipumMep: 15 gespaiist 2021 r., 5 ThIC. pyoOIeii;

- MEXy MHHIHaaMu U pamunueit, Hanpumep: E.A. bopucosa.

[TpoGenbl OTCYTCTBYIOT:

- Mex 1y nHuManamu, HarnpuMmep: H.K. OBunHHUKOB;

- MEXy HOMEPOM JIOKYMEHTa U €ro WHAeKcoM, Hanpumep: 7/0-01;

- I0CJIE€ COKpAIlEHU, Hanpumep: 1.1, 4.3.

3.4.3. MakcuMasnpHas JJIMHA CTPOKH MHOTI'OCTPOYHBIX PEKBU3UTOB — 28 MEYATHBIX
3HAKOB.

3.4.4. Eciu 3arojloBOK K TEKCTy NpeBbIAeT 12 cMm, TO €ro CTPOKYy CIeayeT
NEPEHOCUTD Ha CIIEAYIOIIYIO.

3aroJoBOK K JIOKYMEHTaM, O(OpPMJIEHHBIM Ha OJlaHKax ¢ MPOAOJIbHBIM
PacCIOJIOKEHUEM PEKBU3UTOB, BBIPABHUBAETCS IO LIEHTPY.

3.4.5. PexBU3UTHI JOKYMEHTOB, COCTOSIIINE M3 HECKOJIBKUX CTPOK (KpOME TEKCTa),
neyaTaroTcs 4epe3 OAMHAPHBIA WHTEpBal CTPOYHBIMM OyKBAMH, HAlpUMEP PEKBU3UT
09 «HanmeHoBaHue TOKYMEHTa», €CIIA OH COCTOUT U3 HECKOJIBKUX CTPOK.

3.4.6. CocTaBHBIE YaCTH OJIHOTO PEKBU3UTA MEUATAIOT YEPE3 OJMHAPHBIN MHTEpBAJ,
1o 6 NT MEXAy CTPOYKaMU, HaIIpUMEP COCTaBHbIE YacTH pekBu3uta 07 « Axpecary.

3.4.7. Mexny pexkBu3uTamu craButcs 18/24/36 nT, B 3aBUCHMOCTH OT WHTEpBaja
OCHOBHOI'O TEKCTa JIOKYMEHTa U CaMOr'0 PEKBU3HTA.

3.4.8. TekCcT TOKYMEHTOB PEKOMEHAYETCs Mevararh Ha OaHkax ¢opmarta A4 depes
1-1,5 MeXCTpOYHBIX UHTEpPBAJIA.

3.4.9. Eciu B TekcTe AOKYMEHTa HMEIOTCS NpPUMEYaHHWs WM BbIACJICHHAs B
CaMOCTOATENLHBIN a03al] CChUIKa Ha JOKYMEHT, MOCIYXKUBIIMNA OCHOBAaHHMEM K €ro
u3nannio, 1o cioBa «lIpumeuanue» m «OcHOBaHWE)» MEYATAIOTCS OT JIEBOW TI'PAHUIIBI
TEKCTOBOI'O IOJS.

3.4.10. Ilpu wm3roTOBICHHM JTOKYMEHTOB Ha JIByX U 0oJiee CTpaHHUIAX, BTOPYIO
U TOCJEAYIOIIME CTpaHHIbl HyMepyroT. Homepa cTpaHull mpocTaBisitoT mocepeauHe B
BEpXHEM KOJIOHTHUTYJIE apabckumu nmudpamu, pasmep mpudta 12.
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4. TIOAI'OTOBKA 11 O®OPMJIEHUE
OTAEJIbHBIX BUJOB AOKYMEHTOB

4.1. Pemeunue

4.1.1. PemeHnne — HOPMATHMBHBIN JOKAJIbHBIN aKT, NPUHUMAEMbIA €IUHOJIUYHBIM
OpraHOM B IIEJISIX pa3peiieHust Hanbosee BaXKHBIX BOMPOCOB JIESITEIILHOCTH.

4.1.2. Peuienue no cojiepKaHuio U crocodam oQpopMiIeHUS MOAPa3AeIIIOTCs:

a) IO OCHOBHOM JIESTEIIbHOCTH;

B pemeHusx 0O OCHOBHOW JESITENBHOCTH PEIIAIOTCA BOIPOCHl MPAaKTHUKO-
OpPUEHTUPOBAHHOW, OpraHu3almoHHON aestenbHocTH, pazsutus [10 CK «Camoynpasnenue
BHE IPaHUI U T.II.

0) MO TUYHOMY COCTaBY;

Pemiennsi 10 JMYHOMY COCTaBy pEryJUpPYIOT Ha3HAUYEHUs, HWCKIIOYEHHUS,
COBMEIIIEHHE, MTepeBo, ocBoOoxIeHre auuHoro coctaBa [10 CK «CamoyrmpaBieHue BHE
TpaHuIy.

4.1.3. Pemenus, Hy)KJalomuyecs B U3MEHEHUU (JIOMOJIHCHUH) WIM OTMEHE, 0O
NPU3HAHUU YTPATUBIIMMU CUITY, MOJIEKAT U3MEHEHHIO (JOMOIHEHUIO) UM OTMEHE, JIM00
MPU3HAHUU YTPATUBIIUMHU CHITY ITyTEM U3JaHUS PEIICHUS.

N3meHeHHusT WM JOMOJIHEHUSI BHOCATCS TOJBKO B TIEPBOHAYAIBHO H3JAHHOE
peuienue. BHeceHne U3MEHEHN WM IOTIOJIHEHUH B PEIIEHNE O BHECEHUU U3MEHEHUN WIIN
JIOTIOJIHEHU M HE IOy CKAETCH.

4.1.4. Pemenne neuataetrca Ha yrBepxaeHHOM Onanke 10 CK «Camoymnpasienue
BHe rpanuly (mpwiokenue Ne5). Mcmonb3oBaHue OJaHKOB MPOM3BOJIBHON (POPMEI
3ampeIaeTcs.

4.1.5. Perienre JOMHKHO UMETh YCTAHOBJICHHBIN KOMILIEKC 00s3aTEIbHBIX PEKBU3UTOB
U CTAOWIIbHBIN TTOPAJIOK UX PACTIOTIOKEHUS:

a) Jlata JOKyMEHTa;

JlaToil pelmeHus sABISETCS Jara €ro NoANUCaHMs. PerieHue BCTymaeT B CHILY
C MOMEHTA €ro MOANUCAHUS U PETUCTPALMH, €CJIU B TEKCTE HE OFOBOPEHBI JPYTUE CPOKHU.
JlaTy penieHust MOXXHO 0(hOPMIIATH Kak ITU(POBBIM, TaK U CIOBECHO-IIU(PPOBBHIM CITIOCOOOM.

0) perucTpalOHHbIN HOMEpP T0KYMEHTA;

PeructpalliOHHBIM ~ HOMEPOM  DEIICHUs  SBISETCS  MOPSIAKOBBIA  HOMED,
MPUCBANBAEMbI U3 PETUCTPALMOHHOTO MACCHUBA MO KaXJOMYy BUAY PEUICHUS OTAEIbHO
B Mpejenax KaJleHJapHoro rojia v AOMOJTHEHHBIA OYKBEHHBIM WHEKCOM, 0003HAYAIOIUM
NPUHAJIEKHOCTh K ONPEEICHHOMY BUly PELIEHUSI U MECTY PETUCTPALIMH.

B) HAUMEHOBAHMWE MO0 aHHOTAIUS JOKYMEHTA (3aroJI0BOK K TEKCTY);

HaumenoBanue nubo0 aHHOTAIMsl (3aroJIOBOK K TEKCTY) PEIIEHUS COCTaBIISIETCS
JIUIIOM, TIOATOTOBUBIIMM TIPOCKT pEHIEHUs, U JOJDKHO KpaTKO W TOYHO OTpa)kaTh
COJIepKaHUE TEKCTA.

Perienns o OCHOBHOM JEATEILHOCTH U 10 JINYHOMY COCTaBY aKTUBUCTOB U YJICHOB
[I0 CK «CamoynpaBieHUE BHE TpPaHMUID JAOJDKHBI UMETh HAUMEHOBAHHUE, KOTOPOE
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HaynHaeTcst ¢ npenajora «O (O0)». Hampumep: O6 yrBepxkaenun..., O0 opranmsaiuu...,
O co3nanuu ..., O Ha3HAYEHUH ..., O HAIIPABJICHUU B ...

3arosioBOK K pEILIECHUIO Te4YaTaeTcs 4epe3 OJMHApHbIM uHTepBai, 24 (36) nrt or
«Mecta cocTtaBiieHus (M30aHus) TOKYMEHTa», CTPOYHBIMH OyKBaMHy, HAUMHAsl C MPOMHUCHOM,
0e3 KaBbIYeK MOy KUPHBIM MIpUpTOM Ne 14 1 BIpaBHUBAETCS 110 HEHTPY TEKCTOBOTO MOJIS.

I') TEKCT JOKYMEHTAa;

B TekcTax pelieHus JOJDKHBI yHOTPEOJIATHCA TOJIBKO OOIIEHNPUHATHIE B PYCCKOM
A3bIKE 0003HAYEHUS], TEPMHUHBI U COKPAIICHMUS.

[Tpu HEOOXOAMMOCTH YIIOTPEOIEHUS COKpAIlEHUs (COKPAIIEHHOTO HANMEHOBAHMsI) B
TEKCT€ CHayaja MHILIETCS IOJIHOE HAMMEHOBAaHHWE, a 3aTéM B CKOOKax Jaercs €ero
COKpalieHue (COKpallleHHO€ HAaWMEHOBAaHUE), 3a MCKIIOYEHUEM OOUICPUHATHIX
COKpAaIICHUU.

TekcT pemeHus, Kak MpaBUilo, COCTOUT U3 KOHCTATUPYIOLIEU U PaCIOpsAAUTEILHON
yacTel, HHOTJa — TOJIBKO U3 pacIopsAUTEIIbHOM.

B koncrarupyromeil yactu (mpeamOyiie) KpaTKO H3JIaraioTcs LelMu U 3aJadu
IOPEIIUChIBAEMBIX JAEUCTBUMA, (PaKThl WM COOBITUS, MOCITYKUBIIUE MPUUMHON H3JaHUS
pemenusi. OHa MOXET HaUMHAThCS ciioBaMU «B nemnsx», «Bo ucnogHeHue» u T.1.

Ecnu pemreHne HW34aeTcsi Ha OCHOBAaHHWM JIPYTrOro JIOKYMEHTa, TO B IpeamOyie
YKa3bIBACTCS BHUJ JTOTO JIOKYMEHTa B POIMUTEIBHOM IAAEXKeE, €ro aBTOp, Aara, HOMEP
Y HAaUMEHOBaHUE, HallpUMeEp:

B coorBerctBum ¢ myHkToM 5.3.6. Ilonmoxkenust o IIpakTrko-opueHTUPOBAHHOM
cTyleHueckoM kiyoe «CamoymnpapieHue BHE rpaHuiy v nmyHkToMm 8.1. [MonoxeHus o0
YIIpaBiIeHUH IEIaMH ...

[IpeamOysna OkaHUKMBAETCS CIOBOM «O O 51 3 bl B @ 10:», KOTOPOE MUILIETCS B Pa3PSAIKY
Ha 4 NT CTPOYHBIMU OyKBaMU 0€3 KaBbIUEK, U CTABUTCS IBOCTOUHE.

[TpeamOyna MOXKET OTCYTCTBOBAThH, €CJIU MPEANUCHIBAEMbIC JCHCTBUS HE HYKTAFOTCS
B pa3bsCHEHUH. TEKCT penieHus B TAKUX CIydasX HaunHaeTcs co cyioBa «O 6 51 3 bl B a 100,
KOTOpO€ MHUIIETCS B pa3psAaKy Ha 4 OT CTPOYHBIMM OyKBaMH O€3 KaBbIU€K, HauWMHAas
C IIPOINIUCHOM, U CTABUTCS IBOETOYME.

B TekcTe pacnopsaauTenbHON YaCTU PELIEHUS YKAa3bIBAKOTCS:

- UCIIOJTHUTEIIH;

- KOHKPETHBIE JICVCTBUS;

- CPOKH HCTIOJIHEHUS TPEANUCHIBAEMBIX IEUCTBUM.

TekcT pacnopsAUTENbHONM 4YacTU JENWTCS Ha MyHKThL. IIyHKTBI HyMepyroTcs
apaOckumu udpamu.

[IyHKTBI, KOTOpBIE  BKJIIOYAKOT  PACIHOPAAMTEIBHBIM  XapakTep, HOCALINE
yIpaBJICHYECKHE IEUCTBUS, HAUMHAIOTCS C TJ1arojia B HeonpeaenaeHHon Gpopme, Hanmpumep:

O0a35bIBaI:;

1. Co3nath B CTpyKType YTpaBieHHs JeaMu pabouue TPyMIbl MO pa3paboTke
JIOKYMEHTOB M aHAJIUTHUKE.
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Ecnu 3aganume wiam  jAeiicTBUE OpeanonaraerT KOHKPETHOTO — MCHOJHUTENS,
COOTBETCTBYIOIIUNA TMYHKT pEIICHHUs JODKEH HAYMHAThCS C YKa3aHUs JIOJDKHOCTH
1 haMUIUU ¢ MHUIMANTaMHU (1ocie (paMuInK ) UCTIOTHUTENS B AaTeIbHOM Najiexe (KoMy).

Ecnu He00X0IMMO OTHOMY UCIIOJIHUTEIIO JINOO KOJUIETHAIbHOMY OpPraHy MOpy4YUTh
HECKOJIbKO 3aJaHuH, TOJIEKAIIUX UCIIOJIHEHUIO B OJIUH U TOT K€ CPOK, TO OTBETCTBEHHOT'O
UCIIOJIHUTENS U CPOK YKa3bIBAIOT OJMH pa3 B OCHOBHOM ITyHKTE, a MOPYUYEHHUS BBIJEISIOT
B OT/ICJIbHBIE TIOJITYHKTHI.

Ecnn Heo0XoIMMO 0JJHOMY UCIIOJTHUTEIO JTMOO KOJUIETHaIbHOMY OpPTraHy HOPYYUTh
HECKOJIbKO 3aJ]aHui, MOJJICKAIIUX HCIOJHEHUIO B Pa3HbIe CPOKU, TO OTBETCTBEHHOI'O
UCIIOJIHUTENI YKa3bIBAIOT OJMH pPa3 B OCHOBHOM IYHKTE, a HCIOJHEHHUS BbIJICISIOT
B OT/ICJIbHBIE TIOJITYHKTBHI.

Ecnu pemieHne OTMEHSET WM MPU3HAET YTPATHUBUIMM CHILY, H3MEHSIET WU
JIOTIOJNIHSIET paHee U3AHHOE PEUICHUE UM KAKUE-TO €r0 MOJO0XKEHHUS, TO OAUH U3 IIyHKTOB
pacnopsAIUTEIbHON YaCTH TEKCTa PEUIEHUs JOJDKEH COJIEpKaTh CChUIKY Ha OTMEHSIEMOE
(mpu3HaBaeMoO€ YTPATUBIIMM CHIIy) WIH U3MEHSIeMOE (JOMOJHAEMOE) pelieHue (IMyHKT
pelieHus) ¢ yKka3aHueM ero aBTopa, 1aThl, HOMepa 1 HauMEHOBaHUSI.

Texkcr mNyHKTa [JOJDKEH HauyMHATBhCS cioBaMu  «OTMeHuTsh...», «lIpusHaTh
YTPaTUBILIUM CHUITY...», «BHECTH nu3menenue(-s1) (qonosHeHue(-s1)) B peIICHHE. . . ».

B nocinenHeM TyHKTE pacHoOpsAMTENbHOM YacTU PEIICHUS  YKa3bIBAETCS
JOJKHOCTHOE JIMIIO0, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb MCIOJIHEHUSI PELICHUS B LIEJIOM,
HaIpuMep:

1. KoHTpoJib 32 UCTIOJTHEHUEM PEILICHUS OCTABJIAIO 3a CO00M (MM ... BO3Jarao Ha ...).

TekcT otnensercss oT HauMeHOBaHus pemieHus 18 (24) nr, medaraercss yepes
OJIMHAPHBIH (TIOJTYTOPHBIN ) HHTEpBAI peKoMeH1yeMbIM mpudToM Times New Roman Ne 14
(mmst opopmieHust TabnuIHBIX MaTepuanoB — mpudt Ne 12, romoBka tabnuia — Ne 10) u
BBIPABHUBAETCSA IO MITUPHUHE TEKCTOBOTO ToJis. [lepBast cTpoka kaxaoro ab3aia HauUMHAETCS
C MIepBOro MojoxKeHus Tadynaropa (1,25 cM) OT jeBoit rpaHUIbl TEKCTOBOTO MOJS.

I') MOANMCAaHUE IPOEKTA PEIICHUS;

[Tonmuce COCTOMT W3 HAWMMEHOBAaHUS JOJDKHOCTH JIMIIA, MOJAMKCHIBAIOIIETO
JIOKYMEHT, JIMYHOU TOITUCH, pacu(OPOBKU MOATUCH (MHUIHAIIHI, (PaMUITHS).

HaumenoBaHue 10KHOCTH JIUIA, TTOAMKUCHIBAIOIIETO PEIICHUE, TIEYaTaeTCs OT JIEBOM
I'PaHUIIBI TEKCTOBOTO ITOJIS, MHUIIUAJBI U (paMUIIHS — OT TIPABOM TPAHHUIIBI TEKCTOBOTO TTOJISL.
[lognuce oTaenserca OT TeKCTa pacnopskeHus 18 nr.

[Tonnucanue pemeHnii OCyIeCTBISIOT PYKOBOAUTENb, 3aMECTUTEIh PYKOBOIUTEIIS,
npencenarens [10 CK «CamoynpasieHre BHE TPaHUID) WIH JTOJKHOCTHBIC JIMIA U3 YUCIIa
yieHoB [lpaBnenus, oOmajmaronue NpPaBOM TOJIMUCH B COOTBETCTBHH C pEIICHHEM
O JICJIETUPOBAHUU OPTaHU3AIMOHHBIX TOJHOMOYWN, TMOAMKUCHIBAIOIINE pEIICHUE TI0
COTJIACOBAHUIO C BBIIIECTOAIIMMU JOJIKHOCTHBIMU JIMIIAMH.

J1) OTMETKA O HAJTMYHUH TTPUITOKEHUH.

Ecnmu pemenne mmeeT NPWIOKEHHs, TO B TMPAaBOM BEPXHEM YTy MPUIIaraeMbIX
JOKYMEHTOB, OT IISITOro MojoxeHus tadynsaropa (9/9,5 c¢cMm) MomKHO OBITH HaledaTaHoO
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cioBo «IIpunoxenue No» (Bkito4asi 3HaK HOMEpa) ¢ YKa3aHHEM BUJIa pACHOPSIUTEIHHOTO
JIOKyMEHTa, €r0 aBTOpa, AaThl, HOMEpa, HAIPUMED:

[Ipunoxenue
K pelIeHUIO TIpeaceaaTens
ot 24.03.2021 Ne 66/11¢c-04

4.1.6. TlogroroBka perieHus: BKIIOYAET B ceOs:

a) cOop HEOOXOIUMBIX CBEJICHUIA;

[IpoexThl pemieHui paszpabaThIBAIOTCS YIpaBiIeHUEM JeJlaMHi, 0OECIeYUBAIOIIUM
OpPraHu3alyi0  JICJIONPOU3BOJICTBA, IO MOPYYECHHUIO PYKOBOAMUTENS, 3aMECTHUTENS
pykoBogutena win npeaceaarens [10 CK «CamoynpaiieHHe BHE TpaHUID), UMEIOIINX
MpaBO TOJAMHUCU PEIICHUH, JUO0 MO COOCTBEHHONW WHUIMATHBE HA OCHOBaHUU
COOTBETCTBYIOIIETO JOKYMEHTA (JJOKYMEHTOB).

[lepen pa3paOoOTKON MPOEKTa PEIICHHs TIIATEILHO W3YYarOTCs 3aKOHOJATEIbHBIC
akThl Poccuiickoi ®@enepanuu, Jokaiabubie HopMaTtuBHbIE akThl [10 CK «CamoynpaBienue
BHE TPAHUL, SBJISIONIMECS OCHOBAHUSIMU K U3/IAHUIO PEIICHUS.

0) MOATOTOBKY M COTJIACOBAHKE MPOEKTA PEIICHHUS,

B) MOJIMHUCAHKE MPOEKTA PEIICHHUS;

') PETUCTPALIMIO PEILIECHUS.

4.2. Pacniopsixenue

4.2.1. PacniopspkeHrne — 3TO HOPMATHBHBIN aKT, MPUMEHSEMBIA PYKOBOJIUTEISIMH
ctpykTrypHbIX noapazaeneHuit [10 CK «CaMoynpaBieHue BHE TpaHUID B IIpe/iesiaX CBOMX
KOMIIETEHIINI, HA OCHOBaHUHU U BO ucnoiHenue [lonoxenns o 1O CK «CamoynpaBienue
BHE TPaHUID.

4.2.2. PaciopsikeHus 0 COAEPKAHUIO U croco0aM 0ohOopMIIeHUS OBIBAIOT JBYX
BUJIOB:

a) II0 OCHOBHOM JI€SATEIIbHOCTH;

B pacniopspkeHHsX 110 OCHOBHOW JIEATENIBHOCTH PEIIAIOTCS BOIIPOCHI OPraHU3aMOHHON
NEATEeIbHOCTH U pa3BUTHUS cTpykTypHOro noapazaenenus [10 CK «CamoynpaBieHue BHE
IpaHUL.

0) MO TUYHOMY COCTaBY;

PacnopsbkeHust 0 JTMYHOMY COCTaBY, MOOILIPEHUN AKTUBUCTOB U CTOPOHHHKOB
ctpykrypHoro noapasaenenus [10 CK «CamoynpaBieHue BHE TpaHUL.

4.2.3. Pacnopsixenue odopmisieTcss ¢ CoOMoAeHUEM TpeOoBaHUN OQOpPMIICHUS
peuieHuid, 3a  HCKIIOYEHHEM TOro, YTO  KJIIOYEBBIM  CIOBOM,  OTJEJISIONIUM
KOHCTAaTUPYIOUIYK0O  4YacTh TEKCTa OT  pAaCHOPANMUTEIIbHOW,  SIBISETCS  TJIaroi
«PacCIOPsHKAIOCHY, «PACTIOPSAIUIICS, «PACTIOPSIUIACEY, «PACTOPAIUIUCHY.

4.2.4. PaciopspKEHUS TEYaTalOTCs Ha YTBEPKIAEHHOM OOIIEM MPOJIOTBHOM OJIaHKe
[1O CK «CamoympaBienue BHe rpaHuipy (mpuiaoxenue Ne 6). HMcnonb3oBaHue OJaHKOB
POU3BOJILHON (DOPMBI 3aperaeTcs.
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4.3. Tlomoxeunue

4.4.1. Tlonoxenue o IIpakTUKO-OPUEHTUPOBAHHOM CTYACHYECKOM KiyOe
«CamoynpaBlieHUE BHE TpaHUL» SBISAETCA JIOKAJbHBIM HOPMAaTHUBHBIM aKTOM
[10O CK «CamoympaBiieHHE€ BHE TPaHMID», YTBEPKIAEMbIM PYKOBOJACTBOM (DHHAHCOBOIO
YHUBEPCUTETA.

[Tonoxenne 110 CK «CamoynpaBiieHUE BHE TPAHUID):

a) npuaumaetcsi Ha [lnenyme IlpaBnenus uienos [10 CK «CamoympaBieHue BHE
IpaHuUL;

0) moanuceiBaercs pykooauteneM u npencenarenem 110 CK «Camoynpasienue
BHE TPaHUL.

[TonoxxeHne — NOKYMEHT, YCTaHABIUBAIOIIUNA CUCTEMHO CBS3aHHBIC MEXIY COOO0M
npaBwia Mo BompocaMm, oTHeceHHbIM K komrereHuun [10 CK «CamoymnpaBieHue BHE
TPAHUID).

4.4.2. Tlonoxenue o crpykrypHom noapasaenenuu [10 CK «CamoynpasieHue BHe
rpaHul» SBISIETCA JIOKAIbHBIM HOpMaTuBHbBIM akToM [IO CK «CamoynpasneHue BHE
TPaHUL, YTBEPXKAAEMBIM  INpEJICENaTeIeM WM  3aMECTUTEIEM  PYKOBOJIUTEIS
u coryiacyeMmbIM ¢ 3aMmectutenem pykoBoautens 110 CK «CamoynpaBiieHre BHE TPaHUL.

4.4.3. TlomoxxeHUe YTBEPKAAETCS pEIIeHHEM U O(OpMIIIETCS Kak MHpPHUII0KEHHUE
K PEIICHUI0 Ha CTaHAApTHHIX Juctax Oymaru (opmara A4. Mcmons3oBanue OJIaHKOB
IPOU3BOJILHON (POPMBI 3ampeniaeTcs.

4.4.4. TlonoxeHue MNOHKHO HMETh YCTAHOBJIEHHBI KOMIUIEKC O00s3aTelbHBIX
PEKBU3HUTOB U CTAOMIIHHBIN TOPSAOK UX PACIOIOKEHUS:

a) OTMETKa O HaJIMYUU NPUJI0KEeHUHN (0(OPMIIEHHOTO KaK MPUI0KEHHUE K PEIICHHUIO);

OTMeTKa O HaJIMYMM YTBEP)KIAEMbIX MPWIOKEHUNW K PEIICHUI0 0hOopMIIseTCs
B IPaBOM BEPXHEM YTJIy B OIMHAPHOM MHTEPBAJIEC YTBEPKAAEMbIX TPHIIOKEHUH. OT MSTOro
ta0ynaropa (9/9,5 cMm) gomkHO OBITH HanedaTaHo ciioBo «IIpunoxenue Ney (0e3 KaBbIUEK,
BKJIIOYasl 3HAK HOMEpa, €CIIM MPUIOKEHUN HECKOJIBKO), ocie — 12 mr.

0) rpud yTBEpKICHUS;

Jnia nonoxenwusi, 0hOpMICHHOTO KaK MPUIIOKEHUE K PEIICHUI0, TpU( yTBEpKICHUS
cinoBo «Y TBEPXIIEHO» («YTBEPXIEHBI», «YTBEPXIEHA» u T.71.), corinacoBaHHOE
B POJI€ U YHCIIE C BUJIOM YTBEPKAAEMOT0 JOKYMEHTA, [1€4aTaeTCsl B OJJMHAPHOM MHTEpBAJIE,
no 6 NT MEXAYy COCTaBHBIMH YACTSIMH, C HPONUCHBIMU OyKBaMH OOBIYHBIM HIPHUPTOM
pazmepa Ne 14 Ge3 kaBbIUEK U BBIPAaBHMBAETCS IO JIEBOMY Kparo OT HSATOro Taldynsropa
(9/9,5 c¢m). Hmwke meyaraercs JOKHOCTh IOJANMKCAHTa CTPOYHBIMH  OyKBaMu
B UMeHuTenbHOM nazaexe, ero ®UO u gata yrBepxkaeHus. CocTaBHbIE YaCTH JAAHHOTO
PEKBHM3UTA NIEYATAKOTCS YEPE3 OJUH MEKCTPOUHBIM HHTEPBAJ, HAIIPUMED:

[Ipunoxenue

YTBEPXJIEHO
pelIeHueM
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3aMECTUTEN PYKOBOAUTEIA
oT Ne

B) BUJI IOKYMEHTA;

g nonoxenust, 0pOPMICHHOTO KaK MPUJIOKEHUE K PEIICHUI0, BUJ JOKYMEHTa —
cinoBo «ITIOJIOJKEHUME» mneuaraerca B paspsaaky Ha 4 1b B OJMHAPHOM HHTEPBAJIEC
IPOMUCHBIMA OYKBaMU TOJNY>XKUPHbIM IIpudtoM pazmepom Ne 14 0Ge3 kaBblueKk U
BBIPAaBHHUBAETCA MO LEHTPY, nepex 24(36) nr, nocine 18 (24) mr.

I') HAUMEHOBAaHKE TMOO aHHOTAIMs JOKYMEHTa (3aroj0BOK K TEKCTY);

HaumenoBanue n10o0 aHHOTAlMs (3arojOBOK K TEKCTY) IMOJOXKEHUS COCTaBISETCS
JUI0, TOJATOTOBHMBIIMM IPOEKT IOJOXKEHUSA, M JOJDKHO KpPaTKO M TOYHO OTpaKkaThb
COJIepKaHUE TEKCTA.

HanMeHoBaHuEe TOJOXKEHUS MEYaTaeTCs 4epe3 OJIMH MEXCTPOYHBIA MHTEpBaJ OT
pexBusuta «Bun noxkymenta» crpouHeiMu OykBamMu 0Oe3 KaBbluek, mpudrom Ne 14
Y BBIPAaBHUBAETCS 110 LIEHTPY TEKCTOBOT'O OJIS, HAIIPUMED:

HOJJOXEHMNE
0 NPOBeJIeHUM BHLIOOPOB NpeaceaaTe s
IO CK «CamoynpaBJjieHue BHe IPAHUID

[lonoxkeHne O CTPYKTYpPHOM IMOJPA3/IE€JICHNd HMEET HAUMEHOBAaHHE, KOTOPOE
HaunHaeTcss ¢ npemsora «O (O0)», nHampumep: OO0 yrBepaxaeHun Ilosoxkenus
YupasiieHus aeJIaMu.

1) TEKCT IOKYMEHTA;

B Texcrax mosjokeHuil JOJKHBI yHOTPEOIATHCS TOJIBKO OOILIETPUHSATHIE B PyCCKOM
A3bIKE 0003HAYEHUS, TEPMHUHBI U COKPAILICHHS.

[Tpn HEOOXOMMMOCTH yNOTPEOICHHS COKpAIeHUsI (COKPAIICHHOTO HAMMEHOBAHMS)
B TEKCTE CHayajla MHILIETCS IOJIHOE HAMMEHOBAaHME, a 3aTeéM B CKOOKax JlaeTcs ero
COKpalieHue (COKpallleHHO€ HAaWMEHOBAaHUE), 3a MCKIIOYEHUEM  OOIICIPUHATHIX
COKpAILICHU, HAIIPUMED:

«... B coorBercTBUU ¢ [lonoxenuem o [IpakTHKO-OPpUEHTUPOBAHHOM CTYJEHYECKOM
ki1ybe «CamoynpaBienue BHe rpanuiry oT 11.01.2023 (manee — IlomoxxkeHue
[1O CK «CamoynpaBieHHe BHE TPAHUID) ...»).

