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HNHucTpykuus
10 BeJIeHHUIO J1eJI0BOM JOKYMEHTAIlUU
B MBOY «Ku3ujioBckasi HauyaJInLHad IIK0Ja — JeTCKHii can «PocHHKa»

1. O6ume monoxkeHust.

WHcTpykuus 1o BeneHuto aenoBoi nokymeHTauuu B MBOY «Kusuinosckas HadaipHas 1IKOJIa —
nerckuit can «Pocunka» (nanee — OO) pazpaboTaHa B COOTBETCTBUHU CO CIEAYIOIIMMU HOPMaTHUBHBIMU
JOKYMEHTaMU:

- ®enepanpubiii 3akoH oT 29.12.2012 No 273-®3 «0O06 o6pazoBanun B Poccuiickoi
Denepauuny;

- ®enepanbHbii 3aK0H 0T 27.07.2006 Ne 152-03 «O nepcoHaNbHBIX JaHHBIX);

- 3akon PecmyOmuku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «O6 o6pa3oBaHuu B
PecniyOnuke Kppim»;

- npuka3 dDenepanbHOrO areHTCTBAa MO0 TEXHHYECKOMY DPETYIMPOBAHUIO U METPOJIOTHU
MuHHCTEpCTBA MPOMBIIUIEHHOCTH U ToproBin Poccuiickoit ®@eneparu ot 08.12.2016 Ne 2004-ct «O6
YTBEpXKJICHUH HaMOHAIBHOTO cTanaapTa Poccuiickoii denepanum»;

- npukaz @PenepaibHOrO areHTCTBa IO TEXHUYECKOMY PETYJIHPOBAHUIO U METPOJIOTHH
MuHHCTEpCTBA TPOMBIIICHHOCTH U ToproBiu Poccuiickoii denepannu ot 14.05.2018 Ne 244-ct «O6
YTBEP)KJICHUU U3MEHEHUS K HallMOHaJIbHOMY cTanaapTy Poccuiickoit @enepanuny;

- npuka3 PenepanbHOro apxuBHOro areHTcTBa or 20.12.2019 1. Ne 236 «O06 yTBepKACHUN
[lepeuHs TUMOBBIX YNPABIEHYECKHX apXMBHBIX JTOKYMEHTOB, 00pa3yroOIUXCs B MPOLEcce AeSITEIbHOCTH
roCy/1apCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIIPaBJICHUS U OPTaHU3ALINN, C YKa3aHUEM CPOKOB UX
XpaHEHU»;

- npuka3z Munucrepctsa npocsemenuss CCCP ot 30.12.1980 N 176 «O BBeJIEHUU B
neiicreue IlepeuHss JOKyMEHTOB co cpokaMu xpaHeHus Munucrepctsa npocsemenuss CCCP, opraHos,
YUpEXIEeHUH, OpraHu3aluil CUCTEMbI POCBEIIEHUS».

WHcTpyKuus ycTaHaBIMBaeT o0me TpeOOBaHUS K BEICHUIO /1e10Boi nokymeHnTaruu B OO.

WHCTpyKIMs pacrpocTpaHseTcss Ha OpraHu3aluio padoThl c
JOKYMEHTaMH HE3aBHCUMO OT BHJIAa HOCHUTENS, B TOM YHCIIE JJIEKTPOHHBIMU JIOKYMEHTAMH, BKIIFOUAs
MOJITOTOBKY, 00pab0OTKy, = XpaHeHHE€ U  HCIOJIb30BaHUE  JIOKYyMEHTOB,  OCYIIECTBISIEMBIX  C
pUMEHEHHEM MH(POPMAIIMOHHBIX TEXHOJIOTHH.

OcobeHHOCTH paboOTBl € JIOKYMEHTaMH, COJEpKalluMH KOHOGUACHIHAIbHYI0 HH()OpMAIUIo
(cmyxeOHYI0 W MHYIO TaiiHy, NEPCOHAJbHBIE TaHHBIC), PETYIUPYIOTCS CHEIHaIbHBIMH HOPMATHBHBIMU
aKTamMM (MHCTPYKIUSAMHU, OJIOKEHUSIMH, PaBUIIaMH ), YTBEPKAaeMbIMU AupekTopoM OVY.

OTBETCTBEHHOCTh 32 OpTaHU3AIMI0 ¥ COCTOSHHE JIEJONPOM3BOJCTBA B 00pa3oBaTEIbHON
OpraHu3aIK HECET PYKOBOJUTENb, KOTOPBII:

- yrBepkaaer MHCTpYKIHIO TIO AETONPOM3BOACTBY W HOMEHKIATYPY JAel 00pa3oBaTeIbHOMH
OpraHu3alINy;

- KOHTPOJUPYET COOJI0JIeHne TpeOOBAaHWUN YTBEPKICHHOW B 00pa30BaTEIIbHOM OpraHU3alud
WHCTpyKIIMK 1O BEACHUIO 1€JI0BOM JOKYMEHTAIUH;

- IPOBOJIUT MPOBEPKY COCTOSIHUS JICTOMPOU3BOJICTBA;

- o0ecrieyuBaeT METOJMYECKOE PYKOBOJCTBO, HMHCTPYKTaX M KOHTPOJb 3a COOJIIOJICHHEM
YCTaHOBJIEHHOTO TIOPSIIKA PA0OTHI C IOKyMEHTaMH;

- UHUIMMPYET MOBBIIIEHNE KBATH(UKAIIUN paOOTHUKOB 110 BOIIPOCAM JIeIONPOU3BOICTBA;

- YIIOCTOBEPSIET MOAIMCHIO M MEYATHIO0 JOKYMEHTHI.

HenocpencTBeHHO BeeT AETOMPOU3BOICTBO B 00pa30BaTeIbHON OpraHU3aIMK JeOPOU3BOAUTEND,
KOTOPBIN Ha3HA4aeTCs MPUKA30M PYKOBOIUTENS 00pa3oBaTeIbHON OpraHU3altu.

Jlenornpou3BoAUTENNb B COOTBETCTBUH C BO3JIO)KEHHBIMU Ha HETO 3a/1a4aMu:
- OCYILECTBIIET PErUCTPALIUIO U YUET JOKyMEHTOB;
- OpraHu3yeT JOKYMEHTO000pOT, pOopMUPOBaHHE Jell, UX XPAHEHUE;



- OCYUIECTBJISIET TEKYUIUH KOHTPOJIb 3a CBOEBPEMEHHBIM PACCMOTPEHUEM U TMPOXOKIACHUEM
JIOKYMEHTOB 00pa30BaTeIbHON OpraHU3allNH;

- obecrieunBaeT COONIOJIEHUE €OUHBIX TpPeOOBaHWH 1O TOJATOTOBKE JIOKYMEHTOB U
OpraHu3amyy paboThl C HUMHU B YCJIIOBHUSIX JIEKTPOHHOTO JIOKYMEHTO000POTA;

- 00600maeT nHpopMmaIuo 06 06beMax JOKYMEHTO000POTA;

- opranu3yet (opMUpOBaHUE U XPaHEHUE TOKYMEHTAIIMOHHOTO ()OH/IA U €r0 UCIIOIb30BaHHE.

OOpa3oBaTenbHasi OpraHU3alMsl BIpaBE NPUMEHSATH B CBOEH JEATEIBHOCTH SJICKTPOHHBIN
JIOKYMEHTOOOOPOT, KOTOPBIN MpeaycCMaTpuBaeT CO3/IaHHE, IOJIUCAHWEe, WCIIOIB30BAaHUE U XpaHEHUE
JOKYMEHTOB, CBSI3aHHBIX C JIEATEIBHOCTHIO 00pa30BaTENLHON OpraHu3allid, B 3JIEKTPOHHOM BHIE 0€3
nyonupoBaHus Ha OyMa)KHOM HocHTele. PerieHue o BBEICHHH DSJEKTPOHHOTO JTOKYMEHTOOO0OpOTa M
MOPSZIOK €r0 OCYIIECTBIICHUSI YTBEPHKIAIOTCS 00pa30BaTeNbHON OpraHU3aIUeil MO COTJIACOBAHHIO C €€
y4peIUTEICM.

Bcest nenoBast qTokyMeHTaIusl XpaHUTCSI B CIICIIUATBHO 000PYIOBAHHBIX TTOMEIICHUSIX, IIKa(ax WIH
ceriax ¢ cobmoaenneM TpedboBanuii denepanpbHoro 3akoHa Poccuiickoit denepanuu ot 27.07.2006 Neo
152-®3 «O nepcoHaTBHBIX TaHHBIXY.

Pabotath ¢ 1OKyMeHTaMU BHE CIIy>KeOHBIX TOMEIIEHUH 3ampeaeTcs.

2. JIOKyMeHTbI 00pa30BaTe/IbHOI OpraHu3anum.

PykoBoauTenb 06pa3zoBarenbHOI OpraHu3ay UK JIML0, UCIIOJHSIOIIEE ero 003aHHOCTH, U3/1aeT
IIPUKa3bl, UHCTPYKLIUH, IPABUJIIA, TIOJOKEHUS, 00sI3aTENIbHbIE JIJIsl UCIIOJIHEHUS BCEMU PaOOTHUKAMU.

Xox o0CyXJIeHHs BOINPOCOB Ha 3acEJaHMAX KOJUIEIMalbHBIX OPraHOB, COBETOB, COOpaHUSX,
COBCIIAHUAX U PEUICHUs, IPUHUMAEMbIE Ha HUX, QUKCHPYIOTCS B IIPOTOKOJIAX.

Jis  ocyllecTBIEHHs OINEpaTHUBHBIX CBs3€l € JPYTMMH OpPraHM3alUsAMU U TpaxKJaHaMH
HCIOJIb3YIOTCS TaKue (OPMBI, KaK MHUCbMa, (paKkchl, TeIerpaMMbl, TeIe(OHOTPAMMBI.

Jis ocyliecTBieHUsl NpHEMa, YBOJbHEHHUS, MEpeMelleHUs] paOOTHUKOB, NPEAOCTABICHHUS UM
OTITYCKOB O(QOPMIISIFOTCSI TPYAOBBIE JIOTOBOPBI, MPUKa3bl 10 JUYHOMY COCTaBY, 3asBICHUS, TPYIOBbIE
KHWKKH, JJMYHBIE KAPTOUKH U JP.

YueOHo-niearornyeckasi J0KyMeHTalms.

VY4eOHast JOKYMEHTAIMsl — ITO KOJMYECTBEHHAs W KAYECTBEHHAs XapaKTEPHCTUKU COCTOSHUS
y4eOHOI, METOIMYECKON U BOCIIUTATENbHOM paboThl 00pa3oBaTeIbHON OpraHU3alHH.

[lenarormueckue paOOTHUKM MpPH pPEaTU3allid OCHOBHBIX 0011€00pa30oBaTelbHbIX MPOrpaMM
OCYILECTBIIAIOT TOJATOTOBKY cienylomeil JokyMmMeHTanuu (mpuka3 MMHHCTEpCTBA MPOCBELICHUS
Poccuiickoit ®enepanuu ot 21.07.2022 Ne 582 «O06 yTBepkAeHUU NEPEUHs JOKYMEHTAIMH, OJArOTOBKa
KOTOPOW  OCYILECTBISETCS  NeJarorM4eckuMy  paOOTHUKaMHM  IPU  peaiu3allid  OCHOBHBIX
00111€00pa30BaTEIBHBIX MMPOTPAMM)):

- paboyas mporpamma y4yeOHOTro mpeaMeTa, (B TOM 4Hciie BHEYPOUHOH EATENTbHOCTH);

- )KypHaJI yuyeTa yCcleBaeMOCTH;

- JKypHaJ BHEYPOUHOW MAEATENbHOCTH (JUIsl MEeNarorn4eckux pabOTHUKOB, OCYIIECTBIISIOLINX
BHEYPOUHYIO JIEATEITHHOCTB);

- TUIaH BOCTIMTATEIbHON paboThl (7151 eIarorndeckux paboTHUKOB, OCYHIECTBISIOMNX (QYHKIUN
KJIACCHOTO PYKOBOJUTEJNS);

- XapaKTepUCTHKa Ha oOyyaroIerocs (1o 3ampocy).

[IkopHBIE TOKYMEHTHI JOJDKHBI OPOPMIISATHCS CBOEBPEMEHHO, YETKO, Pa300pIHBO, 0€3 TOTYHCTOK,
MIOMapOK, BBI3bIBAIOIIUX COMHEHHE B MPABUJIBHOCTH BHECEHHBIX JAHHBIX.

3anucu B JOKYMEHTax JOJKHBI TPOU3BOINUTHCS MIAPUKOBOM PYYKON YEPHOTO IBETA.

Ommbka, TOMyIIeHHAs B TEKCTE WM HU(POBBIX JaHHBIX JTOKYMEHTA, UCIIPABISAECTCS CIEAYIOIINM
00pazoM: oMOOYHBIE CIIOBA WITH ITU(DPBI 3a4EPKUBAIOTCS TaK, YTOOBI MOKHO OBLIIO MMPOYECTh 3a4€PKHYTOE,
a CBEpXy, JH0O0 psIoM, MO0 Ha MONAX MUIIYTCS YTOYHEHHBIE JaHHbIe. Bce BHeCEHHBbIE HCIIPaBICHUS
JOJKHBI OBITH OTOBOPEHBI M 3aBEPEHBI MOANUCSAMM JIML, O(QOPMHUBIIUX JOKYMEHT. 3a JOCTOBEPHOCTb



CBEICHUM, COAEpXKAIIUXCS B JOKYMEHTaX, Hajiuexamee uX OQGOpMIICHHE HECYT OTBETCTBEHHOCTh
JOJHKHOCTHBIE JIUIIA, TOJMUCABIINE JOKYMEHT.
B cocraB 1okymMeHTOB 00pa30BaTeIbHON OPraHU3aIH BXOJIAT:
- OpraHu3alMOHHbIE IOKYMEHTHI;
- YCTaB OpraHu3aIluy;
- IOTOBOP C YUpEAUTEINEM;
- TMIOJIO’KEHHUSI O TTO/Ipa3/IeTICHUSIX (MPU HAJTUYHH);
- IPaBOYCTaHABJIUBAIOIINE JOKYMEHTHI;
- IOJDKHOCTHBIE MHCTPYKIIMH COTPY/IHUKOB;
- KOJUIEKTUBHBIN JOTOBOD;
- IITATHOE PACIIHCAHHUE;
- IpaBUJIa BHYTPEHHETO TPYAOBOIO paclopsiika U ap.
PacniopsimutenbHbie TOKYMEHTHI:
- IPUKA3bL;
- pPacIopsHKEHHUS;
- UHCTPYKIUU U JIp.
NudopmaninoHHO-CipaBOYHBIE IOKYMEHTHI:
- IPOTOKOJIBI;
- TJIaHBI;
- OTYETHI;
- CIIPaBKH U JIp.
Bce xuuru u xypHanbl, kotopeie BeayTcss B OO Ha OyMaXHBIX HOCHUTENSX, MOCTPAHHYHO
MIPOHYMEPOBBIBAIOTCSI, MPOIIHYPOBBIBAIOTCS U MOJMUCHIBAIOTCS pyKoBoauTeneMm. [loanuce pykoBoauTens
3aBepsiercs nedarbro OO.

3. IIpaBuia oopmiienus J0KyMEHTOB

OcHoBHbIe TpeOOBaHUsI 10 0POPMIICHUIO JOKYMEHTOB.

JIOKyMEHTBI MOTYT CO3/1aBaThCsl HA OyMa)>KHOM HOCHTEINE U B AJIEKTPOHHOMN
¢dopme ¢ coOII0IeHHEM YCTaHOBJIEHHBIX MPaBUl 0pOPMIIEHHS JOKYMEHTOB.

[Ipu co3maHuM AOKyMEHTa Ha JIBYX M 0Oojiee CTpaHMIAX BTOPYIO M IMOCIEAYIOUIUE CTPaHHIIbI
HYMEpPYIOT.

JomyckaeTcss co3fgaHue JOKYMEHTOB Ha JIMIIEBOM M OOOpOTHOM cTopoHax Jucta. llpu
JBYCTOPOHHEM CO3/IaHUU JOKYMEHTOB IIMPHHA JIEBOTO IOJISI HA JIMLEBOM CTOPOHE JIMCTA U NIPABOro MO
Ha 000POTHOM CTOPOHE JINCTA JIOJDKHBI OBITH PAaBHBI.

[TpeanouTuTeIbHBIMU FApHUTYPAMH M pa3MepaMu HIpU(TOB JUIsl pEKBU3UTOB JIOKYMEHTA SBIISIOTCS
Ne 12,13,14.

[Tpu cocTaBneHnH TaOIUIL JOMTYCKAETCS MCIIOJIb30BaHUE MIPU(PTOB MEHBIIINX Pa3MEPOB.

AO3aIHBIN OTCTYI TEKCTa JOKyMeHTa - 1,25 cwm.

3aroJ0BKM pa3/eioB U MOAPa3ZeoB MevaTaroTcs ¢ a03alHbIM OTCTYIIOM WM LEHTPUPYIOTCS O
LIMpPUHE TEKCTa.

MHOroCcTpoUHbIE PEKBU3UTHI [1€YATAIOTCS YEPE3 OJIUH MEXCTPOUHBIM MHTEPBAJI, COCTABHBIE YACTU
PEKBU3UTOB OTJEISIOTCS TONOJHUTEIbHBIM HUHTEPBAJIOM.

TekcT nokymeHTa nedaraercs yepes 1-1,5 MEeXCTpOUHbBIX HHTEpBaAJIA.

WuTepBan Mex1y OyKBaMHU B CJIOBax - OOBIYHBII.

WHTepBasl MeXIy CIIOBaMH - OMH IPoOe.

TekcT HOKyMeHTa BBIpAaBHHUBAETCS MO IIMPHHE JUCTa (110 TpaHHUIAM JIEBOTO U IPaBOro Mol
JIOKYMEHTA).

HopmaTuBHBIMM aKTaMu OpraHU3alUd MOXET OBbITh IMPEIyCMOTPEHO BBIIEIEHHE PEKBU3UTOB
«aapecary, «3arojoOBOK K TEKCTY» WIH «IOJIITUCHY, & TAKKE OTACIBHBIX (PparMeHTOB TEKCTa MOTYKUPHBIM
mpuQTOM.

TekcT mOKyMeHTa IOJKEH OBITh M3JI0KEH KpaTKo, IPaMOTHO, TOHSATHO U OOBEKTHUBHO, 0e3



MOBTOPEHUI M ynoTpeOseHus: CIOB U 00OPOTOB, KOTOPbIE HE HECYT CMBICIIOBOW HArpy3kW, M JOJDKEH
KacaTbCsl TOI'O BOIIPOCa, KOTOPBIH cOpMyYIHpOBaH B 3arojoBKe K TEKCTy. TeKcT 1oKyMeHTa opopmMiIseTcs
B BUJIE€ CIUIOIIHOTO CBSI3HOTO TEKCTA WM TAOJIUIIBI, WIIM ITyTEM COUYETaHHS ITHX (POPM.

TekcTbl CIOXKHBIX U OOJBIINX [0 00BEMY JAOKYMEHTOB (JOKJIAAbI, OTYETHl W T.J.) JOEJATCS Ha
pas3zaensl, MOApa3aeIibl, MyHKTHI, MOAMYHKTHI. [IyHKTBI M MOAIYHKTH B TEKCTE HYMEPYIOTCS apaOCKUMHU
nudpamu ¢ TOYKOM.

ITpumep -

1.

1.1.

2.

2.1.

JIOKyMeHTBI, KaKk IpaBuio, opopMIIAIOTCA Ha OJlaHKaX 00pa30BaTENIbHOW OpraHu3aliM, UMEIT
YCTAHOBJICHHBII KOMIUIEKC 0053aTEIbHBIX PEKBU3UTOB U CTAOMIIBHBINA TOPSIIOK X PACTIOI0KCHUS.

bnanku Kax1oro BuAa HM3rOTaBIMBAIOTCA HAa OCHOBE YIJIOBOTO WJIM IPOJOJBHOTO Pa3MELICHUS
PEKBU3UTOB.

PexBU3UTHI 3aro0BKa pa3MeIlaloTCsl LEHTPUPYEMbIM (HayaJlo U KOHEL KaKJAO0H CTPOKHM PEKBH3HUTA
PaBHO YAaJeHBI OT TPAHUI] 30HBI PACIIOIIOKEHHUSI PEKBU3UTOB) MJIM YIJIOBBIM (KaXKAast CTPOKA PEKBU3UTA
HAYMHAeTCs OT JIEBOM rPaHUIIbl 30HbI PACIIOJIOKEHUS! PEKBU3UTOB) CIIOCOOOM.

Jist m3roTOBJICHUS OJIaHKOB MCTIONIB3YIOTCS JTUCThI Oymaru gopmara A4 (210 x 297 mm) u AS (210 x
148 MuIuMeTpoB).

Kaxnp1ii muct qokymMeHnTa, opopMIICHHBIH Kak Ha OlaHKe, Tak M 0e3 Hero, JOJDKEH UMETh MOJIs He
MeHee, MM:

sesoe - 20;

npasoe - 10;

BepxHee - 20;

HIkHee - 20.

JlokyMeHThI JyinTenbHbIX (cBbilIe 10 JIeT) CPOKOB XpaHEHUs JOJIKHBI UMEThH JIeBOe 1oJie He MeHee 30
MM.

Od¢opmiieHHe peKBU3UTOB I0KYMEHTOB.

ABTOp 10KYMEHTOB.

HaumeHoBanue o0pa3oBaTenbHOM OpraHU3aIK YKa3bIBAETCS B TOYHOM COOTBETCTBHH C YCTaBOM
oOpasoBarenbHOM  opranuzanuu. COKpalleHHOE HAMMEHOBAaHWE  TIOMEIIAETCS  TOJ]  MOJHBIM
HaMEHOBAaHUEM B CKOOKax.

HaumeHnoBaHue CTpyKTYpHOrO TMOApPA3ACIICHUs] — aBTOpa JOKYMEHTA HCIIOJIB3YyeTCs B OJaHKax
muceM W OJaHKaX KOHKPETHBIX BHUJIOB JOKYMEHTOB U YKa3bIBAC€TCS IOJ TOJHBIM M COKpPAIIEHHBIM
HaWMEHOBAaHUSIMHU 00pa30BaTEeIbHON OpraHU3aIliH.

HanMmenoBanwe JODKHOCTM JuIa — aBTOpa OOKYMCHTA  HCIIOJIL3YCTCA B OnaHkax
AOJDKHOCTHBIX JIMI U pacrojiara€tcsa nmoa HAMMCHOBaAHUEM 06pa3OBaTeHLHOfI OopraHm3anuvu.
HanMmenoBaHue [OODKHOCTH IHMIIa — aBTOpa JOKYMCHTAa YKa3bIBACTCA B COOTBCTCTBUH C

HAaNMMCHOBAHUCM, IIPUBCACHHBLIM B PACTIOPAAUTCIIBHOM JOKYMCHTEC O HA3HAYCHUHN Ha TOJIKHOCTD.

CnpaBouHble TaHHbIE 00 00pa30BaTeILHOI OpPraHu3aluu.

CrpaBouHbIe JaHHBIE 00 OPraHU3AIMH YKA3bIBAIOTCS B OJIaHKAX MMHUCEM M BKITIOYAIOT: aJipec, HOMEp
tenedona, ¢pakc, aapec IIEKTPOHHOW MOUTHI, ceTeBor aapec, a Tarkke OKIIO, OI'PH, MHH wu KIIIT
OpraHu3alyu.

HanMeHoBaHMe BHIa JOKYMEHTA.

HaumeHoBaHue BuIa JOKYMEHTa, COCTABJICHHOI'O OpraHu3alMed, JOJDKHO OBITh OIpeaeseHo
YCTaBOM (HOJIO)KeHI/IeM) u JOJI’KHO COOTBETCTBOBATH HanMCHOBAHUAM BUIOB JAOKYMCHTOB,
npeaycmorpenabiM OKY I akt, cipaBka, 3ammcka, CBOAKA, OT3bIB, IPOTOKOJI, CIIUCOK, U3BEIICHUE U Ap.
PaCHOpHI[I/ITeJIbHBIG AOKYMCHTBI OpraHu3alv HU3Jal0TCd CO CICAYIOIIMMHU HAa3BAHUSAMU: IIPUKaA3,



pacropsKeHHUE.
HaumeHoBaHue BUJa M pa3HOBUIHOCTHU JTOKYMEHTA HE YKa3bIBACTCs B IUCHMax.
HaumeHnoBanue Buaa JOKyMEHTA II€YaTAETCs MPOIMUCHBIMU OYKBaMH MOTYKUPHBIM HIPUPTOM.

