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1. O6uue nosoxeHust

1.1. Hacrosimas WHCTpyKIUMS 1O JAEJIONMPOM3BOACTBY  pa3paboTaHa B COOTBETCTBUU C
denepabHBIM 3aKOHOM OT 29.12.2012 Ne 273-®D3 "O6 obpazoBanuu B Poccuiickoit @enepamuu” ¢
m3MeHenusiMu ot 24 wmapra 2021 roma, 'OCT P 7.0.97-2016 «Cucrema cTaHmapTOB IO
uHpopManuy, OMOTMOTEYHOMY M HU3JAaTeIbCKOMY Jeny, «OpraHn3almOHHO-PACTIOPSIUTEIbHAS
nokyMmeHTanus. TpeGoBaHus Kk 0OPMIICHHIO JOKYMEHTOBY», a TakKe YCTaBOM 00pazoBaTeIbHOU
OpraHu3alMM W JIpyrMMH HOPMAaTHBHBIMM IIPaBOBbIMM akTamu Poccuiickoit @exnepannu,
pErIaMeHTHPYIOMIUMHU JeSTeIbHOCTh 00pa30BaTEIbHBIX OPraHU3aLNM.

1.2. Hannas UMHCTpyKuMs 1O ACIONPOM3BOACTBY (nmanee - WHcTpykuus) o0o3HayaeT mpaBuia
MOATOTOBKM H  O(OpMIICHUS JOKYMEHTOB B aBTOHOMHON HEKOMMEpPYECKOW OpraHu3aluu
JIOTIOJIHUTENBHOIO TPOPECCUOHATBHOIO O0pa30BaHUs, OINpeAeseT CTaHAapThl O(OopMIIeHUs
PEKBHU3UTOB, OJAHKOB JOKYMEHTOB, COCTABJICHHUS MPHUKA30B, IMOJIOKEHUNW HHCTPYKIIMM, a Takxke
perinaMeHTHpYyeT GOPMHUPOBAHKE AEN M MX TEKyIlee XpaHeHHE, MOATOTOBKY JOKYMEHTOB U Je K
nepefaye Ha  apXMBHOE XpaHEHHE B  aBTOHOMHOW  HEKOMMEpYEeCcKOW  OpraHu3aiuu
JOTIOTHUTEIBHOTO MPO(EeCcCHOHATFHOTO 00pa30BaHMS.

1.3. UncTpykuus mo Aenonponu3BOACTBY pa3paboTaHa B LIEISX YCTaHOBIIEHUS €IMHBIX TpeOOBaHUMN
K TIOATOTOBKE, OOpalbOTKE, XpaHEHHIO W WCIOJIB30BAHUIO OOpa3yloIUXCsi B JACATEIHHOCTH
aBTOHOMHOM HEKOMMEpYECKOH OpraHu3aIiy JIOMOJIHUTENLHOIO MPO(hECCHOHATBLHOIO 00pa30BaHus
U TIOCTYNAOIIUX B OPTaHU3AIMIO JTOKYMEHTOB, a TAaK)K€ COBEPIICHCTBOBAHMS W ITOBBIIICHUS
3hHEKTUBHOCTH JIeNIOTIPOU3BOICTBA ABTOHOMHOM HEKOMMepUYeCKOn OpraHu3aIH
JOTIOTHUTEIBHOTO MPOo(hEeCcCuOHATFHOTO 00pa30BaHMUS.

1.4. Tlonoxenuss VHCTPYKUMH paclpOCTPaHSAIOTCS Ha OpraHU3aluio paboThl ¢ JOKyMEHTaMHU
HE3aBUCHMO OT BHJA HOCHUTENs, B TOM YHCIE€ C OJJICKTPOHHBIMH JOKYMEHTaMH, BKJIIOYast
MOJIrOTOBKY, OOpabOTKYy, XpaHEHHWE U HCIHOJIb30BAHUE JOKYMEHTOB, OCYIIECTBISEMBIMU C
MTOMOIIIBI0 HH(POPMAIIMOHHBIX TEXHOJIOTHH.

1.5. Opranusanuioo, METOJHYECKOE PYKOBOJCTBO, COBEPIICHCTBOBAHUE JAEJONPOU3BOJACTBA U
KOHTpPOJIb 32 coOiofeHreM Hacrosimedl MHCTpykuMM B OpraHM3aldd  OCYHIECTBISIET
OTBETCTBEHHBIN 32 BEIEHUE JICIIONPOU3BO/ICTBA.

1.6. Tlpaa um o00s3aHHOCTH pPaOOTHHUKOB, OCYIIECTBISIOMMX paboOTy C JOKYMEHTaMH B
CTPYKTYPHBIX MOJpPAa3/IeNIEHUsAX ABTOHOMHOW HEKOMMEPUYECKOM OpraHu3alMy JIOTOJHUTEIHLHOTO
poeCCHOHATBFHOTO 00pa30BaHUs, YCTAHABIMBAIOTCS JIOJDKHOCTHBIMH WHCTPYKIHSAMH WA
MIPUKA30M JUPEKTOPA.

1.7. Cenenusi, coaepxaiiuecss B JTOKYMEHTaX, MOTYT OBITh HCIOJb30BaHbl TOJBKO B pabodmx
LEJIIX B COOTBETCTBUM C MOJHOMOYMSIMHU COTPYJIHHUKA, pabOTaIONIero ¢ JoKkyMeHTamu. Pabota ¢
JOKYMEHTaMH BHE TIOMEIIEHUI OpraHu3ali He Jomyckaercs. l[Ipm yrpare IOKYMEHTOB
MIPOBOAMTCS CIyKeOHasl MpOBepKa.



1.8. Ilpu yxome B OTIyCK, mepeBoje (NMEpeMemeHur) Mo padoTe WM B CIy4ae yBOJIbHEHHS
COTPYAHUK o00s3aH IepegaTb BCE HAXOSIIMECS y HEro JOKYMEHTBl HHOMY COTPYIHHKY,
OTpeIeIEHHOMY B COOTBETCTBUH C YKa3aHHEM HEMOCPEICTBEHHOTO PYKOBOJAUTEIS YBOJIBHSAEMOTO,
YXOJSLIEro B OTIIYCK MJIM IEPEeBOASIIErocs (IepeMenaeMoro) 1o padore COTpyAHHUKA.

1.9. Uuctpykums oOsi3aTenbHa sl COONIOACHHS BCeMHM pabOTHMKaMU OpraHu3anvd. BHOBB
IPUHATBIE HAa PabOTy COTPYAHUKH, B JOJDKHOCTHBIE OOSI3aHHOCTH KOTOPBIX BXOJIUT BEJEHHE
JOKYMEHTAIlMH, B TeueHHe TPEX paboumx IHEW co AHS HM3/JaHUS MpUKa3a O Ha3HAYCHHM Ha
JIOJPKHOCTB JIOJIKHBI ObITh 0O3HAKOMJIEHBI ¢ HacTosied HCTpyKuye noj moAnuch.

2. [IpaBus1a MOATOTOBKU M 0()OPMJIEHHUSI TOKYMEHTOB

2.1. B nesaTenbHOCTH OPTaHU3AIMH CO3/1aeTCS KOMIUIEKC OPTaHHM3AIlOHHO pPAaCIOPSIUTEIBHBIX
JOKYMEHTOB: IMPHUKa3bl, MMOJIOKEHUSI, IPaBUIIa, HHCTPYKIUHU, PEraMEHThl; MPOTOKOJIbI 3aceIaHuil
(COBGH.[&TCJIBHBIX, KOOpAWMHAIITMOHHBIX, OSKCIICPTHBIX W APp. OpI‘aHOB), aKThl, AHAJIUTHUYCCKUC
CIpPaBKH, JOKJIAJHbIE W CIyKeOHbIE 3allMCKH, JOTOBOPHI (KOHTPAKTHI, COTJIALICHHS), AEI0Bas
(cmyxeOHasi) mepenmucka M Jp. COCTaBISIOTCS W O(GOPMIIIOTCS CHENHATIbHBIE JOKYMEHTHI,
CBSI3aHHBIE C IUIAHUPOBAHHWEM AaBTOHOMHON HEKOMMEpYECKOW OpraHu3anuel JOMOJHUTEIHHOIO
npodeccCHOHATEHOTO 00pa30BaHUsl M OCYIIECTBICHUEM XO3SHUCTBEHHBIX MEPOIPHSITHHA, BEACHHEM
y4e0HO-TIeJarOTHYECKOro y4yeTa, OpraHu3aluei Je0nporu3BOICTBa aBTOHOMHOM HEKOMMEPYECKOH
OpraHu3aIu JOTIOJTHUTEIHLHOTO po(ecCuOHATEHOTO o0OpazoBanus, obecrieueHueM
OyXrajaTepcKoro yyera.

2.2. JIOKyMEHTBI MOTYT CO3/1aBaThCsi Ha OYMaXHOM HOCHTEIC W B JJICKTPOHHOU Qopme ¢
COOJTIOZICHUEM YCTaHOBIIEHHBIX MpaBui oQOpMIICHUS NOKyMEeHTOB. [Ipu cozmaHumM JOKyMEHTa Ha
IBYX M 00Jiee CTpaHUIIaX BTOPYIO U MOCIIEAYIONINE CTPAHUIIBI HyMEPYIOT.

2.3. Homepa cTpaHuI] MPOCTABISAIOTCA MOCEPEINHE BEPXHETo MOJs JOKYMEHTa Ha PAaCcCTOSIHUM HE
MeHee 10 MM oT BepxHero kpas smcra. JlomyckaeTcsl CO3JaHHE JTOKYMEHTOB Ha JIMIIEBOH W
00OpOTHOM CTOPOHAX JIUCTA.

2.4. Tlpu 1BYCTOpPOHHEM CO3[[aHUU JIOKYMEHTOB IIUPHHA JICBOTO TOJIS HA JUIICBOW CTOPOHE JIMCTA
Y TIPAaBOTO MOJIsL HA 0OOPOTHOM CTOPOHE JIMCTA IOJKHBI OBITH PaBHBI.

3. PeKkBU3HUTHI JOKYMEHTOB
3.1. JI;ist peKBH3UTOB JOKYMEHTOB, CO3JaBAacMbIX B aBTOHOMHOW HEKOMMEPYECKOW OpraHu3aIliu
JIOTIOTHUTEIBHOTO MPOPECCHOHATBHOTO 00pa30BaHus, YCTAaHABIMBAIOTCS MpaBUiia U TpeOOBaHUS B
coorBerctBuu ¢ 'OCT P 7.0.97-2016.
3.2. CocTaB peKBU3UTOB KOHKPETHOTO JOKYMEHTA OIpeIeseTCsl €T0 BUIOM M Ha3HAUCHUEM.
3.3. IIpu moxaroroBke M OGOPMIICHHH JIOKYMEHTOB B OpPTaHHM3AI[MN HCIOJB3YIOTCS CIICAYIOIINE
PEKBU3UTHI:

e KOJ (hOpPMBI IOKYMEHTA;

e HAMMEHOBaHUE OPTaHU3AIINH;

e  CIIPAaBOYHBIC JAHHBIC,

e HAaMMEHOBaHUE BUJA JOKYMEHTA;

e JlaTa IOKYMEHTa;

e  pErucTpaloOHHBIN HOMEpP JOKYMEHTA;

e  CCBUIKA HAa PETUCTPAMOHHBIA HOMEP U JIaTy JOKYMEHTA;

e MECTO COCTaBJICHHUS (M3/IaHUS) TOKYMEHTA;

e ajpecar;

e rpud YTBEPKICHUS TOKYMEHTA;

e  3aroJIOBOK K TEKCTY,

e TEKCT JOKYMEHTa;

e OTMETKa O NMPWIOKCHHH,

e rpud COriacoBaHUs TOKyMEHTA;

e BH3a;

e  IIOJIINCH;



e OTMETKa 00 DJIEKTPOHHOM MOJITUCH;
e [I€YATh;

e OTMETKa 00 UCIOIHHUTEIIE;

e OTMETKa O 3aBEPECHUU KOIIHH;

e OTMETKa O MOCTYIUICHUH JOKYMEHTA;
e PE3OJIOIHS.

4. BJaHKH T0KYMEHTOB
4.1. JlokyMeHTBI, cO37aBacMble B aBTOHOMHOW HEKOMMEPUECKON OpraHU3aluy JONOJIHUTEIBHOIO
npodeccuoHanbHOro 006pa3zoBaHusi, 0POPMIISIIOTCS Ha OJIaHKaX, U3TOTOBIIEHHBIX Ha CTaHJApTHBIX
muctax oymaru popmaroB A4 (210x297 mm) u AS (148x210 mm). OtnenbHBIE BUABI TOKYMEHTOB
(Tabmuubl, CXEeMbl, CMETBI) JOIycKaeTcss oQOopMIIATh C HCIONb30BaHHEeM ¢opmara A3
(420x297mMM).  JIOKyMEHTBI, COCTAaBJISIONINE BHYTPEHHIOK TEPENUCKY, OQOPMIISIFOTCS Ha
CTaHJAPTHBIX JIucTax Oymaru ¢popmara A4 (210x297 mm) 6e3 UCTIOIB30BaHMS OJIAHKOB.
4.2. Kaxxaplii TUCT TOKyMeHTa, oopMIICHHBIH Ha OjaHke uiau 0e3 Hero, JOJKeH MMETh MOJs He
MeHee:

e 20 MM - JICBOE;

e 10 mM - mpaBoe;

e 20 MM - BepxHee;
20 MM - HUXKHE®E.
4.3. JloxkymeHTHl JunTenbHBIX (cBbime 10 JeT) cpOKOB XpaHEHHs JAOJDKHBI UMETH JIEBOE TOJIE HE
Menee 30 Mm.
4.4. Buzpl 6J1aHKOB JOKYMEHTOB, IPUMEHSIEMBIX B IITKOJIC:

e 0OwIMIi OJIAHK;

e 0JAHK IIHCHMA;

e OJaHK KOHKPETHOrO BHUAA JOKyMeHTa (OJIaHK MpHKa3a, OJIaHK pacIopsDKEHUs, OJIaHK

MPOTOKOJIA U JIp.)

4.5. O0pasipl pa3pabOTaHHBIX U IPUMEHSEMbIX B OpraHU3alMK OJIAHKOB MOJUIEKAT BKIIOUYECHUIO B
WHCTPYKIIMIO  TIO  JICJIONPOM3BOJICTBY  ABTOHOMHOW  HEKOMMEPYECKOW  OpraHU3aliu
JOTIOTHUTEIBHOTO MPOoECCHOHATBHOIO 00pa30BaHUs B KayecTBEe MPUIIOKEHUH (IIpHIIOKEeHHE 3 Ha
3 nucrax).

5. [Mpuka3spl

5.1. IlpukazamMu OQOPMISIOTCS pELIEHHUs [0 ONEepaTHBHBIM, OPraHU3alMOHHBIM, Y4YEOHBIM,
KaJIpOBBIM (MpUIIOKeHHEe 2 Ha 9 TucTax) ¥ IPYruM BolipocaM pabOThl OpraHU3alIiH.

