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l. O01Me noJ10XKeHus

1. WHerpykuus no penonpousBoiacTBy (manee — HWMuerpykums) B MBOY  Pasunckas
Cll(namee Takke — YUpPEKICHHE) YCTAHABIMBACT EIAMHBIE TPEOOBAHHS K IOATOTOBKE, 00paboTKe,
XpAaHEHUI0 W HCIIOJIb30BAaHUIO JOKYMEHTOB B II€JIIX COBEpPUICHCTBOBAHMS JEJIONPOU3BOJICTBA U
MOBBILIEHUS €ro 3(PPEKTUBHOCTH.

2. [Monosxennst MTHCTPYKIIMHM pacrpOCTPaHSIOTCS HAa OpPTraHU3alMi0 PadOThl C TOKYMEHTaMHU
HE3aBHCHMO OT BMJIa HOCUTENS, B TOM YHCJE C 3JIEKTPOHHBIMU JOKYMEHTaMH, BKJIOYasl MOJrOTOBKY,
00paboTKy, XpaHEHHE U WCIOJB30BAaHUE TOKYMEHTOB, OCYILECTBIIIEMbIE C TOMOIIBI0 HH()OPMAITHOHHBIX
TEXHOJIOTUH.

3. Opranuzainys, BeIEHHWE U COBEPIICHCTBOBAHUE JAEJIONPOU3BOJACTBA B YUPEKJIECHUU U
KOHTpOJb 3a coOJrofeHHeM TpeOOBaHMN HACTOALIEH HMHCTPYKIMHU OCYLIECTBIISIIOTCS pPabOTHUKOM,
OTBETCTBEHHBIM 3 JIEJIONPOU3BOJICTBO.

4. Opranuzanust paboThl ¢ JTOKYMEHTaMU 10 OTAEJIbHBIM HalpaBleHUsIM paboThl (yueOHas,
BOCIIUTATENbHAsl, METOJMYECKas, KaJpoBas W Jp.) BO3JaraeTcsi Ha OTBETCTBEHHBIX 3a JaHHbIE
HaIpaBJICHUS.

S5. Ha mnepuon otmycka, KoMaHAMPOBKH, OOJIE3HM WJIM B Cllydae YBOJbHEHHS] PaOOTHHK
00s13aH nepenaTh(I0 aKTy)BCe HAXOISAIIMECS HA UCIIOJTHEHUH JJOKYMEHThI Pa0OTHHKY, OTBETCTBEHHOMY 32
JIeIONPOU3BOJCTBOB  YUPEXKACHUM, WIM JPYyroMy paOOTHHUKY IO YKa3aHHUIO HENOCPEICTBEHHOTO
PYKOBOJIUTEIIS.

Ha nepuon otmycka, KOMaHIUpOBKH, OOJIE3HM WJIM B CiIydae YBOJIbHEHUs pPabOTHHK 0O0s3aH
nepenath(Io aKTy) Bce HAXOSMIIMECs Ha UCIOJHEHUH TOKYMEHTBI HEMOCPEICTBEHHOMY PYKOBOIUTEIO
WIH JpyroMy paOOTHHKY, OIIPEAEIEHHOMY HEITOCPEICTBEHHBIM PYKOBOAUTENIEM.

6. [Ipu cmeHe pabOTHHKA, OTBETCTBEHHOTO 32 JIETIONPOU3BOICTBO, COCTABIISICTCS aKT IIpUeMa-
nepeaadn JOKyMEHTOB U JICII.
7. Conepxanue TOKYMEHTOB HE MOJUICKUT pasriaiieHuto. [lepenaya 1ToKkyMeHTOB, MX KOTIHM

U BBIITUCOK M3 HUX, MPOEKTOB TOKYMEHTOB TPaKIaHaM M OPraHU3aIMsIM OCYIIECTBIISIETCS TOJBKO C
paspelieHnst PyKOBOIUTEIS YUPEKICHUS.

8. Wudopmanums, comepxamasicss B JOKyMEHTAaX, MOXET HCIOJIb30BAaThCS TOJNBKO B
CITY’)KEOHBIX IEJISAX U B COOTBETCTBUHU C IMOJHOMOYHSIMH JIUI, paOOTAOIIUX MM 3HAKOMSIIUXCS C 3TOU
nHpOpMaIuei.

9. [Ipu yrpare mOKyMEHTOB pabOTHUK HMH(MOPMHUPYET HEMOCPEICTBEHHOTO PYKOBOJUTEIIS,
MOCJIE YETr0 OPraHU3yeTCsl PO3bICK IOKYMEHTOB.

Eciu po3bick JOKYMEHTOB HE JaeT pe3yibTara, COCTABISETCS aKT, B KOTOPOM YKa3bIBAOTCS
JIAHHBIC YTPAYCHHOTO JOKYMEHTa, a TaKKe OOCTOSTENHCTBA, NMPU KOTOPBIX MPOM3OILIA yTpaTa, Mocie
4ero MpeIIpUHUMAIOTCS MEPHI M0 3aMEIICHHUIO JIAHHOTO JOKYMEHTA 3aBEPEHHON KOTHEH IOKYMEHTA.

10. Benenne mepenucku OT HMMEHHM YYPEXKACHUS OCYIIECTBISETCS PYKOBOJIUTENIEM
YUPEKJICHHS WU TI0 €r0 MOPYUYEHUIO 3aMECTUTEISIMU PYKOBOIUTEIS.
11. [IpaBuna u nopsa0K paboTH ¢ JOKYMEHTaMH, YCTaHOBJICHHbIE HacTosmed MHeTpykuueid,

00s3aTeNbHBI IS BCEX pAOOTHUKOB YUPEIKICHHUS.

PaGoTHHMKM yupexaeHUs HEeCYT AUCUUIUITMHAPHYIO M MHYI0 YCTaHOBJICHHYIO 3aKOHOJATEIbCTBOM
Poccuiickoit ®denepanuu OTBETCTBEHHOCTh 3a HecoONoJeHHe TpeOoBaHuii MHCTpyKIWU, HapylleHHe
mpaBul 00ECHeYeHUs COXPaHHOCTH JOKYMEHTOB M TOpsAIKa JOCTyNa K coJepxalieiics B HHX
uHpOpMalUu.

1. Co3nanne TOKYMEHTOB B YUPEKICHUH
OO6u1me TpeboBaHuUs K CO3JaHUIO JOKYMEHTOB

12.  TIlpm cocraBieHur ¥ OG(OPMIIEHHUH JOKYMEHTOB JOJDKHBI COOJIOAATHCS TpeOOBaHUS U
npaBuia, o0ecreyrBaromue IPUITIECKYIO0 CHITY JOKYMEHTOB.
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13.  JloxymeHTHI yupexaeHus o(pOpMIIIOTCS Ha ONaHKaX WM CTAaHAAPTHBIX JIMCTaX OyMmaru
dopmara A4.
14.  Kaxnaplii aucT NOKyMeHTa, o(OpMIICEHHBIH Ha OllaHKe WM Oe3 Hero, JOJKEH HMETh

CJIEYIOIIUE TI0JIS:

20 MM — 51eBoOE;

10 MM — npaBoe;

20 MM — BEpXHEE;

20 MM — HUXKHEE.

JlokyMeHTB!I JuInTeNnbHbIX (CBbIlIE 10 JI€T) CPOKOB XpaHEHUs JOJKHBI UMETh JIEBOE T10JIE HE MEHEE
30 mm.

15.  lna co3naHusi, pelakTUpPOBAHUS U O(OPMIICHHUS JOKYMEHTOB MCIIOJIb3YETCSl TEKCTOBBIM
penaktop MicrosoftWord.

OTtnenpHBIE TOKYMEHTBI MOTYT OBITh HAallMCAaHbI OT PYKHU (3asBJICHHE, OOBSICHUTENIbHAS 3aicKa 1
ap.)-

16. JIOKyMEHTBI Ha JIEKTPOHHBIX HOCUTEISIX cOXpaHstoTcs B popmate .doc, .docx.

17. [Ipu co3ganuu JMOKyMEHTa Ha JBYX M 0oJiee CTpaHMIIAX BTOPYIO M TOCIEAYIOIINE
cTpaHullbl HyMepytoT.HoMepa cTpaHHIl MpOCTaBIAIOTCA MOCEpPEAWHE BEPXHEro MoJisl JOKYMEHTa Ha
paccrosiHun 10 MM OT BEpXHEro Kpast JINCTA.

Hymeparnus cTpanull B Kaxa0M IPUIIOKEHUH JI0JKHA ObITh CAMOCTOSITEITEHOM.

18.  Jlomyckaercsi co3maHWe JOKYMEHTOB Ha JIMIIEBOH M OOOpPOTHOW cTOpoHax jmcra. [lpu
JIBYCTOPOHHEM CO3JaHUU JIOKYMEHTOB IIMPUHA JIEBOTO MOJIS Ha JIMLIEBON CTOPOHE JIUCTA U MPaBOTo MOJIs
Ha 000POTHOM CTOPOHE JICTA JIOJDKHBI OBITH PaBHBI.

19.  IIpu odopmieHUN JOKYMEHTA, 3aHUMAIOIIETO HECKOJIBKO JINCTOB, HA OJIaHKE 0(OpMIISETCS
TOJIBKO TIEPBBIN JIUCT.

20.  HoxymenTsl nmeuatatorcs mpudrom Times New Roman pazmepom Nel2.

[Ipu cocTaBneHun TabIUI JOMYCKAETCS MCTOJIb30oBaHue mpudToB pazmepamu Ne 10, 11.

21.  KadecTBO meyaTH JOHKHO 0OecrieyuBaTh HOPMAaJbHOE YTEHHE TEKCTa U BO3MOXHOCTh €T0
BOCIIPOU3BEICHHSI CPEICTBAMU KOTIMPOBAIHHO-MHOKHUTEIBHOM TEXHUKH.

22. Tabmumel w rpaduKd MOTYT pacrojiaraThCsi Ha JIMCTe OymMarm C HCIHOJIb30BaHHUEM
AIbOOMHOW OPUEHTAITUH CTPAHUIIBI.

23.  Ilpum cocraBiieHUH pacYCTHBIX TAOJIHII MOYKET MCIOIB30BaThes mporpammaMicrosoft Excel.

24. AO3aIHbBIi OTCTYI TEKCTa T0KyMeHTa — 1,25 cm.

B ciydasix, korzma a03aiel CIeQylOT B TEKCTE IOCIE JBOETOYMS, MX Hadano odopmiisercs 0e3
TUpE, APYTUX 3HAKOB, UX OTICISIOT JAPYT OT JIpyra C MOMOIIBIO TOUKH C 3aIsSITOM.

25. Tekcr noxkymeHTa meyaTaerca ¢ MeXCTpouHbM wuHTepBaioM 1,0. Ilpu odopmueHun
TaOJIUIL TOIYCKAETCS UCIOJIb30BaTh MEXCTPOUHbI nHTEpBa 0,8.

JlomycKaeTcsi yMEHBIIICHUE HHTEPBAJIOB TP HEOOXOAUMOCTH pa3MEIICHUsI TEKCTa JOKYMEHTa Ha
OJTHOM JIUCTE.

Ecim 710KyMEHT TOTOBUTCS Ul M3JIaHUS C YMEHBIICHHEM MaciTada, TeKCT IMe4aTaeTcs C
MEXCTPOYHBIM HHTepBaioM 2,0.

26.  MHOrocTpouHble PEKBU3UTHI MEYATAIOTCS ¢ MEXCTpOouHbIM MHTepBajoM 1,0. CocTaBHbIE
YaCTH PEKBU3UTOB MOTYT OTJIENSATHCS OMOJIHUTEbHBIM HHTEPBAJIOM.

27.  Jlnsa BblieneHus: TabIMII B OCHOBHOM TEKCTE JIOKYMEHTa JOIMYCKAETCs OCTaBIATh OJHY
MYCTYIO CTPOKY Nepes Tabauiel nnocie Tabauibl.

28.  HMurtepBas Mexy OyKBaMH B CJIOBAaX — OOBIYHBIH.

WHTepBan Mex1y ClIoBaMH — OJJMH ITPooOe.

Hcnonp3yeTcst aBTOMaTu4ecKasi pacCTaHOBKA MEPEHOCOB, 3a MCKIIIOYEHHEM TEKCTa CIYKeOHOIo
MUCbMa, B KOTOPOM MEPEHOC CJIOB 10 CJIOTaM He J0MYCKaeTCH.

29.  TekcTt NOKyMEHTa BBIPAaBHUBAECTCS [0 IIMPUHE JIUCTA (IO T'paHHUIIaM JIEBOTO U IPaBOTO
MoJIeH IOKYMEHTA).
30.  JlnuHa caMoil ATMHHOM CTPOKHM PEKBH3HUTA NPH YIIIOBOM PACIOJIO0KEHUU PEKBU3UTOB HE

6omee 7,5 cMm.
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JlnuHa camMOM JUIMHHOW CTPOKM PEKBU3UTA IIPU IIPOJOJIBHOM PACIOJIOKEHUM DPEKBU3UTOB HE
6onee 12 cm.

CTpokM PEKBU3UTOB BBIPABHUBAIOTCS 10 JIEBOM I'paHMIIE 30HBI PACIIOJIOKEHUS PEKBU3UTA WIN
LEHTPYIOTCSI OTHOCUTENIBHO CaMOM JUTMHHON CTPOKH.

31. Jlns BblAENCHHS OTACTBHBIX PEKBH3UTOB, a Takke (ParMeHTOB TEKCTa MOTYT
HCII0JIb30BAThCA MOJIY’)KUPHOE HauepTaHUE U pa3psiika (yBeIndeHHEe MEKOYKBEHHOTO ITpodesa B CI0Bax).

Boienenue oTnenbHBIX PEKBU3UTOB, CJIOB, a03alleB WM YacTel TEKCTa ¢ MOMOLIbI0 KYpPCHUBA,
MOTYEPKUBAHUS, BBIICIICHUS [IBETOM U APYIHX TEKCTOBBIX (P(PEKTOB HE JOIMYCKACTCS.

32.  JlokanbpHble HOPMATHBHBIE AaKTBl  YYPSKICHHUS, a TaKke MHOTOCTPAHWYHEIC
JOKYMEHTBIMOTYT O(OPMIISTECSA C THTYJIBHBIM JIMCTOM. THUTYIBHBIA JHCT JOKYMEHTa O(QOpPMIISIETCS B
coOoTBeTCTBUU ¢ npunoxeHreMm Ne 1k MHctpykuuu.

Ha tutynpHOM nHcTe TOKyMEHTa HOMEP CTPaHMIIbI HE YKa3bIBAETCs, HO YUUTHIBAETCS pU 001Iei
HyMepaluu CTpaHull.

33. B ydpexneHH#H MOTYT HCIIOJIBb30BATHCS ANEKTPOHHBIE KON JOKYMEHTOB, TOJTy4aeMbIe B
pe3ynbTaTe oludpOBKH (HapuUuMep, CKAHUPOBAHMS) TOKYMEHTOB HAa OyMa)KHOM HOCUTEJE. DIEKTPOHHAs
KOIHUS JOKYMEHTa JOJIKHA ObITh UYMTAaEMOM, HE COJAEp)KaTh NMEPEBEPHYTHIX M300pakKeHHM CTpaHUL, HE
HapylaTh HyMepaluio CTPAHHUII.

J11 3NEeKTPOHHBIX KOMUNA JOKYMEHTOB ClIeAyeT Ucoib3oBarh popmar PDF.

34.  Ilpu opopmiieHHH JOKYMEHTOB HE JOMYCKAETCS OTPHIBATH JIPYT OT Jpyra U MEPeHOCHTH Ha
JPYTyIO CTPOKY:

AJIEMEHTHI JaThl, B TOM YHUCJI€ OTPBIBATh JAaTy OT HAMMEHOBAaHUS MecAlla WIM JaTy U Mecsl OT
roja,

AJIEMEHTHI HOMEpa JOKYMEHTa, B TOM 4Hciie OTpbIBaTh3HAK No OT ero nHudpoBOro 3Ha4eHus;

WMHUIMATbl IMEHH U OTYECTBA OT aMUIINU;

YHCIIOBBIE 3HAYEHUS OT UX €AUHUI] U3MEpEHus (MPOIIEHTOB, METPOB, KMJIOMETPOB, TOHH U T. 11.);

nudpsl TeneOHHOTO HOMEpA.

[Ipensnoru, coro3sl U 4acTUIBI (OJIHO-, ABYX- U TPEXOYKBEHHbIE) B KOHIIE CTPOKH HE OCTABIISIOTCS.

35. He nomyckaercsi BHOCUTH Kakue-IMOO HWCHpPABJICHHUS WM A00aBJICHUS B TOIMHCAHHBIC
(YTBEpKIEHHBIC) TIOKYMEHTHI.

36.  IIpoGensr ynoTpeOastoTces:

nociie 3Haka Ne, Hanpumep: Ne 432-1111;

MOCJIe YUCTUTENbHBIX, Hanpumep: 14 mapta 2019 1., 13987kB.M, 5 ThIC. pYO.;

nepell Ha3BaHUSIMHU HACEJIEHHBIX IYHKTOB TIOCJIE COKPAIICHHOTO O0003HAYeHHs, HalpuMmep:
r. Kupos;

nepeJl YUCIUTENbHBIMY, Hanipumep: 1.1, . 1-4, n.17.

37.  IlpobGenbl OTCYTCTBYIOT MEXKIYy HOMEPOM JOKYMEHTAa U €ro WHJIEKCOM, Hampumep: 127-
PM.

38. Bce cokpatienus cioB B JOKYMEHTaX JOJDKHBI ObITH OOIIENPUHSTHIMU WM O(ULIHATIBHO
YCTaHOBJICHHBIMHU.

Ecnu TpebyeTcss MHOTOKpAaTHO YHNOMSIHYTh B TEKCT€ TOT WJIM MHOW OpraH, OpraHHU3alUui0 WIH
00BEKT (Kpyr 0OBEKTOB) MJIM HEOJHOKPATHO YHNOTPEOUTh TO WJIM MHOE MOHSTHE, CIeNyeT B MEPBBIA pa3
J1aBaTh MOJIHOE HAMMEHOBAHHE, a 3aT€M B CKOOKax MPHUBECTU COKpAIICHHBIH BapHaHT Mo Gopme: «(1anee
—...)», KOTOpbIi 3aTem Oyner ymoTpeOnsTbcs B TekcTe. Eciau cokpalieHMe HauMEHOBaHHsS O0beKTa
crenaHo no gopme: «(anee Takke—..)», TO B MOCIETYIOEM TEKCTE yINOTpeOaseTcs Kak COKpaIleHHOE,
TaK U MOJHOE HAUMEHOBAHMSL.

B noxymeHTax, MMEIOIIUX MPHUIOKEHUS, COKpAIllEeHUEe OJHOTO M TOTO K€ MOHATUS B KAXKIOM
MPUIIOKEHUN BBOJIUTCS 3aHOBO.

39. B nokymeHTax He JoIyckaercsi ymnoTpeOieHue cokpamieHusi «P®» BMecTo cioB
«Poccuiickas Denepanusn».

40.  3nHak HOMepa ymoTpeOJsieTcs TOJNBKO ¢ LU(ppaMu U OTIENIAETCS OT HUX Mpobenom: Ne 2.
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3HaK HOMEpa CTaBUTCS Iepe]] MOPSAAKOBEIME HOMEPAaMHU MPUIIOKEHUHN U TaONUI, HO HE CTaBUTCS
nepel MOPSAKOBBIMU HOMEpaMH IJIaB, PAa3/A€ioB, IIyHKTOB, IIOJIYHKTOB, CTPaHUL, HallpUMeEp:
npuitokenne Ne 2, tabnuna Ne 1, pazaen 3, myHKT 4, TOANYHKT 3, cTpaHuia 5 (Ho: ab3ail BTOpoi).

[Ipy MHOKECTBEHHBIX YMCIIaX 3HAK HOMEPA HE MOBTOPSAETCS: «COIJIaCHO MpuiokeHusM Ne 1, 2 u 4
K HaCTOSILIEMY IIPUKA3Y».

41.  Vnorpebnenue 6ykshl E.

HNmena coOcTBeHHBbIC ((paMHUINHM, HWMEHA, OTYECTBA, Treorpaduyeckue Ha3BaHHs, Ha3BAHHS
NpeNpUATHIi M OpraHM3aldii W T.J.) MHIIyTCS C yIOTpeOneHHeM OyKBHI L, eciu ee HamucaHHe
MOATBEPKJIEHO TIOKyMEHTalbHO, HanpuMep: CeméHoB A.B., Aptém, Bémenckas.

BykBy E cnenyer ynoTpe6naTh Takke I MpepylpeskAeHHs HEPaBHILHOTO OTO3HAHUS CIIOBA
(«BCE» B OTIIMYHKE OT «BCE», «COBEPIIEHHBIN» B OTIIMYUE OT «COBEPILIEHHBIN»).

B ocTanbHBIX cIydasx BMecTo OykBhl | ynorpebnsercs 6yksa E, nanpumep: «IIpuem 3asBienuii
OCYILIECTBIISIETCSI».

PexBu3uTh! JOKYMCHTA

42.  JIOKyMEHTBI, CO3/IaBaeMble YUPEIKICHNEM, HMEIOT CIIEIYIOIINN COCTaB PEKBU3UTOB:
rep6 JIykosSTHOBCKOTO MyHHIIMTIAILHOTO paifoHa

smoOIeMa;

KOJl GOpMBI TOKYMEHTA;

HaMEHOBAHHE yIPEKICHUS,

CIpaBOYHBIC JaHHBIC 00 YUPEIKICHUN;

HauMEHOBaHHE BHIa JOKYMEHTA;

JaTa JOKyMEHTa;

perucTpaloHHbIi HOMEp JOKYMEHTA;

CCBIJIKA Ha PErUCTPALlMOHHBIN HOMED U AATYNOCTYNHBIIETO T0OKYMEHTA,
MECTO COCTaBJICHUS (M3JaHUs1) JOKYMEHTA;

rpud orpaHUYEHUs JOCTYMa K JOKYMEHTY;

ajpecar;

rpud yTBepkKaeHUS JOKYMEHTA,;

3aroJIOBOK K TEKCTY;

TEKCT JOKYMEHTAa;

OTMETKA O MPUJIOKEHUH,

rpud coracoBaHUs TOKYMEHTA,

BU34;

MOATHNCH;

neyvarsb;

OTMETKa 00 HCIIOJIHUTEIIE;

OTMETKA O 3aBEPEHUU KOIUY;

OTMETKA O TIOCTYIJICHUH JIOKYMEHTA;

pe3oJtoLus;

OTMETKa O KOHTPOJIE;

OTMETKAa O HampaBJIeHUH JOKYMEHTA B JETIO.

CocTtaB peKBHU3UTOB KOHKPETHOT'O IOKyMEHTA OTPE/IENIETCs €r0 BUJIOM M Ha3HAaUEHUEM.

I'ep6JIyKOsSTHOBCKOrO MyHMLIMIIAJIILHOTO paifoHa

43.  UzobOpaxenue repba  JIyKOSITHOBCKOTO  MyHHIMIIQIbHOTO  pailoHa  (maimee  —
rep6)nomMeniaercs Ha OJlaHKaX MPUKA30B U IMHUCEM YUPEKACHUS.

Ha Onankax muceM n3oOpaxkeHue repba moMelaeTcs B JIEBOM BEPXHEM YIUIy HaJl CEepeIUHOMN
CTPOK C HAMMEHOBAaHHEM OpraHa / OpraHoB, OCYIIECTBIISIONEr0 (PYHKIMK U MOTHOMOYUS yUpeIUTENs, a
Ha OJaHKax MPHUKa30B — 10 CEpeIMHE BEPXHETO MOJIS.
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N3o6pakenue repba MoMeIaeTcsi Ha pacCTOSIHUKM | cM OT BEPXHETo Kpasi JIUCTA.
Pazmep nzoOpaxenwus repba — 2 X 2 cMm.
I'ep6 MoxeT U300pakaThCsl B OJTHOIIBETHOM M MHOTOI[BETHOM BapHaHTaX.

Kox popmer nokymenra

44.  Kox dopMbl mOKyMEHTa MPOCTABISETCS TOJBKO HA YHU(PHIMPOBAHHBIX (opmax
JOKYMEHTOB B COOTBETCTBUU ¢ OOMIEPOCCHUICKUM KIacCH(UKATOPOM YIPABICHUECKOW AOKYMEHTAIHH
(OKVY[I), pacnioyiaraercsi B mpaBOM BEpXHEM YIIIy pabodero moJisi JOKYMEHTa, COCTOUT u3 clioB «Dopma
no OKY I» u uudposoro koga. Hanmpumep:

dopma mo OKYI 0211151
HanmenoBanue yupexieHus

45.  HaumeHOBaHME YYpEXJIEHHUS IMOMENIAeTCs B HMMEHUTEIbHOM IMaJeKe HIKE PEKBU3UTA
«rep0JIyKOSSHOBCKOTO MYHUIIMTIATBHOTO PalfoHa»IIo HEHTPY 30HbI PaCIOIOKEHUS PEKBU3HTA.

[long HamMmeHOBaHHMEM YUpEXKJIEHHS B CKOOKax YKa3bIBae€TCS COKpAIIEHHOE HauMEHOBaHHE
YUPEXKICHUSI.

CoxkpallleHHOE HaMMEHOBAHHUE YUPEKIEHUS OTIENAETCS OT MOJHOTO HAMMEHOBAHMS YUPEKICHUS
ITYCTOU CTPOKOM.

Ha Onankax nuceM HauMEHOBaHHE YUpeXJeHUs (TMOJHOE U COKpAIlleHHOE) BbIAEISETCS
TTOJTYKUPHBIM MIPUPTOM.

Han HanMmeHoBaHHMeM ydpexJeHUs (Hke rep0a)lIponvcHbBIMU OYKBaMH yKa3bIBaeTCsl MOJHOE /
COKpAIllECHHOE€ HAauMEHOBaHHE OpraHa / OpraHoOB, OCYIIECTBIIAIONET0 (YHKIMH U IOJHOMOYHMS
yupeIuTens.

AIMVHVCTPAIIMA JIYKOAHOBCKOT'O MYHMUIMIIAJIBEHOT'O PAMOHA
HUXETOPOLCKON OBJIACTU
YIIPABJIEHHUE ObPA30OBAHMA

MyHuumnajgbHOe OKIXeTHOe oflleobpasoBaTesibHOe
yupexlieHre Pas3MHCKad CpemHSad WKOoJa

(MBOY PA3VHCKAA CII)

HaumenoBanue opraHa / OpraHoB, OCYHICCTBJIAIOLICTO (1)YHKI_II/II/I " TOJIHOMOYHUA YUYPCAUTCIIA,
OTACIAIOTCA OT rep6a 1 OT HAMMCHOBAHUS YUPCIKACHHUA ITYCTBIMU CTPOKAMMH.

HaumenoBanue YUYpPCIKACHUS (HOJ'IHOC n coxpameHHoe), nmoMemacMoEC Ha OmaHKax JAOKYMCHTOB,
YKa3bIBACTCA B COOTBCTCTBUU C YCTABOM YUPCIKIACHUA.

CHpaBO‘IHLIe JaHHBIC 00 YUpPCKACHUN

46.  CmpaBouHble JaHHblE 00 YYPEKICHHU YKa3bIBalOTCS B OJIaHKaX MHCEM U BKIIOYAIOT
CBe/IeHUs], He0OX0AUMBIE U1 HHPOPMALIMOHHOTO OOMeHa!

IIOYTOBBIN aJPEC YUPEKIACHUS;

HOMep TenedoHa TPHEMHON PYKOBOIMTENS YUPEKACHHS/KOHTAKTHBIH TenedoH (TenedoHsr),
HOoMep (akca, aJipec AEKTPOHHOM MOUTHI, apec OPHUIMATBHOTO caiiTa yupexaeHus: B UH()OPMAIIHOHHO-
TEJICKOMMYHUKALIMOHHOM ceTu HTepHer,

Koa opranuzaimuu 1o OOmepoccuiickoMy KJacCU(PHUKATOPYy NPEANPUSATHA M OpraHu3aluil
(OKIIO), OCHOBHOW TOCYIapCTBEHHBIH perucTpaloHHbi HoMmep yupexkaeHus (OI'PH) wu
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UACHTU(HUKAIIMOHHBIA HOMEp HAaJOTOIUIATENBIINKA/KOJ] MPUYMHBI TOCTAHOBKM HA HAJIOTOBBIM YdYeT
(MHH/KTII).

[TouToBBI aapec ydpekJIEHUS B CHPABOYHBIX JJAHHBIX OJIaHKAa YKas3bIBaeTcs B TOH ke
IIOCJIEJOBATEIBLHOCTH, YTO U B PEKBU3UTE «AIpecary.

HaunmenoBanue BHJa JOKYMCHTA

47.  HaumenoBanue Bujga usgasaemoro gokymenta (IIPUKA3, PACIIOPSXXEHUE,
I[TPOTOKOJI, AKT) BxirodaeTcss B OJIaHK COOTBETCTBYIOIIETO BHJIa JOKYMEHTA WM YKa3bIBACTCA
coctaButeneM npu noarotoske qokymenta (CJIYKEBHAS 3AIIMCKA, JOKJTIAJIHAS, 3ASBJIIEHUE
u Apyrue).

B nucbMax HauMeHOBaHUE BUAA JOKYMEHTA HE YKa3bIBAETCS.

HaumeHnoBaHue Buaa JOKyMEHTa pacroJiaraercs MoJ HAMMEHOBAaHUEM YUPEXKIECHUS U OTIENIeTCs
OT HETO IIyCTOM CTPOKOM.

HaumenoBanue Buaa 1OKyMEHTa MOMEIIAETCS MO LIEHTPY M Iedaraercss 0e3 ad3alHOro OTCTymna
MPONMUCHBIMU ~ OyKBaMH, NOJYXUPHbIM mpudroM. Pasmep wucnoiapzyemMoro umpudra J0JKEH
COOTBETCTBOBATh pa3Mepy PEKBU3UTA «TEKCT».

[arta noxkymeHnra

48.  JlaToit MOKyMEHTa SIBISIETCSI:

Jata TOJIUCAHKS — JUIS TIPHUKA30B, PACMOPSHKCHHM, MUACEM, JTOKIAIHBIX, CIYKEOHBIX 3alHCOK,
aKTOB U JIp.;

Jata yTBEPXKACHUS — JJISl MHCTPYKIIMM, MOJIO)KEHUH, MpaBuil, PEriaMeHTOB, IJIAHOB, OTYETOB U
ap.;

JaTa cOCTaBJIeHUs (IPUHATHUS PELIEHUs) — JJIsl IPOTOKOJIOB, PEIICHUH, aKTOB.

Jlata OKyMeHTa 3aluChIBaeTCs OJHUM U3 JIBYX CIIOCOOOB:

cioBecHO-IM(POBHIM criocoboM: 5 utons 2019 r.

apabckumu rudpamu, paszneneHHbIME Toukoi: 05.06.2016;

B Tekctax [OKYMEHTOB, coAepKallux CBeIAeHHs (UHAHCOBOTO XapakTepa, HpPUMEHSETCs
cnoBecHO-IMGpoBoi criocod opopmienus aat: 10 anpemnst 2019 .

He nomyckaeTcst B 3arojioBKkax M TEKCTE MpPHKa3a OJHOBPEMEHHOE HCIOJB30BaHUE O(POPMIICHUS
JaThl apaOCKUMHK IU(PPAMH U CIIOBECHO-ITU(DPOBBIM CIIOCOOOM.

Ecnu 0603HaueHne naTel B TEKCTE COCTOUT TOJIBKO W3 T0Jia, CIOBO «T0J1» MHILETCS MOJHOCTHIO:
«['ocynapctBenHass mporpamma... Ha 2015 roa». B ocranpHbIX chy4yasx paspeliaercsi UCHOJIb30BaTh
COKpaIIeHUs: «T.» (TO[a), «IT.» (TOJIBI).

Jlata JOKyMeHTa TMPOCTaBIAETCS TPU PETUCTPALUU JOKYMEHTa WJIH HEMOCPEICTBEHHO
WCIIOJIHUTENIEM MPH MOArOTOBKE JOKYMEHTa (IOKiIagHas, cily)keOHas 3amucka, 3asBieHue u jap.).Jlata
odopmIIsieTcs pyKOMUCHBIM CIIOCOOOM WJIM Ie4YaTaeTcsl.

Ha pgoxymenTtax, odopMieHHbIX Ha OlaHKaX, JaTra MPOCTaBISETCS B COOTBETCTBUU C
PacToNOKEHUEM ITOTO PEKBU3HUTA.

Ha noxymenTtax, odopmieHHbIx Oe3 OnaHka, Jara MPOCTABIAETCS MO HAaUMEHOBaHUEM
JOJKHOCTH JIUIIA, TOJMKCABIIETO JOKYMEHT. B 3TOM ciyuae naTa medaraercss OT JIEBOM TpaHHIIBI
TEKCTOBOTO TOJIS M OTAETSETCS OT MPEIBIIYIIEr0 PeKBU3UTA ABYMS MTYCTHIMU CTPOKAMHU.

PeructpannonHsiii HoMep JTOKyMEHTa

49.  PerucrpauuMoHHBII HOMEp JOKyMeHTa — LH(ppoBoe 0003HAUEHUE, NPUCBABAECMOE
JOKYMEHTY IIPU €0 PErUCTPALMH.

PerucrpannoHHbIil HOMEp JOKyMEHTa COCTOMT M3MPOCTABISEMBIX Yepe3 KOCyto uepty (gapuanm —
neduc)uHIeKca Jiena no HOMEHKIIAType JIeNl U OPsIIKOBOTO HOMepa JIOKYMEHTa, HarnpuMmep:

02-06/04,



rie

02-06— wungexkc nena «IIpoTOKONBI 3aceiaHUil MENArOrMYECKOTO COBETAa YUPEKACHUA H
JOKYMEHTBI K HUM»,

04 — mopsAKOBBIN HOMEPIOKYMEHTA B IIpEIeNiaX KaJleHIapHOTO To/1a.

Mecto IMPOCTAaBJICHUA PETUCTPALUMOHHOI0O HOMEpPA HA JOKYMCHTC 3aBUCUT OT BUJa JOKYMCHTA. Ha
AOKYMCHTAX, 0(1)0pMJ'ICHHBIX Ha 6HaHKaX, peFI/ICTpaHI/IOHHIﬂﬁ HOMCp MPOCTaBJIAACTCA B COOTBETCTBHU C
PACIIOJIOKEHUEM 3TOTO PEKBU3UTA.

PCFI/ICTpaHI/IOHHI)IC HOMCpa MNPUCBAUBAIOTCA BHYTPCHHUM W HCXOOAIIHUM JOKYMCHTAM IIOCJIC HUX
noanucanus (YITBep)KIeHHs ) U 0(hOPMIISFOTCS PYKOTIHCHBIM CIIOCOOOM.

Cchlika Ha perucTpallMOHHbIA HOMEp U JaTy MOCTYNUBILIErO JOKyMEHTa

50. Cchlika Ha perucTpalMoOHHbBIN HOMEpP U JaTy MOCTYNUBILIErO TOKYMEHTa YKa3bIBa€TCs MPU
IIOArOTOBKE OTBETHOIO IIMCbMAa M  pacrojaraercs HM)XKE pEeKBU3UTOB «/lata 1mokymeHTa» u
«PeructpalluOHHBII HOMEDP IOKYMEHTa.

Cchulka Ha pErUCTPAllMOHHBIM HOMEpP W JaTy MOCTYNMBIIETO JOKYMEHTa BKIIIOYAET €ro
HCXOJAIINNA PETMCTPALMOHHBII HOMEpP M COOTBETCTBYIOLIYIO JaTy IMOCTYIHMBIIErO JOKYMEHTa, Ha
KOTOPBIN MMOATOTOBIJIEH OTBET.

B tekcTe nuceMa ccbuIka Ha HOMEP U JaTy MOCTYIUBILIErO JOKYMEHTa HE AA€TCs.

[Ipu oTBeTe Ha NOKYMEHT, MOCTYNUBIIUNA 0€3 PErucTPallMOHHOIO HOMepa U (WJK) JaThl, TaHHBIN
PEKBU3HT HE UCIIOIB3YETCS.

Mecro cocraBieHus (M31aHUs) JOKYMEHTA

51. Mecro cocraBieHuss Wi u3gaHus gokymenta (p.rmum.Cr.PasuHa) ykassiBaeTcs Ha
OnaHKax MPUKa30B, paCHOPSHKEHUM, TPOTOKOJIOB, aKTOB.

MecTo cocTaBieHHs WM W3/IaHUS JOKYMEHTA MTOMEIAaeTCsl HUKE PEeKBU3UTOB «JlaTta TOKyMeHTa»
1 «PerucTpaimoHHbI HOMEp JOKyMEHTa» yepe3 12 NT. mocepeMHe pacroOKEHUs dTUX PEKBU3UTOB.

Anpecar

92. AnpecaT wucnosib3yercss npu O(QOPMIECHUM TNHCEM, BHYTPEHHUX HWH(GOPMAIMOHHO-
CIPAaBOYHBIX TOKYMEHTOB (JIOKJIaIHBIX, CIIY>KEOHBIX 3aIIHCOK H Ip.).

