MVYHULUIIAJIBHOE BIOJ[PDKETHOE OBIL[EOBPA3BOBATEJIbHOE YUPEXX/EHUE
«JOJIMHHEHCKA S CPEJIHSIS OBILIEOBPABOBATEJIbHA $I IIIKOJIA
NMEHU IEPEIIAIMHA AJIEKCAHIPA UBAHOBUYA »
BAXYUCAPAVICKOI'O PAMOHA PECITYBJIMKU KPbIM

ITPUKA3

24.04.2023r c. JlommaHOC Ne 88

O6 ymeeporcoeHuu
Tonoowcenus no ederuro
0e10801U OOKYyMeHmayuu

Ha ocHoBanum mnpukaza MuHHUCTepcTBa o0Opa30BaHUs, HAYKH U MOJIOAEKU
Pecnyonuku Kpeim ot 27.03.20231. Ne 565 «O mpu3HaHUM yTPATUBIIMM CHIIY TIpHKasa
MuHnucrepcrBa o0pa3oBaHMsl, Hayku U Mosonaéxu Pecnyonmuku Kpsim ot 11.06.2021r
Ne 1018», Bo ucmosHeHwe mnHcbMa MUHHCTEpPCTBA OOpa30OBaHMs, HAYKH U MOJIOAEXKHU
Pecnyonuku Kpeim ot 30.03.2023r. Ne 1543/01-14, penreHusi memarorudeckoro cCoBeTa
(mpotokonm Ne6 or 24.04.2023r) u C UEIbIO TPUBEIACHUS JIEJIOBOM JOKYMEHTAIUU
MBOY «/lonunaenckas COIL uM. Ilepenaguna A.M.» B COOTBETCTBUE C HOPMATUBHBIMU
JIOKYMEHTaMH

ITPUKA3BIBAIO:

1. Ilpu3HaTe yTpaTuBIINM cuiay mpuka3 oT 28.11.2022r. Ne 500a «OO6 yTBepXIeHUU
Ilonoxenuss o Begenum JgenoBod nokyMeHtanuu B MBOVY «/lomunnenckas COI
uM. [lepenaguna A.M1.».

2. YTBepauTh [TonoxeHue 0 BeJICHNUHU ICJIOBOM JOKYMEHTAIUH (ITPUIIOKEHHUE).

3. KoHTpOob 32 UCIIOJIHEHNUEM HACTOSIIIETO MPUKa3a BO3Jaralo Ha 3aMECTUTEIS TUPEKTOpa
o yueOHO-BocIUTaTeIbHOM paboTe Y naukuny H.I'.

Jupekrop
MBOY «JlonmuuaeHnckas COILl
um. Ilepenanuna A.1.» A.O. Ilpokynnuna



MYHULIUITAJIBHOE BIOPKETHOE OBILIEOBPASOBATEJILHOE VUPEX/JEHUE
«IOJIMHHEHCKA 1 CPEJTHSS OBILLIEOBPA3OBATEJIBHAS ILIKOJIA
UMEHMU TIEPEIIAJIMHA AJIEKCAHJIPA UBAHOBUYA»

BAXUMCAPAMCKOI'O PAMOHA PECITYBJIMKU KPBIM

PACCMOTPEHO YTBEPXJIEHO
3acenaHue eJjarornyeckoro CoBeTa Hupexrop MBOY «Jlonunnenckas COILL um.
(mpotokoia Ne6 ot 24.04.2023r) [lepenaguna A.U.» A.O.IlpokynuHa

npuka3 ot 24.04.2023r. Ne88

IHonoxenue
0 Be/ICHUH /1eJI0BOM TOKYMEHTALUU
B MBOY «/loimnnenckast COLI um. Ilepenaguna A.W.»

1. O01ue mMoI0KEeH .

[Tonoxxenue o BeneHuu aenoBor gokyMeHTauuu B MBOY «Jlonunnenckas COILI
uM. [lepenaguna A.W.» pa3paGoTaHO B COOTBETCTBUHU CO CICAYIOIIUMU HOPMATHBHBIMU
JIOKyMEHTaMH:

- OepepanbHblii 3ak0H OoT 29.12.2012 No 273-®3 «OO6 obpazoBanuu B Poccuiickoii
denepannmny;

- ®epnepanbHbiii 3akoH 0T 27.07.2006 Ne 152-D3 «O nepcoHalbHBIX TaHHBIX);

- 3akon Pecnybmukum Kpeim ot 06.07.2015 Ne 131-3PK/2015 «O6 o6pa3oBaHuu
B PecniyOnuke Kpeimy;

- mnpuka3z PenepasbHOr0 areHTCTBa MO TEXHUYECKOMY PETrYJIMPOBAHUI0 U METPOJIOTHUU
MuHucTepcTBa NPOMBIIIEHHOCTH M TOproBiu Poccuiickoit ®enepanuu ot 08.12.2016
Ne 2004-cT «O06 yTBep)AeHUH HAITMOHAIBLHOTO cTaHaapTa Poccuiickoit deneparumy;

- npuka3z PefepasbHOr0 areHTCTBa MO TEXHUYECKOMY PETryJIWPOBAHUI0 U METPOJIOTUU
MuH#CTEpCTBA MPOMBIIUICHHOCTH U ToproBiu Poccuiickoit ®@enepanuu ot 14.05.2018
Ne 244-ct «O06 yTBepKIeHUM W3MEHEHMS K HallMOHAIBHOMY cTaHnapTy Poccuiickoi
denepanumny;

- npuka3z @DenepanbHOoro apxuBHoro areHrctBa or 20.12.2019 r. Ne 236
«O0 ytBepxkaeHuu IlepeyHsi THMOBBIX YIPABICHUYECKHX AapXUBHBIX JOKYMEHTOB,
00pa3yIonMXxcs B MPOIIECCe NEeITEIbHOCTH TOCYIapCTBEHHBIX OPTAaHOB, OPTAaHOB MECTHOTO
CaMOYTMpaBJIEHUS U OPTaHU3allMil, C YKa3aHUEM CPOKOB UX XPAHEHUS;

- npuka3 MunuctepcrBa npocpemerHuss CCCP or 30.12.1980 Ne 176 «O BBeneHum
B neictBue llepedHs NOKYMEHTOB CO CpOKaMu XpaHeHWss MUHHCTEpPCTBA MPOCBELICHUS
CCCP, opraHoB, yupeKJIE€HUM, OpraHu3aluii CHCTEMbI POCBEILICHUS».

[TonoxeHnue pacnpocTpaHseTcs Ha OpraHu3aluio padoThl € JOKYMEHTaMHu
HE3aBHCUMO OT BHUJA HOCHUTENSl, B TOM YHCJE 3JIEKTPOHHBIMU JOKYMEHTaMH, BKIIHOYas
MOJITOTOBKY, OOpa0OTKy, XpaHEHWUE W HCIIOIH30BAHUE JOKYMEHTOB, OCYIIECCTBISIEMBIX
C MpUMEHEeHHEM MH(POPMAIIMOHHBIX TEXHOJIOTHIA.

OcobeHHocT pabOTBl C JOKYMEHTaMH, COAEpKaIlUMH KOH(UICHIINATbHYIO
uHpopManmio (CayXeOHYI0 U HMHYIO TaliHy, MEpPCOHAJIbHbIE JaHHBIC), PErYIUPYIOTCS
CHEUUAIBHBIMM HOPMATHUBHBIMU aKTaMu (MHCTPYKIUSIMH, MOJIOKCHUSIMH, MpPaBUIIAMH),



YTBEPKIAEMBIMU PYKOBOIUTEIEM 00pa30BaTeILHOM OpraHu3aIliy.

OTBEeTCTBEHHOCTh 32  OpraHU3alMI0 M  COCTOSHHE  JCJIOMPOU3BOJCTBA
B 00pa30oBaTeIbHON OpPTaHU3AIMN HECET PYKOBOIUTENH, KOTOPBIN:

- KOHTPOJIUpPYET coOJtofieHue TpeOOBaHUN YTBEPKIECHHOr0O B 00pa3oBaTesIbHOU
opranusanuu llonoxenus o Be1eHUN AEI0BOU JOKYMEHTALIUH;

- IPOBOAMT MPOBEPKY COCTOSIHUS JCIOMPOU3BOJICTBA;

- o0ecreynBaeT METOMUYECKOE PYKOBOJICTBO, HHCTPYKTQXK M KOHTPOJb 332 COOJIONCHHEM
YCTaHOBJICHHOTO TIOPSIKa PabOTHI C JOKYMEHTAMH,

- MHUIIUAPYET MOBBIIICHUE KBATU(PUKAIIMA paOOTHUKOB IO BOIIPOCAM JEIOMPOU3BOJICTBA;
- YAOCTOBEPSET MOITUCKHIO U NTeYaThi0 JOKYMCHTHI.

HemocpencTBeHHO BeACT JEIOMPOM3BOACTBO B 00pa30BaTEIBLHOW OpTraHHU3aIluN
cekperaphb U (WIHM) OTBETCTBCHHBIN 3a BEJICHHE JCIIONPOU3BOJCTBA (Jajee — CEKpeTaph),
KOTOPBIN Ha3HAYAETCsI MPUKA30M PYKOBOIUTENS 00pa30BaTeIIbHON OpraHU3aIliH.

CekpeTapb B COOTBETCTBUU C BO3JIOKCHHBIMH Ha HETO 3a/1a4aMHu:

- OCYIIECTBIISCT PETHCTPAIIUIO M YIET JIOKYMEHTOB;

- OpPraHu3yeT JJOKYMEHTOO000pOT, GOpMHUpOBaHUE I, UX XPaHCHUE;

- OCYHIICCTBIISICT  TCKYIIMH  KOHTPOJb 3a  CBOGBPEMCHHBIM  PacCMOTPEHUEM
U TIPOXOXKJCHUEM JOKYMEHTOB 00pa30BaTeJIbHON OpraHU3aIlNH;

- oOecreuynBaeT COOJIIOJICHUE CIWHBIX TPEOOBAaHMH IO ITOATOTOBKE JIOKYMECHTOB
¥ OpraHu3aly padboThl ¢ HUMHU B YCJIIOBHSX 3JICKTPOHHOTO JOKYMEHTOO0OPOTA;

- 0000maer nHpopMaIuio 06 oObeMax JOKYMEHTO000pOTa;

- opraHuzyeT GOpMHUpPOBaHME U XpaHEHUWE JOKYMEHTAllMOHHOTO (GoHAa U €ro
UCIIOJIb30BaHUE.

OOpazoBarenbHasi OpraHu3alvsl BIPaBe NPUMEHIThH B CBOEH JIESITEIBHOCTU
AIIEKTPOHHBIM JTOKYMEHTOOOOPOT, KOTOPBIN MpeaycMaTpUBaeT CO3/IaHHE, MOAMHCAHUE,
MCIIOJIb30BaHME M XPAaHEHUE JOKYMEHTOB, CBS3aHHBIX C JCSITEIILHOCTHIO 00pa30BaTEeIbHON
OpraHu3aIliy, B JICKTPOHHOM BHUE 0e3 AyO0nupoBaHus Ha OyMakHOM HocuTene. Permenue
O BBEJIEHUU DIEKTPOHHOTO JOKYMEHTOOOOpOTa M TOPSIOK €ro OCYyIIEeCTBICHUS
YTBEPKIAI0TCA 00pa30BaTeIbHOM OpraHu3alyeil Mo COrJIaCOBAHUIO C €€ YUPEIUTEIEM.

Best  nmenoBas JoKyMeHTanus — XpaHUTCS B CIEHUAIBbHO  00OpYIOBAaHHBIX
nmoMmeIeHusx, mkadax wim ceidax ¢ codmonenneM TpedoBanuit denepanbHOTO 3aKOHA
Poccuiickoit ®eneparuu ot 27.07.2006 Ne 152-®3 «O nepcoHadbHBIX JAHHBIX).

PaGotars ¢ JOKyMeHTaMU BHE CTy>KEOHBIX TTIOMEIIIEHUH 3arpenaeTcs.

2. JlokyMeHTBbI 00pa30BaTeIbHON OpraHu3ammuu.

PykoBonutenb 00pa3oBaTeNbHON OpraHu3allMyd WIK JUIO, HCHOJHSAIONIEE €ro
00s13aHHOCTH, M37A€T MPHUKA3bl, UHCTPYKIINH, MPaBUIA, TOJOKEHUS, 0O0sI3aTeIbHbBIC IS
WCIIOJIHEHUSI BCEMU PAOOTHUKAMH.

Xon oOcyXIeHHs BONPOCOB Ha 3aceaHMsIX KOJUIETHABHBIX OPTaHOB, COBETOB,
coOpaHMsIX, COBCLIAHUSIX W pEHICHUs, MPUHUMAEMble Ha HHUX, (QUKCUPYIOTCS
B MPOTOKOJIAX.

Jlnst  ocylllecTBIEHUS  OMNEPATHBHBIX CBA3EH C  JAPYrUMU  OpraHU3alUsIMU
U TpaXJaHaMU HCIONB3YIOTCS Takue (OpMbl, Kak MOUCbMa, (aKChl, TeJlerpaMMbl,
TeneoHOrpaMMBl.



Jis  ocyuiecTBi€HUsT NpPUEMa, YBOJBHEHUS, MEepeMelleHUuss paOOTHHUKOB,
MPEIOCTABIEHUS UM OTIIYCKOB O()OPMIISIOTCS TPYIOBBIE IOTOBOPBI, IPUKA3bI MO JINYHOMY
COCTAaBY, 3asBJICHUSI, TPYOBbIE KHUXKH, TNYHbIE KAPTOUKH U JIP.

YueOHO-neqaroruyeckasi JOKyMeHTalus.

YdeOHasi TOKyMEHTAIMsl — 9TO KOJMYECTBEHHAs M KAaYECTBEHHAs] XapaKTEPHUCTUKH
COCTOSIHUSA y4eOHOH, METONWYeCKOW M BOCIHTATENbHOW paboThl 00pa30BaTEIBHOM
OpTaHU3aIINN.

[lenarornyeckue paOOTHUKU MNP peain3alldd OCHOBHBIX OO0IIE00pa30BaATEIBHBIX
OporpaMM  OCYIIECTBISIOT — TOATOTOBKY  CIEAyIOImEH  JAOKyMEHTamuu  (IpHUKa3
MununcrepctBa mnpocBemieHus Poccuiickoit  ®@enepaumn ot 21.07.2022 Ne 582
«O06 yTBepXKACHHM TIEPEYHs JOKYMEHTAIMH, IIOATOTOBKA KOTOPOW OCYIIECTBISETCS
MearoriuecKuMi  PaOOTHUKaMU TIPU pealin3allid OCHOBHBIX 00Ie00pa30BaTeIbHBIX
porpaMm»):

- paboyasi mporpaMMa y4eOHOTO MpeaMeTa, Y4eOHOTro Kypca (B TOM YHCIIC BHEYPOUHOU
AESITENLHOCTH), y4eOHOTO MOMYJIS;

- )KypHaJI yueTa yClieBaeMOCTH;

- OKypHaJl  BHEYPOYHOH  JeATeTbHOCTH  ([JI1  TMEAarorH4eckux  pabOTHHUKOB,
OCYIIECTBISONUX BHEYPOUHYIO IEITEIHHOCTB);

- IUTAaH BOCIUTATENBHOW paboOThl (A1 MEJarorndecKux pabOTHHKOB, OCYIIECTBIISIOIINX
(YHKIIMHU KJIACCHOTO PYKOBOJIUTENS);

- XapaKTepUCTHKa Ha oOydarorierocs (1o 3ampocy).

[IkonbHBIE TOKYMEHTHI JOJKHBI OPOPMIISITECS CBOEBPEMEHHO, YETKO, Pa30opUHBO,
0€3 MOTYNCTOK, TOMAapOK, BHI3BIBAIOIINX COMHEHHE B MPABUJIBHOCTA BHECEHHBIX JaHHBIX.

3anucu B TOKyMEHTaX JTOJKHBI POU3BOAUTHCS IAPUKOBOM PYyUKOM UepHOTO I[BETA.

Ommbka, AOMyIIeHHAs] B TEKCTE WIH ITU(GPOBBIX JAHHBIX JTOKYMEHTA, UCIIPABISIETCS
CIICYIOIINM 00pa30oM: OITMOOYHBIC CII0BA WU MUGPHI 3aUePKUBAIOTCS TaK, YTOOBI MOXKHO
OBLIO TMPOYECTh 3aYEPKHYTOE, a CBepxXy, JMOO psjioM, MO0 Ha TOMAX MHIIYTCS
YTOUHECHHBIE JlaHHbIe. Bce BHECEHHBIE WCIPABICHUS JIOJDKHBI OBITh OTOBOPEHBI
U 3aBEPEHBl IMOAMHUCIMHU UL, OGOPMHUBIIUX JTOKYMEHT. 3a JOCTOBEPHOCThH CBEICHUH,
COZIEPKAIUXCA B JIOKYMEHTAaX, Hajajiexaliee ux OoQOopMIICHHE HECYT OTBETCTBEHHOCTH
JOTKHOCTHBIE JIMIIA, TIOATMCABIINE IOKYMEHT.

B cocraB 1okymMeHTOB 00pa30BaTeIbHON OPTaHU3AIUN BXOJIAT:

- OpraHu3aIOHHbIE JOKYMEHTHI;

-yCTaB OpraHu3aIlNH;

- IOTOBOP C YUpEIUTEIEM;

- MOJIOKEHUS O TOJIpa3IeICHUSAX (MIPU HAJIUYUHN);

- MPaBOYCTAHABIIUBAIONINE TOKYMEHTHI;

- TOJDKHOCTHBIE WHCTPYKITUH COTPYTHUKOB;

- KOJUICKTUBHBIN JJOTOBOP;

- ITATHOE PacCIUCaHUE;

- IpaBUJIa BHYTPEHHETO TPYIOBOTO PACTIOPSIKA H JIP.

PacriopsinutenbHbIe TOKYMEHTHI:

- IPUKA3bI;
- PacCTOpsDKEHUS;



- HIHCTPYKIIUU U JP.
WNupopmalimoHHO-CIIpaBOYHbIE JOKYMEHTHI:
- IPOTOKOJIBL;
- IUIaHBI;
- OTYETHI;
- CIIPAaBKH U JIp.
Bce kHUTM M KypHajbl, KOTOpble BeayTCsl B 00Opa3oBaTelIbHBIX OpraHU3alMsIX
Ha OyMaXHbIX HOCHUTENSX, IMOCTPAHMYHO MPOHYMEPOBBIBAIOTCS, MPOIIHYPOBBIBAIOTCS
U TOJIKCHIBAIOTCA pyKoBoauTeneM. Iloanuce pyKOBOAWTENS 3aBEPSETCS IE€YATHIO
00pa30BaTeIbHON OpraHU3aIuy.

3. IlpaBujia opopMiaeHust JOKYMEHTOB

OcHoBHbIe TpeOGoBaHUs M0 0POPMJICHHIO TOKYMEHTOB.

JIOKyMEHTBI MOT'YT CO3/1aBaThCsl HA OyMa)KHOM HOCHUTEJIC U B AJIEKTPOHHOU dopme
C cOOJIFOICHUEM YCTAaHOBJIEHHBIX MPaBUI 0OPMIICHUS JOKYMEHTOB.

IIpu co3nanum nOKymMeHTa Ha JIBYX U 0oJiee CTpaHHUIIaX BTOPYIO W TOCIEIYIOIINE
CTPaHUIl HYyMEPYIOT.

Jlomyckaercss co3aHue JOKYMEHTOB Ha JIUIEBOM M OOOPOTHOM CTOpPOHAX JIMCTA.
[Ipu AByCTOpOHHEM CO3JaHWUU JOKYMEHTOB IIMPWHA JIEBOTO IMOJIS HA JIUIIEBOW CTOPOHE
JUCTA U MPABOTO MMOJISI HA 0OOPOTHON CTOPOHE JIMCTA JIOJKHBI OBITH PaBHBI.

[IpennoyTuTeNbHBIMU TapHUTYpAaMU M pa3MepamMu MPUPTOB JiI PEKBU3UTOB
nokyMeHTa aBisitoTes Ne 12,13,14.

[Ipu cocraBneHun TabIUIl JOMYCKAeTCs UCIOJIb30BaHHE MIPUGPTOB MEHBIITUX
pa3MepoB.

AOG3aIHBIN OTCTYIT TEKCTa JOKyMeHTa - 1,25 cM.

3aroyioBKM pas3iesioB W TMOJAPA3/IETIOB TeYaTaloTcsi ¢ ab3alHbIM OTCTYIIOM WJTU
LHEHTPUPYIOTCSA 110 LIMPUHE TEKCTA.

MHOrocTpo4YHbIE PEKBU3HUTHI MEYATAIOTCS YEPE3 OJUH MEKCTPOUHBIA MHTEpBAl,
COCTaBHBIE YaCTU PEKBU3UTOB OTIECISAIOTCS JOMOJHUTEIbHBIM HHTEPBAIOM.

Tekct nokyMeHTa nevyaTtaercs yepe3 1-1,5 MeXCTpOUHbIX HHTEpBAJA.

NuTepBan mexay OykBaMu B CIIOBaX - OOBIYHBIN.

WNuTepBan Mexy ClIOBaMHU - OJIUH MPoOeT.

TexkcT MOKyMEHTa BBIPABHUBAETCS M0 IIMPUHE JKcTa (MO TpaHHUIAM JIEBOTO
Y MPABOTO MOJIEH IOKYMEHTA).

HopMaTtuBHBIME akTaMu OpraHU3AIMA MOXET OBITH MPETYCMOTPEHO BBHIICIICHUE
PEKBU3HUTOB «ajpecaTy», «3arojOBOK K TEKCTY» WJIU «IOAINHUCH», a TaK¥Ke OTIEIbHBIX
(GparMeHTOB TEKCTA MONYKUPHBIM IIPAPTOM.

Texkct JOKyMeHTa JOJKEH OBbITh M3JIOKEH KpaTKO, TIPaMOTHO, MOHSATHO
1 O0OBEKTUBHO, 0€3 MOBTOPEHHUI W YMOTPEOJIEHUS CIOB U 00OPOTOB, KOTOPHIE HE HECYT
CMBICIIOBOM HArpy3ku, W JOJKEH KacaThbCsi TOrO BOIPOCa, KOTOPBIM copMynupoBaH
B 3arojioBKe K TEKCTy. TeKCcT HOoKyMeHTa O(pOpMIISIETCS B BHJE CIUIOUIHOTO CBSI3HOTO
TEKCTa WM TaOJIUIIbI, UM TyTEM COYETaHUs 3TUX (HOpM.

TekcThl CHOXKHBIX U OOJNBIIMX MO 00BEMY JAOKYMEHTOB (JIOKJIAJbl, OTYETHl U T.A.)
NENSATCSA Ha pa3fesbl, OApa3/ieibl, MyHKThI, MOANYHKTHI. [[yHKTBI U MOAMYHKTHI B TEKCTE



HYMEpYIOTCS apaOCKUMH LHUPPAMH C TOUKOM.

ITpumep -

1.

1.1.

2.

2.1.

JIOKyMEHTBI, Kak TMpaBujo, OQOpMISIOTCS Ha OJaHkax o0pa3oBaTENbHOU
OpraHu3alyy, HMMEIOT  YCTAHOBJIEHHBIA  KOMIUIEKC  O0S3aTeNbHBIX  PEKBU3UTOB
Y CTAOMJIbHBIN MOPSAJOK UX PACIIOJIOKEHUS.

brnanku kaxmoro BHa HM3rOTaBIMBAIOTCA HA OCHOBE YIJIOBOI'O WMJIM MPOJOJIBHOTO
pa3MelleHrs PEKBU3UTOB.

PexkBU3UTHI 3arojoBKa pa3MellaoTcsl LEHTPUPYEMbIM (Hayalo M KOHEll Kaxaou
CTPOKHM DPEKBHM3UTA PABHO YyJAJEHbl OT T'PAHMI] 30HBI PACIOJIOKEHUS PEKBU3UTOB) WIIU
YIJI0BBIM (KaXK]1asi CTpOKa PEeKBU3UTA HAUMHAETCS OT JIEBOM rpaHUIbl 30HbI PACTIONOKEHHUS
PEKBHU3UTOB) CIIOCOOOM.

Jlns  u3roToBieHUS OJIAHKOB UCIOJB3YIOTCS JUCThl Oymaru d¢opmata A4
(210 x 297 mm) u AS (210 x 148 MHIITUMETPOB).

Kaxnprit muct nokymeHTa, oOpMIICHHBIN Kak Ha OJIaHKe, Tak U 0e3 Hero, JO0JKEH
UMETh TI0JIs1 HE MEHEee, MM:

seBoe - 20;

npasoe - 10;

BepxHee - 20;

HwxkHee - 20.

JIOKyMeHTBI JIUTeNnbHbIX (CBbIIe 10 JIET) CPOKOB XpaHEHHs JAOHKHBI UMETh JIEBOE
noJie He meHee 30 MM.

OdopmiieHne peKBU3UTOB JOKYMEHTOB.

ABTOpP 10KYMEHTOB.

HaumenoBanue oOpa3oBaTelbHOM  OpraHW3allid  YKa3blBaeTCi B  TOYHOM
COOTBETCTBUM C YCTaBOM 00Opa3oBarenbHOUM opranuzanuu. CoKpanieHHOe HauMEHOBAaHUE
MIOMEIIAETCS MOJT OJIHBIM HAUMEHOBAaHMEM B CKOOKaX.

HamMeHOBaHME CTPYKTYpHOTO IMOAPA3JEIEHUS — aBTOpa JOKYMEHTa HCIIOIb3YETCs
B OJIaHKax MuceM U OJaHKaX KOHKPETHBIX BUAOB JTOKYMEHTOB U YKa3bIBA€TCs MOJ MOJTHBIM
Y COKpAIIeHHBIM HAMMEHOBaHUSAMHU 00pa30BaTEIbHON OPraHU3alNH.

HaumeHnoBaHue MOMKHOCTU JIMIIA — aBTOpa JOKYMEHTa HCIOJb3yeTcs B OJlaHKax
JNO/DKHOCTHBIX JIMII M pacloyiaraercs IoJ  HauMEHOBaHMEM  0Opa30BaTeNIbHOU
OpraHU3alluu.

HamMeHoBaHME  AOKHOCTM  JMIA@ —  aBTOpa JOKYMEHTa  yKa3blBaeTCs
B COOTBETCTBMM C HAaMMEHOBAaHUEM, NPHUBEIECHHBIM B PaCIOPSAUTEIBHOM JOKYMEHTE
O Ha3HAYEHUU Ha JOJHKHOCTb.

CnpaBoyHble JaHHbIEe 00 00pa30BaTe/IbHON OPraHU3alH.

CnpaBouHble JaHHble OO0 OpraHu3allid yKa3blBalOTCA B OJIaHKaX MUCEM
U BKJIIOYAIOT: ajpec, Homep TenedoHa, (ake, aapec 3JIEKTPOHHON MOYThI, CETEBOM ajapec,
a taxoke OKIIO, OI'PH, MHH u KIIII opranuzanmumu.

HaunmeHoBaHue BHIA JOKYMEHTA.

HamMeHoBaHuEe BuIa JTOKYyMEHTa, COCTAaBJIECHHOIO OpraHM3alUed, JIOJKHO OBITh



OMpeIeTICHO YCTAaBOM (IIOJIOKEHUEM) U JIOJKHO COOTBETCTBOBAaTh HAMMEHOBAHUSIM BUJIOB
NOKYMEHTOB, TmpenycMorpeHHeiMm OKYVY/I: akt, cnpaBka, 3amucka, CBOJKA, OT3bIB,
MPOTOKOJI, CIIHCOK, W3BEIICHWE U JAp. PacnopsauTenbHbIE JOKYMEHTBl OpraHu3allu
W31AI0TCS CO CIAEAYIOIMMU HAa3BAHUSIMU: MIPUKA3, PACTIOPSIKEHHUE.

HaunmeHoBanue Bua 1 pa3HOBUAHOCTH TOKYMEHTA HE YKa3bIBAE€TCS B TUChMaXx.

HaumeHnoBanue Buja JOKyMEHTa Ie4YaTaeTcsl MPOMUCHBIMU OYKBaMU MOJTY>KHUPHBIM
mpu@TOM.

Jara nokymeHra.

JlaTa JOKyMeHTa COOTBETCTBYET JaTe MoANucaHus (YTBEP>KICHUS) TOKYMEHTA WIH
naTe coObITUS, 3a(PUKCUPOBAHHOTO B JOKYMEHTE:
apabckumu nudpamu, pazaeneHHbIMH Toukol: 05.06.2021; crmoBecHO-IUPPOBBIM
criocoboM: 5 utonst 2021 1.

B Tekcrax JOKYMEHTOB, COAEPKAIIMX CChUIKA HA HOPMATUBHBIC MPABOBBIE AKTHI,
U JIOKYMEHTOB, COJIEpXKaIUX CBeJACHUsI (DMHAHCOBOTO XapaKTepa, MPUMEHSIETCS CIIOBECHO
1 poBOI coco0 ykazaHus JaT 0€3 MPOCTaBICHUS HylIsl ~ B 0003HAYEHUU JIHA MECSIIa,
€CJIM OH coJiepkuT oHy 1udpy: 3 anpens 2021 roxa.

Pazpemiaercss NOpUMEHSATH CJIOBO  «Tro/» B COKPAIlECHHOM BapuUaHTe  «I»:
1 urons 2021 r.

I'pud orpaHnyeHus 10CTyNAa K JOKYMEHTY.

[IpocTaBnsiercs B mMpaBOM BEpPXHEM YIJy IEPBOrO JIMCTA JIOKYMEHTa (MPOEKTa
NOKYMEHTA, COMPOBOAUTEIBHOTO MUChMA K IOKYMEHTY) Ha T'PAaHULIE BEPXHETO MOJs MpH
HAJIMYUU B JIOKYMEHTE HMH(OpMAIMU, JOCTYN K KOTOPOM OrpaHHYE€H B COOTBETCTBHUHU
¢ 3akoHomarenbcTBOM Pocculickonn ®epepaunn. B cocraB pekBU3UTa BKIOYACTCSA
OrpaHUYUTENbHAS Haamuch: «Jlyig ciyxeOHOro mosiab3oBaHus», «KoHbUIEHIIUATBHOY,
«IlepcoHanbHbIE TaHHBIE» WM JIP.

[Tpumep -

IlepcoHanbHbIE TaHHBIC PA0OTHHKOB
k3. Ne 1
MyHununanabHoe 001KeTHOe 001eo0pa3oBaTesbHoe yupexnenue «lkoma Ne 1»

(MBOY IlIkona Ne 1)
HeHTp JOIMOJTHHUTEJIBHOI'0 oﬁpasonaﬂnﬂ
MPUKA3

Bce Buasl rpudoB orpaHudeHus JocTyna K JIOKYMEHTaM 3aKpEIUISIIOTCS
B JIOKQJIBHBIX aKTax 00pa30oBaTEIHLHOM OpPraHU3aIUH.