5.2. TIpoekTel MNpHKa30B TOTOBSAT OTBETCTBEHHbIE HCIOJIHUTEIN HAa OCHOBAHUU MOPYYECHUH
JTUPEKTOpa, ero 3aMmectuteneil. [IpoekTel MpUKa30B MO JIMYHOMY COCTaBY T'OTOBHUT CIEHHUAIUCT IO
KaJpam.

5.3. B mpukasax TeKCT u3naraercs ot nepBoro juna equactBeHHoro uncia («[IPUKA3BIBAIOY).
5.4. TekcT mpHKa3za MOXET COCTOATh M3 JBYX YacTeil: KOHCTaTupyromen (mpeamOysbl) U
pacrnopsaIUTEIbHOM.

5.5. B KoHCTarupyromei dYacTH KpaTKO H3JIaraloTcs ILend M 3ajJadd, (GakThl M COOBITHS,
MOCITYKUBIIINE OCHOBAaHUEM JJisi u3JaHus npuka3za. OHa MOKET HauMHAThCs ciaoBamu "B memsx",
"B coorBerctBun", "Bo ucnomnenue", u T.1. Eciu mpukaz u3gaeTcs Ha OCHOBAHHUM JAPYTOro
JIOKYMEHTA, TO B KOHCTATUPYIOIIEN YacTH yKa3bIBAaeTCsl HANMEHOBAHUE 3TOTO IOKYMEHTA, €ro Jara,
HOMeEp U 3aroyioBok. [IpeamOyna B mpoekrax mpukas3oB 3aBepiiaercs cioBoM «[IPUKA3BIBAIO»,
KOTOpOE eYaTaeTcs 3arjiaBHbIMU OYKBaMH.

5.6. PacnopsautenbHas 4acTh JOJDKHA COZAEP)KATh MEPEUUCIIEHHE MPEINHChIBAEMbIX JEHCTBHMA C
yKa3aHUEM UCIHOJHUTEN KaXIAOoro ACHCTBHS W, NMPH HEOOXOAMMOCTH, CPOKOB HCIOJHEHHS.
PacniopsinutensHas yacTh JAEIMTCA HA MYHKTHI U MOAMYHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKUMU
uuppamu. [leiicTBUS 0JHOPOJHOTO XapaKTepa MOTYT OBbITh IEPEUUCIIEHBI B OJJHOM ITYHKTE.



5.7. B KadecTBe HUCHOJHUTENEH YyKa3bIBAIOTCA 3aMECTUTENIN AUPEKTOpa, MpelaceAareau Win
PYKOBOAMTENN pabOYUX rpymin (KOMUCCHIA).

5.8. Ecniu mpukas n3MeHseT paHee U3JaHHbIi TOKYMEHT (IIyHKTHI JOKYMEHTA), TO OJMH U3 MyHKTOB
pacnopsUTEIbHON YaCTH TEKCTA JOJKEH COAEPHKATh CChUIKY HA U3MEHSEMbIH TOKYMEHT (IIyHKTBI
JIOKYMEHTA) C YKa3aHUEM €TI0 J1aThl, HOMEpa U 3arojoBKa.

5.9. Ecin mpuka3 oTMeHsieT JeiicTBHE paHee W3JaHHOIO JOKyMEHTa (IIyHKTOB JOKYMEHTa) C
OIIpEeECIEHHON aThl, TO OJMH U3 IIYHKTOB PacCHOpAIUTENbHON YaCTU TEKCTa JIOJKEH HAauMHAThCS
cioBamu "lIpu3HaTh yTpaTHBIIMM cuiy...", lajee yKa3blBaThCs JjaTa, HOMEP U 3arojioBOK paHee
U3JIaHHOTO JTOKYMEHTA (IIyHKTa JOKYMEHTA), a TaKXKe JaTa, ¢ KOTOPOW OTMEHSETCS €ro ACHCTBHE.
Ecnmn para He ykaszaHa, TO JelicTBUE paHee H3AAHHOIO JIOKYMEHTa (IYHKThl JIOKYMEHTa)
OTMEHSETCS C 1aThl U3/1aHUsl HOBOTO IIPUKa3a.

5.10. Ecnu npuka3 oTMEHsIET paHee U3AaHHbIA JOKYMEHT C MOMEHTA U3JJaHUs, TO OAUH U3 IYHKTOB
pacnopsiAMTENIbHOM YacTH TEKCTa JOJKEH HayuHaThCs cioBamMu "OTMEHUTH..." W yKa3bIBaThCs
JiaTta, HOMEp U 3arojOBOK paHee U3/1aHHOI0 JOKYMEHTA.

5.11. Ecnu mpuka3 mnpennojaraetcs BBECTH B JICHCTBHE HE ¢ MOMEHTA €ro M3AaHus, HeOOXOIMMO
yKa3aTb CpPOK BBeA€HUs ero B jeicrBue. llocieqHuil MyHKT pacrnopsIuTeIbHOM YacTH MOXKET
COJIEp’KaTh CBEACHMS O JOJDKHOCTHOM JIMIE, HA KOTOPOE BO3JIAraeTcsl KOHTPOJIb 33 UCIOJIHEHUEM
IpUKasa.

5.13. IIpuka3sl MOAMUCHIBAIOTCS TOIBKO TUPEKTOPOM aBTOHOMHOM HEKOMMEpPYECKOW OpraHHU3aluu
JOMOJTHUTEIBHOTO NPOPECCHOHATBHOIO 00pa30BaHUs WM PaOOTHUKOM, MCIOJHSIOIIMM €ro
0053aHHOCTH.

5.14. OTBEeTCTBEHHOCTh 3a 0OecreueHHe CBOEBPEMEHHONW M KaueCTBEHHOM MOJArOTOBKH NPOEKTOB
IIPUKa30B U MX COIJIACOBAHME C 3aWHTEPECOBAHHBIMU DPAOOTHUKAMM M OpPraHMU3aLUsIMH HECYT
aBTOPBI IPOEKTA IIPUKA3a.

5.15. PerucrpanyioHHble HOMEpa MPUCBAMBAIOTCS IMPHUKa3aM IO MOPSAJKY HOMEPOB B Ipenenax
KaJIeHJJapHOT'O roJia.

5.16. /lara perucrpanuu npuKasa sSBISIETCS JaTOU €ro MOAMUCAHHUS.

6. IlpaBuJjia, NoJ10KeHUs, HHCTPYKIIUHU

6.1. IlpaBuna — HOPMATHBHBIA aKT, OMpPENEISIONINI MOPAIOK KaKoro-iubo BUIA JESITENbHOCTH,
YCTaHABJIMBAKOIIMNA WA 3alIPEUIAIOIINI ONPEIETIEHHOE MOBEAECHHUE.

6.2. [lono>xeHne — HOPMATUBHBIN aKT, JETALHO PETJIAMEHTUPYIOLIUI MTPABOBOM CTaTyC, MOPSIOK
OpTaHU3aINH U TPOLEYPY KaKOTO-THO0 BH/IA IEATEILHOCTH.

6.3. MHCTpyKIMsST — HOPMATUBHBIM aKT, M3JaBa€MbIii B IENSIX Pa3bACHEHUS W ONpeAeNeHUs
MopsiIka MPUMEHEHHs COOTBETCTBYIONIETO HOPMATUBHOTO aKTa JHOO C IENbI0 yKa3aHWs HOPM O
croco0ax BBIMOJHEHUS ONPEeNIEHHBIX onepaluil (IeicTBmii).

6.4. IlpaBuiia, MOJOXKEHUSI, HHCTPYKIIUM NPUHUMAIOTCS (B 3aBUCHMOCTH OT BHJA JOKYMEHTa) Ha
COBEIIAHUU U YTBEPXKIAIOTCS JUPEKTOPOM.

6.5. Ilopsimok MOATOTOBKH MPOEKTOB IMPaBHWJI, TIOJOKEHUS, HHCTPYKIIUH COOTBETCTBYET OOIIEMY
MOPSAKY TOATOTOBKUM TIPOEKTOB IPHUKA30B ABTOHOMHOW HEKOMMEpPYECKOH OpraHu3aluu
JOTIOTHUTEIHHOTO MPOo(eCcCuOHATFHOTO 00pa30BaHMS.

6.6. TekcT mpoekTa MONOXKEHHUA, MPaBWI, MHCTPYKIMM TeyaTaeTcs Ha YHUCTOM JHCTe Oymaru
dbopmara A4.

6.7. OTINYUTETHHBIMU XaPaKTEPUCTUKAMH TEKCTOB MPABUJI, TOJOKESHHS, MHCTPYKIIMU SBIISIOTCS:

e TOYHOCTh MPUMEHIEMBIX (HOPMYITUPOBOK O€3 HMCIIOIIb30BAHMSI CJIOB M TIOHSATHIA, WMEIOIINX
MHOKE€CTBEHHBIN CMBICIT;

e WCHOJB30BaHWE KOPOTKHX TNPEIIOKEHHUH, OOMICTIPHHSTHIX BHIPAKEHUH H CBSI30K, IPH
HEO0XOMMOCTH - MPe/IBAPUTEIBHOE ONpPE/IeNICHHE UCIOIb3YEMBIX MOHATHH, COKpAIleHUH,
ab0OpeBuaryp;

e OIMCAaHUE BCEX BO3MOXHBIX BAPUAHTOB COOBITHI M COOTBETCTBYIOIIMX HM BAapHUaHTOB
NeHCTBH, T.€. MOJIHOTA MPeICTaBIeHHs] UHPOpMAaIIHH;



e CTPYKTYPUPOBAHHOCTb TEKCTa C LEJbI0 JOCTHKEHUS HaWIy4ylledl MOocieq0BaTeIbHOCTH
U3JI0KEHUSl MaTepuana;
e MHHHMH3AIHMSA TEKCTa C MOMOIIBIO MPUMEHEHHUS 0000IIeHU (0030pOB MIpEanoiaraéMbIX
JEWCTBUI) U MPUMECHEHHUE ITEPEUNCIICHHI (3a/1a4, STAIOB, YCIOBHMA U T.1I.).
6.8. B 3aBHCHMOCTH OT CJIO)HOCTH U 00BbeMa pa3padaThiBaEMbIX MPABUII, TOJIOKCHHSI, THCTPYKIIUN
- TEKCT JOKYMEHTa JIEJIUTCS Ha TJIaBbl, IIYHKTHl U MOAMYHKTHL. | JaBbl TOJDKHBI UMETh Ha3BaHUS.
Hywmepanus npousBoautcs apadCKuMu uppamu.

7. IIpoToxoJ 3acenanus (CoOBeIIAHMS)

7.1. IIpoTokon — MOKYMEHT, B KOTOPOM (DUKCHpYETCs X0 OOCYXIECHHS BOINPOCOB U MPUHATHUS
pelIeHni Ha COOPaHUSX, COBEIIAHUAX, KOHPEPEHIUAX U 3aCeaHUSIX KOJUIETHAIbHBIX OPTaHOB.

7.2. Tlpotokos 3acenanus (CoBemIanus) - (majgee - MPOTOKOI) OpOPMIIIETCS HAa YHCTOM JIMCTE
Oymaru ¢opmara A4.

7.3. PekBU3HT - "TEKCT JOKyMEHTAa". PEKBU3UT COCTOUT M3 ABYX YaCTEH: BBOJHOW M OCHOBHOM.

74. Bo BBOAHOW  4YacTM  yKa3bIBAIOTCA  WHHIHAIBI,  (paMuIuu W JOJHKHOCTH
MpeiceAaTeNbCTBYIOIIET0, CEKpeTapsi, MPUCYTCTBOBABIINX HA 3acelaHuu U, IPU HEOOXOAMMOCTH,
JIUL, IPUTJIAIIEHHBIX Ha 3ace/laHue (COBELIaHue).

7.5. BBogHas dYacTh MPOTOKOJA 3aKAHYMBAETCS IMEPEUYHEM pPACCMATPUBAEMBIX BOIPOCOB,
MEPEUYHCIICHHBIX B TIOPSAAKE UMX 3HAYMMOCTH C YyKa3aHMEM JOKJIaJuuKa T0 KaKIOMY
paccmarpuBaeMomy Bomnpocy. Bonpocsr popmynupytotes ¢ npemiorom "O" ("O6"), meuatarorcs ot
TPaHUIIBI JICBOTO TOJISI © HYMEPYIOTCS apaOCKUMU U PaMH.

7.6. OcHOBHasi 4acThb MPOTOKOJIA COCTOUT M3 Pa3JieloB, COOTBETCTBYIOIIUX PACCMaTPUBACMbBIM
BOIIPOCAM M UX HyMEpaIHH.

7.7. TekcT MPOTOKOJIa H3JaraeTcss OT TPEThEero JHIla MHOKeCTBeHHoro uwcna ("ciymamu'",
"BoicTynuin", "nocranoBuin”, "pemmnn").

7.8. IIpoTOKON MOAMKUCHIBAETCS JTUIIOM, MPEACEIATEILCTBOBABIINM Ha 3aCeaHUU (COBELAHUM), U
cekpeTrapém 3acenanus (COBEIIaHU).

7.9. Ilpu OTCYTCTBUHM ceKpeTapsl 3aceqaHusi, B TOM 4YHCIE MpPU MPOBEACHUU OMEPATUBHBIX
COBEIIIaHMH, TOMYCKAETCA MOIMUCAHUE TPOTOKOIA TOIBKO MPEACEAATETbCTBYIOMINM.

7.10. Tekcr mpoTOKoOJIa JOMKEH OBbITh MOJATOTOBIIEH HE MO3JHEE TpeX IHEH CO JIHA 3acelaHusl.
[IpoeKThl  COOTBETCTBYIONIMX IYHKTOB TMPOTOKOJA BU3UPYIOTCS  JIOJDKHOCTHBIM  JIUIIOM
OTBETCTBEHHBIM 32 MMOATOTOBKY.

7.11. Jlata mpoTOKOJIa T0KHA COOTBETCTBOBATH JTHIO MPOBEJICHUS COBEIIAHUS (3aceIanusl).

7.12. Komuu mTpPOTOKONOB PACCHUIAIOTCS 3aMHTEPECOBAHHBIM OPTraHU3alMSIM M JOKHOCTHBIM
JUIIaM B COOTBETCTBHHU C YKa3aTelIeM pPACCBUIKH, KOTOPBIM COCTABISET CEKpeTaph 3aceaaHus
(coBeranus).

