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1. O0mme mo1oKeHus

1.1. Hacrosmas Wuctpykuust mo penonpou3BoictBy B MAOY «Jlunei
Ne 24 umenn M.M. PackoBoii» (nanee — Muctpykuus, Jluneit) pazpaborana B
COOTBETCTBUH C:

— ®denepanbHbIM  3akOHOM  OT  29.12.2012 Ne 273-®3  «O06
oOpa3zoBanuu B Poccuiickoii denepanuu» ¢ U3MEHEHUSMHU U JIOMOJHEHUSIMHU
2022 rona,

— I'OCT P 7.0.97-2016 «Cuctema cragmapToB 1o HH}pOpMaImH,
OMOIMOTEUHOMY U HM3AaTelIbcKoMy nieny, «OpraHnu3alliOHHO-PACIOPSAUTENbHAS
nokymeHTanus. TpeboBanus kK 0HOPMICHUIO JOKYMEHTOBY

— Ct. 26 ®enepanbHoro 3akoHa oT 29 utons 2015 r. Ne 162-®3
«O cranpaptuzamuu B Poccuiickoit deaepannny

— MetonudeckumMu pekoMeHaanussMu 1o npumeHennto ['OCT P
7.0.97-2016 «Cuctema cragmaptoB 1o wuHopManuu, OUOJIMOTEYHOMY U
uznarenbckomy Aeny. OpraHu3alMOHHO-PACIOPSAUTENbHAS JTOKYMEHTALUS.
TpeboBanus k ohopmiieHHIO TOKYMEHTOB» OT 26.03.2019 rona.

- VYceraBom Jluues v ApyruMd HOPMATUBHBIMHM TPABOBBIMH aKTaMH
Poccuiickoit Oenepanuu, periaMeHTUPYIOLIUMU NEATEIIbHOCTh
001eo0pa3oBaTeIbHBIX OpraHU3aIni.

1.2. Jlamnas Wuctpykinus B Jlumee o003HAYaeT NMpaBwiia MOATOTOBKU U
oopMIIEHUSI TOKYMEHTOB B OpraHU3aIlNH, OCYIIECTBISAIONEH 00pa3oBaTeIbHYIO
JeSTENBHOCTD, OMNpEAeNsieT CTaHAapThl OGOPMIICHHS PEKBU3UTOB, OJIAHKOB
JIOKYMEHTOB, COCTaBJICHUSI TIPUKA30B, TMOJOXXEHUH WHCTPYKIMI, a TakxKe
periaMmeHTupyer (popMHUpOBaHUE J€1 U UX TEKyllee XpaHEHHUE, MOATOTOBKY
JIOKYMEHTOB U JIeJ K Mepeiaue Ha apXMBHOE XpaHEHUE B 00111e00pa30BaTeIbHOM
OpraHu3aIuu.

1.3. MHCTpyKIMs MO IeTompou3BOACTBY B Jlumee pa3zpaboTaHa B LESX
YCTaHOBJICHHUSI €IMHBIX TPEOOBAaHU K OJATOTOBKE, 00pabOTKE, XpaHEHUIO U



WCIIOJIB30BaHUI0 00pa3ylomuxcs B JACSATEILHOCTH Jlulles W MOCTyMarmomux B
Jluuen  TOKyMEHTOB, a TakKXe€  COBEPLICHCTBOBAHUS W  IOBBILICHUSA
a3 PekTUBHOCTH Aenonpou3BoaAcTBa Jlues.

1.4. Tlonmoxenuss WMHCTpYKUMU paclpoCTPaHSAIOTCS Ha OpraHu3aluio
paboThl C JOKYMEHTaMH HE3aBUCUMO OT BHJA HOCUTENS, B TOM YHCIE C
AJIEKTPOHHBIMU JOKYMEHTAaMHM, BKJIIOYas MOATOTOBKY, 00pabOTKy, XpaHEHHE U
UCITIOJIb30BAHHE JIOKYMEHTOB, OCYIIECTBIIIEMbIMU c MIOMOIIIBIO
UH()OPMAIIMOHHBIX TEXHOJIOTUH.

1.5. OpraHuzaiuioo, METOAMYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAHHE
JIEJIOTPOU3BOJICTBA U KOHTPOJIb 3a COOJoJeHUuEM HacTosied NHcTpykiuu B
JIunee ocyiiecTBIsIET OTBETCTBEHHBIN 3a BEJCHUE JEIOMPOU3BOICTRA.

1.6. TIlpaBa u 00s:3aHHOCTH PAOOTHHUKOB, OCYIIECTBISAIONIUX PabOTy C
noKymMeHTamMH B Jluiee, ycTaHaBIMBAIOTCSA JOJDKHOCTHBIMU WHCTPYKIUSMU WU
IPUKA30M JUPEKTOPA.

1.7. Csenmenusi, cojaepxamuecs B  JIOKYMEHTaX, MOTYT  OBITh
UCIIOJIb30BaHbl TOJIKO B pabO4YMX IEIAX B COOTBETCTBHHM C TOJTHOMOUYMSIMU
COTpyJHHUKa, paboTaromero ¢ JgokymeHTamu. PaboTta ¢ JOKyMeHTaMu BHE
nomeniennd Jlumes He pomyckaercs. [lpu yrpare HOKYMEHTOB HPOBOIAUTCS
cimy>ke0OHas mpoBepKa.

1.8. Ilpu yxone B OTIyCK, IepeBojie (mepeMelieHun) no pabore wiu B
Clly4ae YBOJIBHEHHSI COTPYIHUK O0O0si3aH TepenaTbh BCe HAXOISIIUECS Y HEro
JOKYMEHTBl MHOMY COTPYIHHKY, ONPENEIEHHOMY B COOTBETCTBUU C IPHUKA30M
IUPEKTOpPa, Ha MECTO YXOHSIIEro B OTHYCK WIM MNEPEBOASIIETOCH
(mepemMeniaeMoro) mno padboTe COTpyIHUKA.

1.9. MUHucTpykius oOsi3aTenbHa ISl COONIOJEHUS BCEMH PaOOTHHKAMM
Jluniesi. BHOBB mpuHATHIE HA PaOOTy COTPYIHUKH, B JOJIKHOCTHBIE 00S3aHHOCTH
KOTOPBIX BXOJUT BEJIEHUE IOKYMEHTAIIMU, B TEUCHHE TPEX pabouux JHEH CO JTHS
U3JIaHUs TPUKa3a O HAa3HAYCHUU Ha JIOJDKHOCTH JOJDKHBI OBITh O3HAKOMIICHBI C
HacTosmern MHCTpyKIuen o1 MoANKUCH.

2. IIpaBuiia noAroToBKU M 0(pOpMJICHHSI TOKYMEHTOB

2.1. B nesrenpHocTH Jlumes cos3maercs KOMILIEKC OPTraHU3alMOHHO
pacropsAuTENbHBIX JOKYMEHTOB: MPHUKA3bl, TOJIOKEHUS, IpaBUia, UHCTPYKILINH,
pEerJIaMeHThl, TMPOTOKOJIBI 3aceJaHuil (COBEUIATEIbHBIX, KOOPAWHALMOHHBIX,
AKCHEPTHBIX M JAp. OPraHoB), aKThl, AHAIUTUYECKUE CIPABKHU, AOKJIAJHBIE H
CIy)KeOHble  3alKMCKHU, JOTOBOPHl  (KOHTPAKThI, COIJIAIIEHUS), JIeJIOBas
(cmyxeOHast) TMepenucka W ApP. COCTABIAIOTCS W O(QOPMIISIOTCS CHeIUaIbHbIS
JIOKYMEHTBI, CBSI3aHHBIC C TUTAHMPOBAHUEM OOpA30BATEIHLHOW NEATEIHBHOCTH U
OCYIIECTBIICHUEM  XO3SUCTBEHHBIX  MEPONPUSATUN,  BEJCHUEM  Yy4eOHO-
MeJarorvueckoro  ywera,  OpraHu3aluMeid  jaenonpousBojcTtBa  Jluiies,
obecrnieueHuEM OyXrajaTepCcKOro yyera.

2.2. JIOKyMEHTBI MOTYT CO3/JaBaThCi HAa OyMaXKHOM HOCHTEIIC W B
ANEKTPOHHON (opMe C CcoOJIIOEHUEM YCTAHOBIEHHBIX MpaBWil O(opMIeHUS



NOKyMeHTOB. [Ipu co3naHum JOKYMEHTa Ha JBYX M OoJjiee CTpaHuLax BTOPYIO U
HOCIEAYIOUINE CTPAHULIBI HYMEPYIOT.

2.3. Homepa cTpaHul] NpOCTaBISIOTCS MOCEPEANHE HUKHEro IO
JOKYMEHTa Ha paccrosHuM He MeHee 10 MM OT BepxHero kpas JMCTa.
Jlomyckaercs co3ilaHne JOKyMEHTOB Ha JIMLIEBOM U 00OPOTHOM CTOPOHAX JIKCTA.

2.4. Ilpu AByCTOPOHHEM CO3JaHUHU JTOKYMEHTOB LIMPHUHA JIEBOTO MOJIA Ha
JIMLIEBOM CTOPOHE JIMCTA M MPABOro MOJs Ha 00OPOTHOM CTOPOHE JIMCTA JIOJKHBI
OBITH PaBHBI.

3. PexkBU3UTHI JOKYMEHTOB

3.1. [Ins  pexkBU3UTOB  JIOKYMEHTOB, co3naBaembix B  Jlunee,
yCTaHABIMBAIOTCA TpaBwiia U TpeboBanus B coorBeTcTBUU ¢ ['OCT P 7.0.97-
2016.

3.2. CoctaB pPEKBU3UTOB KOHKPETHOI'O JIOKYMEHTa OIpEAesieTCs €ro
BUJIOM M Ha3HAYCHHUEM.

3.3. Ilpu mnoaroroBke u odopMmIIeHUH JOKYMEeHTOB B Jlunee
UCIIOJIb3YIOTCS CJIETYIONINE PEKBU3HUTHI:

- KO (POPMBI IOKYMEHTA;

- HauMeHoBaHue Jluies;,

- CIpaBOYHbIE JaHHbIE O Jlulee;

- HalMEHOBAaHUE BU/A TOKYMEHTA;

- JaTa JTOKyMEHTa;

- PErUCTPaLlMOHHBIA HOMEpP TIOKYMEHTA;

- CCBLUJIKA Ha pEerucTpallMOHHBIA HOMEp U 1aTy JOKYMEHTA;

- MECTO COCTaBJIEHMs (M3aHUs) TIOKyMEHTA;

- ajpecar;

- rpu¢ yTBepKIEHUS JOKYMEHTA;

- 3aroJIOBOK K TEKCTY;

- TEKCT IOKYMEHTa;

- OTMETKa O NMPUIOKEHUH;

— rpu¢ coriacoBaHusi JOKYMEHTAa,;

- BU33;

— HOJIITNCH;

- OTMeTKa 00 3JIEKTPOHHOM MOIHUCH;

— 1eyarh;

- OTMETKA 00 UCIIOJIHUTEIE;

- OTMETKA O 3aBEPEHHUH KOIHH;

- OTMETKa O MOCTYIJIEHUU JOKYMEHTA,

- PE30ITIOLHSL.

4. Bianku 10KyMeHTOB

4.1. JloxymeHTbl, co3aaBaemble B Jluiee, opopMisdioTcs Ha OJIaHKaXx,
M3rOTOBJICHHBIX HAa CTaHMAPTHHIX JIMcTax Oymaru hopmaroB A4 (210x297 mm) u



A5 (148x210 mm). OtaenbHbIC BHABI JTOKYMEHTOB (TaOJHUIBI, CXEMBI, CMETHI)
nonyckaercs odopmisaTh ¢ ucnoiab3oBaHueMm ¢opmata A3 (420x297mm).
JIOKyMEHTBI, COCTaBJISIOUIME BHYTPEHHIOIO MEpPENnucKy, Oo(opMIsIIOTCS Ha
CTaHJAPTHBIX JucTax Oymaru (opmara A4 (210x297 mm) Ge3 HCIOIB30BAHUS
0JIaHKOB.

4.2. Kaxaplii 1UCT TOKyMeHTa, 0()OpMIICHHBIN Ha OJlaHKe Win Oe3 Hero,
JOJIKEH UMETh MOJIsl HE MEHee:

e 20 MM - JIEBOC;

« 10 mMm - IPaBoE;
« 20MMm - BEpPXHEE;
e 20mMMm - HIKHEE.

4.3. JlokymMeHThl JIUTENbHBIX (CBbImIe 10 JieT) CpPOKOB XpaHEHUs
JOJIKHBI UMETH JIEBOE 10JIE HE MeHee 30 MM.

4.4, Bupbl 601aHKOB TIOKYMEHTOB, IPUMEHsIEMbIX B Jluiiee:

— o01MiA OJIaHK;

— OJIaHK MMMCHMa;

- 0JlaHK KOHKPETHOT'O0 BHJAA JIOKyMeHTa (OJaHK TmpuKasza, OJaHK
pacnopsbKeHus1, OJIaHK IPOTOKOJIA U . )

4.5. OOpasupl pa3pabOTaHHBIX U TpUMEHSeMbIX B Jluree OaHKOB
MOJIIEKAT BKJIIOYEHHUIO B MHCTPYKIIUIO 10 JETONPOU3BOACTBY Jluiiest B KauecTBe
NPWIOXKEHUH (MIpUIIoKeHue 2 Ha 2 JIUCTaXx).

S. Ipukassbl

5.1. [Ilpukazamu  odopmistOTCS ~ pelleHus [0  ONEpaTHBHBIM,
OpraHU3aIlMOHHBIM, YUeOHBIM, KaJAPOBBIM (MpUJIOKeHUE 3 Ha 7 TUCTax) U APYTrUM
Bompocam pabotsl Jluies.

5.2. IIpoexTsl TPHUKA30B TOTOBAT OTBETCTBEHHBIC WCIIOJIHUTEIN Ha
OCHOBaHHMHM MOPYYEHUM IUPEKTOpPA, €r0 3aMecTuTesed. [IpoekThl mpuka3oB Mo
JUYHOMY COCTaBY TOTOBUT CIIELHUAIIUCT MO KaApam.

