IIpunoxenue
K pacnopspkeHut0 KOHTpoIbHO-CUETHOM
KOMMCCHUH ['pallBOPOHCKOTrO ropoJaCKOro
OKpyra oT « 25 » nexadps 2021 r. Ne 18

HHCTPYKIMHS 11O AEJOITPOU3BOACTBY
B KOHTPOJIBHO - CHETHOM KOMUCCHUU
TPAUBOPOHCKOI'O TOPOJICKOI'O OKPYT A

1. O0mme nmoJ1okeHus

NucTpykuuss mo aenonpou3BoACTBY B KOHTPOJNBHO-CUETHOW KOMMCCHUH
['paiiBopoHCKOr0 TOpoJCcKOro okpyra (nanee - MHcTpykuus) pazpaboTana B 1esIsIX
COBEPIICHCTBOBAHUS JIOKYMEHTALIMOHHOTO obecrieueHust NEATEeIIbHOCTH
KontponbHO-cueTHOM KoMuccuu ['palilBOPOHCKOTO TOPOJCKOTO OKpyra (nanee
KoHTposIbHO-CUeTHAs] KOMHCCHS).

Hacrosimas MHCTpyKIusA, ABASACH OCHOBHBIM HOPMAaTHBHO-METOJAMYECKUM
JTOKYMEHTOM, ONpPEACIseT W YCTAHABIMBACT €AUHYIO CHUCTEMY OpraHu3allud u
NOPSIIOK  BEACHMUS  JEJ0onpou3BojACTBA B KOHTPOJIBHO-CUETHOM KOMMCCHUH,
npeaycMaTpUBaeT y4eT U BEIICHHE JOKYMEHTO00O0pOTa, €AuHbIe TpeOOBaHUS K
0(OPMIICHUIO JTOKYMEHTOB, OOECIICUCHHE OINTHMAJIPHOTO TMOpsIKa Iepeadyud u
IBUKEHHSI JTOKyMEHTOB B KOHTPOJIBHO-CUETHONM KOMHCCHH, MOPSAOK TEKYLIETO
XpaHEeHUs JeJl, JOKyMEHTAllMU U NIepejayu UX B apXHUB.

[Tonoxennss MHCTpYKUMHM paclpoOCTPaHAKOTCA KaK Ha TPaguLUOHHOE
JIENONPOU3BOICTBO, TaK M HA OpraHu3alui paboTbl € JOKyMEHTaMmH,
CO3J1aBAEMBIMU CPEICTBAMU BBIYUCIHUTENBHON, KOMIBIOTEPHOW U 3JIEKTPOHHOM
TEXHUKH.

Hacrosamas WHCTpyknus onpenensieT €IuHbId TOPSAIOK OpraHu3aliu
nenonpou3BoacTBa B KOHTPOJNBHO-CUETHOW  KOMHCCHUM, B TOM  YHCIIE
collepKalllUMK  CITYEOHYI0 HMH(QOpPMAIIMIO OTPAHUYCHHOTO PACHpPOCTPAHEHHS C
noMeTKou «J[J1s1 CiTyKeOHOTO TMONb30BAHUM», a TAKXKE OOpAIICHUSIMH TPAKIAH U
IOPUINYECKUX JUI], pa3paboTaHa B COOTBETCTBUHM ¢ DeaepanbHbIM 3aKOHOM OT
07.02.2011 Ne 6-®3 «O06 oOmUX TPUHIMNAX OPTAHM3AIUU U JEATEIHHOCTH
KOHTPOJBHO-CUETHBIX  OpraHoB cyObekToB  Poccuiickoit  ®emepamuun U
MYHHUITUTATBHBIX 00pa3oBaHuiy, OenepanbHbiM 3akoHOM OT 22.10.2004 Ne 125-
®3 «O06 apxuBHoM jpene B Poccuiickoit ®enepanun», I[lomoxxkenumem oT
16.09.2021 Ne 445 «O KoHTpOJIBLHO-CYETHON KOMHUCCHU | pailBOPOHCKOTO
ropoACKOro okpyra», Permamenrom KoHTponbHO-CUETHOW KoMuccuu (manee —
Pernmamenr).

[Tonoxennst MHCTpYyKUMH PaCIPOCTPAHSIOTCS HA OpPraHU3alui0 padOThl C
JOKYMEHTaMH HE3aBUCMMO OT BHJIa HOCHUTENSA, BKJIIOYas HUX MOJTOTOBKY,
00paboTKy, XpaHEHHE, YYET M KOHTPOJIb HCIOJHEHHUS, OCYIIECTBISIEMbIC B
KypHallax ydeTa (GKypHaJIbHBIM ydyeT), B KapTouykax ydeTa (KapTOUHBIA YYeT), B
TOM YHCJIE C MOMOIIbI0O MHPOPMAIIMOHHBIX TEXHOJOTHUM (AaBTOMATU3UPOBAHHBIN

Y4ET).



CucrteMbl  BJIEKTPOHHOTO  JOKYMEHTOOOOpoTa  (aBTOMAaTU3UPOBAHHOMN
00pabOTKU JOKYMEHTOB), MpuMeHsieMble B KOHTPOJbHO-CUETHOW KOMUCCHH,
JOJKHBI 00€CTIeYnBaTh BHINOJIHEHUE TpeOOBaHUIM HacTosed MHCTpyKIuU.

Opranuzanus, BeJ€HUE, COBEPIIEHCTBOBAHUE JEIONPOU3BOACTBA HA OCHOBE
€AMHON MOJIMTUKH, UCIIOJIb30BAaHUE COBPEMEHHBIX MH()POPMAIIMOHHBIX TEXHOJIOTHI
U KOHTPOJIb 32 COOJIIOJICHUEM YCTAHOBJIEHHOTO MOps/iKka paboThl C JOKYMEHTAMHU
BO3JIaraeTcsi Ha JIMI, OTBETCTBEHHBIX 3a BEJICHHUE JIEJIONPOU3BOJICTBA B
KoHTpoJIbHO-CUETHON KOMUCCHM.

JIOMKHOCTHBIE O0SI3aHHOCTH COTPYAHHUKOB, OTBEYAIOIIMX 3a OpPraHU3ALMIO
paboThl ¢ JokyMeHTaMH B KOHTpOJIbHO-CYETHOW KOMHUCCHUHU, YCTaHABIMBAIOTCA

JOJKHOCTHBIMHU PErjlaMEHTaMU Ha OCHOBE HacTosied MHCTpyKuuH, cTaTyCHBIX
JOKYMEHTOB U yTBEpKJatoTcs npejcenareneM KoHTpoabHO-CUETHOM KOMUCCHH.

CobGmonenue TpeboBaHuit Hactosiied MHcTpykiumu o0s13aTebHO JJISI BCEX

cOTpyIHUKOB KOHTPOIBHO-CUETHON KOMUCCHUHU.

2. OcHOBHBIE NOHATHSA, IPUMeHsieMble B UHCTpYyKIIMHU

JlokymeHTHpOBaHME - PuKcalus WHPOpMAITUK HA MAaTePUATIBHBIX HOCUTENSAX
B YCTAHOBJIEHHOM MOPSIAKE;

JEJNONPOU3BOJICTBO -  JICSATENIBHOCTh,  OOecneduBaroniasi  CO3/IaHHe
oQUIMANBHBIX JOKYMEHTOB W OpraHu3aiuio paborsl ¢ HUMU B KoHTposbHO-
CYETHOW KOMUCCHH,

JOKYMEHT - O(QUIHATbHBIA JOKYMEHT, CO3JIaHHBIH TOCYIapCTBEHHBIM
OpraHoM, OpraHOM MECTHOTO CaMOYIPaBJIEHUs, IOPUIANMUYECKUM WU (PU3HMYECKUM
JUIOM, OQOpPMJICHHBI B YCTAaHOBJICHHOM TIOPSAJIKE U BKJIIOYEHHBIA B
TOKyMeHT0000pOoT KOHTPOJIBHO-CUETHON KOMUCCHH;

AJIIEKTPOHHBIN IOKYMEHT - JOKYMEHT, B KOTOPOM HH(pOpMaIus MpeACTaBICHA
B DJICKTPOHHO-ITU(PpOBOI hopme;

aBTOp JOKyMEeHTa - (U3MYecKoe WM IOPUAMYECKOE JIUI0, CO3/aBIlIee
TOKYMEHT;

BUJl JOKYMEHTa - MPHUHAJIEKHOCTh JOKYMEHTA K OINPENEICHHOW TpyIe
JOKYMEHTOB I10 MTPU3HAKaM COJIEPKAHUS U 1IEJIEBOTO Ha3HAUCHUS;

opopMieHHE JOKYMEHTa - TPOCTaBJICHHUE HEOOXOIUMBIX PEKBU3UTOB,
YCTAaHOBJICHHBIX NIPaBUJIAMH IOKYMEHTUPOBAHUS;

ANEKTPOHHAsA IM(dpoBasi MOJMUCH - PEKBU3UT DJICKTPOHHOIO JOKYMEHTA,
MpeaHA3HAYCHHBIN JIJIS1 3aIIUThl JAHHOTO 3JIEKTPOHHOTO JOKYMEHTA OT IMOJAJCIIKH,
MOJIYYCHHBIN B PE3yJIbTaTe KPUMTOrPAPUIECKOTO MpeoOpa3oBaHus NHGOPMAIIHH C
WCIIOJIb30BAaHUEM  3aKpBITOTO KJII0Ya DJIEKTPOHHOW MHQPPOBONH TOANMHUCH U
MO3BOJISIIONUN WASHTU(OUIIMPOBATH BIIA/EbIla CePTH(UKATA KITIOYa TMOAMKCH, a
TaK)K€ YCTAHOBUTH OTCYTCTBHME WCKAaXEHUS WHPOPMAUA B DIECKTPOHHOM

JIOKYMEHTE;
PEKBU3HUT JOKYMEHTA - 00s13aTE€NbHBIN 371EMEHT 0(DOPMIICHHUS IOKYMEHTA;
OJIaHK JOKyMEHTa - Habop PEKBU3UTOB, WACHTU(PUUIUPYIOIIUX aBTOpa

O(i)I/II_II/IaJ'IBHOFO IMHNCBbMCHHOI'O IOKYMCHTA,
INOJJIMHHUK JOKYMCHTA - HGpBI:IfI nin eHHHCTBeHHBIﬁ OK3CMILIAP AOKYMCHTA,
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KOIUS JOKYMEHTa - IOKYMEHT, OJHOCTbIO BOCHPOU3BOIAIIUN UHPOPMALINIO
MOJJIMHHUKA JOKYMEHTAa U €r0 BHEIIHWE MPU3HAKH, HE UMEIOLIUNA IOPUINYECKON
CHUJIBI;

3aBEpEHHAsl KONUS - KOMHs JOKYMEHTa, Ha KOTOPOM B COOTBETCTBUHU C
YCTAHOBJIEHHBIM TOPSIKOM MPOCTABISAIOT HEOOXOAUMbBIE PEKBU3UTHI, IPUAAIOIINE
€l IOPUINYECKYIO CUITY;

oOpalieHue rpaxkJIaHiHa - HApaBJIE€HHbIE B TOCYJAapCTBEHHBIA OpraH, opraH
MECTHOT'O CaMOYTIPaBJIEHUS WIH TOKHOCTHOMY JIMIY MUChbMEHHBIE MPEIOKEHUE,
3asBJIEHME WJM JKajloba, a Takke YCTHOEe OOpallleHHe TpakJaHuHA B
rOCy/IapCTBEHHBIN OpraH, OpraH MECTHOT'O CaMOYTIPaBIIECHUS;

IOpUAMYecKasl cujla JIOKYMEHTa - CBOMCTBO O(UIMAIBHOTO JIOKYMEHTa,
coo011aeMoe eMy JeMCTBYIOIIMM 3aKOHOAATEIbCTBOM, KOMIIETEHIIMEH M3/1aBIIETO
€ro opraHa u yCTaHOBJICHHBIM MOPSIAKOM O(QOpMIICHUS;

yHUpUIUpOBaHHas ¢opMa JOKYMEHTa - COBOKYIHOCTh PEKBU3UTOB U
TUNIOBBIX ()PAarMEHTOB TEKCTa JIOKYMEHTA, YCTAaHOBJIEHHBIX B COOTBETCTBUH C
pelraeMbiIMM B JaHHOM cdepe AeATENbHOCTH 3aJauaMHU U PACIOJIOKCHHBIX B
OTIPEJICTICHHOM TOPSIIKE Ha HOocUuTese HHGOpMAIINH;

mabnoH 6anka (yHUPUIUPOBAHHON (GOPMBI TOKYMEHTA) - OJIaHK JOKYMEHTa
(ynudunmpoBanHas GopMma JOKYMEHTa), IPEICTABICHHBIN B 3JIEKTPOHHOU QopMme;

JOKYMEHTOOOOPOT - JIBHJKEHHE JOKYMEHTOB C MOMEHTa HUX CO3JaHHS WU
NOJIYYEHUS 10 3aBEPILICHUS UCIIOTHEHUS, IOMEIIECHUS B JI€JI0 U (UJIM) OTIPABKH;

00BeM JTOKYMEHTOOOOpOTa - KOJMYECTBO JOKYMEHTOB, MOCTYNUBIIUX B
OpraHM3alHIO0 U CO3AAaHHBIX €10 32 ONPEAEICHHBIN IEPUO;

perucTpanusi JAOKYMEHTa - IMPUCBOCHUE JOKYMEHTY PETHCTPAlMOHHOTO
HOMEpA U 3aMKCh B YCTAHOBJIEHHOM IOPSIAKE CBEIECHUN O JOKYMEHTE;

HOMEHKJIaTypa el - CUCTEMAaTU3UPOBAHHBIN NEpPEeYeHb HAUMEHOBAHUU [IET,
dopmupyembix B KOHTpOJIBHO-CUETHONW KOMHUCCHH, C YyKa3aHHEM CPOKOB UX
XpaHEHUS;

AKCHEPTHU3a LIEHHOCTH JOKYMEHTOB - U3YYEHUE JTOKYMEHTOB Ha OCHOBAHUU
KPUTEPUEB UX LIEHHOCTU B LIEJIAX ONPEIEICHUS CPOKOB XPAHEHUSI TOKYMEHTOB U
oTOopa ux JJis BKIFOYeHHs B coctaB ApxuBHoro (onaa Poccuiickoit @enepanuu;

JIEJI0 - COBOKYITHOCTb JJOKYMEHTOB WJIM OTJAEJIBHBIM TOKYMEHT, OTHOCSIIIHECS
K OZJHOMY BOIIPOCY WJIH YYaCTKY JI€ATEIbHOCTH KOHTpOIBHO-CUETHON KOMHUCCHH;

(dopMupoBaHue aena - pyNNUPOBKAa HCIOJHEHHBIX JOKYMEHTOB B JENO B
COOTBETCTBHH C HOMEHKJIATypOH €Il

3. OcHOBHBIE BUJBI JOKYMEHTOB

B nestenbHocTH KOHTPOJBHO-CUETHONH KOMHCCHH OOpPa3yrOTCs CIICIYIOIINE
OCHOBHBI€ BHJIBI JIOKYMEHTOB: IPABOBBIE AaKThl HEHOPMATHBHOI'O XapakTepa
(pacniopsbkeHHUsI MO JIMYHOMY COCTaBY, IHCHbMa, YKa3aHHS, MEKBCIOMCTBCHHbBIC
COTJIAIICHUS, MPOTOKOJbI, aKThl, OTYETHI, 3aKIIOUCHUS, JOKIagHbIE (CITY>KEOHBIEC)
3aIKMCKH, CIIPABKU, 0030PbI, JOKIaIbl, HOSICHUTEIbHbIC 3aIIUCKH, IJIAHBI).