8. Iliian
8.1. [Iman — MOKyMEHT, yCTaHaBJIMBAIOIINI ITepeUeHh HAMEUYEHHBIX K BBIITOJTHEHHUIO MEPOTIPUSTHIA,
UX MOCIIEeI0BATEIbHOCTh, 00BEM, CPOKH, OTBETCTBEHHBIX UCIIOJTHUTEIIEH.
8.2. Tlman odopmisercss Ha Jymcrte Oymarum ¢opmara A4 C HCHOIB30BAHUEM  CIICTYIOIINX
PEKBU3UTOB:

e HaMMEHOBAHHE OpPTaHU3AINH;

e rpu yTBEp>KACHUS JOKYMEHTA,;

e JaTa JOKYMEHTA;

e  PErUCTpaIMOHHBIN HOMEp TIOKYMEHTA;

e HaWMCHOBaHHE BUA JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT IOKyMEHTA;

e HaMMEHOBaHME JOJKHOCTH;

e TIOJITHUCH.
8.3. PexBu3uT — "TekcT JokyMeHTa" opopmiIsieTcs B BUe TaOIHIbI ¢ rpadamu:



e HOMEp IyHKTA IUIaHA;
e HAaUMMEHOBaHHE MEPONPUATHSI;
e  CpOK MCIIOJHEHHS,

e HCIOJHMTENb;

e IpHUMEYaHHUE.

9. Ortyer
9.1. OTuer — IOKYMEHT, COJAEepKALUI CBEAECHUS O pe3ysbTaTax NesATeIbHOCTH 3a OINpeeIeHHbIN
IIEPUOJT BPEMEHH, BBIITOJIHEHUY MEPOIIPUATUH, IIOPYUYECHUM, 3aJaHNM, TUIAHOB.
9.2. Otuersl, NpenoCTaBiIsieMble B OpraHbl I'OCYJapCTBEHHOH BJacTH (B TOM 4YHCIE B OpraHbl
TOCYJapCTBEHHON  CTaTUCTMKM) W  HMMCIOIIME  YCTAHOBJIECHHYIO  TPABOBBIMH  aKTaMHU
rOCYJapCTBEHHBIX OPraHOB (OPMY, CO3JAOTCA 110 YCTaHOBJIEHHOW IOCYJapCTBEHHBIMH OpraHaMu
¢dopme 1 B OIpeeiEHHOM UMH MOPSIAKE.
9.3. Oruérel, mpenocTaBiIsieMble COTPYAHHKAMU OpraHM3allUd B  XOJI€ BHYTPEHHEIO
B3aMMOJICHCTBHS, CO3/IAIOTCS 110 MPaBHJIaM, YCTAHOBICHHBIM IS CO3/IaHUS CIYKEOHBIX 3aIHCOK.
9.4. Otuerpl odopMisitoTCs Ha Jmcte Oymaru (opmata A4 ¢ HCIONB30BAHHEM CIEAYIOIIMX
PEKBU3UTOB:

e HAaMMEHOBaHHE OPraHU3ALUY;

e JlaTa JIOKYMEHTA;

e  PEruCTpalMOHHBIN HOMEp I0KYMEHTA;

e HaMMCHOBAHHE BUA JOKYMEHTA;

e 3aroJOBOK K TEKCTY;

e TEKCT IOKyMEHTA;

e OTMETKa O IPUJIOKEHUU (IIPU HATUYHH);

e HAaMMEHOBAHHE JOJKHOCTH;

e IOJIUCH.
9.5. B Tekcre oru€ra B 00s3aTEIBHOM MOPSIKE JODKHO COJEPKATHCSA YKa3 Ha AEATENbHOCTD,
MEpOINpUATHE, BbIJAHHOE IOpyYEHHUE, 3aJjaHue, MYyHKT IIJaHa, IOJUIeKALIUI BBINOJIHEHUIO, U
pe3yabTaT O BBIOJHEHHH, B TOM YHCIIE C YyKa3aHHMEM Ha COONIOICHHWE WM HapylleHHe
UCIOJHUTENIBCKOM  JUCLUIUIMHBL, YCTAaHOBJIEHHBIX CPOKOB MCIIOJHEHMS U HaJJexaliee
IpenocTaBlieHne  HMHoOpManuM, HEOOXOAMMBIX  MaTepuanoB  (MPOEKTOB  JOKYMEHTOB)
COUCHIOJHUTENSAMU (TIPH YYaCTUH HECKOJIBKUX UCIIOIHUTENEH).

10. IIncbmo
10.1. [lucpma roToBSTCS KakK:

e OTBETHI O BHIIOJIHEHUH MMOPYUEHHH BBIILIECTOSIINX OPraHOB UCIIOJIHUTENLHON BIACTH;

e OTBETHI Ha 3aIPOCHI OpPraHU3aAINN, IPEATIPUATHN U YACTHBIX JIHII,

e HHUIMATUBHBIC MHCHMA.

10.2. Cpok# MOATOTOBKH OTBETHBIX ITHCEM:

e C KOHKpPETHOH J1aTO! MCIIOJIHEHMs, YKa3aHHOH B IOKYMEHTE, - B YKa3aHHBIH CPOK;

e B COOTBETCTBHUM C pE3OJIIONMEH IUPEKTOpa H €ro 3aMecTUTENed Ha OCHOBaHHUH
YCTAQHOBJICHHBIX CPOKOB HCIIOJHEHHUs TMOPYYEHHH, 3alpOCOB WIM IO PELICHUIO aBTOPa
PE3OITIOIUH.

10.3. TekcTbl OTBETHBIX MUCEM JOJDKHBI TOUHO COOTBETCTBOBATH 33aJaHUSAM, 3a()UKCHPOBAHHBIM B
pe3omtorun. CPOKH MOATOTOBKH MHUITMATUBHBIX THCEM OTPENEISIFOTCS CaMOCTOSTEIIEHO aBTOPOM
MPOEKTa MUChMa C YUETOM HEOOXOAUMOCTH PELIeHNs KOHKPETHBIX 3a/1a4 U (MJIM) B COOTBETCTBHHU C
TpeOOBAaHUSIMH 3aKOHO/IATENILCTBA, TOPYUCHUSIMHU HETTOCPEICTBEHHOTO PYKOBOIHUTEIIS.
10.4. Ilucbma mnewararoTcss Ha OJaHKEe NHCbMa aBTOHOMHOM HEKOMMEpYECKOH OpraHuzanuu
JOTOTHUTEIBHOTO MPodeccHoHaAIEHOTO 00pa30BaHus C YTIOBBIM PACIIOIOKEHNEM PEKBU3UTOB.
10.5. JlomosHUTENBPHO K PEKBU3UTaM OJIaHKa MUChbMa NMpU O(GOPMIICHHH IMUCEM B OpraHHU3alUU
WCTIOJNB3YIOTCS CIEAYIONINE PEKBH3UTHI:

e ajpecar;



e 3aroJIOBOK K TEKCTY;

e TEKCT IOKyMEHTA;

e OTMETKa O MPUJIOKECHUU;

e BHU33;

e  TOJIMWKCH.

e OTMETKa 00 MCITOJTHHUTEJIC.
10.6. IIpu odopmieHun nuckMa Ha ABYX M OoJjiee CTpaHUIAX BTOpas M MOCIEAYIOIINE CTPAHHIIBI
HYMEPYIOTCS IOCEPENHE BEPXHETO OIS JIUCTA apaOCKUMHU U paMu.
10.7. [lucpma MOMUCHIBACT JUPEKTOP MM PAOOTHUKH, YITOTHOMOUYEHHBIE TIPUKA30M.
10.8. CiryxeOHbIC 3aMHCKU
10.9. B mensix ocCymIecTBIICHUS] B3aUMOJCHCTBUS MEXIY COTPYAHMKAMU B paMKaX BHYTPEHHETO
JOKYMEHTO000pOTa B OpTaHU3aIlMH NPUMEHSIOTCS CITy)keOHble 3amucku. Ciry)KeOHbIe 3aluCKu
SBIISIIOTCSL  CHPAaBOYHO-MH(POPMALIMOHHBIMA  JIOKyMEHTaMHU. ABTOpaMH  CIY)XKEOHBIX 3aIUCOK
SBIISIIOTCSL  COTPYAHMKH  aBTOHOMHOM  HEKOMMEPYECKOW  OpraHW3ald JIOTOJHHUTEIBHOTO
npodeccrnoHabHOTO 00pa30BaHHUS.
10.10. CuyxeOHas 3ammucKa MOXKET COCTABISATHCS 10 YKa3aHUIO PYKOBOJICTBA WIIH 110 WHUIIMATHUBE
KOHKPETHOTO COTPY/IHHUKA.
10.11. [Tpu oopmieHUH cIy>keOHOM 3aMUCKH O(OPMIISIOTCS CICTYIOIINE PEKBU3HUTHI:

e ajpecar;

e JaTa JIOKYMCHTA;

e HaMMCHOBAHHE BUA JOKYMEHTA;

e 3aroJIOBOK K TEKCTY;

e TEKCT IOKyMEHTA;

e OTMETKa O MPUJIOKCHUU (IIPH HATUYHH);

e HAaMMEHOBAHHE JOJKHOCTH;

e TMOJITHUCH.
10.12. Ciy>keOHBIC 3aIMCKH MOTYT CO3/1aBaThCs HA OyMaKHOM HOCHUTEINE U (MJIM) B AJICKTPOHHOMN

dhopwme.

11. JloBepeHHOCTH

11.1. [doBepeHHOCTh BBIAAETCS COTPYJHUKAM OpraHu3zalud U odopmisieTcss Mo IpaBHiIaM,
YCTAaHOBJICHHbIM HacTtosimell MHcTpykuumelt s muceM, ¢ yuy€ToM TpeOOBaHUM T'pa)kIaHCKOTO
3akoHojarenbeTBa Poccniickoin denepanyiu U HACTOSIIETO pas3zena.

11.2. TIpoeKkT JOBEPEHHOCTH MOJTrOTABIMBACTCS U BHU3MPYETCS COTPYAHUKOM, KOTOPOMY
JIOBEpEHHOCTh OyJeT BblJaHa, IOCJIEe 4Yero mnepenaércss B KaHUEISAPUIO JUIsl HamlpaBleHUS Ha
MIOJNIACAHUE.

11.3. JloBepeHHOCTh TMOANMUCHIBACTCS JUPEKTOPOM WJIM JIMIOM, OCYIIECTBIISIFOIIUM  €T0
MOJTHOMOYHUS  (MCHOJHSAIOIMM  OOSI3aHHOCTHM), M CKpeIUIsieTcss  MedaThbl0  aBTOHOMHOM
HEKOMMEPUYECKOIN OpraHu3aliy JOMOJIHUTEIBHOTO TPO(hEeCCHOHATLHOTO 00pa30BaHusl.

12. loroBopbl, coryameHusi, KOHTPAKTHI

12.1. JloroBopsl, cornamieHus, KOHTPaKTHI (Jajee - JOrOBOPbI) MOATOTaBIMBAIOTCS B COOTBETCTBUU
¢ TpeOOBaHMUSIMU TPAKIAHCKOTO, TPYIOBOT0, OIOI)KETHOTO U MHOTO 3aKOHOATENIbCTBA Poccuiickoit
@denepanun, B 3aBUCUMOCTH OT PETYIUPYEMBIX JOTOBOPOM IMPABOOTHOIIEHUH W 00s3aTENbCTB
CTOPOH.

12.2. TIpoekT mOroBopa TOJTOTaBIMBACTCA OTBETCTBEHHBIM COTPYJHUKOM (KOHTPaKTHBIM
YIOPaBISAIOMUM) € YYETOM HEOOXOAMMOCTH CBOEBPEMEHHOIO M KaueCTBEHHOro oOecredyeHus
WCTIOJTHEHUS] CBOMX TOTHOMOYUH (00s3aHHOCTEH, (DYHKIINI ), TOTHOMOYNH OPTaHU3AIMH B LIEJIOM.
12.3. TIpoekt moroBOpa IOATOTABIMBACTCS OTBETCTBEHHBIM COTPYAHHKOM (KOHTPAKTHBIM
YIPABJISIONIMM) COBMECTHO CO CHEIHATUCTOM, K (QYHKIHSIM (IIOJITHOMOYHUSM) KOTOPOTO OTHOCUTCS
PEIICHUE BOIIPOCOB, ABIAIOIINUXCA MPECIMETOM J0OroBopa, MJIM WMHBIM COTPYAHHWKOM IIO IIPAMOMY



YKa3aHUI0  JUPEKTOpa AaBTOHOMHOW  HEKOMMEpPYECKOH  OpraHu3aluHd  JOMOJHHUTEIHHOTO
po¢eCCHOHATBPHOTO 00pa30BaHUS.

12.4. HeobOxoaumasi JUIst IOJTOTOBKH MTPOEKTa TOTOBOpa MH(MOpMaIus COOMPAeTCsi OTBETCTBEHHBIM
JTUIOM (KOHTPAKTHBIM YIPAaBISIONIMM) B HOpSAKE paboyero B3auMOJAEUCTBUSA C YUETOM IpaBul,
YCTaHOBJICHHBIX HacTosAwend NHCTpyKIuen.

13. IlpuHOMNIBI OPraHU3anMU JOKYMEHT0000poTA

13.1. B 10KyMEHTOOOOpOTE BBIACIAIOTCSA CIEAYIOIIME JOKYMEHTONOTOKH: IIOCTYIAIoIas
JOKyMeHTalusi  (BXozsiuas), OTHpaBisgeMas JIOKyMeHTauus (UCXOZsIas), BHYTPEHHSA
JOKYMEHTAITHSI.

13.1. B cocraBe BxoAsmell M HCXOAAIIEH MOKYMEHTAlMM MOTYT BBIJICISTHCS JIOKYMEHTHI,
MOCTYIUBIINE W3 BBHIMICCTOSIIINX, MOAPSAHBIX, MEAUIIMHCKUX W JPYIHUX OpPTaHHU3aIMii, OPraHOB
MECTHOT'O CaMOYIIpaBJIeHUs, OOpallleHus Tpax/iaH.

13.3. OOpaimenusi rpaxaaH pPerucTpUpyroTcs U (HOpPMUPYIOTCS B Jela OTAEIbHO OT IPYTHX
JIOKYMEHTOB aBTOHOMHOW HEKOMMEPYECKOM OpraHu3aluu AOMOJHUTEIBHOTO MpodecCHOHATbHOIO
oOpa3oBaHUs.

13.4. B opranuzanuu JocTaBKa M OTIPaBKa JOKYMEHTOB OCYIIECTBIISIETCS CPEICTBAMU MOYTOBOM
CBSI3H, DJICKTPOHHOM CBSI3H, a TAKXKE [0 CUCTEME AJIEKTPOHHOTO JJOKyMeHTooOopoTa (fnaiee - CO/).
C noMoIIbIO MOYTOBOM CBSI3M B OPTraHU3ALMIO JOCTABISETCS MUChMEHHAs KOPPECIOHACHLUS B
BUJIC TPOCTBIX MHUCEM, 3aKa3HBIX IHCEM, TIOYTOBBIX KapTOUEK, OaHIEpOJIeH U MEIKHX MaKeToB, a
TaK)Ke NeYaTHbIC U3/IaHuUs.

