PECMYB/TNKA JATECTAH
MYHULMMNANBHOE OBPA30BAHUNE «XACABKOPTOBCKUIA PANOH»
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NHCcTpyKLMA
no 4enonpon3BoACTBY
MKOY «OcmaHtopTtoBckaa COLU nm.N.A.BeibynatoBa»

1. O6uwKe NOMOXKEHNS

1.1. HactoAwas WHCTpyKumMs no Aefonpou3BOACTBY B LUKOSle pa3paboTaHa B COOTBETCTBUM C
defepanbHbIM 3aKOHOM 0T 29.12.2012 Ne 273-d3 "O6 o6pasoBaHumn B Poccuiickoin degepaymm™ c
n3meHeHuamm ot 2 wwona 2021 ropga, NOCT P 7.0.97-2016 «Cwuctema cTaHZapToB 10
NH(opMauumn, 6mMb6NMOTEYHOMY W u3fatelbCKOMy Aaeny, «OpraHuM3aunoHHO-pacnopaanTenbHas
JOKyMeHTauua.  TpeboBaHMA K O(OPM/IEHUIO  [OKYMEHTOB», & TakXe  YCTaBOM
obuieobpa3oBaTe/ibHOW opraHusaumm n ApyruMy HOpMaTUBHbLIMW MPaBOBbIMU aKTaMu PoCCUIACKON
depepauunmn, pernameHTUPYHOLWNUMN AeaTenbHOCTh 06U e06pa3oBaTe/bHbIX OpPraHu3aLuii.

1.2. JaHHasg WHCTPyKuUuMa no [enonpousBOACTBY B LWKone (ganee - WMHCTpykumsa) obosHadvaet
npaBuia MNOArOTOBKM K O(OPMIEHNS [JOKYMEHTOB B 06uie06pa3oBaTe/ibHOM OpraHu3aumu,
onpegenser ctaHAapTbl 0hOPMIEHUA PEKBU3UTOB, 6/1aHKOB AOKYMEHTOB, COCTaB/lieHUs MPUKa3os,
MONOXEHWUA MHCTPYKUWUIA, a TaKXKe perfameHTupyeT (hopMuUpoBaHue Aenl U UX TeKylliee XpaHeHue,
MOAroTOBKY [AOKYMEHTOB W fefl K nepefjaye Ha apXMBHOe XpaHeHue B 06Lweobpa3oBaTesibHON
opraHusauuu.

1.3. IHCTpyKLMSA No Aenonpon3BoACTBY pa3paboTaHa B Lensx YCTaHOBMEHUA efUHbIX TpeboBaHMi
K MOAroToBKe, 06paboTKe, XpaHEHWIO W WCNOMb30BAHUIO 06pasyloWmnxca B [AeATeNlbHOCTU
obuwieobpa3oBaTe/ibHOM OpraHMsauMM U NOCTynawWmnxX B LWKONY AOKYMEHTOB, a TaKXe
COBEpPLUEHCTBOBAHMUSA U MOBbIWEHNA 3PPEKTUBHOCTM [Aen0npon3BoacTBa 06l eob6pa3oBaTe/lbHOM
opraHusauun.

1.4. MonoxeHnss MHCTPYKUUM PaCMpPOCTPAHSAOTCA Ha OpraHu3auuto paboTbl C AOKYMEHTaMu
He3aBMCUMO OT BMLA HOCUTENs, B TOM 4YUC/e C 3NEKTPOHHbLIMU [OKYMEHTaMW, BK/HOYas
NoAroToBKy, 00paboTKy, XpaHeHMe W WUCMNO0Nb30BaHME [OKYMEHTOB, OCYLeCTBASEMbIMUA C
NMOMOLLbI MHPOPMALMOHHBIX TEXHOOTUA.

1.5. OpraHm3auunio, MeTOoAuYeckoe pPYKOBOACTBO, COBEPLUEHCTBOBaHME [en0npou3BOACTBA U
KOHTPONb 3a cobONtofeHMeM HacToslwed VIHCTPYKLMM B LLUKONE OCYLLECTBNSET OTBETCTBEHHbIN 3a
Be/leHue [e/10npon3BoACTBa.
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16. MMpaBa u 00653aHHOCTM pPabOTHUKOB, OCYLECTBAAKWNUX paboTy ¢ [AOKYMeHTaMu B
CTPYKTYPHbIX  nojpasfeneHnsax  ob6uieobpasoBaTefibHOM  opraHu3auuu,  ycTaHaB/MBaKOTCH
OO/KHOCTHBIMU MHCTPYKUUAMW MW MPUKA30M LMPEKTOPA.

1.7. CsefieHns, cojepxauimecsd B JOKYMeHTaX, MOryT OblTb WCMO/Mb30BaHbl TONbKO B paboymx
LlefifX B COOTBETCTBMW C MOSIHOMOYMAMM COTPYAHWKA, paboTalowero ¢ oKymeHTamu. Pabota c
JOKYMeHTaMy BHe MOMELLEHWI LKO/bl He ponyckaeTtcs. pu yTpate AOKYMEHTOB MPOBOAMUTCA
cnyxebHas nposepka.

1.8. Mpu yxoge B OTnNycK, nepesofe (nepemelwieHun) no paboTe WAM B CAyyae YBOJIbHEHUA
COTPYAHUK 006d3aH nepefaTb BCE HaxOAAUIMECA Y Hero [LOKYMEHTbl WHOMY COTPYZLHUKY,
onpesenéHHoMYy B COOTBETCTBUM C YKa3aHWEM HENOCPeACTBEHHOIO0 PYKOBOAMTENS YBO/bHAEMOrO,
YXOZALLEro B OTNYCK UK nepeBogawierocs (nepemeLLaeMoro) no pabote coTpyaHUKa.

1.9. NHcTpyKuns obasaTenbHa ANnd cob6M04eHUsA BCeMM pabOTHMKAMK LWKO/bl. BHOBb NPUHATBLIE HA
paboTy COTPYAHWKWN, B AO/HKHOCTHble 00A3aHHOCTM KOTOPbIX BXOAWUT BELEHWE JOKYMEeHTauuu, B
TeyeHne TPEX paboymx fHein co fHA M3LaHUA NPUKasa 0 Ha3HaYeHUN Ha AOMKHOCTb AO/KHbI ObITb
03HaKOM/IEHbI C HacTosLLel VIHCTpyKLUMen nog noAnuch.

2. MpaBuna NoATOTOBKU N OPOPMIIEHNA JOKYMEHTOB

21. B [eATeNlbHOCTW LWKOMbI CO34aeTCa KOMMIEKC OpraHu3auMoHHO pacnopsaanTenbHbIX
AOKYMEHTOB: MpUKasbl, NOMIOXEHUA, NpaBuna, MHCTPYKLUW, pernaMeHTbl; NPOTOKO/bI 3acefaHunii
(coBeuiaTtenibHbIX, KOOPAMHALMOHHbLIX, 3KCMNEPTHbIX W Ap. OPraHoB), akTbl, aHanMTUYecKue
CnpaBKuW, [OKMafHble W CNy>XebHble 3anucKu, [LOroBopbl (KOHTPaKThbl, COrfawleHus), Aenosas
(cny>xebHaa) nepenucka W Ap. COCTaBAATCA U OMOPMAATCA ChneunanbHble  JOKYMEHTHI,
CBA3aHHble C  MNJaHWpoBaHWeM  o6pa3oBaTe/lbHOMW  [eATeNIbHOCTM M OCYLLEeCTB/eHUeM
XO3AMWCTBEHHbIX MeponpuaTUin, BefeHWeM Yy4deOHO-Mefarormyeckoro yyera, oOpraHusauuein
Jlenonpon3BoAcTBa 06LLe006pa3oBaTelbHOM OpraHu3almm, obecrnevyeHmem GyxXranTepckoro yyeTa.
2.2. [OKyMeHTbl MOryT cO34aBaTbCsi Ha OYMaXHOM HOCUTeNe W B 3NEKTPOHHON (opme ¢
cobnoieHeM YCTaHOB/IEHHbIX MpaBn 0HOpPMIEHUA JOKYMEHTOB. Mpu co3gaHMM JOKYMeHTa Ha
[BYX 1 60nee cTpaHuLax BTOPY U nocnefyowne cTpaHuLbl HYMepyHoT.

2.3. Homepa cTpaHuy, NpocTaBnArTCA nocepefnHe BepxXHero nofs AOKYMeHTa Ha pacCTOAHUWU He
meHee 10 MM OT BEpXHero kpas nucTa. [lonyckaeTcs co3gaHWe AOKYMEHTOB Ha /MLEBON W
060pPOTHOI CTOPOHAX NUCTA.

2.4. Tpn LBYCTOPOHHEM CO3[aHWUWN LOKYMEHTOB LUMPMHA NEBOro NoJsis Ha /IMLEeBO CTOPOHE ncTa
1 NPaBoOro nonsi Ha 060pPOTHOI CTOPOHE NMUCTA A0/MKHbI ObiTh PaBHbI.

3. PekBM3NTbI JOKYMEHTOB
3.1. [Ana pekBM3NTOB [AOKYMEHTOB, CO34aBaemMblXx B 00Lle06pa3oBaTeNbHON OpraHM3aumu,
yCTaHaBNMBalOTCA NpaBunia u TpeboBaHmsa B cooTBeTcTBun ¢ FOCT P 7.0.97-2016.
3.2. CoCTaB peKBM3NTOB KOHKPETHOro JOKYMEHTa Onpejensercsa ero BUA0M M Ha3HaYeHueM.
3.3. Tpn mnoArotoBke u OMOPMIEHWW [OKYMEHTOB B LUKO/IE MWCMNONb3YHTCA CleyloLume
PEKBU3NTBI:

* KOA (DOpMbl JOKYMEHTA;

* HaMMeHOBaHMe LIKONbI;

e CMNpaBOYHble faHHble O LIKONE;

* HaMMeHOBaHWe BUAA AOKYMEHTa;

e [aTa LOKYMEeHTa;

*  perncTpaumoHHbI HOMEP AOKYMEHTa,;

* CCbl/IKA Ha PerncTpaLMoHHbI HOMeP U JaTy AOKYMEHTA;

* MECTO CcOCTaB/fieHMa (M3haHnNs) LOKYMEHTa;

* ajpecar,

*  TpU YyTBEPXKAEHUSA JOKYMEHTA,;

* 3arofl0BOK K TEKCTY;

* TEKCT LOKYMEHTa;



e O0TMeTKa 0 NPUIOXEHWNMU;
e rpud cornacoBaHus LOKYMEHTa;

* BW3g;

* MOAMWUCb;

* 0TMeTKa 00 3N1eKTPOHHOW NOANUCH;
* neyvarb;

e OTMETKa 006 UCMOMHUTENE;

e OTMeTKa 0 3aBEPEHNU KOMUW;

e OTMETKa 0 MOCTYMN/NEeHNN JJOKYMEHTa;
e pesonouus.

4. BnaHKN JOKYMEHTOB
4.1. JOKyMeHTbI, co3aBaeMble B 06LLe06pa3oBaTe/ibHOW opraHusalum, ohopMasoTCs Ha bnaHkax,
M3roTOB/IEHHbIX Ha CTaHAAapPTHbIX nuctax bymarn gopmaros A4 (210x297 mm) n A5 (148x210 mm).
OTpenbHble  BUAbl  LOKYMEHTOB (Tabnuubl, CXeMmbl, CMeTbl) [OMyCKaeTcs O0(MOopMAATbL C
ncrnonb3oBaHunem gopmarta A3 (420x297mm).  [OKYMEHTbI, COCTaBNAKOWMNE BHYTPEHHIOH
nepenucky, oQopMAAKTCA Ha CTaH4APTHbIX nucTtax bymarn ¢opmata A4 (210x297 mm) 6e3s
MCNo/b30BaHMA 6/1aHKOB.
4.2. Kaxablii TACT AOKYMeHTa, 00OPM/IEHHbI Ha 6naHKe unm 6e3 Hero, AO/MKEH UMeTb NONS He
MeHee:

e 20 MM - nieBoe;

* 10 Mmm-npaBoe;

* 20 MM - BEpXHee;

* 20 MM - HMUXHee.
4.3. [JoKyMeHTbl AnTenbHbIX (CBbiwe 10 /1IeT) CPOKOB XpaHeHUs AO/KHbI MMeTb /IEBOE MOJie He
meHee 30 MM.
4.4, Bugabl 61aHKOB JOKYMEHTOB, NMPUMEHSAEMbIX B LUKOJIE:

e 00LWNIA BnaHK;

e ONaHK NUcbma;

e 0ONaHK KOHKPEeTHOro Buaa AOKymeHTa (6naHK npukasza, 6naHK pacnopshkKeHus, 6MaHK

NnpoToKona n ap.)

4.5. O6pasubl pa3paboTaHHbIX W MPUMEHAEeMbIX B LWKONe 61aHKOB MoA/exar BKIHYEHUO B
WHCTPYKLMIO MO 4en10Npon3BoACTBY 06l e06pa3oBaTe/IbHOM OpraHu3aLuy B Ka4ecTBe MPUIoXeHNi
(npunoxeHue 3 Ha 3 nUcTax).

5. MNMpwukasbl

5.1. Tlpvkasamn OMOPMAKTCA PpeleHns Mo OnepaTUBHbIM, OPraHW3auMOHHbIM, YYEeOHbIM,
KafpoBbiM (NpunoXeHue 2 Ha 9 nnucTax) u ApyrumM Bornpocam paboThl LUKOSbI.

5.2. TIpoeKkTbl MNpMKa3oB TFOTOBAT OTBETCTBEHHble WCMOMHUTENIM HA OCHOBAHWUM MOPYYEHUN
AVpeKTopa, ero 3amectuteneir. MpoekTbl NPMUKa30B MO IMYHOMY COCTaBY FOTOBUT CheLuanncT no
Kafpam.

5.3. B npukasax TeKCT usnaraetcs oT nepBoro nuua eguHcTeeHHoro uncna («MPNKA3bIBAKD»).
5.4. TeKCT npukasa MOXeT COCTOATb M3 [BYX 4acTel: KOHCTatupywouiein (npeambynbl) u
pacnopsanTenbHoOiA.

