MYHHUIIUNIAJIBHOE BIOJKETHOE OBIIEOBPA3OBATEJILHOE YYPEXJIEHUE
«ITKOJIA-TUMHA3HSI Nel» FOPOJICKOI'O OKPYT'A CYJAK

MMPUKA3
25.04.2023 r. r.Cynak Ne 144
06 yreepaesnn HHCTPYKUMH 110 BEICHHIO
Je;10BO# JoKyMeHTaHA B MyHHIANATLHOM
Gro/keTHOM 0611€00pa30BaTEILHOM yPEKACHAN
«IIIkosa-rumuazns Ne 1» ropoickoro okpyra
Cypak B HOBOH peaKiuy
Bo ucnonHeHuHe nucbMa MHUHHCTEPCTBA obpazoBaHus, HAYKH M MOJOJCHKH Pecny6muku KpeiM OT
30.03.2023r. Ne1543/01-14, mpukasa MuHHCTEPCTBA 06pazoBaHus, HAYKH H MOJOJCKH Pecrybnuku
Kpemm Ne565 ot 27.03.2023r. «O NpU3HAHKE YTPATABIIMM CHITy NpUKa3 MumrcTepcTBa 00pasoBanus,
HayKy H Mojofieku PecryOmmKu Kpemv ot 11.06.2021 Nol018», muceMma oTaena 0Opa3oBaHHS
anmuarcTpanun ropoga Cynaka 0131.03.2023 Ne01-14/245, B COOTBETCTBMH C MeTroau4ecKuMu
peKOMeHIaluIMH o BEJICHUIO JIeJIOBOM JOKyMEHTaIUH
B TOCYIApCTBEHHBIX ¥ MYyHHIMIATBHBIX JIOLIKOMBHEIX 00pa3oBaTeNbHbIX M 061eobpazoBaTeibHbIX
OpraHu3alusX Pecniyonuku Kpemv (IIpunoxkenue K macemy ot 30.03.2023r. Ne1543/01-14), ¢
delepabHBIM 32KOHOM OT 29.12.2012 Ne 273-®3 «O6 obpasoBaHuu B Poccuiickoit enepauun», ¢
peleHreM MelaroruIeckoro CoBeTa npotokon Ne 4 oT 19.04.2023r., ¢ €0 YCTAHOBICHHUA €HHOTO
ropsiika paboTsl ¢ IOKYMCHTaMH B 061eo6pasoBaTeNbHbIX OpraHu3allisiIX Pecny6nuku Kpbiv,
[IPHKA3BIBAIO: :
1. TlpusHarts yTpaTHBIIHM CHIy TpHKa3 MyHHIENIATEHOTO OIO/KETHOTO 061meo0pa3oBaTeibHOIO
yupexnenns «llIxoma-ruMHasH Ne 1» ropoackoro oxpyra Cynak Ne336 or 30.08.2021r. «O6
yTBepXK/eHIH VIHCTPYKIIMH IO BEJICHHIO JlentoBoil oKymeHTanuu B MyHHIMIATBHOM O10UKETHOM
061meobpa3oBaTeIbHOM YIPEKACHHH «I1Ikona-rumuasus Ne 1» ropozicKoro okpyra Cypax».
8 V1BepauTh VIHCTPYKIMIO TIO BEACHMIO IeIoBOM  JIOKyMEHTAalMH B MyHUIETIATEHOM
GIOJUKETHOM 00IIe00pa3oBaTe/IbHOM  yIPeKICHHHN «IlIkona-raumHazust Ne 1» ropozckoro OKpyra
Cynak B HOBOM peJaKIliy (Tpunoxenue 1).
3. Hacrosumit npukas pasMECTHTH Ha wHOOPMALIMOHHOM CTEHIE H odHIMAIBHOM CaHTe
MyHHIUIATEHOTO  OIOJKETHOTO 0611e06pa30BaTeNbHOr0  YIPEKACHUA «Illkoma-rumuasust Ne  1»
roposckoro okpyra Cyaax 10 01.05.2023r.
4. Beectu B jeifcTBre VHCTPYKIMIO IO BEJICHHUIO JeJTOBOil JOKYMEHTallmi B MyRANIMIATEHOM
610KETHOM 0611e00pasoBaTeIbHOM YUPERKICHIN «Illxona-rumHazust Ne 1» FOpPOJICKOTO OKpyTa
Cynak B HOBOH peiaKiluy ¢ 01.05.2023r.
S. Cexperapio pyKOBOIMTEI Jlsicenko W.H., OTBETCTBEHHBIH 32 BEICHHE JeNONpPON3BOJACTBA B
061e00pa3oBaTeIbHOM YUPEKICHHH: .
5.1. Jloect TpeOOBaHUA HACTOAIIETO HpHKa3a J0 CBENCHUSA pabOTHHKOB 0611e00pa3oBaTeIbHOTO
YUPENKJCHUS KO 28.04.2023r.
59 OGecrmedyuTh TEKYIMH KOHTPOJIb 32 CBOCBPEMCHHEM pacCMOTPEHHEM H MPOXOXKICHUEM
JOKYMEHTOB 00pa3oBaTeIbHOTO yIPEHICHNA.
53. O6ecneduTh COOMIOACHHE  CAMHBIX TpeGoBanuit 1O  TIOATOTOBKE JIOKYMEHTOB U
opranu3auyy paboTel C HUMH B yCIOBHAX 3IEKTPOHHOTO JOKYMEHT0060poTa
5.4. O6ecneduTsh GOPMUPOBAHUE U XPAHCHHUC JOKyMEHTaLMOHHOTO QoHIa U ero UCIIOJIb30BAHHUE.
6. KOHTpOJIb 110 COOIIOASHHIC TpeGOBaHHUH OCYMNECTBICHHA JIOKyMEHTHPOBAHUSl, YCTAHOBJICHHBIX
HacTosmIel MMCTpyKIHMEH, Bg@ﬁﬁﬁ%ﬁﬁﬁmmﬁmero IpHKa3a BO3JIOXKHUTH Ha 3aMecTHTeNER
JEpEKTOpa B paspese NOKHOLT S OOARFOCTR. :
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[Ipunoxenue 1

YTBEPXIAEHO

npuka3 MbOY «lllkoaa-rumuazus Nel»
ropoackoro okpyra Cynak ot 25.04.2023 Ne 144

HHCTPYKIUSA
10 BeJAEeHUIO /1eJI0BOM JOKYMEHTAIlUN
B MyHUIIMTIAJIbHOM OI0’KETHOM 00111€00pa30BaTEIbHOM YYpeKIeHUH
«Ikoma-rumuazus Ne 1» ropoackoro okpyra Cyaak

1. O6mue nosoxKeHU.
WMHCTpyKIMS IO BEACHUIO AEJIOBOM JOKYMEHTAlMK B MyHUIIUIIAIbHOM
OromkeTHOM 0011e00pa3oBaresibHOM yupexaeHuH «Llkona-rumuazust Ne 1»
ropoJckoro okpyra Cynak(nanee — HCTpyKIHs) pa3paboTaHa B COOTBETCTBUH CO
CJIETyIOLIMMU HOPMATHUBHBIMU IOKYMEHTAMHU:

- denepanbHbiii 3ak0oH 0T 29.12.2012 No 273-d3 «O6 obpa3zoBaHUM B
Poccuiickon @enepannmny;

. ®enepanbHblii 3ak0H 0T 27.07.2006 Ne 152-®3 «O mepcoHaIbHBIX
JTAHHBIX»;

- 3akon Pecnybmuku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «OG06
oOpa3oBanuu B PecniyOmnnke Kpbimy;

- npuka3 PeaepasbHOr0 areHTCTBA MO TEXHUYECKOMY PEryJIUPOBAHUIO
U MeTpojornu MuUHHCTEpCTBA MPOMBIIUIEHHOCTH W TOproBau Poccuiickon
®enepanun ot 08.12.2016 Ne 2004-ct «O0 yTBEpkKACHUH HALKUOHAIBHOTO
cragaapra Poccuiickoit @enepaunmnm;

- npuka3 PeaepasbHOr0 areHTCTBA MO TEXHUYECKOMY PEryJIUpOBAHUIO
U METPOJOTMM MMHHUCTEPCTBA MNPOMBIIIIEHHOCTH W TOpProein Poccuiickoii
Odeneparun ot 14.05.2018 No  244-ct  «O0 yTBEepXKIACHUU HU3MEHEHUSI
K HallMOHAJIbHOMY cTanaapty Poccuiickon denepauumy;

- npuka3 @enepanpHoro apxuBHoro areHrcTa ot 20.12.2019 r. Ne 236
«O6 ytBepxkeHuu llepedHsi TUMOBBIX YIPAaBJIEHYECKUX APXHUBHBIX JOKYMEHTOB,
o0pa3yromuxcsi B Mpolecce AesTeNbHOCTH TOCYJapCTBEHHBIX OpraHOB, OPraHOB
MECTHOT'O CaMOYIIPABJIEHUS U OPraHU3alNi, C YKa3aHHUEM CPOKOB UX XPAHEHUS»;

- npuka3 Munucrepcrsa npocsemennss CCCP or 30.12.1980 N 176
«O BBemeHuu B JeucTtBue llepedHss HOKYMEHTOB €O CpPOKaMHM XpaHEHHMs
MunucrepctBa mpocsemenuss CCCP, opraHoB, ydpexaeHWil, OpraHu3anui
CUCTEMBI MPOCBELICHUS.

WNHcTpykuus ycraHaBivMBaeT oOuue TpeOOBaHUS K BEICHHUIO JEJIOBOM
JOKYMEHTAIMU B 00pa30BaTEIbHOMYUYPEKICHUH.

[Ipumenenne MWHCTpyKIMH JODKHO CHOCOOCTBOBaTh  (hOPMUPOBAHMIO
o(puLHMaTbHO-AEI0BOr0 CTUIIS JOKYMEHTOB, COKPALEHHUIO 3aTpaT TpyJa U CPEACTB
B IIPOLIECCE CO3/IaHUs JOKYMEHTOB.

WHcTpykuMs ~ pacnpocTpaHsieTcss ~ Ha  OpraHu3anuio  paboTel ¢
JOKyMEHTaMH HE3aBUCUMO OT BHJA HOCHUTENS, B TOM YMCIIE 3JIEKTPOHHBIMU
JIOKYMEHTaMH, BKJIOYas MOJArOTOBKY, 00paOOTKy, XpaHEHHE M HCIIOJIb30BAHUE
JOKYMEHTOB, OCYILIECTBIIIEMBIX C IPUMEHEHHUEM HH(POPMALIMOHHBIX TEXHOJIOTHA.



OcobeHHoctu paboThl € JOKYMEHTaMH, COAEpXAIIMMU KOH(PHUACHIMAIHHYIO
uHpopMaruio (CIy>keOHyl0 W HHYIO TailHy, T[epCOHaJbHbIE JIaHHBIC),
PETYIHUPYIOTCST  CTIENUAIbHBIMA ~ HOPMAaTUBHBIMH  aKTaMH  (MHCTPYKIHSMH,
MIOJIO’KEHUSIMH, TIPaBUJIaMHU), YTBEPKAAEMBIMU PYKOBOAHUTENEM 00pa30BaTEIbHOMN
OpraHu3alMH.

OTBETCTBEHHOCTh 3a OpraHu3alMil0 W COCTOSHUE JICJIONPOM3BOJCTBA B
00pa3oBaTenbHON OpraHu3aliy HECET PYKOBOIUTEb, KOTOPBIN:

- Ha ocHOoBaHuu MHCTpyKIMu pa3zpabarbiBaeT U yTBepxkaaeT MHCTpyKIHIO 1O
JIEJIONPOU3BOACTBY U HOMEHKIIATypy el 00pa3oBaTesIbHON OpraHu3alllii;

- KOHTPOJHUpYeT  coOiojieHHe  TpeOOBaHUN  YTBEPXKICHHOM B
oOpa3oBareiapbHOW  Opranm3anuu  WHCTPYKIIMM 1O  BEICHUIO  JIETIOBOM
JOKYMEHTAIIH;

- IPOBOJIUT MPOBEPKY COCTOSIHUSA JAEIIONPOU3BOCTBA;

- obecrneuynBaeT METOJIUYECKOE PYKOBOJCTBO, MHCTPYKTaXX M KOHTPOJIb 3a
COOJIIOJIEHNEM YCTAaHOBJIEHHOI'O MOPsIAKA padOThI ¢ JOKyMEHTaMU;

- UWHUIUUPYET TMOBBIIICHUE KBATH(PHUKAIMK pPaOOTHUKOB IO BOMPOCAM
JIeJIONPOU3BOICTBA;

- YIOCTOBEPSIET MOIMUCHIO U MEYaThIO JOKYMEHTHI.

HemnocpencTBeHHO BeAET JENONPOU3BOACTBO B 00pa30BaTENbHON OpraHu3aluu
cekpeTapb U (MJIM) OTBETCTBEHHBIM 3a BEJEHUE JIENONPOM3BOJICTBA (Hayiee —
CeKpeTapb), KOTOPbII Ha3HA4aeTcs MPUKA30M PYKOBOAMTENS 00pa3oBaTeIbHOM
OpraHU3alHH.

CekpeTapb B COOTBETCTBUU C BO3JIO)KEHHBIMHU HA HETO 33JJa4aMH:

- OCYLIECTBIIIET PETUCTPALIMIO U yUET TIOKYMEHTOB;

- OpraHu3yeT JOKyMEHTO000pOT, POpMUPOBAHUE /1T, UX XPAHCHHE;

- OCYIIECTBIISIET TEKYIIM KOHTPOJb 32 CBOCBPEMEHHBIM PAaCCMOTPEHUEM H
MPOXO0KJIEHUEM JOKYMEHTOB 00pa30BaTEIbHOIO YUPEKIACHUS;

- o0ecrieynBaeT coOII0IEHNE €IUHBIX TPEOOBAHMI IO MOATOTOBKE JOKYMEHTOB U
OpraHu3aluy padoThl C HUMH B YCJIOBUSX 3JIEKTPOHHOTO IOKYMEHTO000POTA;

- 000061maet uadopmairo 00 00beMax JOKyMEHTO000POTa;

- opranmzyeT (OpMHUpPOBAHHE W XpaHEHHE TOKyMEHTAIMOHHOTO (OHIIA U €ro
HCIOJIb30BAHUE.

OO0pazoBaTebHOCYUPEKICHUE BIPABE NMPUMEHATh B CBOEH JESITEIBHOCTH
AJIIEKTPOHHBIA  TOKYMEHTOOOOPOT, KOTOPBIA  MpeaycMaTpuBaeT  CO3JaHUE,
NOJIMUCAaHUe, MCIOJIb30BAaHUE W  XPAaHEHHWE JIOKYMEHTOB, CBS3aHHBIX C
JeSTeNIbHOCThIO  00pa30BaTeNIbHON OpraHu3alii, B JIIEKTPOHHOM BHJe 0e3
nyOnupoBaHusl Ha OymakHOM HocuTene. PemieHue o BBEIEHUM 3JIEKTPOHHOIO
JOKYMEHTOO0OpOTa M MOPSAJOK  €ro  OCYIIECTBICHMS]  yTBEpPXKAAeTCs
00pa30BaTEIbHBIMYUYPEXKICHUEM 110 COTJTACOBAHUIO C €r0 YUPEIUTEIEM.

Bes penmoBas mokyMmeHTaluss XpaHUTCS B CIEHHMATBLHO 0O0OpPYAOBaHHBIX
NOMEIIEHUIX, mKadax uinu ceidax ¢ cobmoaeHnemM tpedoBaHuii denepanbHOTO
3akoHa Poccuiickoit @enepaunu ot 27.07.2006 No 152-®3 «O mnepcoHaIbHBIX
TAHHBIX).

PaboTtarh ¢ TOKyMeHTaMu BHE CIY>KEOHBIX TOMEIICHUI 3anpeniaeTcs.



2. JIOKyMeHTBHI 00111€00pa30BaATEIbHOI0 YUpeKAeHHS.

PykoBonuTens 00pa3oBaTeNbHOTO YUPEXKACHUS WM JIUIO, WUCIOIHSIOIEE
€ro O0O0S3aHHOCTH, W3/JaeT TPUKa3bl, WHCTPYKIUH, TIpaBUIa, TIOJOXKCHHS,
00s13aTeNbHBIC TSI HCTIOJTHEHUS BCEMHPAOOTHIUKAMH.

Xon oOcyXkIeHHsT BONPOCOB Ha 3aCeNaHUAX KOJUICTHAIBHBIX OPIaHOB,
COBETOB, COOpaHMsX, COBCIIAHUSAX © pEIICHHUS, MPUHAMAeMble Ha HHX,
(UKCHUPYIOTCS B TPOTOKOJIAX.

JIis OCYIIECTBJICHHUS OMEPATHBHBIX CBA3CH C JPYTMMH OPTaHU3AIHUSIMH H
rpakJaHaMu HUCIOJIB3YIOTCS Takue (OpMbl, KaKk TUChMa, (DAKChI, TEIETPaMMBI,
TeneOHOTPaAMMBI.

JIJis  oCyIlecTBIEHUSI TpUEMa, YBOJBHEHHUSA, TMEpeMeIIeHUs pPabOTHUKOB,
MIPEIOCTABICHUS UM OTITYCKOB O(QOPMIISIOTCS TPYIOBBIE JOTOBOPHI, MPUKA3BI IO
JUYHOMY COCTaBY, 3asIBJICHUS, TPYAOBbIC KHIDKKH, TIMYHBIC KAPTOUKHU U JP.

Y4eOHO-nIEnarornyeckas J0KyMeHTalMsl.

VY4yeOHast JOKyMEHTalMsi — OTO KOJMYECTBEHHAs M  KaueCTBEHHas
XapaKTePUCTUKU COCTOSIHUS Y4eOHOM, METOIMYECKONM M BOCHUTATENbHOU padOThI
0o0pazoBaTebHOW OpraHu3aIiu.

[legarornueckue pabOTHUKH npu peanuzanuu OCHOBHBIX
00111e00pa3oBaTeNbHBIX MPOTpaMM  OCYILECTBISIOT TOJATOTOBKY  CIIEAYIOIIEH
JToKyMeHTaruu (mpuka3 MuHucTepcTBa npocsenienus Poccuiickoit @enepanuu ot
21.07.2022 Ne 582 «OO0 yTBepkIE€HUU TEPEUYHS JIOKYMEHTAIlMU, MOATOTOBKA
KOTOPOW OCYIIECTBISIETCA TMEJaroriuecKuMu pabOTHUKAMU TIpU  peaiu3aiiu
OCHOBHBIX 00111€00pa30BaTEIbHBIX TPOTPAMM):

- pabouasi mporpaMMa y4eOHOro MpeaMeTa, yueOHOro Kypca (B TOM 4HUCIE
BHEYPOYHOU AEATEIBHOCTH), y4€OHOTO MOIYJIS;

- )KypHaJ yueTa yCleBaeMOCTH;

-)KypHaJI BHEYPOUHOU JEATEIBbHOCTH (I MEeAarornyeckux pabOTHUKOB,
OCYLIECTBISIOIINX BHEYPOUHYIO AESTENbHOCTD);

- IUIaH BOCHMTATENbHOM paboThl (sl MEJAaroruyeckux pabdOTHUKOB,
OCYLIECTBISIOMUX QYHKIIUU KIIACCHOTO PYKOBOIAUTEIIN);

- XapaKTepUCTHKa Ha oOydJaroierocs (1o 3ampocy).

[IxonbHBIE JOKYMEHTHI JOJIKHBI O(GOPMIISITECS CBOEBPEMEHHO, YETKO,
pa30opunBO, 0€3 MOAYMUCTOK, TOMAPOK, BHI3BIBAIOIINX COMHEHUE B MPABUILHOCTU
BHECEHHBIX JaHHBIX.

3anucu B TIOKYMEHTaX JIOJKHBI IPOU3BOJIUTHCS IAPUKOBOM pyYKOM YEpHOTO
1[BETA.

Ommbka, mOMyImIeHHAass B TEKCTE WM IUGPOBBIX MJaHHBIX JOKYMEHTA,
UCTIPABISIETCS.  CIHSAYIOIMM  00pa3oM: OmuUOOYHBIE CJoBa WM [U(PHI
3aYEPKUBAIOTCS TaK, YTOOBI MOKHO OBUIO MPOYECTh 3aUE€PKHYTOE, a CBEPXY, JIMOO
psnoMm, 10O Ha TMOJSAX MHUIIYTCS YTOYHEHHbIE JaHHble. Bce BHecCEHHbIE
WCIIPaBJICHUsS] JIOJDKHBI OBITH OTOBOPEHBI UM 3aBEPEHBI MOAMHUCSIMHU  JIMII,
OoQOpMUBIIMX JOKyMEHT. 3a JOCTOBEPHOCTh CBEICHMI, COIAEpKAIUXCS B



JIOKYMEHTAaX, HajyIexkaIiee nx ohopMIIEHHE HECYT OTBETCTBEHHOCTh JTOJDKHOCTHBIS
JU1a, TOAMKUCABIINE TOKYMEHT.
B coctaB 10KyMeHTOB 00pa30BaTEIbHOTOYUYPEKACHUS BXOIST:
- OpraHu3aIlMOHHBIC IOKYMEHTHI;
-yCTaB OpraHu3aluu;
- JIOTOBOP C YUPEIAUTEIIEM;
-TI0JIOKEHUS O TIOAPA3ACICHUAX (TIPU HATHMYHH);
- MPaBOYCTAHABIUBAIOIINE JOKYMEHTHI;
- IOJDKHOCTHBIE MHCTPYKITUU COTPYIHUKOB;
- KOJUICKTHUBHBIN JOTOBOP;
- IITATHOE PacClKCaHHUE;
- MpaBUJIa BHYTPEHHETO TPYJ0BOr0 pacropsiika u Jp.
PacniopsinutenbHbie IOKYMEHTHI:
- IPUKA3bL;
- pacropsiKeHus;
-UHCTPYKIUU U JIP.
NudopmaiimoHHO-CIpaBOYHBIEC IOKYMEHTHI:
- POTOKOJIBI;
- TJIAHBI;
- OTYECTEI;
- CTIPaBKHU U JIp.
Bce xHMTH M KypHAJIbI, KOTOpPBIE BEAYTCS B 0Opa3oBaTEIHbHOM YYPEKICHHHM Ha
OyMa)XHBIX HOCUTEJISIX, IOCTPAHUYHO MTPOHYMEPOBBIBAIOTCS, MPOIITHYPOBBIBAIOTCS
Y TOANKMCHIBAIOTCS pyKOBoauTeNneM. [loanuch pyKoBOAUTENS 3aBEPSCTCS M€UaThIO
o0Opa3oBaTeIbHON OpraHU3aIluH.

3. IIpaBuia opopmiieHHsI JOKYMEHTOB

OcHoBHbIEe TPeOOBaHUSA MO 0(POPMIICHHUIO TOKYMEHTOB.

JIOKyMeHTBI MOTYT co37aBaThCs Ha OyMaKHOM HOCHUTENIE "
B DJIEKTPOHHOW (opMe ¢ COONIOACHHEM YCTAHOBJIEHHBIX MNpPaBHl O(OPMIICHHUS
JIOKYMEHTOB.

[Ipu co3maHuM JOKYMEHTa Ha JIByX U 0Oojiee CTpaHUIAX BTOPYHO U
MOCJEAYIOIIUE CTPAHULIBI HyMEPYIOT.

Jlommyckaetcsi co3jaHue JOKYMEHTOB Ha JIMIEBOM U OOOPOTHOM CTOpOHAX
mucta. IIpu 1BYCTOpOHHEM CO3/1aHMM JOKYMEHTOB WLIMPHHA JIEBOIO IIOJS Ha
JUILIEBOM CTOPOHE JINCTA M MPABOro IOJIE Ha 0OOPOTHOM CTOPOHE JIMCTa JOJIKHbI
OBITH PaBHBI.

[IpeanouTuTenbHBIMA ~ TapHUTYpAMU U pa3MepamMu  MpPUDTOB IS
PEKBU3UTOB JOKyMeHTa sABJstoTCs Ne 12,13,14.

[Tpu cocTaBieHnn TaOIUL JOMYCKAETCS UCTIOIB30BaHUE MPU(PTOB MEHBIINUX
pa3MepoB.

AO3anHbIi OTCTYN TEKCTa JOKyMeHTa - 1,25 cM.

3aroyioBKM pa3ziesioB W MOAPA3JETIOB IeYaTalTcs ¢ ab3alHbIM OTCTYIIOM
VI LIEHTPUPYIOTCS N0 IIMPUHE TEKCTA.

MHOroCTpOYHbIE PEKBU3UTHI [E€YATAKOTCA YEpe3 OJMUH MEXKCTPOUYHBIN



WHTEPBAJI, COCTABHBIE YACTH PEKBU3UTOB OTACISIOTCS  JIOMOJHUTEIHLHBIM
WHTEPBAIOM.
TexcT noKkyMeHTa rmedataercs depe3 1-1,5 MeKCTpOUHBIX HHTEpBAA.
WNuTepBan Mex1y OyKBaMu B CJI0BaX - OOBIYHBIM.
WuTepBan MexIy cioBamu - OJIMH TIpoOer.
Tekcr mOoKyMeHTa BBIPABHHMBAECTCS MO IIMPUHE JMCTa (IO TpaHUIAM JIEBOTO U
PaBOro MoJieH JOKYMEHTA).