PacnopsikeHnst — HOpMaTUBHBIE NTPABOBBIE AKTHI, U3/1aBAEMBIE MIPENCENATEIIEM
KOHTpONBHO-CUETHOM KOMMCCHMM B paMKax €ro KOMIIETEHUMH W HMEIOIUe
0053aTEeNbHYIO CHITY JIJIsl BCEX COTPYIHUKOB KOHTPOIBHO-CUETHON KOMUCCHUH.

PersmmameHT - JOKajnbHBIM HOPMATUBHBIM IIPAaBOBOM AaKT, ONIPEACIAIOLIUN
BHYTPEHHHE  BONPOCHl  JEATENBHOCTH  KOHTPOJBHO-CUETHOM  KOMMCCHH,
MOJIHOMOYMsL —mpencenarenss KOHTpOJBHO-CUETHOM KOMMCCUM, 3aMECTUTENS
npeacenarens KOHTPOIBHO-CUETHOW KOMHUCCHM, AYAUTOPOB, IMOPSAAOK BEACHUS
Jed, TOATOTOBKA M TPOBEACHUS KOHTPOJBHBIX M JKCIIEPTHO-aHAIUTHYECKHAX
MEPOIPUATUI, UHOU EATEIBHOCTH.

[lonoxxeHne - HOPMATHMBHBIM MPABOBOM AaKT, YCTAHABIMBAIOLIMNA OCHOBHBIE
CUCTEMHO CBSI3aHHbIE MeXAy co0oi mpaBuia KOHTPOIBHO-CUETHON KOMHUCCHUHU.

WHcTpyKiust - TpaBOBOM akT, JAETATU3UPYIOUIMH U 00ecreyuBaromui
BBINIOJIHEHUE HOPMAaTUBHBIX MPABOBBIX AaKTOB, HCIHOJNb3YeEMbIX KOHTpOJIBHO-
CYETHOM KOMHUCCHEN B COOTBETCTBUU C €€ KOMIIETEHIIUEN.

[IpaBuna - HOpPMATUBHBIM MPaBOBOM akT, B KOTOPOM (POPMYIUPYIOTCS
OCHOBOIIOJIararolue TpeOoBaHus K TOW WU MHOW JeATEeIbHOCTH WU TIOBEICHHUIO.

[IpoTokon - AOKYMEHT, (UKCHPYIOUIUH XOJI OOCYXIEHHUS BOIPOCOB U
NPUHSTHS PEIICHUH Ha COOpaHMsX, COBEIIAHUAX W 3aCeAaHMSIX KOJIJIETHalbHbIX
OpTraHOB.

AKT - TOKYMEHT, COCTaBJICHHbIM HECKOJIBKUMU JULUAMU U MOATBEPKIAIOIINI
(baKThl U COOBITHS.

Hoxman (oTyeT) - JTOKYMEHT, COJIEp)Kallui W3J0KEHHUE ONpe/IeTICHHBIX
BOIIPOCOB, BBIBOJIOB, MPEIJIOKEHUM.

JHoxnannas (ciry>xeOHast) 3arucka - T0KyMEHT, aJIpeCOBaHHBIN MpeIceaTeNto
KOHTpONbHO-CUETHOM KOMHCCUHM, 3aMECTUTENI0 NpeAceAaTeNs, COAECPKAIIHii
00CTOSITENBHOE U3II0KEHHE KAaKOT'0-TMOO0 BOMPOCA C BHIBOJAMU U TIPEITIOKCHUSIMH.

CnpaBka - TOKyMEHT, COAEpKalllui ONMKHCAaHWE WA MOJATBEPKICHHUE TEX WIH
UHBIX (PAKTOB M COOBITHH.

[man - JOKYMEHT, YCTaHAaBJIMBAIOIIMN TOYHBIM NEPEUYCHb HAMEYAEMbIX K
BBITIOJTHEHUIO Ppa0OT WJIM MEPOINPHUSATUM, HX IMOCIEI0BATEIbHOCTh, OOBEM,
BPEMEHHBIE KOOPAMHATHI, PYKOBOAUTENIEU U KOHKPETHBIX UCIIOITHUTEICH.

[Tucemo, Ttemerpamma, TtenedoHorpamma, ¢akcorpamMma - 000OIIEHHOE
Ha3BaHHUE PA3JIMYHBIX II0 CONEPKAHHUIO JOKYMEHTOB, BBIIEIIAEMBIX B CBS3H C
0COOBIM CIIOCOOOM Tepefauu  TekcTa (IepechbulaeTcsl IMOYTOM, IepeaaeTcs
Teserpadom, nepeaaercs 1no TesnedoHy U 3anuchIBacTCs ModydyaTeneM, nepeaacTcs
(haKCUMIIIBHOM CBS3BIO).

HamMeHoBaHne BHJa M3JaBaeMOro JOKYMEHTa BKIJIIOYAaeTCsl B ONaHK
COOTBETCTBYIOIETO BHAA JOKYMEHTOB WJIM YKa3bIBACTCA COCTABUTEIEM IIPU
MIOATOTOBKE JOKYMEHTA.

HanvenoBanne Buza M pPa3HOBUAHOCTH JOKYMEHTA HE YKa3blBaeTCs B
MHAChMaX.

4. Ciy:xxe0OHasi mepenucka



CnyxeOHasi Tiepenucka - pa3jdudyHble BHABl OQPUIMAIBHBIX JOKYMEHTOB
MH(OPMAIMOHHO-CIIPABOYHOI'O ~ XapakTepa, HUCIOJIb3yeMbIX g oOMeHa
nH(opMalueit B 1eATeIbHOCTU OPTaHOB BJIACTH, OPTaHU3aLUNA U TpaXkaaH.

Bunbl nenoBoi mepenucku U UX Ha3BaHUS - JIENIOBOE (CIyKeOHOE) MUCHMO,
Tenerpamma, (akcorpamma ((akc), TenedoHorpamma, SIESKTPOHHOE MHUCHMO
(37IEKTPOHHOE COOOIIEHKE) - CIOKUIUCHh B 3aBUCUMOCTH OT CIOCOOOB Mepeaayu
JeN0BOM MH(OpMAUMU: TO KaHajlaM IIOYTOBOM CBA3M WM IOCPEACTBOM
3JIEKTPOHHOM TTOYTHI.

HenoBoe (ciyxeOHOE) MUCBMO - JIOKYMEHT HH(OPMAIMOHHO-CIIPABOYHOIO
XapakTepa, HampaBiIseMbli OpraHoOM BJACTH, OpraHu3alued, JTOJKHOCTHBIM
JUILIOM ajJipecaTy (opraHy BJIaCTH, OpraHU3alMK UITK JIUILY) MO MOYTOBOM CBSI3U.

CnyxeOHble MNUCbMa IeyaTaloTCd Ha OJIaHKaX YCTAHOBIEHHON (OpPMBI,
MOAMUCHIBAIOTCS PYKOBOJUTEIISIMU B COOTBETCTBUU C KOMITCTCHITUSIMH.

Cpoku TOATOTOBKH OTBETHBIX IHMCEM YCTaHABIMBAIOTCS HOPMATHBHBIMU
IPaBOBBIMU aKTaMU WJIM yKa3aHUEM I10 MCIOJIHCHHUIO JTOKYMEHTAa PYKOBOIUTEINS,
CPOKM TIOJTOTOBKM WHHITMATUBHBIX IIUCEM OIPEICISIOTCS PYKOBOIUTEISIMHU
KoHTpoIbHO-CUETHOM KOMUCCHH.

TexkcTbl OTBETHBIX TIMCEM JIOJUKHBI TOYHO COOTBETCTBOBATh JIAHHBIM
MOPYYEHUSM, TIOCTYITUBIIINM 3aIpOCcCaM, PE30JIIOIUSIM PYKOBOJICTBA.

K cinyxeOHBIM THUChMaM COCTaBIISIETCS PEKBU3UT - HAMMEHOBAHUE JIOKYMEHTA
(3aroJIOBOK K TEKCTY), OTBeHaronuii Ha Borpoc «O yeM?» u GopMyIUpYIOIIUN B
KpaTkoi (opme Temy muchMa. B ciyXeOHBIX MUCbMAaX HCIONB3YIOTCA (pas3bl
ATUKETHOTO XapakTepa «YBa)aeMblil...!» - B Hadalle MUChbMa, HaJ TeKCToM U «C
yBOXEHHEM», B 3aKITIOYUTEILHOW YaCTH MHUCbMa, MEepell MOAMUCHI0. DTHUKETHBIE
¢dpa3bl nevaTaroTCa UCTIOTHUTENIEM MPU OATOTOBKE MPOEKTA MHUChMA.

CnyxxeOHble THChMa MOTYT H3JIaraThCsA: OT 1-TO JUIa MHOXECTBEHHOTO
gucna ("I[Ipocum mpenocraButh mHpopManuio...", "Hampapisem Ha 3akiroueHUE
npoekT..." U 1p.), oT 3-ro auna eauHcTBeHHOro uucia ("KoHTpoabHO-cueTHas
KOMHCCHUSI HE CUMTAeT BO3MOXHBIM...", "KOHTpOJIbHO-CUETHAsT KOMMCCHUS
npeiaraeT pacCMOTPETh BO3MOXKHOCTb..."), Ha JTIOJDKHOCTHBIX OJaHKaxX - OT 1-To
nuua eauHcTBeHHoro yuciaa ("I[lpomy Bac mpeagoctaBuTh (NpeacTaBuTh) TaHHbBIE
o0...", "CumnTaro BO3MOXKHBIM IPUHATH y4acTue B...").

5. Co3nanue, opopmiieHHe C1yKeOHBIX JOKYMEHTOB

[Ipu moaroroBke U OGOPMIICHHH TOKYMEHTOB COTpYAHUKH KOHTpOJIBHO-
CYETHOM KOMHUCCHM PYKOBOJICTBYIOTCSA TpeOOBaHUSIMU HacToslel MHCTpyKIuu.

Ucxopsamme nokyMeHTbl KOHTPOJBHO-CUETHOM KOMHCCUU IEYATAIOTCA Ha
OllaHKax ycTaHOBIEHHOTO oOpasma (mpuioxkenue Ne 1), mpudtom Times New
Roman, pasmepom 12-14, ¢ oauHapHbIM WIM TOJXYTOPHBIM MEXKCTPOUYHBIM
WHTEPBAJIOM.

[Tocne mnoanmucanusi PykKoBOACTBOM KOHTPOJBHO-CUETHOW KOMHMCCHH
PETUCTPUPYIOTCS COTPYAHUKOM, OTBETCTBEHHBIM 34 BEJICHUE JEJIONPOU3BOJICTBA B
KypHanax yuera.

JlaToli TOKyMEHTa SIBISIETCS JaTa €ro NOAMUCAHNS WU YTBEPKICHUS.



K noKyMeHTy CBbIllI€ JBYX CTPAaHMI] COCTaBIIAETCS 3arojlOBOK, B KPaTKOM
(opMe packpbIBalOUIMi €ro OCHOBHOE cojepxaHue. Jlomyckaercss BbIACICHHE
3aroJioBKa KUpHbIM 1pudToM. Touka nmociie Ha3BaHUs 3aroJoBKa HE CTABUTCS.

Hanpumep: O npexocraBienuu nuagopmanuun

CopnepxaHue JTOKYMEHTA JIOJDKHO OBITh KpPaTKUM, apryMEHTHPOBAaHHBIM,
o0OecreynBaTh TOYHOE M OJIHO3HAYHOE BOCHPHATHE COJEpKallleicss B HEM
uH(pOpMaIu.

OtmeTka 00 WHCHOJTHUTENE BKJIOYAaeT B ce0sf HMHULMAIB U (amMuIInio
UCIIOJIHUTENS JTOKyMEHTa, U HoMep ero TenedoHa. OTMETKy 00 HCIOJHUTENE
pacrnojlaraloT Ha JIMIEBOM CTOpPOHE TMOCJEAHEro JIMCTa JOKYMEHTa B JIEBOM
HIKHEM yriry fokymeHTa (10 mpudT, oquHapHbIA MEXCTPOYHBIA UHTEPBAN).

B nuceMax-oTBeTax yka3blBalOTCS HOMEp M JaTa JIOKyMEHTa, Ha KOTOPBIii
JIaeTCs OTBET.

JIOKyMEHT TOJANUCHIBAETCA JOJKHOCTHBIMU JIMIIAMH B COOTBETCTBUU C
PEIOCTaBICHHBIMA UM TTOJTHOMOYHSIMHU.

[Ipy moanmucaHum JOKYMEHTa YKa3bIBA€TCS HAMMEHOBAHHE JIOJDKHOCTH H
OPUBOJIUTCA pacliuPpoBKa TMOAMKMCH JIMIA, MOAMKMCHIBAIOIIETO JOKYMEHT.
WNuunnumansl craBsaTes nepe hamuiven.

