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1. O0mue nosoxeHust

1.1. Hacrosmas Mucrpykuus no genonpousBonctsy B MBY JIO T um E.E. Jlepsarunoit (manee mo
texcty — JIJIT) paspaborana B coorBeTcTBHM ¢ PenepanbHbiM 3akoHOM OT 29.12.2012 Ne 273-03 "O6
obpaszoBanuu B Poccuiickoit @enepanuu” ¢ uamenenusmu ot 2 mronsg 2021 roga, TOCT P 7.0.97-2016
«Cucrema cTaHIapToB IO HHPOpMANUH, OHMOIHOTEIHOMY W M3AaTeIbCKOMY ey, « OpraHu3anuoHHo-
pacropsauTenbHas JokyMeHTanus. TpeboBaHus K opopMIIEHUIO JJOKYMEHTOBY, a Takke YcrasoMm JIJIT
U IPYTMMU HOPMATHBHBIMU IIPABOBBIMH aKTaMH, perilaMeHTHPYIOMmUMH Aestensaocts JIJIT.

1.2. Nannas Wuctpyxmus mo nenonpousBoactBy B JIIT (manee - MucTpykims) o6o3HaYaeT IpaBuia
IOJATOTOBKM M O(GOpMIIEHUS NOKYMEHTOB B 00pa30oBaTENbHOM OpraHW3allid, ONPEIENIIeT CTaHIAPTHI
0(hOpPMIIEHUS PEKBH3UTOB, OJAHKOB JOKYMEHTOB, COCTABJICHUS IIPUKA30B, MOJOXKEHUH MHCTPYKIMH, a
TaKKe PerIaMeHTupyeT popMHupoBaHUE 1€ M UX TEKYIee XpaHeHHe, MOATOTOBKY JOKYMEHTOB M JIEN K
Iepefade Ha apXuBHOE XpaHEHHE B 00pa30BaTEIbHON OpraHu3allyy.

1.3. MlHCTpYKIIMST IO NIENOTPOM3BOACTBY pa3paboTaHa B IENIX YCTAHOBJICHUS €IUHBIX TpeOOBaHUHM K
IIOJITOTOBKE, 00pabOTKe, XpaHEHWIO M  HCIOJNB30BAHUIO O0Opa3yiomuXCsi B  ACSTECIHBHOCTH
obpazoBarenpHOM opranu3anuu ¥ nocrynaonmx B J[/IT mokyMeHTOB, a Takke COBEPIICHCTBOBAHUS U
noBbIeHus 3¢ dexTuBHocTr AenonpousBoacraa B J/IT.

1.4. Tlonoxenuss VHCTPpYKUHH paclpOCTpaHSIOTCS Ha OpraHU3alMio paboThl C JIOKyMCHTaMU
HE3aBUCHMO OT BHJ[a HOCHUTENSA, B TOM YHCIE C 3NEKTPOHHBIMH JOKYMEHTAMHU, BKIIIOYas MMOATOTOBKY,
00paboTKy, XpaHEHHE W HCIOJB30BAHME JOKYMEHTOB, OCYIIECTBISIEMbLIMA C  IIOMOIIBIO
UH()OPMAITMOHHEIX TEXHOJIOTHHA.

1.5. Opranuzanuro, METOIMYECKOE PYKOBOJICTBO, COBEPIICHCTBOBAHHE JIEIONPOU3BOICTBA ¥ KOHTPOJIb
3a coOmonenueM Hactosmedt Wuctpykmuu B JJIT ocymecTBisieT OTBETCTBEHHBIA 3a BeIeHUE
JETTOTIPOU3BOJICTRA.

1.6. IlpaBa u 00s3aHHOCTU PAOOTHMKOB, OCYINECTBISIOMMUX paboTy ¢ JOKYMEHTaMH B CTPYKTYPHBIX
IIOJIPa3JICIEHUsIX 00pa3oBaTEeNbHON OpPraHMU3alUY, YCTAaHABIMBAIOTCS JODKHOCTHBIMU HHCTPYKIHSMU
WY IIPUKA30M JTUPEKTOPA.

1.7. Cenenmsi, coepKammecs B TOKyMEHTaX, MOI'YT OBITh MCIIOJB30BaHBI TOJNBKO B pabodnX IENSIX B
COOTBETCTBUU C IOJHOMOYMSIME COTPYAHHKA, paboTaromero ¢ JokyMeHTamu. PaboTa ¢ JOKyMeHTaMu
BHe nnomemenuit JJJIT ve gomyckaercs. [Ipu yTpaTe JTOKYMEHTOB IPOBOIUTCS CIIyKeOHas IIpOBEpKa.

1.8. Ilpm yxone B oTmmyck, nepeBoje (IIepeMENICHUN) 0 paboTe WK B CIydae YBOJIBHEHHS COTPYTHUK
00s3aH Ilepefarh BCE HAXOISMINUECS y HEro JOKYMEHTHl HHOMY COTPYIHHKY, ONPEHCIEHHOMY B
COOTBETCTBUH C YKa3aHHUEM HEIOCPEICTBEHHOI'O PYKOBOIUTENSI YBOJBLHSIEMOIO, YXOMISAIIEr0 B OTIIYCK
WM IIepeBoasnierocs (IepeMeniaeMoro) o paboTe COTpy AIHKa.

1.9. MncTpykims obs3arensiia st coomoaenus Bcemu padoruukamu JJJ[T. BHOBE mpuHSATEIE HA paboTy
COTPYAHUKH, B JIOJDKHOCTHEIC OOSI3AIHOCTH KOTOPBIX BXOJHUT BEJICHUEC JOKYMEHTAI[HH, B TCUCHHC TPEX
pabouux IHEH CO JHS W3JaHMS IpHUKa3a O Ha3HAYCHUU Ha JOJDKHOCTH JOJDKHBI OBITH O3HAKOMIICHDLI C
HacTosme MHcTpykumeit moj moamucs.



2. IIpaBnJia NOATOTOBKH H 0()OPMJICHUS JOKYMEHTOB

2.1. B pesarenpnoctu JJIT co3maeTcss KOMIUIEKC OpraHU3AMIOHHO PACTIOPSIUTENbHBIX JOKYMEHTOB:
MPUKA3bl, TOJOXKEHUS, MIPaBMila, MHCTPYKIIMH, PErJIaMEHThI; IPOTOKOJBI 3acCeaHuil (COBEIIATEIbHBIX,
OKCIIEPTHBIX U JAp. OPTaHOB), aKThl, AHATUTHUYECKHE CIIPABKHU, JOKIAJHBIE W CIY)KEOHBIE 3aMUCKH,
JIOTOBOPBI (KOHTPAKTBI, COTJAIlIEHUs), JesioBas (CiayeOHasl) Iepernucka W Jp. COCTaBIAIOTCI U
0 OPMIISIFOTCS CIICTIHATILHBIC IOKYMEHTHI, CBSI3aHHBIC C INITAHUPOBaHUEM 00pa30BaTeNIbHOM NeATeTbHOCTH
U OCYUIECTBJICHHEM XO3SHUCTBEHHBIX MEPOIPUITHI, BeIeHHEM Y4eOHO-Iearoruueckoro ydera,
OpraHu3aleil JenoNnponu3BOACTBa 00Pa30BaTEIbHONW OpraHU3aIMM, OOeCIeYeHuEeM OyXTaJaTepcKOro
ydera.

2.2. JIOKyMEHTbl MOTYT CO34aBaTbCsi Ha OyMa)KHOM HOCHTEJE W/WIM B 3JIEKTPOHHOH Qopme c
COOJIIOJICHHEM YCTaHOBJICHHBIX MPaBUII OPOPMIICHHS JOKYMEHTOB. [Ipy co31anum ToOKyMeHTa Ha IBYX H
Oosiee cTpaHMLIaX BTOPYIO U MOCIEIYIOLME CTPAHUIBI HYMEPYIOT.

2.3. Homepa cTpaHull IPOCTABISAIOTCS B IPaBOM BEPXHEM WM HU)KHEM Yy cTpaHulbl. [lomyckaercs
CO3/1aHHME JIOKYMEHTOB Ha JIMLIEBOM U OOOpPOTHOHN CTOpPOHAX JHUCTA. JJOKYMEHTBHI MPOLIMBAIOTCS WIIU
CTEIJIePYIOTCS.

2.4. Ilpu ABYCTOpPOHHEM CO3JaHUM JOKYMEHTOB LIMPHHA JEBOTO MOJIS Ha JIMIEBOW CTOPOHE JHCTAa U
IIPABOTO MOJI HA 0OOPOTHOI CTOPOHE JINCTA JOJDKHBI OBITH PABHBI.

3. PexkBH3UTHI AOKYMECHTOB

3.1. Jlns pexkBU3UTOB JIOKYMEHTOB, CO3JaBa€MbIX B 00pa3oBaTelIbHOI OpraHu3anui,
yCTaHaBIIMBaOTCA MpaBmiia u Tpebosanus B coorBerctBuu ¢ ['OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JOKYMEHTA OINPENEISETCS €r0 BUJOM U Ha3HAUYCHHUEM.
3.3. Ilpu mnoaroroBke u odopmieHun JokymMeHToB B JIJIT wucrnonb3yroTcs crienyromue
PEKBHU3UTHI:

e KOJ (pOpMBI TOKYMEHTA;

e HAMMEHOBaHUE OpraHU3allly;

e  CIIPAaBOYHBIE IaHHBIE 00 OpraHU3alNY;

e HaMMEHOBaHUE BUJA JOKYMEHTA;

e JlaTa JIOKyMEHTa;

e  pErucTpallOHHBII HOMEp IOKYMEHTAa;

e  CChUIKA Ha PEruCTPALMOHHBIM HOMEp U J1aTy IOKYMEHTAa,

e MECTO COCTaBJIEHUs (M3aHMsI) JOKYMEHTA;

e ajpecar;

e rpu yTBEPKIACHUS TOKYMEHTA,

e 3aroJIOBOK K TEKCTY;

e  TEKCT JOKYMEHTA;

e OTMETKa O IPUJIOKECHHUHU;

e rpHd COrlacoBaHMs JOKYMEHTA;

e BHU3A;

e  TIOJIIIHCE;

e OTMETKa 00 3JIEKTPOHHOW MOJIHNCH;

e [I€YaTh;

e OTMETKa 00 MCHOJHUTEIE;

e OTMETKa O 3aBEpEHUH KOIINU;

e OTMETKa O MOCTYIUIEHUH JOKYMEHTA;

e PE30IIONHSL.
4. BiaHKHM 10KYMEHTOB

4.1. JlokyMeHTbI, co3aBaeMble B 00pa3oBaTeNbHOM oOpraHuzanuu, OQOPMISIOTCS Ha OJlaHKax,
M3TOTOBJICHHBIX HA CTaHJApTHBIX Jinctax Oymaru dopmaroB A4 (210x297 mm) u AS (148x210 mm).
OTnenbHbIe BUIBI JOKYMEHTOB (TaOJHIIBI, CXEMBI, CMETHI) IOITYCKACTCS OPOPMIISAThH C UCTIOIb30BAHUEM



dopmara A3 (420x297mm). JIOKYMEHTBI, COCTABIISIONINE BHYTPEHHIOIO MEPENUCKY, 0GOPMIIIOTCS Ha
CTaHJAPTHBIX JUcTax Oymaru ¢popmara A4 (210x297 mm) 6e3 HCTIOIB30BaHUS OJIAHKOB.
4.2. Kaxxaplil TUCT TOKYMEHTa, 0hOpMIICHHBIN Ha OaHke Win 6e3 Hero, JOJHKEeH UMETh TOJIs HE MEHee:
e 20 MM - 1€BOE;
e 10 MM - npaBog;
e 20 mM - BepxHeg;
e 20 MM - HUXKHEE.

4.3. JIoKyMeHTBI AIUTENbHBIX (cBbllIe 10 J€T) CPOKOB XpaHEHUs TOJKHBI UMETh JIEBOE 110JI€ HE MEHEE
30 Mm.
4.4. Bunpl 61aHKOB JJOKYMEHTOB, ipuMeHsiembix B JIIT:

e 0OwIMIi OJaHK;

e OJIAHK IIHCHEMA;

e (OJIaHK KOHKPETHOTO BU/a JJOKYMEHTa (OJIaHK MpHKa3a, OJaHK pacropsuKeHHs, OIaHK MPOTOKOJA

v 71p.)

5. llpuka3bl

5.1. Tlpukazamu oOpMIIAIOTCS PEIICHHS 10 OTIEPATUBHBIM, OPTraHU3AIMOHHBIM, YI€OHBIM, KaJPOBBIM
u Apyrum Bompocam padotst IJIT.

5.2. IIpoekTbl NpUKa30B FOTOBAT OTBETCTBEHHbIE UCIIOJHUTEIN HA OCHOBAaHUU MOPYUYEHUHN TUPEKTOPA,
ero 3amectuTese. [IpoekThl MPUKa30B 10 JMYHOMY COCTaBY TOTOBHUT JUPEKTOP.

5.3. B mpukazax TeKkCT uzyiaraercs ot nepsoro juna equHcTBeHHoro uncia («[IPUKA3SBIBAIOy).

5.4. TekcT mnpuKaza MOXET COCTOSATh M3 JBYX uYacTel: KOHcTartupyromeid (mpeamOyisl) u
pacriopsiANTEIILHOM.

5.5. B koHcTatupylomiei yacTu KpaTKo U3JIaratoTcs Leau U 3a7a4uu, (paKThl U COOBITHSL, TOCTYKHUBILINE
OCHOBaHHUEM I M3JaHus npukaza. OHa MOKeT HauumHaTbes cnoBamu "B nensx", "B coorBerctBumn",
"Bo wucnonnenue", u T.A. Eciaum mnpukas u3gaercd Ha OCHOBAHWM JIPYroro JOKYMEHTa, TO B
KOHCTaTHPYIOIIEeH YacTH yKa3bIBA€TCsl HAMMEHOBAHUE 3TOTO JOKYMEHTA, €ro JaTa, HOMEp U 3arojioBOK.
[TpeamOyna B mpoekTtax mnpuka3oB 3asepmaercs cioBoMm «I[IPUKA3BIBAIO», kxoropoe mnedaraercs
3arjaaBHbIMU OyKBamH.