TekcT TOJIOXKEHHUS H3Jaraercs OT TPEThEro JHUIA E€OUHCTBEHHOTO WU
MHO>KECTBEHHOTO 4YHCJIa. B TEeKCTe HCMONb3YIOTCS CIOBA: «IOJDKEH», «CIEAYyeT»,
«HEOOXOIUMO», «3aMpellacTCs», «HE JOMyCKaeTCs», a TakkKe TIJaroisl B Qopme
HACTOAIIETO BPEMEHH, MPUIAONINE TEKCTY MIPEANUCHIBAIONIMN XapakTep, HalpuMep:
«YKa3bIBAKOTCS», «II€YATAIOT» U T.1.

KoHcratupyromnieil 4acTblo MONOXKEHUS CIYXUT pazfen «OOume MOoN0KEHUs,
B KOTOPOM YKa3bIBalOTCS OCHOBaHUS pa3pabOTKH, OCHOBHOE Ha3HAUYEHHUE HOPMAaTHUBHOTO
aKkTta 1 cdepa ero pacrnpocTpaHeHHUs, OTBETCTBEHHOCTh 3a HapyIIEHHWE YCTAHOBIEHHBIX
paBuI.
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OCHOBHOM TEKCT IMOJOKEHUSI MOXKET JEIUThCA Ha Pa3Aeiibl, MOJIPa3/IeIibl, MYyHKTHI
U MOJNYHKTHI. Pa3nensl J0MKHBI UMETh Ha3BaHUS U HYMEPOBAThCs apaOCKUMH LU(paMu.
[Tonoxxenune uMEIOT YHUGUIIMPOBAHHYIO CTPYKTYPY TEKCTA.

[TonoxkeHne 0 CTPYKTYPHOM MOJPA3AEIEHUN BKIKOYAET CIEAYIOIINE Pa3IeIIblL:

1. O01re monoKeHusI.

2. llenu u 3a1a4m.

3. [TomHOMOUMS.

4, PyKOBOJCTBO.

5. KanpoBoe obecnieueHue.

6. CtpykTtypa.

7. Ilopsimok peopranu3aiuu.

8. Ilopsimok BHeceHust namMmeHeHuii B [lonmoxenue.

TekcT mosoKeHns OTAEISAETCA OT 3arojoBKa 24 MT, MEYaTaeTcsl peKOMEHIYEMBIM
mpudrom Times New Roman Ne 14 gepe3 monTopa MEKCTPOUHBIX HHTEPBAJIA OT HYJIEBOTO
MOJIOKEHUS Ta0yIATOpa (JIEBOM TPAaHUIIBI TEKCTOBOTO TOJIS) M BRIPABHUBAETCS O ITUPUHE
TekcToBoro moJjisi. [lepBas cTpoka kaxaoro ab3alia HaAYMHAETCA C MEPBOTO MOJIOKEHUS
ta0ymnsitopa (1,25 cM) OT JieBOI TpaHUIIbI TEKCTOBOTO OIS,

€) HOJAMUCH JOJKHOCTHOTIO JIULIA;

[lognuch  MOJOXKEHUS  COCTOMT M3  HAWMMEHOBAaHUS  JIOJDKHOCTHM  JIMIIA,
MOAMUCHIBAIONIETO JOKYMEHT, JIMYHOW MOJMUCH, PacIu(@pPOBKU MOANUCH (MHUIIUAIBI,
bammms).

HanmeHoBaHuE MOJKHOCTH JIMIIA, MOAMMUCHIBAIOLIETO IMOJIOKEHUE, MEeYaTaeTCsl OT
JIEBOM IpaHUIIbI TEKCTOBOTO IMOJIsl, UHUITUAJBI U (haMUIIUs OT TIPaBOM IPAHUIBI TEKCTOBOTO
nonst. [loanuce oTaensercs OT TeKCTa NoJIoKEHHs 18 mT.

) BH3a (I TOJOXKEHUsA, O(GOPMIIEHHOTO KaK TMPUJIOKEHHE K PEIICHHIO,
oopMIIIETCSl HA PEIICHUN).

CoracoBaHue MPOEKTOB MOJ0XKEHUsT odopmisieTcss BU30M. Bu3bl cornacoBaHusi Ha
MPOEKTaX JOJPKHOCTHBIX HHCTPYKIUNA OOPMIISIOT B HHXKHEH 4acTH OOOPOTHOW CTOPOHBI
MOCJIEAHETO JIUCTA JOKYMEHTA.

CnoBo «CoriiacoBaHo» HE MUIIETCS.

4.4.4, TToarOTOBKA MOJIOKEHUS BKIIFOYAET B CEOS:

a) M3y4YeHHE CYIIECTBA BOMPOca U cOOP HEOOXOUMBIX CBEIACHUIA;

[IpoekThl  TOJIOKEHHMM  pa3pabaThIBAIOTCS  PYKOBOJMUTEISIMH  CTPYKTYPHBIX
MOAPA3ACICHU MO TNOPYUYCHUIO TIpelceaaresns, 3aMECTUTENs] PYKOBOJIUTENS WIIU
pykoBogutensa 10 CK «CamoynpaBieHue BHE rpaHUI B yCTaHOBIICHHBIN cpok. Ilepen
pa3paboOTKON TPOEKTa TMOJOKEHHS TIIATEIbHO M3YYAIOTCS 3aKOHOJATEIbHBIE AaKThI
Poccuniickoit ®enepanuu, YcraB M JIOKAJIbHbIE aKThl PUHAHCOBOTO YHHMBEPCHUTETA,
[Tonoxenue o IO CK «CamoynpaBieHre BHE TPAHUID).

0) MOATOTOBKY MPOEKTA MOJIOKEHHUS;

ObecrieueHne Ka4eCTBEHHOM MOATOTOBKH MPOEKTOB MOJIOKEHUIM U UX COTJIaCOBAaHUE
BO3JIaraeTcsi Ha pyKOBOJIUTEINIEH CTPYKTYPHBIX MOAPa3IeIE€HUM, KOTOPhIE TOTOBAT MPOEKTHI
MTOJIOKEHUM.
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[IpoeKThl TONOXKEHUI JOJKHBI pa3padaThiBaTbCsl B CPOK, YCTAaHOBJICHHBIN
npeJicenaTeneM, 3aMectTuresneM pykopoaurens win pykopogurenem 110 CK «Camoynpasnenue
BHE TPaHUID.

[Ipy HEOOXOAMMOCTHM BHECEHHS] HW3MEHEHUU (JOMOJHEHHI) B TMOJOXKEHUE,
YTBEPXKJICHHOE pEIIeHHEM, pa3padaThiBaeTCs MPOEKT PENICHUS O BHECEHHHM W3MEHEHMIA
(IOTOJIHEHM) B IPUIIOKEHUE K PEIICHUIO 00 YTBEPKICHUH MOTO0KEHUS.

[Ipu HEOOXOIMMOCTH OTMEHBI JTMOO MPU3HAHUM YTPATUBIIMM CHUIY TMOJOXKCHUS,
YTBEP)KJICHHOTO peIIeHUEM, pa3padaThiBaeTCsl MPOEKT pemieHuss 00 OTMeHe Jr0o
OpPU3HAHUM YTPATUBIIMM CHJIy peleHuss 00 yTBepKIeHMHM TMojoxeHus. Ecnu
pa3pabaThIBaeTCsl HOBOE MOJI0KEHHE B3aMEH CYILECTBYIOIIET0, YTBEPKAAEMOE PELICHUEM,
TO B OJHOM M3 ITYHKTOB PACIOPSIIUTEILHON YaCTH PEIICHHUs 00 YTBEPKICHUN TTOJI0KECHUS
JIOJKHA COACPIKATHCA CChIJIKAa HAa YTpaTHUBIIEE CUITY pElICHUE, KOTOPHIM MOJIOKEHUE OBLIO
YTBEPKIECHO.

B) MOAIMCAHUE TPOCKTA MOJIOKECHHUS;

[lonoxeHue  MOMKHO  OBITH  MOAMUCAHO  PYKOBOJUTEIEM  CTPYKTYPHOTO
MOAPA3JAEIEHUS, €CIIA PETVIAMEHTUPYET AESITENBHOCTh JAHHOTO MOJAPA3/ICIICHUs], a TaKXKeE,
€CJIM B 3aJlaud CTPYKTYPHOI'O MOJAPA3/ACIICHUS BXOJAT BOMPOCH], YKa3aHHBIE B 3ar0JIOBKE
K TEKCTY MOJIOKEHUS.

I') COTJIACOBAHUE MPOCKTA MOJOKEHUS;

[IpenocTaBineHre MPOEKTOB TMOJIOKEHUM Ha COTJIaCOBAHUE JIOHDKHOCTHBIM JIMIIAM
OCYIIECTBIISIETCS TOJIBKO TIOCNIE TMPOBEPKH MPABUIBHOCTH OQPOPMIICHUS TPOCKTOB
MOJIOKEHHH, KOTOpasi OCYLIECTBIISIETCS B CTPYKTYPHOM MOJIPA3ACIICHUHN, KYypUPYEMBIM
3aMECTHUTENIEM PYKOBOJIUTENS, 00€CIIEUMBAIOIIMM OPraHU3aIUIO 1EJI0MPOU3BO/ICTBA.

[IpenocraBieHrne MPOEKTOB MOJOKECHUM Ha TIPOBEPKY MPABHILHOCTH O()OPMIICHHUS
M Ha COrJAacOBAaHWE [IOJDKHOCTHBIM JIMIIAM  OCYIIECTBISETCS  HEMOCPEICTBEHHO
PYKOBOJUTEIAMH CTPYKTYPHBIX OAPA3AECICHUHN, TOATOTOBUBIINX MPOEKTHI MOJI0KEHUIA.

[Iponiecc coryacoBaHusi NPOEKTOB TOJIOKEHUW KOHTPOJUPYIOT PYKOBOJIWUTEIN
CTPYKTYPHBIX MOAPA3ACICHUMN, TOATOTOBUBIIHNE NPOEKTHI MOJIOKEHUH.

[TpoekTsl perieHuit 00 yTBEp>KAESHUHU MOJIOKEHHM MOMUCHIBAIOTCS JINOO:

1. 3amecturenem pykooaurens [10 CK «CamoyripaBiieHre BHE TPaHUID.

2. [pencenarenem [10 CK «CamoymnpaBieHre BHE TPaHUID.

3. JIuioM, OCyIIECTBISIONIMM 00Iee PYKOBOJCTBO NESATEIHHOCTH CTPYKTYPHOTO
nojApas3/eaeHus, MOATOTOBUBIIIETO MPOEKT PEIICHUS.

1) PETUCTPALIMS PEIICHUM MO YTBEPKICHUIO MOT0KEHUH.

[lonmucanHbie pemieHuss 00  YTBEPKACHUHM TOJOXKEHUM  PErHCTPUPYIOTCS
B YCTAHOBJICHHOM IOPSJIKE Y IPABICHUEM JIEJIAMH.

4.4. ITpoTokon

4.5.1. IIpoTokon — 3TO JOKYMEHT, (DUKCUPYIOIIMNA XOJ OOCYXKIEHHUS BOIPOCOB
Y IPUHATHA penieHnid Ha ienymax [pasnenus u unbix 3acenanusix [10 CK «CamoymipaBienue
BHE I'PAHMID.

[IpoTokonMpOBaHUIO noAJIekKaT cobpaHus BCEX nojpasaeiaeHui
[10 CK «CamoynpaBiieHUE BHE TPAHULD).



24

4.5.2. IIpoTokoi u3gaercs B MoJHOK hopme.

4.5.3. IIpotokos TmeuyaTaeTcss Ha YTBEP)KICHHOM OOIIEM MpPOJAOJILHOM OJlaHKe
ITO CK «CamoynpasieHue BHe rpanuiy (npuiokenue Ne 8). Mcmonb3oBaHue OJaHKOB
MIPOU3BOJIBHON (DOPMBI 3ampPEIaeTCs.

4.5.4. IIpoToKONl NNOKEH WMETh YCTAHOBJICHHBIH KOMIUIEKC 00S3aTebHBIX
PEKBU3UTOB U CTAOWIbHBIN MOPSIIOK UX PACTIONOKEHHUS:

a) BUJ JOKYMEHTA;

Bun noxymenra — cioso «[ITPOTOKQOJI» neuaraercs B oquHapHOM MHTEpPBAIE ,
orctynas ot jorotumna [1O CK «CamoymnpaBiieHue BHE rpaHuiy 24 0T, TPONUCHBIMU
OyKkBaMu, TOJYXHPHBIM HadepTaHHEM pekoMeHayembiM mmipupTom Times New Roman
pazmepom Ne 16 6e3 KaBbIYEK, C pa3psSAKON B 7 IIT U BEIPABHUBAETCS O IIEHTPY TEKCTOBOTO
OJIS.

Bun noxymenta HeoOXonuMo OQOpPMIISITH B COOTBETCTBUU C IpaBUJIAMU
odopmiienus pexkpuzurta 04.

0) 1laTa TOKYMEHTa;

JlaToit mpoTOKOJa SBIAETCA JaTa 3acelaHus, cOoOpaHUs, COBEHIAHUsS, KOTOpas
oopMIIIETCSI CJIOBECHO-ITU(PPOBBIM CIIOCOOOM.

Haty mnporokona HeoOXoauMo o(OopMIIsITH B COOTBETCTBUM C MpaBUIaAMU
odopmiterns pexkpusura 05.

B) PETUCTPAIMOHHBIN HOMEDP TOKYMEHTA;

PerucTpaliioOHHBIM HOMEPOM TIPOTOKOJA SIBISICTCS €ro  TOPSJIKOBBIA  HOMED
B Mpejienax KaJleHIapHOTro/y4eOHOTo rojia, IPUCBaMBAEMBIN OTICIBHO MO0 KAXKION TPYyIITe
MIPOTOKOJIOB.

PerucrpamnioHHbIli HOMEp MPOTOKOJa HEOOXO0AMMO O(QOPMIITH B COOTBETCTBHH
c nmpaBuiamu opopmienus pexkuzura 06.

I') HAMMEHOBAaHUE JIMOO0 aHHOTALMS JOKYMEHTA (3aroJI0BOK K TEKCTY);

HaunmenoBanueMm 500 aHHOTaIMed (3aroJIOBKOM K TEKCTY) MPOTOKOJIA SIBIISIETCS
HAaWMEHOBAHWE BH/IA TTOAPA3ICIICHUS B POIUTEIHLHOM TaIeKe, HAlIPpUMED:

Ilnenyma IlpaBiienus
IIpaKkTHKO-OPUMEHTHPOBAHHOIO CTYIEHYECKOI0 KJIy0a
«CamoynpasJ/ieHHe BHE IPAHULD

HanmeHoBaHrE NMPOTOKOJIa MEYaTaeTcs 4epe3 OJMHAPHBIM MHTEPBAJ, OTIEIBHO OT
pekBusnTa «MecTo cocTaBieHus (U3JaHus) TOKyMeHTa» 12 0T, CTpOYHBIMH OyKBamu, 0e3
KaBBIYCK IOTYXXKUPHBIM HauepTaHHEeM peKoMeHayembiM ImpudrTom Times New Roman
Ne 14 v BeIpaBHMBAETCS MO LIEHTPY TEKCTOBOT'O IOJIS.

HaunmeHnoBaHue mpoToKoiIa HEOOX0AUMO O(OPMIISITH B COOTBETCTBUM C MPABUIIAMU
odopmienus peksusura 09.

1) TEKCT IOKYMEHTA,;

TeKCT MOJHOro NPOTOKOJIA COCTOUT U3 IBYX YaCTEM: BBOJHOM U OCHOBHOM.

B BBOAHOM 4aCTH 3aIOJHAIOTCA CICAYIOMNAE PEKBU3HUTHI:

- IpeCeAaTelb;

- CEKpETaph;
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- IPUCYTCTBYIOLINE;

- MECTO TIpOBeNIeHUs (aJIpec, HOMEpP Ay IUTOPUHU/TUCTAaHIIMOHHAS IIaThopma);

- TOKJIATYMKH IO KAXKJIOMY IIYHKTY ITOBECTKHU.

«IIpucyTcTBOBaNIM» — IMOCTOSIHHBIM COCTaB 3aceiarouiux. YkassiBatorcas OO, B
aspaBUTHOM TOPsIZIKE € YKazaHUEM JoJKHOCTU. Eciu npucyterByet Oosnee 15 yenosek, To
UX COCTaB YKa3bIBa€TCA KOJMYECTBEHHO, a CIUCOK IpWiaraercsi. B mpuriameHHbIxX
ykasbiBatoTcsas @O 1o crapumHCTBY Wiy B aindaBUTHOM MOPSJIKE, BUCAYEH CTPOKOM uepes
1 uaTpesan.

PexBusutsl «llpencenarensy, «Cexkperapb» mnedatarorcs 0€3 KaBblU€K OT T'PaHUIIBI
nesoro mnonss. B koHume cnoB «lIpencenmarens», «CekpeTapb» CTAaBUTCS JBOETOYME
¥ YKa3bIBAIOTCSI MHUIIMAJIBI U ()aMIIIUK COOTBETCTBEHHO.

PexBusur «lIpucyrcrBoBanmy» rneyataeTcsi 6e3 KaBbIUeK OT IPAHMIIBI JIEBOTO ToJisd. B
KOHIIE cy10Ba «KOIMYECTBO yUACTHUKOBY CTABUTCS JIBOETOYUE U YKA3bIBAETCSA KOJIMYECTBO
IPUCYTCTBYIOIIMX  Y4YaCTHUKOB IuieHyma llpaBnenus wnm  3acemaHus  O4HO
Y TUCTaHUMOHHO.

BBonHas 4acTh NMpPOTOKOJA 3aKAaHYMBAETCS MOBECTKOM IJIEHYMa WIIMA 3aCEJaHMUsl.
[loBecTka miIeHyMa — IepeyeHb pacCMaTPUBAEMBIX BOIIPOCOB, IEPEUHUCIEHHBIX B IMOPSAJIKE
X 3HAYMMOCTH C YKAa3aHUEM JOKJIaJuMKa IO KaXKAOMY ITYHKTY IMOBECTKH. PeKkBu3HT
«[ToBecTka MieHyMa» MedaTraercs CTPOYHbIMU OYKBaMH MO IEHTPY MPOTOKOJA MO JBa
npobelia MeX1y CJIOBaAMHU.

Kaxprit Bompoc HymepyeTcs: apabckoii nudpoit u ero HanMeHOBaHNE HAYMHACTCSI
¢ npemiora «O (O0)», KOTOPHINM MeyaTaeTcss OT TpaHMIIbl JieBoro nois. HammeHoBanue
JOJKHOCTH, (haMUJTUSL M MHULIUAJIBI OKIaIYMKa YKa3bIBAIOT B POAUTEIHHOM NaAeKe MOCIie
cioBa «/loknasn (cooOieHue)y», Hanpumep:

1. O xouTpone nporokosia Ne 30 ot 15.01.2023
Jloknan mepBOro 3aMecTUTeNsl mpejacenarenss — pykoBogutens JlemaprameHra
BHYTpPEHHHUX Jie] — bopucosoil J.A.

OcHOBHasg 4acTh MPOTOKOJA COCTOUT M3 Pa3JEIOB, COOTBETCTBYIOIIMX HYHKTaM
ITOBECTKH 3aCEIaHUS.

Tekct kaxaoro pazzaena crpoutcs no cxeme: BBICTYIIMIIN — [TIOCTAHOBUWIIN
(PELIMJIN).

Kax b1t pasnen umeer HOMEpP, COOTBETCTBYIOIINI HOMEPY B MOBECTKE JHs. Kaxmoe
pelieHrue (MOCTAaHOBJIEHUE) MMEET MOPSAKOBBIA HOMEp, KOTOPBIA COCTOMT M3 HOMEpa
paszena u HoMepa 1o NOpsSAKY, pa3leeHHbIX TOUYKOW, HAIIPUMED:

1. BBICTYIHWJIN: 3amectutens [Ipencenarens — pykoBoaurens [lenaprameHTa
BHEIHKMX cBsizell — PacmeroBa A.P. nmonmoxkuna o pabore JlemaprameHTa 3a Mepuoj ¢
31.05.2023 mo 07.06.2023.

IMMOCTAHOBWJIN: Nudopmaruio MPUHSIN K CBEICHHIO.

Paznensl mpoTOKOIIa TIeUaTaroTCsl OT HYJIEBOTO MOJIOKEHUS Ta0yIATOpa MPOTTHCHBIMH
OyKBamu.
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[Tocne crmoBa «BBICTYIIMJIN» ctaBUTCS TBOETOYME M YKA3bIBAKOTCS JOJKHOCTb,
dbaMuIus ¥ UHUIUATIBl JOKJIAJA4YMKa B HMEHUTEIBHOM IMaJexe, CO CTPOYHOM OYKBBI
reyaTaeTcs CoJIepKaHue BLICTYIUICHHS B (DOpME KOCBEHHOM peUn.

[Tocne cnosa «ITOCTAHOBWJIN (PEIIJIN)» cTraBUTCS ABOETOUME U TIEYATAIOTCS
BCE MPUHSATHIE MocTaHoBNeHus (pemenus). [loctanoBnenne (pemieHre) B TEKCT MPOTOKOJIA
BHOCHUTCS MTOJIHOCTBIO B TOW (hOPMYTUPOBKE, KOTOpas Obljla MPUHSATA Ha 3aCeAaHuu.

TekcT mpoToKOoIa OTNIENAETCS OT HAUMEHOBAHUS MTPOTOKOJIA IBYMSI MEKCTPOUYHBIMU
UHTEpBaJaMu, IedaTaeTcs pekoMeHayeMbiM tmpudTom Times New Roman Ne 14 uepes
OJIMHAPHBIN MHTEPBAJ OT HYJEBOTO MOJOXKEHUS Ta0yisiTopa (JI€BOM rpaHUIbl TEKCTOBOTO
OJIs1) M BEIPABHUBAETCS MO MIUPUHE TEKCTOBOTO TOJISI.

€) HOJIMKUChH TPOTOKOJIA.

[IpoTokos TOANUCHIBAETCS CEKpeTapeM M mpeacenareneM. lloamucu BKIIOYAOT
B cebs cnoBa «lIpencemarenb», «Cekperapb» (0€3 KaBbIYEK), JHUYHBIE TMOIIHUCH,
pacmnpoBKH MOANUCEH (MHUIIUAIBI, (PaMUITIH).

HauvmeHoBaHUs JTOMKHOCTEH JIMI, MOANUCHIBAIOIIMX IPOTOKOJ, MEYATAIOTCA OT
JIEBOM I'paHUIIbl TEKCTOBOTO TOJISl, UHUIIHAJIBI U (PaMIIIHSI — OT IPABOM I'PaHUIIBI TEKCTOBOTO
nosist. JlninHHas gpaMuius BeIpaBHUBACTCS MO MPaBOMY MOJTY, a KOPOTKasi MO MHUIIMATIaM
nuHHON hamumu. [loamucu oTaenstores oT TekcTa 18 nt u 1pyr ot Apyra 6 mrT.

4.5.5. TloaroroBka mMpOTOKOJIa BKJIIOUAET B CEO:

a) 3anuch HHGOpPMaLIMK BO BPEMS TPOTOKOJIUPYEMOTO MEPOIIPUATHS;

3anuck nHPOPMAIIUUA BO BPEMS IPOTOKOIHPYEMOTO MEPOTIPUSITHS OCYIICCTBISCTCS
CeKpeTapeM, BBIOpaHHBIM Ha COOpaHUM UM TTIOMOIITHUKOM.

0) opopMieHue NpoToOKoa,

OTBETCTBEHHOCTh 3a O(QOpPMIICHHE MPOTOKOJIA BO3JIAaraeTcsi Ha CeKpeTaps,
BBIOPAHHOTO HAa COOPAHUU WJIM TIOMOIITHUKA PYKOBOJUTENSI CTPYKTYPHOTO TOIPa3/ICICHHS.

4.5, Tlnan

4.6.1. [Inan — TOKyMEHT, B KOTOPOM MPOIUCAHBI 3allJIAHUPOBAHHBIE MEPOTIPUSTHSI.

4.6.2. [lnan nmesrensHOCTH odopmisieTcs B TaOIUITy, COACpIKaNTyl0 WHGOPMAIIHIO
O 3aTUTAHUPOBAHHBIX MEPOTIPUITHSIX.

4.6.3. Ilnan nOMKEH MMETh YCTAHOBIIEHHBIN KOMIUJIEKC O0S3aTeNIbHBIX PEKBU3UTOB
Y CTaOUJILHBIN MOPSAIOK UX PACTIOJIOKEHUS:

a) BUJ JOKYMEHTA;

Bun noxymenra — cinoBo «IIJIAH» neuaraercs yepe3 omuHapHbIi WHTEpPBAII,
orctynas ot jorotumna [1O CK «CamoymnpaBiienre BHE rpaHuiy 24 0T, TPONUCHBIMU
OykBaMu B pa3psiKy Ha 14 OT, MONYyXKUPHBIM Haue€pTaHUEM PEKOMEHIYyEMbIM HIpU(TOM
Times New Roman pasmepom Ne 16 6e3 KaBbIYEK U BRIPABHUBACTCS 110 IICHTPY TEKCTOBOTO
TIOJIAL.

0) 1aTa TOKYMEHTa;

JlaTol niaHa sIBJISIETCS JaTa COCTABIICHUS TIJIaHa.

Jaty miana Heo0XxoaUMO O(GOPMIISITH B COOTBETCTBUU C MpaBUIaMU OPOPMIICHUS
pexBusura 05.

B) PETUCTPALMOHHBII HOMED IJIaHa;
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PerucTpalinoOHHBIM HOMEPOM IIJIaHA SIBJISIETCA €ro MOPSAKOBBI HOMEP B IMpeeinax
KaJICHIapHOT0/y4eOHOr0 roja.

PeructpanvionHsiii Homep TIulaHAa HEO0O0XOAUMO O(OPMIISITH B COOTBETCTBUU
c npaBuiamMu opopmiienus pexkuszura 06.

T) TpuQ YTBEPKICHUS;

Jlns monoxxenusi, 0OPMIICHHOTO KaK MPUJIOKEHUE K PEIICHUI0, TpU(d yTBEpKACHUS
CIIOBO «YTBepxkICHO» («YTBEPKICHBI», «YTBEPIKICHA»), COIIACOBAHHOE B POJIC U YHCIIC
C BUJIOM YTBEPXKIAE€MOTr0 JOKYMEHTA, IleuaTaeTcs uyepe3 OJWHAPHBIM MHTEpBas, OTCTyMas
12 OT OT OTMETKH O HAIMYUM TIPUIOKECHUN U 6 NT 0 JOJDKHOCTH, IIPOIMMCHBIMU OyKBaMu
OObIYHBIM IpU(PTOM pazmepa Ne 16 0e3 KaBbIYEK U BHIPABHUBAETCS IO JIEBOMY Kparo OT
nstoro tadynsaropa (9/9,5 cm). Huwke medaTaeTcsl TOJDKHOCTH IMOANKMCAHTA CTPOYHBIMHU
OyKkBaMHM B MMEHUTEJIbHOM majaexe, ero @O u gara yrBepxkaeHus. CocTaBHbIC YacTH
JTAHHOT'O PEKBU3UTA M€UaTAOTCS YePe3 OJUH MEKCTPOUHBIN MHTEPBAJ, HAIIPUMED:

YTBEPX/JIEHO:

HauvansHuk Ynpasnenus
BHEAYAUTOPHOM pabOThHI

noonuce H.T. IllectaeB
20.01.2021

J1) HAUMEHOBaHUE JTUOO0 aHHOTAIUs JJOKYMEHTa (3arojloBOK K TEKCTY);

HanMenoBanvem mu0o0 aHHOTaIued (3aroJlOBKOM K TEKCTy) IUIaHa SIBISETCS
HAaMEHOBAHUE MECSI1A, B TEUEHHE KOTOPOIo 3aIIAaHMPOBAHO MPOBEJICHUE MEPOIIPUSITHUH,
HaIpuMmep:

Ha stHBaph 2021 roxa

HammeHnoBaHue raHa evyaTaeTcs 4epes 1Ba MEKCTPOUHBIX HHTEpBajia OT pEKBU3UTA
«Mecto cocraBieHus (W3gaHUS) JOKYMEHTa» CTPOYHBIMH OyKBamH, 0€3 KaBBIYEK
NOJYXUPHBIM HadepTaHUEM peKkoMeHayeMbIM ImpudTom Times New Roman Ne 14
Y BBIPAaBHUBAETCS TI0 LIEHTPY TEKCTOBOTO MOJIS.

HaumenoBanue 1uiana HeoOXoauMo OGOPMISITH B COOTBETCTBUU C TMpPaBUIIAMH
odopmiierns pexkpusurta 09.

€) TeKCT JIOKYMEHTA;

TexcT nyana mpeanoaaraeT Buj CBOJHOM TaOIUIIbI, B KOTOPOU 3aUKCHPOBAHO:

- 1JaTa MEPOTIPUATHSI,

- Ha3BaHUE MEPOIPUSATUS U MECTO €ro MPOBEICHHUS;

- OTBETCTBEHHOE JIMIIO.

’K) TOJIMKCH TIJIaHa;

[Tnan noanuceiBaercs [peacenarenem 10 CK «CamoyripaBieHue BHE TPaHULD.

4.6.4. Ilnan AesATENbHOCTH TEYaTaeTcsl Ha YTBEPKJACHHOM OOLIEM MPOAOIbHOM
omanke [0 CK «CamoympaBiienne BHe rpanuiy (mipwiokenue Ne 9). Mcnombp3oBanue
0JIaHKOB MPOM3BOJIBHON (POPMBI 3aITPEIIACTCS.
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4.6. Otuer

4.7.1. Oryer — JAOKYMEHT, cojJepXalluid HuHOOpPMAIMI0O O MPOBEAECHHBIX
meponpusatuax [10 CK «CamoynpaBieHue BHE TPaHUID» 3a YCTaHOBJIECHHBIN TEPUO/.

