MMHUCTEPCTBO CIMTOPTA POCCUMCKOH ®ENEPALIMU
(MHHCIIOPT POCCHH)

®EJEPAJIBHOE TOCYJAPCTBEHHOE BIOJUKETHOE YYPEXIAEHHE
«DEJEPAJIbHBIN LEHTP MOATOTOBKHU CIMTOPTUBHOIO PE3EPBA»
(®Ir'BY ®UIICP)

orey ounc @By SUNCH

PUKA3

orEy_ sunce orey ounce ance SrEY SUNCP

rEY UNC]

105064, Mockaa, y.1. Kazakosa, 18 Ten.: (499) 941-13-01: (499)261-13-62

>

www.fcpsr.ru e-mail; sekretar.fcpsr@gmail.com
«IS » LK 7}?5/"@/‘2 2078 T. Neo (Q/-&‘J,/ /A

OO0 yTBep:KIeHHH H BBeIeHHH B 1efiCTBHE
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TepMuHbI U ONpeIETCHUSA

JlokyMeHTHpoBaHue — huKcalus HHGOPMAlUU Ha MAaTEPUATTbHBIX HOCHTELAX.

JleTONPOM3BOICTBO — JESTEeNBHOCTD, ObecreunBaolas CosjaHue o(HLIHATBHBIX
JIOKyMEHTOB ¥ OPraHM3aLMI0 padoThl ¢ HUMU B OpraHU3alliy.

JIOKyMEHTOOG0pOT — JBIDKEHME JOKYMEHTOB C MOMEHTA HX CO3JaHUA HIH
[IOJTyYeHHs 1O 3aBepILIEeHHUs UCIIOHEHHUS, TOMEIICHHS B JI€JI0 1 (MH) OTTIPaBKH.

JIOKyMeHT — OGbUIHMaIbHBI JOKYMEHT, CO31aHHBIA TOCYIapCTBEHHBIM OpraHoM,
OpPraHOM MECTHOTO ~CaMOYMpaBICHHS, HOPUAUYCCKHM  HIH GU3HUECKUM  JTHIIOM,
o(GOpPMIIEHHBI B YCTaHOBJICHHOM MOpsKe U BK/JIFOYCHHBI B JIOKYMEHTO00OpOT
OpraHU3alHH.

PeKBH3WUT JOKyMEHTA — 37IEMEHT TOKYMEHTa, HEOOXOIMMBIH JLIs €TO odopmIeHus U
OpraHu3alu padoThl C HUM.

TToTHHHUK JOKYMEHTA — NEePBBIN M €IUHCTBEHHBIH SK3EMILISP TOKYMEHTA.

Komus IOKyMeHTa — IOKYMEHT, MOJHOCTbBIO BOCTIPOM3BOSAIIMI HHPOPMALIUIO
[OUTHHHMKA TOKYMEHTa H €T0 BHELIHHe IPU3HAKH, He UMCIOIIHH FOPUIMYECKOH CHIIBL.

Perucrpamys AOKyMeHTa — NPHCBOEHHE IOKYMEHTY PErMCTPALMOHHOIO HOMEP,
BHECEHHE CBEICHHUH 0 TOKYMEHTE B PETHCTPALIHOHHO-Y4ETHYIO (pOpMY.

HoMeHKknaTypa Ael — CHCTEMAaTH3HPOBAHHBIA IEpEeueHb 3aroioBKOB 1T €
yKa3aHHeM CPOKOB HX XpaHEHHS.

Jleno — COBOKYTHOCTb AOKYMEHTOB HIIA OTHETBHBIH IOKYMEHT, OTHOCALIMECA K
OTHOMY BOTIPOCY HIJIH YYacCTKy AesATeIbHOCTH OpraHu3aluH.

CHCTeMHBIH apXUB — CHCTeMa CTPYKTYPHPOBaHHOTO XPAaHCHHA JJCKTPOHHBIX
JIOKYMEHTOB ~ YUpeKIeHHs C [OMOIIBIO CHCTEMHOTO  JMCKa, o0ecreYrBarOLUH
HAJIe)KHOCTh XpaHeHHUs, KOHQHIEHIIMATBHOCT | pasTpaHUteHHe TIpaB 10CTyIa, OBICTPBIN
U yZIOOHBIH ITOMCK.

TToCTOSHHO JefcTBYFoIIas dKcnepTHas komuccust (OK) Mo NpoBeACHHS SKCIEPTH3BI
LEHHOCTH JOKYMEHTOB — [pYyNna CHELHATHCTOB COOTBETCTBYIOLICTO npoduis
cdopMHUpOBaHHblE Ha OCHOBAHMM IpHKa3a B KOMHCCHIO, OCHOBHBIC 3aJa4ud KOTOPOH
SBISETCS OpraHW3alus W IpoBeleHHEe PaboThl MO SKCIEpTH3e EHHOCTH JOKYMEHTOB,
0TGOpY M TMOATOTOBKE K Tepe/iade Ha apXMBHOE XPaHEHHE U BBIACICHHUIO K YHHUYTOKEHUIO
JIOKyMEHTOB, 00pa3yIOIIKeCst B TPOLECCe AeSITETbHOCTHA YupexaeHusl.

O6wmii oT7Ael — CTPYKTypHOe MOJpa3fielieHue YUpexXIeHUs, Ha KOTOpoe
BO3J10%eHbl QYHKIIMHU 110 BeICHHIO JeTONPOU3BOACTBA, a TAKKe JIMMA, OTBETCTBEHHEIE 32
BeJleHHE JeIONPOM3BOICTBA B APYTHX CTPYKTYPHBIX MOAPA3ACTICHHIAX YupexaeHus.

1. O0uMe noJI0KEHUS

1.1. HWHcTpyKUus 1O AeNOTPOU3BOACTBY (nanee — VHcTpykuus) B PenepanbHOM
rOCyapCTBEHHOM  OMOIDKETHOM  YHUPCKICHHH «®enepalbHBIi LEHTP TOATOTOBKH
CIIOPTMBHOrO pesepsa» (najmee — VypexaeHre) YyCTaHABIUBAaeT €IUHYIO CHCTEMY
JIEJIOTIPOU3BOICTBA U JIOKyMeHT0000poTa,  TOPSAOK — MOArOTOBKH, odhopMIieHuS,
[IPOXOKJEHHS. COTNTACOBAHMs, KOHTPOJS 3a MCIOJHEHNEM, y4eTOM U XpaHCHHEM
JIOKYMEHTOB B  ILIENSX  COBEPIICHCTBOBAHHMA JOKYMEHTAIIHOHHOTO  00ecreyeHUs
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YupexneHus.

1.2. JIenoNnpou3BOACTBO U JOKYMEHTOOOOPOT B VupexIeHUH OCYIIECTBIACTCSA
B COOTBETCTBHH C:

tpe6osanusmu I OCT P 6.30-2003 «YHAUIUPOBAHHBIE CHCTEMBI JOKYMEHTALUH.
VHuGUIMpOBaHHAs  CHCTEMa OpraHU3alMOHHO-PACTIOPAANUTEIPHOR  JOKYMEHTALMH.
Tpe6oanust kK 0OPMIIEHUIO JOKYMEHTOBY;

HOPMATHUBHBIMH M METOXMYECKUMH  JIOKyMEHTaMH MuHucTepcTBa  CIopTa
Poccuiickoit @enepanuu;

nprka3oM MHHCTIOPTTypu3Ma Poccuu OT 14.07.2009 Ne 504 «O06 yTBEep)KICHUU
WHCTPYKIHMH O [eJIONpOU3BOACTBY B MHHHUCTEPCTBE CIOpTa, TypU3Ma H MOJIO/I€7KHOH
noauTuku Poccuiickoit Penepanun»;

[locraHoBnenneM IIpaButenscTBa Poccuiickoir ~®denepauud Ot 27121995
Ne 1268 «O6 ynopsn04eHH! U3TOTOBIEHHUS, UCIOIB30BAHNS, XPAHECHH 1 YHUUTOXEHHUS
meuaTeii W OJAHKOB C BOCIpoM3BefeHUEM [0CynapcTBEHHOrO repba Poccuiickoit
deneparmny (Codbpanne 3aKOHOAATENBCTBA Poccuiickoit ®eneparuu, 1996, Ne 2, cT. 123;
2001 Ne 24, ct. 2461; 2006, Ne 52, c1. 5587);

®eepanbHBIM 3aKOHOM OT 2 Mast 2006 T. Ne 59-@3 «O mopsiake pacCMOTPEHHS
obpamenuit rpaxaaH Poccuiicko# ®enepauumn» (CobpaHue  3aKOHOXATEIBbCTBA
Poccuiickoii ®enepanuu, 2006, Ne 19, ct. 2060).

VYcTaBoM YUpexIeHHs.

1.3. UHCcTpyKuHMs yCTaHABIMBAaeT OOs3aTelbHblE I BCEX pabOTHHUKOB
VupexaeHust obmue TpeOOBaHUA K DYHKLMOHMPOBAHHIO CIY)KO JIOKYMEHTALLOHHOTO
obecredenus YupexIeH)s U OpPraHU3alKy paboThl C JOKYMEHTaMH.

1.4. JIoxyMeHTBbI YUpeXIeHUs SBIAIOTCS €ro COOCTBEHHOCTBEO. Bompockl paboThI
C HMMH PEryJupyrTCs 3aKOHOIATEIbCTBOM Poccuiickoit @Demepannd U HACTOAMICH
WHcTpyKUKER.

1.5. Tlomoxeuuss VHCTPYKIMH pacIpOCTPaHSIOTCS Ha OpraHH3alHio paboTel ¢
JIOKyMEHTaMH HEe3aBHCHMO OT BHJa HOCHTEI, BKIOYas X MOATOTOBKY, PErUCTPalHIO,
yd4eT ¥ KOHTPONb HCIIOJHEHHS, OCYIIECTBISEMbIE C TOMOIIRIO aBTOMAaTHU3UPOBAHHBIX
(KOMITBIOTEPHBIX) TEXHOJIOTHH.

1.6. Opranusauus, BeJIEHUE u COBEpPILIEHCTBOBAHHUE CHUCTEMBI
JOKYMEHTAIlMOHHOTO ~ObecrieyeHus YNpaBieHHs Ha OCHOBE eUHOM TeXHUYECKOH
[TOJIATHKA ¥ TIPUMEHEHUS] COBPEMEHHBIX TEXHHYECKUX CPEICTB B paboTe ¢ JOKyMEHTaMH,
METOAMYECKOE PYKOBOJICTBO M KOHTpPOJb 3a COOJIIOICHUEM YCTAaHOBJIEHHOTO IOPsIKa
paboTHI ¢ JOKYMEHTaMH B CTPYKTYPHBIX MOAPA3NEICHAAX Bo3nararorcs Ha OOmuii oTAen
Vupesxnenus (nanee — O0mun oTnen).

1.7. PaboTHHKM YupexIeHHss HecyT TepCOHaNbHYI0 OTBETCTBEHHOCTD 3a
BBIMIONTHEHUe TpeOoBaHUM MHCTpYKUMH #  COXPaHHOCTD noxkymeHntoB. OO0 yrtpate
JIOKyMEHTOB HEeMEJUIEHHO JOKIAbIBAETCS CICUHATHCTY 110 KOHTPOJIIO JOKyMEHT0000poTa
JTH TIPH ero OTCyTCTBUM B OOLINK OTAE.

1.8, CocTosHME  [AEJONPOM3BOACTBA B  CTPYKTYPHBIX  MOApasieICHHUIAX
CHCTeMaTHUecKu TpoBepsieTcs UX HadanpHUKamu. O pesysbraTax HNpOBEpKH HavyaJbHUKH
CTPYKTYPHBIX IOAPa3IeIeHUH uHpopmupytoT OOmuUi oTALI.

(v}

1.9. Ilepemaya MOKYMEHTOB, a TaKke HX KOTHH pabOTHHKAM CTOPOHHHUX



OpraHuM3aluil J0MyCKAeTCs ¢ paspelleHns AUpeKTopa Vupexaenus (nanee — Jlupextop),
16O yIOTHOMOYEHHOTO UM JIMIIA.

1.10. Ipu yxome pabOOTHHKa B OTIIYCK, BBEIOBITUA B KOMAHIUPOBKY, YBOJIBHEHHUH
WM TIepeMeIlleHHH HMEIolecs y Hero JIOKyMEHTBI IO yKa3aHUIO HavalbHHUKA
COOTBETCTBYIOIIEr0 CTPYKTYPHOTO MOJpas/e/ieHUs MepearoTcs ApyroMy pabOTHUKY, C
006s3aTeNbHBIM HHGOPMUPOBAHHEM CIELHATUCTA 110 KOHTPOJIIO JI0OKyMeHT0000pOoTa.

1.11. ocobeHHOCTH pabOTHI ¢ JOKYMEHTaMH, COACpKallUMU KOH(HUIEHIHUATBHYIO
uHGOpMaIHIO (CITyXKeOHYIO HIH HHYHO TaiiHy, TepCOHAbHbIE JaHHbIE), PEryIHpyrOTCs
CHeLHaTbHBIME HOPMATHBHBIMHU aKTaMH (MHCTPYKIMAMH, IOJOKCHUAMH, TIpaBUIaMH),
yTBep)KIaeMbIMH PYKOBOJIUTEIIEM (elepabHOro opraHa UCIIOJIHUTENIBHOM BJIACTH;

1.12. byskumy, 3aga4d, TpaBa M OTBETCTBEHHOCTD O6wero  otraena
PErJIAMEHTHPYIOTCS  [IOJIOJKEHHEM O Hell, JOJKHOCTHbIE OOS3aHHOCTH pabOTHHKOB
O6uiero otaena U pabOTHUKOB, OTBEYAIOLIMX 33 OpraHU3alMIo paboThl C JOKYMEHTaMH B
CTPYKTYPHBIX ~ [OAPA3JENEHUsX  YUPEeXKACHUS,  YyCTAaHABIHBAIOTCA JTOHKHOCTHOM
UHCTPYKLUEHN,

2. JIOKyMeHTBI Y UPEKICHUS

2.1. VupexIeHue HM3faeT CIEIyrOUIMe IOKYMEHTBI: MpHKas3bl, PACTIOpsHKCHHIA,
[10JIOKEHHS, IPaBUJIa, HHCTPYKLHH, CIIy’KeOHbIE MMChMA, IPOTOKOJIBL.

2.2. C uenpr0 yIOpsAOYMBaHHs [EJIONPOU3BOACTBA H JIOKyMeHTOoo0opoTa B
VupexJIeHUH YCTaHABIMBAIOTCS €IMHBIC IPAaBUIA odopMIeHHs TOKyMeHTOB. Jlns
COKpalleHnsi ~ KOJW4YeCcTBa  NPUMEHSEMBIX GopM  JOKYMEHTOB,  HCIOJB3YIOTCH
yHUHUUHUPOBaHHbIE (OPMBI  JIOKyMEHTOB (Y®JI), mnpeacTaBlsOIIAe COBOKYIMHOCTH
PEKBH3UTOB, YCTAHOBJIEHHBIX B COOTBETCTBHH C 'OCT P 6.30-2003 «YHupuIMpOBaHHAas
CHCTeMa OpPraHH3alHOHHO-PACTIOPSAUTEIbHOH TOKYMEHTALHKY.

3. TIpaBusia MOArOTOBKM U OQOPMICHHS TOKYMEHTOB

3.1. JIoOKyMEeHTHpPOBaHHE OCYILIECTBIIAETCA Ha PYCCKOM A3BIKE € HCII0JIb30BaHUEM
3NEeKTPOHHBIX HOcHUTeseH. [Ipu TMOAroToBKE H ohopMIeHHH IOKyMEHTOB HE0OXOIMMO
co6IEOATh IPaBHIa, 00eCTIeUHBAIONINE IOPUIMIECKYIO CUITY IOKYMEHTOB, orepaTUBHOE H
KAaUeCTBEHHOE MCTIONHEHUE, TIOMCK, BO3MOXKHOCTE 00pabOTKH JOKYMEHTOB C MOMOLIBIO
37EKTPOHHBIX yCTPOUCTB (KOMIBIOTEPOB) U OPI TEXHUKH.

3.2. Konus IOKYMEHTa, IOATOTOBIEHHOrO /Ul HAMPaBJIEHMsI APYrOMY JIHLLY HIH
opraHM3aimyu, xpanurcs B OOlleM oTAele. Komus IOKyMeHTa JOJDKHA IIOJIHOCTBIO
COOTBETCTBOBAaTh OpPUTHHAIY.

3.2. branku 1OKyMEHTOB

3.2.1. JIOKyMeHTbl  YUpeXIeHUS  HOJDKHBI opopmisThcs  Ha  OJaHKax,
YTBEPKIEHHBIX TPHKa30M IUPEKTOpa, UMETh YCTAHOBIEHHBIH KOMILTEKC 0053aTe/IbHbBIX
PEKBM3UTOB U MOPSAIOK UX PACTIOIOKEHHUS.

3.2.2. B VupexaeHUU NPUMEHSIOTCA CIEIYIOLIHNE OJIaHKHU:
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6aHk npukasa aupekropa (IIpunoxenue Ne 1);

61aHK nuchMa Yupexaenus yriosoi ([Tpunoxerne No 25

6raHK YupexaeHus mpoaonbHeiit (IIpunoxenne Ne 3);

6ank pacriopsokerust ([Tpunoxenue Ne 4);

3.2.3. BraHkd JOKYMEHTOB H3TOTaBIMBAIOTCS Ha CTaHIApTHBIX JMCTaX Oymaru
dopmara A4 (210 x 297 mm).

3.2.4. Kaskablil JTMCT JOKYMeHTa, oGOPMICHHBIH KaK Ha OiaHKe, TaK U 0e3 Hero,
IOJDKEH UMETh MOJIS:

20 MM — J1€BOE;

10 MM — IIpaBoe;

20 MM — BEpXHEE;

20 MM — HUXHEE.

3.2.5. Bce MOKyMeHTBl YUpEXICHHUS IeHaTatoTCs mpudrTom Times New Roman,
pasmepom Ne 12, 13 unu 14, yepe3 MeXCTPOYHBIA HHTEpPBAJl 1 oT, 1,15 or wiu 1,5 orT.
[Ipu odOpMIEHHH TNPUIOKEHHH B BHIE TaOIUYHBIX MaTepHaloB PEKOMEHIYeTCs
MCIIOIb30BaTh pasmep mpudra Ne 12.

3.3. OdopmieHHEe PEKBU3UTOB TOKYMEHTOB

[Ipy TNOArOTOBKE OPraHM3alHOHHO-PACTIOPAIUTENBHBIX NOKYMEHTOB paOOTHUKH
VupexaeHuss 00s3aHbl COOMIONATH IpaBHIa oGopMIIeHUS PEKBU3WTOB, H3JI0KECHHBIC
HUXKE.

3.3.1. HaumeHOBaHUe YUpEXKIACHHUS.

HayMeHOBaHHe  YUpEXIEHHs ~ yKa3plBaeTcss B TOYHOM  COOTBETCTBHMH
¢ Vcrasom — DeepanbHoe rOCyAapCTBEHHOE OIODKETHOE YUPEXKACHUE «®DenepanbHbIi
LIEHTp IIOJATOTOBKU CIIOPTHBHOI'O PE3EPBAY.

CoxpallieHHOe HanMmeHoBanue — PI'BY ®LIICP. CokpallleHHO€ HaWMEHOBaHHE
[TOMeIaeTcs BCIIe 3a TIOJIHBIM B KPYTJIBIX CKOOKaX.

3.3.2. Ha3Banue BHaa JOKYMEHTA.

Ha3BaHHe JOKYMEHTa, COCTaBJIEHHOIO HJIM H3[AaHHOTO VupexxaeHueM, I0DKHO
COOTBETCTBOBAThH COJAEPIKAHUIO TOKYMEHTHPYEMOro yIpaBIeHYECKOro neicTBUs (IIpHUKa3,
npoTokoi). Ha3BaHHe TOKYyMEHTa He yKa3bIBaeTCs Ha MUChMax.

3.3.3. JlaTa 1OKyMEHTA.

JlaToil IOKyMeHTa SBIS€TCS nAaTa €ro MOANMCaHus (IpuKasbl, THUCbMA) HIH
coOBITHS, 3aQUKCHPOBAHHOTO B TOKYMEHTE (mpoTokox). [ yTBepKAaeMOoro 10KyMeHTa
(pernameHT, IIaH, UHCTPYKIH, IOJI0KEHHE, OTYET) - AaTa YTBEPKIACHHUS.

JlaTa JOKYMEHTa MpOCTaBIAETCS AOJDKHOCTHBIM JIMLOM, MONMHMCEHIBAIOIIIM WU
yTBepKIatolkM J0KyMeHT. [Ipu 1oAroToBke MpoeKTa NOKyMEHTa reyaraeTcsi TOJBKO
0003HaYeHHe MecsLa U roja.

JlaTy 10KyMeHTa O(GOpMIISIOT apadCKUMH nudpamMu B MOCIEN0BATETBHOCTH: 1€HD
Mecsna, Mecsl, roj. JIeHb Mecsiia B Mecsill 0QOPMIIAIOT AByMs MapaMu apabckux Ludp,
pa3zieleHHBIMU TOYKOH; IOl - YETBIPbMA apabckuMu LU(paMu, HaNpUMED, 23.06.2016.

JlonycKaeTcs CI0BECHO-LU(MPOBOH Cr1ocod ohopMIIeHHs JaThl, HATIpUMeEp, 23 HIOHS
2016 .

3.3.4. PeructpalliOHHBIH HOMEp 1OKyMEHTA.
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PerucTpaliOHHBIN (BXOAALIMA) HOMEp NOKYMEHTa B aapec VYupexaeHUs COOEPKUT
ouepeIHOM MOPSIKOBBIA HOMED U IaTy MOCTYIICHUS TOKYMCHTA.

OTMeTKa 0 MOCTYILUIEHHH TOKYMEHTa IPOCTABISsIETCS B BUAE MITaMIIa U 3aM0IHACTCA
oT pyku. I1ITamn J0/KeH pacronaraTbCs Ha JIMLEBOH CTOPOHE B IPABOM HIDKHEM YL

PerucTpaloHHbIi (MCXOISIINM) HOMEP COCTOUT U3 MHIEKCA 110 HOMCHKIATYPE IE
(CTPYKTYypHOTO TOpa3eIeHusl, MOATOTOBUBIIETO JIOKYMEHT) ¥ Yepe3 ApoOb MOPSIIKOBOTO
HOMepa.

Ccbllka Ha  pErMCTpPallMOHHbIA HOMEp M Jary JOKyMEHTa  BKIIOYaeT
PETHCTPAIMOHHbIM HOMep U JaTy JOKyMeHTa, Ha KOTOPHIH J0/DKEH OBITH JaH OTBET.

3.3.5. MecTo cocTaBlIeHUs WX U3aHUs JOKYMEHTA.

MecTo M37aHUSI JOKyMEHTa YKa3blBaeTCs B TOM Cjydae, €CIH 3aTpyJHEHO €ro
ompesieieHne 110 PEKBU3UTaM 0buIero 6;1aHKa Wid OJaHKa JODKHOCTHOTO JIALA. Mecro
COCTaBJeHHS WIM M3JaHMsg  JOKYMEHTa YKas3blBalOT C  y4YeTOM  IPHHATOTrO
a/IMHHACTPATUBHO-TEPPUTOPUAIBEHOIO IENeHH s, OHO BKIHOYAEeT TOJIBKO OOLICTIPHHATHIE
COKpaIlleHHs.

3.3.6. Anpecar.

JIOKYMEHTBI ~aipecyloT OpraHM3alusAM, HX CTPYKTYPHBIM IIOJPa3AC/ICHUSM,
JOJKHOCTHBIM WM (PU3UUECKHUM JIHLaM.

I[Ipu ampecauy JOKyMEHTa OpPraHM3alliM, €€ CTPYKTYPHOMY MOIPA3/e/IeHUIO 6e3
YKa3aHMs JODKHOCTHOTO JIHIA UX HAMMEHOBAHHS [IULIYTCS B MMEHUTEILHOM Mafexke.

JlomycKaeTcsi [IEHTPUPOBATh BCE CTPOUKU PEKBU3HTA «AZpecar» 110 OTHOUICHHIO K
caMoi JUTMHHOU CTPOKe, HAaIIpHUMED:

®enepanbHOE rOCyIapCTBEHHOE
OIOJKETHOE YUpEeXKIEHNE
«®DenepanbHbIA LEHTP
[IOJArOTOBKH CTIOPTUBHOI'O PE3EPBa»

[Ipy HampaBJeHUH TOKYMEHTa KOHKPETHOMY JOJDKHOCTHOMY JIMIlYy HANMEHOBAaHHE
OpraHM3alliK M MOJpa3ieeHUsl yKa3bIBAaeTCsl B HMEHHUTEIPHOM MaJeke, a NOKHOCTE U
(amusIus - B 1aTeIbHOM, HallpUMep:

denepaibHOe rOCYAapCTBEHHOE YHUTAPHOE
npennpusitie «CropT-UHKAHUPHHI»
OpraHu3alloHHO-TIPaBOBOE yIIPABJIEHHE
[ maBHOMY CIELIHATTUCTY

A.A. lIBaHOBY

IIpu agpecalyy JOKYMEHTa PYKOBOJMTEIIIO OPraHH3allMK €€ HAaWMEHOBAaHHE BXOIUT
B COCTaB HAaMMEHOBAHHUS JOKHOCTH aJpecara, HallpuMmep:

Jupekropy PenepaibHOrO
rOCyIapCTBEHHOTO YHUTAPHOTO MPEANPUSITUS



«FOxHBIN (eneparbHbIF HEHTP CIIOPTUBHOHM MOATOTOBKK»
A.A. ViBaHOBYy

B cocTaB peKkBU3MTa «AIpecaT»r MOXKET BXOIUTH IOYTOBBIH azpec. DNIeMEHTHI
[IOYTOBOTO ajpeca YKasblBAalOT B IIOC/IEI0BATENBHOCTH, YCTaHOBJICHHOH MNpaBUIaMH
OKa3aHus YCIyT OYTOBOM CBS3H.

[Ipu ampecauny NHUChMa B OPTraHM3allMIO YKa3blBalOT €€ HAaWMEHOBAHUE, 3aTeM

[IOYTOBBIN ajpec, HallpUMep:

denepalbHOE TOCYAapCTBEHHOE
yupexnenne «Cankr-IlerepOyprekui
Hay4YHO-HCCIeI0BaTEeIbCKUNA HHCTHTYT
busnyecKol KyJIbTypbl»

JluHamo mpocIl., 1. 2
r. Cankr-ITeTepOypr, 197110

[Ipy ampecalyi IOKyMeHTa (GU3NIECKOMY JIHITY YKa3bIBAIOT (paMHIIMIO i MHHULIHATBI
1moJry4aresis, 3aTeM - IOYTOBBIN alpec, HanpuMep:

Benosoit M.B.

HoBosiceHeBCKHMii Tpoctl., 1. 12, kB. 32,
r. Mocksa, 117574

[Ipu anpecalnu OOKyMEHTa JOJKHOCTHOMY JIMIlYy HHHLMAbl CTaBATCS Mepen
bamureit, mpu aapecalud GU3MIECKOMY JHUILY - IIOCIIE HEE.

3.3.7. YTBepKIeHUE JOKyMEHTA.

Ha JDoKyMeHTax, MOAJIEKAIIHX YTBEPXKIAEHHIO, IPU( YTBEP)KACHUS MPOCTABIISETCS
CripaBa Ha BepXHEM IO0JI€ NIEPBOro JIUCTa JOKYMEHTA.

