YTBEPXJIEHO

npukazoM 110 MBOY r. Kepun
PK «IlIxoma Ne 2»

ot 08.11.2024 Ne 760

[IOJIO’KEHME I10 BEAEHUIO AEJIOBOM TIOKYMEHTALIUU
B Mynuuunanbnom 610ukeTHOM 0611e00pa3oBaTeILHOM YUPeKICHHH
ropoaa Kepun Pecniy6anku Kpsiv «HIxosma Ne 2»

1. O0mmue mosioskeHust

1. ITlonoxenue mo BeJEHMIO JETOBOW AOKYMEHTAIMM B MYHHIHMIATBHOM GHOKETHOM
obuieoGpasosarensHoM yupexennn ropoaa Kepun PecryGukn Kpeiv «Illkona Ne 2» (nanee
— [lonoskenue) paspaboTaHo B COOTBETCTBUH CO CIIE/LYIONIMMH HOPMAaTHBHBIMH JIOKYMEHTaMH:

- ®ezepaiibHbIM 3aK0HOM 0T 29.12.2012 Ne 273-®3 «O6 o6pasoBanun B
Poccuiickoit ®eneparuny;

- ®OenepasbHbIM 3aK0HOM 0T 27.07.2006 Ne152-®3 «O nepcoHanbHBIX JaHHBIXY;

- axonom Pecry6maku Kpeiv ot 06.07.2015 Ne 131-3PK/2015 «O6 o6pasoanuu
B PecriyOmuke Kpbivy;

- nprukasoM (DefepalbHOro areHTCTBAa 10 TEXHHYECKOMY PEryJMPOBAHMIO H
MeTposiorni  MHHHCTEPCTBA MPOMBIILIEHHOCTH M TOproBud Poccmiickoit ®enepamun ot
08.12.2016 Ne2004-ct «O6 yTBEp:KIeHHH HALHOHATBHOTO cTanaapra Poccniickoit Oexepawmumy;

- npukazoM (DenepaibHOro areHTCTBA MO TEXHHYECKOMY pEryJIHpOBAHHIO H
MeTpoJiorid  MHHHCTEpCTBA MPOMBIIUICHHOCTH M TOproBmn Poccuiickoit ®enepanun ot
14.05.2018 Ne 244-ct «O6 yTBepiIeHHH H3MEHEHHS K HAMOHATBHOMY CTAHJApTy Poccuiickoit
Denepannny;

- npukazoM denepansroro apxuHoro arexrctsa ot 20.12.2019 r. Ne236 «06
YTBEp:KACHUH [Iepeuns THIOBBIX yNpaBJeHYECKHX ApXUBHBIX AOKYMEHTOB, 00pa3yIOIMXCS B
[ponecce NeATeNbHOCTH TOCY/AaPCTBEHHBIX OPraHoB, OPFaHOB MECTHOTO CAMOYIpPAaBICHHS M
OpraHu3alui, ¢ yKa3aHHeM CPOKOB HX XpaHEHHSN,

- - npukasom MunncrepcrBa mnpocsemenus CCCP ot 30.12.1980 Nel76 «O
BBC/ICHHH B jeiictBHe [lepedns 10KyMEeHTOB co cpokaMH XpaHeHHs MuHHCTepcTBa
npocsemernst CCCP, opranos, yupexieHuit, OpraHu3aliili CHCTEMBI IIPOCBEICHHS.
Pexomenaimy ycranapmsaior ofmue TpeGOBaHMS K BEJICHHIO JENOBOH JOKYMEHTALMH B
obpasoBarebHBIX opranusaimsx Pecy6imuku Kpoiv.

[lpuvenenne Ilonokenns NOMKHO CHOCOGCTBOBATH (JOPMHPOBAHMIO ODHIHATEHO-
JICTIOBOTO CTHJIS JIOKYMEHTOB, COKDAllEHHIO 3aTpaT TpyJa U CPEACTB B MPOLECCE CO3JAAHHS
JIOKYMEHTOB.

[Tonoskenue pacnpocTpaHsIOTCS Ha OPraHU3alKio PaGOTHI ¢ JOKyMEHTAMH HE3aBHCHMOOT
BHJIa HOCHTEJISA, B TOM YHCJIC DJIEKTPOHHBIMH JI0KyMEHTAMH, BKJIIOYas MOJATOTOBKY, 06paboTKy,
XPaHEHHE U HCIIOJIb30BAHHE JIOKYMEHTOB, OCYIIECTBIISEMBIX C IPUMEHEHHEM HH(POPMAIIMOHHBIX
TEXHOJIOTHH.

OcobGennoctu pa6o¥£i C ZIOKYMEHTaMH, COJIepXKaluMH KOHQUICHIHANBHYIO HHPOPMALHIO
(cmyxeOHYI0 M MHYIO TaifHy, NEpCOHAIbHBIE JAHHBIE), PEryJIUPYIOTCS CIENHATbHBIMH
HOPMATHBHBIMH ~ aKTaMH (MHCTPYKIMSAMH, TOJNOKEHUSMH, TpaBHIAMH), YTBEP/KIAEMBIMHU
pyKoBoJMTENIEM 00pa30BaTEIbHON OpraHu3aliH.

OTBETCTBEHHOCTH 3a OPraHM3ALHIO i COCTOSIHHE JIEIONPOU3BOICTBA B 06pa3oBaTebHOl
OpraHM3allii HECeT PyKOBOJUTE/b, KOTOPBIIL:

- Ha paspabaThIBaeT U yTBEpKAaeT VHCTPYKIHIO 110 AeN0NPOU3BOACTBY H HOMEHKIIATYPY
aen o0pa3oBaTebHOM QpraHu3alm;

- KOHTpoJHpyeT eobimoaeHne TpeboBaHui yTBePKIEHHOM B 00pa3oBaTeIbHOM
opranu3aiiu [107105KeHus TIO BEIEHUIO €I0BOM JIOKYMEHTAIUH;



- IPOBOJUT ITPOBEPKY COCTOSHUSA AEIONPOU3BOICTBA;

- o0ecreunBaeT METOAMUYECKOE PYKOBOJCTBO, MHCTPYKTaXX M KOHTPOJIb 33 COOJIOJCHUEM
YCTaHOBJIEHHOT'O TIOPsIIKa PabOThI € TOKyMEHTaMH;

- HHUIIMHPYET MOBBILIEHNE KBaJIM(UKAUK paOOTHUKOB 110 BOIPOCAM JI€IOIPOU3BOJICTBA;

- YAOCTOBEPSAET MOAIHUCHIO U NI€YATHIO TOKYMEHTBHI.

HenocpeacTBeHHO BeaeT AEIONPOU3BOACTBO B 00pPa30BaTEIbHOW OpraHM3alluu CEeKpeTapb
n (WIM) OTBETCTBEHHBIM 3a BEIEHUE JEIONPOM3BOACTBA (Jajleeé — CEKpeTapb), KOTOPBIN
Ha3Hay4aeTcsl IPUKa30M PyKOBOJIUTENS 00pa3oBaTeIbHOM OpraHU3altu.

Cekperapb B COOTBETCTBUH C BO3JIOKEHHBIMH Ha HETO 3a/1a4aMHu:

- OCYLIECTBJISIET PETUCTPALIUIO U YUET JOKYMEHTOB;

- OpraHu3yeT JOKyMEHT0000pOT, GOPMHUPOBAHUE JIEJI, X XPAHCHUE;

- OCYILECTBIISIET TEKYIUI KOHTPOJIb 38 CBOEBPEMEHHBIM PACCMOTPEHUEM U IIPOXOXKICHUEM
JOKYMEHTOB 00pa30BaTeIbHOM OpraHu3aiumy;

- ofecrneynBaeT COOJIOACHUE €IUHBIX TpPeOOBaHUII 10 NOJArOTOBKE JIOKYMEHTOB U
OpraHu3anuy padboThl ¢ HUIMH B YCIOBHUSAX 3JIEKTPOHHOIO JOKYMEHTOO00POTa;

- 00001aeT nHGOpMAIHIO 00 00beMaxX JOKYMEHTO000POTa;

- opraHuszyer (GOpPMHpPOBaHHWE W XpaHEHUE JIOKYMEHTAIMOHHOTO (OHIa U  €ro
HCII0JIb30BAHNUE.

OO0pazoBatenbHasi OpraHu3aliys BIPaBe MPUMEHSTh B CBOEH JI€ATEIbHOCTH IEKTPOHHBIN
JOKYMEHTOOOOPOT, KOTOPBIM IperycMaTpuBaeT CO3AaHUE, MOJINUCAHUE, HCIOJIb30BAHUE U
XpaHEHUE JOKYMEHTOB, CBSI3aHHBIX C JESITEIbHOCTbIO O00pa30BaTEIbHOM OpraHu3alud, B
JIEKTPOHHOM Buje Oe3 nyOnupoBaHus Ha OymakHOM HocuTtene. PemieHue o BBeJeHMU
AJIEKTPOHHOTO  JTOKYMEHTOOOOpOTa W  MOPSAIAOK €ro  OCYIIECTBICHHS  YTBEPKIAAIOTCS
00pa3oBaTeNbHON OpraHU3allel 10 COrNIACOBAHUIO C €€ YUPEAUTEIIEM.

Best menoBasi MOKyMEHTAalMst XpaHHUTCS B CIEIHATBLHO OOOPYJOBAaHHBIX IMOMEHICHUSX,
mkagax wuiam ceipax c¢ coOmroneHuem TpeboBanuil PenepanbHOro 3akoHa Poccuiickoit
@eneparn ot 27.07.2006 Ne 152-@3 «O nepcoHaNbHBIX TaHHBIXY.

PaboTath ¢ JTOKyMEHTaMu BHE CIIy>KEOHBIX TTOMEIIEHUH 3anpenaercs.

2. JlokyMeHTbI 00pa30BaTe/IbHOM OpraHu3aluu.

PykoBogurens 00pa3oBaTesNIbHOM OpraHM3allMd MM JIMIO, WCIOJHSIOIIEE €ro
00s13aHHOCTH, W3AA€T IMpHUKa3bl, HHCTPYKUUH, IpaBuia, IOJOKEHUs, 00s3aTeNbHbIE s
UCTIOJTHEHUS BCEMU paOOTHUKAMH.

Xon o0OCyXAeHUs BONPOCOB Ha 3aCeAaHUAX KOJUIETHAJIbHBIX OPraHoB, COBETOB,
coOpaHMsIX, COBELIAHUSAX U PEUICHMs], IPUHUMAEMbIE Ha HUX, (PUKCUPYIOTCS B IPOTOKOJIAX.

JI1st OCyIIEeCTBIIEHHS ONEPAaTUBHBIX CBSI3€M C APYTMMH OpPraHU3aLMsIMHU M I'PakJIaHAMH
UCHOJIB3YIOTCS Takhe (POPMBI, KaK MHUCbMa, (haKChl, TEJIETPAMMBI, TEIEPOHOTPAMMBI.

Jlyig ocyiiecTBiIeHUs IpUeMa, YBOJIbHEHUS, IEpeMEIIeHHs] paOOTHUKOB, NMPEIOCTaBICHUS
UM OTIYCKOB O(OPMIISIOTCS TPYAOBBIE JOrOBOPHI, IPUKa3bl MO JUYHOMY COCTaBY, 3asBIICHUS,
TPYIOBBIE KHUKKH, INYHBIE KAPTOUKH U JIP.

YueOHO-nenarornyeckasi J0KyMeHTanus.
VYyebnas JOKYMECHTAllUA — OTO KOJMYCCTBCHHAA MW Ka4YC€CTBCHHAsA XapaKTCPUCTHUKHU
COCTOSIHUS y4eOHOM, METOANYECKON U BOCTIUTATENbHON paboThl 00pa30BaTeNbHOM OpraHu3alyi.

[lemarormueckue pabOTHUKH TPH pealM3allid  OCHOBHBIX 00IIe00pa3oBaTeIbHBIX
IpOrpaMM OCYIIECTBISIOT IMOJATOTOBKY CIENyrollel NOKyMeHTauuu (mpuka3 MuHUCTEpCTBa
npocBemeHust Poccuiickoit @enepanmu ot 21.07.2022 Ne 582 «OO6 yTBepKICHHUU TEpEUHS
JTOKYMEHTAIUH, MOJArOTOBKAa KOTOPOH OCYIIECTBISIETCS MEJarorn4ecKUMU PaOOTHUKAMH IPH
peanu3anuu OCHOBHBIX 0011e00pa30BaTeIbHBIX MPOTPAMM):

- paboyas mporpamma y4eOHOTO MpeaMeTa, yueOHoro Kypca (B TOM YHCIIE BHEYPOUHOM
NEeSATEIBHOCTH ), Y4eOHOTO MOTYJIS,

- )KypHaJ y4eTa yCIeBaeMOCTH;

- OKypHal  BHEYPOYHOH  JEATENBHOCTH (I  TEAarori4eckux  pabOTHHKOB,



OCYIIECTBISIONIMX BHEYPOUHYIO IESTEITHHOCTD);

- TUTaH BOCTIUTATEIBHON Pa0OTHI (A1l TEIarormyeckiux pabOTHUKOB, OCYIIECTBIISFOIINX
(YHKIMH KJIACCHOTO PYKOBOJIUTEINS);

- XapaKTEepPUCTHKA Ha o0ydarorierocs (I1o 3ampocy).

[IIkoybHBIE JOKYMEHTBI JOJDKHBI O(OPMIIATHCS CBOEBPEMEHHO, YETKO, pa3doopuuBo, 6e3
MOTYMCTOK, TOMAPOK, BHI3BIBAIOIINX COMHEHHE B IIPABUIIBHOCTH BHECEHHBIX JaHHBIX.

3anucu B TOKyMEHTAX JOJKHBI IIPOU3BOJIUTHCS MIAPUKOBOW PYyUKON YEPHOTO IIBETA.

Ommbka, momyIIeHHass B TEKCTE WIM HU(PPOBBIX MTAHHBIX JOKYMEHTA, HCIPABISICTCS
CIICAYIONIMM 00pa3oM: OIMOOYHBIE CIIOBA WM HMUMPHI 3a4EPKUBAIOTCS TaK, YTOOBI MOYKHO OBLIO
MIPOYECTh 3aUEPKHYTOE, & CBEPXY, JIUOO PAIOM, MO0 HA MOJSIX MULIYTCS YTOYHEHHBIC JTaHHBIC.
Bce BHeEceHHBIE WCHPaBICHHS JOJDKHBI OBITh OTOBOPEHBI W 3aBEPCHBI TOANMCSMH JIHUII,
oopMUBIIMX JOKYMEHT. 3a JIOCTOBEPHOCTh CBEACHHUH, COAEPXKAIIMXCS B JOKYMEHTaXx,
Ha/IexKamee ux o(opMieHHEe HECyT OTBETCTBEHHOCTh JIOJDKHOCTHBIE JIUIIA, IOJITHCABIINE
JOKYMEHT.

B cocTtaB 1oKyMeHTOB 00pa30BaTEIbHOM OpraHU3aIMH BXO/IAT:

- OpraHU3aIMOHHBIC JJOKYMEHTHI;

-yCTaB OpraHU3alINH;

- IOTOBOP C yUPEIUTEIIEM;

- TIOJIOXKEHUS O MOJIpa3/ieCHUsX (TIPU HATMYHH);

- IPaBOYCTaHABJIMBAIOIINE JJOKYMEHTBI;

- IOJDKHOCTHBIE HHCTPYKIIUU COTPYIHUKOB,;

- KOJUICKTUBHBIN JIOTOBOP;

- ITaTHOE paclHCaHue;

- MpaBHJIa BHYTPEHHETO TPYAOBOTO PACHIOPSIKA U JIp.

PacrniopsinuTenbHbIe TOKYMEHTBI:

- IPUKA3HI;

- pactopsHKEHHUS;

- WHCTPYKIIMH U JIp.

NudopmannoHHo-cripaBOYHbIE TIOKYMEHTHI:

- IPOTOKOJIHI;

- TUIaHBI,

- OTYETHI,

- CTIPaBKH U Jp.

Bce kHHMru u KypHambl, KOTOpbIe BEAyTCS B 0Opa3oOBaTENbHBIX OpraHU3alUAX Ha
OyMaXHBIX HOCHUTEISIX, IOCTPAHUYHO IPOHYMEPOBBIBAIOTCS, IPOIIHYPOBBIBAIOTCS U
MOMAMUCKHIBAIOTCS ~ pyKoBojauTeneM.  [logmuce  pyKOBOIUTENS ~ 3aBepseTcs  MedYaThio
o0pa30BaTeNbHON OpraHu3aluy.

3. IIpaBuna opopMiaeHHsT TOKYMEHTOB

OcHoBHBIE TpeOOBaHUS 110 0()OPMJICHUIO IOKYMEHTOB.

JIOKyMEHTBI MOTYT CO3/1aBaThCsi Ha OyMa)KHOM HOCHTENE U B AJIEKTPOHHOW (opme ¢
COOJTIOZICHHEM YCTaHOBJICHHBIX MPaBUI OPOPMIICHHUS TOKYMEHTOB.

[Ipn co3manum JOKyMeHTa Ha JBYX M 0Oojiee CTpaHMIIAX BTOPYIO U IOCIEIYIOIIHNE
CTpPaHUIbl HYMEPYIOT.

JomyckaeTcsi co3aHue TOKYMEHTOB Ha JIMIIEBOM M OOOpOTHOM cTOpoHax jucta. [lpm
JIBYCTOPOHHEM CO3J]aHUU JOKYMEHTOB IIMPWHA JIEBOTO MOJs Ha JHUIEBOM CTOPOHE JIUCTAa U
MPaBOTO TOJISI HA 00OPOTHON CTOPOHE JINCTA JIOJDKHBI OBITH PaBHBI.

[TpenmodTUTENBPHBIMU TAPHUTYPAMH U pa3MepaMu MPU(TOB ISl peKBU3UTOB JOKYMEHTA
saBistrorest Ne 12,13,14.

[Ipu cocTaBieHun TaOIUI] AOMYCKACTCS HCIIOIB30BAHKUE MIPU(PTOB MEHBIIIUX PA3MEPOB.

AG3a1HbIi OTCTYN TEKCTa TOKyMeHTa - 1,25 cm.

3aromoBKH pa3feNioB M TMOAPA3JCIOB TIEYaTaloTCs C a03alHbIM OTCTYIIOM HIIK
LEHTPUPYIOTCS O MIMPUHE TEKCTA.

MHOrocTpouHble PEKBU3UTHI I[€YATAIOTCS Yepe3 OJIMH MEXCTPOUHBIM HHTEpBall,
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COCTaBHbIE YaCTH PEKBU3UTOB OTAEISAIOTCS JOMOJTHUTEIHBIM HHTEPBAIOM.

TekcT nokymenTa nevaraercs yepes 1-1,5 MEKCTpOUHBIX HHTEpBAJIA.

HHuTtepBan mexay OykBaMu B CJIOBaX - OOBIYHBIM.

WuTepBan Mexay cIoBamMH - OAUH Mpooer.

TekcT MOKyMeHTa BBIpABHHBAETCS MO IIMPHUHE JMCTa (IO TpaHUIAM JIEBOIO M IIPABOTO
MOJICH TOKYMEHTA).

MoskeT ObITh PETYCMOTPEHO BBIJCICHNE PEKBU3UTOB «apecaTy, «3arojIoBOK K TEKCTY»
WIH TIOATNCHY, @ TAKXKE OTICIBHBIX ()ParMEHTOB TEKCTA MOY>KUPHBIM IIPU(TOM.

TekcT MOKyMEeHTa JOHKEH ObITh M3JI0KEH KpPaTKO, IPaMOTHO, MOHSATHO U OOBEKTHBHO,
0e3 MOBTOPEHHI U YIOTpeOJIeHUs CJIOB U 000POTOB, KOTOPHIE HE HECYT CMBICJIOBON HAarpy3KH, U
JOJDKEH KacaTbCcs TOTO BOIPOCA, KOTOPBIA c(HOpMYITUpOBaH B 3arojoBKe K TeKCTy. Tekcr
JNOKyMeHTa Oo(OopMIIsieTCss B BUJE CIUIOLUIHOTO CBA3HOIO TEKCTa WM TaONWIbI, WIH IyTeM
codeTaHus 3Tux Ghopm.

TeKCThI CHOXKHBIX M OONBIINX 110 00BEMY TOKYMEHTOB (JIOKJIa/bl, OTYETHI U T.JI.) JENSITCS
Ha pasJelibl, MOAPa3Aeibl, TyHKThI, TOAMYHKTHL. [IyHKTHI ¥ MOAIYHKTH B TEKCTE HYMEPYIOTCS
apabckuMu nudpamMu ¢ TOYKOM.

[Tpumep -

1.

1.1.

2.

2.1.

JIOKYMEHTBI, KaK MpaBuio, opopMIISIOTCS Ha OJaHKax oOpa3oBaTeIbHOM OpraHU3allNH,
UMEIOT YCTAHOBJICHHBIH KOMIUIEKC OO0S3aTENbHBIX PEKBU3UTOB M CTAOMJIBHBIN IMOPSAIOK HX
PacIoIOKEHHSL.

brnanku KakIoro BHJA HW3TOTABIMBAIOTCA HA OCHOBE YIJIOBOTO WM MPOJOIBHOTO
pa3MelleHHs] peKBU3UTOB.

PexkBM3UTHI 3arojoBKa pa3MelaroTcsl LHEHTPUPYEMbIM (Hadalao M KOHeIl KaKAOH CTpPOKH
PEKBU3HTA PABHO YIAJICHBI OT TPAHMII 30HBI PACTIONOXKEHHS PEKBU3UTOB) WIIM YTIIOBBIM (KaXKast
CTpOKa PEeKBU3UTA HAUMHAETCS OT JIEBOM IPaHUIIbI 30HBI PACIIOI0KEHUS PEKBU3UTOB) CIOCOOOM.

JInist M3roTOBIICHHS OJIAHKOB MCIOJB3YIOTCS JUCTHI Oymaru ¢popmata A4 (210 x 297 mm) u
A5 (210 x 148 MunnumMeTpoB).

Kaxxapiit muct nokymeHTa, opOpMIICHHBIN Kak Ha OjlaHKe, Tak U 0e3 Hero, JOHKEH UMETh
I0JIS1 HE MEHEee, MM:

nesoe - 20;

mpasoe - 10;

BepxHee- 20;

HmxHee - 20.

JIOKyMeHTHI [N TeNbHBIX (CBBIIIE 10 J1eT) CpOKOB XpaHEHUs TOJDKHBI HIMETH JIEBOE TOJIE HEe
MeHee 30 Mm.

Od¢opmiieHHe peKBU3UTOB 10KYMEHTOB.

ABTOp 10KYMEHTOB.

HaumenoBanue o0pazoBaTenbHON OpraHU3allMK YKa3bIBa€TCSd B TOYHOM COOTBETCTBUU C
ycTaBoM 00pa3oBarenbHON opraHu3anuu. COKpalleHHOE HauMEHOBaHME IIOMEIIAeTCsl MOJ
MOJTHBIM HAUMEHOBAHUEM B CKOOKaX.

HaumeHoBaHMe CTPYKTYpHOrO MOApa3/eieHHs — aBTOpa JOKYMEHTa HCIOJIb3yeTcsl B
OnmaHkax nuceM M OJaHKaX KOHKPETHBIX BUAOB JOKYMEHTOB M YKa3bIBaeTCs IO IOJHBIM H
COKpalIeHHbIM HAMEHOBAaHUSAMHU 00pa30BaTeIbHON OpraHU3aIiu.

HaumeHnoBanue AOJDKHOCTH JIMIIda — aBTOpa JOKYMCHTa MHCIIOJIb3YCTCA B OJaHKax
AOJDKHOCTHBIX JIMIT U pacniojiaracrcs noJJ HaunMCHOBAaHUCM OGpﬁSOBElTCJILHOﬁ OopraHu3anuvu.