[lonnucanue ngOKyMeHTa, Ha KOTOpPOM OOO3HauY€Ha TMOJIMUCH OJIHOTO
JOJKHOCTHOTO JIMIIA, APYTMM JOJDKHOCTHBIM JIMIIOM (C MPEAJIOTOM «3a» WIH
KOCOM dYepToll mepea HAMMEHOBAaHUEM JOJDKHOCTH IOANMCHIBAIOLIET0) HE
JOITyCKaeTCsl.

Tenerpammpl  moamuceiBatroTCst  npeacenateneM  KOHTpoJIbHO-CUeTHOU
KOMHCCHH, @ B €ro OTCYTCTBHE - 3amecTureneMm mnpezacenarens KoHTponbHO-
CUeTHOW KoMmuccuu. TekcT TenerpaMMbl M3J1araeTcst Kparko, 0e3 COH30B U
IpPEUIOroB, €CIM MPU 3TOM HE HCKaXKkaeTcs ee cojepkanue. Konuu tenerpaMMel
BU3HPYIOTCS WCIIOJIHUTENEM Ha JIUIEBOW CTOPOHE IMOCIETHEro JIMCTa B HUXKHEH
€ro 4acTu.

JIOKyMEHT He JOJDKEH cojaepkarbh Oosiee ueTbipex aapecaToB. CioBo
«Konus» nepen BTOpBIM, TPEThUM, YETBEPTHIM ajpecaTaMu He ykasbiBaroT. [Ipu
OoJblIeM YHCIIe apecaToB COCTABJISIOT CIUMCOK PACCHUIKM JTOKyMeHTa. B cocras
pEeKBH3UTA «AapecaT» MOXKET BXOAUTh IOYTOBBIM aapec. DIEMEHTHI ITOYTOBOIO
aZpeca yKa3bIBalOT B MOCJIEIOBATEIBHOCTH, YCTAHOBIEHHOM MMPaBUIaMU OKa3aHHUS
YCIYT MOYTOBOU CBSI3H.

B kauectBe azpecata MoOryT ObITb OpraHu3allid, HX CTPYKTypHBIE
noJipa3fieNieHus, MOJDKHOCTHbIe win ¢uszndyeckue nuna. [lpu agpecoBaHuu
JOKYMEHTa JIOJDKHOCTHOMY JIMIly HMHHIIMANbl YKa3blBalOT Tmepen (aMuiInen.
HamMeHoBaHrE OpraHM3aluu U €€ CTPYKTYPHOIO IOJAPA3/ENEHUs YKAa3bIBalOT B
MMEHHUTEIBHOM MaJ/IekKe.

[Ipu agpecoBaHuM TOKyMEHTa (HU3MUECKOMY JIHILY yKa3bIBAIOT (GaMUINIO U
MHULMAJIBI TOJTyYaTelis, 3aTeM MOYTOBBIN aJipec.

VYTBepknaercsa NJOKYMEHT JOJIKHOCTHBIM JIMLOM (AODKHOCTHBIMU JIMLIAMU)
WIM CIEUUAJIbHO W3/1aBAEMbIM JOKYMEHTOM. IIpu yTBEpkAEHHM JOKyMEHTa
JOJKHOCTHBIM JINLIOM TpU( YTBEPKACHUS JOKYMEHTa JOJDKEH COCTOATh U3 CII0Ba
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YTBEPX/JAK  (6e3  kaBblu€K),  HAMMEHOBaHUE  JOJDKHOCTH  JIMIIA,
YTBEPKIAIOMIETO JOKYMEHT, €ro TMOJMKWCH, WHUIMaNbl, ¢GaMmiud | AaThl
YTBEPKACHUS.

[Ipn yTBepKIE€HUM TOKYMEHTA HECKOJIBKUMH JOJLKHOCTHBIMHU JIMIAMHU KX
MTOAMCH PACIIOIAraroT Ha OJTHOM YPOBHE.

[Ipu yTBepkaAeHUU JOKYMEHTa TNPHUKA30M, paclopsbKeHueMm  rpud
yTBepkaeHuss  coctour w3 cnoBa  YTBEPXJEH  (YTBEPX/EHA,
YTBEPXJEHbI wm VYTBEPX/JEHO), #HauMeHoBaHHEe yTBEpKAAIOIIETO
JNOKYMEHTA B TBOPUTEIIBHOM IAJIEKE.

I'pud yTBepkIeHHs TOKyMEHTa pacloyiaraloT B IPABOM BEPXHEM YTy
JOKYMEHTA.

TexcT 1OKyMEHTOB O(OPMIISIIOT B BUAE AHKETHI, TAOJIUIIbI, CBSI3HOTO TEKCTa
WJIU B BUJIE COCIMHEHUS ITUX CTPYKTYP.

IIpy cocraBiaeHUM TEKCTa B BHUJE AHKETbl HAUMEHOBAHUS MPU3HAKOB
XapaKTepU3yeMoro o0beKTa JOJIKHBI ObITh BEIPAKEHBI HMEHEM CYIIECTBUTEIHLHBIM
B MMEHUTEIBbHOM TNaJeXKe WIH CJIOBOCOYETAHWEM C TJIarojJioM BTOPOro JHLIA
MHOKECTBEHHOI'0 YHCJIa HACTOSAIIEr0 WM MPOIIEIIIEr0 BPEMEHH («HUMeeTey,
«BIIAJICETE» WM «OBUINY, «HAXOAWIUCH» U T.J.).

XapakTepUCTUKH, BBIPAKEHHBIE CJIOBECHO, MOJKHBI OBITh COTJIACOBAHBI C
HAaUMEHOBAHUSIMH MTPU3HAKOB.

I'padpr 1 cTpoku TAOAUIBI MOKHBI HMETh 3arojIOBKH, BBIPAKEHHBIE
UMEHAMU CYIIECTBUTEIbHBIMU B UMEHUTEIbHOM majnexe. [logzaronosku rpad u
CTPOK JTOJKHBI OBITH COTJIACOBAHBI € 3arojioBkamu. Ecnu Tabnuily nedararoT Oosee
YeM Ha OJHOW CTpaHulle, Tpadbl TaOIUIBI JOJDKHBI OBITH TPOHYMEPOBAHBI U Ha
CJIEIYIONINX CTPAaHUIAX JTOJDKHBI OBITH HalleyaTaHbl TOJILKO HOMEpPA 3TUX rpad.

CBsA3HBIN TEKCT, KaK MpaBWJIO, COCTOMT M3 JIBYX 4acTte. B mepBoil yactu
YKa3bpIBalOT MPHUYMHBI, OCHOBAHHUS, LIEJIM COCTABICHUS JOKYMEHTa, BO BTOPOil
(3aKITIOUUTENBHOM ) — PEIICHMS], BBIBOJIBI, TPOCHOBI, MPEIOKEHUS, PEKOMEHIAITIH.
TexcT MOXKET coliepaTh OAHY 3aKIIOYUTEIbHYIO 4acTh (HampuMmep, MpUKa3bl —
pactopsIUTENbHYIO YacTh 0€3 KOHCTAaTHPYIOUIEH; MUChbMa, 3asiBICHUS — MPOCHOY
0e3 TosICHeHUS).

B Tekcre noxyMeHTa, OJArOTOBIEHHOIO HA OCHOBAaHUU JOKYMEHTOB JAPYTUX
OpraHu3aluii WJIW paHee H3JaHHBIX JOKYMEHTOB, YKa3blBAIOT WX PEKBU3UTHI:
HaUMEHOBaHUE [TOKYMEHTa, HAUMEHOBAaHUE OpraHU3alMUd — aBTOpa JOKYMEHTa,
ATy JOKYMEHTA, PErMCTPAllMOHHBIA HOMEP IOKYMEHTA, 3ar0JI0OBOK K TEKCTY.

Ecnu TeKCT CONEepKUT HECKOIBKO PEUICHUN, BBIBOAOB U T.[1., TO €T0 MOKHO
pa3OuBaTh Ha pas3lielibl, MOJApa3/iebl, MyHKTbl, KOTOPblE HYMEpPYIOT apaOCKUMU
nudpamu.

B nokymenrtax (mpukas, pacnopsskeHHME W T.J.), a TakkKe JIOKyMEHTax,
apECOBAHHBIX PYKOBOJCTBY JAPYrOM OpPraHHU3alMH, TEKCT H3JararT OT IEPBOrO
JUIA €IUHCTBEHHOTO YUCa («IPUKA3BIBAIOY, «IIPEJJIAraioy, «IpoLIy»).

B coBMecTHBIX [IOKyMEHTaX TEKCT H3JaraloT OT [E€pBOrO Jula
MHOECTBEHHOTO YHCJa («IIPUKa3bIBAEM», «IIPEIJIAracM», «PEIIIN).

B nuckMax ucnoib3yroT cienyromue GopMbl U3I0KEHHUS:



OT TEpBOrO JIMIa MHOXKECTBEHHOTO 4YHCIA («IPOCUM HAMPABHUTHY,
«HAIPABJISIEM Ha PAaCCMOTPEHUEY);

OT MEPBOTO JHUIA SAUHCTBEHHOTO YUCIA («CUYUTAI0 HEOOXOIUMBIMY, CIIPOIITY
BBIJICTTUTHY);

OT TPETHETO JINIA STUHCTBEHHOTO YKciia («KOHTpOJIBHO-CUETHAS KOMUCCHS
He Bo3paxkaeT», «KOHTpOIbHO-CUETHAS KOMHUCCHSI CAUTACT BO3ZMOKHBIMY).

OTMETKYy O HaIWYUU TPWIOKEHUS, HA3BAHHOTO B TEKCTE ITHChMA,
0(OPMIISIIOT CIEAYIOITUM 00Pa3oM:

[Ipunoxenue: Ha 5 1. B 2 3K3.

Ecnan nmuceMO MMeEET NMpuUioKEeHUE, HE Ha3BaHHOE B TEKCTE, TO YKa3bIBAIOT
€ro HAaMMEHOBAHHWE, YHUCJIO JHUCTOB M YHCIO OJK3EMIUIAPOB; IPU HAIUYHUU
HECKOJIBKUX MPUIIOKEHNUN UX HYMEPYIOT, HallpUMeEp:

[Ipunoxenue: 1. Ilonoxenue 06 otaene... Ha 5 1. B 1 3K3.
2. HCTpyKIHS O 1E€I0NPOU3BOJICTBE HA 7 JI. B 2 JK3.

Ecnu npuioxxeHuss cOpoIIopoBaHbl, TO YUCIIO JINCTOB HE yKa3biBaroT. Eciu
K JIOKYMCHTY TpHUJIAratoT APYrod JOKYMEHT, TakKKe HMMCIOIIMK TPHIOKCHHE,
OTMETKY O HAIMYHMH TPUIIOKEHUS O(POPMIISIOT CISAYIOIIUM 00pa3oMm:

[Tpunoxenne: nuceMo KOHTpOJIBLHO-CUETHOM KOMUCCHUH
oT 05.06.2011 Ne...u npusnokeHue K HeMy Bcero Ha 3 J1. B 1 3Kk3.

Ecnn IMPUJIIOKCHUA HAIIPABJIAIOT HC BO BCC YKA3aHHBLIC B JOKYMCHTC aJipccCa,
TO OTMCTKY O €TO HAJIMINHU 0(1)OpMJ'I$II-OT CJICOAYOIINM 06pa30M:

[Ipunoxenue: Ha 3 1. B 2 3K3. TOJIBKO B MEPBBIN ajipec

B npwioxeHun K pacnopsauTeIbHOMY JTOKYMEHTY (pacnopshKeHus) Ha
IIEPBOM JIMCTE B MPAaBOM BepxHeM yriry numyT «lIpunoxenue Ne  » ¢ ykaszaHuem
HAaWMEHOBAHUS PACHOPSAAUTEIIBHOTO JOKYMEHTA, €ro JaTbl U PErHCTPALMOHHOIO
HOMEpA, HAIPUMED:

[Ipunoxenue Ne 1

K pacnopspkeHnto KoHTponsHO-cueTHOI
KOMUCCUU

o1 05.02.2014 Ne 15

HNonyckaerca Boipaxkenue «I[IPMJIOKEHUE No» mneuarath 3ariaBHbIMU
OykBamu, a TaKKe IIEHTPUPOBATH 3TO BHIPAKEHUE, HANMEHOBAHUE TOKYMEHTA, €ro
NaTy W PETUCTPALMOHHBIA HOMEP OTHOCHUTENBHO CaMOM JUIMHHOM CTpPOKH,
Hanpumep:

[MPMJIOXKEHUE Ne 2
K pacnopspbkeHHnI0 KoHTpobHO-cueTHOM

KOMUCCUU
ot 10.02.2014 Ne 20



B cocrtaB pexBusuta «llognuce» BXOAAT: HAMMEHOBAaHUE JOJDKHOCTH JIUIIA,
MOJAMUCABIIIETO JIOKYMEHT (IIOJIHOE, €CIU JOKYMEHT odopMiieH He Ha OJiaHke
JOKYMEHTA U COKpAalIeHHOE — Ha JIOKyMEHTEe, 0()OPMIICHHOM Ha OJIaHKE; JTMYHas
MOJNHKCH; paclIn(pPOBKa MOANKUCH; HHUIUAIbI, (haMUIIUs), HAIPUMED:

Aynutop KOHTpOJIBHO-CYETHOM KOMUCCUH
['paitBOPOHCKOr0 rOPOACKOrO OKpyra Jluunas noonuce N.N. NBaHoB

WK Ha OJIAaHKE:

Aynurop Jluunas noonucw N.N. NBanos

Honyckaerca B pekBuzute «lloanmuce» LEHTPpUPOBATH HAWMEHOBAHUE
JOJDKHOCTU JIMIA, NOANMCABIIETO JOKYMEHT, OTHOCHUTENIBHO CaMOW JJIMHHOU
CTPOKH, HaIlpuMep:

Aynurop
KoHTpoBbHO-CUETHOM KOMUCCUN
['paitBOpOHCKOrO TOPOACKOTO OKpyra Jluunas noonuce N.N. NBaHoB

[Ipy moamucaHWUM JOKYMEHTa HECKOJBKUMHU JIMIIAMH WX  IOAIHCH
pacmojiaraloT OJHY IIOJ JPYrod B TOCIIEIOBaTCIBHOCTH, COOTBETCTBYIOIICH
3aHMMAaeMOM TOJDKHOCTH.

