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1. O6uWmMe NOMOXKEHUA

1.1. Hactosawaa WHCTpykuMa no [Aenonpou3BOACTBY B LWIKofle paspaboTaHa B COOTBETCTBMU C
®egepanbHbIM 3aKOHOM OT 29.12.2012 Ne 273-®3 "O6 o6pa3oBaHuu B Poccuiickoir Pepepauun” c
n3MeHeHmamun ot 4 asrycta 2023 roga, FOCT P 7.0.97-2016 «Cuctema cTaH4apToB Mo MHGpopmauun,
onénnoTeyHoMy U m3gaTensckomy geny, «OpraHusauuMoOHHO-pacnopsaguTesibHas AOKYMeHTauus.
Tpe6oBaHWA K ODOPMIEHUIO LOKYMEHTOB», a Takke Y CTaBOM 06Leo6pa3oBaTe/sibHOW opraHu3aymm u
OPYTMMM  HOPMaTMBHbIMM  MPaBOBbIMM akTamu Poccuitickori  Pefepaunn, pernameHTUPYHOLWUMN
[eATeNnbHOCTb 00We06pa3oBaTe/ibHbIX OPraHM3aLnii.

1.2. flaHHaa WHCTpPYKUMS No Aenonpomn3BOACTBY B WKone (ganee - VIHCTpyKumMa) o603HavaeT npasuna
NOAFOTOBKM W O(OpPMNEHUA [OOKYMEHTOB B o06Lweobpa3oBaTeNlbHOW opraHusauun, onpegenset
CTaHZapTbl O(MOPMIEHUA PEKBU3UTOB, 6/1aHKOB [OKYMEHTOB, COCTAaB/IEHWS MNPUKA30B, MOOXKEHWI
WHCTPYKUWMIA, a Takxke pernaMmeHTUpyeT (hopmumpoBaHue [en U WX TeKyllee XpaHeHue, MOAroTOBKY
[OOKYMEHTOB U JieNl K nepejaye Ha apXMBHOe XpaHeHue B 00LLe06pa3oBaTeNbHON OpraHu3anmuu.

1.3. MIHCTpyKUMa no fenonpov3BoAcTBY pa3paboTaHa B LENsX YCTAHOBEHUS eAMHbIX TpeboBaHWA K
NnoaroToBke, 06paboTKe, XpaHEHWO U  UCMONb30BaHUK  obpasylwmxcas B [4eATeNIbHOCTM
o6lieobpa3oBaTe/ibHON  OpraHMsauMm U NOCTynalwWmMx B  LWKOAY [AOKYMEHTOB, a Takxe
COBEpLUEHCTBOBAHMA U NOBbIWEHUA 3MPEKTUBHOCTM [eN0npou3BofCTBa 06Leo06pa3oBaTe/ibHOMN
opraHusaumu.

14. TMonoxeHns WHCTPYKUUM pacrnpoOCTPaHAOTCA Ha opraHusauuto paboTbl € [OKYMeHTaMu
He3aBMCMMO OT BMAA HOCUTENA, B TOM YMUCNE C 3/1eKTPOHHbIMU AOKYMeHTamMu, BK/0Yad MOArOTOBKY,
00paboTKy, XpaHeHuWe ¥  UCNO/Mb30BaHWE  [OKYMEHTOB, OCYLLECTBAAEMbIMA C  MOMOLLbLIO
NH(OPMALMOHHbIX TEXHONOTUIA.

1.5. OpraHusaunio, MeToAN4YeCKOe PYKOBOLCTBO, COBEPLUEHCTBOBAHWE [Ee/10NPON3BOACTBA U KOHTPO/b
3a cob6nofeHveM HacToswen WHCTPYKUMM B LUKOME OCYLLEeCTBASET OTBETCTBEHHbIA 3a BefeHue
[lenonpon3BoacTBa.

1.6. MpaBa M 0653aHHOCTN PabOTHMKOB, OCYLLECTBAALWMX paboTy C LOKYMEHTaMW B CTPYKTYPHbIX
nogpasgeneHnsax  o6ueobpa3oBaTesibHOW opraHusauuun,  ycTaHaB/IMBaKOTCA  [AO/DKHOCTHbIMU
WNHCTPYKUMAMU UNN MPUKA30M AUPEKTOpA.

1.7. CBefeHus, cogepxalimecs B JOKYMEHTaxX, MOTYT ObiTb UCMO/Mb30BaHbl TO/IbKO B paboumx Lensx B
COOTBETCTBUMN C NMOSIHOMOYMAMM COTPYLHMKA, paboTarowero ¢ JoOKyMeHTamun. PaboTta ¢ LJOKYMeHTamu
BHE MOMeLLEHMI WKONbI He fgonyckaeTcs. Mpu yTpaTe 4OKYMEHTOB NPOBOAUTCA CyXebHas npoBepka.
1.8. Mpu yxone B oTNycK, nepesojge (nepemeLieHnn) no pabote Wam B c/iyyae YBOJIbHEHUS COTPYLHUK
06d3aH nepefatb BCE HaxOAALWMECA Y HEro AOKYMEHTbl WHOMY COTPYLHWKY, OMpegenéHHOMY B
COOTBETCTBUMN C YKa3aHWEM HENOCPeACTBEHHOrO0 PYKOBOAWUTENA YBO/IbHAEMOr0, YXOAALLEro B OTNYCK
nnu nepesofaulerocsa (nepemelaeMoro) rno pabore cOTpyaHMKa.

1.9. NHcTpyKkumsa obasatenbHa Ansa cobnofeHns Bcemu paboTHMKAMM LWIKOMbl. BHOBb MpuHATbIE Ha
paboTy COTPYAHWKW, B [O/MKHOCTHble 0053aHHOCTU KOTOPbIX BXOAWUT BedeHWe AOKYMeHTauuu, B
TeuyeHne TpEX paboumx [Hel CO AHA M3haHMA MprKasza 0 HazHaAYeHWW Ha LO/MKHOCTb LO/KHbI ObITb
03HAKOMEHbI C HacToALllel VNHCTPYKUMen nod noAnncs.



2. MNpaBuna NOArOTOBKN N 0DOPMIIEHUSA LOKYMEHTOB
2.1. B feATeNlbHOCTW LUKO/bI CO3JAETCA KOMMJIEKC OPraHM3aLMOHHO pacnopsaanuTenbHbIX AOKYMEHTOB:
npuKasbl, NOMIOXEHUA, NpaBuna, WHCTPYKLUWN, PernameHTbl; MPOTOKONbI 3acefaHunii (coBelaTeNibHbIX,
KOOPAWMHALMOHHbLIX, 3KCMepTHbIX W Ap. OpraHoB), akTbl, aHa/UTU4YeCKUe CrpaBkKW, AOKNafHble W
cnyebHble 3anucku, [OroBopbl (KOHTpPaKTbl, cornaweHus), genosas (cnyxebHas) nepenucka u Aap.
COCTaB/MAKTCA UM OOPMAAOTCA  CNeuuanbHble  LOKYMEHTbl, CBA3aHHble C  MaHNPOBAHMEM
06pa3oBaTe/lbHOW AeATeNIbHOCTU U OCYLLECTB/IEHNEM XO3AWCTBEHHbIX MepONpuUATUiA, BegeHneM y4yebHo-
nefarorMyeckoro yderta, opraHu3auuvein [enonpousBofcTBa 06L,e06pa30BaTe/IbHON OpraHusauum,
obecneyveHnem OyXranTepckoro yyera.
2.2. lOKyMeHTbl MOTYT c034aBaTbCA Ha OyMaKHOM HOCUTENE N B 3NIEKTPOHHOI (hopme C cobMtoieHNEM
YCTAHOB/NIEHHbIX MNpaBua O0(OPMIEHUA [OKYMeHTOB. [lpu co3gaHUM [OKYMeHTa Ha ABYX W Gonee
CTpaHuLUax BTOPYH M nocfiefyoLne CTpaHuLbl HYMepyHoT.
2.3. Homepa cTpaHuL, NpocTaBNAOTCA NOCEPeAUHE BepPXHEro Nois JOKYMeHTa Ha pacCTOAHUK He MeHee
10 MM OT BepxHero Kpas nucta. [onyckaeTtcsa co3faHuWe [LOKYMEHTOB Ha /IMLEeBON M 060POTHOM
CTOpPOHax fncTa.
2.4. Tlpn ABYCTOPOHHEM CO34aHMW [LOKYMEHTOB LUMPUHA NIEBOr0 MOMSA HA NINLEBOM CTOPOHe NnUcTa M
npaBoro noss Ha 060POTHON CTOPOHE NCTA AO0/MKHbI ObiTh PaBHbI.
3. PeKBU3NTbI JOKYMEHTOB
3.1. [Ons pekBM3UTOB [OKYMEHTOB, CO34aBaeMblXx B 06uUie06pa3oBaTeNlbHON  opraHusaumm,
yCTaHaBNMBalOTCA NpaBuia u TpeboBaHusa B cooTBeTcTBmm ¢ FTOCT P 7.0.97-2016.
3.2. CocTaB peKBM3NTOB KOHKPETHOIO JOKYMEHTA ONpejesiieTca ero BUAOM 1 Ha3HauYeHnem.
3.3. Mpv NOAroTOBKE M OYOPMNIEHNY AOKYMEHTOB B LUKO/IE UCMOMbL3YIOTCA ClefytoLne PEKBU3NTDI:

*  KOZ (POpPMbl JOKYMEHTE;

* HauMMeHOBaHWe LWKO/bI;

* CMNpaBOYHbIE laHHble O LIKOSE;

* HauMMeHOBaHWe BUAa LOKYMEHTA,

e [aTa JOKYMEHTa,;

*  PEerucTpaunoHHbI HOMep LOKYMEHTa,;

* CCbl/IKa Ha pPerncTpaynoHHbIi HOMEp U AaTy AOKYMEHTa,;

* MeCTO coCTaBneHus (M3faHus) LOKYMEHTa,

e ajpecar;

*  TPUM YTBEPXAEHMA LOKYMEHTA,;

* 3aro/I0BOK K TEKCTY;

* TEKCT JOKYMEHTa,;

* OTMETKA O MPUJSIOXEHWUN;

* rpuh cornacoBaHua AOKYMEHTa;

*  BU3A;

*  MOAMUCh;

e 0TMeTKa 06 3N1eKTPOHHOW nognucu;
* [eyarsb;

* OTMETKa 06 UCMONMHUTENE;

* OTMETKa 0 3aBepeHunmn Konuu,

* OTMETKA 0 NOCTYM/IEeHNU LOKYMEHTa;

* pesonoums.
4. bnaHK” JOKYMeHTOB
4.1. [lOKyMeHTbl, co3jaBaeMble B 00Lie06pa3oBaTeNbHON opraHusayuu, oopMasloTCa Ha OnaHkax,
N3rOTOBMEHHbIX Ha CTaHAAPTHbIX nMcTax oymarn gopmatoB A4 (210x297 mm) n A5 (148x210 mm).
OTpencHble BUAbl JOKYMEHTOB (Tabnuubl, CXeMbl, CMETbI) AoNycKaeTcs 0OpPM/IATL C MCMOb30BaHUEM
(hopmaTta A3 (420x297MMm). [LOKYMEHTbI, COCTaBNAKOLWMNE BHYTPEHHIOK Mepenncky, opopmasioTCA Ha
cTaHapTHbIX ucTax 6ymarn opmata A4 (210x297 mm) 6e3 UCMNONb30BaHUA 6/1aHKOB.
4.2. Kaxablil nUCT AOKYMeHTa, 0(hOPMNEHHbI Ha 6n1aHKe Unn 6e3 Hero, AOMKEH MMETb MONA He MeHee:

e 20 MM - N1EBOE;

* 10 mM-npaBoe;

e 20 MM - BepxHee;



e 20 MM - HUXHee.
4.3. JoOKyMeHTbl ANnnUTeNbHbIX (CBbiwe 10 NeT) CPOKOB XPaHEeHUS LO/MKHbI UMETbL /IEBOE MOJIe HE MeHee
30 mm.
4.4. Buabl 61aHKOB JOKYMEHTOB, NMPUMEHSAEMbIX B LLUKONE:

e 06WWIA BNaHK;

e ONaHK NUcbMa;

e 0ONaHK KOHKPETHOro Bujaa AokKyMeHTa (61aHK npukasa, 6naHK pacnopsXXeHus, 61aHK NPoOToKosa

nap.)

