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1. OBIIUE ITOJIOXKEHHMA

1.1. Hacrosmas WHCTpyKIuss 1O ACIONPOU3BOJACTBY pa3paboTaHa B
cootBeTcTBUM ¢ DenepanbHbIM 3akoHOM OT 29.12.2012 Ne 273-®3 «O0
obpazoBanuu B Poccuiickoii deneparum» ¢ uamMmenenusimu ot 24 mapta 2021 rona,
I'OCT P 7.0.97-2016 «Cuctema ctanaapToB 1o uHbopmaiuu, OU0IMOTEeHHOMY U
u3aTeabCckoMy aeny, «OpraHu3aldoOHHO-pacoOpAIUTENbHAS JIOKYMEHTALUA.
TpeboBanust k 0OPMIICHUIO TOKYMEHTOBY», a TakKe YCTaBOM 00pa30BaTEIbHON
OpraHu3aldd W JIpyTMMH HOPMATHBHBIMHM IIPABOBBIMU akTamu Poccuiickon
denepanyu, peraaMeHTHPYIOIIUMHU 1€ATeIbHOCTh 00pa30BaTEIbHBIX OPTaHU3ALIUHN.

1.2. Jlannas MHcTpykuus mo AeNOnpou3BoACTBY (mainee - MHCTpyKuus)
0003HayaeT MpaBwWiia TOJATOTOBKH U OQGOPMIICHUS JOKYMEHTOB B OOIIECTBE C
OorpaHM4YeHHONW OTBEeTCTBEHHOCThIO «llo3Hanme» (manee - OOO «llozHanuey,
OO0miecTBO), ompeAenser CTraHaapTbl OQOpPMIIEHUS PEKBU3UTOB, OJAHKOB
JIOKYMEHTOB, COCTaBJIEHUS TMPUKA30B, TIOJOXKEHUN MHCTPYKLIMMA, a TakKke
perjiiaMeHTupyeT (QOopMUpOBaHME J€ M HMX TEKyllee XpaHEHUE, MOJITOTOBKY
JOKYMEHTOB M JIeJI K nepenade Ha apxuBHoe xpaHeHne B OO0 «Ilo3nanue».

1.3. HWHcTpykumss 10  AEJIONPOU3BOACTBY  pa3paboTaHa B LENSIX
YCTAaHOBJICHUSI €JUHBIX TpPeOOBAaHUN K IOArOTOBKE, OOpabOTKe, XpaHEHHUIO U
ucroap3oBannio oopasyromuxcs B OO0 «llo3HaHnue» TOKYMEHTOB, a TakKkKe
COBEpIICHCTBOBAHUS U  MOBBIIIEHUA 3(P(EKTUBHOCTU  JI€JIONPOU3BOJICTBA
OouecTBa.

1.4. Tlonmoxenust WMHCTpyKIMHM pacHpOCTPaHSIOTCS Ha OpraHU3aLUIo
paboTel C JOKyMEHTaMM HE3aBUCMMO OT BHJAa HOCHUTEN, B TOM YHUCIE C
AJIIEKTPOHHBIMU JIOKYMEHTAMM, BKIJIIOYasl MOATOTOBKY, OOpaOOTKy, XpaHEHHE U
UCIIOJIb30BAaHUE JJOKYMEHTOB, OCYIIECTBISIEMBIMH C TIOMOIIBI0 HHPOPMAIIMOHHBIX
TEXHOJIOTUH.

1.5. Opranuzanuioo, METOAMYECKOE PYKOBOICTBO, COBEPILIEHCTBOBAHHE
JICIIONPOU3BOJICTBA M KOHTPOJb 3a coOmtofeHneM Hacrtosimed WHcTpykuuu B
OpraHu3alliy OCYIIECTBIISIET OTBETCTBEHHBIN 32 BEICHHUE JEIO0NPOU3BO/CTBA.

1.6. TlpaBa u 00s3aHHOCTH PAaOOTHHKOB, OCYIIECCTBISIONINX PabOTy C
nokymentamu B OOO  «Ilo3HaHuWe»  yCTaHaBIMBAKOTCA  JOJKHOCTHBIMU
WHCTPYKIUSMU WUJIU TIPUKA30M JUPEKTOPA.

1.7. CseneHnus, cogepkauiyecs B JIOKYMEHTaX, MOTYT ObITh UCIIOIb30BAHBI
TOJIKO B paboOyux LEJIsSX B COOTBETCTBUU C MOJHOMOYMSIMHU COTPYJIHUKA,
pabortaromiero ¢ JokymeHTamu. Pabota ¢ JoKyMeHTaMH BHE TOMEIEHUN
opraHuzaluu He gomyckaetcs. [Ipu yTpare TOKyYMEHTOB MPOBOAMUTCS CIIy)eOHas
MpPOBEPKA.

1.8. Ilpu yxoae B OoTHyck, mepeBoje (IepeMelleHnun) o padoTe WIh B
Cllydae YBOJBHEHUS COTPYIHHK 00si3aH MepenaTh BCE HaXOMASAIIUMECS y HEro
JOKYMEHTBl MHOMY COTPYIAHUKY, ONPEIEIEHHOMY B COOTBETCTBUHM C YKa3aHUEM
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HEIOCPEJICTBEHHOIO0 PYKOBOAMTENS YBOJBHSAEMOIO, YXOJSIIET0 B OTIYCK WIIU
MEePEBOISIIETOCs (MIepEMENIaeMoro) Mo paboTe COTPyTHHKA.

1.9. HWuctpykumsi oOsi3atenbHa i COOJIOJEHUS BCeMU pPaOOTHUKAMU
opraHuzanvy. BHOBb MNpuUHATBIE Ha pabdOTy COTPYIHUKH, B JOJKHOCTHbBIE
00s13aHHOCTH KOTOPBIX BXOJIUT BEJIEHUE JOKYMEHTAIMH, B T€UE€HUE TPEX pabodmnx
JHEH cO JHS W3JaHus TMpUKa3a O HA3HAYEHUM Ha JOJKHOCTb JOJKHBI OBITh
O03HAKOMJIEHBI C HacTosAmen MHCTpyKIMEN o ITOAINCH.

2. TlpaBuna noAroToBKU U 0GOPMIIEHUS JOKYMEHTOB

2.1. B nesaTenbHOCTH OpraHU3alluy CO3[a€TCSI KOMIUIEKC OPraHU3alMOHHO
pacropsiAUTENbHBIX JOKYMEHTOB: MPUKA3bl, MOJIOKEHUS, MPABUIIA, UHCTPYKIIHH,
pEerJiaMeHThl; TPOTOKOJBI 3acefaHuil  (COBENIATENbHBIX, KOOPJAHHAIIMOHHBIX,
DKCIIEPTHBIX W JIp. OPraHOB), aKThl, AHAIUTUYECKUE CIPABKH, JOKIAIHBIE U
CITy»KeOHbBIE 3aMMCKH, JOTOBOPHI (KOHTPAKTHI, COTJIAIICHHUS ), IeJoBast (CIy>KeOHas)
nepenucka M Jp. COCTABISIIOTCS M OQOPMIIIOTCS CHEUUATBHBIE JOKYMEHTHI,
CBSI3aHHBIE C IUITAHUPOBAHUEM ABTOHOMHOW HEKOMMEPUYECKOW OpraHu3anuen
JOTIOJTHUTENBHOTO  MPO(PECCHOHATBHOTO  00pa3oBaHUsl W OCYIIECTBIIEHUEM
XO3IMCTBEHHBIX MEPONPUATUH, BEICHHEM Y4eOHO-NeJarornueckoro y4era,
opranuzanuet  genonpousBoactBa OO0  «llo3Hanme»,  oOecrneueHUEM
OyXTaJITEpCKOro y4era.

2.2. JlokyMeHTbI MOTYT CO3/laBaTbCcsi Ha OyMa)XHOM HOCHUTEIE U B
ANEKTPOHHON (opMe ¢ COOJIIOJICHUEM YCTAHOBJIEHHBIX MpaBuil 0GOpPMIICHUS
nokymMeHToB. [Ipu co3manuu JoKymMeHTa Ha JBYX U Oojiee CTpaHUIaX BTOPYIO U
MOCJIETYOIIME CTPAHUIIBI HyMEPYIOT.

2.3. Homepa cTpaHulIl NPOCTABISIOTCS MOCEPEIUHE BEPXHETO MO
JIOKYMEHTa Ha paccTostHuM He MeHee 10 MM OT BepxHero kpas jaucta. Jlomyckaercs
CO37laHNE TOKYMEHTOB Ha JIMIIEBON U 00OPOTHOM CTOPOHAX JIUCTA.

2.4. 1lpu IBYCTOPOHHEM CO3/IaHMU JTOKYMEHTOB IIMPHUHA JIEBOTO MOJISI HA
JMUEBOM CTOPOHE JIMCTa W MPAaBOTO MOJIsI HA 0OOPOTHOM CTOPOHE JIUCTA JOJKHBI
OBITH PaBHBI.

3. PexBU3NTHI JOKYMEHTOB

3.1. [na pexkBU3UTOB NOKYMEHTOB, co3gaBaeMbix B OOO «llo3Hanuey,
yCTaHaBJIMBAIOTCs MpaBuiia u TpedoBanus B cootBercTBuu ¢ ['OCT P 7.0.97-2016.

3.2. CocTaB pPEKBU3UTOB KOHKPETHOTO JOKYMEHTa OIpPEAeNsIeTCs €ro
BUJIOM M HA3HAYEHUEM.

3.3. Ilpu noaroroBke u OQGOPMIIEHUU JOKYMEHTOB B OpraHu3aluu
UCIIOJIb3YIOTCS CIEAYIOIINE PEKBU3UTHI:

. KO/l (hOPMBI TOKYMEHTA;

. HaNMEHOBAaHHUE OpraHU3alluu;

. CIIPAaBOYHBIE JTAHHBIE;
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. HAaMMEHOBAHHE BHJIa TJOKYMEHTA,;

. JaTa JOKYMEHTA,

. PETUCTPAIIMOHHBINA HOMEP JOKYMEHTA,;

. CCBIJIKA Ha PETHCTPAIIMOHHBIN HOMED U AaTy TOKyMEHTA;

. MECTO COCTaBJICHMS (M3/IaHUsI) IOKYMEHTA,;

. ajpecar;

. rpud YTBEpKIACHUS JOKYMCHTA,

. 3aroJIoBOK K TEKCTY;

. TEKCT IOKYMEHTA,;

. OTMETKa O MPHUJIOKECHUU;

. rpud corracoBaHMs TIOKYMEHTA;

. BU34;

. MOJINKCH;

OTMETKa 00 AJIEKTPOHHOM TOJIIUCH;

. neyarh;

. OTMETKa 00 HUCITOJIHUTEIIE;

. OTMETKa O 3aBEPCHUU KOITUH;

. OTMETKa O MOCTYTUICHUH JIOKYMEHTA;

. PE3OITIOLIHSL.

4. brnaHKu JOKYMEHTOB

4.1. Jlokymentsl, coznaBaembie B OOO «Ilo3nanue», ohopmisdioTcs Ha
0JlaHKaX, U3rOTOBJIEHHBIX HA CTAHIAPTHBIX JincTax Oymaru popmatoB A4 (210x297
MM) 1 A5 (148x210 mm). OTaenbHbIC BUIBI JOKYMEHTOB (TaOIHIIbI, CXEMbI, CMETHI)
nomyckaetcss oopmisiTh ¢ ucnonb3oBaHueMm (Gopmata A3 (420x297mMm).
JIOKyMEHTBI, COCTaBIIAIONIME BHYTPEHHIOI TMEpPENnucKy, OQOpMIISIOTCS Ha
CTaHAAPTHHIX JucTax Oymaru ¢opmara A4 (210x297 mMm) 6e3 UCIOIB30BaHUS
OJIaHKOB.

4.2. Kaxaplii 1MCT JOKyMEHTa, O()OPMJICHHBII Ha OJlaHKe Win Oe3 Hero,
JOJKEH UMETH I0JISI HE MEHEE:

. 20 MM - n1eBoe;

. 10 MM - npaBoe;
. 20 MM - BEpXHeE€;
. 20 MM - HIDKHEE.

4.3. JIoKyMeHTHI JUIMTENbHBIX (CBBIIIE 10 JI€T) CPOKOB XpaHEHUS JTOJKHBI
UMETH JIeBOE MoJie He MeHee 30 MM.
4.4. Buapl OJaHKOB JOKYMEHTOB, IPUMEHSIEMbBIX B IIIKOJIE:

. o0mmmii OJ1aHK;
. 0JIaHK ITHCHbMA;
. OJlaHK KOHKPETHOTO BHJa JOKyMeHTa (OjmaHK mpuKasza, OJaHK

pacnopsbKeHus, 6JIaHK MPOTOKOJIA U JIp.)
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4.5. OO0pasipsl pazpaboTaHHBIX U MPUMEHSIEMBIX B OpraHU3alud OJIAHKOB
NOJJIEXKAT BKIFOUEHHUIO B MHCTPYKLMIO 10 Aenornpou3BoAcTBy OO0 «llozHanue»
(mpuwitoxenue 3 Ha 3 nHUCTax).

5. Ilpuka3ssl

5.1. [Tlpukazamu oopMIISIIOTCS pelieHus o ONEPATUBHBIM,
OpraHU3allMOHHBIM, YY€OHBIM, KaJPOBbIM (TIPUIIOKEHHE 2 HA 9 NMHUCTaxX) U APYTrUM
BOIIPOCaM pabOThl OpraHU3alUH.

5.2. 1IpoekTbl TPUKA30B TOTOBSAT OTBETCTBEHHBIE MCIIOJIHUTEIN Ha
OCHOBaHWHU MOPYYECHUHN JUPEKTOPA, €r0 3aMECTUTEIIEH.