['pud yTBepkaeHust 0HOpMISETCs CEMYIOIHM 00pa3oM:

YTBEPXJIAIO
upexktop ®I'BY OUIICP
N.0. Gamunus
« _» 201 r.

Ha JOKYMEHTax, IToAJIeKallux YTBEPXKACHHIO, NpeACTaBUTEIIEM TPYAOBOI'O
KOJIJICKTHUBA FpI/I(I) YTBEPXKACHUS TIPOCTABIIACTCA cjieBa Ha BEPXHEM I10JI€ TIEPBOTO JIHMCTa

JTOKYMEHTA.
I'pud yTBepxaeHnst 0GOPMISETCS CIEMYOIMM 00pa3oM:



YTBEPXJIAIO
[Ipencenarenb KOMHCCHU
Tpyaosoro komiektia ®PI'BY OLITICP

N.0. ®amunus
«_» 201 .

[Ipy yTBEpXKIOEHHH NOKyMEHTa pEIIeHHEM, MPHKa30M, PpaCIOpsSIKEHHEM,
MPOTOKOOM rpud yTBepxaeHus coctout u3 cios Y TBEPXKJIEHO (YTBEPXJEHA,
VTBEPXJIEHBI unu YTBEPX/IEH), HauMeHOBaHHS YTBEpXKAAOLIEro IOKyMEHTa B
TBOPHUTEIILHOM Majieke, ero 1aTel ¥ HoMepa. C0BO «Y TBEPIKICHO» COINIACyeTcss B poae U
4KCclle ¢ BUIOM YTBEPKAAEMOro JOKYMEHTa, HalpuMep:

YTBEPX/IEH
npukazoM Jupexropa ®I'EY OLIICP

OT «__» 201 _r Ne

3.3.8. Yka3aHHUs 110 UCIIOJHEHHIO JOKYMEHTa (Pe30JIoLHs).

B CcOCTaB pe30JIIOLUM BXOIST CJENYIOIIMe 3JIEeMEHThI: (amMUIis HCIOTHUTENS
(McTiONHMTENEH), CO/Mep)KaHHe IOpy4YeHMs, CPOK HCIIOJHEHHMs, TOANKChH aBTOpa
pE30JIIOLINH, J1aTa.

B ciy4ae, Korjaa Mopy4eHHe TaeTcs AByM HIJIM HECKOJIBKUM JMIaM, PaBHBIM IO
JTOKHOCTH, OCHOBHBIM HCIIOJTHUTEJIEM SIBISIETCS JIMLO, YKa3aHHOE B MOPY4YCHHUH TIEPBBIM.
EMy IIpenocTaBiseTcs MpaBo co3bIBa COMCMOTHUTENEH H KOOPAMHALMS X PaOOTHI.

OCHOBHOM WCIOJHUTENh M COHUCIIOJHHUTENb BIPaBe JaBaTh MOpPY4YeHHS B BHIE
PE30JIIOLMI THIIaM, HETTOCPEACTBEHHO UM MTOTYHHEHHBIM.

Ha nokymeHTax, TpeOYyIOWIMX yKa3aHMH MO HCIIOJHCHHIO M MMEIOIIMX THITOBbIC
CPOKHM HCIIOJHEHHs, B DE30JIOLHMH YKa3bIBAIOTCS HCIOJHMTENb, MOIIMCE aBTOPa
pe30JIOLIUY, J1aTa.

3.3.9. 3aroIoBOK K TEKCTy JOKyMEHTAa.

3aroJOBOK K TEKCTy IOKyMeHTa AOJDKEH OBITh KpaTKUM H TOYHO IE€penaBaTh
cozlep)KaHue TOKYMEeHTa. 3arojoBOK JO/DKEH ObITh COTNIacOBaH ¢ HAMMEHOBAHWEM BHIA
JOKyMEHTa.

3aroJIoBOK J0JDKEH OTBE4aTh Ha BOIIPOCHI:

«0 yeM?» («0 KoM?»), HalpuMeD:

[TPUKA3
00 yTBEP)KIEHUH JOKHOCTHOM HHCTPYKLIUH

«uero?» («koro?»), HalpuMep:



JIOJKHOCTHAsE UHCTPYKIIUS
HHCTPYKTOpa-METOIMCTA

3aroJIOBOK COCTABJISAETCS JTUIIOM, TOTOBSALIUM IPOEKT JOKYMEHTA.

3arol0OBOK, COCTOSIIMM W3 JABYX M 0Oojee CTpOK, Ie4araeTcs 4epe3 OIUH
MeKCTPOUHBIH HHTepBal. To4Ka B KOHIIE 3arojl0BKa HE CTABUTCH.

3.3.10. TekcT 1OKyMEHTA.

ConepxaHue W CTPYKTypa TeKCTa CTpOSTCS B 3aBUCHMOCTH OT  €ro
(GYHKIMOHATEHOTO Ha3HAuUeHHUs (BUIA).

TekcT HOKYMEHTAa JOJKeH OBITb  SCHBIM, KParkuM, OOOCHOBAaHHBIM,
06ecIIeuBaOIIMM TOYHOE U OJHO3HAYHOE BOCTIPHUSTHE U3II0KEHHON B HEM MH(OPMALIHH.
TexkcT JOKEH OBITh W3J0KE€H B OG(GUIMAIBHO-IEIOBOM CTHJI€ B COOTBETCTBHH
¢ mpaBuiiaMu ophorpaduy U IMyHKTyaluH.

TekcT meuaTaeTcss Ha PAcCTOSHHM 3 MEXKCTPOYHBIX HHTEPBAJIOB OT 3aroJioBKa.
Takoe e PAacCTOSHHE BbIIEPKMBAETCS MEKIY TEKCTOM M TOAmHCho. [lepsas cTpoka
a63aa HAYMHACTCS Ha PaccTOSHMM 1,25 CM OT JIeBOH TPAaHMIBI TEKCTOBOro moust. [l
HanucaHus TekcTa ucroip3yercs mpudt Times New Roman, pasmepom Ne 12, 13 win
14, yepe3 MeXCTpouHbIH HHTepBan 1 nt, 1,15 0T, win 1.5 o

TekcT mHchMa cielyeT HayWHATh C YBaXKMTEJIBHOTO OOpallleHWs K aapecary,
KOTOpOE Ie4aTaeTcsi LEHTPOBAaHHBIM CIIOCOOOM.

TekcT m0oKyMeHTa OGOPMISIIOT B BHJE aHKETHI, TaONHIIbI, CBA3HOrO TEKCTa WIH
B BHJIE COEIMHEHUS 3TUX CTPYKTYP.

['padsl ¥ CTpOKM TaOIHIbl JOKHBI WMETh 3arOJOBKH, BBIPAXKEHHBIC HMCHEM
CYILECTBHTEIBHBIM B MMEHHTEIBHOM Mazexe. [1013aronosky rpad 1 CTPOK J0JIKHBI OBITH
COTJIACOBAHBI C 3arojOBKaMH. EciaM Tabiumily redararoT Oosiee 4eM Ha OIHOM CTpaHHIIE,
rpadbl TabIMIBI JOJDKHBI OBITH IPOHYMEPOBAHBI U Ha CIEAYIOMMX CTPaHULAX AOJIKHBI
OBITH HAalleYaTaHbl TOJBKO HOMepa 3TUX rpad.

IIpy HAMYHMH B TEKCTE CCHUIKM Ha CHOCKY, OHa oopMisieTcst IndpoH co CKOOKOH.
TekCT CHOCKM TledaTaeTcs uepe3 OIMH HMHTepBal B KOHIE CTpaHuubl. Ilocie cHMBoOIa
CHOCKH ee TeKCT reuaTaeTcs ¢ 3ariaBHoW OyKkBbl. B KOHIIE TeKCTa CHOCKM CTaBUTCS TOYKA.

CBSI3HBIM TEKCT, KaK IIPaBMJIO, COCTOMT M3 IByX uacTed. B rmepBoil HacTu
VKa3plBAIOTCS ~TPUYMHBI, LIEJM, OCHOBAaHUS CO3[aHMS TIOKYMEHTa; BO BTOpOH
(3aKTIOYUTENBHOM) — pEIIeHHs, BBIBOMBI, MPOCHObI, PEKOMEHIALMH. TekcT MOXKeT
colepKaTh OJHY 3aKIFOYUTENbHYIO 4YacTh (HarpuUMep, MPUKasbl — PaCHOPSANTE/IBHYIO
yacTh 0e3 KOHCTaTHpYIOIeH, MucbMa - NpockOy Oe3 moscHeHus). B TekcTe N0KYMEHTa,
[OJFOTOBJIEHHOTO HAa OCHOBAaHWW WJIM BO MCIIOJHEHHE paHee M3IaHHOIO JIOKYMEHTa,
YKa3bIBAIOT €r0 PEKBHU3UTHI: HAHMEHOBAaHHE [OKyMEHTa M OpraHu3aluu — aBTOpa, Jarty,
PETMCTPALIMOHHBIN HOMED, 3ar0JI0BOK K TEKCTY.

EC/TH TEKCT COLEPIKHT HECKOMBKO PELIEHNU, BEIBOIOB H T.J1., €0 MOXKHO PasOUTh Ha
pas/elbl, MyHKTHI, KOTOPbIE HyMepYIOT apabcKuMu LH(ppamMHu.

Bo BHYTpEHHHX JOKyMeHTaX, aJpecOBaHHbIX JIUPEKTOpYy, TEKCT H3/ararot
OT 11EPBOTO JIUIA €AWHCTBEHHOTO YHCIa (CIPETArar», «IpOLIy»).

B COBMECTHBIX JOKYMEHTaX TEKCT H3JaraloT OT II€pBOTO JHMLA MHOXECTBEHHOTO
quca («IpUKa3bIBaeM», «PEIIUIN» ).
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TekcT TIPOTOKONA W3JaraloT OT TPEThEro JiMla MHOXKECTBCHHOro  HHCja
(«CTyIIaIn», «BBICTYITHIINY, «PELIAIN» ).

B nuchMax UCIOJB3YIOT ClieIyolne GOpMbI H3T0KSHHUS:

OT T[epBOrO IHIa MHOXECTBEHHOro 4YHcjia («IPOCHM  NPENOCTaBHTh...,
«HarpasiseM B Baur angpec»);

OT MepBOro JHla eIMHCTBEHHOTO 4YHCIa («IPOLIy BBICIATBY), «CYUTAIO
HEOOXOTUMBIMY );

OT TpeThero IMla eIWHCTBEHHOro uucna («PeaepanpHOE TOCYAApCTBEHHOE
GromxeTHOe yupexaeHue «DenepanbHbli LEHTP MOATOTOBKH CIIOPTUBHOTO pe3epBa» HE
BO3paXaeT»).

3.3.11. OTMeTKa 0 HAJTMYUU TIPUTOKEHUH.

Ecnu muchMO HMeeT IPHIOKEHHs, He Ha3BaHHbIE B TEKCTe, TO YKa3pIBAIOT €TO
HaHMEHOBAaHUE, YHUCIIO JMUCTOB M YHCIO D3K3EMIUISPOB; TPpU HAIWYUU HECKOJBKHX
MPUJIOKEHUH UX HyMEPYIOT, HallpUMep:

I[Tpunoxenue: 1. CrpaBka o ... Ha 3 1. B 2 3K3.;
2. IIpoexT ... Ha 8 1. B 3 3K3.

Ecu npuiioyeHus: cOPOLIIOPOBAHbI, TO YHCIIO JTUCTOB HE YKa3hIBAKOT.
Eciu K JIOKyMEHTY MpHJaraeTcs Apyroi JOKYMEHT, TaKKe HMEIOLIHH NPUIIOKEHHE,
OTMETKY O HaJIHYHH IPUIOKEHHS 0hOPMIISIOT CIeIyIOIUM 00pazoM:

TIpunosxenue: muckMo PocapxiBa ot 05.06.2005 Ne 02-6/17 1 mpunoXeHHE K HEMY,
BCero Ha 3 I

Ecnyu npunoxeHWe HampaBiIsiOT He BO BCe YKa3aHHbIe B JIOKyMEHTE aipeca,
TO OTMETKY O €ro Halu4uK 0QOPMIISIOT CIeIYIOIINM 00pasoM:

[Ipunoxenue: Ha 3 1. B 5 3K3. TOJILKO B TIE€PBBIH aJpec.

B npunoxeHHH K paclopsaUTeIbHOMY TOKYMEHTY Ha IIEPBOM €T0 JIUCTE B IPaBOM
BepxHeM yrity muuryT «[Ipunoxenne Noy mpudrom Times New Roman, pazmepom Ne 12
C yKa3aHWEM HAWMEHOBAHMS [IOKyMEHTa, ero JaThl W PErHCTPALMOHHOTO HOMEDa,
IIPUMEHSIS BBIPaBHUBAHME 110 TPaBOMY Kpalo, HallpUMep:

[Tpunoxerue Ne 2

K npukasy Jlupekropa
®I'BY OLIICP

or 16.12.2016 Ne 13

3.3.12. Iloamnucs.

JIOKYMEHTBI, HalpaBisieMble B aapec APYTHX opranu3auui, geaepanbHble OpraHbl
TIpeJCTABUTENbHON W CyneOHOH BIacTd, MOAYMHEHHBIM, NPYrdM OpraHM3allliM H
rpakaaHaMm, I[OINMHChIBAIOTCS J{HPEKTOpOM, aubo JHIIOM, KOTOPOMY JIUPEKTOPOM
VupesxaeHus 1eeripoBaHo MPaBo MOIIHCH.
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B cocTaB MOAMUCH BXOISAT: HAaWMEHOBAHHWE MOOKHOCTH JIMIE, MOAMHCABIICIO
JOKYMEHT (TIpH HCIIOJb30BAHUU JOJDKHOCTHOTO OraHKa HauMEHOBaHHWE [OJDKHOCTH HE
yKa3bIBaeTCs), TUYHasl [IOMUCH U ee paciinppoBKa (MHHIMATBI 1 bamMunus).

Ec/IM 10KHOCTHOE JIMLIO, MTOAMKUCH KOTOPOTo 3aroTOBJICHA Ha IIPOEKTE NOKyMCHTA,
OTCYTCTBYET, TO JOKYMEHT MOAMKCHIBACT UL, UCTIONHSIOIIEE €TI0 00sI13aHHOCTH, WJIH €TO0
3aMeCTUTEb.

[Ipy MOANMUCAHMK TOKYMEHTAa HECKOJIBKMMH J0JDKHOCTHBIMH JHLAMH HX TMOIIHCH
pacrojaraloT Ha OJHOM YpPOBHE MM OIHY TMOA Ipyrod B TOCIIEN0BAaTEIbHOCTH,
COOTBETCTBYIOLIEH 3aHUMaeMOH TOJKHOCTH.

3.3.13. CornacoBaHue NpoeKTa JTOKyMeHTa.

CornacoBaHue MPOEKTa JOKYMEHTa MPOBOAMTCA NpPH HEOOXOANMOCTH OLEHKH
0GOCHOBAaHHOCTH JOKyMEHTa, COOTBETCTBHMs €r0 MPaBOBBIM aKTaM M paHee MPHUHATHIM
pEeIIeHUsIM.

[IpencrapiseMble Ha TOANMCH JOKYMEHTBI BHU3HPYIOTCH HCIIOJIHHTEIEM U
HAYAJbHAKOM COOTBETCTBYIOIIETO CTPYKTYpHOrO TIOZpasielieHus (B ciaydae, Koriaa
JIOKYMEHT CTOUT Ha UCIIONHEHHHU y IBYX W Oojee JHII, TAKKEe BU3UPYETCS HCTIOMHUTENEM,
HAYaJIbHAKOM COOTBETCTBYIOLIEr0 CTPYKTYPHOTO NOAPAa3AeICHHUS 1 COUCIIOJIHUTEIISIM/MH).
JIOKYMEHTHI, COfepXKallie MOpyYeHHs pabOTHUKAM YUpEKICHHUS, NODKHBI OBITH UMH
3aBU3UPOBAHBI.

CoracoBaHHe NPOeKTa JOKyMeHTa 0(pOpMIISETCs BU30U Ha IOKYMEHTE.

Busa BKIOYaeT B cebsl JIMYHYIO MOAMKMCh BU3HPYIOIIEro ¥ paciinpOBKY MOAMHCH
(VHUIMATBI, haMUITH).

Ha BHyTpeHHeM [OOKYMEHTE M Ha KOMHH OTIPABIAEMOTO JOKYMCHTA BH3BI
IIPOCTABJISAIOTCS Ha JIMIEBOM CTOPOHE TOKYMEHTA.

3.3.14. OTTHUCK NeYaTH.

VupexleHde HMeeT IedaTh C H300paxeHHeM ["ocymapcTBeHHOro  repba
Poccuiickoii ®emepauy ¥ WITaMI C yKa3aHHEM Ha3BaHUS YUPEeKIEHHS, MOYTOBOrO
anpeca, Homepa TeredoHa yupekaeHus i 0aHKOBCKHX PEKBU3UTOB YUPEKIACHHA.

OTTHCK TmeuaTd ¢ wu300paxenuem [ ocyaapcTBeHHOro repba Pocculckoi
defepalliu  CTABUTCS Ha JOKyMEHTax, TPeOYIOIIHX 0CO00T0 YIOCTOBEPEHHS HX
NOJJTUHHOCTH, TAKHX KaK:

JIOTOBODBI;

JIOTIOJIHUTEIbHBIE COITIalleHNs K JOr0OBOPaM;

aKThI (IpHeMa Tepeaadu, CIIMCaHuUs, SKCTIEPTH3bl U JP. );

nopyueHus (Gr01KeTHbIE, 0AaHKOBCKUE, IEHCHOHHBIE, MTATEXHBIC U ap.);

pacyeTHble JTOKYMEHTBHI;

CIIPAaBKH ¥ XapaKTEPUCTHUKU C MecTa paboThl;

rpaMOThl U CBU/IETENBCTBA, Bbl1aBaeMble paOOTHHKAM;

YI0CTOBEpEHUS pabOTHUKOB Y UPEIKACHNUS;

apXWBHBIE KOIIMH U apXUBHbBIE CIIPABKH;

JTIOBEPEHHOCTH;

rapaHTHHHbIE TUCHMA,

TPYIOBBIe KHUXKKH.
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Hacrosiiugit nepedeHb JOKYMEHTOB, 3aBEpPAEMbIX TepOOBOH Ne4aThiO, HE SBISCTCH
MCUEpIBIBAIOIMM M IIPH HEOOXOMMMOCTH B HEr0 MOTYT BHOCHTBCS M3MCHEHHS H
MOTONHeHUs N0 yKaszaHuio JlMpeKTopa WIM JHIa, €ro 3amellaiomero. B ciydae
HeoOXOUMOCTH pelleHre O 3aBepeHHH repOOBOW MEYaThIO OTAENBHOTO NOKYMEHTa, HE
BXO/IAIIEr0 B HACTOSIIMIA NepeveHb, NPUHUMAeT JIUPEeKTOp UIH JIULO, ET0 3aMEIAtoIIee.

OTTHCK TIe4aTH JOJKEH 3aXBaThlBaTh OKOHYAHHE HAUMEHOBAHHUsS JAOJDKHOCTH JIHLIA,
MIOIMUCABILErO JOKYMEHT.

3.3.15. OTMeTKa O 3aBEpE€HUH KOTIHH.

JIns 3aBepeHMs COOTBETCTBUS KOIMMM NOKYMEHTa IOMIMHHHKY HHKE DPEKBHU3HUTA
«TToamuch» MPOCTABIAIOT 3aBepUTeNbHYI0 Haamuch «Komus BepHa», NODKHOCTH JHLA,
3aBEPHBILETO KOIMIO, JHYHYKO MOINUCh, PACIIU(POBKY IOINHUCH, JaTy 3aBEPCHHS,
HanpuMep:

Konus BepHa
HauanpHUK OTZ€ela PaBOBOTO 0OecredyeHus
¥ KaJpoBOT0O AEJONPOU3BOICTBA
JIAYHAas NOANHUCH A.A. IletpoBa
Jlata

OTMeTKa O 3aBepPEHHH KOIHHU YI0CTOBEPSAETCS OTTUCKOM Ie4aTH Y YperKACHHUS.

3.3.16. OT™MeTKa 00 UCTIOJHUTEE.

OTMeTKka 00 HCIIOJHUTENE JOKyMEHTa IPOCTaBIsAE€TCS B JIEBOM HIKHEM YLy
JIMLIEBOH UM 0OOPOTHOM CTOPOHBI MOCIEIHETO JIKCTA TOIMHHHKA TOKYMEHTA.

OTMeTKa BKIIOYaeT MHHIMANBI, (DaMUIMIO MCTIONHHUTENST U HOMep ero TenedoHa,
Harpumep:

Ucn.: UsaHosa U.H.
Ten.: 8 (495) 123-45-67

IIpu opopMIIEHHH OTMETKH 00 MCTIOJHUTENE PEKOMEHYEeTCsl HCIIOTIB30BaTh pasMep
mpudra Ne 9, 10.

Ha [0KyMeHTe, MOATOTOBIEHHOM [0 TOPYYEHHIO PYKOBOJMTENS IDPYMIOH
UCTIONHMTENEH, B OTMETKe 00 HCIOJIHUTENIe YKa3blBaeTCs (amuius OCHOBHOIO
HCTIOJTHUTEJIS.

3.3.17. Ot™MeTKa 00 UCIIOJIHEHHUH JOKYMEHTA.

OTMeTKa 06 HCMOIHEHHH TOKYMEHTa U HalpaBJIeHWH ero B JIeN0 BKIIOYaeT B ceOs
cleyIolIie TaHHble: CCBUIKY Ha JaTy ¥ HOMep JOKyMEHTa, CBUAETEBCTBYIOMIEro O €ro
HCIIONHEHWH, WIA TpH OTCYTCTBUM TaKOro [IOKyMEHTa - KpaTKMe CBEACHUS
06 HCIOJIHEeHHH, cloBa «B 1eno», HoMmepa jela, B KOTOpoM OyZaeT XpaHHThCA JTOKYMEHT.
OTMeTka 00 KCIOMHEHUH [OKYMEHTa W HalpaBleHWH ero B [JeJI0 IOANHCHIBACTCH
¥ JaTHpyeTcs HCIOJHHUTENeM JOKYMEHTa WM PYKOBOAHMTENEM  CTPYKTYypHOTO
ropa3sziesieHusl, B KOTOPOM MCIIOJIHEH JTOKYMEHT.

3.3.18. OT™MeTKa 0 NOCTYIUJIEHWH JOKyMEHTA.

OTMeTKa O TMOCTYIUICHHH JOKYMeHTa B YUpEKIEHHE CONEPXKUT OuepeqHOH
NMOPSAKOBBIA HOMEp M JaTy MOCTYIIEHHs JOKYMEHTa (IpH HEOOXOMMMOCTH - BpeMS

13



HOCTyIUIeHHSI). ﬂOHyCKaeTCﬂ IIPOCTABJIATH OTMETKY O IIOCTYIJICHUM ITOKYMEHTa B BHIC
mTamMiia.

4. Oco6EeHHOCTH TIOATOTOBKH U OQOPMIIEHHS OTETBHBIX
BUIIOB JOKYMEHTOB

4.1. Ilpukas

4.1.1. TlpukasamMu OGOPMISIOTCS PEIICHUS 110 ONEPATUBHBIM, OpPraHM3allHOHHBIM,
KaJpOBBIM U JIPYTMM BompocaM paboTsl Yupexaenus (IIpunoxenue No 6).

[IpoeKTHl PUKA30B FOTOBAT 3aMeCTUTENH JIUpeKTopa ¥ HadalbHUKH CTPYKTYPHBIX
Tojipa3/ie/ieHnii, KOTOpble 00eCNeYnBaOT Ka4YeCTBEHHYIO MMOArOTOBKY W MX COTIacoBaHHE
C 3alHTEePECOBAHHBIMH CTOPOHAMH, Ha OCHOBAHHMH MOpy4eHHUit JIupeKxropa.

[TpoeKTsl TMPHKa30B MO KaJpOBBIM BOMPOCaM TOTOBUT OTAEN MPaBOBOTO
obecredeHUss M KaJApoBOr0 IEJONpPOM3BOJCTBA Ha OCHOBAaHMM COOTBETCTBYHOIIMX
IpeICTaBICHUH.

KOoHTposb 3a MpaBHIBHOCTBIO OQOPMIEHHs MPOCKTOB IMPUKA30B OCYIICCTBIACT
OO6wuit otaeln.

4.1.2. TIpuka3ssl obopMISIOTCS Ha OJaHKaxX NMpUKasa IUPEKTOpa U NPEACTaBIISIOTCS
Ha TTOAMHUCH IPH HEOOXOIMMOCTHU CO CIy)KeOHOM 3armucKo#, KoTopas N0JKHA CONEPKATh
060CHOBaHHE €ro HEOOXOAWMOCTH, a TakKKe CBEIEHHs O TOM, Ha OCHOBAHHMH HE€TrO
MIOJATOTOBJIEH IIPOEKT.

JlaTo¥ mpuKasa sBJIsETCs JaTa ero noAnrucaHus.

IIpu opopMiIeHHH [pUKa3a Ha ABYX M Ooyiee CTpaHHIAX, BTOPAs W MOC/IENYIOIIHe
CTpaHHIIBl HyMEPYHOTCS NI0CEPEIHHE BEPXHETO MOJIs JINCTa apaOCKUMH udpamu.

4.1.3. bnank npuka3za UMeeT CIeNyIOIHe PEKBU3UTBL:

m61eMa MunKcTepceTBa criopta Poccuiickon Oenepariiu;

MOJHOE HAUMEHOBAHME OpraHa HCIOJHUTEIbHONW BIACTH, OCYILECTBIIAIOLIETO
(GYHKLHHA A TTOTHOMOUUS yUPEIAUTENS Y UperKACHHS;

COKpallleHHOE HAaMMeHOBaHHE OpraHa MCIOJHUTENBHON BIACTH, OCYLIECTBIISIOMIErO
(GYHKIUH ¥ TOTHOMOYHUS yUPENUTENS Y YpeXKICHUS;

MI0JJHOE HAUMEHOBaHUE Y UpeKIEeHHUS,

COKpAIllEHHOEe HAUMEHOBaHHE Y YPEIKICHHUS;

Ha¥MeHOBaHHE BUAA JOKYMEHTA — IPUKas3;

JaTy ¥ HOMep IIpUKasa;

MIOYTOBBIN U 3JIEKTPOHHBIN afpeca YUpeKICHHUs;

HoMep TeseoHa YUpeKIeHHUS,

aznpec 0OUIMATBHOTO caiTa YYperKaeHHs.

[IpyKa3 UMeeT FOPUIUYECKYIO CUITy NPU HaIMYMK NOAMMCcH JIMpeKTopa Wild JHLua,
BpEMEHHO €r0 3aMelIaoIIero, a TAaK)Ke PErUCTPAllHOHHBIX HOMEPA U aTBL.

Jlata oopMIISETCsl CIOBECHO-LIH(MPOBBIM CIIOCOOOM, HOMEpP COCTOMT M3 3HaKa «Noy
¥ TOpSIKOBOrO HOMepa MpHKasa C HCMOb30BaHMEM LHM(QPOBOro psna B Tpeaenax
KaJIeHJapHOTI' 0 roja.

3aroJOBOK TpHKa3a MeyaTaeTcsi IMOTYXKHPHBIM WIPA(PTOM U BBIPABHUBACTCA
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OTHOCHTEJIBHO LIEHTpA JIUCTA.

