YTBEPXJIEHO

npukasoM 1o MBOYVY r. Kepun
PK «IlIxoma Ne 2y

ot 08.11.2024 Ne 760

[OJIO’)KEHME 110 BEAEHUIO JEJIOBOI IOKYMEHTALIUU
B MynuuunaabHom G1o/ukeTHOM 001e06pa3oBaTeILHOM yupeKIeHAN
ropoaa Kepun Pecniy6amnxu Kpoim «HIkona Ne 25

1. OOmme mosokeHust

1. Ilonoxenue 1o BeJEHMIO JIENOBON AOKYMEHTAIMH B MYHHIHMIATBHOM OHOKETHOM
obuieoGpasosarenbHoM yupexaennn ropoaa Kepun Pecry6ukn Kpeiv «Illkona Ne 2» (nanee
— [lonoskenue) pa3paboTaHo B COOTBETCTBUH CO CIIE/LYIOIIHMH HOPMATHBHBIMH JI0KyMEHTaMH:

- ®enepaibHbIM 3ak0HOM 0T 29.12.2012 Ne 273-03 «O6 o6pazoBanun B
Poccuiickoit ®eneparmmy;

- ®OenepaibubM 3aK0HOM 0T 27.07.2006 No152-®3 «O nepcoHanbHbIX JaHHBIXY;

» 3akonom PecrryGmaku Kpbim ot 06.07.2015 Ne 131-3PK/2015 «O6 obpasoBanun
B PecriyOmuke Kpbivy;

- npukasoM DefeparbHOr0 areHTCTBAa 10 TEXHHYECKOMY PETYJIMpOBAHMIO H
MeTposiornii  MHHHCTEpCTBA MPOMBIILIEHHOCTH W TOpProBia Poccmiickoit ®enepaimn ot
08.12.2016 Ne2004-cT «O6 yTBepskIeHHH HALMOHATBHOTO CTaHAapTa Poccriickoit Genepaunny;

- nprKasoM (DelepaibHOro areHTCTBAa IO TEXHHYECKOMY PEryJIHpPOBAHMIO H
MeTposiornii  MHHHCTEPCTBA MPOMBIILIEHHOCTH M TOproBid Poccuiickoit ®enepamun ot
14.05.2018 Ne 244-ct «O6 yTBepik/JeHHH H3MEHEHHS K HAHOHAILHOMY CTAaHApTy PoccHiickoit
Deneparumy;

- npukazoM Odenepansuoro apxuHoro arexrctsa ot 20.12.2019 r. Ne236 «06
yTBepK/IeHHH [lepedHs TUNOBBIX yNpaBleHYeCKHX apXHBHBIX OKYMEHTOB, 00pa3yIOIIHXCS B
fporecce JEATENbHOCTH IOCYAaPCTBEHHBIX OPraHoB, OPraHOB MECTHOIO CAMOYIIPABJICHHS W
OpraHu3alliii, ¢ yKa3aHHeM CPOKOB UX XPAHEHHSN,

- - npukasom Munucrepersa npocsemenns CCCP ot 30.12.1980 Nel76 «O
BBCICHUM B JeiicTBHe [lepevns JOKyMEHTOB €O CpokaMH XpaHeHHs MuHHCTepCTBa
npocsemmenns CCCP, opraHoB, yupexJeHWi, OpraHu3alyii CHCTEMbI TNPOCBEIICHHS.
Pexomennaumy ycranasiupaior ofmme TpeGOBaHHMS K BEAEHHIO JEIO0BOH JOKYMEHTALMH B
obpasoBatenbHBIX OpraHu3aimsx Pecry6iukn Kpei.

[lpumenenne Ilonokenus nOMKHO cmOCOGCTBOBATh (JOPMHPOBAHMIO ODHIMATHHO-
JICTIOBOTO CTHJISA JIOKYMEHTOB, COKpAILEHHIO 3aTpaT TpyJa M CPEACTB B IPOLECCE CO3AHHSA
JIOKYMEHTOB.

[Tonosxenue pacnpocTpaHsIOTCS Ha OPraHU3alKio PaGOTHI ¢ JOKYMEHTAMH HE3aBHCHMOOT
BHJ/Ia HOCHTEIIs, B TOM YHCJIC DJICKTPOHHBIMH JOKYMEHTAMH, BKJIIOYas MIOJrOTOBKY, 06paboTKy,
XPaHeHHE U HCIIOJIb30BAHUE JIOKYMEHTOB, OCYIIECTBIISEMBIX C IPUMEHEHHEM HH(POPMAIIMOHHBIX
TEXHOJIOTHH.

OcobGenHnoctu pa6o¥i;i C JIOKYMEHTaMH, COJIEpXKaIUMH KOHQUICHIHANBHYIO HHPOPMALHIO
(cmykeOHYl0 M MHYIO TaifHy, IepCOHAJbHbIC JAHHbIE), PETYJIMPYIOTCS ClENUAIbHBIMH
HOPMATHBHBIMH ~ aKTaMH (MHCTPYKUHSAMH, TOJOXEHHSMH, TPABHIAMH), yTBEPKIAEMBIMH
PyKOBOZIMTENIEM 00pa30BaTeNbHON OpraHu3allHH.

OTBETCTBEHHOCTD 3@ OPraHU3ALHIO H COCTOSHHUE JIEIONPOU3BOICTBA B 06pa3oBaTe/bHOM
OpraHM3allii HeceT pyKOBOJUTE/b, KOTOPBIIL:

- Ha pa3pabarhIBaeT u yTBepikaaeT MHCTPyKIHMIO MO AeONpPOU3BOACTBY H HOMEHKIIATYPY
aen o0pa3oBaTeIbHOM QPraHU3aluy;

- KOHTpoyupyeT eobimoenne TpeboBaHuil YTBEPKAEHHOM B 00pa3oBaTeIbHOM
oprauu3auuy [107105eHNs TIO BE/ICHHIO J1E/I0BO JJOKYMEHTALIHH;



- POBOUT MTPOBEPKY COCTOSHUS ACTOMPOU3BOJICTBA;

- obecreuynBaeT METOAMYECKOE PYKOBOJCTBO, MHCTPYKTXK M KOHTPOJIb 33 COOJIOJCHHEM
YCTaHOBJICHHOTO TIOPSIIKA PA0OTHI C IOKyMEHTAMH;

- MHULIMUPYET MOBHINICHNE KBATU(PUKAIUN PAOOTHUKOB IO BOIIPOCAM JIEIIONPOU3BO/ICTRA;

- YIOCTOBEPSET MOJIUCHIO ¥ NIEYAThIO IOKYMEHTHI.

HemocpeacTBeHHO BeIET IEIOMPOU3BOJCTBO B 00pa30BaTEIbHON OpraHW3aIlii CEKPeTaph
U (WIM) OTBETCTBCHHBIM 3a BEICHUE JEIONPOM3BOJICTBA (Iajiee — CEKpPETaph), KOTOPBIH
Ha3Ha4YaeTcs MPUKA30M PYKOBOAMTENST 00pa30BaTeIbHOM OpraHU3aIiy.

Cekperapb B COOTBETCTBUU C BO3JIOKEHHBIMH Ha HETO 3a/1a4aMHU:

- OCYILIECTBIISICT PETUCTPAIUIO H YUET JJOKYMEHTOB;

- Opra"u3yeT JOKYMEHTO000pOT, POPMUPOBAHUE JIEN, UX XPaHCHUE;

- OCYIIECTBIISIET TEKYIUH KOHTPOJIb 32 CBOEBPEMEHHBIM PACCMOTPEHUEM U TIPOXOKICHUEM
JIOKYMEHTOB 00pa30BaTeIbHON OpraHu3allnu;

- obecrieunBaeT COOJIOJICHUE E€IWHBIX TPEOOBAHWN MO TMOATOTOBKE JOKYMEHTOB H
OpraHMu3aIy padOThl ¢ HUMU B YCIOBHSX 3JIEKTPOHHOTO JOKYMEHTOOO0POTA;

- 00061maet nHpopmaImo 06 06breMax JOKYMEHTO000POTa;

- opraHuszyer (OPMHpPOBAaHHME W XPaHEHUE JOKYMEHTAI[MOHHOTO (OHIa U  €ro
WCIIOJIb30BaHNUE.

OOpasoBareibHas OpraHu3als BIpaBe MIPUMEHSITh B CBOCH JEATEILHOCTH AJICKTPOHHBIN
JOKYMEHTOOOOpOT, KOTOPBIA MPEIyCMATPUBACT CO3JIaHUE, IOANKMCAHNE, HCIIONB30BAaHUE U
XpaHCHHE JOKYMEHTOB, CBSI3aHHBIX C JIEATCIBLHOCTHIO O00pa30BATENBHOW OpraHW3alld, B
JJIEKTPOHHOM BHe 0e3 ayOnmupoBaHusi Ha OyMaxxHoM HocuTene. Pemienne o BBeaeHUU
AJIEKTPOHHOTO  JIOKYMEHTOO0OpOTa W  MOPSAIOK €ro  OCYIISCTBICHHS  YTBEPIKIAOTCS
00pa30BaTeNBLHON OpraHu3aIuei Mo COTIACOBAHUIO C €€ YUPSAUTEIIEM.

Best menoBasi TOKyMEHTAlMsi XPaHUTCS B CIEIHAIBLHO OOOPYIOBAaHHBIX MOMEIICHUSX,
mkagax win ceiidpax c¢ cobmoneHueM TtpedboBaHuil denepanpHoro 3akoHa Poccuiickoit
®enepanuu ot 27.07.2006 Ne 152-D3 «O nepcoHaIbHBIX TaHHBIX).

PaGotatk ¢ TOKyMEHTaMu BHE CITy>KEOHBIX TOMEIIEHUH 3aIiperaeTcsl.

2. JlokyMeHTbI 00pa30BaTeIbHOI OpraHu3aiuu.

PykoBogurens 00pa3oBaTeNbHOM OpraHM3allMd  WMIM  JIMIO, WCHOJHSIOIIEE €ro
0053aHHOCTH, W3JaeT MpHKa3bl, HHCTPYKLUMUH, IpaBHUa, IOJOXKEHHs, 0OsA3aTeNbHble s
WCIIOJIHEHUS] BCEMH paOOTHUKAMHU.

Xon o0O0CykAeHUs BOINPOCOB HAa 3aCEAAaHUSAX KOJUIETHMAIbHBIX OPraHOB, COBETOB,
cOOpaHUsIX, COBEIIAHUAX U pEIIeHUs], IPUHUMAEMbIe Ha HUX, (PUKCUPYIOTCS B IPOTOKOJIAX.

JUis oCyIIeCTBIEHUS ONEPATUBHBIX CBA3ECH C APYTMMH OpPraHM3AaLMsMHM U TpakJaHaAMU
HCIOJIb3YIOTCA Takue (OpPMBbI, KaK MHChbMa, (PaKchl, TeIerpaMMBbl, Telle(OHOTpaMMBbI.

Jlist ocyIIecTBIIEHUS IpUeMa, YBOJIbHEHUS, TepeMeIleHUs] paOOTHUKOB, MPEI0CTABICHUS
UM OTITYyCKOB O(OPMIISIOTCS TPYAOBBIE JIOTOBOPBI, MPUKA3bl MO JUYHOMY COCTaBY, 3asBICHHUS,
TPYJOBBIE KHWKKHU, JIMYHbIE KAPTOUKH U JIp.

Y4eOHO-exaroruyeckasi J10KyMeHTalMs.
Y4yeOHass JOKyMEHTAIMsl — 3TO KOJNWYECTBEHHAs W KAa4eCTBEHHAs XapaKTePUCTHKU
COCTOSIHUS Y4€OHOM, METOAMYECKON U BOCTIUTATENBHON pab0Thl 00pa30BaTEeNbHON OpraHU3aIiH.

[lenarornueckue pabOTHUKM TPH PpeaJM3allMd OCHOBHBIX 00I1e00pa3oBaTeIbHbIX
MpOrpamMM OCYIIECTBISIOT IMOATOTOBKY CIEIyIOIIel MOKyMeHTanuu (mpuka3 MUHUCTEpPCTBA
npocsemieHust Poccuiickoit @enepanuu ot 21.07.2022 Ne 582 «O6 yTBepKIACHHUU MEPEUHS
TOKYMEHTAIUH, TOATOTOBKAa KOTOPOH OCYIIECTBISETCS MENarorunuyecKMMH paOOTHUKAMH TPH
peanu3ali OCHOBHBIX 00111e00pa30BaTeNbHBIX IPOrPaAMM»):

- pabouas mporpamMma y4eOHOTo MpeaMeTa, yueOHOro Kypca (B TOM UHCIie BHEYPOUHOI
JeSTEeNbHOCTH), Y4eOHOTO MOYJIS;

- )KypHaJI y4eTa yCIeBaeMOCTH;

- OKypHaJ BHEYpOYHOH  JEATENPHOCTH  (JUI  TEJarorudeckux  pabOTHHUKOB,



OCYIIECTBISIONIMX BHEYPOUHYIO NESTEIBHOCTD);
- TUIaH BOCTIUTATEIbHOM PabOThl (A Melarornyeckux pabOTHUKOB, OCYIIECTBIISIOMINX
(YHKIMU KJIACCHOTO PYKOBOJIUTENS);
- XapaKTepUCTHKA Ha 00yJaromierocs (1o 3ampocy).
[IkonbHBIE JOKYMEHTHI TOJHKHBI O(OPMIIATHCS CBOEBPEMEHHO, YETKO, pa3doopuuBo, 6e3
MOTYMCTOK, TOMAPOK, BHI3BIBAIOIINX COMHEHHE B PABUIIBHOCTH BHECEHHBIX JAHHBIX.
3anucy B JOKyMEHTaX JTOJDKHBI IPOM3BOIUTHCS IIAPUKOBOM pyUKOI YEpHOro 1IBETA.
Ommbka, JomylieHHass B TEeKCTe WIM LUQGPOBBIX JAaHHBIX JTOKYMEHTA, WCIpPAaBISAETCS
CIIEAYIOIIMM 00pa3oM: OIMOOYHbIE CII0BA WM HU(PHI 3a4ePKUBAIOTCS TaK, YTOOBI MOYKHO OBLIO
IIPOYECTh 3aUEPKHYTOE, & CBEPXY, MO0 PAIOM, JIMOO HA MOJSIX MUUIYTCSl YTOUHEHHBIE JJaHHbIC.
Bce BHeceHHBIE WCHpPaBICHUS JODKHBI OBITh OTOBOPEHBI W 3aBEPEHBI TMOANMCAMH JIUI,
oopMUBLIMX JOKYMEHT. 3a JIOCTOBEPHOCTb CBEACHHUH, COAEPXKALIMXCS B JOKYMEHTax,
Ha/JIexamee ux o(opmieHHe HEeCyT OTBETCTBEHHOCTh JOJDKHOCTHBIE JIUIIA, MOJIHCABIINE
JOKYMEHT.
B cocTaB 1okyMeHTOB 00pa30BaTelIbHOM OpraHU3alMy BXOIAT:
- OpTaHU3aIMOHHBIC JTOKYMEHTHI;
-yCTaB OpraHU3aLUY;
- IOTOBOP C yUpEIUTEINEM;
- MOJIOXKEHUS O MOJPA3AETICHUX (IPU HATTUYHHN);
- IPaBOYCTAaHABINBAIOUINE JOKYMEHTBL;
- TOJDKHOCTHBIE MHCTPYKIUH COTPYHUKOB;
- KOJUIEKTUBHBIN JIOTOBOP;
- LITaTHOE paclMCaHue;
- IpaBUJIa BHYTPEHHETO TPYAOBOTO PACHIOPSIKA U IP.
PacniopsinuTensHbie TOKYMEHTHI:
- IPUKa3bl;
- pacTopsHKeHHUS;
- MHCTPYKIIMU U Jp.
WNudopmanmoHHO-CIIpaBOYHbIE JOKYMEHTBI:

- IPOTOKOJIBI;

- TUTaHBI,

- OTYETHI;

- CIIPaBKH U Jp.

Bce kHUTH W JKypHalbl, KOTOpbIE BEIYTCS B 0Opa3oBAaTENbHBIX OpPTaHU3AIMAIX Ha
OyMaXHBIX HOCHUTENSX, IOCTPAaHUYHO IPOHYMEPOBBIBAIOTCSA, MPOIIHYPOBBIBAIOTCI U
MOJIMUCHIBAIOTCS  pyKoBoguTeneM.  [loAmuch  pyKOBOIUTENs — 3aBepsieTcs  IEeYaThio
00pa3oBaTeNbHON OpraHU3alHH.

3. IIpaBuia opopm/ieHHsI JOKYMEHTOB

OcHoBHbIe TPeOOBaHUs 110 0(POPMIICHHIO TOKYMEHTOB.

JIOKyMEHTBI MOTYT CO3/1aBaThCsi HA OYMa)XKHOM HOCHUTENIE W B DJIEKTPOHHOU (opme ¢
cOOJTI0/ICHNEM YCTaHOBJIEHHBIX MTPaBUI 0(hOPMIICHHS TOKYMEHTOB.

[Ipu co3manuu [OOKyMEeHTa Ha JBYX H 0OoJliee CTpPaHHIIAX BTOPYIO U TOCIEIYIOIIHE
CTpaHUIIBI HYMEPYIOT.

JlomyckaeTcsi co3iaHue JOKYMEHTOB Ha JIUIIEBOM M OOOpPOTHOHM cTopoHax nucra. [lpu
JIBYCTOPOHHEM CO3J]aHWW JOKYMEHTOB INMPWHA JICBOTO TIOJS HAa JIMIEBOM CTOPOHE JIUCTAa WU
MIPABOTO TMOJIE Ha 0OOPOTHOM CTOPOHE JIUCTA TOJKHBI OBITH PABHBIL.

[IpenmouTuTeNbHBIMU TAPHUTYPAMU U pazMepaMu MIPUQTOB ISl PEKBU3UTOB JOKYMEHTA
sBistroTest Ne 12,13,14.

[Ipu cocTaBnenun TabauI AOMYCKAETCS UCTIOIb30BaHUE HIPU(PTOB MEHBIIUX PA3MEPOB.

AOG3aIHbIi OTCTYI TEKCTa TOKYMEHTa - 1,25 cwM.

3arooBKM pa3feNioB M MOAPA3JEJIOB IeYaTaloTcs C a03alHbIM OTCTYIIOM WJIU
LHEHTPUPYIOTCS 110 MIUPUHE TEKCTA.

MHorocTpouHbsle PEKBU3UTHI IMEYATAIOTCA Yepe3 OJUH MEXKCTPOUYHBIM HMHTEpBal,
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COCTaBHBIC YaCTU PEKBU3UTOB OTJEISIOTCS TOTOJIHUTEIEHBIM HHTEPBAJIOM.

TekcT nokymeHTa nedaraercs yepes 1-1,5 MEXCTpOUHBIX HHTEpBAJIA.

WuTepBan Mex 1y OyKBaMH B CIIOBAX - OOBIYHBIH.

WHTepBan Mex1y CIOBaMHU - OJTUH MPOOEIL.

TekcT noKyMeHTa BBIPABHMBAETCS MO IIUPUHE JIMCTA (110 TPaHMIIAM JIEBOTO U IMPABOTO
MoJIeH IOKYMEHTA).

MosxeT OBITh MPEeTyCMOTPEHO BBIJICIIEHUE PEKBU3UTOB «aapecaTy, «3arojloBOK K TEKCTY»
WIN «IIOAINCHY, @ TAKXKE OTIEJIBHBIX ()ParMEHTOB TEKCTA MOJTY>KUPHBIM HIPU(TOM.

TekcT moKyMeHTa JTOJKEeH OBITh M3JI0KEH KpaTKO, TPAMOTHO, MOHATHO U OOBEKTHBHO,
0€e3 MOBTOPEHUH U yIOTPEOICHHS CJIOB U 000POTOB, KOTOPbIE HE HECYT CMBICIIOBOW HArpy3KH, U
JIOJDKEH KacaTbCs TOrO BOIPOCA, KOTOpBIM c(OpMYJIUpOBaH B 3arojoBKe K TeKcTy. Tekcr
JOKyMeHTa Oo(GOpMIIETCS B BHJE CIUIOIIHOTO CBSI3HOTO TEKCTa WM TaOJHIBI, WK IyTeM
co4eTaHus 3Tux Hopm.

TeKCThbI CTIOXKHBIX U OONBIINX N0 00BEMY JTOKYMEHTOB (IOKJIAbl, OTYETHI U T.J.) ACIATCS
Ha pazJielibl, MOpa3/Aeibl, IyHKThl, HOAMYHKThL. [TyHKTBI M MOANYHKTHl B TEKCTE HyMEpYIOTCS
apabckuMu UPpPaMu C TOUKOM.

ITpumep -

1.

1.1.

2.

2.1.

JIOKyMEHTBI, KaK MpaBuUiIo, opopMIIsIOTCS Ha OJaHKax o0Opa30BaTENbHOW OpraHHU3aIlvy,
UMEIOT YCTAHOBJICHHBI KOMIUIEKC OO0S3aTENIbHBIX PEKBU3UTOB M CTAOMJIBHBINA IMOPSAIOK HX
PacIoyIoKeHUs..

bnankm Kaknoro BHa HM3TOTABIMBAIOTCS HAa OCHOBE YIJIOBOTO WIIM IPOJOJIEHOTO
pa3MeneHus peKBU3UTOB.

PexkBH3HTHI 3arojioBKa pa3MemaroTcs HEHTPUPYEMBIM (HAdaio M KOHEN KaKIOH CTPOKH
PEKBU3UTA PABHO YAAJIEHbI OT 'PAHMUL] 30HBI PACIIOI0KEHUS PEKBU3UTOB) UM YIJIOBBIM (KaXJ1as
CTpOKa PEeKBU3UTA HAYMHAETCS OT JICBOM IPAHUIIBI 30HBI PACTIOIOKEHHUSI PEKBH3UTOB) CIIOCOOOM.

JIsst ©3roTOBIICHHUS OTaHKOB UCIIOJB3YIOTCS TMCTHI Oymaru opmata A4 (210 x 297 Mm) u
A5 (210 x 148 MutnMeTpoB).

Kaxnplif muct 1okyMeHTa, ohopMIIEHHBIN Kak Ha OlaHKe, Tak M 0e3 Hero, 0JKEeH UMETh
TIOJISl HE MEHEee, MM:

nesoe - 20;

mpasoe - 10;

BepxHee- 20;

HkHee - 20.

JIoKyMeHTBI JUIMTEeNbHBIX (CBBIIE 10 J1eT) CPOKOB XpaHEHUs JOJKHBI HIMETh JIEBOE TOJIE HE
meHee 30 M.

OdopmiieHne peKBU3UTOB JOKYMEHTOB.

ABTOp 10KYMEHTOB.

HaumenoBanne o0pa3oBaTesIbHON OpraHM3alliy yYKa3bIBaeTCs B TOUHOM COOTBETCTBUU C
yctaBoM oOpa3oBaTenbHOM opranuzanuu. COKpalleHHOe HauMMEHOBAHHE IOMENaeTcs MO
MIOJIHBIM HAaUMEHOBAaHUEM B CKOOKaX.

HanmenoBanue CTpyKTYpHOIO IOAPA3LACIICHHUS — aBTOpa JOKYMEHTa HCIIOIb3YeTCs B
O/aHKax MuceM U OJaHKaX KOHKPETHBIX BHJIOB JOKYMEHTOB W YKa3bIBa€TCS IMOJ MOJIHBIM U
COKpaIlleHHbIM HAUMEHOBAaHUSMH 00pa30BaTEIbHONW OpraHU3aIIH.

HanmeHoBaHME MJOJKHOCTH JIMIAa — aBTOpAa JOKYMEHTa HCHOJIb3yeTcsl B OJaHKax
JOJPKHOCTHBIX JIMIL ¥ pacroiaraeTcs Moj HAaMMEHOBaHUEM 00pa30oBaTeIbHOM OpraHU3altu.

