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1. O6uue nosoxeHust

1.1. Hacrosimast MTHCTpyKLIMS MO AETIONPOU3BOJICTBY B MYHHUIIMIIATBHOM 00I11€00pa30BaTEIbHOM
yupexzaeHun «Cpennss obOmieoOpa3zoBaTenbHas wmkona Ne2y c.ai. ATaxykuHO pa3paboTaHa B
cootBeTcTBUM ¢ DenepanbHbiM 3akoHOM OT 29.12.2012 Ne 273-®3 "OO6 o6pa3oBanuu B
Poccwuiickoit ®eneparuu" ¢ um3Mmenenusimu Ha 8 agexabps 2020 roma, TOCT P 7.0.97-2016
«Cucrema craHgaptoB 1o uHbopManuy, OUOIMOTEYHOMY U  M3AATEIbCKOMY  JEIy,
«Opraau3aoOHHO-PACHOPSIIUTENbHAS ToKyMeHTanus. TpeboBanus K 0hOPMIICHUIO JOKYMEHTOBY,
a Takke YCTaBOM MYHHIIMIIAIBEHOTO oOmieo0pazoBarenpbHOr0  yupexaeHus «Cpennss
obmeoOpazoBarenpHas mKoma Ne2» c.m. AtaxykuHo (namee - YUpeXACHHE) U JIPYTUMHU
HOPMAaTUBHBIMH  TpaBOBbIMH  akTamMu  Poccwuiickoit ~ dDenepanuu, periaMeHTUPYIOIIUMU
NEeSATEeTLHOCTH 0011e00pa30BaTENbHBIX OPTaHU3AIUH.

1.2. Jannas MHCTpyKinus MO AETONMPOHM3BOACTBY B IIKoie (manee - MHcTpykuus) oOo3HAYaeT
MpaBHUja MOJITOTOBKM W O(OPMIICHUS JTOKYMEHTOB B YUPEXKICHUH, ONPEACIsieT CTaHIapThI
oQopMIIeHHS  PEKBU3HUTOB, OIAHKOB JOKYMEHTOB, COCTABJICHHS TMPHUKA30B, TOJOKEHUM
WHCTPYKIINH, a TAK)KE PETIIAMEHTHPYET (OPMHPOBAHUE JIENT M UX TEKyIlee XpaHEHHE, MO OTOBKY
JOKYMEHTOB H JIeJI K Tepe/iaye Ha apXUBHOE XpaHEHHE B Y UPEkKACHUU.

1.3. MHCTpYKIHS 10 ASTOMPON3BOACTBY pa3paboTaHa B IEISIX YCTAHOBICHUS €IUHBIX TPEOOBAHUI
K TOATOTOBKE, OOpabOTKe, XpaHEHMI0O W HCIHOJb30BAHUIO O00pa3yloLUXcs B JAEATEIbHOCTH
VYupexIeHUs | TIOCTYIMAIINX B KOy JTOKYMEHTOB, a TAK)KE COBEPIIICHCTBOBAHUS U ITOBBIIICHUS
3¢ (HEeKTUBHOCTH JETONPOU3BOICTBA Y UPEKICHUS.

1.4. Tlonoxxenusi MHCTPYKIIMU pPACHPOCTPAHSIOTCS HA OPTaHM3alldI0 pabOTHl C JOKYMEHTaMU
HE3aBUCHMO OT BHJA HOCHTENs, B TOM WYHCJIE C JJICKTPOHHBIMHA JOKYMEHTAMH, BKIOYAs
MOATOTOBKY, 00pabOTKy, XpaHEHHWE M UCIOJIb30BAaHUE JIOKYMEHTOB, OCYIIECTBISIEMBIMU C
TTOMOIIEI0 HH(POPMAITHOHHBIX TEXHOJIOTHH.

1.5. Opranuzanuioo, METOJMYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAHUE JEJONPOU3BOACTBA U
KOHTpPOJIb 3a coOmojeHueM Hacrosmiedn MHCTpyknuu B YUpEeXKIEHHH  OCYIIECTBIISIET
OTBETCTBEHHBIN 32 BEICHUE JICIONPOU3BOJICTBA.

1.6. Tlpaa u o00s3aHHOCTH pPAOOTHHUKOB, OCYIIECTBISIOMMX paboOTy C JOKYMEHTaMH B
CTPYKTYPHBIX TMOJApa3JeNeHUsX YUPEeKIEHUs, YCTAaHABIMBAIOTCS JOKHOCTHBIMU WHCTPYKITUSIMHU
WJIA TIPUKA30M JTHPEKTOpA.

1.7. Cenenusi, copepxaimuecss B JOKYMEHTaX, MOTYT OBITh HCIOJh30BaHBl TOJBKO B pabodmMx
LEeIsIX B COOTBETCTBHM C MOJHOMOYMSIMH COTpPYIHHKA, paboTaromero ¢ nokymeHramu. Pabota ¢
JOKyMEHTAMU BHE TIOMEIICHWH YupexkIeHus He jgomyckaerca. llpu yrpare ITOKyMEHTOB
MIPOBOAMTCS CIyKeOHast MPOBepKa.

1.8. Tlpu yxome B OTIyCK, IepeBoje (NEpeMemeHuu) o pabdoTe WM B CIydae yBOJbHEHHS
COTPYOHUK o0O0s3aH IepelaTh BCE HAXONAILIUECS Y HEro JOKYMEHTHl HHOMY COTPYAHHKY,
OrpesIeIEHHOMY B COOTBETCTBUH C YKa3aHHEM HEMOCPEICTBEHHOTO PYKOBOJAUTEISL YBOJIBHSAEMOTO,
YXOJISIIETO B OTIYCK WJIM TIEPEBOIAIIETOCS (MIEPEMENIaeMOoTo0) o paboTe COTPYIHUKA.



1.9. Unctpykums oOs3aTenbHa A COOMIONEHUS BCEMH DPAOOTHUKAMHM YupexaeHus. BHOBb
OpUHATBIE HAa pabOTy COTPYOHHMKH, B JOJDKHOCTHBIE OOS3aHHOCTH KOTOPBIX BXOJAUT BEACHUE
JOKYMEHTAI[MH, B TeueHHe TpEX paboumx IHEW co AHS HM3/AaHUS MpUKa3a O Ha3HAYCHWM Ha
JOJDKHOCTB JIOJDKHBI OBITH O3HAaKOMJICHBI ¢ HacTosiel MHcTpykuunei moa moamuce.

2. [IpaBus1a MOATOTOBKH M 0()OPMJIEHHUSI TOKYMEHTOB

2.1. B nesTenbHOCTH YUPEXKIEHUS CO3JaeTCsl KOMIUICKC OPTaHM3AIMOHHO PaCHOPSIUTEIbHBIX
JIOKYMEHTOB: MPHUKa3bl, MMOJOKEHUS], IPaBUIa, HHCTPYKIUHU, PEraMEHThl; MPOTOKOJIbI 3aceIaHui
(COBGH.[&TGJIBHBIX, KOOpAWMHAIITMOHHBIX, OSKCIICPTHBIX W APp. 0pI‘aHOB), aKThl, AHAJIUTHYCCKUC
CIpPaBKH, JOKJIAJHbIE W CIy>KeOHbIE 3allMCKH, JOTOBOPHI (KOHTPAKThI, COIJIALICHHs), AeNoBas
(cmyxeOHasi) mepemucka M JAp. COCTaBISIOTCS W O(GOPMIIIOTCS CHENHAaJIbHBIE JOKYMEHTHI,
CBSA3aHHBIE C IUIAHUPOBAaHHWEM  O00pa30BaTENbHOW  JESATENBHOCTM U OCYLIECTBJICHHUEM
XO3SIICTBEHHBIX ~MEpONpPUATUH, BEACHUEM Y4eOHO-IIEJarorMyecKkoro y4yera, OpraHu3anuen
JIENIONPOU3BOJICTBA Y UpeKAeHHsI, 0OecliedeHHEeM OyXTanTepCcKoro yuera.

2.2. JIOKyMEHTBI MOTYT CO3/1aBaThCsi Ha OYMaKHOM HOCHTEIE W B JJICKTPOHHOU Qopme ¢
COOJTIOZICHUEM YCTaHOBIIEHHBIX MpaBui oPOpMIICHUS NOKyMEeHTOB. [Ipu cozmaHumM JOKyMEHTa Ha
JBYX M 00Jiee CTpaHULIAX BTOPYIO U MOCIEAYIOUINE CTPAHULBI HyMEPYIOT.

2.3. HoMepa cTpaHUIl MPOCTABISIFOTCS B JIOOOM M3 33[JaHHBIX BapHMAHTOB HyMEpaIllMd JOKYMEHTa
Ha paccTtossHuM He MeHee 10 MM OT BepxHero Kpas jmcrta. JlomyckaeTcsi co31aHie JOKYMEHTOB Ha
JTUIEBOM U 000POTHON CTOPOHAX JIUCTA.

2.4. Ilpu 1BYCTOPOHHEM CO3JaHUU TOKYMEHTOB IIMPUHA JICBOTO TOJISI HA JIMIIEBOM CTOPOHE JIUCTA
Y TIPAaBOTO MOJIs HA 0OOPOTHOM CTOPOHE JIMCTA IOJKHBI OBITH PaBHBI.

3. PeKkBU3HUTHI JOKYMEHTOB
3.1. JInst peKBH3UTOB JIOKYMEHTOB, CO3J]aBa€MbIX B YUPEXKICHUU YCTAHABIIMBAIOTCS TPABHIA U
tpeboBanus B cootBeTcTBUHU ¢ [OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JOKYMEHTA OIPEICIISETCS €r0 BHIOM M Ha3HAUYCHUEM.
3.3. [Ipu monaroroBke M OPOPMIEHUH JOKYMEHTOB B YUPEKICHUH HCIONB3YIOTCS CIIEAYIOIIne
PEKBH3UTHI:

e Koz GpopMBI JOKYMEHTAa;

e HAWMCHOBAHHWE IIKOJIBI,

e CIPaBOYHBIC JAHHBIE O IIKOJIE;

e HAaWMCHOBAHHE BHJIA JIOKYMCHTA;

e JaTa JOKYMEHTa;

e PETUCTPANMOHHBIA HOMEpP JTOKYMEHTA;

e CCBIJIKa Ha PErHCTPAI[MOHHBIN HOMED U JAaTy TOKYMEHTA;

e MECTO COCTaBJICHHS (M3JaHUs1) JTOKYMEHTA,

e ajpecart;

e Tpu( YTBEPKJICHUS JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JIOKYMCHTA,

e OTMETKa O MPUJIOKEHUHU;

e rpud coriacoBaHus JOKYMEHTA;

e BU3;

e TIOJIIHUCH;

e OTMETKa 00 3JEKTPOHHOM MOAINUCH;

e II€YATHh;

e OTMETKa 00 MCIIOJHUTEINE;

e OTMETKa O 3aBEPEHHUHU KOIUU;

e OTMETKA O MOCTYIJICHUH IOKYMEHTA;

e PE30JIOLHUSL.



4. BJaHKH JOKYMEHTOB
4.1. JIokyMeHTbI, CO3/1aBaeMble B YUpexkJIeHUU, oPOpMIIAIOTCS Ha OJaHKaX, W3TOTOBJICHHBIX Ha
CTaHJIApPTHBIX JiucTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mm). OTaenbHBIC BUIBI
JIOKYMEHTOB (TaOJUIIbI, CXEMBbI, CMETBI) IOMYCKaeTcsa 0QOpMIISITh C HCIONb30BaHueM (opmara A3
(420x297mMM).  JIOKyMEHTBI, COCTAaBJISIONINE BHYTPEHHIOK TEPENUCKY, OQOPMIISIFOTCS Ha
CTaHJAPTHBIX JIucTax Oymaru ¢popmara A4 (210x297 mm) 6e3 UCTIOIB30BaHMS OJIAHKOB.
4.2. Kaxxaplit TUCT TOKyMeHTa, oopMIICHHBIN Ha OjaHke uiau 0e3 Hero, J0JKeH MMETh IOJs He
MeEHee:

o 20 MM - IeBOC;

e 10 MM - mpaBoe;

e 20 MM - BepxHee;

e 20 MM - HUXKHEE.
4.3. Buzpl 6J1aHKOB JOKYMEHTOB IMPUMEHSEMBIX B IIIKOJIE:

e 001U ONAaHK;

e 0JaHK IHCHMa;

e 0OJIaHK KOHKPETHOTO BHJIa IOKyMeHTa (OJIaHK MpuKa3a, OJIaHK MPOTOKOJIA U Ap.)
4.5. OO6pa3npl pa3paOOTaHHBIX M TPUMEHSEMBIX B IIKOJC OJIAHKOB TIOJUICKAT BKJIFOUYCHUIO B
MHCTPYKLHIO 1O JEIONPOU3BOACTBY YUpPEKICHHS B KauecTBE MPUIOKEHUN (mpuiiokeHue 3 Ha 3
JIUCTaxX).

5. [Ipuka3spl

5.1. Tlpukazamu odopmistOTCS pELIEHUS [0 ONEPATUBHBIM, OPraHU3AlMOHHBIM, YUEOHBIM,
KaJIpOBBIM (TIpUJIOKEHHE 2 HAa 9 TMCTaX) U IPYrUM BOIpocaM paboThl Y UpexkIeHuUs.