TeKCT MpHKa3a MOKET COCTOSITh M3 2 YacTel: KOHCTATHPYHOLIeH (npeamOyibl) U
pacropsAUTENIBHOM.

B KOHCTAaTHpYIOLIeHl 9acTH KpaTKO W3JararoTcs LelH U 3a1a4u, GakTbl i CoObITHS,
[OCTy)XHBIIIME OCHOBAHWEM Ul M3laHMs Npukasa. OHa MOXKET HaYMHATHCA CIOBAMH «B
[ensX», «BO MCIIOJHEHHe» W T.JA. EcaM npukas W3gaeTcs Ha OCHOBaHHMM IpYroro
JIOKyMEHTa, TO B KOHCTaTHPYIOlLIeH 4acTH yKa3blBaeTCs HAaWMEHOBAHHE JTOr0 OKYMEHTa
B POIMTENBHOM MaJeXxe, ero aBTop, JaTa, HoMep M 3arojoBok. KoHcTaTnpyromas 4acTh
neyaraeTcs yepe3 | MeKCTpOUHBIM HHTEPBAI.

[Ipeambysia B MpoeKTax MPUKA30B 3aBEPIIAETCS. CJIOBOM «II P M K @ 3 Bl B a 10»,
KOTOpOe Ie4aTaeTcs Bpa3psaKy.

PacnopsauTesibHas 4acTh JODKHA CONEPXKaTh IE€PEeYUCICHHE IMPEANHChIBAEMBIX
NeHCTBUM C YyKa3aHHEM MCIOJHHUTENS KaXIOro IEWCTBHS M CPOKOB HCIIOJHEHHS.
PacriopsauTesibHasi 9acTh MOXET JEeNMThCA Ha TYHKTBI W IOANMYHKTBI, KOTODBIE
HyMepyloTcs apabckumu  uubpamu. JIeHCTBHS OJHOIO  XapakTepa MOTYT ObITh
MepeurClieHbl B OJJHOM IyHKTe. B KauecTBe MCIONHMTENEH yKa3blBatOTCS CTPYKTYPHBIE
nojpasfeNeHuss W KOHKpeTHble  JODKHOCTHple — juia@.  IlocnennHuid  IyHKT
PacIOPSAUTETBHON YaCTH MOXKET COJEpPKaTh CBEAECHUSA O CTPYKTYPHOM MOIPa3NeICHUH U
JIOHKHOCTHOM JIMIIE, HA KOTOPOE BO3J1araeTcss KOHTPOJIb 32 UCIIOJIHEHHEM IIpHKa3a.

Ec/u npyKa3 U3MeHsIeT, OTMEHSIET UM JOMOJHAET paHee W3MaHHBIH JOKYMEHT WU
KaKHe-TO ero IMOJIOKEHHUS, TO OJMH M3 IMyHKTOB PAaCHOPAIUTE/ILHON YacTH TEKCTa A0JDKEH
collep/KaTh CCBUIKY Ha OTMEHsIeMbIH NOKYMEHT (IyHKT NOKyMEHTa) C YKa3aHHeM €ro
JaThl, HOMEpa M 3arojoBKa. TeKCT MyHKTa AOJMKeH HauMHaThCs cioBamu «IIpH3HaTh
YTPATHBILUM CHILY...».

B npuka3 He clexyeT BKIodaTh NyHKT «IIpukas poBecTH 10 CBEACHHS...».
CTpyKTypHbIE TOfpa3aeneHus (I0DKHOCTHBIE JIMI@), 10 CBEIEHUsS KOTOPBIX IOBOJUTCS
TpUKa3, EPEYHCISIIOTCS B yKa3aTelle PAaCChLIKH, KOTOPBIH HCIIOTHUTEIb TOTOBUT BMECTE C
IIPOEKTOM IpUKa3a.

Bu3bl BKJIIOYAIOT JHYHBIE TTOAMUCH BUHPYIOIIUX, PAcIIU(POBKY MMOAMUCEN U AATY.
Bu3sbl pOCTaBISAIOTCS Ha OOOPOTHOH CTOPOHE IOCJIEAHEro JIMCTa IMPOEKTa INpHKasa B
HWKHEN ero 4acTy.

[Iprka3el MOAMKChIBaeT JIUPEKTOp MIIM JIMIO, BPEMEHHO HCIOJHAIOLIEE €ro
00513aHHOCTH.

[Toamuch COCTOMUT M3 HAMMEHOBAHHS JODKHOCTH JIMIA, IOAIMKCABIIETO JTOKYMEHT,
JINYHOH MOANHUCH U paciuuPOBKH MOAMUCH (MHUIMATIEL, GaMUIIUs).

HauMeHOBaHME [JOJDKHOCTH I€4aTaeTCs OT JIEBOM TPaHMIBI TEKCTOBOIO OIS,
UHULMAIEI ¥ (aMHUIIUS - OT [IPABOM IPAHMUIIbI TEKCTOBOTO MOJIS, HATPUMED

JupexTop N.0O. Gamunus
[IpunosxkeHus K NMpUKa3y BUUPYIOTCS JULIOM, €ro MOAroTOBUBIIMM. IIpH Hamu4uu

HECKONBKUX TIPUIIOKEHHH TPUIOKEHUS HyMepyloTca. DBHecenue W3MeHEHHH B
MOANMCAHHBIN [IPHKA3, a TAKXKe B COTIACOBAHHBINA ITPOEKT TOKYMEHTA He 01y CKaeTCs.
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4.2. PacniopsiKeHHe

4.2.1. PacriopskeHHeM ABISIETCS. DACIOPAAUTENbHBIA TOKYMEHT, HMEIOIIHH
OrpaHMYeHHBI CPOK [EHCTBHS M HU3JaBaeMbld IO OINEpPaTUBHEIM  BOIPOCAM
XO3STHCTBEHHOMN M aIMHHUCTPATUBHOM J1esTenbHOCTH YupexaeHus (I[Ipunoxenne Ne 4).

Pacropskenust — u3natotcs  JIUpeKTopoM, — 3amecTuTensmu  JlHpekTopa  H
HayaJIbHUKaMH YIPaBIEeHUN Y UpeKIEHHUS.

4.2.2. TlopsaoK MOATOTOBKH M O(GOPMIIEHHs PACIOPSIKEHUM aHaJOTU4eH MOPAIKY
MOATOTOBKM ¥ obdopmieHus  Npuka3oB  Jlupekropa, 32  HUCKIIOYCHHEM
HHKETePEUUCIEHHOI 0!

pacriopsbkeHre opopMIIseTcs Ha O1aHKe PacIIopsKEHHUS;

npeamOy/1a B NMPOEKTAaX PACTOPSIKCHUH 3aBeplIaeTcsl CIOBOM «O O s 3 bl B a 1O»,
KOTOpOE 11e4aTaeTcsl Bpa3psaKy;

pacropsiAuTeNbHass 4acTh [OJKHA COJIEpKarh CpOK, B TEYEHHH KOTOPOTO,
pacropsbKeHHe JODKHO OBITh UCIIOJHEHO.

4.3. TlonoxeHue, mpaBuia, UHCTPYKIIUS

4.3.1. TlonoxxeHne TPUHUMAETCS B TOM CilydYae, €CId B HEM YCTaHaBIUBAIOTCA
CHCTEMHO CBsS3aHHBIE MEXIy COOOM MpaBUia IO BOIPOCaM, OTHECEHHBIM K KOMIIETEHLIUN
YupexaeHus.

B mnpaBuiax yCTaHAaBIMBAIOTCS HOPMBI U TpeOoBaHMs, OOs3aTeNbHbIe I
BBITIOJTHEHUS.

B UHCTpYKLHM M3J1araercs MOPSAOK OCYLIECTBIEHHS KaKOH-THOO NeATelbHOCTHU
WJIH TIOPSAIOK TPUMEHEHHS TI0JIOKEHUH 3aKOHOAATENbHBIX U HHBIX HOPMAaTHBHBIX aKTOB.

[TonoxeHus, TMpaBWiIa, HWHCTPYKLUMH IPUMEHSIOTCS Kak CaMOCTOSTE/bHbIE
JIOKAJIbHBIE aKThl, KOTOPblE MOAIUCHIBAIOTCS J[HPEKTOPOM M B Clyyae HEOOXOIXUMOCTH
npejcenaTeneM KOMUCCHH TPYI0BOTO KOJIJIEKTHBA.

4.3.2. Tlopsmok MOATOTOBKM TPOEKTa IONOXKEHHs (TIPaBHJ, HHCTPYKLH#)
COOTBETCTBYET 00IIeMy MOPSAAKY NOArOTOBKH IIPOEKTOB JOKYMEHTOB.

433. TekcT INpoeKTa TOJOXeHHs (IpaBUll, MHCTPYKIMH) TIledaraercs Ha
CTaHJapTHOM JUcTe Oymaru popmara A4,

Tekct m3naraeTcs OT TPETHErO JIKMIAa €AUHCTBEHHOIO HJIM MHOXXECTBEHHOTO 4YHCIa.
B TekcTe HCIOB3YIOTCS CIIOBA: «IODKEH», «CIEAyeT», «HEOOXOAUMOy, «3ampelaercsy,
«HEe TOIYCKaeTCsa».

3aroJlOBOK K TEKCTy MOJOKeHUs (MpaBWJ, MHCTPYKIMH) OTBEHaeT Ha BOIPOC
«O yeM?».

KoHCTaTHpYIOIeH YacThiO TOJOXKEeHUs (IpaBWJ, HMHCTPYKUMH) CIYXHT pasjiel
«OBIMe TONOKEHUS», B KOTOPOM YKAa3bIBAIOTCS OCHOBAaHMS Ppa3padOTKH, OCHOBHOE
Ha3HayeHHe aKTa W cdepa ero pacrnpocTpaHEHHs, OTBETCTBEHHOCTh 3a HapyLICHHE
yCTaHOBJIEHHBIX IIPABUT U TEXHOJIOTHH.

OCHOBHOH TEKCT I0JIOKEHHUs (TIpaBUJ, UHCTPYKLIHMH) MOXKET JEIUTHCS Ha TIJIaBBl,
IyHKTBI ¥ TIOAITYHKTHI. | J1aBbl 10JKHBI HMETh Ha3BaHUS.

[1aBel HyMepyrOTCsS PUMCKMMHU Lubpamu. Hymepamus MyHKTOB U TNOAIYHKTOB
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MPOU3BOAUTCS apaOCKUMU LU PaMH.
CTpaHHIIBI HyMEPYIOTCS [IOCEPEIHHE HIDKHETO MO JUCTa apabCcKUMK L pamy.
4.3.4. TlonoxxkeHus, mpaBuia, UHCTPYKLIUH HMMEIOT FOPHIMWYECKYIO CWIY B Clly4ae
YTBepXKIEHUs MX NpHKa3oM Jlupektopa und rpudom yTBepxaeHus [lupekropa u 1
MHCTPYKIIKM yTBepP)KAeHUEM Tpe/iceiaTeNlsi KOMUCCHH TPYA0BOTO KOJJIEKTHBA.

4.4. [Iporokou

4.4.1. TIpOTOKOJ COCTaBNISETCSl HA OCHOBAHHWHU 3alUCel, MPOU3BEJCHHBIX BO BPEMS
coBel[aHUs (3acelaHus), MPEACTABICHHBIX TE3UCOB IOKJIAA0B M BBICTYIUIEHHH, CIIPaBOK,
TIPOEKTOB pelieHuit u ap. TeKcT NpoToKoia J0/KEH OBITh MOATOTOBIIEH HE TI03]HEE, YeM
yepe3 3 AHS CO IHS 3aCelaHus.

4.4.2. B VupexIeHuH MPOTOKOJIBI H3IaI0TCS B TIOJHOM MK B KpaTKoH dopme. Ilpu
W3JaHUM TIPOTOKOJAa B KpaTkod ¢(opMe OIMycKaeTcs XOA4 OOCYXIeHHs Bompoca H
buKCUpyeTCcs TOIBKO MPHUHATOE 10 HEMY pPEIICHHE.

4.4.3. TeKcT MOJIHOTO MMPOTOKOJIa COCTOUT U3 ABYX 4acCTeH: BBOAHOW U OCHOBHOM.

Bo BBOAHO 4YacTH yKa3blBarOTCA:

[pencenarens iy [IpencenarensCTBYIOMINN,

CekpeTapb;

[TpucyTcTBOBaIH (MOAYEPKUBAETCS) — CIIMCOK TMPHCYTCTBOBABLIMX MM OTCBIIKA K
IIPHUIaraeMoMy CITMCKY MPUCYTCTBOBABIIHX, €CIIM UX KOJIMYECTBO MPEBBIIIAET 15 YenoBeK.

BBoaHas 4acTh 3aKaHYMBAETCsS TMOBECTKOM OHA — IepedYeHb paccMaTpUBaEMBbIX
BOIPOCOB, MEPEYUCICHHBIX B IOPSAAKE MX 3HAYMMOCTH, C YKa3aHMeM [OKJIad4MKa IO
KaXIOMy MYyHKTY MOBECTKH aHs. KakIplii Bompoc HymepyeTcs apaGCKod UUppOi,
KOTOpasi TeyaraeTcs OT TPaHHLBl JIEBOIO IOJs, W €ro HauMEHOBaHME HAYMHAETCH C
npeaiora «O» («O6»).

OcHOBHas 4acTh MPOTOKOJA COCTOMUT M3 pa3lesioB, COOTBETCTBYIOIIMX IyHKTaM
NOBECTKH AHA. TeKCT KaXa0ro pa3zesia CTPOUTCS 110 CXeMe:

CJIYIIAJIM — BBICTYIIUJIN — TIOCTAHOBWJIN (PEIHAJIN).

OCHOBHOE coJep)KaHHe HOKIaJ0B M BBICTYIUIEHHM T@pujaraeTtcsi K TEKCTy
POTOKOJA X B TEKCTe JelaeTcs CHOCKa «TeKCT BBICTYIUIEHHs IIPUIIAracTCsy.
[TocTa"oBieHue (pelleHre ) — B TEKCTe IPOTOKOJIA NeYaTaeTCs OJHOCTBIO.

CozmepaHHe 0COOOTO MHEHMs, BBICKA3aHHOTO BO  BpeMsl  OOCYKICHHS,
3aIIMCBIBAETCS B TEKCTE MPOTOKOJIA I10CJI€ COOTBETCTBYIOIIETO PEILIEHHUS.

4.4.4. TekcT KpaTKOro MpOTOKOJNA COCTOMT M3 AByX dacTed. Bo BBOZHOH 4acTu
YKa3bIBAIOTCS MHULMAIB U (GaMIIHHE [PeCeaTebCTBYIOMEro (Mpeacenarels), a TakxKe
JIOJKHOCTH, MHUIIHABI, (aMUJIAY JIAL, IPUCYTCTBOBABIINX Ha 3aCE€IaHHH.

Cnoso «IIpucyTcTBOBaIN» MeYaTaeTcsi OT MPAaHMLIBI JIEBOTO MOJIS, NOAYEPKUBAETCS,
B KOHILIE CJIOBAa CTAaBUTCA ABOeTodMe. Hike yKa3bIBalOTCSI HAMMEHOBAHHMS JOJDKHOCTEH,
WHHLHATBl ¥ GaMUIMH T[PUCYTCTBYOIMX. HauMeHOBaHHMs JO/DKHOCTEH  MOTYT
yKa3bIBaThCS 0000IIEHHO.

CIHCOK OTIeNSeTcs OT OCHOBHOM YacTH IPOTOKOJIA CIIOUIHOM Y€PTOH.

OcCHOBHas 4acTh IIPOTOKOJIA BKJIKOYAET pacCMaTpUBAEMbIe BOIIPOCHI U NIPUHATHIE 110
HUM pelleHus. HauMmeHOBaHHe BOIpOCa HyMepyeTCs PUMCKOM LM(POH U HaYWHAETCH C
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npemtora  «O»  («O6»), meuyaraeTcs LEHTPOBAHO pasMEpoOM mpubta Ne 14
W TIOUepKUBAETCS OIHOM 4epToil Hibke mocienHed cTpoku. [Toa 4epToH yKa3blBarOTCS
haMHIMH JO/KHOCTHBIX JIHI, BBICTYMHMBIIMX [pH OOCYXJIEHHH [aHHOTO BOMpOCa.
daMuIuy nevaTaroTcs yepe3 | MeKCTPOUHBIM HHTEPBAJL.

3aTeM yKa3bIBaeTCs NIPUHATOE 110 BOMIPOCY pELICHHUE.

4.4.5. TIpoTOKOJ TOANUCHIBAETCS MPEICENaTebCTBYIOMIMM Ha 3acelaHui U
cekperapeM. J{aToii MpOTOKOJIa ABJISETCS 1aTa 3acelaHHus.

[TpoToKoJIaM MPHCBAUBAIOTCS MOPAIKOBBIE HOMEpa B IPeJieiaX KaleHAapHOro roza
OTZENBHO [0 K&XI0H rpymIe MPOTOKOIOB: MPOTOKObI 3acenannit Komiernu, mpoTOKOJIbI
TeXHUYECKHX HAy4HBIX M SKCTIEPTHBIX COBETOB U Ip. IIPOTOKOIIBI COBMECTHBIX 3aceJaHUH
HWMEIOT COCTaBHblE HOMepa, BKIIOHAIOIIME ITOPSAKOBBIE HOMEpa IPOTOKOJIOB
OpraHu3aldi, IPHHAMABIIMX y4acTHe B 3aCeJaHHUH.

Homepa pelleHuii, NPUHATBIX Ha 3acelaHusAX, COCTOSAT W3 HOMEpa MPOTOKOIa,
HOMepa pacCMaTpHBaeMOro BONPOCa B IMOBECTKe THS U NMOPAAKOBOTO HOMEpa PEIICHUS B
npezenax BoIpoca.

4.4.6. Koy MMpOTOKOJIOB NPH HEOOXOAWMOCTH PAcChLIAIOTCA 3aMHTEPECOBAHHBIM
OpraHM3allisM K [JODKHOCTHBIM JIML@M B COOTBETCTBHM C yKasaTeJleM pacChLIKH,
yKa3aTelb COCTaBISET M IIOMMKCHIBAET OTBETCTBEHHBIH HCIOJHUTEND CTPYKTYPHOTO
1o Ipa3sieieHust, TOTOBUBIIEr0 paCCMOTPEHHE BOIpPOCa.

T[IpuHATBIE PELUEHUs TOBOIATCS 0 MCIIOJHUTEICH B BU/IE BBIMCOK M3 IPOTOKOJIOB,
KOTOpble 0GOPMIISIOTCS Ha COOTBETCTBYHOIIEM OJIaHKE.

4.4.7. TIpotokonsl nevararorcsi mpudrom Times New Roman pasmepom mpudTa
Ne 14, na nucrax dhopmaTta A4 ¥ UMEIOT ClIEAYIOIIHE PEKBU3UTHI:

HaumenoBanue ngokymenta — cioo I[TPOTOKOJI mneuaTaercs OT TIpaHHMLBI
BEpXHErO MOJIsi MPOMUCHBIMK OyKBaMH BpaspsiKy, MOJYKUPHBIM mpUGTOM Pa3MEPOM
Ne 16 u BeIpaBHUBAETCS IO LIEHTPY.

BUI 3acefaHus, COBELIAHUS — OTHENAeTCSs OT MpPENBIIYIIero pPeKBU3HTa 2
MEKCTPOYHBIMU MHTEPBATAMH, [e4aTaeTcsl MOMyXUPHBIM LIPUATOM Hepe3 1 uHTEpBaN U
BBIPABHUBAETCS 110 LIEHTPY.

MecTo MpOBEIeHHUS 3aCeIaHHUs], COBEIAHUs - yKa3biBaeTCs (IIpH HEOOXOIMUMOCTH), Y
KOTO MPOBOJKTCS COBELIAHHE, BHIPABHUBAETCS IO HEHTPY W OTAENSACTCS OT pEeKBU3UTOB
«IaTa» U «HOMep» MPOTOKOJIa THHEHKOH.

Jlata 1 HOMep mpoTokona. Jlata 0hopMIISETCs CIOBECHO-LUU(POBBIM crocoOoM U
edaTaeTcsl 4epe3 2 MEeXCTPOUHBIX MHTepBalia HIXKe MPEIbIIYIIET0 PEKBU3UTA. Howmep
IIPOTOKOJIA NedaTaeTcs apabCKUMH UU(paMH U COCTOMT W3 3HaKa «No» ¥ TOpSAKOBOIO
HOMepa IIPOTOKOJIa.

OcHOBHas 4acTh IPOTOKOJIA eyaraeTcs 4epes 1,5 MeXCTPOYHBIX MHTEpBAIa.

IMoamuch OTaEAseTcs OT TeKCTa 3 MEXCTPOYHBIMM HMHTEpBallaMM M BKIIOYACT
HaMMeHOBAHHe JT0KHOCTH JIHLA, TIPeJIceIaTebCTBOBABIIEr0 Ha 3ace/laHuu (COBEIIAHUH),
ero JUYHOM TTOIIHCH, pACITM(POBKH NOIMUCH (MHALHAIB! U GaMUIIHS).

HauMeHOBaHKWe HOKHOCTHU I1ed4aTaeTcs OT JIEBOW PaHMIIBI TEKCTOBOIO MOJSA Hepe3
| MEXCTPOUHBI MHTEPBAI U LIEHTPUPYETCS OTHOCUTENIBHO CaMOH JTAHHOU CTPOKH.

PaciumudpoBka TOAMMCH —pAcloOJaraeTcs Ha ypOBHE IIOCJTENHEH  CTPOKH
HAWMEHOBaHHA JOJKHOCTH C MpoGeIoM Mexay HHunuamamud U Gamunued. Ilpu
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OQOpMIIEHHH pacUIM(POBKH TMOANMCH, BKIIOYAIOIEH TOIBKO WHULKAT HMEHH MU
(amunuio, mpoben MeXIy TOUYKOH Mocie WHWIMATa WMEHH M (aMHIHeil He CTaBHTCS.
Ilocnennss 6ykBa B paciIi(poOBKe OrPaHMYUBAETCA IPABBIM OJIEM.

4.5. CnyxeOHble MUCbMa

4.5.1. CnyxeOHble muchbMa YYpeKIEeHUS TOTOBATCS:

KaK OTBETH 00 WcmonHeHnu nopyueHuit Ilpesumenra Poccuiickoit ®enepamuu u
I[IpaButensctBa Poccuiickoit ®enepanmy;

KaK OTBeThl 00 WCIOJHEHMH MOpydeHUH MuHucTepcTBa cropta Poccuiickoit
Denepauny;

KaK UCToJHeHUe nopyyennit [Ipesunenta Poccuiickoit ®enepannu, IIpasurenscrsa
Poccniickoit  @enepaumn, MunucteperBa cnopra Poccuiickoit  ®enepamun 110
oOpallleH!sAM IPaX/IaH M0 BOIPOCaM, OTHOCSALIMMCS K KOMIETEHIIMH YUperkIeHHs;

KaK CONpOBOJAMTE/IbHBIE MHChbMA K IIPOEKTaM 3aKOHOIATEIbHLIX aKTOB Poccuiickoii
OQenepaunn, mnpoektam akToB IIpesumeHta Poccuiickoif @egepanuu u  aKTOB
IIpaButensctBa Poccuiickoii ®enepanuy;

KaK OTBEThI Ha 3aIPOCHI Pa3TMYHBIX OPraHU3alLUH, MPEANPUATHH U YaCTHBIX JIHII;

KaK OTBETBI Ha O0pallleHUs TpakIaH;

KaK UHULHATUBHBIE [THCHMA.

4.52. Cpokd TMOArOTOBKH OTBETHBIX IIHCEM YCTAHABJIMBAKOTCA pe30JIOLHe
PYKOBOIMTENIA Ha OCHOBAaHMH HMEIOLIMXCH CPOKOB HCIIOJIHEHHS MOpPYYEHHH, 3alpocoB
HJIH 110 PELIEHUIO aBTOpa PE30TIOIHH.

TexkcTbl OTBETHBIX MNHMCEM JOMKHBI TOYHO COOTBETCTBOBATh MOPYYEHHSM,
3aQMKCUPOBAHHBIM B DPE3OJIIOLHM PYKOBOAHMTeNs. CPOKM IOATOTOBKH WMHHIIHATHBHBIX
MCEM ONPEIENIAIOTCS HauyalbHUKaMU CTPYKTYPHBIX MOApa3iee HUH.

4.5.3. CnyxeOHple nNMChMa I€YaTAIOTCS Ha OJlAHKAX MHMCbMa YUpeKIeHUS
(ITpunosxxenue Ne 7).

CryxebHoe MUCEMO YupeskIeHHs, HalpaBiiseMOe BHYTPH CTPaHbI, COCTABISETCS Ha
pyccKOM s3bIKe. TeKCT cily:keOHOro NnuchbMa, Kak IPaBMIIO, HOJKEH KacaTbCi OJHOTO
BOITPOCA UIJIM HECKOJIBKHUX BOMPOCOB, €CJIM OHU B3aUMOCBSI3aHbI U OYIyT paccMaTpUBaThCs
B OZTHOM CTPYKTYPHOM IIOJpAa3/€eJIeHUU OpraHu3allii — ajipecara.

4.5.4. TexcT nucpMa U3nIaraeTcst OT 3 JIMLA eTHHCTBEHHOTO YKMCIIa, HAIIPUMeED:

«®@enepalbHOe rOCyIapCTBEHHOE OrOKeTHOe yupexaeHue «DenepalibHblil LEHTP
IIOJATOTOBKH CIIOPTUBHOTO Pe3epBa» CYUTAET ...»

Ecnu nuceMo oopMiieHo Ha Gi1aHKe JODKHOCTHOTO JIMIA, TO €ro TEKCT M3/1araeTcs
OT 1 JIMIIa €IMHCTBEHHOIO YUC/IA: CIIPOIIY...», «HAMPABJISIO...».

TekcT nmuceMa, Kak MpaBHIIO, COCTOUT M3 ABYX 4yacTeil. B mepBoi yactu usnaraercs
NpUYHHA, OCHOBAaHHWE MM OODOCHOBAaHUE COCTABIIEHHUS MHCHMa, MPHBOAATCS CCHUIKA HA
JIOKYMEHTBI, SIBJISIOIIMECS OCHOBAaHMEM IIOATOTOBKM IMHCbMa. Bo Bropoii uacTw,
Ha4YHHAIOIICUCs ¢ ab3alla, MOMEIAOTCS BBIBOABI, NPENIOKEHUS, POCLOBI, PEIICHUs U

T.1.
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4.5.5. bnank nuceMa YupeskaeHus umeer CI€AYIOILIHE PEKBU3UTEL:

smOemMa MunHCTepCTBa cropTa Poccuiickoi Qenepannu;

TTOJIHOC HaMMCHOBAHWE OpraHa HCIOJHMTENIBHOM BIACTH, OCYIIECTBISIOMIEr0
(QYHKIHHU U TIOJTHOMOYHS YYpeTHTE NS YupexneHus;

COKpallleHHOE HAUMCHOBAHHE OpPraHa UCTIOJHUTEIBHOM BIACTH, OCYIIECTRISIOIIETO
(QYHKIHHU U TIOTHOMOYHS YUpeIHTEs YupexneHus;

[I0JTHO€ HAaUMEHOBaHUE YYpeXIeHUS;

COKpallCHHOE HAaMMEHOBaHHE YUpEXKIECHUS;

JaTy ¥ HOMEp MHUCHMa;

HOMED M 1aTy BXOMSILETO HCbMa, Ha KOTOPOE MTOATOTOBJIEH OTBET;

IOYTOBBIH U 3JIEKTPOHHBIN anpeca YupexaeHus;

HOMep TenedoHa YUpexIeHHUs;

aZipec OQULHATBHOTO caiiTa YupexaeHHs.