[Tpu moamucaHuy AOKYMEHTAa HECKOJbKMMU JIMIIAMH PaBHBIX JOJDKHOCTEH
UX MOJAIMKCH PAcIioiaraloT Ha OJHOM YPOBHE.

[Tpu moanMcaHUK COBMECTHOTO JOKYMEHTA TEPBBIH JINCT 0(DOPMIISIOT HE Ha
OaHKe.

B nokyMeHTaX, COCTaBJICHHBIX KOMUCCUEH, YKa3bIBAIOT HE JOJDKHOCTH JIHII,
HOJIMHACHIBAIOIINX JOKYMEHT, a HuX OOS3aHHOCTH B COCTaBeé KOMHCCHH B
COOTBETCTBHH C pacIpeielicCHUEM, HallpUMED:

IIpencenarens KoMuccuu Jluunas noonucoe N.N. BanoB
YeHbpl KOMUCCUU Jluunas noonuce C.C. Cugnoposn
Jluunas noonuce ILIT. ITerpos

I'pud cormacoBanusi moxkymenrta cocrout u3z cioa COIJTACOBAHO,
JOJKHOCTU JIMIA, ¢ KOTOPBIM COIJIACOBAaH JOKYMEHT (BKJIIOYas HAMMEHOBAHHE
OpraHu3allv), TUYHON MOMUCH, PACIIH(PPOBKHU MOAMUCH (MHUITHAIOB, (haMUITIH )
Y JJaThl COTJIaCOBaHUsI, HATPUMED:

COI''TACOBAHO

IIpencenarens

KOHTpoIbHO-CUETHOM KOMUCCUHT
I'paliBOPOHCKOI0 TOPOACKOTO OKpyra
Jluunas noonuce N.0. damunus
JlaTa



Ecnmu cornmacoBaHme OCYIIECTBISIOT MHUCHMOM, TPOTOKOJIOM W JIPYTHMH,
rpud coriiacoBanusi 0hOPMIISIIOT CIAETYIOUIUM 00pa3oM:

COI'JTACOBAHO

IIncemo KOHTPOJIBHO-CYETHOM KOMUCCUU
['pailBOPOHCKOro TOPOACKOro OKpyra

oT Ne

501041

COI'JTACOBAHO

[IpoTokon coBemanus
KoHTpOJIBHO-CUETHOI KOMUCCHH
['pailBOPOHCKOrO TOPOACKOrO OKpyra
OT No.

CornacoBanue AOKYMEHTa O(OPMIISIOT BH30i COIVIACOBaHUS JTOKyMEHTa
(mamee — BW3a), BKIIOUAKOIIEH B ce0d JOHKHOCTh BU3HUPYIOUIETO JTOKYMEHT,
NOJIMUCH, pacuPOBKY MOAMUCH (MHUIMAIBI, (GAMUIUIO) U ATy MOAMHCAHMS,
Hanpumep:

Havansauk otnena...
Jluunas noonuce b.b. bopucos
Hara

[lpy HamMyuM 3amMedaHud K JOKYMEHTY BH3y O(OPMIIIOT CIIETyIOIIHM
obpazom:

3aMeuaHus PUIIararTCs
JlOIKHOCTD. ..

Jluunas noonuco  b.b. bopucos
Hara

3ameyaHusl U3JaraloT Ha OTAEJIBHOM JIMCTE, MOAINUCHIBAIOT U MPUJIAraloT K
JOKYMEHTY.

Jlma noxymeHTa, MOJJIMHHUK KOTOpOro ocraercsi B KOHTpOIbHO-CUETHOM
KOMHUCCHH, BU3bI MPOCTABISAIOT B HIDKHEW 9acTH 00OPOTHOM CTOPOHBI MOCIEIHETO
JICTA MOJIMHHUKA JJOKYMEHTA.

Jns noxyMeHTa, IOJJIMHHHUK KOTOPOro OTHpaBisAloT U3 KOHTpOJbHO-
CYETHOM KOMHCCHUU, BU3bI IPOCTABJISIOT B HUYKHEW YaCTHU JIMLIEBOM CTOPOHBI KOIUU
OTHPABIIIEMOIO JJOKYMEHTA.

BosmoxHo odopmieHue B3 JOKYMEHTa Ha  OTACIBHOM  JIUCTE
COTJIACOBAHHS.

Ottuck neyatull 3aBepseT MoUTMHHOCTH TOAMMCH JOKHOCTHOTO JIULA HA
JIOKYMEHTAaX, YAOCTOBEPSIONIUX TpaBa JHUIl, PUKCUPYIOMHUX (PaKThI, CBI3aHHBIC C
(MHAHCOBBIMH CPEIICTBAMH, a TAK)KE Ha MHBIX JOKYMEHTaX, MPEyCMAaTPUBAIOIINX
3aBEpECHUE MOMJIMHHOM NOANUCH. J[OKyMEHTBI 3aBepsrOT ne4yaTtbio KOHTpOJIbHO-
CYETHOM KOMHUCCHH.

[Ipn 3aBepeHHM COOTBETCTBHS KONMHU JOKYMEHTA TMOJIUHHUKY HUXKE
pekBusuta «lloamuce» MNPOCTABISAIOT 3aBEPUTEIBHYI0 HAIANKUCh: «BepHO»;
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JIOJDKHOCTh JIMLA, 3aBEPHUBILIETO KOMHUIO, JMYHYIO MOAMNUCH, paciiudpoBKY
noAnKucH (MHUIUAIbl, (PaMUIINIO), ATy 3aBEPEHUs, HAIIPUMED:

BepHao
Aynurop Jluunas noonucw B.B. BopoHos
[ara

JlomyckaeTrcss KOMHUIO JOKYMEHTa 3aBEpATh I€4aThlo, OIpEAesieMON 10
YCMOTPEHUIO pyKOBOIcTBa KOHTPOIBHO-CUETHON KOMHUCCHUH.

OtmeTka 00 HCIOJIHEHUM BKIIOYaeT B ce0s MHULMAIBI U (HaMUIUIO
UCTIOJHMUTENS JOKYMEHTa, U HoMmep ero teiaedoHa. OTMeTKy 00 MCIIOJIIHUTENE
pacrnonararoT Ha JIMIEBOW CTOPOHE IOCJEIHEro JHMCTAa JIOKyMEHTa B JIEBOM
HWKHEM YTy, HallpuMep:

B.B. Boponos
2717227

OTMeTKa O TOCTYIUICHHH JTOKyMeHTa B KOHTpPOIBHO-CUETHYIO KOMHCCHUIO
COJICP)KUT OYEPETHON MOPSAIKOBBIM HOMEP U J1aTy MOCTYTUICHUS JOKYMEHTA.

JIOKyMeHTBl W3roTaBiMBalOT Ha OnaHkax ¢opmara A4 (210 x 297 mm).
Kaxnpiil nmuct nokymenTa, opOpMIICHHBIN Kak Ha OJaHKe, Tak U 0e3 Hero, J0JKeH
UMETh I0JIs1 HE MEHee:

30 MM — JI€BOE;

20 MM — MpaBoe;

20 MM — BEpXHEE;

20 MM — HIDKHEE.

[Ipu W3roToBIeHHH AOKYMEHTOB Ha JBYX U Oojee CTpaHHIaX BTOPYIO H
NOCJIENYIOIINE CTpaHuLIbl HyMepyroT. HoMepa cTpaHull mpoCTaBIIsSIOT IOCEPEINHE
BEPXHETO MOJIS JIUCTA.

Peuienrie 0 mocTaHOBKE JOKYMEHTAa Ha KOHTPOJIb IPUHUMAET MpEACENaTeNb
KoHTponbHO-CYETHOM KOMHCCHM, a B €ro OTCYTCTBHE€ - 3aMECTUTENb
npeaceaaTes, MyTeM BBIHECEHHS] NMUCbMEHHOW pE30JIIOIMHU, C YKAa3aHHEM CpPOKa
WCIIOJTHEHUS IOKYMEHTA.

Corpynnuk  KoHTpOJIbHO-CYUETHOM  KOMHUCCHUH,  OTBETCTBEHHBIM  3a
JIEJIONMPOU3BOJICTBO, HE MEHEE YeM 3a CYTKH JO OKOHYAHMS CPOKa AOKIaJbIBAET
npeacenarento  KOHTpOJIBHO-CUETHOM KOMHMCCHUM, a B €ro OTCYTCTBUE -
3aMECTUTENIO TpeJCceaTeliss, 0 HEUCIOIHEHHbIX MaTepuanax, HaXOASUIUXCS Ha
KOHTpOJIE.

OtMeTka 00 UCTIOIHEHUHU JOKYMEHTA U HAMPABJIEHUU €TO B JIEJI0 COCTOUT U3
cioB "B pgeno", ykazaHus uHIEKca Jena (MpU HEOOXOAUMOCTH), B KOTOPOE
MOMEIIAETCS JOKYMEHT, MOJAMUCU HUCHOJHUTENS U PYKOBOJIUTENSI CTPYKTYPHOTO
MOAPA3JAEICHUS U IaThI.

OrMerka 00 WCIOJHCHHH MOXET JOTOJHAThCA HHpOpMarmendn 00
O0COOCHHOCTSIX UCTIOJHEHHUSI TOKYMEHTA.

OtMeTka 0 KOHQUICHIMATBLHOCTH TMPOCTABISAECTCS Ha JOKYMEHTAax,
cojiepKalux MH(popMalo, OTHOCUMYIO K CIY>K€OHON TallHe WK K UHOMY BUIY
KoHpuaeHuuanbHo wuHpopmanuu. OTMeTka 0 KOHQUICHIMAIBHOCTH Ha
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JOKYMEHTAaX, COJIepkKaIiX HH()OPMAIMIO, OTHOCUMYIO K CITy>KeOHOI TailHe, UMeeT
rpud " ciyxe0HOro nojb30BaHus".

Bunbl koHpuaeHIManbHOM HHPOpMaLMK yCTaHOBIEHb! YKa3oM [Ipe3unenra
Poccuiickoit @enepaunu ot 6 mapra 1997 roga N 188 "O06 yTBepKIAeHUU NEpEUHS
CBeJIeHUM KoH(pUIeHIIMaIBHOTO XapakTepa" (¢ u3M. ot 23.09.2005).

OTmeTka TpOCTaBIs€TCA B BEPXHEM MPaBOM yYIIy MEpPBOrO JIMCTA
JOKYMEHTA U MOXET JIOMOJIHATHCS YKa3aHUEM HOMeEpa dK3eMILIsApa JOKYMEHTA.

6. OdopmiieHne OTIeIBLHBIX BUI0B IOKYMECHTOB

B nestensHOCTHM KOHTPOJIBHO-CUETHOW KOMHUCCHUM CO3JAETCS KOMIUIEKC
OpraHU3aIMOHHO-PACTIOPSIUTEIIBHBIX JIOKYMEHTOB: PACIOPSIKEHUS, TOJOXKECHUS,
npaBuja, WHCTPYKIMM, PErIaMEeHThI, MPOTOKOJIbI 3acelaHhil KOMHUCCHUM, aKThI,
aQHAJUTUYECKUE CIPaBKH, JIOKJIAJHbIE M CIY>KEOHbIE 3aIllMCKH, JOTOBOPBI
(KOHTpaKTHI, COTJIAIICHHUS] ), IeTIoBas (CykeOHas ) mepenucka u Jp.

KomnernansHo oOcykaaeMple BOMPOCH U MPUHUMAEMbIC TI0 HUM PEIICHUS
(UKCUPYIOTCS B TPOTOKOJIAX COBEIIAHUN, 3acelaHUui, KOOPAWHAIIMOHHBIX H
COBEIATEIbHBIX OPTraHOB.

B3anmubie obsi3atennbecTBa  KOHTPOJIBHO-CUETHOM KOMHCCHUU c
KOHTpareHTaMu MW HX peryJupoBaHue O(QOPMISIOTCS B BHJEC JOTOBOPOB,
COTJIAIIEHUH, KOHTPAKTOB, IPOTOKOJIOB U JP. TOKYMEHTOB.

B 3aBUCMMOCTHM OT KOHKPETHBIX 3aJa4 B JesITelIbHOCTH KOHTpOIbHO-
CUETHOM KOMMCCHHM CO3Jal0TCS APYTHe BUIbI JOKYMEHTOB: IUIaHBI, MPOTHO3HI,
IPOrpaMMBbl, OTYETHI U JIP.

B ycTaHOBIEHHBIX 3aKOHOAATENBCTBOM CIydasX MOTYT HM3JaBaTbCA AaKThI
COBMECTHO C JPYTMMH OpraHaMd BJACTH IO BONPOCaM, MPEACTABISIONINM
B3aMMHBIA MHTEPEC W BXOSIIUM B KOMIIETEHIIMIO 00EUX CTOPOH. Takue axThl
opopMIstOTCA W MYOIMKYIOTCA KakK €IMHbIA JOKyMEHT (MpuKa3, MPOTOKOJ,
MOJIOKEHUE U JIp.).

[lepcoHanbHyI0 OTBETCTBEHHOCTH 32 CBOEBPEMEHHOE BBHITIOJIHEHUE MpHKa3a
(mopy4eHusi) HECET COTPYAHUK, yKa3aHHbIM MO HUCIOJIHEHUIO JOKyMEHTa (Wiu
MOAPA3AEICHUA-UCTIOTHUTESA).

6.1. Pacnopsizkenue

Pacnopsikxenns, sBiIArOIUAECS WHIAWBUAYAIBHBIMHA ITPABOBBIMH AaKTaMH,
OoQOpPMIISIOT pelIeHUsI TMEePCOHANTBHOTO XapaKTepa, PEHICHUs MO OIMEpPaTHBHBIM,
OpraHU3alMOHHBIM U IPYTUM BOIPOCaM paOOThI.

[IpoekThl pacrops’>KeHU TOTOBUT M BHOCUT 3aMECTHUTENb MPEACENaTeNs Ha
OCHOBaHMM MOpy4eHU npeacenaresis KOHTpoIbHO-CUETHON KOMUCCHH.