5.3. 3arojoBOK K TEKCTy — KpaTKOE CoJIepKaHUe JOKYMEHTa. 3arojoBOK
K TeKCTy Gopmynupyetcs ¢ npeiorom «O» («O06») u oTBevaet Ha Bompoc «O
yeM?»):

— mnpuka3 (0 yem?) 0 cO31aHUU aTTECTALlHOHHOW KOMUCCHUH;
— mpuka3 (0 uem?) 00 yTBEpKACHUH IMITATHOTO PACTICAHMUS;

5.4. 3aronoBOK K TEKCTy O0hOpMIIIETCS TMOJ PeKBU3UTAMH OJaHKa CIICBa,
OT rPaHULIbI JIEBOTO MOJIS.

5.5. B mnpukazax TEKCT H3j1araercss OT MEPBOTO JIMIA €IUHCTBEHHOTO
qrciia («IpUKa3bIBaIO»).

5.6. Tekct mpukaza MOXKET COCTOATh M3 JIBYX YacTel: KOHCTAaTUPYIOMICH
(mpeaMOyIbl) U pacopsiAUTEIbHOM.

5.5. B KOHcTaTUpymomied 4YacTH KpaTKO H3JIATaloTCsA LeNu W 3a/Jayi,
dakThl U COOBITUSI, MOCTYKHBIIME OCHOBAaHWEM [JIs u3laHus npukaza. OHa
MOJKET HaYMHATHCS ciaoBaMu «B nemsix», «B coorBeTcTBUNY», «BO HMCHoiHEHNE,



u 1.a. Eciu mnpuka3d wu3gaercs Ha OCHOBAHMM JPYroro JOKYMEHTa, TO B
KOHCTATUPYIOIIEH YacTH YKa3bIBaeTCSi HAMMEHOBAaHUE HTOTO JOKYMEHTA, €ro
nata, HoMep u 3arosioBok. [IpeamOyna B mpoekTax NPUKa30B 3aBEpIIACTCA
CJIOBOM «IIPUKa3bIBAIOY», KOTOPOE MEUATACTCS CTPOUYHBIMU OYKBaMHU.

5.6. PacnopsourenbHass 4YacTh JIOJDKHA  COAEPXKaTh  IEepEUYUCIICHUE
PEANUCHIBAEMBIX JEUCTBUM C YKa3aHUEM HCIOJHUTENS KaXJAoro IEWCTBUS W,
Ipy HEOOXOIMMOCTH, CPOKOB UCIIOTHEHUS. PacriopsauTenbHas 4acTh ASIUTCS Ha
NYHKTHl ¥ MOJIMYHKTBI, KOTOPbIe HyMEpyIoTCs apaOckumu udpamu. [leicTBus
OJIHOPOJIHOTO XapaKTepa MOTYT OBITh MEPEUHCIICHBI B OJTHOM ITYHKTE.

5.7. B kadecTBe UCIOJHUTENEH YKa3bIBAIOTCS 3aMECTUTENIM JUPEKTOPa,
npesiceaTeN Wik PyKOBOIUTENH pabouuXx rpymni (KOMUCCHIA).

5.8. Ecimu mnpuka3z wu3MEHsET paHee WU3JIaHHBIA JOKYMEHT (TyHKTBI
JIOKyMEHTa), TO OJWH W3 IYHKTOB PACHOPSAUTEIHHON YacTH TEKCTa JOJDKEH
COJIepKaTh CCBUIKY Ha W3MEHSEMBbIH JOKYMEHT (IIyHKTBI JIOKYMEHTa) C
yKa3aHUEM €ro JaThl, HOMEpa U 3arojioBKa.

5.9. Ecmm mpuka3z OTMEHSET JACHCTBHME paHee H3JaHHOTO JOKYMEHTa
(MyHKTOB JOKYMEHTa) C ONpeAeJIeHHOW naTrhl, TO OJWH W3 IyHKTOB
pacropsAuTeIbHON YacTH TEKCTa JIOJDKEH HauMHAThCes cioBamu «IIpu3Hath
yTPAaTUBIIUM CHUJTY...», Jajee YyKa3blBaThCsA JlaTa, HOMEP M 3aroJiOBOK paHee
U3JIaHHOTO JIOKYMEHTa (IMyHKTa JOKYMEHTa), a TakXke Jara, C KOTOpOu
OoTMeHsieTcd ero aeictBue. Eciu gata He yka3zaHa, TO J€MCTBUE paHee U3IaHHOIO
JOKyMeHTa (ITyHKTBI JOKYMEHTa) OTMEHSIETCS C JaThl U3JJaHUsI HOBOT'O TIPHKa3a.

5.10. Ecim mpuka3 oTMEHsIeT paHee H3JaHHBI JOKYMEHT C MOMEHTa
U3/1aHus, TO OJWH U3 IYHKTOB pAaCHOPSAUTEIbHOM 4YacTh TEKCTa OJIKEH
HAaYMHATHCS cJIoBaMU «OTMEHHTh...» W yKa3bIBaThCs JaTa, HOMEP M 3arojIOBOK
paHee U31aHHOIO JIOKYMEHTA.

5.11. Ecnu npukas npeanosiaraetcsi BBECTU B JEHCTBUE HE C MOMEHTA €ro
U3JIaHUsA, HEOOXOIMMO YyKaszaTh CpPOK BBejacHHUs ero B jeictBue. Ilocnemnuii
MYHKT PAacHoOpsAUTEIbHON YacTH MOXKET COJIEpKaTh CBEACHHUS O JIOJKHOCTHOM
JIU1Ie, Ha KOTOPOE BO3JIAraeTcsi KOHTPOJIb 32 UCIIOJIHEHUEM MPUKa3a.

5.13. Ilpuka3sl TOAMHMCHIBAIOTCS TOJBKO JaupekTopoM Jlumes wim
PabOTHUKOM, UCIIOJTHSIONIUM €T0 00SI3aHHOCTH.

5.14. OTBeTCTBEHHOCTH 3a 00ECIICUCHHE CBOCBPEMECHHOM U Ka4eCTBEHHOU
NOATOTOBKU TPOEKTOB IMPUKA30B U HUX COTJACOBAHHE C 3aMHTEPECOBAHHBIMU
pabOTHUKAMH M OpTaHU3AIUSIMH HECYT aBTOPHI MMPOCKTA MPHUKa3a.

5.15. PerucrtpanuoHHble HOMEpa MPUCBAUBAIOTCS MpPHKa3aM IO MOPSIKY
HOMEPOB B Mpejenax KaleHAapHoro roja.

5.16. JlaTta peructpanuu npukasa siBIsSETCS TaTOW €ro MO AMHCaHus.

6. IIpaBuia, noaoKeHus, HHCTPYKUMHU

6.1. IlpaBuna — HOPMATHUBHBIA aKT, OMPEACISIONINA MOPSIOK KaKOTro-
ambo  BUAAa  JACSATENbHOCTH,  YCTAHABIMBAIOUIMNA WM  3alpeniaroiui
ONPENIEIICHHOE MTOBEJICHHUE.

6.2. TlomoxeHne — HOPMATHBHBIN aKT, ACTAIBHO PETIAMEHTUPYIOIIHMA



MPaBOBOW CTATyC, TOPSIOK OpraHW3allid W MPOIEaypy Kakoro-muOo Buia
TESTETHHOCTH.

6.3. UWHCTpykuMsT — HOPMATUBHBIA aKT, U3JaBaeMbli B IEJSIX
Pa3bACHCHHUS W OMNPEACIICHHs] TMOpSAKAa TMPUMEHEHHUS COOTBETCTBYIOIIETO
HOPMAaTHBHOT'O aKTa JIM0O C IENBbI0 YKa3aHUsS HOPM O CIOC00aX BBITOTHEHUS
OTIPEJICJICHHBIX ONepalnil (IeUCTBUM).

6.4. IlpaBuna, mosoxeHUsi, MHCTPYKUUU NPUHUMAIOTCS (B 3aBUCUMOCTH
oT Buaa JokymeHta) Ha Ilegarormueckom CoBeTe (Mpu HEOOXOIUMOCTU C
cornacoBanreM CoBeta oOyuaromuxcs, CoBeta poauTened (3aKOHHBIX
npejacTaBuTeNneii), oomemM coOpaHun pabOTHUKOB, 3acemanusx [IpodcorsHoro
KomMuTeTa JINIest ¥ yTBEpKIAr0TCS JUPEKTOPOM.

6.5. Tlopsiok MOATOTOBKM MPOCKTOB MPABWII, MOJIOKCHHUS, MHCTPYKIIHH
COOTBETCTBYET OOIIEMY MOPSIAKY MOATOTOBKH MPOSKTOB MPHKa30B JIuiies.

6.6. TekcT mMpoekTa IMOJOXKEHUS, MPaBWU, MHCTPYKIUH TICYaTaeTCs Ha
qucTOM JIcTe Oymaru opmara A4.

6.7. OTIMYUTEITBHBIMU XapaKTEPUCTHKAMH TCKCTOB MPaBUJI, TTOJIOKCHHMS,
WHCTPYKIIMH SIBJISIFOTCS ;

— TOYHOCTh TPUMEHSAEMBIX (OPMYIUPOBOK 0€3 HCIOJIB30BAHUS CIIOB H
TOHSITHI, UMCIOIIIMX MHOYKCCTBCHHBIH CMBIC];

—  HCIIOJIb30BAaHUE KOPOTKUX TMPEUIOKEHUN, OOLIECMPUHATHIX BBIPAKEHUNH H
CBSI30K, MPU HEOOXOAMMOCTU - TMPEABAPUTEIHHOE OINPEICICHUE HCIOIb3YEMBIX
MOHSTUH, COKpallleHuid, ab0peBUarTyp;

—  ONHMCaHUE BCEX BO3MOXKHBIX BApPHAHTOB COOBITUNA M COOTBETCTBYIOIIMX UM
BapUaHTOB JICWCTBUI, T.€. OJIHOTA MpPEeCTaBICHUS HH(POPMAIIIH;

—  CTPYKTYPUPOBAHHOCTb TEKCTa C UENbI0 JOCTIKEHUS  HAMIy4dIlen
MIOCIIEIOBATEIbHOCTU M3JI0KEHHS MaTepuala;

—  MUHUMHM3AIMS TEKCTa C TIOMOIIBI0 TPUMEHEHHs 0000meHuit (0630poB
npearojgaracMbpiX JACHCTBUNA) W TNPUMEHEHHE NEpPEUYUCICHUI (3ajady, >Taros,
YCJIOBUU U T.1I.).

6.8. B 3aBUCHMOCTH OT CIOXHOCTH M 00BeMa pa3padaThIBA€MbIX TIPABUII,
MOJIOKEHUSI, WHCTPYKIIMH - TEKCT JAOKYMEHTa MACNUTCA Ha TJIaBbl, IyHKTHI U
MNOJNMYHKTHI. [71aBbl JOJDKHBI MMETh Ha3BaHuA. Hymepamus Tpou3BOIUTCS
apaOCKUMU WM PUMCKUMH ITUPPAMH.

1. IIpoToxoJ 3aceanus (CoBeIaHMsA)

7.1. TIpoToKOT — MOKYMEHT, B KOTOPOM (DUKCUPYETCS XOJ OOCYKICHUS
BOIIPOCOB U MPUHSITHUS PELICHUM HA COOpPAHUAX, COBEIIAHUSAX, KOHPEPEHIUAX U
3aceaHusAX KOJUIETHAJIbHBIX OPTraHoOB.

7.2. Tlporoxkon 3acemanmsi (coBemanus) - (mamee - TMPOTOKON)
oopMIISIETCSl Ha YUCTOM JUCTe Oymaru gpopmata A4.

7.3. PexBUBHUT — «TEKCT JOKyMEHTa». PEKBU3UT COCTOWUT U3 JIBYX YaCTCH:
BBOJIHOM U OCHOBHOM.

7.4. Bo BBOAHOW 4YacTH YyKa3bIBAlOTCS HMHULMAIBI, GaMUIUd |



JOJDKHOCTA — TPEACENaTeIbCTBYIOLIEro, CEeKpeTapsi, MPUCYTCTBOBABUIMX Ha
3acelaHud W, NpU HEOOXOJIMMOCTH, JIMI, NPUIJANICHHBIX Ha 3acelaHue
(coBeranme).

7.5. BBonHnas 4acTh IIPOTOKOJIA 3aKaHYMBAETCS IepeYHEM
paccMaTpuBaeMbIX BOIPOcOB. Bompockl ¢opmynupytorcs ¢ mnpemyioroM «O»
(«O6»), mewaTtaroTcsd OT TpaHULBI JIEBOTO TMOJIA UM HYMEpPYITcs apaOCKUMuU
nugpamu.

7.6. OcHOBHasg  4YacTb  MPOTOKOJIAa  COCTOMT W3  pa3JeJioB,
COOTBETCTBYIOLIMX PACCMAaTPUBAEMBIM BOIIPOCAM U UX HyMEpalluH, YKa3bIBAaETCs
JOKJIaIYUK, X0 00CYKIECHHs BOMpPOCa.

7.7. TekcT MpOTOKOJIa M3Jaraercs OT TPETHEro JIMIA MHOKECTBEHHOIO
qrcia (KCIyIIaan», «BBICTYITHIIN, KTOCTAHOBUIINY», PEIIHIII).

7.8. IIpoTOKON MOAMUCHIBAETCS JHUIIOM, IpEACENaTeILCTBOBABIINM Ha
3aceaHuy (COBEIIAHHUM), U CeKpeTapéM 3aceaHusl (COBEIaHus).

7.9. Ilpu oTCyTCTBUM ceKkpeTaps 3acefaHusi, B TOM YHCIE TpH
NPOBEJICHUN OMNEPATUBHBIX COBELIAHUM, TOMYCKAETCS MOANMHUCAHHUE MPOTOKOJIA
TOJIBKO TMPEACEAATENbCTBYIOLIUM.

7.10. Texct nmpoToKoa AOJXKEH OBITh MOJATOTOBIICH HE MO3/IHEE TPEX THEH
co gaHs 3acenaHus. [IpoeKThl COOTBETCTBYIOIIMX IYHKTOB MPOTOKOJIA
BU3HUPYIOTCS TOJDKHOCTHBIM JIUIIOM OTBETCTBEHHBIM 32 MOJITOTOBKY.

