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1.9. UncTpykuus obs3aTenbHa sl COONIONEHUs BCEMU PAaOOTHUKAMH IIKOJIbI BHOBB
NPUHSTBIE HAa PadOTy COTPYOHUKH, B JOJKHOCTHBbIE OOS3aHHOCTH KOTOPBIX BXOIUT BENECHUE
JOKYMEHTAIlMH, B TeueHue TPEX pabouux AHEW CO MHS W3JaHUs MPHKa3a O Ha3HAYCHWH Ha
TOJKHOCTD TOJKHBI ObITh O3HAKOMJICHBI C HacTOsiel MHCTpyKIuel noj moamuch.

2. IPABWIA ITOATI'OTOBKHA U O®OPMJUIEHUA JOKYMEHTOB

2.1. B pAesaTeNpHOCTH WIKOJBbI CO3JA€TCS KOMIUIEKC JIOKAJIbHBIX HOPMAaTUBHBIX AaKTOB M
OpTraHU3AI[HOHHO-PACTIOPSANTENILHBIX JOKYMEHTOB. MPUKA3bI, MMOJOKEHUS, MPaBUja, WHCTPYKIIUH,
perjiaMeHTBl, TIPOTOKOJIbI 3aceNaHuil (COBEMATEeNbHBIX, KOOPAWHAIIMOHHBIX, 3KCIEPTHBIX H .
OpPraHOB), aKThbl, AHAJUTUYECKHE CIPABKU, JOKJIAJAHBbIE W CIy>KeOHBbIC 3alHUCKH, JOTOBOPBI
(KOHTpPAKTBI, COTNIALICHNS ), AesoBast (CiryskeOHas1) Mepenucka u Ip., COCTABIISIOTCS 1 OPOPMIISIOTCS
CHielHaJibHble JOKYMEHTBI, CBSI3aHHbIE C IJIAHHUPOBAHUEM OOpA30BATENBHON IEATENBHOCTH U
OCYIIECTBJIEHUEM XO3SIHCTBEHHBIX MEPONPUATHN, BeJeHUEM Yy4eOHO-TIeNarorn4eckoro y4Jera,
opra"uzanueit neixonpousBoacTea Opranuszaiuu, odecrnedyeHrneM OyXraaTepcKoro yuera.

2.2. JIOKyMEHTBI MOTYT CO3[1aBaThbCsd Ha OyMaKHOM HOCHTEJIE U B 3JIEKTPOHHOH (opme
¢ COOMOIeHNeM YCTaHOBJICHHBIX MpaBui ohopmiteHus: TOKyMeHTOB. [Ipu co3naHuu JOKyMeHTa Ha
ABYX U 0OJIee CTPAHHUIAX BTOPYIO U MOCIENYIOIHUE CTPAHULIBI HyMEPYIOT.

2.3. Homepa cTpanul] DpPOCTaBISIOTCS MOCEPEANHE BEPXHErOo MOJsA OOKYMEHTa Ha
paccTossHMU He MeHee 10 MM OT BepxHero kpas jucra. Jlomyckaercs CO3JaHue NOKYMEHTOB Ha
JULEBOH 1 0OOPOTHON CTOPOHAX JIUCTA.

2.4 Ilpu nByCTOPOHHEM CO3[aHUU JOKYMEHTOB LIUPHHA JIEBOTO MOJIs HA JIMLEBOH CTOPOHE
JIFCTa U MPABOTO MO HA 0OOPOTHOH CTOPOHE JIMCTA JOJDKHBI OBITh PABHBL

3. PEKBU3UTHI JOKYMEHTOB

3.1. lna pexBU3UTOB MAOKYMEHTOB, co3jlaBaeMblx B OpraHuzaluy, yCTaHABIUBAKOTCS
npasmia u Tpedosanus B coorsercTBuu ¢ [OCT P 7.0.97-2016.

3.2. Cocras PEKBU3UTOB KOHKPETHOI'O JOKYMECHTA OMPECACIIACTCA €0 BUAOM U HA3HAYCHUECM.

3.3. Ilpu mnoxroroBke u odopmieHHH IOKYMEHTOB B OpraHu3allM HCIOIb3YIOTCS
CIENYIOIIHE PEKBU3HUTHIL

e KOn GOPMBI TOKYMEHTA;

o HamMeHoBaHue OpraHuzanuy,

e crpaBOYHbIe JaHHbIE 00 OpraHu3anumy;

e HAMMEHOBAHUE BUJA TOKYMEHTA;

e J1aTa TOKYMEHTA;

e PErucCTpalMOHHBIA HOMEP JOKYMEHTa,

e CCBUIKA HA PETUCTPALIIOHHBIA HOMEP U ATy TOKYMEHTA;
e MECTO COCTaBJIeHUs (M3AaHUsI) JOKYMEHTA,
e ajpecar;

e Tpud yTBEPKICHHUS JOKYMEHTA,

e 3aroJIOBOK K TEKCTY;,

e TEKCT JOKYMEHTa,

e OTMETKa O MPHIIOKEHUH,

e Tpud cormacoBaHus JOKYMEHTA,

e BI33;

e TIOAIHCH;

e OTMeTKa 00 3JIEKTPOHHON MOAIHCH;



e TI€YaTh,

e OTMETKA 00 UCIIOJHUTEE,

e OTMETKA O 3aBEPEHUH KOIHH;

e OTMECTKA O HOCTyrI.]'IeHI/II/I I[OKYMGHTa;

e PE30NIOUHSL.

4. BIAHKHU JOKYMEHTOB

4.1. loxymeHTHl, co3naBaeMble B Oprannzanuu, oQOpMISIFOTCS Ha OJIaHKaX, U3rOTOBJICHHBIX
Ha CTaHAAPTHBIX JIucTax Oymaru popmaToB A4 (210x297 mm) 1 AS (148x210 mm). OTaenbHbIC BUABI
IOKYMEHTOB (TaOJHIbI, CXEMBbI, CMETBI) AOIMYyCKaeTCsl 0pOPMIIATh C UCTIONb30BaHUEM dopmara A3
(420x297mm).  JIOKyMEHTBI, COCTaBJSIIOIIME BHYTPEHHIOK TEPENHCKy, OQOPMIIIOTCS Ha
CTaHOAPTHBIX JicTax Oymaru ¢popmara A4 (210x297 mm) Oe3 ucronbp3oBaHus OJaHKOB.

4.2, Kakaplii THCT TOKyMeHTa, oopMIIeHHBIH Ha OJaHKe Wi Oe3 Hero, JOKeH UMETh OIS
HE MEHee:

e 20 MM — JIeBOE;

e 10 mm — mpasoe,
e 20 MM — BepxHee,
e 20 MM — HUKHEE.

4.3. IOKyMEHTBI AUTENbHBIX (CBBIIE 10 JIeT) CPOKOB XpaHEHHs! JOJDKHBI IMETD JIEBOE I10JIE
He MeHee 30 MM.

4.4. Bunp! 61aHKOB JOKYMEHTOB, MPUMEHsIeMbIX B OpraHu3aLiu:
e O0IIMIT ONaHK;
e OJIaHK MHCHMA,

o ONmaHK KOHKPETHOro BHAa JOKyMeHTa (OjmaHK mpukasza, ONaHK pacropspKeHHs, OJaHK
MPOTOKOJIA H TIp.)

4.5. OOpasupl pa3pabOTaHHBIX W MNpUMeHseMblX B OpraHuszanuu OJAHKOB MOIJIEKAT
BKJIFOUEHUIO B MHCTPYKIIMIO 1O eJonponu3BoAcTBY OpraHu3auy B Ka4eCTBE TPHIIOKEHUN.

5. IPUKA3bI

5.1. IlpukazamMu opOPMIIFOTCS PELISHUsI IO ONEPATUBHBIM, OPTaHU3ALMOHHBIM, YUeOHBIM,
KaJpOBBIM H APYTrUM Borpocam padotsl Oprannzanum.

5.2. IIpoeKTsl MPUKAa30B TOTOBIT OTBETCTBEHHBIC MCITOJIHUTEIN Ha OCHOBAHHUM MOPYYEHHI
pykoBoautenss Opranuzanuu, ero 3amectTutenei. [IpoekThl Mpuka3oB MO JUYHOMY COCTaBY TOTOBHUT
CIELIMAIUCT IO KaJpaMm.

53. B nOpukasax TEKCT M3Jaraercsa OT MEepPBOro JULAa €IMHCTBEHHOTO 4YHuCia
(«ITPUKA3BIBAIO»).

5.4. Tekct mpukasza MOXET COCTOSITh M3 ABYX 4acTel: KOHCTaTtupyrouei (mpeamOybl) u
PacCoOpPsAAUTENbHOM.

5.5. B xoHCTaTupyloLmel 4acTu KPaTKO H3JAraroTcs Leu U 3aaadd, (akThl U COOBITHSA,
MOCJTy KUBILINE OCHOBAHHEM JIJIsl M3anust npuka3a. OHa MOkeT HaunMHaThCsA ciosamu "B nensax", "B
cootBercTBuu", "Bo ncnonnenue", u T.4. Eciu npukas usgaercs Ha OCHOBaHUU IPYroro TOKyMEHTa,
TO B KOHCTaTHUPYIOIIEH YaCTH yKa3blBA€TCSl HAMMEHOBAHHE 3TOrO JOKYMEHTA, €ro JaTa, HOMEp U
3aronoBok. [IpeamOyia B mpoekTax npuka3oB 3aBepinaercs ciosoM «[IPUKA3BIBAIO», koTtopoe
MOJKET TIeUaTAThCS 3arJIABHBIMU OyKBaAMHU.

5.6. PacnopsnurenbHas 4acTb [OJDKHA COAEPKAThb MEPEUMCICHHE MPEINHChIBAEMbBIX
OEHCTBUH C yKa3aHHUEM HCIOJHHUTENS KaXKAOro IeHCTBUS MW, NMPH HEOOXOAMMOCTH, CPOKOB
ucnonHeHus. PacnopsinuresbHast 4acThb AEJIUTCS HA MYHKTHI U MOAMYHKTBI, KOTOPble HyMEPYIOTCS



apabcknumu 1mdpamu. JlefcTBUs OTHOPOAHOIO XapakTepa MOTYT ObITh MEPEYHCICHBI B OTHOM
MyHKTE.

5.7. B xadyecTBe WCIOJHUTENEH YKa3bIBAIOTCS 3aMeCTUTeNu pykoBomauTens OpraHuzaliuy,
PYKOBOAMUTENN CTPYKTYPHBIX mNoapasaeneHuil OpraHuzanuy, npeacenaTeNd UM PyKOBOAUTENU
pabouux rpym (KOMUCCHIA).

5.8. Ecnu nmpuka3 U3MEHsIeT paHee M3aHHBIA TOKYMEHT (IyHKThI JOKYMEHTA), TO OIUH H3
MYHKTOB PaCMOPsIUTENbHON YacTH TEKCTa JOJIKEH COEPKaTh CCbUIKY Ha M3MEHSEMbIl TOKYMEHT
(TIyHKTBI TOKYMEHTA) C YKa3aHUEM €ro AaThl, HOMEPa U 3aroJIOBKA.

5.9. Ecnn nmpuka3 OTMEHsIeT AeHCTBHE paHee N3aHHOTO TOKyMEHTA (ITyHKTOB JOKYMEHTA) C
ONPEENeHHON AaThl, TO OAUH U3 MYHKTOB PAaCHOPSAUTENBHON YaCTH TEKCTA JOJKEH HAYWHATHCA
ciosamu "[Ipu3HaTh yTpaTUBIIUM CHIy...", majee yKa3blBaTbCs JaTa, HOMEP M 3arojIOBOK paHee
U3JJAHHOTO JOKYMEHTa (IyHKTa JOKYMEHTa), a TAKXKE J1aTa, C KOTOPOH OTMEHSIETCsl ero JeicTBhe.
Ecnu nata He yka3aHa, TO A€HCTBUE paHee M31aHHOTO TOKYMEHTA (IIyHKTHI JOKYMEHTa) OTMEHSETCSI
C AaThl U3/1aHUs HOBOTO MPHUKA3a.

5.10. Ecnu npuka3 OTMEHsSIET paHee U3NaHHBbIA JOKYMEHT C MOMEHTA W3JIaHMsl, TO ONUH U3
NYHKTOB PpAacCHOpSAUTENbHON 4YacTH TeKCTa [OJDKEH HauuHaTbes cioBaMu "OTMEHHUTh..." u
YKa3bIBaTbCs 1aTa, HOMEP U 3arojIOBOK PaHEe U3JaHHOIO JOKYMEHTA.

5.11. Ecniu npukas NOpeanojaraeTcs BBECTH B JEHCTBHE HE C MOMEHTA €ro M3JaHus,
HEoOXOIMMO yKa3aTh CPOK BBEIEHHs ero B AeiicTeue. [locnenHuii MyHKT pacoOpsiAUTENbHON YacTh
MOXET COAepXkKaTb CBENECHUs O [OJDKHOCTHOM JIMLE, Ha KOTOPOE BO3JIAaraeTcsi KOHTPOJIb 34
HCIIOJIHEHUEM MPUKA3a.

5.13. Ilpuka3sl MOANMHUCHIBAIOTCA TOJNBKO pykoBoauTeneM OpraHu3anuy mid pabOTHUKOM,
UCTIOJTHSIFOIINM €T0 00S13aHHOCTH.

5.14. OtBercTBEeHHOCTh 3a OOecmeueHHe CBOEBPEMEHHOW M KauyeCTBEHHOH IOATOTOBKH
MPOEKTOB MPHKA30B U UX COIJIACOBAHHE C 3aMHTEPECOBAHHBIMU PAOOTHMKAMH M OPraHH3aLUsSIMHU
HECYT aBTOpbHI IPOEKTA MPHUKa3a.