JlokyMeHTbl no auyHOMY coctaBy rotoBut ayautop KCK Ha ocHoBanumn
COOTBETCTBYIOIIMNX MPEACTABICHUN, IOPYUYECHUI U B HHULIUATUBHOM TTOPSIKE.
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ObecneueHre KayeCTBEHHOM IMOATOTOBKM IPOEKTOB PACHOPSKEHUN 110
OCHOBHOM JEATEIBHOCTH W HX COIVIACOBAHME BO3JIATAETCS HA COTPYIHHUKOB
KOTOPBIE TOTOBAT U BHOCST IPOEKT.

[IpoekThl pacnopsiK€HUH NedaTaroTcs Ha OJaHKaxX YCTaHOBJIEHHOW (pOpMBI ¢
MIPOJIOJIBHBIM PACIIONOXKEHUEM PEKBU3UTOB, COTJIACHO OOpa3loB, YKa3aHHBIX B
npunoxeHusix Ned, No 5) No 6. Jlatoii nprkasa gBisieTCs JaTa ero NOANUCaAHUs.

Pacnopsixennst  peructpupyrorcs  3amectureniem  npeacenarens  KCK,
OTBETCTBEHHBIM 32 JEJIONPOU3BOJICTBO, B JKypHanax perucTpauuu pacrnopsKeHUN
[0 TOpANKY HOMEpPOB B Ipelenax KajaeHaapHoro rona. I[lepBble 3K3eMILTApBI
paclopsDKEHUN XpaHITCs B CHEUUAIbHOM HAKONMUTEIbHOM (HOMEHKIIATYPHOM)
nene. Konuu pacnopsbkeHuid Ha OyMa)KHOM HOCUTEJIE HAIpaBIsIOTCS ajpecaram,
TaK)K€ MCTIOJHUTEIIO.

Pacnopspkenre umeeT cieayiouMe pekBU3UTh: Tep0d ['paliBopoHCKOro
rOPOACKOr0 OKpyra, HanMeHoBaHWE KOHTpOIBHO-CUETHON KOMHCCHUM; BH]
nokymenta (PACIIOPSAKEHUME), narta, perucTpallMOHHBII HOMEp, MECTO
cocTaBlieHUs (M3AaHMs) JOKYMEHTa; HAaMMEHOBaHHE JOKyMEHTa (3arojloBOK K
TEKCTY); MOJMUCH JOJKHOCTHOTO JIUIIA.

3arojgoBOK K TEKCTY paclOpsKEHHs] JOJDKEH KpPaTKO U TOYHO OTPAXKaTh
COJIEp’)KaHHE TEKCTa pacrnopsikeHrs. Toyka B KOHIIE 3arojloBKa HE CTaBHUTCH.
3aroyioBoK mevaraeTcsl MOdy>KUpHbIM mmpudTom No 12, depe3 1 MexcTpOuHBIN
WHTEpBaJ, B JIEBOW YaCTH JOKYMEHTA.

Texcr ornensierca OT 3arojoBka 2 - 3 MEXCTPOYHBIMU HHTEpPBAIAMHU U
nevaraerca mpudrtom pazmepom Ne 14 ¢ uHTepBasioMm | U BbIpaBHUBAETCS IO
JIEBOM M TpaBoi rpaHuIiamM TekcTtoBoro mois. IlepBas crpoka ab3alia HaYMHAETCS
Ha paccTosiHuu 1,25 cM OT J1€BOM I'paHUIIBI TEKCTOBOTO IMOJIS.

TekcT pacnopssKeHUsT MOXKET COCTOSATh M3 2 YacTed: KOHCTAaTUPYIOLIEH
(mpeamOyIbl) ¥ pacTiopsIUTEIbHOM.

B koHcTatupyromei 4acTd KpaTKO HM3JAraloTcs Henu U 3aaadd, (akTbl U
COOBITHS, TIOCTY>KUBIIIKE OCHOBaHWUEM JUIsl M3JaHus pacrnopspkeHus. OHa MOXET
HAaYMHATBCA CJIOBAMHU «B LEJAX», «BO MCIOJIHEHHE» U Ap. Ecim pacnopsixeHue
M3AeTC Ha OCHOBAaHMM JPYroro IOKYMEHTa, TO B KOHCTATHPYIOIIEW 4YacTH
YKa3bIBa€TCs HAMMEHOBAHUE 3TOT0 JOKYMEHTA, HAMMEHOBAaHHUE OpPraHa, U3/1aBILIETO
JOKYMEHT, JaThbl, PETUCTPALIMOHHOIO HOMEPA U 3ar0JIOBKa K TEKCTY.

[IpeamOyna B mpoeKkTax  pacmopsDKEHHIl — 3aBepllaeTcss  CIOBaMU
«TIPUKA3bIBAIO», «TpPeOylO», «HAMpPaBUTH», «IIPOBECTU» U Jp., KOTOpHIE
BBIJICTISIIOTCS )KUPHBIM HIPU(TOM.

PacnopsiaurenbHass 4YacTh JIOJDKHA COJEP)KaTh MOPY4YEHHUs (3aJaHus) C
YKa3aHUEM UCIHOJHUTENS (MCIIOJHUTENEH), CPOKOB UCIIOJTHEHUS.

PacnopsnurenbHas 4acTb MOMKET [JEIUTHCS HA IMYHKTBl WM IOJITYHKTHI,
KOTOpBIE HyMepyloTcs apabckumu nuppamu. JleficTBUS OJHOPOIHOTO XapakTepa
MOTYT OBITh NEpPEeYMCIECHbl B OJHOM IyHKTe. B KauecTBe HCHOJHUTENEH
YKa3bIBAIOTCS ~ KOHKPETHBIE  JOJDKHOCTHbIE  Jnma.  [locnegHuii  myHKT
pPacopsAUTEIBHON YaCTH MOXKET COJIEPkKATh CBEACHUSA O JAOJDKHOCTHOM JIMIIE, HA
KOTOPOE BO3J1araeTcsi KOHTPOJIb 3a UCIIOJHEHUEM IIPUKA3a.
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Ecnu pacnopsikeHue M3MEHSIET, OTMEHSIET WM JOIOJIHIET paHee W3AaHHbIN
JOKYMEHT WJIH KaKHe-TO €ro MOJIOKEHHS], TO OJUH U3 IIYHKTOB PacloOpsAUTEIbHON
YacTH TEKCTa JOJDKEH COAEpP’aTh CChUIKY Ha OTMEHSEMbId JOKYMEHT (IYHKT
JOKYMEHTA) ¢ YKa3aHUEM €ro JaTbl, HOMepa U 3aroJIoBKa. TEKCT MyHKTa JOJIKEH
HauyuHaTbes cnoBamu "llpu3Hars yrpaTuBmIMM CUIy...".

Pacnopspkennst ~ monmuceiBaer — npeaceaarenb  KOHTpoJbHO-CUETHOM
KOMHUCCHM, @ B €ro OTCYTCTBHE - 3aMECTUTEIb WM JIMLO, HUCIOJHAIOLIEE €ro
MOJIHOMOYHSI.

[IpunoxeHnuss K pacnopsDKEHUIO BHU3UPYIOTCS  JODKHOCTHBIM — JTMIIOM,
NOJrOTOBUBIIUM MPOEKT. [IpyM HanMuuM HECKOJBKUX MPUIIOKEHUN MPUIIOKEHUS
HyMepyloTca. BHeceHre M3MeHeHUil B MOJIMUCAaHHOE pAacHOpsKEHUE, a TaKKe B
COTJIaCOBAHHBIN MPOEKT TOKYMEHTA HE JIOIMYCKaeTCs.

6.2. IlonoxeHue, NpaBuIa, HHCTPYKIUA

[Tonoxxenne npuHUMAETCS B TOM Ciydae, €Clidi B HEM YyCTaHABIHUBAIOTCS
CUCTEMHO CBSI3aHHBIC MEXJIy CcoOOW IMpaBujia IO BOMPOCAM, OTHECEHHBIM K
KoMIieTeHITuM KOHTPOIbHO-CUETHOM KOMHUCCHH.

B mpaBunax ycraHaBIMBarOTCS HOPMBI U TpeOOBaHUS, 00s3aTEIbHBIC IS
BBITIOJIHCHUSL.

B uHCTpykmmm  u3naraercs  TMOPANOK — OCYIIECTBICHHS  KaKOW-TMOO
NEATEIbHOCTU WM MOPSJIOK MPUMEHEHHS MOJ0KEHUN 3aKOHONATEIbHBIX U MHBIX
HOPMAaTUBHBIX aKTOB.

[Tonoxenus: (mpaBuia, MHCTPYKIMHU) TPUMEHSIOTCS KaK CaMOCTOSITENIbHbBIE
IIPaBOBBIE AKThI, KOTOPBIEC MOJNUCHIBAIOTCS IpeaceaareneM KoHTpoJIbHO-CUeTHON
KoMuccuU B hopme Tpuda yTBEp>KIACHUS UK IMyTEM U3JIaHHS PACTIOPSIUTEIHHOTO
JOKyMEHTa 00 HX yTBEpXKIeHUU. PelieHne o Mmopsiake MPUHSATHUS TOJOXKEHUH,
MpaBUJI U UHCTPYKIMN HAXOAUTCS B BEICHUM Mpeacenarenass KoHTpoapHO-CUETHOU
KOMHUCCHH.

ITopsimok  MOATOTOBKM  MPOEKTAa TMOJOXEHHUS  (IpaBWI, HMHCTPYKIIMH)
COOTBETCTBYET 00IlIEMY MOPSAJAKY MOATOTOBKU IMPOEKTOB HOPMATHUBHBIX MPABOBBIX
aKTOB.

Texkct mpoekTta moNOXkeHUS (IpaBWJl, HHCTPYKIMU) TMedYaTaeTcss Ha
CTaHgapTHOM Jucte Oymaru ¢opmara A4 B COOTBETCTBUU C IIPABHIAMH
JEJIONPOU3BOJICTBA, YCTAHOBICHHBIMH HAacTOsied MHCTpyKIIMEN U yTBEPKAAETCA
pacropsiAuTENbHBIM JOKYMEHTOM (pacHopsHKEHUEM).

TekcT uznaraeTcsi OT TPETHErO JIMIA €AMHCTBEHHOTO WJIM MHOMXECTBEHHOTO
yucia. B Tekcre ucmonb3yroTca cioBa: "mommken", "cmenmyet", "HeoOxomumo",
"sampernaercs”, "He qomyckaeTcs".

3arojoBOK K TEKCTY MOJIOkKEHUs (TIpaBUjl, HHCTPYKIMK) OTBEYAET HA BOIPOC
"O yem?"; 3aroJIOBOK K MHCTPYKIIMHU, COJAEpKallleld JOJKHOCTHbIE TpeOOBaHUS U
MOPSIAOK MPOBENCHUS padOT (JIOKHOCTHOM pErjiaMeHT), OTBEYaeT Ha BOIPOC
"Koro?" (JIoJoKHOCTHOM peryiaMeHT ayIuTopa).
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KoHcraTupyromeid 4acTbl0 MOJOKEHUS (IPaBUJI, WHCTPYKLMH) CIYXHUT
paznen "OOmme moyiokeHusa'", B KOTOPOM YKa3bIBalOTCS OCHOBaHUS pa3pabOTKH,
OCHOBHOE HAa3HAUYEHHE HOPMATUBHOIO aKTa M cdepa €ro pacnpoCTpaHEHHS,
OTBETCTBEHHOCTb 32 HAPYIICHUE YCTAHOBJIECHHBIX MIPABUI U TEXHOJOTHUM.

OCHOBHOU TEKCT MOJOXKEHUs (MpaBUJl, UHCTPYKIMU) MOXKET JAEIUThCA Ha
IJIaBbl, IYHKTHI U MTOAMYHKTHI. [ JTaBbI JOKHBI UMETh Ha3BaHU.

['aBbl, MyHKTHI U IOAMYHKTBI HyMEPYIOTCS apaOCKUMH LIUPpPaAMHU.

6.3. IIpoTokoJ 3acenanusi (CoBeIaHus)

[Ipotokon 3acemanusi (coBemIaHWsi) - JOKYMEHT HH(POPMAITMOHHOTO
XapakTepa, MpeIHa3HAauYeHHbIA sl (PUKCAIMK XOJla PAacCMOTPEHHUSI BOIPOCOB M
NPUHSATHS PEIICHUH Ha 3aceJaHUsIX pad0UYnX COBEIIAHUM, 1 KOMUCCHUH, CO3/TaHHBIX
JIOKaJTbHBIMA ~ HOPMATUBHBIMM  TMPABOBBIMU  akTamMud  KOHTPOJILHO-CUETHOM
KOMHUCCHH.

[IpoTokoy cocTaBisieTcsi HA OCHOBAHUM 3amlUCcei, MPOU3BEICHHBIX BO BpEMS
3acefaHus (COBEIIAHMs), TPEICTABICHHBIX TE3WCOB JIOKJIAI0B M BBICTYIUJICHUMH,
CIIPaBOK, MPOEKTOB PEIISHUM U IPYTUX MAaTEPHUAJIOB.

[IpoTokonbel MoOryT oQOpMIIATHCS B TMOJHOW WM KpaTkoil ¢dopme, Mpu
KOTOPOM OMyCKaeTcs X0 00CYKIeHUs BONIpoca U (PUKCUPYETCS TOJIBKO MPUHSIITOEC
110 HEMY pEIICHHE.

TekcT MoaHOro MpPOTOKOJIA, KaK MPaBHIIO, COCTOUT U3 ABYX YacTeil: BBOJHOMN
¥ OCHOBHOU. B BBOJHOM YacTu yKa3bIBAIOTCS MHUIMAIBI, (pamMmiIug mpeacenaTess
(mpencenaTeNnbCTBYIONIET0), CeKpeTaps, MPUCYTCTBOBABIIMX Ha 3aCElaHUU U, TIPH
HEOOXOJMMOCTH, JIMIl, TPUIJIANIEHHbIX Ha 3acenanue (coemianue). Ecnwm
KOJMYECTBO MPUCYTCTBYIOIIMX MpEeBbIIaeT 15 deloBeK, B BBOJHON 4YacTu
IPOTOKOJIA JIEJAETCA CChUIKAa Ha CIHCOK, SIBISIOIIMICS HEOTHEMIIEMOM YacCThIO
IPOTOKOJIA, HAIIPUMEP:

[IpucyrcTBOBaNM: 25 yei. (CIMCOK MPUIIAraeTcs).