5.3. B npukazax TEKCT U3J1araeTcs OT MEPBOro JULA €UHCTBEHHOIO YUCIIA
(«ITPUKA3BIBAIO»).

5.4. Tekct npukaza MOXKET COCTOSITh M3 JIBYX YacTed: KOHCTaTUPYIOLIECH
(mpeaMOyJIbl) ¥ pacoOpsSIAUTEILHOM.

5.5. B KoHCTaTupyrolIel 4acTy KpaTKO M3JIararoTcs 1eIu U 3a1auu, (PaKThbl
U COOBITHSI, TOCITY>KHMBIIME OCHOBaHMEM [Isl W3AaHMs Tpukaza. OHa MOXKeT
HaunHaThcs ciaoBamu "B nensx", "B coorBerctBun", "Bo ucnonnenue", u T.41. Eciun
IpUKa3 U34AETCs HA OCHOBAHUHU JPYTroro JTOKYMEHTa, TO B KOHCTATUPYIOLIEH YacTu
YKa3bIBA€TCS HAaMMEHOBAHUE JTOTO JOKYMEHTA, €ro JaTa, HOMEP M 3aroJIOBOK.
[IpeamOyna B mpoekTax mpukazoB 3aBepiraeTcsi ciioBoM «IIPUKA3BIBAIO»,
KOTOpOE NeYaTaeTcs 3arjiaBHbIMU OyKBaMH.

5.6. PacnopsaurenbHass 4YacThb JIOJDKHA  COAEPXKATh  IEPEUHCICHUE
MPEANUCHIBAEMBIX JIEUCTBUN C YKA3aHUEM HCIIOJTHUTEIS KaXI0TO JEUCTBUS U, IPU
HEOOXOJMMOCTH, CPOKOB HCIOJNHEHHs. PacmopsauTenbHas 4acTh ACNUATCA Ha
NYHKTHl U TOJIYHKTHI, KOTOpble HyMepyloTcs apaOckumu mudpamu. JleicTBus
OJIHOPOJTHOTO XapaKTepa MOTYT ObITh MEPEUUCIICHBI B OJTHOM ITYHKTE.

5.7. B KauecTB€ WUCIOJHUTENEH YKa3bIBAIOTCS 3aMECTUTENN IHUPEKTOpa,
npejacenaTeny Wik pPyKOBOAUTENN paboYuX rpymil (KOMUCCUIA).

5.8. Ecoum mnpuka3 wu3MEHSET paHee M3JaHHbI JOKYMEHT (IIyHKTbI
JIOKYMEHTA), TO OJWH W3 IIYHKTOB pacCHOPSIUTEIbHON 4YacTH TEKCTa JIOJKEH
CoJlepKaTh CChUIKY Ha M3MEHSAEMbIN JTOKYMEHT (IIYHKThI JOKYMEHTA) C yKa3aHUEM
€ro J1aThl, HOMEpPA U 3aroJIOBKa.

5.9. Ecoum mnpuka3z OTMEHSET [EWCTBHE pPaHEE H3/IaHHOIO JIOKYMEHTa
(MyHKTOB JOKYMEHTa) C OINpEJCICHHOW JaThl, TO OJUH U3 IYHKTOB
pacrnopsIMTENbHOM YacTH TEKCTa JOJDKEH HaduHathesl cioBamu «lIpu3Hath
YTPaTUBIINM CHITy...», JAJIE€ YKa3blBaThCS JaTa, HOMEpP M 3arojIOBOK paHee
U3JIaHHOTO JIOKyMEeHTa (ITyHKTa JJOKYMEHTA), a TaKXKe J]aTa, C KOTOPOH OTMEHsETCs
ero neiictue. Ecin 1ata HE yka3aHa, TO JEHWCTBUE paHEE M3JAHHOIO JOKYMEHTA
(IyHKTBI JOKyMEHTA) OTMEHSAETCS C IaThl U3JaHUs] HOBOT'O MPHUKa3a.

5.10. Eciin mpuka3 OTMEHSET paHee W3JaHHBIA JIOKYMEHT C MOMEHTA
W3JIaHHUS, TO OJWH U3 IYHKTOB pPAacCHOPAJWTEIBbHON YacTH TEKCTa JIOJDKEH
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HAaYMHAThCS ClIOBaMH «OTMEHUTB...» M YKa3blBaThCA JaTa, HOMEP U 3arojIOBOK
paHee U3JaHHOTO JOKYMEHTA.

5.11. Ecnu npuka3z npeamnonaraeTcsi BBECTU B JEHCTBUE HE C MOMEHTA €ro
U3J1aHus, HEOOX0IUMO yKa3aTh CPOK BBeJIEHUA ero B nerctBue. [locneqHuil myHKT
pacropsAUTEIbHON YaCTH MOXKET COAEPKATh CBEICHHS O JTOJKHOCTHOM JIMIIE, HA
KOTOPOE BO3JIaracTCsi KOHTPOJIb 32 HCTIOJIHEHUEM ITPUKA3a.

5.13. Ilpuka3el noanuceiBaloTCs TOAbKO aupektopoM OO0 «llo3nanue»
WM pabOTHUKOM, UCTIOJHSIOIIMM €ro 00s13aHHOCTH.

5.14. OTBETCTBEHHOCTh 3a 00ECIEeUeHUE CBOEBPEMEHHONW M KaueCTBEHHOMU
NOJATOTOBKM MPOEKTOB NPHKA30B M HX COIVIACOBAHHE C 3aMHTEPECOBAHHBIMU
pabOTHUKAMU ¥ OPTaHU3AIMSIMH HECYT aBTOPHI IIPOEKTa MPUKa3a.

5.15. PerucrpaunuoHHbIE HOMEpA IMPUCBAMBAIOTCA NpPUKa3aM IO MOPSIAKY
HOMEPOB B IpeJeNax KAJICHIApHOro roja.

5.16. JlaTa peructpaunu nprikasa siBJIS€TCS AATOW €ro MOANUCAHUS.

6. IIpaBuna, noyoXeHUs, HHCTPYKLIUU

6.1. IlpaBuiia — HOPMATHUBHBIN AKT, ONPEACISAIOUIUHN MOPSITOK KaKOTr0-IM00
BHJA JICSITEIbHOCTH, YCTAaHABJIMBAIOIIAA WA 3anpellaloliid  ONpEeaeICHHOE
NOBEJCHUE.

6.2. IlonoxxeHne — HOPMATUBHBIA AKT, ACTAIBHO PEMNIAMEHTUPYIOLINN
IPaBOBOM CTaTyc, MNOPSAIAOK OpraHu3aluyd M OpoueAypy Kakoro-iubo Buza
NESATEIbHOCTH.

6.3. HMHCTpyKUMs — HOPMAaTHUBHBINA aKT, N3aBa€MBbII B LIEAX Pa3bsICHEHHUS
Y OINpENECICHUS MOpsAAKA NPUMEHEHHsSI COOTBETCTBYIOIEIO HOPMATHBHOIO aKTa
A100 ¢ LEeNbI0 YKa3aHUs HOPM O Crioco0ax BBIIOJIHEHUS ONPEIEICHHbBIX ONepanni
(mewcTBHiA).

6.4. IlpaBuia, NOJ0XKEHUS, UHCTPYKIMH PUHUMAIOTCS (B 3aBUCUMOCTH OT
BUJIa JOKYMEHTA) Ha COBELIAHUU U YTBEPKAAIOTCSA JUPEKTOPOM.

6.5. llopsnoK MOATOTOBKM IPOEKTOB IPAaBWJI, IOJOKEHUS, WHCTPYKIIUH
COOTBETCTBYET OOIIEMYy TOPAJIKY MOATOTOBKA MpoekToB mpukazos OO0
«ITo3Hanue».

6.6. TeKCT NpoeKTa MOJIOKEHMsI, MPABWI, WHCTPYKLUWU II€4aTaeTcs Ha
quCTOM Jicte Oymaru hopmara A4.

6.7. OTIMYUTENBHBIMU XapAaKTEPUCTHUKAMU TEKCTOB IIPaBUJI, IOJOXKEHUS,
WHCTPYKLUU SABISIOTCS:

° TOYHOCTDH IIPUMCHSICMbBIX (I)OpMYJ'II’IpOBOK 0e3 HCIIOJIb30BaHMUS CJIOB U
HOHHTHﬁ, NMCIOIINX MHO>XECTBCHHbBIN CMBICJI;
° HCIIOJBb30BaHUC KOPOTKHUX HpC,Z[JIO)KCHI’Iﬁ, 06HICHpI/IH}ITI>IX Bblpa)KCHI/II‘/JI

U CBS30K, TIPYU HEOOXOJIMMOCTH - MPEABAPUTEIHHOE OMPEIEICHNE HUCII0Ib3YEeMbIX
MOHSATUM, COKpallleHul, abOpeBuaTyp;

. OTMCAHME BCEX BO3MOXKHBIX BAPUAHTOB COOBITUI M COOTBETCTBYIOIINX
UM BapUaHTOB JICUCTBUH, T.€. TIOJIHOTA NPEICTaBIICHUs HH(POPMAITUH;
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* CTPYKTypI/IpOBaHHOCTB TEKCTa C LCJIbKO JOCTUKCHUA HaI/IJ'IyLIH_Ieﬁ

MOCJICA0OBATCIIbHOCTH U3JIOKCHHA MATCPHAJIA,
. MUHHMMHU3AIUS TEKCTa ¢ MOMOIIBIO TPUMEHEHUST 0000111eHn (0030pOB

npejnoiaraéMpIX JCHMCTBUM) W TPUMEHEHHE TEPEUUCIICHUM (3a7ad, JTarioB,
YCJIOBUH U T.1I.).

6.8. B 3aBUCMMOCTH OT CJIOKHOCTH U 00be€Ma pa3zpadaThiBaeMbIX MpaBuUJ,
MOJIOKEHHUS], UTHCTPYKIUU

- TEKCT JOKYMEHTA JICJINTCS Ha IJ1aBbl, TyHKTHI U TOAYHKTHI. [ 1aBbI N1OJIKHBI
UMeTh Ha3BaHus. Hymepanus npou3BoauTcs apadbckuMu nudpamu.

7. IIpotokod 3acenanus (COBEILIAHMS)

7.1.  IIpoTokOl — OKYMEHT, B KOTOPOM (DUKCUPYETCA XOJ OOCYKIeHUS
BOIIPOCOB U TPHUHATHSA PEIICHUN Ha COOpaHUSAX, COBEIIAHMIX, KOHPEpEeHIUSIX U
3aceaHusAX KOJUIETHAIbHBIX OPTaHOB.

7.2. IlpoTokoi 3aceqanus (CoBelanus) - (Janee - MpoToKoT) ohopMIIsIETCs
Ha YUCTOM JucTe Oymaru ¢popmata A4.

7.3. PexBu3uT - "TEKCcT NOKyMeEHTA". PEKBU3UT COCTOWUT M3 JIBYX 4YacCTEM:
BBOJIHOM M OCHOBHOM.

7.4. Bo BBOJHOM 4acCTH yKa3bIBAIOTCS MHULIUAJBI, (aMUIMUA U JOJDKHOCTHU
IpeCe1aTeIbCTBYIOIIEr0, CEKpeTaps, MPUCYTCTBOBABIIMX Ha 3aCE€laHUU W, NpU
HE0OXOMMOCTH, JIHII, IPUTJIANICHHBIX HA 3aceaHne (COBEIIaHUE).

7.5. BBonaHas 4acThb IPOTOKOJIA 3aKaHYMBAECTCS repeyHeM
paccMaTpUBaeMbIX BOIIPOCOB, MEPEUMCICHHBIX B MOPSAKE HUX 3HAYHUMOCTH C
YKa3aHHEM JOKJIaqUMKa MO KaXKJIOMYy paccCMaTpuBaeéMOMy BoIpocy. Bompocsl
dbopmynupytrorcs ¢ npeaigorom "O" ("O0"), meyaTaroTcs OT TPAHUIIBI JIEBOTO MOJIS
1 HyMepyIoTCs apabCKuMu nudpaMu.

7.6.  OCHOBHas 4acTh MPOTOKOJIA COCTOUT U3 Pa3/iesioB, COOTBETCTBYIOIINX
paccMaTpUBaEMbIM BOTIPOCAM U UX HYMEpaIUH.

7.77.  TexkcT NMPOTOKOJIA M3JIAraeTcsi OT TPETHETO JIMIA MHOXECTBEHHOTO
yucna ("cmymanu", "BeicTynuian", "moctanosuiu", "pemmnu'").

7.8.  1IpOTOKOJI TOANMCHIBAETCS JMLOM, NPEACENATENbCTBOBABIIMM Ha
3aceaHuu (COBEILAHUH ), U CEKpeTapEM 3acenaHusl (COBEIIAHNUS).

7.9. 1lpu OTCYTCTBUHU CEKpeTaps 3ace/laHusl, B TOM UKCIIE PU MPOBEICHUU
OMEpPAaTUBHBIX COBEIIAHWM, JOIMYCKAaeTCs TOJMUCAHUE MPOTOKOJIA TOJIBKO
Mpe/ice1aTeIbCTBYIOLIUM.

7.10. TekcT mpoToKoJia AOHKEH ObITh MOJATOTOBIIEH HE TO3/HEE TPeX IHEU
co aHs 3acenaHusi. [[poekTbl COOTBETCTBYIOIIUX IMYHKTOB MPOTOKOJIA BU3UPYIOTCS
JIOJKHOCTHBIM JIUIIOM OTBETCTBEHHBIM 32 MOJITOTOBKY.

7.11. Jata mnpoTokoJia JAOJKHA COOTBETCTBOBATH JHIO TMPOBEICHUS
COBEIIAaHUsI (3aceIaHusl).
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7.12. Konuu mpoTOKOJIOB PacChUIAOTCS 3aMHTEPECOBAHHBIM OpraHU3aLUsIM
U JOJDKHOCTHBIM JIMLIAM B COOTBETCTBUM C YKA3aTEJIEM PACCBUIKHA, KOTOPBIN
COCTAaBJISIET CEKpeTaph 3aceIaHusl (COBEIAHNU).

8. Ilman

8.1. IIman — HNOKYMEHT, YCTAaHABIMBAKOLIMK NEPEYEHb HAMEUCHHBIX K
BBITIOJTHEHUIO ~ MEpOTPUATHH, HX  TOCIENOBAaTENbHOCTh, O0BEM, CPOKH,
OTBETCTBEHHBIX UCTIOTHUTEICH.

8.2. [Ilnman odopmisiercs Ha nucte Oymaru ¢opmara A4 ¢ UCTIOTH30BAHUEM
CJIETYIOIINX PEKBU3UTOB:

. HAaMMEHOBaHHE OpraHu3aliy;

. rpu¢ yTBEp>KACHUS TOKYMEHTA;

. JlaTa JIOKYMEHTA;

. PEruCTPallMOHHBIN HOMEP JOKYMEHTA;

. HAaMMEHOBAaHUE BHJIa JOKYMEHTA;

. 3aroJioBOK K TEKCTY;

. TEKCT IOKYMEHTA;

. HAaUMEHOBaHUE JOJIKHOCTH;

. HOJIHKC.