HopmaTtuBHBIMM aKTamMu OpraHu3alid MOXET ObITh MPEAYyCMOTPEHO
BBbIJICJICHUE PEKBU3HUTOB «aJpecar», «3aroioBOK K TEKCTY» WJIU «IOJIHUCH», a
TaK)Ke OT/ACIBbHBIX (PParMEHTOB TEKCTA MOIYKUPHBIM MIPUPTOM.

Texer moxkyMeHTa NMOJDKEH OBITh M3JIOXKEH KPaTKO, TPAaMOTHO, MOHSATHO U
O00BEKTUBHO, 0€3 MOBTOPEHHN W YMOTPeOJICHHUS CIOB U O0OOPOTOB, KOTOPHIE HE
HECYT CMBICIIOBOM Harpy3Kd, W JOJDKEH KacaThCsi TOTO BOIMPOCA, KOTOPBIN
chOpMyIMPOBAaH B 3aroJIOBKE K TEKCTy. TeKCT MOKyMeHTa o(GopMIiIsieTcss B BUJC
CIUTOITHOTO CBSI3HOTO TEKCTA WJI TAOJIUIIBI, WUIH ITyTEM COUETAHUS ITUX (POPM.

TeKCThI CITIOKHBIX U OONBIINX MO0 00BEMY JOKYMEHTOB (OKIJIAJIbI, OTUYCTHI U
T.J.) OCNIATCS Ha pas3fenbl, MOJApa3feibl, MYHKTbI, MOAMYHKTHL. IIyHKTBI W
MOJIIMYHKTHI B TEKCTE HYMEPYIOTCS apaOCKUMU U pamMu C TOYKOH.

[Tpumep -

1.

1.1.

2.

2.1

JIOKyMEHTHI, KakK MPaBUIIO, oopMIISIOTCS Ha OmaHkax
00pa30BaTeILHOTOYUPEKICHUSI, UMEIOT YCTAHOBIICHHBIH KOMIUIEKC 005S3aTeNbHbBIX
PEKBHU3UTOB U CTAOMIIBHBIN TIOPSIOK WX PACIIONIOKEHUS.

brmaHkym Kaxmoro BUJa W3TOTAaBIMBAIOTCS Ha OCHOBE YTIJIOBOTO WJIH
MIPOJIOJIBHOTO Pa3MEIIECHUS PEKBU3HUTOB.

PekBU3UTHI 3arojioBKa pasMeIIarTCsS MCHTPUPYEMBbIM (HAYaJlo M KOHEI
KOKIOW CTPOKM PEKBU3UTAa PABHO YJIaJeHbI OT TPAHMI] 30HBI PACTIOJOKCHHSI
PEKBHU3UTOB) WM YTJOBBIM (KaXKaas CTPOKa PEKBH3WTAa HAYMHASTCS OT JICBOM
I'PaHUILIBI 30HBI PACIIOJIOKEHUSI PEKBU3UTOB) CIIOCOOOM.

Jln1s1 u3roToBiieHUs 6JIAaHKOB UCTIONB3YIOTCS TUCTH Oymaru popmara A4 (210
X 297 mm) u AS (210 x 148 MUIUTUMETPOB).

Kaxnaprii muct moxkymeHTta, oOpMIICHHBIA Kak Ha OJlaHKe, Tak U 0€3 Hero,
JOJKEH UMETh TOJISI HE MEHEE, MM:

nesoe - 20;

mpaBoe - 10;

BepxHee - 20;

amxHee - 20.

JIoKyMeHTBI IITUTENbHBIX (CBBIIIE 10 JIeT) CPOKOB XpaHEHUS TOHKHBI UMETh JICBOE
nosie He meHee 30 Mm.



OdopmiieHne peKBU3UTOB TOKYMEHTOB.

ABTOP I10KYMEHTOB.

HanmenoBanne 00pa30BaTEIBLHOTO YUPEKICHUS YKa3bIBA€TCI B TOYHOM
COOTBETCTBHUM C YCTaBOM oOpa3oBaTeibHOro yupexaeHus. CokpalieHHOe
HanMEHOBaHHE MMOMEIIAETCS IO ITOJIHBIM HAMMEHOBAaHUEM B CKOOKaX.

HaumenoBaHne CTPpYKTYpHOTO TMOJpa3/elieHHsi — aBTOpa JIOKYMEHTa
UCIIOJb3YyeTCsl B OJIaHKax MHUCEM U OJIaHKaX KOHKPETHBIX BHJOB JOKYMEHTOB U
yKa3bIBA€TCsl O] TOJHBIM M COKpAIlleHHBIM HAaMMEHOBAHHUSIMH 00pa30oBaTelIbHON
OpraHU3alIlUH.

HauMeHoBaHMe MOKHOCTH JIMIIA — aBTOpa JOKYMEHTa HCIIOJIb3YyeTCs B
OJlaHKax  JOJDKHOCTHBIX JIMI] W pacrojlaraercs  IoJ ~ HaWMEHOBaHHUEM
00pa3oBaTeIbHON OpPraHU3aIlHH.

HanmenoBaHue AOMKHOCTH JMIIa — aBTOpPA JIOKYMEHTA YKa3bIBACTCS B
COOTBETCTBUM C HAUMEHOBAHUEM, MIPUBEJACHHBIM B PACHOPSAUTEIIBHOM JTOKYMEHTE
0 Ha3HAYEHHUH Ha JOJHKHOCTD.

CnpaBouHble JaHHbIE 00 00pa30BaTEIbHOMYYPEKICHNH.

CnpaBouHbie JTaHHBIE 00 OpPraHU3alMM yKa3bIBAIOTCS B OJIaHKaX MUCEM U
BKJIFOUAIOT: ajpec, Homep TenedoHa, ¢hakc, aapec AICKTPOHHON IMOYTHI, CETEBOMN
anpec, a taxxe OKIIO, OI'PH, MHH u KIIII opranu3zaimumu.

HanmeHoBaHue BHIA TOKYMEHTA.

HaumenoBanue BHuIa NOKyMEHTa, COCTaBJIEHHOIO YUYPEKICHUEM, JTOJKHO
OBITh  OMpENENIeHO yCTaBOM (MOJOKEHHWEM) U  JIOJDKHO  COOTBETCTBOBATH
HAaVMEHOBAHUSAM BHUIOB JTIOKYMEHTOB, npeaycMoTpeHHbiM OKVY/I: akrt, cmpaBka,
3allMCKa,  CBOJKA, OT3bIB, IPOTOKOJ, CIHCOK, HW3BEIIEHHWE U  Jp.
PacniopsimurenbHble JOKYMEHTBl  YUPEXKACHUS  M3JAIOTCS €O  CICAYIOIIUMHU
Ha3BAHUSMU: MPHUKA3, PACIIOPSKEHUE.

HanMeHoBaHK€e BU1a U pa3HOBUHOCTH TOKYMEHTA HE YKa3bIBAETCS B MHUChMAX.
HanmeHoBaHue Buja JOKYMEHTA M€YaTACTCS TPOMUCHBIMU OYKBaMU MOJTY>KUPHBIM
HpUPTOM.

Jara nokymeHnra.

Jlata 1OKyMeHTa COOTBETCTBYET JaTe moanucanus (yTBEpXKIACHUS)
JOKYMEHTA WJIH JIaTe COOBITHS, 3apUKCUPOBAHHOTO B IOKYMEHTE:
apabckumu nudpamu, pasaeneHHbIMU Toukoi: 05.06.2021; croBecHO-IMGPOBLIM
criocoboM: 5 utons 2021 1.

B Tekcrax JOKyMEHTOB, COAEpKAIIMX CCHUIKM Ha HOPMATUBHBIE TIPABOBHIS
aKThl, W JIOKYMEHTOB, COJIEp)KalllUX CBEACHUS (PUHAHCOBOTO XapakTepa,
MPUMEHSIETCSI CIIOBECHO ITU(POBOM crmocob yka3aHus maT 0e3 MPOCTaBICHUS HYJIS
B 0003HAYCHUH JTHS MECSIIa, €CIIM OH COAePKUT oauy mudpy: 3 anpens 2021 roxa.

Pazpemaercss mpuUMEHSITH CJIOBO «roJ» B COKPAIGHHOM BapUaHTE «I»:
1 wronsa 2021 r.

I'pu¢ orpannyeHus 10CTyNna K J10KyMEHTY.



[IpocraBnsiercss B MpaBOM BEPXHEM YIIIy NEPBOrO JIMCTA JOKYMEHTa
(mpoekTa TOKyMEHTa, CONPOBOAUTEIHHOTO MHChMa K JOKYMEHTY) Ha TpaHHUIIC
BEPXHEro TOJIsI MPU HAIMYUM B JIOKYMEHTE HH(POpMAIUU, JTOCTYN K KOTOPOH
OIPaHUYEH B COOTBETCTBUM C 3aKOHOAATENILCTBOM Poccuiickor Penepauuu. B
COCTaB PEKBU3UTA BKJIIOYAETCS OTpaHUUYUTENIbHAs Haamuch: «Jlns cmyxeOHOTO
noyib30BaHu», «KonbunennuansHo», «IlepconanbHble JaHHBIEY WA JIP.

[Tpumep -

IlepcoHanbHbIe TaHHDbIE PA0OTHUKOB
k3. Ne 1
MyHununaabHoe 010/ KeTHOe 001eodpa3oBaTeabHoe yupesxaenne «lkona —-rumuazus Ne 1) ropoackoro

okpyra Cynak
(MBOY «llIkosa-rumua3usi Ne 1»ropojackoro okpyra Cyaax )
ITPUKA3
Bce Buapbl l“pI/I(I)OB OrpaHHYCHUA OOCTYyIIa K JOKYMCHTAM 3aKPCILIAIOTCA B
JIOKAJIBHBIX aKTax 06paSOBaTeHBHOﬁ OopraHu3aluu.

PerucrpanmoHHbIA HOMEP JOKYMEHTA.

Peructpaumonsnslii  Homep — 1upoBoe WIM  OyKBEHHO-IU(POBOE
0003HaueHNe, IPUCBAaUBAEMOE JOKYMEHTY IIPU €r0 PErUCTPALIMH.

Peructpanuss JOKyMEHTa MPOBOAMTCS MOCIAE €ro MOANHCAHUS WM
YTBEPKJICHUS.

JUJist BHYTpEHHUX TOKYMEHTOB — MPHUKA30B, IPOTOKOJIOB — 3TO MOPSIKOBBIN
HOMEp B Mpejenax KajleHJapHOro roga/ yueOHOro rojia Mo KakJIOMYy BHIY WU
Pa3HOBHUJIHOCTH JOKYMEHTOB. B mpuKa3zax perucTpalliOHHBII HOMEpP MOXKET
JOTIOJTHATHCS OYKBEHHBIM UHIEKCOM, 0003HAYAIOIUM Pa3HOBUIHOCTH.

JIist uCXOASIIIUX JOKYMEHTOB PErUCTPALlMOHHBIN HOMEP COCTOUTH3!

1) nopsAKOBOrO HOMEpa B Ipelueax MacCHBa  OTIPABISICMOMN
KOPPECIIOHACHIUY;

2) uHJeKca Jiesa B COOTBETCTBUM C HOMEHKIIATYpOil en o0pa3oBaTesbHOM
OpraHU3alluu.

PeructpaniioHHblii HOMEp JOKYMEHTA, COCTABJIEHHOI'O COBMECTHO JIBYMS H
Oojee oOpraHu3alMsIMHU, COCTOMT W3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB
KOKJOM M3 ATUX OpPraHu3alui, IPOCTaBISIEMbIX Y€pe3 KOCYIO YepTy B IHOPAJIKE
yKa3aHHs aBTOPOB B IOKYMEHTE.

CchbliIKa HA perucTPAllMOHHBII HOMEP U 1aTy J0KYMEHTA.

Ccbulka Ha PEerucTpalMOHHBIN HOMEp U JaTy JOKYMEHTa BKJIIOYAaeT B cels
PErUCTPallMOHHBIN HOMEp W JaTy JOKyMEHTa, Ha KOTOPBIM [TOJDKEH OBITh J1aH
OTBET.

Ccbulka Ha HOMEp W JaTy JOKYMEHTa MCIOJb3yeTcsi Mnpu 0GOpMIICHUU
IHUCeM, SBJIAIOIINXCS OTBETaMHU Ha MOCTYMHBIIIEE MUCHMO (3ampoc, MPockOy U ap.).
CBeneHMs B pEKBU3UT MEPEHOCATCS € IMTOCTYIHBILIETO JOKYMEHTA U COOTBETCTBYIOT
PErMCTPAlMOHHOMY HOMEPY U JaTe MOCTYNUBLIErO JOKYMEHTA.

OrpaHnuuTenbHasi OTMETKA JUIsl JAHHOTO PEKBU3HUTA MPOCTABJISETCS B JIEBOM



yacTH OJIaHKa MHCbMa I0J PEKBU3UTOM «JaTa» M «PETUCTPALMOHHBIA HOMEp
JOKYMEHT.

Hanuune naHHOTO pEeKBU3UTA MCKIIOYAeT HEOOXOJUMOCTbh YIOMHUHAHUS
HOMEpA W JaThl MOCTYNMBIIETO JTOKYMEHTa B TEKCTE MUCbMa, YTO OCBOOOXKIAET
TEKCT OT CIIPABOYHON MH(POPMALIHH.

MecTo cocTaBJ/ICHUS MJIU U3JAHUA JOKYMEHTA.
Mecto coctaBneHus (M3AaHUs) JOKYMEHTA YKa3bIBA€TCSd B JOKYMEHTaX,
W3TOTaBJIMBAEMbIX Ha OJIaHKaX KOHKPETHBIX BUJIOB JIOKYMEHTOB.

Anpecar.

Anpecaramu TOKyMEHTa MOTYT OBbITh IOPUIUYECKHUE JIUIA, UX CTPYKTYpPHBIC
noJipa3AesieHus U TOJDKHOCTHBIE JINIIA, a TaKkKe (PU3NUYecKue JTUIa.

PexBu3uT «agpecar» NmpocTaBisieTCs B BEPXHEW MPABOM YacTH JOKYMEHTa
(Ha OnaHKe C YIJIOBBIM DACIOJIOKEHHEM pEKBU3UTOB) WJIM CIpaBa IOA
pekBU3UTaMU OJiaHKa (MPU MNPOJOJBHOM PpACIONOKEHUU PEKBU3UTOB OJaHKA).
CTpokH peKBU3HTA «aApecar» BBIPABHUBAIOTCS IO JEBOMY Kparo WIM LEHTPYIOTCS
OTHOCHUTENIBHO CaMOM JUIMHHOW CTPOKH.

Ecnm mokyMeHT agpecoBaH IOPUAMYECKOMY JHIY WIH €r0 CTPYKTYPHOMY
nojpasziefiecHul0 0e3 yKa3aHus JIOJDKHOCTHOTO JIMIA, WX HaWMEHOBAHMS
IIPUBOJSATCS B UMEHHUTEIIBHOM NAJEXKE.

[Tpumepsl

1. MunucrepcTBo 00pa3oBaHusl,
HAYKH M MOJIOIEKHU
Pecny0sinku Kpbim

2. MuHHCTEepPCTBO 00pa30BaHus,
HAYKH U MOJIOIEKHU
Pecnyoiuku Kpbim
ylpaBJjieHUe 0011ero
o0pa3zoBaHus
[TouToBBIM agpec yKa3pIBa€TCS NPU  HAMPaBICHUH JOKYMEHTA Pa30BbIM
KOPPECIOHACHTAM.

Ecnu noxkymMeHT ajgpecoBaH PYyKOBOAUTENIO FOPUAMYECKOrO JUIA WK €0
3aMECTHUTENII0, HAaUMEHOBAaHHE IOPUAMYECKOrO0 JIMIAa BXOAUT B  COCTaB
HAUMEHOBAHUA JTOJDKHOCTH aJipecaTta, KOTOpOe MPUBOIUTCS B JATEIHHOM IaJIexKe.

[Tpumep —

PykoBoauteso @exepajbHOro

apXMBHOI0 areHTCTBA

®amuius 1.0.

Nuannuanasl craBaATcsa mnocjae (PaMUIMM HE3aBUCUMO OT TOrO, KOMY
aJipecoBaH JOKYMEHT — JODKHOCTHOMY JIMIY WIH (PU3NYECKOMY.
[Ipn agpecoBaHMHM NMHCbMA PYKOBOAUTENIO CTPYKTYPHOTO NOAPA3ACICHUS



YKa3bIBa€TCsl B MMEHUTEIBHOM MaJeKe HANMEHOBAHWE OPTraHM3allMM, HUKE - B
JATEJIbHOM I1aJIe)K€ HAUMEHOBAHUE JOJDKHOCTH PYKOBOJMTEIS, BKIIIOYAIOIIEE
HAaUMEHOBaHUE CTPYKTYPHOTO MOIpa3ieieHus], paMUINI0, MHULIUAIBL.

[Tpumep-

MunucTepcTBo 00pa3oBaHus,

HAYKH U MoJioae:xku Pecnmy0simku Kpbim
HavyaabHUKY ynpaBJieHus1 0011ero o0pa3oBaHus
®amuinsa U.0.

[lepen damunuelt TODKHOCTHOTO JIHMIA JOIMYCKAETCS  yMOTPeOIATh
COKpaIllEHHE «T-Hy» (TOCTIOJIMHY ), €CIIH aipecaT MY>KUMHa, WIH «T-3Ke» (TOCTIoXKe),
€CJIM aJpecar KEHIIMHA.

[Ipu pacceuike AOKyMEHTa TpyMNIe OpraHu3aluid OJHOr0 TUNA WIM B
CTPYKTYpHbIE TMOApPA3JCICHUS OJHOM OpraHu3aluM, ajapecaT YKa3bIBaeTCs
000011IeHHO.

B o1HOM nOKyMEHTE HE T0KHO OBITh 00JIee YeThIPEX aIpecaToB.

[Ipn OonbllieM KOJMYECTBE aAPECAaTOB COCTABISIETCS CIMCOK (JIUCT,
yKa3zaTellb) PacChUIKM JOKYMEHTa, Ha KaXXJIOM JOKYMEHTE YKAa3bIBaeTCS OJIMH
aapecart win ajpecat ohopmisieTcss 0000IIeHHO.

B coctaB pekBuzuTa «Aapecar» MOXKET BXOJIUTb IOYTOBBIN ajpec.
DJIeMEHThl  MOYTOBOIO  aJpeca  yKa3blBAlOTCS B IOCJIEAOBATEIbHOCTH,
ycraHoBieHHOU [IpaBriiamu okazaHus yciyr OYTOBOM CBSI3H.

[Tpumep -
Bceepoccuiickui
HAY4YHO-
HCCIIe0BATEIbCKUH
HHCTUTYT
JOKYMEHTOBE/eHUS
U APXMBHOTIO0 JeJia
IIpogcoro3nasn yuu.,
a. 82,
MockBa, 117393

B ciywyae ormpaBku JOKyMeHTa (U3MYECKOMY JIMIYy YKa3bIBalOTCS: (aMuius,

WHULIMAJIBI, MOYTOBBIN ajpec: (yiauua, HOMEp JI0Ma M KBapTUPhI, HACEIEHHBIN

MYHKT, paifloH, 00JacTh (Kpaii, pecrmy0rKa), TOYTOBBIN UHICKC).

ITpumep -

®amuausa U.0.

CanoBas yJa., 1. 5, kB. 12,

r. JHCK, JHCKOH 00.1., 301264

[Ipu oTnpaBke MUChMa MO 3JEKTPOHHOW MOUYTE WIM TO (HaKCUMUIHHOU
cBsi3u (0€3 [MOCBUIKM MO TIOYT€) TMOYTOBBIA ajapec He ykasbiBaercs. [lpu
HEOOXOJAMMOCTH  MOXET  OBITh  yKa3aH  dJJIEKTPOHHBIM  ajapec  (HOMep
tenedona/dakca).

[Tpumep -
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Bcepoccuiickuii Hay4yHo-
HCCJIe0BaATeIbCKUM
HHCTUTYT
JTOKYMEHTOBEJACHUS 1
apXUBHOTO J1eJ1a
mail@vniidad.ru

I'pu¢ yrBepxkaenus 10KyMeHTa.

I'pud yTBepxkaeHUS TMpoOCTaBiIsIeTCs HA JOKYMEHTE B Cilydae ero
YTBEPXKACHUS  JOJDKHOCTHBIM  JIMLIOM,  PAaCIOPSAUTEIBHBIM  JTOKYMEHTOM
(mpuKa3oM, pacTops>KEHHEM, PEIICHUEM ).

I'pud yTBEepx)IeHUS pa3MellaeTcss B MpaBOM BEPXHEM YTIIy MEPBOro JIUCTA
nokymMeHTa. CTpOKM pEKBU3UTA BBIPABHUBAIOTCS II0 JIEBOMY Kpaw WA
LHEHTPYIOTCSI OTHOCUTEIIBHO CaMOM JIJIMHHOUW CTPOKH.

[Ipu yTBEepKJI€HUM JOKYMEHTA JOJKHOCTHBIM JIULIOM Tpu( yTBEpKACHUS
coctrour u3 ciuoBa YTBEPXJIAKO, ©HauMeHOBaHUS JOJDKHOCTH JIMIIA,
YTBEPKIAIOIIETO JIOKYMEHT, €ro TMOANUCH, WHUIUAIOB, (GaMWIUM U JaThl
YTBEPXKACHUS.

[Tpumep -
YTBEPXKJIAIO
Jqupextop MBOY
«lIxosga-rumHa3zusa Nely
IMoanucy U.0. ®amuiansa
Jlara

[Ipu  yTBepKIEHUM JOKYMEHTa paCHOPSAAUTEIbHBIM  JIOKYMEHTOM  Tpud
yTBepkaeHus  coctoutr w3 cinoBa  YTBEPX/JEH  (YTBEPXIEHA,
YTBEPX/JEHBI nnu YTBEPXXJIEHO), cornacoBanHOro ¢ HAUMEHOBaHHWEM BH/IA,
YTBEPKAAEMOI0 JOKYMEHTa, HAWUMEHOBAHUSA PACHOPSAUTEIBHOTO JOKYMEHTa B
TBOPUTEIHLHOM Majexke, €ro AaThl, HOMEpA.

[Tpumepsl
1. (ITopsinok) YTBEP/XKJIEH
npukazom MBOY
«IIkosma-rumuasus Nel»
5 anpenst 2023 r. Ne 82
2. (IIpaBuiia) YTBEPXJIEHbBI

npukazom MbBOY
«IIxoaa-rumuazusa Nel»
18.04. 2023 r. Ne 143
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3. (ITonoxxenue)

YTBEPXKJIEHO
npukazom MBOY
«IlIxoaa-rumua3us Nel»
18.04. 2023 r. Ne 143

[Ipu npuHsATHM  (PACCMOTPEHHM) JOKYMEHTa  KOJUIETHAJIBbHBIM  OpPraHOM
o0pa30BaTeNbHON OpPraHM3alluy, PelIeHUs KOTOPOTro (PUKCUPYIOTCS B MPOTOKOJIE,
B rpude NpUHATO (PaCCMOTPEHO) YKa3bIBa€TCsl HAMMEHOBAaHUE OpraHa, peleHUEM
KOTOPOI0 MPUHSAT JOKYMEHT, JaTa U HOMEp NPOTOKOoJIA (B CKOOKAX).
YTBEPXKAAIOIIETO JOKYMEHTa B TBOPUTEIILHOM IaJIeXKe, €ro AaThl, HOMEpA.

[Ipumepsbl
3. (ITopsimox) MNPUHAT
neJaroru4eCKuM cOBeTOM
(mpoTtoxoua ot 15.08.2023 Ne 12)
4. (IlpaBuna) IMPUHATDBI

Ypasiasioimum coBeTOM
(mpotoxoa ot 19.04.2023 Ne 3)
3. (ITonoxenue)
MMPUHSATO
o01uM codOpaHnemM
pPadOTHHUKOB
o0pa3oBaTeIbHOTOyYpesKaeHH
|
(mpotoxoa 19.04.2023 r. Ne 3)
3aro;10BOK K TEKCTY.
3aroloBOK K TEKCTY BKIIOYAET B ce0sl KpaTKOE CoJepKaHUE JIOKYMEHTa, €ro
OCHOBHYIO CMBICJIOBYIO HArpy3Kky. 3arojoBok ¢opmynupyercs ¢ npeaiorom «O»»
(«O0») u oTBEUaET Ha BOIPOC «O YeM?»:
o TpuKa3 (0 4eM?) 0 CO3/IaHUM aTTECTAIMOHHON KOMUCCHUU;
o TpuKa3 (0 uem?) 00 yTBEPKACHHUH IITATHOTO PACTIMCAHMUS;
e THUCHMO (0 YeM?) O MPEeIOCTABICHUH NH(OOPMAIIUH.
3aroyioBOK COCTaBIII€T HCIOJIHUTENb JIOKYMEHTA. 3arojioBOK K TEKCTY
odopMIIsieTcss O/l PeKBU3UTaAMU OJlaHKa clieBa, OT TpaHMIIbl JieBoro mnossi. Eciu
TEKCT JJOKyYMEHTa HE MPEBBIIIAET YETHIPEX-MATH CTPOK Wi 0hOpPMIICH Ha OaHKe
dbopmara A5, 3aroIOBOK MOKHO HE yKa3bIBaTh.
3aroyioBOK  JOKYMEHTAa  3allUChIBA€TCA TPU  €ro  pEerucTpaiud B
COOTBETCTBYIOIIHAE PETHCTPAIMOHHBIE POPMBI: KAPTOUKY, Oa3y MaHHBIX.