Ecnu B 3aceganuu (CoBelIaHUM ) MPUHUMAIOT YYaCTUE MPEICTABUTENN PA3HBIX
OpraHOB BJACTH W OpraHU3allUi, YKa3bIBa€TCs MECTO pPAbOThI U JOJDKHOCTH
KaXJI0ro Jinia. MHOTOCTpOUYHblE HAMMEHOBAHUS JOJDKHOCTEM MPHUCYTCTBYIOLIUX
MeYaTarTCs Yepe3 OJNH MEKCTPOUHBIN NHTEPBAJL.

BBogHass yacte IPOTOKOJIAa 3aKaHUYMBACTCS MOBECTKOM [IHS, COJEprKallei
MepeYeHb PacCMATPUBAEMBIX BOIPOCOB, IEPEUUCICHHBIX B MOPSAKE HX
3HAYMMOCTH C YKa3aHUEM JOKJIATYMKa [0 KaXJOMYy PacCMaTpMBAaEMOMY BOIIPOCY.
Bompocer nosectku aust hopmynupytores ¢ npeiorom "O" ("OG"), meuatatorcs
OT T'PAHMIIBI JICBOTO MOJIS U HYyMEPYIOTCS apaOCKuMu nudpamu.

OcHOBHasi 4acTh MPOTOKOJA COCTOUT H3 Pa3liesioB, COOTBETCTBYIOIIUX
MIyHKTaM MOBECTKU AHS. TeKCT KaxA0ro pa3aeaa CTPOUTCS MO CXEME:

CIIYHIAJIN:

BBICTVYIINJIA:
I[NOCTAHOBWJIU: (nnu PELINJIIN:).
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OcHOBHOE coOJlep)KaHUE JOKJIAaJ0B M BBICTYIUIEHUN BKJIIOYAETCS B TEKCT
MIPOTOKOJIA MJIM NIPUJIAraeTcsl K HEMY B BUJ€ OT/AEJIbHBIX MAaTEPUAJIOB; B IIOCIEIHEM
cllydae B TEKCT€ MPOTOKoJia JenaeTcss OTMeTKa «TeKCT BBICTYIUICHUS
npuiaraercsi». [loctaHoBieHue (pelieHre) B TEKCT MPOTOKOJA BHOCHUTCS
MOJIHOCTBIO B TOW (OPMYIHPOBKE, KOTOpas ObUla MPUHATA HA 3acelaHHUM; IMPHU
HEO0OXOITUMOCTH MPUBOASITCS UTOTH TOJIOCOBAHMUSL:

«3a - ..., IPOTUB - ..., BO3AEPKAIOCH - ...».

Copnepxxanue 0co0Oro MHEHHMs, BBICKQ3aHHOT'O BO BpeMs OOCYXKIeHUS,
3aMKMChIBAETCA B TEKCTE IMPOTOKOJA IOCJIE COOTBETCTBYIOIIETO MOCTAHOBIICHUS
(petieHus).

TekcT KpaTKOro MPOTOKOJIA TAKXKE COCTOUT U3 JIBYX yacTeil. B BBogHOM yacTu
yKa3bIBAIOTCSl MHULMAIBI M (aMUIIMK TpeACceaTeNbCTBYIONEro (mpeacenaress),
ceKpeTapsl, a TAKKe MHULUAIBI U (PaMUIMK MPUCYTCTBOBABIINX JIUII.

«IIpucyTcTBOBANMY MEYaTa€TCd OT TPAHMUIIBI JIEBOTO MOJIS, MOJYSPKUBACTCS,
1ocJie cjoBa CTaBUTCS JBoeToune. Huke mevararoTcss HAMMEHOBAHUS JOJKHOCTEH
NPUCYTCTBYIOIIMX, a CIpaBa OT HAMMEHOBAHHS JOJDKHOCTEM - MX MHUIMAIBI U
damunuu. HaumeHoBaHMS JOKHOCTEH MOTYT  yKa3bIBaTbCs  00OOIIEHHO,
Hanpumep:

IIpucyrcTBOBAIIN:
3amecturens npeacenaresiss KOHTpoasHO-CYETHOM KOMUCCUU HN.0. damnnus
Aymutop KOHTpOJIbHO-CYETHON KOMUCCUU N.O. ®amunus

B 0cHOBHOI1 YacTH NMPOTOKOJIA YKa3bIBAETCS HOMEP BOIPOCA B COOTBETCTBUHU C
MOBECTKOM JIHSI, COJIEPKAHUE BOIPOCA U MIPUHATHIE PELICHUS.

HaumenoBaHue Bompoca HymepyeTcsi 1 HaunHaeTcs ¢ mpemiiora «O» («O0»),
yKa3bIBalOTCS (DaMHIIMK JTOJDKHOCTHBIX JIMI], BBICTYMHUBIIUX MpPH OOCYKICHUH
JAHHOT'O BOIIPOCA. 3aTEM YKa3bIBAETCS MPUHSITOE IO BOIPOCY PELICHHUE.

[IpoToKkON TOANMCHIBAETCA MPEACEAATENbCTBYIOIIMM HA 3acelaHud W
cekperapeM. /[aToil mpoToKoJia ABIseTCS 1aTa 3aceaHus (COBEILIAHMS).

[IpoTokonam mpucBanBarOTCs MOPSAKOBBIE HOMEpPA B Mpeeiax KaleHAapHOoro
roJia OTAEIBHO MO KaXJA0W rpymie MpoTOKOJIOB: MPOTOKOJbI pad04YnX COBEIIaHUMH,
MIPOTOKOJIbI 3aCENaHUI KOMUCCUU U JP.

Komuu mpoTOKO70B (BBIMMCKH) MPU HEOOXOAMMOCTA MOTYT HAIpPaBISITHCS
3aMHTEPECOBAHHBIM OpraHaM U JOJHKHOCTHBIM JIMIIAM I10 3alpocaM Ha OCHOBAHUU
peuienus npenacenarenss KoHTpoabHO-CUETHOW KOMUCCHH.

6.4. 3anucka (aHAJUTHYECKAs], TOKJIATHAS,
ciry:keOHasi, 00 bSICHUTEJIbHAS)

VYcTaHaBIMBAIOTCS — CEAyIONIMe 00s3aTebHbIE PEKBU3HTHI  JOKJIAJTHON
(aHanUTHUYECKOM, CIyKEOHOU, OOBSICHUTENBHON ) 3aITUCKH:
aapecaT (IOKHOCTHOE JUIO KOHTPOJBbHO-CUETHOW KOMMCCHHU, OpraHa
3aKOHO/IATEIbHOW WJIM UCTIOJIHUTENIbHOU BJIACTH, U T.J.);
BU/J TOKYMEHTA;
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Ha3BaHUE IOKYMEHTA (3aroJIOBOK K TEKCTY), €CJIM TEKCT Ooiiee 4 - 5 CTPOK;

HAaUMEHOBAaHHWE  CTPYKTYpPHOTO  TOJpa3AelieHus, JOJDKHOCTh  aBTOpa
JTOKYMEHTA;

MOJIITHUCH;

JaTa JOKyMEHTAa.

Jlo mpeacTaBIeHUs COOTBETCTBYIOIIEMY JODKHOCTHOMY JIMIY —3allCKH
(moxnagHbIe, aHAJIUTUYECKHUE, CITyeOHbIe, 0O0BSCHUTEIILHBIE) npu
HEOOXOAMMOCTH BU3UPYIOTCS 3aMHTEPECOBAHHBIME TOKHOCTHBIMHU JIHIIAMH.

6.5. TereponorpamMmmsl

Tenedonorpamma - 0000IIEHHOE Ha3BaHWE pPa3IMUYHBIX IO COJEPIKAHUIO
JOKYMEHTOB, BBIJICIIIEMBIX B CBSI3M C OCOOBIM CIIOCOOOM TIepeaud TEKCTa,
nepesaeTcst YCTHO MO KaHajgaMm Tese()OHHOW CBSI3U M 3alMChIBaeTCs (Ie4aTaercs)
HoJTy4JaTesieM.

IOpunnyeckass cwia  TMOCTYNMUBINEGH — Tele(OHOTpaMMBI  OMpEEIsIeTCS
CIICIYIONIUMH PEKBU3UTaAMH, OOECIICUMBAIONIUMHU HUACHTHU(PUKAIIMIO ITOIIKHCH
OTIIpaBsieMON TeIC(POHOTPAMMBI: HUCXOISAIIMM PETHCTPAIMOHHBIM HOMEPOM
OTIIpaBJIsieMOH Teae(OHOTpaMMBI; JOJDKHOCTBIO, (haMUIMCH, UMEHEM, OTYCCTBOM
JUIa, OTHPABUBIIETO  TelePOHOrpaMMy; TIOJNUCHIO  JIMIA, HPHHSBIIETO
TeNeOHOTpaMMy, M BXOIAIIMM PETUCTPAIIMOHHBIM HOMEPOM  MOJTYYEHHOM
TeIe(POHOTPAMMBI.

TenepoHorpaMMbl  peKOMEHIYETCS  HUCIIOJIB30BaTh [JIsl  ONEPATUBHOTO
pEIIeHHs CIYKEOHBIX BOIIPOCOB B TE€X CIIyyasx, KOTr/1a COOOIICHMs, IEpeiaBaeMbie
no TtenedoHy, TpeOyroT HOKyMeHTaldbHOTO odopmieHud. TenedhoHorpammamu
NEPEeIaloTCsl HECIOXKHBIE TEKCThI (MPUTIIAIICHUS HA COBEIIAHMS, 3acelaHus |
Apyrue).

Otnpasisiemasi TenedoHOrpaMMa COCTaBJISIETCS B OJHOM DJK3EMIUISIpE H
MOJIMUCHIBAETCS. PYKOBOJUTEIIEM WIIM OTBETCTBEHHBIM UCIIOJIHUTEIIEM.

Ecnmu tenedonorpamma mepenaercs HECKOIBKMM ajpecaraMm, K HEW JOJDKEH
MpUJIaraThCsl CIHMCOK TOJpa3/ieJICHuH, KOTOPBIM €€ HaMpaBlIiioT, U HOMEpa
TeNIeOHOB, IO KOTOPHIM OHA JOJKHA OBITh TIEpeIaHa.

B tenedonorpamme He gomxHO ObITh Oonee 50 cioB. B Tekcrte cruemyer
n30eraTh TPYAHOIIPOU3HOCUMBIX CJIOB U CJIOKHBIX 00OPOTOB.

JlaToii TenedoHOTrpaMMBbI SABIISIETCS J1aTa €€ epeiayn.

MoryTt paspabaTbiBaThcsl cClienpainbHbie OnaHku Tenedonorpamm. Ecmu
OJIaHKM OTCYTCTBYIOT, TO Tele(oHOrpaMMa 3alUChIBACTCS B JKypHAI YydeTa
TeNePOHOTPAMM.

6.6. Teaerpammabl

TenerpaMmma - TEKCTOBOE COOOIIEHHE, MpEAHA3HAUYCHHOE IS Nepeaadu
cpeacTBaMHu TenerpadHON CBsI3H.

OtmpaBurensamu TenerpagHoOi KOPPECIIOHJCHIIMK SIBISIOTCS JTOJKHOCTHBIC
JU1a, KOTOPBIM MPEIOCTABICHO MPABO MEPEMUCKH MO CITY>KEOHBIM BOIPOCAM.
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Tenerpammbl medartaroTcsl 3ariaBHbIMM OykBamu depe3 1-2 uHTepBaina, 0e3
MPUMEHEHUS IPOU3BOIBHBIX COKPAIICHUH.

TenerpamMmma aoixkHa ObITH OPOPMIICHA B CJICIYIONIEM MOPSJIKE:

- MOJIpOOHBIN MOYTOBBIN aapec;

- IOJIHOE€ HAMMEHOBAHUE aJpecara;

- TEKCT TeJIerPaMMBbl;

- JIOJDKHOCTh, HWHHIMANBL, (aMuIus PYKOBOIWTENS, TOAMHCABIIETO
TeJerpaMmy.

Anpec U HaMMEHOBAHME aJipecaTa JOJDKHBI COJIepKaTb BCE HEOOXOIUMBbIE
cBeJieHus, olecreuynBarolue Oe3yCclOBHYIO JOCTaBKY TeJlerpaMMbl ajpecaTy
(HaMeHOBaHUS HOMEPHBIX YJIMWI[ YKa3blBaTh NPOIMUCHIO, CJIOBa '"mpocmekt",
"mpoe3n", "mepeynaok" B aApecHON YacTH JOJKHBI OBITh HANMCaHBI MOJIHOCTHIO).
OTBETCTBEHHOCTh 3a MOJHOTY M TOYHOCTh HamMCaHUs ajpeca Bo3jaraercsa Ha
OTIIPABUTENS TEIETPAMMBI.

Texkct meuataercs 6e3 mepeHoca CIIOB M HCHpaBlieHUWd. BcTaBku B TekcTe
JIeNnaTh Heb3sl.

7. IlpueM U mepBUYHAS 00PA0OTKA MOCTYNAIIIMNX JOKYMEHTOB

I[IpueM wu mnepBuyHass o00pabOTKa JOKYMEHTOB, IIOCTYHAalOIUX B
KoHTpOJIbHO-CUETHYIO KOMHUCCHIO, OCYIIECTBIISICTCS 3aMECTUTENIEM MpeaceaaTesNs
KoHTponbHO-CYUETHON KOMUCCHH.

JlokyMeHTbl, mnocTtynuBimiie B  KOHTPOJIBHO-CUETHYIO  KOMMCCHIO,
MPUHUMAIOTCS, YYUTBIBAIOTCS U PETUCTPUPYIOTCA 3aMECTUTENIEM IMpelceaaTess
KonTposbHO-cueTHON KOMHCCUU. [Ipu BCKPBITMM KOHBEPTOB IPOBEPSIETCA
IPaBUIBHOCTh aJpecoBaHUsl M O(QOpMIICHHS, KOMIUIEKCHOCTh M IICJIOCTHOCTH
JOKYMEHTOB, MPUJIOKECHUIN K HUM.

HenpapwisHo anpecoBaHHble W O(OPMIICHHBIE, OIMMOOYHO BIIOKCHHBIC
JOKYMEHTBI TIEPECHIIAIOTCA MO0 HAa3HAYEHUIO WJIM BO3BPAIIAIOTCS OTIPABUTEIIO.