8.3. PexBu3utr — "TekcT nokyMmeHTta" odopmisgercss B BHUJE TaOIULBI C
rpadamu:

. HOMED ITyHKTA I1JIaHa;

. HauMEHOBaHNE MEPOIIPUATHS;

. CPOK HMCIIOJHEHUS;

. UCTIOJTHUTEIIb;

. IpUMEYaHHe.

9. Otuer

9.1. Otruer — JOKYMEHT, COJAEp)Kalluid CBEIEHUS O pe3yJbTaTax

JEATEIIbHOCTH 32 OMNPENICJICHHBIA TEPUOJI BPEMEHHU, BBHITIOJHEHUU MEPOIPHUATHIA,
IIOPYYEHUM, 3aJaHAM, IJTAHOB.

9.2.  Otuersl, IpeOoCTaBIsIeMbIC B OpTraHbl TOCY1apCTBEHHOMN BIACTH (B TOM
Yucjae B OpraHbl TOCYJAPCTBEHHOM CTATUCTHKHW) M HMEIOIIHME YCTaHOBJICHHYIO
NPaBOBBIMM aKTaMU TOCYJapCTBEHHBIX OpraHoB (opMy, CO3JAIOTCS MO
YCTAHOBJIGHHOW TOCYJIapCTBEHHBIMU OpraHamMu (opme U B OINpeaeIEHHOM HMHU
MOPSIKE.

9.3. OT4éThl, NpPENOCTABISAEMBbIE COTPYJHHKAMHU OpraHU3alMUd B XOJE
BHYTPEHHETO B3aWMOJICHCTBHS, CO3/IAIOTCA MO TMpaBUjIaM, YCTAHOBJICHHBIM JIJIsi
CO3IaHUS CITY>KEOHBIX 3aMHCOK.
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9.4. Ortuersl odopmisroTcss Ha Jucte Oymarm ¢opmata A4 c
UCIIOJIb30BAaHUEM CIICYIOIINUX PEKBU3UTOB:

. HauMEHOBAHME OpraHU3aluy;

. JaTa JOKyMEHTa;

. pErUCTpallMOHHBIA HOMEP JOKYMEHTA;

. HaUMEHOBAHME BUJIA IOKYMEHTA,

. 3aroJioBOK K TEKCTY;

. TEKCT IOKYMEHTA;

. OTMETKA O MPUJIOKEHUHU (IPU HAJIMYMN);
. HAaMMEHOBaHHE JOJDKHOCTH;

. HOJIHKCh.

9.5. B Tekcre oTu€Ta B 003aTEIHHOM MOPSAKE JOJDKHO COJIEPKATHCS yKa3
Ha JIEATEIHbHOCTh, MEPOINPUATHE, BBIIAHHOE MOPYYEHUE, 3aJlaHue, MYyHKT IUIaHa,
MOJIC)KAIIMKA BBITTOJTHEHUIO, H PE3YJIbTAT O BHITOJHESHUH, B TOM YHCIIC C YKa3aHUEM
Ha COOJTFOJICHNE WM HApYIIICHUE UCTIOTHUTEILCKOW TUCITUILINHBI, YCTAaHOBICHHBIX
CPOKOB HMCTIOJTHEHUS W HaJIeKaIlee Ipe1ocTaBIcHIuEe HHPOPMAITHH, HEOOXO0UMBIX
MaTepHaoB (MPOEKTOB JTIOKYMEHTOB) COUCTIOJIHUTEIISIMH (TIPH YIaCTHH HECKOJIBKHIX
HCTIOJIHUTENIEH).

10.ITucemo

10.1. IInuceMa roToBATCH KaK:

. OTBEThl O BBINOJHEHUM TOPYYECHHH  BBIMICCTOSIIUX OPraHoOB
HCITIOJTHUTEILHOM BIACTH,

. OTBETHI Ha 3aMPOChl OPraHU3aALMH, TPEANPUITUNA U YACTHBIX JIMII;

. WHUIMATHBHBIC MHCHMA.

10.2. Cpoku mOATOTOBKH OTBETHBIX MMUCEM:

. C KOHKPETHOM JaTOW WCIIOJHEHMS, YKa3aHHOMW B JOKYMEHTE, - B
YKa3aHHBINA CPOK;

. B COOTBETCTBHM C PE30JIIOIMEH AUPEKTOpa U €ro 3aMeCTUTENIeH Ha

OCHOBAaHHUM YCTAaHOBJIEHHBIX CPOKOB HCIOJIHEHUS MOPYYEHUH, 3alPOCOB WUJIU MO
PELICHUIO aBTOPa PE30JTIOLIHUH.

10.3. TekcThl OTBETHBIX ITHCEM JIOJHKHBI TOYHO COOTBETCTBOBATH 3aJIaHUSIM,
3a(UKCUPOBAaHHBEIM B pe3omonun. CpOKM TOATOTOBKH WHUIIMATUBHBIX ITHCEM
ONPEACTSAIOTCS  CaMOCTOSITEIbHO ~ aBTOPOM  IIPOEKTa IHUChbMAa C  YUYETOM
HEOOXOJMMOCTH PEIICHUS KOHKPETHBIX 3ajlad U (WIM) B COOTBETCTBUU C
TpeOOBaHUSIMU 3aKOHOJIaTEIbCTBA, MOPYy4YEHUSIMU HEMOCPEACTBEHHOTO
PYKOBOAUTEIIA.

10.4. Ilucebma  medyaTaroTCA Ha  OyaHKe IMMCbMa  aBTOHOMHOM
HEKOMMEPYECKOU OpraHu3aluu JIOTIOJIHUTEIILHOTO npo¢heCCUOHAIBHOTO
00pa30BaHUs C YIJIOBBIM PACTOIOKEHUEM PEKBU3UTOB.

10.5. JlomoiHUTENbHO K PEKBU3UTAM OJlaHKa MHCbMa TpU O(QOPMIICHUHU
MHACEM B OpraHU3allluK UCIOJIb3YIOTCS CIEAYIOIINE PEKBU3UTHI:
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* aapecar,

® 3aroJIOBOK K TCKCTY,

® TEKCT JOKYMCHTA,

® OTMCTKA O IMPHUJIOKCHUHU,

. BH34;

b IOAIINCH.

. OTMETKa 00 UCIIOTHUTEIIE.

10.6. Ilpu odopmieHnn nmucbMa Ha JABYX U 0OoJjiee CTpaHMIAX BTOpas U
MOCIEAYIOIIME CTPaHUIBl HYMEPYIOTCS TIOCEpeMHE BEPXHEro TMojs JICTa
apabckumu rudpamu.

10.7. Ilucpma MOANMCHIBAET TUPEKTOP WU PAOOTHUKHU, YIOJIHOMOYEHHBIE
MPUKA30M.

10.8. CmyxeOHbIC 3aIUCKU

10.9. B mensix ocylIecTBICHHUS B3aUMOJEHUCTBUSL MEXKIY COTPYJIHHKAMH B
pamMKax BHYTPEHHEro JOKyMEHTOOOOpOTa B OpraHM3ald PUMEHSIOTCS
cinyxkeOnble  3amuckd.  CaykeOHble — 3alMCKU  SIBJISIOTCA ~ CIPaBOYHO-
WH(OPMALIMOHHBIMU JTOKyMEHTaMH. ABTOpPaMH CIYyXEOHBIX 3aMUCOK SIBIISIOTCA
cotpyaauku OOO «Ilo3zHanue».

10.10.Cny»ebHas 3anMCKa MOKET COCTaBIATHCA MO YKa3aHUIO PYKOBOJICTBA
WJIH 110 MTHUIIMATUBE KOHKPETHOTO COTPYTHUKA.

10.11.1Ipu odopmieHun CiryeOHOU 3amMUCKU OPOPMIISIOTCS CIEAYIOIINE

PEKBU3UTHI:
. aapecar;
. JlaTa JJ0OKyMEHTa;
. HAaUMEHOBAaHHE BHJIa JOKYMEHTA;
. 3aroJIOBOK K TEKCTY;
. TEKCT JOKYMEHTAa;
. OTMETKA O MPUJIOKEHNHU (IPH HATMYHH);
. HaVMEHOBAHHE JIOJKHOCTH;
. MOJIHKCh.

10.12.Cnyxe0HbIe 3alMMCKU MOTYT CO3[aBaThCsA Ha OyMa>KHOM HOCHTEIE W
(WIIK) B DJIEKTPOHHOU hopme.

11.J1oBepeHHOCTH

11.1. JloBepeHHOCTH BBIAAETCS COTPYJIHUKAM OpraHU3allid U opOpMIISIETCS
M0 TIpaBWJIaM, YCTAaHOBJIEHHBIM HacTodlleld MHCTpyKUMen s MuceM, ¢ yU4ETOM
TpeOOBaHUM TPaKIAHCKOTO 3akoHojarenbcTBa Poccuiickort dexpepanuu  u
HACTOSIIIErO pa3ena.

11.2. TIpoekT  HOBEPEHHOCTH  TMOJATOTABJIMBACTCA W  BU3UPYETCS
COTPYJAHHKOM, KOTOPOMY JTIOBEPEHHOCTh OYJET BBbIJAaHA, MOCJE 4Yero mepenaércs
PYKOBOAUTEIO Ha MOAIKUCAHUE.
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11.3. JloBepeHHOCTb  MOJINHKCHIBAETCA  JUPEKTOPOM WM  JIMLOM,
OCYIIECTBIISIIOIIMM €TI0  MOJHOMOYMS  (MCIOJHAIOIMUM  OOA3aHHOCTH), U
ckpersiercs nedarbio OO0 «Ilo3nanue.

12.J1oroBOpBI, COrameHus, KOHTPAKTHI

12.1. JoroBopsl, corjamieHusi, KOHTpakThl (lamee -  JOrOBOPHI)
MOJATOTABINBAIOTCS B COOTBETCTBUU C TPEOOBAHUSIMH T'PAKJAHCKOIO, TPYAOBOIO,
OI0JIPKETHOT'O ¥ MHOTO 3aKOHOaTeabcTBa Poccuiickoit denepaiuu, B 3aBUCUMOCTH
OT PEryJIMpyeMbIX JOrOBOPOM MPABOOTHOUIEHUH U 003aTENIbCTB CTOPOH.

12.2. TIpoekt moroBopa MOATOTaBIMBAETCS OTBETCTBEHHBIM COTPYIHUKOM
(KOHTPaKTHBIM YMPABJISAIOUIMM) C YYETOM HEOOXOAMMOCTH CBOEBPEMEHHOTO U
KayeCTBEHHOIO OO0ECIEeUeHUs] HCIOJIHEHUS CBOMX IOJHOMOYMH (00s13aHHOCTEH,
GbyHKIIMI), TOTHOMOYUM OpPTaHU3aIH B IIEJIOM.

12.3. TIpoekt moroBopa MOATOTABIMBAETCS OTBETCTBEHHBIM COTPYIHUKOM
(KOHTPAaKTHBIM yIPABISIIOIIMM) COBMECTHO CO CHEUUATUCTOM, K (QYyHKIMAM
(MOJTHOMOYHSIM) KOTOPOTO  OTHOCUTCSL pEIIEHHWE BOMPOCOB,  SIBISIOLIUXCS
IPEIMETOM JIOTOBOPA, UM UHBIM COTPYIHUKOM IO IPSIMOMY YKa3aHUIO TUPEKTOPA.

12.4. HeoOxoaumass ajis TOATOTOBKM MPOEKTa J0roBopa HH(POpMALUS
coOMpaeTcss OTBETCTBEHHBIM JUIOM (KOHTPAKTHBIM YIIPABJISIOIIMM) B TMOPSAKE
paboyero B3aMMOJEHUCTBHS € YYETOM TNIpaBWJl, YCTAHOBJIEHHBIX HACTOSIIECH
HNucTpykuuen.

13.[IpyuHUHMITBI OpraHU3allid JOKYMEHTO000pOTa

13.1. B n1oxymMeHTOO00OpOTE BBLAEISAIOTCSA CIAEAYIOLIUE JOKYMEHTONOTOKH:
MOCTyMaIIasi  JAOKyMeHTalusi (BXondilas), OTHpaBisieMass JOKyMEHTaIus
(ucxopsiasi), BHyTPEHHSSL JJOKYMEHTAIIHSI.

13.1. B cocraBe BXos1IEeW U NCXOAAMIEN JOKYMEHTAMU MOTYT BBIACIIATHCS
JOKYMEHTBI, MIOCTYTUBUINE U3 BBIIECTOAIIUX, HOIPSAHBIX, MEAULIUHCKUX U APYTHX
OpraHu3aluii, OpraHoB MECTHOT'O CAaMOYIIPABJICHUS, 0OpaIllEeHHs TPaXK/IaH.

13.3. OOparmieHust TpaxaaH PETUCTPUPYIOTCI W (HOPMUPYIOTCS B Jeia
0T/eNIbHO OT Apyrux AokymeHToB OO0 «Ilo3Hanuey.

13.4. B opranu3auuu A0CTaBKa M OTHOPAaBKa JOKYMEHTOB OCYIIECTBIISETCS
CpelcTBaMH TMOYTOBOW CBS3M, OHJICKTPOHHOM CBSI3M, a TakXke IO CHUCTEME
ANIEKTPOHHOTO JIokyMeHTooOopoTa (ganee - 3/[0). C momoIibio TOYTOBOM CBS3U B
OpraHu3alMI0 JOCTABJISIETCS MUCHbMEHHAs KOPPECIOHACHIMS B BHUAE IPOCTHIX
MMCEM, 3aKa3HbIX MHCEM, MOYTOBBIX KAPTOUEK, OaHIIEpOoJiel U MEJIKUX MaKeTOB, a
TaK)Ke MeYaTHbIEC U3/IaHMUS.

14.I1epBuuHast 00pabOTKa MOCTYyHAIOIIMNX JOKYMEHTOB
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14.1. JIokyMeHTbI, NOCTyNalIIHE B OpPraHU3alUI0, NEPEeNarTCs Ha
peructparnuio cexkperapio OO0 «Ilo3HaHue» u NpoxoIAT NEPBUUHYIO 00pPaOOTKY B
JIeHb TMOCTYIUIEHMs, IPU TOCTYIUIEHHH B Hepabouee Bpemsi - Ha CIeAyIOIIUN
pabounii geHb. Ilpu mnepBuyHOM 0O0pabOTKE JIOKYMEHTOB IIPOBEpSETCS
paBUIBLHOCTD aApecoBanust. OMKMO0YHO MOCTYUBIINE JOKYMEHTHI IEPEChUIAIOTCS
10 MPUHAJJISKHOCTU WM BO3BPAIIAIOTCS OTIPABUTEIIO.

