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1. Ob6mue nonomeHus

I.1. Hactosimas MHCTpyKums no ae/ionpon3BoACTBY B HIKOJIe pa3paboTaHa B COOTBETCTBUM ¢ ®enepanbHeIM
3akoHOM oT 29.12.2012 Ne 273-@3 "O6 o6pasosanun B Poccuiickoii ®enepaunu ¢ uameHeHusmu Ha 16 anpens 2022
rora, FOCT P 7.0.97-2016 «Cucrema crannapros no uedopmauuy, GHONHOTEUHOMY H u3JaTebckoMy Aeny,
«OpraHu3auHOHHO-PacIOPAMTEbHAs NoKyMeHTaums. TpeGosanus k ohopMIEHHIO JOKYMEHTOB», a Takxke YcraBom
o0uieoOpa3oBaTeibHOM OpraHH3aLUMM M PYTUMH HOPMAaTHBHBLIMM TPAaBOBLIMM akTamu Pocciickoii ®enepaunu,
PErIAMEHTHPYIOIMMHU AEATENBHOCT 06L1e06pa3oBaTe/ibHBIX OpraHU3aLmi, -

1.2. JlanHas MHCTPYKUMA MO AeNONPOM3BOACTBY B OpraHMsauny (nanee - MHCTpykums) o6o3HauaeT npasuia
MOArOTOBKH M O(OPMIEHHUS JIOKYMEHTOB B OPraHM3aLMK, OCYLIECTBIAIOWER O0GPa3OBaTENbHYIO AEATENBHOCTS,
ONpENENACT CTAHAAPTEl O(QOPMIICHUS DEKBU3HUTOB, GNAHKOB JOKYMEHTOB, COCTABCHHA [PHKA30B, MONOMKEHHIA
HHCTPYKIHMH, & TAKXKE PeriaMeHTHpyeT GOPMHUPOBAHHE el H HX TEKYLIEe XPAHEHHE, MOArOTOBKY NOKYMEHTOB M €N K
MEPeaaye Ha apXHUBHOE XpaHeHue B 001eo6pa3oBaTebHOM OpraHu3aLuH.

1.3. MHCTpykums M0 1enompoM3BOACTBY B YyupesaeHHH paspaboraHa B Lensx YCTAHOBJIEHMS €IMHBIX
tpeGoBanmii Kk moxarotoske, oOpaloTKe, XPAHEHHI0 W  MCIHOJIB30BAHUIO obpasyrouuxcs B JAeATENbHOCTH
obmeobpasosarenbHONl OpraHM3alMM M MOCTYMAIOUMX B WIKOAY NOKYMEHTOB, @ TaKke COBEPIIEHCTBOBAHUA H
noBbieHNs 3PHEKTHBHOCTH AeNoNpou3BoACTBa 061e06pa3oBaTeNbHON OpraHN3aLHK,

I.4. Tlonoxenus MHCTpYKUMH PACTIPOCTPAHSAIOTCS HA OPraHW3aLMio paboThl ¢ NOKYMEHTAMH HE3ABHCHMO OT
BHIa HOCHTENH, B TOM HHCIE € JJICKTPOHHBIMU [OKYMEHTaMH, BK/OYas MOArOTOBKY, 06paboTKy, XpaHeHue H
HCTIONB30BAHHE IOKYMEHTOB, OCYIUECTBSEMbBIMH ¢ MOMOLIBIO HHPOPMALIMOHHBIX TEXHOMOTHH.

1.5. OpraHuzaumio, MeTOIMYECKOe PYKOBOACTBO, COBEPLIEHCTBOBAHHE E/IONPOM3BOACTBA M KOHTpONb 3a
cobuoneHnem HacToAweit MHCTPYKLIMK B LIKOJIE OCYIIECTBIAET OTBETCTBEHHBIH 3a BeIeHUE JENONPOU3BO/CTRA.

1.6. IlpaBa u o6A3aHHOCTH paBOTHHKOB, OCYIIECTBIAIOLINX paoTy ¢ JOKYMEHTAMH B CTPYKTYPHBIX
nmoApasfeNeHuax 00meobpa3oBaTe/bHON  OPraHM3alMK, YCTAHABIIMBAKOTCS OMKHOCTHLIMH WHGTPYKLMAMH HIH
NPUKA30M AHPEKTOPA.

I.7. Ceenenus, conepikalliecs B AOKYMEHTAX, MOTYT ObITh WCIOALIOBAHBl TOIBKO B pabounx uensx B
COOTBETCTBUH C MOTHOMOUMAMM COTPyaHUKE, paboTatouiero ¢ fokymeHTamMu. Pabota ¢ 1oKyMeHTaMu BHE MOMELLEHHIl
wiKoNbl He Aonyckaetes. [lpn yTpaTe AokymMeHTOB npoBoauTes ciykeGHas nposepka.

1.8. Ilpu yxonie B oTmyck, nepesone (nepemeltexun) no paboTe uim B ciaydae yBOIbHEHHS COTpYAHHUK 00a3aH
fepenaTs BCE HAXOMALIMECS Y HEro NOKYMEHTBI MHOMY COTPYAHMKY, OTIpENCNEHHOMY B COOTBETCTBHM ¢ YKalaHHeM
HEMOCPEACTBCHHOrO PYKOBOMMTENA YBOJILHAEMOr0, YXOIALIErO B OTMYCK WM MepeBoadiierocs (nepeMemaemMoro) 1o
paboTe coTpyAHHKA.

1.9.Muerpykums no BeieHuIo IeonpousBoACcTBa 0653aTebHa A8 COBIMONEHNS BCEMH PaGOTHHKAMH [KOJIb.
BHOBL npuHsTEIE HAa paboTy COTPYAHMKH, B JOKHOCTHBIE 0BA3aHHOCTH KOTODBIX BXOAWT BEACHHE NOKYMEHTALHH, B
TeueHHe TPEX paboumux AHEH CO HA M3JAHMA NPUKA3a O HA3HAYCHHH HA [OMKHOCTB HOJKHBI GBITE O3HAKOMIJIEHbI C
Hactosed MHcTpykumeit non monnuce.

2. [paBuiia MOATOTOBKH H 0OPMIIEHHSI TOKYMEHTOB
2.1. B neATenIbHOCTH WIKO/BI CO3AAETCH KOMIIEKC OPraHU3aLMOHHO PACTIOPAAHTENbHBIX JOKYMEHTOB: MPHKa3bl,
NONOKEHHA, TPABMIA, MHCTPYKLMM, PErJIAMEHTBI; MNPOTOKOALI 3aCeAaHHii (COBELATENbHBIX, KOOPIMHALMHOHHBIX,




9KCTIEPTHBIX U JIP. OPTaHOB), aKThI, AHATATHUCCKHE CIIPABKH, JOKJIATHBIC U CITyKEOHBIE 3aIIUCKH, JOTOBOPHI (KOHTPAKTEL,
cornamieHust), aenoBas (ciyxkebHas) MEpenucka W JAp. COCTABIAIOTCA U OQOPMIAIOTCSA CHEIHaNbHBIE JOKYMEHTEI,
CBSI3aHHBIE C TJIAHHUPOBAaHMEM OOpA30BATENbHON MEATENLHOCTH U OCYILIECTBIECHHEM XO3SICTBEHHBIX MEPONPHATHH,
Be/ICHHEM Yy4eOHO-NEeJarOrHIecKoro ydera, OpraHH3aluel JeIOIMpOM3BOJICTBA 00IIE00pa30BaTEIPHON OpTraHHM3AINH,
obecrieueHnEM OyXTanTepcKoOTo ydera.

2.2. JIOKyMEHTBI MOTYT CO3/1aBaThCsi Ha OYMa)KHOM HOCHTENIE W B DIJIEKTPOHHOW (opmMe ¢ COOMI0ACHUEM
YCTaHOBJICHHBIX MPaBHII O(OPMIICHHS JOKyMEHTOB. [Ipu co3manHny HOKyMeHTa Ha JBYX M OoJiee CTpaHULAX BTOPYIO M
MOCNEAYIOINE CTPAHUIBI HyMEPYIOT.

2.3. Homepa cTpaHuLl IPOCTABIIAIOTCS IOCEPEANHE BEPXHETO M0JIS JOKYMEHTA HA PACCTOAHUM He MeHee 10 MM oT
BEPXHETO Kpas nucTa. JlomyckaeTcs co3faHne JOKYMEHTOB Ha JINIIEBOH 1 000OPOTHOM CTOPOHAX JINCTA.

2.4. ITpu AByCTOPOHHEM CO3/IaHUH IOKYMEHTOB IIUPHHA JE€BOTO MOJIs Ha JINIEBOH CTOPOHE JINCTA U IPABOTO MOJIS
Ha 000POTHON CTOPOHE JIUCTA JOKHEI OBITH PABHBL

3. PekBU3NTHI JOKYMEHTOB
3.1. JInsg pexBU3UTOB JOKYMEHTOB, CO3[aBa€MbIX B 00IIe00pa3oBaTEeIbHON OpraHM3alliil YCTAHABIMBAIOTCS
mpaBmiIa ¥ Tpebosanus B coorBercTBuu ¢ [OCT P 7.0.97-2016.
3.2. CoctaB peKBU3UTOB KOHKPETHOTO JOKYMEHTA OIPEJIENseTCs €ro BUAOM U Ha3HAYCHUEM.
3.3. [Ipu noAroToBKe ¥ 0POPMIICHUH JIOKYMEHTOB B IIIKOJIC HCIIONB3YIOTCS CACYIONINE PEKBUZHUTHL:
e k01 (OPMBI JOKYMEHTA;
® HaWMMEHOBAHUE IITKOJIBI;
CIIPaBOYHBIC IAHHBIC O IIKOJIC;
HAaUMEHOBaHUE BUIA JJOKYMEHTA,;
JlaTa JIOKyMEeHTa;
PETUCTPALIMOHHBI HOMEP JTOKYMEHTa;
CCBUIKA HAa PETUCTPALIMOHHBIA HOMEP U ATy JOKYMEHTa;
MECTO COCTaBIICHUS (M3/IaHUS) IOKYMEHTA;
ajpecar;
rpud yTBEpKACHHUS JTOKYMEHTA;
3aroJIOBOK K TEKCTY;
TEKCT JJOKYMEHTA;
OTMETKA O MPHUIIOKECHUH;
rpud corIacoBaHUs JOKYMEHTA;
BH3a;
MTO/IMTHCH;
OTMETKa 00 DJIEKTPOHHOW MOIHCH;
reyarsb;
OTMETKa 00 MCTIOJHUTEE;
OTMETKA O 3aBEpEHHUHU KOIINH;
OTMETKa O MOCTYIUICHU! JOKYMEHTA,
Pe30ITIOLHS.

4. BiIaHKH JOKYMEHTOB
4.1. JlokyMeHTBI, coO3/1aBaeMble B OOIICOOpa30BaTEIbHON OpraHu3anuu, OQOpMIAIOTCS Ha OJaHKax,
M3TOTOBIICHHBIX HA CTAHAAPTHBIX JIMcTax Oymaru ¢opmaToB A4 (210x297 mm) u A5 (148x210 mm). OTaensHBIC BHIBI
JIOKYMEHTOB (TaOJHIIBI, CXEMBI, CMETHI) Jomyckaercs o(opMisaTh C HcHojb3oBaHHEM ¢opmata A3 (420x297mm).
JIOKyMEHTBI, COCTABJIAIOIINE BHYTPCHHIOI HEPEIUCKy, 0(pOPMIIOTCS Ha CTAHIAPTHHIX JUCTaXx Oymaru ¢opmara A4
(210x297 mm) Ge3 ucrosb30BaHuUs OJAHKOB.
4.2. Kaxaplil TUCT TOKYMEHTa, 0(OPMIICHHBIN Ha OJIaHKE MITH O€3 HEero, TOJDKEH UMETh TI0JIsl He MeHee:
e 20 MM - JIeBOE;
e 10 MM - ipaBoe;
e 20 MM - BepxHee,
e 20 MM - HUXKHEE.
4.3. JIOKyMeHTBI JIUTEIbHBIX (cBbIIIe 10 JIeT) CpOKOB XpaHEHUs TOJDKHBI UMETH JIEBOE MoJie He MeHee 30 MM.
4.4. Bugpl 01aHKOB TOKYMEHTOB NMPAMEHSIEMBIX B IIIKOJIE:
e 00U OJaHK;
e OJaHK MHCHMA;
e OJaHK KOHKPETHOTO BHUJa AOKyMeHTa (OJIaHK MpHKa3a, OJaHK pacropsiKeHus, OJIaHK MTPOTOKOJIA U JIp.)
4.5. O6pa3usl pa3padOTaHHBIX M MPUMEHSEMBIX B IIKOJE OJIAHKOB IOJJIEkKAT BKIIOYSHUIO B WHCTPYKIHUIO MO
JIEITOTIPOU3BOJICTBY 001Ie00pa30BaTeIbHON OpraHN3alliy B Ka4eCTBe MPHIIOKEHUH (MpritokeHue 3 Ha 3 JIucTax).



5. Ilpuka3bl

5.1. Ilpukazamu OQOPMISIOTCS pelIeHUss MO OINEPaTUBHBIM, OPraHU3alMOHHBIM, Y4eOHBIM, KaJApPOBLIM
(npunoxenne 2 Ha 9 TUCTax) U APYrUM BOTIpOcaM paboThI MIKOJIBI.

5.2. TIpoeKThl NMPUKa30B T'OTOBST OTBETCTBEHHbIE HCIOJHHUTEIM HAa OCHOBAaHUHM IOPYUYEHHUN JUPEKTOpa, €ro
3amectuTenei. [IpoeKTsl MPHUKa30B 0 TUTHOMY COCTaBY TOTOBHUT CEKPETaph MIKOJIBL.

