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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. [IpaBu/1a MOATOTOBKHU U 0()OPMJIEHUS TOKYMEHTOB

2.1. B nesrensnoctu /[T co3maercsi KOMIUIEKC OPraHU3alMOHHO PACIIOPSAUTEIbHBIX TOKYMEHTOB:
IIPUKA3bl, TIOJOKEHUS, [IpaBWila, UHCTPYKLIMH, PErJIaMEHThI; IPOTOKOJIbI 3aCEIaHNUl (COBEIIATEIbHBIX,
9KCIIEPTHBIX U Jp. OPTaHOB), aKThl, aHAIMTUYECKHE CIIPaBKU, JOKIAIHBIE M CIY>KEOHbIE 3aMUCKH,
JIOTOBOPBI (KOHTPAKTHI, COTJIAIICHUS), JAeioBas (CiayxeOHas) Imepenucka M Jp. COCTaBISIOTCA U
0(OpPMIISIFOTCS CHIEIHANIbHBIE IOKYMEHTHI, CBSI3aHHBIE C INIAHUPOBaHUEM 00pa30BaTeNIbHOI 1eATeIbHOCTH
U OCYIIECTBICHHEM XO3SIMICTBEHHBIX MEPOIPUATUH, BEIEHHUEM Y4eOHO-TIEJaroruyeckoro yuera,
OpraHM3aIyeil J1eJ10Mporu3BOJCTBA 00pa30BaTEIbHON OpraHu3aluu, obecrneyeHueM OyXTraJlTepcKoro
yuera.

2.2. JIOKyMEHTBI MOTYT CO3JaBaThCsi HAa OYMa)XHOM HOCHTENE W/WIM B DJICKTPOHHOU (opme C
COOJI0ZICHHEM YCTaHOBJICHHBIX MpaBuil 0OpMIICHHS TIOKYMEHTOB. [Ipu co3ganuu JOKyMeHTa Ha IBYX U
0oJiee CTpaHUIaX BTOPYIO U MOCIIEAYIONINE CTPAHUIIBI HyMEPYIOT.

2.3. Homepa cTpaHull IPOCTABISIIOTCS B MPABOM BEPXHEM WJIM HIDKHEM YIUIy cTpaHHIlbl. Jlomyckaercs
CO3/IaHME JIOKYMEHTOB Ha JIULIEBOM U OOOPOTHOH CTOpOHAxX JHUCTA. JJOKYMEHTBHI MPOILIMBAIOTCS WU
CTEIIEPYIOTCA.

2.4. Ilpu ABYCTOPOHHEM CO3JaHHHM JOKYMEHTOB IIMPHHA JIEBOTO MOJIS Ha JUIEBOM CTOPOHE JHCTAa U
MIPaBOTO MOJISI HA 0OOPOTHOM CTOPOHE JIUCTA JIODKHBI OBITh PABHBI.

3. PeKBU3UTHI IOKYMEHTOB

3.1. Jlng pexkBU3UTOB JIOKYMEHTOB, CO3/laBaéMbIX B 00pa30BaTeIbHOM OpraHu3aluH,
yCTaHaBJIMBAIOTCS MpaBmiia u TpedoBanus B coorserctsum ¢ [OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JOKYMEHTA OIPEJIeNII€TCs €0 BUIOM U Ha3HAUEHUEM.
3.3. Ilpu moaroroBke u odopmiieHun gokymeHtoB B JIJAT wucmomb3yroTcs ciemyromue
PEKBU3UTHI:

e KO0 (hOpPMBI IOKYMEHTA,

e HaMMEHOBaHHE OpPraHU3aLUHY;

e CIIPaBOYHBIC JaHHBIC 00 OpraHU3AINY;

e HaMMEHOBaHME BUJA JOKYMEHTa;

e JaTa JOKYMEHTa;

e  PEruCTpalMOHHBIN HOMEpP JOKYMEHTA;

e  CCBUJIKA Ha PErHCTPALMOHHBIA HOMEp U JIaTy IOKYMEHTAa,

e MECTO COCTaBJICHMS (M34aHUs) JOKYMEHTA;

e ajpecart;

e rpu¢ yTBEpXKAEHUS TOKYMEHTAa,

e 3arOJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O IPUJIOKCHHUH;

e rpu cormacoBaHus JOKYMEHTa;

e BHU3A;

e TOJIMNCE;

e OTMETKa 00 3JEKTPOHHOM MOAIHUCH;

e II€YaTh;

e OTMETKa 00 UCIIOJHUTEIE;

e OTMETKa O 3aBEPEHUU KOIHH;

e OTMETKa O TIOCTYIUICHUH TOKYMEHTA;

e PE30IIONMA.
4. B1aHKH JOKYMEHTOB

4.1. lIokyMeHTBI, coO37aBaeMble B 00pa30BaTEIbHOW OpraHu3aiuu, Oo(OpPMIISIOTCS Ha OJaHKax,
U3rOTOBJICHHBIX Ha CTaHIAPTHBIX JucTax Oymaru ¢opmatoB A4 (210x297 mm) u AS (148x210 Mm).
OTnenbHbIE BUIBI JOKYMEHTOB (TaOJIHIbI, CXEMBI, CMETBI) IOIYCKACTCsl OPOPMIIATH C UCTIOIb30BAHUEM



dopmara A3 (420x297mMm). JIoKyMEHTBI, COCTABIISIIONINE BHYTPEHHIOK TIEPEMHCKY, OQOPMIIIIOTCS Ha
CTaHJApTHBIX JHcTax Oymaru ¢popmara A4 (210x297 mm) 6e3 nCIOIB30BaHUS OJIAHKOB.
4.2. Kaxxnpiii TUCT TOKyMeHTa, oOpMIICHHBIN Ha OJlaHKe WM O€3 HeTro, TOJDKEH UMETh TOJIsl HE MEHEe:
e 20 MM - neBoe;
e 10 MM - npaBoe;
e 20 MM - BepxHee;
e 20 MM - HIKHEE.

4.3. JIOKyMEeHTBI JTUTENIbHBIX (CBBIIIe 10 JIeT) CPOKOB XpaHEHHUs JTOJDKHBI KMETh JIEBOE T0JIe HE MEHEe
30 MM.
4.4, Bunpl 6J1aHKOB JOKYMEHTOB, MpuMeHsieMbix B JIJIT:

e 00mIMii OAHK;

e 0JAHK IMCbMA;

e OJaHK KOHKPETHOro BHA JOKyMeHTa (OJaHK MpHUKa3a, OJIaHK PaclopsbKeHUs, OJJaHK MPOTOKOJIa

u ap.)

5. ITpuka3sbl

5.1. Ilpukazamu oQOpMIISIOTCS PEIICHUs MO ONEPATUBHBIM, OPTaHU3ALMOHHBIM, YU€OHBIM, KaJPOBBIM
u 1pyrum Bornpocam padotst IJIT.

5.2. TIpoekThl MpUKa30B FOTOBSAT OTBETCTBEHHBIC UCIIOJHUTEIN HA OCHOBAHUU MOPYUYEHUHN TUPEKTOPA,
ero 3amectutenei. [IpoekTsl MpHUKa3oB MO JIMYHOMY COCTaBy TOTOBUT JUPEKTOP.

5.3. B mpukasax TekcT uznaraercs ot nepsoro jiuia equacTeHHoro uncia («I[IPUKA3BIBARO).

5.4. Tekcr mnpukaza MOXKET COCTOSATh U3 JABYX 4acTed: KOHcTaTupyrouel (mpeamOysbl) u
pacnopsiANTEIbHOM.

5.5. B KoHCTaTupyromei 4acTu KpaTKo W3JararoTcs eI U 3a1a4d, (DakThl U COOBITHS, TOCTYKUBIIINE
OCHOBAaHMEM IS M3aHus mpukaza. OHa MOXXET HauumHaThCs cioBamu "B nensax", "B coorBercrBun',
"Bo wucnonnenune", m T.n. Ecnm mnpukaz wu3maeTrcs Ha OCHOBAaHUM JPYroro JTOKyMEHTa, TO B
KOHCTAaTUPYIOIIEH YacTH YKa3bIBA€TCS HAMMEHOBAHUE ATOTO IOKYMEHTA, €ro JAara, HOMEpP M 3arojoBOK.
[IpeamOyna B mpoektax mnpuka3zoB 3asepuiaerca cioBoM «IIPMKA3BIBAIO», koropoe mneuataeTcs
3arjaBHBIMU OYKBaMH.

5.6. PacriopsimutenbHas 4YacTh JOJDKHA COJEPXKATh MEPEUYHCICHHUE TPEANUCHIBAEMBIX ICHCTBUI C
yKa3aHUEM HCIHOJHUTENS KaKJOro JeMcTBUS U, NpH HEOOXOJUMOCTH, CPOKOB HCIIOJHEHUS.
PacniopsinuTenbHas 4acTb JAEIUTCS Ha IMYHKThl M TMOJIYHKTHI, KOTOPbIE HYMEpYIOTCS apaOCKUMU
nudpamu. JleficTBHS OJHOPOJHOTO XapaKTepa MOTYT ObITh MEPEUYHCIEHBI B OJTHOM MYHKTE.

5.7. B KkauecTBe UCHOJHUTENEH YyKa3blBaIOTCS 3aMECTUTENN JHUPEKTOpa, MpeAcelaTeNd WK
PYKOBOAMTENU paboynx Tpymm (KOMHCCUMN), TeJarorn M Jpyrue pabOTHUKK 0O0pa3oBaTeIbHOU
OpraHH3aIiHy.

5.8. Ecnu mpuka3 u3MeHseT paHee M3JaHHBIA JTOKYMEHT (ITyHKTHI JOKYMEHTa), TO OJAMH W3 MYHKTOB
pacnopsAUTENbHOM YacTH TEKCTa JIOJKEH COAEpXkaTh CChUIKY Ha W3MEHSIeMbIH JTOKYMEHT (TIYHKTbI
JIOKYMEHTA) C YKa3aHHUEM €r0 JaThl, HOMEPA U 3arojoBKa.

5.9. Ecnmu mnpukas OTMEHsSET JCHWCTBHE paHee W3JIaHHOTO JIOKyMEHTa (ITYHKTOB JOKyMEHTa) C
ONpENIETICHHON AaThl, TO OJWH W3 MYHKTOB PAaCHOPAIMUTEIbHON YacTH TEKCTa JOJDKEH HAYMHATHCA
cimoBamu "llpu3HaTh yTpaTHUBIIMM CHITY...", Jajee yKas3blBaTbCs JaTa, HOMEpP W 3arojOBOK paHee
U3JJAaHHOTO JIOKyMEHTa (IyHKTa TOKyMEHTa), a TaKXkKe JlaTa, ¢ KOTOpOi OTMeHseTcs ero aeicTBue. Ecnu
JlaTa HE yKa3aHa, TO JEeWCTBHUE paHee M3JaHHOTO JIOKyMEHTa (MYHKTHI JOKYMEHTa) OTMEHSIETCS C JIaThl
W3/1aHHsI HOBOTO MpHUKa3a.

5.10. Eciim npuka3 OTMEHSIET paHee W3IaHHBIA TOKYMEHT ¢ MOMEHTa W3JaHWs, TO OJWH W3 ITyHKTOB
pacnopsIUTENbHON YacTU TEKCTa JOJKEH HauuHAThbCs cioBaMu "OTMEHUTh..." M yKa3bpIBaThCs JaTa,
HOMEp M 3aroJIOBOK paHee W3/IaHHOTO IOKYMEHTA.

5.11. Ecnu npukas npeanosaraeTcs BBECTU B ICHCTBHE HE C MOMEHTA €ro U3/1aHusl, HE00X0IMMO yKa3aTh
CpPOK BBeAeHMS ero B jeicTBue. [locnegHuil NMyHKT pacnopsSauTENbHOM YacTH MOXKET COAEpKaTh
CBEJCHMSI O JOJDKHOCTHOM JIMLIE, HA KOTOPOE BO3JIaracTcs KOHTPOJIb 3a UCIIOJHEHUEM NIPUKa3a.

5.13. Ilpuka3sl MOAMUCHIBAIOTCS TOIBKO JUPEKTOPOM 00pa30BaTEIHLHON OpraHU3aIluy W PAOOTHUKOM,



UCTIOJTHSAOLIUM €r0 00s13aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a OOECIIEYCHHE CBOECBPEMEHHOM M KayeCTBEHHOM MOJATOTOBKHU IPOEKTOB
IPUKA30B U UX COIVIACOBAHUE C 3aMHTEPECOBAHHBIMU PAOOTHUKAMHU U OpraHM3alUsSIMU HECYT aBTOPBI
IIPOEKTa IIpUKa3a.

5.15. PerucrpaunoHHble HOMepa NPUCBAMBAIOTCA IpPUKa3aM IO MOPAIKY HOMEpPOB B Ipejenax
KaJIeHJapHOI0 rofa.

5.16. /lara peructpanuy npuKasa siBjseTcs JaToi ero noAnucaHusl.