5.5. B KOHCTaTMpylLlein 4acTu KpaTKo u3naraloTcsd Uenm u 3agadn, (akTbl U CcO6bITUS,
NOC/NY>XMBLUNE OCHOBaHMEM AN1A M3JaHUA npukasa. OHa MOXeT HauyuMHaTbcA cnosamu "B uenax",
"B cooTeBetcTtBuMKn", "Bo wucnonHeHue", n 1.4. EcAm npukas n3faeTca Ha OCHOBaHuUW [pYyroro
[JOKYMeHTa, TO B KOHCTaTUPYHOLW el YacTh yKa3biBaeTCa HAMMEHOBaHVe 3TOro JOKYMeHTa, ero aara,
HOMep K 3arofioBok. NMpeambyna B npoekTax npukasos 3aeepluaercsa cnosom «MPUKA3bIBAKO»,
KOTOPOe nevyartaeTcs 3arfiaBHbIMU ByKBamu.

5.6. PacnopsguTenbHas 4acTb [LO/DKHA COAEpXaTb MepeyncrieHne npeanucbiBaeMbiX LENCTBUI C
yKazaHWeM WCMNONMHUTEN KaX4oro [JencTsuMs W, npu HeobXOLMMOCTU, CPOKOB WCMOJHEHUS.



PacnopsaguTenbHaa 4acTb [e/IMTCA Ha MYHKTbl U MOAMYHKTbI, KOTOPblIE HYMepykTcs apabCckumu
undpamn. [leiicTBusa 04HOPOAHOI0 XapakTepa MOryT 6bITb NEPEUYNCNEHbI B O4HOM MYHKTE.

5.7. B KayecTBe WCMONHUTENEA YKa3blBAOTCA 3aMecTUTeNW [UpeKTopa, npeacefatenvt wau
pPyKoOBOAMTENW paboumnx rpynn (KoMuUccuii).

5.8. Ecnn npukas n3MeHseT paHee U3LaHHbI OKYMEHT (MYHKTbl JOKYMEHTA), TO O4MH U3 MYHKTOB
pacnopsguTeNnbHOM YacTu TeKCTa AO/DKEH COAepXaTb CCbIIKY Ha U3MEHAEMbI LOKYMEHT (MYHKTbI
[OKYMEHTa) C yKa3aHWeM ero fartbl, HOMepa W1 3arosoBkKa.

5.9. Ecnn npukas OTMeHfeT [eliCTBMe paHee W3LaHHOrO [AOKYMeHTa (MYyHKTOB [OKYMeHTa) ¢
onpefeneHHon fatbl, TO O4WH M3 NMYHKTOB pacnopsiuTe/IbHON YacTu TeKcTa LO/DKEeH HayMHaTbcA
cnosamu "TlpusHaTb yTpatMswum cuny..", fanee ykasblBaTbCsA fata, HOMep W 3aron0BOK paHee
M34aHHOT0 JOKYMeHTa (MyHKTa AOKYMEHTa), a TakXke [arta, C KOTOPON OTMeHSAeTCA ero Aencrsue.
Ecnm pata He yKasaHa, TO [eiCTBME paHee W34aHHOrO [OKYMeHTa (NYHKTbl [AOKYMEHTa)
OTMEHSETCA C AaTbl U3[4aHNA HOBOTO NpMKasa.

5.10. Ecnun nprka3s OTMeHsEeT paHee U3[4aHHbIA JOKYMEHT C MOMEHTa U34aHUsA, TO O4WUH U3 MYHKTOB
pacrnopsanTenbHOM 4acTu TeKCTa [O/MKEH HayuMHaTbca cnoBamu "OTMEHWUTb..." U YyKa3blBaTbCH
flata, HOMep 1 3aroN0BOK paHee N3LaHHOro AOKYMeHTa.

5.11. Ecnn npukas npegnonaraeTcs BBECTW B AENCTBME HE C MOMEHTA €ro M3gaHus, Heo6xoaAnmo
yKa3aTb CPOK BBefeHUs ero B feiictBue. MocnefHWin NYHKT pacnopsagMTesbHOM 4YacTu MOXeT
coflep>aTb CBefleHUs 0 JOMKHOCTHOM /nLe, Ha KOTOPOe BO3/1araetcs KOHTPOJb 3a UCMOJIHEHUEM
npukasa.

5.13. lMpukasbl NOAMUCLIBAKOTCA TO/MbKO AMPEKTOPOM 06Lie06pa3oBaTe/lbHON opraHu3auumn uau
PabOTHNKOM, MCNONHSIOLWIMM ero 0683aHHOCTH.

5.14. OTBETCTBEHHOCTb 3a 06ecrneyeHVe CBOEBPEMEHHOW M Ka4yeCTBEHHOW MOATrOTOBKW MPOEKTOB
NMPYKa3oB W KX COriiacoBaHMe C 3aMHTEPecoBaHHbIMW pPabOTHMKAMM W OpraHun3auusamm HecyT
aBTOpPbI NPOEKTA MpuMKa3sa.

5.15. PerncrpaunoHHbie HOMepa MpUCBaMBAKOTCA MpuUKasam Mo MnopsaaKy HOMEpoB B npegenax
KaneHJapHoro roga.

5.16. [laTa perncTpaumm npukasa aBnseTca Aatol ero nognucaHus.

6. MNMpaBwuaa, NONOXKEHUA, MHCTPYKLUN

6.1. MpaBnna — HOPMATMBHbBIN akT, OnNpeaenalowmii NoOpafoK Kakoro-nMbo suaa AesTeNlbHOCTH,
yCTaHaBMBaKOLWMIA NN 3anpeLlaroWwnini onpegeneHHoe nosegeHue.

6.2. MoNoXXeHNe — HOPMATUBHBIW aKT, AeTaslbHO pernaMmeHTUPYOLW N NPaBoBOM CTaTyC, NOPALOK
opraHm3auumn n npouesypy Kakoro-nnm6o Buga fesTenbHOCTH.

6.3. VIHCTpPyKUMA — HOPMAaTMBHbIN aKT, M3gaBaeMblii B LENsSX pasbACHeHUs W onpegeneHus
nopsgkKa npuMeHeHUs COOTBETCTBYIOLEr0 HOPMATWMBHOIO akTa /IMb0o C LeNbl yKasaHWs HOpPM O
cnocob6ax BbIMOMHEHWA OMpeAeneHHbIX onepauuii (AeincTeni).

6.4. MpaBuna, MONOXEHUSA, UHCTPYKUUN NPUHUMAIOTCS (B 3aBMCMMOCTU OT BMAA LOKYMEHTa) Ha
YnpasnsioweMm coseTe, 3acefaHusx [po¢)cOO3HOr0 KOMUTETA LWKOMbl W YTBepXjawTcs
OVNPEKTOPOM.

6.5. MopagoK MOAFOTOBKM MPOEKTOB MpaBwus, MOMOXEHUSA, WHCTPYKLUM COOTBETCTBYET 06Liemy
nopsigKy MNOAroTOBKM NPOEKTOB NpMKasos 06L,e06pa3oBaTelbHON OpraHu3aunn.

6.6. TeKkCT npoekTa MOJIOXKEHWUA, MNpPaBWi, WHCTPYKLUKM neyaTtaeTcqd Ha YMUCTOM NucTe Bymaru
thopmata A4.

6.7. OTAMUYUTENbHBIMW XapaKTePUCTUKAMWN TEKCTOB NMpPasu, MONOXKEHUS, UHCTPYKL MW ABNAKOTCS:

* TOYHOCTb NMPUMEHSEMbIX (HOPMYNINPOBOK 6€3 MCNOMb30BaHUSA CNOB W MOHATUNA, UMEHLLNX
MHOXECTBEHHbIA CMbICHT;

* MCMNONb30BaHME KOPOTKMUX MNpPeasoKeHn, OO6LLEeNPUHATLIX BblPpaXXEHWUA W CBA3OK, Npwu
HeobX0AUMOCTKN - MpeaBapuTeNibHOe onpedeneHne NUCNob3yeMblX MOHATUIR, COKpaLLeHW,
abbpesunatyp;

e OnucaHWe BCeX BO3MOXHbIX BapWaHTOB COObLITUIA M COOTBETCTBYHOLIMX MM BapuaHTOB
[encTBUIA, T.e. NONHOTA NpeACTaB/eHNsA UH(OPMaL MK,



e CTPYKTYPMPOBAHHOCTb TEKCTa C LENbl [AOCTUXKEHUS Hauny4ylein nocnefoBaTeNlbHOCTM
N3N10XKEHNA MaTepmana,;
*  MUHUMM3ALMUA TEKCTa C MOMOLLbIO MPUMEHEHUS 0006LLeHNn (0630pOB MpeanonaraemblX
[IeACTBUNIA) N NPUMEHEHUE NepedmncneHnin (3agad, aTanos, yCnoBuin u T.4.).
6.8. B 3aBUCUMOCTM OT CNOXHOCTUN M 06bemMa pa3pabaTbiBAEMbIX NpPaBU, NOMOXEHNS, MHCTPYKL MM
- TEKCT AOKYMEHTa [eNUTCSH Ha rnaebl, MYHKTbl M NOANYHKTbI. [NaBbl AOMKHbI MMETb Ha3BaHMS.
Hymepayusa npon3BognTCa apabCkumm Ludpamu.

7. MpoToKon 3acefaHns (coseLlaHUs)

7.1. TpOTOKON — [OKYMEHT, B KOTOPOM ()MKCUPYETCA X0 06CYXAeHUs BOMPOCOB W MPUHATUA
peLleHniA Ha cobpaHnaX, coBelaHnAX, KOHMEePeHUNAX 1 3acefaHnAaX KONMernanbHbiX opraHos.

7.2. TpoTokon 3acefaHnsi (cosewaHusa) - (panee - NPOTOKON) OPOPMAAETCA Ha YUCTOM JIACTE
oymarn hopmata A4.

7.3. PeKBM3UT - "TeKCT AOKYMeHTa". PEKBU3UT COCTOMT U3 ABYX YacTeil: BBOAHON N OCHOBHOW.

7.4. Bo  BBOAHOMN YyacTM  YyKasblBalOTCA WHUUMANDI, hamunnu N LOMHKHOCTH
npefcefateNbCTBYHOLWEr0, CeKpeTaps, NPUCYTCTBOBaBLIMX Ha 3acefaHUn W, NpuM HEOoOXOAUMOCTH,
v, NpurnalleHHbIX Ha 3acefaHue (CoBellaHue).

7.5. BeofHaa 4acTb NPOTOKO/MA 3aKaH4yMBaeTCAd TMepeyHeM paccMaTpuBaeMblX BOMPOCOB,
MepeyncneHHbliX B MOPAAKE WX 3HAYMMOCTM C YyKasaHWeM [oKnajuvMka no Kaxjaomy
paccMmaTpuBaemoMy Bonpocy. Bonpockl gopmynupytoTes ¢ npegnorom "O" ("O6"), neyaratoTca oT
rpaHuLbl IEBOTO MONS U HYMepytoTCcsa apabCkuMm uudgpamu.

7.6. OcHOBHas 4acTb MPOTOKO/A COCTOUT W3 pasfesnioB, COOTBETCTBYHOLWMX pacCcMaTpuBaemMbiM
BOMpOCam M UX HyMepauuu.

7.7. TekCT NpoTOKONa wu3naraetcs OT TPeTbero nuua MHOXeCTBeHHoro uwucna (“cnywanu”,
"BbiCTYnuAn", "noctaHosunn", "pewnnn").

7.8. TlpoToko/N nognucbiBaeTcd NULOM, NMpefcefaTe/lbCTBOBABLLIUM Ha 3acefaHun (CoBeLLaHun), u
cekpeTapém 3acefaHusa (CoBeLLlaHus).

7.9. Tlpun OTCYTCTBUM CeKpeTapsa 3acefaHusd, B TOM 4uc/ie Npu NPOBEAEHUU OMepaTUBHbIX
coBelLaHWnin, gonyckaeTcs NognucaHMe NPOTOKOMAA TO/IbKO MpeacesaTenbCTBYOLWUM.

7.10. TekCcT nNpoTOKONa AO/MKEH OblTb NMOATOTOB/MIEH He MO3[4Hee TPex AHeW CO [HA 3acefaHus.
MpoeKTbl  COOTBETCTBYHLWMX MYHKTOB MPOTOKONA BU3UPYKOTCA  LO/DKHOCTHBIM  JIALOM
OTBETCTBEHHbLIM 33 MOATOTOBKY.

7.11. [laTa NpoTOKONa J0/KHA COOTBETCTBOBATh AHIO NMPOBEeAEHNA coBeLwaHns (3acefaHus).

7.12. Konuu nNpoTOKONOB pacchbilaloTCA 3aMHTepecOBaHHbIM OpraHu3aunaM u LO/MKHOCTHbIM
NMUam B COOTBETCTBMWM C YyKasaTesleM pacCbifiKuM, KOTOPbIA COCTaBNseT CekpeTapb 3acefaHus
(coBewaHns).

8. MnaH
8.1. MnaH — AOKYMEHT, yCTaHaBNINBAKLWNIA NepedyeHb HaMeUYeHHbIX K BbIMOJIHEHUIO MEPONPUATUN,
MX NocnefoBaTe/IbHOCTb, 06beM, CPOKM, OTBETCTBEHHbIX UCMONHUTENEN.
8.2. lnaH odopmnserca Ha nucte bymarnm dopmata A4 C WUCMOAb30BAHMEM CMeAyHLLNX
PeKBU3NTOB:

* HaMMeHOBaHMWe LKONbI;

*  Ipud YTBEPXKAEHNA LOKYMEHTA;

e JaTta LOKYMEHTa;

*  perucTpaunoHHbI HOMep LOKYMEeHTa,;

* HaMMeHOBaHMWe BMAA LOKYMEHTA,

* 3aro/IoBOK K TEKCTY;

* TeKCT JOKYMEHTa;

* HaMMeHOBaHue LO/HKHOCTH;

* MOAMUCH.
8.3. PekBM3UT — "TeKCT A0KyMeHTa" othopMAseTcsa B BUae Tabnuubl ¢ rpagamu:



* HOMEp MyHKTa MnaHa;

e HaMMeHOBaHWe MepPONPUATUS;
* CPOK UCMONHEHUS;

*  WCMOMHUTEND;

* MpUMeyaHue.