4.5. O6pasybl pa3paboTaHHbIX W MPUMEHSEMbIX B LWKOoAe 61aHKOB Mog/exaT BK/IKYEHUIO B
WMHCTPYKUMIO NO Aenonpom3BOACTBY 00le06pa3oBaTebHON OpraHu3aLnMmM B KavyecTBe MPUIOXKEHWUIA
(npunoxeHue 3 Ha 3 nUCTax).
5. lNpuKasbl
5.1. MNpukazamyu OPOPMAAKTCA pelleHns No onepaTUBHbLIM, OpraHuU3auMoOHHbIM, Y4ebHbIM, KafpOBbIM
(MpunoxkeHve 2 Ha 9 nucTax) v 4pyrum sonpocam paboTbl LLIKObI.
5.2. MpoeKTbl NPMKa30B FOTOBAT OTBETCTBEHHbIE MCMONHUTE/IN HA OCHOBAHUW MOPYYEHUI ANPEKTOpa,
ero 3amecTtutesnieil. MpoekTbl NPUKa30B MO IMYHOMY COCTaBy FOTOBWUT CNeLuanucT no Kagpam.
5.3. B npukasax TeKCT nsnaraeTcs oT Nepeoro nmua eguHcTeeHHoro yncna («MPNKA3bIBAKO»).
5.4. TeKkCcT npukKasza MOXeT COCTOATb M3 [BYX 4acTeli: KOHcTatupywouwen (npeambynbl) w
pacnopsanTenbHOMNM.
5.5. B KOHCTaTUpylOLLen YacTh KpaTKO M3naralTcsa Lenu u 3agadun, PakTbl U COObITUA, NOCNYXMBLUNE
OCHOBaHueM And msfgaHua npukasa. OHa MOXeT HauuMHaTbca cnosamu "B uenax", "B cootsetcTBun”,
"Bo wucnonHeHue", un T1.4. Ecnm npukas wm3gaetcd Ha OCHOBaHWW Apyroro AOKYMeHTa, TO B
KOHCTaTMPYHIOLLEN YacTy yKa3blBaeTCA HaMeHOBaHWe 3TOro AOKYMeHTa, ero gara, HOMep 1 3arofioBokK.
Mpeambyna B npoekTax NpukKa3oB 3aBepwiaetcs cnosom «MPUKA3bIBAKD», KoTopoe nevartaercs
3arnasHbIMn ByKBamu.
5.6. PacnopsagutenbHas 4YacTb [O/DKHa cojepxaTb MnepevyncrieHne npeanucbiBaeMbliX [AenCcTBUA C
yKasaHWeM WCMOMHWUTENs Kax4oro [AeWcTBMA W, Npu  Heob6XOLMMOCTM, CPOKOB WCMONHEHWUS.
PacnopsgntensHas 4acTb [AENUTCA Ha MNYHKTbl M NOANYHKTbI, KOTOPble HYMepylTcs apabCckumu
undpamu. enctsma ogHOPOAHOIO XapakTepa MOryT ObiTb NepPeYnCc/eHbl B O4HOM MYHKTe.
5.7. B KauyecTBe WCMONHUTENE YKasblBalOTCA 3aMecTUTeNW AMpekTopa, npeaceaatenn wUmm
PYKOBOAMTENN paboumx rpynn (KOMUCCUIA).
5.8. Ecnv npukas mM3MmeHseT paHee W3A4aHHbIA AOKYMEHT (MYHKTbl A4OKYMEHTa), TO OAUH W3 MYHKTOB
pacrnopsgnTeNlbHON 4YacTu TeKcTa [LO/DKEH COAepXaTb CCblIKY Ha W3MeHSeMbliA AOKYMEHT (MYHKTb
[LOKYMEHTa) C YKasaHveMm ero fatbl, HOMepa 1 3arosioBka.
59. Ecnm npukas OTMeHsieT [AeNCTBMe paHee W3LAHHOIO [OKyMeHTa (NMYHKTOB [OKYyMeHTa) C
onpefeneHHoOW fatbl, TO OAMH W3 MYHKTOB PacnopafiuTe/lbHOW 4acTh TekcTa [O/DKEH HavyumHaTbCA
cnosamu "lMpusHaTb yTpaTMBWMKM CUAy...", Aanee ykKasblBaTbCA faTa, HOMEpP U 3arofioBOK paHee
M3[aHHOTO fOKYMeHTa (MyHKTa AOKYMeHTa), a TakXKe [jaTa, C KOTOPOi OTMeHsAeTCH ero feicTteume. Ecnu
[aTa He ykasaHa, TO [eiiCTBME paHee WU3LaHHOro AOKYMeHTa (NYHKTbl JOKYMeHTa) OTMEHseTCA C AaTbl
n3gaHnsa HOBOro NpMKasa.
5.10. Ecnm npukas OTMEHSIET paHee M3AaHHbIA AOKYMEHT C MOMEHTa M3faHus, TO OAUH W3 MYHKTOB
pacnopsaauTenbHOM 4YacTW TeKCTa AO/MKEH HavyuMHaTbca cnoBamu "OTMEHUTb..." W yKa3biBaTbCs [ata,
HOMep 1 3aron0BOK paHee N34aHHOI0 AOKYMEHTA.
5.11. Ecnu npukas npegnonaraetcss BBECTM B AEWCTBME HE C MOMEHTa €ro M3faHus, Heob6Xxoaumo
yKa3aTb CpPOK BBefeHWs ero B fJelicTBue. [locnefHWid MYHKT pacnopsaguTelbHOW 4acTu MOXeT
cofep>aTb CBELEHWS O [O/MKHOCTHOM /ULE, Ha KOTOpPOEe BO3/araeTcsa KOHTPOJib 3a WCMNOSHEHMEM
nprkasa.
5.13. Tpukasbl NOAMNWCLIBAKOTCA TONMbKO [AWPEKTOPOM 06uie06pa3oBaTe/ibHOM OpraHM3auumn uam
PaboTHMKOM, UCMOMTHAKOLWNM ero 06s3aHHOCTMN.
5.14. OTBeTCTBEHHOCTb 3a 06ecrnevyeHMe CBOEBPEMEHHOW W KayeCTBEHHOM MNOATFOTOBKWM MPOEKTOB
NMPYKa3oB M UX COrfacoBaHMe C 3aMHTEPeCOBaHHbLIMU PaboTHMKAMM W OpraHu3aunsasMy HecyT aBTopbl
NnpoekKTa npukKasa.
5.15. PerucTtpaunoHHble HOMepa npucBamMBalOTCsA MNpuKasam Mo MNOopsAAKY HOMepoB B Mpegenax
KaneHjapHoro roga.



5.16. [laTa perucrpaumnm npukKasa aBaseTcs AaTol ero noAnMcaHus.
6. MpaBuna, NONOXKEHUSA, UHCTPYKLUYN

6.1. MpaBMna — HOPMATWBHbINA akT, ONpeAenslOWMii NOPALOK Kakoro-nnbo Buaa AesTeNbHOCTH,
yCTaHaBNMBalLWMii NAKN 3anpeLLaroLmii onpegeneHHoe NoBegeHme.
6.2. TonoxeHne — HOPMATUBHbLINA aKT, AeTalbHO perfameHTUMpPYIOLW WA NpaBOBON CTaTyc, NOPSALOK

opraHusauunn n npoueaypy Kakoro-nn6o suaa fesTeNbHOCTHU.

6.3. IHCTpYKUMA — HOPMATMBHbIN aKT, M34aBaeMblil B LENSAX PasbACHEHUS W OnpeaeneHns nopsijka
NPYMeHeHUs COOTBETCTBYIOLLEF0 HOPMaTMBHOIO akTa AMb0 C Le/bl yKasaHWs HOpM O cnocobax
BbINO/IHEHWA ONpPEfeNeHHbIX onepauunii (AeicTBuMiA).

6.4. lpaBuna, NONOXEHWUHA, WHCTPYKLUUW MpUHMMaloTca (B 3aBMCMMOCTW OT BUAa [OKYMeHTa) Ha
YnpaenaioLwem coBeTe, 3acegaHnax Mpogcoo3HOro KOMmTeTa LWKOAbl U YTBEPXKAAOTCA JUPEKTOPOM.
6.5. TopAafoK MOATOTOBKW TMPOEKTOB MpPaBu/, [MONOXKEHWUA, WHCTPYKLUM COOTBETCTBYET 006Lwemy
nopsiAKy NMOArOTOBKM NMPOEKTOB MPMKa3oB 06 e06pa3oBaTe/ibHON opraHu3aunm.

6.6. TeKCT NMpoeKTa NOMOXKEHNS, NPaBU, MHCTPYKLUWN NMeyaTaeTca Ha YACTOM nucTte bymarn gopmara
A4,

6.7. OTANYNTENbHLIMWU XapaKTeEPUCTUKAMU TEKCTOB MpaBus, MOMIOXEHWUS, NHCTPYKLUN ABNAOTCA:

* TOYHOCTb MPUMEHSEMbIX (OPMYNIMPOBOK 6€3 UCMOMb30BaHUA CNOB W MOHATWIA, WMEOLWMX
MHOXECTBEHHbIV CMbICH;

* MCMONb30BaHME KOPOTKMUX MNpPeasoXKeHW, OOLLENPUHATBIX BbIPpaXXEHUA U CBA30K, Npu
HeobXoAMMOCTN - NpeABapuUTeNbHOE OMpejeneHne WUCNOob3yeMbIX MOHATUNA, COKpaLLeHUN,
abbpesmnaryp;

e OMUCaHMEe BCEX BO3MOXHbIX BapUAHTOB COObITUIA M COOTBETCTBYIOLLIMX UM BapuaHTOB AENCTBUIA,
T.e. MOJIHOTA NpeAcTaB/ieHNa nHpopmaLuu;

* CTPYKTYPMPOBAHHOCTb TeKCTa C LUeNbl0 [LOCTMKEHUS Hauydllei nocnefoBaTe/ibHOCTM
N3N0XEHNA MaTepunana;

*  MUHMMM3AUMS TeKCTa C MNOMOLLbH MpUMeHeHUs o0606uieHnin (0630p0B NpeanonaraeMblix
[IeACTBNIA) N NPUMEHEHNE NepeymncneHnin (3agad, atanos, ycnoBuin u T.4.).

6.8. B 3aBMCMMOCTM OT CMOXHOCTM M 06bema pa3pabaTbiBaeMbiX MpaBu, MONOXEHUSA, UHCTPYKLUN -
TEKCT [AOKYMeHTa [eNUTCA Ha rNaBbl, NYHKTbl WU MOAMYHKTbl. [NaBbl AO/MKHbI WMETb Ha3BaHUA.
Hymepauuns nponsBognTcs apabCknumm Lugpamu.

7. MpoTokoN 3acefaHnA (coBew,aHnsA)

7.1. MpoToKON — [OKYMEHT, B KOTOPOM (DMKCMpPYeTCA XO0f O6CYXAeHUs BOMPOCOB W MNPUHATUA
peleHnii Ha cobpaHnsax, COBELAHNAX, KOHMePeHLMAX 1 3acejaHnAX KONernanbHbiX OpraHoB.

7.2. MpoTokon 3acefaHua (coBewaHmnsa) - (ganee - NPOTOKON) ODOPMAAETCSA HA YACTOM fIUCTe Gymarm
(opmaTta A4.

7.3. PeKBM3UT - "TeKCT AOKyMeHTa". PEKBU3UT COCTOUT U3 ABYX YacTeii: BBOAHON N OCHOBHOIA.

7.4. Bo BBOAHOI 4acTW yKasblBalOTCS WHUUMANbI, GaMUaMM U JO/MKHOCTU NpeaceaaTenbCTBYHOLWErO,
cekpeTaps, MNPWUCYTCTBOBaBLUMX Ha 3acefaHun W, Npu Heo6XOAMMOCTWU, UL, NPUrNALEHHbIX Ha
3aceflaHune (coBellaHue).

7.5. BBogHaa 4acTb NPOTOKOfia 3aKaH4YMBAeTCA  MNepeyHeM  pacCMaTpuBaeMbiX  BOMPOCOB,
MepeynCneHHbIX B MOPALKe UX 3HAYMMOCTU C YKa3aHUEM [OKNafgunKa no KaxaoMy paccMaTtpuBaemMoMmy
Bonpocy. Bonpockl opmynupytotca ¢ npegnorom "O" ("O6™), neyatardTCA OT rpaHuWLbl IEBOrO NONSA U
HyMepyroTCcA apabckumMmu Ludpamu.

7.6. OCHOBHad 4acTb MNPOTOKOfMlA COCTOMT W3 pa3fesioB, COOTBETCTBYIOLIMX paccMaTpuBaeMbiM
BOMpOCam U UX Hymepawyuu.

7.7. TekCT nNpoTOKONa w3naraeTca OT TPeTbero uua MHOXEeCTBEHHOro uyucna ("cnywanu™,
"BbICTYNUAN", "noctaHoBuan", "pewnnn”).

7.8. TlpoTokon nognucbiBaeTcA NMLOM, NpefcefaTenbCTBOBaBWIMM Ha 3acefaHun (CoBellaHuu), U
cekpeTapém 3acefilaHus (CoBeLLaHms).

7.9. Mpu OTCYTCTBUMN CeKpeTaps 3acefaHus, B TOM 4YMCNe NMpu MPoOBefeHUN OnepaTUBHbIX COBELLAHWA,
[lonycKaeTca nognucaHne NpoToKoa ToNbKO NpefcefaTeNbCTBY LW UM,

7.10. TeKCT NpOTOKONa J0MXKeH ObiTb MOAFOTOBMAEH He MO3AHEE TPeX AHEN CO AHS 3acefaHuns. [poeKThbl
COOTBETCTBYHOLWMNX MNYHKTOB MPOTOKOMAa BU3UPYIOTCA [LO/MHKHOCTHBIM JIMLOM OTBETCTBEHHbLIM 3@
NOArOTOBKY.

