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[Tpunoxenue 3 kK mpuKazy
JlermapramMeHTa 00Opa3oBaHus U HAYKH
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NMHCTPYKIOHNA
10 3aI0JHEHHI0 0JIAHKOB HTOTOBOI0 COUMHEHUSsI (M3J10KeHMs])

1. O6mas yacrtb

Hacrosiiiass MHCTpyKIMsST TI0 3allOJIHEHUIO OJIAHKOB ~ UTOTOBOTO
COUMHEHUS (M3JI0KEHUS) peTHa3HAYEHA IS

YYaCTHUKOB UTOTOBOT'O COUMHEHUSI (M3JI0KEHUS );

YJICHOB KOMHUCCHUU MO MPOBEICHUIO UTOTOBOT'O COUMHEHUS (M3JI0KEHUS )
B 00pa30BaTENIbHBIX OPTaHU3AIUSX.

brnaHku UTOTOBOrO COYMHEHUS (M3JI0KEHUSI) COCTOST M3 YEPHO-OEIbIX
OJIaHKOB perucrpanuu, OJaHKOB 3alKCH, JOMOTHUTEIbHBIX OJaHKOB 3aIuCU
dbopmara A4.

YY4acCTHUKHA UTOTOBOTO COUYMHEHUS (M3JI0KEHUS) BBIMOIHSIIOT UTOTOBOE
COUMHEHHUE (M3JI0’KEHHE) Ha OJIaHKaxX 3aluCH U JIOMOJHUTEIbHBIX OJlaHKax
3anucu popmara A4.

IIpu 3anosHeHWM OJAHKOB MTOTOBOIO COYMHEHUSI (M3JIOMKEHUS)
HEO0OXOIMMO TOYHO COOJII0JIaTh HACTOAILIME MpaBHIIa, TaK Kak MHPOpMaLHs,
BHECEHHAas B OJIaHKH, CKaHUpPYeTCs U 00pabaThIBaeTCs C HUCIOIb30BaHUEM
CIEIUAIM3UPOBAHHBIX allllapaTHO-IPOrPaMMHBIX CPEJICTB.

2. OcHOBHBIE TPABUJIA 3AN0JIHEHHUS 0JIAHKOB UTOTOBOT0 COYMHEHUSI
(M3J102KeHUA)

KoMmruiekT y4acTHHKa UTOTOBOTO COYMHEHUS (M3JIOKEHUSI) COMCPIKUT:
OJIMH OJHOCTOPOHHHWH OJaHK PErucTpalMi W OJIMH JBYCTOPOHHUI OJIaHK
3aIHCH.

Bce Omanku couyumHeHUs (M3J0KEHHUS) 3allOJNHSIOTCA  TEJIEBBIMU
WIM KaWJUISIPHBIMU PYYKaMU C YePHUJIAMM YE€PHOT0 IBETA.

YYacTHUK WTOTOBOTO COYMHEHHMs (M3JIOKEHHUSI) JOJHKEH H300pakathb
KakIyro udpy 1 OYKBYy BO BCEX 3aIOJIHAEMBIX MOJAX OJaHKa pEerucTpaluu
W BepxHeH dacTu OjaHKa 3amucH (JOTOJHUTENIHHOTO OJlaHKa 3amucH),
TIIATEJLHO KONMPYsl o0pa3el] ee HANMUCAHUS W3 CTPOKU C OOpaznaMu
HaIKUCaHUsl CUMBOJIOB, PACIOJIOKEHHOW B BEpXHEU 4acTH OJIaHKa peTUCTPaLIUH.

HebpexHoe HalMCaHHue CUMBOJIOB MOJET TMPUBECTH K  TOMY,
YTO MPU ABTOMATU3MPOBAHHON 00paOOTKE CHUMBOJ MOXET OBbITh pAaCMO3HaH
HEIpPaBUIIBHO.