4.5.6. [IucbMO MMeeT FOPHAMYECKYIO CHITY NpH HaJIM4YWU MOANUCH [[upekTopa uin
JIAIa, BpEMEHHO €ro 3aMeIlarolIero, a TakKe PEruCTPallMOHHBIX HOMEpa U JaThl.

4.5.7. Mlata muceMa — nata NpUHSTHS pelieHus, 3aQUKCUPOBAHHOIO B TEKCTE.
JlaTo¥ nuceMa SIBISIeTCS 1aTa ero MOANHUCaAHuS.

4.5.8. IluceMa, BbIMONHSIEMBIE Ha OITaHKaX, 3aBepSTh ME€YATHIO HE HYXKHO.

4.6. ITopsimok paccMoTpeHHs
MUCBMEHHBIX OOpalleHu# rpaxaan Poccuiickoii Qenepanuu

4.6.1. ITuceMeHHBIe ObpalleHus rpaxkaan Poccuiickoii ®enepanny, MocTynaromue
B ajpec VUpEKICHHMS, PAcCMaTPHBAIOTCA B TMOPSAIKE, YCTAHOBIEHHOM DenepanbHbIM
3akoHOM oT 02.05.2006 Ne 59-®3 «O mnopsnke PacCMOTpeHHs OOpallleHHH IpakaaH
Poccuiickoii ®enepaiuiy» 1 MHCTPYKIHeEH 0 MOPSIKE pACCMOTPEHHUS OOpallleHHI rpa1aHd
Yupexnenus (ITpunoxenne Ne 5).

4.6.2. IlucemeHHOe ofpalleHKe, NOCTYIHUBIIEE B YupexaeHue B COOTBETCTBHH C
€ro KOMIIETEHLIHEH, IOAJIEKHUT 0053aTeTbHOMY PacCMOTPEHHIO.

ITncemeHHOe obpainenye, comepskalliee BOTPOCH, pellieHHe KOTOPBIX HE BXOIHUT B
KOMIIETCHIMIO YYpeXIeHUs], HAalpaBlIsieTcs B TeYEHHEe CeMH IHeil co IHS pEerucTpanuy B
COOTBETCTBYIOUIMH ~ OpraH MM  COOTBETCTBYIOIIEMY  JOKHOCTHOMY aULy, B
KOMIICTCHLIMIO KOTOPBIX BXONMT DEIICHHE MOCTAaBIEHHBIX B OOpAIEHHH BOIPOCOB, C
YBEIOMJICHHEM TpaXX1aHHHa, HAIPaBUBLLIEr0 OOpalleHye, O Mepeagpecaniy 0OpalleHus.

4.6.3. YupexaeHue:

oOecrie4nBaeT OOBEKTHBHOE, BCECTOPOHHEE H CBOEBPEMEHHOE paccMoOTpeHue
oOpalleHHs, B cilyyae HEOOXOAUMOCTH - C Y4acTHEM rpakZIlaHWHa, HalpPaBHBIIETO
oOpalleHue;

3alpallBaeT, B TOM YHCJIE€ B JJIEKTPOHHOW GopMe, HEOOXOMUMBIE IS
paccMOTpeHMs OOpalleHHs [OKYMEHThl W MaTepuansl B IPYrHX roCyaapCTBEHHBIX
OpraHax, opraHax MECTHOIO CaMOYIpaBJI€HHs M Y HHBIX [OO/DKHOCTHBIX JIHMI, 3a
HCKIIFOYCHHEM CyZI0B, OPraHOB J0O3HAHUS U OPIaHOB MPEIBAPUTENBHOTO CIIEICTBHS;

JlaeT IMCHMEHHBIH OTBET II0 CYLIECTBY MOCTABIEHHBIX B OOpAIIEHHH BOIIPOCOB;

20



YBEIOMJISIET TpaKJAaHWHA O HANpaBJICHUU €ro OoOpallleHHs Ha pPacCMOTPEHHE B
ApYrol roCyIapCTBEHHBIH OpraH, OpraH MECTHOIO CaMOYINpPAaBIE€HHS HIH HHOMY
JOJDKHOCTHOMY JIMILY B COOTBETCTBHH C MX KOMIIETEHIIHMEH.

OtBeT Ha NMUCBMEHHOE oO0palleHHe MOAMUCHIBAETCS J[UPEKTOPOM, JUOO JHLIOM,
BPEMEHHO HCIOIHSAIOIIMUM 00s13aHHOCTH JlupekTopa.

OrtBeT Ha NMCbMEHHOE OOpallleHHe, IOCTYIHBIIEeE B YUpexKIeHHE, HAIPABIIsAETCs B
GopMe 3JIEKTPOHHOIO JOKYMEHTa IO aapecy JJIEKTPOHHOW MOYTHI, yKAa3aHHOMY B
oOpallleHHH, WIM B IIMCBMEHHOH (opMe IO MOYTOBOMY aIpecy, YyKa3aHHOMY B
oOpalleHHH.

4.6.3. IluceMeHHOe oOpallleHHe, TOCTYNHBIIee B YUpPEXKIEHUE B COOTBETCTBHH C
€ro KOMIIETEeHLHeW, paccmaTpuBaeTcs B TedyeHue 30 pgHeH co [AHS perucTpaluu
NUCBMEHHOT0 00palleHus.

4.7. OcdopMmieHue NOKIATHOM, CITy)KeOHOMH, 00BICHUTEIHLHON 3aIIUCOK

4.7.1. JloxnanHas 3anicKa — JOKYMEHT, apeCOBAaHHbIA HAYaIbHUKY CTPYKTYPHOTO
noJpa3ie/ieH!s, 3aMECTHTEII0 JMPEKTOpa, COBETHHKY IAuUpeKkTopa uiau Jlupekropy, ¢
U3JI0KEHHEM KOHKPDETHOM CIyKeOHOH npoOieMbl WIM IIOCTAHOBKOM BOIpoca U
CoJiep)Kalllii BBIBOJBI U IpeiioKeHus. [1o conepxanuio U Ha3HAYEHUIO OHH MOTYT OBITh
UH(popMalnoHHble U oTueTHble ([Ipunoxenue Ne 8).

JloknanHble 3amMCKU OQOpPMISIIOTCS Ha CTaHAAapTHOM JHCTe OyMmard A4 6es
UCII0JIb30BaHUs OJ1aHKa YUpexKIeHUs .

TexkcT nOKIagHOM 3allUCKU COCTOUT U3 ABYX yacTeil. IlepBas gacTh — U3I0XKEeHHE
(bakTOB, NOCTY)XMBIIUX IPHUUYUHOW ee cocTaBleHUs. BTopas wacTh — coaep)kaHue
BBIBOZIOB, MHEHHS U IIPEAIOKEHUS aBTOpA.

CpokH MOATOTOBKHM OTBETHBIX MUCEM YCTaHABIMUBAIOTCS pe3ostonueit Jlupektopa Ha
OCHOBaHUU HUMEIOLIUXCS CPOKOB HCIIOJIHEHHUS TOPYYEHHUH, 3allpOCOB WM IO PELICHHUIO
aBTOpa PE30JIIOLIHH.

TexcTel OTBETHBIX IHCEM JOJDKHBI TOYHO COOTBETCTBOBATH  3a/laHMSIM,
3aUKCHpPOBaHHBIM B pe3oouuu [{upextopa. Cpokd MOArOTOBKM WHHUIIMATUBHBIX MTHUCEM
OTIPENENAIOTCS PYKOBOIUTEISIMHU CTPYKTYPHBIX OJpa3ie/IeHU.

JlokyiaaHas 3aucKa J0JIKHA UMETh ClIeYIOIe PEKBU3UTHI:

azpecar;

HaMMEHOBaHHUE BUAA JOKYMEHTa;

oOpallleHue;

TEKCT;

IpUJIOKEeHHE (MPU HATUUUH );

JaTa JI0OKyMEHTa;

HOAMKUCH aBTOPA;

N.O. ®amunus aBTopa.

4.7.2. CnyxebHas 3amucka — ¢opMa BHYTPEHHEHW [1E€JOBOM IEPENUCKUA MEXIy
CTPYKTYPHBIMH TOJApA3AeICHUSIMHU WU JOJDKHOCTHBIMU JMLAMHU, BHE 3aBUCUMOCTH OT
noguunenus (ITpunoxenue Ne 9).

CayxxeOHble 3alMCKH MOTYT HUMETh HH(DOPMALMOHHBIM, HWHULWATUBHBIM WIH
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OTYETHBIH XapaKTep, COAepKaTh MPOCckOy UM NpelnoxeHue. [ToAMUCEIBaET Ciy)KebHY0
3aIIMCKY aBTOP €€ COCTaB/ICHHUS HIIH €0 PYKOBOIUTEb.

CrnyxeOHas 3amicKa JOTKHA COTEpXKaTh 3arollOBOK, JIMYHOE OOpaIleHHe U TEeKCT,
COCTOSILIMH U3 IBYX YacTel. B mepBoii yacT usnararotcs GpaxTsl, MOCTYKUBILKE TOBOIOM
K €€ HalMCaHHUIO, BO BTOPO — BBIBOBI MJIM NIPOCHOa IO M3J1araeMoMy BOIIPOCY.

CiyxeOHble 3amMCKM O(QOPMISIOTCS Ha CTaHAApTHOM IHcTe Oymaru A4 6Ges
MCTIOIb30BaHUs O1aHKa Y UupeskIeHHs.

TpeboBanus Kk CpOKy INOArOTOBKH OTBETHBIX ITMCEM, MHUIIMATUBHBIX ITHCEM U
TEKCTYy OTBETHBIX ITMCEM CIIy)KEOHOH 3almMCKM aHAJOTHYHBI TPeOOBaHWSIM IOKJIAJHOM
3aIUCKH.

PeKBU3UTEI CTyKeOHOH 3alUCKH aHAIOTHYHBI PEKBU3UTAM JOKJIAAHOM 3aMHCKH.

4.7.3. O0bsAcHWUTENBHAS 3aNHCKa — JOKYMEHT, OOBSACHSIOIMN HEMOCPENCTBEHHOMY
PYKOBOAHUTENO WK JIUPEKTOPY NPUYHHBI HEBBIIOTHEHUS] KAaKOTO-THOO MOpYYEHHS HIIH
HapyleHus: TpyaoBoH qucuurinHsl (I[Ipunoxenue Ne 10).

OObscHHUTENbHAs 3allUCKa MOXeT ObITh OGOpMIIeHa PYKOIMCHBIM CIIOCOO0M, Ha
CTaHAApTHOM JIMcTe Oymaru gpopmara A4.

OObscHUTENbHAS 3alICKa JOJKHA 00J1a1aTh CIEAYIOIIUMH PEKBU3UTAMHU:

ajzpecar;

HaMMEHOBaHHE BUJA TOKYMEHTa;

oOpalleHue;

TEKCT;

JaTa J0KyMEeHTa,

MOJIHUCH aBTOPa;

N.O. ®amunus aBTopa.

5. OcoOeHHOCTH TOATOTOBKU U 0(POPMIIEHHS OTAETBHBIX
BUJIOB JIOKYMEHTOB U1t MuHucTepeTBa criopta Poccuiickoit @enepanuu

5.1. [loarotroBka u opopmIIeHHE TIPOEKTOB 3aKOHOJATETBHBIX aKTOB
Poccuiickoit @enepanuu

5.1.1. 3aKOHOMpPOEKThI, MNOATOTABIMBAeMbIe IJis BHeCeHHWss B I[IpaBUTENBCTBO
Poccuiickoit ®enepauuu, nevararorcs mpudtoMm Ne 14 Ha cTaHIAPTHBIX JHCTaX OyMaru
dopmara A4.

Ha nepBoil cTpaHulle 3aKkOHONpOeKTa B MpeAenax BEepXHEH M MpaBOd TI'paHHII
TEKCTOBOIO II0JIA IpocTaBisgeTcs nomerka: «Brocutcs [IpaBurensctBom Poccuiickoi
Qenepauun». I[lomeTka nedaraercs uepe3 | MHTepBal M BbIPaBHUBAETCS IO JIEBOH
rpaHuLIe.

Ha paccTosiHUM MeXCTpO4YHOTO MHTepBajia 24 OT OT MOMETKH Yy IpPaBO TpaHMIIbI
TEKCTOBOTO MoJis nevaTtaeTcs ciioBo «IIpoekTy.

5.1.2. 3aKOHONPOEKT UMEET CIIeAYIOIINE PEKBU3UTHI:

HaumenoBanue rocynapctea - POCCUMCKASI ®EJEPALIMS - mneuaraercs
IPONUCHBIMU OyKBaMH M BBIIEISETCS TOTYXXHUPHBIM IIpudToM. BrIpaBHHBaeTCs 110
LEHTPY, HalIpUMeED:



POCCHUHCKAS ®ENEPALIUS

Haunmenosanue Buna akta - ®EJJEPAJIbHBIM KOHCTUTYLIMOHHbIM 3AKOH
i OEJIEPAJIbHBIN 3AKOH - otmensiercss oT IIEPBOT0 PEKBU3UTA MEKCTPOYHBIM
MHTEpBaIOM 24 MT, ne4araeTcs NPONUCHBIMU OyKBamMH pa3MepoM mmpudra He Goiee
Ne 22, MoxeT OBITh BBIIEIEHO MOMYKHPHBIM LIPU(TOM, ¥ BBIPABHHBAETCA MO LEHTPY,
HarpuMep:

®EJAEPAJBHBIN 3AKOH

3aroI0BOK OTAENAETCS OT NPEAbIIYLIEro PeKBH3UTA MEXCTPOYHBIM HHTEPBAIOM
38 nT M nevaraercs d4epe3 1 HHTepBal, BBIAENSETCS MONYKHPHBIM IIPUPTOM U
BBIpABHUBAETCS MO LEHTpy. [Inmercsa ¢ 3armaBHON OykBBI U OoTBeyaeT Ha Bompoc: «O
4eM?» U3J1aH 3aKOH WIIM B HEM IPUBOIUTCS Ha3BaHUe KOJeKca, HallpuMep:

ApOuTpaXHbIH NpoueccyaJbHbIH Kogeke Poccuiickoii @exepaunu

Touka B KOHIIE 3aroJI0BKa HE CTaBUTCH.

B 3aronoBke 3aKOHOIIPOCKTa O BHECCHHU W3MEHEHUU B I[ef;ICTBy}OHII/Ie 3aKOHBI
HeOoOXOJHMO Ha3bIBATh IMIPpUYHHbI BHCCCHHAA W3MEHEHHUN HIIH KOHKPETHYIO HOpPMY, B
KOTOPYXO BHOCATCA U3MEHEHHS, a B ClIydya€ HCOOQHOKPATHOI0 U3MCHEHHS OJIHOU W TOM Xe
HOPMBI - JOTIOJTHUTEJIBHO YKa3biBaTh, B KaKOW HMEHHO 4YacTH OHa HU3MEHSACTCA, HAIIpUMED:

O BHeceHUM U3MeHeHUH B DenepalibHbIN 3aKOH
«O ¢uzuyeckoit KynpType u criopte B Poccuiickoii ®eneparinm»

Unu

O BHeceHUHU U3MEHEHHUU B MyHKT 2 cTaTbH 855
['paxxnanckoro konekca Poccuiickoit @enepauuu B 4acTU
riaTexeld B OI0KeT U BO BHEOIOIKETHBIE (hOHIBI

TekcT oTaensercs OT 3aroj0oBKa MEXCTPOUYHBIMUA UHTEpBAJIaMU 24 IIT U [1e4aTaeTcs
yepe3 JBOMHON MEXCTPOYHBIM UHTEPBAIL.
TexcToBasi 4YacTh 3aKOHOMPOEKTa MOXKET IMOJApa3feNnsTbcsi Ha npeaMOyly H

OCHOBHYIO 4acTb.
OcHoOBHas 4acTh TEKCTa 3aKOHOIIPOEKTAa MOYKET MOIpa3IesiThCs Ha YaCTH, pa3iebl,
noJipa3ebl, IMaBbl, naparpadsbl, CTaThU.
3aro0OBKM YacTel W pa3[esioB IeYaTaroTCsl MPOMHCHBIMU OyKBaMH IOy KUPHBIM
pUGTOM U BBIPAaBHUBAIOTCS 10 LIEHTPY. To4yka B KOHIIe 3arojoBKa He ctaBUTcs. Homepa
MIPOCTABIISAIOTCS PUMCKUMU LM (paMu, HanpUMep:
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PA3JEJI I

OPTAHU3AIMUS AESATEJBHOCTHU B OBJIACTH ®U3UYECKOMN
KYJbTYPBI U CIIOPTA

Ilonpasgen umeeT HopsAKOBBIH HOMep, 0003HA4YEHHBIH PUMCKAMH LMPpaMU, H
HarMeHoBaHHe. O003HaYeHHe noapasena rneyataercs ¢ MPOIKMCHOM OYKBBI ¢ ab3aI[HOTO
oTcTyna. HarMeHOBaHuUe moapa3iena neyaTaeTcs NoTyKUPHBIM IPH(TOM, HalIpUMeEp:

ITonpasnen I. ®u3kyIbTYpHO-CIIOPTHBHBIE OpraHU3aAlMU

['naBel HymepyroTcss apaOCKuMH LUGpaMH W MMEHT 3arojoBku. O603HaueHHe
IJaBbl T€YaTaeTCs C MPONMCHOM OyKBbI, ¢ a03alHOTO OTCTYIA. 3aroJ0BOK IJIABBI
rnevaTaeTcs MOMYKHPHBIM LWIPUPTOM B OIHY CTPOKY C 00O3HAUYEHHEM HOMepa, IOCIe
KOTOPOI'0 CTaBUTCS TOUKa, HAIPUMEP:

['naBa 5 [Topsimox CO3JaHul, peopraHu3aluu U JTUKBUIALIAN
(HU3KYIBTYpPHO-CIIOPTHBHBIX OpraHU3aL|i.

[Taparpad o6o3HauyaeTcss 3HaKOM §, MMeeT MOPSAKOBBIM HOMEp, 0603HAUEHHBI
apaOCKMMH LM(PaMH, H 3arojoBoK. 3arojoBoK naparpada MUILETCS ¢ IPONUCHOM GYKBEI
TOJIY)KHPHBIM IIPUPTOM B OJHY CTPOKY ¢ 000O3HadeHHeM HoMepa mnaparpada, nocie
KOTOPOIO CTABUTCS TOUYKA, HAIPUMED:

§1. CnnopTuBHBIe denepaiu.

CTaTe¥ HMMEIOT eIMHYIO CKBO3HYIO HyMepaluioo. I[IOpsaKOBBI HOMEp CTaThH
obo3HayaeTcad apabckuMu LudpaMu. OOO3HAueHHE CTAaThbH I€YaTaeTcss C IPOMUCHOM
OyKBBI C a03allHOTO OTCTyHa. 3aroJIOBOK CTaThH I1€YaTaeTCs C MPOIMCHON OYKBBI
IOTYKUPHBIM IIPUMTOM B OJHY CTPOKY C OOO3Ha4eHHEM HOMepa, IMOCe KOTOPOro
CTaBUTCS TOUYKA, HAPUMEP:

Crates 33. IlpaBa u 00s13aHHOCTH CIIOPTUBHBIX (eneparuii.

B wuckmO4YHTENBHBIX ClIy4dasaX CTaTbsd MOXET HE€ HMETh 3arojJioBKa. HpH €ro
OTCYTCTBUH CJIOBO «CTAThs» U HOMEP BBIACIAIOTCA IIOJTYXXHPHBIM I]_IpI/I(i)TOM, HallpuMep:

Cratps 1

B 3aBHCHMOCTH OT cofep:KaHUsI CTaThsi MOXKET TOAPA3AEIAThCSA Ha YACTH, IYHKTEHI,
TOANYHKTHI, ab3aubl. YacTu obo3HauatoTcs apabckumu Ludpamu ¢ Toukoi. Hymeparus
IIYHKTOB OCYILIECTBIIsAeTCS apaObCKUMHM LUdpaMU C 3aKpBIBAIOIICH KpPYIJIoH CKOOKOIA.
[TonnmynkTel oOo3Ha4aroTcs OyKBaMM pYCCKOTO aiaBUTa C 3aKphIBAIOLIEH KpyTiIoi
CKOOKOH, HampuMmep:
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1. CnopT B ApeBHOCTH.

1) 3apoxnenne ¢pusnueckoil KyIbTypbl B ENOM H CIOPTA B YACTHOCTH MBITAFOTCS
OOBSCHUTB PSI TEOPHIA:

a) «TEOPUM HIPbI», Y HCTOKOB KOTOPbIX cTosm @. Illumaep M KOTOpble MO3%Ke
pasBuBanu broxep, I'pooc u JleTypHo, paccMaTpUBAIOT BCIO 4YeTOBEYECKYIO
KYJBTYPY, B TOM YHCJIe U (QU3UYECKYIO, KaK Pa3BHTHE MIPOBOHl AeSTeIbHOCTH. B
COBPEMEHHOH (Qunocoduu Haubonee H3BECTHBIM CTOPOHHHKOM TEOPHHl HIDbI
sBnsercs Moxan Xéitsuura. K TEOPHUSM HIPHl NPUMBIKAET «TEOPHS H3JIMIIHEH
sHeprum» ['. Criencepa, KOTopas MOXeET pacCMaTPUBAaThCA M KaK X Pa3sHOBHIHOCTb.
CornacHo 3Toi TeopHH, MepBOGHITHBIN Yel0BeK, HyKIaBIIHICS B BEICBOGOKICHHUH
M30BITOYHOM SHEPrUH, COBEPIIEHCTBOBAI [IBH)XXEHHsS (MIPOBble M TaHIIEBATbHBIE),
KOTOpBIE MO3BOJISIM 3T0 HauboJiee YCIEIIHO 1e1aTh;

[loanuck oTaenseTcs OT TEKCTa MEXCTPOYHBIM HHTEPBATOM 36 NT M COCTOMT W3
cioB «Ilpesunent Poccuiickolt ®enepauun». Crnosa «IIpesumeHT» u «Poccuiickoi
Qezepaunu» MeYaTarOTCs B 2 CTPOKHM Hepe3 OOMH MEXCTPOYHBIit uHrepBai. CroBa
«Poccuiickoit Penepauun» NedyaTaroTcs OT JIEBOM IPAaHULBI TEKCTOBOTO MOJS, & CJIOBO
«IIpe3nunenT» BeIpaBHUBAETCS 110 LEHTPY OTHOCHUTEIBHO 3THX CIIOB, HarpuMmep:

[Ipe3nneHt
Poccuiickoit ®enepariuiu

Munuuan wmenu u damunns IMpesunenta Poccuiickoit Menepaiyy yKa3bIBalOTCS
NpH 0QOPMIIEHHH NIPUHATOTO 3aKoHa B I'ocynapcTBentoii lyme ®enepansaoro Cobpanus
Poccuiickoii @eneparuu.

Busbl mpocTaBisAoTcs Ha JMIEBOH CTOPOHE ITOCIENHETO JIMCTA 3aKOHONPOEKTA B
HIDKHEHN ero 4acTu.

11.1.3. TpeboBanus 0 0GOPMIEHHIO MOSICHATEIBHON 3aMMCKU K 3aKOHOMPOEKTY.

[losicHuTeNbHAs 3amMCKa K 3aKOHONPOEKTy meyartaercs mpHpToM Ne 14 Ha
CTaHIapTHBIX JUCTaX Oymard ¢popmara A4 U UMeEET ClIeIyIOIIHe PEKBU3HTHI:

HaumeHoBaHHWe BuIa JOKYyMEHTa - Ie4aTaeTcss MPONUCHBIMH OYKBAMM HIKE
TPaHULBI BEPXHErO IOJS CTPaHHULbBI Ha 24 NT, BBIIENAETCS MOIYKUPHBIM IMIPH(GTOM U
BBIPABHUBAECTCSA 10 LIEHTPY.

3aroioBOK OTHENSAETCS OT MPENBLAYIIEr0 PEKBH3UTA MEXCTPOYHBEIM HHTEpPBATIOM
24 mT, mevyaraeTcs CTPOYHBIMH OyKBaMu depe3 | HHTepBall, BBIAEISETCS MONYKHPHBIM
IIPU(GTOM ¥ BEIPABHUBAETCS MO LEHTPY. ToYKa B KOHILIE 3ar0JI0BKa HE CTABUTCS.

B 3arosioBke K TEKCTy yKa3blBaeTCs MOJHOE Ha3BaHHE 3aKOHOIPOEKTa, K KOTOPOMY
NOJITOTOBJIEHA NIOSICHUTE IbHAS 3alMCKa, HAIPHUMeED:

K npoekxty ®@enepajibHOro 3aKoHa
«O BHeceHHH H3MeHeHHH B cTaThio 1 MenepabHOro 3aKoHa
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«0O ¢u3nyeckoii kyJabType H cnopte B Poccuiickoii ®exepaunn»

TexkcT oTmensercs OT 3arojoBka MeEXCTPOUHBIM HHTepBaioM 24 - 36 0T u
neyaTaeTcs yepe3 uHTepBan 18 OT Ha paccTossHUM 1,25 ¢M OT J1eBOM IpaHHULIBI TEKCTOBOIO
TOJIA.

Texct  momxkeH  coaepkarb  OOOCHOBaHME  HEOOXOIMMOCTH  NPHUHSTHSA
3aKOHONPOEKTa, BKIIOYAIOIIee Pa3BEPHYTYIO XapaKTePUCTUKY 3aKOHOIPOEKTa, €ro LejeH,
OCHOBHBIX TOJIOXKEHUH, MecTa B CHUCTeMe 3aKoHonaTenbcTBa Poccuiickoit Penepaunu, a
TaK)K€ MPOrHO3 COLIMAIBHO-IKOHOMHYECKUX U MHBIX MOCJIECTBUN €ro IPUHSITHS.

5.2. TloaroroBka u odopmieHHe TPOEKTOB akToB [Ipe3unenta
Poccuiickon @enepauuu

5.2.1. TlogroroBka U odopmIIeHHe MPOEKTOB aKTOB (YKa30B U PpacCHOPSIKEHHH)
[Tpesunenta Poccuiickoit @enepann NpOU3BOAUTCS YUPEXKIEHHUEM B COOTBETCTBUH C
TIOpSiIKOM, ycTaHOBIeHHBIM [Ipesunentom Poccuiickoii ®Penepauuu, AIMUHHUCTpaLMEH
[Tpesunenra Poccuiickoit ®@enepaunu, [IpaBurensctBom Poccuiickoit @enepauvu U
HacTrosield MHCcTpyKIuen.

5.2.2. TlpoekTs! akToB [Ipesunenta Pocculickoit denepaunu U NpUIOKEHHS K HAM
1eYaTaloTCs Ha CTaHIAPTHBIX JHcTax Oymaru ¢dopmara A4 (210 x 297 mMm) mpudTom
Ne 14, BepxHee 1moJjie JOKyMeHTa yCTaHaBIMBaeTCs paHUllaMu OraHka. JleBoe moe - 2,75
cM, TpaBoe - 2,25 cM u HikHee - He MeHee 2 cM. [Ipu odopmiieHHH NPOeKTa aKTa Ha ABYX
1 00Jiee CTpaHHIIaX BepXHee MoJie BTOPOX M NMOCIEAYIOIUX CTPaHHUIl COCTABIIsAET HE MEHEe
2,5 cM™.