HanmMeHoBaHMEe TODKHOCTH JIMIIA — aBTOpA JOKYMEHTA YKa3bIBaeTCs B COOTBETCTBUM C
HalMEHOBAHHUEM, ITPUBEICHHBIM B PACHIOPSAUTEIIEHOM JOKYMEHTE O Ha3HAUYEHUH Ha JOJKHOCTb.

CnpaBouHble JaHHbIe 00 00pa30BaTeIbHOI OPraHU3aALM.
CrnpaBouHble JaHHbIE 00 OpraHM3alMK YKa3bIBaIOTCS B OJlaHKaX MHCEM M BKJIIOYAIOT:
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aapec, Homep TenedoHa, (akc, aapec AIEKTPOHHOW IMOYTHI, CeTeBOM aapec, a takxke OKIIO,
OI'PH, MHH wu KIIIT opranu3zanuu.

HanmenoBaHue BHIa TOKYMEHTA.

HanmeHnoBanne BHIa JOKYMEHTa, COCTaBICHHOTO OpraHu3alueil, JOKHO OBbITh
OTIpPEJICICHO YCTaBOM (TIOJIOKEHHEM) M JIOJDKHO COOTBETCTBOBATh HAaWMEHOBAHUSM BHUIOB
IOKyMeHTOB, npeaycmorpenHsiM OKVY/I: akrt, cnpaBka, 3ammcka, CBOJKA, OT3BIB, IPOTOKOJI,
CIHMCOK, W3BeIleHHEe U JAp. PacnopsauTenbHble AOKYMEHTHl OpraHHM3alid HU3JAar0TCsi CO
CIIeTYIOIMMHU Ha3BaHUSMH: IPUKA3, pacIopsLKEHHE.

HanmenoBanue BUa 1 pa3HOBUIHOCTH JIOKYMEHTA HE YKa3bIBACTCS B MUChMaX.

HaumeHnoBanue BWAa [OKyMEHTa II€YaTaeTCs NPONMUCHBIMU OyKBaMH MOJIYXHPHBIM
mpupTOM.

Jara nokymenra.

JlaTa 1OKyMEHTa COOTBETCTBYET JlaTe MOANMMUCAHUS (YTBEPKICHUS) TOKYMEHTA WU J1aTe
COOBITHS, 3a)IKCUPOBAHHOTO B JIOKYMEHTE:
apabckumu nudpamu, pasaencHHbiME Toukoi: 05.06.2021; cioBecHO-1MppoBEIM criocobom: 5
utonst 2021 r.

B TekcTax MOKYMEHTOB, COJEpKalllMX CCHUIKM HA HOPMATHUBHBIE TPABOBBIC AKTHI, H
JOKYMEHTOB, COJAEpKAallluX CBeleHUs (UHAHCOBOIO XapakTepa, MPUMEHSETCS CIOBECHO
dpoBoi cocod ykazaHus aar 0e3 MPOCTaBICHUS HYJS B 0003HAYCHHUH JTHS MECAIA, €CIIU OH
conepkut oany uudpy: 3 amnpens 2021 roga.

Pa3pemtaercs npuMeEHSTH CIOBO «TOJ» B COKpAllleHHOM BapuaHTe «r»:1 uroHs 2021 .

I'pud orpannyeHus A0CTyNna K J0KyMeHTY.

[IpocTaBnsiercs B TMpaBOM BEPXHEM YIJy IMEpPBOrO JHCTAa JOKyMEeHTa (IpoeKTa
JIOKYMEHTa, COINPOBOJUTENILHOTO MHUChbMa K JIOKYMEHTY) Ha TpaHHUIE BEPXHEro IMoJisd Mpu
HaIMYUU B JIOKyMEHTe HWH(OpMAalMU, AOCTYNl K KOTOPOM OTrpaHHMYEeH B COOTBETCTBHH C
3aKoHomarensCcTBOM  Poccuiickoir  @epepanmn. B coctaB pekBH3MTa  BKIIIOYAETCS
OTpaHUYUTENbHAS HAAMUCh: «Jl1s cirykeOHOTo Moiab30BaHusM Y, «KOoHpUASHIINATHHOY,
«IlepcoHanbHbIC JAHHBIEY WM .

ITpumep —

IHepconanibHbIE JaHHBbIE
pPadOTHHKOB
k3. Ne 1
MyHuuunajibHoe 0HIKeTHOe 001eodpa3oBaTeiibHoe yupexaenue «lllkomxa Ne 2»
(MBOY IIkoxaa Ne 2)
LleHTp 10MOJTHUTEIHLHOr0 00pa30BaHUs
IMPUKA3

Bce BHU/bI l"pI/I(i)OB OTrpaHUYCHUA JOCTyIla K JOKYMCHTAM 3aKpCIIAIOTCA B JIOKAJIbHBIX

aKTax 00pa3oBaTeIbHON OpraHU3aIHH.

PerncrpanuoHHbI HOMEP T0KYMEHTA.

Peructpanmonnsiii HomMep — uudpoBoe wiM OykBeHHO-IM(PpPOBOEe 0OO3HAUCHUE,
MPUCBAaNBAEMOE JOKYMEHTY IIPU €r0 peruCTpaIuy.

Peructpanus qokyMeHTa MpOBOIUTCS MOCIIE €r0 MOAMUCAHUS WIIA YTBEPHKICHUS.

Jnsi BHYTpEHHHX JAOKYMEHTOB — IPHUKA30B, MPOTOKOJIOB — 3TO MOPSAIKOBBII HOMEpP B
mpenenax KaleHJapHOTO Troja/ yd4eOHOro Troja MO KaXIOMY BHAY WM Pa3HOBHIHOCTH
JOKYMEHTOB. B mpuKkazax perucTpalMOHHBIH HOMEpP MOMKET JOMOJHATHCS OyKBEHHBIM
HHJICKCOM, 0003HAYAIOIINM PAa3HOBUIHOCTH.

JInst uexoAsmux JOKYMEHTOB PErMCTPALIMOHHBIA HOMEP COCTOUT U3:

1) mopsAKOBOrO HOMEpA B Mpe/ieax MacCUBa OTIPABIISIEMOM KOPPECTIOH ICHIINY;

2) MHJIeKca Jieia B COOTBETCTBHH C HOMECHKIIATY PO Jiesl 00pa3oBaTeIbHON OpraHu3aliy.

PerucrpanmoHHbplii HOMEp [IOKyMEHTa, COCTABJIIEHHOTO COBMECTHO JByMsi U Oojee



OpraHM3alMsIMH, COCTOMT M3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB KaKIOW M3 3THX
OpraHM3alMii, IPOCTaBISIEMBIX YEPE3 KOCYIO YEPTY B MOPSIIKE YKa3aHUS aBTOPOB B JOKYMEHTE.

CchuIKa HA PerucTPAlMOHHBIN HOMEP U IaTy TIOKYMEHTA.

Ccbulka Ha PETUCTPAIMOHHBIM HOMEpP U JaTy JOKyMEHTa BKJIIOYaeT B ce0s
PETUCTPAIMOHHBI HOMEpP | JIaTy JOKYMEHTA, Ha KOTOPBIA TOJKEH OBITH JJaH OTBET.

Ccpuika Ha HOMEp W JaTy JIOKYMEHTa WCIIOJIB3YyeTcss MpH O(MOPMIICHUH TIHCEM,
SIBJIIFOIIMXCSL OTBETAaMU Ha TIOCTYMHBINEE MUCHMO (3ampoc, mpock0y u 1np.). CBemeHust B
PEKBU3UT TEPEHOCATCS C TOCTYMHUBIICTO JOKYMEHTa W COOTBETCTBYIOT PETUCTPAIIHOHHOMY
HOMEpY U JaTe MOCTYMUBIIETO JTOKYMEHTA.

OrpaHnuuTenbHass OTMETKA I JAHHOTO PEKBU3UTA MPOCTABISICTCS B JIGBOM 4YacTH
OJlaHKa MUChMA TI0J] PEKBU3UTOM «J1aTay» U «PErHCTPAI[MOHHBIN HOMEDP TOKYMEHTa.

Haynmvme naHHOTO pEeKBU3UTA UCKITFOYAET HEOOXOIUMOCTh YIIOMHUHAHUS HOMEpA U JaThl
MOCTYNUBIIETO JTOKYMEHTa B TEKCTE€ MHChbMa, 4YTO OCBOOOXKIAET TEKCT OT CIPaBOYHOUN
nHpopMaIuu.

MecTo cocTaBIeHUs MU U3TaHUS TOKYMEHTA.

Mecto  cocraBieHus — (M3laHUs)  JOKYMEHTa  YKa3blBaeTcs B JIOKyMEHTaX,
M3rOTaBIIMBAEMBIX Ha OJIaHKaX KOHKPETHBIX BHJIOB IOKYMECHTOB.

Anapecar.

AnpecaramMu  JOKYMEHTa MOTYT OBITh IOPUAMYECKHE JIMIA, WX CTPYKTYPHBIC
MOJIPA3/ICICHNUs ¥ JOJDKHOCTHBIC JINIA, & TAKKE (PU3NICCKHE JIUIIA.

PexBu3HT «aapecar» MpoOCTaBISETCS B BEPXHEH MpaBOil 4acTH JTOKYMEHTa (Ha OJiaHKe C
VIJIOBBIM  PACIIOJIOKCHHEM PEKBH3UTOB) WM CIpaBa IO pEKBH3UTaMH OjaHka (IpH
MPOJOJILHOM  PACIOJIOKEHHH  PEKBU3UTOB  OnaHka). CTpOKM  pEeKBU3UTA  «aapecaT»
BBIPABHHUBAIOTCS 10 JICBOMY KPAIO WM IEHTPYIOTCS OTHOCUTEILHO CaMOU JUTMHHON CTPOKH.

Ecnu noxkymeHT aapecoBaH HOPUAHYECKOMY JIMIY WIH €ro  CTPYKTYPHOMY
nojpasfeiieHnto  0e3 yka3aHus JIOJDKHOCTHOTO JIMIIA, WX HAWMCHOBAaHUS TMPHBOJATCS B
MMEHUTEIILHOM MaJIeXKe.

ITpumepsl
1.  MunncrepcrBo 0o6pasoBanus,

HAYKH U MOJIOJICKH
Pecny6smxun Kpbim

2. MuHHCTEPCTBO 06pa30BaHus,
HaYKHU U MoJioge:xku PecyOsiuku
Kpbim
ynpasJieHHe 0011ero o0pazoBaHus

[ToutoBBIE  afgpec  yKa3blBaeTCs  TPH  HAMpaBICHUH  JOKYMEHTa  Pa30BBIM
KOPPECIOH/IEHTaM.

Ecnu noxymeHT ajipecoBaH PyKOBOAMTEJII0 IOPUINUECKOTO JUIA WIH €r0 3aMEeCTUTEIIO,
HaMEHOBAHHUE HOPUIUYECKOrO JIMIA BXOJIUT B COCTaB HAMMEHOBAHUsS JOJKHOCTH ajpecara,
KOTOPOE MIPUBOAMUTCS B AATCIILHOM MaJexKeE.

ITpumep —

PykoBoaurenio @enepaaibHOro

apPXMBHOI'0 ATEHTCTBA

®amvuina U.0.

HNHnmmansl craBATca Mmocjae (GaMHJIMH HE3aBUCUMO OT TOro, KOMY aJIpecoBaH
JOKYMEHT — JTOJDKHOCTHOMY JIMILY WM (PU3HUECKOMY.

IIpu agpecoBaHUM MUCbMa PyKOBOAUTENIO CTPYKTYPHOI'O IMOAPA3AECICHUS YKa3bIBACTCS B
MMEHHUTEIIBHOM TIaJIe)K€ HAMMEHOBAHME OpraHM3alid, HWXKE - B JaTeIbHOM IaJIexe
HAaVMCHOBAHME JIOJDKHOCTU PYKOBOJMTENS, BKIIOYAIOLIEE HAUMEHOBAaHUE CTPYKTYPHOI'O
NoJipa3ieneHus, (paMuiInio, THULHAAIbL.



[Tpumep-

MuHucTepcTBO 00pa30BaAHUS,

HayKHu 1 MoJiojexu Pecnyosmmku Kpbim
HavanbHuky ynpasJieHus1 001ero oopa3oBanusi
®avuina U.0.

[lepen pammumnmeid TOMKHOCTHOTO JIMLA JAOMYCKACTCS YHNOTPEOISITh COKPALICHUE «T-HY»
(rocrioinHy), €ciM aapecaT My)KYHHA, HITH «T-Xe» (TOCIOXKe), €CIIH apecaT KEHIIUHA.

[Ipu paccbuike IOKyMEHTa TPYIIIIE OpPraHWU3alliii OJHOTO THUINA WJIA B CTPYKTYpHBIC
MOJIPA3/ICIICHHUs OJJHOM OpraHU3alluy, aJpecar yKa3bIBaeTcsi 0000IICHHO.

B oHOM I0OKyMEHTE He JIOJIKHO OBITh O0JIee YeThIPEX aJpecaToB.

[Tpu GonbIIeM KOJIMYECTBE aAPECATOB COCTABIISETCS CITUCOK (JIMCT, YKa3aTelb) PACChUIKH
JOKYMEHTa, Ha KaXJIOM JOKYMEHTE YKa3bIBaeTCs OJMH aapecaT Wi aapecar odopmisiercs
000011IeHHO.

B cocraB pekBu3uTa «Apecar» MOXXET BXOIUTh TOYTOBBIA ajapec. DJICMEHTHI
MOYTOBOTO aJipeca yKa3bIBAIOTCS B TOCIIEA0BATEIbHOCTH, YCTAaHOBJICHHOM [IpaBuiamu oka3anus
YCIIYT MIOYTOBOM CBSI3H.

[Ipumep -
Bcepoccniickuii Hay4HoO-
HCC1e10BaATeIbCKHIT HHCTUTYT
JTOKYMEHTOBE/JIEHUsI 1 apXUBHOTO jIesia
IIpodcoroznas y.r.,
. 82,
MockBa, 117393
B ciydae otnpaBku TOKyMeHTa (U3NYECKOMY JIMIYy YKa3bIBAIOTCS: (haMUIIMs, MHUIHAIIBL,
MOYTOBBIN afpec: (yiMila, HOMEp JIOMa U KBapTHPHI, HACEJIEHHbIN MyHKT, pailoH, 001acTh (Kpai,
pecny06inKa), MOYTOBBIA UHACKC).

[Tpumep -
®amuinus U.0.
CanoBas yi1., 1. 5, KB. 12,
r. 9HCK, JHCKOii 00.1., 301264
[Ipu otmpaBke mucbMa MO 3JIEKTPOHHOM MouTe WM MO (aKCUMUIBHOW cBsizu (0e3
JOCBIJIKM T10 TI0YTE€) IMOYTOBBIM ajpec He ykas3biBaeTcs. IIpu HEOOXOIUMOCTH MOXXET OBITh
yKa3aH 2JIeKTPOHHBIN aapec (Homep Tenedona/dakca).
ITpumep -

Bcepoccniickuii Hay4YHo-
HCCJIeI0BATEIbCKUIA HHCTUTYT
AOKYMEHTOBEJCHHS M APXHUBHOIO /e/1a
mail@vniidad.ru

I'pud yrBepKkaeHus: AOKyMEHTA.

I'pud yTBepkaeHUs NpPOCTaBIAETCSs Ha JOKYMEHTE B CIydyae €ro yTBEpKACHUS
JOJDKHOCTHBIM ~ JIMIIOM, PAcCHOPSAUTENBHBIM — JOKYMEHTOM  (IIPUKA30M, pacCHOPSIKCHHEM,
pelieHueM).

I'pud yTBepxkaeHus pa3meInaercs B MpaBOM BEPXHEM YTy MEPBOTO JUCTA JOKYMEHTA.
CTpokH peKkBU3UTa BBIPABHUBAIOTCS I10 JIEBOMY Kpar0 WM LEHTPYIOTCS OTHOCUTEIBHO CaMOM
JUIMHHOW CTPOKH.

[Ipn yTBepkIeHUU JOKYMEHTa AOHKHOCTHBIM JIUIIOM TPHU( yTBEPKACHUS COCTOUT U3
cioBa YTBEPXJIAIO, HauMeHOBaHMS AOJKHOCTH JIMIIA, YTBEPKAAIOUIETO TOKYMEHT, €ro
MOAINKCH, HHUIIUAJIOB, (DaMUINH U AaThl YTBEPIKICHUS.

ITpumep -



YTBEPXKIAIO

Jupexktop MBOY COII Ne 1
IMoamuce U.0. ®amuiaus
Jara

[Ipu yTBepkIeHUU TOKYMEHTa PacHOPSIUTEIbHBIM JOKYMEHTOM TpuU( yTBEpKICHHS
cocrout u3 ciaora YTBEPXJIEH (YTBEPX/IEHA, YTBEPXJIEHbBI unun YTBEPXJIEHO),
COTJITaCOBAaHHOTO C HAWMMEHOBAaHWEM BHJA, YTBEP)KIAEMOTO JAOKYMEHTa, HaWMEHOBaHUS
PacIopsSIAUTEILHOTO IOKYMEHTA B TBOPUTEIHLHOM ITaJIC)Ke, €r0 JaThl, HOMEpA.

IIpumepsl
1. (Ilopsmox) YTBEPXJIEH
npukazom MBOY COII Nel
5 anpeast 2021 r. Ne 82
2. (IlpaBuna) YTBEPXJIEHBI

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

3. (TTonoxxenue)

YTBEPXJIEHO
npukazom MBOY COMLI Ne 1
15.06. 2021 r. Ne 83

[Ipu npunATHN (PACCMOTPEHUN) TOKYMEHTA KOJIJIETHAIbHBIM OPraHOM 00pa3oBaTeIbHON
OpraHu3al|H, PELICHUs KOTOPOro (PUKCUPYIOTCS B IPOTOKOJIE, B TpU(e MPUHATO (PaCCMOTPEHO)

yKa3bIBaeTCsl HAMMEHOBAaHHME OpraHa, pPeIIeHHeM KOTOpPOTO MPUHAT JOKYMEHT, JaTa U HOMEp
MPOTOKOIA (B CKOOKAX).
YTBEPKIAIOIIECTO JOKYMEHTA B TBOPUTEIIBHOM TTaJIeXKe, €ro JIaThl, HoMepa.

[Ipumepsr
3. (Ilopsaok) NPUHAT
neJarorn4ecKuM coBeToM
(mportokoJ ot 15.08.2021 Ne 12)
4. (IlpaBuna) NPUHATHI

Yupasisilonum coBeToM
(mpotokoa ot 15.06.2021 Ne 8)
3. (ITonoxxenue)
MNPUHATO
o0mmM coopanneM padOTHHKOB
o0pa3oBaTe/IbHOM OPraHU3aLMUHU
(mpoTtoxoa 15.06.2021 r. Ne 83)
3aro/10BOK K TEKCTY.



3arojJoBOK K TEKCTy BKJIIOYAeT B ce0s KpaTKoe CoJepKaHHWE IOKyMEHTa, €ro OCHOBHYIO
CMBICIIOBYIO Harpy3ky. 3arosioBok Qopmynupyercs ¢ npemiorom «O» («O0») u oTBedaeT Ha
BOIIPOC «O 4eM?»:
e npuka3 (0 yeM?) 0 CO3JJaHUU aTTECTAIIMOHHON KOMUCCHUU;
e Tpuka3 (0 ueM?) 00 yTBEPKACHUH IITATHOTO PACITUCAHUS;
e MmHCHMO (0 ueM?) O IIpe0CTaBICHUH HH(OpMAITUH.
3aroJ0BOK COCTaBIISIET UCHIOTHUTENb JOKYMEHTA. 3arojloBOK K TEKCTY OQOpPMIISETCS 1O/
peKBU3NUTaMM OJIaHKa CJIeBa, OT TPaHULBI JeBOro nojsl. Ecin TeKCT JOKyMEHTa He MpeBbILIaeT
YeTHIPEX-TISITH CTPOK WK opopmIiieH Ha Oianke opmara A5, 3aroJI0BOK MOYKHO HE YKa3bIBATh.
3arojoBOK JOKYMEHTa 3allUCBIBACTCS IPU €ro PEerucTpaluy B COOTBETCTBYIOLIHE
perucTpanoHHble POPMBI: KapTOUKy, 0a3y JaHHBIX.

TekcT nokyMeHTAa.

TekcT MOKyMEHTa COCTaBISETCS HAa PYCCKOM S3bIKE KaK TIOCYJapCTBEHHOM  f3bIKE
Poccuiickoit @enepannn. TeKCT NOKYMEHTAa M3Jaraercs PyCCKMM JIMTEPATYPHBIM SI3BIKOM C
y4eTOM OCOOEHHOCTEH O(UIMaIbHO-AEIOBOIO CTHJIA, BHJA JOKYMEHTa M €ro Ha3HAuyeHUs B
yIpaBiIeHYeCKON AesTenpbHOCTH. CopepikaHue JOKYMEHTa JOJDKHO OBITh M3JIOKEHO Kpartko,
JIOTHYHO, TOYHO U SCHO.

TekcTbl JOKYMEHTOB M3J1aratoTCs:

- oT 1-ro nuIa eMHCTBEHHOIO 4Mcia B JOKyMEHTax (IIpHKa3, paclopsikeHue U T. J1.)
pyKoBoauTeEINsE 00pa30BaTebHON OpraHU3aIliH, JCHCTBYIOIIETO Ha MPUHIMIAX €AMHOHAYAIHS, a
TaKXe JOKYMEHTAaX, aJpeCOBAHHBIX PYKOBOJACTBY OpraHM3allUd: MPUKAa3bIBaIO... HOJTOTOBUTh U
IIPE/ICTaBUTh HA PACCMOTPEHUE; MPOILLY PACCMOTPETh
BONPOC 00 YCTaHOBJIEHUH JIbTOTHBIX TapU(}OB...;

- 3-TO JHIa €MHCTBEHHOTO YHUCIIA B JIOKYMEHTAaX KOJIJIETHAIHBIX OPTaHOB: KOMHUCCHS
pelna...; OpraHu3alys He CYUTAET BO3MOXKHBIM. .. ;

- 1-ro n1MIIa MHOKECTBEHHOTO YKCJIa B COBMECTHBIX JIOKYMEHTAX: IPOCUM MPEICTABUTD
JaHHBIE O..; IPEACTABIIsIEM Ha PACCMOTPEHHE U YTBEPXKICHUE. .. ;

- 3-r0 7nMIa MHOXECTBEHHOTO0 4YHCIa B MPOTOKONAX: CIYIIald, BBICTYIWIIH,

ITOCTAHOBUJIM, PEIINIIN.
B nokymeHTax, yCTaHaBIMBAIOLIMX MpaBa W OOS3aHHOCTH OpraHU3allld, €€ CTPYKTYPHBIX
nojApasaesieHnid (ToJIoKeHNE, NUHCTPYKIKSA), a TaKKe COACpKalluX OIMUCaHWE, OLICHKY (PaKkToB
WIA BBIBOABI (aKT, CHpaBKa), UCHOJB3yeTcs (opMa H3JI0KEHUS TEeKCTa OT TPEThEro JHIa
€IMHCTBEHHOT'O WJIM MHOXXECTBEHHOTO 4Hcia («OTIEN OCYLIECTBISIET (YHKIHMM», «B COCTaB
00bETUHEHUS BXOATY», KKOMUCCHS YCTAHOBHIIAY).