Kaxnoe mosne B OilaHKax 3arojIHSACTCS, HaYMHAS C IEPBOM IMO3UITUU
(B TOM YHCII€ ¥ TIOJIS IS 3aHeCeHUs (haMUJINU, UMEHU U OTYECTBA YYaCTHUKA
UTOTOBOTO COUMHEHHMS (M3JI0KEHNA)).

Ecnu  yyacTHMK MTOTOBOrO COYMHEHHSI (M3JIOKEHHS])) HE HUMEET
uHpopMauu I 3aMOJHEHUS KaKOTO-TO KOHKPETHOI'O IIOJIsI, OH JOJDKEH



OCTaBUTh 3TO MOJIE MMyCTBHIM (HE JENIATh POYEPKOB).
Karteropnuecku 3anpemaercs:
— JlenaTh B NOJISAIX OJIaHKOB, BHE MOJIEH OJIaHKOB KaKUe-JIM00 3alucu
U (UIM) TIOMETKH, HE OTHOCAILIUECS K COJEP)KaHUIO MOoJIeH
0JIaHKOB;
— HCIIONB30BaTh I 3aMIOJIHEHUS OJJAHKOB LIBETHBIE PYYKH BMECTO
reJIEBOM MM KalWIIIPHOW PYYKHM C YEPHUIIAMU YEPHOI'O LIBETA,
KapaHjai (Jaxe JJi1 YepHOBBIX 3amucel Ha OJlaHKax), CpelcTBa
JUIA  WCIpABJICHUS BHECEHHOW B OmaHku  HWHOpMAIUH
(KOpPEKTHPYIOILYFO KUAKOCTh, JIACTHK U JIP.).
3. 3anonHeHue OJIaHKA perucTpaldM MTOrOBOr0 COYHUHEHHS
(13J102KeHUA)
biank peructpanuu (puc. 1) cOCTOUT U3 TpeX YacTei: BEpXHEU, CpeIHel
Y HXKHEU.
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Puc. 1. Bnank pecucmpayuu

B BepxHeii yacTu 0J1aHKa perucrpanuu (PUc. 2) pacnoJioKeHbl:
— BEPTUKAJIBHBIA U TOPU3OHTAIBHBIN IITPUX-KOJBL;
— TOJS A7l pyKOIMCHOTO 3aHeCeHUs] HHPOpMAaIIH;
— CTpOKa ¢ 00pa3laMu HalMcaHus CUMBOJIOB.
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Puc. 2. Bepxuss uacme b61auka pecucmpayuu

[To yka3aHuto 4jieHa KOMHUCCHUH IO TIPOBECHUIO UTOTOBOTO COUMHEHUS
(M37I0KEHMS), YYaCTHUKOM 3amOJHSIOTCS BCE TOJS BEpXHEH 4acTu OJiaHKa
peructparuu (tabdauma 1).

Tabnuya 1.
Vkazanus no 3anonnenuro nonei 8€pXH€1/V£ yacmu O1aHKA pecucmpayuu
IToas,
3anoJiHsAeMble Yka3aHnus 1o 3anoJiHeHuo
YYACTHHKOM
Kox pernona 37
OOyyaronuiicss BOUCHIBAET IIECTU3HAYHBIN KOJ| 00pa30oBaTeNbHOM
OpraHu3aIy, B KOTOPOil OH 00y4aeTcsl.
Ko WHble y4acTHUKH BOUCHIBAIOT IIECTU3HAYHBIN KO/ B COOTBETCTBUH
A o ¢ ¢opmoit C-04 «CriucoK yYacTHUKOB WTOTOBOTO COYHHCHHUS
o0pa3oBaTebHOM -
(n3noxenust) 8 OO (Mecte mpoBeaeHwus)», 00o3Havaromuii kog OO
OpraHu3aIu

pPErUCTpalliM, TJ€ TaKUE€ YYAaCTHHUKHM IOJYYWIM YBEJAOMIICHHE Ha
UTOTOBOE COYMHEeHHeE. JIaHHBIA KOJ TaKXKE YKa3aH B YBEIOMIICHUU
YYaCTHHKA.