JlaTa 10KyMeHTA.

Jlata TOKyMEHTa COOTBETCTBYET JlaTe MoAnucanus (YTBEPKIACHHUS) TOKYMEHTA WM JaTe COOBITHS,
3a(hUKCUPOBAHHOTO B JIOKYMEHTE:
apabckumu 1udpamu, pazaeneHHbMA Toukoi: 05.04.2023; cmoBecHO-IIMGPOBBIM cIIOcOOOM: 5 ampers
2023 r.

B Tekcrax TOKyMEHTOB, COJIEPKAIIUX CCHUTKA HA HOPMATHUBHBIC MIPABOBBIC aKTHI, U JIOKYMEHTOB,
COJIEp KaIX CBe/IeHUs ((MHAHCOBOTO XapaKTepa, MIPUMEHSIETCS CIOBECHO ITU(POBOI CITOCO0 yKa3aHUs JaT
0e3 mpocTaBieHUs HYJIsl B 0003HAYCHHH JTHS MECSIIA, €CIIM OH CONEPXKUT OAHY 1udpy: 3 anpens 2023
roja.

Paspemaercss npUMEHSTH CJIOBO «TO/I» B COKPAIICHHOM BapUAHTE «I: 1 wrons 2023

I'pud orpanuyeHus 10CTyNna K JOKYMEHTY.

[IpocraBisiercss B mpaBOM BEpXHEM YTy MEPBOrO JHUCTAa JIOKyMEHTa (IIPOEKTa JOKYyMEHTa,
COINPOBOJUTENILHOTO NMHUChMA K JOKYMEHTY) Ha TIpaHUIE BEPXHEro IOoJid IPU HAJIUYUU B JJOKYMEHTE
uH(pOpMaIIUY, JAOCTYI K KOTOPOH OrpaHMYEeH B COOTBETCTBUU C 3aKOHOJATeNbCcTBOM Poccuiickoit de-
nepauuu. B coctaB pekBU3KTa BKIIIOYAETCS OTPaHUYMTEIbHAS HAAMKUCh: «/[71s1 ciyKeOHOro nojab30BaHUm»,
«Konpunenmansuoy, «llepconanbHbie JaHHBIC» UITH JIP.

ITpumep -

IlepcoHanbHbIE JaHHBbIE PAOOTHMKOB
k3. Ne 1
MyHununajibHoe OI/:KeTHOe 00111e00pa30BaTe/IbHOE YUpeKIeHue

«Ku3uiioBckasi HaYaJIbHAA WKOJIA — 1eTckuii cax «PocuHkay
Cumpepomnoiibekoro paitona Pecnyduankn Kpbiv»

(MBOY «Ku3ujoBckasi HaYaJIbHast IK0JI1a — 1eTCKuii cag «PocuHka»)

IIPUKA3

Bce Buabl rpudoB orpaHUYEHHsS JOCTyMa K JOKYMEHTAM 3aKpeIUISIOTCS B JIOKAJTBHBIX aKTax
00pa3oBaTeNbHOI OpraHu3aluy.

PerucrpanuoHHbIi HOMEP JOKYMEHTA.

Perucrpanuonssiii Homep — 1 poBoe Wik OYKBEHHO-IIU(PpOBOe 0003HAUEHUE, MTPHCBABAEMOE
JOKYMEHTY IIPH €T0 PETUCTPALUH.

PeFI/ICTpaHI/Iﬂ JOKYMCHTA MPOBOJUTCA IMOCJIC €T'0 MOATINCAHUA UJIIW YTBEPKICHU.

Jl1s BHYTpEHHUX JAOKYMEHTOB — IPHUKAa30B, IPOTOKOJOB — 3TO MOPSAAKOBBIM HOMEpP B Mpeenax
KaJIeHJAapHOro Trojia/ yueOHOro roja Mo KakJIoMy BUAY WM Pa3HOBUAHOCTH JAOKYMEHTOB. B mpukazax
PErUCTpaIIMOHHBIN HOMEP MOXKET JOMOIHIATHCS OYKBEHHBIM HHJEKCOM, 0003HAYaIOIUM Pa3HOBHIHOCTH.

s ucxoaammx JOKYMEHTOB PETUCTPAMOHHBIM HOMEP COCTOUT U3:

1) nopsinxoBOro HoMepa B Ipeieaax MacCHBa OTIPABISIEMON KOPPECTIOHCHIINH;

2) UHJIeKCa Jie7ia B COOTBETCTBUHU C HOMEHKJIATYPOil 1esT 00pa3oBaTebHON OpraHU3aIlHH.

Per HCTpaHHOHHLIfI HOMCPp JOKYMCHTA, COCTABJICHHOTO COBMCCTHO ABYMS U boiee OopraHu3anusamu,
COCTOUT W3 PETUCTPALMOHHBIX HOMEPOB JTOKYMEHTOB KaXXIOM M3 3THX OPraHU3alUi, MPOCTABISEMBIX
gyepe3 KOCYI0 YepTY B NOPSJKE yKa3aHUs aBTOPOB B IOKYMEHTE.

CcpulKka Ha perucTPAUMOHHBIN HOMEP M 1aTy JOKYMEHTA.
Ccbuika Ha perucTpalioOHHBIM HOMEp M JaTy JOKYMEHTa BKIIOYaeT B ce0sl perucTpalnioOHHBIN



HOMEp U JIaTy TOKYMEHTa, Ha KOTOPBIN JOJDKEH OBITh 1aH OTBET.

Ccpbuika Ha HOMEp M JaTy JOKYMEHTa HCIOJIb3YeTCs MpU OGOPMIICHUM MHCEM, SIBIISIFOIIMXCS
OTBETaMHU Ha MOCTYNHBIIEE MUCHMO (3ampoc, npock0y U jp.). CBeAeHUs B PEKBU3UT IMEPEHOCATCS C
MOCTYIUBIIETO JOKYMEHTa W COOTBETCTBYIOT PETHUCTPALIMOHHOMY HOMEPY MW Jare MOCTYHHUBIIETO
JIOKYMEHTA.

OrpanuuurtenabHasi OTMETKA AJIsl JaHHOTO PEKBU3UTA IPOCTABIISETCA B JIEBOM YacTH OJlaHKA MHCbMa
MO/ PEKBU3UTOM «J1aTa» U «PETUCTPALIMOHHBIA HOMEP JTOKYMEHTaY.

Hanuuue paHHOrO pekBU3MTAa MCKIIOYAET HEOOXOIMMOCTh YIOMHHAHHS HOMEpa U JIaThl
MOCTYIUBIIETO JOKYMEHTA B TEKCTE MUChMa, YTO OCBOOOKIAET TEKCT OT CIIPABOYHOU MH(DOPMAIIHH.

MecTo cocTaBJIeHUS WJIH U3AAHUA AOKYMEHTA.
MecTo cocTaBieHUS (I/IS,Z[aHI/IH) JOKYMCEHTA YKa3bIBAa€TCA B JOKYMCHTax, HU3rOTaBJIMBA€MBIX Ha
Onankax KOHKPCTHBIX BUI0OB TOKYMCHTOB.

Ajxpecar.

AnpecaraMu JOKyMEHTa MOTYT ObITh FOPUAMYECKHE JIUIA, UX CTPYKTYpHbIE MOApA3JCICHUs U
JOJDKHOCTHBIE JINIA, @ TAK)KE PU3UIECKUE JTUIIA.

PexBU3UT «ajpecaTy MpoCTaBiIAETCS B BEpXHEH MPaBOM 4acTH JOKyMEHTa (Ha OJIaHKe C yIJIOBBIM
pacroyio’keHNeM PEKBU3UTOB) WIIM CIIpaBa MO/ PEKBU3UTAMH OJlaHKa (TIPH MPOJOIBHOM PaCIIONIOKEHUN
pekBu3nTOB OnaHka). CTPOKHM PEKBU3HUTA «aJpecary» BbIPAaBHUBAIOTCA 110 JIEBOMY KPar0 WIN LIEHTPYIOTCS
OTHOCHTEJIBHO CaMOW JUIMHHOM CTPOKH.

Ecnu 10KyMEHT afipecoBaH HOPHAMYECKOMY JIMIYy UM €r0o CTPYKTYpHOMY IOjpa3jeieHuto 0e3
YKa3aHUs JOJDKHOCTHOTO JIMIA, UX HAMMEHOBAHUS IIPUBOSATCS B UMEHUTEIIBHOM ITaJIEXKeE.

[Tpumepsl

1. MunncrepcrBo 0o0pasoBanus,
HAYKH M MOJIOIEKH
Pecny0smmkn Kpbim

2. MuHHCTEPCTBO 06pa30BaHus,
HayKHu u MoJioe:xu Pecnny0inku Kpbim
ynpasJieHHe 0011ero 00pa3oBaHus

[TouToBBIii afipec yka3bIBaeTCs MPHU HAMIPABICHUH JOKYMEHTA Pa30BbIM KOPPECIOHICHTaM.

Ecnn 1OKyMEHT ajapecoBaH PYKOBOAUTENI0 HOPUIUYECKOrO JUIA WIM €ro 3aMEeCTHUTEINIO,
HalMEHOBAaHME IOPHIMYECKOTO JIMIA BXOAUT B COCTAaB HAaMMEHOBAHUS JIOJDKHOCTH ajpecaTa, KOTopoe
MIPUBOMTCS B TATEIILHOM TaJIexKe.

ITpumep —

PykoBoauresnto ®@enepanbHOro

ApXMBHOI'0 areHTCTBA

®amuausa U.0.

Nuuuuansl craBaTcs nocjie (paMUIMM HE3aBHCHMO OT TOTO, KOMY aJpECOBAaH JOKYMEHT —
JOJPKHOCTHOMY JIMILY MU (PU3HUECKOMY.

[Ipu angpecoBaHMM MHCbMAa PYKOBOAMTENIO CTPYKTYPHOTO TOJpa3/eieHHs] YKa3bIBaeTcsi B
MMEHUTEJIBHOM TNaJIe’)K€ HAaUMEHOBAHME OPraHU3allu{, HUXKE - B JATEJIbHOM INa/Ie’K€ HAaUMEHOBAHUE
JOJDKHOCTH PYKOBOJMTENS, BKJIIOYArOIlee HAaMMEHOBAaHUE CTPYKTYPHOIO MOJpa3iefeHus, (pamMuiuio,
VMHUIHAIBL.

ITpumep-

MuHucTepcTBO 00pa30BaHMS,

HAyKH U MoJsioaexn Pecnnydamkn Kpeim
HavyaabHuKy ynpaJ/jieHusi 001ero o0pa3oBaHus



damuaua U.0.

[lepen ¢dammimelt IOMKHOCTHOTO JHUIA JOMYCKAETCS YHOTPEONATh COKpallleHHE «r-Hy»
(rocrioiuHy), €ciy afipecat My»X4nHa, WIH «r-Xe» (TOCIOXKe), €CH aapecar KEeHIIHHA.
ITpu paccbuike TOKyMEHTa IpyIIle OpraHu3aluii OAHOIO THIA WU B CTPYKTYpPHbIE MOAPA3AEICHUS
OJTHOW OpraHu3al|Hy, ajpecaT yKa3biBaeTcs 0000IIEHHO.
B oHOM OKyMEHTE HE JOJKHO OBITH 00JIee YeThIpeX aapecaroB.
IIpu OosplIeM KONIHMYECTBE aJpecaToB COCTABISIETCA CHUCOK (JIMCT, yKa3aTeldb) PacChUIKH
JOKYMEHTa, Ha KaXKJIOM JJOKYMEHTE YKa3bIBAaeTCS OJIMH aJipecaT UK ajpecat opopmisieTcs 0000IIeHHO.
B cocrtaB pexBusuTa «Anpecar» MOXKET BXOAUTD ITOYTOBBIN aApec. DIEMEHTHI IOYTOBOIO afpeca
YKa3bIBalOTCs B ITOCJIEN0BATEIBHOCTH, YCTAaHOBIECHHO! [IpaBunamu okazaHus yCiyr IOYTOBOM CBS3H.
[Tpumep -
Bcepoccuiickuii Hay4Ho-
HCCJICA0BATEIbCKUH HHCTUTYT
AOKYMEHTOBeJeHHUS 1
apXHBHOIO J1eJia
Mpodcoro3nas y.u.,
. 82,
MockBa, 117393
B cnydae otnpaBku ToOKyMeHTa (U3UUECKOMY JIMIlY YKa3bIBAalOTCS: (haMuIns, HHULMAJIBI, TOYTOBBIN
anpec: (ynuma, HOMEp JIOMa M KBapTUPBI, HACEICHHBIA ITYHKT, pailoH, o0xacTe (Kpaii, pecryOimka),
MOYTOBBIM HH/IEKC).
[Ipumep -
®amuinus U.0.
Caposas yui., 1. S, kB. 12,
r. JHCK, JHCKOi 00.1., 301264

ITpu oTnpaBke nucbMa Mo 3JAEKTPOHHOM MOYTe UK N0 (PaKCUMUIIBHOM CBsI3U (6€3 JOCBUIKH MO 10YTe)
MIOYTOBBIN ajpec He yKa3biBaeTcs. [Ipn HEOOXOIMMOCTH MOXET OBITh YKa3aH dJIEKTPOHHBIN afpec (HoMep
tenedona/akca).

ITpumep -

Bcepoccuiickuii Hay4Ho-
HCCJICN0BATENbCKHI HHCTUTYT
AOKYMEHTOBeeHHMs 1 apXUBHOIO0 J1eJia
mail@vniidad.ru

I'pu¢ yrBep:kaeHus J0OKyMeHTA.
['pud yrBepx aeHUS MPOCTABISETCS HA JOKYMEHTE B ClIy4yae €ro yTBEpKIEHHUS TOJIKHOCTHBIM
JIUIIOM, PACTIOPSIIUTENBHBIM TOKYMEHTOM (TIPUKA30M, PACTIOPSHKEHUEM, PELIEHUEM).
['pud yrBepKaeHHs pa3MellaeTcss B MPaBOM BEPXHEM YIJy MEpPBOTo JHucTa JoKymMeHTa. CTpoku
PEKBU3UTA BBIPAaBHUBAIOTCS 110 JIEBOMY KParO WK LEHTPYIOTCSI OTHOCUTENIBHO CaMOM JNIMHHON CTPOKH.
[Tpu yTBepXIEHUH JOKYMEHTa OJKHOCTHBIM JIMLOM TpHU( YTBEP)KIEHUS COCTOMT M3 CJIOBa
YTBEPXIAIO, HaumeHOBaHMsI JOJKHOCTH JIMLA, YTBEPKIAIOIIEr0 TOKYMEHT, €0 IOJNNCH, MHUIIAAJIOB,

(bamunun 1 gatel YTBEPIKICHUS.

ITpumep -
YTBEPX/IAIO
Jupexrop MBOY COMI Ne 1
Hoamucs U.0. ®amuiaust
Jara


mailto:mail@vniidad.ru

[Ipu yTBepKIeHUM NOKYMEHTA PaCHOPSAUTEIBHBIM TOKYMEHTOM TpHud yTBEPKICHUS COCTOUT W3
cnoBa YTBEPXJIEH (YTBEPXIEHA, YTBEPXJIEHbBI nin YTBEPXJEHO), cormacoBanHOro c
HAaMEHOBAHHEM BHUJIA, YTBEP)KJIAEMOI0 JTOKYMEHTA, HAMMEHOBAHUSl PACHOPSAIUTEILHOTO JOKYMEHTa B
TBOPHUTEIBHOM IaJIeKe, €ro AaThl, HOMEPA.

[Tpumepsi
1. (Ilopsnox) YTBEPXJIEH
npukazom MBOY COII Nel
S anpeas 2021 r. Ne 82
2. (IlpaBuna) YTBEPXJIEHBI

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

3. (ITonoxxenue)
YTBEPXJIEHO
npukazom MBOY COII Ne 1
15.06. 2021 r. Ne 83

[lpu npunATHH (PAaCCMOTPEHUH) JOKYMEHTa KOJUICTHAIBHBIM OpPraHOM 00pa3oBaTeIbHON
OpraHu3allK, peIIeHUs] KOTOPOro (GUKCUPYIOTCS B NPOTOKOJE, B Ipude HpUHATO (PAaCCMOTPEHO)
YKa3bIBa€TCsl HAMMEHOBAHUE OPraHa, pelieHneM KOTOPOro IPUHAT JOKYMEHT, JaTa U HOMEp IPOTOKoJIa (B
CKOOKax).

YTBEPKAAIOIIET0 JOKYMEHTa B TBOPUTEIBHOM a/I€kKe, €ro JaThl, HOMEpa.

[Tpumepsr
3. (Ilopsnok) MPUHAT
neIarorn4ecKuM cOBeTOM
(mpoTtoxo.a ot 15.08.2021 Ne 12)
4. (Tpapuna) MMPHHSTHI

Yupasisilomum coBeTOM
(mpoToxoa ot 15.06.2021 Ne 8)
3. (Ilonoxenue)
MNPUHATO
o0mmM codpanneM pabOTHUKOB
o0pa3oBaTe/IbHOI OpPraHU3aluu
(mporokoa 15.06.2021 r. Ne 83)
3aroJ10BOK K TEKCTY.
3aroyIoBOK K TEKCTY BKJIIOYAeT B ce0s KpaTKoe cojepaHue TOKYMEHTA, €ro OCHOBHYIO CMBICIOBYIO
Harpysky. 3arosioBok gopmynupyercs ¢ npeaiorom «O» («O06») 1 0TBeYaeT Ha BOIIPOC «O YeM?»:
e 1mpuKa3 (0 yem?) 0 CO3JaHUH ATTECTAIIMOHHOW KOMHUCCHUH;
e 1puka3 (0 yeM?) 00 yTBEp)KICHUU MITATHOTO PAaCIHCaHUS;
e MHCHMO (0 YeM?) O IPeIOCTaBICHUN HH(OPMAITUH.
3aroJO0BOK COCTaBJSIET HCIIOJHUTENb JOKYMEHTA. 3arojOBOK K TEKCTY OQOpMIIseTcs MO
peKBU3NUTaMU OJaHKa ClieBa, OT IPAHUIIBI JEBOro 1oJisd. ECiiu TeKCT JOKyMEHTa He MPEBBIIIACT YEThIPeX-
ISTH CTPOK Wi ohopMiteH Ha Oiianke ¢popmara AS, 3aroJIOBOK MOKHO HE YKa3bIBATh.
3arojoBOK  JIOKyMEHTa 3alUChIBA€TCSl IPU €ro  perucTpalud B COOTBETCTBYIOLIME
perucTpanoHHble POPMBI: KapTOUKY, 6a3y HaHHBIX.
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Texkcr 10KyMeHTA.

TekcT MOKyMEHTa COCTaBJISETCS Ha PYCCKOM SI3BIKE KaK TOCYAApCTBEHHOM si3bike Poccuiickoit
Oenepannn. TekcT AOKyMEHTa HM3JaraeTcsi pyCCKUM JIMTEPATYPHBIM SI3BIKOM C YYETOM OCOOCHHOCTEH
opUIMATLHO-/IETIOBOTO  CTHJIS, BHJAa JIOKYMEHTa H €ro Ha3HAueHUs B  yIPaBICHYECKOH
nesitenbHocTH. CopepikaHue JOKYMEHTA IOJKHO OBITh U3JI0KEHO KPAaTKO, JIOTUYHO, TOYHO U SICHO.

TeKCThI JOKYMEHTOB M3J1araroTCs:

- OT 1-ro K112 €TMHCTBEHHOTO YKcia B JOKyMEHTax (IpUKa3, pacropsbkeHue U T. [.) PyKOBOIUTENs
0o0pa30BaTeNbHON OpraHu3alv, JACUCTBYIOIIETO HA MPUHIIMIIAX SIMHOHAYAIHS, a TaKKe JOKYMEHTaX,
aJIpECOBAHHBIX PYKOBOJCTBY OpraHM3alldd: MPHUKA3bIBalO... IOATOTOBUTh W MPEJICTaBUTh Ha
PacCMOTpPEHHE; MPOIITY PACCMOTPETH BOIIPOC 00 YCTAaHOBJICHUH JIbTOTHBIX TapHQOB...;

- 3-T0 JMIa €AMHCTBEHHOTO YKCIIA B IOKYMEHTAaX KOJUIETHAIbHBIX OPraHOB: KOMUCCHS pellnia...;
OpraHM3aIysl HE CYNTAET BO3ZMOXKHBIM...;

- 1-ro nMIla MHOXKECTBEHHOT'O YKCIIa B COBMECTHBIX JOKYMEHTAX: MPOCUM IPEACTABUTH JaHHBIC
0...; IPEJICTABIISIEM Ha PACCMOTPEHHUE U YTBEPKICHHUE. ..;

- 3-ro JIM11a MHOKECTBEHHOT'O YHCIIa B TPOTOKOJIAX: CITYIIANH, BHICTYIUIIH, TOCTAHOBUIIN, PELIHIIH.

B nokymeHTax, ycTaHaBIMBAIONIMX TMpaBa W OOSI3aHHOCTH OpPraHW3aIMH, €€ CTPYKTYPHBIX
nojpas/esieHui (oloKeHue, MHCTPYKIHS ), a TAK)KE COAEepKAIIUX OMMCAHNE, OLIEHKY (DAKTOB HIIM BHIBOJIBI
(akT, cmpaBka), HCIOJB3yeTcss (opma M3JIOKEHUS TEKCTa OT TPEThEro JMIA EAWHCTBCHHOTO WU
MHO>KE€CTBEHHOT0 YHClia («OTIEIN OCYIIECTBISAET (PYyHKIUNY, «B COCTaB O0BEAMHEHUS BXOIATY, «KOMUCCHUS
YCTaHOBUJIA).

B Tekcre noKymeHTa, MOArOTOBIIEHHOTO Ha OCHOBAaHHMHM 3aKOHOJATEIbHBIX, WHBIX HOPMATHBHBIX
MIPABOBBIX AKTOB, U3JIJAHHBIX OPraHAMH BJIACTU M YIPABJICHUS, IOKYMEHTOB, PAaHEE M3JAHHBIX OPTaHOM
BJIACTH — aBTOPOM JOKYMEHTA, YKa3blBaeTCs HAaMMEHOBAHHME BHJA JOKYMEHTAa, HAUMEHOBAaHHUE OpraHa,
W3JIaBIIETO JOKYMEHT, JaTa MPUHSATHS WU YTBEPXKIACHUS JOKYMEHTA, €r0 PEerHCTPAIMOHHBIN HOMEp, a
TaKKe 3aroJIOBOK K TEKCTY MJIM HAUMEHOBAaHHE BUJIA IOKYMEHTA.

ITpumepsl

«B cootBercTBUM ¢ nocTaHoBieHueM [IpaBurensctBa oT 13.08.1997 Ne 1009 «O6 yTBEpKIeHUU
[IpaBmi1 NOArOTOBKM HOPMATUBHBIX MIPABOBBIX aKTOB (eiepaIbHBIX OPraHOB MUCIOJHUTEIbHON BIACTH U
UX FOCYAAPCTBEHHOU PETUCTpALIINY;

«B  coorBerctBum ¢ IlonoxkeHmeM O  IOCTOSIHHO  JEWCTBYIOIIEW  DKCHEPTHOU
KOMUCCHUH YUPEXKICHNS, OpraHu3alliM, NPEIIpHUsITHs, YTBEPKIEHHbIM IpukazoM PocapxuBa or
19.01.1995 Ne 2...».

Ecnu TeKCT coaepKUT HECKOJIBKO MOPYUYEHUM, PEIIEHUH, BBIBOIOB, B TEKCTE BBIIEISIIOTCSA Pa3eibl,
MOAPAa3AeIibl, MyHKTbI, TOAITYHKTHI.