PerncrpanMOHHbIA HOMEP TOKYMEHTA.

Peructpanmonnsiit Homep — 1udpoBoe uian OyKkBeHHO-TIM(PPOBOE 0003HAYCHHE,
MIPUCBAMBAEMOE JJOKYMEHTY MPHU €T0 PETUCTPAITIH.

Peructpanus toxkymeHTa IpOBOIUTCS MOCTIE €r0 TOAMUCAHUS WU YTBEPIKICHHUS.

JIist BHYyTpEHHHUX JOKYMEHTOB — MPHUKA30B, IPOTOKOJIOB — ATO MOPSIKOBBIA HOMED
B TIpeenax KaJeHIapHOTO roga/ y4eOHOTO rojia Mo KaKIOMY BHAY WJIU PAa3HOBHIHOCTHU
JOKYMEHTOB. B mpuKkazax perucTparioOHHBIA HOMEpP MOXKET JOTONMHATHCS OyKBEHHBIM
WHJIEKCOM, 0003HAYAIOIIUM PA3HOBUTHOCTH.

JIJ1st ICXOmSIIUX JOKYMEHTOB PETUCTPAIIMOHHBIA HOMEP COCTOUT H3:

1) mopsIIKOBOTO HOMEpa B Mpejiesiax MacCuBa OTIPABISIEMONW KOPPECTIOHICHITHH;



2) uHIEKca Jeja B COOTBETCTBUM C HOMEHKJIATYpOM el oOpa3oBaTeibHOMU
OpraHU3alIlUu.

PerucrpanvoHHblii HOMEp JHOKYMEHTa, COCTABIEHHOIO COBMECTHO JBYMs U OoJee
OpraHU3aIUsIMH, COCTOUT U3 PETUCTPAIIMOHHBIX HOMEPOB JOKYMEHTOB KaXKIOW W3 ITHUX
OpraHu3aiui, NPOCTABISEMbIX Yepe3 KOCYI0 4YepTy B TOPSJIKE YKa3aHHs aBTOPOB
B JIOKYMEHTE.

CcblIKka HA PeruCcTPANIMOHHBIH HOMEP U ATy TOKYMEHTa.

CchUlka Ha pETUCTPALlMOHHBIA HOMEP M JIaTy JIOKYMEHTa BKJIIOYaeT B ceOs
PErUCTpallMOHHBIA HOMED U ATy JOKYMEHTa, Ha KOTOPBIN TOJKEH OBITh JaH OTBET.

Cchulika Ha HOMEpP M JIaTy JIOKYMEHTa HCHOJb3yeTcs MpH O(QOPMIICHUU TMHCEM,
SIBJISIFOIIIMXCSL OTBETaMU Ha IMOCTYMUBILEE MHCHMO (3ampoc, mpockOy u ap.). CeneHus
B PEKBU3UT TIEPEHOCATCS C  TOCTYNHUBIIETO JOKyMEHTa W  COOTBETCTBYIOT
PErUCTPAIlMOHHOMY HOMEPY M JIaTe MOCTYIHUBIIETO JOKYMEHTA.

OrpanuuuTesbHasi OTMETKA JIJISl TAHHOTO PEKBU3UTA MPOCTABISETCS B JICBOM YacTh
OJIaHKa TTUChMa TIOJ] PEKBU3UTOM «J1aTa» U «PETUCTPAIIMOHHBIA HOMEP JOKYMEHTa.

Hanuuue naHHOTO pEeKBU3UTA HCKIIOYAET HEOOXOAMMOCTH YIOMHHAHMS HOMEpa
W JaThl TOCTYNUBIIETO JOKYMEHTa B TEKCT€ TMChbMa, YTO OCBOOOXIAET TEKCT
OT CIPaBOYHON MH(GOPMAIIUH.

MecTo cocTaBjieHNsI MM U3TAHUSA TOKYMEHTA.

Mecto cocraBneHus (WM3maHUS) JIOKYMEHTA YKa3blBaeTCs B JOKYMEHTaX,
M3rOTAaBIIMBAEMbIX Ha OJIaHKaX KOHKPETHBIX BUJIOB JOKYMEHTOB.

Anapecar.

AnpecatraMu JOKyMEHTa MOTYT OBITh IOPUAMYECKHE JIMIA, UX CTPYKTYpHBIE
noJipa3/ieJIeHUs U JOHKHOCTHBIE JIMIA, a Takke (GU3NUecKue JIUIA.

PexBu3uT «aapecar» TMpPOCTABIAETCS B BEpXHEH NIpaBOM YacTU JOKYMEHTa
(Ha OmaHKe C YTIJIOBBIM PACIIOJIOKEHHUEM PEKBU3WTOB) WM CIpaBa MOJ PEKBU3UTAMHU
Omanka (IpH TPOJOJBHOM PACIOJIOKEHUU PEKBU3UTOB OnaHka). CTpOKHM pEeKBHU3UTA
«azapecar» BBIPABHUBAIOTCSA MO JIEBOMY Kpal WM LIEHTPYIOTCS OTHOCUTEIBHO CaMOMU
JIJIMHHOM CTPOKH.

Ecaim noxkyMeHT aapecoBaH OPHUAHMYECKOMY JIHIy WM €ro CTPYKTYpHOMY
noApa3feiaeHu0 0e3 yKa3zaHHs JOJDKHOCTHOIO JIMIA, UX HAWMEHOBAHUSA MPUBOASTCSA
B UIMEHUTEIBLHOM MaJIEKeE.

[Ipumepsl

1. MuHucrepcTBO 00pa30BaHusl,
HAYKH U MOJIOIEKH
Pecnyoinku Kpbim

2. MuHucTepcTBO 00pa30BaHMS,
HAYKHU U MoJioAe:ku PecryOinku
Kpbim
yIpaBJieHHe 0011ero o0pa3zoBaHus
[TouToBbIid agpec yKas3bplBa€TCS MNPU  HANPABICHHM JOKYMEHTA Pa30BbIM
KOPPECTOHIEHTAM.
Ecnmn nmokymeHT ajapecoBaH PYKOBOAMTEN HOPUAWYECKOTO JIMIA WIM €ro



3aMECTUTENI0, HANMEHOBAHHME IOPUAMYECKOrO JHMIA BXOAUT B COCTaB HAMMEHOBAHUSA
JNOJKHOCTH aJipecara, KOTOPOe MPUBOJUTCS B TaTEIBHOM IaJIEkKe.

ITpumep —

PykoBoaureiio ®denepajibHOro

apXMBHOI'0 ATEHTCTBA

®amuiausa U.0.

HMuvunuansl cTtaBarcd mnocjae (GpaMHJIMM HE3aBUCMMO OT TOTO, KOMY aJpECOBaH
JOKYMEHT — IOJKHOCTHOMY JIMIY UK (PU3UUECKOMY.

IIpu azapecoBaHMM TmMCbMa PYKOBOJIMTENIO CTPYKTYPHOIO  IOApPa3JIeiCHUs
YKa3bpIBAa€TCs B UMEHUTEIIBHOM NAJ€KE HAUMEHOBAHNE OPraHU3AINHU, HUXKE - B JaTEIbHOM
najgeke HAUMEHOBAHME JOJDKHOCTH PYKOBOAMTENS, BKJIIOYAKOIIEE HANMEHOBAHME
CTPYKTYPHOI'O MOApa3aesieHus, (paMuinio, HHUIHAIIbI.

ITpumep-

MuHuCTEepPCTBO 00pa30BaAHUS,

HaykH U Mojoaexu Pecmyoimkn Kpbim

HavaabHuKY ynpasJ/jieHusi 001ero oopazoBanus

®amuiaua U.0.

Ilepen ¢amunuel AOMKHOCTHOTO JIMIA JOMYCKAETCS YIOTPEOJSATh COKpAIICHHE
«r-Hy» (TOCNOAMHY), €ClM ajapecaT MY)KUWMHA, WU «T-Ke» (TOCMOXE), €ClH aapecaT
KEHIIHMHA.

[Ipu pacchuike AOKyMEHTa TpyIIie OpraHu3aluidi OJHOTO TUIA WM B CTPYKTYpHBIE
noJipa3ieJeHus OJTHOM OpraHu3allnu, aapecaTr yka3biBaeTcss 0000IIeHHO.

B ogHOM OKyMEHTE HE TOKHO OBITH O0Jiee YeThIpeX aJpecaToB.

[Ipu OGomblieM KONMMYECTBE aApPECaTOB COCTABIAETCS CHUCOK (JIUCT, yKa3aTellb)
PACCBUTKM JJOKYMEHTA, Ha Ka)XXIOM JOKYMEHTE YKa3bIBa€TCs OJWH aJpecaT WU aapecaT
odopmirsieTcsi 0000IIEHHO.

B coctaB pexBusuta «Ampecar» MOXET BXOJWUTh IMOYTOBBIA aapec. DIEMEHTHI
MIOYTOBOTO ajpeca YKa3bIBAIOTCA B IOCJIENOBATEIBLHOCTH, YCTaHOBJIEHHOU IIpaBumamu
OKa3aHUs yCIYT OYTOBOU CBSI3H.

[Tpumep -
Bcepoccuiickuii Hay4YHO-
HCCIIeA0BATEIbCKHI
HHCTUTYT
JTOKYMEHTOBe/ICHUSI H
apXMBHOIO JeJia
IIpogcoroznas yur.,
a. 82,
MockBa, 117393
B cnydae ormpaBku AokymMeHTa (DU3MYECKOMY JIHMIlY YKa3bIBalOTCA: (QamMumus,
WHULIMAIBI, TIOYTOBBIM ajapec: (yiuiia, HOMEpP J0Ma W KBapTUPbI, HACEJICHHBIA IYHKT,
paiioH, obnacThb (Kpaii, pecrny0rKa), TOYTOBBIM HHACKC).
[Tpumep -
®amuiaus U.0.



Caposas yi., a. 5, kB. 12,
r. JHCK, JHCKOH 00.1., 301264
[Ipu oTnpaBke MUCbMa IO ANEKTPOHHOM MOYTE WU MO (PaKCUMUIBHOU CBs3U (0e3
JOCBUIKM 10 MOYTE) NOYTOBBIN afpec He ykas3biBaeTcs. [Ipr HeoOX0AMMOCTH MOXKET OBITh
yKa3aH 3JIEKTPOHHBIN aapec (Homep TenedoHa/dpakca).
ITpumep -

Bcepocceuniickuii Hay4YHoO-
HCCIe0BATEIbCKUN HHCTUTYT
JOKYMEHTOBE/ICHHSI M apXHBHOI0
aeja

mail@vniidad.ru

I'pu¢ yrBepkaeHus 10KyMeHTA.

I'pud yTBepkACHUS TPOCTABISETCS Ha JOKYMEHTE B ClIydae €ro yTBEPXKICHHS
JIOJDKHOCTHBIM  JIUIIOM, PACTOPSAIUTEIbHBIM JOKYMEHTOM (TIPUKa30M, PaCIOPSIKEHHUEM,
pELICHHEM).

I'pud yrBEepkaeHMs pa3meniaeTcs B TPAaBOM BEpPXHEM YIJy IEpPBOro JIMCTa
nokyMeHTa. CTpOKM PEKBU3UTA BBIPABHUBAIOTCS MO JIEBOMY Kpalw WIM LEHTPYIOTCA
OTHOCHUTEJIBHO CaMOM JJIMHHOW CTPOKH.

[Ipu yTBepKaeHnHu TOKyMEeHTa JOJKHOCTHBIM JIUIIOM Tpu@ YTBEP)KISHUSI COCTOUT
u3 cioBa YTBEPXJIAIO, HaumeHOBaHUSA TOTKHOCTHU JIMIIA, YTBEPKAAIOIIETO TOKYMEHT,
€ro MOJINKCH, UHUITHAIOB, (JaMUJIUU U JIaThl YTBEPKICHHUS.

[Tpumep -

YTBEPXKJIAIO

Hupextop MBOY COLI Ne 1
IMognuce U.0. ®amuius
Hara

[Ipu yTBep)ACHUN JOKYMEHTA PACIOPSAUTEIILHBIM TOKYMEHTOM Tpu( yTBEpk ACHUS
cocrour w3 cinoBa YTBEPXJIEH (YTBEPXIEHA, VYTBEPXJIEHbBI wnu
YTBEPX/IEHO), cornacoBaHHOro ¢ HAUMEHOBAaHUEM BHUJA, YTBEPKIAEMOI0 JOKYMEHTA,
HAaVMMEHOBAHUs PACIHOPSAUTEIBHOIO JOKYMEHTAa B TBOPUTEIBHOM IIAJIEKE, €ro AaThl,

HOMeEpA.
[Ipumepsl
1. (ITopsnok) YTBEPXIEH
npuxkazom MBOY COII Nel
5 anpeas 2021 r. Ne 82
2. (ITpaBumna) YTBEPXJIEHBI

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


mailto:mail@vniidad.ru

3. (ITonoxenue)
YTBEPXKJIEHO
npuxkasom MBOY COII Ne 1
15.06. 2021 r. Ne 83

[lpu  mpuHSATHM  (PacCCMOTPEHHMH)  JOKYMEHTAa  KOJJIETHAJbHBIM  OpTraHOM
00pa30BaTeNIbHON OpraHu3alliy, PEIIeHNs KOTOPOro (GUKCUPYIOTCS B MPOTOKOJE, B rpude
OpUHATO (PacCMOTPEHO) YKa3bIBae€TCS HAMMEHOBAaHUE OpraHa, pEImIeHHEM KOTOPOTO
OPUHST JOKYMEHT, 1aTa 1 HOMEp MPOTOKoJIa (B CKOOKaX).

YTBEPIKIAIOIIETO IOKYMEHTa B TBOPUTEIBHOM TaJIeXKe, €ro 1aThl, HOMepa.

ITpumepsl
3. (ITopsmok) INPUHAT
nexarori4ecKuM COBeTOM
(mportokoJ ot 15.08.2021 Ne 12)
4. (IlpaBuna) INPUHSATHI

YupapiasiloliuMm cOBeTOM
(mportoxoJ ot 15.06.2021 Ne 8)
3. (ITonoxxenue)
IHPUHATO
001muM coopanneM pabOTHUKOB

00pa3oBaTeIbHOI OpraHu3aIuN
(mpotoxko. 15.06.2021 r. Ne 83)

3aro/ji0oBOK K TEKCTY.

3aroioBOK K TEKCTYy BKIIOYaeT B ce0s KpaTKoe COAepKaHUE JOKYMEHTa, €ro
OCHOBHYIO CMBICJIOBYIO HAarpy3ky. 3aroyioBok gopmynupyetcst ¢ npeniaorom «O» («O0»)
U OTBEYAET Ha BOIIPOC «O YeM?»:

o TpuKa3 (0 4yem?) 0 CO3/JaHUU aTTECTAllMOHHON KOMUCCHH;
o mpuka3 (0 uem?) 00 yTBEpKJICHUH IITaTHOTO PACITUCAHHS;
o mucbMO (0 yem?) 0 TIpenocTaBlIeHn: HHPOpMAITUH.

3aros0BOK COCTaBISET UCTIOTHUTENh JOKYMEHTA. 3aroJOBOK K TEKCTY o(opmiisieTcs
MO/l PEKBU3UTAMU OJaHKa CJe€Ba, OT T'PAHMIIbI JIEBOTO MoJisl. ECliM TEKCT AOKyMEHTa He
MPEBBINIAET YETHIPEX-TIATU CTPOK WM odopmieH Ha Omanke dopmara A5, 3aromoBok
MOKHO HE YKa3bIBaTb.

3aroioBOK JOKYMEHTA 3alMCHIBACTCS MPU €r0 PErucTpalud B COOTBETCTBYIOIIUE
perucTpanuoHHbie (POPMBbI: KAPTOUKY, 0a3y TaHHbIX.

TekeT 10KymMeHTA.

TeKCT MOKyMEHTa COCTaBJISIETCSI HA PYCCKOM SI3bIKE KaK TOCYIApPCTBEHHOM S3BIKE
Poccuiickont @enepanun. TeKCT JOKyMEHTA MU31ara€Tcsl pyCCKUM JINTEPATYPHBIM SI3BIKOM C
Y4€TOM OCOOCHHOCTEN O(UIIUAIBHO-ETOBOTIO CTHIIS, BUJA TOKYMEHTA U €r0 Ha3HAYCHUS
B ympaBieH4Yeckod nesarenbHOCTH. ComepiKaHWe MOKYMEHTa JOKHO ObITh H3JI0KEHO
KpaTKo, JIOTUYHO, TOYHO U SICHO.

TeKCThI IOKYMEHTOB U3J1aratoTcs:



- oT 1-ro 1ML eAMHCTBEHHOrO 4YHClia B JIOKyMEHTax (MpuKa3, pacrnopsbKeHHe U T. 11.)
pykoBoauTeNsl  0Opa30BaTeIbHOM  OpraHU3allMM, JEUCTBYIOLIErO0 Ha  IPHHIMMIAX
€IMHOHAYaJiisd, a TaKkKe JOKYMEHTaX, aJpECOBAHHBIX PYKOBOACTBY OpraHU3ALMH:
MPUKA3bIBAI0... IMOATOTOBUTh M TMPEICTaBUTh HA PACCMOTPEHHUE; MPOIILY PaccMOTPETh
BOIIPOC 00 YCTAHOBJIEHHUH JIbTOTHBIX TapU(OB...;

- 3-T0 JMUa €MHCTBEHHOI'O YHUCia B JIOKYMEHTaX KOJJIETHAJIbHBIX OPraHoOB: KOMHUCCHS
pelInia...; OpraHu3alns He CYUTAET BO3MOXHBIM...;

- 1-ro numa MHOXKECTBEHHOTO YHMCJIa B COBMECTHBIX JIOKYMEHTaxX: MPOCHUM MpPEICTaBUTh
TAHHBIE O...; IPEJCTABIIIEM Ha PACCMOTPEHUE U YTBEPKICHHUE. . .;

- 3-ro Juila MHOXKECTBEHHOIO YKCJIa B IPOTOKOJIAX: CIYIIANU, BBICTYITHIM, TOCTAHOBUIIH,
pELIIIN.

B nokymeHTax, ycCTaHaBIMBAIOLIMX TMpaBa M OOSI3aHHOCTU OpraHU3ALMH, €€
CTPYKTYPHBIX TMOJpa3JeieHuil (MOJoKEeHUEe, HHCTPYKLHUSA), a TaKkKe COJEpKalux
onucaHue, OIleHKY ()aKTOB WJIM BBIBOJBI (AKT, CIIPaBKa), UCMONIb3yeTca (hopMa U3I0KEHUS
TEKCTa OT TPEThEro JIMla EIMHCTBEHHOTO0 WJIM MHOXECTBEHHOro uHcia («OTaemn
OCYHIECTBISET (PYHKIIUNY», «B COCTAB 0ObEIMHEHHUS BXOASATY», KKOMHCCHS YCTAHOBUJIAY).

B Tekcre nokymeHTa, MOATOTOBICHHOTO Ha OCHOBAaHMHU 3aKOHOAATEIbHBIX, MHBIX
HOPMAaTHBHBIX MPABOBBIX aKTOB, U3IAHHBIX OpraHAMU BJIACTH W YIPABJICHUS, TOKYMEHTOB,
paHee W3IaHHBIX OPraHOM BIIACTH — aBTOPOM JOKYMEHTA, YKa3blBaeTCsl HAaMMEHOBaHUE
BUJA JIOKYMEHTa, HaMMEHOBAaHWE OpraHa, W3JIABIIErO JOKYMEHT, JaTa MNPUHATUS WIH
YTBEPKACHUS JOKYMEHTA, €r0 PETMCTPALMOHHBIA HOMED, a TAK)KE 3ar0JI0BOK K TEKCTY WJIU
HAaMMEHOBAHUE BHU/IA IOKYMEHTA.

[Tpumepsl

«B coorBerctBun ¢ mnocrtaHoBieHueM lIpaBurenbctBa ot 13.08.1997 Ne 1009
«O06 ytBepxkaeHun IIpaBua MOATOTOBKM HOPMATHBHBIX IPABOBBIX aKTOB (eaepaibHbIX
OpPraHoOB UCIOJIHUTEILHOM BJIACTH M UX TOCYIAPCTBEHHON PErUCTPALIIN»;

«B coorBerctBuu C IlonoxkeHWeM O TMOCTOSIHHO JIEMCTBYIOIIEH OSKCIEPTHOM

KOMUCCUU  YUPEXKICHUS, OpraHu3allH, MPENNpHUSITUS, YTBEPKICHHBIM MPHUKA30M
Pocapxusa oT 19.01.1995 Ne 2...».

Ecnum TEeKCT cOAEpKUT HECKOJIIBKO NOPYYEHHH, PELICHHM, BBIBOJOB, B TEKCTE
BBIJICIIAIOTCS pa3eiibl, TOAPA3AEbl, IyHKTHI, TOAITYHKTBHI.

B TekcT mokymeHTa MOTyT BKJIIOUAThCS (PparMeHThl, 0(hOpMIICHHBIEC B BUJI€ TAOIUIIBI
WJIU QHKETHI.

CrpaHuIlsl TEKCTa HYMEPYIOTCS apaOCKUMU MU PAMU MTOCEPEINHE BEPXHETO OIS

B muceMax ucmonb3yror ciaeayromue GOpMbl U3II0KESHUS :
¢OT TMEPBOr0 JUIA MHOXECTBEHHOTO uYHcla («IPOCUM HamlpaBUTh», «HAMpaBisieM
Ha PaCCMOTPEHUER);
e IEPBOTO JIMI[A €AMHCTBEHHOIO YKCIa («CUUTAI0 HEOOXOAUMBIMY, IIPOIILY BBIICIUTHY);
e TPEThETO JiMIIA eauHcTBeHHOro uwmcia («OO He Bozpaxaer», «0OO cuuTaer
BO3MOKHBIM)).

OTMeTKa 0 NPUJIOKEHHUH.

OTMeTka O MNPUIOKEHUU COJEPKUT CBEIACHUS O JOKYMEHTE (JIOKYMEHTax),



MPUJIaraéMoOM K OCHOBHOMY JOKYMEHTY (B CONPOBOJUTENBHBIX MHCbMaXxX, MPETEH3USX,
aKTax, ClpaBKaxX M APYruX MH(GOPMAILMOHHO-CIPABOYHBIX JOKYMEHTAX) WM O TOM, YTO
JOKYMEHT SIBJISIETCSl TNPWIOKEHHUEM K OCHOBHOMY JIOKYMEHTY (B JOKYMEHTax -
NPWIOKEHUSIX K  PacHOpsSOUTENbHBIM  JOKYMEHTaM, IOJIOKEHHSIM,  I[paBHIIaM,
MHCTPYKIIUSAM, AOTOBOpaM, IJIaHaM, OTYETaM U JIp. TOKYMEHTaMm).

B compoBomuTenbHBIX NHChbMAxX W JAPYrUX  HUHGOPMAIMOHHO-CIPABOYHBIX
JOKYMEHTaX OTMETKa O MPUJIOKEHUH OPOPMIISETCA MOJ TEKCTOM OT TpPaHHIIbl JIEBOTO
TIOJISI CJIEAYIOIIUM O00pa3oM:

- €CJIU IPUJIO’KEHHE Ha3BaHO B TEKCTE:

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

- €CJIM MPUJIOKEHUE HEe Ha3BaHO B TEKCTE UJIM €CJIU MPUIOKEHUN HECKOJIbKO, YKa3bIBAIOT
Ha3BaHMs JIOKYMEHTOB-TIPWJIOKEHHUH, KOJUYECTBO JIMCTOB U HK3EMIUISIPOB KaxJO0ro
NPUIIOKESHHUS:

[Tpunoxenue: 1. [lonoxenue (Ha3BaHue) Ha 5 1. B 1 2K3.

2. CrpaBKa 0 KaJpOBOM COCTaBe Ha 2 1. B | 9K3.;
- €CJIM TPUJIOKEHUEM SBIISIETCSI 000COOICHHBIN AJIEKTPOHHBIM HOCUTENb (KOMITAKT- JAUCK,
usb-durer-HaKoMuTeIb U Ap.):

[Ipunoxenue:

CD B 1 3ks3.

- €CIT MPWIOXKEHHE (MTPUIIOKEHUS) COPOIITIOPOBAHBI:

[Tpunoxenue:

otuet o pabore PUII B 2 3k3.

B pacnopsauTenbHbIX JOKyMEHTaX (MpUKa3ax, pacHopsKEHUsX), JAOroBOpax,
MOJIOKEHUSIX, TPABUIIAX, MHCTPYKIMSIX M JAPYTUX JOKYMEHTaX OTMETKAa O MPUIIOKEHHUH
odopMIIsieTCs CIeyIOIUM 00pa3oM:

- B TEKCTE€ MOKyMEHTa MpU TMEPBOM YINOMHUHAHUU JOKYMEHTA-TIPUIIOKEHHS B CKOOKax
yYKa3bIBa€TCA: ... (MPUJIOXKEHUE) WIH ... (IpwiokeHue 1); mepea HOMEpOM NPHUIOKEHUS
JOTMYCKaeTCs CTaBUTh 3HAK HOMepa: ... (mpuinoxenue Ne 2);
- Ha MIEPBOM JIUCTE JOKYMEHTA-TIPUIIOKEHUS B IPABOM BEPXHEM YTy YKa3bIBACTCS:
Ipunoxenue Ne 2
k npukazy MBOY COII Ne 1
ot 15.08.2021 Ne 112.

CTpoku peKBU3UTA BBIPABHUBAIOTCA 10 JIEBOMY Kpaw WIH LEHTPUPYIOTCS
OTHOCHUTEIIBHO CaMOM JIJIMHHOW CTPOKHU.

Ecnm nmpunoxeHuem K pacnopsAUTENbHOMY JOKYMEHTY SIBISIETCS HOPMATHBHBIN
MPaBOBOM AaKT WA HMHOM JOKYMEHT, YTBEPXKIAEMBIA JaHHBIM pPaCHOPSAUTEIbHBIM
JIOKYMEHTOM, Ha MIEPBOM JIMCTE MPUIOKEHUS MPOCTABISETCS OTMETKA O MPUIIoKeHuu (0e3
CCBUTKM Ha PaCHOPSIUTENbHBIA JOKYMEHT) U Tpu( YTBEPKICHHS, B KOTOPOM YKa3bIBa-
IOTCS JTaHHBIE PACHOPSAAUTEIIBHOTO JOKYMEHTA, KOTOPBIM YTBEPXKICH JIOKYMEHT-
MPUJIOKEHHUE.

[Tpumep -

IHpuioxenue 1
YTBEPXKJIEHO npuxas
MBOY COLI Ne 1 ot



18.05.2021 Ne 67

I'pug corsniacoBaHus JOKyMeHTA.

[IpoeKTbl TOATOTOBJIEHHBIX JOKYMEHTOB Mepe] NOANHCAHUEM B pAlle CIydaeB
COTJIaCOBBIBAIOTCS C 3aMHTEPECOBAHHBIMU YUPEKICHUSIMH, CTPYKTYPHBIMU
MO/Ipa3IeICHUSMHU, OTAECIbHBIMU JTOKHOCTHBIMU JINLIAMH.

I'pud cormacoBanus B 3aBUCUMOCTH OT BHUJA JOKYMEHTa U OCOOEHHOCTEH €ro
0(OpMIICHUSI MOXKET IIPOCTABIIATHCS :

- Ha TEPBOM JIUCTE JOKYMEHTa (€CIM JOKYMEHT UMEET TUTYJbHBIN JIUCT, - HA TUTYJIbHOM
JIUCTE) B JIEBOM BEPXHEM YIUIy Ha YpPOBHE rpuda YyTBEpKIACHHs WU M0J HAUMEHOBAaHHEM
JOKYMEHTa OJIMKe K HIDKHEMY T0JII0);

- Ha MOCJIETHEM JIUCTE JTOKYMEHTA MOl TEKCTOM;

- Ha JIUCTE COIJIACOBaHUS, SABJISIONIEMCS] HEOThEMIIEMOM YaCThIO IOKYMEHTA.

I'pud cornmacoBanus nokymenta coctout u3 ciosa COI'JTACOBAHO, nomxHOCTH
JUIa, ¢ KOTOPHIM COIJIaCOBAaH JOKYMEHT (BKJIIOYash HaMMEHOBAHHME OpPTraHU3AIMH), €ro
COOCTBEHHOPYYHOH MOJIMKUCH, paclIin(dpOBKU MOANMUCH (MHULMAIOB, (DAMUIIUN) U JAThI
COTJIaCOBAHMSI.

ITpumep -

COI'JTACOBAHO

JlupekTop (Ha3BaHUE OpTraHU3AIIUH )
(monmuck) N.O. Gamunus

JlaTa

Ecnu cornacoBaHue OCYIIECTBISETCS KOJJIETMATbHBIM — OpraHoMm, B Tpude
COTJIaCOBAHMS YKa3bIBAIOT CBEJEHUSI 00 opraHe, COTJacOBaBIIEM JOKYMEHT, Jare Hu
HOMEpe TPOTOKOJIa, B KOTOPOM 3a(pUKCHPOBAHO pelIeHne o corjacoBanuu. Eciu
COTJIACOBAHHME OCYIIECTBIISIETCS MUCHMOM, YKa3bIBalOT BUJ JTOKYMEHTA, OpPraHU3alUIo -
aBTOpa JIOKYMEHTA, JaTy U HOMEP MHUChMa.

[Tpumepsl

1 COIJIACOBAHO
YupapiasiloluuMm COBeTOM
MBOY COLI Nel

(mpoToKoJ OT Ne )
2 COI'JIACOBAHO
nucbmom Pocapxusa

oT Ne

Bu3sa corsiacoBaHusi J0KyMeHTA.

Bu3sbl corntacoBanusi JOKyMEHTa — PEKBU3UT JOKYMEHTA, YKa3bIBAIOIIMI Ha COINIacHe
WM Hecorylacue JOJKHOCTHOIO JiMlla o0pa3oBaTeIbHOM OpraHu3allid C COAEpPKaHUEM
MPOEKTa IOKYMEHTA (Jajiee — BU3a).



ITpumep

3aMeCcTUTEeNb TUPEKTOpa MO0 BOCIUTATENbHON paboTe

JInynas noanucey ‘ ‘ N.N. lBanosa

10.10.2023
[ |

OdopmienHas TakuM oOpa3oM BH3a O3HAYaeT COMIACHE JOMKHOCTHOTO JIHIIA
C cofiep>KaHueM JOKYMEHTA.
[Tpu Hanuyuu 3amMeyaHui 1o JOKYMEHTY BU3Y O(DOPMIISIOT CJIETYIOIIUM 00pa30oM:

3ameuaHus npujiararoTcsa

3aMeCTUTENb AUPCKTOPA 11O BOCIIMTATECJIbHOU pa60Te

JInynas noanuch ’ ’ N.1. Banosa

10.10.2023
[ |

JIOKyMEHT BU3HUPYETCS WCIOJIHUTEJIEM U 3aUHTEPECOBAHHBIMHU B JIOKYMCHTE
JOJPKHOCTHBIMU JIUIIAMH, PYKOBOJIUTENIEM 00pa30BaTeIbHON OpraHu3allii.