B nucbmax agpecar meyaTaeTcsl OT BEPXHErO MOJsl CTpAaHUIBI Ha ypoBHE repba JIykosHOBCKOTo
MYHULUIIAIBHOTO paiioHa. Kaxkas cocraBHas 4acTh pEKBU3UTA «AJpecar» MedaTraeTcs ¢ HOBOM CTPOKH
4yepe3 OJHY MYCTYIO CTPOKY, (GaMuius aapecata OTHENAETCSs OT OCTalbHBIX YacTed aJpecoBaHUS
MHTEpBAJIOM 6 NT. B KOHIIE CMBICIIOBBIX CTPOK 3HAKH IIPENMHAHUS HE CTaBATCA. B cepenune cTpok 3HaKu
NpeNrHaHus coxpaHsaroTcs. [lepenoc cioB He nomyckaercs.

luprHa 30HBI PACHOJIOKEHUs PEKBU3UTA (PACCTOSIHUE OT €€ JIEBOW TpaHMIIbl IO MPaBOTO IMOJIA
JOKYMEHTA) He OJKHA MPEeBBIIIATh 9 cM.

CTpoKH pEeKBU3UTA «aJAPECaT»BBIPABHUBAIOTCS IO JIEBOMY Kpalo.

Ha noxymenTtax, odopmileHHBIX Ha CTaHIAPTHBIX IJMCTaX Oymaru, peKBU3UT «aJpecar»
MPOCTABIISIETCSA B BEPXHEHN ITPABOU YaCTH IOKYMEHTA.

B pexBusute «Anpecar» A0OMycKaeTcs HCHOJIb30BaTh OQPHUIIMAIBLHO TMPHUHSATHIE COKpAIICHHBIE
HAaMMEHOBAaHUs OPTaHOB TOCYAapCTBEHHOM BJIACTH, OPraHOB MECTHOT'O CaMOYIIPABJIEHUS, OpraHU3aLUi.

[Ipn agpecoBaHMHM AOKYMEHTa PYKOBOIHUTENIO (3aMECTUTEII0 PYKOBOIUTENs1) OpraHU3aluu
HaWMEHOBAHUE JIOJKHOCTU PYKOBOJUTENS (3aMECTUTEINE PYKOBOJAMTENS), BKIIIOUAIOIEe HAMMEHOBAHUE
OpraHu3anuu, Qamuius, WHUIUAIBI JOJDKHOCTHOTO JIMIIA, YKa3bIBAlOTCA B JaTEIbHOM MaJeKe,
HampuMep:

HauvansHUKY
ynpaBlneHnss obpasoBaHUSA
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agMUHMCTPAaLMNA
JIyKOSTHOBCKOT'OMYHULIMNIAJIIBEHOT'O
paroHa Hmxeropomckom obymacTu
Pammnmust M.0.

[Ipy Hamucanum oOTBETa Ha JOKYMEHT, IOAMNMCAHHBIM HMCHOJHSIOMIMM  00S3aHHOCTH
PYKOBOJUTEIS, OTBET TOTOBUTCS] HA PYKOBOJMTEIS, IOCTOSIHHO 3aHUMAIOIIETO TOJIKHOCTb.

ITpu agpecoBanuy muchbMa B opraHu3anuio (0e3 yka3zaHus IOJKHOCTHOTO JIMIA) YKAa3bIBACTCS €€
IIOJIHOE WJIM COKpAIlleHHOE HAUMEHOBAaHUE B UMEHUTEIBLHOM IaJI€Ke, HallpuMep:

Ynpaeneumne o6pasoBaHus
agMMHMCTPALUNUN
JIyKOSSHOBCKOT'O MyHMLIMNAJILHOI'O pPaloHa
Huxeropogmckom obiacTu

IIpm agpecoBaHmM JOKyMEHTa B CTPYKTYPHOE IIOJApA3JIEICHUE OPraHU3aluud B PEKBHU3UTE
«anpecaTr» yKa3plBaeTCs B UMEHUTEIBHOM I1a/1€7K€ HAUMEHOBAaHHWE OPraHU3allNK, HHKE — HAUMEHOBaHUE
CTPYKTYPHOTO IOJAPA3/IeICHUs, HallpUMeED:

Ynpaeneume o6pasoBaHuS
agMMHMCTPALUN
JIyKOSSHOBCKOTI'O MyHMLIMNAJILHOI'O pPaloHa
Huxeropogmckom obiacTn

OTpesn OOWKOJIBHOTO OBpasoBaHUS

IIpn anmpecoBaHMM NHUChMa PYKOBOJIUTENIO CTPYKTYPHOTO TOJpa3AeieHUs] YKa3bIBaeTcs B
MMEHUTEJIBHOM TNaJie’ke HAaMMEHOBAHWE OpraHM3alliM, HUXKE — B JATEIbHOM MaJe)Xe HaUMEHOBAaHHE
JOJKHOCTH PYKOBOJUTENSA, BKJIIOYAIOllee HAaMMEHOBAHHWE CTPYKTYPHOIrO MOJpa3jeieHus, (haMuiuio,
WHUIMANbI, HAPUMED:

YnpaBnenue o6pas3oBaHUS
aIMMHMCTPAUUN
JIyKOSSHOBCKOTI'O MYyHMIIMNAJLHOI'O pPaloHa
Huxeropoxckon o6macTu

BamecTuTeno PYKOBOOMUTEJNST YyIIPAaBJIEHUA
— HaAYaJIBHUKY YyIPaBJIEHUsI OTHeJia
AOUWKOJIBHOI'O oﬁpasosar-ma

Pammmss 1.0.

HpI/I aApeCOBAaHNU MHUCbMA CICHUAIIMCTY YKAa3bIBACTCA B UMCHUTCIIbBHOM IMA/IC’)KEC HAUMCHOBAHUC
opraHusanuvv, HWKE — HAUMCHOBAHUC CTPYKTYPHOTO IIOAPA3ACIICHUA, 34aTCM B HATCIIBHOM ITaJCKC
HaAaNMMCHOBAHHUC JOJDKHOCTH CIICHHMAINCTAa U — HUXKEC — q)aMI/IJ'II/ISI, WHHUIUAJIbI, HAITPUMCED:

YnpaBnenne obpasoBaHMsS
agMMHMCTPALMNU
JIyKOSTHOBCKOT'O MYyHMUMIIAJILEHOT'O paMoHa
Hmxeroponckom obisacTn

OTgmest JOWKOJBLHOI'O oﬁpasosar—mz
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I'maBHOMy cClHeuMaImucTy

dammimsa U.0.

IIpn paccbuike JOKyMEHTa TIpyHIe OpraHu3aluMidé OJHOrO THUIA WIH B CTPYKTypHbIE
MOJIpa3/IeIeHUs] OJJTHOM OpraHu3alny aipecaT yKa3blBaeTcst 0000IIEHHO, HAaIlpUMep:

PyKOBOOUTEJISIM NpennpuUsTui
JIyKOSSHOBCKOT'O MyHMLIMNAJILHOI'O pPanoHa

[Ipu pacceuike HTOKyYMEHTa HE BCEM OpPTaHU3AIMSAM WM CTPYKTYPHBIM TMOJPa3JIECICHUSIM IO
PEKBU3HUTOM «ApecaT» B CKOOKaX yKa3bIBaeTCs: «(IT0 CIIUCKY)», HAPUMED:

PyKOBOOUTEJISIM NpennpuUsTui
JIyKOSSHOBCKOT'O MyHMLIMNAJILHOI'O pPanoHa

(no cmomcky)

B omHOM nokymeHTe He AOMKHO OBITH Oojiee deThipex aapecatoB. Cnoo «Komwms» mepen
BTOPBIM, TPETHUM, YETBEPTHIM aJpecaTaMy He yKa3biBaeTcs. [Ipm OoJblieM KOJIHMYECTBE aJpecaToB
COCTaBIISIETCSl CIHMCOK (JIUCT, yKa3aTellb) PacChUIKU JOKYMEHTa, Ha KaKIOM JOKYMEHTE YKa3bIBaeTCs
OJIVH aJipecat WIn ajapecat odopmiisieTcs 0000IIeHHO.

B pexBusuTe «aapecar» MHUIMANBI BCETJa CTaBsITCA mMociie (haMuInm.

B cocrtaB pekBu3uTa «Anpecar» MOXKET BXOJUTh MOYTOBBIA apec. DJIEMEHThI TOYTOBOTO ajpeca
YKa3bIBAIOTCSA B IMOCJIENOBATEIbHOCTH, yCTaHOBJIEHHON IlpaBuiamMu okazaHus YCIyT MOYTOBOW CBSI3H,
YTBEPKJICHHBIMU MPUKa30M MUHHUCTEPCTBA CBA3M M MAacCOBBIX KOMMYyHUKaluid Poccuiickot deneparuu
oT 31 urons 2014 1. Ne 234, nanpumep:

OAO «Crpena»

yn. Pabouass, nm. 82,
r. TonesiTTMt, 197183

[TouToBBIi afpec HE yKa3bIBaeTCs B JIOKYMEHTaxX, HAIpaBlIIEMbIX B BBICIIME OpPraHbl BIACTH,
BBIIIECTOSIIINE OPraHU3alUU U MOCTOSHHBIM KOPPECIOHACHTaM (32 MCKJIIOUEHUEM HaIpPaBIICHUS MUCEM
yKa3aHHBIM aJipecaTtaM B KOHBEPTaX C MPO3pauHbIMU OKHAMH).

[Ipn agpecoBaHuM JOKyMeHTa (U3MYECKOMY JIHIy YKa3bIBalOTCS: (haMuiIvs, WHHUIIMAIIBI,
MIOYTOBBIN ajpec, HapuMep:

dammimss 1.0.

yn. lBeTounast, m. 5
Carkr-Illerepbypr, 197183

[Ipu oTmpaBke muchbMa MO 3JIEKTPOHHOM MOYTE WU MO (HaKCUMUIBHOU CBs3U (0€3 TOCHUIKU TO
MoYTe) MOYTOBBIN ajpec He yka3biBaeTcs. [Ipu He0OX0MMOCTH MOKET OBITh YKa3aH ANIEKTPOHHBIN ajipec
(HoMmep Tenedona/daxca), HapuMep:

OAO «Crpena»

mail@strela.ru
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I'pud yrBepxaeHUS TOKyMEHTa

53. I'pud yrBepkaeHHs pa3MeIIaeTCs B MPABOM BEPXHEM YIIIy MEPBOTO JHCTA JOKYMEHTA.
CTpokH pekBU3UTA LIEHTPYIOTCS OTHOCUTENIBHO CaMOM JJIMHHOW CTPOKH.

[Ipu yTBEepKIEHMHM IOKYMEHTa JOJDKHOCTHBIM JIMIIOM TpU( YTBEPXKACHUS COCTOUT U3 CIIOBA
YTBEPXIAIO(nponucHsiMu ~ OykBamu, 0€3  KaBblY€K), HAMMEHOBAaHUS  JOJDKHOCTH  JIMIIA,
YTBEPIKAAIOIIEr0 JOKYMEHT(BKJIOUasi COKPALICHHOEC HAMMEHOBAHHE YUPSKICHUS), €ro MOIIMHUCH,
WHUIMAJIOB, ()aMHUJINH U JaThl yTBEPKACHUS, HAIIPUMED:

YTBEPXIAI
IupexTop MBOY PasmHckas CII
Hoponuce M.O0. dammnma
22 suBapsa 2019 r.

[Ipu yrBEep)AeHUU JOKYMEHTa PaclopsAUTEIbHBIM JOKYMEHTOM I'pu( yTBEP)KJIEHUS COCTOMUT U3
cnoa YTBEPXJEH (YTBEPXIEHA, YTBEPXIEHbBI nmu YTBEPXJIEHO), cornmacoBanHoro c
HaVMEHOBAHUEM BHJIa YTBEPKJAEMOIO JIOKYMEHTA, 1 HAUMEHOBAHHUs PaCIOPSAUTEIIBHOIO TOKYMEHTA B
TBOPUTEIBHOM NAJIEKE, €r0 JaThl, HOMEpa, HalpUMep:

(ITpaBuma) YTBEPXIEHE
npmukasom MBOY PasuHckasa ClI
or 22 guBapda 2019r. N 18

3aroJIoBOK K TEKCTY

54, 3arooBOK — KpaTKO€ HW3JIOKEHUE coaepkaHusi JokyMeHTa. OH JOJDKEeH OBITh
MAaKCUMaJIbHO KPaTKUM U EMKHM, TOYHO IepeJaBaTh CMbICI TEKCTA.

3aroJ0BOK JIOJDKEH COCTOSITh U3 OJHOU (ppasbl.

Ecnu 3aronoBok kK TEKCTy OTBEYAET Ha BOIMIPOC «0 4eM?», OH HaunHaeTcs ¢ npemiora «O» («O6»).
Hanpuwmep:

npukas (o yem?) «O co3gaHUM aTTECTAIIMOHHON KOMUCCUI;

nucbMo (0 ueM?) «O mpenocTaBaeHUU UHHOPMALTUI.

Ecnu 3aronoBoK K TEKCTY OTBEYAET HA BOIPOC «UEro?», «KOTro?», OH COCTABISAET OJHO LEJIOE C
HavMEHOBaHUEM BUJa Jo0KyMeHTa. Hanpumep:

akT (4ero?) mpuema-mnepenadu ae;

MPOTOKOJI (4ero?) 3aceanus SKCIEPTHONH KOMHICCHH;

JOJKHOCTHAS! MHCTPYKIHUS (KOro?) crenuainucTa rno Kajapam.

3aroJoBOK COCTaBIIAETCS, KaK MPABUIIO, C MCIOJb30BAaHUEM OTIVIATOJIBHOIO CYIECTBUTENIBHOIO.
Hanpumep: «O npoBeaeHuu...», «O0 yTBepkaeHUU...», «O0 n3MeHeHHH...», «O0 UCHOTHEHUH...»; «O
BBIJICNICHUM...»; «O HAIPABICHUH...».

3aroJ0BOK K TEKCTY MPOTOKOJIA COTJIACyeTCs ¢ HAMMEHOBAaHUEM BHUJA JOKYMEHTA B POIUTEIHLHOM
najexe M COJCpPKUT YyKa3aHME Ha BHJ KoJulernaiabHON aesrenbHocTd (Hampumep, «[TPOTOKOJI
3aceaHus, COBEIIAHUN»), a TakKe yKa3aHHe MO0 Ha Ha3BaHUE KOJUIETHAILHOTO OpraHa (Hampumep,
«3acelaHusl SKCIIEPTHOW KOMHCCHW»), MO0 Ha TeMy 3acelaHus (CoBellaHus) (HampuMmep, «COBEIIaHUS
10 BOMIPOCAM TIOATOTOBKH K HOBOMY y4eOHOMY TOIy»).

3aroJoBOK K TEKCTY akTa, KaK MpPaBUJIO, COIJIACYETCS ¢ HAMMEHOBAHMEM BHJA JIOKYMEHTa B
pOIUTENHHOM Tajieke (uero?), HauMHAETCSl CO CTPOYHOM OYKBBI M COJEPKUT yKa3aHHE Ha JeHCTBUE,
COBEpILIAEMOE KOMHUCCHEN WIIM TPYIIION JINII, COCTABIISIONIEH aKT, HallpUMeEp:

AKT
IPOBEPKU QMHAHCOBO—-XO3AMCTBEHHOM IeATeJIbLHOCTU
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AKT
CIMCAaHMA MaTepPMaJIbHEX LIEHHOCTEMN

3aroJIoBKM K TEKCTaM HEKOTOPBIX aKTOB MOTYT OTBEUYATh Ha BOIMPOC «O 4eM?». Takue 3arojioBKU K
TEKCTaM HAYMHAIOTCA C MPOTMCHOM OyKBBI, HAIIPUMED:

AKT
0OBb yTpaTe OOKYMEHTOB

AKT
06 oTcyTCcTBUM Ha paboueM MecTe

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

Touka B KOHIIE 3aroJIOBKa HE TPOCTaBIISIETCSI.

3arosoBOK nevaraercsi 6e3 KaBblU€K U IIEPEHOCOB.

3aroJIoBOK, COCTOSIIINIA U3 IBYX M 00Jiee CTPOK, TeyaTraeTcs yepe3 | MeXCTPOUYHbII HHTepBal.

3aroJI0BOK OTAEISAETCSA OT NPEIbIAYIINX PEKBU3UTOB OJHOU ITyCTOW CTPOKOM.

3arosoBOK K TEKCTY IPUKa30B, CIY)KEOHBIX MUCEM Ie4aTaeTcs Mo JIEBOMY Kpato 0e3 ad3alHoro
OTCTYIA C JJIMHOM CTPOKH He Ooree 7,5 cM.

B akrax, mpoToKoyax, MOJIOKEHUSX, MpaBHJax, IUlaHaX pabOThI, CHHCKaX M HMHBIX IMOJOOHBIX
JOKYMEHTaX 3aroJIoBOK K TEKCTy oQopmisieTcs IO HIMpUHE CTpaHuIbl 0e3 a03alHoro oTcTymna
LIEHTPOBAHHBIM CIIOCOOOM.

3aroJoBOK K TEKCTY CIYKeOHOTO NHChMa, MpHKa3a IedaraeTcs CTPOYHBIMU OyKBaMH (3a
HCKIIFOYCHHEM HavYaJIbHON OYKBBI).

3aroyloBOK K TECTy JOKJIAIHBIX, CIY)KEOHBIX, OOBSICHUTENbHBIX 3alUCOK pa3Mellaercs, Kak
MPaBUJIO, TI0 JICBOMY Kparo U 0(hopMIIsETCsl CTPOUYHBIMU OYKBaMu (32 UCKIIFOUEHUEM HadadbHOU OYKBBI).

B nosnoxxenusix, mpaBuiiax, miaHax padoThl, CIIMCKAaX U MHBIX MOJA0OHBIX JOKYMEHTaX mepBoe(-bie)
cioBo(-a) 3arojioBKa K TEKCTY BBIACIACTCA MOJYXHPHBIM  IIPU(TOMIIPONUCHBIMA  OyKBaMUB
paspsanky(«IIOJIOXKEHUEy», «IIPABUJIA», <«IIOPAJJOK», «MHCTPYKIMA», «ITEPEUEHDY,
«CIIUCOK», «[TJIAH MEPOITPUSITUIN» u T.J1.) ¥ TIMIIETCS Ha OTAEIBHOM CTPOKE.

3aroyioBOK JOKYMEHTa BHOCHUTCS MpPH PEruCTpallMd JIOKyMEHTa B  COOTBETCTBYIOILHE
peructpairoHHbie GOpMBbI.

He pexomenayercs yka3pIBaTh 3aroJIOBKHM K TEKCTaM MuceM B 0000mieHHO# dopme (Hampumep,
«O copeiictBun», «O (QUHAHCUPOBAHUUY), TaK KaK B JallbHEHIIEM TaKHE 3arojoBKH K TEKCTaM He
MO3BOJISIFOT UJICHTU(HUIIUPOBATEH JOKYMEHT U 3aTPYIHSIOT €ro MOUCK.

Tekct AOKYMCHTA

55.  Tekct JIOKyMeHTa OTAENseTcs OT 3arojoBKa JABYMs IYCTBIMH CTPOKaMH, TaKoe XKe
pPacCTOSHUE MEXy TEKCTOM JOKYMEHTA U MOAIHUCHIO.

TekcT JOKyMeHTa U3Jj1araercs siCHO, JIOTHYHO, YOe TUTETbHOUIIO BO3MOYKHOCTUKPATKO.

B Tekcre [0OKyMeHTa, IMOATOTOBJIIEHHOIO Ha OCHOBAHWM 3aKOHOJATEIBHBIX WM HWHBIX
HOPMAaTUBHBIX IIPABOBBIX AaKTOB, paHee H3IAAHHBIX PACHOPSIAUTEIBHBIX JOKYMEHTOB, YKa3bIBACTCS
HaVMEHOBAaHHUE BUJA JOKYMEHTA U 3ar0JIOBOK K TEKCTY, & TAK)KE UX PEKBU3UTHL:

HaVMEHOBAHUE OPraHM3aluM — aBTOpa JOKYMEHTA, JaTa JOKYMEHTa, PETHCTPallMOHHBIM HOMEp
JIOKYMEHTA, 3ar0JIOBOK K TEKCTY;

HAaVMCHOBAHUE OpraHu3alld WU JOJDKHOCTHOIO JIMI@A, YTBEPAMBIIErO JOKYMEHT, Jara
YTBEPKJICHUS TOKYMEHTA.

Hamnpumep:

B coorBeTCcTBMM C uacTbi 2 crarbu 30 demepasibHOTO 2akoHa OT.. N
KHaVMMeHOBaHME»
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B coorBeTCcTBUMM C HOpH,JZI;KOM «KHaAVMMEHOBaAHME», YTBEPXIOEHHBIM IIPVMKAa30M
MuunoOprHaykm Poccum oOT.. N..

[Tpu HEOOXOAMMOCTH cIeNaTh CCHUIKY HE HA BECh NMPABOBOM aKT, a TOJIBKO Ha €r0 CTPYKTYPHYIO
€IMHHUIY CHayajla yKa3blBaeTCs KOHKpETHas €IMHulA, HauuHasi c HauMeHblieidl. Ilpu 3Tom croBa
«CTAaThbA», «94acCTh», «IYHKT», «HOANYHKT» W JAPYrHe IHOIYTCA, KaK NpaBHUJIO, MOJHOCTHIO, 0e3
COKpaleHui. AG3ambl Py CChITKAaX HAa HUX 0003HavaroTcs cnoBamu. Hampumep:

B cooreeTcTBMM C ab®zalueM BTOPBM OyHKTa 4 dyactm 2 cratbu 11
PernepalZIbHOTO 3aKoHa OT.. N.. «HaMMeHOBaHME»..

[Ipn yrnmoMuHaHUM B TE€KCTE NMPABOBOTO aKTa MyHKTa (MOJMYHKTa), HOMEP KOTOPOTO COCTOUT U3
HECKOJBbKHUX III/I(l)p, PasaCJICHHBIX TOYKaMH, TOYKAa B KOHIIC IH/I(prBOI‘O 0003HaYeHUs ITYHKTA HC CTaBUTCH.
Hamnpumep:

B cooTBeTCTBMM C IOyHKTOM 1.2 pas3zgena 1 «Obume [IOJIOXEHMS»
IPUJIOXKEHMA K I[IOCTaHOBJIeHMKO [lpaBuTenbcTBa Poccumckoy demepaumm OT.. N..
«HaVMEHOBAaHME»...

B mensx uckmoueHUs BO3MOXXHOCTH JIBOSIKOTO TOJKOBAaHHS MPU HEOOXOIMMOCTH 0003HAYCHUS
(mepeuncneHus) KaTeropuit Jnil, 00OpPyAOBaHUS U T.J. B TEKCTE JOKYMEHTAa PEKOMEHIYETCSl TPUBOIUTH
Ka)KJ10€ HAMMEHOBAaHHE C HOBOM CTPOKH, HAIPUMED:

PomuTesibCKas IJlaTa He B3MMAEeTCS 3a IPUCMOTP M YXOO 3a
OeTbMU-MHBAJIVIAMA,

OeTbEMU-CUPOTAMU ¥ IOEeThbMM, OCTaBIMMMUCS Oe3 [oNedueHUs PoOuTesiein,
oeTeMu C TyOepKyJIe3HOM MHTOKCUKALUEN.

TekcT HoKyMeHTa MOKET COJIePKaTh pa3Aeibl, MOIPa3Aebl, IyHKTHI, MOAMYHKTHI.

Paznensl u mojapasznensl HyMEpyrOTCS, KakK MpPaBUIO, PUMCKUMU LUppamMu, a MyHKTH U
MOAIMYHKTHI — apaOCKUMU [U(PPaMU WIH CTPOYHBIMU OYKBAMHU C 3aKpbIBAIOIIECH KPYrioi CKOOKOIA.

3aroyIoBKM pas3iesioB U MOJAPA3/IEOB LIEHTPYIOTCS IO IIMpPUHE TeKcTa 0e3 ab3alHOro OTCTYyIa,
OTJIIEJISIFOTCS. PYT OT ApPYyra U OT TEKCTa NOTMOJIHUTENbHOM MyCcTO CTPOKOW. 3arojoBKU pa3fesioB MpHU
HaJIMYUU TIOJIPa3AeNIOB MOT'YT MeUaTaThCs MPOMUCHBIMU OYKBAMHU U BBIJCIATHCS MOTYKUPHBIM HIPUPTOM.
Touka B KOHIIE 3ar0JIOBKa HE CTaBUTCSI.

[TyHKTBI B TEKCTE HyMEpYIOTCs apaOCKuMu H(pamMu ¢ TOUKOH U 3ar0JIOBKOB HE UMEIOT.

[TyHKTBI MOTYT pa3leisaThCsl Ha TOMMYHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKuMu HHu(pamu,
pazneneHHbiMi  Toukod (Hampumep: «1.1.»; «1.1.1.»). JlomyckaeTcsi ueThIpeX3HauHas HyMeparus
noanyHkToB (Hampumep: «1.1.»; «1.1.1.»; «1.1.1.1.»). Ecniu B TEKCTE YK€ UCIIOIB3YETCs YeThIpeX3HAUHAS
HyMepaIus MOoAMyHKTa U HEOOXOAUMO €Ille BBECTH HyMEpaIuio MOAMYHKTOB B JaHHOM MOJIYHKTE, TO B
TakOM cllyyae HCHOJB3YyeTCsl HyMepalusi MOAIMYHKTOB C HCIOJIb30BaHHEM IHM(p ¢ 3aKpbIBarOIIEHCs
Kpyriioii ckoOkoit (Hampumep: «1)») W CTpOYHBIMH OyKBaMH C 3aKpbIBAIOIICH KPYIJIOH CKOOKO
(HampuMep: «a)»).

[Tocne undpoBsIx 0003HAUYEHU MYHKTOB C TOUKOW (Hampumep: «1.»; «2.») TeKCT MyHKTa CIeIyeT
HAYMHAThH C IPOMUCHBIX OYKB, a MOCIEIHUE CTPOKH a03alla 3aKaHUYMBATh TOUYKAMHU.

[Tocne upoBBIX UM CTPOUHBIX OYKBEHHBIX 0003HAUEHUI CO CKOOKOU (Hampumep: «1)»; «a)»)
TEKCT MOJMYHKTa CIeAyeT HAaYMHATh CO CTPOYHON OYKBBI M 3aKaHUMBATh TOUYKOH C 3amsToil. Ecnu Takoii
MOAMYHKT COCTOUT M3 HECKOJBKHX a03aleB, TO OHU OTIENSIFOTCS APYr OT Apyra TOYKOW C 3amsaToi,
MOCJIeTHUI a03all 3aKaHUYMBaeTCsl TOUKOH ¢ 3amstoil. [TocnenHuii ad3all myHKTa 3aKaHUYMBAETCS TOUKOH.

[To BceMy TEKCTY MCIOJIB3YIOTCS OTHOTHITHBIE KABBIUKH «.
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TekcTbl pacnopsAUTENBbHBIX JOKYMEHTOB M IHCEM COCTOSIT, KaK IpPaBWJIO, U3 JBYX YacTei: B
NEPBOM YacTH YKa3bIBAIOTCSI OCHOBAHMS WM IPHYUHBl COCTABICHUS JOKYMEHTa, BO BTOPOH —
M3JIAraloTCsl PEeUICHUs, PACTIOPsDKEHHS, MPEATI0KEHUs, MHEHHS, BBIBOJBI, MPOChObl. Eciu TeKkeT Takoro
JOKYMEHTa COCTOMUT U3 OJHOW ()pas3bl, TO B MEPBOM €€ YaCTH YKa3bIBACTCS OCHOBAHHE WIM MPUYMHA
CO3/IaHMsl JTOKYMEHTOB, BO BTOpPOM — pEUICHHE, pacropsbkeHue, mpockOa. Ecimm ke comepikanue
JOKYMEHTa HE HYXKJAeTCs B TMOSCHEHHM ¢ OOOCHOBAaHHMM, TEKCT MOXET COJepX aTh OJHY
3aKIIOYUTENIBHYIO YacTh: MPUKA3bl — PACHOPSAUTENBHYIO 4YacTh 0O€3 KOHCTaTHPYIOIIEH, MUChbMa —
pockOy 0e3 MOSCHEHHUS U T.11.

[Ipy >TOM MOTHBHpPOBOYHAS YacTh JOJDKHA OBITh M3JI0OKEHA KpPaTKO M HE TpeBbimarh 1/3
JOKYMEHTA.

[Tpu ynotpednennu B TekcTe hamMIITUI NI MHUIHAIB! YKa3bIBAIOTCS MOCIE (PaMUITHH.

B Tekcre mokymeHTacieayeT n30eraTh MCIOJIb30BAaHMS B OJHOM TIPEIIOKEHHH OTHOKOPEHHBIX
CJIOB WJTH TIOBTOPHBIX BBIPAYKEHHIA.

[Ipu cocraBieHnu TeKcTa HEOOXOAMMO:

CIIO’KHBIE TIPEITOKEHHSI 3aMEHSTh MIPOCTHIMHU;

MPUMEHSATH MPSIMON TOPSIOK CJIOB B MPEAIOKEHHH (TIOAJIeKaIIee MpeAlecTBYeT CKa3yeMoMy,
OTIPEJICTICHHUS CTOST MEpe]] OTPEICIIEMbIM CIIOBOM);

0 BO3MOKHOCTH M30€raTh NPUYACTHBIX U JICEPUIACTHBIX 000POTOB;

3aMEHSTh MECTOMMEHHS CYHNIECTBUTEIBHBIMH (HAlPUMEp, KOJUICTHS IpeIiaracT», a He «MbI
npearacM»).

TekcTbl JOKYMEHTOB B 3aBUCHMOCTH OT KOJHYECTBA 3aTPOHYTHIX B HUX BOIPOCOB MOTYT OBITh
MIPOCTBIMH (COJIEpKAT OJMH BOTIPOC) U CIOKHBIMU (KacatoTCsl HECKOJIBKUX BOIIPOCOB, HCIIOTHUTEICH WITH
Pa3HbIX CTPYKTYPHBIX MOIpa3aeeHuil).

CnpaBouHO-MHGOPMAIIMOHHBIE ~ JOKYMEHTHI  (TTMChMa,  CIOY)XEOHBIE  3alUCKH,  CIIPABKH)
pPEKOMEHAYETCsI TOTOBUTH MO OJIHOMY BOIIPOCY.

YcTranaBnuBaeMble JOKYMEHTOM CPOKU MCHOJTHEHHS BBIACIAIOTCS MOTY>KUPHBIM HauyepTaHUEM.

[Ipu oopmieHun TekcTa JOKyMEHTa He IOIyCKaeTCs:

HAa4YMHATH CTPOKY CO 3HAKA «THUPE»;

OTpBIBAaTh HAMMEHOBAHUS CTPYKTYPHBIX €UHHI] U TOJIOBKY TaOJIUIBI OT OCHOBHOI'O TEKCTA;

3aKaHYMBATh CTPAHMILY 3ar0JI0BKOM (IIOCTIE HETO JIOJHKHO OBITh HECKOJIBKO CTPOK TEKCTA).

56.  Ecnu BO3HHMKAaeT HEOOXOAMMOCTh HEOJAHOKPATHOIO YINOMHHAHUS B TEKCTE KaKOTO-JIHOO
JOKYMEHTa, TO TpU MEPBOM YINOMUHAHUM HPHUBOJUTCS €ro IOJHOE HAaUMEHOBAHHME C YKa3aHHEM B
CKOOKax COKpAIIeHHOTO HAaUMEHOBAaHUS C HallMCaHUEM ero ¢ nponucHod OykBel. Hampumep:
«IIporpamma paszsutus yupexaenus Ha 2019-2021 rr. (manee — [Iporpamma)». B nanbHeiimem B TeKkcTe
JIOTTYCKAaeTCs UCTIOJIb30BaHUE COKpalleHHoro HaumeHoBanus (IIporpamma).

57.  Tekct moKyMeHTa MOKET U3J1araThCs B BUAE TAOIUIIBI.

TabnuuHbIe TEKCTHI MPUMEHSIOTCS B TAKUX JOKYMEHTaX, KaK CTPYKTypa U IITaTHAs YUCICHHOCTD,
HITaTHOE paclucaHue, MaH padoThl, y4eOHBIN IUIaH, pacliCaHue 3aHSATHIH, HEKOTOPbIE BUJIbI OTYETOB,
MIEPEeYHU U JIp.

Tabnuipl UMEIOT 1Ba YPOBHS WIECHEHUS TEKCTa: BEPTHKAIBbHBIA — Tpadbl U TOPU3OHTAIBHBIN —
cTpoku. O600IIeHHbIE HAUMEHOBAHMS MPU3HAKOB B TAaOJMIE COCTABISAIOT 3aroJIOBKM M MOJ3aroJIOBKU
rpad, a HaMEHOBaHUS OOBEKTOB — 3aroJIOBKM M MOJA3aroJIOBKM CTPOK TaOJHUIIBI, PACIONIOXKEHHBIE B
KpaiiHeit neBoil rpade.Hanpumep:

CIIPABKA
O 3amoJIXeHHOCTM IIO IIJlaTexaM B OKnmXeT
u BHeOmomxeTHHEe ¢QoHmel B 2019 romy

3an0JIXeHHOCTL | HemommMka | 3aO0OJIXeHHOCTD [Tlenun llrpadser OBbwasa cyMmMma
pyo. IO HAaJIOTOBEIM Pyo. Pyo. 3a00JDKEHHOCTHU
mjarexam pyo. pyoD.
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1 2 3 4 5 6

T'oponckou
pomxeT

denmepasibHE
pomxeT

3aronoBku rpad W CTPOK MHUIIYTCS C MPOMUCHOW OyKBHI. [lom3arosioBKM — CO CTPOYHOM.
[Tox3aronoBku rpad v CTpOK rpPaMMAaTHYECKH COTJIACYIOTCS C 3ar0JIOBKAMHU.
3aro0BOK TabIUIII OTIENSIETCA OT TaOJINLIbI OJJTHON MyCTOM CTPOKOM.

OTMmeTKa 0 MPUII0KEHUH

58. B nmmchbMax OTMETKa O TIPUJIOKEHUH IPOCTABISETCAC HCIOJIB30BAaHUEM  CJIOBA
«IIpunosxxenue» (Bceraa B €IMHCTBEHHOM YHUCJIE€) OT TPAHMIIBI JIEBOTO TMOJIs O6€3 ad3aIfHOTO OTCTYyMa MO/
TEKCTOM JOKYMCHTA.

OTMeTKa 0 MPUIIOKEHUU 0POPMIIIETCS CICTYIOIINM 00pazoM:

€CITH TIPUIIO’KEHUE Ha3BaHO B TEKCTE:

[lpuioxeHMe: Ha 2 J. B 1 »BK3.

€CJIU MPHUIIOKCHHUEC HC HA3BAHO B TCKCTE MJIU €CJIIN HpI/IJ'IO}KeHI/Iﬁ HCECKOJIBKO, YKa3bIBalOT Ha3BaHU
I[OKYMGHTOB-HPI/IJ'IO)KCHI/II\/’I, KOJIMYCCTBO JIUCTOB M 3K3EMIIJIIPOB KAXKJAOT'O IMTPHUIIOXKCHUA:

punoxenme: 1. CnpaBka O KaOpOBOM COCTaBe yupexIeHMs Ha 2 J. B 1 BK3.
2. 0TyeT O BHIIOJHEHUM IIJlaHa MEepPONPUSTHM [I0 OpITaHM3aLUU
IPVMEHEHMS B YyUpexXIeHUuM OIpodbecCHMOHAJIbHEIX CTaHIAPTOB Ha
3 1. B 1 5K3.

€CJIM MPUJI0KeHHE (ITPUIIOKEHHS) COpOITIOpoBaHO(bI):
MpuiioxeHne: B 1 5K3.
[punoxeHue: orueT 00 OIBITHO-3KCIEPMMEHTAJIbLHOM padoTe B 2 B3K3.

€ClIi JIOKYMEHT, SIBJISIIOIIMNACSA TPUIOKEHUEM, HMEET TMPHIOKEHHUS C CaMOCTOSATEIbHON
HyMepalueil cTpaHull:

[IpujioXeHue: MNOTOBOP BO3ME3IOHOTO oOkas3aHumga ycayr ot 05.09.2017 N 32-17/72 wun
IIPUJIOXEHUS K HeMy, BCero Ha 7/ J.

€CJIM MHCHMO HAIPAaBJISAETCS] HECKOJIBKUAM ajjpecaTaM, a JOKYMEHT-IIPWIOKEHNE TOJIbKO IIEPBOMY
azpecary:

[IpunoxeHue: Ha 3 J. B 1 3K3. TOJBKO B I[EepPBBI agpec.
C€CJIN MMPUJIOKCHUCM ABJIACTCA KOIIHA JOKYMCHTA:
[IpunoxeHre: komnmsa npukasza MBOY PasuHckas Cll or 21 sauBaps 2019 . N 12 «O

Ha3Ha4YeHMM OTBETCTBEHHBIX 3a IIOXapHYI 0e30rmacHoOCTE» Ha 2 J. B 1
OK3.



16

€CITU TIPUIIOKEHUEM SBIISICTCSI 000COONICHHBIN 3IEKTPOHHBIM HOCUTENb (KOMIAKT-AMCK, usb-
(drem-HaKOmUTeNb U JIp.):

NpunoxeHue: DVD-R B 1 5k3.