9. OTyer
9.1. OTUYeT — [OKYMEHT, COAepXalinin ceefleHns 0 pe3ynbTaTax AeATe/IbHOCTU 3a OnpefeeHHbIN
nepuog BPeMEHM, BbIMOSIHEHUN MePONPUATUIA, MOPYYEHWUA, 3aJaHNA, NNaHOB.
9.2. OT4yeTbl, NpefoCTaBNseMble B OpraHbl rocyjapCTBEHHOW Bnactu (B TOM 4ucfie B OpraHbl
rocyfapCTBEHHOW  CTaTUCTUKM) M MMeloUiMe  YCTaHOB/IEHHYHD  MpPaBOBbIMWM  aKTamu
rocyfiapCTBEHHbIX OpraHoB (POpMy, CO34alTCA MO YCTaHOB/IEHHOW rOCYAapCTBEHHbIMW OpraHamu
thopme 1 B onpefeNlEHHOM MU NOopsALKe.
9.3. OTuYéTbl, NpegocTaBNsieMble COTPYAHMKAMW LIKOMbI B XOA4e BHYTPEHHEro B3aMMOAENCTBMA,
cOo34alTca No npasuaam, yCTaHOBMNEHHbIM AN CO34aHUA CNYXe6HbIX 3annCcoK.
9.4. OT4yeTbl odopMAAlOTCA Ha nucte bymarnm Qopmara A4 ¢ UCNONb30BaHMEM ClefyHOLWNX
PeKBU3NTOB:

* HaMMeHOBaHMe LIKONbI;

e [aTa JOKYMEeHTa;

*  perncTpaumoHHbI HOMEpP LOKYMEHTa,;

* HaMMeHOBaHue BUAA AOKYMEHTa,;

*  3arofl0BOK K TEKCTY;

* TEKCT LOKYMEHTa,;

* OTMETKa 0 NPUIOXKEHNKN (NPK Hann4nm);

* HauMMeHOBaHue [0/HKHOCTH;

*  MNOAMUCH.
9.5. B TekcTe 0T4yéTa B 06dA3aTeNlbHOM NOpPSAAKe LO/MKHO COAEpXaTbCA yKa3 Ha [LeATeNbHOCTb,
MeponpusaThe, BblJaHHOE MOpy4YyeHWe, 3afaHue, MNYHKT MaHa, NoA/exaluin BbINOMHEHWUIO, U
pesyfnbTaT O BbIMNOJSIHEHUM, B TOM 4YUC/Me C YyKasaHWeM Ha co6/0feHMe WM HapylueHue
WCNONIHATENIbCKON  AUCUMMNHBI,  YCTAHOB/IEHHbIX CPOKOB  WCMOJIHEHUS M Hajjexatiee
npefocTaBfieHne  MHQoOpmauMM,  HeobXoauMMbIX  MaTepuanoB  (NPOEKTOB  [JOKYMEHTOB)
coucnonHuTensaMu (Npu yvyacTuu HECKONbKUX UCNOSTHUTENEN).

10. Mucbmo
10.1. NMuncbMa roToBATCH Kak:

* OTBETbI 0 BbINO/IHEHWUY NOPYYEHUIA BbILLECTOSALLNX OPraHOB UCMOHUTENbHON BNACTK;

* OTBEeTbl Ha 3anpoCbl OpraHun3auyuii, NPeanpUATUIA N YacTHbIX NNL;

*  UWHWUUMaTUBHbIE NUCbMA.

10.2. CpoKu NOArOTOBKWN OTBETHBIX MUCEM:

* C KOHKPETHOW JaToi UCNONHEeHMNs, YKa3aHHOW B JOKYMEHTE, - B YKa3aHHbIl CPOK;

* B COOTBETCTBMM C pe30/ilOUMel AUpeKTopa W ero 3aMecTuTeNied Ha OCHOBaHWUU
YCTaHOB/IEHHbIX CPOKOB MWCMOMHEHWUA MOPYYEeHWIA, 3anpocoB WM MO PELeHU0 aBTopa
pesontounu.

10.3. TeKCTbl OTBETHbIX MUCEM AO/MKHbI TOYHO COOTBETCTBOBATb 3afaHWUAM, 3a)MKCMPOBAHHbLIM B
pesonouun. Cpokn NOAFOTOBKU WHULMWATUBHbLIX MUCEM OMNPEeLeNATCA CaMOCTOATE/IbHO aBTOPOM
NpoeKTa NMcbma ¢ y4TOM He0OXOAMMOCTU peLleHNss KOHKPETHbIX 3ajay 1 (11m) B COOTBETCTBUN C
TpeboBaHMAMN 3aKOHOAATENbCTBA, MOPYYEHUSMU HENOCPEACTBEHHOIO PYKOBOANTENSA.
10.4. MNucbma neyataoTcs Ha 6naHKe nucbma 06LWeobpasoBaTe/ibHOM OpraHu3auuMm C YrioBbiM
pacnosioXxeHNeM pPeKBU3NTOB.
10.5. [dononHWTenbHO K pekBM3uTam 6flaHKa nucbMa Mpuv OPOPMAEHUN MUCEM B LUKONe
NCNONb3YIOTCA CNefyIoLLine PEKBU3UTDI:

e ajpecar;



*  3arofioBOK K TEKCTY;

* TEKCT LOKYMEHTa;

* OTMETKa O MPUNOXKEeHWUN;

* BU3a,

* MOAMUCH.

* O0TMETKa 06 ucnosHuTene.
10.6. Mpun ohopMIeHUM NMUCbMa Ha ABYX W 6onee cTpaHuLUax BTopas W Mocneayolime CTpaHULbl
HYMepyroTCA NOCepPenHe BEPXHErO NoJA NCTa apabCKMMu Lupamu.
10.7. Mucbma nognucbiBaeT AUPEKTOP UM PabOTHUKU, YNONHOMOYEHHbIE MPUKA30M.
10.8. CnyebHble 3anmcKu
10.9. B uensx OCyLeCTB/IEHUA B3aMMOLEWCTBUA MeXAY COTPYLHMKAMU B pamKax BHYTPEHHEro
LOKYMeHTO060pOTa B LUKO/IE NMPUMEHAKTCA CyXebHble 3anucku. CnyxxebHble 3anucKn ABNAKOTCA
CNpPaBOYHO-UH(OPMALNOHHBIMU  [OKYMeHTamn. ABTOpamMu CAYyXeObHbIX 3anuMcoK ABMAKTCA
COTPYAHUKM 06L,e06pa3oBaTenbHOM OpraHm3aunn.
10.10. CnyxebHas 3anvMcKa MOXeT COCTaBNATLCA MO YKa3aHWI0 PYyKOBOACTBA WM MO UHULMATUBE
KOHKPETHOro COTPYAHUKA.
10.11. Mpwu ochopmneHnn cnyxebHOW 3annCcKU 0HOPMASIOTCS CNeaytolLne PEKBU3UTDI:

* ajpecar,

* [JarTa JOKYMEeHTa,

* HauMMeHOBaHuWe BUAA AOKYMEHTa,

* 3aronoBOK K TEKCTY;

* TEKCT LOKYMEeHTa,;

* OTMETKa 0 NPUIOXKeHUN (NPK Hann4nn);

* HauMMeHOBaHWe JO/MKHOCTK;

* MOAMWUCH.
10.12. Cnyxe6Hble 3anMCKM MOFYT C03/aBaTbCs Ha OYMa)HOM HocuTene n (MNKU) B 3NEKTPOHHONA

thopme.

11. loBepeHHOCTb

11.1. [loBepeHHOCTb BbIJA&TCA COTPYAHWKAM LWKOMAbI WM odopmaseTca Mo  npasmnam,
YCTaHOB/IEHHbIM HAaCTOAWen WHCTpyKumMeid ana nucem, ¢ y4yéTtom TpebOBaHMI TpaxKAaHCKOro
3aKoHoAaTenbCTBa Poccuiickoin defepaunn 1 HacTOALLEro pasjena.

11.2. TIpoeKT [O0BEpeHHOCTW MOArOTaB/IMBAETCA W BU3MPYETCA COTPYLHUKOM, KOTOPOMY
[OBEPEHHOCTb OyfeT BblAaHa, MOCne 4yero nepefaércd B KaHUensapuio AN08 HanpasneHus Ha
nognucaHue.

11.3. [1oBepeHHOCTb MOAMMUCbIBAETCA AUPEKTOPOM WAW  NWLOM, OCYLLECTBAALWNUM  ero
nonHOMOYMA (MCNOMHAKWMUM 00693aHHOCTU), W CKpenaseTcs nedvatbto 06LW,e06pa3oBaTe/bHOM
opraHusauumn.

12. [lorosopbl, cornaweHnsd, KOHTPaKTbl

12.1. Jorosopbl, cornaweHns, KOHTPaKTbl (ganee - 4Orosopbl) NOArOTaBAMBAOTCA B COOTBETCTBUM
C TpeboBaHUSMU TPaXAAHCKOro, TPYA0BOro, OOAXKETHONO U MHOTO 3aKOHOAAaTeNbCTBa POCCUIACKOA
depepaymmn, B 3aBUCMMOCTM OT PeEryaMpyemMbiX AOr0BOPOM MPaBOOTHOLEHUA W 0653aTeNbCTB
CTOPOH.

12.2. TlpoekT porosopa MOATOTaB/NMBAETCA OTBETCTBEHHbIM COTPYAHWKOM (KOHTPAKTHbIM
ynpaengawowWwmm) ¢ y4€ToM HeoO6XOAMMOCTU CBOEBPEMEHHOIO W Ka4vyeCTBEHHOro obecrnevyeHus
NCNOMHEHNS CBOUX MNOMHOMOYNA (0683aHHOCTEN, OYHKLWIA), MOMHOMOYMIA LLKOMbI B LIE/IOM.

12.3. TlpoekT pgorosopa MOArOTaBAMBaeTCA OTBETCTBEHHbIM COTPYAHUMKOM (KOHTPaKTHbIM
yrpaBnsoLWmmM) COBMECTHO CO CreuuannucTom, K pyHKuMsaM (MONHOMOYNSAM) KOTOPOro OTHOCUTCA
pelleHne BOMNPOCOB, ABAAKOWMXCA MPeiMETOM [OroBopa, WM WHbIM COTPYLHWKOM MO MPAMOMY
YKa3aHW0 AMpeKTopa 06Leo0bpa3oBaTe/ibHON opraHu3aunn.



12.4. Heobxogumas gnsd NoAroTOBKM NpoeKTa AOrosopa MHGopmaLmus cobupaetca OTBETCTBEHHbLIM
NMUOM (KOHTPaKTHbIM YNpaBfsloLWmMM) B nopsagke paboyero B3aMMOAENCTBUA C YYETOM npaBul,
YCTaHOBNEHHbIX HACTOALLENA VNHCTPYKLUMEN.

13. MpuHUMNbI opraHnsauumn JOKymMeHToob60opoTa

13.1. B JoKymeHTOO60pOTE BbLILENAKTCA Clefylolme LOKYMEHTOMOTOKW: MOCTynawoLLas
JOKyMeHTaums  (Bxogawasa), oOTnpasBnseMas  AOKyYMeHTauus  (Mcxopgsawas), BHYTPEHHASA
LOKYMeHTaLus.

13.1. B cocTaBe BXOoAslleld W WUCXOAslLe AOKYMEHTaUMn MOryT BbIAeNATbCA AOKYMEHTHI,
NOCTYNMBLUME U3 BbILWECTOAWMX, MOAPALHLIX, MEAUUMHCKUX W APYrUX opraHusauuii, opraHos
MECTHOro camoynpaB/fieHMs, 06paLleHns rpaxkaH.

13.3. OOGpauweHunsa rpaxaaH perucTpupyroTcs n QopmupyroTcs B fena OTAeNlbHO OT Apyrux
[OKYMEHTOB 06L,e06pa3oBaTe/ibHOM OpraHM3auuu.

13.4. B wKone gocTaBKa M OTMNpPaBKa [JOKYMEHTOB OCYLLECTBNASAETCA CpeAcTBAMW MOYTOBOW CBA3W,
3NEKTPOHHOM CBfA3M, a TakXe Mo CUCTEME 3MEeKTPOHHOro AOKyMeHToo6opoTa (ganee - C3M4). C
NMOMOLLbID MOYTOBONM CBA3N B 06U e06pa3oBaTe/lbHYHO OpraHM3auuio LOCTaBfiseTcs MUCbMEHHas
KOPPEeCnoHAeHLMA B BMAE MPOCTbIX MUCEM, 3aKa3HbIX MWUCEM, MOYTOBLIX KapTouyek, 6aHaeponein un
MENKNX NaKeToB, a TAKXe NneyaTHble n3faHuns.

14. MepBNYHaa o6paboTKa NocTynarLWnX JOKYMEHTOB
14.1. [oKyMeHTbl, nocTynawwue B LWKONY, MNepefaldTCa Ha pPerncrtpauuio Ccekpetapro
o6l eobpa3oBaTeNbHON OpraHM3aLun 1 NPOXoAAT MepBMUYHYKD 06paboTKy B [eHb MOCTYMNJEHUS,
npu NocTynneHnn B Hepabouee BpeMs - Ha crneayowuii paboumnii feHb. Mpu nepBryHOK 06paboTkKe
OOKYMEHTOB MNPOBEPSAETCA MNPaBWUIbHOCTb afpecoBaHns. OLWMO0YHO MOCTYNUBLUME [LOKYMEHTbI
nepecbINarTca No NPUHAANEXHOCTU UM BO3BPALLaOTCA OTMPaBUTENIO.
14.2. JOKyMeHTbl, NOCTyNuBLLME C OTMeTKaMKn "CpoyHo", "BpyunTtb HemenneHHo", "OnepaTMBHO",
He3amMeA/IUTe/IbHO NMPOXOAAT NEPBUYHYIO 06paboTKy M AOKNAAbIBAOTCA AUPEKTOPY WU B Clyyae
ero OTCyTCTBMA — 3aMeCTUTE/II0 AUPEKTOPA NO HaMnpaBNeHWNIO AeATe/IbHOCTHU.
14.3. MNocTynueLwmne Tenerpammbl NPUHUMAKOTCA NOJ NOAMUCH C NPOCTaB/IEeHNEM faTbl N BPEMEHU
npuema, perucTpUpyoTCA No TeM Xe npasBuaam, YTo U NUCbMa.
14.4. SneKTPOHHble COO0OLLEHNS, afipeCOBaHHbIE AMPEKTOPY WAW HanpaBfieHHble B afpec LLKOMbI,
pacnevyartbliBalOTCA U LOKNAAbIBAIOTCA AUPEKTOPY WAM B Cly4vae ero OTCYTCTBMA — 3aMeCTUTENHo
LVpeKTopa.
14.5. DneKTPOHHbIe CO06LLEHMNA, 3aBepeHHble 3/IEKTPOHHOM MOAMUCHIO, noanexaT obpaboTke no
npasunam, NpefycMOTPEHHbIM A5 nocTynawowein (BXoAAwWwen) JOKYMeHTaLuu.
14.6. MocTtynuBwasa (BXofdAwasn) [LOKYMeHTaLua pacrnpefensetcs Ha pPerucTpupyeMmble U He
noanexatiune perucTpayum JOKYMeHTbI.
14.7. He nognexkat permcrpaunu:

* npurnacuTesibHble, N0O34paBuUTe/IbHbIE NUCbMA U TenerpamMmmbl;

*  Gunetsl;

* MAaHbl U NPOrpamMmMbl CEMUHAPOB, KOH(EPEHLMIA 1 ApyrnX NOAOBHbLIX MEPONPUATUIA;

* [OKYMEHTbl MO OyxranTepckomy YyueTy, MaTepuasbHO-TEXHUYECKOMY 06ecneyeHuto,

naaHoBble U (DMHAHCOBbIE JOKYMEHTbI, NOCTynarowme 6e3 ConpoBoOAUTENILHOIO NUCHMA,;

* peknamHble, KOMMep4YecKre NpeanoXKeHns, B T.4. NOCTYNMUBLUNE MO 31EKTPOHHON NoYTe;

* MeyaTHble U3jaHus;

* MUCbMa C NOMETKOMN «/INYHO».