4.7.2. Otuet odopmisieTcs B TaOJIUIIBI, COepKaIIe HHPOPMAILIUIO O MPOBEIEHHBIX
MEPONPUATHSX.

4.7.3. OT4eT NOJKEH UMETh YCTAaHOBJIEHHBIA KOMIUIEKC 00s3aTEIbHBIX PEKBU3UTOB
U CTaOWJIbHBIN TOPSAO0K UX PACHONIOKEHUS:

a) BUJ JOKYMEHTA,

Bun nokymenra — ciopocoueranus «OTUET 11O IIVIAHY AEATEJIBHOCTH»
«OTYET 11O BHEIIJIAHOBBIM MEPOIIPUATHUAM» neuaraercs uepes

JIBa MEXCTpouHbIX MHTepBasa oT Jjorotuna 10 CK «CamoympaBiieHuE€ BHE TPaHUI»
NPONUCHBIMUA OyKBaMH, MOJYXHUPHBIM HadyepTaHHEM PEKOMEHIYEMBIM MIPUQPTOM TiMes
New Roman pa3zmepom Ne 16 6e3 kaBbIUEK M BBIPABHUBAETCS 110 IIEHTPY TEKCTOBOTO TOJIS.

0) 1aTa TOKyMEHTa,

JlaTou oTuéra SIBISIETCS AaTa €ro COCTABIICHUS.

Hlaty otuéta HE0OX0nMUMO OGOPMIISTH B COOTBETCTBUH C TIpaBWIaMH O(QOpMIICHUS
PEKBU3UTA.

B) PErUCTPALlMOHHBII HOMEp OTYETA;

PeructpaniioOHHBIM HOMEpPOM OTUETA SABJISIETCSI €rO MOPSAKOBBIA HOMEDP B Mpejienax
KaJleHJJapHOT0/y4e0HOTro roja.

Peructpanvionssii HOMEp oTuéTa HE0O0X0AUMO O(OPMISATH B COOTBETCTBUHU
C npaBwiiaMH 0(hOPMJIICHUS PEKBU3UTA.

I') HAUMEHOBAaHME JTMOO aHHOTAIMs OTUETa (3ar0JIOBOK K TEKCTY);

HammenoBanuem nmb0 aHHOTanuen (3aroloBKOM K TEKCTY) OTY€Ta SBIISETCS
HAaUMEHOBAHHUE MECSIIA, 32 KOTOPhIN OB MPOBEICHBI MEPOIPUSTUM, HATIPUMED:

OTYET IIO IVIAHY JAEATEJIBHOCTH
OTYET 110 BHEIIJTIAHOBBIM MEPOIIPUATUAM

HanmeHoBaHue 0TU€Ta nevaraeTcsi Yepe3 OJMHAPHBIN UHTEpBaJl, OTCTynas 12 0t ot
pekBu3uTa «MecTo cocTaBieHHs (M3JaHMs) JIOKYMEHTa» CTPOYHBIMHU OykBamu, 03
KaBBIUEK MO JBa Ipobeina, monyKUupHbiM 1mpudTom No 14 u BeIpaBHUBAETCS MO LIEHTPY
TEKCTOBOrO noJisi. Hanpumep:

3a HOs10pb 2020 roma

HaumenoBanue oTuéra HE0OX0aMMO OGOPMIIATH B COOTBETCTBHU C IPaBHIAMHU
oOpMIICHHS PEKBU3UTA.

€) TEKCT JIOKYMEHTA;

TekcT oruéra npesamnoaaracT BUJl CBOJHOM TaOIHIIbI, B KOTOPOM 3a()MKCUPOBAHO:

- laTa MEpOIIPUSITHS;
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- Ha3BaHUE MEPOIPUATHS U MECTO €r0 MIPOBEICHMUS;

- OTBETCTBEHHOE JIUIIO.

’K) TIOJMKUCH OTYETA.

Otuér nognuceiBaetcs [Ipencenarenem 10 CK «CamoynpaBieHue BHE TPaHUL.

4.7.4. OT4€T 0 JEATENHHOCTU TeYaTaeTcs Ha YTBEP)KICHHOM OOIIEM IPOI0IHLHOM
onanke I10 CK «Camoynpasienue BHe rpanuiy (mpuinoxenue Ne 10). Mcnonb3oBaHue
0JIAaHKOB MPOU3BOJILHOU (POPMBI 3aIperacTcsl.

4.8. [TuceMo-nipurianieHue Ha BCTpEUy

4.8.1. Ilucemo-npurnamnienne Ha Bcrpedy (nanee — [IucbMo) — TOKyMEHT, KOTOPBIi
aBisieTca cpeacTBoM KoMMmyHukauuu Mmexay [1O CK «CamoynpaBiieHHE BHE TpaHUID)
Y OpraHaMy BJIACTH, OPraHU3alUSIMH M YACTHBIM JHMI[AMHU B MPOLECCE OCYIIECTBICHUS
NEATEIbHOCTH, C LEJbIO MPEAIOKEHHUS O BCTPEUE U OpraHru3alid MEPOITPUSATHUS.

[Iucbmo, HampaBisieMO€ B OpraHbl BJIAcTH, OPraHU3AlMU WM YaCTHBIM JIMIIAM,
MOJMKCHIBACTCSI PYKOBOAMTENIEM U PYKOBOAMUTENIEM CTPYKTYPHOTO TOJpa3/eieHus,
OTBETCTBEHHOTO 32 MOATOTOBKY MUChMa-IIPUTIIALICHUS.

[IpaBo moamucu MHCEM yCTaHABIMWBAETCA B MHCTPYKUMH MO JETONPOU3BOJCTBY
ITO CK «CamoynpaBiieHUE BHE TPaHUID).

4.8.2. IluceMo, azpecOBaHHOE OpTaHHU3AIUsAM, OpTaHaM BIIACTH W YACTHBIM JIHIIAM
B Poccuiickoit ®denepanyu, MOMKHO IMEYaTaTbCsi HA YTBEPKIECHHOM YIJIOBOM OJIaHKE
nucbMa [IO CK «CamoyrmpaBieHue BHE IpaHUID), UMEIOIIEM PEKBU3UTHI (MPUIIOKECHHE
Ne 11). Mcnionb3oBaHue 0J1aHKOB IPOU3BOJIBHOM (hOPMBI 3arperiacTcs.

4.8.3. [luceMO TOMKHO UMETH YCTAHOBICHHBIN KOMIUIEKC 00S3aTEIbHBIX PEKBU3UTOB
U CTAOWIIbHBIN TTOPAJIOK UX PACTIOTIOKEHUS:

a) lata JOKyMEHTa;

Jlata muceMa — nara NPUHATHSA pelleHHs, 3aUKCUPOBAHHOIO B TekcTe. JlaTtoi
MYChMa SIBJIAETCS JaTa €ro MoANUCaHuUs.

0) perucTpaloOHHbIN HOMEP TOKYMEHTA;

PeructpaiioHHBIM ~ HOMEpPOM  TIHUCbMa  SIBJISIETCSl  TOPSJKOBBI  HOMeEp,
PUCBAaMBAaEMbIi W3 PETUCTPALMOHHOIO MacCMBa B Ipelesax KaJeHAapHOro Trojaa
Y JOTIOJIHEHHBIM MHAEKCOM Jie€Jla TI0 HOMEHKJIAType JIeJl CTPYKTYPHOTO MOAPA3AEICHUS,
B KOTOPOM XPAaHUTCS KOMHUS MHUChMa.

B) ajJipecar;

[Ipu agpecoBaHUM MHUChMA JOJXKHOCTHOMY JIMILY €TI0 MHHIMAIBI YKA3bIBAIOT MEpE]l
bamunuu.

PekBusur «Axpecar» pacnojaraioT B MpaBOM BEPXHEM YIay IMEpPBOro JHCTa
JIOKYMEHTa OT 4eTBEpTOTo mojoxeHus tadyistopa (9 (9,5) cm), BeIpaBHUBAS 110 JICBOMY
Kparo WM MO0 LIEHTPY CaMOU ITTMHHOM CTPOKH.

AnpecoBaHue NUCbMa HEOOXOAMMO O(OPMIIATHL B COOTBETCTBUU C IPABHIAMH
opopmiienus pexkpusura 07.

I') TEKCT JOKYMEHTA;
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Texcr muchMa NODKEH OBITh JIAKOHWYHBIM, TOYHBIM, HUCKIIIOYaTh BO3MOXHOCTH
HEOJIHO3HAYHOTO TOJKOBAaHUS, a TakKe HEUTPaTbHBIM IO TOHY M HE COIEp)KalluM
AMOLIMOHAIILHOW OKPACKH.

Tekcr muchbMa, Kak MPaBUIIO, JOHKEH KacaThCs OJHOTO BOMPOCA MM HECKOJIBKUX
BOIIPOCOB, €CIIM OHM B3aUMOCBSI3aHBI U OYIyT paccMaTpPUBATHCS B OJJHOM CTPYKTYPHOM
No/Ipa3/iesIieHuy opranu3anuu ajapecata. Ecin HeoO0xoaumMo o0paTUThCs B OpraHu3alliio o
HECKOJILKAM Pa3HOPOIHBIM BOIIPOCAM, TO HEOOXOIMUMO COCTABIIATH OTACIbHBIC MUCHMa TI0
KKJIOMY U3 HHX.

B TekcTax nuceM JOJKHBI YIIOTPEOIATHCS TOIBKO OOIIETPUHSATHIE B PYCCKOM SI3bIKE
0003HaYEHUsI, TCPMHUHBI U COKPAIIICHHSI.

Tekcr nmucbMa, Kak MPaBUiIO, COCTOUT U3 CISAYIOIINX OCHOBHBIX YaCTEH:

a) oOpaileHue;

[Tpu oOpamieHuu K aapecarty YYUTBIBACTCS €ro CIIy)KeOHOe TOJIoKeHHe, cdepa
NESATeTLHOCTH.

Haubomnee yacto ynorpebisiembiMu popmMaMu 00pallieHus SBISIOTCS, HAIIPUMED:

VYBaxkaemas Haranbst Bnanumuposna!

[Ipu oOparmieHur K BBICIIMM JOJDKHOCTHBIM JIMIIAM OPTraHOB BIIACTH, JAEMyTaTam,
npe3ueHTaM (MpeaceaaTeisiM) oOIEecTB, KOMITaHUM, GUPM, a TakKe K JYXOBHBIM JIMIIAM
Pa3IMYHBIX BEPOUCIIOBENIAHUN TPUHATO OOpallleHne C YKa3aHheM JOJKHOCTH 0e3
bamunuu.

0) BCTYILJICHUE;

Bo Bcrymienun Qopmupyercs Tema mHcbMa, OOBICHSIONMAS MPUYMHBI  €T0
HaIlKUCaHus.

B) OCHOBHOE COJIEp>KAHUE;

OcHOBHOE cojiep’)KaHK€e MUCbMa HAYMHAIOT C ad3aria.

B ocHOBHOM cojiep:kaHUM TUChMa MPUBOJISAT ONMUCAHUE COOBITHS WU CUTYAIUH, UX
aHaJu3 U MPUBOJIMMBIC JI0KA3aTEJIbCTRA.

T') 3aKJII0YEHUE.

3axroYeHue MMChMa HAaYMHAIOT ¢ ab3ara.

3akIoueHUE MPEeICTaBIIsSIET COOO0M BBIBOJIBI B BUE MPEJI0KEHUN, MHEHUH, MPOCKO,
OTKa30B, HAIIOMUHAHUMH.

Tekcr otaensiercs oT oOparnenus 18 (24) nt, neyaraeTcst peKOMEHIYEeMbIM HIPUGTOM
Times New Roman No 14 dyepe3 monaTopa MEXCTPOYHBIX HHTEpBajia OT HYJIEBOTO
TIOJIOKEHUS Ta0yJIATOpa (JIEBOM TPAHUIIBI TEKCTOBOTO TTOJISI) ¥ BRIPABHUBACTCS 10 IMTUPUHE
TekcToBoro moiisi. [lepBas cTpoka kaxaoro ab3ala HAYMHAETCS C TIEPBOTO TMOJIOKEHUS
tabynaropa (1,25 cm) OT 1eBoi rpaHUIbl TEKCTOBOTO MOJIS.

1) TOANUCH JOJKHOCTHOTO JIUIIA;

[lognuchk mucbMa COCTOMT M3 HAMMEHOBAHUSI CTaTyca JIMIA, MOANUCHIBAIOIIETO
JIOKYMEHT, JINYHOM MOJNUCH, paciu(POBKU MOANTUCH (MHUIMAIIBI, (PaMUITHS).

HaumeHoBaHue craryca JuIa, MOJAMKUCHIBAIONIETO MUCHMO, TEYaTaeTcs OT JICBOM
TPAaHMIIBI TEKCTOBOTO OJISI, HHAIHAIBI U ()aMUJIHS — OT TIPABOM TPAHUIIBI TEKCTOBOTO TTOJIS.
[Toanuck oTaensieTcs OT TEKCTa MMChbMa WIIM OTMETKHU O Halnu4uu 18 nr.
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€) OTMETKa 00 MCIIOJIHUTEIE.

OtmeTka 00 HMCHOJHUTEIE B MUChME COCTOMT U3 (pamMuiiud, UMEHH U OTYECTBa
u HoMmepa TeneoHa pabOTHUKA CTPYKTYPHOTO TMOJpa3ACiieHUs, SBISIOIMIETOCS
HEIMOCPECTBEHHBIM UCIIOJIHUTEIEM U OJATOTOBUBIIIUM TEKCT MUChMA.

OtmeTKy 00 HCTIOTHUTENE B TUChME MEeYaTal0T OT JIEBOM TPAaHUIIBI TEKCTOBOTO OIS
B HIDKHEH 4acTH MuUchbMa Ha JIMLEBOW WM 0OOPOTHOM €ro CTOPOHE HEKUPHBIM HIpUdTOM
Times New Roman Ne 10,5 uepe3 oauH MEXKCTPOUHBINA HHTEPBAJL.

4.9. ITucemo-o0palieHue mo opraHu3ali NPakTUKA

4.9.1. Ilucemo-oOpaiieHne 1o oOpraHu3zauuu nOpakTuku (maimee — Ilucemo) —
JIOKYMEHT, KOTOPbIN cIykutT cpeactBom odmenus Mexay 10 CK «CamoyripaBieHue BHE
TPaHUI» W OpraHaMU BIJIACTH, OPTAHM3AIMSAMH W YaCTHBIMHM JIMIIAMH B IIpoIecce
OCYIIECTBICHUSI MPOPUIBLHON  ACATEIHPHOCTHM B  YacTH  OKa3aHUA  COJCHCTBUS
B IIPEIOCTABIICHUN MTPAKTUKH JIJISI CTYJICHTOB B CBOOOTHOE OT y4eObl BpEeMsl.

4.9.2. [Tucemo odopmitsieTcs ¢ coOM0IeHEeM TpeOoBaHUN K 0(DOPMIICHUIO MTUChMa-
MpUTJIAICHUST Ha BCTPEUYy C JIOMOJHEHHEM O(GOPMIICHHBIX B BHJE TAOJUIBI CBEICHUN
O CTYJIEHTE, KOTOPOMY HEOOXO0IMMO MPEOCTABUTH MTPAKTUKY B CBOOOHOE OT y4eObl BpeMs.

CBelleHUsI O CTY/ICHTE BKJIIOYAIOT:

- ®UO cryneHra;

- Ha3BaHUe (aKyIbTETa;

- yueOHBIN KypC;

- KOHTAKTHBIC JIAaHHBIE CTYICHTA.

4.9.3. IlucbMoO meuaraercs Ha YTBEPXKICHHOM 0O0IIeM YrjioBoM OJiaHKe
[10 CK «CamoympaBieHue BHe rpanuiyy (mpuioxerue Ne 12). Mcnonab3oBanue 0JaHKOB
IPOU3BOJILHON (DOPMBI 3ampeIaeTcs.

4.9.4. Tlucemo moamuceiBaercsi pykoBogutenem [IO CK «CamoympaBiieHHE BHE
TPaHMID U 3aMECTUTEJIEM TIpejicenaTens — pykoBoauTesnaeM JlemapraMenTa npakTuku (Miu
uHBIM 10JDKHOCTHBIM JniioM 10 CK «CamoymnpapieHrue BHE TpaHUID», OTBEYAIOIINM 32
paboTy B 00J1aCTH OpraHU3aIuH IIPAKTUKH).

4.10. ITucbmo-nIpeII0KEHUE K COTPYAHUUECTBY

4.10.1. TIuceMo-TipeJiIOKEHHE K COTPYAHUYECTBY — MOKYMEHT, KOTOPBIM CIY>KUT
cpeactBoM komMmyHukanuu Mexay [0 CK  «CamoymnpaBieHne BHE TPaHUID)
U OpraHu3alMsIMH B TPOIECCE OCYIIECTBICHUS MX ACATEIbHOCTH, C UEIBIO CO3JAaHUs
JalbHEHIIero IIOAOTBOPHOTO COTPYJHHUYECTBA B paMKaxX OpraHU3alUU MPAKTUKO-
OpPUEHTHUPOBAHHOU JI€ATEILHOCTH CTYJEHTOB.

4.10.2. TuceMo-IipensioKEHNE K COTPYIHHUYECTBY OGOPMIISIETCS C COOJIIOJICHUEM
BCeX TpeOoBaHU K 0(hOPMIIEHUIO MUChMa-TIPUTJIAIIEHUS HA BCTPEUy.

4.10.3. TlucemMo-TIpeIOKEHNUE K COTPYJHUYECTBY IE€YATACTCAd Ha YTBEPIKIACHHOM
obmeMm yrioBom Oianke [0 CK «Camoymnpasienue BHe TpaHui (mpuioxenne Ne 13).
[TucbMo-ipe/IIo’KEeHHEe K COTPYJIHHUYECTBY 3apyOEKHBIX OpraHU3alMid Tedaraercs Ha
yTBepxkieHHOM o0meM yrimoBom Onanke [IO CK «CamoynpaBiieHHe BHE TpaHMID» Ha
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aHTIIICKOM s13bike (mprutoskerne Ne 19). Micnionbs3oBaHue 0J1aHKOB IPOU3BOIBHON (hOPMEI
3arpenaercs.

4.10.4. [TucbMoO-TIpeINIOKEHUE K COTPYJHUYECTBY MOJIMUCHIBAETCS PYKOBOJUTEIEM
[1O CK «CamoymnpaBieHe BHE TPAHUID> U PYKOBOJAUTENIEM CTPYKTYPHOT'O MOAPA3ACICHHUS,
OTBETCTBEHHOTO 32 ITOATOTOBKY MUChMa-IIPEIIOKEHHS K COTPYTHUYECTBY.

4.11. IIucemo-nipurnaneHue K HACTABHUIECTBY

4.11.1. Ilucbmo-npUraanieHue K HACTABHUYECTBY — JTOKYMEHT, KOTOPBIM CIYKHUT
cpeactBoM koMmyHukanuu 110 CK «CamoymnpaBiieHHe BHE TPaHUI U JOJKHOCTHBIMU
JULAMU OPraHoB BIJIACTH, JEMyTaTaMH, MPEe3UJIeHTaMH (TIpeacenaressiMi) OOUIECTB,
KOMIIaHUW, GUPM C LETBI0 CO3[aHUs JAJIBHEUINEro IJI0JJOTBOPHOTO COTPYIHUYECTBA
Y TIPUCTABJICHUS K HUM CTYJICHTOB B KQU€CTBE HACTABIISIEMbIX.

4.11.2. TIuceMo-nipuriaiieHe K HAaCTaBHUYECTBY OQOPMIIIETCS C COOJIIOJICHUEM
BCeX TpeOoBaHU K 0(DOPMIICHUIO MHChMa-TIPUTIIAIIICHUS Ha BCTPEUy.

4.11.3. TIuceMo-nipuriamieHue K HACTaBHUYECTBY I€YATAETCA HA YTBEPKIACHHOM
yriaoBoM Onanke I1O CK «CamoymnpaBieHue BHe TpaHuiy (npuioxkenue Ne 14).
Hcrnonp30Banne 0J1aHKOB MPOU3BOIBLHOMN (hOPMBI 3aIIpEIaeTCs.

4.11.4. Ilucbmo-pUrIanI€eHUe K HACTABHUYECTBY IMOIIMCHIBAETCS PYKOBOJUTEIIEM
[TO CK «CamoynpaBiieHUE BHE TPaHULD).

4.12. [Iucbmo-nipUrianieHue K CHOHCOPCKOMY COTPYAHUYECTBY

4.12.1 TTuceMo-TIpUIIalIeHUE K CIOHCOPCKOMY COTPYAHUYECTBY (Hajiee — I[Tucemo) —
JIOKyMEHT, KOTOPBIH siBNsieTcs cpenctBoM obmenus mexay [10 CK «CamoymipaBieHue BHE
IpaHUIl» W OpraHu3alysIMH M YaCTHbIMU JIMIAMH B TMPOILIECCE OCYIIECTBICHUS
NEATEIBLHOCTH, C IIEbI0 CO3TaHMS JATLHEHUINETO II0T0TBOPHOTO COTPYAHUYECTBA, 3a/1aueit
KOTOPOTO SIBIIACTCS MOJTYyYeHNUE CTIOHCOPCKOU MPOTYyKIIUHU (YCIIYT).

4.12.2. TlucbMo-TipuIIallieHUE K CIIOHCOPCKOMY COTPYJIHHYECTBY OGOPMIISIETCS
c coOJroieHueM Bcex TpeOoBaHMM K 0(hOPMIICHUIO MUChMA-TIPUTTIAIIICHUS Ha BCTPEYY.

4.12.3. TluceMo-mipuriIamenue K CIIOHCOPCKOMY COTPYIHHYECTBY IedaTacTcs Ha
yrBepkaeHHOM yriioBoM Osanke 10 CK «CamoynpasieHue BHe TpaHHID (MPUITIOKEHHE
Ne 15). Mcnionb3oBanue 0JaHKOB MPOU3BOJILHON (POPMBI 3alpeIinaeTcs.

4.12.4 TIuceMoO-TIpUTIIANlIEHHE K CHOHCOPCKOMY COTPYIHUYECTBY IMOAMHCHIBACTCS
3aMeCcTUTEeNIeM TpefceaaTesss — pyKoBoauTeneMm JlemapTamMeHTa BHEIIHUX CBs3eH
ITO CK «CamoynpaBiieHUE BHE TPaHUILD).

4.13. 3akyrnoyHasi BEIOMOCTb

4.13.1. 3akymouHass BE€JOMOCTb — MEPBUYHBIA JIOKYMEHT, 3alOJIHAEMbIH MpHU
IPOBEICHUHM 3aKylIKM M YTBEPXKIAEMbId PYKOBOJWUTENEM YIpPaBICHUS 3aKYyIOK
u umymectseHHoi padotsl [10 CK «CamoymnpaBienre BHE TPaHUID.

4.13.2 3akymouHass BEJOMOCTb JOJDKHA HWMETh YCTAHOBJIEHHBIM KOMIUIEKC
00s3aTeNbHBIX PEKBU3UTOB U CTAOMIIBHBIN MOPSIAOK UX PACTIONO0KEHUS:
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a) BUJ JOKYMEHTA;

Bun noxymenra — cinoso «BEJJOMOCTDb» neuaraercs uepe3 omuHapHbIH
untepBas, orcrynas ot sororuna [IO CK «Camoymnpasienwe BHE rpanHui» 24 0T,
IPONUCHBIMU OyKBaMu, B pa3psAJIKy Ha 7 IT, MOIXYKUPHBIM IpupTOoM pazmepoM Ne 16 6e3
KaBbIYEK U BBIPABHUBAETCS 10 LEHTPY TEKCTOBOIO MOJIS.

0) maTa TOKyMEHTa,

JlaToli 3aKynOYHOW BEIOMOCTH SIBJISIETCS JaTa COCTABIICHUS 3aKyIIOYHON BEIOMOCTH.

JlaTy 3aKynmo4yHOil BEJOMOCTH HEOO0XOOuMO OQOpPMIISATH B COOTBETCTBUU
C nmpaBuiIaMHu 0OPMIICHUS PEKBU3HTA.

B) HAMMEHOBAHUE JINOO aHHOTAIMS BEJOMOCTH (3aroJIOBOK K TEKCTY);

HammeHnoBanueM nu00 aHHOTalMEW (3arojOBKOM K TEKCTY) BEAOMOCTHU SBIISETCS
uHbopMaIus o0 MpHOOpeTaeMoil MPOAYyKINH, HAIPUMED:

O nosryuyeHnu KiIyOHOH aTpUOYTHKH (3HAYOK — METAJLIIOU3/1e/11e)

HanmeHoBaHre BETOMOCTH NEYaTaeTCs 4YEPE3 OJMHAPHBIM MHTEpPBAJ, OTCTyNask OT
pekBmu3uTa «MecTo coctaBieHus (M31aHus1) JOKyMeHTa» 12 T, cTpoYHbIMU OyKBamu, 03
KaBbIYEK MOIXYXUPHBIM IIpUPTOM Ne 14 1 BbIpaBHUBAETCS 110 LIEHTPY TEKCTOBOTO IOJISL.

HaumeHnoBaHue BejoMOCTH HEOOX0AMMO OGOPMIISITH B COOTBETCTBHM C MPABUIIAMHU
o opMIIEHUS PEKBU3UTA.

') TEKCT JOKYMEHTa;

Tekcr nevaraercst pekoMeHnayembiM mpudrom Times New Roman Ne 14 uepes
MOJITOpPAa MEXCTPOUYHBIX MHTEPBaa OT HYJEBOT'O MOJIOXKEHU Ta0ysTopa (JIEBOW rpaHULbI
TEKCTOBOI'O T10JI51) U BBIPABHUBAETCS 10 IIMPUHE TEKCTOBOIO noJisi. [IepBas cTpoka Kaxka0oro
a03alla HauMHaeTcsl ¢ NEepBOro mojokeHus talynaropa (1,25 cMm) or neBoil IpaHUIbI
TEKCTOBOTO IOJIS, HAIIPUMED:

A, Cunopos Ban UBanoBuy, corpynauk OAO «3Ha4yok» — riiaBa OT/elNa o padore
C KJIMEHTaMH TOJTYYuII:

Jlanee TeKCT BEIOMOCTH MPEIIOIaraeT CBOAHYIO TabJIMILy, B KOTOPOH 3a()UKCHPOBAHO:

- HAMMEHOBAaHNE TOBApa;

- KOJINYECTBO TOBApa;

- IEHA 3a €IMHUILY TPOIYKIIHH;

- 00111as1 CTOMMOCTB BCETO TOBApa;

- TOBap, NOAJICKALMNA BO3BpATY.

TekcT BETOMOCTH IeYaTaeTcss 4epe3 JIBa MEKCTPOUHBIX MHTEpBala OT PEKBU3HUTA
«HanmenoBanne nuOO aHHOTAIMs JOKYMEHTa» CTPOYHBIMU OyKBaMu, 0€3 KaBBIYEK
cTanAapTHbIM mpudToM Ne 14 1 BeIpaBHUBAETCS IO IIMPUHE BCEro JOKYMEHTA.

1) TIOJNKICH BEIOMOCTH;

PexkBU3UTHI CTOPOH OPOPMIIAIOTCS B BUAE Tabiulbl. B cocTaB peKBU3UTOB CTOPOH
BXOJIAT:
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- TOJDKHOCTB 3aKAa3YMKa U MaTEpUaIbHO-OTBETCTBEHHOTO JIMIA HCIIOJIHUTEIIS,

- IOJINIACH CTOPOH;

- ®1O cTopoH;

- 1aTa MOANHUCAHUS.

Pexomennyemsriii mipudt: Times New Roman Ne 14 yepe3 monropa MEKCTPOUYHBIX
uHTepBasia. Hanpumep:

PykoBoaurens YIpaBieHus 3aKyIIOK MarepHajbHO — OTBETCTBEHHOE JIUIO:
Y UMYILIECTBEHHOU pa0dOThI

ITO CK «CamoymnpaBieHue BHE TPaHUID)

J1.J1. BoOpoBHHKOB

« » 2023 r.

4.13.3. BenmomocTh [EATETLHOCTH TII€UATAETCS HA YTBEPXKICHHOM OOIIEeM
npononsHoM Onanke IO CK «CamoynpaBieHue BHe rpaHui (mpuioxkeHue Ne 16).
Hcnonb3oBanue 0JIaHKOB MPOU3BOJIBLHON (hOPMBI 3aMpeniaeTcs.

4.14. 3aaBnenue

4.14.1. 3asBieHue — WHULIMATUBHBIA JOKYMEHT OT CTYACHTa, 3aMHTEPECOBAHHOTO
B yuacTtuu B nestenbHocTH [10 CK «CamoyripaBieHnne BHE TPaHUID, O BKIIFOUCHHUH B COCTAB
aktuBUCcTOB [1O CK «CaMoynpaBieHre BHE TPAHUID).

4.14.2. 3asBnenue odopmisieTcs, Kak MpaBWIO, HA CTaHIAPTHOM JIMCTEe Oymaru
dopmara A4, npononbHoM Onanke [10 CK «CamoynpaBieHue BHE rpaHUID (MPUTOKEHHE
Ne 17). Vcnionp3oBaHKe 0JJaHKOB IMIPOM3BOJIBHOM (POPMBI 3aIpelnaeTcs.

3asBICHUE COJIEPKUT CIECTYIONTNE PEKBUZHUTHI:

a) cBeJieHUsI 00 ajpecare;

B cBenenusx o0 ampecaTe yKa3bpIBalOTCS HAaUMEHOBAHUE JTOJDKHOCTA M WHUIIAAIIBI
u daMuaus JOJDKHOCTHOTO JiMIla B JaTtenbHOM manexe. CBemenust o0 ajapecare
oopmIIstOTCS B TPaBOM BEPXHEM YTITy 3asBJICHUS.

0) cBeleHHs O 3asBUTEIIC;

B cBenenusax o 3asBuTeNe YyKa3bIBaloOTCS (aMuus, WMs, OTYECTBO U CTaTycC
C HauMeHOBaHHEeM cTpykTypHoro noapazaenenus [10 CK «CamoyripaBieHue BHE TpaHUID,
CTaTyCc OOYy4Yaromlerocsi ¢ yKazaHHEM HOMepa TPYIIbI, KOHTaKTHBIH TenedoH u e-mail.
CBeneHMsI YKa3bIBAIOTCS B POAUTEIBHOM Tajexe 0e3 mpesjiora «oT.

CBenieHust 0 3asiBUTEINE MUIIYTCS 01 CBEJICHUSIMU 00 ajipecare.

B) BUJ| JIOKYMEHTA;

Bun nokymeHTa — ciioBo «3asBIICHHE) MUIIETCS MO IIEHTPY TEKCTOBOTO IOJISI JIUCTA
CTPOYHBIMH OyKBaMH, HAUMHAs C IPOIUCHOM, TIOJT PEKBU3UTOM «CBEJICHUS O 3asBUTEIICY.