5.3. B npukasax TeKCT uznaraercs ot rnepporo Jjuina eaguHcTBeHHoro uncna («I[IPUKA3BIBAIOY).

5.4. TekcT mpHKa3a MOXKET COCTOSTh U3 ABYX YacTeH: KOHCTATHPYIOIIEH (TIpeaMOyIIbl) B PacTIOpSANTEILHOMN.

5.5. B KoHcTaTHpylolled 4YacTM KpaTKO H3JararoTcs Lead M 3afady, GakTbl U COOBITHS, MOCITY>KHUBLIHME
OCHOBaHHWEM JUTs M3aHus iprka3a. OHa MoKeT HauMHaThCs ciaoBamu "B nensax", "B coorBerctBun", "Bo ucnonnenue", u
1.1 Ecam mnpukas wm3gaeTcs Ha OCHOBAaHHHM JAPYroro JOKyMEHTa, TO B KOHCTATHPYIOUIEH YacTH YKa3bIBaeTCS
HaMEHOBAHUE ITOT0 JOKYMEHTA, €ro JaTa, HoMep U 3arojoBok. [IpeamOyiia B poeKkTax NpHKa30B 3aBEPIIAETCS CJIOBOM
«ITPUKA3BIBAIO», koTOpoe mneyaraercs 3arjiaBHBIMU OyKBaMU.

5.6. PacnopsimurenbHas 4acTh JOJDKHA COJEP)KaTh IEPEUUCIICHHE MPEINHMChIBAEMBIX JEHCTBUH C yKazaHHEM
WCTIOJIHUTENS KaKJ0ro ASHCTBUA U, IPH HEOOXOANMOCTH, CPOKOB MCHOJHEHUs. PacnopsauTenbHas 4acTh AEIUTCS Ha
MYHKTBI W MOJAMYHKTHI, KOTOPBIE HYMEPYIOTCS apaOCKuMu Iudpamu. [leificTBUS OJHOPOJIHOTO XapakTepa MOTYT OBITh
MIePEUNCICHBI B OTHOM ITyHKTE.

5.7. B KkadecTBe HCIIOJHHUTENEH YKa3bIBAIOTCS 3aMECTHUTENIM AUPEKTOpA, MpelceiaTeNd WM PYKOBOJUTEIH
pabovmx TPYMII (KOMHCCHH).

5.8. Eciau npuka3z HM3MEHSET paHee W3JaHHBIH JOKYMEHT (IyHKTBl JOKyMEHTa), TO OJWMH U3 IIYHKTOB
PACTIOPSIUTENEHON YacTH TEKCTa JOJDKEH COJIepXKaTh CCBUIKY Ha M3MEHSIEMBIH JOKYMEHT (IYHKTBI JOKYMEHTa) C
YKa3aHHEM €To JaThl, HOMepa U 3arojoBKa.

5.9. Ecnu nmpuka3 oTMeHsEeT AeHCTBUE paHee U3JaHHOTO JOKYMEHTa (IIyHKTOB JOKYMEHTA) C ONPE/IeIeHHON NaThl,
TO OJUH U3 IYHKTOB PaclopsAUTEIbHON YaCTH TEKCTa JOJDKEH HauuHaThes cinoBamu "IIpu3HaTh yTpaTUBIIUM CHIY...",
Jlajiee yKas3bIBaThCsl Jara, HOMEp M 3arojIOBOK paHee M3/1aHHOTO JOKyMeHTa (IyHKTa JOKYMEHTa), a TakXke JaTta, C
KOTOpOH oTMeHsieTcs ero neifctBue. Ecnu nata He yka3aHa, TO JEHCTBME paHee W3JAHHOTO JTOKYMEHTa (IIYHKTBI
JIOKYMEHTA) OTMEHSIETCs C JaThl U3JIaHHsI HOBOTO MPHKa3a.

5.10. Ecau mnpuka3 OTMEHSET paHee WU3JAHHBIM JOKYMEHT C MOMEHTAa M3JaHus, TO OJUH M3 IIyHKTOB
pacrnopsaUTEIbHON YaCcTH TEKCTa OKEH HauMHAThes cnoBaMU "OTMEHMTS..." U yKa3bIBaThCA JaTa, HOMEP M 3ar0J0BOK
paHee U31aHHOTO JOKYMEHTA.

5.11. Ecnu npuka3 mpearnonaraercsi BBeCTH B ASHCTBHE HE ¢ MOMEHTA €ro M3/1aHusl, HEOOXOAMMO YKa3aTh CPOK
BBE/ICHHA €ro B aeiicTBue. [locneqHuil MyHKT pacHOpSANTEIHHON YaCTH MOXET COACPIKaTh CBEACHHS O JOLKHOCTHOM
JHIe, Ha KOTOPOE BO3JIAracTcsi KOHTPOJIb 3a HCHOIHCHUEM IMPHKa3a.

5.13. Ilpukasbl NOANUCHIBAIOTCS TOJBKO AUPEKTOPOM 00I1€00pa3oBaTeIbHON OpraHu3aluyd Wik pabOTHUKOM,
HCTIOJIHAIOLIUM €ro 0053aHHOCTH.

5.14. OTBETCTBEHHOCTD 3a 0OECIeUeHNEe CBOCBPEMEHHOM U KaueCTBEHHOM MMOJArOTOBKH IPOEKTOB MPUKA30B U UX
COIJIaCOBAHUE C 3aUHTEPECOBAHHBIMU PAOOTHUKAMU U OpraHU3aLUsIMHU HECYT aBTOPBI IPOEKTa NpUKa3a.

5.15. PeructpanoHHble HOMEpa IPUCBAMBAIOTCS MPUKA3aM IO IOPSIKY HOMEPOB B IpelelaX KaJleHIApHOrO
roja.

5.16. Jlata peructpanuy npukasa siBjseTcs JaToH ero noanucaHusl.

6. IlpaBuia, noioxKeHnsl, HHCTPYKIHUHU

6.1. TlpaBuma — HOpPMATUBHBIA aKT, OMNPENSIIIONINNA TOPSAIOK KAaKOro-IMOO BHAA JEATEIBHOCTH,
YCTaHaBJIMBAIOLIUI WU 3alPELIAOIUI ONPEIEIEHHOE I0BEICHUE.

6.2. TonoxxeHne — HOPMATHBHBIN aKT, A€TAIBHO PErTaMEHTUPYIOMINI MPaBOBOM CTaTyc, MOPSAOK OpPraHU3aluu
U MIPOLIeAYpPY KaKOro-a1bo BUa AeATEIbHOCTH.

6.3. MHCcTpyKlMs — HOPMATUBHBII aKT, H3JaBaeMblii B 1LEISAX pa3bsICHEHHUS U OINpPEICIICHUs IOpsiKa
IMPUMEHEHUS COOTBETCTBYIOIIEr0O HOPMATHBHOTO aKTa JMOO C IENBI0 YKa3aHHUS HOPM O CIOCO0aX BBIMOTHCHHS
OTIpe/IeIEHHBIX OTepanuil (IeHCTBHIA).

6.4. IlpaBna, MOI0KEHHS, HHCTPYKITMN IPHHUMAIOTCS (B 3aBUCHIMOCTH OT BH/Ia IOKYMEHTA) Ha Y IIPABIIAIOMIEM
coBere, 3aceanusIx [Ipohcor03HOro KOMHUTETA IIKOJIBI ¥ YTBEPKIAIOTCS TUPEKTOPOM.

6.5. Ilopsaaox MOATOTOBKM MPOEKTOB MPABHJI, IIOJIOKEHHUS, MHCTPYKIHUH COOTBETCTBYET OOIIEMY MOPSAAKY
MOATOTOBKHU IIPOEKTOB MPUKA30B 0011e00pa30BaTeIbHON OpraHu3an.

6.6. TekcT mpoeKTa MOJI0KEHHSI, TPABHII, MHCTPYKIIMH ITe4aTaeTCcsl Ha YUCTOM JincTe Oymaru ¢popmata A4.

6.7. OTIMYUTENbHBIMY XaPAKTEPUCTUKAMH TEKCTOB IIPaBUIL, IOJIOKECHUS, HHCTPYKIUHU SBIIIOTCS:

® TOYHOCTH MPUMEHSAEMBIX (OPMYNINPOBOK 6€3 UCIOJIB30BAHMS CIIOB U MOHATHUIL, UMEIOIINX MHOKECTBEHHBIH
CMBICIL;

¢ JCIOJB30BAHME KOPOTKUX INPEIOKEHHUH, OOIMIENPUHATHIX BBIPQKEHUN H CBSA30K, IPH HEOOXOIUMOCTH -
MpeBapUTENBHOE ONPEIENIEHNE UCTIONb3YEMBIX MOHATHIH, COKpaIleHH, ab0peBuaTyp;

e OIHCaHWE BCEX BO3MOXKHBIX BapHAHTOB COOBITHH M COOTBETCTBYIOIIMX WM BAapHAHTOB JCHCTBHH, T.e.
MOJIHOTA NPE/ICTaBICHUS HH(POPMAIHY;

® CTPYKTYPUPOBAaHHOCTb TEKCTa C LENbI0 JOCTHKEHUS HAWIydllledl MOCIeJOBAaTEIIbHOCTH H3JI0KEHUS
MaTepuana;



e MUHHMH3AIUS TEKCTa C IMOMOINBI0 MpPUMEHEHUs 0000meHnii (0030poB MpenrojaraeMpIX ACUCTBHMA)
IPUMEHEHUE TIepedrciIeHHUIT (3a1at, STaNoB, YCIOBHH U T.JI.).

6.8. B 3aBHCHMOCTH OT CIOKHOCTH M 00BeMa pa3pabaThIBAEMBIX MPABUI, IOJOKCHUS, HHCTPYKIHU - TEKCT
JIOKyMEHTA JEIHUTCS Ha TJIABBI, MyHKTH M MOANMYHKTHL. [J1aBBI JOIDKHBI MMETh Ha3BaHUA. Hymepamms mpow3BOIUTCS
apaOCcKuMHu nuQpamH.

7. IIpoTokoJ 3aceqanusi (COBeLIAHUSA)
7.1. IIpoTOKOT — MOKYMEHT, B KOTOPOM (DPHKCHPYETCS XOX OOCY:KICHHS BOIPOCOB M MPUHATHS PEHICHHH Ha
COOpaHMsIX, COBELIAHMAX, KOHPEPEHIHSX U 3aCEAaHNUIX KOJUICTHAIbHBIX OPTaHOB.

7.2. TIpoTokoun 3aceqanus (CoBerIanus) - (aanaee - MPOTOKOI) OPOPMIISETCS Ha YUCTOM JIcTe Oymaru opmara
A4.

7.3. PexBu3uT - "TeKCT JOKyMeHTa". PEKBU3UT COCTOUT U3 ABYX 4aCTEH: BBOAHOW U OCHOBHOM.

7.4. Bo BBOIHOM YaCcTH yKa3bIBAIOTCSI MHHUIMATBL, ()aMIINH U JOIDKHOCTH MPeceAaTeIbCTBYIOMIETO, CEKpeTaps,
IPUCYTCTBOBABIINX HA 3aCEIaHUU U, IPH HEOOXOJMMOCTH, JIUII, TPUTTIANICHHBIX HA 3aceaHNe (COBCIIaHHME).

7.5. BBojmHasg yacTh MPOTOKOJIA 3aKAHYMBAETCS IMEPEYHEM PAcCMATPUBAEMBIX BONPOCOB, MEPEUUCICHHBIX B
HMOpSIAKE WX 3HAYMMOCTH C YKa3aHMEM JIOKJIaJduMKa [0 KaXJOMYy paccMaTpHBaeMOMy Bompocy. Bompocs
dopmymupyroTes ¢ nperorom "O" ("O6"), medaTaloTCS OT TPAHUITBI JICBOTO MO H HyMEPYIOTCs apaOCKUMU IIU(ppaMu.

7.6. OcHOBHasl 4acTh NMPOTOKONA COCTOUT U3 Pa3fENoB, COOTBETCTBYIOLIMX PACCMaTPHBAEMbIM BOIIPOCAM U HX
HyMepanum.

7.7. TekcT MpOTOKOJIA M3JIaraeTcs OT TPEThEro JHUIla MHOXecTBeHHOro yucna ("cmymann", "BeicTynunn",
"mocranoBwin", "pemmin').

7.8. TIpOTOKOT MOAMUCHIBACTCS JIUIIOM, IIPE/ICEIaTEIFCTBOBABIINM Ha 3aCEAaHUN (COBEIIAHHUH), H CEKpeTapéM
3aceaHus (COBEIIAHUS).

7.9. Tlpu OTCYTCTBMM CEKpeTapsi 3acelaHHs, B TOM YHCIE IPU TPOBEJCHUU OIEPATHBHBIX COBEIaHHUI,
JIOIyCKaeTCs MOANUCAaHHe TPOTOKOJIA TONBKO MPEICEIaTeNbCTBYIOIUM.

7.10. TekcT mpoTokoNla HOMKEH OBITH MOATOTOBIEH HE MO3[HEE TpexX AHEH co aHA 3aceqaHus. IIpoexTs
COOTBETCTBYIOIUX ITyHKTOB IPOTOKOJIA BU3HPYIOTCS JOHDKHOCTHBIM JIHIIOM OTBETCTBEHHBIM 3a ITOJTOTOBKY.

7.11. laTa IpOTOKOJIA TOJHKHA COOTBETCTBOBATH JHIO IIPOBEICHMUS COBEIAHMS (3aCCTaHNU).

7.12. Komuu MNpOTOKOJOB pPAaCCBUIAIOTCSA 3aMHTEPECOBAHHBIM OpPraHU3aLUsIM U JODKHOCTHBIM JIHIAM B
COOTBETCTBHH C yKa3aTeJIeM PacChUIKH, KOTOPBIN COCTABISIET CEKPETaph 3aceJaHus (COBELIaHus).