5.2. TlpoekThl NpPUKA30B TOTOBSIT OTBETCTBEHHBIC HCIOJHUTENNM HA OCHOBAHUU TOPYYCHUU
JTUPEKTOpa, ero 3aMmectutenel. [IpoekThl MpUKa3o0B MO JIUYHOMY COCTaBY TOTOBHUT CIEHHUAIUCT IO
KaJipam.

5.3. B mpukasax TEKCT u3naraercs ot nepBoro juna equactBeHHoro uncia («[IPUKA3BIBAIO).
5.4. TekcT mpuKa3za MOXET COCTOATh M3 JBYX YacTeil: KOHCTaTHpyroued (mpeamOyibl) u
pacrnopsIUTEIbHOM.

5.5. B KoHcTatupyromei 4YacTH KpaTKO H3JIaraloTcs ILend M 3ajJadd, (GakThl U COOBITHS,
MOCTYKUBIIINE OCHOBAaHUEM JJIsi u3JaHus mpuka3za. OHa MOKET HauMHAThCs ciaoBamu "B memsx",
"B coorBerctBun", "Bo ucnonnenue", u T.7. Eciu mpukaz u3gaercs Ha OCHOBAHHUM JIPYTOro
JIOKYMEHTA, TO B KOHCTATUPYIOIIEN YacTH yKa3bIBA€TCsl HANMEHOBAHUE 3TOT0 IOKYMEHTa, €ro Aara,
HOMeEp U 3arojioBok. [IpeamOyna B mpoektax mpukas3oB 3aBepiiaercs cioBoM «[IPUKA3BIBAIO»,
KOTOpOE MeYaTaeTcs 3arjaBHbIMU OYKBaMH.

5.6. PacnopsautenbHast 4acTh JTOJDKHA COAEPXKATh MEPEYUCIICHHE MPEINHChIBAEMbIX JEHCTBHHA C
yKa3aHUEeM UCIHOJHUTEN KaXIoro ACHCTBUS W, NMPH HEOOXOAMMOCTH, CPOKOB HCIIOJHEHHS.
PacniopsinutenpHas yacTh AEIUTCS Ha MYHKTHl U MOAMYHKTBI, KOTOpPBbIE HYMEpYIOTCS apaObCKUMU
uuppamu. [leiicTBUS 0JHOPOIHOTO XapaKkTepa MOTYT ObITh IEPEYUCIIEHBI B OJHOM ITYHKTE.

5.7. B KadecTBe HCIOJHHUTENECH YKa3bIBAIOTCS 3aMECTUTENH JUPEKTOpa, IpeJceiaTeNd HIu
PYKOBOIUTENN pabouuX rpynn (KOMHUCCUIR).

5.8. Ecniu mpukas n3MeHsieT paHee U3AaHHbIM JOKYMEHT (ITYHKThI JOKYMEHTa), TO OJMH U3 MyHKTOB
pacnopsAMTENLHON YaCcTH TEKCTa JIOJKEH CO/IEPKAaTh CChUIKY Ha M3MEHSIEMbIH TOKYMEHT (ITYHKTBI
JIOKYMEHTA) C yKa3aHHEM €ro JaThl, HOMepa U 3arojoBKa.

5.9. Ecmum mpuka3 OTMEHSET JCHCTBHE paHee W3JIaHHOTO JOKYMeHTa (IIYHKTOB JIOKYMEHTA) C
OIIpEAEIIEHHON JaThl, TO OJMH U3 IIYHKTOB PAaCHOPAIUTEIBHON YacTH TEKCTa JOJKEH HAaYMHATHCA
cinoBamMu "l[Ipu3HaTh yTpaTUBIIMM CHIY...", Jajee yKa3blBaThCsA JaTa, HOMEP M 3arojiOBOK paHee
W3JIaHHOTO JTOKYMEHTa (IyHKTa JOKYMEHTA), a TaKXKe JaTa, ¢ KOTOPOW OTMEHSETCs €ro ACHCTBHE.
Ecnu nata He yka3zaHa, TO JAeiCTBHE paHee U3IAHHOTO JOKYMEHTa (MyHKThI JOKYMEHTA)
OTMEHSETCS C 1aThl U3/1aHUsl HOBOTO IIPHUKa3a.



5.10. Ecnu npukas oTMEHSIET paHee U3JaHHbINH JOKYMEHT C MOMEHTA U3JaHusl, TO OJHH U3 MTYHKTOB
pacropsAIUTEIbHOM 4acTH TEKCTa JOJDKEH HayuHAThCs ciaoBaMH "OTMEHMTh..." W YKa3bIBaThCA
JaTa, HOMEp M 3arojIoOBOK paHee U3/IaHHOTO JJOKYMEHTa.

5.11. Ecnu mpuka3 mpenronaraeTcs BBECTH B JISHCTBHE HE C MOMEHTA €r0 M3JaHus, HEOOXOIMMO
yKa3aTb CPOK BBEACHHMS €ro B AcicTBue. IlociieHMI NyHKT pacnopsIUTEIbHOM 4YacCTH MOXKET
COZIEp)KaTh CBEICHUS O JIOJHKHOCTHOM JIMIIE, HA KOTOPOE BO3JIaraeTcsi KOHTPOJIb 3a UCIIOJIHEHUEM
MpuKasa.

5.13. Ilpukaszpl TOAMKMCHIBAIOTCA TOJIBKO JAUPEKTOPOM YUPESKIECHUS WIA PaOOTHHUKOM,
HCIIOJIHSIOIIAM €T0 00S3aHHOCTH.

5.14. OTBEeTCTBEHHOCTH 3a 00OECIeUeHNEe CBOCBPEMEHHON M KauyeCTBEHHOW IMOATOTOBKH MPOEKTOB
MPUKA30B M WX COTJIACOBAHHWE C 3aWHTEPECOBAHHBIMH DPAOOTHUKAMH W OPTaHHU3AIUSAMH HECYT
aBTOPBI IPOEKTA MPUKa3a.

5.15. PerucrpanyioHHble HOMEpa MPUCBAMBAIOTCS IPHUKa3aM IO MOPSAJKY HOMEPOB B Ipenenax
KaJIeHAapHOTO To/1a.

5.16. Jlara peructpanuu npuKas3a sSBIsSETCS TaTOW ero MO MUCaHUS.

6. IlpaBuJjia, NoJ10KeHUs, HHCTPYKIIUU

6.1. IIpaBusna — HOPMATHUBHBIM aKT, ONPEAEAIOUIMNA MOPAJOK KAaKOro-au0o BUAA NESITEIbHOCTH,
YCTaHABJIMBAKOIIMNA WA 3alIPEUIAOIINI ONPEIEIICHHOE MOBEAECHHUE.

6.2. [Toso’)xeHNe — HOPMATUBHBIN aKT, AE€TAIbHO PErJaMeHTUPYIOIIUN IPaBOBOM cTaTyc, HOPSI0K
OpraHM3aly U IPoLEeAYypY KaKoro-a1udo Buaa JesTeNbHOCTH.

6.3. MHCTpyKUMsT — HOPMAaTHBHBIM aKT, U3JaBaeMblii B LENAX PA3bACHEHHMsS M OINpE/eIeHus
MOpsAJIKa IPUMEHEHUsI COOTBETCTBYIOLIET0 HOPMATUBHOIO aKTa JIMOO C LENbI0 YKa3aHWUs HOPM O
crioco0ax BBINOJIHEHHSI ONPE/IEICHHBIX onepanuil (aelcTBuil).

6.4. IlpaBuiia, MOJOXKEHUSI, HHCTPYKIIUM NPUHUMAIOTCS (B 3aBUCHMOCTH OT BHJIAa JOKYMEHTa) Ha
VYnpasmisomem cosere, 3acenaHusx I[Ipodcoro3Horo komurera YUpexaAeHUS U yTBEPKAAIOTCA
JTUPEKTOPOM.

6.5. ITopsmOK MOATOTOBKM MPOEKTOB MPaBHJI, MOJOXKEHUS, HHCTPYKIIUM COOTBETCTBYET OOLIEMY
MOPAJKY MOATOTOBKU IPOEKTOB MPUKA30B Y UPEIKICHHUS.

6.6. TexcT mpoekTa IMOJIOKEHUs, MPaBWJ, MHCTPYKLMHU IeyaTaeTcss Ha YUCTOM JHcTe Oymaru
dbopmara A4.

6.7. OTIMYUTENbHBIMU XapaKTEPUCTUKAMHU TEKCTOB MPABHJI, TOJIOKEHUS, UHCTPYKIMH SBIISFOTCSL:

e TOYHOCTb MPUMEHSAEMBIX (POPMYITUPOBOK O€3 HCIOIb30BAHUS CJIOB U MOHSTUN, UMEIOLIUX
MHO>KECTBEHHBIN CMBICIT;

e HCIOJB30BaHUWE KOPOTKHMX IMPEAJIOKEHNUH, OOLIENPUHATHIX BBIPAKEHUN U CBS30K, IpH
HEOO0XOMMOCTH - NPe/IBAPUTEIBHOE ONpPEe/eNICHHE UCIIOIb3YEMBIX MOHATHH, COKpAIleHUH,
ab0OpeBuaryp;

e OIMCaHHME BCEX BO3MOXKHBIX BAapHAHTOB COOBITHH M COOTBETCTBYIOIIUX MM BAapHAHTOB
NeHCTBHI, T.€. MOJIHOTA MPeICTaBICHN MHPOpPMAaIIHH;

e CTPYKTYpPUPOBAHHOCTb TEKCTAa C IEJIbIO JTOCTHKEHUS HaWIydlled I0CIe10BaTEIbHOCTH
U3JI0KEHUS MaTepuaa;

e MMHHMHU3AIUSA TEKCTa C MOMOIIBIO MPUMEHEHUs 0000IeHui (0030pOB MpearnoiaraeMbix
JeWCTBUI) U IPUMEHECHHUE MEPEUNCIICHHUH (3a/1a4, STaroB, YCIOBUN U T.]1.).

6.8. B 3aBHCHMOCTH OT CIIO)KHOCTH U 00beMa pa3pabaThIBAEMBIX MPABUII, OJOKEHHS, HHCTPYKLIUU
- TEKCT JOKYMEHTa JEJIUTCS Ha TJIaBbl, IIYHKTHl U MOAMYHKTHL. [J1aBbl TOJKHBI UMETh Ha3BaHUS.
Hywmepanus npousBoauTcs apabcKuMu uppamu.

7. IIpoTokoJ 3acenanus (COBeIIAHNS)

7.1. TIpoTOKOT — JOKYMEHT, B KOTOPOM (DUKCHPYETCS XOJ OOCYKIIEHUS BOIPOCOB M MPUHATHUS
peleHuii Ha cOOpaHMsIX, COBEIAHUAX, KOH(PEPEHIMIX U 3aCEaHHIX KOJUIETHaIbHBIX OPTaHOB.

7.2. Tlpotokon 3acenanus (CoBemranusi) - (majgee - MPOTOKOI) OpOPMIIIETCS HAa YHCTOM JIMCTE
Oymaru ¢gopmara A4.



7.3. PexBu3HUT - "TeKCT JOKyMeHTa". PEKBU3UT COCTOMUT U3 JBYX YacTeil: BBOJHOW U OCHOBHOM.

7.4. Bo BBOJIHOI YacTH YKa3bIBalOTCSl MPUCYTCTBOBABILIMX Ha 3acellaHUU U, IPU HEOOXOJIUMOCTH,
JIUL, IPUTJIAIICHHBIX Ha 3ace/1aHne (COBELIAHUE).

7.5. BBogHas 4YacTh MNPOTOKOJA 3aKAHYMBAETCS I[EPEUYHEM pPACCMATPUBAEMBIX BOIPOCOB,
IIEPEUUCIICHHBIX B TOPSAKE MX 3HAYMMOCTHM C YyKa3aHUWEM JOKJIAJuuKa II0 KaXJIOMYy
paccmarpuBaeMoMy Bompocy. Bonpockl hopmynupyrotcs ¢ npeaiorom "O" ("O6"), meyartarorcs oT
TPaHHIIBI JIEBOTO TOJISL U HYyMEPYIOTCS apaOCKUMH nudpamu.

7.6. OcHOBHasi 4acThb IMPOTOKOJIa COCTOUT M3 Pa3JlieloB, COOTBETCTBYIOIIUX pPAacCMaTPUBACMbIM
BOIIPOCAM U UX HYMEpPALIUHU.

7.7. TekcT mpOTOKOJIA H3JIaraeTcsi OT TPEThEero JIMIAa MHOXKECTBeHHOro uwmcia ("ciaymamu",
"BpicTynuin", "nocranoBuin", "pemminn").

7.8. TIpoTOKON MOAMKMCHIBACTCS JIUIIOM, MPEACEIATEILCTBOBABIINM Ha 3aCEaHUU (COBELAHUM), U
ceKpeTapéM 3aceianus (COBELaHus).

7.9. Ilpu OTCYTCTBUHM ceKpeTapsl 3acelaHusi, B TOM 4HCIE NpPU TMPOBEACHUU ONEPATUBHBIX
COBELLAHUH, TOMYCKAETCsl MOAMMCAHUE POTOKOJIA TOJIBKO MPEICEAATEIbCTBYIOIINM.

