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1. O6Lme NOMOXKEHNSA

1.1. Hactosiwas WHcTpykuma no pgenornpowssoactsy B ALT paspaboTaHa B COOTBETCTBUM C
®epfepaibHbIM 3aKOHOM 0T 29.12.2012 Ne 273-d3 "0O6 06pazoBaHum B Poccuiickoin deaepauum’ ¢
n3meHeHmamm ot 2 wmwona 2021 roga, NOCT P 7.0.97-2016 «Cuctema craHZapToB nO
nHhopmauun, 6ubnoTedHOMY W U3faTenbCcKomy geny, «OpraHu3aunoHHO-pacrnopsanTe/ibHas
JOKYMeHTaumus.  Tpe6oBaHWA K OPOPM/IEHUIO  [OKYMEHTOB», a TakkKe  YCTaBOM
06Le06pa3zoBaTe/ibHON OpraHM3auuy 1 4pyruMmM HopMaTUBHbLIMW MPaBOBbIMW akTaMy POCCUIACKOM
Pefiepauyu, pernameHTUPYOLWUMK AedTeIbHOCTb 06LLe06pa3oBaTe/lbHbIX OpraHu3auuii.

12. OaHHas WHcTpykuma no pgenonpowussoactsy B OAT (manee - WHCTpyKums) 0603HavaeTt
npasuna MNOATOTOBKM W OMOPM/IEHNS [OKYMEHTOB B 00Lleo6pa3oBaTe/ibHOM OpraHm3auum,
onpegensieT craHAapTbl OPOPMIEHNA PEKBU3NTOB, GNAHKOB [AOKYMEHTOB, COCTaB/IEHUA MPUKA30B,
MOJIOXKEHWIN MHCTPYKUMIA, a TakxKe pernaMeHTUpyeT opMuMpoBaHne el U UX TeKyllee XpaHeHue,
MOAroTOBKY [OKYMEHTOB W [efl K nepefaye Ha apxvBHOe XpaHeHWe B 06Lleo6pa3oBaTelbHOM
opraHumsaumn.

1.3. VIHCTpYKUMS No Aenonpon3BoACTBY pa3paboTaHa B LeNsxX YCTaHOBMEHUSA efnHbIX TPeboBaHWi
K MoArotoBke, 006pabOTKe, XpaHEHWO W WCMOMb30BaHUID 06pasyoWmMXca B [AesSTeNbHOCTU
o6LeobpazoBate/ibHOM  opraHmsaummM ¥ noctynawwmx B AOT  [LOKYMEHTOB, a Takxe
COBEPLUEHCTBOBAHNA W MOBbIWEHNA 3(DHEKTUBHOCTM [eN0Npon3BoACTBa 06LLe06pa3oBaTe/IbHOM
opraHusaumn.

1.4. TlonoxeHns WIHCTPYKUMWM PacnpoCTpaHATCA Ha opraHumsauuio paboTbl C JOKYMeHTaMu
He3aBUCMMO OT BMAA HOCUTENs, B TOM 4YWUCNe C 3/MEKTPOHHbIMU [OKYMEeHTaMu, BK/OYas
MoAroToBKYy, 00pabOTKy, XpaHeHWe W MWCMNo/b30BaHWE [OKYMEHTOB, OCYLLECTBASEMbIMU C
MOMOLLbHO UH(POPMALMOHHBIX TEXHOOTUIA.

1.5. OpraHusaumio, MeTOAUYeCKOe PYKOBOACTBO, COBEPLUEHCTBOBaHME [e/Ionpon3BOACTBA U
KOHTPO/Ib 3a cobntofeHneM Hactoswen WNHcTpykumm B AT OCyLlecTBAAET OTBETCTBEHHbIA 3a
BefleHve enonpon3BoACTBa.

16. TlNpaBa ¥ 0653aHHOCTM PabOTHWKOB, OCYLUECTBAAOLWMX paboTy C [OKYMeHTaMu B
CTPYKTYPHbIX  MnoapasgeneHnsx  o6uieobpa3oBaTeNlbHOM — opraHuMsauuu,  yCTaHaB/MBAKOTCH
LOMKHOCTHLIMU UHCTPYKLUMAMU UK MPUKA3OM AUPeKTopa.

1.7. CBefeHus, cofepxxalinecs B AOKYMEHTax, MOryT OblTb MCMOMNb30BaHbl TOMIbKO B paboumx
Llensx B COOTBETCTBMM C MOSIHOMOYMSMW COTPYAHMKA, paboTarollero ¢ oKymeHTamu. Pabota ¢
[JOKYMeHTaMn BHe nomewieHnin OOT He ponyckaetcd. [pu yTpate [LOKYMEHTOB MPOBOAUTCA
cnyKebHas npoBepka.

1.8. Mpn yxoge B OTNyCK, nepesofe (nepemelieHun) no paboTe WM B Ciy4vae YBOJSIbHEHUA
COTPYAHVMK 0053aH nepefaTtb BCe HaxOAAWMecs Y Hero [OKYMEHTbl WHOMY COTPYAHUKY,
orpefenéHHOMY B COOTBETCTBUW C YKa3aHMeM HENOCPeLCTBEHHOrO PYKOBOAWUTENS YBOJSIbHAEMOrO,
YXOJALLEro B OTMYCK WK NepeBoAsLLerocsa (nepemeLtaeMoro) no pabote coTpyaHMKa.

1.9. VIHCTpyKums 06sa3aTenbHa Ans cobnogeHns scemm paboTHukamu OAT. BHOBb NpUHATLIE Ha
paboTy COTPYAHMKK, B LO/HKHOCTHbIE 00653aHHOCTU KOTOPbLIX BXOAWT BefeHWe [LOKYMeHTauuu, B
TeueHve TPEX paboumx gHel CO AHS U3JaHMs MprKasa 0 Ha3HaYeHMN Ha LO/MKHOCTb LO/MKHbI ObITb
03HaKOMJIeHbI C HacTosALel VIHCTpyKumeld nog NoAnuch.

2. MpaBuna nNogrotoBKMN 1 0hopMeHNA JOKYMEHTOB

2.1. B pearenbHoct AAT co3f4aeTcd  KOMMEKC OpraHuM3auMoHHO  pacrnopaauTeNbHbIX
[OOKYMEHTOB: MPUKasbl, MOMOXKEHWS, NpaBua, UHCTPYKLMKU, pPerfiaMeHTbl; MPOTOKO/bl 3acefaHnii
(coBewyatenbHbIX, KOOPAUHALMOHHBIX, 3KCMEPTHbIX W [p. OPraHoB), akTbl, aHaIMTUYecKue
CMNpaBKW, [LOKNMafHble W CNy>XebHble 3anucku, AOroBopbl (KOHTPaKTbl, COrfaleHus), Aenosas
(cnykebHas) nepenucka W Ap. COCTaBNAOTCA U OGOPMASKOTCA  CheunasibHble  JOKYMEHTHI,
CBA3aHHble C  NJaHMpOBaHMEM  00pa3oBaTeNlbHOM  [eATe/IbHOCTM U OCYLLECTB/IEHMEM
XO39MNCTBEHHbIX MEPONPUATUIA, BefeHVeM Yy4ebHO-Meaarormyeckoro y4yera, opraHusauuen
[le10Npon3BO/ACTBa 06LLe0bpa3oBaTeNlbHON opraHu3aunn, obecneyeHmem 6yXranTepcKkoro y4era.



2.2. [lOKyMeHTbl MOryT c03[aBaTbCAd Ha OyMaXHOM HOCUTeNe W B 3/IEKTPOHHON (hopme C
COOMOAEHNEM YCTAHOBNEHHbIX MpaBua O0OPMIEHNS [OKYMEHTOB. pu co3gaHUM [OKYMeHTa Ha
ABYX 1 60/1€e CTpaHULAX BTOPYIO ¥ NOCMeAYHoLIMe CTPaHNULbl HYMepYHOT.

2.3. Homepa cTpaHuL, NpoCTaBAstOTCA NocepeauHe BEPXHEro Noss AOKYMEHTa Ha PacCTOSHUW He
meHee 10 MM OT BepxHero Kpas fnucTta. [lonyckaeTca cO3faHue [OKYMEHTOB Ha MULEBON W
060pPOTHONM CTOPOHAxX NncTa.

2.4. Tpy ABYCTOPOHHEM CO3AaHUM AOKYMEHTOB LUMPUHA NEBOrO NOMSA Ha IMLEBOI CTOPOHE NNCTa
1 NPaBOro Noss Ha 060POTHOIN CTOPOHE MCTa JO/MKHbI ObITb PaBHbI.

3. PeKBU3UTbI JOKYMEHTOB
3.1. [na pekBU3NTOB [OKYMEHTOB, CO3[aBaeMbiX B 00L1le06pa30BaTe/IbHON OpraHu3aLuu,
yCTaHaBMBatOTCA npasunia u TpeboBaHUa B cooTeeTcTBumM ¢ FTOCT P 7.0.97-2016.
3.2. CocTaB peKBM3UTOB KOHKPETHOrO JOKYMeHTa OnpeaensieTca ero BUAOM 1 HasHauYeHNeM.
3.3. Mpun nofarotoeke v opopmieHNN JOKYMeHTOB B JAT MCNONb3YyHOTCA CreaytoLine peKBusnTbl:
*  KOf (hOPMbl JOKYMEHTA;
* HammeHoBaHwe OAT;
e CMpaBoOYHble AaHHble 0 AAT;
* HaMMeHOBaHWe BMAA AOKYMEHTa,;
* [iaTa JOKYMEHTA;
*  perucTpauuoHHbIA HOMepP LOKYMEHTA;
* CCbl/IKa Ha PerncTpalMoHHbIA HOMep 1 JaTy JOKYMEHTa;
* MeCTO COCTaB/ieHUs (M3[4aHNA) JOKYMEHTa,;
* afpecar;
*  TpUd YyTBEPXKAEHNA LOKYMEHTA;
* 3arofiIoBOK K TEKCTY;
* TEKCT JOKYMEHTE;
* OTMETKA O MPWUIOXKEHUN;
* rpud cornacoBaHnsa JOKYMEHTa;

* BW3q,

e NOAMNUCH;

e OTMeTKa 06 3I'|eKTpOHHOI7I noannciu;
* [leYaTb,

* OTMETKa 06 UCMOMHUTENE;

e OTMETKA 0 3aBEPEHNI KOMuu,

e OTMETKA O MOCTYN/EHNMN AOKYMEHTA;
s pesonoums.

4. bnaHKu JOKYMEHTOB
4.1. [LoKyMeHTbI, co3aBaeMble B 06LLe0bpa30BaTe/lbHON opraHmn3aummn, opopMaAOTCA Ha 61aHKax,
N3roTOBNEHHbIX Ha CTaHAAPTHbLIX MucTax 6ymarn gopmatoB A4 (210x297 mm) n A5 (148x210 Mm).
OTpenbHble  BUAbl  LOKYMEHTOB (Tabnuubl, CXembl, CMETbl) [AOMNYyCKaeTcsd OgopMasTb C
ncrnonb3oBaHnem opmara A3 (420x297mm).  [JOKYMEHTbl, COCTaBMSlOLNE BHYTPEHHIOK
nepenucky, OOPMAAIOTCA Ha CTaHZapTHbIX nmMcTax 6ymarn opmata A4 (210x297 mm) 6e3
MCNOoNb30BaHNA BMaHKOB.
4.2. Kaxgbli NNCT JOKYMeHTa, OPOPM/IEHHbIN Ha GnaHke Uy 6e3 Hero, JO/HKEH UMETb MONs He
MeHee:

e 20 MM - NNeBoe;

10 mMM-npaBoe;

e 20 MM - BepxHee;

e 20 MM - H/>XXHee.
4.3. [JJoKyMeHTbl AnuTefibHbIX (CBbiwe 10 f1eT) CPOKOB XpaHeHUs OO/HKHbI UMETb fIeBOe MOje He
meHee 30 MM.



4.4. Buapbl 61aHKOB JOKYMEHTOB, NpUMeHsieMbIx B OAT:

e 06U BNaHK,;

e ONaHK NMcbMa;

e 6/1aHK KOHKpPEeTHOro Buaa AokymeHTa (611aHK npukasa, 6n1aHK pacnopskeHus, 6naHK

npoTOoKo/a n ap.)

4.5. O6pasupl paspaboTaHHbIX W MNpuMeHseMblix B AAT 6naHKOB MOANEXAT BK/IHOYEHUO B
WHCTPYKLMIO NO [en0npon3BoACTBY 06LLe0bpa3oBaTe/lbHON OpraHn3aumnm B KadecTse NpuioXeHui
(npunoxeHne 3 Ha 3 nncTax).

5. MNMpukasbl

51. Tpukazamy OMOPMAAIOTCH pPeLleHnss M0 OnepaTUBHbLIM, OPraHM3aUMOHHbIM, Y4YebHbIM,
KafpoBbIM (NpunoXeHue 2 Ha 9 nnuctax) 1 gpyrum sonpocam paéotsl A4T.

5.2. TpoeKkTbl NPWKa30B TOTOBAT OTBETCTBEHHblE WCMOMHUTENIM Ha OCHOBAHWM MOPY4YEHUM
AnpekTopa. [NpoeKTbl NPUKa3oB Mo IMYHOMY COCTaBY rOTOBUT AMPEKTOP.

5.3. B npukasax TEKCT mn3naraetca ot nepsoro nnuya eguHctTeeHHoro ymcna («MPUKA3bIBAKO»).
54. TekcT npvKasa MOXET COCTOATb M3 [BYX YacTeil: KOHcTaTupytowein (npeambysbl) U
pacnopaanTenbHOM.