Texkcr 1oKymeHTA.
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TexkcT TOKyMEHTa COCTaBISIETCS HAa PYCCKOM SI3bIKE KaK I'OCYJIapCTBEHHOM
sa3pike  Poccniickonn  @epepanuu. TekCT MOKyMEHTa M3Jaraercs pPYCCKUM
JUTEPATYPHBIM SI3bIKOM C YY4€TOM OCOOEHHOCTEH O(ULHMAIBLHO-AETOBOTO CTUJIA,
BHJIA JNOKyMEHTa U €ro Ha3HA4YCHUS B YIIPaBIEHYECKON
nestenbHocTH. CofepkaHue JOKYMEHTa JOJDKHO OBIThb H3JI0KEHO KpaTKo,
JIOTUYHO, TOYHO U SICHO.

TekcThl JOKYMEHTOB U3JIararTcs:

- or 1-ro numa eAMHCTBEHHOTO 4YHclia B JOKYMEHTax (mpukas,
pacnopsbkeHHe M T.JI.) PYKOBOAMTENS  0Opa30BaTENbHOIO  YUPEXKACHUS,
JEUCTBYIOLIErO0 Ha IPUHLMIAX €IMHOHA4Yaluus, a TakkKe JOKyMEHTax,
aZApECOBAHHBIX PYKOBOJCTBY OpraHM3alMU: IIPUKA3bIBAI0... IOATOTOBUTH W
IIPEACTaBUTH Ha pPacCMOTpEHHE; 118010} 114% paccMOTpeTh
BOIIPOC 00 YCTAHOBJIEHUH JIbTOTHBIX TapU(OB...;

- 3-TO JIMIIa €AUHCTBEHHOTO YHCIIa B JOKYMEHTaX KOJIJIETHAJIbHBIX OPTraHOB:
KOMMCCHS PELINIIA...; OPTaHU3ALMUA HE CYUTAET BO3MOXKHBIM...;

- 1-ro nuua MHOKECTBEHHOTO YHUCJIa B COBMECTHBIX JOKYMEHTaX: MPOCUM
IIPEICTABUTh JAHHBIE O...; IPEACTABIIIEM HA PACCMOTPEHHE U YTBEPXKICHHUE. .

- 3-T0 AMIla MHOKECTBEHHOI'O YMCia B MPOTOKOJAX: CIYIIAId, BBICTYIIHIIH,
IIOCTAHOBWJIN, PELLNJIIN.

B 1nokyMeHTax, yCTaHaBJIMBAIOIIMX IpaBa U OOA3aHHOCTH OpraHU3allUd, €€
CTPYKTYPHBIX MOApA3JENeHUN (TO0N0KEHUE, UHCTPYKIMS), a TAaKXKE COAEpIKALIUX
OINKCaHUE, OIEHKY (PaKTOB WM BBIBOJABI (AKT, CIpaBKa), UCHOJb3yeTcs (opma
M3JI0KEHHUs] TEKCTA OT TPETHETO JIMLA €IUHCTBEHHOI'O WJIM MHOXKECTBEHHOT'O YUCa
(«oTnen ocymecTBiIsieT (PYHKLIUNY, «B COCTaB OOBEAMHEHUS BXOJATY», «KOMHCCHS
YCTaHOBHJIA» ).

B TekcTe moxyMeHTa, MOATOTOBICHHOIO Ha OCHOBAaHWH 3aKOHOJATENIBHBIX, MHBIX
HOPMAaTUBHBIX IIPABOBBIX AKTOB, HW3JaHHBIX OPraHAMH BIACTH W YIIPABIICHMS,
JOKYMEHTOB, paHEE W3JAaHHBIX OPraHOM BJACTH — aBTOPOM JOKYMEHTa,
YKa3bIBa€TCsl HANMEHOBAHUE BUJA JTOKYMEHTa, HANMEHOBAHUE OPraHa, U3JAaBLIETO
JOKYMEHT, 1aTa NPUHATHS WIM YTBEPKACHUS TOKYMEHTA, €r0 pernCTPalMOHHbBIN
HOMED, a TAK)KE 3ar0JOBOK K TEKCTY WJIM HAUMEHOBAHME BU/IA IOKYMEHTA.

[Tpumepsl

«B coorBercTtBuM ¢ mnoctaHoBieHueM I[lIpaButennbctBa ot 13.08.1997 Ne
1009 «O6 ytBepknenun I[IpaBui MOATOTOBKM HOPMATHMBHBIX IMPABOBBIX AKTOB
dbenepanbHBIX OpPTaHOB HCIOJMHUTEIBHOW BIACTH W WX TOCYJAapCTBEHHOM
perucTpanumny;

«B coorBerctBun c [lon0KEHHEM O MOCTOSIHHO JECUCTBYIOUIEN 3KCIEPTHOMN
KOMMCCHUU YUPEKJCHUS, OPTaHU3ALNK, MPEINPUATHS, YTBEPKICHHBIM MPUKA30M
Pocapxusa ot 19.01.1995 Ne 2...».

Ecaum TekcT comepKUT HECKOJIBKO MOpPYYEHUH, pEIIeHUM, BBIBOJIOB, B TEKCTE
BBIJICJISIIOTCS pa3/Ieibl, OPa3/Iebl, TYHKThI, IOIITYHKTHI.

B TekcT nokymMeHTa MOTyT BKJIIOYaThCs (parMeHThl, O(QOpMIIEHHBIE B BHUJE
TaOJIUIIBI WM AHKETHI.
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CtpaHullbl TEKCTAa HYMEPYIOTCS apaOCKUMU LIUppaMu MOCEPEMHE BEPXHETO MOJISL.
B muchmax ucmomns3ytoT caeayomme GopMbl H3T0KEHUS:

e OT TEPBOTO JIMIIAa MHOXECTBEHHOTO 4YHcla («IIPOCUM HaIpPaBUTHY,

«HaIpaBJsieM Ha pACCMOTPEHUEY);

e TIEPBOTO JIMIIA €AUHCTBEHHOTO YHCla («CYUTAID HEOOXOIUMBIMY, IIPOIILY

BBIJICTUTHY ),

e TPETHETO JINLA eAUHCTBEHHOro yuciaa («OO He Bo3paxkaer», «OO cuurtaer

BO3MOKHBIMY ).

OTMeTKa 0 IPUJIOKEHHMH.

OTMeTKka O TPUIOKEHUU COJCPKHUT CBEACHHS O JOKYMCHTE (JIOKyMEHTax),
MpUJIaraéMoM K OCHOBHOMY JOKYMEHTY (B COINPOBOJUTEIbHBIX MUChMAX, TPETEH-
3USIX, aKTaxX, CIpaBKax U APYruxX WHGHOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTaX) WU
O TOM, 4YTO JOKYMEHT SBJISIETCS MPUIOKEHUEM K OCHOBHOMY JOKYMEHTY
(B TOKYMEHTaX - MPWIOKEHUIX K PACHOPAIUTEIIbHBIM JOKYMEHTaM, TOJIOKEHUSIM,
MpaBUiaM, UHCTPYKIIUSIM, JOTOBOpaM, IJIaHaM, OTYETaM U Jp. TIOKYMEHTaM).

B comnpoBoguTenbHBIX NHChbMax M JPYrUX HWHPOPMAIIMOHHO-CIPABOYHBIX
JIOKYMEHTaX OTMETKa O MPWIOKEHHH OQPOPMIISIETCS MMOJ TEKCTOM OT TPaHUIIbI
JIEBOTO TOJIS CIEAYIOIIUM 00pa3oM:

- €CJIM MIPUJIOKEHUE HA3BAHO B TEKCTE:
[Tpunoxenue: Ha 2 1. B 1 3K3.;
- €CJIM NPWIOKEHUE HE HA3BAHO B TEKCTE WJIM E€CIU MPHIOKEHUNA HECKOJIBKO,
YKa3bIBalOT HA3BaHUSl JIOKYMEHTOB-IIPUJIOKEHHI, KOJMWYECTBO JIUCTOB U
HK3EMILIAPOB KaKJA0T0 MPUIOKEHHUS:
[Tpunoxenue: 1. [lonoxenue (Ha3Banue) Ha S5 1. B 1 3K3.
2. CripaBKa 0 KaJ[pOBOM COCTaBe Ha 2 1. B | 3K3.;
- €CJIU MPUII0KEHUEM SABJISIETCA 000COOJIEHHBIN AEKTPOHHBINA HOCUTEh

(KOMITaKT- JHCK, USD-(Irem-HaKomuTe b | Jp.):
- Ilpunoxenue:

CDg 1 k3.
- eCJIM MpuJIokKeHue (MIPUII0KEHUS) COPOIITIOPOBAHBI:

ITpunoxenue:

otuet o0 pabore PUII B 2 7k3.

B pacnopsnurenbHbIX JOKYMEHTaxX (MpUKa3ax, paclopsKeHUsIX), I0rOBOpax,
MOJIOKEHUSIX, MPAaBWIAX, HWHCTPYKUHUSIX H JPYTUX JOKYMEHTaX OTMETKa O
MPWIOKEHUU OPOPMIISIETCS CIEAYIOIIUM 00pa3oM:

- B TEKCTE JOKYMEHTA IPU [IEPBOM YIIOMUHAHUU JOKYMEHTA-IPUIIOKEHHUS B
CKOOKax yKa3bIBaeTcCs: ... (MPUWJIOKEHUE) UK ... (IpuiioxkeHue 1); mepes HoMmepom
MPUJIOKEHUS JOIYCKAETCA CTABUTh 3HAK HOMEpA: ... (mpuiioxkenue Ne 2);

- Ha TEPBOM JIUCTE JOKYMEHTA-TIPUIIOKEHUS B IPABOM BEPXHEM YTy
yKa3bIBaeTCs:

IIpuioxkernue Ne 2

Kk npukazy MbOY
«Ikoaa-rumuaszus Nel»
ot 18.04.2023 Ne 146.
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CTpoku peKkBU3UTa BBIPABHUBAIOTCS IO JEBOMY Kpar WM LEHTPUPYIOTCS
OTHOCHUTENBHO CaMOM JJIMHHOU CTPOKH.

Ecnmn npunoxeHuem K  pacHOpPAIMTEIIBHOMY  JIOKYMEHTY  SIBJISIETCS
HOPMAaTUBHBIM IPABOBOM AaKT WM HWHOM JOKYMEHT, YTBEPXKAAEMbIM IaHHBIM
pacnopsAUTEIbHBIM JOKYMEHTOM, Ha IIEPBOM JIMCTE IPUIOKEHUS IIPOCTABIISIETCS
OTMETKA O MpUIOKEHUH (0€3 CCbUIKM Ha PacHopsAMTEIbHBIA TOKYMEHT) U TpUP
YTBEPKIACHUSA, B KOTOPOM YKa3bIBAIOTCS JAHHBIEC PACHIOPSAAUTEIIBHOIO JOKYMEHTA,
KOTOPBIM YTBEPKJIEH TOKYMEHT- IIPUIIOKCHUE.

[Ipumep -
Hpuiaoxenune 1
YTBEPXJIEHO npuxka3
MBOY «llIkoJa-ruMHa3usa
Nel» ot 18.04.2023 Ne 147

I'pud¢ corsiacoBanusi 10KymMeHTA.

[IpoeKThl MOArOTOBIEHHBIX JOKYMEHTOB MEpE]] MOANUCAHUEM B PAJIE CIIy4YaeB
COIJIACOBBIBAOTCS € 3aWHTEPECOBAHHBIMM  YUPEXKICHUAMH, CTPYKTYPHBIMH
NIOJIPA3JIECIECHUSMH, OTAEIBHBIMU JOKHOCTHBIMY JIMIIAMM.

I'pu¢ cornacoBanus B 3aBUCHMOCTH OT BHUJA JOKYMEHTa U OCOOEHHOCTEN ero
o(opmIIeHUST MOKET MPOCTABIIATHCA:

- Ha IIEPBOM JIUCTE JOKyMEHTA (€C/IM JOKYMEHT UMEET TUTYJIbHBIA JIUCT, -
Ha TUTYJbHOM JIUCTE) B JIEBOM BEPXHEM YIJIy Ha YPOBHE rpuda yTBEepKICHUS WU
[10J1 HANMEHOBAaHUEM JOKyMEHTa OJIKe K HUKHEMY TOJIIO);

- Ha [OCJEAHEM JIMCTE JOKYMEHTA M0 TEKCTOM;

- Ha JIMCTE COlJACOBAHMS, SBIAIOMIEMCS HEOTHEMIIEMOW  YacThIO
JOKYMEHTA.

I'pud cornmacoBanusi nokymentra cocrout u3 cioBa COI'JIACOBAHO,
JOJDKHOCTH JIMIA, C KOTOPBIM COIJIACOBAaH JOKYMEHT (BKJIOYash HAaMMEHOBaHUE
OpraHu3alMM), €ro COOCTBEHHOPYYHOH NOANHUCH, PacIM(PPOBKUA TOIAIUCH
(MHMLKANOB, (PaMUIIMK) U AATHI COITIACOBAHMSL.

[Tpumep -

COI''TACOBAHO

Jupektop (Ha3BaHUE OPTaHU3ALINHN )
(moamucek) N.O. Gamunus

JlaTta

Ecnu cornmacoBanue OCYHIECTBISIETCS KOJIJIETHAIbHBIM OpraHoM, B Tpude
COTJIaCOBAaHMS YKa3bIBAIOT CBEACHUS 00 OpraHe, COrjacoBaBIIeM JOKYMEHT, JaTe U
HOMEpE MPOTOKOJIA, B KOTOPOM 3a(UKCUPOBAHO pellleHrue o coriiacoBanuu. Eciu
COTJIACOBAHME  OCYLIECTBISICTCS  IMHCBMOM, YKa3blBalOT BHJA  JOKYMEHTA,
OpPraHu3aIMIo - ABTOpPa JOKYMEHTA, 1aTy U HOMEDP NUChMa.

[Ipumepsl
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1 COTJTACOBAHO
Yupapiasiloimum cOBeTOM
MBOY «lIkoaa-rumuazus Nely
(MpoTOKOJI OT Ne )

2 COI'JTACOBAHO

nuceMoMm Pocapxusa

oT Ne

Bu3sa corsiacoBaHusi JOKyMeEHTA.

Busbl cormacoBaHus NOKYMEHTa — PEKBU3HUT JOKYMEHTA, YKa3bIBAaIOIIMN Ha
corjacue Wiv Hecorjacue MOJDKHOCTHOTO JUIAa 00pa30oBaTEIbLHOTO YUPEIKICHUS C
COJIEp’)KaHUEM IIPOEKTA JOKYMEHTA (J1ajiee — BU3a).

[Ipumep
3amMecTUTEeIb TUPEKTOpa 10 BOCIIUTATEIIHFHOM padoTe
JInyHas moanuck N.N. UBaHoBa
10.10.2023

OdopmieHHass TakuM 00pa3oM BH3a O03HAYAET COTJIACHE JOJKHOCTHOTO JHUIA C
coJiepKaHUEM JIOKYMEHTA.
[Tpu HaIMYMKM 3aMeYaHuil 10 JOKYMEHTY BU3Y 0QOPMIISIOT CIIEIYIOIIMM 00pa3oM:

3ameyaHus NPUJIararTCs
3aMecTuTeNb JUPEKTOpa 110 BOCIIUTATENIbHON paboTe

JInmunasg moamnuce .. BanoBa

10.10.2023

JIOKyMEHT BM3UPYETCS MCIOJHUTEIEM M 3aMHTEPECOBAHHBIMU B JOKYMEHTE
JOJDKHOCTHBIMHU JIMIIAMH, PYKOBOJIUTENIEM 00pa30BaTeIbHON OpraHu3aIiu.
3ameyaHus JOJDKHBI OBITh TIPEACTABICHbI Ha OTACIBHOM JIUCTE, KOTOPBIN
MOJNUCHIBAIOT, NATUPYIOT U MPUJIATAIOT K JJOKYMEHTY.
B noxkymMeHTax, MOUIMHHUKKA KOTOPBIX XpaHATCS B OpraHu3alid, BU3bI
IPOCTABIISIOT Ha IMOCJEIHEM JIUCTE JIOKYMEHTa I0J] MOANKMCHIO, Ha 000pOoTe
MOCJIEHET0 JIMCTa TMOJUIMHHUKA JIOKYMEHTa WM Ha JUCTE COTIJIaCOBaHUS
(BU3UpPOBaHUs), IPUIIAraeMOM K JOKYMEHTY.

B wucxopsummx JOKyMEHTaxX BH3bl MPOCTABISIOTCA Ha 3K3eMIUISpax
JIOKYMEHTOB, IIOMEIIIAEMBbIX B JIEJIO.

IHoanuce.
JIOMKHOCTHBIE JIMIIA MOAMUCHIBAIOT JOKYMEHTHI B IpeneiaxX CBOMX MOJTHOMOYHH,
ONpeJeleHHbIX Y CTaBOM 00LIe00pa30BaATENBHOTO YUPEKACHUS U TOKHOCTHBIMU
UHCTPYKITUSIMHU.

[lonmuce COCTOMT W3 HAaWMEHOBAHHS JIOJDKHOCTH JIMIA, KOTOPOE
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MOAMUCHIBAET JOKYMEHT (MOJIHOTO — €CIIM JOKYMEHT HareyaTaH He Ha OJiaHke,
COKpalIeHHOT0 — Ha JOKYMEHTEe, HaleyaTaHHOM Ha OllaHKe), ero
COOCTBEHHOPYUYHOM MONUCH, MHUIIMAIOB (MHUIIMAT UMEHHU ), (DaMUITUH.

[Tpumepsl

He Ha 0J1aHKe:
Jupexkrop MBOY «llIkosa-rumuasus Nel»

ropoackoro okpyra Cyaak JInyHast NoANMChH N.0. ®amuinus
Ha 0JIaHKe
Jdupextop JIuyHas moanuchL N.0. ®amuinus

[Tpu opopmineHnn nokyMeHTa Ha OJIaHKE JIOJHKHOCTHOTO JIMIIA IOJKHOCTh ATOTO
JIMLA B MTOJIHACHU HE YKa3bIBACTCS.

ITpumep JIn4Has noanmuch HN.0. ®amunansa

B AJOKYMCHTAX, COCTAaBJICHHBIX KOMHCCHeﬁ, B IIOAIIMCH YKa3bIBACTCA CTATYC JIMIIAa B
COCTaB€ KOMHCCHH.

IIpumep -
IIpeacenarenb KOMHUCCUU Hoanuceh HN.0. ®amunus
Y1eHbl KOMHCCHH IMopnuch HN.0. ®amuiaus
IMoanucn HN.0. ®amuiaua
IMopnuch HN.0. ®amuiaus

B cmydyae OTCYTCTBUSL pPYKOBOIAMTENSl MPUKA30M  ONPEIENsieTCs  JIMILO,
UCIIOJIHAIOIIEE €ro OO0S3aHHOCTH, a TAaKXE YIOJHOMOYEHHOE MOANUCHIBATH
JOKYMEHTBI, MpH 3TOM MNOANUCH OG(OpMIISIETCS € yKa3aHWEM cTaryca
JOJKHOCTHOTO JIMIA B COOTBETCTBUU C MPUKA30M (PaCTIOPSHKEHUEM).

[Tpumep -
H.o. nupexTopa Hoanuck N.0. ®amuinus

WIN:
Ucnoansiromuii o6a3annoctu nupexkropa Moamues  N.0. ®amnius

[Ipu nmoanucaHuu JOKyMEHTA JIMIIOM, UMEIOIIUM MPABO MOAMNKUCHU B Cilyyae

BPEMEHHOTO OTCYTCTBUSI PYKOBOAMTENS, UCIpaBICHUs] B HaUMEHOBaHUE
JOJDKHOCTU U paciindpoBKY (paMUIIUU Y>KE MOJTOTOBJICHHOTO U COTVIACOBAaHHOTO
MPOEKTa JIOKYMEHTA BHOCSTCS OT PYKH WUJIU C UCIOJIb30BAHUEM COOTBETCTBYIOIIUX
HITaMIIOB.
He nonyckaercsi CTaBUTh KOCYI0 YepTYy, HAAMUCH «32» Nepel HAaHMEeHOBAHHEeM
AOJKHOCTH JIMIIA B MOJANMCH, €CJH JOKYMEHT MOJANUCHIBAET WHOE
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JOJIZKHOCTHOC JIMIO.

DJIEKTPOHHAS MOANNCh.

OTtMeTka 00 DJIEKTPOHHOW TOJMUCH HCIOJB3YeTCs] TIPU BHU3yaIH3aIluu
AJIEKTPOHHOTO  JOKYMEHTa, IOJIMUCAHHOTO  DJIEKTPOHHOW  IMOJIUCHIO, C
cobJroieHueM TpeOOBaHMIA:

a) MECTO pa3MEIICHUs] OTMETKH 00 DJJICKTPOHHOM TOJMKUCH JIOJKHBI
COOTBETCTBOBaTh  MECTY  pa3MEIICHUS COOCTBEHHOPYYHOH  TOAMHCH B
aHAJIOTUYHOM JJOKYMEHTE Ha OYMa)KHOM HOCHTEIIE;

0) JIeMEHTBI OTMETKH 00 3JIEKTPOHHOMN MOJIUCH JOJKHBI OBITh BUJIUMBIMH
Y YUTAEMBIMHU NP OTOOPAKCHHUH JIOKYMEHTA B HaTypaJIbHOM pa3Mepe;

B) DJICMEHTBI OTMETKHM 00 DJJICKTPOHHOM TMOJMMHMCH HE  JOJKHBI
MIEPEKPHIBATHCS WIIM HAKJIAIBIBATHCS IPYT HA IPYTa;

') DJIEMEHTHI OTMETKH 00 3JIEKTPOHHOW MOMAMKCH HE JTOJDKHBI MEPEKPHIBAThH
DJIEMEHTHI TEKCTa JOKYMEHTA M JAPYTHE OTMETKH 00 3JIEKTPOHHOW MoAamucu (Ipu
HaJINYHH ).

OTtMmeTka 00 DSJIEKTPOHHOW TMMOANUCH M BKIo4YaeT ¢paszy «JlokymeHT
MOJIMMKMCAH AJICKTPOHHOHN IOJANMUCKHIO», HOMEp cepTU(dHUKaTa KIF0Ya JJICKTPOHHOMN
noAnucy, ¢GpaMUIIMIO, UM, OTYECTBO Biajeiblla cepThdUKaTa, CPOK JCHCTBUS
cepTuduUKaTa KJIro4a 3JIeKTPOHHOU MOIIHUCH.

ITpumep
JupexTop JOKYMEHT HOI[HI/IC AH A.b. UBanos
3JEKTPOHHOM MOANNUCHIO
Cepruduxar lalllaaalllllliiii
Baagenen UBanos AJiekceii bopucoBuu
JeiictBurenen ¢ 01.01.2017 mo 01.01.2022
IHeuars.

OTTHCK TeYaTH 3aBepseT IMOJJIMHHOCTH MOJIHUCH JOJDKHOCTHOIO JIMIA Ha
JOKYMEHTAaX, YJOCTOBEPSIOIINX IpaBa JINI, (PUKCUPYIOMUX (PaKThl, CBA3aHHBIC C
(MHAHCOBBIMU CpPEACTBAMHM, a TaK)Ke€ Ha JOKYMEHTaX, MPEIOCTaBISIEMbIX 3a
nmpenensl  OpraHM3allii W MPEAYCMATPUBAIOIINX 3aBEPEHHE IMOIJIMHHOCTH
noanucu. BHyTpeHHUE MOKYMEHTHI (MPUKa3bl, MPOTOKOJBI W T.JI.) TICYATHIO HE
3aBEPSFOTCSI.

[TewaTh mpocTaBiseTCsA, HE 3axXBaThiBas COOCTBEHHOPYYHOW TMOAMHCH JIUIIA,
MOJAMUCABIIIETO JOKYMEHT, WM B MecTe, 0003HaueHHOM «MID» («Mecto neyatn).

OTMeTKa 00 HCITOJIHHUTEJIE.

OrMeTka 00 UCIOJTHUTEIE BKIOYaeT B ce0a daMmini, WM, OTYECTBO
WCITOJTHUTENS JOKYMEHTa, HOMEp ero TeyedoHa.

OTMeTKa 00 UCIIOJIHHUTENIE MOXKET HOIOJHATHCS HAaWMMEHOBAaHHEM HOJDKHOCTH,
CTPYKTYPHOTO TOJPa3ICJICHUS U DJICKTPOHHBIM aPECOM UCIIOJTHUTES.

OtMeTka 00 ucnoHUTENE OPOPMIISIETCSI HA JIUIIEBOM CTOPOHE MOCIEIHErO JIUCTa
JIOKYMEHTAa OT TPaHUIIbI JIEBOTO MOJIS WU, IPU OTCYTCTBUM MECTA, - Ha 000POTHOM
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CTOPOHE BHU3Y CliEBa.
IIpumep -
3abeaun UBan AnapeeBud,
KonTpoJsbHOe ynpaBjieHue, BelylIUil CIeNUATHUCT,
+7(978) 924-45-67, Zabelin@gov.ru

OTtMmeTKka 00 MCIONHUTENE MOXKET OQOPMIATHCS KaK HIKHUM KOJOHTUTYJ U
neyararbes MpU(TOM MEHBIIET0 pa3Mepa.