6. IlpaBu.jia, N0JI0KeHUs, THCTPYKIIUU

6.1. [IpaBua — HOpPMATHUBHBIA aKT, OMPEICISIONIMNA TOPSIIOK Kakoro-iubo BHIA JESTEIbHOCTH,
YCTAaHABJIMBAIOIINI WIN 3alIPEILAIOIIUI ONPEAEIECHHOE ITOBEICHHUE.
6.2. [lono)xeHe — HOPMATUBHBIA aKT, ACTAIBHO PETIAMEHTHPYIOLIUI IMPaBOBOW CTATyC, MOPSIOK

OpraHMu3aliy U MPOLEAYPYy KaKoro-1udo Bua esTeIbHOCTH.

6.3. MHCTpYKIMS — HOPMAaTUBHBIN aKT, U3/1aBACMbIH B IIENSAX Pa3bsICHEHUS M ONPEICIICHHS MOPSIKa
MPUMEHEHUS COOTBETCTBYIOIIETO HOPMATHBHOTO akTa JHOO C IIeNbI0 YKa3aHHs HOPM O croco0ax
BBITIOJIHEHH S OTIPEICIICHHBIX ONepanuii (IeHCTBUM).

6.4. [IpaBuna, MOJOXKEHUS, MHCTPYKIMHU NPUHUMAIOTCS (B 3aBHCHUMOCTH OT BHUJAa JOKYMEHTa) Ha
3acenanusax llemarormueckoro coBeTa, COOpaHUSX TPYIOBOTO KOJJIEKTHBA, U Jp., YTBEPKAAIOTCS
JUPEKTOPOM.

6.5. Ilopsa0K MOATOTOBKH MPOEKTOB MTPABUIL, TIOJIOKEHUS, HHCTPYKIIUH COOTBETCTBYET O0IIEMY MOPSIKY
MOJATOTOBKU MPOEKTOB MPUKA30B 00pa30BaTeIbHON OpraHU3aIliH.

6.6. TekcT mpoekTa MOJIOKEHHS, TPABWII, HHCTPYKIIMH TIeYaTaeTcsl Ha YUCTOM JiucTe Oymaru ¢gopmara
A4.

6.7. OTIUYUTENBHBIMU XapaKTEPUCTUKAMH TEKCTOB TPABUII, TIOJIOKEHUS, MHCTPYKILIUH SIBIISTIOTCSL:

e TOYHOCTh NPUMEHSEMBIX (OPMYIUPOBOK 0O€3 HUCHOIB30BAaHUS CIOB M TOHSATUH, HWMEIOIIUX
MHO>KECTBEHHBIN CMBICIT;

e HCMONB30BAaHHE KOPOTKUX TPEIIOKEHUN, OOLIEHPUHATHIX BBIPAKEHUH U CBA30K, TIpHU
HEOOXOJIMMOCTH - MPEJBAPUTENILHOE ONPECIIEHUE MCIIONb3yEeMbIX TIOHATUN, COKpallleHuH,
a00peBHaryp;

e OIIMCaHHUE BCEX BO3ZMOXKHBIX BAPUAHTOB COOBITUN M COOTBETCTBYIOIIUX UM BapUaHTOB JIEHCTBUH,
T.€. IOJTHOTA TpeCTaBlIeHUsI HHPOPMAIUH;

e CTPYKTYPUPOBAaHHOCTb TEKCTa C LEJIbI0 JOCTHMKEHHS HaWIydlled Mociae10BaTeIbHOCTH
W3II0KEHUSI MaTepHaa;

e MUHUMM3AIMSA TEKCTAa C TOMOIIBI0 MPUMEHEHHS 00001eHni (0030pOB MpeArnoiaracMbIxX
JEMCTBHI) U MpUMEHEHHUE TIepevyrclIeHu (3a/1a4, 9TanoB, YCIOBUN U T.11.).

6.8. B 3aBHCUMOCTH OT CIIO’)KHOCTH B 00beMa pa3padaThIBAeMbIX MTPABHII, ITOJIOKEHUS, HHCTPYKIHH
- TEKCT JOKYMEHTa JENUTCS Ha IJIaBbl, MYHKTbl U TMOJNYHKTHI. [J71aBbl JOJKHBI MMETh Ha3BaHU.
Hywmepanus npousBoautcs apabckumu nudpamu.

7. IIpoToxoJi 3acenanus (COBEIIAHHUS)

7.1. TIpoTOKOJ — JOKYMEHT, B KOTOPOM (PUKCHUPYETCS X0 00CYkIEHHUS BOIIPOCOB U MPUHATHS PELICHUI
Ha COOpaHUAX, COBEUIAHUSIX U 3aCEAAHUIX KOJJIETHaIbHBIX OPraHOB.

7.2. TIporokon 3acenaHus (CoBellaHus) - (Jajgee - MPOTOK0J) 0hOpMIIIETCS Ha YUCTOM JIUCTe Oymaru
dbopmara A4.

7.3. PexBU3HUT - "TEKCT JOKyMeHTa". PEKBU3UT COCTOUT U3 ABYX YacTeil: BBOAHON U OCHOBHOM.

7.4. Bo BBO/IHOM 4acTH yKa3bIBAKOTCSI MHUIMAIIBI, ()aMUJIUHU U JOJKHOCTH TPECeaTeIbCTBYIOIIETO,
CeKperaps, MPHUCYTCTBOBABIIMX Ha 3aceJaHUM U, NPU HEOOXOAMMOCTH, JHML, NPUTTAIIEHHBIX Ha
3acenaHue (CoBeIIaHue).

7.5. BBojgHas dYacTh MNPOTOKOJA 3aKaHYMBAETCS IEPEYHEM  pPAacCMAaTPUBAEMBIX  BOIIPOCOB,
NEPEYHCIICHHBIX B MOPAIKE UX 3HAYMMOCTH C YKa3aHUEM JIOKJIAJYHKa 110 KaXJIOMY paccMaTpuBacMoOMy
Bompocy. Bonpocs! popmynupyrores ¢ npeasorom "O" ("O6"), medaTaroTcst OT TpaHULBI JICBOTO MO U
HYMEPYIOTCSI apaOCKUMU U pamMHu.



7.6. OcHOBHas 4acTh MPOTOKOJIA COCTOUT M3 Pa3AeiIOB, COOTBETCTBYIOIINX PACCMaTPUBAEMBIM BOIIPOCaM
U UX HyMepaluu.

7.7. TekCcT mpPOTOKOJA U3JIAraeTcsi OT TPEThEro JMIla MHOXECTBeHHoro uwucia ("ciymanu",
"BpicTynuin", "nocranoBuwin", "pemmnn").

7.8. TIpoTOKON MOAMMCHIBACTCS JUIOM, MpeICeAaTebCTBOBABIIMM Ha 3aceJaHuM (COBEIaHWH), U
cekpeTrapém 3aceqanus (COBEIIaHUs).

7.9. Ilpu oTCyTCTBHM CEKpeTaps 3acelaHus, B TOM YHCIIE MPU MIPOBEICHUU ONEPATUBHBIX COBEUIAHUIM,
JIOITYCKaeTCsl OJIMCaHUE TPOTOKOJIA TOJIBKO IPECENATENCTBYIOIIUM.

7.10. TekcT mpoTOKOJIA AOJKEH OBITH MOJITOTOBJICH HE TIO3/IHEE TPEX AHEH co nHA 3acenaHusi. [IpoeKTs
COOTBETCTBYIOIIMX IYHKTOB IPOTOKOJIA BU3UPYIOTCS JIOJDKHOCTHBIM JIMIIOM OTBETCTBEHHBIM 3a
MOJIFOTOBKY.

7.11. JTaTa npoTOKOJIa JOJKHA COOTBETCTBOBATH JIHIO MPOBEACHUS COBEIIAHMS (3acelaHus).

7.12. Komuu mpoTOKOJIOB PacChUIalOTCS 3aMHTEPECOBAHHBIM OPTaHU3AIUSAM U JOKHOCTHBIM JIMIAM B
COOTBETCTBHUH C YKA3aTEJIEM PACCBLIKU, KOTOPBIN COCTaBISET CEKpETaph 3acelaHusl (COBEIIAHNA).

8. [lnan

8.1. [Tman — MOKYMEHT, yCTaHABIMBAIOIIMN TIEpPEYCHb HAMEUCHHBIX K BBIITOJHCHUIO MEPOTIPUSTHIA, KX
MOCJIEI0BATEIBHOCTD, 00bEM, CPOKH, OTBETCTBEHHBIX HCIIOIHUTEIICH.
8.2. Ilman odopmisercs Ha nucte Oymaru Qopmata A4 ¢ HCHOIB30BAHUEM CIIEAYIOUINX
PEKBU3UTOB:
e HaWMCHOBAHHE OpPraHHU3alINHY;
e Tpud YTBEPKICHHS JOKYMEHTA;
e JIaTa JIOKyMEHTA;
e  PETUCTpAIMOHHBIN HOMEP JOKYMEHTA;
e HAaWMCHOBAHHE BUJA JJOKYMEHTA;
e 3aroJIOBOK K TEKCTY;
e TEKCT JOKYMEHTA;
e HaMMEHOBAHHE JOJHKHOCTH;
e  TIOAMKUCH.
8.3. PexBu3ut — "TekcT gokymMeHTa" ohopMIrsieTcst B BUJIE TaOIHUIIBI ¢ TpadamMu:
e HOMEp MyHKTA IJIaHa;
e HAaMMEHOBAHHE MEPOIPUSATHS;
e CPOK UCIIOJTHEHUS;
e  HCIIOJHUTEIND;
e  TpUMEYaHUE.

9. Oruer

9.1. OTueT — JOKYMEHT, COICp)KAIMA CBEACHUS O pe3yibTarax ICSTEIbHOCTH 3a OINPEIeICHHBINA
NIEPHUOJ] BPEMEHH, BBIITOJIHEHUN MEPONPUATUI, TIOPYUEHHH, 3a1aHUH, TIJIaHOB.
9.2. Otuerpl, TpemocTaBiIsIieMble B OpTraHbl TOCYJApCTBEHHON BIACTH (B TOM 4YHCIE B OpTaHbI
rOCYy/IapCTBEHHOW CTAaTUCTUKH) U HMMEIOIINE YCTAaHOBJIEHHYIO MPABOBBIMM aKTaMH T'OCYIapCTBEHHBIX
OpratoB (OpMy, CO3JaI0TCS IO YCTAaHOBJIEHHOM rOCyJapCTBEHHBIMU OpraHaMu (hopme U B oTIpeieIEHHOM
VMU TOpSKE.
9.3. Otuérsl, mpenoctaBisieMbie coTpyaaukamu JIJIT B Xo/1e BHYTpEHHETO B3aUMOJICHCTBHS, CO3IA0TCS
10 TIPaBUJIaM, YCTAHOBJICHHBIM JJIsl CO3JIaHHSI CITY)KEOHBIX 3aITUCOK.
9.4. Ortuetsl opopMIsIIOTCS Ha TUcTe Oymaru (popmata A4 ¢ HCTIOTB30BAHUEM CIIETYIONINX PEKBU3UTOB:

e HANMEHOBaHUE OpraHHU3ally;

e JaTa IOKyMEHTA;

e  pErucTpalMOHHBII HOMEP TOKYMEHTA,

e HAaMMEHOBAHHE BHJIA JOKYMEHTA;

e 3aroJIOBOK K TCKCTY,



e TEKCT JOKYMEHTA;

e OTMETKa O IPHUJIOKEHUU (IIPH HAJTMUUN);

e HaMMEHOBaHME JOJKHOCTH;

e TOJIIHCE.
9.5. B Tekcre oTuéra B 00s3aTEIBHOM MOPAIKE JOJDKHO COJEpXKaTbcs YKa3 Ha JesTEIbHOCTb,
MEpPONPUSITHE, BBIJAHHOE ITOPYUYEHUE, 3a/1aHNE, ITYHKT IIJIaHa, OJJIEKAUI BBIIIOJHEHUIO, U PE3YJIbTaT
O BBINOJIHEHUM, B TOM YHCJIE€ C YKa3aHUEM Ha COOJIIOJCHME WIM HapyILIEHHWE HCIOJIHUTEIbCKON
JUCLIUIUIMHBL, YCTAHOBJICHHBIX CPOKOB HCIOJNHEHHS W HaJyIeXkallee IMpelocTaBlIeHne HH(POpMaLuy,
HEOOXO/JUMBIX MaTepuajoB (IPOEKTOB JOKYMEHTOB) COMCIOJHUTENSIMU (IPU Y4aCTHH HECKOJbKUX
WCIIOJIHUTEIIEH ).

10. Mucemo

10.1. ITucbma roToBATCS Kak:

e OTBETHI O BHIIOJIHEHUH OPYYEHUH BBIIECTOSALIMX OPraHOB UCIIOJIHUTEIbHON BIIACTH;

e OTBETHI HA 3aMPOCHI OPTaHU3ALUH, TPEIIPUSTHA U YACTHBIX JIUII;

e HHUIMATUBHBIE IUCHMA.
10.2. Cpoku mOATOTOBKH OTBETHBIX MTUCEM:

e C KOHKPETHOMH J]aToi NCIIONIHEHUS, YKa3aHHOM B JOKYMEHTE, - B YKa3aHHBIN CpOK;

e B COOTBETCTBHH C PE30JIIOLIMEH TUPEKTOpA U €ro 3aMECTHUTENIeH Ha OCHOBAHWHW YCTAHOBIICHHBIX

CPOKOB HCIOJIHEHUS MOPYUEHUH, 3aIIpOCOB WIIM MO PELICHUIO aBTOPa PE30JIIOLHH.