HaumenoBanue TOJDKHOCTH JIMLA — aBTOPA JOKYMEHTA YKa3bIBa€TCS B COOTBETCTBUHU C
HaVMEHOBAHMEM, IIPUBEJICHHBIM B PACIIOPSAUTEIILHOM JTOKYMEHTE O Ha3HAYCHUH Ha JOJIKHOCTD.

CnpaBouHble JaHHBIe 00 00pa30BaTeIbHON OpPraHu3anuu.
CripaBoyHble JaHHbIE 00 OpraHM3alMM yKa3bIBalOTCS B ONAaHKAX MUCEM U BKIIOYAIOT:
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aznpec, Homep TenedoHa, (akc, aapec NEKTPOHHOU MOYTHI, ceTeBOM aapec, a Taxke OKIIO,
OI'PH, MHH u KIIIT opranu3zanuu.

HaumeHoBaHUe BH/IA JOKYMEHTA.

HaumenoBanue Buaa JOKyMEHTa, COCTaBJICHHOTO OpraHu3alued, JOKHO ObITh
OTpEJICTICHO YCTaBOM (TOJOKEHHEM) W JOJDKHO COOTBETCTBOBATh HAMMEHOBAHUSM BHJIOB
JTOKyMeHTOB, npenycmorpeHHbiM OKVY/I: akT, crmpaBka, 3amucka, CBOJIK4, OT3bIB, IMPOTOKOJ,
CIIUCOK, H3BECIICHWE U Jp. PacnopsauTenbHble AOKYMEHTHl OpraHU3alldd HU3AAl0TCs  CO
CHEAYIOLIMMH HAa3BaHUSAMU: IIPUKA3, PACTIOPSKEHUE.

HaunmenoBanue Bu1a 1 pa3HOBUIHOCTH JOKYMEHTA HE YKa3bIBA€TCS B MUChMaX.

HanveHoBanune BHAa JOKYMEHTa II€4aTaeTCsl MPONMHUCHBIMH OYKBaMH ITOTYKUPHBIM
mpUQPTOM.

JaTa 1oKymeHTa.

JlaTa 1OKyMeHTa COOTBETCTBYET JlaTe MOANUcaHus (YTBEP:KIEHUS) TOKYMEHTa WU J1aTe
COOBITHSA, 3a)UKCUPOBAHHOTO B JOKYMEHTE:
apabckumu mudpamu, pasaerneHabiva Todkoi: 05.06.2021; cmoBecHO-TUGPOBBEIM CrIOcOOOM: 5
utons 2021 r.

B Tekcrtax DOKYMEHTOB, COIEpIKAaIlMX CChUIKM HAa HOPMATHUBHBIE NPABOBBIE AKThI, U
JTOKYMEHTOB, COJIEpXKAIlUX CBEACHUS (MHAHCOBOTO XapaKTepa, INPUMEHSETCS CIOBECHO
uudpoBoi ciocod ykazaHus Aar 06e3 MpoCTaBICHUS HYJS B 0003HAYCHHUH JHS MECAla, €ClU OH
conepkut oy mudpy: 3 anpens 2021 roga.

Pazpemiaercst npuMEHATH CJIOBO «TOJl» B COKpaIleHHOM BapuaHTe «r»:1 urons 2021 r.

I'pu¢ orpannyeHus 10CTyNA K JOKYMEHTY.

[IpocraBisieTcsi B TpaBOM BEpxXHEM YIUIy TMEPBOro JHCTa JOKyMeHTa (TIpoekTa
JIOKYMEHTa, COMPOBOJUTENILHOTO MHUChMa K JOKYMEHTY) Ha TpaHUIle BEpPXHEro MO Mpu
HaJU4YUU B JOKYMEHTe HMH(POpPMAIMM, JTOCTYNl K KOTOPOM OrpaHHMYEeH B COOTBETCTBUU C
3akoHomarenbcTBOM  Poccniickorn  ®denepaumu. B cocraB pekBU3MTa  BKIIKOYAETCS
OTpaHUYHUTENbHAS HAAMUCK: «Js cimykeOHOro nmojb3oBaHus», « KoHpuaeHmanbHOY,
«IlepconanbHbIe TaHHBIEY WITH JIP.

[Ipumep —

IHepconanbHbIE JaHHbIE
pPadOTHMKOB
k3. Ne 1
MyHuuunaiabHoe 010/1KeTHOe 001eoopa3oBaTesibHoe yupexaenue «llkomaa Ne 2»
(MBOY IIkoxaa Ne 2)
LleHTp AOMOTHUTEILHOIO 00pa30BaAHNS
ITPUKA3

Bce Buasl rpudoB orpaHudeHus JOCTyma K JOKYMEHTaM 3aKPeIUIsiOTCS B JIOKATBHBIX

aKkTax 00pa3oBaTeNbHON OpraHU3alINH.

PerucrpaninoHHbINH HOMeEP TOKYMEHTA.

Perucrpanmonssiii Homep — 1uudpoBoe uiaM OykBeHHO-LM(pPOBOe 0003HAUEHUE,
MIPUCBANBAEMOE JIOKYMEHTY IPH €0 PETUCTPALHH.

Perucrpanus 1oKkyMeHTa IPOBOIUTCS TOCIIE €ro MOMUCAHUS HITH YTBEPHKICHHSL.

Jlis BHYTPEeHHHUX JOKYMEHTOB — IPHKAa30B, NMPOTOKOJOB — 3TO MOPSAKOBBIM HOMEp B
npefenax KaJeHJapHOTO roja/ y4eOHOro Troja Mo KaXIOMy BHAY WIH Pa3HOBHIHOCTH
JOKYMEHTOB. B mpHKa3zaX perucTpardoHHBIA HOMEpP MOXET MJONOJHATHCA OYKBEHHBIM
MH/IEKCOM, 0003HAYaIOIUM Pa3HOBUIHOCTH.

JIist ucXoAsIMX JOKYMEHTOB PErUCTPALIMOHHBIA HOMEp COCTOUT U3:

1) mopsAKOBOrO HOMEpa B Ipe/ieax MacCUBa OTIPABISIEMOM KOPPECIIOH ICHIINY;

2) WH/IeKCa JieNia B COOTBETCTBUH C HOMEHKJIATYPOH J1e71 00pa30BaTesIbHOM OpraHU3amuH.

PerucrpannonHblii HOMEp JOKYMEHTa, COCTAaBJIIEHHOTO COBMECTHO JBYMs M Oojee



OpraHMu3alysIMH, COCTOMT M3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB KaXKIOW M3 ITHX
OpraHu3alyii, IPOCTaBISIEMbIX Yepe3 KOCYIO UepTYy B MOPSIIKE YKa3aHUS aBTOPOB B JJOKYMEHTE.

Ccbuika HA perucTPalMOHHBIN HOMEP M 1aTy J0KYMEHTA.

Ccplika Ha pPEruMCTpallMOHHBIM HOMEp W JaTy JOKyMEHTa BKIKOYaeT B ceds
pErucTpanioHHbIN HOMEpP U JaTy JOKYMEHTa, Ha KOTOPBIH J0JIKEH ObITh JaH OTBET.

Ccpiika Ha HOMEp W JaTy JOKYMEHTa HCIIONIb3yeTcs MpH O(OPMIICHUH IIHCEM,
SBJIIOLIMXCSL OTBETaMU Ha IOCTYNMBILEE MHUCBbMO (3ampoc, mpockOy u ap.). CeelneHus B
PEKBU3UT IEPEHOCATCS C MOCTYNUBLIETO JOKYMEHTAa M COOTBETCTBYIOT PErMCTPALHOHHOMY
HOMEpPY U AaTe NOCTYIUBUIETO TOKYMEHTA.

OrpanuuuTenpHas OTMETKA JUIsl JAHHOIO PEKBU3UTA IPOCTABISAETCS B JIEBOW 4YacTH
0J1aHKa NMUChbMa MO/l PEKBU3UTOM «J1aTa» U «PEruCcTPALUOHHBIMN HOMEP JOKYMEHTa».

Hannyne naHHOTO pEeKBU3UTA UCKITIOYAET HEOOXOIUMOCTh YIIOMHUHAHUS HOMEpA U ATkl
IIOCTYNHUBIIET0 JOKyMEHTa B TEKCTE IIMCbMA, YTO OCBOOOXKIAET TEKCT OT CIPaBOYHOM
uHpOpMaIUH.

MecTto cocTaB/1eHHsI MM H3aHUS JOKYMEHTA.

Mecto  cocraBineHuss  (M3gaHMs) — JIOKyMEHTa  yKas3blBaeTcsi B JOKYMEHTaXx,
M3rOTaBIMBAEMBIX Ha OJIaHKaX KOHKPETHBIX BU/I0B IOKYMEHTOB.

Anpecar.

AnpecatamMu  JIOKyMEHTa MOTYT OBITb IOpUIMYECKHE JIMIA, HUX CTPYKTYpHbIE
MOJIpa3/IeIeHuUs ¥ JOJDKHOCTHBIC JINIA, a TAKKE PU3NIECKHE JINLA.

PexBusut «anpecar» npocTaBiiseTcss B BEpXHEN IMpaBoi 4acTu JOKYMEHTa (Ha OJiaHKe ¢
YIJIOBBIM PAcCHOJOXEHUEM PpEKBU3MTOB) WIM CIpaBa [0 PEKBU3UTaMu OnaHka (TpH
MIPOJOJILHOM  PACIIOJIOKEHMM  PEKBU3UTOB  OnaHka). CTpokM  pEKBU3HUTA  «aapecaT»
BBIPAaBHUBAIOTCS 110 JIEBOMY KparO WIM LIEHTPYIOTCS OTHOCUTEIBHO CaMOl JUIMHHOM CTPOKH.

Ecin  noxkymMeHT azapecoBaH IOPUAMYECKOMY JIMIY WIM €ro CTPYKTYpHOMY
MOJIpa3/ieieHnIo 0e3 YyKa3aHus JOJDKHOCTHOTO JIMIA, HMX HAWUMEHOBAaHUS TPUBOJATCS B
MMEHUTEJIbHOM IaJIeXKe.

[Ipumepsr
1. Munucrepcrso o6pasoBanus,

HAYKHU U MOJIOIEKH
Pecny0smmkn Kpeim

2. MuHHCTEPCTBO 00pPa30BaHuS,
HAYKHU U MoJoaexu Pecnydamnkn
Kpbim
ynpasJieHHe 0011ero oopa3oBaHus

[TouToBBIli  azpec  yKas3blBaeTCs  NpU  HANpaBICHUM  JOKYMEHTAa  Pa30BbIM
KOPPECIIOHIEHTaM.

Ecnn 1oKyMeHT aipecOBaH PYKOBOJMTEJII0 IOPUINYECKOTO JIUIA WIH €T0 3aMECTUTEIIO,
HaMMEHOBAaHHME IOPUAMYECKOrO JIMIAa BXOJUT B COCTaB HAaWMEHOBAHHUS JIOJDKHOCTU ajpecara,
KOTOpO€ NMPUBOJUTCS B AATEIBHOM MAJEKE.

[Ipumep —

PyxoBoaurenio denepaibLHOro

apXMBHOI'0 areHTCTBa

®amuiansa U.0.

Nuunuansl craBaTcss mocide (GaMHIMHM HE3aBUCHMO OT TOro, KOMY aJipecoBaH
JOKYMEHT — JIOJDKHOCTHOMY JIUILY WIH (PU3UYECKOMY .

[Tpu anpecoBaHuy NMUcbMa PyKOBOJUTEINO CTPYKTYPHOTO MOAPA3AETICHUS YKa3bIBaeTCs B
MMEHHUTEIIbHOM TIa/Ie’)K€ HAWMEHOBAHME OpraHM3alliy, HIXKE - B JIaT€JIbHOM IaJIeke
HAaUMEHOBAaHHE JOJUKHOCTH PpYKOBOJUTENS, BKIIOYAIOUIEE HAWMEHOBaHHE CTPYKTYPHOIO
nojpasaesieHus, aMuIni0, NHUITAATBL.



ITpumep-

MunucrepcTBo o0pa3oBaHmus,

HaykH 1 MoJiogexu Pecnyoauku Kpeim
HavaabHuKy ynpaBJieHusi 001ero o0pa3zoBaHus
®amuinua U.0.

[lepen damunueit JOHKHOCTHOTO JIMLA JOIYCKAETCS YHOTPEOISATh COKPAIEHUE «T-HY»
(rocioguHy), €ciy azipecaT My>KUMHA, WK «-Ke» (TOCII0XKE), €CIIU aJpecaT KeHIIMHA.

IIpu paccbuike AOKYMEHTa IpylIle OpraHu3aluil OAHOIO THUIA WM B CTPYKTYpHBIE
MOJIpa3/IeIeHUs OHOIN OpraHu3aluy, aJpecar yKa3bIBaeTcsi 0000IICHHO.

B ogHOM 10KyMEHTE HE TOJIKHO OBITh O0JIee YeTHIPEX aapecaToB.

[Ipu GombIIEM KOJIUYECTBE aIpECaTOB COCTABISAETCS CIIUCOK (JIUCT, YKa3aTelb) PaCChUIKU
JOKYMEHTa, Ha KaXXJIOM JOKYMEHTE yKa3bIBaeTCsl OIMH ajpecaT WM ajpecaT odopmisercs
0000IIEeHHO.

B cocraB pexBusuTa «Anpecar» MOXKET BXOJIUTh IMOYTOBBIA anapec. OJIEMEHTHI
MIOYTOBOIO a/Ipeca yKa3bIBAIOTCS B MOCIEAOBATEIbBHOCTH, YCTaHOBIEHHOU [IpaBunamu okazanus
YCIIyT MOYTOBOU CBSA3H.

ITpumep -
Bcepoccuiickuii Hay4Ho-
HCCJIeI0BATEIbCKMA HHCTUTYT
AOKYMEHTOBeJeHHUS M ApXHUBHOIO /ies1a
IIpogcoroznas yi.,
o. 82,
MockBa, 117393
B cnyuae oTmpaBku JOKyMeHTa (pU3MUECKOMY JIMILY YKa3bIBarOTCS: (haMHJIUS, WHUIIMAIbI,
MOYTOBBIN ajpec: (yIula, HOMEp JoMa U KBapTUPbI, HACEJICHHBIN MyHKT, paiioH, o0nacTh (Kpak,
pecmy0inKa), TOYTOBBIA UHACKC).

ITpumep -
®amunus U.0.
CapoBas yu1., 1. 5, KB. 12,
r. JHCK, JHCKOH 00J1., 301264
IIpu oTmpaBke NMUChbMa MO IEKTPOHHOW IMOUYTE WIM MO (aKCUMHIBHOW cBs3M (0e3
JOCBIJIKM TIO TIOYTE) IMOYTOBBIM ajpec HE yKasbiBaeTcs. [Ipn HEOOXOIMMOCTH MOXET OBITh
yKa3aH 3JeKTPOHHBIN aapec (HoMep TenedoHa/pakca).
[Tpumep -

Bcepoccuiickuii Hay4YHoO-
I/ICCJ'IeIIOBaTeJILCKI/Iﬁ I/IHCTI/ITyT
AOKYMCHTOBCACHUSA U AaPpXUBHOI'0 J€JIa
mail@vniidad.ru

I'pud¢ yrBep:kaeHus JOKYMEHTA.

I'pud yTBepkIaeHHMS TPOCTABIAETCS Ha JOKYMEHTE B CIydae €ro yTBEpKIACHHUS
JTOJIDKHOCTHBIM JIUIIOM, paCI'IOpH}II/ITeJ'IBHI)IM }IOKYMGHTOM (npm<a30M, pacnop;mceHI/IeM,
pelLeHrEM).

I'pud yTBepkmeHus: pazMeniaeTcsi B IpaBOM BEPXHEM YTIIy MEPBOTO JIMCTA TOKYMEHTA.
CTpoku peKBHU3UTA BBIPAaBHUBAIOTCS IO JIEBOMY Kparo WM LIEHTPYIOTCSI OTHOCUTENIBHO CaMOil
JUTMHHOW CTPOKH.

[Ipu yTBepKIeHHH TOKYMEHTa JOJKHOCTHBIM JIMIIOM TPH(} YTBEP)KICHUS COCTOUT U3
cioBa YTBEPXJAIO, HanmeHOBaHUS MOKHOCTH JIMIA, YTBEPXKIAIOMIETO TOKYMEHT, €ro
MOJTMCH, HHUIIUAJIOB, (DaMUJIMK U AATHl YTBEPIKICHUS.

[Tpumep -


mailto:mail@vniidad.ru

YTBEPXIAIO

Jupexrop MBOY COLI Ne 1
IMoanuce U.0. ®amMuaus
Jara

[Ipu yTBep)KIeHUU JAOKYMEHTa PacCIOPSIIUTEIbHBIM JTOKYMEHTOM TpHu(] yTBEp:KIACHUS
cocrout u3 cinosa YTBEPXIEH (YTBEPX/IEHA, YTBEPX/IEHbI niu YTBEPXIEHO),
COIJJaCOBAaHHOTO C HAMMEHOBAaHUEM BHJA, YTBEPKIAEMOIO JOKYMEHTa, HAaWMEHOBaHUs
PacCIoOpsSIAUTEIBHOIO TOKYMEHTA B TBOPUTEIBHOM I1aJI€Ke, €r0 JaThl, HOMEPA.

[Tpumepsi
1. (Ilopsmox) YTBEPKJIEH
npukazom MBOY COIII Nel
5 anmpeas 2021 r. Ne 82
2. (IlpaBuna) YTBEPX/EHBI

npukazom MBOY COLI Ne 1
15.06. 2021 r. Ne 83

3. (ITonoxxenue)

YTBEPXKIAEHO
npuxkazom MBOY COLI Ne 1
15.06. 2021 r. Ne 83

[Tpu npuHATUN (pacCCMOTPEHHH) JOKYMEHTA KOJIJIETHAIbHBIM OpPraHoM 00pa3oBaTeIbHOM
OpraHM3aliH, PEelIeHUsI KOTOPOro (PUKCUPYIOTCS B IPOTOKOJIE, B rpre NPUHSTO (paccCMOTPEHO)

YKa3bIBACTCsA HAMMCHOBAHUC OpraHa, pCHICHHUEM KOTOPOTO MPHUHAT AOKYMCHT, AdaTa U HOMCEP
MPOTOKOJIA (B CKOOKAX).
YTBEPKAAIOIIETO JOKYMEHTa B TBOPUTEILHOM MaJIeKe, €ro 1aThl, HOMEpa.

ITpumepsl
3. (Ilopsaok) MPUHAT
neJIarorn4eCKuM coOBeToM
(mportokoJ ot 15.08.2021 Ne 12)
4. (Tpasuna) MMPUHSTHI

Yupas/siomuM coBeTOM
(mporokoJ ot 15.06.2021 Ne 8)
3. (ITomoxxenwue)
MNPUHATO
o0muM codpanuemM padOTHHKOB
o0pa3oBaTe/IbHOM OPraHU3aALUU
(mporoxoa 15.06.2021 r. Ne 83)
3aroJI0BOK K TEKCTY.



3aroioBOK K TEKCTY BKJIIOYAaeT B ce0s KpaTKoe CoAep)KaHHe [IOKyMEHTa, €ro OCHOBHYIO
CMBICIIOBYIO Harpy3ky. 3aroyioBok ¢opmymnupyercs ¢ npemiorom «O» («O0») u oTBedaeT Ha
BOIIPOC «O 4eM?»:
e 1mpuKa3 (0 yem?) 0 CO3AaHUM ATTECTALlMOHHON KOMHUCCHUU;
e mpuka3 (0 yeM?) 00 YTBEpKJICHUH IITATHOTO PACITUCAHNS,
e TUCHMO (0 YyeM?) O MPEeIOCTABICHUN HHPOPMAITUH.
3aroi0BOK COCTaBIISICT UCIIOJIHUTEND TOKYMEHTA. 3aroj0BOK K TEKCTY OQOPMIISIETCS MO
pEeKBU3UTAMH OJIaHKa CJIeBa, OT TPAHUILIBI JIEBOTO MOJs. Eciu TeKCT JOKyMEHTa He MpEBBIIIAET
YeThIPEX-IISTH CTPOK Uit oopMiieH Ha OmaHke (popmarta AD, 3ar0JI0BOK MOXKHO HE YKa3bIBATh.
3aroJoBOK JOKYMEHTA 3allUCBIBAETCS IPH €ro PETUCTPAllM B COOTBETCTBYIOLIHE
perucTpanroHHbie (POPMBI: KapTOUKY, 0a3y TaHHBIX.

Texcr 1oKyMeHTA.

TekcT OKyMEHTa COCTaBISETCS Ha PYCCKOM S3bIKE KaK IOCYJAapCTBEHHOM SI3bIKE
Poccuiickoit ®@enepaunu. TekcT AOKyMEHTa H3J1araeTcsi PyCCKUM JIUTEPATypHBIM S3BIKOM C
Y4eTOM OCOOEHHOCTEW O(UIIMATBHO-ICIOBOTO CTHIISA, BHJA JOKYMEHTa M €ro Ha3HA4YCHUS B
ynpaBieH4ecKkoil aedrenbHocTU. ConepkaHue TOKYMEHTa JOJDKHO ObITh HM3JI0KEHO KpPaTKo,
JIOTUYHO, TOYHO U SICHO.

TekcTbl JOKYMEHTOB HU3JIararTcs:

- oT l-ro nuua eAMHCTBEHHOTO 4YMCJa B JOKyMEHTaX (TIpHKa3, pacHopssKeHHUE U T. I1.)
pyKoBozuTelss 00pa3oBaTebHONW OpraHu3aliy, JeHCTBYIOIEro Ha MPUHLIMIAX eAMHOHAYaus, a
TaK)Xe JOKYMEHTaX, aJpeCOBaHHBIX PYKOBOJCTBY OpPraHU3alMU: MPUKA3BIBAIO... IOJTOTOBUTH U
[IPEJCTaBUTh HA PACCMOTPEHUE; IIPOILY PACCMOTPETh
BOTIPOC 00 YCTaHOBIJIEHUH JIbTOTHBIX TapH(]OB...;

- 3-r0 JMla €JMHCTBEHHOI'O YHUCIIAa B JIOKYMEHTAaX KOJIJIETHAJIbHBIX OPTaHOB: KOMHUCCHS
pelna...; OpraHu3anys He CYNTAET BO3MOKHBIM. ..

- 1-ro nMIa MHOXKECTBEHHOTO YHCIa B COBMECTHBIX JTOKYMEHTAX: MPOCUM INPEACTaBUTh
JaHHBIE O..; IPEACTABIIIEM Ha PACCMOTPEHHE U YTBEPXKICHHUE. ..

- 3-r0 JuIa MHOXECTBEHHOIO0 4YHClIa B MPOTOKOJAX: CIyLIadd, BBICTYNWIH,

MTOCTAHOBUJIM, PEIINIIH.
B nokymeHTax, ycTaHaBIMBAIOIIMX IpaBa M OOS3aHHOCTH OpraHU3allUM, €€ CTPYKTYpPHBIX
nojipassieneHuil (MojaoKeHne, HHCTPYKIKSA), a TaKkKe COJepiKallliX OMHCAHUE, OLIEHKY (hakToB
WIK BBIBOJBI (AKT, CIpaBKa), UCIHOJb3yeTCs (opmMa H3JI0KEHHsS TEKCTa OT TPEThEro JHIa
€IMHCTBEHHOTO MJIM MHOXKECTBEHHOTO0 4Hcia («OTHEN OCYLIECTBISET (DYHKIUH», «B COCTaB
00BEIMHEHNUS BXOJATY, KKOMHUCCHS YCTAHOBUJIAY).