OOyyaronuecs BIUCHIBAIOT HHPOPMAIMIO O Kiacce, B KOTOPOM
o0yJaroTcs.
WHbple y4yaCTHHKM HTOTOBOTO COYMHEHHUS YyKa3aHHbBIE MOJNs HeE
3aIOTHSIOT.

Kiacc: nomep, OykBa

Koxa o6pa3oBarenbHON opraHusanyy, B KOTOPOM y4aCTHUK MUIIET

Mecro npoBeneHus
UTOTOBOE COUMHEHHUE (U3JI0KEHHE).

Homep yueGHOro kabuHeTa, B KOTOPOM IPOXOAUT HTOrOBOE

Howmep xaOunera
COYMHEHHE (U3JI0KEHUE).

Jlata mpoBeneHus Jara npoBeneHusi counHeHus (M3noxenus ). Hanpumep: 04-12-24

Kox Buna paboTsl 20 — counnenmue, 21 — U3N0KECHHE.

HauMmenoBanue Buna

PaBOTHI VYkazbiBaeTcs BUI paOOTHI (COYMHEHNE WUITH U3JI0KECHHUE).

Howmep temsl VYkasbIBaeTcs B COOTBETCTBUU C BBIOPAHHOM TEMOIA.

IToae «KoanuecTBO 0JIAHKOB 3aIMMCH» 3aITOJHIETCSI YWICHOM KOMUCCHUA
o IIPOBEICHUIO HUTOTOBOTO COYMHEHMUS (M3MOXKEHUS)



M0 3aBEpPIICHHM WTOTOBOTO COYMHEHUS (M3JI0KEHUsI) B NPUCYTCTBUU
ydacTHHKA. B ykazaHHOe 1moJje BIUCHIBAETCS TO KOJIMYECTBO OJaHKOB 3aIUCH,
BKJIIOYAs! IOMOJIHUTENbHBIE OJJAHKH 3aMucH (B CIy4yae €ClIM TaKUe BbIIABAINChH
MO 3aIpoCy Y4YacTHHUKA), KOTOpoe ObUIO BBIIAHO YYaCTHUKY. MUHHUMAaJIbHOE
KOJINYeCTBO OJ1aHKOB 3arucu — 1.

Hone «Kox padoTe» 3amoJiHsIeTCsI aBTOMATH3MPOBAHO MPU MEYaTH
0JIaHKOB (KpOMe JI0TOJTHUTEJIbHBIX 0JIJAHKOB 3aNHCH).

B cpenneii yactu 6;1aHka perucrpauuu (puc. 3) pacnoyioKeHbI MOJIS
JUTSI 3aITMCH CBEJICHN 00 YIaCTHHKE UTOTOBOTO COUMHEHHUS (U3JI0OKEHU).

CBEJIEHWSA OB YYACTHMKE

Davunug

M

Or9ecrso
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)

Joxymeny Cepnsn : : Homep

Puc. 3. Ceeoenust 06 yuacmrnuxe

[Tonst cpemHei yacTh OJaHKA PErMCTPALMU 3aMOJIHAIOTCS YYaCTHUKOM
caMoCTOATeNbHO (Tabnuma 2).
Tabnuya 2.
Vkazanus no 3anonnenuro noneu «Ceedenusi 06 yuacmuuxey

IToas1, caMoOCTOSITEILHO
3amoJiHsieMble Yka3zanus 1o 3anoJHeHUI0
YYaCTHUKOM
damunust Bnocurcs uHpopManus n3 JNIOKYMEHTA,
Vinst YAOCTOBEPSIOLIET0  JIMYHOCTh  Y4YaCTHHUKA, B
COOTBETCTBUU C 3aKOHOJATEIbCTBOM Poccuiickoi
OrtuecTBO denepannn
JlokymeHT
Cepust bykBennsle U 1udpoBbIe 3HAYCHHS YKAa3bIBAIOTCS
CTPOTO B COOTBETCTBUM C JAHHBIMH, YKa3aHHBIMU B
Homep JOKYMEHTE, YI0CTOBEPSIOLIEM JIUYHOCTD

