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Ha Ilexarormyeckom cosere aupexTop I'BOY «COLI Nel4

NpoToKoJ Ne 4 c.ii. Husknue Agyanykm»

09.01.2023 r .b.lleuoeBa
HNucrpykuus

o aeaonpousBoacTBy B 'BOY «COI Nel4 c.n. Hmxkane Aganykmw»

1. O01Me moJ10KeHu A

1.1. Hactoswas UHcTpykuma no genonpoussoactsy B FBOY «COLLU Ne14 c.n.HuxHue
Auanyku» (ganee — wkona), paspaboTtaHa B cOoTBETCTBUM C PeaeparnbHbIM 3aKOHOM OT
29.12.2012 Ne 273-93 "O6 obpazoBaHuun B Poccuiickon ®egepauun” B pegakumm ot 5 gekabps
2022 roga, FOCT P 7.0.97-2016 «Cuctema ctanHgapToB no nHpopmauumn, bnbnmoteyHomy u
nsgarensckomy geny, «OpraHm3aumMoHHO-pacnopsaanTenbHas 4okyMmeHTauus. TpeboBaHus K
0ChOpPMIEHMIO LOKYMEHTOBY, a Takke YCcTaBoM 06Leo0pa3oBaTenbHON opraHn3aumm n opyrumm
HOpMaTUBHbBIMW NPaBOBbIMW akTaMmu Poccuiickon ®egepaunn, pernameHTUpyroLwnuMm AesTenbHOCTb
o6LweobpasoBaTenbHbIX OpraHn3aLuii.

1.2. laHHasa MHCTPYKLMSA NO Aenonpon3BoACTBY B LWKose (aanee - MHCTpykumsi) o6o3HavaeT
npaeusia NOAroTOBKN 1 0OOPMIIEHNST [OKYMEHTOB B OpraHM3aunn, OCyLLECTBNSAOLLEN
obpa3zoBaTenbHY AeATENbHOCTb, OnpeaensieT ctaHgapThl 0POPMIIEHUS PEKBM3NTOB, Or1aHKOB
OOKYMEHTOB, COCTaBEHMSI NPUKA30B, NMOSIOXKEHNIN NHCTPYKUUIA, a TaKKe pernaMmeHTupyeT
dopmMmMpoBaHME OeN N X TEKYLLEe XpaHeHne, NoAroTOBKY AOKYMEHTOB 1 AEN K nepeaaye Ha
apXxMBHOE XpaHeHne B 00Leobpa3oBaTenbHOM OpraHn3auuu.

1.3. MHCTpyKuMs No 4enonpon3BOACTBY B LLKOME pa3paboTaHa B LeNsiX YCTaHOBEHUS €ANHbIX
TpeboBaHMn K NOAroToBKE, 06pabOoTKe, XPaHEHMIO U UCMOSTb30BaHMIO 00pa3yLLNXCS B
AesaTenbHOCTM 06LLeobpa3oBaTenbHOM OpraHM3aunmn 1 NOCTYNaoLWMX B LLKOMY JOKYMEHTOB, a
TaKke COBEPLUEHCTBOBAHMS 1 MOBbIWEHWS 3EKTUBHOCTM AENOonpon3BoacTea
06LLeobpa3oBaTeNbHON OpraHn3aLmm.

1.4. NMonoxeHnst IHCTPYKUMM pacnpoCTpaHsaTCs Ha opraHn3aumio paboThbl ¢ LOKYMEHTaMM
He3aBMCUMO OT BMAa HOCUTENS, B TOM YMCIE C ANEKTPOHHLIMU AOKYMEHTaMM, BKITtoYasi NoAroToBKY,
06paboTKy, XpaHeHMe 1 NCMNOMb30BaHNE AOKYMEHTOB, OCYLLECTBSIEMbIMU C MOMOLLbIO
NHOPMALMOHHBIX TEXHOSTOTNA.

1.5. OpraHnsauuio, MeTOANYECKOe PyKOBOACTBO, COBEPLLUEHCTBOBaHME AENONPON3BOACTBA U
KOHTPOIb 3a cobniogeHnemM HacToswen VIHCTpYKLMK B LLIKOSE OCYLLIECTBIISIET OTBETCTBEHHbIN 32
BeZleHne Oenonpon3BoaCcTBa.

1.6. lNpaBa 1 06513aHHOCTM PAabOTHNKOB, OCYLLIECTBASAIOLLNX paboTy C JOKYMEHTaMU B CTPYKTYPHbIX



noapasgeneHusax obweobpasoBaTensHON opraHn3aunn, yCTaHaBnmMBakTCA AOMKHOCTHLIMU
WHCTPYKLUMAMM UM NPUKA30M OMpeKTopa.

1.7. CBefeHus, cogepxalumecs B JOKYMeHTax, MoryT 6biTb UCMOMb30BaHbl TOMBKO B pabounx uensax
B COOTBETCTBUM C NMOMHOMOYMSIMU COTPYAHMKA, paboTatoLero ¢ fokymeHTamn. PaboTa ¢
OOKYMEeHTamMun BHE NOMELLEHUI LLKOMbl He gonyckaeTcs. [pu yTpate 4OKYMEHTOB NMPOBOAUTCS
cnyxebHasa npoBepka.

1.8. MNpu yxoge B oTNyck, nepesoe (nepemeLleHnm) no paborte nnu B cryvyae yBONbHEHUS
COTPYOHUK 00A3aH NnepefaTth BCE HAXOOALLMECS Y HErO AOKYMEHTbI MHOMY COTPYOHUKY,
onpeaenéHHomy B COOTBETCTBUM C yYKazaHUEM HENOCPEOCTBEHHOTO PYKOBOAMUTENS YBOMbHAEMOrO,
yXOASLLEero B OTNyCK Unu nepesoasilerocs (nepemeLtaemoro) no paboTte coTpyaHuka.

1.9. MHCTpyKuMa No BegeHuMo Aenonpon3soacTea obasaTensHa ans cobniogeHs Bcemm
paboTHUKaMu LIKOrbl. BHOBb NpUHATLIE HA pabOoTy COTPYOAHUKM, B AOMKHOCTHbIE 00A3aHHOCTU
KOTOPbIX BXOAWT BeAEHME JOKYMEHTaUNN, B Te4eHne Tpéx pabounx AHen co OHS u3gaHus npvkasa o

HasHa4YeHUN Ha OOMKHOCTb AOMXKHbI ObITb 03HAKOMITEHbI C HAcTosILLEeN VMIHCTpYyKLMe nog noanmchb.

2. IIpaBuia noaAroToBKU M 0oOpMJICHUS JOKYMEHTOB

2.1. B 0eATenbHOCTU KOSl CO30aETCHA KOMMIIEKC OPraHN3auUmMoOHHO pacnopsaanTenbHbIX
OOKYMEHTOB: MpKKa3bl, NONOXEHWS, NpaBuna, MHCTPYKLMKN, pernameHTbl; NPOTOKOMbl 3acefaHuni
(coBeLyaTenbHbIX, KOOPAUHALMOHHbBIX, 3KCNEPTHbLIX U AP. OPraHoB), akTbl, aHANUTUYECKUE CMPaBKMY,
AOKnagHble 1 cnyXebHble 3annckn, A0roBOpbl (KOHTPaKTLI, Cornallennst), Aenosas (cnyxebHas)
nepenucka u ap. COCTaBnATCA 1 0POPMIIAIOTCSA cneumarnbHble JOKYMEHTbI, CBA3aHHbIE C
nnaHnpoBaHnem obpasoBaTenbHON AEATENBHOCTM U OCYLLECTBNIEHNEM XO3ANCTBEHHbIX
MeponpuaTui, BegeHmem yuyebHo-negarormyeckoro yyeTta, opraHmsaumen genonpon3soacTsa
obLeobpasoBaTenbHOM opraHnsaummn, obecnedeHmem GyxranTepckoro ydeta.

2.2. IokyMeHTbI MOryT co3faBaTtbCs Ha OyMaXKHOM HOCUTESE N B 3NIEKTPOHHON hopMe ¢
cobniogeHnem yCTaHOBMNEHHbIX NMpaBui 0PopMIeHNs JOKYMEHTOB. Mpu co3gaHnm JOKyMeHTa Ha
OBYX 1 6onee cTpaHuLax BTOPYO 1 NOCMeaytoLme CTpaHuLbl HyMepyHoT.

2.3. Homepa cTpaHuL, NpocTaBnaTCs NocepeamHe BEpXHEro Nongd AoKyMeHTa Ha pacCTOSHUN He
meHee 10 MM OT BepXHero kpasi nucta. [lJonyckaeTcs co3gaHne AOKYMEHTOB Ha JIMLIEBON U
060OpOTHOM CTOPOHax NmcTa.

2.4. lNpun oBYCTOPOHHEM CO34aHMM JOKYMEHTOB LUMPUHA NIEBOrO NOMs Ha fIMLIEBON CTOPOHE NiucTa u

npaBoro nosnsi Ha 060POTHON CTOPOHE NUCTa AOSKHbI ObITb PaBHbI.

3. PeKBU3HUTHI JOKYMEHTOB

3.1. Ans pekBM3nTOB OOKYMEHTOB, CO3[aBaeMbiX B 06LLe00pa3oBaTebHOM OpraHn3aumm
yCcTaHaBnuealrTcsa npasuna u TpebosaHus B cootBeTcTBumn ¢ FOCT P 7.0.97-2016.
3.2. CocTaB peKkBU3NTOB KOHKPETHOro JOKYMEeHTa onpeaensercs ero BUAoM U HasHavyeHneM.

3.3. [1pn noarotoBke 1 odhopMNeHMr JOKYMEHTOB B LLIKOJTE UCMOMb3YHTCH Criedyloline pekBU3NThI:




Koa oopMbl JOKYMEHTA;
HanMeHoBaHWe LLKOMbI;

CMpaBOYHble JaHHbIE O LUKOre;
HaMMeHOBaHMe BMUaa AOKYMEHTa;
harta AOKYMEHTa;

perncTpaLnoHHbIN HOMep AOKYMEHTa;
CCblflka Ha PermcTpaLMOHHbIA HOMEP U AaTy OOKYMEHTa;
MECTO COCTaBfeHNSA (U30aHNS) OOKYMEHTA;
agpecar;

rpyud yTBEPXKAEHNS JOKYMEHTA;
3arofioBOK K TEKCTY;

TEKCT JOKYMEHTA;

OTMETKa O MPUNOXEHNN;

rpud corracoBaHUs JOKYMEHTA;
BU3Q;

noarnuce;

oTMeTKa 006 3rEeKTPOHHOW NoANnNCH;
neyarb;

oTMeTKa 06 UCnonHuTene;

OTMETKA O 3aBEPEHUMN KOMUU;
OTMETKa O MOCTYMMEHUN JOKYMEHTA;

pesonoums.

4. BJ1aHKHU I0KYMEHTOB

4.1. lokyMeHTbI, co3aaBaeMble B 00Leo0bpasoBaTenbHOM OpraHn3aumnmn, 0opmMIISiTCS Ha
GnaHkax, M3roTOBMEHHbIX HA CTaHAAPTHbIX NucTax bymarn popmaTtoB A4 (210x297 mm) n A5
(148x210 mm). OTaenbHble BUALI LOKYMEHTOB (Tabnuupbl, CXeMbl, CMETbI) fonyckaeTcsl ohopMsTb
¢ ncnonb3oBaHnem gopmata A3 (420x297Mm). [JOKyMEHTbI, COCTaBMNAOLLME BHYTPEHHIOH
nepenuncky, 0PopMIISIOTCA Ha CTaHAAPTHbIX NucTax bymaru oopmarta A4 (210x297 mm) 6e3
NCMNonb30BaHNSA BriaHKoB.

4.2. Kaxagbii TUCT AOKYMEHTa, 0pOPMIIEHHbIV Ha BnaHke unu 6e3 Hero, AoMKEH UMETb NoNs He

MeHee:

20 Mm - neBoe;
10 MM - npaBoe;
20 MM - BepxHee;

20 MM - HUXKHee.



4.3. [JokyMeHTbl AnuTenbHbIX (cBbilwe 10 NeT) CPOKOB XpaHEHUS LOMKHbI UMETb NIEBOE NOSE He
meHee 30 MMm.

4.4. Bugbl 6naHkoB OOKYMEHTOB NpPpUMEHAEMbIX B LLIKONE:

oOLKn BnaHk;
OnaHK nucbma;

©naHk KOHKPETHOro Bnaa gOoKyMeHTa (6J'IaHK npukKasa, OnaHk pacnopsxxeHud, 6naHk NpPOTOKOITa n

Ap.)

4.5. OGpasLbl pa3paboTaHHbIX U MPUMEHSAEMbIX B LLKOME GraHKoB Noanexat BKIMYEHNIo B
WHCTPYKLMIO MO Aenonpon3BoacTBy 0bLeobpa3oBaTenbHON OpraHM3aLmumn B Ka4ecTBe NpUNoXeHn

(npynoxexue 3 Ha 3 nucTax).

5. Ilpuka3sbl

5.1. Npukazamu ochopMnsOTCA peLleHns No ONnepaTUBHBbIM, OPraHN3aLMOHHbIM, YYEOHbIM,
KagpoBbIM (MpUMNoXeHne 2 Ha 9 nucTax) u Apyrum Bonpocam paboThbl LKOMbI.

5.2. lMpoekTbl NPp1KasoB roOTOBAT OTBETCTBEHHbIE UCMOMNMHUTENN HA OCHOBaHUM NOPYYEHUI
avpekTopa, ero samectutenen. [NpoekTbl NPUKa3oB Mo JIMYHOMY COCTaBYy FOTOBUT cCreLumanmcT no
Kagpawm.