B Tekcte noxymeHTa, MOArOTOBIEHHOTO HA OCHOBAaHUM 3aKOHOJATENbHBIX, MHBIX HOPMATHUBHBIX
MPaBOBBIX aKTOB, M3JJAHHBIX OpraHaMU BJIACTH W YIPABJICHHS, JTOKYMEHTOB, paHee H3JaHHBIX
OpraHoM BJIACTU — AaBTOPOM JIOKYMEHTA, YKa3blBA€TCSI HAMMEHOBAHHME BHJa JOKYMEHTa,
HaWMEHOBAaHHME OpraHa, M3JaBIIETO JOKYMEHT, JaTa MPHUHSATHS WIA yTBEPXKICHUS JOKYMEHTA,
€ro pEerucTpallMOHHBIA HOMEp, a TaKKe 3arojloBOK K TEKCTYy WM HAaMMEHOBaHUE BHJA
JIOKyMEHTA.

IIpumepsl

«B cootBerctBuu ¢ mnocranoBienuem IIpaBurtensbctBa ot 13.08.1997 Ne 1009 «O6
yTBepkIeHNH [IpaBuil MOATOTOBKM HOPMATHBHBIX IPABOBBIX aKTOB (ellepalbHBIX OPraHOB
WCTIOJTHUTEJIbHON BIIACTU U MX FOCY/IaPCTBEHHON PErUCTpaliumy;

«B coorBerctBum ¢ IlosoxkeHWeM O TIOCTOSSHHO JACHCTBYIOIIEH SKCIEPTHOU
KOMHCCUHU YUPEXKJICHHsI, OpraHu3alliy, TPEANPUSTHS, YTBEPKICHHBIM MpUKa3oM PocapxuBa oT

19.01.1995 Ne 2...».

Ecan TeKCT conep:KUT HECKOJIBKO MTOPYYEHUH, PELICHUH, BBIBOJOB, B TEKCTE BBIICIISAIOTCA
paszensl, MOAPa3aeibl, IIyHKTHI, TOJITYHKTHI.



B TekcT moKkyMeHTa MOTYT BKITIOYAThCs (PparMeHThl, 0(hOpMIICHHBIC B BUJEC TAOIUIIBI HITH
AQHKETBHI.
CrpaHHuIIBI TEKCTa HyMEPYIOTCS apabCKUMU U paMu OCepeIMHE BEPXHETO MOJIS.
B nuceMax ucmosib3yroT ciaenyromye GopmMbl U3I0KEHUS:
e OT MEPBOTO JIUIA MHOKECTBEHHOTO YHUCIIA («IIPOCUM HAIPaBUTh», «HAIPABIISIEM Ha
paccMOTpEeHHE»);
e TIEPBOTO JIMIA €IUHCTBEHHOTO YUCIIA («CYUTAD HEOOXOIUMBIMY, KIIPOIY BBIICTHTEY );
e TpeThero Jmma eauHcTBeHHoro uucina («OO He Bospaxkaer», «OO cuutaer
BO3MOJKHBIMY).

OTMeTKa 0 IPUI0KEHUH.

OTMeTKa O MPHIIOKEHUH COJIEPIKHUT CBEICHUS O NTOKYMEHTE (JOKyMEHTax), MPHJIaraéMoM K
OCHOBHOMY JIOKYMEHTY (B COIPOBOJMTEIBHBIX IMUCbMaX, MPETCH3MSX, aKTaxX, CIpaBKax U
Ipyrux HH()OPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTaX) WJIA O TOM, 4YTO JOKYMEHT SIBIISICTCS
MPUIOKEHUEM K OCHOBHOMY JOKYMEHTY (B JOKYMEHTaX - MPUIOKEHHUSIX K PACIOPSIUTEIbHBIM
JOKYMEHTaM, TOJOXCHUSAM, MpPaBUIaM, MHCTPYKIUSAM, JOTOBOpaM, IUIaHaM, OTYETaM H JIp.
JIOKYMEHTaM).

B compoBoaMTENBbHBIX THCBMax M JPYyruX HH(GOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTAX
OTMETKA O TPWIOKEHUU O(GOPMIISIETCS MOJA TEKCTOM OT TPAaHHIIBI JICBOTO TOJISA CIEAYIOIIUM
obOpazoM:

- €CJIM IPUJIOKECHUE HA3BaHO B TEKCTE:

[Tpunoxenwne: Ha 2 1. B 1 9K3.;

- eCIlM TIPWIOKEHHE HE Ha3BaHO B TEKCTE WJIM €CJIM NPUIOKEHUH HECKOJBKO, YKa3bIBAIOT
Ha3BaHUS JJOKYMEHTOB-TIPHJIOKEHUH, KOJMUYECTBO JIUCTOB M  JK3EMIUIIPOB  KaKIOTO
MIPUIIOKCHHUS
[Ipunoxenue: 1. [Nonoxenue (Ha3Banue) Ha 5 1. B 1 9K3.
2. CripaBKa 0 KaJJpoBOM cocTaBe Ha 2 JI. B 1 9K3.;
- €CJIM MIPUIJIOKEHHUEM SIBIISIETCSl 000COOIEHHBIN 3JIEKTPOHHBIN HOCUTENb (KOMITAKT- JHCK,
usb-gnemr-nakonurens u ap.):
- Ilpunoxenue:
CDs 1 5ks.
- ecIM MpHUIoKeHHe (TPUIIOKEHHS) COPOLIIOPOBAaHBbI:
[Ipunoxenue:
oryet o padore PUII B 2 7k3.
B pacniopsiauTenbHBIX JOKyMEHTaX (MPUKa3ax, paclopsHKEHUSX ), TOTOBOPaX, MOJIOKEHHSIX,

MpaBWIax, WHCTPYKLUUAX U JAPYTruX JOKYMEHTaX OTMETKa O MpPHIOKEHUH odopmisercs
CIIEIYIOLIUM 00pa3oM:

- B TEKCT€ JIOKyMEHTa IpHU NEPBOM YIOMHHAHUHU JTOKYMEHTA-IIPUIIOKEHHUSI B CKOOKax
yKa3bpIBaeTCsA: ... (NMPUWIOKEHHE) WK ... (npwiokenue 1); mepen HOMEPOM TMPHIOKCHHUS
JIOIYCKAeTCsl CTAaBUTh 3HAK HOMEpA: ... (mpuiiokeHue Ne 2);

- Ha IepBOM JIUCTE JOKYMEHTa-IIPUIIOKEHUS B IPABOM BEPXHEM YTIy YKa3bIBaeTCS:

IIpuaoxenne Ne 2
k npukazy MBOY COII Ne 1
ot 15.08.2021 Ne 112.

CTpOKI/I peKBI/IBI/ITa BI)IpaBHI/IBaIOTCSI 110 J'IeBOMy KpaIO NN HeHTpI/IPYIOTCSI OTHOCUTCIIBHO
CaMOW JJIMHHOW CTPOKH.

Ecnun mpunoxxkeHueM K pacmopsauTeIbHOMY JOKYMEHTY SIBISCTCS HOPMATHBHBIN
[IPaBOBOM aKT WJIM UHOM JOKYMEHT, YTBEPKIACMBbIM JaHHBIM PACIOPSIAUTEIbHBIM JOKYMEHTOM,
Ha TEpPBOM JIUCTE TPHUJIOKEHUS TPOCTABIACTCI OTMETKAa O NPWIOKEHUH (0€3 CCBhUIKM Ha
pacropsIUTeIbHBIH JOKYMEHT) U TpHU( YTBEp)KICHHsS, B KOTOPOM YKAa3bIBAIOTCS JaHHBIC
PacCIOpSIAUTEIHHOTO IOKYMEHTa, KOTOPBIM YTBEPIKJICH TOKYMEHT- IPHIIOKEHHE.
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[Tpumep -
IIpuaoxenne 1
YTBEPXIAEHO npuxa3s
MBOY COLINelor
18.05.2021 Ne67

I'pud¢ cornacoBanus 10KyMeHTA.

IIpoeKTbl MOArOTOBIEHHBIX JOKYMEHTOB II€pel IOAINUCAaHUEM B psle Cly4yacs
COIJIACOBBIBAKOTCS C 3aMHTEPECOBAHHBIMU YUPEKICHUAMH, CTPYKTYPHBIMU MOIPA3ACICHUAMM,
OTJEJIbHBIMU JOJIKHOCTHBIMU JTMLAMU.

I'pud cormacoBaHus B 3aBUCUMOCTH OT BUJIa JOKYMEHTa U 0COOEHHOCTEH ero oopMiIeHUs
MOJKET IIPOCTABJIATHCS:

- Ha IEepBOM JIMCTE JOKyMEHTa (€ClM JOKYMEHT HMeEeT THUTYJIbHBIH JIUCT, - Ha
TUTYJIBHOM JIUCTE€) B JIEBOM BEpPXHEM YINIy Ha YypoBHE rpuda yTBEpKICHHS WIU O[T
HAaUMEHOBAHMEM JJOKYMEHTa OJINKE K HIXKHEMY I10JII0);

- HAa IOCIIEAHEM JIUCTE JOKYMEHTA 110 TEKCTOM;

- HAa JIUCTE COTJIACOBAHUS, SIBIISIOIIEMCS] HEOTHEMJIEMOM YacThIO IOKYMEHTA.

I'pucd cornacoanus qokymenta coctouT u3 cinoBa COI'JTACOBAHO, nomkHOCTH JHIIa, C
KOTOPBIM  COTJIACOBaH  JIOKYMEHT  (BKJIIOYash  HAMMCHOBAaHWUE  OpraHW3aIH),  €ro
COOCTBEHHOPYUYHOM TMONMUCH, pacmiu@pPOBKU MOANMUCH (MHULUANOB, (QaMHIUK) W JaThl
COTJIaCOBAHUSI.

ITpumep -

COI'JTACOBAHO

JlupexTop (Ha3BaHUE OPTaHU3AIIUH )
(moamuce) N.O. Gamunus

Hara

Ecnm cormacoBaHue OCyIIECTBISIETCS KOJUIETHAIBHBIM OPraHoOM, B Tpude CoriiacoBaHUS
YKa3bIBAIOT CBEACHHUS 00 opraHe, COTJacoBaBIIEM JOKYMEHT, JaTe U HOMepe MPOTOKOja, B
KOTOpPOM 3a(MKCUPOBAHO PEIICHHE O COrjiacoBaHuM. Eciu corjacoBaHue OCYIIECTBISETCA
MHUCbMOM, YKa3bIBalOT BHJI JOKYMEHTA, OpPraHU3allUi0 - aBTOpa JIOKYMEHTa, NaTy U HOMeEp
MUChMa.

[Tpumepsr

1 COrJIACOBAHO
Ynpasiasilouium coOBeTOM

MBOY COLINe1

(MpoTOKOJI OT Ne )
2 COIJACOBAHO

nucbsMoM Pocapxusa
oT Ne

Bu3sa corsiacopanusi JOKyMeHTA.

Buser cornacoBanus JOKYMCHTA — PCKBU3UT JOKYMCHTA, YKaSBIBaIOHII/Iﬁ Ha corjiacu€ uin
Hecorjiacue AOKHOCTHOTO JIMIa 00pa3oBaTeNbHOM OpraHu3alliid C COJAEp)KaHHEeM IPOEKTa
JIOKyMEHTA (J1ajiee — BU3a).

ITpumep

3amecTuTeNh TUPEKTOPA IO BOCIUTATEILHOU paboTe
JInunas noanuce N.N. BanoBa
10.10.2023

OdopmneHHast TaKM 00pa3oM BH3a 03HAYAET COTIACHE JOKHOCTHOTO JIUIA C COICPKAHUEM
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JIOKYMEHTA.
[Ipu Hanuuuu 3aMeyaHuil Mo JOKYMEHTY BU3Y OOPMIISIOT CIEIYIOUINM 00pa3oM:

3aMeuaHus NPUIIaraloTCs
3aMecTHTeNbh JUPEKTOpa MO BOCIIUTATEIHLHON paboTe

JInynas noanuch N.N. Nsanosa

10.10.2023

JIOKyMEHT BU3UPYETCS HCIOIHUTEIEM U 3aUHTEPECOBAHHBIMH B JOKYMEHTE JOJIKHOCTHBIMU
JULIaMH, PYKOBOJUTENIEM 00pa30BaTEIbHON OpraHu3allH.
3amevaHusi TOKHBI ObITh MPEICTAaBICHBI HAa OTICIBHOM JIMCTE, KOTOPBIN MOJIIUCKHIBAIOT,
JATUPYIOT U MPUIIAraloT K JOKYMEHTY.
B nokymeHTax, MOAJMHHUKH KOTOPBIX XPaHATCS B OpraHU3alldd, BU3bl MPOCTABISIOT Ha
MOCJIEAHEM JIUCTE JOKYMEHTa IMOJ MOJIMHUCHI0, Ha 000pOTE MOCIEIHEro JMCTa MOJIMHHHUKA
JIOKyMEHTA WM Ha JIUCTE COIJIACOBAHUS (BU3UPOBAHUS), IPUJIATAEMOM K JIOKYMEHTY.

B wucxonmammx OKyMEHTax BH3bl MPOCTABISIOTCS Ha SK3EMIUIIpax JIOKYMEHTOB,
MOMEIAEMBIX B JIENO.

Hoanuce.

JIOJKHOCTHBIE  JIMIIa TOANUCHIBAIOT JOKYMEHTBI B IIpelesiax CBOUX IOJHOMOYHMIA,
OTpENIeJICHHBIX ~ YCTaBOM  0011e00pa30oBaTeIbHOM  OpraHM3alMd W JOJDKHOCTHBIMU
UHCTPYKIHSAMHU.

[Toanuck cOCTOMT M3 HAUMEHOBAHUS JIOJKHOCTH JIMIIA, KOTOPOE MOAMMCHIBAET JOKYMEHT
(moJIHOrO — eciM JIOKYMEHT HareuyaTaH He Ha OJlaHKe, COKpAallleHHOro — Ha JOKYMEHTe,
HarleyaTaHHOM Ha OJIaHKe), ero COOCTBEHHOPYYHOH MOANWCH, MHUIMAIOB (MHHUIHAAT WMEHH),
bamunnm.

ITpumepsl

He HA 0JIAHKe:

JMupextop MBOY COLI Ne 888 JInunas noanuch N.0. ®damunus
HAa 0JIAHKe

JAupexrop JInuynas noanuce N.0. damunus

HpI/I O(l)OpMJ'IeHI/II/I JAOKYMCHTA Ha OaHkKe JAOJKHOCTHOTI'O JIMIIA AOJDKHOCTD 3TOI'O JIMIIA B
IMOATIMCH HE YKAa3bIBACTCA.

IIpumep JInunas noanuce N.0. damunus

B JOKYMCEHTAXx, COCTaBJICHHBIX KOMI/ICCI/IGI‘/’I, B IIOAIIMCH YKA3bIBACTCA CTATyC JiMlla B
COCTaB€ KOMUCCHHMU.

ITpumep -

Ipencenareat KOMUCCHH  [Jonmuch N.0. ®amuius

Haensr komuccnu IMoanuceh HN.0. ®amuiaus
IMoanucek HN.0. ®amuans
IMoagnuceh HN.0. ®amuiauna

B ciydae orcyTcTBHS pyKOBOAMTENS
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MPUKA30M ONpEAeNseTCs JIMLO, HCIOJHSIONIEe ero 00sf3aHHOCTH, a TaKXe YIOJHOMOYEHHOE
MOANUCKHIBATh JIOKYMEHTBI, MpPU 3TOM HOANUCH oOQOopMIIsIeTCs C yKa3aHHEM cTaTyca
JOJKHOCTHOTO JIMIA B COOTBETCTBUH C IMPUKA30M (paclOpsIKEHUEM).

[Tpumep -

H.o0. nupekTopa IMoanucey HN.0. ®amuiausa
WIN:

Hcnonnsironmuii 003aHHOCTH IMPEeKTOpa Hogmucr MH.O.
damuusa

HpI/I MoANMUCAaHUM JOKYMCHTA JIMIIOM, UMCIOIIIUM IIPaBO IMOAIIHMCHU B CIIydac BPCMCHHOI'O
OTCYTCTBHUA PYKOBOAUTECIIA, HCIIPABIICHHA B HAWMCHOBAHHWEC OOJIDKHOCTHU H paCI_HI/I(l)pOBKy
(baMI/IJII/II/I YKC MOATOTOBJICHHOI'O M COTJIACOBAHHOI'O MPOCKTA JOKYMCHTA BHOCATCA OT PYKH WU
C UCIIOJIB30BAHUEM COOTBETCTBYIOIIUX IITAMIIOB.

He AO0IMYCKACTCA CTaBUTh KOCYIO HCPTY, HAAINUCH «3a» MEPC HAMMCHOBAHUCM JOJIZKHOCTU
Jina B MMOAIUCH, €CJIN JOKYMCHT IMOAINUCBIBACT NHOC JOJIKHOCTHOC JIMIO.

DJIeKTPOHHAS MOANMCH.
OtmeTrka 00 SJEKTPOHHOW MOANUCH HCHOJB3YyeTCS MPU BHU3yalU3alUU SJICKTPOHHOTO
JIOKYMEHTA, TIOJIMUCAHHOTO 3JIEKTPOHHOM MOMHUCKHIO, C COOJII0ICHHEM TPEOOBAHUA:

a) MECTO Pa3MEIICHUS OTMETKH 00 AJICKTPOHHOW MOJIMCH JOJKHBI COOTBETCTBOBATH
MECTY pa3MelleHuss COOCTBEHHOPYYHOU MOJNUCH B aHAJOTUYHOM JOKYMEHTE Ha OyMa)kHOM
HOCHUTEJIC,

0) DJEeMEHTBI OTMETKH 00 OJJICKTPOHHOW TIOANMCH JOJDKHBI OBITh BUAMMBIMH U
YUTaeMbIMH NPU OTOOPaKEHUH JOKYMEHTA B HATYPaJIbHOM pa3Mepe;

B) 3JIEMEHTBI OTMETKH 00 JJICKTPOHHOW MOANMKMCH HE JODKHBI TEPEKPHIBATHCS HIIN
HaKJIaJIbIBaThCA APYT Ha Jpyra;

') DJIEMEHTHl OTMETKH 00 DJIEKTPOHHOM MOANUCH HE JOJDKHBI MEPEKPhIBATh JIEMEHTHI
TeKCTa JOKYMEHTA U JIPYyTrHe OTMETKHU 00 3IeKTPOHHOU MOAMUCH (TIPH HATUYHH).

OtmeTka 00 DSIEKTPOHHOM TOAMUCH U BKIOuYaeT ¢pa3y «JJokymeHT moamucan
ANEKTPOHHON MOJIHUCHIO», HOMEP cepTU(PUKaATa KIF0UYa MEKTPOHHONW MOANUCH, (aMUIHIO, UMS,
OTYECTBO BIa/IeTbIa cepTU(UKATA, CPOK NEHCTBUS cepTU(UKaTa KIF0Ya HNEKTPOHHON MOIHICH.

[Ipumep

Tupexrop JTOKYMEHT MOANMUCAH A.B. Vpanos

3JJEKTPOHHOM MOJANNCHIO
Cepruduxart I
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Baanenen UBanoB AJiekceil bopucoBuu
HeiicrButenen ¢ 01.01.2017 mo 01.01.2022

IHeuaTs.

OTTHCK TeyaTd 3aBepsieT MOUIMHHOCTH MOANUCH AOHKHOCTHOIO JIMIIA Ha JOKYMEHTax,
yIOCTOBEPSIONIUX TpaBa JUIl, (PUKCUPYIOMNX (DAKTHI, CBSI3aHHBIC ¢ (PMHAHCOBBIMH CPEICTBAMH,
a TaKke Ha JIOKyMEHTax, MPEeJAOCTaBISIEeMbIX 3a MPeesbl OpraHu3alii U MpeyCcMaTPUBAIOLINX
3aBEpeHUE MOJJIMHHOCTU MOANUCH. BHyTpeHHUE TOKyMEHTHI (MpPUKa3bl, TPOTOKOIBI M T.J.)
MeYaThI0 HE 3aBEPSAIOTCA.

[Teyats mpoCTaBISIETCS, HE 3aXBaThIBasi COOCTBEHHOPYYHOU MOMAIMKUCH JIUIA, TIOIITHCABIIETO
JOKYMEHT, WIH B MecTe, 0003HaueHHOM «MID» («Mecto nmedatny).

OTMeTKa 00 HCIIOJIHUTEIE.
OtmeTka 00 WCTIOTHHUTENIE BKIIOYAET B ce0s1 PaMIIINIO, HMsI, OTYECTBO MCIIOJTHUTEIS
JOKYMEHTa, HOMEp ero TejedoHa.
OtmeTKa 00 MCTIOTHUTEIIE MOXKET JIOTIOMHATHCS HAMMEHOBAHUEM JOJKHOCTH, CTPYKTYPHOTO
MOJIpa3/JICIICHUs 1 3JICKTPOHHBIM aJIPeCOM HUCIIOTHUTEIIS.
OtmeTka 00 ucnoJHHUTENEe OPOPMIISICTCS Ha JIMIIEBOM CTOPOHE MOCIICAHETO JIMCTa JOKYMEHTa OT
TPaHUIIBI JICBOTO TOJISl HJTH, ITPH OTCYTCTBHH MECTA, - HA 000POTHON CTOPOHE BHHU3Y CJICBA.
ITpumep -
3a0eaun UBan AnapeeBuy,
KoHTpoJsibHOE ynipaBiieHUe, BeTyIIHi CIIEHATNCT,
+7(978) 924-45-67, Zabelin@gov.ru
OTMmeTKa 00 MCIIOTHUTENIE MOXKET O(OPMIIATHCS KaK HIDKHUEM KOJIOHTHTYJI U I1€4aTaThCsI
Ipru(TOM MEHBIIETO pa3mepa.

OTMeTKa 0 3aBepeHUN KONHH.

OOpazoBaTrenbHasi OpraHM3alys MOXKET 3aBepATh KOMHH TOJIBKO TEX JOKYMEHTOB,
KOTOpBbIE CO3JAal0TCSl B HEH, a Takke B CilyyasX, IpPeIyCMOTPEHHbIX B ab3ale BTOPOM
HacTosiulero nmyHkra. Komusi 1OKyMeHTa M3rOTaBIMBAETCS M BBIIAECTCA TOJNBKO C pa3pelieHUs
PYKOBOJUTEN OpraHM3alllM, €ro 3aMecTUTelIe WM PYKOBOAMUTENS  CTPYKTYPHOIO
MIO/Ipa3IeIICHUS.

B ciayyae nmoAroToBKM JTOKYMEHTOB MJiIi NIPENOCTAaBIEHUS CYJEOHBIM OpraHam, Ipu
pEIIeHNH BOMPOCOB MO MPUHATHIO JUI] HA paboTy, oOydeHue, yIOCTOBEPEHHS UX TPYIOBBIX U
JPYTUX IPaB BO B3aUMOOTHOLIEHUSX C YUPEKICHUEM, a TaKKe IPU (POPMHUPOBAHUY JINYHBIX JIET
paboTHUKOB 001Ie00pa3oBaTeNbHAsS OPraHU3alldsg MOXET W3TOTaBIMBATh KOMHUU JIOKYMEHTOB,
BBIIAHHBIX APYTUMHU YUPEXKIECHUSAMU (KOUU JTOKYMEHTOB 00 00pa3oBaHUM U [p.).

[Ipn BBIgaUYe KOMUHM JIOKYMEHT BOCIPOW3BOJUTCS TMOJIHOCTHIO (O1aHK 00pa3oBaTeIbHOM
OpraHu3aliu, HoMep, Aara, COJAEp>KaHue U T. [I.).

B npaBom BepxHeM yriy konuu nuiercs cinoBo «Komus». [Ipu Beigaue KoUK ¢ KOMUU
cnenyet nucath «Komnus ¢ konumy.

