MyHHOIHIDAAbBHOE Ka3eHHOe 00Imeo0pa3oBaTeAbHOE YIpPEKACHHE
«MammKarHCCKasi CpeAHASA ob0meo0pasoBaTeAbHAs MIKOAQ HMEHH
Temupxanosa J..»

IIpunsTo Ha Ilenarornueckom Cosete VTBepKaaro:
MKOVY «Mamxanucckas COLL umenu JupexTop '«‘"f " «l
Temupxanosa O.11.» COlll ﬁyi:{\ﬂfTeanxiiﬂé
ITpotoxonNel ot 31.08.2023r. Cynetiyatiosa 3.C. 4
Anex6eposa A.A. (o —— n@ﬁ’éz Ne 189 ot 01.09

IloAoikeHHE
O ZeAOIIPOH3BOACTBE H HOMEHRKAATYpPE OeA
MEKOY «Mamxkaaucckaa COIII umeHH
Temupxaunosa 3J.M.»

Maaxkaauc 2023r.




PECIIYBAUKA [OATECTAH
MysununaabHOe Ka3éHHOe o6ineoOpasoBaTeAbHOE YUYpPEXAEHHUE
«Mapxxaaucckas cpeaHdas obuieobpasoBaTeabHad IIIKOAA

uMeHu TemupxanoBa O.[.»
368590. ¢. Madxanuc, yn. AnucynmaHosa, 37 mern. 8 (8722989933)

IIpuka3 Nc189
no MKOY Maaixkaaucckasa COIIl umenn Temupxanosa 3./.
ot 01.09.2023roxa.

O Ha3HAYEHWH OTBETCTBEHHOIO 3a [IEAOIIPOHU3BOACTBO U apxuB MKOY
«Mamxasucckag COIII umenu Temupxanosa 3.[.»

[Tpuka3ssiBaro:

HasHauyuTh OTBETCTBEHHBIM 3a JIEAOIPOU3BOACTBO M apxuB MKOY
«Mamxasucckasas COII umenu TemumpxaHoBa O..» MemXunoBy AcUAT
FamXueBHY- JEAOTIPOU3BOAUTEAS IIIKOABI.

[upexkrop MKOY «MCOII umeHuU

Temupxanona 9.[.»




IHOJOXEHUE
0 aeJIonpoH3BOACTBE M HOMEHKIaType aea B MKOY «Mamxkamucckas COII umenu
Temupxanona J./1.»

1. O0mue noJioxeHns

1.1. Ilonoxenue o nenonpoussoactse B MKOV «Mamxanucckas COII umenn Temupxasosa D.J].»
pa3paboTaHo B COOTBETCTBHH CO CIEXYIOUIMMH HOPMATHBHEIME JOKYMEHTAMH:

— QezepaibHei 3ak0H «O6 ob6pasoBanuu B Poccuiickoit ®enepanum» ot 29.12. 2012 roga Ne273-®3;
— 3axon Pecrry6nuku Kpem «O6 o6pasoBannu B Pecniy6iuke KpsiMy ot 06.07.2015 roma Nel31;

— nocranoBienue ['occranpapra PO or 03.03.2003 N 65-cT «O IpUHATUM U BBEJCHUH B IeiCTBHE
.TocynapctBeHHoro crampapra Poccuiickoit ®epepammm» (Bmecte ¢ "TOCT P 6.30-2003.
I'ocynapcreennpi crannapt Poccuiickoit @enepanun. YHupUIMPOBAHHEIE CHCTEMBI JOKYMEHTALHH.
YHuUIMpPOBaHHAsA CHCTEMa OPraHM3AlMOHHO-PACTIOPAIUTENBHON NOKyMeHTanuH. TpeGoBaHms K
0o(hopMIIEHHIO TOKYMEHTOBY);

—mucbMo MunuctepeTBa obpasoBanus Poccuiickoit @enepanun ot 20 mexkabps 2000 roma Ne 03-
51/64 «O MeToouyecKkux peKOMEHIAIMAX [0 paboTe ¢ JOKyMEHTaMM OOIeoOpa3oBaTeIbHbIX
OpraHu3aIUgX»,

—npuka3 MunHCcTEpCcTBa 00pa3oBaHMs, HaAyku ¥ Mononexu Pecny6muxu PJ] «O6 HCIOIB30BaHUH
Meronuyeckux pekoMeHAalMi Mo paboTe ¢ IDOKyMEHTaMH B OOIIE00pa3OBaTENbHBIX YYeOHBIX
3aBeneHusx Pecnybmuku Jlarectan» ot 28.05.2014r Ne38;

—npuka3 MunucTepcTBa 00pa3oBaHMs, HAyKH ¥ Mooaexd Pecrny6muku Jlarecran ot 18.12.2020 r
Nel354. «O6 yTBepKIeHHH IepedHs 00S3aTeNbHON IeN0BOH JOKYMEHTAIMH 001e00pa3oBaTeIbHOIO
YUPEKICHUSN;

—Ilpuka3 MunncrepctBa 00pa3oBaHUs, HAyKd B MoJofexu PecmyOmuku Jlarectan ot 07.06.2019
Ne1384«O6 yreepxnerun MHCTPYKIMH 10 BEACHUIO JEIOBOM JOKYMEHTAIIMH U 0OPA3I0B IPUMEPHBIX
JIOKaJIbHBIX aKTOB, UCIIONB3YEMBIX B 001I[e00pa3oBaTeNnbHbIX Opranu3anusax Pecyomuku Jlarectamny,
1.1. ITonoxenue o genonpousBogctse B MKOY «Mamxamucckass COIl umenn Temupxanosa 2.J].»
yCTaHaBIUBAeT OOIIHE TpeOOBAHUS K BENCHHIO NETOBOM JIOKYMEHTAIMH, KOTOPhIE 00S3aTeNbHBI K
HCTIOJIHEHUIO BCEMU PabOTHUKAMH.

1.2.Ilepeuens 00s3aTeNBHOM AETOBOM NTOKYMEHTAIIUMH, 00Opa3yroleiics B mpolecce aestensHocT OV
U CPOKH XpaHEHHs! OKYMEHTOB IIpUBEACHEI ¢ Ilpunoxcernuu 1.

1.3. Hacrosmee Ilono)keHne cocTaBleHO B LENAX pallMOHAIBHONW OpraHH3aldd JOKyMEHT0000pOoTa
OV, a taxxe cTpororo cobrofeHus ASHCTBYIOMUX HOPMATUBHBIX TOKYMEHTOB II0 BEIECHHIO JIET0OBOM
JOKyMEHTALlUU U HH(POPMALIHH.

1.4. PaGoTHUKH, NPHHSITHIE Ha pabOTy, NOJDKHBI OBITH O3HAKOMIIEHBI C TpPeOOBAHHUSIMH JAHHOIO
[Tono)xeHusI U BBIIIOJIHSATH €TO.

1.5. OTBeTCTBEHHOCTH 3a OpraHU3AIMIO U IPaBUIBHOE BelleHKE Jienonponu3BoacTBa B OY Bosjaraercs
Ha aupektopa OY.

1.6. HenocpencTBeHHOE BeIEHHE MAENOBOM mMokyMmeHTaumum B OV Bo3naraercs Ha ceKperaps,
JENONPOU3BOMUTEN] WM COTPYNHHMKA, HA3HAUYEHHOI'O OTBETCTBEHHBIM 3a BEICHUE JIENOBOU
. IOKyMEHTaIllH, KOTOPhIA 00eCIeUnBaET yUeT U IMPOX0XKICHUE TOKYMEHTOB B YCTAHOBIICHHBIE CPOKH,
HH(QOpMUpPYET pPYKOBOJACTBO O COCTOSIHUM WX HCIOJHEHWS, OCYINECTBISET O3HAKOMJICHHE
COTPYOHHKOB C HOPMATHBHBIMM M METOAMYECKMMHU JOKYMEHTaMU II0 BENEHHUIO JEJOBOH
JIOKYMEHTALlUH, OPTaHU3yeT JOKYMEHTOOOO0POT, (OpPMHUPOBAHHUE e, UX XPaHEHHE, OCYIIECTBISIET
TEKyIIM KOHTPOJh 32 CBOEBPEMEHHBIM pACCMOTPEHHEM W IPOXOXKICHHEM JTOKYMEHTOB B
opraHusanuy; o0ecIeYuBaeT COOJIONEHHE EAMHBIX TpeOOBAaHWU MO MHOATOTOBKE JIOKYMEHTOB H
opraHu3anuy paboTel C¢ HHUMH B YCIOBUSX OJJEKTPOHHOrO JIOKyMEeHTooOopoTa; 06061maeT
HHGOPMAITHIO 0 JOKYMEHTO000pOoTe, KOTOpasi He0OX0AUMa JUTsl IPHHSTHS YIIPABICHYECKUX PEIICHUN;
OpraHu3yeT COXpPaHHOCTH TOKyMEHTAIlMOHHOro (hoHaa.

1.7. TpeboBanus [lonoxeHus pacipoCTpaHsIOTCS Kak Ha TPaJIulHOHHOE AEeI0OIPON3BOACTBO, TaK U Ha



r

OpPraHM3allii0 pabOThl C MAIIMHOUMTAEMBIMH [JOKYMEHTAMH, CO3[ABAEMbIMH IIPH IOMOIIH
KOMITBIOTEPOB, HHBIX CPEJICTB BEIYUCIUTEIBHON TEXHUKH, U C IPYTUMHU JOKYMEHTaMH, HE3aBUCHUMO OT
HX HOCHUTEJIEH.

1.8. PaGotaukn OVY HecyT NepCOHATBHYIO OTBETCTBEHHOCTh 32 HEBBIIONHEHHME TpeOOBaHHM
[TosnoxeHus, COXpaHHOCTh HOKYMEHTOB W HepasIJIallleHue cojepikaiueiics B Hux uHpopmamuu. O6
| yTpaTe JOKYMEHTOB HEMEIICHHO JIOKJIA/bIBAETCS OTBETCTBEHHOMY JIUILY H JUPEKTODY.

1.9. Ilepenaya 1OKyMEHTOB (KOIMH TOKYMEHTOB), B TOM YHCIIE UX 3JIEKTPOHHBIX BEPCHM, pabOTHHKAM
JOPYTUX OpraHM3aliii JOIyCKAeTCs TOJIBKO C pa3pelIeHus] TUPEKTopa.

1.10. Hapymenue TpeboBanuii [1onoxeHus BIeUeT TUCIUILIMHAPHYIO OTBETCTBEHHOCTb.

2. JlokyMeHTHpOBaHHe AesITeJIbHOCTH U 001He TPe0oBaAHMS
K COCTABJIEHHIO H 0)OPMJIEHUIO TOKYMEHTOB

2.1. JloxymeHnTHpOBaHMe JesrensHOCTH OV 3akimouaeTcs B CO3[JaHHM JOKYMEHTOB, B KOTODPBIX
buxcupyerca wuHbOpManus 00  yHpaBIeHYECKOH (OpraHM3alMOHHO-PACIIOPSAIUTENLHON) |
00pa3oBaTeNIbHON AEATENEHOCTH.
2.2. Ilpu MOATOTOBKE, COIVIACOBAHUM, NOJNUCAHMU U yTBEPXKACHHU TOKYMEHTOB, 0OPa3yIOIUXCS B
pesynprate gearenpHocTH OV, HeoOxomumo coOmomatk TpeOoBaHHs, 00ECIEYMBAIOIINE
IOPHIHYECKYIO CHITY JOKYMEHTOB M BO3MOXKHOCTh UX 3JIEKTPOHHOU 00pabOTKH.
2.3. CocraB HOKYMEHTOB, oOpasymoommxcs B mpoiecce aesteapHocTH OV, ompenensercs: ero
KOMIIETEHIHEeH U (QyHKIMAMH; KPYTOM YIpPaBI€HYECKHX NEUCTBHMA, MOPSAKOM pa3pelieHus] BOIIPOCOB
.(enVHOHAYaJIBbHBIM MM KOJUIETHAJBHBIN); XapakTepoM B3auMoaeHcTBHS Mexay OY u apyrumu
OpraHU3alHUsIMH.
B coctaB noxymeHTOB 00111€00pa30BaTEIbHOIO YUPEIKICHUS BXOISIT:
® oOpzanuzayuorHvle OOKymeHmsl (ycTaB 00Ie0oOpa3oBaTENBLHOTO YUYPEKACHHS, HIOrOBOp C
yUPEOUTENIEM; IIOJNOXKEHHS O MOoApa3JeNieHusx (IpH HaJIM4YUH); JOJDKHOCTHBIE HHCTPYKIIUH
COTPY/HHUKOB; KOJUIEKTHBHBIA JOrOBOp; LITATHOE pPACIMCAHWE; NpPABHMJAa BHYTPEHHETO TPYAOBOIO
pacropsiaxa);
® pacnopadoumenvHbvle O0KymeHmybl (IPUKa3bl, PACIOPSHKEHNS, HHCTPYKITUN);
* UuHopmayuonHo-cnpagoyHvlie OOKyMeHmol (IPOTOKONBI, IUIAHBI, OTYETHI, CIIPaBKH, aKTEHI,
JOKJIaHBle U OOBSCHHUTEIbHBIE 3aIlUCKH, MMHUChbMa, TEJErpaMMBI M Tele(OHOrpaMMBI, JIOTOBOPEHL,
TPYAOBBIE JOTOBOPA, KOHTPAKTHI U JP.).

