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HOJIO’KEHUE
O BEJAEHMIO JEJOBON JOKYMEHTALIMU B MBOY «IIIKOJIA-
I'MMHA3UA Ne10 UM.I.K. IIOKPOBCKOI'O» I CUM®EPOIIOJIA

1. O0mue moJI0KeHus.

Hacrosimee  monoxkenue — (manee-Ilonoxkenue) 10  BENEHUIO  JCIIOBOM
nokymeHtanimu B MBOY «lllkona-rumuazus NelO0 um. 3.K. IlokpoBckoro» T.
Cumbepornons (manee — OVY) pa3paboTaHO B COOTBETCTBHU CO CIEAYIOIIUMH
HOPMAaTUBHBIMH IOKYMEHTAMU:

- ®enepanbublii 3akoH 0T 29.12.2012 No 273-®3 «0O6 obpa3oBaHuu B
Poccniickont @enepanuny;

- Oenepanbubiii 3akoH 0T 27.07.2006 Ne 152-03 «O mnepcoHaIbHBIX
JTAHHBIX;

- 3akon Pecnyomuku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «O6
oOpazoBanuu B PeciyOnmke Kpbimy;

- npuka3z denepasbHOTO areHTCTBA MO TEXHUYECKOMY PEryJIMPOBaHUIO U
METPOJIOruM MHUHUCTEPCTBA MPOMBILLICHHOCTH U TOprosiu Pocculickon denepanuu ot
08.12.2016 Ne 2004-ct «OO0 yTBepKII€HHM HAIMOHAIBLHOTO cTaHmgapTta Poccuiickoit
denepauum»;

- npuka3z denepaibHOTO areHTCTBA MO TEXHUYECKOMY PETYJIUPOBAHUIO U
METPOJIOrM MUHHCTEPCTBA NPOMBIIIIEHHOCTH U TOProBiin Poccuiickon denepannu ot
14.05.2018 Ne 244-ct «O0 yTBepXkACHUNU U3MEHEHUS K
HalMOHAJIBbHOMY cTanaapty Poccuiickon denepaunmy;

. npuka3 OenepanbHoro apxuBHoro areHrcTsa ot 20.12.2019 r. Ne 236 «O0
yTBepKJaeHUU IlepedHss TUNOBBIX  yIpaBJIEHYECKUX  apXUBHBIX  JOKYMEHTOB,
00pa3yroluxcsi B Tpolecce IeATeIbHOCTH TOCYJAapCTBEHHBIX OpPraHoOB, OPraHOB
MECTHOT'O CaMOYTPABJICHUS U OpPTaHU3alINM, C YKa3aHHUEM CPOKOB UX XPAHCHUS»;

. npuka3 MununcrepcrBa npocsemenuss CCCP ot 30.12.1980 N 176
«O BBeneHuu B JericTBue llepednst JOKYMEHTOB CO CpOKaMH XpaHeHUss MUHHCTEpCTBA



npocsenieHns CCCP, opraHoB, yupexaeHU, OPraHU3alil CUCTEMBI TPOCBELIEHUSD).

[Tonoxxenue ycraHaBiauBaeT oOmMe TpeOOBaHUS K BEICHUIO  JI€JIOBOM
nokyMeHTtaiuu B QY.

[Ipumenenne  [lomoxeHuss  JOMMKHO  CIOCOOCTBOBaTh  (hOPMHPOBAHUIO
opHUITMATBHO-IETIOBOTO CTUJISI JOKYMEHTOB, COKPAICHHWIO 3aTpaT TpyJa U CPEACTB
B MPOILIECCE CO3MAHUS JOKYMEHTOB.

[Tonoxenue pacrnpocTpaHseTcs Ha OpraHU3aIUIo paboThI c
NOKYMEHTAMU HE3aBUCHUMO OT BHJIAa HOCHUTENS, B TOM 4YHUCIE DJIEKTPOHHBIMHU
JOKyMEHTaMH, BKJIIOYasi TOJATOTOBKY, 0OpaOOTKy, XpaHEHHE U HCIOJIb30BAaHUE
JIOKYMEHTOB, OCYIIIECTBIIIEMbIX C MPUMEHEHHEM MH(GOPMAIIMOHHBIX TEXHOJIOTHM.

OcobeHHOCTH paboThl C JAOKYMEHTAMH, COJAEpXAIIMMH KOH(PHUICHIIMAIBbHYIO
uHpopmalmio (ciy>keOHYyI0 U HUHYIO TailHy, NE€pPCOHANIbHBIE JaHHBIC), PEryJIUPYIOTCS
CreluaIbHBIMU HOPMATUBHBIMU aKTaMH (MHCTPYKIHUSMH, MMOJOKEHUSIMHU, MPABUIIAMU),
yTBEpKIaeMbIMU pykoBoauresiem OV,

OTBETCTBEHHOCTh 32 OPraHU3AIMI0 U COCTOSIHUE Jeionpou3BoAcTBa B OY HeceT
PYKOBOJUTEIb, KOTOPBIM:

- Ha OCHOBaHMH PexomeHpanuii mo BEACHUIO JIEJIONPOU3BOICTBA MUHHCTEPCTBA
oOpa3oBaHusl, HAaykKu U Mojonaexu PecnyOonuku KpbsiM pa3zpabaThiBaeT U YTBEPKIACT
[TosoxeHne o AeI0nPOU3BOACTBY U HOMEHKNATYpY 1ei1 OV

- KOHTPOJIMpPYET coOtojieHue TpedoBanuii yreepxkaeHHoro B OV Ilonoxenus mo
BEJICHUIO JIEJI0BOM IOKYMEHTAINH;

- IPOBOJIUT MPOBEPKY COCTOSHUS I€JIONPOU3BO/ICTBA;

- oOecrneunBaeT METOAMYECKOE PYKOBOJICTBO, MHCTPYKTaX M KOHTPOJb 3a
COOJII0/IEHHEM YCTAaHOBJICHHOTO MOPsIIKa padOThI C JOKYMEHTaMU;

-  UHULNMUHUPYET TIOBBINICHHE KBaTU(UKAIMK pPaOOTHUKOB IO  BOMpPOCaM
JEJI0NPOU3BOACTBA;

- YIOCTOBEPSIET MOUCHIO U TIEYAThIO JOKYMEHTHI.