5.2.3. Ilpoexts aktoB Ilpesunenta Poccuiickori Penepauuu HMEIOT ClIEIyrOLIHE
PEKBU3UTHI: HauMeHOBaHWe Buja akTa (Yka3 Ilpesunenra Poccuiickord Denepauuu HiIn
pacniopsokenue [Ipesunenta Poccuiickoit @enepanun), 3aroJ0BOK U TEKCT.

3arojI0BOK II€YaTaeTcss Ha PAacCTOSHUU He MeHee 9 CM OT BEpXHEro Kpas JIHCTa,
MUIIeTCS ¢ NPONMCHON OYKBBI, BbIAENSETCS ITOMYKUPHBIM WpudToM. Toyka B KOHILE
3aroJI0BKa HE CTABUTCH. 3aroJIoBOK, COCTOSIIINM U3 ABYX M 00Jiee CTPOK, NedaraeTcs Yepes
1 MeXCTPOYHBIM UHTEPBAIL.

Hauyano ¥ KOHell KaXIOW CTPOKH 3arojioBKa LIEHTPUPYIOTCS OTHOCHTEIBHO CJIOB
«IIpesunent Poccuiickoit ®@enepaiuu». B oraensHeIX pacnopsokenusx lIpesuneHra
Poccuiickoit @enepanuu 3aroJ0BOK MOXET OTCYTCTBOBATD.

TekcT oTaenseTcs OT 3aroj0BKa AOMOJHUTEIbHBIM UHTEPBAJIOM 24 IIT ¥ MeYaTaeTcs
Yyepe3 uHTepBal 18 mr.

TekcT medaTaercs OT JEBOM IPaHMIBI TEKCTOBOTO MOJIS U BEIPABHUBAETCA I10 JIEBOH
¥ NpaBoii rpaHuIaM TeKcToBOoro nost. Ilepsas cTpoka ab3aua HaUHHACTCS HA PACCTOSHUH
1,25 cM OT 1€BOM IpaHULIbI TEKCTOBOTO IOJIS.

TekcTOBas 4acTh MOKET MOAPA3AEIATECA HA KOHCTATUPYIOIILYIO YacThb - MpeaMOyIry
M TIOCTaHOBJISIOIIYIO YacTh (B PaCIOPSUKEHHH - PAaCIIOPSAAUTENBHYIO YacTh).

[Tpeambymna B Ykasax IIpe3unenta Poccuiickoit @enepannyu 3aBeplIaeTcsi ClI0BOM
«I10CTaHo BJI A 0», KOTOPOE NeYaTaeTCs BpaspsaaKy.

[TyHKTBl B TE€KCTE HyMepyHOTCs apabCKUMM LU(paMHu C TOYKOW M 3aroIOBKOB HE
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UMEIOT.

ITyHKTEI MOryT pasfensTbcs Ha MOANYHKTHI, KOTOpPBIE MOTYT HYMEpPOBaThCS
apabCKMMHU HU(PpaMU UM CTPOYHBIMH OYKBaMH C 3aKpbIBAIOIIEH KPYIIOH CKOOKOIA.

Bce wu3MeHeHMss W [ONOJHEHHUS, BHOCHMBIE B paHee NPHHATBIH YKa3
(pacnopsixenue) Ilpesunenra Poccuiickoli @enepauuu, TOMKHBI COOTBETCTBOBATH
CTPYKTYp€ OCHOBHOI'O HOPMAaTHUBHOTI'O aKTa.

[Ipy Hanuyuu npunokeHud K Ykazy (pacnopstkeHuro) [Ipesumenta Poccuitckoit
Denepauny B TEKCTE Ha HUX 0053aTeIbHO JeIaeTcs CChLIKA.

Jlommyckaercss mnedararb NPONMCHBIMM OyKBaMHM M BBLAENSTH IIPUDTOM IPYroM
HaCBILIEHHOCTH (aMWJIMK TpH TOATOTOBKE MPOEKTOB YKa30B (pacriopsyKeHHi)
IIpesunenta Poccuiickoii ®enepauuy Mo BONpOCaM HarpaXkIeHUsl TOCYAapCTBEHHBIMH
HarpajgaMy, IIPUCBOEHHUS IOYETHBIX, BOMHCKMUX M CIELHalbHbIX 3BaHWi Poccuiickoi
®enepauuu (B APyrux cayyasx He peKOMEHIyeTCs ).

[Toanuce oTaensercs OT TEKCTa JOMOIHUTEIbHBIM UHTEPBAJIOM 32 NIT U COCTOUT U3
cioB «lIpesunent Poccuiickoit @enepauuny, UHUIMAIAa UMeHH U pamunun [Ipesungenta
Poccuiickoit @enepanumu.

CrnoBa «IIpe3unenTt» u «Poccuiickoit @enepaliiiy rneyaTaroTCs B IB€ CTPOKH depes
1 MexcTpouHbld UHTepBai. OT rpaHUIlbl JIEBOrO MOJIS MevaTaroTcs cioBa «Poccuiickoit
Oenepanuuy», a cioBo «IIpe3uneHT» HeHTpUpPYeTCss OTHOCUTENbHO 3THUX cJ0oB. MHuLMan
uMeHH, oTdyecTBa U dhamunus [lpesunenra Poccuiickoii @enepanuu neyaTarorcs y paBor
I'PaHMIIBI TEKCTOBOTO MOJIS.

MecTto u3naHug oTAenseTcss OT MOANUCH OONOJHUTENIbHBIM HHTEpBaJIOM 48 T
MEXCTPOYHBIMU UHTEPBAJIaMHU U NeYaTaeTcs OT rpaHulbl JeBoro nossi: Mocksa, KpeMiis.

Ha pacnopsikeHUsIX MeCTO U3aHUs HE 11e4aTaeTCsl.

Jlara mpocTaBiseTCs IOCie TOAMNMCAHUS JOKYMEHTa, O(OpPMISETCS CJIOBECHO-
HUPPOBBIM CIIOCOOOM U OTHEISeTCs OT peKBU3UTa «MecTo U3IaHUA» MEXCTPOYHBIM
uHTepBasioM 18 nT. [leyaraeTcs OT JieBOM rpaHULIBI TEKCTOBOTO I10JIS.

Homep mpocrtaBnsiercss mnocie MNOANMCAHMUS, I€4aTaeTcssi OT JIEBOM I'PaHHULIBI
TEKCTOBOTO IOJIS U OTAENSIETCS OT PEKBU3UTA «JlaTay» MeKCTPOUHBIM UHTEpBalIoM 18 mT.

K mnopsakoBoMy Homepy pacnopsikeHus IIpesunenta Poccuiickori ®enepanuu
yepe3 aeduc 1006aBISIOTCS CTPOYHBIE OYKBBI «PID».

[TpunoxeHuss K TMpoeKkTaM Yka3oB U pacnopsbkeHud [Ipesunenta Poccuiickoit
deneparyu 0GOPMIISIOTCS Ha OTAENBHBIX JUCTaX OyMary.

Pasmepsl moned, wmwpubTEI W MEXCTPOYHbIE MHTEpBaJbl IIpH I€YaTaHUH
MPUIOKEHUH HIEHTUYHBI pa3MepaM, NpUMEHSEeMBbIM IIPH I€YaTaHWU TEKCTOB YKa3oB
(pacniopspxennii) [1pesnnenta Poccuiickon @enepanuy.

[TpUIOKEHUSAMH SABIISFOTCS TTOJIOKEHUSI, PErTIaMEHThI, IEPEYHH, CIIUCKHU, rpaduKH,
TaOJIHILIBI, 00pa3lbl JOKyMEeHTOB U Ap. [IpunoxkeHus BUUPYIOTCS PyKOBOIMUTENIEM OpraHa,
BHECILIETO IIPOEKT.

Eciu B TeKCTe IAeTCs CChUIKA «COTJIACHO IMPHIJIOKEHHUIO», TO Ha IMEpPBOM CTPaHHMIIE
NpPUIOKEHHsT B mpaBoM BepxHeM yriny nuuiercs ciaoso [IPMJIOKEHHUE, nmxe yepes
MEXCTPOYHBIM HHTepBaa 18 NT maetcs ccbulka Ha YKa3 WM pacnopsbkenue Ilpesunenta
Poccuiickoii @enepanun. Bece cocTaBHBIE 4aCcTU PEKBU3UTA LUEHTPYHOTCS OTHOCHTEBHO
caMo¥ JUIMHHOM CTPOKH W TedaTaroTcs 4yepe3 | MexcTpouHbIM uHTepBail. Ilpu Hamuuun
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HECKOJIBKUX MPHUIIOKEHUH OHU HyMepYyIOTCsl, HallpUMep:

[TPUJIOXXEHHUE Ne 1
K Yka3y [Ipesunenra
Poccuiickoit @enepanyu

No

IIpuioxeHns 3aKaHYMBAIOTCS YEPTOH, PACIIONIOKEHHOM IO HEHTPY TeKCTa Ha
PacCTOSIHUM NPUMEPHO 3 MEXCTPOUYHBIX MHTEPBAJIOB. [[JIMHA Y€PThI COCTABIAET 2 - 3 CM.

Ilpy Hamu4yuu B TekcTe akTa (GOPMYIHPOBKH «YTBepAMTE» (IIpUIaraeMoe
TI0JI0KEHHE, COCTAaB KOMHCCHH, TIEPEYEHb MEPONPHUATUH U T.J1.) HA CAMOM IPUIIOKEHHH B
NpaBoOM BepxHeM yriay pacrnoisaraercs cioo Y TBEPXJIEHO wuau YTBEPXKIEH co
CCBLIIKOM Ha HOPMATHBHBIN aKT, €ro JaTy, HOMep, HallpHMep:

YTBEPXJIEHO
Vkazom [Ipe3unenra
Poccuiickoii @enepanuu

No

Cnosa YTBEPXKJIEHO u YTBEPJXX/IEH B mpuioeHHAX COIIacyloTcs B poje H
4HCIe ¢ BUIOM yTBEpXKAaeMoro nokymenra: nonoxenue - Y TBEPXXKIEHO, nporpamma -
YTBEPXJEHA, meponpusitus — YTBEPXXEHBI u 1.1.

3aroJoBOK K TEKCTy IIPHIOKEHHs [€4aTaeTCs LEHTPOBAHHBIM CIIOCOOOM.
HanMmeHoBaHMe BHIa NOKyMEHTa - IPHUIOXKEHHs (IIepBOe CIOBO 3aroJIOBKa MPUIOKEHHUS)
BBIJIEJIAETCH NIPOIMUCHBIMH OYKBaMH, MOJY>KUPHBIM IIPHPTOM U MOXKET OBITH HalleuyaTaHO
Bpaspsaky (IIOJIOXXEHME, IIEPEUEHD, CITMCOK u T.1.). MeXCTpOouHbIH MHTEpBal
MEXIy TEPBOM CTPOKOM 3arosioBKa U MOCIEAYIOIIUMHU CTPOKAMH MOXET OBITh YBEIHUYEH
Ha 6 mT.

3aro/I0BOK INPHIIOKEHUS OTIENsSeTCs OT AaThl U HOMEpa aKTa IOIOJHUTEIbHBIM
uHTepBasioM 70 NT, HHTEpBalTaMH OT TEKCTa NPHIOKEHHUS - JOTOTHUTEIBHBIM HHTEPBAIOM
24 mr.

[Ipy HanMuuum B TEKCTe MPUIOKEHUS HECKOJBKHX pa3lelloB HX 3aroJOBKH
11€4aTaroTCsl LIEHTPOBAHHBIM CIIOCOOOM (OTHOCHUTEIBHO I'PAHMI] TeKCTa). ToYKa B KOHIIE
3arojl0OBKa He CTaBUTCs. JlOmyckaeTcs BBIAENSATh 3arojIOBKU pPa3/esioB IOJY)KHPHBIM
mpUbTOM.

Texkcer nmpunoxeHuss MoxeT ObIThb odopmieH B Buiae Tabauubl. ['padsl U CTPOKH
TaOMUIBl JOMKHBl HMETh 3arojOBKH, BBIPXEHHBIE HMEHEM CYIIECTBUTEIBHBIM B
UMEHHUTEIBHOM MaJIexke.

Ecnu tabauuy nedararoT Oojiee yeM Ha OAHOW CTpaHHULE, 3arojioBOYHas 4acTb
TabyMLbl (HaMMeHOBaHUe rpad) MOBTOPSETCS Ha KaKIOHW CTpaHHULE.

JIMCTBI MPUIIOKEHUSI HYMEPYIOTCSI, HAYHWHAs CO BTOPOTO JIUCTA.

[Ipy HamMyuu B TEKCTe NPUIOXKEHUH CCBUIKM Ha CHOCKY OHa odopmiseTcs
3Be3J0YKON MU HUPPOH co ckoOkoit. TekcT cHOCKH medaTaeTcs yepe3 | MeXCTPOUHBIN
UHTEpBajl B KOHLE KaXJOW CTpaHWULbl WIM IOCIEe MPUJIOXKEHHUS B LEJIOM MOI YEepTOM.
IToce cMMBOJIa CHOCKM €€ TeKCT IedaraeTcss ¢ MpONMUCcHOW OykBbl. B KoHIE TekcTa

CHOCKH CTaBHUTCA TOYKA.
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Ha onHol cTpaHuLe He T0IKHO MIPOCTABIATECS 6oJlee TpeX CHOCOK.

B monoxeHusx, mporpamMmMax, ycTaBax U ApyruX MOJOOHBIX JOKYMEHTaX pa3zielibl U
71aBbl HyMEpYIOTCs, KaK [IPaBHJIO, PUMCKUMH LU(bPaMH, a MyHKTHI ¥ MMOIMYHKTHI - TAK XK€,
KaK M B TekcTe ykasa (pacnopsikenus) IIpesunenta Poccuiickoit ®Denepauyu. B
YKa3aHHbIX [OKyMEHTaX HWX COCTaBHble YacTH (pa3fensl, MOApa3iesbl, ITYHKTEL,
MOJMYHKThI) MOXKHO TaKKe HyMepoBaTh apaObcKkuMu undpamu. [Toxpasaensl HymMepyroTes
B nipejenax pasaena. Homep moapasnena n1omkeH cocTOSTh U3 HOMepa pasjiesia ¥ HoMepa
nojapaszena, pasfesieHHbIX TOYKOH (Hanpumep, 1.2). HoMep myHKTa J0JKEH COCTOATH U3
HOMepa pasfena, noapasneia W IIyHKTa, pa3leleHHbIX To4ykaMu (Hampumep, 2.3.1).
[TyHKTBI IpH HEOOXOAUMOCTH MOTYT IOIAPA3JAEIATHCS HAa MOAMYHKTEI, KOTOPBIE JOIKHbI
MMeTh TMIOPSIIKOBYIO HyMepalio B IIpeIesiaX KaXa0ro MmyHkTa (Hampumep, 1.2.2.1).

Bu3bl mpocTaBAroTCS Ha 0OOPOTHOH CTOpOHE MOCIeNHEro JHCTa MPOEeKTa yKasa
(pacniopsiKeHUsl) B HIKHEH ero 4acTH.

Ha npunoxeHusx K MpoeKTaM yKa3oB (pacropsDKeHH ) BU3bI IPOCTABIIAIOTCSA TaKkKe
Ha 000pPOTHOH CTOPOHE MOCIIETHETO JIUCTA TIPHIIOKEHHUS.

5.3. IloaroToBka u odopmiieHHe TPOEKTOB akTOB [IpaBUTENLCTBA
Poccuiickoit @enepanuu

53.1. IloarotroBka u oQOpMICHHE TMPOEKTOB akTOB (IIOCTAHOBJIEHHH U
pacnopsbxenuii) [IpaBurensctBa Poccuiickoit @enepaiinu Mpou3BoaAsTCs YupexKaeHueM B
COOTBETCTBHM C  IIOPSAAKOM, YycTaHaBiuBaeMbM [IpaBurensctBoM  Poccuiickoit
Oenepanuu.

5.3.2. TlpoekT mocraHOBIEHHS WM pacrnopsokeHus IIpaButenscTBa Poccuiickoi
Denepanyy neyaTaercs Ha CTaHIAPTHOM JHcTe Oymaru Gopmara A4 mpudToM pasMepom
Ne 14. TIpoekT akTa UMeeT cleayrolIHe PEKBU3UTHI:

HaumenoBanue Buzma akrta - noctaHoBieHuHe [lIpaButensctBa Poccuiickoii
@Denepauuu Uy pacnopsokerue [Ipasurensctsa Poccutickoit @enepanuu.

Jlata aKkTa oTraensercs OT HaUMEHOBaHUS BUIA aKTa MEXCTPOYHBIM HHTEPBAIOM
24 nr, odopMiseTcsi CIOBECHO-LU(POBBIM CIOCOOOM, TIeYaTaeTcs eHTPOBAHHBIM
criocoboM, MPOCTaBISETCS MIPU MOANUCAHHH aKTa.

Wnpnexkc (Homep) meyaTaercs apaOCKUMH HH(DpaMH M COCTOMT M3 3Haka «Ney H
MIOPSIIKOBOIO HOMEpPA JOKyMeHTa (Hanpumep, Ne 143).

K mopsaxoBoMy HOMepy pacropsbkeHus depe3 neduc nobapiseTcss OykBa «p»
(narmpumep, Ne 153-p).

Mecto usnanus - otaensercs oT pekBU3UTOB «Jlata» U «HoMmep» MeXcTpoYHBIM
UHTEpBaJIOM 24 0T U opopmIIsieTcs HEHTPOBAHHBIM CIIOCOOOM.

3arojioBOK - MOpAAOK O(OPMIIEHHS 3arojoBKa aHaIOTH4YeH O(OPMIIEHHIO 3TOTrO
pPEKBHU3UTA B IIPOEKTaX yKa3oB (pacnopsikeHul ) [Ipesunenta Poccuiickoit @enepanumu.

Texcr oTnmensercs OT 3arojoBKa MEXCTPOYHBIM HHTepBaJioM 24 - 36 nT u
nevaraercs WpupTom pazmepoM Ne 14 ¢ wHTepBasom 18 nT.

Texct neuaraercs OT J1I€BOM IPaHULBI TEKCTOBOTO IMOJISI M BEIPABHUBAETCS I10 JEBOM
¥ NIpaBoO# rpaHulaM TekcToBoro nous. [lepeas cTpoka ab3ana HaYUMHAETCsl Ha PACCTOSHUH
1,25 cM OT neBOM rpaHULIbI OJIS.
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Texct MoxeT mnompasmensTbes Ha KOHCTaTUPYIOLIYI0 4YacTh (mpeambyny) u
MOCTAHOBJIAIOLIYFO YacTh (B PACMIOPSHKEHUSIX - PACTIOPATUTETBHYIO).

IIpeambyna B npoekrax mocraHosnenuit IIpaButensctBa PoccHiickoit ®eneparuu
3aBepuiaercst  cioBamu  «IIpaButensctBo Poccmiickoit ®enepalii  OCTaHOBISLETY,
TOC/ICAHEE CIIOBO Ne4YaTaeTCs MONYKHUPHBIM LIPU(GTOM BPa3psIKYy.

IIpeamOysia MOXeT OTCYTCTBOBaTh, €CIM IpEANHCHIBAEMBIE ICHCTBHS  He
HY)XIAIOTCS B pa3bSICHEHHUH.

[loctanoBnsromast  (pacnopsauTenbHas) — 4YacThb IIPOEKTOB  I[TIOCTAHOBJIEHHH
(pacniopsxennii) [IpaButensctBa Poccuiickoit Denepaluy, KaK IpaBuIio, IMOAPa3IeIIeTCs
Ha ITyHKTBHI.

[IyHKTBI HyMepyroTCcst apaGCKUMU UMPAMH ¢ TOYKOi U 3ar0JI0BKOB He HMEIOT.

[Ipy HaIMYUH NPUIOKEHHH K IOCTAHOBIIEHHUIO (pacnopsbxenuto) IlpasurenscTBa
Poccuiicko#t @enepanuu B TeKCTe Ha HUX 0093aTeIBHO J€1aeTCs CChLIKA.

Ilonnucek oTaenseTcs oT TeKCTa MEKCTPOYHBIM HHTEPBAIOM 36 NT H COCTOMT U3
cnoB «Ilpencenarens IlpaButensctBa Poccuiickoit ®Menepanmm», MHMNMATA HMEHH W
damunnu [Ipencenarens [IpasutensctBa Poccuiickoii ®enepaunu. Crnosa «IIpencenarens
[IpaBurensctBay u «Poccuiickoit Meneparuuy MeyataroTcs B IBe CTPOKH uepe3
I Mexcrpounsiii unTepBan. Cnosa «Ilpencenarens IIpaBUTeNbCTBAa» MEYATAIOTCS OT
JIeBOM TpaHUIIbl TEKCTOBOTrO Mojs, a cioBa «Poccuiickoit Denepanuny LEHTPUPYIOTCH
OTHOCHTEJIbHO TNEPBOH CTPOKH pekBH3WTa. MHuIman umenu u damunus Ipencenarens
IIpaBurensctBa Poccuiickoli ®enepaumn neuatarorcs y mpasoii IPaHULBl TEKCTOBOIO
HOJIA.

[Ipunoxenuss K mpoektaM akToB  (TIOCTAQHOBNEHWH U pacropsiKeHuH )
[IpaButensctBa Poccuiickoit ®enepanun MmevataroTcs Ha OTHEIBHBIX JIMCTAaX Oymaru u
BU3UPYIOTCH.

PasMepsl mosnel, WpPHQTBI U MeXCTPOYHBbIE MHTEPBAIbl NP [eYaTaHUM TEKCTa
MACHTUYHBI pasMepaM, MPUMEHSEMBIM IIpd OGOPMIIEHHH TEKCTOB IOCTAHOBJIEHHI
(pacriopspkeHwHir ).

ITopsinok odopmiIeHHs TPUIOKEHHH K MPOEKTY MOCTAHOBJIEHHS (pacniopsikeHHs)
IIpaBurensctBa Poccuiickoli @enepaimn aHanorudeH ohOPMICHHUIO IIPUIIOKEHUM K
MpoeKTaM yKa3oB (pacniopsikenuit) [Ipesunenta Poccuiickoii ®enepariu.

Busbl mpocrapnsiorcs Ha OOOPOTHOM CTOpPOHE MOCTEIHEro JHCTa [IEPBOTO
SK3eMIUIsipa (IOMVIMHHMKA) NIPOEKTa IOCTAHOBIEHHS (PACIOPSIKEHHS) B HUKHEH ero
YacTH.

5.3.3. Ecnmu B Tekcre mnpoekta akta IlpaBurensctsa Poccuiickoit ®enepaumu
YIOMHUHAIOTCA paHee MNpuHATble akThl [Ipesunenta Poccuiickoit ®enmepauuu wuiu
I[IpaButensctBa Poccuiickoit ®enepanuu, TO AeNaeTcs CChUIKA Ha COOTBETCTBYIOIIUH
OuUHATBHBIA HCTOYHHUK HX OIyOJIMKOBAaHHMS, HAIPUMep:

«(CoOpanue 3akoHOHaTeNbCcTBA Poccuiickoi @enepanun, 2005, Ne 3, c1. 6)».

Ecmu noarorasnusaemeiil akt IpaButenscta Poccuiickoit ®eneparun Bieuer 3a
CO0Olf BHECEHHe W3MEHEHHH WIH JONONHEHMH B JpyrHe aKThl IIpaBuTennpcTBa
Poccuiickoit ®enepanuy, 3TH H3MEHEHUs MM JOIMOJHEHHS BKIHOYAIOTCS B IIPOEKT
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[IOATOTABIMBAEMOI0 aKTa MM [PEACTABISIOTCS B BHAE CAMOCTOSATENIBHOIO akTa
OJTHOBPEMEHHO C HUM.

Ilpoext akta IlpaButensctBa Poccuiickoit @enmepauuu 1Mo  opraHu3aLyu
UCTIONIHEHHsT (DellepalbHOrO0 3aKoHa MIH akTta IIpesunenra Poccuiickoii ®enepanuu
JAOJDKeH COIEep)KaTh CCBUIKY Ha COOTBETCTBYIOIUUMN defepanbHbIi 3aKOH WM aKT
IIpesunenra Poccuiickoii @enepanuu.

5.3.4. B mpoekrax mnocraHosienuii [IpaButensctBa Poccuiickoit ®enepaunu
YOOTPEOIAIOTCS IOJHBIE OQUIMaATbHbIE HAWMEHOBAHHMS OPraHOB W OpraHM3allui,
MIPOEKTaX PacIOpsKEHUH - UX COKpalleHHbIe OhUlIMaIbHbIE HAUMEHOBAHHS.

5.3.5. JIokyMeHTBI (IIpOrpaMMBl, TIOJ0KEHHs, perIaMeHThl, IIaHbl, HOPMBI U T.IL.),
KOTOpbIE TNpeaIaraeTcss yTBEPAUTh IOArOTaBIMBAEMbIM NPOEKTOM akTa [IpaBuTeNbCTBa
Poccuiickoii @enepauru, B 00s13aTeIbHOM MOPSIKE NPHIAralOTCsl K JAaHHOMY IIPOEKTY
aKTa.

5.3.6. CnpaBka K IpPOEKTy IIOCTaHOBIEHHS (pacropsbkeHus) odopMmisercss Ha
CTaHIapTHBIX JHCTax Oymaru ¢opmara A4 U UMeeT ClIeAyIOIIHe PEKBU3UTHIL:

HanMmeHoBanWe BHMIa [OKyMeHTa - IIe4aTaeTcsi IIPOMKCHBIMH OyKBaMu 2
MEXCTPOYHBIMH HMHTEpPBAJaMU HUXXE BEPXHEH IpaHULIbl TEKCTOBOIO MOJIs, BBIAEISETCS
TIOJTY>KUPHBIM IIPA(TOM U BEIPAaBHUBAETCS 110 LIEHTPY.

3aroj0oBOK  OTHENS€TCS OT MpedbLAyLIEro peKBH3UTA 2  MEKCTPOUHBIMH
UHTEpBajlaMH, I[1€4aTaeTcs CTPOYHBIMM OyKBaMM dYepe3 | HHTepBaj, BbIIEISIETCS
TMOTY>KUPHBIM IIPUMTOM U BBIPABHUBAETCS 110 LIEHTPY. Toyka B KOHIE 3arojOBKa He
CTaBUTCS.

B 3aronoBke yKasplBaeTCs I[IOJJHO€ Ha3BaHHWE IMIPOEKTAa  IOCTAHOBJIEHHUS
(pacropsKeHHs1), K KOTOPOMY IOATOTOBJIEHA CIIPaBKa.

Texct otmensercs oT 3arojoBka 3 MEXCTPOUYHBIMH HHTEpBAJaMH, I€4aTaeTCs
mwpudToM pazmepoM Ne 14 yepes 1,5 untepnana.

Ilepsasi cTpoka ab3auma meuyaTaeTcss Ha paccTOSIHUU 1,25 ¢M OT JIeBOM TpaHMIIBI
TEKCTOBOTO IOJISI.

B TekcTe KpaTKo H371araloTcsi MOTHUBBI BHECEHHS NpPOEKTa, 00OCHOBaHHE M CYTh
IIPOEKTa, HaJIM4YKMe pa3sHOIVIaCHH, pe3yIbTaThl IPOPabOTKU U SKCIIEPTU3BI.

[loanuce oTaensieTcst OT TeKCcTa 3 MeXKCTPOUHBIMU HHTEPBaIaMHu.

[loanuce BKItOYAaeT HAUMEHOBAHUE JOJIKHOCTH JIMLA, OAMKUCHIBAIOLIETO CIIPABKY,
€ro JINYHYIO MOAMUCH U paclIMdpPOBKY MOAMUCH (MHUIHAIBI U GaMUITHIO).