5.6. PacniopsinurenbHas 4acTb JOJDKHA COJEP)KAaTh IEPEUYMCIIEHUE TNPEANHCHIBAEMBIX JIEUCTBUN C
YKa3aHWEM HCIIOJIHUTENSl KaXAO0ro JIeHCTBUS U, MpPU HEOOXOAUMOCTH, CpPOKOB HCIIOJIHEHUS.
PacnopsinutenpHast 4yacTb JEMUTCS Ha MYHKThl M MOJMNYHKTBI, KOTOpblE HYMEPYIOTCS apaObCKUMHU
nugpamu. JlefcTBUs OJHOPOJHOTO XapaKTepa MOT'YT ObITh EPEUHCIEHBI B OJTHOM ITYHKTE.

5.7. B KkadecTBe WCIOJHUTENEH YyKa3bIBAlOTCA 3aMECTUTENIN AUPEKTOpa, NPEACENaTeNn WU
pykoBoauTenu pabouyux Trpymnn (KOMUCCHN), TEeAarorm W Apyrue padOTHUKH 00pa3oBaTEbHOU
OpraHH3alHy.

5.8. Ecnu mpuka3 u3MeHsieT paHee M3JaHHBIA JTOKYMEHT (ITyHKTHI JOKYMEHTa), TO OJAMH U3 MYHKTOB
pacropsaUTeNbHON YacTU TEKCTa JIOJKEH COAEP)KaTh CCBUIKY Ha HM3MEHSEMBbIH JTOKYMEHT (IYHKTHI
JIOKYMEHTA) C YKa3aHHWEM €ro JaThl, HOMepa U 3arojoBKa.

5.9. Ecnin mnpuka3 OTMEHsSET AEWCTBHE pPaHEe H3AAHHOIO JOKYMEHTa (IYHKTOB JIOKYMEHTa) C
OTpeeNIEHHON J1aThl, TO OAWH M3 IYHKTOB PAaCHOPSAUTEIbHOW YacTH TEKCTa JOJIKEH HauMHAThCS
cinoBamu "[lpu3HaTe yTpaTMBIIMM CHIly...", Jajlee yKa3blBaTbCAd JaTra, HOMEpP M 3arojloBOK paHee
W3/IaHHOTO JIOKYMEHTa (IMMyHKTa JOKYMEHTa), a TakKXKe J1aTa, ¢ KOTOPOH OTMEHseTCs ero aeicTue. Ecnu
JlaTa HE yKa3aHa, TO AEWCTBHUE paHee M3JAaHHOIO JTOKYMEHTA (IYHKTHI JOKYMEHTa) OTMEHSIETCS C JIaThl
M3JIaHUS] HOBOT'O IIpHKa3a.

5.10. Ecnu mpuka3 OTMEHSAET paHee W3JaHHBIA JOKYMEHT ¢ MOMEHTA W3JaHUs, TO OAWH U3 IyHKTOB
pacropsIUTENIbHON YacTH TEKCTa JOJDKEH HAauMHAThCS ciioBaMu "OTMEHHTh..." W yKa3bIBaThbCS JaTa,
HOMEp M 3aroJIOBOK PaHee N3/1aHHOTO I0KYMEHTA.

5.11. Ecnu npuka3 npemnoiaraeTcs BBECTH B IEUCTBUE HE C MOMEHTA €T0 U3/IaHusI, HE0OOXOMMO yKa3aTh
CpPOK BBeI€HMsS €ro B aelictBue. [locnenHui NMyHKT pacloOpsAUTEIbHOW YacTH MOXKET COAEpXKaTb
CBEJICHMS O JOJDKHOCTHOM JIALIE, HA KOTOPOE BO3JIaracTcs KOHTPOJIb 3a MCIIOJTHEHUEM IIPUKa3a.

5.13. TIpuka3sl MOANUCHIBAIOTCS TOJIBKO TUPEKTOPOM 00pa30BaTEeIbHON OpraHU3aluy Uil pabOTHUKOM,



UCTIONTHSIOIIM €T0 00sI3aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a O0OECIICUCHHE CBOEBPEMEHHONW M KauyeCTBEHHOW TOJIOTOBKH IPOCKTOB
IPUKA30B U MX COIJIACOBAHME C 3aMHTEPECOBAHHBIMM PAOOTHMKAMM U OpraHU3alUsMU HECYT aBTOPBI
IIpOeKTa MpHKasa.

5.15. PerucrpanuoHHble HOMEpa NPHUCBAMBAIOTCS IPHUKa3aM [0 MOPSAJIKY HOMEpPOB B Ipezeax
KaJICHJAapHOTO roJia.

5.16. Jlata peructpaliiuu npuKasa sBisIeTCsl 1aTON €ro Mo mucaHusl.

6. [IpaBuJia, noJioKeHUs1, HHCTPYKLIHH

6.1. [IpaBiiia — HOPMATUBHBIM aKT, OMPENENAIOMMN MOPSAIOK KaKOTro-IH0O BHIA ACSITEIbHOCTH,
YCTaHABJIMBAIOIIMI WX 3alIPEILAIOIUI ONPEAEIEHHOE [TOBEICHHUE.
6.2. [TonoxxeHne — HOPMATUBHBIA aKT, JIETAIBHO PETJIAMEHTHUPYIONIUH TPABOBOM CTATYC, MOPSIOK

OpraHu3alUy U IPOLEeSyPYy KaKOT0-THO0 BH/IA IEATEIBHOCTH.

6.3. MHCTpyKUus — HOPMATUBHBINA aKT, M3/1aBaeMblii B LEJIAX Pa3bsICHEHUS U OIpENeJICHUs MOpsIKa
NPUMEHEHHUS COOTBETCTBYIOIIEIO HOPMATHMBHOTO aKTa JHOO C LENbI0 yKa3aHUs HOPM O Crocodax
BBINOJIHEHUS ONPEAEICHHBIX onepauui (qeicTBuil).

6.4. [IpaBuna, NOJOKEHUS, MHCTPYKIUHU NPUHUMAIOTCS (B 3aBUCUMOCTM OT BHJA JIOKYMEHTa) Ha
3acenanusax [legarormueckoro coBera, COOpaHUSX TPYIOBOI'O KOJIJIEKTUBA, U Jp., YTBEPXKIAIOTCS
JUPEKTOPOM.

6.5. IlopsnoK MOArOTOBKY IPOEKTOB ITPABUJI, IIOJI0KEHUS, THCTPYKLIUU COOTBETCTBYET 00ILEMY MOPAIKY
MOJIFOTOBKU IIPOEKTOB IPUKAa30B 00pa30BaTEIbHON OpraHU3aIiH.

6.6. TekcT mpoekTa M0JIOKEHHsI, IPAaBUJI, MHCTPYKIMM IIeYaTaeTcsi Ha YUCTOM JiucTe Oymaru ¢gopmara
A4.

6.7. OTINYUTENbHBIMU XapAKTEPUCTUKAMHU TEKCTOB IIPABUJI, TIOJ0XKEHUS, UHCTPYKIIUHU SBIISIOTCS:

e TOYHOCTh TNPHUMEHSEMBIX (POPMYTUPOBOK O€3 HCIIOJIB30BAHMS CJIOB M IMOHATHUH, WMEIOIINX
MHOKECTBEHHBIN CMBICIT;

e HCNOJb30BAaHHE KOPOTKUX MPEIIOKEHUH, OOLIENPUHATHIX BBIPAKEHUH U  CBA30K, IpU
HEOOXOAUMOCTH - TMIpe/IBapUTEIbHOE OIpE/IeIeHUe HCMOIb3yeMbIX MOHATHH, COKpallleHHH,
ab0OpeBuaryp;

e ONMCaHUE BCEX BO3MOXKHBIX BapUAHTOB COOBITUI M COOTBETCTBYIOIIMX UM BapHaHTOB JEHCTBUH,
T.€. MIOJIHOTA MPECTaBIICHUSsI HHPOPMAIUY;

e CTPYKTYPUPOBAaHHOCTb TE€KCTa C LEIbI0 JOCTHKEHHMS HaWIydlled I0CIeI0BaTEIbHOCTH
U3JI0’KEHUSI MaTepuana;

e MUHUMM3ALUA TEKCTa C IOMOINBIO TMPUMEHEHHs 00001eHni (0030poB MpennogaraeMbIx
NeNCTBUI) U IpUMEHEHUe NepeyrcieHuil (3a1a4, 3TanoB, YCIOBUN U T.11.).

6.8. B 3aBHCHMOCTH OT CJIO)KHOCTU M 00beMa pazpabaThIBa€MbIX MPaBHII, MTOJI0XKEHUS, HHCTPYKLIUH
- TEKCT JIOKyMEHTa JEeIHUTCA Ha IJIaBbl, MYHKTHl M MOJANYHKTHI. ['J1aBbl JTOJKHBI MMETh Ha3BaHMSL.
Hywmepanus npousBoautcs apabCKUMH Huppamu.

7. IIpoToko.a 3acenanus (CoBelIaHM )

7.1. TIpoToKoI — JOKYMEHT, B KOTOpPOM (hUKCHpyeTcs X0 00CYKIEHHS BOIPOCOB U MPUHSITHSI peLICHUH
Ha COOpaHUAX, COBEIIAHUSIX U 3aCEAAHNUIX KOJJIETHATbHBIX OPTaHOB.

7.2. Tlpotokon 3acemanus (CoBemanus) - (Janee - MpoTOKOI) 0hOPMIIIETCS] Ha YUCTOM JINCTE Oymaru
dopmara A4.

7.3. PexBu3uT - "Tekct nokymeHTa'". PEKBU3UT COCTOUT U3 JBYX YACTEil: BBOJHOW U OCHOBHOM.

7.4. Bo BBOAHOUM 4acTH YKa3bIBAIOTCS WHUIUANBI, (JaMHUIIMU U JOHKHOCTH MPEACENaTeIbCTBYIOIIETO,
CeKpeTapsi, MPHUCYTCTBOBABIIMX Ha 3acelaHWd U, NMPU HEOOXOJUMOCTH, JIHI, MPUIJIAIIEHHBIX Ha
3acefaHue (COoBeIIaHue).

7.5. BBogHas yacTh NIPOTOKOJA 3aKaHYMBAETCS IEPEYHEM  pPacCMaTpPUBAeMbIX  BOIIPOCOB,
MIEPEYUCIICHHBIX B TIOPSAKE WX 3HAYMMOCTH C YKa3aHUEM JIOKJIATIMKa M0 KaXKIOMY paccCMaTpUBaeMOMY
Borpocy. Bompocsl hopmynupyrotes ¢ npemyiorom "O" ("O6"), medararoTcsi OT TPAHUIIBI JICBOTO TOJIS U
HYMEpYIOTCs apaOCKUMu nudpamu.



7.6. OcHOBHas 4aCTh IPOTOKOJIA COCTOUT U3 Pa3fiesioB, COOTBETCTBYIOIIMX PacCMaTPUBAEMbIM BOIIPOCaM
U UX HyMepaluu.

7.77. TekcT NpPOTOKOJA U3JAraercsi OT TPEThEro JIMIA MHOXECTBEHHoro uwcna ("ciaymanun",
"BpicTynn", "moctanoBuan", "pemuan').

7.8. IIpoTOKON TOAMMCHIBAECTCS JIMIIOM, MPEACENATEIbCTBOBABIINM Ha 3aceJaHuu (COBEIIAHHH), U
cekperapém 3acenanus (COBEIIaHMS).

7.9. Ilpu OTCYTCTBUM CeKpeTaps 3aC€laHUsl, B TOM YHUCJIE NIPU NIPOBEIECHUN ONEPAaTUBHBIX COBELIAHMM,
JIOITYCKaeTCsl MOJIMUCaHKe MPOTOKOJIAa TOJIBKO MPECe1aTeNbCTBYIOMIUM.

7.10. Tekct mpoTOKOJIA AOJKEH OBITH OJATOTOBJICH HE MO3HEE TPeX JHEH co THs 3acenanus. [IpoexTs
COOTBETCTBYIOIIMX ITYHKTOB MPOTOKOJA BHU3UPYIOTCS JIOJDKHOCTHBIM JIMIIOM OTBETCTBEHHBIM 3a
HOJATOTOBKY.

7.11. lata npoTOKOja JOJIKHA COOTBETCTBOBATH JIHIO IPOBECHUS COBEIIaHUS (3aceIaHus).

7.12. Konuu npOoTOKOJIOB PacCchUIAlOTCS 3aMHTEPECOBAHHBIM OpraHU3alusaM U JOJDKHOCTHBIM JIMLIAM B
COOTBETCTBHUH C YKa3aTeJeM PacChUIKU, KOTOPBIN COCTaBISET CeKpeTaph 3aceiaHus (COBEIIAHN).

8. IL.1an

8.1. Ilman — 1OKyMEHT, yCTaHaBIUBAIOLIUI 1€peYeHb HAMEUYEHHBIX K BBIIIOJHEHUIO MEPOIIPUSITUH, UX
I0CJIEI0BATENBHOCTb, 00bEM, CPOKH, OTBETCTBEHHBIX HCIIOJHUTEIIEH.
8.2. Ilman odopmisercs Ha aucte Oymaru ¢opmara A4 ¢ HCHOIB30BAHUEM CIIECTYIOITUX
PEKBU3UTOB:

e HAMMEHOBaHUE OpraHHU3ally;

e rpu yTBEpXKAEHUS JOKYMEHTAa;

e  JlaTa IOKyMEHTA;

e  PEruCTpalMOHHBIN HOMEP JOKYMEHTA;

e HAMMEHOBaHUE BU/A JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e  TEKCT JOKYMEHTA;

e HANMEHOBAHUE JOJLDKHOCTH;

e TOJIIHCE.
8.3. PexBu3utT — "TeKcT goKkyMeHTa" ohopmitsieTcsl B BUJE TaOIUIIbI ¢ rpadamu:

e HOMEp IIYHKTA IJIaHa;

e HAaUMEHOBaHHE MEPOIPUATHS;

e  CpOK HUCIIOJIHEHUS;

e HCIIOJIHUTEID;

e  TIpUMEYAHHE.