5.15. PeructpauudOHHBIE HOMEpa MPHUCBAUBAIOTCS TMPUKA3aM MO TMOPSAKY HOMEPOB
B [IpeAeNax KaJIEHAapHOro roaa.

5.16. lata peructpanuu NpuKasa sBjsieTCst AATON €ro NOANUCAHUS.

6. TIPABUJIA, TOJIOKEHUA, UHCTPYKIINN

6.1. TlpaBuna — HOPMATHUBHBIA aKT, ONPEACNSIOLIMHA TOPSIOK Kakoro-nubo BHUIA
NEeSTeIbHOCTH, YCTaHABINBAIOIUI WX 3alIPEINArO I ONPEAEICHHOE IOBENCHUE.

6.2. IlonoxeHne — HOPMATUBHBIN aKT, AETAJbHO PErVIAMEHTHPYIOIIUI MPaBOBOH CTaTyC,
MOPSIIOK OPTaHU3ALUU U TIPOLIEyPY KAKOTO-INOO BHUIA AESITEIbHOCTH.

6.3. UHCTpyK1IMsT — HOPMATUBHBIN aKT, U3/1aBAEMbIN B LEJISIX PA3bsICHEHUS U ONpeNeIeHus
NopsiZIka MPUMEHEHHUSI COOTBETCTBYIOLIET0 HOPMATHUBHOIO aKTa JIMOO C LENbI0 YKa3aHUS HOPM O
crioco0ax BBITOJIHEHHSI OTPEICTICHHBIX Onepauil (1eHCTBHi).

6.4. IlpaBuna, MONOKEHUST, THCTPYKLUU IPHHUMAIOTCS (B 3aBICUMOCTH OT BHAA JOKYMEHTA)
Ha YTIpaBIISAIOIIEM COBeTe, 00IeM coOpaHn paOOTHHUKOB, MEarOTHYECKOM COBETE M YTBEPIKIAIOTCS
pykoBoaureneM OpraHuzanuu.

6.5. TlopsimoK TOATOTOBKU IPOEKTOB MPABWII, MOJOKEHHs, WHCTPYKIHH COOTBETCTBYET
o01eMy MopsiAKYy MOATOTOBKH MPOEKTOB MpHKa30B OpraHu3arii.

6.6. TekCT MpoeKTa MOJOKEHUS, MPABIII, HHCTPYKIUH [1€9aTAETCs HA YUCTOM JIUCTE Oymaru
dopmara A4.

6.7. OTNUYUTENbHBIMU XapaKTEPUCTUKAMHM TEKCTOB IIPAaBMJI, MOJIOKEHUs, HHCTPYKLMH
SIBJISIFOTCSL:



e TOYHOCTH NPUMEHSIEMBIX (POPMYJIHPOBOK O€3 NCIONB30BAHNUS CIIOB U MOHITHH, UMEIOIINX
MHOXXECTBEHHBIN CMBICI,

e HCIIOJIb30BAHUE KOPOTKHUX MPEIJIOKEHUH, OOIIENpPUHSATHIX BBIPAXKEHHHA M CBSI30K, NPHU
HEOOXOMMMOCTH — TPENBAPUTEJbHOE OIpeNeieHHe WCIONb3YEMbIX TOHSITHH, COKpAIEHHH,
abbpeBuartyp;

e OIMCAaHHME BCEX BO3MOKHBIX BAPHUAHTOB COOBITMH M COOTBETCTBYIOIIMX MM BapPHAHTOB
NEHCTBUH, T.€. MOJHOTA NMPEICTABIEHHS HH(POPMALIHY,

e CTPYKTYpPHUPOBAHHOCTb TE€KCTa C LIEJbI0 JOCTI)KEHUs HamIydlleil MocienoBaTelbHOCTH
U3JI0KEHUSI MaTepHaa;

e MHUHHMMH3ALUS TEKCTA C TIOMOLIBIO MPUMEHEHHs 0000meHnit (0630pOB mpenmosaraeMbIx
IefCTBUIH) U IPUMEHEHNE MePeUUCIIeHH (3a1a4, STaroB, YCJIOBUHA U T.1I.).

6.8. B 3aBUCHMOCTH OT CJOXHOCTH U OOBeMa pa3pabaThIBa€MBIX IMPABWII, TOJOXKECHUS,
UHCTPYKLHUH — TEKCT JOKYMEHTA JIEJUTCS Ha TJIaBbl, MYHKTHI U MOATYHKTHL. [ JIaBBI JOMKHBI IMETh
Ha3BaHMs. Hymepanus npon3BoguTcs apabCKuMu udppaMu.

7. MPOTOKOJI 3ACEJAHUA (COBEIIIAHUA)

7.1. IIpOTOKOJI — JOKYMEHT, B KOTOPOM (PUKCHPYETCs X0 0OCYKIEHHUSI BONPOCOB U IPUHSATHS
peweHnii Ha cCOOpaHMAX, COBELIAHMX, KOHPEPEHIHIX 1 3aCEIaHMSIX KOJUIErHAIbHBIX OPTaHOB.

7.2. Ilpotoko: 3acenanust (CoBelanusi) (gangee — MpOTOKOJ) OOPMIISIETCS] Ha YUCTOM JIUCTE
Oymaru popmara A4.

7.3. PexBu3ut — "Tekct AokyMeHTa". PEKBH3UT COCTOMT M3 JIByX 4YacTed: BBOAHOU M
OCHOBHOHM.

7.4. Bo BBOIHOW YacTH YKa3bIBAIOTCS HMHHULOUANBL, (aMWIMM W JTOJDKHOCTH
NpeACEenaTeIbCTBYIOIIErO, CEKpeTaps, MPUCYTCTBOBABIINX HA 3aCE€NaHUU H, MPH HEOOXOIMMOCTH,
JIUII, IPUTJIAIIEHHBIX Ha 3aceaHue (COBEIIaHue).

7.5. BBOAHAsA 4acTh MNPOTOKOJIA 3aKAHYMBAETCS MEPEUYHEM pPACCMATPUBAEMBIX BOIPOCOB,
MEPEYUCICHHbIX B TOPSAKE WX 3HAYMMOCTH C YKa3aHWEM JOKJIAAYMKa TO KakKIOMY
" " " "
paccMmarpuBaeMomMy Bompocy. Bonpocer hopmynupyrotes ¢ mpemiorom "O" ("O06"), meuataroTcst oT
TPAHULIBI JIEBOTO MOJISI U HYMEPYIOTCs apabckumu nudpamu.

7.6. OcHOBHasg YacTb IPOTOKOJA COCTOMT U3  pa3leNoB, COOTBETCTBYIOIIMX
paccMaTpuBaeMbIM BOIIPOCAM U UX HYMEpaLHH.

7.7. TekcT mpOTOKOJIA U3J1araeTcsi OT TPEThEro JHIa MHOXeCTBEHHOro uncna ("ciymann”,
"BpicTymuin", "nocranoBmn", "pemmin').

7.8. 1IpoTOKON TOANMUCHIBAETCS JIULIOM, MPEACENATe]bCTBOBABIIMM HA 3aCeNaHUU
(coBelaHum), U CeKpeTapeM 3acenanus (COBEIAHU).

7.9. IIpn OTCYTCTBUM CE€KpeTaps 3acedaHusi, B TOM YHCJE MPU MPOBEACHUU ONEPATHUBHBIX
COBEIAHUH, TOMyCKaeTCs MOANNUCAHUE IPOTOKOJIA TOJIBKO MPeCeNaTebCTBYOIHUM.

7.10. TexkcT mpOTOKOJIA TOJKEH OBITh IOATOTOBJIEH HE MO3[JHEE TPEX JHEH CO AHS 3aCeNaHusl.
HpOGKTbI COOTBETCTBYHOIIIUX IMYHKTOB MPOTOKOJIa BU3UPYHOTCA JOJDKHOCTHBIM JIUITOM
OTBCTCTBCHHBIM 3a INOATOTOBKY.

7.11. Jlata mpoTOKOJIa TOJKHA COOTBETCTBOBATD JHIO MPOBEACHMUS COBEIIAHMS (3aceIaHus).

7.12. Konuu npoTOKOJI0B pacChUIATCA 3aMHTEPECOBAHHBIM OPTaHU3ALUAM U JOKHOCTHBIM
JUIlAM B COOTBETCTBUHU C YKa3aTelleM PpacChUIKM, KOTOPBIH COCTaBJIsIET CEKpeTaph 3acefaHMUs
(coBeranusi).

8. ILTAH

8.1. Ilman — JOKYMEHT, YCTaHABJIUBAIOIIUN MEPEYEHb HAMEUEHHBIX K BBIITOJIHEHHUIO
MEPOTPUSITHIA, UX MOCIEAOBATEILHOCTb, 00BEM, CPOKH, OTBETCTBEHHBIX HCIIOJTHUTEICH.



8.2. Ilnan odopmusiercs Ha ymucte Oymaru ¢opmata A4 ¢ HUCMONB30BAHUEM CJIETYIOIIUX
PEKBU3UTOB:

o HamMeHoBaHue OpraHuzanuy,

e Tpud yTBEPKICHHUS JOKYMEHTA,

e J1aTa NOKYMEHTA,

e PErucCTpPaLMOHHBIA HOMEP JOKYMEHTA,
e HAMMEHOBAHUE BUJA TOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa,

e HAMMEHOBAHUE JIOJKHOCTH,

e TIOAIHCH.

8.3. PexBu3uT — "TekcT mokyMeHTa" odopmMIsieTcs: B BHAE TaOIUIBI C rpadaMu:
e HOMEp MyHKTA IJIaHA;

e HAMMEHOBAHUE MEPOTIPHATHS,

e CPOK HCIIOJIHEHHS,

e HCIIOJIHUTED;

e TpPUMEYaHUE.

9. OTYET

9.1. Oryer — MAOKYMEHT, COAepXallUui CBEAEHMs] O pe3yJabTaTax MAesTeNbHOCTH 3a
ONpeEeNeHHBIN NEPUOA BPEMEHH, BBIMOJHEHUN MEPONIPUATUN, TOPYUSHUH, 3a0aHUH, IIJIAHOB.

9.2. OTueTsl, MPenOCTaBIsIEMbIE B OPraHbl TOCYIaPCTBEHHON BJIACTH (B TOM YHCJIE B OPTaHbI
rOCYAapCTBEHHOM CTATUCTHKH) M MIMEIOLIHE YCTAHOBJICHHYIO IPABOBBIMHU aKTaMH I'OCYIaPCTBEHHBIX
opraHoB (opMy, CO3HAOTCA MO YCTAHOBJIEHHOW TIOCyNapCTBEHHBIMH OpraHamMu (opme U B
ONPEIEIEHHOM UMH NOPAJKE.

9.3. Ortuersl, npenocTabisieMble COTpyAHHKaMu OpraHuzalnuyd B XOJ€ BHYTPEHHEro
B3aUMOJIEHCTBHUS, CO3MAI0TCS 10 TPaBHIJIAM, YCTAHOBJIEHHBIM I CO3[AHUS CITy K€OHBIX 3aIHCOK.

9.4. Otuernl opopmisiFoTCs Ha JTMcTe Oymaru opmaTa A4 C UCTIONB30BAaHUEM CIIENYIOIINX
PEKBU3UTOB:

o HamMeHoBaHue OpraHuzanuy,

e J1aTa NOKYMEHTA,

e PErucCTPaLMOHHBIA HOMEP JOKYMEHTA,

e HANMEHOBAHUE BUA TOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT JOKYMEHTa,

e OTMETKA O MPWIOKEHUH (TIPU HATUYNH);
e HAMMEHOBAHUE TOJKHOCTH,

e TIOAINHCH.

9.5. B TekcTe oTueTa B 00513aTEILHOM MOPSIZIKE TOJIKHO COEPIKATHCS YKa3 Ha NeATENbHOCTD,
MEpPOIpUsTHE, BbIIAHHOE IOpYy4YeHHe, 3aJaHue, MyHKT I1JIaHa, TMOAJIeXKAllUi BbIIOJHEHUIO, U
pe3yJbTaT O BBIMOJHEHHHM, B TOM 4YHCIE C YyKa3aHHEM Ha COONIOIGHHWE WM HapyLICHHe
UCIIOJHUTENbCKON  AMCLUIUIMHBL, YCTaHOBJIEHHBIX CPOKOB HCIOJHEHUs M  HajJjexallee
npenocTaBieHne  MHGOpMALMK, HEOOXOAMMBIX  MaTepuayiioB  (MMPOEKTOB  JOKYMEHTOB)
COUCTIOJTHUTEJISIMHU (TIPU YYACTHH HECKOJIbKUX UCTIOJTHUTENEH).



10. MIMCBMO
10.1. IIucema roToBsiTCA Kax:
e OTBETHI O BBINOJIHEHUHU NOPYYEHUN BBIIIECTOSIIIMX OPTaHOB UCIIOJIHUTENBHON BJIACTH,
e OTBETHI Ha 3aMIPOCHI OPraHU3ALUH, NPEANPUATUN U YaCTHBIX JIULL,
¢ MHUIUATUBHBIE TUCbMA.
10.2. Cpoku NOATOTOBKU OTBETHBIX MTUCEM:
e C KOHKPETHOMH AATOHN MCIOJIHEHUS, YKa3aHHONU B TOKYMEHTE, — B YKa3aHHBIN CPOK,

e B COOTBETCTBUM C PE3OJIOLHMEH IUPEKTOpa W €ro 3aMecTHTe]Ied Ha OCHOBaHHUH
YCTAHOBJIEHHBIX CPOKOB MCIIOJIHEHHS ITOPYYESHHH, 3aIIPOCOB HIIH IO PELICHUIO aBTOPa PE3OITIOLIHH.