7.11. Jata npoToKONa A0MXKHA COOTBETCTBOBATL [HIO MPOBEAEHMA COBeLWlaHns (3acefaHuns).



7.12. Konuu npoTOKOM0B PacChINAaTCA 3aMHTEPECOBAHHbLIM OpraHu3auusaM 1 LO/HKHOCTHbIM nuaM B
COOTBETCTBUM C yKa3aTesieM pacchblikv, KOTOPbI/ COCTaBNSAET ceKpeTapb 3acefaHuns (CoBeliaHuns).
8. MnaH
8.1. MnaH — [OKYMEHT, YCTaHaB/IMUBaKOLWNIA NepeyeHb HaMeYeHHbIX K BbIMO/HEHUIO MeponpuUATuii, mux
nocnesoBaTeslbHOCTb, 06beM, CPOKMN, OTBETCTBEHHbIX UCMONHUTENENR.
8.2. MnaH othopmnseTca Ha nucte 6ymarn gopmata A4 ¢ MCMOMb30BaHMEM CNEAYIOLUX PEKBU3NTOB:

* HaMMeHOBaHWe LUKOSIbI;

*  TpU( YTBEPXKAEHUSA LOKYMEHTA,;

e [aTa JOKYMEHTa,;

* PEerucTpaunoHHbI HOMEP LOKYMEHTa,;

* HauMMeHOBaHWe BMa LOKYMEHTa,

* 3aro0/fIoBOK K TEKCTY;

* TeKCT JOKYMEHTa,;

* HaMMeHOBaHWe JO/MKHOCTY;

* TOAMWUCH.
8.3. PekBu3NT — "TeKCT AOKYMeHTA" odopmnseTcs B BuAe Tabnuubl ¢ rpadamu:

* HOMep NyHKTa nnaHa;

* HaMMeHOBaHWe MeponpuaATUs;

* CPOK MCMOJSHEHUS,

*  WCNOJSIHUTEND;

* MpuUMeyaHwue.
9. OTyer
9.1. OT4yeT — [OKYMEHT, cofepXalinmii cBefeHMA O pe3ynbTartaX AeATe/IbHOCTM 3a OnpefefieHHbIN
nepuoj BPEMEHU, BbINMOTHEHUN MEPONPUATUIA, NOPYYEHWNIA, 3aaHWNA, NIaHOB.
9.2. OTueTbl, npegocTaBfsgemMble B OpraHbl rocyfapCTBEHHOW Bnact (B TOM 4MCNe B OpraHbl
rocyfapCTBEHHON CTaTUCTUKU) U MMeloLMe YCTAHOB/IEHHYO MPaBOBbIMWM akKTaMu roCyAapCTBEHHbIX
opraHoB (opMmy, cO34at0TCs MO0 YCTAHOB/IEHHOW rOCYfapCTBEHHbIMW oOpraHamMu GopMe ” B
onpenenéHHOM UMK nopsaake.
9.3. OTuYéTbl, MNpeAoCTaBNsieMble COTPYAHWKAMMW LIKOMAbl B XO4e BHYTPEHHEro B3aMMOAENCTBUS,
c03JalTCA NO npasBuiaM, yCTaHOBJ/IEHHbIM A1 CO34aHUA CYXeOHbIX 3anucokK.
9.4. OTyeTbl OhopMNAKOTCA Ha NUCTe bymaru popmaTta A4 € MCMONb30BAHNEM ClefYIOLWNX PEKBU3NTOB:

* HaMMeHOBaHWe LUKOSIbI;

* [JaTta JOKYMEeHTa,

* perucTpaumoHHbIA HOMEP JOKYMEHTE;

* HaVMeHOBaHWe Bufa LOKYMEHTa,

* 3arofI0BOK K TEKCTY;

* TeKCT JOKYMEHTa,;

* OTMETKa O MPUI0XeHUN (Mpu Hannuuu);

* HaMMeHOBaHWe JO/MKHOCTH;

*  MOAMKUCH.
95. B TekcTe oTyéTa B 0053aTeNLHOM MOpPALKE [O/MKHO COfepXaTbCA YKa3 Ha [AeATeNbHOCTb,
MeponpusaTue, BblJaHHOE NOpy4YeHue, 3afjaHue, MNyHKT niaHa, NoAfexalnii BbINONHEHUIO, N pe3ynbTart
O BbINO/MHEHUN, B TOM YMUC/e C YyKasaHWeM Ha COONAeHUEe WAN HapyLlleHWe WUCMONHUTENIbCKOM
OVCLMMINHBI, YCTaHOB/IEHHbIX CPOKOB WCMOMHEHUA W Hafexallee npefocTaB/ieHUe MH{opmalmuu,
Heo6Xo4MMbIX MaTepuanos (NMPOEKTOB [AOKYMEHTOB) COMCMONHUTENAMU (MPU y4vyacTUW HECKONbKUX
NcnonHuTenen).
10. NMwucbmo
10.1. Mucbma roToBATCH Kak:

* OTBETbI O BbIMO/HEHUN NOPYYEHWIA BbILLIECTOALLUX OPraHOB UCMONHUTENIbHON BNacTu;

e OTBETbI Ha 3anpocbl OpraHn3aunin, NPeanpuATUIA U YacTHbIX NUL;

*  WHWUUWATMBHbIE MUCbMA.
10.2. CpoKn NOATOTOBKM OTBETHbIX MUCEM:

* C KOHKPETHOI faToW UCMONHEHWSA, YKa3aHHOW B JOKYMEHTE, - B YKa3aHHbIN CPOK;



* B COOTBETCTBUM C Pe30/IOLMEN ANUPEKTOPA MU ero 3aMecTuUTeNell Ha OCHOBaHUM YCTAHOBNEHHbIX
CPOKOB MCIMO/THEHWA MOPYYEHWIA, 3aNPOCOB UM NO PELLEHMIO aBTopa Pe3osioLuunn.

10.3. TeKCTbl OTBETHbIX MUCEM AO/MKHbI TOYHO COOTBETCTBOBATb 3afaHWUAM, 3aPUKCUPOBaHHbLIM B
pesonounn. CpoKM NOATOTOBKWM WHULMATUBHLIX MUCEM OMNpPeaensTcs CamMOCTOATe/IbHO aBTOPOM
npoekTa nNnucbMa ¢ YY€TOM HEeO6XOAMMOCTM pelleHns KOHKPETHbIX 3afjay u (M1n) B COOTBETCTBUM C
TpeboBaHUAMY 3aKOHOAATENbCTBA, MOPYYEHUAMM HENOCPEACTBEHHOIO PYKOBOAMUTENS.
10.4. Mucbma nevyaTaloTCs Ha 6naHKe nucbMa 06Lie06pa3oBaTe/ibHOW OpraHM3aumMmM C YrioBbIM
pacnosioXXeHnem peKBU3UTOB.
10.5. JononHUTENbHO K peKBM3UTaM G6n1aHKa NUcbMa Npyu OOPMAEHMN MUCEM B LLKOMIE UCMONb3YHOTCA
cnefyouime peKBuU3nTbI:

e ajpecar;

* 3aro/ioBOK K TEKCTY;

* TEKCT JOKYMEHTa;

* OTMeTKa 0 NPUNOXEHUU;

*  BU3a;

*  MOANWUCh.

* O0TMeTKa 06 McnosiHuTene.
10.6. Mpn oopmieHUn nucbMa Ha ABYX W 6Gonee cTpaHuuax BTOpas W nocrefytowue CTpaHULbl
HYMepyloTCA NnocepefnHe BEPXHero nong nmcra apabekmmu uugpamm.
10.7. MwucbMa nognucbiBaeT AUPEKTOP UM Pa6OTHUKK, YNOTHOMOYEHHbIE NMPUKA30M.
10.8. CnyxebHble 3anncku
10.9. B uensix ocyuwecTBieHUA B3aUMOAENCTBUA MeXAY COTPYAHUKamMU B paMKax BHYTPEHHEro
LOKYMeHTO060pOoTa B LUKOME MPUMEHAKTCA CyXebHble 3anucku. CnyebHble 3anucKu ABMAKOTCA
CNPaBOYHO-NH(POPMALNOHHBIMU JOKYMeHTaMW. ABTOpaMu CNYy>XXeOHbIX 3aMnCOK SBNAOTCA COTPYLAHUKM
06L1le0bpa3oBaTenbHOM OpraHM3auun.
10.10. CnyxebHaa 3anuMcka MOXET COCTaBNATLCA MO YKa3aHMK0 PYKOBOACTBA WM MO UHULMATUBE
KOHKPeTHOro COTpyLHUKa.
10.11. Mpw ohopMIEHUN CNYXEOHOI 3annUCKN 0hoPMAAIOTCA CNeayoLLne PEKBUUTI:

* ajpecar;

e JaTa JOKYMEeHTa,

* HaMMeHOBaHWe BMa LOKYMEHTa,

* 3aro/fI0BOK K TEKCTY;

* TEKCT LOKYMEHTa;

e OTMETKa 0 MNPUNOXEHUN (NPU HaANUYNN);

* HaMMeHOBaHWe JO/MKHOCTY;

*  TMOAMWUCH.
10.12. Cnyxeb6Hble 3anMMCKM MOTyT co03faBaTbCA Ha OYMaXHOM HocuTene u (MnnM) B 3NEKTPOHHON
thopme.
11. loBEPEHHOCTb
11.1. [JoBepeHHOCTb BbIAAETCA COTPYAHMKAM LUKOMbI U OOPMASETCA MO MnpaBuiaM, YCTaHOB/IEHHbIM
HacTosileln WIHCTpyKuuel pana nucem, € Y48TOM TpeboBaHWI rpaxaaHCKOro 3aKoHoJaTenbCcTBa
Poccuidickoin defiepaunn 1 HaCTOALLEro pasgena.
11.2. TTpoeKT LOBEPEHHOCTN MOATOTaBNMBAETCA M BMU3NPYETCA COTPYAHUKOM, KOTOPOMY [4OBEPEHHOCTb
OyfeT BblAaHa, Moc/e Yero nepefaércs B KaHUENAPUIO AN HanpasBaeHUs Ha NoAMNncaHue.
11.3. [loBepeHHOCTb MOAMNUCHLIBAETCA AWPEKTOPOM WAW NINLOM, OCYLLECTBAALWMUM €ero rnoJiHoOMoYus
(ncnonHsWMM 0693aHHOCTN), U CKPENNAeTCa nevaTblo 061 e06pa3oBaTe/IbHON opraHu3aLnu.
12. floroBopbl, cornaweHns, KOHTPaKThbl
12.1. [foroBopbl, cornaweHns, KOHTPaKThbl (Janee - 4OroBopbl) NMOArOTaBAMBAKOTCA B COOTBETCTBUN C
Tpeb6oBaHNAMM [paXKAaHCKOro, TPYAOBOro, OH/IXKETHOrO0 M MHOI0 3aKOHOAATeNbCTBa PoccuMitcKol
degepaunu, B 3aBUCMMOCTU OT perynnpyembiX JOroBOpPOM MpPaBoOOTHOLUEHUI N 0643aTe/IbCTB CTOPOH.
12.2. TpoekT poroBopa MOAroTaB/AMBaeTCsi  OTBETCTBEHHbIM  COTPYAHWUKOM  (KOHTPaKTHbIM
ynpaeasawowWwmm) ¢ Y4€TOM He06X04MMOCTU CBOEBPEMEHHOrN0 W KayeCTBEHHOro obecrnevyeHus
MCNOTHEHMSA CBOMX NONTHOMOYUIA (0653aHHOCTER, PYHKLMIA), MOTHOMOYNIA LIKO/bI B Lie/IOM.
12.3. TlpoekT porosopa MOArOTaB/IMBaeTCA  OTBETCTBEHHbIM  COTPYAHUKOM  (KOHTPaKTHbIM
ynpaensaoWmmM) COBMECTHO CO CMeuuanmucTom, K QyHKUnAM (NOJHOMOYMAM) KOTOPOro OTHOCUTCH



pelleHNe BOMPOCOB, HABNANOLWMXCA NpPegMeTOM [OroBopa, WAM MWHbIM COTPYAHWUKOM MO MpPAMOMY
yKasaHUo fupekTopa obuieobpa3oBaTe/ibHON opraHu3aLmuu.
12.4. Heobxogumas [AnA MNOArFOTOBKWM MPOEKTa [orosopa MHpopmauma cobupaeTcd OTBETCTBEHHbLIM
ANMUOM (KOHTPaKTHbIM YyMpaBAawoWwmMm) B nopsake paboyero B3aMMOAENCTBUS C YYETOM MpaBwun,
YCTAHOBNEHHbIX HacToAWel VHCTpyKLUmMeN.
13. MpuHUKUNBI opraHM3aLmMn JOKYMeHToob6opoTa
13.1. B [OKYMeHT0060pOTe  BbIAENATCA  Cclegylowme  LOKYMEHTOMOTOKM:  MOCTynawoLas
LOKYMeHTauuns (Bxogauias), oTnpaensemMas LJOKYMeHTaLua (Mcxofawas), BHYTPEHHAA AOKYMeHTaLmus.
13.1. B cocTaBe BXOASLLEN M MCXOAALLEA JOKYMEHTALUN MOTYT BblAeNATbCA AOKYMEHTbI, NOCTYNMBLUNE
M3  BbILWECTOAWMX, NOAPAAHLIX, MEAULMHCKUX W [APpYrUX OpraHu3auuii, OpraHoB MECTHOrO
camoynpas/fieHns, obpalleHns rpaxaaH.
13.3. O6palleHmns rpaxaaH perucTpupyroTcs n GopmMmmpyroTca B gena oTAeNbHO OT APYTUX AOKYMEHTOB
06uie06pa3oBaTeNbLHON OpraHu3aunn.
13.4. B wkone gocTtaBKka W OTnpaBKa AOKYMEHTOB OCYLLECTBASIETCA CPeAcTBamMM MOYTOBOWN CBA3MW,
3NIEKTPOHHOI CBf3W, a TakKXe M0 CUCTEME 3/1eKTPOHHOro [AOKyMeHToo6opoTa (ganee - C3[). C
MOMOLLbIO MOYTOBON CBA3M B 06Le06pa3oBaTeNbHY0 OpraHu3auuilo  [LOCTaBnseTcs MNUCbMEHHas
KOPPECMOHAEHUMA B BUAE MPOCTbIX MUCEM, 3aKa3HbIX MWCEM, MOYTOBbIX KapToyek, GaHAeponein u
Me/IKMX MaKeToB, a TaKXe NnevyaTHble N34aHus.
14. MepBunYHasa o06paboTKa NOCTynakWmMx JOKYMEHTOB
14.1. [doKyMeHTbl, nocTynawwme B LWKONY, MNepefalTca Ha pPernucTtpauuio  cekpetapro
obuieobpa3oBaTe/ibHOM OpraHusaLuMyv U NPoOXoAsaT MepBUYHYK0 00paboTKy B AeHb NOCTYMN/EHUs, Npu
NnocTynneHnn B Hepabouee BpemMs - Ha cheaywwuin pabounin geHb. [Mpu nepBuuHOl 06paboTKe
OOKYMEHTOB MpoBepseTcs MpaBWIbHOCTL afgpecoBaHus. OWKMO0YHO NOCTYNUBLIME AOKYMEHTHI
nepecblIalnTCA NO NPUHAANEXHOCTU UM BO3BPALLAIOTCS OTNPaBUTENHO.
14.2. [JOKYyMeHTbI, MOCTynuBLWMKe C OoTMeTKamu "CpoyHo", "BpyuuTb HemegneHHo", "OnepaTuBHO",
He3aMe[nTeNIbHO MPOXOAAT MepBUYHYIO 06paboTKy M AOKNAAbIBAKOTCA AUPEKTOPY WAM B Cly4vae ero
OTCYTCTBUA — 3aMECTUTE/IO LUPEKTOpPa N0 HanpaB/lEHUIO AeATENbHOCTH.
14.3. TocTynuewune TenerpaMMbl MPUHUMAKOTCA Mof4 MOAMUCHL C MPOCTaB/IEHWEM [aTbl WU BPEeMEHM
npuvema, perucTpupyroTca no Tem Xe npasuiam, 4to U NUCbMa.
14.4. IneKTPOHHblIe COO06LLEeHNs, afpecoBaHHble AMPEKTOPY WM Harnpas/iieHHble B afpec LWKO/bI,
pacreyartbiBalOTCA W [LOKNafAblBAOTCA AUPEKTOPY WAM B C/ly4ae ero OTCYTCTBMA — 3aMECTUTENIO
AnpekTopa.
14.5. DOneKTpOHHble COOOLLEHUS, 3aBEpPEHHble 3/1eKTPOHHOW MoAnNucbio, nognexar o6paboTke Mo
npasuiam, NpegycCMOTPEHHbIM AN18 NOCTyNatoLWen (BXoAsLLen) AOKYMEHTaLUN.
14.6. TlocTtynuBwan (BXoAAwas) A[OKYMeHTauua pacrpefefiieTca Ha peructpupyemble U He
nognexatwime permctpaunm LOKYMeEHThI.
14.7. He nopgnexart perncrpayunm:

* MpurnacuTesibHble, NO34paBUTE/IbHbIE MUCbMA U TeNlerpaMmbl;

e OWNEeTHI;

* MAaHbl U NPOrpaMmbl CEMUHAPOB, KOH(WEPEHUNA N APYTUX MOJO0OHLIX MEPONPUATUIA;

* [OKYMEHTbI M0 6yXranTepCcKoMy yuyeTy, MaTepuasbHO-TEXHUYECKOMY o06ecrnevyeHunto, naaHoBble

M PUHAHCOBbIE JOKYMEHTbI, NOCTynarLwue 6e3 CoNpoBOAUTENILHOIO NUCHMA,;

* peKknamMHble, KOMMepPYEeCKne NpeanoXeHuns, B T.4. NOCTYNMBLLME MO 3/IEKTPOHHON MOYTE;

* eyvaTHble U3gaHus;

* NUCbMa C MOMETKOMW «JINYHO.
15. Peructpauyms, y4eT U pacCMOTPeHME PYKOBOAUTENEM MOCTynaroWwmux (BXo4AWwmnx) LOKYMEHTOB
15.1. MocTynuBlmne (BXOAALLME) LOKYMEHTbI PETUCTPUPYIOTCA TONLKO NOC/Ae U NepBMUYHON 06paboTKM
N He3aBUCUMO OT cnocoba nUx JOCTaBKM.
15.2. Perncrtpaums — npocTaB/ieHWe B HUXHEM MpPaBOM Yray MepsBoro Mcra LOKYMEeHTa OTMETKU O
NOCTYM/IEHUN C YKasaHWem fJaTbl NOCTYM/IeHUA U BXOAALWEro perucTpayMoHHOro HoMepa LOKYMEHTa C
0653aTeNIbHOI 3annCbio B XXYpHan pernctpaymy noctynatowei (BXoaswiein) gokymeHtaunmn. CTpykTypa
PErncTpaLMoHHOro Homepa, MocTynawLero (BXoAAWero) LOKYMeHTa, COCTOUT M3 ero nopsgKoBOro
HOMepa M MHAEeKCa Aena Nno HOMeHKNaType Aen obueobpa3oBaTenbHOW OpraHu3agmm.



15.3. PerucTpauma Bcex NOCTYMUBLUNX (BXOAAWMX) LOKYMEHTOB MPOU3BOAMTCA B Npefenax obuiero
OOKYMEHTONOTOKA. [LOKYMEHTbI, MOCTYNMBLIME B KOy MO KaHanam (akCUMWUIbHON  CBA3N,
o6pabaTbIiBAOTCA M PErUCTPUPYIOTCA B 06LLEM MOPAAKE.
TekcT nocTynueLlel TeneoOHOrpamMbl 3anucbiBaeTCs B XXypHasie perucrtpayun teneoHorpamMmm
M neyartaeTcsd Ha ucTe 6ymaru gns rnepefayn Ha pacCMOTPEHMeE.
15.4. Moctynawowme (BXxogsauwiMe) AOKYMEHTbI MepefalTcsd Ha PacCMOTPEHUWe PYKOBOACTBY TOJ/bKO
nocsie nx perncTpauuv v NpeLBapuTe/lbHOro pacCMOTPEHMS.
15.5. [loKyMeHTbl, NOCTYynuBLIME B 00LlE0O6pPa30BaTENIbHYIO OpraHuM3auuo, N0 BOMNpocaM, He
TpebyloWwmMmM  pacCMOTPeHUA  [LMpeKTopa, HanpasBnalwTca  pabOTHMKOM  OTBETCTBEHHbLIM  3a
[leNIoNpon3BOACTBO LUKO/MbI HENOCPEACTBEHHO UCMOMHUTENIO 3anpoca.
15.6. ipekTop B pe3ontoLun onpepenset N1y, OTBETCTBEHHbIX 3a UCMO/HEHME LOKYMEHTa, U faeT UM
nopyyeHue. PabOTHWK OTBETCTBEHHbIA 3a [eNONPOM3BOACTBO LUKOMbI MepejaeT [OKYMEHT Ha
NCNoJIHeHuMe.
15.7. ToANMHHMK [OKYMeHTa C pe3ontoumeli pykoBoauTens obuweobpa3oBaTesibHON OpraHm3auum
Hanpae/sgeTCA UCMNOMHUTENIO.
158. TpM HanMumMm HECKONbKUX WCNOMHUTENeid NOANMHHUK [OKYMEHTa mepejaeTca TOMy
NCMONHUTENI0, KOTOPbI B COOTBETCTBUW C YKa3aHWAMWU MO WCMONHEHUIO ABNSETCA OTBETCTBEHHbIM,
OCTa/IbHblE UCMOMHUTENN MONYyYaroT KOMUIO JOKYMEHTA.
15.9. MoAMHHUK LOKYMEHTa, KOTOPbIA UCMONHAETCA HECKONbKUMWU AOXHOCTHBIMWU NLaMK, NonyYvaeT
OTBETCTBEHHbIN UCNONHUTENb. OCTaNbHbIM UCNONHUTENAM MepefarnTcs Konuu.
15.10. N3roToBneHMe KoMNWii JOKYMeHTa Ans nepefadn COMCNONHUTENAM OCYLLECTBASETCA CEKpeTapem
06L1e0bpa3oBaTeNbHOM OpraHM3auun.
15.11. Pe3onouma CoOLepxuT:
* yKazaHue Mo MCMO/HEHUIO, COfepKallee KpaTkoe onucaHue HeoOXOAMMOro ANA WCMONHEHUS
AeicTBuS;
* yKasaHue Ha CpoK, B TeYeHMe KOTOpPOro nMbo L0 UCTEYeHMA KOTOPOro Heo6XoaMMO UCMONHUTb
npeanucaHHoe AeincTeue;
* JINYHYIO MOAMNMUCH aBTOpPa pe3osioLmu;
* [aTy MpOCTaB/IeHNSA Pe30oLUnN.
15.12. YKa3aHue Ha CPOK, B TeYeHMe KOTOPOro nMbo A0 UCTEYEHUS KOTOPOro Heo6Xoanmo UCNONHUTb
npegnucaHHoe AencTBMe, MOXET He BblpaXaTbCsi KOHKPETHOW AaTOll U cofepXaTb BblpaXXeHus: "B
YCTaHOB/IEHHbI 3aKOHOM CPOK™ U T.M.
15.13. Pe3onwouma nuLieTcs Ha cBO60AHOM OT PEKBM3UTOB MeCTe MepBOro NUCTa AOKYMEHTA.
15.14. B cnyuvae, Korfa pesonouma ajpecoBaHa HECKO/IbKMM COTPYAHWKAM, TO OTBETCTBEHHbLIM 3a
NCNONHEHME [OKYMeHTa B LE/IOM fSBASeTCH COTPYAHWK, YKas3aHHbI nepBbIM (BepxHUM), 1160
COTPYLHWK, B OTHOLLUEHUMN KOTOPOro cAefiaHa MOMETKa 0 TOM, YTO OH ABNAETCA OTBETCTBEHHbIM.
16. OpraHusauma paboTbl ¢ 0TApaBNsieMbIMU (MCXOAALWMMN) AOKYMEHTaAMN
16.1. lo npepocTaBneHNs NpPoeKTa OTnpasnsgemMoro (MCXoAdlero) LOKYMeHTa Ha NoAnucek SUPEKTopy
WM  WHOMY YMNOJIHOMOYEHHOMY B YCTaHOB/IEHHOM MOpAAKe Ha noAnucaHwe /ULy OCHOBHOW
NCNONHUTENb MPOBEPAET MPaBUNILHOCTL OOPMIIEHMA OTMpaBasemMoro (MCXoAdAwero) AOKYMeHTa Ha
COOTBETCTBME TPebOBaAHMAM HacToALed VHCTPYKUUN.
16.2. Tpun nNoAroToBke OTNpaBAsSeMOro (MCXOASLLEr0) [AOKYMEHTa KakK OTBeTa Ha MOCTYNUBLUWI
(BXOAALWMNA) AOKYMEHT WCNONHUTENb NPUKIagbiBaeT K MOAFOTOBNEHHOMY MPOEKTY BXOAALLUNA
OOKYMEHT.
16.3. TpoekTbl OTMpaBnsemMbiX (MCXOAAWMNX) AOKYMEHTOB C YYETOM COOMHOAEHMA YCTAHOB/IEHHOrO B
pe3onounn  CpoKa  WCMOMHEHWA  NepefalwTcd  OTBETCTBEHHbIM  WCMOMHUTENEM B OTAen
fenonponssoacTBa (KaHLUenapus, cekpeTapb) LWKOMbI A9 HanpaB/ieHUA Ha NoAnucaHue.
16.4. TlognucaHHble  oOTMpaBnsieMble  (UCXOASLLME)  AOKYMEHTbl, MepedalTcss  PaboTHUKY
OTBETCTBEHHOMY 3a [€e/I0NPOM3BOACTBO LUKO/bI, KOTOPbIA OCYLLECTBAAET MPOBEPKY KOMMIEKTHOCTU U
COOTBETCTBUSA KOMIMYECTBA 3K3eMMIAPOB OTNPaBnsemMoro (MCXoAsLlero) AOKyMeHTa CNUCKY pacchblfiku, a
TakXXe NpaBUbHOCTb OPOPMJIEHNS JOKYMEHTA COr/laCHO HACTOALEA NHCTPYKLUNN,
16.5. B cnyyae HapyweHWss KOMMJIEKTHOCTU WM COOTBETCTBUA KOJMIMYECTBA, a TaKXe MPaBU/IbHOCTK
OpOpMNEHNSA JOKYMEHTA COrNacHO HacTOALWEeN MHCTPYKUUKM oTnpasnseMble (MCXOAAWME) AOKYMEHTbI