OTMmeTKa 0 3aBepPeHUN KONUM.

OOpazoBaTenbHasi OpraHU3alks MOXKET 3aBepsATh KOMUU TOJBKO TeX
JIOKYMEHTOB, KOTOPBIE€ CO3JAI0TCS B HEM, & TAKKE B CIy4asiX, IPEIyCMOTPEHHBIX B
ab3arie BTOpPOM HACTOSIIIEro MyHKTAa. Komus JOKyMEHTa H3rOTaBIIMBACTCS W
BBIJIAETCA TOJIBKO C pa3pelieHusi pyKOBOAUTENSI OpraHU3allK, €ro 3aMecTUTEeNeH
WU PYKOBOAUTEINS CTPYKTYPHOTO MOIpa3IeIICHHUS.

B cnydyae mnoAroTOBKM JTOKYMEHTOB JJiS TPEJOCTABICHUS CYIeOHBIM
opraHaMm, IMpU PELIEHWU BOMPOCOB IO MNPUHATHIO JIMI Ha padboTy, oOyuyeHwue,
YAOCTOBEPEHUSI HX TPYAOBBIX U JPYTMX TIpaB BO B3aUMOOTHOIIEHUSX C
yUpexJACHUEM, a Takke TMpu (QOPMUPOBAHUU JIMYHBIX Jel PaOOTHUKOB
o01reoOpa3zoBarenibHas OpraHU3alMs MOXET U3rOTaBIMBATh KOMUU JIOKYMEHTOB,
BBIJIAHHBIX APYTUMH YUPEKIECHUAMHU (KOMTUU JOKYMEHTOB 00 00pa3oBaHUU U Jp.).
[Ipn BBIZaye KOMHHM JTOKYMEHT BOCHPOU3BOJUTCA IMOJHOCTHIO  (OJIaHK
o0pazoBarenbHOI OpraHu3aluu, HOMep, JaTa, CoJAEp>KaHue U T. J11.).

B npaBom BepxHeMm yrily Konuu numercs cioBo «Komnus». IIpu Beigaye komuu ¢
KOIHHU clienyeT nucath «Konus ¢ Konumy.

Ecnau konust 11t BHYTPEHHETO MOJIb30BAHUS, TO JJIsl 3aBEPEHUS HUKE PEKBU3UTA
«IToanucey» NpoOCTABISIIOT 3aBEPUTEIbHYIO HAAMKUCH: «BEepHO»; AOIKHOCTH JIMIIA,
3aBEPSIONIETO KOMHIO; JIMYHYIO MOJIMKUCh; paciiu@poBKYy MNOANHUCH (MHULIKAIIBI,
dbaMmnio); 1aTy 3aBEpEeHMUSL.

ITpumep -

Bepno
Cexperaps/CnenuajucT no Kaapam

JInunasa moanuch B.B. UBanoBa

10.10.2023

Ecnu xonus BeiaaeTcs Uil NPEACTABICHUS B APYTYIO OPTaHU3ALNI0, TO OTMETKA O

3aBEPEHUU KONIMU JIOTOJHAECTCS HAAIMUCBI0O O MECTE XpaHEHUs JIOKYMEHTa, C

KOTOpOTo Obljla U3rOTOBJICHA KOIHS, M 3aBEPSETCS MEeYaThi0 OpraHN3aIuu.
ITpumep -

[Tognuuauk nokymenta HaxoauTcs B MBOY «lllkona-rumuasus Nel»y

B nene Ne 12-k 3a 2022 ron.

JlJ14 mpoCTaBiIeHUs OTMETKH O 3aBEPEHUU KOIUU MOXKET UCIIOJIb30BATHCS IITAMII.
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OTMeTKa 0 MOCTYIJICHHH JOKYMEHTA.

OTMeTKa O MOCTYIUIEHHM JIOKYMEHTa CIIYXHUT i NOATBEpKIAeHus (akra
IIOCTYIUICHUS JIOKyYMEHTa B OpPraHU3aldi0 M BKJIIOYACT ATy NOCTYIUICHUS H
BXOJSIMNA PErUCTPALIMOHHBIN HOMEp ToKyMeHTa. [Ipu He0OX0UMOCTH OTMETKA O
IIOCTYIUICHUU MOJKET JOIOJHATHCA YKAa3aHUEM BPEMEHM IIOCTYIUICHUS B Yacax U
MHUHYTax M Ccriocoda I0CTaBKU JOKYMEHTA.

OTMeTKa O MOCTYIUICHMM JOKYMEHTa MOKET IIPOCTABIATHCS C ITIOMOIIBIO
HITaMIa.

Pe3ommronus.

Pezontonnst comepXUT yka3zaHHE MO HCHOJHEHHMIO JOKyMeHTa. Pesomronms
opopmisieTcss Ha cBOOOAHOM MecTe pabodero moJs JOKYMEHTa, Ha OJlaHKe
pPE30OJIONMU WM BHOCUTCSL HEMOCPEJICTBEHHO B CHUCTEMY 3JIEKTPOHHOIO
JOKYMEHTO000pOTa.

Pe3onmonus BkIIOYaeT: (pamMuiIuio, WHUIMAIBI UCIOIHUTENS (HMCIOJHUTENEH),
MOPYYEHUE MO JIOKYMEHTY, MpPU HEOOXOAUMOCTH - CPOK HCIOJIHEHUS, MOAMHUCH
JIU11A, BBIHECILIETO PE30JIIOIUIO, 1aTy PE30IOINH.

Peszomronus, kak MpaBWiio, MUIIETCS OT PYKH PYKOBOAMUTENIEM Ha MOIMHHHUKE
JIOKyMEHTa Ha CBOOOJHOM OT TEKCTa MECTE.

ITpumep -
®amuiausa U.0.

IIpomy moaroroButh npeasioxkedus k 10.11.2021.
IMoanucek
Jara

OTMeTKa 0 KOHTpOJIE.

OTMeTKa 0 KOHTPOJIE CBUJETEIbCTBYET O MOCTAHOBKE JIOKYMEHTa Ha KOHTPOJIb,
MPOCTABJSETCS IITAMIIOM WM TPOU3BOJIUTCA 3amuch OT pyku «KoHTpons» Ha
BEPXHEM I10JI€ JOKYMEHTA.

Kontponto moasiexxar Bce 3aperuCTPUPOBAHHBIE JIOKYMEHTBI, TpeOyromme
WCTIOTHEHUS.

CpokH HCHOJIHEHUSI JOKYMEHTA YCTaHABJIMBAIOTCA B COOTBETCTBUM CO CPOKAMH,
0003HAaYEHHBIMHU 3aKOHOATEILCTBOM, OpPTraHHW3allleii, HaNpaBUBIICH MOpy4YCHUE
WIN TPOCHOY, pacropsAUTEIbHBIM JOKYMEHTOM HWJIM PE30JIOLUEH PYKOBOIUTENS
oOpa3zoBaTeIbHON OpraHU3alIlrH.

Cpok npocrasisiercs B popMe JaThl 3aBEPIICHUS UCTIOTHEHUSI.

OTMeTKa 0 HANIPaBJICHUH TOKYMEHTA B [1€J10.
OTmeTka O HalpaBJI€HUU JOKYMEHTa B JEJIO ONpPENEseT MECTO XpaHEHHUS
JOKYMEHTa TOCJe 3aBeplieHUs] padoThl ¢ HUM M BKJIIOYaeT: cioBa «B memoy,
UHJEKC Jena [0 HOMEHKIAType JeJ, B KOTOpPO€ MOMENIAeTCs AOKYMEHT Ha
XpaHEHHe, C YKa3aHHeM TI0Ja, AOJDUKHOCTH JIMLA, O(OPMHUBLIETO OTMETKY,
IIOJIINACH, AAThI.

ITpumep -
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B neno Ne 01-18 3a 2020 r.
Cexkperapb
IMoanucek dara
OTMmeTKa O HampaBJICHUHU JIOKYMEHTA B JIEJI0 MOXET JOIMOJHATHCS KPATKUMH
CBEJICHUSAMU O XapaKTepe UCIIOJHECHUS IOKYMEHTA.

4.TpeGoBaHMsI K COCTABJICHHIO HEKOTOPbIX BU/I0B JOKYMEHTOB.

IIpuxkas.

[Ipuka3 - mpaBOBOM JIOKAJbHBIM HOPMATHMBHBIM aKT, KOTOPBIA H30AETCS
CAMHOJIUYHO PYKOBOJMUTENIEM O0Opa30BaTEbHON OpraHU3AlMH M YIOCTOBEPSET
pELIeHHs] OPraHU3alMOHHO-PACTIOPSIUTEIBLHOTO XapaKTepa.

[Ipuka3pl  W3AAalOTCST TO  OCHOBHBIM  BOIpocaMmM  JESATEIbHOCTH,
aIMUHUCTPATUBHO- XO35MCTBEHHBIM BOMPOCAM M KaJIPOBBIM BOMpOcaM (JIMYHOMY
COCTaBy) 00pa3oBaTeIbHON OpraHU3aIUu.

[Ipuka3 moanmuchIBaeTCs B COOTBETCTBUM C TPEOOBAHUSIMH, YKA3aHHBIMU B
Pexomennamuu.

[locne mnoanucaHus TMpUKa3za W3MEHEHUS W/WIM JIONOJHEHHS B HEro
BHOCSITCS TyTeM U3JIaHUSd HOBOTO TMpUKa3a O BHECEHWUW H3MEHEHUN W/WiH
JTOTIOJTHEHUH.

[Ipuka3, kak mnpaBwio, odopmisieTcss Ha OlaHke o00pa3oBaTEIHLHOM
OpraHU3aly B IEYaTHOM BUJIE.

[Tpuka3 mMeeT cleaylonMe PEKBU3UTHI: HANMEHOBAaHUE 00pa30BaTEIbHOU
OpraHu3alMy COTJIACHO YCTaBy; HauMeHoBaHue Buaa nokymenTa (ITPMKA3), nara,
HOMEpP, MECTO COCTaBJI€HUs, 3arojOoBOK K TEKCTy, TEKCT, HaNUMEHOBAaHHE
JOJDKHOCTH, TOANUCh JOJDKHOCTHOTO JiMla (MHUIMANbL, (amMuwins), BU3bI
COTJIaCOBaHMS, O3HAKOMJICHUS.

Hatoii mpukasza (pacnopsikeHusi) sIBISETCS Jara ero mnoanucanusa. Jlara
opopmisieTcss UUPPOBBIM CHOCOOOM; HOMEP COCTOUT M3 3Haka «No» H
nopsiikoBoro Homepa rnpukasa: ot 00.00.0000 Ne 000.

ConepxaHue mpHKa3a KpaTKO M3JIaraercss B 3aroJIoOBKE, KOTOPBI
HauuHaercs ¢ npemiora «O» M COCTaBISETCS C IMOMOUIIBIO OTIJIArOJIbHOTO
cymectBurenpHoro  («O6  yTBepkIeHuu...», «O  CO3JaHHH..»)  WIH
CyIEeCTBUTETHHOTO («O0 UTOTax...»).

B mpukazax TekcT wu3naraercss OT NEPBOTO JMIA €IMHCTBEHHOrO 4YHUCia
(«TIpUKa3bIBAIO»).

Bo Bpemsi o3HakomiieHUSI C TPUKA30M YyKa3aHHBIMA B HEM JIMIIAMHU Ha
NEPBOM 3K3EMIUISIPE IMpHUKa3a MPOCTABISIOTCA NOANHUCH C YKAa3aHUEM JaThl
O3HAKOMJIEHHUSI.

Homepa cTpaHull NpOCTaBISIIOTCA IOCEPEIMHE BEPXHEro IO JIMCTA
Ha4YMHasi CO BTOPOTO JIMCTA.

[Ipukaspl HyMepyOTCS B TOPSIAKE UX U3JIaHUS B Tpejeiax KaJeHIapHOTO
rojia; MpUKa3bl IO OCHOBHOM JIEATEIIBHOCTH U IO KaJpPOBBIM BOIpocaM (JIUYHOTO
COCTaBa) UMEIOT OT/AEJIbHYIO MOPSIAKOBYIO HYMEPAIIHUIO.

[Ipyn Hymepanuu ONpHKa3oB JOMYCKAETCS MCIOJIb30BAHHUE JOTOJHUTEIIBHBIX
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OYKB.
IIpumep:
K- kaapsi;
JI - IMYHBIN COCTAB;
O- 0CHOBHAAl 1eSITEJILHOCTD;
Y — o0yuawiuuecs.

[Ipuka3z BCTymaeT B CWJIy C MOMEHTAa €ro MNOJANHCAHUS PYKOBOIUTEIEM
o0pa3oBaTeIbHON OpraHU3aliy, €Clid B TEKCTE HE YKa3aHO JIPYroro Cpoka.
[Tpukassl  peructpupytorcsi B KHure/’xypHaie perucrpauudd  MpUKa30B
( npunoorcenue 2).

[Ipukaser dopmupytorcs B [eno omun pa3 B kBapTtan. Kuura/xypHan
IIPOHYMEPOBBIBAETCS, IIPOIIHYPOBBIBAETCH, CKpEIUISIETCS HOJIHCHIO
PYKOBOIUTENSI M TEYaThi0 OOpazoBaTeNbHOW opraHuzanuu (npwioxenue 1). B
KOHIle KaneHmapHoro roxa [lemo (me Oonee 250 nmcroB) odopmiseTcs B
cootBeTcTBHH € [lonoxxeHneM 00 apxuse.

IIpuka3bl 10 OCHOBHOM AeATEIbHOCTH.

TekcT mpukasa Mo BONpPOCaM OCHOBHOM JESTENbHOCTH 00pa3oBaTelIbHON
OpraHu3allid COCTOUT U3 JBYX dYacTell - KOHCTaTupymomei (mpeamOysibl) H
pacrnopsauTEIbHOM.

B KoHCTaTupyronieil 4acTu OTpaKaroTCA LEIW U 3aJa4d NPEANUChIBAEMbIX
JNEUCTBUM, NPUYMHBI W3JaHHUsS [pUKa3a, JaeTcsl CChUIKA Ha JIOKYMEHT,
NOCITY>KMBIIMII OCHOBAaHHWEM JUIsl MOJArOTOBKM IpHKa3a. YKa3aHHas 4acTb MOXKET
HauMHAThHCA co cioB «Bo ucnomnenwue...», «C 1nenpo...» 1 Tomy nojpodnoe. Eciu
JOKYMEHT W3/1a€TCd Ha OCHOBAaHUM JIPYrOr0 paCHOPSIUTEIBHOTO JIOKYMEHTA,
B KOHCTaTUPYIOIIEH YacTH YKa3bIBAETCS Ha3BaHUE BHUIA 3TOT0 JIOKYMEHTa, €ro
aBTOp (MuHnucrepctBo, COBET MUHUCTPOB H JIp.), JaTa, HOMEp U 3arojioBoK. Touka
B KOHILIE KOHCTAaTUPYIOIIEH YaCTH HE CTaBUTCH.

PacnopsinurenbHasa yacth nmpukasza HauumHaetcs co ciaoBa [IPUKA3BIBAIO,
KOTOpOE TEeYaTaeTcsi C HOBOW CTPOKH OOJBIIMMHU OyKBaMU 0€3 OTCTYIUIEHUS OT
JIEBOTO TIOJISI U KaBBIUEK, [TOCJIE YEro CTABUTCS JIBOCTOUHE.

PacnopsnurenbHas 4acTh JEIUTCA HA NYHKTbl U MOJIYHKTBI, KOTOPBIE
HyMepyloTcs apaOckumu nudpamu. B kaxaoM MyHKTE JOJDKHBI OBITh YKa3aHbI
UCIIOJIHUTENM, KOHKPETHbIE 3aJaHusi (IMOpPYYEHHUsI) MU CPOKH HX BBIMOTHEHUS.
Hcnonaurenn wMoryT OBbITh Ha3BaHbl Takke OOOOIIEHHO: «PYKOBOIUTEISIM
METOJUYECKHX OOBEAMHEHUN», «3aMeCTUTENsIM JupekTopay. Ilpu sTom, Kax
IPaBWJIO, HE IPHUMEHSETCS HANMCAaHWE HEKOHKPETHBIX IOPYYEHUH, KOTOpbIE
COJIEp)KaT CJIOBA: «YCKOPHUTHY», «YJIYULIUThY, «aKTUBU3UPOBATH», «OOpPATUThH
BHUMAHHE», «COBEPLUIEHCTBOBATHY, KIIPOJIOJKUTH U T.I.

OtnenpHble 3amanHus (HampuMep, 3aJaHus, CcoAep)Kalume IU(pPOBbIE
JaHHBIE) MOTYT O(OPMIIATHCS B BHJIEC MPUIIOKEHHSI K MPUKA3y CO CCHUIKOW HAa HUX
B COOTBETCTBYIOLIMX IYHKTaX MpHKaza M O(QOPMISIOTCA COIVIACHO JAHHBIM
Pexomennanusim.

Crpanupl nprkasza u IpUIOKEHU HyMEpPYIOTCS KaK €UHbIA TOKYMEHT.
Ecaum mpukazoM OTMEHSIETCS NPEAbIAYIIUNA paclopsIUTEIbHbIA JTOKYMEHT, B
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pPacCIOpAAUTENPHON YAaCTH YKAa3bIBAETCS IYHKT, KOTOPBIM JOJKEH HAYMHATHCS CO
cnoB: «[Ipu3HaTe yTpaTUBIIUM CUITY...».

N3meHeHusi, BHOCHUMBbIE B MpHKa3, O0GOPMIISIOTCS OTACIBHBIM IMPUKA30M,
KOTOPBIM JOJKEH HMMETh TakOW 3arojioBok: «O BHECEHUM HW3MEHEHUU W/Wiu
JOMOJHEHUM B TpPUKa3 ..» C YyKa3aHWEM JaThl, HOMEpA, 3aroJioBKa
paclopsiAUTENbHOTO  JTOKYMEHTa, B KOTOPBIM  BHOCATCS  W3MEHEHUS.
PacniopsimurenbHas 4acTp NIPUKa3a HAUUHACTCS C TAKOT'O ITYHKTA:

1. BHecTu U3MEHEHUS B MIPUKa3...

Jlanee oOTOeNbHBIMM TOANYHKTaMH  (GOPMYJIUPYIOTCS HW3MEHEHHS B
pacnopsiAUTEIbHBIN JOKYMEHT.

[Tpumep -

1) myHKT 2 M3JI0KHUTh B CICAYIOIICH PEIaKIIHH;

2) TYHKT 3 WCKITIOYHTB;

3) ab3ar] BTOpO# IMyHKTa 4 JOMOJHATH CIIOBAMU. ..

Ecnu u3smeHeHuss B pacnopsiAuTENbHBIA JOKYMEHT O(OPMISIOTCS Ha
OT/ICJIBHOM JIUCTE (JIUCTAxX), B MEPBOM IMYHKTE PACHOPSIAUTEIHHON YacTH MpHUKas3a
YKa3bIBaeTCS:

1. BHecTu n3MeHeHnus B...

[Tocnenuuii MyHKT pacnopsIUTEIbHON YacTH B Clydyae HEOOXOJUMOCTH MOXKET
CoJlepKaTh pEUICHUE O BO3JIOKEHUM Ha JODKHOCTHOE JMIO (GYHKUUNA TI0
KOHTPOJIIO 32 UCIIOJIHEHUEM IIPUKA3a.

IIpuka3bl 10 KAAPOBHIM BONPOCAM.

[Ipukassl 0 KaAPOBBIM BOMPOCcaM (JIMYHOMY COCTaBY) O(OPMIIAIOTCS KaK B
yaudunupoannoit popme (Ilocranosnenne I'ockomcrara PO ot 05.01.2004 Ne 1
«OO0 yTBepkaeHUHN YHU(PUITUPOBAHHBIX (DOPM MEPBUIHON YUETHOW JOKYMEHTAIHH
M0 YUY€Ty TPY/la U €ro OIUIAThI»), TaK U B TEKCTOBOM.

JanHbni BuA TpUKa3oB OQOpMISETCS B BUAE WHIWBUIYAIBHOTO WA
CBOJIHOTO.

B wunaumBuIyanbHOM TIpUKa3ze COACPXKHUTCS HHPopmarus 00 OJHOM
pabOTHHKE; B CBOJHOM - O HECKOJIbKMX, HE3aBUCUMO OT TOrO, Kakue
YIPaBJICHUYECKHUE PEIICHHS 110 HUM MPUHUMAIOTCS (ITpUeM Ha paboTy, Ha3HAYEHHUE
Ha JIOJDKHOCTD, IEPEBOJI HA IPYTYIO AOHKHOCTD (paboTy), yBOJILHEHHE U JIP. ).

CopeprxaHrve MHAUBUAYAJIBHOTO MIPUKa3a MO KaJIpOBbIM Bompocam (JIMYHOTO
COCTaBa) KpaTKO M3JIaraeTcs B 3arojIoBKE, KOTOPBIM HaunMHaeTcs ¢ npemiiora «O» u
COCTAaBJISIETCS C  MOMOMIBIO  OTIJIArOJbHOrO  CcyliecTBUTENbHOro:  «O
Ha3HAYEHUU...», «O TNPUHATHH...». B CBOAHBIX TMpHKa3aX MOXKET MPUMEHSTHCS
0000111eHHbIH 3aro0BOK: «O KaapoBBIX BOMpocax», «O JINYHOM COCTaBe».

B Tekcre mnpukaza 1Mo KaapoBBIM BompocaMm (JIMYHOMY COCTaBy), Kak
MPaBUJIO, KOHCTATUPYIOIIASl YaCTh HE OTMEYAETCH.

PacnopsinutenbHass yacTh NIpUKa3a HAYMHAETCS, Kak MpaBUJIO, C TJaroia B
HeonpeaeneHHo gopme: «IIpunsatey, «Hasznauutey», «llepeBectn», «OOBIBUTHY
U TOMY II0JI00HOE.

Jlanee ykaspiBatoTCs (hamuiusi, UMsi, OT4€CTBO (IIPU HAIMYMUM) PaOOTHHKA,

Ha KOTOPOTO PACIPOCTpaHsIETCs IeWCTBHE MpUKa3a, U TEKCT Mpukasa. B cBogHOM
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npuKase GaMuIne JIUIl B IPEeIax MyHKTOB pa3MeNIatoTcs 1Mo adaBuTy.

B npukaze o Ha3HAYEHUU WUIIM YBOJbHEHUU PA0OOTHUKA YKa3bIBACTCS MOJIHAS
nata (4ucno, wecsil, roja) (aKTUYECKOro BbIxoJa paOOTHUMKAa Ha padoTry
(mpexpanieHuss TPYAOBBIX OTHOIICHWI), pa3sMephbl €ro AOKHOCTHOTO OKJaja
COTJIACHO IITaTHOMY PacHUCaHMUIO.

B cBogHOM mpuKasze MO KaJpoOBBIM BoIpocam (JUYHOMY COCTaBy) B
pacnopsIUTENbHYI0 YacTh BKJIOYAETCS HH(pOpMAalMs, KOTopas pa3MellaeTcs B
TaKOW MOCJIeI0BATEILHOCTH: MIPUEM Ha paboTy, epeBo/l, YBOJIbHEHHE.

B kaxxnom myHKTE npuKaza Mo KaJpoBbIM BoIlpocam (JIMYHOMY COCTaBy)
yKa3bIBa€TCsl OCHOBAaHWE OTHOCUTENIBHO €ro H3JaHus (3asBlIeHUE pPaOOTHHKA,
TPYZIOBOM JOroBop (coryiamieHue), JAOKJIaJHas 3alucka, MpeacTaBIEHUE,
X0J/IaTalCTBO, pEIIeHHEe AaTTEeCTAllMOHHOM KOMHCCHH 00Ie00pa3oBaTeIbHON
OpraHu3alluu) 4 T.1.

Pacnopsizxenue.

Pacniopsixenune - pacnopsiAuTENbHBIN JIOKAJIIBHBIA HOPMATUBHBIN MPABOBOMN
aKT, KOTOpBIM M3JaeTCs PYKOBOIAIIMM pPaOOTHUKOM 0O0pa3oBaTelIbHOW oOpra-
HU3alMK  (Hampumep,  3aMECTUTENEM  PYKOBOJIUTENS,  PYKOBOJIUTEIEM
CTPYKTYPHOTO TMOJIpa3JieieHus1) MO BOIMpPOcaM HHPOPMAUOHHO-METOIUYECKOTO,
aJIMUHHUCTPATUBHO-XO35MCTBEHHOTO U OPraHU3allMOHHOTO XapakKTepa, BXOMISIINM
B €0 KOMIIETEHIIUIO.

Pacnopsbxennem odopmiIsitoTcs BOIPOCHI KPaTKOCPOYHOTO OJHOPA30BOTO
Xapakrepa.

PacniopsbkeHust  COCTaBIISIIOTCS  @HAJOTMYHO TMpUKa3aMm (B [EYaTHOM
Bapuante) MoxkHO 0e3 ciioBa «[IPUKA3BIBAIO».

KoHcTratupyronjas 4acTb TEKCTAa B PACIOPSDIKEHHUSAX OTHAEIAETCS  OT
pacnopsiautensHo vactu cinoBamu:  «IIPE/IJIAT'AIO», «PEKOMEHAYIO»,
«OBA3BIBAIO», « CHUTAKO HEOBXOANMbIM».