Ecaim komust a5g  BHYTPEHHErO TOJIB30BaHUSA, TO JJig 3aBEPEHUs] HUKE pPEKBHU3UTA
«ITonnuce» TpOCTaBIAIOT 3aBEPUTENBHYIO HAAMNUCh: « BEpHO»; TOIKHOCTH JIMIIA, 3aBEPSIOIIETO
KOIUIO; TUYHYIO TIOJMHUCH; paciin(poBKy MOANUCH (MHUIIMATBI, GaMUIIHIO); AAaTy 3aBEPEHUS.
ITpumep -

BepHo
Cexperaps/CnenuaamcT no Kagpam

JInuHasa moamuch B.B. UBanoBa

10.10.2023

Ecnn xomms BblmaeTca M TNPEACTABICHUS B JAPYTyK0 OpPraHM3alyilo, TO OTMETKAa O
3aBCPCHUUN KOIIMU AOMOJHACTCA HAAIIHWCBIO O MCCTC XpAaHCHUA NOKYMCHTA, C KOTOPOIro OblL1a
U3TOTOBJICHA KOIIHSA, U 3aBEPSICTCS MeYaThi0 OPraHU3aLNH.

ITpumep -
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[Mopmuaauk nokymeHTa Haxoautcs B MBOYVY Illkona Ne 3 B nene Ne 12-k 3a 2022 rog.
J1Jis TpoCTaBICHHSI OTMETKH O 3aBEPEHUH KOITUU MOYKET UCTIOJB30BAThHCS IIITAMII.

OTMeTKa 0 MOCTYNJICHMH JOKYMEHTA.

OTMeTka O MOCTYIUIEHHMM JIOKYMEHTa CIYXHT Ui HOATBEPXKAEHUS (aKTa MOCTYIUICHHS
JOKYMEHTa B OpPraHU3allMI0 U BKJIIOYAET JATy IOCTYIUICHUS M BXOIAIIUN PEruCTPallMOHHBIN
HOoMep JokyMeHTa. [Ipy HEOOXOAMMOCTM OTMETKa O IOCTYIUIEHHM MOXET JOHOJHAThCA
yKa3aHHEM BPEMEHH MOCTYIUICHHUS B Yacax U MUHYTaX M croco0a J0CTaBKH JOKYMEHTA.

OTMeTKa 0 IOCTYIUIEHUH TOKYMEHTA MOKET IIPOCTABIIATHCS C IOMOLIBIO IITaMIIa.

Pe3omronus.

Pesomionust copepKUT yKazaHue 10 UCIIOJIHEHUIO TIOKyMeHTa. Pe3omonus odopmiisercs Ha
CBOOOJTHOM MecTe pabodero IMojis JOKyMEHTa, Ha OJlaHKe pPE30NIONUA I BHOCUTCS
HETOCPEICTBEHHO B CUCTEMY 3JIEKTPOHHOI'O JIOKYMEHTO000POTA.

Pe3omtonust BkIoyaer: (pamMuiIuio, MHUIMAIB UCHONHUTENS (UCHOJIHHUTENEH), mopydeHue 1Mo
JOKYMEHTY, TIPH HEOOXOAMMOCTH - CPOK MCIIOJTHECHHUS, TIOIITUCH JIUIA, BEIHECIIETO PE30JTIOIHIO,
JIaTy PE30JTIOIHH.
Pesomronus, Kak mpaBUiIO, MHINETCS OT PYKH PYKOBOAMTENIEM Ha TOUIMHHUKE JOKYMEHTa
Ha CBOOOJHOM OT TEKCTA MECTE.
[Ipumep -

®damuausa U.0.
IIpomy nmoaroroBuTh Npeaioxenus k 10.11.2021.

IHoanucek

JlaTa

OTMmeTKa 0 KOHTpOJIE.

OTMmeTKa 0 KOHTpOJIE CBUAETEIBCTBYET O MOCTAHOBKE JOKYMEHTA Ha KOHTPOJb, IPOCTABISAETCS
IITaMIIOM HJIM ITPOU3BOAUTCS 3alIMCh OT PYKU «KOHTpOJ'II)» Ha BEPXHEM I10JIC JOKYMCHTA.
KonTposmro noanexar Bce 3aperuCTpUPOBAHHBIE TOKYMEHTHI, TPEOYIOIIHE UCTIOTHEHUS.

CpokM UCHOJIHEHHMS JOKYMEHTa YCTAaHaBJIMBAIOTCA B COOTBETCTBUM CO  CpPOKaMH,
0003HaUYEHHBIMU 3aKOHOATEIILCTBOM, OpraHU3aIMel, HAMpaBUBILEH MOPYyUYEHHUE WIH MPOCHOY,
pacmopsSANTENbHBIM ~ JIOKYMEHTOM WU PE30JIolMeld  pyKOBOOUTENs  0Opa3oBaTelbHON
OpraHu3alyHy.

Cpoxk npocrtaBinsiercs: B popMe 1aThl 3aBEPIICHHS UCIIOTHEHUS.

OTMeTKa 0 HANPaBJIEHUH JOKYMEHTA B J1€J10.

OTMeTKa O HampaBJICHUH JTOKYMEHTa B JIEJO ONPEIeNIieT MECTO XpaHEHHs JOKyMEHTa IOCIe
3aBepIleHus padOThl C HUM M BKJIFOUAET: cjioBa «B 1emno», HHIeKe jiesa Mo HOMEHKIIAType e, B
KOTOpOE TIOMEINIaeTCsl MOKYMEHT Ha XpaHeHHEe, C YKa3aHHeM To0Ja, JODKHOCTH JIMIA,
o(opMHUBIIIETO OTMETKY, MOJIITUCH, JTATHI.

ITpumep -

B nesio Ne 01-18 32 2020 r.

Cekperapsb

IMoanucek JlaTta

OTMmeTKa 0 HampaBlIEHUU JOKYMEHTa B JENI0 MOXKET JOMOJHITHCS KPATKHUMH CBEJIEHUSMHU O
XapaKTepe UCIIOJIHCHUA TOKYMCHTA.

4. TpeOoBaHMSs K COCTABJIEHHIO HEKOTOPBIX BHJI0B JOKYMEHTOB.
IIpukas.

IIpukas - IpaBOBOM JIOKaJIbHBIM HOPMATUBHBIN aKT, KOTOPBIM U3AACTCS €AMHOIUYHO
PYKOBOAUTENIEM 00pa30BaTEIbHON OpPraHM3aLUU U YIOCTOBEPSIET PELICHHs] OpraHU3allMOHHO-
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pacoOpsSANTENLHOTO XapaKTepa.

[Mpuka3bl M3MAIOTCS 1O OCHOBHBIM BOIPOCAM JIEATEIHHOCTH, aIMHUHUCTPATUBHO-
XO35IIICTBEHHBIM BOMPOCAM W KaJpOBBIM BOIpocaM (JIMYHOMY COCTaBy) 0OOpa3oBaTeIbHOU
OpraHH3alMH.

[Ipyka3 moANMUCHIBA€TCS B COOTBETCTBUU C TpeOOBaHUSIMHU, YKa3aHHBIMH B
Pexomennmanumn.

[Tocne moamucaHus mpuKa3za U3MEHEHHs] W/WIHM JOMOJHEHUS B HEro BHOCATCSA IyTEM
W3J1aHusl HOBOT'O MIPHKa3a O BHECEHUU U3MEHEHUI W/UIHN TOTOTHEHHH.

[Tpuka3, kak mnpaBwio, odopmisieTcss Ha OgaHke 00pa30BaTENbHON OpraHu3aliu B
MIeYaTHOM BUJIE.

[Tpuka3 uMeeT cieayrolnue PeKBU3UTHI: HAMMEHOBaHHE 00pa30BaTEIbHON OpraHU3aIuN
COINIACHO YycTaBy; HauMeHoBaHue Bujga jgokymenra (IIPUKA3), nara, HOmep, MecTo
COCTaBJICHMSI, 3aT0JIOBOK K TEKCTY, TEKCT, HAUMEHOBAHUE JOJHKHOCTH, MOAMKUCH JOIKHOCTHOTO
nuna (MHALUAIEL, (PaMIITUS ), BU3bI COTIIACOBAHMS, O3HAKOMIICHHUSL.

Jaroii mpukasa (pacmopsbkeHus) sBIsieTcsl JaTta ero nonmucanus. Jlata odopmisercs
IU(GPOBBIM CIIOCOOOM; HOMEpP COCTOMT W3 3Haka «No» W TMOPAJKOBOIO HOMEpa IMpHKa3a: OT
00.00.0000 Ne 000.

Copep:xaHue NpuKasza KpaTKO M3JIaraeTcs B 3arojioBKe, KOTOPBIM HAUMHAETCS € Ipeiora
«O» U COCTaBISETCS € TIOMOIIBIO OTTIATOJIBLHOTO CYIIECTBUTENBHOTO («O0 yTBep)IAEHUHU...», «O
CO3/IaHUU...») WIH CYLIECTBUTENHHOTO («O0 UTorax...»).

B mpukazax TekcT uznaraercs OT MepBOro JUIA €IMHCTBEHHOTO YMCIIA («ITPUKA3BIBAIOY ).

Bo Bpems o3HakoMIieHHS C TPUKA30M YKAa3aHHBIMU B HEM JIMIAMH Ha TEPBOM
AK3EMILIAPE MPUKa3a MPOCTABISIOTCS MOJIUCH C YKa3aHUEM JaThl 03HAKOMJICHUSI.

Homepa crpanun; npocTaBisIFOTCS MOCEPEAMHE BEPXHEro IOl JINCTa HayuHas Co
BTOPOTO JIUCTA.

[Tpuka3bl HyMepyIOTCs B OPSAJKE UX M3JIaHUS B Mpejenax KaJleHJapHOIo roja; MpuKasbl
10 OCHOBHOMW JIESITE€IBHOCTH U MO KaJpOBBIM BOMpocaM (JIMYHOTO COCTaBa) MMEIOT OTAEIbHYIO
MOPSAIKOBYIO HyMEpaIuio.

[Ipu HyMepanuu MpUKa3oB JAOMYCKAeTCs UCIIOJIb30BAHKE JOMOJHUTEIBHBIX OYKB.

IIpumep:

K- kaapsi;

JI - INYHBIA COCTAB;

O- ocHOBHAaA 1eATEILHOCTD;
Y — o0yuarwmmuecs.

[Tpuka3 BcTymaeT B CUITy C MOMEHTA €ro MOIIMUCaHHs PyKOBOIUTeNeM 00pa3oBaTebHOM
OpraHM3allM, ECIIM B TEKCTE HE YKa3aHO IPYroro cpoka.

[Tpuxkassl peructpupyrorcs B Kuure/xxypHaie peructpaiiy mpruKaszos.

[Mpukazer  dopmupyrorcss B Jleno oamH pa3 B kBaptan.  KHura/xypHan
MIPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBACTCS, CKPEIIAETCS MOAIUCHI0 PYKOBOJIUTENS U MEYaThiO
oOpa3oBaTenbHON opranu3anuu (mpuioxenue 1). B konne kanengapHoro roga Jleno (ue 6onee
250 nmucroB) oopmitsiercst B cOOTBETCTBHH ¢ [lookeHnemM 00 apxuBe.

IIpuka3sbl 10 OCHOBHOM JAeATEIbHOCTH.

Texct npukasza Mo BOIpocaM OCHOBHOHM JI€ATENILHOCTH 0Opa3oBaTeNbHOM OpraHu3aluu
COCTOUT M3 BYX YacTel - KOHCTaTUpYIollen (mpeamMOyJibl) U pacropsIuTeIbHOM.

B koHCTaTHpylolel 4acTh OTpa)KaroTCAd UEIW U 3aa4d IPEANUCHIBAEMBIX JCHCTBHM,
IIPUYMHBl W3/1aHUs NPHUKa3a, JAeTcsl CCbUIKAa HAa JOKYMEHT, MOCITYXXHUBIIMM OCHOBAaHUEM MJIs
MOATOTOBKU NpHKa3a. YKa3aHHas 4acThb MOXKET HauMHaThCs co cioB «Bo ucnonnenue...», «C
LeNbl0...» Hu ToMy TmonoOHoe. Ecim JOKyMEHT wW34aeTcss Ha OCHOBAaHUHM  JIPYroro
PacopsAUTEILHOIO JOKYMEHTA, B KOHCTaTUPYIOUICH YacTH yKa3bIBA€TCsl Ha3BaHUE BHUZA 3TOTrO
JNOKYMeHTa, ero aBTop (Munucrepcrso, CoBET MUHUCTPOB U [Ip.), /laTa, HOMEP U 3aroJOBOK.
Touka B KOHIIE KOHCTATUPYIOLIEH YaCTH HE CTABUTCA.

PacnopsnurenbHas yacte npukasa HaumHaerca co cioBa [IPMKA3BIBAIO, xortopoe
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MIeYaTaeTcsi ¢ HOBOM CTPOKHM OONBIIMMH OyKBaMu 0€3 OTCTYIUICHHS OT JIEBOTO TOJSI M KaBbIUEK,
IIOCJIE YEro CTABUTCS ABOCTOYUE.

PacniopsaurenbHas 4acTh ACJIMUTCS HA IIYHKTHl M IIOAIIYHKTBI, KOTOPbIE HYMEPYIOTCS
apabckuMu 1u@pamu. B kaXI0oM IyHKTE TOJDKHBI OBITh yKa3aHbl MCIIOJIHUTENN, KOHKPETHBIE
3ajaHus (MMOPYYEHHS) U CPOKM UX BBINOJHEHMA. VICHOMHWMTENH MOTYT OBITh Ha3BaHBI TAKKe
0000IIIEHHO: «PYKOBOJIUTENSAM METOJUUYECKUX OOBbEIUHEHUN», «3aMECTUTEISIM JUPEKTOpay.
IIpun 3TOM, KaKk mpaBWIO, HE NPUMEHSAETCS HANKMCAHUE HEKOHKPETHBIX IOPYYEHHM, KOTOPBIE
COJIEpPKAT CIIOBA: «YCKOPUTBY, «YIYUIIUTh)», «KAKTUBU3UPOBATH)», «OOPATUTh BHUMaHHE»,
«COBEPLIEHCTBOBATHY, IIPOAOJIKUTHY U T.II.

OtnenbHble 3afaHus (HampuMep, 3alaHus, cojepxale HU(GpPOBbIE JaHHbIE) MOTYT
oopMIATECS B BUJIE IPUIIOKEHUS K IPUKA3y CO CCHUIKOW HAa HUX B COOTBETCTBYIOIIUX ITyHKTaX
IIPHUKAa3a.

Crpanuibl IpuKas3a v IpUI0KEHUN HyMEPYIOTCS KaK €IMHbIN TOKYMEHT.

Ecnu npuka3oM OTMEHSIETCS IPEABIAYIIUN PACIIOPSIUTEIbHBIN JOKYMEHT, B PACIIOPAAUTEIbHOU
YacTH YKa3bIBA€TCS IIyHKT, KOTOPBIMA JOJDKEH HauyMHAThes co cioB: «lIpu3HaTe yTpaTuBIIMM
CHILY...».

V3MeHeHMs, BHOCHUMBIE B NpUKa3, O(QOPMISAIOTCS OTAEIbHBIM IPHUKA30M, KOTOPBIH
JIOJDKEH MMETh TaKoi 3arojoBok: «O BHECEHWW M3MEHEHUH W/WIM AONOJHEHUH B MPHKA3 ...» C
YKa3aHHEM JaTbl, HOMEpa, 3aroJIOBKa pPACHOPAIUTENBHOIO JOKYMEHTA, B KOTOPBIA BHOCATCS
n3MeHeHus. PacniopsaurenbHas 4acTh NPUKa3a HAYMHAETCS C TAKOIrO ITYHKTA:

1. BHecTy U3MEHEHUs B IIPUKa3...

Janee oTaesnbHBIMU MOAIYHKTAMH (OPMYJIHPYIOTCS U3MEHEHHUS B paclopsIuTeIbHbIN
JOKYMEHT.

IIpumep -

1) nmyHKT 2 U370KNTH B CIEAYIONIEH PeIaKIuy;

2) TYHKT 3 UCKIIOUHTH;

3) a63am BTOpOI MyHKTa 4 TOTIONHHUTH CIOBAMH. ..

Ecnu n3MeHeHus B pacHoOpSAMTENbHBIA JOKYMEHT O(QOPMIISIFOTCS Ha OTIEIbHOM JIMCTE
(JiucTax), B IEpBOM IYHKTE PaclopsiANTEIbHON YacTH MPUKa3a yKa3bIBACTCS:

1. BHectu u3MeHeHus B...
[TocnegHuii MyHKT pacrnopsiIUTENbHOM YacTH B ciaydyae HEOOXOJUMOCTH MOXKET COJIEp’KaTh
peleHre O BO3JIOKEHUHM Ha JIOJDKHOCTHOE JUIO (DYHKIMM 1O KOHTPOJIIO 3a HCIOJHEHUEM
MpHUKa3a.

IIpuka3pl o KAAPOBLIM BONPOCAM.

[Ipuka3pl MmO KagpoBBIM BompocaMm (JMYHOMY COCTaBy) OGQOpMISIIOTCA KakK B
yaupunupoBannoit popme (Ilocranosnenue I'ockomctara P® ot 05.01.2004 Ne 1 «O06
YTBEPKICHUHN YHUPUIMPOBAHHBIX (OPM MEPBUYHON YUETHON JOKYMEHTAIMH MO yUYeTy TpyJa U
€ro OIJIaThI»), TaK U B TEKCTOBOM.

JlaHHBIH BUJI IPUKa30B 0(OpMIISIETCS B BUEC HHAWBUIYAIBHOTO UM CBOIHOTO.

B wuHmuBuayasbHOM TpUKaze COAEpPKUTCS HHPopMmanus o0 OJHOM pPaOOTHUKE; B
CBOJIHOM - O HECKOJbKHMX, HE3aBUCUMO OT TOIrO, KaKHe YIpPaBJIEHYECKHE PEUICHHs M0 HUM
NpUHUMaIOTCs (pueM Ha paboTy, Ha3HAYEHUE Ha JIOJDKHOCTb, IEPEBOJI HA APYTYIO JOKHOCTh
(paboTy), yBOJIbHEHUE H JIP.).

ConepxaHre MHIMBHUIYaJbHOTO IMpHKa3a MO KaJpOBBIM BOIPOCaM (JIMYHOTO COCTaBa)
KpaTKO M3Jaraercsi B 3arojioBKe, KOTOPBIH HauMHaeTcs ¢ mpemiora «O» U cOCTaBisieTcs ¢
MIOMOUIBIO0 OTIVIArOJBHOIO CYHIECTBUTENBHOrO: «O Ha3HaueHuu..», «O nOpuHATHH...». B
CBOJIHBIX MPHKa3aX MOXKET MPUMEHSTHhCS 0000IIEeHHBIN 3aronoBok: «O KagpoOBBIX BOIPOCAX),
«O JIMYHOM COCTaBeY.

B Texcre mnpukasza Mo KaApoBbIM BoIpocaM (JIMYHOMY COCTaBy), Kak IPaBUIIO,
KOHCTaTUPYIOLIasi 4aCTh HE OTMEUYAETCS.

PacnopsinutensHas 49acTe IpHKa3a HauyMHAeTcd, Kak IMpaBMIO, € TIJjaroja B
Heonpenenennot dopme: «llpunsatey, «HazHaunte», «llepeBectn», «OOBSIBUTE» U TOMY
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noJ00HOE.

Jlanee yka3pIBatoTCs (paMHIIUS, UMs, OTYECTBO (MPU HAJTMYUHM) PaOOTHUKA, HA KOTOPOTO
pacmpocTpaHsieTcsi AeHCTBHE NpUKa3a, U TEKCT MpHKaza. B cBogHOM mpukasze damumnm v B
npejenax MyHKTOB pa3MeIIaloTcs Mo anpaBuTy.

B npukase o Ha3HaUCHUN WM YBOJIBHEHUN paOOTHUKA YKa3bIBAaeTCs MOJHAS JaTa (YHcio,
Mecs, Toa) (aKTHYECKOro BbIXOAAa pa0OTHUKA Ha paboTy (IpeKpamieHus TPYIOBbIX
OTHOIICHHI), Pa3MephI €r0 JOJDKHOCTHOTO OKJIa/Ia COTJIACHO ITATHOMY PaclUCaHUIO.

B cBomHOM mpuKase 1Mo KaApOBBIM BONPOCAM (JIMYHOMY COCTaBY) B PACHOPSAUTEIbHYIO
YacTh BKIJIIOYAETCS MHQOPMAIHs, KOTOpas pa3MenaeTcsi B TaKOHW MOCIE0BATEIbHOCTH: TIPHEM
Ha paboTy, MepeBo/l, yBOJIbHEHHUE.

B kxaxxpom myHKTe IpuKasa Mo KaJIpOBBIM BONPOCaM (JMYHOMY COCTaBY) yKa3bIBacTCs
OCHOBAaHHE OTHOCUTEIBHO €ro u3JaHus (3asBiieHHEe paOOTHUKA, TPYAOBOH JOrOBOP
(cormamenue), NOKJIagHas 3alKCKa, MPEJICTABICHUE, XOAATaliCTBO, PEIICHWE aTTeCTAallMOHHOW
KOMHUCCHUU 00111e00pa30BaTeIbHON OpraHu3aIuu) U T.1.

Pacnopsiskenmne.

Pacniopsixenue - pacniopsAUTENbHBIN JOKAIbHBIA HOPMAaTUBHBIN IIPABOBOM aKT, KOTOPBII
U3aeTcs  PyKOBOJMIIMM  paOOTHUKOM  00pa3oBaTelbHOM  OpraHusanuu  (Hampumep,
3aMECTUTENIEM PYKOBOJUTEINS, PYKOBOAMTEIEM CTPYKTYPHOTO MOJpPA3JEICHMs) [0 BOIPOCAM
MH(POPMALIMOHHO-METOIMYECKOr0, aJIMUHHCTPATUBHO-XO3SICTBEHHOIO U OPraHU3alliOHHOTO
XapakTepa, BXOJALUIUM B €0 KOMIIETEHIUIO.

PacnopsixenneM ohopMIISIFOTCS BOIIPOCHI KPATKOCPOUHOT'O 0JTHOPA30BOI0 XapakTepa.

PacrniopsikeHust cocTaBIAIOTCSA aHATOIMYHO MpHKa3aM (B €YaTHOM BapHaHTE) MOXKHO 0e3
cinoBa «I IPUKA3BIBAIO».

KoHcTratupytoniast 4acTe TEKCTa B PACHOPSDKCHMSX OTAEIAETCS OT paclopsAUTEIbHOU
gactu crnoBamu: <«IIPEJIJIATAIO», «PEKOMEHAYIO», «OBA3BIBAIO», «CUUTAIO
HEOBXO/JVMbIM».

Pacnopsbxkenust peructpupyrorcss B KHuUre/)ypHane peructpanuud pacrnopspKeHUH.
KHura/xxypHan — HOpOHYMEpPOBBIBA€TCS,  INPOLIHYPOBBIBAETCS,  CKpEIUIAeTCS  MOJIHCHIO
pyKOBOJUTENd U TeyaTbio oOpa3zoBaTeNbHON opraHuszanuu. Pacnopsbkenus (GopMmupyroTcs B
Jleno onuH pa3 B KBaptal. B koHue kanenmapHoro roga Jlemo (ue OGoznee 250 mucTOB)
odopmiisiercs B cooTBeTcTBUHM C [lonoxkennem 06 apxuse.

IIporoko..

[Tporeccsl mpuUMEHEHUsT yIPABICHUYECKUX PEIICHUN 00pa3oBaTeIbHOM OpraHu3aIueil u
CaMM pelleHUs] JOKYMEHTHUPYIOTCSI C HMOMOIIBIO MPOTOKOJOB KOH(EpEeHIUH, MeJarorndyeckux
COBETOB, KOMUCCHUH U TIP.