He3aMeLNUTEe/IbHO BO3BpaLLAlOTCA PabOTHUKAMU KaHUENApuu OTBETCTBEHHOMY WCMOJIHUTENO WIN B
CNy4yae OTCYTCTBMS OTBETCTBEHHOrO0 WCMOMHWUTENA €ro HernocpeficTBEHHOMY PYKOBOAWUTENO ANA
YCTPaHEHUS HapyLUEHWNA.
16.6. [OKyMeHTbl nocfe uX MNOANWCAHUA [AUPEKTOPOM WAUN  WHbLIM  YMOJIHOMOYEHHbLIM  JIULOM
nepejarTca B KaHLensapuio 061ieobpasoBaTenbHOM OpraHmM3aumnm s peructpaymm n oTnpaBKu.
16.7. Peructpayua oTnpasnseMbiX (UCXOAALLMX) AOKYMEHTOB OCYLLECTB/IAETCA MOCNe MpoBefeHuUs
paboTHUKaMW KaHLeNnspuu, OTBETCTBEHHbIMU 3a [eN0onpou3BOACTBO, MPOBEPKM KOMMJIEKTHOCTU W
COOTBETCTBUA KO/IMYECTBA IK3EMM/IAPOB, a TakKXe TMpaBUIbHOCTL O(OPM/IEHUA OTMNpPaBisemMoro
(ncxopALwero) LOKyMeHTa.
16.8. Perncrtpauma co3gaBaeMbiX JOKYMEHTOB OCYLLECTB/IAETCA B AeHb NMOAMNUCAHMA WU YTBEPXKAEHMNA
Nn60o Ha cnefytowmii paboumnii feHb.
16.9. CBefeHMA 0 pPerncTpupyembiX OTNpaBasemMbiX (MCXOAAWMX) LOKYMEHTax BHOCATCA B XKYpHan
permcTpaumm oTnpaBnsaeMon (MCXoasLLein) JOKyMeHTaunu.
16.10. PerncTpayMOHHbIA HOMEp W AaTa 0TNPaBNseMoro (MCXoAswero) LOKYMeHTa NpoCTaBAATCS Ha
NOA/MHHMKEe [OKYMeHTa B pekBM3MTax 6GnaHka WM Ha 3K3eMnaspe, ocTalwowemcs B fene
06ue06pa3oBaTeNbHON OpraHn3aunn.
16.11. CTpyKTypa perucrpayuoHHOro Homepa OTNPaBfAeMOro (MCXofAllero) AOKYMeHTa COCTOUT U3
ero nopaAKoBOro HoMepa M NHAeKca fena no HOMeHKNaType e WKONbI.
16.12. OTnpaBka LOKYMEHTOB MPOM3BOAMTCA LEHTPasn30BaHHO paboTHMKaMM KaHUEeNspuu LUKONbI,
KOTOpble MPOU3BOAAT UX COPTMPOBKY MO cnocoby oTnpasneHns (NpocTtas, 3aKkasHas, MexayHapogHas un
1Py
16.13. MuncbMa, Tenerpammbl, OTKPbITKK, 6aHAEPOIN U NeYaTHble U3haHna OTNPaBAATCA NOYTOMN.
dakcorpammbl 1 TefiepOHOrpaMmbl NepeAaroTca no KaHanam Tele)OHHON CBA3N.
16.14. 3NeKTPOHHbIE COOOLEHNA OTNPABAAKTCA C 0()MLMaNbHOTO MOYTOBOr0 3/1EKTPOHHOrO ajpeca
06uie06pa3oBaTebLHON OpraHu3aunn.
16.15. lwucbMma, Tenerpammbl, OTKPbITKW, 0aHAeponun, (hakcorpammbl, 3/1EKTPOHHbIE COO6LIEHUS, He
CBfA3aHHble C paboyeli AeATeNbHOCTbIO, K OTMPaBKe He MPUHUMAKTCH.
16.16. [JOKyMeHTbl, OTNpaBAseMble CpeACcTBaMM NOYTOBOMN CBSA3W NPOXOAAT:

*  yMakoBKY;

* ajpecoBaHue (NpwW HanpasBneHWW [OKymeHTa 6onee yem B 4 ajpeca) - B COOTBETCTBUU C

yKa3aTe/ieM PacChl/iKM, Ha KaX40M 3K3eMnaape NnMcbMa yKasblBaeTca TONIbKO OA4UH afpecar.

* MpOCTaB/eHWe CTOMMOCTU MOUYTOBbLIX YCAYT;

* nepefjayvy B NOYTOBOE OTAENEHUE CBA3N.
16.17. TMpu NOATOTOBKE MW OTMpaBKe MUCEM HEOOXOAMMO Y4YUTbIBATH MpaBuNa, YCTAHOBJIEHHbIE
npukazom MuHMUCTEpCTBa CBS3M M MACCOBbIX KOMMYHuKauuii P® ot 31 utond 2014 r. N 234 "06
yTBEpXAeHMM MpaBun okasaHWsa ycnyr No4TOBOW CBA3N".
16.18. [lOKyMeHTbI, OTMpaBnseMble CpeacTBaMy NOYTOBON CBA3M B OAMH afpec, BKIaAblBalOTCA B OAMH
KOHBEPT.
16.19. Ncxopawme AOKYMEHTbI, NMpefHa3HauYeHHble A8 OTNPaBKU CpeacTBaMy (PaKCUMUILHON CBA3N,
OTNPaBAATCA PabOTHMKAMKN KaHLLeNspum 061Le06pa3oBaTe/ibHON opraHu3aunn.
17. Pa3paboTKa 1 BefieHe HOMeHKNaTypbl fen
17.1. [JoKyMeHTasbHbIA POHA LWKONbl — COBOKYMHOCTb LOKYMEHTOB, 06pa3yroLmMxcs B NpoLecce ero
[eATeNbHOCTN.  [JOKYMEHTasbHblAi  (POHA  LWKOMbl  COCTaBAAKT  [AOKYMEHTbl, CO34aHHble B
06Lleobpa3oBaTenibHOMW OpraHM3aUuM 1 MNOMYYEHHbIE €0 B pe3ynbTaTe B3aMMOJENCTBUS C opraHammu
rocyfapCTBeHHOM BMacTW, OpraHaMmy MeCTHOro camMoynpasieHUs, PULUYECKUMU U PUINYECKUMU
nmuamMu.
17.2. HomeHknaTypa fen ABNSETCA OCHOBON (hOPMUPOBAHUS [LOKYMEHTanbHOro (oHAa LWKO/bl K
npeacTaBnsieT co60i cMCTEMAaTU3NPOBAHHbIN MepeYvYeHb 3arofI0BKOB (HaMMEHOBAHWIA) Aen, 3aBOAMMbIX B
LWKONe, C yKa3aHWeM CPOKOB MX XpaHeHUs, U OhOPM/IEHHbIA B COOTBETCTBMM C MPaBOBbIMU aKTaMMu,
peKOMeHAaunsMu 1 MeTOANYECKMMN yKazaHUAMM opraHoB Poccuiickoin ®efepaummn, YNoJTHOMOYEHHbIX
B c(pepe rocyiapCTBEHHOr0 ynpaB/ieHUs apXMBHbLIM Le/0M, Leflonpon3BoACTBa U JOKYMEHTO060opoTa.
17.3. HomeHKnaTypa Aen cocTaBAsieTCA Ha OCHOBE WM3YYeHUs MOMOXEHWW, WHCTPYKUWIA W npaBun, a
TakXe ApYrux LOKYMEHTOB, pernaMeHTUPYOLWMX 4eATe/IbHOCTb 06ueobpa3oBaTe/lbHOM OopraHu3aunn,



a TaKXKe HOMEHKNaTyp Aen 3a NpejLlecTsYyoWwme roabl 1 JOKYMEHTOB, 06pasyroLwmxca B LeATe/IbHOCTY
0611e06pa3oBaTENbHON OpraHM3aLun.
17.4. HomeHknatypa fen uWCNoNb3yeTcAa [ANA TPYNNUPOBKU WCMNOJMIHEHHbLIX [OKYMEHTOB B [Jena,
cucTtematmsauMn M yyeta fefl, onpefefsieHNs CPOKOB WX XPaHEHUA M MOUCKa LOKYMEHTOB, ABNAeTCS
OCHOBOW A/19 COCTaB/IEHNs ONUCeR Len NOCTOAHHOIo U BpeMeHHOro (cBbiwe 10 neT) XpaHeHUs, a Takxe
ANd yuyeTa fenl BpeMeHHOro (4o 10 neT BKAKUYUTENIbHO) XPaHeHUS.
17.5. HomeHKnaTtypa fienl BBOAUTCA B AeliCTBME NPUKA30M MO LUKOSe.
17.6. HomeHKnartypa gen rotoBMTCA B TPEX 3K3eMnaspax:

e [/19 NOMELLEHUSA B HOMEHKNATYPHOE Ae10 U MOCTOAHHOI0 XpaHeHus;

e [719 UCMONb30BaHMA B paboTe OTAENOM LeN0NPON3BOACTBA (KaHLenspuen);

* [NS XpaHeHUs B apXuBe LUKO/bI.
17.7. W3 HOMeHKnaTtypbl feNn LWKOMbl OTBETCTBEHHbIM JINLOM 3a BefeHuWe [enonpon3BoacTea
0hOpMAAOTCA BbIMUCKM AN KaXAoro u3 nogpasfeneHnin un oTaenoB ob6uieobpasoBaTenbHOlM
opraHusaumu.
18. ®opmupoBaHue fen N UX Tekylee xpaHeHue. MNoAroTtoBka JOKYMEHTOB U [le/1 K nepefayde Ha
apxuBHOE XpaHeHue
18.1. dopmupoBaHme fgen — TrpynnupoBKa WCMNOJMIHEHHbIX AOKYMEHTOB B fefla B COOTBETCTBUU C
HOMEHKNATYpoOi fen o6LLe06pa3oBaTeNibHOM OpraHM3auunm K cucTemMaTulauns AOKYMEHTOB BHYTpW
fena.
18.2. [lena co AHA WX 3aBefeHMs [0 Mepegayvyn B apxXmB LIKOAbI WUAW Ha YHUUTOXEHME XPaHATCH Mo
MECTY UX (popMmnpoBaHuUS.
18.3. Mpukasbl NO OCHOBHOW, aAMWHWUCTPATMBHO-XO3ANCTBEHHOW, Y4Ye6HO-BOCNMTATENbHOM
[eATeNbHOCTM WKOMbI, TPYNMNUPYOTCA OTAENbHO OT NPUKa3oB N0 IMYHOMY cOCTaBy PabOTHUKOB K MO
NIMYHOMY cocTaBy obydarownxcs (yyaunxcs/BoCnMTaHHUKOB).
18.4. [lepenucka rpynnupyetca 3a Mepuoj KaneHjapHoro roja W CUCTEMATM3UpPYyeTCcA B
XPOHONOTMYeCKOo nocnie0BaTeIbHOCTH.
18.5. lMpoBepKa HaNYMA N COCTOAHUA AOKYMEHTOB W Aef MPOBOAMTCA MPU nepemelleHun gen, npu
BO3Bpare Aes, Npu peopraHu3aunn nnv nukeugauumn obweobpasoBate/isHON OpraHm3auuu.
18.6. B apxuB 06Lle06pa3oBaTeNbHON OpraHuM3auumn (ganee - apxus) nepedaroTcs [ena MNOCTOSHHOrO,
BpeMeHHOro (cebiwe 10 /1eT) CPOKOB XPaHEHUA M MO IMYHOMY COCTaBy 4epe3 3 roja nocne roga, B
KOTOPOM AOKYMEHTbI ObI/IN NOMELLEHbI B 1e/10 Ha XpaHeHue.
18.7. MNMepefaya JOKYMEHTOB B apX1B NPOMU3BOAMTCA NO YTBEPXKAEHHbLIM ONUCAM [en.
18.8. lMoaroTtoBKa [OOKYMEHTOB M fefl K rnepefaye Ha apxMBHOE XpaHEHWE W Ha YHUYTOXKeHue
npegycMaTpuBaerT:

* 3KCMepTU3y LEHHOCTW LOKYMEHTOB;

* COCTaB/ieHMe OMWCeRn aen no pesynbratam 3KCNepTU3bl X LEHHOCTHU;

e oopmneHune aen;

* COCTaBJIEHWE aKTOB Ha YHUUTOXEHWE JOKYMEHTOB U [lefl C UCTEKL MMM CPOKaMM XPaHEHUS.
18.9. OkcnepTM3a LEHHOCTM [OKYMEHTOB MOCTOAHHOrO0 M BPEMEHHOr0 XpaHeHUs OCYLLeCTB/SEeTCH
eXerogHo nuuom  (nmMuyamum), HasHauyeHHbIM MPUKa30oM OTBETCTBEHHbIM (OTBETCTBEHHbIMU) 3a
apX1BUpPOBaHMe.
18.10. B geno nomewiaetca He 6onee 250 nucToB (TONWMHA Aena NPWM 3TOM COCTaBASET He 6onee 4 cm).
Mpn 60/bWOM KONMYECTBE AOKYMEHTOB (hOpMUPYIOTCA TOMa (4actu) gena. BHyTpu pena JOKYMEHThI
pacnofiaratoTcs B XpOHO/I0rMYECKOM MopsAAKe B COOTBETCTBMU C ONMCbIO. B fena nomewialoTcsd TONbKO
NCNOMIHEHHbIE, NPABUIbHO OPOPM/IEHHbIE JOKYMEHThI.
18.11. [oKyMeHTbl BHYTpWM fena pacnofaratTcsd CBepxXy BHW3 B XPOHONOrMMYECKON, BOMPOCHO-
NOTMYECKOW MOCnefoBaTe/lbHOCTU UAM UX COYeTaHMU. PacnopsaguTenbHble LOKYMEHTbI FpynnupyoTcs
B [iena no Buaam v XPOHOJIOTUN C OTHOCALLMMUCA K HUM MPUNIOXKEHNAMU.
18.12. JInyHble KapTOUYKM PabOTHMKOB (HOPMUPYIOTCA B AeN0 No anaBuTy Gamuinii.
18.13. OdopmneHne pgena npegycmaTpuBaeT: oOQOpPM/IeHME PEKBM3MTOB 00/10XKKWM aena no
YCTAHOB/IEHHOW (hOpMe; Hymepauuilo /NUMCTOB B fefle KapaHAalloM B BEpPXHEM MpaBoOM Yray;
cocTaB/ieHVe BHYTPEHHE onucu [LOKYMEHTOB Aefna, NOAWMBKY W nepennet fena. JICT 60/bWOro
(hopmata, NOAWNTBIN 3a OAWH Kpai, HYMepyeTCs Kak OfLMH IMCT B NPaBOM BEPXHEM yrny. [LOKYMeHTbl C
COOCTBEHHOWN HyMmepauueid NUCTOB, B TOM YMC/e MeYyaTHble N3JaHns, HyMepytoTcs B 06LLeEM NOPAAKE.