HenocpencrBenno Beaer aenonpou3BoAcTBO B OV  1menonpous3BOIUTEID,
CIIEMAIIUCT MO KaJpaM, KOTOpbIe Ha3HAYAIOTCS TpUKa3oM pykoBoauteis OY.

Jenonpor3BoauTENb U CIICIIUAIKUCT MO KaJpaM B COOTBETCTBUU C BO3JI0KECHHBIMU
Ha HUX 33/1a4aMu:

- OCYIIECTBIISIFOT PETUCTPAIUIO U YUET JOKYMEHTOB;

- OPraHU3yIOT JOKYMEHTO000pOT, (POpMUPOBAHUE 1€, UX XPAaHEHUE;

- OCYUIECTBJIIIOT TEKYIIMHA KOHTPOJb 3a CBOEBPEMEHHBIM PAacCMOTPEHUEM U
IpOXOXkKAEHUEM TOKyMEHTOB OV

- 00ecTeunBarOT COONIOICHUE €IUHBIX TPEOOBAHUH IO MOJATOTOBKE JOKYMEHTOB U
OpraHu3aIy PadOTHI C HUMH B YCIOBHUAX AJIEKTPOHHOTO JJOKYMEHTO000POTa;

- 0000maroT nHpopMaIro 00 00beMax TOKyMEHTOO00POTa;
- OpraHu3yrT (HOPMHUPOBAHHE W XpaHEHUE TOKYMEHTAIMOHHOTO (OoHIa U €ro
UCIIOJIb30BaHUE.

OY BmpaBe NpUMEHSTh B CBOCH JEATEIHOCTH AJIEKTPOHHBIN TOKYMEHTOOOOPOT,
KOTOPBIM TIpeayCcMaTpUBAET CO3/IaHHE, TOANMUCAHUE, HCIIOIb30BaHUE M XpaHEHUE
JIOKYMEHTOB, CBSI3aHHBIX C JeATeIbHOCTHIO OV, B 3JIEKTPOHHOM BUJIe 0€3 1yOIUpOBaHUS
Ha OyMaXHOM HocuTese. PellieHre 0 BBEIEHHHU AJIEKTPOHHOTO JOKYMEHTOO0OpOTa U
MOPSZIOK €r0 OCYILIECTBIEHUS YTBepKaatoTcss OY Mo CoriacoBaHUIO € €€ YUPEAUTEIIEM.



Bea  nmenoBas  mOKyMeHTalMsi XpaHUTCST B CIELUANbHO  0OOPYJOBAHHBIX
MOMEIEHUsX, Kadax uiu ceidax ¢ codbmoaennemM TpedboBannii GeepanbHOro 3aKOHa
Poccuiickoii @eaepaunn ot 27.07.2006 Ne 152-D3 «O nepcoHanbHbIX JAHHBIX).

PaboTtath ¢ 1OKyMeHTaMH BHE CITyKEOHBIX MOMEIIEHUH 3aIpeacTcsl.

2. lokymeHTsl QY.

PykoBoautens OV umu au10, UCHOTHSIONIEE €ro 00s13aHHOCTH, U3/IaeT MPUKA3bI,
UHCTPYKIIMHM, TMpaBUjia, TMOJOXKEHHUS, OOsA3aTeNbHbIC JJII HUCIOJHEHHUS BCEMU
paboTHUKAMU.

Xoxa oOCyKIeHus BOMPOCOB Ha 3aCEeNaHUAX KOJUIETHAIbHBIX OPTaHOB, COBETOB,
coOpaHUsIX, COBCIIAHUSX U PEIICHUSA, NPUHUMAEMble Ha HHX, (QUKCUPYIOTCS B
IPOTOKOJIAX.

JInst OCyIIeCTBICHUSI ONEPAaTUBHBIX CBS3E€U C JPYTMMH OpraHu3alus MU |
rpaXJaHaMu HCIOJIB3YIOTCS Takue ¢GOpMBbI, Kak MHCbMa, (AKCHI, TeJIerpaMMBl,
Tene(pOHOTPaMMBI.

Jns  ocymiecTBIEHUS TpUEMa, YBOJBHEHHS, [MEPEMEIICHUS PaOOTHUKOB,
MPEOCTaBICHUS UM OTIYCKOB O(OPMIISIFOTCS TPYAOBBIE JIOTOBOPHI, MPHUKA3bl MO
JUYHOMY COCTaBY, 3asBJICHUS, TPY/I0BbI€ KHUKKH, IMYHbIE KAPTOUKU U JIP.

YueOHO-nIenarorudeckasi J0KyMeHTAUs.

YyebHast JOKYMEHTAIMsI — 3TO KOJIMYECTBEHHAS M KaueCTBEHHAs! XapaKTePUCTUKH
COCTOSIHUS Y4EOHOM, METOAMYECKON U BOCTIUTATENbHOU paboTsl OY.

[legarornueckue pabOTHUKH MPHU PeATU3alUd OCHOBHBIX 00II€00pa30BaTEIbHbIX
IpOrpaMM  OCYIIECTBISIIOT — MOATOTOBKY — CIENyIOMEH  JOKyMeHTanuu  (TpuKa3
MunucrepctBa npocseuieHus Poccuiickoit @enepauun ot 21.07.2022 Ne 582 «O6
YTBEPXKJIECHUU TEPEeYHsS JIOKYMEHTAlluW, TOJATOTOBKA KOTOPOM  OCYIECTBISETCS
MeJarornyeCKuMU pabOTHUKAMU TIPU peaIM3allui OCHOBHBIX 0OO0IIe00pa30oBaTEIbHbIX
MIPOTpaMM»):

- pabovas mporpaMma ydeOHOro MpeaMeTra, yuyeOHOro Kypca (B TOM 4YHCIe
BHEYPOUHOU AESITENBHOCTH), yHeOHOTO MOMYJIS;

- )KypHaJl y4eTa yCIeBaeMOCTH;

- OKypHaJl BHEYPOUHOM JEeATEeTBbHOCTH (IUIsl TEJaroruyeckux pabOTHUKOB,
OCYIIECTBIISIONIUX BHEYPOUHYIO JEATEIHLHOCTH);

-IJIaH  BOCTIHTATENbHOM  paboOThl (11  TEAarormueckux  paOOTHHKOB,
OCYIIECTBISIONMX (YHKIIUN KIIACCHOTO PyKOBOIUTEIIN);

- XapaKkTepUCTHKa Ha o0yvatromerocs (1o 3ampocy).

