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HHOJIO’KEHHE
0 J1eJIONIPOU3BO/ACTBE

B MKJIOY «lerckuii cag Nel0) «Oronéx» noc. bajakoBckoro»
1. O01mme noJio:KeHUst

1.1. Hacrosmee IlosmokeHue  ycTaHaBIMBAeT €AMHYID  CUCTEMY
nenonpom3BoacTBa B MKJIOY «Jlerckuit cam Ne 10 «Oronék» moc.
bankosckoro» (manee - YupexaeHue).

1.2. PykoBOACTBO W KOHTPOJh 3a BEJICHUEM JCIIONPOU3BOJICTBA B
VYupexaeHun OCyIIECTBISET 3aBEAYIOINNA Y UpexKACHUS.

1.3. OTBeTCTBEHHOCTH 3a OpraHHU3alHI0 IEIONPOU3BOICTBA,
CBOEBPEMEHHOE W Kau€CTBEHHOE HCIOJHEHHE IJOKYMEHTOB, MX COXPaHHOCTb
OCYILIECTBJISIET  JEJIONPOU3BOAUTENL  YUPEKICHUSA, KOTOPBIA  JTOJDKEH
obecrieunMBaTh MPaBWIBHOE U  PAlMOHAIIBHOE UCIIOJIB30BAaHUE  CPEJICTB
OpPI'TEXHHUKH, PACXOJIOBAHUE CITY>KEOHBIX OJIAHKOB U OyMarmu.

1.4. Jlenonmpou3BoauTesib ~ YUpexkKJeHUs  O0ecreuuBaeT ydeT u
MPOXOXKJEHWE JOKYMEHTOB B  YCTAHOBJIGHHBIE CPOKH, HWHOOPMUPYET
3aBEYIOIIET0 O COCTOSHUM WX HCHOJHEHHS, OCYIIECTBISCT O3HAKOMJICHUE
COTPYJHUKOB C HOPMATUBHO-NIPABOBBIMHU JTOKYMEHTAMH U JIOKAIHHBIMU aKTaMU
M0 YKa3aHUIO 3aBEAYIONIETO.

1.5. [enompou3BoAuTeNb YUpEeXKICHUS HECET OTBETCTBEHHOCTh 3a
BbITIOJIHEHUE TpeboBanuil [lomoxkeHus, 3a COXpPAaHHOCTh HAXOJSALIUXCS y HETO
CIIy’eOHBIX JOKyMEeHTOB. OO0 yTpare MOKYMEHTOB HEMEJUICHHO OKJIaJbIBAIOT
3aBeAymomeMy YupexaeHueM. [lepegada MOKyMEHTOB, MX KOMHUM pabOTHHKA
CTOPOHHHMX OpPraHHM3alHil JOMYCKAaeTCs TOJbKO C pa3pelieHUs 3aBEIyIOIIETO
YupexaeHueM.

1.6. Ilpm yxoae JeIONpPOU3BOAUTENE B  OTHYCK, YyOBITUM B
KOMaHJUPOBKY WM OTCYTCTBHM IO WHBIM NPUYMHAM HMEIOIIHUECS Y HEro
JOKYMEHTBl 10 YKa3aHUIO 3aBEAYIOIIEr0  YUPEKICHHEM  IepeatoTcs
pabOTHUKY, HA3HAYECHHOMY MPUKA30M 3aBEIYIOIIETO, KOTOPhIA 00s13aH MPUHSTH
MEpBhI K UX CBOEBPEMEHHOMY HCIIOJIHEHUIO.

1.7. Tlpu yBOJBHEHMM WU TEPEMEIICHUU  JCIONPOU3BOAUTEIIS
MPOU3BOJIUTCS Tepeadya el U JOKYMEHTOB, O YE€M COCTABIISIETCS MPUEMO-
CHATOYHBIN AKT, KOTOPBIA YTBEPKAAETCS 3aBEAYIOIINM Y UPEKICHUS.

1.8. IlonoxeHus,  WHCTPYKIMU  PACOPOCTPAHSIIOTCA  Kak  Ha
TPaJAUIIMOHHOE JIEJIOTIPOM3BOJICTBO, TaK W Ha OpraHu3aiuio pabdoTbl C



JOKYMEHTAMH, CO3aBAEMbIMU CPEACTBAMH BBIYUCIUTEIIBHOU TEXHUKHU.

1.9. Begenuwe mepenucKd OT UMEHH YUPEKICHUS C JAPYTUMHU
OpPraHMU3aLMSIMU OCYILECTBISAETCS 3aBEAYIOIIUM Y YPEKICHUEM WJIU JIMLOM, UM
YIIOJITHOMOYEHHBIM.

1.10. Hacrosmmee Ilonoxenue yTBepkaaeTcss Ha HEONPEAEIEHHON CPOK U
JNEUCTBYET 10 IPUHATHS HOBOTO.

2. biaHkHM T0KYMEHTOB

2.1. JlIokyMeHTBI,  co3qaBaeMble Ha  OyMaXHOM  HOCHTENE B
oOpasoBarenbHON opranm3anuu opopmisitorces Ha Oiankax popmarta A4 (210 x
297 mm) (nanee - popmat A4).

2.2.bnaHkn JOKYMEHTOB pa3pabaThIBalOTCI Ha OCHOBE YIJIOBOTO
BapuaHTa PACIOJIOKEHUSI PEKBU3UTOB. [Ipu yrioBoM BapHaHTE PacHOIOKEHUS
PEKBU3UTOB OJIAHKA OHU PACIIOJIaraloTCS B BEpXHEM JIEBOM YTIIy JIUCTA.

2.3. BxiroyeHue B JOKyMEHTOOOOPOT HOBBIX BUIOB OJIaHKOB JJOKYMEHTOB
OCYIIECTBJISIETCS IO COTJIACOBAHUIO C PYKOBOIUTEIIEM.

2.4. Jlna 1OKyMEHTOB, oOQOpMIIEHHbIX Ha OjaHke Qopmara A4,
YCTaHABJIMBAIOTCS CIEAYIOIINE pa3MepPhl MOJICH: JIeBoe - 35 MM;
npasoe - 10 MM;
BEpPXHEE - 25 MM;
HIDKHEE - 20 MM.

PexBu3uT «Anpecar»

2.5. PexBu3uT «Agnpecar» UCHONb3yeTcs TMpU OPOPMIICHUU TIHCEM.
JIOKyMEHT MOKET ObITh a/IpECOBAH B OpraHbl TOCYIAPCTBEHHOM BJIACTU, OPTaHbI
MECTHOTO CaMOYMpaBJI€HUs, OOIICCTBEHHbIE OOBEAUHEHUS, OpraHu3aIuy,
CTPYKTYPHBIE IOJPA3IEICHHUS], TOKHOCTHBIM JIMIAM WJIM TPAKIaHAM.

PexBusnr «Anpecar» pacrojaraetcsi B IpaBOM BEPXHEM YIJy NEPBOIO
mucta nokymeHnTa. [lluprHa 30HBI pacnoyioKeHusl peKBU3HUTA (PacCTOSIHUE OT €€
JIEBOM T'paHMIIBI 10 MPABOTO MOJs JOKYMEHTA) HE JIOJDKHA MPEBBIIATH 8§ CM U
OTPaHUYMBAETCS BEPXHEW U MPABOU I'PaHUILIAMHU TEKCTOBOT'O MOJIA.

B pekBusutre «Apapecar» JOMyCKaeTcs WCMHOIB30BaTh O(UIIMAIBHO
MIPUHATHIE COKPAICHHbIE HAMMEHOBAHUS OPraHOB TIOCYJIapCTBEHHOM BIACTH,
OpraHOB ~ MECTHOTO  CaMOYIpAaBJICHHS, OOIMIECTBEHHBIX  OOBEIUHEHUH,
OpraHU3aIUu.

2.6. [Ipu agpecoBaHny NOKYMEHTA JTOJDKHOCTHOMY JIUITY €TO JOJIKHOCTH
1 (QaMUINIO YKa3bIBaIOT B JATEIHHOM TMae)Ke, MHHUIMAIB YKAa3bIBAIOT MEpPeT
damunueii. HauMmeHoBaHue opraHu3aiu U €€ CTPYKTYPHOTO MOJpa3AeIICHUS
YKa3bIBalOT B UMEHUTENBHOM nazexe. Hampumep:



VYpasnenue oOpazoBaHus U
MOJIOAEKHOU MOJUTUKH
I'eoprueBckoro ropoickoro
okpyra CTaBpOIOJIbCKOrO Kpast

Havansauky yIIpaBICHUS
00pa3zoBaHuUs Y MOJIOJIEKHOM
MTOJIATUKHU I'eopruesckoro

rOpPOJICKOTO
okpyra CK (uaummansi, pamums)

W
yOpaBJIE€HUE HMYIIECTBEHHBIX H
3€MEJIbHBIX
OTHOIIIE

HUU
I'eopruesckoro rOpPOJICKOTO

OKpyra CT&BpOHOJILCKOFO Kpasa

2.7. Eciu  JTOKYMEHT  OTIHpaBJISIOT B  HECKOJIBKO  OJHOPOJHBIX
OpraHu3alMi WA CTPYKTYPHBIX MOJIpa3/IeIeHU OJTHON OpraHu3aIi, PeKBU3UT
«Anpecar» opopmirsieTcs: 000011IeHHO, HAIPUMED:

MynurunanbHbie 00pa3oBaTebHbIE
opra"uzauuu ['eoprueBckoro
TOPOJICKOTO OKpyra

JIOKyMEHT He JAO0JDKEH coJiepKaTh Oosee yeTbipex aapecaToB. CinoBo «Ko-
MUs» Tepesl BTOPbIM, TPETHUM M YETBEPTHIM aJipecaTaMu He ykasbiBaercd. [Ipu
00JIbIIEM KOJIMYECTBE aPECATOB COCTABIISIETCS PEECTP PACCHUIKU JOKYMEHTa, a
Ha KaKJOM JIOKYMEHTE Ile4aTaeTcsl TOJIbKO OJIMH ajapecar.

2.8. B coctaB pekBu3uTa «Anpecar» MOXKET BXOJUTh MOYTOBBIM aapec.
DneMEeHThI MOYTOBOIO a/Ipeca YKa3bIBAIOT B CIECAYIOLIEH MOCIEI0BATEIbHOCTH:

1) st FOPUIMYECKOTO JIUIA - MOJHOE WM KPaTKOe HaMMEHOBAaHUE, JIJIs
rpaXxaHuHa - pamMuiIns, UMsi, OTYECTBO;

2) Ha3BaHUE yJIUIIbI, HOMEP I0Ma, HOMEP KBapPTHUPBHL;

3) Ha3BaHHUE HACEJICHHOTO MyHKTa (ropojia, MoceKa 1 T.I1.);

4) Ha3BaHHE paiioHa;

5) Ha3BaHUE PecIyOJIMKH, Kpasi, 00J1acTH, aBBTOHOMHOT'O OKpYyTa
(obnactn);

6) Ha3BaHUE CTPaHBI (11 MEXTYHAPOIAHBIX MTOYTOBBIX
OTHpPaBJICHUN);

7) MOYTOBBINA MHIEKC.

2.9. TlonHbli MOUYTOBBINA aApPEC yKa3bIBAETCS COCTABUTENIEM JOKYMEHTa B



CJIy4ae €ro HaIlpaBJICHHs YaCTHOMY JIUILY.

ITouyTOBBIN agpec MOKET HE YKA3bIBATHCS HA JJOKYMEHTAX, HAIPABIISIEMBIX
B BBICIIME OpPraHbl BJIACTU W YNPABJICHUS, B BBILIECTOSIIYI0 OPraHU3ALUI0 U
ITIOCTOSTHHBIM KOPPECITOHJAEHTAM.



[Ipyu HampaBlieHMM TKHChbMa B OpPraHM3alldI0  YKa3bIBAlOTCS €€
HalMEHOBAHUE, 3aTE€M MMOYTOBBIN aApec, HAIpPUMED:
['ocynapcTBeHHOE yUpeKICHUE
Bceepoccuiickuii HaydHO
UCCIIENOBATEIbCKUN UHCTUTYT
JOKYMEHTOBECHUS U apXUBHOTO JIeJia
[Ipodcoroznas yi., a. 82, Mockaa,
117393
[Ipu HampaBlieHHH TOKYMEHTA JI0JHKHOCTHOMY JIMILY MHUIIUAJBI CTABSATCS
nepea pamMunre, mpu HapaBICHUH (PU3MIESCKOMY JIUITY - TIOCIIC Hee.
[Ipy w©HanpaBneHUH JAOKYMEHTa (PU3HMYECKOMY JIMIY YKa3bIBalOTCS
dbaMmIis 1 THULIAAJIBI TIOJTydaTeJIs, 3aTeM MTOYTOBBIN ajipec, HallpuMep:

NBanosy M.I1.

yi. Peunas, 1.5, kB.14,

r. HoBonaBnosck, Kuposckuii p-H,
Craspononbckuii kpaii, 327014

[Ipu HampaBieHHMH JOKYMEHTOB JIMIIaM, HUMEIOIIUM 3BaHuE (Y4EHOE WIU
BOMHCKOE) WJIM YYEHYIO CTENEHb, Nepes (haMHuiIneld MOKET YKa3bIBaThCs 3BaHUE
WJIM YUYE€HAasl CTENEHb, HaIPpUMED:
Hpoxypopy
CraBponoJIbCKOTO Kpast
rocyapCTBEHHOMY COBETHUKY
roctuiuu 2 knacca .M. MBanoBy
PexBusut «/lata tokymeHTa»

OO0s13aTeNbHBIM PEKBU3UTOM KaXXAOr0 JOKYMEHTa SBIISETCS JaTa ero
NOANMUCAHUS, IPUHSTHUS, YTBEPKACHUS, COCTABIICHUS UJIU COTJIACOBAHUSI.

JlaToil mrMchbMa ABISIETCSA J1aTa €ro MOJNUCAHMS, JUIsl MPOTOKOJIA - JaTa
3acenanust (MMPUHATHUS PEIICHHMS ), VISl aKTa - J1aTa COOBITHSI.

JIOKyMeHTBI, W3/IaHHbIE ABYMS WM OOJiee OpraHamu, OpTaHU3aIUsSIMU,
JOJIKHBI UMETh OJHY (€IMHYI0) JIaTy.

Ha noxymenTax, ohopmiIeHHBIX Ha OJaHKaX, 1aTa MPOCTABJISETCS B COOT-
BETCTBHUHU C PACIIOJIOKEHUEM ITOTO PEKBU3UTA.

HaTbl, copepxamyecss B TEKCT€ JIOKYMEHTa, JaThl COIJIACOBaHUA,
BU3UPOBAHUS,  YTBEPXKACHHS,  3aBEPEHUs,  MOANMCAHUS,  PETUCTPALNH
nomyckaercss oGopmisiTh LUPPOBBIM crocoboMm (apabckumu uudpamu) B
CJIeyIOLEN MOCNeI0BaTEeIbHOCTH: JIEHb Mecsla, Mecsl, roi. JeHb mecsua u
Mecsil opOpMITSIOTCS IBYMsI TTapamMu apaOCKux mudp, pa3faeIeHHBIMA TOUYKOH,
roJl - 4eThIpbMs apadckumu mudpamu (Hanpumep: 09.04.2018).

[Ipu ccbuike B JOKYMEHTE Ha JaTy U HOMEp JIIoOOTO JOKYMEHTa JaTy
HEOOXOUMO YKa3blBaTh TE€M CIOCOOOM, KOTOPBIM HCIIOJIB30BaH Ha OCHOBHOM
nokyMmeHTe (Hampumep: «B coorBeTcTBUUM ¢ noctaHoBieHueM IIpaBurenbcTBa 4
CraBpomnosibekoro kpas oT 20 HosOps 2013 1. Ne 419-m «O Pernamente



[IpaButenscTBa CTaBPOMOIBCKOTO KPasih»»).

B noxkymeHTax, MpOTOKOJAX, BBIMMCKAX W3 MPOTOKOJOB 3aceJaHui
KOMHUCCUM, COBETa OTJAENa, COBEUIAHUN HCIONb3YETCs CIOBECHO-IIU(PPOBOI
crioco6 odopmiienus aatel gokymeHTa (Harnpumep: 01 utons 2017 r.; 10 urons
2017 r.).

Hata JIOKyMEHTa MPOCTABIISETCS JOJKHOCTHBIM JUIIOM,
MOJMUCHIBAIOIINM WM YTBEPKJAIOIMIUM JOKYMEHT, WA TpPU PETUCTPALUH
JIOKyMEHTa.

PexBusut «/lata mokymeHnTa» npu oOpMIIEHUHU CHIEIHMANBHBIX OyXranrep-
CKHX JOKYMEHTOB MOXET UMETh OTINYHE.

PexBuzut «PeructpaiiMOHHBIA HOMEP JOKYMEHTa»

2.10. PeructpanoHHBIM HOMEpP JOKYMEHTa - IU(POBOE MM OyKBEHHO-
uudpoBoe 0003HAUEHUE, MPUCBAUBAEMOE JOKYMEHTY MPHU €ro PErucTpaivu.
Hanmnune Ha MOKyMEHTE PETMCTPALMOHHOTO HOMEpPA CBUIETEIBCTBYET O TOM,
YTO 3TOT JOKYMEHT BKIIFOUEH B IOKYMEHTOOOOPOT.

Perncrpannronsslii HOMEP MMChMA MPOCTABIIETCSA OJHOBPEMEHHO C 1aTOU
U SIBJII€TCA MOPSIAKOBBIM HOMEPOM JIOKYMEHTA.

®opMHupOBaHUE PErUCTPaMOHHBIX HOMEPOB JOKYMEHTOB
OCYILECTBIISIETCA IYTEM WX PETUCTPALMHA B JKYpPHAJE PErUCTpalyy BXOIALIEH
WJIN UCXOIAIIEN KOPPECIIOHICHIIVH.

2.11. 11. Ha noxymeHnTax, ohOpMIICHHBIX Ha OJIaHKaX, PErUCTPAIMOHHBIH
HOMEP JOKYMEHTA IPOCTABIISAETCA B COOTBETCTBHUU C PACIOJOXKEHUEM ITOTIO
PEKBU3UTA.