18.14. IncTbl fen, coCTOAWMX U3 HECKONbKUX TOMOB W/IN YacTei, HYMEPYIOTCA MO KaXA0My TOMY WU
4yacTu OTAeSbHO.
18.15. Tllocne 3aBeplUieHWA Hymepauunm JUCTOB COCTABMAETCHA 3aBEpuUTENbHAA HaAnucb, KoTopas
pacrnonaraetca B KOHUe Aena. 3aBepuTefibHas Hajnucb COCTaBffeTCA B [efie Ha OTAe/IbHOM fincTe-
3aBepuTene gena.
18.16. B 3aBepuTeNIbHOW Hagnucu uudpamm v NPOnUCbLI0 yKasblBaeTCs KOMIMYECTBO JIMCTOB B AaHHOM
Jene. 3aBepuTesibHaA HaANUCb NOAMUCHIBAETCA ee COCTaBMTENIEM C YKa3aHMeM paclunppoBKY Nognucuy,
[AO/HKHOCTM W fdaTbl cocTaBfeHUs. KonuyectBo NIMCTOB B fene MPOCTaBnseTcs Ha 00/10XKKe Aena B
COOTBETCTBUM C UTOFOBOIN HafMUCHIO.
18.17. PeKkBM3MT "CpPOK XpaHeHus gaena" MepeHOCUTCS Ha 06M0XKKY Aena M3 COOTBETCTBYHOLLLEN
HOMEHKNaTypbl [fen Mocfie CBepKM ero Co CPOKOM XpaHeHus, YKasaHHbIM B MepeyvyHe TUMOBbLIX
JOKYMEHTOB WM B NepeyvyHe AOKYMEHTOB, 06pasyrowmnxcs B AeATeNIbHOCTU (eflepasibHOro opraHa, ¢
yKaszaHnem CPOKOB XpaHeHus.
18.18. Ha genax noCTOAHHOIO XpaHeHUs nuiietca: "XpaHUTb NOCTOAHHO".
18.19. lMpuem fen NpoM3BOANTCA COTPYAHUKOM, YNOSHOMOYEHHbIM Ha BefeHue LeaTeNbHOCTU apXuBa,
C MpoCTaB/ieHWEM B ABYX 3K3eMmnaspax ONuCWU [en OTMeTOK O Haiuumm KaxkAoro gena (Ha Kaxgowm
9K3eMNApe OMUCK YKa3blBaeTCA KOMMYECTBO (DAKTUYECKWU NMPUHATBLIX fen, fara npuema-nepegauv fen,
a TakXKe NOAMNUCY apxmBucTa U COTPYAHMKA, NepejasLuero gena.
19. 3aKnUYMTENbHbIE MNONOXEHUA
19.1. Hactoswaa WHCTpyKuMa no [eflonpou3BOACTBY ABMSAETCHA JIOKaNbHbIM HOPMATUBHbLIM aKTOM
06L1le0bpa3oBaTenibHON OpraHM3aunmn, NpuHMMaeTcs Ha O6LLem cobpaHMM paboTHUKOB U YTBEPXAAETCS
(BBOAMTCA B AeiCTBME) NMPUKa30M MpeKTopa 06Lieobpa3oBaTe/ibHOM opraHm3auunm.
19.2. Bce MW3MEHeHMA W [JOMOSIHEHUSA, BHOCMMble B HacTosAWwyk WIHCTpyKUUIO, OMOPMASOTCA B
NMUCbMEHHOI (hopme B COOTBETCTBUM AEMCTBYHOL MM 3aKOHOAATENbCTBOM Poccuiickoin deaepaumn.
19.3. WHCTpyKUus no [enonpousBOACTBY B LIKOME MPUHUMAETCA Ha HeonpefeneHHbI  CpoK.
Vi3MeHeHMa ¥ [JonosiHeHMAa K WIHCTPYKUMW MNpuHMMaloTca B Mopsaake, nNpefycMoTpeHHoOM n.19.1.
HacToswen VIHCTpyKuun.
19.4. Mocne npuHATUA VHCTPYKLUUN (MIN M3MEHEHWIA U LONONHEHWUI OTAENbHbLIX MYHKTOB M pa3fenos)
B HOBOW pefakuumn npegbiaylas pegakumns aBTomaTMyecky yTpadymBaeT cuny.

Mpuno>keHne Ne 1

MNMpaBuna
0hOpMIEHNA PEKBU3NTOB LOKYMEHTOB

1 [Ana noAroToBKM [LOKYMEHTOB MPUMMEHSeTCA TeKCTOBblA pefakTop, obecrneuymBatowuii Tpe6oBaHMA
rpaMyeckoro BOCNpOn3BELEHNA PEKBU3NTOB JOKYMEHTA.

2. Bugbl n pasmepbl ucnosb3yembix wpu@tos: Times New Roman - 12, 13, 14; Calibri 14 n
NPUBANXKEHHbIE K HUAM.

3. MNpy NoAroToBke TeKCTOB B Tabnuuax, Ans o6ecrneyveHms nyyllenn YNTaeMOCTU JaHHbIX, JONYCKaeTcs
npuMeHeHue wWpudTos smaa Arial, pasmepos 12,13.

4. nana3oH MCMONb3yeMbIX MEXAYCTPOUHbIX NHTEPBaNOB: OT OAMHAPHOI0 A0 NOYTOPHOrO.

5. A63auHblIlii OTCTYN TeKCTa JOKyMeHTa - 1,25 cm.

6. 3arosioBKM pasfenioB M MogpasfenoB neyartawdTca ¢ ab3auyHbIM OTCTYNOM WU LEHTPUPYHOTCA MO
LWMPUHE TeKCTa.

7. MHOroCcTpoYHble PEeKBM3UTbLI MevaTarTcAa yepe3 OAWH MEXCTPOUHbLIA MHTepBas, COCTaBHble 4acTu
PEKBM3NTOB OTAENAKTCA AOMONHUTE/IbHLIM UHTEPBA/IOM.

8. Ecnn [OKYMeHT rotoBuTCA AN U3[AHUA C YMeHblleHMeM Maclitaba, TeKCT neyartaeTcsd 4epes fBa
NHTepBana.

9. inTepBan mexay 6yKBaMu B CNOBax - 06bIUYHbIA. HTepBan Mexay cnoBaMu - OAUH NpPo6Gen.

10. TekCT AOKYMeHTa BblpaBHMBAETCA MO LWUPWHE fucTa (N0 rpaHuuaM 1eBOro M npaBoro nosen
[IOKYMEHTA).

11. AnnHa caMOoil A/IMHHON CTPOKWM pPeKBU3UTa NPW YrJ0BOM PacrnofioXXeHUU pPekBU3UTOB He 6onee 7,5
CM.

12. AnuHa caMOil ANIMHHOW CTPOKW peKBM3MTa MPU NPOLOSILHOM PacroioXXeHUN PEeKBM3UTOB He 6onee
12 cm.



13. Koa hopMbl IOKYMEHTA

Kon opMbl fOKYMeHTa MPOCTaBMAETCA Ha YHUMPUUMPOBaHHbIX Popmax [LOKYMEHTOB, B OCHOBHOM
MCNONb3YeMbIX B KaApOBOM AOKYMEHTO060pOTe WKOMbl. PacnonaraeTcs Kog popMbl B NPaBOM BEPXHEM
yrny paboyero nons AOKYMeHTa, COCTOUT u3 cnoB "dopma no" (HaMMeHOBaHMe KnaccuukaTopa) u
undpoBoro Koga.

Mpumep . ®opma no OKY [ 0301001.

14. HanmeHoBaHMe LKO/bI

HanMeHoBaHMe  LWKOMAbI  AO/DKHO  COOTBETCTBOBATb  HAMMEHOBAHWUIO  OPUAMYECKOro  /1ua,
3aKpenyieHHOMY B ero yupefAuTesnbHbIX AOKYMeHTax (YcTaBe 06Lweobpa3oBaTenbHOMW OpraHusauun).
Mos  HauMmeHOBaHWEM  LWKOMblI B CKOBKax  yKasblBaeTCA  COKpAlLeHHOe  HavMeHOBaHue
06Lleobpa3oBaTenibHOM OpraHn3auuu.

Hag HameHOBaHMEM LUKOMbI - YKa3blBaeTCA NOMHOE HaUMEHOBaHWE BbILECTOALLEA opraHn3almm.

15. CnpaBoYHbIe flaHHble 0 LWKose
CnpaBoYHble AaHHble O LWKO/e BKAKOYAKOT B Ce65: MOYTOBLIA ajpec, HOMepa TenedoHa, (akca, agpec
3N1IEKTPOHHOI NoYThl, Kog wkonbl no OKMO (npoctaBnsetrcs no O6LepocCUinckoMy Knaccupukaropy
npegnpuaTUiA U opraHusalnii), OCHOBHOM TrOCYAApCTBEHHbIN perncTpaunoHHblin Homep (OIPH),
NOEHTU(PMKALMOHHbLIA HOMEpP HanoronnatenblmMKa/Koh MNPUYMHbLI MOCTAaHOBKM Ha HANOroBblA y4eT
(MHH/KM).
16. HaumeHoBaHMe BUaa JOKYMeHTa
PekBM3UT wnCnonib3yeTcad [ANA YyKasaHUd BuAa [OKYMEHTa W pacrnosiaraetcd noj PeKBM3UTOM
«HaMmeHoBaHMe o006weobpa3oBaTenbHOW oOpraHuM3auun». HaummeHOBaHMe BMAa [OKYMeEHTa He
yKa3blBaeTCcs B NMMUCbMax.
17. NaTta JOKYMeHTa
[aToli JoKyMeHTa ABnseTCa farta ero nognucaHua (Npukas, NMCbMo, 3anncka, akT u ap.), yTBepXaeHus
(MHCTPYKUMA, NONOXEeHWe, NpaBuia, pernaMmeHT, naaH, OTY4eT W Ap.), COObITUA, 3aUKCUPOBAHHOIO B
[IOKyMeHTe (npoTokon).
JaTta [oKymeHTa npocTaBnseTcd JAO/MKHOCTHLIM JIMLOM, MOAMNUCHIBAKWUM WA YTBEPXKAAKOLWUM
JOKYMEHT, UAW NpU peructpaumy AOKYMeHTa, WAM HemnocpefCcTBEHHO COCTaBUTENEM MpU MOArOTOBKE
AOKYMeHTa (Cny>KebHas 3anucka, 3asaBfieHne n ap.).
JOKYMeHTbI, n3aBaemMble COBMECTHO C APYrMMW OpraHn3aunsaMu, JoMKHbl UMeTb 04HY (e4MHYI0) AaTy.
Jaty fokymeHTa ohopMAAT apabCekumu yudpamm B Noc/efoBaTebHOCTHU:
* [eHb MecAua, mecsy, rog. JeHb Mecsaua n mMecsAl O0OpMAAOT ABYMA napamu apabekux uugp,
pasfeneHHbIMWU TOUYKOR; rof - YeTbipbMs apabckumu uudpamm, Hanpumep: 01.12.2022. byksa
"r" nocne ynugp He CTaBUTCA.
* MpWU CNOBECHO-UU(pPOBOM cnocobe oOQopmSeHUs AaTbl AeHb MecAua YyKasblBaeTcsa napou
apabCckux umngp, rog YeTbipbMa apabCckumm undpammn, Hanpumep: 12 gekabps 2022 r.

18. PernctpaumnoHHbIii HOMepP AOKYMeHTa

PerncTpayMoHHbIn HOMEP [AOKYMeHTa MNpOCTaBNsSeTCA B COOTBETCTBUM C CUCTEMOW perucrpauumu,
MPUHATON B LUKOSE.

PerncrTpaynoHHbIA HOMEpP MpuUcBanBaeTCcsa JOKYMEHTY Moc/e ero nognucaHns (YyTBepXAeHUs).

CcblnKa Ha perncTpaLuoHHbIA HOMEp 1 AaTy JOKYMeHTa

Ccblfika Ha UCXOAAWMIA HOMep W AaTy AOKYMeHTa ajpecaHTa BKAKO4YaeT B cebA permcTpauuoHHbI
HOMep M AaTy LOKYMEHTa, Ha KOTOpbI/ LO/MKeH 6biTh AaH OTBeT.

19. MecTo cocTaBneHna (M3gaHns) JOKYMeHTa
MecTo cocTaB/ieHUs unn n3gaHma gokymeHta - MKOY «Ct.KapnaHtioptoBckas COLU» - yKa3blBaeTcs
Ha 6naHKax NPOTOKOM0B M aKTOB, COCTaBNseMbIX B 06LLe06pa30oBaTe/ibHOM OpraHu3aLuu.

20. Agpecat
B peksusnte "ApgpecaT" MCNoNb3ywTCS OULUMaNbHble HaMMEHOBaHWS OPraHoB FOCYAapCTBEHHOW U
WCMONIHUTENbHON  BNacTW, OpraHoB MeCTHOro camoynpas/ieHus, opraHusauunin. Jonyckaetcs



MCNoNb3oBaTb O(MLMUANIBHO MNPUHATHIE COKpalleHHble HaMMeHOBaHWsS OPraHOB rOCYAapCTBEHHOW K
MCNONTHUTENbHOI BNacTu, OPraHOB MECTHOTO CamMOynpaB/ieHUs, OpraHu3aLuii.
Mpy agpecoBaHMM AOKYMEHTA JO/HDKHOCTHOMY M YaCTHOMY LY MHULMANbI CTaBATCA nocne haMuinu.

Mpumep - OAupekTopy MKOY «C. KapnaHtiopToBckas COLL»
®amunua N.0.