B Tekcte AOKYMCEHTA, ITOATOTOBJICHHOT'O HAa OCHOBAHWH 3aKOHOAATCIbHBIX, HHBIX HOPMATHBHBIX
IPaBOBLIX AKTOB, U3JAHHBIX OpraHaMH BJIACTH U YIIPABJIICHUSA, JOKYMCHTOB, PAaHCC H3JdHHBIX
OoprasoM BJIaCTU — aBTOPOM OOKYMCHTA, YKa3bIBACTCA HAWMMCHOBAHHEC BHIAa JOKYMCHTA,
HaMMCHOBAHUC OpraHa, U3JaBHICTO JOKYMCHT, daTa NPUHATHA UK YTBCPKIACHUA JOKYMCHTA,
€ro peFI/ICTpaI_[I/IOHHHﬁ HOMEp, a TaKXC 3arojIoBOK K TCKCTY HWJIM HAWMMCHOBAHUE BHA
AOKYMCHTA.

IIpumepsl

«B cootBercTBHM ¢ moctaHoBieHWeM [IpaButenbctBa or 13.08.1997 Ne 1009 «O6
yTBepxkAeHuu [IpaBui MOATOTOBKM HOPMATHMBHBIX TPABOBBIX aKTOB (pelepanbHBIX OpPraHoB
WCTIOJIHUTEJIbHOM BJIACTH U UX TOCYAAPCTBEHHOW PErUCTpalliN»;

«B coorBerctBunM ¢ IlomoxkeHneM O TOCTOSSHHO JACMCTBYIOLIEH  OKCIIEPTHOU

KOMHCCHHU YUPEKICHHS, OPraHUu3alliy, TPEANPUATH, YTBEPKICHHBIM pHKa3oM PocapxuBa oT
19.01.1995 Ne 2...».

Ecnu TekeT cogepKUT HECKOIbKO MOPYUYEHUH, pElIeHNH, BBIBOJOB, B TEKCTE BBIJIEISIIOTCS
pazziensl, MOAPA3AEIbl, TYHKTHI, MTOJITYHKTHI.



B TekcT moxkymMeHTa MOTYT BKJIIOYAThCs (hparMeHThl, 0(hopMIICHHBIE B BUE TAOIUIBI WU
AHKETHI.
CrpaHu1Ibl TEKCTa HyMEPYIOTCS apaObCKUMH LIUPpaMu TOCEPEeIMHE BEPXHETO MOJIS.
B nuceMax ucnonb3yroT cienyomie GopmMbl U3I0KEHUS:
e OT MEPBOTO JIMIIA MHOKECTBEHHOTO YKCIIa (KIIPOCUM HAIMPABUThHY, «HAMPABIIIEM HA
paccMOTpEHHER);
e TIEPBOrO JIMLA €IMHCTBEHHOTO YUCIA («CYUTAI0 HEOOXOAUMBIMY, IIPOIIY BBIJICTUTDHY);
e TpeThero Jmmna eauHcTBeHHoro uucia («OO He Bospaxkaer», «OO cuutaer
BO3MOKHBIM).

OTMeTKAa 0 NPUIOKEHNUH.

OTMeTKa O MPUJIOKEHUH COJEPKUT CBEACHHUS O JIOKYMEHTE (JOKYMEHTax), IMpujiaraéMoM K
OCHOBHOMY JIOKYMEHTY (B CONpPOBOAUTEIBHBIX IMHUCHbMax, MPETEH3MSIX, aKTaxX, CIpaBKax U
Ipyrux HWH()OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTaX) HWIJIM O TOM, 4YTO JOKYMEHT SBISICTCS
MIPUJIOKEHUEM K OCHOBHOMY JOKYMEHTY (B JOKYMEHTaX - MPUJIOKEHUSIX K PacoOpsAUTEIbHBIM
JOKYMEHTaM, IOJIOKCHUSIM, TpaBUaM, WHCTPYKIHUSM, JIOTOBOpaM, IJIaHaM, OTYETaM U Jp.
JIOKYMEHTaM).

B compoBoaMTENbHBIX THUCBMAxX H JPYTUX HH(DOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTaX
OTMETKa O TPUJIOKEHUU OPOpMIISIETCS TOJ TEKCTOM OT TPaHUIlbl JEBOTO MOJs CIEAYIOLIUM
obpa3om:

- €CJIM MPUJIOKEHHE HAa3BaHO B TEKCTE:

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

- ©CIIM NPWIOKEHUE HE HA3BAaHO B TEKCTE WMJIM €CJIM TPUJIOKCHUH HECKOJIBKO, YKa3bIBAIOT
Ha3BaHUS JJOKYMCHTOB-TIPWJIOKEHUH, KOJUYECTBO JIMCTOB M  JK3EMIUIAPOB  KaKIOTO
TIPUIIOKCHHUS:
[Tpunoxenue: 1. [Tonoxxenue (Ha3BaHue) Ha 5 11. B 1 3K3.
2. CmpaBka 0 KaJJpoBOM cocTaBe Ha 2 1. B 1 3Kk3.;
- €CJIM IPUJIOKEHUEM SBIISIETCS 000COOTIEHHBIN NIEKTPOHHBIN HOCUTENb (KOMITAKT- JTUCK,
usb-duren-HaKOMUTENb U JAp.):
- Ilpunoxenue:
CDs 1 k3.
- €CJIM IPUJIOKEeHUE (TPUII0KEHHST) COPOILIIOPOBAHBI:
[Ipunoxenue:
otueT o pabore PUII B 2 7k3.
B pacniopsautenbHbIX JOKyMEHTaX (MpUKa3ax, paclopsKeHUsX ), JOroBOpax, MOJOKEHHSIX,

IpaBUaxX, HHCTPYKIMAX U JPYTrUX JOKYMEHTaX OTMETKa O MPHIOKEHUH odopmisercs
CJIEIYIOIIUM 00pa3oM:

- B TEKCTE JIOKyMEHTa IpH MEPBOM YIIOMHUHAHWUU JTOKYMEHTA-TIPHIIOKEHHSI B CKOOKax
yKa3bIBaeTcs: ... (MPHIOXKEHWE) WM ... (TpuioxkeHue 1); mepen HOMEPOM IPHIIOKEHUS
JOIYCKAeTCsl CTaBUTh 3HAK HOMEpa: ... (mpuiokeHue Ne 2);

- Ha NEepBOM JIHCTE TOKYMEHTA-IIPUIIOKEHHS B IIPABOM BEPXHEM YIUTy YKa3bIBAETC:

Ipuaoxenune Ne 2
k npukazy MBOY COIII Ne 1
ot 15.08.2021 Ne 112.

CTpoKu peKBU3UTa BBIPaBHUBAIOTCS 110 JIEBOMY KPar0 WM HEHTPUPYIOTCS OTHOCUTEIBHO
CaMOi IJIMHHOM CTPOKH.

Ecnu mpunokeHHeM K paclopsauTEIbHOMY JOKYMEHTY SBISIETCS HOPMATHBHBIN
IIPaBOBOM aKT MJIM MHOM JOKYMEHT, YTBEP)KIACMbIN TaHHBIM PACIIOPSIAUTENBHBIM TOKYMEHTOM,
Ha TEPBOM JIHMCTE NPWIOKEHHUS NPOCTABISETCS OTMETKAa O MpUJIOXKeHHH (0e3 CChUIKM Ha
pacnopsaUTeNbHbI JOKYMEHT) U TpU( YTBEP)KICHHs, B KOTOPOM YKAa3bIBAIOTCS JaHHBIE
PaCIOPSAUTEIBHOIO TOKYMEHTa, KOTOPBIM YTBEPKIECH JOKYMEHT- IIPWIOKCHUE.
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ITpumep -
punioxenne 1
YTBEPXKX/JIEHO npuxka3s
MBOY COLINelor
18.05.2021 Ne67

I'pud cornacoBanusi JOKyMeHTA.

[IpoekTbl MOATOTOBIEHHBIX JIOKYMEHTOB Tepel MOJNHCAaHHEM B psjie ClIy4aeB
COIVIaCOBBIBAIOTCA C 3aMHTEPECOBAHHBIMU YUPEKICHUAMU, CTPYKTYPHBIMHU IIOApa3AeICHUSAMU,
OTJICIbHBIMU JIOJDKHOCTHBIMH JIUIIAMHU.

I'pud cormacoBanusi B 3aBUCUMOCTH OT BHJIa JOKYMEHTa M OCOOCHHOCTEH ero odopmiteHus
MOZKCT IMIPOCTABJIATHCA:

- Ha IEpBOM JHUCTE JOKYMEHTa (€CiIM JOKYMEHT HMMEET THUTYJIbHBIH JIUCT, - Ha
TUTYJILHOM JIMUCTE) B JIEBOM BEpXHEM YINIy Ha YpOBHE TrpHuda yTBEPKIACHHUS WIH TOJ
HAaUMEHOBAHHMEM JJOKYMEHTa OJIMKE K HIKHEMY IOJIIO);

- Ha MOCIEAHEM JIUCTE JOKYMEHTA O] TEKCTOM;

- Ha JIUCTE COIJIACOBAHUS, SBIISAIOIIEMCS] HEOThEMIIEMON YaCThIO IOKYMEHTA.

I'pud cormacoBanusi nokymenrta cocrout u3 cinosa COI'JIACOBAHO, nomkHoCTH JaHIIa, ¢
KOTOpPBIM  COIJacoBaH  JOKYMEHT  (BKJIO4Yas  HauMMEHOBAHHWE  OpraHU3allM),  €ro
COOCTBEHHOPYYHOH TMOJMHUCH, pacIIU(PPOBKMA MOANNCH (MHUIMAIOB, (aMWINK) ¥ JaThl
COI'JIACOBAHUS.

[Ipumep -

COI'JTACOBAHO

Jupektop (Ha3BaHHWE OpraHU3aLIH)
(monmucek) N.0. Gamunus

[ara

Ecnu cornacoBaHue OCyIIECTBISIETCS KOJUIETHAIBHBIM OpraHoM, B Tpude COTrIacoBaHUS
YKa3bIBalOT CBEJECHHUS 00 OpraHe, COIJacoBaBIIEM JOKYMEHT, JlaT€ M HOMEpE MpPOTOKOJa, B
KOTOpPOM 3a(MKCHUPOBAHO pEIIeHHEe O corjacoBaHuM. Eciau coriacoBaHue OCYIIECTBISETCS
MACBMOM, YKa3bIBalOT BHJI JOKYMEHTA, OpPraHU3allMI0 - aBTOpa JOKYMEHTAa, ATy U HOMeEp
MUChbMa.

ITpumepsl

1 COrJIACOBAHO
Yupasiasilomum coOBeTOM

MBOY COIINe1

(mpoToKo. 0T No )
2 COI'JJACOBAHO

nucbmom Pocapxusa

oT Ne

Bu3sa corsiacoBanusi J0OKyMeHTa.

Busbl cornacoBaHusi JOKyMEHTa — PEKBU3UT JIOKYMEHTAa, YKa3bIBalOIIMI Ha corjacue Wi
Hecorjacue JOKHOCTHOIO JIMIa oOpa3oBaTeNbHOM OpraHu3alliy C COJAEp)KaHHEM IPOeKTa
JIOKyMEHTA (J1ajiee — BU3a).

[Tpumep

3amMecTuTeNb TUPEKTOpa 110 BOCIUTATEIHLHOM paboTe
JInyHag moamnuch .. UBa"oBa
10.10.2023

OdopmiieHHast TAKUM 00pa30M BH3a 03HAYAET COTIIACHe TOJKHOCTHOTO JIUIA C COACPKaHUEM
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JIOKYMEHTA.
[Tpu HanM4MK 3aMeYaHMil 1O JOKYMEHTY BU3Y ODOPMIISIOT CIEIYIOIINM 00pa3oM:

3ameuyaHus IPUIIAraTCs
3amMecTuTeNb TUPEKTOPa 10 BOCIUTATEILHOM padboTe
JInyHag nmoamnuch .. Ba"oBa

10.10.2023

JIOKYMEHT BU3UPYETCSl HUCIOJHUTEJIEM M 3aUHTEPECOBAHHBIMA B JOKYMEHTE IOJDKHOCTHBIMU
JIMIIAMU, PYKOBOJUTENIEM 00pa30BaTeIbHOM OpraHu3aIiHy.
3aMevaHus OJDKHBI ObITh IPEACTABIECHbl Ha OTAEIBHOM JIMCTE, KOTOPBIH MOANUCHIBAIOT,
JATUPYIOT U IPUJIAratoT K JTOKYMEHTY.
B noxymeHTax, NOMJIMHHUKKA KOTOPBIX XpaHATCS B OPraHU3allid, BHU3bl IPOCTABIIOT Ha
MOCJIEHEM JIUCTE JIOKYMEHTa I0J IOANUCHIO, HAa 00OpOTE IMOCIETHErO JIMCTA MOUIMHHUKA
JOKYMEHTa WU Ha JIUCTE COIIacoBaHUs (BU3UPOBAHHUSA), IPUIIATaeMOM K IOKYMEHTY.

B wucxomdmpx JOKyMEHTax BH3bl IIPOCTABILIIOTCA HAa JK3EMIULIPAX JIOKYMEHTOB,
MIOMEILAEMBIX B JIETIO.

IHoanuce.

JIOJOKHOCTHBIE JIMLA TOANMCHIBAIOT JIOKYMEHTBI B IPEJeNax CBOUX IOJHOMOYH,
OINlpeNIeJIEHHbIX ~ YCTaBOM  00IIe0oOpa30BaTeNIbHOM  OpraHu3alMd M JIOJDKHOCTHBIMU
MHCTPYKLHUSMHU.

[Toanuchk cOCTOMT M3 HAMMEHOBAHMS JODKHOCTH JIMIA, KOTOPOE MOMMUCHIBAET JOKYMEHT
(moaHOrO — €eciau JOKyMEHT HareyaTaH He Ha OJaHKe, COKpAIleHHOIO0 — Ha JOKYMEHTE,
HareyaTaHHOM Ha OJlaHKe), ero cOOCTBEHHOPYYHOH MOANUCH, MHUIMAIOB (MHULMAT HMEHH),
bamunuu.

[Ipumepsr

He HA 0JIAaHKe:

JMupextop MBOY COLI Ne 888 JInunas noanucn N.0. ®amunus
Ha 0JIAHKe

JAupexTop JInunas moanuck N.0. ®amuius

ITpu opopmieHnn nfoKyMeHTa Ha OJaHKE JOLKHOCTHOIO JIMIA AOJKHOCTh 3TOTO JIMLA B
MIOJNNCHU HE YKa3bIBAETCS.

IIpumep JInynas noanuce N.0. ®amuiaus

B AOKYMCHTAaxX, COCTABJICHHBIX KOMI/ICCI/ICI‘;I, B IIOAIIMCH YKa3bIBACTCA CTATYyC JiMlla B
COCTaB€ KOMUCCHH.

[Tpumep -

pencenareat KOMHCCHH  [[oqmuch N.0. ®amuiaus

Haensr komuccnu Ioanuck HN.0. ®amuiaus
IMoanuceh HN.0. ®amuiaus
IMoanucek HN.0. ®amuans

B ciydae oTcyTCTBUS PYKOBOIUTENSA
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MIPUKA30M OMpeNeNsieTcs JHI0, HCIONHSIONIEe €ro O0s3aHHOCTH, a TakXKe YMOJIHOMOYEHHOE
MOMAMKUCKHIBATh JIOKYMEHTHI, IMPU 3TOM TOAMUCH OQopMIsSIeTCs C yKa3aHHWeM cTaryca
JOJKHOCTHOTO JIUIA B COOTBETCTBUHU C MPUKA30M (PacHOpSKEHUEM).

ITpumep -

H.o. nupekTopa Moanucek N.0. damuans
WJIN:

HUcnonnsrommii 00s13aHHOCTH TUPEKTOPA IHogmucer MN.O.
damuaus

HpI/I MmoAINMMCaHu JOKYMCHTA JIMIIOM, UMCIOIIUM IIpaBO IOAIINCH B ClIyda€ BPEMCHHOI'O
OTCYTCTBUA PYKOBOAUTCIIA, HCIIPABJIICHHA B HAUMCHOBAHHUC OOJDKHOCTU H paCH_II/I(bPOBKy
(baMI/IJ'II/II/I YKE€ MOATOTOBJIICHHOI'O M COTJIACOBAHHOI'O IPOCKTA JOKYMCHTA BHOCATCS OT PYKHU HUIIN
C UCIIOJIB30BAHUCM COOTBCTCTBYIOIIUX HITAMIIOB.

He JOIIYCKACTCA CTaBUTh KOCYIO YEPTY, HAAIIUCH «3a» IEPC HAMMECHOBAHUEM JOJXKHOCTU
Jiia B IoAIucCH, €CJIU JOKYMCHT IMOAINMUCBIBACT NHOC JOJIPKHOCTHOC JIMIIO.

DJIeKTPOHHAA MOANUCH.
OTtmerka 00 SIIEKTPOHHOW MOMIMHUCH HCIONB3YETCS MPU BHU3YAIHM3ALUU DIIEKTPOHHOTO
JOKYMEHTA, MOJIMUCAHHOTO AJIEKTPOHHON MOMUCHIO, C COOII0IEHHEM TPeOOBAHMIA:

a) MECTO pa3MeIleHUs OTMETKH OO AJIEKTPOHHON MOJIMUCHU JOJKHBI COOTBETCTBOBATH
MECTY pa3MelleHUsI COOCTBEHHOPYYHOW NOJNMCH B aHAJOTMYHOM JOKYMEHTE Ha OyMa)kHOM
HOCHTETIE;

0) 2JIeMEHTB OTMETKH OO0 OJJCKTPOHHOW TOJIMUCH JOJKHBI OBITh BHUIUMBIMA U
YUTAEMBIMU IIPH OTOOPaKEHUH JJOKYMEHTA B HATYPAIbHOM pa3Mepe;

B) DJIEMEHTHI OTMETKH OO0 3JIEKTPOHHOW TIOANMCH HE JOJDKHBI MEPEKPBIBATHCS WIIH
HaKJIaJ(bIBATHCS IPYT HA JPYTa;

') 2JIEMEHTBI OTMETKH 00 SJIEKTPOHHOW TOANKCH HE JOJDKHBI TIEPEKPHIBATh AIIEMEHTHI
TEKCTa JOKYMEHTA U JIpyriue OTMETKHU 00 31eKTPOHHON NOAMUCH (ITPH HATMYHH).

Otmerka 00 »SJEKTPOHHOM mOANMUCHM U BKiIoudaeT ¢pa3y «JloxkymeHT mnoanucan
3JIEKTPOHHOM MOAIMUCHIO», HOMEp cepTU(UKaTa KITF04a 3JIEKTPOHHON MOINUCH, (paMUiInio, UMS,
OTYECTBO BJIa/I€IblIa cepTU(UKATA, CPOK JEHCTBUS cepTU(PUKATA KIH0Ya HIEKTPOHHON MOIHUCH.

ITpumep

Tupexrop JTOKYMEHT MOAIMUCAH A.B. UBanos

3JIEKTPOHHOM MOAINUNCHIO
Cepruduxar [N
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Baanesen UBanos AJiekceii bopucosu4
JeiicrBuTenen ¢ 01.01.2017 mo 01.01.2022

ITeuarts.

OTTHCK medaTy 3aBepsieT MOJJIMHHOCTh MOJAMUCHU JIOJKHOCTHOTO JIMIIA HAa JIOKYMEHTaX,
YIOCTOBEPSIOLIUX MpaBa Jull, (PUKCUPYIOMHNX (DaKThI, CBA3aHHBIE ¢ (PUHAHCOBBIMU CPEICTBAMH,
a TaKXe Ha JIOKYMEHTax, MPeOCTaBIsIEMbIX 3a MPEesibl OPraHU3alui U MPEAYCMATPUBAIOIINX
3aBepeHue MOJUIMHHOCTH MHOJNMUCH. BHyTpeHHHEe HOKyMEHTHl (IpHUKa3bl, MPOTOKOJIBI U T.I.)
MeYaThIO0 HE 3aBEPSIOTCS.

[leyats mpocTaBisieTcs, He 3aXBaThIBasi COOCTBEHHOPYUYHOM MOAMUCH JIUIA, TIOMUCABIIETO
JOKYMEHT, WX B MecTe, o003HaueHHOM «MID» («Mecto medatny).

OTtMeTKka 00 MCIIOJIHHUTEJIE.
OtMmeTka 00 MCTIOJHUTENIE BKIIFOYAET B ceOsl (pamMmIIiio, UMsl, OTYECTBO UCTIOTHUTEIS
JIOKyMEHTa, HOMED ero TenedoHa.
OtmeTKa 00 UCTIOTHUTENE MOXKET IOTOTHATHCS HAMMEHOBAHUEM JOKHOCTH, CTPYKTYPHOTO
MOAPAa3ACIICHUs] U SJIEKTPOHHBIM aJIPECOM UCTIOTHUTEISL.
OtmeTtka 00 ucroHUTENe 0GOPMIISCTCS Ha JIMIIEBOK CTOPOHE TOCICIHETrO JTUCTA JIOKYMEHTA OT
IPaHULbI JIEBOTO OIS UJIU, IPU OTCYTCTBUU MECTA, - HA 00OPOTHOM CTOPOHE BHU3Y CIIEBA.
[Tpumep -
3abeaunn UBan AnjpeeBu,
KoHnTpoJsbHoe ynpaBiieHue, BeAylHii CIeIHAINCT,
+7(978) 924-45-67, Zabelin@gov.ru
OtmeTKa 00 UCTIONHUTEE MOXKET 0(OPMIIATHCS KaK HUKHHUM KOJIOHTUTYJI U TIe4aTaThCsl
mpru(TOM MEHBIIETr0 pa3mepa.

OTtMeTKa 0 3aBepeHHU KOMUH.

OOpa3zoBarenbHasi OpraHM3allds MOXKET 3aBEPATh KOMUH TOJBKO TeX JIOKYMEHTOB,
KOTOpBIE CO3/IalOTCS B HEH, a Takke B clyyasX, MNPEeIyCMOTPEHHbIX B ab3ale BTOPOM
HacTosImero myHkra. Komust TOKyMeHTa M3rOTaBIMBAETCS M BBINAETCS TOJIBKO C pa3pelIeHust
PYKOBOJIUTENST ~ OpraHM3allid, €ro 3aMecTUTesNied WIM  PYKOBOAWUTENS  CTPYKTYpHOTO
M0/Ipa3/iesIeHusI.

B cimyuae moAroToBKM JOKYMEHTOB JUIs HPEAOCTaBIEHHsS CyJIeOHbIM OpraHam, IpH
pelIeHIH BOMIPOCOB IO MPUHATHIO JUI] Ha paboTy, 00y4eHHe, YIAOCTOBEPEHUSI UX TPYJIOBBIX U
JPYTUX MPaB BO B3aUMOOTHOIIECHUSX C YUPEXKJICHUEM, a TaKKe MPU (OPMHUPOBAHUU JINYHBIX A€
paboTHHKOB 0O0IIe00pa3oBaTebHas OPraHU3alMs MOXKET W3TOTaBIMBATh KOMHUU JOKYMEHTOB,
BBIJIAHHBIX APYTUMH YUPEKICHUAMU (KOIUHU TOKYMEHTOB 00 00pa30BaHUM U JP.).

[Ipn BblJaue KONUM JIOKYMEHT BOCIPOU3BOJIUTCS MOJIHOCTBIO (O1aHK 0Opa3oBaTeIbHOM
OpraHu3alu, HOMep, Jara, CoAepKaHue U T. 11.).

B npaBom BepxHeM yriy koruu mumeTcst cioBo «Konwsi». [Tpu BeIgaue Konuw ¢ KOHAA
crenyet nucath «Komus ¢ Kormumy.