55. B KOHCTaTupyloLled 4acTu KpaTKo Wu3naratoTcd Lenm u 3afadu, (akTbl KU COObITUS,
NOCNY>XMBLUNEe OCHOBaHWEM ANs M3faHuA npukasa. OHa MOXeT HaumHatbcs cnosamu "B uensax”,
"B cootBetcTBuKn"”, "Bo ucnonHeHue", n 1.4. ECnmM npukas m3gaeTcs Ha OCHOBaHUW Apyroro
[NOKYMEHTa, TO B KOHCTATUPYHOLLEN YaCTW YKa3blBAeTCA HaUMeHOBaHMe 3TOr0 JOKYMEHTa, ero fara,
HOMep 1 3aronoBok. Mpeambyna B NpoekTax NpukasoB 3aBepluaetcs cnoBoMm «MPUKA3BIBAKD»,
KOTOpOe neyaTaeTcs 3arnaBHbIMU GyKBaMu.

5.6. PacnopsgutenbHas 4acTb [0/HKHA COAepXaTb MepeyncineHne npeanucbiBaeMbiX LeNCTBUIA C
yKa3aHWeM WCMOMHUTENS KaXAoro [AecTBms W, Npu HeobXOAMMOCTW, CPOKOB WCMOSHEHWS.
PacriopsagmTenbHas 4acTb AeUTCA Ha MYHKTbl U MOANYHKTbI, KOTOPble HYMepytTca apabCKumMm
ungppamu. [JericTBna 0AHOPOAHOrO Xapakrepa MoryT 6bITb MepeyncieHbl B O4HOM MyHKTE.

5.7. B KayecTBe WCNOMHUTENEN YKa3bIBAKOTCA NpefcefaTenn WaM pPyKOBOAWUTENM paboumx rpymnn
(Kommceuin).

5.8. Ecim npukas n3MeHseT paHee U3L4aHHbIA JOKYMEHT (MYHKTbI JOKYMEHTA), TO OAMH W3 NMYyHKTOB
pacrnopsanTeIbHOM YacTy TEKCTa A0/IKEH COAEPXKaTb CCbIIKY Ha U3MEHAEMbIA AOKYMEHT (MYHKTbI
[OKYMEHTA) C yKa3aHVeM €ero gatbl, HOMepa ¥ 3aro/oBKa.

59. Ecnm npukas OTMeHsieT [AeNCTBME paHee W3[4aHHOro AO0KyMeHTa (MYHKTOB [OKYMEHTa) C
OnpefeneHHoN Aatbl, TO OAUH W3 MYHKTOB PacropsAvTeNlbHOM YacTh TEKCTa [JO/MKEH HauMHATLCS
cnosamu "lpusHaTb yTpaTuBLUUM cuny...", fanee ykasbiBaTbCA [aTa, HOMEP W 3aro/ioBOK paHee
M3LaHHOTO A0KYMeHTa (NyHKTa JOKYMEeHTa), a TakKXe Aara, C KOTOPOW OTMEHSIETCH ero AencTBue.
Ecnn pata He ykasaHa, TO [eWCTBME paHee W3[4aHHOr0 [OKyMeHTa (NYHKTbl [OKYMEHTA)
OTMEHSAETCA C JaTbl N34aHNSA HOBOIO NPUKasa.

5.10. Ecnv npyKa3s OTMeHSIET paHee MU3faHHbIA AOKYMEHT C MOMEHTA U34aHns, TO OAMH M3 NYyHKTOB
pacrnopsanTeNlbHOM YacTM TeKcTa [O/MKEH HaumHaTbCA cnoBamu "OTMEeHWTb..." W YyKasblBaTbCS
[laTa, HOMep ¥ 3aro/I0BOK paHee U34aHHOIO JOKYMEHTa.

5.11. Ecnv npukas npegnonaraeTca BBECTU B [e/CTBME HE C MOMEHTA ero u3faHus, HeobXxo4umo
yKa3aTb CpPOK BBeAEHWS ero B AelcTBue. lMocnefHWn MyHKT pacnopsaavTenbHON 4acTu MOoXKeT
coflepXkaTb CBefleHUsi 0 AO/MKHOCTHOM fMLe, Ha KOTOpPOe BO3/naraeTca KOHTPO/b 3a UCMO/HeHNeM
npuKasa.

5.13. TNpukasbl NOAMMUCLIBAKOTCA TOMbKO AMPEKTOPOM 06LLe06pa30BaTe/lbHON OpraHn3aLumn nnm
PaboTHUKOM, UCMONHAOLWMM ero 0653aHHOCTY.

5.14. OTBETCTBEHHOCTb 3a 06ecrneveHne CBOEBPEMEHHON N KayeCTBEHHON MOArOTOBKM MPOEKTOB
NMPUKasoB U WX COrnacoBaHWe C 3aMHTepecoBaHHbIMW PabOTHUKAMWM W OpraHu3auusaMyi HecyT
aBTOpbI NPOeKTa NpuKasa.

5.15. PerucTtpaunoHHble HOMepa npucBavBalOTCA MNpuKasam Mo MnopsaKy HOMEpPOB B npeaenax
Ka/leHAapHoro roga.



5.16. [ata peructpaunn nprkasa aBnseTcs AaTon ero nognuncaHus.

6. MNpaBunna, NO0XKeHNA, NHCTPYKLU MK

6.1. MNpaBuna — HOPMATMBHBIA aKT, ONpeAenstoWwniA NoOpPaLOK Kakoro-nmbo Buia AesTeNnbHOCTH,
yCTaHaB/IMBAKOLLMIA MW 3anpeLLatoLLnii onpeLe/ieHHOe MoBeaeHMe.

6.2. TonoXxxeHne — HOPMATMBHbIN aKT, AeTa/lbHO pernaMeHTUPYHOLLMIA NPaBoOBOM CTaTyc, NOPSAOK
opraHusaumn 1 Npouesypy Kakoro-nnbo Bunaa aesatesibHOCTH.

6.3. VIHCTpYKUMA — HOPMATUBHBIA aKT, W3[aBaemblii B LENAX Pa3bACHEHUA W ONpefefieHns
nopsigka npYMeHeHWUs COOTBETCTBYHOLLEr0O HOPMATMBHOIO akTa AMb0 C Le/blo yKasaHUs HOpPM O
cnocob6ax BbIMOMHEHWSA ONPeAeNeHHbIX onepauuii (4eincTBui).

6.4. MpaBunia, NOMOXKEHNSA, UHCTPYKLUUN NPUHUMAIOTCA (B 3aBUCMMOCTU OT BUAA AOKYMEHTa) Ha
3acefiaHnax CoBeTa TPYLOBOrO KO/NEKTMBA, Megarornyeckoro coseta OAT u yTBepXparoTcs
ANPEKTOPOM.

6.5. MopsAgoK NOArOTOBKW MPOEKTOB MPaBW/, MOMOXKEHUS, WHCTPYKLUN COOTBETCTBYET 0O0LLEeMY
NopsiAKY NOAroTOBKM NPOEKTOB NPUKAa30B 06LLe06pa3oBaTe/ibHOM OpraHu3aumm.

6.6. TeKCT MpoeKkTa MOMIOXEHWUSA, NPaBW/, WHCTPYKUMM MeyaTaeTcs Ha YUCTOM UCTe Oymaru
(hopmata Ad.

6.7. OTANUNTENBHBIMW XapaKTepUCTUKaMM TEKCTOB MPaBu/l, MNONOXEHWS, UHCTPYKLUUM ABNAKOTCS:

*  TOYHOCTb NPUMEHSIEMbIX (HOPMY/IMPOBOK 6e3 MCNONb30BaHUA C0B W MOHATUNA, UMEHOLMUX
MHOXECTBEHHbIA CMbIC/T;

*  1CNONb30BaHNE KOPOTKUX MPeAsioXKeHNn, OOLLENPUHATBIX BbIPXKEHWIA W CBA30OK, Mpw
HeobX0AMMOCTHY - NpeaBapuTeNnbHOE OnpeaeneHe UCMosb3yemblX MOHATUA, COKpPaLLeHUH,
abbpeBmaTyp;

* OnuCaHWe BCEX BO3MOXHbIX BapUaHTOB COOLITUIA W COOTBETCTBYIOLMX WM BapvaHTOB
[eACTBUIA, T.e. MOMHOTA NPeACTaBNeHNUs UHOPMaLNN;

* CTPYKTYPMPOBAHHOCTb TeKCTa C LeNbi [JOCTMDKEHUS Hawydlwleld NocnefoBaTe/lbHOCTY
N3I0XKEHNA MaTepuana;

*  MUWHUMMU3AUMSA TEKCTA C MOMOLLBIO NPUMeHeHUs 0606LeHn A (0630p0B NpeanonaraeMbix
LeNCTBNIA) 1 NPUMEHEHME NepeUuncneHnii (3agay, aTanos, YCNoBUIA U T.4,).

6.8. B 3aBMCMMOCTM OT CNOXHOCTU 1 06beMa paspabaTbiBaeMbIX MPaBus, MOMOXEHUS, MHCTPYKLUUM
- TEKCT [OKYMEHTa [eNIMTCA Ha rNasbl, MYHKTbl W NOAMNYHKTbI. [1aBbl JO/MKHbI UMETb HA3BaHMA.
Hymepauua npon3sBoanTcs apabekuMm Luppamu.

7. MpoToKon 3acegaHus (cosewiaHnsA)

7.1. TIpOTOKON — AOKYMEHT, B KOTOPOM (UKCMPYETCS X0 06CYXAeHWUS BOMPOCOB U MPUHATUS
PeLleHnin Ha cobpaHmnsX, CoBeLaHMsaX, KOH(epeHUMAX 1 3acefjaHNAX KONernasibHbIX OpraHos.

7.2. TlpoTokon 3acefdaHua (cosellaHunsa) - (danee - MPOTOKON) OGOPMASETCH HA YMCTOM SIACTE
oymaru hopmata Ad.

7.3. PEeKBU3NT - "TEKCT AOKYMeHTA". PEKBU3NT COCTOUT U3 ABYX YacTeid: BBOAHON U OCHOBHOM.

1.4. Bo  BBOAHOW  4yacTM  YKasblBAKTCA  WHULUMbI, ammnumnm - M JODKHOCTH
npeAcefaTeNibCTBYIOLLEro, CeKpeTaps, NPUCYTCTBOBaBLUMX Ha 3acefaHuu 1, Npu HeobXoAMMOCTH,
NuL, NpUrnalleHHbIX Ha 3acefaHne (CoBeLlaHue).

7.5. BBogHasa 4acTb MNPOTOKONA 3aKaHYMBaeTCA MepeyHeM paccMaTpuUBaeMbIX BOMPOCOB,
MepeyncrieHHbIX B NOPAAKE WX 3HAUYMMOCTM C  yKasaHMeM [OKfajguvka Mo Kaxaomy
paccmaTpvBaeMoMy Bonpocy. Bonpockl hopmynupytotes ¢ npeanorom "O" ("0O6™), neyararotcs oT
rpaHuLbl 1EBOr0 MOMA U HYMePYHTCS apabCKMm Lmdpamu.

7.6. OcHOBHaf 4acTb MPOTOKOMA COCTOMUT M3 pa3fefioB, COOTBETCTBYHOLLMX paccMaTpuBaeMbIM
BOMpOCaM Y UX Hymepauuu.

7.7. TekCT nNpOTOKONa W3naraeTca OT TPETbero nuua MHOXeCTBeHHoro uwucna (“'cnywann™,
"BbICTYNUAX", "noctaHoBunn™, "petumnnn’).

7.8. MpoTokon nognucbiBaeTcs NULOM, NpeaceaaTensCTBOBaBLUMM Ha 3acefaHumn (CoBeLlaHum), n
cekpeTapém 3acefaHnsa (CoBeLLaHus).



7.9. Tpn OTCYTCTBMM CeKpeTapsa 3acefaHud, B TOM 4uUC/le MpU NPOBELEHUM OMnepaTUBHbLIX
COBELLIAHWNIA, OMYCKAeTCs NoAnmncaHme NPOTOKoMa TONbKO NpeAceaaTensCTBY LM,

7.10. TeKcT nNpoTOKONa AO/MKEH ObITb MOAFOTOB/EH HE MO3AHee TPex AHEN CO AHA 3acefaHus.
[NpoeKTbl  COOTBETCTBYHOLWIMX MYHKTOB  MPOTOKONAA  BU3UPYKOTCA  AO/DKHOCTHBLIM  JIULOM
OTBETCTBEHHbLIM 3a NOArOTOBKY.

7.11. aTta NnpoTOKONa JO/XHA COOTBETCTBOBATL AHIO MPOBELEHNA COBeLLaHNA (3acefaHuns).

7.12. Konun npOTOKO/MOB pPaccChblfatoTCAd 3aMHTepecoBaHHbIM OpraHusaumsamM u  LO/HKHOCTHLIM
NnuUaM B COOTBETCTBUWM C YKasaTeNeM PacCbl/IKM, KOTOPbIA COCTaBNAET CeKpeTapb 3acedaHus
(coBeLuaHus).

8. MnaH
8.1. MnaH — [OKYMEHT, YCTaHaBNMBatOLWMIA NepeyeHb HaMeUYeHHbIX K BbIMOSHEHUIO MePONpPUATUNA,
NX NOCNef0BaTeIbHOCTb, 06BEM, CPOKW, OTBETCTBEHHbLIX UCMOMHUTENEN.
8.2. TnaH odopmnserca Ha nucte Oymarn ¢opmata A4 C WUCMNONb30BAHWEM CeAyHLLMX
PEKBU3NTOB:

* HaumeHoBaHue OAT;

*  TpUd YyTBEPXKAEHUSA OKYMEHTE;

e [laTa JOKYMEHTA,

*  PErucTpalMoHHbIA HOMEP LOKYMEHTA;

* HaumeHOBaHWe BM[a [JOKYMEHTa,

* 3aro/I0BOK K TEKCTY;

* TeKCT JOKYMEeHTa;

* HauMeHOBaHWe [O/KHOCTH,

* NOANUCH.
8.3. PeKBM3NT — "TEKCT JOKYMeHTa" othopMAseTcsi B BUAE TabnumLbl ¢ rpagamu:

* HOMep NyHKTa NnaHa;

* HaMMEHOBaHWe MeponpuUATUS,

*  CPOK MCMOJSIHEHNS;

*  UCMNONHUTEb;

* NpuMeYvaHue.

