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1. O0mme nostoxkeHNs

1.1. Hacrosiee Ilososxxenue mno Benenuto aenonpousBojsictBa B MAJIOY nmerckuit cam No 147
pazpabotana B cooTBercTBUUM ¢ DeaepanbHbiM 3akoHOM oOT 29.12.2012 Ne 273-®3 "O6
obpazoBanun B Poccuiickoit @enepanuun” B pegakuuu ot 25 mronsg 2022 roga, TOCT P 7.0.97-
2016 «Cucrema craHaapToB 10 uH(popmauuu, OUOIMOTEUHOMY M H3JATENbCKOMY JEIy,
«Opraau3anroOHHO-paCIOPsINTeNbHAS ToKyMeHTanus. TpeboBaHus K 0(pOpPMIICHUIO JOKYMEHTOBY,
a Taroke YcraBom MAJIOVY nerckuii cag Ne 147 u apyruMu HOpMaTUBHBIMU [IPaBOBBIMU aKTaMU
Poccniickoit deneparuy, perinaMeHTUPYOIUMHU IEATEIbHOCTD JOIIKOJIBHBIX OPraHU3alui.

1.2. Jlannoe IlonokeHwe Mo BBEACHHIO neiomnpou3BojcTBa (nanee - [lomoxkenue) obGo3HavyaeT
MpaBWJIa TIOJTOTOBKH W O(OpPMIIEHHUS JOKYMEHTOB B MyHHIIMIIaTbHOM aBTOHOMHO JOIIKOJIHHOM
obOpasoBatesnbHOM yupexaeHun aetckuii cag Ne 147 (manee- MAIOVY nerckuii cam Ne 147),
onpezenseT CTaHAApThl 0QOPMIICHHS] PEKBU3UTOB, OJaHKOB JOKYMEHTOB, COCTABIIEHUS MPHUKA30B,
aKTOB, IOJIOKEHUH, MHCTPYKIUI, a TaKkXKe periaMeHTUpyeT (popMHpoBaHUE A€ U UX TEKyllee
XpaHEHHe, MOJrOTOBKY JOKYMEHTOB M JeN K Iepeiaye Ha apXMBHOE XpaHEHHUE B JIOMIKOJIbHOU
OpraHu3aliiy.

1.3. TlonoxeHue 1Mo BBEACHUIO JEJIONPOU3BOJCTBA pazpaboTaHa B LENSIX YCTAHOBJIEHUS €IMHBIX
TpeOOBaHWN K TMOATOTOBKE, OOpaOOTKE, XpaHEHUI0O H HCIOJH30BAHUIO OOpa3yroIIuXcs B
nesrenbHOCTH MAJIOY perckumit cag Ne 147 m mocTynaromux B y4pexJI€HUE JOKYMEHTOB, a TaKKe
COBEPIICHCTBOBAHUS U NMOBBILIEHUS 3P PekTUBHOCTU AenonpousBoactea MAJZIOY.

1.4. [TonoxeHne pactpoCTpaHAeTCs Ha OPraHU3aIrio paboThl ¢ JOKYMEHTAaMHU HE3aBUCHMO OT BHA
HOCHUTENS, B TOM 4YHCII€ C DJIEKTPOHHBIMH JOKYMEHTaMHM, BKJIOYas IOATOTOBKY, OOpaboOTKy,
XpaHEHHE W HCIOJIb30BAaHHE JOKYMEHTOB, OCYIIECTBISIEMBIMU C IOMOIIBI0O HMH(POPMAIIMOHHBIX
TEXHOJIOTUH.

1.5. Opranuzanuioo, METOJAUYECKOE PYKOBOJACTBO, COBEPIICHCTBOBAHME JEJIONPOU3BOJICTBA U
KOHTpOJIb 3a coOmoneHueM Hactosimero Ilomoxxenus B MAJIOY  nperckuii cam Ne 147
OCYILIECTBJISIET OTBETCTBEHHBIN 3a BeJIEHUE JIETIONPOU3BO/ICTBA.

1.6. IlpaBa um 00s3aHHOCTH pPaOOTHUKOB, OCYIIECTBISIOMUX pPabOTy C JOKyMEHTaMH B
CTpYKTYypHBIX noapazaeneHusix MAJIOY nerckuit cam Ne 147, yctaHaBIMBarOTCA TOJIKHOCTHBIMU
MHCTPYKIHUSMHU WM MIPUKA30M 33aBEIyIOIIETO.

1.7. Cegenus, conepkamuecs B JOKYMEHTaX, MOTYT ObITh HCHOJIB30BaHbI TOJBKO B pabOuux
LEeIsIX B COOTBETCTBUH C MOJHOMOYHMSIMH COTPYIHHUKA, paboTaoliero ¢ JokymeHrtamu. Pabota c
nokyMeHTamu BHe mnomemeHuit MAJIOY nerckuit cam Ne 147 ue pomyckaercsa. Ilpu yrpare
JOKYMEHTOB MPOBOJUTCS CIIy>KeOHasi IPOBEpKa.

1.8. Ilpu yxome B OTIycK, mepeBoje (MepeMelleHHur) Mo paboTe WM B clydae YBOJIbHEHUS
COTPYOHHK o0O0s3aH IepenaTh BCE HAXOMAMAIIMECS Y HEro JOKYMEHTHI HHOMY COTpPYAHUKY,
ompeneéHHOMY B COOTBETCTBHH C yYKa3aHHEM HEMOCPEICTBEHHOTO PYKOBOJUTEINS YBOJIBHSAEMOTO,
YXOJIALIETO B OTIYCK WJIM MEPEBOSAIIETOCS (MIEPEMEIIAEMOT0) 10 padoTe COTPYIHHKA.

1.9. Ilonosxxenue o6s3aTenbHO Asl coOmoaeHus BceMu padotHukamu MAJIOY. BHOBB npuHsThIE
Ha pabOTy COTPYIHUKH, B IOJDKHOCTHBIE 00S3aHHOCTH KOTOPBIX BXOJUT BEJIEHUE JOKYMEHTAIIUU, B
TeYeHHe TPEX pabouux JAHEU co JHS U3JaHUs MPHUKa3a O Ha3HAYCHUH Ha JOJDKHOCTD JIOJKHBI OBITH
03HAaKOMJIEHBI ¢ HacToAmuM [lonoxxenrem o1 noAnuchk.

2. [IpaBuiia NoAroToBKH U 0)OPMJICHUS JOKYMEHTOB

2.1. B pesarensHoctn MAJIOY co3pmaercss KOMIUIEKC OPraHU3allMOHHO PACHIOPSIUTENBHBIX
JOKYMEHTOB: IIPHUKa3bl, IOJOKECHUS, [IPAaBUIIa, HHCTPYKLUHU, PETIIAMEHTHI; IIPOTOKOJIBI 3aCEAaHUI
(coBemaTeNbHbIX, KOOPAMHAIMOHHBIX, S3KCIEPTHBIX M [Jp. OpPraHoB), aKThl, AHAJIMTUYECKUE
CTpPaBKH, JIOKJIAJHbIE U CIYy)KEOHBbIE 3alHMCKH, JOTOBOPBI (KOHTPAKTHI, COTJAILEHHS), JEJI0Bas
(cmyxeOHast) mepenucka M Jp. COCTaBIAIOTCA W OQOPMISIOTCS CHElHabHbIE JOKYMEHTHI,
CBSI3aHHBIE C  IUIAHHpPOBAaHMEM  0Opa30BaTENbHOW  JIEATENBHOCTHM W OCYIIECTBJICHUEM
XO3AWCTBEHHBIX MEpPONPUATHH, BeACHUEM YueOHO-IIearornyeckoro ydera, OpraHu3aluei
JIeTIOTIPOU3BOICTBA AOIIKOIBHOM OpraHu3anuu, ooecrieueHueM OyXraJTepcKoro yJeTa.



2.2. JIoKyMEHTBI MOTYT CO3/1aBaThCsi Ha OyMa)XHOM HOCHTEIE W B JJIGKTPOHHOH Qopme ¢
COOJIIFOJICHUEM YCTAaHOBJICHHBIX NpaBui o(opMiIeHUsT TOKyMEeHTOB. [Ipu co3maHum JOKyMmMeHTa Ha
IBYX U 00Jiee CTpaHUIaX BTOPYIO U MOCIEIYIONIUE CTPAHULIBI HyMEPYIOT.

2.3. HoMmepa cTpaHMI] IPOCTABIISAIOTCS MIOCEPEIUHE BEPXHETO IOJIS JOKYMEHTA Ha PAacCTOSIHUM HE
menee 10 MM OT BepxHero kpas Jjucra. Jlomyckaercs co3laHue JOKYMEHTOB Ha JIMLEBOM U
00OpOTHOM CTOpPOHAX JIUCTA.

2.4. Ilpu 1BYCTOPOHHEM CO3/IaHUU JIOKYMEHTOB IIMPHHA JIEBOT'O IOJISI HA JIMLEBOM CTOPOHE JIUCTA
Y TIPABOTO IOJIsi Ha 00OPOTHOW CTOPOHE JIMCTA JOJDKHBI OBITH PaBHEI.

3. PeKkBH3UTHI I0OKYMEHTOB
3.1. I peKBU3UTOB JOKYMEHTOB, CO3/IaBaeMbIX B JOIIKOJIBHOM OpraHW3ally, YCTaHABJINBAIOTCS
MpaBHiIa U TPEOOBAHMS B COOTBETCTBHH C METOIMYECKUMH pekoMeHaanusMu 1o BHeapenuto [[OCT
P 6.30-2003, yrBepxxnennbie Pocapxusom ot 25 aexadps 2020 r. Ne 199.
3.2. CocTaB peKBU3UTOB KOHKPETHOI'O JOKYMEHTA OIPEAEISETCS €T0 BUJIOM U Ha3HAUYEHUEM.
3.3. Ilpu moarotoBke u odopmieHun A0KyMeHTOB B MAJIOY wucnonb3yroTcs Cieayroime
PEKBU3UTHI:

e Ko GOpMBI JOKYMEHTA;

e HAaWMEHOBAaHHWE YUPEIKICHUS;

e CIIPaBOYHBIE TaHHBIE 00 YUPEKICHUH;

e HAaWMEHOBAaHHWE BHJA JIOKYMEHTA;

e J1aTa JOKYMEHTA;

e PErHCTPallMOHHBIA HOMEpP NTOKYMEHTA;

e CCBHUIKa Ha PETUCTPAITMOHHBINA HOMEDP U JIaTy TIOKyMEHTA,

e MECTO COCTaBJICHUS (M3JaHUs) JOKYMEHTA;

e ajJpecart;

e rpud yTBEPKICHUS JOKYMEHTA,;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa;

e OTMETKa O MPHIJIOKEHUH;

e rpud coriacoBaHus JOKyMEHTa,

e BU3a;

e TOJIMUCE;

e OTMETKa 00 3JIEKTPOHHOM MOAIHUCH;

e [I€YaTh;

e OTMETKa 00 UCIOJIHUTEIIE;

e OTMETKa O 3aBEPEHHU KOIMH;

e OTMETKa O MOCTYIJICHUH JOKYMEHTa;

e  pe3oouus.

4. BraHKH JOKYMEHTOB
4.1. Hokymentsl, co3naBaembie B MAJIOY nmerckuii canm Ne 147, odopmistorcs Ha OnaHkax,
M3TOTOBJICHHBIX HA CTaHAAPTHBIX JUcTax Oymaru ¢popmaroB A4 (210x297 mm) u AS (148x210 mm).
OtnenbHble BUABI JIOKYMEHTOB (TaONMUIBI, CXEMbl, CMEThI) JOIycKaeTrcs oOQOpMIATh C
ucnonb3oBanueM ¢Gopmara A3 (420x297mm). JIOKyMEHTBI, COCTABISIOIINE BHYTPEHHIOIO
NepenucKky, opopMIIIOTCS Ha CTaHAApTHBIX JucTtax Oymarum ¢dopmata A4 (210x297 mm) Ge3
UCMOJIb30BaHUS OJaHKOB.
4.2. KaxxJplil TUCT JOKyMEeHTa, 0(OpMIIEHHBIN Ha OJaHKe MM 6e3 Hero, J0JDKEH MMETh MO He
MEHee:

e 20 MM - nIeBOC;

o 10 MM - mpaBoe;

e 20 MM - BEpXHEE;

o 20 MM - HHXKHEE.



4.3. JlokyMeHTbl AnuTeNbHbIX (cBbllie 10 J€T) CpOKOB XpaHEHUsS JOJDKHBI UMEThH JIEBOE I10JIE HE
MeHee 30 mm.
4.4. Bunpl 61aHKOB IOKYMEHTOB, IPUMEHSEMBIX B JIOY:

e 0OmMiA OJIAHK;

e OJIaHK IIHCHMA;

e ONaHK KOHKPETHOTO BHJAa JOKyMeHTa (ONlaHK MpHKas3a, OJNaHK pPacHoOpsHKEHUs, ONaHK

MPOTOKOJIA U JIP.)

4.5. O6pa3ipl pa3paboTaHHBIX W npuMeHseMbix B MAJIOY OnaHKOB IMOJIEKAT BKIIOYCHHUIO B
[Tonoxxenue mno BBeneHuto nenomnpousBoactBa MAJIOY nerckuit cam Ne 147 B kauectBe
MPWIOKEHUH (pujiokeHue 3 Ha 3 ucrax).

5. Ilpuka3spl

5.1. Tlpukazamu oQOPMIISIOTCA pEIICHHs 10 ONEPATUBHBIM, OPTaHWU3AIMOHHBIM, YYEOHBIM,
KaJIpOBBIM (TpuiioxkeHue 2) u apyruM BonpocaM padotel MAJIOY nerckuii cag Ne 147.

5.2. TIpoekThl TPUKA30B TOTOBSIT OTBETCTBEHHBIE WCIIOJHUTEIN HA OCHOBAaHWU TOPYYCHUM
TUPEKTOPa, ero 3amectuteneil. [I[poekThl mMpUKa30B MO JUYHOMY COCTAaBY TOTOBHUT CIEIHAIIUCT TI0
KaJipam.

5.3. B mpukaszax TeKCT uznaraetcs oT rnepBoro juia enuactBeHHoro uncia («I[IPUKA3BIBAIOy).
5.4. Tekcr mnpukasa MOXET COCTOSTh M3 JBYX 4YacTeil: KoHcTatupyroued (mpeamOyisl) u
pacnopsAUTENbHOM.