I') TeKCT IOKYMEHTA,;
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TekcT 3asiBIeHUs U3Naraercs OT 1-ro Juia €JMHCTBEHHOI'O YMCia U MUIIETCS MO/
pekBu3uTOM «Bua nokymeHTay.

€) Jara JJIOKyMEHTa.

3asBUTENb NOJAMUCHIBAET 3asIBJICHUE MO]] TEKCTOM C IMPABOW CTOPOHHI.

1) TIOJITTUCH 3asBUTEIIS,

€) JlaTa JOKyMEHTa.

3asBUTENb IPOCTABIISIET AATy HATMCAHUS 3asBIICHUS MO/ TEKCTOM C JIEBOM CTOPOHBL.

4.14.3. Ilpy TNOJOKUTEIBHOM HCXOJ€ 3asBICHUE MOAINUCHIBAIOT PykoBOogUTENH
ciyx0b1 JokymeHToobopota u IIpenceaarens [10 CK «CaMmoynpaBiieHre BHE TPAHUID.

4.15. Aganmurudeckas 3armcKa

4.15.1. AmHanuTuyeckas 3alHMcKa COCTAaBISIETCS C 1LeJbl0 WH(OOPMUPOBAHUS
npejacenaTens, 3amectutess pykosoautens, pykooaurens [10 CK «CamoynpaBieHue BHE
TPAaHUI» O CJOKMUBIICHUCS CUTyallud, 00 MMEBIIUX MECTO (haKTaX, O BBIIIOJHCHUH WU
HEBBINIOJIHEHUM 3a/lay, IUIAHOB, YyKa3aHWii, paboT Wi MOOyIUTh K MPUHSATHUIO
OIPEJIETIEHHOTO PEUICHUS.

4.15.2. Ananutrueckas 3amvcKa rneyaTaeTcsi Ha yTBEP)KICHHOM OOIIEM MPOA0ILHOM
onanke I10 CK «Camoymnpasienne BHe rpanuiy (mpuinoxenune Ne 18). HMcnonb3oBaHue
0JIaHKOB MPOU3BOJILHOW (POPMBI 3aIpeIacTcsl.

4.15.3. TpeGoBanus kK 0HOPMIICHUIO aHATUTHYECKON 3aMHICKU:

a) BUJI JIOKyMEHTA;

Haumenosanue Buga goxkymenta «AHAJIMTUYECKAS 3AITUCKA»
MeYaTaloTCsl Yyepe3 OJIMHAPHBIA MHTEpBajia, OTCTyIas OT HAUMEHOBAHUS CTPYKTYPHOIO
noApaszaeneHus 24 nT, mo JBa mpoOena MeXJy CiIOBaMu, MPOMUCHBIMU OykBamu 0e€3
KaBBIUEK MOTYKUPHBIM mpudToM No 16, OT J1eBOM TPaHUIIBI TEKCTOBOTO TIOJIS.

0) 1aTa TOKYMEHTA;

JlaTol 3amucKH SIBISIETCS AaTa €€ MOAMUCaHusI.

B) PErUCTPAllMOHHBIA HOMEP TOKYMEHTA;

PeructpaiilnOHHBIM HOMEPOM 3aIUCKH SBJISIETCS] TOPSAKOBBIM HOMED, PUCBaNBAEMbIN
B Ipejenax KaJICHJIapHOTO Tojla, JOMOJIHEHHBIH HOMEPOM Jeja M0 HOMEHKJIAType el
CTPYKTYPHOTO MOJIpa3AeCHUs, B KOTOPOM XPAHUTCS 3aIUCKH WIIM UX KOTHH.

PerncrpauroHHBIN HOMEDP 3aIMCKU MUILIETCS HA OJTHOM CTPOKE C AATOM U OTAEJISIETCS
oT pekBu3uTa «Bun nokymenra» 12 nr.

') TEKCT JOKYMEHTA,

B TekcTe aHaMTHYEeCKOM 3alMCKU BBIASIAIOTCS JIBE WX TPU YacTH. B riepBoi yactu
coo0mIaroTcst PaKThl, MOCIYKUBIINE TTOBOJIOM JUIsl COCTaBJICHUSI aHATMTUYECKOM 3aMKCKH,
BO BTOPOM — KOHKPETHBIE BBIBO/IbI, MPOCKOBI U MpeiokeHus. Eciiu TEKCT COCTOUT U3 Tpex
4yacTeid, TO BO BTOPOl yacTu Oy/1eT aHAIN3 CIIOKHUBILICHCS CUTYaIlU, BO3MOKHbIE BAPUAHTHI
pELIEHHUs], a B TPEThEN — BBIBOABI U MPEIIIOKEHUS.

TekcT oTaenseTcss OT HAMMEHOBAHUS 3aITUCKH JIBYMsI MEKCTPOUYHBIMU UHTEPBAIaMH,
neyaraeTcss pekoMeHayembiM mpudTom Times New Roman Ne 14 wyepe3 monTopa
MEXCTPOYHBIX HHTEpBaja OT HYJEBOTO TMOJIOXKEHUsI Talynsaropa (JIEBOW TpaHUIIBI
TEKCTOBOI'O TIOJIsI) U BBIPABHHMBAETCS IO JIEBOM M MPaBOM TpaHUI]AM TEKCTOBOTO TMOJIA.
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[lepBast cTpoka kaxmoro ad3ara HAYMHAETCS C MIEPBOTO MOIoXKeHus Tadynsaropa (1,25 cm)
OT JICBOM IpaHUIIBl TEKCTOBOTO TTOJIS.

1) TOJAMUCH JOJPKHOCTHOTO JIUIIA.

[Toamuch 3amUCKH COCTOUT M3 HAUMEHOBAHMS JOKHOCTH JIMIIA, ITOAMHCHIBAIOIIETO
JOKYMEHT, TMYHOMN TOANHUCH, paciIu(GPOBKH IMOAMUCH (MHUITAAIIBI, (paMUIIHs).

HanmeHoBaHue JOJDKHOCTH JIMIIA, TTOAMUCHIBAIOIIETO 3aIIUCKY, TTeYaTaeTCs OT JIEBOM
TPpaHUIbl TEKCTOBOIO MOJIS,, MHUITUAJBI U (haMUIIUSI — OT TPaBOM rPaHUIlbl TEKCTOBOTO MOJIS.
[Toanuce oTAeseTCsS OT TEKCTa JOKJIAIHOM 3alIMCKU UM OTMETKH O HAIMYMU MPUIOKEHU S
18 mT.

4.15.4. Amnanutudeckas 3amucKa IHOJNMCBHIBAETCS OTBETCTBEHHBIM  JIMIIOM,
OCYILECTBIISIIOIINM aHKETUPOBAHUE U aHATIM3UPOBAHUE PE3YIHTATOB.

4.16. O0OpICHUTEILHAS 3aIUCKA

4.16.1. OObsicHUTEIbHAS 3aMHCKAa — JOKYMEHT, OOBSICHSIONMINNA MPUYMHBI KaKOTO-
1100 coObITHsA, (pakTa, MOCTyIKA.

4.16.2. OObsicHUTENbHAS 3amucKa OQOpPMIIAETCS, KaK MPaBHIO, HA CTaHIAPTHOM
mucte 6ymaru ¢popmara A4 u COIEPKUT CIEAYIONINE PEKBUZUTHI:

a) cBeJieHusI 00 ajpecare;

B cBemenus o0 agpecare yKas3plBalOTCA HAMMEHOBAaHHUE OJHKHOCTH, WHHUIIHAAIBI
u GdaMuaus JODKHOCTHOTO JIMIIa B JaTenbHOM manexke. Ceemenuwst o0 ampecate
oOpMIISIIOTCS B IIPABOM BEPXHEM YTy 3asBJICHHUS.

0) B cBegenusax 00 akTUBUCTE YKa3bIBAIOTCS (paMUIIMs, UMS, OTUECTBO U JOJKHOCTb
C HAMMEHOBAHUEM CTPYKTYPHOTO TOIpa3eieHus (yIs aKTUBHCTOB WJIM WICHOB Kiy0a),
cTaTyc OOy4YaroIIerocsi ¢ yKa3aHHueM HOMEpa TPYHMbl (71 00ydaroImuXcs), KOHTAKTHBINA
teneor u e-mail. CBefeHHs yKa3bIBAIOTCS B POAMTEIBLHOM Majiexke 03 mpesyiora «oT».
CBenenus 00 akTUBUCTE MUIITYTCA MO/ CBECHUSIME 00 ajpecare.

B) BUJ JOKYMEHTA;

HazBanue gokymenta « O0bICHUTENbHAS 3aMTMCKA) MUIIETCS MO EHTPY TEKCTOBOTO
TIOJISL JINCTA CTPOYHBIMU OYKBaMU, HAYMHAS C TIPOIMMCHOM, MO peKBU3UTOM «CBeaeHUS 00
aAKTUBHCTEY.

') TEKCT JOKYMEHTA;

Tekcr 3anmucku wM3naraercs OT 1-ro JWma eIMHCTBEHHOTO YHCIIA M IHIIETCS IO
pekBu3uTOM «Bum qokymeHTay. TekcT 00bICHUTETLHOMN 3aITUCKA COCTONT U3 ABYX YaCTEH:

- hakTHUeckas (MU3M10KeHNE 00CTOATENBCTB MPOUCIIIECTBUSA, 1aThl, MECTA, YYACTHUKOB);

- MOSICHEHUS IPUYUH MPOU3OIIEAIIETO.

B o0enx dWacTax CTWIb JOIDKEH COONIONATHCSA CTPOTrO JCIOBOW. ApryMEHTAIIHS
JOJDKHA OBITh KpPAaTKOW, HO yOemuTenpbHOW. B KadecTBe MOKa3aTENbCTB HEOOXOIUMO
u3NlaraTh MOJTBEPKACHHbIC (DAKTHI, CChUIATHCA HA JOKYMEHTHI WJIM Ha CBHJETEIHCTBA
JIPYTUX JIFOJEH.

TekcT oTnenseTcss OT HANMEHOBAHMSI 3aITUCKU JBYMS MEXKCTPOYHBIMUA HHTEPBAIaMH,
neyataeTcss pekoMeHayembiM Impudrom Times New Roman Ne 14 wyepe3 monropa
MEXCTPOYHBIX HHTEpBaja OT HYJEBOTO IOJIOXKEHUs Talynsaropa (JIEBOW T'pPaHMIIBI
TEKCTOBOTO TIOJISI) W BBIPABHHWBACTCS IO JIEBOH W MPaBOW TpaHUIAM TEKCTOBOTO ITOJIA.
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[lepBast cTpoka kaxmoro ad3ara HAYMHAETCS C MEPBOTO MONIOXKeHUs Tadynsaropa (1,25 cm)
OT JICBOM IpaHUIIBl TEKCTOBOTO TTOJIS.

1) IOJATTUCH 3asIBUTEJIS;

AKTHUBHCT MOJIUCHIBAET O0BSICHUTEIBHYIO 3aIUCKY MOJI TEKCTOM C MPABOM CTOPOHBL.

€) J1ara I1OKyMEHTa.

3asBUTENh IPOCTABIISAET AaTy HATMCAHUS 3asBJICHUS IO/ TEKCTOM C JIEBOM CTOPOHBI.

4.16.3. O0BsicHUTETbHAS 3aITUCKA COCTABIISETCS HAa TIPOAOIHLHOM OJIAaHKE JJOKYMEHTOB
IO CK «CamoympaBieHue BHe rpanuiy (mpuioxenue Ne 19). Mcnonb3oBanue 0JaHKOB
MIPOU3BOJILHON (POPMBI 3amperiacTcs.

5. OPTAHU3ALIMA JOKYMEHTOOBOPOTA
N UCIIOJIHEHMA NTOKYMEHTOB

Opranuzaiusi paboTel ¢ JOKYMEHTaMHU B JIETOMPOU3BOJICTBE MPEACTABISET COOOM
COBOKYITHOCTb BHJIOB PaboT, 00eCeurBaIOIIUX JABUKEHHUE JOKYMEHTOB C MOMEHTa HX
CO3JIaHUSI WJIM TOJYyYECHHUS 10 3aBEPUICHUS HUCIIOJTHEHUS WIM OTIpPaBJICHUS, XPaHCHUS
Y UCIIOJIb30BaHUsl JOKYMEHTOB B Tekyiei aestenbHocTu 10 CK «CamoynpaBieHne BHE
IpaHUIl», COXPAHHOCTb, Yy4YeT, CHUCTEMATU3alMI0 JOKYMEHTOB, (HOpMHpOBaHUE
u opopMiieHHE Jie] Ha AEONPOU3BOJICTBEHHON CTaJuu B COOTBETCTBUU C TPEOOBAHUSIMH,
YCTaHOBJIEHHBIMH HOPMATUBHO-METOAUYECKUMH JTOKYMEHTAMH MO JIETONPOU3BOJICTBY.

5.1. Opranu3zanus 10KyMEeHTOo000poTa

5.1.1. Ismxenue nokyMeHToB B [1O CK «CamoyripaBiieHre BHE TPAaHUI C MOMEHTA
WX CO3JIaHMsI WM TOJIYYEHHS 10 3aBEepIIEHUs] MCIIOJHEHUS WM OTIpaBlIeHUS 00pa3yer
nokymeHToo60pot 110 CK «CamoynpaBieHre BHE TPaHULD.

B nokxymentoob6opore 10 CK «CamoympaBieHue BHE TPaHUID» BBIICISIOTCS
CJIEAYIOIIME JOKYMEHTOIOTOKH:

- moctynatomias aokymeHtauus (Bxomsmasi) B 110 CK «CamoymnpaBieHue BHE
rpaHyI (Aajiee — NoCTynaromas);

- otmpasisiemas nokymentanus (ucxonsimas) uz 110 CK «CamoynpaBieHue BHE
Ipa”uI (J1ajiee — oTIpaBisieMast);

- BHyTpeHHsAs fokymeHtanus [IO0 CK «CamoynpaBieHune BHE IpaHuly (nanee —
BHYTPCHHSIS).

5.1.2. Tlopsimok MPOXOXKIAEHUA TOKYMEHTOB M OIEpPAlNH, MPOU3BOAUMBIE C HUMHU
B cTpyKTypHbIX noapasaeneHusx 110 CK «CamoynpasineHye BHE TpaHULD), PEMNIAMEHTHUPYFOTCS
HacTodAlmer MHCTpykuuen, NOJ0OKEHUAMH O CTPYKTYPHBIX MOAPA3AEICHUSIX U APYTrUMU
nokabHbIMU akTamu [1O CK «CamMoyripaBieHre BHE TPAHUID.

5.1.3. JIBwKeHue JAOKYMEHTOB JOJDKHO OBITh MNPSMOTOYHBIM, T.€. HCKIIIOYATh
BO3BpPATHBIE MapIIPYTHI.

5.1.4. JIOKyMEHT JTOJDKEH MpeOBIBaTh TOJIBKO B T€X CTPYKTYPHBIX MOAPA3NICTICHUSIX
[10 CK «CamoympaBiieHHE BHE TpaHUIL», TJI€ 3TO 00YCIOBICHO HEOOXOIUMOCThIO PabOTHI
C HUM.



38

5.1.5.  JlokymeHT JObKeH OBITh B CTPYKTYPHOM  TOApPA3ACICHUH
[10 CK «CamoymnpaBieHue BHE TPAHULD) UIIN Y UCIIOJTHUTENSL ONHOKPATHO.

5.1.6. B TIO0 CK «CamoympaBiieHHEe BHE TpPaHUID OCYIIECTBIsAETCS pabdoTa
C JOKyMEHTaMH Ha 3JICKTPOHHBIX HOCHUTEIISX.

5.2. OcoGeHHOCTH pabOTHI C ANEKTPOHHBIMU JTOKYMEHTAMHU

5.2.1. BIIO CK «CaMoymnpaBieHuEe BHE T'PAHUID) CO3AAI0TCS U UCIIOJIb3YIOTCS:

- 3JIEKTPOHHBIE JOKYMEHTBI, CO3/IaBa€MbI€ B 3JIEKTPOHHOU (popMe 6e3 mpe1BapUTeIbHOrO
JIOKYMEHTUPOBaHUS Ha OYMa)KHBIX HOCUTEIISIX;

- JJIGKTPOHHBIE 00pa3bl JTOKYMEHTOB, IMOJIYYEHHbIE B PE3yJIbTAaTe€ CKAHUPOBAHMS
OYMa)KHBIX TOKYMEHTOB M XPAHSIIHECS B CUCTEME IJIEKTPOHHOTO JOKYMEHTO000pOTA.

5.2.2. DNEKTPOHHBIM NOKYMEHT JOJDKEH ObITh OQOpMIIEH MO OOIUMM MpaBHiIaM
JETIONPOU3BOJICTBA U UMETh PEKBU3UTHI, yCTAHOBJICHHBIE JIJI1 aHAJIOTMYHOTO JOKYMEHTA Ha
OyMa)KHOM HOCHTEIIE.

5.2.3. DNEeKTPOHHBIA JOKYMEHT IOJDKEH COJEpaTh M TOCTOSHHO OBITH CBSI3aH
C METaJaHHBIMHU, OTPAKAIOUIMMU OIEpallii, COBEpPIIAEMbIE C JIOKYMEHTaMH B MPOIECCE
JICJIOBOM JIesTeIbHOCTH. [Ipn 3TOM:

- CTPYKTypa JIOKyMEHTa, ero (opmaT M B3aUMOCBSI3U MEXIY COCTaBISIOIIMMHU
JOKYMEHT DJJIEMEHTaMHU JIOJKHBI OCTaBaTbCsl HEW3MEHHBIMHU, HE HCKAKEHHBIMU
METa/IaHHBIMU;

- B METAJaHHBIX O JOKYMEHTE JIOJDKEH OBITh OTPAKEH KOHTEKCT €ro CO3aHusl,
MOJIY4YEHUs] M MCTOJIb30BaHUS (B TOM YHCJE MPOIECC ACIOBOM NEATEIbHOCTH, YacCThIO
KOTOPOTO SIBJIIETCS JaHHas OIlepalusl, 1ata U BpeMsl TaHHOU onepaiuu u €€ y4aCTHUKH);

- B METAJaHHBIX O JOKYMEHTE JOJKHBI OBITh NPEJICTABICHBI CBA3U MEXKIY
OTJIETTbHBIMU JIOKYMEHTAMH, COCTaBISIOIIMMU B COBOKYIHOCTH €IWHBIM KOMIUIEKC
JIOKYMEHTOB.

5.2.4. DneKTpoHHBIE JOKYMEHTHI CO3MAl0TCs, 00pabaThIBAIOTCS W XPaHATCS
B CHUCTEME 3JIEKTPOHHOTO JokyMeHToobopota (nanee — COJ1) [1O CK «CamoynpaBneHue
BHE TPaHUID.

Col TIO CK «CamoymnpaBieHHWE BHE TpaHHUID JOJDKHA COOTBETCTBOBATh
TpeOOBaHUSAM, YCTAaHOBJICHHHIM MUWHHUCTEPCTBOM CBS3M U MAaCCOBBIX KOMMYHHKAIIUN
Poccuiickon @enepanumu.

5.2.5. B aneKTpOHHOM BHJI€ MOXKET OCYLIECTBISATHC:

a) IpHeM MOCTYHAOIINX JOKYMEHTOB;

0) newxenue qokymeHToB BHYTpH [10 CK «CamoyripaBieHre BHE TpaHUID;

B) BHECEHHUE YKAa3aHUM MO UCTIOJHEHUIO TOKYMEHTA (Pe30JItoIuii);

') UICIIOJIHEHUE JOKYMEHTOB;

1) TOCTaHOBKA JIOKYMEHTOB Ha KOHTPOJIb;

€) MOJArOTOBKA OTIPABIISIEMbIX U BHYTPEHHUX JIOKYMEHTOB,;

) COTJlacOBaHUE (BU3UPOBAHUE) TOKYMEHTOB;

3) y4eT JIOKyMEHTOB;

1) perucTpaIus J0KyMEHTOB;

K) pacchlIKa JJOKYMEHTOB;
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J1) OTIIPaBJIEHUE TOKYMEHTOB;

M) OTMETKa 00 MCIIOJIHEHUH JOKYMEHTOB;

H) XpaHEHHUE JOKYMEHTOB.

5.2.6. Co3naHHble WIM BHU3UPYEMbIE JOKYMEHTHI NOJIHUCHIBAIOTCS KOHKPETHBIM
noskHocTHBIM JiuiioM [1O CK «CamoynpaBieHne BHE TpaHULD.

5.2.7. Ilpu o6paboTKe, pacCCMOTPEHHUH, COTITACOBAHUHU DIIEKTPOHHBIX JTOKYMEHTOB,
a TakKe NpH MNOANHCAHUM BHYTPEHHUX HH(POPMALMOHHO-CIIPABOYHBIX 3JIEKTPOHHBIX
nokymeHToB B COJl Bo BHyTpeHHeM gokymeHTooOopoTe [10 CK «CamoymnpaBienue BHE
IPaHUI» MOTYT HMCHOJIb30BATHCS CHOCOOBI MOJATBEPKACHUS ACHCTBUN C DIECKTPOHHBIMU
JIOKyMEHTaMHU, MPU KOTOPBIX 3IEKTPOHHAS MOJIUCH HE UCHOJIb3YETCA, IPU YCIOBUH, YTO
nporpaMMubie cpenctBa, npumensembie B 110 CK «CamoymnpaBiieHHWE BHE TpaHUID,
MO3BOJISIIOT OJHO3HAYHO WACHTH(UIIMPOBATH JIMIIO, MOMUCABIICE WM 3aBU3UPOBABIIEE
JIOKYMEHT.

5.2.8. IlpueM wu oTHpaBiIeHUE DIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIOTCS
B Ynpasienuu penamu II0 CK «CamoymnpaBieHue BHE TpaHUI) H CTPYKTYpPHOM
MO/Ipa3/ieNIeHUN MpejiceiaTeNsl, OCYIIECTRIISIIONIEM OpraHU3alluIo AeJIONPOU3BO/ICTBA.

5.2.9. Ilpn nepenaye MOCTYNUBIINX JIEKTPOHHBIX JTOKYMEHTOB Ha PAacCMOTPEHHUE
PYKOBOJIMTENSAM  CTPYKTYPHBIX  IOAPA3ACICHUN,  NPEICEAaTeN0,  3aMECTHUTEIO
pykoBoaurens, pykoogutento 110 CK «CamoynpapieHre BHE TpaHHUIl» HaIpaBiIeHUS
AJIIEKTPOHHBIX ~JOKYMEHTOB B CTPYKTYpHBIE€ TMOAPA3ACIECHUS U  OTBETCTBEHHBIM
ucnonutenssMm 10 CK «CamoymnpaBiieHHMe BHE TpaHUID, OTIPABKE JIICKTPOHHBIX
JIOKyMEHTOB M XpaHEHUU BMECTE€ C HUMHU TEPeNaroTcsi (HAMpaBIAIOTCS, XPAHATCSA) HX
pPErucTpallMOHHbIE TaHHBIE.

5.2.10. Hoxymentsl, co3gaBaemble B [IO0 CK «CamoympaBieHue BHE TpaHUID,
u () nocrynusiue B [10 CK «CamoynpasiieHue BHE rpaHUID Ha OyMa)KHBIX HOCUTEISX,
BKIItOUaroTcs B COJI mocie ckaHUpOBaHUS U CO3/IaHMSI AJIEKTPOHHBIX 00pa30B JOKYMEHTOB.

5.2.11. B CO/1 He pa3MeniaroTcsi JOKYMEHTHI C KOHPUAECHIMATbHON HHPOPMaLUEH.

5.2.12. B nensx ydera u noucka J0kyMeHToB B COJ] uconbs3yroTcs: 00s13aTenbHbIe
CBEJICHUSI O JIOKYMEHTax COIJIaCHO MEpPEYHI0 O0S3aTEeNbHBIX CBEIACHUN O JOKyMEHTAaX,
UCIIOJIB3YEMbIX B LENAX ydeTra M MOUCKa JOKYMEHTOB B CHCTEMax 3JIEKTPOHHOTO
JIOKyMEHTO000pOTA.

5.2.13. EnuHuneit yuera »HIEKTPOHHOTO JOKYMEHTA SIBISETCS DSJIEKTPOHHBIN
JIOKYMEHT, Haxosmuica B CO/I.

5.2.14. CocraBienue u O(OpMIIEHHE MPOEKTOB JJIEKTPOHHBIX JOKYMEHTOB
OCYILECTBISETCS MO OOLIUM MpaBUiIaM JeI0MPOU3BOJCTBA, YCTAHOBIEHHBIM B OTHOLICHUU
aHAJIOTUYHBIX JIOKYMEHTOB Ha OyMa)KHBIX HOCUTEISX.

5.2.15. B CO/1 1OKyMEHT NepenaeTcs MEXKAY YWICHAMHU U aKTUBUCTAMH CTPYKTYPHBIX
noapasnenenuit [10 CK «CamoymnpasieHre BHE TPaHUID B 3JIEKTPOHHOM BHUE B Gopme
AJIEKTPOHHOM KapTOYKU-3a/1auu (3amanus) (najsee — I33) ¢ TeKyIIMM Ha0OpOM PEKBU3UTOB
Y IPUKPETUICHHBIM (DaiiJIoM IOKYMEHTA.

5.2.16. Opranuzanuio, BeJACHHE M COBEPIICHCTBOBAHUE JICIOMPOU3BOJICTBA
c wucnonb3oBanueM COJ], Meronuueckoe pPYKOBOACTBO M KOHTPOJIb COOJIOACHUS
YCTaHOBJICHHOT'O MOpsiIKa paboThl ¢ JoKyMeHTaMu B COJ] B CTPYKTYPHBIX MOpa3aeICHUIX
[TO CK «CamoynpaBiiecHUE BHE TPAHULD) OCYILIECTBIAECT Y IPABJICHUE JIETaAMU.
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5.2.17. HenocpeACTBEHHOE BeJ€HHE AEJIONMPOU3BOJICTBA C UCIOab3oBaHueM COJ]
B cTpyKTypHbIX nogpazaeneHusax 110 CK «CamoynpaBieHrne BHE T'PAHULD) OCYILIECTBIISIETCS
JIOJDKHOCTHBIMHM JIMIIAMH, OTBETCTBEHHBIMHU 32 BEJCHUE JEJI0MPOU3BOACTBA B CTPYKTYPHBIX
noApa3eICHUsX.

5.3. Opranu3zanus NoJy4YeHUs U OTIPaBICHUs TOKYMEHTOB

5.3.1. B IIO CK «CamoymnpaBieHl€ BHE TPaHUL» OCYIIECTBISIETCS HEHTPaIU30BaHHAs
dbopMa TmMOJyYeHHUSs M  OTIHpaBICHUS JOKYMEHTOB Ye€pe3 OTACNbl CTPYKTYPHBIX
noapazaenennid [I0 CK «CamoynpaBieHue BHE TpaHUL», NPUHUMAIOIMIMMU Yy4acTHE
B IIpOIIECCe TOKyMEHTO000pOTa.

5.3.2. llonyuenue u ornpasienue nokymeHTOB B [IO CK «CamoynpaBieHue BHE
I'PaHHUI OCYLIECTBISETCS CPEACTBAMU AIIEKTPOHHOM CBSI3H.

5.3.4. Ilo xaHanaM SIEKTPOHHOW CBSI3M MOCTYINAKOT U OTIPABISIOTCS JJIEKTPOHHBIE
JIOKYMEHTBHI.

5.3.5. [Topspok padotsl ¢ noctynaronumu B [10 CK «CamoymipaBiieHre BHE IpaHUIDY
n ornpasmsieMbiMu u3 110 CK  «CamoymnpaBieHue BHE TpaHUL» JTOKYMEHTaMU
B DJIGKTPOHHON (hopMe aHaJOTMYeH MOPAJIKY padOThl ¢ JOKYMEHTaMU Ha OyMakKHBIX
HOCHUTEIIAX.

5.4. Ilpuem u nepBuyHast 00padOTKA MOCTYMAOIINX IOKYMEHTOB

5.4.1. Ilpuém, nepBUUHYIO 0OpaOOTKYy M pachpeaesieHue JOKYMEHTOB, BKJIIOYAs
JOKYMEHTHI B 3jekTpoHHON (opme, noctynaromue B [10 CK «CamoynpaBineHue BHE
IPaHULD), OCYIIECTBIISIIOT B OT/IEeNax CTpyKTypHbIX oapaznenenusix [10 CK «CamoynpaBneHne
BHE I'PaHUID, IPUHUMAIOLIUX YYacTHE B Ipolecce JOKyMEHT0000poTa.

5.4.2. KoHBEPTBI C JOKYMEHTAaMH BCKPBIBAIOTCS, 3a HCKIOYEHHEM KOHBEPTOB
C TIOMETKOM <JIMYHO», «KOH(MUICHIMAILHO» WM aJpPECOBAHHBIX OOIIECTBEHHBIM
OpraHU3aLHUsIM.

5.4.3. TIpoBepsieTcsi MPaBWIBHOCTh aApECalliy, JOCTABKH, LEIOCTHOCTh YIAKOBKH
Y KOMIUIEKTHOCTB JJOKYMEHTOB.

OmunboyHO AOCTaBICHHBIE JOKYMEHTHI MEPEChUIAIOTCA MO MPUHAIJICKHOCTH WIIH
BO3BPAIAIOTCS OTIPABUTEIIO.

[Tpu oOHapyKEeHUU MOBPEXKAEHUS, OTCYTCTBHS JOKYMEHTA WM MPUIIOKEHUS K HEMY,
a TakKX€ HECOOTBETCTBUS HOMEpA, YKAa3aHHOIO Ha KOHBEPTE, HOMEPY BIIOKEHHOTO
JOKYMEHTa, COCTAaBIISIETCS aKT B TPEX HK3EMIUIAPAX, OJWH M3 KOTOPBIX IPHUIIAraercs
K TOJYy4YEeHHOMY JIOKYMEHTY, IPYIOW HAINpPAaBIETCS OTHPABUTENIO, a4 TPETHM OCTAETCS
B YIIpaBJICHUU JICJIaMH.