Ecmm xomms ansi BHYTPEHHETO TIIOJIb30BaHMs, TO JUJIsi 3aBEPEHUS HIDKE PEKBU3UTA
«[ToAmmuCH» MPOCTABISIFOT 3aBEPUTENBHYIO HAAMNCK: «BepHO»; MOIKHOCTP JIHIIA, 3aBEPSIFOIIETO
KOIUIO; TMYHYIO0 MOJANHUCH; paciin(poBKy MOANUCH (MHULIMAIBL, (aMUIIMIO); ATy 3aBEPEHUS.
[Tpumep -

Bepno
Cexkperaps/CnienuajncT Mo Kajapam

JInuHas nmoanmuch B.B. UBanoBa

10.10.2023

Ecin xommst BelIaerca Uil MNPEACTABICHUS B APYIYH0 OPraHM3aluilo, TO OTMETKa O
3aBepEeHUU KOMUH JOIOJHSAETCS HAAMKHChI0 O MECTE XpaHEHUs JOKYMEHTa, C KOTOporo Oblia
H3TrOTOBJICHA KOIUs, U 3aBCPACTCA NICUATHIO OpraHrU3alluu.

[Tpumep -

14



[Mogmuannk nokymenTa Haxoautcs B MBOVY Illkona Ne 3 B mene Ne 12-k 3a 2022 rog.
J1J1s TpOCTaBJICHHSI OTMETKH O 3aBEPCHHUH KOITUH MOYKET UCTIOJIB30BATHCS I TAMII.

OTMeTKa 0 MOCTYIJICHHH JOKYMEHTA.

OTMeTKka O TMOCTYIUIEHHMHM JTOKYMEHTa CIYXXHT I MOATBEPXKAEHUS (aKTa MOCTYIUICHHS
JOKYMEHTa B OPraHU3alUI0 M BKJIKOYACT ATy MOCTYIICHUS M BXOIALIMM pErucTpaliOHHBIN
HOMEp JoKyMeHTa. IIpu HEoO0XOAMMOCTM OTMETKa O TMOCTYIJIEHUM MOKET JOIOJIHATHCS
yKa3aHUEM BPEMEHU IOCTYIUIEHUS B YacaX U MUHYTaX U cr1oco0a JOCTABKHU TOKYMEHTA.

OTMeTKa 0 OCTYIUIEHUH IOKYMEHTA MOXKET IIPOCTABIISITHCS C IOMOLIBIO IITaMIIA.

Pe3osronms.

Pe3omnronus copep kUT ykazaHUE MO MCHOJHEHUIO JoKyMeHTa. Pesomtonus odopmisieTcs Ha
cBOOOMHOM MecTe pabodero moisi JOKyMEHTa, Ha OJaHKe pE3OJIIONUH WA BHOCHUTCS
HEMOCPEACTBEHHO B CUCTEMY JIEKTPOHHOTO IOKYMEHTOO0O0pOTa.

Pesomronnst BrirOUaeT: (haMuIIni0, WHULUAIBI WCTIONHUTENS (MCIIONHUTENEH), MOpYyYeHHE IO
JOKYMEHTY, IpU HEOOXOAMUMOCTH - CPOK MCIOJIHEHHUS, TIOIUCH JUIIA, BEIHECIIETO PE30IIOIHIO,
JIaTy pPe30JIIOLHH.
Pe3omronus, kak mpaBuio, MUIIETCS OT PYKH PYKOBOAMTENEM Ha TMOJUIMHHUKE JOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MECTE.
IIpumep -

®amuinus U.0.
IIpomy moaroroBuTh Mpeaiaoxenus k 10.11.2021.

Iloanuck

Jlara

OtMeTKa 0 KOHTpOJIE.

OTMmeTKa 0 KOHTPOJIE CBUAETEIBCTBYET O IMOCTAHOBKE JOKYMEHTA Ha KOHTPOJb, IPOCTABIAETCS
LITAMIIOM WJIA TPOU3BOAUTCS 3aMUCh OT pyKU «KOHTPOJIb» Ha BEPXHEM I0JI€ IOKYMEHTA.
Kontposto nojyiexar Bce 3aperucTpupoBaHHbIE TOKYMEHTHI, TPEOYIOIINE UCTIOTHEHUSI.

CpOKI/I HUCIIOJTHCHU A JOKYMCHTA YCTaHaBJIMBAIOTCA B COOTBETCTBHUH co CpOKaMHu,
0003HAYEHHBIMU 3aKOHO/ATEILCTBOM, OpPraHU3alliel, HAalpaBUBIICH MOPYYSHHE WU MPOChOY,
paclopsAMTENbHBIM ~ JIOKYMEHTOM WM PE30JIIoLMeld  pyKOBOJAUTENS  00pa3oBaTelbHON
OpraHu3alyy.

Cpoxk npocrasinsieTcst B popMe 1aThl 3aBEpUICHHS HCIIOTHEHUS.

OtMeTKa 0 HanpaBJeHUHU JOKYMEHTaA B J€J10.

OtmeTKa o HaIlpaBJICHUU OJOKYMCHTA B ACJIO OMIPEACIIACT MCCTO XPAHCHUSA NOKYMCHTa IIOCIIC
3aBCPIICHUA pa6OTBI C HAM M BKJIFOYAeT: cioBa «B ACJI0», HHACKC JI€jIa 10 HOMECHKIIATYpE €I, B
KOTOpPOC IIOMCHIACTCA JOKYMCHT Ha XpPaHCHUC, C YKa3daHHCM TIoJa, MJOJZKHOCTHU JIMIA,
OCbOPMI/IBHIeFO OTMCTKY, IOANKNCH, OaThbI.

[Tpumep -

B neao Ne 01-18 3a 2020 r.

Cexperapsb

IMoamuces /laTta

OTMGTKa 0 HaHpaBJ'IeHI/II/I }IOKyMeHTa B ICJI0 MOXKET HOOIIOJIHATHCA KpaTKI/IMI/I CBCACHUSIMHU O
XapaKTepe UCTIOJHEHUS TOKYMEHTA.

4. TpeGoBaHMS K COCTABJIEHUIO HEKOTOPbIX BH/I0B IOKYMEHTOB.
IMpuxas3s.

IIpuka3 - mpaBOBOM JIOKaJbHBIM HOPMATUBHBIN aKT, KOTOPBIN U31A€TCS €AUHOIUYHO
PYKOBOIUTENIEM 00pa3oBaTEIbHON OpPraHM3alUU M YIOCTOBEPSIET PELICHHs OpraHU3alllMOHHO-
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pachopsAUTENLHOTO XapaKTepa.

[Tpuka3pl M3[aI0TCS MO OCHOBHBIM BOIIPOCAM JI€ATEIbHOCTH, aIMUHUCTPATUBHO-
XO34MCTBEHHBIM BONPOCAM M KaapOBBIM BOIpocaM (JIMYHOMY COCTaBy) 0Opa3oBaTeIbHOM
OpraHu3aIlHH.

[lpuka3 TOANMUCHIBACTCS B COOTBETCTBUU C TpPeOOBAaHUSMHU, YKa3aHHBIMH B
Pexomennamuu.

[Tocne moamucaHusl MpHKa3a U3MEHEHUs W/WIM JOTOJHEHUS B HErO BHOCATCS IyTEM
W3JIaHUsl HOBOTO MIPHKAa3a O BHECEHUW U3MEHEHUH W/UIH TOTIOTHEHHH.

[Tpuka3, kak mpaBwmio, odopmisieTcss Ha OmaHkKe 0Opa30BaTEIBHON OpraHu3alvi B
Me4aTHOM BHJIE.

[Tpuka3 uMeeT cienyromue peKBU3UTH: HAMMEHOBAHUE 00pa30BaTEIbHON OpraHU3aINH
corjacHO YycTaBy; HamMmeHoBaHue Buaa pokymeHta (IIPUKA3), nmara, HOMeEp, MecTO
COCTaBIICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, HAUMEHOBAaHUE JTOJDKHOCTH, MOAMHUCH JOJDKHOCTHOTO
nmuna (MHULUANbI, (aMuIIns ), BU3bl COTJIACOBAHUS, O3HAKOMJIICHHUSI.

Jlaroii mpukasa (pacrmopspKeHUs) sBISETCS JaTta ero nomanucanus. Jlarta odopmisiercs
uudpoBBIM cIOcOOOM; HOMEP COCTOMT M3 3HaKa «Ne» U MOpPSAKOBOIO HOMEpa IMpHUKasza: OT
00.00.0000 Ne 000.

Copep:xanue MpuKasza KpaTKO U3JIaraeTcs B 3arojioBKe, KOTOPBI HAYMHAETCS € TIpeiora
«O» ¥ coCTaBIsIeTCS C MOMOIIBIO OTTJIAroJIbHOTO CYIIECTBUTENBHOTO («O0 yTBEp:KIAEHHH...», «O
CO3/IaHHUU...») UM CYIIECTBUTENBHOTO («O0 UTOorax...»).

B npukazax TekcT u3naraeTcs OT IMepBOro JIMIA €TUHCTBEHHOTO YHCTA («KITPUKA3BIBAIOY).

Bo Bpems o3HakoMmIIeHHS C TPHKa30M YKa3aHHBIMA B HEM JIMIIAMH Ha TIEPBOM
AK3EMILIAPE MPUKa3a MPOCTABISIOTCS MOIMUCH C YKa3aHHEM JaThl 03HAKOMIICHUSI.

Homepa cTpanuil mpOCTaBIAIOTCS MOCEPEAMHE BEPXHEro IMOJig JIMCTAa HA4YMHAs —CO
BTOPOTO JIUCTA.

[Tpuka3bl HyMepYIOTCs B IOPSAIKE UX U3JIaHUS B MpeaeNaX KaIeHJapHOTO roja; MPUKa3bl
10 OCHOBHOMW JIESITEJIPHOCTH W TIO KaJIPOBBIM BOMPOCaM (JINYHOTO COCTaBa) MMEIOT OTACIBHYIO
MOPSAAKOBYIO HyMEPAIHIO.

[Tpu HyMepanuu MPUKA30B JIOMTYCKAETCS UCTIONB30BaHUE TOTIOIHUTEIBHBIX OYKB.

[Tpumep:

K- xagpsi;

JI - IMYHBIA COCTAB;

O- ocHOBHAA 1eSITEILHOCTD;
Y — o0yuaruuecs.

[Tpuka3 BcTynaeT B CUIy C MOMEHTA €ro MOJIUCaHUs pyKOBOJUTENIEM 00pa30oBaTeIbHOMN
OpraHM3allM, €CIM B TEKCTE HE YKa3aHO JIPYroro Cpoka.

[Tpuka3ssel peructpupyrorcs B KHUTe/skypHale perucTpariy MpruKa3oB.

[lpukazer  Qopmupytorcss B Jeno oaun pa3 B kBaptasn. KuHura/xyphan
MIPOHYMEPOBBIBACTCS, MPOIIHYPOBBIBACTCS, CKPEIUIAETCS MOIIUCHI0 PYKOBOIUTENS U MEYaThIO
oOpasoBarenbHON opranu3anuu (npuioxkenue 1). B konme kamengapHoro rona Jlemo (e 6omee
250 nucroB) oopmisiercss B cooTBeTCTBHHM ¢ [lonoxkenuem 06 apxuse.

IIpuka3pl 10 OCHOBHOMH JAeATEIbHOCTH.

TexcT mpukasza mo BOIpocaM OCHOBHOW JESITENIbHOCTH 00pa30oBaTENIbHON OpraHU3aluu
COCTOMT U3 JIBYX YacTel - KOHCTAaTUpYollel (mpeamOyIibl) U pacHOPSAUTEIbHOM.

B koHcTartupyromei 4acTh OTpa)KaroTCsA LEIU M 33Ja4d MPEANHCHIBAEMBIX INEHCTBHM,
MPUYMHBl W3/1aHUs TpHUKa3a, JTaeTcsl CChUIKAa Ha JOKYMEHT, MOCITYXXHUBIIMM OCHOBAaHUEM MJis
MIOArOTOBKM IIpHKa3a. YKa3aHHas 4acTb MOXKET HauMHAThCA co cioB «Bo mcnonnenue...», «C
LeNbl0...» M TOoMy TmojnoOHoe. Eciu A0KyMEeHT wM3#aeTcss Ha OCHOBAaHUM  JPYroro
pacnopsAMTENLHOIO JOKYMEHTA, B KOHCTaTUPYIOUIEH YacTH yKa3bIBAa€TCsl Ha3BaHUE BHUJIa 3TOTIO
JIOKyMeHTa, ero aBTop (Munucrepcrso, CoBeT MUHUCTPOB U [1p.), AaTa, HOMEP U 3aroJIOBOK.
Touka B KOHIIE KOHCTaTUPYIOLLEH YaCTU HE CTaBUTCS.

PacnopsiautensHas yacte npukaza HauumHaercs co cioBa [IPMKA3BIBAIO, xoropoe
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[I€YaTaeTCsi ¢ HOBOM CTPOKH O0ibIIMMH OyKBaMu 0€3 OTCTYIUIEHHS OT JIEBOTO MOJISI U KaBbIYEK,
II0CJI€ YETO CTaBUTCS JBOETOUHE.

PacniopsinutenbHast yacTh JENUTCS HAa IYHKTbl U HOJIYHKTBI, KOTOPbIE HYMEpYIOTCS
apabckumu 1dpamMu. B KaXI0M IMyHKTE TOJHKHBI OBITh YKa3aHbl MCIIOJIHUTENH, KOHKPETHBIC
3ajaHus (MIOpYYEHMsI) U CPOKU UX BBINOJHEHMA. VIcHoiaHMTENH MOTyT OBITh Ha3BaHbI TAKXKE
0000IIEHHO: «PYKOBOJIUTENSM METOJMUYECKUX OOBEIUHEHUN», «3aMECTHTEISIM JUPEKTOPa».
IIpu 5TOM, Kak mpaBWJIO, HE IPUMEHSETCS HalNMCaHUEe HEKOHKPETHBIX MOPYUYEHHH, KOTOpbIe
COJIepKAT CIIOBA: KYCKOPUTBY, «YIYUIIUTH», «KAKTUBU3UPOBATHY», «OOPATUTh BHUMAaHHEY,
«COBEPIIEHCTBOBATHY, «IIPOJODKUTEY U T.II.

OtnenbHble 3afaHus (HAaIpUMeEp, 3aJaHus, cojepXkame HU(PpPOBbIE TaHHBIE) MOTYT
oopMIATBCA B BUJIE MPUIIOKEHUS K IPUKA3y CO CCHUIKOW Ha HUX B COOTBETCTBYIOIIUX ITyHKTaX
IIpHUKa3a.

CrpaHulp! NpuKa3a v NpUI0KEHUH HyMEpYIOTCS KaK eIUHBIN JOKYMEHT.

Ecnu npuka3om oTMeHsIeTCs NPeAbLAYIIUNA PacOpAAUTENbHBIN JOKYMEHT, B PACIIOPAAUTEIbHOMN
4acTU YKa3bIBA€TCS IMYHKT, KOTOPBIM JOJDKEH HauMHaThesl co cioB: «lIpu3HaTh yTpaTuBIIMM
CHITY...».

V3MeHeHns, BHOCHUMBIE B TpUKa3, O(GOPMISIFOTCS OTACIBHBIM IPHKA30M, KOTOPBIN
JIOJDKEH MMEeTh Takoi 3arojoBok: «O BHECEHUU M3MEHEHUI W/WIM JONOJHEHUH B MPHKA3 ...» C
yKa3aHMEM JaTbl, HOMEpa, 3aroJioBKa paclopsiAUTEIbHOIO JOKYMEHTAa, B KOTOPBIA BHOCSTCS
n3MeHeHus. PacniopsiiutenbHas yacTh IpHUKa3a HAUMHACTCA C TAKOT'O ITyHKTa!

1. BHecTn u3MeHeHus B MIPUKA3...

Janee oTaeNbHBIMUA MOAIYHKTaMH (OPMYIHPYIOTCS U3MEHEHHUSI B PaCIOPSIUTEIbHBIN
JOKYMEHT.

[Tpumep -

1) myHKT 2 M3T0KUTE B CIIETYIONIEH PelaKIIH;

2) TYHKT 3 UCKITIOUMTH;

3) ab3an BTOpOI MyHKTA 4 IONOTHUTH CIOBAMH. .

Ecnu u3mMeHeHus: B pacnopsiIMTeNbHbIA JOKYMEHT OOPMIISIFOTCS Ha OTJIEIIbHOM JIMCTE
(JtucTax), B MepBOM MYHKTE PACHOPSAUTENbHON YaCcTH MPUKa3a YKa3bIBACTCS:

1. BHecTu u3MeHEHus B...
[Tocnennuil MyHKT pacrlopsIUTEIbHONM YacTH B cilydae HEOOXOAMMOCTH MOXKET COJIepXKaTb
pelIeHre O BO3JIOKEHUM Ha JOJLKHOCTHOE JUIO (DYHKIUM 1O KOHTPOJIIO 32 HCIIOJIHEHUEM
IIPHUKa3a.

IIpuka3bl 10 KaAPOBLIM BOIIPOCaM.

IIpuka3sl 1O KaJapoBBIM BoIpocaM (JIMYHOMY COCTaBy) O(OPMISIOTCS Kak B
yaudunupoBanHoii gopme (Ilocranosmenne ['ockomcrata P® ot 05.01.2004 Ne 1 «O6
YTBEP)KJICHUN YHU(PHUIHMPOBAHHBIX (OPM MEPBUYHOM YUETHOM TOKYMEHTALMU MO YUeTy TpyJia u
€ro OIIaThl»), TAK U B TEKCTOBOM.

JlaHHbI BUA TPUKa30B 0(hOpMIISieTCs B BUJIE HHIMBUTyaIbHOTO MIIU CBOJHOTO.

B unguBuayanbHOM TpuKase coaepkurcs uHpopmauus o0 oJHOM paOOTHHKE; B
CBOJIHOM - O HECKOJBKHMX, HE3aBUCUMO OT TOIrO, KaKM€ YIPABJIECHYECKHE PELICHMsI 110 HUM
MPUHUMAIOTCS (IpUeM Ha paboTy, Ha3HaYeHHE Ha JO0JKHOCTb, EPEBOJ] HA APYTYIO JOKHOCTD
(paboty), yBOIbHEHUE U Jp.).

Copep:xaHue MHAMBHUIyaJbHOTO IMpPHKa3a MO KaJIpOBBIM BOINpoOcaM (JMYHOTIO COCTaBa)
KpaTKO M3JaraeTcsi B 3arojlOBKE, KOTOPBIM HadyMHaeTcs ¢ mpemiora «O» M cOCTaBIsIeTCsa C
MTOMOIIBIO  OTIVIATOJIBHOTO CYIIECTBUTENBHOrO: «O Ha3HadeHWH...», «O npuHATHH..». B
CBOJHBIX MPUKA3aX MOXKET NPUMEHATbCA 000O0IEHHBIN 3aroJoBoK: «O KaJpOBBIX BOIPOCAX),
«O IMYHOM COCTaBE».

B Tekcre mnpukaza mo KaapoBbIM BoIpocaM (JIMYHOMY COCTaBy), Kak IIpaBUIIO,
KOHCTaTHPYIOLIast 4aCTh HE OTMEYAETCSI.

PacnopsnuTtenbHas dYacTh IpUKa3a HAUMHAETCS, Kak IpaBWiIo, C IJlaroja B
HeonpeneneHHon ¢dopme: «llpunsate», «Haznauntey, «IlepeBectu», «OOBSIBUTEY U TOMY
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moxo0HOeE.

Jlanee yka3pIBaroTcsi paMuIus, UMs, OTYECTBO (IIPH HAIMYWHK) paOOTHUKA, HA KOTOPOTO
pacmpocTpaHsieTcsl JeCTBUE MpUKa3a, U TEKCT MpHKa3za. B cBogHOM mpuka3e (haMuIuu JIUIl B
npejenax MyHKTOB pa3MEIIatoTcs 0 aniaBuTy.

B nmpukase o Ha3HAYCHUU WM YBOJIILHEHUU pa0OTHUKA YKa3bIBACTCS TIOJHAS JaTa (YuCIo,
Mecsl, roa) (akTUUecKoro BbIXoAa paboTHHMKAa Ha paboTy (MpeKpamieHus TPYIOBBIX
OTHOIICHHUH ), pa3Mepbl €T0 JTOJDKHOCTHOTO OKJIAJa COTJIACHO IMTATHOMY PACIIHCAHUIO.

B cBOmHOM mpHKa3e 1O KaJapOBBIM BOIPOCAM (JIMYHOMY COCTaBY) B PaCHOPSAUTEIBHYIO
4acTh BKJIIOYAETCS MH(OpMAIHs, KOTOpasi pa3MeNIaeTcsi B TAKOH MOCIEI0BATEIPHOCTH: TIPHEM
Ha paboTy, MepeBo/1, YBOJIbHECHHUE.

B kaxxqoM myHKTE MpHKa3za Mo KaapoBBIM BOIMPOCaM (JTMYHOMY COCTaBY) YKa3bIBaeTCs
OCHOBAaHHE OTHOCUTEIBHO €ro u3JaHus (3asBlieHHE pPaOOTHUKA, TPYAOBOH JOTOBOP
(cormarenue), AOKIAHAS 3aIUCKa, MPEICTABICHUE, XOAAaTaliCTBO, PEIICHHE aTTECTAIIMOHHOM
KOMHCCHH 00111€00pa30BaTEIbHOM OpraHu3aliuu) U T.]1.

Pacnopsizkenue.

Pacnopsixenue - pacnopsIUTeabHbII JIOKAIbHbBI HOPMaTUBHBIM MPaBOBOM aKT, KOTOPBIH
U3/1aeTCsl  PYKOBOSIIMM  paOOTHUKOM  00pa3oBaTelbHOW  OpraHu3auuu  (Hampumep,
3aMECTUTENIEM PYKOBOJUTENS, PYKOBOJAUTENIEM CTPYKTYpHOIO IOJpa3/eleHus) Mo BOIpocam
MH(POPMAIIMOHHO-METOIUYECKOT0, aJIMUHHCTPATUBHO-XO3SICTBEHHOTO W OPTaHU3allMOHHOTO
XapakTepa, BXOJSIIMM B €r0 KOMIIETEHIIUIO.

PacnopsixenneM o(hopMIISIOTCS BOTIPOCHI KPATKOCPOYHOTO OJTHOPA30BOT0 XapaKTepa.

PacrniopsikeHust cOCTaBIIAIOTCSI @aHAJIOTMYHO MTPHUKa3aM (B II€YaTHOM BapHaHTE) MOXKHO O€3
cioBa «[IPUKA3BIBAIO».

KoHcratupytomniast 4acTe TEKCTa B PaCHOPSKEHMSIX OTAEISETCS OT pacHopsAMTEIbHOU
gyactu cinoBamu:. <«IIPEJJIATAIO», «PEKOMEHJVYIO», «OBA3BIBAIO», «CUUTAIO
HEOBXO/UMbIM».

Pacniopsbkenust  peructpupytorcst B KHure/kypHaie peructpanuy pacrnopsiKeHUH.
Kuura/xypHaii  NpOHyMEpOBBIBAa€TCS,  HpPOLIHYPOBBIBAETCS,  CKpEIUISIETCS  MOJAINHUCHIO
PYKOBOJIUTENSE M TeyaTbio 0Opa3zoBaTelbHOM opraHuzanuu. PacnopspkeHus (opMHpYIOTCS B
Heno oauH pa3 B kBapTan. B konme kanenmapHoro roga Jlemo (we Oomee 250 nucTOB)
oopmisiercs B coorBeTcTBUM ¢ [lonoxenunem o6 apxuse.

IIporoxo.r.

ITponiecchl mpuMeHEeHUsT YIPABICHUECKUX pEIIeHUH 00pa3oBaTeNbHOM OopraHu3anuei u
caMH pELIeHUsl TOKYMEHTHUPYIOTCS C MOMOUIbIO NMPOTOKOJIOB KOH(EPEHIUH, Meaarorndeckux
COBETOB, KOMUCCHUH U TIP.