10.3. TekcTBl OTBETHBIX MHCEM JOJDKHBI TOYHO COOTBETCTBOBATH 33/aHUSM, 3a()UKCHPOBAHHBIM B
pesomtorui. CpoKM MOArOTOBKM HHUIIMATUBHBIX IHCEM ONPEIEISIOTCS CaMOCTOSITEIbHO aBTOPOM
NPOEKTa MUChbMA C YU4ETOM HEOOXOIMMOCTH PEIICHHs] KOHKPETHBIX 3a/1a4 U (WJIHM) B COOTBETCTBUU C
TpeOOBaHUAMH 3aKOHOIATENILCTBA, OPYUEHUSAMHU HETIOCPEICTBEHHOI'O PYKOBOAUTEIS.
10.4. Tlucema mevararoTcsi Ha ONaHKE MHChMa OOpa30BATENBHON OpraHM3alid C LEHTPAITbHBIM
pacIoyIoKeHNEM PEKBU3UTOB.
10.5. /lomosHUTENHHO K peKBU3UTaM OylaHKa mMucbMa npu opopmiieHnu nuceM B JIJIT ucnonsiyroTes
CJICAYIOIINE PEKBU3UTHI:

e ajpecart;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e OTMETKa O PUJIOKCHHUH;

e BHU3A;

e TOJIIHCE.

e OTMETKa 00 MCHOJHHUTEIE.
10.6. IIpu odopmieHMH NMUChbMa Ha JBYX M 0Oojee CTpaHUIaX BTOpas M IOCIEAYIOIIHME CTPaHMILIBI
HYMEPYIOTCSI IOCEPETUHE BEPXHETO MOJIs JINCTa apaOCKUMU [UPpaMu.
10.7. ITucbma noANMCHIBAET TUPEKTOP WIN PAOOTHUKH, YITOTHOMOUEHHBIE TPUKA30M.
10.8. CiryxeOHBIC 3aITUCKH
10.9. B mensx oOCyIIECTBIEHUS B3aMMOJCHCTBHS MEXIY COTPYIHHUKAMH B paMKaxX BHYTPEHHETO
nokymentoobopora B JJIT mpumensitorcs ciyxeOHple 3anmucku. CioyKeOHbIE 3alHMCKU SIBISIOTCS
CHPaBOYHO-UH(POPMALIMOHHBIMHA JOKYMEHTaMHU. ABTOPaMH CIIY>K€OHBIX 3aIUCOK SIBJISIOTCS COTPYAHUKU
00pa3oBaTesbHOI OpraHu3aluu.
10.10. CnyxebHas 3amucKa MOMET COCTaBIATHCSA MO YKa3aHUIO PYKOBOJCTBA MJIM IO WHHUIIMATHBE
KOHKPETHOTO COTPYIHHUKA.
10.11. ITpu opopmieHnn ciry>keOHOI 3anucku 0HhOPMIISIIOTCS CIIEAYIOIINE PEKBU3UTHI:

e ajpecart;

e JlaTa JIOKyMEHTa;

e HaMMCHOBAHWE BUJA JJOKYMEHTa;

e 3aroJIOBOK K TEKCTY;

e  TEKCT JOKYMEHTA;
e OTMETKa O IPHUJIOKEHUU (IIPH HAJTMUUN);



e HaMMCHOBAHHE JOJKHOCTH;
e  TIOAIKUCE.
10.12. CnyxeOHBIe 3alTMCKH MOTYT CO3/aBaThCs Ha OyMa>KHOM HOCHUTEJEC U / WU B DJICKTPOHHOM

dopme.

11. /loBepeHHOCTH

11.1. [HomepenHoctb BbImaércs corpyaaukam JJIT m odopmisercs mo mpaBuiaaMm, yCTaHOBJICHHBIM
Hactosimed MHcTpyknuei s muceM, ¢ yd€ToM TpeOOBaHMI TpakJaHCKOTO 3aKOHOAATENbCTBA
Poccuiickoiit denepaiiny u HaCTOAIIETO pa3jiena.

11.2. TIpoeKkT AOBEPEHHOCTH MOATOTABINBACTCS M BUSHUPYETCS COTPYTHUKOM, KOTOPOMY JIOBEPECHHOCTh
OyJIeT BbIaHa, IMOCJIe Yero nepeaaéTcsl B KaHISISIPHUIO )1 HallpaBJICHUs Ha MTOANKMCAHUE.

11.3. JIoBEpeHHOCTh MOAMMCHIBACTCS TUPEKTOPOM WM JIMIIOM, OCYIIECTBIISIFOIIMM €0 TOJTHOMOYHS
(MCTIONTHSIOIIMM O0S3aHHOCTH ), U CKPEILISETCS MeYaThio 00pa30BaTEIbHOM OpraHu3aIuy.

12. loroBopsl, coriamenus, KOHTPAKTbI

12.1. JloroBopsl, coriameHus, KOHTPAaKThI (jajee - JOroBOpbl) NOJArOTABIUBAIOTCS B COOTBETCTBUU C
TpeOOBaHUSMU TPaXAAHCKOIO, TPYAOBOIO, OIO/PKETHOTO W HHOTO 3aKoHojarenbcTBa Poccuiickoit
denepauy, B 3aBUCUMOCTH OT PETYJIUPYEMBIX J0TOBOPOM IPABOOTHOLIEHUH U 0053aTEJIbCTB CTOPOH.
12.2. Tlpoekr 1oroBopa TOATOTABIMBACTCS  OTBETCTBEHHBIM  COTPYIHUKOM  (KOHTPAaKTHBIM
YIPaBJIAIOLUM) ¢ Y4ETOM HEOOXOJUMOCTH CBOEBPEMEHHOI'0 M KAYECTBEHHOTI'0 00eCIIeUeH!s UCTIOIHEHUS
CBOMX MOJIHOMOYHMH (00s3aHHOCTEH, PpyHKIMIT), mosHomounii JJ/IT B miemom.

12.3. Ilpoekr joroBopa IOArOTABIMBAETCS  OTBETCTBEHHBIM  COTPYIHUKOM  (KOHTPAaKTHBIM
YIPABJIAIONMM) COBMECTHO CO CHEIHATHCTOM, K (QYHKIUSAM (TIOJIHOMOYHSAM) KOTOPOTO OTHOCHTCS
pelLleHHe BOIPOCOB, SBIAIOLIMXCA MPEIMETOM JOrOBOPA, WJIM HHBIM COTPYAHUKOM IO HPSIMOMY
YKa3aHUIO TUPEKTOpa 00pa3oBaTeIbHON OpraHU3aliH.

12.4. HeoOxomumasi Ui MOATOTOBKH MPOEKTa JOroBOpa HHQOpMAIUs COOMpPAETCs OTBETCTBEHHBIM
JUIOM (KOHTPAaKTHBIM YIPaBIAIOIIMM) B TOpsAAKe padodero B3aUMOJCHCTBUS C Y4YETOM IMpaBuIL,
YCTaHOBJICHHBIX HacTosIeH NHCTpyKIHEeH.

13. IIpyHUMNBI OPraHU3aALMHU JOKYMEHT0000poTa

13.1. B  10KyMeHTOOOOpOTE  BBIACNSAIOTCS  CIEAYIOIIHME  JTIOKYMEHTONOTOKH:  IOCTYIaromiast
JOKyMEHTalus (BXoAs11as), OTIpasiisieMasl JOKYMEHTAaus (UCXos1iasi), BHyTPEHHs JOKYMEHTaIusl.
13.2. B coctaBe BXOASIIECH U UCXOAAIIEH JOKYMEHTAI[UM MOTYT BBIJENATHCS TOKYMEHTBI, IOCTYHUBILNE
13 BBILIECTOSIINX, MOAPATHBIX, MEMULIUHCKUX U JPYTUX OpPTaHU3aluid, OOpalleHus TpakIaH.

13.3. OO6paiueHus rpaxjiaH perucTpupyroTcs 1 GOpMUPYIOTCS B Jiefla OTAEIBHO OT APYTUX JOKYMEHTOB
00pa3oBaTesIbHOI OpraHu3alllu.

13.4. B JAJT nocraBka W OTIpaBKa JIOKYMEHTOB OCYILECTBIISICTCSI CPEICTBAMH IIOYTOBOM CBS3H,
AJIIEKTPOHHOM CBSI3H, a TAKXKE IO CUCTEME IIEKTPOHHOTO IOKyMeHToo0opoTa (nanee - COJI). C momotbio
MIOYTOBOM CBSI3U B 00pa30BaTENIbHYIO OPraHU3aIMIO IOCTABIISIETCS TMChbMEHHAsE KOPPECTIOHACHIIUS B BUIE
MPOCTBIX MHCEM, 3aKa3HBIX IMHCEM, MOYTOBBIX KapTO4eK, OaHAepoyied M MEJKHX IaKeTOB, a TaK¥Ke
NI€YaTHbIE U31AHHUS.

14. TlepBuyHasi 06padoTKa MOCTYNAIOIIUX JOKYMEHTOB

141 Jokymentsl, mnoctynatomue B JIJIT, mnepenarorcs Ha perUCTpalMio JOKYMEHTOBEIY
o0pa3oBaTeNbHON OpraHM3alMi M TPOXOAST NEepBUYHYIO OOpaOOTKy B J€Hb MOCTYIUIEHUS, TpU
NOCTYIUIGHUU B Hepabodee BpeMs - Ha cleayoumid paboumit nenb. Ilpu mepBuuHOi 00paboTke
JOKYMEHTOB TIpOBEpsieTCsl MPaBWIBHOCTh aApecoBaHus. OMMOOYHO MOCTYNHUBIIME JOKYMEHTHI
NEPECHUIAIOTCS 10 MPUHAAIEKHOCTH WM BO3BPAILAIOTCS OTIPABUTENIO.

14.2 JlokymeHTHI, ocTynuBize ¢ otMeTkamu "Cpouno", "Bpyunts Hememienno", "OnepatuBHo",
HE3aMeUTUTEIBHO MPOXOIAT MEPBUYHYIO 00pabOTKY U AOKJIAIBIBAIOTCS AUPEKTOPY MU B CIIydae ero
OTCYTCTBUS — 3aMECTHUTENIO JIUPEKTOPA IO HANPABJICHUIO 1EATEIBHOCTH.



14.3. TlocTynuBiue TejaerpaMMbl MPUHUMAIOTCS IO/ TOJMHMCH C MPOCTABICHUEM JaThl U BPEMEHH
IIPUEMa, PETUCTPUPYIOTCSA IO TEM K€ ITPaBUIIAM, YTO U MHCHMA.
14.4. DnexTpoHHbIE COOOLICHHUS, aIPECOBAHHBIE AMPEKTOPY MM HampaBieHHble B aapec JIJIT,
pacreyaThlBalOTCSl U JOKJIAJbIBAIOTCS AUPEKTOPY WIM B CIy4ae €ro OTCYTCTBUS — 3aMECTUTEIIO
JUPEKTOpa.
14.5. DnexTpoHHBIE COOOIIEHUS, 3aBEPEHHBIC 3JCKTPOHHOM IOAMUCHIO, MOAJEKAT 00paboTKe 1o
IpaBUiIaM, IPEAYCMOTPEHHBIM /IS MOCTYNAOMIEH (BXOASMIEH) JOKYMEHTAIUH.
14.6. IlocTynuBiuas (BXo/s11as ) JOKYMEHTAIHs pacipeensieTcs Ha perucTpUupyeMble U He MOAJIeKaIIne
PETUCTPALIMHA JOKYMEHTBHI.
14.7. He noasiexaT perucTpanuu:

e  IPUIIIACUTEIIBHBIC, IO3APAaBUTENBHBIE INCHMA U TEJIErPAMMBL;

e  OWJICTHI,

e IUIAHBI U IPOrPaMMbl CEMUHAPOB, KOHGEPEHIMHA 1 JPYTrUuX M0J00OHBIX MEPONPHSTHIL;

e JOKYMEHTBI MO OyXTraJTepcKoMy Y4YeTy, MaTepuallbHO-TEXHUYECKOMY OOECIEeUYCHHIO,

IUTAaHOBBIE U (DMHAHCOBBIE JIOKYMEHTHI, IOCTYHAaroIue 0e3 COpOBOAUTEILHOTO MUChMA;

e  peKJlaMHble, KOMMEPYECKHE MPEATIOKEHNUS, B T.4. OCTYIHUBIINE IO AIEKTPOHHON IIOYTE;

e IICUATHBIC U3JAHUS;

e IIMCHbMA C IOMETKOM JIUYHO».

15. Perucrpaums, y4eT U pacCMOTpPeHHEe PYKOBOIUTE/IeM NOCTYNAKIINX (BXOISIINX) TOKYMEHTOB

15.1. TloctynuBuine (BXOISAUINE) TOKYMEHTHI PETUCTPUPYIOTCS TOJIBKO IMOCIE UX MEPBUYHON 00pabOTKH
Y HE3aBUCUMO OT c11oco0a UX TOCTAaBKH.