Ha noxymenTax, oOopMIICHHBIX Ha CTAaHAAPTHBIX JINCTAX OyMaru, perucT-
PALMOHHBINA HOMEP NPOCTABIIAECTCS MO JATOM.

PerncrpanroHHslii HOMEP JOKYMEHTA [€YaTAETCS OT JEBOM IPaHULIbI TEK-
CTOBOTO TOJISI C TEM K€ MEXKCTPOUYHBIM MHTEPBAJIOM, C KAKUM I1€YaTAETCs JOKY-
MEHT.

PexBusut «Ccpuika Ha perUCTPAlMOHHBIN HOMEP U JIaTy JOKYMEHTA

Ccbpuika Ha MCXOIAIIMM HOMEpP W JAaTy PAHEE IMOCTYNMBIIETO IMHCbMa
BXOJIUT B COCTAB PEKBU3UTOB OJIAHKA MUCHbMA M MPOCTABISAECTCA HCHOJHUTEIEM
IIPU OATOTOBKE WJIM PETUCTPALIN NMHUChbMa-0TBETA.

JIaHHBIN PEKBU3UT BKJIKOYAET PETUCTPALMOHHBIA HOMEDP U JaTy NUChMA,
Ha KOTOpPOE JAEeTCs OTBET, U PACIOJIaraeTCsl HUKE PETMCTPALMOHHOIO HOMEPA U
JIaThI MUCbMA-0TBETA. DTOT PEKBU3UT MPUCYTCTBYET TOJIHKO Ha OJIaHKAX MHCEM.

JlaHHBI PEKBU3UT 00SI3aTEICH IJISl TIMCEM, KOTOPBIC SBIISIFOTCS OTBETaMHU
Ha MOCTYINHUBIINE MTUChMA-3aMPOCHI.

VYka3zaHue B TEKCTE MUChbMa-OTBETA CCHUIKU HA UCXOSIIUNA HOMEP U JaTy
JOKYMEHTA HE JIOIYCKAETCH.

PexBU3UT «3aroJoBOK K TEKCTY»

2.12. 3arojoBoK K TEKCTy JOKYMEHTa - 3TO KpPaTKOE€ COJEp>KaHHE ITOro
JTOKYMEHTA.

3aroJOBOK  COCTABJISIETCA  MCIIOJIHUTENEM  JOKYMEHTa KO  BCEM



JTOKyMeHTaM, o(opMmJICHHBIM Ha Oymare ¢opmara A4, 3a HCKIIOYCHHUEM
nopy4yeHui, TenedoHo-



rpaMM, TeJerpamMM, HM3BEIEHUH M JOKYMEHTOB, O(OpPMIIEHHBIX Ha Oymare
dbopmara A5 (148 x 210 mm) (manee - popmat AS).

3arojioBOK K TEKCTY JOKYMEHTAa JOJKEH OBbITh KpaTKuM, TOYHO
nepeiaBaTh CoJIEpkKaHUE JOKYMEHTA. 3arojloBOK [OJDKEH COAepXKaTh JBE
OCHOBHBIE YacTH: TeMy (IIpeIMET, BOIPOC) U ACHCTBUE, KOTOPOE MPOU3BOIUTCS
WM JIOJKHO OBITH TPOU3BEJICHO.

OnH moxeT GOpMyIUPOBATHCS C TOMOIIBIO OTIJIArOJBHBIX CYIIECTBUTENb-
HBIX B MpemsiokHoM manexe («O0 ormene...», «O0 oxazanud...», «O cospga-
HUH...»).

He pekomMeHnyeTcst BKIIIOUaTh B 3aT0JI0BOK TOJIBKO (haMUJIUIO JIULIA, TI0 TIO-
BOJIy KOTOPOTO M3/aeTCsl JOKYMEHT, 0e3 yKa3aHHs NMPeINUChIBAEMbIX IEHCTBHIA
(manpumep: «O IlerpoBe H.K.», mpaBmibHO «O npenocTaBIeHUU OTIIyCKa
[TerpoBy H.K.»).

Ecnu B TEKCTe NOKyMEHTa OTPa)XXE€HO HECKOJIBKO BOIIPOCOB, 3aroyiOBOK
J0JDKEH (hOpMYTUPOBATHCS 000OIIEHHO.

3aroyioBOK, COCTOSIIIMNA U3 ABYX U OoJiee CTPOK, MEeYaTaeTcsi yepe3 Mex-
CTPOYHBIM HMHTEpBal «TOYHO». IlepeHOCHl CIOB B 3arojOBKE HEXKENATENIbHBI.
Touka B KOHIIE 3ar0JI0BKa HE CTaBUTCSI.

2.13. 3arosoBoK K CIIy>)K€OHBIM MUCBMaM O(QOPMIISIETCS TI0JI PEKBU3UTAMU
Omanka muchMa «J/lata mokymeHTa» u «PeructpallmoHHBIH HOMEpP JOKYMEHTa»
mpudTom Times New Roman pasmepa (nanee - mpudt) Ne 14 u pacnonaraercs
HaJ TEKCTOM TMHCHbMa, OTCTYNHB OT PEKBU3UTOB ONlaHKa 2-3 MEXCTPOUYHBIX
WHTEpBaa.

3arooBOK K CIYXEOHBIM MHUChMaM TI€4aTaeTcss OT JIEBOM TpaHUIIbI
TEKCTOBOTO TOJIA 10 28 3HAKOB B CTPOKE M JOJHKEH 3aHUMaTh, KaK MPABHIIO, HE
ooJiee 5 CTpOK.

2.14. 3aromoBOK MPAaBOBOTO aKTa OTAeNIa 00pPa30BaHMS MeYaTaeTCs OT JIEBOM
I'PaHUIBl TEKCTOBOr'O MOJIS MO 28 3HAKOB B CTPOKE, €CJIM KOJMYECTBO 3HAKOB B
HeM He npeBblaeT 140, ¥ OT 1eBOM 10 TPaBOM IPAHUIBI MOJIS, €CIIU KOJIUYECTBO
3HaKOB OobIe 140.

3aroyioBKM K TEKCTYy TaKUX JIOKYMEHTOB, KaK HWHCTPYKIIHS, IITaTHOE
pacnucaHue, CTpyKTypa, paBujia WM yCTaB, MPUJIAraeMbIX K MPABOBOMY aKTy
WIN YTBEPKIAEMBIX WM, JOJDKHBI COYETaThCS B TAJEKEe C HAUMEHOBAaHUEM
nokyMeHnta (Hanpumep: «llltatHoe pacnucanue (4ero?) IETCKOTO cana...»;
«MeTtoauka npeaocTaBiaeHus (4ero?) CyoCuIuu. .. »).

Ecnmn mpaBOBBIM aKTOM MPEIyCMOTPEHO YTBEPXKACHHWE HECKOJIBKHUX
JIOKYMEHTOB, TO 3aroJIOBOK TaKOTO aKTa JO0JKeH (GOopMYyJIUpOBATHCS 000OIICHHO
(mampumep: «O0 yTBEPKACHUU MTOJIOKEHHUSL. ............. »; «O mopsiake
OpraHu3alliy U MPOBEACHHUS ....»).

2.15. 3aroioBOK OT4YeTa, COPaBKU M JPYTUX JOKYMEHTOB BbIPAaBHUBAETCS
0 LIEHTPY TEKCTOBOT'O MOJISl JOKYMEHTa (HapuMep:

OTYET
O BBITTOJTHCHUH MEPOTIPHUATHI MYHHUIIMITAIIGHON TIPOTPAMMBI



PexBusut «TekcT noKymeHTa»

2.16. JIokyMEeHTBI COCTABIISIFOTCS Ha TOCYIapCTBEHHOM si3bIke Poccuiickoit
denepanuu - pycCKOM SI3bIKE.

K Tekctam OKyMEHTOB MPEIbSBISIOTCS TPEOOBaHUS, KOTOPHIE JOJIKHBI
o0ecreyuTh O0OBEKTUBHOCTh M JIOCTOBEPHOCTh MH(MOpMAIMHU: KPATKOCTh, TOY-
HOCTb, PallMOHAIBHOCTh MOCTPOEHHUS, JIOTUYHOCTh U3JI0KEHUS, TPOCTOTA CTHJIA.
Hcnonb3yembie B TEKCTE JOKYMEHTa (POPMYITHUPOBKHU HE JIODKHBI JOITYCKATh pa3-
JUYHBIX ToJikoBaHUH. CojepikaHue TOKYMEHTa JIOJKHO OBITh YBSI3aHO C paHee
W3JIaHHBIMU 110 TAHHOMY BOIIPOCY JOKYMEHTaMHU.

[Tpu cocTaBneHUn TEKCTOB JOKYMEHTOB HEOOXOIMMO COOIIIOIaTh TIPaBHiIa
HanmucaHus O(QUUIMATbHBIX HAUMEHOBAaHUN NPEANPUITHA U OpraHU3aIui,
JIOJKHOCTEM, HACEIICHHBIX ITYHKTOB.

Hanucanue OykBbI «€» B TEKCTaX JOKYMEHTOB SBIISIETCS 00s13aTEIbHBIM B
TeX cllydasx, KOrjJa BO3MOXXHO HEMPaBUIBHOE MPOUYTEHUE CJIOBA, B TOM YHCIIE B
UMeHax cOOCTBEHHBIX ((haMUIUIX, IMEHAaX, OTYECTBAX, HAUMEHOBAHUSX OpraHu-
3ali U NPeANpUsITHiA, reorpaduIeCKUX HA3BAHUSIX ).

B Tekcte cieayer mpUMEHSTh TOJBKO OOHICTIPUHSTHIC WM OQHUIIAATIBLHO
YCTAaHOBJICHHbIE COKpalleHusl. Eciaum Ha3BaHHMS TOCYJAapCTBEHHBIX OPraHOB,
OpraHOB MECTHOT'O CaMOYIIpaBJIEHUs, OpraHu3aluid, OOBEKTOB YIIOMUHAIOTCS B
TEKCTE HECKOJIBKO pa3, TO NEPBBIN pa3 CIEAyET AaBaTh IIOJIHOEC HANMEHOBAHUE, a
3aTeM B CKOOKax cpopMyJIMpOBaTh COKpAIICHHBINA BapuaHT (M0 hopme: «J1ajee -»),
KOTOPBIN Janiee OyJeT ynoTpedaaTbCs B TEKCTE.

[Ipy ynomMuHaHMM B TEKCT€ JIOKYMEHTa ¢GaMWwINk TpaxaaHuHA,
JOJKHOCTHOTO JIMIA MHULIMAJIBI CTABATCS MOCEe (haMUITUH.

[Ipy ynoMuHaHMM B TEKCTE NOKYMEHTa JHO0Or0 MpaBOBOTO aKTa WIIH
MHOTO JIOKYMEHTa YKa3bIBalOTCSI BCE PEKBHU3UTHI JAHHOTO MPABOBOTO aKTa WIIU
JIOKyMEHTA: 3arojlOBOK JIOKYMEHTa, K€M OH M3[aH WM YTBEpP)KIEH, JaTa H
pPETUCTPAlIMOHHBIM HOMEp JOKYMEHTa (WM JaTra yTBEpXKIEHHUs) (Hampumep:
[IpaBmiia okazaHusi yCIyr MOYTOBOM CBSI3M, YTBEPKICHHBIE MOCTAHOBJIECHUEM
[IpaButenscTBa Poccuiickoii @enepanuun ot 15 anpens 2005 r. Ne 221).

2.17. Tekct OOJBIIMHCTBA JIOKYMEHTOB COCTOUT U3 JIBYX YacCTEW:
OCHOBAaHWsI, B KOTOPOM H3JIaratOTCsl MPUYMHBI COCTABJICHHS JOKYMEHTa, (DaKThI,
COOBITHS, JTa€TCA ONMUCAHWE BO3HUKIICH CUTyaIlud, W 3aKIIOUYCHUS, B KOTOPOM
bOopMyYIUPYIOTCS PACTIOPSHKEHHS, POCKOBI, TPEIIIOKESHHS, BBIBOIBI.

JIOKYMEHT MOJKET COCTOSITh M3 OJHOM (pa3bl, HO U B ITOM CcCliydae B
nepBol e€ 4Yactu QOpMyNHMPYIOTCS TPUYUHBI OOpallleHus WM CO3JaHus
JIOKYMEHTa, a BO BTOPOH - TPOCKOY.

2.18. TexkcThl JOKYMEHTOB U3J1aratoTcs OT:

1-ro nuna eauHCcTBEHHOrO uKcia (Hanpumep: «IIpukaspiBao moAroToBUThH
U TPEACTaBUTh HA PACCMOTPEHHUE....»; «...MPOIIY PACCMOTPETh BOMpPOC 00
YCTaHOBJICHHUH JILTOTHBIX TapU(DOB...»);

1-ro nuuma MHOXecTBeHHOro umciia (Hanpumep: «lIpocuMm mpencTaBuTh
JaHHbIE 0...»; «lIpencraBisieM Ha pACCMOTPEHHE U COTJIACOBAHUE....»).



2.19. TekcT nMOKyMEHTa NEYaTaeTCss Ha pPACCTOSHUU 3 MEXCTPOUYHBIX
MHTEPBAJIOB OT 3arojIOBKAa B YCTAHOBJIEHHBIX I'PAHUIIAX MOJIEH.

TekcT NOKyMeHTa BBIDABHHUBAETCS MO IIMPUHE CTPAHUIIBI, JCIUTCA Ha
a63anpl. Kaxnpiii a03ar; BblaensieTcss B JIOKYMEHTE a03allHbIM OTCTYIIOM,
oTcTynuB 12,5 MM OT JIEBOM TpaHULIbI TEKCTOBOTO MOJISl JOKYMEHTA.

B Tekcrax 1OKyMEHTOB HE PEKOMEH]IyeTCsl PUMEHSTh MMOAYEepKUBAHUE, a
TaK)ke MHbIE CIIOCOOBI BBIICIICHUS CIIOB, (ppa3 u ab3aneB. B TekcTax JOKyMEHTOB
HE JIOMYCKAEeTCsl HAaJM4KEe JOMOJIHUTEIbHBIX MPOOEIOB MEXy CIOBAMH, HEO0XO-
JMMO MCHOJIb30BaTh aBTOMATHYECKYIO paCCTaHOBKY MTEPEHOCOB.

He nomyckaercs pa3HeceHHE TO Pa3HbIM CTPOKaM COCTaBHBIX YacTeu
HalKuCcaHusl AaThl 1 HOMEpPA MPABOBOTO aKTa, MHUIMAJIOB U (haMUIIMK, YUCIOBBIX
3HAYCHUU U UX CIUHUI] U3MEPCHHUS.

IIpn odopmiieHnn TEKCTa JOKYMEHTa PEKOMEHIYETCs HCIONIb30BaTh
JIBOMHBIC YTJIOBBIE KABBIYKHU («...»).

[Ipu pa3meniennn TekCcTa JOKYMEHTA Ha JIBYX M 0oJjiee CTpaHHUIaX BTOpas
U TOCJENYIONIME CTPaHUIbl JIOJDKHBI OBITh MpPOHYMEpoBaHbI. [lopsiikoBbie
HOMEpa CTpaHull NpocTaisitorcs mpudrTom Ne 14 B mpaBoil yacTh BEPXHETO
noyis apabckumu 1udpamu 6e3 100aBOYHBIX CIOB M CHUMBOJIOB. CTpaHMIIBI
KOKJIOTO TPUIOKEHUS K JOKYMEHTY HYMEPYIOTCS OTIEIBHO IO ATHUM XKe
paBUIaM.

2.20. Ilpy MOATOTOBKE CJOKHBIX JOKYMEHTOB (IpaBUJ, MHCTPYKIUN U
JIPYTUX) UX TEKCT HEOOXOAMMO pa3OMBaTh Ha pa3feiibl, MOAPA3/Ebl, KOTOPhIC
MOT'YT UMETh CaMOCTOSITEJIbHBIC 3arOJOBKM U HyMEpalMiO, a TakXKe MYyHKThI U
TTO/IITYHKTBHI.

[IyHKTBI B TEKCTe HYMEPYIOTCS apaOCKuMu IudpaMu ¢ TOYKOH W
3aroJIOBKOB HE UMEIOT.

[1IyHKTBI MOTYT pa3ieyisIThCA Ha MOAIMYHKTHI, KOTOPbIE HYMEPYIOTCS apaod-
ckuMu I1udpamu, paslaeideHHbIMH Toukou (Hampumep: «l.1.»; «1.1.1.»).
JlomyckaeTcsi 4yeThIpex3HauHas HyMmepanusi MOANMYHKTOB (Hampumep: «l1.1.»;
«1.1.1.»; «1.1.1.1.»). Ecim B TekcTe yXKe HCIONb3YyeTCs YeThIpEeX3HauHas
HyMepalus TOAIMYHKTa U HEOOXOJMMO €Ille BBECTH HYMEPAaIUIO MOAMYHKTOB B
JTAHHOM TIOJIITYHKTE, TO B TAKOM CJTy4ae MCIOJIb3yeTCs HyMepalus MOAIMYHKTOB C
WCITIOJIb30BAaHUEM ITU(DP C 3aKPHIBAIOIICICS KPYyTriaoi ckoOkoil (Hampumep: «1)»)
¥ CTPOYHBIMH OYKBaMU C 3aKpPBIBAIOIIEH KPYTIION CKOOKOU (HampuMep: «a)»).

[Tocne uudpoBeIX 0003HAYEHUH MYHKTOB C TOYKOM (Hampumep: «l.»;
«2.») TEKCT NMYyHKTa CJleAyeT HAayMHATh C MPOMHCHOW OYKBBI, a MOCIEIHIOK
CTpOKY ab3alia 3aKkaHYMBaTh TOYKOM.

[Tocne uudpoBbIX WM CTPOUYHBIX OYKBEHHBIX 0003HAYEHUN CO CKOOKOM
(manmpumep: «1)»; «a)») TeKCT MOAMYHKTa CIAeAyeT HAUMHATh CO CTPOUYHON OYKBBI
M 3aKaHYMBaThb TOYKOW C 3amdaTod. ECaM TakoW TIOAIMYHKT COCTOUT W3
HECKOJBKHUX a03areB, TO OHH OTIEJSIOTCS APYT OT JIpyra TOYKOW C 3alsiTowu.
[Tocnenuuii ab3ail MyHKTA 3aKaHYUBACTCS TOYKOM.

