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10 /1eJI0NPOU3BOCTBY

1. O6mme nos10xkeHUS

1.1. Hacrosimas MHCTpYyKIIMA 1O AETONPOU3BOACTBY B MYHUIIMIIAIBHOM 0O0II€00pa30BaTeIbHOM
yupexjieHun «CpenHsis oOmeoOpazoBatenbHas mkoiga Ne2y c.rm. ATaxXyknHO paszpaboTaHa B
cootBeTcTBUU C DenepanbHbIM 3akoHOM 0T 29.12.2012 Ne 273-®3 "OO6 obpazoBanuu B
Poccuiickoit ®eneparuu" ¢ usMmenenusmu Ha 8 gekadbps 2020 roma, TOCT P 7.0.97-2016
«Cucrtema cragmapToB 1o uHpOpMAIMK, OHOTMOTEYHOMY U  HM3JATEIBCKOMY  JCIy,
«Opranu3aloHHO-pacopsAaUTeNbHas JoKyMeHTalus. TpeboBanus K 0popMIIEHUIO JOKYMEHTOBY,
a Takke YCTaBOM MYHMIMIIAIBLHOTO obuieoOpasoBarenpbHOro  yupexaeHus «CpenHss
obmieoOpazoBarenpHas mkoida Ne2» c.m. ATaxykuHo (nmajee - VYupexaeHue) U ApYyruMu
HOPMAaTUBHBIMU  IPaBOBBIMH  akTaMu  Poccuiickoii ~ denepanuu, periaMeHTHPYIOIIUMU
NEeSTETHFHOCTH 00IIe00pa30BaTEeIbHBIX OPraHU3aIUH.

1.2. Nannas MHCTpYKIMS TO AETONPOM3BOJACTBY B mIKoje (mamee - MHCTpykums) oOo3HavdaeT
IIpaBUa MOJATOTOBKM U O(OPMIIEHUS JOKYMEHTOB B YUPEKICHUHU, ONPENEISeT CTaHAApThI
oQopMIICHHsI PEKBU3UTOB, OJIAaHKOB JIOKYMEHTOB, COCTABJICHHMsSI IPHUKA30B, IOJOXKEHUH
MHCTPYKLUH, a TaKKe perjaMeHTupyer (GOpMHUPOBAHUE /I U UX TEKYIlee XpaHEHUE, MO OTOBKY
JOKYMEHTOB U JIeJI K Tlepe/iaue Ha apXUBHOE XpaHEHUE B YUPEKACHUMU.

1.3. MHCcTpyKIMs MO JeNoNpor3BOACTBY pa3paboTaHa B LIEISAX YCTaHOBJICHHS €IMHBIX TpeOOBaHUMI
K IIOArOTOBKE, 0OpabOTKe, XpaHEHMIO U HCIOJb30BAHUIO O0pa3yloLUXCs B JEATENbHOCTU
VYupexxaeHus U MOCTYNAMUX B HIKOJIY JOKYMEHTOB, a TAK)KE€ COBEPLICHCTBOBAHMSI U MOBBILLICHUS
3pPEKTUBHOCTH JICJIONPOU3BOJCTBA Y UPEIKICHHUS.

1.4. TlonoxeHus MHCTpyKUMHM paclpoCTpaHSIOTCS HAa OPraHU3alUI0 paboThl C JOKYMEHTaMHu
HE3aBUCUMO OT BHJA HOCHUTEN, B TOM 4YHCJIE C D3JIEKTPOHHBIMU JIOKYMEHTAaMH, BKIIIOYas
MOJrOTOBKY, OOpabOTKYy, XpaHEHHWE U HCIHOJb30BAHUE JIOKYMEHTOB, OCYIIECTBISEMBIMU C
MIOMOIIIbI0 HH(POPMALIMOHHBIX TEXHOJIOTUH.

1.5. Opranuzanuio, METOJUYECKOE PYKOBOJACTBO, COBEPIICHCTBOBAHUE JEJIONPOU3BOJACTBA U
KOHTPOJIb 3a coOumojgeHueM Hacrosimed MHCTpykuuum B YUpeXXIEHHU  OCYIIECTBIIIET
OTBETCTBEHHBIH 3a BEJICHUE J1eIOTPOU3BO/ICTBA.

1.6. IlpaBa u o00s3aHHOCTH paOOTHUKOB, OCYIIECTBISIIOIIMX pPa0OTy C JOKYMEHTaMH B
CTPYKTYPHBIX MOJpAa3JeNeHUsIX YUpexACHUs, YCTAaHABIUBAIOTCS JOJKHOCTHBIMU HMHCTPYKLUSMHU
WIN MIPUKA30M JAUPEKTOPA.

1.7. Ceenenus, cojepraluecss B JOKYMEHTax, MOTYT OBITh HCIOJB30BaHbI TOJIBKO B PabOYMX
LEJIAX B COOTBETCTBUU C MOJHOMOYMSIMHU COTPYAHHUKA, padoTarouiero ¢ JokymeHTtamu. Pabora c
JOKYMEHTaMH BHE TNOMEIleHUH YupexJeHus He Jomyckaercs. Ilpum yrpare JTOKYMEHTOB
IIPOBOJIUTCS CITy)K€OHasi MpOBEpKa.

1.8. Ilpu yxozme B OTHYCK, MepeBoje (TMepemelieHnn) no paboTe MM B Cilydae YBOJBbHEHUS
COTPYIHUK 00s3aH TIepeJaTb BCE HAxXOJIIMECS y HEro JIOKYMEHTbl WHOMY COTPYIHHKY,
OTIpe/IeIEHHOMY B COOTBETCTBUU C YKa3aHHEM HEMOCPEACTBEHHOIO PYKOBOIMTENS YBOJIBHIEMOTO,
YXOJISILEro B OTITYCK MJIM NEPeBOsAIIerocs (IepeMenaeMoro) rno pabore COTpyIHUKA.




1.9. Uuctpykums oOs3aTenpHa 11 COONIONEHUS BCeMH paOOTHUKAMH YupexieHus. BHOBB
NPUHATBIE HAa PAa0OTy COTPYIHHUKH, B JOJDKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOJUT BEICHUE
JOKYMEHTAIlMH, B TeueHHe TpEX paboumx AHEH cO JHS W3JAaHUS IpHKa3a O HA3HAUYCHUHM Ha
JOJIKHOCTB JOJIKHBI ObITh 03HAKOMIIEHBI C HacTosed MHcTpykume o noamnucs.

2. [IpaBujia noAroToBKU U 0oopmjieHUs1 JOKYMEHTOB

2.1. B nmesATenbHOCTH YUPEXKICHUS CO3[ACTCSI KOMIUIEKC OPTaHW3AIMOHHO PAaCHOPSIUTEIBHBIX
AOKYMCHTOB: IIPUKa3bl, IMOJIOXKCHHA, IIpaBujia, HHCTPYKIUHU, PCTIAMCHTLI; IIPOTOKOJIbI 3aCCI[aHI/Iﬁ
(COBGIlIaTeJII)HI)IX, KOOpAWHAIIMOHHBIX, OJOKCICPTHBIX W JP. OpFaHOB), dKThl, AHAJIMTHYCCKHC
CIIpaBKH, AOOKJIAAHBIC H CJ'IY)KC6HBI€ 3aIlIMCKHU, OOTrOBOPBI (KOHTpaKTI)I, COFJIaIHGHI/ISI), JCJI0Basa
(cmykeOHas) Tepenucka W Jp. COCTaBISIOTCA W O(GOPMIIIOTCS CHEIHATbHBIC JOKYMEHTHI,
CBSI3aHHBIE C  IUIAHMPOBAaHMEM  0Opa30BaTENbHOW  JEATENBHOCTH W OCYIIECTBICHUEM
XO3SIIICTBEHHBIX MEpONPUATUH, BEJEHHEM Y4eOHO-NEearoruueckoro y4era, OpraHu3anuen
JETIOTIPOU3BOCTBA YUPEKACHUS, 00ECIIeueHUEM OYXTalITepCKOTO yUeTa.

2.2. JIOKyMEHTBI MOTYT CO3/1aBaThCsi Ha OyMa)XHOM HOCHTEJIE W B JJIGKTPOHHOU Qopme ¢
COOIIIOJICHHEM YCTaHOBJIGHHBIX TPaBWiI 0(OpMIIEHUsI TOKYMEeHTOB. [Ipu co3maHMm JOKyMeHTa Ha
IBYX U 00Jiee CTpaHUIaX BTOPYIO U MOCIEIYIONINE CTPAHUIIEI HyMEPYIOT.

2.3. Homepa cTpaHuIl MPOCTABIISIIOTCS B JTFOOOM M3 33JaHHBIX BapUAHTOB HyMepalH JOKYMEHTa
Ha paccTossHMM He MeHee 10 MM OT BepxHero kpas jucra. Jomyckaercs: co3ganne JOKYMEHTOB Ha
JUEBOM U 000POTHON CTOPOHAX JIUCTA.

2.4. Ilpu 1BYCTOpPOHHEM CO3J[aHWHU JIOKYMEHTOB ITUPHHA JICBOTO TIOJISI HA JIMIIEBOIM CTOPOHE JIHCTa
Y TIPABOTO TOJIs1 Ha 00OPOTHOM CTOPOHE JIUCTA JOJDKHBI OBITH PaBHEI.

3. PekBU3HUTHI TIOKYMEHTOB
3.1. JInsi peKBU3HTOB JAOKYMEHTOB, CO37aBacMbIX B YUPEXKICHHH YCTAHABIMBAIOTCS TpaBWIA U
tpeboBanus B coorBercTBun ¢ [OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JOKYMEHTA ONPEICISCTCS €ro BHUIOM U Ha3HAUYCHHUEM.
3.3. Ilpu moarotoBke M OMOPMIICHHH TOKYMEHTOB B YUPEXKJICHHH HCIIOJB3YIOTCS CIIECIYIONINE
PEKBU3UTHI:

e KOJI GOPMBI IOKYMEHTA;

e HAaWMEHOBAHUE IIKOJIBI,

e  CIIPaBOYHBIE JIAHHBIE O MIKOJIE;

e HAWMEHOBAaHHWE BHJIA JIOKYMCHTA;

e JlaTa JOKYMEHTA;

e PErHCTPallMOHHBIA HOMEpP JTOKYMEHTA;

e CCBUIKa HA PETUCTPAIMOHHBIA HOMED U JIaTy IOKYMEHTA,

e MECTO COCTaBJICHUS (M3/IaHUs) JOKYMECHTA,

e ajpecart;

e rpud yTBEPKICHUS JOKYMCHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMCHTA;

e OTMETKa O MPUJIOKEHUH,

e Tpu( cormacoBaHus JOKYMEHTa;

e BU3a;

e TIOJIHUCH;

e OTMETKa 00 2IEKTPOHHON MOANUCH;

e TICYATH;

e OTMETKa 00 HCIIOJIHUTEIE;

e OTMETKAa O 3aBEPEHHUHU KOIUHU;

e OTMETKa O TOCTYIJICHUH IOKyMEHTA;

e pe3oouus.



4. B1aHKH JOKYMEHTOB
4.1. JIoKyMeHTBI, cOo3aBaeMble B YUpeKIeHUH, 0GOpMIIAIOTCS Ha ONaHKax, M3TOTOBJICHHBIX Ha
CTaHJIAPTHBIX JIucTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mm). OTaenbHbIC BUBI
JOKYMEHTOB (TaOJHIIbI, CXEMBbI, CMETHI) JOITyCKaeTcsi 0(hopMIIATh C UCTIOIb30BaHueM (Gopmara A3
(420x297MMm).  JIOKyMEHTBI, COCTaBISIONINE BHYTPEHHIOK TIEPEIUCKY, OQOPMIISIOTCS Ha
CTaHJApTHHIX JHcTax Oymaru ¢popmara A4 (210x297 mm) 6e3 ucroabp30BaHUs OJAHKOB.
4.2, Kaxxaplii TMCT AOKyMeHTa, o()OpMIICHHBIH Ha OJaHKe WM 0e3 Hero, JOJDKEH MMETh TOJs He
MEHee:

e 20 MM - 5IeBOC;

e 10 mMm - mpaBoe;

e 20 MM - BepxHEE;

e 20 MM - HIDKHEE.
4.3. Bupl 61aHKOB IOKYMEHTOB IPUMEHSIEMBIX B IITKOJIE:

e 00mMIi OJIaHK;

e OJaHK IIHCHMa;

e OJaHK KOHKpPETHOTO BHJa JOKyMeHTa (OJaHK MpuKa3a, OJaHK MPOTOKOJIA U Ap.)
4.5. OOpa3upl pa3pabOTaHHBIX M TMPUMEHSEMBIX B IIKOJE OJAHKOB TMOJIEkKAT BKIIOUCHHUIO B
MHCTPYKIHIO 1O JIEIOMPOU3BOJACTBY YUpPEXKACHUS B KaueCcTBE NMPHIIOKEHUN (MpuiiokeHue 3 Ha 3
JINCTax).

5. Ilpuka3spl

5.1. Ilpukazamu oQOpPMIIAIOTCS pELIeHUsI IO OINEpPaTUBHBIM, OPTraHU3ALUOHHBIM, YUEOHBIM,
KaJpOBbIM (MpuiIokKeHHe 2 Ha 9 TucTax) U IpyruM BoIrpocaMm paboThl YupexaeHus.