10.3. TekcTthl OTBETHBIX NHCEM JOJLDKHBI TOYHO COOTBETCTBOBATb  3aJaHHSIM,
3a(pUKCUPOBAaHHBIM B pe3omonnn. CpPOKM TMOATOTOBKM HHHUIMATUBHBIX IMHCEM OMPEIENSIOTCS
CaMOCTOSITEJIbHO aBTOPOM MPOEKTA MUChMa ¢ Y4ETOM HEOOXOMUMOCTH PEIICHUsI KOHKPETHBIX 3a71a4
u (WIM) B COOTBETCTBUU C TPeOOBAHUSMH 3aKOHONATENBCTBA, TOPYYCHHUSIMU HEMOCPEACTBEHHOTO
PYKOBOJIUTES.

10.4. TTucema medararoTcs Ha Onanke mucbMa OpraHu3ald C YIJIOBBIM PACIIONOKEHHEM
PEKBU3UTOB.

10.5. JlomomHuTENpHO K pekBH3WTAM OJaHKa MUChbMa NpU OPOPMIICHMHM TIHCEM B
Opranusanuu UCIONB3YKOTCS CAEAYIOLUE PEKBU3HUTHI:

e ajnpecar,
e 3aroJIOBOK K TEKCTY,

e TCKCT I[OKYMGHTa;

e OTMECTKA O HpI/IJ'IO}KeHI/II/I;
e BH3A,

e TIOAIINCH.

e OTMeTKa 00 HCIIOJIHHUTEE.

10.6. Ilpu odopmieHnu nmucpbMa Ha ABYX U Oojee CTpaHMLIAX BTOpas U IOCIENyIOIINe
CTpPaHHILIBI HYMEPYIOTCS IOCEPEANHE BEPXHETO MOJIS JINCTA apaOCKUMH LU paMu.

10.7. TIlucbma  mopamuceiBaeT  pykoBoxutenb — OpraEm3anmu  wid  pabOTHHKH,
YIIOJTHOMOYEHHBIE PUKA30OM.

10.8. Cny>xebHbIE 3aMTUCKU

10.9. B wmenmsax OCyLIECTBJCHUS B3aUMOAEHCTBUS MEXAY COTPYAHUKAMH B paMKax
BHYTPEHHET0 TOKyMeHTo000poTa B OpraHu3alun MPUMEHSIOTCS cykeOHbIe 3anucku. CiayxeOHbIe
3aIUCKH SIBJIIFOTCS CIIPABOYHO-MH()OPMALIMOHHBIMU JOKYMEHTAMHU. ABTOpaMH CITy KeOHBIX 3aITUCOK
SBJIIIOTCS] COTPYAHUKH OpraHu3aium.

10.10. CnykeOHasi 3amuCKa MOKET COCTABISATBHCS IO YKAa3aHUIO PYKOBOICTBA MM TIO
WHHUIMATHBE KOHKPETHOTO COTPYAHHKA.

10.11. ITpu opopmnernn cinyxeOHOM 3amucku 0QOPMIISIFOTCS CIEAYIOIINE PEKBU3UTHL

e anpecar,

e J1aTa TOKYMEHTA;

e HAMMEHOBAHUE BUJA TOKYMEHTA;

e 3aroJIOBOK K TEKCTY;,

e TEKCT JOKYMEHTa,

e OTMETKA O MPWIOKEHUH (TIPH HATUYUH);

e HAMMCHOBAaHHEC JOJIXKHOCTH,

e TJIOAIIUCK.



10.12. CnyxeOHble 3aIUCKM MOTYT CO3JaBaTbCs Ha OyMakHOM HocuTene u (Wiu) B
3JIEKTPOHHOM (hopme.

11. ITOBEPEHHOCTb

11.1. JoBepeHHOCTH BbINAéTCst coTpyaHukaMm OpraHuzauuu U oQOpMISIETCS IO TPaBUIIaM,
yCTAHOBJIEHHBIM Hacrtosiiield WHCTpykimed s muceM, ¢ y4€ToM TpeOOBaHHMN TI'pa’kKAaHCKOTO
3akoHonarenbcTBa Poccuiickoil @epepalvu U HaCTOALLETO pasfena.

11.2. IIpoexT AOBEPEHHOCTH MOATOTABIMBAETCS U BU3UPYETCS COTPYAHHKOM, KOTOPOMY
IOBEPEHHOCTh OyIeT BBIAAHA, IOCJIE Yero Iepenaércss B KAHLIEISIPHIO U1 HAMpPaBJICHUS Ha
MOATMCAHUE.

11.3. JloBepeHHOCTb NOAMUCHIBaeTCs pykoBoauteneM OpraHuzaluu WIH  JIULOM,
OCYIIECTBIISIIOIINM €r0 IOJHOMOYMS (HMCHONMHSIOMUM OOSI3aHHOCTH), U CKPEIUIICTCS] IeYaThI0
Opraauzauuu.

12. IOTOBOPBI, COI'/TAIIEHUA, KOHTPAKTbBI

12.1. JloroBophel, COrJAIleHHs, KOHTPAKTHl (Hajiee — JOrOBOPBI) IOATOTABJIUBAIOTCS
B COOTBETCTBHH C TpPeOOBAaHUSIMH  TPaXXIAHCKOTO, TPYAOBOro, OIOKETHOTO U HHOTO
3akoHomarenbcTBa Pocculickoil ®Pepepauny, B 3aBUCUMOCTU OT PEryJHPYEMBIX TOrOBOPOM
NPaBOOTHOLIEHUH U 00s3aTEIBCTB CTOPOH.

12.2. TIpoekT mOroBopa MOATOTABIMBAETCS OTBETCTBEHHBIM COTPYIHUKOM (KOHTPAKTHBIM
YIOPABISIIOIAM) C YYETOM HEOOXOAMMOCTH CBOEBPEMEHHOTO M KAdyeCTBEHHOro OOeCTeueHHsI
UCTIOJIHEHHS CBOMX MOJHOMOYHH (00s13aHHOCTEH, QyHKIMIA), mosHOMOunit OpraHu3aluy B LEIOM.

12.3. TIpoekT mOroBopa MOATOTABIMBAETCSI OTBETCTBEHHBIM COTPYIHHUKOM (KOHTPAKTHBIM
YIPABJISIFOIAM) COBMECTHO CO CHELHUAINCTOM, K (PYHKIMAM (TIOJTHOMOYHSIM) KOTOPOTO OTHOCHTCS
pelLIeHre BOMPOCOB, SIBISIFOIINXCSA MPEIMETOM JOTOBOPA, MIM WHBIM COTPYIHHUKOM IO MPSIMOMY
yKa3zaHHo nupekTopa OpraHusanuu.

12.4. Heobxomumasi IjIsi TOATOTOBKU TPOEKTa JAOroBopa wuH(popMmamust coOupaercs
OTBETCTBEHHBIM JIUIIOM (KOHTPAKTHBIM YIPABISIOLINM) B TMOPSAKE pabodero B3aUMOAEHCTBUS
C Y4€TOM NpaBuJl, YCTAHOBJIEHHBIX HacTosen MHCTpyKkLnen.

13. IPUHIOUIIBI OPTAHMU3AIUHN JOKYMEHTOOBOPOTA

13.1. B nokyMeHTOOOOpOTE BBIACNSAIOTCS CIEAYIOIINE TOKYMEHTOMOTOKH: TOCTYMAOINAs
OOKyMeHTalusl  (BXOAsInasi), OTHpaBisieMas JOKYMEHTauus (MCXOZAsINasi), BHYTPEHHS
TOKYMEHTALHUSI.

13.1. B cocrase BXOpsIel U UCXOASLIEH NOKYMEHTALUU MOTYT BBIIEIATHCA JOKYMEHTH,
MOCTYNUBIIKME W3 BBIIIECTOSALINX, MOAPAAHBIX, MEAULUHCKUX W APYIUX OPTraHU3aLUi, OpraHOB
MECTHOTO CaMOYIIPaBJICHUs], OOpAIeHHsI TPakKAaH.

13.3. OGpartueHus rpaxxnaH perucTpupyroTcs U GOpMUPYIOTCS B AeNa OTAENBHO OT APYTHX
NOKYMeHTOB OpraHusanuu.

13.4. B Opranmzauuyd AOCTaBKa U OTIpPaBKAa JOKYMEHTOB OCYIIECTBJISIETCS CPEICTBAMHU
MOYTOBOM CBSI3U, BJIEKTPOHHOW CBSI3H, a TaKXKe MO CHCTEME 3JIEKTPOHHOI'O JTOKyMEHTo00OpoTa
(manee — C3JI). C mnomompo TOYTOBOM CBs3M B OpraHu3aiuio JOCTABISIETCS MHCbMEHHAS
KOPPECTOHEHIINST B BUI€ MPOCTHIX MUCEM, 3aKa3HBIX MUCEM, MOYTOBBIX KapTO4eK, OaHIEposel u
MEJIKUX MAKETOB, 4 TAK)KE MEeYaTHbIC U3TaHUS.

14. HEPBUYHASA OBPABOTKA INOCTYHNAIOIIUX JTOKYMEHTOB

14.1. HoxyMmeHTsl, nocTynarouue B Oprauu3anuto, IePenaroTCsl Ha PETUCTPALIUIO CEKPETAPIO
Oprasm3auuy ¥ MPOXOAAT MEPBUYHYI0 00pabOTKy B [€Hb MOCTYIUICHUS, MPH TMOCTYIUICHUH B



Hepabouee Bpemsi — Ha cienyromuii pabounii neHb. [Ipu mepBuuHOi 00padoTKE MOKYMEHTOB
NPOBEPSIETCS NPABMIIBHOCTD afpecoBanusl. OmMO0OYHO MOCTYNUBIINE JOKYMEHTBI IIEPEChIIA0TCS 110
MPUHAJIEKHOCTU UM BO3BPALLAIOTCS OTIIPABUTENIO.

14.2. Jloxymentsl, noctynusiiue c oTtMmeTrkamu "CpounHo", "BpyuuTb HemenaeHHO",
"OnepatuBHO", HE3aMEIUTENILHO NPOXOIAT MEPBUYHYKD OOpabOTKy U JOKJIAABIBAIOTCS
pykoBoauteno OpraHu3aluy WIH B CIy4ae €ro OTCYTCTBHS — 3aMECTUTENII0 PYKOBOIUTENS IO
HATPaBJICHUIO 1EATEIbHOCTH.

14.3. IlocTynuBiiMe TenerpaMMbl NPUHUMAIOTCS MOJ MOANUCH C MPOCTABJICHUEM OAThl U
BPEMEHU MPUEMA, PETUCTPUPYIOTCS MO TEM K€ MTPaBUJIAM, UYTO U MUCbMA.

14.4. DnexTpoHHBIE COOOINEHUsS, anpecOBaHHblE pykoBoauTeto OpraHuzaluu WK
HanpasJieHHbIe B aapec Opranusaiuy, pacnedyaTbIBalOTCs U JOKJIAbIBAIOTCS PYKOBOAUTENIO WU B
CJIy4ae ero OTCYTCTBHsI — 3aMECTUTENIO PYKOBOJUTENS.

14.5. DnexkTpoHHBIE COOOIIECHHS, 3aBEPEHHBIC JJIEKTPOHHOW TMOJIUCHIO, MOMAJIEKAT
00paboTke Mo ImpaBUiIaM, MPENyCMOTPEHHBIM IS TOCTYHAOIIEH (BXOASIIEH) TOKYMEHTALIUH.

14.6. IloctynuBiias (BXOnAIIast) JOKYMEHTALIUS PACTIPENEICTCs] HA PETUCTPUPYEMBIE U HE
MOJJIe)KALINe PETUCTPALMU JOKYMEHTHI.

14.7. He noajexar perucTpaluu:

e [IpUIJACUTEIIbHBIE, T03/IpPaBUTENbHbIE MUCbMa U TeJIErPaMMBL;

o OWIETHI,

e TUIAHBI U MPOTPAMMBbI CEMHHAPOB, KOHQEPEHUNH 1 APYTHX NOJOOHBIX MEPONPUSTHH,

e JIOKyMEHTBHI MO OyXrajaTrepcKOMy yueTy, MaTepHajJbHO-TEXHHYECKOMY OOeCIeueHuIo,
TUTAHOBBIE U (PUHAHCOBBIEC JOKYMEHTBI, ITOCTyNaoIue 0e3 COMPOBOANTEIBHOTO ITHCHMA;

e pEeKJaMHble, KOMMepUeCKHe NMPEANOKEHNUs, B T.4. [IOCTYIHUBLINE 110 3JI€KTPOHHOMN MOYTE;

e TI€YaTHbIE U3IAHUS;

e THUCHbMA C [IOMETKOU «JIUYHOY.

15. PETHCTPAIMSI, YYET 1 PACCMOTPEHHUE PYKOBOJUTEJIEM
MNOCTYHAIOIUX (BXOJAINX) JOKYMEHTOB

15.1. IloctynuBiue (BXOIALINE) TOKYMEHTBI PETUCTPUPYIOTCS TOJIBKO MOCTE UX MEPBUIHON
00paboTKH HE3aBUCHUMO OT CIOCO0a UX JOCTABKH.

15.2. Peructpauusi — OpoCTaBi€HUE B HH)KHEM IPABOM YIJy MEPBOrO JIUCTa JTOKYMEHTa
OTMETKH O MOCTYIJIEHUH C YKa3aHUEM JaThl MOCTYIUICHUS U BXOSIIErO PErMCTPALMOHHOIO HOMEpPa
JOKYMEHTa ¢ OOs3aTeNbHON 3amuChbi0 B KYPHAJ PErHCTPALlMU TMOCTYMAromel (BXOsIIeit)
nokyMmeHTaruu. CTPyKTypa PerucTpallioHHOTO HOMepa, MOCTYMAKIIEro (BXOASIIEro) TOKYMeHTa,
COCTOMT U3 €ro MopsiIKOBOrO HOMepa U UHJEKCa Jiesia 10 HOMeHkaType nen Oprasusanuu.