7.11. Jlatra mpoTOKOJa JODKHA COOTBETCTBOBAaTh [JHIO IIPOBEJICHUS
COBEIIaHU (3acelaHus).

7.12. Konuu IPOTOKOJIOB paccbLIaloTCs 3aMHTEPECOBAaHHBIM
OpraHU3alMAIM U JTOJDKHOCTHBIM JIMLIAM B COOTBETCTBUU C YKa3aTEJIEM PACCHUIKH,
KOTOPBIN COCTaBJISIET CEKpeTaphb 3acelaHus (COBEIIAHNS).

8. Il1an

8.1. IIman — nOOKYMEHT, yCTaHABJIMBAIOIIMNA TIEpeUYeHb HAMEUYECHHBIX K
BBITIOJTHEHUIO ~ MEPONPUATHH, HUX TMOCIEJOBAaTebHOCTh, OOBEM, CpPOKH,
OTBETCTBEHHBIX UCITOJIHUTEIIECH.

8.2. Ilmam odopmusercs ©Ha nucte Oymaru ¢dopmata A4 cC
UCTIOJIb30BAaHUEM CIICTYIONTUX PEKBU3UTOB:

— HamMeHoBaHwue Jlured,

—  rpud yTBEpKACHHS TOKYMEHTA;

—  JaTa JIOKyMEHTa;

—  PETHCTPAIMOHHBIA HOMEDP TIOKYMEHTA;
— HaWMEHOBaHHE BHUJA IOKYMEHTA;

—  3aroJIoBOK K TEKCTY;

—  TEKCT JOKyMEHTA.

8.3. PexBM3UT — «TEKCT MOKyMeHTa» OGOPMIISIETCS B BUAC TAOIHIIBI C
rpadgamu:

—  HOMED MyHKTA IJIaHa;
—  HaWMEHOBaHWE MEPOTIPUSTHS,



—  CPOK MCIOJIHEHUS; UCTIOIHUTEb;
—  TpUMEYaHHE.

0. OTtuer

9.1. Oryer — [OKYMEHT, COJEp)KallUuid CBEIEHUS O pe3yibTaTax
JEeSATENbHOCTU 3a ONPEEICHHBIA MEepUo BPEMEHH, BHIMOIHEHUU MEPONPUATUH,
IIOPY4YEHUH, 3aJJaHUM, TUIAHOB.

9.2. Ortyersl, mpeAoCTaBIsiEMbIE B OpraHbl TOCYy/IapCTBEHHON BIAcTH (B
TOM 4YHCJI€ B OpraHbl TOCYJAapCTBEHHOM CTAaTHUCTUKU) W  UMEIOIIUe
YCTAaHOBJIEHHYIO TPAaBOBBIMM AaKTaMU TOCYAApCTBEHHBIX OpraHoB (Gopmy,
CO3JAl0TCS 1O YCTAHOBJEHHON ToCyJapCTBEHHbIMM oOpraHamMu ¢opme U B
ONpeAEIEHHOM UMU IOPsJIKE.

9.3. Oruérbl, mpenocTaBisieMble coOTpyAHMKaMu Jlumes B xoxe
BHYTPEHHETO B3aUMOJICHCTBHUS, CO3/IAlOTCS MO IMpaBuiaM, YCTAaHOBJICHHBIM JJIS
CO3aHMs CIIY)KEOHBIX 3aITUCOK.

9.4. Otuerslr odopmistorcss Ha Jmcre Oymaru ¢opmata A4 ¢
UCIIOJIb30BaHUEM CJIETYIOUIUX PEKBU3UTOB:

— HaumMeHoBaHue Jlunes;

—  JaTa JOKYMEHTa;

—  PETrHCTpPalMOHHBIA HOMED IOKYMEHTA;

—  HaMMEHOBaHHE BHUJA IOKYMEHTA;

—  3aroJIoBOK K TEKCTY;

—  TEeKCT JOKYMEHTa;

—  OTMETKa O NMPUJIOKEHUM (IIPU HATIUYHH);
—  HavMMEHOBaHHUE JOJKHOCTH;

—  TOATMHCH.

9.5. B Tekcre oTu€Ta B 00s3aTEIBLHOM TOPSJKE JTODKHO COACPIKATHCS
yKa3 Ha JAESTeNbHOCTh, MEPONPHUSITHE, BBIJAHHOE MOpPYYEHUE, 3aJaHUE, MyHKT
IUTaHA, MOJIEKANIUI BBIIOJIHEHUIO, U PE3YJbTAT O BBIIOJIHEHUH, B TOM YHCIIE C
yKa3aHUEM Ha COOJIIOJICHHE WM HapyLIEHUE HCIOIHUTEIBCKOW IUCLUIIINHBL,
YCTAaHOBJIEHHBIX CPOKOB MCIOJHEHHS M  HaJUIeKallee MPeJOCTABICHUE
uHpOpMaIIH, HEOOXOQUMBIX  MaTepuaioB  (MPOEKTOB  JIOKYMEHTOB)
COMCIIOJIHUTENSIMU (TIPX yY4aCTUN HECKOJIBKUX UCIIOJIHUTENEN).

10. IIucemo

10.1. TTuceMma roToBATCS KakK:
— OTBETHI O  BBHINIOJHEHWHM  TOPYYEHUH  BBHINIECTOSIIUX  OPTraHOB
WCITOJIHUTEIILHOM BIIACTH;
—  OTBETHI HA 3aNPOCHI OPTAHU3AIUH, IPEANPUATAN U YACTHBIX JIUII;
—  VHUIAATHUBHbBIC MTHUCHMA.
10.2. Cpoxu mOATOTOBKH OTBETHBIX MTHCEM:



—  C KOHKpPETHOW 1aTOM UCIIOJIHEHMS, YKa3aHHOM B JIOKYMEHTE, - B YKa3aHHBIN
CPOK;

— B COOTBETCTBUU C pE30OJNIOUMENH JTUPEKTOpa M €ro 3aMecTUTeNed Ha
OCHOBAaHHUH YCTAHOBJIEHHBIX CPOKOB HMCIOJHEHHUs MOPYYEHH, 3alIPpOCOB WIH IO
PELICHHUIO aBTOPa PE3OIIOIUH.

10.3. TekcThl OTBETHBIX HMCEM JOJKHBI TOYHO COOTBETCTBOBATH
3a/laHusM, 3a(DUKCUPOBAHHBIM B pe30touu. CpoKH MOArOTOBKM MHUIIMATUBHBIX
IUCEM OIPEIENSIOTCS CaMOCTOSATEIBHO aBTOPOM MPOEKTa MUChMa C Y4YETOM
HEOOXOAUMOCTH PEIICHUS KOHKPETHBIX 3a7a4 W (WJIh) B COOTBETCTBUHU C
TpeOOBaHUAMM  3aKOHOJATENbCTBA,  MOPYYCHHUSIMU  HEMOCPEICTBEHHOTO
PYKOBOJUTETIS.

10.4. Ilucema mnevararoTcsi Ha OnaHke nucbMa Jlumes ¢ yrioBBIM
pPacnoyiokKeHUEM PEKBU3HUTOB.

10.5. JlomonHUTENbHO K pEKBU3WTaM OJlaHKa MUCbMa MpH 0GOPMIICHUU
nuceM B Jluiee HCHOIB3YIOTCS CIIEIYIOIINE PEKBUZUTHI:

—  ajapecar;

—  3aroJIoBOK K TEKCTY;

—  TEKCT JOKYMEHTAa;

—  OTMETKa O MPUJIOKEHUU;
-  BU3Q;

—  TOJINCH;

—  OTMeTKa 00 UCIOJHUTEIIE.

10.6. Tlpu odopmienun muchbMa Ha JBYX W Oojiee CTpaHUIAX BTOpas U
[OCJIEAYIONINE CTPAaHUIBl HYMEPYIOTCS IOCEpeAMHE BEpPXHEro IMOJs JIMCTa
apabckumu 1udpamu.

10.7. TIucbMa mOANKMCHIBAET JUPEKTOP WM PAaOOTHUKH, YIOJTHOMOYEHHBIE
IPUKA30M.

11. CayxeOHble 3aIMCKH

11.1. B mensix ocymiecTBICHUS B3aWMOJICHMCTBUS MEXIY COTPYIHUKAMHU B
pamMKax BHYTPEHHEro JOKyMEHTooOopoTa B Jluilee MPUMEHSIOTCS CIy>KeOHBIC
3amucku. CrykeOHbIe 3aMUCKH  SIBISIIOTCA  CIPABOYHO-UH(DOPMAITMOHHBIMHU
JOKyMEHTaMH. ABTOpaMU CITY>KEOHBIX 3aIMMCOK SIBISIIOTCS COTpYAHUKH Jlnties.

11.2. CnyxeOHass 3amMcKa MOXET COCTaBIATBCA MO  YKa3aHUIO
PYKOBOJICTBA MJTM TI0O MHUIIMATHBE KOHKPETHOTO COTPYTHUKA.

11.3. Tlpu odpopmaeHnn ciy>keOHON 3amUCKH OOPMIIIIOTCS CIEAYIOIINE
PEKBHU3UTHI:

—  ajpecar;

—  JaTa JOKyMEHTa;

—  HaWMCHOBaHHE BHJIA IOKYMEHTA;
—  3aroJioBOK K TEKCTY;

—  TEKCT JOKYMEHTAa;



—  OTMETKa O MPUJIOKEHUHU (IPU HAIMYUN);
—  HavMMEHOBaHUE JOJKHOCTH;
—  MOAMMCH.
10.12. Ciyxe0Hble 3aIIMCKHA MOTYT CO3/1aBaThCsl HA OYMa)KHOM HOCUTENE U
(1K) B AJIEKTPOHHOMU (hopme.

12. JloBepeHHOCTH

12.1. JloBepeHHOCTh Bblaa€Tcsi coTpynHukam Jluues u odopmisgercs mo
OpaBWIaM, YCTAHOBJIEHHBIM HacTosime WMHcTpykumei mang mucem, ¢ yd4éTom
TpeOOBaHUN T'pakJAaHCKOTO 3aKoHojJaTenbcTBa Poccuiickoit ®denepanuu  u
HACTOSILIETO pa3jena.

12.2. TIpoeKT  JIOBEPEHHOCTHM  TMOJrOTABIMBAETCS W  BHU3UpPYETCA
COTPYIHUKOM, KOTOPOMY JOBEPEHHOCTh OYJIET BbIIaHa, MOCJe Yero nepeaaércs B
KaHLESPUIO JJIs HANPABJICHUS Ha MOANKUCAHHE.

12.3. JIOBEepEeHHOCTh  TOJIUCHIBACTCS  JIUPEKTOPOM  WJIM  JIUIIOM,
OCYIIECTBJISIFOIUM ~ €r0  MMOJHOMOYMS  (MCIOMHSIOMIUM — OOSI3aHHOCTH), H
CKperuisieTcs mevatbio Jluies.

13. JloroBopsbl, corjiameHusi, KOHTPAKTHI

13.1. JloroBophl, corjameHusi, KOHTPAKThl (Jajgee -  JOTOBOPHI)
MOITOTaBINBAIOTCS B COOTBETCTBUU C TPEOOBAHUSIMHU TPaXKAaHCKOTO, TPYIOBOTO,
OI0JDKETHOTO W HWHOTO 3aKkoHoAaTenbcTBa Poccuiickori  ®Denepanuu, B
3aBUCUMOCTH OT PETyJUPYEMBIX JIOTOBOPOM TMPABOOTHOIIEHUNW M 00S3aTEIbCTB
CTOPOH.

13.2. IIpoext moromopa [MIOJATOTABIMBAETCS OTBETCTBEHHBIM
COTPYIHUKOM (KOHTPAKTHBIM YNPABISAIOIMKUM) C YIETOM  HEOOXOIUMOCTH
CBOEBPEMEHHOTO W  KA4YeCTBEHHOrO0  OOECTCYeHHUS  HCIOJHEHUS  CBOMX
OJITHOMOYHH (00s13aHHOCTEH, PYHKIINH ), TOTHOMOYMM JIUIIEes B IIEJIOM.

13.3. IIpoekT moroBsopa IMOJATOTaBJINBACTCS OTBETCTBEHHBIM
COTPYIHUKOM (KOHTPAKTHBIM YIIPABJISIONIMM) COBMECTHO CO CHEIHAIMCTOM, K
byHKIMAM ~ (TIOTHOMOYHMSAM) KOTOPOTO  OTHOCUTCS  PEIICHHE BOIPOCOB,
SIBJISIFOIIUXCS TIPEIMETOM JIOTOBOpA, WJIM HUHBIM COTPYAHHKOM MO MPSAMOMY
YKa3aHUIO IUpeKTopa Jlnmes.

13.4. HeoOxonmmast Jjii TIOATOTOBKH TIPOEKTA JIOTOBOpa HHGOPMAITUS
cobupaeTcss OTBETCTBCHHBIM JIUIIOM (KOHTPAKTHBIM YIIPABJISIONIMM) B IOPSIKE
pabodero B3aWIMOJICHCTBUSA C Y4YETOM TIPaBWJI, YCTAaHOBJICHHBIX HACTOSIICH
NHCcTpykumen.

14. TlpuHUMOBI OPraHU3ANNH JOKYMEHT0000pPOTa

14.1. B nokymeHTOO00OpOTE BBIICIAIOTCSA CIEAYIOIINE TOKYMEHTOIIOTOKH:
— MOCTyHaroIasi AOKyMeHTalus (BXOas1as ),
— OTmpasisieMasi JOKyMEHTalus (MCXOas11ast),
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— BHYTPEHHSSI JOKYMEHTAIIUS.

14.2. B cocraBe BxoAsmied ¢ HUCXOMASIICH JTOKYMEHTAIlMd MOTYT
BBIJICJISITBCA  JIOKYMEHTBI, TMIOCTYIUBIIWE W3 BBIIIECTOSIIUX, MOJPSAIHBIX,
MEIUIMHCKUX W JPYTUX OpraHu3alui, OpraHoB MECTHOTO CaMOYMpaBJICHUS,
oOpallieHust TpaXkK/JIaH.