5.2. IlpoekTbl NpPHUKA30B TOTOBSIT OTBETCTBEHHbIE HCIOJIHUTENN HA OCHOBAHHUU IOPYUYECHUU
JTMpPEKTopa, ero 3aMmectuteneld. [IpoekTsl MpUKa30B MO JUYHOMY COCTaBY T'OTOBUT CIEHHUAIHCT IO
KaJipaM.

5.3. B mpukazax TeKcT u3jaraeTcs OT IepBoro juina eauacTBeHHoro uucia («[IPUKA3BIBAIOy).
5.4. Tekct mpuKaza MOXET COCTOSNTh M3 JIBYX YacTe: KOHCTaTHpyromied (mpeamOysbl) u
pacropsAUTEIbHOM.

5.5. B koHcTaTtHpymoleld 4YacTh KpaTKO U3JararoTcsl Ield W 3a1aud, (akTel U coObITHS,
MOCIYKUBILIKE OCHOBAaHUEM JI M3JaHus npuka3za. OHa MOKET HauMHAThCs ciaoBamu "B nemsax",
"B cootBerctBun", "Bo ucnomnenune", u 1.1. Ecnu mpukas u3gaercs Ha OCHOBAHUU JPYTroro
JOKYMEHTA, TO B KOHCTAaTUPYIOIIEH YacTH yKa3bIBAeTCsl HANMEHOBAHUE 3TOT0 JJOKYMEHTa, ero JaTa,
HOMep | 3arosioBok. [IpeamOysa B mpoekrax npuka3zoB 3aBepiraercs cioBoMm «[IPMKA3BIBAIOy,
KOTOpOE MeyaTaeTcs 3arjiaBHbIMA OyKBaMH.

5.6. PacnopsiaurenbHas 4acTh JOJKHA COJAEPXKATh MEPEUUCIICHUE MPENNUChIBAEMbIX JIEHCTBUM C
yKa3aHUEM HCIOJHUTENs KaXJ0ro MAEWCTBUA M, NMPH HEOOXOJWMOCTH, CPOKOB HCIIOJTHEHHS.
PacniopsinutenbHasi 4yacTh JENUTCS HA MYyHKTHl U MOJIMYHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKUMU
uuppamu. [IeiicTBUS OJHOPOIHOTO XapaKTepa MOTYT ObITh IEPEYUCIICHBI B OJJHOM ITyHKTE.

5.7. B xayecTBe WCIIOJIHUTENEH YKAa3bIBAIOTCS 3aMECTUTENN IUPEKTOpa, Mpeacenared Win
PYKOBOJIUTENN PabOUUX rpymnn (KOMUCCHUH).

5.8. Ecnu mpuka3 u3MeHseT paHee U3JIaHHbIM JOKYMEHT (ITyHKThI JOKYMEHTa), TO OJJUH U3 IYHKTOB
pacmopsaUTENFHON YacTH TeKCTa JAOJKEH COAEepkKAaTh CChUIKY HA M3MEHSIEMBI JTOKYMEHT (IYHKTHI
JOKYMEHTA) C YKa3aHUEM €ro JaThl, HOMEpa U 3arojioBKa.

5.9. Ecnu mpuka3 oTMeHsieT ACWCTBHE paHee W3JAaHHOTO JOKyMEHTa (IIYHKTOB JIOKYMEHTa) C
ONPENIETICHHOM aThl, TO OJUH U3 IIYHKTOB PACIOPSAUTEIbHON YaCTH TEKCTa JIOJKEH HAUYMHATHCA
cnoBamu "llpu3HaTh yTpaTUBIIMM CHIly...", Jajee yKa3bIBaThbCs J1aTa, HOMEP U 3arojIOBOK paHee
W3JIaHHOTO JIOKyMEHTa (MyHKTa JOKYMEHTa), a TaKXkKe JaTa, ¢ KOTOPO OTMEHsIeTCS ero JeHCTBHE.
Ecnu npata we yka3aHa, TO JeiCTBHE paHee H3JAHHOTO JOKYMEHTa (IyHKTBI JOKYMEHTA)
OTMEHSIETCS C JaThl U3aHKS HOBOTO MpHUKa3a.



5.10. Ecnu nmpuka3 oTMEHSIeT paHee U3AaHHBIA JOKYMEHT C MOMEHTA U3JaHHs, TO OJWH U3 MyHKTOB
pacnopsiANTENIbHOM YacTH TEKCTa JOJDKEH HayMHAaThCs ciaoBamMu "OTMEHUTH..." W yKa3bIBaThCs
JiaTa, HOMEP U 3aroJI0BOK paHee W3/IaHHOTO IOKYMEHTA.

5.11. Ecau mpuka3 mpearnojaraeTcsi BBECTU B JIGHCTBHE HE ¢ MOMEHTA €ro M3JaHus, HeOOXO0IUMMO
yKa3aTb CPOK BBeIE€HUs ero B Jeicreue. IlociaenHuil IyHKT pacnopsIAUTEIbHOM 4YacTH MOXKET
COJIep’KaTh CBEJIEHUS O JIOJDKHOCTHOM JIMIE, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 32 UCIIOJIHEHUEM
IIpHUKa3a.

5.13. TIlpuka3sl TOJMHCHIBAIOTCA TOJBKO JAHPEKTOPOM  YUPEXKACHUS WM  pabOTHUKOM,
UCIIOJHSIOIUM €ro 0053aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a O00OECIeUYeHUE CBOEBPEMEHHON M KA4€CTBEHHOM MOATOTOBKHU IPOEKTOB
IIPUKa30B U MX COIJIACOBAaHME C 3aMHTEPECOBAHHBIMM pPAOOTHUKAMU W OpPraHU3alUsSMU HECYT
aBTOPBI MPOEKTA MPUKaA3a.

5.15. PerucrpanyioHHble HOMEpa MPUCBAMBAIOTCS IMPHUKa3aM IO MOPSAIKY HOMEPOB B Ipenenax
KaJIEHapHOTO ro/a.

5.16. Jlata perucrpanmu npukasa sSBISETCS AaTOW €0 IMOANCAHHSL.

6. [IpaBusa, MOJI0KEHUsI, HHCTPYKIIUH

6.1. [IpaBmira — HOPMATHBHBIA aKT, ONMPEACISIONINN MOPSIOK KaKOTO-THOO BHIA JEATCIHHOCTH,
YCTaHABJIMBAKOIIMNA WJIH 3alIPENIAONINI ONPEIeIEHHOE MOBEJACHHUE.

6.2. TTomosxeHne — HOPMATUBHBIN aKT, AETATHHO PErJIaMEHTHUPYIOIIUH MTPaBOBOM CTATYC, OPSIOK
OpraHU3aIy ¥ MPOIEAYPY KaKOT0-IM00 BUIA NE€ATEILHOCTH.

6.3. MHCTpyKIIMST — HOPMATHBHBIM aKT, W3JaBacMbIi B IEIAX Pa3bICHEHUS M OIPEICIICHUS
MOpsiIKa TPUMEHEHHUSI COOTBETCTBYIONIETO HOPMATHUBHOTO aKTa JMOO C IENbI0 YKa3aHUS HOPM O
croco0ax BBITIOJHEHUSI OTIPEICIICHHBIX OTIepaliuii (IeHCTBHIA).

6.4. IlpaBuna, TOJIOKEHUS, HHCTPYKIIMA TMPUHUMAIOTCS (B 3aBUCHMOCTH OT BHJA JOKYMEHTa) Ha
VYmpasnstomeMm coBete, 3acenaHusx [Ipodcoro3Horo xomutera YUpeKIEHUS W YTBEPIKIAIOTCS
JTUPEKTOPOM.

6.5. TlopsaoK MOATOTOBKH MPOEKTOB MPAaBUJI, MOJOXKEHUS, HHCTPYKIIMU COOTBETCTBYET OOIIEMY
MOPAAKY MOArOTOBKH MPOEKTOB NMPUKA30B Y UPEIKICHUS.

6.6. TekcT mpoekTa MOJIOKEHMs], MPaBUJI, MHCTPYKIMM IeyaTaeTcss Ha YHUCTOM JIUCTe Oymaru
dbopmata A4.

6.7. OTIUUUTETHHBIMU XapaKTEPUCTUKAMU TEKCTOB IIPABUJI, MOJI0KEHHS, HHCTPYKIIUU SBIISIOTCS:

e TOYHOCTb MPUMEHSEMBIX (POPMYIHPOBOK O€3 HCIOIB30BAHUS CJIOB U MOHATHUN, UMEIOLIUX
MHOYECTBEHHBIN CMBICIT,;

e HCIOJIb30BaHUE KOPOTKHUX MPEIIOKEeHUN, OOUICTPUHSATHIX BBIPAXKEHUN U CBS30K, MpH
HEOOXOIMMOCTH - MPEIBAPUTEILHOE OIMPEACICHHE HCIOIb3yEeMbIX MOHSATHH, COKpAIICHUIA,
ab0peBHaryp;

e OMNHCAHHE BCEX BO3MOXKHBIX BapHAHTOB COOBITUH M COOTBETCTBYIOIIUX WM BapUaHTOB
NEUCTBHI, T.€. MOJHOTA MPEeACTaBICHUS HHPOPMALINH;

e CTPYKTYpUPOBAaHHOCTb TEKCTAa C LEJIbIO JOCTHXKEHHUS HaWIy4dllled IOCJIeI0BaTEIbHOCTH
W3JI0KEHUs MaTepuaa;

e MUHUMH3AIMSA TEKCTa C TOMOIBI0 MPUMEHEHUs 00001meHuit (0030poB MpernoiaraeMbix
JeHCTBHI) U TIPUMEHCHHUE MTEPEUNCIICHHH (3a/1a4, 9TaNoB, YCIOBHH H T.]1.).

6.8. B 3aBHCHMOCTH OT CIIOKHOCTH U 00BbeMa pa3padaThiBa€MbIX MPABUIL, TOJI0KEHHSI, HHCTPYKIIUU
- TeKCT JOKYMEHTa JEJIUTCS Ha TJIaBbl, MYHKThl U MOJAMYHKTHI. [J1aBbl JOKHBI UMETh HA3BAHMSL.
Hymeparnus npousBoautcs apabckumu nudpamu.

7. IIpoToko. 3acenaHus (COBeIIAHUA)

7.1. TIpoTokon — AOKYMEHT, B KOTOPOM (DPUKCHpYETCs XOJ OOCYKIEHHUS BOTPOCOB U MPUHSATHUS
pelieHnii Ha COOpaHUsX, COBEIIAHMIX, KOHPEPEHIUIX U 3aceJaHUSIX KOJUIETHAIBHBIX OPraHOB.

7.2. Tlporokon 3acemanus (coBemianusi) - (Aanee - MPOTOKON) OGOPMIISETCS HA YHUCTOM JIHCTE
Oymaru gopmara A4.



7.3. PexBu3HT - "TeKcT JOKyMeHTa". PEKBU3UT COCTOUT U3 IBYX YacTeil: BBOJHOW U OCHOBHOM.

7.4. Bo BBOJHOI YacTH yKa3bIBalOTCS IPUCYTCTBOBABIIMX Ha 3aC€JaHUU U, IPU HEOOXOJIUMOCTH,
JIUL, TPUTJAIICHHBIX Ha 3aceaHue (COBEIIaHKE).

7.5. BBogHas wyacTb NPOTOKOJA 3aKaHUYMBAETCS IIEPEUYHEM PpPacCMaTPHUBAEMBIX BOIPOCOB,
IIEPEUUCIICHHbIX B TOPSAAKE UX 3HAYMMOCTM C YyKa3aHUEM JOKIAJUUKa [0 KaXJIOMYy
paccmarpuBaeMomy Bompocy. Bompockr popmymnupyrores ¢ mpeiorom "O" ("OG6"), medararorcs oT
TPaHUIIBI JIEBOTO TMOJIS K HyMEPYIOTCS apaOCKUMH HU(PaMH.

7.6. OcHOBHasi YacTh IMPOTOKOJA COCTOMT W3 PA3/eliOB, COOTBETCTBYIOIIUX PacCMaTpUBAEMBIM
BOIIPOCAM U MX HyMEpALUH.

7.7. TekcT NpOTOKOJA H3JAraercs OT TPEThEro JMIla MHOKECTBEHHOro uucna ("ciymamu",
"BoicTynmn", "nmocranoBuau”, "pemman").

7.8. IIpOTOKOJ MOAMUCHIBACTCS JIMIIOM, MPECeaTeIb,CTBOBABIINM Ha 3acelaHUM (COBEUIaHHUHN), U
ceKpeTapéMm 3aceaHus (COBEIaHus).

7.9. Tlpu OTCYTCTBHMM CEKpeTapsi 3aceJaHds, B TOM YHWCIE€ TPH MPOBEACHWU OIEPATHBHBIX
COBEILlaHUH, TOMYCKAeTCsl MOANNCAHUE TIPOTOKOJIA TOJIBKO MPEACEAaTeNbCTBYIOIMIHUM.