HaumeHoBaHMe NOKHOCTH IedaTaeTcsi OT JIeBOW IpaHUIIbl TEKCTOBOTO OIS Yepes
1 MEXCTPOYHBIM UHTEPBAI U LIEHTPUPYETCSI OTHOCUTENIBHO CaMOM IJTMHHOW CTPOKH.

PacimndpoBka NOANMUCH pacronaraeTcss Ha ypOBHE IOCHeIHEH  CTPOKH
HAaMMEHOBaHUS JOJDKHOCTH 0e3 mpodena Mexay WHULKaTaMu U pamunuei. [locraeaHsis
OykBa B paclIu(poBKe MOANUCHA OTPAHUYUBAETCS MIPABBIM IMOJIEM.

[Ipy HaMYHAM HECKOJbKUX MOJAMMCEH OHHU pacIojiaraloTCs OJHA MO JPYyTOd B
COOTBETCTBHUH C 3aHUMAEMBIMHU JOJDKHOCTSMH.

[Toanucu oTaenasrOTCs O1HA OT APYroi 1 - 2 MyCTBIMH CTPOKaMHU.



5.4. Ilonroroska u oopmiIeHHE IPOSKTOB IIPHKa30B MUHUCTEPCTBA CIOPTA
Poccuiickoit ®enepanuu

5.4.1. Ilpoektsl mnpuka3oB MuHncrepctBa crnopra Poccuiickoit ®enepaimn
NeyaTaloTCs Ha CTAaHIApTHBIX OJaHKaX yCTAHOBIEHHON (GOPMBI M JOKJIAABIBAIOTCS IS
MOAMKMCH TIPU HEOOXOIMMOCTH CO CIIPaBKOM, KOTOpas [IOJKHA COIEpXkaTb KpaTKoe
M3JI0KEHHE CYTH IpHKa3a, 000CHOBaHHE €ro HeOOXOIUMOCTH, a TAKIKE CBEIECHHUS O TOM,
Ha OCHOBaHHMM Yero IOATOTOBIEH MPOEKT M C KeM corjacoBaH. JlaToi mpHkasza sBiseTcs
JlaTa ero MoJMUCaHus.

5.4.2. Ilpuxa3 MunucTepctBa criopta Poccuiickoit Denepanuy uMeeT claepyronue
PEKBHU3HUTHI:

rep6d Poccuiickoit @enepanuu;

HaMMeHOBaHHe (elepaJbHOr0 OpraHa UCIONHUTENbHOW BIaCTH — MHMHHCTEpPCTBO
cniopta Poccuiickoit @enepanuu;

HaMMEHOBAaHHUE BUAa TOKyMEHTa — ITPHKa3;

naTy.

3aroi0BOK JOJUKEH KPAaTKO U TOYHO OTpaKaTh COAEpP)KAHHUE TEKCTa NMpukasza. Touka
B KOHIIC 3ar0jIOBKa HE CTaBMTCH. 3aroJIOBOK MEeYaTaeTCsl MOIYKUPHBIM IMIPUMTOM Yepes
1 MeXCTpOYHBINA HHTEPBAJI, HAIPUMED:

06 yrBepxaennn @eepasbHOr0 CTAaHIAAPTA CNOPTHBHOM MOATOTOBKH 10 BHAY
cropra 0006c. el

3aroJoBOK K JOKyMeHTaM, O(OpPMIEHHBIM Ha OJaHKax ¢ [POAOIBHEIM
pacIonoXeHHeM PEKBU3UTOB, BEIPABHUBACTCS 10 LIEHTPY.

Texkcr otnensercst oT 3aronoBka 2 - 3 MEXKCTPOYHBIMH HHTEPBATaMU H I1€9aTaeTcs
mwpudToM pasMepom Ne 14 yepes 1,5 uHTepBasa OT JIeBON IPAHHUIBI TEKCTOBOIO IO U
BBIPABHUBAETCS I10 JIEBOM M IPaBOM rpaHHllaM TeKCTOBOro mnojs. [lepsas cTpoka ab3aia
HAa4YyHMHAaeTCs Ha pacCTOSHUU 1,25 ¢M OT JIeBOM rpaHULIbI TEKCTOBOTO ITOJIS.

Texcr nmprkasa MoXeT cOCTOSTh M3 2 yacTel: KOHCTaTHpyolled (mpeaMOyiibl) u
PacCloOpsSIAUTEIBHOH.

B xoHCTaTHpylOLel 4acTH KpaTKO M3JararoTcs Ledd U 3a1a4H, GaKThl ¥ COOBITHS,
[IOCITYKUBILIME OCHOBAaHWEM Ul W3daHWs Npuka3za. OHa MOXXET HAYHWHATBhCS CIOBAMH
«B LeNAX», «BO HCIOJHEHWe» W T.A. Eciu npuka3 usznaercs Ha OCHOBAHHWM JIPYrOTO
JOKYMEHTa, TO B KOHCTaTHUPYIOLIeH 4acTU yKa3blBaeTCs HaUMEHOBaHHWE 3TOr0 JOKYMEHTa
B POIUTEILHOM MaJeXe, ero aBTop, 1aTta, HOMep U 3aroJioBOK.

[IpeaMOyna B MpoeKTax NPUKa30B 3aBepIIAeTCs CJIOBOM IPHUKa3bIBal0, KOTOPOE
[e4aTaeTcs Bpa3psaKy.

PacnopsiautensHas 4acTb JO/DKHA COJAEP)KaTh MEPEUHCIICHHE IPeaNUChIBAEMBIX
NEHCTBUM C YKa3aHHMEM HCIIOJTHHUTENs KaXIOro [eWCTBUST W CPOKOB HCIIOJIHEHHS.
PacnopsiauTensHas 4acTb MOXET [J€IMTbCS Ha IIYHKTBl U TOJAINMYHKTBI, KOTOPBIE
HyMepyroTcs apaOCkuMu Lubpamu. JlelcTBUS OAHOTO XapakTepa MOTYT OBITh
NIEPEYMCIIEHE] B OJHOM IIyHKTE. B KadecTBe MCIONIHUTENEH YKa3bIBAIOTCS AeMapTaMeHThI
UIM KOHKPETHBIE [OJDKHOCTHBlE suua. [locienHuil MyHKT pacloOpsOUTEIbHOM YacTH
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MOXET COIepKAaTh CBENCHHA O NeNapTaMeHTe WM JOKHOCTHOM JIMIE, Ha KOTOpOe
BO3J1araeTcsi KOHTPOJIb 3a UCIIOTHEHUEM TIPHKa3a.

Ecu nprikas U3MeHseT, OTMEHSeT Ml JONONHSET paHee H3NaHHbIH JOKYMEHT WJIH
KaKHe-TO €ro IOJIOKEHUs, TO OJUH U3 ITyHKTOB PaclOpPSIUTEILHON YacTH TEKCTa TOJIKEH
COACPXKATh CCBUIKY Ha OTMEHSEMBIA JOKYMEHT (IyHKT IOKYMEHTa) ¢ yKa3aHHeM ero
JaThl, HOMEpPA M 3aroioBKa. TeKCT MyHKTa NOJKeH Ha4YUHAThes cioBamH «IIpH3HATH
YTPaTUBILUUM CHITY...».

B mpukas He ciemyer BkIO4YaTh NyHKT «[IpHKa3 OOBECTH 10 CBEICHHS...».
JlemapTaMeHThl (NOKHOCTHBIE JIMLA), 10 CBEIEHMS KOTOPHIX JOBOIUTCS npuUKas,
NEPEYUCIAIOTCS B yKasaTelle pPAaCCBUIKM, KOTOPBIA HCIIOJIHHUTENb TOTOBHT BMECTE C
[IPOEKTOM TpHKa3a.

Bu3bl BKIIOYAIOT JINYHBIE NOMUCH BUSHPYIOIINX, PACIIMbPOBKY MOAMUCEH H AaTy.
Mecto pacronoxeHus BU3 aHAJOTHYHO UX PACMONOKEHHIO Ha yKa3ax (pacriopspKeHHSIX)
IIpesunenta Poccuiickoii @enepanmu.

Iloamuce cocTOMT M3 HaMMEHOBAHHS JODKHOCTH JIMLA, MOMUCABIIErO TOKYMEHT,
JIUYHOH MOINHUCH U paciuuPOBKH MOANHCH (MHULKATBI, haMUIHS).

HanmeHoBanue IOMKHOCTH Ie4yaTaeTcss OT JIEBOH TIpaHMIBI TEKCTOBOIO TIOJ,
HHULKAJIBI ¥ QaMHJIHUS - OT PaBOi MPaHMIBI TEKCTOBOTO MOJIS.

IIpukassl moamuceiBaeT MHHHCTP, a B €ro OTCYTCTBME - CTaTC-CeKpeTaph -
3aMecTuTeb MUHHCTPa Wik 3aMecTHTe T MUHUCTPa B COOTBETCTBHH C IIPABOM TIOAIHCH,
YCTaHOBJICHHBIM B IIPUKa3€e O pacrpeneieHHH 00I3aHHOCTEN.

IlpunoxeHuss K TNpuKasy  BUSHUPYIOTCS.  JMPEKTOPOM  JeNapTaMeHTa,
MOATOTOBUBINEr0 MpOeKT. [Ipy HanM4u¥ HECKOJBKUX MPHIOKEHUH IIPUIOKEHHUS
HyMepyroTCs. BHeceHHe n3MeHeHui B MOAMMCAHHBIM NpPHKa3, a TAK)Ke B COTrTACOBAHHKIMN
IPOEKT JOKYMEHTa He OIyCKaeTCs.

5.4.3. CoBMecTHBIe IpUKa3bl (elepalbHBIX OPraHOB HCIOJHHUTEIbHOM BIACTH
neyaTaroTCs Ha CTAaHIAPTHBIX JIMCTax Oymaru gopmara A4 (210 x 297 mm).

[Ip1 0opMIIEHUH COBMECTHOTO MPUKA3a:

HalMEHOBaHUsl (eNepalbHBIX OPTaHOB UCIIOHUTEBHOM BIACTH PacIoIaraloTes Ha
OJIHOM YPOBHE;

HaWMEHOBaHKe BH/a JOKYMEHTA - [IPUKA3 - PacIoaraeTcs HIEHTPOBAHHO;

JlaTa COBMECTHOI'O TIPHKa3a - €IMHas1, COOTBETCTBYET JAaTe 0oJiee MMO3AHEN MOAHCH;

PeruCTpalMOHHbIM HOMEDP JOKyMEHTa, COCTABIEHHOIO COBMECTHO ABYMS U Goiee
OpraHu3alUsIMH, COCTOUT U3 PErHCTPALMOHHBIX HOMEPOB MOKYMEHTA KaXXIOH M3 3THX
OpraHHM3allMHi, MPOCTAaBISEMbIX Yepe3 KOCYH 4epTy B IOpSAKE yKa3aHHWs aBTOPOB B
JIOKYMEHTE;

NOATNMCH PYKOBOAMTENEH (efepalbHBIX OPraHOB HCIIOJHUTEIBLHON — BIIACTH
pacroararTcsi HUXKe TeKCTa Ha OJHOM YPOBHE.

6. Opranusanus 10KyMeHT0000pOoTa U UCIIONHEHUS TOKYMEHTOB
6.1. Opranuzanus T0OKyMeHT0060pOTa

61.1. JIBikeHHe NOKYMEHTOB B YUPEKIEHHH C MOMEHTAa HX CO3[aHHS WIH



TIOJTyHCHHs 110 3aBEPLICHHUS HCIIOJHEHUS UK OTIIPABKU 00pa3yeT 10KyMEeHTO060pOT.

6.1.2. TTopsiiok NPOXOXKJIEHHSI JOKyMEHTOB M OTIepALIHH, IPOM3BOJUMBIE C HUMH B
YUpe)IeHUH, PperamMeHTHPYIOTCS —HacTosiilel MHCTpYKuMed ¥ 10KHOCTHBIME
UHCTPYKLHUSIMHU COTPYIHHKOB.

6.2. Opranu3anus 10CTaBKH JOKyMEHTOB

6.2.1. [loctaBka IOKYMEHTOB B VYupekIeHHe OCYIIECTBISETCS CpeACTBaMHU
IOYTOBOH, (eNbIberepcKoii 1 3IeKTPOHHOMN CBSI3H.

C mnoMompr0 MOYTOBOH CBS3M B YUpeXOeHHe JOCTaBISeTCS ITUCHMEHHAs
KOppECIOHCHIHS B BUIE TIPOCTHIX M 3aKa3HBIX IKCEM, TOYTOBBIX KapTodek, 6aHaepoeit
U MEJIKUX IMTaKEeTOB, a TAK)Ke IeYaTHbIE U3IaHUS.

6.2.2. Tlo KaHamaM O3J€KTPOHHOH  CBSI3H  JOCTABISIOTCH: TeJIErpaMMBl,
(hakcorpammel, TeneOHOrPaMMBI, 31EKTPOHHBIE JOKYMEHTHI, a benpaberepckoit CBA3bI0
0Cc000 BaKHbIE (CEKPETHBIE) JOKYMEHTHI.

6.3. Ilpuem, 06paboTka 1 pacrpeeneHue MOCTYIAIMINX JIOKYMEHTOB

6.3.1. [lokyMeHTEl, mocTynaroumue B YupexaeHHe Ha OyMa)XHBIX HOCHTEJSX,
MPOXOIAT MEPBUYHYIO 00pabOTKy, NpelBapHTENbHOE DAaCCMOTPEHHE, PEerHCTPALHMIO,
CKaHUPOBAaHUE B CUCTEMHBIN apXUB U HANPABIISIOTCS UCTIOTHUTEIISM.

IlpreM u mepBuYHas 06paGOTKa HOKYMEHTOB OCyIecTBIseTcs OOLINM OTIENIOM
HJIH CTPYKTYPHBIM IMOJAPA3NENCHUEM, B KOTOPHIH aIpecoBaH NOKYMEHT B TE€YeHHE Tpex
nHel. KoHBepTEI ¢ 10KyMeHTaMH BCKPBIBAIOTCS! (32 HCKIIOYEHHEM KOHBEPTOB C OMETKO
«IHYHO»), IPOBEPSAETCA MPaBHIBHOCTH IOCTABKHM, LEIOCTHOCTh YIIAKOBKH JOKYMEHTOB.
Omn6o4HO 10CTaBIEHHBIE [OKYMEHTBI MEPECHLTAIOTCS [0 MPUHALIEKHOCTH HITH
BO3BpAIlalOTCS  OTHpaBuTeN0. KOHBEPT OTHpaBuUTEeNs IOAIIMBAETCS BMECTE C
JOKyMEHTaMH B JeJIO.

[Tosy4eHHBIH TOKYMEHT PErHCTPHpYETCS B PerHCTPALMOHHO-KOHTPOIBHOM (opme
(nanee — PK®) B TeueHun Tpex [IHel co QHSA mocTyruieHus. Ha MIOJIyY€HHOM [1O0KYMEHTE
NIPOCTABNSETCS PErHCTPALIMOHHbIA [ITaMIl. PerncTpallMOHHBINA MITAMII IPOCTABISETCS B
MpaBOM  HIDKHEW 4YacTH  JIMLEBOM  CTOPOHBI MEpPBOH  CTPAHMLIBI JIOKYMEHTa.
PerucTpallHOHHBIH WTAMIT CONEPXKHUT COKPAIEHHOE HAUMEHOBaHHe YupeKIeHus, aTy u
PErUCTPALIHOHHBIN HOMED.

6.3.2. JlokyMeHTsl, anpecoBaHHble JIUpeKTOpy WM 0e3 yKaszaHHS KOHKPETHOTO
JMla WK CTPYKTYPHOTO IOApa3ielieHus, IpeJBapHTeNbHO paccMarpuBaroTces OOLIMM
OTIEJIOM U PaCIpeesOTCs M0 CIIUCKY 3HAYHMOCTH.

IlpenBapuTeNbHOE  PacCMOTpEHHE  JOKYMEHTOB  INPOBOIUTCS C  LENBIO
pacrpeneieHus MOCTYMUBILUX JOKYMEHTOB Ha Tpebyrolue 0053aTeIbHOTO pacCMOTPEHHUS
JIMpeKTOpOM M Hampas/seMble HENOCPEACTBEHHO B CTPYKTYPHBIE MOApPA3IENeHHS W
OTBETCTBEHHBIM UCTIOJTHUTEISM.

JlokyMeHTBI,  Tpelyiomue 00s3aTeBHOTO  PacCMOTPEHHS H  PEe30JIIOLMH,
HanpapnatoTes lupekropy. OcTaibHble NTOKYMEHTHI HAIpPABISIOTCS KOHKPETHOMY JIHLLY
WK B COOTBETCTBYIOLIEE CTPYKTYPHOE MOApa3eeH’e Ha OCHOBAHUH YCTAHOBIEHHOTO B
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YupexneHuu pacripeiesieHust 00S3aHHOCTEH 01 ITOMHCh.

PaccmoTpenHsle JIupekTopoM HOKyMeHThI Bo3BpaliawTcs B OOIMH oTaes, rae B
PK® BHOCHTCA colepKaHue Pe30IOLUH, a TOKYMEHT (KOTIHS) llepeaaeTcsl Ha UCIIOHEHUE
C OTMETKOH O MOJIy4YE€HHUH U BHOCITCS B CUCTEMHBIN apXUB YUpeKIeHHS.

6.3.3. 3aperucTpupoBaHHBIH TOKYMEHT pa3MeIIaeTcs OTBETCTBEHHBIM JIMIIOM Ha
BHPTyallbHOM cepBepe YupexiaeHus cloud.mail.ru (nanee — BuUpTyanbHBIH cepBep), a
TaK)K€ Ha CHUCTEMHBIM apXuB YYpeXICHUS. 3aperuCTPUpPOBaHHBIE JIOKYMEHTHI,
pasMeIlEeHHbIE Ha BUPTyaJlbHOM CepBepe YUpekAeHHUs, paclpeaestoTcs Mo (haMUIbHBIM
nankaM paOOTHHKOB YUpeXIeHHs, HaXONJIIUMcs B pasaelne «Bxondmue Ha
HCIIOJTHEHHUEY.

6.3.4. Kaxnasili paGoTHUK YupexIeHHs UMeeT IOCTYN K BUPTYaJlbHOMY CEpPBEDPY
Yupexnenus. Kaxnsiii paboTHUK 0053aH cUCTeMaTUYEeCKH MTPOBEPSTh CBOKO (haMUITBHYIO
NankKy Ha cepBepe YUpeKIeHUs Ha NpeaMeT NMOCTYIUIEHHs JOKYMEHTOB, pacipeaeIeHHbIX
€My Ha HCIIOJIHEHHE, C 00513aTeIbHONM OTMETKOM 0 X0/1€ UCTIOTHEHHUS JOKYMEHTA.

6.3.5. IloctynuBmme TeraerpaMMbl IPUHUMAKOTCS MO PACITHCKY C MIPOCTaBIEHUEM
JaTbl U BPEMEHM IIpHEMa, PErMCTPUPYIOTCS, a 3aTeM IepelaloTcsi Ha pacCMOTpEHHUE
Jlupexropy.

6.3.6. Tekct mnocTynuBiIed TenedhOHOrpaMMBbl 3alUCBIBaeTCs (IedaTaercs)
NI0JIy4daTesIeM U OllepaTUBHO Nepenaercs JUIly, KOTOpOMY OHa aapecoBaHa.

6.3.7. Ilpu mepenaue u npueMe JOKYMEHTOB I10 KaHajgaM (aKCHMHIIBHON CBSI3H
He0O0X0AMMO PyKOBOJCTBOBATHCS CIEAYIOIUMHU TPeOOBaHUSIMHU:

0o0BeM IeperaBaeMoro JOKyMeHTa (TEKCTa, CXeMbI, TpadUIecKoro U300paKeHus ),
BBITIOJIHEHHOTO Ha Oymare ¢dopmara A4 4YepHBIM LBETOM, HE MOJDKEH MpeBbIIaTh 5
JTUCTOB,

OTBETCTBEHHOCTh 3a COJEp)KaHHe IepenaBaeMod HH(OpMallMd BO3jIaraeTcs Ha
UCIIOJIHUTEJS, IOATOTOBUBILIETO TOKYMEHT K Nepeaye, i HayalbHUKa COOTBETCTBYIOIIETO
CTPYKTYPHOTO MOJApa3aeIeHHUS;

3afpeniaeTcss mnepeaaBaTh TEKCT IOKYMEHTOB ¢ TMOMeTKo# «J[is ciyxeOGHOro
nons3oBanus» (nanee — JICII);

pa3MHOXeHue nokymeHToB u wu3gaHuil ¢ JICII ocymectBisieTcs TOJIBKO C
MUCBMEHHOTO pa3pellleHus] PyKOBOJACTBA OpraHu3ally U noja koHTposiem Obuiero otnena.
VY4eT pa3MHOXEHHBIX JOKYMEHTOB OCYILIECTBISETCS MO 3K3EMILIIpaM;

NOAJIeKALIUNA TMepenadye AOKYMEHT pPEerUCTPUPYETCs, MOAJIMHHUKUA JTOKYMEHTOB
1ocJie Nepeaaydy BO3BPALIAIOTCS UCIIOTHUTENSIM C OTMETKOH O BPEMEHH OTIIPABKHY;

MOCTYyNHUBIIME (DaKCOorpaMMBbl pPETHCTPUPYIOTCS, TepefaroTcsl aapecaTaMm 0]
pachucKy B I€Hb UX NIpUEMaA, CPOYHBIE - HEMEIJIEHHO;

MOCTYMHUBILUNA Bched 3a (pakcorpaMMoOi MOMJMHHUK JOKYMEHTa HalpaBiIsieTCs B
COOTBETCTBYIOLIEE CTPYKTYPHOE MOApa3AeI€HUE — UCTIOTHUTED;

KoHTpons 3a wucnonbs3oBaHueM (DaKCUMUIBHOM TEXHUKH, YCTAHOBICHHOW B
CTPYKTYPHBIX MOpa3eIeHHUsIX, OCYIECTRISETCS UX HauaJIbHUKAMHU.

6.3.8. JIOKyMeHThI B 3JICKTPOHHOM BHIE, OCTYMAIOLIAE B YUpPEKICHUE, IPOXOIAT
IIpHEeM, PErUCTpaltio, MpeIBapUTENIbHOE pacCMOTpeHHe, paccMOoTpeHue [IUpeKkTopoM B
COOTBETCTBUH C II. 6.3.2 UHCTpyKLIMH.

6.3.9. Ilpuem, perucrtpalus, pacnperejieHie U XpaHeHHUe TOKYMEHTOB U U3J1aHUM
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ACIT ocymectrnsiercs O6wum otnesom, KOTOpEIH pykoBoncTByeTcs CIeLHaTIBHBIMHU
MHCTPYKUMAMH O mopsike oOpalienus c AOKYMEHTaMH, Comep)aiumu CIIyKeOHyro
MH(DOPMALIHIO OrpaHHYeH OO pacnpoctpanenus.

ITpuem u PETHCTpaLUs TOKYMEHTOB B JICKTPOHHOM BHIe B PK®, NOCTYNUBIINUX Ha
SIEKTPOHHBIH anpec Yupesxnenus, OCYyMmecTBaAI0TC OBIIMM OTRe oM.

6.4. Opranuzanus 00paboTkH u mepenaun
OTNPABIIAEMBIX TOKYMEHTOR

JlokyMenThI, oTrpassemsle Yupexnennewm, MIEPEAAIOTCA IOYTOBOMH U 3MeKTPOHHOM
CBSI3BI0.

Obpabotka nokymenros AU OTNPAaBKH W OTIpaBKa IMOYTOBOH K 3JIEKTPOHHO
CBA3bIO OCYILECTBIISETCS MUIOM, IOATOTOBHUBIIMM JOKYMEHT.

Heobxomnmocts  mocsitky alpecaTaMm  OYMaXHBIX OPUIHHAJIOR YKa3aHHBIX
AOKYMEHTOB ONpeNeNseTCs HCIIOMHUTENeM.

JlokymMeHTBI  m1s OTIPAaBKH  OJKHBI  GBITh  MOJHOCTEIO 0(pOpMIIEHHBIMH,
3apErMCTPUPOBAHHBIMH C yKa3aHHeM [I0YTOBOrO azpeca, HoMepa TeTe(OHa/31eKTPOHHOrO
aZipeca WM C yKa3aHHeM Ha pacchuIky.

OrnpaBka s1eKTponHbIx AOKYMEHTOB OCYILeCTBIsIeTCS THLOM, MOIrOTOBUBIIHM HX,
C TIOMOILBIO CPEICTB SIEKTPOHHOMH CBS3H,

OtnpaBka  GymaxkHbIx OPHTHHANOB  OKYMEHTOB  OCYIIecTBIseTes JIULIOM,
OTBETCTBEHHBIM 32 OTIPABKY K IOy 9€HHE KOppeCIOHAeHIINK Ha [ToyTe Poccun.

JIoKyMeHTEI, nomnesxanue OTIIPaBKe, NO/KHBI 00pabaThiBaThCS U OTIIPABIATHCS He
O31IHeE Crenyromero paboyero s

Hocelika unm  3amena Pa3OCIaHHOrO 10  3MEeKTPOHHOH moyTe JOKyMeHTa
OCYIIECTBIAETCS 110 YKA3aHHUIO LA, TMOIMHCABLIEro NOKYMEHT, Ui O6mmum OTIEJIOM.

6.5. TTopsinok npoxoxnenus BHYTPEHHHX JOKYMEHTOR

oopMIIeHHUS.

6.5.2. PasMHOxeHHbIe IK3EMIUIAPBl  MOAMMCAHHBIX K 3apErUCTPUPOBAHHBIX
NIPUKa30B B 00s3aTeNbHOM MOpsiKe PacChUIAIOTCS B CTPYKTypHbIe NoJpa3eneHus, B
BCJICHUU KOTOPBIX HAXOMSTCS paccMaTpuBaemMble BONpOCH.

6.6. Pabora ucnonnurenei ¢ NOKYMEHTaMU

6.6.1. Ucnonuenue AOKYMEHTA IIpelyCMaTpHBaerT: cbop u 00paboTKy HeoGXoaUMOii
HHOOpManuy, HMOATOTOBKY TNpPOEKTa HOKyMeHTa, ero odopmieHue, corjacoBaHHe,
NIPEACTaBICHHE HAa  MOAMUCAHHe (YTBepkIeHHe)  HauanbHuMKaM CTPYKTYPHBIX
flonpasnenenui, Jlupekropy, IIOATOTOBKY K IepechLIKe aznpecary.

Hcnonnurens onpenenser HEOOXOZIMMOEe KOJIHMYecTRO SK3EMILIIPOB NOKyMEHTa,
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NMEPENacT NOKYMEHT Ha THpaxupoBaHue. Ha nokymenr, pacceltaemslit Gollee yem B
HETBIPE aapeca, UCIIOJIHHUTEIb TOTOBUT yKa3aTeb Ha pacchUIKy.

6.6.2. Ilpu omnepatuBHOM pelreHuu BOIIPOCOB 0€3 COCTABJIEHHS NOMOJIHUTEIbHEIX
AOKYMEHTOB HCIIOJIHUTENb AeJaeT OTMETKH Ha JOKYMEHTE: O jaTe NOCTYIUIEHUS (eciiu
00pa3soBajicss HHTEpBal BpeMeHH MEXIYy IOCTYNJICHHEM NOKYMEHTA WU ero I0CTaBKOMH
UCTIOJIHUTENI0), O 1aTaX MPOMEXKYTOYHOTO HCIIOTHEHUS (3ampoc cBeneHuit, TeneoHHbIe
TIEpPErOBOPEI U T.11.), O aTe ¥ Pe3y/IbTaTaX OKOHYATENBHOIO HCIIOJHEHHS.