8. [lnan

8.1. Ilman — JOKYMEHT, YCTAaHABIHMBAIOIIMI NEpPEYCHb HAMEYCHHBIX K BBINOJHCHUIO MEPOIPHUATHH, HX
MIOCJICI0BATEIIFHOCTh, 00BEM, CPOKHU, OTBETCTBEHHBIX HCIIOIHUTEICH.
8.2. [lnan odopmisiercs Ha iucte Oymaru gopmaTta A4 ¢ UCIIOIB30BAHNEM CIEYIONINX PEKBU3UTOB:
HAaNMEHOBAHUE IIIKOJIBI;
rpud yTBEpKIEHUS JOKYMEHTA,
Jiata JOKyMEHTa;
PETUCTPAIIMOHHBI HOMEP JTOKYMEHTa;
HaNMEHOBAaHHUE BHU/IA JOKYMEHTA,;
3aroJIOBOK K TEKCTY;
TEKCT JIOKYMCHTA;
¢ HaWMCHOBaHHE JIOJDKHOCTH;
®  IIOJIIHCH.
8.3. PexBu3ut — "TekcT nokymMeHTa" oopmMisieTcs B BUIE TaOIHIIBI ¢ Tpadamu:
e HOMEp IyHKTA IUIaHa;
® HAaMMEHOBAHUE MEPOIPHUSITHS,
® CPOK UCIIOJTHEHHS;
®  JCIIOJHUTEIb;
® TpUMCYAHHE.

9. Ot4er
9.1. OT4eT — NOKYMEHT, COJEp:KaIllUil CBEICHUS O Pe3ylabTaTax NeATEIbHOCTH 3a ONpPEJEICHHBIH MepHoa
BPEMEHHU, BBINOJIHEHUY MEPOIIPUATHUH, IOPYUYEHUIl, 3aJaHUH, IIaHOB.

9.2. OTueTsl, NpeI0CTaBIsIEMBIE B OPTaHbl TOCYJAPCTBEHHON BIACTH (B TOM YKCJIE B OPraHbl FOCYAapCTBEHHOMN
CTaTHCTHKHM) M HMMEIONIME YCTAaHOBIEHHYIO NPaBOBBIMH aKTaMH TOCYJapCTBEHHBIX OpraHoB (opMmy, co3faloTcs Mo
YCTaHOBIICHHON TOCYIapCTBEHHBIMH OpTaHaMH ()OpPME U B OTIPEACTIEHHOM UMH HOPSIKE.

9.3. OTuéTsl, NpeNoCTaBIsIEMBbIE COTPYIHUKAMU LIKOJBl B XOJ€ BHYTPEHHETO B3aMMOJECHCTBUS, CO3MA0TCS IO
MpaBHUIaM, YCTAaHOBIIEHHBIM JUISl CO31aHHs CITY’KEOHBIX 3aIHCOK.

9.4. Ortuetsl oopMIIsFOTCS Ha JicTe Oymaru dhopMara A4 ¢ HCHONIB30BaHUEM CICVIONINX PEKBH3HUTOB!
e  HaMMEHOBAHHE IIKOJIBI;




Jlata JOKyMCHTa,
PErHCTPAllMOHHBII HOMEP JIOKYMEHTA;

HaNMEHOBAHHE BU/a JOKyMCHTA,

3ar0JI0BOK K TEKCTY;

TEKCT JTOKYMEHTA;

OTMETKa O MPUIIOKEHNH (TIPH HATHYNH);

HaNMEHOBAHHE JOJDKHOCTH;

HOATINCE.

9.5. B Tekcte oTuéra B 0053aTEILHOM MOPS/KE JOJDKHO COJEPXKAaThCs yKa3 Ha JICSATEIbHOCTh, MEPOIPHATHE,
BBIJAHHOC TIOPYYCHHUE, 3aJaHNe, ITyHKT IUIaHa, MOAJTEKAIUN BRIIOIHCHNIO, H PE3YJIBTAT O BEINOTHEHHUH, B TOM YHCIIE C
yKa3aHHeM Ha COOJIIO/ICHUE WIIM HapyIICHHE HCIOJHUTENbCKOH AUCIUIUINHEL, YCTAHOBJICHHBIX CPOKOB HCIIOIHEHHUS U
HaJUIeXalee MpeoCTaBIeHHe HH(DOPMAIH, HEOOXOANMBIX MaTepHaNoB (IIPOEKTOB TOKYMEHTOB) COUCIIONHHUTEISIMHU
(TIpM y4acTUH HECKOJIBKUX MCHOIHHUTEINCH).

10. IMucbmo

10.1. IIucpMa roToBSATCS Kak:
e OTBETHI O BHIIOJIHEHUH MOPYUCHUI BEIIIECTOSIIIX OPraHOB HCIOIHUTEIBHON BIACTH;
e OTBETHI HA 3aIIPOCH! OPTAHU3AIMH, TPEATPUATHI U YaCTHBIX JIUIT;
® UHUIHMATUBHbIEC TUCbMA.
10.2. CpokH NOArOTOBKU OTBETHBIX IHCEM:
® ¢ KOHKPETHOM JaTOH UCIIOJIIHEHHUS, YKa3aHHOU B IOKYMEHTE, - B YKa3aHHBIU CPOK;
® B COOTBETCTBUM C PE30JIIOLMEH TUPEKTOpa U €ro 3aMecTUTeNeld Ha OCHOBAaHMU YCTaHOBJIEHHBIX CPOKOB
WCTIOJIHEHUSI TOPYYEHHUH, 3aIIpOCOB WIIN 110 PEIIEHHUIO aBTOPa PE30JIIOLHH.
10.3. TeKCTbI OTBETHBIX TUCEM JOKHBI TOUHO COOTBETCTBOBATH 3aJaHUSAM, 3a(DUKCUPOBAHHBIM B PE30JIIOLIUH.
CpoKHM TMOATOTOBKM HHHMLMATUBHBIX IHCEM ONPEACISIOTCS CaMOCTOSITEIbHO aBTOPOM IIPOEKTa MHCbMa € Y4ETOM
HEOOXOMUMOCTH peIIeHUs] KOHKPETHBIX 3amad M (WiIM) B COOTBETCTBHHM C TpPEOOBAHUSMH 3aKOHOJATEIHCTBA,
MOPYYCHUSAMH HETIOCPEACTBEHHOTO PYKOBOIHTEIIS.
10.4. IIucpma nevataroTcs Ha OlaHKe IMHCbMa 0011e00pa30BaTEIbHON OpraHU3alMi C YTIIOBBIM PACHOIO0KEHUEM
PEKBH3HTOB.
10.5. [lomoJHATENRHO K DPEKBU3UTaM OJaHKa MHCEMa OPU OGOPMIICHHM IIMCEM B IIKOJE WCIOIB3YIOTCS
CIICAYIOINE PEKBU3HUTHI:
azpecar;
3arojIOBOK K TEKCTY;
TEKCT JIOKYMEHTA;
OTMETKa O MPUJIOKEHUHY;
BU34;
HOJIIIHCE.
OTMETKa 00 HCHOIHUTEE.
10.6. IIpu odopmieHnN MUCbMa Ha ABYX M 0OJee CTpaHMIAX BTOpas U MOCIEAYIOIINE CTPAHHI[BI HyMEPYIOTCS
MOCepeINHE BEPXHETo MO TUCTA apaOCKIMHU IU(paMu.
10.7. IlncpMa MOAIMHUCHIBACT TUPEKTOP HIIH PAOOTHUKH, YIIOIHOMOYECHHEIC TPHUKA30M.
10.8. CiyxeOHble 3aITUCKN
10.9. B wmensx OCYLIECTBIEHUS B3aUMOACHCTBHUS MEXAYy COTPYJHMKaMH B paMKaX BHYTPEHHErO
JOKyMEHTOOOOpOTa B  MIKOJIE  IPHUMEHSIOTCA  ciaykeOHble  3amucku.  CiryxeOHBIE — 3alMCKH  SBISIOTCS
CIPaBOYHO-MH(MOPMAIIMOHHBIMH ~ JIOKYMEHTaMH.  ABTOpPaMH  CIY)KGOHBIX  3alIMCOK  SIBISIFOTCS  COTPYIHHKH
00meobpa3oBaTeNbHOIN OpraHU3aIHH.
10.10. CiiyxeOHast 3aIIMCKa MOKET COCTABIATHCSA 110 YKAa3aHUIO PYKOBOACTBA WJIM MO MHUIMATUBE KOHKPETHOTO
COTPYAHHUKA.
10.11. ITpu opopmiaeHnH ciry>keOHOH 3anHCKN 0(DOPMIAIOTCS CASTYIOMNE PEKBU3UTHL:
e ajnpecar;
e jaTa IOKYMEHTA;
e HaUMEHOBAaHHUE BUJA JOKYMEHTa,;
® 3aTrOJIOBOK K TEKCTY;
® TEKCT JOKyMCHTA,;
°
[ )
°
1

OTMETKa O MPUIIOKEHUH (TIPH HATHYNH);
HaNMCHOBAHHUE JOJDKHOCTH;
HO/IIHCb.
0.12. CiryxeOHbIe 3aNMCKH MOTYT CO3/aBaThCs Ha OyMa)KHOM HOCHTENE U (WJIH) B JJICKTPOHHON (opme.

11. loBepeHHOCTH



11.1. JloBepeHHOCTh BBHITAETCS COTPYAHMKAM IIKOIBI M O(OPMISETCS IO IPaBMIAM, YCTAHOBJICHHBIM
HacTosei MHcTpykimen A mucem, ¢ yu€ToM TpeOOBaHMN IpaXk/IaHCKOTO 3aKkoHoaaTeNbeTBa Poccuiickoit denepannn
1 HaCTOSILIETro pasjena.

11.2. TIpoeKT JOBEPEHHOCTH MOJTOTABIMBAETCS U BU3UPYETCSl COTPYTHHKOM, KOTOPOMY JIOBEPEHHOCTH OyAeT
BbIJIaHA, TIOCJIE YeTo Nepeaaéres B KaHUESIPUIO U1 HAIIPaBJICHUS HA MONUCAHUE.

11.3. JloBepeHHOCTh MOANMCHIBACTCS AUPEKTOPOM WM JIMIIOM, OCYIIECTBIISIOIIUM €ro IOJHOMOYUS
(McnomHsIOIMM 0053aHHOCTH), U CKPETUISIETCs MIe4aThlo 001e00pa3oBaTeIbHOM OpraHu3alty.

12. TloroBopsl, coryialmeHusi, KOHTPAKTHI

12.1. JloroBOpbI, COTNAlIeHHs, KOHTPAKTH (Janee - JOrOBOPBI) MOJTrOTABIMBAIOTCS B COOTBETCTBUU C
TpeOOBaHUSMU TPaKIAHCKOTO, TPYHAOBOTO, OIOJKETHOTO M MHOTrO 3aKkoHojaTenbcTBa Poccuiickoit dexpeparuu, B
3aBUCHMOCTHU OT PErYJIUPYEMbIX JOTOBOPOM MPABOOTHOIIEHUI U 0053aTEIbCTB CTOPOH.

12.2. TIpoekT noroBopa MOATrOTaBIUBAETCS OTBETCTBEHHBIM COTPYAHHKOM (KOHTPAKTHBIM YIPABIAIOMIUM) C
yuéToM HeO0O0XOJUMOCTH CBOEBPEMEHHOTO M KAueCTBEHHOTO OOeCredyeHHs HCIOIHEHHs CBOMX MOIHOMOYMHA
(oOs3aHHOCTEH, (DYHKINIA), TOJTHOMOYHH IIKOJIBI B TIETIOM.

12.3. IIpoekT moroBOpa MOATOTABIMBACTCS OTBETCTBEHHBIM COTPYJHHKOM (KOHTPAKTHBIM YIPABISAIOINM)
COBMECTHO CO CIIEHHAINCTOM, K (YHKIHAM (IIOJTHOMOYMSAM) KOTOPOTO OTHOCHTCS PECILICHHE BOIPOCOB, SBIISIONIMXCS
IpeAMETOM JOTOBOpa, MM WHBIM COTPYAHHKOM II0 TIPSIMOMY YKa3aHUIO THPEeKTopa o00meoOpa3oBaTenbHON
OpraHM3alIyu.

12.4. Heobxoxmmasi sl TIOATOTOBKH IIPOEKTA JOTOBOpa MH(GOpPMAIMs COOMPAeTCs OTBETCTBEHHBIM IHIIOM
(KOHTPAKTHBIM YIPABIAIONINM) B MOPSAKE pabOdero B3aHMMOJCHCTBUS ¢ y4ETOM IPABHI, YCTAHOBICHHBIX HACTOSIICH
WHcrpykuuei.

13. IlpuHUMIIBI OPraHU3AL MU JOKYMEHT0000pOTa

13.1. B 10kyMeHTOOOOpOTE BBIAETAIOTCS CIEAYIONIHE JOKYMEHTONOTOKH: IOCTYNAOMmas JOKYMEHTAIHs
(Bxogsmas), oTIpaBisieMast JOKyMEHTalus (MCXOIAIIast), BHYTPEHHSS TOKYMEHTAIIHSL.

13.1. B cocTtaBe BXondlled U UCXOAALIEH NOKYMEHTALMU MOTYT BBIAEIATHCS JOKYMEHTBI, IOCTYIHBIINE U3
BBILIECTOSIINX, TOAPSAHBIX, MEAUIIUHCKUX M JIPYTUX OpraHU3alMii, OPraHOB MECTHOTO CaMOYNpPAaBIEHUs, 0OpaIleHns]
rpaskaH.

13.3. OOpamenusi rpaxgaH PETUCTPUPYIOTCS U (GOPMHUPYIOTCA B Jefla OTACIBHO OT APYTHX JOKYMEHTOB
001eo6pa3oBaTeNnbHON OpraHU3aIiH.

13.4. B mxose 1oCTaBKa U OTIPaBKa JOKYMEHTOB OCYILECTBISIETCS CPEACTBAMH [IOUYTOBOM CBSA3HU, 3JEKTPOHHOU
CBSI3M, 4 TaKXKe IO CHCTEME AJIEKTPOHHOTO JokKyMmeHTooOopora (manmee - C3JI). C momomiplo MOYTOBOW CBSI3U B
00111e00pa30BaTeNbHYI0 OPTraHU3AIMIO JO0CTABISAETCS MUCHMEHHAs KOPPECTOHIEHIIUS B BUJE MPOCTBIX MHCEM, 3aKa3HBIX
IIFCEM, TIOUTOBBIX KapTO4eK, OaHAepoIeil 1 MeNKUX MAKeTOB, a TAKXKE MeYaTHBIC H3/IaHHs.

