HNHCTPYKLUA
1o opopmiieHuo u ornpaBke oT4éta B KHAC POOU

1. Oruér o peanuzanuu NpoeKTa 0POPMIISETCS U OTIPABISAETCA PYKOBOJUTEIEM KOJIJICKTHBA
IyTEM 3aIoJHEHUs OTYETHBIX (hopM B nHPOopMarmonHoi cucreme POOU (nanee - KUAC
PODN) (kias.rfbr.ru).
2. Co3ganue oTu€Ta BO3MOXKHO TOJIBKO K Ham4uuu y npoekta Homepa LI TuC B cucreme
KHNAC PODU.
3. s Havana opopMIIeHHS OTYETa PYKOBOAMTEID KOJIeKTHBA N0bkeH BoTn B KUAC PODU
B pazzaen «Mou NpoeKTh» U HaxaTh Ha KHONIKY "Co3zaTh OTYET", KOTOpast pacloyiokeHa B
CTpOKE ¢ HOMEpOM MpoekTa. OTYET OyAET OTKPHIT B PEKUME PEIAKTUPOBAHUS. Y TPOEKTa
NOMeHsIeTcs cTaTyc Ha «OTYET: COXpaHEH.
4. Ilpu nanbHeiie padore A NEPexo/ia B peKUM peJaKTUPOBaHUs OTYETa HEOOXOIUMO B
KapTOUyKe MpoeKTa B OJIoKe «3asiBKH U OTUETHD) HAXKATh HA Ha3BaHUE OTYETA (IIPOMEKYTOUHBIN
OTYET» UJIH «UTOTOBBIN OTYETY).
5. [Ipu nepexoze Ha APYTyrO BKIAAKY B PEKUME PEAAKTHPOBAHUS OTYETA PEKOMEH IYeTCS
COXpPaHSTh BBEJICHHbIEC TaHHBIC. J{J151 9TOro He0OXOAMMO HaXKaTh Ha KHOMKY «COXpaHUTH.
Buumanue: He coxpanennvie Oanuvie Oy0ym nomepsul.
6. [Tomnst, oTMeUeHHBIE 3BE3/IOUKOM *, ABIISIOTCS 00S3aTEIBHBIME IS 3aITOJTHEHHUS.
7. B pexxuMe pelakTHpOBaHMsI OTUETA aBTO3AIOIHAEMbIE NOJISL HE IOCTYIIHBI K IPOCMOTPY.
[TpocMoTp aBTO3aMOIHAEMBIX MOJIEH TOCTYIEH MOCHE MOANUCAHUS OTYETA.
8. Ha Bkyianke «Y4acTHUKH MIPOEKTa» 0TOOpaKaeTCsl CHUCOK BCEX WICHOB KOJIICKTHBA,
MPUHUMABIINX yYacTUE B Peaiu3alluy IPOEKTa B UCTEKILIEM TOY.
JI71s1 BKIIFOUEHHUSI B COCTAB YIEHOB KOJUIEKTHBA Ha CIIEIYIOUIUI IO/l pean3aliy IpoeKTa,
PYKOBOJMTEIb KOJUIEKTUBA JIOJIOKEH HaXKaTh HAa KHONKY «IIpuriacuts» HanpoTuB
dbamMuIMK YieHa KOJIEKTHBA.
Jls HarmpaBJieHUs IPUIIIAIIEHUI HOBBIM YiI€HAaM KOJUIEKTHBA BOWTH B COCTaB
KOJUIEKTHBA, B nojie «Email mepcons» HeoOxoaumo ykazatbk Email pusnueckoro nuna,
KOTOpOE IJIaHUPYETCS BKJIIOUUTH B COCTAaB KOJUIEKTHUBA U HAXaTh Ha KHONKY «lckaThby.

Buumanmue: /[1a noucka nepconvl Heobxooumo ykaswvieams Email, komopuwiii nepcona
ykaszana npu pecucmpayuu 6 cucmeme KHAC.

J171s HampaBiieHUs IPUTIAIEHUS HEOOXOAMMO Ha)KaTh Ha KHOMKY «[Ipuriacutey.

