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l. O01mme MoJ10KeHUs

1. WNuctpykius no aenonpousBoiactBy (nanee — Uuctpykuus) B MBOY «Xaposckas COILL
No2y (nmanee Takke — ydpexJeHHE) YCTAaHABIMBACT €IWHBIE TPeOOBaHUS K MOJArOTOBKE, 00paloTKe,
XPaHEHUI0O W HCIOJIb30BAHUIO JIOKYMEHTOB B IEJISIX COBEPIICHCTBOBAHMS JICTONPOU3BOJICTBA U
MOBBIICHUS €Tr0 3P (HEKTUBHOCTH.

2. [Tonoxxenuss MHCTPYKIIUU pacpOCTPAHSIOTCS Ha OPTaHU3AIMIO PAaOOTHI C JTIOKYMEHTAMH
HE3aBHCHMO OT BHJIAa HOCUTEJNS, B TOM YHCJE C 3JICKTPOHHBIMHU JOKYMEHTaMH, BKJIOYasl MOATOTOBKY,
00paboTKy, XpaHEHHE U HUCIIOJIb30BAHUE JIOKYMEHTOB, OCYIIECTBIISIEMbIE C TIOMOIIbIO HH()OPMAITMOHHBIX
TEXHOJIOTHH.

3. Opranuzanus, BEICHHWE U COBEPIICHCTBOBAHUE JCIIONPOU3BOJCTBA B YUPEKICHUH U
KOHTPOJb 3a COONIOACHHEM TpeOOBaHUN HACTOALICH HHCTPYKIMH OCYILECTBISIOTCS PpPaOOTHUKOM,
OTBETCTBEHHBIM 3a JICJIONPOU3BOJICTBO.

4, Opranu3anust paboThl ¢ TOKYMEHTaMU IO OTJAEJIbHBIM HampaBJICHUsIM padoThl (yueOHas,
BOCIIUTATENbHAS, METOJMYECKas, KaJpoBas W Jp.) BO3JIAracTcss HAa OTBETCTBEHHBIX 3a JIaHHBIC
HaIpaBJICHUS.

5. Ha mepuon otmycka, KOMaHAMPOBKH, OOJIC3HH WJIM B CJIydae YBOJBHCHHS PaOOTHHK
o0s3aH mepenath (6apuanm — MO aKTy) BCE HAXOJSIIUECS HA HMCIOJHEHHHM JIOKYMEHTHI PabOTHHKY,
OTBETCTBEHHOMY 3a JICJIONPOM3BOJICTBO B YUYPSKICHUH, WIH JPYroMy pPAaOOTHHKY II0 YyKa3aHUIO
HEMOCPEACTBEHHOTO PYKOBOAUTEIIS.

[Tpu yBONbHEHUM TIIepeada JOKYMEHTOB OCYIIECTBIISICTCS 110 aKTy. (OaHHbll ab3ay UCKIIOYAemcs,
ecniu nepeoaia OOKyMeHmos no aKkmy npedycmompena 8 npeovioyuem adzaye)

6. [Tpu cMeHe pabOTHUKA, OTBETCTBEHHOTO 32 JICTIONPON3BOJICTBO, COCTABIISETCS aKT IprUeMa-
nepeaayn TOKyMEHTOB U JIEI.
7. CopepxaHue JOKYMEHTOB HE TIOJUICKUT pasrianicHuro. [lepenadya TOKyMEHTOB, HX KOTTUI

U BBIIMCOK M3 HUX, IMPOCKTOB TOKYMEHTOB TPaKIaHaM M OPTaHU3aIMsIM OCYIIECTBISETCS TOJBKO C
pa3pelieHus PyKOBOIUTEIS YIPCHKICHHUS.

8. Wudopmanus, copepkamascs B JTOKYMEHTAaX, MOXKET HCIIOJIb30BaThCS TOJBKO B
CIIy’)KEOHBIX IIETSX W B COOTBETCTBUU C MOJHOMOYHUSIMU JIHI, paOOTAIONINX MM 3HAKOMSIIUXCS C ITON
nHpopMaIuen.

9. [Tpu yrpate NOKYMEHTOB PaOOTHHK HH(POPMHUPYET HEIOCPEICTBEHHOTO PYKOBOIMTEIIS,
MOCIIE Yer0 OPraHu3yeTCs PO3BICK JOKYMEHTOB.

Ecnu po3bICK JIOKYMEHTOB HE JIaeT pe3yibTara, COCTABISETCS aKT, B KOTOPOM YKa3bIBAIOTCS
JaHHBIE YTPAuEHHOTO JOKYMEHTa, a TaKKe OOCTOSATENbCTBA, MPH KOTOPBIX MPOU3OILIA yTpaTa, Mocie
9ero MpeANPUHUMAIOTCS MEPHI 110 3aMEIICHHIO IAHHOTO IOKYMEHTAa 3aBepEHHOM KOIMEH JJOKYMEHTA.

10.  BepmeHue mepenuckM OT MMEHH YUPEXKIEHHUS OCYLIECTBISETCS PYKOBOAUTENIEM
YUPEXKJIEHUS WIH T10 €T0 MOPYUYEHHUIO 3aMECTUTEISIMU PYKOBOJUTES.
11.  IlpaBuna u mopsaoK pabOThl C JOKYMEHTaMH, YCTaHOBIIEHHbIE HacTosAued MHcTpykuuei,

00s13aTeNbHBI ISl BCEX paOOTHHUKOB YUPEKICHUS.

PaboTHUKM yupex[eHHs HECYT AMCUUIUIMHAPHYIO M MHYIO YCTaHOBJIEHHYIO 3aKOHO/ATEIbCTBOM
Poccuiickoit ®denepanuu OTBETCTBEHHOCTh 3a HecoOJtoJieHue TpebdoBaHui WHCTpykuuu, HapylleHue
npaBua OOECHEeYeHHs] COXPAaHHOCTH JOKYMEHTOB M TMOpsAIKa JOCTyla K cojepxaleiics B HHX
HH(pOpMaLINH.

1. Co3naHue 10KYMEHTOB B y4Ype:KIeHHH

OO6mwme TpeboBaHUS K CO3/IaHUIO JIOKYMEHTOB

12. [Tpu cocraBienun M O(QOPMIIEHUH TOKYMEHTOB MJOJDKHBI COOMIOAAaThCcs TpeOOBaHUSA U
npaBuia, o0ecTeyrBarOIIne IOPUIUUECKYIO CHILY TOKYMEHTOB.
13.  JloxymeHTHI yupexaeHus ohOopMIIIOTCS Ha OJIaHKaX WM CTaHJAPTHBIX JIHCTaX Oymaru

¢dopmara A4.
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14,  Kaxnelii TUCT JOKyMeHTa, O(GOpMIICHHBIH Ha OlaHke WM 0e3 Hero, JOJKEH HMETh
CIIEAYIOIINE TIOJIS:

20 MM — JI€BOE;

10 mm — mpaBoe;

20 MM — BEpXHEE;

20 MM — HUXKHEE.

JlokyMeHTBI JyIUTenbHBIX (cBbILIE 10 J1€T) CPOKOB XpaHEHMsI IOJIKHBI UMETh JIEBOE 110JI€ HE MEHEE
30 mm.

15.  Jlns co3zpmaHusl, pelakTUPOBaHHUA U O(GOPMIICHHUS JTOKYMEHTOB HCIOJB3YETCS TEKCTOBBIN
penakrop Microsoft Word / Openoffice org.

OTnenbHbIE JOKYMEHTBI MOTYT OBITh HalMCaHbl OT PYKH (3asiBICHUE, OOBSICHUTENbHAS 3alIMCKa U
ap.).

16.  JloxyMeHTHI Ha JIEKTPOHHBIX HOCUTEIISIX COXpaHsoTCs B popmare .doc, .docX.

17.  Ilpu co3maHuM AOKyMEHTa Ha JAByX M Oojiee CTpaHMLaX BTOPYK WU IOCIEIyHOIIUE
CTpaHMIIbI HyMepyloT. Homepa cTpaHuIl MpOCTaBIAIOTCS MOCEPEIMHE BEPXHEro MOJs JTOKYMEHTa Ha
paccrossHuu 10 MM OT BEpXHETro Kpast JIHCTa.

Hymepanus cTpanuil B Ka)I0M MPHIIOKEHUN JOIDKHA OBITH CAMOCTOSITEIIHHOM.

18.  Jlomyckaercs co3iaHue JOKYMEHTOB Ha JIMLEBOW M 00OpOTHOHM cTopoHax sucta. Ilpu
JIBYCTOPOHHEM CO3JIaHWU JJOKYMEHTOB IIMPHHA JICBOTO IOJISl HA JIMIIEBOW CTOPOHE JIUCTA M MPABOTO OIS
Ha 000POTHOM CTOPOHE JINCTA JJOJKHBI OBITH PaBHBI.

19.  Ilpu oopmieHnHU TOKyMEHTA, 3aHUMAIOIIEr0 HECKOJIBKO JINCTOB, Ha OiaHke oopmisiercs
TOJIBKO NEPBBIH JIUCT.

20.  HoxymenTtsl nedatarotcs mpudpToM Times New Roman pazmepom Ne 12, 13, 14.

[Tpu coctaBienuu TabIUI] 1OMyCKaeTCs UCHoilb30Banue mpudTos pazmepamu Ne 10, 11.

21.  KagecTBO meuyaTH JOJDKHO 00€CIeYHBaTh HOPMAIBHOE YTEHHE TEKCTa U BOSMOXKHOCTD €TO
BOCIIPOU3BEICHUSI CPEACTBAMU KOMMMPOBATIBHO-MHOKUTEIBHOM TEXHUKH.

22.  Tabmuubl u TpaduKd MOTYT pacmojaratbCs Ha JIMCTE OyMaru ¢ MCIIOJIBb30BaHUEM
aJIbOOMHOW OPUEHTAIMM CTPAHHIIBI.

23.  Ilpu cocraBieHUM pPACYETHBIX TaOJMII MOXET HCIOJIb30BaThcs mporpamma Microsoft
Excel.

24.  AO03amHbI OTCTYI TEKCTA JOKyMeHTa — 1,25 cMm.

B cnydasix, korma a03aipl cieqyloT B TEKCTE IMOCE JIBOETOUMS, MX Hayano odopmisiercs 0e3
TUpE, IPYTHX 3HAKOB, UX OTIEISIOT JAPYT OT JPyTa C MOMOIIBIO TOUKHU C 3aIISITOMH.

25.  Tekct NOKyMeHTa Iedaraercd ¢ MexcTpouHblM uHTepBajoM 1,0. Ilpu odopmiienun
Ta0JINI JOMYCKAETCs UCIIONIb30BaTh MEKCTPOUHbIN HHTEepBa 0,8.

JlomyckaeTcsi yMEeHbIIIEHHE UHTEPBAJIOB PU HEOOXOIMMOCTH Pa3MELIeHUs TEKCTa JOKyMEHTa Ha
OJTHOM JIHCTE.

Ecnu 1OKyMEHT TroTOBUTCS Ul W3JaHMS C YMEHBIIEHHWEM MaciiTaba, TEKCT IedaTaeTcsl C
MEXCTPOYHBIM HHTEpBaIOM 2,0.

26.  MHOrocTpouHble PEeKBU3UTHI MEYATAIOTCS ¢ MEKCTpOouHbIM MHTepBajoM 1,0. CocTaBHbIe
YaCTH PEKBU3UTOB MOTYT OTJIENATHCS TOTIOTHUTELHBIM HHTEPBAJIOM.

27.  Jlns BblieNeHus TabIUIl B OCHOBHOM TEKCTE JIOKYMEHTa JIOIYCKAaeTcs OCTaBIATh OJHY
MyCTYIO CTPOKY TIepe 1 TaOIuIei U Tociie TaOJIUIIbI.

28.  HMutepBas Mexay OyKBaMH B CJIOBAaX — OOBIYHBIH.

HHTEpBasl MEXIY CIIOBAaMH — OJIMH TIPOOeIT.

Hcnonb3yeTcst aBTOMaTHYECKasi pacCTaHOBKA MEPEHOCOB, 32 UCKIIOUEHHEM TEKCTa CIyXeOHOTro
MUChMa, B KOTOPOM IEPEHOC CJIOB TI0 CIIOTaM HE JIOTYCKAEeTCH.

29.  TekcTt NMOKyMEHTa BBIPAaBHUBAECTCS MO MIUPHUHE JUCTA (IO TPaHHIAM JIEBOTO U IPABOTO
MOJIeH IOKYMEHTA).
30.  JlnuHa caMoO#l JUIMHHOW CTPOKM PEKBU3UTA IMPH YIJIIOBOM PACIOJIOKEHUU PEKBU3UTOB HE

0ozee 7,5 cM.
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JnuHa caMoil JJIMHHOW CTPOKM PEKBU3UTA IPU IPOAOIBHOM PACIOJI0KEHUM PEKBU3UTOB HE
Oonee 12 cm.

CTpokH PEKBU3UTOB BBIPABHUBAIOTCS I10 JIEBOM T'PaHUIE 30HBI PACHOJIOKEHUS PEKBU3UTA WIIH
LEHTPYIOTCSI OTHOCUTEIBLHO CaMO ITTMHHON CTPOKH.

31.  na BblACNCHHS OTICNBHBIX PEKBU3UTOB, a Takke (parMeHTOB TEKCTa MOTYT
UCIIOJIb30BATHCS MOMYKUPHOE HauepTaHHUe U pa3psizika (yBelndeHHe MeXOYKBEHHOIO ITpo0esia B CIOBaX).

Brienenne oTAENbHBIX PEKBU3HUTOB, CIIOB, a03aleB WM YacTeil TeKcTa C MOMOUIbIO KYPCHUBA,
MOYEPKUBAHUS, BBIJICIICHUS [IBETOM U JPYTUX TEKCTOBBIX 3((HEKTOB HE TOMYCKAETCS.

32.  JlokanbHblE HOPMATHBHBIE aKThl YUPEKICHHSA, a TAKK€ MHOTOCTPAHUYHBIC JTOKYMEHTHI
MOTYT 0(OPMIISITHCS C TUTYJIBHBIM JTUCTOM. TUTYIBHBIN JTUCT JOKYMEHTa 0(hOPMIISIETCS B COOTBETCTBHH C
npuiokeHneM Ne 1 k MncTpykum.

Ha TtuTynpHOM JMCTE JOKYMEHTa HOMEp CTPAHUILIBI HE YKA3bIBACTCSI, HO YUMTHIBACTCS IIPU OO0IIeH
HyMEpaluu CTPaHUL.

33. B yupexaeHuu MOTYT HCHOJIb30BaThCS 3JIEKTPOHHBIE KOIUHU JOKYMEHTOB, MOJy4yaeMbIe B
pe3yabTare onu(poBKH (HaIpUMeEp, CKAHUPOBAHUS) JOKYMEHTOB Ha OyMa)XHOM HOCHTEIE. DIEKTPOHHAs
KOMUsl JOKYMEHTa JOJDKHA ObITh YUTAaeMOMW, HE COJAEpKaThb MEPEBEPHYTHIX M300paKEHUN CTpaHUI], HE
HapymaTh HyMEpaIuio CTPAHUILI.

J1J1s1 37eKTPOHHBIX KOMHIA TOKYMEHTOB ClIeAyeT UCIOiIb30BaTh popmat PDF.

34.  Ilpu opopmiieHHH JOKYMEHTOB HE JOITyCKAETCs OTPBIBATH JIPYT OT JApyra M MEPEHOCUTH Ha
JIPYTYIO CTPOKY:

DIIEMEHTHI JaThl, B TOM YHCJE OTPBIBATh AATy OT HAaUMEHOBAHHS Mecslla WU JaTy M Mecsll OT
roja,

AIIEMEHTHI HOMEpa JOKYMEHTa, B TOM YHUCIIE OTPHIBATh 3HaK Ne OT ero 1udpoBoro 3Ha4eHus,

WHUIUAJIB] HMEHU U OTYECTBA OT (paMUIINU;

YHCIIOBBIE 3HAYCHUS OT UX €AMHUI] H3MEPEHHUS (TIPOLIEHTOB, METPOB, KWIOMETPOB, TOHH U T. 11.);

undpel TeneoHHOrO HOMEPA.

[Ipensioru, coro3bl U 9aCTHIIBI (OJTHO-, IBYX- U TPEXOYKBEHHBIE) B KOHIIE CTPOKH HE OCTABIISIOTCSI.

35. He nmomyckaercs BHOCHTH Kakue-TMOO HUCHpPABICHUS WM J00aBIIEHUS B IMOJIINHCAHHBIE
(YTBEpKE€HHBIE) TOKYMEHTBHI.

36. [Tpo6Genbl ynoTpebnstorcs:

nociie 3Haka Ne, Hanpumep: Ne 432-T111;

nocje YMCIUTeNbHbIX, HarpuMep: 14 maprta 2019 r., 13987 kB. M, 5 ThIC. pYO.;

nepea Ha3BaHUSMHU HACEICHHBIX IIYHKTOB IIOCIIE COKpAlleHHOTo O0O0O3HAaueHWs, HampuMmep:
r. XapoBcK;

nepe1 YUCIUTENbHBIMY, HaripuMep: 1. 1, . 1-4, n. 17.

37.  IIpoGenbl OTCYTCTBYIOT MEXJy HOMEpPOM JOKYMEHTa M €ro MHAEKCOM, Hampumep: 127-
PM.

38.  Bce cokpaiieHusi CI0B B JIOKYMEHTaX JODKHBI OBITh OOLICTPUHATHIMA WA OQUITUAIBHO
YCTaHOBJICHHBIMH.

Ecnu TpebyeTcs MHOTOKpPAaTHO YHOMSIHYTh B TEKCT€ TOT WJIM WHOM OpraH, OpraHu3alfio WIH
00BEKT (Kpyr 0OBEKTOB) WJIM HEOJHOKPATHO YHOTPEOUTh TO WMJIM MHOE MOHSTHE, CIEAYeT B MEPBBIA pa3
JlaBaTh MOJIHOE HAMMEHOBaHME, a 3aTeM B CKOOKax MPHUBECTU COKpAIIEHHBIH BapHaHT Mo (Gopme: «(aanee
— ...)», KOTOpBIA 3aTeM OyaeT ymoTpeOnsiThcs B TekcTe. Ecnu cokpaileHne HauMeHOBaHUS 00BEKTa
crenano 1o gopme: «(1anee Takxke — ...)», TO B MOCIEAYIOIEM TeKCTe YIIOTpeOIseTcsl Kak COKpallleHHOE,
TaK ¥ MOJIHOC HANMEHOBAHHSI.

B nokxyMmeHTax, MMEIOIIMX MPUIOKEHUS, COKpAILIEHHE OAHOTO M TOTO e MOHATHS B KaXI0M
MIPUIIOKEHUN BBOJIUTCSI 3aHOBO.

39. B [nokymeHTax He JomyckaeTrcs ynoTpebineHue cokpamieHus «Pd» BmecTto cioB
«Poccuiickas denepamus.

40.  3Hak HOMepa yHnoTpeOIsIeTcs TOJBKO ¢ MU(paMu M OTASISIETCS OT HUX mpodemom: Ne 2.
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3HaK HOMEpA CTaBUTCS Mepe] MOPSIKOBEIMU HOMEPAMU MPHUIIOKEHUN U TaOJIUIl, HO HE CTaBUTCS
nepea  TMOPSAKOBBIMM  HOMEpPAMM IJ1aB, pa3/elioB, IYHKTOB, MOJIYHKTOB, CTpaHHUL, HalpuMep:
npunoxenne Ne 2, Tabnuna Ne 1, pasaen 3, myHKT 4, MOAMYHKT 3, cTpaHuiia 5 (Ho: ab3ail BTOpoii).

[Ipu MHO’KECTBEHHBIX YMCIIAX 3HAK HOMEPA HE MOBTOPSIETCS: «COMIACHO MpuiokeHusm Ne 1,2 u 4
K HaCTOSIILIEMY ITPUKA3Y».

4]. Ynorpebnenue 6yksbl E.

HNmena coOcTtBeHHble ((paMminuu, HWMeEHa, OTYECTBA, reorpaduyeckue Ha3BaHHs, Ha3BAHHA
NpeanpuATHi ¥ opraHuzaluii ¥ T. 1.) IUIIYTCA ¢ yHnoTpeOneHueM OykBbl E, ecnu ee Hamucanue
IIOATBEPK/IEHO TOKyMEHTalbHO, HanpuMep: CeméHoB A.B., Aptém, Bémenckas.

Byksy E cnenyer ynorpe6aaTh Takke mis NpepylperkaeHus HENPaBUILHOIO OMNO3HAHMS CIIOBA
(«BCE» B OTIIMYHE OT «BCEY», COBEPIIEHHBII» B OTIIMYHUE OT «COBEPILICHHBIIN).

B ocTaibHBIX ciyyasx BMecTo OykBbl | ynorpebnsercsa Oyksa E, nanpumep: «IIpuem 3asBnenuii
OCYILIECTBIISAETCS».

PexBu3uTHI TOKYyMEHTA

42.  JIOKyMEHTBI, CO3/IaBaeMble YUPEKICHHEM, IMEIOT CIICAYIOMINNA COCTaB PEKBU3HUTOB!
Ko pOpMBI JOKYMEHTA;

HAaUMEHOBAHUE YUPEKICHUS,

CIIPaBOYHBIE JAHHBIE 00 YUPEKICHUH;

HAaUMEHOBAHME BUJIA JIOKYMEHTA;

JaTa JOKyMEHTa;

perucTpaloHHbIi HOMEP JOKYMEHTA,

CCBIJIKa Ha PErrCTPAIMOHHBIN HOMED U AaTy MOCTYIHUBIIEro JOKYMEHTA,
ajapecar;

rpud yTBepKACHUS TOKYMEHTA;

3aroJIoBOK K TEKCTY;

TEKCT JOKYMEHTA;

OTMETKA O MPUJIOKEHUH,

rpud cormacoBaHUs JOKYMEHTA,

BU3Q;

MOJIINCE;

neyvarsb;

OTMETKa 00 UCIOJTHUTEIE;

OTMETKa O 3aBEPEHUHU KOIIUY;

OTMETKA O MOCTYNJIEHUH TOKYMEHTA;

pe3ooIus;

OTMETKA 0 KOHTPOJIE;

OTMETKa O HalpaBJIeHUH JOKYMEHTA B JIEJIO.

CocTaB peKBU3UTOB KOHKPETHOTO JTIOKYMEHTA OMPEAENSIETCSA €r0 BUJOM U Ha3HAYEHHUEM.

Kox ¢opmsbl nokymenTa

43. Kox ¢opMbl nokymMeHTa MpoOCTaBisSeTCS TOJBKO Ha YHU(PUIMPOBAHHBIX (opmax
JOKYMEHTOB B COOTBETCTBUHU ¢ OOIEPOCCUIICKIM KiacCU()UKATOPOM YIPABIEHUYECKON JOKYMEHTAIUH
(OKVY 1), pacnionaraercsi B MpaBoOM BEPXHEM YIIIy pabodero moiis JOKyMEeHTa, COCTOUT u3 cioB «Dopma
no OKY I» u mudposoro koxa. Hanpumep:

®opma mo OKYI 0211151
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HanmeHnoBanue yupexxaeHus

44, HaumeHoBaHue yupexIeHUS TIOMEIIAETCS B UMEHUTEIIBHOM MaJIeKE BBEPXY 110 LEHTPY.
[Ton HauMeHOBaHMEM YUpEXJEHUS B CKOOKax YKa3bIBAaeTCsl COKpAIlEHHOE HaMMEHOBaHUE
YUPEKIACHUS.

CokpalieHHO€ HAaMMEHOBAHUE YUPEKIEHHUS OTIEIAETCS OT MOJHOTO HAMMEHOBAHUS YUPEKIACHUS
IIyCTOU CTPOKOM.
Ha Onankax mnmceM HaWMEHOBAaHHME YUYPEXKICHHS (TOJHOE W COKPAIIEHHOE) BBIICIACTCS
MOJYXKHUPHBIM HIPUPTOM.
MyHuumraJbHOe OKIXeTHOe obleobpasoBaTelibHOE
yupexlieHre «XapoBCKas cpelHAsd obimeobpasoBaTesibHas
mroJa N2»

(MBOY «Xapoeckasa COI Ne2»)

HaumenoBanue yupexaenus (IOJHOE W COKpalIeHHOE), ToMellaeMoe Ha OJaHKax JOKYMEHTOB,
YKa3bIBa€TCSl B COOTBETCTBUU C YCTABOM YUPEKICHHUS.

CripaBo4HbIe JaHHBIE 00 YUpEKICHUH

45. CnpaBouHble JaHHbIE 00 YYPEXKIECHMM YyKa3bIBAlOTCA B OJIAaHKAX MHCEM U BKIIOYAIOT
CBeJIeHUs], He0OXO0AUMBIE AJIs1 HH(POPMALIMOHHOTO OOMEHa:

IIOYTOBBIN a/IPEC YUPEKICHUS;

HOMep Tee(hOHA PYKOBOIUTEIS YUPEKICHHs / KOHTAKTHBIN Tene(OH, axpec dIEKTPOHHON MOUTHI,

Koa opraHmzanuu 1o OOIEepOCCHHCKOMY KIIACCH(PHUKATOPY NPEANPUATHA ¥ OpTraHU3aIHiA
(OKIIO), ocHOBHOI TroCyHapCTBEHHBI perucTpanuoHHblii Homep yupexnaenus (OI'PH) wu
UICHTH()UKAIIMOHHBI HOMEpP HAaJOroIuiaTeibliuka / KO TPUYMHBI [MOCTAHOBKM HA HAJIOTOBBIA Y4YeT
(MHH/KTIID).

[TouToBBIli aapec YUpexACHHUS B CHPABOYHBIX JAHHBIX OJaHKa YKa3blBaeTCsi B TOU IKe
[I0CJIe/I0BATENbHOCTH, YTO U B PEKBU3UTE «Aapecary.

HaunmenoBaHue Busa HOKYMCHTa

46. HaumenoBanue Buga wu3gaBaemoro gokymenta (ITPMKA3, PACIIOPSXKEHUE,
I[MPOTOKOJI, AKT) Bxitouaercss B OJIaHK COOTBETCTBYIOIIETO BHJIa JOKYMEHTA WJIM YyKa3bIBAaeTCA
cocraButeneM npu noaroroBke nokymenta (CJIYKEBHAS 3AIIMCKA, JOKIJIAJIHA S, 3ASBJIEHUE
U ApyTHe).

B nucbmax HaMeHOBaHUE BUJA TOKYMEHTA HE YKA3bIBACTCS.

HaumenoBanmue BHu1a TOKYMEHTA pacriojaraercs o HauMEeHOBAaHUEM YUPEXKICHUS U OTACIISIETCS
OT HETO IIyCTON CTPOKOM.

HaumenoBanmue Busa TOKyMEHTa IMOMEIIAETCS MO IEHTPY U Imedaraercs 0e3 a03alHoro oTcTymna
MPOMUCHBIMU ~ OyKBaMH, TONYKUpHBIM Ipudtom. Pasmep wucnonszyemoro mpudra gomxKeH
COOTBETCTBOBATh Pa3MEPY PEKBU3UTA (TEKCT».

Jara nokymeHnTa

47.  JlaToil TOKyMeHTa SBISETCA:
JaTa MOJIUCAHUS — JUISl TPUKA30B, PacHOpsIKEHHH, MHUCeM, JOKIIaJHBIX, CIY>KEOHBIX 3aIlHCOK,
aKTOB U JIp.;

JaTta YTBCPXKIACHHUA — IJId HHCTPYKHHﬁ, HOHO)KCHHﬁ, ImpaBuJji, pEriIaMCHTOB, IIJIAHOB, OTUYCTOB U

Ap-;
JlaTa coCTaBlieHUs (PUHATHUS PELeHUs ) — AJIl IPOTOKOJIOB, PEIIEHUH, aKTOB.
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Jlata moKyMeHTa 3amuchIBaeTCsl OAHUM U3 ABYX CIIOCOOOB:

cioBecHO-IU(PpoBbIM criocoboM: 5 urons 2023 1.

apabckumu rudpamu, pasaeneHabivu Toukoi: 05.06.2023;

B Tekctax [OKyMEHTOB, COJAEpXKalIUX CBEACHHUS (UHAHCOBOTO XapakTepa, HPUMEHSETCs
cioBecHO-1U(ppoBoii criocod opopmuenus nat: 10 anpens 2023 r.

He nomyckaercst B 3arojioBkax M TEKCTE MpHKa3a OJHOBPEMEHHOE HCIOJb30BaHUE O(POPMIICHUS
JaThl apaOCKUMH HU(pPaMu U CIOBECHO-ITU(PPOBBIM CIIOCOOOM.

Ecnu 0603HaueHne 1aThl B TEKCTE COCTOUT TOJBKO U3 T0Jla, CIIOBO «TOJ1» MHILETCS MOJHOCTHIO:
«ocynapcTBennas mporpamma... Ha 2024 ron». B ocTanpHBIX ciydasix pa3peniaeTcsi HCIOJIb30BaTh
COKpAIICHHS: «T.» (TO1), «IT.» (TOABI).

Jlatra 1OKyMeHTa MpPOCTABISETCA NPU PErUCTPAlMU JOKYMEHTa WM HEHNOCPEICTBEHHO
UCIIOJIHUTEJIEM MPHU MOATOTOBKE JOKYMEHTa (JoKiIagHasi, ciayxeOHas 3amucka, 3asBieHue u 1p.). [lara
odopmiIseTcss pyKOMUCHBIM CITIOCOOOM WITH TTeYaTaeTCsl.

Ha pokymenTtax, oQopMIIEHHBIX Ha OJaHKax, JaTra [POCTaBISETCS B COOTBETCTBUH C
pAacIoyio’KeHNEM 3TOTO PEKBU3HTA.

Ha pokymenrtax, odopmieHHbIX Oe3 OnaHKa, JaTa MPOCTABIAETCS 10 HAUMEHOBAHUEM
JOJDKHOCTH JIMIA, TOJIHMCABIIETO JTOKYMEHT. B 3TOM ciydae pgara medaraercs OT JIEBOH T'paHHIIBI
TEKCTOBOTO IMOJIS U OTAEISETCS OT MPEABIAYIIET0 PeKBU3UTA IBYMS ITyCTHIMH CTPOKAMH.

PCFI/ICTpaI_[I/IOHHHﬁ HOMEp NOKYMCHTA

48.  PerucrpaunMOHHBI HOMEp JOKyMEeHTa — LH(ppoBoe 0003HAUEHUE, NPHUCBAUBAEMOE
JIOKYMEHTY IIPH €T0 PErucTpaLuH.

PerucrpannoHHbIi HOMEp JOKYMEHTa COCTOMT M3 MPOCTABIISIEMBIX Yepe3 KOCYI0 4epty (sapuanm
— neduc) nHAeKca Jena o HOMEHKIIAType el U MOPSIKOBOr0 HOMEpa I0KYMEHTa, HallpuMep:

02-06/04,
rie

02-06 — wungexc gena «IIpoTokombl 3acefaHui MEAarOrMYECKOro COBETAa YUPESKICHUS MU
JOKYMEHTBI K HUM,

04 — nopsiIKOBBIN HOMEp JJOKYMEHTA B Mpejieiax KaJleHAapHoro roja.

MecTo npocTaBieHUs] pETUCTPALMOHHOIO HOMEpa Ha JOKYMEHTE 3aBUCHUT OT BHJa JokyMeHTa. Ha
JOKYMEHTaX, O(pOpPMJIEHHBIX Ha OJlaHKaX, PEerHCTPAllMOHHBIA HOMEp MPOCTABIISIETCS B COOTBETCTBUU C
pAacIoyIoKEHNEM ITOT0 PEKBU3HTA.

PerucrpanuoHHble HOMEpa NPUCBAUBAIOTCS BHYTPEHHUM M MCXOASAIIUM JOKYMEHTAM IIOCIE MX
noAnucaHus (yrBepkKaeHus) 1 0pOpMIISIIOTCS PYKOITMCHBIM CIIOCOOOM.

Cchuika Ha peFI/ICTpaHI/IOHHHﬁ HOMCPp U JaTy NOCTYIIUBIICTO JOKYMCHTA

49. CcbliKka Ha peruCTPallMOHHBIA HOMEP U JaTy MOCTYNUBIIErO TOKYMEHTA YKa3bIBAECTCS MPU
MOJArOTOBKE OTBETHOIO TMHChbMAa M paCIoONiaraeTcsd HUXKE PEKBU3UTOB «Jlata JOKyMeHTa» H
«PerucrpallnOHHbBII HOMEDP TOKYMEHTA.

Cchllka Ha PETUCTPAIMOHHBIA HOMEP W JaTy TMOCTYMHUBIIETO JOKYMEHTa BKJIIOYAET €ro
HUCXOISIIMNA PErucCTPalMOHHBIA HOMEP M COOTBETCTBYIOLIYIO JaTy IIOCTYIIHMBLIETO JOKYMEHTa, Ha
KOTOpPBIN MTOATOTOBJIEH OTBET.

B TekcTe nucbma cChUIKa Ha HOMEP U J1aTy MOCTYIHUBIIETO JOKYMEHTA HE JAeTCs.

[Ipu oTBeTE HA JOKYMEHT, MMOCTYNUBIIHKA 0€3 PErMCTPAIIMOHHOTO HOMEpa M (WJTK) JIaThl, JTaHHBII
PEKBU3UT HE UCIIOJIb3YETCA.

MecTto coctaBneHus (M31aHUsA) TOKYMEHTa
(Oanmuwlil pazoen UCKIUaemcs, eciu 8 HaUMEeHOBAHUU YUPEHCOeHUs
APUCYmMCcmeyem YKa3aHue Ha Mecmo e20 HaxoxcOeHUs)
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50. MecTto cocTaBlieHHsS WIM WM3JaHUs JOKyMEHTa (XapOBCKMH MYHHIUIAIBHBIA OKpYT)
yKa3bIBaeTCs Ha OJlaHKaX MPUKA30B, PACHOPSKEHUM, TPOTOKOJIOB, aKTOB.

Mecto cocTaBieHuUs WIN U3JaHUS JTOKYMEHTA IIOMELIACTCSl HUKE PEKBU3UTOB «JlaTra TOKyMeHTa
n «PeructpannoHHbIi HOMEp NOKyMEHTa» 4yepe3 12 nT. mocepeuHe pacnoloKeHUs ITUX PEKBU3UTOB.

Anpecar

51.  Anpecar wucnonp3yercss mpu OG(GOPMICHMH TIHCEM, BHYTPEHHHX WH(POPMAIMOHHO-
CIPAaBOYHBIX IOKYMEHTOB (JIOKJIAIHBIX, CITY’)KEOHBIX 3aIMCOK H JIp.).

B mmceMax azgpecar medaraeTcs OT BEPXHErO IOJIS CTPAHMIIBI Ha YPOBHE YIJIOBOTO IITAMIIA.
Kaxxnas coctaBHas 4acTh PEKBU3HUTA «AJIpecary MedaTaeTcsl ¢ HOBOW CTPOKH 4epe3 OJHY MyCTYIO CTPOKY,
dbammus ampecata OTAENSACTCS OT OCTaJIbHBIX YacTed ajpecoBaHUs HWHTepBasoM 6 nT. B KoHIE
CMBICJIOBBIX CTPOK 3HAKH MPENUHAHUS HE CTaBITCs. B cepearHe cTpOK 3HAKH MPEMUHAHKS COXPAHSIOTCS.
[lepeHoc citoB He TOMYCKAETCS.

[[upuHa 30HBI PACTIONIOKEHUSI PEKBU3UTA (PACCTOSIHUE OT €€ JICBOW TPAHMIIBI O TPABOTO IMOJIS
JTOKYMEHTa) HE JIOJDKHA MPEBBIIATh 9 CM.