B TexcT joKyMeHTa MOTYT BKJIIOUAThCsl pparMeHThl, 0hOpMIIEHHBIE B BUJIE TaOIHUIIbI MIIM AaHKETHI.

CTpaHHIIBl TEKCTa HYMEPYIOTCS apaOCKUMU [TUppaMu MTOCEPETUHE BEPXHETO MOJSL.

B nmucemax ucnons3yroT creayromie (GopMbl U3II0KEHUS:

e OT TIEPBOTO JIMIA MHOXXECTBEHHOTO uuciaa («IpPOCHM HANpaBUTh», «HANpaBisieM Ha

PacCMOTpPEHHEY);

e TEPBOTO JIUIA €AMHCTBEHHOTO YKCA («CUUTAI0 HEOOXOJUMBIMY, (IIPOIIY BBIJICITHUTD);

e TpeThero Jimma enuHcTBeHHoro uncia («OO0 He Bo3paxkaeT», «OO cuuTaeT BO3ZMOKHBIMY).

OTMeTKa 0 PUIIOKEHHUH.

OTMmeTKa 0 IPUIIOKEHUH COLEPKUT CBEJEHUS O JOKYMEHTE (JIOKYMEHTAX ), IPHJIaraéMOM K OCHOBHOMY
JOKYMEHTY (B COIPOBOJUTENIBHBIX MUCbMaX, MPETEH3MUX, aKTax, CIIPaBKax M JIPYrux UH(OPMaIOHHO-
CIPAaBOYHBIX JOKYMEHTaX ) WX O TOM, YTO JOKYMEHT SIBJISIETCS IPUIIOKEHUEM K OCHOBHOMY JOKYMEHTY (B
JOKYMEHTaX - IPWJIOKEHUAX K PACTIOPSAUTENBHBIM JOKYMEHTAM, ITOJI0KCHHUAM, IPABUIIAM, HHCTPYKLIHSAM,
JI0TOBOpaM, IJIaHaM, OTYETaM U JIp. JOKYMEHTaM).
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B compoBoauTeNbHBIX TMUCHMAaX U JIPYrHuX WHPOPMAIMOHHO-CIPABOYHBIX JOKYMEHTaX OTMETKa O
MIPUJIOKEHUU 0POPMIISIETCS TTOJT TEKCTOM OT TPAHULIBI JIEBOTO MOJIS CIEAYIOIIUM 00pa3oM:
- €CJIM NIPUJIOKEHHUE HAa3BaHO B TEKCTE:
[Tpunoxenue: Ha 2 11. B 1 7K3.;

- eCIU TPWIOKEHUE HE HA3BAHO B TEKCTE WJIM €CIHM MPHJIOKEHHHA HECKOJBbKO, YKa3bIBAlOT HA3BAHUS
JOKYMEHTOB-TIPUIIOKEHHUH, KOJTMYECTBO JIUCTOB U AK3EMILISIPOB KaXKIOTO MPUIIOKECHHUS:
[Ipunoxenue: 1. [lonoxxenue (Ha3Banue) Ha 5 1. B 1 3K3.
2. CnpaBka 0 KaJpoBOM cocTaBe Ha 2 1. B 1 3K3.;

- €CIIM MIPUIIOKEHHUEM SIBIISICTCS] 000COOJICHHBIN 3JIEKTPOHHBIM HOCHTEINb (KOMITAKT- TUCK, USh-duem-
HAKOMUTEIb U JIp.):
- IIpuioxenue:

CD B 1 3Kk3.

- €CJIM IpuIoKeHHUE (TPUII0KEHUST) COPOIIIOPOBAHBI:
[Ipunoxenue:
otuet o padore PUII B 2 3k3.

B pacnopsauTensHBIX JIOKYMEHTax (MpUKa3ax, pacHopsHKEHHSIX), JIOTOBOPAX, IOJIOKCHHUSX,
MpaBWIaX, UHCTPYKUUAX M JPYTUX JTOKYMEHTaX OTMETKa O MPUIIOKEHUH O(OPMIISETCS CIEAYIOLUUM
obpa3zom:

- B TEKCTe JOKyMEHTa IMpU TNEPBOM YINOMHHAHMHM JOKYMEHTAa-TPUIIOKEHUS B CKOOKax
YKa3bIBaCTCS: ... (MPUJIOKEHHUE) WIH ... (MpUiiokeHue 1); mepea HOMEPOM MPHUIIOKEHHUS JIOMyCKAeTCs
CTaBUTH 3HAK HOMeEpA: ... (mpuioxenue Ne 2);

- Ha [epBOM JIUCTE JOKYMEHTA-NIPUIIOKEHUS B IPABOM BEPXHEM YIJy YKa3bIBAETCA:
IIpuioxenne Ne 2
k npukasy MBOY COII Ne 1 ot
15.08.2021 Ne 112.

CTpoku peKBU3UTA BHIPABHUBAIOTCSA IO JIEBOMY KPArO WM IIEHTPUPYIOTCS OTHOCHUTEIBHO CaMOM
JUIMHHOW CTPOKH.

Ecnu nmpunokeHueM K pacrnopsiauTeIbHOMY JOKYMEHTY SIBIISIETCS HOPMATHBHBIN MPABOBOM aKT
WA UHOM JTOKYMEHT, YTBEP)KIAeMbl IJAHHBIM PACHOPSAUTENBHBIM JIOKYMEHTOM, HAa IIEPBOM JIUCTE
MIPUJIOKEHHUS TTPOCTABIISIETCSI OTMETKA O MPHIIOKEHUHU (0€3 CChUTKM Ha PacHoOpsSIUTENbHBIN TOKYMEHT) U
rpud yTBepKIeHHUs, B KOTOPOM YKa3bIBAIOTCS JaHHBIE PACHOPSAUTENHLHOTO JOKYMEHTa, KOTOPBIM
YTBEPKJICH TOKYMEHT- IPUII0KEHUE.

[Ipumep -
IIpuaoxenne 1 YTBEPKIEHO
npuka3 MBOY COII Ne 1 ot
18.05.2021 Ne 67

I'pud¢ cornacoBanus J10KyMeHTA.

[IpoeKThl MOATOTOBIEHHBIX JOKYMEHTOB IEPE MOANMCAHUEM B PSJE CIY4aeB COIJIACOBBIBAIOTCA C
3aMHTEPECOBAHHBIMU YUPEKICHUAMH, CTPYKTYPHBIMU IOAPA3AEICHUAMHU, OTACIbHBIMUA JOKHOCTHBIMU
JULAMH.

I'pud cornmacoBanus B 3aBUCUMOCTH OT BUJIA JIOKYMEHTa U OCOOECHHOCTEH ero opopMIICHHS MOKET
IMPOCTABJIATHCA:

- Ha MEepPBOM JIUCTE JOKYMEHTa (€Clid IOKYMEHT UMEET TUTYJIbHBIN JHCT, - HA TUTYJILHOM JIUCTE)
B JIEBOM BEpXHEM YTy Ha ypoBHE Ipuda yTBEp>KACHUS WIN TOJ HAaMMEHOBAaHHEM JIOKYMEHTa OJKe K
HIDKHEMY TI0JTIO);
= Ha IDOCJICAHCM JIMCTC NOKYMCHTA IO TCKCTOM;,
- Ha JIICTE COTJIaCOBaHUs, SBJISIOUIEMCS] HEOTHEMJIEMOM YacThIO TOKYMEHTA.
I'pud cornmacoBanus nokymenta coctout u3 cioa COI'JIACOBAHO, nomkHOCTH HIIa, ¢ KOTOPBIM
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COTJIACOBaH JIOKYMEHT (BKJIIOYass HAUMEHOBAHHME OPTaHU3AIMH), €r0 COOCTBEHHOPYYHOW TMOJIIUCH,
pactuGpOBKH MOANUCH (MHUITHAIOB, (DaMIIIMK) U ATl COTJIACOBAHMUS.
ITpumep -

COI'JTACOBAHO
Jupektop (Ha3BaHHE OpraHU3AIIH )
(nonmnucek) N.0. Gamumnus
Hara

Ecnu cornacoBanue OCyIIeCTBIISICTCS KOJUIETHATLHBIM OPraHOM, B TpH(]e coriaacoBaHHs YKa3bIBAIOT
cBeZieHHsI 00 opraHe, COriacoBaBIIEM JOKYMEHT, JaTe U HOMepe MPOTOKOJIa, B KOTOPOM 3aUKCUPOBAHO
pellIeHre O CorlacoBaHMU. Eciau cormacoBaHMe OCYIIECTBISAETCS MUCbMOM, YKa3bIBalOT BUJI IOKYMEHTA,
OpraHM3allyIo - aBTOpa JOKYMEHTA, JIaTy U HOMEp MHUChMa.
IIpumepsl

1 COrJIACOBAHO
Yupapiasirommm cOBETOM

MBOY COL Nel

(MpPoOTOKO.I OT Ne )
2 COI'JIACOBAHO

nucbMom Pocapxusa

oT Ne

Bu3sa coritacopanusi 10KyMeHTa.
Bussl coriacoBanus TOKyMEHTa — PEKBU3UT JOKYMEHTA, YKAa3bIBAIOUIMN HA COTJIACHE WIIA HECOTJIAaChe
JOJKHOCTHOTO JIMIIa 00pa3oBaTeNbHOM OpraHU3aIiy ¢ COJEPKaHUEM MPOEKTa JTOKYMEHTA (Jjajee — BU3a).
IIpumep
3amecTuTeNh IUPEKTOPA MO BOCIUTATEIHHOU paboTe
JInuHas moanmch N.N. UBanoBa

10.10.2023

OdopmiieHHast TakuM 0Opa3oM BH3a O3HAYAET COIJIacHe JOJHKHOCTHOTO JIMIA C COJEpKaHHUEM
JIOKYMEHTA.
[Tpu HamuuMu 3aMeyaHui 0 JOKYMEHTY BU3Y O(DOPMIISIOT CIeIyIOIUM 00pa3oMm:

3ame4aHus IPUJIararTcs
3aMecTUTeNh TUPEKTOpa 110 BOCIUTATENbHOM padoTe

JInunag moanuch .. IBanoBa

10.10.2023

JIOKYyMEHT BM3HpYETCS MCIOIHHUTEIEM U 3aUHTEPECOBAHHBIMM B JOKYMEHTE JOJKHOCTHBIMU
JMIIAMHU, PYKOBOJIUTENIEM 00pa30oBaTeIbHON OpraHU3alHy.

3ameuaHusi JOJKHBI ObITh IIPEJICTABICHBI HA OT/IEJILHOM JIUCTE, KOTOPBIN MOJIUCHIBAIOT, JATUPYIOT
Y TIPWJIAraoT K JJOKYMEHTY.

B noxymMmeHTax, MOJIMHHUKU KOTOPBIX XPAHATCS B OPraHU3allii, BU3bI IPOCTABIISIOT HA MOCIEAHEM
JUCTE JOKYMEHTA I0J1 MOAMKUCHI0, HAa 000pPOTE MOCIETHEro JINCTA MOATUHHUKA TOKyMEHTa WU Ha JIUCTE
COrJIacoBaHusl (BU3UPOBAHUSA), IPUIIATAEMOM K TOKYMEHTY.

B ucxomsmux JOKyMEHTax BH3bI MPOCTABISIOTCS HA SK3EMIUIIPaX JOKYMEHTOB, IIOMEIIAEMBIX B
Jelio.
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IMoanuce.

I[OJI)KHOCTHBIG JINIa MnoAInChIBAKOT I[OKYMGHTBI B Hpe,uenax CBOUX HOHHOMO‘IHFI, OHpeI[eJIeHHBIX
VYcraBoM 00111€00pa30oBaTEIbHOM OPTaHU3aIMN U JTOHKHOCTHBIMA HHCTPYKIIUSIMH.

HOIIHI/ICB COCTOHUT U3 HAMMCHOBAHHUA JOJDKHOCTH JIMIIA, KOTOpOC IIOAIINCHhIBACT IIOKYMGHT (HOJIHOI‘O
— ©CJIM IOKYMEHT Harie4yaTaH He Ha OJaHKe, COKPAIIEHHOTO — Ha JJOKYMEHTE, HalleyaTaHHOM Ha OJIaHKe),
€ro cOOCTBEHHOPYYHOMH MOIMUCH, HMHULIUAIOB (MHUIMATI UMEHH ), (DaMIITUH.

IIpumepsl

He HA 0JIaHKe:

Jupexrop MBOY COILI Ne 888 JluyHas moanuch N.0. ®amnius
Ha 0JIaHKe

JAupexrop JInynas nmoamucey N.0. Pamuius

[Tpu opopmiennn foKyMeHTa Ha OJaHKE JOIHKHOCTHOTO JIMIA JOJDKHOCTH 3TOTO JIMIA B TIOATUCH
HE YKa3bIBaeTcsl.

IIpumep JInynas nmoanmucey N.0. Pamuins

B JAOKYMCHTAaxX, COCTABJIICHHBIX KOMHCCHeﬁ, B IIOAIIMCH YKA3bIBACTCA CTATYC JIMILIA B COCTABC
KOMUCCHH.

ITpumep -

Ipencenarens Komuccnu IMoanuce HN.0. ®amunansa

Haenpt komucenn Ioagnuco HN.0. Pamunansa
IMoagnucon HN.0. ®amunansa
IMoagnuco HN.0. ®amuiaus

B ciywyae oTCyTCTBHS PYKOBOJIWTENS
IIPUKA30M ONpEeNseTcs MO0, UCTIOIHSIOIIEE ero 00s13aHHOCTH, a TAK)KE YITOJTHOMOUYEHHOE MOITUCHIBATh
JOKYMEHTBI, TIPY 3TOM TOJIITUCH OPOPMIISETCS ¢ YKa3aHUEM CTaTyca JTOJHKHOCTHOTO JIMIA B COOTBETCTBUH
C MIPUKa30M (PACIIOPSIKEHUEM).

ITpumep -

H.o. nmpexTopa Hoanmucn N.0. ®amuaus

WIN:

HcnoaHsirommii 0013aHHOCTH TMPEKTOPa Homgmucs HM.O0. ®amuiius

IIpu noanucanuy JOKyMEHTA JIMLIOM, UMEIOILUM IIPABO MOAIUCH B CIIy4ae BPEMEHHOI'O OTCYTCTBUS
PYKOBOIMTENSA, HCHOPABIEHUS B HAaMMEHOBaHUE JODKHOCTH M pacliu@poBKYy (GamMIIuK  yxKe
MIOATOTOBJICHHOI'O U COTJIACOBAHHOIO IPOEKTa JOKYMEHTA BHOCATCS OT PYKH WIH C UCIOJIb30BaHUEM
COOTBETCTBYIOIIMX ITAaMIIOB.

He nomyckaercst cTaBUTh KOCYIO 4epTy, HAAIUCh «3a» IEpPe]l HAMMEHOBAaHUEM JOJDKHOCTH JIMLA B
MTOATMCH, €CIIN JOKYMEHT MOINCHIBAET NHOE JTIOJXKHOCTHOE JIUILIO.

DJIeKTPOHHAS MOANNUCH.
OTmeTka 00 3JIEKTPOHHON MOIIMMCU MCIONIB3YETCS NMPU BU3YAIN3ALUU 3JIEKTPOHHOTO JOKYMEHTa,
MTOAMMCAHHOTO JIEKTPOHHOM TMOJIUCHIO, C COOJTIOICHIEM TPEOOBAHHUI:
a) MECTO paBMeH_[CHI/IH OTMCTKHN 06 BHCKTpOHHOﬁ IMOAIMMCHU HOJIXKHBI COOTBCTCTBOBATH MeCTy
pa3MelIeHnsi COOCTBEHHOPYUYHOU MOJMKUCH B AHAIOTHYHOM JOKYMEHTE Ha OyMa)KHOM HOCHUTEJIE;
6) 3JICMCHTBI OTMCTKH 06 SHCKTPOHHOﬁ IIOAIINMCHU OOJIKHBI 6LITB BUIUMBIMHU U YUTACMBbIMHA HpI/I
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O0TOOpaXCHHUH JOKYMEHTA B HATYPAILHOM pa3Mepe;

B) 9JIEMEHTHI OTMETKH 00 3JIEKTPOHHOM MOJIICH HE AOKHBI IEPEKPHIBATHCS WU HAKIIAAbIBATHCS
ApYyT Ha ipyra,

I) 3JEMEHTbl OTMETKU 00 AJIEKTPOHHON MOJIUCH HE JOJDKHBI MEePEKPbIBATh AJIEMEHTHI TEKCTa
JIOKYMEHTA U IPyTrue OTMETKH 00 3JIEKTPOHHOM Moanucu (Ipy HAJIMYUN ).

OtmeTka 00 AJIGKTPOHHOM MHOMNUCH M BKIOYaeT ¢pa3y «JJOKyMEeHT MOAMHCAH 3JIEKTPOHHOM
MOJIMUCHIO», HOMEP cepTUdHKaTa KITH0Ya 3JIEKTPOHHON MOANMUCH, (aMUIHIO, UMsI, OTYECTBO BIIAJCIbIIa
ceptudukara, Cpok JeicTBUS cepTUdUKaTa KIo4a SJIeKTPOHHON MOAIUCH.

[Tpumep
JlupexTop JOKYMEHT NOAINNCAH A.B. UBanos
JIEKTPOHHOMN MOJAMNUCHIO
Cepruduxart lalllaaalllllllIII
Baanenen UBanoB AJjiexceil bopucoBuy
JHeiicrBuTenen ¢ 01.01.2017 mo 01.01.2023
ITeuars.

OTTHCK TIeYaTH 3aBepseT IMOMJIMHHOCTh TMOJANKUCH JODKHOCTHOTO JIMIIA Ha JIOKYMEHTaX,
yJIOCTOBEPSIONIMX MPaBa JIUI, PUKCUPYIOMINX (PAKThI, CBsI3aHHBIC C (DMHAHCOBBIMHU CPEJCTBAMH, & TAKXKE
Ha JIOKyMEHTaX, MPEIOCTaBISEMBIX 3a TPEISNbl OpraHW3allid W MPEAyCMATPUBAIOIINX 3aBEpEHUE
MOJUTMHHOCTH MOANUCH. BHYTpeHHNE TOKYMEHTHI (TIPUKA3bI, TPOTOKOJIBI U T.J1.) TICUaThIO HE 3aBEPSFOTCA.
[Teyats mpocTaBIseTCS, HE 3aXBaTHIBAasi COOCTBEHHOPYYHOM TOITUCH JIUIIA, TOAMHACABIIETO JOKYMEHT, WA
B MecTe, 0003HaueHHOM «MII» («MecTo meuatny).

OtMmeTka 00 MCNOJIHUTEJTE.
OTtmerka 00 WHcHOMHUTENE BKIOYaeT B ceds (aMuimio, HUMs, OTYECTBO HCIHOIHUTEINS
JIOKyMEHTa, HOMep ero TenedoHa.
OtmeTka 00 HUCHOJHUTENE MOKET MAOIMOJIHATHCS HAaWMEHOBAHHEM JOJIKHOCTH, CTPYKTYPHOTO
MOJIPA3/ICICHHUS ¥ AIIEKTPOHHBIM a/IPECOM UCTIOTHUTEIISL.
OTmeTka 00 ucnonHuTeNe OQOpMIIETCS Ha JIMLEBOW CTOPOHE MOCIEAHEro JUCTa JJOKyMEHTa OT
IPaHULbI JIEBOTO TOJISI UJTH, IPU OTCYTCTBUU MECTA, - Ha 0OOPOTHOI CTOPOHE BHU3Y CJIEBA.
ITpumep -
3a0eaun UBan AnapeeBuy,
KonTpoabHoe ynpaB/ieHue, BeLy Ml cieHATUCT,
+7(978) 924-45-67, Zabelin@gov.ru

OTMeTKa 00 UCTIOITHUTEIE MOXKET O(POPMIIATHCS KaK HUYKHUN KOJIOHTHUTYJI U TIeYaTaThCs MPUPTOM
MEHBIIIETO pa3Mepa.

OTMmeTKa 0 3aBepeHHHU KOIUH.

OOpa3zoBarenbHasi OpraHM3alMs MOXKET 3aBEpATh KOMUHM TOJBKO TeX JIOKYMEHTOB, KOTOpBIE
CO3JIAIOTCS B HEH, a Tak)Ke B CIydasX, MPeIyCMOTPEHHBIX B a03are BTOPOM HACTOSMIETO IMyHKTa. Komms
JOKYMEHTa M3TOTAaBIMBACTCS M BBIIAETCS TOJNBKO C pPa3pelleHUs] PYKOBOJIUTEINs OpraHU3alluH, €ro
3aMECTHTENEH WM PYKOBOAHUTENS CTPYKTYPHOTO TTOAPA3ICIICHHS.

B crnyuae moAroToBkM JOKYMEHTOB Uil NPEAOCTaBICHUS CYAEOHBIM OpraHam, IMpH pPELIeHUH
BOIIPOCOB IO MPUHATHUIO JIUIl HA paboTy, 00ydyeHHEe, yJOCTOBEPEHUS HUX TPYIOBBIX M IPYTUX IpaB BO
B3aMMOOTHOUICHUSAX C YUPEXKACHUEM, a Takke MNpu (OPMHPOBAHMHU JIMYHBIX JeT PaOOTHUKOB
oOmieoOpa3oBarebHasl OpraHU3alUsi MOKET H3TOTaBIUBATh KOMHUU JIOKYMEHTOB, BBIAAHHBIX APYTUMHU
YUpEXACHUSAMH (KOIHU JOKYMEHTOB 00 00pa30BaHUU U JP.).

[Ipu BBIgAaYEe KOMUM JIOKYMEHT BOCIPOU3BOJUTCA TOJHOCTRIO (OiaHK oOpa3oBaTeIbHOM
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opraHu3aluu, HOMep, 1aTa, CoAepkKaHue u T. I1.).

B mnpaBom BepxHeM yriy komuu numerca ciaoBo «Komwus». Ilpu Belmaue kxonuu ¢ KOnmuu
cienyet nucath «Komusi ¢ Konmumy.

Ecniu komust s BHYTPEHHErO IOJIB30BAaHUSA, TO JUIA 3aBEPEHHUS] HUXKE PEKBU3HTA
«IToanmuce» MPOCTaBIIAIOT 3aBEPUTEIIbBHYI0 HAAMKUCh: «BepHO»; MOIDKHOCTH JIUIIA, 3aBEPSIOIIETO KOIHUIO;
JUYHYIO TOJIMUCE; pacu(pOBKY MOANUCH (MHULIUAJBI, (PaMIIIHIO); ATy 3aBEPEHUSI.

ITpumep -

Bepno
Cexperaps/CnenuajmncT no Kagpam
JInyHag noanuch B.B. UBanoga

10.10.2023

Ecnu xonus Beiiaercs uisl NPeICTaBIEHUS B APYTYI0 OPTaHU3aLUI0, TO OTMETKA O 3aBEPEHUH KOITUU
JIOTIONTHSETCS HAIMUCBI0 O MECTe XpaHEHUs JOKYMEHTa, ¢ KOTOpOro Obljla M3rOTOBJICHA KOIHUSA, U
3aBepAETCS MeYaTbl0 OPraHU3aIUH.

ITpumep -
[Hopnuuauk aokymenta Haxoautcss B MBOY «Ku3ninoBckas HauanbHas IIKOJA — ACTCKUW caf
«Pocunka» B neae Ne 12-k 3a 2022 rog.
Jlnst mpocTaBiieHHs] OTMETKHU O 3aBEPEHUHU KOIMMHU MOYKET MUCIIOIb30BaThCS IITAMII.

OTMeTKa 0 NOCTYIVICHUH T0KYMEHTA.

OTMmeTKa 0 IOCTYIIEHUU TOKYMEHTa CIY>KUT JUIsl IOATBEPKACHUS (DaKTa MOCTYIJICHUS JOKYMEHTA B
OpPraHM3alMI0 ¥ BKIIOYAET ATy MOCTYIUIEHHWS] M BXOASIINN PETMCTPALMOHHBIA HOMEp AoKyMmeHTa. [Ipu
HE00XO0IMMOCTH OTMETKA O OCTYIJIEHUU MOXKET JOMOJIHATHCSA yKa3aHUEM BPEMEHU MOCTYIUIEHHS B Hacax
U MUHYTax U crioco0a I0CTaBKM JJOKYMEHTA.