5.5. B xoHcTaTupyromeld YacTH KpaTKO U3JIaraloTcs IMeMd W 3anadd, (akTel U COOBITHS,
MOCIYKUBIIIME OCHOBAHWEM I M3JIaHKs npukaza. OHa MOXKET HaYMHAThCs cioBamu "B memnsax",
"B cootBerctBun", "Bo ucnomnenune", m T.n1. Ecnum mpukas u3gaeTcs Ha OCHOBAHHUM JPYroro
JOKYMEHTA, TO B KOHCTATHPYIOLIEH YaCTH YKa3bIBa€TCs HAMMEHOBAHUE ITOrO IOKYMEHTA, €ro JaTa,
HOMep | 3arosioBok. [IpeamOyna B mpoekrax mpuka3zoB 3aBepiraercs cioBoMm «[IPUKA3BIBAIO»,
KOTOpOE MeyaTaeTcs 3arjiaBHbIMA OyKBaMH.

5.6. PacnopsiaurenbHas 4yacTh JOJKHA COJAEPXKATh MEPEUUCIICHUE MPENNUChIBAEMbIX JIEHCTBUI ¢
yYKa3aHUEM HCIOJIHUTENS KaXIO0ro IeMCTBUS W, NMpPU HEOOXOAMMOCTH, CPOKOB HCIIOJIHEHUS.
PacniopsinuTenbHasi yacTh JENUTCS HA MYHKTHl M MOJIMYHKTBHI, KOTOPbIE HYMEpPYIOTCS apaOCKUMU
uuppamu. [leiicTBUS OJHOPOIHOTO XapaKTepa MOTYT ObITh EPEYUCIICHBI B OJJHOM ITyHKTE.

5.7. B xauecTBe UCIIOJIHUTENEH YKa3bIBAIOTCS JIMIIAa OTBETCTBEHHbBIE, HA3HAYEHHBIE PYKOBOUTEIIEM.
5.8. Ecnu npuka3 u3MeHseT paHee U3JJaHHbI JOKYMEHT (IIYHKThI IOKYMEHTa), TO OJUH U3 IIYHKTOB
pacnopsaUTENbHOM YacTH TeKCTa JOKEH COJepkKaTh CChUIKY HAa U3MEHSEMbIN TOKYMEHT (IIyHKTHI
JOKYMEHTA) C YKa3aHHUEM €ro JaThl, HOMEpPAa U 3arojioBKa.

5.9. Ecnu mpuka3 OTMEHsIeT JEHCTBHE paHee W3JaHHOTO JOKyMEHTa (IIYHKTOB JIOKYMEHTa) C
ONPENIETICHHOM 1aThl, TO OJUH U3 IIYHKTOB PACIOPSAUTEIbHON YaCTH TEKCTa JIOJKEH HAUYMHATHCA
cinoBamu "[lpu3HaTh yTpatuBIIMM CHily...", Jajee yka3blBaThbCsl J1aTa, HOMEP M 3arojIOBOK paHee
W3JIaHHOTO JIOKyMEHTa (MyHKTa JOKYMEHTa), a TaKXke JaTa, ¢ KOTOPOM OTMEHsIeTCs ero JeHCTBHE.
Ecnu npata we yka3zaHa, TO JeiCTBHE paHee H3JAHHOTO JOKyMEHTa (IyHKThl JIOKYMEHTa)
OTMEHSIETCS ¢ JaThl U3AaHKS HOBOTO MpHUKa3a.

5.10. Eciiu npuka3 OTMEHSIET paHee U3/IaHHbI JOKYMEHT C MOMEHTA U3/IaHHMsl, TO OJUH U3 IIyHKTOB
pacnopsiAMTENIbHOM YacTH TEKCTa JOJDKEH HayMHaThesl ciaoBamMu "OTMEHUTH..." W yKa3bIBaThCS
JaTa, HOMEp U 3aroJIOBOK paHee U3JJaHHOTO JOKYMEHTA.

5.11. Ecnu nmpuka3 mpeamnoJiaraeTcsi BBECTH B JIGHCTBUE HE ¢ MOMEHTA €ro M3AaHUs, HEOOXOIHUMO
yKa3zaTb CPOK BBeJEHUs ero B jaeiictBue. [locienHuil MyHKT pacnopsIUTEIbHOM YacTH MOXKET
COJIEpXkaTh CBEICHUS O JOJHKHOCTHOM JIMIIE, HA KOTOPOE BO3JIAraeTcsi KOHTPOJb 3a UCHOJHEHUEM
MpUKas3a.

5.13. TIlpuka3el noamuceiBaroTcs ToJbKO 3aBenytromuM MAJIOY nerckuit canm Ne 147 umm
pabOTHUKOM, HCTIOTHSIOIIUM €ro 00sS3aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a O00OecredyeHrne CBOCBPEMEHHOW M Ka4eCTBEHHOW MOJTOTOBKH MPOEKTOB
MPUKAa30B U HMX COTJIACOBaHHE C 3aMHTEPECOBAHHBIMH PAOOTHUKAMHU W OpraHU3alMsIMU HECYyT
aBTOPBI TPOEKTA MPUKA3A.



5.15. PerucrpanioHHble HOMEpa IPUCBAMBAIOTCS IPUKa3aM IO MOPSAIKY HOMEPOB B IIpenenax
KaJIEHJapHOTO ro/a.
5.16. Jlata peructpauuu nmpukasa siBJasieTCs JaTO ero Mo mucaHusl.

6. IIpaBunJa, n0J105keHUs], HHCTPYKIHMHU

6.1. IIpaBmiia — HOpMaATUBHBINA AKT, ONPEAEISIOUINI MOPAJOK KaKOro-iubo BHUJA JESTEIBHOCTH,
YCTaHABJIMBAKOUIMNA WIIM 3alPEIIAIOIINN OTIPEACIICHHOE TTOBEICHHUE.

6.2. [TonoxeHne — HOPMATUBHBIN aKT, JETAJILHO PErJIaMEHTUPYIOIINI IPaBOBOM CTaTyC, MOPSIIOK
OpraHM3aliy U MpoLeaypy KaKoro-imoo Buja J1esSTeIbHOCTH.

6.3. UHcTpyKuusi — HOPMATHMBHBIM aKT, M3JaBacMblii B LEISAX Pa3bSICHEHUS M OIPEICIICHUs
MOPsIIKa IPUMEHEHHUsI COOTBETCTBYIOLIETO HOPMATUBHOIO aKTa JIMOO C LENbI0 YKa3aHUsS HOPM O
crioco0ax BBITIONHEHUS OTIPEICTICHHBIX OTIepaIiiil (IeHCTBUIA).

6.4. [IpaBuna, Moj0XKeHUs,, MHCTPYKIIUU NMPUHUMAIOTCS (B 3aBUCHUMOCTH OT BHJa JIOKYMEHTAa) Ha
[legarornueckom cosete, 3acemanusax IIpodcorozHoro komurera (mpu Hamuuuu), OOmKUM
cobpanrueM paOOTHUKOB U YTBEPKIAIOTCS 3aBEAYIOIINM.

6.5. IlopsaoK MOATOTOBKH MPOEKTOB MPaBUJ, MOJIOXKEHHS, MHCTPYKLIUU COOTBETCTBYET OOIIEMY
MOPSIIKY MOJArOTOBKU MpoeKToB npuka3oB MAJIOVY nerckuii cag Ne 147.

6.6. TekcT mpoekTa MOJIOKEHMsS], MPaBUJI, MHCTPYKIMM IeyaTaeTcs Ha YHUCTOM JIMCTe Oymaru
dbopmata A4.

6.7. OTIUYUTETHHBIMU XapaKTEPUCTUKAMU TEKCTOB IIPABUJI, MOJ0XKEHHS, HHCTPYKIIUU SBIISIOTCS:

e TOYHOCTb NMPUMEHSAEMBIX (POPMYITHPOBOK O€3 HCIOIB30BAHUS CIOB M MOHATHUN, HMEIOIINX
MHO>KECTBEHHBII CMBICIT;

e HCIOJIb30BaHUE KOPOTKHUX MPEIIOKEeHNUH, OOUIETIPUHATHIX BBIPAKEHUN U CBSI30K, MpPH
HEOOXOIMMOCTH - MPEIBAPUTENILHOE OIpPEAEICHHE HCIOIb3yEeMbIX MOHSATHH, COKpAIICHUIH,
ab0OpeBuaryp;

e OINHCAHHWE BCEX BO3MOXKHBIX BapHAHTOB COOBITUH M COOTBETCTBYIOLIMX UM BapUAHTOB
JEHCTBUM, T.€. TIOJHOTA MPECTaBIeHU HHPOpMaIUu;

e CTPYKTYpUPOBAaHHOCTb TEKCTAa C LEJIbI0 JOCTH)KEHHUS HAWIydllled IOCIIeI0BAaTEIbHOCTH
W3JI0KEHUS MaTepuana;

e MUHUMH3ALUSA TEKCTAa C MOMOILIbI0 MPUMEHEHUs 0000mmeHuil (0030poB MpenoiaraeMbix
JEHUCTBUI) U IPUMEHEHNE TIePEUYHNCIICHHH (3a/1a4, ATAaroB, YCIOBUH | T.1I.).

6.8. B 3aBHCHUMOCTH OT CJII0)HOCTU U 00BbeMa pa3padaTbiBa€MbIX MPABUIL, TOJI0KEHHS], HHCTPYKLUU
- TEKCT JOKYMEHTa JEJIUTCS Ha TJIAaBbl, IYHKThl U MOJAMYHKTHI. [J1aBbl JOKHBI UMETh HA3BAHMSL.
Hymepanus npousBoautcs apabckumu nudpamu.

7. IIpoTokoJ 3acenanus (COBeIIaHUA)

7.1. IIpoTOKONI — JOKYMEHT, B KOTOPOM (UKCHUPYETCsl XO0J OOCYKIECHUS BOIPOCOB U NMPUHATHS
peleHit Ha coOpaHMsIX, COBEIAHUAX, KOH(DEPEHIMAX 1 3acelaHUsIX KOJUIErHabHBIX OPraHoOB.

7.2. Ilporokon 3acemanus (coBemiaHus) - (mgajee - MPOTOKOJ) O(GOPMIISIETCS HAa YUCTOM JIUCTE
Oymaru opmata A4.

7.3. PekBU3UT - "TeKCT JOKyMeHTa". PEKBU3UT COCTOUT U3 IBYX YacCTEil: BBOJIHON U OCHOBHOM.

7.4. Bo BBOAHOM  YacTM  yKa3bplBalOTCA  MHULMAIBL, (QaMWIMH U JIOJDKHOCTH
IpeJceaTelbCTBYIOIIEr0, CeKpeTapsl, MPUCYTCTBOBABIINX HA 3aCE€AAHUU U, NPU HEOOXOIUMOCTH,
JIMILL, IPUTJIAIIEHHBIX Ha 3acejaHue (COBEIIaHue).

7.5. BBojmHas uYacTb NPOTOKOJA 3aKaHYMBAETCA IIEPEYHEM PacCMaTPHUBAEMBIX BOIPOCOB,
IIEPEUUCIICHHBIX B TOpSAAKE UX 3HAYMMOCTM C YyKa3aHWEM JOKJIAJUUKa TIO0 KaXJIOMy
paccMaTpuBaeMoMy Bompocy. Borpocsr popmynupyrores ¢ npemsiorom "O" ("O6"), nedatarorcs oT
T'PaHUIIBI JIEBOTO MOJIS U HYMEPYIOTCA apaOCKUMH LU(paMH.

7.6. OcHOBHasl 4yacTb INPOTOKOJIA COCTOUT U3 Pa3/EIOB, COOTBETCTBYIOIIMX PACCMATPUBAEMBIM
BOIIPOCAM M MX HyMEpaLUU.

7.77. TekcT NpOTOKOJA H3JAraercs OT TPETHEro JIMLA MHOXECTBEHHOro uucna (“caymanun",
"BpICcTynIM", "mocTaHoBUIN", "permnian").



7.8. IIpoTOKOJI MOAMMUCHIBACTCS JIMIIOM, MPEIACENATeIbCTBOBABIINM Ha 3acelaHuU (COBEUIAHUU), U
cekpeTapém 3acenaHusi (CoBEIIaHus).

7.9. Ilpu OTCYTCTBUM CEKpeTapsi 3acelaHus, B TOM YHCJIE IPU IPOBEAECHUU OIEPaTUBHBIX
COBEILIaHUH, IOIYCKAaeTCs NOANNCAHUE TIPOTOKOJIA TOJIBKO MPEACENATENbCTBYIOINUM.

7.10. Tekct mpoTOKOJa JNOJKEH OBITh MOATOTOBJIEH HE MO3JHEE TPEeX IHEH cO IHS 3acelaHws.
HpO@KTI)I COOTBCTCTBYIOIIHX ITYHKTOB IMPOTOKOJIa BU3HPYIOTCA JOJIDKHOCTHBIM JINIIOM
OTBCTCTBCHHBLIM 3a IIOATOTOBKY.

7.11. [lata npoToKoJia JOJKHA COOTBETCTBOBATh JHIO IIPOBECHUS COBELIaHMs (3acelaHusl).

7.12. Konuu mNpOTOKOJIOB PAaCChUIAIOTCS 3aUHTEPECOBAHHBIM OPraHU3alUsAM U JIOJDKHOCTHBIM
JUIAM B COOTBETCTBUU C YKa3aTeJeM pPACCBUIKH, KOTOPBIA COCTAaBJISET CEKpeTapb 3acelaHMs
(coBemianusi).

8. Ilnan
8.1. Ilman — MOKyMEHT, ycTaHaBIMBAIOUIUI NIepedeHb HAMEUEHHBIX K BBITIOJHEHUIO MEPONPUITHH,
WX MOCJIeIOBATEIILHOCTh, 00bEM, CPOKH, OTBETCTBEHHBIX MCIIOTHUTEICH.
8.2. Ilman odopmisiercss Ha mnucrte Oymaru ¢opmata A4 ¢ HCIOIB30BAHHEM  CIIEIYIOIINX
PEKBU3UTOB:

e HAMMCHOBAHME HIKOJIbI,

e Tpud yrBepKAEeHUS JOKYMEHTA;

e J1aTa JOKYMEHTA;

e PErUCTPAaLlMOHHBIA HOMEP TOKYMEHTA;

e HAaWMMCHOBAaHHEC BUJAa JOKYMCHTA,

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTA;

e HAaWMEHOBAaHWE JIOJDKHOCTH;

e TIOJIHCH.
8.3. PexkBusut — "TekcT qokymMeHTa" 0hopMIISIETCsS B BUIE TaOIHIIBI ¢ Tpadamu:

e HOMEp NYHKTA IJIaHa;

e HAWMEHOBAaHUE MEPOIPHSTHS;

e CPOK HCIIOJIHCHHS,

e HCIIOJIHUTEIIb;

e TIpUMEYaHUE.