14. llepBuyHasi 00padOTKA MOCTYNAIOIIMX IOKYMEHTOB
14.1. JloxymMeHTBI, MOCTYIAIONIME B OpPraHU3ALMIO, TEPENAIOTCs Ha PErUCTPALMI0 CEKPEeTapio
ABTOHOMHOW HEKOMMEPYECKOW OpraHu3aluy JTOMOTHUTEILHOTO MPOPECCHOHANTBHOTO 00pa30BaHus
U MIPOXOMST MEPBUUHYI0 00pabOTKy B JI€Hb MOCTYIUICHUS, IPH TOCTYIUIEHUH B HEepaboyee BpeMs -
Ha creayouwmii paboumit genp. llpu mnepBuuyHON 00paboTKEe MOKYMEHTOB MPOBEPSETCA
MPaBWIBHOCTh  aApecoBaHus. OmMOOYHO NOCTYNMBIIME JIOKYMEHTBI IEPECHUIAIOTCS IO
MPUHAIICKHOCTH UM BO3BPALLAIOTCS OTIIPABUTEIIO.
14.2. lokymenTsl, noctynusime ¢ otMerkamu "Cpouno”, "Bpyunts HemeuieHHo", "OnepatuBHo",
HEe3aMeUIUTEIHLHO MPOXOIAT MEPBUUHYI0 00pabOTKY M JOKJIAABIBAIOTCA JTUPEKTOPY WM B Cllydae
€ro OTCYTCTBUSI — 3aMECTUTENIO IUPEKTOPA MO HAIIPABIICHUIO JESATEIIbHOCTH.
14.3. TlocTynuBiIMe TeJaerpaMMbl IPUHUMAIOTCS O] MOAMKCH C MPOCTABICHUEM JaThl U BPEMEHU
IpHeMa, PETUCTPUPYIOTCS 10 TEM XK€ MpaBUiIaM, 4YTO U MHUChMA.
14.4. DnexTpoHHBIE COOOIIEHUS, AaJpPECOBaHHbIE JUPEKTOPY WJIM HalpaBlIEHHbIE B aJpec
OpraHM3allM, pacreyaThIBalOTCS U JOKJIAAbIBAIOTCSA JUPEKTOPY WM B CIy4yae €ro OTCYTCTBUS —
3aMECTUTEINIO TUPEKTOPA.
14.5. DnexkTpoHHBIE COOOIIEHUS, 3aBEPEHHBIC JIEKTPOHHONW MOJAMKCHIO, MOJUIeKaT 00paboTKe Mo
MpaBHJIaM, TPEyCMOTPEHHBIM IS OCTYMAaroMIel (BXOASIIEH) TOKYMEHTAIIUH.
14.6. TloctynuBmias (BXojsmias) AOKYMEHTAIMsl DPACHpeeNsieTcss Ha PETUCTPUPYEMble W He
MOJUIeXkKAIUE PETUCTPALIMHN JOKYMEHTHI.
14.7. He moaJiexxat perucTpaiuu:

e TPUTIIACUTENbHBIE, TO3JPaBUTEIbHbIC TUChMA U TEIETPAMMBIL;

e OUICTEHI;

e IUIAHBI U IPOTPAMMBbI CEMUHAPOB, KOH(MEPEHIINIA U APYTUX MOJOOHBIX MEPOTPUITUN;

e JIOKYMEHTBl M0 OyXraJTepcKoMy Yy4YeTy, MaTepHUaJbHO-TEXHHUUYECKOMY OOEeCHeueHHUIo,

IUTAaHOBBIE U (DMHAHCOBBIE JOKYMEHTBI, IOCTYNaroIue 06€3 CONMPOBOAUTEIBHOTO MUChMA,

e peKJIaMHbIe, KOMMEpPYECKUE MPEUI0KEHHS], B T.4. IOCTYNHBILKE MO 3JIEKTPOHHOM MouTe;

e T[CUYaTHBIC U3JAHMUS;

e MHCHbMA C IOMETKON «JIMYHO.

15. Perucrpamusi, yyeT M PaccCMOTPeHHE PYKOBOAMTEJNeM MNOCTYNAIMX (BXOAAIIMX)
AOKYMEHTOB



15.1. TloctynuBuime (BXOIAIIME) NOKYMEHTHI PETUCTPUPYIOTCS TOJBKO IIOCIE€ WM IEPBUYHOMN
00pabOTKH M HE3aBHCHMO OT CTI0C00a MX TOCTaBKH.
15.2. Peructpanus — npocTaBiieHUE B HIYKHEM IIPAaBOM YIIIy MEPBOTO JHUCTA TOKyMEHTa OTMETKH
O MOCTYIUICHMM C YyKa3aHUEM JaThl NOCTYIUIEHHUS M BXOZSIIEr0 pPErMcTPallMOHHOTO HOMepa
JOKYMEHTa C O0O0s3aTeIbHOM 3aluChl0 B IKYpPHAI PETUCTPAllMM TOCTYHAroImed (BXOASIIEH)
nokymeHTauu. CTpyKTypa perucTpallioOHHOTO HOMEpPA, MOCTYIAIOMIEro (BXOIALIEr0) JOKYMEHTa,
COCTOMT W3 €ro IOpsAJKOBOIO HOMEpa M HMHAEKca Jejla [0 HOMEHKJIAType /el aBTOHOMHOM
HEKOMMEPUYECKOH OpraHn3aluy JIOMOJIHUTENBHOIO IPO(PECCHOHATBHOIO 00pa30BaHuU.
15.3. Permcrpamus BceX MOCTYNMUBIIUX (BXOMSAIIUX) TOKYMEHTOB NPOU3BOJIUTCS B Mpelenax
o0IIero JOKYMEHTONOTOKa. JIOKyMEHTbI, MOCTYNMBIIME B OpraHM3alUI0 [0 KaHajlaM
(akcUMHIIBHOHN CBSI3U, 00pabaTHIBAIOTCS M PETUCTPUPYIOTCS B OOIIEM MOPSIIIKE.
Tekcr mnocrynuBiied TeneoOHOrpaMMbl —3aIUCBIBACTCA B JKypHAle PErUCTpalUU
Tesne)OHOTPaMM U TIeYaTaeTcs Ha JINCTe OyMaru i epeadn Ha pacCMOTpPEHHE.
15.4. Tlocrynatomue (BXOIAIINE) TOKYMEHTHI IEPEAAIOTCS HAa PACCMOTPEHHUE PYKOBOJICTBY TOJIBKO
I10CJIE UX PETUCTPALIMU U NPEABAPUTEIBHOIO PACCMOTPEHUS.
155, JlokyMeHTbl, MOCTYNMBIIME B  aBTOHOMHYIO  HEKOMMEpPYECKYI0  OpraHU3alLUIo
JOMIOTHUTEIBHOTO  MPO(PECCHOHATBHOTO  00pa3oBaHWs, IO BOMpocaM, HE TpeOyHmUM
paccMOTPEHMs JAUPEKTOPa, HANPABISIOTCS PAOOTHUKOM OTBETCTBEHHBIM 3a JEJIONPOU3BOACTBO
OpraHMU3alK HETTOCPECTBEHHO UCIIOJHUTEIIO 3a1poca.
15.6. /IupexTop B pe30IOLMHU ONPENENseT ML, OTBETCTBEHHBIX 3a UCIIOJIHEHHE TIOKYMEHTa, U 1aeT
UM nopyuyeHue. PaOOTHHK OTBETCTBEHHBIH 3a JIEIONPOU3BOJICTBO OPraHU3allui NePEJAcT JOKYMEHT
Ha UCIIOJIHEHHE.
15.7. IlomnuMHHUK JOKYMEHTa C pE30JIIOLMEH PYKOBOIUTENS AaBTOHOMHOM HEKOMMEpPUYECKOM
OpraHu3alK JOMOJHUTEIBHOIO NPOo(hecCHOHAIIEHOTO 00pa30BaHuUs HANPABIIAETCS UCIOIHUTEINIO.
15.8. Ilpm HaMM4YMKM HECKOJBKHUX HCIIOJHUTENCH IOMIUHHUK JOKYMEHTa MEepeaaeTcss TOMY
UCIIOJHUTENI0, KOTOPBIH B COOTBETCTBUM C YKa3aHWSAMM 110 HUCIOJHEHHUIO  SBISETCA
OTBETCTBEHHBIM, OCTAJIbHBIE UCIIOJIHUTENHN MTOJIy4at0T KOIUIO JOKYMEHTA.
15.9. IlomMHHUK JOKYMEHTa, KOTOPBI HCHOJHSAETCS HECKOJbKUMH JOJDKHOCTHBIMU JIMIIAMH,
10JIy4aeT OTBETCTBEHHBIN HCIIOJIHUTENb. OCTaNbHBIM UCIIOIHUTENSAM NEPENAIOTCS KOIHH.
15.10. HM3roroBineHue KONMM JOKyMEHTa [uld NepeAadd COUCHOJHHUTENSIM OCYIIECTBIISETCS
CEKpeTapeM aBTOHOMHON HEKOMMEpPUYECKOH OpraHU3aluy JOMOJIHUTEIBHOIO MPOPECCHOHATBHOIO
o0Opa3oBaHUs.
15.11. Pe3omtonusi COEPIKUT:
e yKa3zaHME IO MHCIOJHEHHMIO, COJAEp)Kallee KpaTKoe ONUCAaHHEe HEeOOXOIUMOro JUls
HCIIOJIHCHUS ICHCTBUS,
e yKa3aHME Ha CpPOK, B TE€YEHHE KOTOPOro JHOO 1O HMCTEYEHUs KOTOPOro HEOoOXOAMMO
WCIIOJIHUTH MPEANICAHHOE JIEHCTBUE;
e JIMYHYIO OJIHUCH aBTOPA PE30JIIOLUH;
e JIaTy MPOCTABJICHUS PE3OJIOIHH.
15.12. Vka3zaHue Ha CpoOK, B TE€YEHHE KOTOPOro JHOO 10 HMCTEYEHHUs, KOTOPOro HEOOXOIUMO
WCTIOJHUTH TIPEJITUCAHHOE JICHCTBHE, MOXET HE BBIPAKATHCS KOHKPETHOW JaTOW M COJepXkarhb
BBIPAKEHUS: "B YCTAHOBJIEHHBIN 3aKOHOM CpPOK" U T.II.
15.13. Pe3ommonus mumieTcs Ha CBOOOTHOM OT PEKBU3UTOB MECTE TIEPBOTO JIMCTA JOKYMEHTA.
15.14. B cnyuae, Korja pe3oyonus apecoBaHa HECKOJIBKUM COTPYIHUKAM, TO OTBETCTBEHHBIM 3a
WCTIOJTHEHUE JIOKYMEHTa B IIEJIOM SIBIISIETCS COTPYIAHHK, YKa3aHHBIH TEPBBIM (BEPXHUM), JHOO
COTPY/IHUK, B OTHOLIIEHUU KOTOPOTO Ce/iaHa TIOMETKA O TOM, YTO OH SIBJISIETCS OTBETCTBEHHBIM.

16. Opranuszanus padoTsl ¢ OTHPABJIAAeMbIMU (MCXOASAIIUMHI) JOKYMEHTAMHU

16.1. Jlo mpemocTaBiieHUsT TPOEKTa OTIPABIAEMOro (HUCXOJAIIET0) JIOKYMEHTa Ha TOJIHUCH
JUPEKTOPY WM MHOMY YINOJHOMOYEHHOMY B YCTAHOBJIEHHOM IMOPSAKE HAa MOANHCAHHUE JHUILY
OCHOBHOM HCTIOJHUTENh TPOBEPSET MPABWIBHOCTH OGOPMIICHHSI OTIPABISIEMOro (HMCXOJSIIETO)
JOKYMEHTa Ha COOTBETCTBHE TPeOOBaHMAM HacTosIe NHCTpyKIIUH.



16.2. TIpu moAroTOBKE OTHPABISIEMOro (MCXOASIIET0) AOKYMEHTa Kak OTBETAa Ha MOCTYMHBILUIH
(BXosAIMiA) JOKYMEHT HCHOJHMUTENb NPHUKIAIBIBAET K IOATOTOBIEHHOMY INPOEKTY BXOISIIUI
JOKYMEHT.
16.3. IIpoekTsl OTIpaBiIsieMbIX (MCXOIAIINX) JOKYMEHTOB C YYETOM COOJIIO/ICHUS YCTAaHOBIEHHOTO
B PE30JIONMM CPOKAa KCIOJHEHHUS TMEpeJaloTcs OTBETCTBEHHBIM HCIIOJHUTEIEM B OTIEIN
JIeJIONIPON3BOCTBA (KaHLIEISIpUs, CEKPETaph) OpraHU3allK [yl HallpaBJIeHUs Ha OJIMCAaHUE.
16.4. TlomnmucaHHble oOTHpaBisieMble (MCXOIAIIME) JOKYMEHTHI, MepefarTcs pabOTHUKY
OTBETCTBEHHOMY 3a JICJIONPOM3BOJCTBO OpraHU3allMy, KOTOPBIA OCYLIECTBIIAET IPOBEPKY
KOMIUIEKTHOCTH W COOTBETCTBHS KOJIMYECTBA DSK3EMIUIIPOB OTHPABISIEMOTO (MCXOJSIIETO)
JOKYMEHTa CHHUCKY pAacChUIKM, a TaKXe IPaBUJIBHOCTh O(QOPMIICHHS JOKYMEHTa COIJIACHO
HACTOSIIEH UHCTPYKLIHUH.
16.,5. B cayuae HapylleHHs KOMIUIEKTHOCTH WM COOTBETCTBUS KOJMYECTBA, a TaKXkKe
NPaBUIBHOCTH O(GOpPMIIEHUS JOKYMEHTA COIJIACHO HACTOSIIEH WHCTPYKIHMU OTIPaBISEMbIC
(ucxonsmue) JOKYMEHTbl  HE3aMEAJIMTEIbHO  BO3BpAllAlOTCd  pAaOOTHUKAMM  KaHLEJSPUU
OTBETCTBEHHOMY HCIOJHHUTEII0 WJIA B CIIydae OTCYTCTBUS OTBETCTBEHHOT'O HCIIOJIHUTEINS €ro
HEIOCPEJCTBEHHOMY PYKOBOAUTEIIO JUIs YCTPaHEHUs HApYIIEHUH.
16.6. JlokyMeHTBI TOCJ€ WX MOJINUCAHUS IUPEKTOPOM WM WHBIM YIOJTHOMOYEHHBIM JIUIIOM
nepefaTcs B KaHIEIIPUI0O AaBTOHOMHOW HEKOMMEPUYECKOH OpraHu3aliu JOMOJHUTEILHOIO
poheCCHOHATTLHOTO 00Pa30BaHUS ISl PETUCTPAIIMU U OTIPABKH.
16.7. Peructpanus oTIpapisieMbIX (MCXOASIINX) JOKYMEHTOB OCYILECTBIISETCS OCIE MPOBEIECHUS
pabOTHUKAMU KaHIIENSPUU, OTBETCTBEHHBIMHU 32 JICJIONMPOU3BOJICTBO, TPOBEPKH KOMIUIEKTHOCTH H
COOTBETCTBHUS KOJUYECTBA SK3EMIUISIPOB, a TaKXkKe IMPaBHIBHOCTh O(OPMIIEHUS OTIIPABISEMOIO
(Mcxond1Iero) T0KyMeHTa.
16.8. Perucrpauus co3naBaeMbIX JOKYMEHTOB OCYILECTBJIAETCS B JIeHb IHOAMUCAHUS WU
YTBEpKIEHHS TMOO0 Ha CIIEAYIOMNN pabOUHii JCHb.
16.9. CesneHust 0 perucTpupyeMbIX OTIPABISEMbIX (MCXOIAIIMX) TIOKYMEHTAaX BHOCATCS B KypHAJ
perucrpanuy oTnpaBiIsieMon (MCXOAsIIEeN) TOKYMEHTALIUH.
16.10. PeructpanimoHHbIii HOMEp U JaTa OTHPABIAEMOTO (UCXOIAIIETr0) JOKyMEHTA TPOCTABIISIFOTCS
Ha TIOJIMHHHUKE JIOKyMEHTa B PEKBHM3HWTaX OJaHKa M Ha HK3EMIUIApPE, OCTAIOUIEMCS B Jele
aBTOHOMHOM  HEKOMMEpPYECKOH  OpraHu3alud  JONOJHHUTEIBHOIO  HPOQEeCcCCHOHATBHOIO
oOpazoBaHus.
16.11. CtpykTypa perucTpaliMOHHOTO HOMepa OTHPABISAEMOro (MCXOASIIEr0) JOKYMEHTa COCTOUT
U3 €ro MOPSIKOBOT0 HOMEpa M MHJIEKCA JIeia TI0 HOMEHKIJIAType JIENT OpTaHu3aIiH.
16.12. OrtnpaBka JOKYMEHTOB MPOU3BOAUTCS LEHTPAIM30BAHHO pPaOOTHUKAMHU KaHIEISPUU
OpTaHu3aINK, KOTOPBIE TPOU3BOMIAT UX COPTUPOBKY IO CIOCOOY OTHpaBieHus (IIPOCTas, 3aKa3Has,
MEXyHapOaHas U Jp.).
16.13. IlucbMma, TenerpaMMbl, OTKPBITKH, OAaHIEPOIIN U ITeYaTHBIC U3AaHUS OTIPABIISIOTCS TOYTOM.
dakcorpamMmMsbl U Tesle()OHOTpaMMBbI ITEpPEeJA0TCs 10 KaHadaM Telle()OHHOM CBA3H.
16.14. DnexTpoHHBIE COOOIIEHHS OTHPABISAIOTCS C OQHUIMATBLHOTO MOYTOBOTO 3JIEKTPOHHOTO
aZipeca aBTOHOMHOM HEKOMMEpPYECKOW OpraHu3alMy JONOJIHHUTENBHOTO0 MNpPOodeCcCCHOHATHLHOIO
oOpazoBaHus.
16.15. ITucbma, TenerpamMMsbl, OTKPBITKH, OaHAEPOIH, (haKCOrpaMMBbl, NEKTPOHHBIE COOOILICHNS, HE
CBsI3aHHBIE C paboUeH NesTeTLHOCTHIO, K OTIIPABKE HE TPUHUMAIOTCS.
16.16. JIoxkyMeHTBI, OTIpaBIsieMble CPEACTBAMHU IOYTOBON CBSI3U MPOXOJIAT:

e  YIIAKOBKY;

e ajpecoBaHue (MpU HANPABICHUU TOKYMEHTa Oojiee yeM B 4 ajapeca) — B COOTBETCTBHHM C

yKa3aTeJieM PacChUIKH, Ha Ka)KIOM 3K3eMIUIIpE MUChMa YKa3bIBA€TCs TOJILKO OJIMH ajpecar.

e MPOCTaBJIEHHE CTOUMOCTH ITOUYTOBBIX YCIYT;

e Tepenady B OYTOBOE OTIICIICHUE CBS3H.
16.17. Ilpu moAroToBKE M OTIpaBKE MHCEM HEOOXOJMMO YUUTHIBATh NMpPABUIIA, YCTAHOBIICHHBIE
MpuKa3oM MuHHCTEpCTBA CBA3M U MaccoBbIX KoMMyHHKalil P® ot 31 utons 2014 r. N 234 "O0
yTBepkaeHun [IpaBui okazaHus yciyr mOYTOBOM CBS3U".



16.18. JlokyMeHTHI, OTHpaBiIsieMble CPEJICTBAMH ITOYTOBOM CBSI3U B OIMH AJPEC, BKIIAJBIBAIOTCS B
OJIMH KOHBET.

16.19. Hcxonsmme MOKYMEHTHI, MpeAHA3HAYCHHBIC I OTIPABKH CPEACTBAMU (PAKCUMUIBHON
CBSI3H, OTIPABISIOTCS PaOOTHUKAMH KaHIICSIPUM aBTOHOMHOW HEKOMMEPYECKOW OpraHu3aIiu
JIOTIOJTHUTEIHHOTO TPO(HECCHOHATTLHOTO 00pa30BaHUsI.

17. Pa3paboTKa u BeJleHHMe HOMEHKJIATYPbI J1eJ
17.1. JoxymeHTanbHBIA (OHJ OpraHU3allid — COBOKYIHOCTHh JOKYMEHTOB, OOpa3ylIIUXCcsS B
mporecce ero JIesATeNbHOCTH. JIOKYMEHTAIbHBIA (DOHJ] OpraHMU3aldd COCTABJISIIOT JOKYMEHTHI,
CO3/IaHHbIE B aBTOHOMHON HEKOMMEPUECKON OpraHU3alliu JOMOJIHUTEIHLHOIO MPOQGECCHOHATBHOIO
00pa3oBaHMsl U TMOJYYCHHBIE €0 B pe3yJbTaTe B3aUMOICWCTBUS C OpraHaMU TOCYJapCTBEHHOMN
BJIACTH, FOPUANYECKUMHU U HPU3UUYECKUMU JIULIAMHU.
17.2. Howmenkmarypa Jen SBJISIETCS OCHOBOW (OPMHUPOBaHUS JOKYMEHTAIBHOTO (OHIA
OpraHM3allii M  MPEACTaBIseT CcOOOM  CUCTEeMATU3MPOBAHHBIA  NEPEYEHb  3aroJjOBKOB
(HamMeHOBaHMIA) JIeNl, 3aBOJAMMBIX B OpraHM3allMHM, C YKa3aHHEM CPOKOB HX XpaHCHUs, U
OQOpPMIICHHBIII B COOTBETCTBUU C MPABOBBIMU aKTaMU, PEKOMEHIAIUSMU U METOAMYECKUMU
yKazaHusMu opraHoB Poccuiickoii ®denepanuu, yIMOJIHOMOYEHHBIX B c(epe rocynapCTBEHHOIO
yIPaBICHUS ApXUBHBIM JIEJIOM, IEJIONPOU3BOJCTBA U IOKYMEHTOO00POTA.
17.3. HomeHkaTypa Jest COCTaBIISCTCSl HA OCHOBE U3yUYCHHUS MOJIOKEHHA, MHCTPYKIUH U TPaBuIL, a
TaK)Xe JAPYruX JTOKYMEHTOB, PErJIaMEHTUPYIOUINX JesTeNbHOCTh aBTOHOMHONW HEKOMMEPYECKOM
OpraHM3alK JOMOJIHUTEIBHOIO IPO(EeCCHOHATBLHOIO 00pa30BaHus, a TaKKe HOMEHKIATYp Ael 3a
MPENUIeCTBYIOIUE TOAbl M JOKYMEHTOB, O0Opa3zyloumxcs B JEATEIbHOCTH aBTOHOMHOMU
HEKOMMEPUYECKOW OpraHN3aliu TOTIOJHUTEFHOTO TPO(ECCHOHATBHOTO 00pa30BaHUSI.
17.4. HomenknaTypa el UCHOJb3yeTCs AJisd TPYNIUPOBKU HMCIOIHEHHBIX IOKYMEHTOB B Jena,
CUCTEMAaTH3allMM U y4eTa JIell, ONpee/ICHUsI CPOKOB UX XPAHEHUSI M MIOUMCKA JIOKYMEHTOB, SIBJISIETCS
OCHOBOI1 JIJIsl COCTaBJICHUS OMHCEH JeN MOCTOSHHOTO U BpeMeHHoro (cBbimie 10 sieT) xpaHeHus, a
TaKKe JIJIs1 yueTa Jest BpeMeHHOro (110 10 JieT BKIIOYUTEIbHO) XPaHSHHUSI.
17.5. HomeHnknaTypa JieJ1 BBOAUTCS B ACHCTBHE MIPUKA30M IO OpraHU3aliu.
17.6. HoMeHkIaTypa JieJ TOTOBHTCS B TPEX IK3EMILISAPAX:

e ISl IOMEUICHHS] B HOMEHKJIATYPHOE JIETI0 U TOCTOSTHHOTO XPaHEHUS;

e IS UCTIOJB30BAaHMS B PaOOTE OT/IEIOM JIEJIONPOU3BO/ICTBA (KaHIICIApUEH );

e ISl XpaHEHMsI B apXHUBE OpraHU3aIUU.
17.7. VI3 HOMEHKIATyphl J1€] OpraHUu3alii OTBETCTBEHHBIM JIMIIOM 32 BEJIEHUE JIEIONPOU3BOJICTBA
oQOpMIIIFOTCSL  BBIMUCKH  JUISI  K&XJIOTO M3 TOJpa3felieHud ©  OTAENOB  aBTOHOMHOMU
HEKOMMEPUYECKON OpraHu3aliy JOMOJIHUTEIBHOTO TPO(EeCCHOHATLHOTO 00pa30BaHusl.

18. ®opMupoBaHue Aes U UX Tekyuiee xpanenue. [1oAroToBka 10KyMeHTOB M jieJl K Nepeaye
HA apXHBHOE XpaHCHHE

18.1. ®opmupoBaHHe JeN — TPYNIHMPOBKA UCIOJHEHHBIX JOKYMEHTOB B JIeJla B COOTBETCTBHU C
HOMEHKJIATYpOil 1€  aBTOHOMHOW  HEKOMMEPYECKOM  OpraHu3allid  JOTOJHHUTEIBHOIO
npodeccnoHanTbHOT0 00pa30BaHUs U CUCTEMATHU3ALMS JOKYMEHTOB BHYTPH J€Ja.

18.2. Jlena co nHsA WX 3aBeAEHUS /O Iepelaud B apXWB OpraHU3allud WIM HAa YHUYTO)XKEHUE
XpaHATCS 0 MECTY UX (OPMUPOBAHUSL.

18.3. IIpuka3pl 1O OCHOBHOW, aJMHUHUCTPATHUBHO-XO35IMICTBEHHOH, Y4eOHO-BOCIIUTATEIHHON
NEeSTeIbHOCTH OpraHu3alliM, TPYNIUPYIOTCS OTAENbHO OT IMPUKA30B IO JIMYHOMY COCTaBY
pPabOTHHUKOB | IO JINYHOMY COCTaBY 0OydaromuXxcs (y4aruxcs/BOCTUTAHHUKOB).

18.4. Tlepenmcka rpymmupyeTcs 3a TEpUON KAICHAAPHOTO ToJa WM CUCTEMaTH3HPYETCS B
XPOHOJIOTUYECKON MOCIIEN0BATENBHOCTH.

18.5. [IpoBepka HaMUYUS M COCTOSIHUS JOKYMEHTOB H JIE]T TIPOBOJUTCS NIPU TIEPEMETIEHUH JIEIT, TIPH
BO3BpATe JIeN, IPU PEOPraHu3aliy WIN JUKBUAALWA aBTOHOMHOM HEKOMMEPUYECKON OpraHU3aluu
JOTIOTHUTEIHLHOTO TPO(EeCCHOHATFHOTO 00pa30BaHHS.



18.6. B  apxuB  aBTOHOMHOH  HEKOMMEpPYECKOW  OpraHM3alldd  JOMOJHHUTEIHHOIO
po¢eCCHOHATBPHOTO 00pa30BaHUAM (J1ajiee - apXUB) MEPEAAOTCS Jiesia MOCTOSTHHOTO, BPEMEHHOTO
(cBpimie 10 7eT) CPOKOB XpaHEHHS U IO JIMYHOMY COCTaBY uepe3 3 rojaa mocie roja, B KOTOPOM
JOKYMEHTBI OBbLITM MIOMEIICHBI B IEJI0 HAa XpaHEHHE.

18.7. Ilepenaua TOKyMEHTOB B apXHUB IMPOU3BOJUTCS IO YTBEPHKACHHBIM OIUCSAM JICI.

18.8. [loaroroBka AOKYMEHTOB M Jell K Iepelade Ha apXMBHOE XpaHEHUE W Ha YHUUYTOXKECHHE
MpeyCMaTpUBACT:

e JKCMEPTHU3Y LIEHHOCTH JOKYMEHTOB;

e COCTaBJICHUE OMUCEH JeJ 0 pe3ysbTaTaM dKCIEPTH3bI UX [IEHHOCTH;

e odopmieHHUE I,

e COCTaBJICHHE AKTOB Ha YHHUYTOXXCHHE JOKYMEHTOB U JIeJ C UCTEKIIUMH CPOKaMHU XPaHEHUSI.
18.9. DkcnepTH3a EHHOCTH JOKYMEHTOB IMOCTOSHHOTO M BPEMEHHOT'O XPaHEHUsS! OCYIIECTBISETCS
€XKEerogHo JHIOM (JIMIAMHM), Ha3HAYEHHBIM IPUKA30M OTBETCTBEHHBIM (OTBETCTBEHHBIMH) 3a
apXUBHUPOBAHUE.

18.10. B neno momernaercs He 6omnee 250 nmucToB (TONIIMHA AeNia IPU 3TOM COCTaBJISET He Ooee 4
cMm). Ilpu GombIIOM KONMHMYECTBE JOKYMEHTOB (popMUpYIOTCS ToMa (dacTH) jaena. BHyTpu nena
JOKYMEHTBHI PACIOJIaraloTCsi B XPOHOJIOTUYECKOM MOPSAKE B COOTBETCTBMU C ONKCHIO. B nema
MOMEIIAI0TCS TOJIBKO UCTIOJIHEHHBIE, TPABUIHLHO O(OPMIICHHBIE IOKYMEHTHI.

18.11. JlokyMeHTBI BHYTpPH Jieja PAacIoJIararoTCs CBEPXY BHU3 B XPOHOJOTHYECKOW, BOIPOCHO-
JIOTUYECKOW TOCJIENOBAaTENIbHOCTH WJIM HMX COYeTaHWW. PacrnopsauTenbHble JOKYMEHTHI
TPYNITUPYIOTCS B JeJIa 110 BUAaM M XPOHOJIOTHU C OTHOCSIIUMUCS K HUM TPUIIOKEHUSIMH.