15.2. Perucrpanuss — OpOCTaBICHUE B HUYKHEM IPAaBOM YINIy MEPBOrO JIUCTa JOKYMEHTa OTMETKH O
NOCTYIUICHUH C YKAa3aHWEM JIaThl MOCTYIUICHHS U BXOJSAIIETO PETUCTPAIIMOHHOTO HOMEpa JOKYMEHTaA C
00s13aTeJIbHON 3aMUChIO B )KYpHAJ PErUCTpaliy MOCTynaoel (Bxoasaiei) nokymentanuuu. CTpykrypa
PETUCTPAIIMIOHHOTO HOMEpA, MOCTYIAIMETO (BXOSIIET0) JOKYMEHTa, COCTOMT M3 €ro IOPSIKOBOTO
HOMeEpa U MHJIEKca JieJla IO HOMEHKIIAType Jies1 00pa30BaTeIbHOW OpraHU3aIiHy.

15.3. Perucrpanms Bcex MOCTYNMUBIIMX (BXOASAIINX) JOKYMEHTOB MPOHM3BOIUTCA B MpezesiaX OOIIero
nokyMmMeHtonoTtoka. Jlokymentsl, noctynuBmme B JJIT no xanamam ¢GakCUMHIBHOW —CBsI3WH,
00pabaThIBatOTCS M PErUCTPUPYIOTCS B OOIIEM MOPSIJIKE.

Texcr mocrynuBiiel TenedoOHOTpaMMbl 3alKCBIBAETCS B JKypHalle perucTpanuu TenedoHorpamm U
revyaTaeTcs Ha JUCTe Oymaru JJis nepeadyn Ha pacCMOTpPEHHE.

15.4. Tloctynaromue (BXOASIIME) JOKYMEHTHI IEPEIal0TCsl Ha pACCMOTPEHUE PYKOBOCTBY TOJIBKO MOCTE
UX PETHCTPAINHU 1 MIPEIBAPUTEIIEHOTO PACCMOTPEHUSI.

15.5. JlokyMeHTHI, OCTYNUBIINE B 00pa30BaTENbHYIO OpraHU3alMio, MO BOIPOcaM, He TPeOYIOUIM
paccMOTpeHHsI JAUPEKTOPa, HAIPABISIIOTCS paOOTHHUKOM OTBETCTBEHHBIM 3a nenonpon3BoiacTBo T
HEMOCPEACTBEHHO HUCTIOIHUTEIIO 3aIpoca.

15.6. lupexTop B pe30IONUHU OTPEACISIET JIUI, OTBETCTBEHHBIX 3a MCIIOJIHEHHE TOKYMEHTA, U JIaeT UM
nopydenue. PaboTHUK OTBETCTBEHHBIN 3a aenonpou3BoacTBo /1T nepenaer JOKyMEHT Ha UCHIOJHEHHE.
15.7. llonAMHHUK JTOKyMEHTa C pPE30JIIOIMed pPYKOBOAWUTENS 00pa3oBaTENbHOM  OpraHu3aluu
HaINpaBJIIeTCS UCIIOTHUTEITIO.

15.8. ITlpm HamM4YUKM HECKOJBKUX HWCIIONHHUTEICH TIOJJIMHHUK JOKYMEHTa TIepeNacTcs TOMY
UCTIOJIHUTEII0, KOTOPbI B COOTBETCTBUU C YKa3aHMSMM IO HCHOJHEHUIO SIBISETCS OTBETCTBEHHBIM,
OCTaJIbHBIEC UCTIOTHUTEIH TIOTYYal0T KOIHIO IOKYMEHTA.

15.9. ToamuHHUK JOKYMEHTa, KOTOPBIM HCITOJHSETCS HECKOJbKHMH JOKHOCTHBIMHU JIMIIAMH,
MOJTy9aeT OTBETCTBEHHBIN UCTIOTHUTENH. OCTAILHBIM UCIIOTHUTEIISIM TTEPEIAI0TCS KOTTHH.
15.10. UsroroBneHWe KOMUN TOKyMEHTa HJsl TMEpPeAadyd COUCIOIHUTENSM OCYIIECTBISETCS
noxkymenToBeaom JIJIT.
15.11. Pe3omrorust COAEPKUT:

e yKa3aHWE TI0 WCIOJHEHUIO, COJAEp)KaIlllee KpaTKoe OMHCAaHWE HEOOXOJUMOTO IS

HCIIOJIHEHMS ICHCTBUS,
e YKa3aHHE Ha CpOK, B TE€UEHHE KOTOPOro JMOO A0 HMCTEYEHHs] KOTOPOTO HEOOXOIUMO



WCIIOJHUTH NPEINHUCAHHOE ACHCTBUE;

e JIMYHYIO MOJIHUCH aBTOPA PE30JIOLUY;

e JIaTy NPOCTABJICHUS PE30JIIOIUU.
15.12. VkazaHue Ha CPOK, B TEYCHHE KOTOPOTO JIMOO A0 UCTECYCHHS KOTOPOr0 HEOOXOAUMO MCTIOJHUTH
IPEIIIMCAaHHOE JIEWCTBHUE, MOXKET HE BBIPAKATHCS KOHKPETHOM IaTOM M COJAEp’KaTh BBIPAKEHUA: 'B
YCTaHOBJICHHBIN 3aKOHOM CPOK' U T.I.
15.13. Pe3omronus nuieTcst Ha CBOOOAHOM OT PEKBU3UTOB MECTE TIEPBOTO JINCTA JJOKYMEHTA.
15.14. B ciydae, korjga pe3ojronusi aJpecOoBaHa HECKOJBKUM COTPYAHHUKAM, TO OTBETCTBEHHBIM 3a
WCTIOJTHEHUE JIOKYMEHTA B [EJIOM SIBIISIETCS] COTPYIHUK, YKa3aHHBIN MIEPBBIM (BEPXHUM), JINUOO COTPYIHHK,

B OTHOHICHHUH KOTOPOT'O CACIaHa IIOMETKA O TOM, YTO OH ABJIACTCA OTBECTCTBCHHBIM.

16. Opranusanus paéoThl ¢ OTHPAaBJIsseMbIMHU (MCXOASLIUMH) TOKYMEHTAMHU

16.1. o npenocraBieHus MPOEKTa OTIPABISIEMOro (MCXOAIIEro) JOKYMEHTa Ha MOAIUCH JUPEKTOPY
WM MTHOMY YIIOJIHOMOUYEHHOMY B YCTAHOBJIEHHOM MOPSIAKE Ha IIOIIIMCAHUE JINILY OCHOBHOM UCTIOJTHUTEIb
poBepseT MPAaBUIbLHOCTh OPOPMIICHHS OTIPABISAEMOro (MCXOASIIEr0) JOKyMEHTa Ha COOTBETCTBUE
TpeOoBaHuAM Hactosuier MHcTpykuuu.

16.2. TIpy nOAroTOBKE OTHPABISIEMOro (MCXOIAIIEr0) JOKYMEHTa Kak OTBeTa Ha IOCTYHHMBILUHN
(BXOASILMI) JOKYMEHT UCIIOJIHUTENb IPUKIIAIbIBAET K TOATOTOBICHHOMY IPOEKTY BXOSAIIMNA JOKYMEHT.
16.3. IIpoeKTsl OTHpaBIsIeMbIX (MCXOSIINX) JOKYMEHTOB C Y4ETOM COOJIOJEHUS YCTAaHOBJIEHHOTO B
PE30JIIOIUM CPOKa UCIIOJIHEHUS MePeatoTcs OTBETCTBEHHBIM HconHuTeneM aokymentoseny AAT nns
HAIpaBJICHUS Ha MOJINCAHUE.

16.4. TlognucanHble  oTmpaBisieMble  (MCXOASIIME)  JOKYMEHTHI, IMepenaroTcsi  pabOTHHKY
OTBETCTBEHHOMY 32 J1ea0npou3Boactso B JI/IT, KOTOpBI OCYHIECTBIAET MPOBEPKY KOMIUIEKTHOCTH U
COOTBETCTBUS KOJMUYECTBA SK3EMILISIPOB OTIPABIISIEMOr0 (MCXOIAIIEr0) TOKyMEHTa CIIUCKY PACCBUIKH, a
TaKXe MPaBUILHOCTH O(OPMIICHHS TOKYMEHTA COTJIACHO HACTOSIEH HHCTPYKIUH.

16.5. B cnyuae HapylleHHs KOMIUIEKTHOCTH WJIM COOTBETCTBHUS KOJIMYECTBA, a TAKXKE MPABUIbHOCTU
oQopMIIEHHS JTOKYMEHTA COIJIACHO HACTOAILIEH MHCTPYKLUUHU OTHpPAaBIIsEMble (MCXOISALIUE) TOKYMEHTBI
HE3aMeUINTEIbHO BO3BpaIaoTcs 1oKyMeHToBe oM [I/IT oTBETCTBEHHOMY MCIIOIIHUTENIO WM B CITy4ae
OTCYTCTBHSI OTBETCTBEHHOT'O HCIOJIHMTENS €ro HEMOCPEeICTBEHHOMY PYKOBOIMTEINIO JUIsl YCTpaHEHUs
HapyILIECHUN.

16.6. JIoKyMEHTHI ITOCIIe UX IMOAMCAHHS TUPEKTOPOM HITH MHBIM YITOTHOMOYEHHBIM JINIIOM ITEePEIA0TCSI
nokymenroseny AT mis peructpanuu U OTIPaBKU.

16.7. Peructpamnusi OTHpaBIIeMBbIX (MCXOMASAIINX) TOKYMEHTOB OCYIIECTBISIETCS IOCITE IMPOBEACHUS
paOOTHUKAMHU KaHLESPUH, OTBETCTBEHHBIMH 3a JEJONPOU3BOACTBO, IMPOBEPKH KOMIUIEKTHOCTH H
COOTBETCTBUSl KOJMYECTBA JK3EMIUISIPOB, a TaKXe IMPaBUIBHOCTh OQOPMIIEHHS OTIPABIIEMOTO
(MCXOMAIIET0) TOKYMEHTA.

16.8. Perucrpanus co3naBaeMbIX JTOKYMEHTOB OCYIIECTBIISICTCS B ICHb IMOANMCAHUS WA YTBEPKIACHUS
1100 Ha CIeAYIOUINI paboUMil 1eHb.

16.9. CBeeHust 0 PETUCTPUPYEMBIX OTIPABISEMBIX (MCXOIIINX) JOKYMEHTaX BHOCSTCS B JKypHAI
perucTpaiyu oTIpaBiIsieMoi (UCXOsMIei) JOKYMEHTAIIH.

16.10. PeructpannoHHblii HOMEp U JaTa OTIPABIAEMOro (MCXOSIIEro) JOKYMEHTa MPOCTaBISIOTCS Ha
MOJUITMHHUKE JIOKyMEHTA B PEKBU3UTAX OJaHKa U Ha HK3EMIUIApE, OCTAIOIEMCs B Jiee 00pa30BaTeIbHOM
OpraHu3aIuHg.

16.11. CtpykTypa perucTpalioOHHOr0 HOMepa OTIIPABIIAEMOro (UCXOIAIIET0) JOKYMEHTA COCTOUT U3 €T0
MOPSIKOBOTO HOMEpa U MHJIeKca fera no Homenkinarype aen JJIT.

16.12. OtmpaBka JOKYMEHTOB ITPOU3BOANUTCS JoKyMeHToBeaoM JIJIT.

16.13. TIIuckMma, TemerpaMmbl, OTKPBITKH, OaHIAEPOIIHN U TIEYaTHBIC H3IaHUs OTHPABIISIFOTCS TTOYTOH.
TenedoHorpaMMsel nepeaaroTcs Mo KaHauiaM TeJaeQOHHON CBS3H.

16.14. DneKkTpoHHBIC COOOIICHHS OTIPABIISIOTCS C O(PHUIIMAIBLHOTO MOYTOBOTO 3JICKTPOHHOTO ajipeca
00pa30BaTeNbHON OpraHU3aIUH.

16.15. [Iucema, TemerpaMmbl, OTKPBITKH, OaHIEPOJIH, DJIIEKTPOHHBIE COOOIICHHS, HE CBSI3aHHBIC C
paboueil 1esITeTbHOCThIO, K OTIPAaBKE HE MPUHUMAIOTCSL.



16.16. JIokyMeHTBHI, OTIIpaBIsieMble CPEICTBAMH MTOYTOBOI CBS3H MPOXOIAT:

e  YIAKOBKY;

e anpecoBaHue (IIpW HANpPaBICHUU JOKyMEHTa Ooyiee yeM B 4 ajpeca) — B COOTBETCTBHH C

yKa3aTeJleM pacChbUIKM, Ha KaXK0M K3EMIUIIPE MCbMa YKa3bIBAa€TCsl TOJIbKO OMH ajipecar.

e IPOCTABJIEHUE CTOMMOCTHU MOYTOBBIX YCIIYT;

e IIepeJauy B [OYTOBOE OTACICHUE CBS3U.
16.17. Ilpu moAroTOBKE M OTHPABKE MUCEM HEOOXOIMMO YUYUTHIBATh MPABUIIA, yCTAHOBJICHHBIE TPHKA30M
MunucrepcTBa CBsI3U M MaccoBbIX KomMmyHHKamii PO ot 31 urons 2014 r. N 234 "OO6 yTBep»ACHUU
[IpaBui okazaHus yciayr MOYTOBOM CBSI3H'".
16.18. JlokyMeHTBI, OTIIpaBIsieMbIE CPECTBAMU ITOYTOBOM CBS3M B OJUH aJIpeC, BKIIAABIBAIOTCS B OJUH
KOHBEpT.