5.3. B npukasax TEKCT uanaraeTcs oT NepBoro nvua eanHcTeeHHoro ymcna («NMPUKA3BIBAKO»).
5.4. TekcT npukasa MOXET COCTOATb U3 ABYX YacTel: KOHCTaTMpyoLwen (npeambynbl) 1
pacnopsguTenbHON.

5.5. B KOHCTATMPYHOLLIEN YaCTW KpaTKO nU3nararTca Lenu n 3agaydv, dakTtbl U codbITus,
MOCNY>XUBLUNE OCHOBaHMEM A5 M3OaHus npukasa. OHa MOXET HaunHaTbea cnosamu "B uenax”, "B
cootBetcTBUN", "BO ncnonHeHne", n T.4. Ecnu npukas nsgaetcs Ha OCHOBaHUM OPYroro JOKYMEHTa,
TO B KOHCTaTMPYIOLLLEN YacTK yKa3blBaeTCA HaMMeHOBaHWe 3TOro OKYMeHTa, ero gata, Homep 1
3aronoBok. [Npeambyna B npoekTax npunkasoB 3aBepLiaeTcs crioBoM «[MPUKA3BIBAKO», koTopoe
neyartaeTcs 3arnaBHbIMK GyKBaMMU.

5.6. PacnopsaguTtenbHasa YacTb SOMKHA cogepkaTb NepedncrieHme npeanucbiBaeMblx 4ENCTBUN C
yKa3aHWeM MCMOSTHUTENS KaXaoro 4ENCTBUS U, NP HEOOXOAMMOCTM, CPOKOB UCMOSTHEHMS.
PacnopsigutenbHas 4yacTb AeNUTCS Ha MYHKTbl U NOAMYHKTbI, KOTOPbIE HYMEpPYTCS apabckumm
undppamu. [lenctenst 0oGHOPOLAHOMO Xapakrepa MoryT ObITb MepevncrieHbl B O4HOM MyHKTE.

5.7. B kayecTBe UcCnonHUTENEN yKasblBatoTCA 3amMecTUTENN ANPEKTopa, Nnpeaceaareny nnm
pykoBoAUTENM pabo4mx rpynn (KOMUCCUR).

5.8. Ecnn npukas nameHsieT paHee n3gaHHbIN JOKYMEHT (MYyHKTbl JOKYMEHTA), TO OAWH 13 MYyHKTOB
pacnopsguTenbHOM YacTh TeKCTa AOMKEH CoaepKaTb CCbINTKY HA 3MEHSAEMbIN JOKYMEHT (MYHKTbI
OOKyMeHTa) C yKazaHMeM ero gatbl, HOMepa 1 3arosioBka.

5.9. Ecnn npukas oTMeHsieT AencTBue paHee n3gaHHoro JOKyMeHTa (MyHKTOB LOKYMEHTA) C
onpeneneHHon gatbl, TO OANH 13 MYHKTOB pacnopaanTenbHOM YacTy TeKCTa AOMKEH HauYMHATbLCS

cnosamu "lMNpu3HaTh yTpaTUBLLIMM cuny...", Aanee ykasbiBaTbCsi AaTa, HOMEpP U 3arofioBoK paHee



N30aHHOro AOKyMeHTa (MyHKTa JOKYMEHTA), a Takke AaTa, C KOTOpOM OTMEHSETCS ero AencTeune.
Ecnun gata He ykasaHa, TO AeNCTBUE paHee M34aHHOro AOKyMeHTa (NMyHKTbl AOKYMEHTa) OTMEHSAEeTCA
C JaTbl U34aHnsA HOBOro Npukasa.

5.10. Ecnn nprka3s oTMeHAeT paHee U3faHHbIN JOKYMEHT C MOMEHTa U3faHus, TO OAUH 13 MyHKTOB
pacnopsigMTensHON YacTu TeKCTa AOMMKEH HauyMHaTbes cnoBamm "OTMeHUTb..." 1 ykasbiBaTbCA aTa,
HOMEp M 3arosyioBOK paHee U3gaHHOro AOKyMEHTA.

5.11. Ecnn nprkas npegnonaraeTcsa BBECTU B 4ENCTBUE HE C MOMEHTA €ro n3gaHusi, Heob6xoaMmo
yKasaTb CPOK BBeeHWNA ero B Aernctaue. [locnegHnin nyHKT pacnopagmTeribHOM YacTh MOXeT
cogepxartb CBeeHUst O AOSMKHOCTHOM NULE, Ha KOTOPOe BO3NaraeTcs KOHTPOSIb 3@ MCNOSTHEHUEM
npukasa.

5.13. lNMpukasbl NoANNCbLIBAOTCA TONbKO AUPEKTOPOM 00LLIe00pa3oBaTeENbHOM OpraHn3auum nnm
pabOTHNKOM, NCNOJTHAOLMM ero 0693aHHOCTU.

5.14. OTBETCTBEHHOCTL 3a 0becneveHne CBOEBPEMEHHON U KAYECTBEHHOW NOArOTOBKWN NPOEKTOB
MpYKa3oB U NX COrNacoBaHNe C 3aUHTEPECOBaHHbIMU PabOTHUKaMM M OpraHN3aunsiMmM HECYT
aBTOPbLI NPOEKTa NpuKasa.

5.15. PernctpaLmoHHble HOMepa NpucBanBatoTCA Npukasam no nopsiaKy HOMepoB B npeaenax
KaneHgapHoro roga.

5.16. [daTta peructpaumm npukasa aBnseTcs gaTon ero nognmcaHus.

6. IlpaBusa, noJI0sKeHU s, HHCTPYKIUH

6.1. MNMpaBnna — HOpMaTMBHbIN aKT, oNpeaensaoLLNA NOPSAOK Kakoro-nmbo Buaa AesTenbHOCTH,
yCTaHaBNMBAKOLLMIA UK 3anpeLlarLLmnin onpeaeneHHoe NoBeaeHne.

6.2. lNonoxeHne — HOPMAaTUBHbIN akT, AeTarbHO perfnaMeHTUPYOLWMA NPaBoBOKM CTaTyC, NOPSA0K
opraHv3sauun 1 npoueaypy Kakoro-nmbo Buaa 4eATENbHOCTH.

6.3. IHCTpYKUNA — HOPMAaTMBHbIN akT, U34aBaeMbli B LLENAX pasbsACHEHUSA N onpeaeneHns
nopsiika NpMMEHeHMs1 COOTBETCTBYHOLLErO HOPMATUBHOTO akTa Mbo € LIENbI0 yKasaHUst HOPM O
crnocobax BbINOSIHEHUS onpeaeneHHbIX onepauni (4encTemm).

6.4. lNMpaBnna, NONOXeHUs, MHCTPYKUMM NPUHMUMAIOTCS (B 3aBUCUMOCTM OT BUAA OOKYMEHTa) Ha
YnpasnstoLiem coBeTte, 3acegaHnax Npogcoto3HOro kommTeTa LWKOMbl U YTBEPXK4atTCA
ONPEKTOPOM.

6.5. Nopsaok NOAroTOBKN NPOEKTOB MpaBwuil, MONTOXEHNS, UHCTPYKLMM COOTBETCTBYET 00LLEMY
NnopsiAKy NOArOTOBKU MPOEKTOB NMpuKkasoB 00Leo0pa3oBaTenbHON opraHn3aumm.

6.6. TEKCT NpoekTa MOSIOXEHNS, NPaBUI1, MHCTPYKLMM NevyaTaeTcs Ha YNCTOM Nnucte Gymaru
dopmaTa A4.

6.7. OTnMuMTENbHLIMK XapaKTepnucTtnkamMmm TeKCTOB NnpaBusi, NONOXEHUA, MHCTPYKLUNN ABNAKOTCA.

e TOYHOCTb NPUMEHAEMbIX (*)OpMyﬂVIpOBOK ©e3 1Ccnonb30BaHUs CIIOB U MOHATUNA, UMELLINX

MHOXECTBEHHbI CMbICIT;



NCNONb30BaHMEe KOPOTKMX NPeaNoXEHUN, OOLLENPUHATBIX BbIPAXEHUA N CBA3OK, Npu
HeobX0aMMOCTY - NpeABapuUTENbHOE onpeaeneHne NCNonb3yeMblX NOHATUI, COKpaLLEeHUHN,
abbpesunaTtyp;

onncaHne BCex BO3MOXHbIX BapUaHTOB COObITU 1 COOTBETCTBYHOLLIMX UM BapuaHTOB AENCTBUN,
T.€. MONHOTa NpeacTaBneHns nHgopmaunu;

CTPYKTYPUPOBAHHOCTb TEKCTA C LieNblo JOCTUXKEHUST HauyyLlen nocrnegoBaTenbHOCTH
N3NOoXeHMsa maTtepuana,

MUHUMU3aALMSA TEKCTA C NMOMOLLIO NpUMeHeHus 0600LeHni (0630poB npeanonaraemblx

OEeNCTBMIN) N NPUMEHEHWE nepeyvncrnenHnn (3agad, atanos, yCrosun u T.4.).

6.8. B 3aBMCUMOCTM OT CMOXHOCTU 1 0O6bema paspabaTbiBaeMbiX NpaBum, NONOXEHUS, UHCTPYKLNN -
TEKCT AOKYMEHTa AeNUTCA Ha rnaBbl, MYHKTbl U NOANYHKThI. ['NaBbl 4OMKHBI MIMETb HA3BaHUS.

Hymepaums nponssoanTcs apabekumm umdpamu.

7. IlpoToko. 3acenaHus (COBEIIAHMS)

7.1. TpOTOKON — AOKYMEHT, B KOTOPOM (OUKCUPYETCS X0n, 0O6CY>KAEHNSA BONPOCOB U MPUHATUSA
peLLeHnin Ha cobpaHusiX, COBELLaHNAX, KOHPEPEHLMAX 1 3acedaHNsaX KonnernanbHbIX OpraHoB.
7.2. NpoTokon 3acedaHus (CoBeLLanns) - (fanee - NPOTOKOs) 0POPMIIAETCA Ha YNCTOM NINCTE
bymarn dpopmata A4.

7.3. PekBM3UT - "TEKCT AOKYMeHTa". PEKBU3NT COCTOUT U3 ABYX YacTeln: BBOAHOW 1 OCHOBHOM.

7.4. Bo BBOAHOM YacTuM yKasblBaKOTCH MHULMANbI, (haMmmunnm n goSmKHOCTU
npeacenatenbCTBYHOLLErO, CEeKpeTapsi, MPUCYTCTBOBABLUMX Ha 3acefaHun 1, Npu HEOOXOANMOCTMH,
v, NpUrnalleHHbIX Ha 3acefaHne (CoBeLlaHne).

7.5. BBOAHas YacTb NPOTOKOSa 3aKkaH4YMBaETCA NepeyHeM paccMaTprMBaEMbIX BONPOCOB,
NnepeyvnCneHHbIX B MOPSAKE UX 3HAYMMOCTU C YKaszaHUEM JOKNagymnKa no Kakgomy
paccMmaTtpuBaemMomy Bonpocy. Bonpockl chopmynupytotcs ¢ npegnorom "O" ("O06"), nevaTatotcs oT
rpaHuLbl IEBOrO MO M HYMEPYKTCS apabckuMu Lmdpamu.

7.6. OCHOBHasi 4acTb NPOTOKOMAa COCTOUT U3 pa3fernioB, COOTBETCTBYIOLLMX pacCMaTpUBaEMbIM
BOMpPOCaM U NX HymepaLuuMm.

7.7. TekcT npoToKONa nsnaraeTcsa oT TPETbEro NnLua MHOXECTBEHHOro ymcna ("cnywanu",

"BbICTYynunun", "noctaHosunu", "pewmnn").

7.8. lNpoTokon nognuceiBaeTcs NULOM, NpeaceaTenbCTBOBaBLUMM Ha 3acedaHnn (CoBELLaHnn),
cekpeTapém 3acefaHus (CoBeLlaHms).

7.9. Tpu OTCYTCTBUM CeKkpeTaps 3acefaHuns, B TOM YUCIe Npu NpoBeaeHNN onepaTtuBHbIX
COBELLaHNI, AonyckaeTcs noanucaHmne NpoToKosa ToNbKo NpeaceaaTesibCTBYOLLUM.

7.10. TekcT npoTokora AoMmKeH ObITb MOArOTOBIIEH HE NO3AHEE TPEX OHEW CO AHSA 3acedaHus.
MpoeKTbl COOTBETCTBYHOLLMX NMYHKTOB NPOTOKOSA BU3NPYHOTCS AOMKHOCTHBIM JIMLOM OTBETCTBEHHbIM
3a MNOAroTOBKY.

7.11. JaTa npoToKora AoSKkHa COOTBETCTBOBATL AHI0 MPOBEAEHUS COBELLLaHMS (3aceqaHns).

7.12. Konnn NPOTOKOJIOB pacCblfTaloTCA 3anHTEpEeCOBaHHbIM OpraHn3aumam U OO0JIKHOCTHbLIM JNnuam



B COOTBETCTBUU C YKa3aTesNneM paccCbliku, KOTOprI7I COCTaBJ14dE€T CeKpeTapb 3aceaHnA

(coBeLyaHus).

8. Il.1an

8.1. MNnaH — OOKYMEHT, yCTaHaBJ'II/IBaFOLLI,VWI nepe4vyeHb HaMe4eHHbIX K BbINOJIHEHNIO MepOHpMFITVIVI,
NX nocnegoBaTenbHOCTb, 0ObEM, CPOKKU, OTBETCTBEHHbIX MCNoSTHUTENEN.