18.12. JInunble KapTOUKH paOOTHUKOB (OPMUPYIOTCA B JEI0 MO alhaBUTy paMIIIUN.

18.13. Odopmienue xpena mpeaycMaTrpuBaeT: OQOPMICHHE PEKBH3HTOB OOJOXKKH Jena IO
YCTaHOBJICHHOW (opMe; HyMepaluio JUCTOB B JeJie KapaHJallloOM B BEPXHEM IIPaBOM YIIy;
COCTaBIICHHE BHYTPEHHEH ONHCH JTOKYMEHTOB JieNa, MOAIMBKY U meperier aena. Jluct 6ompuioro
dbopMara, MOAIIUTHIA 3a OAUH Kpal, HyMepyeTcsl KaKk OJMH JHCT B MPABOM BEpPXHEM YIIy.
JIOKyMEHTBI ¢ COOCTBEHHOW HyMepallfel JTUCTOB, B TOM YMCIIC NTeYaTHbIC U3/IaHusl, HyMEPYIOTCS B
o01eM mopsizike.

18.14. JIucTsl nei1, COCTOSIIMX U3 HECKOJIBKMX TOMOB HJIM YacTei, HyMEPYIOTCS 110 KaXXI0My TOMY
WJIM YaCTH OTAENBHO.

18.15. Tlocne 3aBepricHHs HyMepallH JIHCTOB COCTABIICTCS 3aBEPHUTENbHAS HAJIUCh, KOTOpas
pacrioyiaraercsi B KOHIIE Jiefia. 3aBepuTesIbHas HAAMUCh COCTABIISIETCS B Jiee Ha OT/AEIbHOM JIHMCTe-
3aBepHTeNe Jena.

18.16. B 3aBepuTenbHONH HaaMUCH LU(PpPaMU U HPOMUCHIO YKa3bIBAETCS KOJIUYECTBO JIMCTOB B
JaHHOM JieNie. 3aBepuTeNlbHAs HAIINNCh IOAMUCHIBAETCS €€ COCTaBHTENEM C YKa3aHHEM
pacliMppoBKM TOJNMCH, AOJDKHOCTH M JaThl cocTaBieHus. KoauuecTBo nucToB B Jene
MPOCTABIISIETCS Ha 00JIOXKKE JIeTa B COOTBETCTBUH C UTOTOBOW HA/IITUCHIO.

18.17. PexBu3uT "CpoK XpaHeHMs Jiena" MEepeHOCUTCS Ha OOJIOKKY JAeia M3 COOTBETCTBYOILEH
HOMEHKJIATYpHI JIeJ TIOCJTE CBEPKH €ro CO CPOKOM XpaHEeHHs, YKa3aHHBIM B TIEpEYHE THUIOBBIX
JOKYMEHTOB WM B MEepeyHe JOKYMEHTOB, 00pa3yIOLINXCcs B JAESITEIbHOCTH (eiepabHOIO OpraHa,
C YKa3aHUEeM CPOKOB XpaHEHHUSI.

18.18. Ha genax nocTOSHHOTO XpaHeHUs NUIeTcs: "XpaHUTh MOCTOSIHHO".

18.19. ITlpuem men NMPOU3BOAMUTCS COTPYAHHKOM, YIIOJTHOMOYECHHBIM Ha BEICHHE JEATEIHHOCTH
apXx#Ba, C MPOCTABJICHUEM B JIBYX SK3EMIUISPAaX OMUCHU Je]l OTMETOK O HAIWYMM KaKJO0ro Jiena (Ha
KaQX/IOM JK3EMIUISIPE OTMHMCH YKAa3bIBAETCS KOJIMYECTBO (PAKTHUYECKH NMPHUHSITHIX JEl, JaTa MpueMa-
nepeaayu Jiel, a Takxke MOANUCH apXUBUCTA U COTPYIHUKA, TTepeIaBIIero Aea.

19. 3ak0uuTeIbHBIE N0JI0KEHUS

19.1. Hacrosimast THCTpYKITUS 110 IEIOTPOU3BOJICTBY SIBISIETCS JIOKATBHBIM HOPMAaTHBHBIM aKTOM
aBTOHOMHOM  HEKOMMEpPYECKOH  OpraHM3alud  JIONMOJHHUTEIBHOIO  MPO¢eCcCCHOHATHLHOTO
oOpa3oBaHusi, mpuHuMaercss Ha OOmieM coOpaHHM PaOOTHHUKOB M yTBepXkAaercs (BBOIUTCS B



JENCTBUE) MPUKA30M JUPEKTOpa aBTOHOMHOM HEKOMMEPUECKOM OpraHM3alldd JOMOJHUTEIHLHOTO
po¢eCCHOHATBPHOTO 00pa30BaHUS.

19.2. Bce u3MeHEHHsI M JIONOJHEHUS, BHOCHMBIE B HacTosyl WHCTpyKunuioo, oGopmisiores B
MMUCbMEHHOM (popMe B COOTBETCTBUH JACHCTBYIOIINM 3aKOHOATENHCTBOM Poccuiickoit denepanuu.
19.3. MHCTpyKIUs 10 ACTONPOU3BOICTBY B OpraHU3alMK IPUHIUMACTCS Ha HEOTIPECIICHHBIH CPOK.
N3menenus u pononHeHus K MHCTpYKIMM MPUHUMAIOTCSA B TOPSJIKE, MPeaycMOTpeHHOM 11.19.1.
Hacrosuen Muactpykuuu.

19.4. Tlocne npunatus MHCTpyKIuu (WM W3MEHEHUW W JIONOJHCHWH OTAEIbHBIX IYHKTOB W
pazziesioB) B HOBOM peaKIMK MPEIbIIYIasi peJaKiis aBTOMAaTHYECKN YTPAuYUBAET CUITY.



Ipunoowcenue Ne 1

IIpaBuia
0(pOpMJICHUS] PEKBU3UTOB IOKYMEHTOB

. Jnsg mDOArOTOBKM JTOKYMEHTOB NPHUMEHSETCS TEKCTOBBIM pelakTop, OOeCIeYnBArOIIU
TpeGoBaHuUs TpapUUECKOro BOCIIPOU3BECHHS PEKBU3UTOB JOKYMEHTA.

2. Bugsl u pasMepsl ucnonb3yeMmbix mpudTos: Times New Roman — 12, 13, 14; Calibri 14 u
IpUOINKEHHBIE K HUM.

3. Ilpu moAroTOBKE TEKCTOB B TabiMIax, JUIs OOECHEYeHUs JIydlled YUTaeMOCTH IaHHBIX,
JoIycKaeTcs mpuMeHeHue mpudroB Buaa Arial, pazmepon 12,13.

4. Jlnana3zoH UCHOIb3yEMBIX MEXTYCTPOYHBIX HHTEPBAJIOB: OT OAMHAPHOTO JI0 MTOIyTOPHOTO.

5. AG3aiHbBINA OTCTYI TEKCTA IOKyMeHTa - 1,25 cM.

6. 3aroJ0BKH pa3IesIOB U MOAPA3/IEIIOB MEYATAIOTCA ¢ a03aI[HBIM OTCTYIIOM HJIM HEHTPUPYIOTCS I10
[IMPUHE TEKCTA.

7. MHOTrOCTpOYHBIE PEKBH3HUTHI IMEYATAIOTCS Yepe3 OJMH MEKCTPOUHBIM HMHTEpBal, COCTAaBHBIC
YaCTH PEKBU3UTOB OTAEIAIOTCS JONOIHUTEIBHBIM HHTEPBAJIOM.

8. Ecnmi JOKyMEHT TOTOBHTCS Ul M3JIaHUS C YMEHBIIEHHEM MacIiTada, TeKCT MedaTaeTcs yepes
JIBa HHTEpBaa.

9. UnTtepBan Mexay OyKBaMH B CIIOBaX - OOBIYHBIN. IHTEpBa MEXIy CIIOBaMH - OMH IPOOE.

10. TekcT 1OKyMeHTa BbIpaBHUBAETCS MO LIMPUHE JKCTa (110 TPaHULAM JICBOIO U MPABOro MOJei
JIOKYMEHTA).

11. JInuHa caMoil ATMHHOM CTPOKM PEKBH3MTA IPH YIIIOBOM PAaCIOIIOKEHUU PEKBU3UTOB He Ooiee
7,5 cMm.

12. JInuHa caMoil JJIMHHOM CTPOKM PEKBU3UTA MPH IPOJOJIBHOM PACHONI0KEHUU PEKBU3UTOB HE
6onee 12 cm.

13. Kox dhopMBbI IOKyMEHTA

Koxn dopmbl mokymeHnTa mpocTaBiseTcs Ha YHUPHUIIMPOBAHHBIX (hOPMax TOKYMEHTOB, B OCHOBHOM
HCIIOJIb3YEMBIX B KaJpPOBOM JIOKYMEHTOOOOpOTe opraHu3amuu. Pacmomaraercs koa (opmsl B
MpaBOM BEpPXHEM YTy pabodero mois JOKYMEHTa, COCTOUT u3 cioB "®opma mo" (HauMeHOBaHUE
Kkiaccudukaropa) u uudpoBoro kKoja.

IIpumep - @opma no OKY]] 0301001.

14. HaumeHoBaHH€e OpraHu3allii

HanMmeHoBanwme oOpraHu3aliy JIOJDKHO COOTBETCTBOBATh HAWMEHOBAHWIO FOPHIMYECCKOTO JIHIIA,
3aKpEMJICHHOMY B €ro Yy4YpeIuTENbHBIX JOoKyMeHTax (YcTaBe aBTOHOMHON HEKOMMEPYECKOU
OpraHM3alfK JIOMOJHUTEIBHOTO TpodeccnoHamsHOro oOpa3oBanus). [log HamMeHOBaHUWEM
OpraHM3aIiy B CKOOKaxX yKa3bIBaeTCs COKpAIllEHHOE HAMMEHOBAaHNE aBTOHOMHOM HEKOMMEPYECKOU
OpTraHH3aIH JIOTIOTHATEIHLHOTO MPO(ecCHOHATEHOTO 00pa30BaHHUS.

Hag namMmeHOBaHMEM OpraHu3alldd - YKa3bIBAeTCsl TOJHOE HAMMEHOBAaHUE BBHIIIECTOSIIEH
OpTraHH3aIH.

15. CnopaBoyHble IaHHbIe 00 OpraHu3aluu

CropaBouHble JaHHble 00 OpraHu3alMM BKIIOYAIOT B ceOs: MOYTOBBIA ajapec, HOMepa TenedoHa,
(dakca, ampec dIeKTpoHHOW mouThl, koj opranusammu 1o OKIIO (mpocraBmsieTcss 1o
ObuepoccuiickoMy Kiaccu(ukaTopy NpeanpusaTuil 1 OpraHu3alii), OCHOBHOW rocyapCTBEHHbBIN
peructpaunronnelii Homep (OI'PH), wuaeHTuduKanvoOHHBIA HOMEp HaIOroOIUIaTeIbIINKa/KOA
MIPUYHMHBI TOCTAaHOBKH Ha HasorosbIit yuet (MHH/KIIIT).




16. HanmeHoBaHue BU1a JOKYMEHTA

PexBu3uT uncnonp3yercss A yKa3aHMA BHMJA JOKYMEHTa M pacloyiaraercsi IHoJ PEKBU3UTOM
«HAaUMEHOBaHHE ABTOHOMHOM HEKOMMEPUYECKOU OpraHu3aIuu JOTIOJTHUTEIILHOTO
npogeccuoHanbHOro oopazoBanus». HaumeHoBaHue BUa TOKYMEHTA HE YKa3bIBAaeTCs B IMChMaX.
17. JdaTta noxymeHTa

Jlatoif nOKyMeHTa sBIseTcs JaTa ero MnoanucaHus (IpuUka3, MUCbMO, 3alHUCKa, akT U Jp.),
yTBEp)KICHUS (MHCTPYKLHMS, MOJOXKEHHUE, MpPaBWIIA, PETJIAMEHT, IUIaH, OTYET M JIp.), COOBITHSA,
3a()UKCUPOBAHHOTO B JIOKYMEHTE (IIPOTOKOI).

Jlata TOKyMeHTa MPOCTaBISAETCA JODKHOCTHBIM JIMIIOM, TOANMCHIBAIONINM WIIM yTBEPKAAIOIIUM
JOKYMEHT, WM IpPU PETUCTpalMM JOKYMEHTa, MM HENOCPEICTBEHHO COCTABUTENIEM IpU
IIOAITOTOBKE JOKYMEHTA (CIykKeOHasl 3alKCcKa, 3asBICHUE U p.).

JIOKyMEHTBI, U37]aBa€Mbleé COBMECTHO C JIPYTMMHU OpraHU3alMsIMU JOJKHBI UMETh OJHY (EIUHYIO)
nary.

Jlary nokymeHnTa opopmMistoT apabckumu nudpamu B 1OCI€10BATENbHOCTH:

e JIeHb Mecsla, Mecsl, roji. Jlenp Mecsna u Mecsn oGopMIISIIOT ABYMS MapamH apaOCKuX
uudp, pazleleHHbIMH TOYKOH; TroJ - YeThIpbMs apaOCKuMH LU(ppaMu, HampuUMep:
01.12.2017. Byksa "r" mocine uudp He CTaBUTCS.

e IIpU CIOBECHO-IIU(PPOBOM crocode odopMieHHs aThl JE€Hb Mecsla yKa3bIBaeTcsi Hapoi
apabckux 1udp, roJ YeThIpbMs apadckumu udpamu, Hanpumep: 12 nexadbps 2017 T.

18. PerucrpalinoHHbIIA HOMEP JOKYMEHTA

PerucrpanmonHslii HOMep JOKYMEHTA IPOCTABIIAETCS B COOTBETCTBUU C CUCTEMOMW pPETUCTpalli,
IIPUHATON B OpraHU3aLH.

Perucrparnuonnslii HOMep MPUCBAUBAETCS IOKYMEHTY MOCJE €ro MOANUCaHus (YTBEPKICHHS).
CcpliKa Ha PerucTpalMOHHbIN HOMEp U AaTy JOKYMEHTa

Ccbuika Ha UCXOAUINI HOMEp U JAaTy JOKYMEHTa aJpecaHTa BKIIOYaeT B ce0si perucTpalliOHHBIHN
HOMED U JIaTy JIOKYMEHTa, Ha KOTOPbIN JOJKEH OBITh JaH OTBET.

19. Mecro cocrapiieHus (M30aHMS ) JOKYMEHTA

MecTo cocTaBlieHUs WU U3JaHMsI TOKYMEHTa - "Topoy ..." - yka3pIBaeTcs Ha OJaHKax MPOTOKOJIOB
U aKTOB, COCTaBJIFIEMbIX B aBTOHOMHOM HCKOMMCp‘IGCKOfI opraHu3alvd  AOHNOJHHUTECIBHOI'O
npodeccnoHanbHOTO 00pa30BaHHUS.