9. OTyer
9.1. OT4YeT — [OKYMEHT, COZEepXaLlnin CBefleHNs O pe3y/ibTaTax LesTe/lbHOCTU 3a OnpesesieHHbIi
Mepuos BpeMeHU, BbIMOHEHUM MEPONPUATUIA, NOPYYEeHWA, 3aaHNIA, NNaHOB.
9.2. OTyeTbl, NpefoCTaBNsieMble B OpraHbl rocyapCTBEHHOW BnacTv (B TOM 4uMC/le B OpraHbl
rocyJapCTBEHHON  CTaTUCTUKM) M UMeKLMe  YCTAHOB/IEHHYKD  MpPaBOBbIMU  aKTamu
rocy4apCTBeHHbIX OpraHoB ()opMy, CO34arTCA MO YCTaHOB/IEHHOW rocyfapCTBEHHbIMU OpraHamu
(hopme 1 B onpesenEHHOM UMK MOPSLKE.
9.3. OT4YéTbl, npegocTaBnsiemMble coTpygHukamn OOT B Xofe BHYTPEHHEro B3aMMOAENCTBUS,
CO3ar0TCA Mo npasusiam, YCTaHOB/EHHbIM A/ CO34aHUSA CMYXeOHbIX 3arnnCoK.
9.4. OtyeTbl OOPMANAIOTCA Ha nucTe Oymarn ¢opmata A4 C UCMOMb30BaHWEM CNeLYHOLNX
PEKBU3UTOB:

* HaumeHoBaHue OAT;

e JiaTa AJOKYMEHTa,

*  pPerucTpauvoHHbIA HOMeP SOKYMEHTa;

* HauMMeHOBaHMWe BuAa [OKYMEHTa,

* 3aro/l0BOK K TEKCTY;

* TEKCT [AOKYMEHTA,;

* OTMeTKa O NPUoXeHUU (NpU HaMunm);

* HaVMeHOBaHWe A0/MKHOCTY;

* TOAMWUCb.



9.5. B Tekcte oT4éta B 0053aTeNlbHOM MOPSAKE LO/MKHO COAEpXXaTbCA YKa3 Ha AeATeNlbHOCTb,
MeponpuATHe, BbILAHHOE MOpYyYeHue, 3afaHue, MYHKT MaHa, MoA/exawuidi BbIMOIHEHMIO, U
pe3ynbTaT O BbIMONHEHWM, B TOM YMCNEe C YyKasaHWeM Ha COO/M0AeHNe WAN  HapyLueHue
NCNONHUTENIbCKOA  AMCLMMNINHBI,  YCTaHOBMIEHHbIX CPOKOB  WCMOSIHEHWUA W Haf/exalllee
npegocTaefieHne  MHMoOpMauMu,  HeobXoAuMbIX  MaTepuasnoB  (MPOEKTOB  [JOKYMEHTOB)
COMCMONTHUTENAMM (NPU YYaCTUW HECKOIbKNX UCMOMTHUTESENR).

10. Twncbmo
10.1. MNMncbma roToBATCA Kak:

* OTBETbI O BbINO/IHEHUN MOPYYEHUI BbILLECTOALLMX OPraHOB UCMOTHUTENBbHON BIACTy;

* OTBETbI Ha 3aMpoCbl OpraHu3auunia, NPegNPUATUIA N YaCTHbIX L,

*  WHUUMATUBHbLIE NUCbMA.

10.2. CpoKn NOAroTOBKW OTBETHbIX MUCEM:

* C KOHKPETHOW [aTO NUCMONHEHMS, YKa3aHHON B JOKYMEHTE, - B YKa3aHHbIW CPOK;

* B COOTBETCTBUWM C Pe30/ilOuMeid AMpekTopa W ero 3amecTuTeneii Ha OCHOBaHWU
YCTAHOB/IEHHbIX CPOKOB WCMO/IHEHMSI MOPYYEHWA, 3anpoCcoB WAX MO PeLleHuIo aBTopa
pe3osnoumn.

10.3. TeKCTbl OTBETHbIX MUCEM AO/MKHbI TOYHO COOTBETCTBOBATH 334aHWAM, 3aMKCUPOBAHHBLIM B
pesonoummn. CpoKn NOArOTOBKM MHULMATMBHBLIX MUCEM OMPeAenstoTcs CaMOCTOATE/IbHO aBTOPOM
NpoeKTa nucbMa ¢ y4TOM HeO06XOAUMOCTU PeLLeHNs KOHKPETHbIX 3a4a4y v (Un) B COOTBETCTBUM C
TpeboBaHNAMMN 3aKOHOAATE/IbCTBA, NMOPYYEHUSAMMN HEMOCPELCTBEHHOTO PYKOBOAUTENS.

10.4. Tlucbma nevartatoTca Ha 6GnaHke nucbMa 06LLe06pa3oBaTe/lbHON OpraHM3aLMmn ¢ YrioBbIM
pacnonoXeHnem peKkBuU3NTOB.

10.5. [ononHuWTeNbHO K  pekBu3MTaM OnaHka nucbmMa npu OOPMIEHUM  MNUCEM B
OO Tucnonb3yoTca cnefyrowme peKBusmnThbl:

e afpecar;

* 3aro/l0BOK K TEKCTY;

* TEKCT JOKYMEHTE;

* OTMETKa O MPUIOXKEHWN;

* BW3g;

*  TOAMUCh.

* OTMeTKa 06 UCMONHUTENE.

10.6. Mpun ohopmneHMn nNUCcbMa Ha [BYX W 6onee CTpaHWUax BTopas M nocnegyrowme CTpaHuubl
HYMepYyHTCA nocepeinHe BEPXHEro nons nncta apabCkumu Lugpamu.

10.7. MrcbMa NOANUCHIBAET AUPEKTOP UM PabOTHUKK, YNOMHOMOYEHHbIE NMPUKA30M.

10.8. Cny>kebHble 3anuncku

10.9. B uensx OCyLleCTB/IEHUS B3aMMOAENCTBUA MeXAy COTPYLHMKaMM B pamMKax BHYTPEHHEro
[OKYMeHToo60poTa B AAT NpUMEHSAOTCA CnyxXebHble 3anncku. CnyxebHble 3anucKn ABNAKOTCS
CNPaBOYHO-NH(OPMALMOHHLIMY  OKYMEHTaMW.  ABTOpaMU  CNYXeOHbIX 3anmncoK  ABNAKOTCS
COTPYAHMKM 06LLe06pa3oBaTelbHOM OpraHu3aLun.

10.10. CnyxebHas 3anvcka MOXKET COCTaB/IATLCA MO YKa3aHWI0 PyKOBOACTBA UM MO MHULMATMBE
KOHKPETHOro COTPYAHUKA.

10.11. Mpwn ohopmneHnn cny>kebHOW 3anmckn ohopMASIOTCA CNefytowmne peKBU3nTbI:

* afpecar;

e [laTa JOKYMEHTa,;

* HauMMeHOBaHWe BUAa LOKYMEHTa,;

* 3arofiIoBOK K TEKCTY;

* TeKCT AOKYMEHTa;

e OTMETKa O MPWUIOXKEHUN (NPU HANNYUN);

* HaMMeHOBaHMe AO/MKHOCTY,

*  TOAMUCb.



10.12. Cny»eb6Hble 3arnMcKnU MOTYT CO34aBaTbCA Ha OYMaXKHOM HocuTene U (M) B 3/1EKTPOHHOIA
(hopme.

11. floBepeHHOCTb

11.1. [loBepeHHOCTb Bblgaétca coTpyaHukam AT n othopmaseTcs no npaswniam, YCTaHOB/EHHbIM
HacTosLen NHCTpyKuued Ana nucem, ¢ YYETOM TpebOBaHWMA rpaXkaaHCKOro 3aKOHOAATeNbCTBa
Poccuiickon ®efiepaun U HaCTOALLEr0 pasgena.

11.2. TIpoeKT [0BEpeHHOCTU TMOAroTaB/IMBAETCA W BU3UPYETCA COTPYLHUKOM, KOTOPOMY
[OBEPEHHOCTb OyaeT BbigaHa, MOcfe Yero nepefaércsd B KaHUeNspuio A1 HanpaBneHus Ha
nognucaHue.

11.3. [oBepeHHOCTb MOAMWUCbLIBAETCA [AMPEKTOPOM WAW  NIALOM, OCYLLECTBAAOWMUM  €ero
MOSIHOMOUMA  (MCNOMHAKOWMM  0683aHHOCTU), U CKPennseTcd nevaTbio 06LLe06pa3oBaTe/IbHOM
opraHumsaumn.

12. [loroBopbl, cornaweHus, KOHTPaKThbl

12.1. loroBopsbl, COrnalleHns, KOHTPaKTbl (fanee - LOroBopbl) NOArOTaBANBAKOTCA B COOTBETCTBUN
C TpeboBaHMAMUN IPaXKAAHCKOro, TPYA0BOro, 6HOKETHOrO M MHOIO 3aKOHOAaTeNbCTBa POCCUIACKON
defiepaynmn, B 3aBUCUMOCTM OT peryavpyembiX [4OrOBOPOM MPaBOOTHOLLEHWUA WM 0053aTefbCTB
CTOPOH.

12.2. TlpoekT p[orosopa MOArOTaB/AMBAETCA OTBETCTBEHHbIM COTPYAHUKOM (KOHTPAKTHbIM
yNpasfsloWmMM) € YYETOM HEOO6XOAUMOCTM CBOEBPEMEHHOINO M KayeCTBEHHOro obecrneyeHus
NCMOSTHEHNSA CBOMX MOMHOMOUMIA (0653aHHOCTENR, yHKUMiA), nonHomounin 44T B LEenoM.

12.3. TpoekT porosopa MOArOTaBAMBAETCA OTBETCTBEHHbIM COTPYAHWKOM  (KOHTPaKTHbIM
yrnpasffoLWmnmM) COBMECTHO CO CMELMaIUCTOM, K (DYHKUMAM (MOTHOMOYMAM) KOTOPOro OTHOCUTCA
peLleHne BOMPOCOB, ABNANOLLMXCA MPeAMETOM [0roBopa, WAN WHbIM COTPYLHWUKOM MO MpPsAMOMY
yKazaHuto avpekTopa 06Lieobpa3oBaTenbHON OpraHm3aLmm.

12.4. Heobxoanmas 41 NoAroTOBKM MPOeKTa JOrosopa MHgopmawms cobmpaeTcs OTBETCTBEHHbLIM
NMLOM (KOHTPaKTHbIM YMNpaBfsoLWMM) B nopsgke paboyero B3avMOZENCTBUA C YYETOM Npaswuin,
YCTAHOB/IEHHbIX HACTOALLEN VIHCTPYKLMEN.

13. MpuHUMNbI OpraHM3aunmn JOKyMeHToobopoTa

13.1. B [O0KYMeHTOO60pOoTE BbIAENAKTCA Chefytolime [OKYMEHTOMOTOKW: MOCTynaroLlas
LOKyMeHTauusa  (Bxogdwas), oTnpasnsemas  [OKyMeHTauus  (MCXOAAWas),  BHYTPEHHAA
LOKyMeHTauus.

13.1. B cocTaBe BXOAALEN W WCXOAALLEN [OKYMEHTauuM MOryT BbIAENATbCA [OKYMEHTHI,
MOCTYMMBLUME W3 BbILWECTOAWMX, MNOAPALHLIX, MEAUUMHCKUX W APYrvMX OpraHu3aluin, opraHoB
MeCTHOro camoyrpas/ieH/s, 00paLLeHns rpaxaaH.

13.3. OObpalleHuns rpaxhaH perucTpupyrotTcs n (OpMUPYKOTCS B [ena OTAeNbHO OT ApYyrunx
[IOKYMEHTOB 06LL,e06pa30BaTe/IbHO OpraHmn3aumm.

134. B AOT goctaBka M OTnpaBKa AOKYMEHTOB OCYLLECTBASIETCA CpeAcTBaMM MOYTOBOW CBSA3M,
3/IeKTPOHHOMW CBSA3KM, a TaKXe Mo CUCTeMe 3/IEKTPOHHOro AO0KYyMeHToo6opoTa (panee - C3[). C
MOMOLLbKO MOYTOBOW CBS3U B 06LLE06pa3oBaTe/lbHYO OpraHu3auuio LOCTaB/ISeTCA MUCbMeHHas
KOPPECMOHAEeHLMA B BUAE MPOCTbIX MUCEM, 3aKa3HbIX MCEM, MOYTOBbIX KapToyek, GaH4eponei u
Me/IKMX MaKeToB, a TaKXe rneyaTHble 13gaHus.

14. MepBrYHasa 06paboTKa NoCcTynakLWmnX JOKYMEHTOB

14.1. [oKymeHTbl, nocTynawlowme B wWAAT, nepedaroTcs Ha perucTpaumilo  CeKpeTapo
06Le0bpa3oBaTe/ibHON OpraHn3aumMm 1M NPOXOAAT NepBUYHYK0 06paboTKy B AeHb MOCTYMN/IEHWS,
npv NOCTYN/IEHNM B Hepaboyee BpeMs - Ha CleAyroLmMin paboumnin feHb. Mpu nepBUYHOR 06paboTKe
[NOKYMEHTOB MPOBEPSETCA MPaBU/IbHOCTL afpecoBaHus. OWKWOOYHO MNOCTYNMBLUME [OKYMEHTbI
MepecbIaTca No NPUHALNEXHOCTU W BO3BPALLAKOTCA OTMNPaBUTENIO.