[[IxonbHBIE ~ JAOKYMEHTHI  JTOJDKHBI ~ OQOPMIIATHCS  CBOCBPEMEHHO, YETKO,
pazdopurBo, 0€3 MOJYUCTOK, IMOMApOK, BBI3BIBAIOIIMX COMHEHHE B MPaBUIBHOCTH
BHECEHHBIX JIAaHHBIX.

3anucu B JOKYMEHTaX JIOJDKHBI MPOU3BOAMUTHLCS IIAPUKOBOM PYUYKOM HYEPHOTO
I[BETA.

Ommbka, JAOMyIlIEHHAass B TEKCTe WM MUQGPOBBIX JaHHBIX JOKYMEHTa,
UCIIPABIISIETCS CIEAYIONIMM 00pa3oM: OLIMOOYHBIE CJIOBa WM LUQPHI 3a4€PKUBAIOTCS



TaK, 4TOObI MOKHO OBLJIO MPOUYECTh 3aUEPKHYTOE, a CBEPXY, JIUOO PSAIOM, JTMOO Ha MOJISIX
MUY TCSl yTOYHEHHBIE JaHHBIC. Bce BHECEHHBIE NCITPaBICHUS TOJDKHBI OBITH OTOBOPEHBI
M 3aBEPEHBI MOJMUCAMHU JUI, O(POPMHUBIINX TOKYMEHT. 3a JOCTOBEPHOCTH CBEIACHHA,
COZIEPIKAIIUXCSI B JIOKYMEHTaX, Hajuiexkalee ux oopMIICHHE HECYT OTBETCTBEHHOCTh
JOJKHOCTHBIE JIUIIA, TTOMKUCABIINE JOKYMEHT.
B coctaB nokymeHToB OY BXOJST:
- OpraHu3aIMOHHBIE TOKYMEHTHI;
-yCTaB OpraHu3alny;
- IOTOBOP C YUpEIUTEIEM;
- TIOJIOKEHUS O MOoJIpa3eeHus X (IpU HATUYUN);
- PaBOYCTaHABINBAIOIINE JJOKYMEHTHI;
- IOJDKHOCTHBIE MHCTPYKIIUU COTPYAHUKOB,;
- KOJUJIEKTUBHBIN JOTOBOP;
- IIITATHOE PaCIUCaHUE;
- MpaBuUJIa BHYTPEHHETO TPYAO0BOTO PaCIOpsaKa U JIp.
PacniopsiutenbHbie TOKYMEHTHI:
- IPUKA3bL;
- pacmopsiKeHus;
- UHCTPYKIUU U JP.
NudopmarimoHHO-CIIpaBOYHBIEC IOKYMEHTHI:
- IPOTOKOJIBI;
- IIJIAHBI,
- OTYETHI;
- CIIPABKH U JIp.
Bce xuuru u xypHanel, KoTopbie BeayTcss B OY Ha OyMaKHBIX HOCUTETSIX,
NOCTPAaHUYHO  MPOHYMEPOBBIBAIOTCS, MPOIIHYPOBBIBAIOTCA W MOJNUCHIBAIOTCS
pykoBoauteneM. [loanuck pykoBoauTens 3apepsiercs nedarbo OY.

3. IlpaBuia oopmiieHus1 TOKYMEHTOB

OcHoBHBbIE TPEOOBAHUA 110 0(POPMJIICHUIO JTOKYMEHTOB.

JIOKYMEHTBI MOTYT CO3/1aBaThCsl Ha OyMa>kHOM HOCHUTEIE H B
ANEKTPOHHOM (opMe C COONIOACHUEM YCTAHOBJEHHBIX MpaBuUi  O(QOpMIIEHUS
JOKYMEHTOB.

[Ipu coznanuu MOKyMEHTa Ha JIByX U 00Jiee CTpaHUIIaX BTOPYIO U MOCIEAYIONINE
CTPaHUIbI HyMEPYIOT.

JlomyckaeTcsi co3aHue TOKYMEHTOB Ha JIUIIEBOW U 0OOPOTHOM CTOPOHAX JIHCTA.
[Ipu 1ByCTOpOHHEM CO3aHUU JOKYMEHTOB IIMPHHA JIEBOTO MOJISI HA JIMIIEBOW CTOPOHE
JIUCTA ¥ TPABOTO TOJIsI HA 0OOPOTHOM CTOPOHE JIMCTA JIOJDKHBI OBITh PaBHBI.

[IpennodTuTeIbHBIMU TApHUTYpPaAMU M pa3MepamMu MPUPTOB JJIsi PEKBU3UTOB
nokyMeHTa siBisitoTcst Ne 12,13,14.

[Ipu cocrtaBiieHHH TaOJMI] JOMYCKAETCS MCMOJb30BaHUE MMIPUPTOB MEHBIIHX
pa3MepoB.

AO3a1HbIi OTCTYN TEKCTa JOKyMeHTa - 1,25 cMm.

3arojoBKM paszesioB W TMOAPA3CIIOB IeUaTaroTcs ¢ ab3alHbIM OTCTYNOM WU



LHEHTPUPYIOTCS MO MIUPUHE TEKCTA.

MHorocTpouHsle peKBU3UTHI MEUATAIOTCS Yepe3 OJUH MEXKCTPOUHBIM MHTEpBal,
COCTaBHBIC YAaCTH PEKBU3UTOB OTAETSIOTCS JOMOJIHUTEIHHBIM HHTEPBAIOM.

TekcT nokymeHnTa neyaraercs yepes 1-1,5 MeKCTpOUHBIX HHTEPBAA.

HNHuTepBan mex1y OyKBaMU B CJI0BaX - OOBIYHBIN.

HuTepBan MexIy cIoBaMH - OJIMH TPOOer.

TexcT AOKyMeHTa BBIpaBHHUBAETCS IO HIMPUHE JHCTa (IO TpaHHUIAM JIEBOTO U
IPaBoOro MoJjieh JOKYMEHTA).

HopmatuBupiMu aktamu  OY  MOXeT ObITh MPETyCMOTPEHO BbIJCICHHE
PEKBU3UTOB «aJpecary, «3aroJIOBOK K TEKCTY» WM «IOJIMUCH», a TaKKe OTAEIbHbIX
(GbparMeHTOB TEKCTa MOJTY>KUPHBIM HIPUPTOM.