CTpoKHM pEKBH3HWTa «aapecar» ICHTPYIOTCS OTHOCHUTEIbHO CaMO¥W JUIMHHOW cTpokd [/
BBIPABHUBAIOTCS T10 JICBOMY Kparo.

Ha nokymeHTax, o(OpMIJIEHHBIX Ha CTaHJAPTHBIX JIHCTaX OyMmaru, pPEKBU3UT «aJpecary
MPOCTABIISICTCS B BEPXHEH MPABOI yaCTH JOKYMEHTA.

B pekBu3uTe «Anmpecar» JONMyCKaeTCs HCIOJIB30BAaTh OQPHUIIMAIBLHO MPUHATHIC COKPAIICHHBIC
HAMMCHOBAHHS OPT'aHOB rOCYIaPCTBEHHOM BJIACTH, OPIAHOB MECTHOTO CAMOYITPABIICHHUSI, OpPTraHU3aLINH.

[lpu anpecoBaHWM JOKYMEHTa PYKOBOIHUTEIIO (3aMECTUTENIO PYKOBOJIUTENS) OpTraHU3aINH
HAaMMCHOBAHHE JIOJDKHOCTH PYKOBOJMTEINS (3aMECTUTENSI PYKOBOJUTES), BKIIOYAIOINIEe HAMMEHOBAHUE
opraHm3anuv, (pamMuiaus, WHUIWAIB JIOJDKHOCTHOTO JIMIIA, YKAa3bIBAIOTCS B JIaTEIHHOM IMAJCKe,
Harpumep:

HavansHUKYy
Ynpaesnenuss o6pasSoBaHMs
aIMMHMCTPAaLNM
XapoBCKOI'O MYyHMLMNAJBLHOT'O OKpyIa

damunmus UN.0.

HpI/I HallMCaHUHU  OTBC€TAa Ha  JOKYMCHT, MOANHUCAHHBIA  HMCIIOJHSAIOIINM 00513aHHOCTH
PYKOBOOUTEIIA, OTBET TOTOBUTCA HA PYKOBOJUTEIIA, IOCTOSAHHO 3aHUMAIOIICTO JOJIKHOCTD.

HpI/I aZIp€COBaHNU NIMCbMa B OPraHU3aINIO (663 YKa3aHusa JOJLKHOCTHOTO J'II/II_Ia) YKa3bIBaCTCA €€
IMOJIHOC MJIKM COKpAalllCHHOC HAMMCHOBAHUC B UMCHUTCIIBHOM IIAaJICKE, HAIIPUMEDP:

Ynpasneume obpaBoBaHmus
agMUHMCTPaUUM
XapoBCKOT'O MYHMIMIIAJNBLHOI'O OKpyra

IIpn angpecoBaHMM JOKYMEHTa B CTPYKTYPHOE MOJpa3JCIeHUE OpPraHU3aliM B PEKBU3UTE
«ajpecaTr» yKa3blBaeTCs B UMEHUTEIBLHOM I1a/1€7K€ HAUMEHOBAHUE OPraHU3aluy, HUKE — HAUMEHOBAaHUE

CTPYKTYPHOTO TIOJIpa3/ieJIeHusI, HallpUMeD:

ApMuuncTpannsas XapoBCKOI'O
MYHUIIMIIANIBHOI'O OKpyTa

SKOHOMMYECKMI oTIe
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IIpu angpecoBaHMM NHCbMAa PYKOBOAMTENIO CTPYKTYPHOTO IOApPA3AEiICHUS YKa3bIBaeTCs B
MMEHMTEIBHOM MaJIe’)Ke HAUMEHOBAHUE OpraHu3allud, HWXKE — B JaTelIbHOM IaJeKe HalMMEHOBAaHUE
JOJDKHOCTU PYKOBOJAUTENS, BKJIIOUAIONIEE HAUMEHOBAHUE CTPYKTYPHOrO IOJpa3AeieHus, (paMuiuio,
MHULMAJIBI, HAIIPUMED:

Ynpaesnenne o6paBoBaHMs
agMMHNCTPpALN
XapoBCKOT'O MYHMLMIIQJIILHOT'O OKpyTI'a

HavansHMKy ynpaBJjieHMsT o6paSoOBaHMs

damunus UN.0.

HpI/I aIpCeCOBAaHNU MUCbMaA CICHUAIMCTY YKa3bIBACTCA B UMCHUTCIIBHOM IAJIC)KC HAMMCHOBAHHC
opraHu3alv, HHWXKXC — HAMMCHOBAHHUC CTPYKTYPHOI'O IIOApa3ACICHHA, 3aTEM B OAaTCIBHOM IIaJACXKE
HaAaNMMCHOBAHUC NJOJIDKHOCTHU CIICIHAJINCTA U — HUXKC — q)aMI/IJII/ISI, HHHUIYAJIbl, HAIPpUMEP:

JenapTaMeHT oO6pas3OBaHMUsS
Bonoronckom o6iacTu

OTpesn OOWKOJNBHOT'O OBpasoBaHUST

I'maBHOMYy cHeLIMaJIMCTY

damunmus U.0.

IIpu paccebuike [OOKyMEHTa TIpyIlIe OpraHu3aluil OJHOIO THIIA WM B CTPYKTYPHBIE
MI0JIpa3/IeIeHUs OJJHOM OpraHM3aluu ajipecaTr yKas3blBaeTcs 0000IIEHHO, HallpuMep:

PyKOBOOUTENSAM MpPeAIpPUSTHMA
XapoBCKOT'O MyHMLUMIIANBHOI'O OKpyTa

[Ipu paccpUike AOKYMEHTa HE BCEM OpraHU3alUsIM WU CTPYKTYPHBIM MOJAPA3JENCHUSM O]
PEKBU3UTOM «AJlpecar» B CKOOKaX yKa3bIBaeTcs: «(TI0 CUCKY)», HAIpUMED:

PyKOBOOUTENSIM NPEeIIPUSITUNA
XapoBCKOI'O MyHMIMNAJBHOT'O OKpyTIa
(no comucky)

B oagHoMm nokymeHTe HE JOMKHO OBITH Oosiee deTwipex aapecartoB. CrmoBo «Komus» mepen
BTOpPBIM, TPEThUM, YETBEPTHIM aJpecaraMd He YykasbiBaercs. [Ipu OosblieM KOTUYECTBE aapecaToB
COCTaBJISIETCSl CMHUCOK (JIUCT, YKa3aTellb) PAcChUIKM JIOKYMEHTa, Ha KaXXJIOM JOKYMEHTE YKa3bIBaeTCs
OJIMH ajjpecat WK ajpecat oopmisieTcss 0000IEeHHO.

B pexBusuTe «agpecary UHUIMAIIBI BCET/Ia CTABITCS TOCe (DaMIIIUHN.

B cocTaB pexBusuTa «Apecary MOXKET BXOJUTh MOYTOBBIN aipec. DIEeMEHThI IOUTOBOTO ajipeca
YKa3bIBalOTCA B MOCIEAOBATEIBHOCTH, YCTaHOBIEHHOM [IpaBriiaMy oka3aHus YCIyr NOYTOBOW CBS3H,
YTBEPKIACHHBIMU NPUKa30M MUHUCTEPCTBA CBSA3M U MacCOBbIX KOMMyHUKauui Poccuiickoit denepannun
ot 31 utons 2014 1. Ne 234, Hanipumep:

000 «XapoBCKIIeCIpOM»

yn. Kpacuoe 3mamsa, gm. 25,
r. Xapomeck, 162251
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[TouTOBBIN anpec HE yKa3bpIBAaeTCS B JOKYMEHTAX, HANpPABIISIEMBIX B BBICIIME OpPraHbl BJIACTH,
BBIIIECTOSIIIME OPraHU3allii U MOCTOSHHBIM KOPPECIOHAEHTAM (3a UCKIIOYEHHUEM HAIIPaBJICHUS MHCEM
YKa3aHHBIM aJipecaTaM B KOHBEPTaX ¢ MPO3pauHbIMH OKHAMU).

[lpu angpecoBaHWM JOKyMEHTa (DU3MUECKOMY JIMIY YKa3bIBAIOTCS: (aMWIMs, WHUIHAIIBL,
MIOYTOBBIN aJpec, HAIpUMED:

dammnnss .0.

yn. llIBeTouHast, m. 5
Cankr-IlleTepbypr, 197183

[Ipu oTmpaBke MUCHMA IO AIEKTPOHHOM MOYTE WM MO (HaKCUMHIBHOW CBA3H (0€3 JOCBUIKU MO
II0YTE) NOYTOBBIN azpec He yKasbiBaeTcs. [Ipn He06X0AMMOCTH MOXKET ObITh yKa3aH 3JEKTPOHHBIHN agpec
(momep Tenedona/akca), Hapumep:

OAO «Crpena»
mail@strela.ru
['pud yrBepxaCHUS TOKYMEHTa

52. ['pud yrBEepx)aeHUS pa3MelIaeTcs B MPAaBOM BEPXHEM YIJIy MEPBOTO JIKCTA JIOKYMEHTA.
CTpoku peKBU3UTA HEHTPYIOTCS OTHOCUTEIBHO CAMOW JUIMHHOM CTPOKH.

[Ipu yTBepKIE€HUU TOKYMEHTa IOJDKHOCTHBIM JIMIIOM TpU( YTBEPKACHHUS COCTOUT M3 CJIOBa
YTBEPXIAK (mponucHbiMu OykBamu, ©0€3 KaBblUu€K), HAMMEHOBAHUSA JOJKHOCTH  JIMIIA,
YTBEP)KIAIOIIET0 JOKYMEHT (BKJIIOYAs COKpAICHHOC HAWMCHOBAHHE YUPEKIACHHUA), €ro IOJIHUCH,
WHUIUANOB, (aMUINU U IaThl YTBEPKICHUS, HAIIpUMeEp:

YTBEPXIAR
InpexTop MBOY «XaporBckas COI N2x»
Momnnuce M.O0. dammnma
22 pexabps 2023 r.

[Tpu yTBepk/A€HUU JOKYMEHTA pacrlopsIUTeIbHBIM JOKYMEHTOM I'pUu( YTBEP)KIACHUS COCTOUT U3
cioa YTBEPXJEH (YTBEPXIEHA, YTBEPXIEHbBI nain YTBEPXJIEHO), cornacoBanHoro c
HAaUMEHOBAHMEM BHJIa YTBEPKAAEMOI0 JOKYMEHTA, 1 HAUMEHOBAHUS PACIOPAIUTEIBHOIO JOKYMEHTA B
TBOPUTEILHOM MAJIEKe, €T0 1aThl, HOMEpa, HallpuUMep:

(ITpaBuna) YTBEPXIEHH
npukaszoM MBEOY «Xapobckasa COII N2x»
or 22 nexabps 2023 r. N 180

3aroioBoOK K TCKCTY

53.  3aronoBok — KpaTKoe W3JIOXKEHHE CoJepkaHus JokyMeHTa. OH JomKeH OBITh
MaKCHMaJIbHO KPAaTKHM U €MKUM, TOYHO TIepPeIaBaTh CMBICT TEKCTa.

3aro0BOK JIOJDKEH COCTOSITh M3 OJJHOU (hpa3bl.

Ecin 3aroioBok kK TEKCTY OTBEYAET Ha BOTPOC «O YeM?», OH HaunHaeTcs ¢ mpemrora «O» («O0»).
Hamnpumep:

npuka3 (0 yem?) «O co3qaHNN aTTECTAIMOHHON KOMUCCHI;

nucbMo (0 yem?) «O mpegocTaBiIeHHH UHDOPMALTUNY.
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Ecin 3arosioBok K TEKCTy OTBEUAET HA BOIPOC «UETO?», «KOT0?», OH COCTABJISIET OJHO LIEJIOE C
HauMEHOBaHMEM BHJIa JoKyMeHTa. Hampumep:

akT (uero?) npuema-nepenaudu Aei;

MIPOTOKOJI (4ero?) 3aceianus SKCIIEPTHON KOMHUCCHH;

JIOJDKHOCTHASI MHCTPYKIUS (KOro?) crieuainucTa mo Kajapam.

3aroyloBOK COCTaBIISETCS, KaK MPAaBUJIO, C UCHOJIB30BAHUEM OTIJIArOJILHOTO CYIIECTBUTEIBHOTO.
Hanpuwmep: «O npoBenenuu...», «O0 yTBepxkIeHUH...», «O0 n3MeHeHHH...», «O0 ucnoiaHeHuu...»; «O
BbIICTICHUM. .. »; «O HampaBICHUM...».

3aroyIoBOK K TEKCTY MPOTOKOJIA COIIACYETCsl ¢ HAMMEHOBAaHUEM BHJA JJOKYMEHTA B POJAUTEIHLHOM
MajieXe M COJCPKUT YyKa3aHWE Ha BHJ KoJUIerHanbHOW pAestenpHocTH (Hampumep, «[IPOTOKOJI
3ace/laHusl, COBEIIAHUN»), a TAaKXKe yKa3aHWe JMOO Ha Ha3BaHHE KOJUICTMAJIbHOTO OpraHa (Hampumep,
«3acellaHusl SKCIIEPTHOW KOMHCCHUNY), MO0 HAa TeMy 3acelaHus (CoBelllaHus) (Hampumep, «COBEIIaHUs
10 BOIIPOCAM ITOATOTOBKU K HOBOMY Y4EOHOMY TOJLY»).

3aroloBOK K TEKCTy aKTa, Kak IMpaBWJIO, COTJIacyeTcs C HaMEHOBAaHHWEM BHJA JTIOKYMEHTa B
POIUTENHHOM TMajexe (4ero?), HaUMHACTCSA CO CTPOYHOW OYKBBI M COAEPHKHUT yKa3aHHE Ha JICHCTBHE,
COBepIIaeMOe KOMUCCHEH UM TPYIIION JIUI], COCTABIIAIOIIEH aKT, HAIIPUMED:

AKT
IPOBEPKMU OMHAHCOBO—-XO3AMCTBEHHOM IEATeJIbHOCTU

AKT
CHMCAaHUA MaTEePMAaJIbHEIX LEeHHOCTEN

3aroJoBKM K TEKCTaM HEKOTOPBIX aKTOB MOT'YT OTBEYaTh HA BOIIPOC «0 ueM?». Takue 3arojJoBKH K
TEKCTaM HAYMHAIOTCS C IPONMCHON OYKBBI, HAIPUMED:

AKT
06 yTpaTe IOOKYMEHTOB

AKT
06 oTcyTCTBMM Ha paboueM MecTe

3aroyIoBOK K TEKCTY MOKET 3aHUMATh 4-5 CTPOK.

Touka B KOHIIE 3ar0JI0BKa HE MTPOCTABIISETCS.

3aroJ0BOK rnevyataercst 6€3 KaBbIUeK U EPEHOCOB.

3aroyioBOK, COCTOSAIIUMN U3 ABYX U OoJiee CTPOK, 1eyaTaercs yepe3 1 MeKCTPOUYHBIA HHTEpBAI.

3aroyIoBOK OTAEINSAETCS OT MPEABIAYIINX PEKBU3UTOB OJHON ITyCTOM CTPOKOM.

3aroyioBOK K TEKCTY IPHUKA30B, CIY>KEOHBIX MHCEM Ie4aTaeTcs Mo JIEBOMY Kparo 0e3 ab3alHoro
OTCTyHa ¢ JJIMHOU CTPOKH He Ooiee 7,5 cM.

B akrax, mpoTokojiax, MOJOXKEHUsX, NMpaBUiIax, MJaHaX padOThl, CIHCKaX M HMHBIX MOJOOHBIX
JOKYMEHTaX 3arojloBOK K TEKCTY o(opMisieTcss MO UIMpUHE CTpaHUIbl 0e3 ab3alHoro oTrcTymna
IIEHTPOBAHHBIM CIIOCOOOM.

3aroJoBOK K TEKCTy CIYK€OHOTO MHUChbMa, MpUKa3a IeyaTaeTcss CTPOUYHbIMM OyKBaMHu (3a
HCKJIIOYEHHEM HayaJIbHOM OYKBBI).

3aroJoBOK K TECTY JOKJaIHBIX, CIY)KEOHBIX, OOBSCHHUTEIBHBIX 3allUCOK pa3MeIaeTcs, Kak
MIPaBUIIO, 110 JIEBOMY Kparo U 0popMIIsieTcs CTPOYHBIMU OYKBaMH (3a UCKIIIOYEHHEM HadallbHON OYKBBI).

B nonoxenusix, mpaBuiiax, miaHax padoThl, CIMCKAaX M MHBIX TOJA00HBIX JJOKyMEHTaX repBoe(-bie)
ci10BO(-a) 3aroJioBKa K TEKCTY BBIACNSAETCS MOJTYKHUPHBIM MIPHU(TOM MPOMUCHBIMUA OYKBaMHU B Pa3psiiKy
(«ITOJIOXKEHUEY», «I[TPABUJIA», «IIOPAHOK», «MHCTPYKILWA», «IIEPEUEHb», «CITMCOK»,
«ITJIAH MEPOTTIPUSITUI» 1 T.1.) ¥ MUIIETCS HA OTAETBHOM CTPOKE.

3arojloBOK  JIOKyMEHTa BHOCUTCS IIPU PETUCTPALlMM JOKYMEHTAa B COOTBETCTBYIOILHE
perucTpaoHHble GOPMBI.
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He pexomenmyeTcsi yka3pBaTh 3aroJIOBKH K TEKCTaM MHceM B 000O0IIeHHOH (opme (Hampumep,
«O copnerictBuny, «O (GUHAHCHPOBAHWUY»), TaK KaK B JAJBHEHUIIEM TaKWE 3aroJIOBKM K TEKCTaM HeE
MO3BOJISIFOT UJICHTU(HUIIMPOBATH TOKYMEHT U 3aTPYAHSIOT €0 IMOUCK.

TekcT noKymeHTa

54, Tekcrt JOKYMCHTA OTACIACTCA OT 3arojioBKka JABYMs IIYCTBIMU CTPOKaMHM, TaKOC IKC
paccTosHUE MEXKY TEKCTOM JOKYMEHTA U MOAIUCHIO.

Tekct AOKYMCHTA U3J1aracrcsd ACHO, JIOTUYHO, y6€,[[I/IT€JIBHO H 110 BO3BMOKHOCTHU KPAaTKO.

B TekcTe JOKyMeHTa, IIOATOTOBICHHOIO HA OCHOBAHHWM 3aKOHOJNATENIBHBIX MWJIM HHBIX
HOPMATUBHBIX IIPABOBBIX A4AKTOB, PAHCC MU3AAHHLIX PaCloOpAAUTCIIBHBIX JOKYMCHTOB, YKa3bIBACTCA
HAaMMEHOBAHME BHUJIA JJOKYMEHTA U 3ar0JI0OBOK K TEKCTY, a TAK)KE UX PEKBU3UTHIL:

HAaMMCHOBAHUC OpPraHu3alMyu — aBTOpa JOKYMCHTA, AaTa NOKYMCHTA, pGFI/ICTpaI_II/IOHHbe/i HOMCP
JOKYMEHTA, 3ar0JIOBOK K TEKCTY;

HAaUMCHOBAHUC OpraHu3alvi WJIM AOOJDKHOCTHOIO JiMIAd, YTBCpAMBIICTO AJOKYMCHT, nOaTa
YTBEPKACHUS TOKYMEHTA.

Hanpuwmep:

B cooTBeTcTBMM C uacTbi 2 craTeu 30 demepasibHOTO 3BaKoHa OT.. M.
KHaAVIMEHOBAHME»

B cooreercTBMM C I[IOpAOKOM «HAMMEHOBAHME», YTBEPXIECHHEM I[IPUKAB0OM
MruoOpHayku Poccum oOT.. N

[Tpu HE0OXOIMMOCTH CHENaTh CCbUIKY HE Ha BECh IPABOBOM aKT, a TOJILKO HA €r0 CTPYKTYPHYIO
€AVHULly CHauaja YKa3blBACTCSl KOHKpPETHas €IWHMIA, HauWHas Cc HauMmeHbwed. IIpu stom cnosa
«CTaThs», «YaCTh», «IIYHKT», «IOANYHKT» W JAPYyrHe IMHUINYTCsS, KaK TMpaBWIO, IOJHOCTHIO, 0e3
COKpaleHui. AG3allbl IPU CChUIKaX Ha HUX 0003HayaroTcs cnoBamu. Hampumep:

B cootrBetrcTBMM C af3alleM BTOpEM NOyHkTa 4 wyactu 2 crartem 11
PenepalZIbHOT'O 3aKoHa OT.. N.. «HaMMeHOBaHME»..

[Tpu ynmomMuHaHMM B TEKCTE MPaBOBOIO aKTa MyHKTa (MOAMYHKTa), HOMEP KOTOPOTO COCTOUT U3
HECKOJIbKUX UMD, pa3/ieIeHHbIX TOUKaMH, TOUYKA B KOHIIE IU(PPOBOro 0003HAYCHUS TyHKTA HE CTABUTCH.
Hanpuwmep:

B cooTrBeTCcTBMM C IOyHKTOM 1.2 pazzgena 1 «OOume  IIOJIOXESHMS»
IPUJIOXKEHMI K I[IOCTaHOBJeHMIO IllpaBuTenbcTBa Poccumckom demepaumm oT.. N
«HaMEeHOBaHMUE...

B 1ensix uckiIro4YeHHs BO3MOXHOCTH JABOSIKOTO TOJIKOBAHMS MPH HEOOXOIMMOCTH OOO3HAYEHHS
(mepeuuncieHus) KaTeropui Jinil, 000OpyJ0BaHUS U T. J. B TEKCTE JOKYMEHTa PEKOMEH]IYEeTCsl MPUBOIUTH
KaXXJ10€ HaUMEHOBAHUE C HOBOW CTPOKH, HAIlpUMeEp:

PommTesnbckas I1JlaTa He B3MMaeTCsa 3a IPUMCMOTP M yXOI 3a
IOeTbMU—-MHBAJIMIAMA,

OeTbMU—-CUPOTAMU ¥ HOeTbMM, OCTaBUMMMUCS Oe3 I[oledyeHUS POoIUTesiel,
OeTbMM C TyDOepKyJIe3HOM MHTOKCHUKAlLIMEN.

TeKCT TOKyMEHTa MOXKET COJIEPKaTh Pa3/Aeibl, NOPa3Aeibl, IYHKTHI, TOITYHKTHI.
Paznensl M moapasnensl HyMepyrOTCS, KaK IpaBWJIO, PUMCKMMU LHU(paMu, a MyHKTbl H
MOJIIYHKTHI — apaOCKUMU LU(paMy WK CTPOYHBIMH OYKBaMH C 3aKpbIBaroOIIel Kpyriaoi CKOOKOA.
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3aroJoBKM pa3zeioB U IMOAPA3CiOB LEHTPYIOTCS MO HIMPUHE TEKCTa 0e3 ad3alHoro OTCTyIa,
OTJACJISIIOTCS APYT OT ApPYyra M OT TEKCTa JOMOJHHUTEIBHON MyCTOM CTPOKOW. 3aroJIOBKH pa3/iesioB IMpHU
HAIMYMH TOPA3JICIOB MOTYT [1€4aTaThCs IPONUCHBIMHA OYKBAMHU U BBLACITSATHCS MOTYKUPHBIM IPUPTOM.
Touka B KOHIIE 3aroJ0BKa HE CTaBUTCSL.

[TyHKTBI B TEKCTE HyMEpYIOTCs apaOCKUMU I(pamMu ¢ TOUKON U 3ar0JIOBKOB HE UMEIOT.

ITyHKTBI MOTYT pa3feisaTbcsd Ha MOANYHKTBI, KOTOPbIE HYMEpPYIOTCS apaOCKuMH Ludpamy,
pasneneHHbiMu  Toukod (Hanpumep: «l1.1.»; «1.1.1.»). [lomyckaercs ueThlpex3HauHas HyMeparus
noanyHkToB (Hampumep: «1.1.»; «1.1.1.»; «1.1.1.1.»). Eciiu B TeKcTe yKe HCTOIB3yeTCs YeThIpEeX3HAuHas
HyMepalus MOAMYHKTa U HEOOXOJUMO €Ille BBECTH HyMEPAIHIO MOJNYHKTOB B JAHHOM MOJNYHKTE, TO B
TAKOM Cllyyae MCIIOJIb3yeTCs HyMepalMs MOANYHKTOB C HCHOJb30BaHHMEM LUGP € 3aKpbIBarolleics
Kpyriaoi ckoOkod (Hampumep: «1)») W CTpOYHBIMH OyKBAMH C 3aKpBIBAIOILCH KpPYIJIOW CKOOKOM
(HammpuMep: «a)»).

[Tocne unppoBbIx 0003HAYCHUN TYHKTOB C TOUKON (Hampumep: «1.»; «2.») TeKCT MyHKTa CIeayeT
HAuYMHAaTh C IPOMUCHBIX OYKB, a MOCJIEAHUE CTPOKH ad3alia 3aKaHYMBaTh TOYKAMH.

[Tocne ¢ POBBIX UM CTPOYHBIX OYKBEHHBIX 0003HAYEHHI cO CKOOKoM (Hampumep: «1)»; «a)»)
TEKCT MOJIYHKTA CJIeyeT HAUMHATh CO CTPOYHOM OYKBBI U 3aKaHYMBATh TOUKOMU ¢ 3amsToil. Eciu Takoi
MOJNYHKT COCTOMT W3 HECKOJIbKMX a03alleB, TO OHU OTHAEJSAIOTCA JIpYr OT JApyra TOYKOM C 3arsTom,
nocjeHui ab3all 3aKaHUMBaeTCsl TOUKOMH ¢ 3ansaToil. [locneqnuii ab3al myHKTa 3aKaHYMBAETCS] TOUKOH.

ITo BceMy TEKCTY UCIOJIB3YIOTCSL OJJHOTUITHBIE KABBIUKH <.

TekcTbl pacHopsiAUTENbHBIX JOKYMEHTOB M IHUCEM COCTOST, KaK IMpPaBUJIO, M3 JBYX 4YacTel: B
IIEpBOM YaCTH YKa3bIBAIOTCA OCHOBAHMS WIM NPUYUHBI COCTAaBJICHUS JOKyMEHTa, BO BTOpOM —
U3JIaraloTcsl PeLIeHUs, paclopsKEeHUs, MPeJUI0KEeHUs,, MHEHHS, BBIBOJBI, NPOochObl. Ecnu TekeT Takoro
JOKYMEHTa COCTOUT M3 OJHOU (hpa3bl, TO B NEPBOH €€ YacTH YKa3bIBACTCSI OCHOBAHHE WJIM NPHYMHA
CO3JlaHMsl JIOKYMEHTOB, BO BTOpPOW — peELIeHHE, pacropsbkeHue, mnpocsba. Ecim ke copepikanue
JOKYMEHTa HE HYXKHAeTCs B TMOSCHEHHM H OOOCHOBAaHMH, TEKCT MOXET COACPKaTh OAHY
3aKJIIOYUTEIbHYIO YaCTh: MpPUKa3bl — PpACHOPSAUTENIbHYIO 4acTb Oe3 KOHCTAaTUpYRolled, muchbMa —
npockOy 0e3 MOSCHEHHS U T. TI.

IIpy 3TOM MOTHMBHMPOBOYHAS YacCTb JOJDKHA OBbITh H3JI0KEHA KpaTKoO W He mpeBblmarh 1/3
JIOKYMEHTA.

ITpu ynorpeOienun B TekcTe aMUIIUI JIML MHULMAIBI YKa3bIBAIOTCS MOCIE (PaMUIHH.

B TekcTe mokymeHTa cienyer u30eraTh HMCIOJIb30BAHUSA B OJHOM IPEJIOKEHUH OJITHOKOPEHHBIX
CJIOB WJIA TOBTOPHBIX BBIPAKEHUM.

[Tpu cocTaBiieHnU TEKCTa HEOOXOAUMO:

CJIOKHBIE TIPEUIOKEHUSI 3aMEHSTH IIPOCTHIMU;

IPUMEHSTh MPSMOU MOPSJIOK CJIOB B MPEAJOKEHUH (MoAJexallee MpeaiecTBYeT CKa3yeMoMy,
OMpEIENICHNUS CTOST Mepe/] ONPEACIIEMbIM CIIOBOM);

10 BO3MOXHOCTHU M30€raTh NPUYacTHBIX U JEETPUYACTHBIX 000POTOB;

3aMEHATh MECTOMMEHHMsI CYLIECTBUTENIbHBIMU (HAaIpUMEp, «KOJUIETHMs Ipe/ylaraeT», a He «MbI
npearacm»).

TekcTbl JOKYMEHTOB B 3aBUCHUMOCTH OT KOJHMYECTBA 3aTPOHYTHIX B HHUX BOIPOCOB MOTYT OBITh
MIPOCTBIMHU (COJIEPKAT OJIMH BOIIPOC) U CIIOKHBIMU (KacarOTCsl HECKOJIBKUX BOIIPOCOB, UCIIOTHUTENEH WIn
Pa3HBIX CTPYKTYPHBIX MOJpa3/ICICHUiN).

CnpaBouHO-UHQOPMAIIMOHHBIE  JAOKYMEHTHl  (MHCbMa, CIIy)KEOHbIE  3alMCKH, CIPABKH)
PEKOMEHIYETCSI TOTOBUTH 110 OTHOMY BOIIPOCY.

VYcranaBnuBaeMble TOKYMEHTOM CPOKH UCIIOJIHEHUS BBIJIEISIFOTCS MOTYKUPHBIM Hau€pPTaHHUEM.

[Tpu opopmieHnn TekcTa TOKyMEHTa HE I0IYCKAeTCs:

HAUYMHATh CTPOKY CO 3HAKA «THPEY;

OTPBIBaTh HAMMEHOBAHUS CTPYKTYPHBIX €AMHHUI] M TOJOBKY TaOJIHUIBI OT OCHOBHOI'O TEKCTA;

3aKaHYMBATh CTPAHUILY 3ar0JIOBKOM (TIOCJIE€ HErO JOHKHO ObITh HECKOJIBKO CTPOK TEKCTA).

55. Ecnu BO3HHKaeT HEOOXOJUMOCTh HEOAHOKPATHOTO YINOMHHAHMS B TEKCTE Kakoro-iuoo
JOKYMEHTa, TO TpU IMEPBOM YINOMHUHAHUU MPHUBOJIUTCS €ro IMOJHOE HAaWUMEHOBAaHHE C yKa3aHUEM B
CKOOKax COKpallleHHOTO HAaMMEHOBaHMS C HallMCaHMEM €ro ¢ MponucHoil OykBel. Hampuwmep:
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«IIporpamma paszsutus yupexxaenus Ha 2022-2024 rr. (nanee — [Iporpamma)». B nanbHeliem B TekcTe
JOITyCKAeTCsl UCIIOIb30BaHUE COKpallleHHOro HauMeHoBaHus (IIporpamma).

56. TeKCT TOKyMEHTa MOXKET U3JIaraTtbCs B BUJE TaOIHIIbI.

TaGnuuHble TEKCThI IPUMEHSAIOTCS B TAKUX JOKYMEHTaX, Kak CTPYKTypa U IITaTHAs YUCICHHOCTb,
IITaTHOE paclucaHue, IuiaH padoThbl, y4eOHBIN TUIaH, PACHUCAHUE 3aHSATHH, HEKOTOPBIE BUABI OTYETOB,
HEPEeYHHU U JIp.

TabGnuibl UMEIOT JBa YPOBHS YICHEHHUS TEKCTa: BEPTUKAJIBHBIN — rpadbl M TOPU30HTAIBHBIA —
cTpoku. OO00IIEeHHbIE HAUMEHOBaHMs MIPU3HAKOB B TAOJIMIIE COCTABIAIOT 3aroJIOBKU M I10/13ar0JIOBKU
rpad, a HAUMEHOBaHMA OOBEKTOB — 3arojOBKH M TIOJ3aroJIOBKM CTPOK TaONUIIBI, PACIONIOKEHHbBIE B
Kpaiinei neBoi rpade. Hampumep:

CIIPABKA
O 3amoJIXeEHHOCTM IO IJlaTexaM B OIIXeT
1 BHeOmIXxeTHHEe GQoHIe B 2023 ronmy

3aO0JIKEHHOCTE | HemomMka | 3ag0JIXKEHHOCTD IleHu llTpadser Obmas cymMmMma
PyO. 10 HaJIOT'OBBEIM PyO. PyO. 3a00JIXKEHHOCTHU
njarexam pyo. pyoO.
1 2 3 4 5 6
MeCcTHBIM
onIxeT
denmepasibHEM
ooIxeT

3aroioBku rpad W CTPOK NHIIYTCS C TPONUCHOW OykBHI. [loA3arooBKM — cO CTPOYHOM.
ITonzaronoBku rpag 1 CTPOK rpaMMaTHYECKH COTJIACYIOTCS € 3ar0J0BKAMHU.
3aroJ0BOK TaOIHUIBI OTJENSAETCS OT TAOIHUIIBI OJHOM ITYCTOM CTPOKOIA.

OTMmeTKa 0 IPUII0KEHUN

5/. B nmnuceMax OTMETKa O TPUJIOKEHUU MPOCTABISIETCS C HCIOJB30BaHHWEM CJIOBa
«ITpunoxenue» (Bcerga B €IMHCTBEHHOM YHCJI€) OT TPAHMUIIBI JIEBOTO Mo 0e3 ab3alHoro oTcTymna moj
TEKCTOM JIOKYMEHTA.

OTMmeTKa 0 MPUIIOKEHUN 0(hOPMIISIETCS CIIEAYIOIIUM 00pa3oM:

€CJIU TPUJIO’KEHUE HAa3BAHO B TEKCTE:

[IpuyoxeHme: Ha 2 J. B 1 BK3.

€CJIM NPUIIOKCHHUEC HC HA3BAHO B TCKCTC HUJIM €CJIA HpI/IJ'[O)KeHI/II\/JI HCECKOJIbKO, YKAa3bIBAIOT Ha3BaHUSA
,[[OKYMCHTOB'HpI/IJ'IO)KeHI/II\/‘I, KOJIMYCCTBO JIMCTOB U SK3CMILIAPOB KAXKIOTO IIPUITOKCHU:

MpunoxeHue: 1. CnopakBka O KaIpOBOM COCTaBe yuypexIeHMs Ha 2 Ji. B 1 BK3.
2. OTyeT O BHIIOJHEHUM ILJIaHa MEPONPUATUM IO OpTaHU3aluuU
IIPVMMEHEHNMA B YUYPEeXISHUN HpO(beCCMOHaHbeIX CTaHOapTOB Ha
3 m1. B 1 nk3.

€CJIM MPUJIOKEHHE (MMPUITOKEHHUS) COPOITIOPOBAHO(bI):

[IpunoxeHre: B 1 3K3.
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[IpuyioxeHre : OoTUeT OO0 ONBITHO-3KCIEPMMEHTAJILHOM padoTe B 2 BDK3.

€CIM JOKYMEHT, SIBJISIONIMICS TMPUIIOKEHUEM, HUMEET TMPUJIOKEHHUSI C CaMOCTOSTEIbHOMN
HyMepanueil cTpaHuil:

[IpUJIOXKEeHVE : HOOTOBOP BO3ME3OHOTO okKaszauma ycayr or 05.09.2023 W 32-17/72
M TPUJIOXEHMS K HeMy, BCero Ha 7 J.

€CJIM MUChMO HaIPaBJISIETCS] HECKOJIBKUM ajipecaTaM, a JOKYMEHT-IPHIIOKEHUE TOJIbKO MEPBOMY
ajpecary:

[IpuyioxeHre: Ha 3 J. B 1 BK3. TOJBKO B IIEPBHIM azpec.
€CJIM MIPUJIOKEHUEM SIBIISICTCS KOIUS JOKYMEHTA:

[IpunoxeHme: konma npukasza MBOY «Xaposckas COII N2» or 21 asrycta 2023
T. e 125 «0 Ha3HAYEeHUU OTBETCTBEHHHX 3a [IOXapPHYI
fes0mnacHOCTE» Ha 2 J. B 1 BK3.