9. OTtuer

9.1. OTueT — NOKYMEHT, COAEpXKALUN CBEACHHUS O pPe3yjbTaTax ACSITEIBHOCTH 3a OIpPEIEICHHBIN
IIEPUOJT BPEMEHH, BBIIIOJIHEHUH MEPONPUATHH, IOPYUEHNH, 3a/IaHA, TIJIaHOB.
9.2. OtueTsl, NpenocTaBisieMble B OpPraHbl TI'OCYJAapCTBEHHON BIACTH (B TOM YHCIE B OpraHbl
roCy/IapCTBEHHOW CTAaTUCTUKH) W HMMEIOIIME YCTAHOBJIEHHYIO MPABOBBIMHM aKTaMH TOCYIapCTBEHHBIX
OpraHoB (OopMy, CO3JIAIOTCS 110 YCTAaHOBJIEHHOM roCy1apcTBEHHBIMU OpraHaMH (JOpMe U B ONIPEIeIEHHOM
VMU TTOPSIKE.
9.3. Ortuérsl, npenocrasisieMble coTpyaHukamu JIJIT B xo/1e BHyTpEHHETO B3aUMOEHCTBHS, CO30AI0TCS
0 MpaBUJIaM, YCTAHOBJIEHHBIM JIJISl CO3/IaHUs CIIY>KEOHBIX 3aIlTUCOK.
9.4. Otuetsl oopMIIAIOTCS HA JIUCTe OymMaru gpopmara A4 ¢ UCIIOIB30BAaHUEM CIIEIYIOIUX PEKBU3HTOB:

e HAaMMEHOBAaHHE OpraHMU3ALUY;

e JlaTa IOKYMEHTA;

e  PETHUCTPALMOHHBIN HOMEP JOKYMEHTA;

e HAaMMEHOBAaHME BUJA JOKYMEHTA;

e 3aroJIOBOK K TCKCTY,



e  TEKCT JOKYMEHTa;

e OTMETKa O MPUJIOKEHUH (TIPU HAJTMYUN);

e HAMMEHOBAHHUE JOJHKHOCTH;

e  TOAMNKUCH.
9.5. B Ttekcre oTtuéra B 0053aTENBHOM MOPSJIKE JOJDKHO COJEPXKAThbCid YKa3 Ha JESTEIbHOCTD,
MEpONpUITHE, BbIJAHHOE MOPYYCHHE, 3a/1aHKe, TYHKT IJIaHa, MOJJIeKaINil BHITOTHEHUIO, U PE3yJIbTaT
O BBIMIOJIHEHWH, B TOM YHCIE C YKa3aHHEM Ha COOJIOJCHUE WU HApyIIEHHWE HCIOIHUTEIHCKON
JTUCIUIUIMHBI, YCTAHOBJICHHBIX CPOKOB HCIOJHEHMs] M HaJyIekallee NpeaocTaBieHue HHpopmanuu,
HEOOXOJMMBIX MaTepuagoB (IIPOEKTOB JOKYMEHTOB) COHUCHOJHUTENSMU (MPU YYACTUU HECKOJIBKUX
HCITOJTHUTEIICH ).

10. ITucsmo

10.1. ITucpbma rotoBATCS Kak:

e OTBETHI O BHIIIOJHEHUH [TOPYUYEHUN BBILLIECTOSALIUX OPTraHOB UCIIOJHUTENIBHOM BIIACTH;

e OTBETHI HA 3aIIPOCHI OpraHU3alui, IPEANPUATHI U YACTHBIX JINLL;

e VHMIMATUBHBIC [TUChMA.
10.2. Cpoku oAroTOBKH OTBETHBIX MHUCEM:

e C KOHKPETHOW JaTOW MCIIOJIHEHUS, YKa3aHHOM B JJOKYMEHTE, - B YKa3aHHBIN CPOK;

e B COOTBETCTBHUHU C PE3OJIIOLUEN TUPEKTOpA U €ro 3aMECTUTEIEH Ha OCHOBAaHMM YCTaHOBJICHHBIX

CPOKOB UCIIOJHEHMSI IOPYUYEHUM, 3alIPOCOB WJIK MO PEIIEHUIO aBTOPA PE3OJIIOLIUHU.

10.3. TekcTbl OTBETHBIX MHUCEM JOJDKHBI TOYHO COOTBETCTBOBATh 3aJaHUSAM, 3a(pUKCHUPOBAHHBIM B
pe3omoru. Cpoky MOATOTOBKM HMHHULMATUBHBIX IHCEM OIPEAEISIOTCS CaMOCTOSITEIbHO aBTOPOM
IPOEKTa MUCbMA C Y4ETOM HEOOXOIMMOCTH pEIIeHHs] KOHKPETHBIX 3ajad U (W) B COOTBETCTBUU C
TpeOOBaHUSAMU 3aKOHOJIATENIbCTBA, IOPYUEHUSMHU HEMOCPEICTBEHHOTO PYKOBOIUTEIS.
10.4. Ilucbma neuaTaroTcs Ha ONaHKe HUCbMa OOpPa30BaTENIbHOW OpraHu3alui C LEHTPaJbHbIM
PacIoJIO)KEHUEM PEKBU3UTOB.
10.5. JlonomHUTENnbHO K peKBU3UTaM OyiaHKa nmucbMa npu odopmiienuu nuceM B JI/IT ucnonb3yrores
CIIEIYIOIINAE PEKBU3HTBHI:

e aJpecar;

e 3aroJIOBOK K TEKCTY;

e  TEKCT JOKYMEHTA;

e OTMETKA O NIPUJIOKECHUN;

e BU33;

e TOAINCE.

e OTMETKa 00 UCIIOJIHUTEIIE.
10.6. Tlpu odopmiieHnn muchbmMa Ha ABYX M OoJyiee CTpaHMIIAX BTOpask M IOCIEAYIOIINE CTPaHUIIBI
HYMEPYIOTCsI [TOCEepPeIMHE BEPXHEro MOJIs JIUCTa apabCKUMU I pamH.
10.7. [lucpMa noANKMCHIBAET TUPEKTOP WM PAOOTHUKH, YTIOJTHOMOUYEHHBIE TPUKA30M.
10.8. Ciy>xe0HbIe 3aiCKH
10.9. B mensix OCyIIECTBJICHMS B3aUMOJCHCTBHS MEXKIy COTPYJHHMKAMH B paMKaxX BHYTPEHHETO
nokymenroobopora B AT mnpumensitorcss ciyxkeOHble 3anucku. CiaykeOHbIE 3alUCKU  SBISIOTCS
CIPaBOYHO-UH(GOPMALIMOHHBIMU JOKYMEHTaMHU. ABTOpPaMH CIIy>KEOHBIX 3aIHCOK ABIISIOTCS COTPYAHUKH
00pa30BaTeNbHON OpraHU3aIUH.
10.10. CnyxeOHas 3amucKa MOXKET COCTaBJIATHCS MO YKa3aHUIO PYKOBOJICTBA WJIM O WHUIMATHBE
KOHKPETHOI'O COTPYJHUKA.
10.11. ITpu opopmieHun CiryxkeOHOM 3aMUCKHA 0OPOPMIISIOTCS CIEAYIOIINE PEKBHU3UTHI:

e ajJpecar;

e  JlaTa IOKyMEHTA;

e HAMMEHOBAHUE BU/A JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;
e OTMETKa O MPUJIOKEHUH (TIPU HAJTMYUN);



e HAaMMEHOBAHHE JOJKHOCTH;
e TIOAINCE.
10.12. CnyxeOHbIe 3aIMCKH MOTYT CO3/1aBaThCsl HA OYMa)KHOM HOCHUTEJIE U / HITU B AJIEKTPOHHOU

dbopme.

11. loBepeHHOCTH

11.1. JloBepernocts BbImaércs corpyauukam JJIT u odopmisercs mo mpaBuiiaM, YCTaHOBICHHBIM
HacTosAmel WHcTpykiued s muceM, ¢ yd€ToM TpeOOBaHUM TPakIaHCKOIO 3aKOHOAATEIbCTBA
Poccniickoit denepanuu 1 HaCTOSILETO pasjea.

11.2. IIpoexT nOBEpEHHOCTH MOJArOTABINBAECTCS U BU3UPYETCS COTPYAHUKOM, KOTOPOMY JOBEPEHHOCTh
OyZeT BblaHa, II0CJIe Yero nepeaéTcs B KaHLEJISAPHUIO JUIs HallPaBJICHUS Ha TOMCAaHUE.

11.3. JloBepe€HHOCTh MNOMIMUCHIBAECTCA JUPEKTOPOM WM JIMLIOM, OCYIIECTBIISIFOIIMM €ro MOJHOMOYHMS
(MCTIOHSFOIIUM 00SI3aHHOCTH ), U CKPETUISICTCS NIEYaThi0 00pa30BaTeIbHON OpraHU3aIIHH.

12. JloroBopsl, corJiameHusi, KOHTPAKTbI

12.1. JIoroBopsI, CorjalieHusi, KOHTPAKTHI (J1ajiee - JOTOBOPHI) MOATOTABIMBAIOTCS B COOTBETCTBUU C
TpeOOBaHUAMHU TPAXKIAHCKOTO, TPYIOBOro, OOPKETHOIO W HHOIO 3aKOHoJaTenabcTBa Poccuiickoit
®denepalyiy, B 3aBUCUMOCTH OT PETYJIUPYEMBIX JTI0TOBOPOM IPABOOTHOIIEHUN U 0053aTEIbCTB CTOPOH.
12.2. TlpoexT pgoroBopa HOArOTABIUBACTCS  OTBETCTBEHHBIM  COTPYAHHUKOM  (KOHTPAKTHBIM
YIIPABJISAIONINM) C YIETOM HEOOXOJIMOCTH CBOEBPEMEHHOT'O M KAYECTBEHHOTO 00eCIIeUeHUS UCTIOTHEHUS
CBOMX IMOJIHOMOYMII (00s13aHHOCTEH, QPyHKIMIA), monHoMouunit JIJIT B memom.

12.3. IlpoekT [oroBopa IOArOTABIMBAETCS  OTBETCTBEHHBIM  COTPYAHUKOM  (KOHTPAaKTHBIM
YIPaBJIAIOIMM) COBMECTHO CO CHELHMAIMCTOM, K (YHKIUAM (TIOJIHOMOYHSAM) KOTOPOTO OTHOCHUTCS
pelIeHHEe BOIIPOCOB, SBJSIOMIMXCA IMPEAMETOM JOrOBOPA, WM HHBIM COTPYIHUKOM IO HPSIMOMY
yKa3aHHUIO TUPEKTOpa 00pa3oBaTeIbHON OpraHU3alHH.

12.4. Heobxoaumast sl MOJArOTOBKU IMPOEKTA JI0roBopa MH(pOpMalus cOOUpaeTcsi OTBETCTBEHHBIM
AUIOM (KOHTPAKTHBIM YIPAaBJSAIOIIMM) B MOpsAAKE pabouero B3aUMOJEHCTBUS C Y4ETOM MpPaBUI,
YCTaHOBJIEHHBIX HacTosmen MHCTpyKInen.

13. IpuHUMIIBI OPraHU3AIUH JOKYMEHT0000pOTA

13.1. B nmoxymMeHTOOOOpOTE€  BBIAEISIOTCS  CIENYIONIME  JIOKYMEHTOMOTOKH:  TOCTYIAoIas
JOKyMEHTaIus (BXOAsIas), OTIpaBiisieMast JOKYMEHTAIUs (UCXOIs1Iasi), BHYyTPEHHSS JOKYMEHTAIusI.
13.2. B cocTtaBe BXOASIIEH U UCXOASIIEH JOKYMEHTAIIMA MOTYT BBIJCIATHCS JOKYMEHTBI, TOCTYITHBIIIHE
13 BBIIIECTOSIINX, MOAPSTHBIX, MEIUIIUHCKUX U JPYTUX OPTaHU3AlNUNA, OOpaIleHUs TPaKIaH.

13.3. OOpaieHus rpakaaH perucTpupyroTcst U GOPMUPYIOTCS B JieTia OTJAEIBHO OT IPYTUX TOKYMEHTOB
00pa3oBaTeNbHON OpraHu3allny.

13.4. B AT nocraBka W OTIpaBKa JOKYMEHTOB OCYIIECTBIISIETCS CPEACTBAMU IOYTOBOM CBSI3H,
AIIEKTPOHHOM CBSA3H, a TAKXKE MO CUCTEME IIEKTPOHHOTO JJOKyMeHTo0obopoTa (nanee - C3/1). C nomoripio
MTOYTOBOM CBSI3U B 00Pa30BaATEIHHYIO OPTaHU3AIIHIO JIOCTABIISICTCS TUCHbMEHHASI KOPPECIIOHICHIIHS B BUIIE
MPOCTBIX THCEM, 3aKa3HBIX IMHCEM, MOYTOBBIX KapTOYeK, OaHAepoyied M MEIKUX IaKeTOB, a TaKKe
MeYaTHBIC W3TaHHUS.

14. [lepBuyHas 00padoTKa NOCTYNAIOIIMX IOKYMEHTOB

14.1 Hoxkymentsl, mnoctynatoomme B JJT, mnepemaroTcs Ha perucTpanyi JOKYMEHTOBELY
00pa3oBaTeNbHONW OpraHM3allid ¥ TPOXOJIAT MEPBUUYHYIO OOpabOTKY B JEHb IOCTYIUICHHS, IIPH
MOCTYIVIEHUU B Hepabouee Bpemsi - Ha cieayroumil pabounit nenn. [Ipu mepBuuHOil 00paboTke
JIOKYMEHTOB TIpOBEpsieTCs NPaBWIBHOCTh ajapecoBaHus. OMMOOYHO TOCTYNHUBIINE JIOKYMEHTHI
MepeCchUIaloTCA MO MPUHAAIEKHOCTH HIIM BO3BPAIAlOTCS OTIPABUTENIO.