3amevaHusi JOHKHBI OBITh MPEJCTABICHBl HA OTACIBHOM JIUCTE, KOTOPBIN
MOJIITUCHIBAIOT, TATUPYIOT U MIPUJIATAIOT K JIOKYMEHTY.

B nokymeHTax, MONJIWHHUKKA KOTOPBIX XPAHATCS B OpraHU3alldd, BU3BI
IPOCTABJISIOT HAa MOCIETHEM JIUCTE JOKYMEHTa MOJ MOJMUCHI0, HA 000POTE MOCIEIHETO
JUCTa TOJJMHHMKA JOKYMEHTa WJIM Ha JHCT€ COrjacoBaHUs (BU3HPOBAHUA),
IpUJIaraeMoM K JOKYMEHTY.

B ucxomsmmux MOKyMEHTax BH3bI MPOCTABISIOTCS Ha JK3EMIUISIpax JOKYMEHTOB,
MOMEIIIaeMbIX B JIETIO.

Honnuce.

JIOMKHOCTHBIE JIMIIAa TOJMUCHIBAIOT JTOKYMEHTHI B TpeliesiaX CBOMX IMOJIHOMOYHIA,
OTIPEJICTICHHBIX Y CTaBOM 00IIe00pa30BaTeIbHON OpraHu3alid U JOJDKHOCTHBIMH
UHCTPYKIIHSMHU.

[loamuch COCTOUT W3 HAUMEHOBAHMS JOJDKHOCTH JIMIA, KOTOPOE MOMAMHUCHIBAET
JOKYMEHT (IIOJIHOTO — €CJM JOKYMEHT HareyaTaH He Ha OJIaHKe, COKpAaIIeHHOTO —
Ha JIOKYMEHTE, Halle4aTaHHOM Ha OJlaHKe), €ro COOCTBEHHOPYYHOU MOAMKICH, WHUIINATIOB
(MHUIMAT UMEHH ), (haMUITUH.

[Ipumepsl

He Ha 0JIaHKe:

Jupextop MBOY COII Ne 888 Jluunasi mnoanuchb N.0. ®amuiius
Ha 0JIaHKe

JAupexTop JInunas noagnuch N.0. ®amuiius

[Tpu opopmiieHnn JoKyMeHTa Ha OJIaHKE JOJKHOCTHOTO JUIA JIOJKHOCTh 3TOTO
JIMLA B MOJIHACHU HE YKA3bIBAETCA.




IIpumep JIM4HadA MOANHUCH N.0. ®amuaus

B JOKYMCHTAaX, COCTAaBJICHHBIX KOMI/ICCI/IGP'I, B IOAIMMCH YKa3bIBACTCA CTATyC JIHMLA
B COCTaB€ KOMHCCHH.

ITpumep -

Ipeacenarens komuccun Ilognucek N.0. ®amniius

Y1eHbl KOMHCCUH INoanucon HN.0. damuians
INoanucon HN.0. Gamuians
IMognuco HN.0. damuians

B ciydae oTcyTCTBHS pYKOBOAUTENS MIPUKA30M ONpEAEsSeTCs U0, UCTIONHSIOIee
€ro O0OsI3aHHOCTH, a TaKkKe YIMOJHOMOYEHHOE TMOAMNKUCHIBATE TOKYMEHTHI, TPH 3TOM
HOANMHUCh OQOpPMIISiETCS C YKa3aHHEM CTaTyca TOJDKHOCTHOTO JUIla B COOTBETCTBUU
C IPUKa30M (pacropsHKEHUEM ).

[Tpumep -

H.o. nupexTopa Hoanucek N.0. ®amuiusn

WIn:

HNcenonnsiromuii 00s13aHHOCTH TMPEKTOPA Hommucer U.0. ®Pamuiust

[Ipy mnoanucaHuM JOKyMEHTa JHUIIOM, HMEIOIIMM TIpaBO TMOJANUCH B cllydae
BPEMEHHOTO OTCYTCTBUSI PYKOBOJUTENS, MCIPABICHUS B HAWMEHOBAaHUE JOJIKHOCTH
U paciMPpoBKy paMUIUHU YK€ TTOATOTOBIEHHOTO U COTJIACOBAHHOIO MPOEKTa JOKYMEHTA
BHOCSITCSI OT PYKHU WJIH C UCTIOIB30BAHUEM COOTBETCTBYIOIIMX HITAMIIOB.

He nomyckaercss CTaBUTh KOCYIO 4EpTy, HAANKCHh «3a» Mepe] HaWuMEHOBAaHHWEM
JOJKHOCTH JIUIIA B TIOJIMMCH, €CJIH JIOKYMEHT TOJIMKUCHIBAET HHOE JIOJDKHOCTHOE JIUIIO.

DJIeKTPOHHAS MOANNCH.

Otmetka 00 DJIEKTPOHHOM TOJNIMUCHA  HCIOJNB3YEeTCS TPU  BU3YaIH3alUU
ANEKTPOHHOTO JOKYMEHTa, TMOJMUCAHHOTO SJIEKTPOHHOW MOAMHUCHIO, C COOJIOJCHHEM
TpeOOBaHUIA:

a) MECTO pa3MEIIEeHUs OTMETKH 00 DJIEKTPOHHOW MOJMUCH JOJKHBI COOTBETCTBOBATH
MECTy pa3MeIIeHHs COOCTBEHHOPYYHOW TMOJNUCH B  AHAJOTUYHOM JIOKYMEHTE
Ha OyMa)KHOM HOCHUTEJIE;

0) S7IEMEHTHI OTMETKH 00 AJIEKTPOHHOM MOAMKUCH JIOJKHBI OBITh BUIUMBIMU U YUTAEMBIMHU
pu 0TOOpaXEHNU JOKYMEHTA B HATYPaJIbHOM pa3Mepe;

B) DJIEMEHTbl OTMETKH 00 JJIEKTPOHHON MOJNUCH HE AOJKHBI TMEPEKPhIBATHCS WIIH
HAaKJIaJIbIBAThCS IPYT HA JPyra;

I') AJIEMEHThl OTMETKH 00 3JIEKTPOHHOW MOAMHUCU HE JOJKHBI MEPEKPHIBATH JIEMEHTHI
TEKCTa JOKYMEHTa U APYrue OTMETKHU 00 3JIEKTPOHHON MOANUCH (TIPU HATUYHH ).

OtmeTka 00 SIEKTPOHHOW MOANMUCH U BKIOYaeT ¢pa3y «JokymMeHT moamucaH
AJIEKTPOHHOM MOAMKUCHIO», HOMEP cepTU(HUKaTa KItoua JIEKTPOHHOU MOAMUCH, (PaMUITHUIO,
UMsI, OTYECTBO Bjajeiblla cepTU(uUKaTa, CpPOK JEWUCTBUS cepTUdUKaTa KIIroua
3JIEKTPOHHOM MOAICH.



ITpumep
Mupexrtop JOKYMEHT HOAIIMCAH A.B. Usanos

JIEKTPOHHO¥M MOANMUCHIO
Cepruduxar lalllaaalllllNINI
Buaanesaen Banos Asexceii bopucosnu
JleiictBuTesen ¢ 01.01.2017 mo 01.01.2022

ITeuars.

OTTUCK meYaTu 3aBepsieT MOJJIWHHOCTh MMOJNUCH  JOJDKHOCTHOTO — JIMIIA
Ha JIOKYMEHTaX, YJIOCTOBEPSAIONIUX IpaBa JUI, (QUKCUPYIOMUX (aKThl, CBSI3aHHBIC
¢ (DMHAHCOBBIMHU CPEJCTBAMHU, & TAKXKE HA JOKYMEHTaX, MPEJAOCTABISIEMbIX 3a TMPEeb
OpraHu3aIMy M MpeayCMaTPUBAIONIUX 3aBEpPEHUE MOJJIMHHOCTH TOANUCU. BHyTpeHHUe
TIOKYMEHTHI (TIPHUKa3bl, MPOTOKOJIBI U T.J.) MIEYAThIO HE 3aBEPSIOTCSI.

[leyats mpocTaBisieTcs, HE 3axBaTbiBas COOCTBEHHOPYYHOM TMOJIMUCH JIWIIA,
MOJMUCABIIEr0 JOKYMEHT, WIH B MecTe, 0003HaueHHOM «MID» («MecTo meuatny).

OTMeTKAa 00 MCTIOJTHUTETE.

OtMeTka 00 UCTIOTHUTENIE BKITFOYAET B ce0s1 (DaMUIINIO, UMsI, OTYECTBO UCIIOTHUTES
JIOKyMEHTa, HOMEp ero TenedoHa.

OtMmeTka 00 HCHOJNHHUTEIE MOXKET JOIOJHSATHCS HAMMEHOBAaHHEM JIOJDKHOCTH,
CTPYKTYPHOI'O MOAPA3CICHUS U SJIEKTPOHHBIM aIPECOM UCIIOTHUTEIIS.

OtMmetka 00 ucnojHUTeNe OGOPMILIETCS Ha JUIEBONM CTOPOHE IMOCIEIHEro JIMCTa
JIOKyMEHTa OT TPaHUIIBl JIEBOT'O TOJISI WJIU, NMPU OTCYTCTBUM MeCTa, - Ha OO0OpOTHOM
CTOpPOHE BHU3Y CJICBa.

[Tpumep -

3a0enun Ban AHjpeeBuy,

KouTposbHoe ynipaBJjieHHue, BeXyIUi CIIENMAJIUCT,
+7(978) 924-45-67, Zabelin@gov.ru

OtmeTka 00 HCHONHUTENE MOXET OQOPMIATHCS KaK HUXKHUN KOJOHTHTYI
Y TIeYaTaThesl MpPUGTOM MEHBIIIETO pa3Mepa.

OTMeTKa 0 3aBepeHUH KON M.

OOpazoBaTenbHasi OPraHU3AIUS MOXKET 3aBEPSITh KOMHH TOJBKO T€X JOKYMEHTOB,
KOTOpBIE CO3JAI0TCS B HEH, a TakkKe B CiIy4asx, IPEIyCMOTPECHHBIX B ab3aie BTOPOM
Hacrosilero myHKTa. Komus JOKyMEHTa M3roTaBIMBAETCSI U BBLAAETCS  TOJBKO
C pa3pelleHHs] PYKOBOAUTENS OpraHu3allu, €ro 3aMecTUTENel WM PYKOBOJIUTENS
CTPYKTYPHOTO MOJIpa3/IeJICHHUS.

B ciiyyae moAroToBKM AOKYMEHTOB JUIsl IPEAOCTABICHUS CYJ€OHBIM OpraHam, Npu
pPEIICHNH BOMPOCOB 10 TPHHITHIO JHII Ha padoTy, OO0ydeHue, YJOCTOBEPEHHUS WX
TPYIOBBIX M JAPYrMX IMpaB BO B3aMMOOTHOUIEHUAX C YUPEKICHUEM, a TaKxkKe MpH
dbopMUpOBaHUU JIUYHBIX Jesl pabOTHUKOB 00IIe0o0pa3oBaTebHasi OpPraHU3ALMS MOMXKET
W3TOTABIMBATh KOMWW JOKYMEHTOB, BBIIAHHBIX JAPYTHUMH YUPSKICHUSIMH (KOTTUHU
JTIOKYMEHTOB 00 00pa30BaHUU U JIp.).


mailto:Zabelin@gov.ru

[Ipy BBImaue KONMM  JOKYMEHT  BOCIPOM3BOAMUTCS  MOJHOCTBbIO  (OJaHK
o0Opa3oBaTesbHON OpraHu3allii, HOMED, J1aTa, COAEPKAaHUE U T. 11.).

B mpaBom BepxHem yry konuu nuiercs ciioBo «Komwusi». Ilpu Bblgaue komuu c
KoMUHU cneayeT nucath «Konus ¢ konumy.

Ecnu xonust uisi BHYTPEHHETO MOJb30BaHUA, TO AJIA 3aBEPEHUS] HUKE PEKBU3UTA
«Ilognucek» MNPOCTABISIOT 3aBEPUTENbHYIO HAAMUCh: «BepHO»; MOIKHOCTH JMIIa,
3aBEPSIONIETO KOIHUIO; JIMUYHYIO MOANKCH; paciinPpOBKY MOANUCH (MHULIUAIIBI, (PaMUIIHIO);
J1aTy 3aBEpEHUsI.

ITpumep -

Bepno
Cexkperaps/CnienuajucT mo Kaapam
JInyHas nmoanucey B.B. BaHoBa

10.10.2023

Ecnu xomust BeImaeTcs sl IpeACTaBICHUS B APYTYIO OpraHU3aIuio, TO OTMETKA O
3aBEpPEHUN KOIHMH JIOMOJIHSACTCS HAIIMUCHhI0 O MECTe XPaHCHHS JIOKYMEHTa, ¢ KOTOPOTO
ObLJIa U3TOTOBJICHA KOIIUSI, M 3aBEPSICTCS MeYaThl0 OpraHU3aIliH.

[Tpumep -

[MTognmuuuuk nokymenta Haxoautcss B MBOVY Illkona Ne 3 B gene Ne 12-k 3a 2022
TOJI.

JInst mpocTaBieHUsI OTMETKHU O 3aBEPEHUM KOTTMU MOKET UCTI0JIb30BAThCS IITAMIL.

OTMeTKa 0 NOCTYIUIEHUH TOKYMEHTA.

OTMeTKa O TIOCTYIUICHUH JOKYMEHTa CIYXHT JUIsI TIOATBEpXKICeHHUS (akra
MOCTYIUUICHHUS] JOKYMEHTa B OPraHM3alMi0 M BKJIIOYAET JIaTy MOCTYIUICHUS W BXOISIINAN
PETUCTPAIIMOHHBINM HOMEp JOKyMeHTa. IIpm HEoO0XOaWMOCTH OTMETKAa O TOCTYIJICHUH
MOKET JIOTIOTHATHCS YKa3aHHEM BPEMEHM TMOCTYIUICHHS B YacaX W MHUHYTax M Croco0a
JIOCTAaBKU JIOKYMEHTA.

OTMeTKa O MOCTYIUICHUU IOKYMEHTAa MOYKET MPOCTABJISATHCS C MOMOIIBIO IITAMIIA.

Pe3omronus.

Pesomroniusa  ComepXUT yKazaHWE MO MCIOJHEHHIO JIOKyMEHTa. Pesonronus
odopmiIsieTcss Ha CBOOOAHOM MecTe pabouero mojs JOKyMEHTa, Ha OJJaHKE PE30FOIUU
WJIM BHOCHUTCS HETTOCPEJICTBEHHO B CHCTEMY JJIEKTPOHHOIO JIOKYMEHTOO00pOTA.

Pesomrorus  BrimrowaeT: (aMHINMIO, WHHUIWAIBI HMCHOJHHUTENIS (MCIOJHHUTEICH),
MOpYyYEHHUEe IO JOKYMEHTY, IMPH HEOOXOAWMOCTH - CPOK HCIIOJHCHHMS, TOJNKCH JIUIIA,
BBIHECIIIETO PE30IIOIHI0, ATy PE30TIOIHH.

Pe3omtonusi, kak mOpaBWIO, MHUIIETCS OT PYKH PYKOBOAMTEIEM Ha TOMIMHHUKE
JIOKyMEHTa Ha CBOOOTHOM OT TEKCTa MECTE.

[Tpumep -

®amuina U.0.

Ipowmy moaroroBuTh npeaiokenus k 10.11.2021.

IHoanuch

Jlara



OTMmeTKa 0 KOHTpOJIE.

OTMeTKa O KOHTpOJE CBUJETEIHLCTBYET O IMOCTAHOBKE JOKYMEHTa Ha KOHTPOJIb,
MPOCTABISAETCS IITAMIIOM WM MPOU3BOJUTCA 3amuch OT pyku «KOoHTpoiap» Ha BepXHEM
1oJie JOKyMEHTa.

KonTponto mojyexxar Bce 3aperuCTPUPOBAHHBIC JIOKYMEHTHI, TpeOyroIne
WCTIOJTHEHUSI.

Cpoku HMCTHOJHEHMS JOKYMEHTA YCTaHABIMBAIOTCS B COOTBETCTBHUU CO CPOKAMHU,
0003HaUCHHBIMH 3aKOHOAATEILCTBOM, OpPraHHW3alllei, HaMpaBUBIICH MMOPYyUYCHHE WIIH
npockOy,  PaclopsSAUTEIBHBIM  JOKYMEHTOM WM  PE3OJIOIUMEHd  PYKOBOAMTEIIS
o0pa3oBarenbHON OpraHU3alINH.

Cpok npocraBisieTcsi B popMe J1aThl 3aBEPILICHUS UCTIOJIHCHHUS.

OTMeTKa 0 HATIPABJIEHUM JOKYMEHTA B J1€J]10.

OTMeTka O HampaBiICHUU JOKYMEHTa B J€JI0 OIpeaeiseT MECTO XpaHCHUs
JIOKyMEHTA TI0CJIC 3aBEePIICHHs padOThl C HUM M BKJIIOYAET: clioBa «B nmeno», nHAEKC aerna
0 HOMEHKJIaType JieJl, B KOTOpOE IMOMEIIAeTCsl JOKYMEHT Ha XpaHCHHE, ¢ yKa3aHueM
rojia, TOJDKHOCTH JuI1a, 0OPMUBIIETO0 OTMETKY, TOJMKCH, TaThl.

[Ipumep -

B nesio Ne 01-18 3a 2020 r.
Cexkperapb
IMoanmucey Jdara

OTMeTKka O HampaBlICHHM [OKYMEHTa B JI€JI0 MOXET JONOJIHATHCA KpPaTKUMU

CBEJICHUSIMU O XapaKTepe UCIIOJIHEHUS JOKYMEHTA.

4. Tpe6oBaHNSs K COCTABJIEHUIO HEKOTOPbIX BU/I0B JOKYMEHTOB.

Ipukas.

[Iprka3 - mpaBOBOM JIOKAJIbHBIA HOPMATUBHBIN aKT, KOTOPBIA U3AACTCS €IUHOJIUIHO
pyKoBonMTEIEM  00pa3oBaTENbHOM  OpraHU3allud W YJOCTOBEpSET  pEeHICHUS
OpPraHu3alMOHHO-PACIIOPSIAUTEIBHOTO XapaKTepa.

[Iprka3pl U31ar0TCSI IO OCHOBHBIM BOIIPOCAaM JIESATEIBHOCTH, aIMHUHUCTPATUBHO-
XO035IUCTBEHHBIM BOIIPOCAM M KaJpOBBIM BOIPOCAaM (JIMYHOMY COCTaBY) 00pa30BaTEIbHOMN
OpraHu3alyu.

[Ipuka3 moOAMUCHIBAETCS B COOTBETCTBUU C TPeOOBAHUSIMH, YKa3aHHBIMU
B Pekomenjanmm.

[Tocne moammcanus MpUKa3a U3MEHEHUS W/WIIN JOTIOJTHEHUS B HETO BHOCATCS TTyTEM
W3JIaHUS HOBOTO MIPHUKA3a O BHECEHWU U3MEHEHUHN W/WITH TIOTIOJTHEHUH.

[Tpukas, kak mpaBmio, ohopmiseTcs Ha OJlaHKe 0Opa30BaTENbHON OpraHU3aIi B
[I€YaTHOM BHJIE.

[Ipukaz wuMeer creAymroNIMe PEKBU3UTHI: HAWUMEHOBaHUE O00pa30BaTEIbHOMN
OpraHu3alMy COMMIACHO yCTaBy; HauMeHoBaHue Buaa nokymenta (ITPUKA3), nara, Homep,
MECTO COCTABJICHHUSI, 3arOJIOBOK K TEKCTY, TEKCT, HAUMEHOBAaHHUE JOJDKHOCTH, IOAMNHUCH
JOJKHOCTHOTO Jula (MHULKABL, (paMuiIus), BU3bl COITIACOBAHUS, O3HAKOMIICHHUSI.

Jlatoii nmpukaza (pacnopspKeHHs!) SIBIseTCsS Jara ero noanucanus. Jlara



opopmiiseTcss 1UAPOBBIM CIIOCOOOM; HOMEP COCTOMT M3 3HaKa «No» M TOPSIAKOBOTO
HoMepa npukasa: ot 00.00.0000 Ne 000.

CopepxaHue mpuKa3za KpaTKO M3JIaraercsa B 3arojloBKE, KOTOPBIM HauyMHAETCs
¢ mpemiora «O» U COCTaBIISIETCS C MOMOIIBIO OTIVIATOJBHOTO CyIecTBUTENbHOrO («O0
YTBEPKIAEHUU...», «O CO3IaHUU...») WIH CYIECTBUTENBHOTO («OO0 UTorax...»).

B nmnpukazax TekcT wu3maraercss OT TMEpBOro JiMIla €IWHCTBEHHOTO YHCJIA
(«TIpUKa3bIBAION).

Bo Bpemsi o3HakoMJeHHS C TPUKAa30M yKa3aHHBIMA B HEM JIMIIaMH Ha IEPBOM
AK3EMIUIAPE MPHKa3a MPOCTABIAIOTCA MOJMUCH C YKa3aHUEM JaThl 03HAKOMJIICHUS.

Homepa crpanun npocTaBisiloTcsl MOCEpeIMHE BEPXHEro MOJIsl JIMCTa HAuMHas Co
BTOPOTO JIUCTA.

[Ipuka3bl HyMepylOTCS B MOPSJKE UX HM3JaHUs B Tpejernax KaJleHIapHOTO Toja;
MpUKa3bl MO OCHOBHOW JESATEIBHOCTH M MO KaJAPOBBIM BOMpOcaM (JIMYHOTO COCTaBa)
UMEIOT OT/IENIbHYIO MOPSIIKOBYIO HyMEpaIHIo.

[Tpu Hymepanuu npruka3zoB JIOMYCKAETCS UCIIOIb30BaHUE JOTIOJHUTEIBHBIX OYKB.

[Ipumep:

K- kaapswi;

JI - INYHBIA COCTAB;

O- ocHOBHAaSI 1€ITEJILHOCTD;
Y — o0yuarimecs.

[Ipukaz BcTymaeT B CWJIYy € MOMEHTa €ro IMOANUCAHUS PYKOBOJIMUTEIEM
o0Opa3oBaTeIbHON OpraHu3alluy, €CJIM B TEKCTE HE YKa3aHO JPYroro CpoKa.

[Tpuka3zbl PETUCTPUPYIOTCS B Kuure/xypHae pEruCTpauu IIPUKA30B
(npunoorcenue 2).

[Tpukassl ¢dopmupyrorcs B Jlemo oaumH pa3 B kBapran. Kawura/sxypHain
IPOHYMEPOBBIBAETCS, MPOLIHYPOBBIBAETCA, CKPEIUIAETCS TMOJMNKUCHIO PYKOBOJUTENS
¥ TIeYaThio 00pa3oBaTeIbHON opranu3aiuu (mpuioxenue 1). B koHIe kaeHmapHoro roja
Jleno (ue 6osee 250 nuctoB) opopmisieTcs B COOTBETCTBUU ¢ [omokeHrHeM 00 apXuBe.

IIpuka3bl M0 OCHOBHOM JAeSITEJIbHOCTH.

Texcr mnpukaza MO BONpOCaM OCHOBHOM  JICSITEIIBHOCTH  0Opa30BaTEIbHOM
OpraHu3allid COCTOMT W3 JIBYyX 4YacTed - KOHCTaTupymomei (mpeamOybl)
U PacCOpAIUTEIBHOM.

B koHcTatupyromeil 4acTh OTpakaloTcs ILeNd W 3aJayd  [PENHUChIBAEMbIX
NEUCTBUW, NMPUYMHBI W3JAHUS TPHUKA3a, NACTCA CChUIKA HA JOKYMEHT, ITOCIY>KUBIIHMI
OCHOBaHUEM ISl TIOATOTOBKM MpHUKa3a. YKa3aHHAs 4acTb MOXET HAYMHATHCA CO CJIOB
«Bo wucnonunenue...», «C nenpto..» U ToMy momaoOHoe. Eciu NOKyMEHT wu3aaercs
Ha OCHOBAaHUU JIPYrOro pacrnopsiAUTENBHOTO JOKYMEHTa, B KOHCTATUPYIOLIEH YacTH
YKa3bIBa€TCSd Ha3BaHUE BHUJIAa ATOro JOKyMeHTa, ero aBTtop (MwunucrepctBo, CoBeT
MUHHCTPOB M [Ip.), J1aTa, HOMEP U 3arojioBOK. TO4YKa B KOHIIE KOHCTATUPYIOIIEH 4YacTH
HE CTaBUTCH.

PacnopsaurenbHas wacte mnpukaza HaumHaercs co cinoBa [IPUKA3BIBAIO,
KOTOPOE IeyYaTaeTcsi C HOBOM CTPOKHU OoybIIMMU OykBamMHu 0€3 OTCTYIUICHUSI OT JIEBOTO
TOJISI M KaBBIUEK, TIOCII€ YET0 CTABUTCA JIBOCTOYHE.

PacnopsiiurenbHast 4acTh JEIUTCS HA MYHKTHI U MOAINYHKTHI, KOTOPhIE HYMEPYIOTCS
apabckumu 1udpamu. B KaxaoM MyHKTE JOJDKHBI OBITh YyKa3aHbl HUCIIOJHUTENH,



KOHKpETHbIE 3aJaHus (MOPY4YEeHHs) U CPOKH MX BbINOJIHEHUA. VcnomHuTenu Moryt ObITh
Ha3BaHbl TakXXe OOOOIIEHHO: «PYKOBOJIUTENSIM  METOJMYECKUX  OOBEIUHECHUNY,
«3aMECTUTENSIM JupekTopa». Ilpu 3ToM, Kak mpaBuiio, HE MPUMEHSAETCS HAUCAHUE HeE-
KOHKPETHBIX TOPYYEHUH, KOTOpbIE COJEpKaT CJIOBA: «YCKOPUTH», «YIYUIIHUTbHY,
«aKTUBU3HPOBATHY, «OOPATUTh BHUMAHHE), «COBEPLUIEHCTBOBATDY, «IIPOJIOJKUTHY U T.1I.

OtaenbHble 3a1anus (HanpuMep, 3aJaHus, cojepxaiire HudpoBbie TaHHbIE) MOTYT
oQOpMIISTECS B BUJE MPUIOKEHHUS K MPUKA3y CO CCHUIKOW Ha HUX B COOTBETCTBYIOIIUX
MyHKTaX MpUKa3a 1 0pOpMIISIOTCA COTJIACHO JaHHBIM PexoMeHaanusm.

Crtpanunsl npukKasa u NpUI0KEHUN HyMEpYIOTCS KaK €IMHbIA JOKYMEHT.

Ecnu nmnpuka3zoMm oOTMeHsieTCs MpeAbIAYIIUH  pacoOpSAUTENbHBIA  JOKYMEHT,
B PACHOPSIUTEILHON YaCTH YKa3bIBAETCS MYyHKT, KOTOPbIN JOHKEH HAYUHATHCA CO CIIOB:
«IIpu3HaTh yTPaTUBIIUM CHUILY...».

N3meHenusi, BHOCUMbIE B TIPHUKa3, O(POPMIISIOTCS OTIAEIbHBIM MPUKA30M, KOTOPBIN
JOJIKEH UMETh TaKOW 3aroyioBok: «O BHECEHHWU U3MEHEHMM W/WIW JIOTMOJHEHUH B MPUKa3
...» C yKa3aHHeM JaThl, HOMEpA, 3arojOBKa PacCMOPSAUTEILHOTO TOKYMEHTa, B KOTOPBIN
BHOCSITCSI UBMEHEHHMsI. PacniopsiiuTenbHas 4acTh MpUKa3a HAUMHAETCS C TAKOTO IMYHKTA:

1. BHecTu u3MeHeHus B MIPUKA3...

Janee OTJEJIbHBIMU MOJAITYHKTaMH dbopmynupyrorcs VU3MEHEHUS
B PACIOPSAAUTEIbHBINA TOKYMEHT.
[Ipumep -

1) myHKT 2 U3JI0KUTh B CJCIYIOIICH pPeAaKIIuHT;

2) MyHKT 3 MCKIIOYHTB;

3) ab3arr BTopoii MyHKTa 4 JOMOJHHUTH CIIOBAMH. ..

Ecnu u3MeHeHus B pacnopsauTENbHBIA TOKYMEHT O(OPMIISIOTCS Ha OTIEIHHOM
JUCTE (JTUCTaX), B IEPBOM MYHKTE PACIOPSIUTEIBHON YaCTH MPUKa3a YKa3bIBACTCS:

1. BHecTu n3MeHeHus B...

[Tocnennuii MyHKT pacmopsSAUTEIbHOM 4YacTH B Cliydae HEOOXOJAMMOCTH MOJXKET
collepKaTh PEIICHWE O BO3JOKEHHWU Ha JOJKHOCTHOE JHUIO0 (DYHKIHN MO KOHTPOIIO
3a UCIIOJIHEHUEM TPUKa3a.

IIpuka3bl N0 KaAPOBBLIM BOMPOCAM.

[Ipuka3sl TO KaApOBHIM BOMpOCaM (JIUYHOMY COCTaBy) OQOPMISIOTCS Kak
B yHudunupoBannoit popme (IlocranoBnenue I'ockomcrata P® ot 05.01.2004 Ne 1
«O0 yTBepkIeHNH YHUGUIHUPOBAHHBIX (OPM TIEPBUYHON YUETHON JTOKYMEHTAIUU
10 YYeTy TpYJa U €ro OIUIaThl»), TaK U B TEKCTOBOI.

JlaHnHbIi BUIT TPUKa30B 0hopMITsIeTCs] B BUIE MHANBUIYAIbHOTO WM CBOJHOTO.

B wnamBuayanbHOM TpuKase conuepkuTcs wHpopManus o0 OJTHOM paOOTHHKE;
B CBOJJHOM - O HECKOJIbKHMX, HE3aBUCUMO OT TOr0, KaKH€ YIPABICHUECKUE PEIICHUS IO
HUM TIPUHUMAIOTCS (TIpueM Ha paboTy, Ha3HAYCHHE Ha JOJDKHOCTb, MEPEBOJ HA JIPYTYIO
JOJKHOCTD (paboTy), yBOJILHEHUE U AP.).