7.10. Tekcr mpoTOKoOJIa JOMKEH OBITh MOJTOTOBIIEH HE MO3JHEE TpeX IHEH CO JIHA 3acelaHusl.
[IpoekTbl  COOTBETCTBYIOIIMX IYHKTOB IMPOTOKOJA BU3UPYIOTCS  JODKHOCTHBIM  JIMIIOM
OTBETCTBEHHBIM 32 MOATOTOBKY.

7.11. Jlata mpoTOKOJIa T0KHA COOTBETCTBOBATH JTHIO MPOBEJICHUS COBELIAHUS (3aCeIaHmsl).

7.12. Komuu mpOTOKOJIOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OPTraHU3alMSIM M JOKHOCTHBIM
JUIAM B COOTBETCTBUHU C YKas3aTeJIEM pAaCChUIKH, KOTOPBIM COCTaBISET CEKpeTapb 3acelaHMsl
(coBeranms).

8. Iliian
8.1. [Iman — MOKyMEHT, yCTaHABJIMBAIOIINI ITepeUeHh HAMEUYEHHBIX K BBIITOJHEHUIO MEPOTIPUSTHA,
UX MOCIIeI0BATEIbHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX UCTIOJTHUTEIIEH.
8.2. Tlman odopmisercss Ha Jymcrte Oymarum ¢opmara A4 ¢ HUCHOIB30BAHUEM  CJICIYIOIINX
PEKBU3UTOB:

e HAaWMEHOBAHWE IIKOJIbI,

e Tpud yTBEp)KICHHS JOKYMEHTA;

e J1aTa IOKYMEHTA;

e PErucTpalMOHHBIA HOMEp JOKYMEHTA,;

e HaWMEHOBaHWE BHJA JIOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e HAWMEHOBAHUE JIOHKHOCTH;

e  TIOAIHCH.
8.3. PexBu3uT — "TeKcT JoKkyMeHTa" opopMIIsieTcs B BUe TaOIHIIbI ¢ rpadamu:

e HOMEp NYHKTA IJIaHA;

e HAaWMEHOBAHUE MEPOIPUATHS;

e  CpOK HCITOJTHEHHS,

e HCIIOJIHUTEIb;

e TIpUMEYaHHE.

9. OTuer

9.1. OTyer — AOKYMEHT, COJICPKAIIUI CBEIEHUS O pe3yiabTaTaX ACSITeNbHOCTU 3a ONpeAceHHBIN
MEepUO]T BPEMEHH, BBITTOJTHEHUH MEPONIPUITUHI, TOPYUEHUM, 3a]JaHUI, TUTAHOB.

9.2. Otuersl, mpenocTaBiIsieMble B OpraHbl T'OCYJapCTBEHHOH BIacTU (B TOM YHCIE B OpraHbI
rOCy/lapCTBEHHOW  CTaTUCTUKM) W  HMEIOIIME  YCTAHOBJEHHYIO  IPAaBOBBIMH  aKTaMu
rOCy/IapCTBEHHBIX OPTaHOB ()OPMY, CO3MIAIOTCS MO0 YCTAHOBIEHHON TOCYJapCTBEHHBIMH OpTaHaMu
¢dbopMe U B orpeieIEHHOM UMU TOPSAKE.



9.3. Oruérel, mnpenocTaBisieMble COTPYAHMKAMHU YUpEXKIEHHUS B  XOJ€ BHYTPEHHETO
B3aUMOJICHCTBHSI, CO3/IAI0TCS 110 NPaBHJIaM, YCTAHOBIIECHHBIM JUIsl CO3/1aHUS CIYKEOHBIX 3aIHCOK.
9.4. Otuersl odopmisitoTcss Ha JMcTe Oymaru ¢opmara A4 ¢ HCIOJIB30BAaHHEM CIIEAYIOMINX
PEKBU3UTOB:

e HAMMEHOBAHUE IIKOJIbI;

e JlaTa IOKYMEHTA;

e PErucTpalMOHHBIA HOMEp JOKYMEHTA;

e HAUMEHOBAaHUE BHJIA IOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O NPUJIOKEHUH (IIPU HAJIUYUN);

e HAUMEHOBAHUE JIOJUKHOCTH;

e TIOAIHCE.
9.5. B Tekcre oTuéra B 00s3aTEIbHOM MOPSAIKE JOKHO COJAEPXKATHCA YKa3 Ha JEATeNbHOCTb,
MEpOTIPUSTHE, BBIJAHHOE IOpyYEHHE, 3aJaHue, IyHKT IUJIaHa, MOJUICKAIINA BBIMOIHEHUIO, U
pe3yabTaT O BBINOJHEHHM, B TOM YHCJIE C YyKa3aHHMEM Ha COOJIOJCHHWE WIM HapylleHHue
WCTIOJHUTENBCKON  JUCHUIUIMHBI, YCTAaHOBJIIEHHBIX CPOKOB HCIIOJHEHHMS U  HaJJIeXaliee
npefocTaBieHue  MH(opManuy, HEOOXOAMMBIX  MaTepuajoB  (IIPOEKTOB  JIOKYMEHTOB)
COUCTIOTHHUTENSAMU (TIPH YY4ACTHH HECKOJIBKUX UCTIOIHUTEIEH).

10. nucsmo
10.1. Ilucbma roToBsATCS Kak:

e OTBETHI O BHIIOJHEHUH MOPYYCHHUN BBIIIECTOSIIIUX OPraHOB MCIIOJHUTEIHHOMN BIIACTH;

e OTBETHI Ha 3aIIPOCHI OPraHU3aALUM, IPEANPUATHIA U YACTHBIX JIULL;

e MHHIMATHBHBIE MMCHMA.

10.2. Cpoku MOAroTOBKH OTBETHBIX MHCEM:

e C KOHKPETHOW JJaTOM MCIOJHEHUs, YKa3aHHOU B JIOKYMEHTE, - B YKa3aHHBINA CPOK;

e B COOTBETCTBMM C peE30JIIOLMEH JUpeKTopa M €ro 3aMecTHTelIed Ha OCHOBaHUM
YCTQHOBJICHHBIX CPOKOB HCIIOJNIHEHHS TOPYYEHHUH, 3alpoCOB WM IO PEIISHHIO aBTOpa
PE30IIIOLINH.

10.3. TeKcTBl OTBETHBIX MUCEM JTOJDKHBI TOYHO COOTBETCTBOBATH 33aJaHMSM, 3a()UKCHPOBAaHHBIM B
pesomoru. CpoKH MOArOTOBKM MHUIIMATUBHBIX MHCEM ONPENENSIOTCS CaMOCTOSATEIEHO aBTOPOM
MIPOEKTa MHUChMa C YIETOM HEOOXOAUMOCTH PEIICHUS KOHKPETHBIX 33/1a4 U (W) B COOTBETCTBHH C
TpeOOBAHUAMH 3aKOHO/1ATENILCTBA, TOPYUYCHUSIMU HETIOCPEACTBEHHOI'O PYKOBOAUTEIS.

10.4. Tlucema medaTaroTCs Ha OJIaHKE THChbMa YUPEXKICHUS C YIJIOBBIM PACIOJIOKEHUEM
PEKBU3UTOB.

10.5. JlomosiHATENBHO K PEKBU3WTAM OJlaHKa THUChMa TpH O(GOPMIICHUH ITMCEM B IIKOJIE
UCTOJIB3YIOTCS CIEAYIOIINE PEKBU3UTHI:

e ajpecar;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O NMPUJIOKEHUH;

e BU3a;

e TIOAMKUCH.

e OTMETKa 00 HCIIOJIHUTEIE.

10.6. IIpu odopmiieHun nuckMa Ha IBYX M OoJjiee CTpaHUIAX BTOpas M MOCIEAYIOIINE CTPAHHUIIBI
HYMEPYIOTCSI IOCEPEINHE BEPXHETO MO JIUCTA apaOCKUMU LU paMu.

10.7. [lucpma MONMUCHIBACT JUPEKTOP MM PAOOTHUKH, YITOTHOMOUYEHHBIE TIPUKA30M.

10.8. CityxeOHbBIC 3aMHCKA

10.9. B mensix ocymiecTBIEHUS B3aUMOJCHCTBUS MEXIY COTPYAHMKAMU B paMKaxX BHYTPEHHETO
JOKYMEHTO000pOTa B YUpEXAEHUU NPUMEHSIOTCA CiyXeOHble 3amucku. CilykeOHble 3alucKu



SBIISIIOTCSL  CHPAaBOYHO-MH(OPMALMOHHBIMA  JIOKyMEHTaMHU. ABTOpaMH  CIY)XEOHBIX 3aIHCOK
SBISIFOTCSL COTPYAHUKU Y UPEIKICHUS.
10.10. CuyxebHas 3ammucKa MOXKET COCTABIATHCA 10 YKa3aHHIO PYKOBOJICTBA WIIM 110 WHUIIMATHUBE
KOHKPETHOT'O COTPY/IHHKA.
10.11. Ilpu odopmieHuu ciayxe0HOM 3aUCKU 0(OPMIIIOTCS CIICAYIOIINE PEKBU3UTHI:

e ajpecar;

e JaTa JIOKYMEHTa;

e HAaMMEHOBaHHE BUJA JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O NPUJIOKEHUH (IIPU HAJIUYUN);

e HAaMMEHOBaHHE JIOJDKHOCTH;

e MOJIHKCH.
10.12. CnyxeOHble 3alMCKM MOTYT CO3/1aBaThCsl HA OYMa)KHOM HOcCUTeNe U (WIM) B JIEKTPOHHOMN

dopme.

11. loBepeHHOCTH

11.1. JloBepeHHOCTb BBIZAETCS COTPYAHMKAM YUpexaeHUus U oQopmisercs IO IpaBUiIaM,
YCTaHOBJIEHHBIM Hacrosimed MHcTpykiumeil s nucem, ¢ y4éroM TpeOOBaHUM TIpaskJaHCKOTO
3akoHOoJaTenbcTBa Poccutickor degepannu 1 HACTOSILETO pa3ena.

11.2. TIpoeKT JOBEPEHHOCTH TMOJTrOTABIMBACTCS M BH3HPYETCS COTPYAHUKOM, KOTOPOMY
JIOBEPEHHOCTh Oy/eT BblAAHA, IOCIEe Yero mnepenaércs B KaHLEISAPUIO JJIs HalpaBiIeHUS Ha
MIOATIMCaHUE.

11.3. JloBepeHHOCTb MOANHUCHIBACTCS JAUPEKTOPOM WM JIMLOM, OCYIIECTBIISIIOIIUM  €ro
MTOJIHOMOYUS (MCTIONHAIOINM 00S3aHHOCTH ), U CKPETLISETCS TIeUaThio Y UpexkICHNUS.

12. JloroBopsl, corjiameHus, KOHTPAKTbI

12.1. JloroBopsl, cornamieHus, KOHTPaKThI (J1ajnee - 10roBOpbl) MOATOTABIMBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHUSIMU TPAKIAHCKOTO, TPYAOBOT0, OIOIKETHOTO U HHOTO 3aKOHOJATENhCTBA Poccuiickoit
denepanyi, B 3aBUCUMOCTH OT PETYJIMPYEMBIX JOTOBOPOM IPABOOTHOLIEHUH U 0053aTeNbCTB
CTOPOH.

12.2. Tlpoekt J0roBopa IOATOTaBIMBAETCS OTBETCTBEHHBIM COTPYJHMKOM (KOHTPaKTHBIM
YIOPABISAOIUM) € YYETOM HEOOXOAMMOCTH CBOEBPEMEHHOIO M KAaueCTBEHHOro oOecnedyeHus
WCIIOJTHEHUS] CBOMX MOTHOMOYMH (00s3aHHOCTEH, (PYHKIINI), TOTHOMOUNN YUPEKICHUS B IIEJIOM.
12.3. TIpoekt 10roBOpa MOATOTABIMBACTCS OTBETCTBEHHBIM COTPYAHHMKOM (KOHTPAKTHBIM
YIIPaBJISIOLIMM) COBMECTHO CO CIEILHATUCTOM, K QYHKIHUAM (IIOJTHOMOYHUSAM) KOTOPOTO OTHOCHTCS
pelieHre BOMPOCOB, SBISIOUIUXCS MPEAMETOM JI0TOBOpA, WM MHBIM COTPYJHUKOM IO HPSIMOMY
YKa3aHUIO JUPEKTOpa Y UpeKICHMUSL.

12.4. HeoOxoaumast Ut TIOATOTOBKH MPOEKTA TIOTOBOPA HH(MOpMAIIHsI COOMpAETCsi OTBETCTBEHHBIM
JUIOM (KOHTPAKTHBIM YIPABIAIONIUM) B MOpsAIKE pabouero B3aMMOAEUCTBHUS C Y4ETOM MpaBuUII,
YCTaHOBJIEHHBIX HacTosen MHCTpyKkIue.

13. lIpyHOMIBI OPraHU3aUH JOKYMEHT0000poTa

13.1. B 10KyMEHTOOOOPOTE BBIICISIOTCS CIEAYIONUE JIOKYMCHTONMOTOKH: ITOCTYIAIOIIast
JOKyMEHTaIusi  (BXOfsimas), OTHpaBiseMas JOKyMEeHTauus (MCXOJIIasl), BHYTPEHHSA
JIOKYMEHTAIHSI.