OTMmeTKa 0 MOCTYIUIEHUH JOKYMEHTa MOXKET MPOCTABIATHCS C IOMOIIBIO LITaMIIa.

Pe3osnronmst.

Pe3onmonust CONEpXKUT yKazaHUE IO MHCHOJIHEHUIO JOKyMeHTa. Pesomonus odopmisercs Ha
cBOOOHOM MecTe padouero mojist JOKyMEHTa, Ha OJIaHKe pe30JII0LUU WIH BHOCUTCS HETIOCPEICTBEHHO B
CHCTEMY BJIEKTPOHHOI'0 JIOKyMEHTO000pOTa.

Pesomonuss  Bkitowaer: (aMuiIMiO, WHULUAIBI HCIOJHUTENS (UCHOJIHUTENEH), MOpydeHHe 110
JOKYMEHTY, NpU HEO0OXOAWMOCTH - CPOK MCIIOJHEHMs, MOJMMUCH JIMILA, BBIHECIIETO PE30JIIOLUI0, AATy
PE30IIIOLUH.

Pesomronus, kak mpaBwio, MUUIETCS OT PYKH PYKOBOAMUTENEM Ha IOMJUHHUKE JIOKYMEHTa
Ha CBOOOJIHOM OT TEKCTA MECTE.

ITpumep -

®amunus U.0.

IIpomy moaroroBuTs Npeaoxenus k 10.11.2021.
Hoanuce
Hara

OTMeTKa 0 KOHTpOJIE.

OTMmeTKa 0 KOHTpPOJI€ CBHUJETEIbCTBYET O IOCTAHOBKE JOKYMEHTAa Ha KOHTPOJb, MPOCTaBISETCS
LITAMIIOM WJIX IPOU3BOJUTCS 3aIUCh OT pyKU «KOHTpOJIb» Ha BEPXHEM I10JIE TOKYMEHTA.

KonTposnto nojuiexar Bce 3aperucTpupoBaHHbIE JOKYMEHTBI, TPEOYIOIINE UCITOJIHEHUSI.

CpOKI/I HUCITOJIHCHU A AOKYMCHTa YCTaHaBJIMBAIOTCA B COOTBETCTBUHU CcO CpoOKamu,
0003HAaYEHHBIMU 3aKOHOJATEIbCTBOM, ~ OpraHHu3aluell, HampaBHUBIIEH MOpPYYEHHE WJIH HPOChOY,
pacropsIUTEIbHBIM TOKYMEHTOM HJTH PE30JIIOLUEH PYKOBOIUTENS 00pa30BaTeIbHON OpraHU3alHH.

Cpoxk npocTtainsercs B (hopMe AaThl 3aBEPILICHUS UCIOTHEHUS.
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OTMeTKa 0 HANPABJIEHHH TOKYMEHTA B /1€J10.

OTMeTka O HampaBlICHUM JIOKYMEHTa B JIEJIO OIpEAeNsieT MECTO XpaHEHHUs JOKyMEHTa Iociie
3aBepIICHUs pabOThI C HUM U BKJIIOYAET: CJIoBa «B 1enoy, mHAeKe Jena mo HOMEHKIIaType JIell, B KOTOPoe
MOMEIIaeTcsl JOKYMEHT Ha XpaHEHWE, C YKa3aHWeM rojia, JODKHOCTH JIMIA, O(QOPMHUBIIETO OTMETKY,
MOJIKUCH, TaThI.

[Tpumep -

B nemo Ne 01-18 3a 2020 r.

Cexperapb

IMognmuces Jara

OTMeTKa 0 HalpaBJICHUHU JOKYMEHTA B JIEJI0 MOXKET JOMOJHATHCA KPATKUMU CBEACHUSIMU O XapaKTepe
HCTIOJIHEHUS JOKYMEHTA.

4.Tp660BaHI/Iﬂ K COCTAaBJICHUI0 HEKOTOPBLIX BUAOB TOKYMEHTOB.

IIpukas.

[Ipuka3 - m[paBOBOM JIOKAJIBbHBI HOPMATUBHBIM aKT, KOTOPBIM W3MaeTCs E€IUHOJIUYHO
pyKoBOIUTENEM 00pa30BaTENbHON OpraHM3alMi W YAOCTOBEPSET PpEHICHUS OpraHU3alMOHHO-
pacnopsAUTENFHOTO XapaKTepa.

[Tprkassl U3MAIOTCSI IO OCHOBHBIM BOIIPOCAM JIESATEIIEHOCTH, QJIMUHUCTPATUBHO- X03HCTBEHHBIM
BOIIPOCAM M KaJIpOBBIM BOMPOCaM (JTMUHOMY COCTaBY) 00pa3oBaTeIbHON OpraHU3aIiu.

[Tpuka3 moAmMcHIBaeTCS B COOTBETCTBUH C TPEOOBAHUSMH, YKa3aHHBIMH B PekomMeHnarmm.

[Tocne monamucaHusi mpuKa3a W3MEHEHUs W/WUIM JOMOJHEHHUS B HEro BHOCSTCS MyTEM HW3JIaHUs
HOBOTO TIPHKa3a O BHECCHUN N3MEHEHUH W/ JTOTIOJTHEHHA.

[Tpukas, kak mpaBuIio, oopMisieTcst Ha 6l1aHKe 00pa30BaTENFHON OpraHU3aIluu B IEYaTHOM BUJIE.

[Tpuka3 uMeeT clieAyIonre PeKBU3NTHI: HANMEHOBaHHE 00pa30BaTEIbHON OpraHU3ally COTIIACHO
ycraBy; HauMeHoBaHue Buaa nokymeHnta ([IPUKA3), mara, Homep, MecTo cocTaBieHUSs, 3ar0OJOBOK K
TEKCTY, TEKCT, HAUMEHOBAHHE JOJDKHOCTH, MOIMUCH JODKHOCTHOTO JHUIA (MHULUAIBI, (DaMIITUS), BU3HI
COTJIACOBAHUS, O3HAKOMIICHHUSI.

Hatoit mpukasa (pacnopsbKeHuUs ) sIBJSIETCS 1aTa ero noanucanus. Jlara opopmisiercs udpoBeIM
croco0oM; HOMEp COCTOMT u3 3HaKa «No» u mopsigkoBoro Homepa npukasza: ot 00.00.0000 Ne 000.

CogepxaHue MpUKaza KpaTKO H3JaraeTcsl B 3ar0JIOBKe, KOTOPBIM HauMHaeTcs ¢ mpeiora «O» u
COCTABJISIETCS] C TIOMOIIBIO OTTIIATOJIBHOTO CYIECTBUTENBHOTO («O0 yTBEpKAEeHHH...», «O CO3TaHUM...»)
WIN cyniecTBUTeNbHOro («O0 urTorax...»).

B mpukaszax TeKCT u3iaraeTcs oT IepBOTO JHIIA €AMHCTBEHHOTO YUCIIA («IIPUKA3BIBAIOY).

Bo Bpemst 03HaKOMIICHHS C PUKA30M yKa3aHHBIMU B HEM JIMIIAMH Ha MIEPBOM IK3EMILIAPE MPUKa3a
MIPOCTABIISTIOTCS TTO/IUCH C YKa3aHUEM JIaThl 03HAKOMIICHHUSI.

Howmepa cTpaHuil mpoCTaBIsSIFOTCS MMOCEPEIUHE BEPXHETO MO JINCTAa HAYMHAsL CO BTOPOTO JIMCTA.

[Tpuka3el HyMepYIOTCS B TOPSIKE WX W3JaHHUS B TpeleiiaX KaJlleHAapHOTO Toja; MPUKasbl Mo
OCHOBHOMH JIeITEIbHOCTH U 10 KaJPOBBIM BOIPOCaM (JIMYHOTO COCTaBa) UMEIOT OTAEIbHYIO MOPSAAKOBYIO
HYMEpaIuio.

[Tpu HymMepaluu IpUKa30B JIOMYCKAETCsl UCTIOIb30BaHUE AOMOIHUTEIBHBIX OYKB.

ITpumep:
K- xkaapwr;
JI - TMYHBIN COCTAB;
O- ocHOBHAS 1€ATEJILHOCTD;
Y — o0yuarommecs.
[Ipuka3 BcTymaeT B CWJIy C MOMEHTa €ro TOJINUCAHUS PYKOBOJHMTEIIEM O0Opa30BaTeIbHOM
OpraHu3allly, €Clii B TEKCTE HE YKa3aHO JIPYroro Cpoka.
[Ipukassl perucTpupyroTCs B KypHAJIE pEruCTpali MPUKa30B ( npunosrcenue 2).
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[Mpukaser  opmupyrorcs B Jemo oamH pa3 B kBapran. JKypHan NOpPOHYMEPOBBIBACTCS,
MIPOIIHYPOBBIBACTCS, CKPETUISETCS TIOITMCHI0 PYKOBOIMTENS M MIEYaThI0 00pa30BaTEIbHON OpraHu3auu
(mpunoxenwue 1). B xonmne kanengapuaoro rona lemno ( He 6onee 250 nmctoB) opopmiisieTcs B COOTBETCTBUU
¢ [Tosoxxenuem 00 apxuBe.

IIpuka3sbl 10 OCHOBHOM /1€ATEJILHOCTH.

Texct mpukasa 1o BOpocaM OCHOBHOMH JIeITEFHOCTH 00pa30BaTeIbHON OpraHu3aluy COCTOUT U3
JIBYX YacTel - KOHCTaTUpYyromiel (mpeaMOyibl) U pacopsIuTEIbHOM.

B koHCTaTHpyrolel 4acTh OTPAXKAKTCA LEIU U 3aJa4d MPEAIUCHIBAEMbIX JCUCTBUM, PUYUHBI
W3/1aHMS TIPUKA3a, JAeTCs CChUIKA HA JOKYMEHT, MOCIYKUBIIMM OCHOBAHUEM JJI IMOJArOTOBKH IPUKA3a.
YkazaHHas 4acTh MOXET HauMHATHCA CO ClIOB «Bo ncnonHenue...», «C 1enplo...» 1 ToMy nojgoodHoe. Ecin
JOKYMEHT H3JA€TCsl Ha OCHOBAaHUHU JIPYTrOTrO PaCHOPSAUTENIBHOIO JOKYMEHTA, B
KOHCTaTUPYIOIIEH 4YacTH YKa3blBaeTCsl Ha3BaHME BHUJA 3TOr0 JOKyMEHTa, ero aBTop (MuHHCTEpCTBO,
CoBeT MUHHCTPOB U JIp.), 1aTa, HOMEpP M 3aroJioBOK. Touka B KOHIIE KOHCTaTUPYIOIIEH 4YacTH HE CTABUTCSL.

PacniopsutenbHas yacth npukasza HaunHaercs co ciaosa [IPUKA3BIBALO, kotopoe nedaraercs ¢
HOBOM CTPOKH OONbIIMMU OyKBamMH 0€3 OTCTYIUICHUS OT JIEBOTO IOJISI U KaBBIUEK, [OCIIE YeTO CTaBUTCA
JBOETOUHE.

PacnopsimuTenbHas 4acTh JEIUTCS HA MYHKTHI M MOJIYHKTHI, KOTOPbIE HyMEPYIOTCS apaOCKUMU
nudpamu. B KakI0M IyHKTE JOKHBI OBITh YKa3aHbBI HCIIOTHUTEIIN, KOHKPETHBIC 33 aHus (IOPYICHHS) U
CPOKM HUX BBIMOJHEHUA. VcmoiaHuTenn MOryT OBITh Ha3BaHBI TakKe OOOOIIEHHO: «PYKOBOAMTEISM
METOAMYECKUX OOBEIUHEHUNY, «3aMECTUTEISIM JUpEeKTOopa». IIpu 3TOM, Kak mpaBuiio, HE MPUMEHSIETCS
HallMCAaHUE€ HEKOHKPETHBIX IOPYYEHUH, KOTOPbIE COJEPKAT CJIOBA: «YCKOPUTH», «YJIYUIIUTbHY,
«aKTUBU3UPOBATHY, «OOPATUTh BHUMAHHEY, COBEPIICHCTBOBATHY, KIPOJAOJIKUTH» U T.II.

OtaenpHbIe 331aHUs (HaIpUMeEp, 3aJaHusl, coepKalue UG POBLIE TaHHbIE) MOTYT O(DOPMIIATHCS
B BUJIE TPHIJIOKEHUS K TPUKA3y CO CCHUIKOM Ha HUX B COOTBETCTBYIOIIUX IMMYHKTAX MPUKa3a U 0(QOPMIISIFOTCS
COTJIACHO JTaHHBIM PekomeHanusm.

CrtpaHuliibl TpUKa3a U MPUII0KEHUN HYMEPYIOTCS KaK €MHBIA TOKYMEHT.

Ecnu nmpukazoM OTMEHSETCS NPEAbIAYIIUN PaCIOPAIUTENbHBIM JOKYMEHT, B PAaCIOPAAUTEIbHOW YacTH
YKa3bIBa€TCS NyHKT, KOTOPBIN JOJKEH HAYMHATHCS CO CIO0B: «[IpU3HaTh yTpaTUBIINM CHITY...».

V3MeHeHus, BHOCUMBIE B TIpUKa3, 0(OPMIISIFOTCS OT/AETIbHBIM MPUKA30M, KOTOPBIN JTOKEH UMETh
TaKoM 3arojioBok: «O BHECEHUM U3MEHEHUN W/WJIM JOTOJIHEHUN B IPUKA3 ...» C YKa3aHUEM JaTbl, HOMEpA,
3aroJIoBKa pacnopsiAUTEIbHOIO JOKYMEHTA, B KOTOPBIA BHOCATCA U3MEHEHUs. PacriopsaurenbHas 4acTb
MIPUKA3a HAYMHAETCS C TAKOTO IIyHKTA!

1. BHecTn u3MEHEHHS B IPUKA3...

Janee oTAeNbHBIMU MOJITYHKTAMU (DOPMYIUPYIOTCS U3MEHEHUS B PACIIOPAIUTEIbHBIN TOKYMEHT.

ITpumep -

1) MMYHKT 2 U3JI0KUTh B CIEIYIONIEH pelaKkInH;

2) TYHKT 3 MCKIIOUHTH;

3) ab3an BTOPOii IyHKTA 4 IOTIOMHUTH CIOBAMH. ..

Ecnu u3meHeHus B pacriopsAUTeNbHbIN JOKYMEHT OOPMIISIFOTCS Ha OTAEIBHOM JINCTE (JINCTaX),
B IEPBOM IIYHKTE PACHOPSIAUTEILHON YaCTH MPUKa3a YKa3bIBACTCS:

1. BHecTn n3MeHeHus B...

[TocneaHuii MyHKT pacoOpsSIUTENBHON YacTH B ClIydae HEOOXOJMMOCTH MOXKET COJIEpX aTh pelIeHHe O
BO3JIO’KEHUU Ha JOJKHOCTHOE JIUIO0 (PYHKIUI MO KOHTPOJIIO 32 UCIIOJIHEHUEM MpUKa3a.

IIpuka3bl 10 KaApPOBLIM BONIPOCAM.

[Tpukassl O KaJpoBBIM BOIpOcaM (JINYHOMY COCTaBYy) O(QOPMIISIOTCS KaK B YHH(PHIIMPOBAHHOU
dopme (ITocranosnenune 'ockomctata PD ot 05.01.2004 Ne 1 «O06 yTBepx)AcHUU YHUDHITIPOBAHHBIX
(bopM nepBUYHON YYETHOM JOKYMEHTAIIUH 110 YUETy TPYy/a U €r0 OIIaThD»), TAK U B TEKCTOBOM.

JlaHHBIN BUJ IPUKA30B 0POPMIISETCS B BUE NHAMBUYyalbHOTO MU CBOAHOTO.

B mnauBHayanbHOM NpHKa3e coAep)XuTcs uHpopMaius o0 ofHOM pabOTHUKE; B CBOJHOM - O
HECKOJIbKUX, HE3aBUCHMO OT TOTO, KaKHUe YNpPaBJICHUYECKUE PELICHUs [0 HUM IPUHUMAIOTCA (IpUeM Ha
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paboTy, Ha3HAUYEHUE Ha JOJDKHOCTH, IEPEBOJI Ha IPYTYIO TOJHKHOCTD (paboTy), YBOJIBHEHUE H JP.).

CogepxaHue WHANBUAYAIBHOIO MPUKa3a MO KaJpPOBBIM BOINpOcaM (JIMYHOIO COCTaBa) KPaTKO
U3JaracTcs B 3aroJIOBKE, KOTOPBIA HaumHaeTca ¢ mpemiora «O» M COCTAaBISETCS C IOMOIIBIO
OTIJIArOJILHOTO CyIllecTBUTENbHOr0: «O Ha3HaueHUU...», «O NPUHATHH...». B CBOAHBIX MPHUKa3aX MOKET
MIPUMEHSITHCSI 0000IICHHBIN 3aroyioBOK: «O KaJIpoOBBIX BOIPOcaxy, «O JIMYHOM COCTABEY.

B Tekcre mpukasa 1no xkaApoBeIM BOIpocaM (JMYHOMY COCTaBY), KaK MPaBUJIO, KOHCTATUPYIOLIAS
94acTh HE OTMEYAETCSI.

PacnopsimuTenbHas yacTh MprKa3a HAUMHAETCS, KaK MPaBUIIO, C IJ1arojia B HeonpeaeaeHHon Gopme:
«[Ipunsatey», «HazHaunutehy, «IlepeBectn», «OOBIBUTH» U TOMY MOJI00HOE.

Hanee ykaspiBatoTcs (amuiidsg, HUMs, OT4EeCTBO (MpU Haauuuu) pabOTHHKA, HA KOTOPOIO
pacrpocTpaHsieTcs ASHCTBUE NMPUKa3a, U TeKCT IpUKa3a. B cBoiHOM npukasze GpaMuINK JIMI B MIpeaenax
MIYHKTOB pa3MeUIatoTcs Mo andaBuTy.

B npukase o Ha3HAYEHUU WM YBOJbHEHUU paOOTHMKA YKa3bIBaeTCs MOJIHAS JaTa (YUCII0, MECII,
roq) (hakTHYECKOTo BbIX0Ja pabOTHUKA Ha padOoTy (IIpeKpalleHus: TPYJOBBIX OTHOILIEHUI), pa3Mephl €ro
JOJKHOCTHOTO OKJIa/1a COTJIACHO IITaTHOMY PacIlHCaHUIO.

B cBojHOM mpuKkaze mo KagpoBbIM BOIpOCaM (JIMYHOMY COCTaBY) B PacCHOPSIUTEIbHYIO YacTh
BKJIFOYaeTCs MH(opMarusi, KOTopas pa3MemaeTcs B TaKOH ITOCIIEAOBATEbHOCTH: NMpHEM Ha padory,
MepeBo/l, YBOJIbHEHHUE.

B xaxmom myHKTE TIpHKa3a Mo KaJapoBbIM BOIPOCaM (JTMIHOMY COCTaBY) YKa3bIBACTCS OCHOBAHHE
OTHOCHUTENIbHO €ro u3AaHus (3asBieHue pabOTHHKA, TPYIOBOM JOTOBOp (COIUIalleHue), AOKIagHas
3aIllMCKa, MPEICTAaBICHUEe, XOJATaliCTBO, PEIICHHE aTTECTAI[MOHHOW KOMHCCHH 00I1e00pa30BaTebHOM
OpraHu3aIym) u T.1I.

Pacnopsixkenmne.

Pacniopsixenue - paciopsIUTEIbHBIN JIOKAJIbHBII HOPMAaTUBHBIN IIPABOBOM aKT, KOTOPBIM U31a€TCs
PYKOBOJAIIMM PaOOTHUKOM 00pa3oBaTeNbHOM OopraHu3anuu (HalpuMep, 3aMeCTUTENEeM IUpPEKTopa I0
VYBP, pykoBoauTeneM CTpYKTYPHOI'O MOJpa3AesieHus) 1Mo BompocaM MHGPOPMAIMOHHO-METOIMYECKOTO,
aJIMMHHUCTPATUBHO-XO03SIMICTBEHHOTO ¥ OPTaHNU3allMOHHOI0 XapaKTepa, BXOAALIUM B €70 KOMIIETEHIUIO.

Pacniopstzxenuem oopmitstoTcs BOIPOCH! KPaTKOCPOUHOT'O OJTHOPA30BOT0 XapakTepa.

PacrniopspkeHusi COCTaBIAIOTCS aHAJIOIMYHO NMpHUKa3aM (B ME€YaTHOM BapHaHTE) MOXKHO 0e3 clioBa
«[TPUKA3BIBAIO».

KoHcTratupyromas 4acTb TEKCTa B PACHOPSDKEHUSAX OTHENSETCS OT PACHOPAIUTENBHON YacTh
cnoBamiu: «[IPEJIJTAT AIO», «cPEKOMEHIY1IO», «OBA3BIBAIO», « CHUTAIO HEOBXOAMMBIM».

PacniopsikeHust perucTpupyroTces: B KHUre/sKypHalie perucTpalu pactopsuKeHuit (npunodicerue 2).
Kuura/xypHan npoHyMepOBBIBAaeTCs, IMPOLIHYPOBBIBAETCS, CKPEIUISIETCS MOJANUCHI0 PYKOBOIUTENS U
nevaThio 0Opa3zoBareabHOI opranuzanuu. Pacnopsokenust popmupyrores B [leno onun pas B
kBapTasl. B koHie kanenmapHoro roga Jlemo (me 6omee 250 muctoB) odopmisieTcss B COOTBETCTBUH C
[Tonoxenuem 06 apxuBse.

IIporoko.r.

[Ipomiecchl MpUMEHEHHUST YIPABICHUYECKUX PEIICHUH 00pa30BaTeNIbHOW OpraHU3alued U CcaMu
pelieHrs AOKYMEHTHUPYIOTCS C TOMOIIBI0 MPOTOKOJIOB KOH(EpEeHINi, MeJarornyeckux COBETOB,
KOMUCCHI U Tp.

B mporokosax 3aceaHMil KOJUIETHAJIBHBIX M COBEIIATENIBHBIX OPraHOB TEKCT M3Jaraercs OT
TPETHETO JINIIA €AMHCTBEHHOTO YUCIIA («I1earOTHYECKUN COBET... IOCTAHOBIISIETY, «COOpPAHUE... PEIIHIIOY).

IIpoTOKON COCTaBIsAETCS HAa OCHOBAHUM 3allMCEH, CIEJIAHHBIX HENOCPEICTBEHHO BO BpEMs
3aceJaHui, TPEJCTABICHHBIX TEKCTOB U TE3UCOB JOKJIAJI0B U BBICTYIUICHUH, CIPABOK, TPOEKTOB PEIICHUN.

T[IPOTOKOJI MOXKET COCTABIATBLCS KAk B PYKOIMCHOMN, TAK ¥ B TIEYaTHOU (hopMme.

Jlaroii mpoTokona sBISETCA Jara NPOBEACHUs 3acedaHus. Eciu 3acegaHue MpoAO0JIKaIoCh
HECKOJIBKO JTHEW, TO Yepe3 TUPE YKA3bIBAIOTCS MEPBBIN U MOCIEAHUN IEHb 3aCEIaHMUs.

Homep mnpoTokosia HOMKEH COOTBETCTBOBATH IMMOPSAKOBOMY HOMEpy 3acenanus. Hymepauwms
MPOTOKOJIOB BEAETCA B MPEIesiax KaJe€HIapHOI0 T0/1a OTAEIBbHO MO KaXXI0U TPyIIie MPOTOKOJIOB 3aceAaHus
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COOTBETCTBYIOILIETO KOJJIETMAJILHOTO OpraHa.

B pexBu3uTE «MECTO 3acelaHUsA» YKa3bIBACTCA HA3BAHME HACEIIEHHOIO IIYHKTa, B KOTOPOM
COCTOSJIOCH 3aCEJaHHUe.

3aroj0BOK K TEKCTY IPOTOKOJA JOJDKEH OTOoOpaXkaTh BUJ 3acelaHMs (COoBeIlaHue, coOpaHue,
KOH(EpEHIHS U T.I1.) WIKA KOJIJIETHAILHOW AEATEIbHOCTH (KOMUCCHS, COBET, COOpaHue, pabovas rpymma u
T.I.) ¥ BKJIFOYaTh Ha3BaHUE BUJA JOKYMEHTA.