9. Otuer
9.1. OTdyer — NOKYMEHT, COJACPKAIINI CBEICHUS O pe3yJbTaTaxX JAEATEIbHOCTH 3a OINpPEICICHHbIN
MEePHO]l BPEMEHH, BBITIOJIHEHUN MEPONPUITUNA, TOPYYSHUH, 3aJaHUIA, TIIIAHOB.
9.2. OtueTsl, TpeaOCTaBIsIEMbIE B OpraHbl TOCYJapCTBEHHOW BjacTh (B TOM YHCIIE B OpraHbl
rOCyIapCTBEHHOW  CTaTUCTUKHM) W  HMEIOIIME  YCTAHOBIEHHYIO  IPABOBBIMH  aKTaMH
rOCyIapCTBEHHBIX OPraHoOB (OpMY, CO3/1al0TCS MO YCTAHOBJIEHHOM TOCYIapCTBEHHBIMH OpPraHaMu
dhopme U B ONIpeIcTIEHHOM UMM TTOPSIIKE.
9.3. Oruérbl, npenocTaBiIsieMble COTPYJHHKaAaMU JETCKOTO caja B XOJE BHYTPEHHErO
B3aMMO/ICHCTBUS, CO3/IAIOTCS IO MTPaBUJIaM, YCTAHOBJIEHHBIM TSI CO3JIaHUS CITY)KEOHBIX 3aIHCOK.
9.4. Otuetrsl oopmisitoTcss Ha jucte Oymaru ¢opmara A4 C HUCHOJIB30BAHUEM CIETYIOLIMX
PEKBU3HUTOB:

e HaUMEHOBAHUE YUPEKJICHUS;

e JlaTa IOKYMEHTA;

e PEruCTpPaLMOHHBIA HOMEP TOKYMEHTA;

e HaWMEHOBaHUE BUJA JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT IOKYMEHTA;

e OTMETKa O MPUJIOXKEHUH (ITPH HATHYUNH);

e HaMMCHOBAHUE JIOJLDKHOCTH;



e TIOJIUCH.
9.5. B Texcre otuéra B 00s3aTEIBHOM MOpPSIKE IOIKHO COJAEPIKAThCS YKa3 Ha JEATENbHOCTb,
MEpOIIPUATHE, BBIAAHHOE IOpPYYEHME, 3a/JlaHuE, MYHKT IUIaHA, MOJJIeXkAllUi BBINOJIHEHUIO, U
pe3yabTaT O BBINOJHEHHHM, B TOM YHUCJIE C YKAa3aHMEM Ha COOJIOJEHUE WIM HapyLICHHE
UCIHOJIHUTENBCKOW  JUCLMILJIMHBI, YCTAaHOBJIIEHHBIX CPOKOB HCIIOJIHEHUS U  HaJylexKallee
npenocTaBieHne  MHQOpPMALWU, HEOOXOAMMBIX  MaTepHaioB  (TPOEKTOB  JOKYMEHTOB)
COMCIIOJIHUTENSIMH (IIPH YYACTHUH HECKOJBKUX HCIIOTHUTENEH).

10. IMucsmo
10.1. Ilucrma roTOBSATCS KakK:
e OTBETHI O BBHITIOJTHEHUH MOPYUYEHUN BBIIIECTOSIIINX OPTaHOB UCTIOIHUTEIBHON BJIACTH;
e OTBETHI Ha 3aMPOCHI OPraHU3AIMM, IPEATPUITHI U YACTHBIX JIUIL;
e VHUIIMATUBHBIC MHCHMA.
10.2. Cpoxu mOATOTOBKH OTBETHBIX MTUCEM:
e ¢ KOHKPETHOW JJaTOW MCIIOJIHEHUS, YKa3aHHOU B JIOKYMEHTE, - B YKa3aHHBIN CPOK;
e B cootBeTcTBUU ¢ DenepanbHbiM 3akoHOM OT 2 Mas 2006 roma Ne 59-@3 «O mopsinke
paccMoTpeHust oopaienuii rpaxaan Poccutickoit deneparuu, B COOTBETCTBUU CO CTAaThel
12 ITucemeHHOe OOpalleHue MOCTYNHUBIIEE NOHKHOCTHOMY JIMIy B COOTBETCTBUHU C HUX
KOMIIETEHIIUH, paccMarpuBaeTcss B TedeHUH 30 JHEW CO HSA PErHCTpaldil MHChMEHHOTO
oOpareHusl.
10.3. TekcThl OTBETHBIX MUCEM JOJKHBI TOYHO COOTBETCTBOBATH 3aJaHUSIM, 3a)UKCHPOBAHHBIM B
pesomonr. CpoKu MOATOTOBKYA MHUIIMATUBHBIX MTHUCEM OTPEICIISIFOTCS CaMOCTOSITEIHbHO aBTOPOM
MPOEKTa MUChMa C YIETOM HEOOXOIUMOCTH pEelIeHUs] KOHKPETHBIX 33/1a4 U (MJIH) B COOTBETCTBUH C
TpeOOBaHUAMHU 3aKOHOAATENBCTBA, MOPYUYECHUSIMHU HEMOCPEICTBEHHOTO PYKOBOIUTEIS.
10.4. Tlucema mneuatatorcs Ha Omanke mucbmMa MAJIOY nerckuit cam Ne 147 ¢ yrioBeiM
PacIoJI0KEHUEM PEKBU3UTOB.
10.5. JlomosHUTENFHO K pEKBH3UTaM OjaHKa mHchMa Npu OGOPMIICHHH MHCEM B IOy
HCIIOJIb3YIOTCA CIAEAYIOIINE PEKBU3HUTHI:
e ajpecar;
e 3aroJIOBOK K TEKCTY;
e TEKCT JIOKYMEHTA;
e OTMETKA O MPHJIOKEHUU;
e BU33;
e TIOJIHUCH.
e OTMETKa 00 HCIIOJIHUTEIIE.
10.6. IIpu odopmienun muchbMa Ha ABYX M 0oJiee CTpaHUIIAX BTOpask U MOCIEAYIOUIUE CTPAHUIIBI
HYMEpYIOTCSI IOCepeIMHE BEPXHETo MOJIs JINCTa apaOCKUMU U pami.
10.7. IluceMa NOAIUCHIBAET 3aBEAYIOIIUNA WU PAOOTHUKHU, YIIOJHOMOUYEHHBIE TPUKA30M.
10.8. CnyxeOHble 3alUCKU
10.9. B menax ocymecTBiI€HUs B3aUMOJEHUCTBUS MEXIY COTPYOHHUKAMH B paMKaxX BHYTPEHHEIO
JOKYMEHTOO0OpOTa B J0y MPUMEHSIOTCS Ciy:KeOHble 3amucku. Ciy:keOHble 3aliCKU SBIISIOTCS
CIpPaBOYHO-UH(OPMAIIMOHHBIMU  JIOKyMEHTaMHU. ABTOpaMU CIYXKEOHBIX 3alHCOK SBISIOTCS
cotpynauku MAJIOY nerckuii cag Ne 147.
10.10. CnmyxeOHasi 3alTUCKa MOXET COCTABISTHCS MO YKa3aHUIO PYKOBOJCTBA WM TIO MHHUIIMATHBE
KOHKPETHOTO COTPY/JIHHUKA.
10.11. Ilpu opopmiieHnu ciay:ke0HOM 3anHCKU 0(POPMIIIOTCS CIAETYIOIINE PEKBU3UTHI:
e ajpecar;
e JaTa JIOKYMEHTA;
e HaWMEHOBaHUE BUJA JIOKYMEHTA;
e  3aroJIOBOK K TEKCTY;
e TEKCT JIOKYMEHTA;
e OTMETKAa O MPUJIOKEHUH (IIPHU HATHYUN);



e HAMMEHOBAHHE JOJHDKHOCTH;
e TIOJIUCE.
10.12. CnyxeOHbIe 3alTUCKA MOTYT CO3/IaBaThCs Ha OyMaKHOM HOcHTEJE U (WIH) B 3JICKTPOHHOM

dopme.

11. loBepeHHoOCTH

11.1. HosepenHocts Bbiaaércs corpyaaukam MAJIOY nmerckuit camg Ne 147 u odopmisercs mo
MpaBUjiaM, YCTAHOBJIEHHBIM HacTosiuMm [lonmoxkennem st muceM, ¢ Y4€TOM TpeOOoBaHUI
rpaXkJaHCKOTr0 3aKoHoAaTenbcTBa Poccuiickoit deaepanuy U HaCTOSIIETO pa3aeia.

11.2. TIpoekT MHOBEPEHHOCTH TOATOTABIMBACTCS W BU3BHPYETCS COTPYAHUKOM, KOTOPOMY
JIOBEPEHHOCTh OYyJIET BblJjaHa, [10CJIE Yero NnepeiaéTcsl Ha NOIUCaHUe JOBEPUTEINIO.

11.3. JloBepeHHOCTh TOMNHCHIBACTCS 3aBEIYIONIUM WU JIUIIOM, OCYIIECTBISIONIUM €0
MTOJIHOMOYUS (MCTIOJHSIIOIIUM 00S3aHHOCTH ), U CKPEIUISETCS IIeYaThio TOIIKOJIbHONW OpraHu3aliiy.

12. JloroBopbl, coryiameHusi, KOHTPAKTHI

12.1. JloroBopsl, coriamieHusi, KOHTPAKTHI (J1ajee - JOTOBOPHI) MOATOTABINBAIOTCS B COOTBETCTBUHU
¢ TpeOOBaHUSIMU T'PAKIAHCKOTO, TPYIOBOTO, OFOPKETHOTO M MHOTO 3aKOHOIaTeNhcTBa Poccuiickoit
denepanun, B 3aBUCUMOCTH OT PETYIHUPYEMBIX JIOTOBOPOM MPABOOTHOIICHUH W 00s3aTEILCTB
CTOPOH.

12.2. Tlpoexkt poroBopa TOJTOTABIUBACTCS PYKOBOIUTEIEM C YYETOM HEOOXOIUMOCTH
CBOEBPEMEHHOTO U Ka4eCTBEHHOTO 00€CIeYeHHs] NCIIOJIHEHUS! CBOMX MOJIHOMOYMH (00s13aHHOCTEH,
(GyHKIIHIT), TOJITHOMOYHH 10y B LIETOM.

12.3. IIpoekt moroBopa MOArOTABIMBAECTCS PYKOBOJMTEIEM COBMECTHO CO CHEHHAIMCTOM, K
GyHKIMAM (MOJTHOMOYHSIM) KOTOPOTO OTHOCUTCSI PEIICHHE BOIMPOCOB, SBISIOLIUXCA MPEIMETOM
JIOTOBOPA, UM UHBIM COTPYIHUKOM I10 MIPSIMOMY YKa3aHHUIO 3aBEIYIOLIETO.

12.4. HeoOxoammasi [j1st TOATOTOBKH MPOEKTA IOTOBOpa HHQPOpMaIHUsi COOMpPAETCss OTBETCTBEHHBIM
JUIOM (KOHTPAKTHBIM YIPABJISIOUIMM) B MOPSAIKE paboyero B3auMMOJICHCTBHS C Y4€TOM IpaBHIL,
YCTaHOBJIEHHBIX HacTosuM IlosoxxeHuem.

13. Akt

13.1 AKT — 3TO JIOKYMEHT, KOTOPBIH MOATBEP)KIACT YCTAHOBJICHHE KaKOro-To (pakrta, COOBITHS,
KOTOPO€ MPOU30LIIO0 B MPOLUIOM WJIM UMEET MECTO B HACTOSIIEM. AKTBI JIEJIATCS Ha HECKOJIbKO
BHJIOB B COOTBETCTBUM CO CBOUM COJECPKAHUEM U HA3HAUCHUEM:

aKkThl TpUeMa-Niepeaun: NPUHUMATh M IepeJaBaTh MOTYT BBIIIOJHEHHBIE Pa0OThI, OOBEKTHI,
MaTepuaibHbI€ LICHHOCTH, J€J1a U JOKYMEHTBHI;

aKThl OCMOTpa: OCMOTp MPOBOJSAT B LENSX MNPOBEPKU COOIIOACHHUS TEXHUKH O€30MacCHOCTH,
MIPOTUBOMOKAPHOH 0€30MMaCHOCTH, COCTOSIHUH YCIIOBUIA TPy, Pe3yabTaTOB JIEATEIbHOCTH;

aKThI UCTIBITAHUIA: TTOIBEPTraThCsl UCIIBITAHUIO MOTYT 00pasiibl, CHCTEMbI, TEXHOJIOTHH;

aKTbl PEBU3HUM U UHBEHTapHU3aLUii;

aKTbl PacciieJOBaHUU aBAPUN U HECYACTHBIX CIIy4aeB;

akThl 00 OTKa3e OT MOJNUCH: HAIIPUMEp, MOANKCH, TOATBEPKAAIOIIECH 03HAKOMIICHUE C MPUKA30M;
aKThI O JINKBUAALIMYU TIPEAPUATHUS.

13.2 AKT sBAsieTCsl BHYTPEHHHUM JOKYMEHTOM JOIIKOJIHHON 0Opa3oBaTeNbHON OpraHu3alnud u
MOXET MPEABABISATHCS MO 3aMpOCy FOCYJapCTBEHHOIO OpraHa, OpraH MECTHOTO CaMOYIIPaBIICHHUS,
HaJ[30pHOr0 OpraHa Wid COOTBETCTBYIOUIETO JOJKHOCTHOTO JIMIIA.

13.3 CornacHo CyIIeCcTBYIOIIEMY 3aKOHOAATEIbCTBY, aKT JIOJDKEH XPAHUTHCS B OpraHu3aiuu (ee
apXUBHOM OTJeNE, celide u mp.) B TEeUeHHUEe TPEX JIeT. ITO B CIydae, eCiiv COTPYAHUKH He paboTaroT
BO BPEJHBIX YCIOBHUSIX.

13. lIpyHUMOIBI OPraHU3AL UM JOKYMEHT0000poTa

13.1. B 10KyMEHTOOOOPOTE BBIACISIOTCS CIEAYIOIIME JIOKYMEHTOIMOTOKM: TOCTYIAromas
JOKYMEHTalus:  (BXOJsIlas), OTIpaBisieMas JOKYMEHTalus  (MCXOAdAIIasl), BHYTPEHHAA
JOKYMEHTALHS.