Pacnopspkenust  peructpupyrorcs B Kuure/)xypHane  perucrpauuu
pacniopsbkeHuid  (npunoowcenue  2).  KHura/xxypHal — OpOHYMEpOBBIBAa€TCA,
IIPOIIHYPOBBIBAETCS, CKPEIUIAECTCS MOMANKMCBIO PYKOBOAWUTENS U IE€YATHIO
oOpazoBarenbHOI opranuzanuu. Pacnopsbkenus ¢opmupytores B Jleno oauH pas
B kBapTas. B konune kanengapHoro roaa Jlemo (me Oonee 250 nucTOB)
odopmIsieTcs: B cooTBeTcTBUU ¢ [lonoxkeHnnem o0 apxuse.

IIpoToxko..

[Ipomiecchl TMpUMEHEHMs] YIPABJICHUECKUX PpEIIeHUH 00pa3oBaTeIbHOM
OpraHu3alyel U CaMHM pEUICHUs JOKYMEHTUPYIOTCS C IOMOIIBI) ITPOTOKOJIOB
KOH(DEepeHIINH, IeAarornaeckKux COBETOB, KOMUCCUHN U TIP.

B npoTokonax 3aceqaHuil KOJUIETHAIBHBIX U COBEIIATENbHBIX OPTaHOB TEKCT
U3JIaraeTcsi OT TPEThEro JIWIa €AMHCTBEHHOTO 4YMClia («IeJaroruuyecKui COBET...
MIOCTAHOBJISIECTY», «COOpPAHHUE... PEIIUIION).

[IpoTokon  cocTaBiseTcss HAa  OCHOBAaHMM  3allMCEH,  CHEJIAHHBIX
HETIOCPEICTBEHHO BO BpEMSl 3acCelaHui, MPEICTABICHHBIX TEKCTOB M TE3UCOB
JOKJIAZIOB U BBICTYIUJIEHUM, CIIPABOK, IPOEKTOB PELIEHUM.
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IIpoTOKON MOXKET COCTABIATHCA KAK B PYKOIHCHOW, TaK M B II€YAaTHOU
dbopme.

JlaToii mpoTokoa sBAsSeTcs Jara npoBeaeHus 3aceqanus. Eciau 3acenanue
IPOJ0JKATIOCh HECKOJIBKO JIHEeW, TO Yepe3 THUpPE YKa3bIBAIOTCS MEPBbIA U
MOCJICAHUN JICHb 3aceIaHusl.

Homep mporokona AomKeH COOTBETCTBOBAThH IMOPSAKOBOMY HOMEpY 3ace-
nanusi. Hymepamusi nmpoTokojioB Benercsa B Ipefeliax KaJlleHJapHOro roja
OTJIEPHO MO KaXJIO0W Tpymnne MPOTOKOJOB 3acelaHusi COOTBETCTBYIOIIETO
KOJUIETHAILHOTO OpTaHa.

B pekBusuTe «MecTO 3aceaHus» YKa3bIBA€TCAd Ha3BaHHE HACEJICHHOTO
MIyHKTa, B KOTOPOM COCTOSIJIOCH 3aCEIaHHE.

3aroioBOK K TEKCTy TMPOTOKOJIa JIOJDKEH OTOOpaXkaTh BHJ 3aceJaHus
(coBemanue, coopanue, KOHPEpPeHIUs U T.M.) WIA KOJUIETHATBLHOU JIEATeIbHOCTH
(xoMuccus, COBET, coOpanue, padouasi rpyIma u T.1.) U BKIOYaTh Ha3BaHHUE BUIA
JIOKyMEHTA.

TekcT mpoTOKOJIa COCTOUT U3 BBOJHOW U OCHOBHOW 4acCTEM.

BBogHass  yacTb  COIEpPKUT  MOCTOSIHHYIO — uHpopMmanui  (cioBa
[NPEACENATEJIb, CEKPETAPH, IIPUCYTCTBOBAJIN) u mnepeMeHHYIO
(pamunus, wHULMANBL TpeacenaTens, ceKperaps M NpucyTcTByromux). [lpu
HEO0OXOMMOCTH YKa3bIBAIOTCS JOJKHOCTH MPUCYTCTBYIOIINX, a TAKKE HHUIUAIBI,
dbaMuIuu JOJKHOCTH JIML, MPUIJIANIEHHBIX Ha coBemanue. [lpu konuuectse
y4acTHUKOB Oosiee 10 cocTaBisieTCs COHCOK MPHUCYTCTBYIOIIMX, KOTOPBIU
MpuUiaraeTcs K mpoTOKOIy.

Ecim  mportokonm odopmisercs B medatHod  ¢dopme, TO  ClIOBa
[MPEACEOATEJIb, CEKPETAPD, ITPUCYTCTBOBAJIM neyatatoT OT HYJIEBOTO
MOJIOKEHUST TalOynsiTopa, OT 2-T0 MOJOXKEHUs Ta0yJnaTopa CTaBUTCS THUPE,
WHUIMAIBl ©  (pamMwimu [umyT B UMEHUTEIBRHOM maaexke. DamMuanu
MPUCYTCTBYIOIIMX PACHOJIAraloTcsi B aipaBUTHOM MOPSJKE U NeyaTaroTcs yepes 1
MEKCTPOYHBIN UHTEPBAJL.

BBosiHasg uyacTh MNpOTOKOJA 3aKaHYMBaeTcs moBecTkod JHA. ClioBa
«IloBecTka JHS» MEYaTalOT OT HYJIEBOTO IMOJOXKEHUs TalOyisTopa, MOCie HUX
CTaBUTCS IBOE€TOYME. BOMpoCh MOBECTKHU JIHSA HyMEpYIOTCs apabckuMu 1udpamu.
Kaxp1ii HOBBIN BOMPOC MeYaTaroT OT 1-To MmoyiokeHus TabysTopa.

[TocnenoBaTeabHOCTh PACTIOIOKEHUS BOIPOCOB OMPEEISIETCS CTENEHBIO UX
BAXHOCTU. BOMpockl nepeuncnaioTcs B UMEHUTENbHOM mnazaexe. [Joknan (oTyer,
coobmienne, nHGoOpMaIys), HAMMEHOBaHUE JOJKHOCTH, WHUIMAIBI U (HaMUIUIO
JOKJIaqUMKa NUIIYT B POAUTEILHOM majaexe. He pekomeHayeTcsi BKIOYATh B
nmoBecTKy gHs Bompoc  «PasHoe». Kaxnaplii Bompoc  J0KeH  OBITh
KOHKpeTu3npoBaH. DopMupoBaHHE BOMPOCOB B IOBECTKE AHS HAYMHAETCA C
npeiora «O (O0)».

OcHOBHasi 4acThb NPOTOKOJIA COCTOMT M3 PA3AENIOB, KOTOPbIE JOJDKHBI
COOTBETCTBOBaTh NyHKTaM TMOBECTKH HHs. Pasnensl HymepyroTcs apaOCKUMu
nudpaMu U CTPOSATCA M0 TAKOH cXeMe:

CJIYIIAJIN - BBICTYIIUJIA - PEIIWJIA (ITOCTAHOBUWJIN),

VYkazaHHble cJOBa MedyaTaloTcs OoJbIIMMHU OykBamMH 0€3 OTCTyma oT
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rpaHuLbl JIEBOTO TToJis. [locie 3ThX ¢10B CTaBUTCSA JBOETOYME.

ITocne cnosa CJIIVIIAJIM yka3piBaeTcsi KpaTKWW TEKCT BBICTYIUIEHUS
OCHOBHOTO JOKJIaqunka. amMuins 1 MHUIMAJIBI KaKI0T0 TOKJIAIUMKa 1€4aTarTCs
C HOBOM CTpOKH. KpaTkuil TEKCT BBICTYIUIEHMS H3JIaracrcsi B TPETbEM JIMLE
€AMHCTBEHHOT'O YHUCIIA.

TexcTbl WM TE3UCHl JOKIAIOB W BBICTYIUICHHM, O(OpMIICHHBIE Kak
OT/EJIbHBIE JTOKYMEHTHI, B TEKCT MPOTOKOJA HE BKiIroYarorcs. [locne cBeneHuit o
JOKJIaIYMKEe CTaBUTCS TUpPE W yKaszbiBaeTcs: «TekcT aokiana (BBICTYILICHUS)
MIPUJIAraeTcsl K MPOTOKOIY».

[Tocne cnoBa BBICTYIIMJIM QukcupyroTcss BBICTYIJICHUS TeX JIHII,
KOTOpBIE MPUHSIIN y4acTHe B 0OCYKJIeHUHU NOoKIana. BeicTyruienus: ohopMIIstoTcs
B MPOTOKOJIE ¢ YKa3aHUEM JIOJDKHOCTEH, (pamMiinii 1 MHUIIMAJIOB, BBICTYIAIOIINX B
VMEHUTEIBHOM MAJIeKeE, a TAKKE C KPATKUM HU3JI0)KEHUEM COJAEPKaHUS BOIIPOCA U
orBeToB Ha Hero. ConepkaHUE BBICTYIUIEHUHA H3J1araercsa OT TPEThEro Juua
€AMHCTBEHHOT'O YUCIIA.

[Tocne cnosa PEHINJIM (IIOCTAHOBWJIN) dukcupyercs npHHITOE
pelieHre o oO0CyXJ1aeMOMYy BOIPOCY NOBECTKU JHA. PelieHue TOMKHO OBITH
KOHKPETHBIM M BKJIIOYaTh COCTABJSIOLIME, KOTOPBIE OTBEYAIOT Ha CIEAYIOLIUE
BOIIPOCHI: KOMY, UTO CAE€JaTh U B KAKOU CPOK.

Pewienus, coneprkalye HECKOIBKO BOIPOCOB, NOAPA3AEISAIOTCS HA ITyHKTHI
U TOJIMYHKTHI, KOTOpble HyMmepyloTcsa apabckumu 1udpamu. I[loamyHKTHI
HYMEpYIOTCS IU(PpaMu ¢ TOYKOM.

B cnyuae, xorna Ha 3aceaHUM NPUHUMAETCS pellieHue 00 yTBEp:KICHUU
JIOKYMEHTa, KOTOPBIA 00CYXJaJCcsl Ha 3acelaHuM, 3TOT JOKYMEHT IpHiaraercs K
MPOTOKOJIy Y B HEM JIEJAETCS CChUIKA HA HOMEp W JaTy npoTtokona. [Ipu Hanmuum
JIpYruX JOKYMEHTOB, KOTOpbIE€ pacCMaTpuBajuCh Ha 3acelJaHud, U (paxT
00CyKJIeHUSI KOTOPBIX ObUT 3a()UKCHPOBAH B TEKCTE MPOTOKOJIA, OHU HyMEPYIOTCS
apadckumu 1udpamu ([lpmwnoxenue 1, Ilpunoxenne 2). B cOOTBETCTBYIONUX
IyHKTaX MMPOTOKOJIA JEJIA€TCS CChUIKA HA ATU MPUIIOKEHUS.

[IpoTOKON MOANMHCHIBAETCSA MPEACENATENBCTBYIOIIMM Ha 3aceJaHuU KOJI-
JIETMAIBHOTO OPraHa U CEKPETApEM.

Brinmucka U3 NOpoOTOKOJAa — TOYHAS KONUS YacTH TEKCTa MOIJIMHHOTO
MPOTOKOJIA, OTHOCSIIIETOCSI K TOMY BOIIPOCY MOBECTKH [IHS, IO KOTOPOMY
TOTOBUTCS BBINKMCKA. BhIMMCKa M3 MPOTOKOJIA COAEPKUT CIAEAYIOLINE PEKBU3UTHI:
HauMEHOBaHHE 001e00pa3oBaTebHON OpraHu3alliy, Ha3BaHUE BUAA JOKyMEHTA
(BRIMMCKA M3 MPOTOKOJIA), J1aTa 3acelJaHusl, MECTO COCTABIICHHsS, 3aroJIOBOK K
TEKCTY, TEKCT, OJAINUCH, OTMETKY O 3aBEPEHHUH KOIIHH.

[TpoTokomnsl peructpupyrorcs B Kuure/x ypHaie perucrpanu mpoTOKOJIOB
(npunosicenue  3).Kaura/sxxypHal TpOHYMEPOBBIBACTCS, IPOLIHYPOBBIBACTCS,
CKpeIUIAeTCs  MOANMMCHIO  PYKOBOAMTENS W  Me4yaTblo  00pa3oBaTEIbHOMN
opranuzanuu. [Ipotokonsr Gopmupyrorcs B Jleno oguH pa3 B kBapTai. B koHIe
kasienaapuoro rojaa Jleno (ue 6omnee 250 nuctoB) opopmiIIeTCs B COOTBETCTBUU C
[Tonoxenuem o0 apxuse.
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Cay:xe0Hoe HNCHMO.

CayxeOHOE THCHMO COCTaBIsieTCSl C Lenblo oOMeHa wuHpopManuell
IPEICTaBIIIET COOOM:

- OTBETHI O BBINOJHEHUN 33JlaHUN, OMNPEJCICHHBIX B aKTaX OPraHoOB
roCyJapCTBEHHOM BJIACTH, TOPYYCHHSIX BBICIITUX JTIOJDKHOCTHBIX JIHII;

- OTBETHI HA BBINOJIHEHUE MOPYUECHUI BBIIIECTOSIIIUX OpraHU3aIINIA;

- OTBETHI HA 3aIPOCHI IPYTUX YUPEKICHUN;

- OTBETHI Ha O0OpAIllEHUs TPAK]IaH;

- OTBETHI Ha 3aIIPOCHI HAa HH(POPMAIIHIO;

- WHUIMATUBHBIC MHCHMA;

- CONPOBOJUTEIHHBIC MUCHMA.

CnyxebHoe mucbMo odopmiIsieTcs Ha OJaHKe oOpa3oBaTeIbHON OpraHU3alluH.
[luceMo wWMeeT cClenylone pPeKBU3UTHL: JaTa, PETUCTPAMOHHBIN HOMEp
(UCXOAIlMiA), CChUJIKA HA PErucTpalMOHHBIA HOMep (BXOAsSUIMH) W Jary
JIOKyMEHTAa, Ha KOTOPBIN JaeTcs OTBET (P HAIMYWH), aJpecar, 3ar0J0BOK, TEKCT,
OTMETKa O HAJIMYHUU MPUJIOKEHUH (B cllydyae HEOOXOIUMOCTH ), MOJIMKUCH, CBEICHUS
00 ucnonuurene (O.N.0., KOHTaKTHBIA HOMED TenedoHa).

JlaToli muchMa SBJISICTCS JaTa ero MOJMUCaHUs, KOTopas TOJDKHA COBITAIaTh
C IaTOM perucTpanuu UCXOIIIeH KOPPECTIOHACHIINH.

OCHOBHBIM PEKBU3UTOM CITy>KEOHOTO MHUChMa SIBJISIETCS TEKCT, KOTOPBIiA, KaK
paBUiIO, COCTOMT M3 ABYX 4YacTteil. B mepBoil wactu ykasbiBaeTcsi NMpPUYMHA,
OCHOBaHHE WM OOOCHOBAaHHME TMOATOTOBKH TMHCHhMa, TMPUBOJATCS CCHUIKM Ha
JIOKyMEHTBI, KOTOpbIe ObUIM OCHOBaHWUEM JJIA €ro COCTaBjeHHUs. BTopas yacTh
BKJIFOYAET BBIBOJBI, MPEMJIOKEHHS, NPOCHOBI, pemieHus u T. I., KOTOpHIE
pa3merniarTcs ¢ ab3ara.

Kax mpaBuiio, B mucbMe 3aTparuBaeTcs OJUH BOTIPOC.

Texcr muchMa wW3naraerTcs OT TMEPBOTO JIMIA MHOXKECTBEHHOTO YHCIA C
WCIIOJIb30BAHUEM CJIOB: ITPOCHM COOOIIHUTE...», «PA3bICHIEM, UTO...).

CnyxebHOe MHUCHMO TOIHUCHIBACTCS PYKOBOJUTEIEM 00pa3oBaTeIbHOM
OpraHU3aIHH.

Cnpaska.

CrpaBka - TOKyMEHT, TOJITBEPKAAFOIINI KaKue-Tn00 (PaKThl Wik COOBITHS.

CrpaBku ObIBAaIOT ABYX BUJIOB:

ChpaBka njii ONUCAHUS WM TOATBEPKACHUS (PAKTOB, WU COOBITHI B
NEeSATeIbHOCTU OpTaHUu3aINH.

CropaBk# COCTaBIISIIOTCS IO YKA3aHUIO BBILIECTOSLIEH OpraHu3alyd WU
pyKOBOAMTENSE 00pa30BaTEIbHON OpraHu3aiuu s UHPOPMalUd O BBIOJIHEHUU
IJIAHOB, 33/IaHUH, NOPYUYEHUN U MPEIACTABIIAIOTCA B YCTAHOBJIEHHBIE CPOKH.

Texcm maxoii cnpagku cocmoum u3 08yx 4acmell.

B mepBoit wactu wusnmaratorcs (akThl, TOCITYXHBIIHE TIOBOJOM K €€
HAllMCaHUI0, BO BTOPOM - TMPUBOMASTCS KOHKPETHBIE JaHHbIE. BbiBoABI U
MPEIOKEHHS B CIIPABKE HE JAIOTCH (32 UCKIIOUYEHUEM aHATUTUYECKOM ).

CnpaBka A0/KHa OOBEKTUBHO OTpa)XaTh COCTOSIHUE [, €€ COCTaBJICHUE
TpeObyeT TImaTenpbHOTO CcOOpa W TPOBEPKH CBEIACHUN, MOTYT TPUBOIUTHCS
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TaOJINIIBI.

CrpaBku, COCTaBJIEHHBIE ISl PYKOBOAMUTENS] OpraHU3alldU, TMOJMHUCHIBACT
COCTaBUTECIIb.

CrpaBku, KOTOpbIE COCTaBJISIIOTCS IO  YKa3aHUIO  BBIIIECTOSIIEH
OpraHu3alliu, MOJMKUCHIBACT PYKOBOJIUTEIb 00I1Ic00pa30oBaTEILHON OpraHu3allii.

JlaToit cripaBKU SIBIIIETCS JaTa €€ MOAIUCaHUS.

CrpaBku, yI0CTOBEPSIONINE FOPUIUYECKHE (DaKThl: MOJITBEP)KICHUE MECTa
paboThI, 3aHUMAEMOU TOJHKHOCTH, pa3Mep 3apabOoTHOM IIJIaThl U T. 1.

JI1s HUX IpUMEHSIOTCs YHUPUITMpOoBaHHbBIE TpadapeTHhIC OJaHKH.

Takoro poja copaBKM BBIJIAIOTCS MO 3alpocaM 3auHTEPECOBAHHBIX JIMI
(COTPYIHUKOB) WJIM YUPEKJICHUW M PETUCTPUPYIOTCA B KYpHaJIE BbIJIaBA€MbIX
CIIPaBOK.

JoxkyagHas 3anucka.

JloximanHass 3amMcka - JOKYMEHT, aJIpECOBAHHBIA PYKOBOIUTEIO U
MH(OOPMHUPYIOIIHNK €r0 O CIOKUBIICHCS CUTYyaIlid, UMEBIIIEM MECTO SIBICHUH WJIU
(dakTe BBIIOJHECHHON pPaOOTHI, a TaKXKe COACPKAIMMKA BBIBOABI U TPEITOKCHHS
COCTaBHUTEIIA.

JlokmaiHast 3amMCKa MOXKET BBITOJTHATHCS PYKOTHCHBIM CITOCOOOM.

TekcT [OKIaAHOM 3amMCKA JIEJIIUTCA Ha JBE 4YaCTU: MNepBas -
KOHCTATUPYIOIIasi, T/ HW3JIaraloTCsi MUMEBIIHWE MECTO (DAKThl WU OIMHUCHIBACTCS
CUTyalus, U BTOpas, B KOTOPOH M3JIaraeTcs mpeajioxkeHue, mpockroa.

TexkcTy MOKIaAHOM 3amuCKU O0O0sI3aTeNbHO MPENIIECTBYET 3arojioBOK,
HayuHaIMics ¢ npeiora «O», «Oo6».

JloknaaHas 3anucka opopMIsIETCsl Ha JTUCTe Oymar.

AKT.

AKT -  JIOKYMEHT, COCTaBJIEHHBIA  HECKOJbKUMHM  JIMI[AMU U
MOATBEPKAAIOIINNA YCTAaHOBJIEHHbIE (DaKThl U JEHUCTBUS. AKTHI OQOPMIISIFOTCS IO
pe3yibTaTaM peBU3HH, MpU MpueMe-niepeaade e, ClIUCAaHUU UMYIIECTBA U TOMY
og00HOE.

AKT odopmisieTcs Ha CTaHJIApTHOM Jiucte Oymaru ¢dopmata A4 U umeeT
CICAYIOIIME PEKBU3UTHI: Ha3BaHHWE JOKyMeHTa, Tpud yTBepxkaAcHUs (mpu
HEOOXOJIUMOCTH), JlaTa M MECTO COCTaBJICHUS, 3arojloBOK K TEKCTY, TEKCT,
MOANUCH Jull (HE MEHEE TPEX), KOTOPbIE COCTABIISIIA AKT.

TekcT akTa COCTOMT U3 BBOJIHOM M KOHCTAaTUPYIOIIECH YacTEH.

B BBOAHOI YacTU YyKa3bIBalOTCS OCHOBAHHUS [IJIi COCTABJIEHHUS aKTa M
HAa3bIBAIOTCS JIMIA, KOTOPHIE COCTABWJIA aKT WM NPUCYTCTBOBAJIM MpU 3TOM. B
KOHCTAaTUPYIOIIEH YacTW H3JIaraercss CyTh, 3aJaud, XapakTep MOpoJeIaHHON
paboThI, yCTaHOBJICHHBIC (AKTHI, TMPEIIOKEHUS W BBIBOABI. KoHCTaTmpytomas
4acTh MOXKET OPOPMIISTHCS B BUJIE TaOIUITBL. B KOHIIE TEKCTa aKTa 3aluChIBAOTCS
JIAHHBIE O KOJIMYECTBE IK3EMIUISIPOB aKTa U UX MECTO HAXOXKJICHHUSI.

AKT TMOJMUCHIBACTCS BCEMHU JIMIIAMHU, MPUHUMABIIUMU Y4YacTHE€ B €ro
COCTaBJICHUU.

Jluiio, mMmeroliee 3amMeyaHusl K COJECPKAHUIO aKTa, MOJMNKUCHIBAET €ro Hu
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n3jgarac€t CBO€ MHCHHUC HAa OTACIIBHOM JIMCTC, KOTOprﬁ npujIaracTcsd K aKkTy.

Tenerpammsl, TesedoHorpaMmmbl, PaKCUMIJIAPHAA CBS3b.

DTO JOKYMEHT IO ONEpaTUBHBIM BOMPOCAM, MepeiaBaeMblil o TenedoHy u
3aMMCBIBAEMBIN MOJTYy4aTEIIEM.

O0s13aTeNbHBIMU PEKBU3UTAMU TaKUX JTOKYMEHTOB SIBJISFOTCS:

- HAUMMEHOBAHUE YUPEKIEHUW aJIpeCcaHTa U aJIpecara;

- PEKBHU3UT «OT KOTO» U «KOMY» C yKa3aHHEM JOJKHOCTH, (aMUIUH, U
OTYECTBA JOJKHOCTHBIX JIUII;

- HOMeEp, JlaTa U BpeMs Nepeaadu U npruemMa JOKyMEHTa;

- JIOJDKHOCTHU M (haMUJIUU TIEPEIaBIIero U MPUHSBIIETO TOKYMEHT;

- HOMepa Tele(OHOB;

- TEKCT U MOJIIHCH.

[TocTtynuBiire AOKYMEHTHI JOJDKHBI HMMETh TE€ € PEKBU3UTHI, UYTO U
OTHPABJISIEMBIE, 32 UCKIIOYEHUEM MOJIMKUCH.

JIOKYMEHTBI COCTAaBJISIFOTCS B OJHOM DJK3EMIUISIPE W MOANUCHIBAIOTCS
PYKOBOJMUTEIEM WJIM OTBETCTBEHHBIMU UCTIOJIHUTEIbHBIM.

JJIEKTPOHHBbIE JOKYMEHTBI.

[lopsmox  cocraBimeHusi, OQOPMIIEHHS U  COTJIACOBAHMSI  IPOCKTOB
AIIEKTPOHHBIX ~ JOKYMEHTOB  OCYIIECTBISIETCS MO  OOIUM  IpaBHUiaM
JIETIONTPOU3BOJCTBA, YCTAHOBJIICHHBIM B OTHOILLICHUY aHAJIOTUYHBIX JOKYMEHTOB HA
OyMa)XHOM HOCUTEJE. OJEKTPOHHBIM JIOKYMEHT JODKEH HMEThb PEKBU3UTHI,
YCTaHOBJICHHbIE I AHAJOTMYHOIO JIOKYMEHTa Ha OyMa)KHOM HOCHUTENE, 3a
VCKIIFOYEHNEM OTTHUCKA ITEYATH.