14.3. OOpaiiieHusi TpakJIaH PETUCTPUPYIOTCS U (QopMHUpYIOTCS B Jena
OTJIEJIbHO OT APYTUX TOKYMEHTOB Jlures.

14.4. B Jlumee pgoctaBka M OTIpPaBKa JOKYMEHTOB OCYIIECTBISIECTCS
CpEICTBAMU TOYTOBOM CBSI3M, DJIEKTPOHHOM CBS3U, a TaKXe€ IO CHUCTEME
AEKTPOHHOTO JoKyMeHTooOopoTa (nanee - COJ1). C moMoIisio MoYTOBOM CBS3U
B IIKOJY JIOCTaBJISIETCSl MUChbMEHHAS KOPPECTIOHICHIIUS B BUJE MPOCTHIX ITUCEM,
3aKa3HBIX MHUCEM, MMOYTOBBIX KapTOUYeK, OaHIEPOJICH U MEJIKUX MMAaKETOB, a TAKKe
neYaTHbIC U3JaHUS.

15. IlepBuuHas 00padoTKa NOCTYNAKOIIMX JOKYMEHTOB

15.1. JlokyMeHTBI, IOCTYIAIOIIUE B MIKOJY, IMEPEIAI0TCs Ha PErUCTPAIUIO
cekperapto Jlures u npoxoasT MepBUUHYI0 00pabOTKY B JICHb MOCTYIUICHUS, IPU
NOCTYIUICHMM B HepaOouee BpeMsi - Ha chefyoomuid pabouuit nenb. llpu
NEePBUYHON 00pabOTKE TOKYMEHTOB MPOBEPSIETCS MPABUIBHOCTH aJPECOBAHUS.
Omunb0YHO MOCTYNUBIINE JOKYMEHTHI NMEPEChUIAIOTCS MO MPUHAAJICKHOCTH WU
BO3BPAILAIOTCSA OTIPABUTEINIO.

15.2. JlokyMeHTbI, mOCTynuBIIMe ¢ oTMeTKaMu «CpouHo», «Bpyuutsb
HEMEUIEHHO», «OmepaTUBHO», HE3aMEJIUTENIbHO MPOXOJAAT MEPBUYHYIO
00paboTKy M JOKJIAJBIBAIOTCA JAUPEKTOPY HIIM B CIIy4ae €ro OTCYTCTBUS —
3aMECTUTENIO TUPEKTOPA [0 HAMPABICHUIO JIEATEIIbHOCTH.

15.3. TlocTtynuBmine TelerpaMMbl TPUHUMAIOTCS TMOJ] MOAMHUCH C
IPOCTABICHUEM JaTbl M BPEMEHH NIPUEMa, PETHUCTPUPYIOTCS IO TEM IKE
npaBujaM, YTO U MUChMA.

15.4. DnexTpoHHBIE  COOOIICHHS, aJPECOBaHHBIC JTUPEKTOPY  HIIH
HaIlpaBJIEHHbIE B aapec JIunes, pacneyaThlBalOTCA U JOKIAABIBAIOTCA JUPEKTOPY
WIM B CIy4Yae ero OTCYTCTBUSI — 3aMECTHUTENIO JUPEKTOPA.

15.5. DnexTpoHHBIE COOOIICHUS, 3aBEPEHHBIC SJIEKTPOHHOW IOAMHCHIO,
nojexar 0o0paboTKe MO mMpaBuiiaM, MPEAYCMOTPEHHBIM IS TMOCTYMAOIIEH
(BXosl1lel) TOKYMEHTAIUH.

15.6. TloctynuBmias (BXozsmiasi) JOKYMEHTAIMS paclpenesseTcss Ha
pPETUCTPUpPYEMbIE U HE MOJJICKAIINE PETUCTPALIMH TOKYMEHTHI.

15.7. He noanexat perucTpaiuu:

— MpUIJIaCUTENbHBIE,

— MO3/paBUTENIbHBIE MUChMA U TEJIETPAMMBbI;

— OWIJIETHI,

— IUJIaHBl M TMPOrPaMMbl CEMUHAPOB, KOH(QEPEHIUH U JIpyTrux MOAOOHBIX
MEPOIIPHUSITUH;

— JOKYMEHTHI MO OYyXTaJITepCKOMY YYETy, MaTepHaIbHO-TEXHHUUYECKOMY
oOecrie4eHuIo, ITUIAHOBbIE W (PUHAHCOBBIE JOKYMEHTHI, MOCTyHaromue 0e3
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CONPOBOAUTENBHOTO MHCHMA;

— PEKJIIAMHBIE, KOMMEPUYECKHE MPEJI0XKEHUS, B T.4. MNOCTYHUBIIHE IO
BJIEKTPOHHOM MOYTE; MEYATHHIE U3JAHUS;

— MNHChbMa C IOMETKOM JIMYHOY.

16. Perucrpaums, y4eT U pacCMOTPeHUE PYKOBOAUTEIEeM
MOCTYNAKIIMX (BXOAAINX) JOKYMEHTOB

16.1. TloctynuBmue (BXOASIINE) TOKYMEHTBI PETUCTPUPYIOTCS TOJIBKO
1ocJie UX MepBUYHON 00pabOTKHU U HE3aBUCHUMO OT CIIOc00a UX JIOCTaBKH.

16.2. Peructpanuss — MPOCTABJICHHE B HIKHEM IPaBOM YTy IEPBOTO
JUCTa JOKYMEHTa OTMETKH O TMOCTYIUICHWU C YKa3aHUEM JIaThl IMOCTYIUICHUS U
BXO/JISILET0 PETUCTPAIIMOHHOIO HOMEpa JAOKYMEHTa ¢ 00s3aTelIbHOM 3aluChio B
KypHaJ PETHCTpaIlMu IOCTYMaroe (Bxomsmen) mokymeHtaruu. CTpyKTypa
PETHCTPAIIMOHHOTO HOMEPA MOCTYMAOIIETO (BXOAIIEr0) TOKYMEHTa COCTOUT U3
€ro TMOpSAKOBOTO HOMEpa U HMHJAEKCa Jiela [0 HOMEHKIaType el
o01reo0pazoBaTeIbHON OpraHu3aliy.

16.3. Peructpammss BceX MOCTYNUBIIMX (BXOJASAIIWX) JIOKYMCHTOB
NPOM3BOJMUTCA B  TpeAenax  oOmero JOKYMEHTONMOTOKa.  JlOKyMeHTHI,
MOCTYIIUBIIKE B IIKOJIY MO KaHaiaM (haKCUMUJIBHOW CBSI3M, 00padaThIBAIOTCS U
pETHCTPUPYIOTCS B o0mieM mnopsiake. TeKCT MocTynuBIIed TenehOoHOTrpaMMBbI
3aMKChIBAECTCA B JKypHaJe PErUCTpaluy TeaedOoHOrpaMM U TedaTaeTcs Ha JIMCTE
OyMmaru /i rnepefadyu Ha pacCMOTpPEHHE.

16.4. Tloctynaromue  (BXOIAlIME)  JOKYMEHTHI  TEpelaloTcs  Ha
paccMOTpeHre PYKOBOJICTBY TOJBKO MOCIIE€ UX PETUCTPALMH U MPEABAPUTEIHHOTO
PacCMOTpEHHUS.

16.5. JIoKyMeHTBHI, MOCTYNUBIIKNE B IIKOJY, IO BOIIPOCaM, HE TPEOYIOIUM
pPacCMOTpEHHUsl JTUPEKTOpa, HAMPaBISAIOTCS pPaOOTHUKOM OTBETCTBEHHBIM 32
JeONpon3BOACTBO JIuIess HermocpeICTBEHHO MCIIOIHUTENIO 3ampoca.

16.6. JlupekTop B PE3OJIONHUHM OMPEAEIAeT JIMI, OTBETCTBEHHBIX 3a
UCTIOJTHEHUE JTOKYMEHTa, U JaeT UM MopydeHue. PaOOTHUK OTBETCTBEHHBIN 3a
Jeonpou3BoACTBO Jlues nepegaeT TOKyMEHT Ha UCTIOJTHEHUE.

16.7. TlonnuHHUK JOKyMEHTa C pe3oyomueil pykoBoautens Jluies
HATPABJISICTCS HCTIOTHUTEIIO.

16.8. Ilpu HanW4MK HECKOJBKUX HWCIOJHHUTEICH MOIMHHUK JTOKYMEHTa
nepenaeTcs TOMY HCIOJHUTEN0, KOTOPBIM B COOTBETCTBHM C YKa3aHHUSIMH I10
WCTIOJTHEHUIO SIBJISIETCSI OTBETCTBEHHBIM, OCTAJbHBIC HCIIOTHUTEIN TMOJIYJaroT
KOTUIO JOKyMEHTA.

16.9. TlomnmuHHUK JOKYMEHTa, KOTOPHIH WCIOJTHSIETCS HECKOJIbKUMU
JOJKHOCTHBIMU JIUIIAMH, TIOJy4aeT OTBETCTBEHHBINH WCMONHUTENh. OCTalIbHBIM
WCITOJTHUTEIISIM TIEPEIAFOTCS KOTHH.

16.10.M3roToBiieHHe KOMUN MOKYMEHTa IS TIEpeladyd COUCIIOTHHUTEIISIM
OCYIIECTBIISIETCS CeKpeTapeM Jluties.

16.11.Pe3omronus COMCPIKUT:

- yKa3aHWe TI0 WCIOJHEHUIO, COJEpKaliee KpaTKoe OIMUCaHue
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HEOOXOAMMOTO Uil UCTIOTHEHUS IeUCTBUS;

- yKa3aHHWe Ha CpOK, B TEUEHHUE KOTOpPOro JHUOO 1O HCTEUEHUs
KOTOPOT'0 HEOOXOIUMO UCIIOJIHUTD MPEANMCAHHOE JIEHCTBUE;

- JUYHYIO MOANUCH aBTOPA PE30IIOLUY;

- JaTy MPOCTABIICHUSI PE30JIOLUH.

16.12.Yka3anue Ha CpOK, B TE€YEHHUE KOTOPOro JUOO [0 HCTEUEHUs
KOTOPOTO HEOOXOAMMO HWCIIOJHUTH TPEAINUCAHHOE JEHCTBHE, MOXKET He
BBIPAKAThCS KOHKPETHOW JAaTOM M CONEp)KaTh BBIPAKCHUSA: «B yCTAHOBJICHHBIH
3aKOHOM CPOK» H T.II.

16.13.Pe3omtonus mumieTcss Ha CBOOOJHOM OT PEKBU3UTOB MECTE TMEPBOTO
JUCTA IOKYMEHTA.

16.14. B cnyuae, Korma pe3oJIOIMA  aJpecoBaHa  HECKOJBKUM
COTPYIHHUKAM, TO OTBETCTBCHHBIM 3a HCIIOJTHEHHE JTOKYMEHTA B IICJIOM SIBIISICTCS
COTPYJIHHK, yKa3aHHBIA IEPBBIM (BEPXHHM), JIMOO COTPYIHUK, B OTHOIICHUH
KOTOPOTO CJIeJIaHa TIOMETKA O TOM, YTO OH SIBJISIETCS OTBETCTBEHHBIM.

17. Opranusanusi padoThl ¢ OTHPaBIAsIEMbIMHU (MCXOASIIIIUMMH)
AOKYMEHTAMH

17.1. Jlo mnpemocTaBlieHHs TIPOEKTa OTMPABISIEMOTO  (MCXOJAIIETO)
NOKYMEHTa Ha TMOJNUCh JUPEKTOPY WJIA HWHOMY YIOJIHOMOYEHHOMY B
YCTAHOBJIEHHOM TOpPAJKE HAa MOANUCAHHE JIMIy OCHOBHOW HCIOJIHUTEND
IpoBepsieT  MPAaBUIBHOCTH  OGOPMIIEHHUS  OTIPABISIEMOTO  (MCXOJAIIETO)
JIOKYMEHTa Ha COOTBETCTBUE TpeOOBaHUAM HacTosel MHCTpyKIuH.

17.2. Tlpyu TOATOTOBKE OTIPABIIEMOrO (HMCXOIAIIEr0) JOKYMEHTa Kak
OTBETa HA MOCTYNHUBIIHMHI (BXOISIIHI) JOKYMEHT UCIOIHUTENb MPUKIAABIBAET K
MNOATOTOBIEHHOMY IPOEKTY BXOJAIINI TOKYMEHT.

17.3. TlpoekTsl OTHpaBISIEMbIX (MCXOIAIMINX) TOKYMEHTOB C YYETOM
COOJIO/IEHUsI YCTAHOBJICHHOTO B PE30JIIOIMK CpPOKa HWCIIOJHEHHS TepeaaroTcs
OTBETCTBEHHBIM HCIIOJHUTENEM cekperapro Jluued s HampaBieHUs Ha
NOANUCAHUE.

17.4. TlopnucaHHbie OTITPaBJISIEMbIEC (ucxopsiue) JIOKYMEHTHI,
nepeaarTcs pabOTHUKY OTBETCTBEHHOMY 3a JEJIONPOU3BOACTBO JIHiiesi, KOTOPbIii
OCYLIECTBIISIET MPOBEPKY KOMIUIEKTHOCTM M  COOTBETCTBHSI  KOJUYECTBA
AK3EMIUIAPOB OTIPABISIEMOTO (MCXOASUIEr0) JIOKYMEHTAa CIHUCKY PAacChUIKH, a
TaKK€ TPABWIBHOCTH  OQOPMIICHUS  JOKYMEHTa COTJIACHO  HACTOSIICH
UHCTPYKILIHH.

17.5. B ciywae HapylleHHUs KOMIUIEKTHOCTH WJIM  COOTBETCTBHUS
KOJIMYECTBa, a TakKKe NPAaBHIBHOCTH O(OPMIICHHS JOKYMEHTa COTJacHO
HACTOSIIEH  MHCTPYKIUU OTHpPABJISIEMbIEC (ucxopnsiue) JIOKYMEHTBI
HE3aMEJJIUTEILHO  BO3BpallaloTCsl  CeKpeTapeM (WU JIOKYMEHTOBEIOM)
OTBETCTBEHHOMY MCIIOJIHUTEII0 WM B CJIy4ae OTCYTCTBHUSI OTBETCTBEHHOI'O
WCIIOJHUTENSI €ro HEMOCPEACTBEHHOMY PYKOBOAUTEIIO [JIsi  YCTpPaHEHUS
HApyLICHUM.

17.6. JIOKyMEHTBI TIOCJIE WX TOJIMUCAHUS TUPEKTOPOM WA WHBIM
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YIIOJHOMOYEHHBIM JIMIIOM MepealTcs cekperapto Jluues nis perucrpauuu u
OTIIPaBKH.