€CITM TIPUIOKEHUEM SIBIISICTCSI 00OCOOJICHHBIN SJICKTPOHHBIA HOCHUTENb (KOMITaKT-IHCK, Uusb-
(baen-HaKOIUTENb | JIp.):

[Ipunoxenmue: DVD-R B 1 »3Kk3.

IIpu sTOoM Ha BKjIazbllle (KOHBEPTE), B KOTOPBIH IIOMELIAETCS HOCHUTENb, YKa3bIBAIOTCS
HalMEHOBAaHUA JOKYMEHTOB, 3alIMCaHHBIX HA HOCUTEIb, UMEHA (ailsioB, 00beM B MerabaiiTax.

€CJI MPUIJIOKEHUE (JIOKYMEHT) HAIPABIISETCS 110 AJIEKTPOHHON MOUTe
[IpuyoxeHre: Ha 2 Ji. B DJEKTPOHHOM BUIE

Ecnu ¢ OOIHUM COIPOBOJAUTCIIBHBIM IMUCBbMOM IICPECHIIACTCA 0OJIBIIIOE KOJIMYECTBO HpHJ’IO)KCHPIfI,
MOXKET OBITh COCTAaBJICHA OIIHNCh HpI/IJ'IO)KCHI/Iﬁ C NEPCHUCIICHUEM HAaMEHOBaHUM BCEX JOKYMCHTOB-
HpI/IJ'IO)KCHI/Iﬁ C YKAa3aHUCM KOJHMYCCTBA JIUCTOB M DJK3CMIUIAPOB KAXKIAOIO M3 HHUX, @ B OTMCTKC O
MPUIIOKCHUHN JAaCTCA CChLJIKA Ha OIIMCh HpHJ’IO)KGHHﬁI

[IpuIoXeHMe : ONMUCH MNPMIIOXKEHMM Ha 2 J. B 1 BK3.

B I[MpuKasax, 10roBopax, nmojJoxXCHUuAX, NpaBujiax, MHCTPYKIUAX U APYTUX JOKYMCHTAaX OTMCTKA O
MPUIOKEHUU 0OPMIISIETCST B CIICAYIOIIEH MTOCIIE0BATEIbHOCTH:

B TEKCTE JIOKYMEHTA MpHU MEPBOM YIIOMHUHAHUM JTOKYMEHTA-TIPHIIOKEHUS B CKOOKaX yKa3bIBaeTCs:
... (mpunoxxenue) wim ... (mpuwinokenue 1). [lepen HOMEpOM TPUIIOKEHHUsS JOMYCKAETCS CTaBUTh 3HAK
HoMepa: ... (mpunokenue Ne 2);

Ha MEPBOM JIUCTE JJOKYMEHTA-TIPUIIOKECHHUS B IIPABOM BEPXHEM YTy YKa3bIBACTCS:

[IpunoxeHue N 2
K npukaszy MBOY «Xapoeckasa COI N2»
or 21 aBrycra 2023 . N 125

CTpoKu peKkBU3UTA LIEHTPYIOTCS OTHOCUTENILHO CAMOM IJTMHHOW CTPOKH.
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Ecnu npuinokeHreMm K paclopsauTeIbHOMY JOKYMEHTY SIBJIECTCS JIOKAJIBHBIA HOPMATUBHBIM aKT
WIM MHOW JOKYMEHT, YTBEPXKAAEMBIH HAHHBIM DPACIOPSIAUTEIbHBIM JOKYMEHTOM, Ha IIEPBOM JIMCTE
MPUIIOKEHUSI TIPOCTABIISIETCS OTMETKA O MPHIOKEHUH (0€3 CCBUIKM Ha pacTopsIUTEIbHBIN TOKYMEHT) U
rpud yTBEPXKIEHHUSA, B KOTOPOM YKa3bIBAIOTCS JaHHbIE PACIOPAAUTENBHOIO JOKYMEHTa, KOTOPBIM
YTBEPKJICH TOKYMEHT-IIpuiioxkeHnue. Harpumep:

NpunoxeHnue N 1

YTBEPXIEHO
npukas3oM MBOY «Xaposckas COII Ne2»
or 20 mas 2023 r. N 67

IIpunoxkeHue SBISETCS HEOTBEMIIEMOM YACThIO YTBEPXKAAIOLIETO €ro pacnopsIuTeIbHOIO
JTOKYMEHTA.
Ecnu npunoxeHuii HECKOJIBbKO, OHU HYMEPYIOTCSL.

I'pu cornacoBanus JOKymMeHTa

58. ['pudom cornacoBanus 1oKkyMeHTa 0hOPMIIIETCS:

BHEIIIHEE COTJIACOBAaHUE JOKYMEHTAa — C OpPraHaMH BJIACTH, OPTaHHM3AlUSMH, JOJDKHOCTHBIMH
JMaMu CTOPOHHUX OpFaHI/I3alll/If/'I;

BHYTPECHHEE COTJIACOBAaHKE — C KOJJICTHAIbHBIMU OPraHaAMU YUPEXKICHUSI.

I'pud cormacoBaHusi B 3aBUCHMOCTH OT BHJA JTOKYMEHTa W OCOOEHHOCTEH ero oQopmieHHS
MOJKET MPOCTABIISATHCS:

Ha ICPBOM JIMCTC NOKYMCHTA (GCJ'II/I JOKYMCHT UMCCT TI/ITyJII)Hblﬁ JIMCT — Ha TUTYJIbHOM JII/ICTG) B
JICBOM BEPXHEM YTy Ha YpoBHE rpuda YTBEPXKICHUS I I0JI HAUMEHOBAHUEM JOKYMEHTa OJIMKE K
HIDKHEMY TIOJIIO;

Ha MOCJIE/THEM JIUCTE JOKYMEHTA HIDKE PEKBU3HUTA «IIOJITUCH» B HIXKHEM JICBOM YTIIY;

Ha JIUCTE COTJIACOBAHUS, SABIISIONIEMCS] HEOThEMIIEMOH YacThIO JOKYMEHTA.

Jluct cornmacoBanus oopMIIIETCS IPH HATHMIUK OoJsiee 4-X rpudOB COTTIaCOBAHMS.

59. I'pud cornacoanusi coctout u3 cioa COI'JTACOBAHO, nomxHOCTH JiHIla, KOTOPHIM
COTJIACOBaH JIOKYMEHT (BKJIIOYash HaWMEHOBAHHE OpTraHHM3alliH), €ro COOCTBEHHOPYYHOH MOAMKCH,
HWHHUIIUAIOB, q)aMI/IJ'II/II/I, JaThl COTJIaCOBaAHUS.

Ctpoku pexsusuta «I'pu corimacoBaHus» BIPaBHUBAIOTCSA IO JIEBOMY Kparo, HalpuMep:

COIUIACOBAHO

HauvanpHUK YnpaBJjeHnAa
ofpa3oBaHmUAa aIMUHMCTPaLUum
XapoBCKOTO MYHMLIUIIAJIbHOT'O
okpyra

[Momnuce M.O0. damMmiamsa

21 auBapsa 2023 r.

Ecnu cormacopanue OCYHICCTBJIACTCA KOJUICTHAJIBHBIM OpraHoM, B I‘pI/I(l)e corjraCoBaHusd
YKa3bIBalOT CBEACHHA 00 oprasne, corjiaCoBaBHIEM JOKYMCHT, JaT€ W HOMEPE IMPOTOKOJIA, B KOTOPOM
Ba(bI/IKCI/IpOBaHO peUICHUC O COTJIaCOBAaHUU, HAIIpPUMEDP:

COTJIACOBAHO

ofuwmM cobpaHMeM pPabOTHUKOB
MEOY «Xaporckasd cou Ne2 >
(mpoTokoJ

or 21 suBapsa 2023 r. N 2)
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NI

COTJIACOBAHO

[IpoTOKOJI obmwero cobpaHu4d
PaboOTHUKOB

MBOY «Xaporeckas COI N2»

or 21 suBapsa 2023 r. N 2

Busa

60.  Bwuzoii opopmisieTcsi BHyTpEeHHEE COTJIacOBaHHE AOKYMEHTa PaOOTHHKAMH YUPEXKICHUS.
Busa cBUIETENBCTBYET O COIVIACHH WIJIM HECOIVIACHHU JIOJDKHOCTHOTO JHia (paboTHHKA) C COAepIKaHUEeM
IPOEKTa JTOKYMEHTA.

BusupoBaHue JOKyMEHTa OCYLIECTBISIETCS O €ro MHOANUCaHHs. Bu3a BKIHOYAET JODKHOCTb
JMIA, BU3UPYIOUIETO JOKYMEHT, IMOJAINUCH, pacuiM(pOBKY MOANUCH (MHHULIUAIbBI, (aMUIIUIO) U JAaTy
BU3UPOBAHUS, HAIIPUMED:

[lemaror—-rcmuxoJior
Ilognuce MN.O0. damMmiamsa
21 auBapsa 2023 r.

Bu3za MoxeT ObITh HameyaTaHa WM MOJHOCTBIO HaMcaHa BUSUPYIOIIUM OT PYKH.
[Tpu HanMUUK 3aMeYaHHH K TOKYMEHTY BU3Y O(DOPMIISIOT CIEAYIOIIMM 00pa3oM:

3aMeuaHud nIpuiaranTcHd.
[legaror—-rncmxoJior
[omnnuce N.0. dammnamga
21 gauBapsa 2023 r.

OTka3 ot BU3HUPOBAHUS HEC NOIMYCKACTCA. B CJIydac Hecorlacus ¢ JOKYMCHTOM B LEJIOM ACJIACTCA
OTMETKA:

He cormacHa, 3aMedaHuda OpuilarainTcsda
[lemaror-ncmUxoJyior

Hoonuce M.O0. dammimsa

21 gauBapsa 2023 r.

3aMeyaHus U3JIararoTcs Ha OTACJIIBHOM JIMCTC, MMOAINMUCBIBAIOTCS U MPUJIAratoTCAa K JOKYMCHTY.
Ecnu 3amevanne umeeT HEOONbIION OOBEM, €r0 MOXHO H3IIOKUTh HAa MPOEKTE JOKyMEHTa
CJIEIYIOIIUM 00pa3oMm:

CuMrarnw, 4TO B COCTaB paboduel I'pyIINH
crlenyeT BKJIOUMTH [Ienarora
IOOMOJIHUTEJIBHOTO Oo0pasoBaHUA

Enxkmuny C.M.

[legaror-ncmxoJyor

[Momnuce M.O0. damMmiamsa

21 guBapsa 2023 r.

B JOKYMEHTaX, MOJJIMHHUKH KOTOPBIX XPAHATCA B YUPEIKIACHUU, BU3BI IPOCTABJIAIOT.
Ha MOCJIICAHEM JIUCTEC NOKYMECHTA IO ITOAIUCHIO,

Ha o60p0Te IMOCJICAHET O JTMCTa NMOJJIMHHUKA JOKYMEHTA,

Ha JIUCTC COrJIaCOBaHHA (BI/I3I/IpOBaHI/IH), npujaaracMom K J0KyMCHTY.
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B ucxomsamux QOKyMeHTax (HampuMep, B CIY)KEOHBIX MHChbMax) B 3aBUCHMOCTH OT TOTO,
HEOOXOJMMO JIM HAMpaBlATh MOMIMHHUK MHUCbMa IO IMOYTE MM JOCTATOYHO HAIMPaBUTh IMHUCHMO IO
(aKCUMHIIBHON CBSI3U HJIH 110 3JICKTPOHHOM MoUTe (B BHJIE SJCKTPOHHOMN KOIUH ), BU3BI TPOCTABIISIOTCS:

Ha KOIHH MUChMa (BU30BOM 3K3EMILISIPE), €CIIU TMOAIMHHUK OTIIPABISCTCS apecary 1o IMo4Te;

Ha 000pOTE MOCIIEIHETO JIUCTA MOATMHHUKA, €CIIM MUCbMO OTIIPABIISIETCS apecary 1o Gpaxkcy Hiiu
AIIEKTPOHHOM 1MoYTe (B 3TOM CiIydae MOUIMHHUK OCTACTCS B YUPEKICHUU U TIOMEIIACTCSI B JIEJI0).

Jluct cornacoBanus (BU3HPOBaHUS) 0QOPMIISIETCS, €CITH COTIACYIOMIUX JIUI] Oosbie 5 - 6.

JIuct cornacoBanus (BU3MPOBAHHUSI) MPUKPEILIACTCSA K TOKYMEHTY U BMECTE C HUM TTOIIIIMBACTCS B

JIeJI0.
Hanpuwmep:
JcT BMBMpPOBAHMA IIpMKasa
MBEOY «Xapoeckasa COI Ne2»
or 25 ceHTabpsa 2023 . N 125

3amMecTuUTesNb OIMpeKTopa [Toonuce nN.0. dammnmsd
no YBP
03.06.2023
CoumaJibHEM HOemaror [Toonuce nN.o0. dammnmsa
03.06. 2023
[legaror-ncmxoJjor [loonucso n.0. dammnmsd
05.06.2023

B oTHOmIeHun Hanbojee Ba)KHBIX HIIU MHOT'OCTPAHUYHBIX JOKYMCHTOB, JIOKAJIbHBIX HOPMATUBHBIX
AKTOB MOXKCT IMIPUMCHATHCA IMMOJIMCTHOC BU3UPOBAHUEC JOKYMCECHTA U €TI0 HpI/IJ'IO)KeHI/Iﬁ — C IMPOCTaBJICHUCM
BHU3bI HA O60p0T€ KaXXI0ro JIMCTta 10KyMCHTA.

[Toanuce
61.  PexBm3ut «lloamuchy pacmoiaraeTcs Mocie TeKCTa WM OTMETKH O HATMYHH TPUIIOKEHUS
U OTJENSIeTCS OT MPEABLAYIIETr0 PEKBU3UTA IBYMS TyCTHIMH CTPOKAMH.
62. [Tognuce nODKHA TOMENIATBCS HA OJHOM CTpaHHWIlE C TEKCTOM JokymeHTa. He

JIOIyCKAETCsI IEPEHOC ITOr0 PEKBU3UTA HA OT/IEJbHBIN JIUCT.

BwMmecTe ¢ moanuceo Ha cIeAYyIOMUI JUCT JOKYMEHTA JIOJDKHO OBITh NEPEHECeHO HEe MEHee IBYX
CTPOK TEKCTa.

63. Ilommuce BKIIIOYAeT: HAUMEHOBAHME JOJDKHOCTH JIMIA, MOIMUCHIBAIOMIETO JOKYMEHT, €T0
COOCTBEHHOPYYHYIO HOJMKCh, paciIn(POBKY MOANUCH (MHULMAIBI, paMUiIns), HaTpUMeEp:

InpexTop [Tonnucob N.0. damunus

HaumenoBanme MODKHOCTH BBIPABHMBACTCS 1O JIEBOMY Kpaio (0e3 a03alHOro OTCTYyIa).
HaumeHoBaHMe HODKHOCTH, COCTOSIIIEE M3 HECKOJIBKMX CTPOK, II€4aTaeTcsi Yepe3 OAMHAPHBIN
MEXCTPOUYHbIM HMHTepBal. PazMep caMoil JJIMHHOM CTPOKM HAMMEHOBAaHHs JIOJDKHOCTH HE JOJDKEH
IIPEBBIIATH § CM.

Mexny wHuNHaiaMu W (pamMuinel cTaBuUTCA TpoOen WIM HEpa3pbIBHBIN mpoden. Mexmy
MHUIIMAJaMd UMEHU U OTYECTBA POoOes He CTaBUTCS.

PacnmmidpoBka moamucH pacrionaraetcss Ha ypOBHE TOCJHEIHEW CTPOKM HaWMEHOBaHUS
nowkHocTH. [locnenusst OykBa B paciindpoBKe MOAMUCH OIPAaHUYUBACTCS MPABON IPaHUIIEH TEKCTOBOTO
OIS

HaumeHoBaHMe JOIKHOCTH U paciiM(poBKa MOAMNUCH BBLICTSAIOTCS MOTYKUPHBIM HIPUPTOM.

Ecnu noxymeHT oopmiieH Ha OJlaHKe YUpexkIeHUs, B HAMMEHOBAHUU JTOJHKHOCTH HaUMEHOBAaHUE
YUpEXKJIEHUS HE YKa3bIBAETCS.
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Ecin gokymenT odopmieH He Ha OllaHke, B HAaUMEHOBAaHHWE JOJDKHOCTH BKJIIOYAETCS
HaVMEHOBAHME YUPEKICHHUS, HATPUMED:

BamMecTuTens nupexkTOpa IO
y4Yeb6HO-BOCHMTATENBLHOM paboTe
MEOY «XapoBckast COIl N2» [Tognuce N.0. ®damMunms

HpI/I noAnMrMCaHu JOKYMCHTA HCECKOJIbKMMU OOJDKHOCTHBIMH JIMIOAMH, 3aHUMArOIHMMU pPa3HoC
IMOJIOKCHHUEC, UX IIOAIHMCH pacClojararoTcsa oaHa IoJq ,Z[pyTOﬁ B IIOCJICAOBATCIBbHOCTH, COOTBCTCTBYIOHleI
HUCpapXru 3aHNUMACMBIX I[OJDKHOCTGﬁ, Harmpumcep:

dupexTop [Toonuce n.0. dammnusi
TnaBumI ByxranrTep [Tonmnmcso n.0. dammnusi

B JOKYMCHTAX, COCTABJICHHBIX KOMHCCHeﬁ, B PCKBHU3UTC ((HO,Z[HI/ICB» YKa3bIBalOT HE OOJIKHOCTH
JIL, MMOAINMUCBIBAOINX JOKYMCHT, @ UX CTATyC B COCTABC KOMHUCCHUHU, HAIIPUMCP!

[lpencenarene KOMMCCUM [Tonnmce n.0. dammaus
YneHs KOMMCCHUM: [Tonmucso n.0. dammnus
[loonuce n.0. dammnust
[loonuce N.0. damMunus:

daMuUIUU YWIEHOB KOMUCCUH PACIIONIATalOT 1O al(aBuUTy.
[Ipy moanucaHWU MOKYMEHTa JMIIOM, MCIOJNHSIOMUM OOS3aHHOCTH PYKOBOIUTENS, MOAMKCH
oopmIsiercst ¢ ykazaHUEeM cTaTryca JOHKHOCTHOTO JIMIIA B COOTBETCTBHH C MPUKA30M (PaCHOPSKEHUEM):

Vcnonustiowmi o6s13aHHOCTH
OupexTopa [Tonnmce n.0. dammaus

JIOKyMEHT MOXET OBITh MOAMKUCAH TOJIBKO TEM JIUIIOM, TOJDKHOCTh U (haMUJTUsl KOTOPOTO yKa3aHa
Ha JOKYMEHTE.

HOI[HI/IC&HI/IC JOKYMCHTA JAPYruM JHUIOOM C IPOCTABICHUCM KOCOH YCPTHI WJIM HAAIHCH <«3a»
HEJIOMYCTUMO.

HpI/I NnoArnvuCaHur JOKYMCEHTA JIMOOM, HUMCIOIIMUM IIpaBO IOAINHMCH B ClIydac BPEMCHHOIO
OTCYTCTBHSI PYKOBOJUTEJNSI, UCTIPABICHNUS B HAUMEHOBAHHE JOJDKHOCTH U PacHIMPpOBKY (HaMUIUH yiKe
MOATOTOBJICHHOTO M COTJIACOBAHHOTO MPOEKTa JOKYMEHTA BHOCATCS OT PYKHU HJIM C MCIOJIb30BAaHUEM
COOTBETCTBYIOIIMX ITAMIIOB.

HOI[HI/ICBIB&TI) JAOKYMCHTBI HCO6XOI[I/IMO CHUHUM WJIM YCPHBIM IBETOM YCPHUII (HaCTBI).

JIOKyMEHTBI KOJUIETHAJIBbHOTO OpPraHa MOANMCHIBAIOTCS MPEACEAAaTeNIbCTBYIOIIMM U CEKpeTapemM
(mpoToKo coBemanus, KOH(PEpEeHIINH WM COOpaHus).

Ileuatn

64. [leyarp 3aBepsieT NOIMHHOCTH MOJNKMCH JOJDKHOCTHOIO JIMIIAa Ha JOKYMEHTaXx,
yIIOCTOBEPSIONINX MpaBa I, (UKCUPYIOMHUX (PaKTHI, CBI3aHHBIE ¢ (UHAHCOBBIMH CPEJCTBAMHU, a TAKKe
Ha WHBIX JIOKYMEHTax, MpEeIyCMAaTPUBAIOIINX 3aBEPEHUE TMOJNKMCH T[€YaTbl0 B COOTBETCTBUU C
3akoHoJarenbcTBOM Pocceniickont denepanmu.

[Teyats mpocTaBisieTcs, HE 3axBaThiBasi COOCTBEHHOPYYHOH TIOJIUCH JIWIIA, TOJAMHUCABIIETO
JOKYMEHT, WU B MecTe, 0003HaueHHOM «M.IL» («Mecto nmeyatny).

OTTHCK TIPOCTABJICHHOW MEYaTH JIOJDKEH OBITh XOPOIIo YhuTaeMbiM. OTTHUCK TTeYaTH JOJKEH OBITh
CUHETO0 Wiu (UOJIETOBOTO I[BETA.

[IpumepHBIil NepedeHb JOKYMEHTOB, HA KOTOPBIX CTABUTCS M€YaTh:
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aKkThl (IIpHeMa 3aKOHYEHHBIX CTPOUTEICTBOM OOBEKTOB, BBIMIOJHEHHBIX pPa0OT, CIUCAHWS,
AKCIEPTU3BI, YHUUTOKEHUS HOCUTENEH MEPCOHANBHBIX JaHHBIX U T. 1.);

ApXMUBHBIE CTIPABKU;

apXUBHBIE KOIUU;

JOBEPEHHOCTH (O MPEIOCTABIICHUH MpaBa Ha COBEPIICHUE KAKUX-TMOO ACWCTBUI, BEACHHUE JCT B
Cylax u T. 1.);

noroBopel (00 00pa3oBaHUM, O COTPYJHUYECTBE, O MATEPUAIBHONH OTBETCTBEHHOCTH, O
MIPOM3BOJICTBE pabOT, MOCTABKAX, apeH/ie MOMEIIECHUN, TOApsIIa U T. 11.);

3amanus  (Ha TPOEKTUPOBAHHWE OOBEKTOB, TEXHUYECKUX COOPYKCHHM, KalUTAIbHOE
CTPOUTENHCTBO U T. 11.);

3aKJIIOUYEHUS U OT3bIBBI;

3as1BKH (Ha 000pYyI0BaHUE U T. 11.);

HCKOBBIC 3asIBJICHUS;

KOIUU TPYJIOBBIX KHUKEK;

HOpPMBI (pacxona);

00pa31bl OTTUCKOB Ne4aTed U mojanuceil paboTHUKOB, UMEIOIUX MPABO COBEPIICHUS (PUHAHCOBO-
XO3SIICTBEHHBIX OIEpaLHii;

MPEJICTAaBICHUS U XOAaTalCTBa (0 HArpaXACHUH OpJCHAMH U MeIaisiMu, mpemusiMu Poccuiickoit
®denepannu, MPUCBOCHUHU MTOYETHBIX 3BAHUM U T. 11.);

MUChMa rapaHTUiHbIC (HA BBIOJIHEHHUE Pa0OT, OKa3aHUE YCIYT U T. 1.);

nopyueHus (IIaTeXHbIE U T. 1.);

MOJIO’KEHHUS O CTPYKTYPHBIX MOAPA3/ICICHUSIX;

MIPOTOKOJIBI (HAMEPEHUH, COTIIacCOBaHUS TJIAHOB MOCTABOK H T. I1.);

peecTpsl (4EKOB, MPEICTABISAEMBIX B OaHK OIOJKETHBIX MOPYUYCHUN U T. 11.);

CMETHI pacxo0/10B (Ha KAJBKYJSIHUIO K JJOTOBOPY, Ha KAITUTAIbHOE CTPOUTEIHCTBO U T. [1.);

COTJIallIeHUS;

CnpaBkd (JIMMUTHBIC, O BBIIJIATE CTPAXOBBIX CyYMM, OO HCIIOJIb30BAaHHH OFOJIKETHBIX
aCCUTHOBAHMI Ha 3apIuiaTy, O HAYUCICHHON U MPUYUTAIOLIEICS 3apIuiaTe U T. 1.);

TPYZIOBBIE IOTOBOPHI;

YIOCTOBEPEHMUS;

XapaKTEePUCTUKH;

IITaTHBIE PACIIMCAHUS U U3MEHEHUS K HUM.

Ot1MeTKa 00 UCIIOJTHUTEIIE

65. Ormerka 00 wucnojHuTene (COCTaBUTENE JOKYMEHTa) BKIOYaeT (aMWINIO, UMS H
ot4ecTBO (TMPU HAIWYMK) WCHOJHHUTENS, HAaWMEHOBAaHHE JOJDKHOCTH, HOMep TeledoHa W ajapec
3JIEKTPOHHOMN MOYTHI UCTIOTHUTEIS.

OtMeTrka 00 ucmogHUTENEe OQOPMITSIETCS HA JIUIIEBOM CTOPOHE TMOCJEIHEr0 JIUCTa TOKYMEHTa OT
IpaHMIIBI JIEBOTO TOJs 6e3 ab3alHOro OTCTyMa WJIM, IPU OTCYTCTBUH MecTa, — Ha 0OOOPOTHON CTOpOHE
BHU3Y cieBa M mevaraercss mpudrom pazmepom Ne 10 ¢ oaWHApHBIM MEXKCTPOYHBIM HHTEPBAJIOM.
Hamnpumep:

CMypHOB VBaH AHIpeeBMUY
3aMecTUTeJIb IMpekTopa no YBP
+7 921 924-45-67
Smir@mail.ru

Homepa tenedoHoB criemyer 3amuchiBaTh B NpUHATOM B Poccuiickoit denepaiiu MOIHOM
dbenepasibHOM (opMate, UCTIONB3YST KOJI PETMOHA U OTAENsIs AedrcoM CIipaBa HajleBO 1O ABE IU(PHI U
OCTaBJISASA TPU MOCIETHUX U(PBI B ceMU3HayHOM HoMmepe: +7 921 602-29-71.
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B ciyuae mOAroTOBKM JOKYMEHTA TpYINION HCIONHUTENEH B OTMETKE 00 MCIOTHUTENE
yKa3bIBaeTCsl (paMUIIMSI OCHOBHOTO MCTIOTHUTEIIS.

Otmerka 00 UCHONHUTENE MOXET O(GOPMIATHCA KaK HIDKHMKA KOJIOHTUTYJ W TedaTaTbes
HIpU(PTOM MEHBLIETO pa3Mepa.

Ha nokxymeHTax, HampaBisieMbIX B Cy[eOHbIE OpraHbl: OT3bIBBI, XOJaTaiiCcTBa, BO3pPaXECHUS,
3asBJICHUS, JOBEPEHHOCTH, OTMETKA 00 MCIOJHUTENE IPOCTABIAETCS TOIBKO HAa BU30BOM 3K3EMILIApE.

OTMeTKa 0 3aBCPCHUH KOIINU

66. OrmeTka O 3aBepeHHM KOIUU OQOPMIISICTCS U TOATBEPIKICHHUS COOTBETCTBHS KOIHUU
JOKyMEHTa (BBIMUCKM W3 JOKYMEHTa) TOJUIMHHUKY JOKyMeHTa. OTMETKa O 3aBepeHHH KOIHH
MPOCTABIISICTCS 1O/ PEKBH3UTOM «IIOJIUCHY» W BKJIIOYACT: CIOBO «BepHO»; HAMMEHOBAaHUE JOJKHOCTH
JUIa, 3aBEPUBIIETO KOIMHUIO, €ro COOCTBEHHOPYYHYIO MOJIMKUCH; pacmiu(pOBKY MOANMHCH (WHUIUAIIEI,
(haMHUITHIO); 1aTy 3aBEPEHUS KOMHH (BBITUCKH M3 JOKYMEHTA), HallpUMeED:

Konma BepHa
CekpeTapsb [Momnuce n.0. dammnmsa
05.11.2023

Ecnu xomus BBIAACTCA AJId MPCACTABJICHUA B APYIr'yIO OpraHu3annro, OTMCTKAa O 3aBCPCHUHN KOIIUU
3aBEPACTCA NCUATBIO YUPCIKACHUS, a TAKIKE (HpI/I H€O6XOI[I/IMOCTI/I) JOIIOJIHACTCA HAAIIMCBIO O MCECTC
XpaHCHUA TOKYMCHTA, C KOTOPOro OblL1a U3TrOTOBJICHA KOITnA, HalIpUMEpP:

[IoOoIMHHMK IOOKyMeHTa HaxomuTcsa B MBOY «Xaposckas COII N2» B nmesne N 3a
r.

Konma BepHa

CekpeTapsb [Momnuce n.0. dammnma

05.11.2023

I[J'IH MMPOCTABJICHUA OTMCTKHU O 3aBCPCHUN KOIINUU MOKET UCIIOJIb30BATHCA HITAMII.
OtmMmeTKa o MOCTYIUICHUH NOKYMCHTA

67. OtMmeTKa O MOCTYIUIEHHMHM JIOKyMEHTa IMpOCTaBiseTcss B (opMe HITaMmna WM OT PyKH B
IIPaBOM HWXKHEM YIJIy Ha JIMLEBOW CTOPOHE IEPBOr0 JIMCTA TEKCTOBOI'O IOJI JTOKYMEHTAa Ha CBOOOJIHOM
OT TEKCTa MECTE.

OTmeTka O TMOCTYIUIEHMM JIOKyMEHTa BKJIIOYAeT JaTy TMOCTYIUJIEHUS U BXOZISIIUN
pEeruCTpallMOHHbI HOMep JoKyMmeHTa. IIpu HeoO0XoaMMOCTH OTMETKa O TMOCTYIUICHMM MOKET
JIOTIOJIHATHCS YKa3aHWEM BPEMEHH MOCTYIUIEHHS B yacax U MHUHYTaX M Coco0a JOCTaBKH JIOKYMEHTA.

[Tpu orcyrcTBMM MecTa i1 IPOCTaBICHMS OTMETKM O IIOCTYIUIEHMM HA JIMIEBOW CTOpPOHE
MOCTYIMUBLIETO JOKYMEHTA OTMETKA CTaBUTCS HA 0OOPOTHOM CTOPOHE JIUCTA.

Ha cOpomrropoBaHHBIX MaTepuasiax BXOJAIINE HOMEpa MPOCTABISAIOTCSA Ha TUTYIbHOM JIUCTE.

Pezomronmg

68. Pezonronus O(I)OpMJ'I}ICTCSI Ha JULIEBOM CTOPOHC MEPBOTO JIMCTAa JOKYMCHTA Ha CBO6OJIHOM
OT TCKCTa MECTEC, Ha CIICIIMaJIbHOM OnaHKe PE30JIFOIHUU UJIW HAa OTACIIBHOM JIMCTC.

Ilo 06pameHmo HOPUINYCCKOTO WA (I)I/I3I/I‘-ICCKOTO JiMia pe30Jironus, Kak ImpaBuio, O(I)OpMJ'I}ICTC}I
Ha OJlaHke PE30JIOINHU UJIU OTACIIBHOM JIMCTE.
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[Tpu odopmieHnn pe3omonnn Ha GIaHKe PE30NIOLUU MM OTAEIHHOM JIUCTE B MPAaBOM HUKHEM
yray Takoro OnaHka (JIMCTa) MPOCTABISAETCS JaTa BXOMSIIETO JOKYMEHTa U €ro perucTparoHHBIN
HOMEp, a PE30JIIOLMS IPUKPEIUIIETCA K JOKYMEHTY U BMECTE C HUM IOJILMBAETCS B AEIIO.

Pe3omronus Bkitovaer: (aMuiIMio, MHULUANBI HCIONMHUTENS (KMCIOJHUTENEH), MOpydyeHHue IO
JOKYMEHTY, IIpM HEOOXOAMMOCTH — CPOK HCIIOJIHEHUS, MOJIMUCH JIMLA, BBIHECIIETO PE30JIIOIUIO0, ATy
PE30II0LNH, HAlIpUMED:

Pamunamua N.0. (B maTeJbHOM IIalexe)

[Ipouy MNOOTOTOBUTE npenjoxeHus k 10.11.2023.
[Tomnnuce

05.11.2023

Cpok HCHOJIHEHUsS] TIOPYYEHMs] HE YKa3bIBAa€TCA, €CJIM OH Ha3BaH B TEKCTE MOCTYMHBIIETO
JOKYMEHTa M PYKOBOJAMUTEIh HE CUMTAET HEOOXOAMMBIM H3MEHUTh €r0 B CTOPOHY COKpAllleHUs WU
SIBJISIETCS] TUTIOBBIM JIJIS1 JAHHOTO BUJA TIOKYMEHTA.

B pesomonuu  MOXeT colep)KaThCs yKazaHue Ha (opMy IpencTaBiIeHHUS pPE3yIbTaToOB
WCIIOTHEHUS, HAIIPUMeEp:

dammnmsa M.0. (B HmaTeJIbHOM Iamexe)
[Ipouy MOATOTOBUTE I[IPOEKT

npmukasza k 24.12.2023.

logonuce

16.12.2023

Pesomroruss  «Jlonoxute»  («Jlokmam») W JApyrHe aHAJOTHYHBIC YKa3aHUS — O3HAYAIOT
HEO0OXOIMMOCTh YCTHOTO MH(GOPMUPOBAHUS JOHKHOCTHOTO JIMIIA O PE3YJIbTaTaX MCIIOTHCHUS.

Ha nmokymeHTax, He TPeOYIOIIMX IOMOJHHUTEIBHBIX YKa3aHHH IO HCIOJHEHHI0 W HMEIOIINX
THUIIOBBIC CPOKU HCIIOJIHECHHSI, B PE30JIIOIIMN YKa3bIBACTCS HCIIOJIHUTEIb, MOAMUCH aBTOPa PE30JIIOIIHH,
nara.

B cnyudae ecnu nopydeHue 1aeTcs IBYM WM HECKOJIBKUM JIMIaM, OTBETCTBEHHBIM MCITOJIHUTEIEM
CUMTACTCS JIUIIO0, YKa3aHHOE B TIOPYYCHUH MEPBbIM. EMy mpenocTaBiisieTcsi MpaBo CO3bIBa HCIIOIHUTEICH
1 KOOpAWHaIWA UX pa6OTI)I.

CoOHCIIOJIHUTETM B paBHOW CTEMCHM OTBETCTBEHHBI 32 CBOCBPEMEHHOEC M KA4YeCTBCHHOEC
MIPEJCTABJICHUE HCIIOJHUTEII0 HEOOXOAUMBIX MaTepHasioB (MPOEKTOB JOKYMEHTOB, CIPABOK, CBEIACHUI
U T. 1.).

Ecnu pesosronust mpeaycMaTpuBaeT HECKOJBKO MOPYYCHHH, OHA pa30MBAaeTCs Ha IMYyHKTHI B
COOTBETCTBHH C KOJIMYECTBOM MOpydeHUil. [Ipu 3TOM KaKIblii MYHKT JTOJDKCH HAYMHATHCS C YKa3aHWUsI
HUCIIOJIHUTEIIEN U OMpeaAcCICHUS UCITOJTHUTEIA, OTBETCTBCHHOI'O 3a BBIITOJHCHHUE JAaHHOTI'O MMOPYUCHUS.

OTMeTKa 0 KOHTpOJIE

69. PexBu3ut «OTMETKAa O KOHTpOJIE» 0003HAYAET, UTO JOKYMEHT MOCTABJIEH Ha KOHTPOJb B
MIPOLIECCE €T0 MCTIOHEHHUS C IENbI0 COOJIIO/ICHHUS] YCTAHOBJICHHBIX CPOKOB, YKa3aHHBIX B PE3OIIOLINH, MU
TUIOBBIX CPOKOB UCIIOJIHEHUS.