15. PerucTtpayumsa, y4deT UM paccMOTPeHue pPyKOBOAMUTeNeM nocTynawwmx (BXoasawmx)
LOKYMEHTOB

15.1. Moctynuswune (BXOAAULME) [LOKYMEHTbl PErMCTPUPYIOTCA TONIbKO MOCNe U MNepBUYHOIA
06paboTKN 1 HE3ABMCMMO OT Cnocoba MX AO0CTaBKM.

15.2. Peructpauna — npocTasB/ieHNe B HUXHEM NPaBOM Yray nepBoro nMcTa AOKYMEHTa OTMETKM
0 MOCTYM/IeHUN C YyKasaHuWem fJatbl MNOCTYMNNEHUA W BXOAALWEro perncrtpayMoHHOro Homepa



JIOKYMeHTa C 06d3aTeNlbHOW 3aMnCbi0 B XXYPHan PperucrTpauum noctynarwulein (Bxoasilen)
JOoKyMeHTauun. CTpyKTypa perncTpaLtMmoHHOro HoMmepa, noctynawlLero (BXoAsdwero) AOKYMeHTa,
COCTOMT W3 ero nopsALKOBOro HOMepa W WHAeKca fefla NOo  HOMEeHKnaTtype  fen
061 e06pa3oBaTENbHON OpraHMu3aLnn.
15.3. Peructpauyma Bcex MOCTYNUBLIMX (BXOAAWMX) OOKYMEHTOB MNPOM3BOAUTCS B npegenax
obulero AOKYMEHTONOTOKa. [OKYMeHTbl, MOCTYNMBLUME B LIKOMY MO KaHanam (akCUMMWIbHOWN
CBA3N, 06pabaTbiBalOTCA U PETMCTPUPYIOTCA B 0OLLEM NOPSALKe.
TekcT nocTynuelien TefeoHOrpaMmbl  3aMUCbIBAETCA B XKYypHane perucrpayum
Tene)oHOrpaMm 1 rnevyaraeTcs Ha UcTe bymaru AN nepefaym Ha pacCMOTPEHWE.
15.4. MocTynatouime (BxoadAwme) JOKYMEHTbI NepesatoTca Ha pacCMOTpeHMUe PYKOBOACTBY TO/bKO
rnocsie nx perncrpaunm v npesBapuTe/ibHOro PacCMOTPEHUA.
15.5. JloKyMeHTbl, NoCTynuBlIne B 00U,e06pa3oBaTe/bHYI0 OpraHuM3auuto, no BOMpocam, He
TpebyoWmNM paccMOTPeHUs [AMPEKTopa, HanpasnalTcas pPabOTHUMKOM  OTBETCTBEHHbLIM  3a
[leNonpon3BOACTBO LLIKOMAbLI HENOCPEACTBEHHO MCMOMHUTENIO 3anpoca.
15.6. lupeKTop B pe3ontounn onpepenseT UL, OTBETCTBEHHbIX 32 UCMO/IHEHWE AOKYMEHTa, U gaeT
UM nopyyeHne. PabOTHUK OTBETCTBEHHbIA 3a AefIONPOU3BOACTBO LWIKOMbI NepeaaeT AOKYMEHT Ha
NCNOJSIHeHue.
15.7. MoANVHHMK AOKYMEHTa C pe3osntouuneli pykoBoauTens obuieobpas3oBaTelbHON opraHusayumu
HanpaB/seTCa UCMONHUTENIO.
15.8. Tpu Hannumum HECKONbKUX WCNOAHUTENER MNOAJMHHUK [AOKYMeHTa mMepefaeTcs TOMY
WCNONMIHATENO, KOTOPbIA B  COOTBETCTBMM C  YKasaHUSMW N0  WUCMOJSIHEHMIO  SABNAETCA
OTBETCTBEHHbLIM, OCTa/IbHbIE UCMOMHUTENM NONYYAIOT KOMUIO LOKYMEHTA.
15.9. TIOANVHHUK [OKYMEHTa, KOTOPbIA WCMONHAETCA HECKONIbKUMU AOKHOCTHBIMU NMLAMMU,
nonyyaeT OTBETCTBEHHbIN UCNOMHUTENb. OCTanbHbIM UCMOHUTENAM MepeaarTCa Konumu.
15.10. W3roToBfeHWe KOMWIA [OKYMeHTa AN4 nepejadyn COUCMNONHUTENAM  OCYLLEeCTBASETCH
cekpeTapem 006Leobpa3oBaTenbHOM opraHu3aLnn.
15.11. Pe3onounsa COLepXnT:
* yKasaHue MO WCMNOJIHEHWUIO, COfep)XKallee KpaTKoe onucaHve Heob6Xxogumoro Ans
NCNONHEHUS LeACTBUSA;
* YyKa3aHMe Ha CpOK, B TEYEHWe KOTOporo nmbo [0 WUCTEYEHMUA KOTOPOro HeobXxoLMMO
NCMONHUTL NPeAnucaHHoe LelCTBUE;
* JINYHYIO MOAMUCL aBTOpa Pe3osioLmu;
e JaTy NpOCTaB/IeHUA PE30/IOLMN.
15.12. ¥YKasaHMe Ha CpOK, B TeyeHMe KOTOpPOro nmbo [0 MCTEYEHWSA KOTOPOro Heo6bxoAnmo
NCNONIHATL NpeAnucaHHoOe [elCTBME, MOXET He BblpaXaTbCsi KOHKPETHOW [aTol W cofepxatb
BbIP@XXEHMA: "B YCTAHOB/EHHbIN 3aKOHOM CPOK" 1 T.M.
15.13. Pe3ontouma nuweTca Ha CBOOOAHOM OT PEeKBU3UTOB MECTe MepBOro McTa LOKYMEHTA.
15.14. B cnyyae, Korja pe3ofilouma agpecosaHa HECKO/bKUM COTPYAHMKaM, TO OTBETCTBEHHbIM 3a
NCNONIHEHWE AOKYMEHTa B LENOM SABASETCA COTPYAHMK, YKasaHHbI nepBbiM (BepXHUM), 160
COTPYLHWK, B OTHOLLUEHMWN KOTOPOro cjeflaHa MoOMeTKa 0 TOM, YTO OH ABNAETCA OTBETCTBEHHbLIM.

16. OpraHusauunsa paboTbl ¢ oTNpaBAsgeMbiMU (MCXOAALWMNMN) LOKYMeEHTaMM

16.1. [o npegocTaBneHUs npoekTta oTnpaBnsemMoro (MCXoAswero) [AOKYMeHTa Ha noAnuchb
AVPEKTOPY WAM WMHOMY YMOSIHOMOYEHHOMY B YCTAaHOBJ/IEHHOM MOPALKE Ha noAnucaHue nuuy
OCHOBHOW MWCMNONHUTENb NpOBepseT MNpPaBUbHOCTb OOPMIIEHUS OTNpPaBnsemMoro (UCXOAALLEro)
[AOKYMeHTa Ha COOTBETCTBMe TpeboBaHMAM HacTosLwen VHCTpyKuuu.

16.2. Mpy NOAroTOBKE OTNPaBiseMOro (MCXOAALWEro) AOKYMEHTa Kak OTBeTa Ha MOCTYNUBLLWIA
(BXOAAWMI) [OKYMEHT WCMONHUTENb MPUKIajbiBaeT K MOArOTOB/EHHOMY MPOEKTY BXOAALLNIA
OOKYMEHT.

16.3. TpoekTbl oTnpasnseMbiX (MCXOAAWMNX) AOKYMEHTOB C YY4ETOM CO6MOLEHNA YCTAHOB/IEHHOIO
B Pe30/ouMnm CpokKa WCMNOMHEHUA MepefalTCcs OTBETCTBEHHbIM WCMO/HWUTENEM B OTAeN
Lenonpon3BofcTBa (KaHLUenapus, CeKpetapb) WKO/bI ANA HanpaBAeHUA Ha NoANnCcaHue.



16.4. MopgnucaHHble oOTNpaBnsemMble (MCXOAALLME) [LOKYMEHTbI, nepefatoTcd  pPaboOTHUKY
OTBETCTBEHHOMY  3a  [e/IONPOM3BOACTBO  LIKOMbI,  KOTOPbIA  OCYLLECTBASIET  MPOBEPKY
KOMMMEKTHOCTU W COOTBETCTBMA KO/MYECTBA 3K3eMNIAPOB OTMNPaBAsSeMOro (MCXOAALLEro)
OOKYMEHTa CMUCKY pacCblIKKM, a TakXe MpaBWIbHOCTL OQOPM/IEHNS [OKYMeHTa COracHo
HaCTOSILLEN MHCTPYKLUN.
16.5. B cnyyae HapylleHWs KOMMMIEKTHOCTM WAM COOTBETCTBMS KONMWYecTBa, a TakKxke
NpaBUIbHOCTA  O(OPM/IEHUS [OKYMeHTa COrnacHO HacTofleid WHCTPYKUUW OTnpaBfiseMble
(ncxopawme)  QOKYMEHTbl  He3aMe[/MTeNbHO  BO3BpawalwTcAd  paboTHMKaAMW  KaHUenapuu
OTBETCTBEHHOMY MWCMOMHWUTENO WAM B C/iy4vyae OTCYTCTBMA OTBETCTBEHHOrO WCMONHUTENA ero
HenocpeACTBEHHOMY PYKOBOAWUTENO A/1A YCTPaHeHUS HapyLUeHWiA.
16.6. [lOKyMeHTbl nocne WX MoANuCaHWs AUPEKTOPOM WAM WHLIM YMNOAHOMOYEHHbLIM JfIALOM
nepefarwTcs B KaHUenspuo obweobpa3oBaTesibHON OpraHM3aunm ans peructpayum n oTnpaBKu.
16.7. Peructpaumusa otnpasnsembiX (MCXOAAWMX) LOKYMEHTOB OCYLLECTB/ISETCA NOC/E MPOBEAEHUA
paboTHMKaMN KaHUenapuun, OTBETCTBEHHLIMW 3a Ae/fIoNPOU3BOACTBO, MPOBEPKN KOMMIEKTHOCTU U
COOTBETCTBMA KO/MIMYeCTBA 3K3EMMNIAPOB, a TakKXKe MNPaBWU/IbHOCTb O(OPMSIEHUS OTMPaBAAEMOro
(ncxopsilero) 4OKYMeHTA.
16.8. PerucTtpauus co3gaBaeMblX [OKYMEHTOB OCYLLEeCTBAAETCA B [AeHb MNOAMUCaHUA Waun
YyTBEPXAEeHUS MO0 Ha crefyoWwnii pabounii LeHsb.
16.9. CBefleHMA 0 perncTpupyemMbiX OTNpPaBASeMbIX (MCXOAALLMNX) LOKYMEHTaX BHOCATCA B XYypHan
perncrpaymm oTnpasnseMoin (MCXoasLLein) JOKYyMEeHTaLUN.
16.10. PerncTpaunoHHbIA HOMeEp 1 faTa 0TnpaBasemMoro (MCXoAsALwero) LJOKYMeHTa NpoCcTaBistoTCs
Ha NOA/IMHHUKE [OKYMEHTa B pekBM3UTax 6naHka WM Ha 3K3emnispe, OCTalOLWeMcsa B [efne
0bweobpa3oBaTelbHON opraHun3aLmu.
16.11. CTpyKTypa perncrpaymoHHOro Homepa OTnpaBnseMoro (MCXoasLwero) AOKYMeHTa COCTOUT
13 ero NopALKOBOro HoMepa 1 nHAeKca fena no HOMeHKNaType Aen LWKofbl.
16.12. OtnpaBka [OKYMEHTOB MPOW3BOAUTCA LEHTPan30BaHHO pPaboTHUKAMU KaHLensapum
LWKOMbI, KOTOpble MPOWU3BOAAT WX COPTUPOBKY MO cnocoby oTtnpasneHus (mpocTas, 3akasHag,
MeXAyHapoAHasa v ap.).
16.13. MuncbMa, TenerpaMmmbl, OTKPbITKX, 6aHAEPONIN U MeYaTHbIe N34aHUSA OTNPaBAAITCSA MOYTON.
dakcorpammbl ¥ Tene)oHOrpaMmMbl nepeaaroTcsa No KaHanam Tene)OHHOWN CBA3W.
16.14. JNeKTPOHHble COOOLEeHUA OTNPaBAATCA C OPUUMANBLHOITO MOYTOBOrO 3/1EKTPOHHOrO
agpeca o6uieobpa3oBaTeIbHON OpraHu3aLuu.
16.15. Mucbma, TenerpaMmbl, OTKPbITKX, 6aHAeponun, hakcorpaMmel, 3/IEKTPOHHbIE COOOLLEHMSA, He
CBfA3aHHbIe C paboyeli 4eaTeNIbHOCTbIO, K OTNpaBKe He MPUHUMAKOTCS.
16.16. [LOKyMeHTbl, OTnpaBfisgemMble CpeACTBAMU MOYTOBOW CBA3M NMPOXOAAT:

*  YMaKOBKY;

* ajpecoBaHue (Npu HanpaBfieHWM AOKyMeHTa 6onee yem B 4 ajpeca) - B COOTBETCTBUU C

yKasaTesiem pacCbl/iKM, Ha KaXA0M 3K3eMMAApe n1ucbMa yKasblBaeTCs TO/IbKO OfMH ajpecar.