17.7. Peructpauus OTHPABIISIEMBIX (McxXoAsIIMX) JIOKYMEHTOB
OCYIIECTBIISIETCSI MOCJE MPOBEACHUS CEKpPETapeM IMPOBEPKU KOMIUIEKTHOCTH U
COOTBETCTBHSI KOJMYECTBA SK3EMIUISIPOB, a TAKXKE MPABUIBHOCTH OPOPMIICHUS
OTIPaBISAEMOro (MCXOSIIETr0) TOKYMEHTA.

17.8. Peructpanus co3gaBaeMbIX JTOKYMEHTOB OCYIIECTBISCTCS B JICHb
NOJMUCAHUS UM YTBEPKIEHUS MO0 Ha clieayouui pabounii 1eHb.

17.9. CBenenust O PETUCTPUPYEMBIX OTHPABISIEMBIX  (MCXOISALIUX)
JOKYMEHTAaX BHOCATCS B JKypHaJl PErucTpalyd OTHpaBiIseMoil (McXoasiieil)
JOKYMEHTAIIHH.

17.10.PeructpaiiuoHHbIi HOMEp M JaTa OTHPABISIEMOro (MCXOJSILETO)
JOKYMEHTA MPOCTABIISIIOTCSA HA MOJJMHHUKE JOKYMEHTa B PEKBU3UTax OJlaHKA U
Ha 3K3eMILIApe, ocTaromemcs B aene Jlunes.

17.11.PeructpaiiiOHHBIH HOMEP OTHPABIISIEMOTO (McxoAIIIero)
JOKYMEHTa MPUCBAMBAIOT ¢ YYETOM HyMEpaluu MPEeAbIIyIIEero JTOKYMEHTa, IO
HOPSAJIKY U TI0 BO3PACTAHUIO.

17.12.0tnpaBka JOKYMEHTOB MIPOU3BOJIUTCS LEHTPAIN30BAHHO
cekperapem Jluies, KOTOpble TMPOU3BOIAT HMX COPTHPOBKY IO CIOCOO0Y
oTnpasieHus (IpocTas, 3aKa3Hasi, MeXIyHapoaHas U JIp.).

17.13.1luceMma, TenerpaMmbl, OTKPBITKH, OAH/IEPOIM U TIEYaTHBIC WU3IAHHUS
OTIpaBISAIOTCS TouTOM. PakcorpaMmbl U Telle(OHOTpAMMBI TEPEAArOTCs T10
KaHajiaM TeJe(OHHOU CBA3H.

17.14. DnexTpoHHBIE COOOIICHHUS] OTHPABISAIOTCS ¢  OPUIIHATIBHOTO
MIOYTOBOTO JIEKTPOHHOTO ajapeca Jlunes.

17.15. Tlucema, TemerpaMMbl, OTKPBITKH, OaHAEPOJH, (aKcorpaMMBl,
AJIIEKTPOHHBIE COOOIIEHUS, HE CBSI3aHHBIE C pabouelt NesTeIbHOCThIO, K OTIPABKE
HE TPUHUMAIOTCSI.

17.16. JIokyMeHTBI, OTIIpaBiseMble CpPEJACTBAMH  ITOYTOBOM  CBS3H,
TIPOXOIAT:

- YIaKOBKY;

- agpecoBaHue (IpU HAMpaBJICHUU JOKyMEHTa Ooisiee ueM B 4 ajapeca)
- B COOTBETCTBHM C YKAa3aTEJIEM PAaCCBhUIKHM, HAa Ka)XJOM 3K3EMIUIIpE NUChMa
yKa3bIBaeTCs TOJIBKO OJUH aApecar;

— IIPOCTaBJIEHUE CTOMMOCTH ITOYTOBBIX YCIIYT;

— nepenaydy B IOYTOBOE OT/IEJICHUE CBA3H.

17.17. llpy TOATOTOBKE W OTIpaBKE NHUCEM HEOOXOJUMO YYHUTHIBATH
OpaBWIa, YCTAHOBJIEHHbIE IPUKa30M MMHHCTEPCTBA CBA3M M MAaCCOBBIX
kommyHuKanuii P® ot 31 wmrons 2014 r. N 234 «O6 yrtBepxkaenuu Ilpaswn
OKa3aHHMsl YCIIYT TIOYTOBOM CBSIZM.

17.18. JlokyMeHTHI, OTIIpaBisieMble CPEICTBAMH TIOYTOBOW CBSI3U B OJIUH
aapec, BKIIAJIbIBAIOTCA B OJJUH KOHBEPT.

17.19. Ucxopsame  JTOKYMEHTBI, IIpeAHA3HAYCHHBIC [JII  OTIHPaBKH
cpencTBaMM (paKCHUMMIIBHOM CBSI3H, OTHPABIISIIOTCS cekperapeM Jlunes.
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18. Pa3pabGoTka u BeleHHe HOMEHKJIATYPbI J1eJ

18.1. JlokymeHTanbHblii ¢GoHa Jluies — COBOKYNHOCTh JOKYMEHTOB,
oOpasyroniuxcst B mpoiecce ero AesitenbHocTd. JlokyMeHTanbHbI Gonn Jluues
COCTaBIIAIOT JTIOKYMEHTBI, co37aHHble B Jluiee M moyydeHHbIE B pe3yJibTare
B3aMMOJICUCTBUSI C OpPraHaMHM TOCYAAPCTBEHHOM BIIACTH, OPraHAMH MECTHOTO
caMOyIIpaBJIeHUs, IOPUAUUYECKUMU U (U3UUECKUMU JIUIIAMH.

18.2. Homenknatypa  Jen  SBIS€TCS ~ OCHOBOM  (popMHUpOBaHUSA
JTOKyMeHTallbHOTO (oHAa JIuies u mpeacTaBiseT co00N CUCTEeMAaTU3UPOBAHHBIN
nepeyeHb 3arojoBKOB (HAMMEHOBAaHUM) JieJ, 3aBOUMBIX B Jlulee, ¢ ykazaHuem
CPOKOB MX XpaHEHHs, U OPOPMJICHHBIM B COOTBETCTBHHM C MPABOBBIMHU AKTAMH,
pEKOMEHIAMsIMA W METOJMYECKUMM yKa3aHUsIMU opraHoB Poccuiickoit
@denepanvy, YHNOJIHOMOYEHHBIX B cdepe TOoCyAapCTBEHHOIO YIpaBiICHUS
aApXUBHBIM JI€JIOM, JAEJIONPOU3BOJICTBA U TOKYMEHTOOOOPOTA.

18.3. HomenknaTypa J1e71 COCTABISETCS Ha OCHOBE M3YUEHUS TOJOKECHUH,
UHCTPYKIMM M TpaBWI, a TaKXkKe APYIHMX TOKYMEHTOB, PErjJaMEHTUPYIOIIUX
NesTeNbHOCTD Jlnlies, a Takyke HOMEHKJIATyp JIeNl 3a MPEAlleCTBYIOUE O/l U
JIOKYMEHTOB, 00pa3yIoluxcs B fesaTeabHocTu Jlumes.

18.4. HomenknaTypa Jei UCHOJb3YeTCs AJisi TPYNIUPOBKUA MCTIOTHEHHBIX
JOKYMEHTOB B JleJla, CHUCTEMAaTH3allil U y4deTa e, ONPEICICHHUs] CPOKOB HX
XpaHEHUsl U TMOUCKAa JTOKYMEHTOB, SIBJISIETCSI OCHOBOW [l COCTAaBJIECHUS OIUCEU
Je] TIOCTOSTHHOTO M BpEMEHHOTO (cBhilie 10 JeT) XpaHEeHHUs, a TaKxKe s ydera
Jeq1 BpeMeHHOro (10 10 JeT BKIIOUUTEIBHO ) XpaHEHUS.

18.5. HomenkmnaTypa aes BBOOUTCS B IeCTBUE MTpUKa3oM 1o Jlurero.

18.6. Homenknatypa €1 TOTOBUTCS B Tpex OHK3eMIUIpax: s
NOMEUIEHNU B HOMEHKJIATYPHOE [JIeJI0 M IOCTOSIHHOTO XpaHEHWs; A
UCIIOJIb30BaHUs B PabOTE OTHEIOM JIEJONPOU3BOJCTBA (KaHLETspUel); mis
XpaHeHus B apxuse Jlues.

18.7. V3 nomenknatypsl aen Jluiess OTBETCTBEHHBIM JIMIIOM 32 BEJECHUE
JIEOMPOU3BOICTBA O(OPMIIAIOTCS BBIMUCKHU JJISI KAaXAOT0 W3 MOApA3JIeNeHUN U
OTJIeJIOB 00111e00pa30BaTEIbHON OPraHU3alHH.

19. ®opmupoBanue aea U ux Tekyee xpanenue. [logroroska
AOKYMEHTOB H JeJ K Iepeaaye HA apXHUBHOE XpaHEeHHe

19.1. ®opmupoBaHue €1 — TPYNNUPOBKA HCIIOJHEHHBIX JOKYMEHTOB B
Jela B COOTBETCTBMM C HOMEHKIaTypou nen Jlunmes u cucreMaru3anus
JOKYMEHTOB BHYTPH J€Ta.

19.2. Jlena co mHs WX 3aBeleHHs A0 mepefadn B apxuB Jluies wim Ha
YHUYTOXKCHHUE XPAHATCS MO0 MECTY UX (POPMHUPOBAHUS.

19.3. IIpukassl M0 OCHOBHOM, a AMUHUCTPATUBHO-XO3IUCTBEHHON, YIeOHO-
BOCIIMTATEIbHOM, BHEOIO/KETHOM  JAesATeabHOCTH Jluies, TpyNnmupyroTcs
OTJIEJIbHO OT MPHUKA30B MO0 JIMUHOMY COCTaBy paOOTHUKOB U IO JIWYHOMY COCTaBY
00yYarOITHUXCS.

19.4. Tlepenmcka rpymnmupyercs 3a TMEpUOa KaJeHAAPHOTO Toaa W
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CUCTEMATU3UPYETCS B XPOHOJIOTUYECKON MOCIIEI0OBATEILHOCTH.

19.5. IIpoBepka Hanu4usi U COCTOSHHS JTOKYMEHTOB M JEJ MPOBOJUTCS
MIpU TIEPEMEILICHUH JIeJ1, IPU BO3BpATE JEJ, IPU PEOPraHU3alMU WIW JTUKBUJALUN
JIuwes.

19.6. B apxuB Jlunes (majnee - apxuB) MepenarOTCs Jejia MOCTOSIHHOTO,
BpeMeHHOro (cBbimie 10 jeT) CpoKOB XpaHEHHUs U IO JIMYHOMY COCTaBy uepes 3
rojia mocJie rojia, B KOTOPOM JOKYMEHTbI ObUIH MOMEIIEHBI B IEJI0 Ha XpAHEHHE.

19.7. Ilepenaua JOKYMEHTOB B apXuB MPOM3BOJUTCS IO YTBEPKIACHHBIM
OIKCSIM JIEJI.

19.8. TloaroToBka JOKYMEHTOB U JeI] K Mepefadye Ha apXMBHOE XpaHEHUE
U Ha YHUYTOXKECHHUE TIPETyCMATPUBAET:

- AKCIIEPTU3Y LIEHHOCTH TOKYMEHTOB;

- COCTaBJIEHHE OMMCEH JIeJ IO pe3yibTaTaM dKCIEPTU3bl UX IEHHOCTH;

- oopMIeHUE AEIT;

- COCTaBJICHHE aKTOB Ha YHUYTOXKEHHME JIOKYMEHTOB U Jel C
UCTEKIIMMHU CPOKaAMU XPaHEHUS.

19.9. DkcnepTH3a HEHHOCTH JIOKYMEHTOB MOCTOSHHOTO U BPEMEHHOIO
XpaHEHHUS OCYIIECTBIIAECTCS €XKETr0HO JTUIOM (JIMLIaM1), HA3HAUYEHHBIM MTPUKA30M
OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 32 apPXUBHUPOBAHHUE.

19.10.B neno nomerniaercs He 6osiee 250 auUCTOB (TOMIIMHA Aeia MPU 3TOM
cocraBisger He Oonee 4 cm). Ilpu OonbIHIOM KONIMYECTBE JOKYMEHTOB
dbopmupyroTcss Toma (dactu) nena. BHyTpu nena ITOKyMEHTHI pacrojararoTcs B
XPOHOJIOTUYECKOM TOpSAJIKE B COOTBETCTBUHM C OMHCHIO. B nenma momematorcs
TOJILKO UCTIOTHEHHbBIE, TPaBUILHO 0()OPMIICHHBIE JJOKYMEHTHI.

19.11. JlokyMeHTBl BHYTpPH Jejla paclojiaraloTcsi CBEpXy BHHU3 B
XPOHOJIOTUYECKOH,  BOMPOCHO-IOTMYECKOW  TOCIEAOBATEIBHOCTH WU HX
couetanuu. PacnopsiautenbHble JOKYMEHTHI TPYIIIUPYIOTCS B JieNia 10 BUJAM U
XPOHOJIOTUU C OTHOCSIIIIUMHUCS K HUM TIPHIIOKCHHUSIMU.

19.12.JInunble KapTOYKH PAaOOTHUKOB (DOPMUPYIOTCS B JI€TI0 O andaBUTy
baMuIni.

19.13.0dopmiienne nena mpemaycMaTpuBaeT: OGOpPMIICHHE PEKBHU3UTOB
OOJIOKKM Jiena TO0 YCTaHOBIEHHOW (opme; HyMepaluio JHCTOB B JIeJie
KapaHJallloM B BEPXHEM TMPAaBOM YIIy; COCTAaBJICHHE BHYTPEHHEW OIUCHU
JOKYMEHTOB JeJla, MOJIIIMBKY M TeperuieT nena. Jluct Oombmioro dopmara,
MOJIIITUTBINA 32 OJUH Kpai, HyMepyeTcs Kak OJHWH JIUCT B TIPABOM BEPXHEM YTITY.
JIOKyMEHTbl C COOCTBEHHOM HyMmepauuell JMCTOB, B TOM YHUCJE IMe4YaTHbIC
U3JIaHUS, HYMEPYIOTCS B OOIIEM MOPSIAKE.