B cpenneit wactu GnaHKa perucTpanuu Tak)Ke PAcloOJOKEeHa KpaTkas
WHCTPYKIUS (pHUC. 4) MO 3amOJIHEHUIO OJIAHKOB W BBITIOJTHEHUIO UTOTOBOTO
COUYMHEHUS (U3JI0KEHMS), a TAKXKE IMOoJe JUIsl MOAINUCHA YYACTHUKA UTOTOBOIO
COUMHEHUSI (U3JIOKEHUSA). YYACTHUKY HWTOTOBOTO COUYMHEHUS (M3JI0XKEHUS)
HEO0OXOMMO 03HAKOMUTKCS C 3TON MHCTPYKITUEH U MOCTABUTH CBOIO MOAMHKCH
B COOTBETCTBYIOIIIEM MOJIE.
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B Tlepes Havazom patoTs! Haji coOuMHCHMEM (M30KCHMEM) 3JANOAHMTC PCIMCTPALMOHEYK YacTs BITAHKA
PETMCTPAIIMIM n BIIAHKA 3ATIHMCIH.
B Coustrerste (H210KeRME) IUMMTE AKKYPATHO i pasfopyunio, codmofias pazverxy crpasss BIIAHKA 3AITMCHL

C 1opaaKoM TIpoBeeHA
COMMHEHHA (M3MTOKEHNA) O3HAKOMAEH(-2),

Tlognes YHLCTHNEA CTPOTD BUYTRN OKOUIXA

Puc. 4. Kpamkas uncmpykyust no 3anoinenuto 6i1anKos

HwxHss gacTh OJ1aHKa PEruCTpallvK, PACIOIOKEHHAs MO MOIHUCHIO
Y4aCTHUKA, YYACTHUKAMHU 3K3aMEHA HE 3al0JIHSIETCS.

Pe3ynbTaThl MPOBEPKU UTOTOBOTO COYMHEHUS (M3JI0AKEHHUS) — CUMBOJIBI
«X» B mons «3auetw/«Hezaduer» mo AByM TpeOOBaHUSM M IISITH KPUTECPHUSIM
OIICHWBAHUS W WTOTOBBIM pE3yJbTaT IMPOBEPKU 3aHOCATCA B OJaHK
perucTpanuy 4ieHaMyd PETHOHAIBLHON MPEAMETHOM KOMHUCCHUHU IO MPOBEPKE
UTOTOBOTO COYMHEHHUS (M3JI0KEHUsI) B COOTBETCTBUM C KPUTEPUSIMU
OLICHUBAHMUSI.

OtmMmeTkH: 00 yAaJIEeHUH — CUMBOJI «X» B TI0JI€ «Y JaieH», O JOCPOUYHOM
3aBEpUIEHUN — CUMBOJ «X» B nosie «He 3akoHYMIT», O BBITTOJIHEHUU UTOTOBOTO
COUMHEHHUS (M3JI0KEHHS) B YCTHOM (hopMe — CUMBOJ «X» B mosie «B ycTHO
dbopme» — BHOCATCS B OJIAaHK PErucTpanuud B yueOHOM KaOMHETE dieHaMu
KOMHCCUM 00pa3oBaTelbHONM OpraHu3allid [0 TMPOBEIECHUI0O HTOTOBOIO
COUYMHEHUS (u3noxkeHust). BHeceHne OTMETKH B TOJsA «YOAJICHY,
«He 3akonumn», «B ycTHOW QopMe» NOATBEPKAAETCS NOMANUCHIO YIIEHA
KOMMCCHUH TI0 TIPOBEACHUIO UTOTOBOTO COUYMHEHHUSI (M3J103KeHUs) (puc.d).