13.1. B cocraBe BxOIfIled M HUCXOASIIEH JTOKYMEHTAllMM MOTYT BBIAEIATHCA JOKYMEHTHI,
MOCTYMUBIINE W3 BBIMIECTOALINX, MOIPSIHBIX, MEIUIIMHCKUX M JPYrUX OpraHU3alHii, OpraHoB
MECTHOTO CaMOYTIPaBJICHUs, OOpaIIeHus TpaXaaH.

13.3. OOpamienust TpaxJaH PETUCTPUPYIOTCA M (OPMHPYIOTCS B JieNla OTIACNBHO OT APYIHX
JOKYMEHTOB 00IIe00pa30BaTeIbHON OpraHU3aIlHH.

13.4. B mkone nocraBka U OTIpaBKa JJOKYMEHTOB OCYILECTBIISIETCS CPEACTBAMH IOYTOBOW CBA3H,
AJIEKTPOHHOM CBSI3U, @ TAKXKE IO CHUCTEME AJIEKTPOHHOTO J0KymeHToobOoporta (maiee - COJI). C
MOMOIIBIO TIOYTOBOM CBSI3M B 0OLICO00pA30BATEIbHYIO OPraHM3alMI0 JOCTABISETCS MHChMEHHAS
KOPPECTIOH/ICHIIHS B BUJIE MTPOCTHIX MUCEM, 3aKa3HBIX IHCEM, IMIOYTOBBIX KapTOYeK, OaHaeposieil n
MEJIKHX ITaKETOB, a TAK)KE NICUaTHBIE U3/IaHHSL.

14. IlepBuyHas 00padoTKa MOCTYNAIOIIUX IOKYMEHTOB
14.1. JlokyMeHTBI, TMOCTYyMAIOIIME B WIKOJIY, TEPENalOTCs Ha PETUCTPAIUI0 CEeKpEeTapro
o011eo0pa3oBaTeIbHON OpraHu3aliid U MPOXOJAT MEPBUYHYIO O00pabOTKYy B JIeHb MOCTYILIEHUS,
IIpH MOCTYIUIEHUH B Hepabouee BpeMs - Ha cieyroluii padounii neHs. [Ipu nepBuyHOii 00paboTke
JOKYMEHTOB TpOBEPSETCS NPaBUIBHOCTH ajapecoBaHus. OMmMOOYHO TNMOCTYHNUBIINE JOKYMEHTBI
MepEChUIAIOTCS 110 MPUHAIIEKHOCTH WK BO3BPAIIAIOTCA OTIPABUTEINIO.
14.2. JTokymeHnTsl, nocrynusmue ¢ otmetkamu "Cpouno", "Bpyunts Hemeienno", "OnepatuBHo',
HE3aMeUINTEIbHO MPOXOISAT MEPBUUHYI0 00pabOTKy M JIOKJIAJbIBAIOTCS 3aBEYIOLIEMY WIH B
Cllydae ero OTCyTCTBHS — HCIIOIHSIONIEMY O00S3aHHOCTH.
14.3. TloctynuBiKe TelerpaMMbl MPUHUMAIOTCS MO/ MOJMUCH C MTPOCTABICHUEM JAaThl U BPEMEHHU
IpreMa, perucTpUpyrTCs M0 TEM e MpaBUiIaM, YTO U MUChMa.
14.4. DnexkTpoHHBIE COOOIIEHHUsS, aaPECOBAHHBIC PYKOBOJHWTEIIO WM HAMPAaBICHHBIE B aJpec
MAJIOY nerckuii cag Ne 147, pacrnedarsiBaloTCs M TOKJIAIBIBAIOTCS 3aBEAYIONIEMY WM B CiIy4ae
€ro OTCYTCTBUS — HCIIOJIHSIOIIEMY 00sI3aHHOCTH.
14.5. DnexTpoHHbIE COOOIIEHHUS, 3aBEPEHHBIC AIEKTPOHHOH IMOIIMHUCKHIO, TIOJIekKAT 00paboTKe 1o
MpaBUJIaM, IPETyCMOTPEHHBIM ISl IOCTYMaroueil (BXos1e) JOKyMEeHTalNH.
14.6. TloctynuBmas (BXomsmias) JOKYMEHTAIlUS pacHpenessieTcss Ha pPErHCTpupyeMble U HeE
MOJUIEKAIUE PETUCTPALIUU JOKYMEHTHI.
14.7. He noanexart peructpaiuu:

e [IPUIJIACUTEJIbHBIE, IO3APAaBUTEIIbHBIC TUCbMA U TEJIETPAMMBbI;

e OHUJETHI;

e IUIAHBI U MPOTPAMMBI CEMHUHAPOB, KOHPEPEHIUI U JPYTUX MOJOOHBIX MEPOIIPUSITHIA;

e JIOKYMEHTBl MO OyXrajarepckoMy y4eTy, MaTepuaibHO-TEXHHUYECKOMY O00eCleueHHUIo,

IJIAHOBBIE U (PUHAHCOBBIE TOKYMEHTBI, OCTYIAIOIINE 6e3 COMPOBOIUTENILHOTO MHChMA;

e pEKJIaMHbIE, KOMMEPYECKUE NTPEATI0KEHUS, B T.4. IOCTYINHUBILHE 110 3IEKTPOHHOU MTOYTE;

e [I€YATHBIC U3JIAHUS;

e MHCHbMA C MOMETKOU «IMYHO».

"

15. Perucrpanmsi, y4eT U paccMOTpeHHE PYKOBOAMTEJEeM MOCTYNAWIMIMX (BXOASAIIUX)
AOKYMEHTOB

15.1. TloctynuBmive (BXOAALIUE) AOKYMEHTBI PErHCTPUPYIOTCS TOIBKO IOCIE€ M TEPBHUYHOM
00pabOTKH ¥ HE3aBUCUMO OT CIIOCO0a MX JOCTaBKHU.

15.2. Peructpanus — npocCTaBlIeHUE B HUKHEM MPABOM Y1y IEPBOTO JIMCTA TOKYMEHTa OTMETKH
O TOCTYIUIEHMM C YyKa3aHWEM JaThl MOCTYIUIEHHS M BXOJSIIETO PErHMCTPAlMOHHOTO HOMEpa
JOKyMEHTa ¢ o0O0s3aTeNbHOM 3amHMChi0 B JKYpHAll PETUCTpAllMU MOCTyMaromieil (BXxoasmieil)
nokyMeHTaruu. CTpyKTypa perucTpalioOHHOTO HOMepa, MOCTYMAaIIero (BXOIAIIero) JOKyMEeHTa,
COCTOUT M3 €ro MOPSAKOBOTO HOMEpa W HMHAEKCca JieJa MO HOMEHKIAType AeN JAOLIKOJIbHOMN
OpraHu3aIuu.

15.3. Perucrtpamus Bcex NOCTYNUBIIUX (BXOASIIMX) JOKYMEHTOB IPOU3BOAUTCA B Mpeaenax
o0mIero JOKyMEeHTONOTOKa. JIOKyMEHTBI, OCTYMUBIIKE B JIOY MO KaHajdaM (PaKCUMWIBHOMW CBSI3H,
00pabaThIBaIOTCS M PETUCTPUPYIOTCS B OOIIEM MOPSIIKE.



Tekct moctynuBmield TeneoOHOrpaMMBl — 3alUCBIBACTCS B JKypHaJle  PErHCTpaluu
Tesie()OHOTPAMM U TIeYaTaeTCs Ha JIUCTe OymMaru JJis Iepeiaun Ha pacCMOTpPEHHE.
15.4. Ilocrynatoue (BXoAALIME) JOKYMEHTBI MIEPEAAIOTCS HA pACCMOTPEHHE PYKOBOJACTBY TOJIBKO
MOCIIE UX PETUCTPAIMH U TPEIBAPUTEIHHOTO PACCMOTPEHHS.
15.5. JlokyMeHTBI, OCTYIUBIINE B JOUIKOJBHYIO OpPraHU3aIMIo, 10 BOIIPOCaM, HE TPeOYIOIUM
paccMOTpEeHHsI 3aBEAYIONIETO, HAMPABIIAIOTCS PAOOTHUKOM OTBETCTBEHHBIM 32 JIEJIONPOU3BOACTBO
710y HETIOCPEJICTBEHHO UCIIOJIHUTEINIO 3aIpoca.
15.6. 3aBeayrouii B pe30JIOLMH OMPEACIIAET JUIl, OTBETCTBEHHBIX 32 MCIOJHEHHUE JTOKYMEHTa, U
JaeT UM nopydeHre. PaOOTHUK OTBETCTBEHHBIN 3a AEIOMPOU3BOJICTBO A0y MEpenaeT JOKYMEHT Ha
HCIIOJIHEHUE.
15.7. TlonnuHHMK JOKYMEHTa C pPE30JIIOLHEH pPYKOBOAUTENS JIOIIKOJIBHOW OpraHu3aluu
HaNPaBJISIETCS] UCTIOJHUTEITIO.
15.8. Ilpy HanMUMM HECKOJBKUX WCHOJHHUTENEH MOJJIMHHUK JOKYMEHTa TIEepPEeNaeTCs TOMY
WCTIOJIHUTENI0, KOTOPBIH B  COOTBETCTBHM C YKAa3aHUSAMH 110 HWCIOJHEHUIO  SIBISIETCS
OTBETCTBEHHBIM, OCTAIBHBIC UCTIOTHUTEIH TTOJTy4atOT KOTHIO JOKYMEHTA.
15.9. TlomnWHHUK NOKYMEHTA, KOTOPBIA HCIOJHIETCS HECKOJBKMMHU JIOJDKHOCTHBIMH JIMIIAMH,
MOJTy9aeT OTBETCTBEHHBIN NCTIOTHUTENb. OCTaIbHBIM HCTIOTHUTEISIM MTEPEIAOTCS KOTIHH.
15.10. MsroroBneHue KOMUW JOKYMEHTA Il TIEpeadyd COUCIIOJHHUTENSIM OCYIIECTBIISIETCS
JIeJIONIPOU3BOIUTENIEM OpraHU3aIIH.
15.11. Pe3osrorust CoAepxKuT:
e yKa3aHME [0 UCIHOJHEHHIO, COJep)Kallee KpaTKoe ONHCaHhe HeoO0XO0AUMOro s
HUCTIOJTHCHUS ICHCTBUS,
e YyKa3aHWE Ha CPOK, B TEUEHHE KOTOPOro JHOO 10 HUCTEUEHHUs KOTOPOro HEOoOXO0IUMO
WCIIOJIHUTH MPEIINICAHHOE IEUCTBUE;
e JIMYHYIO MOJMHUCH aBTOPA PE30JIIOLINY;
e JIaTy NMPOCTABJIEHUS PE3OJIIOLIUU.
15.12. VYkazanue Ha CpOK, B TE€UEHHE KOTOPOTO JHOO JO HMCTEUYCHHUs] KOTOPOrOo HEOOXOIUMO
WCIOJIHUThH TPEANHCAHHOE NEHCTBUE, MOKET HE BBIPAXKaThCS KOHKPETHOM NIaTOW U coAepKaTb
BBIPKECHUS: "B YCTAHOBJICHHBIN 3aKOHOM CPOK' | T.II.
15.13. Pe3ountonust numeTcst Ha CBOOOAHOM OT PEKBU3UTOB MECTE IEPBOTO JIMCTA TOKYMEHTA.
15.14. B ciydae, Korza pe3oitolus apecoBaHa HECKOJBKUM COTPYIHUKAaM, TO OTBETCTBEHHBIM 32
UCIIOJIHEHUE JOKYMEHTa B IIEJIOM SIBISETCS COTPYOHHUK, yKa3aHHBIM MEpPBBIM (BEPXHUM), JHUOO
COTPYIHHK, B OTHOILIEHUH KOTOPOTO CJIEIaHa TOMETKA O TOM, YTO OH SIBJISIETCSI OTBETCTBEHHBIM.

16. Opranuzanusi pa6oThl ¢ OTHPaBJIsieMbIMHU (MCXOASIIMMEU) TOKYMEHTAMU

16.1. Jlo mpemocTtaBieHHs MPOEKTa OTIPABISIEMOro (MCXOMAAIIEro) JOKYMEHTAa Ha MOAMKCH
3aBeAyIOIIEeMY HJIM MHOMY YIIOJHOMOYEHHOMY B YCTaHOBIIEHHOM MOPSAJKE Ha MOAMHCAHUE JUILY
OCHOBHOM HMCTIOJHUTEIb IPOBEPSET NPABUIBHOCTH O(MOPMIICHHS OTIPABISIEMOrO (HMCXOJISIIETO)
JOKYMEHTa Ha COOTBETCTBHE TpeOoBaHUsAM Hactosmiero [lomoxeHus.

16.2. Tlpu NoAroTOBKE OTMPABISAEMOrO (MCXOMSIIET0) JOKYMEHTa Kak OTBETa Ha MOCTYMHBIIHMA
(BXOIAIIMIA) NOKYMEHT HCIOJHUTEIb TMPUKIAABIBAET K TMOJATOTOBIEHHOMY IPOEKTY BXOMISIINN
JOKYMEHT.

16.3. TIpoeKThI OTIPaBISIEMbIX (UCXOIAIINX) JOKYMEHTOB C YIETOM COOIOJICHUSI YCTAHOBIEHHOTO
B PpE30JIIOIMU CpPOKa MCIOJHEHUS TMEpPEAAroTCs OTBETCTBEHHBIM HCIOJHUTEIEM B  OTIEN
JIEJIOTIPOU3BO/ICTBA JIOY JUIS HAPABIICHUS HA MOITUCAHUE.