B nepeuenp o0O0sA3aTENbHBIX CBEAECHUH O JOKYMEHTaX, HCIOJIb3YEMBIX B
HEeJsIX y4yeTa U MOoUcKa JOKYMEHTOB B CHCTeMax 3JIEKTPOHHOTO IOKYMEHTO000poTa
o0Opa3oBaTeIbHON OpraHu3aluu B COOTBETCTBHUU C MpaBUJIaMU JIEJIONPOU3BOICTBA
B 00pa3oBaTebHON OpraHu3aluu, BXOJST:

. aJ[PECaHT;

. azpecar;

. JOJIKHOCTb, (DAMIIIASI U MHUIIMAITBI JIMIIA, TIOIMMUCABIIIETO IOKYMEHT;
. BUJ TIOKYMEHTA;

. naTa JOKyMEHTA;

. HOMED JIOKYMEHTA;

. J1aTa MOCTYIUICHUS IOKYMEHTA;

. BXOJIAIINI HOMEP TOKYMEHTA;

. CCBUIKA HA UCXOAIINI HOMEp U JIaTy JTOKYMEHTA;
. HAaNMMEHOBAHUE IOKYMEHTA;

. UHJEKC JIENa;

. CBEJICHHMS O MEepeaipecalii JOKYMEHTA;

. KOJIMYECTBO JTUCTOB OCHOBHOI'O IOKYMEHTA;

. KOJIMYECTBO ITPUIIOKEHHM;

. o0111ee KOIMYeCTBO JTUCTOB MPUIIOKECHHUI;

U YKa3aHH: 110 UCIIOJIHCHUIO JOKYMCHTA,
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. JIOJKHOCTD, @. 1. O. ucnoaHuTes;
. OTMETKa O KOH(PUJIECHIIUAIBHOCTH.

B coctaB m0MOMHUTENBHBIX CBEJIECHUNM 00 3JIEKTPOHHOM JIOKYMEHTE MOTYT
OBITh BKJIIOUCHBI CBEJICHMS: HAMMEHOBaHUE aBTOpa JIOKYMEHTa (e€clii aBTOp He
COBIMAJAET C aJpecaHToM (OTHpaBUTEIEM) PJIEKTPOHHOIO JOKYMEHTa), OTMETKA O
MIEPEHOCE CpPOKa HCIOJHEHHS JOKYMEHTa, CpPOK XpaHEHUs JIOKYMEHTa,
HAaVMEHOBAHUS NPUIOKEHHI K JJIEKTPOHHOMY JOKYMEHTY, KJIIOUEBBIE CJIOBA,
CTaTyc JOKyMeHTa (IPOEKT, BepcHsi), BUJ Iepefadyd JOKyMeHTa (JIEKTPOHHOU
MOYTOM, MOYTOM, PaKCOM M T. JI.) U JIp.

Cpoku XpaHEHHMsI BJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKam
XpaHEHUsI JIOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATEIbHBIMU W  WHBIMU
HOPMAaTUBHBIMM NpaBOBbIMU akTamu Poccuiickonn ®dexnepauuu, TUIIOBBIMU
MEePEYHSIMHU JIJIs1 aHAJTIOTUYHBIX JOKYMEHTOB Ha OYMa)KHOM HOCHTEIIE.

5. Opranuszanusi JOKYyMEeHTO000POTA U UCTIOJTHEHUSA TOKYMEHTOB.

IIpueM 1 00padoOTKa MOCTYNAKOIIUX JOKYMEHTOB.

JIBr>KeHME NOKYMEHTOB ¢ MOMEHTA MX CO3JAaHUS WM MOJIyYEHHUs 10 3aBEPIICHUS
UCIIOJTHEHUSI UJTU OTIIPaBKU 00pa3yeT JOKYMEHTOOOOpPOT.

B nokymeHTo000pOTE 00pA30BAaTENBHOIO  YUPEXKACHUS  BBIICISIIOTCS
CJIEIyIOIME JOKYMEHTOIIOTOKHU:

a) BXOJSIIAsi KOPPECTIOHACHIIHS (FOpUInYeCKue U (pr3ndeckue Jauia);

0) ucxoAIas KOppecmoHaeHIUs (IOpuanIecKue U Gu3NIecKue JInia);

') BHYTPEHHS JOKyMEHTaLU.

JloctaBka M OTIpaBKa JOKYMEHTOB OCYLIECTBISETCS, KakK IPaBUIIO,
CPEACTBAMH IOYTOBOM U DIIEKTPOHHOM CBS3U.

JIOKyMEHTBI, MOCTYMAOMIKEe B 00pa30BaATEIbHYI0 OPraHU3alNI0, MTPOXOAAT
MEePBUYHYIO O0pabOTKy, pErucTpanuio, NPeABAPUTEILHOE PACCMOTPEHUE,
nepegayy pyKOBOJICTBY Ha PAaCCMOTPEHHUE, NMEPENAOTCS MCHOJHMUTENISM U IOCIE
WCIIOJIHEHUSI IOMEIIAKOTCS B AEIA.

[Tpuem u nepBuyHas 00pabOTKa JOKYMEHTOB OCYILIECTBISIETCS CEKpeTapeM
PYKOBOJHTEIIS.

Cekperapp pyKOBOIUTENS IPOBOAUT: IPOBEPKY IIPABUIBHOCTH aIPECOBAHUS
NOCTYNAIINUX JOKYMEHTOB, IIPaBUIBHOCTH JOCTaBKM M  KOMIUIEKTHOCTH
JIOKyMEHTOB; COPTHPOBKY JOKYMEHTOB Ha NOJIEXKAIIHEe M HE MOJJIeKaIne
perucTpanuu.

[TosrydeHHBIE KOHBEPTBI C KOPPECHOHACHIMEN BCKPBIBAIOTCSA, MPU 3TOM
IIPOBEPSAETCS HAIMYUE BIOKEHUW, a TaKXKe YKa3aHHbIX B JIOKYMEHTax
npuwiokeHui. B ciiyyae MoOBpeXIeHHUsI YIAKOBKH M BIIOKEHUH JTMOO OTCYTCTBHS
IIPUJIOKEHUN COCTABJIAETCA akT B ABYX JK3eMmiuripax. OIWH DK3eMIULIp aKTa
HaIpaBJIsIETCs. KOPPECIOHJAEHTY, BTOpPOM MpUOOIIAaeTcs K MOCTYIHBILIEMY
JOKYMEHTY.

OmmboyHO  mpuciIaHHas  KOPPECHOHJEHUHMs  IepechbulaeTcs 10
IIPUHAJJIEKHOCTH, €CIM M3BECTEH aJpec noJiyyarens. B mpoTuBHOM ciyyae
KOPPECIIOHAEHIMS BO3BPAILAETCS OTIPABUTEIIO.
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KonBepTel 0T mocTynaroomen KOPPECHOHAEHUHWH  COXPAHSIOTCS U
NpUIaratoTca K JOKYMEHTaM JIMIIb B TOM CJIydae, KOT/Ja TOJIbKO [0 HUM MOXKHO
YCTAHOBUTH aJIpeC OTHPABUTENS WM, KOTJA JaTa MOYTOBOTO IITEMIENs HUMEeT
3HAYCHHUE B KAUECTBE JOKA3aTEIhCTBA BPEMEHU MOJTYyUYCHHS JOKYMEHTA.

CrenuaaucToM HE BCKPBIBAIOTCS KOHBEPTHI MUCEM C HAIIHUCHIO <«JIMYHOY.
OHu nepenaroTcs 1Mo Ha3HAYEHUIO

Nudopmanus u  JAOKYMEHTBI O  JCSTENBHOCTH  0Opa3oBaTEIbHOU
OpraHu3alyy, HE yKa3aHHble B yacTu 2 ctaThu 29 denepaibHOro 3akoHa OT 29
nekabps 2012 roma Ne 273-®3 «O6 obpazoBanuu B Poccuiickoit denepanumy,
MPEICTABIAIOTCS PyKOBOAUTENIEM 00pa30BaTeIbHON OpraHu3aliy Mo o0panieHuo
rpakJaaHuHa MO0 JOJDKHOCTHOTO JHIA TOCYJApPCTBEHHOTO OpraHa WM OpraHa
MECTHOTO CaMOYyNpaBJ€HUA B CIydasX H TMOpSAKEe, MNPeayCMOTPEHHBIX
3aKkoHoAaTenbCTBOM Poccuiickon denepannu.

[IpencraBienne UHPOpPMAIMKM HMHBIM OpPraHU3alUsIM O JIESITEIHLHOCTH
00pa3oBaTEIbHOM OpraHu3allMi OCYLIECTBISECTCS YUpEIUTENIEM OpraHu3aliu, B
OTHOIIIEHUHU KOTOPOM Takas MH(pOpMaIIUs 3anpaliuBaeTcs.

IIpenBapurtenbHOe paccMOTpPEHHE IOKYMEHTOB.

Cekperapp pykoBoauTens U (WIM) JHUIO, OTBETCTBEHHOE 3a BEICHHE
JEJIONPOU3BOCTBA, MPOBOJAUT IPEABAPUTEIBHOE PACCMOTPEHHE JIOKYMEHTOB B
LeJNAX  BBIAEICHMS M3  BCEr0  MAacCUBa MOCTYNMBIIEH  KOPPECHOHJIEHIUU
JOKYMEHTOB, TpeOymomux 00A3aTebHOTO  PACCMOTPEHUS  PYKOBOJIUTEIIEM
o0Opa3oBaTeIbHON OpraHU3aIlrH.

OcHoBaHMeM Ui NOPUHATHA pELIEHUS B XOJA€ MPEIBAPUTEIBHOTO
paccMOTpeHHUsl SABIISETCS COZIEpKaHUEe JOKYMEHTa, a HE aJpecoBaHUE JTOKyMEHTa
COOTBETCTBYIOILIEMY PAOOTHUKY.

PesynpraroM mnpeaBapUTEbHOIO PAacCCMOTPEHMS SIBIISIETCS HAlpaBICHHE
JOKyMEHTa PYKOBOJUTENIO0 00pa30BaTEIbHON OpPraHU3alMKU WM JOJKHOCTHOMY
JMIYy B COOTBETCTBUU C YCTAHOBJIEHHBIM pacIpe/iesieHueM O0s3aHHOCTEH MEexay
PYKOBOAHWTENEM U JIOJDKHOCTHBIMHM JIMIIAMU JJI1 BBIHECEHHs] yKa3aHUs T10
UCIIOJIHEHUIO IOKYMEHTA.

Perncrpanus 10KyMeHTOB.

Ilepenaya JOKYMEHTOB Ha PErMCTPALAIO IIPOU3BOJMTCS TOJIBKO IIOCIE HUX
IIPEABAPUTEIILHOIO PACCMOTPEHUS.

Perucrpanuu noanexar Bce JOKYMEHTHI, TpeOYIOIIUE y4eTa, UCIIOJIHEHUS,
MCIIOJIb30BaHMs B CIIPABOYHBIX LIEIAX, KaK MOCTYNAKOLIME U3 IPYTUX OpraHu3alun
M OT YacTHBIX JIML, Tak M oOpasylomuecs B Mpolecce eATeIbHOCTH
00pa3oBaTeIbHON OpraHU3aLuu.

He mnomnexar perncrpanuu NO3APAaBUTEIBHBIE IIMCbMA, TEJIETPAMMBI,
OpUTIacUTeNbHbIE OWieThl, uWHGOpMalus JisS CBEIEHUs, OyXrajlTepcKue
JOKYMEHTBl ~ NEPBUYHOrO  yuera. Jljusi  HHX  COCTaBiseTCs  INEpEYEHb
HEPETUCTPUPYEMBIX JOKYMEHTOB.

Peructpanus 1oKyMEHTOB MPOU3BOAMUTCS C LEIbI0 OOECIEYEHUsI UX y4YeTa,
KOHTPOJIS 32 UCIIOJIHEHUEM U ONIEPATUBHBIM HCIIOJIb30BaHUEM HH(OPMALIUH.
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Peructpanusi 1OKyMEHTOB IPOU3BOIUTCS B ICHb UX MOCTYIIJICHHUS.

JlommyckaeTcsi OTMETKa O TOCTYIUIEHHH JOKYMEHTa B OpTraHU3alHIo
NPOCTABNISATh B BHJE IITaMIla WIM OT PYKH B HIDKHEH YacTH JIMIIEBOH CTOPOHBI
IepBOTO JIMCTA JOKYMEHTA WM Ha €ro 000opoTe.

Peructpamusi JAOKyMEHTOB 3akjO4YaeTcs B BEACHUU 3allCH  yUYETHBIX
JAHHBIX O JOKYMEHTE IO yCTAHOBJICHHOM PErucTpalMOHHON (opme, KOTOpHIM
¢ukcupyercs (pakt cozgaHus, OTHPABICHUS WM TOJIYYECHHs OKYMEHTa IyTeM
IPOCTaBJICHUS HAa HEM PErHCTPALMOHHOTO MHAEKCA C MOCIEAYIOUIeH 3aluchio B
yKa3aHHBIX (hopMax HEOOXOAMMBIX CBEIEHUH O TOKYMEHTE.

JIOKyMeHTBI,  MOCTynaroue B 00pa3oBaTelibHYyl0  OpraHHU3alulo,
peructpupytorcs B KHure/xxypHaine peructpauuu BXOIIEH KOPPECIIOHACHIINH, a
T€, 4TO OTMpPABJAIOTCS W3 Hero, - KHure/ xypHaje perucrpalnuu UCXOAsIen
KOPPECTIOHAEHIUY (npuiodcenue 3).

Pacnpenenenue nocrynawiumx 10KyMEeHTOB.

[locne perucrpauuu  JOKYMEHTBI IEPENAIOTCS HA  PACCMOTPEHHUE
PYKOBOJUTENIO 00pa30BaTesIbHON OpraHU3alNH.

[locne paccMOTpeHHMs  pPYKOBOJMTENIEM  JOKYMEHTBHI  BO3BPAILAIOTCS
ceKpeTapio W (WIM) JUIly, OTBETCTBEHHOMY 3a BEJICHUE [EJIONPOU3BOJICTBA, IS
MIEPEHECEHUS] YKa3aHWW 110 UCIIOJHEHUID JOKYMEHTa B JKypHAJl PErucTpauuu
BXOASAIIMX JIOKYMEHTOB. B COOTBETCTBHM C YKa3aHUSMH IO HCIIOJHEHUIO
MOJJTMHHUK TOKyMEHTa HaNpasJseTCSA pabOTHUKY, ABJISIOLIEMY CS
OTBETCTBEHHBIM HCIOJIHUTEJIEM, a COUCHOJHUTEISAM HAIPABISIIOTCA  KOMUU
JIOKyMEHTOB (€clii HMMEIOTCSI), O 4YeM JenaeTcs oTMeTka B Kuure/xxyphaie
pPErucTpauy BXOISIINX JOKYMEHTOB.

DNEKTpPOHHbIE COOONIEHHUS, TOChUIAEMble MO JJIEKTPOHHOM  MOYTE,
UCIIOJHSIOTCS aHAJIOTUYHO JIOKYMEHTaM Ha OyMaXXHbIX HOCHUTEISX C Y4YE€TOM
OTIPEJICTICHHON CIIeNU(DUKN B TIPOIIECCE UCTIOTHEHHUSI.

IHopsinok 00padOTKM M NPOXOKACHUSA HCXOAAIIMX H BHYTPEHHHMX
TOKYMEHTOB.

[Topsinok MOATOTOBKY UCXOJAIIMX JOKYMEHTOB BKJIIOUAET B ce0s1 paboTy 110
COCTaBJICHUIO MPOEKTa JOKYMEHTA, COIIACOBAHUIO, MOANMCAHUIO (YTBEPKICHUIO)
U OTIIPaBKE.

J1o nmepenaun TOKyMEHTa Ha IOAINACH UCIIOJIHUTEIND JOJDKEH IIPOBEPUTH €T0
COJIepKaHue, MPaBUIbHOCTh  O(OpMIIEHUS, HaJU4Yue HEOOXOJUMBIX BH3 H
IIPUIIOKEHUH. JJOKYMEHT NPEICTaBIAETCA HAa MIOAIIMCh BMECTE C MaTepuaiaMu, Ha
OCHOBAHUHU KOTOPBIX OH F'OTOBUIJICS.

BHyTpeHHUE TOKYMEHTHI O(hOPMIISIFOTCS U UCHOJHAIOTCS (MCIIONb3YIOTCS) B
npenaenax o0pa3zoBaTENbHOW OpraHu3aliu.

BHyTpeHHHE AOKYMEHTHI (JOKJIaJHbIE 3allUCKH, CIPAaBKU, CBOAKU U Jp.)
paccMaTpUBarOTCS TEMHU JOJKHOCTHBIMHU JINIIAMHU, KOMY OHU HaIllpaBJICHBI.

OTBETCTBEHHBIE 3a JIETONPOU3BOJCTBO IMEPE] CAAUYEN KOPPECIIOHICHIINN Ha
OTMPABKY JOJKHBI 00s3aTEIbHO MPOBEPUTH MPABUIBHOCTh €€ O(POpMIICHHUS U
anpecoBaHusd. KoHBEpTOBaHME  KOPPECHOHACHIMM M APYIMX  ITOYTOBBIX
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OTHPABJICHUNA MPOUZBOJAUTCS CTPYKTYPHBIMU MOJIPA3ACICHUSIMU OPTaHU3aLINH.

Peructpanuss oTmpaBisieMbIX JOKYMEHTOB OCYILIECTBIISIETCS B JEHb HX
noAanucanust  (YTBEpXKIEHMS) WIM  Ha  CIEAyIOWUA  pabouuii  JCHB.
PeructpanioHHbIE HOMEpP JOKYMEHTA M JaTa PErUCTpPaluM MPOCTABIISIOTCS Ha
MOJJIMHHUKE JOKYMEHTA B PEKBH3UTaX OJlaHKAa M Ha KOIWHU, OCTAIOIICHCS B Jierie
oOpazoBareiabHOM opranu3anuu. CHpaBOYHBIM ammaparoM [JIsl  UCXOJSLIUX
JIOKYMEHTOB SIBJISICTCS )KYpPHAJ PETUCTPALIMH 3TUX JTOKYMEHTOB.

OTnpaBKy MCXOISIIMX JOKYMEHTOB TPOU3BOJUT CEKpeTapb U (WJIn)
JIMI0, OTBETCTBEHHOE 3a BEJICHUE Je0Npon3BoacTBa. CpouHast KOPPEeCIOHICHIUS
o opMIISIETCS ¥ OTTIPABIISCTCA HE3aMEJIUTEITLHO CEKPETAPEM.

Cekperapp  MpOBEpsiET  MPABWIBHOCTh  OGQOPMIIGHHUS  HMCXOMISIINX
JIOKyMEHTOB, TPOU3BOAUT COPTUPOBKY JIOKYMEHTOB TO CHOCO0Y JOCTaBKHU
KOpPpECIIOHJAEHIMU  ajpecary  (mpocTas, 3aka3Has, MEeXIyHapoAHas |
ap.). HenpaBunbno ~ odopmiieHHbIE ~ JOKYMEHTBI U KOPPECHOHICHIIUS
HECTY)KeOHOTO XapakTepa K OTIpaBKE HE MPUHUMAIOTCS W BO3BPAIIAIOTCS JIHILY,
MOATOTOBUBIIEMY JTOKYMEHT.

OrmpaBnsiemass 1O TOYTE€ KOPPECHOHJCHIMS TMPOXOIUT  YIAKOBKY,
aJpecoBaHue, MPOCTABJICHUE CTOUMOCTH TMOYTOBBIX YCIyr M Tiepefady Ha
OTIPABKYy B MECTHOE OT/ICJICHUE CBS3H.

Ha 3aka3Hyl0 KOppeCcHOHIIEHLIUIO, Ha JOKYMEHThI C TOMETKON «Jlys
CIIy’KEOHOT'0 TOJIb30BAHUS» COCTABIISIETCS] PEECTP, KOTOPBINA 3aTEM BO3BpAIACTCS
CeKpeTapro y4uyeOHOW 4YacTu WU (WIM) JIMIy, OTBETCTBEHHOMY 3a BEJICHHE
JIEIOTIPOU3BOICTBA, C PACIUCKOW paOOTHUKOB MTOYTOBOTO OTIEICHUS CBSI3U WIIU
WHOTO JINIIA, 00ECTIEUNBAIOIIETO OTIPABKY TOKYMEHTOB.

[lepenaua ¢ ucCroONb30BaHUEM CPENCTB (DAKCUMUIIBHOM CBSI3U JOKYMEHTOB,
coJiepKallluX CIyKeOHYI0 HHPOPMALMIO OTPAaHUYEHHOI'O paclpOCTPAHEHUS, B TOM
yuciae C TNoMeTKou «J[ns  ciaykeOHOro TmoJib30BaHMs», HE Ppa3periacTcs.
Kareropuuecku 3ampemiaercss mepemada 1Mo cpeiactBaM (aKCUMIIBHOW CBS3U
CEKPETHBIX JOKYMEHTOB.

C ucnosb30BaHUEM CPEACTB (PAKCUMHIBHOW CBSA3M MOTYT OBITh NEpEIaHbl
MaTepualbl TEKCTOBOT0, TAOJIMYHOTO WM rpad)uuecKoro XxapakTepa, UCIOJTHEHHbIS
TUTIOTpaCKUM, MAIIMHOMUCHBIMUIN PYKOIMHUCHBIM CIOCOOOM B YEpPHOM WIIU
TEMHO-CMHEM I1IBE€T€ C YETKUM M KOHTPACTHBIM U300pakeHueM (mepBbie
HK3EMIUISIPbl UM MX KCEPOKONMUHU) Ha Oesoil Oymare ¢ MHUHHMAaJIbHOW BBICOTOM
OykB u mudp 2 mMm. OO0beM IeperaBacMOTro B TEUYCHHE OJHOTO CEaHCa CBS3H
JIOKyMEHTA, BBITIOJIHEHHOTO Ha Oymare ¢opmara A4, He JOJKEH MPEBHIIATH MATH
JIUCTOB.

OTBETCTBEHHOCTh 3a cojJepkaHue HWHPOpMAIMK, TepeaBaeMol ¢
UCIIOJIB30BaHUEM CPEACTB (PAKCUMUIIBLHOM CBSI3M, BO3JIAraeTcsi Ha UCIIOJIHUTENS,
MOATOTOBUBIIETO (DAKCOrpaMMy1Jis epeiayuu.

Oco0eHHOCTH padOTHI € 3JIEKTPOHHBIMH TOKYMEHTAMH.

B oGpa3oBartenbHOM opraHu3anuu CO3/1al0TCs U UCTIONb3YIOTCS:

. AJIEKTPOHHBIE JOKYMEHTBI, CO3/1aBa€Mble B 3JIEKTPOHHOU (opme Oe3
peIBapUTEIHLHOTO JOKYMEHTHPOBAaHUS Ha OyMa>KHOM HOCHUTEIIE;
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. AJIGKTPOHHBIE 00pa3bl JTOKYMEHTOB, TIOJYYCHHBIC B pe3yjbTaTe
CKaHMpPOBAaHUSA JOKYMEHTOB W XpaHANIUMECS B CHUCTEME DJIEKTPOHHOTO
JIOKYMEHTO000pOTA.

[IpueM u oOTHOpaBKa BJIEKTPOHHBIX JIOKYMEHTOB  OCYLIECTBISIOTCA
OTBETCTBEHHBIM 32 BEJICHUE JEIOMPOU3BOACTBA B 00Pa30BATEIbHON OpraHU3alllu.

DNEKTPOHHBIE JOKYMEHTBI CO3JAI0TCs, 00padaThiBalOTCA M XPaHATCSA B
CUCTEME IEKTPOHHOI'O JOKYMEHTO000pOTa 00pa30oBaTebHON OpraHu3aluy.

DNEKTPOHHBIM JOKYMEHT JOJDKEH ObITh O(OpMIIEH O OOLIMM IpaBUiIaM
JIEJIONIPOU3BOACTBA M HMMETh DPEKBHU3UTHI, YCTAaHOBJICHHBIC JUI AHAJIOTHMYHOTO
JOKYMEHTa Ha OyMa)KHOM HOCHUTEJIE, 32 UCKIIOUEHHEM OTTHCKA MeYaTH.

JUisi  MOATBEpKJIEHUS  INOMJMHHOCTU  DJIEKTPOHHBIX  JIOKYMEHTOB B
00pa30BaTeIbHON OpraHU3aluu UCIOIb3YIOTCS 3JIEKTPOHHBIE IU(PPOBBIE MOAIUCH.
Hcnons3yembie cpencTBa AJIEKTPOHHOM HUQPPOBOM MNOAMUCU JOJKHBI OBITh
cepTU(UIIMPOBAHBI B YCTAHOBICHHOM IMOPSJIKE.

Enununen ywera DJJIEKTPOHHOIO JIOKYMEHTa SBIIAETCS  DJIEKTPOHHBIN
JIOKYMEHT, 3apErMCTPUPOBAHHBIM B CHUCTEME 3JEKTPOHHOIO JIOKYMEHTO000pOTa
o0pa3oBaTeIbHOM  OpraHM3aluuu.  OJEKTPOHHBIA  JOKYMEHT,  HMEIOIIMH
NPUIOKEHUS, PETUCTPUPYETCS KAK OJIUH JOKYMEHT.

Ilocne oTmpaBKM DJIEKTPOHHOIO JOKYMEHTA, 3aBEPEHHOIO 3JIEKTPOHHOU
HOJANKCHIO YIIOJIHOMOYEHHOTO JOJDKHOCTHOTO JIMLA, JOCBUIKU agpecaTy ero KOnuu
Ha OyMa)KHOM HOCHUTEJIE, KaK MpaBWilo, HE TpeOyeTcs, 3a UCKIOYEHUEM OTBETOB
Ha oOpateHus IpaXkJiaH, MOCTYIUBILNX o nH(OPMAITMOHHO-
TEJIEKOMMYHUKAIIMOHHBIM KaHAJIaM, Ha KOTOPbIE 3asIBUTEII0 JAETCS MUCbMEHHbBIN
OTBET, HAIPABJISIEMBIN 10 IOYTOBOMY aJPECy, YKa3aHHOMY B OOpaIllCHUH.