B mpotokonax 3acenaHnii KOJUIETHATIBHBIX M COBELIATENBHBIX OPTAaHOB TEKCT M3JIAaraeTcst
OT TPETHEro JHIa €JUHCTBEHHOIO YHCIa («MeAarorn4eckKuil COBET... MOCTaHOBISETY,
«COOpaHme... PEIInio).

[IpoToKON cocTaBisieTCss Ha OCHOBAHMM 3aIMCEW, CHCIAHHBIX HENOCPEICTBEHHO BO
BpeMs 3acelaHui, IIPEACTABICHHBIX TEKCTOB U TE3UCOB JOKJIAJ0B U BBICTYIUICHHWH, CIIPABOK,
MIPOEKTOB PEIICHUMN.

[IpoToKOJI MOXKET COCTABIATHCA KaK B PyKOIMCHOM, Tak U B IieyaTHOU (opme.

JlaToii mpoTOKONa sBISETCA Jara TpPOBEAEHUs 3acenaHus. Ecnu  3acenanue
IIPOJIOJIKAIIOCh HECKOJIBKO JIHEW, TO 4epe3 TUPE YKa3bIBAKOTCSA IEPBBIM M IOCIEOHUN [EHb
3aceaHusl.

Homep mpoToKoa HNOMKEH COOTBETCTBOBATH IIOPSAJKOBOMY HOMEDPY 3acelaHus.
Hywmepanus npoTokonoB BeneTcs B IIpeenax KaJeHIapHOro rojla OTACIBHO N0 KaXA0H IpyIe
IIPOTOKOJIOB 3aCEaHUsI COOTBETCTBYIOIIETO KOJJIETHAJIBHOIO OpraHa.

B pexBu3ure «MECTO 3acelaHusA» YKa3blBAC€TCS HA3BAHUE HACEICHHOIO IIYHKTa, B
KOTOPOM COCTOSJIOCH 3aCElaHue.

3aroJoBOK K TEKCTy MPOTOKOJA JOJDKEH OToOpakaTb BHJ 3aceJaHHs (COBEIIaHWE,
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coOpanue, KOH(pEpeHIUs W T.M.) WIM KOJUICTUAIbHON JeATeIbHOCTH (KOMHUCCHS, COBET,
cobOpanue, paboyasi rpyrima u T.I1.) ¥ BKJIIOYaTh Ha3BaHUE BUJIA JOKYMEHTA.
TekceT MpoTOKOJIa COCTOUT U3 BBOJHON M OCHOBHOM 4acTEH.

BBomnas wacte coaepkuT mnoctosHHyr wuHpopManuio (cmoBa IIPEJICEJIATEJIb,
CEKPETAPB, [TPUCYTCTBOBAJIN) u nepemennyroo (haMuius, WHUIMAIBI MpeaceaaTens,
CeKkperapss M  OpUCYyTCTBywImux). Ilpu HeoOXoauMOCTH  YKa3bIBAIOTCS  JOJHKHOCTH
NPUCYTCTBYIOIIUX, a TaKKe HHULUAIBL, (aMUIMH JOJDKHOCTH JIMI, IPHUIVIALICHHBIX Ha
copemanue. [Ipu konmuuectBe yyacTHHKOB Oosiee 10 cocTaBisieTcss CHUCOK MPHUCYTCTBYIOIIMX,
KOTOPBIH MpUIaraeTcst K NpoTOKOIMY.

Ecmun mporokon odopmisercs B medatHod ¢opme, To cnoBa IIPEJICEJIATEJIb,
CEKPETAPD, TIPUCYTCTBOBAJIN neuaTtaroT OT HyJIEBOTO MOJOKEHUs Ta0yIaTopa, OT 2-To
MOJIOKEHUS TaOyssiTopa CTaBUTCS THUPE, MHULMANBI M (aMUJIMM MUIIYT B HUMEHUTEIHHOM
nazgexe. PaMUINK MPUCYTCTBYIOIIUX PACIIONATalOTCs B al(aBUTHOM IOPSIKE M IE€YaTaAIOTCS
yepe3 1 MeXCTpOUYHBIA UHTEPBAI.

BBoanas wacte mpoTokoyia 3akaHuMBaeTcsi moBecTkoM nHs. CrmoBa «lloBectka mHs»
MeYyaTalT OT HYJEBOrO MOJIOKEHUS TaOymisITopa, MOcie HUX CTaBUTCS ABoeToune. Bompochl
MIOBECTKU JHS HyMepyroTcs apadbckumu nudpamu. Kaxaslii HOBbIM Bompoc nevararor ot 1-ro
MOJIOXKEeHUS TabysITopa.

[TocnenoBarenbHOCTh PACHOIOKEHUS BOIPOCOB OIPENEISAETCS CTENIEHbIO UX BaKHOCTH.
Bompocel  mepedncnsiorcss B MMEHUTENbHOM maaexe. Jlokimax (oTtuer, cooOlieHue,
uHboOpManKs), HaAMMEHOBAaHUE [OJHDKHOCTH, WHHLIMANBI W (DaMWIMIO JOKJIQAYUKa NHUIIYT B
ponuTenbHOM mazaexke. He pekoMeHayercs BKIIOYAaTh B IMOBECTKY AHsS Bompoc «Pasnoey.
Kaxnpiii Bonpoc n0mkeH ObITh KOHKpeTu3upoBaH. dopMupoBaHue BOIPOCOB B MOBECTKE JHS
HaunHaeTcs ¢ npeiora «O (O0)».

OcHOBHasl 4acTh MPOTOKOJA COCTOUT U3 Pa3JieloB, KOTOPbIE JOJKHBI COOTBETCTBOBAThH
IYHKTaM TOBECTKHM AHs. Pa3nensl HymepyroTcs apaOCKUMM IU(PpaMU U CTPOSATCS MO TaKou
cXeMe:

CJIIYIIAJIA - BBICTVYIIMJIN - PEIINJIN (ITOCTAHOBUJIN),

VYka3aHHbIE ClIOBa IedaTaroTcs OoapmIMMHM OyKBaMu 0€3 OTCTyma OT T'paHHIlbl JIEBOTO
noJis. [locne 3Tux cioB CTaBUTCS JBOETOUHE.

[Tocne cnoa CJIYIHAJIM yxa3biBaeTCsl KpaTKUH TEKCT BBICTYIUIEHHS OCHOBHOIO
noknamunka. daMuaus ¥ MHULKAIBL KKIOTO OKJIATYMKA I€YaTaloTCs C HOBOM CTPOKH.
KpaTkuii TeKCT BBICTYIUIEHUS U3JIaraeTcs B TPEThEM JIMIIE €AMHCTBEHHOIO YKCIa.

TexkcTbl WM TE3UCHl JIOKJIAZIOB M BBICTYIUIEHUH, O(OpMIIEHHbIE Kak OTJeNbHbIE
JIOKYMEHTBI, B TEKCT IIPOTOKOJIa He BKItoyatoTcs. [locne cBeneHnii o 1oKIaauyuKe CTaBUTCS THPE
u ykasbiBaeTcs: «TekcT nokiana (BbICTYIUICHHS]) IPUiIaraeTcsi K MpOTOKOIIY».

[Tocne cnosa BBICTYIINJIN ¢ukcupyroTcsi BBICTYIUIEHHS T€X JIUL, KOTOPbIE MPUHSIIH
ydacThe B OOCYXICHMM JoKiaja. BrICTyruieHus OoQOpMIISIOTCS B HPOTOKOJIE C yKa3aHUEM
JOJDKHOCTEH, (aMUIMii ¥ MHUIMANIOB, BBICTYMAOIIUX B MMEHHUTEIHLHOM MaJeke, a TakkKe C
KpaTKUM H3JI0)KEHHUEM COJIep’KaHUsl BOIIpoca M OTBETOB Ha Hero. CoaepikaHue BBICTYIUICHUN
U3JIaraeTcs OT TPETHEro JHIla €JUHCTBEHHOIO YHUCIIa.

ITocne cnoa PEIIMJIM (IIOCTAHOBWJIM) ¢ukcupyercs NpUHATOE pEIIEHUE 10
o0cy’kJJTaeMOMYy BOIIPOCY MOBECTKH JHA. PerneHue MOMKHO OBITh KOHKPETHBIM U BKIIOYATh
COCTaBJISIIOLINE, KOTOPbIE OTBEYAIOT HA CJIEAYIOIIME BONPOCHL: KOMY, YTO CAENaTh M B KaKOW
CPOK.

Pemenus, coxepkamue HECKOJIBKO BOIIPOCOB, MOAPA3JEISIOTCS Ha IYHKTBl H
MOJIYHKTBI, KOTOpbIE HyMepytoTcs apadckumu nudpamu. [1oanyHKTEI HyMepyroTcs ubpamu ¢
TOYKOU.

B cnydae, xorna Ha 3aceaHUM IPUHHUMAETCS pelleHue 00 yTBEP)KICHHH JOKyMEHTa,
KOTOpBIH 0OCYyXJajcs Ha 3aceJaHHM, STOT JOKYMEHT IpWJIaraercsi K MPOTOKOIY M B HEM
JIeNIaeTCsl CChUIKa Ha HOMEp U JAary nporokona. Ilpyu Hamuyuu Opyrux TOKyMEHTOB, KOTOPbIE
paccMaTpUBaINCh Ha 3acelaHuu, U (PakT 0OCYXKAEHUS KOTOPBIX ObLT 3a()UKCHPOBAaH B TEKCTE
MIPOTOKOJIA, OHK HymepytoTcst apadbckumu 1ubpamu (Ilpunokenue 1, [punoxkenne 2). B
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COOTBETCTBYIOIIUX ITYHKTaX MPOTOKOJIA JACTACTCS CChUIKA Ha ATH MPHIIOKEHHSL.

HpOTOKOH NOATHUCBIBACTCA MNPCACCAATCIIBCTBYIOIUM Ha 3aCCAaHUH KOJIJICTHAJIIbHOTO
opraHa M CEeKpeTapeM.

Brimucka w3 mpoOTOKONIA — TOYHAS KOMMSI YacTH TEKCTa MOJJIMHHOTO MPOTOKOJIA,
OTHOCSIIETOCS K TOMY BOIIPOCY MOBECTKH JHS, 10 KOTOPOMY T'OTOBHTCSI BBIITHUCKA. BhImucka u3
MPOTOKOJIA COJCPXKHUT  CIEAYIOUIMEe PEKBU3UTHL: HAUMEHOBaHHE 00IIe00pa3oBaTeIbHOM
OpraHu3aly, Ha3BaHHE BHJA JOKYMEHTa (BBIIMCKA W3 MPOTOKOJA), JaTa 3acelaHus, MECTO
COCTaBJICHHSI, 3ar0JIOBOK K TEKCTY, TEKCT, TIOJIMUCH, OTMETKY O 3aBEPEHUU KOTIHH.

[IpoTokomnbl  peructpupytorcsi B KHUTE/KypHalne  perucTpanyd  MPOTOKOJIOB.
Kuura/xxypHanm  NpoOHYMEpOBBIBAETCS,  HPOIIHYPOBBIBACTCS,  CKPEIUIAETCS  MOJIHCHIO
PYKOBOJIUTEISI U TIeUaThio 00pa3oBaTeNibHON opranu3anuu. [Ipotokonsl Gopmupyrorcs B Jleno
OJIMH pa3 B KBapTai. B koHie kaneHgapuoro rona Jemno (ae 6omnee 250 nuctoB) odopmisieTcs B
cootBercTBUH ¢ [lo0keHneM 00 apxuBe.

Cay:xe0HOe MHCHMO.

CnyxeOHOe MHChMO COCTaBISIETCS C ILEJbI0 OOMEHa MHQOpPMAalued W IMpeNCTaBIsET
co00ii:

- OTBETHI O BBITIOJHEHUHU 3aJ]aHWUM, ONPENEIICHHBIX B aKTaX OPraHOB TOCYJapCTBEHHOMN
BJIACTH, MMOPYYCHHSIX BBICIINX JODKHOCTHBIX JIHIL;

- OTBETHI HA BBHIITOJHEHUE TIOPYUYCHUH BBIIIECTOAIINX OPTraHU3aINT;

- OTBETHI Ha 3aMPOCHI IPYTUX YUPEIKIACHUH;

- OTBETHI Ha OOpAIICHUS TPAKIAH;

- OTBETHI Ha 3aIPOCHl Ha HH(OPMAITHIO;

- HMHUIUATHUBHBIC MTHCHMA;

- CONPOBOJUTEIbHBIE MTUCHMA.

Cny>xebHoe mrcbMo oopmiisercs Ha O1aHke 00pa3oBaTeNbHOM OpraHU3aIiH.

[TucbmMo MMeeT cienyronue peKBU3UTHL: J1aTa, PErUCTPALMOHHBI HOMEp (MCXOSIU), CChUIKA
Ha PErucTPalMOHHBIM HOMep (BXOAALIM) U JaTy AOKYMEHTa, Ha KOTOpBIA JaeTcs OTBET (Ipu
HAIMYHMH), ajpecar, 3aroJioBOK, TEKCT, OTMETKa O HaJWMYWU TPWIOKEHUH (B ciydae
HEOO0XO/MMOCTH), TOAMUCH, cBeAeHUs 00 wucnonautene (P.M.O., KOHTaKTHBI HOMeEp
TenedoHa).

JlaToii muceMa sIBISETCS JaTa ero MOANUCAHMs, KOTOpas JI0JDKHA COBMAJaTh C JaToif
pEeTuCTpaIfy UCXOIAIIeH KOPPECTIOH ICHITHH.

OCHOBHBIM PEKBH3HTOM CITy’)KEOHOTO MUChMa SIBIISIETCSI TEKCT, KOTOPBI, KaK MpaBUIIO,
COCTOUT U3 JIBYyX 4yacTeil. B mepBoit yacTu yka3plBaeTCsl IpUYMHA, OCHOBaHHWE UM 0OOCHOBAaHUE
MOJITOTOBKH MHCHhMAa, TIPHUBOJISTCS CCHUIKH HAa JIOKYMEHTHI, KOTOPBIE OBIJIM OCHOBAaHHUEM ISl €r0
cocTaBlieHUs. BTopas 4acTh BKIJIIOYAeT BBIBOJBI, MPEJIOKEHHs, MPOCHObI, peuieHus u T. 1.,
KOTOpBIE pa3MemaroTcs ¢ ad3ara.

Kak mpaBuiio, B muceMe 3aTparuBaeTcst OJIH BOTIPOC.

TekcT nmucbMa M3MaraeTcsi OT TEePBOTO JIMIA MHOYKECTBEHHOTO YHCIIa C UCTIONIBb30BaHUEM
CIIOB: «TIPOCHUM COOOIIHTE...», «PA3bACHIEM, UTO...».

Cayxe0Hoe MMCbMO MOMUCHIBACTCSA PYKOBOAUTEIEM 00pa3oBaTeIbHON OpraHU3alliy.

Cnpaska.

CrnpaBka - TOKYMEHT, TTOATBEPKIAIONINN KaKue-Tu00 (DaKThI WM COOBITHSL.

CrpaBku OBIBAIOT JBYX BHJIOB:

CrpaBka 175l OMHMCAHUS WM TOATBEPXKACHUS (PAKTOB, WM COOBITUH B NIEATEIHHOCTH
OpraHu3allyH.

CrpaBKy COCTaBIIIOTCS MO YKA3aHWUIO BBIIECTOSIIEH OpraHU3alMi UIU PYKOBOAMUTEIS
o0pa3oBaTenbHON OpraHu3aluu Ajas HHGOPMALUK O BBHIOJHEHUH IJIAHOB, 3a/laHUH, TOPYyYEHUN
U MPEACTABISIOTCS B YCTAHOBJICHHBIE CPOKH.

Texcm maxou cnpasku cocmoum u3 08yX yacmell.
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B mepBoii wactu wm3maratorcst ¢GakThl, MOCIYXHUBIIME TMOBOJAOM K €€ HAIMCaHUIO, BO
BTOPOM - MPUBOJATCA KOHKPETHBIE TaHHbIE. BBIBOJBI U MPE/IOKEHHS B CIIpaBKe HE JArOTCs (3a
HCKJIFOYCHUEM aHATUTHYECKOM ).

CrpaBka [0JDKHA OOBEKTHBHO OTpaXkaTh COCTOSHUE JEN, €€ COCTaBJICHHE TpedyeT
TIIATEIHLHOTO cOOpa U MPOBEPKHU CBEJICHU, MOTYT IPUBOIUTHCS TAOJIHIIBI.

CrpaBku, COCTaBJIEHHBIE ISl PYKOBOJUTENSI OPraHU3alMU, MOJIMHUCHIBAET COCTABUTEIb.

CnpaBKkH, KOTOPBIE COCTABJISIIOTCS IO YKa3aHUIO BBINIECTOSIIICH OpraHu3allki,
MOAMNMCHIBACT PYKOBOIUTENH 00111€00pa30BaTeIbHON OpraHU3aIHH.

JlaTo¥ cipaBKu SIBJISIETCS J1aTa €€ MOAIMCAHUSL.

CrpaBku, yJIOCTOBEPSIIOIINE IOpUINYSCKUE (DAKTHI: MOATBEPKICHUE MecTa PabOThI,
3aHUMAEMOM JTIOJDKHOCTH, pa3Mep 3apadOTHOM IIJIaThl U T..

JI1st HUX TPUMEHSI0TCS YHU(DUIIMPOBaHHBIE TpadapeTHbIe OJaHKH.

Takoro poja crpaBKH BBIAAIOTCS MO 3allpocaM 3aWHTEPECOBAHHBIX JIUII (COTPYIHUKOB)
WIW YUPESXKACHUN U PETUCTPUPYIOTCS B )KypPHAJIE BbIJJABAEMBIX CIIPABOK.

Joxyagnasi 3anucka.

JlokiiagHas 3anucKa - IOKyMEHT, aJpeCOBaHHBIA PYKOBOAUTEIO U MH(POPMUPYIOLIUI ero
O CIIO)KMBIIICHCS CHUTYyaIl¥M, UMEBIIEM MECTO SIBJICHUM WM (DaKTe BBITIOJTHCHHOHW pabOThI, a
TaK)Xe COJIEP>KaIINi BHIBOABI U MPEATIOKEHUS COCTABUTEIS.

JlokIiagHast 3aiCKa MOXKET BBITOJIHATHCS PYKOIIMCHBIM CIIOCOOOM.

TekcT MOKIAAHOW 3alKCKHU JIEIUTCS Ha JBE YacTU: MepBas - KOHCTaTHpYIoUias, e
W3JIArafoTCsl UMEBIIME MeCcTO (DaKThl WM ONMHCHIBACTCS CUTyalMsi, M BTOpas, B KOTOPOU
U3JIaraeTcs mpeiokKeHue, mpocboa.

TekcTy MOKIaJHON 3alMCKH 005A3aTeIbHO MPEIIISCTBYET 3aroJ0BOK, HAYMHAIOIIMIACS C
npemiora «Oy», «Oo».

Joxmnannas 3anucka oopMIIIeTCs Ha JTUCTe OyMar.

AKT.

AKT - JOKYMEHT, COCTaBJICHHBIH HECKOJbKUMHU JIMIIaMU ¥ TIOATBEPKIAONTUN
yCTaHOBJCHHbIE (AKThl M JEHUCTBUS. AKTHI OGOPMISIOTCS MO pe3yibTaTaM pPEeBU3UH, TpU
npueMe-Ttiepenaye Jell, CIIUCaHNN UMYIIECTBA U TOMY MOJ00HOE.

AKT odopMmisieTcss Ha CTaHAapTHOM JjucTte Oymaru (opmara A4 U uMeeT Cleayrolue
PEKBU3UTHI: Ha3BaHHE JIOKyMEHTa, rpud yTBepkIeHus (Ipu HEOOXOIMMOCTH), AaTa U MECTO
COCTaBJICHHS, 3ar0JIOBOK K TEKCTY, TEKCT, OJMUCH JUI[ (HE MEHee TPeX), KOTOPhIe COCTABIISIIH
aKT.

TeKCT akTa COCTOUT U3 BBOJHOM U KOHCTaTUPYIOLIEN YaCTEH.

B BBOAHOI YacTH yKa3bIBalOTCS OCHOBAHUS JJI COCTABJICHUS aKTa M HA3bIBAIOTCS JIUIIA,
KOTOPBI€ COCTABUJIM aKT WM MPHUCYTCTBOBAJIM MPHU ATOM. B KOHCTaTHpyIOIIel YacTH MU3J1araeTcs
CyTh, 3aJlaud, XapakTep TMpOJIeTaHHOW pabOThl, YCTAHOBIEHHBIE (AKTHI, MPEIJOKEHUS U
BBIBO/IbI. KOHCTaTHpYyFOMIas 4acTh MOKET 0OPMIIATHCS B BUIE TaONHIIBL. B KOHIIE TeKCTa aKTa
3aMUCHIBAIOTCA JJAHHBIE O KOJUYECTBE SK3EMIUIIPOB aKTa U UX MECTO HAXOXKICHHUS.

AKT OJINIUCHIBAETCA BCEMH JIMLIAMU, TPUHUMABIIMMHU Y4aCTUE B €0 COCTABIICHUH.

Jluno, umeronee 3aMeyaHus K COJIEP)KAHUIO aKTa, MOAMUCHIBAET €r0 M M3JaraeT CBOE
MHEHHE Ha OTJIETTbHOM JIUCTE, KOTOPBIA MPUIIATAETCS K AKTY.

Tenerpammsl, TesepoHorpaMmmbl, GakCUMHUJISIPHAS CBA3b.

OTO JOKyMEHT II0 ONEpaTUBHBIM BOIIpOcaM, IepeAaBaeMblii Mo TelehoHy U
3aIMCHIBAEMBII TTOJTyYaTEIEM.

O0s3aTenbHBIMY PEKBU3UTAMU TAKHX JOKYMEHTOB SIBJISIOTCS:

- HaMMEHOBAHUE YUpEXKJCHUN aJipecaHTa u ajipecara;

= PCKBU3UT «OT KOTI'O» U «KKOMY» C YKa3aHHUCM OOJIKHOCTH, q)aMI/IJII/II/I, U O0TYECTBA
JOJIDKHOCTHBIX JIMIT,

- HOMep, JaTa U BpeMs [lepejayu U IpueMa JOKYMEHTa;
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- JIOJDKHOCTHU M (DaMUIIMU MEepEJaBIero U MPUHSBIIETO JOKYMEHT;

- HoOMepa Tene(OoHOB;

- TEKCT U MOJIUCH.

[TocTynuBIIMe JOKYMEHTHI TOJDKHBI IMETh TE€ YK€ PEKBH3HTHI, YTO M OTIIPABIsIEMbIE, 3a
UCKJIFOYCHUEM TOJITHCH.

JIOKyMEHTBI COCTABIISIOTCS B OJTHOM 3K3EMILISIPE U TOAITUCHIBAIOTCS PYKOBOUTEIEM WU
OTBETCTBECHHBIMHU HCIOJIHUTEIBHBIM.

JIeKTPOHHBIE JOKYMEHTBI.

[Topsimok  cocraBieHusi, OQGOPMICHHUS M COTJIACOBAHUS TPOCKTOB  AJICKTPOHHBIX
JIOKYMEHTOB OCYIIECTBIISIETCS MO OOIIMM IIpaBWjaM JIeJONPOU3BOJICTBA, YCTAHOBJICHHBIM B
OTHOIIIEHWW aHAJOTUYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHUTENE. DJEKTPOHHBIA JTOKYMEHT
JOJDKEH WMETh DPEKBU3UTHI, YCTAHOBJICHHBIC /I AHAJIOTHUYHOTO JOKYMEHTa Ha OyMaKHOM
HOcHTeIIe, 32 HCKIIOUSHHEM OTTHCKA IIeUaTH.