8.2. [lnaH odopmnsieTca Ha nucte bymarn dopmata A4 ¢ UCMOMb30BaHMEM CleaVIOLLMX

PEKBU3UTOB:

e HaVMMeHOBaHMWE LLUKOMbI;
e pud yTBEPXKAEHMS JOKYMEHTA;

e [aTa [JOKyMEHTa;

e  PErucTpauMOHHbI HOMEP OOKYMEHTA;
e HavMMeHoBaHMWe BMAa JOKYMEHTa;

e 3arofioBOK K TEKCTY;

e TEKCT [JOKYMEHTa;

e HavMMeHOBaHWe AOSIKHOCTY;

e MoOAMNuCh.

8.3. PekBM3nT — "TeKCT AoKymMeHTa" ochopmMnsieTca B Buae tabnuvubl ¢ rpadamu:

e HOMEP NyHKTa njfiaHa;

e HaMMeHOBaHMEe MeponpuUATUA;
e CpPOK UCMOJTHEHUA,

e  UNCNOJTHUTENb;

e MpuMeYaHue.

9. Oruer

9.1. OT4eT — LOKYMEHT, Ccoaep Kallnin cBegeHUs 0 pesynbTaTtax AedaTenbHOCTM 3a onpeaeneHHbIN
nepuog BpeEMeEHW, BbINONTHEHNN MEPONPUSATUIA, NOPYIEHWIA, 3aA4aHWIA, MITAHOB.

9.2. OT4eThl, NPeaoCTaBnsieMble€ B OpraHbl rocyAapCTBEHHOM BfiacTh (B TOM YMCIie B OpraHbl
rocygapCTBEHHOW CTAaTUCTUKN) U MMEIOLLME YCTAHOBITEHHYIO NPaBOBLIMM akTaMu rocyAapCTBEHHbIX
opraHoB oopMy, CO34aTCS MO YCTAHOBIIEHHON rocy4apCTBEHHbIMW opraHaMmu hopme 1 B
onpeaenéHHoM UMK nopsigke.

9.3. OT4éThI, NpegocTaBnseMble COTPYAHUKAMM LLKOSbl B XOA4E BHYTPEHHEro B3anMOLENCTBIS,
co34alTcs Mo NpaBunam, ycTaHOBIMEHHbIM 4151 CO30aHUs CryKeOHbIX 3anmcok.

9.4. OT4yeTbl odhopMNATCa Ha N1ucTe bymaru dopmaTta A4 ¢ MCnonb3oBaHMEM CNeaYHLLNX

PEKBU3UTOB:

e HaMMeHOBaHWMe LUKOJbI;



e [laTa JOKYMEHTa;

e  PErNCTPaLMOHHbI HOMEP AOKYMEHTa;

e HauMeHOBaHWe BUAa AOKYMEHTa;

e 3arofioBOK K TEKCTY;

e  TEKCT AOKYMEHTA;

e OTMETKa O MPUMOXEHUN (NPU HaMUYUM);
e HauMeHOBaHWe OOIMKHOCTY;

e [OANUCDb.

9.5. B TekcTe oTyéTa B 06593aTenbHOM nopsake JOMKHO COAepPXKaTbCs YKas Ha AeAaTernbHOCTb,
MeponpuaTre, BbiAaHHOE NOpyYeHne, 3aaHne, NyHKT nnaHa, noanexalyunii BbINoNHEHWo, 1
pesyrnbTaT O BbINOMHEHNW, B TOM YMCIe C YKa3aHueM Ha cobniogeHne unu HapyLleHue
NCMNOMHNTENbCKON AUCLMNIMHBI, YCTAHOBMEHHBLIX CPOKOB UCTOMHEHWS 1 Haanexatllee
npegocTasnexHne nHopmMaumm, HeobxoanMbIX MaTepuanos (MPOEKTOB AOKYMEHTOB)

COMCMONHUTENSMM (MPU Y4aCTUN HECKONbKUX UCNONHUTENEN).

10. ITuceMmo

10.1. Mncbma roToBATCS Kak:

e  OTBETbI O BbINOMHEHUM NMOPYYEHUI BbILLECTOSALLMX OPraHOB UCMONHUTENbHON BracTy;
e OTBEThI Ha 3aMnpOoCkl OpraHM3aLmin, NPeanPUATUIA U YaCTHbIX NNLL;

e MHMUMATUBHbIE NUCbMaA.

10.2. CpoKkM NoAroToBKM OTBETHbIX MUCEM:

e  C KOHKpETHOW OaTOW MUCMOSTHEHUS, YKa3aHHOW B JOKYMEHTE, - B YKa3aHHbIN CPOK;
e B COOTBETCTBUM C PE30SIOLMEN OUPEKTOPA MU €ro 3aMecTUTeNe Ha OCHOBaAHNN YCTAHOBIEHHbIX

CPOKOB MCMOSTHEHUS MOPYYEHUIA, 3aNPOCOB MM MO PeLLeHUo aBTopa Pe3onioLmm.

10.3. TekcTbl OTBETHbIX MMCEM LOMKHbI TOYHO COOTBETCTBOBATL 3a4aHUAM, 3adMKCUPOBaHHbLIM B
pesontoumn. Cpoku NoAroTOBKM MHULMATMBHBLIX MUCEM OMpeaensaTCca CaMOCTOATENBHO aBTOPOM
npoekTa NUcbma ¢ y4ETOM HEOOXOAMMOCTHM PELLEHUS KOHKPETHBIX 3aga4 1 (Unn) B COOTBETCTBUN C
TpeboBaHNAMM 3aKoHOAATENbCTBA, MOPYYEHUSIMU HEMOCPEACTBEHHOIO PYKOBOAUTENS.

10.4. Nucbma nevataroTcs Ha GriaHke Nucbma obLweobpasoBaTenNbHON OpraHn3aumm C yrioBbIM
pacrnornoXeHNem peKkBU3NTOB.

10.5. JononHutensHo K pekBuanTam braHka nucbma npy odoopMieHnm NnMcem B LLKOMNE

MCNOb3YKTCA creayrwLine pekBU3nThI.

e agpecar;
e 3arorioBOK K TEKCTY;

e TEKCT OOKYMEHTa,



OTMETKa O MNMPUOXKEeHNN;
BU3a;
noanumcb.

oTMeTKa 06 nucnonHuTene.

10.6. Mpun ocopmneHun NucbMa Ha AByx 1 Bornee cTpaHuLax BTopas 1 nocnegyoLwmne cTpaHuLbl
HyMepYyloTCcSa nocepeauHe BEPXHEro nons nucra apabekumm undpamu.

10.7. MNMnucbma nognucbiBaeT AMPEKTOP UM paboTHWKN, YNONMHOMOYEHHbIE NPUKAa30M.

10.8. CnykebHble 3anncku

10.9. B uensax ocyLlecTBNEHNS B3aUMOAENCTBUSA MEXAY COTPYOHMKAMM B paMKax BHYTPEHHEro
AOKyMeHTOoOB0opOTa B LUKOMNE NPUMEHAITCSA CnyXebHble 3annucku. CrnyxebHble 3annckun SBnsTCS
CNPaBOYHO-NHDOPMAaLMOHHBIMU AOKYMEHTaMu. ABTOpamu CryXeBHbIX 3anncoK SBMSTCS
COTPYAHUKM 00Leobpa3oBaTenbHON OpraHn3aumm.

10.10. CniyxxebHas 3anvcka MOXeT COCTaBNATbCS MO yKa3aHMIo pyKOBOACTBA UMW MO MHUUMAaTUBE
KOHKPETHOro COTPYAHMKA.

10.11. MNpw odbopmneHnn cnykebHom 3annuckyu odopMIIATCA CreayioLmne PEKBU3UTI:

agpecar;
AaTa OOKYMEHTa;

HanMeHOBaHWe BMaa AOKYMEHTA;
3arosfioBOK K TEKCTY;

TEKCT [JOKYMEHTa;

OTMETKa O MPUMOXEHNN (MPY HANU4YMK);
HanMeHOBaHWe OOMKHOCTY;

Nnoanmuchb.

10.12. CnyxebBHble 3anncKyM MOryT co3faBaTbCsa Ha OyMaHOM HocuTene 1 (Mnn) B 3N1EKTPOHHOMN

dopme.

11. /loBepeHHOCTH

11.1. [JoBepeHHOCTb BbIOAETCA COTPYAHMKAM LLKOSTbl U OhopMIISeTCs No npasunam,
YCTaHOBIEHHbIM HAcTosILLEeN VIHCTpyKUMEN Onst NnceMm, ¢ y4ETOM TpeboBaHWI rpaxagaHCKoro
3akoHofaTenbcTBa Poccurickon degepaumm n HacTosLWEro pasgena.

11.2. MNpoeKkT 4OBEPEHHOCTN NOArOTaBNNBAETCS U BU3UPYETCS COTPYAHUKOM, KOTOPOMY
OOBEpPEHHOCTb ByaeT BblAaHa, Mocne Yero nepefaéTcs B kKaHUENsapu1Io AN HanpasneHus Ha
nognucaHue.

11.3. [loBepeHHOCTb NoAN1CLIBAETCA ANPEKTOPOM UMK NINLOM, OCYLLIECTBASIOLLMM €ro NOSTHOMOYMS

(ncnonHsaoLWwmMMm 0693aHHOCTM), U CKpennsieTcs nevatbto 0bLeobpasoBaTenbHON OpraHn3aunn.

12. loroBopsl, coriameHusi, KOHTPAKTbI



12.1. [loroBopbl, cornalleHns, KOHTpaKTbl (4anee - 4OroBopbl) NOAroTaBNMBalTCA B COOTBETCTBUN C
TpeboBaHNAMK rpaXkgaHCKoro, TPy4oOBOro, 6104XXKETHOro 1 MHOro 3aKoHogaTenbcTBa Poccuimnckom
®egepaunun, B 3aBUCMMOCTU OT perynmpyemblx 4OroBoOpoOM NpaBoOTHOLLEHN 1 0653aTeNbCTB
CTOPOH.

12.2. MNMpoekT goroBopa NoAroTaBfnMBaeTCs OTBETCTBEHHBIM COTPYAHMKOM (KOHTPaKTHbLIM
ynpasnsoLWwmnm) ¢ yY4€ToOM He0BX0AMMOCTU CBOEBPEMEHHOMO N Ka4eCTBEHHOro obecneyeHmns
NCMOSTHEHMS CBOMX MONHOMOYMI (0653aHHOCTEN, (DYHKLMI), NONHOMOYUIA LUKOSbI B LIENTOM.

12.3. MNMpoekT goroBopa NoAroTaBnNMBaeTCs OTBETCTBEHHbIM COTPYAHUKOM (KOHTPAKTHbLIM
ynpasnsoLWmMmM) COBMECTHO CO CNELManncToM, K PyHKUMSAM (MONTHOMOYMSAM) KOTOPOro OTHOCUTCSH
peLleHne BONpoCoB, ABMASIOLLMXCS NpegMeToM JOroBopa, Ui UHBIM COTPYAHWKOM MO MPAMOMY
yKasaHuo gmpektopa obLieobpasoBaTenbHON opraHnsauuu.

12.4. Heobxoanmas Ans noaroToBKM NpoeKTa Aorosopa MHdopmaumsa cobmpaeTcs 0TBETCTBEHHbIM
NMLOM (KOHTPaKTHbIM YNpaBnsaoLWwmmM) B nopsake paboyero B3anMoaencTeums ¢ y4éToM npasmn,

YyCTaHOBMEHHbIX HacTosLwen VIHCTpykunen.

13. [IpuHUMIIBI OPTaHU3ALUM JOKYMEHT0000poTa

13.1. B okyMeHTOOG0pOTE BLIAENAOTCA CrieaytoLLme JOKYMEHTOMNOTOKN: NOCTynaroLLas
OOKyMeHTaums (Bxoaswas), otnpaensemMas JoKyMeHTaums (McxogsLuas), BHYTPEHHSS
OOKYMeHTauus.

13.1. B cocTaBe BXogsLen n ncxogsaLien JoKyMeHTaumm MoryT BblAeNAaTbCA JOKYMEHThI,
MOCTYMMBLUME U3 BbILLECTOALMNX, NOAPSAHBIX, MEOULIMHCKMX U APYrMX OpraHM3aumii, OpraHoB
MECTHOro caMoyrnpaereHusl, obpalleHns rpaxaaH.

13.3. ObpalleHns rpaxgaH permcTpupyoTcs u hopMUpPYIOTCS B Aena OTAENbHO OT ApYrnx
OOKYMEHTOB 06LL,e00pa3oBaTeNbHON OpraHn3aumm.

13.4. B wkone gocraeka 1 oTnpaBka JOKYMEHTOB OCYLLECTBSIETCA CpeacTBaMy NOYTOBOW CBSA3N,
3NIEKTPOHHON CBA3M, a TakKe MO CUCTEME 3NEKTPOHHOrO AOKyMeHToobopoTa (ganee - C3[). C
MOMOLLbIO MOYTOBOW CBSA3M B 00LLe0bpa3oBaTeribHy0 OpraHn3aumio 40CTaBNsAeTCs NMCbMEHHas
KOppecnoHAeHUMs B BUAE MPOCTbIX MMCEM, 3aKa3HbIX MMCEM, MOYTOBLIX KapTodek, baHaeponen un

MeJlKMX NakeToB, a TakXKe nevyaTtHble nagaHus.