TekcT NOKyMEHTa JOJDKEH OBbITh HU3JI0KEH KpaTKO, T'PaMOTHO, TMOHSTHO H
00BEKTHBHO, 0€3 MOBTOPEHUIN U yNOTPeOJEHUs CIOB U 00OPOTOB, KOTOPhIE HE HECYT
CMBICTIOBOM Harpy3KkH, U JOJKEH KacaTbCs TOTO BOIPOCA, KOTOPBIH CPOPMYITUPOBAH B
3arojioBKe K TEKCTy. TeKCcT AokyMeHTa O(OpMISETCS B BHJE CIUIOIIHOTO CBS3HOTO
TEKCTa WM TaOJUIIBI, MIIM ITyTEM COUETaHUs 3TUX PopMm.

TeKCTBI CIIOKHBIX U OOJBIINX IO 00BbEMY JTOKYMEHTOB (JIOKJIa b, OTYETHI U T.1.)
JEISITCS Ha pa3aelibl, TOAPa3Ieybl, ITYHKTHI, MOAMYHKTHI. [IyHKTHI ¥ MOAMTYHKTHI B TEKCTE
HYMEPYIOTCS apaOCKUMU LU(PpamMu C TOYKOH.

[Ipumep -

1.

1.1.

2.

2.1.

JlokymeHTBl, Kak mpaBwio, odopmisitorcs Ha Omankax  OY, uMelT
YCTAaHOBJICHHBIN KOMIUIEKC OOS3aTENIbHBIX PEKBU3UTOB M CTAOWJIBHBIM TOPSIOK HX
PacmoIOKEHUSI.

bnaHky KaXI0TO BHIa M3TOTaBIMBAIOTCS Ha OCHOBE YTJIOBOTO HMIIU MPOOJIEHOTO
pa3MenieHns pEKBU3UTOB.

PekBU3MTHI 3aroioBKa pa3MemaroTcs HEHTPUPYEMbIM (HAYallo U KOHEI[ KaKIOu
CTPOKM PEKBH3UTA PABHO YAAJIEHbI OT TPAHUIl 30HBI PACIIONOXKEHHS PEKBU3UTOB) WU
VIJOBBIM  (KaXJasi CTPOKA PEKBU3WTAa HAYMHAECTCA OT JIEBOM TPAHUIBI 30HBI
PaCIIOJIOKEHUSI PEKBU3UTORB) CLIOCOOOM.

J1J1st U3roTOBJICHUSI OJIAHKOB UCTIONB3YIOTCA JIUCTHI Oymaru opmarta A4 (210 x 297
MM) 1 AS (210 x 148 MuIMMeTpoB).

Kaxxnprit muct mokymenTa, opopMIICHHBIN Kak Ha OJaHKe, Tak U 0e3 Hero, T0DKEeH
UMETh MOJISl HE MEHEe, MM:

nesoe - 20;

npaBoe - 10;

BepxHee - 20;

HxkHee - 20.

JIOKYMEHTBI JUTUTEIHHBIX (CBBIIIE 10 JIeT) CPOKOB XpaHEHHSI TOKHBI UMETH JIEBOE
nosie He meHee 30 Mm.



OdopmiieHHe pEeKBU3UTOB JOKYMEHTOB.

ABTOp 10KYMEHTOB.

HammvenoBanne OV yka3plBaeTcsi B TOYHOM COOTBETCTBHM C ycTaBoM OV,
CokpalieHHOe HAUMEHOBaHUE MOMEIAETCS MTOJ1 TOJTHBIM HAUMEHOBAHUEM B CKOOKaX.

HanmenoBaHnne CTpyKTYypHOTO TOAPA3AEIEHUS — ABTOPA JOKYMEHTA UCITOIb3YETCS
B OnaHkax nuceM M OJaHKaxX KOHKPETHBIX BHUJIOB JOKYMEHTOB M YKa3bIBAETCS IOJ
IIOJIHBIM M COKpPAIlIEHHBIM HauMeHOBaHuAMH OV,

HaumeHoBaHME JOKHOCTH JIMIAa — aBTOpa JIOKYMEHTA MCIOJIb3yeTCsl B OJaHKax
JOJDKHOCTHBIX JIAIL U pacrojiaraercs noJ HaumeHosanueM OY.

HanMeHOBaHME [JOJDKHOCTM JIMIIA — aBTOPA JOKYMEHTa YKa3blBaeTCs B
COOTBETCTBUM C HAaMMEHOBAaHHEM, IPUBEACHHBIM B PACIOPSAAUTEIBHOM JTOKYMEHTE O
HA3HAYEHUHU Ha JOJDKHOCTb.

CnpaBounblie 1aHubie 00 OY.

CrpaBouHble JaHHblE 00 OpraHW3aldd YKa3blBalOTCA B OJaHKax IUCEM U
BKJIFOYAIOT: ajipec, HoMmep TenedoHa, (hakc, aapec MEeKTPOHHOM MOYThI, CETEBOM ajpec,
a taxxe OKIIO, OI'PH, MHH u KIIII opranuzanuu.

HaumeHoBaHue BUIa TOKYMEHTA.

HanmenoBaHue BuAa JOKYMEHTa, COCTABICHHOTO OpraHU3alldei, JOJKHO OBITh
OTIPENICNICHO YCTaBOM (ITOJIO)KEHUEM) M JIOJDKHO COOTBETCTBOBATh HAMMEHOBAHUSM
BHUJIOB JIOKYMEHTOB, IipeaycMoTpeHHbIM OKVY JI: akT, cipaBka, 3amucka, CBOJIKa, OT3bIB,
MPOTOKOJI, CIUCOK, WU3BEIICHHWE W Ap. PacmopsauTenbHbIEC JOKYMEHTHl OpraHU3aluu
U3aI0TCS CO CIACIYIOIMIMMU Ha3BaHUSIMU: TIPUKA3, paclopsiKEHUE.

HauMeHoBaHM€e BU/1a U pa3HOBUIHOCTH JIOKYMEHTA HE YKa3bIBACTCA B MHChMaX.

HanmeHnoBanne Buga  JIOKYMEHTa  IledaTaeTcsi IPOMUCHBIMH  OyKBaMH
MOTY>KUPHBIM IIPUDTOM.

JlaTa noKyMeHTa.