PekBu3nT "agpecaTt" npocTaBNsAeTCA B BepxXHel NpaBoil 4yacTM [OKymeHTa (Ha 6GnaHKe C YrnoBbiM
pacnonoXXeHnem pekBU3MTOB) WK cripaBa NoJ peksm3uTamu 6naHka (Mpy NPoLOSbLHOM PAacroNoXeHUN
pekBn3NTOB 6naHka). CTPOKM pekBM3nTa "afgpecat” BbipaBHMBAKOTCA MO EBOMY Kpak UWN LEeHTPYHTCA
OTHOCMTE/NIbHO CaMOii AIMHHOM CTPOKMN.

Mpun agpecoBaHUN [OKYMeHTa 6e3 yKasaHWs AO/HKHOCTHOIO LA HaMEHOBaHWS afpecaToB NUWYTCs B
VMEHUTENIbHOM Najexe, HanpumMep:
OpraHbl CTaTUCTUKK FopoAa MoCKBbI

Mpun agpecoBaHUM LOKYMEHTa PYKOBOAMTENIO OpraHu3auumM HauMeHoBaHWe AO/KHOCTU YKa3blBaeTCs B
fate/lbHOM Mnajexe, Hanpumep:

AnpekTopy MKOY «C.KapnaHiopTosckad COLL»

damununga . O.

MoYTOBbIN agpec He yKa3blBaeTCA B LOKYMEHTax, HanpaB/seMblX B BbICLUME OpraHbl rocyAapCTBEHHO
BnactTu, (egepasnbHble OpraHbl WCMOMHUTENbHON BNaCTU M WX TeppuTOpuasibHble OpraHbl, OpraHbl
rocyfapCTBEHHOW M MCMOMHUTENbHON BNAcTW, NOCTOS MHbIM KOPPECMOHAEHTaM.

Mpu agpecoBaHWM MNUCbMa B OpraHM3aLuio yKasblBalOT ee HavMeHOBaHMe, 3aTeM MOYTOBLIA afpec,
Hanpumep:

ocygapcTBeHHOe yupe>k ieHue Bcepoccuitickunit Hay4YHO-1ccnegoBaTeNbCKui UHCTUTYT
JOKYMEHT OBEAEHNA N apXMBHOTO Aena
MpodcotosHasa yn., 4.82, Mockea, 117393

Mpy agpecoBaHWMM [OKYMeHTa (DM3MYECKOMY /NINLY YKas3blBAlOT (PamMUIMIO U UHULUMaNbI nony4yaTens,
3aTeM NOYTOBbINA afpec, HanpuMep:

MeTposy W.TI.
MpoussofcTBeHHAA yn., 4.5, KB. 12,
r. Mocksa, 119633

PekBu3nT "Agpecat” He JO/MKEH cofepXaTtb 60nee veTbipex agpecatos. Cnoso "Konua" nepef BTOPbIM,
TpeTbUM, YeTBEPTbIM ajpecataMmy He ykasbiBaetcd. [pu uucne agpecatoB 60siee 4-X cocTaBfifercs
CMUCOK paccbifKn JOKYMEHTA.

Ecnn LOKYMEHT OTNpaBnsieTcs B HECKO/IbKO OLHOPOAHbLIX OPraHn3aLunii uam B HECKONbKO CTPYKTYPHbIX
nofpasfeneHuii opraHa UCNONHUTENbHOM BACTU, TO OHW YKa3blBaoTCA 0606LLEHHO.

Mpumep:

PykoBoanTensm yupexk geHnii Crno

20. 'pudp yTBEPXKAEHNS JOKYMEHTA

Mpud yTBEPXAEHWA MpPOCTaBMAETCA B MNPaBOM BepxXHeM Yrny [okKymeHTa. CTpOKM pekBu3uTa
BbIpaBHMBAKOTCA MO JIEBOMY Kpaw WU LEHTPUPYIOTCA OTHOCUTENIbHO CaMOR [AJ/IMHHOW CTPOKW.
[OoKyMeHT yTBepXAaeTcs AO/DKHOCTHbIM JIMLOM (JO/DKHOCTHBIMM NULAMWU) WKW PacrnopagUTeNbHbIM
[LOKYMeHTOM (NOCTaHOB/IEHWEM, PELLUEHUEM, MPUKA30M, pacnopsi>KeHnem).

Mpn yTBEPXAEHUN LOKYMEHTA LO/KHOCTHLIM /IMLOM TPU YyTBEPXAEeHUSA LO/KEH COCTOATbL M3 Cnosa
YTBEPXXJAHK (6e3 KaBbl4eK), HaMMEHOBAHMUA [JOMKHOCTU Nuua, YTBEPXAAKLLEro AOKYMEHT, €ero
nognucKu, NHULMaNoB, hamunmm n fatbl YTBEPXKLEHUS.



Mpumep:

YTBEPXJAHRO
AupekTop MKOY "CT.KapnaHtopTosckad COLLU"
nN.0. damnnns

21. fOara

Mpn yTBEPXAEHNUN LOKYMEHTA HECKONbKUMU LO/MKHOCTHBIMU nuamMy X NOAMUCK PacnonararTcs Ha
OLHOM YPOBHe.

Mpy yTBEPXAEHUN LOKYMEHTa pacnopsaguTe/ibHbIM AOKYMEHTOM TpuUd) YTBEPXAEHUSA COCTOUT M3 C/IOB
YTBEPXAEH (YTBEPXAEHO, YTBEPXAEHbI, YTBEPXJAEHA), cornacoBaHHoro c¢
HaVMEHOBaHWEM BULA YTBEPXAAEMOr0 AOKYMEHTa, HaMMeHOBaHUSA BUAA LOKYMEHTA B TBOPUTE/IbHOM
nagexe, ero fatbl, HOMepa.

Mpumep:

YTBEPXXAEHO
npukasom MKOY "CT.KapnaHopTosckas COLU"oT 01.03.2020 Ne 57
22. 3arofIoBOK K TEKCTY
3arosioBOK K TEKCTY - KpaTKOe CoAep>kaHne fOoKyMeHTa. 3aro/ioBOK K TEKCTY npukasa @opMynnpyeTcs ¢
npegsorom "O" ("O6") n oTBeYaeT Ha BOMPOC "0 YyemM?"):

* rpukas (0 4em?) 0 CO3JaHMUN KOMUCCUN;

* npuka3 (0 4eM?) 06 yTBEPXAEHUN LUITATHOIO PacnmcaHus;

* nucbmo (0 YeM?) O MPEeLOCTaBEHNN NHPOPMALUN.
3arosioBOK K TEKCTY O(hOPMISETCA NOA pPeKBU3MTamMn 6naHKa cresa, OT rpaHuLbl 1€BOrO Nons.
HavmeHoBaHuWe (3arosoBoK) NM60 aHHOTaLMA LOKYMeHTa COCTaBNAETCA aBTOPOM NpPOeKTa AOKYMEHTa.
3aronoBOK K TEKCTY MOXET He COCTaBNATLCA, eCiv 06beM LOKYMeHTa He npeBbillaeT 4-5 CTPoOK.

23. TeKCT AOKYyMeHTa
[OoKymMeHTbl 06l e06pa3oBaTebHON OpraHM3auny COCTaBNAKTCA Ha TOCY4apCTBEHHOM  A3blKe
Poccuiickoil ®efepalmm - pycCKOM.
TekCT [OKYMeHTa MOXEeT cofepxaTb pa3fenbl, noapasfenbl, MNYHKTbl, MOAMNYHKTbl, HyMepyemble
apabckumm umdpamu.
B npuka3sax TeKCT JOKYMeHTa 13naratoT OT MepBOro nunua eANHCTBEHHOIO Yncna («nprKasbiBak»)
B fOKyMeHTax Ko/iervanbHbIX U COBeLLaTe/IbHbIX OpraHax OT TPeTbero fnvua eAnHCTBEHHOro yucna:
(«cobpaHme... peLnno»)
TekCT NPOTOKONa M3naraeTcs OT TPETbEro Nulia MHOXECTBEHHOI0 yucna («Cnywanm», «BbICTYNUAN»,
«MOCTAHOBUIN», «PELLNIN»),
B COBMeCTHbIX [OKyMeHTax TeKCT u3faraloT OT TMepBOro /fulia MHOXECTBEHHOro u4uchna:
(«NprKasbIBaeM», «PeLLINn»).
B fenoBbIx (CNy>ebHbIX) NUCbMax UCNOMb3yTCA DOPMbl U3N0XKEHUS:

* OT MepBOr0 /MLAa MHOXECTBEHHOro 4yucna («NpocMM HanpaBUTb», MNpeAcTaBaseM Ha

paccMOTpeHue»);

e OT TPeTbero numua eaMHCTBEHHOro u4ucna («AgmuHuctpauma OY LWkona Ne 1238 He
BO3paXKaeT»);

e OT MNepBOro Mua eAMHCTBEHHOrO 4ucna («cuymTarwd  HeoBXOAMMbIM»,  «Mpefnarato
paccmMoTpeTb»).

Mpun ynoTpebneHnn B TEKCTE PaMUINIA AL UHUL MBI YKa3bIBAKOTCS NOCne amuinmg.
B nenoBbIX (CNy>ebHbIX) NMUCbMax MOTYT UCMNOJ/Ib30BaTbCA:
* BCTYNUTENbHOE 0b6palleHue:
YBa>kaeMblil rocnoauH saHoB!
YBarkaemas rocrno>ka eTposa!
YBa>kaemblii Hukonaii MeTposuy!
Ysarkaemaa Onbra HukonaesHa!



B o6pauieHnn no 4OMKHOCTU HaMMEHOBaHME JOMKHOCTA MULIETCA C NMPONUCHOW OYKBbI, B 06paLleHnm
no amuanm MHULManbl nuua He yKasblBaroTCS.

* 3aK/luMTeNbHAs 3TUKEeTHasa (hpasa:
CyBa>keHuem, ...

CTpaHuUbl [OKYMEHTa HYMepylTCs, HauyMHas CcO BTOPOro nucTa AOKYMeHTa apabCcKuMmu uudpamu
nocepeaunHe BEPXHEro nons.

TeKCcT [OKYMeHTa OTAensercsi OT 3arofoBka ABYMS WM TPEMS MEXAYCTPOUHbIMU WHTepBanamu
NCNOMb3YEMbIMU B TEKCTE.

24. OTMeTKa 0 NPUNOXEHUN

OTMeTKa O MPUIOXKEHUN WUCNONb3YeTCa MNpU OPOPMIEHUN TMNUCEM W TNPUNOXEHUIA K MNiaHam,
nporpaMmmMam, oTYeTam, MOMIOXKEHUAM, NpaBunamM, NHCTPYKUMAM U APYTUM

OOKYMeHTaMm.

B nucbmax OoTMETKa O MPWIOXEHUU O(hopmaseTca Mojh TEKCTOM MUCbMa Ha pacctosHuu 1,25 cm ot
rpaHuubl nesoro nond. Ecnuv npuno)keHue HasBaHO B TEKCTe MWCbMa, B OTMETKE O MPUIOXKEHUU
YKa3blBaeTCA KONMYECTBO SIMCTOB U KOIMYECTBO 3K3EMMIAPOB MPUMIOXKEHUS, Hanpumep:

Mpuno>keHue: Ha 371. B 13K3.

Mpn HanMYMM HeCKONbKUX I'Ipl/l}'lO)KEHI/IVI, B OTMETKE O NMPUNOXEHUN OHU HYMEPYHKTCA, YKa3blBakOTCA
HaMMEHOBaHUA KaXKaoro npunoXXeHnd, KonnyecTtBso JIMCTOB N KOMMYECTBO 3K3EMNAAPOB, HaNpPUMeEpP:

Mpuno>keHue:
1 MnaH-rpaduk ... Ha 3 1. B 2 3K3.
2. CnpaBKka 0 NoATBep>KAeHnn pakTa 00yyeHus... Ha 1n. B 1 3k3.

Ecnm npunoxeHus cOpoOLWOpPOBaHbl, TO KOMMYECTBO /IMCTOB He YyKasbiBaeTcA. Ecnm npunoxenue
HanpaBNsAOT He BO BCE YKa3aHHble B AOKYMEHTe afpeca, TO OTMETKY O €ro Hanuumu ohopmMnstoT
cnenyoLnMmM obpasom, HanpuMep:

Mpuno>keHue: Ha 3 1. B 1 3K3. TONbKO B NepBbli agpec.

Ha npunoxeHusx K npaBuiaM, WHCTPYKLMSIM, MOJSIOXKEHMSM, MaaHaMm, nporpamMmam, [AOorosopam wu
APYTUM AOKYMEHTaM OTMeTKa O MPUIOXKEHWUW NPOCTaBNSETCS HA MEePBOM NIUCTE NPUIOXKEHUS B NPaBOM
BEPXHEM Yrny.

Ecnn npunoxeHue OLHO, OHO He HyMmepyeTcs. ECnM NPUNoXeHUn HECKONbKO, OHW HYMepytTcs
(MpunoxkeHve 1, npunoxeHue 2).

B TekcTe fOKyMeHTa nNpu nepBoM YNOMWHAHUW LOKYMEHTA-NPUIOXEHUSA B CKOOKax yKasblBaeTcs:
(MpunoxkeHnue) unn ... (MpunoxeHue 1); nepes HOMEPOM TMPUIOXKEHUSA [LOMYCKAeTCA CTaBUTb 3HaK
HoMepa:... (npunoxeHune N 2);

B oTMeTKe 0 NMpUI0OXeHWUW yKa3blBaeTCd HaAMMEHOBaHWe B1Aa OCHOBHOMO AOKYMeHTa, ero gata u Homep,
Hanpumep:

Mpuno>keHune Ne 2 k npukasy MKOY "CT.KapnaHiopTosckaa COLU’dT 08.06.2017 Ne 67 "

Ecnu npunoxeHnem K [LOKYMEHTY (Hanpumep, K NpuKasy) SBASETCS YTBEPXKAAEMbl [AOKYMEHT,
(nonoxeHwue, NpaBuna, MHCTPYKLWSA, PernaMeHT 1 4p.) B BEPXHEM NpPaBOM Yr/ly NpoCTaBiseTCcs 0TMeTKa
0 NPUNOXEHWMN, HIXKE — TPU YTBEPXKAEHWS, HanpuMmep:

Mpuno>keHne
YTBEPXAEHO
npukasom MKOY "CT.KapnaHiopTosckaa COLU" o1 08.06.2017Ne 67



Bug v pasmep wpudra pekeusnta "OTMeTKa O MNPUIOXKEHUU" [O/MKEH COOTBETCTBOBATbL BUAY U
pasmepy LWpu{Ta TeKCTa JOKYMEHTA.