13.1. B cocraBe Bxoadmed W HCXOIAIMIEH MOKYMEHTAIlMM MOTYT BBIACIATHCS JIOKYMEHTHI,
IOCTYNHBIINE W3 BBILIECTOSAIMUX, MOAPSIIHBIX, MEIUIUHCKUX M JIPYTUX OpPraHU3aluid, OpraHOB
MECTHOTO CaMOYIPaBJICHHUsI, O0paIIeHUs TPaXKAaH.

13.3. OOpamenust TpaxiaaH PETUCTPUPYIOTCS W (GOPMHPYIOTCS B Jelia OTACIbHO OT JAPYTHUX
JOKYMEHTOB YUpEeKACHUS.

13.4. B YupexxaeHuu J0CTaBKa W OTHpaBKa JOKYMEHTOB OCYLIECTBIISIETCS CPEACTBAMU MOYTOBOM
CBSI3H, DJICKTPOHHOU CBSI3H, a TAKXKE MO CUCTEME IIIEKTPOHHOTO JOKyMeHToobopoTa (nanee - CO/I).



C IIOMOIIBIO IIOYTOBOM CBS3U B quemneHHe JOCTABJIACTCA NHUCbMCHHAA KOPPCCIIOHICHIIUA B BU/IC
IIPOCTBIX ITHCEM, 3aKa3HBIX ITHUCEM, IMTOYTOBBIX KAPTOUCK, 6aHz[eponeI71 N MCJIKHUX IIaKE€TOB, a TaK¥XKCE
NICYaTHBIC U3 JaHU.

14. IlepBuyHas 00padoTKa MOCTYNAKOIIMX IOKYMEHTOB
14.1. JlokyMeHTbI, IOCTyHNAIOLIME B IIKOIY, MEpPelalTCcs Ha PErucTpalHio CeKpeTapro-
JIETOTIPOU3BOANTENIO YUPEKACHUS M MIPOXOAAT MEPBUUHYIO 00pabOTKY B ACHb MOCTYIUICHUS, IPH
IIOCTYIUIEHUU B Hepabouee BpeMs - Ha cienyroluuii padouuii neHs. IIpu nepBuuHOil 00paboTke
JOKYMEHTOB MPOBEPSAETCS MPAaBUIBHOCTH aapecoBaHus. OMMOOYHO MOCTYNMUBIIME JTOKYMEHTHI
NEPEChUIA0TCS 10 IPUHAISKHOCTH WM BO3BPAIAIOTCS OTIPABUTEIIIO.
14.2. lokymenTsl, noctynusize ¢ ormerkamu "Cpouno”, "Bpyunts HemeuieHHo", "OnepatuBHo",
HEe3aMeUIMTENbHO MPOXOJAT MEPBUUHYIO 00pabOTKYy U JOKJIAAbIBAIOTCA AUPEKTOPY WIN B Cllydae
€ro OTCYTCTBUSI — 3aMECTUTENIO IUPEKTOPA IO HAIIPABJICHUIO JESTEIILHOCTH.
14.3. ITocTynuBuMe TeaerpaMMbl IPUHUMAIOTCS MO MOJAIKMCH C IPOCTABICHUEM JIaThl U BPEMEHU
[IpUEMa, PETUCTPUPYIOTCS 10 TEM XK€ MpaBUiIaM, YTO U MHUCbMA.
14.4. DnekTpoHHBIE COOOILIEHUS, aAPECOBAaHHbIC JUPEKTOPY WM HAIIPaBJIEHHbIC B aJpeC MIKOJbI,
pacrneyaThIBatOTCs U JAOKJIAbIBAIOTCS JUPEKTOPY WIM B CIIy4ae €ro OTCYTCTBUSI — 3aMECTUTEIIO
TUPEKTOpA.
14.5. DnexkTpoHHBIE COOOIIEHUS, 3aBEPEHHBIC JIEKTPOHHOW MOAIMMCHIO, MOIekKAT 00padoTKe 1Mo
IIpaBUJIaM, IPEAYCMOTPEHHBIM JJIs IOCTyHaroIel (BXoas1el) TOKyMEeHTaluu.
14.6. TloctynuBmias (BXojsmias) AOKYMEHTAIMsl DPACHpENeNsieTcss Ha PETUCTPUPYEMble W He
MOJyIEeXkKAIUE PETUCTPALIMHN JOKYMEHTHI.
14.7. He nmomJiexxat perucTpanuu:

e IIpUITIACUTENbHBIE, I03/IPABUTEIIbHbBIE TUCbMA U TEIETPAMMBI;

e OUIIETHI

e IUIAHBI ¥ IPOrPaMMbl CEMUHAPOB, KOH(EPEHILUI U APYrUX NOJOOHBIX MEPOIPUATHIA;

e JIOKYMEHThl N0 OyXTaJTepCcKOMy YyuyeTy, MaTepHaJbHO-TEXHHMYECKOMY OOEeCHeueHHUIo,

IUTAaHOBBIE U (DMHAHCOBBIE JOKYMEHTBI, OCTYNaroIIue 6€3 CONMPOBOAUTEIBHOTO NMUChMA;

e pEKJIaMHbIE, KOMMEPUECKHE MPEAJI0KEHUS, B T.4. IOCTYIUBIINE 110 JIEKTPOHHOM MOYTE;

e II€YATHBIC U3/IaHNUS;

e TIHChMA C IOMETKOM «INYHOY.

15. Perucrpaumsi, y4yeT M paccMOTpeHHe PYKOBOAUTEJIEeM MOCTYNAKIUX (BXOASAIINX)
AOKYMEHTOB

15.1. [ocrynuBuime (BXOIAIIME) NOKYMEHTHI PETUCTPUPYIOTCS TOJBKO IIOCIE€ M IEPBUYHOMN
00pabOTKM M HE3aBUCUMO OT CIOCO0a UX JIOCTABKH.

15.2. Peructparusi — mpocTaBieHUE B HIDKHEM IPAaBOM YIIIy MEPBOTO JHCTA TOKyMEHTa OTMETKH
O MOCTYIJIEHMM C YyKa3aHWEM JaTbl NOCTYIUIEHHS M BXOZSIIErO0 PETUCTPALMOHHOIO HOMEpa
JOKYMEHTa ¢ o00s3aTeIbHOM 3alKChi0 B JKypHaJl perucTpaluy IOCTyHaromeil (Bxoasuieil)
nokymeHTaruu. CTpyKTypa perucTpalliOHHOTO HOMEpa MOCTYMAIOMIEro (BXOMAIIEro) JOKYMEHTa
COCTOMT U3 €ro MOPSIKOBOTO HOMEpa U MHEKCA Jieja 10 HOMEHKJIAType J1ed Y UpeKIeHus.

15.3. Perucrpauus BceX MOCTYNUBLIMX (BXOIALIMX) JTOKYMEHTOB NPOHM3BOJIUTCS B Ipenenax
001I1ero JOKyMEHTOTIOTOKA.

15.4. Tloctynatomue (BXOISAIIUE) TOKYMEHTHI NEpeatoTCsl Ha paCCMOTPEHUE PYKOBOJCTBY TOJIBKO
MocJie UX PEruCTPaliy U MPEABAPUTEIHLHOTO PACCMOTPEHUS.

15.5. JlokyMeHThI, IOCTYNUBIINE B YUpeKACHUE, 110 BOIPOCaM, He TPeOYIOIIUM pacCMOTPEHHS
IUPEKTOpa, HANPABIAIOTCS PAOOTHUKOM OTBETCTBEHHBIM 3a JEJIONPOU3BOACTBO YUPEKICHUS
HENOCPEACTBEHHO UCIIOIHUTEIIO 3a1poca.

15.6. /TupexTop B pe30IIOLMU ONPENENSIET ML, OTBETCTBEHHBIX 3a UCIIOJIHEHHE TOKYMEHTa, U 1aeT
UM nopydyeHue. PaOOTHHK OTBETCTBEHHBIHM 3a JEIONPOU3BOACTBO IIKOJIBI MEpEeaaeT JOKYMEHT Ha
UCIIOJIHEHHUE.



15.7. TlonnMHHUK TOKYMEHTa C PE30JIIONHeN PYKOBOIUTENS 00I1e00pa30BaTeIbHOM OpraHu3aluu
HaMpaBJIsIeTCs] UCIIOJIHUTEIIO.
15.8. Ilpm HaMM4YMKM HECKOJBKHUX HCIIOJHUTENCH MOAIUHHUK JOKYMEHTa MEepeaaeTcss ToMY
UCIIOJHUTENI0, KOTOPBIH B  COOTBETCTBUM C YKa3aHUSAMM [0 HUCIOJHEHUIO  SBISETCA
OTBETCTBEHHBIM, OCTAJIbHBIEC UCTIOJIHUTEIH TOIYYaI0T KOIHIO JOKYMEHTA.
15.9. IloyIMHHUK JOKYMEHTa, KOTOPBI HCIOJHSAETCS HECKOJIbKUMH JOJKHOCTHBIMHU JIUIIAMH,
MOJTy4aeT OTBETCTBEHHBIH NCTIOTHUTENb. OCTaIbHBIM UCIIOTHUTEISIM MEPEIAIOTCS KOIHH.
15.10. HM3roroBneHue KONMM JOKyMEHTa Ul NepeAayd COUCHOJHHUTEISIM OCYIIECTBIISIETCS
CeKpeTapeM Y UpeKICHUS.
15.11. Pe3omronust COAEPIKUT:

e YKa3aHHWE 10 WCIOJHEHHUIO, COJEpKallee KpaTKOEe OINUCaHHE HEOOXOIUMOro JUIs

WCIIOJIHEHUS IeHCTBHUS;
e YKa3aHHWE Ha CpPOK, B TEYEHHE KOTOPOro JHOO A0 HMCTEYECHHUS KOTOPOTO HEOOXOIMMO
UCIIOJHUTH NMPEANNCaHHOE JIeHiCTBUE;

e JIMYHYIO MOAIHUCH aBTOPA PE30TIOIHH;

e JlaTy IPOCTABJICHUS PE3OIIOLHH.
15.12. VYka3anue Ha CpOK, B TE€YEHHE KOTOPOTO JIMOO O HMCTEYECHHUS KOTOPOro HEOOXOIMMO
UCIOJHUTh TPEIINUCAHHOE JEHCTBHE, MOXET HE BBIPAKaTbCsl KOHKPETHOW JaTOW M coaepxkartb
BBIpaKEHUS: "B YCTAHOBJICHHBIN 3aKOHOM CPOK" U T.II.
15.13. Pe3omtonus nuuiercss Ha CBOOOIHOM OT PEKBU3UTOB MECTE IEPBOTO JIHMCTA JOKYMEHTA.
15.14. B cnyuae, Korjaa pe3ostonus apecoBaHa HECKOJIbKUM COTPYAHHKAM, TO OTBETCTBEHHBIM 3a
UCIIOJHEHUE JIOKYMEHTa B LEJIOM SBISETCS COTPYAHMK, yKa3aHHbBIH NEpBBIM (BEpXHUM), JHOO
COTPY/HHUK, B OTHOLIICHUH KOTOPOTO CJeJiaHa TOMETKA O TOM, YTO OH SIBJISIETCS OTBETCTBECHHBIM.

16. Opranuszanus padoTsl ¢ OTHPaBJIAeMbIMU (MCXOASAIIHUMEI) TOKYMEHTAMHU

16.1. Jlo mpenocraBiieHUs] NPOEKTAa OTHPABIAEMOIo (MCXOMSMIEr0) JOKYMEHTa Ha TOAMUCH
IMPEKTOPY WIM HHOMY YIIOJHOMOYEHHOMY B YCTAHOBJIEHHOM MOpPSAKE HA TOANKCAHHUE JUILY
OCHOBHOH MCITOJIHUTENb IMPOBEPSIET MPAaBUIBHOCTh O(QOPMIIEHHUS OTHPABISIEMOro (MCXOJAIIETO)
JIOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosed NHCcTpykuuy.

16.2. TIpu moAroToBKE OTHPABISIEMOro (MCXOAALIET0) AOKYMEHTa KakK OTBETa Ha MOCTYMHMBILUH
(BXomsAmMiA) JOKYMEHT HCHOJHHUTENb TPUKIAIBIBACT K IOATOTOBIECHHOMY IPOEKTY BXOISIIUN
JOKYMEHT.

16.3. IIpoeKTHI OTIPaBIIAEMBIX (MCXOISIINX) JOKYMEHTOB C YUETOM COOJIOICHUS] YCTAHOBICHHOTO
B PE30JIIOLUM CpOKa MCIOJHEHUs] NepelaloTcsi OTBETCTBEHHBIM HCIIOJIHUTENEM CeKpeTapro-
JIeTIOTIPON3BOANTEIIO [Tl HAIPABJICHUS HA TIOJIITHCAaHUE.