JlaTa oOKyMeHTa COOTBETCTBYET JaTe MoAnucanus (yTBEp>KAEHUs ) JOKyMEHTA UIH
nate coObITHS, 3a()MKCUPOBAHHOTO B JOKyMEHTE:!
apabckumu 1udpamu, pasaeneHHbIME TOUKoM: 05.06.2021; croBecHO-IM(PPOBHIM
crnocobom: 5 utons 2021 r.

B TekcTax 10KyMEHTOB, COIEPKALUX CCHUIKM Ha HOPMaTHUBHbIE MIPABOBbIE AKTHI,
U JOKYMEHTOB, COJIEp)KalllUX CBEACHUS (PUHAHCOBOTO XapakTepa, HPUMEHSIETCs
CJIOBECHO MUGPOBOH cOCcO0 yKa3aHUs JaT 0e3 MPOCTaBICHUS HYJIS B 0003HAYEHUU
JTHST MECSI1a, €CITM OH CONEePXKUT onuy mudpy: 3 anpens 2021 roxa.

Pa3perraercs MpUMEHATH CIOBO «TO» B COKPALIEHHOM BapHAHTE «I»:

1 wurons 2021 r.

I'pu¢ orpanuyenus 1ocTyna K 10KYMEHTY.

[IpocTaBnsieTcss B MpaBOM BEpXHEM YIIJIy MEPBOTO JIUCTA JOKyMEHTa (IIPOEKTa
JIOKYMEHTa, COMPOBOAUTEILHOTO MUChMA K JIOKYMEHTY) Ha TPaHULIE BEPXHETO MOJISI IPU
HaJU4YUU B JOKYMEHTE MH(OpPMALUU, JOCTYH K KOTOPOl OrpaHWYeH B COOTBETCTBUU C
3akoHOHAaTenbCTBOM Poccuiickon ®Denepanmn. B cocTtaB pekBU3UTA BKIIOYAETCA



OTpaHUYUTENIbHAS HAANUCH: «Jl1s ciykeOHOro nosib3oBaHus», «KoHpUAEHINATBHOY,
«llepconanbHple TaHHBIE» WU OP.
[Ipumep -

IlepcoHanbHbIe JaHHbIE PA0OTHUKOB
k3. Ne 1
MyHununaabHoe 0101KeTHOe 0011e00pa3oBaTeIbHOE YUpesKIeHne
«Ikoma-rumuazus Nel0 um. I.K. IlokpoBCcKoro» MyHHIUNIAILHOI0 00pA30BAHMSA
ropoackoii okpyr Cumdeponons Pecnyoanku Kpbim
(MBOY «llIkosa-rumua3ust Ne10 um. J.K. IlokpoBcKkoro»)

ITPUKA3

Bce Bumel rpudoB orpaHudeHuss JOCTyMma K JOKYMEHTaM 3aKpervisioTcs B
mokaibHbIX akTax OVY.

PerucrpaumoHHbIi HOMEP JOKYMEHTA.

Peructpanuronssiii HoMmep — nudpoBoe Wi OyKBEHHO-UHU(PpoBOE 00O3HAUECHHUE,
MIPUCBaNBaeMOE JOKYMEHTY MPH €T0 PETUCTPALINU.

Peructpanus nokymMeHTa MPOBOAUTCS MOCIIE €r0 TOIMUCAHMS UIH YTBEPXKICHUSI.

J1J11 BHyTPEHHUX JOKYMEHTOB — IIPUKA30B, IPOTOKOJIOB — 3TO NOPSAIKOBBIM HOMEP
B IIpeJieax KaJeHAapHoro rojia/ yueOHOro roja 1no KaxjaoMy BUAY WIA Pa3HOBUIHOCTH
JOKYMEHTOB. B npukaszax peructpanMOHHbII HOMEp MOKET JOIMOJHATHCA OyKBEHHBIM
MH/IEKCOM, 0003HAYAIOIIKUM Pa3HOBUIHOCTH.

JUis uCXOQAIMIMX TOKYMEHTOB PETUCTPALIMOHHBIA HOMEP COCTOUT U3!

1) mopsiIKOBOTO HOMEpa B IpeJieiax MAacCHBa OTIPABIIIEMON KOPPECTIOH ICHIINY;

2) UHJAEKca JIeJ1a B COOTBETCTBUU ¢ HOMEHKIaTypou aen OVY.

PeructpamoHHbIil HOMEp TOKyMEHTa, COCTaBIEHHOTO COBMECTHO IBYMs U Oosee
OpraHMU3aIHsIMH, COCTOUT U3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB KaXKIOW M3 ATHX
OpraHM3aIlyii, MPOCTABIAEMBIX Yepe3 KOCYI0 YepTy B TMOPSAKE yKa3aHHUsS aBTOPOB B
JTOKYMEHTE.

CchlIKka HA perucTpalMOHHBIN HOMEP M AaTy J0KyYMEHTA.

Ccbulka Ha PETrUCTPALMOHHBI HOMEp M JaTy JOKYMEHTa BKJIIOYAET B ceOs
pPETrUCTPaLlMOHHBIA HOMEpP U J1aTy JOKYMEHTa, Ha KOTOPBIH T0JIKEH ObITh JaH OTBET.

Ccbuika Ha HOMEp M JaTy JOKYMEHTa MCIIOJIb3YeTcs MpU O(OPMIICHUH IHCEM,
SBJISIFOIIUXCSI OTBETAaMH Ha MOCTYIHBIIIEE MUCHMO (3ampoc, MpochOy u ap.). CBegeHus B
PEKBU3UT  IEPEHOCATCA €  IOCTYHNMBLIETO  JOKYMEHTa W COOTBETCTBYIOT
PErMCTPAllMOHHOMY HOMEPY U AaTe MOCTYNUBIIErO JOKYMEHTA.

OrpanuuuTenbHasi OTMETKA Ui JTaHHOTO PEKBH3UTA MPOCTABISIETCS B JIEBOU
yacTH OJIaHKa MHCbMa TOJ PEKBU3UTOM «JlaTa» U «PErUCTPAlMOHHBIA HOMEp
JOKYMEHTa.

Hanuune naHHOro pekBU3UTa MCKIOYAET HEOOXOIUMOCTh YIIOMUHAHUS HOMEpPa
U JIaThl MOCTYNMBIIETO JOKYMEHTa B TEKCTE MHUCbMa, YTO OCBOOOXKIAET TEKCT OT
CIIPaBOYHOM MH(POPMALIHH.