70. OTMETKYy O KOHTpOJIE MPOCTaBISIOT HAa JOKYMEHTaX, MOCTaBJICHHBIX Ha KOHTPOJb, C
noMouipo mramia «KoHTpoJb» B MpaBOM BEPXHEM YIUIy MIEPBOTO JIUCTA JOKYMEHTA.

OTMmeTKa 0 HalpaBJIEHUH TOKYMEHTA B JIEJI0
71. PexkBu3ut «OTMeTKa O HampaBlIEHUU JOKYMEHTa B JENIO» OIpeNesieT MECTO XpaHEHHS

AOKYMCHTA IMOCJIC 3aBCPIICHUA pa6OTLI C HUM.
HaHHBII)'I PEKBU3UT CBUACTCILCTBYCT 00 UCHOJIHEHNH JOKYMCHTA U CHATHUHU €0 C KOHTPOJIA.
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OtMetka npocTaBisieTcs: (MOAMUCHIBACTCS) PYKOBOAUTEIEM YUPEKICHUS.

OtmeTka cocTouT H3 cioB «B gemo», MHIEKca fena MO HOMEHKJIAType Jell, B KOTOpoe
MOMENIaeTCs IOKYMEHT Ha XpaHEHUE, C YKa3aHUEeM IoJla, MOAIMKCH, J1aThl.

OTMmeTKa O HampaBiICHUHM JOKYMEHTa B JIEJI0O MOXET JOMOJHSATHCS KPATKUMHU CBEACHHUSIMH O
XapakTepe UCTIOTHEHUS JOKYMEHTA.

[Tpu HanMuuu JOKYMEHTA, CBUETENIbCTBYIOUIET0 00 HCIOIHEHUH MOpydeHus (MpuKas, MUCbMO),
YKa3bIBa€TCS €ro JaTa U HOMEp, HalpuMep:

VspaH npmukas
or 20 ceHTsabps 2023 r. N 35
B mejio N 01-18 3a 2023 1.
[Momnmce
23 ceHnTsabpsa 2023 r.

HpI/I OTCYTCTBUU HOOKYMCHTA, CBHUACTCILCTBYIOLICTO 00 HCIIOJIHCHUH, YKAa3bIBAKOTCA KPAaTKHUC
CBCACHU 00 HCIIOJITHEHHUH, HAIIPUMED:

[IpoBeneHo coBemaHme 6 mas 2023 1.
B mejo N 01-18 3a 2023 1.
[Toonuce
7 masa 2023 1.

Ha pokymeHTax WM KOMMSIX, TOJYyYEHHBIX AJIs CBEIACHHS M HE TPEOYIOUIMX OTBETa, JeNaeTcs
3armmch «OTBeTa HE TpedyeTcs, B 1o Ne 3a r.».

OtMmeTKa O HampaBJIeHUH JOKYMEHTA B JIEJIO MPOCTABISAETCS OT PYKH B IIPABOM HUXXHEM yIiy / B
JICBOM HWKHEM YTy / B HIDKHEH YacTH JIMIIEBOH CTOPOHBI NIEPBOTO JIMCTA JOKYMEHTA, TOJIJICKAIICTO
(hOpMHPOBAHUIO B JI€J10, HA CBOOOTHOM OT TEKCTa MECTe.

[Ipu HEOOXOAMMOCTH OTMETKAa MOXKET OBITh CIelaHa Ha OOOPOTHOM CTOPOHE IMEPBOIO JIUCTA
JOKYMEHTA.

baanku JAOKYMCHTOB

72.  VYdpexaeHue UCHONb3yeT OJaHKU JOKYMEHTOB, U3TOTOBJIEHHBIE HAa OyMa)KHOM HOCHTEINE
W/WIM 3JIEKTPOHHBbIE IIa0JI0HbI OslaHKOB. biiaHku Ha OyMa)KHOM HOCHUTENE U DJIEKTPOHHBIE IIA0JIOHBI
OJIAaHKOB JIOJKHBI OBITh MJICHTHYHBI IO COCTABY PEKBHM3HUTOB, MOPSIKY UX PACIOJIIOXKEHUS, TApHUTYypaM
mpudra.

bnanku TOKyMEHTOB M3roTaBIMBarOTCs Ha Oenoit Oymare.

ONeKTpOHHbIE  IIA0JOHBI  OJAHKOB ~ JOKYMEHTOB  JIOJDKHBI ~ OBITH  3alIUIIEHBI  OT
HECAHKIIMOHUPOBAHHBIX U3MEHEHU.

B 3aBucumoctu OT pacmosioXeHUs PEeKBHU3UTOB YCTaHABIMBAETCS JBa BapHaHTa OJAHKOB —
YIII0BOM U NPOAOJIBHBIM.

B yupexnennn ucnosbp3yroTcs Cleayonue BUabl OJaHKOB:

OnaHk npukasa (npuioxerue Ne 2);

Onank mucbMa (npuioxxerue Ne 3);

OnaHk npoTokoia (mpunoxenue Ne 4);

Osrank akTta (mprnoxenue Ne 5);

PaboTHuKaM yupekaeHus 3anperaeTcsi BHOCUTh U3MEHEHHS B OJTaHKU IOKYMEHTOB.

bnaHky JOKYMEHTOB JIOJIKHBI HCIIOJIB30BATHCS CTPOTO MO Ha3HAYEHHUIO.

[Tepenaya GraHKOB APYTMM OpraHaM, OpPraHU3aALUAM M JIHIIaM 3aIpeIaeTcs.

1. IToaroroBka u opopmieHHe OTACIBHBIX BH/I0B JOKYMEHTOB
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JloxanbHBIC HOPMAaTUBHBIC aKThI

73.  JloxanbHble HOpMaTUBHBIE aKkThl (nanee — JIHA) yupexaeHus u3garoTcs B BHJAE MPABHIL,
MOJIOKEHUH, MHCTPYKLUH, TOPSAAKOB, IIEpeUHeil U JpyruX BUJOB JOKYMEHTOB.
74.  PacmopsimuTenbHBIC aKThl YUPEKICHHUS U3IAI0TCA B (POpME MTPHKA30B.

[Tpukassl u3aa0TCA B LEIIX 0POPMIICHNS PELICHHUI:

HOPMATHUBHOTO Xapakrepa (ecnu mpukazoMm yrBepxkaaercs JIHA wnm mpuHHMaeTcs pelieHue
OpraHU3alMIOHHOI0 XapaKTepa, HaupuMep, MpuKa3 00 yTBEPKACHUU CTPYKTYPhI U IITaTHON YHCIEHHOCTH
YUPEKICHUSA);

OpPraHU3alMOHHOI0, aJMUHUCTPATUBHOIO, B TOM YHCJIE€ ONEPaTHUBHOIO XapakTepa 10 BOIpPOCaM
OCHOBHOM JI€ATEIbHOCTH YUPEKICHUS.

75.  JIHA mnpuoOpeTaroT IOpUANYECKYH CHIIy I0CII€ UX YTBEPXKIEHHS pPacHopsIUTEIbHBIM
aKTOM (IIPUKa30M) PYKOBOJUTEIS YUPEKICHUS.

76.  JIHA moryTt ObITb:

MOCTOSIHHO JEHCTBYIOIUMHU (0€3 OrpaHHMUYCHHS CPOKA UX TIPUMEHEHUS);

BPEMEHHBIMU (JCHCTBYIOIIMMU B TEUEHHE YKa3aHHOI'O B HHUX CpOKa WM /0 HAaCTYIUICHHS
OIIpEIETIEHHOTO COOBITHS).

77. JIHA usparorcs B LEIAX:

YCTAHOBIICHWSI HOpPM, TpeOOBaHMI, TpaBWJI B OTHOWICHWHM TpeIMeTa HOPMATHUBHOTO
peryaupoBaHus, paHee He SIBISBLIEMCS IPEIMETOM PEryJIUpOBaHMs B YUPEIKICHUU,;

U3MEHEHHS CYIIECTBYIOUIMX HOPM, TpeOOBaHMA, MpaBWJI, yCTAHOBICHHBIX paHee H3JIaHHBIMHU
JTOKYMEHTaMH YUPEKICHHUS;

OTMEHBI paHee YCTaHOBIICHHBIX HOPM, TPEOOBAHUH, TPABHIL.

78.  JIHA pa3zpaOaTbiBaeTcs B CiIy4ae, €CIIu:
MMEETCS y4acTOK paboThl (BOMPOCHl JACSATENBHOCTH), HYXKIAIOMUNACA B HOPMATHBHOM
pEryJIupOBaHNY;

TpeOyeTcs BHECEHNE 3HAUUTEIbHOTO KOJIMYECTBA U3MEHEHUH B paHee NpuHAThIN JIHA;

BBISIBJIEHO Heckolbko JIHA, peryiaupyrommx CcMeXHble BONPOCHL, KOTOpBIE II€JIecCO00pa3HO
O0OBETUHHUTD B OJJH JJOKYMEHT.

AkTtyanu3anus panee npuHaTbix JIHA ocyiiectBiisiercst uepe3 BHECEHUE B HUX U3MEHEHUM.

79. B Tekcrax JIHA wucnons3ytorcs riaroiibl B (opMe HACTOSIIETO BPEMEHH, MPHIAIOIINE
JOKYMEHTY MPEANUCHIBAIOLINI XapaKTep, HAIPUMED:

3auncieHue ngeTey njasa oOydeHMd IO HOONOJIHMTEJIBHEM Oflepa3ByMBanlyM
nporpaMMaM B O0OJIaCTU QOUMBMUECKOM KYJbTYPEl M CIOPTa OCYWECTBJSAETCHd IIpU
OTCYTCTBMM MNPOTUBOIOKABZ3HUM K BaHATUIO COOTBETCTBYIMM BMIOM CIOPTA.

B nokymeHTax, ycTaHaBIMBAaKOIUX (QYHKIHMH, OOS3aHHOCTH, IIpaBa M OTBETCTBEHHOCTH
CTPYKTYPHBIX MOJIpa3/ieleHuil, pabOTHUKOB (IIOJIOXKEHNE, MHCTPYKLUS, UCTIONIb3YyeTcs (popMa U3II0KEHUS
TEKCTa OT TPETbEro JHLA EIUHCTBEHHOIO WIM MHOXECTBEHHOrO u4Hciaa («OTAENT OCYILECTBIISIET
(GYHKLHUU...», KKOMUCCHS ITPOBENIa IPOBEPKY...»).

80. B Tekcre mpukaza 00 yTBepKIeHMM, HW3MeHeHMM uiau otMmeHe JIHA wucnomb3yrorces
(bOopMyIIHPOBKHU:

npu yreepxxaeHun HoBoro JIHA: «YTBepauth (HazBanue JIHA)» unmm «YTBepauTh (Ha3BaHUeE
JIHA) u BBecTH B IeHiCTBHE C (71aTa)».

IIpY BHECEHHWU W3MEHEHUH B paHee yTBepxkaeHHbIM JIHA: «BHectn m3MeHeHus B (Ha3BaHUE
JIHA), yTBep/A€HHBII IPUKA30M OT . Ne ».

npu oTMmeHe panee yrepxkieHHoro JIHA: «IIpusHate yrpatuBmuMm cuiy (HazBanue JIHA),
YTBEPKACHHOE ...».

81. ITpu BHecenun B JIHA He3HauMmTeNbHBIX M3MEHEHMH H3JIaraTb B HOBOM PENAKIMM BECH
JOKYMEHT WJIH €r0 OTAENIbHBIC YACTH HE JIOITYCKACTCA.
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82. HNudopmanus Gonpimioro odbema, MpeICTaBICHHAs B BHIE TpadUKOB, CXeM, TaOIHI, a
TaKke (OpMBI JOKYMEHTOB 0(hOpMIISIIOTCS B BUAE MpuitoskeHni Kk JIHA.

Ha npunoxenusx k JIHA odopmisiercst pekBu3uT «OTMETKA O MPUIIOKEHUN» B COOTBETCTBHH C
HACTOSIIECH MHCTPYKIIUEH.

83. JIHA BcTymaer B CHIly B CPOK, YKa3aHHBIN B PaCHOPSIUTEIBHOM aKTe (IpUKa3e), KOTOPHIM
ytBepxkaeH JIHA, wiu ¢ natel yrBepxkaenust JIHA.

[Ipukassl

84.  Ilpukasbl COCTaBISIIOTCS HA OCHOBE TIIATEIBLHOTO M BCECTOPOHHETO M3y4YEHUS! BOIPOCOB,
TpeOYIOLMX pa3pelieHusi, 4YTOOBl COAep)Kalhecs B TNPUKa3ax IOpYyYeHHUs OBLIM KOHKPETHBIMH,
00ecreurBaluCh JOCTATOYHBIMU MAaT€PHAIbHO-TEXHUYECKUMH U (UHAHCOBBIMU CpPEACTBAMH U B
JambHEHIIeM MCKIII0YaId HE0OXO0AUMOCTh KOPPEKTUPOBKU MPUHATHIX PELICHUH B CBSI3U C HEMOIHOTOMN
WM HeJOpaObOTKOM MpebIIyIero nprukasa.

85.  IIpuka3 MoxeT OBbITh M3JaH PYKOBOJUTEIEM YUPEKICHHUS WM JIMLOM, HCIOJHSIIOIINM
0053aHHOCTH PYKOBOJUTENS B CIIydae €ro OTCYTCTBHSL.

86. [To conepxaHuto MPUKA3bl ACTATCA Ha TPpyNIbl (HOPMUPYIOTCS B Jera):

1) JIeJI0 MIPUKA30B [0 OCHOBHOM J€ATEIbHOCTH!

00 yTBEpXKICHWM JIOKAJTHHBIX HOPMATHUBHBIX aKTOB (TIPaBHJI, TIOJIOKEHUH, WHCTPYKIUH,

pacmopsiIKOB U T. 11.),

00 yTBEpKICHUU CTPYKTYPHI U IITATHOTO PACITUCAHUS YIPEHKICHUS,

00 yTBEep:K/ICHUH TUTAHOB PadOTHI,

0 MPOBEICHUH TIPOMEKYTOUHOM aTTECTAIIMUA 00YJAIOIIUXCS,

0 CO3JaHNH PabOYNX KOMHUCCHIM, TPYIIN, METOJUYECKUX OObEINHEHHUIA,

00 MCIOJIb30BaHUU M COBEPIICHCTBOBAHMHM METOJIOB OOyUYEHHS M BOCITUTAHWMS, 00pa30BaTEIIbHBIX

TEXHOJIOTHH1, SJIEKTPOHHOTO 00y4eHHUS,

0 3aKyIKax TOBapoOB, pabOT, YCIyT,

00 ycUIIeHUH Mep TOXKapHOH 06e3011acHOCTH,

Ap-;

2) JIEJIO0 TPUKA30B 110 JIMYHOMY COCTaBY:

0 IpueMe, MepPeBo/Ie, MePEeMEIIeHNH, COBMEIICHUH, YBOJILHEHHUH,

00 arrecranuy,

0 HampaBJeHUH Ha TMpoQecCHOHAIbHOE 00pa3oBaHue, MpodeccHoHabHOE O00y4YeHue,

JOTIOTHUTEIbHOE TTpodeccCHoHaNbHOEe 00pa3oBaHue,

00 M3MEHEHNH TIEPCOHATLHBIX JaHHBIX PaOOTHHKA,

0 MOOIIPEHUSIX, HArPAKICHHUSIX,

00 ormtate Tpy/a, MPEMUPOBAHNH, PA3IMIHBIX BBIILIATAX,

O TPEJOCTaBICHHH BCEX BHUAOB OTMYCKOB pPAaOOTHUKOB C BPEAHBIMH U (WJIHM) OMACHBIMHU

YCIIOBHSIMU TPYZa, OTITYCKA MO YXOAY 32 peOECHKOM, OTITycKa 0e3 COXpaHeHUs 3apa00THOM IJIaTHI,

0 JIe)KYpCTBax Mo MPOQUII0 OCHOBHOM J1eATEIHHOCTH,

0 JUTHTEeITLHBIX KOMaHINPOBKaX,

Ap-;

3) JIEJI0 TIPUKA30B M0 JIMYHOMY COCTaBYy O JHUCHUIUIMHAPHBIX B3BICKAHUSAX, €KETOTHBIX
OILJIAYMBAEMBIX OTIYCKAX, OTITYCKaX B CBS3U C 00yYEHHEM, KPATKOCPOUHBIX KOMaHAUPOBKAX H JIp.;

[Tpuka3sbl, OTHOCSAITUECS K Pa3HBIM JieJiaM, B OJTHOM JIOKYMEHTE, KaK MPaBUJIO, HE COBMEIIAOTCS.

87.  Ilpuka3 umeer CleIyrOIIie PEKBU3UTHI:

HAaWMEHOBAHHE YUPEKIEHUS (TTOJTHOE U COKPAIICHHOEC);

HauMeHoBaHue Buja gokymenta ([IPUKA3);

MECTO COCTaBJIEHUS (M3AaHUs) JOKYMEHTA,

JaTa JOKyMEHTa;

PETUCTPAIIMOHHBIA HOMEpP JJOKYMEHTA,

3aroJIoBOK K TEKCTY;



26

TEKCT TOKYMEHTA;
MOJINHUCE;

nevath (Ipu HeoOXOMMOCTH );

OTMETKA O 3aBEPEHUHU KOIUH (ITPH HEOOXOIUMOCTH);
OTMETKA 0 KOHTpoJIe (IIpY HEOOXOAUMOCTH);

88. B mpukazax TEKCT M3JIaraeTcs OT IEPBOTO JIMIA SANHCTBEHHOTO YHCIIA («IIPUKA3BIBAIO).
89. TekcT nmpuka3a COCTOUT, KaK MPaBUIIO, U3 JIBYX YacTel: KOHCTaTupyromei (mpeamOyisl) u
pacropsIuTeabHOM.

B xoHcratupyromieil yacTu gaeTcsi 00OOCHOBAaHHE pPACIOPSAMTENBHBIX NeicTBUA. B kauecTBe
000CHOBaHHUS AEUCTBUI MOXKET BBICTYIATh:

HOPMATHUBHBIM IIPAaBOBOM aKT BBILIECTOSLIEIO OpraHa WM PacloOpsAIUTEIbHBIN JOKYMEHT, paHee
W3JIaHHBIA yUPEKIECHUEM, HAIIPUMED:

PykOBONCTBYsSCb INyHKTOM 4 IIpaBujl  [OPOTUBOIOXAPHOT'O  pexuMma B
Poccuiickom denepaunmn, YTBEPXIEHHBIX IIOCTaHOBJIEHUEM [lpaBUTENBCTBA
Poccurickon demepaumm oT 25 anpensg 2012 r. N 390, m p ¥ K a 3 BL B a 0

dbopMyIMpOBKa HEJIeH U 3a/1ad, CTOSIIUX Mepe] yIPSKISHUEM, ONMCaHne (DaKTOB WM COOBITHIA,
MOCITYKUBIIUX PUYUHON H3AaHUS IPUKA3a, HAIIpUMeED:

B nmejax COBEPUHIEHCTBOBAHNMA JOKYMEHTALIMIOHHOTI'O obecrnieueHusa
YIIPAaBJIEHMA YUpPEeXIEeHMVEM II P M K a 3 Bl B a :

KoHcratupyromass d4acTh IpuKa3a MOXKET HauuHaTbesd cioBamu «B  memsx...», «B
COOTBETCTBHH...», «Bo ucnonnenue...», «B cBa3u...», «<Ha ocHoBanuu...», «PyKOBOACTBYACH...» U T. 1.

90. ®opmynupoBka «Bo ucCronHEHHE. ..» UCHOJb3YyeTCs, KaK MPaBUIIO, €CJIU B JOKYMEHTE, Ha
OCHOBAaHMHU KOTOPOTO M3JACTCS MPHUKA3, UMEETCS NpsiMoe (KOHKPETHOE) MPEINMCAHUE BBITTOJIHEHUS
onpeneneHHbIX nedcTBuil. [Ipym OTCYTCTBUU mNpsAMOro (KOHKPETHOTO) MPEANHCAHUS HCHOJIB3YIOTCS
dbopmynpoBku «B cooTBeTCcTBHH...», «B memnsx...», «Ha ocHOBaHHH...».

91. KoHcrartupyromass 4acTb MOXET OTCYTCTBOBATb, €CJIM PACIOPSAUTENIbHAs 4YacThb HE
HY)XJIa€TCS B Pa3bsICHEHUU WM 00OCHOBAHUH.

[TpeamOyna B mMpHKa3zax 3aBEpPIIACTCS CIOBOM «IIPHUKA3bIBAIOY», KOTOPOE MeUaTaeTcsl CTPOYHBIMU /
MPOMUCHBIMU OyKBaMH 0€3 paspsIKH, MOTYKUPHOTO HauepTaHusl, 0€3 KaBbIYEK, C IBOCTOYMEM B KOHIIE.
[Ipy OTCYTCTBUM BCTYIIUTEIBHON YaCTH CIOBO «IIPUKA3BIBA0» HE MUIIETCS.

Ecnu npenmecTByronmi CioBy «IIpUKa3bIBak0» TEKCT COCTOUT U3 HE3AKOHYEHHOTO MPEIIOKEHHUS,
TO 3TO CJIOBO 3aBepllaeT JaHHOE MpPEeJIoKEHHEe M meuyaTaeTcs 0e3 pa3pbiBa €ro 3HaKoM mepeHoca. B
Clly4dae, €CJu CIIOBY «IIPUKA3bIBAIO» MPEIIIECTBYET TEKCT, COCTOSIINN U3 3aKOHYEHHOTO MPEAJIOKEHHS C
TOYKOW B KOHIIE, TO OHO I€YaTAETCsA C HOBOU CTPOKH OT JIEBOM I'PAHUIIBI TEKCTOBOT'O IOJIS JOKYMEHTA.

Bapuanm

PacnopsimutenbHas crnoBecHast (hopMyna «IIpUKa3bIBalO» IedyaTaeTcs NPOMUCHBIMU OyKBaMu
(ITPUKA3BIBAIO) 6e3 pa3psaku ¢ HOBOM CTPOKM OT ab3ala WM CTPOYHBIMM OyKBaMHU Bpa3psIKy
(m puKas3Bkl Ba ) B NPOJOIKEHHE TPeaMOybl, C BbIICTICHUEM MONYKUPHBIM MIPUPTOM WiH Oe3
BBIJICJICHHUS, C IPOCTABJICHUEM JBOETOYMS.

Ecnu ucnosiHeHue mpuKa3za MpeanosiaracT BBINOJHEHUE PA3JIMUHBIX I10 XapakTepy ACHUCTBUH,
pacrnopsIuTeNIbHas YacTh IEUTCS HA TYHKTHI.

[TyHKTBI HyMEpYIOTCS apaOCKUMU IUPpaMu ¢ TOUKOM.

Kaxnprii yHKT JOJDKEH BKJIIOYATh, KaK MPaBUJIO, OJHO TPEINUCHIBAEMOE JICUCTBHE (3aJaHue,
nopydeHue). Heckombko mNpeAnuchiBaeMbIX JEHCTBUN OOBEAMHSIOTCS B OJIWH IIYHKT, €CIH OHH
B3aMMO3aBHCUMBI U B3aUMOOOYCIIOBIICHBI.

[Mpenmucanuss  GopMynupyrOTcss B  KaTeropuyHod Qopme, mpeAmuchIBaeMble JEHCTBUS
BBIPKAIOTCSl TJArojioM B HeompeneneHHON (opme («pa3pabdoTarhy, «IMOATOTOBUTH, «IIPEACTABUTHY,
«YTBEPAUTHY, «00OECIIECUNUTH, KIIPOBECTHY, KOPTAHHU30BAThY, HATIPABUTHY).
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He pomyckaercss wucnonb3oBaHHE HEKOHKPETHBIX, pACIUIBIBYATBHIX BBIPAXKEHUHM, MPOBEpPKaA
UCIIOJIHCHUST KOTOPBIX 3aTpyAHUTENIbHA (Hampumep, «O0OpaTUTh BHHUMAaHHE», «aKTHBH3HUPOBATHY,
YTYYIIUTBY).

[IynkThl nevaTatorcs ¢ orcTynom 1,25 cm.

CopepxaHue KaXJ10ro IMyHKTa paclopsIUTEIbHON YaCTH CTPOUTCS IO CIAEAYIOLIEH cxeMme:

BHayalle YKa3bIBalOTCS JOHKHOCTh, (DaMUIIUS U MHUIIMAJIBI UCTIOJIHUTENS B JaTeIbHOM Hajexe (B
Ka4yeCcTBE MCIIOJIHUTENS MOTYT OBITh yKa3aHbl CTPYKTYpPHBIE TOAPA3CIICHHS);

3aTeM yCTaHABJIMBACTCSI CPOK MCIIOIHEHMUS,

10CJI€ ATOTO (POPMYIIUPYETCSI IPEITUCHIBAEMOE JICHCTBHE.

Hanpuwmep:

3. 3aMecTmUTesn OVpeKTopa o AXP JleoHTBEEeBOM E.M.
no 1 oxkrsabps 2023 0. OOOTOTOBUTL UM IPEOCTABUTL Ha YTBEPXIeHMEe ILJIaH
MEPONPUATHUMN [0 YJIYUUIEHMIO YCJOBUNM M OXpaHH Tpyna Ha 2024 rTon.

Bapuanm:

CoaeprxkaHue Kaxa0ro MyHKTa paclopsiAUTENIbHON 4YaCcTH CTPOUTCS O CIEAYIOIIEH cxeMe:

BHAYaJIe YKa3bIBAIOTCS JAODKHOCTh, (DaMWIINS U MHULMAIIBI UCTIOJIHUTENS B IaTEIILHOM Tasiexe (B
KaueCTBE MCIIOJHUTENS MOTYT OBITh YKa3aHbl CTPYKTYPHBIE MTOAPA3ICICHUS);

3areM (OpMyIUpyeTCs MPEaIIChIBaeMOe JICHCTBHE.

CpoOK HCTIOTHEHUS YKa3bIBAECTCSA C HOBOM CTPOKH.

Hanpuwmep:

3. BamecTturTenw gupekTopa oo AXP JleoHTberoM E.M. OOOTOTOBUTL U
NpeOCTaBMUTE Ha YyTBEPXIEHME IIJIaH MEPONPpMATUM MO YIIYUIEHMIO YCJIOBUM U
oxpaHH Tpynla Ha 2024 ronm.

Cpokx mcnojHeHusa — 1 oxTabpsa 2023 1.

Ecau myHKT pacnopsiMTeNbHOM YacTH HOCHUT OpPraHU3allMOHHBIA Xapaktep («yTBEpIHUTHY,
«CO37aTh», «IIPeo0pa3oBaThy, «IMKBUIAMPOBATHY, WIPU3HATH YTPATHBLIAM CHIIY»), TO UCIIOIHHUTEIH U
CPOKHU MCIIOJTHEHUS HE YKa3bIBAIOTCS, a TOJIbKO (hopMynupyeTcs AeiicTBUE, HallpuMep:

3. Co3maTh KOMMCCHMIO IO MHBEHTAPMU3ALUMA.

Ecin onHOMY HUCHOJTHUTEN0 HEOOXOIMMO IOPYYUTh HECKOJIBKO pa3HBIX 3aJaHUil ¢ OJHUM
CPOKOM BBITIOJIHEHNUS, UCIIOJTHUTEb U CPOK HCIIOJHEHUS yKa3bIBalOTCS OUH pa3 B OCHOBHOM IIYHKTE, a
MOPYYEHUsl BBIJEISIIOTCS B OT/EIbHbIE MOANYHKTHL. Eciu y mopydyeHui pas3Hble CPOKU MCIIOIHEHUS,
CPOKH yKa3bIBalOTCSl HE B OCHOBHOM ITYHKTE, & B KaXKJ0M IIOJITYHKTE.

Cpok UCHOJIHEHUSI JOJIKEH OBITh pealbHbIM, COOTBETCTBOBATh 00bEMY MpEIoIaraéMbIX padoT.

CpoK UCTOJIHEHHUS B IYHKTaX paclopsANTEIbHON YacTH NIPUKa3a HE YKa3bIBAETCA B CIIydasX, €CIIH
JEHCTBUSL HOCAT PEryJSIpHBIN XapaKkTep M UX BBINOJIHEHHE MPEANHCHIBAETCS HA BECh MEPUOJ NEHCTBUS
npukaza. KonmdecTBO uCHOJIHMUTENEH MO KaKJOMY IYHKTY (MOJNYHKTY) HE OrpaHUYMBaeTCH.
OTBETCTBEHHBIN UCTIOJHUTEIND YKa3bIBAETCS MIEPBBIM.

B Tekcr mpukaza He Jomnyckaercs BKIoueHMe NyHKTa «lIpuka3 noBectw 10 CBEIEHUS...».
[lonpaznenenuss W JOJDKHOCTHBIE JIMIA, JO CBEACHHS KOTOPBIX HEOOXOAMMO JOBECTH MpPHKa3,
MIEPEUUCIISIIOTCS. B yKas3aTelsle (JIUCTE, CIMCKE) PACCBUIKH, KOTOPBIM TOTOBUTCS MCIIOJIHMUTEIEM U MOXKET
0OopMIIATHCSI HA 0OOPOTHOM CTOPOHE MOCIIEIHETO JIMCTA TPUKa3a.

[TyHKTBI TpUKa3a TPYNIHUPYIOTCSA MO WX 3HAYMMOCTH: OT HauboJiee CyIIEeCTBEHHBIX BOIPOCOB K
BTOPOCTENIEHHBIM WJIM B TIOCJEI0BAaTEIIbHOCTH Pa3BUTHS Bompoca (TE€Mbl, COAEpKaHMUS TMPUKa3a).
Bo3MmoxHa IpynnupoBKa IYHKTOB IO HCIOJIHMUTENSAM, CpoKaMm ucrnojHeHus. Hymepanus mIyHKTOB
JOJDKHA OBITh €TMHOM (CKBO3HOM) ISl pacOpSAIMTEILHON YacTH NpuKas3a. B ciaydae Hanmuuus B mpukasze
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NPUIIOKEHUs (TPUIIOKEHNUI) HyMepalus MyHKTOB JIOJDKHA OBITh COOCTBEHHOM M €MHOM (CKBO3HOIT) /It
KaXJ0r0 U3 MPHIOKECHH.

[TyHkT MOXeT pa30MBaTbCs HAa MOANYHKTHI, KOTOPBIE HYMEPYIOTCS apaOCKUMH IU(ppaMu WIH
CTPOUYHBIMHU OyKBaMHM € 3aKpbIBAIOLICHCS KPYITIOH CKOOKOM.

B xoHI1IE TOAITYHKTA CTAaBUTCS TOUYKA C 3aIATOM.

[TonnyHkTel MOryT pa30uBaThCsl TOJBKO Ha ab3albl, HE JOIycKaeTcss pa30uBaTh HX Ha
MOJITYHKTHI, B TOM YHCIIE C HHBIM 0003HAYCHHEM (HyMeparuei).

B nocneaHeM IyHKTE pacHOpSAMTENBHOM YacTH yKa3bIBA€TCs JOJDKHOCTHOE JIMIIO, HA KOTOPOE
BO3JIaraeTCsi KOHTPOJIb 3a UCIIOJHEHUEM IIpUKAa3a, HAIIPUMED:

5. KoHTposb 3a MCHOOJHEHMEM HACTOAWETO MpMKaz3a BO3JOXUTH Ha
3aMecTuTeNnda gupekTtopa no YBP OY CummpHOBY O.U.

JIOMKHOCTHOE JIMIIO, Ha KOTOPOE BO3JIAraercss KOHTPOJb, JODKHO O0JIagaTh TOCTATOYHBIMH
BJIACTHBIMH ITOJJHOMOYHSIMH B OTHOIIICHUH aJpECaToB MPEANMCAHUN MMPUKa3a U He MOXKET OBbITh OJTHUM U3
3TUX aapecaTroB. B OTHEIBHBIX CIIydasx PYKOBOAMTENb YUPESKICHHS MOXKET OCTaBHTh KOHTPOJbL 32
co0o0ii:

5.KoHTpOJSIE 3a MCHIOJIHEHMEM HaACTOAWEeI'0 IIpMKaszsa OCTaBJISK 3a CcobOoM’.

92. He pomyckaercst pa3MelleHHE B DPACHOPSAMTENBHOM YacTM TeKcTa IpuKaza TaOiull,
CIIMCKOB KOMHCCHH, pabouymnx TpymI, APYruX MEpedrciIeHuil 0osiee 4eThpex CyOBEKTOB, MHCTPYKIIHIA,
IPaBUJ, TOPSJIKOB, MOJOXKEHUH, CXEeM, HSMOJEeM, PHUCYHKOB, MOSCHSIOMIMX CJIOB (IpEeAsIoKEeHH),
OTpeieNieHuH, HEO(QHUIMATBHBIX COKpPAIICHWH Ha3BaHWH, CCBUIOK H JpYroil uWHPOpManuu, He
o0Jafjaroneil UMIIepaTUBHBIM CTHJIEM BJIACTHBIX NPEANUCAHUM. YKa3aHHbIC YaCTH TEKCTa IOMELAI0TCs B
TEMAaTHYECKU DPa3JeICHHbIE NPWIOKEHUS K IPUKA3y, IOPUAUYECKU CBSI3aHHBIE C PACIOPAIUTEIBHOU
4acThIO TEKCTA.

Ecnu npuka3 n3meHseT, OTMEHSET WIKA JONOJHAET PaHee U3JaHHBIM PUKa3 WU €r0 OTAEIbHbIE
IIOJIO’KEHHUS, TO OJIMH U3 IIYHKTOB PAacHOPSAUTEIbHON YaCTH TEKCTa IPHUKa3a MOXET COAEPXKaTh CCHUIKY
Ha OTMEHSEMBIM IIPUKA3 C yKa3aHWEM €ro JaThl, HOME€pa U HAMMEHOBAaHMs. TEKCT IyHKTa JOJIKEH
Ha4yMHATbCA cioBaMu «lIpu3HaTh yTpaTUBIIMM CUITY...».

IIpu 3TOM B mepedyeHb MPUKA30B, MOJICKAIMUX INPU3HAHUIO YTPATUBIIMMHU CHITy, BKIHOYAKOTCA
KaK OCHOBHOM MNpHKa3, Tak M NPUKa3bl, KOTOPBIMU B €ro TEKCT paHee ObLIM BHECEHbl M3MEHEHUs
(omosHEeHMS ), M pacIioyiaratoTcsl B XpOHOJIOITMUECKOM MOPSJIKE MO JlaTe uxX u3naHus. B npenenax oxHoi
U TOW K€ JaTbl IPUKa3bl, MOMJIEKAIUE NPU3HAHUIO YTPATUBILIMMHU CHILY, YKAa3bIBAIOTCSI B IOPSAIKE
BO3PACTaHUsI UX PETHUCTPALMOHHBIX HOMEPOB.

3arojIoBOK NpHKa3a, M3JAHHOIO C LENbI0 M3MEHEHUS WIM OTMEHBI JEHCTBYIOIIUX IPUKA30B,
odopMmIIsieTCs CAEAYIOIMHUM 00pa3oMm:

O BHECEHMM MBMEHEHUM B IIpUKas
or 27 mapra 2023 rv. N 14

B ciIydac €CJin OTMCHACMBIX HJIHM H3MCHACMBIX IPHUKAa30B HECKOJIBKO, 3arojJOBOK MOKET OLITH
copMyIupoBaH 0000IEHHO:

O BHECEHUM M3MEeHEeHUM
B HEKOTOpHE / OTIEJIbHBIE
npMKa 3

B 3aronoBku npuKa3oB M0 JUYHOMY COCTaBY BKJIIOUAKOTCS HAMMEHOBAHUE NEHCTBUS, HHULIUAIBI,
¢dbamunus paboTHuKa (paOOTHHUKOB), B OTHOIIEHWH KOTOPBIX 3TO JAEWCTBHUE OCYIIECTBISETCS (€CIU MHOE
HE YCTaHOBJIEHO YHU(DUIIUPOBAHHBIMH (hOpMaMH MTPUKA30B), HAIPUMEDP:
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06 OOBABJIEHUM IOUCLUUIIJIMHAPHOITO
B3vICKaHUA lleTpoBy B.IU.

bonee yetbipex paOOTHUKOB YKa3bIBAIOTCS B 3ar0JI0OBKE 00OOIIEHHO, HAIIPUMED:

O mooupeHuM nerarormdyecKmUx
PabOTHUKOB

AHaJIOrn4HbIM 00pa3oM 0(pOPMIISIOTCS 3aroJOBKH ITPUKA30B [0 00yUYarOIIUMCS.

