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1. O6mue MO.10KeHHS

1.1 HacTosmad MHCTPYKIHs pa3paboTaHa B COOTBETCTBMH C dejiepaibHBIM 3aKOHOM 0T 29
nekabps 2012 roga Ne 273-03 «OB obpasosannu B Pocemiickolt denepain» A3MEHEHHSIMHU OT
15 oxrs6ps 2025 roma, TOCT P 7.0.97-2025 «Cuctema CTaHAapToB IO uHpOopMalKH,
OUOIMOTEYHOMY MW  H3/ATEIBbCKOMY  JIETY (CUBHT). Oprauu3alHOHHO-PACIOPAIHTE/BHAS
pokymenTanus. TpebopaHHs K o(OpMIIEHHIO  JIOKYMECHTOB» [1], a Takke VYCTaBOM
0GmeobpazoBaTenbHOM OpraHu3alii i ApyTHMi HOPMATHBHBIMH [PABOBBIMH aKTaMH Poccuiickoii
®ezicpallii, PerIaMEeHTHPYIOMMMH 1SS Te/IbHOCTD obeo6pa3oBaTebHBIX OpraHu3alui.

1.2. Jlamaas MHCTpyKUHA MO JCTONPOM3BOACTBY (manee — MHCTpYKIHA) 0003HauaeT IpaBia
OJTOTOBKH H OGOpPMIICHHMS JOKyMEHTOB B 0GIIIe00pa30BATENbHOM OpTaHu3alUi, ONpEneieT
cranaapTsl oopMIeHHS PEKBU3HTOB, G1AHKOB JIOKYMEHTOB, COCTaBJIeHHs NPHKA3OB, TI0JI0XKEHUI
HHCTPYKLHIL, a TAKKe PeriaMeHTHpyeT (OpPMHpPOBAHHKE JIEN M HX TEKYNIEee XpaHCHHE, IOJITOTOBKY
JIOKYMEHTOB H JICJT K IICPE/Iatc Ha apXHBHOE XpPaHCHHE B 06me06pa30BaTeJILHOFI Ooprasusalun.

1.3. Mucrpykuus paspaboTana B LEAX yCTaHOBJIEHHs €IHHBIX TpeboBaHuii K MOITrOTOBKE,
00paboOTKE, XpaHCHHUIO 1 MCIIONH30BAHUIO 00pa3ylomuxcs B NeATETEHOCTH 06m306p33013arenbﬂoﬁ
opranm3ayi U MOCTYTAIONHX B IKOIY JOKYMEHTOB, a TAKIKe COBEPIICHCTBOBAHUA Y IIOBBILICHHS
3¢ PeKTHBHOCTH JIeJIOIPOU3BOACTBA 0Gimeo0pa3oBaTe/bHONH OpraHH3alliH.

1 4. Tlonoxenuss VHCTPYKIHH PacipoOCTPaHAIOTCA Ha OpraHu3aluio paboThl € AOKYMEHTAMH
HE3aBHCHMO OT BHJA HOCHTE/Id, B TOM quciae ¢ 3H6KTPOHHBIMH I[OKYMEHTaMH. BKJIHOUAA
[IOArOTOBKY. 00palOTKy, XpaHCeHHC H pcnoabp30BaHue JIOKYMEHTOB, OCYIECTBIAECMBIMH €
[OMOIIBI0 HHPOPMAITHOHHBIX TEXHOJIOTHH.

1.5. OpraHg3aluio, METOAUYCCKOS PYKOBOJICTBO, COBEpIIIEHCTBOBAHHE JIEJIONPON3BOACTEA H
KOHTPOJTb 3a COOMIO/ICHHEM HacTosmIel MHCTPYKIHH B IIKOJIC OCYIICCTBISCT OTBETCTBEHHBIN 32
BeJIeHHE JIETONPON3BO/ICTRA.

1.6. Tlpapa u 00s3aHHOCTH PaOOTHHUKOB, OCYHICCTBIAIOMIHX paboTy ¢ JOKyMEHTaMH B
CTPYKTYPHBIX  [0Jpa3fCICHHAX 061e06pa30BATEILHON  OpraHU3alliH. yCTaHaBIHBAIOTCS
NODKHOCTHBIMA HHCTPYKUHAMH HIIH [IPHKA30M JIHPEKTOPA.

1.7. CaejeHus, couepiamuecs B JOKyMEHTAX, MoryT ObITh HMCTOJb30BAHbI TOJBKO B pabouux
neagx B COOTBETCTBHH € [MOJTHOMOYHAMH COTPYJIHHKA, pa60TaK)Iuem ¢ JJOKYMEHTaMH. Pabora ¢
JOKyMEHTaMH BHE [OMEIIeHHH IIKOJBl HE JOIYCKacTCAH. [Ipu yTpare AOKYMEHTOB IIPOBOJIHTCS
cinyxeOHas IPOBEPKA.

1.8. Tlpu yxoge B OTIYCK, NEPEBOIC (MepeMeIleHHH) TI0 paboTe WM B ClIydac YBOJIbHCHUS
COTpPYIHUK o0s3aH 1epeaars BCC HAXOAIIMECs Y HEro JOKyMEHTBI HHOMY COTPYIHHKY.
onpeieTIEHHOMY B COOTBETCTBIH € yKa3aHHEM HETOCPE/ICTBEHHOIO PYKOBOIHTENS YBOIBHACMOTO,
yXOJSIIEr0 B OTIYCK HIH TIEPeBO/IAILICTOCH (IepeMemaeMoro) no paboTe COTpy/IHHKA.

1.9. IHCTpyKIHsA 00s3aTeIRHA /1A cobTIoIcHAS BCeMH PaOOTHHKAMH HIKOTIBL. Buob MPUHATHIE HA

paBoTy COTPYJHHKH, B JIODKHOCTHEIS oG3AHHOCTI KOTOPBIX BXOTHT BEJCHHE JOKYMCHTAII, B



Teyenue TPEX paboUMX JHEH CO JIHS W31 [IpHKa3a O Ha3HAYEHWH HA JOWKHOCTH JIOIDKHBI OBITH
03HAKOMJIEHE! ¢ HacTosuiell IHCTPYKIMEH MO/ NIOATHED

2, llpasuia noAroTOBKH H odopmIeHHs T0KYMEHTOB

71. B JjesATeIbHOCTH IIKOJbI CO3/ACTCA  KOMIVICKC OpraHU3aIMOHHO-PACTIOPSAUTENBHEIX
JOKYMEHTOB: IIPHKa3bl, PACIOPHKCHHA, [ONIOJKEHHsI, TPABAIA, HHCTPYKIWMH, PErIaMCHTBL
TIPOTOKOJIBI 3ace/aHui (COBEIATENLHBIX, KOOPMHALMOHHBIX, SKCIEPTHBIX U JIP. OpraHoB), aKTbL.
AHATUTUYECKUE CHPABKW, JIOKIAQHBIC H crykeOHple  3alUCKH, JIOTOBOPBI (KOHTPAKTHI,
cornamenns), jgenopasd (ciyxeOHasd) MEpenHCKa H Jp. COCTaBISIOTCA H ohopMIAIOTCA
CHCIMATBHBIE JIOKYMEHTBI, CBA3AHHBIC C NTaHAPOBaHHEM O00Pa3OBATEIBHON JCATEIBHOCTH H
OCYIIIECTBIICHHEM XO3SICTBEHHBIX MEPONPHATHIL, BEJICHUEM yueGHO-11€/IarorHYeckoro  y1iera,
opranmusanuei JICIOIIPOH3BO/ICTBA 06meo0pa3zoBarepHON  OpraHms3alim, obecriedeHUEM
OyXraJTepCcKoro yuera.

2.2. JIoKYyMEHTBl MOIYT CO3/aBaThCsi Ha OyMaKXHOM HOCHTENE H B SNEKTPOHHOH (opme ¢
COOIOICHHEM YCTAaHOBICHHBIX TPaBHII oopmiieHHs JIOKYMEHTOB. Jlns co3faHus JOKYMEHTOB
MOTYT MCIOJIB30BaTHCS MIEKTPOHHBIC [1a610Hb] O;TAHKOB JOKYMEHTOB H 3ICKTPOHHBIC 1abI0HbL
JOKyMEHTOB [1. IYHKT 3.1).

2.3. Tlpu co3maHnu JOKYMEHTa HA JBYX H GoJlee CTPAHMLAX BTOPYIO H MOCIICIYIOIIHE CTpaHHIBI
HYMECPYHOT. Homepa CTpaHMI] IPOCTABIAXOTCAH [OCEPEAUHE BCPXHEro IO JOKyMeHTa Ha
pAcCTOSHUHM HE MEHEE 10 MM OT BEPXHETO kpas mucra [1, abzan 1 nynxra 3.2]. IIpu o(opMIICHUN
JIOKYMEHTA, 3aHAMAIOLICTO HECKOIIBKO JHCTOB, Ha G1anke oopmAeTcs TOIbKO IepBBIi JTHCT.

2.4, Jlomyckactes co3Jauue JIOKYMEHTOR Ha uneBoii W OOOPOTHOH CTOPOHAX JHCTA. [Ipn
JIByCTOPOHHEM co3/IaHuN JOKYMEHTOB [YpHHAa JICBOIO moJid Ha JIUIEBOi CTOpOHE NUCTa H IpaBoro
[oJ1s1 Ha 0BOPOTHOM CTOPOHE JTHCTA JOIDKHEI OBITh paBHbI [1, ad3al 2 MyHKTa 3.2].

2.5. Tapautypa ¥ PpasMepbl mprdTa. HUCTIONB3YEMOro 00111e00pa30BaTEIIbHOM opraHu3aluue,
yCTaHAB/INBAOTCA B HOPMAaTHBHBIX aKTax opraHusalyH [1, a63ar 1 nynkra 3.3].

Tl odopMIIEHHS IOKYMEHTOB PEKOMCHIYCTCA Jcronp3opath pasmepst mprdTor Ne 12, 13, 14 [1.
a63an 2 nynkTa 3.3].

2.6. [Ipu cocrapieHAn TaGIHIL, TP OGOPMICHHH CIPABOTHEIX JAHHEX 06 061meobpazoBaTeIbHOR
opragu3anii A OTMETKH 00 HCIIOIHATECIE JOITYCKACTCA UCNIOJIB30BATD HIpH(bTbI MEHBIIHX
pasmepos [1. aban 3 nmynkra 3.3].

2 7. AG3auHblii OTCTYI TEKCTa JOKYMEHTA — 1.25 eu [1, a63an 1 mynkra 3.4].

3aro;OBKM pa3/eoR U IOPa3/IENoB NEUaTatoTCA C aG3alHBIM OTCTYIIOM HJIH IEHTPUPYROTCA oe3
263a1HOr0 OTCTYIIA MO IIHPHHE TEKCTA [1, ab3am 2 mMyHKTa 3.4].

7 8 MHOrOCTPOUHBIE PEKBU3UTHI MEYATAIOTCH yepe3 OJIUH MEKCTPOYHBIH HHTEpBAT, cOCTaBHbBIE
yaCcTH PEKBU3ATOB MOT'YT OTACTATECH JOMOTHUTEIEHBIM HHTEPBAIIOM [1. abG3au 3 myHKTa 3.4].
Ctpoxu MHOTOCTPOUYHBIX PEKBH3HTOB BbIPaBHUBAIOTCS TIO JICBOMY Kpato 3aHMMAaeMOil UIMH 30HbI
JUTH [IEHTPHPYIOTCA OTHOCUTEIBHO camoit JuTaHHOM cTpokd [1, ab3arn 4 mynxra 3.4].

2.9. JlnuHa caMoil JUTMHHON CTPOKH PEKBH3HTA IpH YriIOBOM pacIoIoKEHIHN PEKBU3UTOB — HC
Gosee 8 cM [1, ab3ai 2 nyHKTa 3.51

JimiHa camoil JUIMHHOH CTPOKH PEKBH3HTA TPH TIPOOTEHOM PAcTIOJIOXKCHIH PEKBH3UTOB — HE
Gostee 12 cm [1, ab3an 3 myHKTa 3.5].

1.10. TexeT IOKYMEHTa BHIPABHHBACTCS 1O IIMPHHE sucTa (110 TPaHHIAM JIEBOTO ¥ MPABoro nosick
nokymenta) [1, ab3an 1 MyHKTa 3.5].

TexcT TOKYMEHTA II€UATAETCA 1EPE3 1 - 1,5 MEKCTPOUHBIX HHTEPBATIA [1. a63an 5 mynkra 3.4].
Ecii JIOKYMEHT TOTOBHTCS LI H3[IAHHA € yMeHbieHHEM MacmTaba, TEKCT neuaraeTcs depes JIBa
unTeppaa |1, ab3ar 6 nyuxra 3.4].

VnTepsas MeKTy OYKBaMu B CIIOBAX — oGpIuEbll [1, a03a1 7 MyHKTA 3.4].

MnTepBai MeK/Iy CIOBAMHI — OJIMH npoGen [1, ad3an 8 MyHKTa 3.4].

7.11. JlokanbHBIME HOPMATHBHBIMH aKTAMHU 06111e00Pa30BaATENIBHON OpraHH3alHi MOXET OBITH
IIpe/lyCMOTPEHO BBIIETICHAC OT/Ie/IbHBIX PEKBM3HTOB, @ TAKKE (bparMeHTOB TEKCTa NOTYKHPHERM
mpudroM [1. TYHKTA 3.6]. TIpn oQopmeHHHA JIOKYMEHTOB HE PEKOMCHJyeTed MCTIONB30BATh
HayepTanue mpudTa «KypcuB» H [10/[UEPKHBAHHUC TEKCTA.



2.12. MHOTOCTpaHHYHBIE JIOKYMEHTBI MOTYT 0OPMIIATECS € THTYJILHBIM nucroM [1, myskra 3.7].
2.13. JlokyMEHTBL KaK DJIEKTPOHHbIC, TaKk ¥ Ha OyMaKHOM HOCHTEIE, MOTYT cO3/aBaTbed C
HCIIOTE30BAHHEEM TTPOrPAMMHOTO 00eCTIeIeHHA — TEKCTOBBIX, TAONMYHBIX PEAAKTOPOB, CHCTEM
3JIEKTPOHHOTO JloKyMeHTooG0poTa (Janee — CHJ1), obecreunBalOIMX CO3/IaHHC, pPOCMOTP H
peJAKTHPOBAHHE  JIOKYMEHTOB  — ¢ cobmojeHHEM  IOJOKEHUI Uuctpykmud. B
06meo6pazoBaTeIbHOM OpraHu3alui MOTYT FICIIONB30BATECS 3NEKTPOHHBIE KOMHH JIOKYMCHTOB.
moJiydaeMple B pe3ysbTare ol(pOBKH (HATIPHMED, CKaHMpOBaHHA) JIOKYMCHTOB Ha OyMaKHOM
HocHTeNe. JIEKTPOHHAS KOTIHsI JIOKYMEHTa J0/IKHA ObIThH YATAEMOIH, HE COZIEPIKATh NEPCBEPHYTHIX
n300pakeHHil CTPaHNIL., HE HapyllaTh HyMepalui CTpaHuil. JUnst 27EKTPOHHBIX KOMUHA JOKYMCHTOB
PEKOMEH/LY€TCs HCTIOIb30BaTh dopmar PDF.

3. PexBH3NTHI JIOKYMEHTOB
3.1. Jlnd pEKBM3HTOB JOKYMEHTOB. CO3/IaBAEMBIX B obmeobpazopaTelbHO  OpraHu3aluy,
YCTaHAB/IMBAIOTCA [IPABUIA U TpeGoBaHus B COOTBETCTBHH C 'OCT P 7.0.97-2025.
3.2. CocTaB peKBH3HTOB KOHKPETHOTO JIOKYMEHTA onpeenseTcs ero BUJIOM U Pa3HOBUIHOCTBIO.
3.3. Ilpu mOJrOTOBKE H oopMIeHHH JIOKYMEHTOB B [IKOJIE MCIOJIB3YIOTCH CIEIYIOLINE
PEKBU3HTHL

e ko1 GopMBI TOKYMCHTA!

¢ HaMMEHOBaHHE LUKOJIBIL;

e  CIPABOYHBIC TAHHBIC O IIKOJIC;

e HaMMEHOBaHHE BUJA JOKyMEHTA,

e Jara IOKYMEHTa;

e  pervCcTpPAIMOHHEIN HOMED JIOKYMEHTA,

e  CCHUIKA HA PErMCTPAMOHHbIH HOMEP U JIaTy [IOCTYIHBIIETO JOKYMEHTA;

e MeCTO COCTaBICHMA (M3TaHHS) JIOKYMCHTA;

e ajpecar;

o rpud yTBEpKICHHA JOKYMCHTA:

¢ 3arojIOBOK K TEKCTY:

e TEKCT JOKYMCHTA,

e OTMETKA O MPHJIOKEHUH:

o rpu} cornacoBaHHA AOKyMEHTA,

L] BHU73A,

e TIOAMHCH:

o OTMETKA 00 SJIEKTPOHHOH IO/IIUCH;
e TIEYaTh.

e OTMeTKa 00 HCIOJIHHTEIIE:

° OTMETKA O BaBBPEHIrIH KOIITUH,

e OTMETKa O IOCTYIUICHHH JTOKYMCHTA,

e  PE3OIIOLMSL

e OTMETKA O KOHTPOJIE,

e OTMETKA O HAlpaBJIeHHU JOKYMEHTa B JICIIO.
[1, nyHKT 4]

4. BJlaHKH JOKYMEHTOB

4.1. Jlaa HOArOTOBKA JIOKYMCHTOB oGmeo0pasopaTeIbHas OpraHH3alisl UCIOJb3yeT OIaHKH
yCTAHOBIIEHHOTO 00pasua M HHCTBIC muetsl Oymarn. Jlist M3TOTOBJICHUA OIaHKOB JOKYMEHTOB
ucronp3yercs oymara popMaToB A4 (210x297 mm), AS (148x210 MM); Ul U3TOTOBJICHHA GIaHKOB
pe3omonuii HCIoB3yeTCs oymara (popMaToB A5 (148x210 mm), A6 (105x148 mm) [1, abzanp! 1 1
2 nynkra 6.1]. OT/IE/IBHBIC BUIDBI JIOKyMEHTOB (TaOIHIEL, CXEMBI, cMeTbl) JomycKaercs 0opMIIATh
¢ HCIoJb30oBaHMEM (opmara A3 (420x297mm). JOKyMEHTEI, cocTapisolne BHYTPEHHIOKO
fiepenucKy. odopmimoTes Ha cTanmapTHHIX THCTaX OyMmard dopmara A4 (210x297 mm) Oe3
JCII0/Ib30BaHUs OIaHKOB.