MecTo cocTaBJIeHUS UJIH U3JaAHUA AOKYMCHTA.



MecTo cocTaBiieHMS (I/I?),Z[aHI/IH) AOKYMCHTA YKa3bIBA€TCA B JOKYMCHTAaX,
M3roTaBIMBaEeMBIX Ha OJIaHKaX KOHKPCTHLIX BUJI0OB JTOKYMCHTOB.

Anapecar.

AJnpecaTamMu JOKYMEHTa MOTYT OBIThb IOPUAMYECKUE JHIA, UX CTPYKTYpHBIE
HOJpa3/ieleHus U JOJDKHOCTHBIE JIMIIA, a TaKkKe (PU3HUecKue JIuLa.

PekBU3HUT «ajpecaT» MpPOCTABISETCS B BEPXHEM NpaBOM YacTH JOKyMEHTa (Ha
OJIaHKE C YTJIOBBIM PacIoJIOKEHUEM PEKBU3UTOB) WJIM CIPaBa MOl PEKBU3UTAMM OJIaHKa
(pu NpOIOIBHOM PACIIONIOKEHUN PEKBU3UTOB OjaHka). CTPOKM pEKBHU3UTA «ajapecar
BBIPABHUBAIOTCS 110 JIEBOMY KpPAaK WIHA LEHTPYIOTCS OTHOCHUTEIBHO CAMOW JUIMHHOMN
CTPOKH.

Ecnu NOKyMEHT aapecoBaH HOPHAMYECKOMY JIMLY WIM €ro CTPYKTYpHOMY
HOJpa3AesiCeHUI0 0€3 yKa3aHMs JOJKHOCTHOTO JIMIIA, UX HAMMEHOBAHUS MPUBOJSATCS B
MMEHUTEIBHOM ITaJIEXKeE.

[Ipumepsbl

1. MuHnucrepcTBo 00pa3oBaHus,
HAYKH M MOJIOJACKHU
Pecny0suku Kpbim

2. MuHHCTepCcTBO 00pa3oBaHus,
HAYKH U MoJiogexkn Pecmy0umnku
Kpbim
ynpasJjieHHe 0011ero oopa3oBaHust

[ToutoBbINt agpec yKa3pIBAaeTCS TMPU HANMpPABICHUH JOKYMEHTAa Pa30BbIM
KOPPECIIOHEHTaM.

Ecnu [OKyMEHT aJpecoBaH PYKOBOAMTEII0 IOPUIUYECKOTO JHIA WIA €ro
3aMECTHUTEINI0, HAMMEHOBAaHUE HOPUAMYECKOrO JIMIAa BXOJAMT B COCTaB HAMMEHOBAHUS
JOJKHOCTH aJipecaTta, KOTOPO€ MPUBOAUTCS B IATEIHOM NaJEKe.

[Tpumep —

PykoBoaureso degepajbHOro

apXMBHOI'0 areHTCTBA

damuiaus U.0.

NMuannuaisl craBares nociae GpaMUJIMM HE3aBUCUMO OT TOr0, KOMY aJpecOBaH
JOKYMEHT — JOJDKHOCTHOMY JIULLY WK (PU3UYECKOMY.

IIpn anpecoBaHMM MNHUCbMA PYKOBOAMUTENI CTPYKTYPHOI'O IOAPA3LACICHUS
YKa3bIBAETCSI B HMEHUTEIBHOM I1a/I€)KE€ HAMMEHOBAaHHWE OpraHM3alvy, HWXKE - B
NATEJIbHOM IIaJIe)K€ HAMMEHOBAaHHWE JOJDKHOCTH  PYKOBOJMWTENS, BKIIOYAIOIIEE
HAaUMEHOBaHUE CTPYKTYPHOTO MOJIpa3ieieH s, (paMUINI0, UHULIUATIBL.

ITpumep-

MunucrepcTBo 00pa3oBaHus,

HAyKH U MoJioaexku Pecnmy0simku Kpbim
HavyanbHUKY ynpaBJ/ieHusi 0011ero o0pasoBaHus



damuansa U.0.

[lepen pamunueit qOMKHOCTHOTO JIMIIA JOMYCKAaeTCs YIMOTPEOIATh COKpaIleHHe
«r-Hy» (TOCIOAMHY), €CIM aJpecaT MYyXYHHa, WA «r-Ke» (TOCHOXKE), €ClH aapecar
KEHIIIHA.

[Ipu pacchuike TOKyMEHTA TPYIINE OPTaHU3AIMA OJJHOTO TUTIA WJIA B CTPYKTYPHBIC
MoJipa3fiesIeHusl OJTHOM OpraHU3allnuy, aapecaT yKa3bIBaeTCsl 0000IIEHHO.

B ogHOM OKyMeHTe He AOKHO OBITh 00JIee YEThIpEX apecaToB.

[Ipu OGosbllieM KOJIMYECTBE aJPECAaTOB COCTABISIETCS CIUCOK (JIUCT, yKa3aTeib)
PACCBUIKHM JOKYMEHTa, Ha KaXKJIOM IOKYMEHTE YKa3bIBaCTCS OAMH aJpecar WM ajapecar
odopmisieTcss 0000IIEHHO.

B coctaB pekBu3uTa «Aapecar» MOXKET BXOAUTH MOYTOBBIN ajgpec. DIEMEHTHI
MIOYTOBOTO aJIpeca yKa3bIBAIOTCS B MOCIEIOBATEILHOCTH, YcTaHOBIEeHHOU [IpaBuiamu
OKa3aHMs YCIyT OYTOBOM CBSI3H.

[Tpumep -
Bcepocceuiickuii Hay4YHO-
HCCJIeI0BATeIbCKUM
HHCTHUTYT
TOKYMEHTOBEIeHHS U
apXHBHOIO /IeJ1a
IIpogcoro3nasn yuu.,
a. 82,
MockBa, 117393
B cnydae ormpaBku JIOKyMeHTa (U3MYECKOMY JIMIlY YKas3bIBalOTCS: (haMuiIus,
WHUIMAJIBI, TIOYTOBBIM aapec: (yJiuila, HOMEpP JAOMa W KBAPTUPHI, HACEICHHBINA MYHKT,
paiion, o6yacThb (Kpai, pecryOmKa), MOYTOBBIA UHIEKC).
[Tpumep -
®amuinus N.0.
Caposas yJi., a. 5, kB. 12,
r. JHCK, JHCKOIi 00J1., 301264

[Ipu oTmpaBKe MUChMA IO AJICKTPOHHOM MOYTE WK 10 (PaKCUMUIIBLHOM CBsI3H (0e3
JOCBLJIKY T10 TTOYTE) TIOYTOBBIN apec He YKa3biBaeTcs. [Ipr HE0OX0TMMOCTH MOYKET OBITh
yKa3aH 3JIeKTPOHHBIN asipec (Homep TenedoHa/pakca).