16.4. TloamucanHble OTHpaBisieMble (UCXOASAIINE) JOKYMEHTBHI, TepeAarTcs pPaOOTHHUKY
OTBETCTBEHHOMY 3a JEJIONPOU3BOJICTBO J0Y, KOTOPBIH OCYIIECTBIISIET MPOBEPKY KOMIUJIEKTHOCTH U
COOTBETCTBHUSl KOJHMYECTBA HK3EMIUISIPOB OTHPABISAEMOro (MCXOMAIIET0) JOKYMEHTa CITUCKY
PaCCBUIKH, a TAK)Ke MPABIIILHOCTh 0(hOPMIICHHS JOKYMEHTa COTJIAaCHO HACTOSIIEH HHCTPYKIIUU.
16.5. B cnyyae HapylleHHs KOMIUIEKTHOCTH WJIM COOTBETCTBUS KOJIMYECTBA, a TaKXKe
MPABUWIBHOCTH OQOPMIICHUS JOKYMEHTa COTJIACHO HACTOAIIEH WHCTPYKIIMM OTHpPaBIIseMbIe
(ucxomsAmme) JOKYMEHTBHl HE3aMEUIUTENbHO  BO3BPAIIAIOTCA  paOOTHUKAMH  KaHIEISPUU



OTBETCTBEHHOMY MWCIIOJHUTENI0O WIM B Cllyda€ OTCYTCTBUS OTBETCTBEHHOI'O MCIIOJIHHUTENS €ro
HENOCPEJCTBEHHOMY PYKOBOIUTEINIO JUIsl YCTPAHEHUS HapYIIEHUH.
16.6. JIokyMeHTBI MOCJ€ MX MOANKUCAHUSA PYKOBOAMUTEIEM WM HWHBIM YIOJHOMOYEHHBIM JIUIIOM
MEepEAoTCs B JEIONPOU3BOICTBO JOIIKOJIBHON OPraHnu3alyy Uil pEruCTPALUU U OTIIPaBKH.
16.7. Peructpauust oTrpaBisieMblX (MCXOAAINX) JOKYMEHTOB OCYILLECTBIISIETCS MIOCIIE MPOBEACHUS
pabOTHUKAMU KaHIIEISPUU, OTBETCTBEHHBIMHU 32 JICIOMPOU3BOJICTBO, TPOBEPKH KOMIUIEKTHOCTH H
COOTBETCTBHUSI KOJIMYECTBA JK3EMIUISIPOB, a TAKKE MPABHIBHOCTH O(MOPMIICHHUS OTHPABIISEMOTO
(Mcxond1ero) 10KyMeHTa.
16.8. Perucrpamusi co3maBaeMbIX JOKYMEHTOB OCYILIECTBISAECTCS B JIGHb NOJMUCAHUS WITU
YTBEPKIACHUSI IMOO Ha ClIeAyIoUuil pabounii AeHb.
16.9. CBenenus 0 perucTpUpyeMbIX OTIIPABISEMBIX (MCXOIAIINX) JOKYMEHTaX BHOCSTCS B XKYpHAJ
perucTpaiuu OTHpaBIsieMoi (MCXOASIIEH) JOKYMEHTAIUH.
16.10. PeructpaiiioHHbI HOMEP U JaTa OTIPABISEMOro (MCXOASIIEro) J0KyMEHTa IPOCTaBIIAIOTCA
Ha MOJJMHHUKE JOKYMEHTa B pEKBU3UTax OlaHKa W Ha HK3EMIUIpe, OCTalouleMcsi B Jelie
JOIIKOJIBHON OpraHu3aliu.
16.11. CtpykTypa perucTpaiimoOHHOTO HOMEpa OTIPABIISIEMOTO (MCXOSIIET0) JOKYMEHTAa COCTOUT
U3 €ro MopsIKOBOTO HOMEpa U MHJEKca Jiea 10 HOMEHKIIAType Jie JI0y.
16.12. OtmpaBka JOKYMEHTOB IPOM3BOJUTCS IIEHTPAIM30BAHHO PaOOTHUKAMU JI0Y, KOTOpHIE
MIPOM3BOJIAT UX COPTUPOBKY IO CIIOCOOY OTMpaBieHus (IIpocTas, 3aKa3Hasi, MeXIyHapoHas U JIp.).
16.13. I[Tucema, TenmerpaMmbl, OTKPBITKH, OaHIEPOTN 1 TIEYaTHBIC W3IaHUSI OTIIPABIISIOTCS TIOYTOM.
daxkcorpammbl U TeeOHOrpaMMBI IIEPEAAIOTCA 10 KaHajlaM Tesie(OHHON CBA3H.
16.14. DnexTpoHHbIE COOOIIEHUS OTIPABIAIOTCS € O(UIHMAIBHOTO IMOYTOBOTO 3JIEKTPOHHOIO
anpeca MAJIOY nerckuii cag Ne 147.
16.15. TTucema, TenerpaMMbl, OTKPBITKH, OaHIEPOIIH, (PaKCOTPAMMBbI, JICKTPOHHBIE COOOIICHMS, HE
CBsI3aHHbIE C paboyeil nesTeNbHOCThIO, K OTIPABKE HE MPUHUMAIOTCS.
16.16. JIokyMeHTBI, OTIPABISIEMBIE CPEACTBAMHU IMOYTOBOU CBSI3U MTPOXOJIST:

e YIAaKOBKY;

e anpecoBaHue (MpU HANPABJICHWH JOKyMEHTa Oojiee ueM B 4 ajpeca) — B COOTBETCTBHUU C

yKa3aTelleM pacChUIKU, Ha KaXKJIOM 3K3eMIUIsIpe MUChbMa YKa3bIBaeTCsl TOJBLKO OJIMH ajipecar.

e IIPOCTaBJICHHUE CTOMMOCTH IMOYTOBBIX YCIIYT;

e IIepeJaydy B MOYTOBOE OT/EIIEHUE CBS3H.
16.17. Ilpu moAroToBKE M OTIPABKE MHCEM HEOOXOAUMO YUUTHIBATh IMpPaBUIIA, YCTAHOBIIEHHBIE
MpUKa3oM MUHHUCTEPCTBA CBSA3M U MAacCOBBIX KoMMYyHUKaruid P® ot 31 uromst 2014 r. N 234 "O6
yTBepxkaeHun [IpaBuit okazanus ycayr mo4ToBOM CBs3HU".
16.18. JlokyMeHTHI, OTIIpaBisieMble CPEICTBAMU MOYTOBOM CBSA3U B OJIMH aJpEC, BKJIAAbIBAIOTCS B
OJIMH KOHBEPT.
16.19. Hcxopsmue DOKYMEHTHI, MpelHAa3HAuYEHHBIC ISl OTIPABKU CPEICTBAMU (PaKCUMHIBHOM
CBSI3H, OTIPABISIOTCS PAOOTHUKAMH KaHIIENIIPUH 00I11€00pa30BaTeIbHON OpraHU3allHiH.

17. Pa3pa6oTka u BeJleHHe HOMEHKJIATYPBHI e

17.1.  JloxymeHTanbHBIA (DOHA MOMIKOIBHOW OpraHU3alldd — COBOKYIHOCTh JOKYMEHTOB,
oOpa3ylIuxcsi B TMpolecce ero aesTeNbHOCTH. JloKyMeHTalbHbI (OHI [0y COCTaBISIOT
JOKYMEHTBI, CO3JaHHbIE B [OLIKOJBHOW OpraHM3alid M TOJYYEHHBIE €0 B pE3yNbTaTe
B3aMMOJICIICTBUSA C OpPraHaMH TOCYAAPCTBEHHOM BIJIACTHU, OpraHaMUd MECTHOTO CaMOYIPAaBIICHHUS,
IOPUAMYECKUMU U (PU3HMUECKUMU JTUIIAMHU.

17.2. HomeHknatypa Jien sBISE€TCS OCHOBOUM (popMHUpOBaHHS JOKYMEHTAJIBHOTO (DOHAA AETCKOTO
cajJia ¥ MpeNCTaBisieT cO00N CHCTEMaTH3UPOBAHHBIN NEpeYeHb 3aroJIOBKOB (HAMMEHOBAHMIA) e,
3aBOJIMMBIX B JI0Y, C yKa3aHHUEM CPOKOB WX XpaHEHUs, U OQOPMIICHHBIH B COOTBETCTBUHU C
MPAaBOBBIMU AKTaMH, PEKOMEHIAIUsSMH M METOJMYECKUMH YyKa3aHUsIMU OpraHoB Poccuiickoit
denepanun, YHIOJTHOMOYEHHBIX B c(epe TOCYyTapCTBEHHOTO VIPAaBJICHHS AapXUBHBIM JIETIOM,
JIeIOTIPOU3BOJICTBA M TOKyMEHTOO00OpOTA.



17.3. HomeHnknatypa Jej1 COCTaBJISIETCS HA OCHOBE U3YUYEHHUS MOJI0XKEHUI, UHCTPYKLUHI U MPaBUJL, a
TAaKXKE€ JPYrUX JIOKYMEHTOB, PpErJIaMEHTHPYIOIIMX JESITEIbHOCTh  00LIe00pa3oBaTebHOM
OpraHM3aluM, a TaKXKe HOMEHKIATyp Jel 3a NpPeIlIeCTBYIOUIME TOJAbl M JOKYMEHTOB,
00pa3yIomuxcs B JSSITEILHOCTH JTOUIKOJIbHOW OpraHU3aIiH.

17.4. HomeHknatypa Jejl MCHOJB3YETCsl Ul I'PYNINHUPOBKH HCIOJHEHHBIX JOKYMEHTOB B JI€Na,
CUCTEMAaTH3alllK U y4eTa JeJl, OIPECIIEHUsI CPOKOB UX XPaHEHUsI U TIOUCKA JOKYMEHTOB, SIBJIIETCS
OCHOBOM JUIsl COCTaBJIEHUs OIMCEN JIeJ1 MOCTOSIHHOTO U BpeMeHHoro (cBbiiie 10 jer) xpaHeHus, a
TaKoKe 7151 ydera Jies1 BpeMeHHOro (110 10 JieT BKIIOYUTENBHO) XpaHESHHS.

17.5. HomenkmnaTypa eyl BBOJUTCA B IEUCTBHUE MPUKA30M 3aBEIYIOIIETO.

17.6. Homenknarypa jes TOTOBUTCS B TPEX IK3EMILIAPAX:

e I NOMEIIEHHUSI B HOMEHKJIATYPHOE JIEJIO U MIOCTOSSHHOTO XPAHEHNUS;

e JUIsl UICTIOJIb30BAHUS B pabOTE OT/IEIIOM JEJIOTIPOU3BO/ICTBA (KAHIIESIPUEH);

e IS XpaHEHHs B apXUBE J0Y.

18. ®opmupoBanue aea U UX TeKyuiee xpaHenue. [loaroroBka 10KyMeHTOB M /e K nepeaaye
HA apXHBHOE XpaHeHue

18.1. ®opmupoBaHHe A€ — IPYNNUPOBKA HCIOIHEHHBIX TOKYMEHTOB B JieJla B COOTBETCTBUHU C
Homenkiarypoi nen MAJIOY nerckwuii cax Ne 147 u cuctemaTuzaiusi JOKyMEHTOB BHYTPH JiefIa.
18.2. Jlena co IHA MX 3aBEACHMS [0 NEPEAAYN B APXMB J0Y WM HA YHUYTOXKEHHE XPAHATCA IO
MecTy UX (pOpMUPOBaHUSL.

18.3. TIlpuka3sl 1O OCHOBHOW, aJIMUHUCTPATUBHO-XO3SHCTBEHHOW, Y4EOHO-BOCIUTATEIHHOM
NEeSITEeNIbHOCTH J0Y, TPYIIUPYIOTCS OTIENBHO OT MPHUKA30B M0 JIMYHOMY COCTaBy pabOTHUKOB U TIO
JIUYHOMY COCTaBY 00ydaroluxcsi (BOCIUTAHHUKOB).

18.4. Tlepenucka rpynmupyercss 3a NEpUOJ KaJ€HIApHOrO TOJa M CHUCTEMaTU3UPYeTCs B
XPOHOJIOTHYECKON MOCIEA0BATEIHHOCTH.

18.5. IIpoBepka HaIM4UUS U COCTOSTHUS TOKYMEHTOB U JIe]l TPOBOAUTCS MPH MepEeMEIIeHUN Jell, IpU
BO3Bparte Je, PU peopraHu3aliii Ui JIMKBUAALNN JOIIKOIbHON OpraHu3alii.

18.6. B apxuB MAJIOY nerckuii cam Ne 147 (mamee - apXuB) mepenaroTcst Aejia MOCTOSHHOTO,
BpeMeHHOTO (cBhIme 10 JIeT) CpOKOB XpaHEHHS U TI0 JIMYHOMY COCTaBY uepe3 3 roja mocie rojaa, B
KOTOPOM JIOKYMEHTbI ObLIIM IOMEILIEHBI B JIEJI0 Ha XpaHEHHE.

18.7. Ilepenaua TOKyMEHTOB B apXUB IMPOU3BOIUTCS 110 YTBEPKICHHBIM OMHUCSIM JIe]I.

18.8. TlogroroBka JOKYMEHTOB U Jied K Mepefaue Ha apXWBHOE XpPaHEHHWE M Ha YHUYTOXKECHHE
IpelycMaTpuBaeT:

e DKCHEPTU3Y LIEHHOCTU JOKYMEHTOB;

e COCTaBJIEHUE OIMUCEH JIeN M0 pe3ysibTaTaM IKCIEPTU3bl UX EHHOCTH;

e odopmiieHHE N1ET;

e COCTaBIICHHE AKTOB HAa YHUUTOXKEHHUE JOKYMEHTOB U JIeT C UCTEKIIUMHU CPOKaMU XpaHEHHUSI.
18.9. DkcnepTu3a EHHOCTH TOKYMEHTOB MOCTOSIHHOTO M BPEMEHHOTO XpaHEHUsS! OCYIIECTBISETCS
©KEroJHO JHIIOM (IMIIaMH), HA3HAYEHHBIM IPHKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBUPOBAHHUE.

18.10. B neno nmomemaercs ve 6osee 250 auCcTOB (TOMIIMHA JIea IIPH ATOM COCTaBIISIET He OoJee 4
cMm). Ilpu GonbiioM KONMMUYECTBE NOKYMEHTOB (QOopMHpYIOTCS Toma (dactu) nena. Buyrpu aena
JOKYMEHTBI paclojararoTcs B XPOHOJIOTMYECKOM IOPSAKE B COOTBETCTBHM C ONMChbIO. B nena
MOMEIIAI0TCS TOJIKO UCTIOTHEHHBIE, MPABUIHHO 0(OPMIICHHBIE TOKYMEHTHI.

18.11. JIokyMeHTBI BHYTpPH Jeja PacloJiaraloTcs CBEPXY BHU3 B XPOHOJOTMYECKOW, BOIPOCHO-
JIOTUYECKOM  MOCJENOBATEIbHOCTH WM MX COYETaHMHU. PacnopsauTenbHble JOKYMEHTHI
TPYNIUPYIOTCS B Jiea MO BUAAM U XPOHOJIOTHUU C OTHOCALIMMUCS K HUM IPHIIOKEHUSIMHU.

18.12. JInunble KapTOYKU paOOTHUKOB (POPMUPYIOTCS B /1710 1O andaBUTy HaMUITHIA.

18.13. Odopmnenue nena mnpeaycMarpuBaeT: OG(OPMIICHHE PEKBU3UTOB OOJOXKKH Jena o
YCTaHOBJICHHON (opMe; HyMEpaluio JUCTOB B Jie€ KapaHAAIlOM B BEPXHEM IIPaBOM YIIY;
COCTaBJICHUE BHYTPEHHEH OMMCH TOKYMEHTOB JieNa, MOALIUBKY U neperuieT jena. Jiuct 60bioro
dbopmara, MOAMIUTHIA 3a OOUH Kpal, HyMepyeTcs KaKk OJWH JIHCT B MPAaBOM BEPXHEM YIIy.