5.4.4. KoHBepThl OT NOCTYNUBUIENH KOPPECTIOHAECHIIMN COXPAHSIOTCA U MPUIIaratoTCs
K JOKyMEHTaM B CIIy4asix:

- €CJIA aJIpec OTIIPABUTEIS YKa3aH TOJIBKO HA KOHBEPTE;

- €CJIM JaTa JIOKyMEHTa M JaTa €ro OTIPaBKH COIJIACHO IOYTOBOMY ILITEMIIEIIO
UMEIOT OOJIbIIINE PACXOXKICHHUS BO BPEMEHH;
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- €CJIM KOHBEPT HEOOXOAUM B KaUECTBE ONPABAATEIBHOI0 JOKYMEHTA K PacX0/1aM 110
OILIaTe KOPPECIIOHAECHIUH.

5.4.5. TllocrynuBmiMe  JOKYMEHTHI, MOMJIEKAIIWE PErUCTpPaluu, JOJIKHBI
IEepeNaBaTbCsd HA PETUCTPALMIO B CTPYKTYPHOE IOAPA3LAECICHUE IPEACEAaTes,
OCYILECTBIISIONIECE OpraHU3alUIO JIEJIONPOU3BOJACTBA, WIM B YIIPABICHUHU JACJIaMU, €CIU
TaKOBO€ BXOJHUT B €ro KOMIIETCHIUIO, B J€Hb MX IIOCTYIUICHHS, IIPU MOCTYIUICHUM B
Hepabouee BpeMsi — Ha CIEAYIONIUN pabouunii 1EeHb.

5.5. Peructpanus nocTynarmmx JOKyMEHTOB

5.5.1. Ilognexanme perucrpanuy IOCTYNAKOMKUE TOKYMEHTBI PETHCTPUPYIOTCS
LEHTPAJIM30BAaHHO B  CTPYKTYpPHOM  INIOJpa3JeJ€HUM  ammapara  Ipejacenarens,
OCYILECTBIISIIOIIEM OPraHU3alHIo IEIOPOU3BOACTBA.

5.5.2. llognexamme  perucrpanuuy  IMOCTYNAIOIIME  JOKYMEHTBI  JOJDKHBI
PErUCTPUPOBATHCS OJAHOKPATHO.

5.5.3. Tlognexaniue perucTpaluy MOCTYNAKOIINE JOKYMEHTBI PETHCTPHUPYIOTCS
HE3aBUCUMO OT CI0c00a UX JOCTaBKH UJIM NOJYyUEHHUS.

5.5.4. Ha mnonnexamieM perucTpanuu IMOCTYNUBIIEM JTOKyMEHTE OQGOpMIISeTCS
peKkBU3UT «OTMETKA O MOCTYIJIEHUH TOKYMEHTA.

Ormerka o nocrymeHnn nokymenta B 110 CK «CamoynpaBneHue BHE TpDAHHUID»
oopmisieTcs B BHJE LITamIla B MPAaBOM HWKHEM YIUIy JIMLIEBOW CTOPOHBI JOKYMEHTa
C yKa3aHUEM JaThbl IOCTYIUICHHs, BXOJSALIETO PErMCTPALMOHHOIO HOMEpa JIOKyMEHTa
Y pacreyaTbhIiBaeTCs Ha JOKYMEHTE.

Ha koppecnionaeHnnm, He noaIexanend BCKPbITHIO, IITaMIT CTABUTCS HA KOHBEPTE.

5.5.5. llonnuHHUK TOKyMEHTa Ha OyMa)KHOM HOCUTEJIE MePeaeTCs A CTIOTHEHUSI
Y TIOCJEAYIOUIET0 XPAHEHUS B CTPYKTYPHOE MOAPa3/1€ICHUE-UCTIOJIHUTENb.

5.5.6. JlokyMeHTBI, MOCTYNMBIIME B pabouee BpeMs, PErUCTPUPYIOTCA B JI€Hb
NOCTYTLICHUS.

JIOKyMeHTBI, TIOCTYNUBIINE B Hepabouee BpeMsi, pErUCTPUPYETCS Ha CIEeAYIOIIUN
pabouuii JeHb.

5.5.7. Cpenu mnojjexalux PErucTpaluy MOCTYMAKIUX JOKYMEHTOB OTAEIbHO
PETUCTPUPYIOTCS JOKYMEHTBHI, IOCTYNHBILKNE U3 TOCYAAPCTBEHHBIX OPraHOB U Pa3Iu4YHbIX
OpraHu3anui;

5.5.8. JIoKyMEHTBI HyMEPYIOTCS HOPSAKOBOM HyMEpaIlen B peiesax KaleHIapHOro
roja.

5.5.9. B cocTaB perucTpallMOHHOr0 HOMEPA JIJIs MOCTYMAIIUX JOKYMEHTOB BXOJAUT
NOPAJIKOBBI HOMEp B TMpejenax AaHHOrO JOKYMEHTONOTOKA, MOXET J100aBIsThCS
OYKBEHHBII HMHJIEKC BHYTPEHHETO CTPYKTYPHOIO IOAPA3IECICHUS, PETUCTPHUPYIOLIErO
JOKYMEHTBHI.

5.6. PaccmoTpeHre MoCTyNnammux JOKyMEHTOB

5.6.1. TloctynuBmime MAOKYMEHTBHI JOJKHBI JIOKJIAJbIBATHCA PYKOBOJIMUTEIIO,
3amectutento PykoBogurens, Ilpencemarento W NODKHOCTHBIM —JIMIIAM M3 4YHCHA
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pykoBomsamero cocrtasa [0 CK «CamoynpaBieHne BHE TIpaHUL», WMEIOIIMM IPaBO
pPacCMOTpPEHMsI JOKYMEHTOB, B JIEHb MX IIOCTYIUICHHs, & CPOYHBIE JOKYMEHTBI JIOJDKHBI
JOKJIaJIbIBAThCSI HEMEJIEHHO.

5.6.2. IlocrynmuBmimMe  AOKYMEHTBHI, MOMJIEKAIIWE PErUCTpauuu, JAOJDKHBI
nepenaBaTbCsl HA  PAaCCMOTPEHHE  PYKOBOAUTENIO, 3aMECTUTENI0  PYKOBOJUTEINS,
[Ipencenarenro wnM 3aMECTUTENSIM IIPEACENATENs  TOJNBKO IIOCIE  PErucCTpalyy
B YIpaBlI€HUW JeJaMU WIU B CTPYKTYPHOM NOJPA3ACIICHUU ammapara MpeacenaTes,
OCYUIECTBIISIOIIEM OPTraHU3ALMIO JEJIONPOU3BOJICTBA.

5.6.3. 3aperucTtpupoBaHHBIE B  YIPABICHUM JCIaMH, OCYILIECTBIIIOLIEM
OpraHM3alMI0  JEJIONPOU3BOACTBA, JIOKYMEHTHl IIOCTYNAIOT Ha  AaHAJUTHYECKOE
paccMoTpeHne PykoBoauTento cekperapuara crpykrypHoro mnoapaszaeneHus 10 CK
«CamoyIpaBiI€HUE BHE TPAHUL.

5.6.4. PykoBonurenp CeKperapuata  CTPYKTYpPHOTO  MOJApa3AeicHUs
[1O CK «CamoynpaBieHH€e BHE TPaHUL IPOCMATPUBAET, AHAITU3UPYET U CHCTEMATU3UPYET
NOCTYIUBIIME JTIOKYMEHTBI, IPY HEOOXOIAMMOCTH BHOCHUT B HMX IPOEKTHl YKa3aHUU IO
UCIOJHEHUIO JOKYMEHTOB (p€30JIoLui) M MepefaeT IOCTYNHUBIINE JOKYMEHTBI
PYKOBOAMTENIO, 3aMECTUTEII0 PYKOBOIUTENA, MPEACENATENI0 WIH  3aMECTUTEII0
npejcenaresns Ha pacCMOTPEHUE.

5.6.5. PykoBoauTENb, 3aMECTUTEL PYKOBOAUTEIS, IIPEACENATENb I 3aMECTUTEb
npejacenarens pacCMaTpyuBalOT MOCTYNUBIIUE JOKYMEHTBI M O(DOPMIISIIOT yKa3aHHs MO
UCTIOJTHEHUIO JTOKYMEHTOB (PE30JTIOIH).

5.7. PaboTa ucnosHUTENEN C NOCTYNAIOIUMU JOKYMEHTAMU

5.7.1. Tlony4yuB mOCTyMaromKe AOKYMEHTHI B 3JIEKTPOHHOM Buje, B COJl wimn Ha
OYMa)KHbIX HOCHUTENSX, JOOJDKHOCTHBIE JIMIA, OTBETCTBEHHBIE 3a JIEJIONPOU3BOJICTBO,
JTOJIKHBI:

a) HEMEIJIECHHO O3HAKOMUTBCS C UX COJIEP’KaHUe, BBIACINUB IOKYMEHTHI, TPEOYyIOIIHe
CPOYHOTI'O UCTIOJHEHHS;

0) BHECTH CBEIECHHUSI O MOJYYEHHBIX OYMa)KHbIX WA 3JIEKTPOHHBIX JTOKYMEHTaX
B J)KYpPHAJI YYETA MOJIy4YaeMbIX IOKYMEHTOB;

B) HampaBuTh PyKOBOJIUTENIO CTPYKTYpHOTO MOAPA3ACIICHUS  JIOKYMEHTBI
B DJIEKTPOHHOM Bue, B COJl miM 1o ero ykasaHHIO pacrnedaTrarb U Iepelarb eMy B I€Hb
MOJIy4YE€HUs JTOKYMEHTOB.

5.7.2. PyKOBOAUTENM CTPYKTYPHBIX MOAPa3/ICICHUN OCYIIECTBIISIOT:

a) OIEpaTUBHOE pACCMOTPEHUE JOKYMEHTOB M O(QOpMJIEHUE YKa3aHUM 10
WCIIOJTHEHHUIO JOKYMEHTOB (PE30I0LHil);

[Ipu paccMOTpeHUH JOKYMEHTOB U KOPPECHOHAEHIIUNA PYKOBOJIUTENb CTPYKTYPHOIO
NO/Ipa3/IeNICHNUs BBIACIAET JOKYMEHT, TPEOYIOIIME CPOYHOTO UCIIOTHEHHUS.

0) He3aMEJINTENBHYIO NIEpelavy UX HEMOCPEICTBEHHOMY UCIIOJIHUTEIO;

HenocpenCTBEHHBI  UCIIOJIHUTENb  IIOJAYy4YaeT JOKYMEHTBI B  COOTBETCTBUHU
C YKa3aHUSIMHU IO UCTIOTHEHUIO JJOKYMEHTOB (PE30IIOIUSIMU) PYKOBOJIUTENS CTPYKTYPHOTO
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NOJIpa3/ieNieHnsl B JIEHb MOCTYIUIEHHSI TOKyMEHTOB. CpoOYHbIE JOKYMEHTBI NEPEIAFOTCS
UCTIOJIHUTEII0 HE3aMEJIUTEIBHO.

B) KOHTPOJIb KaYeCTBA MCIMOJHEHUS JOKYMEHTOB U UCIOJHUTEIbCKON TUCIMUILIAHBI
10 JIOKYMEHTaM.

PykoBoauTeENb CTPYKTYpPHOTO HOJPA3JECICHHS €KEIHEBHO IPOBEPSAET KayeCTBO
Y CPOKH MCTIOJHEHUS 3a/IaHUi 110 MOCTYMUBIIUM JOKYMEHTAM.

5.7.3. CpOKHM UCIIOJIHEHUS ITOCTYIIMBIINX JOKYMEHTOB UCUUCIISAIOTCS B KaJIEHIAPHBIX
JTHAX OT AaThl nocrymieHus 10kyMeHToB B [1O CK «CamoynpaBieHue BHE TpaHUL.

KoHeuHblil CpoKk MCHOJHEHUS JTOKYMEHTa YKa3bIBa€TCS B TEKCTE JOKyMEHTa WM
B YKa3aHUSX 0 UCHOJIHEHHIO JOKYMEHTa (pe3oJitolnu) PykoBoaUTENs, €CIM OTINYAeTCs
OT TUIMOBOrO. EciM CpOK HMCIOJHEHHS B JOKYMEHTE WIM YKa3aHUAX O HCIOJHEHUIO
JIOKyMEHTA (pE30JIIOLMH) HE YKA3aH, OH SIBJISETCS TUIIOBBIM.

5.7.4. cnonHeHUE JOKYMEHTA MPEyCMAaTPUBACT:

a) cOop u 00pabOTKy HEOOXOAUMON HHPOPMAITUH;

0) moATOTOBKY M 0(hOpMIICHHE MMPOEKTA JOKYMEHTA,

B) COTrJlacoBaHUE MPOEKTA TOKYMEHTA;

r) J0palOTKy MpOEKTa JAOKYMEHTa [0 3aMe4YaHusM, [OJYyYEHHbBIM B XOJE
COIJIACOBAHMS;

1) PEJICTAaBICHUE TPOEKTA IOKYMEHTA Ha MOJANUCH (YTBEPKICHUE);

e) noamnucanue (yTBepxkiaeHue) PykoBomguteneMm, 3amectuteneM PykoBomuterns,
[Ipencenarenem nubo 3amecturesnsamu llpencenarens u PykoBoautensMu CTPYyKTYpPHBIX
N0JIpa3/IeJICHNH, UMEIOIMMU IIPABO IMOJIUCH JOKYMEHTOB.

5.7.5. OTBETCTBEHHBII UCIIOJIHUTEND JTOJKEH 00001aTh BCE PEIOCTaBICHHBIE EMY
JOKYMEHTBI (MPOEKThl JOKYMEHTOB, CIOpPAaBOK, CBEIEHWA M T.JA.) M CO37aBaTh
OKOHYATEJIbHBIN NPOEKT JOKYMEHTA.

5.7.6. OTBETCTBEHHBIH HCIOJHUTEIb OTBEYACT 3a OPraHU3AIMI0 HCIOJHEHUS
JIOKyMEHTOB B YKa3aHHBIN CPOK.

5.7.7. UcnionHUTENM WMEIOT MPaBO TOJb30BATHCS ABTOMATHU3UPOBAHHOM OaHKOM
nanHbix [IO CK «CamoynpaBiieHue BHE TpaHUL», CIHPABOYHO-UH(OPMALMOHHBIMU
MaTepralaMi U OMOIMOTEYHBIM (POHIOM JJIsl OJyYEeHHS] HEOOX0AUMON MH(POPMALIHH.

5.7.8. UcnonHuTtenn He NOKHBI pasriamarb COACPKAHWE NMOCTYNHUBIIMX K HUM
JIOKYMEHTOB U MOATOTOBJICHHBIX MTPOEKTOB CIYKEOHBIX JOKYMEHTOB, C HUMH MOTYT OBITbH
O3HAKOMJIEHBI TOJIBKO JIUIIA, UMEIOIINE OTHOILIEHHUE K UX UCIIOJIHEHHUIO.

5.7.9. UcnosHUTENM UMEIOT MPABO MPEACTABUTH HA MMs PykoBoauTens, TaBUIEro
yKa3aHds 10 WCIIOJIHEHUIO JOKyMEHTa (PEe30JIOLHUI0), MOTHUBUPOBAHHYIO HPOCHOY
O MPOJJICHUH CPOKa UCIOJIHEHMs JIOKYMEHTa He Mo37Hee 3-X JHEHW J0 MCTEUEHHUS 3TOro
CpOKa.

5.7.10. B cnyuae orcyTcTBUS HCHOJHUTENS (OOJNE€3Hb) HAXOISAUIMECS Y HEro Ha
UCIIOJIHEHUH JOKYMEHTBI JOJDKHBI OBITh MepefaHbl IPYyroMy 4YjieHy WM aKTUBHUCTY IO
yKa3aHUIO0 PYKOBOJUTENS CTPYKTYPHOTO MOJAPA3ACIICHHUS.

[lepenadya TOKYMEHTOB B CTPYKTYPHOM MOJPAa3JEIE€HUU OT OJHOIO HCHOJHUTENS
JPYroMy MOXET IPOU3BOJMTHCS TOJBKO 4YEpe3 NOJIKHOCTHBIE JIMIA, OTBETCTBEHHBIE 32
JEOMPOU3BOACTBO.
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5.7.11. OTBETCTBEHHBII HCIOJHUTEIb HECET MEPCOHAIBHYIO OTBETCTBEHHOCTH 32
JIOCTOBEPHOCTh MH(MOpMAIMK, WCIOIB30BAaHHON TIPU TMOJATOTOBKE JIOKYMEHTa, 3a
coOJto/IeHre TpeOOBaHUM UCTIOJHUTENBCKON TUCIMIUIUHBI, 32 PABUIILHOE UCIIOJIb30BaHUE
JEHCTBYIONNX HOPMATHBHBIX JOKYMEHTOB B TOJATOTOBKE, OQPOPMIICHUU W WCTIOJHEHUU
JIOKYMEHTOB B CPOK.

5.7.12. 1o nepenauu NpoeKTa JOKYMEHTA Ha IOANUCH OTBETCTBEHHBIN UCITOJTHUTEID
JOJIKEH IPOBEPUTH €0 COJEPKAHKE, TPABUIBLHOCTD 0(OPMIIEHHUS, HATUYUE HEOOXOIUMbIX
BH3 U NPUIOKECHUMU.

5.7.13. 1lpu mOATOTOBKE MPOEKTa JOKYMEHTA MO KOHTPOJIUPYEMOMY JOKYMEHTY,
OTBETCTBEHHBIN MCIIOJIHUTENb JI0HKEH IPETOCTABUTD MOATOTOBIIEHHBIHN MPOEKT IOKYMEHTA
B CTPYKTYpHOE nojipasaeneHue annapara lIpeacenarens, ocyliecTBIAIONIEE OPTaHU3ALUIO
JIEJIONPOU3BOICTBA, U, TP HEOOXOAMMOCTH, B YIpaBieHUE JelamMu sl IPOBEPKHU XO0/a
UCIIOJIHEHMSI JI0 TIepe/layu MPOEKTa JOKYMEHTa Ha MOANUCh PYKOBOJIUTEINIO, 3aMECTUTEITIO
PykoBonurens wnu Ipeacenarento.

5.7.14. OTBETCTBEHHOCTh 3a KaY€CTBO MOATOTOBKH TOKYMEHTOB U JOCTOBEPHOCTh
COJIEpKAIINXCA B HUX JTAaHHBIX BO3JIAaraeTcs Ha JIMILI, MOATOTOBUBIIMX M 3aBHU3MPOBABIIMX
JIOKYMEHTHI.

5.7.15. ]JIoOKyMEHT MpeaoCTaBIs€TCS Ha MOANUCH (YTBEPKICHHE) BMECTE
C IOCTYNUBIIMMH IOKYMEHTAMHU, HA OCHOBAaHUH KOTOPBIX OH TOTOBHJICS.

5.7.16. Bnocuts Kkakue-muOO HU3MEHEHHUd W J00aBJICHUS B NOANHUCAHHBIC
(YTBepKIE€HHBIE) JOKYMEHTHl O€3 pa3pelieHus Jula, MOANUCABIIET0 (yTBEPIUBILETO)
JIOKYMEHT, HE JIOIYCKaeTCHl.

5.8. IloaroroBka OTHpaBIsiEMbIX JOKYMEHTOB

5.8.1. TlIpoektsl otnpabmsiembix u3 [0 CK «CamoynpaBieHue BHE T'paHUID)
JIOKYMEHTOB JIOJIKHBI TOTOBUTHCSI OTBETCTBEHHBIMU HCIIOJHUTEISMH TI0 YKa3aHHIO
PykoBonureneit ctpykrypubix nojapasaenenuii [10 CK «CamoyripaBiieHrie BHE TpaHUL.

5.8.2. OTBETCTBEHHOCTh 3a COCTaBJICHHE M O(OpPMIICHHE JOKYMEHTa, a TaKkxKe
COrJlacoBaHMUE MPOEKTA JOKYMEHTA BO3Jaraercsa Ha CTPYKTYpHOE MOJApa3/IeeHHeE.

5.8.3. Ecimm B yKa3aHMAX II0 HCIIOJHEHHUIO JOKYMEHTAa YyKa3aHbl CTPYKTYpHBIE
NI0/1PAa3/IEJICHUS-COUCIIONHUTENH, TO KaK/Iblil COUCIIONIHUTEID YEPE3 PYKOBOAUTEIS CBOETO
CTPYKTYPHOTO TOJpa3eliCHUs] HAMNpaBisgeT CBOU MPEMJIOKEHHUS OTBETCTBEHHOMY
UCITOJIHUTEITIO.

5.8.4. OrtnpaBnsemble  JOKYMEHTBHI TOTOBSTCS Ha OJIaHKaX JOKYMEHTOB
YCTaHOBJICHHOW (hOPMBI, MIUChMa — HAa COOTBETCTBYIOIIMX BUAAX YTBEP>KJICHHBIX OJIAHKOB
nuceM. /s OTHOpaBKM JOKYMEHTOB, HE MMEIOUIUMX aJPpEeCHOM YacTHh, TOTOBATCA
CONPOBOJIUTEIIbHBIEC MHUCHMA.

5.8.5. IloaroroBka mpoekTa OTHPABISIEMOrO0 JIOKYMEHTa OCYIIECTBISETCA Ha
OYMa)KHBIX UJTU 3JIEKTPOHHBIX HOCUTEIISX.

5.8.6. IloaroToBieHHbIE MPOEKTHl OTIPABISEMBIX JOKYMEHTOB MOJJIEXAaT
COTJIACOBAHMIO C PYKOBOIMTENSIMU TEX CTPYKTYPHBIX MOJAPA3EICHUM, KOTOPbIE yUaCTBYIOT
B MOJATOTOBKE ATUX MPOEKTOB WM CTPYKTYPHBIX MOJpa3/eleHuil, cepy AesATeIbHOCTU
KOTOPBIX 3aTParuBarOT BOMPOCHI, pACCMAaTPUBAEMBIE B POEKTE JOKYMEHTA.
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5.8.7. CornacoBanue (BU3MPOBAHHE) TMPOEKTA OTHPABISIEMOr0 JOKyMEHTa
OCYIIECTBIISIETCSI HA OYMaXKHBIX UJTU DJIEKTPOHHBIX HOCUTESIX.

Bu3bl mpocTaBIAIOTCS Ha JTULEBOIM CTOPOHE MOCIEHErO JINCTA JOKYMEHTA B HHXKHEH
€ro 4acTH Ha BTOPOM 3K3EMIUIAPE JOKYMEHTA, BBIIIOJIHEHHOM Ha CTaHJAPTHOM JIMCTE
dbopmara A4, WK Ha JTUCTE COTIIACOBAHMUS.

5.8.8. B ciyyae BHeceHHs B TPOLIECCE COIVIACOBAHMS B MPOEKT JIOKYMEHTa
W3MEHEHUM MPOBOJUTCS €TI0 MOBTOPHOE COTJIaCOBAaHUE (BU3UPOBAHMUE).

5.8.9. 3aBu3upoBaHHBIM NPOEKT OTHPABISIEMOrO JOKYMEHTa BO3BPAILACTCS
UCIIOJIHUTEIIO, MTOATOTOBUBIIEMY MPOEKT JOKYMEHTA.

5.8.10. TloamucaHue T™POEKTa OTHPABIAEMOro JOKyMEHTa PykoBomurenem,
3amecturenieM PykoBomutens, IlpencenarenemM WM JTOJDKHOCTHBIMHM  JIMIIAMH U3
PykoBojsiero cocraBa ocymiecTBiIsSeTCss Ha OyMa)KHBIX WIH JIEKTPOHHBIX HOCUTENISX.

5.8.11. Ilpm mOATOTOBKE MPOEKTa OTIPABISEMOrO0 JIOKYMEHTAa OTBETCTBEHHBIN
UCIIOJIHUTEJIb:

a) mevyaTaeT MPOEKT JOKYMEHTa Ha CTaHAapTHOM Jiucte Oymaru dopmara A4 u Bce
HEO0OXOAMMBIE MPUIOKEHUS K HEMY;

0) mepemaer MPOEKT HA COIJAaCOBAaHUE B CTPYKTYPHbIE MOJpa3JCICHUS -
COHCIIOJIHUTENH, €CIIU 3TO NOTpedyeTcs;

B) MOJy4YaeT MPEIIOKEHHs OT CTPYKTYPHBIX MOIpa3/iesIeHUA-COMCIIOHUTENEH, eCITn
3TO MOTpedyeTcs;

') CO3/1a€T OKOHYATEJIbHBIM BAPUAHT MPOEKTA JOKYMEHTA;

1) IepeJaeT MPOEKT JOKYMEHTa PYKOBOAUTEIIO CTPYKTYPHOIO MOApPA3/AeieHUs Ha
BU3UPOBAHUE;

€) IepelaeT NPOEeKT TOKYMEHTa B CTPYKTYPHBIE MOAPa3AEICHUS-COUCIIONHUTENN Ha
BU3UPOBAHME, €CIIU 3TO MOTpedyeTcs;

) TOJy4YaeT 3aBU3WPOBAHHBIM MPOEKT AOKYMEHTa, MPOBEPSET MPABUIBLHOCThH €ro0
o(opMiIeHus, MPAaBUILHOCTD aIPECOBAaHNUS, HAIMYKE BU3 COTTIACOBAHUSA, TPUIIOKEHUH, TPU
HEOOXOJUMOCTH — CIPABOK, MOSCHUTENBHBIX 3alHCOK, Pa3bsCHIIONINX COJEp)KaHue
MOJITOTOBJICHHBIX IOKYMEHTOB;

3) pacreyaThIBaeT MPOEKT JOKYMEHTA Ha OJ1aHKe TOKYMEHTAa YCTaHOBICHHOU (POPMBI,
CIIyK€0HO€ MUChMO — Ha YTBEPKICHHOM OJaHKE MUChMA;

1) TIepe/laeT pacreyaTaHHbIi Ha OJaHKe MPOEKT TOKYMEHTa BMECTE C 3aBU3HMPOBAHHBIM
POEKTOM JOKYMEHTA Ha MOJMKUCAHUE:

- JIOKyMEHT 3a MOJINHChI0 PYKOBOIAUTENS WIIM 3aMECTHUTENS PYKOBOAUTEN —
B YIIpaBJICHUE JICJIaMH;

- IOKYMEHT 3a MOJIKCHIO TIPpe/iceaTeNs WM €r0 3aMeCTUTENIEH — HEMOCPECTBEHHO
B CTPYKTYpPHOE MOJpa3eeHHe anmnapara npeacenaress, OCyIEeCTRISAIONIEe OPraHU3aLUIo
JEJ0NPOU3BOCTBA.

5.8.12. VYmpaBneHue nenaMu WA CTPYKTYpPHOE TOJpa3ieieHue Mpeaceaarens,
OCYUIECTBIISIONIEE OPraHU3alMI0 JIEONPOU3BOJICTBA, MEPENAECT MPOEKT OTMPABISIEMOIO
JOKyMEHTA PYKOBOJUTENIO, 3aMECTUTEIIO PYKOBOIUTENS WM HPEACENATEINO.

5.8.13. PykoBoauTenb, 3aMECTUTENb  PYKOBOJMTENS WM  MpeAcenaTelb
COOCTBEHHOPYYHO MOJIMKUCHIBAIOT OTIPABISIEMbIE TJOKYMEHTHI.
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5.8.14. VYmpaneHue aeiraMyd WM CTPYKTYPHOE MOJApA3CIICHUE Mpe/icenaTens,
OCYUIIECTBIISIIONIEE OpraHU3allii0 JICJIONPOU3BOJICTBA, PETUCTPUPYET MOAMHCAHHBIC
ornpasisieMble JoKyMeHThl B COJl u BO3BpaillaeT UX B CTPYKTYpPHBIE MOAPA3IACICHUS
OTBETCTBEHHBIM UCITOJTHUTESIM.

5.9. Peructpanus oTnpaBisieMbIX JOKYMEHTOB

5.9.1. Tlognexamuye perucTpaluy OTIPaBISEMblE JOKYMEHTBI, ITOAIMCAHHbIC
PYKOBOJUTEIIEM, 3aMECTUTEIEM PYKOBOJMUTEIS, MPEACEAATEIEM WIM €ro 3aMECTUTEISMHU
PETUCTPUPYIOTCA B Y IPABJIEHUE JIEJIAMH WU CTPYKTYPHOM noapazaenenuu lpeacenarens,
OCYILECTBIISIIOIIEM OpraHU3aluIo 1eJIONIPOU3BOICTBA.

5.9.2. Tloanexamue perucTpauuyd OTIPABIAEMbIE JOKYMEHTBI, MOJNHCAHHBIC
PykoBomurtenssMu  CTPYKTYpHBIX  MOIPA3JIEICHHUM, HWMEIOIIMMHA IPaBO  MOJANKMCH
JIOKYMEHTOB,  PETUCTPUPYIOTCSI B  OTHAENE  JOKYMEHTOOOOpOTa  CTPYKTYpPHOTO
NIOAPA3AECIICHUS.

5.9.3. Tlognexamme pEerucTpaluy OTIPABISEMBIE JTOKYMEHTHI PETUCTPUPOBATHCS
OJTHOKPATHO.

5.9.4. Tlomynexamue perucTpalyy OTHPABISAEMbIE JOKYMEHTBI PETUCTPHUPYIOTCS
HE3aBUCUMO OT CIIoco0a UX OTIPaBICHHUS.

5.9.5. llognexamue perucTpauMd B YOPaBICHUM J€JaMU  OTIPABISEMbIE
JOKYMEHTBI PETUCTPUPYIOTCS B PETUCTPALIMOHHOM KypHAJIE.

5.9.6. llomnexamne perucTpaluy OTHPABISIEMbIE JOKYMEHTBI PETUCTPUPYIOTCS
B JICHb UX MOJNHUCAHUS WU YTBEPKACHUS.

JIOKyMeHTBI, TOJANUCAaHHBbIE WJIM yTBEpXKAEHHBIE B  Hepabodee  Bpems,
PETUCTPUPYIOTCS HA CIICTYIOMMUA pabovuil ICHb.

5.9.7. OrtnpaBnsieMble JOKYMEHTBI HYMEpPYIOTCA TOPSAJIKOBOM HyMepaluen
B [IpeJieNax KaJeHIapHOIo roja.

5.9.8. B cocTaB perucTpanilOHHOI0 HOMepa JJIsl OTIPABISIEMBIX JOKYMEHTOB BXOJIUT
MOPSIAKOBBIA HOMEp, TOCJIE KOTOPOrO 4YEPE3 KOCYK YEpTy IPOCTABISETCA HOMEP
CTPYKTYPHOT'O NIOPA3AENEHUS, CO3JaBILIETO JOKYMEHT.