15.3. Perucrpanust Bcex MOCTYMUBINUX (BXOASIINX ) TOKYMEHTOB MTPOU3BOIUTCS B Mpenesax
oOmero aokyMmMeHTOmoToka. JlokymeHTsl, mnoctynuBmue B OpraHumzauui 1O KaHajiam
(akCUMUIBHOM CBSI3U, 00pabaTHIBAIOTCS U PETUCTPUPYIOTCS B 00IIEM MOPSIIKE.

Tekcr mocrynuBiIel TeneOHOrpaMMBI  3aMUCBIBAETCS B JKypHAJE PETUCTPALUH
Tesne()OHOrpaMM U IeYaTaeTCs Ha JICTe OyMaru JJist epefayy Ha pacCMOTPEHUE.

15.4. Tloctynaromue (BXOASIINE) TOKYMEHTHI MEPEA0TC Ha PACCMOTPEHHE PYKOBOACTBY
TOJIBKO MOCJIE€ UX PETUCTPALIUU U MPEABAPUTEIBHOIO PACCMOTPEHUS.

15.5. Joxymentsl, mnoctynuBmie B OpraHu3anuio, MO BOMPOCaM, HE TPeOyromum
paccMoTperus pykooautenss OpraHu3aluy, HANPaBISIFOTCS PaOOTHUKOM OTBETCTBEHHBIM 32
aenonpou3BoAcTso OpraHu3anuy HEMOCPEACTBEHHO UCIIOIHUTENIO 3aIpoca.

15.6. PyxkoBogurenps OpraHuzaluy B Pe3ONIOLMUM OINpeAenseT JHUL, OTBETCTBEHHBIX 3a

UCTIOJTHEHUE TOKYMEHTa, U aeT UM mnopydeHre. PAOOTHUK OTBETCTBEHHBIN 3a AEIOMPOU3BOACTBO
Opraauzanuu nepegaeT TOKYMEHT Ha UCTIOJHEHHE.



15.7. TlonnmuHHUK NOKyMEHTa C Pe3oJironueit pykosoautenss OpraHu3aluy HaMpaBJsieTCs
VCIIOJTHUTEIIO.

15.8. Ilpy HanUUUKM HECKOJBKUX HCHOJHUTENEH MOAJIMHHUK NOKYMEHTA NEPeNaeTcs TOMY
WCIIOJTHUTEIO, KOTOPBINA B COOTBETCTBUHU € YKA3aHUSIMU IO MUCIOJHEHUIO SIBJISIETCS] OTBETCTBEHHBIM,
OCTaJIbHBIE UCIIOJTHUTEIN MOTYYar0T KOMHUIO JOKYMEHTA.

15.9. llognWMHHUK [OKYMEHTA, KOTOPBIM MCIHOJHSIETCS HECKOJbKUMU JOJLKHOCTHBIMHU
JIULAMU, TIOJIy4aeT OTBETCTBEHHBIN UCTIOMHUTEND. OCTATbHBIM UCTIOJIHUTEIISIM MTEPEAAIOTCA KOTIHH.

15.10. M3rotoBieHre KONMUN JOKYMEHTA AJs NEPeaadd COUCMIOJHUTENSM OCYIIECTBIACTCS
cekperapem Opranmzanuu.

15.11. Pe3onmouust COOEPKUT:

e YVKa3aHWE TO WCIOJIHEHUIO, COJepiKallee KpaTKoe OMUCaHHe HEeOOXOMUMOro JIJist
WUCTIOJTHEHUST JIEUCTBUSI,

e VyKa3aHMWE HA CPOK, B TEUEHHE KOTOPOro JuOO A0 HCTEUEHHs KOTOPOro HeoOXOIMMO
UCIIOJIHUTD NMPEANICaHHOE JeNHCTBUE,

e JINYHYIO TIOAMHCH aBTOPA PE3OJFOLIHM;
e J1aTy MPOCTABJICHHS PE3OTIOLIHH.

15.12. Yka3aHue Ha CpPOK, B T€UEHUE KOTOPOrO JINOO IO UCTEYSHUsT KOTOPOTO HEOOXOIUMO
UCIIOJIHUTh TNPEANUCAHHOE NEHCTBHE, MOXKET HE BBIPAXATbCsl KOHKPETHOH NAaTOW U COHAEp>KaThb
BbIpPAXKEHMs: "B yCTAHOBJIEHHBIN 3aKOHOM CPOK" U T.IL

15.13. Pe3omnronust mumeTcst Ha CBOOOJHOM OT PEKBH3UTOB MECTE MEPBOTO JIMCTA JOKYMEHTA.

15.14. B cnaydae, Korma pe3oJIOLUs aapecOBaHa HECKOJBKUM COTPYOHHKAM, TO
OTBCTCTBCHHBIM 3a HCIOJHEHUC NOKYMCHTA B LECJIOM ABJICTCA COTPYOHHK, YKaSaHHbIﬁ MEPBbIM
(BepxHUM), TUOO COTPYIHHUK, B OTHOIIEHHH KOTOPOTO CAeNlaHa MOMETKAa O TOM, YTO OH SIBJISIETCS
OTBCTCTBCHHBIM.

16. OPTAHU3ALMSI PABOTBI C OTHPABJISIEMBIMU
(MCXOIAINMM) JOKYMEHTAMH

16.1. Jlo mpenocraBieHus] MPOEKTa OTIPABISIEMOrO (MCXOASINEro) JOKYMEHTa Ha MOAINCH
pykoBoaurento OpraHuzaliud WIM HWHOMY YIIOJJHOMOYEHHOMY B YCTAHOBJIGHHOM IOpsIKE Ha
MOJMNICAHUE JIUIYy OCHOBHOH MCITOJIHUTENb MPOBEPSIET MPABHIBHOCTE O(QOPMIICHHUS OTIIPABISIEMOTO
(ucxopsiero) TOKYMEHTa Ha COOTBETCTBHE TpeOOBaHUAM HacTosimel MHCTpykunu.

16.2. Ilpm mNOATOTOBKE OTMPABIAEMOro (MCXOASINEro) JOKyMEHTa Kak OTBeTa Ha
MOCTYMUBIINN (BXOMSALINIA) TOKYMEHT HCIIOJHUTENb MPUKIIAIbIBAET K MOATOTOBICHHOMY MPOEKTY
BXOJSIIIIMN JOKYMEHT.

16.3. TlpoekTbl OTIpaBisieMbIX (HUCXOOAIINX) MAOKYMEHTOB C YYETOM COOJIOIEHUS
YCTaHOBJIEHHOT'O B PE3OJIIOLIMUA CPOKA UCIOJIHEHUS MEPENaroTCsl OTBETCTBEHHBIM HUCIOJIHUTENEM B
OTHEN [eNonpousBOACTBA (KaHLensApus, cekperapp) OpraHusanuu AJisi HanpaBJIeHUs Ha
MOATNCAHUE.

16.4. TlonnmucaHHble OTHpaBisieMble (MCXOMALINE) NOKYMEHTBI, NepemaroTcss pabOTHUKY
OTBETCTBEHHOMY 3a JeJonpou3BoAcTBO OpraHuzaluy, KOTOPBIM OCYLIECTBISIET IPOBEPKY
KOMIUIEKTHOCTH U COOTBETCTBHS KOJWYECTBA SK3EMIUIIPOB OTIPABISIEMOrO  (HMCXOZSLIETO)
IOKYMEHTa CITUCKY PACChUIKH, a TaKXXe IPaBWIbHOCTh O(POPMIIEHUS] IOKYMEHTa COTJIACHO
HACTOALLECH UHCTPYKLIUH.

16.5. B ciydae HapylleHHs KOMIUIEKTHOCTM WM COOTBETCTBUSl KOJIMYECTBA, a TAaKXKe
NPaBUIBHOCTH O(OpPMIIEHHS HOKYMEHTa COIJIaCHO HacTosimed WHCTpyKIUHM OTmpaBiisieMble
(ucxonsmue) JOKYMEHTBl HE3aMEMJIUTENbHO BO3BPAINAIOTCS  PaOOTHUKAMH  KaHIEJSPUU
OTBETCTBEHHOMY HCIOJHUTEI WIM B CIy4ae OTCYTCTBHUs OTBETCTBEHHOIO MCIOJHUTENS €ro
HEMOCPEICTBEHHOMY PYKOBOIUTEIO [JIs1 YCTPAHEHUsI HAPYILIECHUI.



16.6. JlokyMeHTBl MOcCjie WX TNOAMUcaHus pykoBoauTeneM OpraHuzaluy WIH HHBIM
YIIOJIHOMOYEHHBIM JINLIOM NepeatoTcs B KaHuensipuio Opranusaluy sl perucTpalyy U OTIIPABKU.

16.7. Permcrpauusi OTHpaBisieMbIX (HUCXOIALINX) AOKYMEHTOB OCYIIECTBIISIETCS IOCTE
NpOBeNEeHUs] PaOOTHUKAMH KaHLEJNSPUH, OTBETCTBEHHBIMH 3a IEJIONPOU3BOACTBO, MPOBEPKU
KOMILUIEKTHOCTH M COOTBETCTBHSI KOJIMYECTBA HK3EMIUIIPOB, & TAKXKE MPAaBUIBHOCTH O(QOPMIICHHUS
OTHPABJIAEMOro (MCXOISIIEr0) JOKYMEHTA.

16.8. Peructpauusi co3aaBaeMbIX ITOKYMEHTOB OCYLUECTBJISIETCS B C€Hb MOANUCAHUS WU
yTBEpKIEHHsI TUOO Ha CIIEAYIOINN pabo4nii eHb.

16.9. CBeneHust 0 PErHCTPUPYEMBIX OTIPABISIEMBIX (MCXOSIINX) TOKYMEHTaX BHOCSTCS B
JKyPHAJ PETUCTPALIH OTIIPABJISIEMON (MCXOSIIEH) TOKYMEHTALIIH.

16.10. PeructpauuoHHBIE HOMEpP M JaTa OTHPABJSIEeMOro (MCXOMASAIIEro) IOKYMEHTa
MPOCTABJISIFOTCS] HA TIOJUTMHHKUKE IOKYMEHTA B PEKBU3UTAX OJIAHKA U HAa HK3EMILISIPE, OCTAIOIEMCS B
nene OpraHuzamuu.

16.11. CtpykTypa pernucTpallMOHHOTO HOMEpa OTIIPABJIIEMOroO (HCXOIIEro) JTOKYMEHTA
COCTOUT M3 €ro NOPsIAKOBOTO HOMEpa U UHEKCa Jeja 0 HOMEHKJaType aeia Opranusanum.

16.12. OtmpaBka JOKYMEHTOB MTPOU3BOAUTCS LIEHTPAIN30BAHHO PAOOTHUKAMHU KaHLEISIPUU
OPI'AHU3AIINH, koTOpbie MPOM3BOAAT HX COPTUPOBKY MO criocoly oTmpasjeHus (TpocTas,
3aKa3Hasi, MEXIyHapOIHAS U JP.).

16.13. IIluceMa, TenerpaMMbl, OTKPBITKH, OAHAEPOIH M TE€YAaTHbIE M3AHUSI OTIIPABJISIOTCS
noytoil. @akcorpaMmel U TeaeGOHOrpaMMBbI TIEPENAIOTCS 110 KaHAJIaM TeJIe()OHHOH CBSI3M.

16.14. DnekTpOHHBIE COOOIIEHUS OTIPABIISIIOTCS ¢ OQHULHMATBHOTO TIOYTOBOTIO 3JIEKTPOHHOTO
aapeca OpraHuzamnum.

16.15. Tlucbma, TemerpamMmbl, OTKPBITKH, OaHIeponH, (akcorpamMsl, 3JIEKTPOHHBIE
cooOLIeHus1, He CBSI3aHHBIE C padoueil e TeNbHOCTBIO, K OTIPaBKE HE MPUHUMAIOTCSL.

16.16. JIokyMeHTBI, OTIPABIAEMBIE CPEACTBAMHU MTOYTOBOM CBA3U MPOXOMAT:

e YIAKOBKY;

e aapecoBaHHe (TPU HAMPABJICHUH JOKyMeHTa OoJjiee 4yeM B 4 ampeca) — B COOTBETCTBUU C
yKazaTeJleM pacChUIKH, Ha KaKJIOM dK3eMIUIsIpe MUCbMa yKa3blBaeTCsl TOJIbKO OJIUH ajpecar.

e [IPOCTaBJEHHE CTOMMOCTH MOYTOBbIX yCIYT;

e [epefady B IOYTOBOE OT/EJIEHUE CBA3U.

16.17. Ilpu TOATOTOBKE H OTNpaBKE TNHCEM HEOOXOANMO VYMUTHIBATH MPABHIIA,
YCTaHOBJIEHHBIE IPHUKAa30M MUHUCTEPCTBA CBSI3U U MacCOBBIX KOMMYHHUKaLuii P@ ot 31.07.2014 Ne
234 "O0 yteepxaennu paBuin oka3zaHust yCIyT MOYTOBOH CBSI3U".

16.18. JIOKyMEHTBL, OTIpaBJs€Mble CPEACTBAMU IOYTOBOW CBSI3M B OIHMH ajpec,
BKJIQJIBIBAIOTCS] B OJTUH KOHBEPT.

16.19. Hcxopsamme OOKYMEHTBl, MNpENHA3HAYECHHbIE [JI1 OTIPAaBKU  CPEACTBAMH
(bakCUMMIIBHOMN CBSI3U, OTIPABJISIIOTCS PAOOTHUKAMH KaHUEIpur OpraHu3aiim.