B nepeuens o0s3aTeNbHBIX CBEACHUN O JOKYMEHTaX, MCIOJIb3YeMbIX B IIENIAX ydeTa U
MOMCKa JIOKYMEHTOB B CHCTeMax »J3JIEKTPOHHOTO JOKyMEHTO0OOpoTa o0pa3oBareiabHOU
OpraHM3alliii B COOTBETCTBUM C TpaBUJIaMH JCIONMPOU3BOACTBA B 00pa3oBaTEIbHOMN
OpraHu3alu, BXOIAT:

e  aJPECaHT;

e ajpecar;

e JIOJDKHOCTH, (JaMUIIMS M MHUIIUABI JIUIA, TOAMKUCABIIETO TOKYMEHT;
e BHJ JIOKYMEHTA;

e JlaTa JIOKYMEHTA;

e HOMEp JIOKYMEHTA;

e JlaTa NOCTYIUJICHUS JOKYMEHTA;

e BXOJSUIMH HOMEpP JOKYMEHTA;

e CCBUIKA HAa UCXOJAIINI HOMEP U JIaTy TOKYMEHTA;
e HAaMMEHOBaHHE JOKYMEHTA;

e HHJCKC Jeia;

e CBEJICHHMS O Mepeaipecaly JOKYMEHTA;

e  KOJMYECTBO JIMCTOB OCHOBHOI'O IOKYMEHTA;

e  KOJIMYECTBO IPWIOKEHUM;

e 00IIIEe KOTUYECTBO JIUCTOB MPUITOKEHHIH;

e YKa3aHWs 10 UCIIOJHEHUIO JOKYMEHTA;

e JomxHOCTB, @. . O. ucrnoaHuTes;

e OTMETKa O KOH(UICHIIUATHEHOCTH.

B cocraB [MOMOTHUTENBHBIX CBEACHUNW OO0 JJIGKTPOHHOM JIOKYMEHTE€ MOTYT OBITh
BKJIFOUEHBI CBEJICHUS: HAMMEHOBAaHWE aBTOpa JOKyMEeHTa (€cau aBTOp HE COBMAJaeT ¢
aJgpecaHnToM (OTIpaBUTENIEM) BJIEKTPOHHOTO JOKYMEHTa), OTMETKa O TIEPeHOCe CpokKa
WCTOJIHEHUSI JTIOKYMEHTa, CPOK XpaHEHHS JOKYMEHTa, HAaWMEHOBaHMS TMPUIIOXKEHUH K
ANEKTPOHHOMY JIOKYMEHTY, KJIIOYEeBBIE CJIOBA, CTAaTyC JOKyMeHTa (IIPOEKT, BEpCHsi), BHI
nepeayu JOKyMeHTa (3JIeKTPOHHOM MOYTOM, Mo4TOH, (hakcoM U T. .) U Jp.

Cpoku XpaHEHHs] DJIEKTPOHHBIX JIOKYMEHTOB COOTBETCTBYIOT CpPOKaM XpaHEHHs
JIOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATEIbHBIMU M HMHBIMH HOPMATHBHBIMU IPABOBBIMU
aktamu Poccuiickoii denepanu, TUMOBBIMU MEPEUYHSIMHU [IJI1 AHAIOTMYHBIX JTIOKYMEHTOB Ha
OyMa)KHOM HOCHUTEJIE.

5. Opraunusauus JOKyMeHT0000pPOTA U HCIOJIHEHHS! I0KYMEHTOB.
IIpuem 1 00padoTKa MOCTYNAKIIMX JOKYMEHTOB.

JIBr>keHHE TOKYMEHTOB C MOMEHTa WX CO3JIaHUS WIIM TIOJIyYEHHS 10 3aBEpIICHUS
WCTIOTHEHUS WUTH OTIIPABKHA 00pazyeT JOKyMEHTOOOOPOT.
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B nmoxymentooOopoTe o0Opa3oBaTeNbHON OpraHuU3allid  BBIAETSIOTCS — CIIEAYIOLINE
JIOKYMEHTOTIOTOKHU:

a) BXOJAIIIasi KOPPECIIOHASHIINS (FOpUIUYECKUe U (GU3NICCKUE JTUIA);

0) ucxopsimas KOppecnoHAeHIHS (FOpUanIecKre i (PU3NIeCKue JIHIa);

') BHyTPEHHS JOKYMEHTAIUSI.

JlocraBka M OTIpaBKa [JOKYMEHTOB OCYLIECTBIIAETCSA, KaK IIPAaBWJIO, CpPEACTBAMHU
IIOYTOBOM U 3JIEKTPOHHOM CBA3H.

JIOKyMEHTBI, TIOCTYIAIOMIKME B 00pa30BaTENbHYI0 OPraHU3alUI0, MPOXOIAT MEPBUYHYIO
00paboTKy, perucrpainuio, MpeIBapUTEeIbHOE PAacCMOTpPEHHUE, INepenadyy pYKOBOACTBY Ha
paccMOTpEHHE, IEPENAIOTCS UCIIOJHUTEISAM U II0CJIE UCIIOJIHEHUS IOMEUIAl0TCs B JIea.

[Ipuem u nepBuuHas 00paboTKa TOKYyMEHTOB OCYILIECTBIISIETCS CEKPETapPEM.

Cekperapb NpPOBOJIUT: NPOBEPKY MPABUIBHOCTU  AJPECOBAHHS  MOCTYMAIOIIUX
JIOKYMEHTOB, MPABMWJIBHOCTU JOCTABKU U KOMIUIEKTHOCTH JIOKYMEHTOB; COPTUPOBKY TOKYMEHTOB
Ha TOJIeXKAIINe U He MOAJIeKAIlie PETUCTPALIUH.

[TomyyeHHbIE KOHBEPTHI C KOPPECIOHIEHIIMENW BCKPBIBAIOTCS, MPH 3TOM IPOBEPIETCS
HaJIM4Yue BIOXKEHHH, a TaKXKe YKa3aHHBIX B JOKYMEHTax MpUiIokKeHUil. B coyuae moBpexaeHus
YHAKOBKU U BJIOXEHHUM JTMOO OTCYTCTBMSI NMPUIIOKEHUN COCTABISETCS aKT B JIBYX JK3EMIUISIpax.
OpauH 3K3eMIUISP aKTa HAIPABIISAETCS KOPPECIIOHACHTY, BTOPOM MPUOOIIAETCS K MOCTYHUBILIEMY
JIOKYMEHTY.

Ommbo4HO TpHCIaHHAs KOPPECIOHACHLUS MepechliaeTcss MO MPUHAUICKHOCTH, €CIH
U3BECTEH aJipec Mojyyareis. B OpOTUBHOM cilydae KOPPECIOHACHILMS BO3BpAILlaeTCs
OTIIPaBUTEIIIO.

KonBepTbl OT mnocrynaromeld KOPPEeCHOHJIEHIMH COXPAHSIOTCA U IMpujararmTcsi K
JOKYMEHTaM JIMIIb B TOM ClIy4ae, KOT/ia TOJIbKO [0 HUM MOXKHO YCTaHOBHTD aJ[pec OTHPABUTENSA
WM, KOTJa JaTa MOYTOBOrO IITEMIIENS] MMEET 3HaU€HUE B KayeCTBE JOKa3aTelIbCTBA BPEMEHU
MOJIyYEHUsI JOKYMEHTA.

CrneuuanicTtoM HE BCKPBIBAIOTCS KOHBEPTHI IHCEM C HAANUCBIO <«WIHYHO». OHHU
nepeatoTcs 0 Ha3HAUYEHUIO

Wudopmanus M JOKYMEHTBl O JEATEIbHOCTH 00pa30BaTeNbHONW OpraHu3aluu, He
yKa3zaHHbIEe B yacTu 2 ctatbu 29 PenepanpHoro 3akoHa oT 29 nekadps 2012 roga Ne 273-D3
«O0 oOpazoBanuum B Poccuiickoit =~ ®exepanuuy», MNPEACTABIAIOTCI  PYKOBOJIUTEIIEM
o0pa3oBaTeNpHON OpraHu3alMi [0 OOpalleHUI0 TpakJaHWHA JUOO0 JOHKHOCTHOTO JIMIIA
roCy/IapCTBEHHOI'O0 OpraHa WJIM OpraHa MECTHOI'O CaMOYIpaBIEHUS B CIyyasiX U MOpSJKe,
MPEyCMOTPEHHBIX 3aKOHOAATENBCTBOM Pocculickont denepanuu.

[TpencraBinenne uHGOpMallMd UHBIM OPTaHU3ALUAM O JESTENIbHOCTH 00pa3oBaTeNIbHOM
OpraHu3alli OCYIIECTBISIETCS YUYPEIUTENEeM OpraHu3alid, B OTHOUIEHUH KOTOpPOM Takas
nH(popMaIKs 3arpamruBaeTcs.

IIpeaBapuTeIbHOE paccMOTPeHHE TOKYMEHTOB.

Cekperapp ¥ (WiM) JMIO, OTBETCTBEHHOE 3a BEICHHE JAEIONPOU3BOJICTBA, IPOBOIUT
NPEIBApUTEIILHOE PACCMOTPEHHE  JOKYMEHTOB B  IIeNAX  BBIJCJEHUS U3 BCETO
MaccHBa IIOCTYNHBINEH KOPPECIOHIEHIIMA JTOKYMEHTOB, TpeOYIOmMX 00s3aTelbHOTOo
paccMOTpeHHs PyKOBOJUTEIeM 00pa30BaTEeIbHOM OpraHu3aIiH.

OcHOBaHWEM ISl TPHUHSATHS PEIICHHS B XOAE TPEABAPUTEIHHOTO PACCMOTPEHUS
ABNISIETCA COJIepKaHME JIOKYyMEHTa, a HE aJpecoBaHHE JIOKyMEHTa COOTBETCTBYIOILEMY
paboOTHUKY.

PesynbraToM mpeaBapUTENBHOIO PACCMOTPEHUS SBIISAETCS HalpaBlieHUE JOKYMEHTa
PYKOBOAMTENIO 00pa30BaTENLHON OPTaHW3ALUKM WM JODKHOCTHOMY JIMILy B COOTBETCTBHH C
YCTQHOBJICHHBIM pAacHpe/esieHHeM OOs3aHHOCTEH MEXIy PYKOBOJUTEIEM M JIOJDKHOCTHBIMH
JIMIAMH TSl BRIHECCHHUS YKa3aHUsI 110 UCTIOJTHEHUIO TOKYMEHTA.

Perucrpanusi 10KyMeHTOB.
Hep caada AOKYMCHTOB Ha perucTpanuro IPOU3BOJAUTCA TOJBKO II0CJIE ux
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IIPEIBAPUTEIIBHOTO PACCMOTPEHUS.

Peructpanum noxanexxar Bce  OKYMEHTBI, TpeOylolue ydera, HUCIOJHEHUS,
HCIIOJIb30BAaHUS B CIIPABOYHBIX LIEJISAX, KAK MIOCTYyNAOMINE U3 IPYTUX OPraHU3alMi U OT YaCTHBIX
JIMILL, TaK ¥ 00pa3yIoLIMecs B MpoLecce AesTeIbHOCTH 00pa30BaTeIbHOM OpraHu3aIm.

He nomuexxar perucrpanuu mo3apaBUTEIbHbIE IMCbMA, TEJIEIPAMMBI, IIPUIIIACUTEIbHBIE
Ounersl, nHGopMaLUs Ui CBEIEHUs, OyXraiTepckue JOKYMEHThI IepBUYHOIO yuera. J{ias Hux
COCTABJISIETCS IEPEYEHb HEPETUCTPUPYEMBIX JOKYMEHTOB.

Peructpanus JOKyMEHTOB NPOU3BOAUTCS C LIEJBI0 00ECIIEUEHUs UX YUYETa, KOHTPOJIS 3a
UCIIOJIHEHUEM U OIIEPaTUBHBIM HCII0JIb30BaHUEM HH(POPMALIUY.

Perucrpanus 10KyMEHTOB IIPOU3BOIUTCS B ICHb UX ITOCTYIUICHHUS.

Jlonyckaercss OTMETKa O MOCTYIIJICHUHM JOKYMEHTa B OPraHM3alUI0 IIPOCTABIIATH B BHUJIE
LITaMIIa WX OT PYKU B HUYKHEH YaCTH JIMIEBOM CTOPOHBI IIEPBOrO JIMCTA JOKYMEHTA WIHA HA €r0
obopore.

Perucrpanus NOKyMEHTOB 3aKJIIOYAeTCs B BEACHMM 3allUCH YYETHBIX JAHHBIX O
JOKYMEHTE TI0 YCTaHOBJICHHOW pPETHCTPallMOHHON (opMe, KOTOpPBIM (QHKCHpyeTcss (aKT
CO3/IaHMsA, OTIPABJIEHUS WIM TIOJYy4YeHUS JOKYMEHTa IIyTeM [IPOCTaBJIEHUS Ha HEM
PETUCTPAIIMIOHHOTO MHIEKCA C TMOCIEAYIOUIeH 3alHuchi0 B yKa3aHHBIX (popMax HEOOXOIUMBIX
CBEIICHUH O JTOKYMEHTE.

JIOKyMeHTBI, MOCTynawliue B 00pa3oBaTeNbHYI OpPraHU3alui0, PEruCTPUPYIOTCS B
KHure/>)xypHaiie perucTpaluu BXos1ied KOppeCcoHIeHIINH, a Te, YTO OTIIPABIIAIOTCS U3 HEro, -
KHuure/ xypHaie perucTpanuu UCXoIsIIel KOppeCOHICHIINN.

Pacnpenesenne nocTynaomux 10KyMeHTOB.

ITocne perucrpanuu JOKYMEHTHI IEPENAIOTCS HAa PACCMOTPEHUE PYKOBOIUTENIO
00pa3oBaTeNbHON OpraHU3aLHH.

[Tocne paccMOTpeHUs: PyKOBOAMTENEM JOKYMEHTBI BO3BPAIIAIOTCS CEKpETapro M (UJIH)
JUIy, OTBETCTBEHHOMY 3a BEJIEHUE JIEJIONPOU3BOJACTBA, Ul IEPEHECEHUs  yKa3aHUH 110
HCIIOJIHCHUIO JOKYMCHTA B XXYpHaJl PCTrUCTpallui BXOAAIINX JOKYMCHTOB. B coorBercTBHUM C
yKa3aHUSMH 10 MCTIOJIHEHHUIO MOJUIMHHUK JIOKYMEHTa HalpaBisieTcsi pabOTHUKY, SBISIOIIEMYCS
OTBCTCTBCHHBIM HCIIOJIHUTCIICM, @ COUCIIOJITHUTCIIAM HANPaBJIAIOTCA KOIMUMKW HJOKYMCHTOB (GCJ'H/I
UMEIOTCS), O UeM JieaeTcst oTMeTka B KHure/’KypHasie peructpaiyy BXOISIUX JOKYMEHTOB.

ONEeKTPOHHbIE COOOUIEHMS, IOCBIIAEMble IO D3JEKTPOHHON TMOYTE, HCIOJHSAIOTCS
aHAJIOTHYHO JOKYMEHTaM Ha OyMa)XHBIX HOCHUTENSX C Y4ETOM OIpeesIeHHOW creuupuKu B
IIPOLECCE MCTIOJIHEHMSL.

IHopsaok 00padOTKM M MPOXO0KIEHUSA UCXOAAIINX M BHYTPEHHUX JOKYMEHTOB.

[Topsimok TOATOTOBKM MCXOIAIIUX JOKYMEHTOB BKJIIOYaeT B ceOs pabory 1o
COCTaBJICHHIO MPOEKTa IOKyMEHTa, COTJIACOBAHUIO, TIOIMMCAHUIO (YTBEPKICHHIO) U OTIIPABKE.

Jo mnepenaum JOKyMEHTa Ha TMOAMUCH HCIOJHUTENb JIOJDKEH IPOBEPUTH  €ro
colepKaHue, TPABWIHHOCTh O(GOPMIICHUS, HAIMYME HEOOXOJUMBIX BHU3 W TMPUIIOKCHHM.
JIOKyMEHT TpeACTaBISIeTCS Ha MOAINUCH BMECTE C MaTepHallaMHM, HA OCHOBAHMHM KOTOPBIX OH
TOTOBHJICS.

BryTpeHHHe TOKYMEHTHI O(DOPMIISIOTCS M HCIONHSIOTCS (MCIONB3YIOTCS) B Tpeenax
00pa3oBaTeNpHON OpraHu3aIiy.

BuyTpeHHHe  TOKyMEHTHI ([IOKJaJHbIE 3alUCKH, COPaBKH, CBOJKH H  JIp.)
paccMaTpuBaIOTCS TEMU JOJKHOCTHBIMU JIMIIAMU, KOMY OHU HaIlPaBJICHBI.

OTBeTCTBEHHBIE 3a JIEJIONPOU3BOJICTBO MEpel cAauei KOPPECHOHACHIIMU Ha OTIPaBKY
JOJDKHBI ~ 00s13aT€NIbHO  TIPOBEPUTHh MPABWIBHOCTE €€ OQOpPMIICHHS H  aJpECOBaHUSI.
KonBepTroBanne KOpPpECHOHJIEHIUU U JIPYTUX T[OYTOBBIX OTHPAaBICHUN MPOU3BOJIUTCS
CTPYKTYPHBIMH MOAPA3/ICICHUSIMH OpraHU3aIiu.

Perucrpanus oTmpaBisieMbIX JOKYMEHTOB OCYILECTBISAETCS B JEHb HX MNOAMHCAHUS
(YTBEep)KIEHUS) WM Ha CICAYIOMUNA pabounii 1eHb. PerncrpannoHHBI HOMEp JOKyMEHTa U
JaTa PErUCTPAIMH MPOCTABISIOTCS HA TIOJUTMHHUKE TOKYyMEHTa B PEKBH3UTaX OJaHKa M Ha
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KOIHMH, OCTaloIelcss B Jene oOpa3oBareiabHON opraHu3aruu. CrnpaBOYHBIM amnmapaTroM s
UCXOJSIINX TIOKYMEHTOB SIBJISIETCS )KypHAJI PETUCTPALK 3TUX JOKYMEHTOB.

OTnpaBKy  HUCXOIAIIMX  JOKYMEHTOB  TPOU3BOIAUT  CEKpeTapb u (um)
JIMII0, OTBETCTBEHHOE 32 BEICHUE JIEIONPON3BOACTBA. CpoUyHas KOPPECTIOHACHITHS OOPMIISETCS
U OTIIPABIISIETCSA HE3aMEIUTEIbHO CEKPETApEM.

Cekperapp TpoBepsieT TNPABMWIBHOCTE  O(GOPMIICHHS  HCXOISAIIUX  JTOKYMEHTOB,
MIPOU3BOJIUT COPTUPOBKY JIOKYMEHTOB IO CIOCOOY JOCTaBKM KOPPECHOHICHIIMM ajpecary
(mpocrasi, 3aka3zHasi, MEXIyHapoaHas u J1p.). HempaBwibHO odopMIIeHHBIE TOKYMEHTHI WU
KOPPECHOH/ICHIUSI HECIy>KeOHOr0 XapakTepa K OTIpaBKe HE NMPUHUMAIOTCA U BO3BPALIAOTCS
JIUILY, IOATOTOBUBLIEMY JTIOKYMEHT.

OrnpaBnsieMass MO TOYTE€ KOPPECHOHAEHLHUS MPOXOJUT YIMAaKOBKY, aJpECOBaHHUE,
IIPOCTaBJIEHUE CTOMMOCTH IOYTOBBIX YCIYyI M I€pelady Ha OTIPAaBKYy B MECTHOE OTIEJIEHUE
CBSI3H.

Ha 3aka3Hyr0 KOppECHOHACHIIMIO, HAa JOKYMEHTBHl C TOMETKoW «J[ns ciayeOHoro
MOJIb30BAHUS» COCTABIIAETCS PEecTp, KOTOPHIH 3aTeM BO3BpAIIA€TCA CEKPEeTapio Y4eOHOM yacTH
U (WM) JIMIY, OTBETCTBEHHOMY 3a BEJIGHHE JEeJIONPOU3BOJICTBA, C PACHUCKONW paOOTHUKOB
MIOYTOBOTO OT/AETICHUS CBS3U UJIM MHOTO JIMIIA, 00ECIIEUYHBAIOIIET0 OTIPABKY JOKYMEHTOB.

[lepenaya ¢ ncnoab30BaHUEM CPENCTB (PAKCUMUIIBHOM CBSI3U JIOKYMEHTOB, COJIEPIKAIINX
ciy)keOHyI0 MH(pOpPMAIMIO OTPAHMYEHHOTO PACIPOCTPAHEHHUS, B TOM 4YUCIE C MOMeTKon «Jlns
Clly>)keOHOTO IOJIb30BaHMs», He pazpemaercs. Kareropumuecku s3amperaercst mnepejnadya Io
cpenctBaM (aKCUMUIIBHOU CBS3U CEKPETHBIX JOKYMEHTOB.

C ucrnonp3oBaHUEM CpeNCTB (PaKCUMUIIBHOM CBSI3W MOTYT OBITh NEpEAaHbl MaTepPHAaJIbI
TEKCTOBOTO, TaOJIMYHOTO WU TpaduyecKkoro XxapakTepa, HWCIOIHEHHBIE THUIOTPaCKuM,

MAIIMHOIMCHBIM UM PYKOIIMCHBIM CIIOCOOOM B YEPHOM WJIM TEMHO-CMHEM LBETE C YETKUM
MKOHTPACTHBIM U300pakeHHeM (MepBble SK3EMIUIIPHl WIM X KCEPOKOIUU) Ha Oenoit Oymare
CMHHHUMAJIBHOM BBICOTON OyKkB U mudp 2 MMm. OOBEM mepeaBaeMoro B TEYEHUE OJTHOTO
CeaHcacBs3U JOKYMEHTA, BHITIOIHEHHOTO Ha OyMare (opmara A4, He JOKEH MPEeBHIIaTh MATH
ucToB.OTBETCTBEHHOCTh 3a COJIEp’KaHUuE HH(POpMAINH, IEPeIaBaeMOil ¢ HCIIOIb30BaHUEM
cpeacTB  (aKCUMWIBHOM  CBSI3M, BO3JaraeTcsi Ha  HCIOJHUTENS, MOJITOTOBUBIIETO
(hakcorpammy JJist IEpeIaym.

OcobenHocTH padoOTHI € JJICKTPOHHBIMH JOKYMEHTAMHU.
B o0pa3oBaTenpHON OpraHu3ay CO3/1Al0TCs U UCTIOIb3YIOTCS:

. JJIEKTPOHHBIE  JOKYMEHTBI, CO37aBaéMble B  DJJIEKTPOHHOU ¢opme 0Oe3
MIPEIBAPUTENLHOTO JOKYMEHTHPOBAHUS Ha OyMa>kHOM HOCHUTEIE;
. ANEeKTPOHHBIE 00pa3bl JTOKYMEHTOB, MOJIYyYEHHBIE B pe3ylbTaTe CKaHUPOBAHHS

JOKYMEHTOB U XpaHsIIUecs B CUCTEME 3JIEKTPOHHOTO IOKyMEHTO000poTa.

IIpuem u oTIpaBKa 3JEKTPOHHBIX JOKYMEHTOB OCYLIECTBIISIOTCS OTBETCTBEHHBIM 32
BE€JICHUE JIEJIONPON3BO/ICTBA B 00pa30BaTEIbHOM OpraHu3aIuy.

OJEeKTPOHHBIE JOKYMEHTHI CO3JaroTcs, OOpalOaTBIBAIOTCS M XPAHATCS B CHCTEME
3JIEKTPOHHOTO JOKYMEHT0000pOTa 00pa3oBaTeIbHON OpraHU3alHu.