14.2 TokyMeHThI, nocTynusmne ¢ ormetkamu "Cpouno", "Bpyuuts HemeuieHHo", "OnepatuBHo",
HE3aMeJUIMTEIbHO MPOXOAAT NEPBUYHYIO 00paObOTKyY U AOKJIAIBIBAIOTCA AUPEKTOPY WU B CIydae ero
OTCYTCTBHS — 3aMECTHUTEIIO JUPEKTOPA 10 HANIPABJICHUIO JI€ATEIBHOCTH.



14.3. IlocTtynuBmue TelerpaMmbl MPUHUMAIOTCA IMOJ MOAMUCH C MPOCTABICHHEM AaThl U BPEMEHU
pHeMa, PETUCTPUPYIOTCA MO TEM JKe MPaBUJIaM, YTO U MMHCHhMA.
14.4. DnexTpoHHBIE COOOILICHHS, aJpPECOBAaHHBIC IUPEKTOpY WM HampasieHHble B aapec [T,
pacreyaThiBalOTCSl U JOKJIAJbIBAIOTCS AUPEKTOPY WIM B CIy4ae €ro OTCYTCTBUSL — 3aMECTUTEIIO
JTUpPEKTOpa.
14.5. DnekTpoHHbIE COOOIIEHUS, 3aBEPEHHBIC AJIEKTPOHHOW MOAINKUCHIO, MOANEKAT 00paboTKe Mo
npaBujIaM, NpelyCMOTPEHHBIM ISl MOCTyHAroeH (BXO1el) JOKyMEHTAI|H.
14.6. IloctynuBiias (BXoAs1as ) JOKyMEHTAIUs paclpe/IeiIeTcss Ha perUCTPUPYEMbIe U HE MoAJIexallne
PEruCTpallUK IOKYMEHTHI.
14.7. He noayexat peructpanuu:

e  IpUTJIACUTEIbHBIC, TO3PABUTEIIHHBIC TUCbMA U TEJIErPAMMBI;

e OWIETHI

e IUIAHBI U TIPOTPAMMBbI CEMUHAPOB, KOH(DEPEHITNI U APYTUX MOAOOHBIX MEPOIIPUITHH;

e JIOKyMEHTBHl MO OyXrajJTepCcKOMy y4eTy, MaTepHalbHO-TEXHHUYECKOMY OOeCIeueHHIO,

TUTAHOBBIE M (DMHAHCOBBIE JIOKYMEHTHI, IIOCTYHAroIue 0e3 COMPOBOAUTEIIFHOTO MUCHMA;

e peKJlaMHbIe, KOMMEPYECKHE MPEATOKEHHUS, B T.4. TOCTYIHUBIIKE MO AJIEKTPOHHOU TOYTE;

e TICYATHBIC U3JIAHUS;

e MHCHbMA C IOMETKOHN <«JTMYHO».

15. Perucrpanus, y4eT U pacCMOTpeHHe PYKOBOAUTEIEM NOCTYNAKIIUX (BXOAAIIMX) IOKYMEHTOB

15.1. TlocrynuBuiue (BXOAAIIHNE) JOKYMEHTBI PETHCTPUPYIOTCS TOJIBKO MOCTE UX MIEPBHYHON 00pabOTKH
U HE3aBHCHUMO OT c110c0o0a MX JOCTAaBKH.

15.2. Peructpanusi — NpOCTaBIECHUE B HWKHEM IPABOM YIJIy IEPBOrO JIMCTAa JOKYMEHTa OTMETKU O
IIOCTYIUIEHUU C YKa3aHHUEM JAThbl IIOCTYIUIEHUs U BXOJALIETO PETUCTPALIMOHHOTO HOMEpA JTOKYMEHTA C
00s3aTeNbHOM 3aIMChIO B KYpHAJI pErUCTpalMK NOCTynaroei (Bxoasiei) fokymentanuu. CTpykrypa
PETUCTPALIMOHHOTO HOMEpa, MOCTYMAIOUIETo (BXOISAMIEr0) JOKYMEHTa, COCTOMT U3 €ro MOpSAKOBOTO
HOMEpa M MHJIeKca Jiejla IO HOMEHKIIAType J1es1 00pa3oBaTeIbHON OpraHu3aluu.

15.3. Peructpanus BcexX MOCTYNMMBIIUX (BXOJSIIMX) JTOKYMEHTOB MPOU3BOAUTCS B Ipejiesiax OOIIero
nokymeHntonoroka. Jlokymentsl, mnoctynusmme B JJAT mno xanamam ¢(akCUMUIBHON CBS3H,
00pabaThIBAIOTCS U PETMCTPUPYIOTCS B OOLIEM MOPSIKE.

Texct moctynuBmied TenedoHOrpaMMbl 3allUCHIBAETCS B JKypHajle perucrpanuu TeaeoHOrpaMM U
neyaTaercst Ha jqucte Oymard Juis epeadd Ha pacCMOTPEHHE.

15.4. Tlocrynaromue (BXoIs1IME) TOKYMEHTHI IEPEJAIOTCS HA PACCMOTPEHHUE PYKOBOJICTBY TOJIBKO MOCTE
UX PETHCTPALMM U IPEBAPUTEIBLHOTO PACCMOTPEHHUS.

15.5. JlokyMeHThl, NOCTYNUBIINE B 00pa30BaTelIbHYI0 OpPraHU3allMIo, [0 BOIPOCaM, HE TPeOyIOIMIHUM
paccMOTpeHUs TUPEKTOpa, HaNpaBiAOTCd paOOTHUKOM OTBETCTBEHHBIM 3a aenonpousBoictso JJIT
HENOCPEJICTBEHHO MCIIOIHUTEIO 3aIIpoca.

15.6. IupekTop B pe30II0LUN ONPEAEINSAET JINL, OTBETCTBEHHBIX 3a UCIIOJIHEHHUE JOKYMEHTA, U JAET UM
nopyuenue. PaboTHHK 0TBeTCTBEHHBIH 3a nenonpousoacTso [T nepenaer T0KyMEeHT Ha UCTIOJIHEHUE.
15.7. IlomMHHUK ~ JTOKYMEHTa C pe30JIioluell pyKoBoguTenss 00pa30BaTeNbHOW OpraHu3aluu
HAIPAaBJISAETCS UCTIOIHUTEIIIO.

15.8. llpy HamuuuM HECKOJBKMX HCIIOJHUTENEH MOUIMHHUK JIOKYMEHTa IEPENacTcss TOMY
WCIIOJTHUTEII0, KOTOPbIM B COOTBETCTBHM C yKa3aHUSMHU IO HCIIOIHEHUIO SIBISIETCS OTBETCTBEHHBIM,
OCTaJIbHBIE UCIIOJHUTEINN MOTYYalOT KOIHUIO JOKYMEHTA.

15.9. TlognMHHUK JOKYMEHTa, KOTOPBIM HMCIOIHSAETCS HECKOJIbKHUMH JIOKHOCTHBIMH JIMIIAMH,
MOJIy4aeT OTBETCTBEHHBIM UCTIOTHUTEND. OCTAIbHBIM UCIIOJIHUTEIISAM MEPEJAI0TCs KOTHH.
15.10. M3roroBieHue KOMH MOKYMEHTa ISl MEpeAadydl COUCHOJHUTENSIM OCYIIECTBISETCS
noxkymenTosenoMm JI/IT.
15.11. Pe3ontonust COOEPKUT:

e yKazaHWE T[I0 WCIOJHEHHUIO, COJiepKallee KpaTKOe OIMCaHHe HEeoOXOIUMOro s

HCIIOJIHCHUS ICHCTBUS,
e yKa3aHHE Ha CpPOK, B TEUEHHE KOTOPOro IMOO J0 HMCTEYCHHs] KOTOPOTO HEOOXOIUMO



WCIOJIHUTH MPEINIUCAaHHOE JIEHCTBUE;

e JIMYHYIO TIOJIMTUCH aBTOPA PE3OIIOINY;

e JIaTy IPOCTaBJICHUS PE3OJIIOLIUH.
15.12. YkazaHue Ha CpPOK, B TCUEHUE KOTOPOTO JINOO 10 UCTEYCHUS] KOTOPOTO HEOOXOAUMO HUCIIOTHUTH
MpeMCaHHOe JIeWCTBUE, MOXKET HE BBIPAXKaThCS KOHKPETHOM IaToW M COJep>KaTh BBIPAKEHUA: "B
YCTaHOBJIEHHBIN 3aKOHOM CPOK" U T.II.
15.13. Pe3ourorust muIeTcst Ha CBOOOHOM OT PEKBU3UTOB MECTE NIEPBOTO JINCTA JOKYMEHTA.
15.14. B cnyuae, xorma pe3oirolus aJpecoBaHa HECKOJBKUM COTPYAHUKAM, TO OTBETCTBEHHBIM 3a
MCIIOJTHEHHE JJOKYMEHTA B LIEJIOM SIBJISIETCS] COTPYIHUK, YKa3aHHbBIN EPBBIM (BEPXHUM), JINOO COTPYAHUK,

B OTHOHICHUH KOTOPOTO CACTIaHAa ITIOMCTKA O TOM, YTO OH ABJIACTCA OTBCTCTBCHHBIM.

16. Opranuszanusi padoThl ¢ OTHPABJIsieMbIMHU (MCXOASIIIUMHU) TOKYMEHTAMHU

16.1. Jlo mpenocraBieHMs IPOEKTA OTIIPABISIEMOIO (MCXOIALIET0) JOKYMEHTA Ha MOANKUCH AUPEKTOPY
WJIM MTHOMY YIIOJIHOMOUYEHHOMY B YCTAHOBJIEHHOM IOPSIKE Ha IOAIIMCAHUE JINIY OCHOBHOM UCTIOJTHUTEIb
IPOBEPSIET MPaBUIBHOCTh O(OPMIICHHUS OTHPABISEMOro (MCXOSIIEro) JOKYMEHTa Ha COOTBETCTBUE
TpeboBaHusAM HacTosAuel NHcTpykuuu.

16.2. [Ipy MoAroToBKe OTMPABISIEMOrO (MCXOMAAIIEr0) JOKYMEHTa KakK OTBETa Ha MOCTYHNHUBIIMM
(BXoIsAIMI) JOKYMEHT UCIIOJIHUTENb IPUKJIIAIIBAET K OATOTOBIEHHOMY IPOEKTY BXOJSAIINN TOKYMEHT.
16.3. IIpoekTsl OTIpaBisieMbIX (MCXOIALIMX) JOKYMEHTOB C Y4ETOM COOJIOJEHUS YCTAaHOBJIEHHOTO B
PE30JIIOLHMK CPOKA UCIOJHEHUS NIEPEAAIOTCS OTBETCTBEHHBIM UCIIONHUTENEM AokyMeHToBeny AT mis
HaIpaBJICHUS Ha MOJIMCAHHUE.

16.4. TlonmucanHele  oTHpaBisieMble  (MCXOZASIIME)  JOKYMEHTBI, IEpelalTcsi  pabOTHUKY
OTBETCTBEHHOMY 3a Jea0npou3Boactso B JIJIT, KOTOpBIN OCYIIECTBIISAET IPOBEPKY KOMIUIEKTHOCTH H
COOTBETCTBUS KOJIMYECTBA 3K3EMIUISIPOB OTIIPABIISIEMOIO (MCXOASILEr0) T0KYMEHTA CIIUCKY PACChUIKH, a
TaKXe MPaBUILHOCTh O(OPMIICHUS TOKYMEHTA COTJIACHO HACTOSILEH MHCTPYKIUH.

16.5. B cnydae HapylieHUsI KOMIIJIEKTHOCTH WUJIM COOTBETCTBHS KOJIMYECTBA, a TAK)XKE MPAaBUILHOCTU
oopMIIeHHs TOKyMEHTa COIJIaCHO HACTOSIEH MHCTPYKIMU OTHIpaBisieMble (MCXOASIINE) TOKYMEHThI
He3aMeUINTEIbHO BO3BpaIiaoTcs 1oKkyMmeHToBeoM [IJIT oTBETCTBEeHHOMY MCTIOHUTENIO WM B CITy4yae
OTCYTCTBHSI OTBETCTBEHHOI'O HCIIOJIHMTENS €r0 HEMOCPEACTBEHHOMY PYKOBOIMTEINIO UIsl YCTPAaHEHUs
HapyILIEHUN.

16.6. JIoKyMEHTBI 1OCIIE X NTOANUCAHUS TUPEKTOPOM WJIM NHBIM YIIOJTHOMOYEHHBIM JIMLIOM I1EPENAIOTCS
nokymenrtoseny JIJIT mis perucrtpanuu u OTIIPaBKU.

16.7. Peructpauus OTHpaBIseMbIX (MCXOIAIINX) JOKYMEHTOB OCYIIECTBIISETCS IOCIE NPOBEACHHS
pabOTHUKAMU KaHLEISPUH, OTBETCTBEHHBIMH 3a JIE€JIONPOU3BOJICTBO, NMPOBEPKH KOMILIEKTHOCTH U
COOTBETCTBUS KOJMYECTBA OK3EMIUIIPOB, a TaKKe MPaBUWIBHOCTb O(QOPMIICHHS OTIPABIIIEMOTrO
(MCXOAIIEro) TOKYMEHTA.

16.8. Perucrpanus cozgaBaeMbIX JOKYMEHTOB OCYLIECTBIISIETCS B I€HDb NOIMCAHNS WM YTBEPKICHUS
700 Ha CIEAYIOMUN pabounil JEHb.

16.9. CBeneHust 0 perucTpUpyeEMBIX OTIPABISAEMBIX (MCXOASIIMX) AOKYMEHTaX BHOCSTCS B KypHall
pPErucTpalny OTIpaBiIsieMon (MCXOAsIIe) TOKyMEeHTallHH.