2.4. TpeOoBaHHA K JOKYMEHTHPOBAHHIO AeATEIbHOCTH HA OJIaHKAX
2.4.1. JlokyMeHTBI, KaK IpaBWUJIO, IOJDKHBEI odopMisaThcs Ha OlaHKax o001eoOpa3oBaTebHOTO
yupexneHus, cooTBeTcTByrommx crangapty (COCT P 6.30-2003. «['ocymapcTBeHHBIN CTaHIApT
Poccuiickoit @enepanuy. YHUPHIIMPOBAHHBIE CHCTEMBI JOKYMEHTAIIMH. Y HUQHUIMPOBAHHAS CHCTEMA
' OpraHU3alHOHHO-PACHIOPSIUTENPHON NOKyMEHTanuu. 1peOoBaHUS K O(QOPMIIEHHIO JOKYMEHTOBY),
HMETh YCTAaHOBJICHHBIH KOMIUJIEKC OO0S3aTeNbHBIX PpEKBU3UTOB M CTaOMJIBHBIM INOPANOK HX
PacIoI0XKEHHS.
bnaHkd KaXaoro BuAa M3rOTABIMBAIOTCS HAa OCHOBE YIVIOBOIO WM IIPOJOJIBHOIO pa3sMEIlEHHS
PEKBUBUTOB (npuiodicerue 2). ;
PexBU3UTHI 3arojioBKa pa3MemaroTcsl HEHTPUPYEMBIM (Hadalo M KOHEIl KaXIO0H CTPOKH PEKBU3UTA
paBHO yOAJlEHBI OT TPaHHUIl 30HBI PACIOJIOKEHUS PEKBH3UTOB) MM (I1aroBeIM (Kaknas CTpoKa
PEKBHU3UTA HAYMHAETCS OT JIEBO# IPaHUIIBI 30HBI PACTIOJIOKEHUS PEKBU3UTOB) CIIOCOOOM.
2.4.2. JIns u3roToBieHus OJAaHKOB HCIOJIB3YIOTCSA JUCTHI Oymaru ¢opmarta A4 (210 x 297 mm) u AS
(210 x 148 MuUIITIMETPOB).
Paspemeno wucnone3oBarh Omankud ¢opmara A3 (297 x 420 MmwumMeTpoB) AT OGOPMIECHHS
JOKYMEHTOB B BH€ TaOJIHII.
Kaxmprit ucT HoKyMeHTa, 0(OpPMIICHHBIH KaK Ha ONaHKe, Tak U 0e3 HEro, JODKEH UMETh IIOJd HE
MEHee, MM:
neBoe - 20;
_mpasoe - 10;
BepxHee- 20;
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HxkHee - 20.

Pasmermenue «mo mupuHe)

ITpu moaroToBke JOKyMEHTa Ha HECKOJIBKHX JIUCTAX BCE JIMCTHI UMEIOT OJUHAKOBEIE PA3MEPEI IIOJIEH.
2.4.3. braHKH JOKYMEHTOB IOJDKHBI CONIEPXKaTh CleAyIOINe PEKBU3UTEL HauMeHoBanue, kog OV mo
O6mepoccuiickoMy Ki1accuuKaTopy y4IpexaeHuii, opranusammii u npeanpustaii (OKITO); ocHoBHOM
rOoCyJapCTBEHHBIM  perucrpanuoHHbli  Homep  (OI'PH); UICHTU(UKALMOHHBIE  HOMEp
HaJIOTOIUIAaTEeNbINMKA/KO NMPHYMHEI ocTaHoBKK Ha yder (MHH/KIIII); xom ¢GopMbl IOKyMeHTa IIO
O6mepoccuiickoMy Kinaccupukaropy ynpasieHueckoi nokymentanuu (OKY]I); mouToBslil aapec, ¢
yKa3aHWEM MHIEKCa MPENIpHUATHsS CBsA3H, HoMmep TenedoHa, e-mail (Ipu HaIUIMHU), HOMEDP
PETHCTPAllIOHHOIO cYeTa B OOCIyXXHBAarOIeM (HUHAHCOBOM OpraHu3alud (IIpd HEOOXOTUMOCTH),
MECTO IJIsI IPOCTaBJIEHUS JaThl, PETUCTPALIMOHHOTO MHJEKCA, CChUIKA Ha ATy U PErUCTpAllMOHHBIHA
HHJIEKC BXOJAINIETO TOKYMEHTA.

2.4.4. brnankd NOKyMEHTOB MOTYT H3TOTOBISATHCS TUIOTPapCKUM CHOCOOOM MM C ITOMOIIBIO
- KOMIIBIOTEPHOH TEXHUKU Ha 0etoit Oymare BEICOKOr0 KadecTBa KpacKaMU HAaCHIIIEHHBIX IIBETOB.

2.5. TpeOoBaHus K cOCTaBJEHHIO H 0()OPMJICHHIO JOKYMEHTOB:
2.5.1. JIokyMeHThI MOTYT O(OPMISTECS B COOTBETCTBYIOIIMX KHHIaX, JXypHaJlaXx WM Ha Oymare
dopmatom A4 (210 x 297 mm) u AS (146 x 210 mm). CocraBieHue IOKYMEHTOB Ha Oymare
IpOU3BOJBHOrO (opMara He [omyckaercs. Bo3MokHa IedyaTh JOKYMEHTOB C HCIIOJNB30BAHHEM
00OpOTHOM CTOPOHEI JIUCTA.
2.5.2. JIOKyMEHT HOJDKEH COJepXaTb o0s3aTeNnbHbE Ui €ro BHIAA PEKBU3UTHL, KOTODHIE
Pa3MEINAOTCS B yCTAHOBICHHOM IOpsAKE, a IMEHHO: HauMeHoBaHue OV, HIeHTH(QUKAIHOHHBIA KO
IOPHIMYECKOTO JIHIA, IOYTOBBIN aJpec, ¢ ykasaHHeM HHAeKca IIpeNpUATHS CBI3H, HOMEp TeledoHa,
e-mail, HOMEp pPErHCTPallMOHHOTO cYeTa B OOCIy)XHBarolled (QUHAHCOBOM OpraHM3anvu (IpH
HeoOXOIMMOCTH), Ha3BaHHE BHIA NOKYMEHTa (KpoMe IHCeM), IaTy, DPErMCTPallMOHHBIA HOMEp
JIOKYMEHTa, 3ar0JIOBOK K TEKCTY, TEKCT, IIOJIIHCE.
PexBusutel mouroBoro ampeca OY yka3plBaroTcs B CIENYIOIIEH II0OCIE€I0BAaTEIbHOCTH: Ha3BaHHUE
YIIUIEL, HOMED JIoMa, Ha3BaHWe HACEICHHOT0 IIyHKTa, paioHa, 001acTH, MOYTOBBIA HHIEKC.
2.5.3.0¢opmieHrHe JOKYMEHTOB, H3TOTaBIMBAaEMBIX C  IIOMOINBIO  IEYATAIONIUX  CPEACTB
' KOMIIBIOTEPHOM TEXHHUKH, OCYLIECTBIISIETCS COTJIACHO TPeOOBaHMAM, ONpeeNeHHbM B Ilpunosicenuu
3.
2.5.4.OTnenbHBIEe BHYTPEHHHE JOKYMEHTHI (3asiBI€HUsI, OOBSICHUTEIBHEIE, JOKIAHBIE 3aIUCKH H T.IL.)
paspemaercss opopmiATe Ha Oenol Oymare (popMa'rOM A4 (210 x 297 mMm) u A5 (146 x 210 Mm)
PYKOIHCHBIM CIIOCOOOM.
2.5.5.Ha moxymeHTax, KoTopble cocTaBisitorcsa B OV, ee HaMMEHOBaHHWE JOJDKHO COOTBETCTBOBATH
HaNMECHOBAaHMIO OpraHM3alli¥, yKasanHoMy B YcraBe. CoxpameHHoe HaumeHoBanue OV
IIPUMEHSIETCS B CIIydae, KOTa OHO O(GUIHMaIbHO 3ahHKCHPOBAHO B Y CTaBe.
2.5.6.Ha3panme Buma HOKyMeHTa (IIpUKa3, pELICHHE, NOKJIajHas 3alMcka M T. 1) IOJDKHO
COOTBETCTBOBATH  HA3BaHUAM,  HpedycMOTpeHHBIM  OOIIepocCHiiCKUM  KIACCH()HUKATOPOM
ynpasiengeckoit qokymenTaruu OKY I (OK 011-93) ¢ usmMeHEHUAMH.
2.5.7.JlaToif IOKYMEHTa SIBJISETCS COOTBETCTBEHHO [aTa €ro MOJNHCAHMS WM yTBepxkieHus. [lata
yKa3bIBaeTCs apabCKUMU M(paMH B OJHY CTPOKY B CIENYIOIIEH IOCIeI0BaTENBHOCTH: YHCIIO, MECAL,
rog. Jlata odopmiseTcs HE(POBBIM MM CIOBECHO-LHGPOBEIM crocobom. B cimydae opopmieHus
JaTHl MEGPOBEIM CMOCOGOM YHCIO M MECSI| IPOCTAaBIIIOTCS ABYMs IapamMy Ludp, pasieleHHBIMU
_TOYKOIA; TOJl — YeTHIPEMS IK(bpaMu, TOUKa B KOHIE He cTaBuTCH (Hanpumep: 01.06.2017).
B TekcTax OOKYMEHTOB, COJAEPXKAllUX CCHUIKM HAa HOPMATHBHO-IIPABOBBIE aKThHl, H JOKYMEHTOB,
CONEPXAIMX CBENEHMS (DMHAHCOBOrO XapakTepa, IIPHMEHSETCS CIOBECHO-IM(POBOH crocod
yKa3aHus [aT C MPOCTABJIEHUEM HyIsl B 0003HAYCHHH JHS MECSIa, ECIIM OH COLEPXKHUT ONHY LHDDY,
nanpumep. 03 anpens 2020 zooa.
PaspemmaeTcs NPEMEHSATE CIOBO «TO/» B COKPALIEHHOM BapHaHTe «I», Hanpumep:01 utons 2020 2.
EclM IOKyMEHT COCTABJIEH He Ha OJaHKe, JaTa yKa3bIBAaeTCsA HUJKE IOANKCH cieBa. [laTa JOKyMEHTa
IPOCTABIIAETCS JOJDKHOCTHBIM JIMIIOM, KOTOPOE €T0 MOJMUCHIBACT WM YTBEPIKAAET.
TIpHMepHEIA MepedeHsb TOKyMEHTOB, KOTOPBIE YTBEPIKIAIOTCS C IPOCTABIEHAEM IPUDA yTBEPXKICHHS,




npuBeneHs! B Ilpunosxcenuu 4.

2.5.8. lna medaTaHHs TEKCTOB CIyXeOHBIX JOKyMEHTOB HCIIOB3YETCS rapautypa Times New
Roman, mpu¢t pasmepom 12 (a1 BHYTpEHHHX JOKYMEHTOB) M 14 (I HCXOISImX JIOKyMEHTOB)
NeYaTHBIX IIYHKTOB. Paspemmaercs HCmonb3oBaTh WIPHU(T pasMepoM 8-12 meyaTHEIX IYHKTOB VIS
meJaTd pexBusuTa «DPaMUIMsA HCIONHHTENS M HOMEp €ro Tele(oHa», CHOCOK, OOBICHUTENBHBIX
HaJIUCEeH K OTAENBHBIM 3JIEMEHTAM TEKCTa JOKYMEHTA MM €r0 PEKBU3UTOB U T.IL..

'Bo Bpemst neyary 3ariaBui pa3penraeTcs HCIONb30BATh MOy XKUPHBIH mpHdT (IPSMOi Wil KypCHUB).
2.5.9. Texer nokymenToB Ha Gymare dopmara A4 (210 x 297 MM) peKOMEHIyeTCs IeYaTarh yepes 1-
1.5 MexcTpouHoro mHTepBana, a ¢popmara A5 (148 x 210 MUILTUMETpPOB) - yepe3 1 MEXCTPOYHBIHA
HUHTEPBAT.

2.5.10. PexBu3uth! TOKyMeHTa (KpOME TEKCTa), COCTOSIIHE U3 HECKOIBKUX CTPOK, IIEYaTAIOTCS yepes 1
MEXCTpOuHbI HHTepBal. CoCTaBHBIE YacTH PEKBU3HTOB «Aznpecary, «['pud yreepsnenus», «'pud
COTJIaCOBaHMA» OTAEJAIOTCS JAPYr OT Jpyra d4epe3 1,5 MEXCTpPOYHOro HHTepBajia. PeKBH3UTEI
JOKYMEHTa OTAENSAIOTCS ApYT OT Apyra depe3 1,5-3 MeXCTpOYHBIX HHTEPBAIA.

2.5.11. Ha3panue BHIa JOKyMEHTa Ile4aTaeTcst GOJIbIIMME OYKBaMH.

2.5.12. Pacun@poBku moanucy B pekBu3uTe «[I0AMHUCH) meYaTaeTcss Ha ypOBHE IIOCHENHEH CTPOKH
HaUMEHOBaHHS JOJKHOCTH.

2.5.13. He jmenaetcs OTCTYH OT IPaHUIIBI JIEBOTO IIOJIS I PEKBU3UTOB «JlaTa JOKyMeHTay, «3ariaBue
K TEKCTy OoKyMmeHTa», «Tekct» (0e3 ab3ameB), «OTMETKAa O HAIM4YUU NONOTHEHHUIY, «DaMuius
HCIIONHATEIISL K HOMED €ro TeeoHa», HaMMEeHOBaHHUE JOJDKHOCTH B pekBusutax «Ilommuce» u «I pud
COTJIaCOBAHHUSA», 3aBEPUTECIBHOM Hamnucu «B COOTBETCTBHH C OpPUTHHAIOMY», TaKXKe CJIOB

_«CIIYIOAJIW», « BBICTYIIUJINY, « PEILINIIN», «[IOCTAHOBWJINY, «IIPUKA3BIBAIO».

2.5.14. Tlpy HaIMYMH HECKONBKMX TPU(OB YTBEpXKIEHHMS M COIJIACOBAHHS OHM pa3MEINAloTCi Ha
OZIHOM YpPOBHE BEPTHUKAJIBHBIMHU CTpOYKaMu. I1epBelii Ipud - 0T rpaHHUIBI JIEBOTO ITOJIS; BTOPOH - Yepes3
104 MuyuIEMETpa OT I'PaHMIIBI JIEBOTO IIOJIS.

2.5.15. Bo Bpems oopMmileHHs JOKYMEHTOB Ha IBYX M 0oJiee CTpaHMIAX BTOpas U IOCIEAYIOIIHE
CTpaHHIBI JO/DKHBEI OBITH NPOHYMEpOBaHBL HoMepa cTpaHHIl CTaBATCS MOCEPENUHE BEPXHETO IO
nmucTa apabckumu nudpamu 6e3 ykasaHHS CIOBa «CTPaHHLA» U pa3[elUTENbHBIX 3HAKOB. IlepBas
CTpaHHUIIa HE HyMEpYeTCsl.