[Tpu ¥3/IaHAH JOKYMEHTOB JBYMS HITH Gosee OpraHM3aIAMH HCTIONB3YETCH Gymara hopmara A4,
HA KOTOPOH BOCIPOM3BOISTCS PCKBUIUTHI BCeX OpraHH3aluii, MOArOTOBHBIINX mokymeHT [ 1. ab3ar
3 mynkra 6.1].
Ha 6ragKe W3roTABIMBAcTCA MepBas CTPAaHHIA (nucT) JIOKYMEHTa, TMOCHTEAYIOIHE CTpaHHIIbI
(7MCTBI) H3rOTAB/IMBAIOTCS HA Oymare COOTBETCTBYIOIIETO dopmara [1, aG3ail 4 myHKTa 6.1].
4.2. Kaxaelif JIHCT JTOKYMEHTA, odopMIICHHBII HA Ganke wim 0e3 HEro, JODKEH UMETh MHOJA HE
MEHEE:

e 20 MM — IEBOE;

e 10 MM —1paBoe;

e 20 MM — BEpXHCE!

e 20 MM — HHKHEE.
[1. a03an 5 mynkra 6.1]
4.3, JIOKYMEHTBI JUIMTCIIBHBIX (cBpmme 10 j1€T) CPOKOB XPaHCHHA AOMDKHDI UMeTh JIGROe MOoJie HE
menee 30 mu [1, aG3an 6 nynxra 6.1]. Bee JTHCTBI OZHOTO JIOKYMEHTA J0JKHBI HMETh OIHHAKOBBIC

pa3Mepsl MOJIeH.
4.4. Bpanku Ha OyMaKHOM HOCHTEIC H 3eKTPOHHBIC 1IA0JIOHBI GIAHKOB JIOKHBI OBITh

WIEHTHYHBI TIO COCTABY PEKBH3UTOB, OPAIKY HX PAcIIOIO)KEHHs!, TAPHATYPAM mpudra [1, ad3ar 1
nyHkTa 6.2].
BraHkd JIOKYMEHTOB Ha OyMakKHOM  HOCHTEIC W HIeKTPOHHBIE  MA0IOHBI O1aHKOB
M3rOTABIMBAIOTCS HA  OCHOBAHHM  MAaKETOB GIAHKOB, YTBEPIKIAEMBIX — PYKOBOIUTEIEM
0611e06pa3oBaTeIbHON OpraHi3aii [1, a63an 2 nyHKTa 6.2].
BnaHky JOKYMEHTOB CNENyeT H3roTaB/IvBaTh Ha Gesoif Gymare Wi Oymare CBETJIBIX TOHOB.
Bymara., Ha KOTOpOW H3rOTaBIMBAlOTCHA GIaHKW JOKYMEHTOB H BTOPOH H IOCICAYIOMHC JIMCTBI
JOKYMEHTA, JIOTKHA OBITH 0/IMHAKOBOTO Ka1CeCTBa [1. ab3an 3 nyHKTa 621
JNEKTPOHHBIE maG0Hb OJaHKOB JTOKYMCHTOB H 3JIEKTPOHHBIC maGI0OHBl JOKYMEHTOR JIOMKHBL
GBITD 3AMIUIIEHB] OT HECAHKIMOHHPOBAHHBIX m3Menenuii [1, ab3an 4 myHkTa 6.2].
4.5. B 3aBHCHMOCTA OT PacIOJIOKCHHS PCKBH3UTOB yCTaHABIMBAETCA [[BA BapUAHTA ONMaHKoOB —
YITI0BO# 1 IpOJOIbHBIH [1, TYHKT 6.4].
4.6. Buipl 01aHKOB JTOKYMEHTOB, npUMeHSEMBIX B IIIKOJIE:

o 0OMmMIt ONIAHK!

e OmaHK NHCHLMA!

o 0JaHK KOHKPETHOIO BHIA JAOKYMCHTa (bmaBk TpHKA3a, GJaHK pACIOPIKCHHMs, OraHk

IPOTOKONIA U JAp.)

[1, aG3ar 1 mynkT 6.6]
4.7. O6muit Oj1aHK HMCITOJIb3YETCH T H3TOTOBJIEHHUS MOOBIX BUIOB JIOKYMEHTOB, KpOMe JIET0BOT0

(ciyxeGHOTO) THCHMA [1, ab3an 1 nynkra 6.7].

4.8. O6pasubl paspaboTaHHBIX H MpUMEHAEMBIX B IIKOJIE HIAHKOB TOJUIEIKAT BKIIOHYCHHUIO B
MHCTPYKIMIO 110 JIENIONPOH3BOJICTRY o6meo6pa3oBaTebHOM  Opranu3almd - B KaueCcTBe
IPUIIOKEHHH.

5. Mpuxa3sbl
5.1. Ilpukazamm OGQOPMISIOTCS PEIICHHA 10 OIEPATHBHBIM, OPraHH3AIMOHHBIM, yueOHBIM,

Ka/IpPOBBIM H JAPYTHM BOIIpOCaM paboTel IIKOJIBL.

5.2. IlpoekTsl NpPHKA30B IOTOBAT OTBETCTBEHHbIC HCIIOJHHTEIM HA OCHOBaHMH nopy4eHui
JMpeKTOpa, ero samectrTeneii. [[poeKTHl MPUKA30B IO JIHYHOMY COCTABY FOTOBHT CHELHATHCT 110
KaJpam.

5.3. B mpuKazax TEKCT u3jaraercs Ot MepBOro THIa CAMHCTBEHHOTO qnena («IPHKA3HIBAIOY) [

abs3an 6 myHkTa 5.18].
54. TekcT HpHUKA3a MOXKET COCTOATH W3 JIBYX qacTeil: KOHCTATHPYIOIIEH (mpeamOyel) H

pacnopsx):(menbuoﬁ.
5.5. B xoHcTaTHpyIOLIeH 4acTH KpaTko W3IaraloTes Ieln u 3agaud, (aKTBl M COOBITHA,

HOCII)’}KHBIIIHE OCHOBAHHEM JUIs H3IaHHA TpuKasa. Ona MOXeT HAaUYMHATHCA ciiopaMu «B 1nemix»,

«B CcOOTBETCTBUMY. «Bo HCmoJHeHUE», B T Ecnu mpHKa3 u3jaercs Ha OCHOBAHHH npyroro
JIOKYMEHTA. TO B KOHCTATHPYIOLLEH acTH yKasLIBasTes HanMeHOBAHME HTOTO JOKYMeHTa, ero J1aTd,



HOMCP H 3aroJIOBOK. TpeamOyna B MPOEKTaxX IPYKa30B 3aBepIIACTCA cosom «[IPUKA3BIBAIO»,
KOTOpOE TIeUaTaeTCs MPOIMHCHBIMA OyKBaMH BPA3PSLIKY.

5.6. PacnopanuTebHas 4acTh JO0LKHA cojiepikaTh [EPEINCICHAC npeIIHCHIBACMBbIX JefcTBUI €
yKa3aHHEM HCTIOJHHUTEIS Ka)Kaoro AeicTBHsA H, TPH HeoGXOMUMOCTH, CPOKOB HCIOIHCHHS.
PacriopsiuTeNbHAs 4acTh JCIATCH Ha IYHKTbI ¥ MOIYHKTBI, KOTOPBIC HyMepyroTCsa apaOCKUMHU
nuppamu. JlefcTBHA OJIHOPOJIHOTO XapaKTepa MoryT GBITH [IEPEYACIICHBI B OTHOM MYHKTE.

5.7. B xadecTBe JCTIONHATENeH  YKa3bIBAIOTCA 3aMECTHTEIH JMpeKTopa, MpeceaTeit WIH
PYKOBOHTEIH pabouux rpymi (KOMHCCHI).

5.8. Eciy IpuKa3 H3MCHAET PAHEC W3/AHHDIHA TOKYMEHT (ITYHKTBI JOKYMEHTa), TO O/IWH U3 ITYHKTOB
pacrnopsauTebHOH JacTh TexcTa JOIDKEH COfIepKaTh CCBUIKY Ha J3MEHSEMBIiT JTOKYMEHT (IyHKTBI
JIOKYMEHTA) C yKa3aHueM ero 7aThl, HOMEpa H 3aroJioBKa.

5.9. Eciu mpukas OTMCHACT JeliCTBHE paHee H3/IaHHOTO JoKyMeHTa (IIYHKTOB JOKyMeHTa) ¢
onpeieIeHHOM JaThl, TO O H3 IIYHKTOB pacIOpsTUTEIBHON JacTh TekcTa JOJDKEH HAYMHATHCA
coBaMi «[IpH3HATD YTPATHBIIAM CHILY...». nanee yKas3blBaTbCs Jara, HOMEp M 3aroJIOBOK paHee
M3/IaHHOrO JIOKYMCHTA (nyHKTa JOKYMEHTAa), a TaKkiKe jara, ¢ KOTOpOii OTMEHAETCA €ro JIeHCTBHE.
Ecim para He YyKasaHa, TO jeiicTBHE paHee H3JAHHOTO JOKYMeHTa (IIYHKTBI JIOKYMEHTa)
OTMeHSFETCs ¢ JIaThl U31aHns HOBOTO IIPUKA3a.

5.10. Eciiu mpHKa3 OTMEHSAET PaHee W3NAHABL JIOKYMEHT ¢ MOMEHTa 3/[anks, TO OJIMH U3 IIYHKTOB
paCHOpS{ILHTeIIbHOﬁ qacTH TEKCTa JODKEH HaYMHATHCA ciopamu «OTMEHHUTB...» H yKa3bIBATHCH
7iaTa, HOMEp M 3aroJIoBOK paHee H3IaHHOTO JOKyMEHTa.

5.11. Ecyi mpuKa3 IIperoaracTcs BBECTH B JelicTBHE HE ¢ MOMEHTA €ro y31aHus, Heo0X0MMMO
yKa3aTb CPOK BBE/CHHA €10 g peiictue. [locieHAA MyHKT pacrl()pﬂ,IIHTeJIbHOﬁ 4acTH MOXKET
COJIepiKaTh CBEACHH © OIBKHOCTHOM JIUIE, HA KOTOpOE BO31aracTes KOHTPOIb 34 HCIIQJIHECHUEM
NpHKasa.

5.13. Tlpukaspl TOAIHCHBAIOTCA TOIBKO JUPEKTOPOM 0GIIE00pa30BATEIbHON OpraHu3atii Wik
paGOTHIKOM, HCTIOJTHAIOMIIAM ET0 00s13aHHOCTH.

5 14. OTBETCTBEHHOCTb 3a 00€CHEUCHAE CBOEBPEMEHHON H KaueCTBEHHOI NMOATOTOBKH MPOCKTOB
[pMKa30B M HX COTJIACOBAHHC ¢ 3aMHTEPECOBAHHBIMH paboTHHKaMH H OpraHu3aumsaMa HeCyT
aBTOPbI MPOCKTA IPHKA3a.

5.15. PerucrpanMOHHbIC HOMEpA npHCRAMBAIOTCS [PHKa3aM M0 1opsaKy HOMEPOB B npejenax
KaJICHAapHOoro rojia.

5.16. Jlata perucTpaliu npukasa gBIISeTCS 1AaTO| ero noAnucaHms.

6. MpaBmua, M0JI0KEHHs, HHCTPYKIMH
6.1. TlpaBuma — HOPMATHBHBIl NPaBOBOH aKT, ompeaensomuil  MOPSIOK xakoro-mbo BHIA
neqaTesIbHOCTH, yCTAHABIHBAOLIMH, [pe/IACHIBAIONIHE  HJTH sanpelalommi ompeseieHHOE
MOBEJICHHUE.
6.2. ITonoxenue — HOpMaTHBHBIH paROBOH aKT, JETaIbHO pernameﬂmpymmuﬁ npaBOBO# CTATYC.
MOPS/I0K OpraHA3allii i npoueaypy kaxoro-mbo Buja JedTeIbHOCTH.
6.3. HncTpyKuus -— HOPMATHBHBIN MpaBOBOH  aKT, {37aBaeMblii B IEIAX paspACHEHHS U
ornpeae/ieHu nops/aKa [IPUMCHCHHUA COOTBETCTRYIOIIETO HOPMATUBHOI'O [IpaBOBOro aKTa nubo ¢
e/bIo YKa3aHus HOpM O cr10c00ax BHIMOIHEHHS OHNPECICHHBIX onepaiui (meiicTRuil).
6.4. TIpaBuna, MOJOKCHHA, WHCTPYKIMHA [PHHAMAIOTCS (B 3aBHCHMOCTH OT BHIR JOKyMEHTa) Ha
YnpasnioueM  COBETE, sacenanmax IIpodcorozHoro KOMHTETa IWKOIBI H YTBEPKAIOTCA
JHPEKTOPOM.
6.5. TlopsnoK HOATOTOBKH POEKTOB TPABIJL, TOTOKEHIL, MHCTPYKIHMH COOTBETCTBYET oGemy
MOPSIIKY IIOJANOTOBKH IPOEKTOR MPUKA30B 06me06pa3ona'renbﬂoﬁ opraHu3atiH.
6.6. Texer MpoeKTa MONOKEHHUS, TPaBHI, MHCTPYKIHH [e4aTaeTcs Ha ducToM mucte Oymarn
dopmara A4
6.7. OTnuunTeIbHBIMU XapaKTepHCTHKaMH TCKCTOB IpaBML, MOJNOKEHHA, MHCTPYKIHH ABJIAKOTCA:

e TOYHOCTH MPHMEHACMBIX (hopMyIHMPOBOK Ge3 uCmoJb30BaHus CI0B H MOHATHI, UMCIOIIHX

MHOJKECTBECHHBIH CMBICIL,



e HCMOJbL30BaHHE KOPOTKHX mpeoKeHHH, OOMETPAUHATEIX BBIPOKCHHH W CBA3OK, IpH
HEeoGXOIMMOCTH — IIPe/IBAPUTEIIBHOE ONPEICICHAC HCIIOJIB3YEMBIX MOHSATHH, COKpAILCHHMI,
ab0OpeBHaTyp:

e ONHCAHHWE BCEX BO3MOKHBIX BAapHAHTOB cOGLITHH ¥ COOTBETCIBYIOIMX MM BapHAHTOB
JeHCTBHiA, T.€. MOTHOTA TPE/ICTABICHIA uH(popMalUN;

e CIPYKTYPHPOBaHHOCTb TEKCTa € [EbI0 JAOCTHKEHHA HaMTy4Ilei 110C/eIoBaTe/IbHOCTH
A3N0KEeHUs MaTepualla;

e pcronb30oBaHMe (OPMBI HM3IOKEHMA TEKCTa OT TPETBETO IHIA EIUHCTBEHHOTO M
MHOJKECTBEHHOTO YHCIIA;

e MHHMMH3ALHUSA TEKCTA ¢ MOMOILBIO IPUMEHCHHA 0Go0meHn# (0030p0OB MPEAIIOIaracMbIX
neiicTBUN) ¥ IIPUMEHCHHUC IepeUnCICHHUH (3a/1a4, STalloB, yCHOBHIA U T.JL.)-

6.8. B 3aBHCHMOCTH OT CJIOKHOCTH H 0ObeMa pa3pabaTbiBaeMBIX HPABIIL, MOJIOKCHUA, HHCTPYKIUH
— TEeKCT JOKYMEHTa JeITCs Ha IJIaBbl, MYHKTEI H NOANYHKTHIL. I'naBsl JTOJIKHEI UMeTh Ha3BaHUA.
[1aBsl HYMepyHOTCs PUMCKHMH undpamu. Hymepanus OyHKTOB H MOAIYHKTOB [POXU3BOAUTCA
apaGekuMH uQpamu.

7. IlpoToKo. 3aceIaHus (coBemanms)

7.1. Tlporokoa — opraHm3a111»1OHHO-pacnopﬂ;mTenbﬂmﬁ JIOKYMEHT, B KOTOPOM duxcupyercs X0l
oGCYKEHIsS BONPOCOB M HPUHATHA penrenuii Ha COGpaHHAX, COBEIIAHUIX, KoH(pepeHLHAX |
3ace/JaHUAX KOJUIErMalbHbIX OpratoE, KOMHMCCHI.

7.2. TIpoToKon 3ace/iaHud (copemanus) (fanee — [poTokoN) odopmsieres Ha HTHCTOM HcTe
oymaru dopmara Ad.

7.3. TexcT IPOTOKOA COCTOHT U3 JIBYX yacTeil; BBOJIHOA H OCHOBHOI.

74. Bo BBOJHON 4YacTH YKa3bIBAIOTCH: MHANUATEL, (aMHIAA ¥ JIOKHOCTH npeaceaaTens
(UpeﬂCEI[aTeﬂBCTBYIOHIBFO) u cekperapd 3acc/laHusd (cosem;aﬁﬂﬂ); JOJDKHOCTH H (amuInm
y4acTHHKOB H IPHTIAMICHHBIX JIAIL nopectka jHsA. Eciam y4acTHHKOB zaceaHuA (coBeLaHus)
Gojee 15 UeNOBEK, B MPOTOKOJIC YKasbiBacTeH obmee uMCIO YYACTHMKOB, a CIIHCOK
IPUCYTCTBYIOUINX C YKa3aHHCM jomkHOCTel U haMuIui ABIACTCA IPWIOKEHMEM K IPOTOKOIY.
Jluma, KOTOpBIX [IIPHIVIACHIM  HA jacenanue (copelaHue) B KagecTBE JKCIEPTOB WM
3AMHTEPECOBAHHBIX JIHILL, TEPEUMCISTIOTCH mocie cnosa «[IpHriameHHsIC € yKa3aHWeM HX
JIOJDKHOCTEH ¥ MECTa paboThL, €CTH OHH ABJIAIOTCA IIpeIcTaBHTEISIMA JIPYTHX opraHu3anui.

7.5. B mosecTke JiHA 3aCE€IaHN (coBellaHus) YKa3bIBAOTCH BOIIPOC HJIH BOIPOCEL, 00cyXkK1aeMbIC
Ha 3ace]aHuH (coBelanuu). Ecau BOIpOocos HeCKONIBKO, OHH HYMEPYIOTCS apabcKkuMu nudpamu 1
pacIoyarafoTes B HOpsIKe 00CYIK/ICHHS. BOIPOCHT OBECTKH JHS CTPOATCS o hopMysie «o ueM?».
CJ10BOCOUETAHUE «IIOBECTKA AHA» PEKOMEH/TyeTCs TUCATh nporucHLIMU GyKBaMH U pacrnoarath
110 HEHTPY. BOIPOCHI IOBECTKH IHA (ecyM MX HECKOJIBKO) ClIejlyeT nomMeHarh apaOCKUMH Lu(pamMHy.
7.6. TekcT OCHOBHOH YacTH IPOTOKONIA COCTOMT M3 OTHEJIbHBIX Pa3/IciioB IO YyHUCJIy BOIPOCOB
[IOBECTKH JIHA, KaK/TbIi 13 KOTOPBIX CTPOUTCS 11O cxeme; «CITYIHAJIA:», «BBICTYIWJIU: (ecm
oopMIISETCS OTHBIH IPOTOKOI)», «PEIWIIN: (n1u [TOCTAHOBHJIM:)».

7.7. Tlocne cnosa «CIJIYILIAJIM»: B AMCHHTEILHOM TIAJIEXKe YKa3bIBacTCs hamMmIas JOKIALIAKA U
p3araeTcs TeMa JoKmana. EciH MMeeTCH TeKCT JIOK/Iaza, nocie paMuiuy JOKIaTIaKa JeaeTcs
ormerka: «TeKcT JoKmaja MPHIAracTesy. B paznene «BBICTYIIUJIM»: nocienoBaTeibHo
yKa3bIBalOT (paMuyIMK AL IIPUHABIINX YyacTHE B oBcyxaeHUH JIOKIana, A BBICKA3aHHBIC UMH
MHeHus. PaMITHH BRICTYITHBIIHX H cojiepyKaHue UxX BLICTYIUICHUH 3aIlMCHIBAIOTCA B dopme 3 muua
¢IMHCTBEHHOrO HMJIH  MHOJKECTBEHHOTO qucaa  (CUMTAET», «IperaracT» Ml «CUHTAIOT»,
«IpeIaratoTy. [pu HeoOXOMMOCTH B 3TOM K€ pazaelic MPOTOKOJ1a (puKcHpyrOoTCs BOIIPOCEHL,
3ajaHHble JIOKIATUHKY, M €TI0 oTBeTH.. B paznene «PEILIAJI »: («IIOCTAHOBI/IJIVI»)
3aHCHIBACTCA ITPUHATOE PEIICHHC. [TpUHATbHIC PCIICHHA dopMyIHpYIOTCS B Heor[peneneHHOifl
dopme riaroia: «10paboTaTh... «OJJ00PHTD...», «nporHpOPMHPOBATE...». [To omHOMY BOIPOCY
MOJKET OBITH HPHHATO HECKOJIBKO pemelmﬁ, B OSTOM clIydae OHH HyMePYIOTCA apaGCKHMPl
1 paMH.