14.2. JlokyMeHTbl, mnocTynuBmue c otmeTrkamu «Cpouno», «Bpyuuth
HEMEJUIEHHO», «OmepaTUBHO», HE3AMEMJIUTEIbHO  MPOXOASIT  IMEPBUYHYIO
00paboOTKy M JOKJIAAbIBAIOTCA TUPEKTOPY WM B CIy4ae €ro OTCYTCTBUS —
3aMECTHUTEIIO TUPEKTOPA MO HAIIPABJIEHUIO JEATEIbHOCTH.

14.3. DnexTpoHHbIE  COOOIIEHHUs,  aJpPECOBaHHBICE JUPEKTOPY  WIH
HalpaBJIEHHbIE B aJ[peC OpraHU3alli{, pPacleyaThIBAIOTCS M JIOKJIaJbIBAIOTCA
JUPEKTOPY WIH B CIIy4ae €ro OTCYTCTBUS — 3aMECTUTEIO TUPEKTOPA.

14.4. DnexTpoHHbIE COOOIIEHUS, 3aBEPEHHBIC DSJIEKTPOHHOW TOJIHUCHIO,
nojieskar o0paboTKe MO MpaBuiaM, NPEIyCMOTPEHHBIM Ul MOCTyHarolien
(BXosI1Ie ) TOKyMEHTAIUH.

14.5. TloctynuBmiasi (BXOAfIIasl) JOKYMEHTAIlMsl paclpenensercss Ha
pPErUCTPUPYEMbBIE U HE TOJIEKAIINE PETUCTPALIMHA JOKYMEHTHI.

14.6. He nmopnexxar perucrpanuu:

. MPUTJIACUTENBHBIE, TTO3APABUTENBHBIEC MUChbMA U TEJIErPaMMBbI;

. OUJICTHI;

. IUJIaHBI U IPOTPaMMBbl CEMUHAPOB, KOH(EPEHIIUNA U JPYTUX MOT00HBIX
MEPOIIPUAITHN;

. JIOKYMEHTBI 110 OYXTaJITEPCKOMY  YYETY, MaTepUaIbHO-

TCXHUYCCKOMY 06GCHG‘I€HHIO, IIJTaHOBBIC )51 (1)I/IHaHCOBBI€ JAOKYMCHTHI,
IMOCTYIIAOIINEC oe3 COIMPOBOAUTCIIBHOI'O ITMCbMaA,

® PCKIIAMHBIC, KOMMCPUYCCKHEC IIPCIJIOKCHHA, B T.49. IOCTYIIMBIIUC IIO
BHGKTpOHHOﬁ ITOYTC,

® IICYaTHbIC U3JaHUA,

* MMMCbMa C TIOMETKOM «JIMYHO.

15. Peructpanus, y4eT U pacCMOTPEHUE PYKOBOIAUTEIEM MOCTYHAIOIINX
(BXOISIIINX) JOKYMEHTOB

15.1. IocrynuBuve (BXOAAIIME) AOKYMEHTBl PETUCTPUPYIOTCS TOJBKO
nocse v NepBUYHON 00pabOTKU M HE3aBUCUMO OT CIIOCO0a UX JOCTaBKH.

15.2. Peructpanus — nNpocCTaBJIEHNE B HUKHEM IIPABOM YIUIy [IEPBOTO JIUCTA
JOKYMEHTA OTMETKH O MOCTYIJIEHUH € YKa3aHUEM JaThl IOCTYIIJICHUS U BXOSIIETO
PETUCTPALIMOHHOIO HOMEpa JIOKyMEHTa C 00s3aTelNbHOM 3alUChI0 B JKypHal
perucTpauMu  nocrtynamlomed  (Bxomsamen) — gokymeHrtauuu.  CTpykrypa
PETUCTPALIMOHHOTO HOMEpPA, MOCTYIAOLIETO (BXOISALIET0) JOKYMEHTA, COCTOUT U3
€ro IMOpSAKOBOTO HOMEpPAa M HHJAEKca Jena 1o HomeHknatype gen OO0
«lTo3Hanue».
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15.3. Peructpauusi Bce€X MOCTYNMBIIMX  (BXOJAIIMUX) JOKYMEHTOB
MIPOU3BOAMTCS B TIPe/Ieiax OOIIEeTro JOKYMEHTOMOTOKA. JIOKYMEHTHI, TOCTYITHBIIINE
B OpraHu3aluio0 M0 KaHajdaMm (akCUMMUIBHON CBs3U, OO0pabaTbIBalOTCS U
PETUCTPUPYIOTCS B O0ILIEM MTOPSIZIKE.

Texcr mnocTtynuBmieid TeiaedOHOTpaMMBbl — 3alUCBIBAETCS B KypHase
perucTpanuu TenepoHOrpaMM U TedaTaeTcsl Ha JIMcTe Oymaru ajis mepelayd Ha
paccMOTpeHue.

15.4. Tloctynaroniue (BXOsIIHE) JIOKYMEHTBI MepenarTcs Ha
paccMOTpeHHE PYKOBOJICTBY TOJBKO IMOCJIE UX PETUCTPAllMU U MPEIBAPUTEIBHOTO
paccMOTpEHHS.

15.5. Hdoxymentsl, noctynuBume B OOO «Ilo3HaHue» aBTOHOMHYIO, MO
BOIIPOCaM, HE TPEOYIOIIUM PACCMOTPEHHMSI TUPEKTOPA, HAMPABIIAIOTCS PAOOTHUKOM
OTBETCTBEHHBIM 32  JICJIONPOU3BOJICTBO  OpPraHU3allUd  HEMOCPEIACTBEHHO
WCIIOJTHUTEIIO 3aIpoca.

15.6. Jlupexktop B pE30JIOLMH OMNPEACNSIET JIMI, OTBETCTBEHHBIX 3a
UCIIOJTHEHUE JIOKYMEHTa, M JaeT UM MopydeHue. PaOOTHUK OTBETCTBEHHBIN 3a
JIEeJIONPOU3BOICTBO OPTraHU3allUU MEPEIACT TIOKYMEHT Ha UCIIOTHEHHE.

15.7. TlonmHHUK JOKyMEHTa C pe3omtonuend pykopoautens OO0
«ITo3Hanuey HampaBIsSeTCs UCTIOJHUTEIIO.

15.8. Ilpy HamMuuu HECKOJBKUX MCIOJHUTENECH MOJJIMHHUK JTOKYMEHTa
nepeaeTcs TOMY HCIOJHUTEN0, KOTOPhI B COOTBETCTBUU C YKa3aHUSIMU IO
UCIIOJIHEHUIO SIBJISIETCS OTBETCTBEHHBIM, OCTAJbHBIE HCIOJIHUTEIN MOJYy4aroT
KOIHIO JOKYMEHTA.

15.9. TlognMHHUK JOKYMEHTa, KOTOPbIA HCIOJHIETCS HECKOJIbKUMU
JOJDKHOCTHBIMM JIMIJAMHU, TOJIY4a€T OTBETCTBEHHBIM HCHOJHUTENb. OCTaIbHBIM
UCIIOJTHUTENISIM MEPEIat0TCsl KOTHH.

15.10. U3roTroBieHne Komuid TOKyMEHTa JJIsl TMEepeAadyd COUCIIOTHUTENSM
OCYIIECTBIISIETCS. CEKpEeTapeM AaBTOHOMHOM HEKOMMEpPUYECKOW OpraHu3aluu
JOTIOJTHUTENHHOTO MPOGECCHOHATBHOTO 00pa30BaHUSI.

15.11.Pe3osnronust COnepKuT:

. YKa3aHW€ IO  MCIOJHEHUIO, coaepxkariee KpaTKOe

ONUCAaHUE HEOOXOAUMOI0  JIJIsSI HCIIOJHCHHS IACHCTBUS,

. yKa3aHHe Ha CPOK, B TEUCHHE KOTOPOTO MO0 A0 UCTEUEHUS KOTOPOTO
HEOOXOJIMMO UCTIOJIHUTD MPENUCAHHOE ICHCTBUE;

. JIMYHYIO TIOAIKUCH ABTOPA PE3OJIIOLNY;

. JIaTy MPOCTABJICHUS PE30JIFOLINH.

15.12.Yka3aHue Ha CpOK, B TEYEHHE KOTOPOIO JMOO0 10 UCTEUEHHUSI, KOTOPOTO
HEOOXOMMO WCIOJHUTh TMPEINUCAHHOE JIeUCTBHE, MOXKET HE BbIPAKATHCS
KOHKPETHOM J1aTOi U COIepKATh BBIPAXKEHUS: «B YCTAHOBJICHHBIN 3aKOHOM CPOK» U
T.I1.

15.13.Pe3onronus numiercss Ha CBOOOJHOM OT PEKBU3UTOB MECTE MEPBOTO
JUCTA TOKYMEHTA.
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15.14. B cnyuae, korga pe3oJiionus aIpecoBaHa HECKOJIBKUM COTPYIHUKAM,
TO OTBETCTBEHHBIM 32 HWCIIOJIHCHHE JIOKYMEHTa B IICJIOM SIBIISICTCS COTPY/IHUK,
yKa3aHHBIHN MEPBBIM (BEPXHUM), THOO COTPYIHHUK, B OTHOIIIEHHUH KOTOPOTO ClIeIaHa
MIOMETKA O TOM, YTO OH SIBJISICTCSI OTBETCTBEHHBIM.

16. Opranu3zaius padoThl ¢ OTIPABISIEMBIMH (UCXOIAIIMMHK) TOKYMEHTaMHU

16.1. Jlo npemocraBieHuss MPOEKTa  OTIPaABIIEMOro  (MCXOMASIIETo)
JOKyMEHTa Ha TOJNUCH JUPEKTOPY WM HWHOMY YIIOJHOMOYEHHOMY B
YCTaHOBJICHHOM TOPSJIKE Ha MOMUCAHUE JIMIy OCHOBHOW UCTIOJHUTEIb IPOBEPSET
MPaBUIBLHOCTh O(MOPMIICHHS OTIHPABISAEMOTO (MCXOJSIIEro) JOKyMEHTa Ha
COOTBETCTBHUE TPeOOBAaHUSAM HacTosIel MHCTpyKImH.

16.2. IIpyu nNOATrOTOBKE OTHPABISIEMOTO (UCXOMSIIET0) JIOKYMEHTa Kak
OTBETAa HA MOCTYNHUBIIMHN (BXOASIINI) JOKYMEHT HCIIOJHUTENb MPUKIAABIBAET K
NOJTOTOBJICHHOMY MPOEKTY BXOJSAIINN JOKYMEHT.

16.3. TIpoekTbl OTHOpaBIsIEMBbIX (MCXOA[IIUX) JOKYMEHTOB C YYETOM
COOJIIOJIEHNST YCTAHOBJIEHHOTO B PE30JIOUUUA CpOKa HCIOJHEHMS MepeaaroTcs
OTBETCTBEHHBIM HCIOJIHUTENEM B OTHEN JEJONPOM3BOJACTBA (KAHILENIApUs,
CeKpeTapb) OpraHU3alMu JJI1 HalpaBJIE€HUs HA OANHUCAHKE.

16.4. TlognucanHble OTNpaBsieMble (MCXOASIINE) JOKYMEHTHI, IEPEIat0TCs
paOOTHHUKY OTBETCTBEHHOMY 3a JEJONPOU3BOACTBO OPraHHU3alUU, KOTOPBIMA
OCYLUECTBJISICT IPOBEPKY  KOMIUIEKTHOCTM M  COOTBETCTBUS  KOJMYECTBA
AK3EMIUISIPOB OTIPABIISEMOTO (MCXOIAIIET0) TOKYMEHTA CIIUCKY PACChUIKH, a TAKXKE
PaBUIBLHOCTh O(DOPMIICHHSI IOKYMEHTA COTJIACHO HACTOSIIEH MHCTPYKIIHH.

16.5. B ciyyae HapylIeHUs] KOMIUIEKTHOCTH UJIM COOTBETCTBHS KOJIUYECTBA,
a TaKkKe MPaBUILHOCTH OPOPMIICHUS IOKYMEHTA COTJIACHO HACTOSIIEH HHCTPYKIIUU
oTnpaBiigieMble (MCXOJAIIME) JOKYMEHTHl HE3aMEIJIMTEIbHO BO3BpAIIAOTCS
pabOTHUKAMU KaHUEISPUM OTBETCTBEHHOMY UCIIOJHUTENIO WJIM B Clydae
OTCYTCTBHSI ~ OTBETCTBEHHOI'O  HCIIOJIHMTENII  €r0  HEMOCPEICTBEHHOMY
PYKOBOJMTEIIO JIJIs1 YCTPAHEHUSI HAPYILIEHUN.

16.6. JlIokyMeHTBl TmoOCiI€ WX NOANUCAHUS JUPEKTOPOM WIH HWHBIM
YIIOJTHOMOUYEHHBIM JIUIIOM TiepenatoTcss B kaHueasiputo OO0 «Ilo3nanue» miis
pPEruCTpalry U OTIPABKHU.

16.7. Peructpanus OTIPABJISIEMBIX (MCXOAIINX) JTOKYMEHTOB
OCYIIECTBIISIETCS MOCTE MPOBEACHUSI paOOTHUKAMU KaHUESIPUHU, OTBETCTBEHHBIMU
3a JENONPOU3BOACTBO, MPOBEPKH KOMIUIEKTHOCTH U COOTBETCTBUSA KOJIUYECTBA
AK3EMIUISIPOB, a TAK)KE MPABUILHOCTH 0()OPMIICHHUS OTIIPABIISIEMOTO (UCXOSIIETO)
JOKYMEHTA.

16.8. Perucrpanust co3gaBaeMbIX JOKYMEHTOB OCYLIECTBISIETCS B JIEHb
MOANKUCAHUS WIH YTBEPXKACHUS MO0 HA CIEAYIONIMIN pabounii JeHb.