IIpu sToM Ha BkIajablle (KOHBEPTE), B KOTOPBIM IOMELIAETCS HOCHUTENb, YKa3bIBAIOTCS
HAaMMEHOBAHMs IOKYMEHTOB, 3allMCAHHBIX HA HOCUTEINh, UMEHa (aiiioB, 00beM B MerabaiTax.

€CJIM MPUJIOKEHHE (IOKYMEHT) HAMPABIISAECTCS MO AIEKTPOHHOU MOYTE
[lpuyioxeHue: Ha 2 Ji. B BJIEKTPOHHOM BUIE

Ecau ¢ OJHHUM COITPOBOJUTECIILHBIM MHUCbMOM IICPECHIIIACTCA 00JIBIIIOE KOJIUYECTBO HpHJ’IO)KGHHﬁ,
MOJKET OBITH COCTaBJICHA OIIHCH HpI/IJ'IO)KeHI/If/'I C MECPCUHUCICHUEM HAaMCHOBAaHUI BCEX JOKYMCHTOB-
HpI/IJ'IO)KeHI/Iﬁ C YKa3aHUECM KOJMYCCTBA JIMCTOB MW OJOK3CMIUIAPOB KaXIOr0 M3 HHUX, 4 B OTMCTKC O
MPHUIIOKCHNN JAaCTCA CChIJIKAa Ha OITMCh HpI/IJ'IO)KeHI/If/'Ii

[I[pMJIOXEeHMeEe : ONMCH NPMIIOXEHMM Ha 2 JI. B 1 BK3.

B npukasax, 1oroBopax, MoJja0KeHHUSX, TPABUJIAX, MHCTPYKIHSIX U IPYTUX JOKYMEHTaX OTMETKA O
MPUIIOKEHUN 0(QOPMIISIETCS B CIIEIYIOIIEHIIOCIeI0BATETLHOCTH:

B TEKCTE JIOKYMEHTA MpHU MEPBOM YIIOMUHAHUH JOKYMEHTA-TIPUIOKEHUS B CKOOKaxX yKa3bIBaeTCs:
... (mpunoxenue) win ... (mpunoxenue 1).Ilepeq HOMEpOM MPHIOKEHHUS TOIYCKAETCS CTaBUTh 3HAK
HoMepa: ... (mpunokenue Ne 2);

Ha IEPBOM JIMCTE JOKYMEHTA-TIPUIIOKEHHS B IIPABOM BEPXHEM YIJIy YKa3bIBaeTCsI:

[IpunoxeHme N 2
k npmkaszy MBOYPazwmHckasa CII
oT 21 gHBapsg 2019 ro. W 112

CTpokH pekBU3UTA LIEHTPYIOTCS OTHOCUTENIHO CaMOM JJIMHHOM CTPOKH.

Ecnu nmpuiioskeHreM K pacrnopsiiuTeIbHOMY JOKYMEHTY SIBIISIETCS JOKAJIbHBI HOPMATUBHBINA aKT
WIM UHOW JTIOKYMEHT, YTBEpXJAaeMbIil JaHHBIM pPACIOPSAUTENIbHBIM JOKYMEHTOM, Ha IEPBOM JIUCTE
MIPUJIOKEHUSI TTPOCTABIISIETCSI OTMETKA O MPUJIOKEHUH (0€3 CChUIKM Ha pachopsiAUTENbHBIN TOKYMEHT) U
rpud yTBep)KIEHUs, B KOTOPOM YKAa3bIBAIOTCS JaHHBIE PACHOPAIUTEIHLHOTO JOKYMEHTa, KOTOPBIM
yTBEpPXKICH JOKyMEHT-Tipuiiokenue. Hampumep:

IpunoxeHme N 1

YTBEPXIEHO
npmuxkasomMm MBOY PasuHckasa ClI
or 20 mas 2019 . N 67

[Ipunoxxenue sBIsETCA HEOTHEMIIEMOM 4YacCThIO YTBEPKIAIOIIETO €ro pacrnopsauTEeIbHOTO
JOKYMEHTA.
Ecnu npunnosxeHuii HECKOJIbKO, OHU HYMEPYIOTCS.

I'pud cormacoBanust JOKyMeHTa

59.  I'pudom cornacoBaHusi JOKyMEHTa 0POPMIISETCS:

BHEIIIHEE COIJIACOBAHME JOKYMEHTa — C OpraHaMH BJIACTH, OpraHU3alMsIMU, TOJKHOCTHBIMHU
JMIIAMUA CTOPOHHMX OpraHU3alui;

BHYTPEHHEE COTJIACOBAHUE — C KOJUIETUAIBHBIMU OPTaHaMH YUpexACHUS.
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I'pud cormacoBanusi B 3aBUCHMOCTH OT BHJA JOKYMEHTa M OCOOEHHOCTEH ero oQopMIIeHHS
MOKCT NPOCTABJIATHCA:

Ha TIEPBOM JIUCTE JOKYMEHTa (€CJIM IOKYMEHT UMEET TUTYJIbHBIN JIUCT — HA TUTYJIBHOM JIMCTE) B
JIEBOM BEPXHEM Iy Ha YpOBHE rpuda yTBepKICHHUS WIH O] HAUMEHOBAHHEM JOKYMEHTa OJIMKe K
HWKHEMY TOJIIO;

Ha MOCJICAHEM JIMCTC JOKYMCHTA HUXKEC PCKBU3UTA KIIOAMNUCH» B HUKHEM JICBOM YI'IY,

Ha JIUCTE COTJIACOBAHUS, SIBJIAIONMIEMCS HEOTHEMIIEMON YaCThIO IOKYMEHTA.

Jluct cornmacoBanust oopMIIsieTCs Mpy HaTu4IuK 0osiee 4-X rpud)oB COTIacoBaHUS.

60. TI'pud cormacoBanusi cocrout u3 cioBa COI'NJTACOBAHO, nomkHOCTH JHIA, KOTOPBIM
COTJIacOBaH JIOKYMEHT (BKJIIOYAas HAaWMEHOBAHHE OpraHHW3aIUH), €ro COOCTBEHHOPYYHOU ITOJIHUCH,
HWHHUIIUAJIOB, q)aMI/IJ'II/II/I, JaThbl COTJIaCOBAHUS.

Crpoku pexkBusuta «I'pu¢ cormacoBaHus»BbIPaBHUBAIOTCAIIO JIEBOMY Kparo, HallpUMep:

COT'JIACOBAHO
PyxkoBomomuTesb IDernapTaMeHTa
obpa3oBaHuUda aIMUHMCTPaLUn

TOPOLNCKOI'O OKpyra ToJpaTTu
[Noonmuce MN.O0. damMmnmsa
21 guBaps 2019 r.

Ecnu  cornmacoBaHue OCYIIECTBISIETCSl KOJUICTHAIbHBIM — OpraHoM, B rpud)e COrjacoBaHUs
YKa3bIBAIOT CBEJICHUS 00 OpraHe, COTJIaCOBaBIIEM JIOKYMEHT, JaTe W HOMepe MPOTOKOJa, B KOTOPOM
3a()MKCHPOBAHO PEIICHHE O COTJIACOBAHUH, HAIPUMED:

COTJIACOBAHO

ofmrM cobpaHmMeM pPabOTHUKOB
MBOY PasmuHckasg Cl
(mpoTokoJ

or 21 sauBapsa 2019 r. W 2)

N

COTJIACOBAHO

[IpoTOKOJ obwero cobpaHuda
PaboOTHUKOB

MBEOY PazsmHckaga CI

or 21 suBapsa 2019 . W 2

Busa

61. Buzoil odopmiseTcss BHyTpeHHEE COrIacoBaHHE JAOKYMEHTa pAaOOTHUKAMM YUpEexkICHHS.
Bu3za cBuierenbcTByeT 0 COrJIaCMM WM HECOTJIACHM JIOJDKHOCTHOTO JHIa (paboTHHMKA) € COJep KaHUEM
IIPOEKTA JOKYMEHTA.

BusupoBaHne JOKyMeHTa OCYIIECTBIISIETCS OO €ro mnoanucaHus. Busza BKIIOYAeT JOHKHOCTh
JMIA, BU3UPYIOLUIETO NOKYMEHT, MOAINUCH, PACIU(POBKY MOANUCH (MHULMAJbBI, (paMWInI0) U JHaTy
BU3MPOBAHUS, HAIIpUMeEP:

[legaror—-ncmxoJjor
[Nloonomce M.O0. dammnamsa
21 guBapsa 2019 r.

Bu3za MosxeT ObITh Hare4yaTaHa Ui MOJHOCTBIO HAllMCaHA BU3HUPYIOIIUM OT PYKH.
[Ipu Hanu4yuK 3aMevaHuil K TOKYMEHTY BU3Y O(DOPMIISIOT CIETYIOLINM 00pa3oM:
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3aMeuaHMda NpuilaranTcd.
[lemaror-ncmuxoJjor
[Momnmmuce M.0O. dammimsa
21 gauBapsa 2019 r.

Ortka3 oT BU3HUPOBAaHUA HC JOITYCKACTCA. B CJIydac HECcorjacusa ¢ JOKYMCHTOM B LECJIOM ACIACTCA
OTMCTKaA:

He cormaceHa, 3aMeuaHuMd nOpuilaranTcsd
[lemparor—-ncmxoJior

Mopmnmmuce M.O0. dammimsa

21 gauBapsa 2019 r.

3aMeuaHusa u3IararoTcsa Ha OTACJIBHOM JIUCTE, MOANMMUCBIBAOTCA U MPUJIAratOTCA K JOKYMCHTY.
Ecnmu 3ameuanme mMeeT HEOONBIION OOBEM, €ro MOXHO H3JIOKHUTh HAa TPOEKTE JOKYMEHTA
CJIEIYIOITUM 00pa3oM:

Cumrarnw, 4TO B COCTaB padboduel I'pyIINH
cylegyeT BKJIOUMTH Iemarora
IOONOJIHUTEJIEHOTO ODOpasoBaHUA

Enkmuy C.M.

[lemaror—-ncmxoJior

[Mopnuce M.O0. damMmimsa

21 suBapsa 2019 r.

B nokymeHTax, OUIMHHUKA KOTOPBIX XPAHSITCS B YUPESIKICHNUHU, BU3BI TPOCTABIISIOT !

Ha TOCJICIHEM JINCTE JOKYMEHTA TI0]] ITOAITUCHIO;

Ha 000pOTE MOCIEIHETO JINCTA TIOUIMHHUKA TIOKYMEHTA;

Ha JIUCTE COTJIACOBAHUs (BU3HUPOBAHUS), IPHIIAraeMOM K JOKYMEHTY.

B ucxomsamux nokymMeHTax (Hampumep, B CIY)KEOHBIX IMUChbMax) B 3aBUCHMOCTH OT TOTO,
HEOOXOIMMO JIM HAINpaBIATh MOJJIMHHUK THCbMa MO TMOYTE WIM JOCTATOYHO HANPaBUTh MUCHMO IO
(aKCUMHIIBHOW CBSI3W HJIH T10 3JICKTPOHHOM MOYTE (B BUJIE JICKTPOHHOM KOTIMH), BU3bI IIPOCTABIISIFOTCS:

Ha KOIUY MHChMa (BU30BOM IK3EMIUISIPE), €CITU MOUTMHHUK OTIIPABIISCTCS aApEcary Mo MovTe;

Ha 000pOTE MOCIEIHETO JIMCTA TIOITUHHHUKA, €CITH MTUChMO OTIIPABJISICTCS aipecaTy Mo (Gakcy Win
ANIEKTPOHHOU TI0YTE (B 3TOM CIIy4dae MOJJIMHHUAK OCTACTCS B YUPEKICHUH U TIOMEIIACTCS B JIEIIO).

Jluct cornacoBanus (BU3HPOBaHUs) 0(OPMIISIETCS, €CJIU COTTACYIOIIHNX JHIL Ooblie 5 - 6.

Jluct cornacoBaHusi (BU3MPOBAHMUS) MPUKPEILISICTCS K IOKYMEHTY M BMECTE C HUM TIOJIIINBACTCS B

IeIo.
Hampumep:
JIncT BUBMPOBaHMA IpMKas3a
MEBEOY PaswmHckasda Cl
or 25 ceHTsabps 2019 r. N 125

3aMecTuTesNIb OMPpeKTOopa [Momnmce n.o. dammnma
03.06.2019

CoumaJsibHEM Iemaror [Toonmce n.o. dammnamga
03.06. 2019

[legaror-ncmxoJyor [Toonmce n.o. dammnamga

05.06.2019
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B oTHOmEeHuu HanboIee BAXKHBIX WU MHOT'OCTPAHUYHBIX TOKYMCHTOB, JIOKAJIbHBIX HOPMATUBHBIX
AKTOB MOJXKCT HNPUMCHATHCS MOJIMCTHOC BU3UPOBAHUEC JOKYMCHTA U €TI0 HpI/IJIO)KeHI/Iﬁ — C [MIPOCTABJICHUCM
BU3bI HA O60p0T€ KaXKI0To JIMCTa JOKYMCHTA.

IToanuce
62. PexBusut «llognuce» pacnoJsiaraercs mocie TeKCTa UM OTMETKHA O HAJTUYUU MPHIIOAKEHUS
Y OTIENAETCS OT MPEIBIAYIIETr0 PEKBU3UTA IBYMANYCTBIMU CTPOKAMM.
63. [Toanuce nomKHA mNOMEMATHCS HAa OJHOM CTpaHMIE C TEKCTOM JOKymeHTa. He

JOITyCKAEeTCsl IEPEHOC 3TOT0 PEKBU3UTA HA OTAEIbHBIN JIMCT.

BMmecTe ¢ moAnuChIo Ha CIeNyIOMUN JUCT JOKYMEHTA JAOJKHO OBITh IIEPEHECEHO HE MEHEE JBYX
CTPOK TEKCTa.

64. Ilommuce BKIIIOYAET: HAMMEHOBAHHE JOJDKHOCTH JIMIIA, TIOIMCHIBAIOIIETO JOKYMEHT, €ro
COOCTBEHHOPYUYHYIO MOJIHUCH, paciin(PpoBKYy MOANHUCH (MHULUAIIBI, (paMUIIUs), HAIPUMeED:

InpexTop [Toonmuce n.0. ®amMunus

HanmeHnoBaHnue MOMKHOCTH BBIPABHMBAETCS 1O JIeBOMY Kparo (0e3 ab3amHoro OTCTyma).
HaumenoBaHue JOKHOCTH, COCTOSIIIEE W3 HECKOJBKHUX CTPOK, I€4aTaeTcss uepe3 OJMHAPHBIN
MEKCTPOUHBIM WHTepBaj. Pa3Mep caMoOll UIMHHOW CTPOKM HAaWMEHOBAHMS JOJDKHOCTH HE JIOJDKEH
MIPEBBIIIATH 8 CM.

Mexny wuHHNUaniamMu W GaMUAIHEH CTaBUTCS MPoOeNT WM HEepa3pblBHBIA Mpoben. Mexmy
WMHUIMATaMA UMEHU U OTYECTBA MPOOEI HE CTABUTCA.

PacmmdpoBka moamucu pacmonaraeTcsi Ha YpOBHE TOCIHEAHEM CTPOKM HAMMEHOBAHUS
nosxHocT. [Tocnennss OykBa B pacmndpoBke MOANKUCH OTPaHUYUBAETCS MPaBOil TpaHULEH TEKCTOBOTO
oJIsl.

HaumenoBaHnue 10KHOCTH U paciiv(PpoBKa MOAMUCH BBIIEISIOTCS MOTYKUPHBIM IIPUPTOM.

Ecnu noxymeHT oopmiieH Ha OllaHKE YUpexkJIeHUs, B HAMMEHOBAHUU TOJDKHOCTH HaMEHOBaHHE
YUPEXKICHUS HE YKa3bIBACTCS.

Eciu nokymeHnT odopmieH He Ha OllaHke, B HAaMMEHOBAHHME JOJDKHOCTH BKJIIOYAETCS
HaVMEHOBaHUE YUPEKJICHUs, HAIpUMEp:

3amMecTuTensaupekTOPa NO y4ebHO-
BOCOUTAaTENBHOM paboTe
MBEOYPasuuckasi Cl [Toonmce N.0. dammunus

HpI/I NMOANIMCAHUN NOKYMCHTAa HCECKOJBKHMU NOJDKHOCTHBIMH JIMLAMH, 3aHUMAIOIHUMU PA3HOC
IMOJIOKCHHUC, UX ITOAIKMCH pacCIiojararoTcsa OJHa II0J I[perﬁ B MOCJICAOBATCIBbHOCTH, COOTBCTCTBYIOIHGIZ
HCPAPXUHU 3aHUMACMBIX ,I[OH)I(HOCTeﬁ, HaIIpuMcep:

IupexTop Ionnmucob n.o. dammaus
TnaBHE ByxranTep Ilognmucheb N.0. damMuams

B HAOKYMCHTAaX, COCTABJICHHBIX KOMHCCHCﬁ, B PCKBU3UTC <(HOI[1'II/ICB»YK8.3BIB8.I-OTHC JOJIDKHOCTHU
JIkI, MOAIMUCBIBAOINX TOKYMCHT, @ UXCTATYC B COCTABC KOMUCCHUHU, HATIPUMEDP:

I[IpepcenaTens KOMMCCUM [Momnmce n.o. eamMmmaus
YjieHsl KOMMCCHM : [loonmce N.0. éammnus
[loonmce N.0. dammaust
[loonmce N.0. dammaust

daMuIUM YICHOB KOMUCCUHU paciojiararoT 1o aﬂ(baBHTy.
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[Ipn noanucanuu AOKyMEHTa JIMLIOM, HWCIOJHSIONIUM OOS3aHHOCTU PYKOBOJMUTENS, MOJIUCH
odopmIsieTcs ¢ yka3aHHEeM CTaTyca JOHKHOCTHOTO JIMIIA B COOTBETCTBUH C MPUKA30M (PACHIOPSHKEHUEM )

Vicnosusiommit o6s13aHHOCTHA
oupexTopa Moonmce N.0. damunusz

JIOKyMEHT MOXET OBbITh MOAMKUCAH TOJIBKO TEM JIUIIOM, JOJKHOCTh U (PaMIIIMsT KOTOPOTO yKa3aHa
Ha JOKYMEHTE.

HOI[HI/IC&HI/IC JOKYMCHTA JAPYIruM JHMIOOM C IHPOCTABJIICHUCM KOCOH YCPTHI WJIM HAAIIHUCH «3a»
HEJIOTTYCTUMO.

HpI/I noAnrMCaHuM JOKYMCHTA JIMIOOM, HMCIOIIMM IIpaBO IMOAINMMCHU B ClIyda€ BPEMCHHOTIO
OTCYTCTBUSI PYKOBOJUTEIIS, UCTIPABIICHUS B HAUMEHOBAHHE JOJHKHOCTH U pacuinpoBKy haMuiiuu yxe
MOJrOTOBJICHHOTO W COTJIACOBAHHOTO IMPOEKTa JOKYMEHTa BHOCSATCS OT PYKH WM C HCIOJIb30BAaHUEM
COOTBCTCTBYIOIIMX IITAMIIOB.

HOI[HI/ICBIB&TB JOKYMCHTBI H€06XOI[I/IMO CUHUM WJIM YCPHBIM IBETOM YCPHUII (HaCTI)I).

JIOKyMEHTBI KOJJIETMAJIbHOIO OpraHa MOJANMCHIBAIOTCS MPEACEAATEIbCTBYIONIMM U CEKPETAPEM
(TIpoTOKOI CoBelIaHus, KOH(PEPEHIIMH WA COOpaHus).

Ileuatn

65. [TeuaTs 3aBepsieT MOUIMHHOCTH TMOAMHCH JIOJDKHOCTHOTO JIMIIA Ha JOKYMEHTaX,
YAOCTOBEPSAIONINX MpaBa JHUI, GUKCUPYIOMUX (PaKThI, CBI3aHHBIE ¢ (PMHAHCOBBIMU CPEJICTBAMH, a TAKKE
Ha WHBIX JIOKYMEHTax, NpPeIyCMaTPHBAIOIIUX 3aBEPEHUE TOANMHUCH I€YaThl0 B COOTBETCTBUU C
3aKoHo 1aTenbcTBOM Poccuiickoit denepannm.

[TeuaTs mpocTaBiseTcs, HE 3axBaThiBas COOCTBEHHOPYYHOW IOJMUCH JIMIA, TOJIMHCABIIETO
JTOKYMEHT, HJIH B MecTe, 0003HaueHHOM «M.IL.» («Mecto meuaTu»).

OTTHCK MTPOCTABJICHHOM MEYaTH JOHKEH OBITh XOPOIIO YMTaeMbIM.OTTHCK TI€YaTH JOJDKEH OBITh
CUHET0 Wiu (PUOJIETOBOTO IIBETA.

[IpuMepHBIil mepeueHb JOKYMEHTOB, Ha KOTOPBIX CTABUTCS ME€YaTh:

aKkThl (IIpUeMa 3aKOHYCHHBIX CTPOUTEIBCTBOM OOBEKTOB, BBIMOJHEHHBIX padOT, CIHCAHUA,
AKCIIEPTU3bI, YHUUTOKEHHUS HOCUTEJICH MePCOHATBHBIX JaHHBIX U T.JI.);

apXUBHBIC CIIPABKH;

apXUBHBIC KOTIHH;

JOBEPEHHOCTH (O MPEJOCTABJICHUH MpaBa Ha COBEPIICHUE KaKUX-IHOO JICUCTBUH, BEJACHHUE JIeT B
cylax u T.J.);

noroBopel (00 00pa3oBaHUU, O COTPYJHHYECTBE, O MaTepUATBHOW OTBETCTBEHHOCTH, O
MIPOM3BOJICTBE PAOOT, MOCTABKAX, ApCH/IC TOMEIICHHUH, MOapsaa U T.11.);

3amaHusl  (Ha MPOEKTUPOBAHHME OOBEKTOB, TEXHHUYECKHX COOPYKEHUH, KalUTalbHOE
CTPOUTEIBCTBO U T.]1.);

3aKIIFOYCHUS U OT3bIBBI,

3asiBKU (Ha 000pyAOBaHUE U T.1.);

HCKOBBIC 3asBJICHHUS;

KOIIUHU TPYIOBBIX KHUKEK;

HOPMBEI (pacxona);

00pa3Iibl OTTUCKOB TIeYaTell U MOoAMuceil pabOTHUKOB, UMEIOIIUX MPaBO COBEPIIEHUs (PHUHAHCOBO-
XO3SMCTBEHHBIX OIEPALINA;

MIPEJICTaBJICHHS U XOJaTaiCTBa (0 HArPKICHUH OpJCHAMH U MenasiMu, mpemusiMu Poccuiickoit
denepanun, MPUCBOCHUN MTOYETHBIX 3BaHUU U T.11.);

MMChMa TapaHTHITHbIE (Ha BHITIOJTHEHUE paboT, OKa3aHUe YCIyT U T.1.);

nopyueHus (Tu1aTexHsle U T.11.);

MOJIOKEHHUS O CTPYKTYPHBIX MOIpa3/ICICHUsX;

MIPOTOKOJIBI (HAMEPEHHUIA, COTIIACOBAHUS TJIAHOB TIOCTABOK U T.11.);
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peecTpbl (YeKOB, MPECTABISIEMbIX B OaHK OIOKETHBIX OPYYEHUH U T.1.);

CMETBI PacX0/10B (Ha KaJIbKYJSALHUIO K IOTOBOPY, Ha KallUTaIbHOE CTPOUTEILCTBO U T.J.);

COTJIALLEHUS;

CIpaBKUA (JIUMHUTHBIE, O BBIIJIATE CTPAXOBBIX CYMM, OO WCIOJb30BaHUHN OIOKETHBIX
aCCUTHOBAHUU Ha 3apIulaTy, O HAUMCJIEHHOHN U MPUYUTAIOIeCcs 3apIuiaTe U T.1.);

TPYAOBBIE JOIOBOPHI;

YIOCTOBEPEHUS;

XapaKTEepPUCTUKH;

LITaTHbIE PACIIUCAHUS U U3MEHEHUS K HUM.

OrMeTKa 00 UCIIOJTHUTETE

66. Otmerka 00 wucnoiHHTENE (COCTaBUTENE JJOKYMEHTAa) BKIIOYaeT (ammimmio, uMs |
oT4ecTBO (TpY HAIWYMH) WCHOJHHUTENS, HAWUMEHOBAaHUE JOJDKHOCTH, HOMep TeledoHa W ajpec
AIIEKTPOHHOU TIOYTHI HCTIOTHUTEIIS.

OtMmetka 00 ucmogHUTENE 0(POPMITSIETCS HA JTUIIEBON CTOPOHE TMOCJEIHEr0 JIMCTA TOKYMEHTa OT
TPAHMITBI JIEBOTO TOJIsI Oe3 ab3aIfHOTO OTCTyIa WM, MPU OTCYTCTBHHM MECTa, — Ha 0OOPOTHOM CTOpPOHE
BHM3Yy clieBa W mneuataercss wpudprtom pazmepom Ne 10c oaMHapHBIM MEXKCTPOUHBIM HHTEPBAJIOM.
Hampuwmep:

SabesmH VBaH AHIOpeeBUY
3aMeCTUTEJIb OMpeKTopa no YBP
+7 812 924-45-67
Zabelin@gov.ru

Homepa tenedoHOB cremyeT 3amuchiBaTh B TNpuHITOM B Poccuiickoir dexepanuu MOTHOM
dbenepambHOM popmarte, UCTIOIB3YS KOl PETMOHA U OTIENssA JedrUCcOM ClpaBa HAJIEBO 1O JBE U(PHI U
OCTAaBJIsISL TPH MOCTEAHUX U(PHI B ceMU3HAYHOM HOoMmepe: +7 812 602-29-71.

B cnydae moaroTtoBkM JOKyMEHTa TPYNION MCIOJHUTENEH B OTMETKE OO0 HCIIOJHHUTENE
yKa3bIBaeTcs (paMIIisg OCHOBHOTO MCIOTHUTEIIS.

OtmeTka 00 wucCHoOJNHUTENE MOXET O(GOPMIATbCA KaK HUKHHI KOJOHTUTYJA M II€4aTaThCs
upudToM MEHBIIEro pa3mepa.

Ha noxymenTax, HampaBisieMblX B CyJAeOHbIE OpraHbl: OT3bIBBI, XOJATalCTBa, BO3Pa’KEHUS,
3asiBJICHUS, JOBEPEHHOCTH, OTMETKA 00 UCIIOJIHUTENE MMPOCTABIISAETCS TOJIBKO Ha BU30BOM IK3EMILISIPE.

OTMeTKa 0 3aBCPCHUN KOIINHU

67. OrtMerka O 3aBepeHUU KOMUU OGOPMISETCS I MOATBEPKICHHUS COOTBETCTBUS KOIUU
JOKyMeHTa (BBIMHCKHM M3 JOKYMEHTa) MOUIMHHUKY JokyMeHTa. OTMeTka O 3aBEepeHHH KOIHHU
MIPOCTABISETCS MOJ PEKBU3UTOM «IIOIMKCH» M BKIIOYAET: CIOBO «BepHO»; HauMeHOBaHUE JTOKHOCTH
JUIa, 3aBEPUBILETO KOIHIO; €r0 COOCTBEHHOPYUHYIO MOJIKUCH; paciin(poBKY MOAMHCH (MHUIUAIIBI,
(bamunnio); naTy 3aBepeHus KoUK (BBIMTUCKU U3 JOKYMEHTa), HalpuMep:

BepHo
HeJIonpomn3BOOUTET b [Momnmce n.o. dammnma
05.11.2019

Ecnu xomus BelgaeTcs ajis MNPEACTABJIICHHUA B APYT'YHO OPraHU3alui0, OTMETKA O 3aBCPCHUN KOITUH
3aBCPACTCA NCUYATHIO YUYPCIKICHHA, 4 TAKKC (HpI/I HCO6XOI[I/IMOCTI/I) JOIIOJIHACTCA HAAIIMCBIO O MECTC
XpaHCHHA ONOKYMCHTA, C KOTOPOT'o ObllIa M3rOTOBJICHA KOIIUs, HAIpUMEP:

INoOOJIMHHUK OOKYMeHTa Haxommurcda B MBOY PasmHckag Cle gese N 3a .
BepHo
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HeJionpom3BOOUTEIIb [Tognmce n.0. dammnmga
5 HOa6ps 2019 r.

I[JISI MMPOCTABJICHHUA OTMCTKHU O 3aBCPCHUMN KOIINU MOKCT UCITI0JIb30BATHCA IITAMII.
OtMeTKa o MOCTYIVICHMU OOKYMCHTA

68. OTmeTka O MOCTYIUICHHH JOKyMEHTa IMPOCTaBisieTcss B (opMe INTamIa Wid OT PYKH B
[IPaBOM HIKHEM YIIIy Ha JIMIEBOM CTOPOHE MEPBOTO JMCTAa TEKCTOBOTO IIOJIS IOKYMEHTAa Ha CBOOOIHOM
OT TEKCTa MECTE.

OTmeTka O TMOCTYIUIGHMHM JOKYMEHTa BKJIOYAeT JaTy I[OCTYIUIEHMS U BXOJSILUN
pEerucTpalioHHbIi HOMEp JoKyMeHTa. [Ipy HEoO0XOAMMOCTHM OTMETKa O TMOCTYIUIEHMM MOMKET
JIOTIOJTHSTHCS yKa3aHWEM BPEMEHH MOCTYIUIEHUS B YacaX U MUHYTaX M croco0a JOCTaBKH JOKYMEHTA.

IIpm oTcyrcTBMM MecTa JUisi IPOCTABJICHHMS OTMETKM O IIOCTYIUIEHUM Ha JIMIEBOM CTOpPOHE
MOCTYNUBLIETO JOKYMEHTa OTMETKA CTaBUTCSI HA 00OPOTHOM CTOPOHE JIUCTA.

Ha cOpoiropoBaHHBIX MaTepraiaXx BXOAIIME HOMEPA MPOCTABISAIOTCS HA TUTYJIBHOM JIUCTE.

Pe3omronus

69.  Pesomomus odopmisiercs Ha JIUIEBON CTOPOHE MEPBOTO JIMCTA JOKYMEHTA Ha CBOOOIHOM
OT TEKCTa MECTe, Ha CIICIMATbHOM OJTaHKE PE30JIIONNH WM Ha OT/ICIBHOM JIHCTE.

[To obpateHno IOPUANYECKOTO WM (PU3UYECKOTO JIUIA PE30JIOLHS, KaK MPaBuiIo, opopmiIsieTcs
Ha OJIaHKe PE30JTFONNH WX OTAETHHOM JIUCTE.

[Tpu odopmneHnn pe3oaronny Ha OIaHKE PE30TIONUHN WIH OTACIHHOM JIMCTE B IIPAaBOM HIKHEM
yriIy Takoro OyaHkKa (JINCTa) MPOCTABISAETCS JaTa BXOMAAIIETO JOKYMEHTAa M €r0 PEeruCTPalMOHHBIN
HOMED, a PE30JIIOIHS NPUKPEIUIAETCS K JOKYMEHTY M BMECTE C HUM IO/IINUBACTCS B JEIO.

Pesomonus BimowaeT: (aMHIMIO, WHUIMAIGI HCIOJHHUTENS (MCIOJHHUTENEH), MOpydeHHE 10
TOKYMEHTY, TP HEOOXOIUMOCTH — CPOK HCIIOJIHEHHUS, MOJNHCH JIMIA, BBIHECIIErO PE30IIIOLUIO0, ATy
PE30JFONNH, HAITPUMED:

Camuamua N.0. (B maTeJIbHOM Ialexe)

[Ipowy MNOOTOTOBUTHL Npenjoxenms k 10.11.2019.
[Tonnmce

05.11.2019

CpOK HUCIIOJIHCHUA TIOpYYCHHA HE YKa3bIBACTCs, C€CJIIM OH HA3BAH B TCKCTC IOCTYIIUBIICTO
AOKYMCHTAa W PYKOBOAHUTCJIIb HEC CUUTACT HeO6XOI[I/IMI>IM HU3MCHUTBH €T0 B CTOPOHY COKpAalICHHUA HIIN
SABJISICTCS TUIIOBBIM JJII JAHHOI'O BHJa JOKYMCHTA.

B pe30JIironunu MOXKET COACPKATHCA YKAa3aHUEC Ha (I)OpMy NpEACTaBJICHUA PE3YIIbLTATOB
HCIIOJIHCHUA, HAIIPUMEDP:

dammnmsa M.0. (B HmaTeJIbHOM IMalexe)
[Ipomy MNOOTOTOBUTEL MIPOEKT

npukasza k 24.12.2019.

[Tonnmce

16.12.2019

Pezomronus «I[OJ'IO)KI/ITC» (((ﬂOKJ'IaI[») U Opyru€ aHAJIOTMYHBIC  YKa3aHHUAd  O3HAYAKOT
HCO6XO,Z[I/IMOCTB YCTHOT'O I/IH(I)OpMI/IpOBaHI/IH AOJDKHOCTHOTI'O JIMIIA O pE3YyJIbTaTaX UCIIOJIHCHUA.

Ha JAOKYMCHTax, HC TpCGyIOIJ_II/IX JOIIOJTHUTCIIbHBIX y1<a3aH1/1171 IO HCHOJJHCHHUIO M HMCIOIIUX
THUIIOBBIC CPOKHU HCIIOJIHCHUSA, B PC30JIIOLIUU YKA3bIBACTCSA HCHOJHUTCIIb, MMOANNCH aBTOpa PE30JIFOLHH,
JaTta.
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B cnyuae ecnu nopydeHue 1aercs AByM WJINM HECKOJBKHUM JIMI[aM, OTBETCTBEHHBIM UCIIOJIHUTEIEM
CUMTAETCS JIMLO, YKa3aHHOE B MOPY4YEHUHU NepBbIM. EMy npenocTaBisieTcsi paBo CO3bIBA UCHOJHUTENEH
U KOOpJUHALIMS UX paOOTHI.

CoucnojsHuTeNM B paBHOW CTENEHM OTBETCTBEHHBl 32 CBOEBPEMEHHOE M KAYECTBEHHOE
IIPEJICTaBICHUE MCIIOJHUTEN0 HEOOXOAUMBIX MAaTepUaOB (IPOEKTOB JOKYMEHTOB, CIPAaBOK, CBEIECHUMN
UT. 1)

Ecnu pesomronuss mpegycMaTpuBaeT HECKOJIBKO IOPYYEHUH, OHa pa3OMBaeTcsi Ha IYHKTHI B
COOTBETCTBUU C KOJMYECTBOM IOpydeHuil. [Ipum 3TOM Ka)Iblil MyHKT JOJDKEH HAUMHATHCSA C YKa3aHHs
WCIIOJIHUTENIEH U ONIpEAETICHUS UCTIOJIHUTENS, OTBETCTBEHHOT'O 32 BBIIIOJHEHHE JAHHOTO MO PYUYECHHUS.

OTMeTKa 0 KOHTPOJIE

70.  PexBm3ur «OTMETKa O KOHTpOJIE» 0003HAYAET, YTO JOKYMEHT ITOCTaBJIEH Ha KOHTPOJb B
IIPOIECCE €r0 UCIOJHEHHUS C LIETIbI0 COOIIOCHNUS YCTAHOBIEHHBIX CPOKOB, YKa3aHHBIX B PE30JIIOLIUH, WIH
TUIIOBBIX CPOKOB HCIIOTHEHHUSL.

71.  OTMeTKy O KOHTpOJI€ MPOCTABIAIOT Ha JOKYMEHTaxX, IOCTaBJIEHHBIX Ha KOHTPOJIb, C
MOMOIIBIO0 MITaMIia «KOHTPOJIE»B PaBOM BEPXHEM YIJTy MIEPBOTO JIUCTA TOKYMEHTA.

OTMmeTKa 0 HaImpaBJICHHUU JOKYMCHTA B ACJI0

72.  PexBm3ut «OTMETKa O HaNpaBICHUHU JOKYMEHTa B JEJO» ONPEICSIIICT MECTO XPaHCHHUS
JOKYMEHTA TI0CJIE 3aBEPIICHUS paOOTHI C HUM.

JlaHHBIN PEKBU3UT CBUIECTEIHCTBYET 00 MCIOJHEHUH TOKYMEHTA U CHSTHH €r0 ¢ KOHTPOJIA.

OTtmeTKa npocTaBisieTcs (IOIMUCHIBACTCS) PYKOBOJAUTEIEM YUPEKICHUS.

OtmeTKa cocTouT U3 cloB«B neno», nHaekca aena o HOMEHKIAType A€, B KOTOPOe MOMEIIAETCs
JOKYMEHT Ha XpaHEHHUe, C YKa3aHUeM IroJia, MOIICH, IaThl.

OTmeTKa O HampaBiICHUHM JOKYMEHTa B JI€JI0 MOXET JOTOJHATHCS KPAaTKUMHU CBEACHUSIMH O
XapakTepe UCIOIHEHUS JOKYMEHTa.

[Ipn HamuuuM JOKYMEHTa, CBHJIETEJIbCTBYIONIET0 00 HCIOJHEHUHU MOpy4eHHs (IIPHKa3, MUChMO),
YKa3bIBAaETCs €ro Jara U HOMep, HalpuMep:

zmasH npukas
or 20 ceHTabpsg 2019 . N 35-1I
B meyo N 01-18 3a 2019 r.
[Toonuce
23 ceHTsabpa 2019 1.