ConepxaHue HWHIUBUAYAJIBHOTO TNPUKa3a IO KaJApOBBIM BOMpocaM (JUYHOTO
COCTaBa) KpaTKO M3JaraeTcs B 3arojoBKe, KOTOpbIM HauumHaeTrcss ¢ mpemiora «O»
MU COCTaBJISIETCA C TMOMOIIBIO OTIJIArojibHOrO CYHIECTBUTENBbHOTO: «O Ha3HAYEHUU...»,
«O npuHATUU...». B CBOAHBIX MpUKa3aX MOXKET MPUMEHATHCS OOOOUIEHHBIN 3aroJI0BOK:
«O xaapoBeIX Bonpocax», «O JIMYHOM COCTABEY.

B Tekcte mpukaza mo KaapoBBIM BOINpOcCaM (JIMYHOMY COCTaBYy), Kak MpPaBuUilo,



KOHCTAaTUPYIOIIAasl 4aCTh HE OTMEYAETCHI.

PacnopsinurenbHass 4YacTh TMpHKasa HAYMHAETCS, Kak MpaBWIoO, C TJarojia
B HeomnpeaeneHHoit dopme: «lIpunsate», «Haznauuthby», «llepeBectn», «OOBIBUTHY»
U TOMY NOJI00HOE.

JHlanee yka3biBatoTCsi (amMuwins, HMs, OTYECTBO (NMpU HAIUYUHU) pabOTHUKA,
Ha KOTOPOTrO pacnpoCTpaHSETCs IEUCTBUE MPUKa3a, U TEKCT MpuKa3a. B cBOgHOM npukase
dbaMuIuK U1l B Mpeiesiax MyHKTOB pa3MelatoTcs o ajidaBury.

B mpukaze o Ha3HaYeHUU WIM YBOJIBHEHUM PAOOTHHKA yKa3bIBAETCs TOJIHAS JlaTa
(unucno, mecsn, roA) (QaKTUYECKOTO BbIXOJAa pabOTHUKA HAa paboTy (IpeKpalleHHs
TPYJIOBBIX OTHOIIEHHWH), pa3Mepbl €ro JOJDKHOCTHOTO OKJIaja COTJIACHO IITaTHOMY
pacnucaHuIo.

B cBogHOM mpuKkaze MO KaapoBBIM  BompocaM  (JIMYHOMY  COCTaBy)
B PaCHOpSIUTEIbHYIO YacTh BKIIOYACTCS MH(pOpMaIUs, KOTopas pa3Meniaercs B TaKou
MOCJIEIOBATEIILHOCTH: TIPUEM Ha paboTy, epeBO/l, YBOJIbHECHUE.

B kaxagoMm mnyHKTe TIpuKa3a 10 KaJpOBBIM BompocamM (JITYUHOMY COCTaBY)
YKa3bIBA€TCS OCHOBAHUE OTHOCUTEIBLHO €ro M3JaHus (3asBieHUE PaOOTHHMKA, TPYIOBOMU
JIOTOBOp (coramieHue), JOKIJIaJHas 3amucka, TMPeACTaBIeHUE, XO0JIaTaliCTBO, PEIICHHE
aTTECTAIlMOHHON KOMHUCCUHU 00111e00pa3oBaTeIbHON OpraHu3aIun) 1 T. /1.

Pacnopsizkenue.

Pacniopsixkenne - pacnopsiAMTENbHBIM JIOKAIBHBIM HOPMATHUBHBIM IIPABOBOM aKT,
KOTOPBIM  M3AaeTcsl PYKOBOASIIMM pAaOOTHUKOM 0Opa3oBaTelIbHOM  OpraHHU3aluu
(manpumep, 3aMECTUTEIEM PYKOBOIUTENS, PYKOBOAUTEIEM CTPYKTYPHOT'O
nojipasfieJieHus1) 1Mo BompocaM HHGOPMAIIMOHHO-METOIUYECKOTO, AIMUHUCTPATUBHO-
XO035IMCTBEHHOT'O U OPTAaHU3aLIMOHHOTO XapaKTEPa, BXOASIINM B €r0 KOMITETEHIIHIO.

PacniopspkenrieM  ohOpMIIIOTCS  BOIPOCHI  KPaTKOCPOYHOTO  OAHOPA30BOTO
XapakTepa.

PacnopsikeHHsT COCTaBISIIOTCS aHAJOTMYHO MpHKazaMm (B IEYaTHOM BapHaHTE)
MoskHO 6e3 cioBa «[IPUKA3BIBAIO».

Koncratupyromas 4acTh TEKCTa B pacIopsIKEHUX OTHEIIAETCS
or pacnopsautenbHoil yactu cioBamu: «I[IPEJUJIATAIO», «PEKOMEHIYIO»,
«OBA3BIBANO», « CHUTAKO HEOBXOJINMbIM».

Pacniopspkennst peructpupytorcsi B KHure/>xypHanae perucTpaii pacropsKeHUM
(npunooscenue 2). KHura/sxypHan IpOHYMEPOBBIBASTCS, TIPOITHYPOBBIBACTCS, CKPETIISCTCSI
MOJAMKUCHI0 PYKOBOJIUTENSI M TIEYAThIO 0Opa30BaTENbHON OpraHu3auu. PacrnopspkeHus

dbopmupyrorcs B [lemo oaun pas B KBapTai. B koHIle KaieHaapHoro rojaa [leno
(ae 6omee 250 mucToB) odopmirsieTcss B cooTBeTcTBUU ¢ [Tonoxkennem 06 apxuBe.
IIporoko..

[Ipomieccbl  mpuUMEHEHHMsI  YIPABICHUECKUX  pPEIIeHMH  o0pa30oBaTeNbHOM
OpraHu3alMed HW CaMH pEUIEHUS JIOKYMEHTUPYIOTCA C TIOMOUIBIO MPOTOKOJIOB
KOH(EpEeHITNH, TTeIarOTHIeCKUX COBETOB, KOMUCCHH H TIP.

B mnpotokonax 3acegaHuMil KOJUIETMAJbHBIX WM COBELIATENBHBIX OPraHOB TEKCT
u3Jlaraercsi OT TPEThEro JWla EIUHCTBEHHOro 4Yucia («IIeIaroru4eckuii CoBeET...
MIOCTAaHOBIISIETY, «COOpAHUE... PEUTUIION).

[IpoTokOJI COCTaBIISIETCA HA OCHOBAHWM 3aIlMCEH, CHENAHHBIX HEMOCPEACTBEHHO
BO BpEMsl 3aC€IaHuM, MPEACTABICHHBIX TEKCTOB M TE3MCOB JOKJIAJ0B W BBICTYIUICHUM,



CIIPABOK, ITPOEKTOB PELICHUM.

[IpOTOKOI MOKET COCTABIIATHCS KAaK B pYKOIIMCHOM, TaK U B Ie4aTHOM (hopme.

JlaToil mHpOTOKOJIa SBIIAETCS Jara NpoBeAcHUs 3acenanus. Eciam  3acenanne
IIPOJIOJKANIOCHh HECKOJIBKO JHEMW, TO Yepe3 THUPE YKa3bIBAKOTCS NEPBBIM U NOCIEIHUN ICHb
3aceaHusl.

Homep nporokona AOMKEH COOTBETCTBOBATH MOPSAIKOBOMY HOMEpY 3acedaHusl.
Hymepanust mpoToKoJIOB BEETCs B MpEAENax KaJeHAAPHOTO rofa OTAEIBHO MO KaXAOU
IPYIIIE MPOTOKOJIOB 3aCEAaHUS COOTBETCTBYIOIIETO KOJUIETHAIIBHOIO OPraHa.

B pexBuznte «MECTO 3aceaHus» YKAa3bIBA€TCsl HAa3BAHHWE HACEIIEHHOIO IYHKTA,
B KOTOPOM COCTOSJIOCH 3aCEaHue.

3aroyioBOK K TEKCTY MPOTOKOJIA JOJKEH OoToOpakaTh BUJ 3acelaHus (COBEIlaHUeE,
coOpanue, KoH(GepeHIus: U T.I.) WIK KOJUJIETUAJbHON NESITebHOCTH (KOMHUCCHS, COBET,
coOpanue, paboyast rpyIra v T.1.) U BKJIIOYaTh Ha3BaHUE BUJIA JOKYMEHTA.

TekcT npoTOKOJIa COCTOUT U3 BBOJHOM U OCHOBHOM YacTeM.

BBonHas yacth comepxkut noctosHHyo uHopmanuto (ciosa [TPEJJCEJATEJIb,
CEKPETAPL, IIPUCYTCTBOBAJIN) wu mnepemennyto (dbaMuius, HWHUIHAIBI
npejcenaTens, cekperaps M NpucyrcTByromux). [Ipm HEoOXOaUMOCTH yKa3bIBalOTCA
JOJKHOCTA TPUCYTCTBYIOUIUX, a TakKe WHHUIMAIb], (aMmiig JOJKHOCTH  JIHII,
NpUIalleHHbIX Ha coBemtanue. [Ipu komuuecTBe yuyacTHUKOB Oonee 10 cocTaBisieTcs
CIIMCOK MPUCYTCTBYIOIINX, KOTOPBII IPUIIATAETCs K MPOTOKOITY.

Ecau mpoTtokon odopmisercss B neuatHor ¢opme, To cioa [TPEJICE/IATEJIb,
CEKPETAPB, ITPUCYTCTBOBAJIM mneuyataroT OT HYJICBOTO IOJOXKEHHUS TaOyisiTOpa,
OT 2-r0 TOJOXEHHsI TaOynsTopa CTaBUTCA TUPE, HMHUIMAIBI W (aMUJIUU TUIIYT
B MUMEHHUTEIHbHOM TMajieke. DaMuinu NpUCYTCTBYIOMIMX pacroyiaralorcs B ajahaBUTHOM
NOPSIIKE U MEeYaTarTCs Yepe3 | MexKCTPOUHbIN NHTEPBAJL.

BBoaHas yacTth npoTokosia 3akaHuuMBaeTcs noBecTkoi aHs. CioBa «IloBecTka gHs»
MeYaTaloT OT HYJIEBOTO TMOJIOKEHHUS TaOynsTopa, IOCIEe HHUX CTABUTCS JIBOETOYHE.
Bompocel moBecTku gHS HyMepyroTcs apaOckumu nudpamu. Kakapli HOBBIM BOIPOC
MeYaTarT OT 1-ro MoJ0KeHUus TadynsaTopa.

[TocnemoBaTenbHOCTL  PACIIONIOKEHHUSI BOIPOCOB  OINPENEIISIETCS CTEIEHBIO HUX
BAXHOCTHU. BomNpockl mnepeuucnsaioTcs B HUMEHHUTENIbHOM manexe. Jlokman (oTder,
coobmienne, wuH(POpMaIKs), HAUMEHOBAaHUE JODKHOCTH, WHUIMANB W  (HaMIIUIO
NOKJIaIYAKa TUIIYT B POAUTEIBLHOM Majaexe. He pekomeHayeTcs BKIIOYATh B MOBECTKY
nHs Borpoc «Pasznoe». Kax bl Bompoc g0 KeH ObITh KOHKpEeTH3upoBaH. @opMHUpOBaHUE
BOIIPOCOB B MOBECTKE JHS HaunHaeTcs ¢ npeaora «O (O0)».

OcHOBHasT 4YacTb MPOTOKOJA COCTOMT U3 pPa3JeloB, KOTOPHIE JIOJKHBI
COOTBETCTBOBAaTh NMyHKTaM IMOBECTKU IHA. Pazgenbr Hymepyrorcs apabckumu mudpamu
U CTPOSATCS IO TAKOU CXEME:

CJIYIIAJIA - BBICTYIIWJIA - PELHIWJINA (ITOCTAHOBUWJIN),

VYkazaHHBIC CcTOBa TMedYaTaroTCs OONBIIMMH OyKBaMH 0€3 OTCTyNa OT TPAHMIIBI
neBoro nojus. Ilocne 3Tux 0B CTaBUTCS JBOECTOYHE.

[Tocne cmoa CJIYIHAJIM yka3piBaeTCsd KpPaTKUM TEKCT BBICTYIUIEHWS OCHOBHOIO
nokiagunka. GamMunvsa U MHALMAIBl KaKIO0TO JOKIIAJIUYHNKA IEeYaTal0TCs C HOBOM CTPOKH.
KpaTkunit TEKCT BBICTYIUIEHUS U3J1araeTCsl B TPETHEM JIMIIE €AUHCTBEHHOTO YUCJIA.

TekcThl WM TE3UCHI JOKIAJOB M BBICTYIUICHUH, O(OPMIICHHBIE KaK OTHEJIbHbIC



JOKYMEHTBI, B TEKCT NIpPOTOKOJIa He BKIoyarorca. [locime cBegeHMil O JOKIaauuKe
CTaBUTCA THUpEe M yKaspiBaeTcsi: «TekcT Joknana (BBICTYIUIEHMS) Mpuiaraercs
K IPOTOKOJIY».

[locne cnoa BBICTYIIMJIM ¢ukcupyrorcs BBICTYIJIEHUS TE€X JUL, KOTOPbHIE
MPUHSUIM y4acTue B OOCYXACHUM JO0Kiana. BeICTymiueHuss oGopMIIsIIOTCS B MPOTOKOJIE
C yKa3zaHHMeM JOJDKHOCTeH, (aMHiIMi M MHUIMAIOB, BBICTYMAIOMIMX B MMEHUTEIHHOM
najieke, a TakKe C KPaTKUM H3JI0)KEHHEM COJEp KaHMsI BOIpPOca U OTBETOB Ha HETO.
CopeprkaHue BBICTYIJICHUN U3JIaraeTcsi OT TPETHETo JIMIA €IMHCTBEHHOIO YUCIA.

[Tocne cnmosa PEIIMIIM (IIOCTAHOBWJIN) ¢ukcupyercs NpUHATOE pEIICHUE
no o0CyXJlaeMOMYy BOMNPOCY TOBECTKM JHA. PelieHue MO0MKHO OBITh KOHKPETHBIM
U BKJIIOYATh COCTABJISIOUIME, KOTOPbIE OTBEYAIOT Ha CJEAYIOLIME BOMPOCHI: KOMY, YTO
c/ieNiaTh U B KaKOM CPOK.

Pemenusi, conepkamipe HECKOJIbKO BOIMPOCOB, MOAPA3ACIAIOTCS Ha IMYHKTHI
U TOJNYHKTBI, KOTOpble HyMepyroTcsi apaOckumu nudpamu. [TonmyHKTB HyMepyroTcs
udpamMu ¢ TOUYKOH.

B caywae, korgja Ha 3acelaHMM TPUHUMAETCS pelIeHue 00 YTBEPKICHUU
JIOKYMEHTa, KOTOpbIM OOCYyXKJajicsi Ha 3acelaHuH, OTOT JOKYMEHT Tpujlaraercs
K MPOTOKOJly MU B HEM JeJlaeTCsi CChUIKa Ha HOMEp W Jary nporokona. [lpu Hanumuuu
IPYTUX JOKYMEHTOB, KOTOPBIE pAacCMaTpUBAJIMCh Ha 3acelaHuu, U (akT oOCyX IeHHS
KOTOPBIX OBLIT 3a(pUKCUPOBAH B TEKCTE MPOTOKOJA, OHU HYMEPYIOTCS apaOCKUMU U pamMu
(ITpunoxenue 1, Ilpunoxenue 2). B cOOTBETCTBYIOMIMX IMYHKTaX MPOTOKOJA JEIaeTCs
CCBUIKA Ha 3TU NPUIIOKECHHUS.

[Iporokomn MOJIMHCHIBAETCS peiceaTeNbCTBYIOIINM Ha 3acellaHuu
KOJUIETHAIbHOTO OpPraHa U CeKpeTapeM.

Brimucka u3 mpoTokojia — TOYHAsl KOMHUS YacTU TEKCTa MOJJIMHHOTO MPOTOKOJIA,
OTHOCSIIIETOCS K TOMY BOINPOCY IOBECTKH MHS, MO KOTOPOMY TOTOBUTCS BBINHCKA.
Brimucka w3 OpoOTOKONa  COACPXKUT  CIEAYIOIIME  PEKBU3UTHI: HAMMEHOBAHUE
oOmreoOpa3oBaTeIbHOM  OpraHM3aluy, Ha3BaHHWE BHUAA JIOKyMEHTa (BBIMHCKA U3
IPOTOKOJIA), JaTa 3aceaHus, MECTO COCTABIICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, MOAIHKCH,
OTMETKY O 3aBEPEHUHU KOIUHU.

[IpoTokonel peructpupytorcsi B KHure/kxypHane perucrpanuu HOpOTOKOJIOB
(npunosicenue 3). Kaura/sxypHasl IpOHYMEPOBBIBACTCS, IPOIIHYPOBBIBACTCSI, CKPETUISETCS
MOJIIUCBI0 PYKOBOJIUTENS W TIedYaThlo oOpa3oBaTeiabHOW opranuzanuu. IIpoTokossl
dopmupyrorcs B Jleno oauH pa3 B kBapTai. B koHue kanengapuoro roga Jlemno (He 6onee
250 nmuctoB) odopmisieTcs: B cooTBeTcTBHUM C [lomokeHneM 06 apxuBe.

Cay:xe0HOe MUCBMO.

Cryxe0HO€ THCEMO COCTABIISIETCS C IIeNIbI0 0OMeHa nH(popmaIuel u mpecTaBIseT
coOoii:

- OTBETHl O BBIMIOJHEHUU 3aJlaHUM, OMpEAENIEHHBIX B aKTaX OPraHOB T'OCYJapCTBEHHOMN
BJIACTH, IOPYUYEHUSIX BBICIINX JOJKHOCTHBIX JIMII,

- OTBETHI Ha BBHITIOJHEHUE MTOPYUCHHUH BHIIECTOSIINX OPTaHU3AIINN;

- OTBETHI Ha 3aMPOCHI APYTUX YUPEKIACHUH;

- OTBETHI Ha OOpalIeHNs TPAKIaH;

- OTBETHI Ha 3aMpPOCHl HAa HHPOPMAIIHIO;

- IHUIIMATUBHbBIC TTUCHMA;



- COMPOBOAUTENBHBIE TUCHMA.
CnyxebHoe nmucbMo odopmisieTcs: Ha OJlaHKe 00pa3oBaTeIbHOM OpraHU3alIuu.
[lucbMo wuMeeT cCHeAyroIIMe PEKBU3UTHI: JlaTa, PETUCTPAlMOHHBIA HOMEp

(ucxoadiuii), CChIKa HAa PETHCTPALMOHHBIM HOMEp (BXOASIIMN) U JaTy JOKYMEHTA,

Ha KOTOPBIN JgaeTcst OTBET (IIpU HAJIUYHUH), aApecaT, 3arojioBOK, TEKCT, 0OTMETKA O HAIUUUU

MPUIOKEHUH (B cllydae HEOOXOAUMOCTH), MOANKCH, cBeleHus 00 ucnoanutene (O.1.0.,

KOHTaKTHBIN HOMED TesieoHa).

JlaToil muceMa SBISIETCS JaTa €ro MOAMHUCAHHUsA, KOTOopas JOJDKHAa COBIANATh
C JaTOM perucTpanuu UCXOASAIIEH KOPPECITOHICHIINU.

OCHOBHBIM PEKBU3UTOM CIY)KEOHOTO THChbMa SIBISETCS TEKCT, KOTOPBIN, Kak
paBUJIO0, COCTOUT M3 JABYX 4acTed. B mepBoil yacTu yka3bIBaeTCs NMPUYMHA, OCHOBAHUE
WM 00OOCHOBaHHE TOATOTOBKH MHChbMa, MPUBOASATCS CCHUIKM Ha JIOKYMEHTBI, KOTOpPbHIC
ObUTM OCHOBaHWEM JUIsl €ro CcocCTaBlieHHs. Btopas 4yacTh BKJIIOYAET BBIBOJBI,
PEJIOKEHHUS, POCKOBI, PEIICHUs U T. M., KOTOPbIE pa3MeniaroTcs ¢ ad3ara.

Kaxk npaBuiio, B muchMe 3aTparuBaeTcsi OJMH BOTIPOC.

Texcr mnmcbMa wW3araercss OT TEPBOrO  JIMIIAa MHOXKECTBEHHOTO — YHCIIA
C UCITIOJIb30BAHUEM CJIOB: «IIPOCUM COOOIIHUTE...», «PAZBIACHIEM, UTO...».

Cny)xeOHO€  THCBMO  TOJIMCHIBACTCS  PYKOBOAUTENIEM  00pa3oBaTeNIbHOM
OpraHU3aIlnu.

Cnpaska.

CrnpaBka - TOKYMEHT, MOATBEPKIAIOIINIA KaKue-Tu00 (HaKThl MU COOBITHS.

CrnipaBku OBIBAIOT JIBYX BUIOB:

ChnpaBka Il ONUCAaHUs WIM TOATBEPXKACHHUS  (DAKTOB, WM  COOBITUH
B J€ATEIIbHOCTHA OPTaHU3alHH.

ChopaBkd COCTaBISIIOTCA MO YKA3aHUIO BBINIECTOSIIEN OpraHU3alUuu WU
PYKOBOJUTENST 00pa30BaTEIbHONW OpraHU3alMK JUIsl HHPOPMAIIUK O BHITIOJHEHUH TJIAHOB,
3a/1aHUM, TOPYUYEHUN U MPEJCTABIISAIOTCSA B YCTAHOBICHHBIE CPOKH.

Texcm maxoti cnpagku cocmoum u3 08yx yacmell.

B nepBoii yactu u3nararoTcs (HaKThl, MOCTYKHUBIIHUE TMOBOJOM K €€ HaIMCaHUIO,
BO BTOPOMl - MPUBOJATCS KOHKPETHBIE AaHHbIE. BBIBOABI M MpENTIOXKEHUS B CIPaBKE
HE JTatoTCs (32 UCKIIIOUCHUEM aHAJTUTUYECKOMN ).

CnpaBka 10mKHA OOBEKTHUBHO OTPaXXaTh COCTOSIHUE JI€J, €€ COCTaBJIEHUE TPEOyeT
TIIATELHOTO COOpa M MIPOBEPKU CBEJICHUI, MOTYT IPUBOIUTHCS TAOTHIIHL.

ChopaBky, COCTaBIECHHBIE JUIsI PYKOBOJAMTENS OpraHU3alMd, IOJIUCHIBAET
COCTaBUTEIIb.

CnpaBky, KOTOpbIE COCTAaBISIOTCS [0 YKA3aHUIO BBIIIECTOSIIIENH OpraHU3aluu,
MOJIMHICHIBACT PYKOBOIUTEIH 00IIe00pa30BaTeIbHON OpraHU3allnu.

JlaToli cipaBKM SIBJISIETCS AaTa €€ MOAIMCAHMUS.

CrpaBk#, yIOCTOBEPSIONINE IOpUINYECKUE (HAaKThI: TIOJTBEPKICHUE MECTa padoTHI,
3aHMMAaEeMOU JTOJDKHOCTH, pa3Mep 3apa00THOM TIaThl U T.1I.

JI71s1 HUX NpUMEHSIOTCSL YHUDUIIMPOBaHHbIE TpadapeTHbIE OJaHKU.

Takoro pojxa cHpaBKd BBIJAIOTCS MO 3alpocaM  3aMHTEPECOBAHHBIX  JIUII
(COTpYAHUKOB) WJIK YUPEKJICHUI U PETUCTPUPYIOTCS B KYpHAJIEC BbIJJABAEMbIX CIIPABOK.

Joky1aqHas 3aNUCKA.

JloknagHas 3aMucKa - JOKYMEHT, aIpeCOBAHHBIN PYKOBOAUTEIIO u



MH(MOPMUPYIOMIUA €TO O CIOXKHUBIIEHCS CUTyalluu, UMEBIIEM MECTO SIBICHUU WU (PaKTe
BBITIOJTHEHHOM PabOThI, a TAaKXKE COJEP KaIINil BEIBOABI U MPEJIOKEHUS COCTABUTEIIS.

JloknagHas 3anMcKa MOXKET BBIMIOJIHATHCS PYKOIMUCHBIM CIIOCOOOM.

TekcT HOKIaaHON 3alMCKU JEIUTCS Ha JABE YACTU: MEpBas - KOHCTATUPYIOUIas, e
W3JIaraloTCsl UMEBIIIME MECTO (PaKThl WJIM OMUCHIBACTCS CUTYallUsi, U1 BTOpas, B KOTOPOM
u3JIaraeTcs mpeasiokKeHue, mpockoa.

Texcty — NOKJIagHOMW  3alMUMCKUM  00s3aTENBHO  MPEAIIECTBYET  3arojOBOK,
HayuHaromuics ¢ npeniora «O», «O0».

JloknagHas 3anvcka opopMIISIeTCsl Ha JTUCTE Oymard.

AKT.

AKT - JOKYMEHT, COCTaBJICHHBIA HECKOJIBKMMH JIMIAMU W MOJITBEPKAAIOIINI
yCTaHOBJICHHBIE (DAKTHI U JNEUCTBUA. AKThI OOPMIISIIOTCS MO Pe3yJbTaTaM PEeBU3UM, MPU
npueMe-tepeade e, ClUCaHuy UMYIIECTBA U TOMY MOA00HOE.

AKT odopmisieTcss Ha CTaHAapTHOM Jucte Oymaru Qopmara A4 u umeer
CICAYIOIINEe  PEKBU3UTHI:  Ha3BaHWE  JOKyMeHTa, Tpud  yTBepXKIaeHus  (mpu
HEO0OXOAMMOCTH), JaTa U MECTO COCTaBJIEHHUS, 3ar0JIOBOK K TEKCTY, TEKCT, MOAIHUCH JIUII
(HEe MeHee Tpex), KOTOPbIE COCTABIISIIIN aKT.

TekcT akTa COCTOUT U3 BBOAHOW U KOHCTATUPYIOIIEN YACTEH.

B BBOAHON 4YacTH yKa3bIBAaIOTCS OCHOBAaHUSA ISl COCTaBJICHMSI aKTa M Ha3bIBAIOTCS
JIMIIa, KOTOPbIE COCTaBWUJIM aKT WM MNPUCYTCTBOBAJIM MpPHU ATOM. B KOHCTaTupytouiei
YacTH M3JIaraeTcsl CyTh, 3a/1a4M, XapakTep MPOJEIaHHON pabOThl, YCTAHOBICHHbBIE (PAKTHI,
NPEeIJIOKEeHUs U BBIBOJIbI. KOHCTaTHpYyIOIas 4acTh MOXKET OPOPMIISITHCS B BUJE TAOJIUIIBI.
B KoHIIE TeKCTa aKTa 3alHMChIBAIOTCS JAHHBIE O KOJIUYECTBE AK3EMILISIPOB aKTa U UX MECTO
HAXOKJCHHUS.

AKT NOJANKCHIBAETCSA BCEMU JTULAMH, IPUHUMABIINMH yYaCTHE B €T0 COCTABJICHUH.

JIuo, uMeroniee 3aMeyaHus K COJIEPAKAHUIO aKTa, MOJAMKCHIBAET €ro M M3JIaraer
CBOE MHEHHE Ha OT/ICJIbHOM JIUCTE, KOTOPBII MPHUJIAraeTcs K aKTy.

Teserpammsl, Tej1eOHOrPpaMMbI, GPaKCUMUJISIPHAA CBA3b.

OTO MOKYMEHT IO OINEpaTUBHBIM BOMpOCaM, IE€peaaBacMblii 1Mo TenedoHy
Y 3aMUCBHIBAEMBIN MOIyYaTEIEM.

O0s3aTeTbHBIMHI PEKBU3UTAMH TAKUX TOKYMEHTOB SIBJISIOTCS:

- HAMMEHOBAHHE YUPEKICHUN aIpecaHTa U apecara;

- PEKBH3UT «OT KOTO» U «KOMY» C yKa3aHHUEM JOJKHOCTH, (haMHIIMK, W OTYECTBa
JOJ>KHOCTHBIX JIHL;

- HOMED, JaTa U BpeMs Iepefadyu U rpuemMa JOKyMEHTa;

- IOJDKHOCTH U (paMUJTMU TEPEABIIETO U MPUHABIIETO JOKYMEHT;

- HoMepa Tene(OoHOB;

- TEKCT U HOJIUCH.

[TocTynuBIIre JOKYMEHTBI JOJKHBI UMETh TE€ K€ PEKBU3UTHL, UYTO U OTIPABIISIEMBIE,
3a UCKJIFOYEHHUEM IOJIHCH.

JIOKYyMEHTBI ~ COCTAaBIAKOTCSI B OJHOM  J3K3EMIUIIpE W NOANUCHIBAIOTCS
PYKOBOJMUTENEM WM OTBETCTBEHHBIMU MCIIOJTHUTEIBHBIM.

JJIeKTPOHHBbIE JOKYMEHTBI.

[Topsimok coctaBneHusi, OGOpPMIIEHUST U COMIACOBAHMSI MPOEKTOB 3JIEKTPOHHBIX
JIOKYMEHTOB OCYILIECTBISICTCS 1O OOILIKUM MpaBUIIaM JAEJONPOU3BOACTBA, YCTAHOBIECHHBIM



B OTHOIICHUM AaHAJOTUYHBIX JIOKYMEHTOB Ha OyMa)XHOM HOCHUTENE. OJIEKTPOHHBIM
JOKYMEHT JOJDKEH HWMETh PEKBU3UTHI, YCTAHOBJICHHBIC JIsI aHAJOTMYHOTO JTOKYMEHTa
Ha OyMa)KHOM HOCHUTEJIE, 32 UCKITIOYCHUEM OTTHCKA MeYaTu.

B nepeuenn 00s3aTeNbHBIX CBEICHUHN O TOKYMEHTaX, UCIOJb3yeMbIX B IIEJISIX yueTa
U TIOMCKa JIOKYMEHTOB B CHUCTEMaXx JJIEKTPOHHOTO JOKYMEHTOO0OpOoTa 0O0pa3oBaTeibHOMN
OpraHu3alid B COOTBETCTBUM C IMpPaBUJIaMH JICJIONPOU3BOJACTBA B 00pa3oBaTesIbHOM
OpraHu3aluu, BXOISIT:

e aJpPECAHT;

e ajpecar;

e JIOJDKHOCTB, (haMIJIUSI M MHUIIAAJIBI JIUIIA, TIOJMHUCABIIETO JOKYMEHT;
e BHUJ JIOKYMEHTA;

e JlaTa JOKYMEHTA;

e HOMEp JOKYMEHTA;

e JlaTa MOCTYIUICHUS JOKYMEHTA;

e BXOISIIAN HOMEP NOKYMEHTA;

e CCBUIKA HAa UCXOISIIIUNA HOMEP U ATy JOKYMEHTA;
e HAMMEHOBAaHHE JOKYMECHTA;

e HHJICKC JICTIA;

e CBEJICHMS O TIepeaapecaliu JOKYMEHTA;

e KOJIMYECTBO JJUCTOB OCHOBHOT'O JOKYMEHTA;

e KOJIMYECTBO MPUIIOKECHUN;

 00I1I€€ KOJIMYECTBO JINCTOB MPUIIOKCHU;

e YKa3aHUs MO UCIIOJTHEHUIO IOKYMEHTA;

e JIOIDKHOCTH, ©.1.0O. HcnomHUTEN;

e OTMETKa O KOH(HICHITUATHLHOCTH.