16.9. CBengeHuss 0O  PErUCTPUPYEMBIX  OTHPABISEMBIX  (MCXOJSIIMX)
JOKYMEHTaX BHOCSTCS B JKypHal PETrUCTpaluy OTHPABISIEMON (MCXOASIICH)
JOKYMEHTALUU.
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16.10.PeructpaluOHHBIA HOMEP H JaTa OTIPaBIAEMOro (HMCXOMASIIETO)
JIOKYMEHTa POCTABJISIFOTCS Ha MOAJIMHHUKE JJOKYMEHTAa B PEKBU3UTaxX OJaHKa U Ha
sk3emIusipe, ocraromemcs B gesne OO0 «llo3nanue».

16.11.CtpyKTypa perucTpaiioHHOTO HOMEepa OTHPABIAEMOr0 (UCXOISIIETO)
JOKYMEHTa COCTOUT U3 €T0 MOPSIKOBOrO HOMEPA U MHACKCA JEJa IO HOMEHKJIAType
JIeJ1 OpraHu3aluu.

16.12.0tnipaBka JIOKYMEHTOB IIPOU3BOINATCS LIEHTPAIIM30BaHHO
pabOTHUKAMU KaHUEISIPUA OPTaHU3alMU, KOTOPbIE TPOU3BOAST UX COPTUPOBKY IO
croco0y oTmpaBieHus (MpocTas, 3aKkazHas, MEeXAyHapOaHAs U JIp.).

16.13.1lucema, TenerpaMMbl, OTKPBITKH, OAHIEPOJIM U TICYATHHIC W3IAHUS
OTHpaBisitoTcst moutoi. PdakcorpamMmbl U Tene(OHOTpaMMbI TMEPENAIOTCSA  T10
KaHasilaM Teae(OHHON CBSI3U.

16.14.91eKTpOHHBIE COOOIIEHUS OTIPABIIAIOTCS ¢ OUITUATLHOTO TOYTOBOTO
anekTpoHHoro aapeca OO0 «Ilo3HaHue».

16.15.1lucema, TenerpaMmbl, OTKPBITKH, OaHIEpOiH, (HakcorpaMMBl,
AJIEKTPOHHBIE COOOIIEHNS, HE CBA3aHHBIE C paboyeil e TeIbHOCThIO, K OTIIPABKE HE
MIPUHUMAIOTCS.

16.16.J10KyMeHTHI, OTIPABISIEMBIE CPEACTBAMU MIOYTOBOW CBSI3H MPOXOJSIT:

. YIAKOBKY;

. aZpecoBaHue (MpU HAIMPABJICHUHU JOKYMEHTa 0oJiee 4eM B 4 ajpeca) —
B COOTBETCTBUM C YKa3aTeJIeM pACCBUIKA, Ha KaXJOM DSK3EMIUISIpE NUChMa
YKa3bIBa€TCs TOJIBKO OJIMH aJpecar.

. IIPOCTABIICHUE CTOMMOCTH ITIOYTOBBIX YCIIYT;

. nepeaady B IOYTOBOE OTIECICHUE CBSA3H.

16.17.11py mOATOTOBKE U OTIPABKE MUCEM HEOOXOUMO YUUTHIBATH MTpaBuUIIa,
YCTaHOBJICHHbIE TPUKA30M MUHHCTEPCTBA CBSA3M U MACCOBBIX KOMMYHHKalnii PO
ot 31 urons 2014 r. Ne 234 «O0 yrBepxaeHun [IpaBun oka3aHusi yCiIyr MO4YTOBOM
CBS31».

16.18.J10KyMeHTBI, OTIpABISIEMBIE CPEICTBAMU IIOYTOBOW CBSI3M B OJWH
aJpec, BKJIAJIbIBAIOTCS B OJJUH KOHBEPT.

16.19.Mcxonsmme  TOKYMEHTBI, IPEIHA3HAYEHHbIC U OTIPABKHU
cpencTBaMu  (PAKCUMUIIBHOM CBSI3U, OTHPABISIIOTCA PaOOTHUKAMH KAHLIEISIPUU
00O «Ilo3Hanuey.

17.Pa3paboTKa 1 BeJleHue HOMEHKJIATYpHhI J1e]T

17.1. JlokyMeHTanbHbIN (OH OpraHU3aluid — COBOKYITHOCTb IOKYMEHTOB,
oOpa3yloIuxcsi B MPOLECCE €ro AedareabHOCTU. JlOKyMEHTalbHBIM (QOHJ
OpraHM3alMi COCTaBISAIOT JOKYMEHThI, co3naHHble B OOO «llo3Hanue» wu
IIOJIy4YEHHBIE €10 B pPE3YyJbTaTe B3aUMOJECHCTBUS C OpraHaMH TIOCYAAapCTBEHHOU
BJIACTH, IOPUANYECKUMU U PU3NYECKUMU JINLIAMHU.

17.2. Homenknarypa nen SIBIISACTCS OCHOBOM dbopMupoBaHus
JOKYMEHTAIBHOTO donma OpraHu3alHH U IIPEICTaBIISIET coboi
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CHUCTEMaTU3UPOBAHHBIN MepeUEHb 3aroJIOBKOB (HAMMEHOBAHUM) /1], 3aBOAUMBIX B
OpraHU3aINH, C YKA3aHHEM CPOKOB X XpPaHECHHS, U O(OPMIICHHBIN B COOTBETCTBUN
C MPaBOBBIMU aKTaMH, PEKOMEHJALUAMH U METOJAMYECKUMU YKa3aHUSIMH OPTaHOB
Poccuiickoit  ®deneparuy, YNOJHOMOYEHHBIX B cdepe TrocyaapCTBEHHOIO
YIPABJICHUS apXUBHBIM JIEJIOM, JEJIONPOU3BOICTBA U IOKYMEHTOO0OPOTA.

17.3. HomeHknaTypa Ae€a COCTaBIISIETCS HAa OCHOBE HU3YyUYEHHUS MOJIOKECHUH,
WHCTPYKIIMM W TpaBWI, a TakXkKe APYTruX JOKYMEHTOB, PErjIaMEeHTUPYIOIINX
JEATEeIbHOCTh ABTOHOMHOM HEKOMMEpPUYECKOW OpraHu3allid JOMOJIHUTEILHOIO
npodeCCUOHAIBHOTO ~ 00pa30oBaHMsl, a  TakXke  HOMEHKIaTyp Jel  3a
MPEANIeCTBYIOMUE TOABl M JOKYMEHTOB, OOpa3yIoIUXCS B JAEATEIHHOCTU
ABTOHOMHOU HEKOMMEPUYECKOU OpraHu3anuu JOIOJIHUTEIIBHOTO
1poheCCHOHAIBHOTO 00pa30BaHUs.

17.4. HoMeHknaTypa Aen UCIOJb3YETCs sl TPYNIUPOBKU HMCIOJHEHHBIX
JOKYMEHTOB B Ji€ja, CHUCTEeMaTU3allui M yd4eTa JIeJl, ONPEIECICHUS CPOKOB HX
XpaHEHUs U TOUCKA JOKYMEHTOB, SIBJISIETCS OCHOBOW JJI COCTABJIEHUS OMKCEN Je
MOCTOSTHHOTO M BpeMeHHOro (cBbilie 10 JieT) XpaHeHus, a TakxKe I yuera Jel
BpeMeHHOTO (10 10 JeT BKIIOYUTENBHO) XpaHEHHUS.

17.5. HomeHknatypa Aeia BBOAUTCA B ACHCTBUE MPUKA30M 10 OPraHU3alHH.

17.6. HomeHknaTypa A€ TOTOBUTCS B TPEX IK3EMIUISpaXx:

. JUJIS1 TIOMENIEHUS] B HOMEHKJIATYPHOE JEJIO U MOCTOSIHHOT'O XPaHEHUS;

. JUIsL  WCIOJb30BaHHSA B  paboTe OTIOEIOM  JEJONPOU3BOICTBA
(kaHLIeNIsIpUEi);

. JUISl XpAaHEHUS B ApXUBE OpraHU3aIUu.

17.7. U3 HOMCHKJIATYPbLI OCJI OpraHu3alliid OTBCTCTBCHHLIM JIMOOM 3a
BCACHUC  JCJIOIIPOU3BOACTBA 0(1)0pMJ'I}IIOTC}I BBIIIUCKKX  JIA  KaXXKAO0ro M3
I'IOI[pa?)I[GJIGHI/Iﬁ H OTACIOB aBTOHOMHOM HCKOMMCp‘lCCKOﬁ OpraHu3anunuun
JOITOJIHUTCIBHOT'O HpO(bGCCI/IOHaJIBHOFO 06p330BaHI/I}I.

18.®opmupoBaHUE AET U UX TEKyILee XxpaHeHue. [1oArotoBka JOKyMEHTOB U
JIeN1 K Iiepelaye Ha apXUBHOE XpaHEHUE

18.1. ®opmupoBaHue A€l — TCPYNINHPOBKA HCIIOJIHEHHBIX JOKYMEHTOB B
nerna B cooTBeTcTBUU ¢ HoMeHKiIatypoil gen OO0 «Ilo3nanue» u cucteMatuszanus
JOKYMEHTOB BHYTpH J€JIa.

18.2. Jlena co nHA UX 3aBEICHHUS 10 MEPEayu B ApXUB OPraHU3ALMU WIN Ha
YHUUTOXEHUE XPAHATCA 110 MECTY UX (HOPMHUPOBAHMUS.

18.3. Ilpuka3bl MO OCHOBHOM, aJIMUHUCTPATHBHO-XO3SIICTBEHHOM, y4eOHO-
BOCIIUTATENBHON JIESATEIBHOCTA OPTraHU3alMM, TPYIIUPYIOTCS OTAEIBHO OT
IPUKA30B I10 JIMYHOMY COCTaBY paOOTHUKOB U MO JTUYHOMY COCTaBY 00YUarOIIUXCS
(yJamuxcs/BOCIUTAHHUKOB).

18.4. Ilepenucka rpynnupyercs 3a MNEpPUOJA KaJCHIAPHOTO Troja |
CUCTEMATU3HPYETCS B XPOHOJIOTMYECKOU MTOCIEI0BATEIBHOCTH.
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18.5. TIpoBepka HanM4Ms U COCTOSHUS TOKYMEHTOB U JI€J] IPOBOJUTCA IPH
NEPEMEILICHHUHU JIET, IPU BO3BpATE J€M, IPU peopraHu3anuu win guksuaanun OO0
«ITozHanue».

18.6. B apxuB OOO «llo3Hanue» (manmee - apxuB) mepeaaroTcs Jena
MOCTOSIHHOTO, BpeMeHHOro (cBbiie 10 J1€T) CPOKOB XpaHEHUS U MO JUYHOMY
cocTaBy uepes 3 rojga nocie roja, B KOTOpoM JOKYMEHTbI ObLITU TTOMEILEHBI B JIEJI0
Ha XpaHEHHe.

18.7. Ilepenaya JOKyMEHTOB B apXWB IPOU3BOAMTCS IO YTBEPKIAECHHBIM
OMUCSM JIeJI.

18.8. TloaroroBka IOKYMEHTOB U €1 K MEpeade Ha apXUBHOE XPAHEHHE U
HA YHUUYTOXEHHUE MPEyCMaTPHUBAET:

. IKCIIEPTHU3Y IICHHOCTH JIOKYMEHTOB;
. COCTaBJICHUE OIUCEH JIeJ 10 pe3ysIbTaTaM dKCIIEPTH3BI UX IEHHOCTH;

. odopMmIieHUE LT

. COCTaBJICHUE aKTOB Ha YHUUTOKCHHE JOKYMEHTOB H JICJI C HCTEKITUMHU

CpPOKaMH XpaHEHHUS.

18.9. DkcnepT3a IEHHOCTHM JIOKYMEHTOB TOCTOSSHHOTO M BPEMEHHOTO
XPaHEHMs] OCYLIECTBIISIETCSl €KErOJHO JIMLIOM (JIMIaMH), HAa3HAYE€HHBIM IPUKA30M
OTBETCTBEHHBIM (OTBETCTBEHHBIMHU) 32 apXUBUPOBAHHUE.

18.10.B neno nomemaercsa He 6omee 250 aucToB (TOMIMIMHA JIe7a NPU ITOM
cocTaBisieT He O6osee 4 cm). [Ipu 60ab1II0M KOTUYECTBE IOKYMEHTOB (POPMUPYIOTCS
ToMa (4acTH) fena. BHyTpu fena JToOKyMEHThI pacioyiaratoTcsi B XpOHOJIOTHYECKOM
NOPSAJIKE B COOTBETCTBHM C OINHKCHIO. B 1€na moMemaroTcsi TOJIbKO HCIIOJIHEHHBIE,
IPaBUJIBHO O0()OPMJIICHHBIE JOKYMEHTHI.

18.11.JlokyMeHTBl BHYTpH J€jla paclojaratoTcs CBEpXy BHHU3 B
XPOHOJIOTMYECKOM, BOIPOCHO- JIOTUYECKOM IIOCJIENO0BATEIbHOCTH WM HX
couetaHuu. PacropsauTenbHble JOKYMEHT TPYNIUPYIOTCS B Jieja MO BHUJAM U
XPOHOJIOTHH C OTHOCSIIIIUMUCS K HUM MPUIIOKEHUSIMH.

18.12.JInunbie KapTOYKHU pabOTHUKOB (OPMHUPYIOTCA B JIETO TO an(aBUTy
bamunmii.

18.13.0dopmnenne npena mnpemycMaTpuBaeT: O(QOpMIICHHE PEKBU3HTOB
00JIOKKH JIeTia 10 YCTAaHOBJICHHON (popMe; HyMEPALIUIO JTUCTOB B JIEJI€ KapaHIalioM
B BEPXHEM IIPaBOM YTJy; COCTABIICHHE BHYTPEHHEW ONUCHU JOKYMEHTOB J€la,
NOJIIIMBKY U TieperieT aena. Jluet Gonpinoro ¢popmaTa, MOAMUTHIN 32 OAMH Kpai,
HyMepyeTcsl KaK OJUH JIUCT B MPABOM BEpXHEM yriy. JJOKyMEHThI ¢ COOCTBEHHOM
HyMepalMel JTUCTOB, B TOM YHCIIE TeYaTHbIe M3JaHus, HyMEpyloTcs B 00IIeM
MOPSIJIKE.

18.14.JIuctel  1en, COCTOSIIMX M3 HECKOJBLKMX TOMOB WM YacTew,
HYMEPYIOTCS 110 KKJIOMY TOMY WJIA YacTH OTIENbHO.