14. IlepBuyHast 00padoTKa MOCTYNAKIIMX JOKYMEHTOB

14.1. [JokyMeHTbl, NOCTynaroLwme B LLKONY, NnepefarTcs Ha pernctTpaumio CEKpeTapo
06LLeobpa3oBaTeNbHOM OpraHn3aLmm U NPOXOAST NepBUYHYI0 06paboTKy B AeHb NOCTYNNEHUs, Npy
NnocTynreHnn B Hepaboyee BpeMs - Ha cneayloLlmii paboyumii aeHb. MNpn nepBryHON 0bpaboTke
OOKYMEHTOB MPOBEPSETCS NPaBUIbHOCTL agpecoBaHus. OWwWnboYHO NOCTYNMBLUNE AOKYMEHTHI
nepecbinarTcst No NPUHAANEXHOCTY UMW BO3BPAaLLATCA OTNpaBUTENHO.

14.2. [lokyMeHTbI, nocTynueLLne ¢ oTMeTkamu "CpoyHo"”, "BpyunTtb HemeaneHHo", "OnepaTtumBHO",
He3amMeLNMTENbHO NPOXOAST NEPBUYHYI0 00pabOTKy 1 OOKAAbIBAOTCA AVPEKTOPY UMK B Criydae

€ro OTCYyTCTBUA — 3aMEeCTUTESNTHO ANPEKTOPA No HanpasBJieHnto OeATENTbHOCTN.



14.3. MNMocTynuBLUME TenerpaMmmbl NPUHUMAKOTCA NO4 NOANUCH C NPOCTaBlEHNEM aTbl U BPEMEHU
npuema, perucTpmpyroTcs rno Tem xe npasunam, 4To U NUcbma.

14.4. OneKkTpoHHble COOBLLEHNS, aapecOoBaHHbIE ANPEKTOPY MU HanpaBlieHHble B a4pec LUKOSbI,
pacneyaTtbiBalOTCA U LOKNa4bIBAOTCA AUPEKTOPY UMK B Crlydae ero oTCyTCTBUS — 3aMeCTUTENo
OupekTopa.

14.5. OneKkTpoHHblEe COOBLLEHNS, 3aBEPEHHbIE 3NEKTPOHHONM MOANUCHIO, noanexaTt o6paboTke no
npasunam, NpeayCMOTPEHHbLIM AN NOCTynaroLLen (BXoasLlen) AoOKyMeHTaLmu.

14.6. NocTynueLias (BxoasLasa) 4OKyMEHTaUNa pacnpenensercs Ha perncTpupyemMble n He
noagniexawue permctpaumm JOKYMeHTbI.

14.7. He noanexar permcrpawmm:

npurnacuTenbHble, No3apaBUTeNbHbIE MMCbMA U TENerpaMmmsbl;
ounertsbl;

nraHbl U NporpaMMbl CEMUHAPOB, KOHPEePEHLMI 1 APYrnX NOA0OHbBIX MEPONPUATUN;

OOKYMEHTbI N0 OyXranTepckoMy y4eTy, MatepuarnbHO-TEXHUYECKOMY 0BecneyeHuto, NaHoBbIe U
hMHaHCOBbIE AOKYMEHTbI, NOCTYyNatoLmne 6e3 ConpoBoOANTENBHOMO NUCbMA;

peknamHble, KOMMEPYECKNE NPELNOXKEHUS, B T.4. MOCTYNUBLUME MO 3NIEKTPOHHON MOYTE;
nevyaTtHble U3gaHuns;

NMCbMa C MOMETKON «TUYHOY.

15. Perucrpanmsi, yuer U paccCMOTpeHHEe PYKOBOAMTEIeM MOCTYNAIMIUX (BXOISA M X)

AOKYMEHTOB

15.1. MNocTynueLine (BXoAsALME) AOKYMEHTLI PETMCTPUPYIOTCSA TOMBKO NOCIE U NEPBUYHOM
06paboTkM 1 He3aBUCMMO OT criocoba nx AOCTaBKMU.

15.2. Peructpaums — npocTaBneHne B HMXXHEM NMPaBoM Yriy NepBOro fiMcta AOKYMeHTa OTMETKM O
MOCTYNMNEHUN C yKazaHWeM AaThbl MOCTYNNEHUS U BXOASILLEro perncTpaumoHHOro Homepa AOKyMeHTa
C 06s13aTEeNbHON 3an1Chio B XXypHan perMcrpaunmn noctynatoLlen (BXoAsLEeN) OOKYMEHTaLNN.
CTpyKkTypa permctpaLmoHHOro HoMepa nocTynatoLero (BxogsLwero) AOKyMeHTa COCTOUT U3 ero
nopsiAKOBOrO HOMepa 1 MHAEKCA Aena no HOMeHKnaType Aen obweobpasoBaTenbHONM OpraHu3auum.
15.3. Peructpauust Bcex NoCTynMBLUMX (BXOOSLLMX) JOKYMEHTOB NPOM3BOANTCS B Npeaenax odLiero
OOKyMeHTOMOoToKa. [loKyMeHTbI, MOCTYNUBLUME B LUKOMY MO KaHanam pakCMUIbHON CBA3N,
obpabaTbiBalOTCA N PErMcTpUpytoTCcs B 0bLLLEM NOPSIAKe.

TekcT nocTynueLLen TenedoHorpaMmmbl 3anNMCbIBAaETCA B XXypHane perucrpaummn TenedoHorpaMmm u
neyartaeTcs Ha NucTe Gymary Ansi nepegaym Ha paccMOTPEHNE.

15.4. MNocTtynarowme (BXxogsawme) AOKYMEHTbI NepefatTcs Ha pacCMOTPEHNE PyKOBOLCTBY TOMbKO
nocne ux permcTpauum n NnpegBapmuTENbHOrO PacCMOTPEHMS.

15.5. [lokyMeHTbI, MOCTyNMBLUNE B 00LLe0bpasoBaTernbHy0 OpraHn3auuto, o Bonpocam, He
TpebyLMM pacCMOTPEHUS AUPEKTOPA, HANPaBnsTCs PpabOTHMKOM OTBETCTBEHHbLIM 3a
Oenonpon3BoACTBO LLUKOMbl HEMOCPEACTBEHHO UCMONMHUTENIO 3anpoca.

15.6. ,El,mpeKTop B pe3ornounmn onpenender nul, OTBETCTBEHHbIX 3a UCMNOJTHEHNE OOKYMEHTAa, U OaeT



UM nopyyeHne. PaboTHMK OTBETCTBEHHbLIN 3a 4EMONPOM3BOACTBO LLKOSbI NepesaeT AOKYMEHT Ha
NCMOSHEHKe.

15.7. NoanuHHMK JOKyMEHTa ¢ pe3ontounert pykosoauTens oblieobpasoBaTensHON opraHn3asmm
HanpaBnsieTCs UCMOMHUTENIO.

15.8. [pn HanNMYMM HECKOSTbKUX UCMOMHUTENEN NOANMMHHUK OOKYMEHTa nepegaeTcst ToMy
NCMOMHUTENIO, KOTOPbI B COOTBETCTBUM C YKa3aHUAMM NO UCMOSTHEHWUIO ABMSIETCHA OTBETCTBEHHbIM,
ocTarbHble UCMOSTHUTENM NONyYatoT KOMUIK0 AOKYMEHTA.

15.9. MoanNMHHMK OOKYMEHTA, KOTOPbI MCMOMNHAETCA HECKOSTbKUMU OOSMKHOCTHBIMU NLaMK,
nony4aeT OTBETCTBEHHbIN UCNONHUTENb. OCTanbHbIM UCMOMHUTENSM NepeaarTCst Konuu.

15.10. N3roToBneHne konuim AOKyMeHTa ANd nepegaym COUCNONHNTENAM OCYLLLECTBSETCS
cekpeTapem 06LeobpazoBaTenbHOM OpraHM3aumm.

15.11. Pe3onouns cCoOaepxunT:

yKasaHue Mo UCMOSTHEHMIO, COAEPXaLLlee KpaTKoe onucaHne Heobxoanumoro Ans UCMoSTHEHS
OEencTBus;

yKasaHue Ha CpOoK, B TEYEHNE KOTOPOro Nimbo OO NCTEYEHNsT KOTOPOro He0HBXoAMMO UCMONHNTL
npeanMcaHHoe OENCTBUE;

NNYHYI0 NOANMUCHL aBTopa pes3oniouunu;

Oarty npocTtaBieHnd pe3onounn.

15.12. YKa3aHue Ha CpokK, B TeYEHNe KoToporo nimbo Ao NcTeueHnst KOTOPOro HeobXxoaAnmMo
NCMNONHUTbL NPeAnMcaHHoe AeCTBNE, MOXET He BblpayKaTbCsA KOHKPETHOW AaTon U coaepaTb
BblpaXkeHusi: "B YCTAHOBMEHHbIN 3aKOHOM CPOK" 1 T.M.

15.13. Pe3ontouus nueTcs Ha cBOOOAHOM OT PEKBM3NTOB MECTE MEPBOro SICTA JOKYMEHTA.
15.14. B cny4ae, korga pesontounsa agpecoBaHa HECKONbKUM COTPYAHUKAM, TO OTBETCTBEHHbIM 3a
NCNOJSTHEHME JOKYMEHTA B LIESTOM SIBMSIETCA COTPYAHUK, YKa3aHHbIA NepBbiM (BEPXHUM), MO0

COTPYAHUK, B OTHOLLEHNWN KOTOPOro caenaHa rnoMeTka O TOM, YTO OH ABJTAETCA OTBETCTBEHHbLIM.

16. Opranuszanus padoThl ¢ OTHPABJAsieMbIMH (MCXOAAIIMMH) TOKYMEHTAMU

16.1. [lo npegocTtaBneHnsa npoekta oTnpaBnsemMoro (McxoadaLiero) AoKyMeHTa Ha Noanuch
OVPEKTOPY MMM MHOMY YMOITHOMOYEHHOMY B YCTAHOBMEHHOM MOpSiAKE Ha NognucaHve nuuy
OCHOBHOW NCNOJSTHUTESb NPOBEPSIET NPaBUITbHOCTb OPOPMIEHNS OTNPAaBNAEMOro (MCXOASLLEro)
OOKyMEHTa Ha COOTBETCTBME TPeOOoBaHMAM HacTosLwen VIHCTpyKUmMK.

16.2. Npun nogroToBKe OTNPaABISEMOro (MCXOAALLEro) AOKYMEHTa Kak OTBETa Ha NOCTYNMBLUNIA
(BXOOALWLMIA) OOKYMEHT UCMONMHUTEND NPUKNaAbIBaeT K MOArOTOBIIEHHOMY MPOEKTY BXOAALLMIA
OOKYMEHT.

16.3. [NpoekTbl OTNpaBnsembIX (MCXOAALWMX) AOKYMEHTOB C Y4ETOM COBNIOAEHNST YCTaHOBITEHHOIO B
pe30nioLMmM CPOKa MCMOMNHEHNs NepeaatTcs OTBETCTBEHHbIM UCTIONHUTENEM B OTAEN
0enonpou3BocTBa (KaHUensipusi, cekpeTapb) LUKOMbl AN HanpaBneHns Ha noanmcaHue.

16.4. NMognucaHHble oTnpaBnsemMble (MCXOAsLWMe) AOKYMEHTbI, NepenatoTcs paboTHNKY



OTBETCTBEHHOMY 3a AeST0NPON3BOACTBO LLKOSbI, KOTOPbIN OCYLLECTBISET NPOBEPKY KOMMIIEKTHOCTHU
N COOTBETCTBMS KONMYECTBA 3K3EMMNAPOB OTNPaBNAEMOro (MCXo4sLWero) AoKyMeHTa CMCKy
paccbifik1, a Takke NpaBUTbHOCTb OPOPMINEHNSA AOKYMEHTA COrNMacHO HACTOSLLEN NHCTPYKLMN.
16.5. B cny4ae HapyLLleHMs KOMMNIEKTHOCTM UMW COOTBETCTBMS KONMYECTBA, a TakKe NpaBuibHOCTM
0hopMeHMs JOKYMEHTa COrMacHO HAaCTOALLEN NHCTPYKLMM OTNpaBnsemMblie (Mcxoasiimne)
OOKYMEHTbI He3ameanuTenbHO BO3BpaLLaTCs paboTHUKaMKU KaHLEeNApuM OTBETCTBEHHOMY
WCNOMNHUTESO UNK B CNy4ae OTCYTCTBUS OTBETCTBEHHOIrO UCNOMHUTENS €ro HENOCPEACTBEHHOMY
pYKOBOAMUTEMO ANSA YCTPaHEHUST HapyLUEHNIA.

16.6. [lokyMeHTbI nocne nx nognucaHus QUPEKTOPOM UMM MHBIM YNOMHOMOYEHHbBIM NNLOM
nepegarTcs B KaHLEeNsipuo 00Lweobpa3oBaTenbHOM OpraHn3aunn Ansa perucTpaumm n oTnpaBku.
16.7. Pernctpauus otnpasnsiemblx (MCXOASALWMX) LOKYMEHTOB OCYLLLECTBMSETCA NOCMe NpoBeaeHNs
paboTHMKaMM KaHLEenNsipum, OTBETCTBEHHbIMM 3a 4ENONPOM3BOACTBO, NMPOBEPKN KOMMNEKTHOCTU U
COOTBETCTBUSA KONMYECTBA 3K3EMMNIISIPOB, a TaKKe NPaBUIIbHOCTb OPOPMIEHNS OTNPaBNSAEMOro
(McxopsLero) AokymeHTa.

16.8. Peructpaumsa cosgaBaeMbix JOKYMEHTOB OCYLLECTBIISETCH B AeHb NOANUCAHNS U
YTBEPXKAEHMSA NMOO Ha cneayoLwmin paboynin AeHb.

