ITpunoxxenne Ne 5
K [lepeunto monokeHuid, 00s13aTeIbHBIX K OTPAKCHHUIO
B [IpuMepHOI MHCTPYKLIMHU 110 JAEJIONPOU3BOACTBY
B y4aCTKOBOM M30MpaTesbHOM KOMHCCUU

TpeﬁoBaHnﬂ K IOKYMEHTaM, H3IroTOBJISIEMBIM C IOMOIIbIO
nevyaTrarmmux yCTpOﬁCTB, HK (baﬁﬂaM TEKCTOBBIX TOKYMCHTOB

1. Tekctsl mOKyMeHTOB Ha OmaHkax (opmata A4 medararoTcs dYepe3
1,5 MEXCTPOUHBIX HHTEpBajia, JOMYCKAeTCs IMedaTh JOKYMEHTOB Ha OJIaHKax
dbopmara A4 yepe3 1 MeKCTpOUHBIM MHTEpBaJ, Ha OaHKax ¢opmara A5 — yepes
1 MEXCTPOUYHBIN UHTEPBAIL.

2. Haszpanue Buaa TOKyMEHTA MI€4aTa€TCs MPONMUCHBIMHU OyKBaMHu.

3. Ecmm 3aromoBok Kk TekcTty mpeBbimaeT 150 3HakoB (5 CTpPOK),
JOMYCKaeTCs MPOJIEBATH €T0 10 TPaHUIIBI IPABOTO MOJIsl. TouKa B KOHILIE 3ar0JI0BKA
HE CTaBUTCH.

4. Pacmmmu¢ppoBka mnoanucu B pekBusute «lloamuce» medaraercs
Ha YpOBHE IMOCIEOHENH CTPOKM HAMMEHOBAHUSA JOJDKHOCTH C HUCIIOJIb30BaHUEM
xomOuHanuu kiasum Shift — Ctrl — TIpoden mexny nHUIMATaMU U (haMUITHEH.

5. Co3panue, QopMatupoBaHue U BBIBOJ, Ha I€4aTh JOKYMEHTOB
MPOU3BOJIUTCS HAa KOMIIBIOTEPAX C HCIOJIb30BAaHUEM TEKCTOBOTO pEeIaKTopa,
noaaepxkuBatoiiero ¢popmat docx. BHenpeHue 351eKTpOHHbBIX TaOJINII, CO3TaHHBIX B
TaOJIMYHBIX PENIAKTOpax, B JOKyMEHTH (opmata docx HE HOMyCKaeTcs.
JlomyckaeTcsi, mMpu HEOOXOIUMOCTH, CO3JaHue, (opMaTUpPOBAaHUE W BHIBOJ Ha
neyaTh TabJUI MOCPEICTBOM PEIAKTOPA AIEKTPOHHBIX TaOIHIL, MOAACPKUBAOIINX
dbopmar xlsx.

6. Ilpm ¢dopmaTtupoBaHUM TOKYMEHTOB pPEKOMEHAyEeTCsl pabdoTaTth C
BKJIFOUEHHOW KHOMKOH Y, 4TOOBI BUJIETh Ha DKpaHE BCE CIYKEOHbIE CHMBOJIBI.

7. Tlpu ¢opMaTupoBaHUU TEKCTOB JOKYMEHTOB WCIIOJIB3YETCS CTUIIb,
KOTOPBIN UMEET CIIeTyIOUIUE TapaMeTphl:

o mpudT PT Astra Serif (unu uno#t mpudt, uMeromnimii
TaKue *Ke TpaduuecKre 1 METPUYECKUE ITapaMeTphl)

o pasMep 14 nyHKTOB



8.

OTCTYTI clieBa
crpaBa
WHTEpPBAJ nepen
nocie

MEKCTPOYHBIN UHTEPBAJ
nepBasi CTpoKa

BBIPABHHUBAHUC

TpeOOBaHUS:

Ta6JII/I]_Ia BCCTa OOJDKHaA HMCTb HaA3BAHUC,

0 LIEHTPY IOKYMEHTAa;

Ta6J'II/II_Ia BBIPABHHUBACTCH 110 HCHTPY JIUCTA,

0 cMm

0 cm

0 myHKTOB

0 myHKTOB

IOy TOPHBIN
orcTyn Ha 1,25 cMm

110 NIUPHUHC.

[Ipu dopmMaTtupoBanuu TadIMUI] HEOOXOAUMO COOJIIOAATH CICAYIOIINE

KOTOPOC BbIPAaBHHUBACTCA

3aroJIOBKH CTOJI6HOB N CTPOK BBIPABHHUBAIOTCA 110 OCHTPY H‘{eﬁKI/I;

JTAHHBIE B SiUEMKax TaOJMIIbI BRIPABHUBAIOTCS CBEPXY I10 JICBOMY Kpalo;