TekeT mpoTOKOJIa COCTOUT U3 BBOJHOM U OCHOBHOM 4acTeH.

BBonHas yacte comepxuT nocrossuayto nHdopmanuto (cnoa [IPEACEIATEJIb, CEKPETAPD,
[MPUCYTCTBOBAJIM) wu mnepemeHHyo (damMuius, HHALOUAIBI [pejacenaTens, CeKperaps |
npucyrcTByonmx). I[Ipy Heo6XoaMMOCTH yKa3bIBaOTCA JOJDKHOCTH IPHUCYTCTBYIOIMX, a TaKxkKe
MHUIMAIB, (aMUIMM JOJDKHOCTH JIML, NMPUTTAIICHHBIX Ha coBellaHue. IIpu KomumdecTBe y4acTHHKOB
6onee 10 cocraBisieTcss CIMCOK MPUCYTCTBYIOLIMX, KOTOPBINA MpUiIaraeTcs K IpoOTOKOITY.

Ecmu npotokon odopmisiercss B newatnoit opme, to cinosa [IPEJICE/IATEJIb, CEKPETAPD,
[MPUCYTCTBOBAJIM nedatatoT OT HYJIEBOI'O MOJ0XKEHUS TaOyJIsATOpa, OT 2-T0 NOJOXKEeHUs TadynsTopa
CTaBUTCSl TUPE, MHUIHMAIH U (DaMWINK MUIIYT B UMEHHUTEIBHOM Nanexe. DaMmmm mpuCyTCTBYIOIIUX
pacrioyiaratorcsi B ajipaBUTHOM MOPSIIKE U [1€YaTaI0TCs yepe3 | MeKCTpOUHbIN MHTEpBal.

BBojHas yacTh npoTokosa 3akaHuyuBaeTcs noectkoil qHsA. CioBa «lloBecTka qHS» medararoT OT
HYJIEBOI'O MOJIOKEHUS Ta0YIIATOpA, [T0CIe HUX CTABUTCS JIBOETOUNE. BOmpockl MOBECTKH AHS HyMEPYOTCS
apabckumu g pamu. Kaxaplii HOBBIH BOIIPOC MEYATaOT OT 1-TO MONI0KEHUs Ta0yIsITOpa.

[TocnenoBaTenbHOCT PACIIONOKEHHS BOIIPOCOB ONPEIENAETCS CTENEHBIO UX BaXXHOCTU. Bomnpocs!
MIEPEYUCIISIIOTCS. B UMEHUTENbHOM nazaexe. Jloknan (order, cooOuieHue, nHPopMalus), HAMMEHOBAHNE
JOJDKHOCTH, MHULMABI U (GaMUIUIO JTOKJIAuuKa MUIIYT B POAUTENbHOM mazexe. He pexomenayercs
BKJIIOYaTh B IOBECTKY JHsA Bompoc «Pa3zHoey». Kaxaplii Bompoc A0KEH ObITh KOHKPETH3UPOBAH.
dopmMupoBaHUE BOIPOCOB B MOBECTKE JHSA HauMHaeTcs ¢ npeziora «O (0O0)».

OcHoOBHasi YaCTh MPOTOKOJAa COCTOUT U3 Pa3esioB, KOTOPbIE JOJKHBI COOTBETCTBOBATh IMMyHKTaM
MOBECTKHU AHA. Pa3aensl HyMepyroTcs apaObCKuMH LudpaMy U CTPOSTCS 10 TaKOH cxeme:

CJIVIIAJIA - BBICTVYIINJIA - PEHINIIN (ITOCTAHOBWJIN),

VYka3zaHHBbI€ CIIOBa ITe4aTaroTcs 00IbIIMMHU OyKBaMH 0€3 OTCTyIa OT rpaHullbl JieBoro nos. [Tocne
3THX CJIOB CTaBUTCS JIBOETOYHE.

[Tocne cmoBa CJIYIIIAJIM yka3bIBaeTCsl KPaTKMi TEKCT BBICTYIUIEHHsS OCHOBHOTO JOKJIAI4YUKA.
@amMuIMA ¥ MHULIHAAIBI KQXKA0I0 JTOKJIAJYMKa [1eYaTaloTCsa ¢ HOBOM CTPOKU. KpaTKHii TEKCT BBICTYIICHUS
U3JIaraeTcs B TPEThEM JIMIIE EMHCTBEHHOIO YHCIA.

TeKcThl UK TE3UCHI T0KJIA10B U BBICTYIIIEHUH, 0(OPMIIEHHBIE KaK OT/AEIbHbIE TIOKYMEHTHI, B TEKCT
IIPOTOKOJIa HE BKIIOYaroTcd. [locne cBeneHnii 0 NOKJIaJUMKE CTaBUTCS TUPE M yKasbplBaeTcs: «Tekcr
JOKJIaJa (BBICTYIUICHHS) IPUJIaraeTcs K MPOTOKOIY».

[Tocne cnosa BBICTYIIMJIN dukcupyroTcs BHICTYIUIEHHUS TEX JIML, KOTOPbIE MPUHSIN ydacTue B
oOCyXIeHUH 10KIaaa. BeicTyrienust oopMIIsitoTes B MPOTOKOJIE ¢ YKa3aHUEM JOJKHOCTEH, pamMminii u
VMHUIMAJIOB, BBICTYNAIOIIMX B MMEHUTEIBHOM MaJeXe, a TAKKE C KPaTKUM H3JI0KEHUEM COZEp KaHUSA
BOIIpoca M O0TBETOB Ha Hero. Cojep)kaHue BBICTYIUIEHHUN H3JIaraercsi OT TPEThero Jihla €AMHCTBEHHOTO
qucia.

[Tocne cinosa PELLMJIN (ITOCTAHOBUJIN) dpukcupyeTcs NpuHATOE pelieHHe Mo 00CyX1aeMOMy
BONPOCY TOBECTKHU JHA. PemieHue OMKHO ObITh KOHKPETHBIM M BKJIIOYATh COCTAaBIISIONIME, KOTOpPbIE
OTBEUAIOT Ha CIEAYIOLIUE BOIPOCHL: KOMY, UTO ClIeJaTh U B KAKOW CPOK.

Pemenus, coneprkaiiye HECKOIbKO BOIPOCOB, TOAPA3AEISIFOTCS Ha IIYHKTHI U TOAITYHKTBI, KOTOPBIE
HyMepyroTcs apadckumu udppamu. [ToamyHKTE HyMepylOTCs IU(paMu ¢ TOYKOM.

B cnyuae, xorga Ha 3acefaHUM MPUHUMAETCs pelieHHe 00 YTBEPXKICHMM JTOKYMEHTa, KOTOPBIN
oOcyKIancs Ha 3ace/laHuu, 3TOT JOKYMEHT MpHJIaraeTcs K IPOTOKOIY M B HEM JIEIAeTCsl CChUIKA Ha HOMEpP
U 1aTy npoTokouia. [Ipy Hanuyuu Jpyrux JOKYMEHTOB, KOTOpPBIE pacCCMaTPUBAIIMCh HA 3aceJaHuH, U (pakT
00CYXICHHUSI KOTOPBIX OB 3a()UKCUPOBAH B TEKCTE MPOTOKOJIA, OHU HYMEPYIOTCS apaOCKuMu nudpamu
(ITpunoxenue 1, Ilpunoxenue 2). B cooTBETCTBYIOIMX IMYHKTaX IPOTOKOJIA JEJIAETCSA CChUIKA HA 3TU
IIPHIIOKEHUS.

[TpoTOKOS MOANMCHIBAETCS IMPEACENATENbCTBYIOLIMM Ha 3aCElaHUU KOJUIETHAIBHOIO OpraHa H
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CEeKpeTapeM.
Beinrcka U3 poTOKONIa — TOYHAST KOIMUS YaCTH TEKCTa MOJIMHHOTO IPOTOKOJIA, OTHOCSIIETOCS

K TOMY BOIIPpOCY IIOBECTKHU JIHS, 110 KOTOPOMY TFOTOBUTCS BBINMCKA. BhInncka U3 NpoToOKOna COAEPKUT
ClIeyIOIlMe PEKBU3UTHI: HAMMEHOBaHKE 00111€00pa30BaTeIbHON OpraHn3alliy, Ha3BaHUE BUJIA IOKYMEHTa
(BBINIMCKA M3 MPOTOKOJA), J1aTa 3aceaHusl, MECTO COCTaBJIEHUS, 3aroJIOBOK K TEKCTYy, TEKCT, IOJIHUCH,
OTMETKY O 3aBEpEHUU KOMHH.

[TpoTokounsl peructpupyrorcs B KHure/’xypHaie peructpanu IpoTOKOJIOB (npunoorcenue
3). Knura/skypHaia npoHyMepOBBIBAETCS, MPOIIHYPOBBIBACTCS, CKPEILIAETCS MOANUCHI0O PYKOBOAUTEINS U
neJaThio 0OpazoBaTenbHOM opraHuzanuu. [Iporokosnsl ¢popmupyrorcs B Jleno oaun pa3 B kBaptai. B
KOHIIe KaneHnaapHoro roaa Jleno (ue 6onee 250 nuctoB) opopmiisercs B cootBeTcTBUM ¢ [lonoxenunem 00

apxuBe.

Ciy:ke0HOe NNUCbMO.

Cryxe0HOe TUCBMO COCTABIISICTCS C IEIbI0 00MeHa HH(OpManuen 1 MPeCTaBIIsIeT COOOM:

- OTBETHI O BBINOJHEHUU 33JaHHM, OMpPEAETICHHBIX B aKTaX OPraHOB rOCYJapCTBEHHOH BIACTH,
MOPYYEHUSAX BBICHINX JOKHOCTHBIX JIHUIL;

- OTBETHI Ha BBINOJIHEHHE TOPYUYCHUH BBIIIECTOSIIUX OPraHU3aIHii;

- OTBETHI Ha 3aMPOCHI IPYTUX YUPEKICHUMN;

- OTBETHI Ha O0OpallleHus TpaxIaH;

- OTBETHI Ha 3aIPOCHI Ha HHPOPMAILIHUIO;

- WHHIMATUBHEIC THCHMA;

- CONPOBOAMTEIHHBIC MUCHMA.

Cryxe0HOe TUChMO 0opMIIsIeTCS Ha OJIaHKe 00pa30BaTEIIbHON OpTaHU3aIIHH.

[TucbMo MMeeT clieAyIoIMe PeKBU3UTHI: 1aTa, PErUCTPAMOHHBIA HOMEp (MCXOISAIINIA), CChIIIKA Ha
pEerucTpallMOHHBIM HOMEp (BXOISALIMI) M ATy JOKyMEHTa, Ha KOTOPBIM JaeTcst OTBET (IpU HAIUYHH),
ajipecat, 3aroJIoBOK, TEKCT, OTMETKa O HaJMYMU NPUIOKEHUH (B cllyyae HEOOXOAWMOCTH), MOAIUCH,
ceenenus 06 ucrnonuurene (O.MN.0., koHTakTHBINA HOMED TenedoHa).

JlaToii nuceMa sIBISIETCS JaTa €ro MOANUCAHMS, KOTOpast JOJDKHA COBIAIATh C JATOM PETUCTpaIiH
UCXOAAIIEeH KOPPECTIOH ICHITHH.

OCHOBHBIM PEKBH3UTOM CITY)KEOHOTO MUChMa SBIISETCS TEKCT, KOTOPBINA, KaK IPAaBUIIO, COCTOUT U3
IBYX yacTeil. B mepBoii yacTu ykasbIBaeTcsi IpUYMHA, OCHOBAHUE MM 0OOCHOBAaHHE MTOATOTOBKH MUChMA,
MIPUBOMASTCS CCBUIKM Ha JOKYMEHTHI, KOTOpPBIE OBUIM OCHOBAaHUEM /ISl €r0 COCTaBJIeHUs. BTopas dacTp
BKJIFOYAET BBIBOJIbI, IPEIOKEHUS, TPOCHOBI, PEILICHHS U T. 1., KOTOpPbIE pa3MelatoTcs ¢ ad3ara.

Kak mpaBuiio, B muckMe 3aTparuBaeTcs OJIMH BOIIPOC.
TexkcT mucbMa HM3/araercsi OT MEpBOro JMIAa MHOXKECTBEHHOI'O YMCIIa C MCIOJIb30BAHUEM CIIOB!

«IIPOCHUM COOOIIHUTb...», «Pa3bICHIEM, YTO...».
CrnyxebHO€e TUCHMO MOJANUCHIBACTCSI pYKOBOUTENIEM 00pa30BaTebHOM OpraHu3aluu.

Cunpagska.

CrpaBka - TOKyMEHT, TOATBEPKIAIONINN KaKue-T1u00 (GaKThl UITH COOBITHUSI.

CrpaBku OBIBAIOT JBYX BHJIOB:

CrpaBka JJisl ONIMCaHUS WM MTOATBEPKIEHUS (PaKTOB, WIIH COOBITUH B JETEILHOCTH OPTaHU3AIIHH.

ChopaBKky COCTaBISIOTCS IO YKA3aHWIO BBINIECTOSIIEH OPraHU3aldd WIN PYKOBOJMTEIS
o0pa3oBaTeNnpHON OpraHu3aluu JUisi WH(OOPMALMKM O BBHIMOJIHEHWH IUIAHOB, 3a/IaHUN, MOPYYCHHH U
MpEACTABIAKOTCA B YCTAHOBJIICHHBIC CPOKH.

Texcm makou cnpasku cocmoum uz 08yx dyacmetl.

B mepBoif wactu mznaratrorcs (akThl, MOCTYXUBIIHME MOBOJOM K €€ HAlMCaHWUI0, BO BTOPOH -
NPUBOAATCA KOHKPCTHLBIC JTAaHHBIC. BI:IBOI[I:I " MPCIJIOKCHUA B CIIPABKC HC JArOTCA (33 HNCKIIIOYCHUEM
AHATTMTHYIECKOM ).

CrpaBka Mo KHA OOBEKTHUBHO OTPa)KaTh COCTOSIHHE JIEN, €€ COCTaBIeHUE TPeOyeT TIIATEIHHOTO
cbopa 1 MPOBEPKHU CBEACHHI, MOTYT IPUBOAUTHCS TAOIHUIIBL.
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CHpaBKI/I, COCTAaBJICHHBIC IJId PYKOBOAUTCIIA OpraHu3alu, NOAIHUCBIBACT COCTABUTCIIb.

CrpaBkH, KOTOPBIC COCTABJISIOTCS [0 YKA3aHUIO BBIILECTOSINCH OpraHU3aliy, IOJANHCHIBACT
PYKOBOJIUTENH 00111€00pa30BaTeIbHON OpraHNu3aIIH.

JlaToii cripaBKH SIBIISIETCSI [aTa €€ HOAUCAHHSI.

CrpaBKky, yIIOCTOBEPSIOLINE IOPUANYECKUE (DAKThI: MOATBEPKICHUE MECTa pabOThl, 3aHUMAEMOi
JOJDKHOCTH, pa3Mep 3apabOTHOM IIaThl H T.J.

Jis HUX TPUMEHSIOTCS YHU(UIMPOBAaHHBIE TpadapeTHbIe OJTaHKH.

Takoro poja crpaBKH BBIIAIOTCS MO 3alpocaM 3aMHTEPECOBAHHBIX JIHI[ (COTPYIHUKOB) HIIH
YUPSKACHUN U PETUCTPUPYIOTCS B KYPHAJIE BBIIABACMBIX CIIPABOK.

JloknaaHas 3anucKa.

JlokiagHas 3ammcka - JOKYMEHT, aJIpeCOBAHHBINM PYKOBOJUTENI0 W HH(DOPMHUPYIOIIUNA €ro O
CIIO)KUBILICHCS CHUTYyallMM, WMEBIIEM MECTO SIBJICHHM WM (PakTe BBIMOJHEHHOW pabOThl, a TakKkKe
coJIep KAl BBIBOJIBI M MIPEJIOKEHUS] COCTABUTEIIS.

JlokitagHas 3aIMCcKa MOKET BBIIMOIHITHCS PYKOITMCHBIM CITIOCOOOM.

TekcT MOKJIATHON 3alMCKU JEIUTCS Ha JBE YacTH: MepBas - KOHCTATUPYIOIIAsl, TJ€ M3JIaraloTcs
MMeBIINEe MeCTO (haKThl UJIM OMHUCHIBACTCS CHUTYyallUs, U BTOpas, B KOTOPOM H3Naraercs mpeioKeHue,
npocs0a.

TexkcTy noKIaaHOM 3amuCKH 00s3aTeNFHO MPEIIIECTBYET 3ar0J0BOK, HAUMHAIOIIUIICS ¢ Mpeaiora
«O», «O0».

JoxiagHas 3anucka opopmiseTcs Ha ucTe Oymaru.

AKT.

AKT - JJOKYMEHT, COCTABJICHHBIM HECKOJIbKUMH JHIAMH U TOATBEPKAAIOIINUNA yCTaHOBJICHHbIE
(bakThl ¥ JeicTBUSA. AKTBI O(OPMIISIOTCS 110 pe3yIbTaTaM peBU3UH, IPU IpueMe-Tiepeaaye J1el, ClIUCaHUH
HMMYILECTBA U TOMY [T0J00HOE.

AKT odopmisieTcs Ha CTaHJIapTHOM JicTe Oymaru opmaTta A4 1 UMEET CIIEAYIOIINE PEKBU3UTHI:
Ha3BaHME JIOKYMEHTa, Ipu( yTBepkaeHus (Ipu HEOOXOIUMOCTH), JaTa U MECTO COCTaBJICHHS, 3ar0JI0BOK
K TEKCTY, TEKCT, MOANUCH JIUI] (HE MEHee TPeX), KOTOPbIe COCTaBIISIMN aKT.

Teker akTa COCTOMT M3 BBOJHOM M KOHCTAaTUPYIOLIEH YacTei.

B BBOJIHOI 4acTH yKa3bIBAalOTCS OCHOBAHMS I COCTaBJICHUS aKTa U HA3bIBAIOTCS JIMIA, KOTOPBIE
COCTaBUJIM aKT WJIM NMPUCYTCTBOBAIM IpPHU 3TOM. B KOHCTaTupyromiel 4acTu u3jaraercs CyTh, 3a/JayH,
XapakTep MpoJiellaHHONH paboThl, yCTaHOBJICHHbIE (DAaKThl, MPEATOKEHUS U BbIBOJBL. KoHcTaTtupyromas
4acTb MOXKeT 0(hOpMIIATHCS B BHJIe TaOMUIbl. B KOHIlE TeKCTa akTa 3alIMCHIBAIOTCS JAHHBIE O KOJMYECTBE
9K3EMILIIPOB aKTa U UX MECTO HAXOXKACHHUS.

AKT MOANKCHIBAETCS] BCEMH JIMIIAMH, IPUHUMABIINMHU Y4acCTHE B €70 COCTABJICHUU.

JInno, uMeroliee 3aMedaHns K COAEPKAHUIO aKTa, MOJIUCHIBAET €T0 U U3JIaracT CBOE MHEHUE Ha
OTJEJIbHOM JINCTE, KOTOPBIN MPUJIAraeTcs K aKTy.

Tenerpammsl, TesedoHOrpaMmmbl, (PAKCHMUJIAPHASA CBA3b.

OTO JOKYMEHT IO OIEpaTUBHBIM BOIpOCaM, MNEepeJaBaeMblii MO TelneQoHy M 3aruChbIBaeMbIi
MIOJIYy4YaTEeJIEM.

O0s13aTenbHBIMU PEKBU3UTAMH TaAKUX JOKYMCHTOB ABJIAIOTCA:

- HaMMEHOBaHME YUPEeXKJEHHUH ajpecaHTta u ajpecara;

- PEKBHU3HT «OT KOTO» U «KOMY» C YKa3aHUEM JIOJKHOCTH, (paMUIIHU, U OTYECTBA JOKHOCTHBIX
nm;

- HOMep, JlaTa U BpeMs Nepeaadn U MpremMa JOKyMEHTa;

- JOJDKHOCTHU M ()aMMJIMU TIEPEIaBIIETO M MPHUHIBIIETO JOKYMEHT;

- HoMepa TenedoHOB;

= TCKCT U IIOAIIHCH.
HOCTYHI/IBH_II/IG JOKYMCHTBI OOJDKHBI HMETh TC XE PCEKBU3UTBI, YTO MW OTIPABIACMEBIC, 3a
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HUCKIIYCHUECM IMOAIINCH.
J_IOKYMGHTI)I COCTaBJIAKOTCA B OJHOM DOJK3EMIUIAPE MW IOAINMCBIBAIOTCA PYKOBOJUTEICEM WA
OTBCTCTBCHHBIMH HMCIIOJIHUTCIIBHBIM.

DJIEeKTPOHHbIE JOKYMEHTHI.

[Topsimox cocraBieHusi, OGOPMIIEHUS U COIJIACOBAHMS INPOEKTOB 3IEKTPOHHBIX JIOKYMEHTOB
OCYIIECTBISICTCS 110 OOIIMM MPABUIIAM JICIOTPOU3BOJICTBA, YCTAHOBICHHBIM B OTHOIICHHH aHATOTUYHBIX
JOKYMEHTOB Ha OyMa)KHOM HOcHTeNe. OJIEKTPOHHBIM JIOKYMEHT JOJKEH HMETh PEKBU3UTHI,
YCTAQHOBJICHHBIE JUI aHAJIOTUYHOTO JTOKyMEHTa Ha OyMa)XKHOM HOCHUTENE, 32 HCKIIOUYCHHEM OTTHCKa
II€YaTH.

B nepedenp 00s3aTeNbHBIX CBEJCHUN O JOKYMEHTAaX, MCIIOIB3YEMbIX B IIEJSX y4yeTa M IOHCKa
JOKYMEHTOB B CHCTE€MaX JJIEKTPOHHOIO JOKYMEHTOOOOpOoTa 00pa3oBaTeiabHON OpraHu3alud B
COOTBETCTBHUH C TPABUJIAMH JICTIONPOU3BOJICTBA B 00pa30BaTEIbHON OpraHU3alluu, BXOIAT:

e AJPECaHT;

e ajpecar;

e JIOJDKHOCTh, (haMuIIMs M MHULMAJIBI JIULA, TOANUCABILIET0 JOKYMEHT;
e BHU/J JIOKYMEHTA;

e JlaTa JOKYMEHTA;

e HOMEp JOKYMEHTAa;

e JlaTa NOCTYIUIEHUs JOKYMEHTA;

e BXOASALIMK HOMEP JOKYMEHTA;

e  CCBUIKA HA UCXOASIIUN HOMEP U JaTy JOKYMEHTa;
e HAaMMEHOBAHME JJOKYMEHTA;

e UHJEKC JIeNa;

e CBEJICHMS O Iepeapecaliv JOKYMEHTa;

e  KOJMYECTBO JIMCTOB OCHOBHOI'O JOKYMEHTA;

e  KOJINYECTBO IIPUIOKEHUH;

e 00IIee KOJIMYECTBO JINCTOB MPUIIOKEHUH;

e YKa3aHUs 10 UCIIOJIHEHHIO JTOKYMEHTA;

e JomxHOCTB, @. . O. ucrnoanures;

e OTMETKa O KOH(QUACHIINAIbHOCTH.

B coctaB NOMONHUTENBHBIX CBEIEHUI 00 3JIEKTPOHHOM JOKYMEHTE€ MOTYT OBbITh BKJIIOUEHBI
CBEJICHMsI: HAMMEHOBAaHKE aBTOPA JOKYMEHTa (€CJIM aBTOp HE COBMAAAET C aJpeCaHTOM (OTIIpaBUTEIIEM)
AJNIEKTPOHHOTO JIOKYMEHTa), OTMETKa O IIEPEHOCE CpOKa MHCIIOJIHEHUS JIOKYMEHTa, CpPOK XpaHEHUs
JOKYMEHTa, HAaWMEHOBAHUS IPWIOKEHUM K DJIEKTPOHHOMY JOKYMEHTY, KIIIOUEBBIE CJIOBA, CTaTyC
JOKyMeHTa (IIPOEKT, BepcHsl), BUJ Mepeaadn JOKyMeHTa (JIEKTPOHHON MMOYTOM, MOYTOH, (akcoM H T. 1I.)
u Jap.