JIOKyMEHTBI C COOCTBEHHOW HyMmepaluen JUCTOB, B TOM YHCJIe TIeYaTHbIe U3aHus, HyMEPYIOTCS B
o0ImIeM mopske.

18.14. JIucthl A€, COCTOSAMIMX U3 HECKOJIBKUX TOMOB MJIM YacTeH, HyMEPYIOTCS 110 KaKJOMY TOMY
WA 9aCTH OT/AEIBHO.

18.15. Tlocne 3aBepiieHuss HyMEpalUMU JIMCTOB COCTABJISETCS 3aBEpUTEIbHAs HAAMHUCh, KOTOpas
pacrionaraercsi B KOHIIE JeJia. 3aBepHUTeIbHAsI HAIUCh COCTABIISIETCS B JIeJIe HAa OTACIHHOM JIHCTe-
3aBepuTee Jena.

18.16. B 3aBepurenbHON Haamucu nU(paMyd W TPONHCHIO YKa3bIBACTCS KOJIMYECTBO JIMCTOB B
JaHHOM Jiesie. 3aBepHTeNbHAas HAANUCH TOANUCHIBACTCS €€ COCTaBUTENeM C yKa3aHUEM
pacmuppoBKA TMOJNUCH, JODKHOCTH M JaThl COCTaBJieHUsA. KoOIMYecTBO IHCTOB B Jeje
MPOCTABIIICTCS HA O0JIOKKE JieTla B COOTBETCTBUU C UTOTOBOM HA/AIMHUCHIO.

18.17. PexBusut "cpok XpaHeHHUs jaena" MEPEHOCUTCS Ha OOJOXKKY Jejla M3 COOTBETCTBYIOIIEH
HOMEHKJIATYpBI JIeJ TIOCJTE CBEPKH €r0 CO CPOKOM XpaHEHHWs, YKa3aHHBIM B TI€peYHE THIOBBIX
JOKYMEHTOB HWJIM B TIEpeYHE JOKYMEHTOB, 00pa3yIOUINXCs B JCATEIBHOCTH (ellepalbHOTO OpraHa,
C YKa3aHHEM CPOKOB XpaHEHHUS.

18.18. Ha nenax mocTostHHOrO XpaHeHus nuiercs: " XpaHUTb MOCTOSIHHO .

18.19. Ilpuem nenm MpPOU3BOIAUTCS COTPYTHHUKOM, YIOJTHOMOUYEHHBIM Ha BEJCHHE ICATEIbHOCTH
apXWBa, C TIPOCTABJICHUEM B JIBYX 3K3EMIUISPAX OIHCHU JIeJI OTMETOK O HAJHYUH KaXI0ro jaeia (Ha
Ka)X/IOM 2K3EMIUISIPE OMHICH YKa3bIBACTCSI KOJIMYECTBO (DaKTHUECKH TMPUHATHIX Jell, AaTa mpruema-
nepeayn JIell, a TAaKXKe IMOANMCH apXUBUCTA U COTPYTHHKA, MTEPEIaBIIero JIena.

19. 3aka04uTeIbHbIE TOJI0KEHHU S

19.1. Hacrosmee Ilomoxxenue M0 BBEACHUIO JEJOMPOU3BOJICTBA SBJSETCS JIOKAJbHBIM
HOpPMaTUBHBIM akToM M, mpuHuMaercs Ha OOmeM coOpaHWU pPaOOTHUKOB M YTBEPXKIAeTCs
(BBOIMTCS B NeiicTBUE) npuKka3oMm 3aBenyroniero MAJIOVY nerckuii cag Ne 147.

19.2. Bce u3MeHeHus W JOMOJHEHMs, BHOCMMBbIE B Hactosiee [lomoxenue, odopmisioTcs B
MUCbMEHHOU (popMe B COOTBETCTBUH JACHCTBYIONTUM 3aKOHOIaTeILCTBOM Poccuiickoii denepanmm.
19.3. Tlonoxenue no BeaeHuro aenonpousBoacTtBa B MAJIOY nerckuii cax Ne 147 npunumaetcs
Ha HEONpeIeNIeHHbIN cpok. M3meHeHust u nononHeHus K [lo70XkeHuo NpUHUMAIOTCS B MOPSKE,
npeaycMoTpeHHoM 1. 19.1. nactosimum  [lonosxenueM.

19.4. Tlocne npunstus [lonoxenus (WiM WU3MEHEHHH W JOTOJHEHWM OTICIBHBIX MYHKTOB M
pa3esioB) B HOBOM peJaKiuy IpeIblIylias peJaKius aBTOMaTUYECKU yTPauuBaeT CUiy.



Ipunoowcenue Ne 1

IIpaBunia
o(popMJIeHHA PEKBU3UTOB JOKYMEHTOB

1. Jlns DNOArOTOBKM JIOKYMEHTOB TIPUMEHSIETCS TEKCTOBBIA pENaKTop, oOOecneurnBaromui
TpeOoBaHUS TPaPUUECKOTO BOCIIPOU3BEICHHUS PEKBU3UTOB JOKYMEHTA.

2. Bugpl u pasmepsl ucnoib3dyeMbix mpudros: Times New Roman — 12, 13, 14; Calibri 14 u
NpUOIMKEHHBIE K HUM.

3. Ilpu moAroToBKEe TEKCTOB B Tabmuuax, Uil OOecreueHus Jy4lled 4YUTaeMOCTH MJAaHHBIX,
JIOTIyCKaeTcsl MpuMeHeHue mpudToB Buaa Arial, pasmepos 12,13.

4. Jlnana3oH UCIOJIb3YEMBbIX MEXIYCTPOUHBIX HHTEPBAJIOB: OT OJIMHAPHOTO 10 TIOJYTOPHOTO.

5. AG3auHbIil OTCTYN TEKCTa AOKyMeHTa - 1,25 cMm.

6. 3aroJIOBKM pa3ziesioB U MOJIpa3esioB MeYaTaloTcs ¢ a03al[HbIM OTCTYIIOM MJIM LEHTPUPYIOTCS 110
LIUPUHE TEKCTA.

7. MHOrOCTpOYHbIE PEKBU3UTHI I€YATAIOTCS 4Yepe3 OJMH MEXKCTPOUHBIM HHTEpPBajl, COCTaBHbIE
YacTU PEKBU3UTOB OTIEISIIOTCS IOTOTHUTENIbHBIM HHTEPBAJIOM.

8. Ecnu 1OKyMEHT TOTOBHUTCS AJIsi U3JaHUS C YMEHBIIEHHEM MaciuTaba, TeKCT IMedaTaeTcs uepes
JIBa MHTEpBaja.

9. UnTepBan Mex 1y OykBaMu B CJI0Bax - 0ObI4HbIN. IHTEpBa)l MeX 1y cI0BaMH - OJIUH ITPOOel.

10. TekcT AOKyMEHTa BBIpaBHUBAETCS 0 MIMPUHE JIMCTA (10 TpaHUIaM JIEBOTO M MPaBOTo MHoJeit
JIOKYMEHTA).

11. Jlnuna camo¥l JUIMHHOW CTPOKHM PEKBHU3WTA MPHU YIIIOBOM PACIOJIOKEHUU PEKBU3UTOB HE OoJiee
7,5 cm.

12. JInuHa caMOil IJMHHOW CTPOKH PEKBU3UTA MPHU MPOJOJILHOM PACIOI0XKEHUH PEKBU3UTOB HE
6onee 12 cm.

13. Koa dhopmbl 1okyMeHTa

Kon ¢popmbl nokymeHTa npocTaBisieTcs Ha YHUPHUIMPOBAHHBIX (popMax TOKYMEHTOB, B OCHOBHOM
UCIOJIb3YEMBIX B KaJpOBOM JOKYMEHTO0OOpoTe MIKOJbl. Pacronaraercs xoa (Gopmbl B IpaBOM
BEpXHEM yIriIy paboyero moJyisi JOKyMEHTa, COCTOMT W3 cjoB "®dopma mo" (HauMEHOBaHHUE
kiaccudukaropa) u HUPpPOBOTO KOJIa.

Ilpumep - @opma no OKY/] 0301001.

14. HanMeHOBaHME IIKOJIBI

HaumeHoBaHue IIKOJBI JOHKHO COOTBETCTBOBaTh HAWMEHOBAHHMIO FOPHIWYECKOTO JIMIIA,
3aKpeIJICHHOMY B  €ro  yUpeIuTeNbHbIX JOKyMeHTax (YcTtaBe oOmieoOpa3oBaTenbHOM
opranu3aiu). [log HanmMeHOBaHMEM IIKOJIBI B CKOOKaX yKa3bIBAETCS COKpAIICHHOE HAUMEHOBAaHUE
00111600pa30BaTEeIIbHONM OpraHU3aI|H.

Han HanMeHOBaHMEM HIKOJIBI - YKa3bIBAETCS MOJHOE HAUMEHOBAHHE BBIIIECTOSIIIEH OpraHU3alIiH.

15. CipaBouHbBIE JaHHBIE O IIKOJIE

CrnpaBoyHble JaHHbIE O LIKOJIE BKJIIOUAIOT B ce0s: MOYTOBBIM ajpec, HoMepa TenedoHa, (akca,
azipec AEKTPOHHOM mouThl, Koj mkoiabsl 1o OKIIO (mpocraBasercs mo OOmepoccuiickomy
KJaccu(uKkaTopy MpeanpusTHil U opraHu3anuii), OCHOBHON TOCYAapCTBEHHBIM perucTpariioHHbIN
HoMmep (OI'PH), uneHTH(PUKALMOHHBIH HOMEP HAJTOTrOIUIATENbIIMKA/KOJI TPUYUHBI TIOCTAHOBKH Ha
Hasiorosslit yuer (MHH/KIIIT).

16. HaumeHoBaHue BUa TIOKYMEHTA

PexkBu3uT wncnosp3yercs Uil yKasaHMs BHJA JOKYMEHTa M pPaclojiaraercs IOJ PEKBU3UTOM
«HAaMEHOBaHUE 0011e00pa3oBaTeIbHON Opranuzanun». HanmeHoBaHWMEe BHMJAa JOKyMEHTa He
YKa3bIBa€TCs B MUCbMaXx.




17. [lata foKkymeHTa

JlaToil nOKyMeHTa SIBISeTCS Jara €ro NOoAmucaHus (MpHKa3, MUChMO, 3alUCKa, akT U Jp.),
YTBEp)KJCHUS (MHCTPYKLHUS, TMOJOXKEHHWE, NMpPaBWIia, PErJIaMeHT, IUIaH, OTYET W Jp.), COOBITHS,
3a(hUKCUPOBAHHOTO B JOKyMEHTE (IIPOTOKOJI).

Jlata OKyMEHTa MPOCTABJISAETCS JOJHKHOCTHBIM JIMLIOM, TOJIHMCHIBAIOIIUM MM YTBEPKIAIOIIUM
JIOKYMEHT, WIH TPH PETUCTPAllMM JOKYMEHTa, WM HEMOCPEICTBEHHO COCTaBHTEIEM IIpU
MIOATOTOBKE TOKYMEHTA (CcyxeOHas 3amnuckKa, 3asBICHUE U Jp.).

JIOKyMEHTBI, N3JJaBacéMble€ COBMECTHO C JPYTMMHU OpraHU3aIHMsIMHU JOJDKHBI UIMETh OJHY (E€AUHYIO)
nary.

Jary nokymenTta oopMIIsioT apaObCKuMu nrdpaMu B OCIEI0BATEIEHOCTH:

e JIeHb Mecdla, Mecdl, roia. JleHp mecsna u mecsil oQOpPMIISIOT ABYMS MapaMy apaOCKUX
uudp, pazleNeHHbIMM TOYKOW; TOJ - YeThIpbMS apaOckumMu Iupamu, HaIpuMep:
01.12.2017. byksa "r" nocine udp He CTaBUTCSL.

e TpU CIOBECHO-IU(GPOBOM criocode odopmIIeHHUS aThl JACHH Mecslla yKa3bIBaeTCs IMapoit
apabckux uudp, rof YeThlppbMs apadCKkuMu udppamu, Hanpumep: 12 nexadbps 2017 r.

18. PerucrpallioHHbII HOMEpP JOKYMEHTa

PerncrpanmonHslii HOMEp JOKYMEHTA IMPOCTABIISIETCS B COOTBETCTBUU C CUCTEMOW PETUCTpaluHy,
MIPUHATOM B IIKOJIE.

Peructpanmonssiii HoMep NPUCBAaUBAETCS JOKYMEHTY MOCIIE €ro Noanucanus (yTBepKIeHus).
Ccbuika Ha peruCTpallMOHHBIN HOMEp U 1aTy TOKYMEHTA

Ccplika Ha MCXOJAIINI HOMEp U AaTy JOKYMEHTa aJipecaHTa BKIIIOYaeT B ceOs perucTpaliOHHbIN
HOMEp U /1aTy TOKYMEHTa, Ha KOTOPbIH JI0JIKEH OBbITh J1aH OTBET.

19. Mecto cocraBneHus (M31aHUS) TOKyMEHTa
MecTo cocTaBiIeHUS WU U3IaHUsI TOKYMEHTA - "TOpoJ ..." - yKa3pIBaeTCs Ha OJIaHKaxX MPOTOKOJIOB
1 aKTOB, COCTaBJISIEMBIX B 00I11e00pa30BaTeIbHON OpraHU3aIHH.

20. Anpecar

B pexBusute "Anpecar" ucnonap3yrorcs opuIiMaibHbie HAUMEHOBAHHUS OPraHOB TOCYJAapCTBEHHOM
U HCIOJHUTENBHOU BIJIACTH, OPraHOB MECTHOTO CaMOYIpaBiieHUs, opraHuzauuid. [lomyckaercs
WCI0JIb30BaTh O(PUIIMATHLHO MPUHATHIE COKpAIICHHbIE HAMMEHOBAHHS OPraHOB rOCYJapCTBEHHON U
WCIIOJIHUTENIBHOM BJIACTH, OPTaHOB MECTHOT'O CaMOYTMPABICHUS, OPraHU3aIIUA.

[Ipun agpecoBaHUM OOKYMEHTa JIOJDKHOCTHOMY M YAacTHOMY JIMIY WHHUIHUANBl CTaBITCS MOCIe
(hamuun.