HpI/I OTCYTCTBHUU HOOKYMCHTA, CBHACTCIILCTBYHOLICTO 00 HCIIOJIHCHUH, YKAa3bIBAKOTCA KpATKUC
CBCACHUA 00 HUCIIOJIHCHNH, HAIIpUMEP:

[IpoBeneHo coBemaHue 6 masg 2019 1.
B pmejio N 01-18 3a 2019 r.
[Noonmuce
7 mas 2019 1.

Ha noxymeHTax WM KOMMAX, MOJIYYEHHBIX I CBEACHUS M HE TPeOYIOIIMX OTBETa, Jenaercs
3anuck «OTBeTa He TpedyeTcs, B 1eno Ne 3a L.

OTmeTKa O HalpaBJIEHMM AOKYMEHTA B JIEN0O MPOCTABISETCS OT PYKHM B IPAaBOM HIKHEM YTy
JIMIIEBOM CTOPOHBI MIEPBOTO JIMCTA AOKYMEHTa, MOJJIeKaniero (JOpMUPOBAHUIO B JIEJI0, HA CBOOOIHOM OT
TEKCTa MECTE.

IIpy HEOOXOIMMOCTH OTMETKAa MOXET OBITh cleJlaHa Ha OOOPOTHOW CTOPOHE NEpBOTO JIHMCTa
JOKYMEHTA.
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biranku 1OKyMEHTOB

73.  YupexaeHue UCHOJIb3yeT OJaHKH JTOKYMEHTOB, M3TOTOBJICHHBIE HA OyMa)XKHOM HOCHTEIE
W/WIK 3NEKTPOHHBIC ma0IoHBl OnaHKOB. bianku Ha OyMa)kHOM HOCHUTENE M DJIEKTPOHHBIE IAOJIOHBI
OJIAaHKOB JIOJDKHBI OBITh MIEHTHYHBI MO0 COCTaBY PEKBU3UTOB, MOPSAAKY MX PACIIOJIOKECHHUS, TAPHUTYpPaM
mpudTa.

brnanku 1OKyMEHTOB M3roTaBiIMBatOTCs Ha Oesoil Oymare.

DNeKTpoHHbIE  MIAOJOHBI ~ OJAHKOB  JIOKYMEHTOB  JIOJDKHBI ~ OBITh  3allMIIEHBI  OT
HECAHKIIMOHUPOBAHHBIX H3MEHEHUH.

B 3aBHCcMMOCTH OT pacmoJIOKEHUS PEKBU3UTOB YCTAHABIMBACTCS JIBa BapuaHTa OJIAHKOB —
YIJIOBOW Y IIPOJIOJIBHBIN.

B yupexeHun HCroib3yr0TCs CIIEAYIONINE BUIBI OJTaHKOB!

OnaHk npukasza (mpusoxerue No2);

OnaHk nrcbMa (nputoxeHue Ne3);

OnaHK mpoTokoia (mpuioxenune Ned);

Onank akta (npunokenue Ne 5);

OsaHK pe3ostoiun (nprioxenue Ne 6).

PaGoTHMKaM yupexaeHus 3anpeniaeTcsi BHOCHTh U3MEHEHHUS B OJTAaHKH JJOKYMEHTOB.

brnaHky TOKYMEHTOB JIOJDKHBI HCIIOJIE30BATHCS CTPOTO MO HA3HAYEHUIO.

[lepenaya GraHKOB APYrUM OpraHaM, OpPraHU3AIMSIM H JIHIaM 3aIperaeTcs.

Il. IoaroroBka u opopmiieHHE OTAEJIbHbIX BH/I0B JOKYMEHTOB

JloxannHBIE HOPMAaTUBHBIC aKThI

74.  JloxanpHble HOpMaTHBHBIC akThl (Hasee — JIHA) yupexnenus u3naroTcs B BUIC MPaBUI,
MOJIO)KEHUW, MHCTPYKIIMH, TOPSIKOB, IEPEUHENU APYTUX BUIOB TOKYMEHTOB.
75.  PacnopsmuTenbHbIC aKThI YUPEKIACHUS U31AI0TCS B (GOpPME TTPUKA30B M PACTIOPSHKCHHH.

[Ipuka3el n3gar0TCs B HENIX 0(OPMIICHUS PEIICHHIN:

HOPMATHUBHOTO XapakTepa (ecim mpukazoMm yrBepxaaetcs JIHA wunum mpuHHMaeTcs pelicHHe
OpraHU3aIlMOHHOTO XapaKTepa, HalpuMep, IPUKa3 00 YTBEPKJACHUU CTPYKTYPHI U IITATHON YMCICHHOCTH
YUPEXKICHUS);

OpraHU3aIlMOHHOTO0, aJMUHUCTPATHBHOTO, B TOM YHCIIC OTIEPATHBHOTO XapakTepa IO BOIPOCaM
OCHOBHOM JICATEITLHOCTH YUPEIKICHUS.

76. JIHA npuoOpeTaroT IOpUAMYECKYIO CHIIY IOCJE HMX YTBEPXKACHUS PACHOPSIUTEIbHBIM
aKkTOM (MPUKA30M) PYKOBOJUTEIIS YUPEKICHUSI.

PykoBouTenu CTpyKTypHBIX II0pa3/ieJieHui He BipaBe u3aasatsh JIHA.

77.  JIHA moryt ObITh:

MIOCTOSIHHO JICHCTBYIOIUMU (6€3 OrpaHUYEeHUS CPOKA UX MPUMEHEHHUS);

BpEMEHHBIMU (ACHUCTBYIOIIMMH B TEYECHHWE YKA3aHHOTO B HUX CpPOKa WM JI0O HACTYIUICHUS
OTIPEICIEHHOTO COOBITHS).

78. JIHA m3parorcs B 1enax:

YCTaHOBJICHHS] HOPM, TpeOOBaHH, TpPaBWJI B OTHOLIEHHMH TMpeAMeTa HOPMATHUBHOTO
PEryIUpOBaHUS, paHEe He SBISBIIEMCS MPEIMETOM PETYTHPOBAHUS B YUPEIKICHUH,

W3MEHEHHs CYIIECTBYIOUINX HOPM, TpeOOBaHH, MpaBUJ, YCTAHOBJICHHBIX paHee W3JIaHHBIMU
JOKYMEHTaMU yUPeKIACHHUS,

OTMEHBI paHee YCTAaHOBIIEHHBIX HOPM, TPEOOBAaHUMN, TIPABUIL.

79.  JIHA pa3paOaTbIBaeTcs B ciydae, €Ciu:

MMEETCS y4acTOK paboThl (BOMPOCHI JESATENLHOCTH), HYXKIAIOMIMICI B HOPMAaTHBHOM
PETYIUpPOBAHUM;

TpeOyeTcs BHECEHHE 3HAYUTENIHOTO KOJIMYECTBA M3MEHEHU B paHee MpUHATHIN JIHA;
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BBISIBIIEHO Heckoibko JIHA, peryaupyromux CMeXHBIE BOIPOCH, KOTOpBIE LEIeco00pa3Ho
00BETMHUTD B OJJMH JOKYMEHT.

Axryanuzauus panee npuHaTeiX JIHA ocymiecTBisercs yepe3 BHECEHUE B HUX U3MEHEHUIA.

80. B rekcrax JIHA wucmonb3yroTcs Tarojiel B (popMe HACTOSIIETO BPEMEHH, MPUAAIOIINE
JOKYMEHTY IPEANUCHIBAIOLINI XapaKTep, HalpuMep:

BauncieHre netrey g OOydeHMSa [0 ILOIOJIHMTEJIBHEIM Oflepa3BUEBallyM
nporpaMMaM B ofOJacTy OM3MUEeCKOM KyJIBETYPE M CIOPTa OCYWEeCTBIISETCS IIPU
OTCYTCTBUM NPOTMBOIIOKA3aHMNM K BaHATUI COOTBETCTBYKIMM BMIOM CIIOPTA.

B nokymeHTax, ycraHaBIMBaloIUX (QYHKIWH, OOS3aHHOCTH, IIpaBa U OTBETCTBEHHOCTH
CTPYKTYPHBIX 0/Ipa3fiesieHnii, paOOTHUKOB (TI0J0KEHHE, MHCTPYKLIUS, UCIIONIb3yeTcsl (hopMa U3I0KEHUS
TEKCTa OT TPEThEro Julla E€AUHCTBEHHOTO WM MHOKECTBEHHOrO0 4Hcia («OTAEN OCYIIECTBIISIET
(GYHKIHH...», KKOMUCCHS TIPOBENA IPOBEPKY...»).

81. B Tekcre mpukaza o0 yTBepkIeHHH, W3MeHeHMH win oTmeHe JIHA wucmonp3yrorcs
(bOopMyITUPOBKU:

npu yrBepxkaeHun HoBoro JIHA:«YTBepauts (HazBanue JIHA)» wnu «YTBepauTh (Ha3BaHUE
JIHA) u BBecTu B AeiicTBHE C (J1aTa)».

IIpY BHECEHUU M3MEHEHUH B paHee yrBepxaeHHbIN JIHA: «Buectn n3amenenus B (HazBanue JIHA),
YTBEP>KIACHHBI MPUKA30M OT . . Ne  ».

npu orMmeHe panee yrBepxkaeHHoro JIHA:«IIpusnate yrpatuBmum cuny (HazBanue JIHA),
YTBEPKICHHOE ...».

82. [Ipu BHecenun B JIHA He3HAUMTENbHBIX M3MEHEHHMI W3JlaraTb B HOBOM PEJAKIMHU BECh
JOKYMEHT WJIH €T0 OTJEIbHBIC YACTH HE JIOMYCKACTCHI.
83.  Hudopmamnms Oospmioro o0Obema, MpeACTaBiICHHAs B BHjAE T'papUKOB, CXeM, TaOIWII, a

TaKke GOpMbI JOKYMEHTOB O(opMIIsItOTCS B BUAE NpuiiokeHuid k JIHA.

Ha mpunoxenusx k JIHA odopmisiercst pekBu3uT «OTMETKa O MPUIIOKEHUU» B COOTBETCTBUU C
HACTOSIIEH HHCTPYKIIUEH.

84.  JIHA BcrymaeT B CHIIy B CPOK, YKa3aHHBIN B PacOPSIUTEIBHOM aKkTe (TpuKase), KOTOPhIM
ytBepxkeH JIHA, wiu ¢ natel yrBepkaenus JIHA.

[Tpukassl

85.  IIpukasbl COCTaBIAIOTCS Ha OCHOBE TIIATEIBHOTO W BCECTOPOHHETO M3YYEHUS BOIPOCOB,
TpeOyIOIMX pa3pelieHus, 4TtoObl CojAepKalyecs B NpPUKa3axX IOPYYeHHs ObLIM KOHKPETHBIMU,
o0ecreunBaINCh JIOCTAaTOYHBIMH MAaTepUAIbHO-TEXHUYECKUMU M (UHAHCOBBIMH CpPEICTBAMH U B
JajbHEHIIEM HCKII0Yald HEOOXOAUMOCTh KOPPEKTHPOBKH MPHUHATHIX PELICHUI B CBSI3M C HEMOJIHOTOU
WM HEJOPAaOOTKON MPEabIAYIIETO MpHUKasa.

86.  IIpuka3 MoxeT OBITh M3JaH PYKOBOAMTENEM YUPEHKACHHS MU JIMLOM, HCIIOJHSIOIIUM
00513aHHOCTH PYKOBOJUTEIS B CITy4ae €ro OTCYTCTBHSL.

87.  Ilo conepxaHuIO MPUKA3bl AEIATCA Ha Irpymnisl (GopMupyroTes B Jena):

1) JIeJI0 TIPUKA30BII0 OCHOBHOM JI€SIT€IbHOCTH:

00 yTBEpXKAECHUU JIOKAIbHBIX HOPMATUBHBIX AaKTOB (IIPaBUJ, IMOJIOKEHUH, HWHCTPYKLU,

pacropsIKoB U T.J1.),

00 yTBEpX/IEHUH CTPYKTYPHI U IITATHOTO PACIIUCAHUS YUPEXKICHUS,

00 yTBEepX/I€HUH IJIAaHOB PabOTHI,

00 orpeJieieHNH CIUCKa y4eOHUKOB U yUeOHbIX TOCOOUH,

0 MIPOBEACHUH MPOMEKYTOUHOM aTTeCTallui 00yJaIOINXCS,

0 CO3/1aHUM pabounX KOMHCCUH, IPYIII, METOAUYECKUX 00bEIUHEHU],

00 HCIIOJIb30BAaHUM U COBEPIICHCTBOBAHUU METOJIOB OOYYEHHS M BOCHUTAHHUS, 00pa30BaTeIbHbIX

TEXHOJIOT U1, SIEKTPOHHOTO 00y4eHus,
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0 3aKyIKax TOBapoB, padoT, ycIyr,

00 ycusIeHHH Mep MOKapHO# 0e301MacHOCTH,

2) JIeJI0 TIPUKA30BII0 JUYHOMY COCTaBY:

0 IIpHueMe, MepeBoie, MePEMEIICHUN, COBMEIICHUH, YBOJIbHEHUH,

00 aTTecTaluH,

O HampaBJeHWHM Ha TnpodeccuoHanbHOe 00pa3oBaHue, MpodeccHoHaTbHOEe OO0yYeHue,
JOTIOJIHUTEIbHOE TIpo(deccuoHaIbHOe 00pa3oBaHue,

00 M3MEHEHUH TIEPCOHATBHBIX JAHHBIX pa0OTHHKA,

0 TOOMIPEHUSAX, HATPAKICHHSAX,

00 oriare Tpyaa, IPEeMUPOBAHHUH, PA3IMYHBIX BBITUIATAX,

O TPEJOCTaBIEHUM BCEX BHJIOB OTIYCKOB pAaOOTHUKOB C BpEAHBIMU U (WJIH) ONACHBIMHU
YCJIIOBUSIMU TPY/JIa, OTITYCKa M0 YXOAY 32 peOCHKOM, OTIycka 06e3 coxpaHeHus 3apab0THOM TJIaTHI,
0 JIKYPCTBAX 110 MPOQIITI0 OCHOBHOH eI TETHHOCTH,

0 JUTMTEIIbHBIX KOMaH/INPOBKAX,

3) JIEJI0 TPUKA30BIO JIMYHOMY COCTaBy O JMCHUIUIMHAPHBIX B3BICKAHUSAX, €XKETrOJHBIX
OTUTAYMBAEMBIX OTITYCKaX, OTIYCKaX B CBSI3M C 00y4eHHEM, KPaTKOCPOUHBIX KOMaHIUPOBKAX H JIp.;
4) JIEJIO TIPUKA30BIIO ABMYKECHUIO 00YJAIOITUXCS

0 TIpreMe, OTYMCIICHUH, TIEPEBOIE,

0 MPUOCTAHOBJICHUU 00Pa30BATEIHLHBIX OTHOIICHHH,

5) JICJTO TIPUKA30B, HE CBS3aHHBIX C ABMKCHUEM O0yJarONUXCs:
0 MOOLIPEHUH 00yUaroUIUXCH,

0 MPUMEHEHHUH K 00YJAIOIIUMCS W CHATHUS C 00YJaIONINXCS Mep TUCITUTUIMHAPHOTO B3BICKAHHUS,
0 HaTIPaBJICHUU HAa MEPOTIPUSTHS,

0 TIPU3HAHUY MPUYNH OTCYTCTBUU O0YJAIOIIUXCS YBAXKHUTEIHHBIMH,
[Tpukasbl, OTHOCSIIHMECS K pa3HBIM JeJIaM, B OJJHOM JIOKyMEHTE, KaK IPaBUJIO0, HE COBMEIIAIOTCSI.
88.  Ilpuka3 umeer ciaeayronue peKBU3NUTHI:

rep6 JIyKosTHOBCKOTO MyHHUITUIIAILHOTO paioHa,

HaWMMEHOBaHUE YUPEKIeHUs (TTOJTHOE U COKPAIIICHHOEC);
HanMeHoBaHue Buja gokymenta (ITPMKA3);

MECTO COCTaBJICHUS (M3aHUS) TOKYMEHTA;

Jata JJOKyMEeHTa,

PETUCTPAIIIOHHBIA HOMED JOKYMEHTA,

3aroJIOBOK K TEKCTY;

TEKCT IOKYMEHTA;

BH3a (IIpH HEOOXOTUMOCTH);

MOJITUCH;

reyaTh (IIpy HEOOXO0IUMOCTH);

OTMETKA O 3aBEPEHUM KOMUH (IIpU HEOOXOJUMOCTH);

OTMETKa 0 KOHTpOJIe (IMpH HEOOXOIUMOCTH);

OTMETKA O HaIlpaBJICHUH JOKYMEHTA B JIEJIO.

[TepBoie TpH / yeTbIpe peKBU3UTA BKIIOUYEHHI B OJaHK MpUKa3a.

89. B mpuka3zax TEKCT H3J1araercs OT MEPBOTO JIHIA SANHCTBEHHOTO YHCIIA (KIIPHKA3BIBAIOY).
90.  Tekcrt nmpukasa COCTOMT, Kak MPaBUIIO, U3 ABYX YacTel: KOHCTaTUpyromel (mpeamOyibl) U
paciopsAaUTEIbHOM.

B KOHCTaTI/Ip}IIOH_Ieﬁ qacTu HOacTCA 000CHOBaHHE pacrnopAauTCIbHBIX neiictBuii. B kauecTBe
000CHOBaAHUS JEHCTBUN MOXKET BBICTYIIATb:

HOpMaTI/IBHHﬁ HpaBOBOﬁ AKT BBIIICCTOANICTO OpraHa HJIN paCI'IOp}II[I/ITCJ'IBHHﬁ JOKYMCHT, paHEC
U3IaHHBIN YUPCKACHUCM, HAIIpPUMEDP:

PyxoOBOOCTBYSACH [IYHKTOM 4 [IpaBua IIPOTUBOIIOXAPHOT'O  pexmuma B
Poccurickon denmepannmy, YTBEePXIEeHHEIX I[IOCTAaHOBJIEHMEM [lpaBUTEILCTRA
Poccurickon ®emepaumm oT 25 amnpeys 2012 . N 390, m p M Kk a 3 Bl B a 0
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(dopMynHupoBKa LIeNeH U 3a/ad, CTOSIIUX MEepes YUpexKACHUEM, OcaHne (PaKTOB UM COOBITHH,
MIOCITY’KUBILINX IPUYMHOMN U3AaHUS [IPUKaA3a, HAIIpUMEDP:

B eJjax COBEPUIIEHCTBOBAHMA JOKYMEHTALIMMIOHHOTI'O obecrieueHusa
YIIPpaBJIEHMA YUpEeXIeHMeM II P M K a 3 Bl B a 0:

KoHncraTupyromass dacTe ImpuKa3a MOXET HauMHaTbed cioBamMu «B  memax...», «B
COOTBETCTBUHU...», «Bo ucnonnenue...», «B cBa3u...», «Ha ocHoBanuu...», «PykoBOACTBYSCH...» U T.1I.

He nomyckaercs 3ameHa cOAEp)KATEIbHOW KOHCTATHUPYIOIIEH YacTH KpaTKUMHU (popmyrnamu-
ornuckamMu: «B CBsA3M C TPOM3BOJACTBEHHOW HEOOXOIUMOCThIO»; «B 1ensix coBepuIeHCTBOBAHUS
JESITENIbHOCTH» U T.I1.

91.  ®opmynupoBka «Bo HCIOHEHHE. ..» UCTIOIB3YETCs, KaK MPaBUIIO, €CIIH B IOKYMEHTE, Ha
OCHOBAaHUHU KOTOPOTO M3AAeTcs NpUKa3, HUMeeTcs NpsMoe (KOHKPETHOE) MNPEeANHCAHHUE BBINOJIHEHUS
onpeneneHHbIX JeicTBuil. [lpu OTCYTCTBUM MNpsSMOro (KOHKPETHOTO) MPEANHCAHUS HCHOJB3YIOTCS
dhopmynupoBku «B cooTBeTcTBUM...», «B 11emsX...», «Ha ocHOBaHUMU...».

92.  Koncratupyromas 4YacTh MOXET OTCYTCTBOBaTh, €CIH paCIOpsSIUTENbHAs YacTh HeE
HY)KJaeTcs B pa3bsICHEHUHU WK 000CHOBAHMH.

[IpeamOyna B mpHKa3ax 3aBepILaeTCsl CIOBOM «IIPUKA3bIBAI0», KOTOPOE MEYaTaeTCACTPOUHBIMU /
MPOMUCHBIMU OyKBaMH MOJIY>KUPHOTO HayepTaHUs, Bpa3psaKy, 0e3 KaBbIYEK, C JIBOETOYMEM B KOHIIE.
[Ipu OTCYTCTBHMH BCTYNHUTEIBHON YaCTH CJIOBO «IIPUKA3BIBAIO» HE MULIETCS.

Ecnu npeamecTByronuil CIIOBY «IIPUKa3bIBaI0» TEKCT COCTOUT U3 HE3aKOHYEHHOTO MPEAIOKEHuS,
TO 3TO CJIOBO 3aBepIlaeT JAaHHOE NPEUIOKEHHE U Iedaraercss 0e3 pa3pbiBa €ro 3HaKOM IepeHoca. B
cllydae, €ciii CIOBY «IPUKa3bIBaI0» MPEIIIECTBYET TEKCT, COCTOSAIINI U3 3aKOHUEHHOTO MPEI0KEHUS C
TOYKOM B KOHIIE, TO OHO ME€YaTaeTCs ¢ HOBOW CTPOKHU OT JIEBOM I'PaHULIBI TEKCTOBOTO MOJIS TOKYMEHTA.

Bapuanm

PacniopsinutenbHast cinoBecHas (opmyna «IIpUKa3blBaoy IMeyaTaeTcsl MPOMHUCHBIMH OyKBamMu
(ITPUKA3BIBAIO) 6e3 pa3psinku ¢ HOBOW CTPOKH OT ab3ala Wi CTPOYHBIMH OyKBaMH BpaspsaKy
(mpuKas3Bml Baw) B NPOJAOHKCHUE NMPpeaMOyJibl, C BbIJACICHUEM MOJIY)KUPHBIM IMIPUPTOM WK 0e3
BBIJICTICHUS, C IPOCTABICHUEM JIBOCTOYHSL.

Ecnu ucnonHenue mpukaza MpearoiaraeT BIMOJIHEHHE Pa3IMYHBIX IO XapakTepy IeHCTBHIA,
pacnopsiauTeNnbHast YacTh ASTUTCS Ha MyHKTHI.

[TyHKTBI HyMEpYIOTCS apabCcKUMU ITUPpPaMU ¢ TOUKOH.

Kaxxnplif MyHKT JOKEH BKJIIOYATh, KaK MPaBUIIO, OJHO MpeNNuchiBaeMoe AeicTBHE (3aaHue,
nopyuenue). Heckonbko NpenmuchiBaeéMbIX NEHCTBUNH OOBEIUHSIOTCA B OAMH IYHKT, €CIH OHH
B3aMMO3aBUCUMBI U B3aUMOOOYCIOBIICHBI.

[Ipenmucanus  dopmynupyroTcsi B KareropuyHoil ¢opme, NpeamuchiBaeéMble ACUCTBUS
BBIPKAIOTCS TJIaroJioM B HeompeneneHHon Qopme («pazpaboTaTh», «IOATOTOBUTH, <IPEACTABUTHY,
«yTBEPIHTHY, «OOCCIICUNTHY, KIIPOBECTHY», OPTaHH30BATHY, KHATIPABUTDHY).

He pomyckaeTcss uCHoNb30BaHME€ HEKOHKPETHBIX, PpAaCIUIBIBUATBIX — BBIPAXKEHHM,IIPOBEPKA
UCIIOJIHCHUST KOTOPBIX 3aTpyAHUTE]IbHA (HampuMmep, «oOpaTUTh BHUMAHHE», «AKTHBHU3HPOBATHY,
YTYUIITHTD).

IIyHKTBI IE4aTaroTcs ¢ OTCTYNnOM 1,25 cMm.

CopepxaHue KakJIoro IIyHKTa paclopsIUTEILHON YaCTH CTPOUTCS 10 CIEAYIOUIEH CXeMeE:

BHayaJyie yKa3bIBAIOTCS JOJKHOCTh, (PaMUIUS ¥ MHHUIIMAIBI UCTIOTHHUTENS B JAaTeLHOM Tajexe (B
KaueCTBE MCIIOTHUTENS MOTYT OBITh YKa3aHbl CTPYKTYPHBIE MOPa3/ICICHUS );

3aT€M YCTaHABJIMBAETCS CPOK MUCIIOJHEHNUS,

nocyie 3Toro GopMynupyeTcs MpeanrchiBaeMoe JIeHCTBHE.

Hamnpumep:
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3. 3aMeCcTUTeNn OIMpeKTopa o AXP JleoHTEEBOMU E.M.
no 1 oxTabps 2019r. HOOOTOTOBMTHL M NPEICTAaBUTH Ha YyTBEPXIEHME IIJIaH
MEPONPUATUN O YJYUUIEeHMIO YyCJOBMM M OxXpaHbl Tpyza Ha 2020 rogm.

Bapuanm:

ConeprkaHue Kaxa0ro MyHKTa pacopsAUTEIbHON YacTH CTPOUTCS IO CJIEIYIOIICH cXeMe:

BHauajie yYKa3bIBAIOTCS JOJDKHOCTD, (paMIIIHS U MHUIIMAJIBI UCTIOJIHUTENS B 1aTEILHOM Majiexe (B
KaueCTBE MCIOJHUTENS MOTYT ObITh YKa3aHbl CTPYKTYPHBIE TIOApaA3/ICTICHUs);

3areM (pOpMyIUpYeTCs MPEANIChIBaeMOe JICHCTBHE.

CpoK UCHOJTHEHUS YKa3bIBAETCSI C HOBOM CTPOKH.

Hamnpuwmep:

3. Bawmecturejo nupekTtopano AXP JleoHTbeBoM E.M. NOOOTOTOBUTH U
IpeICTaBUTh Ha YTBEepXIceHMEe I[IJIaH MEpPpOoNpUATUM IO YJYUYLEeHUI YCJIOBUNM U
oxXpaHH Tpyna Ha 2020 roxm.

Cpok mcnonHeHusa — 1 oxtabps 2019 .

Ecnu myHKT pacnopsiIUTENbHOM YacTH HOCHT OPraHU3alMOHHBIN XapakTep(KyTBEpIUTh»,
«CO3IIaTh», «IMpeo0pa3oBaTh», IMKBUIUPOBATH», KIMPU3HATH YTPATHBIIUM CHIIY»), TO UCIIOJHHUTEIN U
CPOKHM MCIIOJIHEHUS HE YKA3bIBAIOTCS, @ TOJIBKO (GOPMYIUPYETCs IeHCTBUE, HAIPUMED:

3. Co3maTh KOMMCCMIO 10 MHBEHTAPM3ALUM.

Ecnu opgHOMYy HCHOJIHUTENIO HEOOXOAMMO MOPYYHUTh HECKOJBKO Ppa3HbIX 3aJaHUil ¢ OJHUM
CPOKOM BBINOJHEHHUS, UCTIOJHUTEIb U CPOK HUCIIOJHEHUS YKa3bIBAIOTCS OJUH pa3 B OCHOBHOM ITyHKTE, a
MOPYYEHUsI BBIIEISIIOTCS B OT/AEIbHBIE HMOINYHKTHL. Eciu y mopydyeHUH pas3Hble CPOKU HCIIOIHEHUS,
CPOKHM yKa3bIBalOTCS HE B OCHOBHOM ITyHKTE, a B KaX/J0M IOJIMTYHKTE.

Cpok UCTIOJTHEHHUS IOJIKEH OBITh pealbHbIM, COOTBETCTBOBATh 00bEMY MpeANoIaraeéMbix padoT.

Cpok UCTOJHEHHS B MyHKTaX PaclopsSAUTEIbHOM YacTy MPUKa3a He YKa3bIBACTCS B CIydasiX, €ClU
JEMCTBUS HOCST PETYJISIPHBIN XapakTep M UX BBINOJHEHHE MPEANHCHIBAETCS HA BECh MEPUOJ JIEHCTBUS
npuka3za. KonuuecTBO HCHOJHUTENEH MO KakKIOMY MYHKTY (MOONYHKTY) HE OTPaHUYMBAETCA.
OTBeTCTBEHHBIN UCHIOTHUTEINb YKA3bIBACTCS IIEPBBIM.

B Ttekct mpukaza He JomyckaeTcss BKIoueHHe mnyHkTa «lIpuka3 goBecTu 10 CBeIEHUS...».
[logpasnenenus W JOJDKHOCTHBIE JIMIA, JO CBEICHHUS KOTOPBIX HEOOXOIMMO JIOBECTH MPHKA3,
MIEPEUUCIISIIOTCS. B yKazaTelne (JUCTe, CIHCKE) PACCHUIKH, KOTOPBIM TOTOBUTCS MCHOJHUTENEM M MOKET
opopMIIATHCSI Ha 000POTHOM CTOPOHE MOCIIEAHETO JIUCTA MTPUKA3a.

[TyHKTBI MpUKa3a FPYNHOUPYIOTCS MO MX 3HAUMMOCTH: OT HamboJjee CYIIECTBEHHBIX BOMPOCOB K
BTOPOCTETNICHHBIM WM B TIOCJIEI0BAaTEIbHOCTH Pa3BUTHUs BOMpoca (TEMBI, COAEpKAHMS IMPUKa3a).
Bo3moxHa rpynnupoBKa MYHKTOB IO HCIOJHHUTENSM, CpOKaMm HcmoiHeHus. Hymeparusi MyHKTOB
JOJKHA OBITh €IUHON (CKBO3HOM) Ul paclopsIUTeNIbHOM YacTu mpukasza. B cmydae Hanuuusi B mpukase
MPUIIOKEHUS (TPUIIOKEHUI) HyMepalus IyHKTOB JOJKHA ObITh COOCTBEHHOM U €MHOM (CKBO3HOM) /IS
KaKJOTO U3 NPUIJIOKEHHH.

[TyHKT MOXeT pa30uBaThCS Ha TMOIMYHKTHI, KOTOPhIE HYMEPYIOTCA apaOCKUMU IUppaMHu WIH
CTPOUYHBIMHU OYKBaMH € 3aKpbIBaIOLIecs KPYyriioil CKOOKOH.

B KOHIIe NOAITyHKTa CTaBUTCS TOUKA C 3aISATOM.

[MonnmyHKTBI MOTYT pa30uBaThCsl TOJBKO Ha ab3albl, HE JOIMycKaeTcs pa3duBaTh MX Ha
MOJIYHKTHI, B TOM YHUCJI€ C UHBIM 0003HaYeHHEM (HyMepaluei).

B nocnegHem nyHKTE pacnopsSAMTENbHON YacTH yKa3blBaeTCsl JOJDKHOCTHOE JIHMIO, HA KOTOpOE
BO3JIaraeTcsi KOHTPOJIb 3aMCIIOJHEHUEM IIPHUKa3a, HAIPUMED:

5. KoHTposiE 3a MCIHIOJIHEHMEM HAaCTOAWEero IIpMKasa BOS3JIOXMTHL Ha
3aMeCcCTUTeNId OUPEeKTopa yupexneHudaUejsiaery M.M.
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JIOJKHOCTHOE JIMIIO, Ha KOTOPOE BO3JIAaraeTcs KOHTPOJb, AOJDKHO 00JIafaTh JOCTaTOYHBIMU
BJIACTHBIMU MOJTHOMOYHSIMH B OTHOIIEHUH aJJpecaToB MPEANHCAaHUIN PUKa3a U HE MOXKET ObITh OJHUM U3
ATHX aJpecaToB.B OTIENBHBIX CIy4asX pyKOBOAUTENb YUPEKICHHUS MOXKET OCTaBUTh KOHTPOJIb 32 COOOIA:

5.KOHTpOJ’[b 3a MCIIOJIHEHMEM HaACTOAWEIr'o IIpMKas3a OCTaBJIAI 3a cobon.

93. He nomyckaercs pasmenieHue B pacloOpsAIUTEIBLHOM YacTH TEKCTa MpuKa3za TaOuIl,
CIIHCKOB KOMHCCHH, pabouux Tpymnm, APYyrux NepedrcieHuid Ooyee 4eThipex CyOBEeKTOB, MHCTPYKIUH,
MpaBHUJI, TOPSIAKOB, MOJOXEHHH, CXeM, ASMOJEeM, PUCYHKOB, MOSCHSIONIMX CIOB (IPEIIOKEHH),
omnpejieNieHn, HeoPUIMAIbHBIX COKpAllleHuH Ha3BaHWM, CCbUIOK M JApyroil uHpopMaluu, He
oOnanaroleil UMIepaTUBHBIM CTUJIEM BJIACTHBIX MPEANUCaHUN. YKa3aHHbIE YaCTH TEKCTa MOMEIIAI0TCs B
TEMaTUYEeCKH pa3/eJCHHbIE MPWIOKEHHUS K TpHKa3y, IOPUIUYECKH CBA3aHHBIE C PacCHOpSIUTEIbHOU
4acTbhIO TEKCTA.

Ecnu nmpukas n3MeHseT, OTMEHsIET WIN JOIOJIHAET paHee U3JaHHbIN IMpHUKa3 WK €r0 OTIENIbHbIE
MTOJIOKEHUS, TO OJIMH U3 MyHKTOB PacHopsAUTENbHON YacTU TEKCTa MpPUKa3a MOXKET COAEPKaTh CChUIKY
Ha OTMEHSIEMbIN NpHUKa3 C YKa3aHWEM €ero JaThl, HOME€pa M HauUMEHOBaHUS. TEKCT NMyHKTa IOJDKEH
HayMHAThcA ciaoBaMu «lIpu3HATh yTpaTUBLIINM CHUITY...».

[Ipu 3TOM B mepedeHb MPHUKA30B, MOJUICKALNIUX MPU3HAHUIO YTPATUBIIMMHU CHILY, BKJIIOYAIOTCS
KaK OCHOBHOM NpHKa3, TaK U NpPUKa3bl, KOTOPHIMU B €ro TEKCT paHee ObLIM BHECEHbl HM3MEHEHUS
(momoJIHEHMs ), ¥ PACIIOIaraloTCsl B XPOHOJIOTHUECKOM MOPSIIKE 1O Jare Ux u3jnaHus. B npenenax oaHoi
U TOW ’XK€ JaThl NMpPHKa3bl, MOJJIEXKAIIWe MPU3HAHUIO YTPATHUBILIMMHU CUJIY, YKa3bIBalOTCS B MOPSAIKE
BO3PACTAHMS UX PETUCTPALMOHHBIX HOMEPOB.

3aroJ0BOK NIpHKa3a, U3JAaHHOTO C LEJIbI0 MU3MEHEHHsS WIM OTMEHBl JEHCTBYIOUIMX MPHUKA30B,
ohopMIIIETCS CIISTYIOMHUM 00pa3oM:

O BHECEHMM MBMEHEHUN B IIpUKa3
or 27 mapra 2019 r. N 14

B ciydae ecnu OTMEHSEMBIX WM M3MEHSIEMBIX NPUKAa30B HECKOJBKO, 3aroJIOBOK MOXKET OBITh
chopmyaupoBaH 0000IIEHHO:

O BHECEHUM UBMEHEHUM
B HEKOTOpPEE / OTHEeJIbHEE
[IPUKa 3kl

B 3arosioBkM npuKazoB 10 JHYHOMY COCTaBY BKJIIOYAIOTCS HAMMEHOBAHUE JICHCTBUS, WHUIIHATIBI,
bamunus paboTHuKa (paOOTHHUKOB), B OTHOILIEHUU KOTOPBIX 3TO JICHCTBUE OCYIIECTBISETCS (€Clu UHOE
HE YCTaHOBJICHO YHU(DUIIMPOBAHHBIMH (POpMaMH MPUKA30B), HAIIPUMED:

00 OOBABJIIEHUM IOUCLUIIIIMHAPHOT'O
B3pICKaHMA IleTpoBy B.U.

bonee YCTBIPCX pa6OTHI/IKOB YKa3bIBAOTCA B 3aroJIOBKE O606H.I€HHO, HanpuMep.

O mnoouwpeHun nemarormuyecKmx
PabOTHUKORB

AHanorn4HeIM 06pa3oM 0(popMIISIOTCS 3aroJ0BKU MPUKA30B MO 00YJarOIUMCS.
[IpuiiokeHust K MpUKa3y MeYaTaroTCsl HA OTAEIbHBIX JINCTAX, JOJIKHBI MMETHh CAMOCTOSATEIbHYIO
HYMEpPALUIO U HEOOXO0AUMbIE PEKBU3UTHI (TpU( yTBEPKICHHSI, 3aT0JI0OBOK K TEKCTY U T.[1.).
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CchulkM Ha MNPUIOKEHHUS YKa3blBalOTCA B TEKCTE IpuKaza. M3naHue BMecTe C IpPUKa30M
MIPWJIOKEHUH, HE YIIOMSIHYTBIX B TEKCTE€ JOKYMEHTA, HE JIOITYCKAeTCsl.

OTMmeTKa 0 HaJIMYMKU IPUIIOKEHUS MOCIIE TEKCTA HE YKa3bIBAaeTCsl.