* [MpoCTaB/ieHWe CTOMMOCTMN NMOYTOBLIX YCAYT;

* repegayvy B NOYTOBOE OTAE/NIEHUE CBA3MN.
16.17. Tpn NOAroToBKE WM OTNpaBKe MUCEM HeOOXOAMMO YUUTbIBATb MpaBwufia, YCTaHOBJIEHHbIE
npukazom MuWHUCTePCTBA CBA3M M MAacCOBbIX KOMMYHUKaumnii P® ot 31 mnona 2014 r. N 234 "06
yTBepXAeHun MpaBun 0KasaHUA yCAyr NOYTOBON CBA3M".
16.18. loKyMeHTbl, OTNpaB/seMble CPeACcTBaMU NMOYTOBOW CBA3W B O4UH ajpec, BKNAAbIBAOTCA B
OfIVH KOHBEpT.
16.19. Ncxopsuwme AOKYMEHTbI, npefHasHayeHHble ANA OTNpaBKM cpefcTBaMu (DaKCMMW/IbHOM
CBA3N, OTNPaBNATCA paboTHMKaMU KaHUenspumn obueobpasoBaTenbHOM opraHm3aunn.

17. Pa3paboTka 1 BefeHMe HOMEHKNATYpbl fen

17.1. [JOKyMeHTaNbHbIA (hOHA LUIKO/Ibl — COBOKYMHOCTb AOKYMEHTOB, 06pa3yroLmxcsa B npouecce
ero fAesTeNbHOCTU. [OKYMeHTanbHblA (DOHA LWKOMAbl COCTaBAAOT AOKYMEHTbI, CO3f4aHHble B
obuieobpa3oBaTelbHON OpraHmMsaunum u MONY4YEeHHbIE el B pe3y/bTaTe B3auMOAENCTBUA C



opraHamu rocyjapCTBeHHON BNacTu, OpraHamum MeCTHOro caMOynpaB/ieHWs, PULAUYECKUMU U
(hn3nYEeCKMMUN NnLamu.
17.2. HomeHKnaTypa [en ABnAseTcs OCHOBOW (POPMUPOBAHMA AOKYMEHTaNbHOro (hOHAa LIKO/MbI K
npeacTaBnsieT Cco60M CUCTEMATM3MPOBAHHbLIA MNEpeyYeHb 3arooBKOB (HaMMeHOBaHWIA) fen,
3aBOAMMbIX B LUKO/ME, C YKa3aHWEM CPOKOB WX XpaHeHWs, U OPOPMMEHHbIA B COOTBETCTBMU C
NpaBOBbIMW aKTaMW, PEKOMEHAauMAMM WU MeTOLUYECKMMM YKasaHWAMU OpraHoB Poccuiickoi
depepalmm, YNoNHOMOYEHHbIX B C(epe rocyfapCTBEHHOrO YrMpaBfeHUA apXuBHbLIM [efioM,
L,enonpon3BoACcTBa U OKYMEHTO060pOTa.
17.3. HoMeHKnatypa fen coctaBiseTcs Ha OCHOBE M3YyUYeHUs NONOXEHWIA, UHCTPYKUNUIA 1 npaBun, a
TakKe [ApYyrux  [OKYMEHTOB, pernaMeHTUpYLWmnx [eaTenbHOCTb  06uieobpasoBaTesibHOM
opraHmsauum, a TakKXe HOMeHKfaTyp fen 3a npeflwecTByloWwmne rofbl U [LOKYMEHTOB,
obpasytownxca B feaTenlbHOCTM 06LWeo06pa3oBaTe/IbHON OpraHm3aLmnm.
17.4. HomeHKnaTypa Aefn WUCNonb3yeTcsa AN rPynnupoBKW WMCMOMHEHHbIX AOKYMEHTOB B Aena,
cucTemaTtmsauuu 1 yyeta e, onpefenieHUs CPOKOB UX XpPaHEHUS M MOUCKA JOKYMEHTOB, AB/SETCA
OCHOBOW [N5 COCTaBNeHUs Onucel fLen NOCTOAHHOro U BpeMeHHOro (cebiwe 10 neT) XpaHeHwus, a
Takxe An1s ydyeta fienl BpeMeHHOro (8o 10 net BKAKOUYUTENBHO) XPaHEHUS.
17.5. HomeHknaTypa fien BBOAUTCS B AeiCTBME NPMUKA30M MO LLKONE.
17.6. HomeHknaTypa Aen rotoBUTCA B TPEX 3K3eMMApax:

* [NdA NOMeLLeHNsa B HOMEHKaTypHOoe Aeno U NOCTOAHHOIO XpaHeHUs;

* [/11 UCNONb30BaHMA B paboTe 0TAEN0OM Ae/IoNpon3BoACTBa (KaHuenspuen);

e [N XpaHeHWs B apXmBe LUKOSIbI.
17.7. A3 HOMeHKnatypbl [en LKO/Mbl OTBETCTBEHHbLIM JINLOM 32 BefeHWe [Aefonpou3BoACTBa
0hopMANATCA BbINUCKW ANS KaXAoro u3 nojpasfeneHuini u oTAenoB 06LLeobpa3oBaTeibHOl
opraHusauun.

18. dopmupoBaHue gen N Ux TeKyllee xpaHeHue. NMoArotoBka AJOKYMEHTOB U [ilef1 K nepejaye
Ha apXMBHOe XpaHeHune

18.1. ®opmunposaHne fen — rpynnmpoBKa MUCMOMHEHHbIX AOKYMEHTOB B fefla B COOTBETCTBUMN C
HOMEHK/IaTypoil fen o6ueob6pa3oBaTebHON opraHu3aLum n cuctTeMatmsaumns LOKYMEHTOB BHYTpPU
fena.

18.2. [lena co gHA WX 3aBefleHMsa [0 Nepefayn B apXWB LUKOJblI MAN Ha YHUUYTOXKEHMEe XpPaHATCA Mo
MecTy Ux (hopMmnpoBaHus.

18.3. TlMpukasbl N0 OCHOBHOW, aAMWUHUCTPATUBHO-XO3AWCTBEHHOW, Y4ebHO-BOCMMUTATEIbHOW
[eATeNIbHOCTU LWKO/bI, TPYNNUPYOTCA OTAENbHO OT MPMKa30B MO JIMYHOMY COCTaBy PabOTHUKOB ©
no IMYHOMY COCTaBy obyuvarolimxcs (yyawmxca/BoCNMTaHHUKOB).

18.4. Tlepenucka rpynnupyetca 3a nMepuoj KaneHgapHoro roga W CUCTeMaTtusmpyetcs B
XPOHOJIOrMYECKOMN MOCNe0BATENbHOCTMN.

18.5. MNpoBepka HaNM4MA N COCTOAHNA AOKYMEHTOB W &N NMPOBOAUTCA NPU NepemMeLleHnn gen, npu
BO3Bpare Jen, Npu peopraHmsauum nan nuKeMaaLmm obweobpasoBaTe/ibHOM opraHm3alum.

18.6. B apxumB o06uie06pa3oBaTeNlbHOMW oOpraHu3auun (ganee - apxuB) nepejarTcs [Aena
MOCTOAHHOrO, BPeMeHHOro (cBbilwe 10 neT) CPOKOB XpaHeHUs 1 Mo IMYHOMY cocTaBy Yepe3 3 roga
nocne roja, B KOTOPOM LOKYMEHTbI ObI/Iv NOMELLEHbI B 1e/10 HA XPaHEHME.

18.7. MNepefaya JOKYMEHTOB B apXMB MPOU3BOAMTCA MO YTBEPXKAEHHbLIM OMUCAM [ef.

18.8. lMoarotoBka AOKYMEHTOB W AeN K Mepefaye Ha apXMBHOE XpaHeHWe N Ha YHUYTOXKEeHue
npefycmatpuBaert:

* 3KCMepTU3y LEeHHOCTU AOKYMEHTOB;

e coCTaBJfieHMe Onucel Aen no pesynbTaTam 3KCMepTU3bl X LLeHHOCTK;

e 0o(hopm/eHKne gen,

* COCTaBJ/IeHWE aKTOB Ha YHUYTOXKeHue AOKYMEHTOB W fefl C UCTEKLIUMU CPOKaMMn XpaHeHUs.
18.9. 3kcnepTun3a LEHHOCTM AOKYMEHTOB NOCTOAHHOIO U BPEMEHHOI0 XpaHeHua OCYLLeCTBAeTCA
€XerogHo nuuom (nMuamm), HaszHayeHHbIM MNPUKa30M OTBETCTBEHHbIM (OTBETCTBEHHbLIMMU) 3a
apxvBupoBaHue.



18.10. B geno nomelyaetcs He 6onee 250 nucTos (TONLWMHA Aena Npyu 3TOM COCTaBnseT He 6onee 4
cMm). Mpu 60NbWIOM KOMMYECTBE [LOKYMEHTOB (PopmupytoTcd Toma (4actu) fena. BHyTpu pgena
OOKYMEHTbl pacrnonaralTcs B XPOHOMIOTMYECKOM MOPAAKE B COOTBETCTBUM C onucbio. B gena
MOMeLLatTCA TO/IbKO WUCMOTHEHHbIE, NMPaBUIbHO O(OPM/IEHHBIE JOKYMEHTHI.

18.11. [loKyMeHTbl BHYTpPW fena pacnonaratTca CBEpPXYy BHW3 B XPOHONOTMYECKON, BOMPOCHO-
NOTUYeCKOW MOCNefoBaTeNlbHOCTM  WAM  UX  COYeTaHuU. PacnopsguTesibHble  JOKYMEHThI
rpynnupyoTcs B fiefia No BUAaM U XPOHOMOTMN C OTHOCALLMMUCSH K HUM MPUNOXKEHUAMMN.

18.12. JInyHble KapTOUKM PabOTHUKOB (hOPMUPYIOTCA B AeN10 N0 andaBuTy amunuii.

18.13. OdopmneHne pgena npegycMmaTpuBaeT: OGOPM/EHUE PEKBU3UTOB 06M0XKKK aena no
YCTaHOB/IEHHOW (hopMe; HyMepauuto NUCTOB B [efie KapaHalwoM B BepxHeM nNpaBoOM yray;
COCTaB/leHNe BHYTPEHHeR onucy JOKYMEHTOB fena, MOoALMBKY U nepenneT gena. JINCT 60/1bLLIOro
(hopmata, NOAWMUTHLIA 3a OAMH Kpah, HyMepyeTcs KaK O4WUH NINCT B MPaBOM BEPXHEM YrIy.
[OKYMeHTbl C COGCTBEHHOW HyMepaLMeli NMCTOB, B TOM YKCNe nevyaTHble U34aHUsA, HYMepytoTca B
obuem nopsake.

18.14. JIncTbl Aen, coCTOAWMX N3 HECKONbKMX TOMOB WU YacTel, HYMEPYHTCS M0 KaXA0My TOMY
NN 4acTn OTAE/bHO.

18.15. TMocne 3aBeplleHNs Hymepauunm NUCTOB COCTABMAETCA 3aBepuTesibHas Hagnucb, KoTopas
pacnofaraeTcs B KOHLe Aena. 3aBeputenbHad HaAnuMcb COCTaBMAETCA B fefle Ha OTAefIbHOM inucTe-
3aBepuTene fgena.

18.16. B 3aBepuTenbHOW Hagnucu uuppamum M MPOMUCbI0 YKasblBaeTCA KONUYECTBO /IMCTOB B
JaHHOM fene. 3aBepuTenibHas Hagnucb MNOAMUCLIBAETCA €€ COCTaBUTENEM C  YyKasaHuem
pacwWu@poBKM MOLAMWUCKU, [LO/DKHOCTM W pdaTbl COCTaBneHusd. KonnyecTso /NCTOB B [fene
NpoCTaBnseTCca Ha 06/10)KKe fjefla B COOTBETCTBUN C MTOrOBOW HAAMUCHIO.

18.17. PekBM3UT "CPOK XpaHeHWs fena™ nepeHocuUTCA Ha 06GN0XKY fefia U3 COOTBETCTBYHOLL e
HOMEHKNATypbl fefl NOcCne CBEPKU E€ro CO CPOKOM XpaHeHus, YKaszaHHbIM B MepeyHe TUMOBbIX
[AOKYMEHTOB WM B NepeyHe AOKYMEHTOB, 06pa3yroLmnxca B 4eATeNbHOCTU (pefepaibHOro opraHa,
C YKasaHVem CPOKOB XpaHeHus.

18.18. Hagenax NOCTOSAHHOrO XpaHeHua nuwertca: "XpaHnTb NOCTOAHHO".

18.19. lMpuem pgen npousBoANTCA COTPYAHWUKOM, YMONHOMOYEHHbIM Ha BefeHWe [eATe/IbHOCTU
apxuBa, C NPOCTaBNEHMEM B [IBYX 3K3eMnsapax Onucy Aen OTMEeTOK O Halnyumu Kaxgoro gena (Ha
KaX[0M 3K3eMnnasape OMUCKU yKasblBaeTCA KOMMYECTBO (haKTUUeCKM MPUHATLIX fen, fara npuema-
nepegayn fen, a TakXke nognucu apxmemcrta v COTPYLHUKA, NepefasLUero gena.

19. 3aKuUUTe/IbHbIE MOJIOXKEHUSA

19.1. Hactoauwaa MHCTpyKuMs no L4efonpou3BOACTBY ABNAETCA OKANbHLIM HOPMATUBHLIM aKTOM
o6LeobpasoBaTeNbHOW OpraHusaumm, npuHumaetcs Ha OO6ulem cobpaHun paboOTHUKOB U
yTBEPXAaeTca (BBOAMTCS B AENCTBME) MPMUKA30OM AMpPeKTOopa 06l eobpa3oBaTe/bHON OpraHM3aLmu.
19.2. Bce M3MEHEHMA M AOMNONHEHUS, BHOCUMble B HacTosAwyt WIHCTpyKUuWiO, oopMAsatoTca B
MUCbMEHHON (hopMe B COOTBETCTBUN AENCTBYIOLWUM 3aKOHO4aTeNbCTBOM Poccuinckon degepaymn.
19.3. VIHCTpyKuMs no Aenonpou3BOACTBY B LUKOME MPUHUMAETCA Ha HeonpedeneHHbIi CPOK.
M3MeHeHNA 1 LONOJIHEHUS K MHCTPYKUUM MPUHUMAKOTCA B NOpAAKe, npegycmMoTpeHHoOM n.19.1.
HacToAwel VIHCTpyKLmK.