IMPOJOJIDKCHHUC Ta6J'II/II_[BI Ha HOBOM JIMCTC BCCra HAUYMHACTCA C 3aIr0JIOBKOB €€

CTOJIOIOB (MJIM HOMEPOB rpad B ciayyae, eciu rpadpl TAOIUIBI HA IEPBOM JIUCTE

IPOHYMEPOBaHbI);

CTPOKH T36J'II/II_[I)I IICPCHOCATCA Ha HOBBIN JIUCT AJOKYMCHTa HCKIIIOUHUTCIBHO

LIEITUKOM;

IIUpruHa MW BbLICOTA T8,6J'II/II_U::I HC JOJDKHBI IIPCBLIIIATL Pa3MCPhI ToJieH

JIOKYMEHTA.

9.

Pa3mepsl nosielt TOKyMeHTa TOJKHBI UMETh CIEAYIOLIME TapaMeTPBhI:

BEpXHEE 2,0 cm
HUKHEE 2,0 cMm
JIEBOE 3,0 cm
paBoe 1,5 cm.

OT Kpas 10 KOJIOHTUTYJA:

1,25 cm
1,25 cm.

BEPXHETO

HMXXHECTO



10. IIpu moAroToBKE JOKYMEHTOB HCIOJIB3YIOT CIEIYIOIINE PEKBU3HTHI:

HAaMMEHOBAaHHE OpraHu3aliu;
HAaMMEHOBAaHHE BHJIa TOKYMEHTA;

CCBUIKA Ha UCXOASUINI PETUCTPALIMOHHBIM HOMED U IaTy JOKYMEHTA;
MECTO COCTaBJieHUs (M3/1aHus) JOKYMEHTA,

aapecar;

rpud YTBEpKIACHUS JOKYMEHTA,

3aroJIOBOK K TEKCTY;

TEKCT JOKYMEHTA;

OTMETKA O HAJIMYUU MPUIIOKECHHUS;

MOAIHUCH;

rpud coriacoBaHus IOKYMEHTA;

OTMETKA 00 UCITOJITHUTEJIE.

11. PexBu3uthl (KpoMe TEKCTa JIOKYMEHTa U ajpecara), COCTOSIIHE

N3 HCCKOJIBKHUX CTPOK, IICYaTalOT CO CIACAYIOIINMU ITapaMCTpaMU:

TaKHueC

mpu@T PT Astra Serif (uiu nnoit mpudt, uMeronini

*Ke TpaduuecKkre U METpUIECKUE rapaMeTphl)

pasMep 14 nyHKTOB

OTCTYTI cleBa 0 cMm
cripaBa 0cMm

UHTEpBaI nepen 0 myHKTOB
nocie 0 myHKTOB

MEKCTPOUHBIN UHTEPBAII OJIMHAPHBIN

OTCTYII IIEPBOU CTPOKH HET

BBIPDABHUBAHUE 10 LEHTPY.

12. PekBu3ut «Anpecary NeyaTaroT CO CACAYIOMMMU apaMeTpamMu:

mpudT PT Astra Serif (vutu oM mipudT, UMErOIINi

TaKue ke rpaQuiecKue 1 METPUUIECKHE MapaMeTPhl)

pa3Mep 14 nyHKTOB

OTCTYII cieBa 7 cm



crpaBa 0 cm

o UHTEpBaI nepen 0 myHKTOB
rnocie 0 myHKTOB

o MEKCTPOYHBIN HHTEPBAJ OJIMHAPHBIN

o OTCTYII IIEPBOU CTPOKH HET

o BbIPABHUBAHUE 0 LICHTPY.

Ecnu cocraBHble 4acTH peKBU3UTOB «Agpecaty, «I'pud yTBepKIeHUs
nokymeHTay, «I'pud cormacoBaHus JOKymMeHTa», «OTMeTKa O HaJIUYUU
MPUIIOKEHUSD» HE YMEIIAIOTCS Ha OJTHOM CTPOKE, TO pa3phbiB CTPOKHU B HY)KHOM MECTE
IPOM3BOJIUTCS C IIOMOIIBIO CUMBOJIA «Pa3peiB cTpoku» (koMmOuMHaIus Kiasuii Shift
— Enter).

[Ipu odopmieHun IOOKYMEHTOB Ha JABYX M 0OoJjiee CTpaHUIAX BTOpas
U TIOCJENYIOUINE CTpaHMIbl JOJKHBI OBITH MpoHymMepoBaHbl. Homepa cTpanuig
IPOCTABIIAIOT MMOCEPEIUHE BEPXHETO MOJIA JIUCTA apaOCKUMU Ludpamu O3 3HAKOB
npenuHaHusl.

Ecnu 1oKyMeHT uMeeT NMpUiIoKEHNEe, TO OHO NIeYaTaeTCsl ¢ HOBOM CTPaHULBI
Y UMEET CaMOCTOATENbHYI0 HyMEPALIUIO CTPAHMUII.