14. IlepBuuHas 06padoOTKa MOCTYNAIIIUX JOKYMEHTOB

14.1. lokyMeHTBI, MOCTYHAONINE B IIKOIY, IIEPEAAIOTCS Ha PETHUCTPAIMIO CEKPETapio 00meoOpa3oBaTenbHOM
OpraHM3allii U MPOXOAAT MEPBUUHYIO 00pabOTKy B J€Hb MOCTYIUIEHHsA, MPU MOCTYIJIEHHH B Hepabouee Bpems - Ha
cnepyomuit pabounii nens. Ilpu nepBu4HON 00pabOTKE DOKYMEHTOB IPOBEPSETCS MPaBHIBHOCTH aJpPECOBaHMS.
OmuO0THO MOCTYNHBIINE JOKYMEHTHI TIEPECHUIAIOTCS 110 MIPUHAICKHOCTH HIIH BO3BPAIMIAIOTCS OTIPABUTENIO.

14.2. JloxymeHTsl, mnocrynuBmue ¢ orMmerkamu "Cpouno", "Bpyuuts HemenneHHo", "OmneparusHo",
HE3aMeIIUTEIBHO MPOXOAT MEPBUUHYIO 00pabOTKy M JOKIAIBIBAIOTCSA AUPEKTOPY WM B CIIydae €ro OTCYTCTBHSA —
3aMECTUTEII0 AUPEKTOPA I10 HAIIPABICHUIO AEATEIILHOCTH.

14.3. TlocTtynuBiIKe TelaerpaMMbl MPUHUMAIOTCS MOJA MOJMHCh C MPOCTABIEHHEM AaThl U BPEMEHH IpHEMa,
PETUCTPUPYIOTCS 110 TEM K€ IIpaBUJIaM, YTO U MUChMA.

14.4. DnexTpoHHBIE COOOLICHWS, AaAPECOBAHHBIC MAWPEKTOPY WM HAIpaBICHHBIE B agpec  MIKOIHEL,
pacreuaTbslBaloTCs M JOKJIaAbIBAIOTCSA TUPEKTOPY UITH B CIydae ero OTCYTCTBUS — 3aMECTUTENIO AUPEKTOPA.

14.5. DneKkTpoHHBIC COOONICHUS, 3aBEpPEHHBIC SICKTPOHHON MOAINCHIO, TOATEKAT 00paboTke MO IMpaBHIIAM,
MPeAyCMOTPEHHBIM JUIsl TOCTyNaroNen (BXoasmeil) 10KyMeHTall|H.

14.6. TloctynuBmas (BXopsilas) NOKyMEHTALUs pacHpefeNseTcss Ha PErHCTpUpyeMble M HE MOAJekKallne
perucTpanyu J0KyMEHTBL.

14.7. He nonnexar perucTpaluum:

e  [IPUTIacCHTENbHbIE, TO3APABUTENBHBIE TUCbMA U TENETPAMMBI;

° OWJICTEHI;

e  IUIAHBI U IPOTPAMMEI CEMHHAPOB, KOH(EpeHNIHit 1 IPYyTruX MOJOOHBIX MEPOIPUATHIL;

e  JOKyMEHTBI MO OyXTraITepCKOMy Y4eTy, MaTepHaTbHO-TEXHHIECKOMY OOCCIICUCHHIO, IUIAHOBBIE U
(buHaHCOBBIE JOKYMEHTBI, IOCTYyMAIOIHe 6€3 CONPOBOJUTENLHOTO MHChMA;

®  pEKJIAaMHbIE, KOMMEPYECKUE NIPEATI0KEHUS, B T.4U. IOCTYIUBIINE 110 dJI€KTPOHHOH I10YTE;

e  [euyaTHBIE U3/JAHUS;

®  IMCbMAa C IOMETKOU «JIHYHOM.



15. Perucrpanmus, y4yeT H pacCMOTPeHHe PYKOBOJUTeIeM IOCTYNAIINNX (BXOAAIINX) JOKYMEHTOB

15.1. TloctynuBmue (BXOASIIME) JTOKYMEHTBI PErHMCTPUPYIOTCS TOJBKO IOCIE M TEPBUYHON 00paboTKH WU
HE3aBHUCHMO OT CII0c00a UX JTOCTaBKH.

15.2. Peructpauus — npoCTaBICHUE B HUKHEM IIPAaBOM YIUIy IEPBOIO JIUCTA JOKYMEHTA OTMETKU O IIOCTYILIEHUH
C yKa3aHHEeM JaThl NOCTYIUIEHUS M BXOJILET0 PEruCTPAllMOHHOTO HOMEpa JIOKYMEHTa ¢ 00s3aTelbHOM 3amluchio B
XKYpHal PETHCTpallii TOCTymaromeHd (Bxoxasameif) mokymeHTanmuu. CTpyKTypa pPErHCTPAIIOHHOTO HOMeEpa
MIOCTYIAIOIIEr0 (BXOAALIET0) JTOKYMEHTA COCTOUT M3 €ro MOpsSAKOBOrO HOMEpa M MHJEKca Jieja N0 HOMEHKIIAType Jel
0011eo0pa3oBaTeIbHON OpraHu3aum.

15.3. Peructpamms BceX MOCTYNHMBIIMX (BXOASIINX) JOKYMEHTOB TIPOM3BOIMTCS B Tpeaerax oOmero
JIOKYMEHTOITOTOKA. J[OKYMEHTBI, MOCTYNHBIIME B IIKOJNy MO KaHaJaM (aKCUMWIBHON CBs3HM, 00pabaThIBAalOTCS U
PETUCTPUPYIOTCS B OOLIEM MOPSIIKE.

TekeT mocTynuBIIeH Tene(hOHOTPaMMBI 3aITUCHIBACTCS B KYPHAJIC PETHCTPAIINH TelIe(OHOTPaMM U ITeUaTaeTCsl Ha JINCTE
Oymaru JuIst epeaiadu Ha pacCMOTPEHHE.

15.4. Tlocrynaromue (BXOAAIMME) TOKYMEHTHI MEPETalOTCs Ha PAaCCMOTPEHHE PYKOBOJACTBY TOIBKO ITOCTE HX
pEerucTpanuy 1 NpeaBapuTeabHOI0 pacCCMOTPEHUS.

15.5. JlokyMeHTBI, MOCTYHMBIIME B 0O0IIe00pa3oBaTEIbHYI0 OpraHU3allMIo, 10 BOIPOCAM, HE TPeOyIOIUM
PacCMOTPEHUS AUPEKTOPA, HAPABISIOTCSA PAOOTHUKOM OTBETCTBEHHBIM 3 JICIONPOU3BO/ICTBO IIKOJIBI HEITOCPEACTBEHHO
HCTIOJIHUTEJIIO 3a1poca.

15.6. JlupekTop B pe3OIOLMM OINpeAesseT JHl, OTBETCTBEHHBIX 3a HCIIOJHEHUE [OKYMEHTa, U JIaeT UM
nopydcHre. PaOOTHHK OTBETCTBEHHSBIIT 3a IEOMPOU3BOICTBO IIKOJIBI IEpPEaaeT JOKYMCHT HA HCIOTHEHNUE.

15.7. IloanMHHUK AOKYMEHTA C Pe30JIIoLel pyKoBoauTes o01eo0pa3oBaTeIbHON OpraHu3aliy HalpaBisieTcst
HCTIOJIHUTEIIIO.

15.8. Ilpy HanuYMM HECKOJbKUX MCHOJHMUTEJIEH MOUIMHHMK JOKYMEHTa IMepelaeTcs TOMY HCIOJHUTEIIO,
KOTOPBIH B COOTBETCTBUM C YKa3aHUSAMU 110 UCTIOJIHEHHUIO SIBJISETCSI OTBETCTBEHHBIM, OCTAJIbHBIC HCIIOJIHUTEIH M0Jy4aioT
KOIIMIO JJOKYMEHTA.

15.9. TlouIMHHUK [OKyMEHTa, KOTOPBIM HCHOJHSAETCS HECKOJBKMMM JIOJDKHOCTHBIMHM JIMIIAMH, I1OJIy4aeT
OTBETCTBEHHBIN HCIIOJHUTENb. OCTaNbHBIM UCTIONHUTEISIM NIEPEAAlOTCs] KOIUHU.

15.10. HMszrotoBiaeHue KOmUH [NOKYMEHTa A IIE€pelaud COUCIIOJIHUTENSIM OCYLIECTBIIAETCS CEKpeTapeM
0011eo0pa3oBaTeIbHON OpraHu3aum.

15.11. Pe3onronus COOEePKUT:

e yKa3aHHE II0 UCIIOIHEHHIO, COMIepIKAIIIee KPaTKoe OMICAaHNEe HEOOXOANMOTO Ul HCIIOTHEHUS ICHCTBHS,;

e yKa3zaHME Ha CPOK, B TEUEHHE KOTOPOro JuOO [0 HCTEYEHUS KOTOPOro HEOOXOANUMO HCIIOJIHUTD
MpeanucaHHoe IeUCTBUE;

e JMYHYIO IOANHUCH aBTOPA PE3OIIOIHH;

e JaTy IPOCTABICHUS PE30JIIOLUU.

15.12. Yka3aHue Ha CpOK, B TE€UEHHUE KOTOPOro JMOO 10 HCTEUYEHHUs KOTOPOTr0 HEOOXOIMMO HCIIOJIHUTD
IpeanucaHHoe JeficTBUE, MOKET HE BBIpa)KaTbCs KOHKPETHOHM NaToil M colepkaTh BBIPAXKEHUA: "B YCTAHOBJICHHBIH
3aKOHOM CpPOK" U T.IL.

15.13. Pe3omronust NUIIETCSt HA CBOOOHOM OT PEKBU3UTOB MECTE MEPBOTO JIHCTA JOKYMEHTA.

15.14. B ciyuae, Korjja pe3oJItolns apecoBaHa HECKOJIbKUM COTPYIHHKAM, TO OTBETCTBEHHBIM 3a UCIIOJIHEHHE
JIOKYMEHTA B LIEJIOM SIBIIICTCS COTPYAHHK, YKAa3aHHBIM MEPBBIM (BEPXHHUM), THOO COTPYAHHK, B OTHOIICHHH KOTOPOTO
clieJlaHa TIOMETKa O TOM, YTO OH SIBJISIETCSI OTBETCTBEHHBIM.

16. Opranuszanusi padoThl ¢ OTHPABJISIEMbIMH (MUCXOASALIMMHU) JOKYMEHTaMH

16.1. lo mpefocTaBieHUs] NPOEKTa OTMIPABISAEMOro (MCXOISAIIEro) NOKYMEHTa Ha IMOJMHUCH JUPEKTOPY HITH
MHOMY YIOJTHOMOYEHHOMY B YCTAHOBICHHOM IIOpSAKE Ha IOANMCAHME JIUIYy OCHOBHOW HCIIOTHUTENb INPOBEPSET
MPaBIJIBHOCTh O(GOPMIICHHS OTIPABIIEMOTO (MCXOMSIIETO) JOKYMEHTAa Ha COOTBETCTBHE TPEOOBAHMAM HACTOSIIEH
Wuctpykuuu.

16.2. Tlpu moAroTOBKE OTHPABISIEMOTO (MCXOJSIIEr0) AOKYMEHTa KaK OTBETa Ha MOCTYNHBIIMN (BXOASIIUI)
JIOKYMEHT MCHOIHUTENb NPHUKIIAIBIBAET K TOrOTOBICHHOMY NPOEKTY BXOAAIINI JOKYMEHT.

16.3. TIpOEeKTHI OTHPABIAEMBIX (MCXOISIINX) TOKYMEHTOB C YIETOM COOIIOICHHS YCTAHOBICHHOTO B PE30IIOINI
CpOKa MCIOTHEHHS TEePEAAl0TCS OTBETCTBEHHBIM HCIOIHUTENEM B OT/AEI JCIONPOU3BOACTBA (KaHIEIAPHS, CEKPETaph)
IIKOJIBI IS HAIIPABJICHHS Ha TIOAMICaHHE.

16.4. TloammcanHble OTHIpAaBIsIEMBbIC (MCXOJSIINE) AOKYMEHTHI, IEpefaloTcs PabOTHHKY OTBETCTBCHHOMY 3a
JIEIONPOU3BOJICTBO HIKONBI, KOTOPBIA OCYIIECTBISET MNPOBEPKY KOMIMJIEKTHOCTH M COOTBETCTBUS KOJIMYECTBA
9K3EMIUIIPOB OTHPABIAEMOTO (MCXOMAIMIET0) JOKYMEHTa CIMCKY PACCBUIKM, a TaKXKe MPaBIIIBHOCTH O(opMiIeHNS
JIOKYMEHTA COTJIACHO HACTOSIICH HHCTPYKINH.

16.5. B cimydae HapyIIeHus: KOMIUIEKTHOCTH MM COOTBETCTBUS KOJMYECTBA, & TAKIKE MPABUIBHOCTH 0()OPMIIEHUS
JOKyMEHTa COTJIACHO HACTOSIIEeH WHCTPYKIMM OTMpaBisieMble (MCXOAAIMINE) JOKYMEHTHI HE3aMeUTUTEIBEHO
BO3BpAIIalOTCs paOOTHUKAMM KaHLEIAPUN OTBETCTBEHHOMY HCIIOTHUTENIO WIIM B CIIyyae OTCYTCTBHSI OTBETCTBEHHOIO
UCTIOJTHUTEIS €r0 HEMOCPEACTBEHHOMY PYKOBOAMTEIIO [UIsl YCTPAHEHUS HapyHICHHH.



16.6. JIoKyMEHTBI TIOCIEe WX MOANHCAHUS AUPEKTOPOM WM HHBIM YHOJTHOMOYEHHBIM JIHIIOM MEpeaaroTcs B
KaHLEIspUIo 00111e00pa30BaTeIbHON OpraHu3aliy A1 pErUCTPaly U OTIIPABKU.