18.15.1Tocne 3aBepuieHns HyMepaIMy JUCTOB COCTABIISIETCS 3aBEpPUTEIbHAS
HAJNUCh, KOTOpas pacrojaraerca B KOHIE Jeia. 3aBepuTeibHas HaJIUCh
COCTABJISIETCS B JI€JI€ HA OT/IEJIBHOM JINCTE- 3aBEPUTEIIE JIEIIa.
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18.16.B 3aBepuTenbHON HaAMUCH HUPpPaMU M MPOMUCHIO YKa3bIBAETCS
KOJIMYECTBO JINCTOB B JAHHOM Jiejie. 3aBepUTeNbHAsl HAMUCh MOJIUCHIBACTCS €€
COCTaBUTEJEM C YKa3aHHEM paclIM(PpOBKU TMOJINUCH, JOJDKHOCTH U JaThl
cocTaBieHus. KonnuecTBo JHMCTOB B JieJ€ MPOCTaBIsETCS Ha OOJIOXKKE Jelia B
COOTBETCTBUU C UTOTOBOM HAJIIUCHIO.

18.17.PekBU3UT «CPOK XpaHEHHS Jejiay MEePEHOCUTCS Ha OOJIOKKY Jelia U3
COOTBETCTBYIOIIEH HOMEHKIIATYPHI JeN TOCe CBEPKU €r0 CO CPOKOM XpaHEHHUS,
yYKa3aHHBIM B TI€pEYHE THUMOBBIX JOKYMEHTOB WU B TIEpPEYHE JTOKYMEHTOB,
00pa3ymoIUXCs B JEATEIBHOCTH (PelepalbHOTO OpraHa, ¢ yKa3aHHeM CpPOKOB
XpaHEeHUsl.

18.18.Ha nenax nocTOSHHOTO XpaHEHUs MULIETCS: « XPAHUTh TOCTOSTHHOY.

18.19.1lpuem J1en NpoOU3BOAUTCA COTPYAHUKOM, YIIOJTHOMOYEHHBIM Ha
BEJICHUE JIEATEIbHOCTU apXKBa, C MPOCTABICHUEM B JIBYX 3K3EMIUISIpax OMUCHU Jel
OTMETOK O HAJIMYMM KaXKJI0To Jesia (Ha KaXJI0M SK3EMIUIIPE ONUCH YKa3bIBaeTCs
KOJIMYECTBO (PAKTUUECKH MPUHATHIX J€J, JaTa MpueMa- rnepeiadd JAell, a Takke
MOJIITMCH ApXUBUCTA U COTPYIHUKA, TIEPEIABIIETO JIea.

19.3aKI0UYUTENBHBIE TTOJTOKEHUS

19.1. Hacrosmas MHcTpyKums o AENONPOU3BOACTBY SABIISETCS JOKAJIbHBIM
HopMmaTtuBHBIM akToM OOO «Ilo3Hanue», nmpuHumMaercs Ha OOmem coOpaHuu
pabOTHUKOB M YTBEpKJaeTcsi (BBOJIUTCS B JIeCTBHE) mpuKka3zoMm aupektopa OO0
«ITo3Hanue».

19.2. Bce wu3MeHeHMs W JONOJHEHUS, BHOCUMBIE B  HACTOSIIYIO
HHucTpykunto, ohopMIISIOTCS B TUCBMEHHON (POpME B COOTBETCTBUH JIEHCTBYOIIUM
3aKoHozaTensCcTBOM Poccutickoii denepanun.

19.3. MHCTpyKIMS MO AEIONPOU3BOACTBY B OpraHM3allMM IPUHUMAETCS Ha
HEONpeIeIeHHbIN CpoK. MI3MeHeHns 1 nonoyiHeHus K NHCTpyKIMKY NPUHUMAIOTCS B
nopsiAKe, mpexycMoTpeHHom 11.19.1. nacrosmen MHcTpykimm.

19.4. Tlocne npunstus WHCTpyKuMH (WM HM3MEHEHUWA M JIOMOJHEHHM
OTJIENBHBIX IYHKTOB W pa3/ielioB) B HOBOM pPENAKUMHU MpEAbIIyIIas peaaKuus
aBTOMATUYECKU yTPAYUBACT CUILY.
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[Ipunoxenne Ne 1

[IpaBuna

o(opMIIeHUsI PEKBU3UTOB JOKYMEHTOB

1. Jlnd 1nOArOTOBKH JOKYMEHTOB IPUMEHSETCS TEKCTOBBIN

peaakTop, obecrieurBarOUIUi TpeOOBaHMUS rpaduieckoro
BOCITPOU3BEJECHUSI PEKBU3UTOB JJOKYMEHTA.

2. Buabl u pazmepsl ucnonb3zyembix mpudToB: Times New Roman — 12,
13, 14; Calibri 14 u npuOIMKEHHBIC K HUM.

3. Ilpu moaroToBke TEKCTOB B Ta0nMLax, A O0OeCTeUYeHHs JydIlei

YUTAEMOCTH JaHHBIX, JOMyCKaeTcsl nmpuMeHenue mpudroB Buga Arial, pasmepon
12,13.

4. JlnanazoH  MCHOJIB3YEMBIX  MEXIYCTPOYHBIX  MHTEPBAJOB:  OT
OJIMHAPHOTO 0 MOJIyTOPHOTO.

5. AO3alHbIA OTCTYI TEKCTA TOKyMEHTa - 1,25 cM.

6. 3arojOBKM pa3/ielioB M TMOJpa3/IeJiOB IedaTaroTcss ¢ ab3aIHbIM
OTCTYIIOM WJIM LIECHTPUPYIOTCS MO IIUPUHE TEKCTA.

7. MHOrocTpoUYHble PEKBU3UTHI MEYATAIOTCS Yepe3 OJUH MEKCTPOUHBIN
UHTEpBaJl, COCTABHBIE YaCTH PEKBU3UTOB OTIEISAIOTCS  JOMOJHUTEIbHBIM
UHTEPBAJIOM.

8. Ecnu 1OKyMEHT TOTOBUTCS JUIsl U3/1aHUsl C YMEHbLICHHEM MacliTaa,
TEKCT [1€4aTaeTCs Yepe3 iBa MHTEPBAJIA.

9. WNuTepBan mexay OykBaMu B cjoBax - oObIuHBIM. MHTEpBanm mexmay

CJIOBaMHU - OJIMH MPOOEIL.

10. TekcT HOKyMEHTa BBIPABHMBAETCS O IIMPHUHE JHUCTA (IO IpaHULAM
JIEBOTO U TIPABOTO MOJIEH JOKYMEHTA).

11. Jlniuna camMoil JJIMHHOW CTPOKM pEKBHU3UTAa IIPU  YIJIOBOM
PacIoJIOKEHUN PEKBU3UTOB HE Ooiee 7,5 cM.

12.  JlimHa camMoOM JUIMHHOW CTPOKM PEKBU3HWTA IPU IPOJOJIBHOM
PaCIOJIOKEHUU PEKBU3UTOB HE Oosiee 12 cMm.

13.  Koa popmbl fokymMeHTa

Koa dopmbl moxkymeHTa mpocTaBisieTcs Ha YHHUPUIMPOBAHHBIX (popmax
JOKYMEHTOB, B OCHOBHOM HCIIOJIb3YEMBIX B KaJIpOBOM JOKYMEHTOOOOpOTE
opranusanuu. Pacnonaraercs koa GopMbl B IpaBOM BEPXHEM YTy paboyero mosis
JOKYMEHTa, COCTOUT U3 ciaoB «PopMma no» (HaMMEHOBaHUE KilaccHU(UKaTopa) U
1udpoBoro xKoza.

[Tpumep - @opma o OKY /[ 0301001.

14. HaumeHoBaHUME OpTraHU3aLUN
HanmeHoBaHKe opraHu3anuu JOJDKHO COOTBETCTBOBATH HAMMEHOBAHUIO
IOPUIMYECKOTO JIMIIA, 3aKPETVICHHOMY B €r0 YUPEIUTENIbHBIX TOKYMEeHTax (YcTaBe
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00O «Ilo3nanuey). Ilog HanMeHOBaHMEM OpraHM3aIMM B CKOOKAaX yKa3bIBaeTCs
cokpauieHHoe HaumeHoBanue OO0 «lloznanuey.

Han HavMeHOBaHMEM OpraHM3allid - YKa3bIBAETCs MOJHOE HAMMEHOBAHUE
BBIILIECTOSIILIEH OPraHU3aLHH.

15. CupaBouHble JaHHBIE 00 OpraHU3aIun

CrnpaBouHble JaHHBIE 00 OpraHU3aluy BKJIIOYAIOT B ce0s: TOYTOBBIN ajapec,
HoMepa Tenedona, pakca, aipec 3NEKTPOHHOU MOUThI, Kol opranuzauuu no OKIIO
(npoctaBnsiercss no OOmepoccuiickomy  KiaccudukaTtopy NpPEeANpUITHH U
OpraHu3alvii), OCHOBHOW TOCyJapCTBEHHBIN peructpanuoHHbeiii Homep (OI'PH),
UACHTU(DUKAIIMOHHBIM HOMEp HaJOroIIaTeNbIINKa/KOA MIPUYMHBI TTOCTAHOBKU Ha
HajoroBsii yuet (MHH/KIIIT).

16. HammeHoBaHue BUAa JOKYMEHTA

PekBu3uT ncnosib3yeTcs Uil yKazaHUs BUJa JOKYMEHTA U pacroiaraeTcs moj
pekBuzutoMm «OOO «llo3Hanue»». HaumMeHoBaHMe BHAAa JOKYMEHTA HE
yKa3bIBAaeTCs B MUChMaXx.

17. Jlata noxymeHTa

JlaToit ToKyMeHTa sSIBIISIeTCS JaTa ero Mo nucanus (puKas, MICbMO, 3aI1CKa,
aKT 4 JIp.), YTBEPKIAeHUS (MHCTPYKIUS, MOJIOKEHUE, MTPaBUiIa, perjaMeHT, TUIaH,
OTYET U JIp.), COOBITUA, 3apUKCUPOBAHHOT'O B JOKYMEHTE (IIPOTOKOI).

JlaTa JOKyMEHTa MPOCTaBIISAETCS JOJKHOCTHBIM JIMIIOM, IOJMUCHIBAIOIINM
WIM YTBEPXKAAIOIMIUM JOKYMEHT, WM TpU PErUCTpaluu JOKYMEHTa, WIU
HENOCPEACTBEHHO COCTABUTEIIEM IIPU MOATOTOBKE JOKYMEHTA (CITyke0Has 3aruncka,
3asiBJICHUE U JIP.).

JIOKYMEHTBI, U37aBaéMbleé COBMECTHO C JIPYTUMH OpraHU3alUsIMU JIOJIKHBI
UMETh OJIHY (€AUHYIO0) JaTy.

Haty noxkymeHTa oQopMIIsIOT apabCKuMu 1udpaMu B MOCIEI0BATETLHOCTH:

. JIeHb Mecsa, Mecsll, ToA. JleHp mecsmna u Mecsan opOpMIISIIOT ABYMs
napamMmu apaOckux 1udp, pa3aeieHHbIMU TOUKOM; TOJl - YEThIpbMs apaOCKUMU
mudpamu, Hanpumep: 01.12.2017. Byksa «r» mocine 1udp He CTaBUTCS.

. IIPU CJIOBECHO-IM(POBOM criocoOe opopMiIeHUsT JaThl I€Hb Mecsla
yKa3bIBaeTCsl Mapod apaOCKuxX IHUQp, TOoA YEThIpbMs apabckumu Ludpamu,
Hanpumep: 12 nekabps 2017 r.

18.  PerucrpanvoHHbII HOMEp TOKYMEHTa

Perucrpaiimonuslii HOMEp JOKYMEHTa MPOCTABISETCS B COOTBETCTBUU C
CUCTEMOU pEerucTpaluu, MPUHATON B OpraHu3alluu.

Perucrpaimonsbiit HOMep IpUCBAaUBAETCS TOKYMEHTY MOCIIE €0 MOAMUCAHUS
(yrBepxaeHust). Cchlika Ha pErUCTPALIMOHHBIN HOMEp U AaTy JOKYMEHTa

Ccblika Ha MCXOASIIMM HOMEP U JAaTy JOKYMEHTA aJpecaHTa BKIIOYAeT B
ce0s1 perucTparmoOHHbI HOMEp U ATy JOKyMEHTA, Ha KOTOPBIN TOJDKEH OBITh JJaH
OTBET.
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19. Mecro coctaBnenus (M31aHusl) TOKYMEHTA

MecTo cocTaBiieHUs WU U3JaHUS JOKYMEHTA — «TOPOJI ...» - YKa3bIBACTCA
Ha OJIaHKaX MPOTOKOJIOB U aKTOB, COCTABIISIEMBIX B aBTOHOMHOW HEKOMMEPYECKOU
OpTaHMU3aINH TOTIOJHUTEIHLHOTO MPOPECCHOHATBHOTO 00Pa30BaHMS.

20. Anppecar

B pekBusute «Anpecar» HCHOIB3YIOTCA OQUIIMAIbHBIE HAaUMEHOBaHUS
OpPraHoB TOCYJIapCTBEHHON M HCIOJIHUTEIBLHONW BJIACTH, OPraHOB MECTHOIO
caMoyITpaBlieHus, opraHu3anuii. Jlomyckaercss MCHoJb30BaTh  OQUIMAIBHO
NPUHATBHIE  COKpAlICHHbIE HAUMEHOBAHUS OpPraHOB TOCYJApPCTBEHHOW U
WCIIOJTHUTEIbHOM BJIACTH, OPIrAaHOB MECTHOI'O CAMOYIIPABIICHUS, OpTaHU3ALUH.

[Ipu agpecoBaHuM NOKYMEHTA JIOJPKHOCTHOMY M YaCTHOMY JIMILy MHUIIMAJIbBI
CTaBATCs 1Mocie haMunm.

[Tpumep - PykoBoaurento OO0 «Ctpoutenby @amunus 1.0.

PexBU3UT «anpecar» MpoCTaBIIsSIETCS B BEPXHEH IPpaBoil YacTH JOKYMEHTa (Ha
OJIaHKE C YTJIOBBIM PACIOJIOKEHUEM PEKBU3UTOB) WJIM CIPaBa MOJ PEKBU3UTAMU
OJs1aHKa (TP MPOJA0IBLHOM PACIIOJIOKEHUU PEKBU3UTOB Os1aHKa). CTPOKH PEKBU3UTA
«azpecaTy BBIPABHHMBAIOTCA MO JIEBOMY KpPal WM UEHTPYIOTCS OTHOCHUTEIBHO
CaMOW JJIMHHOM CTPOKHU.