Buumanmue: /lepcona, nonyuuswias npuenauierue, 0oaxcua soumu 6 cucmemy KHAC
PO®DU 6 pazoen «Mou npuenawenus» u Hasxcamo Ha knonky "lpunams”, eciu ona coenacna
golimu 8 cOCMag KONIeKmueda.

Ecnu unen xonnekmusa He npunumaem npuziauierHue pykogooumers KOJIeKmued, mo
c8edeHuUst 0 Hem 0YO0ym asmomamuiecku YOaieHbl U3 Omuéma npu NOONUCAHUU PYKOBOOUmMeLeM
konnexkmuea omuema 6 KHAC PODU.

Ecnu nepcona npunsna npuenawenue pykosooumens koanekmuea 6 KHAC PODU, ona
CMAaHOBUMCS YIEHOM KOJIEKMUBA U HE UMeem 803MONCHOCIU CAMOCMOAMENbHO UCKTIOUUMb
cebs u3 cocmasa KoaleKkmusa. Yoanume eé uz cocmasa KoINeKmuea MoxHcem moabKo
PYKOBOOUMENb KONIEKMUBA.

Cucmema He paccwinaem npuenauienus 8 omuem no 21eKmpoHHOLL noume.

CBeneHus 0 wieHe KOJUIEKTHBA, HEOOXOJUMbIE AJIs 3all0JIHEHUs (DOpM 3asiBKH,
ABTOMATUYECKU BHOCSTCS U3 JIMYHBIX JTAHHBIX MIEPCOHBI MOCIE MOAMUCAHUS 3asIBKU.



9. J171s1 3amoyIHEeHNsI JaHHBIX O PACXOJJOBAaHUM CPEJICTB HEOOXOUMO MEPEUTH Ha BKIAAKY
«DPuHaHCOBBIN 0TYETY». Bee mons B GMHAHCOBOM OTYETE SBISIFOTCS 0053aTENbHBIMU IS
3anosiHeHus. Eciu pacxo/pl o KaKOMY-TO HAaIpaBJICHUIO HE MPOU3BOANINCE, B ITYHKTE
«Pacxompl Ha...» He00X0AMMO MOCcTaBUTH «0», a B pacmnpoBKe yka3aTh «Pacxobl HE
IPOU3BOIUIINCH.

10. {ns no0GaBieHus B OTYET JaHHBIX 110 MyOIMKALKMAM IO Pe3yJIbTaTaM peau3aliy IPOEKTOB
HE00X0AUMO nepelTH Ha BKIaJKy «[lyOmukarumy.

Jliis no6aBneHus HOBOM MyOIMKalMKU HEOOX0IMMO Ha)KaTh Ha KHOIKY «+ J[00aBUTh

nyOJIMKaLuIo» OTKpoeTcs hopma Ui 3all0JHEHHS JaHHBIX O MyOJUKaIUH.

OO0s3aTeNbHBIMY IS 3aTIOJTHEHUS SBISIFOTCS TIOJISl, OTMEYEHHBIC 3BE3T0UKOH *.

K undopmanuu o myoaukaum 107bKeH ObITh TpucoequHeH ¢aitn B popmare PDF
COJIEp KAl MONHBIN TEKCT MyOJUKaLKY, UMEIOIIUNA CChUIKY Ha noasep:xky POOU. Pazmep
¢aiina He K0oJKEH npeBblaTh 3 MO.

[Tocie BHeceHHs BceX HEOOXOAUMBIX IaHHBIX HEO0X0AUMO HaXXaTh HA KHOIKY

«/lo0aButh myOnuKaiuo» myonukamnus OyneT 1006aBjieHa B OTYET.

Buumanue: /[n5 yooocmea nonv3osameneti paboma ¢ nyoaukayuamu 00OCmMynua 0is 8cex
Y1eH08 KOJIeKMUBA: 8 KapmouKy npoekma 0odaenen pazoen «llyonuxayuuy.

Haszsanusa cmameti 6 0anHom pazoene A6aA0mcs CCblIKAMU, NPOUOS NO KOMOPbIM,
KadACOblil YleH KOIeKMUBAa NoLyuaem 03MOAICHOCMb GHeCU He0OX00UMble KOPPEKMUBYL 8
Kapmouky nyoauxayuu (Hanpumep, énecmu usmeHnenue 6 noie "3asepuennocmo nyoauxayuu' u
m. n.).