IIpunoskeHust 3aKaHUMBAKOTCS YEPTOM, PACIOJIOXKEHHOM II0 LEHTPY TEKCTa Ha pPACCTOSHUHU
IIPUMEPHO 3 MYCTHIX CTPOK. J[JIMHA 4yepThl cocTaBisIeT 2-3 cM.

[IpoexTbl MpUKa30B rOTOBATCSA U BHOCATCSA 3aMECTUTEISIMU PYKOBOJUTENS YUPEKJECHHUS, UHBIMU
pabOTHUKAMU YUPEKACHUSI Ha OCHOBAHMH YKAa3aHHWH PYKOBOIMTENS YUPEKACHHUS MO0 B MHUIIUATUBHOM
MOPSLIIKE.

[IpoexTsl IpUKa30B 10 KaJpOBBIM BOIIPOCAM T'OTOBUT CEKPETaph UJIH IO POU3BOIUTED.

Hymepanus npuka3oB BeAeTCsS OTIEIBHO 110 OCHOBHOM JESITENBbHOCTH, 110 JUYHOMY COCTaBY U I10
00yJaroIIMMCs.

OdopmiieHHbIE B YCTAHOBJICHHOM MOPSAKE KOMHMM IPUKA30B HAMPABJISAIOTCS agpecaTaM COIJIaCHO
YKa3aHHUIO O PACCHIUIKE.

[Ipukaspl BCTymalT B CHILy ¢ MOMEHTa MX IMOANUCAHUS, €CIM MHOE HE OINpPEAENIEHO B CaMOM
MIpHUKa3e.

TekcT mpuka3za MOXKET coAepkKaTb MOJOXKEHHUE O CpPOKE BCTYIUIEHHS €ro B 3aKOHHYIO CHUIY,
KoTopoe oopmiiseTcss OTAEIbHBIM MyHKTOM. [I0 yMOI4aHuIO MpUKa3 BCTYNAET B CUIIY B COOTBETCTBHH C
HOPMaMH JEWCTBYIOIIET0 3aKOHOIaTeNIbCTBA.

94.  BmImmcka U3 MpuKasa.

Brinucka u3 10KyMeHTa — KOIUS 4acTu JOKYMEHTA, 3aBEpPEHHAs B yCTAHOBJICHHOM MOPSIJIKE.

Brinucka u3 nmpukasa (Kak U U3 J1I000r0 APyroro AOKyMEHTa) FTOTOBUTCS, €CIM TOKYMEHT UMEET
0oJbIIo 00BeM, a Tpedyemasi nHpopMaIHs 3aHUMAET HEOOBITYIO €r0 YacTh JIN00 JOKYMEHT COJICPKHUT
nH(pOpMalLIMIO OTpaHMYEHHOTO nocTyma. Bo Bcex Apyrux ciydasx AenaeTcsl Komus HeoOXOoauMoro
JOKYMEHTA.

Brimucky u3 mpukasa opopmIISIOT 10 ClIeyIoIeMy 00pasIly:

TTOJTHOCTBIO BOCIIPOM3BOIAT PEKBU3UTHI OJlaHKA MpuKas3a, Mpu 3ToM Buj gokymeHnTa «[IPUKA3»
3amenstoT Ha «BBITIMCKA U3 [TPUKA3A», peructpaniioOHHBIH HOMEp U AaTy Mpukaza oGOpPMIISIIOT B
MeYaTHOM BUJIE;

npeamOyny npukasa (IpHu ee HAJTMYUH) MOBTOPSIOT MOJHOCTHIO;

U3 pacHOpSAIUTENIbHOM YacTH MEPEHOCIT TOJbKO HEOOXOAMMYH0 HHGOPMALUI0O WU MYHKT(BI)
MIpHUKa3a;

BOCITPOM3BO/ISIT HAMMEHOBAHUE JIOJDKHOCTH JIMIIA, TTOIMTUCABIIETO MIPUKA3;

BBIMIUCKY U3 MPHUKa3a 3aBEPSIOT MeUaThIo.

95. B npukasax He A0IMyCKaeTcs:

M3MEHEHHE PaHee YCTAaHOBJICHHBIX CPOKOB BHITIOJHEHUS 33JaHUI B CTOPOHY UX YBEITUYCHHUS,

[TpoTokomnsl
96.  JleATenbHOCTH MO COBMECTHOM BBIPAOOTKE pELICHWI Ha 3aCeIaHUAX COBETOB, KOMHCCHUH,
COBEIIAaHUAX 0(OPMIISETCS MPOTOKOIAMH.
97.  IIpoTOKON MMEET CIENYIOIINe PEKBU3HUTHI:

HauMEHOBaHHE YUPEKIeHUS (TIOJTHOE M COKpAIEHHOE);
HauMmeHoBaHue Buaa gokymenta ([IPOTOKOJ);
MECTO COCTaBJICHUs (M3JaHUsI) JOKYMEHTA,

JaTta JOKyMEHTa,

PETUCTPAIIMOHHBII HOMEP JOKYMEHTA;

3aroJIOBOK K TEKCTY;

TEKCT JOKYMEHTAa;

MO/ITHCH;

neyarthb (pu HEOOXOIUMOCTH);

OTMETKAa O 3aBEPEHHH KOTUU (MPU HEOOXOAUMOCTH);
OTMETKa 0 KOHTpoJIe (MPU HEOOXOAUMOCTH);
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OTMETKA O HalpaBJICHUH JOKYMEHTA B JIEJO.

[lepBbie TpH / 4eThIpe pEKBU3UTA BKIIOUEHBI B OJTaHK MPOTOKOIA.

98.  JlaToii mpoTOKOJIA SBISETCS aTa 3aCCAAHUS.

99.  TekcT HpOTOKOJIA M3NAraeTcs OT TPETHEro JIHIa MHOXKECTBEHHOTO YHCia («CITyIIanny,
«BBICTYITHIINY, «IIOCTAHOBHIIHY, «PEIIHIII).

100. IIpoToKOJBI MOTYT M3AaBATHCS B MOJIHOW WM KpaTKoi (hopme. B ydapexxieHrH mpoTOKOIIbI
M3JAI0TCA, KaK MPaBWIIO, B KpaTKOW (opme, Mpu KOTOPOH OIyCKaeTCsl XOJa OOCYKACHHUS BOIPOCOB U
(UKCHPYIOTCS TOJIBKO MPUHATHIC IO HUM PEIICHHSL.

B BBOAHOI wYacTH TPOTOKONA YKAa3bIBAIOTCS: BpEeMsl MpPOBEACHUS; (aMUIMHM TpecenaTes
(pencenaTeNbCTBYIOMIETO), CEKpeTaps; CBEIEHHS O JIMIAX, MPOBOAMBIIMX IOACYET TOJIOCOB; COCTaB
YYaCTHHMKOB 3aC€IaHusl; CIIMCOK JIMI], TPHUTJIAIICHHBIX Ha 3aCelaHie; TOBECTKA JHS.

CnoBo «IIpucyrcTBoBanmm» medyaTtaercsi OT TpaHUIIBI JIEBOTO TOJS, TOCIE CJIOBAa CTaBUTCS
nBoeroune. Huke yka3pIBalOTCS HAMMEHOBAHHS JOJDKHOCTEH, crpaBa — (QaMUIMH W WHHUIHAAIBI
MPUCYTCTBYIONIUX, HATIPHIMED:

[IpucyTCTBOBAJIN :
OVPEKTOP n.0. dammnma
3aMeCTUTeNIb oupekTopa no AXP n.0. dammnma

HaumeHnoBaHus 10KHOCTEN MOTYT yKa3bIBaThCsl 0000IIEHHO, HAIPUMED:

[IpucyTCcTBOBAJIN :
paboTHukM MBOY PasmHckasa Cll (dammunmum B andaBUTHOM IHOpPAOKeE) .

B nmpoToxkosiax 3acegaHuii COBETOB, KOMUCCHA, PaOOYMX TPYII MOTYT YKa3bIBaThCs 00S3aHHOCTH
UX YJIEHOB B COCTAaBE 3TUX OPraHOB.

Ecnu xonmdecTBO MpUCYTCTBYIOMIMX Ha 3aceiaHuu mpesbimaeT 10 yenoBek, B BBOJHOI 4YacTH
MPOTOKOJIa JETAeTCsl CChUIKA Ha JIUCT PErucTpaliy, SBISIOMUNACS HEOTHEMJIEMOI 4YacThiO0 MPOTOKOJIA.
Hanpuwmep:

[lpucyTcTBOBANM: 25 Uejy. (JUCT perucTpauuyu IPpUJIaTaeTCHd) .

3areM cienyeT IIOBECTKa [JHA, COJepJKalias IepedYeHb pacCMaTpUBAaEMBIX  BOIIPOCOB,
NEePEUYMCIICHHBIX B OPsIKE UX 00CyxaeHus. Borpocsl noBecTku AHA (GOPMYIUPYIOTCS C peanoroM «O»
(«O0»), meyaTaroTCsl OT I'PAHUIIBI JIEBOTO MOJII M HyMepyloTcs apabckuMu nudpamu. B koHue Bompoca
CTaBUTCS TOYKA.

Jlanee IpUBOJUTCS pELICHHUE.

IIpy Hanuuuum B MOBECTKE JAHSA COOpaHMsS HECKOJBKUX BOIIPOCOB IO KaXIAOMY M3 HHUX
IIPUHUMACTCA CaMOCTOSITEJIBHOE PEIICHHE, €CIUM MHOE HE YCTAHOBJEHO E€IMHOIVIACHO YYaCTHUKAMU
3aceaHusl.

Perienue B TEKCT MPOTOKOJIa BHOCUTCS TIOJHOCTBIO B TOH (pOpMyIUpOBKe, KOTOpask ObuIa NpUHATA
Ha 3aCeaHNUU; IPUBOAATCS UTOTH FOJIOCOBAHUA: «3a — ..., IPOTHUB — ..., BO3AEPKAIOCH — ...».

IIpoTokon 3acenanus MOAMUCHIBaETCS NpezcenareneM (IpeaceaTeIbCTBYIONIMM) U CeKpeTapeM
3aceaHusl.

Conepxanne 0co00ro MHEHHs, BBICKA3aHHOT'O BO BpeMsi OOCYXJEHUS, 3alMChIBAeTCs B TEKCTE
IIPOTOKOJIA TIOCJIE COOTBETCTBYIOLIETO PELICHUS.

101. Tekcr oOCHOBHOW uacTH ©Oojee TMOJHOTO TMPOTOKOJIA COCTOUT U3  Pa3JelioB,
COOTBETCTBYIOIIMX BOIIPOCAaM IMOBECTKH AHs. XOJ PACCMOTPEHHUs Ka)JO0ro BOINPOCA 3alUCBHIBAECTCSA B
nocnenosarensHocTr: CJIVIIAJIN — BBICTYIIMIIN — PELINJIN.

Cnosa CJIYIOAJIM, BBICTVYIIMJIY, PEIINJIN neuatatoTcsi MPONUCHBIMU OyKBaMHU OT JIEBOM
I'PaHULBI TEKCTOBOTO IOJISL.

ITocne cnoa CIIYHIAJIM craBuTcs JBOETOYME, YKa3bIBAIOTCS (GaMUIMS W MHHUIIHAAIBI
JOKJIa9MKa (JOKIaIMKOB), U3JIaraeTcsi KpaTKOE COJIEpKaHUE BBICTYIUICHUS.
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ITocne cnoBa BBICTYIIWJIN craBUTCS ABOETOYHME M NEPEUUCISIOTCA (aAMHIUM W HHUILIUAIIBI
BBICTYIIMBIIMX 10 JaHHOMY Bompocy. IIpm HeoOXoAaMMOoCTH medaraeTcs KpaTKoe CoJepiKaHue
BBICTYIUICHUH.

ITocne cinoa PEIIMJIM craBUTCS NBOETOYME M M3JAraercs Cyrb NpUHATOro peuieHus. Ilpu
HAIMYAK JABYX M OoJiee pelmIeHHi KakI0e M3 HUX HyMmepyeTcs apaOCKuMH Hu(ppaMu C 3aKpBIBAIOIICH
KpYIJI0H CKOOKOIA.

102. TIIporokonam NpPHUCBAMBAIOTCS NOPSIAKOBBIE HOMEpa B TNpeAenax KaJeHIapHOTO Troja
OTJIEJIBHO MO KaXA0H rpyIie IpOTOKOJIOB.

103. TIIpum HeEoOXOAMMOCTH KOMHHU TMPOTOKOJOB WJIM BBITUCKH W3 MPOTOKOJIOB PAaCCHUIAIOTCS
3aMHTEPECOBAHHBIM JIMI[AM B 3JIEKTPOHHOM BH/JIE B COOTBETCTBUM C YKa3aTEJIEM PaCChUIKH.

B Bhimucke M3 MpOTOKOJA JIOJKHBI BOCIIPOM3BOJUTHCS BCE PEKBU3HUTHI 3ar0jJOBOYHON 4YaCTH
MIPOTOKOJIa, BBOJHAS 4YacTb, BONPOC IOBECTKU [HSA, [0 KOTOPOMY T'OTOBUTCSI BBIIIUCKA, U TEKCT,
OTpakarolMi 00CYKICHHE BOIIPOCA U MIPUHATOE PELICHHUE.

CnyxeOHble THCbMa

104. CuyxeOHOE TMChMO TOTOBUTCS Ha OJIaHKE IMHCHMA.

HaumenoBanue Buaa JOKyMeHTa («IHCbMO») U Pa3HOBUIHOCTH MHUChMA (HANIpUMED, «IPOChOa»,
«MH(OPMAIIIOHHOE  THCbMO», «COMPOBOJUTEIBHOE MHUCHBMO», «3alpoC», «HAIIOMUHAaHUE») B
CITY’>K€OHBIXITUChMAX HE YKa3bIBAIOTCS.

CnyxebHoe MUCbMO JIOJKHO OBITH MOCBALIEHO OJHOMY Borpocy. Ecin Heo6xoaumMo oOpaTtuThes
B OpraHM3allli0 OJHOBPEMEHHO IO HECKOJbKMM BOINPOCAaM, PEKOMEHAYETCS COCTaBUTh OTAEIbHOE
MUCHMO T10 KaXJI0MY U3 HUX.

[TuceMo MOXET KacaTbCsi HECKOJIBKUX BOIIPOCOB, €CIIM OHU B3aUMOCBSI3aHBI.

TekcThl OTBETHBIX MHCEM MAODKHBI TOYHO COOTBETCTBOBATH 3a/laHUSIM, 3a(UKCUPOBAHHBIM B
PE30ITIOINH PYKOBOIUTENIS, U YETKO OTBEYATh HA KOHKPETHO MOCTaBJIEHHBIN BOIPOC.

TexkcT nmuceMa U3naraeTcst OT TPETHEro Jula €AMHCTBEHHOTO YHUCIIA, TaK KaK JOHKHOCTHOE JIUIO,
MOJITMCaBIee JOKYMEHT, BhICTynaeT oT uMeHn yupexaeHus (MBOY Pasunckas CII mpocwurt...» wim
«cooOmiaer, 4ro...»), IUOO OT MEepBOro Juia MHOXecTBeHHOro uucia («I[Ipocum», «Hampasisemy,
«Coo01mraemM, 4To...»).

Ecnu nucbMo HOCUT KOH(UIEHITHAIBHBIN XapakTep, TO BO3MOKHO M3JI0KEHHE TEKCTa OT MEPBOr0O
JIUIA €IMHCTBEHHOTO YHUCIIA: «IIPOIILY...», «HAIPABJISIO...», «CUUTAI0 HEOOXOIUMBIM...)».

He pomyckaercss mnucaTh NHHUCBMO OT «aJAMHHHUCTPAIMM YUPESKICHUS» («aIMHUHHCTpAIUS
YUPEXKJICHUS IPOCUTY).

[Ipy HampaBieHMH AOKYMEHTa B aJpeCc KOHKPETHOTO JMIa HEOOXOJMMO HayMHATh TEKCT C
MEePCOHAIBHOrO O0OpalleHus K aJpecaTy C HCIOJIb30BAaHHUEM CJIOB «YBa)XKaeMbI» HIIM «yBakaeMas,
KOTOpOE MevyaTaeTcs LIEHTPOBAHHBIM CIIOCOOOM U OTJENSETCS OT TeKCTa IMyCTOW CTPOKOM, HAapuMep:

YBaxaeMmei Ceprey AHATOJbEeBUY !

JlommyckaeTcst BblAeTIeHne 00palleHNs NOIY>KUPHBIM IIPU(TOM.

HapymenreM HOpM pyccKOTO sI3bIKa SBISETCS 0OpallleHue «MHOTOyBaXKaeMblil».

TekcT nucbMa cOCTOUT U3 ABYX YacTeH.

IlepBass yacTb — 0OOCHOBaHHUE, M3JIOKEHHE MPUYMH HANMCAHUS MUCbMA, KOHCTATalus (haKkToB
CJIOKMBIIENCS CUTYallMH, CCbUIKA HA JPYTUe JOKYMEHTHI.

Ecnu nuceMo MOATrOTOBIEHO B JONOJIHEHNE K PaHEe HANPaBICHHOMY, TO CIEAYET yKa3aTh JaTy U
HOMEp paHee MOATOTOBICHHOTO IUChMa.

IIpu cceiike B TEKCTe Ha KAaKOH-IMOO MOKYMEHT YKa3bIBaIOTCS €ro PEKBU3UTHI B CIEAYIOIIEH
IIOCJIEOBATEIBLHOCTH: Ha3BaHNUE BUJA IOKYMEHTA, aBTOP, J1aTa, HOMEP JOKYMEHTA, 3ar0JIOBOK.

Bropass wacth, HauMHaromascs ¢ ab3aua, COAEPKUT 3aKIIOYECHHUS, BBIBOJIBI, MPEAJIOKEHHUS,
pockOy WM OTKAa3 U T.JI.
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[MuceMo, cocrosiiee W3 OMHOW HYacTH — 3TO Mpochkba 0Oe3 TOSICHeHWs, HAalOMHUHAaHHWE Oe3
npeaMOyIbl, cOOOIICHHE O€3 OCHOBAHUSI.

B 3akmrounTensHOM YacTM MOTYT HCIOJB30BAThCS  CIIOBA: «IPOCHUT»  (IIUCHMO-3ampoc),
«HATPABJISIETY», «IPEJICTABISIET» (COMPOBOAUTEIHLHOE MUCHMO), «co00IIaeT» (MHPOPMAITHOHHOE MHUCHEMO).

3aKIroUnTEeIbHAS YaCTh MOXKET 3aKaHUMBATHCSA (POPMYIION BEKIUBOCTH, KOTOPAs OTACISETCS OT
Ha3BaHUS JOJDKHOCTH 3alsiTOM W THIIETCs, KaK TMPaBWIO, OT PYKH JOHDKHOCTHBIM JIMIIOM,
MOJMUCHIBAIONIMM TMHUChbMO. B KOHIIE TekcTa meped MOMAMUCHI0 BO3MOXHO MpocTaBiieHue cjoB «C
yBaX€HUEeM» (TTUIIYTCSl ¢ MIPOMUCHOM OYKBBI, BEIPABHUBAIOTCS TI0 JIEBOMY Kparo, 3arsTas 1mocjie HUX He
CTaBUTCS).

TekcT muceM pacronaraercs TOJbKO Ha JIMIEBOW CTOpoHE Jincta. He normyckaercss moAroToBKa
MOJUTMHHUKOB TIUCEM C UCIOJIb30BaHUEM 0OOPOTHBIX CTOPOH JIUCTOB.

OO0bemM TekcTa THUChMAa, Kak TPaBWIO, JOJDKEH COCTaBJIATH He Oosiee 2 crpanuil. [lpu
HEOOXOJUMOCTH JOBEACHHS 10 aapecata wuHbopmanuu OoJipliero oObeMa OHa, Kak MPaBuUIIo,
ohopMIIIETCS PUIIOKEHUEM K TTUCHMY.

[TepeHocsI CIIOB O cJIOTaM B TEKCTE MUChMa HE JOIMYCKaIOTCS.

Bropo#t sk3emIuIsip IpoeKTa NUCbMa BU3UPYETCS B HWXKHEH YacTH JIEBOM CTOPOHBI JIMCTA
WCTIOJTHUTEJIEM, PYKOBOJUTEIEM CTPYKTYPHOTO TOJPA3CIICHNs], HAYAIBHIKOM YIIPABIICHUSI, B KOTOPOM
OHO TOTOBHJIOCK. PSI/TOM ¢ BH30# IPOCTaBIIAIOTCS pacmn(poBKa MOAMKUCH U JaTa.

[TpoekT mucbMa MpeACTaBIsSETCs Ha TOMMKUCH BMECTE C MaTepHallaMH, HA OCHOBAaHHUU KOTOPBIX
OHO TOTOBHJIOCH.

AKTBI

105. AKT — JOKYMCHT, COCTaBJCHHBIA KOJUIETHMAAbHO (HCCKOJABKUMH  JIUIAMH) U
MOITBEPKTAIOIIHIA YCTAHOBJICHHBIE (DAKTBI MITH COOBITHSL.

106. AKTBHI COCTaBISIIOTCS Ha OCHOBE YTBEP)KIACHHBIX OpraHaMU BJIACTH YHU(DHUIIMPOBAHHBIX
dhopm i B cBoOOAHOM (hopme.

107. B yupexaeHHH OCTABIISIIOTCS CIASAYIONINE aKThI:

npUeMKHU-c1aun (paboT, 000pyI0BaHNUsI, MATEPHUATIBHBIX IICHHOCTEH, TOKYMEHTOR);

o0cIie1oBaHus (COCTOSIHUSI TEXHUKH 0€301TaCHOCTH, MPOTUBOTIOKAPHOH 0€301TaCHOCTH, YCIOBHIA
Tpyzia, TOATOTOBKH OOBEKTOR);

npreMa-tepenadu (e, IeHEKHbBIX CPEICTB U UHBIX IIEHHOCTEH);

MPOBEPKH, PEBU3HH, HHBEHTAPU3AIINH;

paccieoBaHHs HECUACTHBIX CITy4acB, aBapHIii;

u JIp.

108. AKT umeeT cleAyouue peKBU3UTHI:

HAaMMCHOBAHHE yUPEXKICHHs (IIOJTHOE M COKPAIIICHHOE);

Buna nokymenta (AKT);

MECTO COCTaBJICHUS (M3JJaHUS) TOKYMEHTA;

Jata JJOKyMEHTa,

PETUCTPAIIMOHHBIN HOMEP JOKYMEHTA,

3aroJIoBOK K TEKCTY;

TEKCT JOKYMEHTAa;

OTMETKA O MPUJIOKEHUH (TIPU HATHYUHU TPUTIOKEHHS);

MOAMHUCH (C YKa3aHUEM UX JIOJDKHOCTEN U, MPH HEOOXOAUMOCTH, MeCTa pabOThI);

neyarts (pu HEOOXOIUMOCTH);

MOATNKCH COCTABUTEICH;

OTMETKA O 3aBEPEHHUH KOIUH (TPU HEOOXOAUMOCTH);

OTMETKA 0 KOHTpoJIe (MPU HEOOXOAUMOCTH);

OTMETKA O HaMpaBJICHUH JOKYMEHTA B JIETIO.

HekoTtopbie ¢popMbI aKTOB MpeycCMaTPUBAIOT MPOCTABICHNE TOYHOTO BPEMEHH COCTaBJICHUS aKTa
B yacax U MHUHYTax.
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B ToMm cityuae, eciiu akT yTBEpKAaeTCS PYKOBOAUTENEM, 0(OpMIIIETCS Ipr( yTBEPKACHUS.

109. JlaToii akrta sBIseTCS JaTa €ro cocraBieHHs. ECIu COCTaBIEHHIO aKkTa MPEeIeCTBOBAIH
Kakue-Imb0o MeponpusTus (IpoBepKa U Jp.), B TEKCTE aKTa yKa3bIBA€TCs JaTa WU MEpHOJ BPEeMEHH, B
TE€YEHHE KOTOPOro IPOBOMIOCH JAHHOE MEPONIPUSATHUE, HATPUMED:

B nepmon c¢ 15.10.2019 mo 18.10.2019 xommccusa [OpoBeJyla IIPOBEPKY
XPaHeHMsa MaTepUaJlbHBEIX LIEHHOCTEM Ha..

110. B akrax ucnoibs3yercs ¢popMa M3IO0KEHHUS TEKCTa OT TPETHEro JIUIA CIUHCTBEHHOTO HITH
MHOYECTBEHHOTO YHUCIa («...», KKOMUCCHS ITPOBEJIA TPOBEPKY...»).

111. Tekcr akTa COCTOMT M3 JIBYX 4YacTel: BBOJHOM M OCHOBHOW. B BBOJHOW WacTu akrta B
MMEHHTEIILHOM MaJIeKe YKa3bIBAIOTCA:

OCHOBAaHUE COCTaBJIEHUS akTa (JIOKaJbHBIM HOPMATUBHBIM aKkT; pacHoOpsSIUTENbHBIA aKT
yupexJieHus (nmprkas); pakT uim coObITHE, TOCTYKUBIIEE OCHOBAHUEM Il COCTABIICHUS aKTa;

COCTaBUTENU akTa (MepeuucisroTcss mocie cioBa «CocCTaBieH» C YKa3aHUEM JOJDKHOCTEH,
HaMEHOBAHUI OpraHu3alfii, €CIM COCTABHUTENM SBIISIIOTCA MPEACTABUTEISIMU JIPYroil OpraHU3alluH,
(bamMuIMii 1 THUIHATIOB).

112. B OCHOBHOW 4YacTH W3JIAraroTCs CYNIHOCTh, XapaKTep, METOJBI M CPOKH IPOJICITAHHON
paboTHI, €€ Pe3yabTaTHI.

[Tpu HEOOXOAMMOCTH aKT MOKET COJACPKATh BBIBOJIBI U PEKOMEHIAITHH.

ConepkaHue aKTa MOXET W3JIaraThCs MO MyHKTaM, MaTepuall MOKET OBITh MPECTABICH B BHUJC
TaOIHITBI.

B KOHIlE TekcTa aKTa YKa3bpIBalOTCS KOJWYECTBO MOJATOTOBICHHBIX JK3EMIUISIPOB aKTa M
MECTOHAXO0XKJECHUE KAXKIOT0 dK3eMIuLsipa. KoanyecTBo 3K3eMIUIIPOB aKkTa ONpPEAEseTcs KOJIMYECTBOM
CTOPOH,  3aWHTEPECOBAHHBIX B  €r0  COCTAaBJIEHWH, WM  HOPMATUBHBIMH  TpPeOOBAHUSAMU,
pErIaMEHTUPYIOLIUMHU COCTABJICHUE aKTOB KOHKPETHOW Pa3HOBUIHOCTH.

[Tocne OTMETKHM O KOJMYECTBE SK3EMIUISIPOB aKTa CIEAYET OTMETKA O HAJIWYMU IPUIIOKEHUM K
aKTy (ecJId OHU UMEIOTCS).

113. Dx3eMIUISpbl aKTa MOJIUCHIBAIOTCS BCEMH WIEHAMU KOMHUCCUU (€CIHM aKT COCTaBIISJICS
KOMHUCCHEHN) U COCTaBUTEIISIMU U, IPU HEOOXOAUMOCTH, IPUCYTCTBOBABIIMMHU JTUI[AMH.

Oco0oe MHEHHE COCTaBHUTENsl aKTa U3JaraeTcss Ha OTIENbHOM JIMCTE, IOANMCHIBACTCS U
MpUJIaraeTcs K akry.

114. Ecmmu 3akoHomaTenbcTBOM Poccuiickoii deneparuu MpeaycCMOTPEHO O3HAKOMJICHHE C
COJCpKAHUEM aKTa JUL, YIOMSHYTBIX B akTe, IOJ MOJINWCh, HAa TOCIEOHEH CTpaHULE aKTa
MIPOCTaBIsICTCS O3HAKOMUTENbHas Bu3za «C aKTOM O3HAaKOMJEH(BI)», MpPH OSTOM YKa3bIBAIOTCA
HAaUMEHOBAaHUS JOJHKHOCTEH, JTMUHbIE TOIIMUCH, paciiudpOBKU MOIMKMCEH, 1aThl o3HaKomiieHus. Jluna,
KOTOPBIE€ 3HAKOMSITCS C COAEPKaHUEM aKTa, UMEIOT IPaBO HE COTIACUTHCS C COAECPHKAHUEM AKTa B 1IEJIOM
WJIH €T0 OTAEIbHBIMU MOJIOKEHUAMH, YTO TOJIKHO OBITh 3a(PUKCHPOBAHO MPH 03HAKOMJICHHH C aKTOM.

I[OKJ'I&I[HBIG, CJ'Iy>KC6HBIe 1 0OBICHUTENLHBIE 3aIIUCKU

115. J[loxmagnas, cnyxeOHass M OOBSCHUTENbHAs 3alMCKU  SBJISIOTCA  BHYTPEHHUMHU
JOKYMEHTaMH YUpeKJICHUS.

116. J[loxmagnas, ciyxeOHas M OOBACHUTEIbHAs 3aMUCKU O(OPMISIIOTCS Ha CTaHAAPTHBIX
muctax Oymaru ¢opmata A4 6e3 pEeKBU3UTOB OJIaHKA CO CTPYKTYpOHl TeKcTa M CTHJIMCTHYECKUMHU
0COOEHHOCTSIMH CITy’K€OHOI'0 IMCbMa B COOTBETCTBHUHM € HacToAwer MHCTpyKIuel.

117. Tekcr B MOKJIAAHBIX, CIYXKEOHBIX U OOBSICHUTENBHBIX 3alMCKaX U3Jaraercs OoT IepBOTo
JUIIAa  €JUHCTBEHHOro 4YHciaa («IOBOXKY g0 Bamero cBeneHHA...», «IIPOLIY...», «CUHUTAIO
HEOOXOIUMBIM...)»).

118. JloxmagHas 3amucka — 3TO JOKYMEHT, aJlpeCOBAaHHbIN PYKOBOIAUTENIO YUPEKACHUS HIIU €T0
3aMECTHTENI0 M UH(POPMHUPYIOIIMHA O CIOXKHBILEHCS CUTyallud, UMeEBIIEM MecTO (akTe (SIBJICHUH), O
BBITMIOJTHEHHON paboTe, co/iepKaliuii BEIBOJIBI U MPEIIOKEHHS COCTAaBUTEIIS.
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119. TIlo conepxaHWIO JOKJIAJHBIE 3alNHCKH  TMOAPA3ACISAIOTCS HA  MHUIUMATHUBHBIE,
MH(POPMAIMOHHBIE U OTYETHBIE:

WHUIMATUBHBIC — COJEP)KAT CBEIECHHsI 00 MMEBIIEM MECTO COOBITHH, CHUTYallul U TPEIOKEHHS,
PEKOMEHIALINU TIPUHSATH OTIPE/ICTICHHBIC PEIICHNUS;

MH(GOPMAIIMOHHBIE — COAEPIKAT CBEJICHHUS O XOJI€ BBITIOTHEHUS PaOOTHI;

OTYETHBIE — COJIEPKAT CBEJCHHUS O 3aBEPILICHUH PAOOTHI WIIH €€ JTara.

120. TekcT AOKIAIHOMN 3aIMMCKA COCTOUT U3 IBYX WM TPEX YaCTEH:

B TMEPBOM YACTH W3JIAralOTCs MPUYUHBI, COOBITHA WM (DAKThl, TOCTY)KUBIIUE MOBOJOM IS €
HaIUCaHWS;

BO BTOPOil YaCTH — aHAJIN3 CIIOKUBIICHCS CUTYallM1, BO3MOKHBIE BAPHAHTHI PEIICHUS POOIIEMBI;

B TpeTbel — BBIBOJABI W MPEIIOKEHUS O KOHKPETHBIX JEHCTBUSAX, KOTOpBIC, 10 MHCHHIO
COCTaBUTEIS, HEOOXOAUMO TPEIPUHSTH.

Bropast acTe B TOKJIAJHOM 3alTUCKE MOXET OTCYTCTBOBaTh, B ATOM CIlydae €€ TEKCT COACPIKUT
OTIMCAHME CIIOKUBIICHCS CUTYalluH, BBIBOJIBI U TIPEIIOKEHHS COCTABUTEIIS.

121. CryxebOHasi 3amucKka — JOKYMEHT, HCIIOJB3YEMBIH ISl PeIIeHHs] OTEePaTUBHBIX U OOIIMX
BOTIPOCOB, BO3HUKAIONIMX B JIEATEIFHOCTH YUPESKACHUSA. MOXET aIpecoBaTbCs PYKOBOIUTEIIO
YUPEKACHUS, €TO 3aMECTHTEII0, PYKOBOIUTEIO CTPYKTYPHOTO TOIPa3IeICHUSI.

CnyxeOHas 3amicKa COCTOUT U3 ABYX yacTeil: 000CHOBaHUE (M3JI0KEHUE PUYNH COCTABJICHUS) U
BBIBO/IBI (TIPEAJIOKEHUS, POCHOBI, 3asIBKU).

122. OOs3aTeNbHBIMA  PEKBU3UTAMHU  JOKJIATHOW  (CIYy)KEOHOW)  3amWMCKU  SIBJISTFOTCSI:
HaMECHOBAHHE OT/IENa, ajapecaTr, HAaMMEHOBAaHWE BHJA JOKYMEHTAa, HOMEp, 3aroJioBOK, TEKCT, IMOJIIHCH,
WCTIOJTHUTEIb, BU3bI COTJIACOBAHUSI.

123. Jloxmanmubie (CIy)XKeOHBIC) 3alUCKHA, aJPECOBAHHBIE PYKOBOJUTEIIO  YUPEIKICHUS,
COTJIACOBBIBAIOTCS UCTIOJHUTENEM C KYPUPYIOIIUM 3aMECTUTEIEM PYKOBOIUTEIS.

124. PerucTtpaliOHHBIA HOMEP JOKIJIATHOM (CITy>KeOHO#) 3aMUCKH COCTOUT U3 YUETHOTO HOMEpa
OTJieNa U MOPSAIKOBOr0 HOMepa B KaHuensipun «CiryxeOHble 3aIHCKU».

125. OObsicHUTENbHAS 3amUCKa — JOKYMEHT, OOBSICHSIONMN KaKoe-TM0O TPOUCIIECTBUE,
cOOBITHE, CIIOKUBIIYIOCS CUTYAIUIO, IOCTYIKH U MMOBEJCHUE OTAEIbHBIX PAOOTHUKOB M 00Yy4atoIuXCsl.

126. OObsicHUTENBbHAS 3allUCKa COCTABIBICTCS PAOOTHUKOM YYPEKICHUS W TPEACTABIISCTCS
BBIIIECTOSIIIEMY JODKHOCTHOMY JHIly. J[OKYMEHT MOKeT O(OpMIISITBCS PYKOIHUCHBIM CHOCOOOM Ha
CTaHJIaPTHOM JIKCTE OyMaru.

127. PekBu3HUTHI OOBSICHUTEILHON 3alMCKU aHAJIOTUYHBI PEKBU3UTAM JIOKJIAJHON (CITy>KEeOHOM)
3aMHCKH.

JloBepeHHOCTH

128. JloBepeHHOCTb MOATBEP)KIACT HAIWYHE y MPEACTABUTENS MpaB JIEHCTBOBaTh OT UMEHH
YUpPEXKACHHS, a TAaKKe ONpelNeseT YCIOBUS W TPAaHMIbl pean3alud 3TUX IMpaB. JlOBEpEeHHOCTH
odopmisierca Ha Onanke yupexaeHus. Jlomyckaercs odopmiieHue JOBEPEHHOCTH Ha CTAHIAPTHOM JIMCTE
Oymaru ¢ ykazaHHUEM PEKBU3UTOB YUPEKICHUS.

129. OdopmiieHne TOBEPEHHOCTEH OCYILECTBISETCS B COOTBETCTBUU cO cTaThsiMu 185 — 189
I'paxxnanckoro konekca Poccuiickon @enepauuu.

130. JloBepeHHOCTb PETUCTPHUPYETCS MO MpPaBHUIIAM PETHUCTPAIUU HCXOIAIINX WHUIIUATUBHBIX
MHCEM U BBIIAETCS MPEACTABUTEIIIO IO POCIIMCH B KYPHAJIE YUeTa JOBEPEHHOCTEM.

3aaBieHUA

131. Ilpu odopmiieHUH 3asIBICHHS UCHIOIB3YIOTCS CIEAYIOIINE PEKBU3HTHI:
ajpecar;

HaMEHOBaHHE BUJa TOKYMEHTA;

TEKCT JOKYMEHTAa;

OTMETKa O MPUJIOKEHUH (IIPU HAJTMYUK);
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IIOATINCH;

JaTa JOKyMEHTa.

132. TIlocne pexkBu3uTa «Anpecar» yKa3blBalOTCS (amMuiIus, UMs, OTYECTBO (IIPU HAIUYHHN)
aBTOpa 3asBJICHUs (B POAUTEIIEHOM IA/IEXKeE).

PaGoTHUKaMK yupexaeHusl yKa3bIBAIOTCS JTOJDKHOCTh, (paMmimms u mHAnUaNbL. [Ipemmor «oT» He
UCIOJIb3YETCSI, Hal[pUMED:

HupekTopy MBOY PasmHckaa CII
davmnma M.O.
rapnepodbumka
davmnma N.O.