16.10. PeructpalinoHHBIN HOMEp U JaTa OTIPABISIEMOr0 (MCXOJAIIEro) JOKyMEHTa MPOCTABIISIIOTCS Ha
MOJJIMHHUKE IOKYMEHTA B PEKBU3UTAX OJlaHKA U HA HK3EMILIAPE, OCTaroIIeMcs B Jiesie 00pa3oBaTebHOM
OpraHM3aIiH.

16.11. CtpykTypa perucTpaiiMOHHOT0 HOMEpa OTIIPABISEMOTO (MCXOISIIET0) TOKYMEHTA COCTOUT U3 €T0
NOPSIIKOBOTO HOMEpPA U MHAEKca Jiena 1o HoMeHkiarype nen JT.

16.12. OTnpaBka JOKYMEHTOB Ipou3BoaAUTCS 1oKymeHToBeaom JIJIT.

16.13. [Tucema, TenaerpaMMsl, OTKPBITKY, OaHIEPOJIN U TIEUYaTHBIE U3JaHUS OTIIPABIISIOTCS TOYTOM.
Tenedonorpammsl epeaaroTcs 1Mo KaHajaaM TeaehOHHON CBS3H.

16.14. DnexkTpoHHBIE COOOILIEHHS OTMPABIAIOTCA C O(PUIMATBHOTO TMOYTOBOIO AJIEKTPOHHOTO ajpeca
00pa3oBaTeNbHOI OpraHu3alnu.

16.15. Ilucema, TenerpamMmbl, OTKPBITKH, OaHEPOIIH, FJTEKTPOHHBIE COOOIIEHNUS, HE CBSI3aHHBIE C
paboueil 1esTeTbHOCThIO, K OTIPAaBKE HE IPUHUMAIOTCSL.



16.16. JIokyMEHTBI, OTIIPABIIIEMbIC CPEICTBAMU MIOYTOBOM CBSI3H MPOXOJIAT:

e  YIAaKOBKY;

e aJpecoBaHue (IIpU HAIpaBJIEHUU JIOKyMeHTa Oosiee yeM B 4 ajpeca) — B COOTBETCTBHH C

yKazaTeJeM pacChUIKU, Ha KaKJIOM SK3EMIUIApE MUCbMa YKa3bIBa€TCs TOJIbKO OJUH aJipecar.

e TMPOCTABIIEHUE CTOMMOCTHU MOYTOBBIX YCIIYT;

e IiepeAauy B IOYTOBOE OTJIEIEHUE CBA3H.
16.17. Ilpu noAroToBKe U OTHpaBKe MHUCEM HEOOXOAMMO YUUTHIBATh MPaBUJIa, YCTAHOBIIEHHBIE IPUKA30M
MuHucTepcTBa CBsI3U U MaccOBBIX KoMMyHUKanuii P® ot 31 utons 2014 r. N 234 "O6 yTBepkacHUN
[TpaBui1 oka3zaHus ycayr IOYTOBOM CBA3H".
16.18. JlokyMeHTBI, OTIpaBisieMble CPEACTBAMH ITOYTOBOW CBSI3U B OJIMH aJpec, BKIAIIBAIOTCS B OJUH
KOHBEPT.

17. Pa3paboTKa u BeJleHHe HOMEHKJIATYPHbI JieJT

17.1. Hoxymentanbubiii poug JJAT — cOBOKYmHOCTH JOKYMEHTOB, 00Opa3yromIuXxcs B MPOIECCE €ro
nesitenbHOCTH. JJoxkymenTansabid Goua JAT cocTaBisioT TOKyMEHTHI, CO3/JaHHBIE B 00pa30BaTeIbHON
OpraHu3aliy U MOJIYYEHHBIE €10 B pe3yJbTaTe B3aUMOJACICTBUA C OpraHaMH rocy/1apCTBEHHOMN BIIACTH,
IOPUTNYECKUMH U (PU3NYECKUMHU JTUTLIAMH.
17.2. HomeHkiatypa nen sBIsieTCsl OCHOBOM (opmupoBaHus nokyMmeHTanbHoro ¢ouga AT u
MPEJICTABISIET COOO0N CUCTEMATH3UPOBAHHBIN ITePEUYCHb 3aroJIOBKOB (HAMMEHOBAHMIA) J€JT, 3aBOANMBIX B
JJT, ¢ ykazaHueM CpPOKOB UX XpaHEHHs, U O()OPMIICHHBI B COOTBETCTBUHU C IMPABOBBIMU aKTAMU,
PEKOMEHIalIMSIMA U METOJMYECKUMH YKa3aHUsAMH opranoB Poccuiickoii denepannu, ynoJHOMOYEHHbBIX
B cepe rocy1apCTBEHHOTO YIIPABICHUS apXUBHBIM JIEJIOM, JIEJIOMPOU3BOJICTBA U IOKYMEHTOO000pOTA.
17.3. HomeHnknarypa Je COCTaBIISIETCS Ha OCHOBE M3y4Y€HHUS IOJIOKEHUH, MHCTPYKLUN M NIpaBui, a
TaKKe IPYTMX JOKYMEHTOB, PETIaMEHTHUPYIOIIUX AESTeNbHOCTh O0pa30BaTeNbHOW OpraHu3alvu, a
TaK)kKe HOMEHKJIATYp e 3a MPEIIIECCTBYIOIIMNE TO/Ibl U JIOKYMEHTOB, 00pa3yOIIMXCs B JIEATEIbHOCTH
00pa3oBaTeNbHON OpraHu3allnu.
17.4. HomeHknatypa Jen MCHONb3YeTCs [UIsl TPYNIHUPOBKU HCIOJHEHHBIX JOKYMEHTOB B Jena,
CHCTEMAaTU3allMd U ydeTa Jell, ONPEAECICHUs] CPOKOB UX XPAaHEHMS WU IOMUCKA JIOKYMEHTOB, SIBISAETCS
OCHOBOI1 /1151 COCTaBJIEHUS ONMUCEN JIeJl TOCTOSSHHOTO U BpeMeHHOro (cBbiiie 10 eT) XpaHeHus, a TaKkxke
JUTSL ydeTa el BpeMeHHOTO (110 10 meT BKIIOYUTEThHO) XpaHEHUS.
17.5. Homenknarypa nen BBoauTcA B AelictBue npukaszom no JJIT.
17.6. HomeHknaTypa Jies1 TOTOBUTCS B TPEX SK3EMILIAPAX:

e ]I HOMEIIECHHS] B HOMEHKJIATYPHOE JIETI0 U TOCTOSIHHOTO XPaHEHUST;

e Ul UCNOJIB30BaHUs B pabOTe OTJEIIOM JEIONPOU3BOACTBA;

e g xpa"enus B apxuse [JJIT.
17.7. W3 nomenknatypsl gen JJIT oTBETCTBEHHBIM JUIIOM 3a BEACHUE JIETONPOU3BOICTBA OPOPMIISIFOTCS
BBIMHUCKY JJIS1 KaX/10T0 U3 NOJIpa3iesieHUuil U OT/IeJI0B 00pa30BaTEIbHON OpraHu3aliy.

18. ®opMupoBaHue Aes1 M UX Tekylnee xpaHenue. [loaroroBka 10KyMeHTOB U JeJ1 K nepeaaye Ha
apXHBHOe XpaHeHHe

18.1. ®opmupoBaHue aen — TPYNINUPOBKA HCIOJHEHHBIX JOKYMEHTOB B Jiella B COOTBETCTBHUU C
HOMEHKJIaTypoii Jies1 00pa3oBaTeIbHON OpraHU3alMy U CUCTEMATU3aIUs IOKYMEHTOB BHYTpPH JieNna.
18.2. lena co aHs ux 3aBeneHus a0 nepenayu B apxus [IJIT wnm Ha yHHUYTOXKEHHME XPAHSITCS 110 MECTY
uX (hOpMUPOBAHMUS.

18.3. Ilpuka3sl M0 OCHOBHOM, aIMUHUCTPATUBHO-X03IUCTBEHHOM, yueOHO-BOCTIUTATEIHHON
nesrenbHocTd JIJIT, rpynnupyroTcst OTENbHO OT MPHUKAa30B MO JMYHOMY COCTaBY PaOOTHHUKOB M IO
JMYHOMY COCTaBy oOydaromuxcs (y4aruxcs/BOCIUTaHHUKOB).

18.4. Ilepenmcka rpynmupyercs 3a [EpUOJd KAJICHJAPHOIO TIoJa M CHCTEMaTU3HUPYeTCs B
XPOHOJIOTUYECKOHN NOCIIEOBATEIBHOCTH.

18.5. IIpoBepka HaMUUs M COCTOSIHMSI JOKYMEHTOB M JIeJl NPOBOJUTCS NPU MEPEMEIICHUH eI, Ipu
BO3BpATE JIe]1, IPU PEOPraHu3alluy WK JUKBUAALMHN 00pa30BaTEIbHON OpraHu3alum.



18.6. B apxuB oOpa3oBarenbHON OpraHm3anuy (Jajee - apXuB) MEPEHAIOTCS Jella TOCTOSHHOTO,
BpeMeHHOro (cBbime 10 yeT) CpoKoB XpaHEHHUs U MO JUYHOMY COCTaBy depe3 3 roja Iocie rojaa, B
KOTOPOM JTOKYMEHTBI ObLITM TTOMEIICHBI B IEJI0 Ha XpaHEHHE.
18.7. Ilepenaua JOKYMEHTOB B apXUB ITPOU3BOJIUTCS MO YTBEP>KIEHHBIM OIUCSIM JIET.
18.8. TlogroroBka OOKYMEHTOB W [l K Iepelade Ha apXMBHOE XpaHEHHE M Ha YHUYTOXKEHUE
npeaycMaTpUBAET:

e JKCHEpPTHU3Y UEHHOCTU JOKYMEHTOB;

e COCTaBJICHHE OIMCEH JIe] 110 pe3ybTaTaM IKCIEPTU3BI UX LIEHHOCTH;

e odopmieHue aern;

e COCTaBJICHHE aKTOB HAa YHUYTO)KEHUE JOKYMEHTOB U JI€JI C HCTEKIINMH CPOKAMH XPaHECHHUSI.
18.9. DkcnepTu3a IEHHOCTH JIOKYMEHTOB MOCTOSIHHOTO M BPEMEHHOTO XPAaHEHUS OCYILECTBISETCS
€XKEroJHO JUIOM (IMIlaMH), HA3HAYEHHBIM [PUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMHM) 3a
apXUBUPOBAHHUE.
18.10. B gemo momerniaercs He 6onee 250 TUCTOB (TONIIMHA JIeTa TIPU STOM COCTaBIIsIeT He Oosee 4 cM).
[Tpu GonbIIOM KOJIWYECTBE TOKYMEHTOB (popMHpYyIOTCS ToMa (4acTu) Aena. BHyTpu nena TOKyMEHTHI
pacrnojararoTcs B XpOHOJIOTHYECKOM HOPSAIKE B COOTBETCTBUU C ONUCHIO. B 1ema nomemarTcest TOJIbKO
UCIIOJTHEHHbBIE, TPAaBUIBLHO 0(OPMIICHHBIE TOKYMEHTHI.
18.11. JlokyMeHTbl BHYTpU JieJla pacoJiaraloTCsd CBEPXY BHHU3 B XPOHOJIOTHYECKOH, BOMPOCHO-
JIOTUYECKON MOCIE0BATEIHbHOCTH HIIM UX COueTaHUU. PacropsuTenbHble TOKYMEHTHI TPYIITUPYIOTCS B
JIeJIa TI0 BHJIaM ¥ XPOHOJIOTHH C OTHOCSIIIUMUCS K HUM TIPUIIOKEHHUSMHU.
18.12. JInyHble KapTOUYKU pabOTHUKOB (POPMUPYIOTCA B AEIO MO andaBUTy (haMuiIHii.
18.13. Odopmiienne pema mpeaycMarpuBaer: oOQOPMIICHHE PEKBU3UTOB OOJIOKKM Jejia 10
YCTaHOBJIEHHON (hopMe; HyMepallHio JINCTOB B JieJie KapaHAallloM B BEPXHEM IIPABOM YTITy; COCTABIICHUE
BHYTPEHHEH OIMCH JOKYMEHTOB Jella, MOAIIMBKY M meperwier aena. Jlucr OGombmoro ¢opmara,
MNOAIINTHIA 32 OIWH Kpal, HymMepyeTcs KakK OJMH JIMCT B MPaBOM BepxHeM yriy. JIOKYMEHTHI C
COOCTBEHHOI HyMepalueH JTUCTOB, B TOM YHCJIE ITeYaTHbIC U3AaHUs, HYMEPYIOTCS B OOILEM MOPSIKE.
18.14. JIucTthl Aein, COCTOSIINX U3 HECKOJIBKUX TOMOB WIIM YacTei, HyMEPYIOTCS M0 KaKJOMY TOMY WJIH
YacTU OT/IEIBHO.

18.15. Tlocne 3aBepiieHUss HyMEpAlMM JUCTOB COCTABISIETCS 3aBepUTENbHAs HAIIMUCh, KOTOpas
pacrnojaraeTcsi B KOHIIE Jejia. 3aBepUTelIbHas HAANUCh COCTABIISIETCA B JeNie Ha OT/AEIbHOM JIMCTe-
3aBepuUTEIIE Jea.

18.16. B 3aBepuTenbHO HaaAmucH mudpamMu U MPOMUCHI0 YKA3bIBAETCS KOJUYECTBO JIUCTOB B JAHHOM
nene. 3aBepuTeabHas HAAMKUCH MOMUCHIBAETCS €€ COCTaBUTEIEM C YKa3aHUEM paciiu(poBKU MOAMHCH,
JOJDKHOCTU M JaThl cocTaBiieHus. KonmdecTBO JTMCTOB B Jefie MPOCTaBIseTCs Ha OOJOXKKE Jena B
COOTBETCTBUU C UTOTOBOM HAAMKCHIO.

18.17. PexBu3uT '"cCpok XpaHeHUs Jena" TEepeHOCHUTCS Ha OOJOXKKY Jelda W3 COOTBETCTBYIOIICH
HOMEHKJIaTypbl JIeJ TOCJE€ CBEPKHM €ro CO CPOKOM XpaHEHUs, YKa3aHHbIM B IE€PEYHE THIOBBIX
JOKYMEHTOB WJIM B IEpEeYHE TOKYMEHTOB, OOpa3yIOLIUXCs B JEATEIbHOCTH (efepanibHOro OopraHa,
YKa3aHUEM CPOKOB XPaHEHHUS.