[ToctynuBimine B KOHTPOIBHO-CUETHYIO KOMHUCCHUIO HOPMAaTHUBHBIC
MPaBOBbIE aKThl JOJDKHBI OBITh 3apETHUCTPUPOBAHBl B  COOTBETCTBUM C
CYIIECTBYIOIUMH TpeOoBaHusIMU. KoppecmoHaeHIUs ¢ TpudoOM <«IMYHO» HE
BCKpBIBAE€TCA, a Mepeaaercs ajapecaraM. Eciin B makeTe HaXOAUTCS CIyKEOHBIN
JOKYMEHT, TO TIOCJ€ TMPOYTCHHUS aJapecaToM OH TMEPEIAeTCs 3aMECTUTEIIIO
npenacenarenss KoHTpoabHO-CUETHON KOMUCCHH UL PETUCTPALUH.

Ha nokymenTtax, moctynuBmux B KOHTPOJBHO-CUETHYIO KOMHUCCHUIO H
3apETrUCTPUPOBAHHBIX B YCTAHOBICHHOM TOPSJKE, HE pPa3pemaeTcsi BHOCHTh
Kakde-TuO0O0 TMpaBKH W IOMETKH. PaboTa ¢ JIOKYMEHTaMH BHE CIIy)KCOHBIX
MOMENICHUI, HE JIOMYCKAETCH.

8. Peructpanmsi mocTynammux J10KyMeHTOB
JIOKyMEHTBI PErucTPUPYIOTCS HE3aBUCUMO OT Crocobda HuX JOCTaBKH.
Peructpanuss JOKYMEHTOB NPOU3BOJAUTCA B JKypHaje yyeTa BXOAsmIEH
KoppecnoHaeHuu (npuioxenue Ne 1).
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Ha nocrtymarommx mokyMeHTax Ha OyMa)XHOM HOCHTENE, MOAJIEeKAIIUX
perucTpanuu, B BEpXHEM MPaBOM YyIily NEPBOro JIMCTA JOKYMEHTa (MpU HaIUYUU
CBOOOJHOTO MECTa) MPOCTABIIAETCS OTMETKA O MOCTYIUIEHUU C YKa3aHUEM JaThl
IIOCTYIUIEHUSI M BXOJIAILETO PETUCTPALMOHHOIO HOMEpa JOKYMEHTa, CIYyKAIIUX
YHUKaJIbHBIM UJIEHTU()UKATOPOM JOKYMEHTA.

JIOKyMEHTBI MEpEeNaloTCd HAa PACCMOTPEHHE MPEACENATEN0 W HHBIM
JTOJKHOCTHBIM JIMLAM TOJIBKO MOCJE PETUCTPALIUH.

[loctynuBmne B  KOHTPONBHO-CUETHYHO  KOMHUCCHIO  TEJIETPAMMBI,
TeNePOHOIPaMMBbI, PETUCTPUPYIOTCA B OTAEJIBHOM KypHase ¢ rpadamu, COrJiacHO
npwioxeHus 1 k Hactosmedn MHcTpykumu.

K nokymeHTaM, HE MOIEKaIIUM PETUCTPALIUU, OTHOCATCA JOKYMEHTHI, HE
TpeOyIolue HCIOIHEHUS U HE COJepKalue HHPOpMalUM, HCIOIb3YyeMOH B
CIIPAaBOYHBIX LEJAX, HANPHUMEDP: MPUTJIACUTEIbHbIE, MO3ApPaBUTEIbHBIE NUCHMA,
TeJlerpaMMbl, OWJIEThI, IUIAHbI, MPOrpaMMbl CEMUHApPOB, KOH(EpEeHIUH,
CUMIIO3UYMOB U JIp. MOJOOHBIX MEPONPHUSTHHA, JOKYMEHTHI MO OYyXTajlTEepCKOMY
y4eTy, MaTepHaIbHO-TEXHHUUYECKOMY OOECIEeUYeHHI0, IUIaHOBbIE, (PUHAHCOBBIE
JOKYMEHTBI, TMOCTyMawIliue ©0e3 CONPOBOJUTENHHOIO TUChMA, pPEKJIaMHBIC
JOKYMEHTHI, KOMMEPUYECKHUE NPEAJIOKEHHUS, NeYaTHBIE U3JIaHMUS,
yHUPUIIUPOBaHHbIE (DOPMBI U OJIAHKU JOKYMEHTOB U JPYTHE.

9. Ilopsinok padoTHLI MCMOJHUTENEH € JOKYMEHTaAMU

[TopyueHHsI UCTIOHUTENIO OTPaXarTCs B Pe30JIIOIUAX. Pe3ontonus MoxeT
IPOCTABIISITECA HA JIUCTKE JJI PE30JIOIUM, UM HEMOCPEACTBEHHO HA JIOKYMEHTE
Ha JIF0OOW CBOOOJHOM OT TEKCTa IUIOMIAJM, KpOME TIOJIEH IIepBOro JIMCTa
JOKYMEHTA.

Pezomroninst momkHA cofepkarh (GaMWIMIO W WHUIUAIBl UCTIOTHUTEIS
(uctiomHuTenel), 3amaHve (ykKazaHuUE) O TMOPSAJKE M XapaKTepe MCIOJIHCHUS
JOKYMEHTA, TUYHYIO MOANUCH U J1aTy.

B ciyuae OTCyTCTBHUST HMHOTO pEryJUpOBaHHUs, OTBETCTBEHHBIM 32
UCIIOJTHEHUE JOKYMEHTA SIBISIETCA JIMIIO, YKA3aHHOE B PE3ONIOLMU MEPBBIM, EMY
nepeaaeTcs MOJJIMHHUK JOKYMEHTA, COUCITOTHUTENSIM — KOIIHH.

OTBETCTBEHHBII  UCHOJHUTENb  0053aH  OPraHU30BaTh  UCIIOJIHEHUE
JOKYMEHTa B COOTBETCTBYIOUIMN (YCTAHOBIICHHBI KOHKPETHO) CpPOK, €My
MPEAOCTABISAETCS MPABO CO3bIBA COMCIIOIIHUTENECH.

CouCnOTHUTENN JOJKHBI MO TPEOOBAaHUIO OTBETCTBEHHOTO HCIOJHUTENS
MPEeIOCTaBUTh BCE HeoOXoammbie Marepuanbl. OHM B paBHOW CTENEHH HECYT
OTBETCTBEHHOCTh 3a CBOECBPEMEHHOE W KAUYE€CTBEHHOE HCIIOJIHEHUE YKa3aHUM
PYKOBOJUTENS.

C conmepxaHueM CIy>KEOHBIX JOKYMEHTOB MOTYT OBITh O3HAKOMJIICHBI
TOJIBKO JIUIA, UMEIOIINE OTHOIIEHHUE K UX UCIIOJHEHHUIO.

Nudopmaiusi, packpbiBaroiiasi cojJepkKaHUE YyKa3aHHBIX JOKYMEHTOB, HE
MOJJICKUT pa3riiamieHuto (pacnpoctpanenuto). Mudopmanus, comepxamniasics B
JIOKYMEHTaX M UX MPOEKTaX, MOXKET MCIOJb30BATHCS TOJIBKO B CIYKEOHBIX IEISAX
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B COOTBETCTBMM C TIOJHOMOUYMSIMU JOJKHOCTHBIX JHI, paOOTalomMuX WU
3HAKOMSIIIMXCS C 3TON MH(POpMaLIUEH.

[lepen yxomoM B OTHYCK WM BBIE3JOM B KOMAHAMPOBKY COTPYIHUKH
(pa®oTHUKHM) 00s13aHBI TIepefaBaTh HAXOJNSIIMECS Yy HHUX Ha HCIOJHEHUM, Ha
KOHTpOJIE JIOKYMEHTBl JPYroMy COTPYJIHHUKY IO YKa3aHUIO TpeaceaaTes
KoHTpoibHO-CUETHOM KOMUCCHUM WJIH €T0 3aMECTUTES.

B ciuywsae yrparel JokyMeHTa 00 93TOM HEMEJICHHO JOKJIAJbIBACTCS
npeacenatento KoHTpoabsHO-CYETHON KOMUCCHUH.

Corpynauku  (pabotHuku) KOHTpOTBHO-CYETHONM  KOMHUCCHUU  HECYT
NEPCOHANTBHYIO JTUCIMIUIMHAPHYI0 U MHYIO YCTaHOBJICHHYIO 3aKOHOJATEIhCTBOM
Poccuiickoit ~ ®denmepanui  OTBETCTBEHHOCTh  3a  HECOOJIIOJICHUE  WMU
ycTaHoBlIeHHOro WHcTpykiuedt mopsjaka paOOThl € JOKYMEHTaMH, UX
COXPaHHOCTbD, a TAKKE 3a pasrialleHnue CoJepKalleics B HUX nHpopMaium.

PaGora ¢ oOpamieHus MU TpaxaaH OCYIIECTBISETCSI B COOTBETCTBHU C
dbenepanbHBIM  3aKOHOAATEIBCTBOM M WHCTpyKuuer KoHTponbHO-cUeTHOM
KOMHUCCHH.

[Tepenaua JOKYMEHTOB M WX KOMHUU MPEJICTABUTEISIM CPEJCTB MacCOBOM
uH(OpMaIMK OCYIIECTBIISETCS TOJIBKO ¢ paspenieHus npeacenarens KonrpoibHo-
CYETHOM KOMHUCCHUU W B TOPSJKE, ompeiaessieMoM mpezacenareneM KoHTposbHO-
CUETHOW KOMHUCCHH.

10. PerucTpanusi u oTHpaBKa CJIy:KeOHBIX JOKYMEHTOB

3a cocraBnenue u opopmieHHe JOKYMEHTa, a TaKKe COTJIACOBAaHUE MPOEKTa
JOKyMEHTa C 3auHTEPECOBAHHBIMU OpraHaMHu BIIACTH, OpPraHU3alUAMU U
JOJKHOCTHBIMH JIULIAMH, TIOMUMO UCTIOJHUTENS, OTBETCTBEHHOCTh BO3JIaraeTcs Ha
pykoBoauTenss KOHTpOJIbHO-CUETHOM KOMHUCCHH.

Jlo mpencraBiieHHMs Ha TMOJINUCH HCIOJHUTENb MHPOBEPSIET MPABUIBHOCTH
oopMIIEHUSI JOKYMEHTOB, MPABUIBHOCTh aJPECOBAHMS, HAIMYKWE HEOOXOAMMBIX
BU3, IPUIIO0KEHUH.

Ha ornpaBneHusix yka3bIBaeTCs MOJTHOE HAMMEHOBAHWE OpPraHU3alluy WIIH
YTBEPKJACHHOE B YCTAaHOBIICHHOM THOPSJAKE COKpPAllCeHHOE HAUMEHOBAHUE
OpraHu3aluu noiyyatess (KpoMe HOKYMEHTOB, aIpECOBAHHBIX 3aKOHOIATEIbHBIM
Y VCTIOJTHUTETLHBIM OpTaHaM BIIACTH | paifBOPOHCKOTO TOPOJICKOTO OKPYTa).

3amecTuTenh TpeAcenarens MpPOBEpSeT MPABWIBHOCTH  OQOpPMIICHUS
MOCTYNUBIIEH ISl OTIPABKUM KOPPECHOHACHUMU (HAJIMYHE COOTBETCTBYIOIIUX
MOANUCEN, BU3, HEOOXOAUMOIO KOJMYECTBA SK3EMIUSIPOB U MPUIIOKEHUN),
PETUCTPUPYET B KypHAJIE ydeTa UCXOJsIIel KoppecnoHaeHIuU (rpuioxeHue No
2) ¥ IPOCTABIIAET HA JOKYMEHTE UCXOMSIIINI HOMED U JIaTy.

HemnpaBunsHo odopmieHHBIE HOKYMEHTHI K OTIPaBKE HE MPHUHUMAIOTCA.
JlocTaBKa CpPOUYHBIX CIYKEOHBIX JOKYMEHTOB B MYHUIIUIAJIbHBIE OPraHbl BJIACTH,
WHBICE TOCYJIApCTBEHHBIE OpraHbl, Haxoasumuecs B ropoae [ 'pailBopone,
OCYILIECTBIIAETCS HAPOYHO COTPYJHMKAMH, HA3HAYAEMBIMHU IpEICEaaTENEM
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KOHTpONABHO-CUETHON KOMHMCCHM WJIM €r0 3aMECTUTENIEM, B KaKJOM KOHKPETHOM
ciyyJae.

OTtnpaBisieMble TOKYMEHTBI IEPEatoTCsl MOCPEICTBOM IMOYTOBOM CBSI3U H
T10 DJIEKTPOHHOM IOYTE.

O06beM  mepefaBaeMbIX  CIYKEOHBIX  JIOKYMEHTOB IO  KaHallam
(akCUMMIIBHOM CBSA3M, KaK MPABUJIO, HE JOJKEH NPEBBIIATH MSATH JIUCTOB.

Ha komumm 1okymeHTa, BO3BpamiaeMoil COTPYIHUKY (paOOTHUKY)
KOHTpONbHO-CUETHON KOMHUCCHM /JI MPUOOIIEHUS K JeTy, CTABUTCS OTMETKa 00
OTIIpaBKe.

11. KoHTpPOJIb HCIIOJITHEHHUA JOKYMEHTOB U IOPY4YeHUMH

Kontpons npeacrabiseT co60il COBOKYITHOCTh MEPOIIPUSTUN, HATTPABIECHHBIX
Ha 00EeClEeUeHHEe CBOECBPEMEHHOTO M KA4YE€CTBEHHOI'O WCIIOJHEHUS MPUHSATHIX
pelieHnii U MopyueHuit, 3aUKCUPOBAHHBIX B CIIY)KEOHBIX JOKYMEHTAX.

Ocy1iecTBiaeHNE KOHTPOJIS SBISETCS OAHOW U3 OCHOBHBIX 00S3aHHOCTEH BCEX
JOJDKHOCTHBIX  JuIl.  OO0s3aTeTbHOMY KOHTPOJIIO TIOJICKAT BCE CITy)KEeOHBbIE
JIOKYMEHTBHI, B KOTOPBIX OMIPEACICHBI CPOKH UCTIOJIHECHUS UM UMEIOTCS TOPYUCHHS
O TPEJCTaBICHUM JOKJIAJ0B, TPEIJIOKEHUN, 3aKIIOYECHUNW U  BBINOJHCHUU
(mpoBeeHNH) APYTUX KOHKPETHBIX MEpOMNpUSATHN. VIcmoliHeHHe Kakoro MMEHHO
JIOKyMEHTa U B KaKHUe€ CPOKH HEOOXOJIMMO MOCTAaBUTh Ha KOHTPOJIb OMPEIEIIeTCsI
npeacenaTeneM KOHTPOJIBHO-CUETHOW KOMUCCHUH HIIA €T0 3aMECTUTENIEM.