SanonHaeTca oTeeTCTBEHHILIM

TpetosarHns K

coYnHEeHWO (anoXxeHo)

PeayrnsrarTs oueHunsaHnis
comHEeHWa (anoxerns)

18}

1 :

Saver [ O

Kpuntepuvn 1 2

=

SaverT

3
O00o

O
O 000

HesadveT

o a

HezavueT

PesynstaT nposepki CoHeHna (M3roxKeH1Is)

O 3aver O

Hesa4ueT

Peaeps - 1 Peseps - 2

Puc. 5. Huxcnsas vacme 6aanka pecucmpayuu

4. 3anoJiHeHHe 0JIAHKOB 3alUCH
bnankm 3ammcu, B TOM 4ucie OJAHKM 3alllCH, BBIJAHHBIE
JIOTIOJITHUTENIHLHO (JIOTIOJIHUTENIbHBIE OJJAHKW 3alKicH) MpeJaHa3HAYCHbl ISl
HAIMCAaHUs UTOTOBOTO COUMHEHHUS (U3JI0KEHUS).
KommiekT yqacTHHUKa COEPKUT OAMH ABYCTOPOHHUM OJIAHK 3aIKCH.
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B Bepxneit yactu O1anka 3amucu (puc. 6) pactoioKeHbI:
— BEPTUKAJIbHBIN U TOPU30HTAIILHBIN IITPUX-KOJIbI;
— TOJiA Ui 3alOJIHEHUS YYaCTHUKOM HWTOTOBOTO COYMHEHHS
(M3IMOKEHUSA);
— mone  «Jluer  Noy  3amonHsSETCs — WIEHOM — KOMHCCHUU
0 MPOBEACHUIO UTOTOBOIO COUMHEHUS (U3JI0KEHUS).
YYacTHUK COYMHEHUs (U3JI0KEHUS1) 3arJIaBHBIMU I€YaTHBIMU OYKBAMU U
1udpaMu B COOTBETCTBHH C 00pa3ioM TyoIrupyeT ¢ OJ1aHKa PeTUCTPaIuH MOJIS .
— «Kog pernonay (37),
— «Kop Buna pabotsn» (20 unu 21),
— «HaumenoBanue Buaa paboThl» (COUMHEHUE WIH U3JI0KEHUE),
— «Howmep TeMb1».

[lone «®UO yyacTHUKa» 3amloJHSAETCA MHpomuchlo. B moie
«®UO yyacTHHMKa» MPU HEXBATKE MECTA YYACTHUK MOXKET BHECTH TOJIBKO
(baMUITUIO ¥ MHULIKAJIBL.

[Tone «Kon paGoTel» (popMupyercss aBTOMATU3HUPOBAHO IPHU I€YaTH
0JIaHKOB.

[Ipu HemocraTke MecTa g OQOPMIIEHHMS HTOTOBOTO COUYMHEHUS
(U3M0KEHMs) Ha JIMIEBOW CTOpOHE OJaHKa 3amuCH YYaCTHUK MOXKET
MIPOJIOJKUTH 3alTUCU HA 00OPOTHOM cTOpoHEe OjaHka (puc. /), clieaB BHU3Y
JMIIEBOW CTOPOHBI 3aITUCh «CMOTPHU Ha 000POTE».

Jist  ynobctBa Bce CTpaHMIbl OJlaHKa 3alMCH  IPOHYMEPOBAaHbI
Y Pa3IMHOBAHBI TyHKTUPHBIMH JTUHHUSIMH.

IIpu HemocraTke Mecta sl O(DOPMIEHHS HMTOTOBOTO COYMHEHUS
(M3J70KE€HNA) HA OCHOBHOM OJIaHKE 3alHMCH YYaCTHUK MOXKET IMPOJODKHUTH
3alliCH Ha JOTIOTHUTEIHLHOM OJIaHKE 3alHCH, BHIJABAEMOM YJICHOM KOMHCCUU
10 MPOBEACHUIO UTOTOBOTO COUYMHEHUS (M3JI0KEHMSI) 10 3alpocy yYacTHHKA
UTOTOBOTO COYMHEHHUA (M3TI0KEHMsI), B CiIydyae, KOorja Ha OCHOBHOM OJlaHKe
3anucu (BKJIK0Yasi ero 000pOTHBIE CTOPOHBI) HE OCTAJIOCh MECTA.