16.4. TloamucaHHble OTOpaBisieMble (MCXOAALIME) JOKYMEHTBI, MeEpelaloTcs CeKpeTaplo-
JETOTIPON3BOANTENI0  YUPEXKIEHHUS, KOTOPBIH OCYIIECTBIISIET TPOBEPKY KOMIICKTHOCTH U
COOTBETCTBHUSl KOJHMYECTBA SK3EMIUIIPOB OTHPABISIEMOro (MCXOASIIET0) JIOKYMEHTa CIIMCKY
PaCChUTKH, a TAaKXKe MPABHIFHOCTH O(OPMIICHUS TOKYMEHTA COTJIACHO HACTOSIICH MHCTPYKIINH.
16.5. B cnyyae HapylleHHs KOMIUIEKTHOCTH WJIM COOTBETCTBUS KOJMYECTBA, a TaKXkKe
MPaBUIBLHOCTH O(GOPMIIEHUS JOKYMEHTA COTJIACHO HACTOSIIEH WHCTPYKIMU OTIIPABIISIEMbIC
(ucxopsmue) TOKyMEHThl He3aMeITUTEIbHO BO3BPALIAIOTCS OTBETCTBEHHOMY HCIIOJIHUTEIO UIIH B
Cllydae OTCYTCTBHSI OTBETCTBEHHOTO HCIOJHHTENS €r0 HEMOCPEICTBEHHOMY PYKOBOIMTENIO IS
yCTpaHEHUs HapyIICHUH.

16.6. JlokyMeHTBHI TOCJ€ WX MOJIMUCAHUS IUPEKTOPOM WM WHBIM YIOJTHOMOUYEHHBIM JTUIIOM
NepeaaloTcs B CEKpeTapro-AeI0NPOU3BOAUTENIO YUPEKICHUS IJIsl PETHCTPALUU U OTIIPABKH.

16.7. Peructpanmsi OTOPaBISIEMBIX (UCXOJISIINX) TOKYMEHTOB OCYIIECTBIISIETCS TTOCIE MPOBEACHUS
CeKpeTapeM-/IeIONPOU3BOIUTENIEM MPOBEPKH KOMIUJIGKTHOCTH M COOTBETCTBHS KOJIMYECTBA
HK3EMILIAPOB, a TAKXKe MPAaBUIHLHOCTH OPOPMIICHHUS OTIIPABISAEMOr0 (MCXOASIIEro) T0KyMEeHTa.
16.8. Perucrpauusi co31aBaeMbIX JOKYMEHTOB OCYILECTBISCTCS B JI€Hb TOANUCAHHS WU
YTBEPKICHUS JIMOO Ha CICTYIONTNI paOovHii IeHb.



16.9. CezeHust 0 pErucTpUPyEMbIX OTIPABISIEMbIX (MCXOIAIINX) TOKYMEHTAaX BHOCATCS B KYpHAI
perucTpanuy oTIpaBisieMol (MCXOsIei) JOKYMEHTalUH.
16.10. PeructpaiiioHHbIi HOMEp U JaTa OTIPABIAEMOT0 (MCXOSIIET0) TOKyMEHTa MIPOCTABIISIOTCS
Ha TOJJIMHHHMKE JIOKyMEHTa B pEKBHU3MTaX OJaHKa M Ha HK3EMIUIApPE, OCTAIOLIEMCsS B JieNe
001eo0pa3oBaTeNIbHON OPTaHU3AIH.
16.11. CtpykTypa perucTpallMOHHOTO HOMEpPA OTIPABIAEMOro (MCXOJSINEr0) JOKYMEHTa COCTOUT
U3 €ro MOpsAIKOBOr0 HOMEpPA U MHJEKCA Jiea 10 HOMEHKJIAType /1€ IKOJIBI.
16.12. OrmnpaBka JOKYMEHTOB IPOM3BOAMTCS IEHTPAIM30BAHHO PAOOTHUKAMH KaHIICISAPUN
IIKOJIbI, KOTOpPbIE MPOU3BOAAT HMX COPTUPOBKY MO CIOCOOY OTHpaBieHHs (IIPOCTasi, 3aKa3Has,
MEXyHapOaHas U Jp.).
16.13. IlucbMa, TenerpaMmbl, OTKPBITKH, OaHIEPOJIN U MTeYaTHbIC U3AAHUS OTIPABISIOTCS TOYTOM.
dakcorpamMmMsbl U Tesie()OHOTpaMMBbI IIEPEJA0TCs 110 KaHaiaM TeJle()OHHOM CBA3H.
16.14. DnexTpoHHBIE COOOIIEHHS OTHPABISAIOTCS C OQHUIMAIBLHOTO MOYTOBOTO 3JIEKTPOHHOTO
azpeca YupexaeHus.
16.15. [Tucema, TenmerpamMMbl, OTKPBITKH, OaHAEepOIH, (haKCOTPaMMBI, HJIEKTPOHHBIE COOOIICHHS, HE
CBsI3aHHbIE C paboueil e TeTbHOCThIO, K OTIIPaBKE HE MPUHUMAIOTCH.
16.16. JIokyMeHTBI, OTIIpaBiIsieMbIe CPEACTBAMH IIOYTOBON CBSI3U MPOXOJIAT:
e  YIAKOBKY;
e anpecoBaHue (IPU HAMPABICHUM JOKyMeHTa Oosiee 4eM B 4 ajapeca) — B COOTBETCTBHH C
yKa3zaTeJeM pacChUIKU, Ha KaX/10M 3K3eMILISIpe MHChbMa YKa3bIBAa€TCs TOJIBKO OJMH ajpecar.
e TIPOCTaBJICHUE CTOMMOCTH MOYTOBBIX YCIIYT;
e Iiepenady B I0YTOBOE OTAEJIECHUE CBSI3U.
16.17. Ilpu MOATOTOBKE W OTIPABKE HMHCEM HEOOXOTMMO YUUTHIBATh NPABUIIA, YCTAHOBIICHHBIC
MpHKa3oM MuUHHCTEPCTBA CBSA3M U MaccoBbiX kKoMMyHHKaluii P® ot 31 urons 2014 r. N 234 "O6
yrBepkaeHun [IpaBui oka3aHust yciIyr MOYTOBOU CBS3H'".
16.18. JlokyMeHTBI, OTHpaBisieMble CPEJICTBAMM ITOYTOBOM CBSI3U B OJMH aJpEC, BKIIAJBIBAIOTCS B
OJTMH KOHBEPT.

17. Pa3paboTKa u BeJleHHe HOMEHKJIATYPbI J1eJ1
17.1. JloxyMeHTaJbHBIH (QOHA YUpekAEeHUS — COBOKYIMHOCTh JOKYMEHTOB, OOpa3yrOIIHUXCS B
mpoLecce €ro AesTeNbHOCTH. JIOKyMEHTaJIbHbI (POHJ YUpeKIeHHs COCTABISIOT JOKYMEHTHI,
CO3JJaHHble B YUpEeXJCHUU U TIOJYUYCHHbIE €0 B PE3yJbTaT€ B3aUMOJCHCTBUS C OpraHaMu
roCcyJapCTBEHHOM BIIACTH, OPraHaMH MECTHOTO CAMOYIPABJICHUS, IOPUIUIECKUMHU U PU3MIESCKUMHU
JTUIAMH.
17.2. HowmeHkmarypa Jen SBJSICTCS OCHOBOW (OPMHUPOBAHUS JOKYMEHTAIBHOTO (OHJA
VYupexaeHus U TMPEACTaBIseT CcOO0OW  CHUCTEMATH3UPOBAHHBIM  IEpEYeHb  3aroJIOBKOB
(HauMeHOBaHMIA) JeJT, 3aBOIUMBIX B IIIKOJIC, ¢ YKa3aHUEM CPOKOB MX XpaHEHHs, U O(OPMIICHHBIN B
COOTBETCTBUU C MPABOBBIMU aKTaMM, PEKOMEHAAIUSMU U METOJUYECKHUMH YKa3aHUSIMH OPraHOB
Poccuiickoit @enepaiuy, ynoIHOMOUYEHHBIX B cepe rocylIapCTBEHHOIO YNpaBICHHUS apXUBHBIM
JIeTIOM, JIEJIONPOU3BOJICTBA U JJOKYMEHTO000POTA.
17.3. HomeHKIaTypa Jest COCTaBIISIETCS Ha OCHOBE U3YUSHHS MTOJIOKEHUH, MHCTPYKIIUN U TIPaBUIL, a
TAaK)K€ JIPYTUX JOKYMEHTOB, pPErJIaMEHTUPYIOUIUX JESATEIbHOCTh YUPEeXJCHUs, a TaKxkKe
HOMEHKJIATyp JieJ 3a MPEeIIECTBYIOUINE TOJAbl M JOKYMEHTOB, OOpa3yloOIIUXCS B AESITEIbHOCTU
Yupexaenus.
17.4. Homenkiatypa Jed WCIOIB3YETCS IS TPYNIUPOBKH HCIIOTHEHHBIX JOKYMEHTOB B Jela,
CUCTEMaTHU3alluu U y4eTa JIeJ, ONPEICIICHHUS] CPOKOB UX XPAHEHUS U MOUCKA JOKYMEHTOB, SIBIISIETCA
OCHOBOM JIJIsl COCTABJICHHS OIMCEH J1e71 TTOCTOSIHHOTO W BpeMeHHOro (cBbimie 10 yer) XpaHeHus, a
TaKKe JIs yueTa el BpeMeHHOro (10 10 JieT BKIIOYUTENbHO) XpaHEHHUS.
17.5. Homenkiatypa J1e71 BBOJUTCS B ICHCTBUE MMPUKA30M TI0 Y UPEKICHHIO.
17.6. HoMeHkIaTypa JieJ TOTOBUTCS B TPEX IK3EMILISAPAX:

e Ui MOMEIEHUSI B HOMEHKIIATypHOE JIEJIO M MIOCTOSTHHOTO XpaHEHHUS;

e IS UCTIOJIb30BaHUS B pabOTE OTAETIOM JEIONPOU3BOICTBA (KAHIICTSIPHUECH);




e JUI XPAHEHHUs B apXUBE Y UPEIKICHHUS.
17.7. 113 HOMeHKJIATypbl [Jell LIKOJIbI OTBETCTBEHHBIM JIMLIOM 32 BEJICHHME JEJIOINPOU3BOJCTBA
0(hOpMIISFOTCS BBIMMCKH 11 KQXKJIOTO U3 MOJIPA3/ICICHUI U OTJENIOB Y UpeKICHHS.

18. ®opMupoBaHue Aes U UX Tekyuiee xpanenue. [loAroroBka 10KyMeHTOB U /ieJ1 K Nepeaye
HA apXMBHOE XpaHEeHHe

18.1. ®opmupoBaHue eyl — IPYNINAPOBKA UCIOJHEHHBIX JOKYMEHTOB B JieJla B COOTBETCTBUU C
HOMEHKJIATYpOH Jies1 YUpexKAeHUs U CUCTEMaTU3alus JOKyMEHTOB BHYTPHU Jela.

18.2. lena co nmHS WX 3aBEACHUS JO IEpelayd B apXUB YUPEKJACHUS HIM HAa YHUYTOXKEHHUE
XPpaHATCS [0 MECTY UX (OPMUPOBAHUS.

18.3. Ilpuka3el 1O OCHOBHOW, aJMHUHUCTPATHBHO-XO3SMICTBEHHOH, Y4eOHO-BOCTIUTATEIHHON
NESITeIbHOCTH IIKOJIbI, TPYIIHUPYIOTCS OTACIBHO OT MPUKA30B M0 JMYHOMY COCTaBy paOOTHHUKOB U
10 JINYHOMY COCTaBY 00y4aroImuXxcs (y4aruxcs/BOCIUTaHHUKOB).

18.4. Ilepenucka rpynmnupyercss 3a HNEpUoJ KaJEHAAPHOIO Troja M CUCTEMaTH3UpyeTcs B
XPOHOJIOTUYECKOH MMOCIIEI0BATEILHOCTH.

18.5. [IpoBepka HaMUUSA U COCTOSIHUS JOKYMEHTOB U JIeJ1 IPOBOJUTCS IPU NEpEeMEILEHUH Jell, IIPU
BO3BpaTe JIeJ, IPHU PEOPraHU3alHU WU JIUKBUAAIUN Y UPEKIACHUS.

18.6. B apxuB YupexacHus (nanee - apXuB) NEepPeIaroTCs Jiea MOCTOSIHHOTO, BPEMEHHOTO (CBBIIIE
10 5eT) CpoOKOB XpaHEHHUS U 10 JIMYHOMY COCTaBY 4epe3 3 roja mociie rojaa, B KOTOpOM JOKYMEHTHI
ObUIN TIOMEILIEHBI B JI€JI0 Ha XpaHEHHE.

18.7. Jlmunble KapTOUYKK PaOOTHUKOB (POPMHUPYIOTCS B A€o0 1o andaButy paMummii.

18.8. PekBu3ut "cpok XxpaHeHMs Jena" MEpEeHOCUTCS Ha OOJIOXKKY Jeda U3 COOTBETCTBYHOILEH
HOMEHKJIATYpHI JIeJ TIOCJE CBEPKH €ro CO CPOKOM XpaHEHHs, YKa3aHHBIM B IIEpEYHE THUIOBBIX
JOKYMEHTOB WM B IEpeUHE JOKYMEHTOB, 00pa3yIOLINXCs B JAESITEIbHOCTH (eiepalibHOIO OpraHa,
C YKa3aHUEeM CPOKOB XpaHEHHUSI.