16.7. Peructparyst OTIpaBiIsieMbIX (MCXOIAIIMX) JOKYMEHTOB OCYIIECTBIISIETCS [0CTIe IPOBEICHUS paOOTHUKAMU
KaHIIEIAPUH, OTBETCTBCHHBIMH 3a JEIOMPOMU3BOJACTBO, MPOBEPKH KOMIUICKTHOCTH M COOTBETCTBHUS KOJIMYECTBA
9K3EMIUIAPOB, a TAKXKE MPABUIFHOCTH 0()OPMIICHHUS OTHPABIIAEMOTO (MCXOSIIET0) JTOKYMEHTA.

16.8. Peructparms co3/aBaeMbIX JOKYMEHTOB OCYIIECTBIISCTCS B ICHb MOANMCAHUS UM YTBEP KICHUS THO0 Ha
crenyromuii pabounii 1CHb.

16.9. CeneHust 0 perucTpUPYEMBIX OTHPABISIEMBIX (MCXOSAIINX) JOKYMEHTAX BHOCATCS B )KYPHAJ PErHCTPaLH
OTIPaBIsIeMOH (MCXOISIIEH) TOKYMEHTAIINH.

16.10. PerucrtpanmoHHBII HOMEpP W Jara OTIPABISIEMOrO (MCXOISIIEr0) JOKYMEHTa MpPOCTaBISIIOTCS Ha
[IOJUIMHHUKE JOKYMEHTa B PEKBH3MTaxX OJlaHKa M Ha S3K3eMIULIpEe, OCTaloleMcs B Jele 00Leo0pa3oBaTesIbHOM
OpTaHH3aIHH.

16.11. CtpykTypa pErucTpalMoOHHOIO HOMEpa OTIPAaBISIEMOro (MCXOJSIICT0) JOKYMEHTa COCTOMT U3 €ro
MOPSIAKOBOTO HOMEPA M MH/IEKca JIeNa 10 HOMEHKIIATYpe A€ LIKOJIbL.

16.12. OtnpaBKka AOKYMEHTOB IIPOHM3BOAUTCS LEHTPANIN30BAHHO PAOOTHHUKAMHU KAHIEIAPHUHU MIKOIBI, KOTOPHIC
IIPOU3BOJAT UX COPTUPOBKY I10 CIIOCOOY OTIpaBiIeHUs (IPOCTast, 3aKa3Hasi, MeKyHapoIHas U ap.).

16.13. [TuceMa, TenerpaMmel, OTKPBITKH, OAHAEPOIHN U IIEUYaTHBIC H3aHUS OTIPABIAIOTCS OYTOMH.
®dakcorpaMMBbI U Tele(OHOTpaMMBI TIEPEIAIOTCS IO KaHAIAM TeJe(pOHHON CBS3H.

16.14. DnekTpoHHbIE COOOIICHUS OTHPABIAIOTCS C OQUIMAIBHOTO IOYTOBOTO AJIEKTPOHHOIO ajpeca
00mmeobpa3oBaTeNbHOIN OpraHU3aIIH.

16.15. Ilucbma, TenerpaMMebl, OTKPBITKH, OaHIepOIH, (haKCOTpaMMBbl, dJIEKTPOHHBIE COOOIICHHSI, HE CBSI3aHHBIE C
paboueil 1esTeIbHOCThIO, K OTIPaBKE HE IPUHUMAIOTCS.

16.16. JokyMeHTBI, OTIIpaBIsgeMble CpeCTBAMU OYTOBON CBSA3M MPOXOIAT:

®  YIaKOBKY;

e ajpecoBaHMe (TIPU HANpPABICHUH JOKyMEHTa Ooiee 4eM B 4 ajgpeca) — B COOTBETCTBHH C yKaszaTelIeM
PacCBUIKHM, Ha KaXJIOM K3eMIUIIpE MICbMa YKa3bIBACTCS TOJIBKO OJIMH aJpecart.

® [IPOCTaBJIEHUE CTOMMOCTH ITOYTOBBIX YCIIYT;

e [iepeqayy B IOUYTOBOE OT/EJIEHHUE CBS3H.

16.17. Ilpu nmoAroToBKE M OTHpaBKE MHCEM HEOOXOAMMO YUHUTBIBATh NpaBHUJia, YCTAHOBJCHHBIE NPUKA30M
MuHucTepcTBa CBSI3H U MacCOBBIX KoMMyHHKanuilt PO ot 31 mromst 2014 r. N 234 "O6 yrBepxxaenun [IpaBun okazaHus
YCIIYT ITOYTOBOM CBS3H".

16.18. JlokyMeHTBI, OTIIPaBIsieMble CPEJCTBAMU ITOUTOBO CBSA3M B OJJMH a/Ipec, BKIAIbIBAIOTCS B OJJUH KOHBEPT.

16.19. Hcxoapsmue MOKYMEHTHI, NPEIHA3HAUCHHBIC JUIS OTIPABKH CPEACTBAMH (HaKCHUMHUIBHON CBS3H,
OTIPABIAIOTCS PAOOTHUKAMU KaHIESIpUH 00111e00pa30BaTesIbHON OpraHu3aluy.

17. PazpaGoTka 1 BelecHHe HOMEHKJIATYPBI el

17.1. JloKyMeHTaJbHBII (JOHJ IIKONEI — COBOKYHMHOCTH JOKYMEHTOB, OOpa3yIOIIHMXCS B IPOIECCE €ro
JeITeNbHOCTH. JIOKyMEHTambHBINH (OHJ IIKONBI COCTABISIOT JOKYMEHTHI, CO3JaHHBIE B 00mMeo0pa3oBaTeIbHON
OpraHM3allid U TOJyYeHHbIE €10 B pe3ylIbTaTe B3aMMOACHCTBUS C OpraHaMHU TOCYJapCTBEHHOH BIIACTH, OpraHaMu
MECTHOTO CaMOYNpPaBIICHHs, OPUATYECKUMH U (PU3HMIECKUMH JIMLAMH.

17.2. HomeHKIaTypa el ABIIeTCS OCHOBOH ()OPMHUPOBAHMS JOKYMEHTAILHOTO (hOH/A IIKOIBI U MPEACTABIACT
€000} cucTeMaTU3UPOBaHHEIN NEpeueHb 3aroJ0BKOB (HAMMEHOBAHMIN) 1€, 3aBOAUMBIX B IIIKOJIE, C YKa3aHHEM CPOKOB X
XpaHeHHsI, U O(OPMIICHHBIH B COOTBETCTBHH C NMPABOBBIMU AKTAMHU, PEKOMEHAAIMAMH U METOANYCCKIMH YKa3aHUSAMHU
opranoB Poccuiickoii ®enepanny, yHOJHOMOYEHHBIX B c(epe TOCYAAPCTBEHHOTO YIIPABICHHUS apXUBHBIM JICTIOM,
JIEIONPOU3BOJICTBA U JIOKYMEHTO000POTA.

17.3. HomeHKI1aTypa Jell COCTaBIIAETCS HA OCHOBE U3y4€HUsI II0JI0KEHU M, MHCTPYKLUHI U IIPaBUIL, & TAKXKE IPYTUX
JIOKYMEHTOB, PErJaMeHTUPYIOMINX JeATeIbHOCTh 00I1e00pa3oBaTeNbHON OpPraHM3alny, a TakKe HOMEHKIATyp JIen 3a
IPEAIICCTBYIONIHE TOABI U JOKYMEHTOB, 00pa3ylOMHUXCs B AEATCIBHOCTH 00Ie00pa30BaTeIbHON OpraHn3alIiy.

17.4. HoMeHKIIaTypa Je NCTIONB3YeTCs JUIS TPYIITHPOBKY HCIOIHEHHBIX JOKYMEHTOB B Je1a, CHCTEMATH3aluH U
yueTa Jell, ONpeeieHNs CPOKOB UX XPaHEHHs U MOUCKA JJOKYMEHTOB, SIBIISIETCS OCHOBOM /71l COCTABIEHUS OMMCEH e
MTOCTOSIHHOTO M BpeMeHHOTrO0 (cBbIme 10 JieT) XpaHeHus, a TaKxKe JUIsl ydeTa fest BpeMeHHOro (10 10 jeT BKIIOYUTENBHO)
XpaHCHHUS.

18. ®opmupoBanue aea M HX TeKkymiee xpaHeHHe. [loAroToBka JOKYMEHTOB M AeJ K mepexade Ha

apXHBHOE XpaHeHHe

18.1. ®opmupoBaHue Jen — TPYNNUPOBKA HCIIOJHEHHBIX JOKYMEHTOB B Jela B COOTBETCTBHU C
HOMEHKJIATypoil fen o01eoOpa3oBaTebHON OpraHu3alii U CHCTEMAaTU3allks JOKYMEHTOB BHYTpPH JieNa.

18.2. Jlena co AHA UX 3aBEJCHUA A0 IE€peladyd B apXMB LIKOJIbl WIM HAa YHUYTOXKECHUE XPAHATCS 110 MECTY UX
(opMupOBaHUSL.

18.3. Ilpukazel MO OCHOBHOM, aJMHUHHCTPAaTUBHO-XO3AHCTBEHHOMN, y4eOHO-BOCHMTATENBHOHN €STENbHOCTU
HIKOJIBI, TPYNIHUPYIOTCS OTJEIBHO OT MPHUKA30B MO JINYHOMY COCTaBy pabOOTHHUKOB U MO JINUHOMY COCTaBY 00yJalOMINXCs
(y4amuxcsi/BOCIIUTAHHUKOB).



18.4. Ilepenucka rpynmnupyercs 3a IEpHOJ KaJIE€HAAPHOTO IOJa U CUCTEMATH3HPYETCS B XPOHOJIOTHYECKOH
I10CJIEI0BATEILHOCTH.

18.5. IIpoBepka HaNUUMS U COCTOSIHUS TOKYMEHTOB U /1] IPOBOAUTCS IIPU NIEPEMEILICHUH [IeJT, IPU BO3BpaTe A€,
IIPU PEOpraHI3aLIH HIIH TNKBUAAIINN 0011e00pa30oBaTeIbHON OpraHu3anni.

18.6. B apxuB o00meoOpa3oBaTeNpHONH OpraHM3aluy (Jajee - apxuB) MEepelaloTcs Jella IMOCTOSHHOTO,
BpPEMEHHOTO (cBBIIE 10 1eT) CPOKOB XPAHEHHUS U TI0 IMYHOMY COCTaBY depe3 3 roja Imocie roja, B KOTOPOM JOKYMEHTHI
OBUIH OMEILEHBI B JIEJIO Ha XPaHEHHUE.

18.7. Ilepenaua TOKyMEHTOB B apXUB IIPOU3BOAUTCS 110 YTBEPKACHHBIM OIHUCIM AEL.

18.8. [ToaroroBka JIOKYMEHTOB U JieJ K Iepeiaye Ha apXUBHOE XpaHEHNE U Ha YHUUYTOKEHHUE MPeyCMaTpUBaeT:
SKCHEPTU3Y LEHHOCTU JTOKYMEHTOB;

COCTaBJICHHE ONUCEH Jel 110 pe3yabTaTaM HKCIEPTH3bl UX LIEHHOCTH;
odopmiIeHue Jel;
COCTaBJICHHE AKTOB Ha YHUUYTOKEHHE JOKYMEHTOB U JICJI C HCTEKITUMHU CPOKAMH XPAaHECHUS.

18.9. DkcrnepTH3a LEHHOCTH JIOKYMEHTOB IOCTOSIHHOIO M BPEMEHHOI'O XpPaHEHHsI OCYIIECTBISETCS €KEeroHo
JIMIIOM (JIMLIaMM), Ha3HAYE€HHBIM IIPUKa30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 32 apXUBHUPOBAHMUE.

18.10. B neno momemiaercs He 6omnee 250 nucToB (TONIIMHA Jea MPH 3TOM cOcTaBisieT He Ooinee 4 cm). [Ipu
OOJIBIIIOM KOJIMYECTBE TOKYMEHTOB (pOPMHPYIOTCA TOMa (YacTH) Aeia. BHYTpH Jena JOKYMEHTHI PacIoyiaraloTcs B
XPOHOJIOTHYECKOM IOpSiAKE B COOTBETCTBMU C ONHUCHIO. B jaena momemiaioTcss TOJIbKO HCIOJHEHHBIE, MPaBUIBHO
0(opMICHHBIC JOKYMECHTHL

18.11. JIoKyMeHTBl BHYTpU Je€jla pacloJIaralOTCsl CBEPXY BHHM3 B XPOHOJIOIMYECKOHM, BOIPOCHO-JIOTHYECKOM
[I0CJIEI0BATEILHOCTH WM MX COYeTaHUM. PacnopsiiuTenbHbIE JOKYMEHTHl TPYHNIMPYIOTCS B Jeja IO BUAaM H
XPOHOJIOTHH C OTHOCSIITIMUCS K HUM IIPHUIOKCHUSMHI.

18.12. JInyHbIe KapTOUKN paOOTHUKOB (OPMUPYIOTCS B A€JI0 10 andaBUTy GaMuinii.

18.13. Odopmienue nena mpemxycMaTpuBaeT: OQOpPMIICHHE PEKBHU3UTOB OOJOXKKH Jefia MO YCTaHOBJICHHOM
(bopme; Hymepanuio JUCTOB B JIeJIC KapaHAAIIOM B BEPXHEM IIPaBOM YTITy; COCTaBICHNAC BHYTPEHHEH OIMICH TOKYMEHTOB
Jienia, MOJIIUBKY U mepernieT aeia. Jluct Gomipmoro gpopmara, OAMIMTEIA 32 OMH Kpal, HyMepyeTcsl Kak OJIMH JIHCT B
IIPaBOM BEpXHEM yriy. JJOKyMeHTBI ¢ COOCTBEHHON HyMepalLueil JINCTOB, B TOM YHUCIIE IIeYaTHbIE U31aHus, HyMEpPYIOTCS B
0011IEM TTOPSIZIKE.

18.14. JIucTsl fei1, COCTOSIUX M3 HECKOJbKUX TOMOB WJIM YacTed, HyMEpYIOTCS M0 Ka)XJIO0My TOMY WMJIHM 4acTH
OTJIEIIBHO.

18.15. Iocne 3aBepiieHnst HyMepaluHy JIMCTOB COCTABISIETCS 3aBEpUTENIbHAsL HA/IIIUCh, KOTOPasi pacroyiaraercs B
KOHIIE Aesa. 3aBepuTeibHasi HAAMUCh COCTABIISIETCS B Jieie HA OT/AEIbHOM JIHCTe-3aBepHUTee Aea.