2.5.16.TexcTel HNOKYMEHTOB IIOCTOSHHOTO XpaHEHHS IEeYaTaloTCsd Ha OJHOM CTOpPOHE JIHCTA.
JIOKyMEHTBI CO CPOKOM XPaHEHHMS 10 5 JIET MOXKHO IeJaTaTh Ha JIMIEBOi 1 000POTHOM CTOPOHE JIKCTA.
2.5.17.YTBepxKneHNE NOKYMEHTa OCYIIECTBIIsIeTCs ABYMs criocobamu: rpudom YTBEPKIIEHO n/umm
H3JJaHHEM JIOKJIBHOTO HOPMAaTHMBHOIO akTa (IpuKkasa, pacmopspkeHus u T.0). O6a crmocoba
YTBEPXKIEHHUS UMEIOT OIUHAKOBYIO CHITY.

2.5.18. Onementamu rpuda yTBepxkaeHus sBsoTcsa: cioBo YTBEPXIEHO (6e3 kaBbiuek),
HaMMEHOBaHHWE MOJDKHOCTH, JIMYHas IIOANKCh, MHUIMANBl U (aMMIAS JUIA, YTBEP)KIAIOIIETO
JNOKYMEHT, aTa yTBEp)KAEHH. I pud yTBep)xaeHus pa3MeInaercs B IpaBOM BEpXHEM YIJIy JOKYMEHTA.
+2.5.19. TlpoekThl INOATOTOBIEHHBIX MJOKYMEHTOB Iepel] MOANHMCAHWEM B psIe CIydYacs
COIJIaCOBBIBAIOTCA C 3aMHTEPECOBAHHBIMH YUPEXKICHUSMH, CTPYKTYPHBIMH IOJpa3feIeHIsIMH,
OTAEIbHBIMHU JOJDKHOCTHBIMHU JIUIIAMH.

OTO JenaeTcs A NPOBEPKH IIEJECO00PA3HOCTH M CBOEBPEMEHHOCTH IOKYMEHT4, COOTBETCTBHS
JEACTBYIOIMM 3aKOHOJATENbHBIM W HOPDMAaTHBHBIM aKTaM M SBJISETCS, IO CYLIECTBY, OIEHKO
IIPOEKTA.

CornacoBanue IpOBOOUTCS BHYTPH YUPEKACHHUS U BHE €TO.

2.5.20. I'pud cormacoBanus nokymeHTa cocTouT u3 cioBa COI'JIACOBAHO, nOmKHOCTH JHIA, C
KOTOPEIM COIJIAaCOBaH JOKYMEHT (BKJIIOYas HAaWMEHOBaHME OpraHHW3alliH), JHYHON IIOJIIKCH,
paciu(poBKY MONIHMCH (MHUIIMAIOB, ()aMUJIMH) U JaThl COTJIACOBAHUS (RpULOJCeHUE 5).

CnoBo COT'JTACOBAHO mumercst mponucHbIME OyKBaMH 6€3 KaBBIUEK.

2.5.21. BHyTpeHHee COIJIaCOBaHME IIPOBOAUTCS C TEMH NOApa3JeleHUSIMH, ydacTHe KOTOPBIX
IPEAYCMOTPEHO NPH PEAIM3allMd JAHHOTO JOKYMEHTAa. B y4pekneHHsIX, UMEIOIUX IOPHIUYECKYIO
cityx0y, TOKYMEHTBI J0 IOAMMCAHUS COTJIACOBBIBAIOTCSA C FOPHUCTOM. JIOKYMEHT MOXET OBITH TAKKE
COIJIaCOBAH C 3aMECTUTENIEM JTUPEKTOPA, KypHPYIOLIUM BOIIPOCH], OTPaKEHHBIE B TOKYMEHTE.
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Ecny BBIIONHEHHE NOKyMEHTa CBS3aHO ¢ (DMHAHCOBBIMH 3aTpaTaMH, TPeGYEeTCs COITIACOBAHHE C
(puHaHCOBO CiTyX00#t (rTaBHBIM GyXraaTepoMm).
BuyTpennee cornacosanne opOpMISETCs BH30H COINIACOBAHMS JOKYMEHTA, COCTOSNIEH M3 yKa3aHHs
JOJDKHOCTH BH3HPYIOLIETO, €r0 MOANUCH, €€ PaCHIH(POBKY (MHHIHAIBI U (haMUIIKs) U JaTHL
B crny4ae Hecornacus ¢ JOKyMEHTOM, HATHYHs 3aMEYaHHi U JOTONHEHUH K IIPOEKTY OHH H3JIararoTes
Ha OTZAEJIBHOM JIUCTE, MOANUCHIBAIOTCS ¥ IPHIIATAfOTCS K TOKYMEHTY.
2.5.12. BuemHee coriacoBaHHe B 3aBHCHMOCTH OT COIEP)KaHHS JTOKyMEHTA MOXET IIPOBOIUTHCS C
APYTMMH OPraHHU3alUsSMH, €CIIH CONEp)KaHHE NOKYMEHTAa 3aTparuBaeT HUX HMHTEPECHl, C OpraHaMu
TOCYapCTBEHHOT'O M BEAOMCTBEHHOIO KOHTPOJISL, BHIIIECTOSIIIMMHU OPraHUu3alHusIMH.
2.5.13. Aznpecaramu JOKyMEHTa MOTYT OBITH IOPHANYECKUE JIMIA, KX CTPYKTYPHBIE MOAPA3eTIeHUS U
JOJDKHOCTHBIE JIMLIA, a TAaKke QU3MUYECKHE IHIA.
Ecnu mokyMeHT aapecoBaH IOPUAMYECKOMY JIHIy WIH €ro CTPYKTYPHOMY MOZpas[eleHHIo 0e3
yKas3aHHs JOJDKHOCTHOTO JIHIIA, UX HAMMEHOBAHHUS MPHBOJSITCS B UMEHHUTEIHHOM IIaJIEXKE.
ITouroBeIii anpec yka3pIBaeTCs IIPH HAIPABICHUH JOKYMEHTA Pa30BEIM KOPPECIIOHAEHTAM.

.Ecni  OKyMEeHT azfpecoBaH pYKOBONHMTENIO IOPHAMYECKOTO JIMIA MIM €ro 3aMECTHUTEIIO,
HaMEHOBaHHE IOPHIMYECKOro JIMIa BXOJUT B COCTaB HAUMEHOBAHMS JOJDKHOCTH aJpecara, KOTOpoe
IIPUBOJUTCS B IaTEIEHOM MaJIeXKe.

Ecnu nOKyMEHT HampaBisieTcsl IOJDKHOCTHOMY JIHIYY, HAUMEHOBaHHE FOPHINYECKOTO JIMIA U €ro
CTPYKTYPHOIO IOApa3sfeleHUs YKa3blBalOT B HMEHUTEIHHOM IIaJeXe, a INOJDKHOCTh W (haMUITH
azipecaTa — B JIaTEIbHOM. ‘

B ciydae oTnpaBKu JOKyMEHTa (pU3MYECKOMY JIHIly CHadajla YKa3bIBae€TCsl B UMEHUTEIHHOM IaJexe
(baMuust, UM U OTYECTBO (MHHUIIMAIBI WM HHUIMAT MMEHH), 3aTeM IOYTOBEIH aapec (yiuia, HoMep
JIOMa U KBapTUPbI, HACEIECHHBIHM IMyHKT, palfoH, 001acTh (KpaH, peciryOiuKa), MOYTOBEIM HHAEKC).
2.5.14. JIokyMeHT He JOJDKEH COoIepikaTh Oojiee YeThIpeX aIpecaToB. Eciu JOKyMEHT HalpaBiseTCs
HECKOJIbKUM pa3HBIM aJipecaTaM, TO aJpecaThl YKa3bIBAlOTCS B TOKYMEHTe OAuH moj npyrum. CioBo
«Konusy» mepen BTOphIM, TPETHUM, YETBEPTHIM aipecaTaMy He yKa3biBaroT. [Ipu GonbeM KomudecTse
aZipecaToB COCTaBJISIOT CIHCOK pAacChUIKM OKYMEHTa. ECIM JOKYMEHT SBISIETCS OTBETHBIM, TO
nepBEIM (OCHOBHBIM) a/IpECaTOM yKa3bIBA€TCS aBTOP WHUIIMATUBHOTO TOKYMEHTA, Ha KOTOPBIA JaeTCs
OTBET, BHE 3HAYMMOCTH OCTaJIbHBIX a/IpeCaTOB.

2.5.15. JlokyMeHT mnedaTaeTcsi B KOJMYECTBE 3K3EMIULIPOB, COOTBETCTBYIOLIEM KOJIHUYECTBY

- aJIpecaToB, IUTFOC OOWH (MOCHEIHUR SK3eMIUIAp MokyMeHTa). llocnmenHuil sK3eMIUIIp IOKyMEHTa,
NOANMCAHHBIA IUPEKTOPOM, H3TOTABIUBACTCS OJHOBPEMEHHO C IIOJUIMHHUKOM (OpHIMHAJIOM)
JIOKyMEHTa, COMEPKUT BCE €r0 PEKBH3UTHI (32 HCKIIFOYEHHEM PEKBH3UTOB OJlaHKa JHOKYMEHTA, €CIIU
JOKYMEHT opopMiIsieTcs Ha OJaHKe) U OCTAaeTCs B JeJiE OTIPaBUTENS.

2.5.16. Ecnmu DOKyMEHT OTHpAaBISIETCS B HECKQUIBKO OJHOPOIHBIX OpraHW3alluii MM B HECKOJIBKO

CTPYKTYPHBIX IOApa3eeHUH OHOM OpraHu3aliy, TO HX CIeAyeT yKa3blBaTb 0000LIEHHO.
AnmMuHHCTpanuu paitoHoB PecrryGnuku
Jarectan

2.5.17. B cocraB pekBu3UTa «AzpecaT» NpH HEOOXOOMMOCTH MOXKET BXOMUTH IIOYTOBEIA aJpec.

DIleMEeHTHI ajipeca YKa3bIBalOT B MOCIIENOBATEIBHOCTH, YCTaHOBIEHHOH [IpaBunaMu okazaHus yciyr

IIOYTOBOM CBs3M, yTBepXkaeHHBIME [locTanoBnenueM [IpaBurensctBa Poccuiickoit @enepauun ot 26

cenTs0ps 1997 r. Ne 1239 «O6 yrBepkaenun [IpaBuil okazaHus yCIIyT IIOYTOBOM CBS3M).

B cOOTBETCTBMHM C HUMH YCTAaHOBJEH CJEOYIOLUIMHM IMOPANOK HAllMCaHWs IIOYTOBOIO ajapeca Ha

KOHBEpTax U B JOKYMEHTAX:

-HaUMEHOBaHUE ajpecara;

-yJIa, HOMep IoMa, HOMep KBapTUPBI;

' -HaCeJIeHHbIN MyHKT;

-00JacTh (Kpaii), pecryOmka;

-cTpaHa (U1 MEXITyHapOIHBIX ITHCEM);

-[TOYTOBBIN HHJIEKC.

Agnipec mostydartens NMUIIETCS B MIPAaBOH YacTH KOHBEPTA, a aJpec OTIPABHTENS — B JIEBOM BEPXHEM

yriy.

Ecnu moxyMeHT ampecyercsi opraHy rocyZapCTBEHHOW BJIACTH, OpPraHy MECTHOIO CaMOYIIpaBJICHHS,




IPEANPUATHIO, YUYPEXIEHHUIO, OpPraHu3allid, COOTBETCTBYIOLIEMY CTPYKTYPHOMY IIOJpa3eieHHIO,
YKa3bIBaloT €ro (ee) HauMEHOBaHUe, a 3aTeM ITOYTOBBIH ajpec.

MKOY  «MamxamucckSas  COII

umeHu Temupxanona O./1.»,

yi. AmucynraHoBa ,37 Kaiirarckumii

paiioH, c.Mamxanuc
IIpu apgpecoBaHUMU NOKYMEHTa (U3UYECKOMY JIMIY YKA3BIBAIOT WHHUIHAIBI M (haMIIIHIO HOJIydaTels,
. 3aTeM MOYTOBBIH aJIpec.

Cyneitmanosoit 3.C.

yi1. AnucynrtaHoBa ,37 c.Mamxkanuc ,

368095
Anpec nuckMa, OTIPABIISIEMOTO 10 (akcy, YKa3bpIBaeTCs CIEAYIOIUM 00pa3oMm:

' Hupexkropy MKOVY «Mamxkanucckas

COII wumenu Temupxanora 3.[1.