PexBu3ut «OT™METKa O HAJTMYHUH PUITOKEHUSD)



2.21. OtMeTKa 0 HAIUYUH MPUIIOKEHHS pa3MeIaeTcsl B JOKYMEHTE Mocie
OKOHYaHHs TeKcTa (4epe3 1-2 MEXKCTpOUHBIX HHTEpBaja), BbIIIE PEKBU3UTA
«ITogmuce». CnoBo «IlpunoxeHue» mneyaTaeTcst OT JIEBOIO IOJS C OTCTYIIOM
12,5 MM, ocj1€ HEro CTaBUTCS IBOETOUHE.

Pasmeprl mozeil, mpudT U MEKCTPOUHBIM HHTEpBAJI IPU IEYaTaHUU
OPUJIO)KEHUH HIEHTUYHBl pa3MepaM, MNPUMEHSEMbIM IpU IME€YaTaHUM TEKCTa
JIOKYMEHTA.

2.22. Ecnu B TEKcTe JNOKyMEHTa JA€TCsl Ha3BaHHE JOKYMEHTa, KOTOPbIN
OyZeT SBIATbCA NMPUIOKEHUEM K HEMY, TO OPOpMIISIETCS OTMETKAa O HAJIH4YUU
npuinoxenus, Hanpumep: «lIpunoxenue: Ha 10 1. B 1 3K3.».

Ecnu B TekcTe JOKyMEHTa NIPHIOKEHUS! YIOMSHYTHI, HO HE Ha3BaHbI, TO B
OTMETKE O HAJIMYUHU MPUIOKEHUSI OHU JOJDKHBI ObITh yYKa3aHbl MMOJTHOCTHIO, Ha-
npumep: «lIpunoxenue: 1. llItatHoe pacnucanue.. .Ha 4 1. B 1 3K3.

2. Cmera pacxonoB.Ha 2 1. B 1 3K3.».

Ecnn npunoxeHus: cOpoIIIOpOBaHbl, TO KOJUYECTBO JUCTOB MOYKHO HE
YKa3bIBaTh.

Ecnmm K JOKyMEHTY [pHararoT JpYyrod JOKYMEHT, HWMEIOIINN
IPUIIO’KEHUE, TO B OTMETKE O HAJIMYUU MPUIIOKEHHS YKa3bIBaeTCsl UH(POpMaLUs
o ero Hanmuuu, Hanpumep: «lIpunoxenne: nucemo Pocapxusa ot 05.07.2013 Ne
2172 v npuIOKEHHUE K HEMY, BCETO Ha 4 JL.».

Ecnu npuinokeHWe HampaBiIIIOT HE BO BCE YKa3aHHbBIE B JIOKYMEHTE
ajpeca, TO OTMETKY 0 HeM oopMJIsitoT cienyromuM obpaszoM: «IIpunoxenue:
Ha 3 1. B | 3K3. TOJIBKO B MEPBBIN aIpeECH.

PexBusut «lloanucey

2.23. B cocraB pexBuzuta «Iloanuce» BXOAUT HAMMEHOBAHUE JOKHOCTH
JUIA, TOANKUCABIIETO JOKYMEHT, U HAUMEHOBAaHUE OPTraHU3ALMH, KOTOPYIO OHO
BO3IJIABISET (€C/Id JOKYMEHT MOJTOTOBIIEH 0€3 UCMOIb30BaHUs OJIaHKA), TUYHAS
HOJIUChH, MHULIUAJIBI U (paMIIIUSL.

Ecnu nokymeHT odopmiieH Ha 6iaHke, To pekBU3UT «lloanucey BkiIodaer
HAaUMEHOBAaHUE JOHKHOCTH, JTUUHYIO MOJNUChH, UHULUABI U (aMUIIUIO.

[Tpu oopmienun fokymMeHTa Ha OJlaHKE JOJKHOCTHOTO JIMLA JOJKHOCTh
ATOTO JIMLA B MOAMNKMCH HE YKa3bIBAIOT.

[Toanuces pacnosiararoT mocijie TEKCTa JOKYMEHTAa U OTMETKM O HaJIM4YuU
PWIOKEHUH, OTCTYIIUB 3 MEKCTPOYHBIX HHTEPBAJa.

HanmMenoBanue noymxHOCTH Jula B pekBusute «lloanuce» nevaraercs ot
JIEBOM TPaHUIbI TEKCTOBOTO MOJISl YePEe3 MEKCTPOUHBIA MHTEPBAT «TOUHOY.

PacmuppoBka moanucu B pekBusure «lloamucey pacnonaraercs Ha
YpPOBHE TIOCJIEOHEH CTPOKM HAUMEHOBAHMS JOJDKHOCTH U IeyaTaeTcs 0e3
npobena Mexay nHunuaniamMu u ¢pamunueit. [locnenusas Oyksa B pacuudpoBke
NOJANMKWCH OTPAaHUYMBAETCA TNPaBbIM TIOJIEeM TeKcTa JoKyMeHTa. OOpazer
oopmiienust pexksusuta «lloanuce» npuBeeH B NPUIOKEHUH 4 K HACTOSIIEH
HNHucTpykuum.

[lonmucanne nOKyMeHTa, Ha KOTOPOM OOO3Ha4YeHa MOAMUCH OJHOTO



JOJDKHOCTHOTO JIUTIA, APYTUM JIOJDKHOCTHBIM JIUIIOM ITyTEM MPOCTABICHUS KOCOM
YEPThl WK NMPEJJIoTa «3a» Mepe]] HAMMEHOBAHUEM JIOJIKHOCTH HE JOMYCKAETCS.

2.24. Ilpu noanucaHuy JOKYMEHTa HECKOJIbKUMU JOJKHOCTHBIMU JUIIAMU
WX TOJIUCU pACMOJaraloT OJHYy TMOJ JApPYyrod B IMOCIEI0BATEILHOCTH,
COOTBETCTBYIOILIEH 3aHUMAEMOM JI0JKHOCTH.

B Takom ciy4ae MNOANMUCHIBAIOT CTOJNBKO JK3EMIUISIPOB JOKYMEHTAa,
CKOJIBKO MOJIMMCHIBAIOIINUX JOHKHOCTHBIX JIUII.

2.25. B nokyMeHTax, COCTaBJICHHBIX KOMHCCHEH (KOJUIeTHAIbHBIM
OpraHOM),yKa3bIBAIOT HE JIOJHKHOCTH JIWII, MOJMUCHIBAIONIMX JTOKYMEHT, a HX
00s13aHHOCTH B COCTaBE KOMHUCCHUU (KOJUICTHAIBHOTO OpPTaHa) B COOTBETCTBUU C
pacnpeneneHueM NOJTHOMOYHH.

PexBu3ut «OT™METKa 00 UCTIOTHUTENEH

PexBuzutr «OTmMeTka 00 WCHOJHUTENE» COJIECPKUT HHOOPMALUIO O
JIOJKHOCTHOM JIMIIE, KOTOPOE MOJITOTOBUIIO IOKYMEHT.

Takast oTMETKa pa3MellaeTcsl Ha JUIEBOM CTOPOHE MOCIIEIHETO JIUCTa A0-
KyMEHTa Ha 2-4 MEeXCTPOYHBIX UHTEpBaJia HIKe pekBu3uTa «lloamnuce» u neya-
Taercs oT JieBoro nosst mpudTom Ne 10.

JlaHHBIN PEKBU3UT BKIIIOYAET B €0t HHUIMANBI U (DAMIIIAIO UCTIOTHUTENS
JIOKyMEHTa ¥ HoMep TeliepoHa, Harpumep:

«M.W. Cunopkun 56-77-28».
PexBu3uT «OTTUCK medaTu»

2.26. OTTHCK TeYaTh TPOCTABIACTCS Ha TOMJIMHHUKAX JOKYMEHTOB,
YAOCTOBEPSIONMIUX TIpaBa JOJDKHOCTHBIX JIMI[ (HampuMmep: YAOCTOBEPEHUSIX,
JTOBEPEHHOCTAX), (ukcupyromux (axkThl, CBsI3aHHbIE C (PUHAHCOBBHIMU
CpeACTBaMHM, a TakKe Ha MHBIX JIOKYMEHTaXx B Ciy4asx, Korja
3aKOHOJATeNbCTBOM  Poccuiickoit  dexgepauyii M 3aKOHOJATEIBCTBOM
CTaBponosbCKOTo Kpasi MpeayCMOTPEHO POCTABJICHUE TTEYaTH.

2.27.OTTHCK TIeYaTH Ha JOKYMEHTaX 3aBepsieT MOJJIUHHOCTH TOJIUCU
JIOJKHOCTHOTO JIUIIA, MTOMKACABIIETO JOKYMEHT.

OTTHUCK TIeYaTH TPOCTABIIACTCS, 3axBaTbiBasg YacTh HAWMEHOBAHUS
JIOJDKHOCTH JIMIIA, €ro nojamnucaniiero. OTTHCK NeYaTH He JIOJDKEH 3aXBaThIBaTh
MOAMUCH JJOJKHOCTHOTO JIUIIA.

Ha noxymenTtax (puHAHCOBOTO XapakTepa OTTHUCK MEYaTH MPOCTaBIIACTCS
0e3 3axBaTa HAaMMEHOBAHUS JODKHOCTU M TOJIKCH, HAa CHEIHAIBHO JIJISI STOTO
oTBeZlecHHOM MecTe. Kak mpaBuio, MECTO MPOCTaBJICHHUS MEYaTH OTMEYaeTCs
oykBamu «M.IL».

PexBusut «I'pud yTBEepKACHUS TOKYMEHTa»

2.28. JIOKYMEHT yTBEPKIAETCS PYKOBOJIUTEIIEM.

Ha pokymeHTax, moieXaluxX YTBEPXKICHUIO, Tpu(d yTBEPKIACHUS
pacrojaraioT B IpaBOM BEpXHEM YTJIy IIEPBOIO JIUCTA IOKYMEHTA.

[Tpu yTBEep)ACHUHN TOKYMEHTA JOKHOCTHBIM JIUIIOM TPU( YTBEPKICHUS
Bumrouaetr B ce0si cioBo «YTBEPXJIAKO» (6e3 kaBeiuek W ABOECTOUMS),
HAaUMEHOBAaHUE JOJDKHOCTU JIMIA, YTBEP)KIAIOIIETO JIOKYMEHT, €ro IMOJIUCH,



WHUIIAAJBI, (DaMIIIAIO U ATy YTBEPIKICHMUSI.
Jlommyckaetcs B rpude yTBep>KIeHUS TOKYMEHTA IICHTPUPOBATh DJIEMEHTHI
OTHOCUTEJIBHO CaMOU JIJIMHHOM CTPOKH, HAIIPUMED:

YTBEPXJIAIKO
HauanbHuk oTena ooOpa3oBaHusi aAMUHUCTPALIII
I'eopruesckoro MYHULUIIAIIBHOTO paiioHa

CTaBponoyIbCKOro Kpas

(FTMYHAs TIOAMKCH) MHULIAAIBI, (pamMuumst 1ata
2.29. Ilpu yTBepXKIACHUH JOKyMEHTAa TMpPUKAa30M Tpu(d yTBEpKICHUS
coctout m3 cioBa «YTBEPXJIEH» («YTBEPXIEHbI», «YTBEPXIEHO»
wm  «YTBEPXJIEHA»), HaumMeHOBaHUS YTBEPXKJIAIOIIETO JIOKYMEHTa B
TBOPUTEIBHOM MAJEXKe, €ro JaTbl U HOMEpA.

3. IloaroroBka u oopmiieHHe HEKOTOPBLIX BUI0B IOKYMEHTOB, IPUKA30B.
IIporokou 3acenanus (COBEIIAHUA)

1.1. Tlpukaz - mpaBOBOM aKkT, H3JaBaeMblii pykoBoguTenem. llpukas
oOs3aTeNIieH Il WCTIOJHEHUsT BceMu paboTtHukamu. [Ipuka3z He Moxker
COZIepKaTh MOJIOKEHUMN, MPOTUBOPEYAIINX JIEUCTBYIOIIEMY 3aKOHOIATEIbCTBY
P®.

BoienstoTcs cneayronue cTauy MoAroTOBKY MpUKa3a:

M3YUYEHHE CYLIECTBa BOIIPOCA;

MOATOTOBKA ITPOEKTA MPUKA3a;

corjlacoBaHue, nojanvcanue (yrBepxacHue).

TekcT mpukaza COIAEPKHUT, KaK MPaBWIO, JBE B3aMMO3aBUCHUMBbIC YACTH:
KOHCTaTUPYIOIIYIO U PAaCHIOPSIAUTEIIbHYIO.

Koncratupyromass  4acTh  SBJISIETCS ~ BBEJEHHEM B CYILECTBO
paccMaTpUBa€MOro BOIPOCA, OHA Mpu3BaHa OOBACHUTh, YEM BBI3BAHO
pacropsik€HWe, Ha OCHOBAaHMM KAaKUX TPaBOBBIX JIOKYMEHTOB  OHO
OCHOBBIBaeTca. B Hell kpaTko w3iararoTcs mend M 3amadu, GakTbl U COOBITHSA,
MOCIYKUBIIME OCHOBAaHMEM (MOBOJIOM) JJisi W3AaHus mpuka3za. OHa MOXKET
HauuHAThCI ciaoBamu: "B mensx", "B coorBercTBHHM', '"BO mcroiiHeHHE", "Ha
ocHoBaHUU", "pyKOBOJICTBYACH". Ecnu mpuka3 uznaercss Ha OCHOBaHUU APYroro
JOKYMEHTa, TO B KOHCTAaTHPYIOIIEH YacTU YKa3bIBA€TCd HAMMEHOBAHUE 3TOTO
JIOKYMEHTa B TBOPUTEIHLHOM MAJIEXKE, €ro JaTa U 3arojoBOK.

PacnopsurenbHas 4acTh M3J1araeTcsl B MOBEJIUTEIBHOM HakJoHeHHHu. OHa
HAaYMHAETCS CIOBOM 'MpuKa3biBar0". [IyHKTBI paciopsIuTENIbHON YaCTH IO KHBI
OBITh KOHKPETHBIMU, HE TMPOTUBOPEUYUTh paHEe W3JaHHBIM TIpuKa3zaMm (B
MPOTUBHOM CJiydyae HEOOXOAMMO B TOM K€ MpHUKa3e BHAauajie OTMEHUTh paHEe
MPUHATOE PELICHUE), HE JIOJDKHBI JIOMYCKaTh Pa3IMUHbIX ToJIKOBaHUU. CieayeT
n3berarb  ynoTpeOJieHHsT HEKOHKPETHBIX BbIpaXEHUW Tuma: "TOJHSTH'",
"moBeIcUTH", "ycunuTh", "IpUHATE MephI", "aKTUBU3UPOBATh" U T. 1. B npukasze



JIOJDKHBI OBITh YKa3aHbI peajbHbIe, TOYHO BHIBEPEHHBIC CPOKM HCIOJIHEHUs. B
pactopsAIUTEILHON YacTH JOJKHBI OBITh TEPEUYUCIICHBI TMPEANMHUCHIBACMBIC
JENUCTBUS C YKa3aHUEM HCTIOJHUTENS KaXKI0rO IEUCTBUS U CPOKOB UCITOJIHEHHUS.
PacniopsiautenbHasi 4acTh MOKET OBITh pa3zielieHa Ha MYHKThl U MOJIYHKTHI,
KOTOpbIE HyMEpPYIOT apaOckumu 1udpamu. JelcTBUS 0JJHOKPATHOTO XapakTepa
NEPEUnCsIioOT B OJHOM MyHKTe. B KadecTBe HCMOIHUTENEH YKa3bIBAIOT
KOHKPETHBIX JIOJDKHOCTHBIX JIMIl. B mocienHeM MyHKTe MNpuKa3za yKa3bIBaIOT
JIOJDKHOCTHOE JIMIIO, HA KOTOPOE€ BO3JIaral0T OTBETCTBEHHOCTH 32 HCITOJIHEHHE
JAHHOTO TpHKa3a, W JaTy O3HAKOMJICHHMS 3aWHTEPECOBAHHBIX JHI[ C
COJIEp>KaHUEM JTOKYMEHTA.

Ecnu npuka3 U3MEHSIET, JONOJHIET WIM Pa3bsCHAET paHee W3AaHHBIN
JOKYMEHT WJIM HEKOTOphlE €ro TMOJOXEHUs, TO OJAWH U3 IyHKTOB
pacnpenenuTeNbHOM YacTH MOXKET COAEpPKaTh CChUIKY Ha OTMEHSEMBbIi
JOKYMEHT (IyHKT JOKYMEHTa) C YKa3aHUEM €ro JaTbl, HOMEpa U 3aroJioBKa.
TekcT myHKTa MOJHKEH TOT/AAa HAYMHATHCA CJIOBaMU: '"MIPU3HATh YTPATUBLIUM
CUIY .. " WM "OYHKT ... TOKYMEHTA ... CIEAYET PA3bACHITH CIEAYIOIIUM
obpazom ...".

Kak mnpaBuiio, TEKCT mNOpHKaza JOHKEH HMMETh 3arojioBOK. 3aroJioBOK
HaynHatoT ¢ npemioroB "O" wiam "OOG" W COCTaBISIOT MPU  MOMOIIU
OTTJIaroJIbHBIX ~ CYIIECTBUTENbHBIX (Hampumep: "O HazHauenuu .", "OO
yrBepxkaenun ", "O BBeaenuu .", "O co3maHuu .") WK CYyIIECTBUTEIbHBIX,
yka3bpiBaromnux Ha npeamet ("O0 urorax .", "O mepax ." u T. 11.).

[Ipukazamu oGOpMIIAIOT pelIeHHs, HWMEIOIIHE HOPMATUBHOE 3HAaYEHUE.
Kpome »sToro wu3garorcss NpUKa3bl MO OMNEPATUBHBIM, OPTraHU3AIMOHHBIM,
KaJIpoBbIM BorpocaMm. [Ipoekt npukasza pazpadaTbiBaeTcs OTBETCTBEHHBIM JHIIOM
Ha OCHOBAHMH MOJITOTOBJICHHBIX UM WJIH MOCTYIUBIINX JTOKYMEHTOB.