7.8. Tlpu HEOOXOMUMOCTH HAPAILY ¢ peleHHEM YKa3bhIBAIOTCA pesysbTaThl TOJIOCOBAHIL.
KOJIMIECTRO TOJIOCOB. TIOJIAHHBIX {38, «IIPOTHUB. «BO3/IEPKABIIAXCAN, & TAIKIKC, €CJI TOJIOCOBAHMNE
Gruto TaliHBIM, — KOJIMYECTBO BbIIAHHBIX prouieTeneil. Ecnmi oiuMH 13 Y4aCTHHKOB 3aCe/IaHus



(coBeliaHus) HE COTJIACCH € peleHHeM, OH MOKET MIPELCTaBATD 0co00e MHCHHE [10 IPHHATOMY
pemennio. OHO H3TaracTCs Ha OTIIETLHOM JIACTE W TIPUCOSMHSACTCS K MPOTOKOIY.

7.9. TIpoTOKOI MOMUCHIBACTCS JTUIIOM, [IPEJICEaTe/IbCTBOBABIIMM Ha 3aceaHiy (COBEIAHMM), H
cexpeTapéM 3acelanus (coBeraHus).

7.10. Tlpu OTCYTCTBHM CEKPETAps sacenanns (COBEIIaHMA), B TOM HHCIC IpH [POBECICHUN
OTepaTHBHBIX coBelanuii, T0MycKaeTes MOINCaHAE IIPOTOKOIA TOJIBKO TPECENATEIbCTBYOIIHM.
7.11. TekcT MPOTOKONA JOJDKEH OBITH HOATOTOBICH He mo3jHee Tpex JHEH co JHA 3ace/laHui
(cosemanus). IIpoeKThl COOTBETCTBYIOIHX [YHKTOB TPOTOKOJA BH3HMPYIOTCA JOIDKHOCTHBIM
JMIIOM, OTBETCTBEHHBIM 3a [IOATOTOBKY.

7.12. JlaTa mpoToKoIa A0BKHA COOTBETCTBOBATH JIHIO IPOBE/ICHHS COBEILIAHMA (sacenanus).

7.13. Konmu IpoTOKOIIOB NPHU HEOBXOMMOCTH PACCHUIAIOTCS 3aHHTEPECOBAHHBIM OpraHM3alusaM U
JO/DKHOCTHBIM JIMLAM B COOTBETCTBHH € yKazaTesieM PacChUIKH, KOTOPBIH COCTABIISET CEKPETaph
3aceJanusd (coBeranus).

8. IL1au
8.1. Iian — JOKYMCHT. yCTaHABJIMBAIOIINH TIEPEUCHD HaMEUEeHHBIX K BBIMOJHEHHUIO MEPOTIPHATHH,
X [OC/IeI0BATELHOCTD, 00BEM. CPOKH, OTBETCTBEHHBIX MCIIOTHATENIEH.
8.2. Tlmam odopmisiercs Ha JHCTE Gymaru (opmara A4 ¢ HCTOIB30BAHMCM CJIEYIOIIHX
PEKBU3HUTOB:

¢ HAUMEHOBAHHUEC IIKOJIBL

o rpu YTBEPKICHUA TOKYMCHTA;

¢ JlaTa JOKYMECHTA,

° pcru(:TpauHOHHblifI HOMED JOKYMEHTA;

L] HauMeHORAHHUE BUJIA JIOKYMI?HTEIZ

e 3Ar0JOBOK K TEKCTY:

e TEKCT JOKYMECHTA:

e HAWMEHOBAHHUE JOKHOCTH;

e TIOJIIHCE.
8.3. PeKBH3HT — «TEKCT JIOKYMCHTAY odopmiisieTest B BUIC Tabumbl ¢ rpadamu:

e HOMEp IYHKTAa IJIaHa;

¢ HAMMEHOBAHHE Mep()ﬂpHSiTHFI;

e CPOK MCIOJHCHHS,

e HCIOJHUTEID,

e IIpUMEYaHHE.
8.4. Ilian JjesTelIbHOCTH COTPYAHHKA [OIMChIBACTCA W YIBEpKIaceTCA PYKOBOJMTE/IEM
00111e00pa30BaTCIbHON OpraHH3alllH.
8.5. HoMep myHKTa Il1aHa — HOMEP, KOTOpBIHl COOTBETCTBYET OTACIBHOMY paszeny WA IYHKTY
miana meponpusTuit. Hymepanus HoceoBaTeNbHag, 0e3 TMPOMYCKOB, BO3MOKHO IpUMEHEHNE
COCTABHBIX HOMEPOB C YUETOM HyMepalun pas/Ieiion ILIaHA.
8.6. HaumeHOBaHHE MEPONPHATHA — (opMyJIHPOBKa COACPHKAHHA MEpONpHATHS JOJDKHA OBITH
TOUHOIl ¥ IOHATHOM (0e3 uerob30Banus CI0B ¥ MOHATAH, HMCHOIIHX MHOMKECTBEHHBIH CMBICT).
8.7. CpoK HCIOJIHEHUA MOXKET ObITh YKa3aH KaK IIEPHO/L BHIOTHEHA MeponpusTHil (HampuMep. I-
I1 kBapTA/IbL, SHBAPb M T.IL.) WM JaTa oKOHUAHHS MX WCTIONHEHus (HanpuMmep, /10 15.01,2025).
8.8, MCroaHuTe b — HHHIHATbL, (aMuIisi JIO/KHOCTHOTO JIMIa WIH HAUMEHOBAHHE (monHOE HIH
opULHATEHOE COKpALIEHHOE) OPraHu3aliH — pemonHUTeNel Tasa. B cnydae ecau MyHKT njiaHa
[OJUIEKAT  BBIIOTHEHHIO  HECKOJILKAMH HCTONHHTENSAMH, TO Cpeld HAX  BBIIC/LICTCH
OTBETCTBEHHBIH HCIOTHUTEE, KOTOPBIN YKA3IBAETCS B CIIACKC ACIIOJIHHUTENEH MePBHIM (BEpPXHHM)
JITH TIOMeUAeTCs KaK OTBETCTBEHHBIH.
8.9. I'pada «mpuMeUYaHHE)» — CIYKUT 17151 BHECEHUS TIOMETOK, uHpOpMAIEH, HMEIOLICH OTHOLICHIC
K VCIOJHEHMIO KOHKPETHOr0 MEpONpHATHA ILIAHA, B TOM YMCIEe B Ciydae M3MCHEHMs CpoKd
HCIIOJIHCHUA HJIH COCTaBa MCIIOTHUTEIEH.

9, Oruer



9 1. OTueT — JOKYMEHT, COAepKallii CBEACHUS O pesyibTaTax JesTeNbHOCTH 32 ONPEACICHHBIH
T1epuojl BpeMEHH, BHINOIHCHAN MEpOIPHATHIA, IOpYCHNUH, 3ajjaHuii, IUIAHOB.
9.2. OrueThl, MpEAOCTAaBJEMbIE B OpraHbl rOCYapCTBEHHOW BJIACTH (B TOM UHCIE B OpraHbl
rocy1apcTBEHHOM CTATHCTHKM) W HMMEol|e  YCTaHOBJICHHYIO MpaBOBbIMH  AKTaMH
rocy/1apcTBEHHBIX OPTaHoB dopmy. co3uatoTes 10 YCTAHOBJIEHHOH TOCYIAapCTBCHHBIMH opraHamu
dopme 1 B OIPEIENEHHOM HMH IOPS/IKE.
9.3. OT4éThl, IPEIOCTABIACMbIE COTPYHUKAMH IIKOJIBI B X0/ BHYTPEHHETO B3auMOJIEHCTBU,
cOo3Ja0TCA 110 IIpaBPIJIaM. yCTaHOBJ‘TeHHBIM sl CO3/1aHHus CJIy}l(eﬁHBIX 3arucoK.
0.4. Oruersl oQOpMIAIOTCA Ha JIHCTC Gymarn (opmara A4 ¢ HCMONB30BAHUEM ClIEAYIONIHNX
PEKBH3HTOB!

¢ HAUMEHOBAHHE LIKOJIBI;

e Jara JOKYMEHTA!

e pEruCTPAlMOHHBIH HOMEP JIOKyMEHTA:

¢ HaMMCHOBaHUE BHJA JOKYMCHTA;

3aroJIOBOK K TEKCTY:

e TEKCT J_I\Ol{yMeHTa:

e OTMETKA O IPHIIOKEHUU (ITPH HAJTUYAHN )

¢ HAUMEHOBaHHE JIOKHOCTH,

L] NOJANHUCE.
05. B TexcTe OTYETa B 00s3aTE/IBHOM MOPAAKE JOKHO cojiepiKaThes yKas Ha JACATENBHOCTE,
MEpOTIpUSATHE, BbUIAHHOE TOPYICHHE, 3ajlaHue, [YHKT IUIaHa, [OUIeKAIMi  BBHINOTHEHHIO H
pe3y/IbTaT O BbIMOJIHCHHH, B TOM ypcjae ¢ YyKasaHHeM Ha coOmocHHe HJIH HapylmcHHE
HCIIOJIHATEILCKOM  UMCLHHIUINHDL, yCTAaHOBJICHHBIX ~ CPOKOB jcrmonHeHuss W HAUIEKAICC
[peAOCTaBICHNE uHdopMAaITHH, HeobXOIMMBIX MaTepHaloB (I'IpoeKTOB ,I(Ol{yMCHTOB)
COMCIIOHUTEIAMH (TIPH y4acTHH HECKOJIBKAX HCTIOHATEIEH).
9.6. OTueT 0 JieATeTLHOCTH COTPY/IHHKA [IO/IMUCHIBAETCA ABTOPOM OTHETA.

10. Mucemo

10.1. TIucpmo — JOKYMCHT uH(OPMALHOHHO-CIIPABOYHOIO  XapaKTepa. HanpapIseMbIi
(moTy4eHHBIH ) IIKOJION B YCTAHOBJICHHOM TIOPSAJIKE.

10.2. DICKTPOHHOE MHCBMO (3IEKTPOHHOE coobmenue) — JOKYMEHT nH(pOpPMALHOHHO-

(¥}

CIIPaBO4HOrO XapakTepa. nepeJaBaeMblil 1 [10JlyyaeMblil 110 SJIEKTPOHHOM MOHTE. JNEKTPOHHOE
[IHCHEMO MMEET CTaTyC JOKyMEeHTa, eCJId OHO 3aBEPEHO BJIEKTpOHHOﬁ LIH(prBOﬁ NOAIIUCHIO
10.3. ITucema roTOBATCH KakK:
e  OTBETHI O BLIMOJHECHHY [OPYUEHHI BHINICCTOAIIAX OpraHOB HCIIOJIHUTE/ILHOMN BIACTH;
«  OTBETHI HA 3AIIPOCHI OPraHA3ALIHI, Mpe TP TN ¥ YaCTHBIX JIHIL;
¢ HMHUIMATUBHEIC MHCHMA.
10.4. CpOKH MOArOTOBKH OTBETHBIX ITHCEM:
e ¢ KOHKPETHOH Jarol HCIIOIHCHHU, yKa3aHHOi B IOKYMEHTE, — B yKa3aHHBIA CPOK;
e B COOTBETCTBMH C DE3ONIOLMEH Jupexropa H ero 3aMecTuTeneil Ha OCHOBAHHH
yCTAHOBJIEHHBIX CPOKOB HCTIOTHEHHA TIOpy4eHHH, 3ampocoB HIM MO pELICHUIO aBTOpPa

PE30TIONHH.
10.5. TekcThl OTBETHBIX MHCEM J0JIKHBI TOTHO COOTBETCTBOBATH 3a/laHMsAM, 3apUKCHPOBAHHBIM B

PE3ONIOLMH  PYKOBOJMTE/IA 06111e06pasoBaTebHOl  OpraHu3allHi. Cpoka  [OArOTOBKH
HWHUIIHAaTUBHBIX MUCeM onpe,u.enmoTca caMOCTOATEIIBHO aBTOpPOM HpOEKTa nuceMa ¢ y‘léTOM
HEOGXOUIMOCTH PElICHHS KOHKPETHBIX 331ad M (unu) B COOTBETCTBUH C TpeGOBaHUIMH
3aKOHO1ATEeNILCTBA, Mopy4YCHHUAMHA HBHOCpG)ICTBCHHOFO pYKOBO,I[HTEHSI.
10.6. Tlicema meuaraioTess Ha ONaHKE MHCHMA 001Ie00pasoBaTebHOl OpraHu3alii ¢ YIJIOBBIM
PACTOJIOKEHHEM PEKBAZHTOB.
10.7. JomonHuTeTHO K PEKBH3HTaM 6i1anKka nmcbMa Tpd OQOpMJICHMM MHCEM B IKOJIE
HCIIOJB3YIOTCS CIELYIOMHUE PEKBU3HTDL:

e ajpecar.

e 3aroI0BOK K TEKCTY:

e TEKCT JOKYMCHTA,



e OTMETKa O MPHIIOKCHUH;

e BH3bL

e  TIOJIHCE.

e OTMETKa 00 UCIIOJIHUTEJIC.
10.8. Ipu ohopMICHHHE NUCHMA Ha ABYX H Gojlee CTPaHMIAX BTOPAsA W IOCICTYIOIHE CTPAHUILEL
HyMEpYIOTCsl TIOCEpE/IMHE BEPXHEro MO JTHCTa apaGexnvu magpama [1. abzanpl 1 1 2 MyHKTa
3.2].
10.9. TTuchbMa OJITHCHIBACT JUPEKTOP UJIH JIHLA. VIIOJIHOMOYEHHBIC IIPHKA30M.

11. CayxeOnasi 3anicKa
11.1. B meisix OCYIIECTBICHHS B3aMMOJICHCTBHSA MEHLY COTpY/HAKaMH B paMKaxX BHYTPEHHETO
JOKYMEHTO060pOTA B LIKOJIE NPUMCHAIOTCA ciy»eOHbIE 3aMHCKH. CryxeOHble 3allUCKH ABJIAIOTCA
CIpaBoYHO-HHPOPMAINOHHBIMA noxkymeHTaMu. ABTOpaMH CTY)KeOHBIX 3aMHCOK  SBIAIOTCA
CcOTpY/HHKH 001e00pazopaTeIbHOH OpraHi3aliy.
11.2. CykebHasi 3aHCKa MOXKET COCTABATBHCS 110 YKa3aHMIO PYKOBOJICTBA WITH 110 HHHIMATHBE
KOHKPETHOTO COTPY/IHHKA.
11.3. TIpu oopmieHAn cIyxKeOHOH 3alHCKU 0QOPMIIAIOTCS CIIE1YIOUINC PEKBASHTRL:

e ajpecar.

e Jara JOKyMEHTa:

e CChUIKA Ha PErHCTPALMOHHBIH HOMED U JaTy JIOKYMEHTA,

e HAWMEHOBAHME BHJA JOKYMEHTA;

e 3aroJI0BOK K TEKCTY;

e TEKCT JIOKYMEHTA:

¢ OTMETKA O NPHIOKEHUH (IIPH HAIMIHH);

¢ HaWMMEHOBAHHE JOJLKHOCTH,

e TOJNHCH.
11.4. Ilopsanok HamedyaTaHHS H pasMEIICHUA PEKBHU3HTOB CIy’KeOHOM 3alliCKH aHaJIOTH4CH
MOps/IKY HATeYaTaHHs ¥ pasMelIeHus PEKBH3UTOB Ha OaHKe MUChMa.
11.5. CryxeGHbIC 3aIMCKA MOTYT CO3/aBaThCs Ha OyMa)XHOM HOCHTEIE U (w1H) B MCKTPOHHOM
dbopme. CTpyKTypa TEKCTA cyskeOHO 3aIHCKH 3aBHCHT OT LICTH €€ CO3/IaHUS.

12. /loBepeHHOCTD

12.1. JloBepeHHOCTh BBIJAETCA  COTPYAHHKAM mkonsl M odopmisercs MO TpaBHIaM,
YCTaHOBJICHHBIM nHacTosmelt VMHcrTpykuueil s MHCEM. C YUETOM TpeOOBaHMI TPAKIAHCKOTO
saxonoarensersa Pocenitckoit @eepallni 0 HAaCTOAMICTO pazjena.

12.2. TlpoekT JOBEpPEHHOCTH [0/[rOTABIMBAETCS W BH3UPYETCS COTPYAHHKOM, KOTOPOMY
JoBepeHHOCTh Oy/IeT BBIIAHA, a TAKKC HETIOCPE/ICTBEHHBIM PYKOBOAUTEIEM 3TOr0 COTPYAHHKA,
ocJIe 4ero nepeaaéTes B KaHIESPHIo Ui HAIPaBJICHAsA Ha MOJNHCAHNC.

12.3. JloBepeHHOCTb IOIMCHIBACTCS JTUPEKTOPOM WM  JIAIOM, OCYIECTRIAIONIIM  €r0
[OJTHOMOYHS (HCTIOTHAIOLIHM 0GS3aHHOCTH), M CKpEIUISeTCs IE€YaThIo o61eobpazoBaTeIbHOM

OpraHu3auuH.

13. /IoroBopbl, COr/1aleHus, KOHTPAKTE

13.1. Jlorosopsl, COTJAIICHHS. KOHTpakThl (Jajee — JIOrOBOPbI)  MOArOTABIABAIOTCA B
COOTBETCTBAM ¢  TpeOOBaHMAMH  [PAKIAHCKOTO, TPYAOBOIO, OIO/DKETHOTO H  HHOTO
saKoHOJaTeIbcTBa POCCHICKOH dejepanuy, B 3aBUCHMOCTH  OT perynupyeMpIX JIOTOBOPOM
MPaBOOTHOMICHHH 1 00s3aTeIbCTB CTOPOH.

13.2. Ilpoexr orosopa [O/IrOTABINBACTCA OTBETCTBEHHBIM COTPYTHUKOM (KOHTpaKTHbBIM
YIpaBJIAOmEM) € YUETOM HEeOOXOMMMOCTH CRBOEBPEMEHHOTO U KadeCcTBEHHOro 00eCcIeyeHus
HCIIONHEHHS CBOUX TIOJIHOMOYHH (0Os3aHHOCTEH, GyHKIHiT) HIH [IOJTHOMOYHH MIKOIBI B HEJIOM.
13.3. Ilpoexr mgoroeopa IOJrOTARIMBACTCS  OTBETCTBCHHBIM COTPYAHHKOM (KOHTPAaKTHBIM
yIpaBJISIOIIMM) COBMECTHO CO CHELMATIUCTOM, K QyHKIHAM (IIOJIHOMOYHSAM) KOTOPOTO OTHOCHTCH
peleHne BONPOCOB, GRIISIONIMXCS TPeTIMETOM JIOroBopa, HIH MHBIM COTPYAHHMKOM IO pAMOMY
yKa3aHHIO JTAPEKTOpa 001e00pa30BaTeIbHOH OpraHu3aly.



13.4. Heo6xomMast JUIsl IIOATOTOBKH IIPOEKTA J0r0BOpa uHdopMaIs codnpaeTces OTBETCTBEHHBLIM
MULOM (KOHTPAKTHBIM YIIPaB/ISIOMMM) B IOPAIKE paboyero B3auMMOJICHCTBUS C y4€TOM MPaBHIL.
yCTaHOBJICHHBIX pacrosiiel HCTpyKIueH.

14. TpuHUMANIBI OPTAHH3ALNH 10KyMeHT00b0poTa

14.1. B pokymenroobopoTe 06meoGpa3oBaTe/bHOR  OpraHM3al|A  BBIICTIAKOTCA CIIeTYyIOIIHE
JOKYMEHTOTIOTOKH: MOCTYNAOMAs  I0KYMEHTALNS (BXOnAmas), OTIpaBiAeMad IOKyMEHTALMA
(McXo7IAIIast), BHYTPEHHS JOKYMEHTallHA.