17. PASPABOTKA U BEAEHUE HOMEHKJIATYPBI IEJ

17.1. JoxymenrtanbHbiii Gporn OpraHuzanum — COBOKYITHOCTh TOKYMEHTOB, 00pa3yrOIINXCs
B TIpoLecce ero aesiTeNbHOCTH. JlokymeHTanbHbl (oHA OpraHuzaluu COCTABISIOT JOKYMEHTHI,
co3gaHHble B OpraHusaliil U TIOJYYEHHBIE €10 B Pe3yJIbTaTe B3aWMMOJEHCTBHUS C OpraHaMu
rOCyJIapCTBEHHOHN BJIACTH, OPraHAMH MECTHOT'O CaMOYIIPABJICHUS, FOPUIUIECKIUMH U (PU3HUECKUMU
JIULAMU.

17.2. HomeHknatypa nen sIBISETCS OCHOBOH (DOPMHpPOBaHHS JOKYMEHTAJIBHOTO (hOHIA
Opranm3auuy W TpencrasisieT cOOOH  CHUCTEMaTH3MPOBAHHBIN  IEPEUeHb  3aroJIOBKOB
(HanmeHOBaHMWiT) nen, 3aBoguMbIx B OpraHusanuy, C YKa3aHHEM CPOKOB HX XPaHEHHS,
U O(OPMIICHHBI B COOTBETCTBHH C IPABOBBIMH AKTAMH, PEKOMEHAALMSMH M METOIUYECKHMHU



yKa3aHusMU OpraHoB Poccuiickoit Depepany, YMOJHOMOYEHHBIX B cdepe rocynapCTBEHHOTO
YIPaBJIEHUS] APXUBHBIM JIEJIOM, ISJIOIPOU3BOICTBA U IOKYMEHTOO00pOTA.

17.3. HoMeHknatypa nea COCTaBJSETCS HA OCHOBE M3Y4E€HUsS MOJIOXKEHUH, MHCTPYKLUN U
IIPaBUJI, a TaKXKe JPYIUX JTOKYMEHTOB, pErllaMEHTUPYIOLINX AesTeNbHOCTh OpraHuzalni, a Takxke
HOMEHKJIATyp €N 3a MPENLIeCTBYIOIINE TOJIbl U JTOKYMEHTOB, OOpasyroIIuXcs B IEATEIbHOCTH
Opraauzauuu.

17.4. HomeHknatypa aen HMCHONB3YETCA s TPYNIHMPOBKU MCIOJHEHHBIX IOKYMEHTOB
B JeNla, CUCTEMAaTU3allui U ydeTa Jiel, ONpeeNieHNsl CPOKOB UX XPaHEHHUS U MOUCKA TOKYMEHTOB,
SIBJIIETCSI OCHOBOM JUIsI COCTABJICHHsI ONMHCEH esl NMOCTOSHHOTO M BpeMeHHOro (cBbime 10 ner)
XPaHEHMs], a TAKXKE JIJIsI yaeTa Jies1 BpeMeHHOro (1o 10 JeT BKIFOYUTEIBHO) XPAHSHHUSI.

17.5. IIpu cocTaBieHUMM HOMEHKJATYpbl MOeN CIEAYeT PYKOBOJACTBOBATBHCS YCTaABOM
Opranuzauuy M TMOJIOXKEHUSMU O €ro CTPYKTYPHBIX MOJPa3eNeHUsX, IITATHBIM paclHUCaHHEM,
IUIAHAMH U OT4eTaMH O paboTe, MEepedHs MU JOKYMEHTOB C YKa3aHHEM CPOKOB HX XPaHEHHS,
HOMEHKJIATypaMH e 3a NPeALIecTBYIoIne roabl. M3y4aroTcs JOKYMEHTBI, 00pa3yromuecs B
nesirenpHOCTH OOpa30oBaTEIbHON OpPraHU3alMK, UX BHIIbL, COCTaB U COAEPIKAHUE.

17.6. Homenknarypa nmen OpraHusaluu COCTaBISIETCS PaOOTHUKOM, OTBETCTBEHHBIM 32
OpraHU3alIo 1eJONPOU3BOCTBA U apXUBHOE fiesio B OpraHusaliiy, CorjacoBbIBAETCs C IOCTOSHHO
NeNCTBYIOLIEel SKCepTHOM koMuccuelt Opranusaiiy, yTBepKaaeTcs pyKOBOAUTEIEM U BBOAUTCS B
neiicteue npukasoM no Opranuzauuu ¢ 1 sHBaps cleayrollero roaa.

17.7. B rpade 1 HOMEHKIATYPBI &) POCTABIISIFOTCS] UHASKCHI KAXKIOTO IeJIa, BKIFOYEHHOTO
B HOMEHKJarypy. WHAEKC nena COCTOMT M3 yCTaHOBieHHOro B Opramzanuu U(ppOBOro
obo3HavueHns (KOJa) M TOPSAKOBOTO HOMEpA 3arojioBKa Jejia Mo HOMeHkKiaType. MHIekchl aen
0003HauYarOTCst apaOCKUMH LU paMH.

Hanpumep: 12-05, rme 12 - xox, 05 - mOpsiAKOBBI HOMEp 3arojiOBKa Jeja B pasfaele
HOMEHKJIATyPHhI €.

17.8. B HOMeHKJaType A€l PEKOMEHIYETCsl COXPAaHATb OJMHAKOBBbIE MHIEKCBHI [JIs
OJHOPOJHBIX A€, AJIs MEPEXOSAIINX €)1 UHIEKC COXPAHIETCS.

179. B rpady 2 HOMEHKJIATypbl A€N BKJIIOYAIOTCS 3aroJIOBKU A€l (TOMOB, YacTei).
3aronoBokK [nena 4YeTko, B o0oOmeHHOH (opMme oTpakaeT OCHOBHOE CONEpKAHHE M COCTaB
JOKYMEHTOB JIeJia.

OCHOBOI /17151 HAUMEHOBAHHMS (3ar0JIOBKA) €T SBISIFOTCS BOIPOCHI, OTPAKAIOIINE 3a1a4H U
¢ynkunn Opranuzanyu. HaumMeHOBaHHS NOMOJHSIOTCSA yKa3aHHEM poja 3aBOAMMOrO Jejia WU
Pa3HOBUAHOCTH JOKYMEHTOB (ITOCTAHOBJICHHS, PACTIOPSKEHUS, TPUKA3bL, IPOTOKOJIBI U T. 1I.).

Ecnu neno, BkIIOWaEMO€ B HOMEHKJIATYPY [A€d, COCTOMT M3 OAWHAKOBBIX BUIOB WU
Pa3HOBUIHOCTEN AOKYMEHTOB, B 3aroJIOBKE TaKOrO Jiejla YKa3blBA€TCS HAUMEHOBAHUE BUIOB
JOKYMEHTOB, Harpumep «lIpukasel Mo OCHOBHOU IEATEIbHOCTI.

He pexomennyercst ynoTpeOisaTh B 3ar0JIOBKE J1eJla HEKOHKPETHBIE (POPMYITUPOBKH, a TAKIKE
BBOJHBIE CJIOBA U CJIOXKHBIE OOOPOTHL

Ecnmu neno Oynmer cocTosiTh M3 HECKOJNBKUX TOMOB MJIM 4YacTel, TO COCTaBIETCS OOIUI
3aroJIOBOK JIeNia, a 3aTeéM MpH HEOOXOOMMOCTH COCTABJISFOTCS] 3ar0JOBKH Ka)KIOTO TOMa (4acTH),
YTOUHSIIOLIME COAep KaHKe 3aroJIoBKa Jea.

ITopsinok pacnoyioskeHusl 3arojOBKOB Aesl BHYTPU pa3ziesioB U MOApa3/iesioB HOMEHKIIATYPBI
JIeJ1 ONpEeNeNAeTCs CTENEHbI0 BAXKHOCTU IOKYMEHTOB, COCTaBJISIOLINX JleNa, U UX B3aUMOCBs3bI0. B
Hayaje pacroylaraloTCs 3arojiOBKM eI, COAEP KalUuX OPraHUu3alUOHHO-PACIOPSAUTENBHYIO
NOKyMeHTauuro. Jlajgee pacmonararoTCsi 3arojIOBKM [1€J, COAEPXKallUX IIJIAHOBBIE U OTYETHBIE
JOKYMEHTBL, U T. 1.

3aroJIoBKH JIeN1 MOTYT YTOUHSTBCA B Tiponiecce popMupoBaHus 1 0QOpMIICHHS IeT.

17.10. I'papa 3 HOMEHKIIATYPBI [1€]T 3aMIOJHAETCS 110 OKOHYAHUU KaJIEHAapHOTO To/ia.



17.11. B rpade 4 yka3piBaeTcsl CPOK XpaHEHHsI [ejia, HOMepa CTaTel Mo MePEeyHIo, a MPH ero
OTCYTCTBHMHM — IO TUIOBOW MJIM IPUMEPHON HOMEHKJIATYpe AEl.

Cpoku XpaHeHHUs1, YKa3aHHbIE B IEPEUHSX, SBISIFOTCA 00s3aTEIbHBIMI, U COKPAIIEHUE UX He
noryckaercsi. Paspemaercss XpaHUTh TOKYMEHTBI CBBIIIE YCTAHOBJIEHHOTO CPOKA, €CIIH B TOM €CTh
NPaKTUYeCKast HEOOX OIUMOCTb.

17.12. B rpade 5 «IlpumeuaHue» yKa3blBAIOTCS HA3BAHHUA NEPEUHEH IOKYMEHTOB,
HCIIOJIb30BAHHBIX MPU ONpPENEIEHUN CPOKOB XPaHEHMs [, IPOCTABIIAIOTCS OTMETKHU O 3aBEEHUN
nen (B TOM YHUCJIE B 3JIEKTPOHHOM BHJIE), O MEPEXOISIIINX AeNaX, O BbIACICHUH 1€ K YHUUTOKEHHIO,
O JIMIaX, OTBETCTBEHHBIX 32 (pOopMUpOBaHUE Je.

17.13. Ecimu B Teuenue ropa B OpraHusaluy BO3HUKAIOT HOBbIE JOKYMEHTHPOBaHHbBbIE
yUaCTKH padOThl, HA HUX (POPMHUPYIOTCS] COOTBETCTBYIOIIUE A€, OHU JAOTOJHUTEIBHO BHOCSITCS B
HOMEHKJIaTypy. [Insi BHOBB 3aBOAMMBIX [€]1 B KaXAOM pas3fiesie HOMEHKJATYPbl OCTABIISIFOTCA
pe3epBHBIE HOMEpA.

ITo okOHYaHMU rofa B KOHIE HOMEHKJIATYPBI JeJ JeNaeTCsl UTOroBasi 3aIich O KOJUYECTBE
3aBEeNIEHHBIX JeJ (TOMOB).

17.14. Pa3 B maThb JeT HOMeHKJaTypa Aei OpraHusaluu COIJIacoBbIBAE€TCS C SKCIEPTHO-
npoBepouHoil komuccuei (nanee — JIIK). B ciaydae kopeHHOro n3mMeHeHust QyHKIHI U CTPYKTYPBI
OPI'AHU3ALIMUN oHa moaieskuT nepecoCTaBIEHUIO, COTJIACOBAHUIO U YTBEPKACHUIO HE3aBUCHUMO
OT CpPOKa €€ COIJIaCOBaHUs.

17.15. HoMeHKknaTypa nea rOTOBUTCS B TPEX SK3EMILLIpax:

e JJIA NIOMECIICHUA B HOMEHKJIATYPHOEC OCJIO U MOCTOAHHOI'O XPaHCHU,

e ISl KICTIONIB30BAHMSI B pa0OTE OTAEIOM AEJIONMPON3BOICTBA (KaHLENspHeii),
e 1A XpaHeHus B apxuBe OpraHuzaluu.

17.16. U3 nomenkmarypel pgen OpraHu3aludl OTBETCTBEHHBIM JIULIOM 32 BEIACHUE
IENONPOU3BOACTBA O(POPMIISIFOTCSL  BBIMMUCKK AJIST  KXKAOTO W3 TMOAPA3JENCHUN H  OTHIENOB
OPI'AHU3ALINUA.

18. DPOPMUPOBAHMUE AEJ U UX TEKYIIEE XPAHEHUE.
HOATIrOTOBKA TOKYMEHTOB U JIEJI K HEPEJAYE HA APXUBHOE XPAHEHUE

18.1. ®opmupoBaHue ey — rPyNNUPOBKA UCIIOTHEHHBIX TOKYMEHTOB B [1€Jla B COOTBETCTBUHU
C HOMEHKJIaTypoi nen OpraHu3aluy U CUCTEMaTU3alUs JOKYMEHTOB BHYTPHU Jea.

18.2. [lena co AHs UX 3aBeAeHUs 10 nepenaun B apxuB OpraHusalui WIM Ha YHUUTOXKEHHE
XPAHATCS 110 MECTY UX (POPMHUPOBAHUSI.

18.3. IIpuka3el MO OCHOBHOM, aAMHHHUCTPATUBHO-XO3HCTBEHHOH, Y4eOHO-BOCITUTATEIBHON
nestenbHocTH  Opra"uszanuy, TPYNIUPYIOTCS OTHAEIbHO OT IMPUKA30B IO JIMYHOMY COCTaBy
PabOTHHUKOB U MO JINYHOMY COCTaBY OOYYArOIIUXCS.