[Tpuka3 noanuchIBae€TCss PYKOBOJUTEIEM HIIHA JIUIIOM €r0 3aMEUIAIOIIUM.

Jlaton mipukasza sBisiercss gara ero noxnucanus. [Ipukassl HymMEpyrOT B
npejenax KajaeHIapHoro rojaa, T. €. ¢ 01 sHBaps.

[Ipuka3 momkeH OBITH MPEACIBHO KPAaTKUM W TOYHO COOTBETCTBOBATH
3arosoBKy. [Ipu 3TOoM mpuka3 BCTyIaeT B CUIIy ¢ MOMEHTA €ro MOAINUCAHHUS, €CIIH
MHOT'O CPOKa HE YKa3aHO B TEKCTE.

[IpuKa3bl peruCTpUPYIOTCS B KYpHAJIE PETUCTPALlMU [TPUKA30B.

[IpoekT mnpukaza odopmisercs Ha nucte Oymarm ¢opmara A4 ¢
COOJIIOJIEHUEM BCeX TPEOOBaHUM, MPEABABISIEMBIX K O(POPMICHUIO TOKYMEHTOB,
npeaycMOTpeHHbIX HacTosimer Muctpykimeit. O6paszen odopmileHHsT TpOeKTa
MpuKa3a MpUBEICH B MPUIIOKEHUH 3 K HacTosed MHCTpyKiuu.

[IpoekT mpemocTaBisieTCss JIMIIOM, MOJATOTOBUBIIMM TMPOEKT IpHKa3a, Ha
MOJANMKUCH PYKOBOAUTEIIO.

1.2. IIpoTOKOJ - TOKYMEHT, PUKCUPYIOMIMI X014 00CYX ACHUS BOMPOCOB U
MIPUHSTUA PELICHUN HA:

1) 3acemanusax (COBELIAHUSAX);

2) 3acefaHMsIX KOJUICTHAIBHBIX OpraHoB, OOpa3yeMbIX HaYaJIbHUKOM



oT/ies1a 00pa30BaHMUS;

3) apyrux MepomnpuaTusx (eciu ero ohopMIICHHE TPEAYCMOTPEHO B
paMKax MPOBEACHUS TAKOTO MEPOIIPUSITHS).

1.3. IIpotokon odopMisieTcss Ha OCHOBE 3alKceil, KOTOphle BEIUCh Ha
3acelaHid (COBEIIAHWM) BPYYHYIO WJIM C HCIOJIb30BaHUEM AUKTO(OHA,
MPEICTABICHHBIX MaTepUAIOB K JOKJIaJaM U BBICTYIUICHUSIM, CIIPABOK, IPOEKTOB
JIOKYMEHTOB U JIPYTUX MaTepUasoB.

Cpoxk TOJIrOTOBKM MPOTOKOJIa 3acelaHus (COBEIIAHMs) OmNpeemsercs
JOKYMEHTaMH, PErJaMEHTUPYIOIIUMH JACSITENIbHOCTh OPraHOB (KOMMCCHIA,
COBETOB, pa0OYUX IPYIIII).

1.4. TekcT mpoTOKOJIa TEYATAETCSl HAa CTAHAAPTHBIX JIUCTaX Oymaru
dbopmata A4 TOABLKO Ha JMIEBOM CTOPOHE JHUCTA C YYETOM TpeOOBaHUM
Hactosimen MHCTpyKIuu.

Ecnu npoTokoJl 3aHMMAET HECKOJIbKO JHMCTOB, BTOPOM M MOCHEAYIOIIHMA
JIUCTHI IOJDKHBI OBITh MPOHYMepoBaHbl. [1opsiikoBbIe HOMEpa JTUCTOB MPOTOKOIA
MPOCTABIIAIOTCS apaObCKUMU IudpaMu B MPaBOM YaCTU BEPXHErO IMOJISl JIMIIEBOU
CTOPOHBI JIUCTA 0€3 TOUKH.

1.5.  IIpOTOKOJIBI UMEIOT CIEIYIOIINE PEKBU3HUTHI:

1) nmaumeHoBaHue JOoKyMeHTa (meyaTtaercs ciioBo «[IPOTOKOJI»);

2) BUJ 3aceaHus (coBeranus) (Hanpumep:

«3acefaHue
NEJaroruueckoro  COBETa»; «3aceJaHue aTTEeCTAllMOHHOM KOMHUCCHHU TIO
NPOBEICHUIO AaTTECTAllUd Ha COOTBETCTBUE 3aHUMAEMOW JOJDKHOCTH...») -
YKa3bIBA€TCS B POJUTEIBHOM MAJIEKE;

3) Mecro npoBeneHus 3acenaanus (coBemnianus) (Hampumep: «mmoc. HoBwii,
['eoprueBckuii paiion», «ct. JIsicoropckas, I'eoprueBckuii paiton»). O6pazen
opopmieHuss pekBuzuta «MecTo MpoOBEAEHUS» 3acelaHus (COBEIIAHMS)
MPUBEJICH B IPWIOKEHUH 3 K HacTosinied MHCTpyKImy;

4) mata TpPOTOKOJA (IATOW NPOTOKOJIA SBJSICTCS Jara MPOBEACHUS
3acenaHus (COBEIIAaHUs); €CIM 3aceqaHue (COBEHIaHWE) MPOJI0JDKATIOCH
HECKOJIbKO JHEH, TO JaTa MpOTOKOJIa BKJIIOYAET JaThl €ro Hayajia U OKOHYaHUS
(manmpumep: 22-24 urons 2018 r.);

5) HOMep mpoTOKOJIa (HOMEPOM MPOTOKOJIA SBJISETCS TIOPSIKOBBIA HOMEP
3acejaHusl  (COBEIIAHMA); HyMepalus TMPOTOKOJIOB BEAETCS B Ipeaenax
KaJIeHIAapHOro roja. IIpoTokoJibl COBMECTHBIX 3acefaHui (COBEIIAaHMI) MO
KOKJIO0M Tpynmne MpOTOKOJOB HKMEIOT COCTaBHbIE HOMEpPA, BKIIOYAOIINE
MOPSIIKOBBIE HOMEpa MPOTOKOJOB OpPraHOB - YYacCTHUKOB 3acelaHus
(coBeranus);

6) TekcT MpoTOKOJIA.

OdopmiieHre TeKcTa MPOTOKOJIAa 3aBUCUT OT BUJa PpOoTOKoa. [IpoTOKOIIbI
MOTYT W3/1aBaThCA B CIEIYIOMNX hopMax:

7) TONHBIA MPOTOKOJL.

[TonHBI TPOTOKOI - 3TO JOKYMEHT, B KOTOPOM (PUKCUPYIOTCSI HE TOJIBKO



oOCy>KIaBIIMecs Ha 3aceJaHuM (COBEIIAHWM) BOMPOCHI, MPUHATHIE PEIICHUS U
dbamMuwiuu  BBICTYNMABIIMX, HO M TMEpeAaeTcs COACp)KaHUE JOKIAZOB H
BBICTYIUICHUN YYaCTHUKOB 3ace/laHusl (COBEIlaHUs), BCE BhICKA3aHHbIC MHEHMSI,
MPO3BYYABIIME BOMPOCHI W PEIUIMKH, 3aMEUaHus, MO3ULUU. TEeKCT MOIHOro
MPOTOKOJIA, KaK MPaBUjI0, COCTOUT U3 JIBYX YacTel: BBOJHON U OCHOBHOM.

B BBOJIHOI yacTu MpoTOKOJIa 3ace/laHusl (COBEIIaHMS) YKa3bIBAIOTCS MHU-
nuanbl, GdaMunuu - npenacenatens  (MpeAcenaTeNbCTBYIONIEr0), CeKpeTaps,
MPUCYTCTBOBABIIMX HAa 3acelaHuM (COBEIIaHWM) WU, NMPU HEOOXOJIUMOCTH, JIHII,
MPUTJIANICHHBIX Ha 3acefaHue (COBEILIAHNUE).

Cnucok Juil, TPUTJIALICHHBIX HA 3aceaHue (COBEIIaHUE), COCTABIISIETCS B
andaBuTHOM TOpsiAKE. Ecnu KOMMYECTBO JIHI, MPUCYTCTBYIOMIMX Ha 3acCeAaHUU
(coBemianuu), mpeBbIaeT 15 yenoBek, B BBOJHOW YacTH MPOTOKOJIA 3aceAaHus
(coBelllaHus) I€TAETCs CChUIKA Ha CMMCOK, SIBJSIOMIUNCS HEOThEMIIEMOM YacThIO
Takoro mnpotokosia (Hampumep: «lIpucyrcTBoBamu: 25 d4enoBeK (CIHCOK
MIPUIIATAETCS)»).

Ecnu B 3aceanuu (CoBeliaHun) MPUHUMAIOT y4acTUE MPEACTaBUTEIH pa3-
HBIX OpPraHOB MECTHOTO CaMOYIPAaBIICHUS, OOIIECTBEHHBIX OOBEAUHEHUM U
o0pa3oBaTeNbHBIX OpraHU3alliid, YKa3bIBAETCS MECTO pabOThl U JIOKHOCTH
Ka)XJI0ro Takoro juna. HanmeHoBaHMS JOJKHOCTEW JIMI], TPUCYTCTBYIOIIUX HA
3aceaHuu (COBEIIaHNM ), TeYaTaloTcsa yepe3 1 MEeKCTPOUHBII HHTEpBAJl.

BBosmHas wacTh mpoTOKOJIa 3acenaHus (COBEIIaHWs) 3aKaHYMBAETCS
MOBECTKOM 3aceAaHus (COBEIIaHMs), COAEpKalllel MepeyeHb paccCMaTPUBAEMBbIX
BOIIPOCOB, NMEPEUYUCIICHHBIX B MOPSIKE UX 3HAYMMOCTH C YKa3aHUEM JOKJIaauuKa
N0 KaXJOMy paccMaTpHUBaeMOMY BoIpocy. Bompocsl MoBecTKM 3aceqaHus
(coBemanus) popmynupyrotcsa ¢ npeajgoroM «O» («O0»), oTBeuass Ha BOMPOC
«O yeM?», neyararoTcs ¢ Hayaja ab3ana 1 HyMepyroTcsl apabCKuMu Hudpamu.

TexkcT OCHOBHOHM 4acTH MPOTOKOJIA 3acedaHus (COBEIIAHMS) COCTOUT U3
pa3fenoB, COOTBETCTBYIOIIMX ITyHKTaM IIOBECTKH 3acelJaHus (COBEIIaHus).
TekcT kaxmoro Takoro paszaena crpoutca no cxeme: «CIIYIHAJIA -
BBICTYIIMJIA - TIOCTAHOBWJIN (PELLHMWJIN)». Cnoa «CIIYIIAJIN»,
«BBICTYIINJIN», «JTOCTAHOBUJIN» («PEILINII») [1eYaTar0TCs
MPOMUCHBIMA OyKBaMH OT JIEBOW TpaHUIBI TEKCTOBOTO TIOJSA, TMOCHE HHUX
cTaBUTCS ABoeroune. Kaxkaplii pa3ziesl OCHOBHOM 4YacTH IMPOTOKOJIA 3acCeNaHUs
(coBemanus) OTAEISIETCS APYT OT Apyra 1 MEKCTPOYHBIM UHTEPBAJIOM.

B nporokone 3acenanus (CoBellaHMs) MCTHOJIB3yeTCss (opMa HU3I0KECHUS
TEKCTa OT 3-T0 JIUI[a MHOXKECTBEHHOT'O YHCIA.

OcHOBHOE coJiep>KaHKe TOKIAJA0B U BRICTYIUICHUI Ha 3acejaHuu (CoBela-
HUM) BKJIIOYAETCSI B TEKCT €ro MPOTOKOJIA WM MPHUIJIAraeTcsi K HEeMy B BUJE OT-
JeNbHBIX MaTepuajoB. B mocnenHem ciayyae B TEKCT€ MPOTOKOJA JEIaeTcs
oTMeTKa: «TeKCT BBICTYIUICHUS! IPUIIAraeTCs.

TekcThl MYHKTOB PELICHUS] U3JIaraloTCsi ¢ MCIOJIb30BAHHEM TIJIarojoB B
MOBEJIMTEIbHOM  HAKJIOHEHUM  (HAapUMEp:  «BO3JIOKHUTH»,  «IIOPYUUTH,
«OPraHU30BaTh» U TaK JaJiee).



[Ipy HEOOXOAMMOCTHM [0 TMPHUHATHS PEIICHUS YKa3bIBAIOTCS HWTOTH
rojiocoBanus: «l onocoBanu: «3a» -____ 4enoBek, «II[poTuB» - yenosex,
«Bo3aepxkanochy -yenoBek»; «['omocoBanu «3a» - €MUHOTIACHOY.

Copeprxkanre 0co00ro MHEHUS, BRICKA3aHHOTO BO BpeMsi 00CYKIEHHs BO-
Ipoca MOBECTKH 3ace/laHus (COBEIAHMs), 3aMIChIBACTCS B TEKCTE MPOTOKOJIA 3a-
cefaHus (COBEILAHMs) TIOC]IE COOTBETCTBYIONIETO PELICHUS;

8) kpaTkuii MPOTOKOJI.

Kpatkuii mpoToKo - 3T0 JOKYMEHT, B KOTOPOM (DUKCUPYIOTCS 00CYK]1aB-
mMecss Ha 3acelaHuu (COBEIIAHMHM) BOIPOCHI, (aMIIMK JOKIATYUKOB H
NpUHATHIE pemeHus. Takod NpOTOKOJN, Kak IPaBUIIO, BEAYT TOJIBKO B TEX
cllydasix, Korja 3acefjaHue (CoBellaHue) cTeHorpadupyeTcss WM KOrjaa
3aceaHre (COBELIAHUE) HOCUT ONEpPAaTUBHBINA xapakTep. B kpaTkom mpoTokose
OITyCKaeTcsl X0/ OOCYyXIeHusi Bompoca M (UKCUPYETCS TOJIBKO MPHUHATOE I10
HEMY pelLIEHUE.

TekcT KpaTKoro mpoTOKOJda TakXe COCTOMT M3 JBYX 4YacTeil: BBOJHOU U
OCHOBHO.

B BBOAHOI YacTH TaKOro MPOTOKOJIA YKA3bIBAIOTCA MHUIIMAIIBI U (DaMUIIUN
npesceAaTeNbCTBYIONIErO (MpeaceaaTelis), CeKpeTaps, a Takke MHULIUAJBL U ¢a-
MUWJIMH JIUII, TPUCYTCTBOBABIIMX Ha 3acenanuu (coBemanun). Cioso «IIpucyrer-
BOBAJIM:» II€4aTaeTcss OT TIpaHulbl JeBoro noysd. Hwuke mneyararoTcs
HAUMEHOBAaHUSA  JOJDKHOCTEM  JIMI, TPUCYTCTBOBABIIMX Ha  3acelaHUu
(coBemianuu), a chpaBa OT HAMMEHOBAHMS JOJDKHOCTEW - MX HHUIMAIBI U
dbammwinu. HauMmeHoBaHUSI JOJDKHOCTEM MOTYT YKa3bIBaThCs OOOOIIEHHO.
JIaHHBIN CHOUCOK MOXKET OTIEIATHCA OT OCHOBHOM 4YacCTH TaKOTO IPOTOKOJA
CIUIOIIHOW YEPTOM.

B ocHOBHOI 4YacTu TNpOTOKOJda 3acefdaHusi (COBEIIAHMS) YKa3bIBAIOTCA
HOMEp BOIpoca B COOTBETCTBUM C TIOBECTKOM 3acefaHus (COBEILAHMUS),
COJIEp>KaHUE BOMPOCA U MPUHATHIE 110 HEMY PELICHHUS.

HaunmMenoBanue Bompoca Hymepyercs apaOckoil 1udpoil 1 HAYMHAETCS C
npemsiora «O» («O6»), neuaraercs mpudrom Ne 14, Jlanee ykaszpiBaroTcst pamu-
JIMU JOJKHOCTHBIX JIMII, BRICTYUBIINX MPU 00CYX ACHUHU JaHHOTO Bompoca. da-
MUJIMH [IeYaTaroTCs yepe3 1 MeXCTPOUHBIA HHTEPBAJL.
3aTeM yKa3bIBaeTCs MPUHATOE 10 PACCMOTPEHHOMY BOIIPOCY PEILLICHHUE;

9) oTMeTKa O HAJIMYUU MPHUIIOKEHUH K TPOTOKOITY.

K nmnpoTokony mnpuiararoTcsi TEKCTbl MNPOEKTOB PEIIeHHM, CIHCOK
NPUCYTCTBYIOIIMX Ha 3acedaHu  (COBEIaHWM), TMpPH HEOOXOAMMOCTHU
CTEeHOTpamMMa WJIM ayAHO03alKCh, a TAaKXKe MepeJaHHble MPeCceaaTeNto 3aceJaHus
(coBemanus)  (mpeacenaTebCTBYIOIEMY  Ha  3acefaHud  (COBEILAHUM)
NUCbMEHHBIE TIPEMJIOKEHHS] M 3aMEuUaHusd TeX YYAaCTHUKOB 3acelaHus
(coBellanus), KOTOpble MMENU KEJIAHWE BBICTYNUTh, HO HE MOJYYHUIIU CJIOBO
BBUJly MpEKpallleHus] MPEHUM, a TaKKe BCE BOMPOCHI, MOCTYMUBIIUE OT JIHII,
NPUCYTCTBYIOIIMX HA 3aC€JaHNU (COBEIIAHNH );

10)moamucse.



[TpoTokoa MoAMKMCHIBAECTCS MPEACENATeTLCTBYIONUM Ha 3acelaHuu (COoBe-
IIaHUM) U CEKpETapeM 3acelaHus (COBEIIAHMS).

Odopmiienne pexBusuta «lloanmucey omuHakoBO [isi BceX Gopm
MPOTOKOJA: TOJMUCHA OTACNAIOT OT TEKCTa 2-3 MEXKCTPOUYHBIMH HHTEpPBAJIAMU;
cioBa «IIpencenarens» u «CekpeTapby MeyaTaroTCsl OT TPAHUIIBI JIEBOTO TIOJIS;
yKa3bIBaeTcs pacirppoBKa NOAMUCH (MHUIUAIIBI U (paMuiIus ), HOoCIeaHss OyKBa
B (haMHIIMK OTPaHUYUBAETCA MPABBIM TOJIEM.