142. B cocrase BXOIALICH H HCXO/AMICH JOKyMEHTallu¥ MOIYT BBLICIATHCA JOKYMEHTBI,
[OCTY[IMBIIME U3 BHINCCTOSIUX, MOAPSHBIX, METHIMHCKHX H JPYTHX OpraHu3aluii, opraHoB
MECTHOTO CaMOYIIPABJIeHHS, 00PALIEHHS IPAKIAH.

14.3. OGpamieHns I'PAKIaH PErMCTPUPYIOTCH H (opMupyioTCs B Jlena OTIENBHO OT JpYrHX
JIOKYMEHTOB 0011€00pa30BaTe/IbHO OpraHusalim.

14.4. B mKolie JOCTAaBKa M OTNPaBKa AOKYMEHTOB OCYIIECTBIACTCH cpeCcTBAMH NOYTOBOH CBS3H,
31EKTPOHHOH CBA3H, a TaKKe IO CHJ1. C noMoIIbI [HOUTOROM CBA3H B 001e00pa30BATEILHYI0
OpraHu3alMIo J0CTABIACTCA IHCHMCHHAS KOPPECTIOH/ICHIIHS B BH/IC MPOCTBIX MHCEM, 3aKa3HbIX H
LHEeHHBIX TTACEM, TTOUYTOBBIX KApTOUCK, 6aH,I[ep0ﬂ6ﬁ 1 MEJIKHX [TAKETOB, & TAKXKE 11€4aTHBIC H31aHHsA.
14.5. Tlo KaHaiaM TEKTPHUYECKOH CBA3H MOCTYIAIOT: (PaKcorpaMMbl (paxcpi), TenehoHOrpaMMEIL,
3JICKTPOHHBIC JIOKYMEHTEL

14.6. JIOKYMEHTBI, MOCTYNAIOUIHE B MIKOTY, IPOXOAIT epBHYHYIO 00paGoTKY, MPEBapHTE/IbHOC
PaccMOTPEHUE, PErHCTPAIMIO, PaCcCMOTPEHHE PYKOBOJICTBOM, JIOCTABISIOTCS HCTIONHUTEIAM H
I10CTIE UCIIOJIHCHHES IOMEMIAIOTCS B J1e71a.

15. Mpuem u nmepuuHasi 06padoTKAa NOCTYNAIOMHAX JOKYMEHTOB
15.1. JIoKyMeHTHI, TMOCTyNAlOmMEe B KOy, NCPEAAIOTCH HA PETHCTPALMIO CCKPETapro
001e0Gpa3oBaTeIbHON OpraHu3allui 1 TPOXOIIT nepRUYHYI0 00paboTKy B ACHE IOCTYIUICHHA,
npu IMOCTYIUICHWH B Hepaboyee BpeMA — Ha creytomuii  pabounii  ACHS. [Ipu mepBUYHOH
06paboTKe JOKYMEHTOB MPOBEPACTCH MPABHILHOCTS anpecoBanms. OmmGOUHO TMOCTYNHBIIHC
JOKYMEHTbI [IEPECHUTAIOTCS MO MPHHAISKIOCTH 1T BO3BPAMIAIOTCA OTIIPABUTEIIO.
15.2. JIOKYMEHTBI, IIOCTYIHBIUHC C OTMETKAMHU «CpouHo», «Bpy4uTh HEMEMICHHOY.
«OmepaTHBHOY, HE3aMEUTHTCILHO  TIPOXOAT nmeppuuHyl0 00paboTKy H JIOKJIa/(bIBAIOTCA
aupeKTopy WM B CIydae ero OTCYTCTBHA — 3aMECTHTCTIO JAHPEKTOpa IO HalpaBjIeHHIO
JIeATEILHOCTH.
15.3. TlocTynuBIIME TENEIPAMMBbl IPUHIMAIOTCS O [IOJUIACH C TIPOCTABICHHEM JaThl X BPEMCHH
[pHEMa, PETHCTPHPYIOTCS 10 TEM Ke IpaBhiaM. YTO M IHCHhMA.
15.4. Ilocrynupmme (akcorpamMmbl —IPHHHMAIOTCH ¢ mpocTaBleHHeM JaTel  [IPHEMa,
PErHCTPUPYIOTCS M0 TEM KE HPaBHIIaM. YTO ¥ IHCHEMA.
15.5. DiekTpoHHbIe coo0meHus, anpecOBaHHbIC JUPEeKTOpY WM HANPABICHHBIC B aJpec LIKOJIbI,
pacre4aTbBaOTCs] U JOKIaABIBAOTCS JTUPEKTOPY HIH B cliyyae €ro OTCyTcTBHA — 3aMCCTHTE/IIO
JIpeKTOpa.
15.6. DineKTpoHHBIE COOOIICHUSA, 3aBCPEHHBIC 3JICKTPOHHOM MO/IHCEIO, TOMLIEKAT obpaboTke 10
MpaBrJIaM. IPETyCMOTPCHHBIM JUIA nocrynaromei (BxopALIEi) JOKYMEHTAIAH.
15.7. Toctynupmas (BXoJsllas) AOKyMCHIALMA pacIpesiesIAeTcss Ha PErucTpupyeMpie M HE
[I0ICHKAIINMEC PErHCTpalliy JOKYMEHTHIL.
15.8. He mojuieskar perucTparnu.

¢ IpUIJACHTENbHBIE, 03PABUTE/IBHBIC nuchbMa M TeICrpaMMbl;

e OHIETHL
e IIaHBl M TPOrpaMMBl CEMHHAPOB. KOH(EPCHIMi, CHMIO3HYMOB H JpYrHuX MOJO0HBIX
MEPOTPUATHI:

e JIOKYMCHTBI IIO OyXrajTepcKoMy Yy9eTy, MaTepHaTbHO-TEXHHYECKOMY obecrieueHHuIo,
[JIaHOBbIE U (PHHAHCOBHIC JOKYMEHTBI, [MOCTYTAIIHE 6e3 ConpoBOAUTEIEHOTO nmuceMa;
e PEKJIAMHBIC, KOMMEpUECKHE NPe/UIOKEHUS, B T.4. MOCTYIMUBINNE 1O 3ﬂ€KTpOHHOﬁ IOYTE,

e [eyaTHBIC H3JAHAL:
e yHH(UUIEPOBAHHBIC GOPMBI H OJIaHKH JJOKYMCHTOB.



e IIHCHMA C MIOMETKOM «JTHIHO».

16. PermcTpanmsi, y4eT H pPACCMOTPEHHE PYKOBOJAHTEJeM MOCTYNAWMHX (BXOAHIIHX)
JAOKYMEHTOB

16.1. TlocTynusmue (BXOASIIME) AOKYMEHTBI PETHCTPHPYIOTCA TOJBKO MOCIE HUX MEPBHIHOMN
00paboTKA W HE3aBHCHMO OT CI10c00a HX J0CTABKY.

16.2. Perucrparius — NpocTaBieHHe B HIDKHEM IIPAaBOM YTy TIEPBOTO JIUCTA JOKYMEHTA OTMETKH O
MOCTYIUIEHHH C YKa3aHHeM JIaThl MOCTYIICHHS M BXOJAIIETO PErHCTPALMOHHOIO HOMEpa
JOKYMEHTa ¢ 00s3aTe/IbHOH 3allHChl0 B JKYpHaJl PETHCTPAl(MH IOCTYHAIONIEH (BxOAAIICH)
gokymenTauuy. CTpyKTypa perucTpaliioHHOr0 HoMepa. IOCTYNaromero (BXOIAIIEro) TIOKYMEHTA,
COCTOMT M3 €ro [OpSOKOBOTO HOMEpa M HHJAEKCa Jela IO HOMEHKIaType /e
0061eodpazoBaTe/IbHON OpraHu3alyi.

16.3. PerucTpanus BCeX MOCTYIHBIIMX (BXOASIIMX) JOKYMEHTOB IIPOM3BOJMTCS B IpEjenax
o0IEero JOKyMEHTONOTOKA. JIOKYMEHTBI, MOCTYNHBIIHE B INKOIY MO KaHajaM (paKCHUMHJILHOM
cBs3M, 00paGaTIBAlOTCA M PETHCTPUpYIOTCss B oOwmeM mopsake. TekcT MmOCTyNMMBUICH
Tene(hOHOrPAMMEI 3aIIHCHIBACTCS B JKYPHATIE PETHCTPAIlH TEAE(YOHOTPaMM H NEIATaCTCA Ha JIHCTE
OymMary Uit nepeay Ha pacCMOTPEHHE.

16.4. Ilocrynaromue (BXOAAIMC) JOKYMEHTHI IEPEAAIOTCA Ha PACCMOTPEHHE PYKOBOICTBY TOJIBKO
TmocJie UX PErHCTPAlHH U IPeIBapHTEILHOIO PACCMOTPEHHS.

16.5. JIOKyMeHTBI, MOCTYIHMBIIHE B 00IIeo0pa3oBaTeNbHYIO OPraHHM3allMIO, IO BOMPOCAM, HE
TpeGyIOMM  PACCMOTPEHHS JPEKTOpa. HAUPABIAIOTCA PabOTHMKOM OTBETCTBEHHBIM 34
JENOTPON3BO/ICTRO IIKOJIBI HEIIOCPE/ICTREHHO UCIIOTHUTEITIO 3a1poca.

16.6. Jlupextop B pe30IIOLMH ONpeeseT JIUI, OTBETCTBCHHBIX 32 HCIIOIHEHHE JOKYMCHTA, 1 1acT
MM DopydeHue. PaGOTHHK OTBETCTBEHHBIH 32 JEIONPOM3BOCTBO MIKOJIBI NIEPEAACT JOKyMEHT Ha
HCIIOJIHCHHE.

16.7. oA IMHHNK JOKYMEHTA C PE30NIONHel PyKOBOIUTENS 00me00pa3oBaTeIbHON OpraHH3alliy
Hapas/seTes HCIOTHUTEIIO.

16.8. Ilpu HangMuYMM HECKOJLKUX WCIIOJHHMTENCH MOUIMHHAK NOKYMEHTa MEepeiacTcs TOMY
MCIIOJHUTENIO, KOTOPBIA B COOTBETCTBMM C YKa3aHWAMM HO HCIOIHEHHIO ABJACTCA
OTBETCTBEHHBIM, OCTAIBHBIE HCIIOTHUTEIH IOTYYaOT KOMUIO TOKYMEHTA.

16.9. W3rotopicHHE KOIMi JOKYMEHTa /I I€peJaud COMCIONHHUTENSM OCYIICCTBIACTCH
cekperapeM 0011e00pa3oBare/bHON OpraHu3alyy.

16.10. Pe30moLHs COCPKUT YKa3aHHE 10 HCTIONHEHUIO IOKYMeHTa. Pesomonus oopmiIfeTes Ha
cBOGOMHOM MecTe pabodero Tons JOKyMeHTa, Ha OnaHke pe30mOIMM HIH  BHOCHTCH
HBHOCPEHCTBEHHO B CHCTEMY JICKTPOHHOI'O HOK}’MCHTOOGODOTH.

Pesomronms BKIHOYAET: (amMuiIMi0, MHHIHMAIB UCHOJIHATCA (MCnOIHATENEH), MOpYYCHHE II0
JIOKYMEHTY, TIpH HEOOXOIMMOCTH — CPOK HMCIIOJHEHHUS, MOIMHCH JIALQ, BRIHECIICIO PE30MOLHIO.
naty pesomouns [ 1, myHKT 5.28].

16.11. Vkazanme Ha CpOK, B TeUeHHE KOTOPOro JHOO JIO HCTEYEHUS KOTOPOIO HE00X0AuMO
MCHIOJHAT MPEANHCAHHOE NEHCTBHe, MOXKET HE BBIPAXATHCA KOHKPETHOH J1aToi H COACPKaTh
BLIPayKCHHA: «B )’CT&HOBHCHHbIﬁ 3aKOHOM CPOK» H T.II.

16.12. Pesosmonus nuiueTest Ha cBo0OHOM OT PeKBH3HTOB MECTE I[I€PBOr0 JIMCTA TOKYMEHTA.

16.13. B ciryuae, Korja pe3oioius ajpecoBaHa HECKOIbKUM COTPYAHUKAM, TO OTBETCTBEHHBLIM 38
MCTIOHEHHe JIOKYMEHTA B IIEJIOM SBISETCS COTPYIHWK, YKa3aHHBIH IEPBBIM (BepxHHM), JU0O
COTPYJIHUK. B OTHOIIEHHH KOTOPOTO ClejiaHa MOMETKA O TOM, 1TO OH ABIACTCA OTBETCTBEHHBIM.

17. Opranusanus paboTel ¢ OTHPABIAEMbIMA (ACXOAAMHUMMH) JOKYMEHTAMH

17.1. Jlo npenocTaB/CHHA IIPOCKIa OTIPABISACMOro (ucxopsmiero) JOKyMeHTa Ha IIOJANHCH
[HPEKTOpY HIIH MHOMY YIOJHOMOYEHHOMY B YCTAaHOBICHHOM MOpSUIKe Ha NOJANKUCaHUE JIUILY
OCHOBHOM MCTOJHHTEIh TPOBEPSET NPABHIBHOCTE OQOPMIICHHS OTHPABIAEMOrO (ucxoaAImero)
JOKYMEHTa Ha COOTBETCTBUE TpeGOBaHHSIM pacrosieil MHCTpYKIMKH, B TOM YHCJIE HA HaITHYHC
opdorpaduyeckux. rpadHUeCKuX, TpaMMaTHICCKUX, MOP(OJIOTHYECKHX, CHHTAKCHYCCKHX

omuboK.



17.2. Ilpy mOAroTOBKE OTIIPABIISEMOIO (HCXO/IAIIEro) AOKYMEHTa Kak OTBETa Ha MOCTYITUBILHI
(BXxOaAIMIA) JOKYMEHT MCIONHHTEIb NPHUKIAJBIBAET K IOATOTOBICHHOMY MPOCKTY BXOJAIIUI
JIOKYMEHT.

17.3. TIPOEKTHI OTIPaBIIseMbIX (HCXOSIMX) JOKYMECHTOB € YIETOM COOIIOACHHS YCTAHOBJIEHHOIO
B PE30JIIONHH CpOKa HCIIOJIHCHHA nepeaar0Tes OTBETCTBECHHBIM HCIIOJIHHTECJIEM B KaHLEIAPHIO
(cexpeTapro) IWKOJIbI IS HAlpaBJIeHHs HA I10IMHCAHHE.

17.4. Tloanucanmble OTmpaBisieMble (MCXOISIIME) MOKYMEHTHI, TeEpenarorTcs —pabOTHHKY
OTBETCTBEHHOMY 34  JICJONPOM3BOJCTBO  WIKOJBL, KOTOPBIA  OCYMIECTBIACT  TPOBEPKY
KOMILIEKTHOCTH ¥ COOTBETCTBHA KOJHMHYECTBA OK3EMILIAPOB OTHPABISEMOr0  (HCXOJAILIETO)
JOKYMEHTa CIIHCKY pAacChUIKM, @ TaKke INPaBHIBHOCTb OQOPMICHHS JOKYMEHTa COIJIacHO
Hactosnied MHCTPYKIIHUH.

17.5. B ciyuae HapylmieHHs KOMIIJIEKTHOCTH MJIM COOTBETCTBMA KOJIMYECTBa, a TaKKe
PaBMILHOCTH OGOPMIEHHS JOKYMEHTAa COINIACHO Hacrosumeii MHCTpykuum, OTIPaBISCMBbIC
(ucxonsimme) JIOKYMEHTBI  HE3aMEIIMTENbHO  BO3BpAllarOTCH pabOTHHKaMH  KaHLEIAPUU
OTBETCTBEHHOMY HCIHOJHHTENII0 WIM B CJIy4ae OTCYTCTBHS OTBETCTBCHHOTO HCHOIHHTEIA €O
HEToCPeICTBEHHOMY PYKOBOJIMTEIIIO U YCTPAHEHHS HAPYILICHAH.

17.6. JIOKYMEHTBI TIOCI€ HX IOIHCAHHA JHPCKTOPOM HJIHM MHBIM YIOJTHOMOYCHHBIM JIMIOM
TIepeIaloTes B KaHIIe/SIPHIO 001e00pa3oBaTe/IbHOR OpraHH3aluy /Ul PETHCTPAIMA H OTHPABKH.
17.7. Peructparus OTIPABIISeMBIX (MCXOSUINX) JOKYMEHTOB OCYIIECTBIISCTCS OCIIE MPOBE/ICHIA
paGOTHHKaMH KaHIICJIAPHH, OTBETCTBEHHBIMH 34 ﬂeHOHPOHEBOHCTBO. MMPOBEPKH KOMILITIEKTHOCTH H
COOTRETCTBHS KOMHMYECTBA AK3EMIUTAPOB. 4 TAKKe NPABHIBHOCTH O(QOPMIIEHHS OTIPABIAEMOrO
(MCXOIAILIEr0) TOKYMEHTA.

17.8. PermcTpanus Co0371aBaeMbIX JOKYMEHTOB OCYIIECTBJS€TCA B JCHb MNOMMACAHWA HJIH
yTBEPHK/ICHHs JIH00 Ha CiIeytomuii padouni JICHb.

17.9. CBejieHHs O PErMCTPHPYEMBIX OTIPABIAEMBIX (ACXOIALIMX) JOKYMEHTaX BHOCATCA B KypHAT
PETHCTPALHH OTIIPABIAEMOH (HCXOAIIEH) TOKyMEHTAIHH.

17.10. Perucrpaunonsblii HOMep U Jarta OTIIPaBJIsSEMOro (McxosIero) TOKyMeHTa MPOCTABIAIOTCS
HA TOUIMHHMKE JOKYMEHTA B PEeKBH3HTaX OJaHKa M Ha DK3eMIUIApe, OCTaroleMces B JCIC
06111e00pa3oBaTeIbHOI OpraHu3aluy.

17.11. CtpykTypa perucTpaliiOHHOr0 HOMEpa OTIPaBIIIEMOro (HCXOJIALIEr0) TOKYMEHTa COCTOUT
M3 €ro IOPA/KOBOTO HOMEPa U HHJIEKCa Jie/ia 1o HOMCHKJIATYpe NeJT MIKOJIbL.

17.12. OrmpaBka JOKYMEHTOB [POM3BOJMTCH NEHTPAIM30BAHHO paGoTHHKAMH KaHLEJIAPUH
MIKOJIbL, KOTOpPBIE IIPOM3BOASAT HX COPTHPOBKY IO crioco0y OTIpaBieHus (IIpocTas, 3aKasHad,
MEKIyHapoHas H JIp. ).

17.13. ITucsMa, TeserpaMMbl, OTKPHITKA, GaHIEpO/IM U eYaTHbIC U3JaHUs OTIPaB/IAOTCA [OYTOH.
daxcorpaMMs! i TeleOHOrPAMMBI [IEPE/IAIOTCS TI0 KaHATaM TeneoHHOH CBA3H.

17.14. PnexkTpoHHBEe COOOIIEHHS OTIPABISIOTCS € OQHIMATLHOTO IIOYTOBOTO 3MCKTPOHHOTO
azpeca 00meo0pa3oBaTeIbHON OpraHA3alliH.

17.15. TTucbMa, TETEerpaMMBL, OTKPHITKH, OaH1epoiH, (pakcorpamMMbl, SIEKTPOHHBIC co001eHH s, HE
CBA3aHHBIE ¢ pabouell AeATebHOCTEIO, K OTIIPABKE HE NPUHUMAKOTCA.