7.10. Tekct mpoTOKONA JMOJDKEH OBITH MOATOTOBIIEH HE IMO3JHEE TPeX THEW CO JHS 3acelaHusl.
[IpoekTsl  COOTBETCTBYIOIIMX IYHKTOB MPOTOKOJA BH3HPYIOTCS  JOJDKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 32 MOJITOTOBKY.

7.11. JlaTta mpoTOKOJa JOHKHA COOTBETCTBOBATH JIHIO MPOBEJICHHUS COBEIIAHUS (3aCeTaHMs).

7.12. Komuu TpPOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OpraHW3alysM W JOJDKHOCTHBIM
JUIIAaM B COOTBETCTBUHU C YKa3aTeJIeM pPACChUIKH, KOTOPBIM COCTaBJISIET CEKpeTapb 3aceldaHus
(coBemanus).

8. [lnan
8.1. [ImaH — MOKyMEHT, yCTaHABJIMBAIOUINH ITEPEUYCHh HAMEUYECHHBIX K BBIITOJHEHUIO MEPOTIPUSTHIA,
UX TIOCIIEIOBATEIBHOCTh, 00BEM, CPOKH, OTBETCTBECHHBIX UCTIOTHUTEIICH.
8.2. Ilman odopmusercs Ha nmcre Oymarm ¢opmata A4 C HUCMOJB30BAHUEM CICIYIOIINX
PEKBU3UTOB:

e HAaWMEHOBAHHE IITKOJIBI,

e rpud YTBEPKICHUS JOKYMCHTA;

e JlaTa JOKYMEHTA;

e PErHCTPallMOHHBIA HOMEpP JTOKYMEHTA;

e HAWMEHOBAaHHWE BHJIA JIOKYMCHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMCHTA;

e HAWMEHOBAHHUE JIOJDKHOCTH;

e TIOJIHCH.
8.3. PexBu3uT — "Tekct qokyMeHTa" ohopmMIiseTcs B BUAE TaOIUIBI ¢ Tpadamu:

e HOMEp NYHKTA IJIaHAa;

e HAWMEHOBAHUE MEPOIPHSITHS;

e CPOK HCIIOJIHCHHS,

e  UCIOJIHUTEID;

e TpHUMEUYaHUE.

9. OTtuer

9.1. Otyer — AOKYMEHT, COJAEPKAIMI CBEIEHUS O Pe3yabTaTax IEATEIbHOCTH 3a ONpeAeTIeHHBIN
MIEePHO] BPEMEHH, BBIMIOJTHEHUH MEPOIIPHUATHIA, TOPYUYCHH, 3a1aHni, TIIIaHOB.

9.2. OtueTsl, TpeaOCTaBIsEMbIE B OpraHbl TOCYIAapCTBEHHOW BiacTh (B TOM YHCIIE B OpraHbl
TrOCyIapCTBEHHOW  CTaTHUCTUKHM) W  HMMEKOIIME  YCTAHOBIEHHYIO  IIPABOBBIMH  aKTaMH
rOCYIapCTBEHHBIX OPTaHoOB (OPMY, CO3/IAl0TCS MO YCTAHOBJICHHON TOCYIapCTBEHHBIMH OpTaHaMu
¢dbopmMe u B onpeieTIEHHOM UMU TOPSKE.



9.3. Ortuérpl, mnpenocTaBIsieMble COTPYAHHKAMU YUpPEXKICHHs B  XOJ€ BHYTPEHHETO
B3aMMO/ICHCTBHSI, CO3/IAI0TCSI 110 MPaBUJIaM, YCTAaHOBJICHHBIM ISl CO3/IaHUS CITY)KEOHBIX 3aIHCOK.
9.4. Otuersl odopmisrorcss Ha jucte Oymarum ¢opmara A4 ¢ HUCHONB30BaHUEM CIEAYIOIIHUX
PEKBU3UTOB:

e HAMMEHOBAHME LIKOJIBI;

e JlaTa JOKYMEHTA;

e PETUCTPAaLMOHHBIA HOMEp JTOKYMEHTA;

e HAaMMEHOBAaHME BHUJIA JIOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMEHTa;

e OTMETKA O MPUJIOKEHUH (IIPU HATUYUN);

e HAaMMEHOBaHME JOJHDKHOCTH;

e  TIOJIHCE.
9.5. B Texcre oruéra B 00s3aTENBHOM MOPSIKE JOIDKHO COJAECPXKAThCA YKa3 Ha AEATENbHOCTb,
MEpOTIpUATHE, BBIAAHHOE TOpY4YEHHE, 3a/laHue, MYHKT IUIaHa, MOJJIeXkallui BBIMOJIHEHUIO, U
pe3yabTaT O BBINOJHEHHHM, B TOM YHCJIE C YKAa3aHMEM Ha COOJIOJEHUE WINM HapyLIeHHE
WCIOJIHUTENBCKOW  JUCIMIUIMHBI, YCTAaHOBJIEHHBIX CPOKOB HCIIOJIHEHUS U  HaJyIeKallee
IpelocTaBieHue  HHOpMalMK, HEOOXOAMMBIX  MaTrepuaylioB  (MPOEKTOB  JOKYMEHTOB)
COMCIIOJTHUTENSIMH (IIPH YYACTHH HECKOJIBKUX HCIIOTHUTENEH).

10. IMMucs™mo
10.1. TTucrma roToBsTCS Kak:

e OTBETHI O BHITIOJHCHUH MTOPYUYCHUH BBIIIECTOSIIIIAX OPTaHOB MCIIOJTHUTEIHLHON BIIACTH,

e OTBETHI HA 3aMPOCH OPraHU3AIMA, TPEATNPHUATHIA U YACTHBIX JIUIL;

e HMHHIUATHBHBIC TUCHMA.

10.2. Cpoku MOArOTOBKH OTBETHBIX MTHUCEM:

e C KOHKPETHOM AaTOW MCHOJHEHUS, YKa3aHHOUN B JOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBHHM C pE30JIIOLMEH JUPEKTOpa M €ro 3aMecTHTeJIed Ha OCHOBaHHUH
YCTaHOBJICHHBIX CPOKOB HCIIOJHEHHS TMOPYYCHHI, 3alpOCOB WJIM TI0 PEIICHHIO aBTOpa
PE30ITIOIUH.

10.3. TekcThl OTBETHBIX MUCEM JIOJDKHBI TOYHO COOTBETCTBOBATH 33aJaHHSM, 3a(DUKCHPOBAHHBIM B
pesoimorur. CpoKH MOATOTOBKH MHUIIMATHBHBIX MTHCEM OIPEACISIOTCS CaMOCTOSTEIBHO aBTOPOM
MIPOEKTA MUChMa C YYETOM HEO0OXOAUMOCTH PElIeHUsI KOHKPETHBIX 33124 ¥ (W) B COOTBETCTBUH C
TpeOOBaHUSAMU 3aKOHOAATEIBCTBA, MOPYICHUSIMHU HETIOCPEACTBEHHOTO PYKOBOIUTEIS.

10.4. Ilucbma meyararoTcsi Ha OJAHKE NHCbMa YUPEXKICHHS C YIJIOBBIM PAaCIHOJI0KCHUEM
PEKBU3UTOB.

10.5. JlomonHWTENIBHO K pEKBU3WTAM OJIaHKa MHChMa IPU OMOPMIICHHMH TIMCEM B IIIKOJIC
UCTIOJIB3YIOTCS CICAYIOIINE PEKBU3HUTHI:

e ajpecart;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMCHTA;

e OTMETKa O MPUJIOKEHUH,

e BU3a;

e TIOJIUCH.

e OTMETKa 00 HCIIOJIHUTEE.

10.6. IIpu odopmieHnn nrcbMa Ha JBYX W 0oJiee CTpaHUIAX BTOpas M MOCIEAYIOIINE CTPAHHIIBI
HYMEpYIOTCsI MOCepeIMHEe BEPXHETo MOJIs JIUCTa apaOCKUMU U pamH.

10.7. Tlucpma MoAMMUCHIBAET IUPEKTOP WU PAOOTHHUKH, YIIOTHOMOYCHHBIE TTPUKA30M.

10.8. Ciy»eOHble 3arnucKu

10.9. B mensix OCyIIECTBJICHUS B3aUMOJCUCTBUS MEXAY COTPYJHHUKAMU B paMKaX BHYTPEHHETO
JOKYMEHTOO0OpoTa B YUPEKIECHUU MPUMEHSAIOTCS CIyKeOHble 3amucku. ChoykeOHbIE 3aluCKu



SBIISIIOTCSL  CPABOYHO-WH(MOPMAIIMOHHBIMHA  JIOKyMEHTaMHU. ABTOpaMHU  CIY)KEOHBIX 3aIHCOK
SIBIISIFOTCSL COTPYTHUKH Y UPEKICHUSL.
10.10. CnyxebHas 3amrcKa MOXET COCTABIATHCS MO YKa3aHUIO PYKOBOJCTBA WIH 10 MHUIIMATHUBE
KOHKPETHOTO COTPYAHHUKA.
10.11. Ilpu opopmiennu cinyxeOHOM 3amucKu 0(GOPMIISIOTCS CIEAYIONINE PEKBUZUTHI:

e ajpecart;

e J1aTa JOKYMEHTA;

e HAaWMEHOBAHHWE BHJA JIOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKA O MPUJIOKEHUH (IIPU HATUYUN);

e HAWMEHOBAHHUE JIOJDKHOCTH;

e  TIOJIHCH.
10.12. CnyxeOHbIE 3alMCKH MOTYT CO3aBaThCsl HA OyMa)KHOM HOCHTENE U (W) B AJICKTPOHHOU

dbopwme.

11. loBepeHHOCTH

11.1. [loBepeHHOCTb BBIJAETCS COTPYIHUKAM YUpexIeHUS U oQopmisseTcs Mo MpaBUiiaM,
yCTaHOBJIEHHBIM HacTosimied MHcTpykiumei mans mucem, ¢ yu€ToMm TpeOOBaHMI TIpaKIaHCKOTO
3akoHo arenbeTBa Poccniickoit denepanviu M HACTOAIIETO pa3jena.

11.2. TIpoeKkT IOBEPEeHHOCTH TMOJATOTABIMBACTCS W BHU3UPYETCS COTPYIHUKOM, KOTOPOMY
JIOBEPEHHOCTh OyJeT BblJaHa, IOCJIe Yero mnepeaaércss B KaHLEISPUIO JUIsl HalpaBlieHUs Ha
MOANNCAHUE.

11.3. JIoBepeHHOCTh TOMAMHCHIBACTCS JTUPEKTOPOM WM JIMIIOM, OCYIIECTBJISIONIAM €ro
MTOJTHOMOYHS (MCTIOJTHSFOIIIMM OOSI3aHHOCTH ), M CKPEIUISIETCS MeYaThio Y YpPEeKICHHUS.

12. JloroBopbl, corjameHusi, KOHTPAKTbI

12.1. JIoroBOpHI, COTJIAIEHUsI, KOHTPAKTHI (JaJiee - TOTOBOPHI) MOATOTABIMBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHUSIMHU T'PAKIAHCKOTO, TPYIOBOTO, OFOPKETHOTO M MHOTO 3aKOHOIaTeNhcTBa Poccuiickoit
@denepan, B 3aBUCUMOCTH OT PETYIUPYEMBIX JOTOBOPOM IPABOOTHOIIEHUH U 00s3aTENIbCTB
CTOPOH.

12.2. Tlpoexkt poroBopa NOJrOTaBIMBACTCSI OTBETCTBEHHBIM COTPYJHHUKOM (KOHTPAKTHBIM
VIOPaBISOMUM) € Y4€TOM HEOOXOJAMMOCTH CBOEBPEMEHHOIO M KaueCTBEHHOTO 00ecredyeHus
WCIIOJTHEHUS CBOUX IMOJTHOMOYHNH (00s3aHHOCTEH, PYHKIIHIT), TOJTHOMOYNN YUPEKICHUS B IIEJIOM.
12.3. TIlpoexkt poroBopa NOJrOTaBIMBACTCSI OTBETCTBEHHBIM COTPYAHUKOM (KOHTPAaKTHBIM
YIPABJISIONIMM) COBMECTHO CO CHEIHATUCTOM, K PYHKIUAM (IIOJTHOMOYHUSIM) KOTOPOTO OTHOCUTCS
pelIeHre BOIPOCOB, SBISIOLIUXCA MPEIMETOM JIOTOBOPA, WJIM UHBIM COTPYIHHKOM IO HPSIMOMY
YKa3aHUIO JUPEKTOpa YUpeKICHHUS.

12.4. HeoOxoauMast JUIs TIOATOTOBKH MPOEKTa JOToBOpa MH(OpMaIus coOupaeTcsi OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YIPABJISIONIMM) B MOPSAIKE paboyero B3auMMOACHCTBHS C Y4ETOM MpaBUI,
yCTaHOBJICHHBIX HacTosmel MHCTpyKIei.

13. lIpyHIMNIBI OPraHU3aL UK JOKYMEHT0000poTa

13.1. B J0KyMeHTOOOOPOTE BBIJIENISIOTCS CIEAYIONINE JTOKYMEHTOMOTOKU: MOCTYMAroIIast
JOKyMeHTanusi  (BXOJsmias), OTHpaBisieMas JOKyMeHTanus  (MCXOAsIas), BHYTPEHHSsA
JOKYMEHTAITHSI.