B mportokonax 3aceiaHui KOJUIETHAIBHBIX U COBELIATENIBHBIX OPTaHOB TEKCT U3J1aracTcs
OT TPETHETO JIMLA €TUHCTBEHHOIO YHcia («IeAaroruuyeckKuil COBET... MOCTAHOBIISETY,
«coOpaHue... perusoy).

IIpoTOKONI CcOCTaBISETCS HAa OCHOBAHUM 3alMCEH, CHECIAHHBIX HENOCPEICTBEHHO BO
BpeMsl 3acelaHui, IPEACTABICHHBIX TEKCTOB M TE3UCOB JOKJIAJI0B WU BBICTYIUIEHHH, CIPABOK,
IIPOECKTOB PELLIECHUN.

ITpoTOKOI MOXKET COCTABIIATHCS KaK B PYKOIMHUCHOM, Tak M B IeyaTHOH (opme.

JlaTtoii mpoTOKONa sBISAETCA Jara IpoBeAeHUs 3acenaHus. Ecnu  3acenanue
MIPOJIOJKAIIOCh HECKOJBKO JTHEW, TO 4epe3 TUPE YKa3bIBAKOTCSA IEPBBIM M MOCICOHUN JEHb
3acelaHusl.

Homep mnpoTOkoma [MOMKEH COOTBETCTBOBAaTh MOPSJIKOBOMY HOMEPY 3acelaHusl.
HymMepanust npoTokosIoB BEAETC B NpeAetax KaleHIapHOro Troja OTACIBHO 0 KaKI0U IpyIe
MIPOTOKOJIOB 33aCEJIaHUsI COOTBETCTBYIOIIETO KOJIJIETHAIBHOTO OpraHa.

B pekBusure «MecTo 3aceaHus» YKa3bIBa€TCA HAa3BaHUE HACEICHHOIO IIYHKTa, B
KOTOPOM COCTOSIIOCH 3aCEIaHHUE.

3aroyioBOK K TEKCTY MPOTOKOJa JOJDKEH OToOpakaTh BHJ 3acefaHusl (COBEIIaHUE,
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coOpaHue, KOH(EpeHIUs M T.M.) WUIU KOJUIETHAIBHON JeATEIBHOCTH (KOMHCCHS, COBET,
coOpanue, pabovas rpymnmna u T.I.) ¥ BKJIIOYaTh Ha3BaHUE BUJA JOKYMEHTA.
TekcT mpoTOKOJIa COCTOUT U3 BBOJIHOM M OCHOBHOM YacTel.

BBoanas uacte comepxur mnoctosHHyo uHpopmanuio (cnoBa I[IPEJICEJIATEJIb,
CEKPETAPbD, ITPUCYTCTBOBAJIN) u nepeMeHHyto (haMuivs, WHUIIMAIBI TpeacenaTes,
CeKpeTaps M  MNPUCYTCTBYIOIMX). [Ipm  HEOOXOIUMOCTH  yKa3bIBAIOTCS  JOJDKHOCTH
MPUCYTCTBYIOIIMUX, a TaKXKe HWHUIUANb, (aMUIUU JOJDKHOCTU JIMI, TPUTIANICHHBIX Ha
cosemianue. [Ipu xonmvecTBe ydacTHHKOB Oosee 10 cocTaBiseTcsi CIIMCOK MPUCYTCTBYIOIIUX,
KOTOPBIW MpUIaraeTcs K NpoTOKOIY.

Ecimu mporokon odopmisiercs B medarHoit ¢opme, To crnoBa IIPEJCEJIATEJID,
CEKPETAPD, ITPUCYTCTBOBAJIN nevataroT OT HYJIEBOTO MOJOKEHUS TaOyJsATOpa, OT 2-TO
MOJIOKEHHsT TaOynsATOpa CTaBUTCA THUPE, MHULOUAIBI W (aMUIMM THIIYT B HMEHUTEIBHOM
nagexe. aMUIMK TPUCYTCTBYIOIIUX PACHONAraloTcsl B andaBUTHOM MOPSAKE M MEeYaTaroTCs
yepe3 1 MeXCTpOUYHBIN UHTEPBAIL.

BBoanas wacTe mpoTokoisia 3akaHuMBaeTcsi moBecTkoM nHs. CnoBa «lloBectka aHS»
[Ie4YaTaT OT HYJIEBOIO IOJIOKEHUS TaOyssIiToOpa, MOCie HUX CTaBUTCS ABoeToune. Bompochbl
MOBECTKU JHS HyMepyroTcs apabckumu nudpamu. Kaxaslii HOBBIM BOMpoc mevararoT oT 1-ro
MIOJIOKECHUS Ta0yIIsITOpa.

[TocnenoBarenbHOCTh PACHOJIOKEHUSI BOIIPOCOB ONPEAEISIETCS CTENEHBIO UX BaKHOCTH.
Bonpocel mepeuyncnsioTcss B MMEHHTENIbHOM manexe. Jlokmax (otder, cooOuieHwHe,
uHpopmalysg), HaUMEHOBAaHUE IOJKHOCTH, MHHIMAIBI U (PaMHIUIO [OKIaJ4MKa MUIIYT B
ponuTenbHOM nazaexke. He pekoMeHayercs BKIOYAaTh B IOBECTKY AHS Bompoc «PasHoey.
Kaxapiii Bompoc momkeH ObITh KOHKpeTu3npoBaH. DopMupoBaHue BOINPOCOB B MOBECTKE IHS
HayuHaeTcs ¢ npeniora «O (O0)».

OcHOBHas 4acTh MPOTOKOJA COCTOUT U3 Pa3JeioB, KOTOPHIE TOJKHBI COOTBETCTBOBATH
IIyHKTaM TOBeCTKU AHs. Pasznensl HyMmepyroTcs apaOckumu LudpamMu U CTPOSITCS MO TaKou
CXEMe:

CJIYIIAJIA - BBICTVYIINJIA - PEINWJIN (ITOCTAHOBUJIN),

VYKazaHHbIE CIIOBa IMEYaTaroTCsl OONBIIMMHU OyKkBaMH O€3 OTCTyNa OT T'PaHMIbI JIEBOTO
noJist. Ilocie 3TUX CII0B CTaBUTCS JBOETOUHE.

ITocne cnoa CJIYIHAJIM yxa3biBaeTCsl KpaTKUM TEKCT BBICTYIUIEHHS OCHOBHOIO
nokinaguuka. daMuiaus M MHULKAIBL KaXKIOro JOKJIAaT4MKa II€YaTaloTcs C HOBOM CTPOKH.
KpaTkuii TEKCT BBICTYIUIEHUS U3JIaraeTcs B TPETHEM JIMIIE EAMHCTBEHHOIO YHCIIA.

TexcTsl WM TE3HUCHl [OKJIAJ0B U BBICTYIUIEHUH, O(OpMIIEHHBIE KaK OTAEIbHBIC
JOKYMEHTBI, B TEKCT ITPOTOKOJIa HE BKIItouaroTcs. Ilocie cBeneHnii o T0KIaa4ymKe CTaBUTCS TUPE
u ykazbiBaeTcs: « TeKCT nokaaa (BICTYIUIEHHS) IPUIIAraeTcs K IPOTOKOIY».

ITocne cnosa BBICTYIIMIIN ¢urcupyroTcss BBICTYIUICHHUS TE€X JMI, KOTOPbIE HMPUHSIIN
y4yactue B OOCYXXIEHHH JOKJaja. BeicTyruieHus oQopmisiioTcs B MPOTOKOJIE C YKa3aHUEM
JOJDKHOCTEH, (aMUIMH W MHUIMANIOB, BBICTYMAIOUIMX B MMEHHMTEIBHOM Majexke, a TaKXKe C
KpaTKUM H3JI0)KEHHWEM COJIep’KaHus BOIpoca M OTBEeTOB Ha Hero. CoaepikaHue BBICTYIUICHUMN
U3JIaraeTcs OT TPETHEro JHIa €AUHCTBEHHOIO YUCIIA.

[Tocne cnoa PEHINIJIM (IIOCTAHOBUJIN) ¢ukcupyercs NpUHATOE pEUICHHE I10
00CyX/1aéMOMY BONPOCY TOBECTKH [HsS. PenieHne AOMKHO OBITh KOHKPETHBIM M BKJIIOYATh
COCTaBJISIOLINE, KOTOPhIE OTBEYAIOT Ha CIEAYIOIIME BOMPOCHL: KOMY, YTO CAENaTh M B KaKOu
CPOK.

Pemenus, conmepkamye HECKOJIbKO BOIIPOCOB, MMOAPA3JENSIOTCS Ha IYHKTBI H
MOJIMTYHKTBI, KOTOpBIE HyMepyloTcs apabckumu udpamu. IloamyHKTel HymMepyroTces udpaMu ¢
TOYKOM.

B caydae, xorna Ha 3aceJaHMM MPUHUMACTCS pelIeHHe 00 yTBEP)KICHHM JOKYMEHTA,
KOTOpBIM OOCyKJajcs Ha 3aceJaHuM, 3TOT JOKYMEHT IpHiaraercss K MPOTOKOIY U B HEM
JIEJIaeTCsl CChUIKa Ha HOMEp U JAaTy NpoTokouna. llpy Haimnumm Opyrux HOKyMEHTOB, KOTOPbBIE
paccMaTpUBaIUCh Ha 3aceqaHud, U (akT OOCYKIEHUS KOTOPBIX ObUI 3a)MKCHPOBAH B TEKCTE
NPOTOKOJa, OHU HyMepytoTcst apadckumu udpavu ([Ipunoxenue 1, [punoxenune 2). B
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COOTBETCTBYIOIIMX MyHKTaX MPOTOKOJIA IENIAETCS CChUIKA Ha 3TU MPUIOKEHHUS.

[Iporokon moamuchIBaeTCs MpeaceaTeNbCTBYIONIMM Ha 3aceJaHhHM KOJUIErHalbHOTO
OpraHa U CEeKpeTapeM.

Boinucka w3 mpoTokosia — TOYHAs KOMMSI YacTH TEKCTa MOJJIMHHOIO IPOTOKOIIA,
OTHOCSILIETOCS] K TOMY BOIIPOCY MOBECTKHU JHS, IO KOTOPOMY T'OTOBUTCSI BhIMUCKA. Boinucka u3
MIPOTOKOJIAa COJEPXKUT CJEAyIOUIMe PEeKBU3UTHI: HaMMEHOBaHUE 0O0Ieo0pa3oBaTeIbHON
OpraHu3alliy, Ha3BaHWE BUJA JOKYMEHTA (BBIIMCKA M3 MPOTOKOJIA), JaTa 3acelaHusi, MECTO
COCTaBJICHHUSI, 3ar0JIOBOK K TEKCTY, TEKCT, OJMUCH, OTMETKY O 3aBEpEHUU KOIHH.

[Iporokonbl  peructpupyrorcs B KHHre/KypHasie  perucTpalud  MPOTOKOJIOB.
Kuura/xypHai  mpoOHYMEpOBBIBAETCS,  MPOIIHYPOBBIBACTCS,  CKpEIUISIeTCS  MOJMAIMHUCHIO
PYKOBOJUTEIS U MEUYaThlo 00pazoBaTebHON opranu3aiuu. [IpoTokonsl Gpopmupyrorcs B [eno
OJIMH pa3 B KBapTall. B koHIe kanennapHoro roaa Jlemo (He 6osee 250 nmuctoB) ohopmisiercs B
cootBeTcTBUM ¢ [lonokenunem 06 apxuse.

CayxedHOe MIUCHMO.

Cnyxe0HOe MUCbMO COCTaBIISIETCS C IIeNIbl0 0OMeHa HMH(OpMalnueld W MpencTaBiseT
cO0OH:

- OTBETHI O BBIMIOJIHEHUU 3aJlaHUM, ONpPEAETICHHBIX B aKTaX OpraHOB T'OCYJapCTBEHHOM
BJIACTH, MOPYUYEHHSIX BBICIINX JOKHOCTHBIX JIHII;

- OTBETHI Ha BBINOJIHEHUE TOPYUEHUH BBILIECTOSAIINX OPTaHU3AIIHIA;

- OTBETHI Ha 3aPOCHI IPYTUX YUPEIKACHUH;

- OTBETHI Ha OOPAIICHUS TPAKIAH;

- OTBETHI Ha 3aMpOoCkl Ha UHPOPMAIHIO;

- HMHUIUATHUBHBIC THCHMA;

- CONPOBOJUTEIHHBIE MTUCHMA.

CyxebHoe muceMo oopmirsieTcst Ha OaHke 00pa3oBaTeNbHON OpraHU3alliy.

[TucpbMo MMeeT cleqyronue PeKBU3UTHI: 1aTa, PErHCTPAMOHHBIA HOMEp (MCXOSIIN), CChUIKA
Ha PETHCTPALMOHHBIA HOMEp (BXOMAIMIA) W JaTy AOKYMEHTa, Ha KOTOPBIA JaeTcs OTBET (Ipu
HQJINYMM), ajpecar, 3arojJioBOK, TEKCT, OTMETKAa O HaJMYUU TPWIOKEHUH (B cioyyae
HEeo0X0auMOCTH), MNoAmnuch, cBeaeHus o0 wucnoanurene (P.J.O., KOHTaKTHBIH HOMEp
TenedoHa).

JlaToii muchMa SIBJISETCS J1aTa ero TOANKCAHHS, KOTOpas JIOJDKHA COBIANATh C JaTOM
perucTpanyy UCXo el KoppecroHIeHINH.

OCHOBHBIM PEKBHU3MTOM CITy’K€OHOTO MUChbMa SIBJISIETCS TEKCT, KOTOPBIH, KaKk MpaBuIIo,
COCTOMUT W3 JIBYyX 4yacTeil. B mepBoii 4acTu yKka3pIBaeTCsl MPUYMHA, OCHOBAaHNE WM 00OCHOBAaHUE
MOJITOTOBKHM MHUCHbMA, MPUBOJATCS CCHUIKH HA JJOKYMEHTBI, KOTOpbIE ObIJIM OCHOBaHHUEM JUISl €r0o
cocTaBlieHHs. BTopas 4acTe BKIIIOYAeT BBIBOJBI, TPEMIOKEHHS, MPOCHOBI, pelmieHus W T. 1.,
KOTOpBIE pa3MelaroTcs ¢ adzana.

Kak mpaBuiio, B muceMe 3aTparuBaeTcs OJHH BOIPOC.

TekcT nucbMa U3araeTcst OT MEepBOro JIMIA MHOYKECTBEHHOT'O YHCIIA C UCTIOJIb30BaHUEM

CJIOB: «IIPOCUM COOOIIHTb...», «PA3bICHICM, UTO...».
Crny>xebHO€e MHMChbMO MOMUCHIBAECTCSA PYKOBOAUTEIEM 00pa30BaTEIbHOM OpraHU3aliy.

Cnpaska.

CrpaBka - IOKyMEHT, [TOJITBEPKAAIOLINIA Kak1e-1100 (PaKThl MM COOBITHSL.

CrpaBkH OBIBalOT JBYX BHUJIOB:

CnpaBKa AJId OIMMCAHUA WIW IMOATBCPKIACHUA q)aKTOB, WIH COOBLITHH B ACATCIIBHOCTH
OpraHu3aluu.

CripaBKHM COCTaBJIAIOTCS MO0 YKAa3aHMIO BBILIECTOALIEH OpraHU3alMyd WM PyKOBOIAMTEIS
00pa3oBaTeNbHON OpraHMW3aluy A1l HPOPMALUU O BBINOJIHEHUH IJIAHOB, 33JaHU{, TOPYUYECHUI
U TIPEACTaBIISIIOTCA B YyCTAaHOBJIEHHBIE CPOKH.

Texcm makoil cnpagku cOCMoum u3 08yx 4acmell.
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B mepBoii wacTu m3nmaraioTcsl (axThl, MOCTY>KUBIIKME TOBOJOM K €€ HalMCAaHHWIO, BO
BTOPOH - IPUBOASTCS KOHKPETHBIE JaHHbIe. BHIBOABI U MpeIokKeHHs B CIpaBKe He JNaroTcs (3a
HCKJIIOUCHUEM aHAIUTHYECKOM ).

CnpaBka [0DKHA OOBEKTUBHO OTpaXkaTh COCTOSIHUE €], €€ COCTaBJeHHe TpedyeT
TIIATEILHOTO COOPa M MIPOBEPKH CBEIACHUN, MOTYT IPUBOIUTHCS TaOIHIIBI.

CrpaBKH, COCTaBJICHHBIE UIS PYKOBOAMUTENS OpPraHU3alli, MOAMHUCHIBAET COCTABUTEIb.

CrpaBKH, KOTOPBIE COCTaBISIFOTCA 1O YKa3aHHUIO BBIIIECTOSIICH OpraHU3aliH,
MOJIMCHIBACT PYKOBOIUTENH 0011Ie00pa30BaTeIbHOIN OpraHn3aIim.

JlaToii cripaBKU ABIISIETCS AaTa €€ MOAMUCAHUS.

CrnpaBku, yI0CTOBEpSIOIINE IOpUInYeckue (DaKThl: MOATBEPXKACHUE MecTa pabOThl,
3aHUMAEMOM T0JKHOCTH, pa3Mep 3apad0THOM IJIaThl U T.1.

Jlnist HUX IPUMEHSIOTCS yHH(pULIMpOBaHHbIE TpadapeTHbIe OJaHKH.

Takoro poja crpaBKM BBLAAIOTCS MO 3allpocaM 3aUHTEPECOBAHHBIX JIUI (COTPYIHUKOB)
WIN YYPEKACHUN U PETUCTPUPYIOTCS B XKYpHAJIE BBIIABAEMBIX CIIPABOK.

JlokJaagHas 3anucKa.

JoxnaaHas 3amnucka - TOKyMEHT, aJpeCOBAaHHBIA PYKOBOJIUTEIO U UHPOPMUPYIOIINI €ro
O CIIOKMBILICHCS CUTYyallH, UMEBIIEM MECTO SIBJICHUU WIIM (PaKTe BHIMOJIHEHHOW paboOThI, a
TaKKe COJAEPKAIIUN BBIBOBI U MTPEAJIOKEHUS COCTABUTEIIS.

JloxnaiHast 3anMcKa MOXKET BBITOIHATHCS PYKOITMCHBIM CITOCOOOM.

Tekcr MOKIagHOW 3amMMCKU ACIUTCS Ha JBE YacTU: MepBas - KOHCTATUPYIOIIAs, TIE
U3NIAraloTcsl UMEBIIME MecTO (DakThl MM OMHCHIBAETCS CUTyalMsi, M BTOpas, B KOTOPOU
W3JIaraeTcs MpeasioKeHue, mpocboa.

TekcTy MOKIaJHON 3aMUCKH 005A3aTeIbHO MPEIIIECTBYET 3aroj0BOK, HAYMHAIOIIUICS C
npemiora «Oy», «Oo».

JloknagHas 3anucka oopMIsieTcs Ha TucTe OyMard.

AKT.

AKT - JOKYMEHT, COCTaBJICHHBI HECKOJBKMMM JIMIAMU U MOATBEPKIAOIINN
yCTaHOBJIEHHbIE (aKThl M JAEUCTBUA. AKTHI O(QOPMIIAIOTCS 1O pe3yJbTaTaM PpEBU3HM, INpH
npueMe-nepesayde e, ClIMCaHUK UMYIIECTBA U TOMY IT0JI00HOE.

AKT odopMIisieTcsl Ha CTaHJapTHOM JjHcTe Oymaru (opmara A4 U uMmeeT cieayrouue
PEKBU3UTHI: Ha3BaHUE JOKyMEHTa, rpu¢ yTBep>kIeHHs (IIpU HEOOXOAMMOCTH), JaTa U MECTO
COCTaBJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, OJIMUCH JIUI (HE MEHEE TPEX), KOTOPhIE COCTABIISIM
aKT.

Tekcer akTa COCTOUT U3 BBOJAHOW M KOHCTAaTUPYIOIIEH YacTe.

B BBOAHOI YacTu yKa3bIBalOTCS OCHOBAHUS JJIsi COCTaBJICHMS aKTa M Ha3bIBAIOTCA JIMIIA,
KOTOpBIE COCTaBWJIM AKT WJIA NIPUCYTCTBOBAJIM IIPH ATOM. B KOHCTAaTUpYIOLIEH YacTH MU3araercs
CyTh, 3314, XapakTep TMpoJieJaHHOM pabOThl, YCTAHOBIIEHHBIE (AKTHI, MPEIJOKEHUS U
BbIBOJIbI. KOHCTaTHpYyIOIIas 4acTb MOXeT opopMIISAThCS B BHJIEe TaOMUIbl. B KOHIlE TekcTa akTa
3aMMChIBAIOTCS JAHHBIE O KOJIMYECTBE IK3EMIUIIPOB aKTa U UX MECTO HAXOKJIEHUSI.

AKT MOJNUCHIBAETCS BCEMU JINLIAMH, TIPUHUMABIIMMHU Y4aCTUE B €0 COCTABIICHUU.

JIuno, umeromee 3amMeuyaHusl K COJEPKAHHUIO aKTa, MOJAMUCBHIBAET €ro M U3JIaraeT CBOE
MHEHHUE Ha OTJIEIbHOM JINCTE, KOTOPBIN MpUIaraeTcs K akTy.

Tenerpammsl, Tes1eoHOrpaMMbl, GakCUMHUJIAPHASA CBA3D.

OTO JOKYMEHT 1O OINepaTHBHBIM BONpOCaM, IMepeAaBaeMblii 1O TelnepoHy H
3aUCBHIBACMBIN [TOJTYyYaTEIIEM.

OO0s13aTenbLHBIMU PCKBU3UTAMU TAKUX JOKYMCHTOB ABJISIFOTCA:

- HaMMCHOBaHHE YUPESKICHHI aJpecanTa U aJipecara;

- PEKBHU3UT «OT KOTO» U «KOMY» C YKa3aHHUEM JOJKHOCTH, (haMUJIUU, U OTYECTBA
MOJDKHOCTHBIX JINLL;

- HOMeD, JaTa ¥ BpeMs Mepeiadu U MpreMa JOKyMEHTa;
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- IOJDKHOCTH M (DaMWIINU MTEePEIaBIIero U MPUHSBIIETO JOKYMEHT;
- HOMepa TenedOHOB;

= TCKCT U IIOAIIHCH.

HOCTYHI/IBH_II/IG AOKYMCHTBI JOJIKHBI UMCTb TC XK€ PCKBU3UTHLI, YTO U OTIIPABJISICMBIC, 3a
HUCKIIOYCHUECM ITOAIIUCH.

I[OKyMeHTLI COCTAaBJIAKOTCA B OJHOM SK3CMILIAPE U MOANUCBIBAIOTCA PYKOBOAUTCIICM WA
OTBCTCTBCHHBIMU UCIIOJTHUTCIBHBIM.

DJIeKTPOHHbIE IOKYMEHTHhI.

[Topsimox  coctaBieHusi, OQGOPMIIEHUS M  COTJACOBAaHMSA IPOEKTOB 3JIEKTPOHHBIX
JOKYMEHTOB OCYIIECTBIISIETCS 1O OOIIMM MpaBWJIaM JEJIONPOU3BOJCTBA, YCTAaHOBIICEHHBIM B
OTHOIICHUM AaHAJOTHYHBIX JIOKYMEHTOB Ha OyMa)XHOM HOCHUTeNe. DJIEKTPOHHBIA JOKYMEHT
JOJDKEH HMETh DPEKBU3UTHI, YCTAHOBJICHHBIC /JIi AHAJIOTUYHOTO JOKYMEHTa Ha OyMaKHOM
HOCHTEJIE, 32 UCKIIIOUEHUEM OTTUCKA II€YaTH.