Ynenvt konnexkmuga mo2ym 000a6iams 8 OAHHbIU pazoeil Hogvle NYOIUKAYULU, HANCUMAS
Ha ccoliky «/lobasums nyoruxayuroy. Ceviika 6edem Ha HEe3ANOIHEHHYIO KapMOYKY nyOIuKayuu,
3anoaHUE KOMOPYIO, UleH KOLIeKMUa 00IdHceH Haxcamy Ha KHonkKy "/[obasume nyoauxayuro".
11. K ot4ery no/mKHBI OBbITH pUcOeAnHEHb! (aiinel B popmare PDF unu RTF:

- Marepual, B HaydHO-MOMYJISIpHON (hopMe (B U3IOKEHHUH, JOCTYITHOM JUIsSl ITMPOKOM

ayIUTOPHH ) WILTIOCTPUPYIOIINI OCHOBHBIE pe3YNbTaThl poekTa (1-2 cTpaHuiibl), a

TaKXKe, €CJIM TAKOBBIE UMEIOTCS, PUCYHKH, POPMYJIBI, KAPTHI U T.1.

- ckaH Gopmbl «CBeIeHHS O BBITUIATAaX, IIPOU3BEICHHBIX OPraHU3aIel 10 TOPYUCHUSIM

(pacriopspKeHHUSIM) pYKOBOJIUTENS KOJUIEKTHBA, PeaTU3yIomero npoekt Ne rovep

npoekmay, MOANNCaHHOHN pykoBoauTesneM OpraHuzaluy U riaBHbIM OyXrajaTepoM

Opranuzanuu. [Toanuce pykoBoautens OpraHu3anuu 10JKHA ObITh 3aBepeHa Me4aThIo

Opranuzanuu.

Pa3zmep kaxxaoro gaiina He 10JDKeH mpeBbIaTh 3 MO.

Buumanue: Opurunan gopmsl «CBesieHUs 0 BbIIIATax, MPOU3BEACHHBIX OpraHu3aueit

[0 IOPYYEHHUSIM (PacCTIOPSKEHUSIM) PYKOBOAUTEINS KOJIJIEKTHBA, PEATU3YIOLIETO MPOEKT

Ne nomep npoexmay nOMKEH XPaHUTHCS Y PYKOBOJIUTENS KOJUIEKTHBA.

12. Tlocne BHeCeHUs BCeX HEOOXOAUMBIX CBEJICHUN PYKOBOAMUTENb KOJJICKTHBA JOJKEH
MOJIIIMCATh OTYET, UISI STOr0 HEOOXOIMMO HaXKaTh Ha KHOMIKY «[loammucaTs oT49eT» - 0T4eTy

IIPUCBAMBACTCA CTATyC «IoAnucan». [loanucanne oryera BO3MOXKHO TOJIBKO, €CJIH B OTYETE
3aIl0JIHEHBI Bce 00s13aTeNIbHbIE MOJIS.
B cratyce «moanucan» oT4eT HaXOUTCS B TOM BHUJI€, B KOTOPOM OH OyZeT JOCTYIEeH
DKCIEPTY.
13. o peructparun otuéra PODU pykoBoaUTENh KOJUIEKTHBA HIMEET BO3MOKHOCTD OT3BIBATh
CTaTyC «IOANKCAH» HEOIPAHUYEHHOE YHUCIIO Pa3 AJIsi BHECCHUS U3MEHEHUM WIN PEAAKTUPOBAHUS