13.1. B cocraBe BxoAsmied W HCXOAAIIEH MJOKYMEHTAIIUH MOTYT BBIJIENATHCS JIOKYMEHTHI,
MOCTYMUBIINE W3 BBIMIECTOSIINX, MOAPSAHBIX, MEAULIUHCKUX U JAPYTMX OpraHHU3alfii, OpraHoB
MECTHOTO CaMOYITpaBJIeHHUs, 0OpalleHus TPax/IaH.

13.3. OOpareHusi rpakiaaH perucTpupyroTcss U (GopMuUpYIOTCS B Jela OTAEIbHO OT JAPYTHUX
JOKYMEHTOB YUpeKICHUS.

13.4. B VupexaeHun JA0CTaBKa U OTIpPaBKa JOKYMEHTOB OCYIIECTBIISCTCS CPEACTBAMU MOYTOBOU
CBSI3H, DJICKTPOHHOM CBSI3H, a TAKXKE M0 CHCTEME DIIEKTPOHHOTO JOKyMeHTooOopoTa (manee - CO/I).



C IIOMOIIIBIO IIOYTOBOM CBS3U B quemneHHe AOCTABJIACTCA MMUCbMCHHAsA KOPPCCIIOHACHIHUA B BUAC
IMPOCTBIX IMMUCEM, 3aKA3HBIX MTUCCM, IMMOYTOBBIX KaPTOYCK, 6aH;[ep0JIep”1 1 MCJIKHUX ITaKCTOB, a TaKXKC
IICYaTHBIC U3JaHu.

14. IlepBuyHast 00padoTKa NOCTYNAKOIIMX IOKYMEHTOB
14.1. JIoKyMeHTBI, TMOCTYyNaWIINEe B WIKOIY, IEPEJaloTCd Ha PErucTPalMi0 CEKpeTapro-
JETIOTIPOU3BOANTENIO YUPESKICHUS U MTPOXOAAT MEPBUUHYI0 00pabOTKY B I€Hb MOCTYIUICHUS, MIPH
MIOCTYIUIEHUU B Hepabouee BpeMs - Ha cieayroliuid padouuii nenb. [lpu nepBuuHoil 00paboTke
JOKYMEHTOB IpOBEPSAETCS NPAaBUIBHOCTH ajapecoBaHus. OmMOOYHO NMOCTYNUBLIME JOKYMEHTBI
[IEpPEChUIAIOTCA 110 MPUHAAJIEKHOCTH WIN BO3BPAIIAIOTCSA OTIPABUTEINIO.
14.2. JloxymeHTsI, octynuBmme ¢ ormerkamu "Cpouno", "Bpyunts HememienHo", "OnepaTuBHo",
HE3aMEeUINTEIBHO MPOXOJAAT MEPBUUHYI0 00pabOTKY M JOKJIAAbIBAIOTCA TUPEKTOPY WM B Cilydae
€ro OTCYTCTBUS — 3aMECTUTENIO AUPEKTOPA MO HAIIPABIICHUIO JESITEbHOCTH.
14.3. TloctynuBiime TenerpaMMbl TPUHUMAIOTCS TI0]] TIOJIIHCH C IPOCTABIICHUEM JIaThl M BPEMEHHU
IpreMa, perucTpUpyrTCs MO TEM e MpaBuUiIaM, YTO U MHUChMA.
14.4. DnekTpoHHBIE COOOIIEHUS, aPECOBAHHbIE JUPEKTOPY WM HAIPaBJIEHHBIE B aJpec MIKOJbI,
pacrneuaThIBalOTCs U JOKJIAbIBAIOTCS AUPEKTOPY WM B CIIydae €ro OTCYTCTBUS — 3aMECTUTEIIO
JTUPEKTOpAa.
14.5. DnexTpoHHbIE COOOIIEHUS, 3aBEPEHHbIE JEKTPOHHOM MOJIMUCHIO, MojJiexar oopaboTke 1o
MpaBUJIaM, IPETyCMOTPEHHBIM /ISl TOCTYMarouei (BXos1el) JOKyMEeHTalllH.
14.6. TlocrynuBimas (BXonsmias) NOKYMEHTAIMsl pacmpelensieTcs Ha PETUCTPUPYEMble W He
MoJIeXKAaIlue PEruCTpaii TOKyMEHTHI.
14.7. He moyiexxat perucTpaiuu:

e IPUIJACUTENbHBIE, I03PABUTEIIbHBIE ITMCbMA U TEJIErPaMMBbl;

e OUJIETHI,

e IUIaHBI ¥ IPOrPaMMbl CEMUHAPOB, KOH(MEPEHINI U IPYTUX MOAO0OHBIX MEPOTIPHUATHH;

e JIOKyMEHTBl 10 OyXraJTepcKOMy Y4eTy, MaTepHallbHO-TEXHUYECKOMY O00eCleueHuIo,

IUTAHOBBIE M (DUHAHCOBBIE JOKYMEHTBI, IOCTYNAIOIKe 0€3 COIPOBOAUTENBHOTO NUCHMA;

e PpEKJIaMHbIe, KOMMEPUYECKUE MPEATOKEHHUS, B T.4. HOCTYIUBIINE MO NEKTPOHHON NOYTE;

e [I€YaTHbIEC U3JIAHMUS;

e IHCbMA C IOMETKOH «JIMYHOM.

15. Perucrpamusi, y4eT M PaccMOTPeHHE PYKOBOAMTEJIeM TMOCTYNAMMX (BXOASIIIHAX)
JTOKYMEHTOB

15.1. TloctynuBmme (BXOAAIINE) JOKYMEHTHI PErHCTPUPYIOTCS TOJIBKO IIOCJIE€ W TEPBUYHOM
00pabOTKH M HE3aBUCUMO OT CIOCO0a X TOCTaBKH.

15.2. Perucrpaiiusi — MpOCTaBJICHUE B HIDKHEM MPABOM YIIIy TIEPBOTO JIUCTA JOKYMEHTa OTMETKH
O TMOCTYIUICHMM C YKa3aHHEM JaThl TOCTYIUICHHUS W BXOJSIIEr0 PETUCTPAIIMOHHOTO HOMeEpa
JOKYMEHTa C 00s3aTeIbHOM 3alMChi0 B JKYPHAI PETUCTPAIMU TOCTYMAOMIECH (BXOISIICH)
nokymeHTanuu. CTpyKTypa periucTpallMOHHOTO HOMEpa MOCTYMAroIIero (BXOSIIEro) JTOKYMEHTa
COCTOHMT M3 €r0 MOPSAKOBOT0 HOMEpa U MHJIEKCA JieJia TI0 HOMEHKIIATYpE JIeNl Y UpEKICHHUS.

15.3. Peructpamus Bcex MOCTYNUBIIUX (BXOMSIINX) TOKYMEHTOB MPOM3BOIUTCS B IMpeaenax
0011ero T0KyMEHTOMOTOKA.

15.4. Tloctynatorue (BXOIAIINE) TOKYMEHTHI MePeIaloTCs Ha PACCMOTPEHHUE PYKOBOJICTBY TOJIBKO
MOCJIe UX PETUCTPALIMU U TPEBAPUTEIHLHOTO PACCMOTPEHHS.

15.5. JlokymMeHTBI, OCTYMUBIINE B YUpexAeHHUE, N0 BOIMpOcaM, HE TPEOYIOIIMM pPacCMOTpPEHUs
JTUPEKTOpa, HAMpaBISIOTCS PaOOTHUKOM OTBETCTBEHHBIM 32 JIEJIOMPOU3BOJICTBO YUpEKACHUS
HEMOCPEJCTBEHHO UCTIOTHHUTEIIO 3ampoca.

15.6. Jlupektop B pe30IOIUH ONPEACTSET JIUIl, OTBETCTBEHHBIX 32 HCIIOJIHEHNE TOKYMEHTA, U J1aeT
UM mopydeHue. PaGOTHHK OTBETCTBEHHBIN 3a JETOMPOU3BOICTBO IIKOJBI MEpPelaeT JOKyMEHT Ha
WCIIOJIHEHUE.



15.7. IlonnMHHUK JOKYMEHTa C PE30JIIOLUEN PYKOBOAMUTENS 00LIe00pa30BaTeIbHON OpraHu3aluu
HaIPaBJIIETCS UCIOJIHUTEIIO.
15.8. Ilpm HanmMuuM HECKOJIbKMX HCIIOJIHUTENEH NOUIMHHUK JOKYMEHTa MepefaeTcss TOMY
UCIOJIHUTENI0, KOTOPbIH B COOTBETCTBUM C YKa3aHUSIMM 110 HCIIOJIHEHUIO  SIBJISIETCS
OTBETCTBEHHBIM, OCTAJIbHBIE HUCIIOJIHUTENHN 0JIy4aOT KOIIUIO JOKYMEHTA.
15.9. TMo/MHHUK NOKYMEHTa, KOTOPBIH HCHOJHSAETCS HECKOJIbKUMHU JOJDKHOCTHBIMHU JIMIIAMH,
[10JIy4aeT OTBETCTBEHHBIN UCIIOMHUTENb. OCTaNbHBIM HUCIIOIHUTENSAM EPEJAIOTCS KOIIMH.
15.10. WM3roToBieHWe KOMUK JJOKYMEHTA I TEPelavyd COMCIIOIHHUTEISM OCYIIECTBISETCS
CEKpeTapeM Y UpeKICHUS.
15.11. Pe3omtonusi COIEPIKUT:

e yKazaHHE [0 WCIHOJHEHHUIO, COJEpXKallee KpaTKOE OIMCaHHe HEOOXOAUMOTO IS

HCIIOJTHESHUS ACHUCTBUS,
e YyKa3aHWE HAa CPOK, B TEUEHHE KOTOPOro JHOO /0 HUCTEUEHUs KOTOPOro HEOOXOIUMO
WCIOJIHUTH MPEIIUCAHHOE IEHCTBUE;

e JIMYHYIO MOJIHICH aBTOPa PE30JIIOIHH;

e JIaTy NMPOCTABJIEHUS PE3OJIIOLINU.
15.12. Yka3aHue Ha CpOK, B TE€UCHHE KOTOPOTO JIMOO 10 MCTEYCHHS KOTOPOTO HEOOXOIMMO
WCIOJIHUThH NPEANHCAHHOE NEHCTBUE, MOKET HE BBIPa)KaThCs KOHKPETHOM NIaTol M cojaepiKaTb
BBIpaXXEHUS: "'B YCTAHOBIJIEHHBIN 3aKOHOM CPOK'" H T.II.
15.13. Pe3osmronius mutieTcst Ha CBOOOHOM OT PEKBU3UTOB MECTE MIEPBOTO JIUCTA JOKYMEHTA.
15.14. B ciyuae, korja pe3oJioLus aJipecoBaHa HECKOJIbKUM COTPYAHHMKAM, TO OTBETCTBEHHBIM 32
UCIIOJIHEHUE JOKYMEHTa B 1IE€JIOM SIBISETCS COTPYIHHK, YKa3aHHBIA TEpPBbIM (BEPXHUM), JIMOO
COTPYIHHK, B OTHOILIEHHH KOTOPOTO CJIeIaHa IOMETKA O TOM, YTO OH SIBJISIETCSI OTBETCTBEHHBIM.

16. Opranu3anusi paéoThl ¢ OTHPABJIsieMbIMHU (MCXOASIIIMMU) TOKYMEHTAMU

16.1. Jlo mpemocTaBlieHHS TPOEKTAa OTIPABIAEMOTO (MCXOJAIIET0) JIOKYyMEHTa Ha TOJIUCH
IUPEKTOPY WIM HHOMY YIIOJHOMOYCHHOMY B YCTaHOBJICHHOM IMOPSAKE Ha TOIMHCAHUE IUILY
OCHOBHOHM HCITOJTHUTEIb MPOBEPSIET IMPABHIHLHOCTh O(GOPMIICHHS OTIPABISIEMOT0 (MCXOISIIETO)
JOKYMEHTa Ha COOTBETCTBHE TPEOOBaHMIM HacTosmel MHCTpyKIny.

16.2. Ilpu moaroToBKE OTMPAaBIAEMOro (MCXOJAIIET0) JTOKYMEHTAa KaK OTBETa Ha MOCTYIMHBIIHMA
(BXOmsAIIMIA) NOKYMEHT HCHOJHHUTEIb TPUKIAIBIBACT K IOATOTOBICHHOMY MPOCKTY BXOISIIUN
JOKYMCHT.

16.3. IIpoeKThI OTIpaBIIEMbIX (MCXOIAIINX) JOKYMEHTOB C YI€TOM COOJIIOJICHUS YCTAHOBJICHHOTO
B PE30JIIOIMU CpPOKA WCIIOJIHEHUSI TEPEAaloTCs OTBETCTBEHHBIM HCIIOJHUTEIIEM CEKpeTapro-
JIETIOTIPOU3BOAUTEIIO [Tl HATIPABJICHUS Ha TOJIITMCAHUE.