«

Cynetimanosoii 3.C.

b
2.5.18. 3arojoBOK K TEKCTy HOKYMEHTa [JOJDKEH COAEp)KaTh KOPOTKOE H3JI0XKEHUE COINEPIKAHUSL
JIOKYMEHTAa U OBITh MAKCUMAIBHO CXKATHIM.
Be3 3arooBka pa3pernaeTcss COCTaBIATh KOPOTKHE JOKYMEHTHI Ha GiaHkax ¢opmara AS, B 4aCTHOCTH,
COIIPOBOAUTENBHBIC IIChMa, TEJIETPaMMBI, TeEPOHOTPAMMEL.
2.5.19. TekcT nOKyMeHTA.
TexkcT IOOKYMEHTa COCTaBIISIETCS HAa PYCCKOM S3BIKE (C y4eToM OCOOEHHOCTEH COCTaBIECHHs
* IOKYMEHTOB, OTIPaBIIEMBIX 3a pyOex). TeKcThl NOKyMEHTOB OQOPMIIAIOTCS B BHUIE AaHKETHL,
TaOJIUIIE], CBA3aHHOTO TEKCTa WM B BHIE COCOWHEHHs 3TUX CTPYKTYp. IIpu cocTaBieHuH Tekcra B
BHJE aHKEThl HAMMEHOBAHHUS IIPU3HAKOB XapaKTepU3yeMOoro o0beKTa MOJDKHBI OBITh BBIPAKEHBI
HMEHEM CYIIECTBHTEIHHBIM B UMEHUTEIHHOM IaJEXKe WM CIOBOCOYETAHHMEM C IJIAroJIOM BTOPOIO
JMI@ MHOXKECTBEHHOI'O YKCJIa HACTOSINEro WM, IPOLIEIIEr0 BPEMEHH («HMEETEN, «BIAJEETEy HIIH
«OBLIMY, KHAXOMMIIUCHY) H T.1.). XapaKTEPUCTUKHU, BEIPAXKECHHBIE CIIOBECHO, JOJDKHEI COIIACOBBIBATHCS
C HAaNMEHOBAHUSIMHU ITPH3HAKOB.
Tekcr B (opMe TAONHUIBI CONEPKUT MHGOPMAIUIO O HECKONBKHX OOBEKTaX IO psAAy MPU3HAKOB.
I'padsl ¥ cTpoku TAONUIB! JOJDKHBI UMETh 3ar0jOBKH, BBIDAKEHHBLIE MMEHEM CYINECTBUTCIBHBIM B
UMEHHUTENBHOM Hajexe. [1013arofoBKy U rpadpl CTPOK JODKHBI OBITH COIIACOBAHEI C 3ar0JIOBKAMHU.
Ecmu Tabmuma medaraercs Oojiee 4YeM Ha OOHOM cCTpaHHne, Tpadbl TaOMUIB! MOKHBI OBITH
IIPOHYMEPOBAHBI U Ha CIIEAYIOIINX CTPaHUIIaX NMeYaTaroTCs TOIBKO HOMepa rpad, a B IIpaBOM BEPXHEM
yrny mucta — «[Ipomomkenue Tabmuney. Eciu TOKYMEHT COAEPKUT HECKOJBKO TaOJHI, TO Haj
TabuIell cripaBa mevaraercs cioBo «Tabmuiay U yka3sIBaeTCs ee MOpsAIKOBBIH HoMep Oe3 3Haka Ne.
Hanpumep:  Tabnuya 1
O6muMH TpeOOBaHUSIMHU K CBSI3aHHOMY TEKCTY OOKYMEHTA SBIISIOTCS JIAKOHHYHOCTh, SCHOCTh M
'TOYHOCTb €r0 H3JI0XKeHHUs. TEeKCT JOKyMEHTa JODKEH OBITh HU3JI0KEH IPaMOTHO B COOTBETCTBHHM C
JEHCTBYIOIMME IIpaBHJIaMi opdorpaduu W MyHKTyaluw, B oduuuambHO-AenoBoM cruie. IIpu
oOpMIIEHHHM TeKcTa JOKyMEHTa Ha JByX M Ooyiee CTpaHHIIaX IIE€pBas CTpaHHMIA JOKyMEHTa He
HyMepyeTcs, a BTOpas ¥ IIOCTEAYIOIIHe CTPaHHIB! JOJDKHBI OBITH IMpOHYMepoBaHbL IlopanxoBeie
HOMepa CTPaHHI[ MMPOCTABJIAIOTCS apabCKUMH IH(paMy IO HEHTPY BEPXHEro Iojsd NOKyMeHTa 6e3
3HaKa TOYKHU.
TepMmuHoONOTHS, yHOTpeOnsemMas B JOKyMEHTaX, JO/DKHA COOTBETCTBOBATh TEPMHHOJIOTHH,
YCTAHOBJIEHHOM 3aKOHONATENBPHBIME M IPYTMMH HOpPMAaTHBHBIME akTaMd. K TepMMHaMm, KOTOpEHIE
MOTyT OBITH HEHNOHSTHBI aapecaTy M IPHMEHEHHE KOTOPBIX HEOOXOIMMO B TEKCTC IOKYMCEHTA,
JIOJDKHEI OBITH JaHBl pasbiCHEHHS B cKoOkax. CremyeT m30eraTh HEOIPaBJAHHOTO YNOTPEOJIEHHS
HHOCTPAHHBIX CJIOB. B TeKCTe JOKYMEHTa JOIyCKaeTCsl HCIONb30BAHME OOIIENPUHATEIX COKPAIICHHUH,
YCTaHOBJIEHHBIX JEHCTBYIOIIMMY IIpaBuiIaMu opdorpaduu, crangapramH.
Hanpumep: Ton — T., ThICSIYA — THIC., METP — M, yJula — yil. U T. [I.
B odopmnennu pexBu3uToB «Anpec» u «Iloanuce» cokpalleHus He JOIy CKalOTCs.
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' IHALMaIBL, KaK PABHIIO, PACIIONIATAIOTCs [epell haMuiIelt (B TEKCTE, B PEKBU3HTE «I[lommucey).

B mpoTokonax u BBIMMCKAX M3 HHX IpPH [IEPEYHCIEHUN bAMIUTHHA B ITOPSIKE andaBuTa WHUIHAIEI
CIIEyeT pacroaraTs nocjuae GaMuiIni.

CokpaleHre HaMMEHOBAaHHH IMPEANPUATHH, YUpEKICHHUIH, OpraHu3aldi JOJDKHO IIOJIHOCTBIO
COOTBETCTBOBATh COKPAIUCHUSAM, YCTAHOBJICHHEIM YYPEIUTENbHBIMH NOKyMEHTaMM (IIOJIO0XKEHUSIMH,
yCTaBaMH) 3THX OpraHH3aIlHii.

2.5.20. TexcT mOKyMEHTa COCTOHMT, KaK IIPaBHIIO, H3 IByX 4acred. B mepBoii (BBOAHOIA,
KOHCTaTUPYIOIIEH) YacTH yKas3hIBAlOT IPHYHHbI, OCHOBAHMS M LENH COCTABIEHUS NOKYMEHTA, BO
BTOPO# (3aKJIFOYMTEIBHON ) — PEIIEHHs], BBIBOABL, POCHOBI, IPEIIOKEH S, peKOMEH TallHH.

Texct noxymeHnTa MOXKET COnep>KaTh TONBKO OJHY 3aKIFOYUTENHHYIO JACTh.

Hanpumep:

[IpuKasel — pacnopsAUTENbHYIO YacTh 6e3 KOHCTATUPYIOLIEH;

IIHChMa, 3asBJIEHUs — IPOChOY O€3 MOsSCHEHUS;

CIPaBKH, TOKJIaIHbIE 3aIIMCKH — OLIEHKY ()aKTOB, BHIBOIEI.

B Texcre 1oKyMeHTa, MOATOTOBIEHHOTO Ha OCHOBAHHHU JOKYMEHTOB JAPYTHX OpraHM3all¥il MM paHee
U3JTaHHBIX JTOKYMEHTOB, YKa3bIBaIOT X PEKBU3UTHI: HAUMEHOBAaHUE JOKYMEHTA, HAMMEHOBaHHE
'OpraHM3anME — aBTOpa IOKYMEHT4, [aTy NOKYMEHTa, PETHCTPAllMOHHBI HOMEp JOKYyMEHTa,
3aroJIoBOK K TEKCTY.

Ecnu TeKCT CONEpXKHUT HECKOJIBKO PEIIEHHUH, BBIBOIOB H T. [., TO €r0 CIEAyeT pa3ouBaTh Ha paszieisl,
NOJpa3aesbl, MyHKTHI, IOAIYHKTHL, KOTOPbIE HYMEPYIOT apaOCKUMHK UG paMu:

1. Pazpmen. ‘

1.1 Ilompazmen.

1.1.1 ITynkT.

1.1.1.1 INogmyHKT.

AOG3anpl BHyTpH ITOIIYHKTOB HE HyMEPYIOTCSI.

Ilepeuncnenys BHYTpPH IIyHKTOB (IIOJIIYHKTOB) IMHINYTCS IIOCJIE IABOETOYHS CO CTPOYHOU OYKBEI,
HAYMHAIOTCA C KPacHOM CTPOKH AeducoM, 3aKaHYMBAIOTCS TOYKOH C 3alsaTol, KpOMe IIOCIEIHETrO,
KOTODBIY 3aKaHYHUBAETCS TOYKOM.

B nuceMax ucnons3yroT cnenyromue GOpMBI H3I0KEHHS:

— OT IIEepBOr0 JIMI@ MHOXECTBEHHOrO0 uyuciaa (IIPOCHM HamlpaBUTh)», «HANpaBiIseM Ha
PacCMOTPEHHEY);
+— OT IIEPBOTO JIMIa €AMHCTBEHHOI'O YKCa («(IIPOIIy MOATOTOBUATEY, «IIPOIILY MPEIOCTABUTEY);

— OT TPETBLETO JIMIA EAMHCTBEHHOIO YHCiIa («KOMHUTET HE BO3PAKAET), «aAMUHUCTPAIS YIPEKICHUSI
HaIPaBIIIET»).

JIOKyMEHT ¢ OrpaHMYEHHBIM CPOKOM JIEHCTBHUS JOJDKEH UMETh COOTBETCTBYIOIIYIO CCBLIKY B TEKCTE.
CaelleHus 0 CpOKe MCIOJIHEHHUS KaKuX-Iu00 JeHCTBHH (MEpONpUATHIA) MOMEIIAIOTCS B Hadalle TeKCTa
U MOTYT OBITh BBIIEJIEHBI CAMOCTOSTENBHBIM IpeioxKeHneM (0e3 ab3ara).

OdopmieHne pyKONMCHOTO TEeKCTa JOKYMEHTOB JOJDKHO COOTBETCTBOBAaTh YCTAHOBJIEHHBIM
TpeGOBaHUAM K 0(OPMIICHUIO JOKYMEHTOB. PyKOIUCH MUIIETCS Y€TKO ¥ pa300pUHBO Ha CTAaHIaPTHBIX
aucTax Oymard 4YepHHIaMH YEpHOro IBeTa, He JONYCKaeTcs MUCaTh KapaHTalloM, YepHUIAMH
KpacHOT0, 3€JICHOTO WM APYTHX LBETOB, OYEHh MEJKUM IIOYEPKOM H JielaTh MHOTOYHCIICHHBIE
BCTaBKH, CHOCKH, HCIIPABJICHHUSI.

2.5.21.Ilogmuce.

[Toanuce sBisgeTCa 0043aTENBHBIM PEKBU3UTOM JOKYMEHTA U PAcIiOyiaraeTcs ¢ HHTEPBAJIOM HE MEHeEe
IBYX CaHTHMETPOB TIIOJ TEKCTOM JOKyMeHTa. JIOKYMEHThl TpEACTaBISAIOTCS Ha IOIIMKCH
COOTBETCTBYIOIIUM JOJDKHOCTHBIM JIMI[AM, UCXOAS U3 UX KOMIETEHLIUH, IOJHOCTRIO 0(OPMIIEHHBIMH,
IIPOBEPEHHBIMHU, COIJIACOBAHHEIMH, BMecTe C I[IpHIOXKEHHAMH U MaTepHallaMd, Ha OCHOBaHUU
" KOTOPBIX JOKYMEHT FOTOBHUJICS.

JloxyMeHTHI HH(OpMallMOHHO-CIIPABOYHOTO MIIM aHAJTUTHYECKOTO XapaKTepa MOTYT OBITh ITOAMHCAHEI
HETIOCPEINCTBEHHBIM COCTAaBUTENIEM JOKYMEHTa, €CIIU PElIaeMble BOIIPOCHI HE BBRIXOSAT 3a IPEIEbl €r0
KOMIIETEHIIUH.

IoanuceIBaroTCs 3K3EMILIP HOKYMEHTa, OTChUIAEMBIH afpecaTy, U dK3eMILIIp JOKYMEHTa, KOTOPBIH
ocraeTcs B Jene otnpaButens. [lpu odopMieHHH HOKyMEHTa, HANPaBIAeMOr0 HECKOJIBKHM
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afpecaTaM, HO He OoJiee 4, IIOANMCHIBAIOTCS BCE SK3EMILIAPHI JOKYMEHTA.
Ilpu MaccoBoidl pacchuike KOMHME ITOKYMEHTA IOIIHCHIBAETCS TONBKO OSK3EMILIIP IOKYMEHTA,
OCTaBJISEMBIH B JeJie OTIPABHUTENA, a ajpecaTaM DPacCBUIAIOTCS €ro Pa3sMHOKEHHBIE M 3aBEpPEHHbIE
KOIIHH.
B cocras pexsusura «IIoAmMCBH» BXOIAT: HAMMEHOBAHME OJDKHOCTHOTO JIMIA, MOAMHCABIIETO
JOKYMEHT; JIMYHAas NOANHUCH; paciiiu(poBKa IOAMHICH.
IIpu odopminennn MOKyMeHTa Ha GlaHKe COOTBETCTBYIONIErO OpraHA MM JOJDKHOCTHOTO IHIA
AOJDKHOCTB STOTO JMIA B pPEeKBH3UTE «Iloamuce» ykaskIBaeTcsi COKPAINEHHO, a €CIM JOKYMEHT

. O(I)OpMJIeH HE Ha 6JIaHKC, [IPUBOOUTCS IIOJJHOC HAMMEHOBAHUE NOJIKHOCTH.

Hanpumep:
He Ha OnaHKke:
Hupextop MKOVY «Mamxkamucckas COILI

umenu Temupxanosa 3.J1.» JInuHas moamuce Cyneiimanosa 3.C.
Ha OJaHKe '
Jupextop JIuuHas monmmHChH Cyneiimanona 3.C.

HpI/I NOAIHCaHNU NOKYMEHTA HECKOJIBKUMHU JOJKHOCTHBIMHU JIMIIAMH HX IIONITHCH pacmoJjararotT ogHy
nog opyr O B IIOCJIIENOBATECIIBPHOCTH, COOTBCTCTByIOIl[CfI 3aHUMaeMOM JOJKHOCTH.

Hanpumep:
Hupexrop IOATHCH Cyneiimanosa 3.C.
3amectuTens qupektopa no YBP  monmuch Maxmynosa P.A.