16.9. CBegeHnsa 0 perncTpupyembix OTNpaBnisemMblX (MCXOOsaLWmnX) AOKYMEHTAX BHOCATCA B XXypHan
perncrpauumn oTnpaBnsieMon (MCXoasiLen) JOKYMEHTaUuun.

16.10. PernctpaumoHHbIi HOMEP 1 AaTa OTNPaBAseMOro (MCXoasaLLero) 4OKyMeHTa NpoCTaBnATCs
Ha NOAJIMHHUKE JOKYMEHTA B pekBM3auTax bnaHka 1 Ha ak3emnnspe, octarowemcs B Aene
o6uweobpasoBaTenbHON opraHn3aLnin.

16.11. CTpyKTypa permcTpaLmoHHOro HoMepa OTnpaBnsieMoro (UCXOASLWEro) 4OKyMeHTa COCTOUT 13
€ro nopsaKoBOro HoMepa 1 nHAekca gena no HoMeHknaType Aen LWKOMbI.

16.12. OTnpaBka AOKYMEHTOB NPON3BOANTCS LIEHTPaNIM30BaHHO paboTHUKAMM KaHLLENSIPUM LLKOSbI,
KOTOpbIe NPOM3BOAAT NX COPTUPOBKY MO CNocoby oTnpaBneHns (MpocTasi, 3akasHas,
MeXxayHapoaHasi u ap.).

16.13. lNucbma, TenerpamMmmbl, OTKPbITKMA, OaHAEpPOnY 1 NevYaTHble 30aHUs OTNPAaBISOTCS NOYTOMN.
dakcorpammbl 1 TenedoHorpamMMbl NepegaroTcs no KaHanam TenedoHHON CBA3MN.

16.14. OneKTPOHHbIe COOBLLIEHNS OTNPABASTCA C 0hMLManbHOro NOYTOBOrO 3fIEKTPOHHOMO agpeca
06LLeobpa3oBaTeENbHOM OpraHn3aLmm.

16.15. Nucbma, Tenerpammbl, OTKPbITKMA, OaHOeponn, hakcorpammbl, 3NEKTPOHHBLIE COODLLLEHUS], HE
CBsi3aHHble C paboyen OeATEeNbHOCTLIO, K OTNPaBKe He MPUHUMAKOTCS.

16.16. [JokyMeHTbI, OTNpaBnsieMble cpeacTBamMm MNOYTOBOM CBSA3M NPOXOOAT:

yNaKoBKY;

agpecoBaHue (Npy HanpaereHnM AoKyMeHTa bornee 4YeM B 4 agpeca) — B COOTBETCTBUN C
yKasaTerieM pacchifiku, Ha KaXaoM 3K3eMnrsipe nMcbma yka3biBaeTCH TONbKO OAUH aapecar.
NpOCTaBneHne CTOMMOCTY NOYTOBbLIX YCHYT;

nepegady B rno4YToBoe otaesrieHne CBA3N.



16.17. lNpun nogroToBke N OTNpPaBke NMCEM HEOOXOAMMO y4YNTbIBaTb NpaBuna, yCTaHOBIMEHHbIE
npvka3oM MuHUCTEpCTBa CBSA3M U MAacCOBbIX KOMMYHUKauni P® ot 31 utona 2014 r. N 234 "O6
yTBepxaeHuu [NpaBun okazaHus ycrnyr no4YTOBOW CBA3MN".

16.18. [JokymeHTbI, oTnpaBrisieMble cpeacTBaMm NOYTOBOM CBSA3N B OOMH agpec, BKNagbliBaloTCA B
OAMH KOHBEPT.

16.19. Vcxogsawme AoKyMeHTbI, NpegHa3HayYeHHble Ans oTnpaBku cpeactesaMmm hakCMMUITbHON

CBA3U, OTNPaBIATCA pa6OTHI/IKaMI/I KaHUuenapum o6u_|,eo6pasoBaTean0|71 opraHmnzadun.

17. Pazpa0boTka 1 BeleHHe HOMEHKJIATYPbI J1eJ

17.1. JOKyMeHTanbHbIN (POHA LWKOMbI — COBOKYMHOCTb JOKYMEHTOB, 0Opa3yoLLMXCH B NpoLiecce
ero aesaTenbHOCTU. [JokyMeHTanbHbIN OOH, LLUKOMbI COCTaBNSAOT AOKYMEHThI, CO34aHHbIE B
obLeobpasoBaTenbHOM OpraHn3aLmmn 1 Nofy4YeHHbIe el B pe3yrnbTaTe B3aMOAENCTBUS C
opraHamu rocygapCTBEHHOW BiacTh, OpraHamm MEeCTHOrO caMOoynpaBreHus, OpUANYECKUMU U
dM3nYECKNMM NULLEMN.

17.2. HomeHknaTypa gen siBrsieTcsi OCHOBOW (POPMUPOBaHUSA LOKYMEHTasIbHOro poHaa LKOnMbI U
npeacTaBnseT cobon CMCTEMATU3MPOBAHHbLIN NEPEYEHb 3arofioBKOB (HAaMMeHOBaHWI) aen,
3aBOAMMbIX B LUKOSE, C yKa3aHMEM CPOKOB X XpPaHEHUS, 1 OCPOPMIIEHHbI B COOTBETCTBUN C
NpaBOBbIMW akTamMu, pekoMeHZaunAaAMN U METOANYECKUMU YKa3daHUAMM opraHoB Poccuiickomn
depepaummn, ynonHOMOYEHHbIX B cdyepe rocyAapCTBEHHOIO ynpaBieHnst apXMBHbIM AENOoM,
Aenonpon3soacTea U AOKyMeHTO06opoTa.

17.3. HomeHknaTypa gen CocTaBnsaeTcs Ha OCHOBE U3YYeHWUS NMOMNOXEHUA, UHCTPYKUUIA 1 NpaBus, a
Takke OPYrMx AOKYMEHTOB, PErfiameHTUPYHOLLNX OeATENbHOCTb 00Leobpa3oBaTenbHON
opraHusaunn, a Takke HOMEHKIaTyp e 3a NpeaLlecTBYOLME rogbl U AOKYMEHTOB, 00pasyoLmnXcs
B AeATenbHOCTM 00LLeobpa3oBaTenbHOM OpraHn3auuu.

17.4. HomeHknaTypa gen ncnonb3yetcsa Ans rpynnupoBKM MCMOMHEHHbIX AOKYMEHTOB B Aena,
cucTemMaTusauumn u ydeta gen, onpeaeneHns CPpokoB UX XPaHEeHNS U NMoncka AOKYMEHTOB, SBNSeTCs
OCHOBOW 1151 COCTaBfeHNst Onucen gen nocToaHHOro U BpemeHHoro (cBbliwwe 10 neT) xpaHeHus, a
TaKke ons yyeta gen speMeHHoro (4o 10 net BKNIYNTENBHO) XpaHeHUs.

17.5. HomeHknaTypa gen BBOAUTCS B 4ENCTBME NPUKA3OM MO LUKOIE.

17.6. HomeHknartypa Aen rotoBUTCS B TPEX SK3EMMNspax:

e  [5151 NOMELLEHNS B HOMEHKNATYPHOE A0 N MOCTOSAHHOIO XpPaHEHUS;
e [515 UICNONb30BaHMs B paboTe 0TAeNnoM Aenonpon3BOACTBa (KaHUensapuen);

e N4 XpaHeHUA B apXmBe LLUKOJ1bI.

17.7. 13 HOMeHKNaTypbl Aen LKOMbl OTBETCTBEHHBLIM NMULOM 3a BeeHUe [eronpon3BoacTBa
0hOpPMIIATCH BbIMUCKM AN KaXA0ro U3 nogpasaeneHuin u otaenos obeobpasoBaTenbHO

opraHmnsauuu.



18. (I)OpMI/IPOBaHI/Ie A€JI U UX TEKylIee XpaHeHUE. IloaroroBka AOKYMEHTOB U 1€J1 K

nepeaavye Ha apxXuBHO€ XpaHEHUE

18.1. dopmmpoBaHMe aen — rpynnupoBka UCMOSTHEHHbIX JOKYMEHTOB B ienia B COOTBETCTBUN C
HOMeHKNnaTypow aen obeobpa3oBaTenbHON OpraHn3aumm n cucteMaTnsaums JOKYMEHTOB BHYTPU
aena.

18.2. [lena co aHA ux 3aBefeHns 40 nepefayn B apxXUB LUKOSbl UMW Ha YHUHTOXEHME XPaHATCS No
MeCTY Ux dhoOpM1pPOBaHMS.

18.3. lNpukasbl N0 OCHOBHOW, aAMUHUCTPATUBHO-XO3AACTBEHHON, yHEOHO-BOCNNTATENBHON
OEeATeNbHOCTM LUKOSbI, FPYNNUPYTCS OTAEMNBHO OT NPUKA30B MO MMYHOMY COCTaBy PabOTHMKOB 1 NO
NMYHOMY cocTaBy oByyaroLmxcs (y4aLmxcs/BOCNMTAHHUKOB).

18.4. MNepenucka rpynnupyeTcsa 3a NepuoA KaneHaapHOro roga u cucteMaTnsnpyeTcs B
XPOHOJSTOMMYECKOW NOCNeA0BaTENbHOCTMY.

18.5. NpoBepka HaNMUNAa 1 COCTOSAHNA AOKYMEHTOB M Aen NPOBOAUTCA NMpu NnepemMeLleHnn aen, npm
BO3BpaTe Aen, Npy peopraHm3aumm unv nukeugauum obeobpasoBaTenbHON OpraHmM3aumm.

18.6. B apxmB obLieobpazoBaTenbHOM OpraHM3auum (ganee - apxvB) nepegarTcsa gena
NMOCTOSIHHOrO, BpeMeHHOoro (cBbile 10 neT) CPOKOB XpaHEHUs 1 MO NIMYHOMY COCTaBy Yepes 3 roga
nocne roga, B KOTOPOM AOKYMEHTbI ObIfIN MOMELLEHbI B AEM0 HA XPaHEHUE.

18.7. MNepenava AOKYMEHTOB B apX1B NPOU3BOANTCS MO YTBEPXKAEHHLIM ONMUCAM Oer.

18.8. [NoarotoBka AOKYMEHTOB M &N K Nepegadye Ha apXmMBHOE XpPaHEHNE N HA YHUYTOXEHNE

npeagycMaTpuBaeT:

3KCMEPTU3Y LLIEHHOCTUN OOKYMEHTOB;
COCTaBIieHME OMNUCEN AeN MO pe3yribTaTaM 3KCNepPTU3bl UX LLEHHOCTMU;
odopmIieHne gen;

COCTaBJ1EHNE aKTOB Ha YHUYTOXEHNE OOKYMEHTOB U AeNl C UCTEKLWLINMN CPOKaMU XpaHEHUA.

18.9. OkcnepTm3a LEHHOCTM AOKYMEHTOB NOCTOSIHHOMO M BPEMEHHOIO XpaHEHMWs OCYLLLECTBSETCS
€XerogHo fimuoM (nmuamm), Ha3Ha4YeHHbIM MPUKa3oM OTBETCTBEHHbLIM (OTBETCTBEHHbIMK) 3a
apX1BUpPOBaHUE.

18.10. B geno nomewaetcs He 6onee 250 nucToB (TonLMHA gena npy 3TOM COCTaBMsET He bonee
4 cm). Mpwn BonbLLOM KONMYeCcTBE OOKYMEHTOB dOPMUPYHOTCA TOMa (YacTu) aena. BHyTpu gena
OOKYMEHTbI pacrnornararTcs B XpOHONOrM4eckoM Nnopsiike B COOTBETCTBUM € onuckio. B gena
MOMELLIaHTCS TOMBKO UCTIONHEHHbIE, MPaBUITbHO 0OPMIIEHHbIE AOKYMEHTHI.

18.11. [JokyMeHTbl BHYTpW Aena pacnonaraTcsa CBEPXY BHU3 B XPOHOMOrMYeCKon, BOMPOCHO-
NOrMYecKon NocrnenoBaTeNbHOCTU UK X codeTaHun. PacnopsiauTenbHble JOKYMEHThI
rpynnupyroTca B Aena no BMAaM U XPOHOMOTUM C OTHOCSILLMMUCS K HUM MPUIOXEHUSIMU.

18.12. JlnyHble kKapToYkn paboOTHNKOB hOPMUPYOTCA B 4EM0 No andasuty amunmin.

18.13. OcbopmneHne gena npegycmaTpuBaeT: 0OpMIEHNE PEKBU3NTOB OBSTOXKN gena no
yCTaHOBMNEHHOM hopMe; HyMepaLuMio NTMCTOB B Aerle KapaH4alloM B BEPXHEM MPaBOM YrIy;

COoCTaBlieHne BHyTpeHHeVI onucn OOKYyMEeHTOB Aena, NoALUVBKY U nepenreT aena. Jlnct 6onbLuoro



dopmaTa, NoALUMTEIA 3a OOMH Kpaur, HYMepyeTCsl Kak O4WH JIUCT B NPaBOM BEPXHEM Yrny.
[loKymMeHTbl ¢ COOCTBEHHOW HYMeEpaLUMen NUCTOB, B TOM YMCIE NeYaTHble U3aaHns, HYMepPYTCA B
obLem nopsagke.