18.9. Ha nienax mocTostHHOTrO XpaHeHus nuuiercs: "XpaHUuTb MOCTOSTHHO".

19. 3ak/104HTe/IbHBIE 0JI0KEHHS

19.1. Hacrosimast THCTpyKIUS 11O IEIOTPOU3BOJICTBY SIBISETCS JIOKAJTbHBIM HOPMAaTHUBHBIM aKTOM
VYupexaenus, npuHumaercs Ha OOmem coOpaHuMM pabOTHUKOB U yTBEp)KIaeTcs (BBOAUTCS B
JeCTBHE) MPUKA30M IUPEKTOpa Y UpeKICHUS.

19.2. Bce u3MeHeHUs M JIONOJHEHUs, BHOCUMBbIE B HacTosyto MHCTpyKuuio, opopMIIsSIOTCS B
MMCbMEHHOW (hopMe B COOTBETCTBUU JICUCTBYIOIINM 3aKOHO1aTeNIbcTBOM Poccuiickoit denepanuu.
19.3. MHCTpyKIMs MO AETONPOU3BOICTBY B YUpPEXKIEHUN PUHUMACTCS Ha HEOIIPEIeJIEHHBIN CPOK.
W3menenusa u nonoiHeHus K MHCTpyKIMU NPUHUMAIOTCSA B MOPSIKE, IPEeyCMOTpeHHOM 11.19.1.
Hacrosuen Mactpykuuu.

19.4. Tlocne npuHsTHS WHCTpYKIMH (MM M3MEHEHWH W JIOTIOJHEHWHA OTIENBbHBIX MYHKTOB H
pa3zenoB) B HOBOW peJakiluy MpeIblylias pelakiiius aBTOMaTUYECKH YTPauuBaeT CUITY.



Ipunoowcenue Ne 1

IIpaBuia
0(p)OpMJICHUS] PEKBU3UTOB IOKYMEHTOB

1. /11 DOArOTOBKM JOKYMEHTOB IPUMEHSETCS TEKCTOBBIM pEAAaKTOp, OOECIeunBaAIOIINI
TpeGoBaHuUs TpapuUECKOro BOCIIPOU3BEICHHUS PEKBU3UTOB JOKYMEHTA.

2. Bugsl u pasMepsl ucnonb3yembix mpugTos: Times New Roman — 12, 13, 14; Calibri 14 u
IpUOIINKEHHBIE K HUM.

3. Ilpu moaroTroBke TEKCTOB B TabIMIax, s OOECIEYeHHUs Jy4lied YUTAeMOCTH [aHHBIX,
JomycKaeTcs mpuMeHeHue mpudro Buaa Arial, pazmepon 12,13.

4. Jlnana3oH HUCII0JIb3YyEMBIX MEXIyCTPOUHBIX HHTEPBAJIOB: OT OJUHAPHOTO /10 MOJIYTOPHOTO.

5. AG3anHblil OTCTYI TEKCTa AOKyMeHTa - 1,25 cm.

6. 3aroy0BKM pa3zesioB U MOAPA3/EJIOB [1€YaTatOTCs ¢ a03alHBIM OTCTYIIOM WJIM LEHTPUPYIOTCS 110
IIMPUHE TEKCTA.

7. MHOrOCTpOUHbIE PEKBH3UTHI I1€YATAIOTCS UYEpe3 OJMH MEKCTPOUHBIM HMHTEpBaJl, COCTABHbIE
YaCTH PEKBU3UTOB OTAEIAIOTCS JONOIHUTEIbHBIM HHTEPBAJIOM.

8. Ecnu 1OKyMEHT TOTOBUTCS JJISl M3/1aHUS C YMEHBIIEHHEM MacluTaba, TEKCT Ne4aTaeTcsl yepes
JIBa HHTEpBaa.

9. UnTtepBan Mexay OyKBaMH B CIIOBaX - OOBIYHBIA. IHTEpBal MEXIy CIIOBaMH - OAUH IPOOE.

10. TekcT 1OKyMEHTa BBIPaBHUBAETCS MO HIMPUHE JKCTa (110 IPaHUIAM JIEBOI'O U MPaBOro Moje
JIOKYMEHTA).

11. JInuHa caMoii AJTMHHOM CTPOKM PEKBHU3MTA IPH YIIIOBOM PACIOIOKEHUU PEKBU3UTOB He Ooiee
7,5 cMm.

12. lnuHa camMOl JUIMHHOW CTPOKM PEKBHU3MTA MPH MPOAOJIBHOM PACHONO0KEHUU PEKBU3UTOB HE
Oonee 12 cm.

13. Koa ¢hopmbl foKyMeHTa

Kox dhopmbr 1okymMeHTa mpocTaBisieTcsi Ha YHU(DUIIUPOBAHHBIX (OpPMax JOKYMEHTOB B OCHOBHOM
UCMOJb3yEeMBIX B KaJpOBOM TOKYMEHTOOOOpoTe MIKOJbl. Pacmomaraercss koa (GopMmbl B MpPaBoM
BEPXHEM YNy paboyero mois JOKYMEHTa, COCTOUT U3 ciioB "®opma mno" (HauMeHOBaHUE
Kkiaccupukaropa) u 1u(poBoro Koja.

IIpumep - @opma no OKY]] 0301001.

14. HanmeHoBauue YupexaeHus

HaumenoBanune VYupexaeHuss AOKHO COOTBETCTBOBATh HAWMEHOBAHMIO IOPUIUMYECKOTO JIMIIA,
3aKpEIUICHHOMY B  €ro  y4YpeIuTeNbHBIX JOKyMeHTax (YcrtaBe oO0mieo0pa3oBaTeabHOM
opranmzanuu). [log HanMeHOBaHMEM VYUpekKIEHUS B CKOOKAaX YKa3bIBAETCS COKpAIICHHOE
HaWMEHOBaHHE Y UPEKICHUS.

15. CnpaBoyHble IaHHbIe 00 YUpeKAeHUH

CnpaBouHble aHHbIe 00 YUpekIeHWH BKJIIOUYAIOT B ceOs: MOYTOBBIA aapec, HOMepa TeiedoHa,
azipec AMEKTpOHHOW mouThl, Koj mkoiasl o OKIIO (mpocraBnsercss mo OOmepoccuiickomy
KJIacCU(PUKATOPY MPEANPHUATHN W OpraHu3aIiii), OCHOBHON TOCY/IapCTBEHHBIH PETHCTPAIIMOHHBII
Homep (OI'PH), naentudukanmoHHblii HOMEP HATOTOIIATENBIINKA/KO MPUIHHBI TTIOCTAHOBKU Ha
Hanorosbiit yuer (MHH/KIIIT).

16. HaumeHoBaHMe BUIa JOKYMEHTA

PexBu3uT ucnonb3yercs JUis yKa3aHHs BUJa JOKYMEHTa M pacloyaraercs MoJ PEeKBU3UTOM
«HaMEHOBaHHWE O00IIe00pa3oBaTenbHONW OpraHu3anuu». HanMeHoBaHWE BHUAA [OKyMEHTa HE
YKa3bIBaeTCs B MUCbMaXx.

17. Hdara pokymeHta. JlaToil JOKyMeHTa SIBIsieTCA JlaTa €ro NOANUCaHus (MpUKa3, MHUCHMO,
3anMcKa, akT U Jp.), YTBEpPKIEHUS (MHCTPYKLUS, MTOJ0XKEHHE, PaBUjla, PErJIaMeHT, IJ1aH, OTYeT U
p.), COOBITHS, 3a(pUKCUPOBAHHOTO B IOKyMEHTE (IIPOTOKOJI).




Jlata TOKyMeHTa MPOCTaBISAETCS JOKHOCTHBIM JIMIIOM, MOANKCHIBAIONINM WM yTBEPKAAIOIIUM
JOKYMEHT, WU IpU PErUCTpaly JOKYMEHTa, MM HENOCPEICTBEHHO COCTABUTENIEM IIpU
MOJITOTOBKE JJOKYMEHTA (CiIykeOHasl 3alrcKa, 3asBJICHUE U IP.).

JIOKyMEHTBI, U37]aBa€Mbleé COBMECTHO C JIPYTMMHU OpPraHU3alMsIMU JAOJKHBI UMETh OJHY (EIUHYIO)
1ary.

Jlary nokymenTta opopmistoT apaObckumu nudpamMy B HOCIEI0BATEIbHOCTH:

e JIeHb Mecdlla, MecAl, roia. JleHp Mecana U Mecsall OQOPMIISIOT ABYMs MapamMu apaOCKHUX
uudp, pazgelieHHbIMH TOYKOH; TroJ - 4eThlppbMs apaOCKuMH LuppaMu, HalpUMep:
01.12.2017r.

e TIpuU CiIOBeCHO-LIU(pOBOM crocobe opopMIIeHHUs AaThl J€Hb MeECsla yKa3bIBaeTcs Hapoi
apabckux 1udp, ro YeTbIpbMs apabckumu udpamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucrpaiinoHHbli HOMEp JOKYMEHTA

PerucrpannoHHelii HOMEp JOKYMEHTa MPOCTABISETCS B COOTBETCTBUU C CUCTEMOMN PETUCTpAIIHH,
IPUHATON B YUpPEXKICHUM.

PerucrpannoHHblii HOMEp MPUCBAUBACTCS JOKYMEHTY IMOCTIE €r0 MOAMUCAaHuUs (YTBEPKICHHUS).
Ccplika Ha perucTpallMOHHbIN HOMEp U AaTy JOKYMEHTa

Ccpulka Ha UCXOJALINM HOMEp U JaTy JOKYMEHTa aJ[pecaHTa BKIIOYAaeT B ce0sl perucTpaliOHHBbIHN
HOMED U JaTy JOKYMEHTa, Ha KOTOPbIi JOKEH OBbITh JaH OTBET.

19. Mecto cocrapiieHus (M3JaHMs ) JOKYMEHTA

MecTto cocTaBieHMs UM U3/1aHUs TOKYMEHTa - "TopoJ ..." - yKa3bIBaeTcsl Ha OJIaHKax MPOTOKOJIOB
Y aKTOB, COCTABIISIEMBIX B YUPEKICHUU.

20. Anpecar

B pexBusute "Anpecat" ncnoip3yroTcs o(uIHaNbHbIe HAMMEHOBAHUSI OPTaHOB TOCYJAapCTBEHHOM
U UCIHOJHMUTENBbHOM BJIACTH, OpPraHOB MECTHOI'O caMOyIpaBlieHUus, opraHuzanuid. [lomyckaercs
WCITIOJIH30BaTh OPHUIMATIHHO MIPUHATHIE COKPAIICHHbIE HANMEHOBAHUSI OPTaHOB TOCYAPCTBEHHON U
UCTIOJHUTEJIbHOM BJIACTH, OPraHOB MECTHOTO CaMOYTIPaBJIEHUs, OpraHU3alni.

[Ipn agpecoBaHMM JOKYMEHTa IOJKHOCTHOMY M YacTHOMY JIMIY WHHULIMAIBl CTaBSTCS IOCTE
bamunnm.

IIpumep - Pykoeooumenio OO0 «Cmpoumenv»
Damunua U.0.

PexBusut "anpecar" mpocTaBisieTcs B BEpXHEH NpaBOM 4acTu JOKyMEHTa (Ha OJaHKE ¢ yIiOBBIM
pacroyio)keHUeM PpPEKBU3MTOB) WJIM CIpaBa MOJA pPEKBU3UTaMU OnaHka (IIpU MPOJIOJIEHOM
pacrnooKeHuu peKBU3UTOB OnaHka). CTpOKM pekBU3WTa "ajgpecar” BBIPABHUBAIOTCS IO JIEBOMY
Kparo WM LEHTPYIOTCS OTHOCUTENIBHO CAMOM IJTMHHON CTPOKHU.

IIpu ampecoBaHuM [OOKyMEeHTa Oe€3 yKa3aHUs [OJDKHOCTHOTO JIMI[Aa HAaUMEHOBAaHMsS aJpecaToB
MULIYTCS B UMEHUTEIBHOM aJeXKe, HallpUMeEp:

Opeanvr cmamucmuxu 2opooa Mockewl

[Ipu anmpecoBaHMM OKYMEHTa PYKOBOJMTENIO OPraHU3allM HAMMEHOBAHUE JOJDKHOCTH
YKa3bIBAETCS B IATCILHOM TaJIeXke, HalpuMmep:

T'enepanvromy oupexmopy OOO «H30anuey

Damunus U.0.