[TpunokeHus K IpUKa3y MEYaTarTCs HA OTIAEIbHBIX JINCTAX, JOJKHBI UMETh CaMOCTOSTEIbHYIO
HYMEpPALUIO U HEOOXOUMbIE PEKBU3UTHI (IpU( yTBEPKACHNUS, 3ar0JIOBOK K TEKCTY U T. 1.).

CcbulkM Ha TPUIIOKEHUS YKa3bIBAIOTCS B TEKCTE IpUKasa. l3gaHue BMecTe € IPUKa30M
IIPUIIOKEHUH, HE YIIOMSHYTHIX B TEKCTE JJOKYMEHTA, HE IOIyCKaeTcs.

OTMmeTKa 0 HaIMYUU IPUII0KEHUS TI0CTIE TEKCTA HE YKa3bIBAETCA.

[TpunoxeHns 3aKaHUYMBAIOTCS YEPTOM, PACHOJOKEHHOM IO LEHTPY TEKCTa Ha pPacCTOSIHUU
IIPUMEPHO 3 MYCTHIX CTPOK. J{JIMHa 4yepThl cocTaBisIeT 2-3 CM.

[TpoekTbl IpHUKa30B FOTOBATCS U BHOCATCS 3aMECTUTENSIMU PYKOBOIMTENS YUPEXKIACHUS, UHBIMU
paOOTHHUKAMU YYpEXKAECHUS Ha OCHOBAHUM yKa3aHUM PyKOBOAUTEINS yUPEXAEHUS J1M00 B MHUIIMATHBHOM
MOPSJIKE.

Hymeparus npukazoB Be1eTCsl OT/IEIBHO 110 OCHOBHOM J€STEIbHOCTH, 110 JINYHOMY COCTaBY.

OdopmieHHbIE B YCTAaHOBJIEHHOM NOPSJKE KOMMU IIPUKA30B HAIIPABIISIIOTCS ajpecaTaM COIJIacHO
yKa3aHHIO O PaCChUIKE.

[Tpuka3pl BCTymarT B CHJIy C MOMEHTa UX IOJIMUCAHUS, €CJIM WHOE HE OIpPENEICHO B CaMOM
IpUKase.

TekcT mpuka3za MOXET COAEpkKaThb IOJOKEHUE O CPOKE BCTYIUIEHUS €r0 B 3aKOHHYIO CHIY,
KoTOpoe oopmisieTcss OTAeNIbHBIM ITyHKTOM. [0 yMOI4aHuIo pHKa3 BCTyHaeT B CUILY B COOTBETCTBUM C
HOpMaMHU JIEUCTBYIOLIETO 3aKOHOIaTEIbCTBA.

93. Berlnicka u3 npukasa.

Boinucka u3 1o0KyMeHTa — KOIUS 4acTu JOKYMEHTA, 3aBEpEHHAsl B yCTAHOBJICHHOM IOPSKE.

Beinucka u3 npukasa (kak 4 U3 J11000ro Jpyroro JOKyYMEHTA) FOTOBHUTCS, €CIM JOKYMEHT UMEET
Oompi10it 00BeM, a Tpedyemasi nH(pOpMaIUs 3aHUMAET HEOOJBIIYIO €r0 YacTh JIN00 JOKYMEHT COJNEPKUT
MHpOpPMAIIMIO OrPaHUYEHHOrO JocTyna. Bo Bcex Ipyrux ciydasx Jenaercs KONMHUs HEoOXOJIUMOro
JIOKYMEHTA.

Beinucky 13 npukaza opopMIISIOT IO CIIeAyoLIeMy 00pasiy:

MOJIHOCTBIO BOCTIPOM3BOJAT PEKBU3UTHI OJlaHKA MpHKa3a, Ipu 3ToM BuA JokymeHnTa «[IPUKA3»
3amenstoT Ha «BBIIIMCKA U3 ITPUKA3A», peructpaiiioHHbIi HOMEp U AaTy MpHKa3za oGopMisIoT B
M€YaTHOM BUJIE;

npeamMOyIy npukasa (Ipy ee HaTMYUH ) HOBTOPSIOT MOJTHOCTHIO;

U3 pacHopsSAUTENbHOM YacTH MEPEHOCAT TOJIbKO HEOOXOAMMYI0 MH(OPMALMI0 WM ITYHKT(bI)
NIpUKa3a;

BOCIPOM3BOASAT HAMMEHOBAHHUE TOJKHOCTH JIMLIA, TOIHCABILEr0 IPHUKA3;

BBINNCKY U3 IIPUKa3a 3aBEPSAIOT I1€YaThIO.

94. B mpukazax HE JOMyCKaeTCs:

M3MEHEHHNE PaHEE YCTAaHOBIIEHHBIX CPOKOB BBINIOJIHEHMS 3a/1aHU B CTOPOHY UX YBEJIMYEHHUS;

[IpoTokomsl
95.  JleATenbHOCTb 1O COBMECTHOH BBIpaOOTKE pelleHUil Ha 3aceJaHUsIX COBETOB, KOMUCCHIA,
COBEMIAHUAX 0POPMIISETCS TPOTOKOIAMH.
96.  IIpoToKOJ UMEET CIIEAYIONIHE PEKBU3HUTHI:

HAaNUMCHOBAHUC YUPCIKICHUA (HOJ'IHOC n COKpaH_ICHHOe);
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HauMeHoBanue Bua nokymenrta (IIPOTOKOJ);
MECTO COCTaBJICHUsI (MU3aHMs) TOKYMEHTA;

JaTa TOKyMEHTA;

PETHCTPallMOHHBIN HOMEp JOKYMEHTA,
3aroJIOBOK K TEKCTY;

TEKCT IOKYMEHTA;

MOJINUCH;

nevyaTh (pu HEOOXOIUMOCTH ),

OTMETKA O 3aBEPCHHH KOIUU (MPU HEOOXOAMMOCTH);
OTMETKA O KOHTPOJIE (MMPH HEOOXOAUMOCTH);
OTMETKA O HAMPABJICHUH JOKYMEHTA B JIETIO.

97. JlaToi mpoTokona sSBJISETCS AaTa 3aCeIaHus.

98. TekcT mpoTokosna u3naraeTcsi OT TPETHEro JIMIa MHOXECTBEHHOI'O uHucia («CIyIaim,
«BBICTYIUJINY, «ITOCTAHOBHIINY, «PEIIIIIN).

99. [TpoToKoJIbI MOTYT U3/1aBaThCA B MOJTHON WM KpaTkod popme. B yupexxaeHuN mpoTOKOIbI

W3MIAI0TCS, KaK MPaBHUIIO, B KPaTKOW (opme, pU KOTOPOH OITyCKaeTcss X0 OOCYKICHHS BOIPOCOB H
(UKCUPYIOTCS TOJIBKO MPUHSTHIE IO HUM PelIeHUS.

B BBOAHON YacTW MNPOTOKOJA YKA3bIBAIOTCS: BpeMsl MpoOBelneHUs; (aMUIUK TIpeacenaTens
(mpeacenaTeNbCTBYIONIET0), CEKpeTaps; CBEICHHUS O JIHIAX, MPOBOJUBIIMX MOJCYET T'OJOCOB; COCTaB
YYaCTHUKOB 3aCE/IaHMs; CITUCOK JIMI], IPUTJIANICHHBIX HA 3aCEaHHE; TTIOBECTKA JHSI.

CnoBo «IIpucyrcTBoBanm» mnevaraeTcs OT TPAHUIBI JIEBOTO IOJIA, IOCIE CIOBa CTAaBUTCA
nBoeroure. Hibke yKa3pIBAIOTCS HAaWMEHOBAHMS JOJDKHOCTEH, crpaBa — (aMUIMM W WHHUIHAIIGI
MPUCYTCTBYIOIIUX, HAIIPHUMeED:

[lpucyTCcTBOBAJIN::
OVPEKTOP n.0. dammnma
3aMecTuTelJlb OUupekTopa o YBP n.0. dammnma

HaumenoBanus 10KHOCTENH MOTYT yKa3bIBaThCsl 00OOIIEHHO, HAIIPUMED:

[lpucyTCcTBOBAJIN :
paboTHukM MBOY «XapoBckas COIl N2» (bamunuy B andaBUTHOM [NOPSOKE) .

B nporokonax 3acenaHuii COBETOB, KOMUCCHH, pabOUYMX TPYII MOTYT YKa3bIBaThCsl 00SI3aHHOCTU
UX YJICHOB B COCTaBE ATUX OPTaHOB.

Ecnu xonmuecTBO NMpUCYTCTBYIOLIMX Ha 3acefaHuu mpesblmiaer 10 yenoBek, B BBOJHOW YacTH
IIPOTOKOJIA JEIACTCA CChUIKA Ha JIMCT PErMCTpaluy, ABIIIIOIIUNCA HEOTHEMIIEMOM YacTh NMPOTOKOJA.
Hamnpumep:

[IpucyTCcTBOBaMM: 25 ues. (JIMCT perucTpaumum npujaraeTcsd) .

3areM cienyeT TIOBECTKAa [JHSA, COJEpJKallas IEepedYeHb pacCMaTpUBAaEMBbIX BOIPOCOB,
MIEPEYUCIIEHHBIX B MOPSJIKE UX 00CyxkaeHus. Bonpockl moBecTku JHS GOpMyIupyroTes ¢ mpegioroM «Ox»
(«O0»), meyaTaroTcs OT I'PaHMIIBI JIEBOTO MOJIS M HyMepYIOTCs apabckuMu 1udpamu. B xoHie Bompoca
CTaBUTCSI TOUYKA.

Jlanee npUBOIUTCS pELICHHUE.

[Ipy Hanmuuuu B TMOBECTKE JHSA COOpaHHsS HECKOJbKHMX BOIPOCOB MO KaXJAOMy M3 HHX
IIPUHUMAETCS CaMOCTOSITENIBHOE pPEIIEHHE, €CIM HHOE HE YCTAHOBJIEHO €IMHOIVIACHO YYaCTHUKAMHU
3aceqaHusl.

Pemrenune B TEKCT MPOTOKOJIa BHOCUTCS IOJTHOCTBIO B TOM (OpMYJIMpOBKE, KOTOpasi ObLIa MPUHATA
Ha 3aCeaHNUU; TPUBOJIATCS UTOTH T'OJIOCOBAHUSA: «3a — ..., IPOTUB — ..., BO3AEPKAIOCH — ...».
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[IpoTokon 3acegaHusi MOAMUCKHIBACTCS MpejceaareyieM (MpeaceaaTeIbCTBYIONIMM) U CEKpETapeM
3aceqaHusl.

CogepxaHrie 0coOOT0 MHEHHsI, BRICKA3aHHOTO BO BpeMsi OOCYKIIEHUsI, 3allMChIBACTCS B TEKCTE
MIPOTOKOJIA TIOCTIE COOTBETCTBYIOLIETO PEIICHHUS.

100. Tekctr oOCHOBHOM dacTh 0Oojiee TMOJHOTO MPOTOKOJA COCTOMT U3  Pa3JeNioB,
COOTBETCTBYIOIIUX BOIMPOCAM IMOBECTKHU AHsS. XOJ PACCMOTPEHHUs Ka)JO0ro BOINPOCA 3allMCHIBACTCS B
nocnenoBarensbHocTu: CJIVIIAJIN — BBICTYIINUJIN — PELLINJIN.

Cnosa CJIYIIAJIM, BBICTYIIWJIN, PEILMJIN meuyatatoTcsi MpONUCHBIMH OyKBaMHU OT JICBOM
IPaHUIIBI TEKCTOBOIO MOJISI.

ITocnie cmoa CJIYIIAJIM craBUTCS JBOETOYME, YKa3bIBAIOTCS (aMUIUsS W HWHHUIHAIIBI
JOKJIa/I4rKa (JTIOKJIAYUKOB), U3J1araeTcs KpaTkoe CoAep>KaHrue BHICTYILICHHUS.

ITocne cnoBa BBICTYIIMJIM craBuTCcs ABOETOYME M TEPEUUCIAIOTCS (PaMUIMK W WHHUIHAIIBI
BBEICTYIIUBIINX MO0 JaHHOMY Bompocy. [Ipym HeoOXOoIMMOCTH TMedaTraeTcs KpaTKOe COJACpKAHHE
BBICTYILJICHH.

ITocne cmoBa PEIIMJIM craBuTcA OBOETOYME M M3JAaraercs CyTh NPUHATOrO peuieHus. Ilpu
HAJIMYUU JIBYX U OoJiee pelleHud KaxJ0oe U3 HUX HyMepyeTcss apaOCKuMU HHU(paMu C 3aKpbIBarOIIeH
KpYTJI0i CKOOKO.

101. TIlIporokonam mpHCBAaMBAIOTCS TMOPSAKOBBIE HOMEpAa B TpeneNax KaJeHJapHOTO Troja
OTJIETTLHO TI0 KaXKI0M TPyMIe MPOTOKOJIOB.

102. TIlpu HEOOXOAMMOCTH KOMHUU MPOTOKOJOB WM BBIMUCKH U3 MPOTOKOJIOB PACCHLIAIOTCS
3aMHTEPECOBAHHBIM JIUIAM B AJICKTPOHHOM BHJI€ B COOTBETCTBUHU C YKA3aTEJIEM PACCHUIKH.

B BbInuCke W3 MPOTOKOIA JIOJMKHBI BOCIPOU3BOJIUTHCS BCE PEKBU3HUTHI 3arojOBOYHOM YacTu
MPOTOKOJIAa, BBOJHASl YacTh, BOIMPOC MOBECTKH MIHS, IO KOTOPOMY TOTOBHUTCSl BBINHCKA, U TEKCT,
OTpaXKkaroIui 00CyKIeHIE BOIIPOCa U MPUHATOE PEIlIeHUE.

CnyxeOHble mMCcbMa

103. CayxeOGHOe MMCbMO FOTOBHUTCS Ha OJIaHKE MHChbMa.

HaumenoBanue Buja JoOKyMeHTa («IHUCHhMO») U Pa3sHOBUIHOCTH MUChMa (HAIPUMED, «IIPOCHOay,
«H(POPMALIMOHHOE MHUCHEMOY, «COMPOBOAUTENBHOE IMUCHMOY, «3alpOCy», «HAIOMUHAHHUE») B CIYKEOHBIX
MMChbMaxX HE yKa3bIBarOTCSl.

CnyxeOHOe MMChMO JOJKHO OBITh MOCBSAIIEHO 0JHOMY Bompocy. Ecian HeoOxoaumo oOpaTuthes
B OpraHu3allii0 OJHOBPEMEHHO IO HECKOJBKHM BOIIPOCAM, PEKOMEHJYETCS COCTaBUTh OTAEIbHOE
MIUCBMO I10 KaXI0MY U3 HUX.

[TuceMO MOXKET KacaTbCsl HECKOJIIBKUX BOIIPOCOB, €CIIM OHU B3aUMOCBSI3aHBI.

TekcTbl OTBETHBIX MHCEM JIOJKHBI TOYHO COOTBETCTBOBAaTh 3aJJaHUSAM, 3a(pUKCHUPOBAHHBIM B
PE30ITIOIMH PYKOBOAUTES, M YETKO OTBEYATh Ha KOHKPETHO MIOCTABJIECHHBIN BOMPOC.

TekcT nuceMa u3nnaraeTcst OT TPETHETO JUIA EAMHCTBEHHOIO YMCIIA, TaK KaK JOJDKHOCTHOE JINLIO,
MOJNKCABIIEE JTOKYMEHT, BBICTYNAeT OT UMEHHU yupexaeHus («MBOY «XapoBckas COI Ne2»
MPOCHT...» WU «COOOIIAeT, YTo...»), JUOO OT MEepBOro Jjuila MHOXecTBeHHoro uucia («IIpocumy,
«Hanpasnsem», «Coobiiaem, 4ro...»).

Ecnu nrcbMo HOCUT KOH(UACHIIMAIBHBINA XapakTep, TO BO3SMOXKHO U3JI0KEHUE TEKCTa OT MEPBOro
JIMIa €TMHCTBEHHOTO YHUCIIA: «IIPOIY...», «HAMPABJISIO...», «CUUTAI0 HEOOXOAUMBIM...».

He nomyckaercs mnHcaTe NHCBMO OT <«@IAMMHUCTPALUHM YUPEXKACHUS» («aIMHUHHUCTPALIUSL
YUPEXKIECHUS TPOCUTY).

[Ipu HampaBieHHMM JOKyMEHTa B aJpec KOHKPETHOro JIMIla HEOOXOIUMO HAYMHATH TEKCT C
MEPCOHANIBHOTO O0OpallleHus K ajapecaTry C HCIHOJIb30BaHUEM CIIOB «YBAXKAEMBI» WM «yBa)KaeMasi»,
KOTOpOE MeyaTaeTcst HEHTPOBAHHBIM CLIOCOOOM U OTAEISAETCS OT TEKCTa MyCTOW CTPOKOU, HallpUMep:

YBaxaemelt Cepren AHaATOJbeEBUY!

JlomyckaeTcs BlIelieHre 00palleHUs MOTYKUPHBIM HIpUdTOM.
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Hapymennem HOpM pycCKOTO sI3bIKa SIBISETCS 00pAICHNE «MHOTOYBa)KaeMBbIii».

TekcT nuchbmMa COCTOUT U3 IBYX YaCTEH.

[lepBasi yacTb — 0OOCHOBaHHE, WM3JIOKEHHE NMPUYMH HANMCAHUS MHCbMa, KOHCTaTalus (akToB
CJIOXKUBILIEHCS CUTyalluH, CChLJIKA HA IPYTrue JOKYMEHTBHI.

Ecnu nmucbMo MOArOTOBIEHO B JIOIOJIHEHUE K PAHEE HAIIPaBICHHOMY, TO CIIEyeT yKa3aThb JaTy U
HOMEP paHee MOATrOTOBJICHHOIO MMHChMa.

[Ipu ccbulke B TEKCTE€ HAa KaKOM-IMOO OKYMEHT YKa3bIBalOTCS €r0 PEKBU3UTHI B CIENYIOLIEH
IIOCJIEI0BATEIbHOCTH: Ha3BaHUE BUJA JOKYMEHTA, aBTOP, J1aTa, HOMEP JOKYMEHTA, 3ar0JI0BOK.

Bropass wactb, HaumHawomascs c ad3ana, COAEPKUT 3aKJIIOUEHUS, BBIBOJBI, IPEIJIOKEHUS,
poch0y WM OTKa3 U T.J.

[Tucemo, cocrosilee W3 ONHOW YacTHM — 3TO TpochkO0a 0e3 MOsCHEHHs, HallOMHHaHHE O0e3
npeamOyJbl, cooOIIeHne 6€3 OCHOBAHUS.

B 3axmrounTenbHOW 4YacTH MOTYT MCHOJIB30BaThCS  CIOBA: <«IIPOCUT»  (IIMCBMO-3aIpoc),
«HAIPABJISIET», «IPEICTABISIET» (CONPOBOAUTEIHLHOE MUCHMO), «C000IIaeT» (MH(POPMALIMOHHOE TUCHEMO).

3aKIIOYNTENbHAS YaCTh MOKET 3aKaHYMBATHCS (OPMYJION BEKIMBOCTH, KOTOpPAsk OTIENAETCS OT
Ha3BaHUsA JOJDKHOCTH 3alsiITOM W MMIIETCS, KaK TIPaBWIO, OT PYKH JOHKHOCTHBIM JIUIIOM,
MOJINKCHIBAIOIIMM TNHCbMO. B KOHIlE TekcTa mepel MOANUCHIO BO3MOXKHO IpocTaBieHHe ciaoB «C
yBakeHHeM» (IMIIYTCS C MPOMMCHON OYKBBI, BRIPABHUBAIOTCS 10 JIEBOMY Kparo, 3amsTas Mocie HUX He
CTaBUTCH).

Tekcr nuceM pacnosjaraercs TOJIbKO Ha JUIEBOM CTOpoHe jaucTa. He pomyckaercss moarotoBka
MOJUTMHHUKOB MHCEM C MCIIOJIb30BaHUEM O0OPOTHBIX CTOPOH JIMCTOB.

O0beM TekcTa MHUCbMAa, Kak MPaBHIO, IODKEH COCTaBIATh He Ooznee 2 crpanun. llpu
HEOOXOJMMOCTH JOBEACHUS OO0 aapecara HWHPOpManuu Oonblmiero odbeMa OHa, Kak MPaBUIIo,
odopmiIseTcs IPUI0KEHUEM K TUCHMY.

IIepeHOCHI CIIOB MO €JI0raM B TEKCTE IMMCbMa HE JIOITYCKAIOTCS.

Bropoil 3k3emMIuIslp NpoeKTa NUChbMa BU3UPYETCS B HUKHEH YacTU JIEBOM CTOPOHBI JIMCTa
HCIIOJTHUTENIEM, PYKOBOIUTEIEM CTPYKTYPHOTO INOJAPA3JAECICHNS, HAYAIBHUKOM YIIPAaBJICHUSA, B KOTOPOM
OHO TOTOBHJIOCH. PsiToM ¢ BU30M MPOCTaBISIOTCS paciin@poBKa MOANKCH U J1aTa.

IIpoekT nmucepMa IpeAcTaBISIETCS HA MOJIUCh BMECTE C MaTepuajgaMy, Ha OCHOBAHMM KOTOPBIX
OHO F'OTOBUJIOCH.

AKTBI

104. AXT — JOKYMEHT, COCTaBJCHHBIH KOJUIETHAIbHO (HECKONBKUMH JIMIIAMH) |
MOJITBEPKTAIOIINIA YCTAaHOBJICHHBIE (DAKThHI MIIH COOBITHSI.

105. AKTBI COCTaBISIIOTCS Ha OCHOBE YTBEPXKICHHBIX OpraHaMH BIACTH YHU(DUIIMPOBAHHBIX
dhopm mim B cBOOOAHOM (hopme.

106. B yupexIeHHH OCTaBISAIOTCS CIEIYIOUINE aKThl:

npUeMKHU-c/iauu (padoT, 000pyAOBaHNUs, MaTEpUAIbHBIX LIEHHOCTEH, JOKYMEHTOB);

o0cie1oBaHus (COCTOSIHUS TEXHUKU 0€30MacHOCTH, TPOTHUBOIIOKAPHOM 6€3011acHOCTH, YCIOBUM
Tpy/ia, TOATOTOBKUA OOBEKTOR);

npuema-repesayuu (e, 1eHEKHBIX CPE/ICTB M UHBIX LIEHHOCTEH);

NIPOBEPKH, PEBU3NUHN, HHBEHTAPU3AIIHH;

paccieloBaHUs HeCYACTHBIX CIy4aeB, aBapHii;

u JIp.

107. AKT UMeeT CIeayIoIIrue PEKBU3HUTHI:

HAaWMEHOBAHHE YUPEKIEHUS (TTOJTHOE U COKPAIICHHOE);

Buaa nokymenrta (AKT);

MECTO COCTaBJICHUS (M3IaHMS) TOKYMEHTA;

JaTa TOKyMEHTa;

PETUCTPAIIMOHHBII HOMEP TIOKYMEHTA;

3aroJIOBOK K TEKCTY;
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TEKCT JOKYMEHTA;

OTMETKA O MPWJIOKCHHUH (MTPH HATUYUH TTPUIIOKECHHUS ),

MOJMUCH (C YKa3aHUEM UX JOJKHOCTEH |, TPH HEOOXOIMMOCTH, MECTa pabOThI);

neyath (Ipu HEOOXOIUMOCTH ),

HOJIIUCHU COCTAaBUTEIIEH,

OTMETKA O 3aBEPEHUHU KOIUH (ITPH HEOOXOIMMOCTH);

OTMETKa 0 KOHTpoJIe (P HEOOXOAUMOCTH);

OTMETKa O HalpaBJICHUH JOKYMEHTA B JIEJIO.

HekoTtopsie popMBI aKTOB MPEAYCMATPUBAIOT MPOCTABIEHUE TOYHOTO BPEMEHU COCTABJICHUS aKTa
B Yacax U MHUHYTax.

B ToMm cityuae, eciu akT yTBEpKAAETCsI pyKOBOIUTENEM, OQOpMIISieTCsS TpU( yTBEPKACHUSI.

108. J[laToii akTa siBIsieTCS JaTa €ro cocrapiieHus. Eciu cocTaBieHHIO akTa MpealecTBOBAIN
Kakue-1100 MeponpusTus (IpoBepKa U JAp.), B TEKCTE aKTa YKa3bIBA€TCs JlaTa WJIU MEPUO]] BPEMEHH, B
TE€YeHHE KOTOPOT0 MPOBOIMIOCH JAHHOE MEPONPUATHE, HATIPUMED:

B mnepmon c¢ 15.10.2023 mno 18.10.2023 xoMmuccCHUa TIIPOBEJyla I[IPOBEPKY
XPaHeHMS MaTepMalJibHEIX LIeHHOCTEeM Ha..

109. B axrax ucrnonb3yercs (HopMa M3I0KEHUs TEKCTa OT TPEThEro JUIA €IMHCTBEHHOTO WU
MHOECTBEHHOT'0 YUCIA («...», KKOMHCCHS TIPOBEJIA TPOBEPKY...»).

110. Tekct akTa COCTOMUT W3 JBYX YacTeil: BBOAHOW M OCHOBHOH. B BBOIHOI uyacTu akTa B
MMEHUTEIBHOM MaJieKe YKa3bIBAIOTCS:

OCHOBaHUE COCTaBliCHUS akTa (JIOKaJbHBI HOPMATHUBHBIA aKT; paCIOPSAUTEIbHBIA aKT
yupexaeHus (mpuka3s); GakT Wik cOOBITHE, TOCTYKHUBILEE OCHOBAHUEM IS COCTABIICHUS aKTa;

COCTaBUTENHM aKTa (MepeurcisitoTcss mocie cioBa «CoCTaBleH» € yKa3aHUEM JOJIKHOCTEH,
HANMEHOBAHUN OpraHu3alui, €CJIM COCTAaBUTENIM SBIAKOTCS NPEACTABUTEISIMU JIPYTOM OpraHU3alUH,
(haMHUITU 1 UHUIIAATIOB).

111. B ocHOBHOW 4YacTH H3JararoTCsl CYIIHOCTh, XapaKTep, METOAbl U CPOKH MPOJICTaHHOU
paboThl, €e pe3yNbTaThl.

[Tpr HEOOXOIMMOCTH aKT MOXKET COJICPKATh BBIBOJIBI U PCKOMCH/IAITUH.

CogepxaHue akTa MOXET H3JaraThCs MO IMyHKTaM, MaTepuant MOXET ObITh MPEJCTABICH B BHUJE
TaOTHIBI.

B KOHIIe TekcTa akTa YyKa3blBalOTCA KOJMYECTBO MOATOTOBJICHHBIX 3K3EMIUIIPOB akTa M
MECTOHAXOXKJICHHE KAXKIIOro 3K3eMIusipa. KolnuecTBO 3K3E€MIUISIPOB aKTa OMNPEEseTCs] KOJIUYECTBOM
CTOPOH, 3aWHTEPECOBAaHHBIX B €r0  COCTABIEHWH, WIU  HOPMATUBHBIMH  TPEOOBAHUSIMH,
pEerIaMEHTHPYIOIMMHU COCTABJICHUE aKTOB KOHKPETHON Pa3HOBUIHOCTH.

[locne OTMETKH O KOJIMYECTBE SK3EMIUISIPOB aKTa CIEAYET OTMETKA O HaJIU4MM MPUIIOKEHUHN K
aKTy (€ciu OHU UMEIOTCS).

112. Dx3eMImuisippl akTa MOJMUCHIBAIOTCS BCEMHU YICHAMHU KOMHCCHUHU (€CIH aKT COCTaBIISJICS
KOMMCCHEH ) UITM COCTAaBUTEISIMU U, TIPU HEOOXOIUMOCTH, MPUCYTCTBOBABIIUMU JTUI[AMHU.

Oco0oe MHEHHE COCTAaBHTENs aKTa U3JaraeTcs Ha OTIENbHOM JUCTE, TMOJIMUCHIBACTCS U
MPUJIaraeTcs K aKTy.

113. Ecnm 3akoHonmatenbcTBoM Poccuiickoii Depepaniuu mpeaycMOTPEHO O3HAKOMIIEHHE C
COJCp)KAHUEM aKTa JUI, YINOMSHYTBIX B akTe, NOJ TMOJINWCh, Ha TOCIEIHEH CTPAaHUIE aKTa
MPOCTABIISIETCST  O3HaKOMUTENbHass Bu3a «C aKTOM O3HAaKOMIIEH(bI)», TPU ITOM YKa3bIBAIOTCA
HAaWMEHOBAHHS JTOJDKHOCTEH, JTUYHBIC TIOAMKCH, PaciIu(pOBKU TMOIMUCEH, MaThl o3HaKoMieHus. Jluma,
KOTOPbIE€ 3HAKOMATCS C COJIEPKAHUEM aKTa, UMEIOT IIPABO HE COTJIACUTHCA C COJIEPKAHUEM aKTa B 1IEJIOM
WJTU €T0 OTJICTBHBIMU TIOJIOKSHHUSMH, YTO JOJIKHO OBITh 3a(pUKCHPOBAHO MPH 03HAKOMIICHHH C aKTOM.
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Jloknagabie, Ciy:)keOHbIe U 00BSICHUTEILHBIE 3aITUCKU

114, JloxnamgHasi, ciyxeOHas ¥ OOBSCHHUTEIbHAs 3alUCKH  SBISAIOTCS BHYTPEHHHMU
JOKYMEHTaMH YUPEKICHHUS.

115. JloxnagHast, ciy:xeOHas W OOBSICHUTENbHAs 3aMUCKU O(GOPMIISIOTCS HA CTAaHAAPTHBIX
mucrax Oymaru ¢dopmara A4 6e3 peKBU3UTOB OJaHKAa €O CTPYKTYpOHl TEKCTa M CTUIIMCTUYECKUMU
0COOEHHOCTSIMH CITY’>keOHOTO IICbMa B COOTBETCTBHHU C HAacTOALIeH VHCTpYKIMEH.

116. Tekcr B NOKIAagHBIX, CIIYKEOHBIX M OOBSCHUTENBHBIX 3alMCKaX M3JIaraercst OT MEpPBOro
JUIa  EQMHCTBEHHOrO 4ucia («IOBOXKY /0 Bamiero CcBeACHHUSA...»,  «IIPOLIY...», «CUUTAIO
HEOOXOUMBIM...»).

117. doxnaanas 3ammcka — 3TO JOKYMEHT, aJipeCOBAHHbBIA PYKOBOJIUTEIIO YUPEIKICHUS HIIA €TO
3aMECTUTENI0 M UHQOPMUPYIOUIMHA O CIOXKMBIICHCS CUTyallud, UMEBLIEM MecTo (akTe (SIBIECHUH), O
BBITTOJIHEHHOHN paboTe, COAep KAl BEIBOJIBI U MPEATIOKEHHUS COCTAaBUTEIIS.

118. Ilo conepxkaHMIO JOKJIAJHBbIE 3aUCKM  TMOAPA3IENAIOTCS HAa  MHULUATHUBHBIE,
MH(POPMAIIMOHHBIE U OTYETHBIE:

MHHUIMATUBHBIE — COAEP)KAT CBEJEHUS 00 MMEBLIEM MECTO COOBITMH, CUTYallud U IPEJIOKEHUS,
PEKOMEHIAlNH TIPUHSTD OIPEICIICHHBIC PEIICHUS;

UH(POPMALIMOHHBIE — COJIEPKAT CBEACHHUS O XOJI€ BBINOJIHEHUS paboThl;

OTYETHBIE — COJIEPKAT CBEJCHUS O 3aBEPIICHUH PabOTHI HJIH €¢ dTara.

119. Tekcr noKIaHON 3aIUCKU COCTOMT U3 ABYX WJIM TpEX yacTeil:

B TIIEPBOM YacTW W3JAraroTcs MPUYUHBI, COOBITHS WM (DAKThI, TIOCITYKUBIIME MOBOAOM IS €€
HaluCcaHus;

BO BTOPOM YaCTH — aHAJIN3 CJIOKUBIICHCS CUTYalliH, BO3MOKHBIC BAPUAHTHI PEIICHHSI TPOOIJIEMBI;

B TpeTbell — BBIBOJBl U MPEAJOKEHHS O KOHKPETHBIX JEHCTBUAX, KOTOpBIE, MO MHEHHUIO
COCTaBHTEJsI, HEOOXOAUMO MIPEAIPUHSTD.

Bropas yacTh B JOKJIaJHOM 3amKcKe MOXET OTCYTCTBOBAaTb, B 3TOM CIIydae €€ TEKCT COJIEPIKUT
OIMCAHME CIIOKUBIICHCS CUTYAIlUH, BBIBOJBI U TIPEAJIOKEHHSI COCTAaBUTEIIS.

120. CnyxeOHas 3amucKa — JOKYMEHT, HCIIONb3YEMbIN ISl PEIICHUSI ONEPaTUBHBIX M OOIINX
BOIPOCOB, BO3HUKAIOUIMX B JIEATCIBHOCTH YUYPEKACHUS. MOXKET aapecoBaTbCsi PYKOBOIMTEIIO
YUPEXIEHUS, €r0 3aMECTUTEII0, PYKOBOAUTENIO CTPYKTYPHOI'O MOAPA3/IeICHHS.

CrnyxebHast 3aIIMCKa COCTOUT U3 JBYX YacTel: 000CHOBaHME (M3JI0’KEHUE IPUYUH COCTABJICHUS) U
BBIBO/IBI (ITPEJIIOKEHUS, TPOCHOBI, 3asIBKH).

121. OOs3aTenbHBIMH  pPEKBH3WTAMH  JOKJIAMHOW  (CIIy)KeOHOH)  3amHMCKH  SIBIISFOTCS:
HalMEHOBaHME OT/eNa, ajpecaT, HAMMEHOBAaHUE BUJA JOKYMEHTa, HOMEp, 3arojloBOK, TEKCT, MOAIMMUCH,
WCTIOJTHUTEIb, BU3BI COTJIACOBAHUSI.

122. Jloxnagusle (Ciny)XeOHBbIE) 3allUCKH, aJPECOBAHHBIE PYKOBOAMTENIO  YUPEKACHUS,
COTJIACOBBIBAIOTCS UCTIOTHHUTENEM C KYPUPYIOUIHM 3aMECTHTEIEM PYKOBOIUTEIIS.

123. PeructpanroHHBIH HOMEpP JAOKIAAHOMN (CITy>KEOHOM) 3aUCKU COCTOUT U3 YYETHOTO HOMepa
OTZela M MOPSAKOBOTO HOMepa B KaHUEIIpUH «CyKeOHBIE 3aITHCKI.

124, OOwsicHuTeNbHAs 3alucKa — JIOKYMEHT, OOBICHSAIOLIMN Kakoe-11M00 MpOUCIIECTBUE,
COOBITHE, CIIOKUBIIYIOCS CUTYaIIMIO, TIOCTYIKU U TIOBEICHUE OT/IEIBHBIX PAOOTHIUKOB U 00YJarOIIUXCSI.