5.9.9. OtnpaBnsieMplii TOKYMEHT UMEET OJMH PErHCTPAUUOHHBIA HOMEP MU JaTy
HE3aBHUCHMO OT KOJIMYECTBA a/IpeCcaToB.

5.9.10. PeructpaiinoHHbIi1 HOMEP TOKYMEHTA W JaTa PErUCTpaly MPOCTAaBISIOTCS
Ha NOJJMHHUKE JTOKYMEHTa B PEKBH3UTax OJIAaHKAa M Ha KOMHMH, OCTAIOIIEHCS B apXHUBE
IT1O CK «CamMoymnpaBieHue BHE TPAHULD.

5.10. OTnpaBneHne TOKyMEHTOB

5.10.1. CornacoBaHHbIE€ TOKYMEHTHI MEPENAOTCA ISl OTIIPABICHUS B CTPYKTYPHBIE
noapasaenenus 110 CK «CamoynpaBieHre BHE TPAHULD.

Pemenue o cnocobe [JOCTaBKM NPUHUMAET PYKOBOAMUTENb, 3aMECTHUTEIb
PYKOBOIUTEIA, IPEACENATEIDb NN €r0 3aMECTUTEIIHN.

5.10.2. OrmpaBisieMble JOKYMEHTBI JOJDKHBI 0Opa0aThIBaThCS M OTIPABISATHCA
ctpykrypubsimu nogpaszaeneHusmu [10 CK «CamoynpaBnenre BHE TpaHUID B JE€Hb HX
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noAMHCaHus (PETUCTPAIINH ) WIIH HE TTO3HEE CIIeAYIONIEeTo padodero AHs (111 OTIIPaBICHUS
IO TI0YTe).

CpouHas KOppPECHIOHICHIIMS TOJPKHA OTHPABIIATHCS B IEPBYIO OYEPEIb.

5.10.3. JIoKkyMeHTHI AJIs1 OTIIPABIICHUS MEPENAIOTCA B CTPYKTYPHBIE MOAPA3ACICHUSA
[1O CK «CamoymnpaBiieHre BHE TPaHUID) TOJHOCTHIO 0()OPMIICHHBIE: C YKAa3aHUEM TTOJIHOTO
MOYTOBOTO ajpeca/HoMepa TenePoHa/3NEeKTPOHHOTO ajipeca.

5.10.4. IIpaBunbHOCTH OOPMIIEHUSI TOKYMEHTOB JOJKEH MPOBEPSITh 3aMECTUTENb
PYKOBOJUTENA, PYKOBOJMUTENb YTNPABJICHUS MEJIaMU WU PYKOBOAUTEIb CTPYKTYPHOTO
NOAPA3AEIEHUS MPENICENATENSA, OCYIECTBISAIOIIET0 OPraHU3aLUI0 AEJI0IPOU3BOICTBA.

HeodopmienHbie nin HenpaBUiIbHO 0POPMIICHHBIE IOKYMEHTHI MOJJIEKaT BO3BpATy
WCIIOJTHUTEIIO Ha I0PabOTKYy.

5.10.5. JoKkyMeHTBI, apeCOBAHHbBIEC BBILIECTOSIIIIUM OpraHU3alusIM, KaK MPaBHIIO,
JOCTABJISIIOTCA B MPEeiax TopoJia KyphepOoM.

5.10.6. JIOKyMEHTBI, OTMPABISEMBIE IMOYTOBOW CBS3HU, CHAKOTCA B YIIPaBJICHHE
JeJTaMd BMECTE C PEECTPOM MOYTOBBIX OTIIPABICHUM, MOANUCAHHBIM PYKOBOIAUTEIEM
CTPYKTYPHOTO TIOJIpa3/IeIICHHUS.

VYnopaBneHue JenamMu  MPOBEPSET COOTBETCTBUE KOJMYECTBA OTHPABIISAEMbBIX
JIOKYMEHTOB pEECTpPy MOYTOBBIX OTIPABICHUM.

VYnakoBka KOppPECIOHJACHIIMM B KOHBEPTE MPOU3BOJUTCS YIEHAMHU M aKTUBHCTaMU
ctpykrypabIxX nogpaszaenenuii [10 CK «CamoynpaBieHre BHE TPaHUI.

VYrhpaBneHue JaeraMyd OPOBOJUT COPTUPOBKY ITOYTOBOM KOPPECHMOHAEHIMH Ha
MPOCTYI0, 3aKa3HYI0, IEHHYI0, MEXIYHAPOIHYIO U T.II.

[Tucpma-3anpockl, MUChMA-TIPEJIOKEHUS, MUChMA-OTBETHl W T.M., KaK IPaBUIIO,
NOJIJIEXKAT OTIPABIEHUIO KaK MPOCTast KOPPECIOHIEHIIUS.

JloKkyMeHTbI (TUCbMO-TIOATBEPAKAECHUE, CITPABKH, I0OTOBOP, AKThI, OT3bIBA U T.I1.) U UX
3aBEPEHHbIEC KOIWH, MOJIEKAT OTIPABICHUIO KaK 3aKa3Has KOppeCcHOHAEHUHUs. Anpecar
NOJIy4aeT TaAKy KOPPECTIOHAEHIUIO MO/l POCIHCH.

[Ipy HEOOXOMMMOCTHM TIOJYYCHHS PACIUCKH aapecata O BpPYYCHHUH €My
KOPPECIOHAEHIINH, 3aKa3HOE OTIPABJIEHUE BBICHIJIAETCA C YBEIOMJIIEHUEM O BPYUEHUHU.

OOpaboTka MTOKYMEHTOB ISl OTIPABIEHUS TOYTOBOW CBS3BIO OCYLIECTBIISIETCS
B YIpaBieHUU JelaMu B COOTBETCTBUHU C JACHUCTBYIOIIMMHU MPABHIAMHU OKa3aHUS YCIYT
IIOYTOBOU CBSI3U.

5.10.7. JIoKyMEeHTBI, TOJJIEKAIIKNE MEPEAAUYE MO AIECKTPOHHOU MOYTE, MEePEIaroTCs
B CTPYKTYPHOE MOJAPA3ACICHUE anmapara npeacenaTesis, OCyIECTBIIOIEe OPraHu3aluio
JIEJIONPON3BOJICTBA, Ha DJIEKTPOHHOM HOcUTeNle UWH(OpMaIuu, KOTOpBIA MOcCie
OTIpaBIEHUs COOOIIEHUSI BO3BpAIlAeTCs B CTPYKTYPHOE MOJApA3JIeNIEHUEe C OTMETKOH
0 Iepenave.

5.11. Opranuzanus paboThl C BHyTPEHHUMHU JOKYMEHTaMHU
5.11.1. IlpoxoxneHne BHYTPEHHHX JOKYMEHTOB Ha JTanax HUX M[OATOTOBKHU

)41 O(bOpMJ'IeHI/IH HOJIDKHO COOTBCTCTBOBATD ITPOXOKICHUIO OTIIPABIIACMBIX IOKYMCHTOB, 4 Ha
9TallC UCIIOJIHCHHUA — IMOCTYIIAIOMINX TOKYMCHTOB.
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5.11.2. ITopsatok padOTHI UCTIOTHUTENEH 110 UCIIOJIHEHHIO MTOJIyYEHHBIX BHYTPEHHUX
JIOKyMEHTOB, B TOM YHCIIE€ PACTOPSIUTEIBHBIX JIOKYMEHTOB (KONMUN MPUKA30B,
pPaCHOpsSDKEHMI), aHaJOTWYeH TMOPAJKY padOThl HUCIOJHHUTENEH ¢ MOCTYNAaroUMMHU
JOKYMEHTaMHU I1.5.7.

5.11.3. Cpoku UCTIONHEHHS] BHYTPEHHHUX IOKYMEHTOB HUCUUCIISIOTCS B KaJI€HAAPHBIX
JHSX OT JAaThl MOANUCAHUS (YTBEPKACHUS) TOKYMEHTOB.

5.12. IloaroToBKa v perucTpaiusi BHyTPEHHUX PACTIOPSAUTEIbHBIX JOKYMEHTOB

5.12.1. TloaroroBka mnpoeKTa BHYTPEHHETO pPAaCHOPSAUTENBHOTO JOKYMEHTA
(pelienusi, ToCcTaHOBIEHUSA ), ocytiecTBisieTcs B COJl wiin Ha OyMa)KHBIX HOCUTEIISX.

5.12.2. CornacoBanue (BU3UPOBAHHE) TNPOEKTA PEIICHUS WIW TOCTAHOBICHHUS
OCYILIECTBIISIETCS B TOMU K€ (popMe, B KOTOPOH CO371a€TCs MPOEKT TIOKYMEHTA!

- 8 COJI BU3MUpyIOMIME JOJKHOCTHBIEC JIMIA BUBUPYET MPOEKT PACHOPSAUTEIIBHOTO
JIOKYMEHTa ¢ oMol Il1;

- Ha OYMa)KHBIX HOCUTEJISIX BU3bI TPOCTABIISIIOTCS HA 000POTHOM CTOPOHE TOTO JIUCTA,
Ha KOTOPOM O(OPMJIISIETCS MOAIUCH PACTIOPSAIUTEIHLHOTO IOKYMEHTA.

5.12.3. Tloanucanue MNpoOeKTa pEIICHUS WIM TOCTAHOBJICHHUS OCYIIECTBISICTCS
PYKOBOJIMTEIIEM, 3aMECTUTEIIEM PYKOBOJIUTEIIS, MIPE/iceIaTeieM Ha OyMaKHbIX HOCUTEIISIX.

5.12.4. Pemienus 1 MOCTaHOBIICHUS! PETUCTPUPYIOTCS OJTHOKPATHO.

5.12.5. Pacchuika peleHnid 1 NOCTaHOBJIEHUIN OCYIIECTBIISIETCS] OTBETCTBEHHBIMU 32
JEJOIPOU3BOICTBO JTULIAMH.

5.12.6. PelieHus 1 NOCTAHOBJIEHUSI UCITOJIHUTEIb TOTOBUT B CIECIYIOLIEM MOPSIKE:

a) CO371a€T MPOEKT JOKYMEHTA;

0) cocTaBIsIET peeCTP PACCHUIKU JOKYMEHTA,

B) HaIpaBJsieT MPOEKT JOKYMEHTAa BMECTE C PEECTPOM PACCBHUIKH PYKOBOIMUTEIIO
CTPYKTYPHOTO MOAPa3ICICHNsI, OTBETCTBEHHOI'O 3a JIEJIONPOU3BOICTBO, Ha BUu3upoBanue JII;

T') BBIOMpAET MapIIpyT COTJIACOBAHUS U MOAMUCAHMS TOKYMEHTA;

1) HaMpaBJIseT €ro Mo 3aJaHHOMY MaplIpyTy AOKHOCTHBIM JIMIIAM Ha BU3UPOBAHHE
u ognucanue OI1.

5.12.7. PemeHuss U TOCTAaHOBIICHUS, NPUCIAHHBIE JJISI COTJACOBAHUSA, JOJDKHBI
BU3UPOBATHCS HE MO3/IHEE 5-TU pabounX JHEH MOCIe UX MOCTYTUICHHUS.

5.12.8. B cnyuyae BHECEHHsI B IPOLIECCE COTJIACOBAHMUS B IPOEKT PELIEHUS WU
MOCTAHOBJICHUSI U3BMEHEHUN MPOBOJUTCS €r0 MOBTOPHOE BU3UPOBAHHUE.

5.12.9. 3aBu3UpOBaHHBIII B COOTBETCTBUU CO CIUCKOM BH3HWPOBAHHS IPOEKT
pelIeHUs] WIM TOCTAHOBICHUS PETHCTPUPYETCS W OOHApOAYETCs OTBETCTBEHHBIMH 3a
JEeNIONpon3BOACTBO AOKHOCTHRIMU Juliamu [0 CK «CamMoymipaBiieHue BHE TPAHULD).

5.13. PaccMoTpeHre BHYTPEHHUX IOKYMEHTOB
5.13.1. BuyTpennue qOKyMeHTbI (ITOCTAHOBJICHUSI, TJIaHbI, AaHATIUTUYECKUE 3aITUCKH,

MOJIOKEHHUS, TPOTOKOJIBI U AP.) pACCMATPUBAOTCA TEMHU YJIEHAMH U AKTUBUCTAMU, KOMY
OHU HaIpPAaBJICHBI.
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5.13.2. Paccmotpenue u odopmieHHE yKa3aHWW 1O HWCIOTHEHHWIO JOKYMEHTa
BHYTPEHHUX JJOKYMEHTOB OCYIIECTBIISIOTCA Ha OYMa)KHBIX HOCUTEISX.

5.13.3. PykoBoauTenu CTPYKTYpPHBIX MO/Ipa3ieicHu 00eCieunBatoT:

- OMEPATUBHOE PACCMOTPEHUE BHYTPEHHUX JOKYMEHTOB (IMIOCTAHOBJICHUH, IJIAHOB,
aHAJTUTUYECKUX 3aIMUCOK, MOJI0KEHUM, TPOTOKOJIOB U IP.);

- iepefady BHyTPEHHUX JOKYMEHTOB OTBETCTBEHHOMY UCIIOJIHUTEITIO;

- KOHTPOJIb KaY€CTBA UCTIOJIHEHUS JIOKYMEHTOB;

- KOHTPOJIb UCTIOJHUTENIbCKON JUCHUILTAHBI 110 JOKYMEHTAM.

5.13.4. PykoBoauTenu CTPYKTYPHBIX TMOJPA3ACICHUN AOKHBI pPaccMaTpUBATDH
BHYTPEHHHE JOKYMEHTHI U 00ECleYnBaTh WX Nepefadyy OTBETCTBEHHOMY HCIOJHHUTEIIIO
B JICHb MOCTYIUICHUS] BHYTPEHHUX JIOKYMEHTOB.

5.14. Yder u ananu3 oobema JOKyMEHTO000poTa

5.14.1. CocraBiieHue pacnopsauTeIbHO-OPTaHU3allMOHHBIX IOKYMEHTOB PYKOBOIUTEIIS
U 3aMECTUTENsS] PYKOBOJMTEIS OCYIIECTBISIETCS B YIPABICHUU JE€lIaMH, COCTABICHUE
pacnopsIANTENIbHO-OPraHU3AlMOHHBIX  JIOKYMEHTOB IIpEJAcenaresis OCYIIECTBISETCS
B CTPYKTYPHOM IOJPA3JEJICHUH amnapara MpeicelaTelis, OCyIECTBISIIOIEM OpraHU3aLUIO
JIEJIONIPOU3BOICTBA, a IIPOBEPKA — B Y IIPABJIICHUHU JI€JIaMHU.

5.14.2. CocraBneHnue JNOKYMEHTOB CTPYKTYPHBIX MOJpa3ieIeHU I
[I0 CK «CamoymnpaBiieHHE€ BHE TpaHUL» OCYIIECTBISIETCA IO MECTy MOATOTOBKU
JOKYMEHTOB B CTPYKTYPHBIX IIOJIpa3/I€ICHUAX.

5.143.  VYduer koauyecTtBa  JOKYMEHTOB  MOXET  IPOBOJIMUTHCA IO
[IO0 CK «CamoymnpaBieHue BHE TI'PAaHMID» B LEIOM WM IO OTAEIbHBIM CTPYKTYPHBIM
noapazaeneHusam 110 CK «CamoyripaBieHre BHE TpaHULy.

5.14.4. TlocTynaromue U CO3AAKOLIMECSH TOKYMEHTBI INOJCUYMTHIBAIOTCS OTACIIBHO.
[Ipu ydere oTHpaBiIsieMbIX JTOKYMEHTOB COINPOBOJUTEIBHOE MUCHMO U TMpUJIaraemble K
HEMY JTOKYMEHTbI IPUHUMAIOTCS 32 OAUH JIOKYMEHT.

5.14.5. UtoroBele gaHHBIE TIOJICUETA MPEJCTABIAIOTCS B TaOJIMUHON (popMme.

6. [IOUCKOBAA CUCTEMA 110 AIOKYMEHTAM
6.1. Perucrpanus 10KyMEHTOB

6.1.1. OcHOBOM MOCTPOEHHUS TOMCKOBBIX CHCTEM SIBIISIETCSI pETUCTPAlUs JOKYMEHTA —
3aMMCh YYETHBIX JAHHBIX O TOKYMEHTE 110 YCTAaHOBJICHHOH (hopme, pukcupyromas GakT ero
CO3MaHUs, OTIPABICHUS WU TOJYYCHUS MyTeM MPOCTABIICHWS HAa HEM JaThl M WHIEKCA
C TIOCJIENYIONIEeH 3amrChi0 HEOOXOMMMBIX CBEJICHWA O JOKYMEHTE B PETHCTPAIMOHHOM
XKypHaJe.

6.1.2. Peructpauuu nmomsie’kar Kak TPagulIMOHHBIE MAIIMHOMUCHBIE (PYKOIHUCHBIE)
JIOKYMEHTBI, TaK U CO3/IaBa€MbI€ CPEICTBAMU JIEKTPOHHO-BBIYUCIUTENHHOM TEXHUKH.

6.1.3. Peructpupyrorcsi 1OKYMEHTBI, TOCTYIMAOIIME U3 APYTUX OPraHU3ALUN U OT
(bUBUYECKUX JIUII, @ TAK)KE CO3/[aBacMble. BHYTPEHHUE U OTIIPABIISIEMBIC.
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6.1.4. JIOKyMEHTBI PErUCTPUPYIOTCS TOJBKO OJWH pa3: MOCTYNAIOIINE B JICHb
IIOCTYIUICHUS, CO3/1aBAEMbIE B JICHb ITOAIIUCAHUS WIN YTBEPKICHUS.

6.1.5. JIoKkyMeHTBI PEruCTPUPYIOTCS B PETUCTPAIMOHHO-KOHTPOIBHBIX (PopMax —
TPaJIULMOHHBIX WJIM 3JIEKTPOHHBIX )KypHaiax, KapToOyKax.

6.1.6. Jlna co3gaHusi CipaBOYHOTO armapara, HOMCKOBBIX CHUCTEM U JOCTUKEHHS
MH(OPMAIIMOHHOW COBMECTHUMOCTH YCTAHABIMBAETCS CIEAYIOIIMNA COCTaB OCHOBHBIX
PEKBU3UTOB PETUCTPAIUU:

a) HAMMEHOBAaHUE OPraHU3aLUu;

3anuceiBaeTCs Ha3BaHUE OpraHu3aliy (JIMia) — aBTopa JOKyMEHTA IIPH PErUucTpaIuu
MOCTYIIAIOIIETO JOKYMEHTA, a TIPU PETUCTPAIlMi OTIPABIIIEMOr0 JOKYMEHTa — Ha3BaHUE
opraHu3anuu (Juia) KOppecrnoHACHTa.

0) BUJ JOKYMEHTA;

3anoaHseTcs B COOTBETCTBUU C Ha3BAaHUEM BUJIA PETUCTPUPYEMOTO TOKyMeHTa. [Tpu
perucTpaluuy nucem rpada He 3aroIHIeTCs .

B) JlaTa JOKyYMEHTA;

Jlata, mpucBO€HHas JOKYMEHTY OpraHu3aluell — aBTOPOM JOKYMEHTa, (4HcIo,
MECHLl, TOJ1), IEPEHOCUTCS C TOKYMEHTA.

I') HOMEp JIOKYMEHTA;

Homep, mnpuCBOCHHBI HOKYMEHTY OpraHu3aliell — aBTOpPOM JIOKYMEHTa,
MIEPEHOCUTCSI C MOCTYMUBIIETO UM OTIPABISEMOI0 JOKYMEHTA.

1) 1aTa U HOMEP MOCTYTUICHUS;

JlaTta noctyIuieHus: JOKyMEHTa B OPraHU3aliilo U HOMED, IPUCBOEHHBIN JOKYMEHTY
OpraHU3alyeN MOTydaTENEM.

€) HaMMEHOBaHUE JIMO0 aHHOTAIMS JOKYMEHTa (3arojioBOK K TEKCTY) HIJIA KPaTKOe
COJIepKaHne TOKYMEHTA,

[lepeHocurcst HauMeHoOBaHue, chopMyIMpoBaHHOE Ha JOKyMeHTe. [Ipu oTcyTcTBUM
HAaUMEHOBAHUS IOKYMEHTa OHO (POPMYTUPYETCSI B COOTBETCTBUU C COACPIKAHUEM.

) YKa3aHUs 110 UCTIOJIHEHHIO TOKYMEHTa (Pe30JIoLHs);

[lepeHocurcst paMuinuss ¥ MHUIMAIBI UCTIONHUTENS (MCIIOJHUTEINEH), COJlep KaHe
Nopy4eHusi, paMuIus ¥ MHUIMAJIBI aBTOPA PE30JII0LUHY, AaTa.

3) CPOK UCTIOJTHEHHUS TJOKYMEHTA;

[IpocraBnsierca umcino, Mecsan, roxa. Ilpuw perucrtpauuu  OTHPaBISIEMOIO
VHULIMATUBHOTO JIOKYMEHTA 3alMCHIBACTCS J1aTa 0XKUIAEMOT0O OTBETA.

1) OTMETKa 00 UCIIOJIHEHUH JJOKYMEHTA;

Kparkasg 3anuch pemieHds BOMpoca IO CYLIECTBY WM JaTa U HMHAEKC Jena
B COOTBETCTBUU C HOMEHKJIATYpPOH AEI.

CocTaB OCHOBHBIX PEKBU3UTOB PpErUCTpallMd B 3aBHCUMOCTH OT XapakTepa
JOKyMEHTa W 3a7a4 MCIOJb30BaHUs HWH(MOPMAIIMM MOXET JOMOJHAThCA JPYTUMU
PEKBU3UTAMU:

a) rpud (0OTMETKa) OrpaHUYEHUs JOCTYIA K JOKYMEHTY;
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0) BHYTpEHHSIS Mepeaipecaliysi JOKyMEHTOB IO UCIIOJIHUTESIM;
B) KOJ 0 TEMAaTUYECKOMY KJaccupukaTopy;

I') KIIIOYCBBIC CJIOBA;

1) KOJIMYECTBO JIMCTOB JJOKYMEHTA;

€) HaJIM4Ke IPUIOKEHHUII;

) TOJDKHOCTHOE JIMLO, IOCTaBUBIIEE TOKYMEHT HA KOHTPOJIb;
3) IPOMEKYTOUHBIE CPOKH UCTIIOJTHEHUS;

1) MEPEHOC CPOKOB UCTIOTHEHUS;

K) CPOK XpaHEHHUs JOKyMEHTOB;

J) CTaTyC IOKyMeHTa (IIPOEKT, BEpCusi);

M) BU/JI lIepelauu JOKyMEeHTa (I0YTOoM, (pakcoM U T.) U Ap.

6.1.7. JJoKyMEHTBI HyMEPYIOTCSI HOPSAIKOBOM HyMEpaIlUeH B MPEIeIax KAJICHAAPHOTO
roja.

6.1.8. Peructpanus AOKYMEHTOB IPOU3BOAUTCA B MpPEIENax BbIIECICHHBIX
B [10 CK «CamoynpaBieHr€e BHE TPAHULD) IOKYMEHTONOTOKOB: OCTYNAKOUINE IOKYMEHTHI,
OTIIpaBIIsieMbl€ JOKYMEHTbI, BHYyTPEHHHUE JOKYMEHTHI.

6.1.9. Peructpanus 1OKyMEHTOB IPOU3BOIMUTCS B MPEETIax IPyN B 3aBUCUMOCTH OT
BUJa JIOKYMEHTa, aBTOpa, COAEpX,aHusi U crnocoda CBS3M, HAMPUMEP: OTIAEIbHO
PETUCTPUPYIOTCA JOKYMEHTBI, IOCTYIHUBIIME B TMOApPA3JCICHUs] OT Mpeaceaaresns
u pykoBoautenei [TO CK «CaMmoynpaBiieHre BHE TPAHUID; PELIEHUS 10 OpraHU3allMOHHON
NEeATEIbHOCTH, pEUIEHUs MO JHMYHOMY COCTaBy, IO JUCHUIUIMHAPHBIM B3BICKAHUSIM
AKTUBUCTOB, PEIICHUS U JOKYMEHTHI M0 aIMUHUCTPATUBHO-XO03IMCTBEHHON AESTEILHOCTH,
MOCTAHOBJICHHUS U JIP.

6.1.10. JIOKyMEHTBI-OTBETBI PETUCTPUPYIOTCA B TMpeEAenax COOTBETCTBYIOUIETO
PETUCTPAlMOHHOTO MaccuBa. JlaHHBIE 3apErHCTPUPOBAHHBIX JOKYMEHTOB-OTBETOB
0053aTeIbHO 3aHOCATCS B PETUCTPALIMOHHBIN JKypHAJI HHUIIMATUBHBIX JJOKYMEHTOB.

6.1.11. Peructpanusa nokymentoB B IIO CK «CamoymnpaBiieHHe BHE TpaHHID)
OCYUIECTBISETCS AEHEHTPATN30BAHO:

a) B YIIpaBJICHUH JI€JIaMHU PETUCTPUPYIOTCS:

- TOKYMEHTBI OyXTajTepcKoro y4éra;

- PELIEHNs U JOKYMEHTHI IO AIMUHUCTPATUBHO-XO3AMCTBEHHOU IESITENBLHOCTH;
- nocta”oBieHuss CoBeTa CynepBan3epOB U COBETHUKOB;

- OpraHu3aldOHHBIE  JOKYMEHTbl  (MpaBuja, TMOJIOKEHUS, HHCTPYKIUH),
YTBEPKJECHHbBIC PEIICHUEM 3aMECTUTENSI PyKOBOJAUTENSI U COTJIaCOBAHHbBIE PYKOBOIUTEIIEM
[10 CK «CamoynpaBieHue BHE TPAHULD.

0) B CTpYKTYpHOM NOAPA3IEICHUH IPEICENATENS], OCYILECTBISIONIEM OPraHU3aLUIo
JEeI0NPOU3BOCTBA:
- nokymentsl, nocrynaromue B [0 CK «CamoymnpaBieHue BHE TpaHMID U3

Pa3IMYHBIX OpraHU3alil, 3a UCKIIOUEHUEM MOCTYMAIIINX TOKYMEHTOB OYXTaJITepCKOIro
yuéra,
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- otmpaBisiembie u3 I[IO0 CK «CamoympaBiieHHe BHE TpaHUI)» (BblIaBaE€MBbIE)
JIOKYMEHTBI, TTOJITMCAHHBIC PYKOBOJUTENIEM U (WJIN) TIpeIceaaTeNeM;

- pacropsiauTeNbHbIe JOKYMEHTHI (PEIICHUS] O OPraHU3aLMOHHON NIESITEIbHOCTH,
pelIeHus o TNYHOMY COCTaBy aKTUBUCTOB);

- UTH(POPMAITMOHHO-CIIPABOYHEBIE, 3aKJIFOUCHHUS, OT3bIBBI, IJIAHBI, OTYETHI, TTOIITUCAHHBIC
npencenareneM 110 CK «CamoyripaBiieHrue BHE TPAHUI;

- otnpasisiembie 3 [10 CK «CamoynpaBiieHre BHE TPaHUID JOKYMEHTHI (ITMChMa
U T.I.), MOJANUCAHHBbIE 3aMECTUTEISIMU MpEACcCeaaTesiss — PyKOBOJAUTENSMUA CTPYKTYPHBIX
NO/Ipa3/ieJICHNH, WIIM COBETHUKAMU IIpeIce1aTeNs;

- THPOPMALIMOHHO-CIIPABOYHBIE (MPOTOKOJIbI, 3aKJIIOUEHHUS, OT3bIBbI), TOJIMCAHHBIE
WIN YTBEPKIEHHBIE PYKOBOJIWUTEIEM CTPYKTYPHOIO TOJAPA3JIEIEHUs U CEKpeTapeM
CTPYKTYPHOTO MOJIpa3/IeIICHHUS.

6.1.12. TlepBpiM B cocTaBe JIO0OTO PETUCTPAIMOHHOTO HOMEpa YKa3bIBACTCS
MOPSIAKOBBIA HOMED B Mpeesax JaHHOM TPyNIIbI,

Hcxons w3 uHPOPMAIMOHHBIX TOTPEOHOCTEH, TOPSIKOBBIA HOMEP MOXET
JOTIOJHATHCS LIMPPOBBIMU WM OYKBEHHBIMU WHEKCAMH.

MHaeke cTpyKTypHOIO MOAPA3IEIEHUs U Yepe3 TUPE HOMED JeNa 10 HOMEHKJIATYpe,
rae OyZeT XpaHUThCS IOKYMEHT, 100aBJIsSETCs K HOMEPY BXOJSILET0 JOKYMEHTA MOCIIe €ro
VICTIOJTHEHHS.

6.1.13. Ins peructpupyemsbix 1okymeHTOB [10 CK «CamoynpaBieHrue BHE TPaHUL
YCTaHOBJIEH CIIEAYIOIINNA COCTAB PETMCTPALIMOHHBIX HOMEDPOB:

a) MPU PErUCTPALMH JTOKYMEHTOB, MOCTYMAIOIINX U3 TOCYAapPCTBEHHBIX OpPraHOB,
YUPEXKACHUN U OPraHU3alnid, TPOCTABISAIOTCS TOJIBKO NOPSAIKOBBIE HOMEPA, HAIIPUMED:

- nocrynusiiee B [10 CK «CamoynpaBieHue BHE TpaHUID» UMEET HOMep: 459.

- noctynusuiee B [10 CK «CamoynpagiieHue BHE TpaHUI» MUCbMO U3 OPraHU3aluu
nMeeT HoMep: 967.

0) mpu perucTpaiuy OTIpaBIsieMbIX JOKYMEHTOB MTOCJE TOPSIKOBOTO HOMEpa Yepe3
KOCYI0 YepTy MPOCTABISAETCS UHAEKC CTPYKTYPHOIO MOAPA3IEIICHNs U Yepe3 TUPE HOMEP
Jiena Mo HOMEHKJIaType Jel, Tae OyJIeT XpaHUThCA JOKYMEHT WM €ro KOMusi, HalpuMep:
47/01.01-01, rae: 47-HOMEDp TIO TIOPSAKY:;

B) IIPU PErUCTPALIMH MPOTOKOJIOB MPOCTABIISIOTCS MOPSAIKOBbIE HOMEpA 3aCEIaHu;

I) NPU PETUCTpalys TOJOBBIX IJIAHOB W OTYETOB CTPYKTYPHBIX MOAPA3AECICHUI
Mocjie TOPSAJKOBOTO HOMEpa 4epe3 KOCyI 4YepTy [00aBisercsi OYKBEHHBIM HHIEKC
COJIEP/KAHUS:

- «ILD» — MECSIYHBIN M1aH pa0oThl, Hanpumep: 10/1w;

- «OTY» — MECAYHBIN OTUET 0 paboTe, Harpumep: 8/0TY;

1) IPY PETUCTPALIMU TOCTAHOBJICHUN MTPOCTABIISIIOTCS OPSAAKOBBIE HOMEpPA, a TOCe
MOPSAJIKOBOTO HOMEpPA dYepe3 KOCYI 4YepTy Ao0aBisiercs OYKBEHHBIM MHJIIEKC «ID),
Hanpumep: 1/m.