[IpoTokonbl 3acenaHuil (COBELIAHWUN) PETUCTPUPYIOTCS B IKypHale
PETHCTPAIU TTPOTOKOJIOB.

1.6. Tlportokombl 3acemaHuii (COBEIIAHWN) XpaHATCSA B TEUCHHUE
YCTaHOBJICHHOTO HOMEHKJIATYPOH JIEJI CPOKA MX XPAHCHHUS.

1.7. PelueHusi, NpUHSATHIE HA 3ace€laHUM (COBEIIAHMH), JOBOJISITCS 0
UCIIOJTHUTENEH B BUE BBIITUCOK U3 MIPOTOKOJIA 3aceaHus (COBEIIAHUS).

Brinucka u3 mpoTokosia 3acefaHusi (COBEIIaHUs) MPEACTaBISET COOOM
TOYHYIO KOIHMIO YaCTH TEKCTa MOJJIMHHUKA MPOTOKOJIA 3ace/laHus (COBEIIaHMUs),
OTHOCAIIETOoCs K TOMY BOIPOCY IIOBECTKM 3acefaHusi (COBEIIaHHUsA), B
OTHOIIEHUU KOTOPOTO TOTOBSIT BBIMHCKY, U BOCIPOU3BOIAUT BCE PEKBUZHUTHI
MPOTOKOJIA 3acefaHus (COBEIaHus), BBOJHYIO YacTh TEKCTa TAKOTO MPOTOKOJIA,
BOIIPOC TIOBECTKM 3acefaHusi (COBelIaHWsl), B OTHOIICHHUH PacCMOTPEHUs
KOTOPOTO TOTOBHUTCSl BBINMCKA, TEKCT IMPOTOKOJA 3acenaHus (COBEIIaHus),
OTpaxaromui OoOCY)XJIEHHE TaKoro BOINpPOCa, M PEIICHHE, MPHUHATOE 10
pe3ysbTaTaM €ro pacCMOTPEHHUS.

Brimiucky w3 mpoTokosia 3acefdaHus (COBEIIAHMS) MOYXET IOJIMHUCHIBATH
TOJIBKO OTBETCTBCHHBIH CEKpeTapb, KOTOPBIM JenaeT OTMETKY O e¢
JIOCTOBEPHOCTH.

1.8. OtTHCK meyaTy CTaBUTCS Ha KOMMHMH U (WJIM) BBITTUCKE W3 MPOTOKOJIA
COOTBETCTBYIOIIETO  3acedaHusi  (COBEWIAHUS) JUIsI  yAOCTOBEPEHHUS €€
COOTBETCTBHUSI MOJINHHUKY.

JlOBEpEHHOCTH

1.9. JloBepeHHOCTh - JOKYMEHT, (UKCUpPYIOMUNA (AKT MperoCcTaBICHUS
mpaBa JOBEPEHHOMY JIMIy Ha COBEpIICHUE KaKUX-TMOO JEeWCTBHM OT JHIlA
JIOBEPUTEIIA.

[Io moBepeHHOCTH mpeACTaBUTENSIMUA 00pa30BaTEIbHON OpraHu3aluu
MOTYT OBITh OJTHO JIMIIO UJIM HECKOJIBKO JIHII.

1.10. JoBepenHoct OGOPMIISIIOTCS Ha COOTBETCTBYIOIIEM OJIaHKE
MIChMa.

B Tekcre OOBEpEHHOCTH, KaK TIPABWIIO, YKa3bIBAIOTCS CJICAYIOIINC
CBEIICHUS:

1) MOJKHOCTDH M NACHOPTHBIE TaHHbIC TOBEPEHHOTO JIUIIA;

2) opraHu3anys, B KOTOPOU MPOU3BOIATCS NCHCTBHUS 1O JOBEPEHHOCTH;
3) mepedyeHb MOTHOMOYHMIA,

4) oOpas3er MOANUCH JTUIA, TOTYYHBIIETO TOBEPEHHOCTS;

5) cpok neicTBHS JOBEPEHHOCTH;



6) BO3MOXHOCTH ITEPEIOBEPHSL.

1.11. /IoBEpeHHOCTb UMEET CIEAYIOIINE PEKBU3UTHI:

1) HauMEHOBaHUE BHJIA IOKYMCHTA,

2) TEKCT JIOKyMEHTAa;

3) nmaTa JOKYMEHTA;

4) perucTpalMoOHHBIA HOMEP JOKYMCHTA;
5) moamnuce;

6) OTTHCK COOTBETCTBYIOILICH TCUYATH.

1.12. JloBepeHHOCTh, KakK MpaBWJIO, BBIAAETCA Ha CPOK CO JHA €€
MNOAMHUCAHUS
710 OKOHYaHUS TEKYIIEro KaJeHAApHOIO ro/a.

1.13. JloBepeHHOCTh OT WMEHH OOpPa30BATEIHHONW OpTaHHU3AINH
MOJANKCHIBAETCI PYKOBOAMUTEIEM M 3aBEPSAETCA IE€YaThl0 00pa3oBaTENbHOU
opranuzanuu. O6paszen; 0opopMIICHUS TOBEPEHHOCTH MPUBEICH B MPUIOKEHUH 4
K Hactosimen MHcTpykum.

HenoBoe (ciry)ke0H0e) TUChMO

1.14. JlenoBoe (ciy>keOHOE) MUCHMO - JOKYMEHT MH(GOpPMAIMOHHO-CIIpa-
BOYHOT'O XapakTepa, HaNpaBiseMbld JOJKHOCTHBIM JIMIIOM ajpecary. Takue
MUCbMa MOTYT OBITh aJpPECOBaHbl B OPTaHbl TOCY/IAPCTBEHHOMN BJIACTHU, OPTraHbI
MECTHOI'O CaMOYTIpaBJIE€HMsI, OOIIECTBEHHBIM OOBEIMHEHUSM, OpraHHU3aIUsIM,
JOJDKHOCTHBIM  JIMLIaM, TOJpa3feieHusIM, TpaxiaaHam (mainee Ui LeJei
HACTOSIIIETO MOAPAa3/ea - MUChMO).

[Tucbma nedararoTcs Ha OJaHKaxX MUCEM YCTAaHOBJIEHHOW (POPMBI U UMEIOT
CIIeIyIOLIME PEKBU3UTHI: aJpecar; aara JTOKYMEHTa; PErMCTPallMOHHBIM HOMEp
JIOKYMEHTA; CChUIKA Ha PETUCTPALIMOHHBIN HOMEDP U JIaTy JOKYMEHTA; 3aroj0BOK
K TEKCTYy; TEKCT JOKYMEHTa; OTMETKa O HaJIWYUKd NPWIOKEHHS; MOJIHUCH;
OTMETKa 00 ucrnonHurene. JJaHHble peKBU3UTHI OOPMIISIOTCS B COOTBETCTBUH C
TpeOOBaHUSIMU, IPETyCMOTPEHHBIMU HacTosmel NHCcTpyKIuei.

[IepeHOCHI CJIOB M0 CJIOraM B TEKCTE MUChMA HE JTOIyCKAKOTCS.

1.15. B nuceme oOparieHue K aapecary pacrosiaraetcs 1o neHTpy uepes 2
MEKCTPOYHBIX MHTEPBAJIA OT MPEABIAYIIETO0 PEKBU3UTA.

TekcT mnucbMa COCTOMT, KakK NpaBUJIO, M3 JBYX B3aUMOCBSI3aHHBIX
CMBICIIOBBIX dYacTeli. B mepBoil 9acTM wu3JIaraloTCs MOTHUBBI, MOOYIWBIINE
COCTaBUTh MUCHMO, 3/I€Ch K€ MOTYT OBITh CHAEJIaHbI CCHUIKM Ha JOKYMEHTHI, Ha
OCHOBAHHMH KOTOPBIX OHO MOATOTOBJIEHO. BO BTOpO# yacTu u3naraercs OCHOBHAs
YacTh MHCbMA: BBIBOJBI, MPOCHOBI, MpEeANIOKEeHMs, 3amedanus. [lucema mo
HECJIOKHBIM, OOrOBOPEHHBIM 3apaHee BONPOCAM MOTYT COCTOSITh M3 OJHOM
yacTH, 0¢3 ITOSICHCHUH.

Tekcr mucem pacnosiaraeTcs TOJIBKO HA JULEBOM CTOpoHE jucta. He
JIOMYCKaeTCsl MOArOTOBKA MOJJIMHHUKOB MHUCEM C HMCIOJIb30BAHUEM OOOPOTHBIX
CTOPOH JIUCTOB.

OObeM TekcTa MUChbMa, KaK MPaBWIIO, JAOJDKEH COCTaBJATH HE Ooiee 2
ctpanull. [Ipu HEOOXOAMMOCTH JOBENEHUs 0 aapecaTa HHPOPMAIH OOJIBIIETO



o0BeMa OHa, KakK MPpaBuiIo, 0hOPMIIIECTCS MPUIOKEHUEM K ITHCHMY.

Kax11p1il HaneyaTaHHbIN JINCT MHUCbMa, OPOPMIIEHHBIN KaKk Ha OJaHKe, TaKk
UM Ha CTaHJIApTHOM JMCTe OyMaru, JOHKEH HUMETh MOJs, pa3Mephl KOTOPBIX
MPEeNyCMOTPEHBI HacTosern NHCTpyKunen.

OO6pa3zer; opopMieHUs NMMCbMa MPUBENICH B MPUIIOKEHUH | K HacTosIen
NucTtpykunm.

1.16. Tlucema, mnpouIeAlIMe PETUCTPALMIO HAMNPABISIOTCS —ajpecary
CpelICTBAaMH IMOYTOBOM, AIEKTPOHHOM, (PaKCUMHIIBHON CBSI3U.

Jloxnamnast (cmy>keOHas ) 3armcKa

1.17. Joxmagnas (cimyxkeOHas) 3amuMcka - JIOKYMEHT, KOTOPBIA
COCTaBIISIETCSI TIPU HEOOXOJMMOCTH YBEIOMJICHUS HadyaJlbHUKA O KaKUX-TTHOO
(dakTax WM BOMPOCAX, U MOXKET COJEPKaTh OOCTOSITEIILHOE HU3JIOKEHUE ITHUX
(hakTOB M BOINPOCOB C BBIBOJIAMHU M MPEIJIOKECHUSIMU COCTABUTEINS (Hajiee s
LEeJeld HACTOSAILEro IOJpa3/esia COOTBETCTBEHHO - JIOKJIAJHAs —3allnCKa,
JIOJKHOCTHOE JIUIIO).

JloknmagHasg 3amucKa COCTaBJSIETCA KakK IO  JIMYHOM MWHULHMATUBE
paboOTHHKA, TaK U MO YKa3aHUIO (MMCbMEHHOMY WJIM YCTHOMY) PYKOBOIUTEIS.

JloknamHasi 3amMcKka COCTaBJISIETCS Ha CTAHIAPTHOM JIMCTe OyMaru
dbopmara A4.

OOs3aTeNnbHBIMU  PEKBU3UTAMU  JOKJIQJAHOW  3alUCKU  SIBJISIIOTCS:
HauMeHoBaHue Buaa JokymeHTa - «JIOKJIAJIHASA 3AIIMCKA»; anpecart;
3aroJI0OBOK K TEKCTY; TEKCT JOKYMEHTA, MOJAMKCH, JlaTa JOKyMEHTa. PeKBU3UTHI
OTHEIAOTCA OIWH OT APYroro 2-3 MEKCTPOYHBIMM HHTEpBaiamu. J[aHHBIE
PEKBU3UTHI o opMIISIIOTCS B COOTBETCTBUU c TpeOOBaHUSIMU,
MPEyCMOTPEHHBIMU HacTosen MHCTpyKIne.

1.18. Tlo comeprkaHnIO TOKIAAHBIC 3AMMCKU TTOAPA3ICIISIOTCS Ha:

1) uHUIIMATHBHBIC (COCTABISIOTCS C IENBI0 TOOYAWTH aapecaTa MPUHSThH
ONpENICICHHOE PEUIEHUE, MOATOMY B TEKCTE 3alKUCKUA HE TOJBKO H3JIararoTcs
KaKue-To (pakThl, HO M COJIEPKATCSI KOHKPETHBIE MPEJIOKEHUSI, PEKOMEHIalluu
WJI BBIBOJIBI);

2) nHpOpMaIMOHHBIE  (COCTABJSIOTCS  PETYJISpHO WM 10  Mepe
MOCTYIJICHUS UHPOPMAILIUUA U CoJiepKaT MHPOPMAIIHIO O JCTANIAX, PE3yIbTaTax
WJIM METOJIaX BBIMTOJTHEHUSI PabOTHI);

3) oryetHbie (MHGOPMHUPYIOT O 3aBEpIICHUH pabOThI, €¢ JTara,
BBITIOJTHEHUHU YKa3aHUM, PACTIOPSKEHUM).

TexcT UWHUIMATUBHOM JOKJIAJHOM 3allMCKHM COCTOUT W3 BBOJHOHU H
3aKJTIOUUTENIbHOW dYacTu. B mepBoit dvacTu wu3naratoT (akThl, COOBITHSA,
MOCTY>KUBIIUE OCHOBAaHWEM [IJII CO3JIaHUsI JIOKYMEHTAa, BO3MOJKHO aHalu3
BO3HUKIIIEH CHUTyallMd, BO BTOPOM YAaCTU H3J1arar0T BBIBOJBI M TPEIJIOKEHUS
aBTOpa JIOKJIAJIHOM 3alKuCKU, KOHKPETHBIE MeEphbl, KOTOpPhIE HEOOXOIUMO
NPEAIPUHSTD.

NudopmarmonHsie U OTYETHBIC OKJIAIHBIC 3aMMMCKH MOTYT BKIIIOYAThH
TOJIBKO MEPBYIO YACTh TEKCTA.



1.19. JloknagHas 3amycKa IOAMKMCHIBACTCS COCTABUTEIICM.
OOBsicHUTENIbHAS 3aIUCKA

1.20. O6bsicHUTENbHAS 3alKMCKa - JOKYMEHT, OOBSCHSIOUIUNA MPUYUHBI
KaKoro-iu0o aeucTBusi, (akta, MPOUCIHIECTBUS, COCTABISIETCS PAOOTHUKOM U
MPE/ICTABIIACTCS HAYaIbHUKY.

1.21. O0bscHUTEIbHASA 3alMCKAa COCTABIIACTCS Ha CTaHJIAPTHOM JIUCTE
Oymaru ¢opmara A4, meyataeTcsi WM MUIIETCS OT PYKH.

OO0s13aTeNbHBIMU PEKBU3UTAMH OOBSICHUTEILHON 3alUCKU SIBIIAIOTCS: Ha-
uMeHoBanue Buaa nokyMenta - «OBbACHUTEJIBHAA 3AIIMCKAY; agpecar;
JaTta  JIOKYMEHTa; TEKCT JOKYMEHTa; MNOoANHuCh. JlaHHbIE  PEKBU3BUTHI
oQOpPMIISIIOTCSI B COOTBETCTBUM C TPEOOBAaHUSAMH, MPETYCMOTPEHHBIMU
Hactosinen MHCTpyKIuen.

1.22. TekcT OOBSICHUTEIHHOW 3aMUCKH, KaK MPABUIIO, COCTOUT M3 JIBYX
yacteid. llepBasgs dacth coaepkuT (HaKThl, MOCITYXHUBIIHE TOBOAOM ISt
HamucaHusg OOBACHUTENHLHON 3alUCKU, BTOpas - MPUYUHBI, OOBSCHSIOIINE
CIIOXKUBINYIOCS curyanuio. [loamuceiBaercss 0OBSACHUTENbHAS 3alKcKa €e
COCTaBUTEIIEM.
3asiBlIcHHE

1.23. 3asBniennss odopmiisroTcss Ha Jucte Oymarum  dopmata A4,
Homyckaercss odopmieHue BceX BHUAOB 3asBICHMA B BHJE TEKCTa,
HareyaTaHHOTO Ha KOMITBIOTEPE, WM TEKCTa, HAIMCAHHOTO COOCTBEHHOPYYHO.
[lognuch, pacumdpoBka TMOANUCH M JaTa MPOCTABISIETCS 3asBUTENIEM
COOCTBEHHOPYUHO.

1.24. O6pazenr odopmieHHUs 3asBICHUS TPUBEACH B MPWIOKEHUH 7 K
HacTosimen MHCTpyKIuu.

TekcT npaBOBOrO aKTa

1.25. Tekct  mOMKEH  OBITH  SCHBIM, KPAaTKUM, OOOCHOBAHHBIM,
00eCIeynBaOIIMM TOYHOE U OJHO3HAYHOE BOCIPHUATHE HU3JIOKEHHBIX B HEM
MOJIOKEHUI, COOTBETCTBYIOIIUX 3aKOHOAATENIbCTBY Poccuiickon deneparuu u
3aKOHOJATeIbCTBY (CTaBpOMOJILCKOTO Kpasi, HOPMATUBHO-TIPABOBHIM aKTaM
MUHHCTEPCTB U BenoMcTB Poccuiickoii @enepaunn u CTaBpONOIBCKOTO Kpas,
OpraHOB MECTHOI'O CaMOYMNpaBJeHUs ['€OprueBCKOro MyHHUIIMIIAIBLHOIO paiioHa.
OtpacieBble TEPMUHBI U TIOHSITHS, HCMOJIb3yeMblE B TEKCTE TaKOro aKTa,
JOJDKHBI OBITH HAITMCAHBI €TMHOOOPA3HO TI0 BCEMY €r0 TEKCTY.

1.26. Jlpyrue TpeOOBaHMs, TPEABABISIEMbIE K TEKCTYy H3JI0KEHbl B
nonpasneine «PexkBu3ut « Texct nokymenTa» Hacrosuero [omoxenus.