17.16. JIOKyMEHTBI, OTIIPABIIsIEMbIC CPEACTBAMH IOYTOBOH CBA3H IPOXOJIAT:

e VYIIAKOBKY;

L] aupecosanne (Ilpl/I HailpaBHEHHH JOKYMCHTA OoJlee 4eM B 4 aapeca — B COOTBETCTBHH C
yKa3aTeJeM pPacChUIKM, HA KaKJOM SK3EMIUIApE MHChMA YKa3bpIBACTCA TOJIBKO OJHH
ajpecar);

e IPOCTABJIECHHUE CTOMMOCTH MOYTOBBIX YCIIyT;

e Iepefauy B IOYTOBOE OT/ICJICHHUE CBA3H.

17.17. Tlpu MOArOTOBKE M OTIIPABKE MHCEM HEOOXO0MMO Y4YMTHIBATh IIPABHJIA, YCTAHOBJICHHBIC
npukazoM MuHucTepeTBa HU(POBOrO pasBUTHs, CBA3H M MACCOBBIX xkommyHukauuiit PO ot 17
anpens 2023 roga Ne 382 «O0 yTBepXKIeHUH [IpaBu OKa3aHus YCIYT TIOYTOBOM CBA3HM).

17.18. JlokyMeHTbI, OTIpaBiseMblie CPEACTRAMU [IOYTOROM CBAZM B OJHUH ajpec, BKIAAbIBAIOTCA B

OJTHH KOHBEPT.
17.19. Wexonsume TOKYMEHTHI, Mpe/IHA3HAYEHHBIC /Ul OTHPABKA CPEACTBAMHU (haxcHMHATIBHOM
CBS3H, OTIPABIISIOTCS pabOTHUKAMK KaHICIAPHU 001meo6pa3zoBaTenbHOM OpraH3alkHy.



18. PazpaGorka u BeeHHEe HOMEHKJIATYPbI /1€/1
18.1. JlokyMeHTaNnbHbIH (OH/I NIKOJIBI — COBOKYITHOCTB JOKYMEHTOB, 00pa3ylomuxcs B mporecce eé
neATenbHOCTH. JIOKYMEHTalIbHbIH (OHT MIKOJABI COCTaBJIAIOT JOKYMEHTBI, CO3JIaHHBIC B
061meobpazoBaTe;IbHON Oprann3aniy H IOJy4eHHblE HEIO B DPe3yJbTare B3aUMONCHCTBUS C
OpraHamMy rocy/apCTBEHHOH BIACTH, OpraHaM{ MECTHOIO CaMOYNPAB/ICHMS, FOPHIMIECKHMH H
(pU3HYECKUMU THIIAMH.
18.2. HoMeHKIaTypa JieNn SBIsSeTcs OCHOBOH (JOpMHpPOBAHHS JOKYMEHTAIBHOIO (pOHJA LIKOJIBI H
peICTaBIAeT CO0OH CHCTEMAaTH3HMPOBAHHBIH IICPEYCHb 3ar0JIOBKOB (HaMMEHOBaHMiA) Jel,
3aBOJIAMBIX B IIKOJE, ¢ YKA3aHUEM CPOKOB HX XpaHeHHs, H O(pOpPMIICHHBIH B COOTBETCTBHH C
NPAaBOBLIMH AKTAMM, PEKOMEHJALMAMH H METOIMYECKHMH YKa3aHHSMH OpraHoB Poccuiickoii
denepanyy, YHOOIHOMOYEHHBIX B cdepe rocyJapCTBEHHOrO YIPaBICHUS ApXUBHBIM JCJIOM,
JCJIONPOH3BOACTBA H ,ZIOK)’MEHTOOGO})OTH. "
18.3. HomeHKNIaTypa el COCTAB/ISETCS Ha OCHOBE M3Y4YEHUS TONOKEHUH, MHCTPYKIMH K IPaBHIL,
TAKKE JPYTHX JOKYMEHTOB, DErIaMEHTUPYIOUMIHX  JACATCIbHOCTD o0meo0pa3oBaTenbHOI
OpraHM3alMH, a TaKKe HOMCHKIATYp JeJl 32 MPEAecTBYIOMHEe TOoAbl U TOKYMEHTOB,
06pasyIoIuXcs B JIeITENLHOCTH 0011€00pa30BaTeIbHON OpraHu3alkH.
18.4. Homenknarypa Jel UCIOJB3YeTCs MU IPYNIHMPOBKM HCTIONHEHHBIX JIOKYMCHTOB B JCia,
CHCTEMATU3ALMHA U YUETa JIe], OIpeIeIeHHs CPOKOB HX XPAaHEHHA 1 IOHCKA JOKYMEHTOB, ABIACTCA
OCHOBOIA JIJIsl COCTABICHMS OMMCEH J€ NOCTOAHHOTO H BPEeMEHHOI0 (cBbime 10 seT) XpaHeHus, a
TaKKe JUIsl ydeTa Jel BpeMeHHOro (o 10 JeT BKIIOYATEIbHO) XPAaHCHHA.
18.5. HomeHKIaTypa Aej BBOJHUTCA B JeHCTBHE TIPHKAZ0M M0 IIKOJIE.
18.6. Homenknarypa jejl TOTOBHTCS B TPEX IK3EMILIAPAX:

o IS MOMENIEHHUS B HOMEHKJIATYPHOE J€JI0 H MMOCTOSHHOTO XPaHCHHA,

e IS HCTIONB30BAHMS B paboTe OTIEIOM JETONPOH3BOACTBA (KAHIENAPHEH);

e UM XpaHCHHUA B apXHBE IIKOJIBL.
18.7. Vi3 HOMEHKJATYypBl e HIKOJbl OTBETCTBEHHBIM JIMLIOM 32 BEICHHE ACIONPOH3BOACTBA
o(OpMIISIOTCS BBITHCKH IS KAX/IOTO H3 NOJpasJelieHuil U OTHACIOB 0b6meobpa3oBaTenbHOM
OpraHH3aLyy.

19. GopMHupoBanKe €] U HX TeKymee xpanenue. [[oArorobka 10KyMEHTOB H ¢l K Nepe1atic
Ha apXHBHOE XpaHeHue
19.1. ®opmupoBaHHE €N — PYNIHPOBKA HCIOIHCHHBIX JOKYMCHTOB B JI€ja B COOTBETCTBHH C
HOMEHKJIATypoit et 061ieobpa3osaTebHO OPraHM3alii i CHCTEMATU3AHS TOKYMCHTOB BHYTPH
Jena.
19.2. Jlenma co M MX 3aBEACHHs JIO EPe/iaull B apXHB LIKOJIBI MMM HA YHHITOREHHUC XPAHATCAH 110
MECTY X (POPMHPOBAHMSL.
19.3. Ilpuka3sl MO OCHOBHOM, aJIMMHHCTPATHBHO-X03HCTBEHHOM, y4e6HO-BOCIIUTATEIBHOM
JESTEeNLHOCTH TIKOJbL, TPYIIHPYIOTCS OT/IENEHO OT IPUKA30B 110 JITTHOMY COCTaBY pabOTHUKOB H
110 TUYHOMY COCTaBY 00y4arOmHXCs (yHarmxcs/BOCIIHTAHHMKOB).
19.4. Ilepenmcka rpyHnmUpyeTcs 3a MEPUOJ KaICHIAPHOro roja H cUCTeMaTU3UpYyeTCd B
XPOHOJIOTHYECKOH 10C/IE0BATEILHOCTH.
19.5. I[IpoBepKa HAIMHHS H COCTOSHHS JOKYMEHTOB M JIeJI IPOBOJHTCS NPH MEPEMEIICHIH Jien, IpH
BO3BpATE JEJI, IPH PCOPraHH3aliy HJIH JIMKBHIAIHH obmeobpazoBaTebHOM OpraHu3alii.
19.6. B apxus 00muIe00pa3oBaTeNbHON OpPraHU3alUuK (namee — apxHB) II€pelaloTCs Jeia
[IOCTOSHHOTO, BpemenHoro (cepime 10 jieT) CpoKoB XpaHEHHs U 110 THIHOMY cocTaBy uepe3 3 roja
ocJie roj1a, B KOTOPOM JOKYMEHTHI ObLTH MOMEIIEHBI B JICJI0 Ha XpaHCHHC.
19.7. Tlepeaua JOKYMEHTOB B apXHB IIPOU3BO/TATCA 10 YTBEPAKACHHBIM OMACIM AC]L.
19.8. IToAroToBKa JOKYMEHTOB M €/ K I€pejiaie Ha apXMBHOC XDaHCHHEC H HA YHHUTOXCHHE
peayCMaTpUBacT:

e SKCHNEPTH3Y LIEHHOCTH JOKYMCHTOB;

e cocCTARIEHME OIMCEN JIeT 110 PE3Y/IbTaTaM SKCIEePTH3bl UX INCHHOCTH,

o otopMmIeHHE JIEN,

e  COCTABJICHME AKTOB HA YHHUTOKECHHUE JOKYMEHTOB H JieJl ¢ HCTEKIIHME CPOKaMH XPaHCHHA.



19.9. DxcrepTH3a IEHHOCTH JOKYMEHTOB TIOCTOSHHOIO M BPEMEHHOIO XPaHEHHs OCYIICCTRIACTCA
eKETOQHO JIMIOM (JMIAMH), HA3HAYEHHBIM NPUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXHBHPOBaHHE.

19.10. B neno nomemiaetcs ve Gonee 250 MHCTOB (TONIIMHEA JIeNa IIPH 3TOM COCTaBseT He Oonee 4
cM). Ilpu GonbmioM KoiuYecTBe I0KYMEHTOB (DOPMHpYIOTCA TOMA (vactu) nena. Buyrpu nena
JOKYMEHTEI paCIIOJIaFaIOTCﬂ B XpPOHOJIOTHYECKOM IIopsAJaKE B COOTBCTCTBHH C omuceo. B Aclia
TOMEIIAKTCS TOJIBKO HCIIOIHEHHBIE, MPABAUIBHO O(OPMIIEHHBIE JOKYMEHTHL.

19.11. JloKyMeHTbI BHYTPH JleJa PACIOJIAraloTCs CBEPXY BHW3 B XPOHOJIOTHYECKOH, BONPOCHO-
NOTHYECKON  IOCICIOBATEIbHOCTH MM WX CoueraHuH. PacnopsjurelbHbIE  JIOKYMCHTBI
TPYIIIHPYIOTCA B Jena 1o BujaaM H XpOHOJIOTHH C OTHOCIIMIUMHCHA K HUM IIPHIOKECHUAMH.

19.12. JInunble KapTOUYKH PaGOTHHUKOB (POPMHPYIOTCS B €TI0 IO andasuty pamuIail.

19.13. OdopmieHne jela MpegycMaTpupact: O(QOPMICHHE PEKBH3HTOB 00NIOXKKH Jiena  I10
yeTanopicHHOH (opme; HyMepalHio JIHMCTOR B Jejle KapaHIamoM B BEPXHEM NpaBoM yriy.
COCTaBJIEHHE BHYTPEHHE(l OMICH JIOKYMEHTOB JeJia, OIIMBKY U MeperuieT jena. JIuct 6oIBIIOTO
dopmara, MOMINMTHIA 33 OIXMH Kpail, HyMEpyeICd Kak OJWH JIACT B NpPAaBOM BEPXHEM YITy.
JIOKyMEHTBI ¢ COOCTBEHHON HyMepalueH JUCTOB, B TOM YHC/IC HEYaTHBIC H3/latHA, HYMEpPYIOTCS B
o0meM mops/IKe.

19.14. JIHCTHI €)1, COCTOSIIMX U3 HECKOJIBLKMX TOMOB MJIM YacTed, HyMEPYIOTCA 110 KOKAOMY TOMY
HJIH 9acTHU OTACIBHO.

19.15. Tlocie 3aBepieHHs] HyMepaluH JIHCTOB COCTABIAETCS 3aBEpUTENbHAsA HAlIUCh, KOTOpai
pacrosiaraetcs B KOHIE Je/a. 3apepHTeNbHas HaAHCh COCTARMISETCs B /e Ha OT/ICTBHOM JIHCTE-
3aBepuTelie Jela.

19.16. B 3aBepuTenbHON HAaMMCH HU(pPaMi ¥ HPOIMCHIO yKa3bIBACTCHA KOJIMHYECTBO JMCTOB B
JaHHOM  JE€IIC. 3aB€pH'l’CﬂbHaﬂ HaJIIUCh IMOJIIHCBIBACTCA €€ COCTaBHTEIIEM C YKa3zaHHeM
pacuM(pPOBKH TOANMCH, NOKHOCTH M JaThl COCTABICHML. KonuuecTBO IHUCTOB B JENe
npocTasisAeTes Ha 00JI0XKKe Jiella B COOTBETCTBHH C WTOTOBOH HAIHCEIO.

10.17. PekBU3UT «CPOK XpPaHEHHs Jenay NepeHOCHTCS Ha OOJOXKY Jena u3 COOTBETCTBYIOLICH
HOMEHKJIATYPBI JIe/I TIOCJE CBEPKH €ro CO CPOKOM XPAaHCHMS, YKasaHHbIM B NEPEHHE THUIIOBBIX
JIOKYMEHTOB MM B IIEpeyHe JOKYMEHTOB, 00pa3yOIEXCA B ACATC/ILHOCTH (eaepanpHOro Oprama,
C yKa3aHHEM CPOKOB XpaHEHHA.

19.18. Ha jie1ax MOCTOAHHOTO XPaHCHHUs IHIIETCA: «XPaHUTh OCTOAHHO.

19.19. Ilpuem jen TPOM3BOJMTCA COTPYJHHKOM, YIOJTHOMOYCHHBIM Ha BeJleHHEe JEeATE/IbHOCTH
apxuBa, C IIpOCTaBJIeHHeM B IBYX IK3EeMILIApax OIMUCH JIeJ1 OTMETOK O HAJIHYHUH KaXJaoro aeja (Ha
KaKIOM SK3EMILIAPE ONHMCH YKA3hIBAETCS KONMUECTBO (hakTHyecKH MPUMHATHIX JIeN, JaTa IpueMa-
mepeauH JIell, a Takke HOANUCH apXUBACTA U COTPY/IHNKA, [IEPE/aBIIEro Aea.

20. 3aK0uHTEeIbHbIC NOT0KEHHS
20.1. Hacrosimas VHCTPYKIHS [0 JeJI0TPON3BO/ICTBY SBIACTCA JOKAIBHEIM HOPMATHBHLIM aKTOM

00meo0pa3oBaTeIbHON  OpraHu3aliy, [NPUHAMACTCA Ha O6meM coOpaHui pabOTHHKOB U
yTBepK/1acTCs (BBOAMTCA B ACHCTBHE) IPUKA3OM JAUPEKTOpA 061e06pa3oBaTeIbHOM OpraHH3aliiu.

20.2. Bee usMeHeHHs] W JOIOJHEHHs, BHOCHMBIE B HACTOSINIYIO HHCTpyKUHIO, oopMIIAIOTCS B
IHCbMEHHO# GOpME B COOTBETCTBHH JIEHCTBYIOMMM 3aKOHOATENIECTEOM Poccuiickoit @enepainnu.

20.3. WucTpyKims MO JENONPOU3BOJCTBY B IIKOJIC NPUHAMACTCA Ha Heompe/ie]IeHHbIH CPOK.
VsMenenus W JOHONHeH:s K VHCTPYKIMA IPHHAMAKOTCS B HOPAKE, MPELyCMOTPEHHOM II. 20.1

Hacrogmed MHCTPYKIHH.
20.4. Tlocne npuHsaTHs MHcTpyKumu (WM U3MEHEHHH ¥ JIONOJIHEHWH OTAEIbHBIX MYHKTOB U

pasiesioB) B HOBOMH PEJAKIIMK NPE/ABIAYIAd PEIaKiu aBTOMATHYECKH yTpauHBaeT CHIIY.



Hpunooicenue Ne 1

IpaBunaa
odopMIIeHHSI PEKBH3UTOB JOKYMEHTOB

1. Jl1a mnOArOTOBKM JOKYMECHTOB IPUMEHSICTCH TEKCTOBBIIl peNaKTop, 0OeCHeYHBAIOIH
TpeGoBanHs rpaQHYECKOr0 BOCIPOH3BEIEHUS PEKBH3UTOB 10KYMCHTA.

2. Buzbl 1 pasMephbl MCHONB3YeMBIX MPHTOB! Times New Roman — 12. 13, 14; Calibri 14 u
IpUOIHKEHHBIE K HUM.

3. Ilpy TOArOTOBKE TEKCTOB B TabiMuax, Al obecreueHus JydIlIed YHTaCMOCTH JaHHBIX,
JOTyCcKaeTes IpUMEHEHue IpPHQTOB BUA Arial, pasmepos 12,13.

4. JluanazoH HCTOIb3YEMBIX MEHYCTPOYHBIX HHTCPBAJIOB: OT oj|HapHOTO J0 TonyTopHoro [1.
abzan 5 myHkra 3.4].

5. AG3alHbli OTCTYH TeKeTa AoKyMenTa — 1,25 em [1, a63an 1 mynkra 3.4].

6. 3aroJI0BKH pa3zielioB U MOPa3/IeiioB MeYaTaroTes ¢ ab3aI[HBIM OTCTYIIOM HJIM IEHTPHpYOTCA 6e3
aGsawmoro oTeryma no mupuse tekera [ 1, abzan 2 mynkra 3.4].

7. MHOrocTpouHEIE PEKBH3UTHI MEYaTAOTCAd 4€pe3 OIHH MEKCTPOUHBIA HHTEpBaJl, COCTaBHbIC
YACTH PEKBU3UTOB OTACIIAIOTCS JOMOTHATEIBHBIM HHTEPBAIOM [1, a63an 3 myHkTa 3.4].

8. Eciu JOKyMEHT TOTOBHTCS JIIf U3JaHus ¢ yMCHBIICHHCM Macitada, TeKCT IeyaTaeTcs gepes

nBa uHTepBaa [ 1, ad3an 6 myHkra 3.4].

9. UuTepBan Mex 1y OyKBaMH B CJIOBaxX — 0GbranbIif. MHTepBaI MEXKY CI0BAMH — OJIMH npoben [1.
a03aunpl 7-8 myHkra 3.4].

10. TekeT JOKyMeHTa BHIPABHUBACTCH 110 HIHPHHE JTHCTA (mo rpaHHIAM JIEBOTO H MPaBOTO Tnonen
noxymenra) [1. ab3am 1 mynkra e %18

11. JUHa camoif JUIHHHOH CTPOKH PEKBHM3HTa IIpH YTIOBOM pacmoNoXeHHH PEKBHU3HTOB — HE
6onee 8 M [1, ab3an 2 myHkTa 3.5].

12. JUHa caMoii JUIHHHOM CTPOKH PEKBU3UTA NPU NPOJOTBHOM PaCIOIOKEHHH PEKBHU3ATOB — HE
Gonee 12 cM [1, a63an 3 nyHkTa 3.5].

13. Ko ¢opMbl TOKYMEHTa
Kox ¢opmsl JT0KyMeHTa IIpocTaBIsieTCd Ha yHH(l)I/IHHpOBaHHHx d)OpMaX JOKYMCHTOB B

cootsercreur ¢ OK 011-93 1 JioKanbHBEIM KJ1accH(pHUKATOPOM, PacTioyiaraeTcs B IpaBoM BEPXHEM
yrity pabodero mosis JOKyMEeHTa, COCTOMT U3 CII0B «®opma 10» (HaUMEHOBAHHC KIaccuuKaTopa)
U 1dpoBOTO KOIa.