B cnysae oOTCyTCTBHS MOJKHOCTHOIO JHI@, KOTOpPOE MHOJDKHO TIOANMCHIBATH JOKYMEHT, €ro
TOAMUCHIBAET JIMIO, HCIOJHSIOWIES €ro 00A3aHHOCTH, MM €ro 3aMeCTHTelb. B TakoM ciydae
00513aTeNBHO yKa3bIBAIOTCA (haKTHUECKas! JOJDKHOCTh, MHUIMATEI (MHUIMAT HMEHH, QaMUIIHs JHua,
MIO/INUCABIIETO JOKYMEHT (MCIIPABIE€HUE BHOCAT PYKOIMCHBIM HJIM MALIMHOIKCHBIM CIIOCOOOM, €CITH
JOKYMEHT HEBO3MOXKHO Iepernevarars). JlobapineHne HauMeHOBAaHHME JODKHOCTH JHPEKTOpPA CIIOB
«Vcnonusronmit 06s13aHHOCTHY MM «[1.0.» OCYIIECTBISETCS B Cllydae 3aMeIIeHHs IUPEKTOpa IIo
IIpUKa3y (pacCHOpPSHKEHHIO).

IIpu 5TOM mepen HaMMEHOBAHHEM NOJKHOCTH HE JOIYCKAETCsS CTaBUTh MPEUIOr «3a», HAaAIHCh OT
PYKH «3aM.» UM KOCYIO YepTy.

Hanpumep:

W.o. mupexTopa

3amecTuTens nupekTopa no YBP MIOATIHCH Maxwmynosa P.A.
B moxnucanHBEIE JOKYMEHTHI HE IOMYCKAETCS BHOCHTh KaKKMe-TH00 H3MEHEHHS WM OIOIHEHHSL.
IIpuka3s 6e3 NOANKMCH HE UMEET FOPUANIECKOM CHIIBL.

OTruck  mewatw 3aBepseT IOMIMHHOCTh MOIMKMCH JOJDKHOCTHOTO JIMIA HAa JOKYMEHTax,
YAOCTOBEPSIOMIUX IMpaBa JHL, (QUKCHPYIOIUX (aKThl, CBSI3aHHBIE ¢ (PUHAHCOBBIMH CpPENCTBAMH, a
TaKXKe Ha JOKYMEHTaX, NPeAOCTaBisfeMBIX 3a mpeaensl OV U IpexycMaTpHUBalOIIUX 3aBEpEHHE
NOIJIMHHOMN NOANUCH (npunosicerue 6).

OTTHCK TeyaTH CTaBUTCA TAaKHUM 00pa3oM, 4YTOOBI OH OXBAaThIBAI IIOCIENHHE HECKOIBEKO OYyKB

‘ HanMCHOBaHM JOJDKHOCTH JIALA, ITOAIIMCABIIET0 JOKYMEHT.

2.5.22. OY MOXeT 3aBepATh KOIMHU TOJIBKO T€X JOKYMEHTOB, KOTOPHIE CO3JAIOTCS B HEll, a Takxe B
ClyyasX, NpeIyCMOTPEHHBIX B ab3ale BTOPOM HAcToOsmero mnyHkra. Komms JOKyMeHTa
H3rOTAaBIMBAETCS U BEIIAETCS TOJBKO C pa3peIleH s TUPEKTOpa, €ro 3aMECTHTENIEH.

B ciyyae moAroToBKH JOKYMEHTOB I IIPEJOCTABICHHUS CyHeOHBIM OpraHaM, IIPH peIIeHHH
BOIIPOCOB I10 MPUHATHIO JHI[ Ha paboTy, 00ydeHue, yIOCTOBEPEHU UX TPYIOBBIX U APYTHX IPaB BO
B3auMOOTHOIIEHHAX ¢ OV, a Taxke npu (OPMHUPOBAHUM JHUYHBIX Heil paboTHHkoB OV MoxkeT
U3rOTaBJIMBATh KONHMH JOKYMEHTOB, BBIJAHHBIX APYTMMH YYPEKACHHAMH (KOIUH IOKYMEHTOB 00
00pa3oBaHUU U Jp).

[TomeTtka «Komus» mpocTaBiseTcs Ha JIMIEBON CTOPOHE B BEPXHEM IIPABOM YIUIy [EPBOTO JIMCTA
JOKyMEHTA.

Hanmuce 0 3aBepeHMM JOKYMEHTa COCTaBISIIOT W3 CioB: «Komus BepHa», HaMMEHOBaHUS
JOJDKHOCTH, TMYHOH ITOMAIKCH JIUIA, YAOCTOBEPSIOLIEr0 KOIHIO, €r0 HHUIHAIOB (MHUIKAIA UMEHH) U
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(bamuiK, naTel 3aBEpeHHsS KONMM H IPOCTABISETCS HEKE peKkBHM3UTa IOKyMeHTa «llommucey,
' HallpuMep:

«Konus Bepua»

Hupexrop MKOY «Mamxkamucckas COIL

umenu Temupxanosa D.J[.»

JInyHas noamuck , Cyneiitmanosa 3.C.

3aBepeHHe OMUCH T1€YATHIO.

2.5.23. OtMeTKa 00 HCIIONHHTETE.

OtmeTka 06 HCHIONHHTENE NOKYMEHTA HEOOXOMMMA JULS OIEPaTHBHOM CBS3U C HUM C LEJIBIO

PasbIACHEHHA ¥ yTOYHCHHS 3aTPOHYTBIX B IOKyMEHTE BOIPOCcOB. OTMETKa 06 HCIONHHTENE JOKYMEHTA

BKIIOYaeT ero (amwiuio (MaM (GaMWIMIo, MMs, OTYECTBO) W HoMmep Tenedona. OTmerka 06

HCIIOJIHATE/IE OKYMEHTA PACIIONAraeTCs B COOTBETCTBUM CO CTAHAAPTOM Ha JIMLEBOH HJIH 060POTHOM

CTOPOHE IOCIEHETO JUCTA JOKYMEHTA B JIEBOM HU)KHEM YTIIY.

2.5.24. O1meTka 06 HCIIONHEHHH JOKyMEHTA M HAIPABJICHAH €T0 B 1eIO0.
OrmeTka 00 HCTIONHEHHH NOKYyMEHTA M HAIpPABICHHH €ro B JEN0 BKIIOYAET CIENyIOUe TaHHEIE:
CCBUIKY Ha NaTy ¥ HOMEp OKYMEHTa, CBUICTEIbCTBYIOIIETO O €r0 MCIIONHEHHH, UK, IPH OTCYTCTBHH
'TaKoro JTOKYMEHTa, KpaTKue CBEICHUs 00 MCmoMHeHHH; cioBa «B pemo No ...» (ykasbiBaercs HOMED
Aena, B KOTOPOM OyIeT XpaHUTHCS JOKYMeHT). OTMeTKa 06 HCIONHEHHH JIOKYMEHTa ¥ HalpaBlICHHH
€ro B JIENI0 TOJDKHA OBITh [ONKMCAHA ¥ TaTHPOBAHA UCTIOJHUTENEM TOKYMEHTA T JUPEKTOPOM.
2.5.25. Bce KHMTH H IKypHAIBl (KpoMe KIIaCCHBIX), KoTOopele Bemyrcs B OV, mocrpaHuyHO
TIIPOHYMEPOBBIBAIOTCS, IPOLIHYPOBBIBAIOTCS H TIOANKMCHIBAIOTCA aupekTopoM. [Toamucs mupexTopa
3aBEPSCTCA IE€YAThI0 yIeOHOTO 3aBEEHMS.
2.5.26. Kaurd permcTpanyy BBIJAHHBIX JOKYMEHTOB 06 OCHOBHOM obmeM u cpemHeM o6IEM
o0pazoBaHMM M HX OyOIMKATOB, BEIJAHHBIX Memameld «3a 0COObIE yCIIEXH B YUYCHHH»
IIPOIIHYPOBBIBAIOTCA, MPOHYMEPOBBIBAIOTCS, CKPEIUIIOTCSA mevathio OY U XpaHATcs Kak JOKyMEHT
CTPOro¥ OTYETHOCTH.
2.5.27. Tlpuxassl 0 OCHOBHOM JEATENBHOCTH M II0 KaJIpOBBIM BOIIpOCcaM O(OPMIISIOTCS B II€YATHOM
Buze. [locre moanucanus TUPEKTOPOM PErHCTPUPYIOTCS B KHUTAX PETHCTpaLiH IPUKA30B.

KHuTH perucTpanii NpuKasoB M0 OCHOBHOM JeSTENLHOCTH (aZMHHHCTPaTHBHO-X 0351 CTBEHHbIX
BOIIPOCaM), IO KAAPOBEIM BOIPOCaM (JIMYHOMY COCTABY) JOJIKHEIL COJEPXKATh  CIENYIOIYIO
MH(pOpMAIHIO: HOMEp IIPHKa3a, JaTa PETUCTPALHH, 3ar0JI0BOK (kpaTkoe comepiKaHue).

2.6. Vcrpasnenus B J1eNOBOM JOKYMEHTAaMH, IONMYCKAIOTCS B HMCKIIOUMTENbHDIX ciyyas,
YAOCTOBEPSIOTCS MOIMUCEIO PYKOBOJUTENIS U IIEYATHIO 00e00pa3oBaTeIbHON opraHm3alii.

2.7. Bea menoBasi JOKYMEHTALUS XPAHUTCS B CHENUATBHO 000pYIOBaHHBIX IIOMEIIEHUSAX, MKa(ax HIH
ceiipax ¢ cobmonenmeM TpeGoBanmii DemepanbHOro 3akoHa P® ot 27.07.2006 N 152-®3 «O
NEPCOHATBHBIX JaHHBIXY.

2.8. TexHomornn aBTOMAaTH3UPOBAHHOH 06paGOTKH HHpopManuK B  00mIE06pa30BaTEIBHOIM
OpraHu3aluy JOJDKHBI 0TBEYaTh TPEOOBAHHAM HaCTOsLIEH HCTPYKIHH.

2.9. TlpuwioxkeHnss K JOKYMEHTaM, KpOMe IPUIOXEHHH K COIIPOBOJUTENBHBIM IHCHMaM,
COCTaBJIAIOTCS € LEIBIO JOMONHEHNUS, 00BSCHEHHUS OTAENBHBIX BOIPOCOB IOKYMEHTA MM JOKYMEHTA B
IEJIOM.

2.9.1. Tlpunosxenust 0pOPMIIIOTCS, KaK [PaBUIIO, HA JTHCTaX GyMaru dbopmara A4.

2.9.2. Ilpy HaNMMYAH HECKONBKUX MPUIOKEHUH HA HAX YKA3IBAIOTCS MIOPSAKOBEIE HOMEPA, HallpHMep:
Ipunodicenue 1, Ipunoocenue 2 u T.11. 3Hak «Ney mepen 1(poBEIM 0003HAYEHMEM HE CTAaBHUTCHL
2.9.3. B cioyyae eciaM IPHIIOXKEHHSA HAIPABJIAIOTCS C COMPOBOAUTC/IBHBIM IIHCBMOM, OTMETKa O
" HaTIMIH A IPUTIOXKEHHUH PacIIonaraeTes Mocie TeKCTa MUChMa [epel IOMACHI0, HAIPUMED:
IIpunoowcenue: na 5 1. 6 2 sx3.

2.9.4. Eciu IOKYMEHT MIMEET MPHUIIOKEHHS, IOJIHOE HAMMEHOBAHKE KOTOPBIX B TEKCTE HE IIPHUBOIAMTCS,
TO HMX HEOOXOIMMO NEPEYHCTHTh IOCTEe TEKCTa C yKA3aHHEM KOJIMYECTBA JIMCTOB B KAKIOM
TPUIIOKEHHUH M KOJTMYIECTBA HX 3K3EMILIIPOB, HAPHUMED:
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[Ipunoxenus: 1. Crnpaska o megarormyeckoM craske Ha 1 1. B 1 3K3.
2. I'paduk paborer Ha 1 1. B 1 3K3.