€) MpH pErucTpaluy peuieHUud Mocje MOPSIKOBOIO HOMEpa 4Yepe3 KOCYH 4YepTy
no0aBmsieTcst OyKBEHHBIM MHIEKC COAEPKaAHUS:
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- «0» — OpraHM3alMOHHAs ACATEIbHOCTh, HanmpuMep: 12/0;
- «aIM» — aJIMUHUCTPATUBHO-XO35IUCTBEHHAS JEATEIbHOCTD, HATPUMED: //aam;
- «JIC» — TUYHBIN COCTAB YICHOB U aKTUBUCTOB, Hanpumep: 3/Jc;

Kpowme Toro, npu peructpanuu nucem, nocie NpucBOeHMsI HoMepa JOKyMEHTa uepe3
KOCYI0 uepTy (IIpH perucTpaiiy peieHnii — yepe3 TUpe) NpocTaBiIseTcs: HUPPOBON HHIEKC
JOJDKHOCTHOTO JIMLA, KOTOPOE OTBETCTBEHHO 34 COCTABIIEHUE MTHACEM.

6.2. Opraau3zanust "HPOPMaIIMOHHO-TIOMCKOBON CUCTEMBI

6.2.1. JIns obecnieuenus 3(pPeKTUBHOTO UCTIONB30BaHUS HHPOpPMAIIUK Y TIPaBICHHUE
JenamMu MOXKET co37aBaTh MHGOPMalMOHHO-TIOUCKOBBIe cucTembl (nanee — UIIC) mo
nokyMeHTam 110 CK «CamoynpaBiieHUE BHE TPAaHULD.

6.2.2. OcnoBoit nmns moctpoenus HWIIC sBrnsercs knaccudukamus JOKYMEHTOB
U pazpaboTaHHbIC Ha 3TOM 0a3e KiaccuukaTopsl (CIIPABOYHHUKH), TO3BOJISIONINE OBICTPO
BBOJUTh perucrpaunonnsie nokaszarenu B WIIC u oOecrneunTh HX OAHO3HAYHOE
TOJIKOBaHUE, HAIIPUMED:

1. Knaccuduxkarop BUIOB JOKYMEHTOB OTOOpa)xaeT BCE BUJBI JOKYMEHTOB,
ucnons3yemsbix B [I0 CK «CamoynpaBieHrne BHE TPaHUID).

Ha ocHoBe manHOro kiaccugukaropa HEOOXOIMMO pa3padaTbiBaTh pa3InYHbIC
nepeunu: «llepedeHp JOKYMEHTOB, HE NOMJISKAIUX perucrpauun», «Tabdemnb
yauunupoBaHHbix hopm nokyMmeHToB [10 CK «CamoynpaBiieHre BHE TPaHUID U JP.

JlanHblil Ki1accu@ukaTop JoJKeH 0a3upoBaThes Ha MpuMeHeHnr O011epoCcCHiCKOTro
kiaccudukaTopa ynpasienueckux qokymeHTon (OKY JT).

JlaHHbIil K1accuuKaTop cieayeT UCIOIb30BaTh JIs 3al0JHEHUS PEKBU3UTOB «Bu
TOoKyMeHTa» U «OTMeTKa 00 UCTIOJTHEHUHU TOKYMEHTay.

2. Knaccuduxarop crpykrypasix moapazaeneuuii [10 CK «Camoynpasienne BHe
rpaHuIl» 10JDKEeH pazpadaTsiBaThes Ha ocHOBe [lonoxkenus [10 CK «CamoyrmipaBienue BHE
IpaHUL.

MHaekebl  CTPYKTYPHBIX —MOJPA3JENeHUl HCIONBb3YIOTCS MpPU  IPUCBOCHHUH
JOKYMEHTY PErMCTPAallHOHHOTO HOMEpA.

Janublil knaccudukaTop CiaeayeT UCMOIb30BaTh MPU COCTABICHUU JOKYMEHTAIUU
[TO CK «CamoynpaBiieHUE BHE TPaHULD).

3. KnaccudukaTop UCHOIHUTENEH BKIIOYAET B €O CIMUCOK JTOJDKHOCTHBIX JIUI U3
pykoBosiero cocraBa [10 CK «Camoymnpapinenrue BHE TpaHUI» U JAOHKHOCTHBIX JIUIY
CTPYKTYPHBIX MOJIpa3/ieJICHUH, OTBEUAIOIINX 32 UCIIOJIHEHUE IOKYMEHTOB.

damMwIMM ¥ HHULHMAIBI [EPEYUCISIIOTCS B TOM € MOCIEA0BATEILHOCTH, YTO
U KJ1accu(puKaTope CTPYKTYPHBIX MOAPA3IEICHUMN.

4. Knaccudukarop ykazaHuil 0 MCIOJHEHUIO JTOKyMEHTa (pe30tonuil) BKI0YaeT
B ce0d CHUCOK THUIOBBIX MNOPYYEHHH M pEIICHUHA IO HCIOJHEHUIO JOKYMEHTOB
[10 CK «CamoynpaBieHUEe BHE TPAHULD)

[TomumoO mepedrcieHHbIX KiIacCu(UKATOPOB, B KOHKPETHOM IMOMCKOBOM CHCTEME
MOTYT MCHOJIB30BAaThCS M JPYrue KiIacCU(UKATOPbl, B 3aBUCUMOCTH OT MOTPeOHOCTEH
BBOJIa U ITOKMCKa HH(pOpMaIuu.
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Knaccudukatopsl paspabarbiBaioTcss YTpaBlieHHEM JellaMd 0  YKa3aHHIO
pYKOBOAWTENA YTOpaBICHUS Je€daMU M yTBEPKIAOTCA PEUICHUEM 3aMECTUTEINS
pykoBoauteins 110 CK «CamoynpaBieHre BHE TpaHULD.

6.2.3. UIIC TIIO0 CK «CamoynpaBieHre BHE TpaHHUI CO3JAIOTCS Kak
B TPAJIUIIMOHHOM, TaKk U B 3JeKTpoHHOU (opme. NHPopmanmonHo-cipaBoyHas pabora
OpraHu3yeTcst B TOH ke (hopme, YTO U perucTpalus.

6.2.4. Unpopmanusa o 1OKyMEHTax, MOJIy4eHHasl MPU UX PETHCTPALUU, TOCTYNAET
B [IOMCKOBYIO CUCTEMY.

[Torck KOHKPETHOrO JTOKYMEHTa WJIM MOJOOPKH MaTepualioB OCYLIECTBISETCS IO
pEKBU3UTaM (3arojIOBOK, BUJI IOKYMEHTA, 1aTa IPUHATHUS, HOMEP JOKYMEHTA U T.I1.) WIH 1O
COJIEP/KAHMUIO.

6.2.5. Ilpu TpaguLIMOHHON PETUCTPALIMKM COCTABIISIIOTCS CIEAYIOLINE KapTOTEKU: MO
KOPPECIOHIEHTaM, BUJ]aM JOKYMEHTOB, aBTOPaM JIOKYMEHTOB, aJl(paBUTHBIE U JIp.

6.2.6. B aBTOMaTW3MpOBaHHBIX MOMCKOBBIX CHUCTEMAX 3alpOC MOXKET COAECPKATh
T00yI0 KOMOMHAIIMIO PEKBU3UTOB U DJIEMEHTOB TEKCTA.

7. KOHTPOJIb VUCIIOJIHEHUS TTOPYUYEHMIA
7.1. Opranuzanusi KOHTPOJIS UCIIOJHEHUS JOKYMEHTOB

7.1.1. Opraau3anioOHHO-PACIIOPSIUTENLHBIE JOKYMEHTBI, TPEOYIOIHE UCIIOTHEHHUS
Y TIOATOTOBKM OTBETA, MOAJIEKAT KOHTPOJIIO.

7.1.2. KoHTpOah UCTIOJHEHUS JOKYMEHTOB YCTAHABIMBACTCS B IEJSAX 00CCTICUCHHUS
KayeCTBEHHOI'O0 UCIOJHEHUsI JOKYMEHTOB, MOBBIILIEHUS! YPOBHS OpraHU3aTOPCKON padoThI
U HCIOJHUTEIbCKOW AUCHUIUIMHBI, C LEJIbI0 OO0ECHEYEeHHs] YCTAHOBJIEHHBIX CpPOKOB,
yKa3aHHBIX B PE30JIFOLMU WM TUIIOBBIX CPOKOB UCIIOJIHEHHUS

7.1.3. IlopyueHus  AOJDKHOCTHBIX JHWI[ U3  PYKOBOJAIIEr0  COCTaBa
[10O CK «CamoynpaBieHue BHE IPaHUID MO JOKYMEHTaM, IIOCTAaBICHHBIM Ha KOHTPOJIb,
MOIJIEXKAT UCTIOJTHEHUIO B THUIIOBBIE CPOKH, €CIIU B IOPYUYECHUSIX HE YKA3aHbl HHBIE CPOKH.

7.1.4. KoOHTpPOJIb HCHOJHEHUS JOKYMEHTOB OCYIIECTBISAETCS PYKOBOAUTEIEM
CTPYKTYPHOT'O MOJpa3eIeHUs anmnapara Inpeaceaaresis, OCyIECTBIAIOMIEr0 OPraHu3aluio
JEJIONIPOU3BOJCTBA, & TAKKE PYKOBOAUTEIIEM Y IPABJIEHUS J€JIaMHU, ECIIM TAKOBOE BXOJUT B
€ro KOMIIETEHIIUIO.

7.1.5. KOHTpOJIb HCTIOJIHEHUSI JOKYMEHTOB BKJIIOUYAET:

a) MOJy4YeHUe JaHHBIX TOCTAHOBKH JIOKYMEHTA Ha KOHTPOJIb;

0) MOCTaHOBKY JIOKYMEHTA Ha KOHTPOJIb;

B) IPOBEPKY CBOEBPEMEHHOTO JIOBEICHHSI IOKYMEHTA JJO UCIIOJIHUTES;

T') PeABAPUTENIbHYIO MPOBEPKY U PETYJIUPOBAHKUE X014 UCTIOTHEHUS;

1) NpeaynpeUTeIbHbI KOHTPOJIb (HAIIOMUHAHUE);

€) CHATHE HCIOJHEHHOTO JIOKYMEHTA C KOHTPOJIS;

K) HaIpaBJICHUE UCIIOJTHEHHOTO IOKYMEHTA B apXUB;

3) y4eT, 0000IIIeHre U aHaIU3 XO/a U PEe3yIbTaTOB UCIIOTHEHUS IOKYMEHTOB,;

1) UTHPOPMHUPOBAHUE PYKOBOJUTENEH O COCTOSIHUM UCTIOJHEHUS JOKYMEHTOB.
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7.1.6. PykoBoauTenM CTPYKTYPHBIX TMOJpa3JieieHUil 00s3aHbl CIEIUTh 3a
COCTOSIHUEM  HCIIOJHUTEIbCKOM JUCHMIUIMHBL 1O JIOKYMEHTaM C [OPYYECHHUSIMU
PYKOBOAMTENSA, 3aMECTUTENSI PYKOBOAMTENS W TOpEeAcenaresss 1o JOKYMEHTam,
MOCTYNHUBIIMM B aApeC CTPYKTYPHOTO TOMpa3NeNeHUus W TPEOYIOMUM HCTOJTHEHUS
Y MIOJATOTOBKU OTBETA.

7.2. OyHKIMOHUPOBAHUE CUCTEMbI KOHTPOJISI UCIIOIHEHUS TOKYMEHTOB

7.2.1. TlocTaHOBKY JIOKyMEHTa Ha KOHTPOJb MPOU3ZBOJUT PYKOBOJIUTEID,
3amectuTenb pykoBoautens win npeacenarens 110 CK «CamoynpasneHue BHE TpaHUID),
OCYULIECTBIISIOIINE PACCMOTPEHUE JOKYMEHTA.

KoHTposib uCnoNHeHHs] JOKYMEHTOB M MOPYYEHHH, MOCTAaBJIECHHBIX HAa KOHTPOJb
PYKOBOJIUTENIEM, 3aMECTUTEJIEM PYKOBOJMUTENS WM NpeacedaTeeM, OCYLIECTBISET
PYKOBOJMTENb  CTPYKTYPHOIO IOApPA3AENCHUs MPEACENaTeNs, OCYIIECTBIISIOLIETO
OpTraHU3aLMIO JEJONPOU3BOICTBA, WM PYKOBOAUTENb Y IPABICHUS JEJIaMHU, €CIIM TAKOBOE
BXOJIUT B €r0 KOMIIETEHIIHIO.

7.2.2. KOHTpOJIb UCTIOJIHEHUSI JOKYMEHTOB, TOCTABJIEHHBIX HA KOHTPOJb, CTPOUTCS
Ha 0a3e pEerucTpalMOHHBIX JaHHBIX JIOKYMEHTOB, IIOJYyYaeMbIX W3 CTPYKTYpHOIO

NOAPA3AEIEHUS amnmapara npeacenarens, OCYILIECTBIISIOIIETO OpraHHU3aALNIO
JETOIPONU3BOCTBA.

7.2.3. PykoBonurenem CTPYKTYPHOTO IOJpa3ICIICHUs npeacenarens,
OCYILECTBIISIFOIIETO OPTraHU3aLUI0 JEJIONPOU3BOACTBA, OCYIIECTBISIOTCSA CIEAYIOIINE
oneparuu:

a) (opMHpPOBAHUE NIEKTPOHHOM KOHTPOJIBbHO-CPOKOBOIM KAPTOTEKU KOHTPOIHUPYEMBIX
JIOKyMEHTOB:

DNEeKTpOHHAs KOHTPOJIbHO-CPOKOBAsl KapTOTEKa CHCTEMAaTH3UpYyeTcs MO JaraMm
PErUCTpaLMK, KOPPECTIOHAEHTAM, IO COCTOSIHUIO U CPOKaM UCIIOJHEHUS JOKYMEHTOB.

[Ipy HEOOXOAMMOCTHM KOHTPOJISI YCTHBIX IIOPYYEHUH PYKOBOAMUTENS WIIU
[Ipencenarenst u KOHTPOJIS 3aJaHUI 110 OPraHU3ALMOHHO-PACTIOPSANTENBHBIM IOKYMEHTaM
BHOCHUTCSI OTMETKA B ITPOTOKOJI 3acenanus pykoBosniero cocrasa [10 CK «CamoympaBineHue
BHE I'PAHUID.

0) HarlOMUHAHKE O CPOKE UCIIOTHEHHUS;

PykoBoauTENb CTPYKTYPHOTO NOJpA3JEiICHUs MPEACEAaresis, OCYIIECTBISIONIErO
OpraHU3alHI0 JIEJIONPOU3BOJICTBA, U MOMOUIHUKH IpPEACEAaTesss TAaKKe OCYLIECTBISIOT
IPEAYNPEAUTEIIBHBIA  KOHTPOJIb, HANpPABJIAsl HAIIOMWUHAHUSA MCIHOJHUTEISAM M0 MX
KOHTPOJIBHBIM IOKYMEHTaM 3a 3—5 THEH 10 ncTeueHus cpoka. HanomuHanus nenarorces kak
B YCTHOM (popme, TaK U B TUCHMEHHOM.

B) MOJIy4YeHHE UH(POPMALIUU O XOJI€ U Pe3yIbTaTaxX UCIIOIHEHHUS;

OTBETCTBEHHBIA  HUCHOJIHUTEIb JIOKYMEHTA, IIOCTAaBJIEHHOTO Ha KOHTPOJIb
pykoBoauteneM win npenceaareneMm [10 CK «CamoymnpaBieHue BHE I'paHHID), JOJDKEH
IIPEIOCTaBUTh OATOTOBIEHHBIN IPOEKT JOKYMEHTa-0TBETA B CTPYKTYPHOE MOAPa3ACICHHE
anmnapata IpeAcenaTeis, OCYLIECTBISIONIEE OpPraHMU3alMIo JIeJONPOU3BOJCTBA, IS
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IPOBEPKH XOJa HCIIOJIHEHUS MEepe] NpPEICTAaBICHUEM €ro Ha IOAMNHUCH IPEACEeNaTellto
[10 CK «CamoynpaBieHUE BHE TPAHULD.

') COOOIIEHUE O XOJI€ U Pe3yIbTaTax UCIIOTHEHUS Ha COOpaHUsX;

[Ipy HEOOXOIMMOCTHM PYKOBOAUTENb CTPYKTYPHOIO IOAPA3/EIEHUs aIlmapara
npeacenarens, OCYIIECTBISIOIIET0 OPraHu3aluilo JIEJIONPOU3BOACTBA, HMEET IIPaBoO
UHOOPMHUPOBATH PYKOBOAMTEINS, TMpeAcenarenss W AODKHOCTHBIX JIMI M3 4YHUCIa
PYKOBOJIAILIETO COCTaBa O XOJI€ M PE3yJbTAaTax MCIIOJHEHUS 33JaHUN MO KOHTPOIbHBIM
MOPYUYEHHUSIM U JOKYMEHTAM.

1) CHSITHE TOKYMEHTOB C KOHTPOJIS;

OcHoBaHUEM JI CHATHSI C KOHTPOJISI TOKYMEHTOB C MOPYUYEHUSIMU PYKOBOJUTEIIS,
3amecturena pykooautens u npexacenarens [0 CK «CamoynpaBieHue BHE T'paHHUID
ABJISIETCA IOKYMEHT-OTBET, NOAMUCAHHBIA PYKOBOAUTEIEM, 3AMECTUTEIIEM PYKOBOIUTEIIS
unu npeacenarenem 110 CK «CamoynpaBieHue BHE TpaHULD), €CIIM 3a/IaHUE BBIMOJIHEHO
B YCTHOH opme (110 TenedoHy WIH ITyTeM JTUYHON BCTPEUH).

JIOKyMEHTBI WM TIOPYYEHHS CHUMAIOTCA C KOHTPOJIS, €CIM PELICHbl BCE
MOCTaBJICHHbIE B HUX BOMPOCHI MJIK aBTOPaM JlaH OTBET IO CYIIECTRBY.

JIOKyMEHT CUMTAaeTCsi HWCIOJIHEHHBbIM, KOrJa peuleHbl OKOHYAaTEeIbHO BCE
IIOCTAaBJIEHHBIE B HEM BOIIPOCHI U COOJIFOJIEHBI CIEYIOIIUE CPOK:

- €CIIU B IOKYMEHTE MPOCTABJIEH CPOK UCTIOIHEHUS — B YKa3aHHBIN CPOK;

- MOpYYEHUE PYKOBOJUTENS, 3aMECTHUTENsl PYKOBOJIUTENS WM TNpeacenaTens
[10 CK «CaMoynpaBieHue BHE I'paHUID 0€3 yKa3aHUsi KOHKPETHON JaThl UCIIOJIHEHUS —
TUIIOBOM CPOK.

Cpok wucuucnsiercss B KaJIGHJApHBIX AHSAX C JaThl NOANHMCAHUS (YTBEP)KICHMHS)
JOKYMEHTa, a IOCTYNMBIIMX W3 JPYrMX OpraHu3auuid — C JaTbhl MHOCTYIUJICHHS
B [1O CK «CamoynpaBieHr€e BHE TPAHUID).

Ecnu mocnenuuil eHb CpoKa MCIOJIHEHUS MPUXOJIUTCS HAa Hepabouuil JAeHb, TO
JOKYMEHT TMOMJIEKUT HWCIOJHEHUI0 HE TO03/JHee paboyero JHs, MNPEAIIEeCTBYIOIIETO
Hepaboyemy JTHIO.

[Tpu HEOOXOIUMOCTH U3MEHEHHUSI CPOKA UCIIOJIHEHUSI TOKYMEHTA, TTOCTABIEHHOTO Ha
koHTposib lIpencemarens I[IO CK «CamoynpaBieHue BHE TpPaHUI», OTBETCTBEHHBIN
UCIIOJIHUTENIb HE TMO371Hee 3-X paldouMx JHEW [0 HUCTEYEHUs CpOKa NPEICTABIISET
MOTHBHPOBAHHYIO MPOCHOY O MIPOJIJIEHUH CPOKa B (popMe 0OBSICHUTEIILHON 3alTMCKH Ha UM
noikHoctHoro Jimna 110 CK «CamoynipaBiieHHE BHE TPaHUL», OTAABLIETO MOPYYECHUE.

[Ipoanenue cpoka AOMyCKAaeTcsl B MCKIOYUTENbHBIX CIy4asiX, KOI/la HMCIOJIHEHHUE
MOPYYECHHS] HEBO3MOYKHO OCYIIIECTBUTH B YKa3aHHBIN CPOK 10 OOBEKTHUBHBIM MPUYUHAM.

JIOKyMEHTBI 0 TPEIbSBICHUS PYKOBOJUTENIO, 3aMECTUTENIO PYKOBOAUTEINS WU
[Ipencenaremnto qOIXKHBI OBITh 3apErUCTPUPOBAHBI, T.€. HUMETh HOMEp U JaTy.

CHSTh TOKYMEHT WJIHM MOPYYEHHE C KOHTPOJS MOTYT TOJbKO JOJKHOCTHBIE JIMIIA,
KOTOPbIE TTOCTABWIIA JOKYMEHT Ha KOHTPOJIb.

e) popMupoBaHUE IEKTPOHHON KaPTOTEKH UCTIOJHEHHBIX JJOKYMEHTOB.

[Tociie CHATHS C KOHTPOJIA JTOKYMEHT IEPEHOCHTCS B KAapTOTEKY HCIIOJIHEHHBIX
JOKYMEHTOB, 4YTO SIBJISIETCS OKOHYAHUEM MPOUEAYpPbl KOHTPOJS 3a JAHHBIM YCTHBIM
NOPYYEHUEM HIIA JJOKYMEHTOM.
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8. ®opMupoBaHUE TOKYMEHTAILHOTO (hOHAA

[1O CK «CamoympaBieHue BHe rpaHul] OPMUPYET CBOM JOKYMEHTAJIbHBIN (OH/ U3
00pa3yroIuXCcs B MPOLIECCE €T0 AEATEIbHOCTH TOKYMEHTOB.

dopmupoBanne qokymeHTanbHoro ¢ouaa [0 CK «CamoymnpaBieHue BHE TpaHUID)
OCYUIECTBIISIETCS VYnpasnenuem JIeJIaMHU, OCYUIECTBIISIOIUM OpraHu3aINIo
JETOIPOU3BOCTBA, IIOCPEACTBOM COCTABIIEHHS CBOHOW HOMEHKJIATYpbI TOKyMeHTOB [10 CK
«CamoyTipaBiieHre BHE TpaHUI, popmupoBanue U 0ohopMIiIeHHE TOKyMEHTOB, 00ECIIeUeHUs
UX COXPAaHHOCTH, yueTa U Tiepe/ladi B apXuB.

8.1. ApxuBHOE XpaHEHUE JOKYMEHTOB

8.1.1. JloxymeHThl BpeMeHHOTO (cBbIme 10 7€T) cpoka XpaHEHHS, HMEIOITUE
IIPAKTUYECKOE 3HAYCHME, JOKYMEHTHI 110 JIMYHOMY COCTaBy IIEPENAIOTCSA Ha IOCTOSHHOE
xpanenue B apxuB [10 CK «CamoynpaBieHre BHE TPaHUID) ISl KX YUETA U UCTIOJIb30BAHUS.

8.1.2. Nokymentsl 110 CK «CamoynpaBieHre BHE TPAHUID SIBJISIFOTCS COOCTBEHHOCTHIO
[10 CK «CamoynpaBieHue BHE TPaHULD.

Hoxymentsl [IO0 CK «CamoynpaBieHHE BHE TpaHUL» NOMJIEKAT IEpeJaye Ha
nocrosiHHOe xpaHenue B apxuB [10 CK «CamoynpaBieHne BHE TPaHUID).

8.1.3. IlonroroBka AOKYMEHTOB K IepeJade Ha apXMBHOE XpPaHEHHUE, a TakKe Ha
YHUYTOXKEHUE BKJIIOYaeT B ce0s padoTy VYmpaBieHHs JieJlaMd, OCYIIECTBISIONIETO
OpraHu3alrio JOKYMEHTO000pOTa, OTBETCTBEHHBIX 3a JIETOMPOU3BOJICTBO MO MPOBEACHUIO
DKCNIEPTU3bI HEHHOCTH TOKYMEHTOB U AKTOB O BBIJICJICHUH K YHHUUTOKEHHUIO TOKYMEHTOB C
MCTEKIIMMU CPOKAMH XPAHEHHS.

/7
T
PykoBoaurenn W
YnpasneHus genaMu C/// A.P. CanexeTamHoBa
= e |
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[Tpunoxxenue Ne 2
K VIHCTpYKIIMU 1O JAeT0MPOU3BOACTBY

Oopa3zen o0uero 0J1anka (IMpoOA0JILHOIO)

Camoynpaenerue
Bre 2panuy

IIpakTHKO-OPHEHTHUPOBAHHBIN CTyleHUYecKH K1y «CamoynpaBjieHue BHEe IPAHUID)
dunancoBoro ynusepcurera npu Illpasurenscree Poccuiickoin @enepauuu

JlenuHrpaackuii p-t, 1. 49, I'CII-3, 125993 E-mail: samupr.fa@yandex.ru
Tenedon: +7 (499) 553-13-72 http://sk-fa.ru
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[Tpuinoxenue Ne 3
K MHCTpyKIIMK 1O 1€10MPOU3BOJACTBY

Oo6pa3sen o0mero 6;1anka (yrjioporo)

IIpakTHKO-OpHMEHTHPOBAHHBIH
CTy/IeHYeCKH i KI1y0
«CamoynpaBJjieHre BHe TPaAHUID)
@UHAHCOBOI0 YHUBEPCUTETA MPU
[TpaBuTensctBe Poccuiickoi denepannun
Jlenunrpanckuii ip-T1, 1. 49, I'CII-3, 125993
Tenedon: +7 (499) 553-13-72 http://sk-fa.ru
e-mail: samupr.fa@yandex.ru

JomxHoCTh anpecara

N.0. damunusa

Ncx No oT
Bx No oT
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[Tpunoxenue Ne 4
K MHCTpYKIIMU 1O JeI0NPOU3BOIACTBY

IHEPEYEHD
PEKBU3UTOB JOKYMEHTOB

01 — norotun 1O CK «CamoymnpapiieHHUE BHE TPAHUID;

02 — HaMMEHOBaHKE CTYJEHYECKOTO KITy0a — aBTOpa JOKYMEHTA,
03 — cipaBoYHBIC TaHHBIC 00 OPraHU3aIINH;

04 — HanMeHOBaHKE BUIA IOKYMEHTA;

05 — maTa TOKyMEHTa,

06 — perucTpalOHHBI HOMEP TOKyMEHTA;

07 — agpecar;

08 — rpud yTBepxKaeHuUs;

09 — HanMeHOBaHKE MO0 AaHHOTAIIUS JOKYMEHTA (3ar0JIOBOK K TEKCTY);
10 — TeKCT JOKyMEHTa;

11 — oTMeTKa O HATMYHUH TPUIOKESHHUIA;

12 — 1OMKHOCTH JINIIA, TTOAMMUCABIIETO JOKYMCHT;

13 — moAN¥CH TOKHOCTHOTO JIHIIA;

14 — rpud cormacoBaHus;

15 — ormMeTKa 00 UCTIOTHUTEIIE.
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[Tpunoxenue Ne 5
K VIHCTpYKIIMU O JAETO0MPOU3BOACTBY

Bre 2panuy

IIpakTHKO-OPHMEHTHPOBAHHBIN CTyIeHYeCKHUI KI1Yy0 «CamMoynpaB/ieHHe BHe TPAHUID)
duHaHCcOoBOro yHuBepcurtera npu IlpaBurenscree Poccuiickoit @enepauuu

Jlenunrpanckuii op-1, 1. 49, I'CII-3, 125993 E-mail: samupr.fa@yandex.ru
Tenedon: +7 (499) 553-13-72 http://sk-fa.ru

PEIMEHMUE

«00» mapra 2023 r. Ne 00/0-00

O(0) Ha3BaHUe pelIeHUs

B coorBerctBun ¢ nyHkroMm 5.3.6. Ilomoxkenus o IIpakThko-OpHEHTUPOBAHHOM
cryaeHdeckoMm kiybe «CamoymnpamieHue BHe rpanuiy ot 11.01.2023 (mamee — [IO CK
«CamMoympaBieHU€e BHE TPAHUI) 0 O 51 3 bl B a 10:

1.

2.

3. [onocHocmob, HaumeHosaHue cmpykmyprnozo noopazoenenus Damunua HU.O.
JIOHECTH MH(POPMAIIHIO 10 WICHOB, akTUBUCTOB U cTopoHHUKOB [10 CK «CamoymipaBienue
BHE I'PAHUID.

4. KoHTpOJb 32 UCTIOJIHEHUEM PELICHUS OCMABIAI0 3d COOO0U (803/104CUMb HA ...).

Pykosooumenv naumenosanue
CMPYKMYPHO20 NOOPA30eNeHUs. (mecmo noonucu) U.0. Damunusa
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[Ipunoxenue Ne 6
Kk MHCTpyKIMU 1O 1€T0NPOU3BOICTBY

-opuétmy
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HC L5

Al ”06/4 Z

Camoynpaenerue
Brie 2parnuy

2, B ! o

Chyeckutt ¢

W
N

IIpakTHKO-OpPHMEHTHPOBAHHBIN CTyIeHYeCKUil K1y «CamoynpaB/ieHHe BHE TPAHUID)
dunancoBoro ynusepcurera npu Illpasureascrse Poccuiickoit @eaepanun

Jlenunrpanckuii p-T, 1. 49, I'CII-3, 125993

Tenedon: +7 (499) 553-13-72

No 1/0-02.02 ot 15 mas 2023 1.

E-mail: samupr.fa@yandex.ru
http://sk-fa.ru

PACIHOPAXKEHMHUE

PykoBonurens
YnpasneHnus geaamMu

00 ...