18.4. Ilepenucka rpynmupyercst 3a MHEpHOA KaJICHIApHOIO roga U CHUCTEMATU3UPYETCs
B XPOHOJIOTHYECKON MOCIENOBATENBHOCTH.

18.5. IlpoBepka HanU4Ms U COCTOSIHUS TOKYMEHTOB U 1€ NPOBOAUTCS MPU MEePEMELICHUN
7ieJ1, TP BO3BpaTe Je, PU peopraHu3aliui Ui Juksunaunn OpraHuzannu.

18.6. B apxuB Opranuzauuu (najgee — apxuB) NEPENAIOTCS AeNia MOCTOSTHHOTO, BPEMEHHOTO
(cebime 10 JeT) CPOKOB XpaHEHHs M 1O JHMYHOMY COCTaBY depe3 3 rona Irociie roaa, B KOTOPOM
AOKYMEHTBI ObLIH MOMEIICHBI B AC€JIO HA XPAaHCHUEC.

18.7. Ilepenaya NOKYMEHTOB B apXUB MPOU3BOAUTCS MO YTBEPKACHHBIM OIUCAM JIE1.

18.8. IlogroroBka IOKyMEHTOB U [€]1 K Nepefade Ha apXUBHOE XPAHEHUE U HA YHUYTOXEHUE
MIpenyCMaTpPUBAET:

® DJOKCHOEPTU3Y HEHHOCTU JOKYMCHTOB,
e COCTaBJICHUE OIHCEH AC IO pE3yJIbTaTaM SKCIEPTU3BI UX EHHOCTH,



e odopmieHue nern,

e COCTaBJIEHHE AaKTOB HAa YHHUYTOXEHHE [OKYMEHTOB U JeJl C HUCTEKIIMMH CpPOKaMHu
XpaHEeHUsl.

18.9. DOxkcnepru3a LEHHOCTH JOKYMEHTOB IIOCTOSIHHOTO U BPEMEHHOIO XpaHEHUs
OCYIIECTBIIIETCS  €KETrOJHO JIMLIOM (JMIAaMH), Ha3HAYEHHBIM IPUKA30M  OTBETCTBEHHBIM
(OTBETCTBEHHBIMH) 32 APXHUBUPOBAHHE.

18.10. B neno nomernaercst He 6omaee 250 TUCTOB (TOJIIMHA €A TIPU STOM COCTABIISIET HE
6onee 4 cm). Ilpu OGonbLUIOM KONIMYECTBE NOKYMEHTOB (hOpMHUpPYIOTCS ToMa (4acTu) nena. Baytpu
IeJa JOKYMEHTBI PacliojlaratoTcsl B XpOHOJIOTHYECKOM MOPSIAKE B COOTBETCTBUH C ONMHUCHIO. B nena
MOMEIIAIOTCS TOJIBKO UCTIOJIHEHHBIE, MPABUIbHO 0)OPMIIEHHBIE TOKYMEHTBI.

18.11. JIokyMeHTBl BHYTpPU [ejla paclojararTCsi CBEPXY BHHM3 B XPOHOJIOTMYECKOH,
BOIPOCHO-JIOTMYECKOHN MOCJIEeN0BATENbHOCTH WIN UX COYETAaHUU. PacnopsnuTenbHble TOKYMEHTBI
TPyNIUPYIOTCS B [i€Na 10 BUJAM U XPOHOJIOTHH C OTHOCSLIUMUCS K HUM NPUIIOKEHUSIMU.

18.12. JInunHble KapTOYKH paOOTHUKOB (POPMHUPYIOTCS B AEIO MO andaBuTy haMIIni.

18.13. Odopmnenne nena npexycMarpuBaeTr: opOpMIIEHHE PEKBU3UTOB OOJIOKKH Jeja 110
yCTaHOBJIEHHOH (opMe; HyMepauuio JHCTOB B [elie KapaHJallOM B BEPXHEM I[IPaBOM YIIy;
COCTaBJICHHE BHYTPEHHEN OMHUCH IOKYMEHTOB feJa, MOALIMBKY U meperuiet aena. JIuct Gonbuoro
¢dopmara, MOALINTHIA 3a OAMH Kpad, HyMepyeTcsl Kak OOUH JIUCT B TPAaBOM BEPXHEM YIIIY.
JIOKYMEeHTBI ¢ COOCTBEHHOUW HyMeparuei JIMCTOB, B TOM YUCJIe TeUaTHbIe M3AaHUs, HYMEPYIOTCS
B 00IIIeM MOpsIzKe.

18.14. JIuctel gen, COCTOAIINX U3 HECKOJBKHUX TOMOB MJIM YACTEH, HYMEPYIOTCS MO KaXKAOMY
TOMY WJIM YaCTHU OTAEJBHO.

18.15. llocne 3aBeplueHUs HyMeEpaluyd JUCTOB COCTABJISIETCA 3aBEPUTEIbHAs HAIIUCH,
KOTOpas pacroJyiaraercsl B KOHIIe fiefa. 3aBepuTesbHasl HaAUCh COCTABISAETCS B JleJie Ha OTAEIbHOM
JMCTe-3aBepuTee Jena.

18.16. B 3aBepuTenbpHON HAAMUCH LH(pamMH U MPOMHCHIO YKA3bIBAETCS KOJHMYECTBO JIICTOB
B JAHHOM Jejie. 3aBepuUTeNIbHAas HAANUCh NOANUCHIBAETCS €€ COCTaBUTENEM C YKa3aHUEM
pacpoOBKM TOANMCH, IOJDKHOCTH M JaThl cocTaBiieHHs. KojmuecTBo JHCTOB B [1ene
IPOCTABJIIETCS. HA OOJIOKKE JieNla B COOTBETCTBUU C UTOTOBOIT HA/MTUCHIO.

18.17. PexBusur "cpok XpaHeHHs [nena" TEPEeHOCHUTCST Ha OOJOXKKY [ena H3
COOTBETCTBYIOLIEH HOMEHKJIATYypbl JAEN TOCIEe CBEPKH €ro CO CPOKOM XPAaHEHHUs, YKa3aHHBIM
B IEPECYHE TUMOBLIX JOKYMCHTOB HJIM B MEPCUYHE NOKYMEHTOB, o6pa3y}0mnxcsl B ACATCIIBHOCTHU
(enepanbHOrO OpraHa, ¢ yka3aHHEM CPOKOB XPaHEHUS.

18.18. Ha nemax mocTOSIHHOTO XpaHeHus nuieTcs: " XpaHUTh MOCTOSIHHO".

18.19. Ilpuem pen NPOU3BOAUTCA COTPYAHHMKOM, YIOJIHOMOYEHHBIM Ha BEIEHUE
NEeATEeIbHOCTU apXHUBa, C IMPOCTABJICHHEM B IBYX JK3EMILISIpax OMNUCH JeJ OTMETOK O HaJu4uu
KQXIOT0 Aea (Ha KOKIOM 3K3eMIUISIPE OMUCH YKAa3bIBACTCS KOJIWYECTBO (PAKTUYECKU MPHHSATHIX
7ieJ1, AaTa MpUeMa-Nepenadn e, a TAKKE MOANUCH aPXUBHACTA U COTPYAHMKA, IEPENABIIETrO ACTa.

19. BAK/TIOYUTEJIBHBIE ITOJOXXEHUA

19.1. Hacrosimas MHCTpyKLUS 110 AETONPOU3BOACTBY SIBIISIETCS JIOKAIbHBIM HOPMAaTHBHBIM
aktoM Opranuzauuy, npuHuMaercst Ha O0meM codpaHny pabOOTHUKOB U YTBEPIKIAETCS (BBOJUTCS B
neicTere) mpuka3oM pykosoauresst OpraHu3arum.

19.2. Bce n3MeHeHUs U JJOTIOTHEHUSI, BHOCHMBIE B HACTOSIIYI0 MHCTPYKINIO, 0QOpMITSIOTCS
B IIUCBMEHHOH (OopMe B COOTBETCTBUM JACHCTBYIOLIUM 3aKOHOAATENbCTBOM Poccuiickoi
denepann.

193. HHcTtpykuus mno pgenonpou3BoactBy B OpraHusauuu NpUHHUMAeTCs  Ha
HeonpeneneHHbll cpok. M3MeHennss u nonosnHenuss k MHCTpykuuu nmpuHUMAOTCS B MOpPSIKE,
npenycMoTpeHHoM 11.19.1. macrosmeinn MHCTpyKInu.



19.4. Tlocne npunsTHst UHCTpYKIMK (MITH MI3MEHEHUH M JOTIOJHEHHHA OTAEIbHBIX MyHKTOB U
pa3nesnoB) B HOBOW PEAAKLMH MPEAbIAyIIas PeOaKLis aBTOMATUYECKH YTPAUYNBAET CHITY.



Ipunosicenue No [

IHPABUJIA
OPOPMJUIEHUA PEKBU3UTOB TOKYMEHTOB

1. JInst mOATOTOBKM TOKYMEHTOB NPUMEHSIETCS TEKCTOBBIN PemakTop, OOecTeYrBarOIuil
TpeOoBaHUs rpagUECKOro BOCIPOU3BENEHHS PEKBU3UTOB JJOKYMEHTA.

2. Bunel u pasmepsl ucnoibp3dyeMbix mpudTos: Times New Roman 12, 13, 14; Calibri 14 u
NPUOINKEHHBIE K HUM.

3. Ilpu moAroToBKe TEKCTOB B TaONMMLAX, AJIl OOECTIEUSHUST JIYULIeH YUTAeMOCTH aHHBIX,
IOTyCKaeTcst mpuMeneHue mpudTos Buaa Arial, pasmepos 12, 13.

4. Jluana3oH UCMOJIb3YEMBIX MEXIYCTPOYHBIX HUHTEPBAJIOB. OT OAUHAPHOIO 0 MOJIyTOPHOTO.
5. AO3amHeIii OTCTYN TeKCTa NOKyMeHTa — 1,25 cm.

6. 3arojioBKM pasnesoB W TOAPA3NEIOB Me4aTaloTcss ¢ ab3alHbIM  OTCTYNOM  HIJTH
LIEHTPUPYIOTCA MO LIUPUHE TEKCTA.

7. MHOrocTpo4YHble PEKBU3UTBHI IE€YATAIOTCS 4Yepe3 OAWUH MEKCTPOUHBIM WHTEPBAJ,
COCTaBHBIE YAaCTU PEKBU3UTOB OTAEISAIOTCS JOMOJIHUTEIBHBIM HHTEPBAJIOM.

8. Ecim AOKYMEHT I'OTOBUTCH AJIA U3JaHUA C YMCHBIICHHUEM MacmTa6a, TEKCT IeUaATaACTCA
HEpE3 ABa UHTEpPBAA.

9. MutepBan Mmexay OykBamMH B CJIOBax — OObIMHBIN. MHTEpBan MEXKIy CIOBAMU — ONHH
npoben.

10. TekcT MOKyMEHTa BBIPAaBHUBAETCS MO IIHUPHHE JIUCTA (IO TPaHHULIAM JIEBOTO U MPABOTO
noJiel TOKyMeHTa).

11. Inuna caMOi ANTMHHON CTPOKH PEKBU3UTA IIPU YIJIOBOM PACMOJIOKEHUH PEKBU3UTOB HE
Oonee 7,5 cm.

12. JlnnHa caMOM IJIMHHOM CTPOKM PEKBU3UTA MTPU MPOAOIBHOM PACHIONIOKEHUN PEKBU3UTOB
He Gonee 12 cm.

13. Kox ¢opmbl nokymeHTa.

Kon ¢opmel noxymeHTa mpocTaBisieTcsi Ha YHHU(PHUUPOBAHHBIX (OpMax IOKYMEHTOB,
B OCHOBHOM HCIIOJIB3YEMBIX B KaipoBoM nokymeHToobopore OPITAHU3ALIMN. Pacnonaraercs kox
¢dopMBI B mpaBOM BepxHEM yriy pabodero mousisi JOKYMEHTa, COCTOMT u3 cjoB "dopma mo"
(HanMeHOBaHuUe KiaaccudukaTopa) u UG POBOro KOAA.

Ipumep — @opma no OKY/] 0301001.
14. Haumenosanue OPT"AHU3AILIN.

HaumenoBanue OPTAHU3BALIMM  nmomxHO COOTBETCTBOBATH HalMEHOBAHUIO
IOPUANYECKOTO  JIMIA, 3aKPEIUICHHOMY B €ro  yYpelIuTeNbHbIX JOKyMeHTax (Ycrase
OPI"AHU3AILINN). [Tox naumeHnosarnrem OPI"TAHM3AIINU B ckoOkax yka3bIBa€TCs COKPAIIEHHOE
HanmeHoBanne OPI"AHU3ALIVUN.

Han naumenosanmem OPIAHU3ALIMM  ykaswpiBaeTcsi TNOJHOE  HAUMEHOBAHHE
BBILIECTOSALLECH OpraHU3aLiy.

15. Copasounbie nannasie 0 OPI"AHU3ALIN.

Cnpasounbie nanabie 00 OPITAHU3 ALV Bxiro4aroT B ceOsi: MOYTOBBIN aapec, HOMepa
tenedoHa, pakca, aapec anekrporHoi moutsl, kog OPITAHNU3ALIMHN o OKTIO (mpocrasnsiercs mo
Obmepoccuiickomy KiaaccupukaTopy NpeAnpUsTA U OPTaHU3aLINii), OCHOBHOH rOCyJapCTBEHHBIN
peructpanmionsslii  Homep (OI'PH), uaeHTHUKALMOHHBIA HOMEP HAJOTrOIUIATENbIINKA/KOL
MPUYMHBI TOCTAHOBKY Ha Hayorosbiil yuer (MHH/KIIIT).