16.4. TlogmucaHHble OTIpaBisgeMble (MCXOAAIME) JOKYMEHTBHI, IMEpelaloTcsi CeKpeTapio-
JEIOTIPOU3BOJUTENI0  YUPEKICHHS, KOTOPBIA OCYIIECTBISET MPOBEPKY KOMILJIEKTHOCTH H
COOTBETCTBHUSl KOJMYECTBA SK3EMIUISIPOB OTIPABISEMOro (MCXOMSIIEr0) JTOKYMEHTa CITHCKY
PacChUIKH, a TAKXKE MPABHILHOCTH 0(OPMIICHHS JIOKYMEHTa COTJIACHO HACTOSINEH HHCTPYKIIHH.
16.5. B ciyyae HapylieHuss KOMIUIEKTHOCTH WM COOTBETCTBUSI KOJIMYECTBA, a TaKkKe
MPaBUIBHOCTH O(OpPMIICHUS JOKyMEHTa COIJIACHO HACTOSIICH WHCTPYKIUU OTIPABIISIEMbIC
(ucxondiue) JOKYMEHTHI He3aMeITUTEeNIbHO BO3BPAIIalOTCS OTBETCTBEHHOMY HCIIOTHUTEIIO WU B
cllydae OTCYTCTBHSI OTBETCTBEHHOTO HCIIOJHUTENSI €r0 HEMOCPEACTBEHHOMY PYKOBOJIUTENIO JUIsS
yCTpaHEeHHs HapyIIECHUH.

16.6. JlokymMeHTHI TOCTE WX TMOJMUCAHHS AUPEKTOPOM WM HMHBIM YIOJHOMOYEHHBIM JIMIIOM
MepelaloTCsl B CEKPETaPIO-AeONPOU3BOIUTEN0 YUPEKACHUS U PETUCTPAIINH U OTIIPABKH.

16.7. Peructpanus oTnpaBisieMbIX (MCXOISAIINX) JOKYMEHTOB OCYIIIECTBISIETCS MOCHE MPOBEICHUS
CeKpeTapeM-/IeIONPOU3BOIUTEIEM TMPOBEPKH KOMIUIEKTHOCTH U COOTBETCTBHSI KOJMYECTBA
HK3EMILISPOB, a TAKXKE MPaBUIBLHOCTH OPOPMIICHHUS OTIIPABIAEMOTO (MCXOASIIEr0) JOKYMEHTA.
16.8. Peructpamusi co3gaBaeMbIX JTOKYMEHTOB OCYIIECTBISIETCS B JCHb TOJIMUCAHHS WA
YTBEPXKACHUS TUO0 Ha CIEAYIONINI pabouuil 1eHb.



16.9. CBenenust 0 perucTpUpPyeMbIX OTHPABIAEMBIX (MCXOIAIINX) TOKYMEHTAaX BHOCATCS B KypHa
perucTpanuy OTHpaBIsieMon (MCXOAsIIEN) TOKyMEHTALIUH.
16.10. PeructpanioHHBII HOMED U J1aTa OTIPABIIAEMOTO (MCXOSIIEro) JOKYMEHTa IPOCTABIISIOTCS
Ha TOJ/UIMHHHUKE JOKyMEHTa B PEKBHM3MTaX OJaHKa M Ha JK3EMIUIApPE, OCTAIOUIEMCS B JIiele
0011e00pa30BaTeIbHON OpraHU3aIiH.
16.11. CtpykTypa perucTpaliioHHOrO HOMEpa OTHPABISEMOTO (MCXOAAIIET0) JOKYMEHTa COCTOUT
U3 €ro MopsJIKOBOTO HOMEpa U MHJEKCa Jieja 10 HOMEHKJIAType JIeN IIKOJIbL.
16.12. OtmpaBka JOKYMEHTOB IPOU3BOAMUTCS IIEHTPAIM30BAHHO pPAOOTHUKAMHU KaHIEISPUU
IIKOJIBI, KOTOPBIE MPOU3BOAAT HMX COPTHPOBKY MO CIIOCOOY OTHpaBieHHs (IIPOCTasi, 3aKa3Has,
MEeXAyHapOaHAs U Jp.).
16.13. IlucbMma, TenaerpaMMBbl, OTKPBITKH, OAHIEPOIIN U TTeYaTHBIC U3AHUS OTIIPABIISIOTCS TIOYTOM.
®dakcorpamMmsl U TeneOHOrpaMMBbl MEPEAAIOTCS 110 KaHaJIaM TeJle(OHHOU CBS3H.
16.14. DnexTpoHHBIE COOOIIEHUS OTHPABISIOTCS C O(QUIIMAIBFHOTO MOYTOBOTO AIIEKTPOHHOTO
aapeca YUpeKIeHHUs.
16.15. [Tucema, TemerpaMMmbl, OTKPBITKH, OaHIepoH, (haKCOTPaMMBI, HJIEKTPOHHBIE COOOIIEHMSI, HE
CBSI3aHHBIE C paboyeil e TeNIbHOCTHIO, K OTIIPaBKE HE MPUHUMAIOTCSI.
16.16. JlIokyMeHTHI, OTIpaBISIEMbIE CPEJCTBAMU TIOYTOBOW CBS3U MPOXOIAT:
e  YIAKOBKY;
e anpecoBaHue (MpU HANPABJICHWH JOKyMEHTa Oojee ueM B 4 ajpeca) — B COOTBETCTBHUU C
yKazaTresjeM pacChUIKU, Ha KaXI0M 3K3eMIUISIpe MUChMa YKa3bIBa€TCs TOJILKO OJIMH ajipecar.
e TIPOCTaBJIEHHE CTOMMOCTH IMOYTOBBIX YCIIYT;
e IIepeJaudy B MOYTOBOE OT/EJIEHUE CBS3H.
16.17. Tlpn moOATOTOBKE W OTIpaBKE NMHCEM HEOOXOJAWMO YYHTHIBATh MPABWIIA, YCTAaHOBIICHHBIC
MpUKa3oM MUHHUCTEPCTBA CBS3M U MAacCOBBIX KoMMyHuKaruii P® ot 31 uromst 2014 r. N 234 "O6
yTBepkieHnu [IpaBui okazaHus yciiyr mOYTOBOM CBSI3U".
16.18. /IokyMeHTBI, OTIPABISIEMbIC CPEICTBAMH IMOYTOBOM CBS3M B OJMH aJIPEC, BKJIAIBIBAIOTCS B
OJIUH KOHBEPT.

17. Pa3paGoTka U BeJeHHe HOMEHKJIATYPbI Je]
17.1. JloxymeHTtanbHbIi (GoHI YUpEKACHHS — COBOKYITHOCTH JIOKYMEHTOB, OOpa3ylOIIMXCS B
mpouecce ero JesTeNbHOCTH. JlokyMeHTanbHbIM (oHI YupekIeHHs COCTaBISIIOT JTOKYMEHTHI,
CO37aHHbIE B YUpEeXKJICHUM U IMOJIyYeHHBbIE €0 B pe3ylbTaTe B3aUMOJCWUCTBUA C OpraHaMu
roCy/lapCTBEHHOW BJIACTH, OPraHaMH MECTHOTO CaMOYIPABJICHUS, IOPUIUICCKUMH U (PU3NUECKUMHU
JTULAMHU.
17.2. Howmenknatypa nen sBJSIETCS OCHOBOM  (opMUpOBaHHS JTOKyMEHTaJIbHOro ¢oHAA
VYupexxneHuss U MPEACTaBIseT CcOO0OW  CUCTEMaTH3WPOBAHHBIM  MEpevYeHb  3aroJIOBKOB
(HaMMeHOBaHHIA) JIeI, 3aBOIUMBIX B IIKOJIE, C YKa3aHUEM CPOKOB MX XpaHEHHUs, U 0(DOPMIICHHBIN B
COOTBETCTBUU C MPABOBBIMU aKTaMH, PEKOMEHIAIMSIMH U METOJUYECKHMMH YKa3aHUSIMU OpPraHOB
Poccuiickoit @eneparuu, ynoaIHOMOYEHHBIX B cepe rocylIapCTBEHHOTO YIPAaBJICHHS apXUBHBIM
JIeTIOM, JIeTIONIPOU3BOJICTBA U IOKYyMEHTO000pOTAa.
17.3. Homenknatypa Jen COCTaBIIsIeTCS HA OCHOBE M3YUEHUS MOJI0KESHHUM, MHCTPYKIUI U IIpaBuiIL, a
TakkKe JPYruX JTOKYMEHTOB, PErJIaMEHTHUPYIOIINX JAEATeIbHOCTh YUPEeXKICHHs, a TaKxKe
HOMEHKJIATYyp Je] 3a MPEIIIECTBYIOIINE TOJbl U JOKYMEHTOB, OOpa3yoIUXCs B AESITEIbHOCTU
YupexaeHus.
17.4. HomeHknaTypa AeN HCHOJb3YeTCS AN TPYNIUPOBKUA HCIOTHEHHBIX JTOKYMEHTOB B Jena,
CUCTeMAaTH3aINH U y4eTa Jell, ONpeesIeHNs] CPOKOB X XPAaHEHHsI ¥ TIOUCKA JOKYMEHTOB, SIBIISIETCS
OCHOBOM ISl COCTaBJICHUS OTHCEH JIeN MOCTOSHHOTO U BpeMeHHoro (cBbiie 10 jer) xpaHeHus, a
TaKKe JUIs yueTa Jesl BpeMeHHOro (10 10 JieT BKIIOUUTENIbHO) XPaHEHHUS.
17.5. HomeHkiaTypa Jiei BBOJAUTCS B ACHCTBHE MPUKA30M M0 Y UPEXKICHUIO.
17.6. HomeHKkI1aTypa JieJ TOTOBHTCS B TPEX IK3EMILISIPax:

e ISl IOMEIIEHUSI B HOMEHKIIATYPHOE JIENI0 ¥ MMOCTOSTHHOTO XPaHEHUS;

e ISl UCTIOJIL30BaHUS B pabOTE OT/IEIOM JENOTPOU3BOICTBA (KaHIIEIIpUEH);




e I XpaHEHMS B apXUBE YUPEKICHUS.
17.7. VI3 HOMEHKIAaTypbl J€] LIKOJbl OTBETCTBEHHBIM JIMLIOM 3a BEJICHHUE JEIOIPOU3BOJCTBA
0(OPMIISIOTCS BBITMCKH ISl KQXKI0TO U3 MOJIPA3/ICIICHUI 1 OTJENIOB Y UpexkKICHHS.

18. ®opmupoBaHue e U UX TeKyuiee XxpaHeHue. [loAroroBka 10KyMeHTOB U /el K Nepeaye
HA apXHBHOE XpaHeHue

18.1. ®opmupoBaHue J1el — TPYNIUPOBKA MCIIOJHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBUU C
HOMEHKJIATYpOH Aea YUpeKIeHUs U cUCTeMaTu3alus JOKYMEHTOB BHYTpH JIela.

18.2. Jlenma co aHA WX 3aBENCHHSA JO TEpPENayd B apXUB YUPEKACHUS HIM HA YHUYTOKCHUE
XpaHATCS 10 MECTY UX (POPMHUPOBAHUS.

18.3. Ilpuka3el MO OCHOBHOW, aJMHUHUCTPATHBHO-XO3SIMICTBEHHOH, Y4eOHO-BOCIIHUTATEIHHON
NESITEIbHOCTH IIKOJIbl, TPYIIUPYIOTCS OTAEIBHO OT MPUKA30B IO JINYHOMY COCTaBY paOOTHUKOB U
10 JTUYHOMY COCTaBY 0OyUarOIIMXCs (yJaInXcsi/BOCTUTAHHUKOB).

18.4. Tlepemucka rpymmupyercst 3a MEpUOJ KaJCHJApHOTO ToJa W CUCTEMaTH3UPYeTCs B
XPOHOJIOTUYECKON MOCIEA0BATEIBHOCTH.

18.5. TIpoBepka HaTMUMs U COCTOSIHUS JOKYMEHTOB H JIEJI IPOBOIUTCS MPU MTEPEMEIICHUH JIEN, TIPU
BO3Bparte /e, IPU peopraHU3allii UM JIMKBUAALUN Y UpexkKICHNUS.

18.6. B apxuB YupexaeHus (janee - apXuB) MepeIaroTcs Jejia TOCTOSHHOTO, BPEMEHHOTO (CBBIIIE
10 5eT) cpoKOB XpaHEHUs U 10 JIMYHOMY COCTaBYy uepe3 3 rojia mocje rojia, B KOTOpOM JOKYMEHTHI
ObUTH TTOMEIIIEHBI B JIeJI0 HAa XpaHEHHUE.

18.7. JInunbIe KApTOYKHA PAOOTHUKOB (POPMHUPYIOTCS B JIEINIO 10 aln(aBUTy (HaMILTHH.

18.8. PexBu3uT "cpok XxpaHeHHUs Jenia" TIEPEHOCHUTCS Ha OOJIOKKY Jiela U3 COOTBETCTBYIOIICH
HOMEHKJIATYphI JIeJl TIOCJE€ CBEPKHU €ro CO CPOKOM XPAHEHHS, YKa3aHHBIM B IEPEYHE THUIOBBIX
JOKYMEHTOB WU B MEpEYHE JOKYMEHTOB, 00pa3yloIIUXcs B JEATENLHOCTH (heJepaibHOro opraHa,
C YKa3aHHEM CPOKOB XpaHEHHS.