B cocraB n0MOMHUTEIBHBIX CBEACHUN 00 DJIEKTPOHHOM JOKYMEHTE MOTYT OBIThH
BKJIIOYEHBI CBEACHUS: HAMMEHOBAaHME aBTOpa JOKYMEHTa (€CJM aBTOp HE COBIMAJacT
C aJpecaHToM (OTIPABUTENIEM) BJIECKTPOHHOTO JOKYMEHTA), OTMETKA O IMEPEHOCE CpOKa
UCIIOJTHEHMS JIOKYMEHTA, CPOK XpaHEHUs JOKYMEHTa, HAMMEHOBAHUS MPUIIOKCHUMN
K 2JICKTPOHHOMY JIOKYMEHTY, KJIFOUEBBIE CJIOBA, CTATyC JOKyMEHTa (IIPOEKT, BEpCHUsl), BU/I
nepenavyn T0KyMeHTa (2JIEKTPOHHON MOYTOM, MOYTOM, (haKCoM U T. 1I.) H JIp.

Cpoku XpaHEHHS AJICKTPOHHBIX JTIOKYMEHTOB COOTBETCTBYIOT CPOKaM XpaHEHUS
JIOKYMEHTOB, YCTAaHOBJICHHBIX 3aKOHOMATEJIbHBIMUA U WHBIMH HOPMAaTUBHBIMHU IPABOBBIMH
aktamu Poccuiickoit denepannu, TUMIOBBIMU MEPEYHAMM TSI AHAJIOTUYHBIX JOKYMEHTOB
Ha OyMa)>KHOM HOCHTEIIE.

5. Opranuszanusi JOKYyMeHTO000pPOTA M UCIIOJITHEHUS] JOKYMEHTOB.

IIpuem 1 00padoOTKa MOCTYNAKIIMX JOKYMEHTOB.

JIBU>KEeHHE TOKYMEHTOB C MOMEHTa UX CO3/aHUusl WIM MOJYyYEHHUs 10 3aBEpPLICHUS
WCIIOJTHEHUS WK OTIPaBKU 00pa3yeT JOKYMEHTOOOOPOT.

B nokymenToo00poTe 00pa3oBaTeNbHONM OpraHU3allMU BBIACISIIOTCA CIEAYIOIIHNE
JIOKYMEHTOMOTOKH
a) BXOJIAIIasi KOPPECHOHACHIIMS (IOpUInYecKue u (hU3nyecKue Jnia);
0) ucxoasuas KOppeCnoOHAEHIUS (FOPUANYECKUE U PU3HUECKUE JTULIA);



') BHYTPEHHSSL JOKYMEHTAIIHS.

JlocTaBka W OTMpaBKa JTOKYMEHTOB OCYIIECTBIISIETCS, KaK MPaBWIO, CPEACTBAMHU
II0YTOBOU U DJIEKTPOHHOU CBS3U.

JIOKyMEHTBI, TOCTyHarouue B 00pa30BaTEIbHYIO OpraHU3aluio, MTPOXOAST
MEePBUYHYI0 O00pabOTKy, PETHCTpAIUIO, MPEIABAPUTEIIBHOE PACCMOTPEHHE, Tepeaady
PYKOBOJICTBY Ha pPacCMOTPEHHE, MepealoTCsl HCIOJHUTENSIM M TIOCJIE€ HWCIOTHEHUS
MOMEIIAITCS B Jea.

[Ipuem u nepBuuHasg 06pabOTKa JOKYMEHTOB OCYILIECTBISIETCS CEKPETAPEM.

Cekperaph MPOBOJIUT: MPOBEPKY MPABUIBHOCTHA aJPECOBAHUS MMOCTYHAIOIINX
JIOKYMEHTOB, TMPABUJIBHOCTH JOCTABKM U KOMIUIEKTHOCTH JOKYMEHTOB, COPTHPOBKY
JIOKYMEHTOB Ha MOJIJIeXkKAIUe U HE MOJIeKAIINe PeTUCTPAIUU.

[TonyuyeHHble KOHBEPTHI C KOPPECHOHICHIIMEH BCKPBIBAIOTCSA, TMPU ITOM
IPOBEPSIETCS HATW4YWE BIOXKEHUN, a TaKXKE YKa3aHHBIX B JIOKYMEHTaxX MPUIIOKEHUM.
B cayuae mnoBpexacHUS YMAKOBKA M BJIIOXKEHUM MO0 OTCYTCTBUS MPHIOKECHUM
COCTaBJISIETCA aKT B JIBYX OJk3eMmiuvisipax. OIMH DK3EeMIUIAp aKTa HalpaBisieTCs
KOPPECTIOHICHTY, BTOPOI MPUOOIIAETCs K MOCTYMUBIIEMY IOKYMEHTY.

OmunboYHO mpUCIaHHAs KOPPECTIOHJSHIIMS TePeChUIaeTCsl MO MPUHAIIC)KHOCTH,
€CIM M3BECTeH ajpec Tmojydareis. B TOpoTUBHOM ciiyyae KOPPECHOHACHIIUS
BO3BpAIACTCS OTIPABUTEIIO.

KonBepThl oT mocTymaromieid KOPPECHOHACHIIMHM COXPAHSIOTCS M IPHUJIararoTcs
K JOKYMEHTaM JIMIIb B TOM ClIy4ae, KOrjla TOJbKO MO HUM MOKHO YCTaHOBHUTH aJIpec
OTIpPABUTENS WM, KOTJAa Jara IOYTOBOTO IITEMIIENS HMEET 3HAYEHUE B KadyecTBE
J0Ka3aTeNbCTBA BPEMEHU MOJIYYEHHUS TOKYMEHTA.

CnenuanucToM HE BCKPBIBAIOTCS KOHBEPTHI MUCEM C HAANUCBHIO «JIMYHO». OHU
nepeaaroTcs Mo Ha3HAYEHUIO

Nudopmaruss u JOKYMEHTBI O JEATEIBHOCTH OOpa30BaTENbHON OpraHU3alllH,
HE yKa3aHHBIC B 4yacTh 2 ctathu 29 denepanpHOro 3axkoHa ot 29 nexadbps 2012 rona
Ne 273-®3 «0O6 ob6pazoBanuun B Poccuiickoit ®enepanuu», MpeCTaBISIOTCS
PYKOBOJUTEIEM OO0pa30BaTeIIbHOM OpraHW3allid IO OOpAIICHHIO Tpa)KAaHWHA JIMOO
JOJKHOCTHOTO JIMIA TOCYAApCTBEHHOIO OpraHa WM OpraHa MECTHOTO CaMOYIpaBJICHUS
B ClIy4asX U MOPsAJIKE, IPEAYCMOTPEHHBIX 3aKOHOAaTebecTBOM Poccuniickon denepanun.

[IpencraBnenne  wHGOpMAaMM  WHBIM  OpPraHHU3aAlUsSIM O  JEATEIHbHOCTU
oOpa3oBaTeIbHOM  OpPraHMW3allUd  OCYIIECTBISCTCA  YUYPEIUTEIeM  OpTaHHM3alluy,
B OTHOIIIEHUHW KOTOPOH Takas WH(opMaIus 3anpaimBaeTcs.

IIpexBapuTebHOE PACCMOTPEHHE JOKYMEHTOB.

CekpeTtapp 1 (WIM) JUII0, OTBETCTBEHHOE 3a BEJICHUE JICJIONPOM3BOICTBA, TPOBOIUT
MpeABaAPUTEIBLHOE PACCMOTPEHUE JIOKYMEHTOB B IIEJIAX BBIJICJICHUS U3 BCEro MaccuBa
MOCTYNUBIIEH  KOPPECHOHJECHIMU  JOKYMEHTOB, TpeOyrommx  00s13aTeIBHOTO
paccMOTpEHUs PYKOBOJUTEIEM 00pa30BaTeIbHON OpraHu3aluu.

OcHoBaHMeM Jil MPUHSITUS PEUIEHUS B XOJE€ MPEABAPUTEIBLHOIO PAacCMOTPEHUS
ABIISIETCSL COZEp’KaHHE JOKYMEHTa, a HE aJIpeCOBaHHE JOKYMEHTAa COOTBETCTBYIOIIEMY
pPabOTHHKY.

Pe3ynbrarom mpeaBapUTENbHOTO PACCMOTPEHUS SIBJISAETCSl HANPaBICHUE TOKYMEHTa
PYKOBOAUTENIO 00pa30BaTeIbHON OpraHU3aliy Win JOJKHOCTHOMY JIMIY B COOTBETCTBUU
C  YCTaHOBJEHHBIM  pacHpelleicHHeM  OO0SI3aHHOCTEM  MEXIy  PYKOBOJIUTEIIEM




1 JOJDKHOCTHBIMH JIMLIAMU /U1 BBIHECEHMSI YKa3aHUS IO UCIIOJIHEHUIO TOKYMEHTA.

Perncrpanus 10KyMeHTOB.

Ilepenaya NOKYMEHTOB Ha PpETUCTPALIMIO IPOU3BOAUTCSA TOJBKO IIOCIE MX
MIPEABAPUTEIBHOTO PACCMOTPEHUS.

Peructpauuu mnonnexar Bce JOKYMEHTBI, TpeOylollue yuyera, HCIOIHEHMUS,
WCIIONb30BAHUSI B CIPAaBOYHBIX LEAX, KaK IOCTYNAIOIIME W3 JAPYTHX OpPraHU3alui
M OT YacTHBIX JIMI, TaK U 0Opasyroluecss B Ipolecce AeSTENbHOCTH 00pa3oBaTebHON
OpraHU3alH.

He nmoanexar  perucrtpauumu  MO3APAaBUTENbHBIE  MHUCbMA,  TEJIErPaMMBI,
pUriacuTeNbHble OWeThl, MHGOpMALMs JUIsl CBENEHHUSA, OyXraiaTepCcKue JOKYMEHTHI
NEPBUYHOTO y4eTa. J[JI1 HUX COCTaBIIETCS NEPEYEHb HEPETUCTPUPYEMBIX JOKYMEHTOB.

Peructpanusi AOKYMEHTOB TPOM3BOJUTCA C LENbI0 OOEcHeueHus HuX Y4era,
KOHTPOJIS 32 UCIIOJIHEHUEM U ONlepaTUBHBIM MCIIOJIb30BaHUEM MH(MOpMAIIUH.

Perucrpanus 10KyMEHTOB IPOU3BOAUTCS B I€HD UX NOCTYIUICHHUS.

Jlonmyckaercss OTMETKa O MOCTYIUIEHHMHM JIOKYMEHTa B OpPraHU3alui0 MPOCTAaBIATH
B BHMJE IITaMIa WM OT PYKHM B HWKHEM YAaCTH JIMIEBOM CTOPOHBI NEPBOIO JIUCTA
JOKYMEHTAa UJIK Ha ero o0opoTe.

Peructpanuss OOKYMEHTOB 3aKJIFOYA€TCS B BEICHHUM 3allMCU YYETHBIX JAHHBIX
0 JJOKyMEHTE IO YCTaHOBJIICHHOW PETUCTPALIMOHHON (opMe, KOTOPhIM (pukcupyercs haxT
CO3JaHHUsI, OTIIPABJICHUS WIH IOJYy4YEHUs JOKYMEHTa IIyT€M IMpPOCTaBJICHHUS Ha HEM
PETHCTPAIlMOHHOTO HHJEKca C TOCHeAyIoleld 3aluchld B yKa3aHHBIX ¢opMax
HEOOXOIMMBIX CBEJICHUI O JOKYMEHTE.

JIOKyMEHTBI, MOCTYIAIIINEe B 00pa30BaTENbHYIO OpPraHU3alluI0, PETUCTPUPYIOTCS
B KHure/xypHane perucrpanuu BXOISAIIEH KOPPECMOHACHIIMH, a T€, YTO OTIPABISIOTCA
U3 Hero, - Kuure/ xypHaie perucTpaiyu UCXOIsed KOPPECTIOHACHIINH (npuiodcerue 3).

PacnpenesieHue nocTynawumx 10KyMeHTOB.

Ilociie peructpanuy JOKYMEHTBHI MEPENAIOTCS HAa PACCMOTPEHUE PYKOBOIUTEIIO
o0Opa3oBaTeNbHON OpraHU3alINH.

ITociie paccMOTpeHHsT PYKOBOAMUTENEM JOKYMEHTBHI BO3BPALIAIOTCA CEKPETapro
U (WIM) JUIy, OTBETCTBEHHOMY 3a BEICHHUE JEJIONPOM3BOACTBA, ISl IEPEHECEHUs
YKa3aHUM I10 UCTIOJIHEHUIO JOKYMEHTa B JKYPHAJ PETHCTPALUM BXOIAIIMX JOKYMEHTOB.
B cooTBETCTBUM C yKa3aHUAMU [0 MCIIOJHEHUIO IMOJJIWHHUK JOKYMEHTa HaIlpaBISICTCS
pabOTHUKY,  SIBISIONIEMYCS ~ OTBETCTBEHHBIM HCIIOJIHUTENIEM, a  COMCIIOJHHUTEISIM
HAIpaB/IIOTCS KONUM JOKYMEHTOB (€CIM HMMEITCS), O 4YeM JENaeTcsl OTMETKa
B Knaure/>xypHaie perucrpanuu BXOASIIUX JOKYMEHTOB.

ONEeKTpOHHBIE COOOILIEHUs, MOCHUIAEMbIE IO 3JEKTPOHHOW MOYTE, HMCIOIHSIOTCS
aHAJIOTUYHO JOKYMEHTaM Ha OyMa>KHBIX HOCHUTENSIX C YIETOM OIPEACIICHHON CepUKH
B IIPOLIECCE UCIIOJIHEHMUS.

IHopsiiok 00padOTKHU U MPOXOKIACHUA UCXOIAALIUX U BHYTPEHHUX JOKYMEHTOB.

[lopAlok MOATOTOBKM HUCXOJAIIMX JOKYMEHTOB BKIIIOYaeT B cebd padboty
[0 COCTAaBJICHHUIO MPOEKTa JIOKYMEHTA, CONIACOBAHUIO, MOANUCAHUIO (YTBEPKICHHIO)
Y OTIIPAaBKE.

Jlo mepemaum JOKyMEHTAa HA NOMIKCH HCIIOJHHUTENb JOJDKEH IIPOBEPUTH €TI0
coJiepKaHue, MPaBUILHOCTh O(POpMIICHHUS, HAJTUYUME HEOOXOAUMBIX BU3 U MPUIIOKECHUHU.
JIOKyMEHT IpeACTaBIsIeTCS HAa MOAMUCHh BMECTE ¢ MarepuajaMH, HA OCHOBAaHUHU KOTOPBIX



OH T'OTOBHJICS.

BHyTpeHHuE [OKyMEHTbl OQOpPMIISIIOTCS W HUCHOJHAIOTCA  (MCHOJB3YIOTCS)
B IIpeziesiax 00pa3oBaTeabHON OpraHU3aluu.

BuyTtpenHue JOKyMeHTHI (JOKIaAHBIE 3alUCKH, CIOPaBKH, CBOAKA U Jp.)
paccMaTpyBarOTCA TEMH JOKHOCTHBIMU JIMIIAMH, KOMY OHHM HAallPABJICHBI.

OTBeTCTBEHHBIE 3a  JCJIONPOM3BOACTBO IE€pel CAadyed KOPPECHOHACHUUU
Ha OTNPaBKYy JOJKHBI O0S3aTeNbHO MPOBEPUTH MPABUIBHOCTh €€ 0(hOpMIICHUS
n ajapecoBaHud. KoHBEpTOBaHHE KOPPECHOHICHIIMUA W APYTUX IMOYTOBBIX OTIPABICHUN
MIPOU3BOAUTCS CTPYKTYPHBIMH MOJpa3ICIECHUSIMH OpTraHU3allUH.

Perucrpanus oTnpaBisieMbIX JOKYMEHTOB OCYIIECTBISIETCS B JICHb UX MOATUCAHUS
(YTBepK/IEeHMs) WIHM Ha CIEAYIoIuUi pabouuil neHb. PeructpailnoHHbI HOMEp TOKyMEeHTa
U JlaTa PEerucTpaiyy MpOCTaBISIOTCS Ha MOJJIMHHHUKE JOKYMEHTa B PEKBU3HUTaX OJiaHka
U Ha KOINHUHU, OCTaroleics B Jnene oOpas3oBarenbHOW opranuzanuu. CrnpaBoYHBIM
amnmaparoM Jid HMCXOAAIIMX JOKYMEHTOB SABJISIETCS JKYpHQJI PErUCTpAllUd  JTUX
JOKYMEHTOB.

OTnpaBky HCXOASHIMX JOKYMEHTOB MPOU3BOAUT CEKpeTapb H (W) JIHIIO,
OTBETCTBEHHOE 3a BEJICHME JeIONpou3BoAcTBa. CpoyHas KOppecrnoHACHIUS 0(hOopMIIseTCs
Y OTIIPABIIAETCS HE3AMEJIUTEIBHO CEKPETAPEM.

Cekperapb TpoBepse€T NPABWIBHOCTh OGOPMIICHUS HCXONAIIUX JTOKYMEHTOB,
IPOU3BOAUT COPTUPOBKY IOKYMEHTOB IO CIIOCOOY JTOCTAaBKM KOPPECIOHCHIIMU aipecary
(mpocTtasi, 3aka3Hasi, MEXAyHaponHas u jap.). HempaBuibHO 0GOpMIIEHHBIE TOKYMEHTHI
U KOPPECHOHJEHIMS HECHy>KeOHOro Xxapakrepa K OTIpaBKe HE MPUHUMAIOTCS
Y BO3BPAILAOTCSA JIUIY, HOATOTOBUBIIEMY TOKYMEHT.

OtmpaBnsiemass O MOYTE KOPPECHMOHAEHUHMS MNPOXOIUT YHAKOBKY, aJIpECOBaHUE,
IPOCTABJIEHUE CTOMMOCTH IIOYTOBBIX YCIYyTI M IepeJady Ha OTIPaBKY B MECTHOE
OTIEJICHUE CBSI3U.

Ha 3aka3Hyro KOppecCHOHIEHIINIO, Ha JOKYMEHTBI C MOMETKOW «/Jlis ciyxkeOHOoro
MIOJIb30BaHUS» COCTABIISIETCSl PEECTpP, KOTOPBIM 3aTeM BO3BpAIlACTCsl CEKpeTapro y4eOHOM
yacTu W (WIM) JIWIY, OTBETCTBEHHOMY 3a BEIECHHUE JEJONPOU3BOJCTBA, C PACIHCKOU
pabOTHUKOB MTOYTOBOTO OT/AENEHHUS CBSI3U WM WHOTO JIMIIA, 00ECIICUUBAIOIIETO OTIPABKY
JNOKYMEHTOB.

[lepemaya ¢ wuCHoOIB30BaHUEM CPENCTB (PAKCUMUIBHOW CBS3M JTOKYMEHTOB,
COJZIEpIKaIUX CIY>KEOHYI0 MH(POPMAIIMIO OTPAHUYEHHOTO PACTIPOCTPAHEHUS, B TOM YHUCIIE
c momerkoi «Jlms cimyxkeOHOro mTONB30BaHUA», HE paspemaercs. Kareropudecku
3amperniaeTcs nepeaada 1mo cpencrsaM (PakCUMIIBHON CBA3U CEKPETHBIX JOKYMEHTOB.

C wucmonmb30BaHHEM CPEACTB (DAKCUMUIBHOW CBA3M MOTYT OBITH TIE€PEIaHbI
MaTepuasbl TEKCTOBOTO, TaOIMYHOTO WIM TPaQUUIECKOrO XapakTepa, HWCIOIHCHHbBIE
TUnorpad)CKuM, MAIIMHOMUCHBIM HIIW PYKOMUCHBIM CIMOCOOOM B YEPHOM WM TEMHO-
CUHEM IIBET€ C YETKUM M KOHTPACTHBIM H300pakeHHEM (IE€pBbIE IK3EMIUISPHI WU HUX
KCEpOKOoInM) Ha Oenoii Oymare ¢ MHUHMMAaldbHOW BBICOTOW OykB m 1udp 2 mM. O0bem
nepeaaBaeMoro B TEUEHHUE OJHOTO CEaHCa CBA3U JOKYMEHTA, BBIIIOJHEHHOTO Ha Oymare
dbopmara A4, He TOJIKEH MPEBBIIIATH MSITH JIUCTOB.

OTBETCTBEHHOCTH 3a CoJlepkKaHue MH(POpMaLINH, epelaBaeMOi ¢ UCTIOIb30BaHUEM
cpeactB  (pakCUMHWIIBHOM CBSI3M, BO3JIaraeTcs Ha WCHOJIHUTENS, IMOATOTOBUBIIETO
(dbakcorpammy Jisl IepeIayu.



Oco0enHOCTH padOTHI € 3JIEKTPOHHBIMHU JOKYMEHTAMH.

B oGpazoBarenbHON opraHu3anuu Co3Aal0TCs U UCIIOJIb3YIOTCS:

e DJIEKTPOHHBIE IOKYMEHTHI, CO3/1aBa€MbIE B AJEKTPOHHOU popMe 6e3 mpeBapuTeIbHOrO
JTOKYMEHTUPOBaHUS Ha OyMa)KHOM HOCHUTEIE;

e JJIEKTPOHHBIE 00pa3bl JIOKYMEHTOB, TOJYYCHHBIE B pE3ylbTare CKaHUPOBAHUS
JIOKYMEHTOB U XPaHSIIIUECS B CUCTEME SJIEKTPOHHOTO JOKYMEHTOO0OPOTA.

[IpueM u oTmpaBka 3IEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIOTCS OTBETCTBEHHBIM
3a BeJICHUE JIJIOMPOU3BOJICTBA B 00Pa30BaTEIbHON OpraHU3allHH.

DNEKTPOHHBIE JOKYMEHTBI CO3/Ial0TCsl, 00pabaThIBAlOTCS U XPAHATCS B CUCTEME
AIIEKTPOHHOTO IOKYMEHTO0O0pOTa 00pa30BaTeIbHON OpraHu3auu.

ONEKTPOHHBIA JOKYMEHT JOKeH ObITh O0QOpMIIEH MO OOIMM TIpaBUaM
JIEJIOTPOU3BOJICTBA U UMETh PEKBU3UTHI, YCTAHOBJICHHBIE /IS aHAJIOTUYHOTO JOKYMEHTa
Ha OyMa)KHOM HOCHUTEJIE, 32 UCKIIOYCHUEM OTTUCKA IeUaTH.

JI71s1 TOATBEPIKAECHUS MOJTMHHOCTH AJIEKTPOHHBIX JJOKYMEHTOB B 00pa3oBaTeIbHOM
OpraHu3aIiy UCTIOJB3YIOTCS JIEKTPOHHBIC ITU(pOoBbIe nmoanucu. Mcmons3yeMbie cpeicTBa
MEKTPOHHOW TU(POBON MOAMUCH JTOJDKHBI OBITH CEPTUQPHUIIMPOBAHBI B YCTAHOBICHHOM
TIOPSIJIKE.

Enununieir yuera SIeKTPOHHOTO JIOKYMEHTA SBJISETCS DJICKTPOHHBIA JIOKYMEHT,
3apEeTUCTPUPOBAHHBIA B CHCTEME DJICKTPOHHOTO JOKYMEHTOOOOpOTa 00pa3oBaTeIbHOMN
OpraHu3aluu. DJIEKTPOHHBIA TOKYMEHT, UMEIOIIUN TMPUIOKEHHS, PETUCTPUPYETCS Kak
OZIUH JIOKYMEHT.

[Tocne oTmpaBKH >IEKTPOHHOTO TOKYMEHTA, 3aBEPEHHOTO AJIEKTPOHHOU MOAMHUCKHIO
YIOJTHOMOYEHHOTO JOKHOCTHOTO JIMIA, JOCBUIKM aJipecary €ro Komuu Ha OyMaskHOM
HOCHTEJIe, KaK MPaBUII0, HE TpeOyeTCs, 3a UCKIIIOYEHUEM OTBETOB Ha OOpalleHus TpaxaaH,
MNOCTYIUBIIUX 10 HHPOPMALIUOHHO-TEIEKOMMYHHUKAIITMOHHBIM KaHajlaM, Ha KOTOPbIE
3asIBUTENIO JAaeTCs TUCHMEHHBI OTBET, HAMpaBIsieMbIi IO TOYTOBOMY aJpecy,
yKa3aHHOMY B OOpaIleHHUH.

HcnonHeHHbIE  DIIEKTPOHHBIE  JOKYMEHTBI ~ CHUCTEMAaTH3UPYIOTCS B Jiena
B COOTBETCTBUU C HOMEHKJIATYPOH J1e] 00pa30BaTeIbHON OpraHU3alui U UHIIEKCUPYIOTCS
B TMOpAJIKE, YCTAHOBICHHOM B OTHOILIGHHM J€J, COCTaBJIEHHBIX U3 JIOKYMEHTOB
Ha OyMakHom HocuTene. [Ipu cocTaBieHHMH HOMEHKIATYphl €Nl B 3arojioBOK Jejia
BKJIFOYAETCS YKa3aHUuEe «DJIEKTPOHHbBIE TOKYMEHTHI».

NudopmannonHas 6e30MacHOCTb.

Nudopmarmonnpie  pecypchl  00pa3oBaTelbHON  OpraHW3aldd IO  JOCTYIY
(BO3BMOKHOCTH HCIIOJIb30BaHMS) TOAPA3ACTAIOTCA Ha OTKPBITYIO (0OIIEeI0CTYIHYIO)
uHdpopmanuio,  CcayxeOHyr0  uHDOpMamuioo W WHOOPMAIMIO  OTPAaHUYEHHOTO
pacrpocTpaHeHus (10cTyna).

K xareropum oTKpbITON HH(pOpPMAIMU OTHOCUTCS HH(OpPMAIUS, COAEpKAIIAsACS
B JIOKYMEHTax M 0a3ax JaHHbIX O0Opa30BaTEIbHOW OpraHM3aluu, HEMOCPEICTBEHHO
3aTparuBarolias MpaBa U UHTEPECHl FPaKIaH.

K xareropum cnyxeOHON uH(bOpManuu OTHOCUTCS HHGOpMAIUs, COAEpIKaLIAACsT
B JIOKYMEHTaxX M 0a3ax JaHHBIX 00pa30BaTENbHON OpraHM3alvMu, MpelHa3HAYCHHas s
JOJDKHOCTHBIX JHUI U pPaOOTHUKOB, MPU BBHINOJHEHUHM HMH CBOUX (DYHKIIMOHAJIBHBIX
0o0s3aHHOCTEW, HE 3aTparuBarolias HampsMylr0 T@paBa M HMHTEPEChl TpakaaH



Y HE OTHOCSLIASCS K KaTETOPUU OTPAaHUYEHHOTO paclpoCTpaHeHus (JOCTyma).

K kxareropun nHgopmanum orpaHuYEeHHOTO pacpOCTPAHEHUS (10CTyIa) OTHOCUTCS
uH(popmanus, coaepkamasics B JOKyMEHTaX M 0a3ax JaHHBIX, BKIIIOYAIOLIAs CBEICHMS
KOH(UICHIINATBHOTO XapaKTepa.

Best undopmanus, conepkamasics B JOKyMEHTax U 0azax JaHHBIX, IO YMOJYaHHUIO
ABIIIETCS  OTKPBITOM M oOuienoctynHoil. HckimtoueHue cocraBisieT HMHQOpMaLus,
OTHECEHHAs K KaTeropusiM CIIy’KeOHON U OTpaHUYEHHOI0 pacipocTpaHeHus (A0cTyna).

Joctyn mnonb3oBarenel K UWHGOpPMALMK OrPAHUYMBAETCS IYTEM OTHECEHUs
nH(OpPMAIIMK K COOTBETCTBYIOUIEH KAaTErOpPUHM U HAJIOKEHUEM Ha HEE COOTBETCTBYIOILIETO
rpuda orpaHuueHuss pacnpoctpaHeHus. HMHdopmanuss OrpaHUYEHHOTO  JIOCTYIa
cHaOxaetcs rpudom «liis ciy>keOHOTo MOIb30BAHUSY.

[IpaBoMm oTHeceHuss HHQOpPMAIMM K KaTeropud OrPAaHUYEHHOTO JOCTYyIa
U HaJOXKEHHsI COOTBETCTBYIOIIEro rpuda o0siajaeT aBTOp AOKYMEHTA MO COIIACOBAHMIO
C PYKOBOAMTENIEM 00pa30BaTeIbHON OpraHU3alHH.

JlokyMeHTHpoBaHHasi MHPOpMAIKsl OTPAHUYEHHOTO PaclpoCcTpaHeHus 0e3 CaHKIUU
JNOJKHOCTHOTO JIWIIA, YCTAHOBHUBILETO PEXHUM OIPAHUYEHHOTO PACHPOCTPAHEHUS IJIs
JAHHOTO TOKYMEHTA, HE MOJUIEKUT pa3mialieHuto (pacnpoctpanenutro). [IpegocraBinenue
MOJIb30BATENSIM  JIOCTYNa K JaHHOM WHOOpPMAIMM OCYIIECTBIAETCS HCKIIOYUTEIHHO
[0 COMIACOBAHMIO C YKa3aHHBIM JOJKHOCTHBIM JIULIOM ITYTEM IOIaY¥ COOTBETCTBYIOIIEH
3as1BKU.

JIOMKHOCTHBIE —JIMIIA, TPUHSBIIME pelieHne o0 OTHeceHuH uHbOopMaIuy,
3a(pUKCUPOBAHHON B JIOKYMEHTE, K KaTerOpUU OIPAHMUYEHHOTO PACIpPOCTPAHEHHUS, HECYT
OTBETCTBEHHOCTh 32 OOOCHOBAHHOCTb TMPUHATOTO PEIICHUS M €ro COOTBETCTBUE
NENCTBYIOLIEMY 3aKOHOAATEIbCTBY.

Jluunbie nena paOOTHUKOB, JUYHBIE KapTOUKH PAOOTHHUKOB, TPYAOBbIE KHUKKU
pabOTHUKOB, TPHUKa3bl MO JIMYHOMY COCTaBy JOJDKHBI XpaHUThCS B ceide wumu
B METAJUIMYECKOM IIKady.

3amucu B TPYIOBOM KHIDKKE IOANMKUCHIBAET PYKOBOAHUTENb 00pa30BaTEIbHON
OpraHu3anuy. Y4YeT, XpaHeHHe M BbIJady OJAHKOB CTPOrOW OTYETHOCTH: IUIUIOMOB,
BKJIAIBIIE K HUM, CBHUJIETEIBCTB, YIOCTOBEPEHHMI BEIET 3aMECTUTENb JUPEKTOpA.
bnanku xpansTcs B cetide.