16. HaumeHoBaHue BUa JOKYMEHTA.



PexBu3uT uicnonb3yeTcs ISl yKa3aHUsl BUJA TOKYMEHTA U PACIOjaraeTcs roj PEeKBU3UTOM
"maumenoBanne OPI"AHU3AIIMN". HaumeHnoBaHMe BUa JOKYMEHTA HE YKA3bIBACTCS B MUChMAaX.

17. lata nokyMeHTa.

JlaToli JOKyMeHTa SIBJISIETCS 1aTa ero moamucanus (Mmpukas3, MUChMO, 3amKcKa, akT U Ap.),
yTBEP KIEHHUsI (MHCTPYKIHS, IIOJIOKEHHE, MpPaBHJIa, PErjaMeHT, IUIaH, OTYET W [p.), COOBITHS,
3a(pUKCUPOBAHHOTO B IOKYMEHTE (ITPOTOKOIT).

I[aTa AOKYMEHTA MMPOCTaBJIACTCA JOJDKHOCTHBIM JIMLIOM, IIOAITUCHIBAOLIIUM I
YTBEPKOAOIHUM  AOKYMECHT, MWK TIIpU PETUCTpAlUHM OOKYMECHTA, WK  HEIOCPEACTBEHHO
COCTaBHTEJIEM MPH MOATOTOBKE NOKyMeHTa (Ciry»keOHas 3aMmucka, 3asiBJIeHue U JIp. ).

JIOKyMEeHTBI, M31aBaeMbleé COBMECTHO C OPYIMMH OPTaHU3aIMsIMU JOJDKHBI MUMETh OJHY
(enuHyr0) narty.
Jaty nokymeHnTta opopMIIsIFOT apaObCKUMH LU(paMH B TIOCJIEIOBATEIbHOCTH:

e JIEHb MecsLa, Mecsl, rof. Jlenp Mecsna u Mecsal oQOpMISIFOT ABYMs ITapaMHu apaOCKuX
udp, pa3neIeHHbBIMU TOYKOH; ro — 4eThIpbMs apabckumu udpamu, Hanpumep: 01.12.2017. byksa
""" mocne mudp He CTaBUTCS.

e Tmpu cioBecHO-IH(PpoBOM criocobe oopmiIeHUs TaThl JeHb MeCsIa YKa3bIBAETCS Mapoi
apabckux 1udp, rox 4eTeIpbMs apabckumu Ludpamu, Hanpumep: 12 nekadps 2017 r.

18. PeructpauvOHHBINA HOMEP AOKYMEHTA.

PernctpaliliOHHBIII HOMEP MOOKYMEHTAa MPOCTABISAECTCI B COOTBETCTBUM C CHCTEMOM
peructpauuy, npuHaToi B Opranusanuu.

PeructpaunoHHbII  HOMEp TPUCBAMBAETCS  JOKYMEHTY IMOCIE€ €ro  IOMIMUCAHUS
(yTBEpXKIEHUS).

Ccbuika Ha perucTpallOHHbBIN HOMEpP U JaTy JOKYMEHTA.

Ccbulka Ha UCXONSIIMA HOMEP U JaTy JAOKYMEHTa aJapecaHTa BKJIIOYaeT B cedst
PETUCTPALIMOHHBIN HOMEP U IaTy JOKYMEHTA, Ha KOTOPBIH JOJIKeH ObITh JaH OTBET.

19. Mecro coctaBiieHus (M3aHus1) TOKYMEHTA.

MecTto cocTaBieHUs] WINM W3IaHUS JOKyMeHTa — "ropox ..." - yka3bIBaeTcsi Ha OJaHKax

IIPOTOKOJIOB U aKTOB, COCTaBisieMbIX B OpraHuzanuu.

20. Anpecar.

B pexBmsure "Anmpecar" uWCHONB3YIOTCA ~OQHUIMAIbHBIE HAUMEHOBAHUS OPTaHOB
roCyJJapCTBEHHON M UCIOJHUTENbHOM BJACTH, OPraHOB MECTHOTO CaMOYIIPaBJIEHHUs, OpraHHu3alni.
JlomyckaeTcst UCHONb30BaTh O(PUIMANBHO TPUHSITHIE COKpAINEHHBbIE HAMMEHOBAHUS OpPTaHOB
roCyJapCTBEHHOHN U MCIIOJIHUTENbHON BJIACTH, OPraHOB MECTHOI'O CAMOYIIPABJICHUs, OpraHU3aL1H.

IIpu anpecoBaHuy JOKYMEHTa AODKHOCTHOMY M YaCTHOMY JIMLY MHUIIHAJBI CTaBSITCS OCTe
bammnn.

Ipumep — Pykosooumenio OO0 « Cmpoumensy

Damunus U.0.

PexBm3ur "ampecar" mpocTaBisieTcss B BepXHEHW NpaBOW 4YacTH NOKyMeHTa (Ha OyaHke
C YIJIOBBIM PACHOJIOKEHNEM PEKBU3UTOB) HIIM CIpaBa MoJ PeKBU3UTAMH OJlaHKa (TP MPOIOIBHOM
pAacIioNoKeHNH PeKBU3NUTOB OnaHka). CTpoku pekBH3UTa "anpecar” BBIPABHUBAKOTCS TIO JIEBOMY
KParo WJIA LHEHTPYIOTCSI OTHOCUTENIBHO CAMOU JJIMHHOMN CTPOKH.

IIpu appecoBaHum TOKyMeHTa O€3 yKa3aHUs JOJKHOCTHOTO JIMIa HAMMEHOBAHHS aJJPecaToB
MULIYTCS] B UMEHUTEJIbHOM Ma/ieke, HalpuMep:

Opeanvr cmamucmuku 2opooa Mockesi

Ilpu ampecoBaHuM OOKyMEHTa PYKOBOAMTENIO OpPraHU3alMM HAUMEHOBAHHUE [OJLKHOCTU
YKa3bIBAETCs B JATEIBHOM MAJI€3Ke, HAIPUMED:



Lenepansnomy oupexmopy OOQO «H30anue »
Damunus U.0.

ITouToBBIil anpec HE YyKa3blBA€TCS B NOKYMEHTAx, HANpPaBJIsiEMbIX B BBICIIME OpPraHbl
rOCyJIapCTBEHHOH BIIACTH, (eiepaibHbIe OpraHbl UCIIOJHUTENLHON BJIACTH U X TEPPUTOPHUATHHBIE
Oprasbl, OpraHbl FOCYAAPCTBEHHON U UCIIOJTHUTEIBHOMN BJIACTH, MOCTOSI HHBIM KOPPECITOHACHTAM.

IIpu anpecoBaHMM MUChMA B OPTAHU3ALMIO YKA3BIBAIOT €€ HAMMEHOBAHHE, 3aTE€M TIOYTOBBIN
anpec, HalpuMep:

T'ocyoapcmeennoe yupeoicoenue Bcepoccuiickuii HAYYHO-UCCIEO0BAMENbCKUT UHCIIUMYM
OOKYMEeHMOBeOeHUsl U APXUBHO20 el

IIpogpcorwsnas yn., 0.82, Mockea, 117393

IIpn agpecoBaHMM MOKYMEHTa (PU3UUECKOMY JIMLY YKA3bIBAIOT (PAMUIMIO M WHUIHAIIBI
MOJIy4aTesisi, 3aT€M MMOYTOBBIN aipec, HapuMep:

Illemposy HU.11.
IIpouszeoocmeennas yi., 0.5, k6.12,
2. Mocksa, 119633

PexBusut "Anpecatr”" He moikeH comep:karb Oojyiee uweThipex anpecato. Cioso "Komus"
nepe; BTOPbIM, TPETbUM, YETBEPTHIM ajpecaTtaMu He ykasbiBaercs. [Ipu yucnie agpecatoB Ooee
4-X COCTaBJISIETCS CMUCOK PACCHUIKH TOKYMEHTA.

Ecnau nokyMeHT OTnpaBisieTcsl B HECKOJbKO OJHOPOAHBIX OpraHU3alUil WIH B HECKOJBKO
CTPYKTYPHBIX TOAPA3AEIEHUI OpraHa UCTIOIHUTENbHON BJIACTH, TO OHU YKa3bIBAIOTCS 00OOIIEHHO.

ITpumep:
Pykosooumernsim yupescoenuit OO
20. I'pu yTBEp>KACHUS TOKYMEHTA.

I'pud yTBEepKIEeHUS MPOCTABIISETCS B IPABOM BEPXHEM YTy HOKyMeHTa. CTPOKH PEKBH3HUTA
BBIPABHUBAIOTCS MO JIEBOMY KpPAar WIM LEHTPUPYIOTCS OTHOCHUTENIBHO CaMOW JJIMHHOW CTPOKH.
JIOKyMEHT yTBEeP KAAeTCs TOJKHOCTHBIM JINLIOM (IOJPKHOCTHBIMH JIMLIAMH ) FUTH PACTIOPSIAUTETbHBIM
TOKYMEHTOM (TIOCTAHOBJICHUEM, PEIIEHHEM, TIPUKA30M, PACTIOPSKEHUEM).

IIpu yTBep:KaeHNH JOKYMEHTA JOJKHOCTHBIM JIMLIOM Ipu( YTBEPIKACHHS JOJDKEH COCTOSITh
u3 cinosa YTBEPXJIAKO (6e3 kaBbluek), HAMMEHOBAHMS [OJDKHOCTH JIMLA, YTBEPIKAAIOIIETO
OOKYMEHT, €ro MOAIMUCH, HHILUAIOB, (PaMUIIMU U JaThl YTBEPKACHUS.

ITpumep:

VIBEPK/[AIO

HHupexmop I'OKY « Canamopnas wikonra-unmepnam Ne 4»
H.0. ©amunusn

Jlama

HpI/I YTBEPKACHUN HOOKYMECHTA HCCKOJIbKUMHU HJOJKHOCTHBIMH JIMDAMHU HUX TMOAINUCH
pacnojiararoTcss Ha OAHOM YPOBHE.

IIpn yTBep:kOEeHHMH NOOKYMEHTa pPAaCIOPSANTEIbHBIM [OKYMEHTOM TpH(] yTBEpKIECHUS
cocroutr u3 ciuos YTBEPXJIEH (YTBEPXAEHO, YTBEPXJ/EHbBI, YTBEPXJ/EHA),
COIJIACOBAHHOTO C HAaWMEHOBAaHWMEM BHAA YTBEPXKOAEMOIO NOKYMEHTa, HAaNMEHOBAHUS BHUIA
NOKYMEHTA B TBOPUTEJILHOM MaJeXKe, €ro 1aThl, HOMEpa.

ITpumep:

VIBEP)K/[EHO

npurazom I'OKY « Canamopnas wikona-unmepnam Ne 4
om 01.03.2020 No 57

21. 3aroJoBOK K TEKCTY.



3aroioBOK K TEKCTy — KPaTKOe COAep’KaHWEe NOKYMEHTa. 3arojoBOK K TEKCTy IMpHKa3a
dopmymupyercs ¢ npeayorom "O" ("O06") u oTBevaer Ha Bonpoc "o yem?"):

e mpukas (0 yem?) 0 CO3AaHUU KOMHUCCHUH;
e mpukas (0 yem?) 00 yTBEPIKACHUH [ITATHOT'O PACIIHCAHUS,
e THCHMO (O YeM?) O IPEAOCTaBICHUH HHPOPMALIUH.

3arojoBOK K TEKCTy Oo(opmisieTcss Mo peKBU3UTaMH OJlaHKa CJIeBa, OT TPAHULBI JIEBOTO
OIS

HaumenoBanue (3arojioBOK) JIMOO aHHOTAIUSI JOKYMEHTAa COCTaBIISIETCS aBTOPOM IMPOEKTa
TOKYMEHTA.

3aroJoBOK K TEKCTY MOXKET HE COCTABISATBHCS, €CiIM 00beM JOKYMEHTa He mpeBbluaeT 4-5
CTPOK.

22. Tekct nOKyMeHTA.

Hoxymenter OPTTAHU3AILIMU cocTaBnsitoTCs Ha TOCYIapCTBEHHOM si3blke Poccuiickoi
denepaliul — pyCCKOM.

TekcTt AOKyMEHTa MOXKET COAEPKaTb pa3feNbl, MOAPA3MENbl, IyHKTHI, ITOAMYHKTBI,
HyMepyeMble apadCcKkuMu nudpamu.

B nmpukasax TeKCT OOKyMEHTa H3JararoT OT MepPBOro JHLA EeIMHCTBEHHOTO YHCIa
("mpukaseiBaro")

B AOKYMEHTAaxX KOJUICTHUAJIBHBIX W COBCHIATCIIBHBIX OpraHax oOT TpPEThETO JIHLA
enUHCTBeHHOTo uncha: ("cobpanue... pemuso")

Texkct mpoToKOJa M3JaraeTcsi OT TPEThEro JMIa MHOXeCTBeHHoro ymcia ("ciymann”,
"BpicTymuin", "noctanoBmn", "pemuan"),

B cOBMeCTHBIX JTOKYMEHTaX TEKCT H3JIarar0T OT MEPBOro JIMIa MHOKECTBEHHOrO YHCIa!
("mpukassiBaem", "peumm").

B nenoBbix (ciryskeOHBIX) MUCbMaxX UCTIONB3YIOTCS (POPMBI H3JIOKEHHS:

e OT MEPBOrO JIMIA MHOXKECTBEHHOro 4yucyia ("mpocuM HampaBuTh", "HpencTaBiisieM Ha
paccMmoTpenue");

e OT Tperbero juua eauHcTBeHHOro umncna ("Anmunucrpamms OV Illkoma Ne 1238 He
BO3pakaet");

e OT MEPBOrO JHUIA eAUHCTBeHHOro umcia ("cumraro HeoOxomumbiM", 'mpemiararo
paccMoTpeTs").