17. Pa3paboTka u BeJleHHEe HOMEHKJIATYPBbI JieJI

17.1. Hoxymenrtanbnbiii ¢poua AT — COBOKYNMHOCTH JOKYMEHTOB, OOPa3yIOUIUXCS B MPOLIECCE €ro
nesitenibHOCTH. JlokymeHTanbHbii Goua AT cocTaBisioT TOKyMEHTHI, CO3aHHbIE B 00pa30BaTEeNbHOM
OpraHM3aliy U MOJyYEHHbIE €0 B Pe3y/bTaTe B3aUMOJCICTBHUS C OpraHaMu I'OCyJapCTBEHHOM BIAacTH,
IOPUANYECKUMU U GUZNYECKUMU JIULIAMHU.
17.2. HomeHnknarypa nAen SIBISETCS OCHOBOWM (opmupoBanHusi nokymeHTanbHoro ¢ouga AT u
MpEeJICTaBIsIeT COOON CUCTEMAaTU3UPOBAHHBIN MepeUeHb 3aroJIOBKOB (HAMMEHOBAHMUI) A€, 3aBOAUMBIX B
JJT, ¢ ykazaHueM CpOKOB MX XpaHEHHs, U O(DOPMIICHHBIH B COOTBETCTBHH C INPABOBBIMH aKTaMH,
PEKOMEHJAalUAMHU U METOIMUECKUMU YKa3aHUsIMU opranoB Poccuiickoit @eaepannn, ynoJHOMOYEHHbIX
B c(pepe rocy1apCTBEHHOr0 YIPABJIECHUS apXUBHBIM JIEJIOM, JI€I0IPOU3BOJICTBA U IOKYMEHTOO00POTA.
17.3. HomeHkaTypa A€l COCTaBISETCS HA OCHOBE M3YYCHMs MOJOXKEHWH, MHCTPYKIMA U MpaBui, a
TaKKe IPYIHX JOKYMEHTOB, PErIAMEHTHUPYIOLIUX AESITENbHOCTh OO0pa30BaTEIbHOW OpraHu3aluM, a
TaKk)K€ HOMEHKJIATYp e 3a MPeAlIeCTBYIONIME TOAbl U TIOKYMEHTOB, 00pa3yroIINXCs B IEATEIbHOCTH
00pa30BaTesIbHOI OpraHu3ally.
17.4. HomeHnknatypa naed HCIOJB3YyeTCs Ui TPYNIUPOBKM HCHOJHEHHBIX JIOKYMEHTOB B JIEla,
CUCTEMAaTH3allMi U ydeTa JeJl, ONpeNeeHHs] CPOKOB MX XPaHEHUS U IMOMCKa JIOKYMEHTOB, SIBIISETCS
OCHOBOM JJIsl COCTaBJIEHUS OIUCEN JIe]l HOCTOSHHOTO U BpeMeHHoro (cBhiiie 10 j1eT) XpaHeHus, a TaKkxe
JUIsL ydeTa Jies1 BpeMeHHOTo (70 10 JeT BKIIFOUUTENIbHO) XpaHEHHU .
17.5. HomenknaTypa aen BBoguTcs B AeiictBue npukazom mo JJIT.
17.6. HoMeHkaTypa JIe)i TOTOBUTCS B TPEX IK3EMILISAPaAX:

e IS IOMEIIEHUS B HOMEHKJIATYPHOE JIEJIO U ITIOCTOSIHHOTO XPaHEHMS,;

e JUIA UCMOJIb30BaHUS B paboTe OTJEIIOM JIeNIONPOU3BOICTBA,;

e g xpa"eHus B apxuse [IJIT.
17.7. U3 nomenknarypsl nen JIJIT 0TBETCTBEHHBIM JIUIIOM 32 BEJICHHUE JIEIONPOU3BOACTBA OPOPMIISIOTCS
BBIMUCKHU JJIS1 KQKJI0T0 U3 MOpa3IesieHH U OT/Ae10B 00pa30BaTeIbHON OpraHU3aluy.

18. ®opMupoBaHue A€ U UX TeKylnee xpanenue. [loaroroBka 10KyMeHTOB U JeJ1 K mepeaaye Ha
apXuBHOE XpaHeHue

18.1. ®opmupoBaHue Jen — TPYNNUPOBKA MCIOJHEHHBIX JOKYMEHTOB B Jlella B COOTBETCTBUU C
HOMEHKJIATypoH Jies1 00pa3oBaTeIbHOM OpraHU3allMy U CUCTEMATU3alUs JOKYMEHTOB BHYTPH JIeNa.
18.2. Jlena co a4 ux 3aBeneHus 1o nepeaayu B apxuB [IJIT wim Ha yHUUTOXKEHHE XPAHATCS MO MECTY
ux (popmupoBaHus.

18.3. IIpuxa3sl 0 OCHOBHOM, aIMUHUCTPATUBHO-X03IHCTBEHHOM, yueOHO-BOCTIUTATEILHON
nestenbHocTH JIJIT, rpynnupyroTcst OTAEIbHO OT MPUKA30B MO JIMYHOMY COCTaBy PaOOTHHKOB M IO
JMYHOMY COCTaBY 00ydaromuxcs (y4alnxcs/BOCIUTAHHUKOB).

18.4. Tlepenmcka Tpynmupyercs 3a TMEpPHOA KaJICHAAPHOTO TOJa H CHCTEeMaTU3UPYeTCs B
XPOHOJIOTUYECKOH IOCIIE0BATEIILHOCTH.

18.5. [IpoBepka Hanmu4Msi U COCTOSHUS JTOKYMEHTOB M €)1 IPOBOJUTCA IPU MEPEMELICHUN A€, MpU
BO3BpATe JIe], IPU PEOpraHu3alluy WK JUKBUAAIMH 00pa30BaTeIbHON OpraHnu3alig.



18.6. B apxuB o0Opa3oBaTenbHON OpraHu3alMy (Jajee - apxXuB) MEepelaloTcs Jefla MOCTOSHHOTO,
BpeMeHHOTo (cBbime 10 J1eT) CpOKOB XpaHEHHUsS M IO JIMYHOMY COCTaBy uepe3 3 roja mociie roja, B
KOTOPOM JIOKYMEHTHI ObLITH TIOMEIICHBI B JICTIO HAa XpaHEHHE.
18.7. Ilepenaua TOKYMEHTOB B apXUB IPOU3BOUTCS MO YTBEPIKIACHHBIM OITUCSIM JIEII.
18.8. IloaroroBka JOKYMEHTOB W Jel K Tepeladye Ha apXWBHOE XPAaHEHHWE W Ha YHHYTOXKCHUE
npeaycMaTpUBACT:

e OKCHEPTHU3Y IEHHOCTU JOKYMEHTOB;

e COCTaBJICHUE OMHKCEH JIeN MO pe3yIbTaTaM dKCIEPTU3bI UX IEHHOCTH;

e odopmieHue aem;

e COCTaBJICHHE aKTOB Ha YHUYTO)KCHUE JOKYMEHTOB H JIeJI C HCTEKITMMH CPOKAMH XPaHCHHUSI.
18.9. DkcnepTH3a LEHHOCTH JOKYMEHTOB IOCTOSHHOTO M BPEMEHHOTO XPaHEHHsI OCYIICCTBISCTCS
©KErOJHO JIMIOM (JIMIIaMH), HA3HAYCHHBIM MPUKA30M OTBETCTBCHHBIM (OTBETCTBCHHBIMH) 32
ApXUBUPOBAHHUE.
18.10. B neno nomemaercs He 6osee 250 MUCTOB (TONIIMHA /€A TIPU ATOM COCTaBIIseT HE Oosee 4 cM).
[Tpu GONBIIOM KOJIMYECTBE TOKYMEHTOB (hOpMHpYIOTCS TOMa (4acTh) Aena. BHyTpu nenma TOKyMEHTHI
pacroyiaratoTcsi B XpOHOJOTHYECKOM TOPSIKE B COOTBETCTBHH C ONMHUCHIO. B Jienna momemaroTcst TOIbKo
UCTIOJTHEHHBIC, TIPABHIILHO 0(OPMIICHHBIC JIOKYMEHTHI.
18.11. JlokyMeHTBl BHYTpPH JeJia pACIONararoTcs CBEPXY BHU3 B XPOHOJOTHYECKOW, BOIPOCHO-
JIOTUYECKOU TTOCIIEI0BATEIFHOCTH HIIM UX COUYCTaHUH. PacriopsIuTeIbHbIE IOKYMEHTHI TPYIIITUPYIOTCS B
JIeJia 110 BUJIaM M XPOHOJIOTUHU C OTHOCSIIIIUMUCS K HUM MPHIIOKEHUSMH.
18.12. JInunbie KapTOYKK PAOOTHUKOB (HOPMUPYIOTCS B J1€J10 10 andaBUTy GpaMuimii.
18.13. Odopmienue pnena mpeaycMaTpuBaeT: OQOPMIIEHHE PEKBU3UTOB OOJOXKKMA Jielna IO
YCTaHOBIICHHOH (popMe; HyMEpaIuio JIMCTOB B JIeJIe KapaHallloM B BEpXHEM IPABOM YIIIY; COCTaBIICHHE
BHYTPCHHEH OIMMCH JIOKYMEHTOB Jiella, MOAIIMBKY M meperwier jaena. Jlucr Gombimoro ¢opmara,
MONIIUTHIA 32 ONWH Kpal, HyMepyeTcs KaK OJIMH JIMCT B TPaBOM BepXHEM yriry. JIOKYMEHTBI C
COOCTBEHHOI HyMepalueH JIMCTOB, B TOM YKCJIC IIEYaTHBIC U3IaHUs, HYMEPYIOTCS B OOIEM MOPSIIKE.
18.14. JIucTsl 1ei, COCTOSIIUX M3 HECKOIBKUX TOMOB MJIM YacTeH, HyMEPYIOTCS 110 KaXIOMY TOMY HITH
YacTU OTJIEIBHO.

18.15. Ilocne 3aBepuieHHs HyMepalMM JIMCTOB COCTAaBJIETCS 3aBEpUTENIbHAS HAAINUCh, KOTOpas
pacrioyiaraeTcsi B KOHIIE Jiesia. 3aBepHUTelIbHAs HAJNHCh COCTABISETCS B Jiele Ha OTICIBHOM JIUCTE-
3aBepuTene aena.

18.16. B 3aBeputenpHON HaamucH HUppPaMU U MPONHUCHIO YKa3bIBAETCS KOJIMYECTBO JIMCTOB B JIaHHOM
nene. 3aBepuTeNbHAs HAAIUCH MTOIMHICHIBACTCS €€ COCTaBUTEIEM C YKa3aHHWEM paciIi(pOBKU MOIHCH,
JOJDKHOCTU M J1aThl cocTaBiieHHs. KoauMuecTBO JTUCTOB B Jelie MPOCTABISETCSd Ha OOJIOKKE Jaena B
COOTBETCTBUH C UTOTOBOW HA/IMUCHIO.

18.17. PexBu3uT '"Cpok XpaHeHHs Jena" TMEepPeHOCUTCs Ha OOJIOKKY Jiefla M3 COOTBETCTBYIOLICH
HOMEHKJIATYpPBI I TIOCNIE CBEPKH €ro CO CPOKOM XpaHEHWs, YKAa3aHHBIM B TEPEYHE THITOBBIX
JJOKYMEHTOB MJIM B INEpeYHE JOKYMEHTOB, OOpa3yIOUIMXCs B JIEATENLHOCTH (ellepalbHOro OpraHa, C
yKa3aHHEeM CPOKOB XPaHEHHS.

18.18. Ha nenax mocTossHHOTrO XpaHeHus nuiercs: "XpaHUTb NOCTOSHHO".

18.19. Ilpmem nen MPOU3BOAMTCS COTPYAHUKOM, YIIOJTHOMOUEHHBIM Ha BEIEHHUE JIEATEIILHOCTH apXWBa,
C MPOCTABJIEHUEM B JIBYX AIK3EMIUIApaxX OMUCH JIel OTMETOK O HAJMYMHU KaXJIOro jena (Ha KaXJIOM
IK3EMIUTSAPE OIMCH YKa3bIBACTCS KOJTMUYECTBO (DAaKTUIECKH MPUHATHIX €I, 1aTa IMpueMa- rmepeadn Jel,
a Tak>Ke MOAINUCH apXUBUCTA U COTPYIHUKA, IEpPEIaBIIEero Jaeia.

19. 3aka0unTeILHbIE MOJI0KEHHS

19.1. Hacrosimass MHCTpyKIUSI 1O JENONPOU3BOJCTBY SIBISETCS JIOKATBHBIM HOPMATHBHBIM aKTOM
o0pa3oBaTeNbHONW OpraHM3aluyu, NpuHUMaeTcs Ha OOmeM cobpaHuu paOOTHUKOB M YTBEPXKIAETCS
(BBOIUTCS B I€WCTBHE) MPUKA30M JTUPEKTOpa 00pa30BaTeIbHON OpraHU3aliH.