VYcTraHOBKa U 3KCILTyaTalysl MpOrpaMMHOI0 oOecredeHusi, OITYYeHHOTO U3 JIF0OBIX
UCTOYHUKOB U  BBIMONHAIOMIETO  (YHKIMHU, HE  CBA3aHHBIE  HEMOCPEICTBEHHO
C BBIOJIHEHUEM pa0OTHUKAMU CBOMX JODKHOCTHBIX OO0S3aHHOCTEH, KaTeropu4ecKu
3anpeleHa.

Bes  mpencraBneHHas B QNIEKTPOHHOM  BHAE MHGOpMAIus, MOCTyMaromas
B 00pa3zoBaTelbHYI0 OpraHMU3alMI0, B 00SA3aTENIbHOM TOPSAKE TMOMJIEKHUT TMPOBEPKE
AHTUBUPYCHBIMU CPEJICTBAMHU.

DNEeKTpOHHAsI TOYTa MOYKET MCIOIBb30BaThCs MOIB30BATEISIMU TOJBKO AJIsi OOMEHa
uH(pOpMaInye, OTHOCAIIEHCS K KaTerOpuH, OTKPBITOM M CIyXeOHOH. 3ampernieHo
UCIIOJIb30BAaTh IEKTPOHHYIO TNOYTYy JJs Nepefayd uH(OpMaluv, OTHOCsAUIencs
K KaTerOpUH OTPAaHUYEHHOI'O PaCIpPOCTPAaHEHHUS.



6. KoHTpoJb 32 HCTIOJTHEHHEM JOKYMEHTOB

Opranuzanus KOHTPOJIS.

KonTtponto mojyexxar Bce 3aperUCTPUPOBAHHBIC JIOKYMEHTHI, TpeOyrolue
UCnoNHEeHUsI. KOHTpONb HCHONHEHUS JTOKYMEHTOB BKJIIOYAET: YYE€T, IOCTaHOBKY
Ha KOHTpPOJIb, KOHTPOJIb CPOKOB HCIOJHEHHUs, HENMOCPEACTBEHHYIO IIPOBEPKY XOIa
WCIIOJIHEHUS, TPOBEPKY Ka4eCTBA UCIIOJIHEHMS, aHAJIN3 PE3YJIBTaTOB UCIIOJHEHUS.

KonTtposb 3a ncnoiHeHneM TOKYMEHTOB YCTaHABIMBAETCA B LESIX 00€CIIeUeHUs UX
CBOECBPEMEHHOTO M Kau€CTBEHHOTO HCIIOJIHEHHUS], MOBBIIICHUS YPOBHS OPTraHU3aTOPCKOU
PabOThI U UCTIOTHUTEIBCKON JUCITUTIITUHEI.

IIpy mocTaHOBKE AOKYMEHTa HAa KOHTPOJIb HAa MPaBOM BEPXHEM IOJIE JOKYMEHTa
JIeIaeTcsl OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CIOBOM (IITAMIIOM) «KOHTPOJIb

KouTponto mnoanexxar mnpukasbl, pPEUICHHS COBETOB, a TAaKXke JOKYMEHTHI,
NOCTYTAIOIIME HA UMSI PYKOBOIUTENST 00pa30BaTeIbHON OpraHU3aliH.

Opranuzaiysi KOHTPOJIS UCTIOJIHEHUS BKITIOYAET B ceOsl:

e TIOCTAHOBKY JJOKYMEHTA Ha KOHTPOJIb;

e MOHUTOPHUHT HUCTIOJHEHUS KOHTPOJIbHBIX MOPYUYEHUN TOKYMEHTOB;
o CHSTHUE UCIIOJIHEHHOTO JOKYMEHTA C KOHTPOJIS;

o HAaNpaBJICHUE UCIIOJIHEHHOTO JOKYMEHTA B JEJI0.

PykoBoguTenu CTpyKTYypHBIX MOApa3eleHu 00s3aHbl paccMaTpuBaTh COCTOSHUE
UCIIOJIHUTENbCKOM JUCHUIUIMHBL MO JOKYMEHTaM C MOPYYEHUSMH aJIMHHUCTPalUn
oOpa3oBaTeIbHOM OpraHu3aluMd, a TakXKe JOKYMEHTBI, IMOCTYNHUBIINE B aJpec
CTPYKTYPHOT'O TIOJIpa3iesieHus U TpeOyIoLre UCTIOTHEHUSI, U TTOJTOTOBKU OTBETA.

JIOKyMEHT CUMTAE€TCA HCIOJHEHHBIM, KOTJa pEIICHbl OKOHYATEJIbHO BCE
MIOCTaBJICHHBIE B HEM BOIIPOCHI U COOIIONEHBI CIETYIOIINE CPOKHU:

e €CJIM B JOKYMEHTE IIOCTABIIEH CPOK UCIIOJHEHHUS — B YKa3aHHbBIN CPOK;

¢ JTIOKyMEHTHI 0€3 yKa3aHUs CPOKa UCTIOJHEHHUS — B MECSIYHBIN CPOK;

e €CJIM B JOKYMEHTE UMEETCSI IOMETKA «CPOYHO» — B TPEXTHEBHBIN CPOK;

o TOpyYEHUs 0€3 yKa3aHWs KOHKPETHOU aThl UCTIOHEHHS — B MECSIYHBIN CPOK;

o C IIOMETKOM «OmnepaTuBHO» — B 10-IHEBHBIN CPOK;

e MO OOpaIleHUsIM TPaXkAaH, TPEOYIOIUM JOMOIHUTEIFHOTO U3YYCHHS] U TPOBEPKH, —
710 OTHOTO MECAIla CO JHS PETUCTPAIINH, TI0 OCTAIBHBIM — He Oosee 15 gHei.

Cpok ncuuncnsercs: B KaJIeHAapHbIX AHIX C AaThl HOAMUCAHUS JOKYMEHTA.

Ecnu mocnenHuil 1eHb WCTIOJHEHUS TOKYMEHTa MPUXOAUTCA HAa HepaOouuil JEHb,
OH MOJJIEKUT UCIIOJIHEHHIO B MPEIUIECTBYIOIINMN eMy paOouunii 1eHb.

[Tpy HEOOXOAMMOCTH TPOJUICHHS CPOKa HMCTIOTHEHHUS JTOKYMEHTa OTBETCTBEHHBIN
WCIIOJTHUTEIh TIPENCTABISAET HAa WMS PYKOBOIUTENS 00pa30BaTeIbHOW OpTraHHU3aINH,
JIABIIETO TIOpYUYEHNE, MOTUBUPOBAHHYIO MMPOCKOY O €ro MPOJJICHUH HE MO3HEE YeM 3a TPU
JIHSL 10 UCT€YEHUsI YCTAHOBJIEHHOIO CPOKa, C YeM CBOEBPEMEHHO IepenaeTcs: nHpopmanus
B MPUEMHYIO PYKOBOAMTEIISI 00pa30BaTeIbHONW OPraHU3alNH.

ITopsiIOK CHATHA TOKYMEHTOB C KOHTPOJIA.

JIOKYMEHTBI CHUMAIOTCSI C KOHTPOJIS, €CJIM PELUICHBI MIOCTABICHHBIE B HUX BOIIPOCHI
WJIM aBTOPaM JIaH OTBET IO CYLIECTBY.

Ecnu no paspemaeMoMy BOIPoCy 0KUIAETCS OTBET, TO OH BMECTE C KOIHMEN OTBETA



3asBUTEIIIO MOKET HAXOAUTHCS Y UCIIOJIHUTEIS HA KOHTPOJIE.

[IpoMeKyTOUHBIM OTBET, PaBHO KaK M 3aIpOC MO HMCHOJHAEMOMY JOKYMEHTY WIIH
YaCTUYHOE UCIIOJHEHUE IOPYYEHHUS, HE SIBISETCS OCHOBAHUEM I IPU3HAHMS JOKYMEHTA
HCIIOJIHEHHBIM.

CHATP JOKYMEHT C KOHTPOJII MOXKET TOJBKO JOJDKHOCTHOE JIMIO, KOTOpOE
ITIOCTAaBUJIO €T0 Ha KOHTPOJIb.

OcHOBaHMEM ISl CHATHSI C KOHTPOJS AOKYMEHTOB C NMOPYYEHUSAMH PYKOBOIUTEIS
oOpa3oBaTebHOM  OpraHu3alu  ABISETCS  JOKYMEHT —  OTBET, MOJINUCAHHBIN
PYKOBOJIUTENEM, €ro 3aMecTHTeNeM, JUOO chpaBka 00 HCIOJHEHUU JOKyMEHTa
3a NOAIMCHIO PYKOBOAMTEISI CTPYKTYPHOTO NOJPa3IeJICHHUS.

Ecnu Bce mocTaBieHHbBIE B JOKYMEHTE BONPOCHI PEIMIEHBI B ONEPATUBHOM IOPSAKE,
0e3 MOATrOTOBKM MHCHbMEHHOTO OTBETAa, MCIOJHUTEIh Ha JOKYMEHTE JeJaeT KpaTKYyIo
3allMCh O PEIIEHUWM BOIPOCA, YKa3bIBA€T JAaTy W MOAIHUCH, IOCIE YEro JOKYMEHT
NIOMENIAETCS B JIEIIO.

7.Y4deT M XpaHeHUe nevyaTeil, IITAMIOB U OJJAHKOB.

OO6s3aTenbHOMY YYETYy TOJIeKaT BCE BUIBI MeYaTel W IITaMIOB, OJIAHKU CTPOTOM
OTYETHOCTH, KOMaHIUPOBOYHBIC YIOCTOBEPEHHUsI, CIy>KeOHbIE 3aJaHus, TPYIOBbBIC
KHUKKH.

VYyer Bcex meyaTeil M IITaMIIOB, UMEIOIIUXCS B 00pa30oBaTEIbHON OpraHU3aIlNy,
BEJIETCS B CIIEIUAIBHOM KypHaje (npunoscenue 2).

KypHanbl ydeTra BKJIIOYAIOTCS B HOMEHKJIATYpy Jel. JIMCTBI HUX HyMepyroTcs,
IPOIIKUBAIOTCS U OTEYAThIBAIOTCS.

[TeyaTu u mITaMITBI TOJHKHBI XPAHUTHCS B Ce(ax I METAJUTMUYECKHUX MIKadax.

OTBETCTBEHHOCTh 3a XpaHCHHWE U MCIIOJIH30BAaHUE TI€YaTei, IITAMIIOB HECYT
JIUI1a, OTBETCTBEHHBIC 3a BEJICHHE JICJIONPON3BOICTRA.

YHUUYTOXXEHHE OJIAHKOB TPOM3BOAUTCS 1O aKTy C OTMETKOM B COOTBETCTBYIOIIUX
KypHaJIax ydeTa.

[TeyaTw ¥ ITAMITBI YHHUTOXKAIOTCS 11O AKTY.

[IpoBepka HanmuuMs TeYaTel, MITAMIIOB U OJIAHKOB, a TaK)Ke MOPsJIKA WX XpaHCHHS
1 UCIIOJIb30BaHUs MPOU3BOAUTCA KOMUCCHEN HE peke OJHOrO pa3a B T'Ojl OJJHOBPEMEHHO
C MPOBEPKOM COCTOSTHUS JI€JIOTPOU3BOICTBA.

8.CocTaBjieHHEe HOMEHKJIATYPHI J1el.

HomenkiaTtypa aea - 95T0 00s3aTeNbHBIA I KaXAOW 00pa3oBaTEIbHOU
OpraHu3alMyd CUCTEMAaTH3WPOBAHHBIA TME€peYeHb HANMEHOBAaHHMI (3aroJOBKOB) e,
KOTOpBIEe (POPMUPYIOTCS ¢ YKa3aHUEM CPOKOB XpaHCHHS JeN (npunodcenue 4).

Homenknatypa pgen mnpegHa3HaueHa Jis YCTAaHOBKM B 00pa30BaTeNIbHOM
OpraHu3alMyd €IWHOro mopsaka ¢GopMupoBaHus Jel, oOecnedeHuss HX ydeTa,
ONEPATUBHOTO TMOMCKA JOKYMEHTOB IO MX COACPNKAHHUIO U BUIY, ONPEICICHUS CPOKOB
XpaHEHHUS] JE€Jl W SBISIETCS OCHOBOM JUISl COCTaBJICHUS OINMUCEH [I€J1 TMOCTOSHHOTO
u nnutenbHoro (cBoiiie 10 siet) xpaHeHus1, a Takxke JJIs ydera el BpemeHHoro (z1o 10 et
BKJIIOUYUTEIILHO) XPaHEHHUS.



B rpajge 1 HOMEHKnarypsl [e1 NPOCTABIAIOTCS HWHIAEKCHl KaXIOro Jena,
BKJIFOUEHHOTO B HOMEHKIarypy. Muaekc nena coctouT w3 uudpoBoro o0003HAYEHUS
U3 IITATHOTO pacluCaHus 00pa30oBaTeIbHOM OpraHu3alMK (Koia) U MOPSIKOBOIO HOMEpA
3aroJjloBKa Jiesa 1o HoMeHknarype. MHaekcel 1en 0003HayaroTcs: apabckuMu nudpamu.

ITpumep —

12-05, rne 12 — oGo3nauenue (kom), 05 — MOPSAKOBBI HOMEpP 3arojoBKa Jela
B pasjiesie HOMEHKIJIATYPBI Je.

B rpage 2 HOMEHKNaTypslI 1€7 MPONUCHIBAIOTCS 3ar0JIOBKH AEI.

3aroyioBOK Jela JOJIKEH YETKO B CKaToi 00001IeHHON hopMe 0TOOpakaTh COCTaB
U COJIEp’KaHHE TOKYMEHTOB JIEJA.

B 3aronoBkax JHMYHBIX M JPYrUX Jel, COJAEpXKAIlUX JOKYMEHTBI IO OJHOMY
Bonpocy, ynorpeonsercs tepmun JEJIO.

B 3aronoBkax nen, coaepkalux IIaHOBO-OTUYETHYIO IOKYMEHTAIMIO, YKa3bIBACTCS
nepuoj; (Mecsl, KBapTal, MOJYroAue, Troja), B KOTOPOM IUIAHUPYETCS CO3/IaHHE
JOKYMEHTOB MJIM TIEPUOJ] UX (DAKTUUECKOTO BHITOTHEHUSI.

Bo Bpems pa3menieHus 3arojoBKOB JIeJ B HOMEHKJIATYpE YUYMTHIBAETCA BAXKHOCTH
JOKYMEHTOB, BKJIFOUEHHBIX B JIEJI0, UX B3aUMOCBSI3b. B Hauane pacrnonararorcs 3arojioBKH
Je1 B OTHOLIEHUM JOKYMEHTOB, IMOCTYNHUBIIMX OT OPraHOB BBICIIETO YPOBHS, Jajiee -
o OpraHMU3alMOHHO-PACTIOPAIUTEIIBHOM JOKYMEHTAlINH, IUIAHOBO-OTYETHOM
JOKYMEHTAIIMH, TIEPETHCKE, YIETHO-CIIPABOYHBIM BUIaM JIOKYMEHTOB. B kaxmoi U3 3Tux
TPYII JOKYMEHTBI TAKXKE Pa3MEIIa0TCs ¢ yIY€TOM 3HAYUMOCTHU U CPOKOB XPAHEHUS.

I'padpa 3 HOMEHKNATYyphl [1€7 3alOJHAETCS B TEUEHHE KaJICHIApHOIO rojaa — IMpHU
(dbopMUPOBaHUHM HOBOTO JI€JIa, PU 3aKPHITUU JeJia U 10 OKOHYaHUH KaJIEHIapHOTO Tojia.

[To moctuxxkenun nenom oobema B 250 MMCTOB, TOM 3aKpBIBAETCS M OTKPHIBAETCS
HOBBIA TOM. B rpade mocnemnoBaTenbHO yKa3bIBaIOTCSI HOMEpa TOMOB W KpailHHUE ATkl
JOKYMEHTOB KaKJI0T'O TOMA.

[Tpumep —

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

DJNEKTPOHHBIE JieJla Ha TOMa HE pa3lenstorcs. Bce 3IIeKTpOHHbIE JOKYMEHTHI,
HE3aBUCUMO OT MX 00beMa, BKIIFOUAIOTCS B OTHO AIIEKTPOHHOE JIETIO.

B rpade 4 ykaspiBaeTcs CpOK XpaHEHUs Jeia, HOMepa CTaTeil Mo TUIIOBOMY WIIU
BEJOMCTBEHHOMY NEpPEYHIO, peepaibHOMY 3aKOHY MJIM HHOMY HOPMaTHUBHOMY
IIPAaBOBOMY aKTy, & P UX OTCYTCTBHH — IO TUIIOBOM WJIM IPUMEPHON HOMEHKJIAType AL

B rpade S «lIpumeuanue» yKa3plBarOTCsS CIELUAJIBHBIE CPOKA XPaHEHHS,
IIPOCTABIIAKOTCS OTMETKM O 3aBEJECHUU Jed (B TOM 4YHCIE B DJJIEKTPOHHOM BHJE),
O BBIJICJICHHUH JI€] K YHUUTOXKEHHIO 110 HCTEYEHUH CPOKOB X XPaHEHMsI, O MECTE XPaHECHHMSI
MOJUIMHHUKOB JTOKYMEHTOB, O Iepenade Jesl B APYTryl OpPraHU3alUI0 JUIsl MPOJOJDKEHUS
u 1p. B rpade nenarorcst OTMETKH O MEPEXONAIIUX Jeax ¢ YKa3aHHEM CTaporo MHJEKca
Jierna B CIy4ae ero M3MEHEHHS.

[Tpumep —

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

Ilo nemam, xoTopble MO KaKMM-IMOO MPUYMHAM B TEYEHUE rofa HE 3aBOJMIINCH,
B rpape «lIpumeuaHue» HOMEHKIATypbl Jed  Jenaercs 3amuch —  «Jleno
He 3aBoAMIIOChY. [Ipu 3TOM B rpade 3 mpocTaBiseTcs Npovepk.

Ilo oKOH4YaHMM TOfa B KOHIIE HOMEHKJIATYpbl JAEJI JI€JAeTCs WTOroBasl 3aIlvCh



0 KOJIMYECTBE 3aBEJICHHBIX JIeJT (TOMOB).
9. ®opmupoBanue u opopMiIeHUE eI,

DopmMupoBaHue Jel.

dopMupoBaHUE Jei - ATO TPYNINHUPOBKA HUCIHOJHEHHBIX JOKYMEHTOB B Jela
B COOTBETCTBUM C HOMEHKJIATYPOU Jel.

Bo Bpemst hopmupoBaHus 1€ CleyeT NPUAEPKUBATHCS TaKUX OOIIMX MPaBUIL:

- TMOMEIIATh B JieJIa TOJbKO HCIOJHEHHbBIE JOKYMEHThl B COOTBETCTBUHU C 3arojOBKaMu
JIeJ1 B HOMEHKJIATypE;

- TpyNnupoBaTh B Jiejla JIOKYMEHTBI, BBINIOJIHEHHbIE B TEYEHHE OJHOI0 KaJeHIAapHOIO
rona (01.01-31.12), 3a uckiIt0OUEHUEM MEPEXOASIIINX AeN (BEIyTCs B TCUCHHE HECKOIbKHUX
JIET), TUYHBIX JIET;

- MOMeELIaTh B JieJla TOJIbKO OpPWUTHMHANBl WM, B ClIy4ae MX OTCYTCTBHUS, 3aBEPEHHbBIC
B YCTAHOBJIEHHOM TOPSJIKE KOMUH IOKYMEHTOB;

- HE JOMyCKaTh BKJIFOYCHHUS B JieJla YEPHOBBIX, JIMYHBIX JOKYMEHTOB, Pa3MHOXKEHHBIX
KONUN M JOKYMEHTOB, MOJIEKAIIUX BO3BPATY; pa3AelbHO TPYNIUPOBATH B Jeia
JIOKYMEHTHI TTIOCTOSTHHOTO U BPEMEHHOTO XPaHEHUS,

- 110 00BEMY J1e7I0 He TOJKHO npeBbimaTh 250 nuctoB (30-40 MM TONIIUHON).

Pacnionoxenue MOKYMEHTOB BHYTPU Jell TPOU3BOJIUTCA B XPOHOJIOTHUYECKOM
HopsiJIKe, MPU KOTOPOM Hanbosiee paHHUE JOKYMEHTBI pacrlojiaraloTcsi B Hayaje Jiena.

[Tonoxenwus, npaBuiaa, UHCTPYKUUHU U T. M., YTBEPKAEHHBIE PaCHIOPSAUTEILHBIMU
NOKYMEHTaMH, TPYNIIUPYIOTCA BMECTE C YKa3aHHBIMH IOKYMEHTaMU.

[Ipuka3pl 1O OCHOBHOHM JEATENBLHOCTH (OPMUPYIOTCS OTIEIBHO OT MPUKA30B
0 KaJpOBbIM BompocaMm (JIMYHOMY COCTaBY) (Ha3HA4Y€HHE, NMEPEMEIICHHUE, YBOJIbHEHUE
COTPYIHUKOB) U OT MPUKA30B 00 OTIyCKaxX, KOMaHAUPOBKAX U T.I.

[IpoTokoybl 3acemaHuil KOJUIETHAIBLHBIX OPTaHOB 00pa30BaTENIbHOW OpraHU3alluM
IPYNIHPYIOTCS B J€JJa B XPOHOJOTMYECKOM IMOPSAKE M 10 HOMEpaM B IMpeaenax
KaJICHJITapHOTO rofa. JJoKkyMeHTHI K 3aC€JaHUsIM YKa3aHHbIX OPTaHOB CUCTEMATHU3UPYIOTCS
10 JAaTaM U HOMEpaM MPOTOKOJIOB, a B Mpeesax IPyHIibl JOKYMEHTOB, KOTOPBIE KacarOTCs
OJIHOT'O MPOTOKOJIA, - MO MOBECTKE JHS 3aCEIaHUS.

[lepenucky cnenyeT rpynnupoBaTh B Jeja 3a NEPUOJ KAJICHAAPHOIO Toja.
B neno nepenucku moMemaroTcs BCe JOKYMEHTBI, BOZHUKIINE B XOJ€ PEIIEHUs BOIPOCa.
Ilepenrcka cuCTEMaTU3UPYETCS B XPOHOJOTMYECKOM IOCIEAOBATEIBHOCTH; JOKYMEHT
OTBET MOMEIIAETCS 33 JOKYMEHTOM-3aIIPOCOM.

Odopmienue neJ.

Jlena oOpa3oBaTenbHONM OpraHU3AIMH MOMICKAT 0QOPMIICHUIO MPU MX 3aBEICHUU
Y 10 3aBEPIICHUH ro/a.

Odopmienue nena — MOArOTOBKA Jejla K XPaHEHUIO BKIIOYACT B Ce0sl KOMILIEKC
paboT Mo omMcaHMIO JAena Ha OOJOXKKe, MOAUIMBKE, HyMEpallu JUCTOB M COCTABICHUIO
3aBeputenbHON Hammucu. OdopmileHHe Jen MPOBOAUTCS PaOOTHHKAMHU OpTaHU3AIHH,
B OO0SI3aHHOCTU KOTOPBIX BXOIUT 3aBelE€HHE M (OPMHUPOBAHUE €], NPU METOIUYECKOU
MOMOIIIH U MO, KOHTPOJIEM OTBETCTBEHHOT'O 332 apXUB 00pa30BaTEIbHON OpraHU3alluH.

B 3aBucuMocTH OT CpPOKOB XpaHEHHUS MPOBOAUTCS TOJHOE WJIM YaCTHUYHOE
obopmIIEHUE JTCIT.

[TonHoMy odopmieHuIo noaiekar aeaa MmoCcTosTHHOTro, BpeMeHHOTo (cBbiie 10 ner)



XpaHeHusd (M0 JMYHOMY COCTaBYy, JIMYHbIE Jelila YBOJEHHBbIX paboTHUKOB). IlomHoe
oopmIiieHHE J1eT1a TPeyCMaTpUBAET:

o TMONIUMBKY WJIM TBEPBIN MEPEIIET Aea;

¢ HYMEPALHMIO JINCTOB B JIEJIE;

¢ COCTaBJICHUE JIUCTA-3aBEPUTEIS;

e COCTaBJICHHWE B OCOOBIX ciydasx (mpu oQOpMIIEHUHU JIMUHBIX TN, IJis1 y4deTra 0co0o
LEHHBIX JOKyMEHTOB) BHYTPEHHEW ONUCH JJOKYMEHTOB JI€JIa;

¢ BHECEHHUE HEOOXOIMMbIX YTOUHEHHI B PEKBU3UTHI 00J0KKHU Jiesia (YTOUHEHUE Ha3BaHUs
NoJpa3AesieHNs], UHJIEKca U 3arojloBKa JeNa, JaThl Aesa U Ap.).

Hena BpemeHnHoro (10 10 JeT BKIIOYUTENBHO) XPAHEHUS MOMAJIEKAT YACTUYHOMY

odopmienuto. Jlomyckaercs:

o XPaHWTH JieJIa B CKOPOCIIMBATENAX;

¢ HE MPOBOAUTH MEPECUCTEMATU3AIINIO JOKYMEHTOB B JIEJIE;
e JIUCTHI JieJIa HE HyMEpPOBaTh;

¢ 3aBEpUTENbHbIC HAAMKUCH HE COCTABIIATh.

JIOKyMEHTBI, TOAJiekKalIhe TMOJIHOMY O(OPMIICHHIO, TOAIIMBAIOT HAa YEThIpE
IPOKOJia B TBEPIYIO OOJOXKKY M3 KapTOHA WJIM TEPEerIeTaloTCs ¢ y4€TOM BO3MOKHOCTH
CBOOOIHOTO UTEHHUs TEKCTa BCEX JIOKYMEHTOB, JaT, BU3 M pe3omonui Ha HuX. llpu
MOJTOTOBKE JIeJ K MOJIIMBKE (MEePEeIUieTy) MeTANTMYeCKUe CKPEIUICHUs (CKOOBI, CKPEIKHU)
U3 JIOKYMEHTOB yAaJSIOTCS. Jlena MmoCTOSTHHOrO XpaHeHUsl, COCTodAlIre U3 HehOopMaTHBIX
JIOKYMEHTOB, XPaHATCA B 3aKPBITHIX TBEPJbIX MANKax C TPeMsl KJIallaHaMH U C 3aBS3KaMHu.

[Tpu Hanmuyuu B Jiese HEBOCTPEOOBAHHBIX JTUYHBIX JOKYMEHTOB (TPYIOBBIX KHUKEK
U Jp.) OTU JOKYMEHTBI BKJIQJBIBAIOTCS B KOHBEPT, KOTOPHIA 3aT€M MOIIIMBAETCS B 3TO
neno. [Ipu Hammuuu OONBIIOTO KOJUYECTBA TAKUX JOKYMEHTOB OHU MOT'YT HM3BIMAThCS
U3 JIeJ, U Ha HUX COCTAaBIISIETCS OTAENIbHAs OMUCH.

B koHIle Ka)kqoro nerna MOAIIMBAIOTCS YUCThIE OJIAaHKU (POpPM IS 3aBEPUTETHHOM
HaAMHUCH.

B umensx obOecrieueHusi COXpAaHHOCTH M 3aKpEIUICHUS TIOPSIKAa PACTIOJIOKEHUS
JIOKYyMEHTOB, BKJIIOYEHHBIX B JI€JI0, BCE JIMCTBHI, KPOME 3aBEPUTEIHHOTO, HYMEPYIOTCS
apaOckumu 1MdpaMu B IPaBOM BEPXHEM YITIy, HE 3ajieBasi TEKCTa JOKYMEHTA, MPOCTHIM
rpaUYecKuM KapaHJalIOM WM HYMEparopoM. YNOTpeOJieHHe YEepHWJI M IIBETHBIX
KapaHjalle [l HyMepauuu JINCTOB 3alpelaercsi. BHYyTpeHHss oOmuCh HUMeeT
CaMOCTOSITEIbHYIO0 HyMEpALHUIO.

JIucTel n1eN, COCTOSIIIMX W3 HECKOJBKMX TOMOB WIH 4YacTed, HyMEpYHTCS
10 Ka)XKI0My TOMY WJIM YaCTH OTIEIBHO.

dotorpaduu, YepTexKH, AMArpaMMbl U IPyrHe WITIOCTPATUBHBIE U CHEIU(pUIECKHE
JOKYMEHTBI, MpPEACTABISAIONIME CaMOCTOSTENbHBIA JIMCT B Jele, HyMEpYITCs
Ha 000POTHOM CTOPOHE B JIEBOM BEPXHEM YTIIY.

CnoxeHHBIN JTUCT pa3BOpauMBAETCs U HyMEpyeTcs B MpaBoM BepxHeM yriy. llpu
3TOM JIUCT Jr000ro popmara, MOJMIMUTHIA 3a OMH Kpal, HyMepyeTcsl KaKk OJUH JIUCT; JIUCT,
CIIOKCHHBI M TOAIIMTBHINA 32 CEpellMHY, MOJIEKUT MEPEIIMBKE U HyMEpyeTcs KaK OJUH
JIUCT.

[TonmuTeie B 110 KOHBEPTHI C BIOKEHHUSIMU HYMEPYIOTCS; MPU 3TOM BHayaje
HYMEpYEeTCsl KOHBEPT, a 3aTeEM O4epEIHbIM HOMEPOM Ka)KJ0€ BIO)KEHHE B KOHBEPTE.

[lopmuteie B A€N0 JOKYMEHTBI C COOCTBEHHON HyMepalueil JMCTOB (BKIIIOUast



MeyaTHblC U3aHus1) MOTYT HyMEPOBAThCS B OOIIEM MOPSIKE UM COXPAHSITH COOCTBEHHYIO
HYMEpAalUIO, €CJIM OHA COOTBETCTBYET MOPSIAKOBOMY PACIOJIOKEHHUIO JIUCTOB B JEIIE.

B cnyuasx oOHapyxeHHs OONBIIOrO 4Yucia OIIMOOK B HyMEpaluHu JIMCTOB Jeia
B JICJIONIPOU3BOJICTBE MPOBOAUTCA HMX TNepeHymepanusa. lIpu mepeHymepanuu JHUCTOB
CTapble HOMEpA 3aUYEPKHUBAIOTCS OAHOM HAKJIOHHOW YEPTOM M PSIJIOM CTABUTCS HOBBIU
HOMEp JIUCTa; B KOHIE Jejia COCTaBIseTCS HOBas 3aBEpUTENbHAs HAAMHUCh, TP ITOM
cTapasi 3aBepUTENIbHASI HAAMKUCh 3aU€PKUBAETCS, HO COXPAHSIETCS B JEIE.