1.27. Bce u3MeHeHusl, BHOCUMBIE B paHee MPUHSITHIA JOKYMEHT, JTOKHbI
COOTBETCTBOBATh CTPYKTYpE OCHOBHOTO (MIEPBOHAYAILHOTO) MPABOBOTO aKTa.
IHoanuce

HaunmenoBanue DOJDKHOCTH JIMIIA, MOIIMUCHIBAIOIIEIO MPaBOBOM akT, B
pekBusute «lloanuce» meyaTaercst OT JIEBOM TpaHUIBI TEKCTOBOI'O IMOJSL 4Yepe3
MEKCTPOYHBIN MHTEPBAJ «TOYHO» HAa PACCTOSIHUU 3 MEXKCTPOUHBIX MHTEPBAJIOB
OT TEKCTa MPOEKTa MPABOBOTO aKTa.



PacmmuppoBka moanmucu B pekBusute «llommuch» pacmonaraercs Ha
YPOBHE MOCJIETHEN CTPOKU HAMMEHOBAHUS JOJKHOCTH JIUIA, MOMUCHIBAIOIIETO
paBOBOM akT, 0e3 mpobena Mexay nHunuanamu u pamunueit. [locnenuss Oyksa
B pacii(ppoBKe MOJAMNUCH OTPAHUYUBAETCS MPABBIM TOJIEM.

OdopmiieHne NPUIOKEHNNA K HOPMATUBHBIM aKTaM

1.28. TlpunoxkeHre K HOPMATUBHOMY aKTy SBIISIETCS €TI0 COCTaBHOM
YacThIO.

[Ipn HaIMYUK TPUIIOKEHUN K HOPMATUBHOMY aKTy B TEKCTE TAKOrO aKTa
Ha HUX 00s53aTeIbHO JenaeTcs cchuika. [Ipym 3TOM mpuiioKeHue HauMHAETCS C
HYMEPALMOHHOT'O 3aroJIOBKa MPUJIOKEHHUS.

[Tpunoxenus K HOPMATUBHBIM akTaM (TIOPSIKH, TOJIOKCHUS, TEPEUHH,
CIUCKH, rpaduku U Japyrue) opopMIISIIOTCS Ha OTACJIBHBIX JHUCTaX Oymaru u
UMEIOT pa3Mepbl ToJieH, MpPUPT U MEKCTPOYHBIC WHTEPBAJIBI, WICHTUIHBIC
pa3MepaM, TPUMEHSIEMbIM TIPH TTeYaTaHUU TEKCTa aKTa.

JIuCTBI MPUIIOKEHUS HYMEPYIOTCS CaMOCTOSTENIbHO, HAUMHAsI CO BTOPOTO
JIUCTA, TIOPSIKOBbIE HOMEpPA CTPAHUIl MPOCTABISIOTCS B MPABOM BEPXHEM YTy
CTpaHuIlbl apabckumu IUdpamu 0O€3 clIoBa «CTpaHHI@» (CTp.) U 3HAKOB
npenuHaHusl.

1.29. Ecnu B TekcTe HOPMATHUBHOTO akKTa JAaeTCsl CChUIKA «COTJIACHO
MPWIOKEHUIO», TO Ha TEPBOM CTpaHUIIE MPHJIOKEHUS B TIPABOM BEPXHEM YTy
numercss cinoBo «[Ipunoxenuey, Huxke, deped 1 MEKCTPOUHBIM HHTEpBa,
JlaeTCsl CChLIKa Ha akT. Bce cocTaBHBIE YacTH TAHHOTO PEKBU3UTA LICHTPUPYIOTCS
OTHOCHUTEJIBHO CAMOW [JIMHHOW CTPOKM M TEYATAIOTCS 4Yepe3 MEXKCTPOUHBIN
WHTEPBAJI «TOYHOY». [[7TMHA CTPOKM B JaHHOM PEKBH3UTE HE JIOJDKHA TIPEBBIMIATH
8 CM 1 OrpaHUYHMBAETCS TIPABBIM TIOJIEM JOKYMEHTA.

Ecmm npunokenwe oaHO, TO OHO HEe HyMmepyercsa. [lpuw Hamuuwmwm
HECKOJBKMX TIPWJIOKEHUH OHM HYMEpPYIOTCSA, TpH ITOM 3HaK «Ney» He
yKa3bIBaeTCsl, HAIIPUMED:

«IIpunoxenue 1
k npukazy MKJIOVY «Jlerckuii cag Ne 9
«Anéukay noc. HoBoynbsiHOBCKOTO»
ot 25.08.2021 Ne 142-ox1»

1.30.1lpy Hamuuuu B TEKCTE TPABOBOTO akTa (HOPMYITUPOBKHU
«yTBEepAUTHY  (NpWiIaraéMoe TOJIOKEHHE, COCTaB KOMUCCHH, TI€pEeUeHb
MEPOTIPUATHI) HA CaMOM TIPHJIOKCHHUH B TIPABOM BEPXHEM YTJIy pacIioyiaracrcs
cinoBo «YTBEPX/IEHO» unu «YTBEPXXJIEH» co cchuikoi Ha akT, €ro aarty,
HOMED, HaIIPpUMED:

«IIpunoxenue 1
k mpukazy MKJIOVY «/lercknii cam Ne 9
«Anénka» noc. HoBOyJIbsIHOBCKOTO»
oT 25.08.2021 Ne 142-o1»



CmoBa «YTBEPXIEHO» u «YTBEPXIEH» B mnpunoxenuu
COIJIaCYIOTCS B POJIE M YHCIIE C BUJIOM YTBEPKIAEMOT0 JOKYMEHTA: MOJIOKEHUE -
«YTBEPXIEHO», mnporpamma - «YTBEPXIEHA», wMepompusitus -
«YTBEPXIEHDBI». I[Ipu 3Tom cinoBo «IIpunoxeHne» He yKa3bIBACTCA.

1.31.IIpunoxxeHue IOJMKHO HUMETh 3arojOBOK, KOTOPBIA MeYaTaeTcsl IO
HEHTPY TEKCTOBOro mnojis. HanMeHoBaHHMe BHJA JOKYMEHTa - MPUIOKCHUS
(mepBoe CJIOBO 3arojoBKa MPHIIOKEHHS) BBIICISIETCS MPONMUCHBIMU OyKBaMu
(ITOJIOKEHUE, TIEPEYEHB, CITMCOK) mpudtom Neo 14. Huxke, uepes 1
MEXCTPOYHBI MHTEPBaJ, MEYATAIOTCS MOCIEIYIONME CTPOKH 3aroJioBKa 4depes
MEXCTPOYHBI HMHTEPBAI «TOYHO» U LIEHTPUPYIOTCS OTHOCHTEIIBHO CaMOM
JUIMHHOM CTPOKHU.

3aroy0BOK MPHIIOKEHUS OTAEAETCA OT JIaThl U HOMEpa MpaBoOBOro akra 4
MEXCTPOYHBIMH ~HMHTEpBaJaMH, OT TEKCTa NPWIOKEHUS - 2 w3
MEXCTPOYHBIMH HHTEPBAJIAMHU.

1.32. [IpunoskeHus K IpaBOBBIM aKTaM, OOJBIINE IO 00BEMY U CIIOKHbBIC
IO COAEP’KAaHUIO, MOTYT NOJAPAa3JENAThCA Ha pasjaeibl. [Ipy HaIMYMKM B TEKCTE
MPUJIOKEHUSI HECKOJIBKUX Pa3/IeNIOB UX 3ar0JOBKH IE€YATAKOTCA LEHTPOBAHHBIM
cr1oco00M (OTHOCHUTENBHO I'paHul] TeKCTa). Touka B KOHIIE 3ar0JI0BKa pasjieia He
CTaBUTCA.

B Tekcte mnosokeHui, MOPSIKOB M JAPYTUX MOJOOHBIX JIOKYMEHTOB,
YTBEP)K/Ia€MbIX HOPMATHUBHBIM aKTOM OOpa3oBaTEeNbHOM OpraHu3alul |
SBIIAIONINXCS TPWIOKEHUSMU K HEMy, paslielbl HYMEPYIOTCS PUMCKHUMHU
uuppamu. Eciam TekcToM NPUIIOKEHUS MPEAyCMOTPEHO JEeJeHHe pas3zesia Ha
MOJpa3/iebl, TO JOMYCKAeTCsl yKa3aHWE HAaUMEHOBAHWM MOJApa3NesioB paszfiena
0e3 yKa3zaHHs MX NOPSAIKOBBIX HOMEPOB.

1.33.B mpuiokeHHsX K HOPMATHBHBIM akTaM 00pa30oBaTeNbHOM
OpraHu3allid MYHKThl HYMEPYIOTCS TaK)K€ KaK U B TEKCTE MPABOBBIX aKTOB. B
TEKCTaX MPUIIOKEHUI K TPABOBBIM aKTaM (B TOM YHCJI€ U 0()OPMIICHHBIX B BUJIC
TaOJIMI]) UCTIOIB3YETCS CIUIONIHAS HyMepalus MyHKTOB. [Ipyu 3TOM OJMH MyHKT
OT JIpyroro otaensiercs 1 MeXKCTpOo4YHbIM HHTEpBajoM. lIoAMYHKTHI MyHKTa
MEXCTPOUYHBIM UHTEPBAJIOM MEKIY COO0M HE OTAEISAIOTCS.

[TyHKTBI TpU HEOOXOIMMOCTH MOTYT TMOAPA3NENATHCS Ha TMOJIMYHKTHI,
KOTOPBIE€ JOJKHBI UMETh MOPSIKOBYI0 HYMEPAIMIO B Mpeaeaax KaxKI0ro MyHKTa
(manmpumep: «1.1.»; «1.2.»). Jlpyrue BapuanThl 0GOpPMIICHUS HyMepaluu
MYHKTOB U MOJIYHKTOB B TEKCTE MPABOBbIX aKTOB MPUBEIEHBI B MOApA3/eIie
«PexBu3ut «TekcT nokyMeHTa» Hactosmen MHCTpyKuuu.

1.34. TexcT npuIIOKEHUS MOXET ObITh OGOPMIIEH B BHUAE TaOJIUILIbI.
®opMa TaONUIBI MPUMEHSETCA TMPU HM3JI0KEHUH HU(GPOBONW WU CIOBECHOU
MH(OpPMAIUU O HECKOJIBKUX 00BEKTaX 10 Psiy IPU3HAKOB.

Tabnuibl UMEIOT J1Ba YPOBHS WICHEHHSI TEKCTA: BEPTUKAIBHBIN - Tpadbl,
TOPU3OHTAIBHBINA - CTpokH. OO00IIEHHOe HAMMEHOBAHUE TTPU3HAKOB B TabIHIIe
COCTaBJISIFOT 3ar0JIOBOK M MOA3aroJIOBKH rpad (rojioBKa TabIUIbl), a HAUMEHOBA-
HUSL OOBEKTOB - 3ar0JIOBOK M MOJ[3ar0JIOBKU CTPOK TAaOJIHIIBI, PACTIOIOKEHHBIX B



KpaitHeil n1eBoil rpade (00KOBHUK TaOIHIIbI).

Hanpumep:
3aroJ0BOK CTPOK 3aronoBok rpad
[Tox3aromoBku rpad
1 2 3 4 5
[Toa3aronoBKu CTPOK
BOKOBHK IIporpadka

['padbl Tabnu1l 1OKHBI OBITH TPOHYMEPOBAHBI, €CIIM TA0JINIIA IT€YaTACTCs
Oosee yeM Ha oJiHOM cTpanuile. Ha mocieayromux cTpaHuIiax Takoro npuiioxe-
HUS TIeYaTaroTcs Homepa rpad.

3aroyioBKy rpad MUIIYTCS ¢ MPOMUCHBIX OYKB U B €IMHCTBEHHOM YHCIIE, a
M0/13ar0JIOBKU rpad) CO CTPOUYHBIX, €CIIM OHU COCTABIIAIOT OJTHO IIEJI0€ C 3aroJIoB-
KOM, TO €CTb ToscHAIOT ero. Ecau mnomzaronoBok rTpadsl  uMeeT
CaMOCTOSITEJIbHOE 3HA4Y€HUWEe, TO OH MHUIIETCA C TMPONUCHOW OYyKBBI M B
€MHCTBEHHOM YHCJIE.

CokpalieHue CJI0B B 3arojioBkax TIpad He JOmycKaercs, Kpome
OOILIETIPUHSTHIX YCIOBHBIX 0003HAYCHUM.

B 6okxoBuKe TaOMUIIBI TEKCT KaXA0W MO3UIIMH JOJKEH HAYMHATHCS C MPO-
MUCHOM OYKBBI, a B porpadxe - co CTPOUHOM, 32 UCKIIIOYEHHEM UMEH COOCTBEH-
HBIX.

3HaKM NpPENUHAHUS CTABATCS TOJBKO BHYTPU MPEIJIOKEHUS, B KOHIIE
TEKCTa MO3ULINYU 3HAKU MTPEIIMHAHUS HE CTaBSITCA.

JIByX- UM MHOTOCTPOYHBIE TEKCTOBBIC AJIEMEHTHI B rpadaXx paBHIIOTCS IO
nepBoi (BEpXHeEH) cTpoke O00koBHKA. B 3TOM citydae m mudpbl pacrosararorcs
Ha BEpXHEU CTPOKE.

B 6oxoBuke nociie ciaoB «MToroy, «Bcero» nsoeroune HE CTaBUTCH.

B ciiyyae Heobxoaumoctu oopmiieHust TabIuiibl, UMEIOIIEH 00JIbIloe KO-
audecTBO rpad, AOoMycKaeTcs TNeyaTaHHWE TEKCTa TaOnuIel 0oJjiee METKUM
mpu@TOM.

1.35. EnuHunbl u3MepeHus B TaOIMIaX BCETJa MUIIYTCS B POJUTEIHLHOM
najiexxe, BO MHOKECTBEHHOM 4HUCIIe (HAMPUMEpP: IIPOLICHTOBY; IUTYK»; «TBIC.
YEJIOBEK» ).

Enunauiyy usmepenus ciemyeTr mucaTh Haja TaOIUIEH crpaBa B CKOOKax B
TOM CJy4yae, €CIM BC€ JaHHbIE TaONIWIIBI TPHUBOAATCS B OJHOW €IUHUIIC
MU3MEPEHUs, HarpuMep: (IPOIEHTOB)

Ecnmu B rpadax Tabmuiibl yKa3bIBalOTCS Pa3IMYHbIC CAMHUIIBI U3MEPCHHUSI,
TO €IWHUIIBI M3MEPEHUs CIICyeT MUCATh IOCJE 3aroJioBKa Kaxaou rpadsl B
CKOOKax.

1.36. IloBTOpstomumecs apyr moj Apyrom ciioBa B OAHOM U TOM ke rpade
TaOJUIBI MOTYT OBITh 3aMEHEHbl KaBblUKaMu (-'-). 3aMEHSITh KaBbIYKAMU
nudpel, MaTeMaTUYECKHUE 3HAKH, 3HAKU TPOIEHTA M HoMepa, 0003HAUYEHUS
MapoK MaTEpHUaJIOB HE JIOMYCKAETCH.

Hudpsr B rpadax TaOIUIl AOJKHBI MPOCTABISITHCA TaK, YTOOBI KJIACChI




yucen BO Bcel rpade ObLTM pacmosioKeHbl OJWH MoJ ApyruM. B omHoii rpade
JIOJDKHO OBITh COOJIIOJIEHO OJIMHAKOBOE KOJUYECTBO NECATUYHBIX 3HAKOB JIIS
COOTBETCTBYIOIIUX 3HAaYyeHUW BeauuuH. [Ipu OTCYyTCTBMM AaHHBIX B Tpadax
TaOJIHIL CIIEYEeT CTaBUTh THPE.

1.37. Ilpu Hanu4uu B TEKCTE MPUIOKEHUHN K MTPABOBOMY aKTy CCHUIKH Ha
CHOCKY, OHa odopmisieTcs 3Be3A0YKOM wid  1udpoil  (Hampumep:
«...CTPOUTEIHCTBO OOBEKTA*» HIIH «...CTPOMTEIBCTBO 00BbeKTa™»). TEKCT CHOCKH
neyaTaeTcsl 4epe3 MEXKCTPOYHbIH HHTEpPBal «TOYHO» B KOHIIE MPHUIIOKEHUS
(mepea peKBU3UTOM MOJIIUCH JHUIA, MOAMMCHIBAIOIIETO MPHIOKEHNE) MIPUPTOM
Ne 10 m otmensercs or Tekcra npuiokeHus udeprou. Ilocie 3Haka cHOCKM ee
TEKCT MeYaTaeTcs C MPOMUCHON OYKBHI. B KOHIIE TEKCTAa CHOCKHM CTaBUTCS TOYKA.
Hanpumep: * MeponpusaTue BBIIIOJIHEHO.».

1.38. Criucku 7M1l B TMPABOBBIX aKTaX COCTABISIOTCS B an(aBUTHOM
nopszike, pamMuiIns, UMs YKa3bIBa€TCs HA OJTHOM CTPOKE, a OTYECTBO HA APYTOM.
[Topsinok oopmiieHus, MOANMCAHUS U yUeTa IOTOBOPOB
(cornamieHui, KOHTPAKTOB)

1.39. Ilpoekt moroBopa odopmiisieTcst Ha jucte Oymaru popmara A4 c
coOJII0ICHHEM BCEX TPeOOBaHMM, MPEAbSIBIAEMbIX K OQPOPMIIEHUIO JOKYMEHTOB,
IpeIyCMOTPEHHBIX HacTosAwmell MHcTpykuuei, eciii MHOE HE MPEeayCMOTPEHO
TpeOOBaHUSMU JIPYTON CTOPOHBI, MOAMUCHIBAOLIEH 10TOBOP.

1.40. IIpoexT noroBopa, 3aBU3MPOBAHHBIN (COTJIacOBaHHBIN) paOOTHUKOM
IOPUIMYECKON CITYy>KOBI, TeperaeTcsi UCHOTHUTENEM JOrOBOpa PYKOBOIUTEIIO
00pa30BaTeNbHON OpraHM3alMKd JIsi €ro JalbHEHIIero TMpe[CTaBICHUsS Ha
MOJIITUCH.