18.16. B 3aBepuTensHON HagmuHCH I(PaMH U MPONUCHI0 YKa3bIBACTCS KOJIMUYECTBO JINICTOB B JAHHOM JIEIC.
3aBepuTeNbHAs HAJIIHCH TTOMMHMCHIBACTCS €€ COCTABUTENIEM C yKa3aHHEM PAacIIA(POBKH MOMAIUCH, TODKHOCTH M JATHI
cocTaBieHus. KonndecTBo THCTOB B Aeie MPOCTABIACTCSA HAa 00JI0XKKE JIeNia B COOTBETCTBHH C HTOTOBON HAIIHCHIO.

18.17. PexBm3uT "CpOK XpaHEHHUs Aena" MepeHOCUTCS Ha OOTO0XKKY Jela M3 COOTBETCTBYIOMICH HOMEHKIATYPHI
JIeJT TI0CTIe CBEPKH €Tr0 CO CPOKOM XPaHEHUsl, yKa3aHHBIM B IIEpeUHe TUIOBLIX JJOKYMEHTOB MJIM B I€peUHE JIOKYMEHTOB,
00pasyomuxcs B ICATSIBHOCTH (heliepalbHOTO OpPraHa, ¢ YKa3aHWeM CPOKOB XpaHCHHS.

18.18. Ha nenax mocTOSHHOTO XpaHEHUs NUIIETCs: " XPaHUTh IOCTOSHHO" .

18.19. IlpueMm gmen NpoU3BOLUTCA COTPYIHUKOM, YHNOJHOMOYEHHBIM Ha BEICHHUE IEATENbHOCTU apXuBa, C
MPOCTAaBICHHEM B JBYX IK3EMIUIIPAX OMHCH JEJI OTMETOK O HATWYHH KaXKAOTO Jena (Ha KaXJOM 3K3eMIUIIpE OMHUCH
YKa3bIBACTCSI KOJMMYECTBO (DaKTUUCCKH MPHUHATHIX JEJ, JaTa IpHeMa-Tiepeladd Jel, a TakKe IMOJIMCH apXWBUCTA U
COTPYAHUKA, IEPEIaBILEro JIea.

19. 3akimouuTe/bHbIE 0J10KEHUS
19.1. Hacrosmas HWMHCTpykIMa 1O JENONPOU3BOACTBY SBIISETCA JIOKAJIBHBIM HOPMATHBHBIM aKTOM

001eo0pa3oBaTenbHON OpraHu3anuu, npuHuMaercss Ha OOmem coOpaHuu paOOTHUKOB M yTBEpiKaaeTcsi (BBOIUTCS B
JIeWCTBHE) IPUKA30M JUPEKTOpa 00IIe00pa3oBaTeIbHON OpraHu3aIui.

19.2. Bce u3MeHEHHs W JOMOIHEHHS, BHOCHMBIC B HACTOSIIYI0 MHCTPYKIHIO, 0OPMIIIOTCA B HMHCHMEHHOI
(hopMe B COOTBETCTBHH JICHCTBYIONIUM 3aKOHOATENLCTBOM Poccuiickoii Deneparum.

19.3. MHCTpyKuus MO JIeNONPOM3BOJCTBY B HIKOJE NPHHUMAETCS Ha HEONpeJeNeHHbI cpok. V3MeHeHus u
JIOTIOJIHEHUS K IHCTpyKIMY IPUHUMAIOTCS B OPSAKE, IpeAycMOTpeHHOM 11.19.1. Hacrosmeil MucTpykuuu.

19.4. IMocne npunsTus UHCTpYKINK (MM N3MEHEHUH U TOTIOJHEHUH OTACTBHBIX ITyHKTOB M Pa3/IelIOB) B HOBOI
penaKkuuy IpeablayIas peAakiys aBTOMaTUIEeCKU yTPauuBaeT CUILY.

[Tpunosxxenue No 1

I[IpaBuia oopmiieHHs peKBU3UTOB TOKYMEHTOB
1. Jlng TMOATOTOBKM JOKYMEHTOB MPUMEHSETCS TEKCTOBBIM peaakTop, oOecHmeunBalomuil TpeOOBaHUA
rpaduueckoro BOCIpOU3BEACHHs PEKBU3UTOB JJOKYMEHTA.
2. Buns! u pa3meps! ncons3yemsix mpudTo: Times New Roman — 12, 13, 14; Calibri 14 u npubnmkxeHHbIe K
HHUM.
3. Ilpu moAroToBKE TEKCTOB B TaOnMIax, Ui oOecreueHus dydllell YUTaeMOCTH JaHHBIX, JOMYCKAeTCs



npuMeHeHne mpudToB Buga Arial, pasmepos 12,13.
4. lnana3oH UCIOJIb3yEeMbIX MEXIYCTPOUHBIX MHTEPBAIOB: OT OJMHAPHOTO A0 MOJIYyTOPHOTO.
5. AG3anHbIi OTCTYI TEKCTa JOKyMeHTa - 1,25 cm.
6. 3aroioBKH pa3feNoB M MOAPA3/CNIOB IEYATAIOTCS ¢ a03aI[HBIM OTCTYNOM WM LEHTPUPYIOTCS MO IHPHHE
TEKCTa.
7. MHOTOCTPOYHBIE PEKBU3HUTHI IIEUATAIOTCS YePe3 OJIMH MEKCTPOUHBIA HHTEPBAJ, COCTABHBIC YaCTH PEKBU3HUTOB
OTHEJISIOTCS JONOIHUTEIBHBIM HHTEPBAIOM.
8. Ecnu 1oKyMeHT FOTOBUTCS [UIs U3aHUS ¢ YMEHbIIEHUEM MaclITada, TeKCT IeyaTaeTcs Yyepes J1Ba MHTepBaa.
9. UnTepBan Mex1y OyKBaMH B CJIOBaX - OOBIMHEIN. MHTEpBaI MEX Iy CIOBaMHU - OIUH IIPoOeI.
10. TexcT MOKyMeHTa BBIPABHUBACTCS 10 IIUPHUHE JTUCTA (10 TPAHHUIIAM JIEBOTO M IPABOTO MOJIEH JOKYMEHTA).
11. Jlnuna camMo# JUIMHHON CTPOKU PEKBU3UTA IIPU YTIIOBOM PACIIOJIOKEHUH PEKBU3UTOB He Ooiee 7,5 cM.
12. InnHa caMoif JUIMHHOM CTPOKH PEKBU3UTA IIPH MPOJOIEHOM PACHONIOKECHUHN PEKBU3UTOB He Oomee 12 cM.
13. Kox dhopmbl nokymenra
Kon ¢opmbl mokymeHTa npocTaBisieTcsi Ha YHH(GUIMPOBAHHBIX (popMax JOKYMEHTOB B OCHOBHOM HCIIOJIb3yEMBIX
B KaJJpOBOM JOKYMEHT0000pOTe MIKOJEL. Pactonaraercs ko (hOpMBI B IPaBOM BEPXHEM YTITy pabOdero mojs JOKyMEHTa,
cocTtouT u3 ciioB "®opma no" (HauMeHOBaHUE Kiaccudukaropa) u mudpoBoro Koja.
IIpumep - @opma no OKY/] 0301001.
14. HaumeHoBaHue IKOJIBI
HanMeHOBaHME LIKOJB! JOJKHO COOTBETCTBOBATH HAUMEHOBAHMIO IOPUAMYECKOTO JIMIA, 3aKPEIJICHHOMY B €0
yapenuTenbHBIX JoKyMeHTax (YcTaBe 00meo0pazoBaTenbHON opranuzanun). [log HanMeHOBAaHHEM IIKOJIBI B CKOOKaX
YKa3BIBACTCS COKPAIIEHHOE HANMEHOBAHHE 0011e00pa30BaTeIbHON OpraHU3aIHIL.
Han HaMeHOBaHMEM ILKOJIBI - YKa3bIBAETCSI TOJTHOE HAMMEHOBAHME BBIIECTOSIIEH OpraHU3aluy.
15. CripaBo4HbIE IaHHBIE O IIKOJIE
CripaBouHble JaHHBIE O IIKOJE BKJIIOYAlOT B ce0s: MOYTOBBIM anpec, HoMmepa TenedoHa, Qakca, anpec
NEKTPOHHOH 1mouTHl, koA mKkois! Mo OKIIO (mpocrasnsercs mo ObmiepoccuiickoMy KIaccu(BUKaTOpy NPEANPHATHN U
OpraHm3aIuii), OCHOBHOI TrocCymapcTBeHHBII perucTpanuoHHbli HoMep (OI'PH), wuaenTH(UKAnMOHHBIA HOMEp
HAJIOTOTIIATENBIIMKA/KOJ] MPUYUHBI TOCTAHOBKH Ha HayoroBbii yuet (MHH/KIIIT).
16. HanmeHnoBaHue BUJia JOKYMEHTA
PexBH3UT Hcmosb3yeTes Ul YKa3aHUs BHUAA JOKYMEHTa M PacIojiaraercsl MoJ PeKBU3UTOM «HAUMEHOBAHUE
o0ueoOpa3oBaTebHOM opranu3anun». HaumeHnoBanue Buia 10KyMeHTa HE YKa3bIBaeTCs B MUChMaX.
17. dara noKymeHTa
Jaroit nokyMmeHTa SBISeTCS gaTa ero MOANHCAaHHSA (TPHKa3, MHChMO, 3alHCKa, aKT M Ap.), YTBEPKICHUS
(MHCTpYyKLMS, NOJOKEHHUE, MpaBWUiIa, PErjaMeHT, IUIaH, OT4EeT U Jp.), COObITHS, 3a(PUKCUPOBAHHOIO B JOKYMEHTE
(npoTokou).
Jlata 1oKyMeHTa IPOCTaBISIETCs JOHKHOCTHBIM JIMIIOM, ITONUCHIBAIOIIUM WIH YTBEPKIAIOIUM JOKYMEHT, UIIH
IIPU PETUCTPAILNH JOKYMEHTA, FJIH HETIOCPEICTBCHHO COCTaBHTENIEM IIPH MOATOTOBKE JOKYMEHTa (CIIy:KeOHas 3aIlicKa,
3asBIICHUE U JIP.).
JIOKyMEHTBI, 3/1aBaeMble COBMECTHO C APYTUMH OpraHU3aLMSIMU 10JKHBI UMETh OJIHY (€UHYI0) AaTy.
Jary nokymeHTa 0(OopMIAIOT apabCcKuMu IdpaMu B TIOCICIOBATEIEHOCTH:
e JIeHb Mecsla, Mecsl, rofl. Jlenp Mecsiua 1 Mecsi oopMIISIIOT IByMs TapaMu apadCcKuX Ludp, pa3aeaeHHbIMU
TOYKOH; TOJ - YeTHIpbM apabckumu mmppamu, Hanpumep: 01.12.2017. byksa """ mocie nndp He CTaBUTCS.
e TIpH CIOBECHO-IH(POBOM criocoOe 0pOopMIICHNS HaTHI ACHb MecsIa yKa3bIBaeTCs Mapoi apadckux mudp, rox
YeTBIPbMsI apaOCKUMH Irdpamu, Hanpumep: 12 aexkadps 2017 .

18. PerucrpanioHHBIN HOMEP JIOKYMEHTa
PerucrpanonHbslii HOMEP JOKYMEHTa IPOCTABIISETCS B COOTBETCTBUU C CUCTEMOW PErUCTpaluu, NPUHATON B

HIKOJIE.
PeructpaiioHHEII HOMEp MPHCBANBACTCS JOKYMEHTY ITOCJIE €T0 TTOANICaHNs (YTBEPKACHU).
CcpllKa Ha perUCTPAllMOHHBII HOMEpP U 1aTy JOKyMEeHTa
Ccpulka Ha UCXOAIIUI HOMEpP U 1aTy JOKYMEHTa aJ[pecaHTa BKIIOYAET B ce0s peruCTpalluOHHbIN HOMep U JaTy
JIOKYMEHTA, Ha KOTOPHII JOIKEH OBITh JaH OTBET.
19. MecTo cocTapieHus (M3JaHUsA) JOKYMEHTA
MecTo COCTaBIEHHS WM H3JaHUS JAOKYMEHTa - "Topof ..." - yKa3pIBaeTcs Ha OJIaHKAaX IPOTOKOJOB M aKTOB,
COCTaBIAEMBIX B 00I1€00pa30BaTENbHON OpraHU3aIIH.
20. Anpecar
B pexBmure "Agpecar" HCIONB3YIOTCA OQHIMATGHBIC HANMEHOBAHUS OPraHOB TOCYJAPCTBCHHOW W
UCTIOTHUTEIBHOM BIACTH, OPTAaHOB MECTHOTO CaMOYIIPaBJICHHS, OpPraHM3aui. J[omyckaeTcst HCIoIb30BaTh OGUIIHATEHO
MPUHATBIC COKPAICHHBIC HANMCHOBAHUS OPTaHOB TOCYJAPCTBCHHOW M MCIIOMHHUTEIBHOM BIACTH, OPraHOB MECTHOTO
CcaMOYIIPaBIICHUs, OpraHU3aLni.
ITpu agpecoBaHMU TOKyMEHTa JOKHOCTHOMY M YaCTHOMY JIMIly MHHUIIMAIIBI CTaBATCS Mocie GaMUIIHH.
IIpumep - Pykosooumenro OO0 « Cmpoumenvy
Damunua U.0.
PexBusur "agpecat" mpocTaBisieTcs B BEpXHEH MpaBoi 9acTH JOKyMEHTa (Ha OJaHKE C YTIIOBBIM PACIIOJIOKECHUEM
PEKBH3HTOB) WM CIIpaBa IOJ PEKBH3UTaMHU OIaHKa (MIPHU NPOJOIBHOM PACHONIOKCHHU PEKBH3HTOB OmaHka). CTpokn



pekBu3uTa "agpecar” BHIPABHUBAIOTCSA II0 JIEBOMY KpPalO WU LIEHTPYIOTCS. OTHOCUTENIBHO CaMOM UIMHHON CTPOKH.
Ilpn anmpecoBaHuu AOKyMEHTa Oe3 yKa3aHUs AOLKHOCTHOTO JMIA HAMMEHOBaHMA aJpecaToB IHUIIYTCA B
HUMEHHUTENBLHOM MaJIeKe, HalPUMep:

Opeanvl cmamucmuxu 2opoda Kanyeu

IIpn agpecoBaHWM MOKYMEHTa pPYKOBOAWTEIIO OPTaHM3AIlMM HAUMEHOBAHME JIOJDKHOCTH YKas3bIBaeTCA B
JTATeILHOM IajekKe, HarpuMmep:

Tenepanvromy oupexmopy OO0 «H3zdanuer
Damunus U.0.