[TouToBBIi ampec He YyKa3blBaeTCsA B JIOKYMEHTAaX, HAMpaBISIeMbIX B BBICIIHE OpPTaHbI
TOCYJapCTBEHHOH BJIaCTH, eliepaibHbIe OPraHbl UCTIOJHUTEIBHOM BIACTH M UX TEPPUTOPUAITEHBIC
OpraHbl, OpraHbl TOCYAAPCTBECHHON U UCTIOJIHUTEILHON BIIACTH, IOCTOSI HHBIM KOPPECIIOHICHTAM.
[Tpu agpecoBaHnM MUChMA B OPTaHU3AIMIO YKA3bIBAIOT €€ HAMMECHOBAHHE, 3aT€M MTOYTOBBIN apec,
HaTpumep:



Tocyoapcmeennoe  yupescoenue  Bcepoccutickuii  HAyuHO-UCCIe008aMENbCKULL  UHCMUMYM
O00KYMEHMOBeOeHUs U APXUBHO20 Oelld
Ipogpcorosnas ya., 0.82, Mockea, 117393

[Ipu agpecoBaHuM JOKyMEHTa (PU3MUECKOMY JIMIly YKa3blBalOT (aMWIMI0O W WHHUIHAIBI
I10JIy4aTelisl, 3aTeM IIOYTOBBIN aApec, HAIPUMED:

Ilemposy U.11.
IIpouszsoocmeennas yn., 0.5, k8.12,
2. Mockea, 119633

PexBu3ut "Anpecat" He NODKEH coaepkarh Oonee derbipex amapecartoB. Cioo "Komusa" mepen
BTOPBIM, TPETHUM, UETBEPTHIM ajJpecaTaMu He ykasbiBaercs. [lpu uucne ampecatoB Oosee 4-x
COCTaBJISIETCSI CIIUCOK PACCHUIKH TOKYMEHTA.

Ecam gokyMeHT OTHpaBiseTcs B HECKOJIbKO OJHOPOAHBIX OpraHu3alMil WM B HECKOJBKO
CTPYKTYPHBIX TOJIpa3AesieHUuil OpraHa UCIIOJHUTEIBHOM BIIACTH, TO OHU YKa3bIBAIOTCS 000OIIEHHO.
[Ipumep:

Pyxosooumensam yupesxcoenuit CO

20. 'pud yTBEp*k)ACHUS JOKYMEHTA

I'pud yTBepkAeHUS NPOCTABIAETCS B MPABOM BEpPXHEM YIily JoKyMeHTa. CTpOKM pPEKBHU3UTA
BBIPAaBHUBAIOTCS 110 JIEBOMY Kpal WM LIEHTPUPYIOTCS OTHOCUTEJIBHO CaMOM JIMHHON CTPOKH.
JIOKyMEHT  yTBEpKJIaeTcs  JO/DKHOCTHBIM  JIMIOM  (JOJDKHOCTHBIMH  JIMIIAMH) WM
pacnopsAUTEIbHBIM JOKYMEHTOM (IIOCTAaHOBJIEHHEM, PEILIEHUEM, TPUKA30M, PACIIOPSKEHUEM ).
[Ipu yTBEepKIeHHM JTOKYMEHTa JOJDKHOCTHBIM JIMIIOM TpU( YTBEPXKAECHUS JOJKEH COCTOATh U3
cioBa YTBEPXJIAIO (0e3 kaBblueKk), HAaUMEHOBAaHUS JOJDKHOCTH JIMIA, YTBEP)KIAIOIIETO
JOKYMEHT, €ro MOJIICH, HHULUAJIOB, (DaMUIIMU U JaThl YTBEPKICHHS.

[Tpumep:

VYTBEPXJIAIO
Hupexmop MOY COLL Ne2 c.n. Amadsicykuno
H.0. amunua

21. Jlata

[Tpu yTBEpKICHUY TOKYMEHTa HECKOIBKHMU JTOJDKHOCTHBIMU JIMIIAMHU MX MOJIIHCH PaCIIoNararoTcs
Ha OJIHOM YPOBHE.

[Tpu yTBepkIeHUM JOKYMEHTa PaclopsIUTEIbHBIM JOKYMEHTOM TpH(] YTBEpPKICHUS COCTOHMT U3
cioB YTBEPX/EH (YTBEPXJIEHO, YTBEPXIEHbI, YTBEPXJIEHA), cormacoBaHnHOrO €
HaMMEHOBAaHHMEM BHJA YTBEP)KIAeMOro JOKyMEHTa, HAaWMEHOBAaHWS BHUJAA JOKyMEHTa B
TBOPHUTEIBHOM TaJIe)Ke, €0 JaThl, HOMEPA.

[Tpumep:

VTBEPX/IEHO
npuxazom MOY COLL Ne2 c.n. Amaoicykuno
om 01.03.2020 Ne 57
22. 3aroj0BOK K TEKCTY
3aroJoBOK K TEKCTy - KpaTKoe COJEp:KaHuWe JAOKYMEHTAa. 3arojloBOK K TEKCTy IpHuKasa
dopmymnupyercs ¢ npemiiorom "O" ("O06") u oTBedaeT Ha Borpoc "o yem?"):
e mpuka3 (0 yeM?) 0 CO3/ITaHUHU KOMHUCCHH;
e mpuka3 (0 yeM?) 00 yTBEp)KJICHUHU IITATHOTO PACIIHCAHUS;




e TUCHMO (0 YeM?) O TIpeOCTaBICHIH HH()OPMAIIHH.
3aroJ0BOK K TEKCTY 0(OpMIISIECTCS 1101 PEKBU3UTAMHU OJIaHKa CJIEBa, OT TPAHMIIBI JICBOTO TIOJISL.
HaumenoBanue (3arojioBok) MO0 aHHOTALMS JOKYMEHTA COCTaBIISIETCS aBTOPOM TMPOEKTa
JTOKYMECHTA.
3aroJioBOK K TEKCTY MOXKET HE COCTaBIISTHCS, €CITM 00bEM JJOKYMEHTA HE MPEBBIMALT 4-5 CTPOK.

23. Tekct noKyMeHTa
JIokyMeHTBI YUpexJeHUsI COCTABJISIOTCA Ha TocyJlapCcTBEHHOM si3bike Poccuiickoit denepannu -
PYCCKOM.
TekcT ToKyMeHTa MOKET COAep aTh pa3lelbl, MOAPA3NEibl, MMYHKThI, TOIMYHKTbI, HyMEpyeMble
apabckuMu g pamu.
B mpukazax TeKCT TOKyMEHTa U3JIaraioT OT MEePBOTro JIMIA €IMHCTBEHHOTO YUCIIa («IIPUKA3BIBAIO)
B nmoxymeHTax KOJUIETHAJIBHBIX M COBEIIATEIBHBIX OpraHax OT TPEThEro JIWIA €IUHCTBEHHOTO
yucna: («coOpaHue... peuuioy)
Texkcr mnpoTOKONA W3JIAraeTcsi OT TPETHEro JIMI[Aa MHOXECTBEHHOTO YHcia («CIyIIamny,
«BBICTYIUIINY, «IIOCTAHOBUITNY, «PEIIUIIN),
B coBMmecTHBIX JOKyMEHTaxX TEKCT H3JaratoT OT IME€pPBOr0 JIMIAa MHOXECTBEHHOTO YHCIIA:
(«TIpHUKa3bIBAEMY, «PEIIUIINY).
B nenoBbIx (ciTy:keOHBIX) MUCbMAaX MCIIONB3YIOTCS (hOPMBI U3TI0KEHUS:

e OT MEPBOrO JIMIAa MHOXECTBEHHOTO YHcia («IIPOCHM HAIpPaBHUTH», MPEJICTaBIseM Ha

PacCMOTpPEHHEY);

e OT TpeThero juia eauHcTBeHHOro umcia («Aamuuuctpanus OY Illkoma Ne 1238 He
BO3paXKaeT»);

e OT IEPBOTO JIMIIA CAWHCTBEHHOTO 4YHclaa («CUUTAK HEOOXOAMMBIMY, «IIpeajiararo
PacCMOTPETHY).

[Tpu ynotpebneHuu B TekcTe (haMuIuil TUI] MTHUIMABI YKA3bIBAIOTCS TIOCTe (aMIIIUU.
B nenoBbIX (CayKEOHBIX) NUChbMAaX MOT'YT HCIIOIb30BATHCS:
e BCTyNUTEIbHOE OOpaleHue:
Yeaowcaemwviti Huxonati Ilemposuu!
Veaowcaemas Onvea Huxonaesna!

B oOpamenun 1o AODKHOCTH HaWMEHOBAHHME MOJKHOCTH THIIETCS C MPOMHCHONM OYKBBI, B
oOpareHuy 1o (haMUITMY HHALIAAJBI JIMIA HE YKA3bIBAFOTCS.

e 3aKIIIOUWTENbHAS STUKETHAs ¢pasa:
C ysaoicenuenm, ...

CrpaHu1bl TOKYMEHTa HyMEpYIOTCs, HaulHas CO BTOPOrO JIMCTA JOKYMEHTa apabckumu nudpamu
IIOCEPEMHE BEPXHETO IMOJIA.

Tekcr nokymMeHTa OTHENSETCS OT 3aroJiOBKa ABYMS WIM TPEMsI MEKIYCTPOYHBIMM HHTEPBAIAMH
HCIIOJIb3YEMBIMU B TEKCTE.

24. OTMeTKA 0 IPUIOKEHUU

OTMeTKa O MPWIOKCHHH HCIOIB3YeTCsl TMPH OPOPMIICHHHM THCEM W TNPHIOKCHHH K ITUTaHAM,
MporpaMMam, OT4eTaMm, MOJIOKEHUSIM, TIPABUIIaM, HHCTPYKIIHSM H IPYTUM

JIOKyMEHTaM.

B muceMax oTMeTKa 0 MpHIIOKeHUH 0(OpMIISIETCs TIOJI TEKCTOM MHChbMa Ha paccTosHuu 1,25 cM oT
IPaHUIIBI JIEBOTO IO, Eciau mpuiioskeHrne Ha3BaHO B TEKCTE IUChMa, B OTMETKE O MPHIIOKECHUHU
YKa3bIBAETCS KOJIMYECTBO JIMCTOB M KOJIIMYECTBO IK3EMILISIPOB MPHIIOKEHUS, HAIIPUMED:

Ipunoxcenue: na 3 1. 1 k3.



[Ipy HamUuMKM HECKOJNBKUX MPUIIOKEHHUM, B OTMETKE O MPHIOKEHUHM OHH HYMEPYIOTCH,
YKa3bIBAIOTCSI HAUMEHOBAHUSA KAXKIOrO IPUIIOKEHHUs, KOJHUYECTBO JIMCTOB U  KOJUYECTBO
3K3EMIUISIPOB, HAIIPUMEP:

Ipunoscenue:
1. Inan-epagpux ... na 3 1. 6 2 9K3.
2. Cnpasra o noomsepaicoenuu pakma ooyuenus... va 1 1. 6 1 k3.

Ecnu nmpumnoxenus: cOpOIIOPOBaHbI, TO KOJUYECTBO JIUCTOB HE yKa3biBaeTcs. Eciau mpuioxeHnue
HAIpPaBJSIOT HE BO BCE YKa3aHHbBIC B JJOKYMEHTE aapeca, TO OTMETKY O €ro HaIuYud 0(OPMIISIOT
CIIeyIOIUM 00pa3oM, HalpuMep:

Ipunoowcenue: na 3 1. 6 1 2x3. monvbKo 8 nepawiii aopec.

Ha npunoxxeHusix K npaBuiaam, HHCTPYKLHMSM, MOJIOKEHUSAM, IUIAHaM, IporpaMmam, J10roBopaM u
APYTUM JIOKyMEHTaM OTMETKa O IMPHJIOKEHUM IMPOCTABISETCS HA IEPBOM JIHMCTE NPUIIOKEHUS B
IIpaBOM BEPXHEM YTIIy.

Ecnu npunoxeHue ogHO, OHO HE HyMepyeTcs. Eciii mpuiioKeHUil HEeCKOJIBKO, OHU HYMEPYIOTCS
(npunoxkenue 1, mprtoxeHue 2).

B Tekcre moxkymMeHTa pH NIEPBOM YIIOMUHAHHWH JOKYMEHTA-TIPUIIOKEHUSI B CKOOKaX yKa3bIBaeTCs:
... (mpunoxxeHue) win ... (MpuiokeHue 1); mepea HOMEPOM IMPHIOKEHHS JIOIMYCKAeTCs CTaBHUTh
3HaK HOMepa: ... (mpuioxkerue N 2);

B oTmeTke 0 MpUIIOKEHUU yKa3bIBaeTCsl HAMMEHOBAHWE BUJa OCHOBHOTO JIOKYMEHTa, €ro jJara u
HOMeEp, HarpuMep:

Ipunoxcenue N° 2 k npuxaszy MBOY Ilkona Ne 1238 om 08.06.2017 Ne 67 "

Ecnu mpunokeHneM K JOKYMEHTY (HampuMep, K IpuKa3y) SBJISETCS YTBEP)KIaeMbI TOKYMEHT,
(mosio>xeHue, MpaBuiIa, UHCTPYKLUSA, PErJaMeHT M JIp.) B BEPXHEM INPaBOM YIUIy NMPOCTaBIISAETCS
OTMETKA O MPUJIOKEHUH, HUKE — TPUP YTBEPKICHUS, HATPUMED:

Ilpunosxcenue

VTBEP)KJ/IEHO

npuxazom MOY COIII Ne2 c.n. Amaoicykuno
om 01.03.2020 Ne 57

Bun u pasmep mpudra pexBuszura "OTMeTKa 0 MPUIOKEHUU" JOJKEH COOTBETCTBOBATH BUIY U
pa3Mepy mpudTa TeKCTa JT0KyMEHTA.