Cpoku XpaHEHUS AJIEKTPOHHBIX JIOKYMEHTOB COOTBETCTBYIOT CPOKAM XpaHEHHsI JOKYMEHTOB,
YCTaHOBJIEHHBIX 3aKOHOJATEIbHBIMU M HWHBIMM HOPMAaTHBHBIMU IIPaBOBBIMM akTaMu Poccuiickoin
®denepaniv, TUIOBBIMU NEPEUHSIMH JIJIS1 aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)kHOM HOCHUTEIIE.

5. Opranuzauus 10KyMeHT0000pOTa H HCIIOIHEHHS TOKYMEHTOB.

IIpuem 1 00paGoTka NOCTYNAKOIIMX JOKYMEHTOB.

JIBr>keHne JOKYMEHTOB ¢ MOMEHTA MX CO3JJaHMs WIN TOIYYEHUs 10 3aBEPLICHUS UCTIOIHEHUS WIH
OTMPAaBKU 00pazyeT JOKyMEHTOOOOPOT.

B noxymenTooOopore  00pa3oBaTeNbHON  OpraHU3alM  BBIACHSIOTCS  CIICAYIOIIHE
JIOKYMEHTOIIOTOKHU:

a) BXOJIIasi KOPPECOHACHINA (IOpUIHUECKUe U (PU3NIECKUE JINIIA);

0) ucxonasIIast KOppeCmoOHACHIHS (FOpUANIECKUE U (U3HUECKUE JIUIIA);

') BHYTPEHHSS JOKYMEHTAIHSL.
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JlocraBka M OTIIpaBKa JTOKYMEHTOB OCYILECTBIIAETCS, KaK IMPaBWIO, CPEICTBAMM IIOYTOBOM M
3JIEKTPOHHOM CBSI3U.

JIOKyMEHTBI, TOCTYMAIoIKe B 00pa30BaTeIbHYI0 OpraHU3aIHI0, IPOXOAT IEPBUUHYIO 00pabOTKY,
PEruCTpaltIo, MPEABAPUTEIIBHOE PACCMOTPEHHE, ITEpeaady pyKOBOACTBY Ha PaCCMOTPEHHE, IEPEIAFOTCS
HCIIOJIHUTEIISIM U I10CJIE UCIIOJHEHU IOMELIAI0TCA B JIeTa.

[Tpuem u nepBuuHas 00paboOTKa JOKYMEHTOB OCYIIECTBIISIETCS CEKPETAPEM.

Cekperapb NpPOBOAMT: NIPOBEPKY IPABMIBHOCTH aJpPECOBAHMS IOCTYHNAIOUIUX JOKYMEHTOB,
MPaBUIILHOCTH JOCTABKU U KOMIUIEKTHOCTH JIOKYMEHTOB; COPTUPOBKY JOKYMEHTOB Ha MOJJIEXKAIllUe U HE
MIOJIE)KALUE PETUCTPALIUH.

[Tonmy4yeHHbIE KOHBEPTHI C KOPPECIOHACHIMEN BCKPBIBAKOTCS, IIPU 3TOM IPOBEPSIETCS HAIUYHE
BJIO)KCHUM, a TaK)K€ YKa3aHHbIX B JOKYMEHTAaX IPUIIOKECHHU. B ciyyae NOBpEXIECHHs YIIAKOBKU M
BJIO’KEHUH JTMOO OTCYTCTBUS MPHUIIOKEHUN COCTABISETCS aKT B ABYX dK3eMIuisipax. OMH SK3eMILIAp aKTa
HaIpaBJIAETCS KOPPECIIOHAEHTY, BTOPOU MPUOOIIAETCS K NOCTYIUBLIEMY JOKYMEHTY.

Omrbo4HO MpHCIIaHHAs KOPPECIIOHACHIIUS MepechlaeTcs M0 MPUHAUICKHOCTH, €CIM U3BECTEeH
aapec nosnyyaresis. B mpoTHBHOM ciiydae KOPPECIIOHIEHIINS BO3BPAIIAECTCS OTIPABUTEIIIO.

KoHBepThl OT mocrynaromeil KOppeclOHACHIIMN COXPAHSIIOTCA M MPUJIaraloTcss K JTOKYMEHTaM
JUIIb B TOM Cilydae, KOIZld TOJIBKO 0 HAUM MOXXHO YCTaHOBHUTH aJpeC OTIPABUTENS WM, KOrJa Jara
MIOYTOBOIO IITEMIIENISI UMEET 3HAUEHHE B KAUECTBE J10Ka3aTEIbCTBA BPEMEHH MOTYYEHUsI JOKYMEHTA.

CriennanicToM HE BCKPBIBAIOTCA KOHBEPTHI IMUCEM C HAAMHUCHIO «IMYHO». OHHU IepeaaroTcs 1o
Ha3HA4YCHUIO

Wudpopmanysg u JOKYMEHTBI O JESATEIBHOCTH 0Opa30BaTEIbHOM OpraHM3alluM, HE YKa3aHHbIE B
yacTu 2 ctaTbu 29 @deepalibHOTO 3aKOHA ot 29 nekabps 2012 roma Ne 273-D3 «O6 oO6pa3oBaHun
B Poccuiickoii ®denepaunny», NpeacTaBIAIOTCS PYKOBOAMTENEM 00pa30BaTENbHOW OpraHu3alvMd 0O
oOpallleHuI0 TpakJaHuHA OO0 IOJDKHOCTHOTO JHIA FOCYAapCTBEHHOIO OpraHa WM OpraHa MECTHOTO
CaMOYIIPaBJICHHS B CIIy4asix U MOPSAIKE, IPETyCMOTPEHHBIX 3aKOHOIaTeNIbcTBOM Poccuiickoi deaeparumu.

[IpencraBienne uHGOPMALMKM UMHBIM OpraHU3alMsAM O JAEATENbHOCTH 00pa30BaTebHOM
OpraHM3alK OCYILECTBISAETCS yUpEIUTEIeM OpraHu3allii, B OTHOLIEHUH KOTOPOW Takas MH(popMaius
3anpalnBacTCs.

IIpeaBapuTenbHOE pacCMOTPEeHHe JOKYMEHTOB.

Jlenonpon3BOAUTENb, TIPOBOIAMT NPEABAPUTEILHOE PACCMOTPEHHNE JOKYMEHTOB B LIEJISIX BBIJICIICHUS
U3 BCEro MAacCHBa MOCTYNHUBILIEH KOPPECHOHACHUMH JOKYMEHTOB, TpPeOYyIOUMX 0053aTelbHOr0
paccMOTpeHHs PYKOBOJUTENEM 00pa30BaTeIbHON OpraHu3alliy.

OcHOBaHMeM JJs1 MPUHATUS peIIeHHs B XOJie MPEJBAPUTEIILHOTO PACCMOTPEHUs SBISETCA
coJiepKaHue TOKyMEHTa, a He a/IpeCOBaHNE JOKYMEHTa COOTBETCTBYIOIIEMY PaOOTHHKY.

PesynbraToM  mpenBapUTENbHOTO  PacCMOTPEHMs  SIBIISIETCS  HANpaBieHHE  JIOKYMEHTa
PYKOBOIUTENO 00pa30BaTeNbHOW OpraHW3alid WM JOJDKHOCTHOMY JIMIy B COOTBETCTBHH C
YCTAHOBJICHHBIM pacrpeesieHneM 00s3aHHOCTeH MEeXIy PYKOBOAUTENEM U JOJDKHOCTHBIMH JIMLIAMM JUTS
BBIHECEHHSI YKa3aHUS 110 HCITOITHEHHIO JIOKYMEHTA.

Perucrpanusi 10KyMeHTOB.

Ilepenadya NOKYMEHTOB Ha PETUCTPALUIO MPOU3BOAUTCS TOJBKO IIOCIE UX MPEABAPUTEILHOIO
PacCMOTPEHHS.

Perucrpanuu moanexxat Bce JOKYMEHTHI, TPeOYIOILIHE ydeTa, MCIOJHEHMS, HCIIOIb30BaHUS B
CIPAaBOYHBIX LIEJISAX, KaK MOCTYHAIOUINE U3 IPYTUX OpraHU3alfil U OT YaCTHBIX JIMII, TaK U 00pa3yroluecs
B IIpoIiecce IeATeIbHOCTH 00pa30oBaTeIbHON OpraHu3aluy.

He moanexar peructpauuy mo3apaBUTENbHbIE MMChMA, TEIETPAMMBI, IPUTIACUTENbHbIE OUIIETHI,
uHbopManusa AN CBEACHHUS, OyXTalTepCcKHe JOKYMEHTHI MEPBHYHOrO yueTa. s HUX cocTaBiseTcs
IIEPEYEHb HEPETUCTPUPYEMBIX JOKYMEHTOB.

Perucrpanuss JOKYMEHTOB MPOU3BOJAMTCA C II€NbI0 OOECIEeYeHHs WX Ydera, KOHTPOJS 3a
UCIIOJIHEHUEM U ONIEPATUBHBIM HCIIOJIb30BaHHEM MH(POPMALIUH.

Perucrpanus 1OKyMEHTOB IIPOU3BOJUTCS B IEHb UX IIOCTYIIJICHUS.
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JlomyckaeTcsi OTMETKa O MOCTYIJICHUH JOKYMEHTa B OPTaHM3aLUIO MPOCTABIATh B BUJAE IITaMIa
WM OT PYKU B HWOKHEH YaCTH JIMLIEBON CTOPOHBI IIEPBOTO JIMCTa JOKYMEHTA WJIM Ha er0 000pOoTe.

Perucrpanusi 1OKyMEHTOB 3aKJIIOYAaeTCS B BEJCHHM 3allUCH YYETHBIX JAHHBIX O JIOKYMEHTE IO
YCTaHOBJIGHHOH pETrUCTpalMoHHON (opme, KOTOpsIM (ukcupyercss GakT co3gaHus, OTIPABICHUS HIIH
MOJyYeHUsI JOKYMEHTa IyTeM MpPOCTABICHHUS HAa HEM PETHCTPAIMOHHOTO HMHJEKCAa C TOCIETYIOIIeH
3aIHChIO B YKa3aHHBIX (JopMax HEOOXOANMBIX CBEIICHHUI O JTOKYMEHTE.

JIOKyMeHTBI, TIOCTyNarome B 00pa30oBaTeIbHYIO OpPTraHU3aINIo, perucTpupyiorcs B JKypnane
pETHCTpaly BXOAIIEH KOPPECTIOHICHIINH, a T€, YTO OTIPABIISIOTCS U3 Hero, - JKypHaie perucrpanuu
UCXOJAIIEH KOPPECTIOHICHIIUY (npunodicerue 3).

Pacnipenesienne nocTynapmmx 10KyMeHTOB.

[Tocne peructpanuu JOKyMEHTBI IEPEJAIOTCS HA pACCMOTPEHUE PYKOBOIUTENIO 00pa30BaTeIbHON
OpraHH3alMH.

[Tocne paccMoTpeHHs] PYKOBOAMTEIEM JOKYMEHTHI BO3BpAIAlOTCA CEKpeTapio U (WMJH) JIUILY,
OTBETCTBEHHOMY 32 BEJICHUE JIEJIONPOU3BO/ICTBA, JIUIs IEPEHECEHNS YKa3aHUH 110 NCIIOJHEHUIO IOKYMEHTa
B JKYpPH&JI PErUCTPALlMM BXOASIIMX JOKYMEHTOB. B COOTBETCTBMM C YyKa3aHUSMU [0 HCIIOIHEHUIO
MO/UTMHHUK JIOKyMEHTa HampaBisieTcsi paOOTHHKY, SBISIOMIEMYCS OTBETCTBEHHBIM HCIIONHHUTEIEM, a
COUCIIOJIHUTENSIM HAMpPAaBISAIOTCS KOMMHM JOKYMEHTOB (€CliM HMMEIOTCS), O uYeM JIelaeTcs OTMETKa B
XKyphane perucrpauuy BXOASIUX JOKYMEHTOB.

DONEKTPOHHBIE COOOIIEHUS, MOChUIAEMbIE MO JJIEKTPOHHOW IOYTe, HCIOJHSAIOTCS aHAIOTUYHO
JOKYMEHTaM Ha OyMa)KHbIX HOCUTEJSX C yUYETOM ONPEENIEHHON crieln (KU B IPOLIECCE UCTIOTHEHMUSL.

ITopsinok 00padoTKM M MPOXOKAEHUSI HCXOASIIMX U BHYTPEHHUX JOKYMEHTOB.

[Topsi10K MOArOTOBKHM UCXOIAIIMX JOKYMEHTOB BKJIIOUAET B ce0st pabOTy 110 COCTaBICHUIO IPOEKTA
JIOKYMEHTA, COTJIACOBaHMIO, MOANUCAHUIO (YTBEPKACHUIO) U OTIIPaBKE.

Jo nmepenaunm  NOKyMEHTa Ha  IOANKUCH  MCIOJIHUTENb  JOJDKEH  IPOBEPUTH  €r0
coJiep’KaHue, MPaBUIbHOCTh O(QOpPMIICHHS, HaJlWYhe HEOOXOAMMBIX BHU3 M NpPUIIOKEHUH. JlOKyMEeHT
IIPEICTABIISETCS HAa MOANNCH BMECTE C MaTepHallaMy, HA OCHOBAHNUU KOTOPBIX OH T'OTOBHJICS.

BuyTpeHHHEe JOKYMEHTHI OQOPMIISIIOTCS M HCHOJHAIOTCA (MCHOJB3YIOTCS) B Ipejaenax
00pa3oBaTeNbHON OpraHU3aIIH.

BuyTpeHHUEe NOKYMEHTHI (AOKJIaJAHbIE 3alIMCKU, CIPAaBKH, CBOJKU M JIp.) pPaCCMaTPUBAIOTCS TEMHU
JOJDKHOCTHBIMH JIMIIAMH, KOMY OHH HaIlpaBJICHBI.

OTBeTCTBEHHBIE 3a JIEJONPOU3BOACTBO IMepes cAauell KOPPECHOHIACHIIMM Ha OTIPAaBKY JOJIKHBI
00s3aTeNIbHO  NPOBEPUTh  MPaBWIBHOCTH ee odopmieHuss U ajapecoBaHus. KoHBeproBaHue
KOPPECHOHIEHIIMU U JIPYTMX MOYTOBBIX OTIPABJICHUN MPOU3ZBOJUTCS CTPYKTYPHBIMH MOAPA3/IEICHUSIMU
OpraHM3alHH.

Perucrpanus oTnpapisieMbIX JOKYMEHTOB OCYLIECTBIISECTCS B IEHb UX MOANUCAHUS (YTBEPKICHUS)
WIM Ha cleaylomuid pabouuit neHb. PeructpanyoHHBIE HOMEp JOKYMEHTa M Jara perucTpaiiu
MIPOCTABJISIOTCS Ha MOJJMHHUKE JTIOKYMEHTa B PEKBU3MTAaX OJaHKa M Ha KOIWH, OCTAaIoLIeiics B Jene
oOpa3oBaTenbHOU opranu3anuu. CripaBOYHbBIM aNnapaToM JJs HCXOASIINX JOKYMEHTOB SBISETCS KypHaI
perucTpanmu 3TUX JOKYMEHTOB.

OTnpaBKy HMCXOIAIMX JOKYMEHTOB IPOM3BOJUT CEKpeTapb M (MJIM) JIMLO, OTBETCTBEHHOE 3a
BeleHue  jenonpous3BoacTtBa.  CpouHas  KOppecnoHAEHLUS  odopMisieTcss U OTIpaBisieTcs
HE3aMEJUINTEIBHO CEKPETAPEM.

Cekperapb MpOBEpPSIET MPaBUIBHOCTE O(MOPMIIEHHS HCXOISAIIMX JOKYMEHTOB, TPOU3BOAUT
COPTUPOBKY JOKYMEHTOB MO CIIOCOOY JOCTaBKM KOPPECIOHAEHIMM ajpecaTy (mpocTas, 3aKa3Hasd,
MeXayHapoaHast u 1p.). HempaBuibHO ohopMIIeHHBIE TOKYMEHTBI U KOPPECHOHJEHIUS HECITyXEeOHOro
XapakTepa K OTIIpaBKE HE IPUHUMAIOTCS M BO3BPALLAIOTCS JIUILY, TIOATOTOBUBIIEMY JOKYMEHT.

OtnpasisieMasl O 1MOYTE€ KOPPECHOHACHUUS IMPOXOJUT YIAKOBKY, aJIpPECOBAHHE, IPOCTABICHUE
CTOMMOCTH ITOYTOBBIX YCIIYT U N€peAavy Ha OTIIPaBKY B MECTHOE OT/EJIEHUE CBA3H.

Ha 3aka3Hyt0 KOppeCHOHACHILUIO, Ha JOKYMEHThI ¢ MOMETKOM «Jl1s ciry>keOHOro MoJIb30BaHUS»
COCTaBIISICTCSI pEeCcTp, KOTOPBIA 3aTeM BO3BpAIIAeTCs CEKpeTapio y4dyeOHOW wyacTh U (WiIM) JHLy,
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OTBETCTBEHHOMY 3a BE/ICHUE JIENIONPOU3BOCTBA, C PACIIUCKON PaOOTHUKOB ITOYTOBOTO OT/IEICHUS CBSA3H
WJIM MHOTO JINIA, 00ECTICUYNBAIOIIECTO OTIPABKY JJOKYMEHTOB.

[lepenaua ¢ wHCHONB30BaHHEM CPEACTB (PAKCUMUIBHOM CBSI3M JIOKYMEHTOB, COJEpIKAIINX
CITy’K€OHYIO HH(POPMAIIHIO OTPAaHHYEHHOTO PACIIPOCTPAHEHUSI, B TOM YHCIIE C TOMETKOMN «/[11st ciry»eOHoro
MOJIb30BaHUAY», HE paspemaercsa. KaTeropuuecku 3ampeniaercs rnepenava mo cpeacrsaM (hakCUMUIBHOM
CBSI3U CEKPETHBIX JOKYMEHTOB.

C ucnonb30BaHNEM CpeICTB (PAKCUMUIBHOM CBS3H MOTYT OBITh IIEpEJaHbl MaTepHAIIbl TEKCTOBOTO,
TaOJIMYHOTO WM TpadUIecKoro XxapakTepa, HCIOJHEHHbIC THIOTPA(QCKUM, MAIIMHOTMCHBIM WU
PYKOIHMCHBIM CIIOCOOOM B YE€PHOM HJIM TEMHO-CHHEM IIBET€ C YETKUM M KOHTPACTHBIM H300paKeHHEM
(TIepBBIC K3EMILTSIPHI UM KX KCEPOKOTMH) Ha 0eJ10if OymMare ¢ MUHUMAaJIbHON BBICOTOM OYKB | 1T (pp 2 MM.
O0Bem nepenaBaeMoro B TEUYCHHE OJIHOTO CEaHca CBSI3U JJOKYMEHTA, BBIIIOJIHEHHOTO Ha Oymare ¢opmara
A4, He TOIDKEH TMPEBBINIATD MSATH JHCTOB.

OTBETCTBEHHOCTh 3a COJIEpXKaHWE HH(POPMALUH, MEPeAaBaeMOl C HCIIOIb30BAaHHEM CPEICTB
(aKCUMIIILHOMU CBSI3U, BO3JIAracTcsl Ha UCIOIHUTEISI, TOJrOTOBUBIIETO (hakcorpamMMy JUis Tiepeiadu.

Oco0eHHOCTH PadOTHI € IJTEKTPOHHBIMHU JOKYMEHTAMHU.
B o0OpasoBarenbHO OpraHn3aluy CO3Aa0TCs U HCIIOIB3YIOTCS:

. JIEKTPOHHBIE JIOKYMEHTBHI, CO3/laBacMble B JIEKTPOHHOU (opme Oe3 mpeaBapUTEIbLHOIO
JIOKYMEHTUPOBaHUS Ha OyMa>KHOM HOCHUTEIIE;
. 3JIEKTPOHHBIE 00pa3bl JOKYMEHTOB, [TOJyYEHHbIE B PE3Y/IbTaTe CKAHUPOBAHUS JOKYMEHTOB

U XpaHsIIIecs B CUCTEME IEKTPOHHOTO JOKYMEHT0000pOTa.

[lpuem u oTHpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYLIECTBIISIOTCS OTBETCTBEHHBIM 32 BEICHUE
JETONPOU3BOACTBA B 00pa30BaTEIILHON OpraHN3aIIH.

DJEeKTPOHHBIE JOKYMEHTBI CO3/al0TCsl, 00pabaThIBAIOTCA M XPAHATCS B CUCTEME 3JIEKTPOHHOIO
JIOKYMEHTO0000poTa 00pa30oBaTeNIbHON OpraHu3alnu.

DJEeKTPOHHBIM JOKYMEHT J0JDKEH ObITh O0(OpMIIEH MO OOIIMM MpaBHiIaM JIEJIONPOU3BOJICTBA U
HUMCTh PCEKBU3HUTBI, YCTAHOBJICHHBIC [JId AHAJIOTHYHOI'O JOKYMCHTA Ha 6YMa)KHOM HOCHUTEIIC, 3a
UCKJIFOYEHUEM OTTHCKA MeYaTu.

I[J'ISI MOATBCPKACHUA MOJAJIMHHOCTHU JICKTPOHHBIX TOKYMCHTOB B 06pa3OBaTCHBHOﬁ opraHu3anvn
UCTOJB3YIOTCS AJIEKTPOHHBIE LU(POBbIe MoAnucH. cmonp3yemble cpeicTBa 3JIEKTPOHHOM HH(POBOIL
MOJIUCH JOJKHBI ObITh CEPTU(PUIIMPOBAHBI B YCTAHOBICHHOM MOPSIKE.

Enununeid  ydera  37I€KTPOHHOTO  JIOKYMEHTa  SIBISIeTCS  DJIEKTPOHHBIM  JTOKYMEHT,
3apErHCTPUPOBAHHBIA B CHUCTEME 3JIEKTPOHHOTO JOKYMEHTOOOOPOTa 00pa30BaTENbHONW OpTaHU3aLlUH.
DNEeKTPOHHBIA JOKYMEHT, UMEIOIINHA NPUI0KEHUS, pETUCTPUPYETCS KaK OJIUH JTOKYMEHT.

[locie  oTHpaBKM  JIEKTPOHHOTO  JIOKYMEHTAa, 3aBEPEHHOTO  JJIEKTPOHHOW  IOANHUCHIO
YIIOJIHOMOYEHHOTO JOJKHOCTHOTO JIMIA, JOCBUIKK aJpecaTy ero KOmMM Ha OyMa)XHOM HOCHTEJe, Kak
MpaBHUJIO, HE TpeOyeTcs, 3a HWCKIIYEHHWEM OTBETOB Ha OOpamieHWsi Tpa)<IaH, IMOCTYIHBIIUX TI0
MH(POPMAIMOHHO-TEIEKOMMYHUKAITMOHHBIM KaHaIaM, Ha KOTOPbIE 3asBUTEITIO IaeTCs MMCbMEHHBIHN OTBET,
HaIpaBJISIEMbIH IO TOYTOBOMY aJIpecy, YKa3aHHOMY B OOpaIleHUH.

VcrnonHeHHbIe 3JEKTPOHHBIE JIOKYMEHTBl CHUCTEMAaTHU3UPYIOTCS B Jiela B COOTBETCTBUU C
HOMEHKJIATYpO# Jen 00pa3oBaTeIbHON OpraHW3allii W MHIEKCHUPYIOTCS B TOPSIKE, YCTaHOBICHHOM B
OTHOILICHUM [IeJI, COCTABJIEHHBIX M3 JOKYMEHTOB Ha OymMaxkHoM Hocurteine. [Ipu cocraBieHHH
HOMEHKJIATYPHI 1] B 3aTOJIOBOK JIeJIa BKIIIOYAETCS yKa3aHnue « IEKTPOHHBIE TOKYMEHTBI».

NupopmanmnoHHasi 0€3011aCHOCTb.

WNudopmannoHHble pecypchl 00pa3oBaTeNbHOW OpraHu3alMd Mo JO0CTYNy (BO3MOXKHOCTH
WCIIONB30BaHUS) TOJPA3JACISIIOTCS HAa OTKPBITYIO (0OMIEIOCTYITHYIO) HH(POPMAILUIO, CIIYKEOHYIO
uHpOpMaIHIO U MH()OPMAIHIO OrPAaHMYEHHOTO pacpoCTpaHeH s (AOCTyIa).