Ipumep - Pyxosooumenio MA/OY oemckuii cao Ne 147
Damunus U.0O.

PexBu3ur "anpecar" mpocTaBiisieTcsl B BepXHEll MpaBoil yacTu JOKyMeHTa (Ha OJlaHKe C YIJIOBBIM
pacroyio)KeHUeM pPEKBU3UTOB) WJIM cClpaBa 0] pEKBU3UTaMM OjaHka (MpH HPOAOJIBHOM
pacroyioKeHUN peKBU3UTOB OsiaHka). CTpOKM pekBH3UTa "agpecaT" BBIPAaBHUBAIOTCS IO JIEBOMY
Kparo WIH LIEHTPYIOTCS OTHOCUTENIBHO CAMOM JJIMHHOW CTPOKH.

IIpu agpecoBaHuM JOKyMeHTa 0e€3 YyKa3zaHHs JIOJDKHOCTHOTO JIMI[Aa HAaUMEHOBAHMs aJipecaToB
MULITYTCSl B UMEHUTEILHOM MaJIeKe, HAlIpUMED:

Opeanvl cmamucmuku 2opooa Examepunbypea

IIpu agpecoBaHWM JTOKYMEHTa pPYKOBOJWUTENIO OpTraHM3allid HAUMEHOBAaHUE JIOJDKHOCTHU
yKa3bIBaETCsl B IaTEIHHOM TaJIeXkKe, HAPUMED:

T'enepanvruomy oupexkmopy OOO «H30anuex

Damunus U.0.



IlouyToBBIM ajgpec HE YKa3blBACTCS B JIOKYMEHTax, HANpaBIIEMbIX B BBICIIHE OpraHbI
rOCyJapCTBEHHOH BJIAaCTH, (eiepaibHble OPraHbl HCIIOJHUTEIBHON BIACTH U UX TEPPUTOPHATIHHBIE
OpraHbl, OPraHbl TOCYIapPCTBEHHON U UCIIOJIHUTEIILHOM BIIACTH, IIOCTOSI HUHBIM KOPPECIIOHIEHTaM.
IIpu agpecoBaHuy NMUCbMa B OPraHU3alMIO YKa3bIBAIOT €€ HAUMEHOBAHKE, 3aTEM IIOYTOBBIN aJpec,
HarpuMmep:

T'ocyoapcmeennoe  yupescoenue  Bcepoccuiickuti  HayuHo-uccie0o8amenbCKutl  UHCIUMYM
O0OKYMEHMOBeOeHUs U APXUBHO20 0eld
Ipogpcorosnas yn., 0.82, Mockea, 117393

[Ipu agpecoBaHumu JOKyMEHTa (PU3MYECKOMY JIMIy VYKa3blBalOT (aMWIMIO W HWHUIHAIIBI
IOJIy4areis, 3aTe€M IIOYTOBBIN aIpec, HapUMep:

Ilemposy U 11
Ilpouzeoocmeennas ynu., 0.5, ke.12,
2. Mocksa, 119633

PexBusut "Anpecatr" He moDKeH conepkarh Oosee uderkipex aapecatroB. CinoBo "Kommsa" mepen
BTOPBIM, TPETbHM, YETBEPTHIM ajJpecaTaMH He ykasbiBaercs. [Ipm uucne aapecatoB Goiee 4-x
COCTaBJISIETCS CIIMCOK PACCHUIKHU JIOKYMEHTA.

Ecmm AOKYMCHT OTHPaBJIACTCA B HCECKOJBKO OJHOPOJIHBIX OpFaHI/I3aHI/II>'I Hnin B HECKOJBKO
CTPYKTYPHBIX MOJIpa3ieIeHUI Oprana UCIOIHUTEIbHON BIACTH, TO OHU YKa3bIBalOTCSl 0000IIEHHO.
[Tpumep:

Pyxosooumensm yupescoenuti CI10

20. 'pud yTBEp KaACHMS JOKYMEHTA

I'pud yrBepkmeHUs MPOCTABISIETCS B MPAaBOM BepxHEM yriny nokymeHTa. CTpOKHM pEKBHU3HTA
BBIPABHUBAIOTCS TIO0 JICBOMY KpalO0 WM IEHTPUPYIOTCS OTHOCHUTEIHHO CaMOW JUTMHHOM CTPOKH.
JIOKyMEHT  yTBEp)KIAeTCS  JOJDKHOCTHBIM  JIMIIOM  (JODKHOCTHBIMH — JIMIIAMH) WA
pactopsANTEIIbHBIM JOKYMEHTOM (ITOCTAaHOBJICHUEM, PEIICHUEM, ITPUKA30M, PACTIOPSDKCHHEM ).
[Ipu yTBepkIeHMH JOKYMEHTA MOJHKHOCTHBIM JIMIIOM T'pHU(] YTBEP)KIEHHUS JODKEH COCTOATH M3
cnioa YTBEPXJIAIO (6e3 kaBbluek), HaMMECHOBAHHUS JIOJDKHOCTH JIMIA, YTBEPXKIAIOIIETO
JOKYMEHT, €0 TIOAIMUCH, MHUIIUAJIOB, ()aMUJIUHU U 1aThl YTBEPKICHHUS.

[Tpumep:

YTBEPXJ/[AFO
3aseoyiowuii MAJ/[OY oemckuii cao Ne 147
U.0. Damunus

21. Jlata

[Ipu yTBEp)KI€HNN TOKYMEHTA HECKOJIBKUMHU JOHKHOCTHBIMU JIMI[AMU UX MOJIUCH PACoJIaraloTcs
Ha OJJHOM YPOBHE.

[Ipu yTBepkIE€HUU TOKYMEHTa PaCHOPSIUTENbHBIM JOKYMEHTOM TpU( YTBEPXKACHUS COCTOUT U3
cnop YTBEPXJIEH (YTBEPXJIEHO, YTBEPXJIEHbBI, YTBEPXJIEHA), cormacoBaHHOTO ¢
HaUMEHOBaHUEM BHUJA YTBEPKIAEMOro JIOKYMEHTa, HAaUMEHOBaHUs BUJA JOKYMEHTa B
TBOPUTEIHHOM MaJI€KE, €ro JaThl, HOMEpa.

ITpumep:

YTBEPX/[EHO
npuxazom MAJ[OY oemckuii cao Ne 147



om 01.03.2020 Ne 57
22. 3arojoBOK K TEKCTY
3aroloBOK K TEKCTy - KpaTKoe COJep)KaHue JJOKyMEHTa. 3aroJioBOK K TEKCTy IpHKa3a
dopmymupyercs ¢ npeiiorom "O" ("O6") u oTBedaeT Ha Bompoc "o uem?"):

e 1puka3 (0 4em?) 0 Co3JaHUU KOMUCCUH;

e 1puka3 (0 yem?) 00 yTBEp>KJIEHUU IITaTHOTO PACIMCAHUS;

e 1ucHMO (0 yeM?) 0 mpeAoCTaBICHUH HH(HOPMAITUH.
3aroyioBOK K TEKCTY 0(hOpMIISIETCS IO PEKBU3UTAMU OJIaHKA CJIeBa, OT TPAHMIIBI JICBOTO TIOJISL.
HaumenoBanue (3arosioBok) OO aHHOTAIUS JOKYMEHTA COCTaBJISIETCS aBTOPOM IIPOEKTa
JTOKYMEHTA.
3aroJIoBOK K TEKCTY MOKET HE COCTABIISTHCSA, €CITH 00BEM TIOKyMEHTA HE TMPEBBIIIAET 4-5 CTPOK.

23. TekcT IoKyMeHTa
JIOKyMEHTBI JTOKIIOJBHOM OpraHHU3allid COCTAaBISIFOTCS HAa TOCYAapCTBEHHOM si3bike Poccuiickoit
denepanym - pycCKOM.
TekcT moKyMeHTa MOMKET COAEPXKaTh Pa3fesibl, MOJApPa3/eibl, MMyHKTHI, MOIIMYHKThI, HyMEpyEeMbIe
apabckuMu uppamu.
B npukazax TeKCT JOKyMEHTa M3JIaratoT OT MEPBOTO JIMIA €AMHCTBEHHOTO YHCIIa ((ITPUKA3BIBAIOY)
B nmokymeHTax KoJUIETHANIBHBIX M COBEMIATEIBHBIX OpraHax OT TPEThEro JHUIa €IUHCTBEHHOTO
yucna: («cobpaHue... penmso)
TexkcTt mpoTOKONA W3JIAraeTCs OT TPEThErO0 JHUIlAa MHOXKECTBEHHOTO YHCHA  («CITYyIIaIm,
«BBICTYITUJINY, TIOCTAHOBWIIY, «PEITUITH),
B coBMecTHBIX JOKyMEHTaX TEKCT H3JararoT OT TII€PBOTO JIMI[a MHOYKECTBEHHOTO YHCIIA:
(«TIpHUKa3bIBAEMY, «PEIIUITNY).
B nenoBbIx (Ciny:ke0HBIX) MUCbMax MCIOIb3YIOTCS (POPMBI U3JI0KEHUS:
e OT NEPBOrO JIMIa MHOXECTBEHHOTO 4Hca («IIPOCHM HANpaBUTh», MpPEJCTaBIseM Ha
PacCMOTpPEHHEY);
e OT TPEThETO JUIla eAMHCTBEHHOTO uncia («Aamunuctpanus MAJIOY nerckuit cam Ne 147
HE BO3PAKACTY);
e OT TMEpBOr0 JHIA EIUHCTBEHHOrO 4YHcia («CUUTAl0 HEOOXOAUMBIMY, «IIpeasiararo
PaccMOTPETHY).
[Ipu ynotpebiaeHuu B TekcTe (paMuiIuil TMI MHULHAJIBI YKa3bIBAIOTCS MOcie (haMIIINUH.
B nenoBbIx (Ciy:keOHBIX) MHCbMax MOTYT MCIOJIb30BaThCS:
e BCTYyNUTEIbHOE OOpalleHue:
Yeaoicaemviii cocnooun Meanos!
Yeaoscaemas cocnoorca [lemposa!
Yeaocaemwiii Huxonati Ilempoeuu!
Yeaowcaemasn Onvea Huxonaesna!
YVeaowcaemvie cocnooa!

B oOpamennn mo A0DKHOCTH HauMEHOBAHHME AOJDKHOCTH IHINETCS C MPOMHCHON OYyKBBI, B
oOparteHnu o (haMUINN UHULIMATBI I HE YKA3BbIBAKOTCS.

e 3aKIIOYUTENIbHAS STUKETHas ¢pasa:
C ysaoicenuenm, ...

CtpaHuIpl T0KyMEHTa HyMEpPYIOTCS, HAYMHAs CO BTOPOTO JIUCTA JJOKYMEHTa apaOCKUMH IUppaMu
MIOCEPEVHE BEPXHETO IOJIA.

TekcT noKyMeHTa OTHeNnsieTcs OT 3aroJIoBKa JBYMsI MM TPEMS MEXKIYCTPOUYHBIMH MHTEpBAJIaMU
UCIOJIb3YEMBIMU B TEKCTE.

24. OTMETKA O IPWIOKEHUU




OTMeTKa O NPHIOKEHHHM HCIOJIB3YEeTCs NMpU O(GOPMICHHM MUCEM M TPUIOKEHUH K IUIaHaM,
[IporpaMMam, OT4eTaM, IOJI0KEHUAM, IIPAaBUIIaM, MHCTPYKLIMAM U APYTUM

JOKYMEHTaM.

B nucemax oTMeTKa 0 MpHIIOKEHUH 0(OPMIISETCS MO TEKCTOM MUChbMa Ha PaccTosHUM 1,25 ¢M ot
T'PAHMIIBI JIEBOTO ITOJIA. ECiIM NpPUIIOKEHUE HAa3BAaHO B TEKCTE IKMCbMA, B OTMETKE O IPHWIOKECHUHU
YKa3bIBa€TCsl KOJIUYECTBO JIMCTOB ¥ KOJIMYECTBO IK3EMILIAPOB MPUIIOKECHUS, HAIIPUMED:

Ipunoowcenue: na 3 1. 6 1 7x3.
[Ipy HanWMUMU HECKOJbKUX NPHUIOKEHUH, B OTMETKE O TMPWIOKCHUU OHH HYMEPYIOTCS,

YKa3bIBAIOTCS HAUMEHOBAHMSI KaXKJOTO TMPUJIOKEHUS, KOJIMYECTBO JIUCTOB U  KOJIMYECTBO
AK3EMIUISIPOB, HAIPUMED:

Ilpunoscenue:
1. Inan-epagux ... na 3 1. 8 2 9K3.
2. Cnpaska o noomeepcoenuu gpakma ooydenus... Ha 1 1. 6 1 3x3.

Ecnu mpunosxeHust cOpOIItopoBaHbl, TO KOJUYECTBO JIUCTOB HE YKa3bIBaeTCs. Ecim mpuiiokeHue
HaIpaBJISIOT HE BO BCE yKa3aHHBIEC B JIOKYMEHTE aJpeca, TO OTMETKY O €ro HAJMYUU O(POPMIISIOT
CIIETYIOIIUM 00pa3oM, HallpuMep:

Ipunoosicenue: na 3 1. 6 1 3k3. moabko 8 nepawiii aopec.

Ha npunoxeHusix kK mpaBuiiaM, HHCTPYKIMSIM, TOJIOKEHUSIM, IIJIaHaM, [IPOrpaMMamM, JA0roBOpaM U
JIPYTUM JTIOKyMEHTaM OTMETKa O NMPUJIOKEHHH IMPOCTABISETCS Ha MEPBOM JIMCTE MPUIIOKEHUS B
MIPaBOM BEPXHEM YTIIy.

Ecnu nmpunoxenue oaHO, OHO HE HymepyeTcs. Eciau mpusiokeHuil HECKOJIBKO, OHU HYMEPYIOTCS
(mputoxxenue 1, mpunoxenue 2).