[Ipu anpecoBanuu JOKyMeHTa Oe€3 YyKa3aHUS JOJDKHOCTHOTO —JIMIA
HAaMMEHOBAaHHUs aJIpeCcaToB MMIIYTCS B UMEHUTEIBHOM Ma/IeKe, HAIPUMED:

Opransl cratuctuku ropoja Cypryra

[Ipu anpecoBanuu JIOKYMEHTa PYKOBOJIUTENIO  OpraHU3aluu
HAalMEHOBaHHWE  JOJDKHOCTM  yKa3blBa€TCs B  JIaTEIIbHOM  IaJeKe,
Harpumep:

I'enepanbsHomy nupekropy OOO «M3nanune» @amumus 1.0.

[TouTOBBIN aJipec HE yKa3bIBAETCS B JOKYMEHTAaX, HAPABISIEMBIX B BBICIIHE
OpraHbl TOCY/IapCTBEHHOM BJIAacTH, (hefiepaabHble OpraHbl HCIIOJHUTENBHON BIaCTH
U HUX TEPPUTOPUAIBHBIE OPraHbl, OPraHbl FOCYJAapCTBEHHOW M HCIIOJIHUTEIBHON
BJIACTH, IOCTOSI UHBIM KOPPECIIOHIEHTAM.

IIpu agpecoBaHMH MHUChbMA B OPraHU3alMI0 YKa3bIBalOT €€ HANMEHOBAHME,
3aTEM MOYTOBBIN aIpec, HAIPUMED:

I'ocynapcTBeHHOE YUPEKICHUE Bceepoccuiickuii HAay4HO-
UCCIIEN0BATENbCKUI MHCTUTYT JOKYMEHTOBEAEHUS U ApXUBHOTO JIE€JIa

yi. [Ipodcorosnas, a. 82, r. Mocksa, 117393

[Ipu aapecoBannu JOKyMeHTa (GU3MUECKOMY JIMIYy YKa3bIBAIOT (haMUIIMIO U
WHULIMAJBI TTOTyYaTesis, 3aT€M MOYTOBBIN ajipec, HapUMep:
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ITerposy N.II.
yi. [IpousBoacTBenHas, 1. 5, kB. 12, r. Mocksa, 119633

PexkBusut «Anpecar» He JODKEH COJEp)KaTh OOJee YETBIPEX aJpecaToB.
CrnoBo «Konus» nepen BTOpbIM, TPETbUM, YETBEPTHIM aJJpecaTaMu HE YKa3bIBAETCS.
ITpu uucne agpecaToB 6oiiee 4-X COCTABISETCS CIIUCOK PACCBUIKU JOKYMEHTA.

Ecnu 1okyMeHT oTHpaBiiieTcsl B HECKOJIBKO OJHOPOIHBIX OpraHU3alui WK
B HECKOJIbKO CTPYKTYPHBIX MOJpPA3[eNIeHU OpraHa MCHOJHUTEIbLHOM BIIACTH, TO
OHU yKa3bIBatoTCs 00001eHHo. [Ipumep:

PykoBogutensm yupexaenui CI10

20. T'pud yTBepKIeHUS TOKyMEHTa

['pud yTBepkaeHUs MPOCTABISETCS B MPABOM BEPXHEM YTy JTOKYMEHTA.
CTpoKM pEKBU3WTA BBIPABHUBAIOTCS IO JIEBOMY Kpalw WIH LEHTPUPYIOTCS
OTHOCHUTEJIBHO CAMOM JUIMHHOM CTPOKHU. JIOKYMEHT yTBEPKAACTCS TOIKHOCTHBIM
JUIOM  (JIOJDKHOCTHBIMU ~ JIMI]AMU) WM  PACTIOPSAIUTEIbHBIM  JOKYMEHTOM
(mocTaHOBJIEHUEM, PEIICHUEM, IPUKA30M, PACTIOPSIKEHUEM ).

[Ipu yTBEpKII€HUM JOKYMEHTA JOJKHOCTHBIM JIMIIOM Tpu( yTBEpKIACHUS
nokeH coctosiTh u3 cioBa YTBEPXKJIAKO (0e3 kaBbluek), HauMEHOBaHUS
JIOJDKHOCTH JIUIA, YTBEPKIAFOIIETO TOKYMEHT, €T0 MONUCH, MHULHAJIOB, (haMUIUH
U JIaThl YTBEPKICHMUS.

[Tpumep:

YTBEPXIAIO
I'enepanbhbiil gupextop OO0 «lIpuznanue» Ne 1238 N.0. Gamunus

21.  ara

[Ipu yTBEpKIE€HUU AOKYMEHTAa HECKOJBKUMHU JODKHOCTHBIMHU JIMIIAMH KX
MOJIHACH PACIIONArarTCs Ha OTHOM YPOBHE.

[Ipu yTBepKIeHHH MOKYMEHTA PACIOPSAUTEIBHBIM JTOKYMEHTOM TpH}
yTBepxkaeHuss  coctout w3 cioB  YTBEPXIEH  (YTBEPXIEHO,
YTBEPX/JIEHbBI, YTBEPXJIEHA), coriacoBaHHOro ¢ HaMMEHOBAaHHEM BHA
YTBEPKJAEMOr0 JOKYMEHTa, HAMMEHOBAHMUS BHUAA JOKYMEHTa B TBOPUTEIBHOM
MaJIeKe, €ro 1aThbl, HOMEPA.

[Tpumep:

YTBEPXIEHO

npukazom OO0 «IIpuznanue» Ne 1238 ot 01.03.2020 Ne 57

22. 3arojoBOK K TEKCTY

3arojIoBOK K TEKCTY - KPaTKOE COJAEPKAHUE JOKYMEHTA. 3aroJI0BOK K TEKCTY
npukasa popmynupyercs ¢ npeaigorom «O» («O0») M OoTBeYaeT Ha BOIPOC «O
yeM?»):
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. npukas (0 uem?) 0 CO3/JaHNN KOMUCCHH;

. npuka3 (0 yem?) 00 yTBEpKICHUHU IITATHOTO PACITUCAHMUS;

. KUChbMO (0 4eM?) 0 MpeI0CTaBICHUH HH()OPMALIUH.

3aroioBoK K TeKCTy OGoOpMIIAeTcs MOJl PEKBU3UTAMH OJIaHKa CJeBa, OT
I'PaHHULIbI JIEBOTO MOJISI.

HaumenoBanue (3arojoBok) JuOO aHHOTAIUS JOKYMEHTAa COCTaBIISIETCS
aBTOPOM IPOEKTA JOKYMEHTA.

3aroyioBOK K TEKCTYy MOXET HE COCTaBISATHCS, €CId 00BEM JOKyMEHTa He
IpEeBbIIIAET 4-5 CTPOK.

23.  TekcT JOKyMEHTa

JIOKyMEHTBI aBTOHOMHOW HEKOMMEPUYECKOW OPraHU3aluu JOIMOIHUTEIBHOTO
PO eCCHOHAILHOTO 00pa30BaHUsl COCTABJISIOTCS Ha TOCYJAAPCTBEHHOM  SI3bIKE
Poccuiickon denepanuu - pycCKOM.

TekcT nOKyMEHTa MOXKET COJAEpXKaTh pa3lielibl, MOAPa3Jeibl, IMyHKTHI,
MOJAMYHKTbI, HyMepyeMble apaOCKUMH LIUPPAMHU.

B mpukazax TEKCT JOKyMEHTa W3JIaraloT OT MEPBOTO JIUIlAa €IUHCTBEHHOTO
yucia («IpuKa3biBaoy) B JOKyMeHTax KOJUIETHAIbHBIX U COBEIIATENIbHBIX OpraHax
OT TPETHETO JUIA EAUHCTBEHHOTO Yucia: («CoOpaHue... PEIIio)

TexkcTnpoTokosia M37araerca OT  TPEThEro  JUIA MHOXKECTBEHHOIO

yucia («Ciymanm,

«BBICTYIIUAJINY, «ITOCTAHOBUIINY, «PEIIHIINY ),

B coBmMecTHBIX JIOKyMEHTaX TEKCT W3JaraloT OT T[EpBOro JIHIA
MHOKECTBEHHOTO YHCIa: ((IPUKA3bIBAEM», «PEIIIIN ).

B nenoBeix (city’eOHBIX) MUChbMaX UCTIOIB3YIOTCS (POPMBI U3TOKEHHUS:

. OT TIEPBOTO JIMIIAa MHOXKECTBEHHOTO YHCIIa («IIPOCHM HaIPaBUTHY,
MPEICTABIISIEM Ha PACCMOTPEHHEY );

. OT TPEThEro JHUIAa €IWHCTBEHHOro uucia («Aamunuctpamus OV
[xona Ne 1238 He Bo3paxaeT»);

. OT TMEpBOr0  JIMLA €JUHCTBEHHOIO  YHCJIA(«CUUTAIO

HEOOXOJIUMBIMY», «IIPEIJIarar0 PacCCMOTPETHY).

[Tpu ynoTtpebneHnu B TeKCTE (haMUIHI JTUI] MHUAIIHAIIBI YKA3BIBAOTCS MOCTC
dbamuuu. B 1enoBeIxX (CykeOHBIX) THChMaX MOTYT MUCIIOJIb30BaThCSI:

. BCTYNHUTENbHOE oOOpamieHue: YBakaeMmblii rocrnoauH lBaHOB!
VBaxkaemasa rocnoxa IlerpoBa! YBaxaemsbiii Hukomait IletpoBuu! VYBakaemas
Onwra Hukomaesua! YBakaemble rocroaa!

B ofOpamienns mo JOKHOCTH HAaMMEHOBAHUE JOJDKHOCTH TMHIIETCS C
MPONMUCHON OYKBBI, B 0OpalieHnu 1o (aMuiIuy HHUIMAIBI JTUIA HE YKa3bIBAIOTCS.

. 3aKJII0YUTENbHAs 3TUKETHAs (pa3a:

C yBaxxeHueM, ...
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CrpaHuilpl JOKyMEHTa HyMEPYIOTCS, HAUMHAsL CO BTOPOTO JIUCTA TOKYMEHTA
apaOckumu 1udpaMu OCepeIMHE BEPXHETO TOJIS.

Tekct AOKYMCHTA OTACIICTCA OT 3aroJIOBKa JABYMA WK TpPEMs
MCXKAYCTPOYHBIMH UHTCPBAIaMU HUCIIOJIb3YCMBIMHA B TCKCTC.

24.  OtMeTKa 0 IPUIOKEHUH

OTMeTka O TPWIOKEHUH HCIONb3YyEeTCs MNpu O(QOPMIICHHM TIHMCEM H
NPWIOKEHUN K I[JlaHaM, [porpaMmam, OTYeTaM, TM[OJOXKEHUSIM, [paBUIIaM,
WHCTPYKLUSAM U APYTUM

JOKYMEHTaM.

B nuceMax oTmeTKa O ImpuioKeHUU O0(QOpMIISETCS MO TEKCTOM MHCbMa Ha
paccrosiHuM 1,25 cM OT rpaHuLibl 1eBOro nojs. Eciu npuiokeHrne Ha3BaHO B TEKCTE
IIMCHbMa, B OTMETKE O MPUJIOKEHNN YKa3bIBAECTCS KOJMYECTBO JINCTOB U KOJIMYECTBO
AK3EMIUISIPOB MPUIIOKEHUS, HAITPUMED:

[Ipunoxenue: Ha 3 1. B 1 9K3.

HpI/I HaIn4uM HCECKOJIbBKHUX HpHJ’IO)KGHHfI, B OTMCTKC O IIPUIIOKCHUN OHH
HYMCPYIOTCSA, YKa3bIBAOTC HAMMCHOBAHUS KaXXIOI'O IIPUIIOKCHUA, KOJIUYCCTBO
JIMCTOB U KOJIMYCCTBO 3K3CMILIIAPOB, HAIIPUMCP:

[Ipunoxenue:
1. [Inan-rpadux ... Ha 3 1. B 2 3K3.
2. CrnpaBka o moATBep:kIeHun (pakta oOydenus... Ha 1 1. B 1 9K3.

Ecnu npunosxenus cOpoumtopoBaHbl, TO KOJIUYECTBO JUCTOB HE YKA3bIBACTCS.
Ecnu npunokeHue HampapiisilOT HE BO BCE YKa3aHHBIE B JOKYMEHTE ajpeca, TO
OTMETKY O €ro HaJu4uu 0(GOPMIISIOT CJIeTyIOIUM 00pa3oM, HaIpUMeEp:

[Ipunoxenue: Ha 3 1. B 1 3K3. TOJIBKO B EPBBIN aJIpec.

Ha npunoxenusix K mpaBWiiaM, WHCTPYKIHSM, TIOJOXKEHUSAM, IIJIaHAM,
nporpamMmam, JO0rOBOpaM U JIPYTMM JOKYMEHTaM OTMETKAa O MPUIIOKEHUU
MPOCTABIISAETCS HA IEPBOM JIMCTE MPUIIOKEHUS B IPABOM BEPXHEM YTITy.

Ecnu mpuioxenue oaH0, 0HO HE HyMepyeTcs. Ecii mpuitoskeHui HECKOJIBKO,
OHU HyMepYIOTCs (MpHIoKeHHe 1, mpritokenue 2).

B TekcTe mokymeHTa mpu MEepBOM YIMOMHHAHWW JOKYMEHTAa-TIPUIIOKEHUS B
CKOOKaX yKa3bIBaETCSI:

... (mpunoxenue) wix ... (MpujaokeHue 1); mepes HOMEPOM IPHUIIOKECHUS
JIOIYCKAeTCsl CTAaBUTh 3HAK HOMepa: ... (mpuinoxenue N 2);

B oTMeTke 0 MpUIOKEHUU YKa3bIBae€TCS HAaUMEHOBAaHUE BHJAa OCHOBHOTO
JIOKYMEHTa, €T0 JlaTa ¥ HOMEp, HarmpuMep:
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[Tpunoxenue Ne2 k mpukazy OOO «IIpuznanue» Ne 1238 ot 08.06.2024 Ne
67

Ecnu mnpunoxkeHueM K JOKYMEHTY (Hampumep, K TpUKa3y) SBIAETCS
yTBEPK/IaeMbIi IOKYMEHT, (T0JI0KEeHUE, PaBUiIa, HHCTPYKIIMS, PErJIAMEHT U JIp.)
B BEpXHEM IPaBOM YTy MPOCTABISAETCA OTMETKA O MPUJIOKEHUU, HUXKE — TpUd
YTBEPXKJIECHUsI, HAIPUMED:

[Tpunoxenue Y TBEPX/IEHO
npukazoM OOO «ITpuznanue Ne 1238 ot 08.06.2024 Ne 67

Bun u pasmep mpudra pexBuzuta «OTMETKa O TPHIOKCHUN» JOJHKCH
COOTBETCTBOBATh BUY U pa3Mepy mipudTa TeKCTa JOKyMEHTA.