25. I'pud cormacoBaHusl JOKYMEHTA

I'pud cormacoBanusi JOKyMEHTa UCTIOIB3YETCS TPU COTJIACOBAHUM JIOKYMEHTA C OpraHaMu BIIACTH,
OpraHu3anusIMu WK JIOJDKHOCTHBIMU Jmmmamu. OH cocrout u3 cioBa “COI'JTACOBAHO”,
JOJKHOCTH JIUIAa, KOTOPBIM COIJIACOBAH JIOKYMEHT (BKJIIOYash HAaWMEHOBAHHE OpTaHM3AIINH),
JUYHOW MOJMUCH, pacin(pOBKHU MOAMUCH (MHUIIMATIOB, ()aMUJIMH) U IaThI COTJIACOBAHMS.

[Tpumep:

COI'JTACOBAHO

Jupexmop MOY COLL No2 c.n. Amasicykuno
DOUO

01.12.2017



I'pud cornacoBanusi B 3aBUCUMOCTH OT BUJIA JOKYMEHTa U 0COOEHHOCTEH ero ohopMIeHUs MOKET
IPOCTABISATHCS:

e HA MEPBOM JIUCTE JAOKYMEHTa (€CiIM TOKYMEHT MMEET THUTYJbHBIN JIUCT, - Ha TUTYJIHLHOM
JMCTE) B JIECBOM BEPXHEM YIJIy Ha ypOBHE Ipuda yTBEp)KACHUS WIH 0] HaUMEHOBAaHUEM
JIOKyMEHTa OJIMKE K HIPKHEMY TI0JIIO);

e Ha MOCJEIHEM JIHCTE JOKYMEHTA MO/ TEKCTOM;

e HA JIUCTE COTJIACOBAHMUS, SBJIAIOIIEMCS HEOTHEMIIEMOM YaCThIO JOKYMEHTA.

BHemHee corimacoBaHHe TakKe MOXET OBITh OCYIIECTBICHO IPYTMM JOKYMEHTOM - ITHCHMOM,
MIPOTOKOJIOM, IIPHUKA30M.

IIpumep:

COI'JTACOBAHO npuxazom JJO2M om 01.07.2017 Ne 01-01/54

26. Buza

CornacoBaHue MpoeKTa JOKyMeHTa 0(hopmIIseTcs: BU3OH.

Buza mpoctaBnsieTcss cOOCTBEHHOPYYHO JIMIIOM, BH3HPYIOIIUM JIOKYMEHT, W BKIIOYaeT B ceOs
HAaUMEHOBAHME JOJDKHOCTH BH3UPYIOUIETO0, €ro JHMYHYIO MOAMNHUCH, pPACIIU(POBKY MOANUCU
(MHUIMATBL, (PAMUITUIO) U JIATYy.

ITpumep:

3amecmumens oupexmopa
U.0. Damunus
03.04.2020

JlonyckaeTcs OIMCTHOE BUBUPOBAHUE JOKYMEHTA U €r0 IIPUIIOKEHUH.

IIpy Hamuuum 3aMedaHuii, JONOJHEHMM K TPOEKTy JOKyMEHTa BM3a JIOMNOJHAETCA
COOTBETCTBYIOIIUM YKa3aHUEM.

Jlnst noKyMeHTa, NOJJIMHHHUK KOTOPOrO OTIPABISAIOT W3 WIKOJBI, BHU3bl IIPOCTABIIAKOTCS HA
JK3EMILIApaX JOKYMEHTOB, [IOMEIIAEMBIX B JEIIO.

Jlnst nokymeHTa, MOJJIMHHUK KOTOPOr0 OCTAeTCsl B IKOJIE, BU3bI COTJIACOBAHUS IIPOCTABIIAIOTCS HA
000poTe MOCJIEAHEr0 JIMCTa MOAJMHHUKA JOKYMEHTa WM Ha TOCIEJHEM JIUCTE JOKYMEHTa IOJ
MOAIUCHIO.

27. Hoanuce
[Toamuch BKIIOYAET: HAWUMEHOBAaHUE JOJDKHOCTH JIMIA, TMOAMKMCABIIErO JOKYMEHT, €ro

COOCTBEHHOPYUYHYIO MOJNHUCH; paCIIM(PPOBKY NOJNUCH (MHULUABI, (pamMuIIus):
IIpumep:

Jupexmop nuunas noonuce U.0.@amunus

Ecnmu  nokymenT odopmiieH He Ha OnaHKe, B HaMMEHOBAHHWE JOJDKHOCTH BKIIIOYAETCS
HauMEHOBaHME YdupexaeHus (IoJHOe HaszBaHMe YupexnaeHus). Jlomyckaercs B pPEKBU3UTE
"[loanuck TOMKHOCTHOTO JIMLA" LIEHTPUPOBATh HAUMEHOBAHUE JOJKHOCTH JIMLA, TOANUCABLIETO
JIOKYMEHT, OTHOCUTEJIBHO CaMOM JUTMHHOW CTPOKH.

IIpn moamucaHuu NOKYMEHTa HECKOJIBKMMH JOKHOCTHBIMU JIMLIAMH Pa3HBIX JOJDKHOCTEM HX
ITOATMCH PACTOJIAraroT OJHY IOJ APYTOW B IOCIENOBATEIbHOCTH, COOTBETCTBYIOIEH HEpPAPXHUU
3aHUMAEMOM TOJKHOCTH.

[Tpumep:

Jlupexmop nuunas noonucoe 1.0.D.
3amecmumens oupexmopa auynas noonucey 1.0.D.



IIpy mnoanucaHuM JOKYMEHTa HECKOJBKMMM JIMIAMHU PpaBHBIX JOJDKHOCTEH MX MOANNUCU
pacroyiaratoT Ha 0IHOM ypOBHE.

B nokxyMmeHTax, COCTaBIEHHBIX KOMUCCHEH, YKa3bIBAETCSI CTATYC JIUIA B COCTABE KOMHCCHUU:
IIPOCTABJICHUEM KOCOM 4epThl Iepes; HAaUMEHOBAaHHEM JOJDKHOCTH (J00aBIATh Kakue- JHO0
IIPUCTABKHU).

Eciu nupexkTop WiaM MHOE YNOJHOMOYEHHOE Ha IOANMCAHHWE [OKYMEHTa JIMIO0 BPEMEHHO
OTCYTCTBYeT (OTHYyCK, OO0JIe3Hb, KOMaHIUPOBKA) WJIM JOJDKHOCTh BaKaHTHA, TO JOKYMEHT
MOAINKCHIBAET  COTPYJIHHUK,  YIOJIHOMOYEHHBIM HA  MOANMCAHHE B  COOTBETCTBUM  C
pacnopsIAUTENbHBIM JOKYMEHTOM WJIM HAJCJICHHBI IMOJHOMOYUSIMH, YCTAHOBJICHHBIMU MPUKA30M
LIKOJIBI MUJIU YUPEIUTENS), C YKA3aHUEM CBOEH JOJKHOCTHU U IIOJTHOMOYHS, HallpUMED:

3amecmumens oupekmopa noonucey U.0. Damunus

WITH:

Ucnonnarowuti obszannocmu oupekmopa noonucsy U.0. Pamunus
WK

u.o. oupexkmopa noonucv U.0. Damunus

PexBuzut "lloanmucek JOMKHOCTHOTO JMIA" MOXET OBITH OQOPMIICH COOCTBEHHOPYYHO aBTOPOM
JOKyMEHTa (Hampumep, NpU HANHCAHUM CIYKEOHON 3amucKku 0e3 MPUMEHEHHS TEeXHHUYECKHX
CpencTB) MO0 0POPMIICH C UCTIOIH30BAHUEM TEXHUYECCKHUX CPEJICTB.

B cnyuae odopminenus pexBuszuta "llogmuch MODKHOCTHOTO Jnna" ¢ HCHOJIB30BaHUEM
TEXHUYECKHX CPEJICTB BUJA U pasMep mpu@Ta yKa3aHHOTO PEKBH3UTAa HE MOXKET OTIMYATHCS OT
BUJIA M pa3Mepa MpuQTa OCHOBHOTO TEKCTA JOKYMEHTA.

PexBusur "llogmuch nOMKHOCTHOTrO Jsuna" OTAENSETCS OT TEeKCTa TPeMs WM  YeThIpbMs
OJIMHAPHBIMU MEX1YCTPOUYHBIMU UHTEPBAJIAMU.

28. [leuatp

[leyatp sBAsieTcss cocoOOM MOATBEPXKACHUS MOUIMHHOCTH MOANUCH JOKHOCTHOIO JIMIA Ha
nokymeHte. [leyatb cTaBUTCS Ha JOKYMEHTaxX B CIy4asx, MPEelyCMOTPEHHBIX 3aKOHOAATEIbHBIMU
WJIA UHBIMH HOPMAaTHBHBIMH MTPABOBBIMU aKTaMH.

[ledats cTaBUTCS Ha CBOOOJHOM OT TEKCTAa MECTe, MPU 3TOM OTTHCK I€YaTH HE 3aXBaThIBAET
JUYHON MOJAMUCH JOHKHOCTHOTO JIMIA MOJIHMCABUIETO JOKYMEHT, WM B MecTe, 0003HAaYEeHHOM
«MII» («Mecto meuatn).

B nokymeHTax, mMOAroTOBIEHHBIX Ha OCHOBE YHHU(PHUIIMPOBAHHBIX (POpPM, IIeUaTh CTABUTCS B MECTE,
o0o03HaueHHOM oTMeTKO# "MII" unu uHeIM 00pazom.

29. OTMeTka 06 UCTIOIHUTENE

OtMmeTka 00 wcToHUTENE (aBTOPE) MOKYMEHTa MPOCTaBisieTcs Ha muchMax YO B JIEBOM HUMKHEM
yriy JIHMIEBOW CTOPOHBI TMOCIETHEr0 JIMCTa JTOKYMEHTa OT TPAHUIBl JIEBOTO MO WIH, TpU
OTCYTCTBHH MECTa, - Ha 000OPOTHOW CTOPOHE BHU3Y CJICBA.

OtmeTka BKJIIOYAeT (aMUIHIO, UMS, OTYECTBO HCIIOJHHUTENSI U HOMEp ero tenedoHa, a TakkKe
OTMETKa 00 WCIIOJHHTEJIC MOXKET JIOMOJHATHCS HAWNMEHOBAHUEM JOJDKHOCTH M AJICKTPOHHBIM
aIPECOM HCIIOJTHUTEISL.

[Tpumep:

Hsanoe Uean Hsanosuu, cneyuanucm no oxpave mpyoa
(888) 888-88-88, Ivanov@mail.ru

30. Ormerka o 3aBepeHUM KomuH. JIis MOATBEpKIEHHUS COOTBETCTBHS KONHUH (BBIMUCKU U3
JOKYMEHTA) MOJJMHHUKY JOKYMEHTa Ha MOCJEIHEM JIMCTE KOMHUU (BBIMUCKU M3 JTOKYMEHTA) MOJ
pexBuzutoM "[loamuce" oopmisiercss pekBU3UT «OTMETKA O 3aBEPEHUU KON,




OTMeTka O 3aBEpeHUM KONUU BKIIOYAET: CJIOBO «BepHO», HanMeHOBaHUE IOJKHOCTH JIMLIA,
3aBEpUBIIETO KOMUIO, COOCTBEHHOPYYHYIO TMOAMHUCH, paciiudpoBKy MOANUCH (MHUIHAIIBI,
(bamunuio), 1aTy 3aBepeHHst KOMH JOKYMEHTA.

PexkBuszur «OTMeTka O 3aBEpeHHHM KONUU» MOXET ObITh odopMIeHa OT pPyKH WIH C
HCII0JIb30BAHNEM IITAMIIA.

JlomyckaeTcst 3aBepsITh KaXK bl TUCT MHOTOCTPaHUYHON KOIIMH JIOKYMEHTA.

31. OTMeTKa 0 NOCTYINICHUH JTOKYMEHTA

OTMeTKa O TOCTYIUIGHWH JTOKYMEHTa COJACPKHUT BXOMSIIUNA PErHCTPAIIMOHHBIA HOMEp W AaTy
MOCTYIUICHUsT JOKyMeHTa. JlomyckaeTcs yka3aHHE YacOB M MHHYT IOCTYIUICHHS JOKYMEHTa C
3aBepEHUEM TOITUCSIMU 3aUHTCPECOBAHHBIX JIUII.

OTMeTKa 0 IOCTYIUICHUH JJOKYMEHTa MOXKET MPOCTABJIATHCS ¢ UCIIOJIb30BAHUEM IITAMITA.

32. Pe3omronus
Pe3omronust coepUT yKazaHHe 1O UCTIOMHCHHIO JokyMeHTa. OHa odopmiisercs Ha cBOOOIHOM

MecTe paboyero moJist J0KyMEHTa.

Pe3omtonus BritouaeT B ceOs: pamMUINIO, MHUIUAIIBI UCTIOIHUTENS (UCIIOIHUTENEH ), TOpyYEHHUe 10
JOKYMEHTY, OJIHICh aBTOpa PE30JIIOLUH U AaTy 0(OPMIICHHS PE3OIIIOLIH.

Pe3osmronus, Mo yCMOTPEHHIO JIMLA, JAIOLIETO MOPYYEHHUE, MOKET BKIIIOYATh B €e0s TaKKe CPOK
UCTIOJIHEHUS IOKYMEHTA.
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