14.2. oKyMeHTbI, NOCTYNMBLUNE C OTMeTKaMu "CpoyHo”, "BpyunTtb HemegeHHo", "OnepaTnBHO",
He3aMeLNNTe/IbHO NMPOXOAAT NePBUYHYHO 06paboTKy M AOKNAaAbIBAOTCSH AUPEKTOPY WA B Cny4ae
ero OTCYTCTBMA — 3aMECTUTENIO AUPEKTOPA NO HANpaBIeHUo LeATeNIbHOCTHU.
14.3. TlocTynuBLUMe Tenerpammbl NPUHUMAKOTCA MOA NOANUCH C NPOCTaB/eHWEM AaTbl U BPEMEHU
npuema, PermcTpupyroTcs Mo TeM Xe npasunam, 4To 1 NcbMma.
14.4. 2NeKTPOHHbIE COOOLLUEHWSA, afpecoBaHHble AMPEKTOPY WX HanpaBneHHble B agpec OAT,
pacneyaTbiBatOTCA U [OKIAAbIBAKOTCA AUPEKTOPY WK B Clyyae ero OTCYTCTBMSA — 3aMeCTUTEeNo
AnpeKTopa.
14.5. SneKTPOHHbIe COOOLLEHUS, 3aBEPEHHbIE 3M1IEKTPOHHON MOANUCHIO, NOANeXxaT 06paboTke Mo
npaswiam, NpeaycMOTPEHHbIM A1 NOCTYNatoLLen (BXOAALLEN) LOKYMEHTALNN.
14.6. TloctynuBlias (BXO4AWAs) [LOKYMeHTaUWUA pacrpefensercd Ha pPeructpuvpyemble u He
noA/siexatime peructpauny LOKYMeHTbI.
14.7. He nognexxaT perucrpawmu:

* npurnacuTenbHble, NO3APaBUTENbHBIE NUCbMA U TeNerpamMmbl;

o 6unetsl;

* MaHbl ¥ NPOrpaMMbl CEMUHAPOB, KOHMEPEHUMIA 1 APYTrMX NOAOOHBIX MEPONPUATWIA;

e [OKYMEHTbl MO OyXranTepckoMy Yu4eTy, MaTepuaibHO-TEXHUYECKOMY O6eCrneyeHuto,

NnnaHoBble N (IMHAHCOBbIE AOKYMEHTbI, NOCTyNatoLme 6e3 ConpoBOANTENIbHOIO NUCbMA;

* pek/iamHble, KOMMepPYeCKue MpeasioKeHns, B T.4. NOCTYNMUBLUXE MO 3N1EKTPOHHON NOYTE;

* MeyvyaTHble U3aHNs;

* MNUCbMa C MOMETKOMN «JINYHOY.

15. Peructpauusi, ydeT M pacCMOTPEHME PYKOBOAMTENEM MOCTynatowWmxX (BXOAALLMX)
NOKYMEHTOB
15.1. MocTtynuBwure (BXOAALLME) AOKYMEHTbl PErmcTPUPYOTCA TONbKO MNOCNe W NepBUYHON
06paboTKM 1 HE3aBMCUMO OT cnocoba nx AOCTaBKW.
15.2. Peructpaums — npocTaB/ieHMe B HXKHEM MpPaBOM YI/ly NepBOro NMcTa AOKYMeHTa OTMETKM
0 NOCTYNNEHUM C YyKazaHMeM [aTbl MOCTYM/NEHMS M BXOASLIEr0 PernmcTpauyMoHHOro Homepa
NOKyMeHTa C 00s3aTeNbHOM 3anuCbid B KYpHan peructpaumMn noctynaroulelri (Bxoasuiei)
AOKyMeHTaummn. CTpyKTypa permcTpalMoHHOro Homepa, NOCTynaroLlero (BXoAsLlero) AOKyMeHTa,
COCTOMT M3 €ero nMopsaKoBOro HOMepa W WMHAeKca fAena N0 HOMeHKnatype  fen
06LLIe06pa3oBaTe/IbHOM OpraHun3aLnu.
15.3. Peructpaums Bcex NOCTYNMBLUMX (BXOASLIMX) AOKYMEHTOB MPOM3BOAMTCA B Mpeaenax
06LL1Eero AOKyMeHTOMOTOKa. [JOKyMeHTbl, nocTynuewve B AAT no KaHanam hakCUMUbHOW CBS3W,
06pabatbIBatOTCA 1 PEFUCTPUPYHOTCA B 0OLLEM NOPSsAKe.

TekcT nocTynuBlleld TenedOHOrpaMMbl  3aMMCbIBAeTCS B >KypHane perucrpauumu
Tened)OHOrpamm 1 neyataeTcs Ha IMCTe Bymaru Ans nepegayv Ha pacCMOTPEHME.
15.4. MocTynatowme (BXoAsLLMe) JOKYMEHTbI NEPeaatoTcs Ha PaCCMOTPEHME PYKOBOACTBY TO/MbKO
nocne UX perucTpaunm n npeaBapuTeNbHOro paCCMOTPEHMS.
15.5. [JOKyMeHTbl, MOCTYNMBLUME B 06LLEOOpa3oBaTeNlbHY0 OpraHM3aluio, No Borpocam, He
TPeOYyHLMM PacCMOTPEHUS  [AMPEKTOpa, HanpaBnsatoTCs PabOTHMKOM  OTBETCTBEHHbIM  3a
aenonpomnssoacTso AAT HenocpeACTBEHHO MCNOMHUTENHO 3anpoca.
15.6. IMpeKTop B pe3ontoLunn onpeaensieT nnL, OTBETCTBEHHbIX 3a UCMNONHEHWE AOKYMeHTa, U faeT
UM nopyyeHne. PabOTHMK OTBETCTBEHHbI 3a aenonpousBoActso AAT nepegaeT AOKYMEHT Ha
NCMOMHEHME.
15.7. TloANMHHUK [OKYMeHTa C pe30nioLneli pyKoBoanTeNns o6Leobpa3oBaTeibHOM OpraHm3aLmm
HanpaBNSeTca UCMONHUTENHO.
15.8. Tpy HanMuUM HECKOMbKUX WCNOMHMTENel NOANMHHMK [AOKyMeHTa nepedaeTca TOMy
NUCMOMHUTENID, KOTOPbIA B  COOTBETCTBMM C  YKa3aHUAMW MO  MWCMOMHEHUIO  SIBNSETCA
OTBETCTBEHHbIM, OCTa/IbHbIE UCMOMHWUTENN NONYYarOT KONUIO JOKYMEHTA.
15.9. MoANMHHMK [JOKYMeHTa, KOTOPbIA WCMOMHSETCA HECKONbKUMMW [JO/MKHOCTHBIMA NULAMMK,
NoslyyaeT OTBETCTBEHHbIV UCMONHUTENb. OCTa/lbHbIM UCMONHUTENAM NEepeaaroTcs Konuu.



15.10. W3roToB/feHNe KONWIA [OKYMeHTa [/ nNepefjadyn COUCMONHUTENSAM  OCYLLECTBNSETCA
cekpeTapeM 006LLe06pa3oBaTe/IbHOWN OpraHu3aLui.
15.11. Pe3ontoums coaepxuT:
* yKazaHvWe MO0 WCMOMHEHUIO, COofepXKallee KpaTKoe onucaHue HeobXo4Mmoro AJis
NCNONHEHMNS [elncTBus;
* YKa3aHMe Ha CpOK, B Te4yeHuWe KOTOpPOro mMbo [0 WCTeYeHWs KOTOPOro HeobXoammo
NCNONHUTL NPeAnncaHHOe AenCTBue;
*  JINYHYIO NOANMNCL aBTOPA Pe30/oLUK;
e [laTy NPOCTaB/eHNA pPe3o/oLun.
15.12. YKa3aHMe Ha CpPOK, B TeYeHMe KOTOpOoro mMbo [0 WCTEYEeHMs KOTOPOro Heobxoaumo
MCNOMHUTL NpPeAnuUCcCaHHOe AelCTBME, MOXET He BbIpaXaTbCA KOHKPETHOM [aTOW W COoAepXaTb
BbIpaXXeHust: "B YCTAHOB/IEHHbIV 3aKOHOM CPOK" W T.M.
15.13. Pe3ontouus nuweTcs Ha CBOGOAHOM OT PEKBM3UTOB MECTE MEPBOro iMcTa AOKYMEHTa.
15.14. B cny4ae, Korga pesosnoumnsa afpecoBaHa HECKO/IbKUM COTPYAHUKAaM, TO OTBETCTBEHHbLIM 3a
NCNOJHEHNE AOKYMeHTa B Le/IOM SABMSETCH COTPYAHWK, YKa3aHHbIA MnepBbiM (BEPXHWUM), NGO
COTPYZHUK, B OTHOLLEHUW KOTOPOro CAenaHa NoMeTKa O TOM, YTO OH fIB/IAETCA OTBETCTBEHHbIM.

16. OpraHmzaums paboTbl C OTNPaBAseMbIMA (UICXOLALLNMUN) AOKYMEHTaMM

16.1. [lo npefocTtaBieHWs MpOeKTa OTNPaBnsgeMoro (UCXOAfALLero) [AOKYMeHTa Ha MOAMuCh
[LVNPEeKTopY WU MHOMY YMO/IHOMOYEHHOMY B YCTAaHOB/IEHHOM TMOpALKe Ha noanucaHue nuuy
OCHOBHOW WCMONHWUTE/Ib MPOBEPSET MPaBUIbHOCTb OOPM/IEHMS OTMPaBNsAeMOro (MCXOAALLEro)
[NOKYMeHTa Ha COOTBETCTBME TPeboBaHMAM HaCTOSLLEN VIHCTPYKUMK.

16.2. Tlpn NOArOTOBKE OTMNpPaB/siemMoro (MCXOASLLEro) AOKYMeHTa Kak OTBeTa Ha MOCTYNMBLUMWIA
(BXO4AWMI) [OKYMEHT WCMNOMHUTENb NPUKNaAbIBAET K MOArOTOB/IEHHOMY MPOEKTY BXOAALLMIA
[IOKYMEHT.

16.3. TpoeKTbl OTNPaBAsSieMbIX (MCXOAALIMX) AOKYMEHTOB C YY4ETOM COOMHOAEHUS YCTAHOBNEHHOMO
B pe30nioLMM  CpOKa WCMOMHEHWUA MepefaloTcd OTBETCTBEHHLIM  WCMONHUTENEM B OTAEeN
fenonponssofcTea (KaHuensapus, cekpetapb) A0 T ana HanpasneHus Ha nognucaHue.

16.4. TMopnucaHHble OTNpaBfsiemMble  (MCXOAALME)  [OKYMEHTbI, MepefatoTcs  paboTHMKY
OTBETCTBEHHOMY 3a Ae/Ionpon3BoAcTBO AT, KOTOPbIA OCYLLECTB/ISET NPOBEPKY KOMMIEKTHOCTA U
COOTBETCTBMA KOMMYECTBA 3K3EMMIAPOB OTNPaBAsSeMOro (MCXOAALLEro) [OKYMeHTa CrUCKY
paccbiKK, a TaKkkKe NpaBuIbHOCTb OPOPMIIEHNS AOKYMEHTA COMNaCHO HaCTOSALLEN UHCTPYKLMUN.
16,5 B cnyyae HapyleHWs KOMMIEKTHOCTU WAW COOTBETCTBUA KO/MYECTBa, a TaKxke
NpPaBUIbHOCTM  OPOPM/IEHMST [AOKYMEHTa COrflaCHO HacTOALEN WHCTPYKUMM  OTMpaBnseMble
(ncxopswme)  LOKYMeHTbl  He3aMed/IMTeNlbHO — BO3BPaLLalOTCA  pabOTHUKaMW  KaHLensapuu
OTBETCTBEHHOMY WCMONHUTENO WIN B CNyyae OTCYTCTBUA OTBETCTBEHHOrO0 WCMOJIHUTENA €ero
HenocpeacTBEHHOMY PYKOBOAUTENIO A/11 YCTPAHEHUA HapyLLEHUIA.

16.6. [JoKymeHTbl Mocne WX MOAMUCAHUSA AUPEKTOPOM WM MHBLIM YNONHOMOYEHHbLIM /IALLOM
nepeaaroTca B KaHUEeNAapmio 06L,eobpasoBaTe/ibHON opraHn3aLmMmn 4ns perucrpawumm n oTrnpasku.
16.7. PerucTpauus otnpasnseMbiX (MCXOAALLMX) AOKYMEHTOB OCYLLECTB/AETCA NOC/e NpPoBeLeHUs
paboTHMKaMW KaHLENspumn, OTBETCTBEHHbLIMM 3a [e/0NpPOu3BOACTBO, NPOBEPKM KOMMIEKTHOCTU U
COOTBETCTBUA KO/IMYECTBA 3K3EMM/IAPOB, a TakXe MpaBU/IbHOCTb O(OPMIEHUS OTMPaBIsAeMOro
(ncxopsLero) AOKyMeHTa.

16.8. Peructpauus co3faBaeMblX [OOKYMEHTOB OCYLUECTBNSETCA B AeHb MOoAMuUCaHUA Wn
YTBEPXAEHUS MO0 Ha cneayroLwmii paboymnin eHb.