18.9. Ha nenax mocTosTHHOTO XpaHEHUs MUIeTcs: " XpaHUTh TOCTOSTHHO".

19. 3akaounTeabHbIE MOJIOKEHUS

19.1. Hacrosmas MHCTpYKIHS 10 IETOTPOU3BOJICTBY SBISETCSA JOKATHHBIM HOPMAaTUBHBIM aKTOM
VYupexnaenus, npuHuMaercs Ha OOmem coOpaHun pabOTHUKOB W YTBEp)KaaeTcs (BBOIUTCA B
JICHCTBUE) MMPUKA30M JTUPEKTOPA YUPEKIACHHUS.

19.2. Bce u3MeHEHHsI W JOTIOJHEHUS, BHOCUMbBIE B HACTOAIIYH0 WMHCTpyKIuio, oGopMIISIOTCS B
MMUCbMEHHOU (popMe B COOTBETCTBUH JACHCTBYIOITUM 3aKOHO1aTeILCTBOM Poccuiickoit deaepanum.
19.3. UHCTpyKIHS TI0 AETONPOU3BOACTBY B YUPEIKICHUN MPUHUMACTCS Ha HEOTPEICICHHBIN CPOK.
N3menenus u aononHeHus K MHCTPYKIMKM NMPUHAMAIOTCS B TOPSJIKE, MPeaycMOTpeHHOM 11.19.1.
Hacrosumen MHCTpykumu.

19.4. Tlocne mpunstuss WHCTpyKUMH (WM W3MEHEHUHW WM JIOTIOJHEHHH OTAENBHBIX IMYHKTOB M
pa3/enoB) B HOBOM peqaKiuy IpeablIyIias peJakiys aBTOMAaTUYECKU YTPAuYUBaEeT CHITY.
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Tpunoowcenue Ne 1

IIpaBunia
o(popMiIeHHA PEKBU3HTOB JOKYMEHTOB

1. Jug mNOArOTOBKH JIOKYMEHTOB MPHMEHSETCS TEKCTOBBIM pEeHakTop, 00ecreynBarOmInit
TpeOoBaHUs TPaPUUECKOTO BOCIIPOU3BEICHHUS PEKBU3UTOB JOKYMEHTA.

2. Bugel u pasmepsl ucnoib3dyeMbix mpudros: Times New Roman — 12, 13, 14; Calibri 14 u
MpUOIIMKEHHBIE K HUM.

3. Ilpu moAroToBKe TEKCTOB B TaOmuUaxX, JUis OOECHEeueHUs JIydllell 4YMTaeMOCTH JaHHBIX,
JOTIyCKaeTcsl MpuMeHeHue mpudToB Buaa Arial, pasmepos 12,13.

4. lnana3oH UCIOJIb3YEMbIX MEXYCTPOUHBIX HHTEPBAJIOB: OT OJUHAPHOTO /10 MOJIYTOPHOTO.

5. AG3anHblil OTCTYN TEKCTa JOKyMeHTa - 1,25 cm.

6. 3aroJIOBKHM pa3zesioB U MOJIpa3esioB MeYaTaloTcs ¢ ad3allHbIM OTCTYIIOM WJIM LEHTPUPYIOTCS 10
LIUPUHE TEKCTA.

7. MHOrOCTpOYHbIE PEKBU3UTHI I€YATAIOTCA YE€pe3 OJUH MEXKCTPOUYHBIH WHTEpBaJl, COCTAaBHBIE
4acTH PEKBU3UTOB OTIEISIIOTCS TOTOJHUTENIbHBIM HHTEPBAJIOM.

8. Ecnu JOKyMEHT TOTOBHUTCS AJI U3aHUS C YMEHBIIEHHEM MaciuTada, TeKCT MedyaTaercs uepes
JIBa MHTEpBaja.

9. UnTepBan Mex 1y OykBaMu B CJI0Bax - 0ObIYHBIN. MIHTepBan Mexay cioBaMU - OJHMH MIPOOEII.

10. TekcT HOKyMEHTa BBHIpaBHUBAETCS MO HMIMPUHE JIMCTA (10 TpaHUIaM JIEBOTO M MPaBOTo MHoJeit
JOKYMEHTA).

11. Jlnunaa camoil JUIMHHOW CTPOKH PEKBU3UTA TIPU YIIIOBOM PACIOJIOKEHUU PEKBU3UTOB He OoJiee
7,5 cm.

12. JInuHa caMOil NJIMHHOW CTPOKH PEKBU3UTA IMPHU MPOJOJIBHOM PACHOJIOKEHUU PEKBU3UTOB HE
6onee 12 cm.

13. Koa dhopMmel foKkymMeHTa

Koxa ¢opMel 1okymMeHTa npocTaBisieTcs Ha yHU(UIUPOBAHHBIX (OopMax JOKYMEHTOB B OCHOBHOM
UCIOJb3yEeMBbIX B KaJpOBOM JIOKyMEHTOOOOpoTe HikoJbl. Pacnonaraercs koj (opMmbl B MpaBOM
BEpXHEM yIriIy paboyero moJyisi IOKyMEHTa, COCTOMT u3 cioB "dopma mo" (HaMMEHOBaHHE
kiaccudukaropa) u HUPpPoOBOTO KOJa.

Ilpumep - @opma no OKY]] 0301001.

14. HaumeHnoBanue YupexxaeHUs

HaumenoBanue YupexaeHUs TOJIKHO COOTBETCTBOBATh HAWMEHOBAHHUIO HOPUIUYECKOrO JIHIIA,
3aKpeIJICHHOMY B  €ro  yUpeIuTeNbHbIX JoKyMmMeHTax (YcrtaBe oOmieoOpa3oBaTenbHOM
opranmzanuu). [log HaumMeHoBaHMEM VYupekJIeHUS B CKOOKAaxX yKa3bIBaeTCsl COKpaIeHHOE
HauMEHOBaHUE YUPEkKICHHUS.

15. CopaBouHble JaHHbIE 00 YUpeKIeHUH

CrpaBouHble JaHHbIe 00 YupekJeHHWU BKIIOYAIOT B ceOs: MOYTOBBIM ajpec, HOMepa TenedoHa,
azipec ANEKTpOHHOM mouThl, Koj mmkoiasl o OKIIO (mpocraBmsercs mo OOmiepoccuiickomy
KIIacCU(pUKATOPY NPEANPUATANA U OpraHU3aIuii), OCHOBHON TOCYIapCTBEHHBIA PETUCTPAIIMOHHBIN
Homep (OI'PH), uaenTudukanvioHHbIi HOMEpP HAIOTOIIATENbIINKA/KO MPUYHHBI TOCTAHOBKU Ha
Hanorossiit yuetr (MHH/KIIIT).

16. HaumeHoBaHue BUIa JOKYMEHTa

PexBu3uT wucmonb3yeTcs N yKa3aHWs BUJA JOKYMEHTa M paclojaraercs MOJ PEKBU3UTOM
«HauMeHOBaHue o00Ieo0pa3oBaTeIbHON OpraHu3anuuy». HauMeHoBaHWE BHUAA JIOKyMEHTa HeE
yKa3bIBaeTCs B MUChMaX.

17. [lara pokymeHTta. JlaToii NOKyMeHTa SIBISieTCS Jara €ro MoAnucaHus (TpuKas, MHCHMO,
3ammcKa, akT U Ap.), YTBEPKIACHUS (MHCTPYKIIHUS, MMOJ0KEHHE, paBuja, PerIaMeHT, MJaH, OTYeT U
Ip.), COOBITHS, 3aUKCHUPOBAHHOTO B JOKYMEHTE (ITPOTOKOJI).




Jlata nOKyMeHTa NpOCTaBIISIETCA JOJKHOCTHBIM JIMIIOM, MOJIMMCHIBAIOLIUM WM YTBEPKIAIOLIUM
JOKYMEHT, WIA IpU pEerucTrpalyu JIOKyMEHTA, WIH HEIOCPEACTBEHHO COCTAaBUTEIEM IpU
MOJrOTOBKE IOKyMEHTa (cl1y>keOHas 3aruckKa, 3asBJICHUE U . ).

JIOKyMEHTBI, W3/1aBa€Mbleé COBMECTHO C APYrMMHU OPraHU3aLUSAMU JTOJDKHBI UMETh OJHY (€IMHYIO)
nary.

Jary nokymenTta oopMiIsioT apaObCKuMu nrdpaMu B OCIE0BATEIEHOCTH:

e JIeHb Mecfla, Mecdl, roa. JleHp mecana u mecsa oGOpMIISIOT IBYMS MapaMu apaOCKUX
nudp, paszIeNeHHBIMH TOYKOH; TOJ - YeTHIpbMs apaOCKUMH LUppaMu, HaIpUMep:
01.12.2017r.

e TIPHU CIIOBECHO-IU(POBOM crocode oQopMIICHUS NaThl JIGHb MECSIa YKa3bIBACTCS Mapou
apabckux mudp, rox 4eTeIpbMs apaOCcKuMu udpamu, Hanpumep: 12 nexkadps 2017 r.

18. PerucrpannoHHbI HOMEp JIOKYMEHTA

PeructpaninoHHbIii HOMep JTOKYMEHTa MPOCTABIIIETCS B COOTBETCTBUU C CHUCTEMOW perucTpaiuu,
MIPUHATON B Y UPEKICHUMU.

PeructpaiinoHHbIil HOMep MPUCBAUBAETCS TIOKYMEHTY MOCJE €ro MOANUCcaHus (YTBEPKIACHUS).
Ccblika Ha perucTpallMOHHbIA HOMEpP U JaTy JOKYMEHTa

Cchlika Ha UCXOAIINI HOMEp U AaTy JOKYMEHTa aJipecaHTa BKIOYAeT B ce0sl perucTpaluOHHbIN
HOMEp U J1aTy JOKYMEHTa, Ha KOTOPbIH JI0JIKEH ObITh J1aH OTBET.

19. Mecro cocTaBieHus (M3JaHMs) JOKYMEHTA

MecTo cocTaBieHUs UK U3JaHUS TOKyMEHTa - "Topo] ..." - yKa3pIBaeTcs Ha OJaHKax MPOTOKOJIOB
U aKTOB, COCTAaBJISIEMBIX B YUPEKICHHUH.

20. Anpecar

B pexBusute "Anpecar" ucnolsib3yrorcss opuIMalibHble HAMMEHOBAHUS OPraHOB TOCYIapCTBEHHOM
U HCIOJHUTENbHON BIJIACTH, OPraHOB MECTHOTO CaMOYIpaBlIeHHs, opraHuzauui. Jlomyckaercs
MCIO0JIb30BaTh O(PUIIMATIBHO MPUHATHIE COKPALIEHHbIE HAMMEHOBAHHUS OPraHOB TOCYJapCTBEHHOM U
WCIIOJIHUTENIBHOM BJIACTH, OPTaHOB MECTHOT'O CaMOYTPABIEHUS, OPTaHU3aLIUN.

[Ipun agpecoBaHUM OOKYMEHTa JIOJDKHOCTHOMY M YAacTHOMY JIMIY WHHULHUANBl CTaBITCS MOCIeE
hamun.

Ilpumep - Pyxosooumenio OO0 «Cmpoumenv»
Damunus U.0O.

PexBu3ut "ampecatr" mpocTaBisieTcsl B BEpXHEH MpaBoil 4acTH JOKyMeHTa (Ha OJaHKe C YIJIOBBIM
pacroJio’)KeHUEM PpEKBH3UTOB) WM CIpaBa IOJ pEeKBU3UTaMH OyiaHka (IpuU MpOJ0JIbHOM
Pacroio’)KeHUU PeKBU3UTOB OnaHka). CTpoKu pekBU3UTa "aapecaT"' BBIPABHUBAIOTCS MO JIEBOMY
KpAaro WIH LIEHTPYIOTCS OTHOCUTENIBHO CaMOM JITMHHON CTPOKH.

[Ipu anmpecoBaHuu JOKyMeHTa 0Oe€3 YKa3aHHs JIOJDKHOCTHOTO JIMIlIa HAaUMEHOBAHMS aJapecaToB
MUITYTCS B UMEHUTEILHOM TaJieKe, HalpuMep:

Opeanvt cmamucmuxu 20poda Mockebi

IIpu anpecoBaHMM JOKYMEHTa PYKOBOAMTENIO OpPraHM3allMd HAUMEHOBaHHE JIOJDKHOCTHU
yKa3bIBaeTCsl B IaTEJIbHOM MaJIeKe, HalpuMep:

I'enepanvrnomy oupexmopy OOO «H30anuey

Damunusa 1.0.