A.P. CanexeTauHoBa



[Tpunoxenue Ne 7
K MHCTpYKIMHU 1O JeI0NpPOU3BOCTBY

Camoynpaenerue
Bre eparuy

IIpakTHKO-OpHEHTHPOBAHHBIH CTyleHYeCKUil Ki1yd «CamoynpaBJ/ieHUe BHe TPAHUID)
duHancoBoro ynusepcurera npu I[lpasureabcrBe Poccuniickoit @enepanun

Jlenmnrpanckuii np-t, 1. 49, ['CII-3, 125993 E-mail: samupr.fa@yandex.ru
Temedon: +7 (499) 553-13-72 http://sk-fa.ru

ITOCTAHOBJEHME
Ne 1/m

VYnpasnsromuii CoBeToM
CynepBan3epoB U COBETHUKOB JIUYHASL NOONUCD H.K. OBunHHMKOB
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[Tpunoxenue Ne 8
K MHCTpYKIIUY TIO IETOTIPOU3BOICTBY

Camoynpaenenue
Bre paruy

21, )

(7) 7
ChyeckuVt

IIpakTHKO-OPHEHTHUPOBAHHBIN CTyleHYecKnH KIy0 «CamoynpaB/ieHHe BHEe IPAHUID)
®unancoBoro ynusepcurera npu Illpasurenscree Poccuiickoin dexepanumn

Jlenunrpanckuii np-, 1. 49, [CII-3, 125993 E-mail: samupr.fa@yandex.ru
Tenedon: +7 (499) 553-13-72 http://sk-fa.ru

Ne 9 ot 10 anpens 2023 r.

IHPOTOKO.JI

mwiienyma IlpaBaenust
IIpaKkTHKO-OPUEHTHPOBAHHOIO CTYIEHYECKOI0 KJIy0a
«CamoynpasJ/ieHue BHE IPAHUID)
IpucyrcrBoBaJu:
[Ipencenarens: bopucosa DibBUpa
Cexperaps: MakcumoBa EnnzaBera
KosanuecTBO yyacTHUKOB: 17 04HO
Mecto npoBenenusi: Mocksa, yi. Bepxusis Macnoska, 1. 15, ayn. 241 / nucraHuuoHHas

wiatdopma Microsoft Teams

IToBecTKa MUIeHYMA:

=
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1. BBICTYIIMJIA:
INOCTAHOBMJIN:

Cexkperapb E.[I. MakcumoBa

[Ipencenarens 2.A. bopucosa



CIIUCOK OYHO IMPUCYTCTBYIOIIUX
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[Tpunoxxenue Ne 9
K MHCTpYKIIUY TIO IETOTIPOU3BOICTBY

.opUueéHy,
op! s,
%,
Al %
Ci Cs
AH 0”6/9 Z.

Camoynpaenenue
Bre 2panuy
o }W”Bm\ﬂ{\ 60
%’d L . \43‘~3
ChyeckuVt

ok’

W
o

IIpakTHKO-OPHEHTHPOBAHHBIN CcTyAeHYecKHil KiIy0 «CamMoynpaB/ieHre BHe IPaHUID
dunancoBoro ynusepcurera npu Illpasurenscree Poccuiickonn @enepanuu

Jlenunrpanackuii np-1, 1. 49, [CII-3, 125993 E-mail: samupr.fa@yandex.ru
Tenedpon: +7 (499) 553-13-72 http://sk-fa.ru

No 4/mn ot «13» anpens 2023 r.
Y TBEpXKAEHO:

HavanpHuk Ynpasienus
BHEAYUTOPHOU pabOTHI

E.A. Bonoieesa

.04.2023
INJAH AEATE/IBHOCTHA
ga mait 2023 rona
Jlara
Meponpus Ha3Banue MeponpusTHA U MeCTO OTBeTCTBEHHbIE
THA NPoBeIeHNSI

Bpuo npencenarens 2.A. bopucoBa
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[Tpunoxenue Ne 10
K MHCTpYKIIMY TIO IETONIPOU3BOICTBY

opuétm, %,

w0 0,
o %,
& —— %
HCo, (s
a‘\“ By, i) =,

Camoynpaenenue
Bre epanuy

> g s
2, W )
J’de'ﬂlecxlla \d\
IIpakTHKO-OPHEHTUPOBAHHBIN CTyleHYecKHH KIy0 «CamoynpaB/iecHue BHEe IPAHUID)
dunancoBoro ynusepcurera npu Illpasurenscree Poccuiickoit @enepanuu

Jlenunrpanckuii np-, 1. 49, ['CII-3, 125993 E-mail: samupr.fa@yandex.ru
Tenedon: +7 (499) 553-13-72 http://sk-fa.ru

Ne 2/oty o 2023 1.

OTYET 110 IVIARY AEATEJBHOCTH

3a mani 2023 roga

I[aTa Ha3Banmue MEPONPUSTUHA U MECTO OTBeTCTBEHHDbIE
MECPOIPUATHHA IMPOBCACHUA

OTYET 110 BHEIIVIAHOBBIM MEPOIIPUATUAM

3a maii 2023 roxa

Hara Ha3zBaHue MeponpusiTusi ¥ MecTO OTBeTCTBEHHBbIE
MepPONPUSTHS NMPOBEACHUS

Bpwmo npencenarens JUYHASL NOONUCH D.A. bopucosa
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[Tpunoxenue Ne 11
Kk MHCTpYyKIIMKY 1O 1€TONPOU3BOJICTBY

IIpakTHKO-OpPHEeHTHPOBAHHBIN CTyAeHUeCKHIl KiI1y0
«CamoynpaBjieHue BHe TPAHUL»
DUHAHCOBOIO YHUBEPCUTETA TPU
[IpaButennscTBe Poccuiickoii @enepanuu

PykoBoautento denepanbHON HATOTOBOM
ciryx0b1 Poccuiickoii denepannu

J.B. EropoBy
Jlenunrpanckuii np-T, 1. 49, [CII-3, 125993
Tenedpon: +7 (499) 553-13-72
e-mail: samupr.fa@yandex.ru http://sk-fa.ru

Hcx Neo 110/02-1 ot 19.07.2021 1.
Bx No oT

006 y4yactuu B MEpONIPUSITUH

VBaxaembiit Jlanunn BsueciaBoBuy!

[To mpemIoXeHUI0 CTYIEHTOB M HPOQeccoOpCKO-NPEenoaaBaTebckoro coctaBa MUHAHCOBOTO
yHusepcurera npu I[IpaBurensctee Poccuiickonn ®enepauuu npocum Bac paccMOTpeTs BO3MOKHOCTB
BBICTYIUICHHsI II€pe] HAIIMMU CTYACHTAMH W WICHAMM IPAKTUKO-OPUEHTHUPOBAHHOIO CTYIEHYECKOTO
Ki1y6a «CamoynpaBieHue BHe T'paHUI B yJ0OHbIe Ui Bac naty u Bpemst.

Bama pesrensHocTh Kak pykoBoxuTens DexepanbHOW HaJIOroBoil ciy:x0bl  Poccuiickoii
Qenepanyiv BBI3BIBACT OOJNBIION MHTEpPEC Yy HAIIWX CTYACHTOB. MBI moiaraeM, 4ro Ha COOCTBEHHOM
npuMepe Bbl Mornm Obl mOKa3aTh BO3MOXKHOCTH MOJIOJICKH B yIpaBieHueckoi cdepe. Kpome Ttoro,
oOmmenue ¢ Bamu Oyner crocobcTBOBaTh (POPMUPOBAHUIO y CTYACHTOB 3HAaHMM B 00JacTH HaJOrOBOM
CHCTeMBI 1 Hasoroobnoxenus B Poccuiickoit @eneparun. [loaToMmy Ham Kak Oy TyIiM roCyJapCTBEHHBIM
Y MyHHIMIAIbHBIM CIIy>KaIlluM Obl1a Obl OUYEHB M0JIE3HA BCTPEYa ¢ TAKUM SIPKUM JesTeneM, Kak Bol.

[Ipu nonoxutenabHOM pereHuu npocuM Bac npornHdopMupoBaTh JH00BIM JOCTYITHBIM CIIOCOOOM.

PykoBoauTens, 1eHCTBUTENBHBINA FOCYJapPCTBEHHBIN JI.B. Anamckas
coBeTHUK Poccuiickoit denepannu 2 kiacca, K.COIl.H.

PykoBonurens JlemapraMeHTa BHEIIHUX CBA3EH A.P. PacmeroBa

Bobposuukos Jlanun JIMutpueBuy
+7 (9**) *kk_kk_k*k
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[Tpunoxenune Ne 12
K MHCTpyKLIMHK 1O J€I0NPOU3BOCTBY

Camoynpaenerue
Gree 2pasuy

IIpakTuKO-OPUEHTHPOBAHHBIN CTyIeHYeCKHil KIIYyD
«CaMoynpaBjieHHe BHe TPAHUID
DUHAHCOBOI0 YHUBEPCUTETA IIPU
IIpaBurenscTBe Poccuiickoit deneparyn

PyxoBogurento annapara [IpaBurenscTa
CraBpomnonbCcKoro Kpas

N.O. babkuny
Jlenunrpaackwii np-T, 1. 49, I'CII1-3, 125993

Tenedon: +7 (499) 553-13-72
e-mail: samupr.fa@yandex.ru http://sk-fa.ru

Hex Ne 117/02-2 or 01.08.2021 .
Bx Ne oT

VYBaxaemsbiii Urops Onerosuy!

[Ipocum Bac paccmMoTperh BO3MOMKHOCTH MPOXOXKJIEHHUS MPaKTHUKU CTyleHToM 1 Kypca
@unancoBoro yHusepcurera npu IIpaButenbctBe PO An€mmHbiM AnekceeM AJIEKCEEBHYEM B
[IpaBurenscTBe CTaBpononabckoro kpas B aBrycre 2021 roaa.

Ha cerogusiminuit  ngens  corsmacHo ®I'OC  (denepanmbHOro  rocyJapcTBEHHOTO
00pa3zoBaTeIbHOrO CTaHAApTA) MPaKTHKAa CTYAEHTaM IMPEeIOCTaBiseTcs TOJIbKO Ha 4-OoM Kypce
OakanaBpuaTta. [lo MHEHMIO NpPU3HAHHBIX HKCHEPTOB, €€ HENOCTATOYHO M (OPMHUPOBAHUSA
poecCHOHANBHBIX U KOHKYPEHTOCIIOCOOHBIX KaApoB. /laHHOE MepompusaTHe OTBEYAaeT Te3ucam,
3anoxeHHbIM B [locnanuu IIpesunenta PO denepansnomy Cobpanuto ot 20.02.2019. B.B. IlyTus,
rOBOPs O MOJIOJIEKH, CKa3all cieayrolee: «Balll TanaHT, sHeprus, KpeaTuBHbIE CIIOCOOHOCTH - B UHCIIE
CaMbIX CHJIBHBIX KOHKYPEHTHBIX IpeumyinectB B Poccuu. Mbl 3T0 MOHMMaeM U OYEHb LEHUM.
CrnenoBarenbHO, KBATH(HUIIMPOBAHHBIE CIIEHUATUCTHI — 30T SKOHOMHUYECKOTO POCTa HEOOXOIMMOTO
JUIsL KAYECTBEHHOTO YIIYUIIECHUS KU3HU I'PaXK1aH KaXI0Tr0 PeruoHa CTPaHBbI.

AuémuH A.A. — CTYJACHT-OTJIMYHHK, YBJICKAETCS OOIIECTBEHHON U HAYYHOU NIEATEIHLHOCTHIO,
SBIISICTCS AaKTUBUCTOM MPAKTUKO-OPUEHTHPOBAHHOTO CTYAEHYECKOTro Kiyba «CaMoymnpaBieHHE BHE
rpaHul» PUHAHCOBOIO YHUBEPCHUTETA, aKTUBHO y4YacTBYET B COLMAIBHO-3HAYMMBIX U KYyJIBTYpHO-
CHOPTUBHBIX MEPONPUATHUSX.

bynem uckpenne paas! Bamemy otsery.
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DPUO DaKyJIbTET Kypc KoHTakThl
AnemuvH ®daxynbTeT Ten:
Anexceit «BpIcmias mkosa 1 -

AnekceeBud YIIPaBICHUS» email:

PykoBonuTenb, 1eHCTBUTENbHBINA FOCYJAPCTBEHHBIM
coBeTHUK Poccuiickoit deneparuu 2 kinacca, K. COI. H.

PykoBogutens
JlenaprameHTa NpakTUKU

Bob6posuukos [Jarun JImutpueBud
+7 (9**) *kk_kk_kk

JI.B. Anmamckast

A.B. 3ptomoB
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[Tpunoxenue Ne 13
K HCTpYKIMU 1O JAeI0NPOU3BOACTBY

Camoynpaenexue
Giee epasuy

IIpakTHKO-OpHEeHTHPOBAHHBIN CTyAeHUeCKHIl KI1y0
«CamMoynpaBjieHHe BHe TPAHUL
DUHAHCOBOr0 YHUBEpPCUTETA IPU
[IpaButennscTBe Poccuiickoit @enepanuu

PykoBoauTento npeacTaBuTENbCTBA
[IpaButenscTBa benropoackoii obnactu mpu
ITpaButensctee Poccuiickoit denepanuun

Jlenunrpanckuii np-1, 1. 49, I'CII-3, 125993
Tenedon: +7 (499) 553-13-72
e-mail: samupr.fa@yandex.ru http://sk-fa.ru

Mauenypo A.T.

Ucx Ne 7/02-3 ot 03.03.2021 .
Bx Ne oT

VYBaxkaemblii Anekcanp I'puropseBuu!

BricTynaem ¢ MOJIOAEKHOM MHUIIMATUBOM U IPOCcHM Bac paccMOTpeTh BO3MOKHOCTh TTOAITUCAHMS
Cornamenust o corpyanndectse ¢ PuHaHCOBBIM YyHHMBepcuTeToM Iipu llpaButenbcrBe Poccuiickoit
O®epnepanuu. JlaHHOE corialieHue HAIpaBiICHO HAa OPraHU3alMI0 MPOXOXKJECHUS MPAKTUKU CTYyJIECHTaMU
®uHaHCOBOrO YHHUBEpcUTeTa B I IpeicTaBuTeNbCTBE M Opralax rocyJapCTBEHHOM BiacTu Bamrero pernona,
a TaK)Ke€ Ha OPraHU3aLUI0 COBMECTHBIX MEPONPHUSTHIA.

Jlyist o3HaKOMJICHHSI ¥ TIpOCMOTpa Barielt ropuaudeckoit ciryx00ii mpukperuisieM GopMy TUIIOBOTO
cornarieHus: ¢ ®MHAHCOBBIM YHUBEPCUTETOM.

Ha cerogusimauii aens cormmacHo @I'OC (denepanbHOTO TOCYAapCTBEHHOTO 00pa30BaTEIBHOTO
CTaHJapTa) MpaKTUKa CTYJEHTaM MPEJOCTaBIsETCS TONBbKO Ha 4-oM Kypce OakanaBpuara. [lo MHEHUIO
NPU3HAHHBIX ~ OJKCIIEPTOB, €€  HeJoCTaTOYyHO s (OpMHUpOBaHWM  MPOPECCHOHANBHBIX |
KOHKYpPEHTOCTIOCOOHBIX KaapoB. [Ipennaraemoe CornameHue no3BoauT paciiupUTh TPAHULIbI BXOXKACHUS
CTYJIEHTOB NMPAKTUKO-OPUEHTUPOBAHHYIO JEATENbHOCTh, HAUMHASA CO 2 CEMECTpa MEPBOro Kypca, myTeM
MPOXOXKJICHUSI TIPAKTUKH B CBOOOJIHOE OT y4eObl Bpemsi. JlaHHOE MEpOIpHUsiTHE OTBEUAET TE3UCaM,
3anoxeHHbIM B [Tocmanuu [Ipesunenta PO denepansunomy Cobpanuro ot 20.02.2019. B.B. Ilytusn, roBops
0 MOJIOJICKH, 3asBUII cienyromee: «Bai tanant, sHeprus, KpeaTUBHBIE CIIOCOOHOCTH — B YHCIIE CaMbIX
CUJIbHBIX KOHKYPEHTHBIX MpeumyuiecTB B Poccun. Mbl 3TO moHMMaeM U o4eHb IleHuM». CTyaeHuecKkoe
COOOIIECTBO MOAAEPKUBAET MOJUTUKY TOCYJApPCTBA U CTPEMUTCS OKa3aTh MOJAEPAKKY, UCIOJIb3YS TAIAHT
Y DHEPTHI0 MOJIOJIBIX JIFOJIEH, JKETArOIIUX MPOSBUTH ce0sl B CTOIb 3HAYMMOM JJIsl TOCY1apCTBa PErHoOHE.
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[Tpeanaraemoe CornamieHue MO3BOJIUT PaCIIMPUTh TPAHULBI BXOKICHUS CTYEHTOB, MPUOBIBIINX
u3 Baiero pernona, B MpakTUKO-OPHEHTUPOBAHHYIO JIESATEIBHOCTh, JACT BO3MOXKHOCTH Bam BBIOpaTh
JTYYIIUX CHEIHATHCTOB I OyAyIel NesTebHOCTH Ha TEPPUTOPUH PETHOHA.

PyxoBoauTens, 1EMCTBUTENBHBIN FOCY1APCTBEHHBIN JI.B. Anamckas
coBeTHUK Poccuiickoit deneparuu 2 kinacca, K. COII. H.

PykoBoaurens
JlenapTamMeHTa MPaKTHUKU A.B. 3promoB

SIn AuHa AJlekceeBHaA
+7 (9**) *hk_Kh_kk
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[Tpunoxenue Ne 14
Kk MHCTpyKIIMU 1O 1€T0NPOU3BOJICTBY

Camoynpaenexue
Gite paay

IIpakTHKO-OPHMEHTUPOBAHHBIN CTy/IeHUECKHH KI1YD
«CamoynpagsJjieHue BHe IPAHUID I'enepanpHOMY TUPEKTOPY OpraHU3aluU

dunancoBoro yHmiepCI/iTeTa npu «Adidas Group B PD»
[IpaButensctBe Poccuiickoit @enepauuu

Jlenunrpanckuii np-T, 1. 49, [CII-3, 125993 Pynepry Komnbemy Jxopmky
Tenedon: +7 (499) 553-13-72
e-mail: samupr.fa@yandex.ru http://sk-fa.ru

Hcex Ne or 20.05.2021 r.
Bx Ne oT

YBakaembiii Pynept Kommn6emn!

[IpakTHKO-OpUEHTUPOBAHHBIN  cTyneHuyeckuil kiyd «CamoymnpaBiieHHE€ BHE  TPAHUL»
®uHancoBoro ynusepcurera npu Ilpasurenscte Poccuiickont denepauun npeiaraetr Bam npuHATH
ydacTHE€ B peajl3allud CIIOPTUBHO-IOCYTOBOTO NpOeKTa «3apsjika HEIeNIn», KOTOPBIH MPOBOIAUTCS
exXeHeneNnbHo B creHax duHaHcoBoro ynusepcurera ¢ 2018 rona.

Ham npoexr mpoBogutcst ¢ 2020 roga Kaxkaplii BTOPHMK B 37aHMM Kopiyca PuHaHCOBOro
yHHMBEpCHTETa o afapecy: . Mocksa, yi. Bepxuss MacnoBka, 1. 15 u HacuuTsiBaeT 6osiee 50 yuaCTHUKOB
Y KOJIMYECTBO NPOAOJIKAET PACTH.

HCJ'ILIO IMPOCKTA ABJISICTCA:

1. IoanepxkaTb WHUIIMATUBY 370POBOM 4YacTU MOJOACKH, «MakcUMaibHO BOBJICYb
MOJIOZISKb B PEryJsIpHBIC 3aHATHS (PU3MUECKOW KyJIbTypoil» — peknamupys Openn Barueit
KOMITaHHH.
2. TMonyasipusuposarh «Yka3s Ilpesunenra Poccuiickoit ®enepamnn ot 28.07.2012 1. Ne
1058», B Monoaé&xHoi cryneHueckou cpene. LleneBas ayauTopusi y4aCTHUKOB IPOEKTa —
CTYJICHTHI KOJUIE/DKEM, YHUBEPCUTETOB B COLUAIBHBIX ceTsAX B Poccuiickont Penepanuu.

Jlna  ycnemHoW peanu3aluy  NPOEKTa Mbl  IpeiaracM Bam  B3aMMOBBITOJHOE

COTPYAHHUYECTBO.
OCHOBHBIMU ONIKSAMHU COTPYIHUYECTBA ABIISIOTCSA:

1. Pasmemenue Bamiero norotuna Ha peKIaMHBIX U HH(GOPMALMOHHBIX MaTepHuaiax MpoeKTa;
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2. IlyOnukanuu pekiaMHbBIX mocToB Bamrei kommanuu B Kiyousix CMU:
— Instagram samupr. fa (310 noanucuukoB)
— rpynna BKonTtakte «/IBC | Camoynpasienue BHe rpaHuil (87 MOAMMCIUKOB)
— caiit [10 CK «Camoynpasienue BHe rpanuny (https://sk-fa.ru/)
3. Ilybnukamuu pekiiaMHBIX TocToB Bameir komnanuu B crynenueckux CMIU dunancoBoro
YHUBEPCUTETA!
— rpynmna BKonrakre HSMedia (3500 noanucuukos);
4. TlpenocraBienue o¢uuumansHoit OmarogapHoct oT IO CK «CamoymnpaBieHue BHE
TPAHUIDY;
5. IlpenocraBneHue MPaKTUKAHTOB/CTAXXEPOB HA HEOIIAauMBaeMble CTaKUPOBKU Bariei
KOMITaHuM 1o Bamemy 3ampocy;
6. IlpenocraBienue GpoTo- U BUAEOOTUETA KAXKIBINA pa3 MOCIe MPOBEACHUS TPOCKTA;
7. Wuble ¢popMmbl nHapa, KOTOpbIE NMPUBIEKYT BHUMAHUE CTYJCHTOB yYHUBepcUTeTa K Bamieii
KOMIIaHUH.
B coorBercTBUM € YCIOBUSIMH HAlIEro COTPyAHMYECTBA: ¢ Bamiel CTOPOHBI MBI OKHIaeM
MoJy4uTh OT Bac cnoptuBHYyI0 hopmy (konnuecTBo 00cyk1aeTcs B ciayyae Bareil 3anHTepecoBaHHOCTH)
U TapaHTHpyeM KauecTBeHHOE BbinoiaHeHue ycioBuil ot auna [10 CK «CamoynpaBieHre BHE TPaHUL.

HagneemMcs Ha ycrienHoe cCOTpyIHU4YECTBO!

PykoBomuTens JlemapraMeHTa BHEIIHUX CBSI3€H A.P. PacmetoBa

Bopucosa DnbBupa AHApeeBHA
+7 (9**) *hk_Kh_kk
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[Tpunoxenue Ne 15
K MHCTpYKIIMY TIO IETONIPOU3BOICTBY

Camoynpaenerue
Bre zparuy

IIpakTHKO-OpMEeHTHPOBAHHBIN CTyIeHYeCKHI KiIy0 «CamMoynpaB/ieHHe BHE TPAHUID)
dunancoBoro ynusepcurera npu Illpasurenscree Poccuiickon @exepanuu

Jlenunrpanckuii mp-t, 1. 49, I'CII-3, 125993 E-mail: samupr.fa@yandex.ru
Tenedpon: +7 (499) 553-13-72 http://sk-fa.ru
« » 2023 r.
BEJIOMOCTbD

O MOTy4YeHUH KITyOHOU aTpuOyTHKH (3HAYOK — METAIUTOU3/ICITUE)

A, ,

corpyaHuk dunancoBoro ynusepcurera npu llpaBurensctBe Poccuiickon denepauun -

HaAanMMCHOBAHHC JOJDKHOCTHU

TOJTY YL
HaumenoBanue | KosmuectBo, Ilena 3a CroumocTs, Bosspary
LIT. eIUHUILY, py0. pPYoO. MOAJICHKHT,

IIT.

MaTepI/IaJIBHO-OTBeTCTBeHHOC JIAOo.

3amecturens PykoBoaurens —
ITO CK «CamoyrmipaBiieHUE BHE TPAHUID) JI0mKHOCTD:

H.K. OBUuHHUKOB Iloonucw QU0

« » 2023 r. « » 2023 r.
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[Tpunoxenue Ne 16
K MHCTpYKIIMY TIO IETONIPOU3BOICTBY

Bre zpanuy

IIpakTHKO-OpHEHTHUPOBAHHBIN CTyIeHYecKNH KiIy0 «CamoynpaB/ieHHe BHEe IPAHUID)
dunancosoro ynusepcurera npu Illpasurenscree Poccuiickon @enepanuu

Jlenmnrpanckuii np-T, a. 49, ['CII-3, 125993 E-mail: samupr.fa@yandex.ru
Tenedon: +7 (499) 553-13-72 http://sk-fa.ru
PykoBoaurento
ITO CK «CamoynpaBiieHUE BHE TPaHULD)
Anamckoin JI.B.
3ASIBJEHUE

A, ®UO, crynent(ka) yueOHOU TPYNIBl HAUMEHOB8AHUE Y4eOHOU 2pynnvl, TPOITY
MPUCBOUTH MHE CTaTyC akTHBHUCTA [IpaKkTHKO-OpMEHTUPOBAHHOTO CTYJIEHYECKOro KiyOa
«Camoymnpasnenune BHe Tpanuip @uHancoBoro yuusepcurera npu [IpaBurenscree PO.

«  » 202 .
(noonucy) (1.0. Damunus)
Bo3spaxxenui He UMEIO:
PykoBonuTens Haumenosanue
CMPYKMYPHO20 NOOPA30eNeHUs. NnOONUCH HU.0. Pamunus

[Tony4deno:

PykoBogurens JlenaprameHTa
IUTAHUPOBAHHUS U PAa3BUTHS KaJIpOB NnOONUCH H.0. amunua
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[Tpunoxenue Ne 17
K MHCTpyKIIMK 1O 1€TTONPOU3BOJICTBY

Camoynpaenenue
Brie eparnuy

21, s )

(7) o
Chyeckutt

IIpakTHKO-OPHEHTHPOBAHHBIN CTyAeHYecKHil KiIy0 «CamMoynpaB/ieHre BHe IPaHUI
dunancosoro ynusepcurera npu Illpasurenscree Poccuiickonn @enepanuu

Jlenunrpanckuii np-, 1. 49, [CII-3, 125993 E-mail: samupr.fa@yandex.ru
Tenedon: +7 (499) 553-13-72 http://sk-fa.ru
Ne 5/01.1 ot

AHAJIMTHYECKASA 3AITMCKA

3aMecTUTEeNb PYKOBOIUTEIIS JIUYHASL NOONUCD H.K. OBunHHUKOB


mailto:samupr.fa@yandex.ru
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[Tpunoxenue Ne 18
K MHCTpYKIIMHU TI0 AETONIPOU3BOICTBY

Camoynpaenerue
Bre 2paruy

@(\ }”’/BEPC\@ 6 L
%, s S

o, a v
CHhyeckutt

IIpakTHKO-OPHEHTHPOBAHHBIN CTyAeHYecKHil KiIy0 «CamMoynpaB/ieHre BHe IPaHUI
dunancosoro ynusepcurera npu Illpasurenscree Poccuiickon @enepanuu

Jlenunrpanackuit np-1, 1. 49, [CII-3, 125993 E-mail: samupr.fa@yandex.ru
Temedon: +7 (499) 553-13-72 http://sk-fa.ru

Bpuo npencenarens I10 CK «CamoynpaBieHre BHE TPAHUID)
bopucosoii D.A.

OBBACHUTEJIBHAS 3AIINCKA
A, ®UO, crynent(ka) yueonoit rpynmnsl (HASBAHUE U HOMEP I'PYIIIIbI),

AKBUBUCT/YIICH HA368AHUE CMPYKIMYPHO20 NOOpa30eieHuss CACTEMAaTHIeCKH HapyIaj / He
CcMOr(J1a) BBITIOJIHUTS ... TIO IIPUYUHE ...

« » 20 T.

(noonucy) (hamunus u unuyuanol)

[Tony4deno:

PykoBonurento
YnpaBieHus aeaaMu Jluunas noonuce A.P. CanexetauHoBa


mailto:samupr.fa@yandex.ru
http://sk-fa.ru/
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[Tpunoxenue Ne 19
K HCTpYKIIMU 10 Je7I0MPOU3BOACTBY

0%
d

3
. %,
w’% <

o 2 =
Camoynpaanerue

Gize epasasy

Practice-oriented student club
«Samoupravlenie vne granits»

of the Financial university at
Government of the Russian Federation

(N. Surname)

(to whom? position)

49 Leningradsky Ave., GSP-3, 125993
phone number: +7 (499) 553-13-72
e-mail: samupr.fa@yandex.ru https://sk-fa.ru

Out Ne from

In Ne from

Dear MR/MS Surname!

On behalf of student activists of the Practice-oriented student Club «Samoupravlenie vne granits»
of the Financial University under the Government of the Russian Federation, we would like you to consider
signing a cooperation agreement with the Club, in order to promote cooperation between students of the
Financial University and students (of the ... University/organization).

The main goal of the cooperation between the PO SK «Samoupravlenie vne granits» and (the ...
University/organization) is to establish long-term relations on the following matters:

organization and carrying out joint events (master classes, trainings, case championships, forums,
meetings for youth audience);

organization and carrying out scientific conferences, seminars, and round tables;

development and incubation of projects, including scientific-practical, and educational ones;

conducting scientific research, preparing scientific articles;

practical training in free-time from studies in partner organizations of the Parties;

improving the skills and abilities of representatives of the Parties aimed at their formation as
competitive and competent specialists in a particular field of professional activity through participation in
events and practice-oriented activities.

The Agreement on cooperation and mutual development will allow to establish strong relations
between (the ... University/organization) and PO SK «Samoupravlenie vne granits».


https://sk-fa.ru/
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Appendix: draft cooperation agreement in 1 copy on 4 sheets.

The head of the Center for the
Development of Interuniversity and
International Cooperation G.R. Ptukhov

The head, the actual state adviser of the
Russian Federation of the 2nd class, L.V. Adamskaya
Candidate of Sociological Sciences

N. ®amunus ucrionHuTeNs (Ha aHTITHIHCKOM)
+7 (***) *kk_kk_kk



	Уважаемый Игорь Олегович!