IIpu ynorpebnennu B TekcTe haMUIINH UL MHULHAIIB] YKAa3bIBAKOTCS MOCIE (PaMUITHHL.
B nenoBbix (ciyskeOHBIX) MUCbMaX MOTYT HCIIOJIb30BATHCA:

e BCTYIHUTEIbHOE OOpaIleHue:

Veaoicaemsiit 2cocnooun Heanoe!

Veaoicaemas cocnooca [lemposa!

Veaocaemviit Huxonaii Illemposuu!

Veaocaemasn Onvea Huxonaesna!

Veaoicaemvie cocnooa!

B oOpamennn nmo JOMKHOCTH HAUMEHOBAHUE AOJDKHOCTH IMUIIETCS] C MPOIUCHON OYKBBI,
B 0OpaleHny no (paMHUIMHA WHULHAIIBI JINLA HE YKAa3bIBAKOTCSL.

e 3AKJIIOYMTENbHAS STUKETHas ppasa:

C yeavicenuem, ...

CTpaHumpl JOKYMEHTa HYMEPYIOTCS, HadMHAas CO BTOPOrO JIMCTA AOKYMEHTa apabCKUMHU
udpaMu mocepenuHe BEPXHEro MOJIsL.



Texkct AOKYMECHTa OTACIACTCA OT 3aroJIOBKa ABYMSA WKW TpPEMA MEKAYCTPOUHBIMU
HHTEPBaJIaMU UCIIOJIB3YEMBIMU B TCKCTE.

23. OT™meTKa O MPUIIOKEHUU.

OTMeTKa 0 IPUIIOKEHUN UCTIONb3YyeTCs MPH O(POPMIIEHUN MUCEM M MPHJIOKEHUH K TUIaHaM,
porpaMmam, OT4eTaM, MOJIOKEHUSIM, [TPaBUiIaM, HHCTPYKLUAM U IPYTUM JOKYMEHTaM.

B nmucemax oTMeTka o mpUIIoKEeHUH 0OPMIIIETCS IO/ TEKCTOM NMUChMa Ha paccTostann 1,25
CM OT TrpaHuLBl JIeBOro nojs. Ecnu npunokeHne Ha3BaHO B TEKCTe MHUCbMAa, B OTMETKE
O NPWJIOKEHUH YKa3bIBAETCS KOJWYECTBO JINCTOB U KOJWYECTBO SK3EMIUIIPOB MPUIOKEHHUS,
HaIlpuMmep:

Ipunooicenue: na 3 1. 6 1 9k3.

Ilpn HanMUUKM HECKONBKUX MNPUIOKEHWN, B OTMETKE O MPUJIOKEHUU OHM HYMEPYIOTCH,
YKa3bIBAlOTC HAWMEHOBAaHMS KAXKIOrO MPUIOXKEHMs, KOJUYECTBO JIMCTOB U KOJIHYECTBO
3K3E€MILIAPOB, HAIPUMeED:

Ipunooicenue:
1. IInan-epagpux ... na 3 1. 6 2 3k3.
2. Cnpaska o noomeepaicoenuu pakma odyuenus... na 1 1. 6 1 ox3.

Ecnu mpunoxenuss cOpOIIIOpOBAaHBI, TO KOJHYECTBO JIMCTOB HE YKasbiBaercs. Ecmm
MPUJIO’KEHHE HAINPaBJISIIOT HE BO BCE YKa3aHHbIE B JOKYMEHTE aJpeca, TO OTMETKY O €ro HaJlu4duu
ohOpMITSIFOT ClIeAyIOITUM 00pa3oM, HAPUMEP:

Ipunoowcenue: na 3 1. 6 1 5x3. MoOALKO 8 Nepesiii aopec.

Ha NPUIOKEHUAX K TIpaBUjIaM, HHCTPYKOUAM, IMOJIOXKCHUAM, IIJIaHAM, IIpOrpaMmam,
AOroBoOpaM MU APYIruM HJOKYMCHTAM OTMETKA O HNPUIOKCHHUU MPOCTABJIACTCA Ha NCPBOM JIMCTE
MPUIIOXKEHUA B IIPAaBOM BEPXHEM YTIITY.

Ecnu npunoxkeHue onHO, OHO He HyMmepyercs. Eciu mpuinokeHUil HECKONBKO, OHHU
HyMepyroTcs (mpuiokeHue 1, mpunokenue 2).

B Tekcre noKyMeHTa TpHU TEPBOM YIOMHHAHMM JIOKYMEHTA-TIPHJIOKEHHs B CKOOKax
yKa3bIBaeTCs: ... (MPUIIOKEHNE) WIH ... (IpHIIoKeHHe 1); mepe HoMepOM NPUIIOKEHHUS IOy CKAeTCsI
CTaBUTh 3HAK HOMepa. ... (mpuyoxkerue N 2);

B oTmeTke 0 MpUIIOKEHUHU YKa3bIBAeTCs HAMMEHOBAaHHE BHAA OCHOBHOTO JOKYMEHTA, €ro
7ata U HOMep, HarpuMep:

Ipunoscenue N° 2 k npuxazy I'OKY «Canamopuas wixona-unmepnam Ne 4» om 01.02.2023
No 67

Ecnmu mpunokeHneM K IOKYMEHTYy (Hampumep, K TpPHKa3y) SIBISIETCS YTBEPIKIAEMbIH
IOKYMEHT, (ITOJIOKEHHE, TPaBWiIa, MHCTPYKLUS, PErJIaMEHT U [Ip.) B BEPXHEM IPABOM YTy
MPOCTABISIETCS OTMETKA O MPUIIOKEHUH, HUKE — IPU} YTBEPIKACHUS, HAITPUMED:

Ipunooicenue

VIBEP)K/[EHO

npurazom I'OKY « Canamopnas wixona-unmepnam Ne 4» om 01.02.2023 Ne 67

Bun u pasmep mpudra peksuzura "OTMeTKa 0 IPUIOKEHUN" TOJKEH COOTBETCTBOBATH BUY
U pasMepy mpudTa TEKCTa TOKYMEHTA.

24. I'pu cornacoBaHusi JOKYMEHTA.

I'pud cornmacoBaHusi TOKYMEHTa UCTOJIB3YETCS IPU COTJIACOBAHMM AOKYMEHTA C OpraHaMu
BJIACTH, OPTaHU3AUSIMHU WA JOJDKHOCTHRIME Juiamu. OH coctout u3 ciosa "COI'JIACOBAHO",
IOJDKHOCTH JIMIA, KOTOPBIM COTJIACOBAH JOKYMEHT (BKJIFOYast HAUMEHOBAHUE OPTaHU3ALINH ), THYHON
MONIUCH, PacIIuPOBKH MOAMUCH (MHULIUAJIOB, (PaMUJIMH) U 1aThl COTJIACOBAHMSI.

ITpumep:

COI'JTACOBAHO



HHupexmop I'OKY « Canamopnas wikonra-unmepnam No 4»
HHU. Hsanos
01.12.2017

I'pud cormacoBanust B 3aBUCIMOCTH OT BHAA TOKYMEHTa M OCOOEHHOCTEH ero oopMIIeHUs
MOXKET IMPOCTABJISITHCS:

e Ha MEPBOM JICTE JOKYMEHTa (€CJIM JOKYMEHT MMEeT TUTYJIbHBIN JIUCT — HA THTYJIbHOM
JIMCTE) B JIEBOM BEPXHEM YIJIy Ha yPOBHE rpuda yTBEP KASHUS WU MO HANMEHOBAHHEM JJOKYMEHTa
OJmKe K HIDKHEMY TIOJIIO);

e Ha MNOCJIEAHEM JIMCTC NOKYMEHTA IMOA TCKCTOM,
e Ha JIHMCTC COIJIaCOBAHMsA, ABJIAIOIEMCA HEOTHEMJIEMOM YaCThIO AOKYMECHTA.

Bremree cornmacoBaHHe TakXKe MOXKET OBITH OCYIIECTBJICHO APYTUM TOKYMEHTOM —
MHACBMOM, ITPOTOKOJIOM, IPUKA3OM.

ITpumep:

COI'JTACOBAHO npuxazom J[O2M om 01.07.2017 Ne 01-01/54
25. Busa.

CornacoBanue NpoOeKTa JOKyMEHTa OOPMITAETCS] BU30M.

Buza mpocrasiisieTcss COOCTBEHHOPYUHO JIMLIOM, BUSHPYIOIIUM JOKYMEHT, U BKJIFOUaeT B ceOst
HaMMEHOBAHUE [IOJDKHOCTH BHM3HMPYIOIIErO, €ro JHMYHYI [MOAMKHCh, PACIIU(POBKY MOAMHCH
(MHULMANBI, (PAMIITHIO) U AATY.

ITpumep:

Samecmumens oupexmopa

H.0. ©amunusn

03.04.2020

JlomycKaeTcst MOJIMCTHOE BU3UPOBAHNE TOKYMEHTA U €T0 MPHJIOKEHHH.

Ilpy Hanuyuu 3aMeyaHul, AOMOJHEHUNW K TMPOEKTYy JOOKYMEHTa BHU3a JOMOJHSETCS
COOTBETCTBYIOLIUM YKA3aHUEM.

I[J'If[ AOKYMEHTA, NOAJIMHHUK KOTOPOIr0 OTHPABJIAOT U3 OpFaHI/ISaLII/II/I, BU3bI MPOCTABJIAIOTCA
Ha SK3EMILIApax TOKYMEHTOB, IOMEIACMBbIX B ACJIO.

I[J'I;[ AOKYMCEHTA, MOAJUHHUK KOTOPOIro OCTaC€TCA B OpFaHI/ISaLII/II/I, BH3bI COINIaCOBaHUA
MPOCTABJIAKOTCA Ha 060p0Te MOCJCAHErO JIMCTAa NOAJIMHHUKA JOKYMCHTA WUJIM HAa MOCJIICAHEM JINCTC
AOKYMEHTA NOA IMOAIMUCEHIO.

26. Iloamnuce.

IMonmuce BKIIOYAET: HAUMEHOBAHHME AOJDKHOCTH JIMLA, IOAMUCABIIETO OKYMEHT, €ro
COOCTBEHHOPYYHYIO MOAIMUCH; PAaCIIU(POBKY MOAMUCH (MHHLIUAIBI, (HaMUIHS):

ITpumep:
JHupexmop nuunasn noonuce 1.0. Qamunus

Ecin nokymeHT odopmiieH He Ha OnaHke, B HAUMEHOBAHHE OJIKHOCTH BKIIFOYAETCS
HaumeHoBanne Opranuszauuu (mojgHoe Haspanme Opranusanuu). JlomyckaeTcss B peKBU3HTE
"Tloanuch MOJKHOCTHOTO JUIA" [EHTPUPOBATh HAMMEHOBAHUE MOJDKHOCTHU JIMIA, TOATHCABIIETO
JOKYMEHT, OTHOCUTEIBHO CaMOH JJIMHHON CTPOKHU.

HpI/I noannucaHumn I[OKYMGHTa HECKOJBbKUMU AOOJKHOCTHBIMU JINMIAMHAU paSHbIX I[O.]'DKHOCTGfI
UX TIOAMHCH PACTIONAratoT OAHY MO APYTroi B MOCIENOBATEILHOCTH, COOTBETCTBYIOIIEH UePAPXUH
3aHUMAaeMOHN JOJKHOCTH.

ITpumep:
Jupexmop nuunas noonuce U.0. Damunus.
Samecmumens oupexmopa auynas noonucs M.0. amunusi.






OTMeTKa 0 3aBEpPEHUH KOIMHMH BKJIIOYAET: CI0BO "BepHO", HaMeHOBaHUE NOJKHOCTH JIULIA,
3aBEPUBIIETO KOMHIO, COOCTBEHHOPYYHYIO TOANMHCH, pacinpoBKYy NOANHCH (MHHLIHAIIBIL,
bammuio), naTy 3aBepeHust KOMUH JOKYMEHTA.

PexBusur "OTMmeTka O 3aBepeHUU KOMUU" MOXKeT ObITh OpOpMIIEHa OT PYKH WIH
C UCMOJb30BAaHUEM LITAMIIA.

Jonyckaercs 3aBepsATh KaKAbIi JUCT MHOTOCTPAHUYHON KOMMUH JOKYMEHTA.
30. OTMeTKa O MOCTYIIJIEHUH TOKYMEHTA.

OTMmeTKa O MOCTYIJIEHUH JOKYMEHTA COAEPKUT BXOSIIUN perucTPaliMOHHbIM HOMEp U JaTy
MOCTYIJIEHUs1 JOKyMeHTa. Jlomyckaercsi yka3aHue€ 4acOB M MUHYT IOCTYIJIEHHs IOKYMEHTa C
3aBEPEHUEM MOANUCSIMHU 3aMHTEPECOBAHHBIX JIULI.

OTMeTKa [¢] HOCTYHJ'IGHI/II/I I[OKYMGHTa MOQXKET HpOCTaBJ'[HTbCﬂ C UCITOJIB30BAHHUEM LITAMIIA.
31. Pesonronus.

Pesomonst comepkUT ykasaHME IO HMCIOJNHEHWI0 JokyMeHTa. Ona odopmisercs Ha
cBOOOHOM MecTe pabodero moJisi JOKYMEHTa.

Pesomonmss Bkrowaer B cedst: paMmimio, WHHLMATIBI HUCMOMHHUTENS (MCTIONHUTENEH),
HOpYYeHHe 10 JOKYMEHTY, OIIHCh aBTOPa PE30JIFOLNH U aTy OOPMIIEHHS PE3OJTIOLIH.

PGSOJ'II'OLII/UI, Mo YCMOTPEHUIO JIMIA, JAOLIEr0 MOPYUCHUE, MOXKET BKJIFOYATH B cebst TakKe
CPOK HUCIIOJIHCHUA JOKYMCHTA.
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