3. Ilpuem u perncrpaums A0KyMeHTOB
3.1. Bce KOHBEPTHI ¢ IOCTYHAOIIEH KOPPECIOHICHIHeEH (KpoMe KOHBEPTOB C HAAMUCHIO "MHYHO")
BCKPBIBAKOTCA TUPEKTOPOM, NMPOBEPAETCS HAIWYUE BIOXKEHHBIX B HUX JOKYMEHTOB, NPABHIBHOCTE
JIOCTaBKH M IIEIOCTHOCTH KOHBEPTOB.
3.2. PerucTpanyu MOTEXaT BCE NOKYMEHTHI, TPeGYIOIIHE ydeTa, HCIIOJTHEHHUS, UCIIOJIb30BaHUSI B
CIPaBOYHBIX MEJIIX, KaK IIOCTYNAOINKE M3 JAPYTHX OpraHM3allWii ¥ OT YacTHBIX IMI, TaK H
obpasyromuecs B nesrensHoctd OY. JIOKyMEHTEI perucTpupyrores 10 16.00 gacoB matoit Texymero
"mEs, ac 16.00 — nartoi CIELYIOLIETO THS.
He noxnexar peructpanuu Io3fpaBHTENbHBIE TMHCHMA, TEIETPAMMEL [IPUITIACUTENbHBIE OUJIETEHI,
MH(GOPMALWMS ISl CBEIEHHUS, GYXTaITepPCKUE TOKYMEHTHI EPBHTHOTO ydeta. J[nsg HUX cocraBisgercs
NIePEYCHb HEPETHCTPUPYEMBIX JOKYMEHTOB.
3.3.  PerucTpanus DOKYMEHTOB NpPOM3BOIUTCS C LENBIO OOECIEYEHUS HX ydyeTa, KOHTpOJIA 3a
UCIIOJHEHHEM M ONCPaTHBHBIM  HCHOIb30BaHWEM HH(OpManmu. Perumcrpamus JOKyMeHTOB
IIPOU3BOJMTCS B IEHD UX NOCTYILICHHUS.
3.4.  3aperucTpHpOBaHHbIC IOKYMEHTHI HEpPEIAOT B JEHb HX [OCTYIJIEHUsST Ha PacCMOTPEHHE
JHPEKTOpY. Pe3ynbrarhl paccCMOTpEHHsS JOKYMEHTOB MO CYIIECTBY COIEPYKAIMXCA B HUX BOIIPOCOB
OTPAXKAIOTCS B PE3OJIOLHUAX PYKOBOJACTBA M COIJIACHO PE30JIIOLMSAM HANPABIAIOTCA Ha HCIIOJHEHHE
pabotHukam OY. QaMuIMs HCIONHHUTENS, TEKCT PE3ONIOLHH M BCE IOCJIEAYIOIUE OTMETKH O
IPOXOXKICHUH W HCIIOJHEHHH JOKYMEHTa BHOCSTCS B PETHCTPAL[MOHHbIN JKypHAIL.
3.5. Bce KOHBEpTHI ¢ MOCTYyMArOLIeH KOpPeCTOHAEHIMER (KpoMe KOHBEPTOB C HAIHCHIO IHYHOY)
BCKPBIBAIOTCS, MPOBEPACTCA HAJIMYHE BJIOXKEHHBIX B HUX JOKYMEHTOB, IPABMJIBHOCTH JOCTABKH W
LEJIOCTHOCTh KOHBEPTOB.
.Ha makerax ¢ momerko#t «JIM4HO» IPOCTABIAETCS TONBKO JaTa MOJNYYEHHS, ¥ OHH HepearoTCsI
azpecaTy 0e3 BCKPBITHS, HE PETHCTPUPYIOTCS | HE TOUIEXKAT YUETY.
3.6. JlomyckaeTcst OTMETKY O IIOCTYIUIEHHH TOKYMEHTA B OPTaHM3AIlHIO IIPOCTABNATE B BUJE IITAMIA
I OT PYKH B HIJKHEH JaCTH JIMIEBOH CTOPOHKI HEPBOTO JIMCTA JOKYMEHTA WM Ha €T0 000poTe.
3.7. Kaxplit IOKYMEHT JIOMKEH PETHCTPHPOBATHCS TOJNBKO OJMH Pas; BCS IEPEIHCKA IO BOIIpOCaM
IIEPBUYHOTO JOKYMEHTA BEAETCS IIOJ OJHUM PETHCTPAIMOHHEIM HOMEPOM.
3.8.  Perucrpauus JOKyMEHTOB 3aK/IIOYaeTCs B BEAEHHH 3alMCH YUIETHBIX JaHHBIX O JOKYMEHTE 10
YCTaHOBIIEHHOH PErHCTPAlIOHHON (opMe, KOTOPEIM (GHKCHpyeTcst GaKT CO3NaHus, OTIPABICHHS WA
TIOJTy4CHUS TOKYMEHTa IIyT€M INIPOCTAaBJICHHS HA HEM PETMCTPAIOHHOTO HMHIEKCA C MOCiIeAyomeit
3aMHCHIO B YKa3aHHBIX (OpMax HEOOXOMMMBIX CBENEHHH O JOKYMEHTE.
3.9. lenosble Oymarm, KOTOpBIE MOCTYHAIOT B OOIIEOGPa30BATEIBHbIE OpraHu3alliyd WA
OTIPABIIIOTCS U3 HHX, PETUCTPUPYIOTCA B JKypHAllaX PETHCTPALMH BXOMAAMIEH JOKYMEHTALUH
(npunosicernue 7) unu ucxonsimeit JOKyMeHTalUH (npunocenue 8). B ucxomsmeit KOPPECIOHACHIIUA
(ucxonsmel TOKyMEHTAIMH) UCIIPABJIEHHUS He OITYCKAOTCSL.
3.10. TokyMeHTBI pPETMCTPUPYIOTCS MO TpPYIIaM B 3aBHCHMOCTH OT HA3BaHHS BHIA, aBTopa "
COJZIEPXKAHUS JOKYMEHTOB.
* OTZEeNbHO PETUCTPUPYIOTCS:
- @KTBl OpPraHOB TOCYIAapCTBEHHOM BJIACTH, NMOPYYEHMS BBICIIMX NOJDKHOCTHBIX JIML, 3aIpoChl,
IPECTABICHUS, IPEANUCAHNS OPraHOB Ha30pa ¥ KOHTPOJIA, a TAK)Ke MOTydIeHHAS KOPPECTIOH ICHITHS;
- TpHKassl (PAacIOPsDKEHHMs) IO OCHOBHBIM BOIPOCAM JEATENHHOCTH 0BIIeo6pa3oBaTebHOIN
OpraHH3aluwy; ,
- IPHKa3bl 110 KaJPOBBIM BOIIPOCcaM (JINUHOMY COCTaBY);
- aKThl PeBU3HH (HHAHCOBO-XO035HCTBEHHOM AEITEIbHOCTH;
- Oyxrairepckue TOKYMEHTBI;
- oOpaineHus rpakaaH.
3.11. OcHoBHble 3Tambl paboTHI ¢ HEXOAsIMIEl KOPPECHOHIEHIMelN 3aKII0YaIOTCS B CIEAYIOIIEM:
NIpOBEpKa MPaBUIBHOCTH aJpecOBaHUs W Hanmuuus [lpunoxxeHmi, perucrpainys, COpPTHPOBKA,
COCTaBJICHHE IIOYTOBOIO PEECTPa, BIOKECHHE B KOHBEPT, 3aKJICHBAHHE U MapKHPOBAHHUE, IIOMELIECHHUE
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KOIMK IOKyMEHTa B Je710. Heckonbko JOKyMEHTOB, OJHOBPEMEHHO OTIIPABISEMBIX B OJIHH azpec,
JOJDKHBI BKIIaIBIBATECS B OJUH KOHBEPT.

.3.12. OTBETCTBEHHOCTD 32 MPABUIBHOCTH OGOPMIIEHHS JOKYMEHTA HECET HCIIOJIHUTEINb, TOTOBHUBIIMM
OTOT JIOKyMeHT. HempaBuibHO OGOPMICHHBIA [TOKYMEHT BO3BpAIIAETCS MCIONHUTENIO IS
ZopaboTKH.
3.13.3aKkoHYeHHbIE IEIOIPOM3BOICTBOM JOKYMEHTHI B 15-THEBHbIIH CPOK JIOJKHBI OBITH O(OPMIIEHEI U
CIIMCAHBI NCTIONMHHUTENEM «B 1e1o» ¢ pacuudpoBkoil cBOeH moAmucH, OTMETKOI 0 peleHnH BOIIpOCa,
YKa3aHHEM JaThl CIUCAHUA. B perncTpanuonnpi#t sxypHam BHOCUTCS OTMETKA O CIIMCAHMH AOKYMEHTA
«B neno». Cam TOKyMEHT ONIMBACTCS B MANKy ¢ COOTBETCTBYIOLIAM HOMEHKIJIaTYPHBIM KOJIOM.

3.14. JTokyMeHT DOJDKEH IOMEINAThCs B JEN0 TOJNBKO IMOC/E MCIIONHEHHS M CHITHS C KOHTPOJIS C
COOTBETCTBYIOIIMMHU OTMETKAMH O XOJI€ HCIIOTHEHHS.
3.15. lokymenTBl, mepegaBaeMble M0 3JIeKTPOHHOI 04T, PETHCTPUPYIOTCS OTHETIBHO OT APYTUX

AOKYMEHTOB C yKa3aHHEM JICKTPOHHOTO aJjpeca OTIIPABUTENS U agpecaTa.

OpuruHan ROKyMeHTa, KOTOPBIA IOCTYymHI mOCTe (haKCorpaMMbl HIH IO JJIEKTPOHHOH TOYTeE,

PErUCTPUPYETCSA B COOTBETCTBUU C MyHKTOM 3.7. ITonoxxeHus.

3.16. Bo BpeMs perucrpanuu eMy IIpHCBAaHBAETCS YCIOBHOE OOO3HAYEHHE — PETUCTPallHOHHBINA

HHJIEKC.

JUist BXOIAIMX TOKYMEHTOB PETMCTPAIIMOHHBIN HHAEKC COCTOUT K3 IIOPsIIKOBOIO HOMEpa U HHIEKCa

. JIena.

Hanpumep.: Ne 25/01-23
Y HCXOZAIEro JOKyMEHTAa PpETHCTPAlMOHHBIA HMHIEKC MOXKET pasMemarecss B 00paTHOM
TIOCIEI0BATETIFHOCTH — HHIEKC JIeTIa ¥ IOPSAKOBbIA HOMED.

Hanpumep: Ne 01-23/25 __

3.17. B OY MOXET NpUMEHSTHCS >KypHAIbHAS WIH aBTOMATH3UPOBaHHAsA (C MCIIOJb30BAHUEM
CIICIHAIIBHBIX KOMIIBIOTEPHBIX IIPOrpaMM) (popMa perHCTpaiuy JOKYMEHTOB.

3.18. IIpuMepHBIi IepeyeHsb JOKYMEHTOB, He MONEKAINUX PETHCTPAIIH, H3I0KEH B Ilpunoswcenuu
9.

4. KoHTDPOJIb 32 CPOKAMH HCIIOJIHEHHS JOKYMEHTOB

4.1. OTBETCTBEHHOCTD 3a CBOEBPEMEHHOE M KAYECTBEHHOE MCIIOTHEHHE JIOKYMEHTOB HECYT TUPEKTOD,
CEKpeTaphb U UCIIOJIHUTEIIb.

4.2. Bes nocrynatomast B OY 10KyMeHTaIus HCIONHSETCS B COOTBETCTBHH C TEMH CpPOKaMH, KOTOpBIE
yKa3aHbl B PE30JIOLUM TUPEKTOpa. EciM cpok He ykaszaH, TO JOKYMEHT JOTKeH OBITh HCIOJNHEH B
Cpok - 1 Mecsam; jxamoOBI, 3asBEHHS - B TEYCHHE MECSIa; TEJIErpaMMEl - He Oosee 4eM B
' IByXHEJIENIbHBIH CPOK.

4.3.JTOKyMEHT CUMTaeTCsl HCIOIHEHHBIM, €CIH Pa3pelIeHbl o CYILECTBY BCE IOCTABJICHHBIE B HEM
BOIIPOCEL, B JKypHAJIaX PETUCTPALlU JENIaeTCsl OTMETKA 00 HCIIONHEHHH, T.€. 3alliCaHa JaTa OTIPaBKH
¥ HCXONJIIMH HOMEp OTBETHOrO JOKYMEHTa, HAUMEHOBAHME ajgpecaTa, IOKHOCTH H bamuHs
UCIIOJTHUTEIS, TIOAITMCABIIErO OTBET. »

4.4.Ecni BCce, TOCTaBNEHHBIE B JOKYMEHTE BOIIPOCHL, pELIECHBl B ONEPATUBHOM IOpSAKe, Oe3
HallUCaHWs OTBETA, MCIIOJHHUTENb Ha JIOKYMEHTE JIENaeT KPaTKyIO 3aliCh O PEIIEHHH BONPOCA, CTABUT
Aaty W TOJNHChH, MOCJE YEro JOKYMEHT IoMewaercs B Jeno. Ecmu mo paspemaemomy Bompocy
OXHIACTCA OTBET, TO C COINIACHs CEKpETapsA-MAIlMHHUCTKH IOCTYIHMBIIMM OTBET BMECTE C KOMHEH
OTBETA MOXXET HAaXOAUTHCS Y MCIIOJIHUTENS Ha KOHTPOJIE.

4.5.JIoKyMEeHT CHEMAaeTCsI C KOHTPOJIA IIOCJIE €r0 HCIIOTHEHHUS.

5. oaroroBka u 0opMiIeHHE OCHOBHBIX BHIOB JOKYMEHTOB
JlokanbHble HOPMATHBHEIE aKTEI 00PA30BATE/IbHOM OPraHA3aLUy MOTYT M31aBaThCs B PA3HBIX (hOpMaXx,
M 3T (OPMEI TUPEKTOP OIPENENIET CAMOCTOSTENBHO. DTO MOTYT GBITH MOCTAHOBNCHHS, IIPHKA3bL,
. PACTIOPSKEHH S, HHCTPYKIIMH, TTOJIOXKEHNS, IIPaBUJIa, CTAHAAPTHI, PETJIAMEHTEI U JIp.
5.1. Hostosxenne — NOKYMEHT, ONpE/ENIONIHIi IOPSI0K 0Gpa3oBaHus, IPABOBOE TOJIOXKEHHE, IPaBa,
00513aHHOCTH, OpraHu3alyio paboTeL. IT0I0XKEH S MOTYT GBITh TUITOBBIME M HHIHBHIYAIbHEIMH. ITpu
HaJIMYHH TUIIOBOTO ITOJIOKEHHS Ha €0 OCHOBE pa3pabaThIBAIOTCS WHIWBY LY AJIBHEIE TOJOKEHHSL.
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5.1.1. O6s3arenbHBIMH pexkBusuTamu [lostoxxeHus ABNSIOTCS: HAUMEHOBAHME BHJa TOKYMEHTA, JaTa U
HOMED IOKyMEHTa, MECTO COCTABIICHHUS, 3ar0JIOBOK K TEKCTY, IIOAIKCH, TPH( YTBEPIKIEHHUS.

5.1.2. C yTBepXICHHBIM TIOJIOXKEHHEM B 00S3aTEIbHOM IOpsIIKE CIIETYET O3HAKOMHUTH PaOOTHHKOB
oVv.

5.1.3. Kaxxnprit HOBBIH paboTHEK OV B CBOl IEpBEIA paboynii N€Hb JOKEH M3yYHUTH BCE MOJIOKEHHUS
¥ MHCTPYKIIMH, I10 KOTOPBIM €MY IIPHIETCS paboTaTh.

5.1.4. Buza o3HaxkoMieHHs OQOPMIIAETCS MO AHANOIHH C BH3OM COTJIaCOBAHHMSI, HO BBIIOJIHACTCS
COOCTBEHHOPYYHO: PabOTHHMK YKa3bIBAET CBOIO NOJDKHOCTh, PAClHUCHIBAETCS, paclIi(poOBEIBAET
NOJIKCH U YKa3bIBAET AATy O3HAKOMIICHHUS.

5.1.5. Ilonosxenue ABNIsETCS GECCPOIHBIM TOKYMEHTOM H ICHCTBYET C MOMEHTA CBOETO YTBEPKICHHUS
A0 OTMCHBI MM 3aMCHBI HOBBIM. Ilepuomuueckd (pas B HECKOJBKO JIET) MONOKEHHE HYIKHO
- IEPECMATPHUBATh ¥ IPH HEOOXOMMOCTH BHOCUTH B HETO aKTyalbHBIE H3MEHEHHS.