16.9. CBefieHMs 0 perncTpupyembix oTrpaBiseMblX (MCXOAALLNX) JOKYMEHTaX BHOCATCA B XYpHas
permcTpaummn oTnpasnseMon (McxoasLleit) JOKyMeHTaUmm,

16.10. PerncTpaumoHHbIid HoMep ¥ gata OTnpaBAseMoro (MCXOAALLEro) LOKYMeHTa MPOoCTaBasoTCA
Ha NOA/IMHHMKE [AOKYMeHTa B PeKBM3UTaxX 6raHKa U Ha 3K3eMMspe, OCTalolleMcs B fefne
06Le06pa3oBaTe/IbHOM OpraHn3aLmun.

16.11. CTpyKTypa perucTpalMoHHOro HoMepa OTNpaBnseMoro (MCXoAALLero) JOKYMeHTa COCTOUT
13 ero NnopsaaKoBoOro HoMepa 1 NHAeKca fena no HomeHknatype gen AAT.



16.12. OTnpaBKa [OKYMEHTOB MPOU3BOAUTCA LEHTPaSIM30BaHHO paboTHMKaMK KaHuenspum OAT,
KOTOpble MPOM3BOAAT WX COPTUPOBKY MO crocoby oTnpasneHus (NpocTasd, 3akasHas,
MeXayHapoaHasa v ap.).
16.13. Muncbma, TenerpaMMbl, OTKPbITKM, 6aHAEPOIN U NeYaTHble U3LaHUA OTNPaBAATCA NOYTON.
dakcorpammbl 1 TeflehOHOrpaMMbl NepeaaroTcs Mo KaHanam Tesle)OHHOW CBA3MN.
16.14. 3NeKTPOHHble COOOLLEHMSI OTMPaBNAOTCA C OPUUMATIBHOIO MOYTOBOIO 3/1IEKTPOHHOIO
afpeca 06LLeo6pa3oBaTe/IbHON OpraHM3aLun.
16.15. MNMucbma, TenerpamMmmbl, OTKPbITKKX, 6aHAEPON, (PaKCorpamMmbl, 3/IEKTPOHHbIE COOOLLEHMS, He
CBA3aHHbIe C paboyein AesTeNbHOCTbIO, K OTMNPaBke He MPUHMMAOTCS.
16.16. JOKyMeHTbI, OTNpaBsieMble CPeACTBaMM MOYTOBOI CBA3W MPOXOAAT:
*  YMaKOBKY;
e ajpecoBaHue (Npu HanpaBleHUN JOKYMeHTa 60see yem B 4 agpeca) - B COOTBETCTBMU C
yKa3aTenem paccbinku, Ha KaKA0M 3K3eMNsape NMcbMa YKasbiBaeTCca TONbKO OAWH afpecar.
* MpocCTaBfieHNe CTOMMOCTM MOYTOBbIX YCAYT;
* Mepejayy B MOYTOBOE OTAENEHUE CBA3M.
16.17. Mpn nNoAroToBke WM OTMNpaBKe MUCEM HeOOXOAMMO YUWTbIBATH MpaBW/a, YCTAHOB/IEHHbIE
npuKasom MUHUCTEPCTBA CBA3WN N MAcCOBbIX KOMMYHUKaumii P® ot 31 nona 2014 r. N 234 "06
yTBEPXAeHMN MpaBus 0KaszaHWsA yCiyr NoYTOBOW CBA3MN™.
16.18. [loKyMeHTbl, OTMpaBfsieMble CpeACcTBaMu MOYTOBOM CBA3M B OfMH afpec, BKMaAblBatOTCs B
OAMH KOHBEpT.
16.19. Ncxopsauwme [OKYMeHTbl, MpefHasHayeHHble A1 OTNpaBKM CpefcTBaMu  (hakKCUMMUIIbHOM
CBA3W, OTNPaBNAKTCA pabOTHMKAMMN KaHLEeNapumn obLeobpa3oBaTe/ibHOM OpraHu3aLmu.

17. Pa3paboTKa 1 BefieHNne HOMeHKaTypbl aen
17.1. [JokymeHTanbHbIA thoHa OAT — COBOKYMHOCTb AOKYMEHTOB, 06pa3yroLUXCs B npoLecce
ero fesTenbHoCcTW. [oKymeHTanbHbIA  oHA AAT CcoCTaBnAT [LOKYMEHTbI, CO3f4aHHble B
06Le0bpa3oBaTe/ibHOM  OpraHu3aumMM W MNoJyYeHHble el B pesynbTaTe B3aUMOLENCTBMS C
opraHamy rocyfapCTBEHHOW BNacTW, OpraHamy MEeCTHOrO CaMOYrMpaB/ieHUs, HOPULNYECKUMUA 1
(PM3NYECKMMUN NIULLAMN.
17.2. HomeHKnaTypa Aen SIBASIETCA OCHOBOW (POPMMpPOBaHMSA AOKYMeHTanbHOro goHga OAT u
npefcTaBnsier CcoboM CUCTEMATU3MPOBAHHbLIN MNepevyeHb 3aro/lOBKOB  (HavMeHOBaHWi) — fen,
3aBoAuMbIX B OAT, C ykazaHMeM CPOKOB WX XpPaHeHUs, W O(OPMJIEHHbIA B COOTBETCTBUMM C
MpaBOBbIMU aKTaMu, PEKOMeHJaUMUAMU U METOANYECKMMU YKa3aHWAMU OpraHoB POCCUIACKON
depepaummn, YNONHOMOYEHHBLIX B Cgiepe roCyfapCTBEHHOrO YMpaB/ieHUs apPXWMBHBLIM  [efioM,
[e/10Npon3BOACTBA U JOKYMEHTO060pPOTA.
17.3. HoMeHKnaTypa fief1 COCTaB/AeTCA Ha OCHOBE M3YUYeHUS MOMOXEHWNIA, UHCTPYKLMIA 1 NpaBu/, a
TaKkKe [ApYyrux [OKYMEHTOB, PerfameHTUpYyoLWmX AedaTenlbHOCTb — 06Lieobpa3oBaTebHOWM
opraHu3aumn, a TakKe HOMeHKnatyp fJen 3a npefwecTByolne rofAbl UM [LOKYMEHTOB,
06pasyoLmnxca B feaTeNbHOCTH 06Le06pa3oBaTe/ibHOM OpraHn3aLmu.
17.4. HomeHknatypa fen ucnonb3yetca AN FPYNnMpPoOBKM UCMONHEHHbIX [OKYMEHTOB B Aena,
cucTemaTmsaunmn 1 ydeta fen, onpefeneHnsa CPoKoB UX XpaHEHUA N NOUCKa LOKYMEHTOB, ABNSAeTCA
OCHOBOW [AN151 COCTaB/IEHNA OMNWUCEI feN MOCTOAHHOro U BpemMeHHOro (cBbiwe 10 neT) xpaHeHus, a
TaKXe A4/19 y4yeTa fen BpemMeHHOro (4o 10 net BK/IKOUUTENIbHO) XpaHeHus.
17.5. HomeHKnaTypa fen BBOAMTCA B AelcTBME Nprkasom no OAA4T.
17.6. HomeHKnaTypa fen roToBUTCA B TPEX 3K3eMnasapax:

e [NS NOMELLEeHNA B HOMEHKNATYpPHOE [1eN0 N NOCTOAHHOIO XpaHEeHS,

* [/19 UICNOMb30BaHUA B paboTe OTAE/IOM AeN0nNpon3BoACTBa (KaHLenspuen);

e [N1a XpaHeHuA B apxmee OA4T.
17.7. 3 HomeHknatypbl gen AAT OTBeTCTBEHHbIM /MLOM 3a BefeHMe [Aenonpons3BoAcTBa
O(hOPMIAKOTCA BbIMUCKN A1 KOKAOT0 W3 nojpasfeneHnidi 1M oTAenoB o06uieobpasoBare/ibHOM
opraHu3aumu.



18. dopmupoBaHMe el N UX TeKyLlee XpaHeHue. NoAroToBKa JOKYMEHTOB U [ie/1 K nepegadye
Ha apX1BHOe XpaHeHue

18.1. ®dopmMmmpoBaHue fen — rpynnmpoBKa UCMOMHEHHbIX AOKYMEHTOB B Jefla B COOTBETCTBUU C
HOMeHKNaTypoi aen obLieobpa3oBaTe/lbHON OpraHu3aLmMm 1 cucTemMaTmsaumns JOKYMEHTOB BHYTPU
fena.

18.2. [lena co AHA UX 3aBefeHUs Jo0 nepegaun B apxms AT unvM Ha YHUUTOXKEHME XPaHATCA Mo
MecCTy MX (hopmMm1poBaHUs.

18.3. TpuKasbl MO OCHOBHOW, aAMUHUCTPATUBHO-XO35IMCTBEHHON, Y4YeOHO-BOCNUTATE/IbHOM
peatensHocT AAT, rpynnupyroTca OTAeNbHO OT NPUKa30B Mo IMYHOMY COCTaBy PabOTHWMKOB U MO
NMYHOMY COCTaBy 06yyarowmxcs (y4aLumxcs/BoCnUTaHHUKOB).

18.4. Tlepenucka rpynnupyeTca 3a MNepuoj KaJeHAapHoro rofga W cucTeMaTUsMpyetcs B
XPOHO/IOrMYeCKO Noc/efoBaTe/IbHOCTH.

18.5. MNpoBepKa Ha/IMYnA 1 COCTOSAHNA LOKYMEHTOB W [efl MPOBOAUTCA NpY NepemMeLLeHnmn aen, npu
BO3BparTe fefl, Npu peopraHunsaumMmn nav nnkengaumm obuieobpasoBaTte/isHONM OpraHu3auum.

18.6. B apxuB o06Le0bpa3oBaTe/lbHON oOpraHM3auumn (fanee - apxvB) nepejaroTca fena
NMOCTOSAHHOr 0, BpeMeHHOro (cBbiwe 10 fIeT) CPOKOB XpaHeHUs U Mo IMYHOMY cOCTaBy Yepes 3 roga
nocne roga, B KOTOPOM AOKYMEHTbI OblIM MOMELLEHbI B 1e/10 Ha XpaHeHMe.

18.7. lMepefaya LOKYMEHTOB B apXMB MPOU3BOAMTCA MO YTBEPXAEHHbIM ONUCAM [ern.

18.8. lNoaroToBka [OKYMEHTOB W [en K nepefaye Ha apXUBHOE XpPaHeHWe M Ha YHUUTOXEeHWe
npegycMaTpuBaerT:

* 3KCMepTu3y LEeHHOCTU LOKYMEHTOB;

* COCTaB/ieHVE ONKUCei fen No pesynbTaTaM 3KCNepTusbl UX LEeHHOCTH;

* odopmneHue gen;

* COCTaB/IEHME aKTOB Ha YHUUYTOXEHWE [JOKYMEHTOB U AeN1 C UCTEKLLUMMU CPOKaMU XpaHeHus.
18.9. OKcnepTn3a LLEHHOCTM AOKYMEHTOB NMOCTOAHHOIO W BPEMEHHOI0 XpaHeHWs OCYLLeCTB/AETCA
eXEerogHo Nuuom (nMuamm), HasHayeHHbIM MPUKa3oM OTBETCTBEHHbIM (OTBETCTBEHHbLIMK) 3a
apXVBMPOBaHWE.

18.10. B geno nomelaetcs He 6onee 250 nMcToB (TONMLWMHA Aena Npn 3TOM CoCTaBnseT He 6onee 4
cm). Mpy 60MbWIOM KOMMYECTBE [JOKYMEHTOB (OpMMpPYOTCA ToMa (4acTtu) fena. BHyTpu gena
[OKYMEHTbI pacnosiaratotcd B XPOHONOrMYeCKOM MOpsAKe B COOTBETCTBUM C onucbio. B pgena
MOMELLLA0TCA TO/IbKO UCMO/IHEHHbIe, MPaBUIbHO 0(OPM/IEHHbIE JOKYMEHTHI.

18.11. [lOKyMeHTbl BHYTpPUW fAena pacrofiaratoTcs CBepXy BHM3 B XPOHO/OrMYECKOR, BOMPOCHO-
NOTMYECKOW  MOC/efoBaTeNlbHOCTM WM MX  CoYeTaHWW.  PacrnopsiguTeNibHble  AOKYMEHTbI
rpynnupyroTca B fiena no BuaaM v XPOHO/IOrMK C OTHOCALLUMAUCS K HAM NPUNOXEHUAMMN.

18.12. JInyHble KapTOU4KM PabOTHMKOB POPMUPYHOTCA B A€N0 NO andasuTy GaMuimii.

18.13. OdopmneHve fena npeaycmaTtpuBaeT: O(OPM/IEHME PEKBU3UTOB OO6MOXKM [ena no
YCTaHOB/IEHHON (hopme; HyMepauuto NUCTOB B [efle KapaH4aloM B BepPXHeM MNpaBoM Yriy;
COCTaB/IeHNe BHYTPEHHEW OMUCU AOKYMEHTOB [efnia, MOALIMBKY W nepennet gena. JINCT 60MbLoro
(hopmata, MOALUMTLIA 3a OAUH Kpail, HYMepyeTcsa Kak OfAWH NIACT B MPaBOM BepPXHEM Yriy.
[ OKYyMeHTbI C COGCTBEHHOW HyMepaLein NMCTOB, B TOM YWC/Ie MeyaTHble U3[aHusa, HyMepytoTcsa B
o6LLemM nopsiake.