19.14.JIuctbl Oell, COCTOSIIMX M3 HECKOJIBKMX TOMOB WM YacTeW,
HYMEPYIOTCS M0 KaXKIOMY TOMY WJIM YaCTU OTAEIBHO.

19.15.TTocne 3aBEpIICHUS HyMepanuu JIMCTOB COCTaBJISIETCS
3aBepUTEIbHAS HAJKCh, KOTOPAs PacIioyiaraeTcsi B KOHIIE Jieia. 3aBepuTeIbHas
HAJIIHUCh COCTABIISIETCS B JIeJie HAa OTACIBHOM JIUCTE- 3aBEPUTEIIC JIeTa.

19.16. B 3aBeputenpHON HaAMWCH IUGpaMU U TPOMUCHI0 yKa3bIBACTCS
KOJIMYECTBO JINLCTOB B JJAHHOM JieJie. 3aBepUTeIbHas HAJIUCh MOAINUCHIBACTCS €€
COCTaBUTEIIEM C yKa3aHWEM pacIM(PpOBKH TMOANUCH, TOJDKHOCTH W JaThl
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cocraBieHusd. KomuuecTBo NHMCTOB B [ele NMPOCTABIAETCS Ha OOJIOXKKE Jella B
COOTBETCTBHH C UTOTOBOM HAJIHUCHIO.

19.17.PekBU3UT «CPOK XpaHEHUS JieJia» MEPEHOCHUTCS Ha OOJIOXKKY Jeia U3
COOTBETCTBYIOLIEH HOMEHKJIATYpPBhI JEJI MOCIIE CBEPKU €r0 CO CPOKOM XPAHEHHS,
yKa3aHHbIM B MEpPEYHE THUIOBBIX JOKYMEHTOB WM B MEpeYHE JOKYMEHTOB,
0o0pa3yroIuXcst B AEATEIbHOCTH (PEAEPAIbHOTO OpraHa, ¢ yKa3aHHUEM CpPOKOB
XpaHEHUS.

19.18.Ha nenax noCTOSSHHOTO XpaHEHHUS MUILETCS: «XPaHUTh OCTOSTHHOY.

19.19.1lpuem nen HPOU3BOAUTCS COTPYAHUKOM, YIOJTHOMOYEHHBIM Ha
BEJICHUE JICSITEIbHOCTU apXMBa, C MPOCTABIEHUEM B JIBYX 3K3EMIUIIpax OMUCU
7€l OTMETOK O HAJIW4YMM KaXJIOoro naena (Ha KaXIOM D3K3eMIULIpE OIMCH
yKa3blBa€TCAd KOJMYECTBO (PAKTUYECKU MPUHSTHIX e, Jara MpueMa-rnepeaadu
JeJ1, @ TAK)Ke MOJIIUCH apXUBHCTA U COTPYAHHUKA, EPEAABILIEro Jea.

20. SakiarYuTebHbIC MOJI0KCHMS

20.1. Hacrosimass  MHCTpyKmmss 1O JEJIOMPOU3BOACTBY  SIBIISCTCS
JIOKAJIbHBIM HOPMATHBHBIM akToM JIuies, MpUHHUMAEeTCs Ha IMeIaroru4yeckom
COBETE U yTBEpXkKAaeTcs (BBOAUTCS B JEHCTBHUE) MPUKA30M JUpEeKTOpa JInies.

20.2. Bce wW3MEHEHUST U JIONOJHEHHWSA, BHOCHUMBIE B  HACTOSIIYIO
Nuctpyknuio, odopMIsIOTCS B NUCbMEHHONM (opMe B  COOTBETCTBUH
JNIEUCTBYIOLINUM 3aKOHOIATENBCTBOM Poccuiickont Denepannm.

20.3. UHCTpyKIIUS TIO JCIONPOU3BOJACTBY B Jluilee mNpuUHUMAETCS Ha
HEOIpEJIeNICHHbI  Ccpok. M3meHeHuss u  jomonHeHuss K MHCTpykuuu
MPUHUMAIOTCS B IOPSJKE, TpeaycMOTpeHHOM 11.19.1. HacTosiert MHCTpyKIuu.

20.4. Tlocne npunsaTus MHCTpyKIUM (MM U3MEHEHUN U TOTIOJTHCHU I
OT/ICJIBHBIX TyHKTOB W Pa3/iejOB) B HOBOW peAaKIuy NMPeablAyIIas peaaKius
ABTOMAaTHUYECKH YTPAUMBAET CUITY.
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[Ipunoxenue Ne 1
IIpaBuia opopMiIeHH PEKBU3UTOB JOKYMEHTOB

1. ]I mOArOTOBKM JOKYMEHTOB MPHUMEHSETCS TEKCTOBBIA PETAKTOP,
oOecreynBaOUii TpeOOBaHUA TI'PaPUUECKOTO BOCHPOU3BEACHHS PEKBU3UTOB
JIOKYMEHTA.

2. Buzael u pa3mepsl ucnonb3yembix mpudros: Times New Roman -
13, 14; Calibri 14 u npuOIMKCHHBIC K HHM.

3. Ilpm moaroroBke TEKCTOB B TaOiMILaX, JJs OOECHEUEeHMs Tydllei
YUTACMOCTH JIAHHBIX, JONyCKaeTcs nmpuMeHeHue mpudros Buaa Arial, pazmepos

12,13.

4, Jlnana3oH HCHOOJB3YEMBIX MEXAYCTPOUHBIX HWHTEPBAJIOB:  OT
OJIMHAPHOTO 10 MOJIyTOPHOTO.

S. AO03a1HbIi OTCTYI TEKCTa JOKYyMeHTa - 1,25 cm.

6. 3arojloOBKM pPa3AeNoOB M TOAPA3/EIOB IEeyYaTaroTCsl C ab3alHbIM
OTCTYIIOM WJIA LIEHTPUPYIOTCS MO IHPUHE TEKCTA.

7. MHOrocTpo4YHbI€ pEKBU3UTHI IEYATAIOTCS YEPE3 OJUH MEXKCTPOUHBIN

UHTEpPBAJl, COCTABHbIE YaCTU PEKBU3UTOB OTIEISAIOTCS JIOMOJTHUTEIbHBIM
UHTEPBAJIOM.

8. Ecii 1oKyMeHT TOTOBUTCS JJIsl M3/IaHUS C YMEHBIICHHEM MaciiTada,
TEKCT MeyaTaeTcs 4yepes3 JIBa MHTepBaJa.
Q. WNuTtepBan mexay OykBamMH B CJIOBax - OObIYHBIN. MHTEpBa MEXIy

CJIOBaMH - OJIMH MPOOeT.

10. TekcT JOKyMEHTa BBIPABHMBAETCS MO IIUPUHE JHCTA (110 TpaHULIaM
JIEBOTO M MPABOTO TMOJIEH TOKYMEHTA).

11. Jlnmna camMoll JUIMHHOW CTPOKM PEKBU3UTA TMPHU  YIIOBOM
PacIioIOKEHUH PeKBU3UTOB He Oosee 7,5 cM.

12. JlnuHa caMoW JUIMHHOM CTPOKHM PEKBH3UTAa TIPU MPOIOJIHBHOM
PacCIIOI0KEHUH PEKBU3UTOB He Oojiee 12 cM.

13. Koz dbopmbl fokyMeHTa

Kon ¢opMmbl moxkymeHTa mpocTaBisieTcsi Ha YHU(DHUITUPOBAHHBIX (popmax
JIOKyMEHTOB B OCHOBHOM HUCIIOJIB3yEMBIX B KaJIpOBOM IOKyMeHTO00OOopoTe Jlutes.
Pacniomaraercst kog GpopMbl B TpaBOM BEpXHEM YIUIy pabouero moJis JOKyMEHTa,
coctouT u3 cioB «Dopma mo» (HaMMEHOBaHME KiaccupukaTopa) U MUPPOBOro
KOJa.

[Tpumep - @opma no OKY/[ 0301001.

14. Haumenosanue Jlunes

HaumenoBanue Jlumess JOMKHO  COOTBETCTBOBAaTh ~HAWMEHOBAHUIO
IOpUJIMYECKOTO JIMIA, 3aKPEIJIECHHOMY B €ro Y4YpeAUTENbHBIX JIOKYMEHTaX
(YcraBe ob6mieoOpaszoBaTenbHON opranm3anuu). [lon HaumeHoBanueM Jlumes B
CKOOKax YKa3bIBaA€TCS COKpaIllCHHOE HanMCEHOBaHUE JInes. Han
HauMeHoOBaHueM Jluilesi- yka3bIBaeTCsi MOJIHO€ HAWMMEHOBAHUE BBILIECCTOAIICH
OpraHu3aIuu.

15. CmpaBounsle gaHHbie 0 Jlunee
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CnpaBounble JaHHble O Jluiee BKIIOUAOT B ce0s: IMOYTOBBIA ajpec,
HOoMepa TenedoHa, ¢akca, agpec 3MeKTpoHHOU mouThl, kox Jluumes mo OKIIO
(mpoctaBnsiercst mo OOmepoccuiickoMy KiacCu(UKaToOpy MNPEaNpUsITH U
OopraHu3aluii), OCHOBHOW rocyJapcTBEHHbIN peructpanuonusii Homep (OI'PH),
UACHTU(PUKALUOHHBIN HOMEpP HaJIOTOIIaTeNbIIMKA/KOA MPUUMHBI TOCTAHOBKHU Ha
Hajorosbit yuet (MHH/KIIIT).

16. HaumenoBaHue BuJa JOKYMEHTa

PexkBu3uT ucnonb3yercs IS yKa3aHUs BHUJa JOKyMEHTa M paclojiaraeTcs
OJl PEKBU3UTOM «HAaMMEHOBaHUE 00I1e00pa30BaTEIbHON  OpraHU3ALMI.
HauMmeHoBaHue BUJla JOKYMEHTA HE YKa3bIBaeTCsl B TUChMaX.

17. Jlatra moxymeHTa

JlaToli nOKyMeHTa sIBJsSIeTCsl Jara ero NnojnucaHus (Mpuka3, MHUCHMO,
3alMcKa, akT W Jp.), YTBEpXKIAEHUs (MHCTPYKLHMA, TIOJOKEHHUE, TpaBuUIa,
perjiaMeHT, IIaH, OTYET U Jp.), COObITHS, 3a(PUKCUPOBAHHOIO B JIOKYMEHTE
(mporokon). Jlata nmOKymMeHTa MPOCTaBISETCS  JOKHOCTHBIM  JIMIIOM,
MOJMUCHIBAIOIIUM WM YTBEPXKIAIOIMUM JOKYMEHT, WIH TpPH PErucTpanuu
JOKYMEHTA, WJIM HEMOCPEJICTBEHHO COCTaBUTEJIEM P MOJATOTOBKE JOKYMEHTa
(cmyxeOHas 3amucka, 3asiBIeHUE U Ap.). JJOKyMeHTHI, u3/laBaeMbleé COBMECTHO C
IPYTMMH OpraHU3alMsIMH, JIOJDKHBI HMETh OJHYy (eauHyw) pgaty. [aty
JOKYMEHTa 0(hOpMIISIIOT apaOCKUMU U pamMu B MOCIEI0BATEIHHOCTHU

- JIeHb MecsIla, Mecsl, rojl. JleHb Mecsia u mecsi oopMIISIIOT IBYMS
napamMu apaOckux mudp, pasneNeHHbBIMU TOYKOW; TOJA - YETHIPhMS apaOCKUMHU
udpamu, Hanpumep: 01.12.2017. Byksa «r» nociie nudp He CTAaBUTCS.

- U CIIOBECHO-IIM(PPOBOM criocode oopmiieHHs AaThl AEHb Mecsia
yKa3blBaeTca Tapoil apaOckux 1udp, roa 4YeTbipbMs apaOCkumu Iudpamu,
Harpumep: 12 nexabps 2017 r.

18. PerucTtpanuoHHBIM HOMEP JTOKYMEHTA

PeructpannoHHbIii HOMEp MOKyMEHTa MPOCTABISIETCS B COOTBETCTBUU C
CUCTEMOW perucrpauuu, npuHiaTon B Jluuee. PerucrpanvoHHbIE HOMEpP
IPUCBAUBAETCA JOKYMEHTY IOcje ero noanucaHus (yreepxaeHus). Ccblika Ha
pPErMCTPAallMOHHBIA HOMEDP M 1aTy JokymMeHTa Ccbulka HAa MCXOIALIUMN HOMEp U
JaTy JTOKYMEHTa aJpecaHTa BKJIIOYAET B CEOSl PErMCTPAlMOHHBIA HOMEp U JaTy
JOKYMEHTa, Ha KOTOPBIN JOJKEH OBITh JaH OTBET.

19. Mecrto coctaBieHus (M37aHus1) TOKYMEHTA

Mecto cocTaBlieHHS WM W3AaHUA JOKyMeHTa - «r. CapaTtoB» -
yKa3bIBaeTCs Ha OJJaHKaX MPOTOKOJIOB U aKTOB, COCTaBIIIEMbIX B Jluiiee.
20.  Anpecar

B pekBusute «Apapecar» HUCMONB3YIOTCA OGUIMATBLHBIE HANMEHOBAHUS
OpPraHoB TOCYJApCTBEHHOW W MCIIOJHUTEIBHOM BJACTH, OPraHOB MECTHOTO
caMoyITipaBjeHus, opranu3anui. Jlomyckaercs WCIONb30BaTh O(PHUITHATBHO
MPUHATBIE COKPAlICHHbIE HANMEHOBAHHMS OpPraHOB TOCYJAPCTBEHHOM W
WCTOJIHUTENBHOW BJIACTH, OPTaHOB MECTHOTO CAaMOYNPABICHUS, OpPraHU3aLIMi.
[Ipn agpecoBaHWHM NTOKYMEHTA JOJKHOCTHOMY W YacTHOMY JIMIY WHULIHAJIBI
craBiarcs mnociie Gamuwiun. Ilpumep - PykoBogutento OOO «CTtpoutelnb
®amunus U.0.