K kareropum oTKpbITONH MH(YOpPMALMK OTHOCUTCS MH(OpMaLUs, CoAepKallasca B JOKYMEHTaxX U
0a3ax JaHHBIX 00pa30BaTENbHOM OpraHM3alUHU, HENOCPEACTBEHHO 3aTparuBaiolias MpaBa U MHTEPECHI
rpakJaH.

K kareropuu ciyxe0HON nHpOpMALIMU OTHOCUTCS MH(POPMALIUs, CoAepKalascs B JOKYMEHTaX U
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0a3ax JaHHBIX 00pa30BaTEIbHON OpraHU3alNy, IpEeAHA3HAYCHHAs 1JIs JOJDKHOCTHBIX JIMI] U PaOOTHUKOB,
IIPU BBIMIOJIHEHUU MMM CBOMX (DYHKIIMOHAJIBHBIX O0S3aHHOCTEH, HE 3aTparuBarollias HampsMylo IMpaBa
Y MHTEPECHI I'PaX/1aH U HE OTHOCSIIAACS K KATErOPUH OIPaHUYEHHOI'O PACIPOCTPaHEHUs (JOCTYIIa).

K kareropuu undopmanuu orpaHUI4€HHOT0 pacIpOCTPaHEHUs (I0CTya) OTHOCUTCS HHOpMaIIHs,
coJieprkaniasics B JIOKyMEHTax u 0azax JTAHHBIX, BKJTIOYAOIIAs CBEJICHUS
KOH(UICHIMATEHOTO XapaKTepa.

Bes undopmarnus, coxepikamiascs B JOKYMEHTax W 0a3axX JaHHBIX, MO YMOJIYAHHIO SIBISIETCS
OTKpBITOH U oOmenocrynHoi. HMckitoueHue coctaBisgeT HHQOpMalMs, OTHECEHHAas K KaTeropusim
CITy€OHOM M OrpaHUUYEHHOTO pacipocTpaHeHus (AocTyna).

Hoctyn mnonbp3oBareneil Kk MHGOpMAUU OTpaHUYMBACTCA IYTEM OTHECeHHs HH(GOpMalUu K
COOTBETCTBYIOLIIEH KaTerOpuM W HAJOKEHHEM Ha HEe COOTBETCTBYIOIIETO Tpuda OrpaHHYCHHS
pacnpoctpanenusi. Mudopmanus orpaHm4eHHOro AOcCTyna cHaOxkaercs rpudom «lms ciayxeOHOro
I10JIb30BAHUS.

[IpaBoM oTHeceHuss HHPOpPMAIMK K KAaTErOPUH OTPAaHHMUYEHHOTO JOCTyMa U HAaJOKEHUs
COOTBETCTBYIOLIErO0 Trpuda o0jgagaer aBTOp JOKYMEHTa II0 COIJIaCOBAHHUIO C PYKOBOIUTENIEM
o0pa30BaTeNbHOI OpraHu3aluu.

JlokymMeHTHpOBaHHAasE ~ MHPOpPMALUs  OrPAaHMYCHHOTO  PACIpOCTpaHeHHs 0Oe3  CaHKIHHU
JOJKHOCTHOTO JIUIIA, YCTAHOBUBIIETO PEKUM OTPaHUYEHHOTO PACIPOCTPAHEHUS 111 JAHHOTO IOKYMEHTA,
HE MOJISKUT pasriialleHuto (pacrnpocTpaHeHuto). IlpegocraBieHue noap30BaTeNsiM A0CTyNa K JaHHOU
nH(OPMALIUK OCYIIECTBIIACTCS UCKIIOUYUTEIBHO MO COTJIACOBAHMIO C YKA3aHHBIM JOJKHOCTHBIM JIMIIOM
IIyTE€M I10/1a4l COOTBETCTBYIOLIEH 3asBKHU.

JIomKHOCTHBIC NUIA, MPUHSBIIME pelleHre 00 OTHeceHWu HH(opmanmu, 3adhUKCUPOBAHHON B
JOKYMEHTE, K KaTETOPHH OTPAaHHMYCHHOTO PacpPOCTPAHEHUS], HECYT OTBETCTBEHHOCTh 32 000OCHOBAaHHOCTb
MIPUHSITOTO PELIECHUS U €r0 COOTBETCTBUE ICUCTBYIOIIEMY 3aKOHOIATEIbCTBY.

Jlnunble nena paOOTHHUKOB, JIMYHBIE KApTOYKA PAOOTHUKOB, TPYAOBBIE KHIKKHA PaOOTHHKOB,
IIPUKa3bl MO JINYHOMY COCTaBY JOJDKHBI XPAHUTHCS B celide UM B METAJUIMYECKOM IIKady.

3anucu B TPYJOBON KHM)KKE MOAMUCHIBAET PYKOBOAMUTENL 00pa30BaTEIbHON OpraHu3aluu. Y4er,
XpaHeHHE W BbIJauy OJAHKOB CTPOrod OTYETHOCTH: IMIIJIOMOB, BKJIAJbIINIEH K HHUM, CBHUJIETEIBCTB,
YAOCTOBEPEHUN BEJIET 3aMECTUTEIb TUpeKTopa. biianku xpansrcs B ceilde.

YcTaHoBKa M SKCIUTyaTalusl IpOrpaMMHOT0 00eCieueHH s, OTYYEHHOTO U3 JFOObIX UCTOUHUKOB U
BBITTOJIHAIONIETO (DYHKIIMH, HE CBSI3aHHBIE HENOCPEICTBEHHO C BHIMOJIHEHHEM pPaOOTHUKAMHU CBOUX
JOJDKHOCTHBIX 00s13aHHOCTEH, KaTeropuyecKH 3arpelieHa.

Best mpencraBneHHasi B 3J€KTPOHHOM BHJIE MHQOpMaIMs, MOCTyHaronias B 00pa30BaTENIbHYIO
OpraHu3aIMIo, B 0053aTEIbHOM MOPSAKE MMOIIECKUT IPOBEPKE aHTUBUPYCHBIMU CPEACTBAMHU.

DJNEeKTPOHHAs OYTa MOXKET UCII0JIb30BAThCS MOJIb30BATESIMU TOJIBKO /111 OOMeHa HHpopMaluei,
OTHOCALIEHCS K KaTErOpUH, OTKPHITOHN U CIIy>KeOHOM. 3anperieHo UCO0Ib30BaTh JIEKTPOHHYIO TOUTY JUIs
nepeaady HHOOPMAINH, OTHOCSIICHCS] K KATETOPUH OTPAaHMYCHHOTO PaCcIIPOCTPAHEHHS.

6. KonTpoJsb 3a ucno/iHeHHeM 10KYMEHTOB

Opranusanust KOHTPOJIS.

Kontposto noanexar Bce 3aperucTpupoBaHHbIE JOKYMEHTHI, TpeOyrolie ncnoiaHenus. Kontpoins
WCIIOJIHEHUS! JOKYMEHTOB BKJIIOYAET: y4yeT, MOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb CPOKOB HCIIOJHEHUS,
HENOCPEACTBEHHYIO MPOBEPKY XO/a UCIIOJIHEHMS, IPOBEPKY KaueCTBa UCIIOJIHEHUS, aHAIN3 PE3YJIbTaTOB
HCIIOJTHEHUSI.

KoHTponb 3a HCIONHEHHEM JIOKYMEHTOB YCTaHABIMBAETCS B IeNAX OOECIeYeHHus HX
CBOEBPEMEHHOTO M Ka4eCTBEHHOI'O HCIIOJHEHUS, TOBBIIICHHUS YPOBHS OpPraHU3aTOPCKON padoThl U
UCIIOJIHUTENIBbCKON JUCIUITIINHBI.

ITpu mocTaHOBKE JOKYMEHTa Ha KOHTPOJIb Ha ITPABOM BEPXHEM I10JI€ JOKYMEHTA JIE1A€TC OTMETKA
0 KOHTPOJIE, KOTOPYIO 0003HAYAIOT CIIOBOM (ILTAaMIIOM) «KOHTPOJIb)

KoHnTpono nouieskar npuKasbl, PEIICHAs COBETOB, a TAK)KE NOKYMEHTBHI, IIOCTYMAIOIMUE HAa UMS
PYKOBOIUTENS 00pa3oBaTEIbHON OPraHU3aIHH.
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Opranuzanys KOHTPOJISI UCTIOJTHEHUS BKIIIOYAET B ceO4:

. [IOCTaHOBKY JOKYMEHTA Ha KOHTPOJIb;

. MOHUTOPHHI UCIIOJIHEHMSI KOHTPOJIbHBIX TOPYYEHUHN JOKYMEHTOB;
. CHATHE UCIIOJIHEHHOI'O TOKYMEHTa C KOHTPOJISA;

. HAIIPABJICHUE UCIIOJHEHHOIO JOKYMEHTA B JIENO.

PykoBoguTenn  CTpYKTYpHBIX  TOApa3feleHuii  00s3aHbl ~ paccMaTpuBaThb  COCTOSIHHE
UCIIOJHUTEJIBCKOM JTUCIMILIMHBI 110 JIOKYMEHTaM C IMOPYYEHUSIMM aIMMHUCTpALK 00pa30BaTEeIbHOM
OpraHu3alfH, a TAKXKE JOKYMEHTHI, TOCTYIUBIINE B aAPEC CTPYKTYPHOTO MOpa3aesieHUs U TpeOyromme
WCIIOJIHEHUS, U OArOTOBKU OTBETA.

JIOKYMEHT CUMTaeTcsi MCIIOJIHEHHBIM, KOI/Ia PEIIEHbl OKOHYATEJIbHO BCE IIOCTABIIEHHBIE B HEM
BOIPOCHI U COOJIIOJICHBI CIEIYIOIUE CPOKHU:

. €CJIM B JOKYMEHTE IOCTaBJIEH CPOK UCIIOJIHEHUS — B YKa3aHHBIN CPOK;

. JOKYMEHTBI 0€3 yKa3aHusl CpOKa UCIOJHEHUS — B MECSIUHBIN CPOK;

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

. nopy4eHus 6e3 yKkazaHusi KOHKPETHOH J1aThl UCIIOJHEHUsI — B MECSUHBIM CPOK;

. C IIOMETKOH «onepaTuBHO» — B 10-IHEBHBIN CPOK;

. 10 0OpaleHUsAM IpakJaH, TPEeOYIOIIHUM JOMOIHUTEIBHOIO U3YUYEHUsI U MPOBEPKU, — 110

OJIHOTO MEcs1a CO THSI PETUCTpallny, 110 OCTaIbHBIM — HE Oosee 15 nHeil.

Cpoxk ucuuCsieTcs: B KAJICHIAPHBIX JHSAX C JIAThl MOIIMUCAHUS TOKYMEHTA.

Ecnu mocneanuii 1eHb UCMIONHEHUS JOKYMEHTa MPUXOIUTCS Ha HepaOO4yuil AeHb, OH MOJJICKUT
WCIIOTHEHUIO B MPEIIECTBYIOMINI eMy pabounii JeHb.

[Tpy HE0OXOAMMOCTH TMPOJJICHUS CPOKA HCIOJHEHUS AOKYMEHTa OTBETCTBEHHBIA HCIOIHUTENb
MpEACTaBISIET Ha HMS PYKOBOJAUTENS OOpa3oBaTeNbHON OpraHW3allMM, [aBIIEr0 IOpYYEHUE,
MOTHBHUPOBAHHYIO MPOCHOY O €ro MpoJUICHUU He TI03/IHEe YeM 3a TPH JHS 10 UCTEUEHHUS YCTaHOBJICHHOTO
CpOKa, C 4eM CBOEBPEMEHHO Iepenaercss MHpopMalus B MPUEMHYIO PYKOBOJUTENs 0Opa3oBaTeIbHOU
OpraHU3aLuu.

ITopsinok cHATHSA JOKYMEHTOB C KOHTPOJIS.

JIOKYMEHTBI CHUMAIOTCSI ¢ KOHTPOJIS, €CJIU PEIICHbI TIOCTABJIEHHBIE B HUX BOIMPOCHI UM aBTOpaM
JlaH OTBET I10 CYLIECTBY.

Ecnu no paspemaemMoMy BOIPOCY OXKHJIA€TCsl OTBET, TO OH BMECTE C KOIMEHW OTBETA 3asBUTEIIIO
MO’KET HaXOIAUTHCS Y UCIIOJTHUTENS HAa KOHTPOJIE.

[TpoMexKyTOUHBII OTBET, paBHO KaK M 3alpoc MO HCIOJIHSIEMOMY JOKYMEHTY WJIM YacCTUYHOE
UCIIOJIHEHUE MOPYUYEHHUS], HE SIBJISETCSI OCHOBAHMEM JUIsl IPU3HAHUS JOKYMEHTA UCIIOJIHEHHBIM.

CHATh AOKYMEHT C KOHTPOJISI MOXKET TOJBKO JOJDKHOCTHOE JIMIO, KOTOPOE IOCTaBUJIO €ro Ha
KOHTPOJIb.

OcHoBaHMEM [UIsI CHSTHSL C KOHTPOJS JOKYMEHTOB C MOPYYEHHSIMHM pPYKOBOIMUTENS
o0pa30BaTeNbHON OpraHu3alK SBISETCS JOKYMEHT — OTBET, IMOAMNHMCAHHBIM PYKOBOAMUTEIEM, €ro
3aMecTHUTeNeM, MO0 crpaBka 00 HCIOJHEHUH JOKYMEHTA 3a IMOANUCHI0 PYKOBOAUTENS CTPYKTYPHOTO
IOIPa3CIICHUS.

Ecnu Bce mocraBieHHbIE B IOKYMEHTE BOIIPOCHI PEIIEHBI B OTIEPATUBHOM MOPSAIKE, 0€3 OrOTOBKU
MMMCbMEHHOTO OTBETa, UCIOJHUTENb Ha JIOKyMEHTE JENaeT KpaTKyI 3alliCh O PEIIeHUH BOIPOCaA,
YKa3bIBAET J1aTy U MOJINUCH, II0CJIE YETO JOKYMEHT ITOMEIIAETCS B JEII0.

7.Y4eT n XpaHeHHe nevyarei, IITAMIOB U 0JIAHKOB.

OO0s13aTeNIbHOMY YYETY TOJUIeKAT BCE BUJIBI MeUaTed M IITaMIOB, OJaHKU CTPOTOM OTYETHOCTH,
KOMaH/IUPOBOYHBIC yIOCTOBEPEHHUS, CITY>KCOHBIC 3a/IaHUsI, TPYIOBbIC KHUKKH.

Ydyer Bcex medaTedl M IMITAMIOB, MMEIOIIUXCS B 00Opa30BAaTENbHOM OpraHW3allid, BEIETCS B
CIeNUAIBHOM XypHaJe (npunosicenue 2).
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KypHansl ydera BKIIIOYAIOTCS B HOMEHKIATYpy Aeil. JIMCTBI MX HyMepyroTcs, MPOIINBAIOTCS U
OIIEYaTBIBAIOTCA.

[TeuaTy ¥ mWITAaMIBI TOJDKHBI XPAHUTHCS B ceii(pax MM METaNTMIECKUX MIKadax.

OTBETCTBEHHOCTD 3a XpaHEHHUE U UCIIOJIB30BAHUE IT€YaTeH, NITAMIIOB HECYT JIMLA, OTBETCTBEHHBIC
3a BEJICHUE JIEJIO0IPOU3BOJICTBA.

VYHUuTOXKEHNE OTaHKOB POU3BOAMTCS 110 aKTy C OTMETKOI B COOTBETCTBYIOLIMX JKypHaJIaX ydera.

IleyaTu ¥ WITaMIIBI YHUYTOXKAIOTCA 110 aKTY.

[IpoBepka Hamuuus Mevareid, IITaMIOB M OJAHKOB, a TaKKe IOpAAKAa HX XpaHEHUs U
HCIIOJIb30BAaHUs IIPOU3BOAMUTCS KOMHUCCHEH HE PEKE OJHOIO pa3a B I'OJ OJHOBPEMEHHO C IIPOBEPKOM
COCTOSIHUS I€TIONIPOU3BOJICTBA.

8.CocTraBiieHHe HOMEHKJIATYPHI jel.

Homenknarypa ngen - 3To o00s3aTeNnbHBIA AN KaXI0M 0Opa3oBaTenbHOM OpraHu3aluu
CHUCTEMAaTU3UPOBAHHBIN MEpEUCHb HAMMEHOBAHUH (3ar0JIOBKOB) 1€, KOTOPBIE (DOPMUPYIOTCS C YKa3aHUEM
CPOKOB XpaHeHus e (npunosicenue 4).

Homenknarypa nen nmpenHa3HaueHa JUIsl YCTAaHOBKM B 00Opa30BaTEIbHOW OpraHU3alMU €IUHOTO
nopsaaka (GopmupoBaHUS €N, OOECHeueHuss WX YydeTa, OMNEPAaTUBHOTO IOUCKA JTOKYMEHTOB IO HX
COJIEP’KAaHUIO U BU]Y, OIIPEJICIICHNUS CPOKOB XPaHEHMsI 1€ U SIBJISIETCSI OCHOBOM ISl COCTaBJICHUs Onucei
JIeJT IOCTOSIHHOTO U JUIUTeNbHOro (cBbime 10 eT) XpaHeHus, a Takxke A7 ydeTa Jei BpeMeHHoro (g0 10
JIET BKJIFOYUTEIBHO) XpPaHEHUS.

B rpade 1 HOMEHKIATypbl A€l MPOCTABISIOTCS HWHACKCHI KaXKIOro Jeja, BKIOYEHHOTO B
HOMeHKnatypy. WHpoekc  gema  coctour w3 uugpoBoro  0o0O3HAUYEHHUS W3 LITATHOIO
pacnucanust 00pa3oBaTeNbHON OpraHu3anuu (KojJa) W TOPSAKOBOTO HOMEpa 3arojoBka Jiena Iio
HOMeHKJ1atype. Hekcsl nen 06o3HavgatoTes apaOCKUMH g pam.

ITpumep —

12-05, roe 12 — obo3Hauenue (kox), 05 — TOPSAAKOBBIM HOMEpP 3arojioBKa Jelia B pasjere
HOMEHKJIaTyphlI JIell.

B rpade 2 HoMeHKIaTypBI €1 TPOIUCHIBAIOTCS 3aTOJIOBKH JIE.

3aroJ0BOK Jiefia JIOJKEeH YeTKO B CkaToi 000011eHHOM (popme 0ToOpakaTh COCTaB U COJIEpKaHUE
JIOKYMEHTOB JieJIa.

B 3arojoBkax JNMYHBIX M JPYrUX JeJ, COoJepXKalluX JOKYMEHThl IO OJHOMY BOIPOCY,
ynotpebasercs repmut JEJIO.

B 3aromoBkax nen, coaepiKaluxX IUIAaHOBO-OTYETHYIO JOKYMEHTAIUIO, YKa3bIBa€TCS MEPUOJ
(Mecs1, KBapTal, MOJYTOAHE, TOA), B KOTOPOM IUIAHUPYETCS CO3JlaHUE JOKYMEHTOB WJIHM IEPHOJ HX
(aKTUYECKOTO BBITTOJIHEHUSI.

Bo Bpemsi pa3mMeleHus 3arojioBKOB JieJ B HOMEHKJIAType YUUTBHIBAETCSI BaXXHOCTh JIOKYMEHTOB,
BKJIIOYEHHBIX B [I€J0, MX B3aUMOCBs3b. B Hauane pacnosiararoTcsi 3aroJioBKM Jie1 B OTHOLIEHUU
JOKYMEHTOB, TOCTYNHMBIIMX OT OPraHoB BBICHIETO YypPOBHS, Jajee - [0 OpraHU3alMOHHO-
pacnopsiANTENbHON TOKYMEHTAILIMH, IIJIAHOBO-OTYETHOM JJOKYMEHTAIUH, IEPENUCKE, YIETHO-CITPABOYHBIM
BUJIaM JOKYMEHTOB. B Ka)xa0l M3 3THUX TPYII TOKYMEHTHI TaKXKe Pa3MeIlaloTCs ¢ Y4€TOM 3HaYUMOCTH U
CPOKOB XpaHEHHUS.

I'pada 3 HOMEHKIIATYpHI A€M 3aMOJHSAETCS B TEUEHHE KAJICHJapHOIo roja — npu GopMUpOBaHUU
HOBOTO JI€Na, IIPU 3aKPBITUU J€JIa U 10 OKOHYAHUU KaJICHIapHOTO To/1a.

[To noctmwxenun nenom odbeMa B 250 JMCTOB, TOM 3aKpPBIBAETCS U OTKPHIBA€TCS HOBBIA TOM. B
rpade mocnea0BaTeNbHO YKa3bIBAIOTCS HOMEpa TOMOB M KpallHUE AaThl TOKyMEHTOB KaXJI0T0 TOMA.

ITpumep —

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

DNEeKTPOHHBIE Jiefla Ha TOMAa He pa3lieistoTcs. Bee anekTpoHHbIe TOKYMEHTHI, HE3aBUCHUMO OT MX
00beMa, BKIIIOUAIOTCS B O/THO 3JIEKTPOHHOE JETIO.

B rpade 4 yka3piBaeTCcs CpOK XpaHEHHUS Jejia, HOMEpa CTaTeil 0 TUITOBOMY WJIM BEJOMCTBEHHOMY
nepevHto, (efeparbHOMY 3aKOHY WM HHOMY HOPMaTHBHOMY IIPAaBOBOMY aKTY, a IIPU UX OTCYTCTBUU — IO
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TUIIOBOM WJIM IPUMEPHON HOMEHKIIAType Jell.

B rpade S «IIpumedanne» ykas3blBarOTCA ClIELIAAIbHBIE CPOKH XPAHEHM S, IPOCTABIIAIOTCS OTMETKH
0 3aBEJICHUM JeJl (B TOM YHUCIIE B AJIEKTPOHHOM BH/JIE), O BBIACIICHUN JI€]1 K YHUUTOKEHUIO 110 UCTEUEHUU
CPOKOB HMX XpaHEHHUs, O MECTe XpaHEHUs INOJIMHHUKOB JOKYMEHTOB, O Ilepelade el B JAPYryro
OpraHU3aIMIo IS IPOJOJDKEHHS U Ap. B rpade memarorcss oTMETKH 0 MEPEXOISsIIUX JIeIax ¢ yKazaHHeM
CTaporo MHJEKCca JeJla B CIIy4ae ero U3MEHEHUS.

ITpumep —

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

[To nenam, KOTOphIe TMO KAaKMM-THOO MPHYMHAM B TEYEHHUE ToJa HE 3aBOAMINCH, B rpade
«[Ipumedanne» HOMEHKIATYpHl JeI Jenaercs 3anuch —«Jlemo He 3aBoxmiocky». [Ipy stom B
rpade 3 mpocTaBIIeTCs MPOUYEPK.

ITo oxoH4YaHMM roja B KOHIIE HOMEHKJIATYPBI J€1 JENAaeTCs WUTOroBas 3aluch O KOJIUYECTBE
3aBEJICHHBIX /€l (TOMOB).

9. ®opmupoBaHue u opopmiIeHHE TeJ1.

DopMHupoOBaHHeE JeJ1.

@dopmupoBaHue A€l - 3TO TPYNIHUPOBKA UCIIOJHEHHBIX JIOKYMEHTOB B JI€lda B COOTBETCTBHU C
HOMEHKJIATypOU JIedl.