B nepeueHb 00s13aTeNbHBIX CBEACHUN O JOKYMEHTAaX, MCMIOJIb3yeMbIX B IENAX ydeTa U
MOWCKAa JIOKYMEHTOB B CHCTEMax »JJEKTPOHHOTO JOKYMEHTOO0OpoTa 00pa3oBaTebHON
OpraHM3allii B COOTBETCTBUM C TMpaBUJaMHU JCIOMPOM3BOACTBA B 00pa3oBaTEIbHOMN
OpTaHU3aINH, BXOIIT:

e AJPECaHT;

e ajpecar;

e JIOJDKHOCTB, (DaMWIINsl U MHULIAAIBI JIMIIA, TIOAMMCABIIETO IOKYMEHT;
e BHUJ JIOKYMEHTA,

e JlaTa JOKYMEHTA;

e HOMEp JOKYMEHTa;

e JIaTa MOCTYIUICHHS JOKYMEHTA;

e BXOJAIIMI HOMEp JOKYMEHTa;

e CCBUIKA Ha UCXOSIIUI HOMEp U AaTy JOKYMEHTa;
e HaMMEHOBAaHHUE JJOKYMEHTA;

e MHJIEKC JIeNa;

e CBEJIEHMs O Iepeajpecalui J0KyMEeHTa;

e  KOJMYECTBO JIUCTOB OCHOBHOT'O IOKYMEHTA;

e  KOJIMYECTBO MPUIIOKEHUH;

e 00III€€e KOJUYECTBO JINCTOB MPUITOKEHHIH;

e  YKa3aHHA IO MCIIOJIHEHHUIO JOKYMEHTA;

e gomxHOCTh, @. . O. ucroJHUTEIS;

e OTMETKa O KOH(QHUAECHIMATIBHOCTH.

B coctaB nOMOMHUTENBHBIX CBEJEHUH 00 DSJIEKTPOHHOM JOKYMEHTE MOTYT OBITh
BKJIFOYEHbI CBEJICHUS: HAaUMEHOBAaHHE aBTOpa JIOKyMEHTa (eciau aBTOp HE COBNAJaeT ¢
ajgpecaHToM (OTIpaBUTENIEM) SJIEKTPOHHOTO JOKYMEHTa), OTMETKa O TIEPeHOCe CpokKa
UCTIOJHEHUSI JIOKYMEHTa, CpPOK XpaHEeHHs JIOKyMEHTa, HAaMMEHOBAHUS TNPWIOKEHUH K
AJIEKTPOHHOMY TOKYMEHTY, KIIIOYEBBIE CIIOBA, CTaTyC IOKyMEHTa (TPOEKT, BEepCHsi), BUJ
nepeaay T0KyMeHTa (3JIeKTPOHHOM MOYTOM, TOYTOM, (pakcoM U T. 11.) U JIp.

Cpoku XpaHEHHs] DJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM XpaHEHHS
JOKYMEHTOB, YCTAHOBIICHHBIX 3aKOHOJATEIFHHIMH M WHBIMH HOPMATHUBHBIMH IPaBOBBIMHU
aktamu Poccuiickoit deneparyiy, TUIOBBIMU TEPEYHSAMH Ul aHAJOTHMYHBIX JOKYMEHTOB Ha
OyMaXHOM HOCHUTEJE.

5. Opranuzanusi I0KyMeHT0000p0Ta H HCIOJHEHHUs JOKYMEHTOB.
IIpuem 1 00padoTKa NOCTYNAKIIMX TOKYMEHTOB.

JIB>KeHHE [TIOKYMEHTOB C MOMEHTAa MX CO3/IaHMsl WIM TOJYyYEHHs] J0 3aBEpILICHUS
WCIIOJTHEHUS WIT OTIIPaBKU 00pa3yeT JOKYMEHTOOOOPOT.

22



B nokymentooGopore 00pa3oBaTeNbHONW OpraHU3allMd  BBIICIAIOTCS — CIEIYIOIIHE
JTOKYMEHTOIIOTOKH:

a) BXOJAIIAs KOPPECTIOHCHITHS (FOPUANYECKHUE U GU3NUIECKHUE JIUTIA);

0) ucxoasIas KOppecroHieHIus (FopuaudecKre U GU3NIeCKHUe JINIA);

') BHYTPEHHSS JOKYMEHTAIHSL.

JloctaBka M OTIpaBKa JOKYMEHTOB OCYIIECTBIISECTCSA, KaK IIPaBHIIO, CPEACTBAMHU
II0YTOBOM U 3JIEKTPOHHOM CBA3HU.

JIoKyMeHTBI, OCTyHaronue B 00pa3oBaTeNbHyI0 OPTaHU3alNI0, MPOXOIIT MEPBUYHYIO
00paboTKy, PpEruCTpalyio, IMPEABAPUTEIBHOE PACCMOTPEHHE, Iepenady pyKOBOACTBY Ha
paccMOTpeHHe, MepelaloTCsl UCIIOTHUTEISAM U TI0Cie UCIIOJIHEHUs TIOMEUIaloTCs B JIeja.

[Tpuem u nepBuyHast 00pabOTKa JOKYMEHTOB OCYILECTBIISIETCS] CEKPETAPEM.

Cekperapp NPOBOAWUT: TPOBEPKY MPABHIBHOCTH  aJPECOBAHUS  MOCTYHAIOIIHUX
JOKYMEHTOB, MPaBUIBLHOCTH JIOCTABKU U KOMIUIEKTHOCTH JIOKyMEHTOB; COPTUPOBKY JOKYMEHTOB
Ha MO/JISKAIINE U HE TOAJISKAIINE PETHCTPALIUH.

[TomydyeHHble KOHBEPTHI C KOPPECIOHICHIIMEH BCKPBHIBAIOTCS, MPU 3TOM MPOBEpPSETCA
HAJIMYHE BIOKECHUH, a TaK)Ke YKa3aHHBIX B JIOKyMEHTaX MPWIOKEHUH. B cirydae moBpexxaeHus
YIAaKOBKU M BJIOXEHUH MO0 OTCYTCTBUS MPHUIIOKEHUN COCTABISETCS aKT B IBYX HK3EMILIApax.
OnuH SK3eMIUISIp aKTa HAIPaBISIETCs KOPPECTIOHACHTY, BTOPOM MPUOOIIACTCS K MOCTYNHBIIEMY
JOKYMEHTY.

Ommb0YHO TpHCIaHHAS KOPPECTIOHAEHIMS NEePEChUIaeTCsl 0 MPHHAUICKHOCTH, €CIH
W3BECTEH aJipec TMojyuaTelns. B TOPOTUBHOM cilydae KOPPECIOHACHIIMS BO3BpAILAETCs
OTIIPABUTEIIO.

KouBepThl OT mnocTymaromield KOPPECHOHIEHIIMH COXPAHSIOTCA U TMpujaramTcsi K
JOKYMEHTaM JIMIIb B TOM CIIydae, KOr/ia TOJIBKO 10 HUM MOYKHO YCTaHOBHTH a/IPEC OTIPABUTEIS
WM, KOTJa JaTa MOYTOBOrO IITEMIIENsl MMEeT 3HaueHUE B KayecTBE JOKa3aTelIbCTBA BPEMEHU
MOJTyYeHHST JOKYMEHTA.

CrienquanucToM HE BCKPBIBAIOTCSI KOHBEPTHI MHUCEM C HAANHChIO «IMYHO». OHHU
nepeaaTcs N0 Ha3HAYEHUIO

Wudopmaniuss U JOKYMEHTBI O JEATEJbHOCTH 00pa30BaTENIbHOM OpraHu3aluu, He
yKa3aHHble B yacTu 2 crateu 29 PenepanbHoro 3akoHa ot 29 nexabdbps 2012 roga Ne 273-03
«O6 obpazoBanuu B Poccuiickoit = dexepanuu», NPENCTABIAIOTCS  PYKOBOAMTEIEM
o0pa3oBaTeNbHON OpraHu3alud 10 OOpAIEHUI0 TpaKJIaHWHA JUOO0 JOHKHOCTHOTO JIHIIA
rOCYJapCTBEHHOTO OpraHa MJIM OpraHa MECTHOIO CaMOYMpAaBJIECHUS B CIIydasx U IOpsIKe,
MIPEAYCMOTPEHHBIX 3aKOHOAATENBCTBOM Poccuiickon denepannn.

[TpencraBiaenue MH(GOpPMAMK WHBIM OpPraHU3alMsAM O JEATENBHOCTH 00pa30BaTENIbHOM
OpTaHU3alli OCYIIECTBIISICTCS YUYPEIAWTEIeM OpTaHU3alli, B OTHOIICHWH KOTOPOH Takas
uH(popMalus 3anpaIinBaeTCs.

IIpeaBapuTebHOE paccMOTPEHHE JOKYMEHTOB.

Cekperapp M (WIH) JMIO, OTBETCTBEHHOE 3a BEJCHHUE JENONPOU3BOJACTBA, MPOBOIMT
MPEIBAPUTEIIFHOE pPAacCMOTpEHHE  JOKYMEHTOB B IIeNIAX  BBIIEJIEHUS W3 BCETO
MaccuBa TOCTYMHBILEH KOPPECIOHJEHIMU JOKYMEHTOB, TpeOyloummx 00s3aTelbHOro
paccMOTpEeHHS PyKOBOIUTEIEM 00pa30BaTeIbHON OpraHU3aIny.

OcHOBaHMEM JJIs1 TPUHATHS pELICHUS B XOAE IPEABAPUTEIBHOIO PACCMOTPEHUS
SBISIETCSL COAEP)KAaHWE JIOKYMEHTa, a He aJpecoBaHHe [OKYMEHTa COOTBETCTBYIOUIEMY
pabOTHUKY.

PesynbraToM TpenBapUTEIHHOTO PACCMOTPEHUS SIBIISICTCSI HAINpaBIeHHE IOKYMEHTa
PYKOBOJIUTENO 00pa3oBaTeNbHON OpraHu3alMi WM JOJKHOCTHOMY JIMIY B COOTBETCTBUH C
YCTAQHOBJICHHBIM PpaclpeeNieHHeM OO0s3aHHOCTeH MEXIy PYKOBOAWTENIEM M JIOKHOCTHBIMU
JIMIIAMU JJ151 BBIHECEHUS YKAa3aHHUS IO UCTIOJHEHUIO IOKYMEHTA.

Perucrpanusi J0KyMeHTOB.
[lepenaua MOKyMEHTOB Ha  PETUCTPALMIO IMPOU3BOAUTCS  TOJIBKO TMOCIE  HX

23



MPEeABAPUTEIILHOTO PACCMOTPEHHUS.

Perucrpaumm moanexxaT Bce  JIOKYMEHTHI, TpeOyromue ydera, HCIOJIHEHUS,
WCIIOJIb30BAaHHUS B CIIPABOYHBIX LIEJISAX, KaK MOCTYMAIOIINE U3 IPYTHX OpraHU3alfil U OT YaCTHBIX
JIMIL, TaK U 00pa3yIoLIMecs B MPOLECCce ASSTEILHOCTH 00pa30BaTeIbHON OpraHu3aIiy.

He nomnexat peructpaiyiil mo3apaBUTEIbHbIE TUChMA, TEJIETPaAMMBbl, PUTIIACUTEIbHBIE
Ounersl, nHGOpPMALUA IS CBEIEHUS, OyXTalnTepcKue JOKYMEHTHI MepBUYHOTO yuera. J{as Hux
COCTaBJISIETCS IIEPEUEHb HEPETUCTPUPYEMBIX JOKYMEHTOB.

Perucrpanus 10KkyMEHTOB MPOU3BOJIUTCS C LIEIbI0 OOECIEUEHUs UX ydeTa, KOHTPOJIS 3a
HCIIOJIHCHUCM U OIICPATHUBHBIM HUCIIOJIB30BAHUCM I/IH(bOpMaL[I/II/I.

PCFI/ICTpaL[I/IH JOKYMCHTOB IIPOU3BOJUTCA B ICHb UX IMOCTYIIJICHU.

,Z[OHYCKaeTCSI OTMCTKA O MOCTYIUVICHUH JOKYMCHTA B OpraHU3allUI0 ITPOCTABJIATH B BHU/C
IITaMI1a WU OT PYKU B HUKHEH YacTH JIMLIEBOM CTOPOHBI MIEPBOIO JIMCTA IOKYMEHTA UM Ha €ro
obopore.

PGI‘I/ICTpaHI/IH AOKYMCHTOB 3aKJIIOYAaCTCsA B BCACHHWMH 3allUCU YUYCTHBIX JAaHHBIX O
JOKYMEHTE TI0 YCTaHOBJCHHOW pETUCTPallMOHHON ¢opMe, KOTOpbIM ¢ukcupyercs (akr
CO3aaHus, OTIPAaBJICHUA WKW IOJYUCHUA OOKYMCHTA NIYTEM IIPOCTABJICHHMA Ha HCEM
PETUCTPALIMOHHOTO WHJAEKCA C MOCIEAYIOIIeH 3amuchi0 B yKa3aHHBIX (hopmMax HEOOXOIMMBIX
CBEJICHUH O JOKYMEHTE.

JIOKyMEeHTBI, MOCTYMawIIue B 00pa3oBaTEeNbHYI0 OpPraHU3alUI0, PErHCTPUPYIOTCS B
KHnure/>xypHaine perucTpanny BXOISIIEH KOPPECTIOHICHIINH, a T€, YTO OTIIPABIISIOTCS U3 HETO, -
Kuure/ sxypHane peructpaii UHCXOoIA1Iel KOpPECTIOHACHIINH.

Pacnipenesienne nocTynammx J0KyMeHTOB.

[Tocne perucrpaluu [TOKYMEHTBI IEPEAAIOTCS HA PACCMOTPEHHE PYKOBOIUTEIIO
00pa3oBaTEeNbHON OPTaHU3AIHH.

[Toce paccMOTpeHUs] PYKOBOAMTENIEM JOKYMEHTHI BO3BPAIIAIOTCS CEKpeTapro M (WITH)
JIMIY, OTBETCTBEHHOMY 3a BEJCHHE JICJIONPOM3BOJICTBA, [UII IEPEHECEHMs]  yKa3aHMH IO
UCIIOJTHEHUIO JIOKYMEHTa B JKypHaJl PEerMCTpPallié BXOJIINX JOKYMEHTOB. B cOOTBeTCTBHHM C
YKa3aHUSAMHU 11O UCHTOJHCHHIO MOMJIMHHHUK JOKYMCHTA HAIIPABJIACTCA pa6OTHI/IKy, SABJIOIICMY CA
OTBETCTBEHHBIM HCIOJHUTENEM, a COMCIIONHHUTENSIM HANpaBISIOTCS KOMUHU JOKYMEHTOB (€CIIH
HUMEIOTCS), 0 UeM JenaeTcst oTMeTka B KHure/skypHase peructpaiiy BXOASIIIUX JOKYMEHTOB.

DJeKTPOHHBIE COOOIIEHHS, TIOCHUIaeMbIe 110 JJIEKTPOHHOW TOYTEe, HCIIOIHSIIOTCS
AHAJIOTUYHO AOKYMCHTAM Ha 6YMa)KHI)IX HOCHUTCIIIX C YUCTOM OHpe)]eJ'IeHHOfI CHGHI/I(l)I/IKI/I B
MPOIIECCe MCIIOTHEHUS.

ITopsinok 00padoTKN M MPOXOAKAEHUSI HCXOASIIMX U BHYTPEHHHUX IOKYMEHTOB.

[Topsimok TMOATOTOBKM MCXOZSIIMX JIOKYMEHTOB BKIJIIOYaeT B cebs paboTy 110
COCTaBJICHUIO ITPOEKTA JJOKYMEHTA, COINIACOBAHUIO, MOANMMUCAHHIO (YTBEPKACHUIO) U OTIIPABKE.

Jo mnepemaum JOKyMEHTa Ha IMOANUCh WCIOJHUTENIb JIOJDKEH IPOBEPUTH  €r0
coJiepKaHue, MPaBUIBHOCTh OGOPMIICHHS, HAIWYME HEOOXOIUMBIX BH3 U TMPUIOKEHUI.
JIOKyMEHT NpPEACTABIISIETCS HA MOAINUCh BMECTE C MaTepHallaMHM, HA OCHOBAHMM KOTOPBIX OH
TOTOBMJICH.

BHyTpeHHnEe NOKYMEHTHl O(QOpMIISIOTCS U HUCIOJHAIOTCS (HCIIONIb3YIOTCS) B Ipeaenax
o0pa30BaTeNbHON OpraHu3aluy.

BHyTpeHHune  JOKYMEHTHl  (JOKJIaJHble 3alMCKH, CIpPaBKH, CBOAKU U  Jp.)
paccMaTpUBarOTCS TEMU JOJDKHOCTHBIMM JIMIIAMH, KOMY OHU HalIPABJICHBI.

OTBETCTBEHHBIE 3a JIEJIONPOU3BOJICTBO IEpe] CAadyed KOPPECHOHACHIMN Ha OTIPaBKY
JOJDKHBL ~ 00sI3aT€NIbHO  MPOBEPHUTh  MPABMWIBHOCTE €€ O(OpPMIIEHHUS U aJpeCOBaHMUA.
KoHBepTOBaHHE KOpPPECIOHACHIMM M JAPYTUX IIOYTOBBIX OTIPABICHUHW IPOU3BOAUTCS
CTPYKTYPHBIMU IIOAPA3AEICHUSIMHA OPraHU3aLUU.

Perucrpanus oTnpaBisieMbIX JOKYMEHTOB OCYLIECTBIIICTCS B [€Hb HUX IOANMCAHUA
(yTBepkIeHUs) WIM Ha CIeAyIOIUNA padoumii neHb. PerucrpanoHHBIH HOMEp JOKYMEHTa U
JlaTa perucTpalyuy NpOCTaBIISIIOTCS Ha MOAJMHHUKE JOKYMEHTa B PEKBU3UTaX OJIaHKa U Ha

24



KOIIMH, OCTalolIelcss B jaene oOpa3oBarenbHO opranuzaimu. CIpaBOYHBIM aImapaToM Jis
UCXOJAIINX TIOKYMEHTOB SIBISIETCS )KypHAJl PETUCTPALMK 3TUX JOKYMEHTOB.

OTtnpaBKy = HMCXOOAIIMX  JOKYMEHTOB  IIPOM3BOIUT  CEKpeTapb 51 (um)
JIMII0, OTBETCTBEHHOE 32 BE/IEHUE J1eJI0NPOoU3BoACTBA. CpodHas KOPPECTIOHAEHIIMS 0OpMIISETCS
U OTIPABJISIETCS HE3AMEUINTEIIBHO CEKPETAPEM.

Cekperapp NIpoBepseT MPAaBWIBHOCTE OGOPMIIEHHS  HMCXOIAIIMX  JTOKYMEHTOB,
IPOU3BOAUT COPTUPOBKY IOKYMEHTOB IO CHOCOOY JOCTaBKUM KOPPECHOHAEHLIMHU ajapecaTy
(mpocrasi, 3aka3zHasi, MeXIyHapoaHas M J1p.). HempaBwibHO odopMieHHBIE ITOKYMEHTBI U
KOPPECTIOHICHIIMSI HECITy>KeOHOTO XapakTepa K OTHpaBKe HE MPUHUMAIOTCS M BO3BPAIIAIOTCS
JIMILY, IOATOTOBUBILEMY TOKYMEHT.

OrnpaBnsieMass 1O IOYTE€ KOPPECHOHAEHLUS IPOXOJUT YIAKOBKY, aJpECOBAHME,
IIPOCTABJICHUE CTOMMOCTU IOYTOBBIX YCIyr M IepeAady Ha OTIPaBKYy B MECTHOE OT/AEIECHHE
CBSI3HU.

Ha 3aka3Hyl0 KOppEeCHOHJECHLMIO, Ha JOKYMEHThl C IOMeTKOM «/lng cimyxkeOHoro
II0JIb30BaHUA» COCTABIIIETCS PEECTpP, KOTOPBIMA 3aTEM BO3BPALIAETCS CEKPETAPI0 y4eOHOH JacTu
U (WIM) JMIly, OTBETCTBEHHOMY 3a BEJIEHUE JEJONpPOU3BOJCTBA, C PACIHUCKON paOOTHUKOB
IIOYTOBOTO OT/AEJCHUS CBS3U WM MHOT'O JIMIA, 00ECIIEUHBAOILIEr0 OTIPABKY JOKYMEHTOB.

[lepenaua ¢ ucnoab30BaHUEM CPEJCTB (DAKCHUMUIIBHOM CBSI3U JIOKYMEHTOB, COJEpKaIUX
CITy’)keOHYI0 MH(OPMAIMIO OTPAaHUYEHHOTO PACIIPOCTPAHEHHS, B TOM YHCJIE C TOMETKOU «Jlis
CIIy’)KeOHOTO IMOJIb30BaHMs», He paspeuraercs. Kareropuuecku 3zampeniaercss nepegada Io
cpeactBaM (haKCUMIIIBHON CBSI3U CEKPETHBIX TOKYMEHTOB.

C ucnonb3oBaHUEM CpeICTB (PAaKCUMUIIBHOM CBSI3W MOTYT OBbITh IEpeAaHbl MaTepHasbl
TEKCTOBOTO, TaOJUYHOTO WJIM TpapUUEcKOro XapakTepa, HWCIOIHEHHBIE THIIOTPACKIM,

MAaIIMHONKCHBIM WJIM PYKOIUCHBIM CIIOCOOOM B YEPHOM WJIM TEMHO-CUHEM IIBETE€ C YETKHM
MKOHTPACTHBIM M300paXeHHEM (TIepBBIE IK3EMIUIAPBI MM MX KCEPOKONHHU) Ha Oenoi Oymare
CMHHHMMAJIbHOH BbIcOTON OyKkB U mudp 2 MMm. OOBeM nepeaBaeMoro B TEUEHUE OJTHOTO
CeaHCcacBsI3U JOKYMEHTA, BHIIIOJIHEHHOT0 Ha Oymare (popmara A4, He JOKEH MpeBbIIaTh MATH
mcToB.OTBETCTBEHHOCTh 3a COJEp)KaHHe MHGOpMAalWH, IepelaBaeMOil € HCHOJIb30BAHUEM
CpeacTB  (PAaKCUMWIBHOM  CBSI3M, BO3JaraeTcsi Ha  WCIOJHUTENS,  IOJITOTOBUBIIETO
(bakcorpammy AJ1s IepeiauH.

OcobeHHocTH padOTHI € JIEKTPOHHBIMH JOKYMEHTAMU.
B o0Opa3oBaTenbHOI OpraHu3aluy CO3/1al0TCs U UCIOJIb3YIOTCS:

. JJIEKTPOHHBIE  JIOKYMEHTBI, cO37]aBaéMble B  DJIEKTpOHHOM (opme  6e3
MIPEIBAPUTENILHOTO JOKYMEHTHPOBAaHUS Ha OyMa’)kHOM HOCHUTEIIE;
. ANEKTPOHHBIE 00pa3bl JIOKYMEHTOB, IOJyYE€HHBIE B pe3yjibTaTe CKaHUPOBAHUS

JIOKYMEHTOB UM XpaHSAIIUECS B CUCTEME AJIEKTPOHHOTO JOKYMEHT0000pOoTa.

[Ipuem u oTmpaBKa 3JEKTPOHHBIX JOKYMEHTOB OCYLIECTBIISIOTCS OTBETCTBEHHBIM 32
BEJICHHE JIETIONPOU3BOJICTBA B 00pa30BaTEIbHON OpraHU3aIiy.

DNEeKTPOHHBIE JOKYMEHTBI CO3JAlOTCsA, OO0pabaThIBAIOTCS U XPaAHATCS B CHCTEME
ANEKTPOHHOTO JOKYMEHTO000pOTa 00pa30BaTeIbHON OpraHU3aliH.