Jlist yyeta KOJIMYECTBA JIUCTOB B JieJie U (PUKCALMM OCOOEHHOCTEN MX HyMepauuu
COCTAaBIIIETCSl 3aBEpUTENIbHAS Haanuch nena. OHa cocTaBisieTcs B JIeJ€ Ha OTAEIbHOM
JUCTE — 3aBepuUTeNe Jiena. 3aBepuTesbHash HAJIMUCh COCTABISETCS IO YCTAHOBIEHHOM
dbopme.

Bce nocnenyromune u3sMeHeHUs] B COCTAaBE U COCTOSIHUM Jieia (MIOBPEXKIACHMS, 3aMeHa
MOJJTUHHBIX  JTOKYMEHTOB KOMHSIMHU, TPUCOEAMHEHUE HOBBIX JOKYMEHTOB M T.I.)
OTMEUAIOTCS B 3aBEPUTEILHON HAJIMHUCH CO CCHLIIKOM Ha COOTBETCTBYIOIIUMN aKT.

OO6noxKa J1e MOCTOSSHHOTO, BpeMeHHOTOo (cBbimie 10 jieT) XpaHeHUs! U 10 JTUYHOMY
cocTaBy 0pOpMIISIETCA 10 YCTAHOBIEHHOM dopme.

Ha o065oxKke 11en MOCTOSIHHOTO XpaHEHUs BBEPXY MPEaycMaTpUBACTCS MECTO IS
HAaMMEHOBAaHUSI TOCYJIAapPCTBEHHOTO apXHBa, B KOTOPHIM OHM OyIyT MEpelaHbl, a TaKKe
apXuBHOTO IHdpa B MPABOM BEPXHEM U JIEBOM HIDKHEM YIJIaX.

IIpu oopmnenun o6m0xku nen HauMmeHoBaHue [lIkonbl yka3biBaeTCsl MOTHOCTHIO
110 YCTaBy, B UMEHUTEILHOM MaJIeke, COKPAIIEHHOE HAa3BaHUE — B CKOOKaX.

OO0s13aTeNIbHBIMU - PEKBU3UTAMU  OOJIOKKHM JIeJa SIBISIETCA YKa3aHHWE KOJIUYECTBa
JUCTOB B J€J€, KOTOPOE IMPOCTABISETCS HA OCHOBAaHWM 3aBEPUTEIBLHON HAIIWCH Jena,
U CpOoKa XpaHeHus pnena (Ha Jenax IOCTOSHHOTO XPaHEHHsS NUIIETCS: «XPaHUTh
MIOCTOSTHHOY), KOTOPBIH MEPEHOCUTCS Ha OOJOXKKY JieJla U3 HOMEHKJIATYPhI MOCJE CBEPKU
€ro M0 CPoKaM XpaHEHUS B MIEPEUYHE.

JI1s1 yyeTa TOKYMEHTOB ONPEIEIECHHBIX KATETOPUl €] MOCTOSIHHOTO U BPEMEHHOTO
(cBerme 10 yer) XpaHeHHs, YYE€T KOTOPBIX BBI3bIBACTCS CIECIU(PUKONW JTaHHOU
JOKyMEHTaluu (JUYHbIE Jiela, 0CO000 IIEHHBIE), COCTaBISETCS BHYTPEHHSAS OIHCH
JOKYMEHTOB J€Ja.

BHyTpeHHIOIO ONHUCh HEOOXOAMMO TaKXE COCTAaBIATh B J€JaX MOCTOSHHOIO
u BpemeHHOro (cBoimie 10 5er) XpaHeHUs, CPOPMUPOBAHHBIX IO PA3HOBUIHOCTIM
JIOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJIEPHKAHNE TOKYMEHTOB.

BHyTpeHHSI ONMUCH COCTABIAETCS HAa OTAEIHFHOM JIMCTE TI0 YCTAaHOBICEHHOW (hopme,
KOTOpasi COAEPKUT CBEACHUS O MOPSIKOBBIX HOMEpax JOKYMEHTOB Jiella, UX HHJIEKCaX,
JaTax, 3aroJOoBKax U HOMEpax JIMCTOB J€ja, Ha KOTOPBIX PACTION0KEH KA AbI IOKYMEHT.

K BHyTpeHHEN onucH Aena COCTABIAETCA UTOTOBASI 3aIIMCh, B KOTOPOM YKa3bIBAETCS
udpaMu ¥ MPOTHCHIO KOTUYECTBO BKIFOUEHHBIX B HEE JOKYMEHTOB M KOJTMYECTBO JINCTOB
BHYTPEHHEW OMUCH.

BHyTpeHHsIsT OonuUCh MOANMKCHIBAETCS €€ COCTAaBUTENEM C YKa3aHUEM JIOJKHOCTH,
MOJIMKCH, pACIIM(PPOBKHU MOANUCU U HYMEPYETCS B J€JI€ OTACIbHO.

10.XpaHeHHne U YHHYTOKEHHUE TOKYMEHTOB.

JlokymMeHTbl (Aena) ¢ MOMEHTa co3faHusi (ModaydeHus)) win (HOpPMUPOBAHUS



XPaHATCS B OPTaHHU3AIUH JI0 TIepeIaun apXUBHOMY yUPEKICHHUIO.

PykoBoauTens 00pa3oBaTeNbHON OpraHM3aluyd W CHEIHATbHO Ha3HAYEHHOE JIMIIO
(yuira) 06s13aHBI 00ECTICUUTh XPAHEHHUE TOKYMEHTOB U JIE.

Jlema OOMKHBI XPAaHUTHCSA B BEPTUKAJIBLHOM TIOJNOKCHMH B TKadax, KOTOpHIC
3aKkpbIBatoTcs. Ha kopemkax o010kKeK Aes YKa3bIBatoTCsl HOMEpa Jell.

Brimaua ge1 BO BpeMEHHOE IMOJb30BaHUE paOOTHHKaAM 00pa30BaTeIbHOM
OpPTraHM3alMHd OCYIIECTBISIETCS C YCTHOTO pa3pelieHusi €ro PYKOBOIUTENSA, a JAPYTUM
YUPSKICHUSIM - C €r0 MHCBbMEHHOro pa3pemieHus. Ha BbIJaHHOE AEII0 COCTaBIISCTCS
KapTodKa - 3aMeHUTeNb. B KapTOoUKe yKa3bpIBalOTCS HOMEp Jiefia, 3ar0J0BOK JeNa, JaTa ero
BBIJIaYM, JIMIO, KOTOPOMY JIE€JI0O BBIJIAHO, JaTa €ro BO3BpaTa, IMMOJIUCH JIMIl, KOTOPBIC
BBIJTAJIA ¥ TIPHHSUTH JIEJ10.

[IpenocraBnenue Aem BO BpEMEHHOE IMOJIH30BAHUE OCYIIECTBISIETCS HE Ooyee uem
Ha OJTMH MECHIII.

W3bsaTHE  JOKYMEHTOB W3 Jiela TOCTOSHHOTO  XpaHEHWs  3allperiacTcs.
B HCKIIOYHMTENBHBIX CIydasX H3bIATHE JIOKYMEHTOB JIONYCKAeTCA C pa3pelICHHS
PYKOBOAMTENST 00pa30BaTENIbHON OpraHM3alii C 00s3aTeIbHBIM OCTABICHUEM B JIETie
3aBEPCHHBIX JIOJDKHBIM 00pa3oM KOIHH.

[Tociie oxkoHYaHUS CpOKa XpaHEHHUS JIOKYMEHTOB, KOTOPBIC HE TOJICHKAT Iepeaayde
ApPXUBHBIM  YUPEXKIACHHUSAM, JOKYMECHTBI CITMCBHIBAIOTCS KOMHCCHEH 0Opa30BaTEIbHOM
OpraHu3aliy 0 MPOBEJACHHUIO SKCIIEPTH3bI IIEHHOCTH JIOKYMEHTOB, KOTOPYIO Ha3Ha4yacT
PYKOBOAWTENh 00pa3oBaTeNbHONM oOpraHu3anud. Ha chucaHHyl —JTOKyMEHTAIUio
OKCIIEPTHAS KOMHUCCHSI COCTABIISIET COOTBETCTBYIOIIUN aKT.

CrimcanHasi TOKyMEHTAIUsI YHHUTOXKAETCSI.



[Ipunoxenue 2

k npukazy MbOYVY «/lonunanenckas COILI
uM. [lepenangnna A.J.»
ot 24.04.2023r. Ne88

IIpumepHas popMa KypHajIa yyera nedyarei U lramMmnoB
o0pa3oBaTeIbHOM OPraHU3al Ul

Pesysbrarsl .
HaumenoBanue . OTTHCK Meyarei
HaumenoBanue €KeroHoMu
MmoJApas3aeJIeHus, OTMeTKa 00 (mTramMImos)
ne4yaru OTTHCK IHoanuce, NPOBEPKHU
JOJIZKHOCTh YHUYTOKEHUM, | JJIs
Ne n/m | (mrTamna), MHUIAATO | eYATH YIOCTOBEPHIOMIAS | HAJUYMS Mpumeuanue
MoJIyqyareJisi u . HOMeEp YHUYTOKEHUS,
p 3aKa3sa, HITaMIIa) noJjiy4yeHue, ara | medareit
pamunusn aKTa ¥ aara aara
AaTa NOCTYNJIeHUs U IITAMIIOB,
MoJIyqyareJist BO3Bpara
JaTa NPOBEPKHU
1 2 3 4 5) 6 7 8 9

IIpumepnas popma KHuru/ ;kypHaJjia perucTpauuu NpuKa3oB
o0pa3oBaTe/IbHOM OPraHU3alUM.

ITo ocHOBHOM 1eATEJLHOCTH

Hara Cpox OtMmeTKka 00 MCIIOJIHEHNH
Ne Homep
Conepxanue HcnonHuTeab [MCHOJHEHUSA
n/n NnpuKasa
npuKasa
O npoBeneHuu 30.08.2022  |CHSAT ¢ KOHTPOJIA
1 25.08. 74-0 KOMIUICKTOBAHUA | 11 30.08.22
2022 HEeIarornuIeCcKux
KaJpoB




ITo xagpoBBIM BonpocaM

Jl:‘(;l'l Jara npuka3a | Homep npukasa Bunx npukasa ®HUO corpynHuka OcHoBaHue
T Ne 25 ot
1 14.10.22 77-K [Tpuem 015(0) 14.10.2022
I1o KOHTHHTEHTY 00Y4AKIIUXCH
y ara npukasa U/ IpUKa3a odyuaroierocst CHOBaHUe
| A apiasa B H o8 0
3asiBIICHUE POJUTEIIEH
1 28.09.2022 35-Y 3auncneHue OU ot 27.09.2022
Neo 46




[Ipunoxenue 3

k npukazy MbOYVY «/lonunanenckas COILI
uM. [lepenangnna A.J.»

ot 24.04.2023 r. Ne88

IIpumepnas ¢popma KHuru/ :KypHajia perucTpanuu pacnopsizkeHui
o0pa3oBaTe/IbHOM OPraHU3aALUM.

Jara

Homep

Cpok ucnosnenusi| Ormerka 00

Ne n/m Conep:xkanue KTo moagmucan
pacnopsizkeHus | pacnopsKeHUus UCIIOJTHEHU U
®.10. O noe3ae ydamuxcs Char ¢
1 20.10.22 37-P o 31«;;1 Z;}O‘“ 22.10.22 KOHTPOJIA
P 22.10.22
IIpumepnas ¢popma Knuru/ :kypHajia perucTpaiiu NpoToKoJI0OB
o0pa3oBaTe/IbHOI OpraHu3anuu.
Ne mi/m | Ne mporokoJia Jlara ero IloBecTKka aHA

perucrpauuu




[Ipunoxenue 4

k npukazy MbOYVY «/lonunnenckas COILI

uM. [lepenaguna A.N.»
otr 24.04.2023 1. Ne88

IIpumepHas popmMa perucTPALUOHHOIO KYPHAJIA BXOASIIUX JOKYMEHTOB

o0pa3oBaTeIbHOM OPraHU3al Ul

JaTa nocrynienus Pe3omnonust niu
Ne n/m JIOKyMeHTa/ JaTa u Homep Kpatkoe cogep:xanue KOMY HampasJieH OT1MmeTKa 00
BXOIS Ui HOMEp JOKYMEHTA, TOKYMEHT HCIOJTHEHNH
NPUCBOEHHBI Koppecnonaent (moamuck,
aBTOPOM YI0CTOBEPS I0ILAsT
MoJIy4eHue)
1 2 4 6 7
HpnMepHaﬂ (bopMa PETUCTPAIHOHHOI0 XKYPHaAJIA HCXOAAIIIUX JOKYMECHTOB
OﬁpaSOBaTeHLHOﬁ OpraHusanvu
JlaTa u HOMep
Peructpanuo JAOKYMEHTa, Ha
Ne JlaTa HHbIH Anpecar Kpartkoe KOTOPBIi 1 P —
n/n TOKYMEHTAa | HOMep coep:kaHue naeTcsl OTBET
ITOKYMEHTAa
1 2 3 4 5 6 7




IIpunoxenue 5
k npukazy MbOVY «/lonuanenckas COILLI
uM. [lepenannna A.M.»
ot 24.04.2023r. Ne88

HNPUMEPHASA HOMEHKJIATYPA JAEJI

OBPA3OBATEJIbHOM OPTAHU3AIINU

Cpok xpaHeHHA

KosmnuectBo
Hupaekc 3aroJioBoK aeja aesia (ToMa, 4acTH)
e . IIpumeuanne
Jesa (Toma, 4acTH) (TomoB) u Ne crareii mo
IlepeuyHnro
1 2 3 4 5
01. PykoBoacTBO (KaHLeAsSIpUs)
HopmaTtuBHbI€ paBOBbIE aKThl OPTraHOB, Jo muHOBaHUs
OCYIIECTBIISIOIINX aBiieHHE B chepe HaJ00HOCTH
01-01 yu HIHX yTip bep A 3aBeneHo
00pa3oBaHus, perIaMEHTHPYIOITHE . «O» cT. 3, m. «O» cT. 4
oOpa3zoBarenbHbIe OTHOMIEHNS. Ko TIT 2019
ITocTostHHO ITocne 3ameHbl
1-02
01-0 Yeras OO ct. 28 TIT 2019 HOBBIM
Jlo MuUHOBaHUS
CBUIETEIHCTBO O ITOCTAHOBKE HA YYET B [Tepexomsmiee ¢
01-03 Hajorosom oprane (MHH) HanobHoCTH, 2012
P cr. 24 TI1 2019
01-04 CBUIETEILCTBO O BHECCHHUH 3aITUCH B IToctosiHHO ITepexomsimiee ¢
EI'PIOJI ct. 24 TI1 2019 2012
OKYMEHTHI (IOTOBOp, KOHTPAKT,
Hoxym ( P, PaKt, Jlo mTuKBH AN
CBUIICTENTLCTBA) Ha MIPABO OTIEPATHBHOTO [Tepexomsmiee ¢
01-05 aBJICHUS UMYIIICCTBOM, Ha IIPAaBO OprarHsam 2012
yip i » Ha 1ip cr. 93 TIT 2019
MTOJTb30BAHMS 3eMETbHBIM YIaCTKOM
ITocne
TIpEKpaIICHAS
5 ner JIeUCTBUSA
01-06 JIMICH3NH M IPHUITOXKEHHS K HUM
H P cr. 55 TIT 2019 JTHIICH3HH
[Iepexomsmee ¢
2018
CBHACTENLCTBO O TOCYIapPCTBEHHOU Jlo JKBHAALHN Ilepexomsee ¢
01-07 aKK i UTALIUA P OpTaHusalli, 20]?8 .
pemran cr. 61 TIT 2019
CaHUTapHO-3MTUIEMHU OJIOTHIECKOE
3aKJTIOYECHHE Ha 00pa3oBaTelbH
01-08 NIeATENbHOCTD CaHI;)/ITa HO- - 5 mer, JIIK Iepexomsmee ¢
' P cr. 429 TIT 2019 2018
SIHIEMHOIOTHYSCKOE 3aKITIOUCHHE Ha
MEIUIUHCKYIO JIeITENbHOCTD
01-09 locynapcTBennoe/ [TocTosHHO
MyHununanibsHoe 3aJJaHue . «o» ct. 198 TIT 2019
OTYer 0 BBHIIOTHCHUH
[ToctosiHHO
01-10 roCyJapCTBEHHOI O/ MyHHILIUIIATEHOTO

3aJaHusA

m. «a» ct. 211 TIT 2019




ITocTostHHO

[Tepexonmsmee ¢

01-11 [Iporpamma pa3Burus et 193 T 2019 2020
ITocTossHHO
01-12 [IpoToKOMIBI KOMIErHaTbHBIX OPraHOB I «B» or. 18 TIT 2019
o ITocTossHHO
01-13 [TpoTOKOJIBI COBEIIAHMM TPU TUPEKTOPE 1 «e» or. 18 TII1 2019
. ITocTossHHO
01-14 [IpoTokosbl 00IIHMX cOOpaHuil paOOTHHKOB 1L i ot 18 TIT 2019
o ITocTossHHO
01-15 IIpukassl 110 OCHOBHOM AEATEIBHOCTH 1L «a» cr. 19 TIT 2019
01-16 Kuwura/sxypHai peructpaiyy IpruKa3oB 1o ITocTostHHO
OCHOBHOMH J€SITEILHOCTH m. «a» cT. 182 TI1 2019
ITocTossHHO
01-17 [Ipukassl M0 KOHTUHTEHTY 00YYarOIIUXCS 1L «a» cr. 19 TIT 2019
01-18 Kaura/xypHai perucTpaniy MpuKa3oB 1Mo ITocTossHHO
KOHTHHTEHTY O00Yy4aromIuxcs m. «a» c1. 182 TII 2019
[Mpukasbl/pacropsKeHsl 1Mo
01-19 AIMUHUCTPATUBHO-XO3SIHCTBEHHBIM > et
m. «o» ct. 19 TI1 2019
BOIpOCcam
Kuwra/sxypHai peructpanuu
01-20 MIPUKA30B/PacCOPSKESHHM 110 5 ner
aAIMUHUCTPATUBHO-XO03SHCTBEHHON m. «B» cT. 182 TII 2019
EITEILHOCTHA
01-21 JlokasibHbIE HOPMATHUBHBIE AKTHI 11O ITocTossHHO
OCHOBHBIM BOIIpOCaM ct. 8 TIT 2019
JIOKyMeHTHI 0 TpoBepKax (aKThl, CIIPaBKH, 10 ger
01-22 [eperncKa) opraHaMy TOCKOHTPOJIS or. 141 TIT 2019
(mag3opa)
01-23 Hucr WSl 10 JIETIOIIPON3BOICTB, Hocrosio Hocne samernt
PyKIL t p ACTBY cr. 28 TIT 2019 HOBBIMH
C
01-24 Howmenknarypa nen Mocrosnno nggg:;z[yg;;);ﬁ -
cr. 157 TI1 2019
3 roma
01-25 OO6pareHus TpaXkIaH ¥ MEepenucKa 1mo ux 5 net JIIK
pPaccMOTPEHUIO cT. 154 TI1 2019
01-26 JKypHai perucrpanu oOpaleHni rpak1ad 3 zer
YPHAI pEruetpatiiit 0opatt P . «e» cr. 182 TIT 2019
Jlo TuKBH AN
01-27 ’Kypnan ydera Bbiaun neyaTtedl ¥ MTaMIIOB OpTraHHU3aInN
cr. 163 TI1 2019
[Ipu orcyrcTBUM
KHUT, )KyPHAJIOB,
. 3 roma OTTHCKOB U
01-28 AKTBI YHUUTOXXEHUS TIe4aTell U IITaMIIOB or. 164 TII1 2019 CHEITKOB — 10
JIMKBUALIUN

OpraHusanuu




01-29 Kypnan perucrpanyu BXOIAIIMX 5 nmer
JIOKyMEHTOB m. «r» cr. 182 TI12019
01-30 Kypnan perucrpanyu UCXOASIINX 5 mer
JIOKYMEHTOB m. «r» cT. 182 TI1 2019
. ITocTosiHHO
01-31 [Ty6nuuHbIi 1oKIaa 0 paboTe IIKOMbI or. 209 TTI 2019
ITocTosiHHO
01-32 Otuer o camooOcIeIoBaHuN or. 209 TT1 2019
ITocTossHHO
01-33 TomoBoii man paboThI MIKOBI m. «a» cT. 198
TIT12019
OnepaTuBHBIE IAHBI (KBapTaIbHbIE, Jlo MuHOBaHHA
01-34 MecsiuHbIe) PabOTHI IIKOJIBI HanobHOCTH
P a cr. 201 TIT 2019
01-35 <.>

02. O6pa3oBaTeibHAasA 1eATEIbHOCTD

O6pazoBarenbHbIE TPOrPaMMBI IIKOJBI 11O

Jlo 3aMeHBI HOBBIMH

[Tepexomsimiee ¢

02-01
YPOBHSIM 00111eT0 00pa3oBaHuUs ct. 271 IIMIT 2017 roma
02-02 JomonauTtensHbIe 00pa30BaTeIbHBIC Jlo 3aMeHbl HOBBIMU [Tepexomsimiee ¢
TIpOrpaMMBbI ct. 271 IIMIT 2020 roma
02-03 ITpoTokonbl 3acenaHnii Neaaroru4eckoro IToctosiHHO
COBETa M JIOKyMEHTHI K HUM . «m» cT. 18 TIT 2019
02-04 Knura ydera mpoToKOJIOB ITeAarornyecKoro 10 met
coBeTa cT. 335 I[IMII
02-05 JIOKyMEHTBI 110 aHAJIN3y U KOHTPOJIIO ITocrosiaHO,
00pa3oBaTeNbHON JeITeThHOCTH ct. 316 I[IMII
IIpoTokoinbl 3acenaHnii coBeTa poauTENen
ITocTostHHO,
02-06 (pOAUTENBCKOTO KOMHUTETA) U JIOKYMEHTHI ot 324 TIMII
(ctipaBKH, JOKJIAIBI, HHOOPMAIIMK) K HIM ’
ITocTosHHO, ecan
02-07 [IpoTokonsl 3aceqanuii IK3aMEeHaLMOHHBIX 3 roga 1IKojia CAaeT
KOMHCCUN cT. 326 IIMII JIOKyMEHTHI Ha
TOCXpaHHe
02-08 WNudopmanms, ceeneHus o pabore rpymnn 3 roma
MNPOUICHHOT'O THA ct. 312 IIMII
02-09 Knura ydera Boljaun Menainei yqammmcst 50 ner
IIKOJT ct. 319 TIMII
Kawra ydera OaHKOB ¥ BBIaYH aTTECTATOB 50 ster
02-10 (perucrpanyu BbIIaHHBIX IOKYMEHTOB 00 or. 322 TIMTI
00pa3oBaHUN) '
02-11 Knura ydera Bbljaun moXBaJdbHBIX JIUCTOB U 50 ner
IIOXBAJIBHBIX IPaMOT cT. 320 I[IMII
JlokyMeHTHI (TUTaHBI, JOKJIaTHEIE 3aIUCKH, 3 roma [locrostaHO, ecu
02-12 TepeIucKa) O IPOBEACHUH OTKPBITHIX IIKoJIa Cclia
epenucka) o mpoBeae OTKp er. 321 [IMTI ofa cJiaer

YPOKOB

JAOKYMCHTHI HAa




rocxpaHue

[IpoTOKOIBI POMUTENECKUX COOpaHU U

5 ner

02-13 JOKYMEHTHI K HUM (CHpaBKH, JOKJIabI, or. 324 TIMII
nH(pOpPMAaIHN)
. 3 roma
02-14 Otuetsl 0 paboTe coBeTa poauTeei ot 325 TIMII
02-15 AndaBuTHasI KHHTa 3aCH 00YYaIOLIUXCS >0 zer
ct. 329 [IMII
ITocne okoHUaHHUU
3 roga IITIKOJIBI U TIPH
02-16 JInunble nena o0yvaronxcs or. 330 TIMIT SEIGRITHI B
JPYTYIO IIKOITY
1 ron
02-17 OK3aMeHAIMOHHbBIE OHIICTHI or. 503 TIMTI
1 rox Ilocne cnaun
02-18 JK3aMeHaNMOHHBIE pa00Thl 00YYaOIINXCS or. 506 TIMIT SK3AMCHOR
N3bsThIE U3
KIIACCHBIX
B anexkrponHoii popMme Ha | KypHAJIOB
02-19 KraccHbie sxypHaITbI JIICKe — 5 Jier CBOJIHBIC
(3TIEKTPOHHEIE) BEIOMOCTHU
ct. 331 IIMII YCIIEBAEMOCTH —
He MeHee 25 neT
02-20 ’KypHain y4yera nponyiieHHbIX U 5 ner
3aMEIICHHBIX YPOKOB ct. 337 IIMII
02-21 KypHan 3aHATHI IO JOMOIHUTENBHOMY 5 nmer
00pa3oBaHHIO cT. 493 TIMII
02-22 KypHaut rpymibl NpoaIeHHOTO JTHS > net
cT. 333 [IMII
02-23 <..>
03. BocinTareibHasi 1eITEIbHOCTh
03-01 [1naHbI BOCIUTATENBHBIX MEPONPUSITHI U 3 roga
JOKYMEHTBI K HUM cT. 194 TI1 2019
03-02 [lepernucka mo Bompocam mpooprueHTAIHH, 3 roga
TPYAOBOTO OOyUEHUS M BOCITUTAHUS cT. 345 IIMII
05.03 Hep(;rmcxa c opraé{aMn CUCTEMBI 5 ser, DIIK
PO UIAKTHKY ¥ Oe3HAI30PHOCTH or. 70 TI1 2019
HECOBEPIICHHOJIETHUX
ITocTosHHO, ecian
03-04 JlokyMeHTBI 00 OpraHu3aIy U paboTe 10 ner LIKoJda CAaeT
narepeit cT. 478 IIMII JIOKyMEHTHI Ha
rocxXpaHue
JIOKyMEHTHI O TPOBECHUH OIMMIIHA/, Jlo MuHOBaHUs
03-05 BUKTOPUH 10 Y4€OHBIM IIPEIMeETaM, HaJ00HOCTH
CMOTPOB, KOHKYPCOB XYZIO)KECTBEHHOTO, cT. 383 IIMII




TEXHUYCCKOI'O U APYrux BUJA0B TBOPUCCTBA
IIKOJIbHHUKOB

HOKYMGHTI)I O BbICTaBKax JCTCKOI'O

Jlo MuHOBaHUSA

03-06 XyJIOKECTBEHHOIO ¥ TEXHUYECKOTO HaJI0O0OHOCTH
TBOpPYECTBA cT. 384 TIMII
IlocTosiHHO, eciau
03-07 Otuetsl, nHGOpMaNMU 0 pabore 10 et IIKOJIA CAAeT
OOIIIECTBEHHBIX YYSHHUECKUX OpraHu3aIui ct. 388 IIMII JIOKYMEHTBI Ha
TOCXPaHHE
03-08 <..>
04. MeTonuuyeckas qedTeJIbHOCTEL
04-01 [TonoxxeHre 0 METOMUIECKOM COBETE Hocrostuo,
. m. «a» ct. 34 TIT 2019
[Tonoxenus 00 yueOHO-METOUUESCKUX IocrosiHHO,
04-02
00bEMMHEHUAX, PA00INX TPyIIIax . «a» ct. 34 TI1 2019
IIpoTokonsl 3acenanuii METOAUYECKOTO
04-03 COBETa W JIOKYMEHTHI (CITPaBKH, JTOKJIA b IlocrosHro,
> > m. «a» cT. 18 TIT 2019
nH(popMan) K HIM
T'onoBoit man paboTE METONUYECKOTO > zet, SIIK
04-04 | M P . ct. 200
TIT12019
04-05 AHanu3 pe3ybTaToB METONUYECKON paOOoThI 5 met, DIIK ITo onepatuBHBIM
00pa30BaTEeNbHON OpraHN3aIliy cT. 46 TI1 2019 BOIIpOCaM - 5 JieT
04-06 <..>

05. KagpoBoe oGecrieueHue

[Ipucnannsie mjis
CBE/ICHUS — JI0

05-01 KostekTuBHBI#M 10rOBOp HocTosrro MHUHOBaHHUS
ct. 386 TI1 2019
Hago0HOCTH
Ilocne nucreuenus
JIOKyMEHTBI O IPOBEPKAX BBIIOIHEHUS 3 roga CpOKa IeHUCTBUSA
05-02 .
YCJIOBHM KOJIJIEKTUBHOI'O I0rOBOpa ct. 389 TI1 2019 KOJUIEKTUBHOTO
JIOrOBOpPa
05-03 [IpaBunia BHyTpEHHErO TPYIOBOTO [TocTosiHHO
pacropsika cT. 394 TI1 2019
[TocTosiHHO
05-04 [lITaTHOE pacmucaHne 1 U3MEHEHUS K HEMY r.40 TI1 2019
05-05 [ITaTHbIe paccTaHOBKH (IITATHO- 50/75 ner
CHHCOYHBIA COCTaB PAOOTHHUKOB) ct. 42 TI1 2019
50/75 ner
05-06 JlOIDKHOCTHBIE HHCTPYKITUU paOOTHHUKOB or. 443 TTI 2019
[Ipuka3sbl o TMYHOMY cOCTaBy (TIPHEM,
05-07 HepeMEILIEHHE, COBMEILEHUE, IIEPEBO, 50/75 ner® DK

YBOJIbHEHUE, ATTECTAIMS, JTOMOTHUTEILHOES
npodeccroHanbHOE 00pa3oBaHHUe,

. «a» cT. 434 TI1 2019




n3MeHeHue (haMIIUH, TIOOIIPEHHS,
HarpakJIeHHsl, OTITyCKa IO YXOay 3a
pebeHkoM, oTIycKa 0e3 COXpaHEHUs
3apabOoTHOI MJIaThI)