Bce oT™eTku pasMeriaiotcs Ha CBOGOIHBIX OT TEKCTa MECTAX,

s IlorckoBas cuctema 1o JokyMeHTam
7.1. PerucTparius 10KyMeHTOB

7.1.1. OcHOBOH IOCTPOEHHS TOHMCKOBBIX CHCTEM  SIBJISIETCS peructpauus
AOKYMEHTOB — 3allMCh YYeTHBIX IaHHBIX O JOKyMEHTe MO YCTaHOBJIEHHOMH bopme,
(ukcupylomas GpakT ero co3aanus, OTIPAaBJIEHUS WU MOJTYYEHHUS.

7.1.2. Peructpauuu nmoanexar Bce JAOKYMEHTBI, TPeOYIOILHe yYyeTa, UCTIONHEHUS U
UCII0JIb30BAHUS B CITPABOYHBIX LIEJISX.

Peructpupyrorcs 10KyMeHTBI, mocTymaoomue wu3 APYTUX OpraHM3alMi U oOT
(GU3MYECKUX T, a TAKXKe CO31aBaeMble — BHYTPEHHHE U OTIPABIISEMBIE.

JIOKYMEHTBI PErHCTPUPYIOTCS HE3aBHCHMO OT CII0CO6a HX JIOCTaBKH, Nlepeaay Uiu
CO3IaHHUS.

7.1.3. JIoKyMeHTBI PETMCTPUPYIOTCS OIHH pas: MoCTynaroliue — B TEUEHHE Tpex
JHEH CO IHS NOCTYMJIeHHs (BK/IIOYMTENBHO), CO3aBaeMble — B IEHb NOANMCAHUS HITH
yTBepkAeHus. [Ipu mepenade nOKyMeHTa M3 OIHOIO CTPYKTYPHOI'O MOJpa3feeHHs B
ApYro€ HOBBIH PErHCTPALMOHHBIH HOMEp Ha JOKYMEHTe He [IPOCTaBISeTCs.

7.1.4. PerucTpanusi TOKyMEeHTOB TIPOM3BOINTCS B npenenax rpymni, B 3aBUCHMOCTH
OT HasBaHWA BHAa JOKYMEHTa, aBTOpa M cojaepxkaHHsi. Hampumep, oTaensHO
PErUCTPUPYIOTCA BCA  BXOASIIAA NOKYMEHTALMsl, TNMPHKA3bl YUpexIeHHs, CIyxkeGHas
[epenucka.

7.1.5. Peructpauus MOCTyNAOWHUX, BHYTPEHHHX W OTMPABJIIEMBIX TOKYMEHTOB
npousBoguTces B O61ieM otele.

7.1.6. lokymeHTBI perucTpupytorcs B PK® — sxypranax.

7.1.7. PerucTpallMOHHBEI HOMEp NOKYMEHTa COCTOMT W3 NOPSIIKOBOIO HOMeEDa,
KOTOpBIH, MCXOAss M3 HMHOOPMALMOHHBIX MOTpeGHOCTEH VupexxaeHus, MoXKeT
JOTIONHSTBCS OYKBEHHBIM WM UU(DPOBBIM HHIEKCOM CTPYKTYPHOI'O MOApa3aeileHus,
MHJIEKCOM  Jiela 10 HOMEHKJIAaType Jesl, KOJAOM [OKYMEHTa [0 KJIacCH(pHKATopy
KOpPECTIOHACHTOB, MCIONHUTENEH H Ap. COCTaBHBIE YaCTH PErHCTPALMOHHOTO HOMepa
OTHEJIAIOTCS APYT OT Apyra KOCoi uepToit uimu aeducom.

7.1.8. Komusi 3aperucTpupoBaHHOIO JTOKYMEHTa BHOCHTCS B 3JICKTPOHHBIN apXUB
AIOKYMCHTOB U [IOJILIMBAETCS B COOTBETCTBYIOLIEE TOPSIKOBOMY HOMEPY ZeJIO.

7.2.  CHCTeMHBIif apXUB JOKYMEHTOB
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7.2.1. CucremHbIli apxus AOKYMEHTOB SBJIAETCSH CHCTEMOH CTPYKTYPHPOBAHHOIO
XPaHCHHUS SICKTPOHHBIX JTOKYMEHTOB YUPEKIEHHS C MOMOMIBIO CHCTEMHOLO JUCKa,
00ecneYnBarOIIUi HaleKHOCTD XpaHEHHUs!, KOH(QUAEHINATBHOCTD U pa3rpaHHYeHHe npaB
AOCTyTIa, OBICTPBINA ¥ YIOOHBIH TOKCK.

7.2.2. JlTokyMeHTalHs M0 OCHOBHOH JeSTelbHOCTH XPaHHUTCS B CHCTEMHOM apXHBe
Y4pexIeHUs B COOTBETCTBHH ¢ HOMEHKJIaTypoi aen OO6Liero otaera.

7.2.3. JlocTyn K pemaKTHpOBaHMIO, [IOJTHOMY M3BSATHIO JOKYMEHTa/OB W3
CHCTEMHOT0 apXHB B IPOU3BOLMTCS OTBETCTBEHHBIM JHIIOM/amu OBIIEro oTaea.

7.2.4. CoTpynHUKH YUpexIeHHS MMEIOT IIPaBO MPOCMAaTPUBATh M MCIIOJIb30BATh
JIOKYMEHTBI YYPEXIEHHS B CHCTEMHOM apXHBe.

7.2.5. VHHYTOKEHHE NOKYMEHTOB B CHCTEMHOM apXWBE€ IPOU3BOIUTCI B
COOTBETCTBHE CO CPOKAMH XPaHEHHS 110 HOMEHKJIAaType e YupexIeHHs i Ha OCHOBAHHMU
akTa 00 YHMYTOXKEHMH TeX WIIH MHBIX AOKYMEHTOB, YTBEP)KACHHBIH IHUPEKTOPOM
YYpexxIeHus U MOCTOSHHO JACUCTBYIOIIEH 3KCHEPTHOW KOMHCCHEH 1o MIPOBEICHUIO
SKCNICPTH3BI LICHHOCTH JOKYMEHTOB YupesxkaeHus (nanee — JK).

8. KOHTpoIb HCONHEHHS TOKYMEHTOB

8.1. KOHTponmb HCIIONHEHHS TOKYMEHTOB BKIIOYaeT NIOCTaHOBKY JOKYMEHTa Ha
KOHTPOJIb, PErylTMpOBaHHE XONa HCIONHEHHS, CHATHE HCIOJHEHHOTO JOKYMEHTa ¢
KOHTPOJI4, HAallpaBICHHE HMCIIOJHEHHOr0 JOKyMEHTa B [€JI0, yYeT, 0000IIeHre U aHATU3
XOZa W pe3ylbTaTOB HCIOJHEHHS NOKYMEHTOB, MHOOPMHpOBAaHHE PYKOBOAHTENEH O
COCTOSIHMM HMCIIOJIHEHHUS JOKYMEHTOB.

8.2. KoHTpomio moanexar Bce 3aperHCTpPHPOBAHHBIE JIOKYMEHTBI, TpeOyromue
HCIIOJIHEHHH.

OO6s3aTeTbHOMY KOHTPOIIO  [OZJIEKAT nopyuenus Ilpesunenra Poccuiickoii
®enepaunu, [IpaBurenscra Poccuiickoit Denepanuy, 3anpocsl GenepanbHOro CobpaHnus
Poccuiickoit ®enepaunu, CuerHoit [lamatel PoccHiickoii @enepauuy, [eHepanbHOM
Ilpokypatyper  Poccuiickoit ®enmepammu, [ ocynapcTBeHHONM [lymbel  Poccuiickoi
Denepanny 1 0OpalleHus rpaxaaH.

8.3. KoHTponp HcronHeHus obecrednBaeTcs CHelHaTucTOM OO6mero otmena mno
KOHTPOJIIO TOKYMEHTO000pOTa.

8.4. CreuManucToM M0 KOHTPOJIO AOKYMEHT0000poTa 1HOO B cilydae ero
OTCYTCTBHS — 3aMEHSIOLIMHN ero cotpyaHuK OBILEro oTaena exeHeneIbHo IIpEeICTaBIIsAET
JIMpeKTopy OTY4eT O XOZe WCIOJHEHHS KOHTPOJBHBIX TMHCEM M €ero [IOpyYeHHIH
COTPYIHUKaM CTPYKTYPHBIX MOApa3aeIeHHIA.

8.5. KOHTpO/Mb MCIONHEHHS NOKYMEHTOB CTPOWTCS Ha 0Oase PErucTpaliMOHHBIX
JaHHBIX.

8.6. B ciyuae HeMCIIOJHEHHS TOKYMEHTa B yCTAHOBIEHHbIH CPOK OTBETCTBEHHBIM
CTIPYKTYPHBIM  TIONPa3AC/ICHHUEM MM HCIONHHUTENEM, CHENHATIHCTOM MO KOHTPOJIO
JOKYMeHTO00OpoTa MO0 B Cly4ae €ro OTCYTCTBUSI - 3aMEHSIOLIAN ero COTPYIHUK
Ob1ero otaena HHPOPMUPYET 06 3TOM CITyKeGHOM 3amUCKO HupekTopa.



9. Opranusanus paGoThl ¢ TOKYMeHTaMu B J€IONIPOU3BOICTBE

Opranuzanus paboTsl ¢ AOKYMCHTaMH B JI€JIONPOM3BOACTBE MPEACTABISET COBOI
COBOKYITHOCTB BHIOB paboT, 00ecrnedynBaroIux COXpaHHOCTb, y4YeT, CUCTEMATH3ALIMIO
JIOKyMEHTOB, (DOPMHUpPOBaHHE U 0GOPMIIEHHE JeT Ha AEJI0NIPOU3BOACTBEHHOM CTAIUHU U HX
Nepeaady B apXUB YYpeXIE€HHUS B COOTBETCTBUU C TPeOOBaHUSAMH, yCTAHOBIEHHBIMU
HOPMATHBHO-METOHYECKUMH JOKYMEHTaMH 110 apXHBHOMY A€y U [eJONpPOU3BOICTBY
MunucrepcTBa KynbTypsl Poccriickoit Oenepaunn, OeepalibHOro apXUBHOTO areHTCTBA
Y IPYTUX (henepabHbIX OPraHOB UCIIOMHUTENBHOM BIACTH.

9.1. CocTaBneHne HOMEHKIATYD 1en

9.1.1. Homenknarypa nemn - CUCTEMATHU3UPOBAHHBIA IepeYeHb 3aroJOBKOB
(HaMMeHOBaHHit) 1€, 3aBOAUMBIX B YUpeXIeHHH, C yKa3aHHEM CPOKOB HMX XpaHEHHus,
0OPMIIEHHBIH B yCTAHOBIEHHOM IOPSLIKE.

Homenknartypa men npennasHavena s IPYNIHUPOBKH HCIIOJHEHHBIX JTOKYMEHTOB B
ACTa, CUCTEMATH3alMK M y4eTa e, ONpeNeleHHs CPOKOB HX XpPaHEHHS W SBISETCS
OCHOBOH /Ul COCTaBlEHHsS MTOTOBOHM 3alMCH O KaTeropusix M KOJMYECTBE e
MOCTOSHHOTO (cBbIlIe 10 1€T) 1 BpeMeHHOro (10 10 JeT BKJIFOYMTEJILHO) XpaHEHHS.

9.1.2. Ilpu cocTaBleHHH HOMEHKIATYpBI 1€l CllelyeT pyKOBOJACTBOBAThCS Y CTaBOM
YUpekIeHHs, TaTHBIM PAaclMCaHHeM YUpexeHHs, MNAHAMH M OTYETAMU o pabore,
MCPEHHAMA NIOKYMEHTOB C YKa3aHMEM CPOKOB WX XpaHEHHs, HOMEHKJIAaTypaMu faenl 3a
IpeIIeCTBYIOWKE TOoABl. M3ydyaroTcs DOKyMEHTHI, 00pasyromuecs B JeSTeTBHOCTH
YdpexneHus, UX BUIBL, COCTAB H COIEPIKAHHE.

9.13. B VupexmeHun cocTaBIsoTCs HOMEHKJIATYpbl  Je]1  CTPYKTYpHBIX
nojpasneneHnid. BHOBb cO31aHHOe CTPYKTYpHOE NOIpa3feneHHe o0S3aHO B MeCSUHBIN
CPOK pa3paboTaTh HOMEHKIATYpy Aesl CTPYKTYPHOIO N0ZIpa3/ieJIeHUuss U NPEICTAaBUTh ee
Obwemy ornemy. Kaxmoe crpykrypHoe MoJpa3sie/icHHe HMeeT CBOH HOMep B
COOTBETCTBHH C €KErOIHO YTBEPXKAaeMOH HOMEHKIATYPOH fell.

9.1.4. HomenknaTypa nen cocraBnseTcs B KOHIE KaXI0TO Toja, paccMmaTpuBaeTcs
Ha 3acenannu OK, yTBepikmaercss JIMpeKTOpoM M BBOAMTCS B melicTBue ¢ 1 SHBaps
CJICAYIOIIEr0 KaJeHIapHOTO roja.

9.1.5. B HOMeHKIaTypy nem BKIIOYAKOTCS 3arOOBKH JeJl, OTpakarolllhe BCe
AOKYMEHTHPYEMBbIE y4aCTKH paboThl YupexkaeHusl.

B HOMeHKJIaTypy 1en He BKIIOYAKOTCS MePHOIHYECKHE H3IaHMUS.

9.1.6. I'pahbl HOMEHKIATYp /e 3aMONHSAIOTCS CIEAYIOLIMM oOpa3zom.

B rpade 1 HOMeHKIATYpbl 1€l MPOCTABIAIOTCH MHIEKCHl KAXKIOIO nena,
BKIIOYCHHOTO B HOMEHKIATypy. MHAekc nema COCTOMT W3 YCTaHOBJIEHHOTO B
YupexaeHud UudpoBoro 0GO3HAYEHHS CTPYKTYPHOTO NOJpa3ie/IeHuss U TOPSAKOBOIrO
HOMEpa 3arojioBka 1ieia 0 HOMEHKJIAType B MpelenaX CTPYKTYPHOTO MOApa3leseHus.
Wnnekcsl nen o6osHawarotes apabekumu  mudpam. Hampumep, 01-03, rme 01 -
0003Ha4YeHHe CTPYKTYPHOrO roapasaenenus, 03 — mopsakoBbiii HOMeED 3aroJioBKa Jeja 1o
HOMEHKJIaType.

B HOMeHKnaType nen peKOMEHAyeTcs COXPaHATh OJMHAKOBBIE UHIEKCHl s
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OTHOPOIHBIX 1€J B Mpeaeiax pa3HbIX CTPYKTYPHBIX MOAPA3AEICHUN; IS NePeXOnsIIiuX
JIeJT UHJIEKC COXPaHseTcsl.

B rpady 2 HOMeHKIaTyphl A& BKJIOYAKOTCS 3ar0JI0BKH el (TOMOB, YacTel).

3arosioBOK [Jena J0JKeH 4YeTKO, B 0000LIeHHOH Qopme OTpaxaTb OCHOBHOE
colepKaHue U COCTaB JOKYMEHTOB Jielia.

He nomyckaercs ynotpediieHue B 3arojOBKe Jeja HEKOHKPETHBIX (OPMYIUPOBOK
(«pa3Hble MaTepualibly, «o0IIas Mepernuckay U T.J.), @ TAaKXKe BBOJHBIX CJIOB M CIOXHBIX
obopotoB. He pomyckaercsi ynoTrpeOneHHe COKpAlleHHBIX CJIOB M COKpalleHHBIX
HaMEHOBaHUH (eaepaabHBIX OPraHOB HCIIOJHUTENBHON BIACTH M TOABEIOMCTBEHHBIX
OpraHU3aLUH.

B 3aronoBkax [en, coaepKallMX I[IJJaHOBYIO MWJIM OTYETHYH [IOKYMEHTAlHIO,
yKa3blBaeTcsl Mepuo] (KBapTajl, roa), Ha (3a) KOTOpBIM COCTaBlIEHbI IIaHbl (OTYETHI),
Hanpumep:

Byxrantepckuii otuetr VYupexneHnus 3a 1 momyroauwe, 9 wmecsueB 2016 r. (c
IPUI0KEHUEM OTYETHBIX (HOPM).

Eciu neno OyzmeT coCTOSITh M3 HECKOJBKMX TOMOB WJIM 4HacTeH, TO COCTaBIsAETCS
oOIIMii 3ar0JI0BOK Jefa, a 3aTeM IIPHU He0OXOIUMOCTH COCTAaBIISIOTCS 3ar0J0BKU KaXKI0To
TOMa (4acTH), YTOUHSIOLIME COAEPKaHUE 3aroJI0BKa Jea.

3arosioBOK MPHJIOKEHHUS K ey, CHOPMUPOBAHHOIO B OTHAEJIbHBIA TOM, IOJKEH
COOTBETCTBOBAThH 3ar0J0BKY ITOMEILIEHHOTO B 3TOT TOM I0KyMEHTA.

[Topsimox pacrnofio>keHHsI 3arojOBKOB Jell BHYTPHU paslieloB U I0JPa3fesioB
HOMEHKJIaTYphl 1€l ONpeneseTcs CTEeNeHbI0 BaXXHOCTH JOKYMEHTOB, COCTAaBIISIOLIMX
Ieda, U WX B3aMMOCBS3bI0. B Hauane pacrosararoTcsi 3arojoBKU Jel, COAepiKalluX
OpraHU3allHOHHO-PACIOPSIIUTEIbHYIO JOKYMEHTALHUIO.

3aroJI0BKH A€ MOT'YT YTOUYHSTBCS B Tpoliecce GopMUpOBaHUs U 0(OpPMIIEHHUS Jel.

B rpade 3 ykaspiBaeTcs KoiuyecTBo aei. ['pada 3 HOMEHKIATyphl 1€ 3all0IHSIEeTCs
110 OKOHYaHWH KaJleHJapHOro roja.

B rpade 4 yxa3zpiBaeTcs CpOK XpaHEHMs Jejla, HOMepa CTaTel I10 MEePEUHIo, a IpU
OTCYTCTBHUH — 10 TUIIOBOM WJIM MPUMEPHON HOMEHKIIAType.

B rpade 5 «llpumedaHue» yKa3blBalOTCS Ha3BaHUSl IEpedYHEM [JOKYMEHTOB,
HCII0JIb30BAHHBIX IPH OTpeAeNeHHH CPOKOB XpaHEHHUs Aell, NPOCTAaBIISIOTCS OTMETKU O
3aBeJIeHUM Jel, O IepexOoNslMx aenax (Hampumep, mnepexoxasuee ¢ 2015 r.), o
BBIJE/IEHUH JeJ1 K YHHYTOKEHHIO, O JIMLAaX, OTBETCTBEHHBIX 3a (OpMHUpOBaHHE [ell,
nepenaye aes B APYTyr OpraHU3aluio 1715 NPOIOJDKEHUS | 1p.

9.1.7. Ecau B TeyeHHe Toda B  YUpPeKIOEHUM BO3HUKAIOT  HOBBIE
JOKYMEHTHPOBaHHbIe YYacTKU paboThl, HENMPELYyCMOTPEHHBIE JeJla, OHH JOINOJIHUTEIBHO
BHOCATCS B HOMEHKJIaTypy. Jl1s BHOBb 3aBOAMMBIX Jell, B KaXIOM pasjele
HOMEHKJIATYPhI OCTABIISIOTCS pe3epBHbIE HOMEpA.

9.1.8. [lo okoHYaHUH TOJ1a B KOHIIE HOMEHKJIATYphI 1€l AeaeTCs UTOroBas 3aluch
0 KOJIMYECTBE 3aBEICHHBIX /1€]1 (TOMOB).

9.2. ®opmupoBaHUe U 0HOPMIIEHUE J€e

9.2.1. ®opMupoBaH#e Ael - TPYNINHPOBKA HUCIOJHEHHBIX NOKYMEHTOB B J€jla B
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COOTBETCTBHH C HOMEHKJIATYPOH JeJl U CUCTEMATU3allUsl TOKYMEHTOB BHYTpPH JIefa.

9.2.2. Jlena dhopMupyroTcs B YupexIeHHH LeHTpalIn30BaHHo, B O01eM oTiele, a B
CTPYKTYPHBIX IIOJpa3[eIeHUsAX HaXOAATCS KONUH BCEX CIYKEOHBIX JOKYMEHTOB,
OTHOCSIIIMECS K MX HEINOCPEICTBEHHOM [eSTEeNbHOCTH (BXOOSIIMX M HCXOASIINX
JOKYMEHTOB), KpOMe€ CTPYKTYpHBIX TOJpa3ielieHHH, KOTOpble OTBEYalT 3a
bopMupoBaHUE [esl MOCTOSHHOTO CPOKa XpaHEHHs H M0 JIMYHOMY COCTaBy, TaKhe Kak:
«/IuueBble cyeta pPabOTHUKOB YupekaeHus 3a .. roa», «byxraarepckuit order
YupexaeHus 3a ... roa» 1 Jp.

9.2.3. HcnosHeHHbIE W 3aKOHYEHHbIE JEJONPOU3BOJACTBOM IOKYMEHTBI JOJIKHBI B
5-U JHEBHBIN CPOK cIaBaThbCsl UcnosHUTeneM B OOmwuil otaen aas GopMHUpOBaHHS HX B
nena.

9.2.4. KoHTponp 3a mMpaBUIbHBIM (OpPMHUPOBaHUEM el ocyulecTriaseTcs OOmum
OTZEJIOM.

9.2.5. Ilpu QopMupoBaHuM 1€l HEOOXOAMMO COOJIOAATh CIAEAYIoIIHe obIue
NpaBWja: IOMEIaTb B JEJ0 TOJbKO HCIIOJIHEHHbIE JOKYMEHTBI, B COOTBETCTBHUHU C
3aroJIOBKaMHM JeJ [0 HOMEHKJIaType; TIpyINIUpoOBaTb B [€J0 JOKYMEHTHI OJHOTO
KaJleHAapHOI0 roja, 3a HUCKIIOUYEHHEM MepexXOAsIUX [eJ; pa3lelibHO TpyNIHpoOBaTh B
7ena JOKYMEHThl IOCTOSIHHOTO M BpPEMEHHBIX CpPOKOB XpaHEHHSs; IMOoMellaThb B Jena
KCEpPOKOMUH (pakcorpamm, Terae@oHOrpaMMbl Ha OOLINX OCHOBAaHHUSAX; B €TI0 HE TOJKHBI
MOMEIIAThCAd TOKYMEHTHI, MOJJIeKalllie BO3BpATY, JUIIHUE 3K3EMIUISIPbI, YePHOBHUKH; IO
o0beMy 1eno He AoMkHO mpeBbimiate 250 nuctoB. [Ipu HamW4YuMU B 1ee HECKOIbKUX
TOMOB (4acTeil) HOMep (MHIEKC) U 3aroJOBOK Jesia MPOCTABISIOTCS Ha KaXJIOM TOME C
N00aBIE€HUEM «T. 1», «T. 2» U T.1.

9.2.6. JlokyMeHThI BHYTPH [iella pacloyiaraloTcsi CBepXy BHH3 B XPOHOJIOTHYECKOH,
BOIIPOCHO-JIOTMYECKOM MOC/Ie10BaTENbHOCTH UIIU UX COYETaHUH.

[TonoxxeHusl, UHCTPYKLUHU, YTBEPKAEHHbIE TPUKAa3aMHU, SIBISIFOTCS TPUIOKEHUSIMHU K
HHM U TPYNIUPYIOTCS BMECTE C YKa3aHHBIMU MTPUKa3aMU.

[Ipuka3bl M0 OCHOBHOM AESTEIBHOCTH TPYNIUPYIOTCS OTAEIBHO OT NPUKA30B IO
JUYHOMY COCTaBY.

[IpoTOKOIBI B 1€JI€ pacrojaraloTcsl B XpOHOJOTHYECKOM MOPSIIKE TI0 HOMEpaM.

JIokyMeHTBI K  NOpPOTOKOJaM, CIrpyNIUMpPOBaHHbIE B  OTJAEJbHbIE  Jefa,
CHUCTEMaTU3UPYIOTCS IO HOMEPaM IPOTOKOJIOB.

VYTBepKIeHHbIEe TIJIaHbl, OTYETHI, CMEThI, JIUMHUTHI, TUTYJbHbIE CIIUCKA U APYrUe
JOKYMEHTBI FPYIIUPYIOTCS OTAEIBHO OT IPOEKTOB.

JIoKyMeHTBI B TUYHBIX JIeJlaX PacloaraloTcs 0 Mepe UX MOCTYIIJIEHHUS.

[lepenucka rpynmupyercs, Kak [paBWIO, 3a KajJeHJapHbIH TOA H
CHCTEeMAaTHU3UPYeTCss B  XPOHOJOTHYECKOH  II0CJIeI0BaTEeIbHOCTH; JIOKYMEHT-OTBET
[IOMEIlaeTcss 3a JOKYMEHTOM — 3ampocoM. [Ipu BO30OHOBIEHMM MEPENUCKH 110
oTmpeneIeHHOMY BOTIPOCY, HauaBIlIeMyCsl B MPEeAbIAYIIEM IOy, JOKYMEHTBI BKJIFOYAIOTCS
B JI€J10 TEeKYILero roja ¢ yKkazaHueM HHAeKca Aeja IpeablayIlero roaa.

10. Opranuzaiusi onepaTUBHOTO XpaHEHUS TOKYMEHTOB

10.1. C MomeHTa 3aBelleHUsl U 10 epelayd B apXWUB Jejla XpaHATCA 0 MECTy UX
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bopMupoBaHus.

HauanpHUKU CTPYKTYpHBIX MOApa3/ieleHuid 00si3aHbl oOecreunBaTh COXPaHHOCTH
JOKYMEHTOB U Jel.

B mensx NoBbIlLIEHHS ONEPATUBHOIO MOMCKAa JOKYMEHTOB Jiejia pacroJiararoTcs B
mkadax B COOTBETCTBUHU C HOMEHKJIATYpOH Jed.

Ha xoperikax 00710KeK e yKa3bIBalOTCS MHIEKCHI 10 HOMEHKJIAaType Aell.

3aBeplLIeHHbIE Je1a MOCTOSSHHOTO U BpeMeHHOTro (cBbilie 10 j1eT) CpOKOB XpaHEHUs
XPaHATCS TI0 MECTY MX (hOpPMHUPOBaHHUA /10 KOHIIAa I'ofla, B KOTOPOM CO3/aHkbI Jena, a 3aTeM
CHAIOTCS B apXUB.

10.2. Bblmaya men ApYyrMM CTPYKTYPHBIM MOJApa3leNe€HUSM IPOU3BOAMUTCS C
pa3zpelieHHs] HadyalbHUKa COOTBETCTBYIOLIET0 CTPYKTYPHOIO NojpasaeneHus. Bolnaua nen
COTpYIHHKAM CTPYKTYPHBIX MOApa3feneH’i s paboThl OCYLIECTBISETCS MO PaCIUCKY.
Ha BblmaHHOE 1ero 3aBOOUTCS KapTa — 3aMecTHTelb. B Hell yka3plBaeTCsl yNpaBleHUE,
WHIEKC Jeja, Jara ero BblJayd, KOMY JeJ0 BbIJAHO, JaTa €ero BO3BpALLEHMUS,
npenycMaTpUBarOTCs rpadsl 1715 paclUCOK B MOJy4eHUH U pUeMe Jera.