OJEeKTPOHHBIH  JIOKYMEHT JOJDKeH ObITh  OodopMIieH 1o  OO0IIMM  IpaBHIIaM
JIEJIONPOU3BOJICTBA U MMETh PEKBU3UTHI, YCTAHOBJIEHHBIE ISl AHAJOTMYHOIO JOKYMEHTa Ha
OyMa)KHOM HOCHUTEIIE, 32 UCKIIIOUEHNEM OTTUCKA MeYaTH.

Jns monTBepiKIeHUS TMOMJIMHHOCTU JIIEKTPOHHBIX JOKYMEHTOB B 00pa30BaTelbHOM
OpraHu3allMi HCIOJB3YIOTCS 3JIEKTPOHHBIE LM(POBbIE NoANKMCH. Mcnoiab3yemble cpeacTBa
ANEKTPOHHOW IM(PPOBOM MOANMUCU JIOJDKHBI OBITh CEPTHUPHUIMPOBAHBl B  YCTAHOBJICHHOM
MOPSJIKE.

EnvHunen yd4era 5JIE€KTPOHHOTO JOKYMEHTA SIBISIETCA  DJIEKTPOHHBIM  JOKYMEHT,
3apETUCTPUPOBAHHBI B CHCTEME 3JEKTPOHHOTO JOKYMEHTOOOOpoTa 00pa3oBaTeiabHOM
OpraHM3alyy. ODJCKTPOHHBIA JOKYMEHT, UMEIOUIMHM IPHUIIOKEHUS, PETHCTPUPYETCS KAaK ONHMH
JOKYMEHT.
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[Tocne oTHmpaBKM 3JIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOT0 3JIEKTPOHHOW MMOANUCHIO
YIOJIHOMOYEHHOTO JIOJDKHOCTHOTO JIMIA, JOCBUIKM aJpecary ero KONMMH Ha OyMaKHOM
HOCHUTENIE, KaK MpaBuio, He TpeOyeTcs, 3a MCKIIOUYEHHWEM OTBETOB Ha OOpallleHUsl TpakIaH,
MOCTYNHUBIIKMX MO0 MH(OPMAITMOHHO-TEIEKOMMYHHKAIIMOHHBIM KaHallaM, Ha KOTOPBIE 3asiBUTEITIO
JlaeTcs MMCbMEHHBIN OTBET, HAMPABJISEMbIN IO TOYTOBOMY aJIpecy, YKa3aHHOMY B OOpaleHHUH.

HcnonHeHHbIe 3JIEKTPOHHBIE TOKYMEHTBI CUCTEMATH3UPYIOTCA B Jiefla B COOTBETCTBUU C
HOMEHKJIATypol Jien oOpa3oBaTeNbHOM OpraHM3alMM W HHIEKCUPYIOTCS B IOPSIKE,
YCTaHOBJICHHOM B OTHOUIICHHMM [I€JI, COCTABJICHHBIX M3 JOKYMEHTOB Ha OyMa)KHOM HOCHTEJE.
[Ipu cocraBieHMN HOMEHKJIATYpPBI JI€]1 B 3ar0J0BOK J€JIa BKIIOYAETCS YKa3aHUE «DJIEKTPOHHbBIE
JIOKYMEHTBI».

NudopmannonHas 6e30MacHOCTb.

HudopmarinoHHble pecypchl 00pa3oBaTeIbHON OpraHu3aluy 1Mo J0CTyNy (BO3MOXKHOCTH
WCIIOJIb30BAHUS) MOAPA3ICISIFOTCS Ha OTKPBITYIO (0OIIEAOCTYIMHYI0) HHPOPMAIIHIO, CITYKEOHYIO
nHpopManuio ¥ HHGOPMAIUIO OTPAHUYCHHOT'O PacIpOCTpaHeHHs (OCTYa).

K kareropum OTKpBITOM HHGMOpMAIMK OTHOCHTCS WHGOpPMALHUs, COAepXKamascs B
JOKyMEeHTax W 0a3ax JaHHBIX 0OOpa3oBaTEeNbHOM  OpraHW3alMd, HEMNOCPEJACTBEHHO
3aTparuBarollas IpaBa U UHTEPECHl IPAXKIAH.

K xareropum cmyxeOHON HHPOpMAIMK OTHOCHTCS HH(pOpMAIMs, CoJepKamiascs B
JOKYMEHTaXx M 0a3ax JaHHbIX 00pa3oBaTelNbHONM OpraHu3alluy, MpeJHa3HAYeHHas MJis
JNOJDKHOCTHBIX JIMI] U PabOOTHUKOB, TMPHU BBIIOJIHEHUH HMU CBOMX (DYHKIIMOHAIBHBIX
00513aHHOCTEH, HE 3aTparuBarollas HaIpsSMYIO IIpaBa U WHTEPECHl TPaXKJIaH U HE OTHOCAIASCS K
KaTeropuu OrpaHUYEHHOr0 PacpoOCTpaHeHus (I0CTyIa).

K kareropuu mHpopManum orpaHH4eHHOI0 PacHpOCTpaHEHUs (J10CTyIa) OTHOCUTCS
uH(popMaIud, coiepkaiasics B JOKyMeHTax 1 0a3ax JaHHBIX, BKIIOYAIOIas CBEICHUS
KOH(PHUACHIIMAIBHOTO XapaKTepa.

Bes umndopmanus, coxepkamascs B JTOKYMEHTax W 0a3aX JaHHBIX, [0 YMOJYaHHUIO
SBJIAETCS OTKPBITOM M 00mmenoctynHoi. VckimoueHue cocrapisieT MHPOpMaIs, OTHECEHHAs K
KaTeropusiM CIIy>KeOHOI M OrpaHUYEHHOI'0 PaCIPOCTPaHEHUs (JI0CTyMa).

Hoctyn monb3oBareneili K MHQOpMAalMM  OTPaHUYMBAETCS  IyTEM  OTHECEHUS
nH(pOpMaIUU K COOTBETCTBYIOIIEH KaTEropuu U HaJIOKEHHEM Ha Hee COOTBETCTBYIOIIEro rpuda
orpaHudeHusi pacnpoctpaHeHus. UHopmaius orpaHuYeHHOTO JOCTyIa cHaOxkaeTcs rpudom
«/151s cimy»eOHOTo MOJIB30BAHUSY.

[IpaBoM oTHeceHUs MHPOPMAIMK K KaTETOPUU OIPAaHUYEHHOIO JOCTYINA M HaJOXKEHUS
COOTBETCTBYIOLIEr0 Ipuda o0nagaeT aBTOp JOKYMEHTa IO COIJIACOBAHUIO C PYKOBOJAUTENIEM
o0pa30BaTeNbHON OpraHu3aluy.

JlokymMeHTHpOBaHHass MH(pOpMaIMs OTPaHUYEHHOTO paclpoCTpaHeHHUsT 03 CaHKIHUU
JOJKHOCTHOTO JIMIIA, YCTAaHOBHUBIIETO PEKUM OIPaHUYEHHOI'O PACIPOCTPAHEHUS IJi JAHHOTO
JOKYMEHTa, He MOMJISKUT pas3rialeHnio (pacrpocTpaHenuo). IlpegoctaBnenue monp3oBaTensim
JocTyna K JaHHOW HH(OpPMAlMU OCYIIECTBISIETCS MCKIIIOUUTENBHO [0 COIVIACOBAHUIO C
YKa3aHHBIM JIOJDKHOCTHBIM JIMLIOM ITyTEM MOJa4l COOTBETCTBYIOIEH 3asBKU.

JlomKHOCTHBIE — JMIIA, TOpPUHSBIIME  pelieHne o0  OoTHeceHMHu  HHpOpMaluu,
3a(pUKCUpPOBaHHOW B JIOKYMEHTE, K KaTeropMd OrPAaHHUYEHHOI'O paclpOCTPaHEHHs, HECYT
OTBETCTBEHHOCTh 32 0OOCHOBAHHOCTH MPUHSITOIO PEIIEHUS U €r0 COOTBETCTBUE JACHCTBYIOLIEMY
3aKOHOJATEIIbCTBY.

Jlnunble nena pabOOTHUKOB, JIMYHBIE KapTOUYKHM pAOOTHUKOB, TPYIOBBIE KHUKKU
paOOTHUKOB, MpHKa3bl MO JHMYHOMY COCTaBy JIOJDKHBI XPaHUThCI B cedde wim B
METaJUTMYECKOM IIKady.

3amucu B TPYNOBOM  KHIDKKE TIOIMHMCHIBAET PYKOBOAMUTENb 00pa3oBaTeNbHOU
OpraHu3aluy. Y4er, XpaHeHue U Bbljauy OJaHKOB CTPOTOM OTYETHOCTH: AUILIOMOB, BKJIAJIbIIICH
K HHMM, CBMJIETEJIbCTB, YJOCTOBEPEHUN BEIET 3aMECTUTENb IUPEKTOpa. biaHku XpaHATCA B
cerde.

VYcraHoBka W 9KCITyaTaluss MPOrPaMMHOTO  OOecriedeHHs, TOJYyYEeHHOro U3
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JItoOBIX HMCTOYHMKOB U BBIMOJHAIOMIEIO (YHKIMHM, HE CBSI3aHHbIE HEMOCPEICTBEHHO C
BBITIOJTHEHHEM paOOTHUKAMU CBOUX JOJIKHOCTHBIX 00s13aHHOCTEN, KATErOPUYECKH 3aIlpelieHa.

Bes  mpencraBieHHas B DJIGKTPOHHOM — Bue UHGOpManus, TMOCTymamomas B
0o0pa3oBaTeNbHYI0  OpPraHU3alMI0, B  O0S3aTENILHOM  TOPSJAKE MOJUICKHUT  IPOBEpKE
AHTUBUPYCHBIMU CPE/ICTBAMHU.

DJNIEKTpOHHAs TOYTa MOXET HCIOJIb30BAThCSl  IMMOJB30BATENIIMH  TOJBKO  JUIsS
oObMmeHa wuH(poOpMaIel, OTHOCAIICHCS K KaTErOpuH, OTKPBITOW M CIIy)KEOHOW. 3arperieHo
WCIIOJIb30BaTh 3JICKTPOHHYIO TMOYTY JUIS Tepeaadyd WHQPOPMAIUN, OTHOCSIICHCS K KaTeropuu
OTrPaHUYEHHOTO PACHPOCTPAHEHUSI.

6. KOHTpOJ’[L 3a UCIIOJIHEHHUEM TOKYMEHTOB

Opranusanusi KOHTPOJIA.

KonTpono nmoanexar Bce 3aperucTpUpOBaHHbIC JOKYMEHTHI, TPEOYIOLIUE HCIOIHEHUS.
KOHTpOJII) HCIIOJIHCHUA OJOKYMCHTOB BKJIIOYACT: YUCT, IIOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb
CPOKOB HCIIOJIHEHHUS, HETOCPEJCTBEHHYIO MPOBEPKY XOJa HCIOJHEHUS, MPOBEPKY KauecTBa
HCIIOJIHCHUS, aHAJIN3 PE3YJIbTATOB UCIIOJIHCHH.

KonTponb 3a ucroiHeHWeM JOKYMEHTOB YCTAHABIMBAETCS B IIENAX OOECHeueHus uX
CBOEBPEMEHHOI'0 U KaY€CTBEHHOI'0 MCIIOJHEHUS, IOBBILIEHHS] YPOBHS OpraHM3aTOPCKON paboThl
Y UCTIOJTHUTENbCKON JUCIUILTUHBL.

HpI/I IMOCTAHOBKC JOKYMCHTa Ha KOHTPOJIb Ha IIPpaBOM BCPXHCM IIOJIC€ JOKYMCHTA
JIeNIaeTCsl OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CIOBOM (IITAMIIOM) «KOHTPOJIIb)

KonTposnto mojuiexar npukasbl, perieHusi COBETOB, a TAKXKE JOKYMEHTHI, MOCTYMAOLINE
Ha UMS pyKOBOJIUTEINS 00pa3oBaTeNIbHOM OpraHu3auu.

Opranu3zaiiys KOHTPOJIS UCIIOJTHEHHSI BKIIIOUAET B ce0sl:

. ITIOCTAaHOBKY JIOKYMEHTA Ha KOHTPOJIb;

. MOHUTOPHHT UCIIOJHEHUSI KOHTPOJIBHBIX IOPYYEHUN JOKYMEHTOB;
. CHSITHE HCIIOJIHEHHOTO JIOKYMEHTAa C KOHTPOJIS;

. HaIlpaBJICHUE UCIIOJIHEHHOIO JOKYMEHTA B JIEJIO.

PykoBomuTenn CTPYKTYpHBIX TMOApA3JAEICHUN 00s3aHBl pPacCMaTPUBATh COCTOSIHHE
WCIIOJIHUTEIBCKOW ~ JIUCHUIUIMHBI  TI0  JOKYMEHTaM ¢ TIOPYYCHHUSMH  aJIMHHUCTPAIAA
0o0pa3oBaTeNbHON OpraHU3alluu, a TaKkKe JOKYMEHTHI, TMOCTYMHBIIME B aJpPEC CTPYKTYPHOTO
MOIpa3 IeJICHUs U TPEOYIOIIre UCTIOTHEHWS, M TTOJITOTOBKH OTBETA.

JIOKYMEHT CUMTaeTCsl UCIIOIHEHHBIM, KOT/Ia PEIIeHbl OKOHYATEeIbHO BCE MOCTABJICHHBIE B
HEM BOMPOCHI U COOTIOICHBI CIIEAYIONINE CPOKU:

. €CJIM B JIOKYMEHTE ITIOCTaBIIEH CPOK UCIIOIHEHUS — B YKa3aHHBIN CPOK;

. JOKYMEHTHI 0€3 yKa3aHUs CPOKa UCTIOJTHEHUS — B MECSIUHBIN CPOK;

. €CJIM B IOKYMEHTE UMEETCs [IOMETKA «CPOUYHO» — B TPEXIHEBHBIN CPOK;

. nopy4deHus 6e3 ykazaHusi KOHKPETHOH /1aThl HCIIOJHEHUS! — B MECSIUHBIHN CPOK;

. C IIOMETKOM «omnepaTuBHO» — B 10-AHEBHBIN CPOK;

. mo oOpamieHusM TrpaxaaH, TpeOyIOIUM JOMOJHUTENBHOIO U3YYEHUS |

MIPOBEPKH, — JIO OJTHOTO MECSIIAa CO THSI PETUCTPAINH, TI0 OCTATBHBIM — He Oosiee 15 mHei.

Cpox ucumcisiercsi B KaJleHAApHbIX JHAX C JaThl MOANUCAHUSA JOKYMEHTA.

Ecnu mocnennuii neHh UCHOMHEHHWS JOKYMEHTA MPHUXOAUTCS Ha Hepabouwii JeHb, OH
MOJICKUT UCTIOTHEHHUIO B TIPEIIECTBYIONINI eMy paOouunii JeHb.

[Ipy HEOOXOAMMOCTH TPOJJICHUS CpPOKAa WCIOIHEHHs] JOKYMEHTa OTBETCTBEHHBIH
WCIIOJIHUTEINb MPEACTaBIseT Ha UMsI PyKOBOJIUTENS 0O0pa30BaTEIbHONW OpraHU3alliH, IaBIIEro
MOpy4eHHEe, MOTUBUPOBAHHYIO MPOCKOY O €ro MPOJICHHH HE TO3/JHee YeM 3a TPH IHSA 0
MCTEUYEHHUs YCTAaHOBJIEHHOI'O CPOKa, C YEM CBOEBPEMEHHO MepeaaeTcs nHopmalus B IPUEMHYIO
PYKOBOJIUTEISE 00pa30BaTEILHON OpraHU3aIlHH.
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IlopAnOK CHATHA JOKYMEHTOB ¢ KOHTPOJIA.

JIOKyMEHTBI CHUMAIOTCSI ¢ KOHTPOJIS, €CJIA PEIICHBI ITIOCTaBICHHBIE B HUX BOIIPOCHI WIH
aBTOPAM JIaH OTBET I10 CYILECTBY.

Ecin mo paspemaeMoMy BOIIPOCY OXKHAAETCA OTBET, TO OH BMECTE C KOIMEH OTBETa
3asIBUTEIII0 MOXKET HAXOAUTHCS Y UCIIOIHUTEIS Ha KOHTPOJIE.

IIpoMeKyTOUHBI OTBET, PaBHO KAaK M 3ampoc I0 HCIOIHAEMOMY JOKYMEHTY WIIU
YaCTUYHOE HCIOJIHEHHUE IIOPYYEHUs, HE SBISACTCA OCHOBAHMEM [l MPHU3HAHUA JOKYyMEHTa
HCIIOJTHEHHBIM.

CHATH NOKYMEHT ¢ KOHTPOJIS MOXKET TOJIBKO JOJKHOCTHOE JIMIO, KOTOPOE MOCTABUIIO
€ro Ha KOHTPOJIb.

OcHoBaHMeM U1 CHATHS C KOHTPOJIA JOKYMEHTOB C IOPYYEHUSMU PYKOBOIUTEIS
00pa3oBaTeNbHONW OpPraHU3alMU SBISIETCS TOKYMEHT — OTBET, MOJAMUCAHHBIA PYKOBOJHUTEIEM,
€ro 3aMecTHTes]eM, JIMOO clpaBKa 00 HCHOJHEHHWU JIOKYMEHTa 3a HOJIHMCHhIO PYKOBOIUTENS
CTPYKTYPHOTO ITOAPA3ICICHUS.

Ecnu Bce mocraBieHHbIE B JOKYMEHTE BOIPOCHI PEIIEHBI B ONEpaTUBHOM MOpsJIKe, 03
IIOATOTOBKM ITMCBMEHHOI'O OTBETA, WCIOJHUTEIb HA JOKYMEHTE JeJIaeT KPaTKyl 3aIuch O
peLICHUH BOIPOCa, YKa3bIBaeT JaTy U MOAIKCH, II0CIIE YEro JOKYMEHT IIOMEIIAETCS B JEII0.

Yder n XpaHeHue neaneﬁ, IITAMIIOB M 0JIAHKOB.

O0s13aTeIbHOMY YUETY MOJJIEKAT BCE BUJBI II€UYaTel U MITaMIIOB, OJIaHKHU CTPOToit
OTYETHOCTH, KOMaH/IMPOBOYHBIE YAOCTOBEPEHUS, CIIy)KEOHbIE 3aJaHUsl, TPYI0BbIE KHUKKU.

VYyer Bcex nevarel U ITaMIOB, UMEIOLIUXCSI B 00pa30BaTeIbHOM OpraHu3annu, BeAeTcs
B CHCIHATIBHOM XypHaie (npunoscenue 2).

Kypnanbl ydera BKIHOYAKOTCA B HOMEHKIATypy Jein. JIMcTel HMX Hymepyrores,
MIPOIIMBAOTCA U OIEYATHIBAIOTCS.

[TedaTy ¥ IWITAaMIIBI TOJKHBI XPAaHUTHCS B cel(hax MiIM METANIMYECKUX HIKadax.

OTBETCTBEHHOCTh 3a XpaHEHHWE M MHCIIOJIb30BaHME I€4aTel, IUTaMIOB HECYT
JIMLA, OTBETCTBEHHBIE 32 BEJICHUE JEJIOIPON3BO/CTBA.

YHuuTOoXKEeHHe OJIaHKOB MPOU3BOJUTCS MO aKTy C OTMETKOM B COOTBETCTBYIOIIHX
KypHaJIax ydera.

[leyatn u mTaMnbl yHUYTOKAIOTCA 1O AKTY.

[TpoBepka Hanmuuusl medared, ITAMIIOB M OJAHKOB, a TaKXe MOpPAJKAa UX XpaHEHUS U
HCIIOIb30BAaHUs INPOU3BOJUTCA KOMHMCCHUEH HE pEXE OJHOIO0 pa3a B IOJ OJHOBPEMEHHO C
MIPOBEPKOM COCTOSTHUSA AENONPOU3BOCTBA.

CocraBiieHHe HOMEHKJIATYPBI JIeJI.

HomenkaTypa el - 3T0 00s3aTeNIbHBIN A KaX/10i 00pa3oBaTeNbHON OpraHU3aluu
CUCTEMAaTHU3UPOBAaHHBIN MEepeueHb HAUMEHOBAHUN (3ar0JIOBKOB) /€], KOTOpble (hOPMUPYIOTCS C
YKa3aHHUEM CPOKOB XPAaHEHHUS JEll.

Homenknarypa nen npenHa3HaueHa Uil YCTAaHOBKM B 0Opa3oBaTeIbHON OpraHu3aliu
€IMHOro TnopsAaka (opMHpoBaHUS e, OOecHeueHuss HUX Y4eTa, OINEpaTUBHOIO IOMCKa
JOKYMEHTOB IO HX COJEpXKaHUI W BUAY, ONPEAEICHUS CPOKOB XPAHEHHUS AEN U SBISETCS
OCHOBOI1 /1151 COCTaBJIEHUS OMKCEH J1e7 MOCTOSTHHOTO U ITTUTeNbHOTro (cBbilie 10 jeT) XpaHeHus,
a TakXke JUId ydeTa Jies1 BpeMeHHoro (10 10 jeT BKII0YUTEeNbHO) XpaHeHHUS.

B rpage 1 HOMEHKIATYpBI A€ MPOCTABIAIOTCS UHACKCHI KaKI0T0 J€N1a, BKIFOUEHHOIO B
HOMEHKJarypy. MHIekc pgema cocToMT u3 1HU(pPOBOro oO0O3HAYEHHMs U3  IITAaTHOTO
pacriicanusi 00pa3oBaTeIbHON OpraHu3ayy (KoJa) U MOPSAKOBOTO HOMEpa 3arojioBKa Jiefa 1o
HOMeHKIarype. MHAeKChI e 0003HavatTes apadckumu nudpamu.

[Tpumep —

12-05, rne 12 — o6o3navyeHue (kox), 05 — MOPSAIKOBBINE HOMEp 3aroJioBKa Jieja B pasjielie
HOMEHKJIATyphI JeTI.
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B rpade 2 HOMEHKIAaTYpBI J1€J1 TPOITUCHIBAIOTCS 3ar0JIOBKH JIEI.

3aroJjoBOK Jeja JOJDKeH YEeTKO B CkKaTod 0000IIeHHOW (opMme OTOOpakaTh COCTaB H
coziep’KaHue JOKYMEHTOB JeIa.

B 3aronoBkax JWYHBIX W IPYTUX Jel], COJACPKAIIMX JOKYMEHTHI IO OZHOMY BOIIPOCY,
ynotpebnsiercs tepmut JIEJIO.

B 3arosoBkax nen, coaepKaldxX IUIAHOBO-OTYETHYIO JIOKYMEHTAIMIO, YKa3bIBAETCS
nepuoz (Mecsll, KBapTall, IOJIyroue, o), B KOTOPOM IUIAaHUPYETCSl CO3JaHne JTOKYMEHTOB MIIH
nepuoJt uX (PaKTUYECKOTO BITOJIHEHHS.

Bo Bpems pa3menieHusi 3arojioBKOB 7€ B HOMEHKJIAType YYHMTBIBACTCS BaKHOCTh
JOKYMEHTOB, BKJIFOUEHHBIX B JI€J0, MX B3aMMOCBS3b. B Havase pacrnonararoTcs 3arojioBKH e B
OTHOIICHNH JOKYMEHTOB, IIOCTYNUBIIMX OT OpPraHOB BBICHIETO YpOBHS, Jajee - II0
OpPTraHU3aIMOHHO-PACHOPSAUTEIBHON  JOKYMEHTAIlMH, IUIAHOBO-OTYETHOW JIOKYMEHTAIlHH,
HepenncKe, YIeTHO-CIIPAaBOYHBIM BHIAaM JOKYMEHTOB. B Kakmoil M3 3THX TpynI JOKYyMEHTHI
TaKXKe Pa3MEIIaloTCs ¢ YYEeTOM 3HAUMMOCTH U CPOKOB XPaHEHHS.