18.14. JlucTbl Aen, COCTOALMX U3 HECKONBKMUX TOMOB UMW YacTeln, HYMEPYITCS MO KaXaoMy TOMY
WM YacTu OTAESbHO.

18.15. lNMocne 3aBepLUeHs HyMepauum NIMCTOB COCTaBISIETCA 3aBepuUTenbHast HaaNUCh, KoTopas
pacnonaraeTcs B KOHLE Aena. 3aBepuTenbHas HagnuMcb COCTaBNSIETCH B AeNe Ha OTAENTbHOM
nucrte-3aBepuTene gena.

18.16. B 3aBepuTenbHOM Hagnvcy umgpamm 1 Nponucklo ykasbiBaeTcs KONMYECTBO NINCTOB B
AaHHOM aerne. 3aBepuTenbHas HaanuMcb NOANMUCLIBAETCHA €6 COCTaBUTENEM C YKa3aHMeM
pacLmgpoBKM NOANNCHK, AOSHKHOCTU U AaTbl cocTaBneHms. KonmyecTBo NUCTOB B Aerne
npocTaBnsieTcs Ha 0OnoXke Aena B COOTBETCTBUM C UTOrOBOW HaAMUCHIO.

18.17. PexkBun3unT "CPOK XpaHeHMs aena" nepeHocmTcs Ha 0BOXKyY Aena n3 COOTBETCTBYHOLLEN
HOMEHKNaTypbl el Nocrne CBEPKM €ro CO CPOKOM XPaHEHUS!, yKa3aHHbIM B MepeyHe TUMOBbIX
OOKYMEHTOB MIM B NepeyvHe JOKYMEHTOB, 00pasyroLLmMXcs B AeATeNbHOCTU dheaepanbsHoro opraHa, ¢
yKasaHMeM CPOKOB XpaHeHus.

18.18. Ha genax noCcTosiHHOro xpaHeHns nuweTcs: "XpaHUTb NOCTOSHHO".

18.19. MNpuem gen NpomsBoaUTCS COTPYOAHUKOM, YNONIHOMOYEHHbIM Ha BeAeHne AeATeNIbHOCTU
apxuBa, C NPOCTaBMEHNEM B ABYX 3K3EMMNIAPAX ONUCK AeNT OTMETOK O HanuumMm Kaxaoro gena (Ha
KaXkOoOM 3K3eMMApe OnMCcK yKasbliBaeTCH KONMYECTBO (pakTU4eCcKkn NpUHATLIX Aen, AaTa npuemMa-

nepegayun gen, a Takke NOANUCHU apxXmMBMUCTa U COTPYAHUKA, NepeaaBLUero gena.

19. 3akI0unTEeIbLHBIE TOJIOKEHUS

19.1. HacTosiwas NHCTpyKumMs No 4enonpon3BoAcTBY ABNAETCA NoKanbHbIM HOPMaTUBHbIM aKTOM
obweobpaszoBaTenbHON opraHn3aunn, npuHnmaeTcsa Ha ObLiem cobpaHmum paboTHUKOB U
yTBEpPXKOaeTcs (BBOAUTCH B AENCTBME) NPUKA30M aMpekTopa 0bLeobpasoBaTernbHON opraHm3auni.
19.2. Bce n3MeHeHns 1 AOMNOMHEHNS, BHOCUMbIE B HACTOSLLYO NHCTPYKLUMIO, 0OpMAATCS B
NMMCbMEHHOW hopme B COOTBETCTBUMN OENCTBYIOLLMM 3akoHoAaTenbcTBom Poccuinckon ®egepaumm.
19.3. VIHCTpyKUumnA no Aenonpon3BOACTBY B LLKOMNE NPUHUMAETCS Ha HeoNpeaeneHHbI CPOK.
M3meHeHus 1 gononHeHus K MIHCTpyKUMM NpMHMMaloTCS B nopsake, npegycMoTpeHHom n.19.1.
HacTosLwen NHCTpyKumn.

19.4. MNMocne npuHATUA NHCTpYKUMK (MM M3BMEHEHUI U LONOSTHEHUIN OTAENbHbBIX MYHKTOB Y

pasgenos) B HOBOW pefakummn npegplaylias pefakums aBToMaTtuiecky yTpaumBaeT cuny.
Mpunoxenne Ne 1

IIpaBuia opopMiIeHHA PEKBU3UTOB JOKYMEHTOB

1. [Ina NoAroToBKM JOKYMEHTOB NMPUMEHSIETCS TEKCTOBbIV peaakTop, obecnednsatowmm TpebosaHms

rpadwlquKoro BOCnpou3seaeHnA pekBn3nToB AOKYMEHTA.



2. Bugbl n pasamepsbl ucnonb3yembix wpndgTos: Times New Roman — 12, 13, 14; Calibri 14 n
NPUBNMXKEHHBIE K HUM.

3. MNpu nogroToBke TEKCTOB B Tabnuuax, Ana obecnevyeHns nyylen YNTaeMoCTn JaHHbIX,
JonyckaeTtcsa npumMmeHeHune wpudTtos Buaa Arial, pasmepos 12,13.

4. [Inana3oH 1cnorib3yeMblX MeXOyCTPOYHbIX MHTEPBanoB: OT OAMHAPHOro 4O NOSTyTOPHOrO.

5. ABG3auHbI OTCTYN TeKcTa AoKymMeHTa - 1,25 cm.

6. 3aronoBku pa3genos 1 nogpasaenos neyatanTcs ¢ ab3alHbIM OTCTYNOM UMK LIEHTPUPYIOTCS MO
LUMpPUHE TeKcTa.

7. MHOroCcTpoYHble PeKBM3UTbI NevaTarnTcs Yepes OAMH MEXCTPOYHbIN MHTepBarn, COCTaBHble YacTu
PEeKBM3NTOB OTAENAIOTCA JONONHUTENbHBIM NHTEPBANOM.

8. Ecnun gokymMeHT rotoBuTCSa AN n3gaHus ¢ ymeHblLleHnem macwitaba, TEKCT nevaTaeTcs vyepes
OBa nHTepBana.

9. MHTepBan mexay GykBamu B CrioBax - 00bIYHbIN. IHTepBan mexay croBamu - oguH npobdern.

10. TeKkCT AOKYMEHTa BblpaBHMBAETCA MO LUMPUHE NUCTA (MO rpaHuL,amM NIeBOro 1 NpaBoro nonen
OOKyMeHTa).

11. InnHa camon ANUHHON CTPOKN PEKBU3MTA MPU YIIIOBOM PaCMoOSIOXKEHNM PEKBM3NTOB He bornee
7,5 cm.

12. AnnHa camomn ONNHHOW CTPOKN pekBmn3nTa Npu NpoaoribHOM PacrnosioKeHUN PEKBU3UTOB HE

bonee 12 cm.

13. Kog cbopMbl JOKYMEHTA

Kon doopMbl JOKYMEHTa NPOCTaBNAeTCA Ha YHUPUUMPOBAHHBLIX (POPMax AOKYMEHTOB B OCHOBHOM
NCNonb3yeMbIX B KagpOBOM LOKYMEHTOOO0pOTe WKonbl. Pacnonaraetca kog hopMbl B MPpaBoOM
BEPXHEM Yrry paboyero nons OKyMeHTa, CocTouT n3 cnos "®opma no" (HanmeHoBaHme

KnaccudmkaTopa) 1 umdpoBoro koaa.

Mpumep - ®opma no OKY/L] 0301001.

14. HanmeHoBaHMe LLKObI

HanmeHoBaHWe LIKOMbl AOMKHO COOTBETCTBOBaTL HAMMEHOBaHMIO OPUAMYECKOTO Nnua,
3aKpenJIEHHOMY B €ro yupeauTenbHbIX JOKyMeHTax (YcTaBe obLieobpa3oBaTenibHOM OpraHnsaumm).
MNMon HaumeHOBaHMEM LLKOSbl B CKOOKaxX yka3blBaeTCs COKpaLLEeHHOe HavMeHOoBaHue
o6LLeobpa3oBaTeNbHOM OpraHn3aLmm.

Hapg HavmeHoBaHMeM LLKOMbI - YKa3blBaeTCcd noyiHoe HamnmeHoBaHune BblLLIECTOSILLEN opraHusaumnin.

15. CnpaBoy4Hble JaHHbIE O LUKomNe

CnpaBo4Hble AaHHbIE O LLKOSIe BKOYatloT B cebs: NOYTOBbLIV afgpec, Homepa TenedoHa, gakca,
agpec anekTpoOHHOW NoYThl, koA wkosbl no OKIMO (npocTtaensetcsa no O6Lepoccuinckomy

KnaccudumkaTopy npegnpuaTuii u OpraHmM3anmmn), OCHOBHOW rocy4apCTBEHHbIN PErMCTPaLUMOHHbIN
Homep (OIPH), naeHTMdmrKaunMoHHbIM HOMEpP HanoronnartenbLnka/kog NPUYMHbI NOCTAaHOBKM Ha

Hanorosbi yyeT (MHH/KIMT).



16. HammeHoBaHMe Buaa JOKYMEHTA

PekBnanT ncnonbayeTtcsa ANs ykasaHusa Buaa AOKyMEHTa U pacronaraeTcs noa peksnusuTom
«HanmeHoBaHue 0blleobpa3oBaTenbHOM opraHnsauuny. HamMmeHoBaHe Buaa AOKyMeEHTa He
yKasblBaeTcs B MMCbMaXx.

17. JaTta pokymeHTa

[aton gokymeHTa ABnseTcs fata ero nognucadns (npukas, NnMcbMo, 3anucka, akT u ap.),
yTBEPXKOEHNSA (MIHCTPYKUMS, MONOXEHWe, NpaBurna, pernaMmeHT, nnaH, ot4eT u ap.), cobbitus,
3aPMKCUPOBAHHOIO B AOKYMEHTE (NPOTOKON).

[ata gokymeHTa npocTtaBnsaeTcs AOMMKHOCTHBIM FMLOM, NOAMUCHIBAIOLWLMM UMK YTBEPXKAAOLLMM
OOKYMEHT, Unn Npu pernctpaummn AoKyMeHTa, Uiy HENoCpeaCTBEHHO COCTaBUTENEM MPU NOATOTOBKE
OOKyMeHTa (cnyxebHas 3anucka, 3asiBneHue n ap.).

[oKymeHTbI, n3gaBaemMble COBMECTHO C APYrMMU OpraHn3aumammn JOMKHbI UMETb OAHY (€4NHYI0)
aary.

[aty gokymeHTa oopmnstoT apabckumm uudpamm B NocriefoBaTenNbHOCTL:

AeHb Mecsua, mecsu, rog. [leHb mecsaua 1 Mmecal 0opMmnsioT ABYMS napamu apabekmx umdp,
pasgeneHHbIMU TOYKOW; rof - YeTblpbMsa apabckumm uudpamm, Hanpmumep: 01.12.2017. byksa "r"
nocne u1dp He CTaBUTCA.

npv CNOBECHO-LUMGPOBOM crocobe oopmIieHNs AaTbl AeHb MecsiLia yKka3blBaeTCs Napom

apabckmx undp, roa YeTbipbMsa apadckumm undpamm, Hanpumep: 12 aekabps 2017 r.

18. PerncrpaumoHHbIi HOMEP OOKYMEHTA

PerncrpaumoHHbIin HOMep LOKYMEHTa NPOCTaBISAETCA B COOTBETCTBMM C CUCTEMOW perncrpaumu,
NPUHATON B LLUKOSE.

PerncrpaumoHHbIin HoOMep NpucBanMBaeTCsl JOKYMEHTY NoOCre ero nognucanns (yTBepaeHus).
Ccblinka Ha permcTpaumnoHHbIi HOMep 1 AaTy AOKyMeHTa

Ccblinka Ha cxogsLmMmn HoMep 1 AaTty JOKYMEHTa agpecaHTa BKYaeT B cebs permctpaumoHHbI

HOMEp U AaTy AOKYMEHTA, Ha KOTOpbIV OOMKeH ObiTb AaH OTBET.

19. MecTo cocTaBnenus (M3gaHus) AOKYMEHTa

MecTo cocTaBneHust unu n3gaHus JOKyMeHTa - "ropog ..." - ykasblBaeTcsl Ha 0raHKax NpOTOKOSOB U

aKTOB, COCTaBIISIEMbIX B 00LLIE00pa3oBaTENbHON OpraHn3aumm.

20. Agpecart

B pekBusunTe "Agpecat” ncnonb3ayotca oduumanbHble HaMMEHOBaHNSA OpraHOB rocy4apCTBEHHOM U
WCMOMHUTENBHOW BNacTh, OpraHoB MECTHOIO CaMOynpaBreHuns, opraHu3auuin. [lonyckaetcs
Mcnomnb30oBaTh orumanbHO NPUHATLIE COKPALLEHHbIE HAMMEHOBaHUS OpPraHoB rocy4apCTBEHHON U
WCMOMHUTENbBHOW BNacTh, OPraHOB MECTHOrO CaMOyrnpaBreHusi, OpraH3aumi.

Mpu agpecoBaHMM OOKyMEHTA AOMKHOCTHOMY U YaCTHOMY NULY MHULMAnNbI CTaBsTCs nocne

dammnun.



Mpumep - Pykosodumernto OO0 «Cmpoumernb»

®amunus N.0.

PekBnant "agpecat" npocTaBnsieTca B BepXHen NpaBomn YacTu AOKyMeHTa (Ha BrnaHke ¢ yrnoBbIM
pacrnonoXeHnem pekBu3MTOB) UNK Cnpasa nog, peksuantamm 6naxka (Npy NpoaorsHOM
pacnonoXeHnn peksmanToB GnaHka). CTpoku pekBuanTa "agpecat” BblpaBHUBAKOTCSA MO NIEBOMY
Kparo NN LEeHTPYITCA OTHOCUTENbHO CaMOW OFIMHHOW CTPOKMU.