19



PexBusur «agpecar» NpoCTaBIACTCS B BEPXHEU NPaBOW YacTH JOKYMEHTA
(Ha OjaHKe C VYIJOBBIM PACHOJIOKEHUEM PEKBU3UTOB) WM CIIpaBa IMOJ
pekBU3UTaMU OylaHKa (MPU MPOAOJIBHOM PACIOJIOKEHUH PEKBU3UTOB OJIAHKA).
CTpoku peKBH3UTa «aJpecar» BBIPABHUBAIOTCA MO JIEBOMY Kpalo WIH
LIEHTPUPYIOTCA OTHOCUTEIIBHO CaMOW JUIMHHOW cTpoku. Ilpm anpecoBanun
JOKYMEHTa ©€3 yKa3aHus JOJDKHOCTHOIO JIMIa HAWMMEHOBAHMS aJpecaToB
NUIITYTCS. B UMEHUTEIBHOM Majexke, Hampumep: OpraHbl CTaTUCTHUKUA TOpOjaa
CaparoBa

[Tpu aJpecoBaHWM  JIOKYMEHTa  PYKOBOJMTEIIO OpraHu3aluu
HAaUMEHOBaHUE JOJPKHOCTH YKa3bIBaeTCAd B JaTEIbHOM IMaJieXe, Hampumep:
I'enepansHoMy nupekropy OOO «U3nanue» @amunus 1.0.

[TouToBBIM agpec HE yKa3bIBae€TCSd B JIOKYMEHTaX, HaMpaBJISIEMbIX B
BBICIIIUE  OpraHbl  TOCYJApCTBEHHOW  BiacTH,  (elnepaabHblEe  OpraHbl
UCTIOJTHUTEILHONM  BJIaCTH M WX  TEPPUTOPUAIIbHBIE  OpPTaHbl, OpPTaHbI
TrOCYJapCTBEHHOM M MCIIOJIHUTEIBHON BJIACTH, IMOCTOSI UHBIM KOPPECIIOHICHTAM.
[Ipu agpecoBaHuM MUCbMa B OPraHU3alMIO YKA3bIBAIOT €€ HAMMEHOBAaHUE, 3aTEM
MOYTOBBIM ajapec, Hampumep: [ocymapcTBeHHOe yupexaeHue Bceepoccuiickuii
HAy4YHO-UCCIICIOBATEIIbCKUN MHCTUTYT JOKYMEHTOBEICHUS M apXHBHOTO Jielia
[Ipodcoro3nas yi., 1.82, Mocksa, 117393

[Tpu agpecoBanum gO0KyMeHTa (PU3UUECKOMY JIUITY YKA3bIBAIOT (PaMUIIUIO U
VHULAAIBL TOJIydaTess, 3aTeéM MOYTOBbIM aapec, Hampumep: Ilerpory W.II.
IIpousBoacTBeHHas yi., 4.5, kB.12, . Mocksa, 119633

PexBusutr «Anpecar» He NOJDKEH cojaepxaTh Oojee YeThIpex aJpecaroB.
CnoBo «Komuss» mepen BTOPBIM, TPETbUM, 4YETBEPTHIM aJpecaTaMd He
ykasbiBaeTca. [lpu ymcne anpecatoB 6osee 4-X COCTaBISETCS CIUCOK PACCHUIKH
nokymeHTa. Ecim JOKyMEHT OTIpaBisSIeTCSI B HECKOJBKO  OZHOPOIHBIX
OpraHu3aluii WJIA B HECKOJBKO CTPYKTYPHBIX MOJpa3/elieHHil opraHa
UCTIOJIHUTEIFHOM BJIACTH, TO OHU YKasbiBaloTcs 0000meHHo. [Ipumep:
PykoBonurensam yupexaenuii CI1O

21. T'pud yTBepKaeHus TOKyMEeHTa

I'pud yTrBepkaeHUss MpOCTaBISETCS B MPABOM BEPXHEM YIUIY JTOKYMEHTA.
CTpokHu peKBH3WUTa BBIPABHUBAIOTCA MO JIEBOMY Kpalw WIH UEHTPUPYIOTCA
OTHOCHUTEJIBHO CaMOM JJIMHHOW CTPOKH. JIOKYMEHT yTBEPKIAAETCS JTOIKHOCTHBIM
JUUOM  (DOJDKHOCTHBIMHU  JIMIAMH) WM PACHOPSIAUTENBHBIM — TOKYMEHTOM
(MOCTaHOBIIEHUEM, PEUIEHUEM, IIPUKa30M, pacnopsbkeHueM). Ilpu yrBepxkaeHun
JOKYMEHTA JIOJDKHOCTHBIM JIMIIOM TpU( YTBEPKICHHS IOKEH COCTOSITh W3
cioBa YTBEPXJIAIO (6e3 kaBbluek), HaWMMEHOBAHHUSA JOJDKHOCTH JIHWIIA,
YTBEPKJAIOMIET0 JOKYMEHT, €ro TOJIUCH, WHHUIMAIOB, (pamMuwimu W JaThl
YTBEPKACHUS.

[Tpumep:

YTBEPXAIO

Hupekrop Jlunes

N.0O. Gamuims

22. Jlara

HpI/I YTBCPIKACHUHN JOKYMCHTA HCCKOJBbKHMMH JOJKHOCTHBIMH JIMIIAMH HX
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MOJANKMCH PACIOJIaraloTcsd Ha OAHOM YypoBHe. [Ipu yTBepKAeHUM IJOKyMEHTa
pacnopsIuTENbHBIM JIOKYMEHTOM Tpu( YTBEpXKIECHHUS COCTOMT M3 CIJIOB
YTBEPXJIEH (YTBEPXJIEHO, VYTBEPX/JIEHbLI, VYTBEPX/EHA),
COrJJaCOBAaHHOIO C HAaWMEHOBAaHMEM BHUJIa YTBEPXKAAEMOrO0 JOKYMEHTA,
HAaUMEHOBAHUS BHJAa JIOKYMEHTa B TBOPUTEIHLHOM NaJeXe, €ro AaTbl, HOMEpA.
[Tpumep: YTBEPXKXJIEHO

npukaszoMm Jlunes

ot 01.03.2020 Ne 57

23. 3aroyioBOK K TEKCTY

3aroioBOK K TEKCTYy - KpaTKoe COJAepKaHuEe JIOKyMEHTa. 3arojoBOK K
TeKCTy mpukaza (opmynupyercss ¢ mpemiorom «O» («O0») W OTBe4aeT Ha
BOIIPOC «O YeM?»):

— npuka3 (0 yeM?) 0 Co3JJaHUU KOMUCCHUH;

- npukas (0 ueM?) o0 yTBEPKJIE€HUU IITATHOT'O PACIIUCAHUS;

- nUChMO (0 4eM?) 0 IpeIoCTaBICHUN HHPOPMALIHH.
3aroyioBOK K TEKCTy 0(hOpMIIIETCS 1MOJ] PeKBU3UTAMH OJIaHKA ClieBa, OT TPaHUIIbI
JIEBOTO MOJIS.

HaumenoBanue (3aroioBok) JMOO aHHOTAIUS JOKyMEHTa COCTaBIISETCS
aBTOPOM IMPOEKTa JOKYMEHTA. 3arojOoBOK K TEKCTY MOXET HE COCTABIISITHCS, €CIH
00BbEM JJOKyMEHTAa HE MPEBBIIIACT 4-5 CTPOK.

24.  TekcT JOKyMeHTa

JlokymeHTbl JIumess COCTaBIAKOTCA HAa TOCYJIApCTBEHHOM  SI3BIKE
Poccuiickot ®denepamuu - pycckoM. TEKCT HOKYMEHTa MOXKET COIEpKaTh
pasienbl, MOAPa3IeNbl, MyHKTHI, MOAMYHKTHI, HyMepyeMble apaOCKUMH LIUPpPAMH.

B npukazax TEKCT TOKyMEHTA M3J1aratoT OT IEPBOro JIMLA €IUHCTBEHHOIO
yucna («mpukasbiBaio») B JOKyMeHTax KoJIJIErMaldbHBIX M COBEHIATEIbHBIX
opraHax OT TPEThEro JUIla €AMHCTBEHHOTO Yncia: («CoOOpaHue... pemnso)

TekcT MpoTOKONIAa HU31araeTcsi OT TPETHErO JIUIA MHOKECTBEHHOI'O 4YHCIIa
(«caymmanuy, «BBICTYIHIINY, «IIOCTAHOBUINY, «PEUIUIIN).

B coBMeCTHBIX JOKyMEHTaxX TEKCT H3JaraloT OT I[EepBOro JIMLa
MHOKECTBEHHOT'0 YHCIIA: (KIIPUKA3ZBIBAEM», «PELIIIIN).

B nenoBbIx (cmy>keOHBIX) MTUChMAaX UCTIOJIB3YIOTCS (hOPMBI U3ITOKECHHUS:

- OT MEPBOTO JIMIA MHOKECTBEHHOT'O YK CIIa («IIPOCUM HAIPABUTHY,
IPEACTaBIsIEM Ha PACCMOTPEHHEY);

= OT TPETHEro JHIa €AMHCTBEHHOro uncia («Aamunucrpanus MOY
«OOII Ne 17» He Bo3paxaeT»);

— OT MEPBOTO JHUIAa €AMHCTBEHHOTO YHCia («CUYUTAI0 HEOOXOIUMBIMY,
«IpeJiarar pacCMOTPETHY).

[Ipu ymoTtpebneHun B TekcTe (GamMuimii JTUI WHUIUATBl YKA3BIBAIOTCS
nocne dammunuu. B 1emoBeIX (Cy’KeOHBIX) MHUChMAaxX MOTYT HCIIONIb30BATHCA: -
BCTYIIUTENIbHOE 00OpallleHHE:

YBaxaemsblii rocnioinH MiBaHoB!

YBaxkaemas rocrnoxa Ilerposa!

VYBaxaemblii Hukonait [letpoBuy!

VYBaxaemas Oisbra HukosaeBHa!
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YBakaemsle rocrozal

B o0pameHnn mo JOJKHOCTH HAaUMEHOBAaHUE JOJDKHOCTH MUIIETCS C
MPONMUCHOM OyKBbI, B OOpalleHHMd N0 (PaMUIMM UWHULMANBl JIMLIA HE
YKa3bIBAIOTCS. - 3aKII0UYMTENbHAs ATUKeTHasd ¢pa3a: C yBaxeHueM, ... CTpaHULbI
JOKYMEHTa HYMEpYIOTCS, HauyMHas CO BTOPOro JIUCTA JIOKyMEHTa apabCKuMu
mudpamMu  MOCEpeIMHE BEpXHEro mnoiyid. TeKCT IOKyMeHTa OTHAENseTcs OT
3aroJioBKa JIByMs WJIM TPeMsl MEXJYCTPOUYHBIMH MHTEpBAJaMU, UCIOJIb3yEMbIMU
B TEKCTE.

25. OtMeTKa 0 MPUIOKEHUU

OTmeTka O NPWIOKEHUH HCIONb3YyeTCsl MpU O(GOPMIEHUH TMHUCEM U
OPWIOKEHUM K IUTaHaM, MporpaMMaM, OT4YeTaM, I[OJIOKEHUSM, MpaBUIIaM,
UHCTPYKIUSIM W JPYTrdM JIOKYMEHTaM. B muchbMax OTMETKa O NPUIIOKEHUU
oopMIIsieTcss oI TEKCTOM MUChbMa Ha paccTosiHUU 1,25 cM OT TpaHHUILIbI JIEBOTO
noJisi. Ecnu npusokeHne Ha3BaHO B TEKCTE MUCbMA, B OTMETKE O MPUIIOKEHUU
yKa3bIBA€TCAd KOJIMYECTBO JIUCTOB M KOJIMYECTBO SK3EMIUISIPOB MPUIIOKECHHUS,
HanpuMmep: [Ipunoxxenue: Ha 3 1. B 1 9K3.

[Ipy HaMUYMU HECKOJIBKUX MPUIIOKEHUH, B OTMETKE O MPUIIOKEHUH OHU
HYMEpYIOTCS, YKa3bIBAIOTCSI HAUMEHOBAHUS KaXKJIOTO MPUIIOKEHUS, KOJIHMYECTBO
JUCTOB U KOJMYECTBO IK3EMILISIpOB, Hanpumep: [Ipunoxenue:

1. [Inan-rpaduk ... Ha 3 1. B 2 3K3.

2. CrnpaBka o moaTBep>kaeHuu dakra o0yueHus... Ha 1 1. B 1 7K3.

Ecniu npunoxxkenuss cOpouItopoBaHbl, TO KOJUYECTBO JIMCTOB HE
yKa3biBaeTcs. Ecnu npuiokeHue HarpaBIsiOT HE BO BCE YKAa3aHHBIE B JOKYMEHTE
aapeca, TO OTMETKY O €ro HaJlU4uu OQOPMISIOT CJEAYIOIIUM 00pa3oM,
HaIpuMep:

[Tpunoxenue: Ha 3 1. B 1 3K3. TOJBKO B MEPBBIN ajpec.

Ha npunoxeHusx K mnpaBuiaaM, HHCTPYKUUSAM, IOJIOKEHUSIM, ILUIaHAM,
nporpaMMamM, JOTOBOpaM M JPYTUM JOKYMEHTaM OTMETKa O MPUII0KEHUU
IPOCTABIISIETCA HA MEPBOM JINCTE MPUIIOKEHUSI B IIPaBOM BepxHeM yriy. Eciu
NPWIOKEHUE OJHO, OHO HE HyMepyercs. Eciam mpuiiokeHWil HECKOJbKO, OHU
HYMEpPYIOTCs (TpuiiokeHue 1, mpunoxeHue 2).

B TekcTe qokyMeHTa mpu MepBOM YIIOMHHAHUH JOKYMEHTA MPUIIOKEHUS B
CKOOKax yKaspIBaeTcs: .. (MpWwiokeHWe) wik ... (mpuwioxeHue 1); mepen
HOMEPOM IPUIIOKEHUS TOIYCKAETCS CTaBUTh 3HAK HOMEPA: ... (mpuioxkeHue Ne
2);

B oTMeTKe O NMPWIOKEHUHM YKAa3bIBAETCS HAMMEHOBAHHE BHJIa OCHOBHOIO
JIOKyMEHTAa, €ro aata u Homep, Hanpumep: [Ipunoxenue Ne 2 k npukazsy MAOY
«JInmeit Ne 24 umenn M.M. Packosoit» ot 08.06.2017 Ne 67.