125. OOwscHUTENbHAs 3alMCKa COCTaBJIAETCS PAaOOTHHUKOM YUPEXACHUS M NpeACTaBiseTcs
BBIIIECTOSIIEMY JTOJDKHOCTHOMY JIHIy. JIOKyMEHT MOXeT O(OpPMIIATHCS PYKOIHMCHBIM CIIOCOOOM Ha
CTaHJApTHOM JIUCTE OyMaru.

126. PexBU3UTHI OOBSICHUTEIEHOW 3aITUCKU aHAIOTUYHBI PEKBU3UTAM JOKJIAJIHON (CIyeOHO)
3aITUCKH.

JloBepeHHocTH

127. I[OBCpCHHOCTL MNOATBCPIKAACT HAJIMYUC Yy NPCACTABUTCIIA IIpaB ,Z[CflCTBOBElTB OT UMCHHU
YUPCKACHUA, a TaKXKE ONpEACIACT YCIOBHA W T'PaHUIBl palv3aluid I3THUX IIPaB. ﬂOBepeHHOCTB



35

odopmisiercs Ha OnaHke yupexaeHus. Jlomyckaercs odopMiIeHIHE TOBEPSHHOCTH Ha CTAHIAPTHOM JIHCTE
OyMaru ¢ yKazaHHeM PEKBU3UTOB YUPEIKICHUS.

128. OdopmiieHrne TOBEPEHHOCTEH OCYIIECTBISETCS B COOTBETCTBUU CO cTtarhsmu 185 — 189
I'paxxmanckoro koaekca Poccuiickoit @enepanum.

129. JloBepeHHOCTh PErHCTPUPYETCS MO MPaBHIAM PETUCTPAIMU UCXOMSIINX HHHUIIMATUBHBIX
MACEM U BBIJACTCS IIPEICTABUTEIIO 10T POCIIHCH B )KYpPHAJIE yUeTa IOBEPEHHOCTEH.

3asaBicHUA

130. Ilpu odopmieHnn 3asiBJICHUS UCIIOIB3YIOTCS CIICAYIOMNUE PEKBU3UTHI:

ajapecar;

HAaUMEHOBAHME BUJIA IOKYMEHTA;

TEKCT IOKYMEHTA;

OTMETKa O MPUJIOKEHUH (IIPU HAJIUYUN);

HOJIIIHCE;

JaTa JTOKyMEHTa.

131. Tlocme pexBu3uTa «Azpecar» yKasbIBarOTCS (paMuims, UMs, OTYECTBO (TPU HAJIMYUH)
aBTOpa 3asBICHUS (B POJUTEIHHOM HA/IEHKE).

PaGoTHNKamMu yupeKACHUsT YKa3bIBAIOTCS JOJDKHOCTH, (haMmmnsa n mHMOMANbL. [Ipemmor «ot» He
UCIOJIb3YETCsI, HAlIPUMep:

OupexTopy MBOY «XapomBckas COW N2»
Samvmmnima 1.0.
rapmepofumrka
damvmmiima 1.0.

3aSgBJIEHUE .
[Tpoury IPenoCTaBUTh MHe eXxe T OIHBIM OIJlauMBaeMbIl OTIIYCK
c 1l mo 27 mwoaa 2023 .
maTa [Ioonmcob

132. B Tekcre 3asBICHUs M3JIaraercs CyThb BOIpOca, OOpameHHus («IIpolry IepeBeCTH...»,
«IIPOILY MPEIOCTABUTE...»). DopMa U3JI0)KEHUS 3as1BIICHUS CBOOOAHAS.

133. 3asBieHHE AOMYyCKaeTCs MUCATh OT PYKH.

134. OrtnenbHble BUIBI 3asBICHUNH O(GOPMIAIOTCS B COOTBETCTBUHM C TpeOOBaHHUSIMU
HOPMAaTUBHBIX NpPaBOBbIX akTOB Poccuiickoit ®enepanuu u Bomnoroackoil obractv, MyHUIUNAIBHBIX
IIPABOBBIX AKTOB U JIOKAJIbHBIX HOPMATUBHBIX aKTOB YUPEXKIECHUS.

CrnpaBku

135. CmpaBka — JOKYMEHT, COJIepKallliil ONMCaHUe U MOJITBEPKACHUE TeX WIN UHBIX (aKTOB U
coObITHH. Pasnuuaror cripaBku CIIy>k€OHOTO U TMYHOTO XapaKTepa.

136. CropaBku TpPEACTaBISAIOTCS IO 3alpocy BBIIIECTOSIIUX OPraHU3alMii, CTOPOHHUX
opraHmsanuii (Hampumep, CyJIOB, MPOKypaTypsl M T.h.). Takue chpaBku OQOpMIISIOTCS Ha OJaHKe
YUpEXIeHUS U 0POPMIISIOTCS 110 MpaBUIaM CIIyKeOHOTo JJOKYMEHTA.

137. CmpaBku ciry’)keOHOTO XapakTepa B KauyeCTBE BHYTPEHHETO IOKYMEHTa IPEICTaBIISIOTCS
PYKOBOJIUTENIO YUPEXKJIECHH, €ro 3aMecTUTeNsIM. Takue crpaBku oGOpMIIIIOTCS Ha CTaHJIAPTHOM JIMCTE
Oymaru hopmaTta A4 aHaJIOTUYHO CITYKEOHOU 3aIMCKe C TEMH KE PEKBU3UTaAMHU.
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138. CmpaBku JMYHOTO XapakTepa, Kak MpaBMIIO, BBIIAIOTCS paOOTHUKAM Uil TIOATBEPIKIACHHS
(hakTa ux pabOTHI, 3apIIATHI, TPYIOBOTO CTa)xKa H JIp.

CrpaBKM MOTYT BBIJABaTbCI OOYYAIOIIUMCS M POAMUTENSAM (3aKOHHBIM IPEICTABUTEIISIM)
HECOBEPIICHHOJIETHUX 00YYarOIIUXCSI.

CrpaBKH JHYHOTO Xapakrepa O(OpMIAIOTCS Ha OJaHKE YUYPESKACHHUS, HUMEIOT CIEIYIOIe
PEKBU3UTHI: HAUMCHOBAHHME YUYPCKICHHUS, HAMMEHOBAHWE BHUIA JIOKYMEHTA, ATy, PErUCTPAIlMOHHBIN
HOMEp, TEKCT, MOJIHUCH, TIeYaTh (10 HEOOXOAMMOCTH).

V. Opranunsanus padoTsbl ¢ JOKyMeHTaMHU

139. JIBmxkeHHE MOKYMEHTOB B YUPEKICHHH C MOMEHTAa HMX CO3JaHHs WIH TOJXYYCHHS 0
3aBepILCHHs UCTIOJHECHUS, TIOMEIICHUS B JeT0 U (WJIM) OTIPABKU 00pa3yeT TOKYMEHTOOOOPOT, KOTOPBIH
COCTOHWT U3 YETHIPEX OCHOBHBIX JOKYMEHTOIIOTOKOB:

JIOKYMEHTBI, IOCTYTAIONINE B yUpEKICHUE (BXOISIINUE);

JIOKYMEHTBI, HAlIPaBIIIEMbIE YIpEKICHUEM (UCXO/ISIINE);

JIOKaJIbHBIE aKThl (HOPMATUBHBIC U MHIUBUIYaIbHbBIC),

MepernucKka MEXIy CTPYKTYPHBIMH TOJAPA3JICIICHUSIMA M JOJDKHOCTHBIMU JIUIIAMHU YUPEKICHUS
(BHYTpEHHHE).

140. Drtambl JOKyMEHTOOOOpOTA!

1) npuem u nepBuYHasi 00padOTKa TOKYMEHTOB;

2) perucTpanus BXOIAIIIX JOKYMEHTOB;

3) paccMOTpeHue TOKYMEHTOB JIUPEKTOPOM (3aMECTHTEIIEM AUPEKTOPA, HAYAIbHUKOM OT/IENa);

4) HanpaBJIEHUE HA UCIIOJIHEHUE;

5) UCTIOJTHEHUE JIOKYMEHTOB;

6) KOHTPOJIb UCTIOJHEHUS JIOKYMCHTOB;

7) perucTpanys u OTIpaBKa UCXOSIINX JOKYMCHTOB;

8) hopMupoBaHHEe HOMEHKJIATYPHBIX JIEJT U TIepeiada X Ha XpaHCHHE.

[Tpuem u nepBuyHast 06paboOTKa JOKYMEHTOB

141. TIlpuem u mepBuuHas oOpabOTKa BXOISIIUX JOKYMEHTOB OCYILIECTBISIOTCS PaOOTHUKOM,
OTBETCTBEHHBIM 32 JIETIONPOU3BOICTBO B YUPEKICHUH.

JIOKyMEeHTBI, IMOJIyueHHbIE PAaOOTHUKAMH OT TIpaXJaH WJIM OpraHM3alui, TaKXkKe IMeperaroTcs
OTBETCTBEHHOMY 32 JIEIIOIIPON3BOJICTBO.

JIOKyMeHTBI, TOCTYNUBIINE 1O 3JEKTPOHHOM mouTe, pacnedaTsiBatoTcs. JlanpHeiimas pabota c
HUMH OCYIIECTBIISIETCS KaK C JOKYMEHTaMHU Ha OyMa)kHOM HOCHTEIE.

[Ipu mpueme u mepBOHa4YaNbHOW 00paOOTKE MOCTYNMBIIEH KOPPECHOHACHLUU MPOU3BOIUTCS
MIpOBEpKa MPABUILHOCTH €€ aJJpeCOBAHMUS M IOCTABKH, IIETIOCTHOCTH YITAKOBKH W HAJIMYUS BIOKCHUH.

OmunboyHo (He MO ajapecy) AOCTABICHHAs KOPPECHOHJCHIMS HE BCKPBIBACTCA M IMOJUICHKHT
BO3BpATy Ha MOYTAMT HJIM OTIIPABUTEITIO.

[TouToBbIE OTHpaBieHUs, HECTAHAAPTHHIE IO BECy, pa3Mepy, Gpopme, UMEIole HEPOBHOCTHU 10
Ookam, 3aKJI€eHHBIC JIMIKON JICHTOW, UMEIOIIME CTPAHHBIN 3amax, IIBET, MPENOI0KUTEIbHO UMEIOIIIEe
BJIOXEHHUs, HE XapaKTepHblE JJIs MOYTOBBIX OTIpaBJIEHUH, He BCKpbBalOTCa. O MomydYeHuu
MOJTO3PUTEITLHOTO TIOYTOBOTO OTIIPABIICHHSI TOKJIA/IBIBACTCSI PYKOBOJUTEIIO YIPEIKICHHUS.

KonBeptsl u Oanzeponn ¢ mnoMmeTkoil «JImuno» mnepenatoTcst aapecaty ©0e3 BCKPBITHS, He
PETUCTPUPYIOTCS U HE TOJIEKAT yUETY.

Perucrpanus BXoasmux JOKYMEHTOB
142. Bxopgsmue TOKYMEHTBI PETUCTPUPYIOTCS B JKypHale pPETHCTPAlMA  BXOMISIINX

JOKYMEHTOB. B perucTpanlMOHHOM 3amMCH >KypHaja YKa3blBalOTCS CIECAYIOLIME PEKBU3MTHI: JaTa
perucTpalnmm, pEerucTpalMOHHbIA HOMEp, HAaUMEHOBAHHWE OpraHu3aluu (KOppPECHOHIEHTa), (QamMuius
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PYKOBOIUTENS, IOANUCABIIETO JOKYMEHT, MCXOJSIIMH HOMEp M JaTra OTIIPaBJICHHs, 3aroji0OBOK
JIOKyMEHTa (KpaTKoe COJCp)KAHUE), a TAKXKE COJACPKAHUE PE30JIONHNH, (HaMHIHS UCIIOTHHUTEINS, CPOK
WCTIOJTHEHUSI.

He nmomiexar  perucrtpauuu  cleayloomias  KOPPECHMOHAEHLHWs,  MOCTynuBmias  0e3
COIIPOBOJIUTENLHOTO MUChMA!

nevyaTHbIC U3AaHUs (KHUTH, )KYPHAJIbI, OI0JIJIETEHH, TTIOCOOU);

oubnuorpaduyueckrue CipaBOYHUKY;

3JIEKTPOHHBIE HOCUTEIN UH(POPMAIIHH;

peKJIaMHbIE U3BEIICHUS;

KOMMEpPUYECKUE MPEIOKECHHUS;

IPOTPaMMBbl COBEIIAHHUI U KOH(EpeHLINH;

Oyxrairepckas JOKyMEHTalus (cueTa Ha OIUIaTy TOBAapOB M YCIYT, IUIATE€XKHBbIE MOPYYCHHS,
HaKJaHbIC);

MO3/paBUTEIbHBIC TUChMA, TEIETPAMMBbI, OTKPBITKH;

IPUTTIACUTEIbHbBIC OMIICTHI.

Hepeructpupyembie BXoAsIIUe JOKYMEHTBI IEPEJatOTCs 0 Ha3HAYCHHUIO.

Perucrpanusi BXOOMIMIMX JOKYMEHTOB OCYIIECTBISIETCS B JCHb HMX MOCTYIUIGHHS WM Ha
clenymuid pabounid JeHb MpU MOCTYIUIGHWH JOKYMEHTOB B KOHIIE paboyero AHA WJIM B Hepabouee
BpEMSI.

143. Peructpauus oOpaiieHuil rpaKAaH OCYIIECTBISETCS B TEYEHHE TpeX THEH ¢ MOMEHTa
MOCTYIUIEHUs1 0OpalleHusl.

Peructpupytorcss u 6€3 paccCMOTpEHHS HAMPaBISIOTCS B AEN0 OOpalleHHs TpaskJaH, KOTOPhIE HE
COOTBETCTBYIOT TPEOOBAaHUAM O(POPMIICHHS, B TOM YHCIIE:

oOpaitieHus 6e3 MOIMUCH UITH aJIpeca;

HE MMOAJAIOIINECs MPOYTEHUIO OOpaIICHUS;

oOpailleHusi, CoIepKallue HEIeH3ypHbIe MO0 OCKOPOUTENbHBIE BBIPAXKEHHS, YIPO3bl JKU3HH,
3JI0POBBIO U UMYIIECTBY JOKHOCTHOTO JIMIIA, & TAK)KE YICHOB €T0 CEMbBH.

144. Tlpuem JAOKYMEHTOB, TMOJIeKAIIUX PETUCTPALUU, YIOCTOBEPSIETCS OTMETKOM O
MOCTYIUICHUH.

145. KouBepThl OT BIOXEHHBIX JOKYMEHTOB II0 HCTEYEHHU TpeX MAHEH, Kak IPaBHIIO,
YHHYTOXAIOTCS KPOME CITydaeB, KOT/a:

JlaTa TMOYTOBOIO IUTEMIIETs] Ha KOHBEPTE CIYXKUT MHUCBMEHHBIM IOATBEPKIACHUEM BpPEMEHH
OTIPABKH U TIOJTYYEHUS TIOKYMEHTA;

JlaTa BJIO)KEHHOT'O JIOKYMEHTa CYLIECTBEHHO OTJIMYAeTCs OT JaThl MOYTOBOTO LITEMIIENs Ha
KOHBEPTE;

CPOK MCTIOJIHEHHSI TOKYMEHTOB HCTEK;

JOKYMEHTBHI ITOCTYIIAIOT U3 CyAeOHBIX OPTraHoB;

MOCTYMAIOT MUCbMA IPaXKAAH;

TOJILKO 110 KOHBEPTY MOKHO OTIPEJICIHUTD a/IpEC OTIIPABUTEIIS,;

Ha KOHBEpPTE UMEIOTCA OTMETKH, 0003HaYarole OrpaHUueHe 0CTyNna K HH(pOpMaIMK, U IpU
BCKPBITUHM KOHBEPTa OOHAPYKUBAETCS, YTO JJOKYMEHTHI UMEIOT OCOOBIH CTaTYC;

B KOHBEPTE BIJIOKEHBI TOJIKO MPUIIOKEHUS 0€3 COMPOBOIUTENLHOTO MHUChMA;

UJIET TIEeperucKa IO JIOTOBOpaM H TOCYAapCTBEHHBIM KOHTPAaKTaM, MPETEH3USIM 10 WX
UCTIOJHEHUIO;

KOHBEPT HEOOXOMMM B KadecTBE ONPABIATEIbHOTO JJOKYMEHTa K pacxojaM II0 OIuiaTe
KOPPECTIOHICHIIHH.

B nepedncieHHbIX ciydasx KOHBEPTHI CKPETUISIOTCS] BMECTE C IOKYMEHTAMH U Jlajiee epeaaroTcs
BMECTE B KOMILJICKTE.

PaCCMOTpeHI/IC JAOKYMCHTOB PYKOBOJAUTCIICM YUPCIKIACHU A
H JOBCICHUE JOKYMCHTOB 10 CBEACHHA HCITOJIHUTENICH
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146. 3aperucTpupoBaHHbIE JOKYMEHTBI B TOT JK€ JEHb NEPeAaloTCs pPYKOBOJIUTEIIO
YUPEKIACHUS.

JIOKyMEHTBI IlepelatoTcsl Ha pacCCMOTPEHUE PYKOBOIUTEIIO TOJIBKO MTOCIIE PErUCTPALIUH.

CpouHble TOKYMEHTBI pETUCTPUPYIOTCS U IIEPEAAIOTCS PYKOBOAUTEINIO HE3aMEIIUTENbHO.

147. PykoBoauTenb yupeKIEHUS JaeT yKa3aHMs IO MCIIOJHEHUIO JIOKYMEHTOB (PE30JIIOLINHN)
OTBETCTBEHHBIM UCIIOJIHUTEIISM.

OTBETCTBEHHBIN HUCIIOJIHUTENb OINPEAEISAETCS B COOTBETCTBUM C PACIpelle]IeHUEM O0s3aHHOCTEN
MEXJIY PYKOBOIAMTEIEM YUPEXKIEHHUS, €ro 3aMeCTUTEIsIMH U TIJIaBHbIM OyxraatepoM u (WiIH)
JOJDKHOCTHBIMH MHCTPYKUMSMH pPAaOOTHUKOB. EcIM B COOTBETCTBHM C HOPYYEHHEM PYKOBOJUTENS
YUPEKACHUS HCIOJHEHHWE JOKYMEHTa BO3JIO)KEHO Ha HECKOJBKUX JIMI, TO OTBETCTBEHHOCTb 3a €ro
BBITIIOJTHEHUE BO3JIaratoTCsl Ha JIMIO, YKa3aHHOE B PE30JIIOLUYU TIEPBHIM.

Copnepikalieecss B pe3oIIoLMU MOpydeHue «Jlias MOAroTOBKM MPOEKTa OTBETa» IpPEArosaraer
HCIIOJIHEHUE JIOKYMEHTA U TIOJrOTOBKY IIPOEKTA OTBETA.

Copnepikalieecss B pe30JIIOLUMU MOpydeHHE «Jlias mpeuioskeHuil» mojapa3syMeBaeT IpopaboTKy
BOIIPOCA UCIIOJIHUTEISIMU U MTOATOTOBKY MPEIOKEHUH.

[Topydenue B pezontonuu «las paboTs» IpeanoaaraeT UCHoIb30BaHUE JOKYMEHTa B paboTe.

®opmynupoBka pesomonuu  «Jlyis  CBENEHWS» IpEANnoiaraer, 4To JIOKYMEHT HOCHUT
MHGOPMALMOHHBIN XapakTep U, eClid He yKa3aHO MHOE, He TpeOyeT HalpaBJIeHUs OTBETA.

148. JIoKyMEHTHI WJIA UX KOIUHU C YKa3aHUSMHU 10 UCTIOJHEHHIO (PE30JIOIUAMU) TePEIAr0TCs
MCTIOJHUTEJISIM OTBETCTBEHHBIM 32 JEJIONPOU3BOACTBO.

JIOKyMeHT nepeaeTcst UCIIOJIHUTENIO T10J] PACIIUCKY B JKypHaJe PErUCTpalH.

JIOKyMeHTBI IepeJaroTcsi Ha HUCIOJHEHUE B JIeHb MX PAacCMOTPEHHUS PYKOBOAMTENIEM WIM Ha
cienyomuil padbounii AeHb. CpouHble TOKYMEHTHI IEPEIAI0TCS Ha UCIIOJHEHUE HE3aMeIITUTENbHO.

ITpu HeoOxomuMoOCTH 6e30TaaraTeaIbHOr0 MCIOJHEHUS MOCTYNHBIIETO0 JOKYMEHTA JIOIMYCKaeTCs
O3HAKOMJICHUE HCIOJHUTENS C €ro COAEpNKaHUEM JO pPAacCMOTPEHHUs JOKYMEHTa pPYKOBOIUTEIEM
YUPEXKIECHUS.

B cooTrBeTcTBHMM C yKa3aHMAMM 110 HCIIOJHEHUIO MOJJIMHHUK JIOKYMEHTa HalpaBiseTcs
UCIIOJHUTEIII0, YKa3aHHOMY B PE30JIIOLUH MEPBbIM (OTBETCTBEHHOMY MCIIOJHUTENI0), COUCIIOIHUTENAM
HAIPAaBJIAIOTCS KOMUU TIOKYMEHTOB. M3roToBiIeHNE KONUI TOKYMEHTOB JUIsl HAPaBJICHUS UCIIOJHUTEIAM
ABJIsIeTCA 0053aHHOCTBIO OTBETCTBEHHOIO 3a JEJIONPOU3BOCTBO.

J1st TOro 4To0bI JOHKHOCTHOE JIUI0, KOTOPOMY HOPYUYEHO CIENaTh CBOJ, UCIIOIHWIO TOPYyYEHUE
B CPOK, COHUCIIOJIHUTENM 00s3aHbl NPEJCTaBUTh €My CBOIO MH(popManuio 3a 3 THS 1O OKOHYAHHS
KOHTPOJIBHOT'O CPOKA.

Hcnonnenne 10KyMEHTOB

149. Tlomy4ynB NOKYMEHTHl Ha HCIOJHEHHE, PAOOTHHK YUPEXKICHHS JOIDKCH HEMEIJICHHO
O3HAKOMUTBCS C X COAEP)KaHUEM, BBIJICJIUB JOKYMEHTBI, TPEOYIOIINE CPOUHOTO UCTIOTHEHUS.

150. HcnomHeHHE JOKYMEHTAa COCTOUT U3 CICIYIOIINX OCHOBHBIX ATAIOB:

cOop U aHaNM3 He0OXOAUMOM HH(pOpMaIHH;

MOJIFOTOBKA MTPOEKTa JOKYMEHTA, €ro 0OPMIIEHHUE;

COIIACOBaHUE MPOEKTA JOKYMEHTA;

opaboTKa MPOEKTa JOKYMEHTa MO 3aMEyYaHUsM, NOJYyYEeHHBIM B XOJI€ COIVIaCOBAaHUS U, NPHU
HE00XO0IMMOCTH, — IIOBTOPHOE COTJIaCOBAHMUE;

MOJArOTOBKA CNHCKa (yKa3aTensl) pPacChbUIKM JOKYMEHTa, €ClIM JOKYMEHT aJpecoBaH TpyIe
OpraHu3alui;

IpeJICTaBICHNE TPOEKTa JOKYMEHTA Ha MOANUCH (YTBEPXKIEHUE) PYKOBOJUTEIIO YUPEKACHHUS,

IPOCTaBJICHUE OTMETKH 00 MCTIOJTHEHUH JIOKYMEHTA;

MOJrOTOBKA JJOKYMEHTA K OTIIpaBKe U Mepeaaydy KoUK JOKYMEHTa B JIENO.

151. B ciydae oTCyTCcTBUS WCHOJHMUTENS (KOMaHIUPOBKA, OTHYCK, OOJE€3Hb) TOKYMEHT IO
YKa3aHUIO pYKOBOJUTENS YUPEXKIECHUS TIepeaeTcsi ApYyroMy UCIIOIHUTEITIO.

WNudopmaiirs 0 HOBOM HCIIOJHUTENE BHOCUTCS B PETUCTPALMOHHO-YUETHYIO (hOpMYy.
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152. Tlpu yBONBHEHMHM WM TEPEXOAe Ha APYrod y4acTOK paboThl pabOTHUK 00s3aH CHATh
JOKYMEHTBI U JieJla HEeMOCPEICTBEHHOMY PYKOBOAMTENIO WM IO €ro YKa3aHHI0 BHOBb Ha3HAUEHHOMY
paboTHUKY (B cilydyae HEOOXOIMMOCTH, — [0 aKTy MpHeMa-Tepe1aur, B KOTOPOM YKa3bIBaIOTCS BUJBI JEIT
(3aroJIOBKH J1€JT) ¥ UX KOJMYECTBO M KOTOPBIN MOANUCHIBACTCS paOOTHUKOM, NIEPEIaBIINM JOKYMEHTHI, U
pabOTHUKOM, IPUHSBIINM JOKYMEHTHI.

153. CornacoBanue (BHU3UPOBAHHE) NPOEKTa JOKYMEHTa IPOBOJMTCS JO €ro IOJMHUCAHUS
PYKOBOJIUTENEM YUYPESKICHHUS B LIEISIX OLIEHKUM COOTBETCTBHS NMPOEKTa 3aKOHOAATENbCTBY Poccuiickoit
®denepanuu, J0KATbHBIM HOPMATUBHBIM aKTaM YUPEkKIACHHUsI, KauecTBa U 3PPEKTUBHOCTH MPEATIAraeMoro
pereHus.

CornacoBaHue TpPOEKTa JOKYMEHTAa OpPraHU3yeTCsl HEMOCPEACTBEHHBIM HCIIOJIHUTEIEM H
MIPOBOJIUTCS B Mpe/esiaX yCTAaHOBICHHOTO CPOKA UCTIOIHEHUS.

[TpoeKThI TOKYMEHTOB COTJIACOBBIBAIOTCS (BU3UPYIOTCSA):

HETOCPECTBEHHBIM HCIIOJIHUTEIIEM,

COUCIIOIHUTENSAMHU (IIPH UX HATUYHH);

3aMECTHTEIEM PYKOBOIUTENS YUYpeXKIEHUs, B c(epy OTBETCTBEHHOCTH KOTOPOTO BXOJIST
BOIIPOCHI, COJIEP>KAIINECs B POCKTE TIOKYMEHTA;

paboTHUKaMU yYpeXKIEHUsS, KOTOPHIM B TPOEKTE JOKYMEHTA NPEIyCMATPUBAIOTCA 33aJaHHUS U
MOPYYCHUS;

MIe/1arOroM-TICHX0JIOTOM.

BHemHee corjacoBaHue NpPOEKTa JOKYMEHTa OCYIIECTBISIETCS IOCPEICTBOM HaIPaBJICHUS
MPOEKTa B IPYT'YIO0 OPraHU3aIHI0 C COMPOBOAUTEILHBIM ITUCEMOM, B KOTOPOM MOXKET YKa3bIBaThCS CPOK
COTJIACOBAHUSI.

BHyTpu yupexxmeHHs CpOK COTJacoBaHHS JOKYMEHTAa KaKIBIM JIMIOM, OCYIIECTBIISIOLINM
COTJIaCOBaHUE, HE JOJDKEH MPEBBIIATh TPEX pabounx JHEH.

[Tpy MOBTOPHOM COTJIACOBAHUH CPOK COTIIACOBAHMS MCUUCIISECTCS 3aHOBO.

154. Ecam B 1mpoliecce COTJIaCOBaHHMS B IPOEKT JOKYMEHTAa BHOCATCA HW3MEHEHUs
MPUHIUIHAIBHOTO XapaKTepa, TO OH MOJIEKHUT JT0PAOOTKE M MOBTOPHOMY COTIIACOBAHHIO.

[ToBTOpHOTO COriacoBaHus HE TPeOYeTCs, €CIM MPH JOpadOTKE B MPOEKT JOKYMEHTa BHECEHBI
YTOYHEHUS], HE MEHSIOIIUE €r0 CYTH.

3aMeuaHus MO MPOEKTY MOKYMEHTa M3JIaraloTCs Ha OTACNIbHOM JIHCTE, MOAMUCHIBAIOTCA JIUILIOM,
BH3UPYIOIIMM JOKYMEHT, JJATUPYIOTCS U TIPUKIIABIBAIOTCS K TIPOCKTY.

BHocuTh ucnpaBieHUs B TEKCT MPOEKTa, a TaKXkKe JAenaTh KaKhe-TuOO HaImUCH Ha HEM He
paspernraercsi.

Ecnmu npu ngopaboTke mpoekTa JOKYMEHTa WCIOIHUTENb MPUHUMAET pPElIeHHEe HE YYUTHIBATh
3aMedaHue (3aMevanus) JIuia (JIUI]), y9aCTBOBABIIETO B COTJIACOBAHHH, UCTIOJTHUTEIIEM TOTOBUTCS PEECTP
HEYUYTEHHBIX 3aMeuyaHUil, KOTOPBIA BMECTE€ C MPOEKTOM JOKYMEHTa MPEICTABIACTCS PYKOBOIUTEINIO
YUPEKIACHUS.

Pemmenrie o TOM, NpUHMMATh WM HE NPUHUMATh HEYUYTEHHBIC 3aMeuyaHus, MPUHUMAET
PYKOBOJIUTEIb YIPEKICHHSL.

B caywyae ecnm pykoBoIWTENb MPUHUMAET peElIeHHE O HEOOXOJUMOCTH Y4YeCTh 3aMEYaHWs,
OTKJIOHEHHBIE HWCIIOJHHUTENIEM, HWCIOJIHHUTENb J0padaThBa€T IMPOEKT JOKyMEHTa B COOTBETCTBHH C
BBICKA3aHHBIMH 3aMEUaHUSIMHU.

Ecnu pykoBoauTenb corjamaeTcss ¢ MHEHHEM HCIIOJHHUTENS, OH IOJIMUCHIBACT (yTBEPIKIAET)
JOKYMEHT.

155. Jlo mepeaauu mMoAroTOBIEHHOIO MMPOEKTA JOKYMEHTA Ha MOJINUCH UCIIOJIHUTEND MPOBEPSET
€ro Ha Halu4He OIMOOK, CoJAepKaHue, MPAaBUIBLHOCTh YKa3aHUs ajpeca, HAIUNYHEe HEOOXOAMMBIX BHU3 U
NPUJIOKEHUH K JOKyMEHTY. JlOKyMEHT MpencTaBisieTcss Ha IOANMUCh BMECTE C MaTepualiaMu, Ha
OCHOBaHUU KOTOPBIX OH TOTOBHJICSI.

156. TloamwmcaHHBIA JOKYMEHT HCIOJHHUTENb TEpPEeNacT s PETUCTPAIMA W OTIPABKU W/WIN
BKJIFOUEHUS B JETI0.

157. B cooTBeTcTBHM C HOMEHKJIATYPOH JeJI HCTIOTHUTENH ONPEISsIeT HHICKC Jieia, B KOTOPOe
JOJKEH OBITh BKIIIOUEH JIOKYMEHT.
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158. HcnonnuTtens He HMMEET IMpaBa pasialllaTh COJAEp)KaHHE TMOCTYNUBIIMX K HEMY
JOKYMEHTOB U MOATOTOBJICHHBIX MPOEKTOB CIYXKEOHBIX JOKYMEHTOB, C HUMH MOTYT OBITh 03HAKOMJICHBI
TOJIBKO JIMIIA, UMEIOIINE OTHOLICHUE K UX UCIIOJHEHUIO.

KOHTpOJ'IB HCIIOJIHCHUA JOKYMCHTOB

159. KonTpo:ro noanexaT TOKYMEHTHI, TPEOYIOIIHe NCIIOTHEHUS U (MIJIN) TTOATOTOBKH OTBETA.

KOHTpob HCIIOIHEHUST JOKYMEHTOB BEJETCSL:

PYKOBOAUTEEM YUPEKACHUS — UCTIOTHEHUSI IOKYMEHTOB 10 CYILECTBY;

OTBETCTBEHHBIM 3a JIEJIONPOU3BOJICTBO — CPOKOB MCIIOJIHEHHsI JOKYMEHTOB M TpeOOBAaHUHM K HX
o opMIICHHUIO.

PacniopsiiutenbHble JOKYMEHTBI, IPOTOKOJIBI 3ace€AaHui (COBEILAHMIT), CofepKalie MOPYyUEHHUs ¢
KOHKPETHBIMU CPOKAMHU UCIIOJHEHMS, CTABATCS HA KOHTPOJIb 110 KaKJIOMY IIOPYUYEHHUIO OTIENIBHO.

160. Cpoku UCHIONHEHUS TOKYMEHTOB UCUUCIISAIOTCS B KAJIEHAAPHBIX JHSIX.

Ecnu mocnennuii 1eHb CpoKa HCIOJMHEHHS NOKYMEHTa MPUXOJUTCS Ha Hepabouuid JeHb, TO
JOKYMEHT IOJUIeKHUT UCIIOJIHEHUIO B OMKalIIuii ciaeyronuii 3a HuM pabounii 1eHb.

Jlata ucronHeHus: TOKyMeHTa (UKCHPYETCS B PETHCTPAIMOHHO-YYETHOW (hopMe, HCIOb3yeMOoi
JUIsL KOHTPOJISI UCTIOJIHEHUS.

Cpoku UCHOJHEHUS] JOKYMEHTOB YCTAHABJIMBAIOTCS PYKOBOJIUTENIEM YUPEXKICHUS, HUCXOIS U3
CpPOKa, YCTaHOBJICHHOIO OpraHM3alMel, HANpaBUBIIEH JOKYMEHT, WIH CpPOKOB, YCTaHOBJICHHBIX
3aKoHoarenscTBOM Pocculickon Penepanuu.

JIOKYMEHTBI TO/JIEKAT UCIIOJHEHUIO B CIIEAYIOIINE CPOKHU:

C KOHKPETHOM JaTOW HUCIIOJIHEHUS — B YKa3aHHBIN CPOK;

0e3 yKazaHUsl KOHKPETHOM JaThl UCIIOJHEHUS, UMEIOIIIE B TEKCTE IOMETKY «HE3aMEIIUTEIbHO» —
B TEYEHHUE OJHOIO JHS, «CPOYHO» — B 3-AHEBHBIN CPOK; «ONepaTUBHO» — B 10-1HEBHBIN CPOK; OCTaJIbHbIE
— B cpok He 6onee 30 aHEH;

1o oOpamieHusM rpaxkaad — 30 AHel co JHSA PEerucTpanuu.

161. Ecnu cpok HCHOJHEHMs JOKYMEHTa MpeBbIIIAeT OAMH MECAL, B LEIIX oOecreyeHus
CBOEBPEMEHHOI'0 MCIIOJIHEHUS JOKYMEHTa MPOBOJIUTCS IPEIBAPUTEIbHBIA KOHTPOJIb U HAIlOMUHAHUE
UCTIOJHUTEIISAM O IPUOJIMKEHUU CPOKOB UCIIOJHEHUS IOKYMEHTOB (TIOpy4YeHUil).

IIpeaBapuTeNbHBINA KOHTPOJIb OCYIECTBIIAECTCS B CICAYIOLIEM HOPSJIKE:

JIOKYMEHTOB (ITOpYUYEHMI) MOCIEAYIOIIMX JIET — HE Pe’Ke OHOI0 pa3a B roJ;

JIOKYMEHTOB (IOpY4Y€HUI) MOCIEAYIOUIMX MECSIEB TEKYIIEro roja — HE peke OJHOro pasza B
MecsL;

JIOKYMEHTOB (MIOPYUYEHUI ) TEKYIIETO MeCsIa — 3a 5 THEH 10 UCTEYCHHS CPOKA UCTIOTHEHUSI.

162. 3meHeHHe cpoKa MCIIOJHEHMS JOKYMEHTa MPOM3BOJIUTCS PYKOBOIHUTEIEM YUPEXKJIEHUS,
[P HAJIMYUU OOBEKTUBHBIX NPUYUH, W3JIOKEHHBIX MCIIOJIHUTENEM HE IO03JHee, 4eM 3a 3 JHA J0
MCTEYEHHUs KOHTPOJBHOIO CpOKa / HE MO3/HEee, YeM IO MCTEYEHUH JIBYX TPETbUX CPOKa HCIIOJHEHHS
JIOKYMEHTA.