5.1.6. OT™Mena MOMOXKEH s, €ro 3aMeHa WK BHECEHHE B HETO H3MEHEHHL IIPOU3BOMSATCS IPUKA30M II0
OCHOBHOH JEATENBHOCTH. B cllydae 3aMeHBI M BHECEHHS WM3MEHEHHH, IIPHIIOKEHUE TIOJIOXKEHUS K
IIpHKa3y HE JIeTaeTcs.

5.2. Tlpuka3 — mpaBOBOH JIOKAJTBbHBIMA HODMAaTHUBHBIA aKT, KOTOPBIM M3JA€TCS EIUHOIMYHO
pykosomuteneM OV H ymocToBepseT perueHus OpraHU3allMOHHO-PACTIOPSIUTENBHOTO XapaKTepa
(npunosicenue 10).

5.2.1. [Tlpukasel W3MAOTCS IO OCHOBHBIM  BOIPOCAM JCSATEIBHOCTH,  aJMHUHHCTPATHBHO-
XO34HCTBEHHBIM BOIIPOCAaM U Ka[POBEIM BOTIPOCaM (JTHIHOMY cocrasy) OV.

5.2.2. Bee npukasel, u3naBaeMsle B OY MOYXHO yCIIOBHO pasGuTh Ha 2 6II0Ka:

- Kanps! (;munsblif cocras);

- OcHOBHas IeITENLHOCTD

5.2.3. Ilpukasel HyMepYIOTCS B MOPSAKE WX M3NAHHA B IpeHeiax KaJICHAapHOI'O roja; NMpUKaskl 0
OCHOBHOH JEATENBPHOCTH M MO KaJpOBBIM BOIPOCaM (JIMYHOTO COCTABA) HMEIOT OTAETBHYIO
NOPSIAKOBYIO Hymepanuo. [Iprkasel 1o kafpoBEIM BOIpocam 0603HAYAIOTCS GYKBOM «K» (Hanpumep,
npukas Ne 120-x), mpuKassl 0 OCHOBHOM NEATEIHHOCTH 0GO3HAYAIOTCS OykBoH «0» (HampuMep,
‘npukas Ne 35-0)

5.2.4.Tlprka3 BCcTymaeT B CHIIy ¢ MOMEHTA €0 IOANHCAHHIS miupexTopoM OV, eciid B TEKCTE He
yKa3aHo JPyroro Cpokxa.

5.2.5. Tlpukas MoAMMCHIBACTCS B COOTBETCTBHH C MYHKTOM 2.5.21. nanHoro IToTosKeHus.

5.2.6. Tlpuka3. kax nmpaswio, opopmisiercs Ha Granke OV,

CozepxaHue MpuKas’a KpaTKO H3JAraeTcs B 3arONOBKE, KOTODBIA HAYMHAETCS C npemiora «O» u
COCTAaBILICTCA C IOMOIIBIO  OTIJIATOJBHOTO CymlecTBUTENbHOro («O6 yTBepxkaeHHH...», «O
CO3[[aHHH...») HIIH CYIIECTBUTENBHOr0 («O6 MTOrax...»).

5.2.7. Texct nprkasa 1o BOIpocaM OCHOBHOM IESITENFHOCTH 061Ie06pasoBaTenbHoi OpraHU3allud U
aIMHHACTPATUBHO-XO3HCTBEHHBIX ~BONIPOCOB COCTOMT M3 JBYX YaCTEd - KOHCTATHPYIOLIeit
(mpeamOyJIbI) ¥ pacopsIUTENLHO.

B koHCTaTHpYIOIE# YaCTH OTPaXarOTCs LENH | 3a1aud MPeIHCHBAEMbIX IeHCTBHI, IIPUYHHEI
H3/1laHMsl TpHKasa, JACTCs CChUIKA Ha JOKYMEHT, IOCTY)XHBINHN OCHOBAaHHEM IS IIOATOTOBKH
IpuKasa. YKasaHHas YacTh MOXXET Ha4MHATBCS co coB «Bo HcmonHenwe...», «C menbio..» | TOMY
nofobHoe. Eciu NOKyMEHT H31aeTcsi Ha OCHOBAHHH JPYTOrO pacIopsiAMTENbHOIO JIOKyMEHTa, B
. KOHCTAaTUPYIOMEH YacTH yKasblBaeTCs Ha3BaHHE BHJA TOTO JOKYMEHTa, ero aBTop (MHUHHCTEPCTBO,
CoBeT MMHHCTPOB M Zp.), JaTa, HOMEP M 3arojoBoK. Touka B KOHIE KOHCTaTUPYIOIIEH YacTH He
CTaBHUTCA.

Pacniopsnurensras yacTs nprkasa HaunHaeTcs co ciosa [IPFIKA3BIBAIO, KOTOpOE IeyaTaeTcs
C HOBOH CTpOKH Oonpumiimu GykBamu 6e3 OTCTYIUIEHHs OT JIEBOTO TIONSI M KABBIYEK, TIOCTE Yero
CTaBHTCs JBOECTOYHE. '

PacropsiautensHas 9acTh NENMTCS HA IyHKTH M MOAMYHKTHI, KOTODbIE HYMEPYIOTCSI apaObCKUMHU
muppamMu. B KaXIOM IyHKTE NODKHBI OBITH yKa3aHBI HCIIOJHHTENH, KOHKpETHBIE 3aJaHus
(IOpYYeHUS) U CPOKM HX BBHINOJHEHHS. VICIONHUTETH MOTYT GBITH HA3BaHBI TAKKE OOOGIICHHO:
«PYKOBOIUTCIISIM METOAMYECKHX OOBCAMHEHUH», «3aMECTHTENSIM [UPEKTOpa». IIpH 5ToM, Kak
TIpaBUjIo, HE NPUMEHSCTCA HANUCaHHE HEKOHKPETHBIX IIOPYyYEHHi, KOTOpBIE COAEPIAT CIIOBA:
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«YCKODHTBY», «YIYYIIUTH)», «aKTHBU3UPOBATE», «OOPAaTUTh BHHMAaHHE», «COBEPIIEHCTBOBATEHY,
«TIPOIOJDKUTEY U T.II.

5.2.8. OtnenvHple 3anaHus (HampuMep, 3afaHus, COIepXKalmde UPOBBIE NaHHBIE) MOTYT
O(QOpMIIATECS B BHJIE HPUIIOKEHHS K IIPUKA3y CO CCHUIKOW Ha HHX B COOTBETCTBYIOIIMX ITYHKTax
' IpUKa3a.

Ha nepBoM J1MCTe NPHIIOXKEHHUS B IIPABOM BEPXHEM YILy JENIAeTCs HAAIHCh:

Ilpunooicenue x npuxasy (1,2....)

om 11.02.2017 Ne2

IIpy HATMYKUK HECKOIBKHUX IPUIIOKEHUH Ha KaX/IOM U3 HUX IIPOCTABJIAETCS OPSIKOBEIA HOMED.

Eciu B puiioXkeHUMH K IIPHKa3y AaHBI JOKYMEHTBI APYroil OpraHu3aiyi, TO B IPaBOM BEpPXHEM yIiIy
JAHHOTO IPUIIOKEHHS IEJIaeTCsI COOTBETCTBYIOIAS 3aIIHCh:

Ipunooicenue x npuxasy

om 02.02.2017 Nel2

CtpaHunbl IpuKa3a U IPHIOKEHHH HYMEPYIOTCS KaK €HHbINA JOKYMEHT.

5.2.9. Ilocne moamucaHus NpHKa3a U3MEHEHUS U /WM JOIOJHEHHS B HETO BHOCATCS IIYTEM H3JAHHUS
HOBOTO IIpHKa3a O BHECEHUHU U3MEHEHHH W/WIH JOTIOJHEHHUH.

5.2.10.Ecnmu  mpuka3soM  OTMEHSETCS  NPEABIAYLIMH  paCHOpPSIUTENBHBIA  JOKYMEHT, B
pacropsIUTENbHON YacTH YKa3bIBAe€TCs IyHKT, KOTOPBHIM JOJDKEH HadWHAThCs co ciioB: «[IpusHats
YTPATHBIIUM CHITY...».

5.2.11. i3mMeHeHHs, BHOCHMBIE B INIpUKa3, 0GOPMILIIOTCSA OTAEIBHBIM IIPHKA30M, KOTOPHIM JOIDKEH
'HIMETh TakKoii 3arofioBok: «O BHECEHHWM M3MEHEHMH H/WMIM JONONHEHHH B IIPHKA3 ...» C yKa3aHHEM
JaTbl, HOMEpA, 3arojOoBKa pAacCHOPSAMTENBHOTO [JOKYMEHTa, B KOTOPBIH BHOCSTCS H3MEHEHHS.
PacnopsaurensHas 4acTh puKaza HAaYMHAETCS C TAKOT'O MyHKTa!

1. BHeCTH U3MEHEHUS B IIPUKa3...

Hanee OTHENBHBIMU IOAIYHKTAMH (OPMYNHUPYIOTCS H3MEHEHUS B PACIOPSOUTENIBHBIA JOKYMEHT,
HaIpuMep:

1) myHKT 2 U3JI0KUTH B CIIEAYIOIIEH peaaKIuu:

2) MYHKT 3 UCKITIOYHUTE;

3) ab3am BTOpO¥ MyHKTa 4 HOTIOJHHUTH CIIOBAMH. ..

Ecnu u3aMeHEHUs B paclopsOuTENbHBIH JTOKYMEHT O(GOPMILIOTCS Ha OTAEIHHOM JIMCTE (JIUCTax), B
IIEPBOM ITyHKTE PacIOPSAUTENbHOM YacTH MPHKa3a yKa3bIBaeTCs:

1. BHecTH U3MeHEHUS B...

5.2.12. Tlocnenuuil MyHKT pacHoOpsIUTENFHONW YacTH B ClIydyae HEOOXOIHUMOCTH MOXET COAEPXKaTh
pELIEHNE O BO3JIOKEHUH Ha TOJDKHOCTHOE JIUI0 (PYyHKIUH 0 KOHTPOIIO 32 HCIIOJTHEHHUEM IIpHKa3a.
5.2.13.1lpuxa3sl 1O KaZpOBBIM BOIpocaM (JIMYHOMY COCTaBy) OQOPMIISIOTCS Kak B
. yauunuposanHo#t popme ([locranoBnenue I'ockomcrara P® ot 05.01.2004 Ne 1 "O6 yTBep)KACHUH
YHUUIIMPOBAHHAIX ()OPM IEPBUYHOM YIETHOH NOKYMEHTAIUH 10 YUETy TPyJa U €ro OIUIATH") TaK U
B TEKCTOBOM.

JlaHHBIN BUI MPUKa30B 0GOPMIISIETCS B BHJIE HHIUBHIYTHHOTO HIIH CBOJHOTO.

B uwHpuBHAyanpHOM @pHKa3e CONEPXKUTCS HHPopmanus 00 OAHOM pabOTHHKE; B CBOJAHOM - O
HECKOIBKHX, HE3aBHCUMO OT TOTO, KaKHe YIpaBJIeHYecKHe PelleHHs 10 HUM MpUHHMAoTCs (IIpHeM
Ha paboTy, Ha3Ha4eHUE Ha JOJDKHOCTD, IIEPEBOJ Ha IPYTYIO TOJDKHOCTE (paboTy), YBOIBHEHHE U JIp).
5.2.14. ConepxaHnue MHAUBHIAYAJIBHOIO IpHKa3a [0 KaApOBBIM BOIIpocaM (JIMYHOIO COCTaBa) KPaTKo
U3/1araeTcs B 3aroJioBKe, KOTOPBI HauywHaeTcs ¢ mpemiora «O» U COCTaBISAETCS C INOMOIIBIO
OTIJIArOJIBHOTO CYLIECTBUTENBHOrO, Hampumep: «O Ha3zHaueHHH...», «O NpUHATHH...». B CBOIHBIX
[IpHKa3ax MOXET IPHMEHSTHCS O0O0OOIIEHHBIN 3arojioBok, Hampumep: «O KaapoBBIX Bompocaxy», «O
JIMYHOM COCTaBE.

5.2.15. B Tekcre IpHKa3a IO KagpPOBBIM BOIpOcaM (JIMYHOMY COCTaBy), Kak IIPaBHIIO,
KOHCTaTHUPYIOIIAs YaCTh HE OTMEYAeTCS.

5.2.16. PacniopsimuTenpHas 4acTh IIpHKa3a HauMHAETCs, KaK IPaBUJIO, C IJarojia B HEOIpPEEIeHHOM
dopwme: «IIpunarey, «Haznauutsy, «Ilepeectny, «OOBSIBUTHY M TOMY IOI00HOE.
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5.2.17. Jlanee yKa3pIBarOTCs (paMUIMS, MMS, OTYECTBO (mpu Hamuuuy) pabOTHHKA, HA KOTOPOTrO
PacIpoCTpaHsAeTCs NEUCTBHE NpHKasa, M TEKCT IIpUKa3a. B CBOJHOM INpukase (aMMIHH JIMI B
npejesax IMyHKTOB pa3MEINaloTcs 1Mo aliaBuTy.
5.2.18.B mpukase 0 HasHaYEHHWM WM YBOJHHCHHM pabOTHHKA yKa3bIBaeTcs IIONHAs Aara (4HcIio,
MecAIL, rox) (akTHIecKoro BbIXOAa paboTHHMKA Ha pabOTy (IPEKpalleHHs TPYAOBHIX OTHOIICHHIT),
pa3Mepbl €ro J0JDKHOCTHOI'O OKJIaJa COrJIaCHO MITATHOMY PaclMCaHHUIo, Ha0aBOK U JOILIAT.
5.2.19. B cBogHOM mpuKase 1o KaJpoBbIM BOIPOCaM (JIMYHOMY COCTAaBY) B PACHOPSIUTEIBHYIO 9acTh
BKJIFOYAeTCs MHpOpMAalms, KOTOpas pa3MellaeTcss B TaKOH [OCIEeN0BATENLHOCTH: IPHeM Ha paboTy,
IIEPEBOJI, YBOJILHEHHE.
5.2.20. B xaxmoM MyHKTe IpUKa3a IO KaApOBBIM BOIMPOCaM (IMYHOMY COCTaBY) YKa3bIBAeTCs
OCHOBaHHE OTHOCHTEIIPHO €r0 H3IaHus (3asBleHHE pabOTHHKA, TPYyIOBOW IOroBOp (COrjamieHue),

JOKIIaJHas 3alKCKa, IPEeICTaBICHHE, X0AaTalCTBO, PElIeHHe aTTecTalnoHHON Komuccuud O0) U T 1.