Ecnu npunoxeHuem K AOKYMEHTY (HampuMmep, K MpHUKa3y) SBISIETCA
YTBEPAKIAAEMbI JTOKYMEHT, (MOJOKEHHWE, MpaBWiia, UHCTPYKIUSA, PEriIaMeHT U
JIp.) B BEPXHEM MPABOM YTy MPOCTABISIETCS OTMETKA O MPWIOKEHUH, HUKE —
rpud yTBEpKACHUS, HAIPUMED:

[Tpunoxenune

YTBEPXJIEHO mnpukazom MAOY «Jluner Ne 24 wumenu M.M.
PackoBoi» ot 08.06.2017 Ne 67.
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Bun u pasmep mpudrta pexkBuzuta «OTMETKA O NPUIOKEHUU» JIOJHKEH
COOTBETCTBOBAThH BUJY U pazMepy HipudTa TeKCTa JOKYMEHTA.

25. I'pud cormacoBanus noKkymeHTa

I'pud cormacoBaHusi JOKYMEHTa HCHOJIB3YETCS TMPU  COTJIACOBAHUU
JIOKyMEHTa C OpraHaMH BJIACTH, OPraHU3AIUSMH WU JOJDKHOCTHBIMU JTUIIAMH.
On coctout u3 cnoa «COI'JIACOBAHO», nomKkHOCTA JMIA, KOTOPBIM
COTJIaCOBaH JOKYMEHT (BKJIIOYass HAWMEHOBaHUE OpraHu3aluu), JAYHOU
NOAMHUCH, paciMPPOBKA MOANUCH  (MHULIMAIOB, (amMuiIuu) U JaThl
COTJIACOBAHHSI.

[Tpumep:

COI'TACOBAHO

Hupexrop MAOY «JIunei Ne 24 umenn M.M. PackoBoib»

N.N. NBanoBa

01.12.2019

I'pud cormacoBanus B 3aBUCUMOCTH OT BHj1a JOKYMEHTA U OCOOCHHOCTEM
ero o(OpMJICHUS MOXKET MPOCTABISATHCS:

- Ha TIEPBOM JIUCTE JIOKYMEHTa (€CIM JOKYMEHT HUMEET THUTYJIbHBIN
JUCT, - HA THUTYJbHOM JIMCTE) B JIEBOM BEpXHEM YIJy Ha ypoBHe rpuda
YTBEPKACHUS UIIN 110J] HAMMEHOBAHUEM JIOKYMEHTa OJIMKe K HIDKHEMY TIOJII0);

- Ha MOCJICTHEM JIUCTE TOKYMEHTA MOl TEKCTOM;

- Ha JIMCTE COTJIACOBAHMS, SIBIIIOIIEMCSA HEOTHEMIIEMOU YaCThIO
JTOKYMEHTA.

BHelnee cormacoBaHue TaKKe MOXKET OBITh OCYIIIECTBIECHO IPYTUM
JOKYMEHTOM - TUCbMOM, IIPOTOKOJIOM, IIPUKA30M.

[Tpumep:

COI'JTACOBAHO

npukazom JIO r M ot 01.07.2017 Ne 01-01/54

26. Bwmza

CormacoBanue TIpoeKTa JOKyMmMeHTa odopmisercs Buizod. Bmza
IIPOCTABJISETCA COOCTBEHHOPYYHO JIMIIOM, BU3HPYIOIIUM JOKYMEHT, U BKIIIOYAET
B ce0s HaNMMEHOBAaHHME JOJDKHOCTH BHU3UPYIOIIETO, €ro JHMYHYIO TOJIHCH,
pacmupoBKY MOANUCH (MHUIIMAIBI, (PaMUJIHIO) U J1aTy.

[Ipumep:

3amecturens qupekropa N.0O. @amumnums 03.03.2020

Jlonyckaercst HOJIMCTHOE BU3UPOBAHHUE TOKYMEHTA U €r0 MPHIOKEHUN.

[Ipy Hanuuum 3aMedaHWil, AOMOJHEHUW K MNPOEKTY IOKYMEHTa BHU3a
JIOTIOJIHSETCS] COOTBETCTBYIOIIUM YKa3aHUEM.

Jns TOKyMeHTa, TOMJIMHHUK KOTOPOro OTHPABJSAIOT W3 Jluues, BHU3BI
MPOCTABIISIIOTCS HA DK3EMILISIPAX JOKYMEHTOB, TOMEMIAEMbIX B JEJIO.

Jns  1OKyMeHTa, MOJJIMHHUK KOTOpOro ocrtaercss B Jluiiee, BH3BI
COTJIACOBAHMSI TPOCTABISAIOTCS Ha O0OOpPOTE TMOCIEIHEro JHCTa MOMJUHHHUKA
JTOKYMEHTA WM Ha MOCIEIHEM JIUCTE JOKYMEHTA MO/ MOAMUCHIO.

27. Tlommwuce

IToamuce BKITIOUAET:

— HAMMEHOBAaHUE JOJDKHOCTH JIMIA, MOJIMHUCABUIETO JIOKYMEHT, €ro
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COOCTBEHHOPYUYHYIO MOANKCH;
— pacmudpoBKY MOANUCH (MHULMAIIBI, (DaMUIHs):

[Ipumep: Jupekrop nuunas noanuck M.0. Gamunus

Ecnmu nokymeHT odopmiieH He Ha OJlaHKE, B HAUMEHOBAaHUE JIOJKHOCTH
BKJTFOYAETCsl HauMeHoBaHue Jlunes (noxHoe Ha3BaHue Jlumes).

Honyckaercs B pekBu3ute «l[loanuch HOMKHOCTHOTO JHUIa» LEHTPUPOBAThH
HAaUMEHOBaHUE JOJDKHOCTH JIMIA, MOJAMHMCABIIETO JOKYMEHT, OTHOCHUTEJIbHO
CaMOW JUIMHHOM CTPOKH.

[Ipy noanvcaHuM JOKYMEHTa HECKOJbKUMH JOJDKHOCTHBIMU JIMLIAMU
pa3HbIX JOJDKHOCTEH MX TOANMCH pacloyiaraloT OJHY ToJa JpYyro B
MOCJIEIOBATEIbHOCTH, COOTBETCTBYIOIIEH HEepAPXUU 3aHUMAEMOM JTIOJKHOCTH.

[Tpumep:

Jupexrop nmmuHas noanucs N.0.O.

3amecTutenb qupekTopa audHas noanuck N.0.0.

[Ipu moanucanum AOKYMEHTAa HECKOJbKHMHU JIMIIAMHU PABHBIX JOJKHOCTEH
UX TOAMHMCH paCIoiaraloT Ha OJHOM ypoBHE. B mokymeHTax, COCTaBIIEHHBIX
KOMHUCCHEH, yKa3bIBae€TCs CTATyC JIMIa B COCTaBE KOMMCCHH: MPOCTaBICHUEM
KOCOM dYepThl Mepe]] HaUMEHOBAHMEM JOJDKHOCTH (J0OaBisATH Kakue- JIH0o
npuctaBku). Eciu aupekTop WiaM HMHOE YNOJIHOMOYEHHOE Ha TOJNHUCAaHUE
JOKYMEHTA JIMIIO0 BPEMEHHO OTCYTCTBYET (OTHYCK, 00JIe3Hb, KOMAHIUPOBKA) WIIH
JOJKHOCTh BAaKaHTHA, TO JOKYMEHT MOAINUCHIBAET COTPYIHUK, YIIOJTHOMOYEHHBIN
Ha TMOANUCAHUE B COOTBETCTBUU C PACIOPSAUTEIBHBIM JTOKYMEHTOM WIIU
HAJEJCHHbII TOJHOMOYMSMH, YCTAHOBJICHHBIMM TpuKa3oMm Jluuesa win
yUpEIUTENsl, C YKa3aHUEM CBOEH JOJKHOCTU M MOJHOMOYMS, HAIpUMED:

3amectutens qupekropa noanuck N.O. @amunus uiu:

Ncnonusromuit o6si3anHOCTH TupekTopa noanuch M.0. Gamunus wim

u.0. gupektopa noanuck N.0. Gamunus

PexBusur «Iloamuch DOMKHOCTHOTO JHUI@» MOXKET ObITh OQopMiIeH
COOCTBEHHOPYYHO aBTOPOM JIOKYMEHTa (Hampumep, Mpu HAMCaHUU CIIyKeOHOU
3amucKu  0€3 TPUMEHEHHS TEXHUYECKMX CpeAcTB) Jubo odopmiieH ¢
UCIIOJIb30BAHUEM TEXHHUUYECKHUX CPEJICTB.

B cnydae odopmienus pexBusuta «l[loamnuce MOMKHOCTHOrO JHIA» C
UCTOJIb30BaHUEM TEXHHUYECKUX CPEACTB BUJA U pa3Mmep wipudra ykazaHHOTO
PEKBU3HUTA HE MOXKET OTJIMYATHCA OT BHJA U pa3Mepa IpU(pTa OCHOBHOTO TEKCTa
JOKYMEHTA.

PexBuzur «lloanuce MOMKHOCTHOTO JIML@» OTHENSIETCS OT TEKCTa TPEMs
WJIN YE€THIPbMSI OJITUHAPHBIMU MEXAYCTPOUHBIMU UHTEPBAJIAMHU.

28. Ileuats

[lewaTs sBisIETCS CHOCOOOM MMOATBEPKIACHUS MOMJIMHHOCTH IMOANUCH
JOJDKHOCTHOT'O JIMIa Ha JOKyMeHTe. [leyaTh cTaBUTCS Ha IOKyMEHTaX B CIIy4dasX,
MPEAYyCMOTPEHHBIX 3aKOHOJJATEIbHBIMU W1 UHBIMH HOPMATUBHBIMU MTPABOBBIMU
aktamu. IledaTp cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, IPH 3TOM OTTHUCK
reyaTy He 3aXBaThIBAECT JIMYHON MOJNUCH JTOJKHOCTHOTO JIMIIA, MOAMNKMCABIIETO
JOKyMEHT, uWiu B Mecte, oOo3HaueHHOM «MID» («Mecto mneuatn»). B
JOKYMEHTaX, IMOATOTOBICHHBIX Ha OCHOBE YHU(ULHMPOBAHHBIX (OpPM, MeyYaTh
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CTaBUTCS B MeCTe, 0003HaUEHHOM OTMETKOM «MID» miu uHbIM 00pazoM.

29. OtmeTka 00 UCTIOTHUTENE

OtMetrka 00 wucnonHuTene (aBTOpe) JAOKYMEHTa MPOCTABIAETCS Ha
nuceMax IlIkomnel B IEBOM HMIKHEM YIJly JIMLIEBOM CTOPOHBI MOCJIEAHErO JIMCTa
JIOKyMEHTa OT TpPaHMIIbl JIEBOTO TMOJIA WIM, NMPU OTCYTCTBUM MeCTa, - Ha
000pOTHOM CcTOpOHE BHU3Y ciieBa. OTMETKa BKJIIOUaeT (haMIINIO, UMs, OTYECTBO
UCIIOJTHUTESI M1 HOMEp ero TenedoHa, a TaKKe OTMETKAa 00 MCTIOJHUTENIC MOXKET
JOTIOJIHATHCS ~ HAUMEHOBAaHUEM  JIOJDKHOCTH M DJICKTPOHHBIM  aipeCcOM
UCIIOJTHUTEJIS.

[Tpumep:

NBanoB Nean MBanoBuu, crienuanuct no oxpane tpyna (888) 888-88-88,
Ivanov@mail.ru 30.

30. OtMeTKka 0 3aBEpEHHH KOHUH

Jlns moATBEp)KICHUST COOTBETCTBHUS KOMHHM (BBIMUCKH M3 JIOKYMEHTA)
MO/UVTMHHUKY JIOKYMEHTA Ha IMOCIETHEM JIUCTE KOMUU (BBIMUCKH U3 JOKYMEHTA)
noa pekBuzuToM «lloanmucek» odopmisieTcs pekBU3NT «OTMETKAa O 3aBEPEHUH
KOITUW.

OTMeTKa 0 3aBEpEHHMH KOIMH BKJIIOYAET: CIOBO «BepHOo», HauMEHOBaHUE
JOJDKHOCTH ~ JIMIA, 3aBEPUBIIETO KOIMHUIO, COOCTBEHHOPYYHYIO  IIOJIIHUCH,
pacuinpoBKy moANKMCH (MHUIMANBI, (aMIWINIO), JaTy 3aBEPEeHHS KOIUH
JIOKYMEHTA.

PexkBuzutr «OTMETKa O 3aBEpEHUU KOMHUU» MOXKET OBbITh O(QOopmIIeHa OT
PYKH WIM C HCIOJb30BaHWEM ITamma. JlomyckaeTcsi 3aBepsTh KaXKIbIH JIHCT
MHOTOCTPaHUYHOMN KOTTUU JOKYMEHTA.

31. OrtMerka O MOCTYIUIEHUU JOKyMEHTa

OTmeTka 0  TOCTYIUIGHHHM  JIOKYMEHTa  COJIEPXKHUT  BXOMISIIHIMA
PETHCTPAIMOHHBI HOMEpP M JaTy TOCTYIUIGHHS JOKyMeHTa. Jlomyckaercs
yKa3aHHe YacOB M MUHYT MOCTYIUICHHSI JOKYMEHTa C 3aBEpEHUEM IOJITUCIMU
3aMHTEPECOBAaHHBIX JUIl. (OTMETKa O TMOCTYIUIEHUH JIOKYMEHTa MOXET
IIPOCTABJISITHCS C UCIIOJIb30BAHUEM IITaMIIA.

32. Pesomomus

Pesomronius  comep)KUT yKa3aHWE II0 MCIOJHEHUIO JokymeHTa. OHa
opopmisieTcss Ha CcBOOOAHOM MecTe pabodero mois JOKyMeHTa. Pesomrorus
BKJIFOYaeT B ceOs: (GaMUIIMIO, WHULNHAIBl HCIOJHUTENS (MCIOJHHUTEIICH),
MOpYYEeHHUE TIO0 JOKYMEHTY, MOAMUCH aBTOpa PE30JIONHUHA U JaTy OQOopMIICHUS
pe3omonuu. Pe3ononusa, mo yCMOTPEHHUIO JIMIA, JAIOIIEro MOPYyYEHHE, MOXKET
BKJIFOYATh B c€0sl TAKXKE CPOK MCIIOTHEHHUS JOKYMEHTA.
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