VcriosIHEHHBIE 3JIEKTPOHHBIE JIOKYMEHThl CHCTEMATH3UPYIOTCS B Ji€ja B
COOTBETCTBMM C HOMEHKJIATypod Jen o0pa3oBaTelNbHOM OpraHu3aluu H
MHIEKCUPYIOTCS B MOPSIIKE, YCTAHOBJIEHHOM B OTHOILLEHUU JI€JI, COCTABJICHHBIX U3
JOKYMEHTOB Ha OyMaxxHoMm HocuTene. [Ipu cocraBieHHMH HOMEHKIATYphl €7 B
3aroJ0BOK Ji€a BKJIKOYAETCS YKa3aHUe « DNEKTPOHHBIE JOKYMEHTBD.

HNupopmanuonHas 0e3011aCHOCTb.

Nudopmanmonnsie pecypchl 00pa30BaTENbHOTO YUPEXKACHHUS IO JOCTYIY
(BO3MOXXHOCTHU UCIIOJIb30BaHUS) OIpa3 IS IOTCS Ha OTKPBITYIO
(oOmenocTynHy) uHGOpPMAIUI, CIyXeOHyr0 uHbOpMaU u HHPOPMAIUIO
OTPaHUYEHHOT'O PACIPOCTPAHEHHUS (IOCTYyIA).

K kareropum oOTkpbITOM uHPOpMalMu  OTHOCHUTCS  HUH(OpMAIus,
coJieprKamiasicss B IOKyMEHTax M 0a3zax JaHHbIX 00pa3oBaTesIbHOM OpraHu3aluy,
HEMOCPEICTBEHHO 3aTparuBarolias paBa U HHTEPEChl IPaxIaH.

K kareropum ciyxeOHOM uH(OpMAUMU OTHOCUTCS  HMH(pOpManus,
coJeprKamiasicss B IOKyMEHTax M 0a3zax JaHHBIX 00pa3oBaTelbHON OpraHu3alluy,
MpeaHa3HAYCHHAs ISl JOJKHOCTHBIX JIMI] U PAOOTHUKOB, TIPH BBHITIOJHEHUN WMHU
CBOMX (DYHKIMOHAIBHBIX OO0s3aHHOCTEH, HE 3aTparvBaolnas HAMpsSMyIO MpaBa
U MHTEPEChl TPaXKIAaH H HE OTHOCAIIASACS K KaTerOpuu OTPAHUYECHHOTO
pacrpocTpaHeHus (JocTymna).

K xareropun wmHbOpMalMy OTPaHUYEHHOTO PACHpPOCTpaHEHUs (IOCTYyIia)
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OTHOCHUTCSI HH(OpMAIMs, coAepXamascia B JOKyMEHTax U 0a3ax [aHHBIX,
BKJIIOUAIONIAs CBeICHUS KOH(PUICHIIMATFHOTO XapaKTepa.

Bes undopmanus, copepkamasics B JOKyMeHTax M 0a3zax JaHHBIX, IO
YMOJIYAHUIO SIBJISIETCS OTKPBITOW M oOuiepoctynHoi. Vckimouenue cocrtaBisier
uH(popmalusi, OTHECEeHHas K KaTeropusM CIyKeOHOH M OrpaHUYEHHOTO
pacnpocTpaHeHus (JocTyna).

Jloctyn nonb3oBarenell K MHQOPMALUKA OTPAaHUYUBAETCS IIyTEM OTHECEHMUS
UHPOpMAIlMU K COOTBETCTBYIOUIEH KaTeropu M  HAJIOXKEHHMEM Ha Hee
COOTBETCTBYIOLIEIO rpuda orpaHuueHus pacupoctpaneHus. HWMHdopmanus
OTPaHUYEHHOTO JTOCTYIIa cHaOkaeTcs Tpudom «J7st ciry»keOHOTo MOTB30BAHMS.

[IpaBoM oTHeceHus: MHPOPMAIMKM K KaTErOPUH OTPaHHMYEHHOTO JOCTyNHa U
HQJIOXKEHUSI COOTBETCTBYIOLIEro rpuda obnagaeTr aBTOp JOKYMEHTa IIO
COIJIACOBAHUIO C PYKOBOJIUTENEM 00pa30BaTEIbHON OpraHU3aluy.

JlokyMeHTHUpOBaHHasi MH(OpMAaLMsS OTPaHUMYEHHOTO pPAcIpocTpaHeHus 0e3
CaHKUMM JOJDKHOCTHOIO  JIMLA, YCTAHOBUBILETO PEXHM  OTPAHUYEHHOIO
pacnpocTpaHeHUsi [Jis JAHHOTO JOKYMEHTa, HE NOMJIEKHUT pasrialleHHIo
(pacnpoctpanenuto). IlpegocTtaBieHue MOJb30BATEISIM JIOCTyNa K JaHHOM
uH(pOpMAIMU OCYLIECTBIISIETCS UCKIIOYUTENBHO MO COIVIACOBAHMIO C YKa3aHHBIM
JOJDKHOCTHBIM JIMLIOM ITyTEM ITOAAYN COOTBETCTBYIOLICH 3asBKU.

JIOJDKHOCTHBIE JIMLIA, NPUHSABIIME pELIeHHME 00 OTHECEHMM HH(pOpMaluy,
3a(pUKCUPOBAHHOW B JJOKYMEHTE, K KaTErOPUM OTPaHUYEHHOIO pacIpOCTpaHEHUs,
HECYT OTBETCTBEHHOCTh 3a OOOCHOBAaHHOCTb MPHUHATOrO pEHIEHUS U €ro
COOTBETCTBHE JIEHCTBYIOIIEMY 3aKOHOJATEIbCTBY.

JIuunple nena pabOTHUKOB, JIMYHBIE KAPTOUKU DPAOOTHHUKOB, TPYIOBbBIE
KHIKKHA paOOTHUKOB, IMPUKA3bI 10 JUYHOMY COCTaBY JOJKHBI XpPaHUTHCS B ceilde
WU B METAJNTMYECKOM IKady.

3anucu B TPYAOBOM KHUXKKE IMOJIUCHIBAET PYKOBOJIUTEIL 00pa30BaTeIbHON
OpraHM3alMy. YUeT, XpaHEeHWe M BblAauy OJAHKOB CTPOTOM OTYETHOCTH:
JUTIJIOMOB, BKJIAABIIIEH K HUM, CBUIETENLCTB, YIOCTOBEPEHUN BEAET 3aMECTUTEIb
nupekTopa. bianku xpanstcs B ceride.

VYcraHoBKa U 3KCIUTyaTalysi IPOrpaMMHOTO 00eCeYeH s, MOJYyUYEHHOTO U3
JTHOOBIXMCTOYHUKOB U BBIMOJIHAONIETO (PYHKIMH, HE CBA3aHHbIE HEMOCPEACTBEHHO
C  BBINOJHEHMEM  paOOTHHKAMM  CBOMX  JOJDKHOCTHBIX  0OsI3aHHOCTEH,
KaTerOpUYECKH 3alpeIleHa.

Bces npencraBneHHas B 3J€KTPOHHOM Bue MH(pOpMaLs, MOCTYNAOMas B
00pa30BaTeIbHYI0 OPraHU3alNI0, B 00S3aTEIbHOM MOPSAKE MOJUIEKUT MPOBEPKE
AHTUBUPYCHBIMU CPEACTBAMU.

DNEeKTpOHHAs M0YTa MOYKET MCIOJb30BAaThCS MOJIb30BATEISIMH TOJIBKO IS
oOMeHa nH(opManuend, OTHOCSIIEHCS K KAaTeropuH, OTKPBITOM U CIIy>KeOHOH.
3anpemeHo HMCIoJIb30BaTh AIEKTPOHHYIO MOYTY I Mepenadyd uH(opMmanuu,
OTHOCSILIEHCS K KATETOPUHU OTPAHUYEHHOI'O PACIPOCTPAHEHUSI.

6. KOHTpO.HL 34 HCITOJIHCHHUEM NOKYMEHTOB

Opranuszaunus KOHTPOJIS.
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Kontpomnio mojiexxar Bce 3aperucTpUpOBaHHBIE JIOKYMEHTHI, TPEOyronue
ucrnoiaHeHus. KoHTpoJib UCIONHEHUSI IOKYMEHTOB BKJIIOYAET: Y4Y€T, MOCTAaHOBKY
Ha KOHTPOJIb, KOHTPOJIb CPOKOB UCIIOJTHEHUS, HEITOCPEJACTBEHHYIO TTPOBEPKY X0/
WCIIOJTHEHUSI, MPOBEPKY Ka4eCTBA UCTIOJHEHUS, aHAIU3 PE3YyJIbTATOB UCIIOJTHEHUSI.

Koutpons 3a wucnogHeHHEM JOKYMEHTOB YCTaHABIMBAETCA B LEIAX
oOecreyeHusi UX CBOEBPEMEHHOTO0 M KayeCTBEHHOI'O MCIIOJIHEHUS, MOBBIIICHUS
YPOBHSI OPTaHU3aTOPCKON PabOThI U UCTIOTHUTEIbCKON TUCIUILITUHBI.

[Ipu mocraHoBKEe JOKyMEHTa Ha KOHTPOJb Ha IPAaBOM BEPXHEM IIOJIE
JIOKyMEHTa JIeJIaeTCsi OTMETKa O KOHTpOJIe, KOTOPYI0 O0O03HA4YaroT CIOBOM
(ITaMnom) «KOHTPOJIbY»

KonTtponto nojyexar npukasbl, PElIEHUsI COBETOB, & TAKKE TOKYMEHTHI,
MOCTYTIAIOIINE Ha UMS PYKOBOJUTENSI 00pa30BaTeIbHON OpraHU3alINH.

Opranu3zaiiusi KOHTPOJISI UCTIOTHEHHUS BKIIIOUAET B CEOsl:

. IIOCTAHOBKY JIOKYMEHTA Ha KOHTPOJIb;

. MOHUTOPHUHI UCIIOJIHEHUSI KOHTPOJIbHBIX IOPY4YEHUN JOKYMEHTOB;
. CHATHE UCIIOJIHEHHOTO JOKYMEHTA C KOHTPOJIS;

. HaIIPaBJICHUE UCIIOJHEHHOTO JOKYMEHTA B JIEIIO.

PykoBoguTenn CTpYKTYpHBIX TMOApa3felieHnid 00s3aHbl PacCMaTPUBATH
COCTOSIHME HCIIOJIHUTEIBCKON JUCHMIUIMHBL [0 JOKYMEHTAM C IOPYYEHUSIMU
aIMUHUCTpAallud ~ O0pa3oBaTeNbHOM  OpraHW3alid, a  TaKKeIOKYMEHTHI,
MOCTYMNUBIIKE B aApEC CTPYKTYPHOTO MOJIPa3ICIICHHs] U TPEOYIOIINE UCTIOJHEHMUS,
Y MTOJITOTOBKMU OTBETA.

JIOKYMEHT CUYMTAETCA HCHOJHEHHBIM, KOTJA PEIICHbl OKOHYATEIbHO BCE
MOCTABJICHHBIE B HEM BOIIPOCHI U COOIIOJICHBI CIEAYIONIUE CPOKHU:

. €CJIM B JOKYMEHTE IOCTABJIEH CPOK UCIIOJIHEHUS — B YKAa3aHHBIN CPOK;

. JOKYMEHTBI 0€3 yKa3aHUsl CpOKa UCIIOJHEHUSI — B MECSTUHBIN CPOK;

. €CJIM B JOKYMEHTE UMEETCS IOMETKA «CPOYHO» — B TPEXJHEBHBIN CPOK;

. nopydeHusi 0e3 yka3aHusi KOHKPETHOM J1aThl UCIIOIHEHUS — B MECSYHBIM
CPOK;

. C IOMETKOM «orepaTuBHO» — B 10-THEBHBIN CPOK;

. no oOpalieHusM TpaxkaaH, TPEOYIOMUM TOTIOJHUTEIHHOTO H3YyYCHUS H

MPOBEPKH, — 0 OJHOTO MECSIa CO JHS PEerucTpalliu, 10 OCTaIbHBIM — HE OoJiee
15 nueit.

Cpok ncuncisieTcsl B KaleHAapHbIX JHAX C JaThl OANUCAHUSA JOKYMEHTA.

Ecnu nocnennuid JeHb UCHOJHEHUS JOKYMEHTA MPUXOAMUTCS HA Hepabouui
JI€Hb, OH MOJIEXKUT UCIIOJIHEHUIO B MIPEAIIECTBYIOIUN eMy pabounii JEHb.

IIpy HeoOXOoOMMOCTH NPOIJIEHUS CpPOKAa HCIOJIHEHHUS JOKYMEHTa
OTBETCTBCHHBI  WCIIOJHUTENb  IMPEACTABISET HAa  UMA  PYKOBOAUTEINS
00pa30BaTeIbHON OpPraHU3alMY, aBIIETO NOPYYEHHE, MOTUBUPOBAHHYIO NPOCHOY
O €ro IpOJJICHUU HE II03JHEe YE€M 3a TPU IHS [0 UCTEYEHUS YCTAaHOBIEHHOIO
CpOKa, C UeM CBOEBPEMEHHO MepeaeTcs UH(popMalysi B IPUEMHYIO PyKOBOIUTEIS
oOpa3oBaTeIbHON OpraHU3alIlrH.
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IHopsinok CHATHA TOKYMEHTOB C KOHTPOJIA.

JIOKyMEHTBI CHUMAIOTCSI C KOHTPOJIS, €CIM PEHIECHbl MOCTaBJICHHBIE B HUX
BOITPOCHI WJIK aBTOPAM JIaH OTBET MO CYIIECTRY.

Ecnu no pa3zpemiaemomy BONpPOCY OXKUIAETCS OTBET, TO OH BMECTE C KONUen
OTBETA 3asIBUTEIIIO MOXKET HAXOJIUTHCS Y UCTIOJIHUTEIIS HA KOHTPOJIE.

[IpoMexyTOUHBINA OTBET, pABHO KAK U 3alIPOC MO UCIOJIHAEMOMY JOKYMEHTY
WJIM YaCTUYHOE UCIIOJIHEHUE MTOPYUEHHUS, HE SBJISIETCS OCHOBAHUEM ISl IPU3HAHUS
JOKYMEHTA UCTIOJIHEHHBIM.

CHATh TOKYMEHT C KOHTPOJISI MOXET TOJBKO JOJDKHOCTHOE JIUIIO, KOTOPOE
MIOCTAaBUJIO €r0 Ha KOHTPOJIb.

OcHoBaHMEM MJi CHATHS C KOHTPOJISI JOKYMEHTOB C TIOPYYEHUAMH
PYKOBOJMTENSI OOpa30BaTENIbHOW OpraHu3alliy SBISETCS TOKYMEHT — OTBET,
MOANUCAHHBIA PYKOBOJMUTENIEM, €r0 3aMECTUTENEM, JIUOO CcrpaBKka 00 UCIOTHEHUHU
JIOKYMEHTA 3a MOANUCHIO PYKOBOAUTEISI CTPYKTYPHOT'O MOJIpa3ieJICHHUS.

Ecnu Bce mocTaBieHHbIE B JIOKYMEHTE BOIPOCHI PEUIEHBI B ONEPATUBHOM
nopsike, 0e3 MOArOTOBKM MHUCbMEHHOTO OTBETa, HUCIIOIHUTEIh Ha JOKYMEHTE
JieaeT KpaTKyro 3alKCh O PEIICHUH BOIPOCA, YKa3bIBACT ATy M MOJIIKUCH, TIOCIIE
Yero J0KYMEHT ITOMEUIaeTcs B JEIIO.

7.Y4eT H XpaHeHHe NevyaTeil, ITAMIIOB U 0JIAHKOB.

OO0s3aTenbHOMY y4YeTy TMOJUIeKAT BCE BUABI MeYaTeld M IITAMIOB, OJaHKU
CTPOTOii OTYETHOCTH, KOMaHJIWPOBOYHBIE YAOCTOBEPEHUS, CIy>KEOHbIE 3aJaHMs,
TPYAOBbIE KHUXKKHU.

Yyer Bcex meyaTeil W IITaMIOB, HMMEIOIMIUXCS B 00pa3oBaTeIbHOM
OpraHM3aIlMH, BEJCTCS B CIICIUATIBLHOM XKypHale (npunoscenue 2).

KypHasbl y4yera BKJIIOYAKOTCS B HOMEHKIATypy Jen. JIMctel ux
HYMEPYIOTCS, MPOLINBAKOTCA W ONEYaThIBAKOTCS.

[leyatn W MmITaMObl JOJDKHBI XPAaHUThCA B ceddax WM METaNIMUECKUX
mkagax.

OTBETCTBEHHOCTh 32 XPAHEHUE U MCMOJIb30BAHUE MEYATEH, IITAMIIOB HECYT
JM1a, OTBETCTBEHHBIE 3 BEJCHUE JEJI0NPOU3BOJICTBA.

YHuuTO)XKE€HHE OJIAHKOB NPOM3BOAMUTCS IO AakKTy C OTMETKOH B
COOTBETCTBYIOIIMX KypHaiIaxX yyera.

[leyatu 1 mITaMIbl YHUYTOXKAKOTCS 10 AKTY.

[IpoBepka Hamuuus TedyaTel, IMTAMIIOB U OJIAHKOB, a TaKXe IMOPSAIKa HUX
XPaHEHUS U UCTIOJIb30BAaHUS TPOU3BOAUTCS KOMUCCHUEN HE PEXKE OJTHOTO pa3a B O
OJTHOBPEMEHHO C ITPOBEPKOM COCTOSIHUSA JIEJIONPOU3BOJICTBA.

8.CocTaBiieHHEe HOMEHKJIATYPHI JeJ1.

Homenkaatypa aes - 3To oOs3aTeNbHBIA I KaXI0M 00pa3oBaTebHOU
OpraHu3allid CUCTEMATU3UPOBAHHBIN NepeueHb HAMMEHOBAaHUM (3ar0JI0OBKOB) €,
KOTOpBIE (OPMUPYIOTCS C YKa3aHHEM CPOKOB XpaHEeHHUs e (npunodicerue 4).

Homenknatypa nen npeaHasHaueHa Il YCTaHOBKM B 00pa3oBaTENIbHOM
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OpraHM3aly €JUHOro MopsAaka (OPMUPOBAHMS [ei, OOECHEYeHHs HUX Yy4erTa,
ONEPAaTUBHOIO IMOUCKA JOKYMEHTOB IO MX COJIEPKAHUIO U BUAY, ONPEIACICHUS
CPOKOB XpaHEHHus el U SBJISAETCS OCHOBOM JJIi COCTaBJICHHUS OMHCEH Jien
NOCTOSIHHOTO M JuTeNbHOro (cBbiie 10 jeT) XpaHeHus, a TakkKe IJs ydera Jiel
BpeMeHHOTO (10 10 JIeT BKIIOUUTENIBHO) XpaHEHHS.

B rpajge 1 HOMEHKIATYphl A€N NMPOCTABISAIOTCA MHACKCHI KaXKIOro e,
BKJIFOUEHHOTO B HOMEHKJIaTypy. WMHaekc nera COCTOMT U3 LU(PPOBOro
0003HaUY€HUsl U3 IITATHOTO PACMUCaHUs 00pa30BaTEIbHOM OpraHu3auuu (Koja) u
IOPSAIKOBOTO HOMEpA 3arojloBKa Jejla 10 HOMeHkinarype. HWHaekcsl nen
0003HavYa0TCs apaOCKUMH IUPPAMH.

[Ipumep —

12-05, rne 12 — o6o3nauenue (kox), 05 — MOPSAKOBBINT HOMEp 3arojioBKa
Jiera B pa3ziese HOMEHKIATYPBhI eIl

B rpage 2 HOMEHKIATYpBI A€ NPONKUCHIBAIOTCS 3ar0JIOBKHU JE.

3aroyioBOK Jiena JOJKEH YETKO B CaToi 0000ueHHo (popme oToOpakaTh
COCTaB U COAEPKAHUE JOKYMEHTOB J€a.

B 3aronoBkax JUYHBIX U APYTUX A€, COJAEPKAIUX JTOKYMEHTHI 110 OJJHOMY
Bompocy, ynorpednsercs tepmun JEJIO.

B 3aromoBkax [nen, coAepKalMX IUIAHOBO-OTYETHYIO JTOKYMEHTALUIO,
yKa3bIBaeTCs Mepuoj (Mecsl, KBapTaj, NOJyroaue, roa), B KOTOPOM IUIAHUPYETCS
CO3/1aHuE JOKYMEHTOB WJIM MEPUOJT UX (PAKTUUECKOTO BBIOIHEHHUS.

Bo Bpems pa3MmenieHusi 3arojIoBKOB €1 B HOMEHKJIAType YUHMTBIBAETCS
B&XXHOCTh JIOKYMEHTOB, BKJIIOYEHHBIX B JI€JI0O, MX B3aUMOCBA3b. B Hauane
pacnoJlararoTcs 3aroJIOBKM JieJ1 B OTHOUIEHUHM JIOKYMEHTOB, INOCTYIIMBIIHUX OT
OpraHOB BBICIIETO YPOBHA, Jajee - IO OPraHU3aLUOHHO-PACIOPAIUTEIBHOM
JOKYMEHTAlM¥, I[UJIAHOBO-OTYETHOM  JOKYMEHTAllUM, TEPENHUCKE, YYETHO-
CIPABOYHBIM BUJAM JOKYMEHTOB. B KaKqoil M3 3THX IpyII JOKYMEHTBI TaKXe
pa3MeLIalTCs C Y4ETOM 3HAUUMOCTU U CPOKOB XpaHEHHUSI.

I'pada 3 HoMeHKIATYpHI J1e]1 3aM0IHSAETCS B T€YEHUE KaJIeHIapHOT0 rojia —
npu  (GOpPMHPOBAHUM HOBOIO JI€Na, IPU 3aKPBITUM J€Jla M 10 OKOHYaHUU
KQJICHIAPHOTO TOfa.

Ilo noctmxenun paenom oobema B 250 JHMCTOB, TOM 3aKpbIBaeTcs WU
OTKpBIBaeTCsl HOBBII TOM. B rpade nocienoBarenbHo yKka3bIBatoTCsl HOMEpa TOMOB
Y KpaliHue AaThl JOKYMEHTOB KaXJI0Io TOMa.

[Tpumep —

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

ONeKTpoHHBIE JleJJa Ha TOMa HE pas3leisiioTcs. Bce  aneKkTpoHHbIE
JIOKYMEHTBI, HE3aBUCUMO OT UX 00beMa, BKIIOYAIOTCS B OHO 3JIEKTPOHHOE JIETIO.

B rpade 4 yka3pIBacTCs CpOK XpaHEHUS JI€JIa, HOMEPA CTAaTEl MO TUIIOBOMY
WIM  BEIOMCTBEHHOMY  II€pEYHIO, (peepaIbHOMY  3aKOHY  WJIM  HHOMY
HOPMATHUBHOMY IPaBOBOMY aKTy, a IpPH HUX OTCYTCTBUM — IO THUIIOBOM WJIHU
IIPUMEPHON HOMEHKJIAType JEll.

B rpage S «IIpumeuanue» ykas3bplBarOTCs CIIELUAIBHBIE CPOKHU XPAHEHHUS,
MPOCTABIIAIOTCS OTMETKH O 3aBEJICHUU JeJl (B TOM YHCIIE€ B JIIEKTPOHHOM BHUJE), O
BBIJICJICHUH [JI€]1 K YHUYTOXXECHHUIO 110 UCTECYCHHH CPOKOB UX XPAHEHUsS, O MECTE
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XpaHeHUs MNOJJMHHUKOB JIOKYMEHTOB, O Mepeaade /el B APYryl0 OpraHU3alUIo
JUIS IPOJOJDKEHUST U Jp.B rpade nenaroTcss OTMETKH O MEePeXOAsluX Jenax ¢
yKa3aHHUEM CTaporo MHEKCcA Jiejia B ClIy4ae ero U3MEHEHHS.

ITpumep —

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

[To nmenam, KoTOpble IO KakUM-JIHOO NPUYMHAM B TEUYCHUE TojJa He
3aBoAMINCh, B rpade «lIpumedanuey HOMEHKIATYPHI €I JAelaeTCs 3aluch —
«Jlemo He 3aBoaminocky. [Ipu aTom B rpade 3 mpocTaBisieTcs: MIPOYEPK.

ITo oxoHuUaHUM TOj1a B KOHIIE HOMEHKJIATYPhI JIe] JeJIaeTCsl UTOTOBas 3aluch
0 KOJIMYECTBE 3aBEJICHHBIX €] (TOMOB).

9. ®opmupoBanue u opopmiieHHE JeJl.

®opmupoBaHue JeJl.

dopmupoBaHue Jei - 3TO IPYNIMUPOBKA UCTIOJHEHHBIX JOKYMEHTOB B Jiejia B
COOTBETCTBUM C HOMEHKJIATYPOU Je.