Bo Bpems popmupoBanus sien cieayeT NpuaAepKUBaThCsl TaKUX OOLIMX MPaBUIL:

- MOMENIAaTh B JeJia TOJIBKO HCIIOJIHEHHBIE JOKYMEHTHl B COOTBETCTBHH C 3arojOBKaMu el B
HOMEHKJIATYpE;

- IpYHIHUPOBATh B JIeJ1a JOKYMEHTHI, BHIIIOJHEHHBIE B TEUEHUE OHOT0 KasieHapHoro roja (01.01-
31.12), 3a uckIt0OUEHUEM NEPEXOAAIINX 1€ (BEAYTCA B TEUEHUE HECKOJIBKUX JIET), TMUHBIX JEJ;

- MoMeulaTh B Jefla TOJbKO OpPUTMHAIBI WM, B ClIydae€ HMX OTCYTCTBHUS, 3aBEpCHHbBIC B
YCTaHOBJICHHOM TIOPSIJIKE KOTIHU JIOKYMEHTOB;

- He JIOMYCKaTh BKJIIOYCHHs B JieJa YEPHOBBIX, JIMYHBIX JOKYMEHTOB, Pa3MHOXKEHHBIX KOMHUI U
AOKYMCHTOB, MOJJICKAIIMUX BO3BpaTy, pasACJbHO TPYINIUPOBATL B ACJIa JOKYMCHTBI IOCTOSHHOI'O U
BPEMEHHOT'O XpaHEHUS;

- 10 00beMy JIeJI0 He TOHKHO TpeBbimath 250 nuctoB (30-40 MM TOJIITUHON).

PacrionoxxeHue TOKyMEHTOB BHYTPHU JeNl MPOU3BOJUTCS B XPOHOJOTHUECKOM MOpsAKe, NpU
KOTOpPOM HanOoJjiee paHHUE TOKYMEHTHI paclioiararoTcs B Hadase Jena.

[TonoxeHus, mpaBuia, MHCTPYKIMU U T. M., YTBEPKICHHBIC PACTIOPATUTEIbHBIMU TOKYMEHTAMU,
TPYIIIUPYIOTCS BMECTE C YKa3aHHBIMU JTOKYMEHTaMHU.

[Tpuka3bl MO OCHOBHOHM JesSTeNbHOCTH (OPMHUPYIOTCS OTAECNBHO OT MPHUKA30B IO KaJpPOBBIM
BOIIpocaM (JTUYHOMY COCTaBY) (Ha3HAUYCHHE, IepEMEIICHIE, YBOJIbHEHNE COTPYAHUKOB) U OT MIPUKA30B 00
OTITyCKaX, KOMaHIUPOBKAX H T.1.

[TpoToKOITBI 3ace1aHmil KOJUIETHATFHBIX OPTaHOB 00pa30BaTEILHON OpraHU3aIuy TPYIIITAPYIOTCS B
JieNia B XPOHOJOTHYECKOM TMOPSAIKEe W MO0 HOMepaM B Mpelenax KajdeHAapHoro roaa. JloKyMeHTHI K
3acelaHusIM YKa3aHHBIX OPTraHOB CHCTEMATH3HPYIOTCS TI0 JaTaM W HOMEpaM IPOTOKOJIOB, a B Ipe/eiax
TPYIIIBI JOKYMEHTOB, KOTOPBIE KAaCAl0TCsl OJJHOI'0 IPOTOKOJIA, - IO TIOBECTKE JIHS 3ace/laHUsl.

[Tepenucky ciemyeT rpynmupoBaTh B JieNa 3a IIEPHOJI KAJICHIaPHOTO To/1a. B nemo nepenucku
MOMEIIAIOTCS BCE JOKYMEHTHI, BO3HMKILIUE B XO/1€ pelieHus Bonpoca. [lepenucka cucremarusupyercs B
XPOHOJIOTUYECKOH ITOCIIEI0OBATEIFHOCTH; TOKYMEHT OTBET TOMEIIAETCS 32 TIOKYMEHTOM-3aIIPOCOM.

Odopmienue aeJ.

Jena o0Opa3oBareiabHONW OpraHu3alMMu MoJUIekaT O(QOPMIICHHIO TPH HX 3aBEIEHUU U TIO
3aBEepIICHUH roja.

Odopmienue aema — MOATOTOBKA Jejla K XPaHEHUIO BKIIOYAEeT B ce0S KOMIUIEKC paboT 1o
OIMMCAHUIO A€JIa Ha O6JIO)KK€, MNOAIIMNBKE, HyMEpallUun JIUCTOB U COCTABJICHUIO 3aBCpHTeHBHOﬁ HaAIINCH.
Odopmrenue aen npoBOAUTCS pabOTHUKAMU OpraHU3aluy, B 005S3aHHOCTH KOTOPBIX BXOIUT 3aBECHUE U
dbopMupoBaHHe Jel, TPU METOIWYECKOW IOMOIMM M TMOJ] KOHTPOJEM OTBETCTBEHHOTO 3a apXuB
o0pa30BaTeNbHON OpraHu3aluy.
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B 3aBucuMocTH OT CPOKOB XpaHEHUS TIPOBOJUTCS MOJTHOE UM YACTHYHOE O(hOPMIICHUE JISI.
[TonmHOoMy oopMmIIeHHIO TOATNIEXKAT Aelia MOCTOSIHHOTO, BpeMeHHOTO (cBbiie 10 siet) xpanenus (1o
JMYHOMY COCTaBY, JIMYHBIE JIeJIa YBOJIEHHBIX paO0oTHUKOB). [lonHOE 0dopmiieHHe fena nperycMaTpruBaeT:

. MOJIIIUBKY HJTH TBEP/IbIi MEPEIUIeT Aea;

. HYMEpAIIHIO JIUCTOB B JICIIC;

. COCTaBJICHUE JINCTA-3aBEPUTEIIS;

. cocTaBlieHHEe B OCOOBIX ciydasx (mpu OGOPMIICHHHM JUYHBIX e, A ydeTa 0co0o
[ICHHBIX JOKYMEHTOB) BHYTPEHHEH OMKCH JTJOKYMEHTOB JI€j1a;

. BHECEHHE HEOOXOMMBIX YTOYHEHUH B PEKBU3HUTHI OOJIOKKH Jiea (YTOUHEHHE Ha3BaHUS

MoApa3AesICHNs], MHJIeKCa U 3aroJIOBKa Jiena, ATkl Ieja U JIp.).

Jena BpemenHoro (10 10 jieT BKIIOUMTEIHHO) XpaHEHUS MOIJIEKAT YaCTUYHOMY O(QOPMIICHHUIO.
Honyckaercs:

. XPaHUTh ACJIa B CKOPOCIIHNBATCIIAX

. HC MMPOBOJUTH NEPECUCTEMATU3AINIO JOKYMCHTOB B ACJIC,
. JIMCTHI ACJIa HC HYMEPOBATh,

° 3aBCPUTCIIbHBIC HAAIIUCHU HC COCTABJIATD.

JIOKyMEHTBI, TIOJUIeXKAIIHE MTOJTHOMY O(QOPMIICHHIO, MOIIIMBAIOT Ha YETHIPE MPOKOJa B TBEPIYIO
O0JIOXKKY M3 KapTOHA WM MEpeIUIeTaloTCsl C Y4eTOM BO3MOXKHOCTH CBOOOJHOIO UTEHMsI TEKCTa BCEX
JOKYMEHTOB, JaT, BM3 M pe3omonuii Ha Hux. [Ipu noaroroBke nen K MNOAIIMBKE (MEpEIUIETY)
METAJUINYECKHE CKPEIUIeHUs (CKOOBI, CKPENIKN) U3 TOKYMEHTOB yAAISIOTCA. J{es1a MoCTOSHHOTO XpaHeHus,
COCTOSIIIINE U3 HE(POPMATHBIX JJOKYMEHTOB, XPAHSTCA B 3aKPBITHIX TBEP/IBIX MAKaX ¢ TPEMs KJIallaHaMu U
C 3aBsI3KaMH.

[Tpy Hanuuuu B Jese HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (TPYAOBBIX KHMXKEK U JIp.) 3TU
JOKYMEHTBI BKJIa/IbIBAIOTCS B KOHBEPT, KOTOPBIH 3aTeM MOALIUBAETCSA B 3TO Jeio. [Ipu Hannuuu 60JbIoro
KOJIMYECTBA TAKUX JOKYMEHTOB OHU MOT'YT U3BIMAThCsl U3 €I, U HA HUX COCTABJISAETCS OTAEIIbHAS OIUCH.

B xoHI1Ie Ka)x/10r0 Jena MOAMUBAIOTCS YUCTbIe OJIaHKU (OPM [T 3aBEPUTEIbHOIN HAIMMNCH.

B mensx oOecnedyeHuss COXPaHHOCTH M 3aKpeIUIEHUs MOPSAJKa PaCHOIOXKEHHUS IOKYMEHTOB,
BKJIFOYEHHBIX B JIEJIO, BCE JIUCTHI, KPOME 3aBEPUTEIBHOT0, HyMEpYIOTCs apaOCKuMu nudpamMu B IpaBoM
BEPXHEM YTIIy, HE 3aJieBasi TEKCTa JOKYMEHTA, IPOCThIM IpapuuecKkuM KapaHJalloM WJIH HyMEpPaTOPOM.
YnorpebiieHue YepHUII ¥ LIBETHBIX KapaHalie /Ui HyMepaluy JUCTOB 3ampeniaercsi. BHyTpeHHss onuch
MMEET CAMOCTOATEIbHYIO HYMEPALIUIO.

JIucTel e, coCTOAIMX U3 HECKOIBKUX TOMOB MJIM YacTed, HyMEPYIOTCS 110 KaKAOMY TOMY WU
4aCTH OTIENBHO.

dororpaduu, uepTexH, JAUATPaMMBl U JApYyrUe MIUIIOCTPATUBHBIE U  creuupuyeckue
JOKYMEHTBI, IPECTABIISIOIINE CAMOCTOATENBHBIN JINCT B Jielle, HyMEPYIOTCSI Ha OOOPOTHOW CTOPOHE B
JIEBOM BEPXHEM YTIIy.

CIo’KeHHBIN JINCT pa3BOPayMBAETCSl U HYMEPYETCs B IpaBOM BepxHeM yray. IIpum stom nmcr
moboro popmara, HOIIIMTHIN 3a OJUH Kpaid, HyMepyeTcsl KaK OJMH JICT; JIUCT, CJI0KEHHBIA U MOIINTHIHA
3a CepeuHYy, MOUICKUT MEPEIINBKE U HyMEPYETCsl KaK OJUH JIUCT.

[TogmnTeie B €70 KOHBEPTHI C BIOXKECHHSAMH HYMEPYIOTCS; NPH 3TOM BHAadajle HyMEpyeTcs
KOHBEPT, a 3aT€M 04E€PEIHBIM HOMEPOM KaKJ10€ BIIOKEHUE B KOHBEPTE.

[TonmmTeie B 1€J10 TOKYMEHTHI C COOCTBEHHOM HyMepalueil TUCTOB (BKJII0Yas eyaTHbIE U3AaHUS)
MOTYT HYMEpOBaThCS B OOLIEM MOpPAIKE WIM COXPaHATh COOCTBEHHYIO HYMEpAallWIo, €ClIM OHa
COOTBETCTBYET IOPSAIKOBOMY PACIIOJIOKEHHIO JINCTOB B JIENIE.

B cnyuasx oOHapyxkeHHs OOJbIIOTO0 4YHCIa OMMOOK B HyMepaluH JHCTOB Jela B
JCJIONPOU3BOJCTBE NPOBOAUTCS MX IepeHymepauus. lIpm nepeHymepanuu JIMCTOB CTapele HOMeEpa
3a4EepPKUBAIOTCA OJHOM HAKJIIOHHOM 4YEepTOM W PSIJAOM CTABUTCA HOBBIM HOMEDP JIMCTA; B KOHIE Jeia
COCTaBJISIETCSI HOBAs 3aBEPUTEIIbHAS HAAMNCh, IIPU 3TOM CTapas 3aBEPUTEIIbHAS HAIUCh 3a4€PKUBACTCS,
HO COXPaHseTCs B JEIIe.

Jlis yyera KoJM4ecTBa JIMCTOB B Jielie U (PUKCAalUM OCOOCHHOCTEH MX HyMepaluH COCTaBISIETCS



31

3aBepuTeNbHAs Haanuch Aena. OHa cocTaBigercs B JAele Ha OTAEIbHOM JIMCTE — 3aBEpUTENE Jena.
3aBepuTenbHAast HAMUCH COCTABIISIETCA 110 YCTAaHOBIICHHOM (popme.

Bce nocnenyromnye n3MeHeHNs B COCTaBE U COCTOSIHUM Jieia (IIOBPEKICHMS, 3aMEHa MOJIMHHBIX
JOKYMEHTOB KOMUSIMHU, MPHUCOCAMHEHHE HOBBIX JOKYMEHTOB M T.[I.) OTMEYAIOTCS B 3aBEPUTEIHHOM
HAJIIUCU CO CCBIJIKOM HA COOTBETCTBYIOIIMN aKT.

OO6nokKa Jes1 TMOCTOSIHHOTO, BpeMeHHoro (cBaimie 10 yieT) XpaHeHus U MO JIMYHOMY COCTaBy
odopmIIsieTcs o YCTaHOBICHHOU (hopMe.

Ha 0650)xke e moCTOSSHHOTO XpaHeHUsl BBEpPXY MpeAycMaTpUBaeTCsS MECTO JJIsi HAUMEHOBaHUs
rOCYJapCTBEHHOTO apXHBa, B KOTOPBIA OHU OYyAyT mepenaHbl, a TaKKe apXUBHOrO mmdpa B IpaBoOM
BEPXHEM U JIEBOM HIDKHEM yTJIax.

[Tpu odpopmnennn o610xkKu Aen HauMeHoBaHue 11IKobl yKa3pIBaeTCs MOTHOCTHIO MO yCTaBy, B
MMEHUTEJILHOM MaJIexke, COKpAIllEHHOE Ha3BaHHe — B CKOOKax.

OO0s3aTeNbHBIME PEKBU3UTAMH OOJIOKKHM JIea SBISETCS YKa3aHUE KOJHMYECTBA JIMCTOB B JIENE,
KOTOpOE MPOCTABIISETCSI HA OCHOBAHUU 3aBEPUTEIILHOM HAIIIUCH JIeia, U CPOKa XpaHEHHs Jena (Ha JIenax
MOCTOSTHHOTO XPaHEHHsI MUIIETCS: «XPAHUTh TOCTOSTHHOY), KOTOPBI MEPEHOCUTCS] Ha OOJIOXKKY Jera U3
HOMEHKJIATYPHI IOCJI€ CBEPKHU €ro M0 CPOKAM XPAHEHUs B MEPEUHE.

s ydera TOKYMEHTOB OIPEACIICHHBIX KaTeTOPUM JIeNl MOCTOSTHHOTO W BpeMeHHOro (cBbime 10
JIET) XpaHEeHUs], Y4eT KOTOPBIX BBI3bIBACTCS CHENU(UKON JaHHON JOKYMEHTaluuu (JIMYHBIE Jiena, 0co00
LIEHHBIE), COCTABIISIETCA BHYTPEHHSSI OIUCh IOKYMEHTOB Jea.

BHyTpeHHI010 0nTUCh HEOOXO0IMMO TaK>Ke COCTABIIATH B JiefiaX MOCTOSHHOTO U BPEMEHHOTO (CBBIIIIE
10 7ner) xpaHeHHs, CPOPMHPOBAHHBIX IO PA3HOBUAHOCTSAM JIOKyMEHTOB, 3arojIOBKHM KOTOPBIX HE
PacKpbIBalOT KOHKPETHOE COJIEpKaHUe JOKYMEHTOB.

BHyTpeHHSISI OnHMCh COCTaBISeTCS HAa OTACIBHOM JIMCTE 1O YCTAaHOBICHHOH (opme, KOoTopas
COJICP’KUT CBEIEHHUS O MOPSJIKOBBIX HOMEpax TOKyMEHTOB Jela, MX HMHIEKCaX, Jarax, 3arojoBKax M
HOMepax JIMCTOB JIeN1a, Ha KOTOPBIX PACIIOI0KEH KaXKIbIi TOKYMEHT.

K BHyTpeHHe# omnucH Jena cCOCTaBisIeTCs UTOTOBas 3aMuch, B KOTOPO# yka3biBaeTcsl IubpamMu U
MIPOIHUCHIO KOJMYECTBO BKIOYEHHBIX B HEE JOKYMEHTOB U KOJIMYECTBO JIMCTOB BHYTPEHHEH OIUCH.

BHyTpeHHsI1 ONNCh NOANMCBHIBAETCS €€ COCTaBUTENIEM C YKa3aHUEM JIOJDKHOCTH, IOJIHUCH,
pacirn(poBKY MOAMUCU U HYMEPYETCSI B JIe€ OTAEIBHO.

10.XpaHeHue ¥ yHUUTOKEHHE JOKYMEHTOB.

JlokyMeHTBl (enma) ¢ MOMEHTa co3JaHus (MOJydeHus) WM (QOPMHUPOBAHUS XpaHITCS B
OpraHu3alMK 0 epeayl apXUBHOMY YUPEKICHHUIO.

PykoBoauTens oOpazoBaTenbHON OpraHu3aliii U CIeuaibHO Ha3HAYEHHOE IO (JIUiia) 00s13aHbI
o0ecreynTh XpaHeHHE TOKYMEHTOB U JIe.

Jlena NOJDKHBI XPAaHHUTHCS B BEPTUKAIHHOM IOJIOKEHHH B IIKadaX, KOTOpPBIE 3aKphIBaroTcs. Ha
KOpemIKax 00JI0KeK Je1 YKa3bIBalTCsl HoMepa JIell.

Bbimaua nem BO BpeMEHHOE IIOJIb30BaHHME paOOTHHKAM 00pa3oBaTEIbHON OpTraHU3aINH
OCYILECTBISIETCS C YCTHOTO pa3peleHNs er0 PYKOBOIAUTENS, a APYTUM YUPEKIESHUSIM - C €r0 MUCbMEHHOTO
paspernieHus. Ha BeITaHHOE J1EJI0 COCTaBIseTCS KapTOUKa - 3aMEHHUTENb. B KapTouke yKa3bIBAaIOTCSI HOMEP
Jieria, 3aroJI0BOK JIelia, JaTa ero BbIIauH, JIUI0, KOTOPOMY JEJI0 BBIJAHO, JaTa ero BO3Bpara, MOJIIMUCH JIULI,
KOTOPBIE BB U IPUHSUIIA JETIO.

[TpenocTaBnenue e BO BpEMEHHOE MOJIb30BaHKUE OCYIIECTBISIETCS He 0oJiee YeM Ha OJMH MECHIL.

W3bsiTHE TOKYMEHTOB M3 JIe)Ia IIOCTOSTHHOTO XPpaHEHHsI 3arpeniaeTcs. B HCKITFOUNTEeNbHBIX CITydasx
U3BATHE JIOKYMEHTOB JIOMYCKAeTCSd C pa3pelleHUss PYKOBOIUTENS 00pa30BaTENbHOM OpraHu3aliu C
00s13aTeIbHBIM OCTaBJIICHUEM B JIeJIE 3aBEPEHHBIX JODKHBIM 00pa30M KOIHH.

[Tocne oxkoHuUaHHsI CpOKa XpaHEHHs JOKYMEHTOB, KOTOpbIE HE IMOMJIEXKAT Ieperadye apXHBHBIM
YUpEXKJIEHUSAM, TOKYMEHTHI CIIUCHIBAIOTCS KOMHUCCUEH 00pa3oBaTeNbHON OpraHu3alliu MO MPOBEIECHUIO
HKCHEPTHU3bI LIEHHOCTH IOKYMEHTOB, KOTOPYIO Ha3HayaeT PyKOBOJIUTENIh 00Pa30BaTeIbHOW OpraHn3aIuy.
Ha cnircannyio JOKyMEHTAIMIO SKCIIEPTHAsE KOMUCCHS COCTaBIISIET COOTBETCTBYIOIIMIM aKT.

CrincanHasi JOKyMEHTAIUs YHUITOXKACTCSL.
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[Tpunoxenue 1

K MHCTPYKLIMM 10 BEJCHUIO JI€JI0BOU

JOKYMCHTallUH

IIpumepnas ¢gopma xxypHaja yuera nedyareii U liraMminoB
o0pa3oBaTe/ibHOI OPraHU3anNu

Pesyabrarsl .
HaumenoBanue N OTTHCK nevaTeit
HaumenoBanue eKeroAHoM
MoJApa3aeieHus, OTMeTKa 00 (ITamMmnos)
ne4yaTu OTtTHCK NPOBEPKHU
AOJIZKHOCTh Hoanuce, B YHUUTOKEHUM, | IS
Ne ni/m | (TamMna), MHUIUATO | IEYATH HAJIMYNSA Mpumeyanue
noJryyarteJisi v MOJIyYeHHUH, 1aTa . HOMep YHUYTOKEHHS,
p 3aka3sa, mTamMIa) nevarei
bamumus aKTa u jaara aara
AaTa NOCTYNJICHUs U ITAMIIOB,
noJry4arteJst BO3BparTa
AaTa NPOBEePKH
1 2 3 4 6 7 8 9

I1o ocHOBHOII 1eTEeJIHLHOCTH

Ipumepnas ¢popma Knuuru/ ;xypHasa perucTpauuy NpuKa3on
00pa3oBaTe/IbHON OPraHU3aluH.

Hara Cpok OT1meTKa 00 UCTIOJTHEHUH
Ne Homep
Coaep:xkanue HUcnoaHureab |[MCrmoJIHeHUs!
n/n NnpuKa3a
npuKasa
O nposeneHnn 30.08.2022  [CHAT ¢ KOHTpOIIA
1 25.08. 74-0 KOMIUIEKTOBAHHS | o/ 30.08.22
2022 Me1arorH4eCKux
KaJIpOB




ITo kagpoBBHIM BOpocam

33

JI\:‘?H [dara npuka3za | Homep npuka3za Bupa npuxa3sa ®UO corpynHnka OcHoBaHuUe
1| 141022 77-K Tpuem KO HI 1}(() 2252(2”
ITo kOHTHHIeHTY 00y4aroIuXxcs
13‘:[ Jlara npukasa nlgﬁﬁ:l;a Bua npukasa ®U obdyuyaromerocs OcHoBanue
1 28.09.2022 35-V 3auucieHue OU i:ﬂ;;%glgog;ﬂnmneﬁ
No 46
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[Tpunoxxenue 2
K MHCTPYKIIMHU 10 BEICHUIO JI€JI0BOM
JOKYMEHTaluu

IIpumepHas ¢popma Knuru/ ;KypHaJia perucrpanuu pacnopsizkeHui
00pa3oBaTeIbHOM OPraHU3alMU.

Ne ni/n Hara Homep ConensKamnie KTo moanmcan Cpok ucnosiHennsi| Ormerka 00

- PACHOPSIZKEHUS | PACITOPAMKCHUSA aep a HCITIOJIHCHUUN
®.10. O noeszne yuanmxcs Cua ¢
1 20.10.22 37-P o SKCKI‘ z;lmm 22.10.22 KOHTPOJIA
P 22.10.22
IIpumepHas ¢popma Knuru/ :KypHaJia perucTpauuu nNpoToKkoja0B
00pa3oBaTeJIbHOM OPraHM3alUu.
Ne n/m | Ne mportoxkoJia Jara ero IloBecTka aHS

perucrpauuu
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[Ipunoxenue 3
K MHCTPYKLIHHU 10 BEACHUIO JEI0BOU
JIOKYMEHTaIH

IIpumepHas popMa perucTpalHOHHOIO KYPHAJIA BXOAAIIMX JOKYMEHTOB

00pa3oBaTe/IbHOI OPpraHu3anuu

Pe3oronus uiam
KOMY HamnpasBJieH

Jara nocrynieHnus
JAOKyMeHTa/

IMopsinkoBbIit

HOMep Koppecnonaent Kpartkoe cogep:xanue OtmMmerka 00

BXOJSIIIMIT HOMep JaTa 4 Homep AOKYMEHT HCIOJTHEHHH
JOKYMEHTA, (moamnuck,
NPUCBOCHHBII YI0CTOBeps O ast
aBTOPOM NoJiyueHue)
2 3 5 6 7

IIpumepHas popMa perucTpauMOHHOIO0 )KYyPHAJIa HCXOASIIIUX IOKYMEHTOB
o0pa3oBaTeIbHOM OPraHu3aluM

Jlata u HoMmep

Perucrpaunuo JAOKYMEHTA, Ha
Ne ara HHBII Kpatkoe i
A Anpecart P KOTOpLIH HUcnonnurenb
l'l/l'l JTOKYMEHTa HOMEDP cColeprKaHue maeTrcs OTBeT
MOKYyMeHTAa

1 0 3 4 5 6 7