[TouToBEIil ajipec HE yKa3bIBacTCs B JOKYMEHTaX, HAIPABIICMBIX B BHICIINE OPraHbl FOCYIapCTBCHHOI BIIACTH,
(enepambHbIE OpPraHBl HCIOTHUTETBHOW BIACTH M UX TEPPUTOPHANBHBIC OpPTaHBI, OPraHbl TOCYHApPCTBCHHON U
HCTIOTHUTETIBHON BIIACTH, OCTOSI HHBIM KOPPECIIOHACHTAM.

[pu agpecoBaHNM MHChMA B OPTAaHU3AIMIO YKA3hIBAIOT €€ HANMEHOBAHHUE, 3aTE€M MOYTOBEIN agpec, HaIpuUMep:

Tocyoapcmeennoe  yupesxcoenue Bcepoccutickuti  Hay4HO-UCCIe008amenbCKull.  UHCMUmMym OOKYMEeHmMOo8eOe s U
apxusnozo dena
Ipogcorosnas yu., 0.82, Mocksa, 117393

IIpu anmpecoBaHnu NOKyMEHTa (DPU3NYECKOMY JIUIY YKa3bIBalOT (PAMWIIMIO M WHUIUAIBI TOIyYaTels, 3aTeM
[TOYTOBBIN a/ipec, HallpUMep:

Ilemposy U.11.
Ilpoussoocmeennas yi., 0.5, k.12,
2. Kanyeaa, 119633

PexBmsur "Appecatr" He MOIDKeH coiepxkarh Oonee deTwpex anapecaroB. Crnoo "Komms" mepex BTOPBIM,
TPETBHM, YETBEPTHIM afpecaTaMu He ykasbiBaercs. [Ipm umcie ampecatoB Oonee 4-X COCTaBISETCS CHECOK PACCBHUIKA
JIOKYMEHTA.

Ecan 1OKyMeHT OTNpaBisieTcss B HECKOJIBKO OIHOPOJHBIX OPraHM3alMii MM B HECKOJBKO CTPYKTYPHBIX
NoJipa3/ieleHnii opraHa UCIOTHUTENBHOMN BIACTH, TO OHU YKa3bIBAIOTCSI 000OIIEHHO.
ITpumep:

Pyxosooumenam yupeorcoenuui CI10

20. Tpud yrBepKaCHUS JOKYMEHTA

I'pud yTBEpIKACHUS MPOCTABISIETCS B TPABOM BEPXHEM YIily JTOKyMeHTa. CTPOKH PEKBU3UTA BBIPABHUBAIOTCS 1O
JIEBOMY Kpalo WIH LEHTPUPYIOTCS OTHOCHUTEIHHO CaMOW JUIMHHOW CTPOKH. JIOKYMEHT YTBEPIKIACTCS JTOJDKHOCTHBIM
JUIOM (ZOJDKHOCTHBIMU JIMIIAMH) WJIM PACTOPSIUTENBHBIM JTOKYMEHTOM (TIOCTaHOBIICHHEM, PEIICHHEM, IMPHKA30M,
pacrnopsiKeHHEM).

IIpu yTBepXkaeHHH MOKYMEHTa MOJDKHOCTHBIM JIMIOM TpH(] YTBEpXAEHHUS JODKEH COCTOSATh W3 CJIOBA
YTBEPXIAIO (6e3 kaBbrieK), HAUMEHOBAHUS JJOJDKHOCTH JIUIIA, YTBEPKAAIOIIETO JOKYMEHT, €ro MOIHICH, HHUIIAIIOB,
(haMuIMK U 1aThl YTBEPKACHHUS.

ITpumep:

VTBEPXJ[AIO

Hupexmop MKOY «Cpeonssn wikona Ne3y»
U.0. Damunus

21. JlaTa

[Ipu yTBEpKIeHHN TOKYMEHTa HECKOJIHKUMH JOJDKHOCTHBIMHU JIUIIAMU UX TOJIHCH PACIIONAraroTcs Ha OJJHOM
YpOBHE.

IIpu yTBepX)JEHUH JOKYMEHTa pPACIOPSAUTENFHBIM JOKYMEHTOM TPH( YTBEPKICHHS COCTOMT M3 CIIOB
YTBEPXIEH (YTBEPXIAEHO, YTBEPXJEHBI, YTBEPXJIEHA), coriacoBaHHOrO C HauMEHOBaHHEM BHJIA
YTBEP)KIAeMOTO JOKYMEHTa, HANMEHOBAHHUS BHJIAa TIOKYMEHTa B TBOPUTEIHHOM MaJIekKe, €ro IaThl, HOMEpA.

ITpumep:

VYTBEP)K/JIEHO
npuxazom MKOY «Cpeonss wixona Ne3»
om 01.03.2020 Ne 57

22. 3aroJIoBOK K TEKCTY
3aroJoBOK K TEKCTY - KpaTKoe COJep)KaHWe JOKyMEHTa. 3aroioBOK K TEKCTY MpHKaza (GopMyTupyercs c
npemtorom "O" ("O6") u oTBewaeT Ha Bompoc "o uem?"):
e mpuka3 (0 4eM?) 0 CO3/IaHIUH KOMHCCHH;
e 1puka3 (0 ueM?) 00 yTBEPKACHUH IITATHOTO PACIICAHHUS;
e mUCHMO (0 YeM?) O MPeTOCTaBICHUN HHPOPMAITUH.




3aroJIoBOK K TEKCTY 0(OPMIIICTCS 110/ PeKBH3UTaMH OJaHKA CIICBa, OT TPAHMUIIBI JIEBOTO TIOJIS.
HanmenoBanme (3aronoBok) 11060 aHHOTaIs JOKYMEHTA COCTABIAETCS aBTOPOM IIPOEKTa JOKYMEHTA.
3aronoBoK K TEKCTY MOKET HE COCTABIIAThCA, €CIIU 00BEM TOKYMEHTA HE TPEBBILIAET 4-5 CTPOK.

23. TekcT IOKyMeHTa
JIoOKyMeHTBI 0011e00pa30BaTeIbHON OpPraHU3allii COCTABISIIOTCS Ha TOCYIAPCTBEHHOM S3bIKE Poccuiickoit
depepall - pycCcKoM.
TexkcT MOKyMEHTa MOKET COJAEpKaTh Pa3/eNbl, MOApa3elbl, TYHKTHI, IMOAIMYHKTBI, HyMEpyeMble apaOCKUMH
uppamu.
B npukazax TeKCT JOKYMEHTa U3JIaraloT OT MEPBOro JULA €JUHCTBEHHOIO Yucia («IIPUKa3bIBalo»)
B 1okymMeHTax KOJUISTHAIBHBIX W COBEIIATENBHBIX OpraHax OT TPEThEro JHIA EJWHCTBEHHOTO YHCIA:
(«coOpaHmHe... PeIIuIoy)
TekcT MPOTOKOJIA M3JIAraeTcsi OT TPEThEro JMIAa MHOXKECTBEHHOTO 4YHCTa («CIYIIAam», «BBICTYITHIN,
«IOCTAHOBMIINY, «PEILUIIN),
B CcOBMECTHBIX JOKYMEHTaX TEKCT M3JIaraloT OT MEepBOro JIMIA MHOXECTBEHHOIO 4ucia: («IpUKa3bIBacM»,
«PEIININ).
B nenoBsIx (CiryxeOHBIX) MICHMAX UCTIONB3YIOTCS (DOPMBI M3II0KCHUSL:
® 0T MEepPBOTO JHIA MHOKECTBEHHOTO YHCIIA («IIPOCUM HAIIPABUTHY, MPEJICTABISIEM HA PACCMOTPEHHUEY);
® OT TpeThero Juna equHcTBeHHOro yucina («Anmunuctpanuss MKOVY «Cpennsis mikoma Ne3y
HE BO3PAXKAETY);
® 0T MEepPBOTO JHIA €AUHCTBEHHOTO YUCIa («CYATAI0 HEOOXOAMMBIMY, «IIPEIIarard pacCMOTPETHY).
IIpu ynotpebieHnu B TeKCTe (HaMIITUI JHIl MHALTUAIBI YKAa3BbIBAIOTCS MOCTE (haMIITHH.
B 1e10BbIX (CiTy’K€OHBIX) TUCbMaxX MOT'YT HCIIOJIb30BAThCS:
- BCTYNUTEIbHOE OOpalieHue:
YBaxkaemblil rocnioguH MBaHoB!
VYBaxaemas rocnioxa [lerposal
VBaxxaembiil Hukounaii [letposuy!
YBaxaemast Onbra Hukonaesna!
YBakaemsle rocrnoja!
B oOparmieHun 1o JOKHOCTH HAaUMEHOBAHUE NOJDKHOCTH IMUIIETCSl ¢ MPONUCHON OyKBBI, B OOpAIIEHUU IO
(haMMINK MHULAAMBI JTULA HE YKa3bIBAIOTCS.
- 3aKJIIOYMTENbHAS STUKETHAs (pa3a:
C yBaXCHHEM, ...
CTpaHHMIIBI TOKYMEHTa HyMEpYIOTCS, HAYMHAsi CO BTOPOTO JIUCTA IOKYMEHTa apaOCKUMU IH(paMu mocepenHe
BEPXHETO MOJI.
TekcT T0OKyMEeHTa OTEJISETCs OT 3ar0JI0BKa ABYMsI MUIM TPEMS MEXIyCTPOUHBIMU HHTEPBAJIAMH UCII0JIb3YEMbIMU
B TEKCTE.

24. OTMeTKa 0 IPUI0KEHUHN

OTMeTKa O TPUIIOKEHUH HUCTONB3YyeTcs TpH O(QOPMICHWH MUCEM M TPWIOKEHHH K IDIaHaM, MporpaMMam,
OTYeTaM, MOJIOKEHHIM, IPaBHIaM, HHCTPYKIIMSAM U IPYTHM
JIOKyMEHTaM.

B nmceMax oTMeTKa O MPWIOKECHUH O(GOPMIISETCS O] TEKCTOM MHCbMa HA PAcCTOSHHUU 1,25 ¢M OT I'paHHUIIBI
neBoro moisi. Eciu mpuitoskeHre Ha3BaHO B TEKCTE MMHChMa, B OTMETKE O MPHIIOKEHHN YKa3bIBAETCS KOJMUECTBO JIMCTOB U
KOJIMYECTBO IK3EMIUISIPOB TPHIIOKEHHS, HATPUMED:

Tpunoowcenue: Ha 3 1. 6 1 9K3.

[lpn HamM4YMKM HECKOJBKHX MPWIOKCHUH, B OTMETKE O NPHIOKECHHH OHH HYMEPYIOTCS, YKa3bIBaIOTCS
HAMMCHOBAaHUS KQKIOTO MPUIOKCHUS, KOTHIESCTBO JIMCTOB M KOJHMICSCTBO IK3EMIUIIPOB, HATIPHMED:

Ilpunooicenue:
1. ITnan-epaghux ... na 3 1. 6 2 k3.
2. Cnpagra o noomeepoicoenuu gpaxma ooyuenus... na 1 1. ¢ 1 9x3.

Ecnn npuiiosxeHns: cOpOIIFOPOBaHEL, TO KOJMYECTBO JICTOB HE YKa3bIBaeTCs. ECIN MpuitosKeHNne HaNpaBIIsioT He
BO BCE yKa3aHHbIE B IOKYMEHTE aJpeca, TO OTMETKY O €T0 HaIMINU 0(OPMIIIOT CICAYIOUIM 00pa3oM, HalpuMep:

Ipunooicenue: na 3 1. 8 1 9x3. moavko 6 nepswviil aopec.
Ha npwioxeHnsiX K MpaBWiIaM, WHCTPYKIHUSAM, MOJOKCHUSM, IUIAHAM, MPOTpaMMaM, JOTOBOPaM U JPYTUM
JIOKYMEHTaM OTMETKa O TIPHIIOKEHUH POCTABIISIETCS Ha TIEPBOM JIMCTE MPUIIOKEHUS B TPABOM BEPXHEM YTIIY.

Ecnu npunoxenne 0aHO, OHO HE HyMepyeTcs. Ecim mpuiioxeHuit HeCKOIbKO, OHH HyMepyIoTcs (IpIIoKeHue 1,
IPUIOKEHHUE 2).

B Tekcte nokymeHTa HpH MEPBOM YINOMHHAHHM JOKYMEHTA-NPUIOKECHUS B CKOOKaxX YyKa3bIBACTCS:
(mpunoxkenne) Wik ... (OPHIOXKEHHE l); TMepex HOMEpOM IPHIOKEHHs MAOIyCKAaeTcs CTaBUTh 3HAK HOMeEpa:
(npunoxenne N 2);



B oTMeTke 0 MpPMIIOKEHHH YKA3bIBAeTCS HAWMEHOBAHHE BHIAa OCHOBHOTO JOKYMEHTAa, €0 JgaTa U HOMep,
Hanpumep:

Tpunoswcenue N° 2 k npuxazy MBOY Ulxona Ne 1238 om 08.06.2017 Ne 67 "

Ecnm mpunokeHneM K JOKyMEHTY (HampuMmep, K MPHKa3y) SBIACTCA yTBEPKIAEMBIH JTOKYMEHT, (TIOJIOXKEHHE,
IIpaBIJIa, HHCTPYKIIMS, PETITAMEHT U JIp.) B BEPXHEM IIPABOM YTIIy IPOCTABIACTCA OTMETKA O MPIIOKECHUH, HIDKE — TPpUQ
YTBEPXKJICHUS, HATIPUMED:

Ilpunoowcenue

VYTBEP)KIIEHO

npuxazom MKOY «Cpeousis wixona Ne3y» om 08.06.2017 Ne 67

Bun u pasmep mpudra pexsuznuta "OTMETKA 0 IPII0KEHIN" TODKEH COOTBETCTBOBATE BUAY M pa3Mepy MIpUQTa TEKCTa
JIOKYMEHTA.