19.2. Bce u3MeHeHuUs U IOTIOJIHEHUS, BHOCUMBIE B HACTOSIYI0 MHCTPYKIHIO, OPOPMIISIOTCS B
MMMCbMEHHOU (pOopMe B COOTBETCTBUU ACHCTBYIOIIUM 3aKOHOIATEILCTBOM Poccuiickoit deaepannm.
19.3. Hucrpykuus no nenonpousBoiacty B JJJIT npunumaercs Ha HeonpeaeneHHbIN cpok. Vi3MeHeHus



U JONOJIHEHUS K VHCTpyKUMM NpPUHUMAIOTCS B MOpAAKE, NpelycMOTpeHHoM 1.19.1. Hacrosmiei
NucTpykiuu.

19.4. Tlocne npunsTus MHCTpYKIMK (MM U3MEHEHHUI U JONOJHEHUH OTACIBHBIX ITYHKTOB U Pa3JIEJIOB)
B HOBOM pelakLiuy npeablIylias pelaklinus aBTOMaTUYECKH yTpaunBaeT CUy.



Ipunoosicenue Ne 1

IIpaBuia
0(popMJICHUS] PEKBU3UTOB JOKYMEHTOB

1. Jlns m0OArOTOBKM JIOKYMEHTOB TPUMEHSETCS TEKCTOBBIM peaakTop, 00ecneunBarouIuii
TpeOoBaHus rpaduIecKoro BOCIPOU3BEICHUS PEKBU3UTOB TOKYMEHTA.

2. Bunsl u pasmepsl ucnoib3yembix mpudToB: Times New Roman — 12, 13, 14; Calibri 14 u
NpUOIMKEHHBIE K HUM.

3. Ilpy moOAroTOBKE TEKCTOB B Tabmumax, uig OOeCledYeHus: Jyd4lleil YUTaeMOCTH IaHHBIX,
JomyckaeTcs npuMeHeHue mpudTos Buaa Arial, pazmepon 12,13.

4. Jlnana3oH UCIIOJIb3YeMbIX MEXYCTPOUHBIX HHTEPBAJIOB: OT OAMHAPHOTO JI0 TIOIYTOPHOTO.

5. AG3aIHbBIA OTCTYI TEKCTA JOKyMeHTa - 1,25 cm.

6. 3aroJ0BKH pa3AesoB U MOAPA3CIOB MEYaTAIOTCS ¢ a03alHBIM OTCTYIIOM WJIM HEHTPUPYIOTCS 1O
HIMPUHE TEKCTA.

7. MHOTOCTpOYHBIE PEKBU3UTHI NEUATAIOTCS Yepe3 OJWH MEXCTPOUYHBIH MHTEpPBal, COCTABHBIC YACTH
PEKBU3UTOB OTJIEISIOTCS TONOTHUTEILHBIM HHTEPBAJIOM.

8. Eciim nOKyMEHT TrOTOBHTCS Ui M3/IaHUS C YMEHbIIEHHEM MacmTaba, TeKCT IevyaTaeTcsi Yepes JBa
WHTEpBana.

9. MHaTepBan Mexy OyKBaMHy B CIIOBaX - OOBIYHBIN. VIHTEpBaI MEXy CIIOBaMH - OIUH TPOOET.

10. Tekct qOKyMeHTa BBIPAaBHUBAETCS MO UIMPUHE JIUCTA (110 TPaHHUIaM JIEBOTO U MPABOTO MOJeiH
JIOKYMEHTA).

11. JInuna camMoi AMTUHHOM CTPOKH PEKBU3HUTA MIPH YTIIOBOM PACIIONOKEHUH PEKBU3UTOB He Oosee 7,5
CM.

12. JlnvHa caMoil JUIMHHOM CTPOKHM PEKBU3HUTA MPHU MPOJOJIBHOM PACHOJIOKEHUU PEKBU3UTOB HE
6onee 12 cm.

13. Kon ¢opmbl TOKyMeHTa

Kox ¢opmbl gokymeHTa mpocTaBiseTcss Ha YHU(DUIMPOBAHHBIX (hOpMax IOKYMEHTOB, B OCHOBHOM
UCTIONIE3YEMBIX B KaJPOBOM JIOKYMEHTOOOOPOTE 00pa3oBaTeIbHOW OpraHm3aiuu. Pacromaraercst Kog
dbopMBI B TpaBOM BepXHEeM yriay pabodero mojis JOKyMEHTa, COCTOMT u3 cioB "dopma mo"
(HammMeHoBaHUE KiaccudukaTopa) u UdpoBOro Kojaa.

Ipumep - @opma no OKY/[ 0301001.

14. HauMmeHoBaHUE OpraHU3aliu

HaumenoBanwe  00pa3oBaTeNbHONW  OpPraHM3alMKM  JIOJDKHO  COOTBETCTBOBATh ~ HAWNMEHOBAHUIO
IOPUAMYECKOTO JIUIA, 3aKPETJICHHOMY B €r0 yYpeauTeNbHbIX AoKyMeHTax (YcraBe oOpa3zoBaTelbHOMN
opranusaiuu). [lox HauMeHOBaHHEM O0pa30oBaTeIbHON OpPraHM3allid B CKOOKaX yKa3bIBaCTCS
COKpaIlleHHOE HAaMMEHOBaHKEe 00pa30BaTeNbHON OpraHu3aIliy.

15. CupaBouHsble 1aHHbIe 00 06pa30BaTEIBLHON OpraHu3aliu

CrnpaBouHble JaHHbIE 00 00pa30BaTEIbHON OpraHU3alMK BKJIIOYAIOT B ceOs: MOYTOBBINA aapec, Homepa
tenedoHa, ¢akca, aapec SJIEKTPOHHOH MouThHl, KOJA oOpa3oBarenbHOM opranuzauuu no OKIIO
(mpoctaBnsiercss o OOmIEpoCCUiicCKOMY KJacCU(UKATOPY MPEANPHUATANR W OpraHU3aIMi), OCHOBHOU
roCyJapCTBEHHBIN PEruCTpalMOHHbIN HOMEpP (OI'PH), UJICHTU()UKAMOHHBIN HOMEpP
HaJIOTrOIUIaTeNbIIMKA/KO/ IPUUKHBI TOCTAaHOBKH Ha Hanorosbiil yuetr (MHH/KIIII).

16. HaumenoBanne BHJa 1OKYMCHTaA

PexBusut HCIIOJIB3YCTCA MJId YKa3aHUA BHJA AOOKYMCHTA W paclojaractcsa I1noa pPEKBHU3UTOM
«HAauUMCHOBAaHHC 06pa3OBaTeHLHOﬁ opraHuzalnun. HaumenoBanue BUJla JOKYMCHTA HC YKa3bIBACTCS B
InucbMax.




17. Jara nokymenra

JlaToit MoKyMeHTa SIBJIICTCS J]aTa ero Mmonucanus (puKas, MMCbMO, 3allUCKa, aKT H Jp.), YTBEPKICHUS
(MHCTpYKIHMSI, TIOJOXKEHHUE, MpaBUia, PEriiaMeHT, IUIaH, OTYET W Jp.), COOBITHSA, 3a)UKCUPOBAHHOTO B
JTIOKyMEHTE (TIPOTOKOJI).

Jlata JOKyMEHTa TPOCTABISCTCS JOJDKHOCTHBIM JIMIIOM, MOJANUCKHIBAIOIINM WM  YTBEPKIAOIIHM
JOKYMEHT, WJIA TPU PETUCTPAIMU JOKYMEHTA, MJIM HEIOCPEJACTBEHHO COCTaBUTEIEM IPH IMOATOTOBKE
JIOKyMEHTa (CIy>KeOHasl 3aIUCKa, 3asBICHUE U Jp.).

JIOKyMEHTBI, U371aBaeéMble COBMECTHO C IPYTHMHU OpraHU3alMsIMHU JOJDKHBI IMETh OJHY (SIHHYI0) IaTy.
Jary nokymeHnTa opopMIISIFOT apabcKUMU I@paMu B TOCIE0BATEIILHOCTH:

e JICHb Mecsla, Mecsll, Toa. JeHp mecsma u mecsi oGopMIISIFOT ABYMS mapaMu apaOCKkux 1udp,
pa3AeneHHbIMH TOYKOM; TO/ - YeThIphMs apadckumu nudpamu, Hanpumep: 01.12.2017. byksa "r"
nocye nup He CTaBUTCSL.

e MpH CIOBeCHO-IU(POBOM criocode ohopMIICHHS IaThl IEHb MECsIIa YKa3bIBACTCs Mapoi apadCKUX
uudp, rox 4eTrIpbMs apadbckumu nudpamu, Hanpumep: 12 nexadps 2017 r.

18. PerucrpaiimoHHbIN HOMED IOKYMEHTA

PeructpanmoHHublii HOMEpP TOKyMEHTa MPOCTABISAETCS B COOTBETCTBUU C CUCTEMOW pErucTpaluu,
MPUHITON B 00pa30BaTeIbHON OpraHU3aIiH.

Peructpannonssiii Homep npucBanBaeTcs JOKYMEHTY Hocie ero noanucanus (yrsepxaeHus). Ccplika Ha
PEruCTPallMOHHBINA HOMEP U AaTy JOKyMEHTa

Ccbuika Ha UCXOJAIIMI HOMEDP U J1aTy JOKYMEHTA aJipecaHTa BKJIIOYAET B ce0sl perucTpallMOHHbIN HOMEp U
JaTy JOKYMEHTa, Ha KOTOPBIA JOJIKEH OBITh JaH OTBET.

19. MecTto coctaBneHus (U3AaHNs) JOKYMEHTA
Mecto cocraBieHusi WM W3IaHUs JOKyMeHTa - 'r. ExatepuHOypr" - ykaspiBaeTcss Ha OJaHKax
IPOTOKOJIOB U AKTOB, COCTAaBJIIEMBIX B 00pa30BaTeIbHOIN OpraHu3aluy.

20. Anpecat
B pexBusute "Anpecar" ucnonb3yroTcs oduluanibHble HAMMEHOBAaHUS OPraHOB TOCYJApCTBEHHOM U

HCIIOJIHUTEIbHOMN BJIaCTH, Opl"aHI/I3aI_[I/II\/'I. I{OHyCKaeTCH HUCIIOJIB30BATh Oq)I/II_II/IaJ'ILHO IMPUHATLIC
COKpalICHHBIC HAMMCHOBAHUA OPraHOB FOCYJIapCTBeHHOfI U UCTIOJTHUTEIIBHOM BJIaCTH, opraHmaquI.
HpI/I AApEeCOBAaHNU NOKYMCHTA JOJDKHOCTHOMY U YaCTHOMY JIMITY HHHUIHAJIBI CTaBATCA IOCJIC (l)aMI/IJ'II/II/I.

Ipumep - Pykosooumenio OO0 «Cmpoumenvy Damunus
H.o.

PexBu3ur "azmpecat" mpocTaBiseTcs B BEpXHEH NpaBoil YacTH JOKyMeHTa (Ha OJlaHKE C YIJIOBBIM
PacroJIo)KEHUEM PEKBU3UTOB) WM CIpaBa MO pPEeKBU3UTaMH OJlaHKa (IIPU MPOJOJILHOM PacHoIOKEHUN
pekBu3nTOB OsaHKa). CTpoKM pekBu3uTa "ajgpecatr” BBIPAaBHUBAIOTCS IO JEBOMY Kpalo MM LEHTPYIOTCA
OTHOCHUTEJIBHO CaMOW JJTMHHOM CTPOKH.

[Tpu anpecoBaHuu TOKyMeHTa 0e3 yKazaHUs JIOJDKHOCTHOTO JIMIIa HAMMEHOBAHUS aJIpecaToB IHILIYTCS B
MMEHUTENIbHOM MaJIeKe, HalpuMep:

Opeanvl cmamucmuku 2opooa Mockebvi

[Ipu anpecoBaHWmM JOKyMEHTa PYKOBOIHUTENIO OpTraHW3allMd HAWUMEHOBAaHUE JOJDKHOCTH
YKa3bIBa€TCs B JATEIbHOM MaJIeXkKe, HAlpUMep:

T'enepanvruomy oupexmopy OOO «H30anue» Damunus

H.o.



[TouroBsIii anpec He yka3bIBaeTCA B TIOKYMEHTAX, HAllPaBJISIEMbIX B BBICIINE OpraHbl TOCYJapCTBEHHOMN
BJacTH, (penepanbHble OPraHbl HCHOJHUTENILHOM BJIACTH U UX TEPPUTOPHAIBHBIE OPIaHbl, OPIraHbI
rOCYJapCTBEHHOM M UCTIOJHUTEIBHOM BIACTH, IOCTOSI HHBIM KOPPECIIOHICHTAM.

[Ipu appecoBaHuu MHCbMa B OPraHU3allMI0 YKa3bIBaIOT €€ HAaMMEHOBaHHE, 3aTeM IMOYTOBBIA aJpec,
HaInpumep:

Tocyoapcmeennoe  yupescoenue — Bcepoccutickutl  HAyYHO-UCCIE008AMENbCKULL  UHCTMUMYM
0OKYMEeHmMOBeOeHUsL U APXUBHO20 Oelld
Ilpoghcorosnas ya., 0.82, Mockea, 117393

[Ipu agpecoBaHUM JOKyMEHTa (PU3UUECKOMY JIUIy YKa3bIBalOT (PaMMIIMIO M WHUIHMAIBI MOTY4aTes,
3aTeM IIOYTOBBIN aJpec, HAIPUMED:

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

PexBuzut "Anpecar" He JOKEH coepkath Oonee yeThipex aapecaroB. CioBo "Komusa" nepen BTOpbIiM,
TPEThUM, YETBEPTHIM aJpecaTaMHu He ykasbiBaercs. [lpum umcie ampecatoB Oosee 4-X cocTaBisieTcs
CIIUCOK PacChUIKU JOKYMEHTA.