[Tpumep -

Bcepoccuiickuil HaAy4YHO-
UCCJIe0BATENbCKUI MHCTUTYT
AOKYMEHTOBEICHUS U
apXHBHOIO J1eJ1a
mail@vniidad.ru

I'pu¢ yrBepkaeHuss 10KyMeHTA.
['pud yTBepkaeHHs] MPOCTABISETCS HA JOKYMEHTE B CIydae €ro yTBEP:KIEHUS
JOJIKHOCTHBIM JIMIIOM, PACHOPSIIUTENbHBIM JOKYMEHTOM (TIPUKA30M, PACHIOPSIKEHUEM,
pELIeHUEM).


mailto:mail@vniidad.ru

I'pud yTBepxkaeHUS pa3MeIIaeTCs B MPAaBOM BEPXHEM YIIIy IEPBOrO JIMCTA
nokymeHTa. CTpOKM pEKBU3HMTA BBIPABHUBAIOTCS IO JIEBOMY Kpar0 WIM LEHTPYIOTCS
OTHOCHUTEIBHO CaMOM JUIMHHOU CTPOKH.

[Tpu yTBepKI€HNU TOKYMEHTA IOJKHOCTHBIM JIMIIOM IPU(] yTBEPKACHUS COCTOUT
n3 cioBa YTBEPXJIAIO, nauMeHOBaHUS [OJKHOCTH JIMIA, YTBEPKIAIOIIETO J0-
KYMEHT, €T0 MOJAINKCH, HHUIIUAJIOB, (DaMUIIMH U JaThl YTBEPKICHUS.

[Tpumep -
YTBEPXJIAIO
Jupexkrop MBOY «lIkoa-
rumHasus Nel(
um. J.K. IlokpoBckoro»
r.Cum¢eponois
Moamucy U.0. ®amuiins
Hara

[Ipu yTBepKIE€HHUHM JOKyMEHTa pPACHOPSAIUTENbHBIM  JTOKYMEHTOM Tpud
yTBepxkaenus coctout u3 ciaoa Y TBEPXKJIEH (YTBEPX/EHA, YTBEPXIEHbI niu
YTBEPXJIEHO), cormacoBaHHOrO ¢ HAaWMMEHOBAaHHMEM BHJA, YTBEPKIAAEMOTO [0-
KYMEHTa, HANMEHOBAHUs PACIIOPSAAUTEIBHOTO JOKYMEHTA B TBOPUTEIBHOM IAJIEKE, €r0
JaThl, HOMEPA.

[Ipumepsr

1. (ITopsimok) YTBEPXJEH
npukazom MBOY «lllkoaa-
rumHa3zus Nel(
um. J.K. ITokposckoro»

r.CumdeponoJis
S anpessi 2021 r. Ne 82

2. (IlpaBuna) YTBEPXKJIEHbI
npuxkazom MBOY «lllkoJia-
rumHa3us Nel(
um. J.K. ITokpoBckoro»

r.Cum¢eponoJis
15.06. 2021 r. Ne 83

3. (ITonoxenue)

YTBEPXJIEHO
npuxkazom MBOY «lllkoJia-
rumHaszus Nel(
um. J.K. ITokpoBckoro»
r.CumdeponoJis
15.06. 2021 r. Ne 83



[Ipn npuHsATHM (PACCMOTPEHHMH) JIOKYMEHTa KOJUIErHalbHbIM opranom OV,
pelIeHusT KOTOPOro (PUKCHPYIOTCS B MPOTOKOJE, B Tpude MNPUHATO (PacCMOTPEHO)
yKa3bIBaeTCs HAMMEHOBAaHUE OPraHa, PEIICHHEM KOTOPOTrO MPUHAT JOKYMEHT, JaTa U
HOMEp MPOTOKOJA (B CKOOKax).

YTBEPKIAIOIIETO TOKYMEHTa B TBOPUTEIHHOM Ta/IeXkKe, €ro JaThl, HOMepa.

[Iprmepsnl
3. (ITopsimox) IPUHAT
neJarorn4ecKuM coOBeToOM
(mpoToxou ot 15.08.2021 Ne 12)
4, (IlpaBuna) INPUHATDBI

YupapiassoumuM cOBETOM
(mpotoxo. ot 15.06.2021 Ne 8)

3. (Tlonoxenue)
IPUHATO
00mumM codOpanneM padOTHUKOB

oy
(mporokoa 15.06.2021 r. Ne 83)

3aroj10BOK K TEKCTY.
3arojoBOK K TEKCTYy BKJIIOYAET B ce0sl KpaTKOe COJEpKaHHE JOKYMEHTa, €ro
OCHOBHYIO CMBICJIOBYIO HAarpy3Ky. 3arojioBok popmysiupyetcs ¢ npeasoroM «O» («O6»)
¥ OTBEYAET HA BOMPOC «O YeM?»:
o TIpHKa3 (0 4eM?) O CO3/IaHUH ATTECTAIIMOHHOW KOMHUCCHH;
o TpuKa3 (0 4uem?) 00 yTBEPKICHUH IITATHOTO PACTIHCAHUS;
o TCHbMO (0 Yem?) 0 TIpenocTaBiIeHnr HH(OPMAITUH.
3arojloBOK COCTaBJIIET HCIIOJIHUTENb JOKYMEHTAa. 3arojloBOK K TEKCTY
odopMmIsieTcs Mo peKBU3UTaMH OJIaHKa ClieBa, OT TPaHUIIbI JeBoro mnois. Eciu Texcr
JIOKyMEHTAa HE TIPEBBINIAET YETHIPEX-TIATU CTPOK MK ohopmiieH Ha Oianke popmaTa AS,
3aroJIOBOK MOYKHO HE YKa3bIBaTh.
3arosoBOK JOKYMEHTA 3alHMCHIBAETCS MPH €r0 PETUCTPALNU B COOTBETCTBYIOIINE
perucTpauroHHble POPMBI: KapTOUKY, Oa3y TaHHBIX.