ONEeKTPOHHBIM  JOKYMEHT JOJDKeH ObITh odopMJeH 10 Oo0IKMM  MpaBuUiiaM
JIEJIONPOU3BOJCTBA U MMETh PEKBU3UTHI, YCTAHOBIIEHHBIE [UIsl AHAJOTMYHOIO JOKYMEHTa Ha
OyMaXHOM HOCHTEJIE, 3a UCKIIFOUEHHUEM OTTUCKA MeYaTH.

Jis moATBEpKACHUS TOAIMHHOCTH DSJIEKTPOHHBIX JOKYMEHTOB B 00pa30BaTelbHOU
OpraHM3allKi HCIHOJB3YIOTCS 3JIEKTPOHHbIE LU(ppoBble moanucu. Mcnomas3yemble cpeacTsa
AJIEKTPOHHON 1U(POBOM MOAMMUCH JOJDKHBI OBITh CEPTHU(PUUUPOBAHBl B YCTAHOBJIEHHOM
MOpSJIKE.

Enununein yuera DJIEKTPOHHOIO JOKYMEHTa SBISETCA OJIEKTPOHHBIA JOKYMEHT,
3apETUCTPUPOBAHHBII B CHCTEME 3JEKTPOHHOTO JOKyMEHTooOopoTa 00pa3oBaTeiabHOMN
OpraHM3aluu. DJIEKTPOHHBIA JTOKYMEHT, UMEIOUIMM NPUIIOKEHUS, PETHUCTPUPYETCS KaK OAMH
JOKYMEHT.
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[Tocne oTHpaBKM 3JIEKTPOHHOIO JOKYMEHTA, 3aBEPEHHOr0 3JEKTPOHHOW IOANHKCHIO
YHIOJHOMOYEHHOTO JIOJDKHOCTHOTO JIMIA, JOCBUIKM aJpecary €ero KONMM Ha OyMaKHOM
HOCHUTEJNIE, KaK MpPaBUJIO, HE TpeOyercs, 3a MCKIIOYCHHEM OTBETOB Ha OOpAIlEeHUs TpaxaH,
MOCTYNUBILINX 10 WH(GOPMAIIMOHHO-TEJIEKOMMYHHUKAIIMOHHBIM KaHajlaM, Ha KOTOPbIE 3asiBUTEITIO
JlaeTCs MMCbMEHHBIM OTBET, HAIPABJISEMBIN 110 IOYTOBOMY aJIpeCy, YKa3aHHOMY B OOpaleHUH.

HcnonHeHHbIE 3JIEKTPOHHBIE TOKYMEHTBI CUCTEMATU3UPYIOTCA B J€J1a B COOTBETCTBUU C
HOMEHKJIATypol Jien oOpa3oBaTeNbHOM OpraHu3allil W HHIEKCUPYIOTCS B  IOpSKe,
YCTQHOBJICHHOM B OTHOIIEHHUH JI€JI, COCTABICHHBIX M3 JOKYMEHTOB Ha OyMa)KHOM HOCHUTEIE.
[Ipu cocraBieHnH HOMEHKIIATYPHI JI€] B 3aroJIOBOK Jieja BKJIKOYAETCS YKa3aHUe « JIEKTPOHHbIE
JIOKYMEHTBI».

Nudopmanuonnas 6e301acHOCTD.

WNudopmannonHbie pecypcbl 00pa30BaTeIbHONW OpraHU3alyy 1Mo AOCTYIY (BO3MOXKXHOCTH
WCIIOJIB30BaHUS ) TIOIPA3JICTISIOTCS Ha OTKPBITYIO (0OIIEeI0CTYTHYI0) HHPOPMAIIHIO, CITYKEOHYIO
nH(OpMALIHIO 1 UHPOPMAITUIO OTPAHUYCHHOT'O PACIIPOCTPAHCHHMS (JOCTYTIA).

K xareropuu OTKpBITOM HHPOpPMAIMU OTHOCUTCS HHQpOpMAIHs, COJAepKamiascs B
JOKYMEHTaXx W 0a3aXx JaHHbIX o0OOpa3oBaTeIbHOM  OpraHW3alUd, HENOCPEACTBEHHO
3aTparuBarollas IpaBa U UHTEPECHl IPAXKIAH.

K xareropum ciyxe6HOW HHPOpMAMK OTHOCUTCS HH(pOpMaIMs, cojJepKauascs B
JOKyMEHTaXx M 0a3aX [JaHHBIX O0Opa3oBaTeNbHONW OpraHu3alluy, MpeJHa3HAaYeHHAs IS
JNOJDKHOCTHBIX JIMI] W Pa0OTHUKOB, TIPU BBINIOJHEHUHM HWMH CBOMX (DYHKIIMOHAIBHBIX
00s13aHHOCTEH, HEe 3aTparuBarolas HaIPSIMYIO MpaBa U HHTEPECHl IPAXKIaH U HE OTHOCALIAACS K
KaTeropuy OrpaHUYEHHOTO PACIpOCTPaHEHUS (IOCTyma).

K kareropuu mHbopManuu OrpaHUYeHHOTO PACHpPOCTpaHEHUs (IOCTyIa) OTHOCHUTCS
nHpopManus, CoAepKalIascs B JOKyMEeHTaxX M 0a3ax JaHHBIX, BKITFOYAIOIAsl CBEICHUS
KOH(UIEHIIMATLHOTO XapakTepa.

Bes unbopmarms, copepkamiascs B JIOKyMEHTax W 0a3aX JaHHBIX, [0 YMOIYaHHUIO
ABIISIETCS OTKPBITOM M oOmenoctynHoi. MckitoueHnne cocraBiseT nHGOpMalus, OTHECEHHas K
KaTeTOpHsIM CITY>K€OHOM M OrpaHUYEHHOTO pacipocTpaHeHus (JocTyna).

Hoctyn monb3oBaTeneil kK MHGOpPMAlMM  OTPaHUYMBAETCS  IYTEM  OTHECEHHUs
nHGOPMAIMY K COOTBETCTBYIOMICH KaTErOpUU U HAJIOKEHHEM Ha Hee COOTBETCTBYIOMIETO rpuda
OrpaHUYeHUs pacrnpocTpaHeHus. MHpopmanys orpaHH4eHHOro JOCTyIa CHa0kaeTcs rpudom
«J171s1 ciry»KeOHOT0 TTOTH30BaHUS.

[IpaBoM oTHeceHus: MHPOPMAIMH K KAaTETOPUU OTPAHUYCHHOTO JOCTYIA M HaJOXKCHHS
COOTBETCTBYIOIIETO TpHda o0NagaeT aBTOp JOKYMEHTa IO COTJACOBAHHIO C PYKOBOJIUTEIIEM
00pa3oBaTeNbHON OpraHU3alHH.

JlokymeHTHpOBaHHass HWH(GOpPMAIHs OTPAHWYCHHOTO PACIPOCTpaHEHHsT 03 CaHKIHH
JOJDKHOCTHOTO JIMIA, YCTAaHOBUBIIETO PEXHUM OIPAaHMUYEHHOTO paclpoCTpaHEHHs i JTaHHOTO
JTOKYMEHTa, He TIOMJISKUT pas3TiIaleHnto (pacrpocTpanennio). [IpegocTaBieHue mombp30BaTelsamM
JO0CTyNa K JaHHOW HH(GOpMAIMM OCYIIECTBIIAETCS HCKIIOYUTEIBHO IO COIVIACOBAHMUIO C
YKa3aHHBIM JIOJDKHOCTHBIM JIUIIOM ITyTEeM ITOJIaYH COOTBETCTBYIOIIEH 3asiBKH.

JloJoKHOCTHBIE  JIMIIA,  NPUHSBIIME  pelieHne o0  OTHECeHMHM  HMHGOpMaluy,
3apUKCHUpPOBaHHOW B JIOKyMEHTE, K KaTerOpUU OTPAaHUYECHHOTO paCIpPOCTPAHEHUs, HECYT
OTBETCTBEHHOCTb 32 00OCHOBAHHOCTh MPUHATOIO PEIIECHHs U €r0 COOTBETCTBHE JICHCTBYIOIIEMY
3aKOHOJIATEIICTBY.

Jlnanble nena pabOOTHUKOB, JIMYHBIE KAapTOYKH pAOOTHUKOB, TPYIOBBIE KHUKKU
paOOTHUKOB, TpPHKa3bl MO JHYHOMY COCTaBy [OJDKHBI XPaHUThCS B cedde wim B
METAJUINYECKOM HIKaQy.

3anucu B TPYNOBOM KHIDKKE TOAMKUCHIBAET PYKOBOAUTENIh 00pa3oBaTeIbHOMN
OpraHu3aly. Y4eT, XpaHeHHe U BblJauy OJaHKOB CTPOTOW OTYETHOCTHU: JUIJIOMOB, BKJIAJIBIIICH
K HHMM, CBHJIETEJIbCTB, YIOCTOBEPEHUN BEIET 3aMECTUTENIb OUpeKTopa. biaHku XpaHATCS B
ceiide.

YcraHoBKa W OKCIUTyaTalMisi [POrPaMMHOTO  OOECIEYEHHs, MOJYYEHHOTOo W3

26



JIroOBIX WCTOYHUKOB W BBIMOJHSIOMIETO (YHKIMH, HE CBS3aHHBIE HEMOCPEICTBEHHO C
BBHITIOTHEHUEM PAaOOTHUKAMU CBOUX JOJKHOCTHBIX 00sI3aHHOCTEH, KATETOPUUYECKH 3aIlperieHa.

Besit  mpencraBneHHas B QJIGKTPOHHOM — BHAe HH(OpMaIus, MOCTyHaromas B
0o0pa3oBaTeNbHYI0  OpPraHW3alliio, B  O00SM3aTENIbHOM  TOPSJAKE  TOJUICKHT  IPOBEPKE
AHTUBUPYCHBIMU CPEICTBAMHU.

DJIEKTpOHHAsT IOYTa MOXET HCIOJb30BAThCSA  IMOJIB30BATEISIMH  TOJBKO ISt
oOMeHa uwH(pOpMAIMEH, OTHOCSIIEHCS K KATErOpHH, OTKPBITOM M CIy>KeOHOW. 3ampenieHo
UCIIOJIB30BATh AJIEKTPOHHYIO TOYTY IS Mepenadd WHGOpMAIMK, OTHOCSIIEHCS K KaTeropuu
OTPAaHUYEHHOTO PACTIPOCTPAHEHUSI.

6. KoHTpoJib 32 HCIOJIHEHHEM I0KYMEHTOB

Opranun3zanuss KOHTPOJIS.

KonTtpomto mojuexar Bce 3aperucTpupOBaHHBIC JOKYMEHTHI, TPeOYyIOIUEe UCTIOIHEHHUS.
KoHTponb HMCHONHEHUs JTOKYMEHTOB BKJIIOYAET: Y4eT, MOCTAaHOBKY Ha KOHTPOJb, KOHTPOJIb
CPOKOB HCIIOJHCHHA, HCIIOCPCACTBCHHYIO IPOBCPKY XOJa HCIIOJIHCHUSA, MNPOBCPKY KaduCCTBA
VCIIOJIHEHUS, aHAJIU3 Pe3YJIbTaTOB HCIIOJHEHHUS.

KOHTpOJII) 3a HUCIOJHCHHUEM JOKYMCHTOB YCTAaHABJIMBACTCA B LCIAX oOecrieyeHuss Ux
CBOEBPEMEHHOI'0 M KaUeCTBEHHOI'O MCIOJIHEHUS, TIOBBIILIEHHS YPOBHS OPraHU3aTOPCKOM paboTh
M UCITOJTHUTEIBCKOM JUCHUITIINHBI.

Ilpy mocraHOBKE NOKYMEHTa Ha KOHTPOJb Ha IPAaBOM BEPXHEM IIOJ€ JOKYMEHTa
JIeJIaeTCsl OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CJIOBOM (LITAMIIOM) «KOHTPOJIb

KOHTpOJHO MoAJICKAT IMMPUKa3bl, pCHICHUSA COBCTOB, 4 TAKKC NOKYMCHTHI, ITOCTYIIAOIINEC
Ha UMs pyKOBOJUTEI 00pa30BaTeIbHOM OpraHu3aluu.

Opranu3zanys KOHTPOJIS UCIIOJIHEHUSI BKIIIOUAET B ce0sl:

° IMOCTAHOBKY JOKYMCHTA Ha KOHTPOJIb,

° MOHHUTOPHHTI UCITIOJTHCHHUA KOHTPOJIBHBIX HOpy‘IeHI/If/'I AOKYMCHTOB;,
° CHATUC UCIIOJIHCHHOT'O JOKYMCHTA C KOHTPOJIA;

° HaIpaBJICHHUEC UCITOJIHCHHOI'O IOKYMEHTA B ACJI0.

PykoBoauTenu CTpyKTypHBIX MOApa3/eleHuid 00s13aHbl paccMaTpUBaTh COCTOSIHHE
UCIOJIHUTENIBCKON  JAMCLUMIUIMHBI 10 JOKYMEHTaM € IIOpYYEHHUSMHU aJMHUHUCTPALUU
o0Opa30BaTeNbHON OpraHU3aluy, a TaKXe JOKYMEHThI, MOCTYNHBIIME B aJpec CTPYKTYPHOIO
NoJIpa3/ieNieHus U TpeOyIole NCIIOIHEHUS, U TOJrOTOBKH OTBETA.

JIOKYMEHT cUMTaeTcsi HCIOJHEHHBIM, KOT'/Ia PEeIIeHbl OKOHYATEIbHO BCE IMOCTaBJICHHBIE B
HEM BOMPOCHI U COOJIIO/IEHBI CIEAYIONINE CPOKU:

. €CJIM B JOKYMEHTE MOCTaBJIeH CPOK UCIIOJHEHUS — B YKa3aHHBIN CPOK;

. JOKYMEHTHI 0€3 YKa3aHHs CpPOKa UCIIOJIHEHUS — B MECSYHBIHN CPOK;

. €CJIM B JOKYMEHTE UMEETCS TOMETKA «CPOYHO» — B TPEXTHEBHBIN CPOK;

. nopy4yeHus 06e3 yKa3aHusi KOHKPETHOH JaThl UCTIOTHEHUS — B MECSIYHBIN CPOK;

. C TIOMETKOM «onepaTuBHO» — B 10-1HEBHBIN CPOK;

. Mo OOpalleHusIM TpaxaaH, TpeOymUM JONOJHUTEIBHOTO W3YYEHUS U

IPOBEPKHU, — O OAHOT'O MECAlla CO AHA PCruCTpalnu, 1o OCTAJIbHBIM — HEC ooiee 15 JHEH.

Cpoxk ucumcisiercs B KaJeHAAPHBIX JHAX C JaThl MOANUCAHUS JOKYMEHTA.

Ecnu mocnenHuit neHb UCHOMHEHHUS JOKYMEHTA MPHUXOAWUTCS Ha Hepabouuii JeHb, OH
MOJJICKUT UCIIOJTHEHUIO B IIPEIIECTBYIOUINI eMy pabouunii JeHb.

[Ipy HEOOXOAMMOCTH WPOJIEHUS CpOKa HCIOJIHEHHUsS] JIOKYMEHTa OTBETCTBEHHBIN
UCTIOJHUTENb MPEJCTABISET HA MMsI PYKOBOAWTENSE 00pa30BaTENIbHOW OpraHM3alluy, TaBIIEro
[IOpYUYEHHE, MOTHBHPOBAHHYIO MPOCHOY O €ro MpoJIEHMM HE MO3JHEee 4eM 3a TPH JHS [0
MCTEUCHHS YCTaHOBIIEHHOTO CPOKa, C YEM CBOEBPEMEHHO IepenaeTcst HHGOopMaIys B IPUEMHYIO
PYKOBOAUTEISE 00pa30BaTeIbHON OpraHU3aluu.
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Ilopsinok cHATHS TOKYMEHTOB C KOHTPOJIS.

JIOKYMEHTBI CHUMAIOTCSI C KOHTPOJIS, €CIM PEIICHBI MOCTaBICHHbBIE B HUX BOIPOCHI WU
aBTOpaM JIaH OTBET I10 CYILECTBY.

Ecnn nmo paspemaeMoMy BOIIPOCY OXKHAAETCS OTBET, TO OH BMECTE C KONMEW OTBETa
3asIBUTEII0 MOXKET HAXOJUTHCSI Y UCIIOJIHUTEISL HA KOHTPOJIE.

[IpoMexyTOUHBII OTBET, PaBHO KaK M 3alpoc IO HCHOJIHSIEMOMY JOKYMEHTY WIIU
YaCTUYHOE HCIOJHEHHE IOpPYYEHHUs, HE SBISETCS OCHOBAHMEM /ISl NPU3HAHUSA JOKYMEHTa
HCIIOJTHEHHBIM.

CHATb JOKYMEHT C KOHTPOJS MOXKET TOJIBKO JOJKHOCTHOE JIMI0, KOTOPOE MOCTaBUJIO
€ro Ha KOHTPOJIb.

OcHoBaHMEM [UISl CHATHSL C KOHTPOJIA JOKYMEHTOB C IOPYYEHHUSMU PYKOBOIUTENS
o0pa30BaTeNbHON OpraHU3aluy SIBISIETCA JOKYMEHT — OTBET, MOAMHCAHHBIN PYKOBOIUTEINEM,
€ro 3aMecTHTeJeM, JIMOO ClpaBKa 00 WCHOJHEHHWU JOKYMEHTa 3a MOJIIHCHIO PYKOBOIUTEIS
CTPYKTYpPHOTO TOJpa3aeIeHUSI.

Ecnu Bce mocTaBiieHHbIE B JIOKYMEHTE BOIIPOCHI PELIEHBI B ONEPATUBHOM HOpsIKE, O€3
MOATOTOBKM MHCbMEHHOTO OTBETA, WCIIOJHUTEIb Ha JOKYMEHTE JAeNaeT KPaTKylo 3aluch O
pELIEHNH BONPOCA, YKA3bIBAET ATy U MOJIKCh, [10C]IE YEr0 JOKYMEHT IOMEIAETCS B JIENO.

Yder u XpaHeHHe NeYaTel, MITAMIIOB U OJJAHKOB.

O0Gs13aTeIbHOMY YYETY IOJUIEKAT BCE BUJIBI IT€YaTe M ITaMIIOB, OJIAHKH CTPOTOi
OTYETHOCTH, KOMaHNPOBOYHBIE YIOCTOBEPEHUSI, CITYKEOHBIE 3a/IaHUs, TPYIOBBIC KHUKKH.

Vuyer Bcex meyareil M [MITaMIIOB, MMEIOLIMXCS B 00Pa30BaTeIbHOM OpraHu3aiy, BEAeTCs
B CIICIUATIBHOM XYpHaJIE (npuioscenue 2).

XKypHanel ydera BKIIOYAIOTCS B HOMEHKJIATYpy Jel. JIMCTBI HMX HyMEpYIOTCH,
MPOINITHBAIOTCS U ONICYATHIBAIOTCSL.

ITeyaTy ¥ ITAMITBI JOJDKHBI XPAHUTHCS B cei(ax WM METAIUIMIECKUX MKa(ax.

OTBETCTBEHHOCTh 3a XpaHEHHWE W KCIOJb30BAHHE T[€YATCH, INTAMIIOB HECYT
JIMIIa, OTBETCTBEHHBIC 32 BEJICHUE JICIONPOU3BO/ICTBA.

YHUUTOXKEHHE OJAaHKOB MPOM3BOAUTCS MO aKTy C OTMETKOM B COOTBETCTBYIOIIHX
JKypHaJlax ydJera.

[TeyaTy ¥ IITAMITBI YHHYTOXKAKOTCS 110 aKTY.

[IpoBepka HalM4YWs TI€YaTEH, MITAMIIOB M OJAHKOB, a TAK)KE IMOPAAKA WX XPAHEHHs U
UCITOJIb30BAHUS TIPOU3BOANUTCS KOMHCCHEH HE PEeKe OIHOrO pa3a B TOJ OJHOBPEMEHHO C
MPOBEPKON COCTOSIHUS JICIIOMPOM3BOICTRA.

CocraBienue HOMCHRKJIATYPHbI a€JI.

Homenknarypa ges - 310 0o0s3aTeNbHBIA I KaXKIOW 00pa3oBaTelbHON OpraHu3aluu
CHCTEMaTU3HPOBAHHBIN MEepedeHb HAUMEHOBAHH (3ar0J0BKOB) JIeJ, KOTOpbIE (OPMHUPYIOTCS C
yKa3aHHEM CPOKOB XPAaHEHHUS JIell.

Homenknatypa nen mpenHa3HadeHa AJii YCTAaHOBKM B 0Opa3oBaTeNbHOM OpraHu3aluu
eIMHOro Tmopsiaka (opMHUpOBaHUS JieN, OOECIEeYeHHs UX YydueTa, OIEepPaTHBHOTO IOMCKa
JOKYMEHTOB TI0 WX COJEpXaHUIO U BUIY, ONpEAENCHUS CPOKOB XpaHEHHUS JAeN U SBISEeTCS
OCHOBOMH JJIsl COCTaBJICHUS OINUCEH /1 MOCTOSHHOTO U AnuTensHoro (cBbiie 10 jget) XxpaHeHus,
a TaKoKe JUIA ydera aell BpeMeHHOro (1o 10 JieT BKITIOYUTENIEHO) XpaHCHUS.

B rpage 1 HOMEHKIATYpBI JiesT TPOCTABISAIOTCS HHIASKCHI KaX/I0TO0 Jieja, BKIIIOYEHHOTO B
HOMeHKnatypy. WHaexkc gema coctouT w3 1udpoBoro o0003HAYEHHs U3  IITAaTHOTO
pacriucanust 00pa3oBaTeNbHON OpraHu3auy (Koaa) U MOPsIIKOBOrO HOMEpa 3aroyioBKa Jiena 1o
HoMeHKJatype. MHaekce! nen 0603HavaroTcs apabckumu nudpamu.

IIpumep —

12-05, roe 12 — o6o3navenue (kon), 05 — mopsAKOBBII HOMEp 3arojioBKa Jejia B pasjerne
HOMEHKJIATYpHbI JIEI.
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B rpadge 2 HoMeHKIIATYPBI /11 TPOMUCHIBAIOTCS 3ar0JI0OBKH JIEI.

3arosoBOK JeNia JTIOJDKEH YeTKO B CHKaTod 0000mIeHHON (opMe 0TOOpaXkaTh COCTaB U
COJIep’KaHuE IOKYMEHTOB JIENa.

B 3arosioBkax JIMYHBIX U APYTUX J€J], COAEPKALIUX JOKYMEHTHI [0 OJHOMY BOIIPOCY,
ynotpebmasiercs tepmun JIEJIO.

B 3aronoBkax nen, coaeplKaliMX IUIAHOBO-OTYETHYIO JOKYMEHTALUIO, YKa3bIBAa€TCs
nepuoy (Mecsil, KBapTajl, I0Jyroiue, rof), B KOTOPOM IUIAHUPYETCS CO3AaHUE IOKYMEHTOB UJIH
NepuoJ UX (pakKTUYECKOTO BBIITOJIHEHMS.

Bo BpeMms pa3melieHusi 3aroJioBKOB J€ll B HOMEHKIIAType YYMTHIBAETCS Ba)KHOCTb
JOKYMEHTOB, BKIIIOUEHHBIX B JI€JI0, X B3aUMOCBs3b. B Hauane pacnosaratoTcsi 3arojJoBKH 1€l B
OTHOIIEHWH JOKYMEHTOB, IOCTYIMBLIMX OT OPIraHOB BBICIIETO YPOBHs, Jajiee - IO
OpPraHMU3alMOHHO-PACIIOPSAUTEIBHON  JTOKYMEHTAllMM, IUIAHOBO-OTYETHOM  [OKYMEHTAlluH,
IIEPENNCKE, YUETHO-CIPABOUYHBIM BUJAM JOKYMEHTOB. B KaXnoW M3 3TUX Ipyln JAOKYMEHTbI
TaK)Ke Pa3MEILAIOTCA ¢ yYETOM 3HAYMMOCTH U CPOKOB XpaHEHHUS.