ITpuka3sl opranu3anuy Mo JUYHOMY
COCTaBy (€KEroHble OIJIaulBaeMble

006 ornyckax,
KOMaH/IMPOBKaX

OTITYCKa, OTITYCKa B CBA3H C OOy4YeHHEM > siet paoTHHKoB ¢
05-08 yera, oTiy i . . «O»-«r» cT. 434 TI1 | BpenHbIMU 1 (VITH)
JeKYPCTBaX, HE CBSI3aHHBIX C OCHOBHOM
. 2019 OIMAaCHBIMH
(mpodubHON) NEATENbHOCTHIO, O
KOMaHJIUPOBKAX M CITy)KEOHBIX MTPOBEpKax YCHIOBUAMH TpyAd
—50/75 ner
05-09 [IpuKka3sbl M0 TMYHOMY COCTaBY 3 roma
(ZucrUIIMHAPHBIE B3BICKAHU) m. «a» cT. 434 TI1 2019
O exxerogHo
OIJIaYMBAEMBIX
OTIYCKaX,
OTIYCKaX B CBSI3H
05-10 Kuwura/sxypHain peructpaiuy mpruKa3oB o 50/75 ner BIIK C:ﬁyq(f?;:;\/l,He
JUIHOMY COCTaBY) . «» cr. 182 TIT 2019 | *99P ’
CBSI3aHHBIX C
OCHOBHOMU
(mpodmitbHOM)
JESITEIILHOCTBIO —
5 nmer
iy |y e
AeL PTOTEH, TPYA . «6» ct. 463 TIT 2019
JIOTOBOPOB (CITYy’KEOHBIX KOHTPAKTOB)
50/75 ner BIIK Iepexomsiiee ¢
05-12 Jlnunble nena pabOTHUKOB or. 445 TI1 2019 2021 rona
05-13 E(I))IﬁL OZII(’”Irilﬂ(éi)?“izllj;,gl{ilj-i{y(z%efliblfliMeHeHI/II/I S0/75 ner STIK*
Parctel, ' cr. 435 TIT 2019
pacTOpKEeHUH
05-14 YBenoMITCHHS, IPETYTPEKICHHS, 3 roma
paboTHHUKOB(aM) paboTomaTeneM cT. 436 TI1 2019
50/75 ner JIIK [epexonsmiee c
05-15 JInunbie KapTOuKH paboTHUKOB (¢. T-2) or. 444 TTI 2019 202 roma
05-16 Eﬁﬁ?{:Hb;eniz;ifiioe?gf;nl (Tpynosas o BocTpeboBaHUsI. HeBoctpeboBaHHBI
> A ’ ’ cT. 449 TI1 2019 e—50/75 ner*
YAOCTOBEPEHHSI, CBUJICTEIHCTRA)
Knura ydyera ABHKEHUS TPYJOBBIX KHHKEK SO775 e
05-17 yHaera a e . «B» CT. 463 «B» TII
M BKJIJIBIIICH B HUX
2019
IMocne ucredeHwust
CpoOKa JIeiCTBUA
05-18 Cornacus Ha 00paOOTKY EPCOHATIBHBIX 3 roma coracus UM €ro

JaHHBIX

cT. 441 TII1 2019

OT3bIBA, €CIIH HHOE
HE NPEeyCMOTPEHO
(benepanbHbIM




3aKOHOM,
JIOTOBOPOM

JokymMeHThI 00 0CBOOOXKICHHH OT YILIATHI
HAJIOTOB, PEIOCTABICHUH JILTOT, OTCPOUYECK

5 ner

05-19 VIUTAThI WJIK OTKa3€ B HEH 10 Hajoram, ct. 304 TII1 2019
cbopam
IIporokonsl 3acenaHuii, IOCTaHOBIIE
05-20 ILI:I))erI/Ie I[J(I)IijMerLIILI :TlielgTaLT[I/I}(I)H}:{zDI: o 10 sier STIK
N ct. 485 TI1 2019
KOMHCCHI
JIOKyMEHTBI 10 aTTECTAINH, ONPEETICHUI0
05-21 po(h)€CCHOHATILHBIX M JTMYHOCTHBIX KAueCTB > Jier
cT. 484 TI1 2019
PabOTHHUKOB
JIOKYMEHTBI O IPOXOXKICHUU HE3aBUCUMOMN
OLICHKU KBaJIU(hUKAIIUK pAaOOTHUKOB MK
05-22 JIUIL, IPETEHAYIONIMX Ha OCYIICCTBICHUE > Jier
’ N ct. 488 TI1 2019
OIPEIETICHHOTO BH/JIA TPYJAOBON
JeSTebHOCTH
05-23 I'pacduku npoBeneHus arTecTanuu I ron
cT. 490 TI1 2019
soa | oo 5 2 oK
N cr. 491 TIT2019
TIePEMOATOTOBKE PAOOTHHKOB
05-25 [lepenucka mo aTTecTanuy, MepenoAroToBKe 3 roma
Y TOBBIIICHUH KBATH(PUKALUN paOOTHUKOB cT. 499 TI1 2019
05-26 [1an nmoBwIIIeHNS KBaTHU(UKAITIH 5 mer
MeIarornYeCKUX PaOOTHUKOB cT. 482 TI1 2019
JIOKyMEHTBI O TIPEeNCTaBICHUH K
05-27 HarpaxIeHUI0 pabOTHUKOB (IIPEICTABICHUS, 5 met
XONIaTalCcTBa, XapaKTEPUCTHUKH, BHITHCKH U3 ct. 500 TIT1 2019
PpeIeHHH u 1Ip.)
3 roma
05-28 I'pacduk ormyckos or. 453 TIT 2019
05-29 TapudrkarmoHHbIE CIUCKHU (BETOMOCTH) 50/75 ner
PabOTHHUKOB ct. 400 TIT 2019
5 ner OIIK
05-30 OTt4eTs! pabOTHUKOB O KOMaHIHPOBKaX or. 452 TI1 2019
JIOKyMEHTHI BEZISHHIO BOWHCKOTO ydeTa U
05-31 OpOHUPOBAHUIO TPaXK/IaH, MPEOBIBAIOIINX B > niet
’ ct. 457 TI1 2019
3amace (IJIaHbl, OTYETHI)
rop |t s s e TR [ —
POHIP paitiar, TIp . ct. 458 TI12019 yuera
3arrace (KapTOYKH, JIUCTKU, TTIOBECTKH )
XKypnau (kHHTra) IPOBEPOK COCTOSHHUS
05-33 BOHMHCKOT'O y4deTa U OpOHMPOBaHUsI TpaskaaH 5 et
’ cT. 459 TI1 2019
MPeOBIBAOIIUX B 3arace
05-34 Kypnan ydera nui, HOATIEKAIMX 5 ner

BOMHCKOMY YYETY

. «e» cT. 463 TI1 2019




05-35 3asBKU O MOTPEOHOCTH B IIPHBJICYCHUU 1 ron
WHOCTPaHHBIX PaOOTHHUKOB ct. 377 TI1 2019
3asBiieHHs1 paOOTHUKOB O BbIAYe

05-36 JOKYMEHTOB, CBSI3aHHBIX C pabOTOi, U UX Lron

. ’ ’ ct. 451 TI1 2019
KOTHIH
05-37 <.>

06. byxrantepckuii yuyeT 1 0T4eTHOCTh

[Tonoxenue o0 oruiare Tpyna u [ToctosiHHO [Tocne 3amenbl
06-01
MPEMUPOBAHUHN PaOOTHHKOB . «a» cT. 294TI1 2019 | HOBBIMHU
06-02 TonmoBoii man GUHAHCOBO-XO3SHCTBEHHON ITocTosiHHO
JICSITEIbHOCTH . «a» cT. 247 TI1 2019
OT4eThI O BBINIOJIHEHUH TUIAHOB (PMHAHCOBO-
06-03 XO3SICTBEHHOM IEITEIHHOCTH Hoctosnro
H 1. «a» cr. 272 TIT 2019
opranuzauuu. ['omoBbie
OT4eThl 0 BBINIOJHEHUH TIAHOB (PHMHAHCOBO- S et
06-04 XO3SIICTBEHHOM IESITENHHOCTH
A . «o» ct. 272 TI1 2019
opranuzanuu. KsapranbHbie
JIOKyMEHTBI O MpoBepKax (aKThl, CIIPaBKH, 5 et
06-05 Iepenncka) (MHAHCOBO-X035HCTBEHHOMN
P )b cr. 282 TIT 2019
JEATETLHOCTH
06-06 T'ogoBas Oyxramrepckast OTYETHOCTD HocTosrHo
i yX p ct. 268 TI1 2019
06-07 T'ogoBast OromKeTHAs OTYETHOCTH > Jler
IL. «a» cT. 269 TI1 2019
IIpu orcyrcTBUU
06-08 [TpoMexxyTouHbIe OyXTanTepCKHE OTYETHI > nier TOJIOBBIX—
. «0» cT. 269 TII 2019
ITOCTOSTHHO
Jliis romoBoi
AyIUTOpPCKEE 3aKITFOYEHHUS 10 5 ner OyXTanTepcKoi
06-09 N
OyXTanTepCcKol OTYETHOCTH ct. 286 TI1 2019 OTYETHOCTH -
ITOCTOSTHHO
06-10 T'onoBble U KBapTaJdbHBIE PACUETHI IO 50/75 ner®
CTPaxoBBIM B3HOCAM ct. 308 TII 2019
50/75 ner DIIK®
06-11 JInuneBrie cuera paOOTHUKOB
H p cr. 296 TIT 2019
OKYMEHTHI O ITONTyYEeHHH 3apaO0THOMN
Jlokym Y1 p [Ipu orcyrcTBUM
J1aThl (CBOJHBIE pACUETHBIE (PacCUeTHO- 6 ner
06-12 JIMLEBBIX CUETOB -
MJIaTeXKHBIE) BEIOMOCTH, PaCYETHBIE JINCTHI, ct. 295 TI1 2019
50/75 ner
JIOBEPEHHOCTH )
JIOKyMeHTHI (KOITUU OTYETOB, 3asiBIICHHSI,
CHUCKH paOOTHHUKOB, CITPABKH, BHITTUCKHU U3
MIPOTOKOJIOB, 3aKITFOYEHUS, TIEPEIINCKa) O
N 5 ner
06-13 BBIILIATE ITOCOOMH, OIIATE JTUCTKOB

HETPYAOCIOCOOHOCTH, MaTepUaTbHON
TIOMOLIHA

ct. 298 TI1 2019




IIpu orcyrcrBun
JIMLEBBIX CYETOB

06-14 CrpaBKH 0 J0X0/aX U CyMMax HaJjiora 5 ner WJIH BEOMOCTEH
(bM3HYECKUX JIHIT ct. 312 TI1 2019 HAYUCIIEHUS
3apa0OTHOM TIATHI
—50/75 ner
HcnonHuTenbHbIE JTUCTHI 110 YAEP/KaHUIO U3 5 mer ITocne
06-15 o
3apabOTHOM TUIATHI cT. 299 TI1 2019 WCIIOTHCHUS
IIpu TsoKENBIX,
BPEIHBIX U
06-16 Tabenu u xypHaIbI yuera padbodero 5 mer OfIaCHLIX
BpEMEHU ct. 402 TII1 2019
YCIIOBUSIX TPpyAa —
50/75 ner
Hamnorossie nexnapamnuu (pacdeTsl) 0 BCEM 5 met DIIK
06-17
BHJIaM HaJOIrOB ct. 310 TIT 2019
06-18 JlokyMeHThI 00 HHBEHTapU3aI[H AaKTHBOB > Jier
ct. 321 TI1 2019
IIpu ycnoBuun
JlokyMeHTbI 00 HHBEHTapU3aIluy TOBAPHO- 5 mer
06-19 . MPOBEJICHUS
MaTepUalibHbIX IIEHHOCTEN ct. 321 TI1 2019
MPOBEPKH
[Toce BRIOBITHSI
JIOKyMEHTBI O MepEeOIeHKEe OCHOBHBIX
OCHOBHBIX CPEIICTB
(hoHIIOB, OTIpeneIeHNH aMOPTH3AIHH 5 mer
06-20 u
OCHOBHBIX CPEICTB, OIEHKE CTOMMOCTH ct. 323 TI1 2019
HeMaTepHaTbHBIX
MMYIIEeCcTBa
aKTUBOB
ITocne
N YBOJIbHEHUSA
06-21 JoroBopbl 0 MaTepuaIbLHON 5 ner MaTepHATBHO-
OTBETCTBEHHOCTH ct. 279 TI1 2019
OTBETCTBEHHOTO
uma
JloroBopHI rpak 1aHCKO-TIPaBOBOTO
XapakTepa O BEITIOITHEHUH padoT, OKa3aHUHU 3
06-22 CIIyr (pU3UYECKUMU JIMIIAMH, aKThI CIAud 50775 ner
YT ’ ct. 301 T 2019
TIPUEMKH BBITIONTHEHHBIX Pa0OT, OKa3aHHBIX
ycnyr
[Tocne ucreuenus
J1oroBOpPBI C pOTUTENSIMU (3aKOHHBIMU 5 ner OIIK .
06-23 CpoKa AeHCTBUS
MIPEACTABUTEISIMH ) ct. 11 TII 2019
JIOTOBOpa
06-24 JIOKyMEeHTBI y4eTHO! MOIUTUKH > Jier Hocne samernt
™ i cT. 267 TI1 2019 HOBBIMHU
[lepBuuHBIEC yueTHBIE TIOKYMEHTHI U
p i M [Ipu ycnoBuu
CBSI3aHHBIE C HUMH OIIpaB/aTeIbHbIC
MIPOBEIECHUS
JOKYMEHTHI (KaCCOBBIE JIOKYMEHTHI 1 KHUTH,
MPOBEPKH; TIPU
0OaHKOBCKHE JIOKYMEHTHI, KOPEIIKH
BO3HUKHOBEHUU
JIEHSKHBIX YeKOBBIX KHIKEK, Op/iepa, 5 ner
06-25 CIIOpOB,
Tabeny, N3BeuIeHns1 OAHKOB U NIEPEBOIHBIE ct. 277 TI1 2019 .
pasHoracuit
TpeOOBaHUSL, aKTHl O TIPHEME, CAa4e U
COXPaHSAIOTCS 110
CIUCAHWH UMYIIECTBA U MAaTEPHUAJIOB,
MPUHSTHS

KBHUTAHIINHY, HAKJIaIHbIE, ABAHCOBBIE OTUETHI,
MepenucKa)

peuieHus 1Mo aciy




[epeuens nui, IMEIOIUX MPABO MOAMKUCH 5 ner [Tocne 3ameHbI
06-26
MEPBUYHBIX YUYETHBIX JOKYMEHTOB ct. 280 TII 2019 HOBBIMHU
JloKyMeHTHI 0 B3aMMHBIX pacuyeTax u 5 ner Hocae
06-27 rnepepacuerax ct. 264 TI1 2019 TpOBCICHHA
B3aMMopacyera
N 5 mer
06-28 Kunwra yuera noBepeHHOCTEH 1. < et 292 TII1 2019
5 nmer
06-29 Cuera-¢hakrypsl or. 317 TIT 2019
Jlo mukBuaanun
06-30 J’KypHas ydera OCHOBHBIX CPE/ICTB OpraHM3aIuu
m. «a» c1. 329 TII 2019
06-31 Kypnan ydera MaTepHalIbHBIX [IEGHHOCTEN U 5 mer
WHOTO UMYIIECTBa m. «6» ct. 329 TII 2019
KHura ydera npuxoHo-pacxoaHbIX 5 ner Mocne crmcans
06-32 MaTepuaioB, 00OpyIOBaHHS ct. 526 TI1 2019 MATEPHATIBHBIX
IEHHOCTEH
06-33 [Monoxkenne o 3aKyIke TOBapoOB, padoT, [MocrosiHHO
yCayr ct. 217 TI1 2019
3 roma
06-34 [Tnan-rpaduk 3aKymnok or. 218 TT1 2019
3 roma
06-35 JIOKYMEHTBI 110 3aKyIIKaM or. 219-223 TIT 2019
I1
06-36 MyHHUIIUIATbHBIE KOHTPAKThI > zier STIK cp(i)clge;gcie;; ’
cT. 224 TI1 2019
KOHTpakTa
06-37 [lepernucka o OCyIIECTBIEHUIO 3aKYIOK 3 roma
TUTS HYXJ OpTaHU3aIiH cT. 229 TI1 2019
06-38 Kypnan perucrpanmu 3agBOK Ha y4acTHe B 3 roma
3aKyIKax ct. 227 TI1 2019
06-39 IIepenucka o BompocaM OKa3aHUs 5 net JIIK
[JIATHBIX YCIIYT cT. 290 TII 2019
JIOKyMEHTHI O IIOCTaBKE MaTepPHAaiOB
06-40 (ceIpbs), 00OPYIOBaHUA U APYTOM 3 roza
’ ct. 511 TIT1 2019
MIPOYKITUH
[Ipuemo-craTouHbIe aKTHI, COCTABICHHBIE
06-41 15 et
TIPY CMEHE JTOPKHOCTHBIX, OTBETCTBEHHBIX, or. 44 TIT 2019
MaTepUaTbHO-OTBETCTBEHHBIX JIUI]
06-42 <..>

07. buéanoreka

07-01

ITonoxxenue o OMOIMOTEKE

ITocTosHHO
. «a» cT. 33 TI1 2019

07-02

WuBenTapHas kHUTA, an(aBUTHBIA KaTajaor

ITocTosHHO
ct. 330 TI1 2019




HOKYMGHTI)I yd€Ta MaTe€praioB ClIpaBO4YHO-

Jlo nukBuaanuu

07-03 nHpopMaIoHHOro GoHaa, OHOTHOTEKH Oubmnorexn
pMatt Ads cr. 366 TIT2019
ITocne
07-04 AKTBI CITUCAHUS KHUT ¥ MIEPUOTUICCKUX 5 met N —
3 naHmit ct. 365 TI12019 Y
MPOBEPKH
JIOKyMEHTBHI 0 MOATOTOBKE U MPOBEAECHUH 5 ner OIIK
07-05 .
BBICTaBOK, SPMapoK, Ipe3eHTalui ct. 368 TI1 2019
07-06 <.>
08. Apxus
08-01 [Tonoxenue 06 apxuBe, 00 IKCIIEPTHOM IMocTostHHO
KOMHUCCHH 1. «a» cT. 33 TI1 2019
08-02 VuerHble JOKYMEHTEI apXHUBa Hocrosnno
AOKM P cr. 171 TIT 2019
HeyTBepxaeHHbIe
08-03 Oy Je1 TOCTOSTHHOTO XPaHEHMS Hocrosnro - )I}(])TMI/IliIO);aHI/ISI
p . «a» ct. 172 TI1 2019
HaJ00HOCTH
HeyteepxaeHHsble,
08-04 OrwcH e 10 JIMYHOMY COCTaB 50775 ner HCCOTTACOBAHHRIC
a y Y m. «o» ct. 172 TIT1 2019 | - 1o MUHOBaHHUSA
HaJOOHOCTH
Omnucu aen Bpemennoro (ceeimre 10 jer) 3 roga [Tocme
08-05
XpaHCHHS . «B» cT. 172 TI1 2019 | yHHUYTOXECHHS JTET
ITocne
BO3BpAILCHHS
JIOKyMEHTOB. JlJis
JIOKyMEHTHI yueTa BBIIa4H Jell, JOKYMEHTOB 3 roga AKTOB BRIIATH JICT
08-06 M yi - AIOKYM BO BPEMEHHOE
BO BPEMEHHOE TTOJTb30BAHHE ct. 175 TI1 2019
MTOJIE30BaHNE
Apyrum
OpraHU3aIMAIM - 5
TIeT
ITocne
BO3BpAIICHUS
JIOKyMeHTOB. IIpu
3 roga HEBO3BpaLICHUH -
08-07 OKYMEHTBI BEIEMKH JCIT, TOKYMEHTOB
Hlokym FIEI, OKYM ct. 176 TI1 2019 MPOTOKOJIBI, AKThI
BKJIFOUAIOTCS B
neno Gonpaa -
ITOCTOSTHHO
Konmu apXuBHBIX CITPABOK, BBIJIAHHEIE 110
08-08 3arm ocal\I/)I rpakJaH pOK ’6HTI;ZI[ K HUM > sier STIK
p DA, JIOKYM cr. 178 TI1 2019
(3asiBIICHUS, 3aMPOCHI, CIIPABKH, TIEPENHCKA)
’Kypnanbl, 6a3bl JaHHBIX y4eTa BbIIa4n 5 et
08-09 ApXUBHEBIX CIIPABOK, KOIIMH, BEIITHCOK U3
P P cr. 177 TI1 2019
JIOKYMEHTOB
08-10 JloroBops! (corianieHust) ¢ apXuBHBIMH 5 ner OIIK Ilocne nucreuenus

YUYpCKACHUAMHA, UHBIMU OpraHru3alusaiMu O

ct. 179 TII1 2019

CpOKa JIeiCTBUA




B3aUMOJICHCTBUH U COTPYJHUYCCTBE B JIOTOBOpa
chepe apXUBHOTO JieNa U JICTIONPOU3BOJICTBA
08-11 <..>
09. MegunuHCKoe 00CTyKUBAHUE
09-01 [TonoxeHre 0 MEIUIIMHCKOM OJI0KE Mocroio®
A . «a» ct. 33 TII 2019
09-02 MenuiuHCKUe KapThl 00y4aroIuXxcs > Jet
cT. 441 [IMIT
3aKITIOYUTEIHHBIC
aKThI
MEIUITUHCKUX
OCMOTPOB
PabOTHUKOB,
09-03 JIOKYMEHTBI 0 METUITUHCKHUX OCMOTPax 3 roza BBITIOJIHSFOIIAX
cT. 635 TI12019
paboThI ¢
BPEIHBIMH,
OIMaCHBIMH
YCIOBUSIMH TpyJia
—50/75 ner
ITocne ucreuenus
JoroBop o ¢puHaHCOBOM 0OecIIedeHIH 5 ner .
09-04 CpOKa JIeHCTBHS
00513aTeTHFHOr0 MEAUITUHCKOTO CTPaXOBAHUS cT. 627 TI1 2019
JIOTOBOpa
09-05 JIOKyMEHTBI O MEIUITUHCKOM OOCITY>KUBaHUN > net
cT. 369 IIMII
09-06 <..>
10. Iumednaox
[Tonoxxenne 06 opraHU3aiy MATAHAS ITocTosiHHO
10-01
00yJarOIIXCS TIKOJTBI m. «a» cT. 33 TI1 2019
10-02 [Tonoxxenne o OpakepakHOH KOMUCCHHU TTocTosinHO
TITKOJIBI . «a» ct. 33 TII 2019
Ot4etsl, HHGOPMAIINH, CIIPABKU 00 1 rox
10-03
OpraHu3ally MUTAHUS cT. 362 IIMII
10-04 Y TBepKA€HHBIE HOPMbI MUTAHUS 151 JI3H
ITKOJTLHUKOB (MEHIO) ct. 839 IIMII
JlokymeHTHI (CepTU(hUKATHI, aKTHI, 5 et
10-05 peKIaManuy, 3aKII0UeHHS, CIIPABKH) O ot 513 TI1 2019
Ka4eCTBE CBIPhs
HakorurensHas BEOMOCTh IO PACXOIY 5 ner
10-06
NPOAYKTOB MUTAHUSA cT. 276 TI1 2019
AKTHI 110 Opakepaxy, OpakoBOUHBIE
10-07 W3BEIIeHHUSI, IePEKTHBIE BEJOMOCTH U 3 rona
’ ct. 787 IIMII
MepenucKa O BEIOPAKOBKE MPOTYKIIHH
. 3 roma
10-08 KypHan noctaBku NUIIEBON MPOLYKIIUHI or. 787 T 2019
10-09 KoMmiekToBoOYHbBIE BEIOMOCTH 1 roxg




ct. 512 TI1 2019

JlokyMeHTHI (pacropshkeHus, TPeOOBaHUS,

5 ner

10-10 HaKJIaIHbIE) 00 OTIYCKE TOBAPOB CO or. 518 TT1 2019
CKJIQJIOB M OTTPY3KE MPOTYKIIHH
10-11 XKypHaist Opakepaka MHUIIEBBIX TPOAYKTOB 1 rox
Y KyITMHapHON TPOTYKIINH cT. 967 IIMII
XKypnain ydera TeMnepaTypHOTo pexXumMa B
10-12 XOJIOJIMJIEHOM 000pYy/IOBaHUH (Ha I ron
ct. 967 [IMII
MHUIIEOIOKE)
10-13 KypHan mpoBeneHrs BUTAaMUHU3AIUN 1 ron
TPEThUX U CIAJKUX OJIHOJ cT. 967 IIMI1
10-14 TexHonoruueckue KapThbl Jlo 3aMeHBI HOBBIMU [Tepexonsimue ¢
2019 roma
10-15 l'uruennyeckwii >xypHan (COTPYIHUKH) I ron
ct. 967 [IMII
10-16 Kyphnan ydera TeMrepaTypsl U BIaXKHOCTH 1 rox
B CKJIQJICKUX IIOMEIIEHUIX cT. 967 IIMI1
10-17 <.>
11. Be3onacHocTh
ITocne
11-01 [Macmopt 6€30MaCHOCTH IIIKOJIBI > JIeT aKTyaJIH3aliK
cT. 594 TI1 2019
nacropra
ITocne ncredenus
CpoKa JIeHCTBUS
5 ner JIOTOBOpA; Mocie
11-02 J1oroBophI Ha OKa3aHUE OXPAHHBIX YCIYT or. 580 TIT 2019 N —
00513aTENBCTB TI0
JIOTOBOPY
JloKyMeHTHI (TTPOTOKOIBI, aKTHI, CIIPABKH,
CBEIICHUS, TOKJIaTHBIC, CITY»KEOHBIE 3aITUCKH, 5 mer DIIK
11-03 TIEPEIrCKa) O PaCcCIIeIOBAaHUU ct. 587 TI1 2019
Ype3BbIYANHBIX IPOUCILIECTBUM NpU OXpaHe
3MaHUN
Kawuru perucrpanmu (y4aera BeIAaun)
11-04 OCTOBEpPEHUH, MPOITyCKOB 3 rona
b PEHIH, NPOIYCHOB, cr. 589 TI1 2019
HIeHTU(UKAMOHHBIX KapT
PazoBrle mpomycka, KOpenIky IpoIryCcKOB B
11-05 CITy>KeOHBIE 3IaHUS M Ha BEIHOC 1 ron
. cT. 591 TI1 2019
MaTepHabHBIX IIEHHOCTE!
JlokyMeHTHI (3asBKH, ITEPEMUCKa) O IOMyCKe
11-06 B CITy’KeOHBIE TIOMEIIeHHS B Hepabouee 1 ron
cT. 592 TI1 2019
BpEMsI M BBIXOJIHBIE THU
JloKyMeHTHI 0 TOBLILICHHH 5 et DIIK
11-07 AHTUTEPPOPUCTUUECKON 3aIUIIIEHHOCTH

OpraHuv3anuvu

cT. 595 TI1 2019




KypHansl HHCTpYKTaXka Mo

3 roma

11-08 AHTUTEPPOPUCTUUCCKON 3AITUIIICHHOCTH ct. 598 TI1 2019
11-09 JKypHan BBOTHOTO HHCTPYKTaXka 1o 3 rozma
rpaXkIaHCcKoH 000opoHe ct. 608 TII 2019
11-10 XKypHain ydera HHCTpyKTaxa 1o JeHCTBHIM 3 roma
B UPE3BBIYAMHBIX CUTYaLIUSIX ct. 608 TII1 2019
11-11 [TnaHbI-CXeMBbI 3BaKyallMH U3 3aHUS TPH Jlo 3aMeHBI HOBBIMHU
YPE3BBIYANHBIX CUTYAIUIX ct. 606 TII 2019
11-12 JlokyMeHTBI 00 oOecrieueHIH 5 ner OIIK
HPOTUBOIOXKAPHOIO PEXKUMA ct. 611 TIT 2019
13 )IOKyMeH6TH ISTG obecrieueHNH ) 5 et DIIK
BHYTPHOOBEKTOBOTO U MPOIYCKHOT'O or. 611 T 2019
PEKUMOB
11-14 Kypnansl yuera HHCTpyKTaxel 1o 3 rona
MOYKapHOi1 0e30MmacHOCTH ct. 613 TI1 2019
IInaHbI 1eHCTBUI IO PERYNPEKICHUIO U 5 et ITocne 3amensl
11-15 9 N
JIMKBUJIAIIMM YPE3BbIYANHHBIX CUTYaI[UN ct. 603 TI1 2019 HOBBIMH
1116 | rpyronyio v cryeBiyo xentemmocts, | Hocrosio
PYIOBYIO [YRCOHYIO 1 : . «a» ct. 8 TIT 2019
MepaMm MoKapHoi 0e30MacHOCTH
11-17 <..>
12. Oxpana Tpyaa
[Ipu BpeaHbIX U
OT4er 1o crennaIbHON OLEHKE YCIOBUI 45 ner OITaCHBIX
12-01
Tpyla U TOKyMEHTHI K HEMY ct. 407 TI1 2019 YCIIOBHSIX TPy —
50/75 ner
ITocTosiHHO
12-02 [Monoxkenue o cyx0e OXpaHbl TPyna 1. «a» cr. 33 TIT 2019
5 ner OIIK
12-03 [Tnan paGoThl ciTyKObI OXpaHbI TPy . 200 TIT 2019
[TocTosiHHO
12-04 WucTpykum o oxpaHe Tpyaa 1. «a» cr. 8 TIT 2019
[Tocne ucreuenus
) CornanieHre no oxpase Tpyaa U J0KyMEHThI 5 ner OIIK .
12-05 K Hemy or 11 TI1 2019 CpoKa AeHCTBUS
COTTIAIIEHUS
lomoBwIE cTaTHCTHYECKHE CBENEHUS
00pa3oBaTeNbHON OPTaHHU3AINH O
[TocTosiHHO
12-06 TpaBMaTU3Me Ha TPOU3BOJICTBE U
. «a» ct. 335 TI1 2019
npodheccuoHaIbHBIX 3a00neBanmsIX (§. 7—
TpPaBMAaTH3M)
CBsI3aHHBIE C
KPYITHBIM
12-07 JIoKyMeHTHI (aKTbl, IPOTOKOJHI, 45 ner MaTepHUAIIbHBIM
3aKITIOYCHHUS1) O HECUACTHBIX CIyqasx cT. 425 TI1 2019 yiepoom u
YeJIOBEYECKUMU

JKCPTBAMHU —




IIOCTOSAHHO

12-08 XKypHau (kHHTa) perucTpauy HeCHaCTHBIX 45 ner
Clly4aeB cT. 424 TI1 2019
Kuuru ydera nHCTpyKTaXkei 1o oxpaHe
12-09 Tpyna (BBOAHOTO, HA paboveM MeCTe 45 ner
’ ’ . «a» cT. 423 TII 2019
LIEJIEBOT0)
XKypnain (kaura) ydera npouiIakKTHUECKIX
12-10 paboT 1o oxpaHe Tpy/aa, MPOBEPKH 3HAHUHT > ziet
’ m. «o» ct. 423 TI1 2019
0 OXpaHe Tpyaa
JlokyMeHTHI (CTIpaBKH, MPEITOKEHHS,
12-11 000CHOBaHUSI, TIEPENHCKa) O COCTOSTHUH U > net
; ct. 409 TI1 2019
Mepax Mo YIy4IIeHHIO OXpaHbl TPyaa
12-12 ITopsiiok ydyera MUKPOIIOBPEXKICHUI ITocTosiHHO
(MHUKpOTpaBM) pabOTHHUKOB . «a» c1. 8 TII 2019
1o |Romemes repue oy o rpur
PYAa H TPOBEp P . «a» ct. 8 T 2019
OXpaHbl Tpy/a
12-13 [IpaBwuia mo oxpane Tpyna Hocrodino

m. «a» ct. 8 TIT1 2019

12-14

<..>