KoHTponb ucnonHeHus Mopy4eHuil BKIIFOYAET:

CHUCTEMATH3allul0 W TIOATOTOBKY CBEJICHHH O COJEpXKaHUU M CpOKax
BBITIOJIHEHUS TTIOPYUYEHUH;

nepuoandeckuii  cobop, o0000mEeHne ©W aHaau3 HWHGOPMAIUU O XOJe
BBITIOJIHCHUS TTIOPYUYCHUH;

IIPOBEPKY (PaKTHUECKOTO BBITIOJTHEHHUS MOPYUYCHHM, a TaKKe IMOJATOTOBKY IIO
ee pesyJbTaTaM MaTepuajoB (ClpaBKa, JOKIQJHAS 3amucka) Ui JOKJIaja
PYKOBOJHUTEIIO;

MOJICOTOBKY TPEJUIOKEHUN MO 00ECIEYEHUI0 CBOCBPEMEHHOTO BBITOTHEHUS
MOPYYEHUM, TMOBBIIIEHUIO UCIIOJIHUTEIBCKON NUCIUIUIMHBI, COBEPIICHCTBOBAHUIO
OpraHU3alUU U OCYIIECTBICHUS KOHTPOJIA.

Ocy1iecTBISAIOTCS CASAYIONIUE BUIBI KOHTPOJISI 32 BHIIOIHEHUEM MOPYUYECHUM:

IPOMEXYTOYHBIM - 3a BBINIOJHEHHEM OCO00 3HAUYUMBIX MEPOIPUSATHH,
MMEIOIIUX NPOMEKYTOUHBIE 3TAIbI BHIITOIHEHHUS;

3aKJTIOYUTENbHBIN - 10 OKOHYAHHUH BBITIOJIHEHUS MIOPYYEHUS B 1IEJIOM (B 4aCTH
KacaroIiencs) mocpeaCTBOM cOOpa CBEICHUI O BBHIMTOJHEHUHN COJICPIKAIINXCS B HEM
MEpONPUSATUI U TPOBEPKH PE3yJIbTATOB.

B nensx noseimenust 3¢ HEeKTHBHOCTH KOHTPOJISI TIO OTACIBHBIM MTOPYUYCHUSM,
MMEIOIIUM 0CcO00€ 3HAYEHUE, JJIUTENbHbI CPOK MCIOJHEHUS WIH 3HAYUTEIBHOE
KOJIMYECTBO UCTIOTHUTENEH U COUCTIOIHUTENEH, M0 YKA3aHUIO PYKOBOJICTBA MOXKET
MOATOTABIUBATLCA IUIaH KOHTPOJS, KOTOPBIA JOJDKEH COJEpXkKaTh CBEICHUS O
MPOMEXKYTOUHBIX ~ CPOKax  MPEACTaBICHHUS  MPOEKTOB  JOKYMEHTOB B
3aMHTEPECOBAHHbBIC MHCTAHIINU.
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KonTposs 3a HCHONHEHHEM  TEKYIIMX JIOKYMEHTOB  OCYILECTBIISECT
3aMecTuTens npeacenarens KoHTpoibHO-CUETHOM KOMUCCHHU.

Kontponb BbiloaHeHUs 1iaHa paboThl KOHTPOJBHO-CUETHOW KOMHUCCHHM Ha
roJl OCYIIECTBISIOT ayAUTOPHI 110 HAMPABICHUSAM JEATEILHOCTH, OO KOHTPOJIh
OCYILIECTBIIAET 3aMECTUTEND TIpeacenaresss KOHTpoabHO-CYETHOW KOMUCCHUMU.

CpOK BBITIOJTHEHUSI UCUHUCIISIETCS B KAJIEHIAPHBIX JHSX IO MOPYUYEHUSIM

I'maBpl  agMuHUCTpanuu  ['paliBODOHCKOTO  TOPOIACKOTO  OKpyra H
npenacenarens Cosera aenyTatoB ['palilBOpPOHCKOTO TOPOJICKOrO OKpyra - ¢ JaThl
MOJIUCAHUS,

cojiepkaiumMcs B pefepaibHbIX KOHCTUTYIIMOHHBIX 3aKOHAX U (peepaibHbIX
3aKOHax, ykazax u pacnopsokeHusx IIpesuwpenra Poccuiickonn @enepaunu,
IIOCTAHOBJIIEHUAX U pacnopsbkeHusx [IpaBurensctBa Poccuiickoii denepamuu - ¢
JIaThl MX BCTYIUICHUSI B CUJTY (€CJIM HE YCTAHOBJIEH MHOU CPOK);

paccMoTpeHue — oOpaiieHust  (3ampoca) — JenyTaTa  OCYIIECTBIISIETCS
0e3oTiarateibHo, a Tpd HEOOXOJAMMOCTH  TOJYYCHHS  JOMOJHUTEIbHBIX
marepuaioB - He mo3aHee 30 mueit. [Ipy HEOOXOAMMOCTH CPOK pPacCMOTPEHUS
MOKET OBITh MPOJJICH MO COTJIACOBAHUIO C JICMYyTaTOM,;

Ecin nocnengHuii AeHb CpOKAa HCIOJIHEHUS JOKYMEHTAa MPUXOJUTCS Ha
Hepabouunii IeHb, TO JOKYMEHT TOJJICKUT UCTIOJIHCHHIO HE TI03Hee pabodero JaHs,
MPEAIIECTBYIOIIETO JAHHOMY HepaboueMy JTHIO.

Cpok BBINOJHEHUSI MOPYYEHUSI COUCIIOIHUTEIEM PAaBEH IOJOBUHE CpOKa,
YCTAHOBJIEHHOI'O JUISI BBIITOJIHEHUS [TIOPYYEHUsI OTBETCTBEHHOMY UCITOJIHUTEIIIO.

[IepcoHAIBHYIO OTBETCTBEHHOCTD 33 CBOEBPEMEHHOE BBINOJHEHUE IIOPYUYEHHUS
HECeT COTpyAHUK KOHTpPOIBHO-CUETHOM KOMHCCUH, KOTOPOMY IOPYYEHO
UCIIOJIHEHUE.

[Tpu HEOOXOAUMOCTH MPOIeHHs (IIEPEHOCA) CPOKA BBHIMOIHEHUS MOPYUCHUS
JNOJKHOCTHOE JIMII0, OTBETCTBEHHOE 3a BBIIIOJIHEHHE, IMPEJICTABISACT JOKIJIAJIHYIO
(cmy>keOHYI0) 3alMCKy Ha MMl PYKOBOJMTENIS, NABIIETO MOPYYCHHE, HE TO3/IHEE
YyeM 3a TpU [JHS JO WCTEYEHHUsI YCTAaHOBJICHHOIO CpOKa, C M3JIO)KEHUEM
MOTHBUPOBAHHOW MPOCKOBI O €ro MPOMJICHUH M YKa3aHWEM KOHKPETHBIX Mep,
KOTOpble HEOOXOIUMO OCYIIECTBUTH Il BBIMOJHEHUS TOPYYCHHS, a TaKKe
pEATBHOM CPOKE BBIIIOJIHEHHUS.

Joxnagnas (ciyxeOHas) 3amMcka O NOpoJJjieHMHu (IEpEeHOoce) CpoKa
BBHITIOJTHEHUS TIOPYYCHHUSI, HE OTBeYaromias TpeboBaHusM HacToset MucTpykimmy,
BO3BpAIIACTCA JOJDKHOCTHOMY JIMILy - HWCIOJTHHUTENIO s JOpaOOTKH U
IIOBTOPHOI'O ITPE/ICTABICHHUS.

CHATUIO C KOHTpOJISI TOJJIEkKAT MOPYUYEHHUS, IO KOTOPHIM BbBITIOJTHEHBI
coleprKalecss B HEM 3aJlaHusl, PELICHBI ITOCTABJICHHBIE BONIPOCHI U HAIIPABJICHBI
OTBETBI BCEM 3aMHTEPECOBAHHBIM aJpecaraM, Pe3yJIbTaThl BBIITOJIHEHUS I0JI0KEHbI
PYKOBOJIUTENIO, AABIIEMY [IOPYUYECHHUE.

[TonroToBneHHblE  [TOKYMEHTBI, HE  OTBEYAIOIIME  YCTAHOBICHHBIM
TpeOOBaHUAM, B KOTOPBIX HE COAEPKUTCS OTBETOB O PEIICHUHU BCEX MOCTABICHHBIX
B TMOPYYEHHH BOMPOCOB, BO3BPALIAIOTCS HUCIOIHUTENO JUIsi JOpabOTKU U
IIOBTOPHOI'O ITPEICTABIICHHUS.
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Bo3zBpaienue cinyXeOHbIX JTOKYMEHTOB, HE OTBEYAIOLIUX YCTAHOBJIEHHBIM
TpeOOBaHUSIM, HE SBISAECTCA YBAXUTEIbHOW MPUUYMHOM 3aJEpPKKU CpOKa HUX
VICTIOJTHEHUSL.

12. ®opmupoBaHue aej, Nepeaada ux B ApXus.

Opranuszanusi XpaHEHUs, KOMIUIEKTOBaHMS, Y4Y€Ta M HCHOJIb30BAHUS
JIOKYMEHTOB apXUBHOTO (POH/IA OCYIIECTBIISIETCS B COOTBETCTBUU C TPEOOBAHUSIMHU
®denepanbHOro 3akoHa Poccutickoit @enepanuu ot 22 okTsa6ps 2004 roga Ne 125-
O3 «OO0 apxMBHOM [E€JIONPOM3BOJCTBE», a Takxke [lonoxeHuemM 00 apxuBe

KontponbsHo-cueTHOM KoMuccun benroposackoii oonactu ot 27 nexadps 2012 rona
Ne 51.

[Tpunoxkenue Ne 1
K MHCTpyKIIMU 1O 1€710MPOU3BOIACTBY
B KOHTpONBHO-CUETHOI KOMHCCHT
['paitBOpOHCKOr0 TOPOJACKOr0 OKpyra

Kypnan
y4eTa BXOIAIIEH KOPPECIIOHICHIINN
Ne n/m naTa Anpecar Kpatkoe conepsxanue [Tpumeuanue
HOCTYIUICHUS JOKYMEHTa
1 2 3 4 5
[Tpunoxenue Ne 2
K MHCTpyKIIMH N0 IET0NPOU3BOJCTBY
B KOHTpONBbHO-CYETHON KOMUCCHUH
['pailBOpOHCKOro rOpOJACKOro OKpyra
Kypnan
y4eTa UCXOJAIIEH KOPPECTIOHACHIIUN
Ne /m Hata Anpecar Kpatkoe cogepxxanmne | Cpok oTBeT Ha Ne
OTIIPABJICHUS JOKYMEHTa UCIIOTHEHUS oT
1 2 3 4 5 6
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[Ipunoxenue Ne 3
K MHCTpyKIMHU 110 IE€TONPOU3BOJICTBY
B KoHTponbHO-CUETHOI KOMUCCUU
['paitBOpOHCKOro rOpoOJICKOr0 OKpyra

"L

KOHTPOJIBHO - CHETHASA KOMUCCHSI
I'PAMBOPOHCKOI'O TOPOJCKOI'O OKPYT'A

309370, r. I'paiiBopon, yin. Komcomonnckas, 21
ten. 8 47 261 4-51-64;

E-mail: ksk@yandex.ru

Ne

Ha Ne oT

Anpecat

HaunmenoBanue nokymeHnrta

Texct

[Tpunoxxenue: Ha 1 1. B 1 3K3.

[Ipencenarens N.0. ®amunus

B.B. Boponos
277227
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[Ipunoxenue Ne 5
K MHCTpyKUMHU 110 IETONPOU3BOJICTBY
B KoHTponbHO-CUeTHOI KOMUCCUU
['paitBOpOHCKOro rOpoOJCKOro OKpyra

X

KOHTpO}'I bHO-CHE€THAA KOMUNCCUA

[PalABOPOHCKOro ropoAcKoro okpyra

PACNOPAXEHWE

309370, r. 'paliBopoH, ya. Komcomonbckas, 21

“o " 20 roga Ne

HaunmenoBanue nokymeHnrta

Koncrartupyromas gacts (mpeamoOya)

PaCI'IOp}LZ[I/ITeJIBHa}I qaCTb

[Ipeacenarens N.O.Damunus
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[Ipunoxenue Ne 6
K MHCTpyKIIMU 110 1€10NPOU3BOACTBY
B KoHTponbHO-CUeTHOI KOMUCCUU
['paitBOpOHCKOro rOpoOJCKOr0 OKpyra

O6opoTHas cTopoHa
npuKasa (pactopsiKeHus)

COI'JTACOBAHO
(®.1.0. pykoBoautels. )

JIM4YHas IIOAIIUCH

« » 20 T.

C IMPUKAa30M O3HAKOMJICH:

(®.1.0. coTpyaHuka)

JIM4YHasA TIOAIIUCH

« » 20 I.

Ucn. u oTm. (®.N.0. ucnomHUTENA) € »

20 T

1

al Tlevats siBisieTCsE Crocodom TOATBECPKACHUA NOAIWHHOCTH IMOANMMCHA HOJDKHOCTHOIO JIMIla Ha JOKYMCHTC. Ileuats craBuUTCA Ha
JOKYMCHTaxX B ClIy4dasX, ONPEAYCMOTPCHHBIX 3aKOHOAATCIbHBIMH WJIM HWHBIMA HOPMATHBHBIMH IIPABOBBIMHU aKTaMH. Ileuats cTaBHUTCA Ha
CcBOOOJHOM OT TEKcTa MECTEC, HC 3axBaTbIBas JIMYHON TOJNUCH JOJDKHOCTHOrO juima. [ledath MoOXeT 3axBaTbhiBaTh 4YacThb HAMMEHOBAHUS

JOJDKHOCTH JINLa, MOANUCABIICTO JOKYMCHT.
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