20. Anpecar

B pexBusute "Anpecat" ucnonb3yrorcs opUIMAIbHBIE HAMMEHOBAHUS OPIaHOB TOCY/IapCTBEHHOM
U WCIIOJIHUTEIBHON BJIACTH, OPraHOB MECTHOTO CaMOYIIPaBJIEHHsA, opraHuzauui. Jlomyckaercs
HCI0JIb30BaTh O()MIMATBHO MPUHATHIE COKpAIIEHHbIE HAUMEHOBAHUSI OPraHOB rOCYJapCTBEHHOMN U
VCIIOJIHUTENILHOM BJIACTH, OPTaHOB MECTHOTO CAMOYIIPABIIEHUS, OPraHU3aALNN.

[Ipn agpecoBaHMM JOKYMEHTa JIOJDKHOCTHOMY M YacTHOMY JIMILy MHMIIMAJBI CTaBSITCS IOCIeE
bamunnm.

IIpumep - Pykoeooumenio OO0 «Cmpoumenvy
Damunua U.0.

PexBusut "anmpecar" mpocTaBisercs B BepxXHEll MpaBoi 4acTu JOKyMeHTa (Ha OJaHKe C yrJIOBBIM
pacroyio)keHUeM PpPEKBU3MTOB) WJIM CIpaBa TIOJ pPEKBU3UTaMM OjaHka (MPH MPOAOIBHOM
pacnojokeHuu pekBu3nuToB OnaHka). CTpOoKM pekBu3UTa "agpecar” BBIPABHUBAIOTCS MO JIEBOMY
Kparo WIHA LEHTPYIOTCSA OTHOCUTEIIBHO CaMOU JIJIMHHOM CTPOKH.

IIpu ampecoBaHuM [OOKyMeHTa 0Oe€3 yKa3aHUs [OJDKHOCTHOIO JIMI[A HAaUMEHOBAaHMS aJpecaToB
MULIYTCS B UMEHUTEIIbHOM I1a/IeKe, HAlpUMED:

Opaanvr cmamucmuku 2opooa Cypeyma



[Ipu agpecoBaHMM JOKYMEHTa PYKOBOJIUTENIO OpraHU3allid HAWUMEHOBaHHE JOJHKHOCTH
YKa3bIBaeTCs B AATEIILHOM MaJIeKe, HAPUMED:

I'enepanvrnomy oupexmopy OO0 «H30anue»

Damunus U.0.

[louroBBIii azpec He YKa3bplBaeTCd B JIOKYMEHTax, HAMpaBJIIEMbIX B BBICHIME OpraHbl
TOCy/IapCTBEHHOMN BIIACTH, ()efiepabHbIC OpraHbl UCIIOJHUTEIBHON BIACTH M UX TEPPUTOPUATHHBIC
OpraHbl, OpraHbl rOCy1apCTBEHHON U UCIIOJHUTEIHLHOM BIACTH, TOCTOS HHBIM KOPPECIIOH/IEHTaM.
[Ipu anpecoBanum nuchbmMa B OpraHU3AIMIO YKa3bIBAIOT €€ HAUMEHOBAHUE, 3aT€M MOYTOBBIN aJipec,
Harpumep:

Tocyoapcmeennoe  yupesicoenue  Bcepoccuiickuii  HayuHO-uccie008amenbCkutl.  UHCMUMYm
OOKYMEHMOBEOeHUs U APXUBHO20 0eld
IIpoghcorosnas yn., 0.82, Mocksa, 117393

[Ipn angpecoBaHuM [OKyMEHTa (PU3UUECKOMY JIMIy VYKa3bIBalOT (AMUIUI0O U HHULIHAJIBI
MoJTy4aTelis, 3aTeM MOYTOBBIN ajipec, Hapumep:

Ilemposy H.11.
Ilpouseoocmeennas yu., 0.5, k.12,
2. Mockea, 119633

PexBusut "Anpecat" He NOKEH coaepkarh Oosee uerbipex aapecaroB. Cnoso "Komusa" mepen
BTOpPBIM, TPETbUM, YETBEPTHIM ajpecaramMu He ykasbiBaercs. [Ipu uucne aapecatoB Oonee 4-x
COCTABIISICTCSI CITUCOK PACCHUIKU JIOKYMEHTA.

Ecnu nokyMeHT OTHpaBisieTcss B HECKOJIBKO OJHOPOAHBIX OpraHu3aluid WM B HECKOJIbKO
CTPYKTYPHBIX TIOJIpa3clICHUI OpraHa UCTIOJHUTEILHOM BIIACTH, TO OHU YKA3bIBAIOTCS 00OOIICHHO.
[Tpumep:

Pykoeooumenam yupesxcoenuii CI10

20. 'pud yTBEpKICHUS TOKYMEHTA

I'pud yTBepkIeHUS] TPOCTABISIETCS B MPaBOM BEpXHEM yriry AokyMeHTa. CTPOKM pEKBU3HUTA
BBIPABHUBAIOTCS 110 JIEBOMY Kpar WM LEHTPUPYIOTCS OTHOCUTEIBHO CaMOW JUIMHHOM CTPOKH.
JIOKyMEHT  yTBEp>KJIAeTcs  JOJDKHOCTHBIM  JUIOM  (JIOJDKHOCTHBIMH — JIMIIAMH)  WIH
paciopsAUTETbHBIM JOKYMEHTOM (IIOCTAaHOBJICHUEM, PELICHUEM, TPHUKA30M, PACTIOPSKEHHEM).
[Ipu yTBepkIeHHH AOKYMEHTA JOJDKHOCTHBIM JIMIIOM TpHU(} YTBEPKICHUS JOJKEH COCTOATH W3
cnoBa YTBEPXJIAIO (0e3 kaBbluek), HAaMMEHOBaHUS JOJHKHOCTH IIMIA, YTBEPKIAIOLIETO
JIOKYMEHT, €T0 MOJIUCH, UHUIIUATIOB, ()aMUJIUHU U 1aThl YTBEPKICHUSI.

ITpumep:

VTBEPXJIAIO
Jupexmop AHO JIT10 « Uncmumyma pazsumus komnemenyutin Ne 1238
H.0. Pamunus

21. laTa

[Ipu yTBEpkIeHUN TOKYMEHTA HECKOJIBKIUMH JODKHOCTHBIMU JIMIIAMHU WX TIOJIHUCH PACIIONaratoTcs
Ha OJIHOM YpOBHE.

[Ipu yTBEepKIACHUHN TOKYMEHTA PACHOPSIUTEIBLHBIM TOKYMEHTOM TpHQ YTBEPKICHHS COCTOHUT U3
cnoB YTBEPX/IEH (YTBEPXJIEHO, YTBEPXJEHbBI, YTBEPXJIEHA), cormacoBaHHOTO ¢
HAaUMEHOBAaHMEM BHJA YTBEPKIAEMOrO0 JOKYMEHTa, HAMMEHOBAaHUS BHJA JOKyMEHTa B
TBOPUTEIBHOM MAJIEXKE, €T0 AaThbl, HOMEPA.



[Tpumep:

VTBEPX/I[EHO
npukazom AHO J110 « Uncmumyma pazeumus komnemenyuti» « Ne 1238
om 01.03.2020 Ne 57
22. 3arojoBOK K TEKCTY
3aroJoBOK K TEKCTy - KpaTKoe COACp)KaHWE JOKYMEHTAa. 3arojioBOK K TEKCTy MpHKa3a
bopmymnupyercs ¢ npemiorom "O" ("O06") u oTBedaeT Ha Borpoc "o yem?"):
e mpuka3 (0 yeM?) 0 CO3/IaHuN KOMUCCHH;
e mpuka3 (0 yem?) 00 yTBEpKIECHUH IITATHOTO PACITUCAHUS;
e 1chbMO (0 yeM?) o MpeAoCTaBICHUH HHPOPMAIIUH.
3aroJ0BOK K TEKCTY 0(OpMIISETCS 101 PEKBU3UTAMU OJIaHKa CIIeBa, OT TPaHMIIBI JIEBOTO TOJISL.
HanmeHnoBanue (3aroyioBok) uOO aHHOTAIMs JOKYMEHTa COCTAaBIJIICTCS aBTOPOM IPOEKTa
JTOKYMEHTA.
3aroJ0BOK K TEKCTY MOXKET HE COCTaBIISITBCS, €CITM 00bEM JIOKYMEHTA HE MPEBBIIIACT 4-5 CTPOK.

23. Tekct 1oKyMeHTa
JIOKyMEHTBI aBTOHOMHON HEKOMMEPUYECKOW OPraHM3alUH JOTOIHUTEIBHOTO MPO(hEeCCHOHATEHOTO
00pa30BaHMs COCTABIISIFOTCS Ha FOCYIapCTBEHHOM si3blke Poccuiickoit denepanuu - pyccKOM.
TekcT MOKyMEHTa MOMKET COICpX aTh Pa3feibl, MOAPA3ENbl, ITYHKTHI, TIOIIMTYHKTBI, HyMEpPYEeMbIC
apabckumu 1udpamu.
B mpukasax TEeKCT TOKyMEHTa U3JIaratoT OT IEPBOTO JIUIA €IMHCTBEHHOTO YUCIIA (KITPHKA3BIBAIO)
B nokyMeHTax KOJUIeTHalbHBIX M COBEHIATEIbHBIX OpPraHax OT TPEThEro JIMIA €AMHCTBEHHOTO
grcna: («coOpaHue... PeLIriio)
TexkcT mnpoTOoKoNa W3NIAraercs OT TPEThEro JMIa MHOKECTBEHHOTO 4HCHa («CIyIIamn,
«BBICTYIIHIINY, «ITOCTAHOBHIINY, «PEIIHIIN),
B CcOBMECTHBIX [IOKYMEHTAaxX TEKCT H3JIaraloT OT MEpBOT0O JIMIa MHOXXECTBEHHOIO YHCIA!
(«IIpHUKa3bIBAEM», KPEIINUIINY).
B nenoBbIX (ciy:keOHBIX) MUCbMaxX MCTONb3YIOTCS (POPMBI U3T0KEHUS:

e OT MEPBOTO JHMIAa MHOXXECTBEHHOTO 4HCIA («IIPOCHUM HAIMPAaBUTH», IPEJACTABIsEM Ha

PacCMOTpPEHHEY);

e OT TpeThero juma eauHcTBeHHoro uucia («Aamunuctpamus OY Ilkoma Ne 1238 He
BO3paXKaeT»);

e OT MEpPBOr0 JHIAa EIWHCTBEHHOTO 4YHcia («CUUTA0 HEOOXOAWMBIMY, «IIpeiJiararo
PaccMOTPETHY).

[Ipu ynorpebnaenuu B Tekcte (haMuInil UL MHUIMAIIBI YKA3bIBAIOTCS TOCE (paMUIINU.
B nenoBbIX (caykeOHBIX) MUCbMaxX MOT'YT HCHOJIb30BATHCS:
e  BCTYNHUTEJIbHOE OOpalleHHE:
Veaoicaemwiii cocnooun Heanos!
Yeaowcaemas cocnooca Ilemposa!
Yeaoicaemwviti Huxonati Ilempoeuu!
Veaowcaemasn Onvea Huxonaeena!
Veaowcaemvie cocnooa!

B oOpamiennn 1o AOMKHOCTH HaWMEHOBAHHE OJDKHOCTH THUIIETCS C TMPONUCHOW OYKBBI, B
oOparieHuu 1o paMuIHN HHUITHATBI JTUIA HE YKa3bIBAIOTCS.

e 3aKIIOYHUTENbHAs dTHKETHas (hpa3a:
C yeaowcenuenm, ...

CrpaHuibl TOKyMEHTa HyMEpYIOTCs, HaulHasi CO BTOPOTO JIMCTa JOKyMEHTa apaOCKuMu 1udpamu
IIOCEPEMHE BEPXHETO IOJIA.



Tekct AOKYMCHTA OTHACIACTCA OT 3arojioBKa ABYMS HJIU TPEMA MCKAYCTPOUHBIMU HMHTCpPBAJIaMU
HCIIOJIb3YEMBIMH B TCKCTC.

24. OTMETKA 0 IPUIOKEHUU

OTMeTKa O MPWIOKECHHH HUCIONB3YyeTCsl NMpH OPOPMIICHHMHM THCEM U TMPUIOKCHHH K TUTaHaM,
MporpaMMamM, OTYETaM, MOJIOKCHUSIM, IIPABHIIaM, HHCTPYKIIMSAM B IPYTHM

JIOKyMEHTaM.

B nucbMax oTMeTKa O MPHIIOKEHUH 0(QOPMIISETCS 10T TSKCTOM IMHChbMa Ha paccTosHuu 1,25 cM oT
TPaHUIIBI JICBOTO MMOJIsL. ECiaM mpuiioskeHrne Ha3BaHO B TEKCTE MUChMA, B OTMETKE O MPUITIOKESHUU
YKa3bIBACTCS KOJIMYECTBO JIMCTOB U KOJIMYECTBO IK3EMILIIPOB MPHIIOKCHHUS, HAIIpUMeED:

Ilpunoosicenue: na 3 1. 6 1 3k3.

HpI/I HaJIMYUM HCECKOJIBKUX HpHJ’IO)KGHHfI, B OTMCTKE O IIPHUIOXKCHHKM OHH HYMCPYIOTCA,
YKa3bIBaAOTCSA HAUMMCHOBAHHA KaXJAOr'o IIPUJIOKCHUA, KOJIUYCCTBO JIMCTOB HW KOJUYCCTBO
OK3CMILISIPOB, HAIIPUMCEP:

Ipunoocenue:
1. Inan-epagpux ... na 3 1. 6 2 9K3.
2. Cnpaska o noomeepacoenuu pakma ooyyenus... a 1 1. 8 1 3x3.

Ecnu npumnoxeHus: cOpoIIrOpoBaHbl, TO KOJMYECTBO JMCTOB HE yKa3biBaeTca. Eciau mpuiokeHue
HAIPaBIIIOT HE BO BCE YKa3aHHBIC B JOKYMEHTE aJipeca, TO OTMETKY O €ro HAIMYUU O(GOpPMIISIOT
ClIeyIoImuM 00pa3oM, HallpuMep:

Ipunoosicenue: na 3 1. 6 1 5x3. monvKo 6 nepawlil aopec.

Ha MMPUIIOKCHUAX K IIpaBUJIaM, HHCTPYKIUAM, IOJIOKCHUAM, IJIaHaM, IIpOrpaMmMmamM, JOTroBOpam U
APYruM JOKYMCHTaM OTMCTKA O IIPHUIIOKCHHUU HNPOCTABJIKACTCA HA IICPBOM JIMCTC IPUIIOKCHUSA B
IIpaBOM BCPXHEM YTI'IIYy.

Ecnu mpunoxkeHue ofHO, OHO He HymepyeTcs. Eciau nmpuiokeHni HECKOJIbKO, OHH HYMEpYIOTCS
(npunoxenue 1, npunoxenue 2).