18.14. JlucTbl fen, COCTOALMX M3 HECKONbKNX TOMOB WK YacTei, HYMePYHTCA MO KaXXAoMY TOMY
WM YacTu OTAENBHO.

18.15. lNocne 3aBepLUEHUs HyMepaLun NIMCTOB COCTaBNAETCA 3aBepuTesibHas Hagmnucb, Kotopas
pacnonaraeTcsd B KOHUe fena. 3aBepuTeNibHas Hafnmncb COCTaBNAETCA B Aefie Ha OTAe/lbHOM /InCTe-
3aBepuTene fena.

18.16. B 3aBepuTeNbHOW Hagnucy umdpamMyi M MNPOMUCLID YKasblBAaeTCA KOMYECTBO /INCTOB B
[aHHOM [fene. 3aBepuTe/ibHas HafgnuCb MOAMWCLIBAETCA €€ COCTaBUTENIEM C  YKa3aHWEeM
pacLUMPOBKA MOAMUCK, [O/MKHOCTM W [aTbl cocTaBneHusd. KonuyectBo NUCTOB B fene
NpPOCTaBNAETCA Ha 00/10XKe fiena B COOTBETCTBUM C UTOTOBOW HAAMMUCHIO.

18.17. PekBM3UT "CPOK XpaHeHWs Aena" MepeHOCUTCA Ha 00N0XKY fAena U3 COOTBETCTBYHOLLEN
HOMEHK/aTypbl [en MoC/e CBepKM ero CO CPOKOM XpaHeHWs, YKasaHHbIM B MepeyHe TUMOoBbIX



[LOKYMEHTOB W/ B MepeyHe AOKYMEHTOB, 06pasyoWwmnxcs B AeATeIbHOCTU (heflepasibHOro opraHa,
C YKa3aH/eM CPOKOB XpaHeHWs.

18.18. Ha genax nocToAHHOI0 XpaHeHWUa nuLeTca: " XpaHUTb NOCTOAHHO".

18.19. lMpuem pen npomsBoOAUTCA COTPYLHUKOM, YMOMHOMOYEHHBLIM Ha BeAeHWe [eATe/IbHOCTU
apxvBa, C NPOCTaB/IEHMEM B [BYX 3K3eMMNApax OnucKu e/l OTMETOK O HA/IMYUKM KaxKaoro fena (Ha
KaKAOM 3K3eMM/isipe OMUCU YKa3blBaeTCA KOIMYECTBO (PAKTUYECKU MPUHATLIX Aen, Jarta npvema-
nepegayn gen, a Takxe nognucu apxmeucTa U COTPyAHMKa, NepeaasLUero aena.

19. 3aknouunTeNbHbIE MOIOXKEHUSA

19.1. Hacrtosiwaa VIHCTpyKuma No Lenonpons3BOACTBY ABMAETCA SIOK&/IbHbIM HOPMATUBHbLIM aKTOM
o6LLeo6pa3oBaTeNlbHOM  OpraHu3aumMm, npuHumaetcs Ha O6Llem cobpaHun paboTHUKOB U
yTBepXaaeTca (BBOAUTCS B AeCTBUE) NPUKa30M AMPeKTopa 06LLe06pa3oBaTe/ibHOM OpraHu3aLmun.
19.2. Bce M3MeHeHUA W OOMNONHEHWs, BHOCUMbIE B HACTOALLYH WHCTPYKUMIO, OOPMAAIOTCSA B
NMUCbMEHHOI (hopMe B COOTBETCTBUM [eCTBYIOWMM 3aKOHOATeNbCTBOM Poccuiickor ®efepaumu.
19.3. WHcTpyKuma no pgenonpomussoactsy B AAT nNpuvHMMaeTCA Ha HeonpedeneHHbI CPOK.
3mMeHeHNa 1 JoNONHeHUs K VIHCTPYKUUM NpUHMMAaKOTCA B NOpALKe, NpefycMoTpeHHoM n.19.1,
HacTosLen VIHCTpyKUmMK.

19.4. Mocne NpuHATUA WHCTPYKUMW (MM U3MEHEHWA W OOMNOMHEHWUI OTAENbHbIX MYHKTOB W
pa3fenoB) B HOBOI pefakuuv npeaplayLias pefakums aBToMaTUyecKu yTpaumsaeTt cuny.



Mpuno>keHne Ne 1

INMpaBuna
othopMIeHNs PEKBU3NTOB LOKYMEHTOB

1 [ns noArotoBKM [OKYMEHTOB TMNPUMEHSETCA TEKCTOBbIA peAakTop, 06ecrneyvBaroLLuii
TpeboBaHWs rpafryecKoro BOCNpomn3BeLeHNs PeKBU3NTOB LJOKYMEHTA.

2. Bugbl n pasmepbl nucnosnb3yembix wpndgtos: Times New Roman - 12, 13, 14; Calibri 14 u
NPUBIVIKEHHBIE K HUM.

3. Mpun nNoAroToBKe TEKCTOB B Tabnumuax, 419 obecrneyeHWUs Nydlleid YATAeMOCTU [AaHHbIX,
[lonycKaeTcs npuMeHeHue wpudTos Buaa Arial, pasmepos 12,13.

4. inana3oH Ncnosb3yemblX MeXAYCTPOUHbIX NHTEPBa/IOB: OT OAMHAPHOI0 A0 MOMYTOPHOrO.

5. Ab3alHblii OTCTYN TeKCTa AoKYMeHTa - 1,25 cm.

6. 3arofIoBKV pasfenos 1 Noapasfesnos rnevaTatoTcs ¢ ab3auHbIM OTCTYMNOM WK LEHTPUPYHOTCA MO
LUMPVIHE TeKCTa.

7. MHOroCTpOYHble PEKBM3UTLI MeYaTaroTca 4vepe3 OAMH MEXCTPOYHbIA WHTepBas, COCTaBHble
4acTW PEKBU3UTOB OTAENAKTCA LOMOMHUTE/IbHbIM UHTEPBA/IOM.

8. Ecnm [OKYMEHT roToBUTCA ANA U3LaHWSA C YMeHbLUeHMeM MacliTaba, TEKCT revaTtaeTca yepes
[\Ba NHTEepBana.

9. inTepBan mexpay 6ykBamu B C/loBax - 06bIYHbIA. VIHTepBas Mexay CrioBamu - OA4VH NpoGer.

10. TeKCT JOKYMeHTa BbipaBHMBAETCA MO LUMPUHE NUCTa (MO rpaHuLam f1eBOro ¥ NpaBoro nosen
[IOKYMeHTa).

11. AnnHa camoi ANMHHOW CTPOKM PeKBMU3UTa MPY YT/I0BOM PacnonoXeHUn PeKBU3UTOB He 6osee
7,5 cMm.

12. AnvHa camoi A/MHHOW CTPOKWM PEKBM3WUTA MpW NPOLONLHOM PacnooXeHUN PeKBU3UTOB He
bonee 12 cm.

13. Kog hopMbl OKYMEHTa

Koa thopMbl fJOKYMeHTa NPOCTaBNsAETCA Ha YHU(ULMPOBAHHBLIX (POPMax AOKYMEHTOB, B OCHOBHOM
MCNoMb3yemblX B KagpoBOM [AOKyMeHToo6opoTe AAT. Pacnonaraetcsi Kof (popMbl B MpaBoM
BEPXHEM Iy paboyero nons AOKYMeHTa, COCTOMT u3 cnoB "dopma no" (HaMmeHOBaHWeE
Knaccuukaropa) 1 LmMMpoBoro Koga.

Mpumep - ®Popma no OKY /[ 0301001.

14. HanmeHoBaHve O40T

HanmeHoBaHve AOAT  [O/MKHO  COOTBETCTBOBATb  HaVMEHOBAHUKO  HOPUANYECKOrO  Nuua,
3aKpernsieHHOMY B ero  yudpefuTenbHbIX  [JOKyMeHTax (YcTaBe  006Lieo6pa3oBaTe/ibHOM
opraHusaumn). MNog HavmeHoBaHvem OAT B cKO6KaxX yKasblBaeTCA COKpalleHHOe HavMeHOBaHMWe
06LLIe06pa3oBaTelbHON OpraHM3aLun.

Haz HanmveHoBaHveM AT - ykasblBaeTCs MOIHOe HaMMEHOBAHWE BbILLECTOALLEA OpraHn3aumun.

15. CnpaBo4Hble gaHHble o 44T

CnpasoyHble AaHHble 0 44T BKIOYatOT B cebs: NOYTOBLIN aapec, HOMepa TenedoHa, (hakca, agpec
3NEKTPOHHOM noutbl, Kog AOAOT no OKMO (npocTtaBnsetcs no  O6LEpOCCUIACKOMY
Knaccugukatopy npeanpusTuiA U opraHu3aumin), OCHOBHOW roCyAapCTBEHHbIN PerncTpaLMoHHbIN
Homep (OIPH), naeHTU(MMKALNOHHBIA HOMeP HanoronnatesbluMKa/Kog NpUUnHbl NOCTAHOBKN Ha
HanorosbI yuet (MHH/KIMT).

16. HanmeHoBaHVe BMAa JOKYMEHTA

PekBM3UT ucnonb3yeTca AN YyKasaHWA Buaa [OKYMeHTa W pacnonaraetca Mof PexkBU3MTOM
«HaMMeHOBaHVe 006Le06pa3oBaTe/lbHOM OpraHM3auumM». HaumeHoBaHME BMAa [OOKYMEHTa He
yKas3bIBaeTCcs B NMUCbMax.



17. [ata poKymMeHTa

[atoi [JOKymeHTa fBNseTcA fAata ero nognucaHus (Npukas, NMCbMO, 3amnmucka, akT u ap.),
YTBEPXKAEHMS (MHCTPYKLMS, MOMOXEHWE, MpaBWa, PerfiameHT, MaH, OTyeT W Ap.), CoObITu,
3aMKCMpPOBAHHOIO B JOKYMeHTE (MPOTOKON).

[ata fOoKyMeHTa NpOCTaBffETCA LO/HKHOCTHLIM IALLOM, MOAMUCHIBAIOLMM WAN YTBEPXKAAKOLNM
LOKYMEHT, WAW NpU  perucTpauun [OKYMEHTa, WM HEenoCpefiCTBEHHO COCTaBUTENEM MpuU
NMOAroToBKe JOKYMeHTa (Cny>kebHas 3anuncka, 3assieHune n ap.).

[OKYyMeHTbI, n3gaBaemMble COBMECTHO C APYrMMU OpraHu3aunaMu LO/MKHbI UMeTb OAHY (e4uHYHO)
fary.

[aty fokymeHTa o(hopMNstoT apabCKummn Lgpammn B NoCnef0BaTe/lbHOCTY:

* [eHb Mecaua, Mecal, rod. [eHb Mecaua nM Mecsy, oQOpMAAOT ABYMS NapamMu apabecKux
UMp, pasfeneHHbIMM  TOYKOW; rof - YeTblpbMsi apabCKMMKM Undpamun, Hanpumep:
01.12.2017. byksa "r'" nocne yndgp He CTaBUTCA.

* [PV C/OBECHO-LM(MPOBOM Ccnocobe oopmyeHNs faTbl AeHb Mecsila YKasblBaeTcA Mnapoi
apabCcKux umdp, rof YeTbipbMs apabCkumm uudpamn, Hanpumep: 12 aekabpsa 2017 T.

18. PerncrpaumnoHHbIi HOMep AOKYMEHTa

PernctpaynoHHbIin HOMep AOKYMeHTa MPOCTaBNseTCs B COOTBETCTBMM C CUCTEMOW perucrpaumu,
npunaton 8 AAT.

PernctpaynoHHbIin HOMep NpUCcBanBaeTCa LJOKYMEHTY MOC/e ero NoanucaHnsa (YTeepxaeHus).
Ccbl/IKa Ha perncTpauroHHbI HOMep 1 aaTy AOKYMeHTa

CcblfiKa Ha UCXOAALLMIA HOMEP U JaTy AOKYMeHTa ajpecaHTa BK/IHYaeT B Ce0s perncTpalMoHHBbIRn
HOMep ¥ JaTy AOKYMEHTa, Ha KOTOPbIA JO/MKEH ObITb jaH OTBET.

19. MecTo cocTaBneHms (M3gaHnsa) LOKYMeHTa
MecTo cocTaBneHus UM n3gaHna JOKYMeHTa - "ropof ..." - yKa3blBaeTcs Ha 6/1aHKax NpoTOKO/I0B
1 aKTOB, COCTaB/IieMblX B 00LL,e06pa30BaTe/IbHON OpraHu3aLuuu.

20. Appecat

B pekBu3nTte "Agpecat” MCNonb3ytTcs ouumanbHble HaMEHOBaHWA OpPraHoB rocyAapCTBEHHOM
M WUCNONHWUTENIbHOW BNacTW, OPraHOB MECTHOr0 CamMOyrnpaB/ieHWUs, opraHu3auuii. [lonyckaeTcs
MCNONb30BaTh OULMATIBHO MPUHATLIE COKPALLEHHblE HAUMEHOBaHMS OPraHoB roCYyapCTBEHHON U
NCNONHUTE/IbHOW BNacTh, OPraHoB MECTHOr0 camoynpas/ieHNs, OpraHu3aLuit.

Mpwn agpecoBaHWM [OKYMEHTA AO/DKHOCTHOMY M YacTHOMY /MUY MHUUMAMbl CTaBATCA Mocne
hamnmn.

Mpumep - PykosoanTento OO0 «CTponTenb»
®amnnuna U. 0.

PekBM3WUT "aapecaT" NpOCTaBNSETCA B BepXHeW NpaBoii YacTu AOKyMeHTa (Ha GnaHKe C YrnoBbIM
PacMoNOXXeHNEM PEKBM3UTOB) WM ChpaBa Moj PeKBM3UTaMy 6naHKa (Npu  MNPOAONbHOM
PACMONOXEHNN PEKBU3UTOB 6naHka). CTPOKM pekBu3MTa “afgpecaT” BbIPaBHWBAKOTCS MO /IEBOMY
Kpato 1N LiEHTPYHOTCS OTHOCUTENbHO CamMOi ANIMHHON CTPOKM.