Hpumep
®opma no OKY/] 0301001

[1, myHKT 5.4]

14. HapmMeHoBaHNE MIKOJIBI

Hammenopanue IMKOJIBI Ha OraHKe JOKyMEHTa JIOIDKHO COOTBETCTBOBATH HanMEHOBaHHIO
JopuIduecKoro  JIHIa, 3aKpelvieHHOMY B €TI0 yUpEIUTENIBHBIX  AOKYMEHTaX (YcraBe
o6ueodpazoBare/IbHON opranusaiun). [loa HaNMEHOBAHUEM MIKOJBI B CKOOKax yKa3bIBaeTCid
coxpamelmoe HaAUMECHOBAHHC OGL[IC()Gpa'SOBaTCJleOf;I opraHmuzanui, eciii OHO MpPeayCMOTPEHO

YCTABOM.
Ha,u HapMEeHOBAHUEM  IIKOJIbI YKa'SI:IBaCTCSI IIOJTHOE HJIH COKpaH.IeHHOe HaHMEHOBAHHUC

BBILICCTOAIICH Oprann3aiiu (Ipu ee HAJIMYHNA).
Ha 10KyMeHTaX, H3/aBaeMbIX JBYMS H/IH HECKOTLKUMH opraHu3anusmMu, B 3ar0JIOBOYHON 4acTH

HpOC’I‘aBHS}OTCS HAaUMECHOBaHHS BCEX opra}{maumﬁ.

[1, nyaxkr 5.5]



15. CHDaBO‘IHHC JIJAHHBLIC O ITKOJIE

CrpaBodHbIE JAHHEIE O IIKOJME YKA3bIBAIOTCA B OJIAHKAX MHCEM M BKIKOYAIOT B ce0s; MOYTOBbIH
ajpec IMKOJBL, HOMepa Tenedona, (akca, anpec HIEKTPOHHOM IOYTHI, ajpec caiWTa B CCTH
«nTepHET».

B COCTaB CHPaBOYHBIX JIAHHBIX BKJIOYAIOTCS: KOJ OpraHu3amuy 1o OGmepoccHACKOMY
KIacCH(HKATOpY —NpPEMNPHSTHI M OpraHusaimit (OKIIO), oOCHOBHOIf TOCYIapCTBEHHBIM
perucTpauuonnbii  Homep  oprammsagmu  (OIPH)  u nAeHTU(UKALMOHHEI  HOMED
HAJIOrOILIATe THIIMKa/KO IPHUHHBI TocTaHoBKH Ha Hatorossiit yuet (MHH/KIIII) [1, mynkT 5.8].
[lowroBsi aipec yKasppaeTed B cooTReTCTRUM ¢ [IparuiamMu oKa3aHus yCuyr MOYTOBOH CBA3H.
Homep tenedona (Paxca) ykaspiBaeTcs rpynnamMu mu(p uepes tupe. Koa ropona 3akimodaeTcs B
ckoOku: (495) 421-11-65.

16. HanmenoBanue Bi/ia JIOKYMEHTa

HamMeHOBaHHE BHIA JAOKYMCHTA YKa3blBacTCs Ha BCEX JIOKYMEHTaX, 33 HCKITIOUCHHEM JCIOBLIX
(cny>ke0HBIX) ITHCEM, pacmojiaracTcst IOJ PEKBH3UTAMHM «HANMCHOBAHHC 06ueobpazopaTebHON
OpraHH3alMHy» H [1€9ATACTCs NPOIHCHBIMH 6yxsamu [1, myHKT 5.9].

17. laTta JOKYMEHTA

Jlata JIOKyMeHTa COOTBETCTBYET jaTe MOINMCAHMS (IIPHKa3, MHCBMO, 3amMCKa, aKT H Ip.),
yTBEpKIeHHs (MHCTPYKIHA, TOJOKEHHE, NPaBUIa, PeriTaMeHT, IUTaH, OTHET H Ap.) WM jare
CcOBBITHS, 3apUKCHPOBAHHOTO B IOKYMEHTE (IIPOTOKOI).

Jlata JOKyMEHTa MPOCTABNSETCS JI0JUKHOCTHBIM JIALIOM, NOANHCHIBAIONIMM HlH YTBEPKAAIOIIHM
JOKYMEHT, WJIH TIpH PErUCTpaluH JOKYMCHTa, HIIH HENOCPEJCTBEHHO COCTaBHTEIEM  IIPH
MO/ITOTOBKE JIOKYMEHTA (CyKeOHas 3allicKa, 3aiB/ICHIe 1 ap.).

JloKyMCHTBI, H3JIaHHbIe ABYMs Wi Gojice OpTraHU3alMAMH, JTOJDKHBI AMCETE OJHY (emuuyro) narty.
COOTBETCTBYIOULYIO JIATE TIOJIMCAHNs JOKYMEHTA MOC/IeTHUM JOJKHOCTHBIM JIAIIOM.

Jlaty JOKYMEHTA 3AIACHIBAIOT B TOCIEI0BATEIPHOCTH: JCHb MECAIA, MECAL. IOJI OJTHUM W3 JIBYX
cocoboB:

o apabckumu LudpaMu, pasle]ICHHBIMA TOUKOH: 05.06.2025 (neHr Mecsana H Mecdl
o(OPMIISIIOT JBYMsI mapaMH apaOCKuX wudp, pasaencHHLIMH TOYKOM; T0J| — YeThIPbMs
apabexumu nudpamu). byksa «r» nocre uup He CTABUTC:

e  Ci0BecHO-IMMPOBBIM crocoboM, Hanpumep: 05 HioH: 2025 r. (opopmienus aarbl ACHb
Mecsla yKa3bIBaeTcs napoi apaGekux mugp, roa YeThpbM apabCKUMHU IIdPaMH).

[1, nyskT 5.10]

18. PerucTpalMOHHbli HOMEP JOKYMEHTA
PerucTpallOHHBI HOMEpP JAOKYMCHTA — uupoBoii Wi GyKBeHHO-IH(POBOH HJICHTH(HUKATOP

JOKYMEHTa, COCTOSLIME U3 IOPAIKOBOTO HOMEpa JOKYMEHTa, KOTOpBIA, 10 YCMOTPCHHIO
061co6pa3oBaTeTbHON OpPraHi3alliy, MOKET JIONOIHATHCA uM(ppPOBBIMI HIIH OYKBCHHBIMH KOJAMH
(MHJEKCaMHU) B COOTBETCTBHH C HCIOJIL3YEMOM CHCTEMOMN perHCTpalliH, [IPUHSATOM B MIKOJIE.

Ha poxymeHTe, COCTaBJICHHOM COBMCCTHO JBYMS H Gosiee OpraHW3aLMsIMH, IPOCTABJISIOTCA
PETHCTPALMOHHBIE HOMEpPA JIOKYMEHTA, PUCBOCHHbIE KKI0H U3 opranm3anni. PErucTpallioHHBIC
HOMepa OTAEISIOTCA Jpyr OT Jpyra Kocoil 4epToil M IPOCTABIAIOTCA B IOPAIKC yKa3aHus
opraHu3anMii B 3ar0JIOBOYHOM uacTH WK InpeamOyrie JOKYMEHTA.

[1, mynkt 5.11]

19. CchlUIKA HA PErHCTPAIIMOHHDINA HOMEP U 1Ty NOCTYITHBINETO JOKYMEHTA
Ccbulka HA PETHCTPALMOHHBIE HOMEp M JaTy MOCTYIHMBIICIO JIOKyMEHTa  BKJIHOYacT
pErHCTPAlHOHHBIH HOMEP M JaTy BXOJSLICTO WHUIHATUBHOTO JOKYMEHTa, Ha KOTOpBIH JaeTcs

oteer [1, mynkr 5.12].

20. Mecto cocTapieHns (H3aHus) TOKYMEHTa




Mecto cocTaBjieHUs (M37aHMs) JOKYMEHTa YKa3bIBacTCS BO BCEX JIOKYMEHTaX, KpOME IE€JIOBBIX
(cnyxeOHBIX) THCEM, & TaKkKe JOKIAIHBIX, CIYKEeOHBIX 3aMHCOK M JpYTMX BHYTPCHHHX
HH(POPMAITHOHHO-CIIPABOYHBIX JOKYMEHTOB.

Mecto coctapieHus (H3]aHus) JOKYMEHTA HE VKa3bIBaeTCd B TOM CIy4ae, €CIM B HAHMEHOBAHUH
OpraHM3alMy NPUCYTCTBYET yKa3aHHEe HAa MECTO ee HaXoxaeHus. MecTo cocTapneHus (M3JaHHA)
JOKYMEHTa YKa3blBacTCAd B COOTBCTCTBHH C IPHUHATBIM aI[MHHI/ICTpaTI/IBHO-TCppHTOprIEUlI:HbIM

JCIICHHUCM.

[1, myrkT 5.13]

21. Aapecar
Agpecar ucnoib3yercs IMpH  OQOPMIEHHH JICNOBBIX (cnyxeGHBIX) THCEM, BHYTPEHHHX

HH(OPMALMOHHO-CIPABOYHBIX JJOKYMEHTOB (JIOKJIAIHEIX, CTy)XeOHBIX 3aIICOK U Ip.).

AZ[pecaToM TOKYMEHT2 MOXeT OBITh OpraHuzalus. CTPYKTYPHOE MOIPA3NeNeHHE OpraHd3alluy,
JOJDKHOCTHOE HITH (pU3HIECKOE JTUIIO.

PEKBH3HT «ajipecaT» NPOCTAB/IACTCS B BEPXHEH IIpaBoil 4acTH JOKyMCHTa (Ha OJIaHKe C YTJIOBbIM
p'dCIIOJ[O?KeHHeM peKBHBHTOB) HIIK ChOpasa 0] PEKBH3HTAMH OJ1anKa (l'IpH IIpoa0JIEHOM
PaCcIoNOKEeHHH PEKBU3UTOB OJ1aHKa).

CTpoKH peKBH3MTA «ajpecaT» BHIPABHHBAIOTCA I10 JICBOMY KPalO MM HEHTPYIOTCS OTHOCHTEIBHO
caMoll JIUTHHHOMN CTPOKH.

[Ipy ajpecoBaHuM JOKYMEHTAa PYKOBOJMTENO (3aMECTHTENIO PYKOBOJMTENA) OpraHM3aliy
YKA3bIBACTCA B JATEIbHOM TNajeke HAUMCHOBAHHE JOUKHOCTH PYKOBOJHTENA (3aMECTHTEI
pYKOBOHHTCHH). BKJIOUAKOIIEE HAHMEHOBAHKUC OpraHrA3aliu, Cl)aMPIJII/IIO4 HHHIHAJIBI JOJIKHOCTHOI'O
JHLA.

Ipunep
Pykosooumenio @edepanvHoco
apxXueHo20 a2eHmcmeda
@amunun H.0.

Ilpy angpecoBaHHM IHCbMa B OPraHM3alHIO YKAa3hIBAETCS €€ IMOJHOS HIH COKPAICHHOE
HaUMEHOBAHHE B MMEHUTEIIEHOM NAJICIKE.

Ipumep
DedepanbHoe APXUBHOE
aA2eHMCcmeo
A
Pocapxue

[Ipy agpecoBaHMM JOKyMEHTa B CTPYKTYPHOC IIOAPA3JC/ICHHE OPraHMsallid B PEKBU3UTE
«afpecarTy yKa3blBaeTCd B MMEHHTEIBHOM Tajie)ke HAMMCHOBAaHWE OpraHM3allMH, HIDKC —

HauMEeHOBAHME CTPYKTYPHOTO noapa3ICIcHus.

IIpuvep
DeoepanbHOE APXUBHOE
A2eHmMCcmeo

Omoen 20cy0apcmeenHou
cayHchvl Kadpos u Hazpao

[lpn aJpecOBAHMH MHCHMA PYKOBOJHMTETO CTPYKTYPHOTO MOAPA3IC/ICHHA yKa3pIBAETCA B
JHMEHHTEILHOM I1ajieke HAMMEHOBAHHE OPraHH3alMH, HIDKE — B IaTCIBHOM Ia/IeXKe HAHMEHOBAHHE
JNODKHOCTH ~ PYKOBOJMTENS, BKIIOUAIONICE HAUMCHOBAHME CTPYKTYPHOTO  MOXPasiCiCHMA,

(haMUIUI0, HHHUITHAIBL.



IIpumep
AO «IIpogpune»

Pykogooumenio 002060pHo-
npasoeozo omoena

Damurua H.0.

[lepen (amuiMeil JTODKHOCTHOTO JIMLA JOMYCKAaeTCs YHOTPEOIATh COKPAMICHHE «I-Hy»
(rOCTIOMHY). €CJIH aJIpecaT My)KUHHa, WM «r-ke! (TOCHOoKe), €C/IH aapecaT KCHIIHHA.

[pumvep
2-Hy @amunus H.0.

HJIA
z-ace @amunus U.0.

HpH pacChUIKEe JOKYMEHTA pynie opl‘aﬂmaunﬁ OJIHOTO THUIIA WM B CTPYKTYPHBIE NTOJApa3aCICHHA
OJIHOIi OpraHm3aliy ajpecar YKa3pBacTCst 0000IICHHO.

Hpuvep
Pykoeooumenam oouepHux
obuecme AO «IIpogpune»

W
Pyxosooumenam ynpasieHui

Pocapxusa

HpH paccblIKE JOKYMCHTA HEC BCEM Oprasu3anusaM HIH CTPYKTYPHBIM noapasacjICHUAM moa
PEKBH3UTOM «AJpecary B cKoOKax yKasblBaeTes: «(I10 CITHCKY)».

Tpumep
PyKkoeooumenam 004epHuUx

o6wecme AO «Ilpopuney
(no cnucky)

B 0/1HOM JIOKYMEHTE He JOLKHO ObITh Oosiee yeThipex ampecaros. CI0BO «Kormusy» mepes BTOPBIM,
TpeTbUM, 4YETBEPTHIM aJpecaTaMH HE yKa3bIBacTCs. [Mpu OonpmeM KOJIMYECTBE aapecaroB
COCTABISIETCS CIHUCOK (JIMCT, yKa3aTedb) pPAcChUIKA JOKYMEHTAa, Ha KaKIOM JOKYMCHTC
yKa3bIBAETCS OJIMH aipecaT WM ajipecat oGopmIseTcs 00001IEHHO.

B cocTaB peKBU3MTA «Apecar» MOXKET BXOJHUTh TOYTOBBIH axpec. JeMeHTHI ITOYTOBOIO aapeca
YKa3bIBAIOTCA B I10CIIC/IOBATE/ILHOCTH, YCTAHOBICHHOH lIpaBunamu OKasaHUs yCIyr HOYTOBOH
CBA3M, YTBEPIKICHHBIMH IpHKazoM MuHHCTEpCTBA upoOBOro pasBUTHs, CBI3H H MACCOBBIX
KoMMyHuKaiuit PO ot 17 anperns 2023 roya Ne 382.

Ipumep
Bcepoccuiickuit Hay4Ho-

UCe1e006amebCKuil HHCMUNYM
OOKYMEHmMose0eHuA U
apxueHozo dena

Hpodgcoroinas ya., 0. 82,
Mockea, 117393

TTouToBslif agpec MOXeT He YKa3blBaThCS B JOKYMEHTAX, HANPABIACMbIX B BHICIIMC Oprambl
BIIACTH. BBHIIIECTOSIINE OPraHW3alWW, IOJBEJIOMCTBEHHBIC OpraHM3alMK  H IOCTOAHHBIM



KOPPECIOHAEHTaM (3@ UCKJIFOYEHHEM HalpaBJIeHHs MHCEM YKAa3aHHBIM aJpecaraM B KOHBEPTax ¢
NPO3pPaYHBIMH OKHAMH ).

[Tpu ajpecoBaHUN JOKYMEHTA (QU3MYECKOMY JIUIYY YKa3bIBAarOTCs: (aMHIIHs, HHUIHAIIBI, TTOYTOBbIA
ajzipec.

Ipunep
Damunua H.0.

1. Cadosas, 0. 5, ke. 12, 2.
Jwbepuvt, Mockoeckaa ooa.,
301264

[Ipu oTmpaBKe MHCEMA IO IEKTPOHHOI moute Wi 10 (akcuMwibHON cRa3M (De3 TOCKUTKH 110
[0YTe) OYTOBBIH apec He ykashibaeTcs. [Ipi HeoOX0IUMOCTH MOXKET ObITh yKa3aH IEKTPOHHBIH
ajpec (Homep Tenedona/paxca).

Ipusep
Bcepoccuiickuit Hay4HO-

Hccae006amebCKUi UHCHUmYym
0OKYMEHmMO08e0eHUA U

apxueHozo oena

mail@vniidad.ru
[1, nyskT 5.15]

22. 'pud vrBepkaeHHs JOKYMEHTA

T'pud yTBEpKAEHMs NMPOCTABISETCS HA JIOKYMEHTE B Clydae €ro YTBEPKIACHHS JOKHOCTHBIM
JHIOM,  PaclOpPs/AMTE/IbHBIM  JOKYMEHTOM  (IIOCTAaHOBJCHHMEM,  PCIICHHEM,  NPHKA3OM,
pacnopsKEHHEM ) HIIH PEIICHHEM KOJIJIETHAIILHOTO OpraHa.

['pu¢ yrBepKACHHs pa3MEIIaeTCs B IPABOM BEPXHEM YITy IEPBOTO JIMCTA JOKYMCHTA. Crtpoku
PEKBH3HTa BbIPABHUBAKOTCA M0 JICBOMY KPalO MM LCHTPHPYIOTCH OTHOCHTEJILHO camoi JUTHHHOH
CTPOKH.

[Ipu yTBepXKIeHHH JOKYMEHTa JODKHOCTHBIM JIHIIOM rpud) YTBEPKICHHSA COCTOMT H3 CJIOBa
VTBEPXJIAIO (meuaraercss mpomucHbIMH OykBamu 6e3 KaBbIYEK), HAHMEHOBAHMS JOJDKHOCTH
JIMIA, YIBEPIKIAIOMIET0 JOKYMEHT, €0 IO/IHCH, MHUIHATIOB, (GamMuIMH | 1aThl YTBEPIKICHHS.

IIpumep
YTBEPK/IAIO

Pykosooumens @edepanvHozo
apxusnoeo azeHmcmea
Hoonuce H.0. Damunun

Jama

IIpu yTBEPKJACHHH JOKYMEHTA PAacliops/IUTEIbHBIM JOKYMECHTOM rpudy yTBEpIKIAEHUS COCTOHT U3
ciopa YTBEPXKIEHO, HaumenoraHus pacliopsiUTENbHOTO TOKYMEHTA B TROPHTETRHOM najexe.
ero jarsl, Homepa. CioBo VTBEPXKJIEHO nomyckaeTcst COrjiacoBbIBaTh ¢ HAUMEHOBAHHEM BH/IA
yreepikaaemoro goxymenta (YTBEPXKIIEHA, VTBEPXJIEHBI uwmn YVTBEPXKIEHO).

Lpumep
(PernameHr)

YTBEP/K/EHO
npurazom AO «Ilpogpuie»



om 15 anpena 2025 2. Ne 82
I
(IIpasuiia)
VYTBEPXKJEHbI
npukazom AO «IIpoghunsy
om 15 anpena 2025 2. Ne 83

[Ipu yTBEep:KJICHHH JOKYMEHTa KOJJICTHAIBHBIM OPraHOM. PEIICHHA KOTOPOro (uKcHpylOTCS B
NPOTOKOJIE, B I'pU(E YTBEPHK/ICHUSA YKa3blBalOTCA HAMMCHOBAHHE OpraHa, PEHICHHEM KOTOPOro
yTBEPKAEH JIOKYMEHT, JIaTa M HOMep NPOTOKoIa (B CKOOKax).