Ecnu nokyMeHT oTrpaBiisieTcss B HECKOJIBKO OJJHOPOIHBIX OPTaHU3AIMN UITU B HECKOJIBKO CTPYKTYPHBIX
noJipa3ielieHuii OpraHa UCIIOJHUTENLHOM BIIACTH, TO OHU yKa3bIBalOTCs 00001enHo. [Ipumep:

Pyxosooumenam yupescoenusi CI10

21.I'pud yTBEpKICHUS TOKYMEHTa

I'pud yTBepkACHHS NPOCTABISETCA B MPABOM BEpXHEM yriIy JokymeHTa. CTpPOKH pPEKBHU3HUTA
BBIPABHUBAIOTCS 110 JIEBOMY KPArO UJIU LIEHTPUPYIOTCS OTHOCUTEIBHO CaMOM JJIMHHOM CTPOKH. JJoKkyMeHT
YTBEPXKIA€TCS TOJDKHOCTHBIM JIUIIOM (JIOJDKHOCTHBIMU JIMIIAMH) UK PACTIOPSIUTENHHBIM JTOKYMEHTOM
(TOCTaHOBNIEHUEM, PEIICHUEM, IIPUKA30M, PACTIOPSKEHUEM).

[Ipu yTBepKIeHUM NOKYMEHTA JIOJKHOCTHBIM JIMIIOM TpU( YTBEPKACHHUS JTOJDKEH COCTOSITh W3 CJIOBA
YTBEPXJIAK (6e3 kaBbluek), HAUMEHOBAaHUS JOJKHOCTH JUIA, YTBEP)KIAIOIIETO JOKYMEHT, €ro
MOAMKCH, UHUITHAJIOB, (DaMUJTUU U JaThl YTBEPKICHUS.

ITpumep:

YTBEPKJ/[AFO

Hupexmop MBOY Llxona Ne 1238 U.O.

Damunusn

22.lata

[Ipu yTBEep>KIeHUN JOKYMEHTa HECKOJBKUMU JOHKHOCTHBIMU JIMIIAMHU UX TOIUCH PacIojararoTcs Ha
OJIHOM YpPOBHE.

[Ipu yTBEep)KIeHNN JOKYMEHTA PACTIOPSAUTEIHHBIM JOKYMEHTOM TPU( YTBEPKICHHSI COCTOUT U3 CJIOB
YTBEPXJEH (YTBEPXIEHO, VYTBEPXJ/EHbBI, VYTBEPXJEHA), cormacoBaHHOrO ¢
HAaMMEHOBAHHMEM BHJIa YTBEP)KIAEMOTO JOKYMEHTA, HAMMEHOBAHUS BUJA IOKYMEHTa B TBOPUTEIHLHOM
najexe, ero 1aTbl, HOMepa.

ITpumep:
YTBEPKJ[EHO

npukazom MBOY [llkona Ne 1238 om
01.03.2020 Ne 57



23.3aroJI0BOK K TEKCTY
3aroJoBOK K TEKCTy - KpaTKOe COJEp)KaHHE JOKYMEHTa. 3aroJioBOK K TEKCTy MpHKa3a
dopmymupyercs ¢ npeasorom "O" ("OG6") u oTBeuaet Ha Borpoc "o yem?"):

e mpuKa3 (0 yem?) O CO3JaHUH KOMUCCHHU;

e mpuka3 (0 yeM?) 00 yTBEpKACHUM IITATHOTO PAaCIHCaHUS;

e TCHMO (0 YeM?) 0 IpeIoCTaBICHUN HH(OPMAIIUH.
3aroJ0BOK K TeKCTYy o(hopmMIIsieTcs: 0J] peKBU3UTAMH OJIaHKa CIIeBa, OT TPaHHIIBI JICBOTO TIOJIS.
HanmeHoBaHue (3arojioBOK) JIMOO aHHOTAIMsl JIOKYMEHTa COCTaBJSCTCS aBTOPOM IIPOCKTa
JOKYMEHTA.
3aroJI0BOK K TEKCTY MOXET HE COCTABIISITHCS, €CIIM 00BhEM JIOKYyMEHTA HE MPeBbINIaeT 4-5 CTPOK.

24.TekcT JOKYMEeHTa
JlokyMeHThI 00pa30BaTEeIbHON OpraHU3allid COCTABIISIOTCS HA TOCYAApCTBEHHOM SI3BIKE
Poccuiickoit denepanuu - pycckom.
TeKCT MOKyMEHTa MOMKET COIEpX aTh pa3felibl, MOAPA3/IENbl, YHKTHI, TIOJIYHKTH, HyMEpyeMbIe
apabckumu nudpamu.
B nmpukasax TEeKCT TOKyMEHTA U3JIararoT OT IMIEPBOTO JIMIA €IMHCTBEHHOTO YhCIIa («IIprKa3biBaoy) B
JOKYMEHTaX KOJUIETHAIBHBIX M COBELIATENbHBIX OpPraHax OT TPEThEro JMIa €IWHCTBEHHOTO YHCIIA:
(«coOpaHHe... pEIIniio)
TekcT MpPOTOKONAa H3JIaraeTcsi OT TPEThEro JIMIAa MHOXXECTBEHHOTO 4YHcia  («CITyIIaamy,
«BBICTYITHIIN, «ITOCTAHOBUIIHY, «PCIIHIIN),
B coBMECTHBIX [OKyMEHTAaX TEKCT H3JaraloT OT IEpPBOr0 JUIA MHOXKECTBEHHOTO 4YHUCIA:
(«IpUKa3bIBaEM», «PEIINIINY).
B nenoBbIx (cay:keOHBIX) MHChbMaxX UCIOJIB3YIOTCS (DOPMBI M3JI0KECHHUS:

e OT IEPBOTO JHI[Aa MHOXKECTBEHHOTO 4YHUCIIAa («IIPOCHM HAIMPABUThHY», MPEICTABISIEM Ha

paccMOTpEeHHE»);

e OT TPETHETrO JIMLA €AMHCTBEHHOTO umcia («AamuHuctpanus JIeHuHCKOTOo palioHa He
BO3PAXKACTY);

e OT IMEPBOr0 JHIA EAMHCTBEHHOIO 4YHCIA («CUHUTAK0 HEOOXOOUMBIM», «IIPEAJIararo
paccMOTpeTHY).

[Tpu ynotpebnennu B TeKkcTe (haMuUIuil UL MHULKAIBI YKa3bIBatOTCS 1ociie pamminu. B
JIeJIOBBIX (CITYy>KE€OHBIX) MUChbMaX MOT'YT MCIOJIb30BaThCS:
e  BCTYNUTEJIbHOE OOpalleHue:
Yeaowcaemwiii 2cocnooun Heanog!
Yeaoscaemasn cocnoorca [lemposa!
Yeaowcaemviti Huxonaii Ilempoeuu!
Yeaowcaemasn Onvea Huxonaesna!
Yeaowcaemvie 2ocnooa!

B oOpamenun 1o JODKHOCTH HAaWMMEHOBAaHWE JOJDKHOCTH IHIIETCS C IMPOMUCHON OYKBBI, B
oOpamieHny 1o GaMUJIUN WHUIMAIBI JIMLA HE YKa3bIBAIOTCS.

e 3aKJIOYMTENbHAS 3TUKETHas (pa3za:
C ysaoicenuenm, ...

CTpaHuIlbl JOKYMEHTA HYMEPYIOTCSI, HAUMHAs CO BTOPOTO JIMCTa JIOKyMEHTa apaOCKuMu nudpamu
MOCePEIMHE BEPXHETO MOJIs.

TeKkcT MOKyMEHTa OTIENSEeTCS OT 3arojoBKa JABYMS MM TPEMs MEXKIYCTPOUYHBIMH HHTEpBajaMU
HCIIOJIB3YEMBIMH B TCKCTE.

25.0TMeTKa 0 IPUWIOKEHUHU
OTMeTKa 0 MPWIOKEHHH HCIONb3yeTCs Mpu O(GOPMIICHUU MHUCEM W TPUIOKEHUH K IUTaHAM,
porpaMMam, OTYeTaM, TOJIOKEHHUSM, TIPaBHIaM, HHCTPYKIIHSM U JPYTUM JTOKYMEHTAM.




B muceMax oTMeTKa O MPUIIOKEHUH O(OPMIISIETCS MO TEKCTOM MUChMa Ha paccTosHuu 1,25 cMm oT
rpaHulbl JIeBoro mois. Ecnu mpuiioskeHne Ha3BaHO B TEKCTE MUChMA, B OTMETKE O MPUIIOKEHUU
YKa3bIBa€TCsl KOJIMYECTBO JIMCTOB U KOJIMUYECTBO HK3EMIUISIPOB MPUIIOKEHHUSI, HATIPUMED:

Ipunoocenue: na 3 1. 6 1 sx3.

HpI/I HaJIM4KUK HCCKOJIBKUX HpHJIO)KGHPIﬁ, B OTMCTKC O INPHUIIOKCHUNU OHU HYMCPYIOTCA, YKA3bIBAIOTCA
HaNMMCHOBAHUA KaXXI0I'0 IIPUIIOKCHHA, KOTHYECTBO JIMCTOB U KOJIMYECTBO 3K3EMILIAPOB, HAIIPUMED:

Tlpunoorcenue:
1. Inan-epagux ... na 3 1. 8 2 k3.
2. Cnpaska o noomeepocoenuu hakma ooyuenus... Ha 1 1. 6 1 sxs.

Ecnu mpunoxenusi cOpOLIIOPOBAaHBI, TO KOJMYECTBO JIMCTOB HE YKas3blBaeTca. Eciu mpuioxeHue
HAIPAaBISIOT HE BO BCE yKa3aHHBIC B JIOKYMEHTE aJipeca, TO OTMETKY O €ro HAIWYUH O(POPMIISIFOT
CIEeyIOIUM 00pa3oM, HalpuMep:

Ipunoowcenue: na 3 1. ¢ 1 sx3. monvro 6 nepauwiil adpec.

Ha MPUIIOKCHUAX K ITpaBUJIaM, UHCTPYKIUAM, ITIOJIOKCHUAM, IJIAHAM, IIpOrpaMMamM, 10roBopam U Ipyrum
JOKYMCHTAM OTMCTKA O IMPUIIOKCHUH ITPOCTABJIACTCA HA ICPBOM JIUCTC IPHUIIOKCHHA B IIPABOM BEPXHEM

yriy.

Ecnu nmpunoxenue oaHO, OHO He Hymepyercs. Eciu nmpuiokeHuil HECKOJIbKO, OHM HYMEpYHTCs
(mpunoxenue 1, npunoxenue 2).

B Tekcre 1okyMeHTa npu MEepBOM YIIOMUHAHUM JOKYMEHTA-IPUIOKEHHUS B CKOOKAX yKa3bIBaeTCs:

... (IpHUIIOXKEHUE) UIH ... (IpUIIOKeHHe 1); epel HOMEPOM MPUIIOKEHHS JOITYCKAeTCsl CTABUTh 3HAK
HOMepa: ... (mputokenue N 2);

B oTmeTke 0 mpuiI0’KeHNN YKa3bIBae€TCsi HAaMMEHOBAHHE BHJIa OCHOBHOI'O JOKYMEHTa, €ro JlaTa U HoOMep,
HanpuMep:

Ipunooswcenue N° 2 k npuxazy MKOY COLL n.Pyonuunwiii om 08.06.2017 MNe 67 ™

Ecnu npunoxeHueM K JOKYMEHTY (Hampumep, K HpUKa3y) SIBISETCS YTBEPKAAEMBIH JOKYMEHT,
(monoxeHue, MpaBuiia, UHCTPYKIUS, PETJIAMEHT U JIp.) B BEPXHEM IIPaBOM YTJIy NPOCTABIISAETCS OTMETKA
0 MIPUJIOKEHNUHU, HUXKE — TpUQ YTBEPXKIAECHUS, HAIPUMED:

Ipunooicenue YTBEPK/[EHO
npuxazom MKOY COIII n.Pyonuunwiit om 08.06.2017 Ne 67

Bun u pazmep mpudra pexBusura "OTMeTKa 0 NPUIIOKEHUH'" TOJKEH COOTBETCTBOBAThH BUAY U pa3zMepy
mpUQTa TEKCTa JOKYMEHTA.

26. 'pud cornacoBaHmsi JOKYMEHTA

I'pud cormacoBanusi TOKyMEHTa HCIOJB3yeTCS IMPH COTJIACOBAHUHM JIOKYMEHTAa C OpraHaMH BIIACTH,
OpraHu3aIMsIMU WK JOJKHOCTHBIMU JuiiaMu. OH coctout u3 cinosa “COI'JIACOBAHO”, nomkHOCTH
JUIa, KOTOPBIM COTJIACOBAaH JTOKYMEHT (BKJIFOYAash HAaWMEHOBAHHWE OPTaHW3AINH), JTUYHOW TOJIHCH,
pactnpoBKY MOIMUCH (MHUIIUATIOB, ()aMUJIMK) U 1aThl COTJIACOBAHUS.