3a4dBJICHUE.
[Tpomy npenocTaBUThb MHE eXxeI'OIHBEIM OIlJIaulMBaeMbI OTIIYCK
c 1 mo 27uwona 2019 r.
marTa I[Nognomce

133. B Tekcre 3asBIICHUs HW3JIaraeTcs CyTh BOIPOCA, OOpaIieHHs («Ipomly TEpeBECTH...»,
«IIPOMILY MPEITOCTABUTE...»). DopMa M3IT0KEHUS 3assBICHIS CBOOOTHASI.

134. 3asBieHue OIMyCKAETCs MHCATh OT PYKH.

135. OrtpenbHple BUABI 3asiBICHUA OQOPMISIOTCS B COOTBETCTBUM C TPEOOBaHHSIMHU
HOPMaTUBHBIX MPaBOBBIX akTOB Poccwuiickoit denepanuu u Huxeropoackoir o071acTH W JOKATBHBIX
HOPMAaTUBHBIX aKTOB YUPEKICHUS.

CnpaBku

136. CnpaBka — JOKyMEHT, COJICP)KAIUIH OMMCAHUE U IMOATBEPIKIACHHUE TE€X WM UHBIX (DAKTOB H
COOBITHI. Pa3muyaroT cripaBKu CIIy’KeOHOTO M JIMYHOTO XapaKTepa.

137. ChnpaBku TpPEICTABISIFOTCS IO 3alpoCy BBIMIECTOSIINX OpraHW3alui, CTOPOHHHUX
opraHm3anuii (HanpuMmep, CyIOB, NMPOKypaTypbl M T.1.). Takwe crpaBkd o(GOpMIIIIOTCS Ha OJaHKe
VAPESKJICHUSA U 0OPOPMIISFOTCS 0 TPaBUIaM CIYKEOHOTO JOKYMEHTA.

138. ChpaBku ciyeOHOTO XapakTepa B KayeCTBE BHYTPEHHETO JIOKYMEHTa MPEACTABIISIOTCS
PYKOBOJIUTEIIO YUPEKIICHHSI, €r0 3aMeCTUTENISIM. Takue crpaBku 0(GOpMIISIFOTCS HA CTAHAAPTHOM JIMCTE
Oymaru gopmara A4 aHaJOTHYHO CITY)KEOHOM 3aIMCKe C TEMU K€ PEKBU3UTAMHU.

139. CrhpaBku JMYHOTO XapakTepa, KaK MpaBUIIO, BBIAAIOTCS PabOTHUKAM IS MTOATBEPKICHUS
¢axTa ux paboThI, 3apILIATHI, TPYAOBOTO CTaXa U JIp.

CnpaBKM MOTYT BBIJABaTbCs OOYYAIOMUMCS M POAMUTENSM (3aKOHHBIM TIPEACTABUTEIISIM)
HECOBEPIIECHHOJIETHUX 00yJarOIUXCS.

CrpaBku JMYHOTO xapakTepa OQGOpPMISIOTCS Ha OllaHKe YUpeKAEHHUs, HMEIOT CIeAyIOIIHe
PEKBHU3UTHI: HAUMEHOBAaHHUE YUYPEKICHHs, HAMMEHOBAHHWE BHJA JOKYMEHTa, OaTy, PEeTrUCTPallMOHHBIN
HOMeEp, TEKCT, MOAMUCH, TIedaTh (0 HEOOXOAUMOCTH).

V. Opranusanust padboTsl ¢ JOKYMEHTaMHU

140. JIBuxkeHHE NOKYMEHTOB B YUPEXKJICHHMM C MOMEHTa UX CO3JaHUS WM TOJIy4EHHS [0
3aBEpILEHUS UCIOJIHEHUS, TOMEIIEHUS B JIeNIo M (MJIM) OTIPaBKU 00pa3yeT JOKYMEHTOO00OpOT, KOTOPBIH
COCTOMT M3 YETBIPEX OCHOBHBIX JOKYMEHTOIIOTOKOB:

JOKYMEHTBI, OCTYMAIOIINE B yUPEKICHHUE (BXOAALINE);

JOKYMEHTBI, HalpaBsieMble yUpexIeHueM (UCXOIIINe);

TOKaJbHBIE aKThl (HOPMATUBHBIC U HHIUBUIyATbHbIE);
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MEepenucKa MEeXJy CTPYKTYPHBIMHU IOJPA3/ICICHUSMU U JOJDKHOCTHBIMH JIMLAMH YUPEKICHHUS
(BHYTpEHHUE).

141. Drambl fOKyMEeHTOOOOpOTA:

1) mpuem u nepBuuHas oOpabOTKa JOKYMEHTOB;

2) perucrpanus BXOJSAIINX TOKYMEHTOB;

3) paccMOTpeHHE TOKYMEHTOB AUPEKTOPOM (3aMECTHUTENIEM AUPEKTOPA, HAYAIbHUKOM OT/IENA);

4) HarpaBJIeHHE Ha UCIIOJIHEHHUE;

9) UCHOJIHEHUE IOKYMEHTOB;

6) KOHTPOJIb UCHIOJTHEHUS JJOKYMEHTOB;

1) perucTpaius ¥ OTIpaBKa UCXOSIINX JOKYMEHTOB;

8) dbopmupoBaHre HOMEHKIIATYPHBIX JIeT U Tiepeaada UX Ha XpaHeHHe.

[Ipuem u nepBuyHast 06pabOTKa JOKYMEHTOB

142. Tlpuem u mepBuyHasi 0OpabOTKa BXOAANINX TOKYMEHTOB OCYHIECTBIISIFOTCS PaOOTHHUKOM,
OTBETCTBEHHBIM 32 JIEJIONPOU3BOJICTBO B YUPEKICHHUHU.

JIOKyMeHTBI, MOJy4YeHHble PAaOOTHHUKAMU OT TpaJaH WM OpraHu3alui, Takke IepenarTcs
OTBETCTBEHHOMY 32 J€JIONIPOU3BOJCTBO.

JIoOKyMeHTBI, TIOCTYNMBIINE O IEKTPOHHOW MMouTe, pacnedarsiBatoTcs. JlanbHeimas pabota c
HUMH OCYILIECTBIISETCS KaK C JOKYMEHTaMH Ha OyMa)KHOM HOCHTEJIE.

[Ipn npueme u nepBoHadaIbHOW 00pPAaOOTKE MOCTYNUBLIEH KOPPECHOHIEHIIMH ITPOU3BOIUTCS
MIPOBEPKA MIPABUIILHOCTH €€ aIpECOBAHUS U JOCTABKH, IIEJIOCTHOCTH YITAKOBKH W HAJIUYM sl BIIOKEHUI.

OmnboyHo (He MO ajapecy) AOCTABICHHAs KOPPECHOHJCHIMS HE BCKPBIBACTCA M IOJUIEHKUT
BO3BpAaTy Ha IOYTAaMT WU OTIPABUTEIIIO.

ITouToBbIe OTHpaBIEHUS, HECTAHAAPTHBIE IO BECy, pasMmepy, popme, UMEIoLIe HEPOBHOCTHU IO
O0OKaM, 3aKJICCHHBIE JIMIKON JIEHTOW, UMEIOIME CTPAHHBIN 3amax, IBET, MPEANO0I0KHUTEIbHO UMEIOIINE
BIIOKCHUS, HE XapaKTEepHbIC JUIsI IOYTOBBIX OTIPABJIECHUH, HE BCKpbIBalOTCA. O IOIy4eHHH
MOJIO3PUTEJILHOTO OYTOBOTO OTIPABJICHUS JIOKJIAABIBACTCA PYKOBOAUTENIO YUPEXKICHHS / JHUIY
YUPEXAECHUS, OTBETCTBEHHOMY 32 0€3011aCHOCTb.

KonBeptel u OGanzeponu ¢ nomerkoll «JImuHo» mnepenatroTcs azapecary ©0e3 BCKPBITHS, HE
PETUCTPUPYIOTCS U HE MOAJIEKAT YUETY.

PeFI/ICTpaL[I/Iﬂ BXOAIINX JOKYMCHTOB

143. Bxopsmme JOKYMEHThI PETHCTPHPYIOTCS B OJKypHaJle PETUCTPAIMM  BXOJSIIUX
JOKYMEHTOB. B perucTpanvoHHON 3amucH >KypHaja YKa3bIBaIOTCS CICAYIOIIME PEKBU3UTHI: JaTa
pEeruCTpalyy, PEruCTPAlMOHHBIA HOMEP, HAaUMCHOBAHHME OpraHu3aluu (KOPPECHOHJCHTA), (aMUIHs
PYKOBOJUTEIIS, TOIMKUCABIICTO JOKYMEHT, HCXOISIIMA HOMEp H Jara OTIPaBICHHS, 3aroJioBOK
JIOKyMEHTa (KpaTKoe COJEp)KaHHE), a TaKKe COJACPKAHUE PE30JIIOIUH, (DaMHIIUS UCIOJHHUTEINS, CPOK
HCIIOJIHEHUS.

He IO IICKAT perucrpamnuu CIEeyIOIIAIKOPPECTIOHICHIINS, MOCTYMHBIIIAS 0e3
COTMPOBOIUTENHHOTO MUCHMA!

nevyaTHble U3JaHusl (KHUTH, KypHaIIbl, OI0JUIeTeHH, TOco0us);

6ubsnmorpaduueckre CrpaBOYHUKH;

AIIEKTPOHHBIE HOCUTETH UH(POPMAIIHH;

peKIaMHbBIE U3BEIICHUS;

KOMMEPUYECKHE MPETIOKEHUS;

MIPOrpPaMMBbI COBEIIaHUI U KOH(EpEeHITHIA;

Oyxranrepckas TOKyMEHTallus (C4eTa Ha OIJIaTy TOBAapoOB M YCIYT, IUIATEXKHBIC MOPYyYEHUS,
HaKJIaJTHbIC);

MO3/JpaBUTEIbHBIC TMCHMA, TeJIETPaMMBbl, OTKPBITKH;

MPUTTIACUTENbHBIC OUIIETHI.
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Hepeructpupyemsble BXoAs1ne JOKYMEHTHBI IEPEJAIOTCS 10 HA3HAYEHMUIO.

Peructpanus BXOASIIMX JOKYMEHTOB OCYIIECTBIIAETCS B JI€Hb WX IIOCTYIUIEHHS WIM Ha
CIIEAYIOINKA paboyMii JeHb MpH MOCTYIJICHUH AOKYMEHTOB B KOHIIE pabodero IHS WM B Hepabouee
BpeMs.

144. Peructpauus oOpaieHuil rpaXaaH OCYILECTBISETCS B TE€YEHHE TpeX IHEH ¢ MOMEHTa
MOCTYIUIEHUS 0OpaIleHus.

Peructpupyrorcst u 6€3 paccCMOTPEHUS! HANIPABIISIOTCS B JIENI0 0OpaIieHus rpaxaaH, KOTOpbIe He
COOTBETCTBYIOT TPEOOBaHUSAM O(OPMIICHUS, B TOM YHUCIIE:

oOparneHus 6e3 TIOITUCH HITH aJIpeca;

HE NOJIIAl0IIHECs TPOYTEHHIO 00paleHUS;

oOpallleHus, COJepKallue HElEeH3ypHble MO0 OCKOPOMTENbHbIE BBIPAXKEHUS, YTrpO3bl >KU3HH,
3/I0POBbBIO U UMYIIECTBY JOJKHOCTHOTO JIMIA, a TAKXKE YJIEHOB €r0 CEMbHU.

145. Ilpuem [NOKYMEHTOB, TMOAJEXKAIlUX PErUCTpallM, YAOCTOBEPSETCd OTMETKOM O
MOCTYIUIEHUH.

146. KoHBepTBI OT BIIOKEHHBIX JOKYMEHTOB IO HCTEUEHHHM TpEeX JHEW, KaK MpaBuIo,
YHUUTOKAIOTCSI KpOME CIIy4aeB, KOT1a:

Jata TMOYTOBOTO IITEMIIENSi HAa KOHBEPTE CIYKUT NUCHbMEHHBIM IOJTBEP)KJIEHUEM BPEMEHU
OTIPABKU U MOJTYyYEHUSI TOKYMEHTA;

JaTa BIJIOKEHHOTO JIOKYMEHTAa CYIIECTBEHHO OTJIMYAeTCs OT JaThl MOYTOBOTO IITEMIENs Ha
KOHBEpTE;

CPOK HCIIOJIHEHUS JOKYMEHTOB HCTEK;

JOKYMEHTBI MOCTYNAOT U3 CyJeOHbIX OPTraHOB;

MOCTYMNAIOT MUCbMa I'PaKIaH;

TOJIBKO 110 KOHBEPTY MOKHO ONPEAEIUTh aIpec OTIPABUTEINS;

Ha KOHBEPTE UMEIOTCS OTMETKH, 0003Ha4aolie OrpaHMueHe 10CTyNa K HHPOpMaLuy, UIIH IpU
BCKPBITUM KOHBEPTa 0OHAPYKUBAETCS, YTO JOKYMEHTBI UMEIOT OCOOBIII cTaTyc;

B KOHBEPTE BJIOKEHBI TOJIBKO IPUIIOKEHUS 0€3 COIPOBOIUTEIBHOIO HChMA;

UAET IMepernucKka II0 JO0ToBOpaM M TOCYJApPCTBEHHBIM KOHTPaKTaM, IpPETEeH3UsM M0 HX
UCIIOJIHEHUIO;

KOHBEPT HEOOXOJMM B KadyecTBE OIPABIATEIbHOIO JOKYMEHTa K pacxoJaM II0 OIulaTe
KOPPECIIOHICHIIUH.

B nepeuncieHHbIX cilydasix KOHBEPThI CKPEIUIAIOTCS BMECTE C IOKYMEHTAMHU U Jlajiee NepeaaroTcs
BMECTE B KOMIUIEKTE.

PaCCMOTpeHI/Ie AOKYMCHTOB PYKOBOJUTCIICM YUYPCIKICHUSA
" JOBCIACHUC JOKYMCHTOB N0 CBCACHUA HCITOJIHUTEIICH

147. 3apeructpupoBaHHbIE JOKYMEHTbl B TOT K€ JI€Hb IE€PEJAlTCs PYKOBOIUTENIIO
YUIPEKICHUSL.

JIOKyMEHTBI IepelatoTCsl Ha PACCMOTPEHHUE PYKOBOIMTEIIO TOJIBKO MOCIIE PErUCTPALUK.

CpouHble TOKYMEHTBI pETUCTPUPYIOTCS U TIEPEIAIOTCS PYKOBOJUTENIO HE3aMeATIUTEBHO.

148. PykoBoauTenb yUYpeXJEHHs J1aeT YKa3aHUS MO MCIIOJHEHHIO JIOKYMEHTOB (PE30JIIOLNHN)
OTBETCTBEHHBIM HUCIIOJIHUTEISIM.

OTBETCTBEHHBIN HCIOJHUTEND ONPEAENISIETCS B COOTBETCTBUU C paclpeieieHueM 00s3aHHOCTE!
MEXJly PYKOBOJHUTEIEM YUPEXKJEHHUS, €ro 3aMeCTUTENsIMH U TJaBHbIM OyxraatepoM u (WiIH)
JOJDKHOCTHBIMH MHCTPYKIUSAMH pabOTHUKOB. Eciu B COOTBETCTBMM € MOpPYYEHHUEM PYKOBOAUTENS
YUPEXKJIEHUS] UCIIOJIHEHUE JOKYMEHTa BO3JIO)KEHO Ha HECKOJBKUX JIMIl, TO OTBETCTBEHHOCTh 3a €ro
BBITNOJTHEHUE BO3JIaraloTcs Ha JIMIO, YKa3aHHOE B PE30JIIOIMU MEPBbIM.

Copnepikaiieecss B pe30JIIOLMU TOpyYeHHE «J[1s1 MOArOTOBKM MPOEKTa OTBETA» MpErojaraer
UCTIOJIHEHHUE IOKYMEHTA U MOATOTOBKY IPOEKTa OTBETA.

Copnepikaiieecss B pe3oJIIOLUU TopydeHue «Jlist mpetoskeHui» mojapasymeBaeT NpopaboOTKy
BONPOCA UCTIOHUTENISIMU M TIOJITOTOBKY MPEIOKESHUH.
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[opydenue B pezonronuu «Jlist paboThD» MpeanoaraeT UCIoIb30BaHUE JOKyMEHTa B padorTe.

Q@opMmynupoBKa pe3omrouuud  «Jlig  cBeNeHUSA»  IPEANoJiaraeT, 4ro  JOKYMEHT HOCHUT
nH(OPMAIMOHHBIN XapaKTep U, €CJIA HE YKa3aHO WHOE, He TPeOyeT HaIllpaBJICHUS OTBETA.

149. JIoKkyMeHTBI WJIM UX KOTHH C yYKAa3aHHUSIMH IO UCIIOJHCHHIO (PE30JIOIUSMU) TepeaaroTCs
HCIIOJHUTECIAM OTBETCTBCHHBIM 3a ACJIOIMPOU3BOACTBO.

JIOKyMEHT TepeiaeTcs HCIOTHUTEIO IO PACITUCKY B )KypHAJIE PErHCTPALUH.

I[OKYMGHTI)I Nepcaar0TCsd Ha HCIOJIHCHHUE B ACHL HX PACCMOTPCHUSA PYKOBOAWTCICM WM Ha
crenyromuid pabounii jenb. CpodyHble JOKYMEHTHI IIEPEJaroTCs Ha HCIIOTHEHHE He3aMeIUTENBHO.

[Ipu HeoOXoAMMOCTH 0€30TIaraTeIbHOTO HMCIIOJIHEHUS MOCTYIHBIIETO JTOKYMEHTA JOIyCKaeTCs
O3HAKOMJICHHE HCIIOJIHUTENSI C €ro COACpKaHHEM [0 PAcCMOTPEHHsI OKYMEHTa pPYKOBOJIUTEIEM
YUpEKICHUA.

B cootBerctBUH C YKazaHudaMMu 10 HUCIHOJHCHHUIO TIIOAJIMHHUK JOKYMCHTA HAIPaBIACTCA
WCTIOJTHUTEIIO0, YKa3aHHOMY B PE30JIIOIMH TEPBBIM (OTBETCTBEHHOMY HCIIOJHUTENIO), COMCIIOJIHUTEIISM
HAIpaBJIAKOTCA KOIMUHU JOKYMCHTOB. Msrorosinenune xonuit JOKYMCHTOB JIA HAITPaBJICHUS UCIIOJTHUTCIIAM
SBIISIETCS 00S3aHHOCTHIO OTBETCTBEHHOTO 3a JICTIONIPOU3BOCTBO.

Js1st Toro 4T00BI TOJDKHOCTHOE JIUI0, KOTOPOMY ITOPYYEHO CIIENIaTh CBOJI, UCIIOJHIIIO TIOPYYEHHUE
B CpPOK, COHWCIIOJHUTEIIM O0S3aHbl IMPEJICTaBUTh €My CBOIO HH(POpMAIUI0 3a 3 JHSA JIO OKOHYAHUS
KOHTPOJILHOTO CPOKa.

Hcnonxnenne 1OKyMEHTOB

150. TIlomyumB NOKYMEHTHI Ha WCIIOJHEHHE, pPAaOOTHUK YUPESKICHUS IOJDKEH HEMEIJICHHO
03HAKOMUTHCS C UX COAEPKAHUEM, BbIIECTUB JOKYMEHTHI, TPeOYIOIHe CPOYHOTO UCTIOTHEHHSL.

151. HcnonHeHHE TOKYMEHTA COCTOUT W3 CISAYIOMNX OCHOBHBIX ATAIIOB:

cOop 1 aHanM3 HeoOXoAMMOM HH(pOpMaIUH;

MOATOTOBKA MPOEKTa JOKYMEHTa, €ro 0(OpMIICHHE;

COTJIaCOBAaHUE MPOEKTA JOKYMEHTA;

nopaboTKa MpOoeKTa JOKYMEHTa M0 3aMeyaHHUsM, MOJYyYeHHBIM B XOJ€ COIJIaCOBaHUS M, MPHU
HE0OX0IMMOCTH, — MIOBTOPHOE COTJIACOBAHUE;

MOATOTOBKA CNHCKa (yKa3aTessl) pacChbUIKM JIOKYMEHTa, €ClIM JOKYMEHT aJpecoBaH TIpyIie
OpraHu3aIuii;

MIpe/ICTaBJICHHE MMPOEKTa JOKYMEHTA Ha MOANKCH (YTBEPKICHUE) PYKOBOIUTENIO YUPEKACHHUS;

MIPOCTaBIIEHHE OTMETKH 00 MCIOJIHEHUU JOKYMEHTA;

MOATOTOBKA JOKYMEHTA K OTIPaBKE U Nepeady KOMUU JOKYMEHTa B JIeJI0.

152. B cnydae OTCYTCTBUS HCIOJHHUTENS (KOMaHAMPOBKA, OTIYCK, 0OJE€3Hb) JOKYMEHT IO
YKa3aHUIO PYKOBOIUTENS YUPEKICHUS IEPEAACTCS APYroMy UCTOTHHUTEIIIO.

HNudopmarrisi 0 HOBOM UCHIOJIHHUTEIE BHOCUTCS B PETUCTPALIMOHHO-YIETHYIO (hopmy.

153. Ilpu yBOJIbHEHHWH WU TEpeXoAe Ha JIPYrod ydacTok paboThl paOOTHUK 00s3aH CHATh
JOKYMEHTBI U JeJla HEMOCPEJACTBEHHOMY PYKOBOAMTENIO WM IO €ro yKa3aHWIO BHOBb HA3HAUEHHOMY
paboTHUKY (B Ciydae HEOOXOAMMOCTH, — IO aKTy MpUeMa-Tnepeaadd, B KOTOPOM YKa3bIBAIOTCS BUbI JIET
(3aroJIOBKH JieN) ¥ MX KOJUYECTBO U KOTOPBIN MOANUCHIBAETCS paOOTHUKOM, TIEPEIaBIINM JOKYMEHTHI, U
paboOTHUKOM, IPUHSBIINM TOKYMEHTHI.

154. CormnacoBanue (BU3UpPOBAHME) MPOEKTa JOKYMEHTAa TMPOBOJHUTCS JO €ro MOAMHCAHUS
PYKOBOJIUTENIEM YUYPEKICHHUS B IENSIX OIEHKH COOTBETCTBHUS MPOEKTa 3aKOHOJATENbCTBY Poccuiickoii
denepanuu, T0KATbHBIM HOPMATUBHBIM aKTaM YUPexICHUS, KauecTBa U 2PPEKTUBHOCTH MPEATAraeMoro
pelIeHHUS.

CornacoBaHne TMpOEKTa JOKYMEHTAa OpPraHU3yeTCsl HEMOCPEJICTBEHHBIM HCIIOJHUTEIEM |
MIPOBOJMTCS B MpejiesiaX yCTaHOBJICHHOTO CPOKA UCTIOTHEHHMS.

[TpoeKThl JOKYMEHTOB COTJIAaCOBBIBAIOTCA (BU3UPYIOTCS):

HEMOCPEJCTBEHHBIM HUCIOJHHUTENIEM U PYKOBOAMUTEIEM CTPYKTYPHOTO TMOJApa3JeNieHus —
WCTIOJTHUTEIIS;

COUCHOJIHUTEISAMHU (ITPU UX HAJTUYHH);
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3aMECTHTEIEM pPYKOBOJIUTENS YUpeXKIEHHs, B cdepy OTBETCTBEHHOCTH KOTOPOTO BXOJSAT
BOIIPOCHI, COJICPKAIIUECS B IPOEKTE TOKYMEHTA;

PYKOBOJUTENSAMU NOJpa3AeieHull, paOOTHUKAMU YUYPEXACHUS, KOTOPbIM B IPOEKTE JOKYMEHTa
MPeyCMaTPUBAIOTCS 3a/IaHMsI U IOPYUCHUS;

Me1arOroM-TICHX0JIOTOM.

[IpoekTsl TOKYMEHTOB, peanu3anus KOTOpBIX TpeOyeT (PMHAHCOBBIX 3aTpPaT, COTJIACOBBIBAIOTCS
TJIABHBIM OyXTaiTepoM YUpexJIeHHuss / paOOTHHKOM OpTaHU3allH, OCYIIECTBISIOMmEH (QuHaHCOBOE
00CITy’)KUBaHUE YUPEKICHUSI.

B kagectBe JjL, COorjiaCyromux IPOCKT MJOKYMCHTA, AOJDKHBI BBICTYNIATH HNPCUMYIICCTBCHHO
PYKOBOJUTENH CTPYKTYPHBIX ITOAPA3IACIICHAMN.

BHemHee cornmacoBaHMe NPOEKTa JOKYMEHTa OCYIIECTBISICTCS MOCPEICTBOM HArpaBIICHHUS
IMPOCKTAa B APYIr'YIO OpraHu3anuio ¢ COMPOBOAUTCIbHBIM MMCbMOM, B KOTOPOM MOJKET YKa3bIBAThCA CPOK
COTJIACOBAHUSI.

BHyTpu yupexaeHus CpOK COTrJacOBaHUS JOKYMEHTa KaXKIbIM JIMIOM, OCYIIECTBIISIOIINM
COTJIACOBAaHMWE, HE JIOJDKEH MPEBBIMIATh TPEX pabounx THEH.

[Tpu MOBTOPHOM COTJIACOBAHHUM CPOK COTIIACOBAHMS MCUUCIISCTCS 3aHOBO.

155. Ecim B mpomecce COrjjacoBaHMsi B IPOEKT JIOKYMEHTa BHOCSATCS HM3MEHEHHS
MPUHIUTIHATIFHOTO XapaKTepa, TO OH MOUICKHT J0paOdOTKE M MOBTOPHOMY COTJIACOBAaHUIO.

[ToBTOpHOTO COTIIacoBaHWsI HE TPeOyeTCs, eCM MPH JAOPA0OTKE B MPOEKT JOKYMEHTa BHECEHBI
YTOYHEHUSI, HE MCHSIOIIUE €r0 CYTH.

3amMeuyanus 1o IMPOCKTY AJOKYMCHTaA H3JIararoTCd Ha OTACIBbHOM JIMCTC, IOANMHCBIBAOTCA JIMLIOM,
BU3UPYIOIIUM TOKYMEHT, JATUPYIOTCA U IIPUKIAABIBAIOTCS K IIPOEKTY.

BHocuth ucnpaBieHHs B TEKCT NPOEKTA, a TaKXKe JelaTh Kakue-JInOO HAANMHUCH Ha HEM He
pasperniaercs.

Ecin npu nopaGoTke mpoekTa JOKYMEHTa MCIOJIHHUTENb NMPUHUMAET PELIEHHE HE YYHUTHIBATH
3aMevaHue (3aMedyaHusl) Juia (JIUI]), y9aCTBOBABIIETO B COTJIACOBAHUH, UCTIOJTHUTEIIEM TOTOBHUTCS PEECTp
HEY4YTEHHBIX 3aMEYaHUil, KOTOPbIM BMeCTE C IPOEKTOM JOKYMEHTa IPEJCTABIACTCS PYKOBOIUTEINIO
YUPEKACHUS.

Pemenne o ToM, HpUHHMMaTh WM HE IPUHUMATb HEYYTEHHbIE 3aMEyaHMs, NPUHUMAET
PYKOBOJUTEIb YUPEXKICHHSL.

B cnyuae eciau pykoBOAWTENb NPUHUMAET pEIIEHHE O HEOOXOJMMOCTH YYecTb 3aMeydaHus,
OTKJIOHEHHBIE€ HCIIOJHHUTENIEM, HCIOJHUTENb A0padaThIBAET IMPOEKT JIOKYMEHTa B COOTBETCTBHU C
BBICKa3aHHBIMM 3aMEYaHUSMHU.

Ecin pykoBoauTens corjamaercs ¢ MHEHMEM HCIOJHUTENA, OH MOJIHMCHIBAEeT (YTBEPXKAAeT)
JOKYMEHT.

156. Jlo mepenauu MoAroTOBIEHHOIO MPOEKTA JOKYMEHTA Ha MOANUCH UCIIOJHUTENb IPOBEpseT
€ro Ha HaJu4yKe OIMOOK, COAep)KaHue, MPaBUJIBHOCTh YKa3aHUs ajpeca, HalMuue HeoOXOJUMBIX BU3 U
NPUIOKEHUH K JOKyMEHTY. JlOKyMEHT IpeJCTaBiIgeTCsl Ha MOJNMCh BMECTe C MaTepuajamM, Ha
OCHOBAHUHU KOTOPBIX OH TOTOBUJICS.

157. TloanucaHHBI AOKYMEHT HCHIOJHUTENb IMEpelNaeT Ul PerucTpalud U OTIPABKU H/HIU
BKJIFOYEHUS B JEJIO.

158. B cooTBeTCTBUM ¢ HOMEHKJIATYpOil /1e1 UCTIOTHUTEINb ONpeAeisieT HHAEKC Jiefla, B KOTOpoe
JIOJKEH OBITh BKITFOUEH JOKYMEHT.

159. HcnosnnuTens He HMeET INpaBa pas3rjaliarh CoJep)KaHHe IMOCTYINHMBIIUX K HEMY
JOKYMEHTOB U MOATOTOBJIEHHBIX MPOEKTOB CIY)KEOHBIX TOKYMEHTOB, C HUIMH MOT'YT ObITh O3HAKOMJICHBI
TOJIBKO JIUI[a, UMEIOIME OTHOIIEHUE K UX UCIIOJHEHHUIO.

KoHTponb ucnonHenns JOKyMEHTOB
160. KoHTposro nmojyiexar JOKYMEHTBI, TpeOYIOIIe UCTIOIHEHUS U (MJH) MOJITOTOBKU OTBETA.

KOHTpOJ'IL HCIOJIHCHUSA JOKYMCHTOB BCICTCA:
PYKOBOIUTECIIEM YUPCIKACHUA — UCIIOJIHCHUA JOKYMCHTOB 110 CYIIIECCTBY,
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OTBETCTBEHHBIM 3a JICJIOIPOM3BOJCTBO — CPOKOB HCIIOJIHEHHUS JJOKYMEHTOB U TpeOOBaHMH K HX
0(OPMIICHHUIO.

PacniopsiniutenbHble TOKYMEHTHI, IPOTOKOJIBI 3aceJaHUi (COBEIIaHMI), COJIepKalMe TOPYIEHUs C
KOHKPETHBIMU CPOKAMM HCIIOJIHEHUS, CTABITCS HA KOHTPOJIb 110 KayKJIOMY IIOPYYEHHIO OTIENIBHO.

161. Cpoxu UCTIONHEHHS JOKYMEHTOB HCUHCIISIIOTCS B KaJICHIAPHBIX JTHSX.

Ecnu mocnennuit neHb CpoKa MCIOJHEHUS NOKyMEHTa NPUXOJIUTCS Ha HepaOouuil JeHb, TO
JOKYMEHT TOJICKUT UCTIOJHEHUIO B OJIMKANIITNI CIICYIONINI 32 HUM padOuuii JCHb.

Jlata ucrionHeHUs TOKyMeHTa (PUKCUPYETCS B PErMCTPALlMOHHO-YYETHOU (popMe, UCIOIb3yeMoit
JUISL KOHTPOJISL UCTIOJTHEHHUS.

Cpoku HUCHOJHEHHUS JOKYMEHTOB YCTAHABIIMBAIOTCS PYKOBOJUTENEM YUPEXKICHUS, UCXOIS M3
CpPOKa, YCTaHOBJIEHHOTO OpraHu3alyeld, HampaBHBIIEH JIOKYMEHT, WU CPOKOB, YCTAHOBJIEHHBIX
3aKoHoAarenbcTBOM Poccniickoit denepanun.

JIOKyMEeHTBI MoJIeKaT UCIOJHEHHUIO B CIIEIYIONINE CPOKH:

C KOHKPETHOM JaTOW HCIIOJIHEHUS — B YKa3aHHBIN CPOK;

0e3 yka3aHMsI KOHKPETHOM J1aThl CIIOJIHEHUS, UMEIOILUE B TEKCTE MIOMETKY «HE3aMEeAJIUTEIbHO» —
B T€YEHHE OJHOIO JHS, «CPOUYHO» — B 3-AHEBHBIN CPOK; «ONEepaTUBHO» — B 10-IHEBHBIN CPOK; OCTAJIbHbBIE
— B cpok He 6onee 30 gHEH;

1o oOparieHusm rpaxxaad — 30 gHel co THS perucTpanum.

162. Ecnam cpox HCHOJTHEHWS MOKYMEHTa IPEBBINIACT OJWH MECAI, B IEIIX OO0eCTeueHHsI
CBOEBPEMEHHOTO HCIIOJHEHHsSI JOKYMEHTa IMPOBOJIUTCS MpEeABApUTEIbHBIH KOHTPOJIb W HANOMHMHAHUE
WCTIOJTHUTESIM O MPUOJIMKEHUH CPOKOB UCTIOJIHEHUSI IOKYMEHTOB (TIOpYyUEHUN ).

[IpenBapuTenbHbI KOHTPOJIb OCYIECTBIIAECTCS B CIEAYIOIIEM MOPSJIKE:

JOKYMEHTOB (TMOPY4EHHUI) TIOCTIEAYIOIIMX JIET — HE peke OJHOTO pas3a B IoJ;

JOKYMEHTOB (MOpY4YEHHI) MOCIEAYIOMMX MECALEB TEKYIEro roja — He peke OJHOrO pasza B
MeCHIII;

JOKYMEHTOB (TIOpYyYEHHUI) TEKYIIETO MeCsAIa — 3a 5 AHEH 10 UCTEYCHHS CPOKA UCTIOTHEHHSI.

163. H3meHeHHe cpoKa MCIOJHEHHs JOKYMEHTA MPOU3BOJIUTCS PYKOBOIUTEICM YUPEKICHUS,
MpU HAIMYUU OOBEKTHBHBIX IPUYUH, H3JIOKEHHBIX HCIIOJHHUTEIEM HE MO3JHee, YeM 3a 3 AHA J0
UCTEUYEHHUsI KOHTPOJBHOIO CpOKa / HE IMO3JHee, YeM MO HMCTEYEHHH JIBYX TPETbUX CPOKa HCIOJHEHUS
JTOKYMEHTA.

PykoBonuTene yupexaeHUs HAkKIaAbIBaeT pe3oonuto: «CpoK KOHTpOJISI MPOIIUTh 10

», CTaBUT MOJIUCH, AaTy.

CpoKH HCTIOTHEHUSI CPOYHBIX U ONIEPATUBHBIX JOKYMEHTOB, KaK IPAaBUIIO, HE MPOJIEBAKOTCS.

Ecnu xoHTposib 32 paccMOTpeHHEM OOpallleHHs YCTaHOBJIEH BBIIIECTOSIIEH OpraHu3anuei, To
UCIIOJIHUTENb 0053aH COTNIacoBaTh C HEMl MPOAJICHUE CPOKA PACCMOTPEHHSI OOpaIeHHsL.

164. O6o Bcex ciy4yasXx M3MEHEHHS CpOKa MCIOJHEHHS JOKYMEHTOB HCIIOJHHUTEIb
CBOEBPEMEHHO HHMOPMHUPYET OTBETCTBEHHOIO 3a JEIIONMPOM3BOJACTBO JJIsi BHECEHUsS HM3MEHEHUH B
PETUCTPAIIIOHHO-YUETHYIO (OPMY, UCIIOJIB3YEMYIO 1711 KOHTPOJIS UCTIOJTHEHUSI.

165. JloxymeHT (mopydeHHE) CUHTAETCS MCIOJHEHHBIM, €CIM MPHUHATHl PEHIeHHUs 10
MIOCTABJICHHBIM BOIIPOCaM, MOJTOTOBIIEHBI COOTBETCTBYIOLIUE JOKYMEHTHI, HampaBlieHa CIpaBKa 00
UCTIOJJHEHUH B COOTBETCTBYIOIIME OpraHbl BJIACTH (OpraHu3alMyM) WM JaH OTBET IO CYILECTBY
3aMHTEPECOBAHHBIM JIMLAM.

IIpoMexyTOUHBIN OTBET, PaBHO KaK M 3alpoC IO HCIOJIHAEMOMY NOKYMEHTY WJIM YacTUYHOE
UCIIOJIHEHUE TIOPYYEHHS], HE SBIISIETCS OCHOBAHUEM JUIsl IPU3HAHUS JOKYMEHTA HCIIOJIHEHHBIM.

Perienne 06 UCHOTHEHNU TOKYMEHTa MPUHUMAET PYKOBOUTENb YUPEXKACHUS.

Ha ucnosHeHHOM JOOKYMEHTE MpOCTaBIISIETCS OTMETKA O HAINpaBICHMHM JOKYMEHTa B JIENO,
CBe/IeHUs 00 MCIIOJHEHNUU JOKYMEHTa BHOCSTCS B PETUCTPALIMIOHHO-YUETHYIO (POPMY, HCTIOTIB3YyEMYIO JUIS
KOHTPOJISI UCTIOJIHEHU .