Mpun agpecoBaHnn gokymeHTa 6e3 ykazaHusa AOMKHOCTHOrO n1La HaMMeHOBaHWSA aapecaToB

NULIYTCA B UMEHUTENTbHOM NMafexe, HanpumMmep:

OpeaHbI cmamucmuku 80,0008 Mockebi

Mpu agpecoBaHnn OOKYMEHTA PYKOBOAUTENIO OpraHu3aumnmM HaMMeHOBaHUE AOMKHOCTM
ykasblBaeTCsi B JaTeNbHOM Nagexe, Hanpumep:

leHepansHomy Aupekmopy OO0 «M3daHuUe»

®amunus U.0.

MoYToBbLIV agpec He yKkasblBaeTCsi B JOKYMEHTAX, HanpaBnsieMblX B BbICLLUME OpraHbl
rocyaapcTBEHHON BriacTu, dhefeparibHble opraHbl UCMOSTHUTENBHOWM BNAcTU U UX TeppUTopuarbHble
opraHbl, opraHbl FOCYAapCTBEHHOW Y UCNOMHUTENbHOW BNacTW, NOCTOSA MHBIM KOPPECTOHAEHTaM.
Mpw agpecoBaHMM NMCbMa B OPraHN3aLmio ykasblBaloT ee HanMeHOoBaHWe, 3aTeM NoYTOBbIV agpec,

Hanpumep:

locydapcmeeHHoe yypexdeHue Becepocculckuli Hay4yHo-uccnedosameribCKul UHCmumym
OoKkymeHmoeedeHUs1 U apxusHo20 desna
lpogpcorosHas yn., 0.82, Mocksa, 117393

Mpv agpecoBaHny OOKyMeHTa hu3anyeckoMy Ly ykasblBatoT hamuivio U HMLUMansl nonyyartens,

3aTeM NoyTOBbLIV aapec, Hanpumep:

lMemposy U.IT.
lNpoussodcmeeHHas yn., 0.5, k8.12,
2. Mocksea, 119633

PekBnant "AgpecaT" He OOIKeH coaepkaTb bonee yeTbipex agpecaTtoB. Crnoeo "Konus" nepen
BTOPbIM, TPETbMM, YETBEPTLIM agpecaTaMmu He ykasbiBaeTcs. [pu uncne agpecatoB 6onee 4-x
COCTaBNSAETCS CMUCOK PAacChIfKN JOKYMEHTA.

Ecnun gokymMeHT oTnpaBnsieTcsl B HECKONbKO OAHOPOAHbIX OpraHn3auuii UM B HECKOSbKO
CTPYKTYPHbIX NogpasaeneHnin opraHa UCMNOoNHUTENBHOM B1acTu, TO OHWN yKa3biBatoTCs 0000LLEHHO.

Mpumep:

Pykosodumensam ydpexdeHuti CINO



20. pnd yTBEPXOEHUS OOKYMEHTA

pnd yTBEPXKOEHMS NPOCTABNAETCA B MPAaBOM BEPXHEM Yriny AOoKyMeHTa. CTpPOK/ pekBuauTa
BblpaBHMBAOTCS MO NIEBOMY Kpato NI LEHTPUPYIOTCS OTHOCUTESTBbHO CaMOW ASIMHHOW CTPOKM.
[oKyMeHT yTBepXXaaeTcs AOMKHOCTHBIM NIULOM (AOMKHOCTHBIMW NULLAMW) NN pacnopaanTenbHbIM
OOKYMEHTOM (MOCTaHOBIIEHNEM, PELUEeHNEM, MPUKA30M, PACNOPSKEHNEM).

[Mpv yTBEPXOEHUM OOKYMEHTA AOSMKHOCTHBLIM MNLOM rpud YTBEPXOEHNA JOSTKEH COCTOATb N3
cnosa YTBEPXIOAIO (6e3 kaBblyek), HAMMEHOBaHUSA AOMKHOCTM NMLA, YTBEPXKAAOLLEro JOKYMEHT,
ero noanucu, UHULManos, hammnuu n Aatbl yTBEPXKOEHNS.

Mpumep:

YTBEPXJAFO
Hupekmop MEOY Llikona Ne 1238

n.0. ®amunus

21. Jata

Mpu yTBEPXKOEHMN JOKYMEHTA HECKONMBbKMMMW OOIMKHOCTHLIMK NL@MKN MX NOAMNUCK pacnosaratoTcs
Ha OOHOM YPOBHE.

Mpu yTBEPXXOEHWUM JOKYMEHTA pacnopsanTenbHbIM AOKYMEHTOM rpuUd YTBEPXKOEHUS COCTOUT U3
cnos YTBEPXOEH (YTBEPXXOEHO, YTBEPXOEHbI, YTBEP>XXOEHA), cornacoBaHHoro ¢
HaMMeHOBaHMEeM BuAa yTBEPXK4AEeMOro JOKyMeHTa, HavMeHOBaHWs Buga AOKyMeHTa B

TBOPUTENbLHOM MNajexe, ero Aatbl, Homepa.

Mpumep:

YTBEPXJEHO
npukazom MEOY Llikona Ne 1238
om 01.03.2020 Ne 57

22. 3arofioBOK K TEKCTY

3arornoBokK Kk TEKCTY - KpaTkoe coepkaHue AoKyMeHTa. 3aronoBok K TEKCTY npukasa

dopmynupyetcsa ¢ npegnorom "O" ("O6") n oTBeyaeT Ha Bonpoc "o 4yem?"):

e [puKa3s (0 Yem?) 0 CO3gaHNN KOMUCCUN;
e npukas (o 4eM?) 00 yTBEPXOEHMM LUTATHOrO pacrnmncaHus;

e MMCbMO (0 Yem?) O NpegocTaBneHn MHPOPMaLUN.

3aronoBok k TekCTy odhopmMnseTcs nog peksuamtamy braHka cnesa, OT rpaHuLbl NEBOro Nons.
HanmeHoBaHue (3aronoBok) NMnbo aHHOTaUMSA AOKYMEHTa COCTaBIISIeTCA aBTOPOM NpoekTa
OOKyMEHTa.

3aronoBok kK TEKCTY MOXET HE COCTaBIIATbCA, eCln obbem OOKyMeHTa He NnpeBblllaeT 4-5 CTPOK.

23. TekCcT JOKYMEeHTa

,D,OKyMeHTbI o6u4e06pasoBaTean017| opraHmsauunm CoCTaBIIAKTCA Ha rocyaapCTBEHHOM A3bIKe



Poccuickon ®enepaLmm - pycCKoMm.

TeKkcT AOKyMeHTa MOXeT coaepaTtb pasfensl, nogpasaenbl, MyHKTbl, NOAMYHKTbI, HyMepyeMble
apabckumn umdpamu.

B npukasax TekCT JOKYMeHTa usnaratoT OT NepBOro nmua egUHCTBEHHOrO YMcna («npuKasbiBao»)
B pokymeHTax KonnervarnbHbIX Y COBeLLaTenbHbIX OpraHax OT TpeTbero nuua eqUHCTBEHHOIO
yucna: («cobpaHue... peLunno)

TekcT npoTokona manaraeTcsa oT TPeTbero NnLa MHOXECTBEHHOIO Yncna («cryLanmy,
«BbICTYNUNNY, KMOCTAHOBUINY, «PELLNINY),

B coBMeCTHbIX AOKYMEHTax TEKCT UarnaratoT OT NepBOro nMua MHOXeCTBEHHOrO Yucna:
(«npuKasbiBaeM», «peLlmnnuny).

B penosbix (CJ'Iy)Ke6HbIX) nMMCbMax NCMNoNb3yHTCA bOpPMbI U3MOXKEHUS:

OT MEPBOro Nu1LA MHOXECTBEHHOIO YMcna («NpoCcuM HanpaBuTby», NPeAcTaBnsem Ha
paccMOTpEeHMER);
OT TPETLErO NULA eANHCTBEHHOTO Yncna («AgmuHnctpaumsa OY Lkona Ne 1238 He Bo3paxkaeT»);

OT MEPBOro N1ua eANHCTBEHHOIO YMcna («CHMTar HeoOXooMMBIMY, «peanarat pacCMOTPETbY).

Mpun ynoTpebneHnn B TeKCTE haMmUnnin N, MHULManbl ykasblBatoTcs nocrne pammnmm.
B oenoBbix (Cry»kebHbIX) NMMCbMax MOryT UCNONb30BaTLCA:

- BCTYyNUTENbHOE 06paLleHne:

YBaxaeMmsbl rocrnoguH iBaHos!
YBaxaemas rocnoxa lNetposa!
YBaxaembin Hukonanm Netposuny!
YBaxkaemasi Onbra HukonaesHal!

YBaxaemble rocrnogal

B o6palLeHmm no AoMKHOCTM HaUMEHOBaHMEe AOMKHOCTU NMULLETCS C NPOMUCHOWN GyKBbI, B
obpalleHnn No hamMunmMm MHALManbl nuua He yKasblBatoTCS.

- 3aK/I4YMTENbHAS 3TUKETHAsA dpasa:

C yBaxeHuew, ...

CTpaHuubl 4OKYMeHTa HYMepyHTCS, Ha4YMHasi Co BTOPOro fiMcTa AoKyMeHTa apabckumm umdpamm
nocepeauHe BEPXHEro nossi.
TeKkcT JOKyMeHTa OTAEeNsieTCs OT 3arofioBka ABYMSI UM TPEMSI MEXOYCTPOYHbIMI UHTEpBanamm

NCnofib3yeMblMn B TEKCTE.

24. OTMETKa 0 NPUIIOXEHUMN

OTtmeTka o NPUNOXXeHNn NCNnosib3yeTcd rnpu O(*)OpMJ'IeHI/II/I nMcem n I'IpVIJ'IO)KeHVIVI K nriaHam,
nporpaMmmMmam, oT4yeTam, NorioXXeHnAm, npasunam, MHCTPYKUNAM U OPpYyrmm
OOKYMEHTaM.

B nucbmax otmeTka o NPUNOXeHnn OCbOpMJ'IﬂeTCFI noa TeKCTOM NMcbMa Ha pacCToAHUN 1,25 cm ot



rpaHnLbl NeBOro nosd. Ecnu npuroXeHme Ha3BaHo B TEKCTE NMCbMa, B OTMETKE O MNMPUOXeHUn

YKa3blBa€TCA KOJTIMYECTBO JTIUCTOB U KOJTMYECTBO 3KIEMIMITAPOB NPUITOXEHUA, HAnpuMep:

lMpunoxeHue: Ha 3 1. 8 1 3K3.

|_|pI/1 Hanm4ynm HeECKOJ1bKMUX I'IpI/IJ'IO)KeHI/IIZ, B OTMETKE O NPUoXeHnn OHN HyMepyrTCA, YKa3blBatOTCA

HanMeHOBaHUA KaXXaoro rnpuiioxXeHmnd, Kofim4ecTBo JINCTOB U KOJTMYECTBO 3K3EMMITAPOB, HAanpunMep:

lNpunoxeHue:
1. lNnaH-epacpuk ... Ha 3 1. 8 2 3K3.

2. Cripaska 0 nodmeepxxdeHuu chakma obyqeHust... Ha 1 1. 8 1 3K3.

Ecnu NnpunoXxeHnsa c6pou_|+op0|3aHb|, TO KOJINYECTBO JINCTOB HE yKa3blBaeTCA. Ecnu npuroxeHue
HanpaeJAT HE BO BCE YKa3aHHbIE B JOKyMEHTe afpeca, TO OTMETKY O €ro Harn4mm OCbOpMJ'IFII-OT

cneaywoLwmmMm 06pasom, Hanpumep:

lMpunoxeHue: Ha 3 1. 8 1 3k3. MOLKO 8 repsbili adpec.

Ha NPUNOXEeHNAX K npasuiam, NHCTPYKUUAM, NOJNIOXEHNAM, NJlaHaM, nporpammvam, gorosopam v
OpyrmuM AOKyMEeHTaM OTMETKa O NPUIioXXeHN NpoCcTaB/iA€TCA Ha NepBOM JINCTE NMPUITOXEHNA B

npaBoOM BEPXHEM YrTy.

Ecnu npunoxeHune ogHo, oHO He HymepyeTcsi. ECnv npunoxeHuin HECKONbKO, OHW HYMepYTCS
(MpunoxeHne 1, NpunoxeHne 2).

B TekcTe gokymeHTa npu nepBoM YNOMUHAHWUKN AOKYMEHTa-NPUNOXEHNs B CKODKax yka3biBaeTcst: ...
(MpunoxxeHne) nnu ... (NpunoxexHue 1); neped HOMEPOM NPUOXKEHNSA AOMYCKAETCH CTaBUTb 3HaK
Homepa: ... (npunoxeHue N 2);

B oTmeTke 0 NpunoxeHun ykasblBaeTcs HavMeHOBaHWe Buaa OCHOBHOIO IOKYMEeHTa, ero aarta u

HOMEp, HanpumMep:

lMpunoxeHue N° 2 k npuka3dy MBOY Llikona Ne 1238 om 08.06.2017 Ne 67 "

Ecnn npunoxeHvem K AOKYMEHTY (HanpuMmep, K Nnpukasy) aBndeTcs yTBepXaaemblin JOKYMEHT,
(monoxeHwne, NpaBuna, MHCTPYKUNS, pErMaMeHT U Ap.) B BEPXHEM NMPaBOM Yriy NpocTaBnsaeTcs

OTMETKa O MPUOXEHUN, HUXKE — TPUd YTBEPXKAEHUS, HANPUMEP:

lMpunoxeHue
YTBEP)XOEHO
npukasom MBQY Llikona Ne 1238 om 08.06.2017 Ne 67

Bua v pasmep wpudta pekuanta "OTmeTKa 0 NPUNoXeHnn" omkeH COOTBETCTBOBATL BUAY U

pa3mMepy WwpudTa TekcTa AOKyMeHTa.