I'pada 3 HOMEHKIATYpBHI AEN 3alOJHIETCS B TEUEHHE KaJCHIApPHOTO roja — MpH
(bopMHpPOBaHUN HOBOTO JI€JIa, P 3aKPBITHH JIeJa M 110 OKOHYAHUH KaJICHJAPHOTO ToJa.

[To noctuxenun nenom oobema B 250 JIUCTOB, TOM 3aKpBIBAETCA U OTKPBIBAETCS HOBBIN
ToM. B rpade nocnenoBarenbHO yka3bplBalOTCS HOMEpa TOMOB M KpaiHHE AaThl JOKYMEHTOB
Ka)KJI0ro ToMa.

ITpumep —

«T1 - 11.01.2021-30.06.2021, T.2. — 01.07.2021-30.12.2021».

ONEeKTpOHHbIE Jlejla Ha TOMa HE pas3feistoTcs. Bce 3IeKTpOHHbIE JOKYMEHTHI,
HE3aBUCHMO OT UX 00beMa, BKIIOYAIOTCS B OJJHO AJIEKTPOHHOE JIEJI0.

B rpage 4 yka3piBaeTCsl CPOK XpaHEHHUs JieJa, HOMEpa cTaTed [0 TUIIOBOMY WU
BEJOMCTBEHHOMY TI€pPEYHIO, (elepaJbHOMy 3aKOHY WJIM WHOMY HOPMAaTHBHOMY IIPaBOBOMY
aKTy, a IPU UX OTCYTCTBUU — 110 TUIIOBOM MJIM IPUMEPHON HOMEHKJIaType Aell.

B rpajge 5 «llpumeuanue» yka3plBalOTCSl CIELUAJIbHBIE CPOKHM  XpaHEHMS,
IIPOCTABIISIOTCSI OTMETKH O 3aBEJCHUU JeJ (B TOM YHUCIIEe B JIEKTPOHHOM BHJE), O BBIIEICHUU
JeJl K YHUYTOXKEHHUIO MO0 MCTEYEHHHM CPOKOB MX XPAaHEHHUS, O MECTE XPAaHEHUS IMOJJUHHUKOB
JOKYMEHTOB, O MepeAaye jaeid B JAPYryl0 OpraHu3alMio Jjs NpoJoJbKeHus u Ap. B rpade
JIeNIaloTCsd OTMETKHM O MEepexXoslIuX JAeslaX ¢ yKa3aHHEeM CTaporo MHJEeKca Jeja B ClIydae ero
N3MEHEHUS.

[Ipumep —

«Ilepexomsmee ¢ 2016 r. B 2016 - 2019 rr. — 1. 2-2-11».

[To nenam, KOTOpbIe MO KaKUM-THOO MPUYMHAM B TE€YEHHE T'Ojla HE 3aBOAMIINCH, B rpade
«IIpumevanne» HOMEHKIATYphl J€N AenaeTcs 3anuch — «Jleno He 3aBoaunoch». Ilpu stom B
rpade 3 mIpoCTaBiIsIeTCs] MPOUYEPK.

[Io oxoH4YaHMM TroOJja B KOHIIE HOMEHKJIATYpbl J€J JeJaeTcs HWTOroBas 3allluch O
KOJIMYECTBE 3aBEJICHHBIX JIeT (TOMOB).

9. ®opmupoBaHue u opopmJieHHE Jel.

dopmMupoBaHuUe JeJl.

®opmupoBaHue el - 3TO TPYNNHUPOBKA HCHOJHEHHBIX JOKYMEHTOB B Jeja B
COOTBETCTBUM C HOMEHKJIATYpOH JA€Il.

Bo Bpems popmupoBaHus J1en cieayeT NpUAepKUBaThC TaKUX OOIIUX MTPABUIT:

- IIOMEINATh B JIeNa TOJIBKO MCIIOJHEHHBIE TOKYMEHTBI B COOTBETCTBUU C 3aroJIOBKaMU
JIeJ1 B HOMEHKJIATYPE;

- IpyNIUPOBATh B J€Jla JOKYMEHTBHI, BBIIOJIHCHHBIE B TECUEHUE OJHOTO KaJICHIAPHOTO
roga (01.01-31.12), 3a uckinroyeHreM NepEeXonsalnX Aell (BEAyTCsl B TEUYEHHE HECKOJIBKUX JIET),
JINYHBIX JEIT;

-[IOMEIIATh B J€JIa TOJIBKO OPUTMHAJIBI WIH, B Cllydae UX OTCYTCTBHS, 3aBEPCHHBIC B
YCTaHOBJICHHOM IOPSJKE KOIIUU JOKYMEHTOB;

29



- HE JOIyCKaTh BKJIOYEHMS B JieJla YEPHOBBIX, JTUYHBIX JOKYMEHTOB, Pa3MHOXEHHBIX
KOMHUM U JTOKYMEHTOB, MOJJIEKAIIUX BO3BpaTy; pa3/leiibHO I'PYyNIUPOBATh B Jejla JTOKYMEHTbI
MMOCTOSIHHOTO ¥ BPEMEHHOT'O XPaHEHHS;

-mo o0wveMy Jeno He Jo/KHO TmpeBbimarh 250 muctoB (30-40 MM TOJNIITUHOWN).

Pacrniono)xenue 1OKyMEHTOB BHYTPH Jied MPOU3BOJIUTCS B XPOHOJOTHYECKOM MOPSIKE,
IIpU KOTOPOM HanboJiee paHHUE TOKYMEHTHI pacIojiaraloTcsl B HayaJie Jena.

[TonoxkeHus, mpaBWiia, WHCTPYKUMW HU T. M., YTBEPKICHHBIC pPaCIOPSAUTEIbLHBIMU
JOKYMEHTaMHU, TPYIIUPYIOTCS BMECTE C YKa3aHHBIMU JOKYMEHTaMHU.

[Tpuka3pl 1O OCHOBHOW JEATENBHOCTH (OPMHUPYIOTCS OTAEIBHO OT MPHUKA30B IO
KaJIpOBbIM  BompocaM (JIMYHOMY CcOCTaBy) (Ha3HaueHUEe, TNEpPEeMEIICHUE, YBOJIbHEHUE
COTPYJIHHUKOB) U OT MIPUKA30B 00 OTIyCcKaX, KOMaHAUPOBKAX U T.1.

[TpoTokosbl 3aceqaHMii KOJJIETHAIBHBIX OPraHoB 00pa30BaTeNbHON OpraHU3aluu
TPYNOUPYIOTCS B JIeJia B XPOHOJIOTMYECKOM TMOPSIIKE U M0 HOMEpPaM B MpeeNax KaJleHIapHOIro
rojia. JIokyMeHTBI K 3aCeIaHUsIM yKa3aHHBIX OPTaHOB CUCTEMATU3UPYIOTCS 10 1aTaM U HOMepaM
MIPOTOKOJIOB, a B MpejeNaX TPYIIbl JOKYMEHTOB, KOTOPbIE KacaloTCs OJHOTO MPOTOKOJA, - MO
IIOBECTKE JIHA 3aceaHusl.

[lepenucky cnemyeT TpynmupoBaTh B Jelia 3a MEpUOJ KaleHJapHOro roja. B meno
MEePENUCKH MOMENIAIOTCS BCE JOKYMEHTBI, BOSHUKIIKME B XOJie pelmieHust Bormpoca. [lepenucka
CUCTEMAaTHU3HPYETCS B XPOHOJIOTMUYECKOI MOCIeI0BAaTeIbHOCTH; IOKYMEHT OTBET MOMEIIAeTCs 3a
JIOKYMEHTOM-3aIPOCOM.

Od¢opmitenue geJr.

Jlena oOpa3zoBaTeIbHON OpPraHU3alMK MOISKAT O(GOPMIICHUIO MIPHU UX 3aBEICHUH H IO
3aBEpILICHUH TO/A.

Odopmiienne nena — MOATOTOBKA Jieia K XpaHEHHIO BKJIIOYACT B Ce0sl KOMILIEKC padoT
0 OTMMCAHUIO Jelia Ha 00JI0KKE, MOIINBKE, HYMEPAllUU JIUCTOB U COCTABIICHUIO 3aBEPUTEILHOM
Hagmucu. OdopmiteHue e IpoBOAUTCS PAaOOTHHKAMHU OPTaHU3AIHH, B 00S3aHHOCTH KOTOPBIX
BXOJIUT 3aBeleHHe U (OPMUPOBAHUE €, MPU METOAMYECKON MOMOIIM U TMOJA KOHTPOJIEM
OTBETCTBEHHOTO 32 apXHUBOOPa30BaTEILHON OpPTaHU3AIHH.

B 3aBucuMocTy OT CPOKOB XpaHEHHUS MPOBOAUTCS MOTHOE WM YacTUYHOE O0opMIIeHUE
ned.

[TonHoMy odopmIleHHIO MOANIEKAT [Iela MOCTOSTHHOTO, BpeMeHHoro (cBbime 10 mer)
XpaHeHus (10 JTUYHOMY COCTaBY, JTUYHBIE JieNla YBOJICHHBIX paboTHUKOB). [lomHOE 0opMmieHue
Jiena mpeycMaTpUBaeT:

. MOJIIMBKY MJIM TBEP/IbIN MEperieT Jena;

. HyMEPALUIO JIUCTOB B JIEIIE;

. COCTaBJIEHHE JIMCTA-3aBEPUTEILS,;

. COCTaBJIEHHE B OCOOBIX Ciydasx (IpH OQOPMIICHUM JIMYHBIX J€Nd, Ul ydeTa
0c000 LIEHHBIX JJOKYMEHTOB) BHYTPEHHEN OMUCHU TIOKYMEHTOB JIeNa;

. BHECEHHE HEOOXOJMMBIX YTOUHEHHH B PEKBU3UTHI OOJOXKKHU Jena (YTOUYHEHUE

Ha3BaHUA OAPA3ACIICHUA, MHACKCA U 3aroJIOBKa [1€jia, AaThl JCjIa U I[p)

Jena BpemenHoro (10 10 et BKIIOYUTENBHO) XPaHEHUS MTOIEKAT YJACTUUHOMY
opopmienuto. [lomyckaercs:

° XpaHUTh JCjIa B CKOPOCIINBATEIIAX,

. HC NPOBOJAUTH NCPECUCTCMATU3ALUIO JOKYMCHTOB B JICJIC,
. JIMCTBI ACJIa HC HYMEPOBATh,

° 3aBCPUTCIIbHBIC HAATIUCH HE COCTABJIATD.

JIOKyMEHTBI, MOAJIeKAIINE TOJIHOMY O(QOPMIICHHIO, MOALIMBAIOT HA YETHIPE MPOKOJIA B
TBEPAYIO 00JIOKKY M3 KAPTOHA UJIH MEPEIUIETAIOTCS ¢ YYETOM BO3MOKHOCTH CBOOOIHOTO UTEHUS
TEKCTa BCeX JOKYMEHTOB, JaT, BU3 U pe30oitonuil Ha HuX. [Ipy moAaroToBke nen K MOALIUBKE
(mepernyieTy) MeTaJUIMYeCKUe CKperuieHus (CKOObI, CKpENKH) U3 JOKYMEHTOB ynaistorcs. Jlena
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MIOCTOSIHHOTO XPaHEHUs, COCTOSIIME W3 HEe()OPMATHBIX JOKYMEHTOB, XPaHATCA B 3aKPBITHIX
TBEP/bIX NAIIKaxX C TPEMsI KJIallaHaMU U C 3aBsA3KaMH.

[Tpu Hanuuuum B Jiene HEBOCTPEOOBAHHBIX JIMUHBIX JTOKYMEHTOB (TPYIOBBIX KHUXKEK U
Ip.) 3TU TOKYMEHTBI BKJIQJIbIBAIOTCSI B KOHBEPT, KOTOPBIH 3aTeM MOALIMBAETCA B 3TO Aeino. [lpu
HAIMYUK OOJIBIIOTO KOJIWYECTBA TAKUX JOKYMEHTOB OHM MOTYT M3bIMAThCS U3 JIed, M Ha HHUX
COCTaBJISICTCSI OTAEIbHAS OIUCH.

B koHIle KaXXAoro jena MOIIMBAIOTCS YUCTBIE OnaHku (opM Ansi 3aBepUTEIHHOU
HAJIHICH.

B memax obecriedeHUs COXPAaHHOCTH M 3aKPEIUICHUS TOPSJKAa PaCHOJIO0KECHHUs
JOKYMEHTOB, BKJIFOUEHHBIX B JI€JI0, BCE JIUCThI, KPOME 3aBEPUTEIBHOT0, HyMEPYIOTCS apabCKUMU
muppaMu B IPaBOM BEpPXHEM YTy, HE 3aJeBas TEKCTa JOKYMEHTa, MPOCTHIM TIpaduyecKuM
KapaHJalloM WIM HyMepaTopoM. YHOTpeOJIeHHe 4YepHWJ W ILBETHBIX KapaHJameh s
HyMepaluy JINCTOB 3ampeniaercs. BHyTpeHHss onuch HMEET CaMOCTOSATENbHYI0 HyMEPALIUIO.

JIucThl z1en, COCTOSIIMX U3 HECKOJIBKMX TOMOB WJIM YacTed, HyMEPYIOTCS 110 KaKIOMY
TOMY WJIN 4acTU OTJEIbHO.

@ororpaduu, YepTEKH, AMATPAMMBI M JAPYTHE WILIIOCTPATHBHBIE W CIEIU(PHUECKUE
JOKYMEHTBI, HPEACTaBISIIOIIME CaMOCTOATENbHbIN JHCT B Jiesle, HyMEpPYIOTCs Ha 0OOpOTHOU
CTOPOHE B JIEBOM BEPXHEM YTIIy.

CIo’keHHBIN JIMCT pa3BOpauYMBAETCA U HyMEpPYyETCsl B IIPaBOM BepxHeM yriry. [Ipu stom
mucT Joboro Qopmara, TMOMIIMTHIA 32 OJWUH Kpai, HyMepyeTcss Kak OJWH JIHCT; JIUCT,
CJIOKCHHBIN U IOALIMTHIN 32 CEPEANHY, IOUIEKUT NIEPEIINBKE U HyMEPYETCs KaK OJUH JIUCT.

[TonmmTele B JA€N0 KOHBEPTHl C BIOXKEHUSIMH HYMEpYIOTCS; MpPU STOM BHAydaje
HyMeEpYyeTCsl KOHBEPT, a 3aT€M OYEPEIHBIM HOMEPOM KaXJ10€ BIIO)KEHHE B KOHBEPTE.

[TogmuTeie B €510 TOKYMEHTBI ¢ COOCTBEHHOM Hymepaluei JIMCTOB (BKJItOYasl IeyaTHbIE
U3/1aHus1) MOTYT HyMEpPOBAaThCsl B OOLIEM MOPSAJKE WIH COXPaHATh COOCTBEHHYIO HyMEpaluio,
€CJIM OHAa COOTBETCTBYET MOPSAAKOBOMY PACIOIOKEHHIO JIUCTOB B JEIIE.

B cnyuasx oOHapyxeHus OOJBIIOrO uuciaa OMMOOK B HyMepaluu JIMCTOB Jeja B
JIEJIONPOU3BOJICTBE MPOBOAUTCA UX mNepeHymepauus. llpu nepeHymepanuu JMCTOB CTapble
HOMEpA 3a4EpPKHUBAIOTCA OJHOM HAKIOHHOW YEpPTOM M PAJIOM CTAaBUTCS HOBBIM HOMEp JIMCTA; B
KOHIIE JieJa COCTaBJISIETCS HOBas 3aBEpPUTENIbHAs HAAIUCh, IIPU ITOM CTapas 3aBEpPUTEIbHAs
HAJMKICh 3a4€PKUBAETCS, HO COXpaHsETCs B JIENe.

Jns ydera KonuyecTBa JIUCTOB B Jeie U (DUKcalluM OCOOEHHOCTEH MX HyMepaluu
COCTaBJISIETCS] 3aBEpUTENIbHAs HAANKCh Jieia. OHa COCTaBIsAETCS B JieJie Ha OTAEIbHOM JIUCTE —
3aBepHTerie Jea. 3aBepuTeNbHas HaJHUCh COCTABISAETCS M0 YCTAHOBIEHHOH (opMe.

Bce nocnenyronue M3MEHEHHsS B COCTaBE€ M COCTOSHUHU Jeia (TOBpEXIEHHUs, 3aMeHa
MOJJIMHHBIX JOKYMEHTOB KONMSIMH, IPUCOENUHEHNE HOBBIX JOKYMEHTOB U T. JI.) OTMEYAIOTCA B
3aBEPUTEIIBHON HAJIIUCH CO CCBUIKOM Ha COOTBETCTBYIOIIMM aKT.

OO0noXxKka Iien TOCTOSIHHOTO, BpeMeHHOTo (cBbimie 10 neT) XpaHeHUs W 1O JUIHOMY
cocTaBy oopMIIsIeTCs 110 YCTaHOBJIEHHOM (opme.

Ha o06noxke 1en MOCTOSHHOTO XpaHEHHs BBEPXY IMPEeAycMaTpUBAETCS MECTO IS
HAaUMEHOBAHMSI TOCYJAapCTBEHHOTO apXuBa, B KOTOpPBIM OHM OyOyT IepenaHbl, a TakKkKe
apXMBHOTO MK(Pa B IPAaBOM BEPXHEM U JIEBOM HIDKHEM YTJIaX.

[Tpu odopmnenun o0noxkKK fen HauMeHoBaHHWe [lIkonbl yka3piBaeTcs MONHOCTBIO IO
yCTaBy, B UMEHUTEIILHOM MaJieXke, COKpallleHHOE Ha3BaHHe — B CKOOKaX.

OO0s13aTeNbHBIMU PEKBU3UTAMH OOJIOKKH JIeNa SBJSETCS YKa3aHHe KOJIMYECTBa JIMCTOB B
Jieie, KOTOpO€E MPOCTaBJISETCS] HA OCHOBAHUM 3aBEPUTENILHON HAJIMCH €A, U CPOKA XPAHEHHUS
nena (Ha Jenax TOCTOSHHOTO XpPaHEHUs MUIIETCA: «XPaHUTh IOCTOSHHO»), KOTOPBIN
MIEPEHOCUTCST Ha OOJIOKKY Jesla U3 HOMEHKJIATYPhI IOCIE CBEPKH €ro Mo CpoKaM XpaHEHHs B
IIEpPEYHE.

Jlng ydyera JOKYMEHTOB OIPEAEICHHBIX KAaTErOpUM €N MOCTOSHHOTO M BPEMEHHOIO
(cBeime 10 7eT) XpaHEHHUs, YYET KOTOPBIX BBI3BIBACTCSA CHEIU(UKON MAHHOW JTOKYMEHTAIMH
(;mmuHBIe Aena, 0co00 LEHHBIE), COCTABIIACTCS BHYTPEHHSS ONUCH JOKYMEHTOB JIela.

BHyTpeHHIOI0 omMch HEOOXOAMMO TaKXKe COCTaBIATh B JelaX IOCTOSIHHOTO U
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BpeMmeHHoro (cBbime 10 neT) XpaHeHUs, COPMHUPOBAHHBIX MO PA3HOBUAHOCTAM JIOKYMEHTOB,
3aroJIOBKA KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEP’)KaHNE JOKYMEHTOB.

BHyTpeHHSIsT ONMUCh COCTaBISIETCS HA OTIEIBHOM JIUCTE IO YCTaHOBJICHHOW Qopme,
KOTOpasi COJEPKHUT CBEACHUS O MOPSJIKOBBIX HOMEpax JOKYMEHTOB Jejla, UX MHJAEKcax, Aarax,
3aroJIOBKax U HOMEpax JIUCTOB JI€J1a, HA KOTOPBIX PACIIONO0KEH KaKbli JOKYMEHT.

K BHyTpeHHell omucu nena COCTaBISAETCS MTOroBas 3alluCh, B KOTOPOM YKa3bIBaeTCs
muppaMd U MPONKHCHIO KOJMYECTBO BKJIIOUEHHBIX B HEE JOKYMEHTOB U KOJIHMYECTBO JIMCTOB
BHYTPEHHEMN OIUCH.

BHyTpeHHsIs onKCh TOANNUCHIBAETCS €€ COCTABUTENEM C YKa3aHUEM JIOJDKHOCTH, MOJINCH,
pacmu(poBKY MOAMHUCH U HyMEPYETCs B JIeJie OTACIBHO.

10. XpaHeHHe M YHMYTOKEeHHE JOKYMEHTOB.

JlokyMeHTHI (fena) ¢ MOMEHTa CO3AaHus (ToyydeHus) Wik (HOpMUPOBAHHS XPaHATCS B
OpTraHU3aIH JI0 Nepeadn apXUBHOMY YUPEKICHUIO.

PykoBoautens oOpa3zoBaTesibHON OpraHU3alMy U CHENUAIbHO HAa3HAYEHHOE JIMIO (JIMLA)
00s13aHBI 00ECTICYNTh XPAaHEHUE JIOKYyMEHTOB U JICI.

Jlena 10JIKHBI XPAHUTHCS B BEPTUKAIBHOM IOJIOKEHUH B IIKadax, KOTOPbIE 3aKPbIBAIOTCS.
Ha xopemrkax 0070kKeK J1e) yKa3bIBalOTCsl HOMEpa Aedl.

Bbinaua nen Bo BpeMeHHOE MOJIb30BaHHE pabOTHHKAM 00pa3oBaTEIbHON OpraHu3aluu
OCYIIIECTBIISIETCSI C YCTHOTO pPa3pelIeHMs] €ro PYKOBOIMUTENS, a JIPYTHMM YUPEKICHHUSIM - C €ro
IUCBbMEHHOr0 pa3pemieHus. Ha BblAaHHOE AENIO COCTaBJIAETCS KapTodyka - 3aMEHUTeNb. B
KAapTOUYKE YKa3bIBalOTCS HOMEp Jieja, 3arojOBOK Jela, JaTa €ro Bblauu, JIUIO, KOTOPOMY JEJI0
BBIJIAHO, J1aTa €ro BO3BpaTa, MOAMNUCH JIUL, KOTOPbIE BBIAAIM U IPUHSIIN JEIO.

[IpenocraBienue Aen BO BpEMEHHOE 10JIb30BaHUE OCYIIECTBISETCS HE Oojiee yeM Ha OJIMH
MecsL.

N3bsiTHE TOKYMEHTOB U3 JIeNla MOCTOSTHHOTO XPaHEHUs 3ampeniaercs. B HCKIIoYNTebHBIX
Cllyyasix HU3bSTHE JOKYMEHTOB JONYCKAaeTCs C pa3pelleHus pPyKOBOAMTENS 00pa3oBaTEbHOM
OpraHM3aluy ¢ 003aTeIbHBIM OCTABJIIEHUEM B JI€JI€ 3aBEPEHHBIX JTOJKHBIM 00pa30M KOMHM.

[Tocne okOHYaHHs CpOKa XpaHEHHMsS JOKYMEHTOB, KOTOpbIE HE MOAJIEXaT Ieperade
apXHWBHBIM YUPEKICHUSIM, JOKYMEHTHI CIIHCHIBAIOTCS KOMHCCHEH 00pa30BaTEIbHON OpTraHU3aIiH
[0 TPOBEJEHUIO D3KCIEPTU3bl IIEHHOCTH JOKYMEHTOB, KOTOPYH0 Ha3HAuyaeT pPYyKOBOJHUTENb
oOpa3oBaTenpHOM oOpraHm3zauuud. Ha croucaHHyl0 JOKYMEHTAllMI0 JKCIEPTHAasT KOMMCCHUS
COCTAaBIISIET COOTBETCTBYIOLIHUH aKT.

CriucanHast JOKyMEHTAIHUS YHUYTOKAETCSI.