Ipuwep
(ITonosxenue)
VTBEPKJAEHO
Cogemom oupekmopoe
AO «Ilpoghunsy

(npomoxon om 15.05.2025 Ne 12)

[Ipu yTBEpKIEHAH HECKOJIBKMME JIOJUKHOCTHBIMHE JMIAMH TPHQBI YTBEPKACHUA Pacmoaratorcs
Ha OJIHOM YPOBHe CIipaBa W ciieBa. Eciim 4uMcIo yTBEPKIAIOMMUX JIOKYMEHT JODKHOCTHBIX JIMIL

[IPEBLILIACT J1BA, IPH(BI YTBEPKICHUA pa3MEIatoTCs APYT 110]L IPYToM.
[1, myHkT 5.16]

23. 3aron0BOK K TEKCTY
3aroioBOK K TEKCTY — KpaTKOEe CoAep/KaHHe JOKYMEHTa. 3arojloBOK K TeKCTy GopMyIHpyeTcs ¢

npewioroM «O» («O0») 1 0TBEYAET HA BOTIPOC «O yeMm?»:

e npukas (o 4eM?) 0 CO3JaHHH aTTECTAMOHHON KOMHCCHH;

e mpuKa3 (0 ueM?) 00 yTBEpIKICHHUH IITATHOTO pacIHCaHus;

e mHCHMO (0 4eM?) 0 peaocTaBIeHUH MHGOPMALIKH.
3aro0BOK K TEKCTY O(OpMISeTes [0J PeKBH3HTaMU OJaHKa CIIeBa, OT IPaHMIIBI JIEBOTO TTOJIS. B
VKa3ax., ITOCTAaHOBJICHHAX., PCIICHUAX, IpuKazax H JOpYyrux JIOKYMCHTax, H3/1aBacMbIX Ha
MPOIOIBHEIX G1AHKAX, 3ar0JI0BOK K TEKCTY 0popMIIsieTCs: Hajl TEKCTOM TTOCEPEHE paboyero 1o
JIOKYMEHTA U [IEHTPUPYETCS OTHOCHTEILHO CaMOM JUTMHHON CTPOKH.
[1, mynkT 5.17]

24. TekcT T0KyMEHTa
JIokyMeHTBI 0011e00pa3oBaTe/IbHON OPraHU3aliy COCTABJIAIOTCA Ha TOCYIapCTBEHHOM S3BIKE

Poccuiickoii ®enepariuu — pyccKkoM.
B TekcTe JOKYMEHTA, IIOJArOTOBJICHHOM Ha OCHOBAHHHU 3aKOHOMATENBHBIX HIIH HHBIX HOPMaTHBHBIX
IPABORBIX AKTOB, PaHEe M3JAaHHBIX PACTIOPSIMTEIBHBIX AOKYMEHTOB H JIOKAILHBIX HOPMATHBHBIX
AKTOB, YKa3bIBAIOTCS HX PEKBH3UTHIL:
e HAMMEHOBAHHE BHJA JOKYMEHTA, HAaWMEHOBaHWC OpraHu3allid. JdaTa JIOKyMCHTa,
PErHCTPAIMOHHBIH HOMED JIOKYMEHTa, 3ar0JI0BOK K TEKCTY;
e HAMMCHOBAHHE OPraHM3alMH HJIH JOLKHOCTHOIO JIML@, YTBEPAHBIICTO JOKYMCHT, Jara
yTBep}KﬂeHHﬂ ﬂ,OKyMCHTa.
TeKCT JAOKYMEHTa MOXKET COACPHKATh pasfelibl, M0Apas/eNbl, MyHKTHI, MOAIYHKTbI, HyMEPYCMBIC
apabekumu nudpamu. YpopHeil pyGpukanui TeKCTa HE I0JDKHO OBITH OoNEe YETHIPEX.
B nmprkasax TeKCT IOKYMEHTa H3J1aratoT OT [ICPBOTO JIHLA CAMHCTBECHHOrO THCTA («IpUKa3BIBAIOY).
B I0KYMEHTaX KOJUIETHAIBHBIX M COBEIATETbHBIX OpraHaX TEKCT W3/araeTcs OT TPETHETO JiHid
eIMHCTREHHOTO YHC/A: (CKOJUIETHA. .. IOCTAHOBIAETY, «COOPAHHE. .. PEILHIION)
TekcT MNPOTOKOJA M3IaraeTcs OT TPETBEro JIMIA MHOXECTBEHHOro 4HCIa («cnmymanu»,

«BBICTYITHIIAY, IIOCTAHOBHIINY, «PCLIHIINY),




B JlokyMeHTax, yCTaHaBIMBAIOIIMX MpaBa # 00s3aHHOCTH 00ImIe00pa30BaTe/IbHBIX OpraHM3aluii,
UX CTPYKTYPHBIX MOJpas3jelieHuil (MooKeHHe, HHCTPYKIUA), a TAaKXKe COIEPMKaIUX OIHMCaHHe
CHTYyallii, anamn3 (pakToB MM BBIBOJIBI (aKT, CIpaBKa), HCMONb3yeTcs (hopMa H3/I0KEHHs TEKCTa
OT TPpEeThETO JIHMLA CAMHCTBCHHOI0O HJIH MHOMXKCCTBCHHOrO 4YHCIa (((OT,IICJ'I OCYIICCTBIISICT
(YHKIMHA...», B COCTAB YIPABJICHHs BXOJAT...», KKOMHCCHS IIPOBEJIa MPOBEPKY...»).
B coBMECTHBIX JOKYMEHTAX TEKCT H3/1araloT OT IEPBOTO JIHIA MHOMKECTBEHHOIO0 YHCIIA:
(«TIpUKAa3bIBAEM », «PEIIHINY).
B [1€/10BBIX (CTYKeOHBIX ) MAChMaX HCIIOIb3YIOTCS (POPMBI M3I0KEHH:
e OT IIEPBOTO JHIA MHOXECTBEHHOIO YHCJa («IIPOCHM HAIpaBHUTh...», NPEACTaBIACM Ha
PaccCMOTPEHHE. .. »);
e OT TPETHEro JIHIA €IUHCTBEHHOTO YHCIa («(MHHHCTEPCTBO HE BO3PAKAET...», «0OLIECTBO
CYMTAET BO3MOKHBIM...»);
e OT MEPBOIO JIMIA €JMHCTBEHHOTO YMCIA ((CYMTAK) HEOOXOMMMBIM...», «IPEUIararw
PACCMOTPETh. .. »), €ClIH MHCHEMO oopMiIeHo Ha OaHKe JODKHOCTHOrO JIHNA.
B Tekcrax JOKYMEHTOB YIOTPEOJISIOTCS TOIbKO OOUIENpHHATEIE a0OpeRHaTyphl U rpaduieckue
COKpAaIlleHHSL.
[Tpu ynoTpeOaeHHH B TEKCTE (PaMUIHi JIML HHALHAIB! YKa3bIBAIOTCA II0CIIC (haMHIIHH.
B 11e10BbIX (CyKeOHbIX ) NTHChMaX MOTYT HCII0JIb30BaThCA:
¢ BCTYNHTEIbHOE 00palicHHE:
Veadicaemoiil 20cno0uH npedceoamens!
Veaxcaemuiit 2ocnooun Ipoxopos!
Veaxcaemas 2ocnoxca 3axapoesa!
Veaowcaemwiit Huxoaai Hempoeuu!
Veancaeman Onvea Huxonaesna!
Yeaocaemure cocnooa!
¢ 3aK/TIOYMTE/IbHAS STHKETHAS (pasa:
C yeaoicenuem,
B obpauienuu no GaMHINN HHUIMAIBI JIULA HE yKa3bIBalOTCH. BaxnounTeaRHAs THKeTHAd (paza
HAUMHAETCA C MPOIUCHOH OYKBBI M 3aKaHIHBACTCS 3alATOH.
BerynurensHoe oOpalleHNe U 3aKII0uHTe/IbHAsS STUKeTHAs (pasa (meyaraeTcs OT rpaHHIBI JIEBOTO
IoJs) OTJENSOTCA OT TEKCTAa WM OTMETKM O NPUIOKCHHH JOMOJHHUTEIbHBIM MEKCTPOYHBIM

HHTEPBAJIOM.
[1, mynkr 5.18]

25. OTMETKA 0 IPUIOKEHHUH
OTMETKa O TNPHIOKECHHH COJEPKUT CBEJCHHSI O JOKyMEHTE (JOKYMEHTAX), MNpUJIaraeMoM K
OCHOBHOMY JIOKYMEHTY (CONPOBOJMTCILHOMY IHCbMY, NPETEH3HH, AKTY, CIpaBKke H JPYyruM
HH(GOPMAIOHHO-CTIPAROUHEIM  JIOKYMeHTax). PacnopsauTtenbHble JOKYMEHTBI, TOJIOKECHHA,
IIpaBHHa. HHCTPYKIIMH, JOTOBOPLI, IJIAHBI, OTYETHI OTMETKH O IIpI‘IJ'IO}KeHIfIIfI HE HMCHOT.
B conpoBOJHTENBHBIX MUCbMaxX H JAPYIrHX UH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTaX OTMETKA O
HpHHO}I{eHHH OQ)OPMJIFIETCS{ O] TEKCTOM OT I‘paHI/IHbI JIEBOI'O IOJIA CICOYHOIHM 06pa'soM:

e  €CJIH MPHWIOKCHHE HA3BaHO B TEKCTE!

Ipunoxcenue: na 2 1. ¢ 1 3K3.
e ECIIU IIPUJIOKECHHUC HEC Ha3BAHO B TCKCTC HJIH CCJIHN ﬂpHJlO}KCHHﬁ HCECKOJIBKO, YKa3blBarOT

HA3BAHHS JOKYMEHTOB-TIPHIOKEHHH, KOMMYECTBO JIMCTOB M SK3EMILIIPOB KaxJ10ro
MPHJIOKECHHU:
HMpuroxcenus: 1. lHonoxcenue o6 Ynpasienuu pecuona1bHo20 kpedumosanus Ha 5 1. ¢ 1 9K3.
2. Cnpagka 0 Kadposom cocmase YnpaesieHun pecuonaibioco Kpeoumosanus Ha
2.1 6 1 3K3.
¢  eciH TpHIoKeHHe (MPHIIoKeHHA) COPOLIIOPOBAHO:
Ipurosicenue: omuem o HAP ¢ 2 3K3.
e eCIH JOKYMEHT, SIBISIOIIHIICS NPUIOKEHHEM, MMECT NMpPUIOKCHHA C CaMOCTOSTEILHON

HyMepaLuel cTpaHuir:
Hpunosxcenue: nucemo Pocapxuea om 15.04.2025 Ne 02-6/172 u npuiodxicenue K Hemy,



gcezo Ha 5 ..

e €CIM IHCHMO HAIPABJIAETCS HECKOJIbKHM ajpecaTaM, a NPHIOKECHHE TOIBKO B IEPBBIH
ajipec:

Ipuwioscenue: Akm npoeéepku... Ha 5 1. 6 1 3K3. moavKo 6 nepesiii adpec.

o ECJIH IPUIIOKEHHEM ABIISETCS 000CO0IEHHBI YIEKTPOHHBINA HOCHTEINb (KOMIAKT-IUCK, usb-
¢uien-HaKoNUTEND U JIP. ):

Ipuroscenue: CD 6 1 3K3.

IIpu sTOM Ha BKJIAAbllEe (KOHBEPTE), B KOTOPHIH IIOMENIACTCS HOCHTENB, YKa3bIBalOTCH
HAMMEHOBAHHs JIOKYMEHTOB, 3allMCAHHBIX Ha HOCHUTENb, UMeHa (ailnoB, UX 00bEM B JIMCTAX H
Mera0aiitax (kunodaiTax):

Omuem no meme «Monumopunz npoueccoé OOKYMeHMOOOPA306aHUA U  00beMos
JOKYMeHM00Bopoma ¢ hedepaibHuiX OP2AHaAX UCHOTHUMENbHOU enacmuy Ha 250 4., 91 Koaim.
Cl10BO «IIPHJIOKEHHE Y NIEYATAETCS B €IHHCTBEHHOM HJIM MHOXECTBEHHOM YHCIIE€ B COOTBETCTBHUH €
KOJIHYECTBOM IIPHJIOMKEHHIA.

B pacnopsuMTe bHBIX JOKYMEHTaX (IOCTAaHOBJICHHAX, PEINCHMSX, MPUKA3aX, PACHOPIKEHMAX),
JOToBOpax. IOJIOKECHUAX, NpaBHIax, HHCTPYKIUAX H ApPYrux HOKYMEHTax CBEACHHA O HaJIUYHH
MPIIOKEHNS 0hOPMIAETCS CIIEIYIOUHM 00pa3oM:

e B TEKCTE [IOKYMEHTa IIpH ICPBOM YIOMHHAHHH JOKYMEHTA-IIPHIIOKCHHSA B ckoOKkax
yKa3blBaeTcs: ... (IPUIOKEHHE) WIH ... (IPHIOKEHHE 1); Hepej HOMEPOM MPHIOKEHUA
JONyCKaeTcs CTABHTh 3HAK HOMepa: ... (mpuoxeHne Ne 2);

e Ha IEpPROM IHCTE JOKYMEHTa-MPHUIOKEHHS B IIPAaBOM BEPXHEM YITIy [E4aTacTCs CJIOBO
«IIpuioxkenuey (IpH HATHYHM YKA3hIBAETCA €r0 HOMEp) U IPUBOJATCA HAUMCHOBAaHWE
BH/IA, AaTa 1 HOMEpP JOKYMEHTa, K KOTOPOMY JOKYMEHT ABJIAETCH MPUIIOKEHHEM!

Ipuwep
Hpunoxcenue Ne 2
k npurazy AO «IIpopunv»

om 15.04.2025 No 112

CTpOKH pEeKBH3HTA BLIDABHUBAIOTCA 110 JIEBOMY KparO HJIH LEHTPYIOTCS OTHOCHTEIBHO CaMoH

JUIAHHOHA CTPOKH.
JIOKYMEHT (MHCTPYKIHS, PETNIaMeHT M Jp.), YTBEPXKICHHBIH pacloOpATATEIbLHBIM JOKYMEHTOM,

ABIAETCS HEOTHEMIIEMOH HacThIO PACIIOPS/THTEILHOTO JOKYMEHTA H HMEeT B ITPABOM BEPXHEM YTy
COOTBETCTBYIOIIYIO OTMETKY.
[Ipu KONMPOBAHUH YTBEPKJIEHHOrO JIOKyMEHTA JUIsl JIOBEICHUS €I'0 10 oJb30BaTeNell CBeJIeHUs O
ero craryce 0GOpMIAIOTCA CIICYIOMIM 00pa3oM:
e IpU KONMHPOBAHHWM YTBEPKJIECHHOH MHCTPYKLMH, DPErIaMeHTa M Tak Jalce BMECTE ¢
NPHUKA30M. VTBEPXKIAIOIMMM STOT JOKYMEHT. YTBEP)KJIEHHBIA JIOKYMEHT COACPKUT
0()OPMIIEHHYIO B YCTAHOBJIEHHOM TOPS/IKE OTMETKY O TOM, 4TO OH SIBJIACTCA IPHIOKECHHCM:

Ipuvep

Hpunoswcenue Ne 1
K npuxazy AQ «lIpohuioyn
om 15.05.2025 Ne 185

e €CJIM MHCTPYKLHA, PEIIaMEHT U TaK Jalce KOIIHpYCTCA oe3 IIpuKasa, YTBEPIKIAIOIIETO 3TOT
JIOKYMEHT, II€PBBI JIMCT YTBEPHKJICHHOIO JOKYMEHTA IEpenedaTsiBacTes ¢ yKasaHHeM

TOJIBKO TpU(a YTBEPIKICHUA:

IIpuvep
(Permament)

VTBEPK/IEH
npuxazom AO «llIpopuns»



om 15.04.2025 Ne 185
[1. mynkr 5.19]

26. I'pud coriiacopaHus JOKYMeHTa

I'pudp coriacoBaHus [OKYMEHTa IMPOCTaBIAE€TCs Ha JOKYMEHTaX, COIVIACOBAHHBIX OpraHaMH
BJIACTH, OPraHH3aAMUAMH, HODKHOCTHRIMM munamu. ['pud cornmacoBaHus B 3aBUCHMOCTH OT BHJA
JNOKyMeHTa H ocobeHHOCTelH ero o(opMIeHHS MOKET IPOCTaBIATHCS:

e IIPH COIVIACOBAHMH JIOKYMEHTA CTOPOHHEH OopraHu3aldeidl — Ha IEPBOM JIACTE AOKYMEHTa
(ecTH IOKYMEHT UMeeT TUTYJILHEI JTHCT — HA TUTYJIBHOM JIUCTE) B JIEBOM BEPXHEM YITIy Ha
YPOBHE I'prda yTBEpIKACHHS;

e IIPH COMJIACOBAHMU JOKYMEHTa KOJIETHAIBHBIM OPraHoM, BXOIAIMM B CTPYKTYpPY
OpraHH3alliH, — Ha MOC/IEAHEM JIHCTE JOKYMEHTA IO/ TEKCTOM OT JIEBOTO I10J18 JIOKYMEHTa,

e pu GOJBIIOM YHCIE COTJACYIOMIMX CTOPOH — HA JIACTE COIJIACOBAHHMA, SBJIAIOLIEMCS
HEOTHhEM/IEMOM YacThIO JIOKYMEHTA.

'pud cornacopanus cocrout u3 crosa COI'JIACOBAHO, manucanHOro NnponHCHBIMH OykBaMu
0€3 KaBblYEK, JOJDKHOCTH JIMIA, KOTOPHIM COIJIACOBAaH JOKYMEHT (BK/IOYas HAaHMEHOBAHHE
OpraHu3alnm), ero coGCTBEHHOPYYHOM! MOINCH, HHHIHAIOB, (JaMHJINH, J1aThl COTTTacOBaHHA.
Cnoso COT'JTACOBAHO nomnyckaeTes COracoBbIBaTL ¢ HANMEHOBAHHEM BH/Ia IOKYMEHTa:

o Uncrpykmms — COI'JTTACOBAHA

e Pernament — COI'JTACOBAH

o Ilonoxenne — COI'JTACOBAHO

IIpuvep

COTTTACOBAHO
Hupexmop BHHHJIA/T

(noonuco) H.0, Pamuaun
Hama

Eciu  COIrJIacOBaHHE OCYINECTBIACTCA KOUIETHAIBHBIM OpPraHoM, B Trpue cormacoBaHus
YKa3bIBAIOT CBeJEHUss 00 OpraHe, COITACOBABILEM IOKYMEHT, Jare W HOMEpe MpOTOKoja, B
KOTOPOM 3a(HKCHPOBAaHO pelIeHHe © cornacoanni. Ecmu cornacopanne  OCYIICCTBIACTCS
[IHCHMOM. YKa3blBAlOT: BHJ JOKYMEHTA, HAHMEHOBAHHE OPraHH3alliH, COIIACOBABIICH JOKYMEHT.

JaTy H HOMep MUChMA.
HamMeHOBaHME COIIACYIOIErO OPraHa Wik JOKYMEHTa YKa3hlBaeTCsl B TBOPHTE/IbHOM HAZICKE.

Ipuvep

COITTACOBAHO Honoxcenue
Cogem oupekmopos

AO «IIpoghuie»

(npomokon om Ne )

HJIH

COITTACOBAH Pecnamenm
nucemom Pocapxusa
om Ne

IIpn corjgacoBaHum  JOKyMEHTA  HECKOIBKHMH oprann3aluaIMH I‘pHCbLI corjacoOBaHus
pacmosararoTcd Ha 0JHOM YPOBHC. Ecmu coracyomux OpFaHHSaHPlﬁ OoJbIle JBYX HIIM €CJIH €CTh
rpH(i) YTBCPXKICHHA, rpudbl COTJIACOBAHHSA PACIOIAralOTCs APYr IO IPYTOM.