I'padpa 3 HOMEHKHATypwl €N 3aMOJHACTCS B TEUCHHE KaJCHOApHOTO roja — IpH
(bopMUpOBaHNU HOBOTO JIeJIa, IPU 3aKPHITUH Aeja M [0 OKOHYAHUU KaJICHIAPHOTO Troja.

[To mocrmwxenun nenoM oobema B 250 JIMCTOB, TOM 3aKPBIBACTCS U OTKPHIBACTCS HOBBIN
ToM. B rpade mocienoBarenbHO yKa3bpIBalOTCS HOMEpPa TOMOB M KpaiHWE AAThl JOKYMEHTOB
Ka)XXJIOTO TOMa.

[Ipumep —

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

OJEeKTpOHHBIE Jiela Ha ToMa He paslensdorca. Bce 31eKTpOHHbBIE JIOKYMEHTHI,
HE3aBUCHMO OT UX 00beMa, BKIIOYAIOTCS B OJJHO DIICKTPOHHOE JIEIIO.

B rpade 4 yxa3piBaeTcs CpPOK XpaHEHHs [ella, HOMEpa craTell MO THUIIOBOMY WIIU
BE/JIOMCTBEHHOMY IMEpeYHI0, (erepaabHOMY 3aKOHY HJIM WHOMY HOPMaTHBHOMY HPaBOBOMY
aKTy, a IMPH UX OTCYTCTBUH — T10 THIIOBOW WJIM IPUMEPHONH HOMEHKIIAType eI

B rpade 5 «lIpumedanue» yKa3bIBAIOTCS CHENMAJbHBIE CPOKH XpaHEHHS,
MIPOCTABIISIIOTCS. OTMETKH O 3aBEJCHHUU el (B TOM YMCIIE B AJIEKTPOHHOM BHIE), O BBIACIICHUU
JeNl K YHUYTOXKEHUIO MO HCTEUEHHM CPOKOB MX XPAHEHHs, O MECTE€ XPaHEHMs IMOJJIMHHUKOB
JOKYMEHTOB, O TiepeAade Jaeid B JAPYTYI0 OpraHH3alHio s TMPONOJDKeHUs W aAp. B rpade
JIeNal0TCsl OTMETKU O MEePeXOSIIUX Jeiax ¢ yYKa3aHHeM CTaporo MHJEKca Jefla B Clyyae ero
WN3MEHECHHS.

ITpumep —

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

ITo nenam, KOTOpBIE O KAKUM-TMOO MPUYMHAM B T€UEHHUE TOJa HE 3aBOAMIINCH, B Tpade
«[Iprumeyanne» HOMEHKJIATYphI NeN JAenaercs 3anmuch — «Jleno He 3aBoamiocky. Ilpu sToMm B
rpade 3 nIpocTaBiIsieTCsl IPOUYEPK.

[To oxkoH4YaHWM ToJa B KOHIIE HOMEHKIATypbl JeJI JeJaeTcss WTOroBas 3aluch O
KOJINYECTBE 3aBE/ICHHBIX eI (TOMOB).

9. ®opMupoBaHue 1 0(hopMIIeHHE eI,

®opmupoBaHue aeJl.

dopmupoBaHue €1 - 3TO TPYNNHPOBKA HCHOIHEHHBIX JOKYMEHTOB B Jela B
COOTBETCTBUH C HOMEHKJIATYPOU JIell.

Bo Bpems popmupoBaHus e cieayeT NpuaepKUBaThCS TAKUX OOLIUX PAaBUIL:

- IoMeuiaTtb B J€Jia TOJBKO HCIIOJHCHHBIC JOKYMCHTBI B COOTBETCTBUH C 3aroJIOBKaMM
JIeTT B HOMEHKJIATYPE;

- I'pynmnupoBaTtb B J€Ja HOKYMCHTBI, BBIITOJHCHHBIC B TCUCHUC OJHOI'0 KaJICHAAPHOI'O
rona (01.01-31.12), 3a uCKIIFOYEHHEM MEPEXOIAMNX A€l (BEAYTCS B TEUEHHWE HECKOJIbKHX JIET),
JJUYHBIX OCII,

-IIOMCIIATE B JAC€JIa TOJIbBKO OPUTHHAJIBI UKW, B CIIy4da€C HUX OTCYTCTBHA, 3aBCPCHHLIC B
YCTAaHOBJICHHOM MOPAIKC KOITMHU JOKYMCHTOB,
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- HE JIONYyCKaTh BKIIIOYEHHUS B Jiela YEPHOBBIX, JMUYHBIX JTOKYMEHTOB, Pa3MHOXEHHBIX
KOIIMHM M JIOKyMEHTOB, HOJUIEKAIUX BO3BPATY; pa3feibHO I'PYNIHUPOBATh B Jeja JTOKYMEHTHI
IIOCTOSIHHOTO U BPEMEHHOI'0 XpaHEeHHUs;

-no 00beMy peno He A0mkHO mpesbimiath 250 suctoB (30-40 MM TOJMLIMHON).

PacrnionoxxeHne 1OKyMEHTOB BHYTPH JI€1 IPOU3BOJIUTCS B XPOHOJOTHYECKOM IOPSIKE,
IIPU KOTOPOM Hau0oJiee paHHKUE JOKYMEHTBI PACIOIAraloTCs B Hadasie Aeja.

[Tonoxenus, npaBwia, WHCTPYKIMHA U T. M., YTBEP)KICHHBIC PaCIOPSIUTEILHBIMU
JOKYMEHTaMH, TPYNIHPYIOTCS BMECTE C YKa3aHHBIMH JIOKYMEHTaMH.

[lprka3sl 1O OCHOBHOW JEATENBHOCTH (POPMHUPYIOTCS OTAEIBHO OT MPHUKA30B IO
KaJpOBbIM BOIpocaM (JMYHOMY COCTaBy) (Ha3HauyeHUe, IepeMelICHHe, YBOJbHEHHE
COTPYJHHUKOB) U OT IIPUKA30B 00 OTIyCKaX, KOMaHAUPOBKAX U T.1.

ITpoTokosbl 3acefaHMi KOJJIETHAIBHBIX OPraHoB 00pa30BaTeNbHOM OpraHu3aluu
IPYyIIUPYIOTCS B JI€Ja B XPOHOJIOTMYECKOM IOPSIIKE U IO HOMEPAM B IIPEJENax KaJleHIapHOIo
roga. JIOKyMeHTBI K 3ace/laHHUsIM yKa3aHHBIX OPraHOB CUCTEMATH3UPYIOTCS 110 laTaM U HOMepaM
IIPOTOKOJIOB, @ B Mpejesax IPYMIbl JOKYMEHTOB, KOTOPbIE KacalTCs OJHOTO MPOTOKOJA, - IO
MIOBECTKE JIHA 3aCeIaHusl.

[Tepenucky cnenyer rpynmnupoBaTh B Je€da 3a MEpHOJ KajleHAapHOro roza. B neino
NEPEeNUCKU MMOMELIA0TCA BCe JOKYMEHTBI, BO3HHUKIINE B XOJ€ peleHus Bompoca. [lepenucka
CHCTEMaTU3UPYETCsl B XPOHOJIOTMYECKON MOCIE10BATEIbHOCTH; JOKYMEHT OTBET IIOMEIAETCS 3a
JOKYMEHTOM-3aIIPOCOM.

Odopmienue nei.

Jlena oOpazoBaTenbHON OpraHU3aNK MOAJIEKAT OQOPMIICHUIO MIPHU WX 3aBEICHUH H IO
3aBEpILEHUH TOAa.

Odopmiienne fena — MOArOTOBKA JI€a K XPaHEHHUIO BKJIIOYAET B ce0si KOMILIEKC padoT
10 OIMCAHUIO JeJla Ha 00JI0KKeE, MOIINBKE, HyMEPallUK JIUCTOB U COCTABICHUIO 3aBEPUTEIIbHOM
Haanucu. OdopMmiieHue 1en MpoBOAUTCS pabOTHUKAMU OpTraHU3alliK, B 00S3aHHOCTH KOTOPBIX
BXOJIUT 3aBeleHHE U (OPMHUPOBAHUE JI€J, MPU METOAMYECKON IMOMOILIM U IOJA KOHTPOJIEM
OTBETCTBEHHOTO 3a apXUBOOPA30BaTENbHON OpraHU3aIHH.

B 3aBucuMoOCTH OT CPOKOB XpaHEHHS! MPOBOAUTCS MOJHOE WM YacTUYHOE O(hopMIIEHUE
aell.

[TomHOMY OOpMIIEHHIO TTOIEXkKAT JIeNia TIOCTOSTHHOTO, BpeMeHHOTo (cBbime 10 ier)
XpaHeHus (10 JMYHOMY COCTaBY, JUYHBIE JeJla YBOJIEHHBIX paboTHUKOB). [lomHOE 0opmieHue
JieJ1a pelyCMaTpUBaeT:

o MOAIIMBKY WJIM TBEPABINA IIEPEIUIET JeNa;

. HYMEpALUIO JIUCTOB B JIEIIE;

. COCTaBJICHHE JIUCTa-3aBEPUTEIIS;

. cocTaBJeHHE B OCOOBbIX ciayyasx (Ipu o(OpMIIEHUHU JMYHBIX AeJ, A ydeTa
0c000 IIEHHBIX JOKYMEHTOB) BHYTPEHHEW OMUCH JIOKyMEHTOB JIeJia;

(] BHECCHUEC HGO6X0}II/IMLIX YTOLIHGHI/II;'I B PCKBU3UTHI 00JI0KKH JAciia (YTOquHI/Ie

Ha3BaHUA MOAPa3aACICHUA, MHACKCA U 3aroJIoBKa J€ja, AaThbl JCj1a U le)

Jena BpemerHoTO (10 10 JIET BKIIFOUNTENFHO) XPAHEHUS TOJIEKAT YACTHIHOMY
oopmiienuro. Jlomyckaercs:

° XpaHUTb JACJIa B CKOPOCIINBATCIIAX

° HC MPOBOJUTH NEPECUCTEMATHU3ALUIO TOKYMCHTOB B JICJIC,
. JIMCTBI AC€JIa HE HYMEPOBATh,

. 3aBCPUTCIIBHBIC HAATINCH HE COCTABJIATh.

JIOKyMEHTBI, MOAJIeKAIINE MOJHOMY O(QOPMIICHHIO, MOALIMBAIOT HA YETHIPE MPOKOJIA B
TBEPIYIO 00JIOKKY M3 KapTOHA HITH MEPETJICTA0TCS C YIETOM BO3MOXKHOCTH CBOOOHOTO YTCHUS
TCKCTAa BCCX JOKYMCHTOB, AT, BU3 U peBOJ'IIOL[I/If/'I Ha HUX. HpI/I IIOATOTOBKE €I K INOJIINBKE
(meperuieTy) METATHYECKUE CKPETUICHHS (CKOOBI, CKPETKH) U3 TOKYMEHTOB yaansroTcs. Jlema
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IIOCTOSIHHOTO XPAaHEHMs, COCTOSIIME W3 He()OPMATHBIX JOKYMEHTOB, XPaHATCA B 3aKPBITHIX
TBEPJIbIX MANKaX C TPeMsl KJIallaHAMU U C 3aBSI3KaMH.

[Tpn Hanuuuu B Aene HEBOCTPEOOBAHHBIX JHMUYHBIX JOKYMEHTOB (TPYIOBBIX KHUXKEK U
Ip.) 3T JOKYMEHTBI BKJIaJbIBAIOTCSI B KOHBEPT, KOTOPBIM 3aT€EM MOALIMBAETCS B 3TO 1eno. [Ipu
HJINYUK OOJIBIIOrO KOJMYECTBA TAKUX JOKYMEHTOB OHM MOI'YT M3bIMAThCS U3 JIeJd, U Ha HUX
COCTABJIICTCS OTJEIIbHAS OIKCh.

B koHume kaxmoro nena NOJIIMBAIOTCS YUCTbe ONaHKU (opM A 3aBEpUTEIbHOU
Ha/IIUCH.

B nemsx oOecnedyeHMss COXpPAaHHOCTH M 3aKpEIUIEHUS TOPSJKAa PacHoI0KEeHUs
JOKYMEHTOB, BKJIFOUEHHBIX B JIEJI0, BCE JINCThI, KPOME 3aBEPUTEILHOT0, HyMEPYIOTCS apaOCKUMU
nudpaMu B IIPaBOM BEpPXHEM YINy, HE 3aJeBasi TEKCTa JOKYMEHTa, MPOCThIM TIpaduyecKuM
KapaHJallloM WIM HyMepaTtopoM. YTOTpeOJIeHHe 4YepHWI W IIBETHBIX KapaHAamed uis
HyMepaluu JIMCTOB 3ampeliaeTcs. BHyTpeHHss onuch MMEET CaMOCTOATENbHYIO HyMEpaLHIO.

JIvcTel €, COCTOSIIMX M3 HECKOJIBKMX TOMOB WJIM 4acTed, HyMEpYTCsS IO KaKIOMY
TOMY WJIM YacTU OTJEIBHO.

dotorpaduu, 4epTekd, AUArpaMMbl M JAPYrHe WIIOCTPATUBHBIE U CHELU(pHUECKUE
JOKYMEHTBI, IPEJICTaBIISIIOIIME CAMOCTOSITENIbHBIN JIUCT B Jiel€, HyMEpPYHOTCsl Ha 00OpOTHOM
CTOPOHE B JIEBOM BEPXHEM YTIIy.

CnokeHHBIM JUCT pa3BOpauMBaETCi U HyMEpyeTcs B IpaBOM BepxHeM yriy. [Ipu sTom
aucT Jroboro Qopmara, HNOJIIMTHIA 3a OJUH Kpail, HyMmMepyercss Kak OJWH JIMCT; JIUCT,
CJIOKEHHBIN U MOJILIUTHIN 32 CEpEANHY, MOJUIEKUT MEPEIINBKE U HyMEpYeTCsl KaK OJIUH JIUCT.

[TommuTele B €0 KOHBEPTHl C BIIOKEHUSMM HYMEpYIOTCS; NP 3TOM BHauaje
HyMEpYyeTcsl KOHBEPT, a 3aT€M OYEPEIHBIM HOMEPOM KaX/10€ BJIO)KEHNE B KOHBEPTE.

[TonmmTsie B 1€10 JOKYMEHTHI C COOCTBEHHOW HyMepaluel JUCTOB (BKIIIOYas [eYaTHbIE
U3JIaHKUs) MOTYT HyMepoBaTbcs B OOIIEM MOPSAJIKE UM COXPAHATh COOCTBEHHYIO HyMEpaluIo,
€CIIM OHA COOTBETCTBYET MOPAIKOBOMY PACHOJIOKEHUIO JTUCTOB B JIEIIE.

B cnyuasx oOHapykeHUs OOJBIIOr0 4YHciaa OIMOOK B HyMepalUH JHMCTOB Jiefla B
JIEJIONPOU3BOJICTBE MPOBOJAUTCS HUX mepeHymepanus. llpu nepeHymepanuu JUCTOB CTaphle
HOMEpa 3a4€pPKUBAIOTCA OJHOW HAKIOHHOW YE€pPTOM M PAIOM CTaBUTCS HOBBI HOMED JIUCTA; B
KOHIIE JeJa COCTaBJIAETCS HOBAs 3aBEpPUTENbHAs HAINCh, IPU 3TOM CTapas 3aBEpUTENIbHAs
HAJMNCh 3a4€PKUBAETCS, HO COXPAHSETCS B JIENE.

Jlnsg ydera KoiuuecTBa JIUCTOB B Jefie M (PUKCAlMM OCOOEHHOCTEM UX HyMepaluu
COCTaBJISIETCS 3aBEPUTEINIbHAS HAANKCh Jena. OHa COCTaBIsAETCSA B J€JI€ HAa OTAEIbHOM JIUCTE —
3aBepuTeIe Jeia. 3aBepUTeNbHas HaIHUCh COCTABIISETCS [0 YCTAHOBJIEHHON (opMe.

Bce mocnenyromue M3MeHEHHs B COCTaBe M COCTOSHUHU Jiesia (MOBPEXKICHMsS, 3aMEHa
MOJJIMHHBIX TOKYMEHTOB KOMMSIMH, IPUCOEINHEHNE HOBBIX JJOKYMEHTOB U T. JI.) OTMEYaloTcs B
3aBEpUTENBHON HAJIUCHU CO CCBUIKOM HA COOTBETCTBYIOLINH aKT.

OO6noXxKa Jien MOCTOSHHOTO, BpeMeHHOro (cBbimie 10 neT) XpaHeHUs U MO JTUYHOMY
cocTaBy 0popMIISIETCs 10 YCTaHOBJIEHHOM dopMe.

Ha o0noxke nen MOCTOSHHOIO XpaHEHUS BBEPXY MpPEIyCMaTpUBAeTCs MECTO s
HAaMEHOBAHMS TOCYJapCTBEHHOIO apxXHuBa, B KOTOPbI OHM OyxyT mepelaHbl, a Takke
apXUBHOTO MIK(pa B IPaBOM BEPXHEM U JIEBOM HUIKHEM yIJIax.

[Tpu odopmuennn 0070kKH nen HauMeHoBaHUe LIIKoJbl yka3bIBaeTCs IMOJHOCTBIO MO
yCTaBy, B UMEHUTEIBHOM MaJIeKe, COKPAILIEeHHOE Ha3BaHUE — B CKOOKaX.

OO0s3aTenbHBIME PEKBU3UTAMHU OOJIOKKHU JieJia SBJSETCS YKa3aHHWE KOJMYECTBA JIUCTOB B
7eie, KOTOpOe MPOCTaBISAETCA Ha OCHOBAHUU 3aBEPUTEIBLHON HAAMMCHU JIe]1a, U CPOKA XPAHEHUS
nena (Ha Jenax IOCTOSIHHOTO XpPaHEHHWs MUILETCS: «XPAaHUTh IOCTOSHHO»), KOTOPBIN
MIEPEHOCUTCS] Ha OOJIOKKY Jela U3 HOMEHKJIATYphl IOCIE CBEPKH €ro M0 CpOKaM XpaHEHHs B
HepeyHe.

JUis yuera JNOKyMEHTOB OIPEIENCHHBIX KAaTEropuil Aea MOCTOSHHOIO M BPEMEHHOIO
(cBbime 10 yer) XpaHeHUs, y4eT KOTOPBIX BBI3BIBAETCS CIEUU(UKON NaHHON JOKYyMEHTAIHU
(J1m4HBIE Aena, 0co00 LIEHHBIE), COCTABIIAETCS BHYTPEHHSS ONMCh JOKYMEHTOB JIeJIa.

BHyTpeHHIOI0 OomMCh HEOOXOAMMO TaKKe COCTaBIsATh B JeflaX IOCTOSIHHOTO U
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BpeMeHHOro (cBbime 10 jeT) XpaHeHus, c(QOPMUPOBAHHBIX O PA3HOBHUIHOCTSIM JOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBHIBAIOT KOHKPETHOE COJIEPKaHUE JOKYMEHTOB.

BHyTpeHHsIT ONMUCh COCTaBIIAETCS HAa OTACIBHOM JIHCTE 110 YCTAHOBJEHHOH Qopme,
KOTOpasi COJEPKHUT CBEAECHUS O MOPSAJKOBBIX HOMEpPAX JOKYMEHTOB Jeia, UX MHAEKCAaX, Jarax,
3aroJIoBKax U HoMepax JIMCTOB JieJIa, Ha KOTOPBIX PACION0KEH KaKIAbIA TOKYMEHT.

K BHyTpeHHEl omucu Jena COCTaBJISETCS WUTOrOBas 3allliCh, B KOTOPOW YKa3bIBACTCS
nuppamMu ¥ MPONMHUCHI0 KOJIMYECTBO BKIIFOYCHHBIX B HEE JTOKYMEHTOB M KOJHUYECTBO JIMCTOB
BHYTPEHHEHN OIMCH.

BayTpeHHss1 onuch NOANMKUCHIBAETCA €€ COCTABUTEIEM C YKa3aHUEM JOJKHOCTH, OAIUCH,
pactGpOBKHU IMOJIUCH U HYyMEPYETCS B JIEJe OTIAEIBHO.

10. XpaHeHHe M YHHUTOKeHHE JOKYMEHTOB.

JlokyMeHTHI (Z1e71a) ¢ MOMEHTa co3faHus (MOydeHHs1) Wik (OPMHPOBAHUS XPAHATCS B
OpTaHu3aIiH JI0 Mepelaui apXUBHOMY YUPEKICHUIO.

PykoBoauTenb 00pa3oBaTeIbHON OpraHU3allMi M CIICHUAIBHO Ha3HAYCHHOE JIMIO (JTUIA)
00s13aHBI 00ECIICYUTh XPAHCHUE JIOKYMEHTOB U JICI.

Jlena nOMKHBI XPAaHUTHCS B BEPTHKAITBHOM TOJIOKEHUH B MIKadax, KOTOPhIE 3aKPhIBAIOTCSI.
Ha kopermrkax 0010eK Jie)T yKa3bIBalOTCs HOMEpa el

Breraga gen Bo BpeMeHHOE TOJIb30BaHWE pabOTHHKAM OOpa3oBaTENbHOW OpraHU3aIMH
OCYIECTBIISICTCS C YCTHOTO Pa3pelieHUsi ero PYKOBOJIHUTEIS, a APYTUM YUYPEXKICHHUSIM - C €ro
MUCBMEHHOTO pa3pemieHusi. Ha BBIIaHHOE AEN0 COCTABISCTCS KapTO4YKa - 3aMEHUTENb. B
KapTOYKe YKa3bIBAlOTCS HOMEp Jejia, 3aroJIOBOK Jiejia, JlaTa €ro BbIIAyuH, JIHIO0, KOTOPOMY JIEJIO
BBIJIAHO, JIaTa €r0 BO3BPAaTa, MOAIKCH JIUII, KOTOPHIE BBLAAIHN U IPUHSUIIH JETIO.

[IpenocraBieHue el BO BpeMEHHOE TOJIb30BaHUE OCYIIECTBIISICTCS He OoJiee YeM Ha OJTUH
MECSIIL.

W3baTre TOKYMEHTOB U3 Jiea MOCTOSTHHOTO XPaHEHUs 3ampeniaerca. B UCKITIoUnTebHBIX
Cllydasix HU3bSATHE IOKYMEHTOB JOIyCKAeTCsS C Pa3pelIeHUs PYyKOBOAMTENS 00pa3oBaTEIbHOM
OpraHM3aIy ¢ 00s3aTeNbHBIM OCTABJICHHUEM B JIeJie 3aBEPEHHBIX JTOIKHBIM 00pa30M KOTHIA.

[Tocne OKOHYAaHWsI CpOKa XpaHEHHS JOKYMEHTOB, KOTOpBIE HE TMOJIEKAT Iepenade
ApPXUBHBIM yUPEKJIEHUSIM, TOKYMEHTHI CITUCHIBAIOTCS KOMUCCHEH 00pa3oBaTelbHONW OpraHU3aIuu
M0 TPOBEJCHHUIO DSKCIEPTU3Bl IIEHHOCTH JOKYMEHTOB, KOTOPYIO Ha3HA4aeT pPYyKOBOJHUTEIb
oOpa3oBaTenpHOM oOpraHu3zanud. Ha cOHCaHHYI0 JOKYMEHTAIlMI0 JKCIEepPTHAas KOMHCCHUS
COCTABJISIET COOTBETCTBYIOIIMM aKT.

CrucanHasi JOKyMEHTAlUs YHUUTOXKAETCS.
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