19.4. Mocne npuHATUA WHCTPpYKUMKM (MO U3MEHEHWIA W AOMNONHEHWA OTAENbHbIX MYHKTOB U
pa3fenos) B HOBOW peAakuuy npefblgylias pefakuna aBTOMaTUYecky yTpaunBaeT cuny.



Mpuno>keHne Ne 1

MpaBuna
0(POPM/IEHNA PEKBU3NTOB AOKYMEHTOB

1 [Ans noOArOTOBKM [OKYMEHTOB TMPUMEHAETCA TEKCTOBbIA pefakTop, obecnevyuBaroLLnii
Tpe6oBaHUA rpaueckoro BOCMPON3BELEHNA PEKBU3NTOB AOKYMEHTA.

2. Bugbl 1 pasmepbl ucrnonb3yemblX wpudTtos: Times New Roman - 12, 13, 14; Calibri 14 un
NMPUBANXKEHHBIE K HUM.

3. Mpu noarotoBke TeKCTOB B Tabnuuax, s o6ecneyeHMs nydyllend UYMTaemMoCTM [aHHbIX,
[OnycKaeTca npumeHeHne wpudTos Buaa Arial, pasmepos 12,13.

4. lnanasoH UCMnosib3yeMblX MeXAyCTPOUHbIX NHTepBasioB: OT OANHAPHOIO 40 MOSYTOPHOrO.

5. Ab63auHblIii OTCTYN TekcTa AOKyMeHTa - 1,25 cm.

6. 3aro/ioBK1 pas3fenos M nogpasfesioB rneyararTca ¢ ab3auHbIM OTCTYNOM WM LEHTPUPYIOTCA Mo
LWVMPUHE TEKCTa.

7. MHOroCTpOYHble PeKBU3UTbI MeYaTarTCAd 4Yepe3 Of4UH MEeXCTPOUHbIA WHTepBan, COCTaBHble
4aCTN PEKBM3UTOB OTAENAOTCA AOMONHUTENbHLIM NHTEPBA/IOM.

8. Ecniv [OKYMEHT rotoBuTCA ANA WU3[AHUA C YMeHblleHWeM Maclitaba, TeKCT neyaTtaeTcs yepes
[Ba NHTepBana.

9. IHTepBan Mexay 6ykBamu B C/I0Bax - 06bIYHbINA. VIHTepBan Mexay cfioBaMu - o4uH npob6en.

10. TekCT JOKYMeHTa BblpaBHMBAETCA MO LWMPUHE NucTa (N0 rpaHuuaM fIeBOro 1M nNpaBoro nonei
LOKYMEHTA).

11. AnnHa camon ASIMHHOW CTPOKW PeKBM3UTA MpW YriioBOM PacnosioXXeHUn PEKBU3UTOB He 6onee
7,5 cm.

12. AnnHa caMOil ANMHHOW CTPOKW peKBU3UTa Npu NPOAOSbHOM PacroOXEeHUN PEKBU3UTOB He
6onee 12 cm.

13. Koz hopmbl JOKYMEHTA

Kogf thopMbl JOKYMeEHTa NMpoCTaB/fgeTcs Ha YHUPULMPOBAHHLIX (POpMax AOKYMEHTOB, B OCHOBHOM
MCMOoNb3yeMbiX B KafpOBOM [OKYMeHTO060pOTe LWKO/bl. Pacrnonaraetcd Ko (POpPMbl B MpaBoM
BEpXHeM yrny paboyero nons [OKYMEHTa, cocTout w3 cnos "dopma no" (HaMmeHoBaHue
Knaccugukartopa) u LMMpoBoro Koaa.

Mpumep - ®opma no OKY [ 0301001.

14. ElanmeHOBaHMe LLKOJbI
HanmeHoBaHMe WKOMbl [O/MKHO COOTBETCTBOBATb HAMMEHOBAHWIO HOPUAMYECKOrO 1ua,
3aKpenneHHoMy B €ro  yuypeauTenbHbIX  JOKyMeHTax (¥YcTaBe 06uwieo6pa3oBaTe/ibHOM

opraHusauuu). Nog HaMmMeHOBaHMEM LLKOMbI B CKOOKaX yKa3blBaeTCA COKpalLeHHOe HauMeHOBaHue
0611e06pa3oBaTENbHON OpraHM3aLun.

Hag HanmeHoBaHWEM LUKO/bI - YKa3blBaeTcqa nojiHoe HauMeHoBaHne BbILIJeCTOFlLLIIGIZ opraHusauun.

15. CnpaBOYHble faHHbIE O LLKOSe

CnpaBoyHble AaHHble O LWKOMe BKAKOYalOT B cCebsA: MOYTOBLIA ajpec, HOMepa TenedoHa, hakca,
afipec 3MeKTPOHHON no4Thbl, Kog wWkonbl no OKIMO (npoctaBnsetcs no O6uwepoccuiickomy
Knaccugukatopy npegnpuaTuii u opraHusaumii), OCHOBHOW rFOCYAapCTBEHHbIV perncTpayoHHbIN

Homep (OFPH), naeHThnKaLMOHHbIA HOMEP HanoronnaTenblWMKa/Koa NPUYNHbI MOCTAaHOBKU Ha
Hanorosbli yueT (MHH/KIMM).

16. HaumeHoBaHMe BMAa AOKYMeEHTa



PeKkBM3UT MCMNONb3yeTCs A5 YyKasaHUA BuAa AOKYMeHTa M pacrnonaraeTcs Moj PeKkBU3UTOM
«HanMMeHOBaHMe 06ule00pa3oBaTeNbHOM OpraHm3aumm». HaumeHOoBaHMe BuMAa [JOKYMEHTa He
YKa3blBaeTCA B MUCbMax.

17. aTa [OKYMeHTa

[aTtoii poKyMeHTa ABNAeTcsA fata ero nognucaHus (nNpukas, NUCbMO, 3anucka, akT u gap.),
YyTBEPXAEHUSA (MHCTPYKUMSA, MONOXEeHWe, NpaBuia, pPernameHT, nnaH, oTyeT W Ap.), COObITUA,
3a(PMKCUPOBAHHOIO B IOKYMeHTe (MPOTOKON).

[ata gOKyMeHTa NpoCTaBAseTCHd LO/MKHOCTHLIM /IMLOM, MOANUCHIBAIOLWMM WMAN YTBEPXAAO UM
OOKYMEHT, WU MNPV perucrpauum [OKYMEHTa, WM HEMNOCPELCTBEHHO COCTaBUTENEM Npwu
NOArOTOBKE AOKYMeHTa (Cny>kebHas 3anucka, 3asaBneHue u ap.).

[ OKYMEHTbI, n3gaBaemble COBMECTHO C APYTMMW OpraHusaumsamMu AO/HKHbI UMeTb OfHY (efVHYH0)
naty.

Jaty gokymeHTa ohopMANAT apabCkumu Ludpamm B Noc/efoBaTelbHOCTHU:

* [eHb mecdaua, Mecay, rog. [deHb MmecAua U mecsal opopmMAsfOT ABYMSA napamu apabckux
uup, pasfeNneHHbIMWU TOYKOW; rof - uYeTblpbMfA apabCkumu Ludpamu, Hanpumep:
01.12.2017. byksa "r" nocne uugp He cTaBUTCA.

* MpK CNOBECHO-LU(POBOM crnocobe ohoOpMIeHUA AaTbl [eHb Mecsla yKa3blBaeTcs Mapou
apabCcKux unudp, rog 4eToipbMs apabCckumm uugppamu, Hanpumep: 12 gekabpsa 2017 r.

18. Permctpay oHHbI HOMep AOKYMeHTa

PernctpaunoHHbIl HOMep AOKYMEHTa MPOCTaBNAETCA B COOTBETCTBUM C CUCTEMOWN perucrpauuu,
NMPUHATOW B LUKONeE.

PernctpaunoHHbI HOMEp NpUcBanBaeTCca AOKYMEHTY MocC/e ero nognucanns (YTBepXKaeHus).
Cchbl/iKa Ha perncTpaunoHHblii HOMep 1 faTy AOKYMeHTa

CcblfiKa Ha UCXOAALLMIA HOMep 1 JaTy [OKYMeHTa ajjpecaHTa BKIKOYaeT B cebd perncrpaLuoHHbIN
HOMep 1 JaTy JOKYMEHTA, Ha KOTOPbIWA LO/KEH BbITb jaH OTBeT.

19. MecTo cocTaBfeHus (M30aHNs) AOKYMEHTa
MecTo cocTaBneHns UNn n3faHusa JOKyMeHTa - "ropoj ..." - yKasbiBaeTcs Ha 6/1aHKax MPOTOKOI0B
M aKTOB, COCTaB/iAseMblX B 06Le06pa3oBaTe/IbHON OpraHn3aunm.

20. Appecart

B pekBn3ute "Agpecat" MCNonb3yrTCa oPuLUManbHble HAaMMEHOBaHWS OpPraHoB rocy/apCTBEHHO
M WCMONHWUTENbHOW BMAacTW, OPraHoB MECTHOro0 caMOynpaBieHus, opraHusauuii. [onyckaeTtcs
MCNO/Ib30BaTb OYMNLMANBHO MPUHATbIE COKpaLLeHHble HAMMEHOBAHUSA OpPraHoB rocyAapCTBEHHON U
MCNONMIHUTENIbHOM BNAcTW, OPraHOB MECTHOIO CaMOynpaB/ieHWs, OpraHn3aLuii.

Mpyn appecoBaHUM [OKYMeEHTA AO/MHKHOCTHOMY W 4acTHOMY MUY WHULMaNbl CTaBATCA nocre
thamununu.

Mpumep - PykosoguTento OO0 «CTponTenb»
®amunuga N. O.

PekBn3NT "afpecat" NpoCTaBNAeTCA B BEpPXHEN NpaBoOi 4acTu AOKYMeHTa (Ha 61aHKe C yrioBbiM
pacnosiodXeHnem pekBU3WTOB) WAW cnpaBa Mo pekBu3nTamu 6naHka (NpyM  NPOLOSbHOM
PacnonoXeHWn pPekBU3NTOB 6naHka). CTPOKM pekBu3uTa "agpecar” BbIpaBHUBAKOTCA MO N1EBOMY
Kpar Wn LEeHTPYTCA OTHOCUTENIbHO CaMOi A/IMHHON CTPOKMW.

Mpv appecoBaHUM [OKyMeHTa 6e3 ykKa3aHWA [O/MKHOCTHOrO /Mua HaMMEHOBAHUSA afpecaTtos
NMULYTCA B UMEHUTE/NIbHOM Majexe, Hanpumep:

OpraHbl CTaTUCTUKN ropoga MocCKsbl



PekBM3UT MCNONb3yeTCs A5 YKasaHWA BuAa AOKYMeHTa U pacronaraeTcs Moj PeKBU3UTOM
«HanMMeHOBaHMe 06ule00pa3oBaTeNbHOM OpraHm3aumm». HaumeHOoBaHMe BuMAa [JOKYMEHTa He
YKa3blBaeTCA B MUCbMax.

17. fata jOKYMeHTa

[aTtoii poKyMeHTa ABNAeTcsA fata ero nognucaHus (nNpukas, NUCbMO, 3anucka, akT u gap.),
yTBEPXAEHUSA (MHCTPYKUMSA, MONOXEeHWe, NpaBuia, PernameHT, MnaH, oTyeT W Ap.), COObITUA,
3ahMKCMPOBAHHOTO B JOKYMeHTe (MPOTOKON).

[ata fOKyMeHTa MpoCTaBAseTCA LO/MKHOCTHbLIM NMLOM, MOAMUCHIBAIOLWMM WUAN YTBEPXAAOLLUM
OOKYMEHT, WM MNPV perucrTpauum [OKYMEHTa, WX HEMNOCPeLCTBEHHO COCTaBUTENEM Npwu
NOArOTOBKE AOKYMeHTa (Cny>kebHas 3anucka, 3asaBneHue u ap.).

[ OKYMEHTbI, n3gaBaemble COBMECTHO C APYrMMWU OpraHusaumsamMy AO/DKHbI UMeTb OfHY (e4UHYHO)
naty.

Jaty gokymeHTa ohopMNAIOT apabCknumm Ludpamu B Noc/efoBaTebHOCTU:

* [eHb mecdAua, Mecay, rog. deHb MmecAua U mecsay opopmMAsflOT ABYMSA napamu apabckux
undp, pasfeNneHHbIMWU TOYKOW; rof - 4YeTblpbMsA apabCckumu Ludpamu, Hanpumep:
01.12.2017. byksa "r" nocne uugp He cTaBUTCA.

* TpU CNI0BECHO-LM(POBOM crnocobe ogopmaeHUs AaTbl AeHb MecsiLa YyKasblBaeTcsi napoin
apabCcKux unudp, rog 4eToipbMs apabCckumu uugpamu, Hanpumep: 12 gekabpsa 2017 r.

18. Permctpay oHHbI HOMep AOKYMeHTa

PernctpaunoHHbIl HOMep AOKYMEHTA MPOCTaBNAETCA B COOTBETCTBUM C CUCTEMOWN perucrpauum,
NPUHATON B LUKOSE.

PernctpaunoHHbI HOMEp NpUcBanBaeTCca AOKYMEHTY MocC/e ero nognucanns (YTBepXKaeHus).
Ccbl/iIKa Ha perncTpaLnoHHblii HOMep 1 faTy AOKYMeHTa

CcblfiKa Ha UCXOAALLMIA HOMep U JaTy [OKYMeHTa ajpecaHTa BKIOYaeT B cebd perncrpaLuoHHbIN
HOMep 1 JaTy JOKYMEHTA, Ha KOTOPbIWA LO/KEH BbITb jaH OTBeT.

19. MecTo cocTaBfeHus (M30aHNs) AOKYMEHTa
MecTo cocTaBneHns UNn n3faHnsa JOKYMeHTa - "ropoj ..." - yKasbiBaeTcs Ha 6/1aHKax MPOTOKOI0B
M aKTOB, COCTaB/IAeMbIX B 06Le06pa3oBaTe/IbHON OpraHu3aunn.