oTyeTa: ISl 3TOr0 He0OXOAMMO HaXKaTh HA CHHIOIO CTPEJKY, KOTOpasi HaXOAUTCA PSIIOM CO
CTaTycoM oTueTa B paszeine «Mou MpoeKTh».
14. JIns npencraBiaeHs OTYeTa HEOOXOIUMO HaXaTh Ha KHONKY «OTIPaBUTh OTYETY.
[Tocne 3TOro NOABUTCSI OKHO, B KOTOPOE B TEUEHUE 3-X MUHYT HEOOXOIMMO BBECTH KOJ|
MOJTBEPKICHUS, IPULLIEIIINNA B CMC-COOOIIEHUN Ha HOMEP MOOMIBHOTO TenedoHa
PYKOBOAMTENS KOJJICKTUBA, YKa3aHHBIN B €r0 JIMYHBIX JaHHBIX.
Buumanmue: B ciyuae naxooicoenus 8 poymutee cywecmayem 6epoamuocs
HENOMY4UeHUs: UU 3A0ePAHCKU NOTYUEeHUS. CMC-COOOUeHUL, COOePACAUUX KOO.
[Tocne oTmpaBKu cMC-COOOIIEHHS CTaTyC OTYETa MEHSIETCS Ha «OTHpaBiieH». BHecenue
W3MEHEHUH B OTYET B CTATyCE «OTIPABIIEH», OT3bIB CTATyCa «OTIIPABJIEH)» HEBO3MOKHBI.
15. Oryer B cTaTyce «OTIpaBlIeH» NOCTyNaeT Ha peructpauuio B PODU. Ilocne perucrpanuu
oTyeTa eMy IPUCBANBAETCS CTATYC «3apEruCTPUPOBAH».
€CJIN [P perucTpanuy ObliIU BBISABIEHBI OIIMOKHU B 0OPMIIEHUH OTYETA!
1) mpucoenuHeHHBIN (aiil He CoAepIKaT MaTepUall, B HAyYHO-TIONYISIPHOU GopMme;
2) ckaH (OPMBI «CBEICHHS O BBIILIATaX, IPOU3BEICHHBIX OpPraHU3aIkel 1Mo
MOPYUYEHUSIM (PaCHOPSKEHHUSIM) PYKOBOAUTENS KOJJIEKTUBA, PeaTn3yIOIIero
poekT Ne nomep npoexmay He COAEPKUT MOANUCH pyKoBoauTeNss OpraHu3anuy;

3) ckaH (OpMBI «CBEICHHSI O BBIMJIATaX, POU3BEICHHBIX OPraHU3aIen 10
HOPYUYEHUSIM (pacHoOpsKEHHUSIM) PYKOBOAUTENS KOJJIEKTUBA, PEATU3YIOILEro
npoekT Ne Homep npoexmay» He COAEPIKUT MOANUCH TIIABHOTO OyXraiarepa

Opranuszanuu;

4) ckaH (HOpPMBI «CBEJCHUS O BBIILIATAX, POM3BEACHHBIX OpraHU3alMei Mo
HOPYYEHUSM (PpacTIOpsHKEHUSM) PYKOBOAUTENS KOJIJIEKTHBA, PEATU3YIOIIETO
poekT Ne Homep npoexmay He cOnepKUT nedarb OpraHu3anuy;

5) myOnuKaIys He COACPKUT CCBUTKY Ha moaaepx Ky PODU

OTYET HE PETUCTPUPYETCH.
PykoBonuTenb KOJUIEKTHBA MOTYYaeT:
- SMS-coo6menue "OmunbOka B oopmiieHHH 0TYeTa" Ha HOMEP MOOMIIBHOTO TenedoHa,
YKa3aHHBIN B €0 JIUYHBIX JaHHBIX;
- coo0IIeHNe, coIepKalee ONMMcanue omnoKky, B TnuHbd kabunetr B KUAC POOU;
- ctaTyc oTueTa MeHsercs Ha «[loanucan».
[Tony4unB cooO1IeHHSI 0 HEBO3MOXKHOCTH PETUCTPALIMH OTYETA, PyKOBOAUTEIND
KOJIJIEKTHBa J0JKeH 3aiitu B cuctemy KUAC PO®U, cHaTh noanuck ¢ oTueTa (MyHKT
13 nanHO#i MHCTPYKIIUM), HCTIPABUTh OIMOKU U MOBTOPUTH HPOLIETYPY OTIPABKH
oTyeTa.
16. BHeceHre N3MEHEHUH B OTUET B CTaTyCe «3apETHCTPHPOBAH», OT3BIB CTATyCa
«3aperuCTPUPOBAH) HEBO3MOXKHHBI.
17. PacniewarsiBath u3 KUAC PO®U u npucsuiate B POOU noxkymeHTs! (popmbl, AeKiIapaiu
U T.1.) HE TpeOyeTcs.
18. Bomnpochl, cBsi3aHHBIE C MTPECTABICHUEM OTYETOB, CeyeT HanpaBisiTh B Ciiyx0y
noanepxku KUAC PODU.