1.41. ITocne moamucaHusi AOTOBOP MOMJICKUT PETUCTPAIMIO B KypHAJe
perucTpanuu J0roBOPOB 00pa30BaTEIbHON OPTaHU3AIIHH.

1.42. TpynoBeile  MOTOBOPHI C  pabOOTHUKAMHU, JOTOJHUTEIHHBIC
COIJIAlIEHUs] K TPYJOBBIM JIOTOBOpaM IOCJIE MX MOJANUCAHUS MPEICTaBUTEIEM
HaHUMAaTens (Ha4YaJIbHUKOM) PETUCTPUPYIOTCS PAaOOTHUKOM KaJpOBOM CITY>KOBI B
KypHaJIe pEerucTpalru TPYA0BbIX JOTOBOPOB.

4. Opranusanusi 10KyMeHT0000poTa

4.1. JIr>keHue JOKYMEHTOB C MOMEHTA UX CO3JaHUs WU IMOJTYyYEHHS 0
3aBEPIICHUS UCTIOTHEHUS, OTIIPaBKH 00pa3yeT JOKyMEHTOOOOPOT.

4.2. Tlopsimok TIPOXOKIEHUSI JOKYMEHTOB M JIEHCTBHUSI, TPOU3BOJIUMBIC C
HHUMU OIpEJETIeHbl HACTOAIUM [lonoxeHuem.

Peructpanus, BHeceHue PeE30JIOLUMM, NOAINKWCAHUE Tepenaya Ha
WCITOJIHEHHE, 03HAKOMJICHHE B 00s13aTEIHHOM MOPSAIKE PUKCUPYIOTCS B JKypHAJIE
PETUCTPALIMU BXOISIIEH KOPPECHOHACHIINH.

[Tpuem mocTymnammux J0KyMEHTOB

4.3. KoppecnoHieH1us, MOCTYIHUBIIAS MOCPEJICTBOM MMOYTOBOM,
dbenepanbHOl GenbIbErepCKON, CHENUaTbHOW CBSI3M, AJICKTPOHHON TMOYTHI U
JIOCTABJICHHAs] HApPOYHBIMHU, MPUHUMAETCS, 00padaThIBAaETCs, YUUTHIBAECTCA WU



PETUCTPUPYETCS B )KypHAJIe PErUCTPALMK BXOASIIEH KOPPECTIOHICHIIUH.

4.4,Bce mnoctynuBIIMEe KOHBEpPTHI (0aHAEpOSiM) BCKphIBatOTCA (32
UCKIIIOUEHHEM KOHBEpPTOB (OaHzeposei), umeronmux nomMetky «Jluanoy). [pu
BCKPBITUU KOHBEPTOB (OaHepoJieil) MmpoBepsieTcsl MPaBHIIBHOCTh aJpeCOBAHMUS,
KOMIUIEKTHOCTh U LIEJIOCTHOCTh JIOKYMEHTOB, a TaKK€ HAJIWYHE YKa3aHHBIX K
HUM TpuiokeHud. OmmO0YHO AOCTaBICHHAS KOPPECTIOHACHIINS MEePEChIIacTCs
10 MIPUHA/ITICKHOCTH UITH BO3BPAILAETCS OTIPABUTEITIO.

[Ipy OTCYyTCTBHMM B MOCTYIHBIIEM KOHBEPTE (MOCTYIHBIICH OaHIACPOIIH)
Kakoro-amu0o JOKyMEHTa WM TPUIOKEHUS Ha JOKYMEHTE JIeJaeTcs
COOTBETCTBYIOIIAsA OTMETKA - «be3 MPUIIOKEHUI», WM COCTABIIIETCA aKT B 2
HK3EMIUISIPAX, 0 FK3EMIUISPY JJI KaXKI0H U3 CTOPOH.

Bo3MoxHO pelieHue Bompoca O JOCBUIKE HEJOCTAOLIEro JOKYMEHTa C
NOMOUIbIO  TENE(POHHOTO Ppa3roBopa C aAPECAHTOM (KOPPECIIOHAECHTOM,
OTIIPABUTEIIEM).

4.5. KoHBepThl COXPAHSIIOTCS U MPUJIATAIOTCS K Cy/IEeOHBIM MOBECTKAM, a
TaKKe€ K JIOKYMEHTaM B TOM CJy4yae, KOrja TOJBKO MO KOHBEPTY MOKHO
YCTAaHOBUTH aJIpeC OTIPaBUTENS JIOKYMEHTa, JlaTy OTIPaBKU W TOJyYCHUS
JOKyMEHTa. B OCTampHBIX CIlydasX KOHBEPTHI MOCIE BCKPBITHS W IIPOBEPKH
HaJIMYHsI TOKYMEHTOB YHHYTOKAIOTCA.

Opranu3aius npueMa u nepefadr JOKYMEHTOB C UCIOJIb30BaHUEM
(hakCUMMIIBHOM CBSI3U

4.6. ®akcuMuIbHAS CBS3b MpEIHA3HAYCHA IS OTIEPAaTUBHON Mepenayu u

preMa TeKCTOB TIOKYMEHTOB U CIIY>KEOHBIX MaTepHasoB.
CpenactBa  (QakCUMHJIBHOM ~ CBSI3M  YCTAHABJIMBAIOTCA B NPUEMHOU
oOpa3zoBarenbHOM opraHu3anuu. JIOKyMeHTBI, MOJJIeKalue TMmepenade ¢
UCIOJIb30BaHUEM (DAKCUMUIIBHOM CBSI3M, JTOJDKHBI OBITH HaleyaTaHbl YETKHM,
KOHTPACTHBIM HIPUPTOM.

4.7. lns  mnepemaun  ¢akcorpaMMbl ~ HECKOJIBKUM  OpTraHU3alUsIM
COCTaBJISIETCSI CITUCOK, B KOTOPOM YKa3bIBAIOTCS HAUMEHOBAHHE OpraHU3allUH,
HOMep ¢akca, OTMETKA O BpEMEHH U JIaTe Mepeaayu.

4.8. IloctynuBime (hakcorpaMMbl MEPEHOCATCS HA OYMa)KHBI HOCUTEIb,
paccMaTpUBAIOTCS KaK BXOJSIINE JOKYMEHTBI M PETUCTPUPYIOTCS B KypHaje
perucCTpalii  BXOJAIIEH KoppecnoHaeHnuu. [loctynuBmue (akcorpaMMbl
nepealoTes aipecaTaM B JIeHb UX MpHeMa, CPOUHBIC - HEMEICHHO.

4.9. IlepcoHanbHasi OTBETCTBEHHOCTh 32 MPABUIBHOCTh TEpeIadd
(nmpuema) paxcorpaMM BO3JaraeTcs Ha JIML, OTBETCTBEHHBIX 3a MCIOJIb30BAHUE
cpeacTB (haKCUMHIIBHOM CBSI3H.

OTBETCTBEHHOCTh 3a COJAEpXKAHHE JIOKyMEHTa, I[E€pelaBaeMoro ¢
WCIIOJIb30BaHUEM  (DAKCHMUIIBHOM  CBSI3M, BO3Jaraercs Ha HCTIOJHUTEINS,
MOTOTOBHBIIIETO JOKYMEHT K mepejiade B Buje GakCcorpaMMmBl.

Peructpanus moctynaromux 10KyMEHTOB

4.10. Ha xaxxgoM TOCTYIHMBIIEM JOKYMEHTE B TMPABOM YIUIy HIDKHETO

MoJisi TEpPBOr0 JHMCTa MPOCTABJISETCS PETUCTPAIMOHHBIA HOMEp U JaThl



perucTpaIuu.

JlokymMeHTaM, He MOJICKAIIIM PETUCTPAIlUH, BXOIAIIUNA HOMEp HE TMPH-
CBaMBaeTCs.

[lepedyeHb TOKYMEHTOB, HE MOJJICKAIIUX PETUCTPAIIUU

4.11. K nmoxkymeHTaM, HE MOJJICKAIUM PETUCTPAIMH, HE TPEOYIOIUM
UCIIOJIHEHUSI U HE COAepKalluM HHGOPMAIINIO, UCIOJIb3YEMYI0 B CIPaBOYHBIX
HEJSX, OTHOCSTCS:

1) mo3apaBUTENBHBIC TUCHMA;

2) TO3apaBUTEIBHBIC TEJICTPAMMBI U OTKPBITKH;

3) mpurIacuTebHBIC OUJICTHI;

4) KHWIH, IPOCICKTHI, )KYPHAJIBI, Ta3¢Thl ¥ IPYTHE MEPUOTUICCKUC H3TAHHUS,
5) pexiaMHBIC IPOCIIEKTHI, OYKIIETHI, OPOIIIOPHI, TUIAKATHL;

[Topsimok paccCMOTPEHHUS U JOBEACHUS TOKYMEHTOB JI0 UCIIOTHUTEIICH

4.12. 3aperucTpupoBaHHBIE JOKYMEHTHI, a TaKXe JOKYMCHTHI, HE
MOJJIeXkKAIINE PETUCTPallUU, TIEPEIAI0TCS HA PACCMOTPEHUE PYKOBOIUTEIIO.

4.13. B cOOTBETCTBUU C PE30JIOLHEH (MOPpYUEHHEM) PYKOBOIUTENS MO/ -
JUHHUK JOKyMEHTa HaIpaBIIsIeTCS CEKPETap0 PYKOBOIUTEINSI, OTBETCTBEHHOMY
WCIIOJIHUTEI0, @ TaK)K€ COUCIIOIHUTENSIM JTAHHOTO JIOKYMEHTa - HaNpaBIISIOTCS
KOITUU 3TOTO JIOKYMEHTA.

Peructpatus oTrpaBiasieMbIX TOKYMEHTOB

4.14. Ha peructpanuio NpUHUMAIOTCS TOJIBKO MPAaBUILHO OPOPMIICHHBIC
Y TIO/IMMACAHHBIC TTUChMA.

4.15. Ha Onanke nmnucbMa, HaOpaBiIsieMOr0 B OTBET Ha paHee
MOCTYITHUBIIIEE MHCHMO-3aIPOC, 005I3aTEeIBLHO 3aMOTHASTCS PeKBU3NUT «CChITKA Ha
PETHCTPAIMOHHBIA HOMEP U 1aTy TOKYMEHTay.

4.16. Ha OmaHke muchbMa 3aIlOHSIIOTCS PEKBU3UTHI «JlaTa MTOKyMEHTa» |
«PeructpaumOHHbIN HOMEDP TOKYMEHTA.

[ToaroToBKa JOKYMEHTOB JIJIsl OTIIPABKU

4.17. JIoKyMEeHTBI, OTTIPABIIIEMbIC TTIOYTOBOM CBSA3BIO, TTOJIEKAT OTIIPABKE
B JICHb HMX PErucTpallid WM Ha CIeayronmil pabdounii neHb. CpouHas
KOPPECTIOHICHITUS OTIPABIICTCS B MIEPBYIO OYEPE/Ib.

4.18. O6paboTka JOKYMEHTOB JUIsl OTHPaBKH TIOYTOBOW  CBSI3bIO
OCYIIECTBIISIETCS. B COOTBETCTBMM C lIpaBmiamu oka3zaHusi YCIAyr TMOYTOBOU
CBSI3H.

VYuer 10KyMeHTO000poTa

4.19. Vder pokymeHTOOOOpOTa 3a OMNPEACICHHBIM TMEPHOJ BPEMEHU
(Mecs1, KBapTa, MOJIyTroine, TO1) BEACTCS ICITOTPOU3BOIUTEIIEM.
PaboTa ¢ moKyMeHTaMH C UCTIOJIb30BAaHUEM JICKTPOHHOM MOYTHI

4.20. B uensx TMOBBIIIEHUS OMEPATUBHOCTH OOMeHa uHdoOpMaluei B
IpoIIecce MOATOTOBKH JOKYMEHTOB JOITYCKAeTCs Tepeaada dICKTPOHHBIX KOTTHMA
JIOKyMEHTOB C MCIIOJIb30BAHUEM DJIEKTPOHHOMN MOYTHI.

4.21. ]Jlns mepemayu SIEKTPOHHOW KOMWM THUChMA C HCIOJIb30BAHUEM
AJIEKTPOHHON TMOYTHl HECKOJBKAM OPTaHU3alUsIM COCTABJISETCS CIHCOK, B



KOTOPOM YKa3bIBAIOTCS HAUMEHOBAHUSI OpraHU3alldi, ajijpeca UX SJIEKTPOHHOU
MOYTHI.

4.22. DNEeKTPOHHBIE KOMHUU JIOKYMEHTOB, IOCTYNHUBIINE IOCPEICTBOM
AJIIEKTPOHHON TOYTHI, PETUCTPUPYETCA B COOTBETCTBUU C TpeOOBAHUSIMU
HacTosimer MHCTpyKuuu. DIeKTpOHHAsT KOMUS TaKOro JTIOKYMEHTa NMEPEHOCUTCS
Ha OyMaXHbIH HOCUTENb U JaJbHEWIIUNA MOPSAOK pabOThl C JAaHHBIM
JIOKyMEHTOM aHAJIOTUYEH MOPAJKY pabOThl ¢ JOKYMEHTaMH, MOCTYNMUBIIUMU Ha
OyMa)KHOM HOCHTETIE.

5. JlokyMeHTaJILHBbIH (OH 00pa30BaTEILHOI OPraHU3alMu.
CocraBJ/ieHHe HOMEHKJIATYPbI e

5.1. OcHoBo#i (opmupoBaHUsi JOKyMEHTaIbHOrO (OHAA SBISETCS
HOMEHKJIaTypa Jedl.

Homenknatypa ngen - CHCTEMaTU3WPOBAHHBIM TNE€PEUYEHb 3aroJIOBKOB
(HauMeHOBaHUM) A€ ¢ YKa3aHUEM CPOKOB UX XPaHCHHUS.

HomeHnknatypa nen mnpeaHa3HaueHa JUisl TPYNIUPOBKU HMCHOJHEHHBIX
JOKYMEHTOB B JI€JIa, CUCTEMAaTU3allud M y4deTa Jell, ONpPEAENIEHUs CPOKOB HX
XpaHEHUs U MOKCKa TOKYMEHTOB.

Homenknatypa nen sBisSIeTCSl OCHOBOM Jii COCTAaBJEHHS OINUCEH e
MOCTOSIHHOTO U BpeMeHHOro (cBbiuie 10 neT) xpaHeHus, a TakKe JJId ydera Aell
BpeMeHHOTO (/10 10 JeT BKIIOYUTENBHO) XpPaHEHUS.

5.2. HomeHnkiatypa nien1 COCTaBIISIETCS HA OCHOBE M3y4Y€HHUS COCTaBa U
colepkaHusi JOKyMEHTOB. IIpum cocTaBieHMM HOMEHKIATYpbl —CJEAYET
PYKOBOJICTBOBATHCSL:

1) mITaTHBIM pacUCaHUEM;

2) HOMEHKJIATypaMH JeJ 3a MPEAIICCTBYIOIINE TO/IbI;

3) MOJDKHOCTHBIMH MHCTPYKIUSIMHA PAOOTHHKOB

5.3. Homenkmatypa Jen Ha TNPeACTOSIIMA  KaJICHIAPHBIA  TOJ
COCTAaBJISIETCS B MOCTEAHEM KBapTalle TEKYILEro roja JUIOM, OTBETCTBEHHBIM 3a
JIEJIOMPOU3BOACTBO B 00pa30BaTEIbHON OpraHU3allM, ¢ y4acTHEM PaOOTHUKOB
JAHHOTO TMOJpa3fesieHus] Mo o00pas3ly, NPUBEACHHOMY B MNPUIIOKEHHH 8 K
HacTosier MHCTpyKIKY, U IOJINMUCHIBAETCS PYKOBOJIUTEIIEM.

OTBETCTBEHHOCTh 3a COCTaBJICHHME HOMEHKJATyp JIeJ BO3Jjlaraercsi Ha
PYKOBOJIUTETS.

5.4. HowmeHkiatypa el B KOHIE KaXJIOTO KaJeHJApHOTO rojaa
YTOUHSIETCS HAa OCHOBAaHUM TPEUIOKEHUN PaOOTHUKOB, YTBEPIKIACTCS
pykoBonuTeneM u BBoauTcs B jedctBue ¢ 01  sHBaps  caemyromero
KaJIEHJAPHOIO ro/1a.

5.5. TlomnmuHHBIA OHK3EMIUISIP HOMEHKJIATYPHI J€J, KakK JIOKYMEHT
MOCTOSIHHOTO CPOKa XpaHEHHUs, TIOMENIaeTcss B JeN0, MPeayCMOTPEHHOE
HOMEHKJIATYPOU AE.

5.6. B HomeHknaTypy Jen BKIIOYAIOTCS 3arojOBKU JIeJ, OTPa’Karolliue
BCE€ JOKYMEHTHPOBAHHBIE YYacTKW palOOThl W HAMpaBlieHUs MAESATEIbHOCTU



00pa30BaTENbHON OpraHU3aIIH.

5.7. ['padppl HOMEHKIATYpHI €7 3amOJHSIIOTCS — CICAYIONUM
obpazom:

1) B rpade 1 «MHACKC nena» MPOCTABISIOTCS MHICKCHI KaXKIOTO Jera,
BKJIFOYEHHOTO B HOMEHKJIATYPY JEl.

WNuneke nema COCTOWT W3 YCTAHOBJICHHOTO MU(PPOBOTO 0003HAYCHUS U
MOPSIKOBOTO HOMEpa 3arojioBKa Jieja B HOMEHKIatype aen. WHaekcel nen
o0o3HaualoTcs apabckumu 1mbpamu (Hampumep: 10-04, roe 10 - wmHAEKC
nonpaszaenenusi, 04 - MOpsAIKOBBIM HOMEp 3arojIOBKa JieJia B HOMEHKJIAType e
oApAa3ACICHUs).

2) B rpady 2 «3arojoBoK Jei (ToMa, YacTH)» BKIIOYAFOTCS 3ar0JIOBKH JICI
(TOMOB, HacTei).

3arosioBoK Jena J0JKeH B 000O0IIeHHOW (opMe OTpakaTb OCHOBHOE
coJiep>KaHue M COCTaB JIOKYMEHTOB Jiefa, ObITh KPATKO U YETKO C(OPMYITHPOBAH.
He pexomenayercs ymorpeOjieHne B 3arojloBKe Jella HEKOHKPETHBIX
GbOpMyYIMPOBOK (HAaNpUMEpP: «pa3Hble MaTepuaibl»; «OO0IIas TNEpemnucKay), a
TaK)K€ BBOJHBIX CJIOB M CJIOXHBIX CHHTaKCHYECKUX 000poToB. He momyckaercs
YIOTPEOJICHHE COKPAIIEHHBIX CJIOB M COKPAIICHHBIX HAMMEHOBAHWI OpraHOB
TOCy/IapCTBEHHOW BJIACTH, OPTAHOB MECTHOTO CaMOYTPAaBIEHUS, OOIECTBEHHBIX
00bEeIMHEHUN U OpTraHU3aliil.