18.18. Ha genax nocTOAHHOrO XpaHeHUs MUIIETCs: " XPpaHUTh TOCTOSHHO'.

18.19. Ilpuem nen mpou3BOIUTCS COTPYAHUKOM, YIOJHOMOYEHHBIM Ha BEJICHUE JIEITEIbHOCTU apXuBa,
C TPOCTABJIIEHHEM B JBYX SK3EMIUIIpax OMHCH JIe]1 OTMETOK O HAIWYUHU KaXJ0ro jAena (Ha KaXkIoM
AK3EMILISIPE OMUCH YKA3hIBAETCS KOJIMUYECTBO (PAaKTUUYECKU MPHUHSTHIX JIeJ, JaTa MpreMa- mepefadn e,
a TaKKe MOJANNCH apXUBUCTA U COTPYAHUKA, [IEpeIaBIIero Jea.

19. 3akI0uuTeNbHbIE [OJI0KEHUA

19.1. Hactosmas MHCTpyKIus NO AEIONPOU3BOACTBY SIBJISETCA JIOKAJIBHBIM HOPMAaTHMBHBIM aKTOM
o0Opa3oBaTenbHOl Opranu3anuu, npuHuMaerca Ha OOmeMm coOpaHuu pabOTHUKOB M yTBEPXKIaeTcs
(BBOAMTCS B ICHCTBHE) MPUKA30M TUPEKTOpA 00pa3oBaTeIbHON OpraHU3alHH.

19.2. Bce u3meHeHHMs U JOTIOIHEHUS, BHOCUMbIE B HACTOSAIIYI0 MHCTpYKIIKIO, OOPMIISIOTCS B
NUCbMEHHOU (hopMe B COOTBETCTBUH JICHCTBYIOIIMM 3aKOHOaTeIbcTBOM Poccuiickoit denepannu.

19.3. UHctpykuusa no aenonpousBoAcTBy B JI/IT npuHuMaeTcs Ha HeonpeaeneHHsll cpok. M3MeHenus



W JOonojdHEeHHs K HWHCTpyKIMM NpPUHUMAIOTCA B MOPSAIKE, MpPeaycMOTpeHHOM m.19.1. Hacrosen
HNHcTpykum.

19.4. Tlocne npunstus UHcTpyKiuu (WM U3MEHEHUN U JTOTIOTHEHUN OT/IEJIbHBIX ITYHKTOB U Pa3zelioB)
B HOBOM pEIaKI[Uu PeabAyIIas pelaKkiys aBTOMAaTUYECKH YTPAUUBAET CHITY.



Ipunoowcenue Ne 1

IIpaBuaia
ogopMIIeHUS] peKBU3UTOB IOKYMEHTOB

1. Jns TOArOTOBKH JIOKYMEHTOB TIPHMEHSETCS TEKCTOBBIM pPEJakTop, O0ECHeuMBArOIINMA
TpeGoBaHuUs rpauuecKOro BOCIIPOU3BEICHNUS PEKBU3UTOB JTOKYMEHTA.

2. Buger u pasMepsl ucnoiabzyeMbix mpudToB: Times New Roman — 12, 13, 14; Calibri 14 u
IPUOIM>KEHHBIE K HUM.

3. Ilpu moaroroBke TEKCTOB B TabauLax, Uil OOecledYeHUs Jydlledl 4MTaeMOCTH IaHHBIX,
JI0ITycKaeTcs mpuMenenue mpudros Buaa Arial, pasmepos 12,13.

4. Jlnana3zoH UCIOJIb3yEMbIX MEXYCTPOUYHBIX HHTEPBAJIOB: OT OJUHAPHOIO J10 OJIYTOPHOTO.

5. AG3anHbIi OTCTYN TEKCTa JOKYMeHTa - 1,25 cm.

6. 3aroy0BKH pa3/iesioB U NOAPA3AEIIOB I1€YaTAIOTCS ¢ a03alHBIM OTCTYIIOM MJIM LIEHTPUPYIOTCS 10
LIMPUHE TEKCTA.

7. MHOrOCTpOUYHbIE PEKBHU3MUTHI M€YATAIOTCS Yepe3 OAMH MEKCTPOUHBIH MHTEPBAJ, COCTABHbIC YACTH
PEKBU3UTOB OTAEISIOTCS JONOJHUTEIBHBIM HHTEPBAIOM.

8. Eciim OKyMEHT roTOBHUTCS Ul M3JIaHUs C YMEHbILIEHHEM MaciuTaba, TEKCT IevyaTtaeTcsl yepes JBa
MHTEpBaa.

9. UntepBan Mexny OykBaMH B ClIOBax - 0ObIYHBIN. MIHTEpBaI MeXy CIIOBaMH - OAMH IpoOelt.

10. TexkcT nOKyMeHTa BbIpaBHUBAETCS 110 LIMPHUHE JUCTa (10 IPaHULIAaM JIEBOT'O U IIPABOro MoJiei
JOKYMEHTA).

11. JImuHa caMoil ITMHHOM CTPOKH PEKBU3UTA MPHU YIIIOBOM PACIIOJIOKEHUU PEKBU3UTOB HE Oosee 7,5
CM.

12. JInuHa camoil IJIMHHOW CTPOKM PEKBHM3UTAa IPU IPOAOIBLHOM PACIOJIOKEHUU PEKBU3UTOB HE
6onee 12 cm.

13. Koa dhopmebl 1oKkyMeHTa

Kox ¢opmbl gokyMeHTa MpOCTaBIsSeTCS Ha YHU(UIMPOBAHHBIX (HOpPMAx JIOKYMEHTOB, B OCHOBHOM
UCIIONIB3YEMBIX B KaJpPOBOM JOKYMEHTOOOOpPOTEe 0Opa3oBaTelbHOW opraHu3aiuu. Pacromaraercst Kon
dbopMBl B TIpaBOM BEpXHEM yIriIy pabouero mojisi JOKyMmMeHTa, coctour u3 cijoB "dopma mo"
(HanMeHoBaHUe KinaccudukaTopa) u UppPOBOTo Koaa.

IIpumep - @opma no OKY]] 0301001.

14. HaumeHoOBanue opranu3aiinu

HaumenoBanue  o00pa3oBaTeNbHON  OpraHuW3alid  JOJKHO  COOTBETCTBOBATH  HAaWMEHOBAHHIO
IOPUINYECKOTO JIMI[A, 3aKPETUICHHOMY B €T0 YUPEAMTENbHBIX JoKyMeHTax (YcraBe oOpa3oBaTeiabHOM
opranm3aiuu). llog HauMeHoBaHWeM 0Opa30oBaTeNbHON OpraHU3alMd B CKOOKaxX YKa3bIBAETCS
COKpAaIIeHHOE HAaNMEHOBAaHKE 00Pa30BaTEIHLHON OpTaHU3aIUH.

15. CapaBouHbIe TaHHBIE 00 00pa30BaTENbHOM OpraHU3aIMi

CnpaBouHble JaHHBIE 00 00pa30BaTeIbHON OpraHU3AIMK BKJIIOYAIOT B ceOs: MOYTOBBINA aapec, HoMepa
tenedoHa, ¢dakca, aapec SIESKTPOHHOW TOUTHI, KOA oOpaszoBarenbHON opranmzanuu mo OKIIO
(mpoctapnsiercss mo OOIEepocCUiicKkOMy KIacCUPUKATOPY MPEANPUATANR M OpraHu3alnii), OCHOBHOM
rOCyJapCTBEHHBIN PEruCTpallMOHHBIN HOMED (OI'PH), UJIeHTU(UKAMOHHBIN HOMED
HAJIOTOIUIATEBIINKA/KO/I IPUYKUHBI TOCTAaHOBKH Ha Hanorosblil yuetr (MHH/KIIIT).

16. HanMeHOBaHMe BUIa IOKYMEHTA

PexBu3uT ucnonb3dyercs s yKa3aHUsA BUJA JOKYMEHTa W paCIOaraercs MoJl PEKBHU3UTOM
«HaMMEHOBaHWE 00pa3oBaTeNbHON opraHu3anuny. HanmeHoBaHue BUIA JOKYMEHTA HE YKa3bIBAaeTCS B
HUCHMaXx.




17. [lata nokymeHTa

JlaToif nokyMmeHTa sIBIII€TCS JjaTa ero MoAnucanus (puKas, MHUCbMO, 3allUCKa, aKT U JAp.), YTBEPKICHUS
(MHCTpYKLMSI, TOJOXKEHHUE, MpaBuja, periiaMeHT, IUIaH, OTYeT U Jp.), COObITUSA, 3aUKCUPOBAHHOTO B
JIOKyMEHTE (TIPOTOKOJI).

Jlata JOKyMeHTa MpPOCTaBIAETCS JOJDKHOCTHBIM JIMLIOM, MOANUCHIBAIOIIMM WM  YTBEPKIAAIOIINM
JOKYMEHT, WJINM TPU PETUCTPAlMK JOKYMEHTA, MJIM HEMOCPEJACTBEHHO COCTaBUTEIEM IPH IMOATOTOBKE
JIOKyMeHTa (cIy>keOHast 3arcKa, 3asBJICHUE U . ).

JIOKYMEHTBI, U3/IaBaeMbI€ COBMECTHO C IPYTUMU OPTaHU3AIMSIMH JIOJDKHBI UMETh OJHY (S€IUHYIO) JaTy.
Jaty noxymeHnTa oopMIIsItoT apabcKUMH [UPpaMu B TOCIEI0BATEIbHOCTH:

e JIeHb MecsIa, Mmecsi, roj. JleHp Mecsna u Mecsl ohOopMISIOT ABYMs mapamu apabckux mudp,
paszieIeHHBIMU TOYKOM; TOJT - YeThIpbMsI apabckumu nudpamu, Hanpumep: 01.12.2017. byksa "r"
nocye uugp He CTaBUTCSL.

e Ipu cioBecHO-LIU(poBOM criocobe ohopMIIeHHS 1aThl IEHb MecsIa YKa3bIBaeTCs Mapoi apabCKux
udp, roa 4eThipbMs apabckumu nudpamu, Hanpumep: 12 gexabps 2017 T.

18. PerucrpalinoHHEIA HOMEDP JOKYMEHTA

Perucrpaiimonssiii HOMEp JTOKYMEHTa MPOCTABISAETCA B COOTBETCTBUM C CUCTEMOM PErUCTpaLUH,
IIPUHSTON B 00pa30BaTeIbHON OpraHU3aliy.

PerucrpanmoHHblil HOMep NPUCBAaUBAETCS JOKYMEHTY MOcie ero noAmnucanus (yreepkaenus). Ccplika Ha
PErUCTPAIIMOHHBINA HOMEP U JaTy JOKyMEHTa

Ccbuika Ha UCXOJSIINIM HOMEp U J1aTy JOKYMEHTa aJipecaHTa BKJIIOYAeT B ce0sl perucTpalioOHHbIN HOMEp U
JaTy TOKYMEHTa, Ha KOTOPBIN JOKEH ObITh JaH OTBET.

19. Mecto cocraBinennd (M30aHusd) JOKYMEHTA
MecTo cocTtaBieHuss WM U3JaHUS JOoKymeHTa - 'T. EkarepunOypr" - ykaspiBaeTcsi Ha OlaHKax
MIPOTOKOJIOB M aKTOB, COCTABIIIEMBIX B 00pa30BaTEIIbHON OpraHu3aIliy.

20. Anpecar
B pexBusure "Anpecar" ucmonb3yloTcs OQUIIMANIbHBIE HAUMEHOBAaHHUS OPraHOB TOCYIApCTBEHHON W

UCIIOJIHUTENIbHON  BiacTu, opraHu3anuil. J[lomyckaercs ucCnonp30BaTh OQUIMAIBHO MPUHATHIE
COKpalllcHHbIE HAUMEHOBAHMS OPraHOB I'OCYIapCTBEHHON U UCIIOJIHUTEIIBHOMN BIACTH, OPraHU3alUN.
[Tpu agpecoBaHUM TOKYMEHTA JOHKHOCTHOMY M YaCTHOMY JIMIY HHULIMANBI CTaBSTCS 1Ociie (haMuiImu.

Ipumep - Pykosooumenio OO0 «Cmpoumensvy @amunus
no.

PexBu3utT "ampecatr" mpocraBiseTrcss B BEpXHEW MpaBOM YacTH JOKyYMeHTa (Ha OJlaHKE C YIIOBBIM
pacIoyio’)keHNeM PEKBU3UTOB) WM CIpaBa MOJ PEeKBU3UTaMM OsiaHKa (TPU MPOJIOJIBHOM PACHOJIOKEHUN
pekBU3UTOB Osianka). CTpoku pekBU3HTa "aapecar’ BBIPAaBHUBAIOTCS IO JIEBOMY Kparo WM LEHTPYIOTCS
OTHOCHUTEJIBHO CaMO# IJIMHHON CTPOKHU.

[Tpu agpecoBaHuM TOKyMEHTa 0€3 yKa3aHHs JOJKHOCTHOTO JIUI[a HAaMMEHOBAHUS aJIpecaToB MUILIYTCS B
MMEHUTEIIBHOM MaJIeXKe, HallpUMeEp:

Opeanvl cmamucmuxu 20poda Mockebvl

[lpyu agpecoBaHWM JIOKyMEHTa PYKOBOJUTEIIO OpraHU3allMll HAUMEHOBAaHHE JOJKHOCTH
YKa3bIBAETCS B JIATEIIHHOM TaJIeKe, HAIPUMED:

T'enepanvromy oupexmopy OOO «H30anuey Damunus

Huo.