PykoBoauTens ydpexacHHs HakiIaablBacT pe3oiatonuio: «CpoK KOHTPOJS MPOUIATE IO

», CTAaBUT MOAINHUCH, AATY.

CpoKu MCTIOIHEHHS CPOYHBIX M ONIEPATUBHBIX JJOKYMEHTOB, KaK MPAaBUJIO, HE MPOAJIEBAIOTCS.

Ecnn KoHTponb 3a paccMOTpeHHEM oOpallleHUs YCTaHOBJIEH BBIIIECTOSIEH OpraHu3anueil, To
UCTIOJHUTENb 0053aH COTJIacoBaTh C HEH MPOJIeHNE CPOKA PACCMOTPEHUS OOpaIlieHusl.

163. OO6o Bcex ciydasx W3MEHEHHS CpPOKAa WCIONHEHHUS JOKYMEHTOB HCIIOJHUTEIND
CBOEBPEMEHHO HMH(OPMHUPYET OTBETCTBEHHOIO 3a JEJIONPOU3BOJCTBO JUIsI BHECEHUS H3MEHEHHMH B
PETUCTPALIMOHHO-YUYETHYIO (OpPMY, UCIIOJIB3YEMYIO /ISl KOHTPOJIS UCIIOJIHEHUSI.

164. JloxymeHT (TMOpy4Ye€HHE) CUMTAETCS WCHOJHEHHBIM, €CIM TPUHATHl pPELIeHUs 10
MIOCTABJIEHHBIM BOIIPOCaM, TMOJTOTOBIIEHBI COOTBETCTBYIOIIME TOKYMEHTBHI, HalpaBjieHa cIpaBka 00
UCIIOJIHEHUU B COOTBETCTBYIOLIME OpraHbl BJIACTH (OpraHu3alliy) WM JaH OTBET IO CYLIECTBY
3aMHTEPECOBAHHBIM JIUIAM.
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[IpoMexxyTOUHBI OTBET, paBHO Kak U 3alpoc MO HCIOIHAEMOMY IOKYMEHTY WM YaCTUYHOE
UCIIOJIHEHUE MOPYUYECHHUSI, HE SBJISETCSI OCHOBAHUEM JUIS TPU3HAHUS TOKYMEHTA UCIIOJIHEHHBIM.

Pemenne 06 UCIIONTHEHNN JOKYMEHTA PUHUMAET PYKOBOIAUTEIb YUPEIKICHUS.

Ha ucnoaHeHHOM JOKYMEHTE MpPOCTABJISAETCS OTMETKAa O HaNpaBlIEHWU JOKYMEHTa B JIEJIO,
CBEICHHS 00 MCIIOIHEHNUU JOKYMEHTA BHOCATCS B PETUCTPAIIMOHHO-YIETHYIO ()OPMY, HCIIOIB3yEeMYIO ISt
KOHTPOJISI UCTIOJIHEHUSL.

JoxymeHThl (TIOpy4Y€HHMsI), HE CHSATBIE C KOHTPOJS, a TakKe JOKYMEHTHI (IIOpY4Y€HHUS), CPOK
UCIIOJIHEHUS] KOTOPBIX HE MPOJUICH, CUNTAIOTCS HEUCIIOJIHEHHBIMHU.

PeFI/ICTpaHI/IH H OTIIpaBKa UCXOOAIINX NOKYMCHTOB

165. MU cxondamume TOKYMEHTHI, 3aBU3MPOBAHHBIE BCEMH 3aMHTEPECOBAHHBIMHU JUIAMHU U
MOJNMCAHHBIE PYKOBOJUTEIEM WJIM HWHBIM  YIOJHOMOYEHHBIM MM JIMIOM, PETUCTPUPYIOTCA
OTBETCTBEHHBIM 32 JIEJIONPOU3BOJICTBO.

166. Peructpamus MCXOAALIMX JTOKYMEHTOB OCYHIECTBISETCS B JICHb IMOJMIMUCAHUS WM Ha
cleyomui pabounii 1eHb, eClIi IOKYMEHTbI ObUIH MOMKCAHBI B KOHIE padouero JHS WM B Hepabouee
BpeMsl.

167. [Ilepen peructpanueil HCXOAAIIUX JOKYMEHTOB OTBETCTBEHHBIH 3a JEJIOMPOU3BOJCTBO
MPOBEPSET MPaBWILHOCTE O(GOPMIICHUS JOKYMEHTOB (B TOM YHCIIE HaJM4YWe IOANUCEH, BU3,
MPABWJIBHOCTh HANHMCAHMS aJPECOB), a TAKXKE YKAa3aHHBIX B HMCXOMAAIIUX JOKYMEHTAaX MPUIOKECHUMH,
COOTBETCTBHE KOJIMUYECTBA SK3EMIUISIPOB KOJMYECTBY aJpPECATOB I10 YKa3aTEIl0 PpAaCChUIKU, HaJIU4He
OTMETKH 00 HCIIOIHUTEIE.

168. Jlata perucTpauMd M PErHCTPALMOHHBIA HOMEP TPOCTABISIOTCS Ha OTIPABISEMOM
JOKYMEHTE, a TaKK€ Ha KONUU MCXOJSAUIEr0 JOKYMEHTAa, OCTAIOUIeics B Jejie, B COOTBETCTBUM C
HACTOSIIECH MHCTPYKLIUEH.

169. MU cxonmammii NOKYMEHT, MOJNUCAHHBIA PYKOBOJUTENEM YUpPEXKACHUS, IeperaeTcs Ha
OTIIPaBKY, KOMHUSI IOKYMEHTa Ha OyMa)XHOM HOCHTEJIE C BU3aMH IOMEUIAeTCs B JIEJI0 B COOTBETCTBUU C
HOMEHKJIaTypOH Jel.

170. B 3aBUCHUMOCTH OT COJEP>KaHHsI U CPOYHOCTHU JOKYMEHTHI, OTIPABISIEMbIC U3 YUPEIKACHUS,
JOCTaBJISIOTCS  ajpecaTtaM CpeICTBAaMU MOUYTOBOW, (eTbAbEerepCKOr CBS3H, CIICLCBSI3U, KYpbEepOoM,
IKCIPECC-TIOUTON, a TaKkKe MEepPelaroTCsl MO KaHalaMm JJIEKTPOCBsI3U ((pakcUMUIIbHAST CBs3b, Tenerpad,
TenedoH, AIEKTPOHHAs [T0YTa, CUCTEMa JEKTPOHHOTO JOKYMEHTO000pOTa).

171. JoxymeHTBI, HE HWMEIOIIME aaPECHOM YacTH, NPHUHUMAIOTCI Ha OTIPaBKy C
CONMPOBOAUTENBHBIMUA MUCbMaMH.

172. HenpaBuibHO 0GOPMIICHHBIE JTOKYMEHTHI M KOPPECIIOHICHIIHS HECTY)KEOHOTO XapakTepa
K OTIIPaBKE HE MPUHHUMAIOTCS U BO3BPALAIOTCS UCTIOTHUTEINIO.

173.  JloxyMeHTHI, MO/JIeKaIINe OTIPABKe, JOJDKHBI 00padaThIBaThCs U OTHPABIATHCS B JICHD UX
MOJANUCAHUS ¥ PETUCTPAIH UK Ha CIeAYIOMINI pabounii 1eHb.

174. Jlochnka WM 3aMEHa paHee OTIPABIECHHOTO JOKYMEHTA OCYIIECTBIISACTCS MO YKa3aHHUIO
JMLa, TOANKUCABIIETO TOKYMEHT.

PeFI/ICTpaI_II/IH BHYTPCHHUX JOKYMCHTOB

175. CseneHus 0 perucTpUpyeMbIX IMpHKa3ax, pPaCHOPSKEHUSIX BHOCSITCS B PErMCTPALMOHHO-
yueTHble (hopMbl Ha OyMa)kHOM HOCHUTEJIE WM B AIEKTPOHHOU (hopMme.

176. Tlo[yIMHHMKK paCTIOPSAMTENBFHBIX aKTOB (NIPHUKa3oB) (OPMHPYIOTCS B Jena B
COOTBETCTBHH C HOMEHKJIATYPOU A€ YIPEKICHHSI.

177. Komuum  mnpuka3zoB, pacHOpPsDKEHUH  pacChUIAlOTCS — WUCHOJHUTENSIM M HHBIM
3aWHTEPECOBAaHHBIM JIMIIAM B JJCKTPOHHOW (popMe MM Ha OyMa)KHOM HOCHTEIE B COOTBETCTBHU C
yKaszaTeJeM pacChUIKH.

178. TIpoTokoiel 3aceqaHmii, COBENIAHNH, TIPOBOJMUMBIX KOJUIETHATBHBIMU (COBEIIATEITHHBIMH)
OpraHamMM, KOMHCCHSMU WJIM B CTPYKTYPHBIX TNOJpPA3JEICHUSIX YUPEKICHUS, PETUCTPUPYIOTCS B
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MOAPAa3ACNICHUsIX, OTBETCTBEHHBIX 3a OpraHU3alMI0 U TpoBeneHue MeponpusTus. Komuum Takux
MIPOTOKOJIOB TOTOBATCS K PACCBHIIKE M PACCHhUIAIOTCS CTPYKTYPHBIM MOAPA3/IEI€HUEM, OTBETCTBEHHBIM 32
OpraHu3alMIo U IPOBEICHUE MEPOTIPUSITHSL.

V. DopMHUpPOBaHNE JOKYMEHTAJIbHOT0 GOHIA YUpeKIeHUs
CocraneHrne HOMEHKIIATYpHhI 1]

179. B unemsx XpaHeHus, IOUCKAa M MCIIOJIb30BAaHUS JAOKYMEHThl Ha OyMa)kKHOM HOCHUTENE U
3JIEKTPOHHBIE TOKYMEHTHI (JOPMHUPYIOTCS B JIeIa B COOTBETCTBUH C HOMEHKIIATYpPOU JeII.

Homenknarypa aen 3akpersieT kiaccu(ukanuioo (IpyHnIUpOBKY) HUCIOIHEHHBIX JOKYMEHTOB B
7ena, CUCTEMAaTU3alUI0 W WHACKCALUIO Jell, CPOKHM UX XPAaHEHHsS M SIBJISETCS OCHOBHBIM YYETHBIM
JOKYMEHTOM.

HomeHnknarypa nen sBIIS€TCS OCHOBOW AJIL COCTABIICHUS OIMCEN €] OCTOSIHHOIO, BDEMEHHOIO
(cBbime 10 j1€T) CPOKOB XpaHEHHs] M IO JIMYHOMY COCTaBY, aKTOB O BBIJEJICHHMM K YHHUYTOXKCHMIO
JOKYMEHTOB C HUCTEKUIMMHM CpOKaMHM XpPAaHEHHs, a TaKke A ydyeTa Jen BpeMeHHbIX (no 10 ner
BKJIFOYMTEIBHO) CPOKOB XPAHEHHUS.

HomeHnknatypa aen ydpexIeHHs COCTaBIS€TCS Ha OCHOBE HM3Yy4Y€HMsI COCTaBa M COJAEPIKaHUS
JOKYMEHTOB, OOpPa3yIOIIMXCS B JAEATEIBHOCTH YUPEKICHMs, BKIOYas JIOKYMEHTBI, HMOCTYIAIOIINE M3
JIPYIUMX OpraHU3alui.

B HOMeHKnaTypy Aen BKIIIOYAKOTCS BCE JOKYMEHTBI, OTPaKaIOLIUE AEATEIbHOCTb YUpEkKACHUs,
€ro CTPYKTYPHBIX IOJpa3/eiICHUN, TOCTOSHHO WM BPEMEHHO JCHCTBYIOIIMX OPraHoB (KOMHCCHH,
COBETOB), B TOM YHCJIE€ JOKYMEHThl OIPaHUYEHHOIO JOCTYIA, PErUCTPALMOHHBIE U YUETHBIC KYPHAJIbI U
KapTOTEKH, B HEOOXOUMBIX CIy4asx — KOIHH JOKYMEHTOB.

JIOKyMEHTBI, CO37aHHbIE B 3JIEKTPOHHOH (hopMe, BKIIOYAIOTCS B HOMEHKJIATYypy A€ IO TEM XKe
MpaBUJIaM, YTO U JOKYMEHTHI Ha OyMaKHOM HOCHTEJIE.

Konuu 10KyMEHTOB BKIIIOYAIOTCA B HOMEHKJIATYPY JIeJl, €CIIM KOIMUS — €AMHCTBEHHbIH 3K3eMILIp
JOKYMEHTa B YYPSKICHHM, a TaKXKe, €CIIM KONMH HEOOXOJUMBI ISl OpTraHU3alluH JIeATEIIbHOCTH
HOJIpa3/IeJIeHusl.

He Bri1rOUaroTcsi B HOMEHKIIATYPY JIe) IEPUOANIECKHUE U3JaHNS, KHUTH, OPOIIIOPHI.

180. Homenknarypa Jen yupexaeHUs] COCTaBISETCsS OTBETCTBEHHBIM 3a JIEIONPOU3BOJICTBO O
dopme, ycraHoBneHHOH [IpaBuiamu XpaHeHHsI, KOMIUIEKTOBAHUS, Y4e€Ta M UCIOJIb30BAHUS JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit @enepanum M IpYyruX apXMBHBIX JOKYMEHTOB B OpraHax
rOCYJapCTBEHHON BIIACTH, OpraHaX MECTHOTO CaMOYIPABJICHUS, OpraHW3alMsiX, YTBEPKICHHBIMHU
npuka3oM MunuctepcTBa KynbTypsl Poccuiickoii @eneparun ot 31 mas 2015 r. Ne 526.

HomeHnknarypa nen cocTaBisieTcs B IMOCIEIHEM KBapTale TEKYLIEro roja Ha IpeACTOSIIUN
KaJIeHJJapHBIHA TOJ.

Homenknarypa nen yrBepxkaaercss pyKOBOAMTENEM YUPEXKIEHUS U BBOJAUTCS B JeWCTBUE € 1-TO
SIHBapsI MPEJICTOSAIIEr0 KaJIeHIapHOro To/1a.

[lepBbIif SK3eMIUISIp YTBEPKIEHHONH HOMEHKJIATYPBI JENl SIBISETCS JOKYMEHTOM ITOCTOSIHHOTO
XpaHeHHsT M BKJIIOYAeTCd B HOMEHKJIATypy JeJl, BTOPOM — UCHOJb3yeTcsl OTBETCTBEHHBIM 3a
JIEJIONPOU3BOJICTBO B KAUECTBE pab0OUero 3K3eMILISIpa, TPETUN — MepeIaeTcsl B MyHULIUIIAIbHBINA apXUB.

B cTpykTypHBIe osipa3aeneHus yupex1eHUs: HOMEHKIATypa JIesl pacChlilaeTcs OTBETCTBEHHBIM 3a
JIeTIOTIPOU3BOCTBO B BUJIE KOIUI Ha OyMa)KHOM HOCHUTEJIE UJIH B AJIEKTPOHHOU opme.

181. Homenkmarypa Aen YYpeKICHHS CTPOUTCS O (PYHKIIMOHAIBHOW cxeMe (Ha3BaHHSIMU
pa3zesioB HOMEHKIIATYPHBI JIeT SBISFOTCS HAITPABJICHUS eI TEIbHOCTH YUPEKICHHUS).

Bce 3aronoBku [en, BKIIOYEHHbIE B HOMEHKIATYpy Jel, HHJIEKcUupyroTcs. MHaekc npena
yka3piBaeTcsi B rpade 1 HOMEHKIATypsl AT M COCTOMT M3 HMHJICKCa HAalpaBlICHUS JAEATelbHOCTH
YUPEKACHUS U MOPAJKOBOIO HOMEpA Jiela B pa3/ieie HOMEHKIATYphl Aei. MHaekcsl nen 0003HadarTes
apabckumu udpamu. Hanpumep: 01-15, rae:

01 — xox HampaBIIEHUS IEATEIFHOCTH YIPEIKICHHUS;

15 — nopsiAKOBBIN HOMEp JieNa B pazjiesie HOMEHKIATYpPHI JeI.
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Jlena mo BompocaMm, Hepa3pelIieHHBIM B TEUEHUE OJHOTO TOJa, SIBISIFOTCS «IEPEXOISIIUMU» U
BHOCSITCSI B HOMEHKJIATYpy JeJ CIEAYIOIIEro rojia ¢ TeM K€ MHACKCOM. PekoMeHayeTcsi cOXpaHsATh B
HOMEHKJIAType /11 OIMHAKOBBIC HHCKCHI JJISi OJHOPOAHBIX JI€J, BKIIFOYCHHBIX B Pa3HBIC Pa3JIeIbl.

Eciu B TedueHue roja B JACATEIBHOCTH YUPEXKIEHUS 0OOpa3yroTcsi JOKYMEHTHI, He
MPEIyCMOTPEHHBIE HOMEHKJIATYpOM JeNl, 3arojOBKM HOBBIX JIeNl JIONMOJHHUTEIBHO BKIIOYAIOTCS B
HOMEHKJIATypy Jel. B kaxmoMm pasnene HOMEHKIATyphl Jiel s BHOBb 3aBOJUMBIX el
IpeyCMaTPUBAIOTCS pe3epBHBIE HOMEPA.

182. 3aronoBok aena (rpada 2 HOMEHKIATYPHI J1€J1) JOKEH B 0000IICHHOW (opMe OTpakaTh
OCHOBHOE COJICpKaHHME U COCTaB JIOKyMEHTOB Jena. He momyckaercst ynmoTpeOieHHe B 3aroJoBKe Jiena
HEKOHKPETHBIX (hOPMYIHPOBOK («pa3Hble MaTepUalbl», «00Ias NEePernucKa»), a Tak)Ke BBOJHBIX CIIOB U
CIIO’)KHBIX CHHTaKCHUYECKHUX OOOpPOTOB. 3arojIOBKH Il MOTYT YTOYHSTHCS B T€UCHHE T0/a B IPOILIECCe
dhopmupoBanus ¥ 0HOpMIICHHS JIEIT.

3aroJoBOK Jienia  JIOJDKEH COCTOSITh W3 DJEMEHTOB, paclojiiaraéMblX B CIEQYIOLIeH
MOCJIEI0BATEIbHOCTH:

a) Ha3BaHME BUJA Jena (Mepenucka, >KypHai, JeJ10) WM BUa JOKYMEHTOB, BKIIOYCHHBIX B JIEJI0
(TIpOTOKOJIBI, IPUKA3HI);

0) HaMMEHOBaHHE YUYPEKIEHUS, CTPYKTYPHOTO TOAPA3CICHHS, MTOCTOSHHO JEHCTBYIOIETO WIN
BPEMEHHOI'0 OpraHa, JOHKHOCTHOTO JIUIA, CO3aBIINX JOKYMEHT(bI);

B) HAMMEHOBAaHUE KOPPECTIOHACHTA (OpraHU3allny, JIUIIA, KOTOPOMY aJIpeCOBAHbBI HJIM OT KOTOPOTO
MOJIy4€HBI TJOKYMEHTHI);

I') KpaTKoe coiepyKaHue TOKYMEHTOB JIeNa;

1) Ha3BaHHE MECTHOCTHU (TEPPUTOPHH), C KOTOPOH CBSI3aHO COZAEpKAHHE JOKYMEHTOB JIeNa;

€) nata (mepuo), K KOTOpbIM OTHOCATCS JOKYMEHTHI JIeN1a;

’K) YKa3aHHe Ha KOMUIHOCTh JOKYMEHTOB JIela.

[Topsiiok pacmoyoKeHHs 3arojOBKOB JIeNl BHYTPH pa3fesioB HOMEHKIIATYPHI 1€ ONpeAesseTcs
CTETEeHbIO BAXKHOCTH IOKYyMEHTOB, BKJIFOUEHHBIX B JIEJa.

B mHawanme paszzmena pacmonararoTcs  3arojIOBKM €N,  COACPXKALINX  Y4peauTeIbHBIE,
OpraHMU3aIOHHO-TIPABOBbIE M PACHOPSAUTENbHBIE JOKYMEHTBI, 3aT€M 3arojOBKH JeJ, COAEp KalluX
IUTAHOBBIE, OTYETHBIE, WH(GOPMANMOHHO-AHATUTUYECKHE JOKYMEHTBI, JIOKYMEHTBI, OTpa)Xaroliue
JeSITeNIbHOCTh CTPYKTYPHOTO MOApA3/eleHUs, MEePENnucKy, B KOHIIE pa3liela — PErucTpallMoOHHbIE H
YYeTHBIC KypPHAIBI, KAPTOTCKH, 0a3bl JJAHHBIX.

3arooBKUA JeNl, COCTaBIEHHBIX MO KOPPECHOHAEHTCKOMY M reorpaguyeckoMy IpU3HAKaM,
BHOCATCSI B HOMEHKJIATYPY JIe] 110 aj(paBUTy KOPPECTIOHACHTOB MM reorpapuuecKuX Ha3BaHUI.

B 3aromoBkax gen, conepikallMxX TOKYMEHTHI MO OJHOMY BOIIPOCY, HO HE CBS3aHHBIX
MOCTIeIOBATEIFHOCTHIO PEIICHHUST BOIPOCA, B KAUECTBE BUA JIea YHOTPEOISIETCS TEPMUH «TOKYMEHTBI»,
a B KOHIIE 3aroJIOBKa B CKOOKaX YKa3bIBalOTCS Ha3BaHUS BUIOB JJOKYMEHTOB, HanboJee MpeacTaBIeHHBIX
B JIeTIe:

«/IoKyMEHTBI O IPOBEJICHUH COBEIIAHUI U CEMHUHAPOB (IIPOTPAMMBI, CIIUCKH, JTOKIIAIIBI)».

TepMUH «TOKYMEHTB» TPUMEHSETCS Tak)Ke B 3aroJioBKax JeJl, COJCepKalliuX JTOKyMEHTHI-
MIPUIIOKEHHUS K KAKOMY-JIMOO TOKYMEHTY (BUbI TOKYMEHTOB-TIPUIOKEHUH HE MEePEUNCISIOTCS):

«JloOKyMEeHTBI K TPOTOKOJAaM 3acelaHUii KOMHCCHH MO YPETYJIUPOBAHHIO CIIOPOB MEXIY
y4acTHUKaMU 00pa30BaTeNbHBIX OTHOIICHUNY,

«I[IpOTOKOJIBI COBEIIaHU TPH PYKOBOJIUTEINE M JOKYMEHTHI K HUM.

B 3aromnoBkax fen, npeaHa3HauEHHBIX U TPYINIUPOBKH OJHOTUITHBIX JOKYMEHTOB, 9Ta TpyIIa
JOKYMEHTOB YKa3bIBa€TCs BO MHOYKECTBEHHOM YHCJIE:

«I[IpoTOKOIIBI 3aceTaHM ATMUHUCTPAITUN.

B 3aronoBkax aemn, comepikKaliux MEepenucKy, yKa3bIBaeTCs, ¢ KEM M 0 KaKOMYy BOIIPOCY OHa
BEIETCS:

«[leperncka c 00pa30BaTENBHBIMH YUPEKIACHUSIMHE O TIOBBIIICHUN KBATH(DUKAINU paOOTHUKOBY.

B 3aronoBkax jaen, cofepiKaiiux Mepernucky ¢ 0JHOPOIHBIMU KOPPECTIOHIEHTaMHU, MTOCIEIHNE HE
Ha3bIBAIOTCS, & YKA3bIBACTCS MX BUIOBOE Ha3BaHUE:
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«Ilepenucka ¢ opraHamMM MECTHOIO CaMOYIIPaBJIEHHUS O 3aKIIOYEHUU U HCHOJHEHUU
MYHHUIIMITATBHBIX KOHTPAKTOBY.

B 3aronoBkax nen, copepikalux NEpenucKy ¢ pa3HOPOJHBIMU KOPPECIIOHIEHTaMU, ITOCIIEIHUE HE
MIEPEUUCIISIOTCS:

«Ilepenucka o 3aKJIH0YEHNUN U UCIIOJIHEHUH FOCYAAPCTBEHHBIX KOHTPAKTOB.

B 3arosoBke fena yka3piBaeTcs KOHKPETHBIH KOPPECIIOHICHT, €CIIHM MEePenrcKa BeAeTcs TOJIbKO C
HUM:

«ITepenucka ¢ OO0 «I'opcBA3b» O MPEOCTABICHUHU YCIIYT CBSI3U.

[Tpu 0603HaUeHUH B 3ar0JOBKAX el aAMUHUCTPATUBHO-TEPPUTOPHAIILHBIX SIUHHI] YIUTHIBACTCS
cleaymoliee:

€CJIM COZIep KaHMeE JIeNa KacaeTcs HECKOJIbKUX OJJHOPOJHBIX aJMUHUCTPATUBHO-TEPPUTOPUATIBHBIX
€/IMHHULI, B 3ar0JIOBKE JIeJia HE YKA3bIBAIOTCS UX KOHKPETHBIE HA3BaHUS, a YKa3bIBA€TCA UX 00Illee BUIOBOE
Ha3BaHUE:

«[lepenucka ¢ yupexACHUSIMU KYIbTYPbI»;

€CIM COJICp)KaHMWE JeJla Kacaercs OJHOW aJMUHUCTPATUBHO-TEPPUTOPUAIIBHON  €IMHHUIIBI
(HaceneHHOro MyHKTa), €€ (€ro) Ha3BaHUe yKa3bIBaeTCs B 3aroJIOBKE Jela:

«[lepenucka ¢ ¢rmanom DoHJIa COMATHHOTO CTpaxoBaHus B Bomoroackoi o6mactmy.

B 3aronoBkax nen, copepikamiux IIaHOBYIO WIIM OTYETHYIO JJOKYMEHTAIUIO, YKA3bIBAETCS IEPUOJ
(Mecsin, KBapTa, roa) Ha (3a) KOTOPBIA COCTABJICHBI IIJIAHbI (OTYETHI):

«OTueThl CTPYKTYPHBIX ToJpa3aeneHuit 3a 2023 roay,

«CTaTUCTHYECKUI OTYET O YHMCICHHOCTH, COCTaBe M ABIKEHHH KanpoB 3a 2023 rox (¢. Ne 27-
TOJ)».

[Tpu popmupoBaHuM nena U3 HECKOIBKHX TOMOB (4YacTeil), KpoMe OOIIETro 3arojioBKa Jena mpu
HEOOXOJIMMOCTH COCTAaBJISIOTCS 3arOJIOBKM KaXKIOTO ToMa (4acTd), YTOUHSIOLIUE COJAEpKaHHE TOMOB
(dacreit) gena.

3aro0BKHU JIeJI MOTYT YTOUHSTHCS B Ipoliecce GopMupoBaHus U 0OPMIICHHUS JIe.

183. TI'pada 3 «KommyecTBo Hem» 3amoiHSAETCS IO OKOHYAHMM KayleHaapHoro roma. Ilo
JOCTUKEHHUH JIeJIOM, BKJIIOUAIOIIUM JOKYMEHTHl BpeMeHHBIX (CBbilie 10 JIE€T) U MOCTOSHHOTO CPOKOB
XpaHeHusi, o0bema B 250 JKMCTOB, TOM 3aKpbIBA€TCSI M OTKpbIBaeTcsi HOBbIE TOM. B rpade 3
HOMEHKJIATYphI JIe] TOCJIEeOBAaTeNbHO YKa3bIBAalOTCSI HOMEpAa TOMOB W KpailHHe naThl JOKYMEHTOB
Ka)KJI0T0 ToMa:

T. 1. 11.01.2023 -
30.06.2023

184. B rpade 4 «Cpoxk xpaneHus 1 Ne CTaThy 10 MEPEUHIO» YKA3bIBAIOTCS CPOKU XPAHEHHUS e
h HOMCpa cTated 1o TUIIOBOMY WJIM BCAOMCTBCHHOMY IICPCYHIO AJOKYMCHTOB C YKa3aHHEM CPOKOB
XpaHeHus1, (eepabHOMY 3aKOHY WJIM HHOMY HOPMAaTHBHOMY IIPABOBOMY aKTYy.

185. B rpade 5 «lIpumeuanue» MpOCTaBISIOTCS OTMETKH O 3aBelCHUU Jien («3aBeneHo»), O
nepexonsamux aenax (Harmpumep, «Ilepexonsmee ¢ 2021 roga»), 0 BBIACICHUU JIeNl K YHUUTOXEHUIO, O
JMIIaX, OTBETCTBEHHBIX 3a (OPMHpPOBAHWE JAEN, O IMeperade Ael B APYryl OpraHU3aIfio st
MPOJIOJKEHHS.

186. TIlo 3aBeprieHHH JEIONMPOU3BOJCTBEHHOIO TOJla B KOHIIE HOMEHKIATYPHI Jied B
YUpexIeHUN 0QOPMIISETCS UTOTOBAsI 3aIIUCh, B KOTOPYIO BHOCSTCS CBEJICHHSI O KOJMUECTBE 3aBEIEHHBIX
nen (TOMOB, 4acTeil), OTAEIbHO IMOCTOSHHOTO M BPEMEHHBIX CPOKOB XpaHEHHS, BPEMEHHBIX CPOKOB
xpaneHust ¢ orMetkoit «IITK» u mepexoasmmx. MroroBas 3amuch JOMOIHAECTCS JAHHBIMU O KOJHYECTBE
SJICKTPOHHBIX A€ COOTBETCTBYIOIIHNX CPOKOB XpPaHCHUA.

Ceenenus, coaepxaliiecss B U”TOTOBOW 3alliCH HOMEHKJIATYPHI JeNl YUPEXKICHHsI, MepeJatoTcs B
apX¥B YYPEKICHUS, O YeM B HOMEHKJIATYpE e MPOCTABISETCS OTMETKA C YKa3aHHUEM JOJDKHOCTH H
MOJIHCH JIMLIA, TEPEJABIIEr0 CBECHHS.
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187. Jlema co nmHS uX 3aBElEHUS J0 Nepeladd B apXWUB YUPESKICHHS WU 0 BBIICICHHS HX K
YHUUTOXKEHHUIO [0 UCTEUEHUH CPOKA XPAHEHUS XPAHATCS 110 MECTY X (POPMHUPOBAHHUS.
Jleno cuuraercs 3aBeICHHBIM C MOMEHTA BKJIFOYEHUS B HETO IIEPBOI0 UCIIOJIHEHHOTO JOKYMEHTA.

dopMupoBaHue 1eI

188. Ilpu ¢opmupoBanuu aen Ha OyMaKHOM HOCHTEJE IOJDKHBI COONIOIATHCA CIIEAYIOIINE
oO1ye mpaBua:

B JIeJIO TIOMEIIAIOTCS WMCIOJHEHHBIE JOKYMEHTBI, COOTBETCTBYIOIIHME IO CBOEMY COIEP)KAHUIO
3aroJI0BKY JieJ1a IO HOMEHKJIaType /e,

NPUII0KEHHUS TTIOMEIIAIOTCS] BMECTE C OCHOBHBIMH JIOKYMEHTAMU;

B JIEJIO BKJIIOYAKOTCS JIOKYMEHTBI OJHOIO KaJeHJIapHOro / y4eOHOro roja, 3a HCKIOYEHUEM
NepexOIsIuX Jed;

IpyNIUpOBaTh B J€JI0 JOKYMEHTHI Y4eOHOI0 ro/1a, 3a UCKIOYEHUEM NEPEeXOAIInX Aell

JOKYMEHTBI ITIOCTOSIHHOTO U BPEMEHHBIX CPOKOB XpaHEHUS TPYNIHPYIOTCS B JIea Pa3ieibHO;

B JI€JI0 BKJIFOYAETCS [10 OAHOMY 3K3EMILIIPY KaXKI0ro JOKYMEHTa;

(akcorpamMmbl, TeIEerpaMMBbl, TeJIeQOHOTpaMMBbl TOMEMIAIOTCS B JieJia C MEPENUCKOi Ha OOmMX
OCHOBAHUSIX;

B JIEJIO TIOMEMIAIOTCS JOKYMEHTHI MTPABHIILHO M MOJIHOCTHIO 0(OpMIIEHHBIE (JJOKYMEHTBI JOJKHBI
UMETb JaTy, HOJIHUCH U ApYrue He0OX0AUMbIEe PEKBU3UTHI);

B JIEJIO HE BKIJIFOYAIOTCS JOKYMEHTBI, TOAJIEKAIINE BO3BPATY, JUIIHUE YK3EMIUIAPHl H YEPHOBUKU
(3a UCKITFOYEHHEM 0C000 IICHHBIX ),

1o 00BEMY /1710, BKITIOYAIOIIEe TOKYMEHTHI Ha OyMa)XHOM HOCHUTENE, He JOJDKHO MpeBbImaTh 250
JMCTOB, NPU TOJIIMHE He Oosiee 4 cM (TOJIIMHA JEN CO CpokaMmu XpaHeHust a0 10 jer He JoJKHA
npesbimiath 10 cm). [Ipu nmpeBbieHNH 1aHHOTO 00beMa 3aBoAMTCA BTOpod ToM. llpu Hanuuuu B nene
HECKOJIbKUX TOMOB (4acTeil) MHAEKC U 3arojIoBOK JieJla IPOCTABISAIOTCS Ha KaXKJJOM TOME ¢ J0OaBIeHUEM
o6o3Hauenwnii: «T. 1», «T. 2».

JIOKyMeHTbl BHYTpPH JeJla paclojlaraloTCsi CHHU3Y BBEPX B XPOHOJIOTHYECKOM, BONPOCHO-
JIOTHYECKON MOCIEIOBATEIBHOCTH WIIM MX COYECTAHHH.

PacniopsiiutenbHble TOKYMEHTBI TPYIIIUPYIOTCA B ef1a 110 BUJIaM U XPOHOJIOTUHU C OTHOCSIILIUMUCS
K HUM TIPWIOKEHUSMH. JIOKYMEHTBI — OCHOBaHHUSI K PAaCHOPSIAUTEIBHBIM JOKYMEHTAM BKIIFOUAIOTCS B
OT/ENbHOE JIENO.

[TpoTOKOIIEI B JieJie pacronararoTcs B XpOHOJIOTHIECKOM MOPS/IKE H IT0 HOMEPaM.

JIOKyMEHTHI K 3ace/laHusIM (COBEIaHUsAM) TPYNIHUPYIOTCS B OT/IENbHOE JEJ0, KaK U MPUII0KEHHUS
K MPOTOKOJIaM, €CJIM OHH COZeprKaT OoJiee 25 cTpaHUIl.

JIOKyMEHTBI K TPOTOKOJIaM, €CJIM OHU CTPYIIHMPOBAHBI B OTAEIbHBIE JI€]a, CUCTEMAaTU3UPYIOTCS
BHYTPH JIeJIa 110 TIOPSIIKY HOMEPOB MPOTOKOJIOB.

JlokanbHbIE HOPMAaTUBHBIE AKThI, YTBEPXKIEHHBIE PACHIOPSIIUTEIBHBIMU JOKYMEHTAMH, SIBIISIOTCS
MPUIIOKESHUASMHU K HUM U TPYIITHPYIOTCS BMECTE C YKa3aHHBIMHU JIOKYMEHTaMH.

[Tprka3sl MO OCHOBHOM JEATENbHOCTH TPYNIUPYIOTCA OTIEIBHO OT MNPHUKA30B MO JIMYHOMY
COCTaBY M MPHUKA30B IO IBUKECHUIO 00yJarOIINXCA.

[Tprkassl MO JIMYHOMY COCTaBY (POPMHUPYIOTCS B Jieda B COOTBETCTBUU CO CPOKAMM XPaHEHHUS.

JIOKyMEHTHI B JIMYHBIX JIeJIaX PACIONaratoTcs M0 MEepe WX MOCTYIUICHHS.