13. /s BBISIBJICHHS U UCIIPABICHUS BO3MOXKHBIX OITMOOK B IMMPABOMTUCAHUU B
copMUPOBaHHBIX (aiiiax PEKOMEHIYETCs OCYIIECTBISATH MPOBEPKY TOKYMEHTOB,
UCIIOJIB3YSl CUCTEMBI IPOBEPKHU MPABOIUCAHMS.

14, Kaxnaplii OKYMEHT CO BCEMHU MPUIOKEHUAMH K HEMY MOMEIIAI0T
B OTIENBHBIN (pailsl (eciiv MpHIIOKEHHsI CO3/IaHbl OJHUM MpoueccopoM). BHyTpu
¢aitna caM JOKYMEHT U Ka)KJ0€ MPUIJIOKEHNE TOMEIIAIOT B OTJENIbHbIE pa3/Iebl.

15. Bce pekBU3HUTHI JOKYMEHTa OTHACISIOT APYT OT Jpyra OJHOW IMyCTOM
CTpOKO#, oOpa3zyeMoii cuMmBojioM abO3ama (9§ — knaBuma Enter). B Ttekcre
HE JIOJHKHO BCTpevaThCsi OoJiee ABYX CUMBOJIOB a03aria moapsij.

16. He nmomyckaeTcsi mucaTh CJIOBa C pa3psIKON, BCTABJISIS MPOOEIBI MEXKITY
OykBamu B ciioBax. He jomyckaercst uCnosib30BaHUE TPOOEIOB JJisi 00pa30BaHUs
a03alHoOro OTCTymna (KpacHOM CTPOKM) MM MYCTHIX CTPOK. B Tekcre HE AOIKHO

BCTpeYaThcs MoApsia Oojee OJHOro CMMBOJa npobdena. Paznenenne MHULAATIOB



u (paMuINM JenaeTcsl ¢ HMCIOJIb30BaHUEM HEpa3phIBHOTO mpobena (codyeTaHue
kinasum Shift — Ctrl — TIpo6en).

17. He nomyckaeTcsi BKJIIOUATh B TEKCT IOKYMEHTA pa3eUTeNbHbIC TUHUH,
COCTABJICHHBIE U3 IIETIOYEK CUMBOJIOB (¥, =, -, — | 1Ip.).

18. He nomyckaercs HCIOJNB30BAaHUE B PYCCKUX CJOBaX CXOJHBIX IIO
HauepTaHuio JaTuHckux OykB (A, a, B, C,c, E, e, H, K, M, O, 0,P, p, 1, X, X, y).

19. He pnomyckaercs WUCHOJB30BAaHUE CHUMBOJIA TaOymsiuu (—) 1o
oOpa3zoBaHus a03aI[HOTO OTCTYyMa (KPaCHOM CTPOKH) WIIH ITYCThIX CTPOK. AO3aIHbII
OTCTYN YCTaHaBIMBAIOT B MeHIO DopmaT/A63all Uil ¢ TOMOIIBI0 BEPXHETO IBMKKA
Ha TOPU30HTATIBHOM JIMHENKE.

20. He nomyckaercs WHCIOJB30BAHUE CHUMBOJIA «-» I 00O3HAYEHUS
nepeHoca. BmecTo HEro ciemayeT WCIONb30BaTh CHMBOJ MSATKOTO TIEpEHOCA
(xkomOuHanums kinapui Ctrl — «-»).

21. Jlns HamucaHWs PUMCKHX HUQP JOJKHBI MCIOJB30BAThCS 3arjlaBHbIC
oykBeI matuHckoro andasura (I, V, X, C, D, L, M). Mcnonp3oBanne A1 3TOH 1IeTH
pycckux OyKB M apaOCKux 1u@p HE T0MyCKaeTCA.

22. BMecTo OYKBBI «€» JTOJDKHA YIMOTPEOIAThCS OykBa «e» (KpoMe HMEH
COOCTBEHHBIX MPU HATTUYUH MOITBEPKIAOIINX JOKYMEHTOB).

23. PexBU3UTHI «3aroioBOK K TEKCTY» JOJDKHBI OBITh BHIPOBHEHBI IO LIEHTPY
Y KaXIbIH U3 HUX JOJDKEH MPEACTaBIATh COOOM OMH a03all, TO €CTh BHYTPH TEKCTa
KOKJIOTO pPEKBU3UTAa HE JOKHO ObITh cuMBoOia ab3ama. He pomyckaercs
WCITOJIb30BaHUE CHMBOJIA a03alia Jyisl IPEephIBaHUS CTPOKU B MPOU3BOJILHOM MECTE,

JUTSL 3TOTO CIIEIYeT UCTOIb30BaTh CUMBOJI pa3pbiBa CTPOKHU (KOMOWHAILIMS KIIABHIII

Shift — Enter).