.5.2.21. Ilpukasel MO KaJpOBBIM BOIIPOCAM, KACAIOIIMMCS IPHEMa/yBOJIbHEH)S, IEPEBOA HA IPYTYIO
paboTy, moompeHns pabOTHHKA, NPENOCTABICHHS OTIyCKAa O(QOPMIAIOTCS B yHH(DUIMPOBAHHBIX
dopmax: Ne T-8, No T-5, Ne T-6, Ne T-11, No T-1.

5.2.22. K mpukasy o mpeKpalleHHH TPYIOBOTO IOr0BOpa (YBOJbHEHHUs) O)OPMIISETCS 3aliCKa-pacyeT
1o yHuGuuupoBanHo# Gopme Ne T-60. _

5.2.23. K npukasy 0 IpeIOCTABIEHAU OTITyCKa OGOPMIISETCS 3aliCKa-pacyeT M0 YHU(HIHPOBAHHOI
¢dopme Ne T-61

5.2.24.Bo BpeMs O3HAaKOMJICHHS C IIPUKa30M yKa3aHHBIMH B HEM JIMI[AMM Ha [EPBOM 3K3EMILIAPE
[IpHKa3a MPOCTaBJIAIOTCS MOAIHUCH C YKa3aHUEM JaThl 03HAKOMJICHHS.

5.2.25. Ilpuka3s BcTymaeT B CHIIy C MOMEHTA €ro MOIMHCAHHUS PYKOBOJUTENEM 00INE06pa3oBaTeIbHOM
OpraHM3alluy, €CIIU B TEKCTE HE YKa3aHO APYroro Cpoka.

5.2.23.I1puKa3bl peTUCTPUPYIOTCS B KHUT€ PETHCTPALUY IPHKa30B (rpunosicenue 11).

5.3. Pacnopst:kenue

5.3.1.PacniopsbkeHre — paclmOpsIIUTENbHbIM JIOKAIBHBIH HOPMATHBHBIA IPAaBOBOM aKT, KOTOPBI
U3Ja€TCS  PYKOBOIAIIMM  pabOTHHKOM  00meo0pa3oBaTeNIbHOW — OpraHuM3aliu  (HampuMmep,
3aMECTUTENEM pPYKOBOJHMTENA, PYKOBONUTENEM CTPYKTYPHOIO IMOJApa3feNieHus) IO BOIPOCaM

' HFHOPMaIIMOHHO-METOIIYECKOTO ¥ OPTaHU3AIIMOHHOTO XapaKTepa, BXOASIIUM B €r0 KOMIIETEHIIHIO.
PacnopsbxeHHs cocTaBISIIOTCS aHAJOrHMYHO npukasaM Oe3 cioBa «[IPMKA3BIBAIO» (npunoscenue
12).

5.3.2. PacniopsbkeHHUsI HyMEpYIOTCSl B Tpefenax KaleHIapHOro rojga. PacmopspkeHueM o(opMIISIOTCS
BOIIPOCHI KPaTKOCPOYHOI'0 XapakTepa:

— XO3SHCTBEHHBIE BOIIPOCH! TEKYIIETO I'o/1a;

— TI0€3/IKU Ha 9KCKYpPCHUH, MEPOIPUSATHUS 00YJaOIIHXCH.

5.3.3. PacTiopspKeHHsI pETUCTPUPYIOTCS B KHUI'€ PETUCTPAIMA PacOpsDKEHuM (rpunoscenue 13).
5.3.4. PacniopsikeHHE COCTOUT U3 JBYX YaCTeil:

— KOHCTaTUPYIOLIEH;

— pacnopsiaUTEIbHOM.

5.3.5. KoHcTarupyrommas 9acTb TEKCTa B pacIOpPsDKEHUAX OTACISIETCS OT PaclopsAUTEIbHOM YacTH.
5.3.6. B KoHcTaTHpyIOIIeH 4YacTH YKa3bIBalOTCS HOPMATHBHBIE MTOKYMEHTHI, IOCTY>KHBIIHE
OCHOBAaHHEM JJIs U3IaHUSA PacnopspKeHHUs, OTpaXKaroTCs LENU U 3aJadyl MPEIIUChIBAEMbIX NeUCTBU,
IIPUYMHBI €TO U3JJaHHUS.

.5.3.7. PacniopsiutenpHas 9acTh COAEPXKUT NPEAIICHIBAEMBIE NEUCTBHS, PaMIITHH JOJHKHOCTHBIX JIHII,
OTBETCTBEHHBIX 3a UX BBINOJIHEHHE, U CpOKH UcCHONHEeHUs. OTAeNeHne pacnopsaIuTeIbHOM YacTH OT
KOHCTaTUPYIOILEH B Cily4yae OJHOIO IIPENIHCHIBAIOLIETO JEHCTBUS OCYIIECTBISIETCS CIIOBOM,
OIIpENENAIOIUM 3TO NpeanuchiBarolnee aeiicteue — «llpemnararo:y, «Pexomennyro:», «O0s13p1Bat0:»,
«CunTaro HeOOXOAMMBIM:» M T.II., JTUOO MyCTOW CTPOKOH (B TOM cCliydae, €CIIH B PACIOPSKEHUH
MMEETCs. HECKOJIBKO MPENMCHIBAIOIIMX AeHCTBH). Pacnopsaurenbtas 4acTh TEKCTA PACIOPSIKEHUS,
KaK IIpaBHJIO, JEJIUTCS Ha IIyHKTHI, KOTOpPEIE HyMepyIOTCs apabckuMu uppaMu ¢ TOUKAMH.

5.3.8. Kaxnpli myHKT pacHOpSOUTEIbHON YacTH Ha4dMHAETCS MO0 ¢ (paMHIIMH, MMEHH, OTYECTBA
UCIIOJIHUTENA (B ClIydae OZHOTO IIPEIIMCHIBAIOLIETO NEHCTBUS), IUOO C Iiiarojia B HEONpPeHeIeHHOM
(bopMe, yka3pIBaroIIero KOHKPETHOE NEHCTBUE HCITOTHHUTES.
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5.3.9. OtnenbHEle 3amaHus (HanpUMep, 3aiaHus, comeprkarye uppoBble UIN TaOIUYHBIE JaHHBIE)
MOTYT 0OPMIIATECS B BHAE IIPHIOKEHUH K PaCIIOPSKEHHIO €O CCBUIKOM HA HHX B COOTBETCTBYIOIIHNX
nyHKTax PacropsokeHus.

5.3.10. B aTOM ciyyae Ha IEPBOM JIACTE IPUIIOKEHHS B IIPABOM BEPXHEM YIIIy EIAeTCs HalIUCh:
IIpunooicenue k pacnopsoicenuio

om«_» 20 Ne

5.3.11. Tlpu HaMTMYHK HECKOJBKUX IPHIOKESHHH Ka)XIOMy M3 HUX TPHUCBAMBAETCS CBOU IOPSIKOBBIHA
HOMED, KOTOPBIA yKasbIBaeTCs 1ocie ciosa «[Ipuiioxerney.

5.3.12. MuHMMANEHO HEOOXOMMMBIH HAGOP PEeKBHU3HTOB Pacniopskenus (B IpUMEHEHWH K LIKOJE):
nmonHoe HanmeHosanue OV, HaspaHue JokymeHTa (Pacropspkenwme), mata u HOMep pacnopsKEHuUs,
Ha3BaHWE JIOIDKHOCTH DYKOBOJAILIETO Pa0OTHMKA, MOAMUCABLIErO PacnopsskeHUe W ero MOAIKCh.
Kpowme toro, mosxer GBITH ykasaHo HazBaHHe PacriopsuxeHus.

5.4. Tlpotoko.

5.4.1. Ilpouecchl IPUMEHEHHUS YIPABIEHYECKHX PEIICHHH 06meobpa3oBaTebHON OpraHu3amueii u
CaMH PEIICHHS NTOKYMEHTHPYFOTCS C IIOMOLIBIO IIPOTOKOJIOB KOH(BEPEHIIHIA, IIearOrHYeckKiX COBETOB,
KOMHUCCH# U IIp. (npunosicenue 14).

IIpoToKos cocTaBIIsIeTCS: HA OCHOBAHMHY 3aIMCEH, CIENAHHbBIX HETIOCPEJICTBEHHO BO BpeMs 3aceNaHui,
IpENCTABJICHHBIX TEKCTOB ¥ TE€3UCOB JOKJIAT0B U BBICTYIIIEHUH, CIIPABOK, IPOEKTOB PEIICHHIA.

5.4.2. TIpoToKONM MOXKET COCTAaBIATHCA KAaK B PYKOIIMCHOMA, TAK ¥ B IEYATHOMH dbopwme.

5.4.3. [lato#f mpoToKona SIBISETCS naTa MPOBENCHHS 3acelaHus. Ecam 3acemanue IIPOJIOJIKATIOCH
HECKOJIPKO THEH, TO Yepe3 THPE YKA3BIBAIOTCS IIEPBEIN U MOCIEAHUN IE€HD 3aCeNaHus.

*5.4.4. Homep mpoTokonma NOIKEH COOTBETCTBOBATH HOPSIKOBOMY HOMepy 3acenaHus. Hymeparius
[IPOTOKOJIOB BEAETCS B MNpEeAeax KalCHIapHOIO roja OTAENBHO IO KaXHOM TIpymme HpOTOKONOB
3acellaHus COOTBETCTBYIOIIErO KOJUIETHATFHOIO OpraHa.

B pexBHu3HUTE «MECTO 3acefaHus» yKa3hIBACTCS HA3BAHUE HACENEHHOTO IIyHKTa, B KOTOPOM COCTOSIIOCH
3acelaHue. :

3aro/IoBOK K TEKCTYy IIPOTOKONA JOJKEH OTOOpakaTh BHJ 3aceaHHs (coemanue, cobpanue,
KOH(EpeHUrs | T.I.) WM KOJUICTHAIbHON NeATEeNBHOCTH (KOMHCCHS, COBET, cobpanue, paboyas
TpyNna ¥ T.I.) 4 BKIIOYaTh Ha3BaHUE BUJIA JOKYMEHTA.

5.4.5. TeKCT NpOTOKOIA COCTOMT U3 BBOJHOM M OCHOBHOM YacTeid.,

5.4.6. BBomHas 4YacTh COHNEPXHT IOCTOSHHYIO HH(bOpMammio (CiIoBa I[TPEJCEJATEJIB,
CEKPETAPD, TIPUCYTCTBOBAJI) u nepemeHHyIo (haMuWids, HHHIHATBI IIpeacenaTes,
CEKpeTaps u MPUCYTCTBYIOMHX). [Ipu HEOOXOMUMOCTH YKa3BIBAIOTCS IOJKHOCTH TIPUCYTCTBYIOLIHX, a
TaKKe MHULMANBI, (aMUIHM JOJDKHOCTH JIMI, NpPHUIVIANICHHBIX Ha COBEIIAHHE. Ilpu xommuectBe
Y4acTHHKOB Goitee 10 COCTaBIAETCS CIHCOK IPHCYTCTBYIOMHUX, KOTOPHIA IIPUIAraeTest K IIPOTOKOJTY.
Ecmu mpotoxon odopmnsercs B medatHo#i ¢opme, To cmosa IIPEJICEJIATEJID, CEKPETAPB,
[IPUCYTCTBOBAJIM mnewararoT OT HYJIEBOTO MOJOKEHHUS TabynaTopa, OT 2-T0 IIOJOXKEHHUS
'TabysTOpa CTABHTCS THpE, WHAIMATHI W GaMunMy MHIIYT B MMEHWTENLHOM mamexe. Oamumuu
IIPUCYTCTBYIOIMX DACIONaraloTcs B ai(paBUTHOM TNOPAAKE M IIEYATAIOTCs Yepe3 | MeXCTPOUHBIN
HUHTEpBAaJL.

BBozHas wacTe mpoTokona 3akaHumMBaeTcs mosecTkoif mHi. CioBa «IIOBECTKA HS» MEYATAIOT OT
HYJIEBOTO TOJIOKEHUs TabynsTOpa, TOCITe HMX CTABHTCS IBOETOYHE. BONPOCHI MOBECTKH HS
HYMEpYIOTCsS apabckumu mudpamu. Kakapiii HOBBIA BOIPOC IEYaTaloT OT 1 -TO MOTOMKEHHS
TabyJsropa.

5.4.7. IlocnemoBaTeNbHOCTh PACIONIOXKEHHS BONPOCOB OIPEHENSETCS CTENMEHBIO HX BAXKHOCTH.
Bompocel MepeuncisroTcs B MMEHUTENHLHOM majexe. JloKian (otuer, coobenue, UHGOPMAIHS),
HaNMCHOBaHHE NOJDKHOCTH, HHULHMANB! U (aMHIIMIO TOKJIaUMKa MMAIIYT B POJUTEILHOM mamexe. He
PEKOMEHIYEeTCs BKIIOYATh B IMOBECTKY AHA Bompoc «PasHoe». Kaxzaplif Bompoc HOKEH OBITH
KOHKpETH3HPOBaH. POpMHUPOBAHKE BOIIPOCOB B [IOBECTKE JHs HAYMHAETCS ¢ Ipeora «O (O6)».
5.4.8. OcHOBHAs 4YacTh MPOTOKONA COCTOMT M3 pPa3leioB, KOTOPHE IOJDKHBI COOTBETCTBOBATE
IyHKTaM IOBECTKH JH:. Paszensl HymepyroTcs apabckuMu ud)paMu B CTPOSITCS TI0 TAKOM CXEME:
CJIVIIIAJIA - BRICTYIIMJIM - PELIWIIN (TTOCTAHOBUIIN),

. YKa3aHHBIE CJI0BA MEYaTAlOTCs GOMBIIMME GyKBamu Ge3 OTCTYNa OT TpaHHLBI JIeBoro mons. Ilocie