Jlena BbLOAIOTCS BO BPEMEHHOE I0J1b30BaHUE COTPYIHHUKAM CTPYKTYPHBIX
nonpasaeieHui Ha cpok He Oosee oaHoro Mmecsiua. [locne ucTedyeHUss yKa3aHHOIO CpoKa
JIeJ10 JOJKHO OBITh BO3BPAIIEHO HAa MECTO €r0 XpaHEeHUS.

CTOpOHHHM OpraHu3allMsIM Jejla BbIAAIOTCS HAa OCHOBAaHMM MX ITHCBbMEHHBIX
3aMpocoB ¢ paspeuieHus [IupekTopa no akTam.

M3baTHE JOKYMEHTOB K3 el TIOCTOSHHOTO XpaHEHUs [OIyCKaeTcs B
HUCKITFOYUTEIBHBIX CIIy4asiX U MPOU3BOAUTCS C paspelleHust [JUpeKTopa ¢ OCTaBJIIEHUEM B
Jere 3aBepeHHOM KOMUU JOKYMEHTA U aKTa O MPUYMHAX BbIAAYU MIOJIMHHHUKA.

10.3. ApxuBauuio el B YUpPeKAECHUHU NPOU3BOAUT IPUIJIALLIEHHBIH apXHBapHyC.
ApxuWBapuyC TIpUITAIIaeTCsi B 3aBUCUMOCTH OT HEOOXOAMMOCTH YUpeKIeHHs B
apXuBallM{ HaKOIIJIEHHBIX J€J1.

11. [ToarotoBka u nepenaya 10KyMEHTOB B apXHUB

11.1. B apxuB mepenaroTcs JAejla C UCHOJHEHHBIMH [IOKYMEHTAMH IIOCTOSTHHOTO,
BpeMeHHoro (cBeimre 10 7er) XpaHeHHss M 1O JMYHOMY cocraBy. Mx mnepenava
MIPOU3BOIMTCS TOJBKO 110 OMUCSM JeJT U ¢ cornacoBanus JK.

11.2. Jlena ¢ HCIIOJIHEHHBIME JOKYMEHTaMH TIOCTOSIHHOTO U BpeMeHHOro (cBeiule 10
JIeT) XpaHeHHsl MepearoTcs B apXUB He M031Hee YeM Yepe3 roJl IMOCje WX 3aBEepIICHHS B
JIeJI0TIPOU3BO/ICTBE.

11.3. Jlena mMOCTOSHHOIO W BpeMEHHOTO (40 ¥ cBhime 10 JeT BKIIOYHUTEIBHO)
XpaHeHHs Ha OyMaXKHbIX HOCHUTENSX IepellaloTCs B apXWB 10 KOHIA rojia, B KOTOPOM
CO3/1aHbl JIeJla, @ B CTPYKTYPHBIX TMOJpa3fe/eHUsAX XPaHATCS B CUCTEMHOM apXHBe W 1O
UCTeYEHHH CPOKOB XpaHEHHUS MOIekKaT YHUYTOXKEHHUIO B YCTAHOBJIEHHOM TIOPSIIKE.

11.4. Tlepemaua nen B apxHB OCYLIECTBISETCS MO TpadHKy, COCTaBIECHHOMY
apXWMBOM, COTJIACOBAHHOMY C Ha4ajJbHHUKAMU CTPYKTYPHBIX [OJpasieleHHd U
YTBEPKIEHHOMY JIUPEKTOPOM.

11.5. B nmepuoa MOATOTOBKU [€] CTPYKTYPHBIM IIOApa3fAe€HHEM K Iepenayde B
apxuB, DK npensaputenbHO POBepsieTcs IPaBUIBHOCTD UX (GOPMUPOBaHHMs, OQOPMIIEHHS
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U COOTBETCTBHE KOJMYECTBA eI, BKIIOUEHHBIX B ONUCh, KOJIUYECTBY €I, 3aBEICHHBIX B
COOTBETCTBUM C HOMEHKIATYpOd nHen YupexkneHus. Bce BbISBIEHHBIE TpU MpPOBEpKe
HEI0CTaTKH B  (QOPMHUPOBaHMM M OQGOPMIEHHH el pabOTHUKH CTPYKTYPHOTO
[oJpasiesieH!s 00s3aHbl YCTPaHUTb.

11.6. IIpuem Kaxmoro nena HMPOM3BOIAUTCS 3aBEAYIOUIMM apXuBa B IPHCYTCTBHH
pabOTHHKA CTPYKTYPHOTO Mojpa3feneHus. [Ipu 3TOM Ha 06OMX 3K3EMILIIpaX OINHCH
IIPOTUB KaXJ0T0 JeJia, BKIYEHHOIO B Hee, Je/1aeTCs OTMETKA O HAJWYUM Aenia. B KoHIle
KQXIO0ro SK3eMIUISipa OMHCH YKas3blBAlOTCS LU(paMH W PONKMCHIO KOJIWYECTBO
(aKTHYECKU NPUHATBIX 7€, 1aTa pHeMa-Tepeadn e, a Takke TOIMHUCH 3aBeYIOLIEro
apXHBOM H JIMLIA, [IepeaBIIero aena.

11.7. O100p NOKYMEHTOB 3a COOTBETCTBYIOLIWH MEPHOA K YHHUYTOKCHHIO H
COCTaBJICHHE aKTa U BBIAEIEHHH UX K YHHUYTOKEHHIO NMPOU3BOIUTCS I10CJIE COCTABIEHUS
CBOJHBIX ONUCEH [/ MOCTOSHHOTO XPaHEHHUS 3a ITOT MePUO. YKa3aHHbIE ONUCH U aKThI
paccmatpuBaroTcs Ha 3acenanuy DK YupexaeHus oqJHOBPEMEHHO.

11.8. AKT 0 BBIIENICHUU JOKYMEHTOB K YHHYTOXEHUIO COCTABIISETCS Ha [efla BCEX
CTPYKTYPHBIX NOApa3faeneHudl YupexnaeHus. Ecniu B akTe ykazaHbl nela HECKOIBKHX
CTPYKTYPHBIX MOApa3AeICHUH, TO Ha3BaHHE KaXIOT0 CTPYKTYPHOTO IIOApa3aeiieHus
YKa3bIBaeTCs Iepe]] IpyNIoi 3aroj0BKOB €]l A

11.7. B cny4ae NMMKBHIALMM WM PEOPraHU3ALMH CTPYKTYPHOTO IIOApa3IeNeHH s,
HaYaJlbHUK CTPYKTYPHOTIO TIOApAa3[eIeHHs, B NEPUOA MPOBEICHHUS JTHKBHIALMOHHBIX
MepOTIpUSTHH (QOPMHMpPYET BCe HMEIOIIMecs IOKYMEHThl B 1eia, oQopMmiseT aena H
[IepeacT UX B apXUB, HE3aBUCHMO OT CPOKOB XpaHeHUs. [lepenaya men ocyuiecTnisgercs
10 OTIMCSAM €]l U HOMEHKJIaType Jell.
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[Tpunoxenune Ne 1
K MHCTpYKLIHH 110 1e/101pOU3BOACTBY

B ®I'BY OLIICP

MUHHUCTEPCTBO CITOPTA POCCUMCKOM OEIEPAIIMU
(MHUHCITIOPT POCCHH)

®EJEPAJIBHOE FOCYIAPCTBEHHOE BIOJUKETHOE YUPEXIEHUE
«®EJEPAJIbHbBIA LIEHTP MOArOTOBKH CITOPTUBHOT O PE3EPBA»
(®I'BY ®UIICP)

105064, Mocksa. y1. Kaszakosa. 18
www. fepsr.ru

@ry ounce @6y Sunc

Ten.: (499) 261-72-72. (499) 941-13-01
e-mail: sekretar.fcpsr@gmail.com

Ne

« » 20 T,




MHHHCTEPCTBO
. CIIOPTA
POCCHHUCKOM ®EJIEPALIMH
(MuncnopT Poccun)

®EJEPAJIbHOE FOCYIAPCTBEHHOE
BIO/KETHOE YUYPEKIEHHUE
«®EJEPAJIbHbIN LIEHTP
MOJArOTOBKH CITOPTHUBHOI'O PE3EPBA»
(®T'BY ®LIICP)

105064. r. Mockga, yi1. Kazakosa, 1. 18
Ten.: (499) 941-13-01. (499) 261-72-72
www. fepsr.ru
e-mail: sekretar.fcpsr@gmail.com
- OKITIO 49288745, OI'PH 1027739885436
UHH/KITIT 7709249897/770901001

Ne
Ha Ne oT

[Ipunoxenue Ne 2
K MHCTpYKLMHU [10 1€TI0MPOU3BOICTRY
B ®I'BY OLIICP



[Ipunoxenue Ne 3
K MHCTpYKIIMHU 110 1e7I01pOU3BOACTRY

B ®I'BY OILIICP
MHWUHHUCTEPCTBO CTTIOPTA POCCUHMCKOM ®OEIEPALIMH
(MHUHCTIOPT POCCHH)
PEJAEPAJIBHOE 'OCYJIAPCTBEHHOE BIOIKETHOE YUYPEXKJIEHUE
«PEJEPAJIBHbIA LEHTP MOATOTOBKH CIIOPTUBHOI'O PE3EPBA»
(®T'BY ®LIICP)
105064. Mockaa, y:1. Kasakosa, 18 Ten.: (499) 261-72-72. (499) 941-13-01

www.fepsr.ru e-mail: sekretar.fcpsri@gmail.com

« » 20 r. Ne




[Tpunoxenue Ne 4
K MHCTpyKIMU 110 1€710TTPOH3BOACTBY
B ®I'BY OLIICP

MHHHUCTEPCTBO CITIOPTA POCCUMCKOM ®ENEPALIMH
(MHUHCTIOPT POCCHH)

@®EJEPAJIBHOE TrOCYJAPCTBEHHOE BIOJKETHOE YYPEXJAEHHUE
«@EJAEPAJIBHBII LEHTP MOArOTOBKHA CMNOPTUBHOI'O PE3EPBA»

(®TBY ®LIICP)
PACIIOPS/ KEHUE

105064, Mocksa. y1. Kasakosa. 18 Ten.: (499) 941-13-01
www.fepsr.ru e-mail: sekretar.fepsr@gmail.com
4B 20 r,

Ne




[Tpunosxenue Ne 5
K MHCTpyKuuu 1o 1e10npou3BoaACTBY
B ©®I'BY OIIIICP

HHCcTpyKuus 0 nopsiike paccMOTpeHHs1 00pallleH il rpakIaH B
®enepaibHOM rocy1apcTBeHHOM 0I0I)KETHOM YUpeRIeHHH
«®@enepabHbIH LEHTP NOATOTOBKH CIIOPTHBHOIO pe3epBa»

1. OcobennocTu pabOThI 10 PAaCCMOTPEHHIO U MOATOTOBKE OTBETOB Ha OOpalIeHHUS
rpaxaad Poccuiickodl ®enepalliy, MHOCTPaHHBIX TpakaaH H JIMI 03 TIPakAaHCTBA
pernaMeHTHpYIOTCss DenepanbHbIM 3aKk0HOM OT 2 Mast 2006 roga Ne 59-®3 «O nopske
paccMoTpeHus oOpamenuii rpaxaaH Poccuiickolt ®enepaunu» (nanee — 3akoH) U
UHCTPYKUHEH II0 NeJ0Npou3BOACTBY DenepallbHOTO TOCyIapCTBEHHOIO OFOIKETHOIO
yapexnenns «PeaepanbHblii LIEHTP MOATOTOBKU CIIOPTHBHOTO pe3epBa» (nanee — ®IBY
OLIICP).

2. HHCTpyKLHMS pacmpoCTpaHseTcs Ha OpraHW3aluio paboThl ¢ JTOKYMEHTaMH
HE3aBMCHMO OT BHMJa HOCHMTE]s, a Takke OOpallleHHs, NPUHSAThIE HAa JTHUYHOM IIpHUEME
PYKOBOJHUTEJIS.

3. Peructpanus, KOHTpOJIb MOPYYEHHH, MOCTYMUBIIMX W3 Muncnopra Poccun ¢
NpUMEHEHHEM aBTOMATHU3MPOBAHHON CUCTeMbl OOpPaOOTKH JOKYMEHTOB, IPOH3BOIMUTCS
OTBETCTBEHHBIM COTPYIHHKOM II0 J€JONpOu3BOACTBY. [locrne moamucanus mopydeHHs
pyxoBoauteneM @I'BY OLIICP nokymeHT HanpaBiseTcsi pyKOBOIUTEIIO MOApa3ieeHUs
IO OAIUCH 7151 OTpeeIeHUS HCTIOTHUTES.

4. Ilpu paccMOTpeHHMH 3asBICHUHA TIpaxIaH He JOIMyCKaeTcs pasliialleHue
CBEICHUH, COAEp)KallUXCsi B OOpallleHHH, a TaKKe CBeJeHMH, KacaroluIuXcs YacTHOM
KM3HU rpakIaHUHa, 6e3 ero coriacus.

5. Ecnu nmuceMeHHOe oOpalleHue rpakJaHWHa HalpaBjieHO B OpraHW3alluio, B
BEICHUU KOTOPON HAaXOIWUTCS JaHHBIA BONpPOC, U OOPMIIEHO B COOTBETCTBHHU CO CTaThel
7 3aKoHa, TO OHO MOJIEKUT PErUCTPALIMK B T€HEHHE TPeX AHEH C MOMEHTA MOCTYIUICHHS.

6. PabOTHMKM HecyT AMCUMIIMHAPHYIO OTBETCTBEHHOCTh 32 HeCOOII0IeHHe
TpeboBanuii UHCTpYKLHUH.

7. llpu yxome B OTIYCK, Bbl€3leé B KOMAHIHPOBKY, Ha BpeMs OO0JIe3HH,
nepeMelleHuss Mo ciyx0e pabOTHUKKM 00si3aHbI MepeaaTh BCe HAXOASIIMECS y HHUX
JOKYMEHTBI pabOTHHKY, OTBETCTBEHHOMY 3a JeJIONPOHU3BOACTRO.

8. KoHTponb 3a coOnroeHueM yCTaHOBIEHHbIX WMHCTpykuued mpaBusl paboThl ¢
oOpallleHUsIMHU TpaXkJIaH BO3jaraeTcs Ha pyKOBOJIUTENS MOApa3aeieHusl.

9. Drtanel paccMOTpeHHs OOpalleHHs TIpaXKaaH IpH IMOJy4YeHHUH JAOKyMEHTa
COTPYAHHKOM, OIIPpE€ACIIEHHBIM OTBETCTBEHHBIM HCIIOJIHUTEJIEM!

B JINYHOM pEEeCTpe PEeruCTPUpYEeTCs AaTa MPUEMKH JOKyMEHTa M OIpenersieTcs
OYEPEHOCTh €r0 UCIIOITHEHUS B COOTBETCTBUH C YCTAHOBJIEHHBIM KOHTPOJIBHBIM CPOKOM;

€CJIM IIPU PacCMOTPEHUHU OOpallleHUs, MO CYLIECTBY IOCTaBIEHHOIO BONpOCa He
TpeOyeTcsi NOMOJHUTENbHAsS WHPOpPMaLUs OT KaKUX-JIUOO CTOPOHHUX OpraHU3allMi, TO
MIPOEKT OTBETA MO pe3yJibTaTaM pacCMOTPEHUS MPEACTaBIsIeTCs Ha MOANKUCH AUPEKTOPY C
BU30M PYKOBOIMTES MOAPA3AECICHUS U CaMOr0 MCIOJHHUTENS 3a TPU IHS 10 OKOHYaHHS
KOHTPOJIBHOTO CPOKa;



€CIM UL pacCMOTpeHHs OOpallleHHs TIpakIaHHHA TpebyeTcs IOMOTHHTEIbHAS
HH(pOPMAIMA OT 3aHHTEPECOBAHHBIX OPraHM3alliil, TO HCIOIHUTETeM B TEYCHHH CEMH
JIHEH C MOMEHTa PErMCTpalMH TOTOBHTCS IPOEKT MMChMa (3ampoca) ¢ NPUIOKEHHEM
KOIUHU OOpallleHus, a 3asBUTEIII0 HAlIPABIISEeTCs POMEXYTOUHBIH OTBET — YBEIOMJIEHHE O
MPOJITIEHHH CPOKa paccMOTpeHHuss Ha 30 gHeH B COOTBETCTBUM C 4YACThO 2 CTATBU 12
3aKoHa;

OTBET Ha 3alpOC OT 3aMHTEPECOBAHHBIX OPraHU3allUil JOIKEH OBITh MpeNCTaBiIeH B
TEYCHHE NATHANUATH JHEH, MCIOIHUTENEM OCYIIECTBIACTCS CAMOCTOSTENBHO KOHTPOJIb
3a COOIIIO/IEHHEM 3TOro Cpoka (B paGodyeM mopsake 1o TenedoHy, 3JIEKTPOHHOH TOoYTE
WIH (akcy);

TOCJIE MOMY4YeHUs BCel HEOOXOMMMOMN IOTIOTHUTEIBHON HH(DOPMALIUK HCTIOTHHTED
TOTOBHUT OTBET 3asBUTEIIIO, U €CIIM MOpYyYEHHE MOCTYNUI0 U3 Annapata [IpesunenTta uiu
IIpaBurensctBa  Poccuiickoit @exepaud NpoeKT MHGOPMALMOHHOIO IHChMA  C
MPUTIOKEHUEM KONHMH OTBETa 3asBUTENIO, BECh IaKeT JOKYMEHTOB (C OTBETaMH
3aHHTEPECOBAHHBIX OpraHW3alMi) INpPEeICTaBIseTCs Ha MOANUCH IUPEKTOPY C BHU3AMH
PYKOBOJIHMTEIS NOAPA3AETIEHUS U UCIIOJTHUTEIS;

€CIIM  INOCTYNHUBIIEE OOpallleHHe He COIOEPKHT BOMPOCOB, BXOISIIMX B
KOMIMETEHIMIO OpraHU3alliHi, OHO HANpaB/ISeTCs Ha PacCMOTPEeHHE B APYrod OpraH B
TEYEHHH CEMM [HEH C MOMEHTa PErHCTpallid C COOTBETCTBYIOIIMM YBeIOMIICHHEM
rpakJ1aHuHa;

€CIM TOpy4YeHHE HalpaBleHO Ui PacCMOTpeHHs U3 Muncnopra Poccuu, TO
MOANKCAHHBIA TaKeT NOKYMEHTOB HAmNpaBisfeTcs B COOTBETCTBYMOIMH JlemapTaMeHT
Muncniopra Poccun s nanbHeimero odopMiIeHHS B YCTAHOBIGHHOM IOPSIKE C
00s13aTeIbHOM OTMETKOI# 1aThI €ro IpHeMa.

10. OOmmi KOHTPONb 3a MPaBUIBHOM  OpraHu3amMell ©  BeldeHHeM
A€JIONPOU3BOACTBA, €T0 COCTOSHMEM, COOIIONEHHEeM TMpaBWI paboThl ¢ MHChMaMH
rpakaH, CBOEBPEMEHHOCTBIO U Ka4e€CTBOM UX MUCIIOJIHEHHS, BO3JIAraeTcsl Ha HadaabHUKA
Obmero ortnena VYmpasnenuss neramu OIBY ®LIICP. B criyyae HeHCIONHEHHUS
NOKYMEHTa B YCTAQHOBJEHHBIH CpPOK, PYKOBOIHMTENb CTPYKTYPHOTO MOJpa3ieieHus
HHQOPMUPYET 00 3TOM cily)eGHOM 3amncKoil HavanbHuka Obmiero otaena YnpapneHus
JeJIaMU C yKa3aHUeM NPUYUHBI.



IIpunoxenue Ne 6
K MHCTPYKIIHHU 110 1€TONPOH3BOICTBY
B ®I'BY OIIIICP

MHUHUCTEPCTBO CITOPTA POCCHHCKOW ®EAEPALIMU
(MHUHCTIOPT POCCHM)

PEJAEPAJIBHOE 'OCYAAPCTBEHHOE BIOJIXETHOE YUYPEXIEHUE
«®EJEPAJIBHBIN LEHTP MOATOTOBKH CITIOPTUBHOIO PE3EPBA»

(®T'BY ®OUIICP)
105064. Mocksa, y1. Kazakosa. 18 Ten.: (499) 261-72-72. (499) 941-13-01
www.fepsr.ru e-mail: sekretar.fcpsr@gmail.com
« » 20 1. Ne

006 yTBepxaennn HHCTPYKIHH 1O 1€/10NPOH3BOACTBY
B @eepaibHOM rocy1apCcTBEHHOM GHOIXKETHOM yUpesKIeHHH
«®enepasbHbIi HEHTP MOATOTOBKH CIOPTHBHOTO pe3epBa»

B nensix ycraHoBieHHs €IMHON CHCTEMBI 1eJI0NPOU3BOICTBA, TOPSIKA MOATOTOBKH,
o(OpMIIEHHs, TIPOXOXIEHMS COINIACOBAHMSI, KOHTPOJS 3a WCIIONHEHHeM, ydeTa U
XpaHeHHsI TOKYMEHTOB, 4 TaK)Ke COBEPILIEHCTBOBAHMS JOKYMEHTAIHOHHOIO 00eCeueHus
YupexneHus, T p U K a3 bl Ba o:

1. YTBepAuTh NpunaraeMyto MHCTpYKIHIO [0 1eT0NPOU3BOACTRY.

2. Beectu B neticteue MHcTpykimio no penmonpou3sBoactsy ¢ 01 centsops 2016
roja.

3. HavansHukam CTPYKTYPHBIX noJapasieseHui O3HAKOMMUTH BCEX

noguuHeHHBIX ¢ MHcTpykuue no nenonpousBoactsy B ®I'BY OLIIICP u obecneuuTs
BeJI€HHE JI€JIONPOU3BOICTBA B COOTBETCTBUH C €€ TPeOOBAaHUSIMH.

4. KoHTpoib 3a BBINOIHEHUEM HACTOSILETO MPHUKA3a OCTABIISIO 32 COOOI.

JupekTop N.0. ®amunus
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punoxenue Ne 7
K MHCTpYKIIHH 10 1eI0NPOU3BOACTBY

B ®I'BY OILIICP
MHUHUCTEPCTBO
. CITIOPTA
POCCHICKOH ®EJIEPALIMH
(Muncnopt Poccun)
®EJEPAJILHOE F'OCYIAPCTBEHHOE Munnctpy cnopra
BIOKETHOE YUYPEKIAEHHUE Camapckoii o6nactu
«®EJEPAJIbHbBIA LLEHTP 1
NOArOTOBKH CITOPTUBHOI'O PE3EPBA» HHE

(®TBY ®UIICP) HLA. InaxTuny

105064, r. Mocksa, y.1. Kaszakosa, 1. 18
Ten.: (499) 941-13-01, (499) 261-72-72
www.fepsr.ru
e-mail: sekretar.fcpsr@gmail.com
OKIIO 49288745, OI'PH 1027739885436
HMHH/KIIIT 7709249897/770901001

No
Ha Ne oT

3 uMHT

YBaxxaembiit JIMUTpuii AHaTOIBEBHY!
1,25 cm I 1 unt 1€
2 cm e——DefepanbHOe TOCYIapCTBEHHOE GIOIKETHOE yupexxaeHue «DenepaabHbli LEHTPe—
—*[IOArOTOBKH  CIIOPTHBHOTO pe3epBa» B Ipefenax CBOeH KOMIIETEHLMH paccMOTPENo
Bawe o6pamenne ot 01.02.2016 Ne 01/0001, o co3nanum CIIOPTHUBHBIX  ILLIKOJI
OJTMMITHHCKOTO pe3epBa B PErHOHE, U COOOIIAeT.

Ha ocroBanun npukasza Ne 999, yupexneHHAMHU, 0CYIIECTBISIOUMME CIIOPTHUBHYIO
[IOATOTOBKY, SABJAIOTCS: CHOPTHBHBIE WIKOJbI, CIOPTHBHBIE LIKOJBI OJUMITHICKOLO
pe3epBa, NETCKO-IOHOIIECKHE CIIOPTHUBHBIE WIKOJBI, ClENHATM3UPOBAHHBIE ETCKO-
FOHOILIECKHE  CIIOPTUBHBIE ILUKOJBI OJUMIIMMCKOTO pe3epBa, LEHTPBI OJUMIHHCKOMN
IIOATOTOBKH.

Ha ocHOBaHMH H3MOXKEHHOro, HalWYHe Ha TEPPUTOPHH pernoHa [[CII,
OCYUICCTBIAKIMMNX CHOPTUBHYK TIOArOTOBKY, B TOM 4YHCJIE Ha JTale HadyaJbHOIL
MIONTOTOBKH U TPEHUPOBOYHOM 3Talle, Helleaecoo0pasHo.

3 uHT

HupexTop N.0. ®amunus

Hen.: l'ymeHckuii B.A.
Ten.: (499) 941-13-29 (572)



[Tpunosxenue Ne 8
K MHCTpYKIIHH 11O 1€10MpOU3BOACTBY
B OI'BY OLIICP

Hupextopy ®I'BY OLIICP
N.0. Oamunus

JloknagHas 3amucka
VBaxaeMslii (-as1) Ums OtyecTBo!

JoBoxy no Bamrero cBenenus, uto HHCTpyKTOp-MeToaucT A.B. IleTpoB, sBissch Ha
€)KEHEeJeJbHbIE IIJTAHOBBIE COBEIIAHWSA CTPYKTYPHOIO IOJApa3lelieHUsi, IPUXOIMUT

HEIOCTATOYHO IMOATOTOBJICHHBIM, ITOCTABJICHHBIC ITOPYYE€HUS BBINIOJTHAET HE B ITOJIHOM

o0BeMe.

[Ipolily NpUHSTH COOTBETCTBYIOIINE MEPHI.

JI0KHOCTD (moamucse) N.H. NBaHoB



[Tpunoxenue Ne 9

K MHCTPYKIIHH 110 1eT0NpOU3BOICTBY
B OI'BY DLIICP

Hupextopy ®I'BY OLIICP
N.0. ®amunus

VYBaxaeMslit (-as1) imsa OTtyecTBo!

B cBa3M ¢ yTBepkIeHMeM HOBOH penakumu yctaBa (DejepanbHOTO
rOCYIapCTBEHHOTO OFOKETHOTo yupeskaeHus «@DemepaibHblii LEHTP MOATOTOBKH
CIIOPTHBHOTO pe3epBa» (Hajiee — YUpeKIeHHe), CUMTAaI0 HeOOXOIUMBIM YTBEPAUTH HOBBIE
dopMmbl 61aHKa MpHKa3a JUpeKTopa YupexIeHus, OJaHKa MUchMa YUpexKIeHHs, a TaKKe

O1aHKa YupexxIeHus.

JIomKHOCTD (TOMUCH) N.A. ViBanoB



[Tpusnoxenue Ne 10

K MHCTpYKIMH O J€IONPOU3BOACTBY
B ®I'BY DIIIICP

Jupextopy ®I'BY OLIICP
N.0. Gamunus

OOBsICHUTENBHAS 3aMKUCKa
VeaxaeMslii (-as) ms OtuecTBo!

S onoszman Ha pabdory 01.09.2016 Ha oauH dYac IO NpPUYMHE IIOJIOMKH H

najbHelIero peMonTa co6ctBenHoro aBTomoduns Ha CTO.

Jlo>KHOCTB (TTOIMKCH) N.N. BaHOB