ITouTOBBIN anpec HE YKAa3bIBAETCS B JJOKYMEHTAX, HAIPABIIIEMBIX B BBICILIHE OpraHbl TOCYAAPCTBEHHOU
BJAaCTH, (elepanbHble OpraHbl HCIOJIHUTENBHOW BIACTH W WX TEPPUTOPHUAIBHBIC OPraHbl, OpPraHbl
rOCyIapCTBEHHON M UCIIOJIHUTEIBHOU BIIACTH, ITOCTOSI MHBIM KOPPECIIOHICHTAM.

IIpn agpecoBaHuu NHcCbMa B OPraHU3ALMIO0 YKAa3bIBAlOT €€ HAMMEHOBAHUE, 3aT€M IIOYTOBBIM ajpec,
Hanpumep:

Tocyoapcmeennoe  yupeoscoenue  Bcepoccuiickuti HAYYHO-UCCIe008AMENbCKULL UHCmMuUmym
OOKYMEHMOBeOeHUs U APXUBHO20 Oeld
Ilpoghcorosuas yn., 0.82, Mockea, 117393

[Ipu anpecoBaHunu JOKyMeHTa (DU3MYECKOMY JIUIYy YKa3bIBaOT (aMIUIMI0O M MHHUIIMAJBI MOJIydaTess,
3aTeM MOYTOBBIN aJipec, HapUMep:

Ilemposy U.I1.
Ilpouzeoocmeennas ya., 0.5, k8.12, e.
Mockea, 119633

PexBusur "Anpecar" He T0oKEeH copepxkarh Ooiee ueThipex anpecaroB. CioBo "Komus" nepes BTOPbIM,
TPETbUM, YETBEPTHIM ajJpecaraMu He ykas3biBaercs. llpu umcie aapecatoB Gosee 4-X cocTaBisercs
CIIMCOK PacChUJIKU JOKYMEHTA.

Ecnu 1oxkyMeHT OTHpaBIsieTCsl B HECKOIBKO OJJHOPOJHBIX OPraHU3alUN UM B HECKOJIIBKO CTPYKTYPHBIX
Mo/Ipa3/iesIieHUd OpraHa UCIIOJIHUTEIILHON BJIACTH, TO OHHU yKa3bIBatoTcs 00001enHo. [Tpumep:

Pyxosooumensm yupescoenuii CI10

21.I'pud yTBEepKIeHUS JIOKYMEHTA

['pud yTBepkIeHUs TPOCTABIAETCS B TPaBOM BEpXHEM YIIy JokyMeHTa. CTpOKHM pEKBU3UTA
BBIPaBHUBAIOTCSI 10 JIEBOMY KParo WM LIEHTPUPYIOTCS OTHOCUTEIBHO CAMOM JUIMHHOM CTPOKHU. JIOKyMEHT
YTBEpKAAETCA JOHKHOCTHBIM JIMIIOM (JIOJKHOCTHBIMU JIMIIAMH) WIIH PACTIOPSIUTENBHBIM JTOKYMEHTOM
(mocTaHOBNIEHUEM, PEIIEHUEM, IPUKA30M, PACTIOPSKEHUEM ).

[Tpu yTBepkIeHUU AOKYMEHTa JOKHOCTHBIM JIMIIOM Tpu( yTBEp>KICHHS JOKEH COCTOSTh M3 CIIOBa
VYTBEPXJAIO (6Ge3 kaBbIlYeK), HAMMEHOBAHUsSI JOJDKHOCTH JIMIIA, YTBEP)KIAIOIIETO JOKYMEHT, €ro
MOJMUCH, MTHUIIUAJIOB, (DaMUJIMH U JaThl YTBEPKICHUSI.

ITpumep:

YTBEPK/[AFO

Lupexmop MBOY Ilxona Ne 1238 U.O.

Damunus

22.Jlata

[Tpu yTBEp>KAEHUU TOKyMEHTa HECKOJIBKUMH JOKHOCTHBIMU JIMIIAMU MX TOATNKCH pacrioyiaraiorcs Ha
OJIHOM YPOBHE.

[Tpu yTBep>KACHUU JTOKYMEHTa PacrlopsIUTeIbHBIM JOKYMEHTOM IpU( yTBEP)KICHHUS COCTOUT U3 CIIOB
YTBEPX/JIEH (YTBEPXIAEHO, VTBEPXIEHBI, VYTBEPXJ/IEHA), cornacoBaHHOro ¢
HalMEHOBAHMEM BHJa YTBEP)KIAEMOro JOKYMEHTa, HAMMEHOBAHUS BHUJA JOKYMEHTa B TBOPUTEIBHOM
najie’xe, ero JaThl, HOMepa.

ITpumep:
YTBEPK/[EHO

npukazom MBOY Illkona Ne 1238 om
01.03.2020 Ne 57



23.3aroJ0BOK K TEKCTY
3aroJoBOK K TEKCTy - KpaTKOe COJAEp)KaHHe JOKYMEHTa. 3aroJioBOK K TEKCTy NpHKas3a
dbopmymupyercs ¢ peasiorom "O" ("O6") u orBewaet Ha Borpoc "o yem?"):

e 1puKa3 (0 ueM?) 0 CO3/1aHU1 KOMHUCCHUH;

e 1puka3 (0 ueM?) 00 yTBEp)KJICHUH ITATHOTO PACIUCAHUS;

e mHCHMO (0 YeM?) 0 peoCcTaBIeHUN HH(DOPMAITIH.
3aroyioBOK K TEKCTY 0(hopMIIsSeTCs O] peKBU3UTaMU OJIaHKa ClieBa, OT TPaHUIIbI JIEBOTO MOJIS.
HaumenoBanue (3arojioBok) MO0 aHHOTAIMA JIOKYMEHTa COCTAaBIISIETCS aBTOPOM ITPOEKTa
JOKYMEHTA.
3aroyIoBOK K TEKCTY MOXET HE COCTABIISATHCS, €CIIM 00BEM JIOKYMEHTA HE MPEBBIMALT 4-5 CTPOK.

24 . TekcT JOKYMEHTA
JlokymMeHTBI 00pa30BaTeIbHOM OpraHU3aIlMi COCTaBIIAIOTCS Ha TOCYJAPCTBEHHOM S3BIKE
Poccuiickoit @enepanuu - pycCKOM.
TeKkcT TOKyMEHTa MOKET COAepk aTh pa3felibl, MOAPA3ENbl, MYHKThI, TOJIYHKTHI, HyMepyeMbIe
apaObckuMu U pamMu.
B mpukazax TeKCT JOKyMEHTa U3JaraioT OT [EepPBOro JUIa €IMHCTBEHHOTO YKcla («IIpuKa3biBaioy) B
JIOKYMEHTaX KOJUICTHAIBHBIX M COBEIIATEIbHBIX OpraHax OT TPEThEro JIMIA €IWHCTBEHHOTO YucJa:
(«coOpaHue... Pemunsoy)
TexkcT mpoTOKONIAa M3JIAraeTcs OT TPEThEro JIMIA MHOXKECTBEHHOTO 4Hcia  («CITyIaimy,
«BBICTYIUIINY, «ITOCTAHOBUIINY, «PEIIUIIN),
B coBmecTHBIX JOKyMEHTaX TEKCT H3JIaraloT OT IMEPBOTO JIMIAa MHOXECTBEHHOTO 4YHCIA:
(«TIpUKa3BIBAEM», «PEIIIHIIN).
B nenoBeIxX (ciy»xeOHBIX ) IMCbMax NUCIOAB3YIOTCS (POPMBI M3JI0KEHUS:

e OT IIEPBOTO JIMIIA MHOXECTBEHHOTI'O 4YHCIIa («IIPOCHM HAIpaBUThY», IMPEACTaBIsAEM Ha

paccMOTpEHHER);

e OT TPEThEro JIMIA €AMHCTBEHHOT0 4ncia («AaMuuuctpanus JIeHuHckoro pailoHna He
BO3paXKaeT»);

e OT TMEpPBOrO JHIA EAMHCTBEHHOIO 4Hcia («CUUTal0 HEOOXOJUMBIMY», «Ipeasararo
PacCMOTPETHY).

[Tpu ynotpebneHnn B TeKcTe (haMUIuil TUI] MHULIMATBI YKa3bIBatOTCS mocie dpamimu. B
JIEJIOBBIX (CIY)KEOHEIX ) MHChMaX MOTYT MCIIOJIb30BATLCS:
e BCTYIUTENIbHOE OOpallleHue:
Yeaorcaemwiii cocnooun Hearnos!
Yeaowcaemas cocnooca [lemposa!
Yeaocaemwiti Huxonaii [lempoeuu!
VYeaowcaemas Onvea Huxonaesna!
Veaorcaemwvie cocnooa!

B oOpamennn mo MODKHOCTH HAMMEHOBAaHWE JIOJDKHOCTU THIIETCS C TPOMUCHOW OYKBBI, B
oOpareHuy o GaMUIMH HHUITMAIBI JTUIA HE YKa3bIBAIOTCS.

e 3aKIIOYUTENbHAs DTUKETHas dpasa:
C ysaowcenuenm, ...

Ctpanuiibl JOKyMEHTa HyMEPYIOTCS, HAUWHask CO BTOPOT'o JINCTA JOKYMEHTa apaObCKUMH LUppaMu
IIOCEPENMHE BEPXHETO MOJIA.

TekcT TOKyMEHTa OTHENSAETCS OT 3aroJOBKa ABYMS WIIM TPEMS MEXAYCTPOUYHBIMH WHTEpBaIaMHU
UCIIOJIb3YEMBIMH B TEKCTE.

25.0TMeTKA O IIPWIOKEHUHN
OTMeTKa O TMPUIIOKEHHH HCIONB3YyeTCsl MpU OPOPMIICHUH THUCEM W TPHUIOKECHHH K TUIaHaM,
nporpammam, oT4yeTaM, MOJIOKEHUSIM, TTpaBUiIaM, HHCTPYKLMSIM U IPYTUM JTIOKYMEHTAM.




B mucemax oTmMeTka 0 MpUIIOKEHHH O()OPMITSIETCS MOJ TEKCTOM IMUChMa Ha paccTosHu: 1,25 cMm oT
rpaHuIlbl JieBoro mojisi. Ecnu mpuiiokeHue Ha3BaHO B TEKCTE MUChbMA, B OTMETKE O MPHIIOKECHUHU
YKa3bIBAETCS KOJIMYECTBO JIMCTOB U KOJIMYECTBO IK3EMILISPOB MPHIIOKEHUS, HAIIPUMED:

Ipunoowcenue: na 3 1. 6 1 7x3.

HpI/I HaJIMYUH HECKOJIBKUX HpI/IJ'IO}KeHI/If/'I, B OTMETKEC O IMPUIOKECHUHN OHHM HYMCPYIOTCs, YKA3bIBAKOTCA
HAaMMCHOBAHUA KaXJA0I'0 NPUIIOKCHHA, KOJTMICCTBO JIMCTOB U KOJIMYCCTBO 3K3CMINIIAAPOB, HAIIPUMED!

Tpunoorcenue:
1. Inan-epagpux ... na 3 1. 6 2 3x3.
2. Cnpaska o noomeepacoenuu pakma ooyyenus... na 1 1. ¢ 1 2x3.

Ecnu mpunoxeHuss cOpOLIIOPOBAaHBI, TO KOJUYECTBO JIMCTOB HE yKas3blBaeTcs. Eciu mpuioxeHue
HaMpaB/II0OT HE BO BCE YKa3aHHbIE B JOKYMEHTE ajpeca, TO OTMETKY O €ro HaJu4uu OQOpMIIAIOT
CJIEIyIOIIUM 00pa3oM, HallpuMep:

Tpunooicenue: na 3 1. 6 1 9x3. monvKo 6 nepaulil aopec.

Ha npunoxenusx k npaBuiiaM, HHCTPYKLUSAM, II0JI0KEHUM, IUIaHaM, IpOorpaMmam, J0roBopaM 1 ApyruM
JIOKYMEHTaM OTMETKA O IIPUJIOKEHUH IIPOCTABIIAECTCA HA IIEPBOM JIUCTE IPUIIOKEHHS B IIPAaBOM BEPXHEM

yriy.

Ecin npunoxxenne omHO, OHO HE HyMepyeTrcs. Eciu nmpuiioskeHui HECKOJIbKO, OHH HYMEPYIOTCS
(mpunoxxenue 1, mpuitoxxeHue 2).

B TekcTe moKkymMeHTa pH MIEPBOM yYIIOMUHAHUH JIOKYMEHTA-TIPUIIOKEHUST B CKOOKAX YKa3bIBACTCS:

... (IpUJIOXKEeHUE) WK ... (IpHIIOKEeHHE 1); Iepel HOMEPOM MPUIIOKESHHUS JOIYCKAETCS CTAaBUTh 3HAK
HOMeEpa: ... (mpuioxkerue N 2);

B oT™MeTke 0 mpUIoKEeHUN yKa3bIBaeTCsl HAMMEHOBAaHUE BUJ]a OCHOBHOTO JIOKYMEHTA, €ro JaTa U HOMep,
HaIpuMep:

Ipunoowcenue N° 2 k npuxasy MKOY COLL n.Pyonuunwvii om 08.06.2017 Ne 67 "

Ecniu mnpunoxeHneM K AOKYMEHTY (Hampumep, K IpHUKas3y) SBISETCS YTBEPKAAEMbIM JTOKYMEHT,
(mosio’keHue, MpaBuia, MHCTPYKIIUS, PErJIaMeHT U JIp.) B BEpXHEM IIPABOM YIJIy IPOCTABISAETCS OTMETKA
0 MPUJIOKEHUH, HUKE — I'pU( yTBEpKACHUSI, HAaIpUMeEp:

Ipunooscenue YTBEPK/[EHO
npuxazom MKOY COI n.Pyonuuneiii om 08.06.2017 Ne 67

Bun u pazmep mpugra pexkBuszura "OTMeTKa 0 IPUIOKEHUU" TOIDKEH COOTBETCTBOBATh BUY U pa3Mepy
nipu@ra TeKCTa JT0KyMEHTa.