Mpy afpecoBaHWM AOKYMeHTa 6e3 yKa3aHUs [O/MKHOCTHOTO /LA HaMMEHOBaHMs aapecaToB
MULYTCS B UMEHNTENLHOM NafieXe, Harnpumep:

OpraHbl CTaTUCTUKN ropoa MoCKBbI

Mpn appecoBaHWM [OOKYMEHTa PYKOBOAWTENO  OpraHuM3auum HavMeHOBaHMe  [LO/IKHOCTU
yKa3bIBaeTCA B flaTe/lbHOM Najexe, Hanpuvep:

"eHepanbHOMy anpekTopy OO0 «M3gaHne»

®amnnuna U. 0.



MouTOBLIA afpec He YyKa3biBaeTCs B [AOKYMEHTaX, HanpaBiseMblX B BbICLUME OpraHbl
rocyfapCTBeHHON BnacTy, (heaepaibHble OpraHbl UCMOMHUTENBHOW BNACTU U MX TEPPUTOPUASIbHBIE
OpraHbl, OpraHbl FOCYAapCTBEHHOM 1 UCNONHUTENBHOWK BNACcTW, MOCTOSt UHBIM KOPPECTOHAEHTaM.
Mpn afpecoBaHUM NCbMa B OPraHU3aLMI0 YKa3bIBatOT ee HaMEHOBaHWE, 3aTeM MOYTOBLIA ajpec,
Hanpumep:

lFocynapcTBeHHOe — yupe>KfeHne  BCepoCCUMCKWIA  Hay4HO-WUCCNeAoBATENbCKUA  MHCTUTYT
[NOKYMEHTOBEfeHNs N apXMBHOTO fena
Mpodocotosnan yn., 4.82, Mockea, 117393

Mpy ampecoBaHWM AOKYMeHTa (OM3MYECKOMY /MUYy YKas3blBaloT (aMuUInKD W MHULMANbI
nosy4atens, 3aTeM NoYTOBbIA afpec, Hanpumep:

MeTposy W.I.
[Mpon3soacTBeHHaA yN., 4.5, KB. 12,
r. Mocksa, 119633

PekBn3nt "ApgpecaT" He [O/DKEH cogepXaTb 60nee 4eTbipex agpecatoB. Cnoso "Konua™ nepep
BTOPbIM, TPETbUM, YeTBepTbIM agpecataMu He ykasbiBaeTcd. [Mpu uucne agpecatoB 6Gonee 4-x
COCTaB/IAETCA CNUCOK PaCCbUTKN AOKYMEHTA.

Ecnn  JOKYMEHT OTNpaBnseTcs B HECKONbKO OAHOPOAHBLIX OpraHu3auuii waM B HECKO/bKO
CTPYKTYPHbIX NOApa3AeneHnin opraHa UCNoNHUTENbHOW BacTU, TO OHW YKa3blBarOTCA 0606LLEHHO.
Mpumep:

PykoBognTensm yupexkaeHuin Cro

20. [pydp yTBEPXKAEHUA LOKYMEHTa

Mpud yTBEpXAeHWUA MPOCTAaBMSETCA B NPaBOM BepxHeM Yrny [OKymeHTa. CTPOKM peksu3vTa
BbIPAaBHMBAKOTCA MO /IEBOMY Kpal0 WIN LEHTPUPYHOTCA OTHOCUTE/IbHO CamMoW A/IMHHON CTPOKM.
[OKYMeHT  yTBepXZaeTcd  JO/MKHOCTHbIM  /INLOM  (LO/DKHOCTHbIMW — NLaMK) WK
pacrnopsAnTe/ibHbIM AOKYMEHTOM (MOCTaHOB/IEHNEM, PELLEHNEM, NPUKA30M, PaCrOpsXKeHVEM).

Mpy yTBEPXAEHNWN LOKYMEHTa AO0/HKHOCTHLIM JIMLOM TPU( YTBEPXKAEHUA [OMXKEH COCTOATb U3
cnoea YTBEPXOAKD (6e3 KaBblueK), HaMMEHOBaHUS [O/MDKHOCTM fMUa, YTBEPXKAAOLLErO
[OOKYMEHT, ero noAnucy, MHULUMaIoB, amnunnm u faTbl YTBEPXKAEHUS.

Mpumep:

YTBEP>XXOAKO

OvpekTop MAOY O «AT «3Bpuka»
N.O. damunua noanuch
[aTayTBep>KaeHns

2\. fara

Mpy yTBEPXAEHUN NOKYMEHTa HECKO/IbKMMUN AO/MKHOCTHLIMU NLAMU X NOAMNNCK pacrofiaraloTcs
Ha OfIHOM YPOBHEe.

Mpy yTBEPXKAEHWUM LOKYMEHTa pacrnopsauTeNbHbIM LOKYMEHTOM FpuUd YTBEPXKAEHUA COCTOUT U3
cnos YTBEPXOEH (YTBEPXAEHO, YTBEPXJEHbI, YTBEP>XXJEHA), cornacoBaHHOro c
HaMMeHOBaHMEM BWA YTBEPXKAAEMOro [JOKYMEeHTa, HauMMeHOBaHWs BuAa [AOKYMeHTa B
TBOPUTENIbHOM Nafexe, ero fartbl, HOMepa.



Mpumep:

YTBEPXXAEHO
npvkasom MAOY 1O «AAT «3Bpuka»
oT 01.03.2020Ne 57

22. 3aronoBoOK K TeKCTy
3aronoBoK K TeKCTy - KpaTKoe cofepXaHuwe [OKyMeHTa. 3arofloBOK K TeKCTy mpuKasa
(hopmynupyetcs ¢ npeasorom "O" ("O6™) 1 oTBeYaeT Ha Bonpoc "o yem?"):

* MpuKa3s (0 4em?) 0 CO3LaHNUN KOMUCCUN;

* npukas (0 Y4em?) 06 yTBEPXAEHWUM LUTATHOIO pacnucaHus;

* nucbMo (0 Yem?) 0 NpefoCTaBIEHNN MHGOPMaLHN.
3arofioBoK K TeKCTY O(OpMSeTCA Noj PekBmn3nTammn 6naHka cnesa, OT rpaHuLbl IEBOro Noss.
HaumeHoBaHMe (3arosioBoK) /M60 aHHOTauus [OKYMeHTa COCTaB/IleTCA aBTOPOM MPOEKTa
LOKYMEHTA.
3arofioBOK K TEKCTY MOXET He COCTaB/IATbCA, ec/ii 00beM JOKYMEHTA He NpeBbIlwaeT 4-5 CTPoK.

23. TeKcT JOKyMeHTa
[okymeHTbl 006LLeo6pa3oBaTe/IbHO OpraHM3alMm COCTaBMASKTCA Ha rocyAapCTBEHHOM  A3blKe
Poccuitckoi deaepauun - pyccKoM.
TeKCT JOKYMeHTa MOXKET CofepxXaTb pasfenbl, nogpasfesbl, MyHKTbl, NOAMYHKTbI, HYMepyeMble
apabckumu umdgpamu.
B nprkasax TeKCT JOKYMeHTa U3nararoT OT MNepBoro nnLa eanHCTBEHHONO Yncna («nprKasbiBako»)
B fOoKyMeHTax KOMJiervasibHbIX W COBeLlaTe/IbHbIX OpraHax OT TPeTbero Auua eAMHCTBEHHOrO
yncna: («cobpaHue... PeLlnno»)
TeKCT nNpoTOKO/Ma MW3naraeTcsi OT TPETbero /iMua MHOXECTBEHHOrO uucnia  («cnyLanm,
«BbICTYMU/IN®, «NOCTAHOBU/IAY», <PELLUNIN»),
B COBMeCTHbIX [AOKYMEHTaxX TeKCT W3naraloT OT MepBoro /Mua MHOXECTBEHHOro 4ucna:
(«nprKasbiBaeM», «peLLunn»).
B genosbix (Cny)e6HbIX) NMcbMaxX UCMNONb3YTCA (OPMbI N3N0XEHUS:

e OT MEepBOro0 /MUA MHOXECTBEHHOro umcna («nNpocMM HanpaBUTb», MNPEACTaBASEM Ha

PaccMOTpPEHMEY);

e OT TPeTbero fuua eamHCTBeHHOro umcna («AagmuHuctpaums OY OAT «3Bpuka» He
BO3paXKaeT»);

e OT nMepBOro /vua €eAMHCTBEHHOIO uMcna («cumTald HeobXOAUMBIMY», «Mpefnarato
PacCMOTPETLY).

Mpy ynoTpebneHnn B TEKCTE (haMUiInin WL, MHULMa/bI YKa3blBatOTCS Moc/e amuinm.
B agenoBbIx (CnyXebHbIX) NUCbMax MOryT UCMO/b30BaTbCH:
* BCTYMUTeNbHOE obpaLLleHue:
YBa>KaeMblil rocnoayH saHoB!
YBarkaemas rocrno>ka lNeTposa!
YBa>kaemblii Hukonaii MeTposuy!
YBastoaemas Onbra HukonaesHa!
YBa>kaemsble rocrnoaa!

B ob6palieHun no [O/MKHOCTM HaMMeHOBaHWe [O/MKHOCTM MNULWeTCs € MNPONUCHOM OyKBbl, B
obpaLLeHUM No aMmuammn NHULMaIbl MNLA He YKa3blBatoTCA.

*  3aK/UNTENbHAA 3TUKETHaAa (hpasa:
CyBa>KeHuewm, ...



CTpaHuLbl JOKYMEHTa HyYMepYOTCSl, HauMHas CO BTOPOro fMcTa A0KyMeHTa apabCKumm Ludpamm
nocepeayiHe BEPXHEro nossi.

TeKCT JOKYMeHTa OTAensieTcs OT 3aro/fioBKa ABYMS WK TPeMS MeXAYCTPOUYHbIMK UHTepBanamu
CMO/Nb3YEMbIMM B TEKCTE.

24. OTMETKa 0 NPUIOXKEHNN

OTMeTKa O MPWIOXEHUN WCNONb3YETCA MNPY OPOPMIEHUN MUCEM W MNPUIOXKEHUA K MaHaM,
nporpamMmmam, otyeTam, NOMOXEHNAM, NpaBuiamM, MHCTPYKLUUAM U ApYyTrUMm

LOKYMEHTaM.

B nucbmax oTMeTKa 0 NPUIOXeHUM 0hOPMIISETCA NOL TEKCTOM MUCbMa Ha pacctosHum 1,25 cm ot
rpaHuLbl NeBoro nond. Ecnv npunoXkeHue HasBaHO B TEKCTe MUCbMA, B OTMETKE O MPUIOXeHUU
YKa3bIBaeTCA KO/IMYECTBO /INCTOB U KOIMYECTBO 3K3eMMIAPOB NPUIOXKEHUS, Hanprmep:

Mpuno>keHve: Ha 3 /. B 1 3K3.
Mpn  Ha/MuMM  HECKONbKUX TMPWIOXEHUA, B OTMETKE O TMPUIOXEHUM OHU HYMepYHTCS,

YKa3blBalOTCA HaMMEHOBAHUS KaXAOro MNPWUIOXKEHWS, KOMMYECTBO JIMCTOB U KOMMYECTBO
3K3eMMNAPOoB, HanpuUMep:

Mpuno>keHwe:
1 MnaH-rpaduk ... Ha 3 /1. B 2 3K3.
2 CnpaBka 0 NnoaTBep>KAeHUN hakTa 06yueHus... Ha 1. B 1 3K3.

Ecnn npunoxeHust copoLLIOPOBaHbl, TO KOMMYECTBO NIMCTOB HE YKa3blBaeTCs. ECAM MpUoXeHue
HaNpaB/AOT He BO BCE YKasaHHbIE B [JOKYMEHTE afpeca, TO OTMETKY O er0 Hauumu OhopMASHOT
cnefytoLmm 06pa3oM, Hanpumep:

Mpuno>keHne: Ha 3 1. B 1 3K3. TONbLKO B NEPBbIV aapec.

Ha npunoxeHusx K npaeuiam, UHCTPYKLIMAM, MONOXEHUSM, NiaHaM, nporpamMmmam, [0roBopam W
APYrUM [I0KYMEeHTaM OTMeTKa O MPUIOXKEHWU MPOCTAaBNSETCS Ha MEepPBOM /IMCTe MPUIOKEHUS B
MpaBOM BEPXHEM Yry.

Ecnn npunoxeHne ofHO, OHO He HymepyeTcs. ECiv NpuIoXeHWIn HeCKOSbKO, OHU HYMepYyHTCA
(NpunoxeHve 1, npunoXeHue 2).

B TekcTe JOKYMeHTa npv NepBoM YMNOMUHAHUWU JOKYMEHTa-MPUIOXKEHUSA B CKOOKaxX yKa3blBaeTcs:
.. (MpunoxeHune) nnn ... (MpunoxeHue 1); nepes HOMepPOM MPWUIOXKEHUS [OMYCKaeTCcA CTaBUTb
3HaK Homepa: ... (mpunoxkeHune N 2);

B OoTMeTKe 0 NpuIoXeHWM YyKasblBaeTCA HavMeHOBaHVe BMAa OCHOBHOrO [JOKYMeHTa, ero farta u
HOMep, Hanpumep:

Mpuno>keHne Ne 2 k npukasy MAOY O «4AT «3Bpuka» oT 08.06.2017 Ne 67

Ecnv npunoXeHnem K AOKYMeHTY (Hanpumep, K NpuKasy) SBNSeTCS YTBEPXAAeMblli [OKYMEHT,
(NonoxeHue, NpaBuia, UHCTPYKLMS, PernamMeHT U Ap.) B BEPXHEM MpPaBOM Yry NPOCTaBnseTcs
OTMETKA 0 MPUOXKEHNN, HUXE — TpUd YTBEPXKAEHUS, Hanpumep:

Mpuno>keHne
YTBEPXXJEHO
npukazom MAOY OO «AAT «3BpuKa» oT 08.06.2017 Ne 67



Bug v pasmep wpudta peksusnta "OTMETKA O NPUIOXKEHUN" [O/HKEH COOTBETCTBOBATL BUAY U
pasMepy LpugTa TeKCTa JOKYMEHTA.