20. Appecart

B pekBn3ute "Agpecat" MCnonb3yrTCa oPuUManbHble HAMMEHOBaHUS OpPraHoB rocyapCTBEHHO
W WUCMNONHWUTENbHOM BMAacTW, OPraHOB MECTHOr0 camMoOynpaBieHus, opraHu3auunin. [onyckaeTcs
MCNOMb30BaTb OMULMANBHO MPUHATbIE COKpaLLeHHble HAMMEHOBAHUSA OpPraHoB rocyAapCTBEHHOW U
MCNONMIHATENIbHOM BNAcTW, OPraHOB MECTHOIO CamMOynpaB/ieHWs, OpraHn3aLluii.

Mpyn appecoBaHUM [OKYMeEHTA AO/MKHOCTHOMY W 4acTHOMY WMLy WHULMaNbl CTaBATCA Moche
thamununu.

Mpumep - PykosoanTento OO0 «CTponTenb»
®amunuga N. O.

PekBM3NT "agpecar" NpocTaB/iseTCcAa B BEPXHEW NpaBoOil 4yacTu JOKYMeHTa (Ha 61aHKe C yrioBbiM
pacnosiodXeHnem pekBU3WTOB) WAW cnpaBa Mo pekBu3nTamu 6naHka (NpyM  NPOLOSbHOM
pPacnonoXeHWn pPekBU3NTOB 6naHKa). CTPOKM pekBu3uTa "agpecat” BbIpaBHMBAKOTCA MO /IEBOMY
Kpar UIn LEeHTPYHTCA OTHOCUTENIbHO CaMOi A/IMHHON CTPOKMW.

Mpv appecoBaHUM [OKyMeHTa 6e3 ykKa3aHWa [O/MKHOCTHOrO /MuLa HaMMEHOBAHUSA afpecaTtos
NMULYTCA B UMEHUTE/NIbHOM Majexe, Hanpumep:

OpraHbl CTaTUCTUKN ropoga MocCKsbl



Mpn appecoBaHMW [OKYMeHTA pPYKOBOAWUTENO OpraHuM3auuMm HamMeHOBaHWEe [O/DKHOCTU
YKa3blBaeTCA B faTe/lbHOM Mafexe, Hanpumep:

"eHepanbHOMY ampekTopy OO0 «M3paHume»

®amunma N.0.

MouToBbLI aApec He YyKasblBaeTCs B [OKYMeHTax, HanpaB/isieMblX B BbICLIME OpraHbl
rocyfiapCTBeHHON BNacTu, efepasibHble opraHbl UCMOMHUTENILHON BNACTU U UX TeppuUTOpUasbHble
opraHbl, OpraHbl rocyapcTBeHHON U UCNOMHUTENIbHOWN BIaCTU, MOCTOA UHLIM KOPPECNOHAEHTaM.
Mpun agpecoBaHUM NMuUcbMa B OpraHun3aunio yKasbiBalOT ee HavMeHOBaHWe, 3aTeM MOYTOBbIN ajpec,
Hanpumep:

FocypapCTBEHHOE  yupe>KjaeHue  BcepocCUACKWMIA  Hay4yHO-UCCNeAoBaTENbCKUA  WHCTUTYT
LOKYMEHTOBELEHUS 1 apXUBHOTO fena
MpodcotosHan yn., 4.82, Mockea, 117393

Mpn aapecoBaHUM [OKYMeHTa (DM3NUYECKOMY /ALY YKasblBAlOT (GaMUANKD U MHWLMANbI
nonyvartens, 3aTeM NoYTOBbLIN afpec, HanpumMep:

MeTposy .M.
MponssoacTeBeHHaA yn., 4.5, k. 12,
r. Mocksa, 119633

PekBn3ant "Appecat" He [JO/HKEH cofdepxaTb 60fee yeTbipex agpecatoB. Cnoo "Konus" nepef
BTOpPbIM, TPeTbUM, 4YeTBepTbIM ajpecaTaMu He yKasbiBaetcs. lpu uucne agpecatoB 6onee 4-X
COCTaB/IAETCA CMUCOK PACChI/IKU [LOKYMEHTA.

Ecnn  [OKYMEHT OTnpaBnseTcs B HECKO/NbKO OLHOPOAHbLIX OpraHusauuii WamM B HECKOJIbKO
CTPYKTYPHbIX NOAPa3feNeHnin opraHa MCNOMHUTENbHON BNAacTW, TO OHM YKa3blBatOTCA 0606LLEHHO.
Mpumep:

PykoBoguTensm yupexkgeHuin CMo

20. Epua yTBEPXAEHUA LOKYMEHTa

Epud yTBEpXAeHUA NPOCTAB/AETCA B MNPaBOM BepPXHEM yrany [AokymeHTa. CTPOKM pekBu3UTa
BbIPaBHMBAKOTCA MO /IEBOMY Kpakw WAW LEHTPUPYHOTCH OTHOCUTE/IbHO CamOl AJIMHHON CTPOKMW.
JOKymMeHT  yTBepXpjaeTcs [O/HKHOCTHbBIM nmyom (LOMKHOCTHBIMY nmuamm) nnu
pacnopaauTeNibHbIM JOKYMEHTOM (MOCTaHOB/IEHUEM, PELLEHMEM, MPUKA30M, PACMOPAXKEHNEM).

Mpy yTBEPXAEHUWN AOKYMEHTa AO/MKHOCTHLIM SINLOM TPUg YTBEPXAEHUS AO/HKEH COCTOATb U3
cnoBa YTBEPXOAHK (6e3 KaBblyeK), HauMMeHOBaHMA [O/MKHOCTU funua, YTBEPXKAatoLLero
LOKYMEHT, ero noAnucu, MHNULManos, GaMmmanm n atel yTBEPXAEHNS.

Mpumep:

YTBEPXJAKO
OupekTop MBOY WkonaNe1238
N.0. ®amnnns

21. OaTta

Mpu yTBEPXKAEHUMN LOKYMEHTA HECKONBKMMW LONXHOCTHLIMU NULAMU UX MOANWUCK pacnonaralTcs
Ha 04HOM YpOBHe.

Mpy yTBEpPXAEHUN AOKYMEHTa pacnopsafuTe/lbHbIM LOKYMEHTOM TpuU YTBEPXLEHUSA COCTOUT U3
cnoe YTBEPXAEH (YTBEPXAEHO, YTBEPXAEHbI, YTBEPXJEHA), cornacoBaHHOro ¢
HaVMeHOBaHWEM BMAa YTBEPXLAeMOro [OKYMEHTa, HauMeHOBaHWA BuAa [OKYMEHTa B
TBOPUTE/IbHOM Majexe, ero Aathl, HOMepa.



Mpumep:

YTBEPXXAEHO
npukasom MBOY LLIkona Ne1238
oT 01.03.2020 Ne 57
22. 3arofioBOK K TEKCTY
3aronoBoK K TeKCTy - KpaTkoe cofepXaHue [AOKYMeHTa. 3arosioBOK K TEKCTy MpuKasa
thopmynupyeTcs ¢ npeanorom "O" ("O6") 1 0TBeYaeT Ha BONpoC "0 yem?"):
* npuka3s (0 4Yem?) 0 CO34aHNN KOMUCCUMW;
* npukas (0 yem?) 06 yTBEPXKAEHUN LITATHOIO pPacrnuncaHus;
e nucbMo (0 Yem?) 0 NpefoCTaBNeHUN UHPOPMaL UK.
3arofioBOK K TEKCTY 0(hopmIseTcs Mof pekBusntamu 6naHka cnesa, OT rpaHuLbl 1€BOrO MNONs.
HanmeHoBaHune (3arofioBok) nMbo aHHOTauuMa [AOKYMeHTa COCTaB/feTCcAa aBTOPOM MNpoeKTa
[AOKYMeHTa.
3aronoBOK K TEKCTY MOXET He COCTaBNATLCSA, eCiM 00bEM JOKYMeEHTa He npeBbillaeT 4-5 CTPOK.

23. TeKCT JOKYMeHTa
[oKymeHTbl 06uieobpa3oBaTeibHOM OpraHu3auny COCTaBNAKTCA Ha rOCYAapCTBEHHOM A3bIKe
Poccuiickoin ®egepaunn - pycCKOM.
TekCT [OKYMeHTa MOXET cojepXaTb pasfenbl, noapasfenbl, NYHKTbl, NOAMYHKTbl, HyMepyeMmble
apabckumm yupamu.
B npukasax TeKCT JOKYMeHTa 1u3nararT OT NnepBoro n1ua efMHCTBEHHOIO Yncna («NpuKasbiBak»)
B [OKyMeHTax KONnernanbHbiX W COBeLlaTe/lbHbIX OpraHax OT TPeTbero nuua eAuHCTBEHHOro
ynucna: («cobpaHme... peLunno»)
TekCT npoToKONMa m3fnaraeTca OT TPETbero /uua MHOXECTBEHHOro 4ucna («cnylanmy,
«BbICTYMWUAN», «MOCTAHOBUINY, «PELUNNIN»),
B COBMeCTHbIX [OKYMeHTax TeKCT wu3naraloT OT MepBOro /uuia MHOXECTBEHHOro u4uchna:
(«npuKasbiBaEM», «PELLNIIN).
B fenoBbIX (CNy>Xe6HbIX) MUCbMax UCNOMb3YHTCA POPMbl U3TOXKEHUS:

e OT MNEpBOr0 /MLA MHOXECTBEHHOro u4ucna («NPocCMM HanpaBUTb», MpPeACTaBiseM Ha

PaccMOTPEHNE®);

* OT TpeTbero nuua eauHCTBeHHOro uvucna («AgmuHucTtpauma OY Lkona Ne 1238 He
BO3PaXaeT»);

* OT MepBOr0 /MUa €AMHCTBEHHOrO u4ucna («cymtard HeobXoaMMbIM», «npepanarar
pPaccMOTpPeTbY).

Mpu ynoTpebneHn B TeKCTe hamMuiniA NUL, MHULMANbI YKa3biBAKOTCA nocne haMuinu.
B nenoBbIX (Cny>xe6HbIX) MUCbMax MOryT UCMNOJIb30BaTbCA:
e BCTYNWTeNbHOe obpalleHue:
YBa>kaeMmblii rocnogunH saHoB!
YBarkaemas rocrno>ka NeTposa!
YBa>kaemblii Hukonait MeTposuy!
Ysarkaemaa Onbra HukonaesHa!
YBaykaeMmsble rocnogal

B ob6palleHnn no AOMKHOCTU HaMMEHOBaHME [AO/MKHOCTWM MULLIETCS C NPOMMCHON OYKBbI, B
obpalleHUn No GaMuanmm MHULManbl NuLa He yKasblBaloTCA.

e 3aK/NuuTeNbHasA aTUKeTHas (pasa:
C yBa>KeHuem, ...

CTpaHuUbl LOKYMEHTA HYMepYHTCS, HauMHas Co BTOPOro AucTa JOKYMeHTa apabckumu Lugpamu
nocepesuHe BEPXHEro nons.



TeKCT AOKYMeHTa 0TAenseTcs OT 3arosioBKa ABYMS WAU Tpemsi MeXAYCTPOYHbIMU WHTepBanammu
MCNO/Mb3yeMbIMUN B TEKCTE.

24. OTMeTKa 0 NMPUIoXEHNNU

OTMeTKa O NPWUIIOXEHUU WCMONb3yeTca Npu O(OPMJIEHUM MUCEM W MPUNOXKEHUIA K MaaHam,
nporpammMam, OT4YeTam, MOJIOXKEHUAM, NPaBuIaM, MHCTPYKLUAM U APYTUM

LOKYMeHTaMm.

B nucbMax 0TMeTKa 0 NMPUIOXKEHUN O0POPMIAETCA NOJ TEKCTOM NMMUCbMa Ha paccTosiHum 1,25 cm oT
rpaHuubl 1eBOro nond. Ecnu npunoXeHue Ha3BaHO B TEKCTe MUCbMA, B OTMETKE O NMPUIOXEHUU
YKa3blBaeTCA KO/IMYECTBO /IMCTOB N KONMYECTBO 3K3eMM/IAPOB MPUOXKEHUA, HanpumMep:

Mpuno>keHune: Ha 3 n. B 1 3K3.
Mpn  HaMMYMM  HECKONbKUX TMPUMIOXEHNA, B OTMETKE O TMPUIOXKEHUN OHWU HYMepyloTCs,

YKas3blBAOTCA HaMMEHOBaHWSA KaXAOoro MpUIOXKEHMUS, KOMMYECTBO JINCTOB U KOMMYECTBO
3K3eMMNAPOB, Hanpumep:

Mpuno>keHue:
L MnaH-rpaduk ... Ha 3 1. B 2 3K3.
2. CnpaBka 0 nNofTBep>KeHnn hakTa 0byyeHus... Ha 1 1. B 1 3K3.

Ecnn npunoxeHus cOpoLIOpOBaHbl, TO KOIMYECTBO /IMCTOB He yKasblBaeTcA. Ecnn npunoxeHue
HanpaBNsAOT He BO BCe YKa3aHHble B AOKYMEHTe agpeca, TO OTMETKY O e€ro Hamuum othopMnstoT
cnenytouULMM 06pa3om, Hanpumep:

Mpuno>keHune: Ha 3 1. B 1 3K3. TO/bKO B NEPBbIN afpec.

Ha npunoXxeHusax K npaBunam, UHCTPYKLUMUAM, NMONOXEHWAM, nnaHam, nporpamMmam, AoroBopam U
APYTUM [AOKYMeHTaM OTMEeTKa O MPUIOXEHUU NPOCTaBNSETCA Ha MEpPBOM NINCTe NPUNOXKEHUS B
MpaBoOM BEPXHEM YrNy.

Ecnn npmnoxeHne 0AHO, OHO He HymepyeTcA. ECnv NpuioXeHUn HECKONbKO, OHW HYMepyroTCs
(MpunoxkeHue 1, npunoxexuve 2).