JIOKyMEHTBI (IIOpY4YEHHUs1), HE CHAThIE C KOHTPOJSL, a TaKXke JIOKYMEHTHI (TOpY4eHHs), CPOK
WCIIOJIHEHUS KOTOPBIX HE MIPOJUIEH, CUNTAIOTCS HEMCIIOJIHEHHBIMHU.
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PGFI/ICTpaL[I/IH " OTIpaBKa UCXOJAINIUX JOKYMCHTOB

166. MHcxonsmme MOKYMEHTHI, 3aBU3HPOBAHHBIC BCEMH 3aWHTEPECOBAHHBIMU JIMLIAMH H
MOJIUCAHHBIE PYKOBOAMUTEIIEM WM HMHBIM  YIOJHOMOYEHHBIM UM JIHMIOM, PETHUCTPUPYIOTCS
OTBETCTBEHHBIM 32 JIEJIONPOU3BOICTBO.

167. Peructpaius MCXOASIIAX JTOKYMEHTOB OCYIICCTBIISICTCS B JCHb MOJANUCAHUS WIM Ha
CIIeqyroImui pabodnii IeHb, €CITH TOKYMEHTHI ObUTH MOANKMCAHBI B KOHIE pabodero JHS WK B Hepabouee
BpeM.

168. Ilepen peructparmield MCXOISIINX JOKYMEHTOB OTBETCTBEHHBIH 3a JEIOMPOU3BOICTBO
MPOBEPSIET TMPABUIBHOCTh O(OpMIICHHS JOKYMEHTOB (B TOM 4YHCJI€ HaJW4Yue TOJNKUCEH, BU3,
MPaBUJILHOCTh HAMKMCAHUS aIpecOB), a TaKKE YKA3aHHBIX B HUCXOJAIIUX JOKYMEHTAX MPHIOKEHUH,
COOTBETCTBHE KOJIMUECTBA HK3EMIUISIPOB KOJUYECTBY aJPECaTOB IO YKA3aTENI0 PACCHUIKH, HaTUYUE
OTMETKHU 00 UCTIOJTHUTEIE.

169. Jlara perucrpanid W PETUCTPANMOHHBIA HOMEp IMPOCTABIISAIOTCS HAa OTIPABISEMOM
JOKYMEHTE, a Tak)Ke€ Ha KONUU HCXOJIIEr0 JOKYMEHTa, OCTAIOMICHCS B JieJe, B COOTBETCTBUU C
HACTOSIIEH MHCTPYKIIHUEH.

170. MHcxonsammii JOKYMEHT, ITOJIMHUCAHHBIA PYKOBOJMUTEICM YUPESKICHUS, IEepeaaeTcs Ha
OTIPaBKY, KOTIHS JOKyMEHTa Ha OyMa)XHOM HOCHUTEJIC ¢ BU3aMH IOMEIIAETCS B JIEJIO B COOTBETCTBUH C
HOMEHKJIaTypOul JeII.

171. B 3aBHCHMOCTH OT COJIEPKAHUS U CPOYHOCTH IOKYMEHTHI, OTIIPABIISIEMbIE U3 YUPEKICHMUSI,
JOCTABJISIIOTCS  aJipecaTaM CpeACTBAMU TOYTOBOHM, (eIbAbeTepCKON CBSI3M, CIHEICBS3H, KypbepoM,
IKCIIPECC-TIOUTOM, a TaKXKe TMEepPEeAAroTCs MO KaHajiaMm JJIEKTPOCBs3HM ((hakcHMUIbHAsT CBS3b, Tenerpad,
TenedoH, JIEKTPOHHAS IM0YTa, CUCTEMa JIEKTPOHHOTO JIOKYMEHTO000pOTa).

172. JIoKyMeHTb, H€ UMEIIIHE aJPECHONW YacTH, TMPUHUMAIOTCS HA OTIPaBKy C
COMPOBOIUTENBHBIMHU MHUCbMAMHU.

173. HenpaBuiabHO 0QOpPMIICHHBIE TOKYMEHTHI M KOPPECIIOHICHIIUS HECITYKEOHOTO XapaKTepa
K OTIpaBKe HE MPUHUMAIOTCSI U BO3BPAIIAIOTCS UCIIOTHUTENIO.

174. ]JlokyMeHTHI, IOJJICKAIINE OTIIPaBKe, TOJDKHBI 00pabaThIBaThCs M OTIIPABIATHCS B ICHb UX
MOANKCAHUS U PErUCTPALIH UK HA CIEAYIOIIMA paboduii 1eHb.

175. Jlocbuika WM 3aMeHa paHee OTIPABIECHHOIO JOKYMEHTa OCYLIECTBIISIETCS MO YKa3aHUIO
JU1A, MOAMKUCABIIETO JOKYMEHT.

Peructpanius BHyTpeHHUX JOKYMEHTOB

176. CaemeHUs O PErHCTPUPYEMBIX MPUKA3aX, PACHOPSIKCHUSX BHOCITCS B PETUCTPAIMOHHO-
ydeTHbIe (POPMBI Ha OyMa)KHOM HOCHUTEIIE WJIH B AJIEKTPOHHOU (opMme.

177. TIONITUHHUKA  paCOPSAANTEIbHBIX aKTOB (IpUKa3oB) GOpPMUPYIOTCS B Jeia B
COOTBETCTBUU C HOMEHKJIATYPOU JIeTT YUPEIKICHHUS.

178. Kommum  mpuka3oB,  pacCHOPSDKEHHH  pacChUIAOTCS  WCIOJHUTENSIM WM HHBIM
3aWHTEPECOBAHHBIM JIMIIAM B 3JICKTPOHHOW (opMe WM Ha OyMa)KHOM HOCHTEIE B COOTBETCTBUHU C
yKa3aTeJleM PacChLIKU.

179. IIpotokounbl 3acedaHuii, COBEIIaHH, MPOBOJUMBIX KOJIJIETHATbHBIMU (COBEIIATEIHHBIMU)
OpraHaMH, KOMHCCHUSMU WIU B CTPYKTYPHBIX TOJpa3feNieHUsX YUPESKICHHS, PETUCTPUPYIOTCS B
MOAPA3JEIICHUsAX, OTBETCTBEHHBIX 3a OpPraHU3alMi0 M MpoBeAeHHe Meponpusitui. Komum Takux
MIPOTOKOJIOB TOTOBATCS K PACCHUIKE M PACCHUIAIOTCS CTPYKTYPHBIM MOJpa3/ieieHHeM, OTBETCTBEHHBIM 32
OpraHMU3aINIO U MIPOBEICHUE MEPOTIPUSATHS.

V. D®opMHpPOBaHHE JOKYMEHTAJIBHOI0 (DOHIA YUPEKACHUA

CocraBieHue HOMCHKIJIATYpPbI OCJI



43

180. B memsix XpaHeHHs, TOWICKAa U HMCIOJIb30BAaHUS JOKYMEHTHI Ha OyMa)XHOM HOCHTEJIE WU
ANIEKTPOHHBIC JOKYMEHTHI (DOPMHUPYIOTCS B JIeJIa B COOTBETCTBUU C HOMEHKIIATYPOU Jell.

Homenknatypa aen 3akperisier kiaccuukanuio (IpynnupoOBKY) HCIIOJIHEHHBIX JIOKyMEHTOB B
Jena, CUCTEeMATH3aIlui0 W HMHJIEKCAIUIO JIed, CPOKM HMX XPaHEHUS W SIBISICTCS OCHOBHBIM YYETHBIM
JOKYMEHTOM.

Howmenkiarypa gen siBIsieTcsi OCHOBOM ISl COCTABJIEHUS OMMCEN JEJ MOCTOSIHHOTO, BPEMEHHOTO
(cBermie 10 7€T) CPOKOB XpaHEHUS W IO JIMYHOMY COCTaBY, aKTOB O BBIJICJICHHH K YHHYTOKCHHIO
JOKYMEHTOB C HCTEKIIUMH CpPOKAMH XpaHEHHWs, a TakkKe IS ydeTra Jed BpeMeHHbIX (mo 10 mer
BKJIFOUUTEIIBHO) CPOKOB XPAHCHUSI.

Homenknarypa nen ydpexaeHusi COCTaBIIICTCS HAa OCHOBE HM3YUEHHS COCTaBa U COJACPKAHUS
JOKYMEHTOB, OOpa3yIOMIMXCS B JIEATSIBHOCTH YUPEKIACHHS, BKIIOYAs JTOKYMEHTHI, MMOCTYHAIONINE W3
APYTUX OpraHU3aLUN.

B HOMeHKIIATypy J1en BKIFOYAIOTCS BCE JOKYMEHTBI, OTPa)KaroIIue ACSITeIbHOCTDh YUPEKICHUS,
€ro CTPYKTYPHBIX TOJpa3ciieHUui, TOCTOSHHO WM BPEMEHHO JCHCTBYIOIIUX OPTraHOB (KOMUCCHIA,
COBETOB), B TOM YHCJIC JIOKYMEHTHI OTPAHHUYEHHOTO JOCTYIA, PETUCTPAIIMOHHBIC U YICTHBIC XKypHAIBI U
KapTOTEKH, B HEOOXOIUMBIX CITydasix — KOITUU JJOKYMCHTOB.

JIOKYMEHTBI, CO3JIaHHBIC B JICKTPOHHON (hopMe, BKITFOYAIOTCS B HOMEHKJIATYPY JCN 10 TEeM JKe
MIPaBUJIaM, YTO M JIOKYMEHTHI Ha OYMa)KHOM HOCHTEJIE.

Komuu oKyMEeHTOB BKJIFOUAIOTCS B HOMEHKIIATYPY JIEJ, €CJIA KOTHS — SMHCTBCHHBIN SK3eMILIAP
JOKYMEHTa B YYPEKICHHH, a TaKXKe, €CIM KOIMUU HEOOXOIUMBI JIIi OpraHU3aIlluu JCSITeIbHOCTH
MoApa3IesIeHusI.

He BKITIOYAIOTCS B HOMEHKIIATYPY JIST IEPHOINICCKIE H3TaHUs, KHUTH, OPOIITIOPEI.

181. Howmenknartypa Aen YYpexICHHUS COCTABJISETCS OTBETCTBEHHBIM 3a JEJIOMPOU3BOJICTBO TIO
dopme, yctaHoBieHHOH [IpaBunamu XpaHeHUs, KOMIUIEKTOBAHMS, y4€Ta U HUCIIOJIb30BAHUS TOKYMEHTOB
ApxuBHoro ¢onma Poccuiickoit ®enepanuui W JIpyrux apXUBHBIX JOKYMEHTOB B OpraHax
roCy/lapCTBEHHOW BIIACTH, OpraHax MECTHOTO CaMOYIIPABJICHUS, OpPraHU3alusiX, YTBEP)KIECHHBIMU
npuka3zomM MunucrepcTBa KyabTypbl Poccuiickoit @eneparuu ot 31mas 2015 r. Ne 526.

Homenknatypa gen cocTaBiseTcs B IMOCJIEIHEM KBapTaje TEKYIIEro roja Ha MpeACTOSIIHMA
KaJICHJAapHBIN TO/I.

182. Howmenknarypa Jen y4pexaeHus MOIMHCHIBAETCS OTBETCTBEHHBIM 3a JEJIONPOU3BOICTRO,
BU3UPYETCS JIULIOM, OTBETCTBEHHBIM 32 apXUB, COTJIACOBBIBAETCS C AKCHEPTHON KOMHUCCUEH YUpexACHUS
U OJMH pa3 B 5 JIeT MpeICTaBiIseTCs HA COTJIACOBAaHHE COOTBETCTBYIOIIECH HSKCIIEPTHO-TIPOBEPOUHOMN
KOMHCCHUUYIIOJITHOMOYEHHOTO OpraHa HCHOJHHUTeIbHOW Biactd Camapckoil oOmactu B 06nacTu
apxuBHOTO fAena (manee — OIIK apxuBHOro ydpexaeHHs) WK TOCYJapCTBEHHOTO (MYHHIIMIIAJIBHOTO)
apxuBa.

Homenknarypa gen, cornmacoBanHas OIIK apxuBHOro yupeXIeHUS WIM TOCYAapCTBEHHBIM
(MyHUIIMTIAIBHBIM) aPXUBOM B COOTBETCTBUU C MPEJOCTABICHHBIMU €My MOJTHOMOYHSIMH, YTBEPKIAACTCS
PYKOBOJIUTENIEM YUPEKICHHS M BBOJUTCS B AeHiCTBUE C 1-TO SIHBAaps MPECTOAIIETO KAJICHJAPHOTO Toa.

[lepBBIif 3K3eMIUISp YTBEPKIACHHOW HOMEHKJIATYpHI €N SBISETCS IOKYMEHTOM MOCTOSHHOIO
XpaHEHUs] M BKIIOYAETCSI B HOMEHKIATypy Jell, BTOPOW — HCIOJb3yeTCd OTBETCTBEHHBIM 3a
JIETOTIPOU3BOJICTBO B KauecTBE pabodero SK3eMIUisipa, TPETHil — MepeAaeTcs B apXuB YUPEKIEHUS B
KauecTBE YYETHOTO JOKYMEHTA, DJIEKTPOHHAsI KOIMHWS HOMEHKIIATYphl JeNl YUPEKIEHUs, YTBEPKICHHOU
PYKOBOJIUTENIEM YYpEXKACHHUS, TepeaaeTcs B TOCYAapCTBEHHBIN (MYHHIIMITATBHBIN) apXUB, HUCTOUHUKOM
KOMILJIEKTOBaHHSI KOTOPOTO SIBJISIETCS YUPEKICHUE.

B cTpykTypHbIe opa3aeneHus yUpeKIeHIs] HOMEHKIIATypa Jie] pacChlIaeTCsl OTBETCTBEHHBIM 32
JIeIOTIPOU3BOICTBO B BH/JIE KOTIHI Ha OYMakHOM HOCHUTEJIE WU B DIIEKTPOHHOU (popme.

183. Howmenknarypa aen ydpekIeHHUs CTPOUTCS MO (YHKIIMOHATBHOW cxeMe (Ha3BaHUSIMU
pa3zies0B HOMEHKJIATYPBI JIeJT SIBJISIFOTCS HAIPABJICHUS IEATSILHOCTH YUPSIKICHHUS).

Bce 3aronoBku Jen, BKIIOYEHHBIE B HOMEHKIATYPY Jel, WHAEKCUpyrorcs. WHaekc nema
yKka3biBaeTcsi B rpade 1 HOMEHKIATYyphl A€l W COCTOMT W3 HWHJEKCAa HAIPaBJICHUS NEATEIbHOCTH
YUPEKICHHS M MOPSAKOBOTO HOMEpa Jiefia B pasjielie HOMEHKIATyphl aei. MHAeKCh 1en 0003HavarTes
apabckumu udpamu. Hanpumep: 01-05, rae:
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01 — ko1 HampaBJIEHUS IEATETBHOCTH YUPEKACHUS,

05 — nopsAKOBBIN HOMED JieNia B pa3zesiec HOMEHKIIATYPHI Jell.

Jlena mo Bompocam, HEpa3pelIeHHBIM B TEYEHHE OJIHOTO TOJa, SBISIOTCS «IEPEeXOSIIUMU» U
BHOCSTCS B HOMEHKJIATYpy JIeJI CJIEYIOUIET0 rojia ¢ TeM K€ MHJIEKCOM. PeKOMEHIyeTcs COXpaHSTh B
HOMEHKJIAType JIeJI OJAMHAKOBBIC HHJIEKCHI JJIS1 OJJHOPOIHBIX JIe)I, BKIFOUEHHBIX B Pa3HbIE pa3/Ieibl.

Ecim B TewyeHme roma B JICATENBHOCTH YUPEKACHUS OOpa3ylOTCs JOKYMEHTBHI, HeE
MPEeIyCMOTPEHHbIE HOMEHKJIATYpOH [eJl, 3arojOBKH HOBBIX J€7 JOIMOJHUTEIHHO BKIIOYAIOTCS B
HOMEHKJATypy Jel. B  kakmom pasgene HOMEHKIATYpHl JAed Ui BHOBb  3aBOAMMBIX  JIEN
IpeIyCMaTPUBAIOTCS pe3epBHBIE HOMEpA.

184. 3aromnoBok nena (rpada 2 HOMEHKIATYPHI JIe)) AOJDKEH B 0000IEHHON GopMe oTpakaTh
OCHOBHOE COJIEpKaHHE M COCTaB JIOKyMEHTOB jena. He mormyckaercst yrmoTpeOiieHHe B 3arojiOBKe Jiena
HEKOHKPETHBIX (hOPMYITHPOBOK («pa3Hble MaTEPHANIbI», «O0IIas MepenrcKa»), a TakKe BBOJHBIX CIIOB U
CIIO)KHBIX CHHTaKCHUYECKHUX O00OpOTOB. 3arojIOBKH JeJl MOTYT YTOYHSATHCS B TEUCHHE ToJia B IPOIECCe
¢dbopmupoBanust U 0pOpMIIEHUS JIEI.

3arooBOK  Jiena  JIOJDKEH COCTOSATh W3 DJIEMEHTOB, pAacHojlaraeMbIX B CIETYIOIICH
MOCIIEIOBATEILHOCTH

a) Ha3BaHMeE BUA Jena (TMepenucka, )KypHa, Je70) WK BHa JOKYMEHTOB, BKIIIOYEHHBIX B /IO
(IpOTOKOIBI, MPUKA3bl);

0) HauMEHOBaHHUE YYPEXKIEHHsI, CTPYKTYPHOTO TOAPA3CICHHS, IOCTOSHHO IEHCTBYIOMIETO WIIH
BPEMEHHOTO OpraHa, JOJKHOCTHOTO JIUI[A, CO3JaBIINUX TOKYMEHT(bI);

B) HAaMMEHOBAaHNE KOPPECTIOHICHTA (OpraHU3aIlHy, JIUIA, KOTOPOMY aJIpeCOBaHBI MIIK OT KOTOPOTO
MOJIy4€HBl IOKYMEHTHI);

I') KpaTKOe COZep)KaHue JOKYMEHTOB JIENa;

1) Ha3BaHUE MECTHOCTH (TEPPUTOPHH ), C KOTOPOH CBS3aHO COJCP)KaHHUE IOKYMEHTOB JIETIa;

) mara (1mepuo), K KOTOPbIM OTHOCSTCS IOKYMEHTHI JIeNia;

) yKa3aHHME Ha KONIMHHOCTh JOKYMEHTOB Jeja.

Ilopsinok pacroyiosKeHUs! 3aroJIOBKOB JIeJI BHYTPH pa3fielIoB HOMEHKIIATYpbI /I OIpenesnseTcs
CTEINEHbI0 BA)KHOCTU JTOKYMEHTOB, BKJIIOUYEHHBIX B JI€Ta.

B nHawanme pasmena pacmnosiararoTcsl  3aroJIOBKM  JIeN,  COJEPXKALIUX  yYPEOUTEIbHBIE,
OpraHU3allMOHHO-IIPABOBBIE U PACHOPSAUTENBHBIE JIOKYMEHTBI, 3aT€M 3arojIOBKH [eJl, COJeprKallux
IUTAHOBBIE, OTYETHbIE, WH(OPMALMOHHO-AaHAJUTUYECKUE JOKYMEHTBI, JOKYMEHTBI, OTpaKarolue
JEATeNbHOCTh CTPYKTYPHOTO NOJpa3JeNieHHs], MEepPeNnucKy, B KOHIE pa3jliesla — PEerucTpallioHHbIE U
YUYETHBIE JKypHaJIbl, KAPTOTEKH, Oa3bl TaHHBIX.

3arojIoBKM JieJ, COCTaBJIEHHBIX I10 KOPPECHOHAEHTCKOMY WU reorpaguueckoMy IpHU3HaKaM,
BHOCSTCS B HOMEHKJIATYypY /1€ 110 ali(haBUTy KOPPECIIOHACHTOB UM IeorpapuuecKiux Ha3BaHHUM.

B 3aronoBkax jen, cojep)KallMxX JOKYMEHTBI 10 OJHOMY BOIPOCY, HO HE CBSI3aHHBIX
MIOCJIEI0BATEIbHOCTBIO PELIEHUsI BOIPOCA, B KAUeCTBE BU/A JIefla YIIOTPeOseTcs TEPMUH «JJOKYMEHTBI»,
a B KOHIIE 3aroJIOBKa B CKOOKaxX yKa3bIBalOTCSl Ha3BaHUS BUAOB JOKYMEHTOB, HauOOJee MPeICTaBICHHbBIX
B JIeJe:

«JIOKYMEHTBI O POBEJICHUH COBELIAaHUN U CEMUHAPOB (IIPOTrPaMMBbl, CIIMCKH, JOKIA]IbI)».

TepMUH «JOKYMEHTBI» TNPUMEHSETCS TakkKe B 3arojioBKax JIeNl, COAEpKaIllMX JOKYMEHTHI-
MPUIIOKEHHS K KAKOMY-JINOO JOKYMEHTY (BHJIbl JOKYMEHTOB-TIPUIIOKEHUI HE epeunCIIsioTcs):

«JIOKyMEeHTBl K MpPOTOKOJAaM 3acelaHuil KOMHUCCHM II0 YPEryJIUPOBAaHUIO CIIOPOB MEXIY
y4aCTHHKaMHU 00pa30oBaTeNbHbIX OTHOILIEHUI;

«ITpoTOKOJIBI COBEIIAHUI TPH PYKOBOAUTEINE M TIOKYMEHTBI K HUM.

B 3aronoBkax jaen, npexHa3Hau€HHBIX JUIS FPYNIHUPOBKH OJHOTHUITHBIX JOKYMEHTOB, 3Ta IpyIa
JOKYMEHTOB YKa3bIBa€TCsl BO MHOKECTBEHHOM YHCJIE:

«ITpoToKOJIBI 3aceIaHNi aIMUHUCTPALIMY.

B 3arosioBkax jaen, coiepiKaliux NEepenucKy, yYKa3blBaeTCs, ¢ KeM U MO KaKOMy BOIIPOCY OHa
BEJIETCS:

«[lepenucka c 06pa3oBaTeIbHBIMU YUPEXKICHUSIMHU O MOBBIIIEHUN KBATU(DUKAUU paOOTHUKOBY.



45

B 3aronoBkax zein, coaepkalmx NepenrcKy ¢ OJHOPOTHBIMU KOPPECTIOHICHTAMH, MOCTIEIHUE He
Ha3bIBAIOTCS, 4 YKA3bIBACTCS X BHJIOBOE Ha3BaHHE:

«[lepenmucka C opraHamMM MECTHOTO CaMOYIpPAaBICHHS O 3aKJIIOYEHUH ¢ HCIOJIHEHUH
MYHUITUTATBHBIX KOHTPAKTOBY.

B 3aronoBkax aei, coAepKalnx MepernucKy ¢ pa3HOPOTHBIMU KOPPECIIOHICHTaMH, TIOCIICHUE HE
MEPEUHCIISIOTCS:

«[lepenucka 0 3aKIIOYEHUH M UCTIOJTHEHUH FOCYIapCTBEHHBIX KOHTPAKTOB.

B 3aronoBke nena yka3pIBaeTCsi KOHKPETHBIM KOPPECTIOH/ICHT, €CIIN MEPENnCcKa BEJETCS TOJIBKO C
HUM:

«[lepenrcka ¢ OOO «I'opcBsA3b» O MPENOCTABIEHUH YCIIYT CBSI3U».

[Tpu 0603HaYEeHNH B 3aroJIOBKax e aJIMAHUCTPATHBHO-TEPPUTOPHAIBHBIX €IUHHI] YIUTHIBACTCS
clenymolee:

€CITH COJIepKaHne Jela KacaeTCsl HECKOIBKIX OTHOPOIHBIX aMHUHUCTPATHBHO-TEPPUTOPHUATEHBIX
€IMHUII, B 3ar0JIOBKE JIeJla He YKa3bIBAIOTCS X KOHKPETHBIC HA3BaHUS, a YKa3bIBaeTCsl MX 00IIIee BHI0BOE
Ha3BaHUE:

«[lepenucka ¢ yapexaeHUSIMHI KYTbTYpPbI»,

€CITM COJepKaHWe Jefla KacaeTcss OJHOM aaMHHHCTPATUBHO-TEPPUTOPHATBHON  €ITUHHIIBI
(HaceneHHOrO MyHKTA), ee (ero) Ha3BaHUeE YKa3bIBaeTCs B 3aroJIOBKE JieNa:

«[lepenucka ¢ Gunuanom PoHJla cOLUATBHOTO cTpaxoBaHUsIB CaMapcKoil 061acT».

B 3arosoBkax gen, coaepiKaniux IIaHOBYIO WM OTYETHYIO JOKYMEHTAIHIO, YKA3bIBACTCS IEPUO/T
(Mecsii, KBapTal, roJ) Ha (3a) KOTOPbII COCTaBJIEHbI MIaHbI (OTYETHI):

«OTYeTHI CTPYKTYPHBIX TIOapasaeneHuii 3a 2019 rom»;

«CTaTUCTUYECKUNA OTYET O YHMCICHHOCTH, COCTaBe M JBIKEeHHMH KaapoB 3a 2019 rox (Pp. Ne27-
TOMI)».

[Ipu popMupoBaHur nena W3 HECKOJIBLKMX TOMOB (YacTeil), KpomMe OOIIero 3arojioBKa Jeia mpu
HEOOXOJIMMOCTH COCTAaBJISIIOTCS 3arojOBKM KaXXKJIOTO ToMa (4acTd), YTOYHSIOUIME COJAEpKaHHE TOMOB
(dacreii) nena.

3aroyIoBKU JIeJ1 MOTYT YTOUYHSTHCS B Mpoiiecce popmupoBaHust U 0(OpMIICHHUS JIE.

185. Ipada 3 «KommuecTtBo paen» 3amoyiHAETCS MO OKOHYaHMM KaneHaapHoro roga. Ilo
JOCTHKEHHUH JIeJIOM, BKJIIOYAIOUIUM JOKYMEHTBl BpeMeHHBIX (CBbimie 10 JIeT) U MOCTOSHHOTO CPOKOB
XpaHeHusi, obbema B 250 JMCTOB, TOM 3aKpbIBaeTCS W OTKpbIBaeTCs HOBBIM TOM. B rpade 3
HOMEHKJIATYpbl JIeJl IOCJIEI0BAaTEeIbHO YKAa3bIBAIOTCS HOMEpa TOMOB M KpallHUE JaThl JOKYMEHTOB
Ka)KJI0TO TOMa:

T. 1. 11.01.2017 -
30.06.2017

186. B rpade 4 «Cpox xpaneHust 1 Ne cTaTbU I10 MEPEUHIO» YKa3bIBAIOTCS CPOKU XPaHEHUs Jei
U HOMEpa CTaTeil MO THUIIOBOMY WJIM BEIOMCTBEHHOMY IIEPEYHIO JIOKYMEHTOB C yKa3aHHEM CpPOKOB
XpaHeHus, GpereparbHOMY 3aKOHY WJIM THOMY HOPMAaTUBHOMY ITPAaBOBOMY aKTY.

187. B rpade 5 «IIpumeuanue» NnpocTaBIsIOTCS OTMETKH O 3aBeACHUU el («3aBeeHO»), O
nepexoadnux aenax (Hampumep, «Ilepexoxasmiee ¢ 2016 roga»), o BbIAEICHUN A€ K YHUYTOXKEHHUIO, O
JMIaX, OTBETCTBEHHBIX 3a (OpMHUpOBaHME €], O Iepegaye JAed B JAPYryl0 OpraHu3aluio Julsd
MPOJIOJKEHHSL.

188. Ilo 3aBepuieHMH JAEJIONMPOU3BOJCTBEHHOTO ToJa B KOHILE HOMEHKJIATYpbl Jel B
YUpexIeHUH 0QOPMIIIETCS] UTOTOBas 3alUCh, B KOTOPYIO BHOCSTCS CBEJICHUS O KOJMYECTBE 3aBEIEHHBIX
nen (TOMOB, 4YacTei), OTAENbHO IMOCTOSHHOIO M BPEMEHHBIX CPOKOB XpaHEHHUS, BPEMEHHBIX CPOKOB
xpaHeHus: ¢ otmeTkor «IIK» u nepexosmux. Mtorosas 3anuch JONOTHAETCS JaHHBIMU O KOJIMYECTBE
AJIEKTPOHHBIX JIEJT COOTBETCTBYIOIIMX CPOKOB XpaHEHHUS.
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Ceenenus, coaeprKallecss B UTOTOBOM 3allMCH HOMEHKJIATYphl JIe YUPEKJEHUs, MEepelaloTcs B
apXUB YYPEKJEHHUs, O YEM B HOMEHKIIAType el IPOCTABIIACTCS OTMETKA C YKAa3aHUEM JIOJDKHOCTH U
IIOJIIMCH JIMLIA, TIEPEJABIIEIO CBEICHHUS.

189. Jlena co aHs uX 3aBeleHHs 10 TEpPEeNavyd B apXUB YUPEKACHUS WIIH /IO BBIACICHHS UX K
YHUYTOXESHHIO M0 UCTEUCHUH CPOKA XPAHEHHs XPAHSITCS 110 MECTY UX (POPMHUPOBAHUSI.

Jleno cumraercs 3aBeICHHBIM C MOMEHTA BKJIFOYEHMS B HETO IIEPBOT0 UCIIOJIHEHHOIO JIOKYMEHTA.

dopmMHpoOBaHUE JEI

190. TIIpm cdopmupoBanum aena Ha OyMa)KHOM HOCHTENE JIOJDKHBI COOJIOAATHCS CIETyIOLINe
oO1ue mpaBuia;

B JIEJIO TOMEMIAIOTCS HMCIOJHEHHBIE JOKYMEHTBHI, COOTBETCTBYIOIIHME IO CBOEMY COJEPKAHUIO
3aroJIOBKY JieJia 10 HOMEHKJIAType JIe;

MIPUIIOKEHUSI TIOMEIAIOTCS BMECTE C OCHOBHBIMU JJOKYMEHTaMU;

B JIEJI0O BKJIIOYAIOTCS JIOKYMEHTHI OJIHOTO KaJICHIapHOTO/ y4eOHOTO Toja, 3a HCKIOYECHUEM
MEePEXOIATUX JIET;

TPYNIIUPOBATH B JIEJO JOKYMEHTHI y4eOHOTO T0/1a, 32 UCKIIFOUCHUEM MEePEXOIANINX eI

JOKYMEHTBI IIOCTOSTHHOTO ¥ BPEMEHHBIX CPOKOB XpaHCHHSI TPYIITUPYIOTCS B JIeNia pa3aeiibHO;

B JIEJIO BKJTIOUYAETCS IO OJTHOMY AK3EMIUISIPY KaKI0TO TIOKYMEHTA;

(hakcorpamMebl, TelerpaMmbl, TeaehOHOrpaMMBbI MMOMEIIAIOTCS B JieJia C MEPENUCcKO Ha OOIIuX
OCHOBaHUSIX;

B JIEJI0 MTOMEMIAIOTCS JOKYMEHTHI MPABUIBHO M MOJHOCTHIO OPOpPMIICHHBIE (TOKYMEHTHI JOJKHBI
UMETh JatTy, MOAMKCH U APYrue He0OXO0AUMbIE PEKBU3UTHI);

B JIJI0O HE BKIIIOYAIOTCS JOKYMEHTHI, MOJIeKalie BO3BPaTy, JIMITHUE SK3EMIUIAPHl U YEPHOBUKH
(3a UCKITFOYEHHEM 0CO00 IICHHBIX);

o 00beMy Je10, BKIII0Yarollee JOKYMEHThl Ha OyMa)KHOM HOCHUTENIE, HE JIOJIKHO MpeBbIaTh 250
JIUCTOB, MPHU TOJIIMHE HE Oosee 4 cM (TOMMMHA ACN CO CpOKaMu XpaHeHus n0 10 JeT He JomKHA
npesbimath 10 cm). [Ipu npeBbieHNU JaHHOTO 00BeMa 3aBOAUTCS BTOPOM ToM. Ilpu Hammumu B 1ene
HECKOJIbKUX TOMOB (4acTeil) MHJIEKC U 3ar0JI0BOK JIeJia MPOCTABIIAIOTCA HAa KaXK/IOM TOME C J100aBlIeHuEM
o0o3nauenuii: «T. 1», «T. 2».

JIoKyMeHThl BHYTPU J€Jla pacHoJiaraloTcsi CHHU3Y BBEPX B XPOHOJIOTUYECKOW, BOMPOCHO-
JIOTUYECKOM MOCIIeIOBATEILHOCTH WIIM UX COUETaHUU.

PacniopsiniuTenbHble JOKYMEHTBI TPYIITUPYIOTCS B Jie1a MO BUAaM U XPOHOJIOTHH C OTHOCSIIIUMHUCS
K HUM MNPWIOKEHUSIMHU. JIOKYMEHTBl — OCHOBAaHHUSI K PaCHOPSAUTEIbHBIM JIOKYMEHTaM BKIIIOYAIOTCS B
OTJIebHOE JETIO0.

[IpoTokoJibI B J1eie pacnojiaratoTcs B XpOHOJIOTHYECKOM MOPSJIKE U TI0 HOMEpaM.

JIoKyMeHTBI K 3aceIlaHusAM (COBELIAHUSIM) FPYIIHUPYIOTCS B OTAEIBHOE AEJ0, KaK M MPUIOKECHUS
K IPOTOKOJIaM, €CIIM OHH COJIepKaT Oosiee 25 CTpaHul.

JIOKyMEHTBI K MPOTOKOJIaM, €CJIM OHU CTPYIIUPOBAHbI B OTACIbHBIC JIela, CUCTEMAaTU3UPYIOTCS
BHYTPH JieJia 10 MOPSJIKY HOMEPOB MTPOTOKOJIOB.

JlokanbHbIE HOPMATHBHBIE aKThI, YTBEPKJACHHBIE PACIOPSIUTEILHBIMU JOKYMEHTAMU, SBISIOTCS
MPUJIOKEHUSMU K HUM U TPYINITUPYIOTCS BMECTE C YKa3aHHBIMH JTOKYMEHTaMHU.

[Ipuka3bl O OCHOBHOUM JEATENBHOCTH TPYNIUPYIOTCS OTIEIHHO OT MPHUKA30B MO IJHUYHOMY
COCTaBY M MPHUKA30B MO JABIKEHUIO 00YyJaIOIUXCS.

[Tpuka3bl o TMYHOMY COCTaBY (POPMUPYIOTCS B JeTia B COOTBETCTBHH CO CPOKAMU XPAHEHUS.

JIOKyMEHTBI B TUYHBIX JieflaX pacloaraTcs 1o Mepe UX MOCTYIUICHUSI.

[Tepenucka rpynmnupyercs B Jeia M0 TeMaTUKe W/WIH KOPPECHIOHIEHTaM U CUCTEMaTU3UPYeTCs B
XPOHOJIOTUYECKOW TOCIENOBATEIFHOCTUA: JTOKYMEHT-OTBET TIOMEIAeTcsl 3a JOKYMEHTOM-TPOChOOi
(3ampocom). [Ipu BO30OHOBIEHUH TIEPETIUCKU 110 OTIPEEIIEHHOMY BOIMPOCY, HAUaBIIEHCS B MPEIbIIyIEM
roJly, JOKYMEHTBI BKJIFOUAIOTCS B JIEJIO TEKYIIETo rojia ¢ yKa3aHHeM MHJIEKCa Jelia MPe bl IyIero rojia.

191. nsa obGecriedyeHus COXpaHHOCTH, y4eTa JOKYMEHTOB U JIell U OPraHU3aliy IOCTyMa K HUM
MIPOBOJIUTCSI KOMILIIEKC PadoT:
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CO3/1aHNE ONTUMAIIBHBIX YCIIOBUI XpaHEHUs JOKYMEHTOB U JIET;

pa3MeleHue Je;

MIPOBEPKA HAUYHS U COCTOSHUS IOKYMEHTOB U JIEIT;

coOroIcHHE TOPSIKA BBIAAYHN JCTT.

192. lena pa3memaioT B pabounMx KOMHATaX WJIM CHEHHUATBHO OTBEICHHBIX JUIS STOW ILIEJH
MOMEUICHUAX B IKadax, Ha CcTeJUIakaX, 4TOObI 00ECTIEYUTh UX COXPAHHOCTh M 3aIIUTY OT BO3/ACHCTBHSA
BpEIHBIX (paKTOPOB.

Jena s ux ydera M OBICTPOrO TMOMCKA JOJDKHBI PACIIONIAraThCsl BEPTHUKAIBHO, KOPEIIKAMHU
HapyXXy U B COOTBETCTBHH C HOMEHKIATypoi aein. Ha xopemkax 00105keK el yKa3bIBalOTCS HHICKCHI 10
HOMEHKJIAType /e, IpH HeoOX0AMMOCTH HOMEp TOMa Jefia, JaTy aena. HoMeHkatypa /el Win BhIIHCKa
13 Hee MOMEIAeTcsl Ha BHYTPEeHHEH cTopoHe mKada.

193. TIpoBepku HaTU4YMS U COCTOSTHHSI IOKYMEHTOB H JIeJT B IIEJISIX YCTAaHOBIEHHS (PAaKTHIECKOTO
HAJIWYHS JIeJT JTOJDKHBI TIPOBOJAUTHCS OTBETCTBEHHBIM 3 JETIOMPOU3BOICTBO B CIIyJasx:

nepes nepeaadeii JTOKyMEHTOB B apXHB YUPESKICHHUS;

MIpH TIEpEMEIEHUH JIETT;

MIPH CMEHE PYKOBOIUTENS YIPESIKICHNUS

P PEOPraHU3alN ¥ JTUKBUIAIUHN YUPEKACHUS WIN CTPYKTYPHOTO TTOIPA3/ICICHUSI.