25. 'pud cornacoBanus JOKyMEHTa
I'pud cormacoBaHus JOKyMEHTa HCIIOJB3YeTCs IIPH COTJIACOBAHWH JIOKYMEHTa C OpraHaMH BIIACTH,
OpraHu3aIUsIMHI WK TOJDKHOCTHBIME JinniaMu. OH coctouT u3 cioBa “COI'JTACOBAHO”, nomkHOCTH TUIA, KOTOPBIM
COTJIacOBaH TOKYMEHT (BKJIIOUYAsi HAMMEHOBAHUE OPTaHU3aINH ), TMYHON TTOANUCH, PacIM()POBKHU MOAMUCH (MHUIIAATIOB,
(dbamMuINK) U JaThl COTTIACOBAHMSL.
ITpumep:

COI'JTACOBAHO
Lupexmop MBEOY Llkona Ne 1238
U.U. Usanos
01.12.2019
I'pu¢d cormacoBanms B 3aBUCHMOCTH OT BHAAa JOKyMEHTA H OCOOCHHOCTEH ero Oo(MOpPMICHHS MOXKET

MPOCTABIIATHCS:

e Ha MEPBOM JINCTE JOKYyMCHTa (€CIM JAOKYMEHT MMEET THTYIbHBIA JIUCT, - HA TUTYIBHOM JIHCTE) B JIEBOM
BEPXHEM YTIIy Ha ypoBHE Tpr(a yTBEPKICHUS UK 110]] HAUMEHOBaHUEM JOKYMEHTA OJIHKE K HHKHEMY T0TIIO0);

e Ha IOCIETHEM JINCTE JOKYMECHTA MOJ] TEKCTOM;

e Ha JINCTE COTJIACOBAHUS, ABIAIOMIEMCS HEOTHEMIICMOH YaCThI0 JOKYMEHTA.
BHemnrHee corlacoBaHHE TaKKe MOXKET OBITH OCYIIECTBICHO APYTHM JOKYMEHTOM - MICHMOM, TIPOTOKOJIOM, IPHKA30M.
ITpumep:

COI'JTACOBAHO npuxasom [JO2M om 01.07.2017 Ne 01-01/54

26. Buza

CormacoBaHue IpoeKTa JOKyMEeHTa 0(opMIIIeTCS BU3OH.

Busa npocTtaBniseTcss COOCTBEHHOPYYHO JHIIOM, BU3HUPYIOIIMM JIOKYMEHT, M BKJIIOYaeT B ce0s HaMMEHOBAaHUE
JIOJDKHOCTH BU3HPYIOIIETO, €ro JNYHYIO HOAINCH, PAacIIN(POBKY MOAINCH (MHHUIHAIBI, (JaMIIIHIO) U 1aTYy.
ITpumep:
3amecmumens oupekmopa
U.0. amunua
03.03.2020

JlonmyckaeTcs MOIUCTHOE BUBUPOBAHHUE JOKYMEHTA M €r0 MPUIIOKEHHUIH.

IIpy Hanuuuy 3aMedaHuil, NONOJHEHMHA K IPOEKTYy AOKYMEHTa BU3a JONOJHACTCA COOTBETCTBYIOIIUM
YKa3aHHEM.

Jlis noxyMeHTa, MOJUIMHHUK KOTOPOTO OTMPABISAIOT W3 IIKONBI, BU3bI TPOCTABIAIOTCA Ha IK3EMILISIpax
JIOKyMEHTOB, TIOMEIIAEMBIX B JENO.

Jlis 1oKyMeHTa, MOJJIMHHUK KOTOPOTO OCTAeTCs B IIKOJE, BH3bI COIIAacOBaHMs MPOCTABISAIOTCS Ha 000poTe
MOCNEHETO JINCTA MOUIMHHUKA JOKYMEHTA WX Ha MOCIEIHEM JTUCTE JOKYMEHTA MO MOAMHUCHIO.

27. Hoanuck
Ionnuch BKIIOYAaeT: HAMMEHOBAHWE JODKHOCTH JIMIA, TOIIHCABIIErO JOKYMEHT, €ro COOCTBEHHOPYYHYIO
MO/NUCK; PACIIUPPOBKY MOIMUCH (MHUITUAIIBI, (DaMUITHS):
ITpumep:
Jupexmop nuunas noonuce U.0. Damunus
Ecinm noxymeHT odopmieH He Ha OnaHKe, B HaWMCHOBaHHE MOJDKHOCTH BKJIIOYACTCS HAMMCHOBAHUE
o0meo0Opa3oBaTenbHON OpraHu3anuy (MOJTHOE Ha3BaHME MIKOIBI). Jomyckaercs B pekBuzute "[lonnuck TOHKHOCTHOTO
nuna" IeHTPUPOBATh HAaWMEHOBAHME JIOJDKHOCTH JIMIA, MOAIMHCABIIETO JOKYMEHT, OTHOCHTEIBHO CaMOM UTMHHOW
CTPOKH.
[lpn moxamMcaHWM JTOKyMEHTAa HECKONBKUMH JOJDKHOCTHBIMH JIMIAMH Pa3sHBIX OJDKHOCTEH WX TOAIUCH
pacroiararoT OJHY ITOJ] JPYTOi B OCIIEI0BATEIBHOCTH, COOTBETCTBYIONICH HepapXUi 3aHUMAaCMOH JOKHOCTH.
ITpumep:



Jupexmop nuynas noonuco U.0.D.
3amecmumens oupexmopa auunas noonucsy M.0.D.
[Tpn moAmucaHuK TOKYMEHTa HECKOJBKUMH JIMIIAMH PAaBHBIX JTOJDKHOCTEH MX MOJIIHMCH PACIIONiararoT Ha OJHOM
YpOBHE.
B moxymeHTax, COCTaBICHHBIX KOMUCCHEH, yKa3bIBaeTCs CTATYyC JIUIA B COCTABE KOMHICCHH:
IIPOCTAaBICHUEM KOCOH UepTHI Mepe ] HANMECHOBAaHNEM JOJDKHOCTH (0OaBIATH KaKue- JIN0O MPUCTaBKH).

Ecnu nupexTop mIkosibl WM MHOE YIOJIHOMOYEHHOE Ha MOJMHCAHME JIOKYMEHTa JIMI0 BPEMEHHO OTCYTCTBYET
(oTmyck, 6051€3Hb, KOMaHIUPOBKA) MIIH JOJDKHOCTD BAKAHTHA, TO JOKYMEHT MOJIIUCHIBAET COTPYHUK, YIOTHOMOYEHHBIN
Ha INOJMHMCAaHUE B COOTBETCTBUHU C PACIIOPSAUTEIILHBIM JOKYMEHTOM MJIH HaJIeJICHHbIH IIOJTHOMOUYNSMH, YCTAaHOBJICHHBIMU
MIPHUKA30M MIKOJBI WK yapenutens (JJOrM), ¢ ykazaHuem cBoei JODKHOCTH U ITOJTHOMOYUSI, HAIIPUMeED:

3amecmumens oupexmopa noonucey U.0. @amunus
WIn:
Hcnoanaiowuii obszannocmu oupekmopa noonuce M.0. @amunus
931
u.o. oupexmopa noonucv U.0. @amunus

PexBmsur "Iloanuch AOMKHOCTHOTO JHIA" MOXET OBITh O(OPMIICH COOCTBEHHOPYYHO aBTOPOM JOKYMEHTA
(HampuMep, TPH HANHMCAaHWUU CIY)KCOHOW 3amMCKH 0e3 NMPUMEHCHHS TEXHHYECKUX CpPEACTB) JMOO 0o(GOpMICH C
HCIOJIb30BaHUEM TEXHUYECKHX CPEICTB.

B cnydae odopmirenust peksuzurta "[loamuch JOHDKHOCTHOTO JIMIA" C MCIIONB30BAHNEM TEXHHYIECKHX CPENICTB
BUJI U pa3Mep mpHudrTa yKa3aHHOTO PEKBU3UTA HE MOXKET OTIMYAThCS OT BUJA M pa3Mepa IpHu(pTa OCHOBHOTO TEKCTa
JIOKYMEHTA.

PexBusur "I[loanuce NODKHOCTHOrO Juua" OTHENAETCS OT TEKCTa TpeMs MM YEThIPbMsS OJUHAPHBIMU
MEKTyCTPOYHBIMI HHTEPBATaMHL.

28. leuare

[Teuats sBisIeTCS CITOCOOOM IMONTBEPKIEHHS IOJUTMHHOCTH TIOAMUCH JOJDKHOCTHOTO JIMIA Ha JOKYMEHTE.
[leyate cTaBUTCA Ha JOKYMEHTaX B CIIy4asX, NMPEAYCMOTPCHHBIX 3aKOHONATCIBHBIMH WM HHBIMH HOPMaTHBHBIMU
MIPAaBOBEIMHU aKTaMH.

[Tevats cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, IPH ATOM OTTHUCK IEYaTH HE 3aXBATHIBACT JIMIHOW TOATUCH
JIOJDKHOCTHOTO JIMTA TTOJIIMCABIIET0 JOKYMEHT, WM B MecTe, 0003HaueHHOM «MID» («MecTto meuaTtn»).

B noxymeHTax, moAroTOBJICHHBIX HA OCHOBE YHH(DUIIMPOBAHHBIX ()OPM, IT€YATh CTABUTCS B MECTE, 0003HAYCHHOM
otMmetkor "MIT" mm uHBIM 00pazoM.

29. OT™MeTKa 00 UCTIOTHHUTEIC
OtMerka 00 HcnojgHUTENE (aBTOpEe) NOKYMEHTA MPOCTaBISETCS HA MHCbMax IIKOJBI B JIEBOM HIDKHEM YIITy
JIAIEBOI CTOPOHBI ITOCIETHETO JIFICTAa JOKYMEHTA OT TPAHHMITBI JIEBOTO MOJIS MM, IIPH OTCYTCTBHU MECTA, - Ha 000POTHOH
CTOPOHE BHU3Y CIICBA.
OTMeTKa BKIIOYAaeT (haMUIIUIO, WMsI, OTYECTBO HCIIOJHHUTENS W HOMeEp ero TeiedoHa, a Takke OTMETKa 00
HCTIONTHHUTEIIC MOXKET JOMOIHATHCS HANMEHOBAHUEM JOJDKHOCTH U DJICKTPOHHBIM aJpECOM HUCTIOMHUTEIIS.
ITpumep:
Usanoe Hean Heanosuuy, cneyuanucm no oxpaune mpyoa
(888) 888-88-88, Ivanov@mail.ru
30. OT™MeTKa 0 3aBEPEHUH KOIUH
Jlis OATBEp KACHUS COOTBETCTBUS KONMHU (BBIMUCKU M3 JOKYMEHTA) MOAJMHHUKY JAOKYMEHTa Ha MOCIEeIHEM
JIICTEe KOMHH (BBIMUCKH U3 HOKYyMEHTa) mox pexksu3uToM "Iloamucs" odopmistercs pexBH3UT «OTMETKA O 3aBEPEHHUU
KOTINI.
Ot1MmeTKa 0 3aBepEHUH KOIINH BKIIIOYALT: CTI0BO «BepHOo», HANMEHOBaHNE TOJKHOCTH JINIA, 3aBEPUBIIETO KOTIHIO,
COOCTBCHHOPYYHYIO TTOJIIHCH, PACITU(POBKY MOAMUCH (MHUIIUAIBI, (PaMUIIUIO), IaTy 3aBEPEHUS KOITHH TOKYMCHTA.
PexBu3ut «OTMETKa O 3aBEPEHUU KOTIHUM) MOXKET ObITh 0POPMIIEHA OT PYKH WIH C UCIOJIb30BaHUEM ILTaMIIa.
JomyckaeTcs 3aBepsATh KaXbli IUCT MHOTOCTPAHUYHOHN KOIIMH JOKYMEHTA.
31. OTMeTKa 0 NOCTYIIEHUH JOKYMEHTA
OTMeTKa O MOCTYIUICHMH JIOKYMEHTa COAEPKUT BXOJIIMII PErMCTPallMOHHBIA HOMEpP M JAaTy HOCTYIUICHHS
TokyMmeHTa. JlomyckaeTcs yKa3aHME YacOB W MHHYT TOCTYIUIGHHS JOKYMEHTa C 3aBEpPEHHEM ITOIHCSIMHU
3aUHTEPECOBAHHBIX JIULL.
OTMeTKa 0 MOCTYIJICHUH TOKYMEHTa MOKET IIPOCTABIIATEHCS ¢ UCIIOJIb30BaHUEM LITaMIIa.
32. Pezoutorusg
Pe3omonus cogepxuT yKazaHue 110 MCIOIHEHUIO JoKkyMeHTa. OHa odopmisieTcs Ha CBOOOJHOM MecTe pabodero
HOJI TOKYMEHTA.
Pe3omonus BkmovaeT B ceOst: haMUInio, MHULMAJIB! UCIIOTHUTEN (MCIOJIHUTEINEH), TOpyYeHHE 110 JOKYMEHTY,
IIOJIHMCH aBTOPA PE30JIIOLUH U 1aTy 0(OPMIIEHUS PE3OIIIOLHH.
Pe3omronus, M0 yCMOTPEHHUIO JIHIA, JAIONIETO MOPYYEHHE, MOXET BKIIOUaTh B CEOS TaKKEe CPOK HCHOTHCHHUS
JTIOKyMEHTA.