25. Mpn cornacoBaHMa AOKYMeHTa

pudh cornacoBaHMs LOKYMeHTa UCMOMb3YeTCA MPW COrfacoBaHUM LOKYMeHTa C opraHamy BacTu,
opraHusauusMm UM AO/MKHOCTHbIMM nvuyamu. OH coctomt u3 cnosa “COIMMTACOBAHO”,
[LO/MKHOCTM NnUa, KOTOPbIM COrflacoBaH [AOKYMeHT (BKIOYas HauMMeHOBaHWe opraHusaumm),
NMYHOIN NOANUCHK, paclUMPPOBKKN NOANUCH (MHULMAN0B, (haMuInm) 1 4aTbl COracoBaHus.

Mpumep:

COIrnACOBAHO

AunpekTop MAOY A0 «4AT «3BpuKa»
.. ViBaHoB

01.12.2017

puch cornacoBaHus B 3aBUCUMOCTY OT BUAA JOKYMEHTA M OCOGEHHOCTEN ero 0hopM/IeHNS MOXET
NpOCTaBNATLCA:

* Ha MepBOM /UCTe [OKYMeHTa (ecn AOKYMEHT UMEET TUTY/IbHbIA NUCT, - Ha TUTY/IbHOM
NCTE) B /IEBOM BEPXHEM YI/ly Ha YPOBHE rpuda yTBEPXKAeHUA WX NoL HavMeHOBaHWEM
JOKYMEHTa 6/IMXKE K HUXKHEMY MOSIHO);

* Ha nocnefHeM NNCTe JOKYMEHTA MOA TEKCTOM,;

* Ha/IMCTe COrfacoBaHus, ABNAIOLLEMCA HEOTHEM/IEMOI YaCTbO JOKYMEHTA.

BHelwHee cornacoBaHue TakXKe MOXET ObiTb OCYLLECTB/IEHO APYTUM [LOKYMEHTOM - MUCbMOM,
MPOTOKO/IOM, MPUKA30M.
Mpumep:

COINMACOBAHO npukazom OrMoT 01.07.2017 Ne 01-01/54

26. Bu3a

CornacoBaHve nNpoekTa JOKYMeHTa 0hopM/ISETCS BU3OM.

Busa npoctaBnsetcs COGCTBEHHOPYYHO /IMLOM, BU3UPYIOLMM AOKYMEHT, W BK/OYaeT B Cebs
HavIMeHOBaHVe [O/DKHOCTU BU3UPYIOLLEro, ero /JWYHYK MOAMWUCb, PacLIMgPOBKY MOAMMCK
(MHMLKManbl, haMmunnio) u aary.

Mpumep:

3amecTuTeNb ANpPeKTOpa
. O. damunus
03.04.2020

JonyckaeTcs NoNMCTHOE BU3MPOBaHWE JOKYMEHTA N ero NpUIoXeHu.

Mpy  HanMumMn  3aMeYaHuiA, [OMOMHEHUA K TMPOEKTY [JOKYMeHTa Bu3a  AOMOJHSeTCs
COOTBETCTBYHOLMM YKazaHNEM.

Ana  [OKyMeHTa, NOA/MHHWUK KOToporo otnpasnaiot u3s AOAT, BU3bl NPOCTaBNAKOTCA Ha
3K3eMnaApax AOKYMEHTOB, NMoOMeLLaemMbIX B Aeno.

[Ons joKyMeHTa, NOANMHHUK KOToporo octaetcs B AT, BU3bI cOrnacoBaHUA MPOCTaBAAKTCA Ha
obopoTe nocnegHero nMcTa NOASIMHHMKA AOKYMEHTa WAW Ha NOCNeAHEM IUCTe AOKYMeHTa Moj
NnoAnNuckIo.

27. Noanuck
Moanucb BKNKHOYAET: HAMMEHOBaHME [JO/HKHOCTU  fiMua, MOAMMUCABLUEr0  AOKYMEHT, ero
COOCTBEHHOPYYHYHO MOANUCH; paclunM@POBKY nognucu (MHUUmansl, GaMmunmns):



Mpumep:
[vpekTop nnyHas nognuck W O. damunms

Ecnm  [OKymMeHT odopmiieH He Ha O6naHke, B HauMMeHOBaHME [O/DKHOCTW  BKIKOYAeTCs
HaMMeHOBaHMe 06Le0bpa3oBaTe/ibHOM opraHusaumMmn (nosHoe HasgaHve AAT). [donyckaetcs B
pekBusnTe "lMognucb [O/MKHOCTHOrO NMUA" LEHTPUPOBATbL HAaUMEHOBAHWE AO/MKHOCTU LA,
NOANMCaBLLEro JOKYMEHT, OTHOCUTE/IbHO CamMOW AJIMHHON CTPOKW.

Mpn nognucaHMn [OKYMEHTa HECKONbKUMW AO0/MKHOCTHBIMU LMW PasHbIX AO/MKHOCTER KX
noAnucK pacnonaratoT OAHY MOL APYroi B NOC/MefoBaTe/lbHOCTM, COOTBETCTBYIOLLEN MepapXun
3aHNUMaEMO [JO/MKHOCTU.

Mpumep:

[AnpekTop amyHasa nognucb V. O. d.
3amMecTuTeNb AMpekTOopa myHaa nognucs L. O. .

Mpn nognucaHWM [LOKYMEeHTa HECKO/IbKUMU fiMUaMU  PaBHbIX  [LO/MKHOCTEN WX MoAnvcu
pacnonaraloT Ha O4HOM YPOBHE.

B fOKYMeHTax, COCTaBEHHbIX KOMUCCUEN, YKa3bIBAETCS CTaTyC NULa B COCTaBe KOMUCCUN:
NPOCTaBNEHMEM KOCOM YepTbl Mepes HauMMeHOBaHMEM [O/MKHOCTM (400aBnATb Kakue- b0
NpUCTaBKMK).

Ecnv gvpekTtop wAM MHOe YMNO/SIHOMOYEHHOe Ha noAnucaHve [OKYMeHTa /L0  BPeMEHHO
oTcyTcTBYeT (OTMycK, 00ne3Hb, KOMaHAMPOBKA) WM [OO/HKHOCTb BakKaHTHa, TO [AOKYMEHT
NOANUCLIBAET  COTPYAHWK,  YMO/HOMOYEHHbIA  Ha  MNOAMMCaHWe B COOTBETCTBMM  C
pacrnopsanTe/ibHbIM JOKYMEHTOM WU HafeNeHHbI MONHOMOUYMUAMM, YCTAHOBEHHBIMU MPUKA30M
OAOT nnun yupegutena (JOrM), ¢ ykazaHueM CBOei JO/MKHOCTU 1 MOMHOMOYNS, Hanpumep:

3amecTuTeNb AUpeKkTopa nognuce . O. damunms

nnm:

KcnonHsoLwwmii 06s3aHHOCTUW AMpekTopa noanuce M. O. damunus
nnn

n.o. gupekTopa nognuce . O. damunna

PekBn3nT "MMognncb AOMKHOCTHOIO NMUA" MOXET ObITb 0()OPM/IEH COOCTBEHHOPYYHO aBTOPOM
[JOKYMeHTa (HanpuMep, NpW HanucaHuM CNny>Xe6HO 3anuckm 6e3 NPUMEHEHUS TEXHUYECKMX
CpefCcTB) MO0 0GhOPMIIEH C UCMOb30BaHEM TEXHUYECKNX CPeACTB.

B cnyyae odopmneHns peksmsmta "Tlognucb  AO/MKHOCTHOMO /uMua™ € UCMOMb30BaHWEM
TEXHUYECKMX CPEACTB BWUA M pasmep LpUdTa YKa3aHHOro pPekBM3NTa HE MOXKET OT/IMYaTbCA OT
BUZa 1 pa3mMepa LLpUETa OCHOBHOIO TeKCTa JOKYMEHTa.

PekBm3nt "loAnncb AO/MKHOCTHOIO /MUA" OTAenseTca OT TekKcTa TpemMaA WU YeTbipbMs
OLVHAPHLIMU MEXAYCTPOUHBLIMU NHTEPBA/IAMU.

28. [Meyvatb

MeyaTb ABMSETCA CMOCOOOM MOATBEPXKAEHUS MOAJMHHOCTM MOAMUCU [O/MKHOCTHOIO /iMua Ha
[JOKYMeHTe. MeyaTb CTaBMTCA Ha [AOKYMEHTax B C/lyyasx, NpefyCMOTPEHHbIX 3aKOHOAATe/lbHbIMM
W VHBIMWA HOPMaTUBHLIMW NPABOBbIMU aKTaMW.

MeyaTb CTaBMTCA Ha CBOOOAHOM OT TEKCTa MeCTe, MPWM 3TOM OTTUCK MeYaTu He 3axBaTblBaeT
NMYHOWA NOAMUCU LO/DKHOCTHOIO Nnlia MoAMnMcasLlero LOKYMEHT, Win B MecTe, 0603Ha4eHHOM
«MTIM» («MecTo neyaTu»).

B foKyMeHTax, NOArOTOBNEHHbIX HA OCHOBE YHU(MLMPOBAHHbLIX (DOPM, NneyaTb CTaBUTCSA B MeCTe,
0603Ha4eHHOM OTMeTKOW "MIT" unm MHbIM 06pa3oM.



29. OTMeTKa 06 cnonHuTene

OTmeTKa 06 ucnonHuTene (aBTope) AOKYMeHTa NPOCTaBnseTca Ha nucbMax OAT B 1EBOM HUKHEM
yrny NUUeBO CTOPOHbI MOCMEAHEro nucTta AOKYMEHTa OT rpaHulbl NIEBOFO MOMS WKW, Mpw
OTCYTCTBUM MeCTa, - Ha 060POTHOW CTOPOHE BHU3Y ClEBa.

OTmeTKa BK/IKOYaeT (hamMuinio, MMSA, OTYECTBO WUCMONHUTENS M HOMEP ero TeneoHa, a Takxke
OTMETKa 006 WCMOMHMUTENE MOXET [OMOMHATLCA HaMMEHOBaHMEM [O/MHKHOCTU WU 3MEKTPOHHbLIM
afipecom UCMONHUTENS.

Mpumep:

VBaHOB VBaH VIBaHOBMY, cneuuanncT No OxpaHe Tpyaa
(888) 888-88-88, Ivanov@mail.ru

30. OTMeTKa 0 3aBEPEHMU KONUK

[na noATBepPXKAEHNA COOTBETCTBMA KOMUM (BbINMUCKUA U3 LOKYMEHTA) NOAJ/IMHHUKY [OKYMEHTa Ha
nocfegHeM nucTe Konuu (BbIMUCKWA W3 AOKYMEHTa) Mof peksusutom “lognuck” ogopmseTcs
PeKBU3nUT «OTMETKA O 3aBEPEHUN KOMUW».

OTmMeTKa O 3aBepeHuMM KOMUW BKIHOYAET: CoBO «BepHO», HauMMeHOBaHMe AO0/MKHOCTU NnLa,
3aBEpPVBLLEr0  KOMWIKO, COOGCTBEHHOPYYHYIO MOAMWCH, paclM@POBKY nognucy  (MHUUMabI,
(hamunnnio), JaTy 3aBepeHns Konuu JOKYMeHTa.

PekBM3NT «OTMETKA O 3aBEPEHUN KOMUM» MOXET OblTb OMOPMIeHa OT pPyKA uan c
NCMNob30BaHWEM LUTaMNA.

JonyckaeTcs 3aBepsATb KaX/bl IMCT MHOTOCTPAHNUYHOM KOMWUK [OKYMEHTA.

31. OTMeTKa 0 NOCTYn/eHNN JOKYMeHTa

OTMeTKa O MOCTYMNJIEHUN [LOKYMEHTa COAEPXUT BXOAALMIA PErucTPaumoOHHbIA HOMep W [aTy
MoCTYn/eHns AOoKymeHTa. [OonycKaeTcsa yKasaHWe 4acoB M MUHYT MOCTYMJIEHUS AOKYMEHTa C
3aBepeHreM NOANUCAMUN 3aMHTEPECOBaHHbIX /AL,

OTmeTKa 0 NOCTYN/IEHUN JOKYMeHTa MOXET MPOCTaBNATLCA C UCMO/b30BaHMEM LUTaMMA.

32. Pe3ontoumsa

Pe3onoumna CofepXXUT yKasaHue Mo MCMOSIHeHUIO AOoKyMeHTa. OHa ogopmnseTcs Ha CBOOOAHOM
MecTe paboyero nons fOKyMeHTa.

Pe3onouusa BKIOYaeT B cebs: haMuinio, UHALMaNbI MCcnofHuTens (MCNoHUTeNei), NopyyeHme no
LOKYMEHTY, NOANMUCb aBTopa Pe3ositoLmm 1 AaTy 0POpPMIEHNA Pe30sIoLMN.

Pe3onouus, No yCMOTPEHUIO NULA, LAKOLLEro nopyyeHne, MOXET BK/OYaTb B CebS Takke CPOK
NCMOSTHEHNA [OKYMEHTA.
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