B Tekcre mokymeHTa mpH MEpBOM YIIOMUHAHUM JOKYMEHTA-TPUIIOKEHHUSI B CKOOKAaX YKa3bIBAaeTCS:
... (mpunoxenue) uny ... (mpuioxenue 1); mepen HOMEPOM MPHIIOKEHUS JTOMYCKAETCS CTAaBUTh
3HaK HOMepa: ... (mpmtoxkeHue N 2);

B oTMerke 0 MpHIIOKEHHWH yKa3bIBAaeTCsl HAMMEHOBAHHE BUJa OCHOBHOTO JIOKYMEHTA, €ro jara u
HOMeEp, HarpuMep:

Ipunoowcenue N° 2 k npukazy MAJ[OY om 08.06.2017 Ne 67 "

Ecnu nmpunokeHneMm K JOKYMEHTY (Hampumep, K IpHKa3y) SBISETCS YTBEP)KIAeMbld JOKYMEHT,
(momnosxeHue, MpaBuiia, WHCTPYKIUS, PErJIaMEeHT U JIp.) B BEpXHEM IPaBOM YIJIy MPOCTaBISETCS
OTMETKA O MPUJIOKEHUH, HUKE — TPUQ YTBEPKIACHUS, HATPUMED:

Ipunooicenue
YTBEPK/[EHO
npuxazom MA/[OY om 08.06.2017 Ne 67

Bun u pasmep mpudra pexuzura "OTMeTKa 0 MPUIIOKEHUU" JOJDKEH COOTBETCTBOBATH BUAY U
pa3mepy mpu@Ta TeKCTa JOKyMEHTA.

25. I'pud coryracoBaHus JOKYMEHTA
I'pucd cornacoBaHus JOKyMEHTa UCTIOIB3YETCSI IPHU COTJIACOBAHUM JOKYMEHTA C OpraHaMH BJIACTH,
OpraHu3alusIMyd WIK JOKHOCTHbIMU Jmnamu. OH coctout u3 cioa “COIJTACOBAHO”,




JOJDKHOCTH JIMIA, KOTOPBIM COIJIaCOBAaH JOKYMEHT (BKJIKOYas HAMMEHOBAHHE OpraHMU3alMH),
JUYHOW MOJIHUCH, paciin(POBKU NOAMHUCH (MHUIMATIOB, ()aMUJIMU) U AAThl COTJIACOBAHUSI.

IIpumep:

COITTACOBAHO

3aseoyrowuii MAJ/[OY demckuii cao Ne 147
HU.U. Heanosa

01.12.2017

I'pud cormacoBaHus B 3aBUCHMOCTH OT BUJIa JOKYMEHTA U 0COOEHHOCTEH ero 0(hOopMIICHUS MOKET
IOIPOCTABJIIATHCA:

e HA MEpPBOM JIUCTE JOKYMEHTA (€CIM JOKYMEHT MMEET TUTYJIbHBIN JIMCT, - Ha TUTYIbHOM
JIUCTE) B JIEBOM BEPXHEM YIJly Ha ypoBHE Irpuda yTBEpKACHUS WU MOJ HaUMEHOBAaHUEM
JOKyMEHTa OJIMKe K HIYKHEMY TI0JII0);

e HA MOCJIEIHEM JIUCTE AJOKYMEHTA I0J] TEKCTOM;

e HAa JINCTE COIIACOBAHMS, ABJIAIOIIEMCS HEOThEMIIEMOM 4aCThIO JOKYMEHTA.

BHemHee cormacoBaHMe TakKe€ MOKET OBITh OCYHIECTBJICHO JAPYTUM JOKYMEHTOM - IMHCBMOM,
IIPOTOKOJIOM, ITPUKA30M.
[Tpumep:

COI'JIACOBAHO npuxazom MAJIOY om 01.07.2017 Ne 01-01/54

26. Busa

CornacoBaHue MpoeKTa TOKyMeHTa 0(OPMIISIECTCS BU30M.

Buza mnpocraBnsieTcs COOCTBEHHOPYYHO JIMIIOM, BU3HPYIOIIUM JTOKYMEHT, M BKIIOYaeT B cels
HAaUMEHOBaHWE JOJHKHOCTH BHU3UPYIOUIETO, €ro JHMYHYIO IOJIUCh, pacliu@poBKy MOANUCU
(nHUTIMANTBI, (DAMIIIAIO) U JIATY.

[Tpumep:

3asedyrowuii no AXY
H.0. Pamunusa
03.04.2020

HOHYCKaeTCH IMOJIMCTHOC BU3UPOBAHUC JOKYMCHTA U €T'0 HpPIJ'IO)KCHHfI.

HpI/I HaJlIn4yuun 38.MC‘IB.HPII>1, ,I[OHOJ'IHGHI/Iﬁ K IPOCKTYy HJOKYMCHTa BH3a  JOIIOJIHACTCA
COOTBCTCTBYIOIIIUM YKA3aHUECM.

HJ'ISI AOKYMCHTA, MNOIJMHHHUK KOTOPOTrO OTIIPABJIAIOT HU3 IHIKOJbI, BH3bl IIPOCTABJIAKOTCA Ha
IK3EMILIIPpAX JOKYMCEHTOB, IIOMCIIAEMBIX B ICJIO.

HJ'ISI AOKYMCHTA, NMOMIMHHHUK KOTOPOI'0 OCTACTCs B IIKOJIC, BU3bI COTJIACOBAHUA IMMPOCTABIISIFOTCA Ha
o6op0Te MOCJICOHCIO JINCTA MOMIMHHUKA JOKYMCHTA HWJIM Ha IMOCIICAHCM JIMCTC HNOKYMCHTA IIOJ
IO AIMHUCBIO.

27. Ilognucy
[longnuce BKIOYAET: HAMMEHOBAaHUE JOJDKHOCTH JIMIA, TOJIMUCABIIET0 JOKYMEHT, €ro

COOCTBEHHOPYYHYIO TONKCh; PaCIIM(PPOBKY MOAMUCH (MHULUAIIBI, (haMHIITUS):
ITpumep:

Jupexmop nuunas noonuce U.0. @amunus

Ecau HAOKYMCHT O(I)OpMJ'ICH HC Ha 6HaHKe, B HAMMCHOBAHHC JOJXKHOCTH BKIIOYACTCA
HaMEHOBaHME JOIIKOJbHOM OopraHu3alun (HOHHOC Ha3BaHUC I_HI(OJ'IBI). I[OHYCKaeTCSI B PCKBU3UTC



"[loanuch NOIKHOCTHOTO JMLA" LEHTPUPOBATh HAMMEHOBAHUE JOJKHOCTH JIMLA, HOJIUCABIIErO
JOKYMEHT, OTHOCUTEJIBHO CAMOM JUIMHHOW CTPOKHU.

IIpy moanucaHuM JTOKyMEHTAa HECKOJIBKMMH JOJDKHOCTHBIMHM JIMLIAMU Pa3HBIX JOJDKHOCTEM HX
MOANKCH paclojararT OJHY MOJ APYroil B IOCIEN0BAaTEIbHOCTH, COOTBETCTBYIOLIEH HEpapXuu
3aHMMAaEMOH JT0JDKHOCTH.

[Ipumep:

3aseodyrowuii auunas noonuce 1.0.D.
Compyonux auunas noonucsy 1.0.D.

[Ipn noanmucaHum JOKYMEHTAa HECKOJIBKMMH JIMIAMM DPAaBHBIX JOJDKHOCTEHM UX TNOJAIKCH
PacroJIararoT Ha OJTHOM YPOBHE.

B noxymeHTax, cOCTaBJICHHBIX KOMUCCHEH, YKa3bIBAECTCA CTATYC JIMIA B COCTaBE KOMUCCHUMU:
MIPOCTaBJIEHUEM KOCOM 4YepThl Mepe]l HauMEHOBAaHUEM JIOJDKHOCTU (I00aBisATh Kakue- JH00
IIPUCTABKH).

Ecnn 3aBenyromuil WM HMHOE YNOJHOMOYEHHOE HAa NOJANHUCAHME JOKYMEHTA JIMIO BPEMEHHO
OTCYTCTBYeT (OTHyCK, O00JIe3Hb, KOMaHIMPOBKA) WJIA JIOJDKHOCTh BaKaHTHA, TO JIOKYMEHT
MOJMUCHIBAET  COTPYAHUK,  YIMOJTHOMOYEHHBI HA  TOJMUCAHUE B  COOTBETCTBHH  C
pactopsiANTEILHBIM IOKYMEHTOM WJIM HaJIeJICHHBIM TIOJHOMOYMSIMH, YCTAHOBIICHHBIMU MPUKA30M
JI0Y WIM YUPEINUTENs, ¢ YKa3aHUEM CBOEH JOJDKHOCTH U IIOJIHOMOYMS, HAIIPUMED:

Ucnonnsarowuti obszannocmu 3asedyrowe2o noonucs U.0. Damunus

PexBusut "lloamucek AOMKHOCTHOTO JHIA" MOXKET OBITh OOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JOKyMEHTa (Hampumep, NpU HANUCAHUU CIY)KeOHOM 3amucku 0e3 NpPUMEHEHHUS TEXHHUUYECKUX
cpencTB) 1u60 0(hOPMIICH C UCTIOIB30BAHUEM TEXHUYECKUX CPEJICTB.

B cmysae odopmiienus pekBusuta "[loanmuck JOKHOCTHOrO JMIA" €  HWCMOJIB30BAHUEM
TEXHUYECKUX CPEACTB BUJA U pa3Mep HIpU(Ta YKa3aHHOTO PEKBU3HMTAa HE MOXKET OTJIMYaThCS OT
BHJIa M pa3Mepa MIpUQTa OCHOBHOTO TEKCTa TIOKYMEHTA.

PexBusutr "llogmuchk AOKHOCTHOrO JHIA" OTAENAETCS OT TEKCTa TPEeMsl WM  YEThIPbMS
OJIMHAPHBIMU MEXTyCTPOUYHBIMU HHTEPBAJIAMHU.

28. [leuaTh

[ledaTs sBHsETCA CIIOCOOOM NOATBEPXKAEHHUS MOJIMHHOCTH MOANUCH JOJDKHOCTHOIO JIMIIA Ha
nokymeHre. IleuaTb cTaBUTCS Ha JOKYMEHTaX B Cilydasix, MPEeIyCMOTPEHHBIX 3aKOHOJAATEIIbHBIMU
WIA UHBIMU HOPMAaTHUBHBIMU NPAaBOBBIMH aKTaMH.

[leyaTh craBUTCS Ha CBOOOJHOM OT TEKCTa MECTe, IPU 3TOM OTTHCK I€4aTH HE 3aXBaTbIBAeT
JUYHOW MOJAMUCH JIOJDKHOCTHOTO JIMIAa MOANMKCABILEro JOKYMEHT, WM B MecTe, 0003Hau€HHOM
«MII» («MecTto meuaTn»).

B noxymeHTax, MOAroTOBJICHHBIX HA OCHOBE YHU(PULMPOBAHHBIX (POPM, I€4aTh CTAaBUTCS B MECTE,
00o03HaueHHOM oTMeTKOM "MII" unu uHEIM 00pazoM.

29. OTMeTKa 00 UCIIOJHHUTEIIE

OtmeTka 00 ucmonHUTENe (aBTOpPE) JOKYMEHTa MPOCTABISIETCS HA MUChMax JI0y B JIEBOM HIKHEM
yIiy JMLIEBOM CTOPOHBI TOCIETHEro JHCTa JOKYMEHTa OT TpaHUlbl JIEBOIO TMOJS WM, TPHU
OTCYTCTBHH MECTa, - Ha 000POTHON CTOPOHE BHU3Y CIIEBa.

OtmeTKa BKJIIOYAET (aMIIIAIO, UMS, OTYECTBO HCIIOJHHUTENS W HOMEp ero teinedoHa, a TakKe
OTMETKa 00 HCHOJHHUTENE MOXET AOMOJHATHCS HAMMEHOBAHHMEM JOJDKHOCTH M JJIEKTPOHHBIM
aJpecoM HCIIOTHUTEIS.




IIpumep:

Usanos Usan Heanosuu, 3asedyrowuti no AX4
(888) 888-88-88, lvanov@mail.ru

30. OT™MeTKa 0 3aBEPEHUM KOIIUU

JUig OATBEPKIAEHUSI COOTBETCTBUSI KOMM (BBIIMCKH U3 JOKYMEHTA) MOJUIMHHUKY JOKYMEHTa Ha
MIOCJIETHEM JIMCTE€ KOMWUU (BBIMMCKM W3 JOKyMeHTa) noj pexusutoM "lloamuce" odopmisiercs
pekBU3UT «OTMETKA O 3aBEPEHUU KOIIHI.

OTmeTKa O 3aBepeHUMM KONMM BKJIIOYAET: CJIOBO «BepHO», HauMeHOBaHHE JOJKHOCTH JIMLA,
3aBEpPHBILErO KOMHIO, COOCTBEHHOPYYHYIO MOJNHUCH, pacU(ppPOBKY MOANUCH (MHHULIHAAIBI,
(bamuiInio), 1aTy 3aBEpeHUs] KOIIMH TIOKYMEHTA.

PexkBuzur «OTMeTka O 3aBepeHMM KOMUW» MOXET ObIThb O0¢QOpMIEHa OT pYyKHM WIU C
WCIO0JIb30BAHMEM IITAMIIA.

JlomyckaeTcs 3aBepATh KaX bl JUCT MHOTOCTPAHUYHON KOIIMU JOKYMEHTA.

31. OTMETKA 0 HOCTYIUIEHWHU JIOKYMEHTA

OTMeTKka O MOCTYIUIEHUH JOKYMEHTAa COJEPKUT BXOMSIIMN PETUCTPALIMOHHBI HOMEp W ATy
MOCTYIUICHUsT JOKyMeHTa. JlomyckaeTcs yka3aHHe YacoB W MHUHYT TOCTYIUICHHS JOKYMEHTa C
3aBepeHHeM IO AT CAMU SaI/IHTepeCOBaHHBIX JINII.

OTMGTKa (0] HOCTyrIJ'IeHI/II/I }IOKyMeHTa MOXET HpOCTaBJ'ISITBCSI C UCITIOJIb30BAHHUECM IIITaMIIA.

32. Pe3omonus

Pe3omionus conepuT ykazaHue MO HCIOJIHEHHI0 JokymMeHTa. OHa odopmiisercs Ha CBOOOAHOM
MecTe pabouero moJs JOKyMEHTa.

Pesosmrorus Brimrovaet B ce0si: pamMuimiio, MHUITMAIBI UCTIOJTHUTEIS (UCTIOTHUTENCH), TOPYICHHE TI0
JOKYMEHTY, MOJANUCH aBTOPA PE3OJIIOLUU U 1aTy 0(OPMIICHUS PE30TIOIUH.

Pe3omonus, Mo ycMOTpPEHHIO JIMIA, JAIOIIET0 MOpYYEeHUE, MOXKET BKIIOYaTh B ceOsl TaKKe CPOK
WCIIOJIHEHUS JOKYMEHTA.
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. KOHTpOJ’IB HCIIOJIHCHHUS HACTOAIICTO IIPHUKa3a OCTaBJIAIO 3a co0oii.

3aeayromuit MAJIOY Ne 66 CymenneBa M.C.
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