[TouToBBII aznpec He yKa3plBaeTCs B JOKYMEHTaX, HANpPaBIseMbIX B BBICHIME OpPraHbl
roCyJapCTBEHHOH BJIACTH, (e/iepanbHble OpraHbl HCIIOJIHUTEIBHOM BIACTH U UX TEPPUTOPUATIbHBIE
OpraHsbl, OpraHbl TOCYAapCTBEHHOM U UCTIOJIHUTENLHON BIIACTH, TOCTOSI MHBIM KOPPECTIOHIEHTAM.
[Ipu agpecoBaHMU MUChMa B OPraHU3aAIMIO YKA3bIBAIOT €€ HAUMEHOBAHME, 3aT€M MOYTOBBIN ajpec,
HanpuMmep:



Tocyoapcmeennoe  yupescoenue  Bcepoccutickuti  HAYUHO-UCCIE008AMENbCKULL  UHCHUMYM
OOKYMEeHMOBeOeHUs U APXUBHO20 Oela
Ipogpcorosnas yn., 0.82, Mockea, 117393

[Ipu agpecoBaHuu [JOKyMEHTa (PU3MUECKOMY JIMIYy YKa3blBalOT (AMWIMIO W WHHUIHAAIBI
IIOJIy4areis, 3aTe€M IIOYTOBBIN aipec, HalpUMep:

Ilemposy U 11
Ilpouzeoocmeennas yu., 0.5, k.12,
2. Mocksa, 119633

PexBusut "Anpecar" He NOKEH coaepkarh Oosee uderbipex aapecatoB. Crnoso "Komusa" mepen
BTOpPBIM, TPETBHUM, YETBEPTHIM ajpecataMu He ykasbiBaercs. [lpum umcie ampecatoB Oosee 4-X
COCTABIISIETCS CIIMCOK PACCHUIKM JOKYMEHTA.

Ecnmu AOKYMCHT OTHPABJILACTCA B HCECKOJIBKO OJHOPOJHBIX opraHmauMﬁ NN B HECKOJIBKO
CTPYKTYPHBIX MOApa3AeIeHUI OpraHa UCIIOJTHUTEIHHON BIIACTH, TO OHU YKA3bIBAIOTCS 000OIIEHHO.
[Tpumep:

Pyxosooumenam yupescoenuti CO

20. 'pud yrBep KIeHUsI TOKYMEHTA

I'pud yTBEepKICHHS MPOCTABISACTCS B TPABOM BepXHEM YIiy aokymMeHTa. CTpPOKH PEKBU3HTA
BBIPABHHUBAIOTCS IO JICBOMY Kparo WM ICHTPUPYIOTCS OTHOCHUTEIBHO CaMOM JUIMHHOW CTpPOKH.
JIOKyMEeHT  yTBEpXKIAeTCs  JOJDKHOCTHBIM  JIMIOM  (JAOJDKHOCTHBIMH — JIMIIAMH) WK
pactopsiANTEIIbHBIM JOKYMEHTOM (ITOCTAaHOBJICHHEM, PEIIICHUEM, TTPUKA30M, PACTIOPSHKCHHUEM ).
[Ipu yTBepkaeHMH JOKYMEHTa MOJHKHOCTHBIM JIMIIOM TpU(] YTBEP)KIEHHUS JODKEH COCTOATH W3
cnoa YTBEPXJIAIO (6e3 kaBbluek), HaMMEHOBAHHWS JOJDKHOCTH JIHMIA, YTBEPXKIAIOIIETO
JOKYMEHT, €T0 TIOAMUCH, MHUIIUAJIOB, ()aMUJIMHU U IaThl YTBEPKICHUSI.

[Tpumep:

VTBEPX/[AFO
Jlupexmop MOY COILLI Ne2 c.n. Amasicykuno
H.0. Pamunusa

21. ata

[Ipu yTBepkIeHUHN TOKYMEHTA HECKOJIbKUMU JODKHOCTHBIMU JIMIIAMU WX MOANUCH PACIIONararTcs
Ha OJTHOM YpOBHE.

[Ipu yTBepkKIE€HUU TOKyMEHTa PaCHOPSAIUTENbHBIM JOKYMEHTOM Tpud YTBEpXKACHUS COCTOUT M3
cnop YTBEPXJIEH (YTBEPXJEHO, YTBEPXIEHBI, YTBEPXJ/IEHA), cormacoBaHHOro ¢
HAaUMEHOBaHMEM BHUJA YTBEPKJAEMOTO JIOKYMEHTa, HAUMEHOBAaHUS BHJAA JIOKYMEHTa B
TBOPHUTEIBLHOM TJICKE, €r0 JaThl, HOMEpA.

ITpumep:

VTBEPXJ/[EHO
npuxazom MOY COLL Ne2 c.n. Amasicykuno
om 01.03.2020 Ne 57
22. 3aroJIoBOK K TEKCTY
3aroloBOK K TEKCTy - KpaTKoe CoJep)KaHuhe JJOKyMEHTa. 3arojioBOK K TEKCTy IpHKa3a
bopmynupyercs ¢ npeiiorom "O" ("O6") u oTBedaeT Ha Borpoc "o uem?"):
e mpwuka3s (0 ueM?) 0 CO37JaHUU KOMUCCHH;
e mpuka3s (0 uem?) 00 yTBEp>KIACHUU IITATHOTO paclyCaHMs;




e 1ucHMO (0 yeM?) 0 mpeAoCcTaBICHIH HH(DOPMAIIHH.
3aro0BOK K TEKCTy 0(OPMIISICTCS MO PEKBU3UTAMHU OJIaHKA CIIEBA, OT TPAHUIIBI JIEBOTO TIOJIS.
HaumeHnoBanue (3arosioBok) MO0 aHHOTAIMs JOKYMEHTa COCTAaBIIAETCS AaBTOPOM IIPOEKTa
JOKYMEHTA.
3aroJIoBOK K TEKCTY MOKET HE COCTABJIATHCS, €CIIM 00BEM IOKyMEHTa He MpeBbIIaeT 4-5 CTpOoK.

23. TekcT JIoKkyMeHTa
JIOKyMEHTBI YUpeKJIeHUsI COCTABISIOTCS HAa TOCYAApCTBEHHOM s3bIke Poccuiickon denepanuu -
PYCCKOM.
TekcT NoKyMEeHTa MOKET COJEpKaTh paslienbl, MOApPa3/eibl, IYHKThI, MOAINYHKTbI, HyMEpYyEMbIE
apabckuMu udpamu.
B npukazax TeKCT TOKyMEHTa U3JIaratoT OT MEPBOTO JIMLA €AMHCTBEHHOTO YnCa («IIPUKA3bIBAIO»)
B nokymeHTax KOJUIETHaJbHBIX M COBEIIATEIbHBIX OpPraHax OT TPETHEro JHIAa €AUHCTBEHHOTO
yucna: («cobpaHue... penmso)
TexkcT mpoTokoJia uW3JIaraercs OT TPETbEro JIMLA MHOYKECTBEHHOTO 4YHCla («CITyIIaan,
«BBICTYIUIINY, «ITOCTAHOBUJIN, «PEIINUIIN),
B coBMecTHBIX [OKyMEHTax TEKCT H3JlaraloT OT IEpBOT0 JIMIA MHOXKECTBEHHOIO YHCIa:
(«TIpHUKa3bIBAEMY, «PEIIUIINY).
B nenoBbix (cayKeOHBIX) MUChMaX MCIOJIb3YIOTCS (POPMBI U3JI0KCHUSI:

e OT NEPBOrO JIMIAa MHOXECTBEHHOTO YHcia («IIPOCHM HAIpPaBUTh», MpPEICTaBiIsieM Ha

pPacCMOTpPEHHEY);

e OT TpeTbero Juua eauHcTBeHHoro uucia («Anmunuctpauus OY Ilkoma Ne 1238 ne
BO3paXKaeT»);

e OT TMEpBOr0 JHIA EIWHCTBEHHOrO 4YHcia («CUUTAl0 HEOOXOAHWMBIMY, «IIpeisiararo
PacCMOTPETHY).

[Ipu ynotpebnennn B TeKCTe haMUTTUHN JIMI] HHUITHAIB] YKA3bIBAIOTCS TIOCIIE (DaMIITHH.
B nen0BBIX (ClIyKeOHBIX) MUCbMAaxX MOT'YT MCHOJIL30BaThCS:
e BCTYIHUTEIHHOE OOpalIcHHeE:
Yeaowcaemviit Huxonati [lemposuu!
Yeaowcaemas Onvea Hukonaesua!

B oOpamenun mo 0DKHOCTH HaWMEHOBAHHME JIOJDKHOCTH IHIIETCS C TMPOMHCHOM OYKBBHI, B
oOpareHny 1o GaMuIMU MHUITHAIIBI JTUIA HE YKAa3bIBAIOTCS.

e 3aKJIIOYUTENIbHAS dTUKETHAs (paza:
C yesaoicenuem, ...

CTpaHI/II_[H JAOKYMCHTA HYMCPYIOTCA, HAYHMHAA CO BTOPOTO JIMCTA JOKYMCHTA apa6CKI/IMI/I I_II/I(bpaMI/I
IMOCCPCAUHEC BEPXHCT'O I10JIA.

Tekct AOKYMCHTA OTACIIACTCA OT 3aroJioBKa ABYMS WKW TPEMS MCKAYCTPOUYHBIMU HMHTCpPBaJIaMHU
HCIIOJIb3YEMBIMH B TCKCTC.

24. OTMETKA 0 IPHIOKEHUN

OTMeTKa 0 MPUIOKEHHH HUCIONB3yeTcs MpH OQOPMIICHHM MHCEM U TMPWIOKEHUH K IUIaHaMm,
MporpaMMam, OT4eTaMm, MOJIOKEHUSIM, TTPABUIIaM, UHCTPYKIIUAM U JPYTUM

JOKYMEHTaM.

B mucbmax oTMeTKa 0 MpHiIokKeHUH 0(hopMIISeTCs MOl TEKCTOM MHUChbMa Ha paccTosiHuu 1,25 cM ot
TPaHUIIBI JIEBOTO MoJs. Ecnu mpuiioskeHrne Ha3BaHO B TEKCTE MUChMa, B OTMETKE O MPHIOKEHUU
YKa3bIBAETCSI KOJIMYECTBO JIMCTOB M KOJUYECTBO IK3EMILISIPOB MPHIIOKEHUS, HATIPUMED:

IIpunoorcenue: na 3 1. 6 1 7x3.



[Ipy HaMYMKM HECKOJBKUX MPWIOKEHHH, B OTMETKE O MPWIOKEHHUHM OHH HYMEPYIOTCH,
YKa3bIBAKOTCS HAWMMEHOBAHUS KAXKJIOTO IPUJIOKEHUSA, KOJUYECTBO JIMCTOB M  KOJUYECTBO
3K3EMIUISIPOB, HAIIPUMED:

Ipunoscenue:
1. Inan-epagpux ... na 3 1. 8 2 7x3.
2. Cnpasxa o noomeepaicoenuu ¢paxkma ooyuenus... ua 1 1. 6 1 k3.

Ecnu npunosxenust cOponItopoBaHbl, TO KOJIMYECTBO JIMCTOB HE yKa3biBaeTcs. Ecnu mpumnoxenue
HaIpaBJISIOT HE BO BCE YKa3aHHBIEC B JIOKYMEHTE aJpeca, TO OTMETKY O €ro HAIW4YUU O(POPMIISIOT
CIIEYIOIUM 00pa3oM, HallpuMep:

Ipunoosicenue: na 3 1. 6 1 3x3. moabko 8 nepawiii aopec.

Ha npunoxeHusix Kk mpaBuiaM, MHCTPYKLHUSAM, MOJIOKEHUSAM, IUIaHaM, IIporpaMMmam, JI0roBopam 1
JIPYTUM JTIOKyMEHTaM OTMETKa O IMPHJIOKEHUU IPOCTABJISETCS HA MEPBOM JIUCTE MPUIIOKEHHUS B
MIPaBOM BEPXHEM YTIIy.

Ecmu mpuioskeHne 0HO, OHO He HyMepyercs. Eciu mpuiioeHHWid HEeCKOJIbKO, OHH HyMEpYIOTCS
(npunoxxenue 1, npunoxeHue 2).

B Tekcre mokyMeHTa MpH NepBOM YITOMHHAHUH JOKYMEHTA-TIPHIIOKEHUSI B CKOOKAaX YKa3bIBaeTCS:
... (mpunoxenue) Wik ... (MpUJIOKEeHUe 1); mepes HOMEPOM MPUIIOKEHHS JOMYCKAeTCsI CTAaBUThH
3HaK HOMepa: ... (mpuioxeHue N 2);

B oTMeTKe 0 TpUII0KEHUU yKa3bIBAeTCS HaMMEHOBAHHE BHAa OCHOBHOTO JOKYMEHTa, €ro jJara U
HOMeEp, HATIpUMED:

Ilpunoscenue N° 2 k npuxkazy MBOY Llxona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu nmpunokeHneM K JOKYMEHTY (Hampumep, K MpUKa3y) SBISETCS YTBEP)KAAaeMbI TOKYMEHT,
(momnoykeHue, MpaBuiia, WHCTPYKIUS, PErJIaMeHT U JIp.) B BEPXHEM IIPABOM YIIIy MPOCTaBISIETCS
OTMETKA O MPUJIOKEHUH, HUKE — FPUQ YTBEPKIACHUS, HAIPUMED:

Ilpunoosicenue

VTBEPX/[EHO

npuxazom MOY COIILl No2 c.n. Amadxcykuno
om 01.03.2020 Ne 57

Bun u pasmep mpudra pekBuzurta "OTMETKa O MPUIOKEHUH" JTODKEH COOTBETCTBOBATH BUAY U
pa3Mepy mpudTa TeKCTa T0KyMEHTA.