3anuch TEKCTa COUMHEHUS (M3JI0KEHNUS) B MOJIE AJISI 3aMUCH MPOBOUTCS
YYaCTHUKOM Iponucklo. [Ipy 3anosHeHnu o 11l 3alUCH BaKHO MTOMHMTb,
YTO 3aliCH, BHECEHHbIE BHE OTPAaHUUYMBAIOIIETO MPSIMOYTOJIbHUKA, OyayT
OTCEYEHbl ~ INPU  KOMMPOBAHMM U MOTOMY HEAOCTYNHBI 3KCIEepTam
IpU OIICHUBAHUH.
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Puc. 6. Jluyesaa cmopona baanka 3anucu
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Tlps BEROCTATES MECTA [LA SANMCH MOEPHRENTE OMAHR 2ATHEW
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Puc. 7. Obopomnas cmopona branka 3anucu

5. 3anos1HeHME JONMOJTHUTEILHOI0 0JIaHKA 3aNIMCH
JIOTIOTHUTENBHBI ~ OJJAaHK ~ 3alUCH  BBIJIACTCS WICHOM KOMHCCHU
10 TIPOBEJICHUIO UTOTOBOTO COYMHCHHS (M3JI0KECHHSI) 10 3alpOCy ydacTHHUKA
B cllydae, KOIjJla Ha OCHOBHOM OJiaHKe 3amucu (BKJIIOYas €ero 0O0OpOTHYIO
CTOPOHY) HE OCTAJIOCh MECTa.
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JloTIOTHUTENBHBIA ONaHK 3aMUCH SBISIETCS ABYCTOPOHHWM W BHEIITHE
CX0X ¢ Omankamu 3anmucu. OTIUYHE COCTOUT B TOM, YTO JOIOJHUTEIHHBIN
OJIaHK 3alKMCH HE UMEET BIICYaTAaHHOTO KoJjia paboThl (3TOT KO MEPESHOCUTCS
B JIONIOJIHUTEIBHBINA ONaHK WICHOM KOMHCCHU TIO TMPOBEIECHUIO HTOTOBOTO
COYMHCHMS (M3JI0’KEHHs) U3 OJJaHKa PETUCTPALIUN).

B BepxHeii 4acTH JOMOJTHUTEIHHOTO OJIAHKA 3aIMCH PACTIOTIOXKECHBI:

— BEPTUKAIBHBIA U TOPU3OHTAIBHBIN IITPUX-KOIBL;
— pETUCTPaIlMOHHBIC TTOJIS.

[Ipu BBIgade MOMOJHUTEIHLHOTO OJaHKa 3amuCU YJIeH KOMHCCHUU
10 MPOBEJCHUIO UTOTOBOTO COUMHEHHUS (M3JI0KCHUS) 3arIaBHBIMH ITEYaTHBIMHU
OykBamMu W 1mdpaMu B COOTBETCTBHHM ¢  00pasloM Iyoaupyer
c OJaHKa perucTparuu moJs:

— «Kog pernonay (37),

— «Kon Buna pabotsn» (20 unu 21),

— «HaumenoBanue Buja paboThl» (COYMHEHUE WIH U3JIOKEHUE),

— «JIuct Ney (mymepanusi JOMOJHUTENBHBIX OJAaHKOB 3aluCH
HAYMHACTCS C HOMepa 2),

— «Homep TembI»,

— «Kop paboTsl» (ko1 pabOThI JOJKEH COBHAAaTh ¢ KOAOM PabOTHI
Ha OJIaHKe PEerUCTpalvK U OJaHKE 3aIiCH).

YYacTHUK WTOTOBOTO COYMHEHHS (M3JIOKCHHSI) IMPOIKCHIO 3aIOJTHSCT
none «®HO yyacTHUKAY.