26. I'pud corimacoBanus JOKYMEHTA

['pud cormacoBaHuss MTOKyMEHTa HCIOJB3YyeTCS MPH COTJIACOBAHWU JOKYMEHTa C OpraHaMu BIIACTH,
OpraHu3aIMsIMU WA JOJKHOCTHRIMU JuiiaMu. OH coctout u3 cioBa “COI'JTACOBAHO”, nomkHOCTH
JUIa, KOTOPBIM COIJIaCOBAaH JTOKYMEHT (BKJIIOYash HAaMMEHOBAHME OpraHU3alllM), JTUYHOW MOJIHUCH,
pacmrpOBKU MOAMUCH (MHUITNAIOB, (DaMHIJIUN) U AaThl COTIIACOBAHUSI.

ITpumep:
COI'JIACOBAHO
Jupexmop MBOY [llxkona Ne 1238

U U Hsanos
01.12.2017



I'pud cornacoBaHus B 3aBHCHMOCTH OT BHJAa JOKYMEHTA U OCOOEHHOCTEH ero o(OpMIICHHS MOXKET
IIPOCTABIISITHCS:

e Ha MEPBOM JIMCTE JJOKYMEHTA (€CIM JOKYMEHT UMEET TUTYJbHBIN JIUCT, - HA TUTYJBHOM JIUCTE) B
JIEBOM BEPXHEM YTy Ha YpOBHE Tpuda YTBEPKIACHHUS WIM IMOJ HANMEHOBAaHHUEM JOKYMEHTa
OJI>Ke K HIDKHEMY TIOJTIO);

e HA MOCIEAHEM JIUCTE JOKYMEHTA IO TEKCTOM;

e HAJIMCTE COTJIACOBAHU, SBIIAIOIIEMCS HEOTHEMJIEMOMN YaCcThIO JOKYMEHTA.

BremHee cornacoBaHue TakKe MOXET OBITh OCYIIECTBIECHO JAPYTUM JOKYMEHTOM - IHCHMOM,
MIPOTOKOJIOM, MIPUKA30M.
ITpumep:

COI'JIACOBAHO npuxazom JO2M om 01.07.2017 Ne 01-01/54

27. Buza

CornacoBaHue MpoeKkTa JOKyMeHTa 0(hOpMIISIETCS] BU30M.

Buza mpocraBisieTcsi COOCTBEHHOPYYHO JIMIIOM, BH3HPYIOIIUM JIOKYMEHT, M BKJIIOYaeT B ceOs
HAaUMEHOBAHHE JIOJDKHOCTH BU3HUPYIOIIETO, €r0 JIMYHYIO MOJIUCH, paciiiu(@POBKY TOIMUCH (MHUIHAIIBI,
dbamunuio) u gary.

ITpumep:

3amecmumens oupekmopa
HU.0. ©amunus 03.04.2020

JlonmyckaeTcs OJUCTHOE BUBUPOBAHUE JOKYMEHTA U €r0 MPUIIOKEHUI.

[Tpu Hanuuuu 3aMe4aHui, TOMOJHEHUH K MPOEKTY JOKYMEHTa BH3a JOINOJHSAETCS COOTBETCTBYIOIIUM
YKa3aHUEM.

Jis  oKkyMeHTa, MOMJMHHHMK KOTOPOrO OTHPaBIAIOT M3 00pa3oBaTeIbHOM OpraHMU3allud, BU3bI
IPOCTABIISIOTCS HA 3K3EMILIIPAX JTOKYMEHTOB, [IOMEIAEMBIX B JEIO.

Jlis ToKyMeHTa, MOJUTMHHUK KOTOPOTO OCTAeTCsl B 00pa3oBaTeIbHON OpraHU3allui BU3bI COTJIACOBAHUS
IPOCTaBIAIOTCS Ha 000pOTE MOCIEAHEro JIMCTAa MOJIMHHMKA JOKYMEHTA WM Ha MOCJIETHEM JIUCTe
JIOKYMEHTA T0JI OJIHCHIO.

28. Iloanuch

[Tonnuce BKIIOYAET: HAUMEHOBAHWE JIOJDKHOCTH  JIMIA, IOJNMCABLIETO  JTOKYMEHT, €ro
COOCTBEHHOPYUYHYIO MOJANUCH; pPAaCIIM(PPOBKY NOANUCH (MHULUAIBI, (paMIIINs):

ITpumep:

Hupexmop nuunas noonuce U.0.Pamunus

Ecnu nokymeHnT odopmiieH He Ha OlaHKe, B HAMMEHOBAaHUE JTOJHDKHOCTH BKIIIOYACTCS HAaWMEHOBAaHUE
00pa3zoBaTenbHON OpraHu3anuu (IMOJHOE Ha3BaHHE 00pa30BaTENBbHOM opraHu3ammu). Jlomyckaercs B
pexBusure "lloamuck JOMMKHOCTHOrO JMna" ILEHTPUPOBAaTh HAUMEHOBAHHME JOJDKHOCTH JIMIIA,
MOANMCABIIETO JOKYMEHT, OTHOCUTENBHO CAMOM JUIMHHOW CTPOKHU.

HpI/I nmoANMrUCaHUM JOKYMEHTA HECKOJIBKMMU JOJDKHOCTHBIMHU JIMIITAMH Pa3HbIX }IOH)KHOCTeﬁ nX 1noAInucCHu
pacnojiararor OJHYy IOJ IIpyTOﬁ B ITIOCJIICAOBATCIBbHOCTH, COOTBCTCTBYIOH_Ieﬁ HCpapxXuu 3aHUMaeMoi
JOJIXKHOCTH.

ITpumep:
Hupexmop nuunas noonuce U.0.D.

3amecmumens oupexmopa auynas noonucsy M.0.D.

HpI/I nmoAnmuCaH OOKYMCHTAa HCECKOJBKMMHK JIMIOaMKW PaBHBIX )IOJ'DKHOCTeI\/'I nx TIOAIMHUCHU



pacroyiaratoT Ha OIHOM ypOBHE.

B nokyMmeHTax, cOCTaBIE€HHBIX KOMUCCHUEN, YKa3bIBAETCS CTATYC JINLIA B COCTaBE KOMUCCHUM:
IPOCTAaBICHUEM KOCOW uepThl Iepes] HAUMEHOBAHUEM JOJDKHOCTH (H00aBIATH Kakue- JH00
IIPUCTABKN).

Ecimu JAUPCKTOP HUJIM MHOC YIIOJHOMOUYCHHOC Ha IMOAINMMCAHUC JOKYMCHTA JIMIIO BPCMCHHO OTCYTCTBYCT
(OTHYCK, 60H€3HB, KOMaHI[I/IpOBKa) WM JOJDKHOCTH BaKaHTHA, TO JOKYMCHT IIOAIHMCBIBACT COTPYAHHK,
YHOJIHOMO‘-IeHHHﬁ Ha IMOAINMUCAHUC B COOTBETCTBUU C pACIIOPAAUTCIIBHBIM JOKYMCHTOM HMJIN HEU:[GJIGHHBIIZ
IMOJIHOMOYHUAMHU, YCTAHOBJICHHBIMU IIPHKA30M O6paSOBaTCJ'II)HOI‘/'I opraHu3alviii HJIW YYPCAUTCIIA, C
YKazaHueM CBOCH JOJDKHOCTH U IMOJIHOMOYHUS, HAIIPUMEP:

3amecmumens oupekmopa noonuce U.0. @amunus

WITH:

Hcnonnarowuil obs3annocmu oupexmopa noonuce U.0. @amunus
17001

u.0. oupekmopa noonucv 1.0. @amunus

PexBuszur "llonnmuche JOMKHOCTHOrO JMLA" MOXET ObITh O(GOpMIIEH COOCTBEHHOPYYHO aBTOPOM
JIOKYMEHTa (HarpuMmep, IpHU HallMCAHUU CIIY)KEOHOM 3amucKku 0e3 MPUMEHEHHS] TEXHUYECKUX CPEJICTB)
1100 0OpMIIEH C UCTIOIb30BAHUEM TEXHUYECKUX CPEJICTB.

B ciywae odopmitenus pexkBusuta "TloaMUCh TOJDKHOCTHOTO JUIA" ¢ MCIOIB30BAHUEM TEXHHYCCKHUX
CPEZCTB BUJI U pa3Mep HIpUQTa yKa3aHHOTO pEKBU3UTA HE MOXKET OTIMYATHCS OT BUJA U pa3Mmepa mpudTa
OCHOBHOT'O TEKCTa IOKyMEHTA.

PexBusur "[loanuce AOKHOCTHOIO JMLA" OTAENSIETCS OT TEKCTa TPeMsl MM YeThIpbMs OJAMHAPHBIMU
MEX1yCTPOUHBIMH UHTEPBAJIIAMHU.

29. [leyath

[Teuats siBisIeTCS CIOCOOOM MOATBEPKIACHUS OUTMHHOCTH TOJIMCH JI0JKHOCTHOT'O JIMIIA HAa IOKYMEHTE.
[leyatp cTaBUTCA HAa JOKYMEHTAaX B Cllydasx, MPEIyCMOTPEHHBIX 3aKOHOJATEIbHBIMU WM HHBIMU
HOPMAaTHUBHBIMU IIPaBOBBIMHU aKTaMHU.

[Teyath craBUTCA Ha CBOOOJHOM OT TE€KCTAa MECTE, IPU 3TOM OTTUCK I€YaTH HE 3aXBaThIBAET JIMUHOU
HOJNMCH JOJDKHOCTHOTO JIMIIA MOJMHUCABIIETO JOKYMEHT, UM B MECTe, 0003HAu€HHOM

«MID» («Mecto neyatn»).

B noxyMmeHTax, MOJArOTOBIEHHBIX Ha OCHOBE YHHU(HIMPOBAaHHBIX (OpM, IeuaTh CTaBUTCA B MECTE,
o0o3HaueHHOM oTMeTko# "MII" nnm uHbIM 00pa3oMm.

30. OTMeTKa 00 UCIIOJTHUTENE

OtmeTka 00 wucnonHuUTeNne (aBTOpe) IOOKYMEHTa MPOCTABIAETCS Ha MHUCbMax o0pa3oBaTelbHON
OpFaHI/ISaHI/II/I B JICBOM HUXHEM yriry HI/IHeBOﬁ CTOpOHBI IIOCJICAHETO JIMCTAa }IOKYMGHTa oT FpaHI/IHI)I
JIEBOTO TIOJISI UJTH, TIPU OTCYTCTBUU MECTA, - HA 0OOPOTHOM CTOPOHE BHU3Y CIIEBA.

OTtMmeTKa BKITIOYaeT (PaMUJIHEO, UMsI, OTYCCTBO MCIIOJTHUTENS H HOMEp ero TeiedoHa, a Takke oTMeTKa 00
WCTIOJTHUTEIIC MOXKET JOTIOHITHCSI HAMMEHOBAHUEM JOKHOCTH U DJIEKTPOHHBIM aJJpeCOM HCIIOTHUTEIS.

ITpumep:
Uesanos Usan Heanosuu, cneyuanucm no oxpare mpyoa (888)
888-88-88, lvanov@mail.ru

31. OT™MeTKa 0 3aBEpEHHUH KON
Jlis MoATBEpKACHUS COOTBETCTBUS KOINMUHU (BBIMUCKM M3 JOKYMEHTA) MOJUIMHHUKY JTOKyMEHTa Ha
MOCJIEHEM JINCTE KOMHUH (BBIMUCKHU U3 TIOKyMeHTa) 1o pekBu3uToM "[loanuce" odopmisieTcss peKBU3UT
«OTMeTKa 0 3aBEPEHHUH KOIIUN».
OTtMmeTKa 0 3aBepeHUH KOIIUY BKIIIOYAET: CI0BO «BepHO», HANMEHOBaHHUE JOJKHOCTH JIMIA, 3aBEPUBILIETO




KOITHIO, COOCTBEHHOPYYHYIO TTOAMKCH, paciu(pOBKY MOAMKUCH (MHUIIHAIBI, (aMUJIUIO), 1aTy 3aBEPECHUS
KOIIMU JOKYMCHTA.

PexBu3ur «OTMETKA O 3aBEPEHHH KOIUM» MOXET ObITh OOpMIIEHA OT PYKH WM C HCIIOJIB30BaHUEM
mTaMmiia.

JlomryckaeTcst 3aBepsTh KaXIbli JIMCT MHOTOCTPAHUYHON KOITUH JJOKYMEHTA.

32. OTMETKA 0 MOCTYINICHHH JJOKYMCHTA

OTMeTka O TOCTYIUICHMM JOKYMEHTAa COACPKUT BXOMSIIUNA PETHCTPAMOHHBIM HOMEp M JaTy
MOCTYIIJIEHUS IOKyMeHTa. JlomyckaeTcs ykazaHue 4aCOB M MUHYT MTOCTYIIJICHUS IOKYMEHTA C 3aBEpEHUEM
MOAMUCSIMHU 3aMHTEPECOBAHHBIX JIUII.

OTMeTKa 0 IOCTYIUICHUH JIOKYMEHTA MOYKET MPOCTABJIATHCS C UCIIOJIB30BAHUEM IITAMIIA.

33. Pe3omronust
Pe3oronust coaepKUT yKa3aHWEe IO MCIOJHEHHIO0 AokyMeHTa. OHa ohopMIIseTcsl Ha CBOOOTHOM

MecTe pabovero MmoJsi JOKyMEHTA.

Pe3omronus BkItoyaet B cedsi: haMUIINI0, MHULUABI UCTIOTHUTENS (UCIIONHUTENeH), HOpyUYEHHE 110
JOKYMEHTY, TIOJITUCH aBTOpa PE3OJIOLUH U AaTy O(OPMIICHHS PE3OITIOIHIH.

Pe3omronus, Mo yCMOTPEHHIO JIMIIA, JAIOIIEr0 MOPYYSHHE, MOXKET BKIIIOUATh B ce0sl TaKKe CPOK
WCIIOJTHEHUS JOKYMEHTA.

C uHCTpYKIMeH 03HaKOMJIICH(a)

«_» 20 T. / /
« _» 20 T. / /
«_» 20 T. / /
«_» 20 T. / /
«_» 20 T. / /
«_» 20 T. / /

«_» 20 T. / /
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