B Tekcre nokyMmeHTa mpu MepBOM YIIOMHHAHUM JOKYMEHTA-TIPUIOKEHUS B CKOOKAaX yKa3bIBaeTCs:
... (mpwnoxenue) WM ... (mpujiokeHue 1); mepes HOMEPOM MPHIIOKEHUS OMYCKAETCS CTaBUTh
3HaK HOMepa: ... (mpunoxxenue N 2);

B oTmeTke 0 NMpUIIOKEHNWN yKa3bIBaeTCsI HANMEHOBAaHWE BUa OCHOBHOTO JIOKYMEHTa, €ro jJara u
HOMEp, Hanpumep:

Ipunoocenue N° 2 x npuxasy AHO JIIO «Hucmumyma pazeumus komnemenyutiy Ne 1238 om
08.06.2017 Ne 67 "

Ecnu mpunoxeHneM K JOKYMEHTY (HampuMmep, K IpuKa3y) SBISETCS YTBEP)KIAeMbId JOKYMEHT,
(monoxeHue, NMpaBuila, UHCTPYKLUS, PEIVIAMEHT M JIp.) B BEPXHEM IIPaBOM YIJIy HPOCTaBISAETCS
OTMETKA O MPUJIOKEHUH, HUKE — IPUP YTBEP>KACHUS, HAIIPUMeEp:

Ilpunoscenue
YTBEPK/IEHO
npuxasom AHO 110 « Mncmumyma paszeumus komnemenyuiiy Ne 1238 om 08.06.2017 Ne 67

Bun u pazmep mpudra pexusuta "OTMeTKa 0 MPUIOKEHUU" TOJIKEH COOTBETCTBOBATh BUIY U
pasmepy uipu@Ta TeKcTa JOKyMEHTA.



25. I'pud cornacoBaHMs JOKYMEHTA

I'pud cormacoBanmsi JOKyMEHTA UCTIOIB3YETCS TPU COTJIACOBAHUH JIOKYMEHTA C OPraHaMU BIIACTH,
OpraHu3alusIMi WIK J0KHOCTHBIMU Jiuniamu. OH cocroutr u3 cnoBa “COI'JTACOBAHO™,
JOJDKHOCTH JIMIIa, KOTOPBIM COIJIACOBAH JOKYMEHT (BKJIIOYas HAMMEHOBAHHE OpraHH3alluu),
JUYHOM MOIUCH, pacin(pOBKH MOAMUCH (MHUIIMATIOB, (JaMUJIMHI) U IaThl COTJIACOBAHMS.

[Tpumep:

COIJTIACOBAHO

Jupexmop AHO JII10 « Uncmumyma pazsumus komnemenyutin Ne 1238
HU.U. Hsanos

01.12.2017

I'pud cormacoBanusi B 3aBUCUMOCTH OT BUJA JOKYMEHTAa M 0COOCHHOCTEH ero 0hopMIICHUS MOXKET
[IPOCTABJIATHCS:

e HA NEPBOM JIUCTE JOKYMEHTA (€CId JOKYMEHT UMEET TUTYJbHBIN JIUCT, - HA TUTYJIHHOM
JUCTE) B JICBOM BEPXHEM YTy Ha ypoBHE Tpuda yTBEpKACHUS WU MOJ HAUMEHOBAaHUEM
JIOKyMEHTA OJIMKE K HUYKHEMY TI0JIIO);

e  HA IOCJIEHEM JIUCTE TIOKYMEHTA MO/ TEKCTOM;

e  HAJIMCTE COIVIACOBAHMS, SIBIISIOIIEMCS HEOTHEMIIEMOM YaCThIO TOKYMEHTA.

Buemnee cornacoBaHue Tak)ke MOXKET OBITh OCYIIECTBICHO APYTUM JOKYMEHTOM - IMHUCHBMOM,
IIPOTOKOJIOM, IIPUKA30M.
ITpumep:

COI'TIACOBAHO npuxazom JJO2M om 01.07.2017 Ne 01-01/54

26. Busa

CornacoBaHue ITPOEKTa JOKYMEHTa 0(hOPMIISIETCS] BU3OH.

Buza mpoctaBinsieTcss COOCTBEHHOPYYHO JIMIIOM, BH3HPYIOIIMM JTOKYMEHT, W BKIIOYAET B ceOs
HAaUMEHOBAHHME JOJDKHOCTH BH3UPYIOMIETO, €ro JIMYHYIO MOANKCH, PAacU(POBKY MOMMUACH
(nHMLIMATBL, (AMUIIHIO) U AATy.

[Tpumep:

3amecmumens oupekmopa
U.0. ©amunua
03.04.2020

JlomyckaeTcsi MOIMCTHOE BU3UPOBAHNUE JOKYMEHTA U €ro MPUJIOKEHUH.

IIpy Hamuuuu 3amMeyaHuii, JONOJHEHUWH K IPOEKTy JIOKYMEHTa BHU3a JOIOJIHAETCA
COOTBETCTBYIOIIUM yKa3aHUEM.

JUid TOKyMeHTa, MOJJIMHHUK KOTOPOTO OTIPABIISIOT W3 OPraHU3allMM, BHU3blI NPOCTABISAIOTCS Ha
AK3EMILIApax JOKYMEHTOB, IOMEIIAEMBIX B JEIIO.

JUid 1oKyMeHTa, MOJUIMHHUK KOTOPOT0 OCTAETCs B IIKOJIE, BU3bl COINIACOBAHMS ITPOCTABIISIOTCS Ha
000poTe MOCJIEAHEro JMCTa MOAJUHHUKA JOKYMEHTa WIM Ha IMOCIEIHEM JIMCTE JOKYMEHTa IOJ
MOJTHCHIO.

27. Hoanuce
[Toamuch BKIFOYACT: HAWMEHOBAHWE JIOJDKHOCTH JIMIA, TIIOAMKCABIIETO JIOKYMEHT, €ro

COOCTBEHHOPYYHYIO OJNKChH; PACIIM(PPOBKY NOAMUCH (MHULIUAIIBL, (haMHITHUS):
[Tpumep:



Jlupexmop nuunas noonuce U.0. Pamunus

Eciu noxkymeHT o¢opmieH He Ha OnaHKke, B HAaMMEHOBAHHE JIOJDKHOCTH BKIIIOYAETCS
HAauMEHOBAaHME ABTOHOMHOM HEKOMMEPYECKOU OpraHu3alu JIOTIOTHUTEIILHOTO
npodeccuoHaIbHOr0 00pa3oBaHus (IIOJHOE Ha3BaHHE OpraHus3auuu). Jlomyckaercs B pEKBU3UTE
"[loanuck TOJKHOCTHOTO JIMLA" LEHTPUPOBATH HANMEHOBAHUE JOJDKHOCTH JIMLA, IOAMUCABUIETO
JOKYMEHT, OTHOCUTEJIBHO CAMOM JUIMHHOU CTPOKHU.

IIpy moanucaHuM IOKYMEHTa HECKOJIBKMMH JOJDKHOCTHBIMHU JIMIIAMH Pa3HBIX JOJDKHOCTEM MX
IIOATIMCH PACIOJIAraloT OAHY IOJ APYIOW B IOCIENOBATEIbHOCTH, COOTBETCTBYIOLIEH HEpapXUU
3aHMMAEMOM TOJKHOCTH.

IIpumep:

Jupexmop nuunasn noonuce U.0.D.
3amecmumens oupexmopa auunas noonuce U.0.D.

[lpy moanMcaHWU JTIOKYMEHTa HECKOJBKUMH JIMIIAMH PaBHBIX JIOJDKHOCTEH WX TIOJIHCH
pacroyiaratotT Ha OJIHOM YpOBHE.

B nokymeHTax, COCTaBIIEHHBIX KOMUCCHEH, YKA3bIBACTCS CTATYC JIMIA B COCTABE KOMHCCHU:
MPOCTABJICHHEM KOCOW YepThl TEepe]] HANMCHOBAHUEM JOJDKHOCTH (M00aBIATH Kakue- JIMOO
MIPUCTABKH).

Ecan nupekrop WM HMHOE YIOJHOMOYEHHOE Ha IOANMCAaHUE JOKYMEHTa JIMLO BPEMEHHO
OTCYTCTBYeT (OTHYCK, OOJIe3Hb, KOMaHIMPOBKA) WJIM JOJDKHOCTh BAaKaHTHA, TO JOKYMEHT
NOAMNMUCBHIBAET  COTPYIHHK,  YIOJIHOMOYEHHBIM Ha  IMOANUCAHHE B  COOTBETCTBHH C
PacCHOpPSIAUTENBHBIM JOKYMEHTOM WM HAJCIICHHBIN ITOJHOMOYHSMH, YCTAHOBICHHBIMU IIPUKA30M
OpraHu3alyy, C YKa3aHUEM CBOEH JOJDKHOCTH U ITOJIHOMOYUS, HAIIPUMED:

3amecmumens oupexmopa noonucv M.0. @amunusa

WITH:

Hcnonnsrowuii ooazannocmu oupekmopa noonucs U.0. @amunus
WA

u.o. oupekmopa noonucv 1.0. @amunus

PexBuzut "lloanuck AOMKHOCTHOTO NUIA" MOXET OBITH OQOPMIIEH COOCTBEHHOPYYHO aBTOPOM
JIOKyMEHTa (Hampumep, NpH HAMUCAaHWUU CIIYKEOHOM 3amucku 0e3 MPUMEHEHHS TEXHHYECKHX
CpeacTB) TUO0 0POPMIIEH C UCTIOIB30BAHUEM TEXHUYECKHUX CPEJICTB.

B cinygae odopmnenus pekBuszutra "[lognmuce JOMKHOCTHOrO JMIA" C HUCMOJB30BAHUEM
TEXHUUYECKHUX CPEJCTB BUA U pa3Mep Mpu]Ta yKa3aHHOTO PEKBU3UTA HE MOXKET OTIMYAThCS OT
BUJIA U pa3Mepa MpUQPTa OCHOBHOTO TEKCTA JOKYMEHTA.

PexBuzur '"llogmuch MOMKHOCTHOTO JMIa" OTAENSETCS OT TEKCTa TpeMs WIH YeThIPhMS
OAVHAPHBIMU MEKAYCTPOUYHBIMU MHTCPBAJIAMMU.

28. [levatp

[ledats siBAsIETCS COCOOOM TOATBEPXKIEHHS MOJIMHHOCTH TMOANUCH JOJDKHOCTHOTO JIMIIA Ha
nokyMmenTe. IledaTs cTaBUTCS Ha JOKYMEHTaX B CIy4asiX, MPeJyCMOTPEHHBIX 3aKOHOAATEIbHBIMU
WM UHBIMU HOPMATHBHBIMH NPABOBBIMU AKTaMHU.

[leyats ctaBUTCS HAa CBOOOAHOM OT TEKCTa MECTE, NMPU 3TOM OTTHCK I€YaTH HE 3aXBaTbIBAaeT
JMYHOW TMOJAMUCH JTOJHKHOCTHOTO JIMIA TOANHKCABIIEro JOKYMEHT, WIH B MecTe, 0003HAUCHHOM
«MID» («Mecto nedatny).

B noxymeHnTax, MoJAroTOBJICHHBIX Ha OCHOBE YHHU(PHUIMPOBAHHBIX (OPM, TIeUaTh CTABUTCS B MECTE,
o0o3HaueHHOM oTMeTKo# "MIT" ninu uubIM 06pazom.



29. OrmeTKa 00 UCIIOJIHUTENIE

OtMmeTka 00 MCIIOTHUTEINE (aBTOPE) TOKYMEHTA MIPOCTABIIICTCS HAa TTMChbMax OpraHU3allMH B JICBOM
HUKHEM YTITY JIMIIEBOM CTOPOHBI TIOCJIEIHETO JTUCTA JOKYMEHTa OT TPAHMIIBI JICBOTO TOJISL UITH, IPH
OTCYTCTBHUH MECTa, - Ha 000POTHOM CTOPOHE BHU3Y CJICBA.

OtMmeTKa BKJIIOYAET (aMWIHIO, UMS, OTYECTBO HCIIOJHUTENS U HOMEpP e€ro teinedoHa, a TakKe
OTMETKa 00 HCIHOJIHUTEJIE MOJXKET JOIMOJHATHCS HAUMEHOBAHHUEM JOJDKHOCTH M AJICKTPOHHBIM
aJIPECOM HCIIOJTHUTEISL.

[Tpumep:

Hsanoe Uean Hsanosuu, cneyuanucm no oxpane mpyoa
(888) 888-88-88, Ivanov@mail.ru

30. OT™meTKa 0 3aBepeHUH KOIHUH

Jlis HOATBEPKIEHUSI COOTBETCTBHSI KOIUU (BBIIMCKH U3 JIOKYMEHTA) MOJJIMHHUKY JOKYMEHTa Ha
MOCTICTHEM JIUCTE KOMWHW (BBIMUCKK W3 JOKyMeHTa) moj pekBusuToM "lloamuces" odopmisercs
pekBu3nT «OTMETKa O 3aBEPEHUN KOIIHUN.

OTMmeTKa O 3aBepeHUM KOMMU BKIIIOYAET: CJIOBO «BepHO», HauMeHOBaHHE JOJIKHOCTH JIMLA,
3aBEPHBILETO KOIMHIO, COOCTBEHHOPYUYHYIO MOANHUCH, paciiupoBKY MOANUCH (MHULUAIIBI,
(bamuuio), 1aTy 3aBepeHHst KOMMH JOKYMEHTA.

PexBu3ur «OTMeTKa O 3aBepeHUM KONMM» MOXXET ObITb oOQopMiIeHa OT pyKH HIH C
HCII0JIb30BAHNUEM IITAMIIA.

JlonmyckaeTcst 3aBepsATh KaKbli JIUCT MHOTOCTPAaHUYHOM KOIIMM JJOKYMEHTA.

31. OTMeTKa 0 NOCTYIUIEHUMH JOKYMEHTA

OTMeTKa O TOCTYIUICHWH JTOKYMEHTa COJCPKHT BXOMISIIUNA PETHCTPAIIMOHHBIA HOMEp M JaTy
MOCTYIUICHUsI JOKyMeHTa. JlomyckaeTrcs yka3aHHE 4YacOB M MHHYT MOCTYIUICHHS JOKYMEHTa C
3aBepEHUEM TOITUCSIMU 3aUHTCPECOBAHHBIX JIUII.

OTMeTKa 0 OCTYIUICHUU JIOKYMEHTA MOXKET MPOCTABJISIThCS C UCIIOJIB30BAaHUEM ILITAMIIA.

32. Pezomntonus
Pe3osrorust coep XUT ykazaHuE MO UCMOJHEHHIO JokyMeHTa. OHa odopmisieTcss Ha ¢cBOOOIHOM

MecTe paboyero MmoJist JOKyMEHTa.

Pe3omtonus BritouaeT B ceOsi: (paMuUIINI0, MHUIMAIBI UCTIOHUTENS (MCTIOIHUTENEH ), TOpyYEHUe 10
JOKYMEHTY, OJIHICh aBTOpa PE30JIIOLUH U AATy OPOPMIICHHSI PE3OITIOLHH.

Pe3osnronus, Mo yCMOTpPEHHIO JIMLA, AAIOLIET0 MOPYYEHHUE, MOKET BKIIIOYATh B Ce0s TaKKe CPOK
VCIIOJIHEHUS IOKYMEHTA.