25. TI'pud cormacoBaHust JOKyMEHTa

I'pud cornmacoBanusi JOKyMEHTa HCHOJB3YEeTCS MPH  COIVIACOBAHUU
JIOKYMEHTa C OpraHaMu BJIACTH, OpraHU3aIUSIMU WU JOJDKHOCTHBIMU JuIiaMu. OH
coctout u3 cinoBa «COI'JTACOBAHO», 10mKHOCTH NUIa, KOTOPBIM COTJIACOBaH
JOKYMEHT  (BKJIOYasi HAaMMEHOBAaHWE OpraHu3alliu), JMYHOM  MOJIHUCH,
pacmn@poBKU MOANUCH (MHULIMAIOB, (JaMUJIMU) U JaThl COTJIACOBAHMUS.

[Tpumep:

COI'JTACOBAHO

I'enepanbhbiil gupextop OO0 «lIpuznanue» Ne 1238 .M. MBanoB
01.12.2024

I'pud cornacoBanus B 3aBUCUMOCTH OT BUJa JOKYMEHTa U OCOOEHHOCTEH ero
0(pOpMIIEHUSI MOKET IPOCTABIISITHCS:

. Ha MIEPBOM JIUCTE TIOKYMEHTA (€CJI JOKYMEHT UMEET TUTYJIbHBIN JIUCT,
- Ha TUTYJIBHOM JIUCTE) B JIEBOM BEPXHEM YTIIy Ha ypOBHE rpuda yTBEepKIACHUS WU
110/ HAUMEHOBAHUEM JIOKYMEHTA OJIMKE K HIDKHEMY TTOJIIO);

. Ha MOCJIETHEM JIUCTE TOKYMEHTA MOJI TEKCTOM;
. Ha JIMCTE COIJIACOBAHUSA, SIBJSIOIIEMCS HEOTHEMJIEMOM YaCThIO
JIOKYMEHTA.

BHemHee coriacoBaHuWe TaKKe MOXKET OBbITh OCYLIECTBICHO JAPYIUM
JIOKYMEHTOM - TUCBMOM, ITPOTOKOJIOM, ITPUKA30M.

[Tpumep:

COI'JTACOBAHO npukazom JIOrM ot 01.07.2017 Ne 01-01/54

26. Buza

CornacoBaHue IIPOEKTa JOKYMEHTa 0(popMIIsETCSsl BU3OM.

Busa npocraisieTcss COOCTBEHHOPYUYHO JIMIIOM, BU3HPYIOIIUM JOKYMEHT, U
BKJIIOYAET B c€0s1 HAMMEHOBaHHE JJOHKHOCTH BU3UPYIOLIETO, €r0 JIMYHYIO MOAINHUCH,
pacmu@poBKy MoANUCH (MHULIHMAIBI, (haMUIIHIO) U JaTy.
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IIpumep:
3amectutenb nupekropa N.0. @amunus 03.04.2020

JlonyckaeTrcsi HOJINCTHOE BUBUPOBAHUE JOKYMEHTA U €r0 MPHUIIOKEHUMN.

[Ipy Hanmuuuu 3amMedaHWM, [OINOJHEHWH K TMPOEKTYy JOKYMEHTa BH3a
JIOTIOJTHAETCSI COOTBETCTBYIOIIUM YKa3aHHUEM.

J{ns TOKyMEHTa, MOJJIMHHUK KOTOPOTO OTIPABJISIOT U3 OPTraHU3AIMU, BU3bI
MPOCTABJISIFOTCA HA IK3EMIUISIPaX JOKYMEHTOB, IOMEIIAEMBIX B JIEJIO.

Jlns  HOKyMeHTa, MNOMJIMHHUK KOTOPOTO OCTaeTcsi B IIKOJIE, BU3bI
COTJIaCOBaHUSI TPOCTABISAIOTCS Ha O0OpPOTE TOCIEAHErO JHCTa MOJTMHHUKA
JIOKYMEHTA WJIM Ha MTOCIIETHEM JIMCTE IOKYMEHTA MO/ HOANUCHIO.

27. Tllomnuce
I[lognuce  BKIIOYAET: HAMMEHOBAHHE  JOJDKHOCTH JIMIA,

MOAMKMCABIIETO  JIOKYMEHT, €ro COOCTBEHHOPYUYHYIO MOJINKCH;
pacuGpoBKy NOANUCH (MHULUABI, (haMUITUs):
IIpumep:

Hupexrop muunas noanuck N.0. Gamunus

Ecnu nokymeHT odopmiieH He Ha OJaHKe, B HAMMEHOBAHHUE JIOJDKHOCTU
BKJIIOYAETCs HAaUMEHOBAHWE ABTOHOMHOM HEKOMMEPYECKOM  OpraHu3anuu
JOTIOJIHUTEIBHOIO  MPO(ECCHOHATBHOIO  00pa3oBaHus  (IIOJIHOE  Ha3BaHUE
opranmuszanuu). Jlomyckaerca B pekBusutTe «lloanmuce TOMKHOCTHOTO JIUIA»
LIEHTPUPOBATh HAMMEHOBAHWE JOJDKHOCTH JIMIA, IIOAMKACABUIETO JOKYMEHT,
OTHOCHUTEJILHO CAMOW JUIMHHOW CTPOKH.

IIpu noanMcaHuy JOKyMEHTA HECKOJIBKMMU JOJDKHOCTHBIMU JIMIIAMH Pa3HbIX
JOJDKHOCTEM MX MOANMCH PACIoJIaraloT OJHY IO APYTOM B MOCIIEI0BATEIbHOCTH,
COOTBETCTBYIOLIEH HEPAPXUH 3aHUMAEMOM JTOJKHOCTH.

IIpumep:

HupexTtop anunas nognuck 1.0.0.
3amecTtuTenb qupekropa quyHas noanuch M.0.O.

[Ipu noanucanuu JOKyMEHTa HECKOJIbKUMU JUIAMU
PaBHBIX JOJIKHOCTEH UX  TOJNUCU pacrojaraloT Ha OJHOM
YPOBHE.

B nmokyMeHTax, COCTaBIE€HHBIX KOMHCCHEW, yKa3bIBae€TCsi CTAaTyC JUIa B
COCTaBE KOMUCCHH:

IPOCTAaBICHHEM KOCOM 4YepThl TMepe] HAaUMEHOBAaHHEM JIOJDKHOCTH
(100aBNIATH Kakue- TM00 MPUCTABKHU).
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Ecnu aupekTop nim nHOE yIIOJTHOMOYEHHOE HAa TOAIIMCAHUE JOKYMEHTA JIUIIO
BPEMEHHO OTCYTCTBYEeT (OTIYyCK, OOJE€3Hb, KOMAHIUPOBKA) WM JODKHOCTH
BAKAHTHA, TO JOKYMEHT TMOANMCHIBAET COTPYJHUK, YIIOJJHOMOYECHHBIA Ha
MOJIMMCAHUE B COOTBETCTBUU C PACIIOPSAUTEIBHBIM JOKYMEHTOM WJIM HAEJIEHHBIN
MOJIHOMOYHUSMHU, YCTAHOBJIICHHBIMU MPUKA30M OpPraHU3allvd, C YKa3aHUEM CBOEH
JIOJDKHOCTHU U TIOJTHOMOYMS, HAIIPUMED:

3amecTtuTenb aupekropa noanucs N.0. Gamunus

WJIN:

Ucnonusronuit 00s13aHHOCTH AupekTopa noanuck N.0. Gamumnus

1580071

1.0. qupekTopa noanuch M.0. @amunus

PexBusur «llogmuch OKHOCTHOTO JIMIIA» MOXET OBITh odopMileH
COOCTBEHHOPYYHO aBTOPOM JOKYMEHTa (HampuMmep, IMpH HaIHMCaHHHM CIIy)KeOHOMH
3aMCKU  0e3 TIPUMEHEHHUS TEXHUYECKHX CpelCTB) JMO0 odopmileH ¢
WCITOJIb30BAaHUEM TEXHUYECKUX CPEIICTB.

B cayugae odopmieHus pekBusuta «lloamuchk AOMKHOCTHOTO JIHIA» C
WCITOJIb30BAaHUEM TEXHHYECKUX CPEACTB BHUJ WM pasMmep HpudTa YKa3aHHOTO
PEKBU3HUTA HE MOXET OTIWYATHCSA OT BUAA M pa3Mepa mpudTa OCHOBHOTO TEKCTa
JIOKyMEHTA.

PexBuzut «lloanmuck TOKHOCTHOTO JIMIIA» OTASISAETCS OT TEKCTa TPEMS HITH
YETBIPbMS OJIMHAPHBIMH MEXYCTPOUYHBIMU HHTEPBAIAMH.

28. Ileuats

[leyaTs sBHIsETCA CMOCOOOM TMOATBEPKIEHUS TMOJIMHHOCTU TOAMKUCH
JIOJDKHOCTHOTO JIMIIA HAa JOKyMeHTe. [ledarh cTaBUTCA Ha JOKYMEHTaX B CIydasX,
MPEAYCMOTPEHHBIX 3aKOHOAATENBHBIMU WJIM WHBIMH HOPMAaTHUBHBIMU IIPaBOBBIMU
aKTamu.

[TeuaTs cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, MPU 3TOM OTTHUCK TIeYaTH
HE 3aXBaThIBACT JIMYHOMN MOJMUCH JOJHKHOCTHOTO JIMIA MOAMKUCABIIETO JOKYMEHT,
WJIM B MECTE, 0003HAYECHHOM

«MID» («MecTo neuaruny).

B nmoxymeHTax, MOATOTOBJICHHBIX HAa OCHOBE YHUDHUIIMPOBAHHBIX (opMm,
nevyaTh CTAaBUTCS B MecTe, 0003HaueHHOM 0TMETKOW « MID» mnm uabIM 006pazom.

29. OrtMmeTKa 00 HCIIOJIHUTENE

OtMeTka 00 ucoHUTENE (aBTOPE) JOKYMEHTA MPOCTABIISECTCS Ha MUChMax
OpraHM3alii B JICBOM HHUXXHEM YIUIy JHMIEBOM CTOPOHBI IOCIEIHEro JIMCTa
JIOKYMEHTA OT TPaHUIIbI JIEBOT'O TOJISI WJIH, IPU OTCYTCTBUU MECTa, - HA 000POTHOM
CTOPOHE BHHU3Y CJIeBa.

OtMeTKa BKJIIOYaeT (pamMuUIUI0, UMS, OTYECTBO HMCIOJHHUTEISI U HOMEpP €ro
TenedoHa, a TAKKE OTMETKA 00 UCTIONTHUTENE MOKET JOTIOTHATHCS HAMMEHOBAaHUEM
JOJKHOCTH U 3JIEKTPOHHBIM aJIPECOM UCIIOTHUTETIS.
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IIpumep:

NBanoB MBan MBaHoBuY, cnenuanuct mo oxpaHe tpynaa (888) 888-88-88,
lvanov(@mail.ru

30. OTtMeTKa 0 3aBEpEHUN KOIIUU

JUist mOATBEpKAEHHUSI COOTBETCTBUSI KOMUHM (BBIMUCKUM U3 JOKYMEHTA)
NOJIMHHUKY JOKYMEHTA Ha MOCIEAHEM JIUCTE KOMUH (BBITUCKH U3 JOKYMEHTA) MOJT
pekBusutoM "lloanuce" opopmisiercss pekBU3UT «OTMETKA O 3aBEPEHUU KOITU.

OTMeTKa O 3aBEpEHMHM KONHMHU BKJIOYAET: CIOBO «BepHO», HAaMMEHOBaHUE
JOJDKHOCTH  JIMILIA, 3aBEPUBLIETO  KOIMHIO, COOCTBEHHOPYYHYIO  MOJIMKCH,
pacmppoBKy moANUCH (MHUIMATBI, (AMIIIMIO), JaTy 3aBEepPEHUs KOIUU
JOKYMEHTA.

PekBuzut «OTMeTKa 0 3aBEPEHUH KOMHI MOXKET ObITh OpOpMIIEHA OT PyKU
WIM C UCTIOJIb30BAHUEM ILITAMIIA.

Jlomyckaercst 3aBepATh KaKIbIi JINCT MHOTOCTPAHUYHOU KOIMU JOKYMEHTA.

31. OtMeTKa 0 NOCTYIUIEHHH TOKYMEHTA

OTMeTka O  TMOCTYIUIGHMM  JIOKYMEHTAa  COAEPKUT  BXOZSIIMM
pEruCcTpallMOHHBIN HOMED U JIaTy MOCTYIUIEHUS JOKYMEHTa. Jlonmyckaercs ykazaHue
4acoB M MHHYT TMOCTYIUIEHHS JOKYMEHTa C 3aBEpEHHEM MOIIUCIMU
3aMHTEPECOBAHHBIX JIULI.

OTMeTka O TOCTYIUIEHMM JOKYMEHTa MOXET MPOCTaBIATbCA  C
UCITIOJIB30BAaHMEM LITaMIIA.

32. Pe3omonus

Pezomonuisi  coAepKUT yKazaHWE TI0 UCIIOJIHEHHMIO JIokyMeHTa. Ona
odopMIIsieTcss Ha CBOOOTHOM MECTE paboyero MmoJjsi JOKYMEHTA.

Pezomrorust  Brrowaer B ceOs:  (haMMIIMIO, WHUIMAIBI  WCTIOJHUTEIIS
(MCTIONTHUTENICH ), TOpyUEHHE TI0 JJOKYMEHTY, IMOANKICH aBTOPa PE3OJIIOIMH U JaTy
o OpMIICHUST PE3OTFOITUH.

Pesomtonus, o yCMOTpEHUIO JINIIA, JAFOIIETO MOPYUYEHUE, MOKET BKIIFOYATh
B ce0s Tak)Ke CPOK MCTIOJHEHHUS JOKYMEHTA.