B 3aronoBkax nmen, coaep:Kamux JTOKyMEHTHI IO OJJHOMY BOIPOCY, HO HE
CBSI3aHHBIX MOCJIEJIOBATEILHOCTHIO HCTIOIHEHNUS, B KaUeCTBE BUA Jieia YIOTpeo-
JISIETCSI TEPMUH «JIOKYMEHTBI», @ B KOHIIE 3aT0JIOBKA B CKOOKaX YKa3bIBAIOTCS OC-
HOBHBIE BHJIbl JIOKYMEHTOB, KOTOPBIE JIOJDKHBI OBITH CTPYNIIUPOBAHBI B JIEle
(TU1aHbl, COIUCKH, TOKIAbI) (HampuMep: «JloKyMEeHTbl OpraHOB HUCTIOTHUTEIHHON
Bractu  CTaBpOINOJBCKOTO  Kpasi,  MNPEACTABICHHbIE  [JII  CBEICHUSA
(aHaUTUYECKHE 3aTTUCKU, UH(DOPMAITUU, 0030PBI U JP.)».

B 3aronoBkax mgen, copepiKalux MEPENHCKy, YKa3bIBa€TCs ¢ KEM M TIO
KaKoMY BOIIPOCY OHA BEIETCS.

B 3aronoBkax e, coaepiKamux NepenucKy ¢ OJHOPOIHBIMU KOPPECIOH-
JICHTaMH, TIOCIICAHUE HE YKa3bIBAIOTCS, a YKa3bIBAE€TCS UX 001Iee BUAOBOE Ha3Ba-
Hue (mampumep: «llepemmcka ¢ opraHaMd  HCIIOJHUTENBHON — BIAcTH
CTaBpomnoibCKOTO Kpasi 0 BOMpOcaM 00pa3oBaHUsD»).

B 3aronoBke nena ykas3piBaeTCsi KOHKPETHBIN KOPPECIIOHICHT, €CIIH Tepe-
MUMCKa BEIETCS TONbKO ¢ HHM (Hanmpumep: «llepernrcka ¢ MHHHCTEPCTBOM
00pa30BaHMsI U MOJIOICKHOU MOMUTUKNA CTaBPOMOIBCKOTO KPash»).

B 3aronmoBkax nen, cojiepKamuxX —IUJIAHOBYKO WJIM  OTYETHYIO
JOKYMEHTAIMI0, YyKa3blBaeTcs IMepuoj; (KBapTala, ToJ), Ha (3a) KOTOpBIA
COCTAaBJICHBI TJIaHBI (0TYeThI) (Hanpumep: «KBapraabHbie TUIaHBI pa0OTHI OT/AEIIA
oOpa3oBaHUs AIMUHUACTPAIUHU [ €OPTHUEBCKOTO MyHHUITUTIATLHOTO paiioHay).

Ecmun neno Oyner cocTosiTh W3 HECKOJIBKUX TOMOB WM YacTe, TO
cocTaBisieTcss OOLIMII 3arojloBOK Jieyia, a 3aTeM, 0Opu HEOOXOAMMOCTH,
COCTABJISIFOTCSL 3arOJIOBKM COOTBETCTBYIOIIMX TOMAa WM YacTH, YTOYHSIOIINE



COJIEp>KaHME 3arojoBKa Jena.

[Topsimok  pacroyioKEeHusT 3aroJIOBKOB  JIeJI BHYTPU  pas3delioB U
MOJIPA3/IeIOB  HOMEHKIIATypbl  JIeJ  ONpENENsieTCs CTENEeHbI0  BaXKHOCTHU
JIOKYMEHTOB, COCTaBIISIONIMX JIENa, U UX B3aUMOCBSI3bIO.

3aroyioBKM e MOTYT YTOUHSTBCS B mporecce (HOpMUPOBAHUS U
oopMIIeHUS AT

3)rpada 3 «KommyectBo ngea (TOMOB, 4YacTeil)» 3alOIHSACTCS 10
OKOHYAHUM KaJICHJIApHOTO T0/1a;

4)B rpade 4 «Cpok xpaHEHHUs Jeiia (TOMa, YacTH), CTAaThs IO MEPEUHION
YKa3bIBa€TCsl CPOK XpaHEHUs Jiela W HoMmep crTarbu IlepeuHss THUIOBBIX
YIOPaBIECHYECKUX apXUBHBIX JJOKYMEHTOB;

5)B rtpade 5 «IIpumeuaHue» yKasbpIBaeTCs Ha3BaHUC IEepeUHEH
JIOKYMEHTOB, HCIIOJIb30BAHHBIX TMPU OMNpPEIACICHUN CPOKOB XpaHCHUS e,
IPOCTABIIAIOTCS OTMETKH O HE3aBEACHUM el (Hanpumep: «/lerno He 3aBeaeHo»),
o mepexonsmux genax (Hampumep: «llepexomsimee nemo c¢ 2010 roma), o
BBIJICJICHUU 1€ K YHUUYTOKEHUIO U IPYTUE OTMETKHU.

[Topsimok XpaHeHUs1 TOKYMEHTOB

5.8. C MoMeHTa 3aBeieHUs eIl U JI0 Mepejau UX B apXUB OHU XPAHITCS
B 00pa3oBaTeIbHON OpraHU3alluH.

PykoBomuTenb, a Takxke JUIA, OTBETCTBEHHBIE 3a JAEJONPOU3BOJCTBO
HECYT OTBETCTBEHHOCTh 3a KauecTBO (OpPMHUpPOBAHMS JE€1 W OTBEYAIOT 3a
COXPaHHOCTh JOKYMEHTOB U JIE]I.

5.9. Jlema pasmemniaroT B paboumx KOMHaTaX (CIy)KEOHBIX KaOMHETax)
WU CHENHATbHO OTBEIACHHBIX IS OTOM ILEJM MOMEIICHUSIX B 3alUPAOIINXCS
mkadax, yToObl 00€CIEeYUTh UX COXPAHHOCTh U 3aIUTY OT BO3JAEHUCTBHS NbUIU U
COJIHEYHOT'O CBETA.

Hena B mkagax Ajig UX ydeTa v ObICTPOro MOMCKA pacIoyaraloTcsi BEpTH-
KaJIbHO, KOpEeIIKaMu OOJIOKEK el HApY>Ky U B COOTBETCTBUM C HOMEHKJIATYpOH
nen. Ha kopernikax 0010KeK J1e7 yKa3bIBalOTCsI HHAEKCHI 10 HOMEHKJIAType Jell.

HomMmenknaTypa fen uim BhIMMCKA U3 HOMEHKJIATYphI JIe]l OMEIIAeTCsl Ha
BHYTPEHHEH cTOpoHE 1iKada.

OTBeTCTBEHHOCTH 3a (POPMUPOBAHUE JI€TT U X COXPAHHOCTh

5.10. OTBeTrcTBeHHOCTh 32 (opMupoBaHHEe ©  OQOpMIIECHUE JCII,
o0OecrieueHUe WX Yy4YeTa W COXPAaHHOCTH TMPU TEKYIIEM XpaHCHHH HECYT
pabOTHUKH, OTBETCTBEHHBIE 3a JIETOMPOU3BOICTBO.

PaGoTHUK, OTBETCTBEHHBIN 3a JEJIOMPOU3BOACTBO, MPHU YBOJILHEHUHN WU
MEPEBOJIE €ro Ha APYTYIO JOHKHOCTh MEPEIaeT MO aKTy BCE UMEIOLIUECs Jieia U
JTIOKYMEHTBI B YIIOPSIIOUEHHOM COCTOSIHUM BHOBb HA3HAUCHHOMY PaOOTHUKY WIIH
pabOTHHKY, Ha KOTOPOT'O BO3JIOXKEHO MCIIOJIHEHHUE €T0 00S3aHHOCTEH.

5.11. IlpoBepka HaJIMYUSI U COCTOSIHHUS JTOKYMEHTOB W JIeJl MPOBOJUTCS
nepes ux nepenayei B apxuB, NMPU NEPEMENICHUHN JIe]l, PU BO3BpATE A€, NpH
peopraHu3alyH.

[IpoBepka Hamuuusg JOKYMEHTOB U JEJI MPOBOAUTCA IYTEM CBEPKH



MHJ/ICKCOB, 3ar0JIOBKOB JIeJl IO HOMEHKJIATYypE JIEN C OMMCAHUEM JIeT Ha O0JIOXKKE,
a COCTOSHHE JOKYMEHTOB M JEJ OIpeNessierca IIyTeM HX BHU3YaJbHOTO
npocMoTpa. Bce BBISIBIEHHbIE HEOCTATKM (PUKCUPYIOTCS B aKT€ MPOBEPKH
HAJIU4MsI U COCTOSIHUS JOKYMEHTOB U JIEI.

O (¢akrax yTparbl JOKYMEHTOB pa0OOTHUK OTBETCTBEHHBIM 3a
JEJI0ONPOU3BOACTBO HH(POPMUPYET HauyaIbHUKA.

5.12. Ilocne nepenauu Aenl B apXUB OTBETCTBEHHOCTh 3a XpaHEHUE, YUET
Y UCIIOJIb30BaHUE IPUHUMAEMBIX JIE]1 HECYT PaOOTHUKHU apXUBa.
N3roroBiieHre KONui JOKYMEHTOB

5.13. MsrotoBneHrne KOMHUHA JOKYMEHTOB (BBIUCOK W3 JTOKYMEHTOB)
OCYLIECTBJISIETCS. TOJBKO NPU HAJIWMYUHM TMOJJIMHHUKOB  3alpallliBacMbIX

JIOKYMEHTOB.
5.14. Jlns mNOATOTOBKM 3aBEPEHHOW KOIMUU JOKYMEHTa CpeACTBaMU
KOIMPOBAIbHO-MHOXHUTEIbHON TEXHUKU M3TOTaBIUBAIOTCS KOIUU

3anpaniuBaeMbIX JOKYMEHTOB B HEOOXOIMMOM KOJMYECTBE IK3EMILISIPOB.

JInst 3acBUIETETLCTBOBAHUSI BEPHOCTU KOIMUU JTIOKYMEHTA (BBIMUCKUA W3
JIOKyMEHTA) €ro MOJJTMHHUKY HUXKe pekBu3uTa «lloamnuck» Ha KOMUU JOKyMEHTa
Ha CBOOOJHOM MeECTE€ TIOClie TEKCTa JOKyMeHTa OQOpMIIIeTCS PEKBU3UT
«OTMeTKa O 3aBEepEeHUM KOMUW», KOTOPHIH BKIIOUaeT B ceds: cioBa «Komus
BEpHA», HAUMEHOBAHUE JOJKHOCTH JIMIIA, 3aBEPUBILETO KOMUIO; €r0 JINYHYIO
MOJIIMKCH; pacin(POBKY €ro JUUYHON MOJANUCH; 1aTy 3aBEPEHUS; OTTUCK [1€YaTH.

5.15. MHorocTpannyHas Komusi JOKyMeHTa O0(OopMIIsieTCsl B CIEAYIOIIEM
MOPSAKE: JTUCTHI KOMUU JOKYMEHTa HyMEPYIOTCS; MPOIIMBAIOTCS; HA 0OOPOTHOM
CTOPOHE TMOCIEAHEro JHCTa HAKJIEMBAETCS JIMCT, Ha KOTOPOM YKa3bIBalOTCS
cioBa: «IIpommTo, MPOHYMEPOBAHO, CKPEIUIEHO MEeYaThIO JINCTOBY»; KOJIMYECTBO
auctoB (uudpamu u mponucklo); ciioBa «Komusi BepHay; HauMMEHOBaHHE
JIOJKHOCTH JIMIIA, 3aBEPUBIIETO KOIHIO; €0 JIMYHAS MOAMUCH; paciin(poBKa ero
JUYHOU MOJMNKCH; AaTa 3aBEPEHUS; OTTUCK NeYaTH.

Jonyckaercsi 3aBepeHuE KOMHUM JTOKYMEHTa B BHUJIE OTTHUCKA IITaMIIa I10
dbopmary u copepkaHui0 pekBu3nuTa «OTMETKAa O 3aBEPEHHH KOIMHUW», a TaKKe
nyTeM mnpoctaBieHuss OTMeTKH «Komus BepHa» Ha  KaKIOM  JIUCTE
MHOTOCTPAHUYHOM KOMTUU JOKYMEHTA.

Ilpunamo Paccmompeno
Ha 3acedanuu Cogema YupesicOenus npomoKoIHA 3acedanuu o0dwe20 coopanus padoOmHUK0O8
om 25.08.2021 Ne 1 npomokon 25.08.2021 Ne 1



Ob6paser

MYHULUIAJBHOE KA3KHHOE

JOHIKOJBbHOE OBPA3OBATEJIbBHOE
VYYPEKJIEHHUE «IETCKHIA CAJl Nel0

«OT'OHEK» MOC.BAJIKOBCKOI'O»

357817, Poccuiickasa ®eaepanus, CTaBponoJbcKkuii Kpaii,
I'eopruesckuii paiion, noc. bankosckmii, yia.llkoabHas,1,
Tea. 8-(87951) 35-9-00

E-mail: sadik. ogonek@mail. ru

OTI'PH 1022601172890,

MHH/KIIII 2625025235/262501001

oT Ne
Ha Ne oT
2-3 UHT.

O IMPOBCACHHUHN COBCIIAHHA

2 UHT.
VBaxxaembie KoJJIerun!

1 uHT.

[Ipurnamaro Bac npuHATH ydacTue B COBEILIAHUU

[ToBecTKa COBEIIaHMS TTPUIIAraeTCsl.
lunTt. t

[Tpunoxxenue: Ha 1 1. B 1 3K3.
A
3 UHT. v
3asenyronii MKJIIOVY «Jlerckuii cag Ne 10

«Orouéx» nmoc. bajikoBCKOro»
A 2-4 uHrT.

N.0.®amumms ucriomaures > 10 H_IpI/I(l)



MYHUIUNIAJTBHOE KA3EHHOE JJOIIKOJIbHOE OBPA3OBATEJILHOE
YUYPEXKJEHUE (JETCKHH CAJl Ne 10 «OTOHEK» IMOCEJIKA BAJTKOBCKOI'O»

ITPUKA3
noc. bankoscknii
11 suBapst 2021 rona Nel-on
[TIPUKA3
1 unm
11.01.2021
2 uum.

OO0 yTBepKJIeHUU COCTaBa NPUEMHON KOMUCCUU JIJIsl IPUHSATUS TOBAPOB,
paboT, yCIIyT U IPOBEJECHUH SKCIIEPTU3bI

1 uum.
PykoBoactBysichk crathEil 94 denepanbHoro 3akona ot 5 anpens 2013 r. Ne 44-
®3 «O KOHTpaKkTHOH cucTeme B cdepe 3aKylmoK TOBAapOB, pabOT, YCIyT s
oOecrieueHusT TOCYJAPCTBEHHBIX W MYHHUIMIAIBHBIX HYXI», B LEIAX
OpraHu3aluy MPUEMKH TOBAPOB, paboT, yCIyT 2 uHm.

ITPUKA3BIBAIO: I unm.
1. Coszgate mnpuéMmounyro komuccuto MKJIOVY «Jlerckmit cam Ne 10

«Orouék» moc. bankoBCKOro» MyTeM YTBEPX ACHHUS TMOCTOSHHOTO COCTaBa €€
PabOTHUKOB:

[Ipencenarens npuémounor komuccuu: Acapona lOnus ['ennagpeBH
UsieHsl NpUEMOYHON KOMHUCCHUU:

®.1.0.

®.1.0.

®.1.0.

2. KouTponb HaJa HCIOJHEHHEM HACTOAIICTO NpHKa3a OCTaBIAI0 3a
CcO0O0M. a

3. uum.

v
3asenyroumii MKJIIOVY «Jlerckuii cag Ne 10
«Oron€xk» noc. bankoBckoro» 0. T'. AcBapoBa

C conepxaHueM MpUKa3a 03HAKOMJICHBI:

1. ©.11.0.




OBPA3EIL]

[IpoToxom Ne 1
3ace/jaHus MeIaroru4eckoro CoBeTa
MKJIOV «Jlerckuii cag Ne 10 «Oronex» nmoc. bajikoBckoroy»

noc. bankoBckuii oT «31» aBrycra 2018 rox






O6paser
N.o. 3aBenyromero MKIIOVY «Jlerckuii
cax Ne 10 «Orouéx» noc. bajkoBckoro»
FO. I'. AcBapoBa
NBanoBoit AHHBI [IeTpoBHBI

3asBJICHHC

Jlanee TeKCT 3asBIEHUS, COAEepK AU TPOCKOY O COBEPIICHNUHU AEHCTBUS
(manmpumep: «lIpomy Ha3HauMTP MEHS Ha JIOJDKHOCTb...»; «lIpomry
MPEAOCTaBUTh MHE €KETO/IHBIN OIIAYMBAEMBIN OTITYCK...» U T.1.).

JlvdHas OMUCH JINIIA, HATMCABIIIETO 3asBIICHUE, pacin(poBKa ero moITucH, 1aTa
HATTMCAHMUS 3asIBICHUS



(moamwuce)

HOMEHKIIATYPA JIEJI

MKJIOVY «Jlerckuii cag Ne 10

O6pazen

VTBEPXJIAIO

N.o. 3aBenyromiero MKJIOVY «JleTckuit
cax Ne 10 «Orouéx» mmoc. bajkoBckoro»
N.0. amunus

«_»2020T.

MHekc|3aroyioBok aena (Toma, 4acTu) KomniecTso |Cpok [Tpume-
nena pen (TOMOB,xpapenuss — |[1aHHC
qacTei) nena (Toma,
YacTH),
CTaThsl  TIO
[Iepeunto
1 2 3 4 S

HaumMenoBanue paznena

«Oronék» nmoc. bankoBckoro»
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