[1. nynkr 5.20]

27. Buza

Busa CBHJIETECJIBCTBYET O COIIaCHM MIIA HECOITacHu JODKHOCTHOI'O JIHIa (pa60THHKa) C
coJiepKaHHeM IpoeKTa JoKyMmeHTa. Bu3oi odopmiserca BHyTpeHHee cOrylacoBaHHE AOKYMEHTa.
Busa Bximouaer JOJDKHOCTB JIMIIA, BH3HPYIOIIECIO JOKYMEHT, INOAIMUCH, pacmml)pOBKy IMOAITHCH
(uHunMansl, GaMuUINIO) U IaTY BH3HPOBAHUSI.

IIpuvep
Pykogooumens 10pUOUHECKO20 0MOed

(noonucy) H.0. Damunua
Hama

[Ipu Hamm9uA 3aMedaHuii K JOKYMEHTY BH3Y OQOPMIISIOT CIIE/IyOmuM 00pa3oM:
IIpuvep

3ameuanua npuiazaromca.
Pyxoeooumens iopuduieckozo omoena

(noonucs) H.0. @amuiua
Hama

B O]Q)FaHH'SaHPISiX. IMPUMEHAOINHX CHCTCMbI JICKTPOHHOT'O Z[OKYMGHTOOGOPOTEI, corjifacoBaHHC
MOXeT TIPOBOUTECA B 3IeKTporHoi (opme cornacHo [OCT P MCO 15489-1-2019.

B JOKYMCHTAax. NOJJIMHHUKH KOTOPBIX XpaHATCA B IIKOJIC, BH3bI IPOCTABJIAKOT Ha MOCJIICAHEM
JIMCTE JOKYMEHTA I10[ IMOJIMHCLIO, Ha OSODOTE [OoCJIeOHEro JIMCTa MO IMHHUKA JOKYMEHTa HIIH Ha
JIMCTE COTIAacOBaHMS (BU3HPOBAHMS), IPHIATaeMOM K JIOKYMEHTY.

B ucxoasumx JAOKYMCHTaxX BH3bl IIPOCTaBIIAKOTCA Ha IK3CMILITApax JOKYMEHTOB, MMoMeENacMbBIX B

TIEN0.
Ilo ycmoTpenuio 00meoOpa3oBaTe/IbHONH  OpraHu3aldd  MOMKET IPUMCHATHCS — IOJHCTHOC

BU3HPOBAHHE JOKYMEHTA H €r0 MPHIOKEHHH.
[1, myskT 5.21]

28. Iloanuce

HOAIII’]CI: BKJIIOYACT: HavMEHOBaHHUE JIOJDKHOCTH  JIHIIA. noJInHucapiero JAOKYMEHT, €ro
COGCTBEHHOPYYHYIO MOMIHCH: PACIM(POBKY IOIHCH (HHAHATbL, (GaMAITHS):
B pacum(poBKe MOANNCH MEKIy HHALHAIaMH H (QaMIIHEH JejacTcs npoben. Mexay

HHHIIHAIaMH IPOOEIT OTCYTCTBYET.

Ipuvep

T'enepanbnbiit Oupexmop Hoonuce H.0. Pamunun

Eciu jgokyment odopwieH He Ha OjaHke, B HaUMEHOBAaHHE JOJDKHOCTH BKIIHOYAcTCA
HAMMEHOBaHHe 0bmeobpazoBaTepHO opraHusanuy (MOJHOE Ha3BaHHEe WIKOJED). JlormyckaeTcs
LIEHTPHPOBATH HAMMEHOBAHUE JTODKHOCTH JIHIA, TOIIHCABIIErO JOKYMEHT, OTHOCHTEIBHO camoii
JUIMHHOM CTPOKH.

Ilpumep

TI'enepanbholii dupexmop Hoonucw H.O. Pamunus



AO «Ilpogpunvy

[lpu odopmnennn 1oKymMeHTa Ha OIaHKE JOJLDKHOCTHOTO JIMLA JOJBKHOCTB TOrO JIMLIA B IOIHMCH
HE VKa3bIBaCTCH.

Ipumep
Hoonucw H.0. @amunua
[Ipu moJANUCaHHH JIOKYMEHTa HECKOJIBKHMH JOKHOCTHBIMM JIMIIAMH, 33aHAMAIONIMMH pazHoe

IOJIOKECHHE, HMX [IIOAIHCH  pacnojiararoT OJHa IIoJ ﬂperﬁ B IIOCIEHOBATCIIBHOCTH,
COOTBCTCTB}’}O{Heﬁ Hepapxuu 3aHHMaeMOM JOJLKHOCTH.

Ipuvep
Jupexkmop THoonuce H.0. Qamunua
Inagnsii 6yxzanmep [Toonuce H.0. ®amunua

HpH NOAMNHCAHUM JIOKYMCHTA HCCKOJIBKHMH JIHIIAMH  PaBHBIX JOKHOCTEM HMX MOJAMNUCH
pacnojiararoTcs Ha O/JJTHOM ypOBHE.

IHpuwep

3amecmumens oupekmopa 3amecmumens oupekmopa

no gunancossim eonpocam nO AOMUHUCMPAMUBHBIM 8ORPOCAM
Hoonuco H.O. @amuaua THoonuce H.O. damunus

B JOKYMCHTAaX, COCTaBJICHHbIX KOMHCCHEH, B TOJNMMCH YKa3bIBacTCs CTATyC JIMIAa B COCTaBe
KOMHUCCHH.

Hpuvep

IIpeoceoamenv Komuccuu IToonuce H.O. Pamunun

YUnenvt Komuccuu Hoonucw H.0. Damuaua
Hoonucw H.0. Damunusn
Toonuce H.0. Pamunua

HpH MOANUCAHUK JIOKYMEHTa JIMIIOM, HCIIOJHAOIINM 00s13aHHOCTH PYKOBOOUTENA, MOAIHCH
OIIJOPMJIHGTCH ¢ VyKazaHueM cTaryca JO/DKHOCTHOTO JHOa B COOTBCTCTBHH C [IpUKa30oM

(pacrnopsiKeHHeM ).

Hpumep

H.0. cenepanvrozo oupekmopa Hoonuco H.0. Damunua
WIH

Henoanarowuil 00a3aHHoCHU Toonuce H.0. Damunua

2EHEPAIbHO20 OUpexmopa



anfI MOJANUCAHUN JOKYMEHTa JHIIOM, HMCIONIMM IpaBO IMMOANMHCH B ClIyd4ae BpPEMEHHOr0
OTCYTCTBUSl PYKOBOJMTEIS, HCIIPABICHHs B HAUMEHOBAaHHE JIODKHOCTH M paclIH(POBKY (paMUIUH
YK€ MOArOTOBICHHOIO H COrJIaCOBAHHOTO IIPOCKTa MAOKYMEHTa BHOCATCA OT PYKH HIH C
HCII0JB30BaHUEM COOTBETCTBYHOIIHX HMITAMIIOB. He JOIIYCKAETCA CTABHTHL KOCYHO HEPTY, HAAIHCH
«3ay nepe] HaMMCEHOBAHHCM JIO/DKHOCTH JIHLIA B MNOAMHCH, €CJIH JOKYMCEHT HOMIIHCBIBACT HHOC
JOJKHOCTHOE JINIO.

[1, nyHkT 5.22]

29. OrMeTka 00 IEKTPOHHOMN MTOAHCH

OtmMeTka 00 ')HCKTpOHHOﬁ NOJANHCH HCIOJL3YCTCH IPH BHU3yalH3allWH 3JICKTPOHHOT'O JOKYMCHTA,
HOITHCAHHOIO IEKTPOHHOM HOAIKCHIO, ¢ COOMIONCHUEM CIEAYIOIHUX TPeOOBAHMIA:

a) MeCTO pa3MemIeHHs OTMETKH 00 SIEeKTPOHHOH IOJINHMCH JIOJDKHO COOTBETCTBOBATH MECTY
pasMeleHns coOCTBEHHOPYYHOM MOINCH B AHATOTHYHOM JIOKYMEHTE Ha OyMa)KHOM HOCHTelIe:

6) 2J1EMEHTBI OTMETKH 00 SJICKTPOHHOH MOIHCA J0/DKHBI OBITh BUIUMBIMH M YHTAEMBIMH TIPH
oToOpaKEHHHU JOKYMEHTa B HATYPaJbHOM pasmepe;

B) 7IEMEHTLI OTMETKH 00 3NIEKTPOHHOM MOANMNUCH HE JOJDKHBI MIEPEKPBIBATHCS WM HAKIIAIbIBATHCH
JIPYT Ha JIpyra;

r) 2J1eMEHTHl OTMETKH 00 3JIEKTPOHHOH NOJNUCH HE JOJDKHBI MEPEKpbIBATh 3JCMCHTBI TEKCTa
JOKYMEHTa H JPYTHE PCKBU3HUThI JOKYMCHTA.

OTMeTKa 00 YCUIEHHON KBATM(UIMPOBAHHOI H YCHICHHOH HCKBATH(QHUIMPOBAHHOH 2JIEKTPOHHOH
MonucH BKI0YaeT Gpasy «{OKYMEHT MOANKCaH 3/I€KTPOHHOM MONUCHIO», HOMED cepruukara
KJIF0UA IEKTPOHHOM MOIHUCH (JUIA YCHIEHHOH HEKBaIH(HIMPOBAaHHON IOJNHCH — MPH HATHIHA
ceprudukara). haMwIMIO, UMs, OTIECTBO BIaJge]bla cepTH(HUKara, CPOK HCHCTBHSA ceprudukara
KJTIOYA DJIEKTPOHHOM IO/ IIHCH.

OrMerka 06 SNEKTPOHHOH NOMANMCH MOKET BKIouaTh H3obpakeHHe repba, dMOTeMBl
06meobpazopaTeIbHOI OPrafM3alii B COOTRETCTBUH € JEHCTBYIOIIMM 3aKOHOIATEIBCTBOM.

B ciyuae, ecnu 9JeKTPOHHAS IO/UIMCh COAEPXKHUT METKY JOBEPEHHOIO BPEMEHH, OTMETKa 00
YIEKTPOHHOH TOJMMUCH JO/DKHA BKMIOYAaTh HMH(OPMAUMI0 O JaTre W BPEMEHM IOAMHCAHUA
3JIEKTPOHHOrO JOKYMEHTA JICKTPOHHOH IIONKCHIO, BHELIHNA BHJI METKH J0BCPEHHOIO BPEMEHH
yCTAHAB/IMBAECTCA JIOKAJIbHBIMH HOPMATHBHBIMH aKTaMH, NPUHATHIMH B 00meobpasoBaTenbHOMH
OpraHM3aliy WM [0 COITTAICHAR CTOPOH.

B cnydyae npuMeHEHHs IPOCTOH 3MEKTPOHHOH IOANHCH BHEIIHHH BHJ OTMETKH 00 3JCKTPOHHOM
MNOJMMCH  YCTAHABJIMBACTCS  JOKATBHBIMM  HOPMAaTHBHBIMH  aKTaMH,  INPUHATBIME B
0011100 Paz0BATENBHON OPrann3alui, WK 10 COTJIAIICHUIO CTOPOH.

[1, mynkT 5.23]

30. Ileuars

[leyats 3aBepseT MOJIMHHOCTD IIOAINHCH JIOJDKHOCTHOTO JIMLA Ha JOKYMCHTaX, yOCTOBEPAIOMIMX
npapa JIHI, (PHKCHPYIOIMX (DaKTBI, CBSA3aHHBIE C (pMHAHCOBBIMH CpEJICTBAMH, @ TAKXKE Ha HHBIX
JTOKYMEHTaX, [PeJyCMaTpHBAIOLMX 3aBEPEHMC IMOJNHCH [EYaThi0 B  COOTBETCTBHM  C
3akoHOIaTeIbeTBOM Pocceuiickoil Menepanun.

Opranuzanuu, WMelollde OpaBo HCII0Ib30BaTh repOOBEIE TIEUATH, DPYKOBOJICTBYIOTCA IIPH HX
mrotoeaenuu [OCT P 51511-2001.

[Tewats npocTaBIseTcsi Ha CBOOOJHOM OT TEKCTAa MECTe, WM 3axXBaThiBas HacTb HAHMEHOBAHMA
JIOHKHOCTH, Tak 4TOOBI OCTABAJIUCH BH/IHBI HUMECHOIIMECS HA TeYaTH HAAIHCH W U300paKeHUsL.
[leyats mpocTarigercd, HE 3aXBaTbIBas cOOCTBEHHOPYYHOM MOINHKCH JIHIA, IOAMHCABIICIO
JIOKYMEHT.

Jlonyckaercs 0003HaYaTh MECTO JUIA NI€YaTH Ha JOKYMEHTE or™eTkoil «MIT» («MecTo meuaTu»).
[1, myHKT 5.24]

31. OrMeTKa 00 UCIIOJIHHUTENE




OtMmerka 00 HCHOJAHUTEIC BKIIOUAET (PAMHIMIO, HMA U OTYECTBO HCIIOJHHTENA, HOMEP €ro
teneona. OtMerka 00 MCIOJHUTENE MOMKET MOHOJHATECS HAaHMECHOBAHHEM CTPYKTYPHOI'O
HOJIpa3/ie/ieHus U JOKHOCTH, YIEKTPOHHBIM a/[PEeCOM HCIIOIHUTEII.

OrMeTka 00 HCIOJHHUTENE OPOPMILETCS HA JIMLEBON CTOPOHE IOCIEIHErO JUCTA JOKYMEHTa OT
rpaHHMIIBI JIEBOTO 110151 HIIH, TIPH OTCYTCTBHH MeCTa, Ha 00OPOTHOM CTOpPOHE JIMCTa BHH3Y CJICBA.

IIpumep

3abenun Hean Andpeeeuu, KonmpoibHoe ynpagieHue, 6e0yuilii Cneyuaiucm
+7(495) 924-45-67, Zabelin(@gov.ru

OTMeTKa 00 HCIIOIHHATENE MOKET OPOPMIIATHCS KaK HHKHUI KOJIOHTHTYI H I1€4aTaThesl IPHPTOM
MEHbIIEro pasMepa. B ciayuae oQopMmiCHHS peKBH3HTA mpudToM MEHBIICTO pasMepa
PEKOMEH/IyeTCs HCTIOTb30BatNe Keruls Ha 1B yHKTa MEHBIIEro pasMepa, YeM OCHOBHO#H TEKCT.

[1, myrkT 5.25]

32. OT™MeTKa O 3aBCPEHHH KOIUH

OTMETKaA 0 3aBCPCHAH KOIHH OGOPMIACTCS VISl MOATBEPHKACHHS COOTBETCTBAS KOIUHA JOKYMCHTA
(BBIMMCKH M3 JOKYMEHTA) IIOUIMHHUKY JOKYMEHTa. OTMETKA O 3aBEPCHHH KOIHH IPOCTABJIACTCA
o4 PEKBH3HUTOM «IIOAIIUCH» U BKIIIOYACT. CJIOBO «BepHo»; HauMEHOBaHHE IOJDKHOCTH JIMIA,
3aBEPHBIIETO KOIMHIO; €ro COOCTBEHHOPYUHYIO MOJIHCE; Pacii(ppoBKy MOIIMUCH (MHUIUATIBI,
amunHio); JaTy 3aBepeHus KOMUH (BBITHCKH U3 JOKYMEHTA).

IIpumep

Bepno
Hucnexmop cayxcovt Kadpoe Hoonucw H.0. @amunun
Hama

Ecau komus BeIIAETCS JJIs MPEACTABIEHUs B APYTYIO OPraHH3aliio, OTMETKA O 3aBEPEHUU KOIIHH
JOIIOJIHIEeTCa HaANOHUCBIO O MECTE XpPaHCHHA JOKYMEHTa, C KOTOpPOro OpLJIa M3TrOTOBJIEHA KOIHS
(«ITo/UTMHHUK JIOKYMEHTa HaXOAUTCA B (HAMMEHOBAaHHC 00meo0pa3oBaTeIbHON OpraHA3alii) B
jaene Ne ... 3a ... 'oJA») U 3aBEPACTCH 11€9aThIO oﬁmeoﬁpaaona"renbnoﬁ Oprasu3aliiH.

,HH}'[ IIpOCTaBJICHHUA OTMETKH O 3aBCPCHUHN KOMMHH MOJKCT HCIIOJIB30BaTh A IIITAMIL.

[1, mynkT 5.26]

33. OTMeTKa 0 MOCTYVIVIEHHH JIOKYMEHTA

OTMeTKa 0 TIOCTYIUICHHH JOKYMEHTA CIIYIKUT JUIsl IIOATBEPIKAEHHS (paKTa MOCTYIICHHS JOKyMCHTa
B 00meo0pa3oBaTebHYI0 OpraHM3alldi0 W BKIIOYaCT Jary TNOCTYIUICHHA H BXO/IAILAH
PETUCTPAlMOHHBIH HOMEp HOKyMeHTa. IIpH HEOOXOAMMOCTH OTMETKa O MOCTYIUICHHH MOZKCT
JOTONHATECS  YKa3aHHeM BPEMEHM [OCTYIUIGHHs B YacaX M MHHyTax M Crocoda 0CTaBKH
JOKYMEHTA.

I[.TISI IIpOoCTaBJICHHA OTMETKH O IIOCTYIIVICHUH JOKYMEHTa MOKET UCIOJIL30BaThHLCA IITaMII

[1, mynkr 5.27]

34. Pesojonug
Pesoionus COAEPKHT YKazaHue [0 MCTOJNHEHHIO JOKYMEHTa. Pesomouus oopmiseTcs Ha

cpobogHOM MecTe pabodyero Mo JOKyMEHTa, Ha OaHKe pE30IIOIAHM  HIH  BHOCHTCA
HEIOCPEICTBEHHO B CHCTEMY 3IEKTPOHHOIO JIOKYMEHTOOOOpOTA.

Pe3oiomis BIUIoYaeT B ceds: (haMmInio, HHHITHAIBI HCIIOJIHUTEIIS (ucnonuHuTENE), IOPYUEHHE 10
JIOKYMEHTY, TIPH HEOOXOAMMOCTH — CPOK HCHOJHEHHs, MONIHCE JIMIA, BERIHECIIEro PE30IOIHIO,

JIATY PE30IIOLHH.



Ipuvep

Danunua H.0.

Hpouty noozomosums npednoxcenuan k 15.04.2025.
THoonuce

Hama

[1, mynxT 5.28]

35. OTmeTKa 0 KOHTpOJIE

OTMeTKa 0 KOHTPOJIE CBHJETEIBCTBYET O IIOCTAHOBKE AOKYMEHTa Ha KOHTPOJb, IMPOCTABIACTCSA
mrramnioM «KOHTpomb» Ha BEpXHEM I10JIe JOKYMEHTa H/HJIH BHOCHTCA HETMOCPECTBEHHO B CHCTEMY
3EKTPOHHOTO JOKyMeHTooGopoTa [ 1, mynkT 5.29].

36. OTMETKA 0 HANIPABICHHUH JIOKYMCHTA B JIETIO
OTMETKAa O HalpaBlIeHHH JOKYMEHTa B JIEJI0 OIPECIACT MECTO XPaHCHHA JOKYMEHTa MOCIC

3aBEPUICHUA paﬁOTbI C HAM H BKJIOUAET: cJioBa «B Jeno», HHIEKC Jie/la 10 HOMCHKIAType A€, B
KOTOpO€ NMOMeNaeTcd J0KYMEHT Ha XpaHCHHE, ¢ YKa3aHHEM roja, JOJDKHOCTH JIHAIIA, O(bOpMHBHJeI‘O
OTMETKY, IIOJAIHUCH, J1aTbL

Ipumep

B oeno Ne 01-18 3a 2025 2.

3ae. omoenom KOpROPaANUEHBIX HPOEKMOE
Toonucv Jlama

OtMeTKa O HaIIpaBJICHUH JOKyMEHTa B JCJIO MOXKET JOMONMHATHECA KpPaTKHMH CBEOCHHAMH O

pe3yibTarax HCIIOJIHEHHA JOKYMCHTA.
[1, nyHkT 5.30]