ITpumep:
COI'JTIACOBAHO
Hupexmop MBOY Ilxona Ne 1238

U U Hsanos
01.12.2017



I'pud cormacoBaHus B 3aBHCHMOCTH OT BHIa JOKYMEHTA M OCOOEHHOCTEH €ro o(OpMIIEHUS MOKET
IPOCTABJISIThLCS:

e Ha MMEPBOM JIUCTE JOKYMEHTA (€CIIH TOKYMEHT UMEET TUTYJIbHBIN JIUCT, - HA TUTYJIHHOM JIUCTE) B
JIEBOM BEpXHEM YINIy Ha ypOBHE Tpuda YTBEp)KICHHUS WM T0JI HAUMEHOBAHHEM JOKYMEHTA
OMKe K HIDKHEMY TI0JTIO);

e HA MOCIEIHEM JIUCTE TOKYMEHTA MO TEKCTOM;

e HAJMCTE COTVIACOBAHUS, SIBJISTFOIIEMCSI HEOTHEMIIEMOM YacThIO JJOKYMEHTA.

BHremHee corilacoBaHue Tak)Ke MOXET OBITh OCYIIECTBJICHO IPYTUM JOKYMEHTOM - IMTHCHMOM,
MPOTOKOJIOM, TTPHKA30M.
[Tpumep:

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

27. Buza

CornacoBanue MpOEKTa JOKYMEHTa 0(OPMIIIETCS BU30H.

Buza mpocraBisieTcss COOCTBEHHOPYYHO JIMIIOM, BU3HPYIOIIMM JOKYMEHT, W BKIIOYaeT B ce0s
HAaUMEHOBAHUE JIOJDKHOCTU BU3UPYIOIIETO, €ro JIMYHYIO MOJMUCH, paciiu(pPOBKY NOAMUCH (MHUIHAIIBI,
dbaMunuio) u aary.

[Tpumep:

3amecmumens oupexmopa

H.0. ®amunus 03.04.2020

JlomyckaeTcs MoNMCTHOE BU3UPOBAHUE IOKYMEHTA U €T0 MPHIIOKEHH.

[Tpyu Hanuuuu 3amMeyaHUi, JOMOJHEHUH K NMPOEKTY JOKYMEHTa BU3a JIONOJHIETCS COOTBETCTBYIOIIUM
yKa3aHHEM.

Jns nokyMeHTa, MOMJMHHUK KOTOPOTO OTHPAaBISIOT M3 00pa3oBaTeNbHOM OpraHU3alud, BH3BI
IIPOCTABJISIFOTCS HAa DK3EMIUIApax JOKYMEHTOB, IOMEIIAEMBIX B JIEIIO.

JUi TOKyMeHTa, MOJUIMHHUK KOTOPOTO OCTAETCsl B 00pa30BaTeIbHON OpraHU3allud BU3bI COIVIACOBAHUS
IPOCTABISAIOTCS HAa 000pOTE MOCIEAHEro JIMCTAa MOJIMHHMKA JOKYMEHTa MM Ha IOCIEIHEM JIUCTE
JIOKYMEHTA NOJ{ OJIHCHIO.

28. Iloanuce
[Tomgnmuch BKITIOYAeT: HAWUMEHOBAHWE JIOJDKHOCTH  JIMIIA, TOJIIMCABIICTO  JIOKYMEHT, €ro

COOCTBEHHOPYUYHYIO NOJIKCh; paCIM(PPOBKY NOANUCH (MHULIUAIIBL, (haMUITHS):
ITpumep:

Jupexmop nuunas noonuce U.0. Pamunus

Ecnmu moxymenT odopmiieH He Ha OjaHKe, B HAMMEHOBAHWE JOHKHOCTH BKJIFOYACTCS HAUMEHOBAHHUE
o0Opa3oBaTenbHON opraHu3aiuu (IMOJHOE Ha3BaHWE O0pa3oBaTeNbHON opraHuzanuu). Jlomyckaercs B
pekBuzute "lloanmuch MOMKHOCTHOrO JuIA" [EHTPUPOBATh HAMMEHOBAaHHUE JOJDKHOCTH JIMIA,
MOAIMCABIIETO JOKYMEHT, OTHOCUTEIBHO CaMOM JJIMHHOW CTPOKH.

[Tpu moanucaHuy TOKYMEHTa HECKOIBKUMHU JIOJDKHOCTHBIMHU JIMIIAMU PA3HBIX JOKHOCTEH X TOIIUCH
pacrosararoT OJHY MOJ JpYrod B IOCJIEIOBATEIbHOCTH, COOTBETCTBYIOLIEH HMepapXuu 3aHMMaeMOi
JOJKHOCTH.

ITpumep:
Jlupexmop nuunas noonuce U.0.D.

3amecmumens oupexmopa auunas noonucs 1.0.D.

HpI/I noArnmucaHu  OOKYMCHTAa HCCKOJIBKMMH  JIMIAMH  pPaBHBIX I[OH)I(HOCTGﬁ nx noAIucu



pacrmoiararoT Ha OJJHOM YpOBHE.

B nmoxymeHTax, cCOCTaBICHHBIX KOMHCCHUEH, YKa3bIBAETCS CTATYC JIMIIA B COCTABE KOMUCCHU:
MPOCTABICHHEM KOCOW 4YepThl Mepe] HAUMEHOBAHHMEM JOJDKHOCTH (HO0ABIATH Kakue- JIMOO
MIPUCTABKH).

Ecin qupeKkTop WM MHOE YIOJIHOMOYEHHOE Ha MOANMCAHNE JOKYMEHTA JINLIO BPEMEHHO OTCYTCTBYET
(oTmyck, 0oye3Hb, KOMAaHAUPOBKA) WIIM JOJDKHOCTh BaKaHTHA, TO JOKYMEHT IMOJIHUCHIBACT COTPYIHHK,
YIIOJTHOMOYEHHBIN Ha TOANACAHUE B COOTBETCTBUH C PACHIOPSAIUTEIBHBIM JOKYMEHTOM WM HAJCJICHHBIN
MOJTHOMOYHSIMH, YCTQHOBJICHHBIMH TIPUKA30M OO0pa30BaTEeIbHONH OpTraHU3alMH WU YUYPEAUTENS, C
YKa3aHHUEM CBOEH IOJDKHOCTHU U MIOJTHOMOYHS, HAalIpUMED:

3amecmumens oupexmopa noonuce U.0. ©amunus

WIH:

Hcnonnsrowutl ob6s3annocmu oupexmopa noonuce U.0. @amunus
Wi

u.o. oupekmopa noonucv 1U.0. @amunus

PexBusur "llogmuchk MOMKHOCTHOTO JUIA" MOXKET OBITh O(OpMIIEH COOCTBEHHOPYYHO aBTOPOM
JIOKyYMEHTa (HalpuMep, IpU HalMCaHUM CIY)KeOHOW 3amUCKU 0e3 NPUMEHEHHs TEXHUYECKUX CPEJICTB)
1160 0(hOPMIIEH C HUCIIOIH30BAHUEM TEXHUYECKUX CPEJICTB.

B cnyuyae odopmienus pexBusura "l[loanuce TOHKHOCTHOrO JMLA" € MCIOJIB30BAHMEM TEXHMUYECKUX
CPEZICTB B U pa3Mep MIpUQTa yKa3aHHOTO PEKBU3NUTA HE MOKET OTIMYATHCS OT BUA U pa3Mepa mpudTa
OCHOBHOI'O TEKCTa JIOKyMEHTA.

PexBuzur "llognuce JOMKHOCTHOIO JUIA" OTAEISAETCS OT TEKCTa TPEMsI WIIM YEThIPbMS OJIMHAPHBIMU
MEXyCTPOUHBIMU UHTEPBAJIAMHU.

29. Ileuats

[TeuaTs sBISIETCS CIIOCOOOM MOATBEPKACHUS OJUIMHHOCTH MOANKCH AOJPKHOCTHOTO JIMIIA HA JOKYMEHTE.
[TeyaTh cTaBUTCS Ha JOKYMEHTax B CIy4asX, MPEIyCMOTPEHHBIX 3aKOHOJATEIbHBIMH WJIM WHBIMU
HOPMAaTHUBHBIMU TIPABOBBIMHU aKTaMHU.

[TeuaTh cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, MPH 3TOM OTTHCK Ie4YaTH HE 3aXBaThIBaeT JTMYHOU
MOJIMUCH JOJHDKHOCTHOTO JIMIA MOJIMUCABIIETO0 JOKYMEHT, UM B MecTe, 0003HAYEHHOM

«MII» («Mecto meyatny).

B noxkymeHTax, MOJArOTOBJIEHHBIX Ha OCHOBE YHU(MUUMPOBAHHBIX (OpPM, MeyaThb CTABUTCS B MECTE,
00o03HaueHHOM oTMeTKol "MII" unu uHBIM 00pa3oM.

30. OT™MeTKa 00 MCIIOTHUTEIE

Otmerka 00 wucnonHutene (aBTOpe) IJOKYMEHTa MPOCTABIAETCS Ha MHUCbMax o00pa3oBaTelbHON
OpraHu3alliil B JIEBOM HU)XHEM YIIIy JIUIEBON CTOPOHBI MOCJIETHEro JIMCTa JOKYMEHTa OT TPaHMIIbI
JIEBOTO TIOJISI WJIH, TIPU OTCYTCTBHH MECTa, - HA 00OPOTHOH CTOPOHE BHU3Y CJICBA.

OTmeTka BKIIIO4aeT (paMuiInio, UMs, OTYECTBO UCIIOIIHUTEIS K HOMEP ero TesieoHa, a Takke OTMETKa 00
UCTIOTHUTEIIE MOXKET JIOTIOJTHATHCSI HAMMEHOBAHUEM JIOJKHOCTH M QJIEKTPOHHBIM aJJpeCOM HCIIOTHUTEIIS.

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

31. OTMeTKa 0 3aBepeHUH KOMUU
s moAaTBEpKIEHUST COOTBETCTBUS KOMHMM (BBIMMCKM M3 JOKYMEHTA) MOJJIMHHHUKY JOKyMEHTa Ha
MOCJIETHEM JIUCTE KOMUH (BBIMTUCKU U3 JOKYMEHTa) 1ol pekBu3uToM "[loanuce" oopmitsiercss peKBU3HUT
«OTMeTKa 0 3aBEPEHUH KOITUMY.
OTtMmeTKa 0 3aBepEeHUH KOITMH BKIIIOUYAET: CII0BO «BepHO», HaMMEHOBaHUE JOJKHOCTH JIMIIA, 3aBEPUBILIETO



mailto:lvanov@mail.ru

KOIIHIO, COOCTBEHHOPYYHYIO MOJIUCH, PACIIM(POBKY NOANMCH (MHULIUAIIBL, (PaMHITUIO), JaTy 3aBePEHHUS
KOIIMYU TOKYMEHTA.

PexBmsur «OT™MeTKa 0 3aBEpEHUH KOMUU» MOXET OBITh 0()OpMIIEHA OT PYKH WJIA C HCIHOJIb30BAHHUEM
LITaMIIa.

JlomyckaeTcs 3aBepsATh KaKIbIi JINCT MHOTOCTPAHUYHON KOIIUU JOKYMEHTA.

32. OTMeTKa 0 MOCTYIICHUM JIOKYMEHTA

OTMeTKa O TOCTYIUICHUH JOKYMEHTa COACPXKHUT BXOJSALIUN PETHCTPAIMOHHBIA HOMEpP W JIaTy
MOCTYTUICHUS TOKyMEHTA. JIoIycKaeTcsl yKka3aHUe YacoOB U MUHYT IMOCTYILJICHUS TOKYMEHTA C 3aBEPEHUEM
MOJIMUCAMH 3aWHTEPECOBAHHBIX JIUII.

OTMeTKa 0 TOCTYIUICHUH IOKYMEHTA MOKET IPOCTABIATHCS C UCTIOIH30BAHUEM IITAMIIA.

33. Pe3omronus
Pesomionust coIepKUT yKa3aHHWE 1O HMCIONMHEHUI0 AoKyMeHTa. OHa odopMIisieTcs Ha CBOOOTHOM

MecTe paboyero MoJist J0KyMEHTa.

Pe3omronus BKIto9aeT B ce0si: paMUIIHIO, MHUIMAIB! HCTIOHUTENS (MCIIOTHUTENEH ), TOpyYeHHE TI0
JIOKYMEHTY, OJIIUCh aBTOpa PE30JIIOLUH U AaTy 0(OPMIICHHS PE3OJTIOLIH.

Pe3omonys, Mo ycMOTpEHHIO JIMLA, AAIOLIET0 NOPYYEHUE, MOXKET BKIIOYATh B CE0sl TaKkKe CPOK
UCIIOJIHEHUS IOKYMEHTA.

C mHCTpyKIMEH 03HAKOMITIEH(a)

«_» 20 r. / /
«_» 20 r. / /
«_» 20 r. / /
«_» 20 r. / /
«_» 20 r. / /
«_» 20 r. / /

« » 20 T. / /
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