B TekcTe JOKYyMeHTa nNpy nepBoM YNOMWHaHWWN LOKYMEHTa-NPUI0XEHUA B CKOOKaxX yKasblBaeTcs:
.. (npunoxeHwne) wnn ... (Npunoxexve 1); nepes HOMepPOM MPUIOXKEHUSA [OMYCKAeTCA CTaBUTb
3HaK Homepa: ... (MpunoxeHue N 2);

B oTMeTKe 0 MpUNOXEHWUW YKa3blBaeTCA HavMeHOBaHWe BMa OCHOBHOrO [OKYMEHTa, ero gara u
HOMep, Hanpumep:

Mpuno>keHne Ne 2 k npukasy MbOY LLikona Ne 1238 o1 08.06.2017 Ne 67 "

Ecnm npunoxeHmem K AOKYMeHTY (Hanpumep, K npukasy) SIBNSeTCS YTBEPXAaeMblii AOKYMEHT,
(nonoxeHue, npasuna, UHCTPYKLUA, PernaMeHT U Ap.) B BEPXHeM MNpaBOM Yray MpoCTaBnseTcs
OTMeTKa 0 MPUTOXKEHUU, HUXKE — TpUd) YTBEPXKAEHNS, HanpuMmep:

MMpuno>kexune
YTBEPXAEHO
npukasom MBOY LUkona Ne 1238 o1 08.06.2017 Ne 67

Bug n pasmep wpudrta pekeusmta "OTMETKa 0 NMPUNOXKEHUN" [LO/MKEH COOTBETCTBOBATb BUAY U
pasMepy WpudTa TeKCTa LOKYMEHTA.



25. 'pnd cornacoBaHus OKYMeHTa

Mpud cornacoBaHua LOKYMeHTa UCMNOMb3yeTCs NPu COrnacoBaHWM AOKYMEHTa C OpraHaMy BNacTw,
opraHuMsaumMaMn wnan  JOMKHOCTHbIMKW nnyamu. OH coctouT u3 cnoBa “COIMJTIACOBAHO”,
OO/DKHOCTM  /iua, KOTOPbIM COrfiacoBaH [AOKYMEHT (BKI4Yas HauMeHOBaHWe opraHusauunn),
NNYHOW nognucK, pacwmnhpoBky noagnucu (MHULManoB, GamMnann) n gaTbl COrnacoBaHus.

Mpumep:

COrNTACOBAHO

OupekTop MBOY LLkona Ne 1238
N.W. MiBaHOB

01.12.2017

pnt cornacoBaHna B 3aBUCUMOCTM OT BMAA JOKYMEHTa Y 0COOEHHOCTEN ero opopmMaeHnss MOXeT
NpoCTaBNATLCA:

* Ha NepBOM NMCTe AOKYMeHTa (ecnM AOKYMEHT WUMeeT TUTY/bHbIA JIUCT, - Ha TUTY/NIbHOM
NINCTE) B /IEBOM BEPXHEM YNy Ha YPOBHEe rpuda yTBEepXAeHUA uUan noj HauMeHOBaHUEM
LOKYMeHTa 6/1MXKe K HYKHEMY MOSto);

* Ha nocnefHem NMUCTe LOKYMEHTa NOJ TEKCTOM;

* Ha IMCTe COrnacoBaHus, ABNAKOLEMCA HEOTbEMIEMON YaCTbi0 JOKYMEHTA.

BHelwHee cornacoBaHve TakXe MOXET OblTb OCYLLECTBNEHO [APYTMM [LOKYMEHTOM - MUCbMOM,
NMPOTOKO/IOM, NPUKA3O0M.
Mpumep:

COIrNMACOBAHO npukaszom OrMoT 01.07.2017 Ne 01-01/54

26. Busa

CornacoBaHue NpoekTa LOKYMeHTa OpOpMIsSeTCcs BU30M.

Bun3a npoctaBnfetca COOCTBEHHOPYYHO /IWLOM, BU3MPYHOLIMM AOKYMEHT, W BK/OYaeT B Cebd
HauMeHOBaHWe [O/KHOCTU BU3NPYIOLWEro, €ero JIMYHYK MOAMUCL, PacLUNpPOBKY MNOAMUCH
(MHWUManel, @amunno) 1 garty.

Mpumep:

3aMecTuTeE/Nb ANpPEKTOpa
n.0. damunung
03.04.2020

JlonyckaeTcs MOANCTHOE BU3NPOBaHWE JOKYMEHTA U ero npuioXeHui.

Mpu  HanMuuMm  3ameyvaHwuid, [JOMOMHEHWIA K NPOEKTY [AOKYMeHTa BM3a [A0NOMHseTcs
COOTBETCTBYIOLMM yKa3aHUEM.

Ons [OKyMeHTa, MOANMHHWK KOTOPOro OTMPaBAAOT M3 LWIKOMbI, BW3bl MPOCTaBAAIOTCA Ha
aK3eMnaspax JOKYMEHTOB, MOMeLLaeMblX B Aeno.

Ans [OKYMeHTa, NoA/MHHUK KOTOPOro OCTaeTCs B LUKOME, BU3bl COracoBaHMs NPOCTaBAAOTCA Ha
obopoTe mocnegHero nucta NOANMHHMKA AOKYMEHTa WUAM Ha MocnegHeM NUCTe AOKYMeHTa Mof
MoANMCHIO.

27. Mopgnuncb
Mognuce BKAKOYAET: HaWMEHOBaHWEe [O/DKHOCTM  fvua, TMOAMMCABLUIEr0  AOKYMEHT, €ero

COBCTBEHHOPYYHYIO NOAMNUCH; PacM(POBKY NOANUCK (MHULMANBI, haMnang):
Mpumep:

AupekTop nnyHasa nognucb . O. damunma



Ecnn  gOKymeHT odopmieH He Ha 6naHke, B HauMMeHOBaHMe [O/MKHOCTM  BK/KOYaeTCH
HauMeHOBaHMe 06LLe06pa3oBaTeNIbHON opraHusayum (NONHOe Ha3BaHWe LWKOAbl). [JonyckaeTcs B
peksusnTe "lMognucb [LO/HKHOCTHOrO nuua" LeHTpMpoBaTb HauWMEHOBaHWe [O/HKHOCTU uua,
NoAMMCaBLLEro 4OKYMEHT, OTHOCUTE/IbHO CaMOI A/INHHON CTPOKM.

Mpn noanucaHUM [OKYMEHTa HEeCKONbKUMMW AO/KHOCTHbIMW NNLAMU PasHbIX [LO/MKHOCTER KX
noAnucy pacnonaralT Of4HY Mo APYroil B nocnefoBaTe/lbHOCTM, COOTBETCTBYIOLLEN MepapxXuu
3aHNUMaeMON JOMKHOCTMN.

Mpumep:

OuvpekTop nnyHas nognuck N.0.P.
3amecTuTe/Nb ANpPeKTOpa anyHaa nognuco M. O. @.

Mpu nognucaHWW [OKYMEHTA HECKONbKUMW /NLaMu  paBHbIX [O/DKHOCTENW WX MNOAMNUCH
pacrnosiaraloT Ha O4HOM YPOBHE.

B fOKyMeHTax, COCTaB/IEHHbIX KOMUCCUEN, YKa3blBaeTCa CTaTyCc nMua B COCTaBe KOMUCCUN:
npocTaBfieHVeM KOCOW 4epTbl Mepej HaMMeHOBaHWEM [AO/MKHOCTU (406aBNATb Kakue- nM60
MPUCTaBKMN).

Ecnn  aupekTop WAM MHOe YNOJHOMOYEHHOe Ha MoAMMcaHMe [OKYMeHTa /MU0 BPeMEHHO
oTCyTCTBYeT (OTNyCK, 601e3Hb, KOMAaHAMPOBKA) WAM [O/KHOCTb BakKaHTHA, TO [JOKYMEHT
nognNuCbIBaeT  COTPYAHWK,  YMOMIHOMOYEHHbIA  Ha  nojgnucaHue B COOTBETCTBUM  C
pacnopsanTenbHbIM AOKYMEHTOM WAN HAfleNIeHHbIA MOMHOMOYMSAMM, YCTAHOB/IEHHBIMU MPUKa30M
WKoNbl Mnn yupeautens (LOrM), c ykazaHuem CBOeW JO/IKHOCTM 1 NOTHOMOYMS, Hanpumep:

3amecTuTeNb AnpekTopa nognuce M. O. damuing

nnu:

VcnonHsawwmin 06a3aHHOCT M gnpekTopa noanuch WM. O. damunns
nnu

n.0. anpekTopa nognucb N.0. ®amuana

PekBn3nT "lMoAnucb JOMKHOCTHOrO nvua™ MOXET ObiTb OPOPMIEH COBCTBEHHOPYYHO aBTOPOM
JOKYMeHTa (Hanpumep, Npyv HanucaHUM CAYXe6HOW 3anucky 6e3 NPUMEHEHUS TEeXHUYECKUX
cpencTs) NMbo opopmMaeH ¢ UCNONb30BAHNEM TEXHUYECKUX CPEeACTB.

B cnyyae odgopmneHusa peksusumta “MMoAnucb [JOMKHOCTHOrNO uua™ ¢ UCNONb30BaHUEM
TEXHUYECKUX CPefCcTB BUA W pasMep LWpUPTa yKasaHHOro pPekBU3UTa He MOXET OoT/nuMyarbesd oT
BMAa 1 pa3Mepa Wpu@Ta OCHOBHOIO TeKCTa OKYMEHTA.

PekBusut "lMognucb [OMKHOCTHOrO uua"™ oTgensercd OT TekcTa TPeMa WAM  4YeTbipbMA
OA4VHAPHbLIMW MEXAYCTPOYHLIMW UHTEPBaiamMu.

28. lMeyatb
MeuaTb SBNSETCA CMOCOOOM MOATBEPXAEHWS MOANMHHOCTM MNOAMNUCK [AO/MKHOCTHOrO nuua Ha

NOKYMEHTE. [MeyaTb CTaBUTCH Ha OOKYMEHTaxX B cny4daax, npeayCcMOTPEeHHbIX 3aKOHOAaTe/bHbIMN
nnn UHbIMMN HOPMAaTUBHbLIMW MPaBOBbIMU aKTaMW.

[MeyaTb CTaBUTCH Ha CBO60,C||HOM OT TeKCTa MecCcTe, npu 3TOM OTTUCK Nne4yaTn He 3axXBaTblBaeT
NWYHOW NOANWCU [AOMKHOCTHOTO NMUA MOAMNUCABLIEr0 AOKYMEHT, UM B MecTe, 0603HAYEHHOM
«MT1» («MecTo neyaTum»).

B LOKyMeHTax, MOArOTOBMEHHbIX HA OCHOBE YHM(MLMPOBaHHbLIX (HOPM, neyaTb CTaBUTCA B MecCTe,
0603Ha4eHHOM OTMeTKOW "MMM™ nan nHeiM 06pasom.



29. OTmeTKa 06 ucnonHuTene

OTmeTKa 06 mcnonHuTene (aBTOpe) [AOKYMeHTa MPOCTaBASETCA Ha MNUCbMax LWKO/bl B NEBOM
HUKHEM YTy IMLEBOIA CTOPOHbI MOCNeAHEro MCcTa 4OKYMeHTa OT FpaHuLbl 1€BOr0 NOAA UK, Npu
OTCYTCTBUW MECTA, - Ha 0O0OPOTHON CTOPOHE BHU3Y CleBa.

OTMeTKa BKAtOYaeT (Damuanto, MMS, OTYECTBO MWCMOMHWUTENA W HOMep ero TeneoHa, a Takxe
oTMeTKa 00 WCNOMHWUTEeNe MOXET AOMOMHATLCA HaMMeHOBaHWEM [O/MKHOCTU W 3NEeKTPOHHbLIM
afpecoM MCMOMHUTENS.

Mpumep:

ViBaHOoB VBaH BaHOBMY, CNeunanucT Nno oxpaHe Tpyda
(888) 888-88-88, lvanov@mail.ru

30. OTMeTKa 0 3aBepeHUN Konuu

[na nofgTBepXAeHWA COOTBETCTBUA KOMUU (BLIMUCKU U3 AOKYMEHTA) NOA/IMHHUKY AOKYMEHTa Ha
nocfefHemMm nucTe KOMuu (BbIMUCKWM M3 [OKYMeHTa) Moj peksusutom "Tognuck” odopmnsercs
pekBu3nT «OTMeTKa 0 3aBEPEHUM KOMUU».

OTmMeTKa O 3aBepeHuM KOomuu BKIKOYaeT: CNoBO «BepHo», HauMMeHOBaHMe AO/MHKHOCTM fuua,
3aBEpPMBLUEr0 KOMWID, COOGCTBEHHOPYYHYK MOAMWUChL, pacwngpoBky noanucu (MHMLManbI,
thamunnnio), AaTy 3aBepeHns Konuu AOKyMeHTa.

PekBn3nT «OTMeTKa O 3aBEPEHUU KOMUM» MOXET ObiTb O0gopMaeHa OT pyka WM ¢
ncnonb3oBaHmeMm LWITammMa.

[JonyckaeTtcs 3aBepATb KaXAbl IMCT MHOTOCTPaHUYHON KOMUK LOKYMeHTa.

31. OTMeTKa 0 NOCTYNNEHUN JOKYMeHTa

OTMeTKa O MOCTYMN/JIEHUN [OKYMEHTa COLEPXWUT BXOAAWMIA PerucTpauuoHHbIi HOMep W aaty
nocTynneHns AoKymeHTa. [lonyckaeTcs ykKa3aHMe 4acoB WM MWHYT MOCTYNNEHUA [OKYMEeHTa C
3aBepeHnem noAnucaMu 3aMHTepPecoBaHHbIX NNl

OTmMeTKa 0 MOCTYNNEHUN OKYMEHTa MOXET MPOCTaBAATLCA C MCMOMIb30BaHWEM LWTamna.

32. Pe3onouus

Pe3onoumna COfepXUT yKazaHue Mo UCMONHEHUIO JOKyMeHTa. OHa oopmiseTcs Ha CBOGOLHOM
MecTe paboyero nons AOKyMeHTa.

Pesontouns BkAOYaeT B cebs: paMuamnio, MHULKMaNbLI UCNONHUTENs (MCNONHUTENER), NOpyYeHue no
OOKYMEHTY, MOANMCL aBTopa Pe3osiioumnm 1 gaty ohopMIEHNSA Pe30TOLMN.

Pesonoumsa, nNo ycCMOTPeHUIO fiMua, JaloLiero rnopyyvyeHue, MOXXeT BK/H0YaTb B CebA Takxe CPoK
UCMONHEHNA LOKYMEHTA.


mailto:lvanov@mail.ru