25. I'pud cormacoBaHMs JOKYMEHTA

I'pud cornacoBaHus JOKyMEHTa UCHOIB3YeTCS MPU COTJIACOBAaHUM JOKYMEHTA C OpraHaMH BJIACTH,
OpraHu3alusIMu WM JOJKHOCTHhIMU Jmnamu. OH cocrout u3 cioa “COINTACOBAHO”,
JOJKHOCTH JTUIA, KOTOPBIM COTJIaCOBaH JOKYMEHT (BKJIIOYas HAUMEHOBAHHE OpraHMU3allH),
JTUYHOHN TIOJIMUCH, paciin(pPOBKYU MOAMUCH (MHUIIMATIOB, ()aMIIMN) U JaThl COTJIACOBAHUSI.

ITpumep:

COIJIACOBAHO

Jupexmop MOY COLLI Ne2 c.n. Amasxcykuro
QOUO

01.12.2017



I'pud cornacoBaHus B 3aBUCUMOCTU OT BUJIa IOKYMEHTA U OCOOCHHOCTEH ero 0popMIIeHNs MOXKET
IIPOCTaBJIAThC:

e Ha NEPBOM JIUCTE JAOKyMEHTa (€CIIM JOKYMEHT MMEET TUTYJIbHBIH JIUCT, - Ha TUTYJIbHOM
JHCTE) B JIEBOM BEPXHEM YIIIy Ha YpOBHE Tpuda yTBEpKACHUS WIM 0] HAUMEHOBAHUEM
JOKyMEHTa OJIMKe K HIDKHEMY TTOJTIO ),

e HAa MOCJEIHEM JINCTE JOKYMEHTA M0 TEKCTOM;

e HAa JIUCTE COIJIACOBAHMUS, SIBJISIOIIEMCS] HEOThEMJIEMOM YaCThIO JOKYMEHTA.

BHemHee coryiacoBaHME TakKK€ MOKET ObITh OCYIIECTBJIEHO JAPYIrUM JOKYMEHTOM - IHMCBMOM,
IIPOTOKOJIOM, ITPUKA30M.

[Ipumep:

COITIACOBAHO npuxazom /]O2M om 01.07.2017 Ne 01-01/54

26. Busa

CornacoBaHue MpoeKTa JOKyMeHTa 0(pOpMIISIETCS BU30M.

Buza npocraBnsercs cOOCTBEHHOPYYHO JIMLIOM, BU3HUPYIOUIUM JOKYMEHT, U BKJIIOYAeT B ce0s
HAaMEHOBAHHE JOJDKHOCTH BHU3WPYIOIIETO, €ro JHWYHYIO IOANUCH, PACIIU(POBKY MOIIMUCH
(MHMIMANBL, (PaMUIINIO) U JaTy.

[Tpumep:

3amecmumens oupekmopa
U 0. Damunus
03.04.2020

JlommyckaeTcs MOJUCTHOE BU3MPOBAHKE JOKYMEHTA U €r0 MPUJIOKEHUI.

[Ipy Hanmuuum 3aMevaHui, JONOJHEHUM K TMPOEKTYy JOKyMEHTa BH3a JOTOJHSIETCS
COOTBETCTBYIOIIUM YKa3aHUEM.

Jlia oKyMeHTa, MOJJMHHUK KOTOPOTO OTIPABJISAIOT M3 IIKOJbI, BHU3bl IMPOCTABIAIOTCS Ha
AK3EeMILISIpax JOKYMEHTOB, IOMEIIAEMBIX B J€JI0.

Jlyia JOKyMeHTa, MOJUTMHHUK KOTOPOTO OCTAETCS B IIKOJIE, BU3bI COTNIACOBAHUS MPOCTABJISIOTCS Ha
000pOTe MOCIETHEro JKMCTa MOJIMHHUKA JOKYMEHTa WIM Ha TOCJeIHEM JIMCTe NOKYMEHTa MOJ
MOATHUCHIO.

27. llonnuce

[loanuchp BKIIOYAET: HAUMEHOBAaHUE JOJDKHOCTH JIMIA, [MOJANUCABIIEr0 JOKYMEHT, €ro
COOCTBEHHOPYUYHYIO MTOITUCH; PAaCIIM(PPOBKY IMOIMUCH (MHUITHABI, (DaMUIIHSA):

ITpumep:

Jlupexmop nuunas noonuco U.0. Pamunus

Ecnmu nokymeHT odopmiieH He Ha OjaHKe, B HAMMEHOBAHHWE JOJDKHOCTH BKIIIOYAETCS
HauMEHOBaHHe YupexaeHus (MoJiHoe Ha3BaHHe YupexzaeHus). Jlomyckaercs B pPEKBU3UTE
"I[loanuch NOJKHOCTHOTO JMLA" LEHTPUPOBATH HAUMEHOBAHME JOJDKHOCTHU JIMIIA, MOIMHCABILErO
JOKYMEHT, OTHOCUTEJIBHO CAMOM JJIMHHOW CTPOKH.

IIpn moanmucaHuM NOKYMEHTA HECKOJIBKMMH JOJKHOCTHBIMU JIMIAMHU Pa3HbIX IOJDKHOCTEH HX
MOJIMUCH PACIOJIaraloT OAHY IOJ APYrod B IOCIENOBATEIbHOCTH, COOTBETCTBYIOLIEH HepapXuu
3aHMMAaEMOH OJDKHOCTH.

ITpumep:

Jupexmop nuunas noonuce U.0.D.
3amecmumens oupexmopa nuunasn noonuce H.0.P.



[Ipy mnoanucaHuM JOKYMEHTa HECKOJBKMMM JIMIAMH PaBHBIX JOJDKHOCTEH MX IOJANUCH
pacrioynararoT Ha OJJHOM YPOBHE.

B noxymMmeHTax, COCTaBJIEHHBIX KOMUCCHEH, YKa3bIBA€TCS CTATYC JIMLA B COCTABE KOMUCCHUU!
MPOCTABIICHUEM KOCOM dYepThl Mepe]] HAaUMEHOBAHHEM JIOJDKHOCTH ([I00aBIATH Kakue- JMO0
IIPUCTABKH).

Ecnum nupexrop wiaM HMHOE YIOJHOMOYEHHOE Ha IOANMCAaHUE JOKyMEHTa JIMLIO BPEMEHHO
OTCYTCTBYET (OTIIyCK, O0OJIe3Hb, KOMaHIMPOBKA) WM JOJDKHOCTh BAaKaHTHA, TO JOKYMEHT
IIOJIUCBHIBAET  COTPYJHHUK,  YIOJIHOMOYEHHBI HAa  IOJIMCAaHHE B  COOTBETCTBUM  C
pPacOpSIAUTENBHBIM TOKYMEHTOM WJIM HAJCJIICHHBIN IMOJHOMOYHSIMH, YCTAaHOBJICHHBIMU IIPUKA30M
LIKOJIbI WJIM YUPEJUTENS), C YKa3aHUEM CBOEH JTOJHDKHOCTH U ITOJIHOMOYUS, HAIpUMED:

3amecmumens oupekmopa noonuce U.0. amunus

WITH:

Ucnonnsarowuti obszannocmu oupekmopa noonucsy U.0. @amunus
WITH

u.o. oupekmopa noonucv U.0. @amunus

PexBusut "lloamucek AOMKHOCTHOTO JHIA" MOXET OBITh 0GOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKyMeHTa (HampuMep, MpH HANMUCAaHWUU CIY)KEOHOW 3amucku 0e3 TPUMEHEHHS TEXHUUYECKHX
cpencTB) 1u60 0(hOPMIICH C UCTIOTH30BAHNEM TEXHUYECKUX CPEJICTB.

B cmyqae odopmienus pekBuszuta "[loamuce JOMKHOCTHOTO JMIA" €  HWCMOJIB30BAHUEM
TEXHUYECKUX CPEJICTB BUJA U pa3Mep LIpU(Ta YKa3aHHOTO PEKBU3MTAa HE MOXKET OTJIMYaThCS OT
BHJIa M pa3Mepa MmIpUQTa OCHOBHOTO TEKCTa TOKyMEHTA.

PexBusutr "lloanuck AOMKHOCTHOrO JuIA" OTAENAETCS OT TEKCTa TPEMA WM YEThIPbMS
OJIMHAPHBIMU MEXIYCTPOYHBIMU UHTEPBAJIaMHU.

28. Ileuath

[leyats siBAsieTCs COCOOOM MOATBEPKACHUS MOUIMHHOCTH MOJNUCH JOHKHOCTHOTO JIMIA Ha
nokymenTte. [ledyars cTaBUTCS Ha AOKYMEHTaX B ClydasX, MPEAyCMOTPEHHBIX 3aKOHOAATEIbHBIMU
WM UHBIMH HOPMATHUBHBIMH MPAaBOBBIMH aKTAMHU.

[leyats cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, NMPU 3TOM OTTHCK I€YaTH HE 3aXBaTbIBaeT
JUYHON TMOJAMUCU JOJHDKHOCTHOTO JIMIA MOJANUCABUIET0 AOKYMEHT, WJIM B MecTe, 0003HaYeHHOM
«MII» («MecTto meuaTn»).

B nokymeHnTax, moJAroToBJIEHHBIX HA OCHOBE YHHU(PHUIIMPOBAHHBIX (POPM, II€UaTh CTABUTCSI B MECTE,
00603HaueHHOM oTMeTKOK "MII" niam uHBIM 00pazom.

29. OTMeTKa 00 UCIIOJHHUTEIE

OtmeTka 00 ucnoiaHHUTENE (aBTOpE) NOKyMEHTa MpocTaBisieTcs Ha muchMax YO B JIeBOM HIKHEM
yriy JHIEBOH CTOPOHBI TMOCJEIHEro JIMCTa JOKYMEHTa OT TPAHUIlbl JIEBOIO TOJS WM, MpHU
OTCYTCTBHH MECTa, - Ha 000POTHON CTOPOHE BHU3Y CIIEBa.

OtmeTKa BKJIIOYAET (paMIIIAIO, UMS, OTUYECTBO HCIIOJHUTENS W HOMEp ero teinedoHa, a TakKe
OTMETKa 00 HCHOJHHUTENE MOYKET JOTOJHATHCS HAMMEHOBAHUEM JOJDKHOCTU M AJIEKTPOHHBIM
aIPECOM HCIIOJTHUTEIS.

ITpumep:

Heanos Hean Heanosuu, cneyuanucm no oxpare mpyoa

(888) 888-88-88, lvanov@mail.ru

30. OrmeTka O 3aBEepeHUH KOMUH. J[nsg MOATBEpkKIEHHS COOTBETCTBHS KONMHMH (BBIMUCKU U3
JOKYMEHTA) MOJUIMHHHUKY JOKYMEHTa Ha IMOCIEIHEM JIMCTE KOMHMU (BBIMUCKUA U3 JIOKYMEHTa) MOJ
pexBusutoM "[loanuce" opopmisercs pekBU3UT «OTMETKA O 3aBEPEHUH KOTTUI.




OTMeTka O 3aBEepeHUM KOIUHU BKIIOYACT: CJIOBO «BepHO», HauMeHOBaHWE JOJDKHOCTH JIMILIA,
3aBEPUBIIEr0 KOIHUI, COOCTBEHHOPYYHYIO TMOMIMUCH, paciiuGpoBKy MOANUCH (MHUIUAIBI,
(hamMuHio), 1aTy 3aBEPeHHsI KOTIMHA JOKYMEHTA.

PekBuszur «OTMeTka O 3aBEpEHHHM KOMHUW» MOXET ObITh OQOpMIIEHA OT pPYyKH WIU C
HMCIOJIE30BaHUEM IIITAMIIA.

Jormyckaercs 3aBepATh KaxKIbli TUCT MHOTOCTPAHUYHOM KOIHH JTOKYMEHTA.

31. OTMeTKa 0 IOCTYIUIEHUN JJOKYMEHTA

OTMeTKa O TMOCTYIJIEHUU JOKYMEHTa COJICPKUT BXOJAIIUNA PETUCTPAIIMOHHBIA HOMEpP MU JAaTy
MOCTYyIUIEHUs JOKyMeHTa. [lomyckaeTcsi yka3aHue 4acOoB M MHUHYT TOCTYIUICHUS TOKYMEHTa C
3aBEpPEHUEM MOAMUCSIMHU 3aUHTEPECOBAHHBIX JIMII.

OTMeTKa O MOCTYIJICHUU JOKYMEHTA MOKET MPOCTABJISITHCS C UCTIOIH30BAHUEM IIITAMIIA.

32. Pesonronus
Pe3omronus conep uT ykazaHue MO HCIOJIHEHHIO JokyMeHTa. OHa odopmiisercs Ha CBOOOAHOM

MecTe paboyero noJjs J0KyMEHTa.

Pe3omnronus BritoyaeT B ce0d: paMuInio, MHUIUAIIBI UCTIOHUTENS (UCTIOHUTENEH), OpyYEHHE 110
JOKYMEHTY, IOJIUCh aBTOPA PE30JIFOLUH U ATy O(POPMIIEHUS PE3OIIIOLHH.

Pe3onronus, Mo ycMOTpPEHMIO JIMIA, JAMOLIET0 MOPYYEHHUE, MOXKET BKJIIOYATh B ce0sl TaKXkKe CPOK
HCIIOJIHCHUA JOKYMCHTA.
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