Bo Bpemsi gopmupoBaHusi Aen ciaeayeT NPUIEPKUBATHCS TaKUX OOIIHUX
IPaBUII:

- TIOMEIaTh B JeJIa TOJbKO HCIIOJIHEHHbIE JOKYMEHThI B COOTBETCTBUU C
3aroJIoBKaMu JieJl B HOMEHKIIaType;

- TPYIIHPOBATH B J€Ja JOKYMEHTHI, BBIIIOJHEHHBIE B TEUEHHUE OJHOTO
kanengapaoro roaa (01.01-31.12), 3a uckimoueHueM Mepexo X 1em (BeayTcs B
TE€UEHHUE HECKOIbKHX JIET), JIMYHBIX JEI,

- TOMENaTh B JieJIa TOJbKO OPWUTHMHAJIBI WJIM, B CIIy4ya€ HUX OTCYTCTBHS,
3aBEPEHHBIC B YCTAHOBJICHHOM IMOPSJIKE KOMUU IOKYMEHTOB;

- HEe JONYyCKaTh BKJIOYEHHUS B JieJla YEPHOBBIX, JUYHBIX JOKYMEHTOB,
Pa3MHOXKEHHBIX KOMUM U JIOKYMEHTOB, MOJJIEKAIIMX BO3BpaTy; pa3ielibHO
IPYIIHUPOBATH B Jeja JOKYMEHThI HOCTOSIHHOTO U BPEMEHHOTO XpPaHEHUS;

- mo o0beMy jelo He A0KHO mpeBbimath 250 muctoB (30-40 mm
TOJIIITUHON).

Pacnionoxenre JOKyMEHTOB BHYTPH JI€J MPOU3BOJUTCS B XPOHOJIOTMUYECKOM
NOpsJIKe, MPU KOTOPOM Haubojiee paHHUE JOKYMEHTHI pacrojaraiTcs B Haudaje
nena.

[lomoxenus, mnpaBwiIa, HHCTPYKUMU M T. I, YTBEPKICHHbIE
pacnopsiAUTENbHBIMU  JOKYMEHTAMH, TPYNIUPYIOTCS BMECTE€ C YKa3aHHBIMHU
JIOKYMEHTAMMU.

[Ipukassl M0 OCHOBHOM JEATEIHHOCTH (POPMUPYIOTCS OTIEIBHO OT IPUKA30B
0 KaJpoBbIM BompocaM (JIMUHOMY COCTaBy) (Ha3HAu€HHE, IEepEeMEIICHUE,
YBOJIBHEHHE COTPYAHUKOB) U OT MIPUKA30B 00 OTIyCKaX, KOMaHIUPOBKAaX U T.1.

[IpoTokonsl 3acegaHui  KOJUIETHAIBHBIX OpPraHoB  00pa30BaTEIbHOMU
OpraHU3alliy TPYNIUPYIOTCS B Jejia B XPOHOJIOTHYECKOM TMOPSIKE U 10 HOMEpaM
B IpeJenax KaleHAapHOro roja. JIOKyMEeHThI K 3aCelaHusIM YKa3aHHBIX OpPraHOB
CHUCTEMATU3UPYIOTCA MO JIaTaM M HOMEpaM MPOTOKOJOB, a B Mpeesax TPYIIIbI
JOKYMEHTOB, KOTOpPBIE KacarOTCAd OJHOrO0 NPOTOKOJIA, - MO TOBECTKE MJHS
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3aceaHMsl.
Ilepenucky cineayer rpynnupoBath B Jeia 3a MEepUoj KaJeHIApHOro roja.
B neno mepenucky MOMENIaroTcss BCE JOKYMEHTBI, BO3HUKIIME B XOJ€ PEIICHUS
BOIIpOCA. Ilepenncka CUCTEMAaTU3HUPYETCs B XPOHOJIOTHYECKOM
IIOCJIEI0BATENBHOCTH; TOKYMEHT OTBET IOMEIIAETCA 32 JOKYMEHTOM-3aIIPOCOM.

Odopmirenue gei.

Jlema o0Opa3oBaTelnbHON OpraHu3alid TojjIekaT O(OPMIICHHIO TMPU HX
3aBCICHUU U 1o 3aBEPIICHUN roja.

Odopmnenue nena — MOATOTOBKA Jiejla K XpaHEHUIO BKIIOYACT B ceOs
KOMILJIEKC paboT MO OMHMCAHMIO JieNia Ha 00JI0KKE, MOIIMBKE, HyMEpaluK JTUCTOB
U COCTaBIIEHUIO 3aBeputelbHON Hanmucu. OdopmiieHue naen  MPOBOJAUTCS
pabOTHUKAMU OpTraHU3aIlii, B OO0S3aHHOCTH KOTOPHIX BXOJUT 3aBEACHUE U
dbopMupoBaHue €N, TNpPU METOAMYECKOW TIOMOIIM U TOJ] KOHTPOJIEM
OTBETCTBEHHOTO 33 apXHBOOPA30BaTEIHLHON OpraHU3aIUH.

B 3aBUCUMOCTH OT CPOKOB XpaHEHHUsS MPOBOIUTCS MOJHOE WM YACTUIHOE
odopmiieHUE ACI.

[TomHOMY O(OpMIICHHIO TTOJICKAT JIea MMOCTOSTHHOTO, BPEMEHHOTO (CBBIIIIE
10 sret) XpaHneHus (10 JUYHOMY COCTaBY, JIMYHBIC Jieja YBOJICHHBIX paOOTHUKOB).
[TostHOE OpopMIICHUE JIeIa TTPETyCMaTPUBACT:

. IIOJAIIMBKY WJIA TBEPABIN NIEPEILIET JIEIIa;

. HYMEPALMIO JIUCTOB B JEJIE;

. COCTAaBJICHUE JINCTA-3ABEPUTEIIS;

. COCTaBJICHHE B OCOOBIX ciydasix (mpu O(GOpPMIICHHH JUYHBIX JE,
JUTS ydeTa 0c000 IEHHBIX TOKYMEHTOB) BHYTPEHHEW OMUCH JTOKYMEHTOB JIeJa;

. BHECCHHE HEOOXOJMMBIX YTOUYHCHUU B PEKBU3HUTHI OOJOXKKH Jeia

(YTO‘—IHCHI/IG Ha3BaAHU HOI[paSI[eHeHI/IH, HHJACKCA U 3aroJioBKa Ac€jaa, JaThl AC1a U
ap.).

Hena BpemenHoro (10 10 et BKIIOYUTENHHO) XPaHEHUS MOAJIEKAT YACTUUYHOMY
opopmienuto. Jlomyckaercs:

] XPaHUTb ACJIa B CKOPOCIHINBATCIIAX

] HC IIPOBOAUTD IICPCCUCTEMATU3ANIO JOKYMCHTOB B ICJIC,
] JIMCTHI JCJIa HC HYMCPOBATD,

U 3aBCPUTCIIbHBIC HAJAIIMCH HC COCTABJIATD.

JIOKyMEHTBI, TOJIIeKAIIKE TTOJIHOMY O(OPMIIEHHIO, MOIIMBAIOT HA YEThIPEe
IPOKOJia B TBEPAYIO OOJIOKKY W3 KapTOHA WIM TMEPEeIvIeTaloTcd C Y4YeTOM
BO3MOXXHOCTH CBOOOJHOTO YTEHHUSI TEKCTa BCEX JOKYMEHTOB, JaT, BU3 U
pesomtouuii Ha HuX. [lpu mOArOTOBKE J€d K MOJIIMBKE (TEperieTy)
MeTa/NInYecKhe CKperuieHus (CKoObl, CKPENKH) M3 JIOKYMEHTOB yaastoTcs. Jena
MOCTOSIHHOTO XPaHEHHSI, COCTOANME M3 HEe(OPMATHBIX JOKYMEHTOB, XPaHSTCS B
3aKpBITHIX TBEPJIbIX MANKaX C TPEMS KJIalaHaMH U C 3aBSI3KAMH.

[Ipu Hanuuum B jesie HEBOCTPEOOBAHHBIX JTUYHBIX JOKYMEHTOB (TPYIOBBIX
KHW)KEK M JIp.) AT JIOKYMEHTHI BKJIQJbIBAIOTCS B KOHBEPT, KOTOPBIM 3aTeM
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MOAIIMBAaEeTCS B OTO Jjeno. [lpu Hamuyuu OOJBIIOTO KOJMMYECTBA TaKUX
JIOKYMEHTOB OHM MOTYT W3BIMAThCA M3 JI€J, U HA HUX COCTABIAETCS OT/ACNIbHAas
OIIUCh.

B koHie kaxaoro naena NOAIMIMBAIOTCS YWCThbIe OJlaHku ¢GopMm s
3aBEPUTEIIbHON HAIIIHUCH.

B umensix oOecnieyeHHMs COXPAaHHOCTM M 3aKpeIUICHUS  MOpsIKa
pacrojoXKeHUs JOKYMEHTOB, BKJIIOUEHHBIX B JI€J0, BCE JIUCTBl, KpOME
3aBEPUTENILHOTO, HYMEPYIOTCS apaOCKUMU 1udpamMu B MIPaBOM BEPXHEM YIITy, HE
3ajeBasi TEKCTa JIOKYMEHTa, TMPOCThIM TpauueckuM KapaHAalloM WU
HYMEpaTopoM. YTOTpeOJIeHNUE YEepHUI M IBETHBIX KapaHJAIIew IJisi HyMepaiuu
JIMCTOB 3ampeniaeTcs. BHyTpeHHsIsl OUCh UMEET CAMOCTOSITEIbHYI0 HYMEPALIUIO.

JIucTel nen, COCTOSIIMX U3 HECKOJIBKUX TOMOB WIIM YacTed, HyMEpYIOTCS 0
KaKJIOMY TOMY WJIH YaCTH OTJEIBHO.

dortorpadum, dYepTekH, aUATPAMMBI U JPYTUe WIUIIOCTPATUBHBIE U
cnenuuyeckre JOKYMEHTBI, IPEJACTABIISIONIME CAMOCTOSITEIbHBIA JINCT B JIETIE,
HYMEPYIOTCS Ha 00OPOTHOM CTOPOHE B JIEBOM BEPXHEM YIIIY.

CI105)KEeHHBIN JIUCT Pa3BOPAYMBACTCA U HYMEPYETCSl B [IPABOM BEPXHEM YTIIy.
[Ipu sToM nuct mwoboro Gopmara, MOAMMTHIA 3a OAWH Kpail, HyMepyeTcs Kak
OJIMH JIMCT; JIUCT, CJI0KEHHBIN U MOAUINTHIN 32 CEPENNHY, MOIJIEKUT MEPEIINBKE U
HYMEpYETCS KaK OJUH JIHUCT.

[TogmmTeie B €710 KOHBEPTHI C BIIOKEHUSMH HYMEPYIOTCS; IPU STOM
BHauaJie HyMEpPYEeTCsl KOHBEPT, a 3aTEM OUYEPEAHBIM HOMEPOM Ka)KJ10€ BIIOKEHUE B
KOHBEpTE.

[TogmmuTeie B J€JI0 JAOKYMEHTHI C COOCTBEHHOW Hymeparueid JIUCTOB
(BKJTIOUAsi TEYaTHBIE W3JaHUSA) MOTYT HYMEpOBAThCS B OOIIEM TMOPSJKE WIH
COXpaHSATh COOCTBEHHYIO HYMEpallhi0, €CJIM OHAa COOTBETCTBYET MOPSIAKOBOMY
PACIIOJIOKEHUIO JINCTOB B JIEIIE.

B cnydasx oOHapykeHHsI OOJBIIOTO YMCIA OMMOOK B HyMEpaIluu JINCTOB
JleJia B JIEJIONPOU3BOJICTBE MPOBOJUTCS UX NepenyMmepanusd. [Ipu nepenymepanuu
JIUCTOB CTapble HOMEpA 3a4YEPKUBAIOTCA OJHOW HAKIIOHHOM YEPTOM M PIAOM
CTaBUTCA HOBBIA HOMEp JIMCTA; B KOHIIE J€J1a COCTaBJISIETCS] HOBAsl 3aBEpUTEIbHAS
HaJIWCh, IpPU OTOM CTapas 3aBEpPUTENbHAs HAANKWCh 3aYEPKUBAETCA, HO
COXpaHsETCs B JEJeE.

Jlist ydyera KoinudecTBa JIUCTOB B Jeiie W (UKCAIMM OCOOCHHOCTEH uX
HyMepalluH COCTaBIISIETCS 3aBEpUTENIbHAS HAANUCh Jiena. OHa cOCTaBISIETCS B JIEJie
Ha OTJEJbHOM JIUCTE — 3aBEpUTENIE JieNla. 3aBepUTEIbHAsA HAJIUCh COCTaBIISIETCS
110 YCTAaHOBJICHHOU (hopMme.

Bce nocnenyronme n3MEHEHHUS! B COCTaBE U COCTOSIHUU Jiena (OBPEXKACHUS,
3aMeHa MOJITMHHBIX JOKYMEHTOB KOMUSIMU, MPUCOCIUHEHUE HOBBIX JOKYMEHTOB U
T. I.) OTMEYAIOTCS B 3aBEPUTEIBHON HAAIUCU CO CChUIKOW HAa COOTBETCTBYIOLLMI
aKT.

OO60xKa e MOCTOSTHHOT0, BpeMEeHHOTro (CBhimie 10 jeT) XpaHeHHus U 1o
JUYHOMY COCTaBY OOPMIISIETCS IO YCTAaHOBJIEHHOU (hopme.

Ha 065105KKe /1eJ1 MOCTOSIHHOTO XPaHEHUsI BBEPXY MPEyCMaTPUBACTCS MECTO
JUTsl HAUMEHOBAaHUS TOCYIapCTBEHHOI'O apXHBa, B KOTOPBIM OHU OyAyT MepeaaHsbl,
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a TaK)K€ apXUBHOTO IK(pa B IPAaBOM BEPXHEM U JIEBOM HUKHEM YIJIaX.

[Ipu odopmnenun o6m0xkku gen HauMeHoBaHue Illkonwl yka3biBaeTcs
MOJIHOCTBIO TI0 YCTaBy, B UMEHHUTEJIbHOM MaJeXe, COKpAllleHHOE Ha3BaHUE — B
CKOOKax.

OO0si3aTebHBIMUA ~ PEKBU3UTAMU  OOJIOKKH  Jejia  SIBISICTCSl  yKazaHue
KOJIMYECTBA JINCTOB B JIEJI€, KOTOPOE MPOCTABISAETCA HA OCHOBAHUY 3aBEPUTEIBHOMN
HAJIMCH Jela, U CpPOKa XpaHEeHWs Jeia (Ha Jellax MOCTOSIHHOTO XpaHEHUS
MUIIETCS: «XPAHUTh MOCTOSTHHOY»), KOTOPBIN MEpPEeHOCUTCS Ha OOJIOXKKY Jenia U3
HOMEHKJIaTypbI IIOCJIE CBEPKH €r0 IO CPOKaM XpAHEHUS B MIEPEUHE.

JInst yuyera JOKYMEHTOB OIPEIEICHHBIX KaTErophil Jiel MOCTOSIHHOTO U
BpeMeHHOTO (cBbIme 10 yeT) XpaHeHus, y4eT KOTOPBIX BBI3bIBAETCS Crielu(uKoi
JTAHHOM JOKYMEHTaIuu (JIMYHBIE Jeia, 0C000 IIEHHbIE), COCTABIISICTCS] BHYTPEHHSIS
ONUCH JOKYMEHTOB JIeJa.

BHyTpenHI010 onuch HE0OOXOAUMO TAKKE COCTABIATh B JIeJIaX MOCTOSIHHOTO
u BpemeHHoro (cBbimie 10 yet) xpaneHus, cGOPMUPOBAHHBIX IO PA3HOBUTHOCTSIM
JIOKYMEHTOB, 3aroJIOBKU KOTOPBIX HE PaCKpbIBAIOT KOHKPETHOE COJIepKaHUE
JIOKYMEHTOB.

BHyTpeHHsis onuch COCTABIAECTCS HA OTIEIBHOM JIUCTE MO YCTAHOBJIEHHOMU
dbopme, KOTOpasi COIEPKUT CBEACHUSI O TIOPSAIKOBBIX HOMEpax JOKYMEHTOB Jiefa,
UX HWHJIEKCax, JaTax, 3arojoBKaX M HOMEpax JUCTOB [iejla, Ha KOTOPBIX
PacCIOI0KEH KaXKbIi JOKYMEHT.

K BHyTpeHHEN omucu Jena COCTaBJISECTCS WTOrOBas 3alliCh, B KOTOPOH
yKa3bIBaeTcs u(ppaMu U MPOMUCHI0 KOJTMYECTBO BKIIOUCHHBIX B HEE IOKYMEHTOB
Y KOJIMYECTBO JIMCTOB BHYTPEHHEH OIKCH.

BHyTpeHHsiE ONHCh MOJNUCHIBAETCS €€ COCTABUTEIEM C YKa3aHUEM
JOJKHOCTH, MOJIMUCH, pacIu(DPOBKY MOANUCH U HYMEPYETCS B JieJie OTACIBHO.

10.XpaHeHne U YHMUYTOKEHHE JOKYMEHTOB.

JIokyMeHTBI (1iena) ¢ MOMEHTa co3/laHus (MOody4YeHus1) i (OpMUPOBAHUS
XPpaHATCS B OPraHU3aIMH JI0 NIepeiadll apXUBHOMY YUPEKIACHUIO.

PykoBoauTens 00pa3oBaTeIbHONW OpraHU3AlMK U CIIEHUAIbHO Ha3HAYEHHOE
U0 (Jinia) o0s3aHbl 00ECIIeUUTh XPaHCHHUE IOKYMEHTOB U JIE.

Jlena mOMmKHBI XPAaHUTHCS B BEPTUKAIBHOM MOJIOKEHUH B IIKa(ax, KOTOphIE
3akpbiBatoTcs. Ha koperikax o010kKeK Ae yKa3bIBaloTCs HoMepa Jie.

Bbinaua nen Bo BpeMEHHOE IOJIb30BaHHME pabOTHUKaM 00pa3oBaTeNbHOM
OpraHM3alMK OCYLIECTBIIIETCS C YCTHOTO Pa3pelIieHus ero pyKOBOAUTENS, a Ipy-
MM YYPEXKICHHUSIM - C €ro NHUCbMEHHOro paspewieHus. Ha BbiaanHoe geno
COCTaBJISIETCSI KapTOUKa - 3aMEHUTENb. B KapTouke yKa3bpIBalOTCS HOMEp Jena,
3arojIOBOK Jefia, JaTra €ro BBIJAYM, JUI0, KOTOPOMY J€J0 BBIJAHO, JaTa ero
BO3BpaTa, MOAMKCH JINII, KOTOPBIE BBIAATIN U MIPUHSIIN AEIIO.

[IpemocraBieHue Jen BO BPEMEHHOE IMOJIb30BAHUE OCYIIECTBISIETCS HE
0oJiee yeM Ha OJTUH MECHILI.

W3bpsATHE NOKYMEHTOB W3 Jella MOCTOSHHOTO XpaHEeHWs 3amperaercs. B
UCKITIOUUTEIBHBIX CIydasX H3bSITHE JOKYMEHTOB JIOMYCKAETCS C pa3perieHus
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pykoBoAuTeNss 00pa30BaTENbHON OpPraHM3alMKu C O0S3aTEIbHBIM OCTABICHHUEM B
JIeJie 3aBEPEHHBIX JOJLKHBIM 00pa30M KOIHIA.

[locne oxoH4YaHUsi CpOKa XpaHEHUs JAOKYMEHTOB, KOTOpPbIE HE MOJJIexXar
nepenaye apXUBHBIM  YUPEKICHUSM, JAOKYMEHTbI CIHUCBIBAIOTCS KOMHCCHEN
0o0pa3oBaTeNpbHON  OpraHu3alldd 10 MPOBEACHHUIO JKCIEPTU3bl  LEHHOCTH
JOKYMEHTOB, KOTOPYI0 Ha3Ha4aeT pyKOBOJAUTEIb 00pa30BaTEIbHON OpPraHU3alNH.
Ha  chnucanHyro — JTOKyMEHTaLMIO  DKCHEPTHas  KOMHUCCHSL  COCTaBJIET
COOTBETCTBYIOILUH aKT.

Crincannas JOKYMEHTaIUs YHHUUTOKAETCSI.



[Ipmnoxenme 1
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[Ipunoxenue 1
K MHCTpYyKIIMM 110 BEICHUIO JIEJIOBOM
nokymeHTaru B MBOY «lllkoma-rumuasust Ne 1y
ropojickoro okpyra Cynak

IIpumepHas popma KypHaJia yyera ne4are u IITAMIIOB
00pa30BaTEJbHOI0 YUPeKACHUS

Pe3yabTarsl N
HaumenoBanue . OTtTHCck neyarei
HaumeHoBaHMe €KeroJHou
noapasjaeieHus , OT1™meTK200 (mrramnoB)
ne4yaTu OrrHck Hoanuce, NPOBEPKH T O CHII st
0JIKHOCTh
Ne n/u | (mramna) , naunua | neyarn |2 yI0CTOBepsIOIAst | HATHYHSA y | A IMpumeuanue
noJiy4aTessiu N HOMeEp YHUYTOKEHHS ,
TOp3aKa3sa, HITAMIA) noJiyueHue , jara |neyareinu mram
bamnaus aKTaujgara aara
JaTa NOCTYIMJIEHUA 1osB,
noJry4areJist BO3BpaTa
J1aTa MPOBEePKHU
1 2 3 4 ) 6 7 8 9

IIpumepnas ¢popma Knuru/ sxkypHasa perucTpauuu npuKa3oB
0o0pa3oBaTeJIbHOI0 y4peKAeHHS.

ITo ocHOBHOI 1eATEJLHOCTH

Hara CpoK HCIIOJIHEHUSA OT1meTKa 00 HCTIOJTHEHUH

Ne Homep
Conep:xanue HUcnoanurenan

n/n NnpuKa3a

NpHKa3a
1 25.08. 74-0 O npoBeneHnN KOMIUIEKTOBAaHUS BUO 30.08.2022 CHSAT C KOHTpOJIA

2022 TMIeIATOTUYECKUX KaJIPOB 30.08.22
I1o kagpoBLIM BONIpoOCcaM
JI\:;')H dara npuka3a | Homep npukasza Buja npukasa PHUO corpynHuka OcHoBanue
1 14.10.22 77-K [Ipuem 0)5(0) T Ne 25 ot 14.10.2022




Ilo KOHTHMHIeHTY 00Yy4YAKOIIMXCS
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Ne Homep
u/n Jara npuka3za npukaza Buja npukasa PU odyuaromerocs OcHoBaHue
1 28.09.2022 35.y auICIICHIe O 3asBnenue poaurenen ot 27.09.2022

Ne 46
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[Ipunoxenue 2

K MHCTpyKIIMM 11O BECHUIO JIEJIOBOI
nokymenTaiuu B MBOY «lllkona-rumuazust Ne 1»
ropojickoro okpyra Cynmak

IIpumepnas ¢popma KHuru/ skypHaja perucTpauun pacnopsizKeHui
o0pa3oBaTe/JIbHOM OPraHM3alum.

Jlara

Homep

Cpok ucnnostnennsy OrTmerka 00 HCIIOJTHEHUH

perucTpanmuu

Ne ni/m Conep:xkanue Krto moagmucaJ
pacnopsizkeHus! | pacnopsizKeHus
1 2010.22 37-p O moe3ze yyammxcst Ha 1O 291022 CHST ¢ KOHTPOJIS
JKCKYPCHIO 22.10.22
IIpumepnas ¢popma KHuru/ :xypHaJia perucTpanuu nNnporoxKojaoB
o0pa3oBaTe/IbHOI OpraHnu3almu.
Ne i/m | Ne mporokoJia Hdara ero IToBecTKa MHA




46

[Ipunoxenue 3

K MHCTpYKIIMU 11O BEICHUIO JET0BOM
nokymeHTanuu B.MBOY «Illkona-rumuazus Ne
I» ropoackoro okpyra Cynak

IIpuMmepHas popMa perucTpalHOHHOIO KYPHAJIA BXOASAIIMX JOKYMEHTOB

00pa3oBaTe/IbHOI OPraHu3aluu

Jara nocrynienus Pe3osonust uimM KoMy HanpasJjeH
Ne n/mm AOKyMeHTa/ JaTa u HoMep Kpartkoe conep:kanue JOKYMEHT Otmerka 00
BXOJSIMIT HOMep AOKYMEHTa, (moamuch, y10CTOBEPAIOIIAS HCNOJTHEHNH
NPUCBOEHHbII Koppecnonaenr noJIy4eHue)
aBTOPOM
1 2 3 4 5 6 7
HpI/IMepHaH (bOpMa PErUHCTPANMOHHOIO KYPHAJIA UCXOAAIINX JOKYMCHTOB
o0pa3oBaTeIbHOM OPraHU3aluK
JlaTanHomep
Perncrpanuo JOKYMEHTa, Ha
Ne Hlara HHbIH Anpecat Kparioe KOTOPBIil McnoHATe b
n/n MIOKYMEHTa | HOMEPAOKYM CoAepKaHue maeTcs OTBET
eHTa
1 ) 3 4 o 6 7
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ITpunoxenue 4

K MHCTpYKLIMU IO BEICHUIO 1€JI0BOU
nokymenTanuu B MBOVY «Illkona-
rumHasus Ne 1» roposckoro okpyra Cymak

INPUMEPHASA HOMEHKJIATYPA JEJI
OBPA3OBATEJIBHOI'O YUYPEXJIEHUA
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