[TpoBepka HamM4Ms MPOBOAUTCS IyTEM CBEPKU CTaTeld HOMEHKJIATYPHI JIe C OTHMCAaHUEeM Jell Ha
000kKe, a (U3NYECKOE COCTOSIHHE JIeN OTpeNeNseTcss IMyTeM WX BU3YaJbHOTO TpocMoTpa. Bce
oOHapyXeHHbIE HEJOCTATKH JIOJDKHBI (PUKCHPOBATHCS B aKTE MPOBEPKU HAJTMYHUS M COCTOSTHUS JICI.

194. Jlema, oOpa3oBaBiIHecs B JACATCIBHOCTH OpTraHM3AMH W TOJUICKAIIHE XpaHCHHUIO,
MPOXOAAT TOJHOE WM YacTHuHoe odopmieHue. [loaHOMYy 0QOpMIICHHIO MOAJIEKAT Jieia BPEeMEHHBIX
(cBprme 10 ;eT) CpoKOB XpaHEHHUs M TMOCTOSIHHOTO XpaHeHus. Jlema BpemeHHbIx (10 10 mer) cpokos
XpaHEHUs MOJIIeKaT YaCTUYHOMY 0(OPMIICHHIO.

Odopmienue e npoBOIUTCS 10 MeCTY GOPMUPOBAHUS JOKYMEHTOB B Jiena.

195. TlomHoe odopmiieHre aemna Ha OyMa)KHOM HOCUTEJIE BKITIOUAET:

ohopMIIeHHE PEKBU3UTOB 00JIOKKH Jiena 1Mo (popme;

HyMEpaIuIo JHCTOB B JIEJiE;

COCTaBJICHUE JINCTA-3aBEPUTENS JeTa;

COCTaBJIEHUE B HEOOXOIMMBIX CIIydasiX BHYTPEHHEH OMUCH TOKYMEHTOB JIefa;

MOAIIUBKY U MEpEIuieT Aena;

BHECEHHWE HEOOXOJUMBIX YTOYHEHHUNW B PEKBU3UTHI OOJOXKKM Jena (YyTOYHEHHE Ha3BaHUS
yUpexxJIeHus, MHAEKca Jiesia, KpailHUX Jat Jefia, 3arojoBKa Jesa).

Jluct-3aBeputensb Jena, BHYTPEHHSSI OUCH TOKYMEHTOB Jiesia M 00JIOKKA JieJia COCTaBISIOTCS 10
dbopmam, ycraHoBieHHbIM [IpaBuiamMu XpaHeHHMs, KOMIUIEKTOBAaHHUS, YdeTa U HUCIHOJIb30BaHUS
nokyMeHTOoB ApxuBHOro ¢onna Poccuiickoit @enepaunu U ApYyrux apXUBHBIX JOKYMEHTOB B OpraHax
rOCy/IlapCTBEHHOW BIIACTH, OpraHax MECTHOTO CaMOYIIPAaBJICHUS, OPraHU3alUAX, YTBEP>KICHHBIMU
npuka3zoM MunucrepctBa KyabTypbl Poccuiickoit @enepaunu ot 31.03.2015 Ne 526.

196. Jlema BpemenHblx (0 10 JeT BKIIOUMTEIBLHO) CPOKOB XpaHEHUs, I10JIC)KAIINUE
4acTUYHOMY O(OPMIIEHUIO, [IOMYCKaeTCsl XpaHUTh B TManKaX, B KOTOPBIX Jella XPaHWIUCh B
JIeTIOTIPOU3BO/ICTBE, IE€pPECUCTEMATH3alMsl JOKYMEHTOB B Jiele HE IMPOBOAMTCS, JIUCTHI Jeia He
HYMEPYIOTCsI, JIMCThI-3aBEpUTENH Jena He cocTaBisitorcs. Ha oO0noxkke nena B COOTBETCTBUU C
HOMEHKJIATYpOH  JIeNn  YUPeXKICHHs  3aloJHSIOTCS  PEKBU3UTHI: HAaWMEHOBAHHE  YUPEKICHHUS,
HalMEHOBaHHE CTPYKTYpHOTO TOJApa3eieHus, HWHIECKC Jena, 3aroJioBOK Jejla, CPOK XpaHEHUs
JOKYMEHTOB.

197. Ha oGnoxke aen BpeMeHHbIX (cBbilIe 10 J€T) CPOKOB XpaHEHUS U 10 JIUYHOMY COCTaBy
yKa3bIBAIOTCS:

HAaUMEHOBAHHWE BBIIIECTOSIICH OpraHu3aluu (OpraHu3aluu-yudpeauTens); HauMEHOBAaHUE
YUpEXICHUS,

HaMEHOBaHHE CTPYKTYPHOTO MOApa3ieIeHHUs;

MHJIEKC JieJia 10 HOMEHKIIaType /e,

HOMEp Toma (4acTu);
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3aroJIOBOK jeiia (ToMa, YacTH);

KpaiiHHe J1aThl ena (ToMa, YacTH);

KOJIMYECTBO JIUCTOB B JICIIC;

CPOK XpaHEHUs JIeTa;

apXWBHBIN mHUdp Aena.

Ha o0noxkax gen TOCTOSHHOTO XpaHEHWs HaJ HAWNMCHOBAHHEM YUPESKICHUS YKA3bIBACTCS
HaUMEHOBAHHE TOCYIaPCTBEHHOTO (MYHUIIUIIAIBHOTO) apXHBa, HCTOYHUKOM KOMIUICKTOBAHUS KOTOPOTO
BBICTYIIACT OPTaHU3AIIHSL.

198. IlIpu odopmiieHUHN 0OJIOKKH JIena:

HAaWMEHOBAHHWE BBIMIECTOSAIICH OpraHu3aliy (OpraHU3alUU-yIPEIUTENIsI), NP €€ HAIHYUH,
YKa3bIBAETCS TIOJHOCTBIO B HWMEHHUTEILHOM Iajeke, IOJ IIOJIHBIM HAWMEHOBAaHHMEM B CKOOKax
YKa3bIBAETCS OPHUIMAILHOE IPUHATOE COKPAICHHOE HAMMEHOBaHUE (TIPU €r0 HAIMYHH ),

HAaUMEHOBAHHUE YUPEKJICHUS YKA3bIBACTCS IMOJTHOCTHIO, B UMEHHUTEIHLHOM IMAJeKe, C YKa3aHHEeM
OQUITMATEHO TPHHSITOTO COKPAIIEHHOT0 HAaUMEHOBaHHS (TPU €ro HAIWYHMH), KOTOPOE YKa3bIBaeTCS B
CKOOKax ToCJIe TIOJTHOTO HaUMEHOBAHHS,

HAaUMEHOBAHUE CTPYKTYPHOTO TMOAPA3JICIICHNS] YKa3bIBACTCS TOJIHOCTHIO B COOTBETCTBHUHU C
YTBEPKJICHHOW CTPYKTYpPOU ydpexaeHus (MIPH HATUYHH COKPAIICHHOTO HAMMEHOBAHHUS CTPYKTYPHOTO
MOIpa3CIICHHsI OHO YKa3bIBAe€TCSA B CKOOKaX);

WHJICKC JieJIa MPOCTABIIIETCS B COOTBETCTBUU C HOMEHKJIATYPOU JIeN YUPEKICHHUS;

3aroJIOBOK JieJia TICPEHOCUTCS W3 HOMEHKIIATYPHI JIed YUIpexkJaeHus (B HEOOXOIUMBIX CIydasx B
3aroJIOBOK BHOCSATCS YTOUHEHHUS);

nathl aena (roj(sl) 3aBeICHUS 1 OKOHYAHUS JieJla B AeTONPOU3BO/ICTBE).

[Ipy wW3MeHEHWM HaWMEHOBAaHUS YYPSKICHHUS WU TOJpA3JeieHUs B TEUCHHE MEpUOJa,
OXBaTBHIBAEMOT0 JOKYMEHTaMH JIeja, WIH TIPH Iepeaade jesa B Apyroe noapasesieHue Ha 00JI0XKKe Jiena
MOJI MPESKHUM HAMMEHOBAHMEM YKa3bIBa€TCS HOBOE HAaMMCHOBAHHE YUpexkIeHHs (TOoIpasienicHus ), a
peXHee HANMEHOBAHHE 3aKITFOYAETCS B CKOOKH.

Wupekc nena W 3arojioBOK Jiena MEPEHOCATCS Ha OOJIOKKY M3 HOMEHKIATyphl nen. Ecmu meno
COCTOWT U3 HECKOJIBKUX YacTeH, Ha 00JIOKKY Ka)JI0OTO TOMa (Y4acTH) BBIHOCUTCSI OOITUI 3arojIOBOK Jieina
Y 3ar0JIOBOK KaXKI0H YacTH (TIpH €ro HATUYHH ).

Haroit nen, coiep)Kaliux pPacHOPSAUTEIbHYIO JOKYMEHTAIMIO, a TaKKe JeNl, COCTOSIIUX W3
HECKOJIbKUX TOMOB (4acTel), sSIBJISIFOTCS KpalHWe aThl TIOKYMEHTOB Jielia, TO €CTh JaThl (YHCII0, MECsII,
rOJl) PEerucTpanuu (COCTaBICHHS) CaMOTO PAaHHErO0 M CaMOro TO3JHEr0 JOKYMEHTOB, BKJIFOUCHHBIX B
neno. Ilpu sToM neHs Mecsna (ABa 3HaKa) W roja (YEThIpe 3HAKa) 0003HAYAIOTCS apaOCKUMU HUppaMH,
Ha3BaHUE MeECsIa MHUIIETCS CIIOBOM. EciiM B J1eN0 BKITIOYEHBI JOKYMEHTHI, IaThl KOTOPBIX BBIXOJIAT 3a
KpailHMe JaThl Jieia, TO IOJ JaTaMu Jejla, ¢ HOBOW CTPOKHM JeaeTcsi 3amuch: «B jgene mMerorcs
JOKYMEHTHI 3a ... TOJ(bI)». JIaThl Jera MOTYT He yKa3bIBaThCsl Ha OOJIOKKE JIeN, COJICPIKAIINX, HallpUMeED,
T'OJIOBBIC IIJIAHBI U OTYETHI, TAK KAK OHU OTPAXKAKOTCS B 3aroJIOBKax JIe.

Jlaramu Jiena, COJAEPIKaIlero MPOTOKOJBI 3aCeaHui, SBISIFOTCS JaThl MEPBOTO U TOCIETHETO
MPOTOKOJIA.

KpaitHuMu nataMu JTUYHOTO JieJia SIBIISIOTCS AaThl TOIMCAHUS TIPUKa3a o nmpueMe (Ipy HATUYHH
TPYIOBOTO JIOTOBOpa — JlaTa 3aKJIIOYEHHS TPYAOBOTO JOrOBOpa) W MpHKaza o0 yBOJIBHEHUM IIWIA, HA
KOTOpO€ OHO 3aBe/ieHO. B cimyuyae cMepTH nuiia, Ha KOTOPOE 3aBEACHO AEN0, KOHEYHON JaTOoW SBISETCS
JaTta JOKyMEHTa, M3BEHIAIOIIero O €ro CMEPTH.

PexkBU3UT «CpOK XpaHEHHUs Jiena» MEePeHOCUTCS Ha OONOXKKY JeNla U3 HOMEHKIJIATYphl JIed TMocie
CBEPKH €ro CO CPOKOM XpaHEHUSs, yKa3aHHBIM B MEPEYHE TUIMOBBIX JOKYMEHTOB WU B BEOMCTBEHHOM
MepeyHe JOKYMEHTOB, C YKa3aHUEM CPOKOB XPaHEHHS.

Ha nenax mocTOSSHHOTO XpaHEHUS MUIIETCS: «XPAHUTH TOCTOSHHO.

199. Ilo oxoHYaHWU rOJia B HAANKCU HA OOJI0XKKaX JIe] MOCTOSTHHOTO U BpeMeHHBIX (cBbiie 10
JIET) CPOKOB XpaHEHHUS BHOCSTCS YTOYHEHHS: MPU HECOOTBETCTBHHM 3arojoBKa el Ha OOJI0XKKe
COJIEP>KaHUIO MOANIUTHIX IOKYMEHTOB B 3ar0JIOBOK JIEJIa BHOCSATCSI U3MEHEHUS U JIOTIOJTHEHHUS.

HauMmenoBaHus yupexaeHuss M TMOApA3NENCHUs, TOJ U HOMEp Jiela MOTYT IMPOCTaBISAThCA Ha
00JI0KKE C TIOMOIIIBIO IITaMIIa.



49

200. B mensax oOecriedeHus1 COXPaHHOCTH M 3aKPETUICHUS TOPSIKA PACIIONIOKEHUS JOKYMEHTOB,
BKJIIOYCHHBIX B JIEJNO, BCE €ro JIMCTHI, KPOME JIMCTA 3aBEPUTENI M BHYTPEHHEH ONUCH, HYMEpPYIOTCS
apabckuMu nuppamMu BaoBOW HyMmepauueil. JIMCTBI HyMepyroTcsi TpadHUTOBBIM KapaHAAIIOM WM
HyMepaTopoM (yrnoTpebieHre YepHIII U BETHBIX KapaHAallel Ui HyMepauy JIMCTOB HE JJOMYCKaeTC )
CBEpXY BHH3, HU(PHI MPOCTABISIOTCS B MPABOM BEPXHEM YIIIy JIMCTA, HE 3a/ieBas TEKCTa JTOKyMEHTA.
JIucThl BHYTPEHHEN ONMCH HYMEPYIOTCSI OTAEIIBHO.

JIMcThI e, COCTOSIIMX U3 HECKOJIBKUX TOMOB WJIM YacTeW, HyMEPYIOTCS 10 KaKJIOMY TOMY WIIH
9aCTH OTACIBHO.

JIOKyMEHTBI ¢ COOCTBEHHOUN HyMepalluel JTMCTOB HyMEPYIOTCS B OOIIEM TOPSIJIKE.

JIuct moboro popmaTa, MOMMIMTEIN 32 OUH Kpail, HyMepyeTCsl KaK OJIFH JICT B TPABOM BEPXHEM
yriry. CIoKeHHBIN JIMCT Pa3BOpauMBACTCsS M HyMEpYeTcs B TPAaBOM BepxHeM yrity. JIUCT, CIOXKEHHBIH 1
MOJIIIATHIN 33 CepeINHY, TOUICKHUT NMEPEIINBKE U HyMEPYETCs KaK OJIUH JIUCT.

Ecmu B 110 MOMIIMT KOHBEPT C BIOKEHHUEM, CHadalla HyMepyeTcs KOHBEPT, a 3aTeM O4YepeTHBIM
MOPSIKOBEIM HOMEPOM KaXkJI0€ BJIOKEHHE B KOHBEPTE.

Ecnu B Hymepanuu nuctoB nonymieHo 6osiee 10 ommOok, Bce neno Hymepyercs 3aHoBo. [lpu
ATOM CTapble HOMepa 3a4€pPKUBAIOTCS, M PSJOM CTAaBUTCSI HOBBI HOMED JIUCTA.

[Tpu HAMMYMK OTIAENBHBIX OMIMOOK B HyMEpAIUH JIUCTOB JOMYCKACTCS YIIOTPEOICHHE JTUTEPHBIX
(c OyKBEHHBIMH JIOTIOTHEHHUSIMU) HOMEPOB JIMCTOB.

201. Tlocne 3aBeplieHHS HyMEpalWW JHCTOB COCTABJISACTCS JIMCT-3aBEPHUTENb JIeNa, KOTOPHIH
pacrioaraercsi B KOHIIE Jena. B nmcre-3aBeputene MuppaMu U MPOMUCHIO YKA3bIBAIOTCS KOJIMYECTBO
JMICTOB B IAaHHOM JieJie, 0COOCHHOCTH OTJENbHBIX IOKYMEHTOB (HESICHBIN TEKCT, Pa3phIBbI, CKIICHKH).

JIucr-3aBepuTeNb €A MOMMUCHIBAETCS €r0 COCTABHTEIEM C YKa3aHHUEM JIOJKHOCTH, WHHUIIHAIOB
1 (aMUIIUH, JAaThl COCTaBJICHUSL.

KonuuectBo MUCTOB B JieNe, yKa3aHHOE B JINCTE-3aBEpUTENE Jella, MPOCTABIAETCS Ha OOJI0XKKE
nena.

Ecnu peno neperuieTeHo M MOAMIMTO O€3 JIMCTa-3aBEPUTENIs, TO COCTaBJIECHHBIN JINCT-3aBEPUTEIh
MTOJIKJIEUBAETCS K BHYTPEHHEHW CTOPOHE 3aHEH 00JI0KKH Jiea.

202. Jlns ydera JOKYMEHTOB OIPEICIICHHBIX KAaTETOPHUI MOCTOSHHOTO M BPEMEHHOTO (CBBIIIIE
10 5ieT) cpokoB XpaHEHMs], y4eT KOTOPBIX BbI3BaH CIELU(PHUKONH AOKYMEHTAllUM, BKIIOUEHHOH B [0,
COCTaBJISIETCS] BHYTPEHHSISI OIIUCh JJOKYMEHTOB JIeJla, [IOMelaeMas B €ro Hayajo.

BHyTpeHHsS ONuUCh BKIIIOYAETCS B Jieda, MMEIOLIUE OCOOyrH0 3HAYMMOCTh, a TaKXKe B Jeia,
cOopMHpOBaHHBIE IO BHJIAM JOKYMEHTOB, 3arojIOBKM KOTOPBIX HE pPACKPBIBAIOT KOHKPETHOI'O
coJiepKaHUs JOKyMEHTOB.

BHyTpeHHsAS onuCh TOKYMEHTOB JieJla COCTABIIAETCA TakKe Ha OObEMHBIE Jiejla MOCTOSIHHOTO U
BpeMEHHBIX (cBblme 10 JIeT) CPOKOB XpaHEHUs B LIENAX yueTa U OBICTPOTrO HaXOXAEHUS JOKYMEHTOB B
nene.

B KoHIIe BHYTpeHHEH onucH yKa3blBaeTcs HudpaMy U MPONKUCHIO KOJIMYECTBO BKIIOUEHHBIX B HEE
JOKYMEHTOB M KOJIMYECTBO JIUCTOB BHYTPEHHEH OIUCH.

BHyTpeHHsS ONuCh JOKYMEHTOB Jella MOJIMUCHIBAETCS COCTABUTENIEM C YKa3aHHEM JIOJDKHOCTH,
WHUIMAJIOB U (paMUJIMH, AAThl COCTABIICHUSI.

Ecnu neno neperuieTeHo U nmoaAmMTo 0e3 BHYTPEHHEH OMKMCH, TO COCTaBlIeHHast BHYTPEHHSS OTHCh
MOJIKJICBAETCS K BHYTPEHHEH CTOPOHE JIUIEBOM O0JI0KKH Jena.

203. JlokyMeHTBl IOCTOSIHHOTO, BpeMEHHBbIX (cBbIlIe 10 JIeT) CPOKOB XpaHEHUS U MO JINYHOMY
COCTaBy, COCTABIIAIOLIME JEJI0, TIOMEIIAIOTCS B TBEP/ble 00JI0KKM U3 KapTOHA, MOALIMBAIOTCS B YEThIpE
MIPOKOJIA WJTU TMEPEIIETAI0TCS C YUETOM BO3MOXHOCTH CBOOOIHOTO YTEHUS TEKCTa BCEX IOKYMEHTOB, JaT,
BU3 U PE30JIONMNA Ha HUX. Pe3omonun pykoBOCTBA, COCTaBIEHHBIE Ha OT/IEJIbHBIX JINCTAX, TOMEIIAI0TCS
nepesn 1okyMeHToM. [Ipu moAaroroBke nen K MOJIIMBKE (MEPEIieTy) MpoBepsieTcs NMPaBHIBHOCTh UX
¢dopmupoBanus, o¢OpMIIEHHUS, BCE IUIACTUKOBBIE UM  METAIMUECKHE KpeIJIeHUs, a Takxke
TEPMOIIEPEIIEThI U3 IOKYMEHTOB YAAISIOTCA.

Jlena MOCTOSIHHOTO XpaHEHHWs, COCTOAIIME U3 0CO00 LEHHBIX WIM He(OPMATHBIX JOKYMEHTOB,
MOTYT MPUHUMATHCS Ha XpaHEHHE B 3aKPBITHIX TBEP/IBIX MANKAX C TPEMs KJIallaHAMHU U C 3aBsI3KaMU WJIH B
KOpOOKax.
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204. Omnwmcu Jpgen COCTaBIAIOTCA 1O MecTy (OPMUPOBAaHHUS [N IOJ METOAMYECKHM
PYKOBOJICTBOM OTBETCTBEHHOI'O 3a JEJIONPOU3BO/ICTBO.

Onucu z1en coCTaBIISIFOTCS. OTAEJIBHO HA JIEJ1a IOCTOSIHHOTO XPAaHEHUs; Jejla BPEMEHHBIX (CBBILLIE
10 neT) cpokoB XpaHEHHUS; Jieja 10 JUYHOMY COCTaBy, a TaKXe Ha Jiejia, COCTOSIIUE U3 JTOKYMEHTOB IO
00pa30BaTEIILHOM JICATEIIEHOCTH.

Onmcu fAen CTPYKTYpHBIX TOAPA3ACICHUN COCTaBISAIOTCS 1O (opmaM, YCTaHOBJICHHBIM
[IpaBunamu XpaHeHUs, KOMIUIEKTOBAHMS, ydeTa W HCIIOJB30BAaHHUS JOKYMEHTOB ApPXHBHOTO (OHIA
Poccniickoit @enepanuy U Ipyrux apXuBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOM BIIACTH, OpraHax
MECTHOTO CaMOYIIPaBJICHUs, OpPraHU3alusAX, YTBEP)KICHHBIMU NpPHUKa30M MUHHCTEPCTBA KYIbTYpPbI
Poccuiickoit @enepanuu ot 31 mapra 2015 r. Ne 526.

Ha nena BpemeHHbIX cpokoB XxpaHeHus (10 10 jeT BKIIOUUTENBHO) OMUCH HE COCTABIISIIOTCS, U B
apXuB TakKue jeja He MepelatoTcs.

205. OrtnmenbHass omHMCh TpEACTaBiIsAeT Cco0OW  TMEpeYeHb  OIMUCATENBbHBIX  CTaTed ¢
CaMOCTOSITEJIbHOM MOPSAIKOBOM HyMmepalued, Kaxias W3 KOTOPBIX JOJDKHA BKJIHOYATh CIIEAYIOLIUE
CBECHMUS:

MTOPSAAKOBBIM HOMEp JEJIa 110 ONUCH;

WHJIEKC Jiena;

3aroJIOBOK JIefa;

KpaiHHE J1aThl J1e71a;

KOJIMYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEeHUs Jena;

MpUMEYaHUsI.

206. Ilpu cocTaBieHUU OMKCH JIe] COOMIOAAIOTCS CIASAYIOIINE TPeOOBaAHUS:

3aroJIOBKM JIel1 BHOCSTCS B OINKCh B COOTBETCTBUU C MPHUHATONH CXEMOW CHUCTeMaTH3alUH e,
3aKpeIICHHOW B HOMEHKIIAType JIe;

KaXXJ0€ JIeJI0 BHOCHUTCSI B OINKCH IOJ CAMOCTOSATEIbHBIM IOPSAKOBHIM HOMEpPOM (€CiH Jeo
COCTOUT W3 HECKOJbKUX TOMOB HJIM YacTeil, TO KaXIbli TOM WJIM YacTh BHOCSTCS B OIHUCH TOJ
CaMOCTOSITEIbHBIM HOMEPOM );

MOPSIIOK HyMEpalluU JIe]1 B OMUCH — BaJOBBII;

rpadbl OmHMCH 3aMONHSIOTCS B COOTBETCTBUU C TEMU CBEICHHUSIMH, KOTOPbIE BBIHECEHBI Ha
00JIOKKY Jiena;

[P BHECEHUU B OMUCH MOAPSAT Jiea (TOMOB, YacTeil) ¢ OJMHAKOBBIMU 3arojOBKaMU 3aroJIOBKU
Bcex Jen (TOMOB, 4acTeil) MUIIYTCS MOJIHOCTHbIO; NMPU BHECEHUU B OMNHUCH IMOCJIEIHEro 3arojioBKa
nobasisercst ¢ioBo «I[locmeauuii»);

rpada omucu «lIpumMedanusr» wucmosb3yeTcss IS OTMETOK O TIpHUeMe Jiell, OCOOEHHOCTAX UX
(U3MYECKOTO COCTOSIHUSA, O TIepeaayde J1ei APYruM CTPYKTYPHBIM MOApa3IeIieHHeM CO CChUIKOM Ha akT, O
HAJIMYUU KOIIUU.

207. TIlepex BHECEHHEM 3aroJIOBKOB JieJ B ONKCH MPOBEPSIOTCS KauyecTBO (OPMHUPOBAHUS U
odopMIIeHHS [Ie]l, COOTBETCTBUE KOJIMYECTBA JIE)I, BHOCUMBIX B OIMUCH, KOJTUYECTBY 3aBEACHHBIX JI€] 10
HOMEHKJIAType Ael YUPeKICHUS.

B koHLEe omMcu Benen 3a MOCIENHENH ONMCATENbHON CTaTbeW 3allOJIHAETCS MUTOroBas 3aluch, B
KOTOpO#l yKa3bIBalOTCs (LH(paMu U MPOMHCHIO) KOIUYECTBO €I, YUCIALIUXCSA MO OMHCH, MEPBBIA U
MOCIIeIHUI HOMepa JieNl M0 OIMCH, a TaKKe OroBapHUBaIOTCS OCOOCHHOCTHM HyMeEpaluu el B ONHUCH
(IuTepHBIE HOMEPA U MPOIYIIEHHbIE HOMEPA).

[lepenaua nen B apXuB ydpeKIeHUSA

208. [lns obecriedeHus: COXPAaHHOCTH JJOKYMEHTOB CO3JA€TCSl apXUB YUPEXKICHHS.

209. B apxuB yupexAeHHUs MEpeAaroTcs Jejla MOCTOSHHOTO, BpeMeHHoro (cswime 10 jer)
XpaHEHUS U JieNa 110 JINYHOMY COCTaBYy.

210. Jlena mOCTOSTHHOTO CPOKa XpaHEHUs MepelaloTCs B ApXUB MO OIHUCSM.
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211. Jlena BpemenHoro (10 10 JIeT BKIIOYUTEILHO) XpaHSHHsI TIepeade B apXuB, Kak MPaBUIIO,
HE MOJJIEXaT, OHU XPAHATCS B CTPYKTYPHBIX MOJPA3JICICHUSAX U IO HCTEYCHUH CPOKOB XpaHEHUS
MOJUIeKAT YHUYTOXKEHUIO B YCTAHOBJICHHOM TIOPSJIKE; B MCKIIOYUTENBHBIX CIy4dasX IO PEHICHUIO
PYKOBOJUTENS YUYPEXKACHUs IepenaroTcs B apxuB. VX mepepaya OCyIIECTBISETCS 0 ONUCAM WU
HOMEHKJIaTypaM Jell.

[lepenaua nen B apXuB OCYIIECTBIIAETCS MO rpaUKy, COCTaBIEHHOMY apXUBOM.

Ha sk3emIuisipax onucu NpOTHUB KaXKIOrO J€jia, BKJIIOYEHHOTO B HEE, JIEJNaeTcs OTMETKa O
HaJIM4Yuu jAena. B KoHIle KakI0ro 3K3eMIUIIpa ONUCH YKa3bIBAIOTCS LHU(PpPaMHU U MPOMUCHIO KOJIUYECTBO
(aKTUYECKN TMPUHATHIX B apXWB JIeJ, HOMEpa OTCYTCTBYIOIIMX JEJ, JaTa NMpuemMa — Iepenadd e,
MOANKCH OTBETCTBEHHOTO 32 BEJCHUE apXuBa U pabOTHHKA, [IEpeIaBLIEro Jiena.

Bmecre ¢ nenamu B apXuB IEpesaroTCsl perucTpalliOHHbIE KapTOTEKHU Ha JOKYMEHTHI. 3aroJioBOK
KaXJIOM KapTOYKHU BKIIFOUAETCS B OIHCh.

212. Jlema mepenmaroTcs HAa XpaHEHUE B apXUB YUYPEIKICHUS B COOTBETCTBHU C TpadUKOM
nepeaadn JOKYMEHTOB, YTBEPKICHHBIM PYKOBOIUTEIIEM YUPEIKICHUS.

213. Jlema TOCTOSTHHOTO M BpeMEHHBIX (cBbimie 10 51eT) CpOKOB XpaHEHHs, HOKYMEHTHI IO
JUYHOMY COCTaBY MEPEAOTCS B apXUB YUPEXKACHUS HE paHee, UeM 4yepe3 ToJl, U He MO3/HEEe, YeM uepes
TPH roJia ocJie 3aBEPIICHUs UX B IEJIONPOU3BOJICTBE.

214. Tlepemava nen B apXHB YUPEKACHUS TPOUBOIUTCS TTO0 OTHCSIM JIEIT.

215. Tlpm mepemave 1enm B apXWB YUPEKACHHUS TPOBEPSETCS MPABHIBHOCTH O(DOPMIICHUS H
dbopMupoBaHMS JeNl, TMPABUJIBHOCTh COCTABJIEHUS OIMCEH JeJl, COOTBETCTBHE KOJIMYECTBA e,
BKJTFOYCHHBIX B OTIUCh, KOJMYECTBY JeJ, C(OOPMUPOBAHHBIX B COOTBETCTBUU C HOMEHKJIATYPOU JIeT.

216. Ha o0owmx »K3eMIUIIpaX OMUCH TMPOTHUB KaXXJIOTO JieNa, BKIIOYCHHOTO B HEE, JIeNaeTCs
OTMETKAa O HaJIU4YuM Jeja. B KoHIle KakIoro 53K3eMIUIspa OMHMCH B WTOTOBOM 3alMCH YKa3bIBAETCS
uudpamMu U MPOMUCHIO KOTUYECTBO (PaKTUUECKH MPUHATHIX B apXHUB e, HOMEpa OTCYTCTBYIOIINX e,
JaTta nmpueMa-Tnepesaud Jell, a TakKe MOAMNKMCH JINIa, OTBETCTBEHHOTO 3a apXWB, W JIMLA, NEPeIaBIIero
nena.

217. Jlenma BKJIIOYAIOTCS B aKT O BBLACJCHUHM K YHHUYTOXEHHUIO JOKYMEHTOB, HE MOJJIEKaIINX
XpaHEHUIO, €CIIM MPEeAYCMOTPEHHBIH JUIsi HMX CPOK XpaHEHHs HMCTEeK K | sHBaps roga, B KOTOPOM
cocTaBieH akT. Hanpumep, 3akonuennsie B 2014 rogy nena ¢ 3-J€THUM CPOKOM XpaHEHHs, MOTYT OBITh
BKJIFOUYCHBI B aKT, KOTOPBIN OyAeT cocTaBiieH He paHee 1 suBaps 2018 r.

218. Jena c ormerkoit «OIIK» momnexaT MOTUCTHOMY MPOCMOTPY B IENSAX BBISBICHUS
JOKYMEHTOB, TMOJUIeKAIIUX TOCTOSIHHOMY XpaHEHHUI0. BEBISBIEHHbIE B TakuxX Jelax JOKYMEHTbI
MTOCTOSIHHOTO XPaHEHUs BBIJCIAIOTCS U MPUCOCIUHSAIOTCS K OJHOPOJHBIM JienaM Wid GOpMUPYIOTCA B
CaMOCTOSITEJIbHBIE JIeNa.

OcranbHble JOKYMEHTHI ena ¢ otMeTkoi «OIIK» BkirodaroTcst B akt, mpu 3ToM oTMeTka «IIIK»
B aKT€ HE yKa3bIBACTCS.

219. AKT O BBIICNEHUHM K YHHYTOXKEHHIO JOKYMEHTOB, HE MOJJICKAIIUX XPaHEHHIO,
MIPEJICTaBIsIeTCST Ha paccMOTpeHue u corjacoBanne DK OJHOBPEMEHHO C OMHCSMH JIed MOCTOSHHOTO
XpaHEHUS U 10 JUYHOMY COCTaBY.

220. AKT O BBIICNEHUHM K YHHYTOXKEHHIO JOKYMEHTOB, HE MOAJSKAIIUX XpPaHEHHUIO,
YTBEPXKJAETCAd PYKOBOAMTENIEM YyupexaeHuss mnociue yrepxkiaeHus OIIK apxuBHOro yupexiaenus,
rOCY/IapCTBEHHOTO  (MYHHIIMIIAIBHOTO) apXHBa B COOTBETCTBHH C  MPEJOCTABICHHBIMH €My
MOJTHOMOYHSIMU OMMCEH JIe] MOCTOSTHHOTO XPaHEHUsI M COTJIACOBAHMS ONUCEN /el M0 JUYHOMY COCTaBY,
MOCJIE Yero JIeNa, BbIICJICHHBIE TI0 aKTy K YHUYTOKEHHIO, MOTYT OBITh YHUUTOXKEHBI.

221. Jlema, mojyexalmide YyHUYTOXKEHUIO, TeEpeNaloTcss Ha TmepepaboTKy (YTUIU3aLUIo).
[lepenaua nen odopmisieTcs mpueMo-cIaTOYHOM HAKIaIHOM.

[Tocne yHuuTOXEHHUA A€ B HOMEHKIIAType /1€ MPOCTABIIAIOTCS OTMETKH, 3aBEpsieMble MOIMUCHIO
OTBETCTBEHHOTO 32 JEJIONPOU3BOACTBO, U TaTOU:

«YHnuToxkeHo. CM. akT No OT . [Monmuce, nHUIIUATIBL, (PaMIITHS.

222. AKTHI O BBIJICJICHUN K YHHUTOXXCHHUIO JOKYMEHTOB, HE MOISKAIIUX XPAHCHHUIO, XPAHSITCS
MIOCTOSIHHO B Jienie (hoHAaa.
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[Tpunoxxenne Ne 1
K MHCTpyKINK

OO6pa3zern TUTYABHOTO JIMCTA

IIpunoxenue
COI'NTACOBAHO YTBEPXIEHA
Hauanpnruk npukazoM MBOY Pazunckas CILI
yIIpaBIICHUI00Pa30BaHHS ot 22 anpensa 2019 1. Ne 18
aJMUHHCTPALIUU
JIyKOSSHOBCKOI0 MYHHUIIMIIAJIBHOTO paiioHa
N.0. Gamunus
«__ » 20 T
ITPOTPAMMA PA3BUTUSA

MYHHUIHUITAJIBHOI'O BIOJOKETHOI'O
OBIIEOBPA3OBATEJIbHOI'O YUYPEXJIEHUWA
PABMHCKAS CPEJHAA IIKOJIA
HA 2019-2021 I'OAbI

MecTo coctaBienus (M3AaHUs) JOKYMEHTa
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[Tpunoxenne Ne 2
K MHCTpyKINK

buank npukasa
I'ep6 JIykoSITHOBCKOTO MyHHIIMIIAJILHOTO paiioHa

Anmunuctpanus JIykossHOBCKOro MyHUIIMIAIbHOTO paiiona Hmxeropoackoit obnactu
VYrpanenue o6pazoBaHus

MynuunaisHoe OI0PKETHOE 00111€00pa30BaTEIHbHOE YUPEKICHUE
PasuHcKkas cpenHsas mKoJa

(MBOVYPa3zunckas CIII)

ITPUKA3




AnMHUHUCTpALMS
JIyKOSIHOBCKOI'0 MYHHIMIIATBHOTO paiioHa
Hwxeropozckoii obnactu
MyHunumnaibHoe O KETHOE
00111e00pa3zoBaTesbHOE yupexaeHue PasuHckas

CpenHsis LIKoNa
yi. llIkoneHas 1. 15, p.n. um Cr. Pa3una,
JlykosiHOBCKM paiioH, Hikeroponckas
00:1a¢TB,607830
Ten./daxc: 8 (83196)5-31-98
e-mail: raz-school@yandex.ru
. Ne
Ha oT

biank nucrma

[Tpunoxenne Ne 3
K MHCTpyKINK



[Tpunoxxenue Ne 4
K MHCTpyKINK

biank porokona

MyHununanbHoe 0I0/PKeTHOE 00111€00pa30BaTEIbHOE
yupexacHue PazuHckas cpenssa mkomia

(MBOVYPa3zunckas CIL)

ITPOTOKOJI



ITpunoxxenne Ne 5
K MHCTpyKINK

biank akra

Anmunuctpanus JIykossHOBCKOro MyHULIMIIAIbHOTO paiiona Humxeroposackoit obnactu
VYnpasnenue o6pazoBaHus

MynuiunaibsHoe Or0KETHOE 00111e00pa30BaTEIbHOE YUPEKICHUE
PasuHckas cpenHss mKoJa

(MBOVYPa3zunckas CIII)

AKT



[Tpunoxenne Ne 6
K MHCTpyKINK

bnank pesonrounn

MynuiunaibsHoe OI0PKETHOE 00111€00pa30BaTEIbHOE YUPEKICHUE
PasuHckas cpenHss mKosa

JAAPEKTOP

« » 20 r.

K BX. Ne OT