[Tepenucka rpynnupyercs B eja M0 TeMaTHKe W/WIM KOPPECTIOHAEHTaM M CHCTEMaTU3HpYyeTCs B
XPOHOJIOTUYECKOH TIOCIIEOBATEIFHOCTH: JIOKYMEHT-OTBET IOMEIAeTC 33 JOKYMEHTOM-TIPOCHOOH
(3anpocom). IIpu BO30OHOBIEHUH NEPENUCKH 10 ONPEAEICHHOMY BONPOCY, HaYaBILIEHCs B MPEIbIIyIIEeM
TOAY, TOKYMEHTHI BKJIFOUAIOTCS B JIEJIO TEKYIIETO rojla ¢ yKazaHHeM WHJIEKCa JIea PeIbIAYIIero Toa.

189. Jlns oGecniedeHus COXPaHHOCTH, ydeTa JOKYMEHTOB U JIeJl U OpraHU3aluu JOCTyNa K HUM
MIPOBOMUTCS] KOMILJIEKC PaboT:

CO3/1aHNE ONTHUMAIIbHBIX YCIIOBUHM XpaHEHHs JOKYMEHTOB U JET;

pa3MeleHue Jel;

IPOBEPKA HAIMYMS U COCTOSHUS IOKYMEHTOB U JIEJT;
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COOJTIOZICHHE TTOPSIKA BBIAAYH JICTI.

190. [Jema pa3memiatoT B pabo4ynx KOMHATax WM CHEIUATBHO OTBEACHHBIX MJIsi ITOW IIENH
MOMEIICHUAX B IKadax, Ha CTeJIakaxX, 4YToObl 00ECIEYNTh UX COXPAaHHOCTh U 3AIIUTY OT BO3ACHCTBHS
BpEIHBIX (DAKTOPOB.

Jena nmist ux ydera W OBICTPOrO MOMCKA JOJDKHBI PACIIONAraThCsl BEPTHUKAIBHO, KOPEIIKaMHU
Hapy’Ky U B COOTBETCTBUHU C HOMEHKJIATypol aei. Ha kxoperikax o0s10)KeK e yKa3blBatoTCs UHAEKCHI 110
HOMEHKJIAType JIeJ, IPpU HeoOXOAUMOCTH HOMEp TOMa Jiefia, Jary nena. HoMeHknarypa e uin BhIIHCKa
U3 Hee NTOMENIAETCs] Ha BHYTPEHHEH cTOpoHe mKada.

191. IlpoBepku HaJMYMS U COCTOSHUS TOKYMEHTOB U JIEJI B IIEJISX YCTaHOBIEHHS (PAaKTUIECKOTO
HaJINYMSL JIeJT T0JIKHBI IIPOBOAUTHCS OTBETCTBEHHBIM 32 JI€JIOIPOM3BOJICTBO B CIIydasX:

nepe nepeaadeii JOKyMEHTOB B apXHB YUPESIKICHHUS;

IpY IepeMEeLCHUHN AEe;

IpY CMEHE PYKOBOAMTEINS YUPEKIACHNUS,

IPY PEOPraHU3aLUH U JTUKBUJIALMH YUPEKACHUS WIN CTPYKTYPHOIO OAPA3IeJICHUs.

[TpoBepka HAIWYMS TPOBOAUTCS IYTEM CBEPKH CTaTeid HOMEHKJIATYPHI Je C OMHCAHUEM JIeNl Ha
o0JIOKKe, a (U3UYECKOEe COCTOSHHUE Je] OINpeleNsercs IMyTeM HX BU3yalbHOIo IpocMoTpa. Bce
oOHapyKEHHbIE HEOCTATKH JJOJDKHBI (PUKCUPOBATHCS B aKTE MMPOBEPKH HATMYMS U COCTOSHUS JICI.

192. Jlena, oOpa3oBaBluIuecss B JAEATENbHOCTH OpraHU3alMd M MOJUIeXkAllue XPaHEHHUIO,
MPOXOAAT MOJHOE WM YacTuyHoe odopmienue. [lomHomMy odopmieHnIo moaiexar Jena BpeMEHHBIX
(cBbime 10 jeT) CpOKOB XpaHEHMsI M MOCTOSIHHOTO XpaHeHus. [lena BpemeHHBIX (10 10 jer) cpokos
XpaHEeHHUs TIOJIeKAT YACTHIHOMY O(OPMIICHUIO.

Odopmitenne nen NpoBOAUTCS O MecTy (POpMUPOBAHUS TOKYMEHTOB B JeJa.

193. TloxHoe odopmiieHHE ena Ha OyMa)KHOM HOCHUTEIIE BKITIOYALT:

odopMIIeHHE PEKBU3UTOB 00JIOXKKH Jiea 1Mo (hopme;

HYMEpAIHIO JINCTOB B JIETIC;

COCTaBJICHHE JIMCTa-3aBEPUTEIIA JeTIa;

COCTaBJICHUE B HEOOXOAMMBIX CITy4yasiX BHYTPEHHEH ONUCH JOKYMEHTOB JIENIa;

HOJIIMBKY U IEPEIUIET Aena;

BHECCHHE HEOOXOJMMBIX YTOYHEHHH B PEKBH3UTHI OOJOXKKH Jena (yTOUYHEHHE Ha3BaHHA
yUpEeXIeHUs, UHJeKca Jiefla, KpallHUX J1aT JieNa, 3aroJIoBKa J1eNa).

Jlucr-3aBepuTEND JIea, BHYTPEHHSSI OTHMCh JJOKYMEHTOB JIeJia U 00JIOXKKA JIeia COCTABIISIOTCS T10
¢dopmam, ycraHoBIeHHbIM [IpaBuiamMM XpaHEHMs, KOMIUJIEKTOBAaHHS, Yy4yeTa U  HCIIOJIb30BaHMS
JIOKyMeHTOB ApxuBHOro gonja Poccuiickoil @enepanii U Ipyrux apXUBHBIX JOKYMEHTOB B OpraHax
rOCYJapCTBEHHOH BIIaCTH, OpraHaX MECTHOTO CaMOYIpPAaBICHMs, OpIraHU3alUAX, YTBEPKIAECHHBIMU
npukazoM MunucrepcTBa KyiabTypsl Poccuiickoit @eneparuu ot 31.03.2015 Ne 526.

194. Jlena BpemeHHBIX (10 10 J5leT BKJIIOUMTENBHO) CpPOKOB XpaHEHHs, TMOJIeXKalIe
YaCTUYHOMY O(OPMIICHHIO, JIOMYCKAeTCs XpaHWUTh B TMAalKax, B KOTOPBIX Jiela XPaHWINCh B
JeTIOTIPOU3BO/ICTBE, MEpecucTeMaTH3anys JOKYMEHTOB B Jielie HE IPOBOAMTCS, JMCTHI Jeia He
HYMEpPYIOTCSI, JHCTHI-3aBEpUTENN Jiela He CcocTaBisitorcs. Ha 00J0XKe gerna B COOTBETCTBHH C
HOMEHKJIATYpOH  Jlell  YUYpPeKICHHMsS  3aloHAIOTCS  PEKBU3UTHI:  HAaUMEHOBaHME  YUPEKICHMS,
HAaNMEHOBAHME CTPYKTYpHOTO TMOJpa3AeieHHs, HWHACKC Jeia, 3arojlOBOK Jiela, CPOK XpaHEHUs

JOKYMEHTOB.
195. Ha o6noxke nen BpeMeHHBIX (cBbimie 10 JIeT) CPOKOB XpaHEHHUsI U MO JMYHOMY COCTaBY
yKa3bIBAIOTCS:
HaVMEHOBAHME BBINIECTOSIICH OpraHW3anuu  (OpraHMW3alUU-YUIPEANUTENST); HAWUMEHOBaHUE
YUpEXICHUS,

HaNMEHOBAHHE CTPYKTYPHOTO MTOIPa3/ICICHUS;
MHJIEKC JieTia [0 HOMEHKJIaType /e,

HOMEp TOMa (4acTH);

3aroJIOBOK Jiefnia (ToMa, YacTH);

KpaiiHue J1aThl Jena (ToMa, 4acTH);
KOJINYECTBO JIMCTOB B JIEIIE;
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CPOK XpaHEHHUS JIeNa;
apXuBHBIA mUdp aena.

196. Ilpu oopmieHun oOIOKKH Aena:

HAaUMEHOBAHUE YUPEXKJEHUS yKa3blBaeTCs IMOJIHOCThIO, B UMMEHHUTEIHLHOM MaJekKe, C YKa3aHHEM
o(pUIMaNbHO TPUHATOTO COKPAIIEHHOTO0 HAaWUMEHOBaHHS (MPH €ro HAJTWYMHU), KOTOPOE YKa3bIBAC€TCS B
CKOOKax MmocJiie MOJTHOr0 HAauMEHOBAHMS,

HAaNMEHOBAHHUE CTPYKTYPHOTO TOJPA3AEICHUsl YKAa3bIBAETCS IIOJHOCTBIO B COOTBETCTBUHU C
YTBEPKACHHON CTPYKTYpOil yupexaeHus (Ipy HATUYMHM COKPAIIEHHOTO HAMMEHOBAHUSI CTPYKTYpPHOTO
MOJIPa3/IeIeHUs] OHO YKa3bIBAaETCs B CKOOKaX);

MHJICKC JieJia POCTAaBISETCS B COOTBETCTBUM C HOMEHKJIATYPOU JIeN YUpexkACHUS;

3aroJIOBOK JieJia TMEPEHOCUTCS M3 HOMEHKJIATYphI e YUpeKACHUs (B HEOOXOIUMBIX CIIydasix B
3arojIOBOK BHOCATCS YTOUHEHHUS);

JaThl fiena (roja(bl) 3aBeIeHNs U OKOHYaHUS Jieia B JISJIONPOU3BO/ICTBE).

[Ipy uW3MeHEHMM HAMMEHOBAaHUS YUYPEXKACHUS WM TMOApA3JeeHUss B TEUeHUE MepHoja,
OXBaTHIBAEMOT'0 JOKYMEHTaMHU JIeja, WIK MIPH Mepeaye Aesa B Apyroe noapasiesieHue Ha 00JI0kKKe aera
MO/l TPEXHUM HAaMMEHOBAHHMEM YKa3blBaeTCS HOBOE HAMMEHOBaHUE YUYpEkKAeHHs (moIpas3iesieHus), a
MpeXHee HAaNMEHOBAHNE 3aKIIFOYAeTCs B CKOOKH.

WNupexkc nena U 3arojioBOK Jiejia MEPeHOCATCS Ha OO0JIOKKY M3 HOMEHKIATypsl Aen. Eciou nerno
COCTOUT M3 HECKOJIbKUX YacTel, Ha O0JIOKKY KaXKJIOTO TOMa (4aCTH) BBIHOCUTCS OOIIUH 3aroj0OBOK Jieja
Y 3ar0JIOBOK KaXKJI0¥ 4acTH (IIpH €ro HaJIU4uuu).

Jatoii nen, copeprkamMx pacHopsSAUTEIbHYIO JOKYMEHTAIMIO, a TaKKe JIeJd, COCTOSILUX U3
HECKOJIbKUX TOMOB (4acTeil), ABIAIOTCS KpallHUE JaThl JOKYMEHTOB Jielia, TO €CTh JaThl (YUCIIO, MECHIL,
roJl) perucTpanuu (COCTABJICHHS) CaMOTO PAHHETO U CaMOTO IO3/JHET0 JOKYMEHTOB, BKJIIOUYEHHBIX B
neno. [Ipu sTomM neHb Mecsna (Ba 3HaKa) W roj (YeThIpe 3HaKa) 0003HAYAOTCS apaOCKUMU HHU(paMH,
Ha3BaHUE MeCsIa MHUIIETCsS coBOM. Eciii B 7€70 BKIIIOYEHBI JOKYMEHTHI, 1aThl KOTOPBIX BBIXOIAT 3a
KpaliHue JaThl jena, TO MOJ JaTaMu Jiela, ¢ HOBOM CTPOKU Jenaercs 3amuch: «B nene umerTcs
JIOKYMEHTHI 32 ... ToJi(bl)». JlaThl ena MOryT He yKa3bIBaThCsl HA OOJIOKKE JI€J1, COAEpKAIINX, HAaIpUMED,
rOJIOBBIC TUIAHBI U OTYETHI, TaK KaK OHU OTPaKAIOTCA B 3ar0JIOBKAx Jedl.

Jaramu nena, cojepiKalero NpoTOKOJbl 3aCeAaHU, SBJSIOTCS AAThl MEPBOTO M IOCIIETHETO
MIPOTOKOIA.

KpaifHuMu natamu JTHYHOTO Jelia SBIISIOTCS AaThl TOAMMCAHUS TPpUKa3a o mpueMe (Tpy HaTnIiH
TPYAOBOTO JOTOBOpa — JlaTa 3aKJIIOYEHMs TPYLOBOTO JIOTOBOpA) M IMpHKa3a 00 YBOJIBHEHUH JIMIA, HA
KOTOpO€ OHO 3aBe/ieHO. B ciayuae cMepTH nuia, Ha KOTOPOE 3aBEACHO JI€J0, KOHEUHOM aToN SBISIeTCS
JaTa JJ0KyMEHTa, U3BELIAlOIIEero O ero CMepTH.

PexBu3NUT «CpoK XpaHEHHUs Jiena» MEePeHOCUTCS Ha OOJIOXKKY Jesla U3 HOMEHKJIATYphl Jel Mocie
CBEPKH €ro CO CPOKOM XPaHEHHs, YKa3aHHBIM B MEpPEYHE TUIOBBIX JOKYMEHTOB HJIM B BEIOMCTBEHHOM
NepevyHe JOKYMEHTOB, C YKa3aHHEM CPOKOB XpaHECHHS.

Ha nenax mocTossHHOTO XpaHEHUs MUIIETCs: «XPaHUTh TOCTOSTHHO.

197. Tlo oxoHUaHWH TOJla B HAJIHICH HA 00JIOKKAX JIEeT TIOCTOSSHHOTO M BpeMEHHBIX (CBbIIe 10
JIeT) CPOKOB XpAHEHHs BHOCATCS YTOUHEHHUS: TP HECOOTBETCTBUHU 3arojioBKa Jiel Ha OOJIOXKKe
COZIEP KaHUIO TIOIIUTHIX TOKYMEHTOB B 3ar0JIOBOK JIeJIa BHOCSTCS N3MEHEHHSI U JIOTIOJTHEHUSI.

HaumeHoBaHus yupexJeHUs U TMOApa3JeieHHs, TOd U HOMEp Jeja MOTYT MPOCTaBISATHCS Ha
00JI0%kKE C ITOMOIIIBIO LITaMIIa.

198. B mensx obecrieueHust COXpaHHOCTH U 3aKPEIUICHUS MOPSIKA PACIIONOKEHHSI JOKYMEHTOB,
BKIIIOYCHHBIX B JIEJO, BCE €ro JIMCTHI, KPOME JINCTa 3aBEPUTENS W BHYTPEHHEH ONMWCH, HYMEpPYIOTCS
apabckuMu 1H(paMyd BaJIOBOW Hymeparei. JIucTel HymepyroTcs TpadUTOBBIM KapaHIAIIOM HIIH
HyMepaTopoM (yIoTpeOIeHHe YSPHIII U IIBETHBIX KapaHJaIIe sl HyMepaIuH JINCTOB He JIOMYyCKAeTCs)
CBEPXY BHM3, HU(DPBI MPOCTABISIFOTCS B MPABOM BEPXHEM YTy JIMCTA, HE 3aJieBas TEKCTa JOKYMEHTA.
JIucThl BHYTPEHHEN OMUCH HYMEPYIOTCSI OTAEIBHO.

JIMCTHI €7, COCTOSALIMX M3 HECKOJIBKUX TOMOB MJIM YacTei, HyMEepYyIOTCs MO KaXJIO0MY TOMY WIH
4acTU OTJIENbHO.

JIOKyMEHTBI ¢ COOCTBEHHOW HyMepaluei JMCTOB HyMepYyIOTCs B 00IIEeM MOPSIIIKE.
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Jluct moboro popmata, MOAIMIMTEINA 32 ONUH Kpald, HyMEpYeTCsl KaK OJIMH JIUCT B IPAaBOM BEPXHEM
yriry. CIIO)KEHHBIN JIUCT Pa3BOPAYMBACTCS U HYMEPYETCS B MPABOM BEPXHEM yTily. JIMCT, CIIOKEHHBIA U
MOJLIUTBIN 32 CEPENUHY, IIOJUIEKUT EPEUIMBKE U HyMEPYETCs KaK OJMH JIUCT.

Ecin B €710 MOAIIUT KOHBEPT C BIOXKEHUEM, CHaYala HyMEPYETCsl KOHBEPT, a 3aT€M O4YEPEIHBIM
MOPSAIKOBBIM HOMEPOM KaX/10€ BIIO)KEHUE B KOHBEPTE.

Ecnu B Hymepauuu snuctoB gonyuieHo 6onee 10 ommOok, Bce aeno Hymepyercs 3aHoBo. Ilpu
3TOM CTapble HOMEPA 3aUEPKUBAIOTCSA, U PAJIOM CTAaBUTCS HOBBIM HOMEP JIUCTA.

[Tpy HanM4MM OTAENBHBIX OMIMOOK B HyMEpaLUH JIMCTOB JAOMYCKAETCs YINOTPeOJIeHUE JTUTEPHBIX
(c OyKBEHHBIMH JIOTIOJTHEHUSMH ) HOMEPOB JIUCTOB.

199. TIlocne 3aBepiieHuss HyMepalUU JHMCTOB COCTABIACTCS JIMCT-3aBEpUTENb Jeia, KOTOPBIHA
pacriosiaraeTcsi B KOHIIE jeia. B mmcre-3aBeputene mUQpaMu U MPOMUCHIO YKa3bIBAIOTCS KOJIMYECTBO
JIMCTOB B JAHHOM JieJIe, OCOOCHHOCTH OTJEJIbHBIX JOKYMEHTOB (HESCHBIN TEKCT, pa3pbIBbl, CKIECHKH).

JIuct-3aBeputensb Jiena MOANUCHIBAETCS €M0 COCTABUTENEM C yKa3aHUEM JIOJKHOCTH, MHUIMAIOB
U (aMMIINH, AAThl COCTaBJICHUS.

KonnyecTBo 1HMCTOB B /€€, YKa3aHHOE B JIMCTE-3aBEPHUTENC €A, MPOCTABISAETCS Ha OOJIO0XKKE
Jena.

Ecnu neno nepernsieTeHo U NoJImUTO 0€3 JIMCTa-3aBEPUTENs, TO COCTABJICHHBIN JIMCT-3aBEPUTEIh
MOJIKJIEUBAETCS K BHYTPEHHEH CTOpPOHE 3a/iHell 00JI0XKKH Jiena.

200. Jlns ydera AOKYMEHTOB OINPEACICHHBIX KaTErOpPUH IOCTOSHHOTO W BPEMEHHOTO (CBBIIIE
10 5eT) cpokoB XpaHEHMsI, y4eT KOTOPBIX BbI3BaH CHELU(PHUKON JOKYMEHTAallUM, BKIIOUYEHHOH B JIEIIO,
COCTaBJISIETCSI BHYTPEHHSISI ONTUCH JJOKYMEHTOB JI€Ja, IOMEL[aeMasi B €ro Hayasio.

BHyTpeHHsI OnuCh BKIIIOYAETCs B Jejia, MMEIe ocoOyr 3HAYMMOCTb, a TaKXkKe B Jena,
cOpMHpPOBAaHHBIE TI0 BHJAM JOKYMEHTOB, 3arojOBKH KOTOPBIX HE PAacKpBIBAIOT KOHKPETHOTO
COJIEpKaHUs JOKYMEHTOB.

BuyTpeHHss onuch JOKYMEHTOB JI€Jla COCTaBJISETCSl TaKK€ Ha OObEMHBIE Jiejla TOCTOSIHHOIO U
BpeMeHHBIX (cBblle 10 J1eT) CPOKOB XpaHEHHUs B LENAX ydeTa M ObICTPOTrO HAXOXKAECHUS JOKYMEHTOB B
nene.

B koH1le BHyTpeHHEeH onucu yKa3blBaeTcs LudpamMy U IPONKUCHIO KOJMYECTBO BKIIOUYEHHBIX B HEE
JIOKYMEHTOB M KOJIMYECTBO JINCTOB BHYTPEHHEN OMMCH.

BHyTpeHHs ONKUCh TOKYMEHTOB Ji€a MOANUCHIBAETCS COCTABUTEIEM C YKa3aHMEM JOJDKHOCTH,
WHUIUAJIOB U ()aMUJINH, 1aThl COCTABIICHUS.

Ecnu neno nepemnieTeHo U moAmmTo 6€3 BHYTPEHHEH OMMCH, TO COCTaB/IEHHAst BHYTPEHHSS ONUCh
MIOJIKJIEUBAETCS K BHYTPEHHEN CTOpPOHE JIMIEBOI 00JI0KKH JIeTa.

201. JIoKyMEHTBI OCTOSIHHOTO, BpeMeHHBIX (CBbIIEe 10 JIeT) CPOKOB XpaHEHUs U MO JIUYHOMY
COCTaBy, COCTABJIAIOIINE AENI0, TOMENIAIOTCS B TBEP/AbIe 00J0KKHM U3 KapTOHA, MOJALIMBAIOTCS B YEThIpE
IIPOKOJIA WJTU MEPETIETAI0TCS C YYeTOM BO3MOXHOCTH CBOOOJIHOTO YTEHUS TEKCTA BCEX JOKYMEHTOB, JaT,
BU3 U PE30JIIONHI Ha HUX. Pe3oonnn pykoBoACTBa, COCTABIEHHBIE HA OT/IENbHBIX JINCTAX, TOMEIIAIOTCS
nepea AoKyMeHToM. [Ipu moAarotoBke nen K MOJIIMBKE (TEpersieTy) MpoBepsieTcs MPaBUIIBHOCTb HX
¢dbopmupoBaHus, OQOpPMIIEHHS, BC€ IUIACTUKOBBIE U METAUIMYECKHE KpEIUJICHHMs, a TaKxke
TEPMOIIEPETIETHI U3 JOKYMEHTOB YIAJIAIOTCS.

Jlena MOCTOSIHHOTO XpaHEHMs, COCTOSIME M3 0CO00 IIEHHBIX WJIM He(OPMAaTHBIX JOKYMEHTOB,
MOTYT IPUHUMATHCS] HA XPaHEHUE B 3aKPBITHIX TBEPABIX MAIIKaX C TPEMS KJIAallaHAMHU U C 3aBsA3KaMH WIN B
KOpOOKax.

202. Onmcu JAen  COCTaBISIOTCS MO  MecTy (OpPMUPOBaHHS el TOJ METOAMYECKUM
PYKOBOJICTBOM OTBETCTBEHHOI'O 32 JIEJIOIPOU3BOICTBO.

Onucu €1 coCTaBIISIOTCS OTAEIBHO HA JIEJIa IOCTOSSHHOIO XPAaHEHNUs; JIejla BpEMEHHBIX (CBBIILE
10 sieT) cpokOB XpaHEHHs; Jela Mo JIUYHOMY COCTaBy, a TaK)Ke Ha Jieja, COCTOSIINE U3 TOKYMEHTOB IO
00pa3oBaTeNbHON JEATEIBHOCTH.

Onucu  gen CTPYKTYpHBIX TOAPA3/IEIeHUA COCTaBIAIOTCS MO (opmaM, YCTaHOBIECHHBIM
[IpaBunamMu XpaHeHUs, KOMIUIEKTOBAHHUS, y4e€Ta W MCIIOJIB30BaHMUs JOKYMEHTOB ApPXUBHOrO (oHIa
Poccuiickoit denepanuy 1 Ipyrux apXMBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOM BJIAacTH, OpraHax
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MECTHOTO CaMOYIIPABJICHUS, OpPTaHU3aIUsAX, YTBEPKIACHHBIMU TpPUKa30oM MUHHUCTEPCTBA KYIbTYPHI
Poccutickoit ®eneparuu ot 31 mapra 2015 r. Ne 526.

Ha nena BpeMennbIx cpokoB xpaHenust (10 10 jeT BKIIOYUTENBHO) OMKMCH HE COCTABIISIOTCS, U B
apXuB TaKue JieJia He MepelaloTcs.

203. OrtnmenbHass ONKMCHh MPEACTAaBIsET COOOW  MEpEeYeHb OMUCATENbHBIX CTaTed ¢
CaMOCTOSITENILHOM TOPSAKOBOM HyMepauuen, Kaxkaas W3 KOTOPBIX JOJDKHA BKJIKOYATH CIEAYIOIIHe
CBEICHHSI:

MOPSIKOBBIM HOMED Jielia IO OIUCH;

UHJEKC J1eN1a;

3aroJI0OBOK JIeNa;

KpalHHE JaThl J1e71a;

KOJIMYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEHHUS JIeNa;

pUMeYaHusl.

204. Tlpu cocTaBIeHUH OIMUCH JIeT COOIIOIAI0TCS CIIEIYIOIIHe TPeOOBaHUS:

3aroJIOBKU JIe1 BHOCSATCS B OMUCh B COOTBETCTBUU C MPHUHITON CXEMON CHUCTeMaTHU3aluu e,
3aKpeIUIEHHON B HOMEHKIIAType JelT;

Ka)XJ0€ JEJI0 BHOCHTCS B OIKCH IOJ CAMOCTOSTEIbHBIM IOPSIAKOBHIM HOMEpPOM (€CiH JeJio
COCTOWT W3 HECKOJIBKMX TOMOB WJIM YacTei, TO KaXKIBIH TOM WM YacTh BHOCATCS B OIKCH TIOJ
CaMOCTOSITENIbHBIM HOMEPOM);

MOPSIIOK HYMEPAIIMH JIS) B OTICH — BAJIOBBIH;

rpadpl omMcH 3amoONHSIOTCS B COOTBETCTBUU C TEMU CBEICHUSIMHU, KOTOPbIE BBIHECEHBI Ha
00JIOXKKY JIena;

[Py BHECEHUU B OMHUCH MOAPSI Jei (TOMOB, YacTeil) ¢ OJMHAKOBBIMH 3aroJIOBKAMH 3aroJIOBKU
BCeX Jien (TOMOB, YacTei) MUINYTCS MOJHOCTHIO; NPH BHECEHWHM B ONKCH IOCICIHEr0 3arojioBKa
nobassiercs cioBo «Ilocieanuiiy);

rpada omucu «lIpuMedaHus» HCIONB3yeTCs JII OTMETOK O MpHEME Jiel, OCOOCHHOCTSIX WX
(bU3MYECKOTO COCTOSHUS, O TIepeade JIei APYTUM CTPYKTYPHBIM MOAPA3IEICHUEM CO CChUTKON Ha aKT, O
HAJIMYUU KOIITH.

205. Ilepen BHeceHHEM 3aroJIOBKOB JIeNl B OMKCh MPOBEPSIOTCA KAauecTBO (OPMHUPOBAHUS U
odopMIIeHHUS Jel, COOTBETCTBHE KOJUYECTBA JIE)I, BHOCHMBIX B OIHUCH, KOJUYECTBY 3aBEJCHHBIX JICH 110
HOMEHKJIAType AeN yUpesKICHUS.

B xoHue ommcu Beiex 3a MOCIEAHEN ONUCATEIbHOM CTaThEH 3aIlOHAETCS UTOrOBas 3alucCh, B
KOTOpPOH yKa3bIBalOTCS (LU(ppaMU U MPOMHUCHIO) KOTUYECTBO eI, YHCISALIUXCS MO OMHCH, MEPBBIA U
MOCTICTHUIT HOMEpa JIeNl 10 OIKCH, a TaKKe OTOBAPUBAIOTCS OCOOCHHOCTH HYMEpAlWU JIeNl B OIMUCH
(TMTEepHBIE HOMEpPA U MPOMYIIEHHBIE HOMEPA).

Ilepenaya nen B apXuB yupeKICHUS

206. Jlns obecriedeHusi COXPAaHHOCTH JJOKYMEHTOB Jiej1a NePeAaloTCsl B MyHUIUITAIbHbIN apXuB.

207. B apxuB mepenaroTcs Jiesia MOCTOSHHOTO, BpeMeHHOTO (cBbimie 10 j1eT) XxpaHeHwusl.

208. Jlena mOCTOSITHHOTO CPOKa XpaHEHMs NEpeAatoTCsl B apXUB IO OMUCAM.

209. Jlena BpemenHoro (70 10 JeT BKIFOYUTEIIBHO) XpaHEHUS Tepeiade B apXuB, Kak MPABHIIO,
HE MojjexaT, oHu XpaHATcs B OY M N0 MCTEUEHUH CPOKOB XPAHEHUs IMOJJIEKAT YHUUYTOXKEHHUIO B
YCTaHOBJICHHOM TOPSKE; B HUCKIIOUUTENBHBIX CIy4asX IO PEHICHUI0 PYKOBOIUTEINS YUPEKICHUS
nepenaiTcs B apxuB. VX nmepegaya oCyiecTBIsIeTCs IO ONMUCAM HIIM HOMEHKIJIATypaMm Jedl.

[lepenava nen B apXuB OCYLIECTBIISETCS MO rpaduKy, COCTaBICHHOMY apXHUBOM.

Ha »sk3eMruisipax ONucCH HPOTHB KaXJOTO Jena, BKIOYEHHOTO B Hee, JeNaeTcs OTMETKa O
HaJIM4YuM jena. B KoHIle KaKoro SK3eMIuIgpa OMUCH YKa3bIBaIOTCS HUPpPaMu U MPOMHUCHIO KOJIHMYECTBO
(akTHUeCKH TPUHATHIX B apXWB JeJ, HOMEpa OTCYTCTBYIOIMX JeJ, JaTa IpuemMa — Iepeiadyu e,
MOJNKCU OTBETCTBEHHOTO 3a BE/ICHNUE apXMBa U pabOTHHUKA, ITepelaBIIero Jiea.
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Bwmecre ¢ genamu B apXuB NEPENAIOTCS PETMCTPALIMOHHBIE KAPTOTEKH Ha JOKYMEHTBI. 3aroJ0BOK
KaX/101 KapTOYKH BKJIIOYAETCS B OIUCH.

210. Jlena mepenaroTcs Ha XpaHEHHE B apXUB B COOTBETCTBHM C TpaduKOM mepenadu
JOKYMEHTOB, YTBEP)KJICHHBIM PYKOBOJUTEIIEM YUPEKICHUS.

211. Jlenma mOCTOSIHHOTO M BpeMeHHBIX (cBbIme 10 JeT) cpoKOB XpaHEHHs EPEAAl0TCsl B apXHB
YUpEXKACHUSI HE paHee, YeM uepe3 roJi, U He MO3JHEe, YeM uepe3 TPU Ioja Iocje 3aBEepIIEeHUs UX B
JIEJIONPOU3BOICTBE.

212. Ilepenaua Jies1 B apXUB YUPEXKICHHS IPOU3BOAUTCS 110 OIUCSIM JEIl.

213. Ilpu mepemaye nen B apXHB YUPEKACHUS HPOBEPSETCS MPABHIBHOCTH O(OPMIICHUS H
bopMHpOBaHUs JieNl, IPABUIBHOCTh COCTAaBJIEHUS ONUCEH Jel, COOTBETCTBHE KOJUYECTBAa M€,
BKJIFOYCHHBIX B OMUCh, KOJIMYECTBY A€, C(HOPMUPOBAHHBIX B COOTBETCTBUHU C HOMEHKJIATYPO JeIl.

214. Ha o0oux 3K3eMIUIsIpaXx ONHUCH IPOTHUB KaKJIOrO JieJa, BKJIIOYEHHOIO B HeEe, JeNIaeTcCs
OTMETKAa O HaJIWYMM Jiela. B KOHIle KaKIoro 3K3eMIUlsipa ONMCH B WUTOTOBOM 3alMCH YKa3bIBAETCS
nupaMu ¥ MPONUCHIO KOJIMYECTBO (haKTHUECKU NMPUHATHIX B apXHB JIeJI, HOMEpa OTCYTCTBYIOLIUX e,
JaTa rnpuema-rnepeaauu Jel, a TakKe MOANUCU JIUIa, OTBETCTBEHHOTO 3a apXWB, U JIMLA, IEpeaBIIEro
nena.

215. Jlenma BKIIIOYAIOTCS B aKT O BBIIEJICHUH K YHUUYTOXXCHHUIO JOKYMEHTOB, HE IOJUICKALIIX
XPaHEHUIO, €CJIM NPEAYCMOTPEHHBIH Ul HUX CPOK XpaHEHHs HUCTeK K | sHBaps roga, B KOTOPOM
cocrasiieH akT. Hampumep, 3akonuennsie B 2020 rogy nena ¢ 3-1€THUM CPOKOM XpaHEHHS, MOTYT OBIThH
BKJIIOUEHBI B aKT, KOTOPBI OyJeT cocTaBieH He panee 1 suBaps 2024 r.

216. JHena c ormerkoir «IIIK» moanexaT NOJMCTHOMY HPOCMOTPY B IIENSX BBISABICHHUS
JOKYMEHTOB, MOJUIEkKAIUX IOCTOSIHHOMY XpaHEHHIO. BbIABIE€HHbIE B TakUX JellaXx JOKYMEHTBI
IIOCTOSIHHOTO XPAaHEHUS BBIACJIAIOTCS U MPUCOENUHSAIOTCS K OJHOPOAHBIM JeliaM WK (OPMUPYIOTCS B
CaMOCTOSITENIbHBIE JIe1a.

OcranbHble JOKYMEHTHI Jieia ¢ otMeTkol «OI1K» BkirowaroTcst B akT, npu 3ToM otMmeTka «IITK»
B aKTE HE YKa3bIBACTCSL.

217. AXT O BBIIENCHWH K YHUYTOKEHHIO JIOKYyMEHTOB, HE MOJICKAIIUX XPaHEHHIO,
IIPEJCTaBIsETCS HAa paccMOTpeHue u corjacoBaHue DK OJHOBPEMEHHO C ONHUCSIMHU JeJl MOCTOSIHHOTO
XpaHEHUs U 110 JINYHOMY COCTaBYy.

218. AKT O BBIIENEHUHM K YHUYTOXKEHHIO JIOKYMEHTOB, HE IMOJJIEKAIIUX XPaHEHHIO,
YTBEp)KAAETCd PYKOBOAMTENEM YyupexaeHus nocne yrBepxkaeHus OIIK apxuBHoro yupexueHus,
rOCyJapCTBEHHOr0 (MYHHIIMIIATBHOTO) apXWBa B COOTBETCTBHH C  IPEIOCTABICHHBIMH €My
MTOJIHOMOYUSIMU OIUCEH JIeJ1 TOCTOSIHHOTO XPAaHEHUs U COIJIACOBaHMS OMHUCEH el 10 JINYHOMY COCTaBYy,
1ocJyie Yero Jiefia, BbIIEJICHHbIE M0 aKTy K YHUUYTO)XKEHUIO, MOTYT OBITh YHUUTOKEHBI.

219. Jlema, moayiexamyde YHHYTOXKEHHUIO, TEPENAloTCs Ha TepepaboTky (YTHIIM3AIWIO).
[lepenaua nen opopmisieTcs mpreMo-CAATOUHON HaKIIaJHOM.

[Tocne yHHUTOXKEHUS /1€ B HOMEHKJIAType /€] IPOCTaBISAIOTCS OTMETKH, 3aBEPSEMbIE€ TIOIITUCHIO
OTBETCTBEHHOTO 32 JEJIONPOU3BOACTBO, U JATOU:

«YHHuTOKeHO. CM. aKT Ne oT . [lognuce, nHUIIMATBL, HaMUITHS.

220. AKTBHI O BBIACTICHUH K YHUUYTOXKEHUIO JOKYMEHTOB, HE MOAJIEKAIINX XPAHEHUIO, XPaHATCS
MOCTOSIHHO B Jienie hoHaa.
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