25. I'pud cornacoBaHns AOKYMeHTa

Mpudg cornacoBaHMsA AOKYMEHTa WCMOMb3yeTcs MPW COrnacoBaHUM [OKYMeHTa C opraHamu BfacTw,
opraHusauuamMm uan SOMKHOCTHbIMKU nuuaMmn. OH coctouT n3 cnosa “COIMMTACOBAHQO”, fo/mkHOCTH
nnua, KOTOpbIM corjacoBaH AOKYMeHT (BKIKOYasd HavMeHOBaHWe OpraHusauun), AUYHOW nognucwy,
pacwngposku nognucu (MHULMaNoB, GaMuanmn) n fatbl COrnacoBaHus.

Mpumep:

COIrNTACOBAHO
OvpekTop MKOY "CT.KapnaHwopTosckas COLU™
01.12.2017

lpud cornacosaHus B 3aBUCMMOCTM OT BUAA JOKYMEHTA M OCOOGEHHOCTE ero OoOpMIeHUs MOXeT
NpoCTaBNATHLCA:

* Ha nepBOM NUCTe JOKYMeHTa (eCNU JOKYMEHT MMEET TUTY/NbHbIN INCT, - HA TUTY/IbHOM SINCTE) B
NeBOM BepXHem Yr/y Ha ypoBHe rpuda yTBepXAeHUs uau Mnoj HauMeHOBaHWEM [OKYMeHTa
6/1VKe K HMXXHEMY MOJII0);

* Ha nocnefHeM NUCTe AOKYMeHTa NoJ TEKCTOM;

* Ha/INCTe COornacoBaHuns, ABNAOLLEMCA HEOTHEMJIEMOW YaCTbIO JOKYMEHTA.

BHelwHee cornacoBaHuMe TakKXe MOXET OblTb OCYLECTB/EHO APYrUM [LOKYMEHTOM - MUCbMOM,
NMPOTOKO/IOM, MPUKA30M.
Mpumep:

COTI'JTACOBAHO npukasom o1 01.07.2017 Ne 01-01/54

26. Busa

CornacoBaHue NpoekTa JOKYMeHTa 0popMIseTCcs BU30MN.

Busa npocTaBnsetcd COOGCTBEHHOPYYHO /MLOM, BU3MPYKOLWWUM [OKYMEHT, W BKIOYaeT B Cebd
HaVMeHOBaHWe LO/HKHOCTW BU3MPYIOLLEr0, ero IMYHY NOANUCh, pacngpoBKy noanucu (MHULKManbI,
(hamMuno) n gary.

Mpumep:

3amecTuTeNb AMpeKTopa
N.0. damunna
03.04.2020

JlonyckaeTcsi MONUCTHOE BM3MPOBaHME AOKYMEHTA W ero NpUioXeHWii.

Mpn HanUuUKM 3amMeYaHWii, AONOMHEHWIA K MPOEKTY AOKYMEHTa BM3a [0MOMHSAETCS COOTBETCTBYHOLLUM
yKasaHuem.

Ons [OKYMeHTa, NOASIMHHMUK KOTOPOro OTNPAaBASOT M3 LIKO/bI, BU3bl MPOCTABMAAKTCS Ha 3K3eMMaspax
AOKYMEHTOB, MOMellaeMbIX B A€NO0.

Ans [OKYyMeHTa, NOANMHHWK KOTOPOro OCTaeTCs B LUKO/E, BW3bl COrfacoBaHWs MPOCTaBAAKTCA Ha
060poTe nNocnefHero nucTta NOAAMHHMKA [AOKYMEHTa WAM Ha MNocnefHeM nucTe [AOKYMeHTa nof
MOANMCHIO.

27. Mopnuce

Mognuce  BK/KOYAET:  HaMMEeHOBaHWe  [O/DKHOCTU  nuMua,  MOAMMCABLUEro  LOKYMEHT,  €ro
COOGCTBEHHOPYYHYI NOAMNMCH; paclindpoBKy nognucy (MHULKManbI, haMmunns):

Mpumep:

AupekTop nnyHas nognuce W. O. ®amunung



Ecnn QOKYMeHT o¢opm/ieH He Ha 6n1aHKe, B HaMMeHOBaHMe AO/MKHOCTU BKIKOYAeTCA HavMeHOBaHue
obuieobpasoBaTeibHON opraHusaunn (NONHOe Ha3BaHWe LWKOMbl). [JlonyckaeTcs B pekBm3uTe "Moanuch
OO/MKHOCTHOrO /iMuya"™ LeHTpMpoBaTb HauMMeHOBaHWe [OMKHOCTM fuua, MOANUCABLUEr0 AOKYMEHT,
OTHOCUTENbHO CaMOli AIMHHOW CTPOKMN.

Mpun nognucaHny JOKYMeHTa HECKO/IbKUMU AO/MKHOCTHBIMW NMLAMWU PasHbiX AO/MHKHOCTEN MX NOANUCK
pacrnonaratoT OAHY Mo APYroin B MOCNefoBaTe/bHOCTW, COOTBETCTBYHLEA MepapxXuu 3aHMMaemoi
[OO/MKHOCTH.

Mpumep:

OupekTop nnyHas nognuce U. O. @.
3amMecTuTeNb AupeKTopa anyHas nognuce M. O. .

Mpn nognucaHny LOKYMEHTa HECKO/IbKUMU NIMLAMUK PaBHbIX LO/HKHOCTEN UX NOAMNUCKU pacronaralT Ha
OHOM YpOBHe.

B fOKyMeHTax, coCTaB/ieHHbIX KOMUCCUER, YKa3blBaeTCA CTaTyC LA B COCTaBe KOMUCCUU:
NpOCTaBNEHMEM KOCOW YepTbl Nepes HaMMeHOBaHUEM [LO/MKHOCTK (A006aBNATb Kakne- NM60O NPUCTaBKK).

Ecnu AMpeKTOp MM MHOEe YNONHOMOYEHHOE Ha MOAMWUCAHWE AOKYMEHTa IMLO0 BPEMEHHO OTCYTCTBYET
(oTnyck, 60M1e3Hb, KOMaHAMPOBKA) MW AOMKHOCTb BakKaHTHA, TO AOKYMEHT MOAMMUCLIBAET COTPYAHMK,
YMOMHOMOYEHHbIA Ha nojgnucaHue B COOTBETCTBMM C PACMOPSAUTENbHBIM  LOKYMEHTOM UK
HAfleNIEHHbIA MOHOMOYMSAMM, YCTAHOBMEHHBLIMU MPUKA30M LWKOAbI uan yupegutens (4OrM), c
yKasaHWeM CBOEeW AO/MKHOCTW U NOHOMOYUNS, HanpuMep:

3amecTuTeNb gnpekTopa nognuck M. O. damunna

nnu:

McnonHawwmii o6a3aHHOCT M gupekTopa nognuce . O. damunms
nnu

n.o. gupekTopa nognuce N.0. damunung

Peksn3ut "lMoAnncb [O/MHKHOCTHOIO fuua" MOXET OblTb 0¢opM/ieH COBCTBEHHOPYYHO aBTOPOM
[OKYMeHTa (Hanpumep, Npu HanucaHWy CNY>KeOHON 3anncKn 6e3 NPUMeHEHUS TeXHUYECKUX CPEeLCTB)
nmbo othopM/ieH € UCNONb30BAHUEM TEXHUYECKUX CPEACTB.

B cnyyae ogpopmneHns peksmauta "Tloanucb AO/MKHOCTHOrO nuua" C UCMNONb30BaHMEM TEXHUYECKUX
CpeACTB BUA W pasMep Wpug)Ta yKasaHHOro PekBM3UTa He MOXET OTAMyatbCcd OT BuAa M pasmepa
WpUdTa OCHOBHOIO TEKCTA JOKYMEHTA.

PekBn3nt "lMognucbk AOMKHOCTHOTO nuua" oTaenseTcs OT TeKCTa TPeMA UM YeTbipbMs OAUHAPHbLIMU
MeXAYCTPOUHbIMU MHTepBanaMu.

28. lMeyatb

MeyaTb ABNseTCA CNOCO6OM MOATBEPXAEHUA MOAJIMHHOCTA MNOAMWUCU  LO/MDKHOCTHOrO /NuMua Ha
[JOKyMeHTe. lMeyaTb CTaBUTCA Ha JOKYMEHTaxX B c/iyyasdx, NpeAyCMOTPEHHbIX 3aKOHOAATeNbHbIMU WK
WHBIMW HOPMAaTMBHbLIMMW MPABOBbIMU aKTaMu.

MeyaTb CTaBUTCA Ha CBOBOAHOM OT TEKCTa MecTe, NPV 3TOM OTTMUCK MeyaTy He 3axBaTblBaeT SINYHOM
noAnucK LO/MKHOCTHOrO N1uUa, NOANMUCABLUEro JOKYMEHT, UAN B MecTe, 0603Ha4eHHOM «MIM» («MecTo
neyartm»).

B [OKyMeHTax, MOArOTOBNEHHbIX HAa OCHOBE YHU(PULMPOBAHHbLIX (DOPM, MeyaTb CTAaBUTCH B MeCTE,
0603Ha4YeHHOM OTMeTKOM "MI" unn nHbIM 06pasom.

29. OTMeTKa 06 ncnonHuTene

OTmeTKa 06 mcnonHuTene (aBTope) AOKYMEHTa MPOCTaBNASETCA HA MUCbMaX LUKO/bl B IEBOM HVDKHEM
yrny NULEBOM CTOPOHbI NOCNEAHEro NucTa AOKYMeHTa OT FpaHuLbl 1€BOr0 NOAS WKW, NPU OTCYTCTBUM
MecTa, - Ha 060pPOTHOI CTOPOHE BHU3Y CreBa.

OTMeTKa BK/OYaeT paMuinio, UMs, 0TYECTBO MCMONHUTENS U HOMEpP ero TeneoHa, a Takke OTMeTKa
06 MCnoNHWTENe MOXET [AONOMHATbCA HaMMEHOBaHWMEM [AO/HKHOCTM U 3MEKTPOHHLIM  afpecom
NCNONHUTENS.



Mpumep:

VBaHoB BaH BaHOBKY, creunansucT Mo OxpaHe Tpyaa
(928) 676-44-62

30. OTMeTKa 0 3aBepeHun Konuu

Ona noaTBepXAeHUS COOTBETCTBUSA KOMUM (BbINUCKW W3 AOKYMEHTa) MNOAJMHHWUKY [LOKYMeHTa Ha
nocnegHem nucte Konuu (BbINUCKW W3 AOKYMeHTa) MoA peksumsntom “Mognuck™ odopmnseTcs
pekBM3nT «OTMETKA O 3aBEPEHUNMN KOMUN».

OTMeTKa 0 3aBEpeHMW KOMWUM BK/KOYAET: CNOBO «BepHO», HaMMeHOBaHME [A0/MKHOCTU Anua,
3aBepuBLLEro KOnut, CO6CTBEHHOPYYHYIKO MOAMUCH, pacwnM@poBKY nognucu (MHULKMaNbI, Gamunnio),
[laTy 3aBepeHns Konum JOKYMEHTA.

PekBM3NT «OTMeTKa 0 3aBepeHUn Konuum» MOXKeT 6biTb OpopM/IeHa OT PYKU WX C UCMONb30BaHUEM
Wwramna.

[onyckaeTtcs 3aBepATb KaXAblii TMCT MHOTOCTPAHUYHOW KOMUKN JOKYMEHTA.

31. OTMeTKa 0 MNOCTYNNEHUN LOKYMEHTA

OTMeTKa O MOCTYNAeHUW [OKYMEHTa COAEPXWUT BXOAAWMUA pPerncTpaumoHHbIA  HOMep W Agaty
NnocTynieHns [LOKyMeHTa. Jlonyckaetcs yKasaHWe 4acoB W MUHYT MOCTYNNEHUA [AOKYMeHTa ¢
3aBepeHveM NOANUCAMMU 3aUHTEePeCcOBaHHbIX NNL,.

OTmeTKa 0 NOCTYN/IEHUN LOKYMEHTa MOXET NPOoCTaB/ATLCA C MCMO/Ib30BAHUEM LUTAMMA.

32. Pesontoyms

Pe3oniouna COLEPXUT yKasaHne Nno UCMONHeHUI0 JoKyMeHTa. OHa oopMmaseTcs Ha CBOOGOAHOM MecTe
paboyero nona LOKyMeHTa.

Pesonouna BKIOYaeT B cebs: (aMuanio, UHULMANBI UCMONHUTENA (MCMONHUTENEN), NOpyYeHue Mo
[LOKYMEHTY, MOANUCL aBTopa Pe3onioLuu 1 gaty oopMIeHNs pe3osioLnn.

Pe3sonoumns, no YCMOTPEHWUIO NULUa, AAlOLWeEro nopyyeHue, MOXET BK/IYaTb B CebA TakXKe CpoOK
NCMONHEHNSA LOKYMEHTA.
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