25. pnd cornacoBaHnsa JOKYMEHTA

Mpnd cornacoBaHWsi AOKYMEHTA MCMNONb3yeTCA NPU CornacoBaHMM AOKYMEHTa C OpraHamu BracTu,
OopraHu3aunaMm Unm AomKHOCTHbIMK niuamm. OH coctouT u3 crnosa “COIMNTACOBAHO”, gomkHocTn
nvua, KOTOPbIM COrfacoBaH AOKYMEHT (BKMoYas HaMMEHOBaHME OpraHvM3auun), MMYHOM NoAMNMCH,

paCLLII/Id)pOBKVI noanuncu (I/IHI/ILI,I/IaJ'IOB, (*)aMI/IJ'II/II/I) M AaTbl CorfnacoBaHuA.

[Mpumep:

COlJIACOBAHO

Hupekmop MBOY LlIkona Ne 1238
U.N. NesaHos

01.12.2019

Mpndp cornacoBaHnsi B 3aBUCUMOCTU OT BUAA JOKYMEHTA M OCOOEHHOCTEN ero 0oOpPMITEHNSA MOXET

NPOCTaBNATbCA:

Ha NepBOM NMCTE AOKYMEHTA (ECNN AOKYMEHT UMEET TUTYIbHbIN FIUCT, - HA TUTYNIbHOM fUCTE) B
NIEBOM BEPXHEM YIiy Ha YpOBHE rpuda yTBEPXKAEHUS UMW MO HAMMEHOBaHNEM AOKYMEHTa
OrvKe K HKHEMY Morto);

Ha nocnegHeM NUCTe JOKYMeHTa Noj TEKCTOM;

Ha NMCTE cornacoBaHus, ABNAIOLWEMCS HEOTHEMIIEMON YacCTbio OOKyMeHTa.

BHeluHee cornacoBaHue Takke MOXeT OblTb OCYLLIECTBNEHO APYrMM JAOKYMEHTOM - MUCbMOM,
MPOTOKOMOM, MPUKa30M.

Mpumep:

COlTIACOBAHO nipukaszom [JOa2M om 01.07.2017 Ne 01-01/54

26. Busza

CornacoBaHne npoekTa JOKyMeHTa opOopMIIsSieTCs BU3OW.

Busa npocTtaBnsieTcs COOCTBEHHOPYYHO MULIOM, BU3UPYIOLMM AOKYMEHT, U BKIHOYaET B cebs
HaMMeHOBaHWe AOIMKHOCTM BU3UPYIOLLErO, €ro NMYHY NOANMUCH, pacluMdpoBKy NOAMMUCH
(MHMumanel, dammnnio) 1 gary.

Mpumep:

Bamecmumernb dupekmopa
n.0. ®amunus
03.03.2020

,D,OI'IyCKaeTCFI NnoNnnmcTHoe BU3npoBaHMe OOKYyMEHTa U ero I'IpI/IJ'IO)KeHVIVI.
I'IpM HanMymMM 3amedaHnin, JONONMHEHUN K NPOEKTY AOKYMEeHTa BM3a OONOJIHAETCA COOTBETCTBYOLLNM

YKa3aHnemM.



Ona OOKYMeEHTa, NOAJTMHHUK KOTOPOro OoTnpaBiAaA0T U3 LWKOJ1bl, BU3bl MPOCTABMAKTCA HA
IK3eMnndapax AOKyMeHTOB, NoMellaeMbiX B Oen0.

Ona OOKYMeHTa, NOAJTMHHUK KOTOPOro OCTaeTCAd B LWKOJ1€, BU3bl COrnacoBaHna npocTtaBnAOTCA Ha
060p0Te nocnegHero nncta nogfiHHMKa AOKyMeHTa Ui Ha nocnegHem NMCcTe JOKyMeHTa nos

noanumcblo.

27. Noanuck
[Moanuck BKNOYaeT: HAMMEHOBaHWE OOMKHOCTY Nnua, NoANMcaBLLEro JOKYMEHT, ero

CcoBCTBEHHOPYYHYH NOANUCH; pacluMdpoBKY Noanucu (MHuumansl, dpammnmus):

[Mpumep:

Hupexkmop nuyHas nodnuce UN.0.@amunus

Ecnun nokymeHT ocpopMieH He Ha GnaHke, B HAMMEHOBaHUE AOMKHOCTY BKIOYaeTCs
HavMeHoBaHMe obLeobpasoBaTenbLHOM opraHmM3aunn (NoIHOE Ha3BaHme LWKosbI). [lonyckaeTcs B
peksnaunte "lMNognmcb JOMKHOCTHOrO Nnua" LEHTpUpoOBaTh HAMMEHOBAHME AOSHKHOCTM NnLa,
NnoAnMCcaBLLEro AOKYMEHT, OTHOCUTENbHO CaMOWN ASTMHHOW CTPOKW.

Mpn nognMcaHum JOKYMeHTa HECKOSNbKUMM LOSKHOCTHBIMU ML @MU PasHbiX AOMKHOCTEN NX
noanucuK pacnonaratoT ogHy nog Apyron B NocrefoBaTefibHOCTU, COOTBETCTBYOLLEN nepapxuu
3aHMMaeMOoln JOJTKHOCTH.

Mpumep:

Hupexkmop nuyHas nodnucs N.0.®.

Bamecmumenb dupekmopa nu4yHas noonuce MN.0.®.

Mpun noanMcaHuM JOKYMEHTa HECKOMbKUMM NML@MUN PaBHbIX AOMMKHOCTEN UX NMOANUCK pacnonaratT
Ha OOHOM YPOBHE.

B nokymeHTax, cocTaBneHHbIX KOMUCCHEN, YKka3blBAaETCS CTaTyC Nnnua B COCTaBe KOMUCCUM:
npocTaBNeHNEM KOCOW YepTbl Nepes HaMMeHOBaHUEM [OMKHOCTU (406aBnsATL Kakue- NMbo

NPUCTaBKK).

Ecnu AupekTop LUKOSbI U MHOE YNOMTHOMOYEHHOE Ha NOANMCaHMe AOKYMEHTa NNLO BPEMEHHO
OTCYTCTBYET (OTNyCK, 60Me3Hb, KOMaHANPOBKA) UM AOSHKHOCTb BakaHTHa, TO AOKYMEHT
NOANUCLIBAET COTPYAHWK, YNOMHOMOYEHHbIV Ha NOAMNMCAaHUE B COOTBETCTBUM C pacrnopsianTesibHbIM
[AOKYMEHTOM UV HaAemneHHbIV MOSTHOMOYUSIMI, YCTAHOBIIEHHBIMU NMPUKA30M LLUKOSbI UIN

yupeantena (0OrM), c ykasaHnem cBoen SOMKHOCTU U NOSTHOMOYNS, HanpUMep:

Bamecmumens Aupekmopa rodnuce UN.0. @amunus
nnu:

UcnonHarowul obs13aHHocmu dupekmopa nodnuck U.0. @amurnus



nnn

u.o. dupekmopa nodnucb N.0. Gamunus

PekBn3unT "MNognncb AOMKHOCTHOMO Nuua" MOXeT OblTb 0bOpMINeH COGCTBEHHOPYYHO aBTOPOM
OOKyMeHTa (Hanpumep, Npyv HanucaHum cnyxebHon 3anuckn 6e3 NPUMEHEHNST TEXHUYECKNX
cpeacTB) NMbo ohopMIEeH C MCMONb30BaHNEM TEXHUYECKNX CPEaCTB.

B cny4ae odopmneHnsa peksuanTta "llognuce JOSMKHOCTHOrO fvua" ¢ MCNOSIb30BaHMEM TEXHUYECKUX
CcpencTB BUA U pasmep LWpudTa ykazaHHOro pekBM3nTa He MOXKET OTnn4aTbCsa OT BUaa 1 pasmepa
LWpn@Ta OCHOBHOIO TEKCTa AOKYMEHTA.

PekBnaunT "lNoanmcb JOMKHOCTHOrO nNuua" OTAENseTCa OT TeKCTa TPEMS U YETbIpbMS

OANHAPHbIMU MeXOYCTPOYHbIMU NHTEpBalaMun.

28. Neyatb

MNevaTb ABNAETCA CNOCOH6OM NOATBEPKAEHUS MOASIMHHOCTM NOANUCKU AOMKHOCTHOrO nvua Ha
AokymeHTe. [leyaTb CTaBMTCA Ha JOKYMEHTaxX B Crny4vasx, NpeaycMOTPEHHbIX 3aKoHoAaTeNbHbIMM
U MHBIMWU HOPMAaTMBHbLIMW NPAaBOBbIMU aKTaMMU.

MNMevaTb cTaBUTCS Ha CBOBOOHOM OT TEKCTa MecTe, NMpy 3TOM OTTUCK NeYaTn He 3axBaTbiBaeT
MIMYHONM NOZMNMUCK OOMKHOCTHOMO Nyua NognmncaBLLEero JOKYMEHT, Uin B MecTe, 0603Ha4eHHOM
«MT» («MecTo neyatuny).

B fnokymeHTax, NoAroToBeHHbIX Ha OCHOBE YHUMULMPOBAHHbLIX POPM, NevaTb CTaBUTCH B MecTe,

0603Ha4YeHHOM oTMeTkor "MI" nnu nHeim obpasom.

29. OTmeTKa 06 ncnonHuTene

OTtmeTKa 06 ucnonHutene (aBTope) JOKYMEHTA MPOCTABMNSAETCA Ha NUCbMaX LLKOSbI B JIEBOM
HV>KHEM Yriy NIMLEBOW CTOPOHbI MOCIEAHEro NMcTa JOKYMEHTa OT rpaHuLbl IEBOrO NOMSA UK, Npu
OTCYTCTBUM MECTA, - HA OBOPOTHOM CTOPOHE BHU3Y CreBa.

OTmMeTka BknoyaeT haMmununio, UMsi, OTHECTBO UCTIONHUTENS U HOMEp ero TenedoHa, a Takke
oTMeTKka 06 UCNONMHUTENE MOXET JOMONHATLCS HAUMEHOBAHNEM LOMKHOCTU U 3NEKTPOHHBIM
aApecoM UCMONHUTENS.

Mpumep:

UeaHos NeaH VeaHosud, crieyuanucm ro oxpaHe mpyoda
(888) 888-88-88, lvanov@mail.ru

30. OTMETKa 0 3aBEPEHNM Konumn

[ns noaTBep>xgeHnst COOTBETCTBUS KONUM (BbIMUCKM U3 AOKYMEHTa) NOAMMHHMKY AOKYMEHTa Ha
nocreaHem nucTe Konum (BbIMUCKM U3 AOKYMeHTa) nog peksmantom "MNognunck” ocdopmndgeTca
pekBm3nT «OTMEeTKa 0 3aBEPEHUMN KOMUNY.

OTMeTKa 0 3aBepeHnn KoMmmM BKITOYaEeT: CroBO «BepHo», HanmMeHoBaHMe AOMKHOCTY NnLa,
3aBEpUBLLErO KOMM, COBCTBEHHOPYYHYIO MOAMNUChH, pacLUMAPOBKY NOaNUCH (MHULManbI, amMunumio),

narty 3aBepeHnA KOonnm AOKyMeHTa.



PekBnaunt «OTmeTKka 0 3aBepeHnn Konnm» MoxeT ObITb O(bOpMJ'IeHa OT PYKM nnun € ncnosjib3oBaHnem
wTamna.

,D,OI'IyCKaeTCﬂ 3aBepATb Kaxkabl NUCT MHOFOCTpaHVIL-IHOVI KOnnn OOKyMeEHTa.

31. OTMETKa O NOCTYNIIEHMUM AOKYMEHTA

OTtmeTka o NOCTyNnNeHnn JOKYMEeHTa CO4EePKUT BXOAALLNN peFI/ICTpaLI,I/IOHHbIﬁ HOMEp 1 oaty
NOoCTynneHnd JOKyMeHTa. ,D,OI'IyCKaeTCFI YKa3aHue 4acoB 1 MUHYT NMOCTYyNJ1eHnA OOKyMEHTa C
3aBepeHnemM nognncammn 3anHTepecoBaHHbIX 1L,

OTtmeTka o NOCTYyNnNeHNN OOKYMEHTa MOXET NPOCTaBATbCA C UCNOJIb30OBaHMEM LUTaMMna.

32. Pesontouus

Pesontoumsa coaepxuT ykasaHue no UcrnorHeHuto gokymeHta. OHa odopmngeTcs Ha cBO60AHOM
MecTe paboyero nons AOKyMeHTa.

Pesontoumsa BkntoyaeT B cebs: hamunmio, MHUUmanbl UCNoNHMTENs (MCNonHUTENen), nopy4yeHne no
OOKYMEHTY, NOANNCH aBTOpa pPe3onioummn 1 gaty obopMIeHNs pesonioumm.

Pesontoums, No ycMOTpeH1to nuua, SatoLwero nopyveHne, MoXeT BKtoyaTb B cebs Takke Cpok

MCNOJTHEHNA JOKYMEHTAa.

ueqoeBa I'IonnvlcaHvo
undposon

LlV|3L|J noanucoio: Lievoesa

Luaw
BEKMyp3I/Ie Bekmyp3snesHa

[Mara: 2023.11.11
BHa 11:29:07 +0300"
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