TekcT 10KyMeHTA.

TekCcT TOKyMEHTa COCTABIIIETCS HA PYCCKOM SI3BIKE KaK TOCYJAPCTBEHHOM SI3BIKE
Poccuiickonn @epepaunu. TekCcT JOKYMEHTa H3JIAraeTCs PYCCKUM JIMTEPATypPHBIM
A3BIKOM C YYETOM O0COOEHHOCTEN O(ULIMaTbHO-IEIOBOTO CTHIISA, BUIA JOKYMEHTa U €ro
Ha3HAa4YCHUs B yIpaBlieHYeCKOU aesrenbHocTU. ConepikaHue TOKYMEHTa JIOJKHO OBITh
M3JI0’)KEHO KPATKO, JIOTUYHO, TOYHO U SCHO.

TeKCThI TOKYMEHTOB U3J1araroTCs:

- OT 1-TO IMUA €JUHCTBEHHOIO Yucia B JOKyMEHTaX (IpUKa3, pacHopsKEHUE U
T. 1.) pykoBogutens OV, nelcTByrOIIEro Ha NpPHUHLMIAX €JUHOHAYaIWs, a TaKkKe
JOKYMEHTAaX, aJJp€COBAaHHBIX PYKOBOJICTBY OPTaHU3ALMU: IPUKA3BIBAK0... TIOATOTOBUTH U
IPEACTABUTHh HA PACCMOTPEHHUE; IIPOILY PACCMOTPETh



BOTIPOC 00 YCTaHOBIICHUH JIbIOTHBIX Tapu(oB...;

- 3-ro nWIa eJUHCTBEHHOTO YHWCIa B JOKYMEHTaX KOJUICTHAIBHBIX OpPTaHOB:
KOMHCCHSI PEITuIa...; OpTaHU3AIMS HE CUUTACT BOSMOXKHBIM...;

- 1-ro numa MHOKECTBEHHOTO YHCJIAa B COBMECTHBIX JOKYMEHTaX: IPOCHM
MPEJICTaBUTh JaHHBIC O...; IPEJICTABIISIEM Ha PACCMOTPEHUE U YTBEPKIICHHE. ..}

- 3-TO nWIla MHOXXECTBEHHOTO 4YHCJIa B TMPOTOKOJIAX: CIYIIAIH, BBICTYTIHIIH,
MMOCTAaHOBWJIH, PEIIIHIIH.

B nmokymeHTax, ycCTaHaBIMBAIONIMX IIpaBa W OOS3aHHOCTH OpTraHW3aIluH, €¢
CTPYKTYpPHBIX TOJApa3JeieHuld (MOJIOKEHNWEe, WHCTPYKIUA), a TaKXKe COJepiKalliux
OlMcaHue, OICHKY (HaKTOB WIJIM BBIBOJBI (aKT, CIpaBKa), HCIOJB3yeTcs Qopma
U3JI0KEHUSI TEKCTa OT TPEThEro JIMIAa €AWHCTBEHHOTO WJIM MHOKECTBEHHOTO YHCIIA
(«oTmen ocymecTBISET (QYHKIMH», «B COCTaB OOBECIUHCHHS BXOIAT», «KOMHCCHUS
YCTaHOBUJIAY ).

B Tekcre mokymeHTa, OJATOTOBIEHHOTO Ha OCHOBAHHWH 3aKOHOJATEIBHBIX, WHBIX
HOPMATHBHBIX TPAaBOBBIX AaKTOB, W3JaHHBIX OpraHaMW BIACTH W YIPaBJICHUS,
JIOKyMEHTOB, paHee M3JIaHHBIX OPTraHOM BJIACTH — aBTOPOM JOKYMEHTA, YKa3bIBaeTCs
HAaMCHOBAaHHE BHJIa JOKYMEHTAa, HAMMCHOBAHHWE OpraHa, M3JaBIIETO JOKYMEHT, JaTa
MPUHATHS WM YTBEPXKACHHUS JOKYMEHTA, €r0 PErHCTPAIlMOHHBIA HOMEp, a TaKke
3aroJIOBOK K TEKCTY WJIM HANMEHOBAHKE BHUIA IOKYMEHTA.

[Ipumepsr

«B cootBercTBUM ¢ moctaHoBieHUeM [IpaButenncTBa ot 13.08.1997 Ne 1009 «O6
yTBepKJIeHUu IIpaBui TOATOTOBKM HOPMATUBHBIX MPABOBBIX AaKTOB (eneparbHbIX
OpraHoOB MCHOJIHUTEIILHOW BJIACTH U UX FOCYAapPCTBEHHON PErUCTPAIlUN»;

«B coorBerctBuM ¢ IloJIO’)KEHMEM O TOCTOSHHO JEHMCTBYIOIIEW SKCHEPTHOMN
KOMHCCHUU YUPEKJICHUS, OpPTraHu3alliK, TPEANPUSTUS, YTBEPXKIACHHBIM MPUKA30M
Pocapxusa ot 19.01.1995 Ne 2...».

Ecau TekCT CoIepX UT HECKOJIbKO MOpPYYEHUM, pelIeHU, BBIBOJAOB, B TEKCTE
BBIJICIISIFOTCS Pa3/eibl, MOPa3Iebl, MyHKTHI, MOMYHKTHI.
B TekcT nokyMeHTa MOTYT BKJIIOUAThCSl PparMeHThbl, 0hOPMIICHHBIE B BUJI€ TAOIHIIBI
VI AaHKETEHI.
CrtpaHHIIBI TEKCTA HyMEPYIOTCS apabCKuMu U paMu IMOCepeIMHE BEPXHETO TTOJIS.
B nucemax ucnons3yroT ciaeayronme GopMbl H3JT0KCHUS:
e OT IIEPBOTO JIMIIa MHOKECTBEHHOI'O YMCia («IIPOCUM HAIPaBUTbHY, «HAIPaBIIIEM
Ha PacCCMOTPEHUEY);
e TMEpPBOTO JIMIIA EJUHCTBEHHOTO 4YHCIA («CYUTAI0 HEOOXOAMMBIMY, «IPOIILY
BBIJICIIUTDHY );
e TpeThero Jjuia eauHcTBeHHOro uucia («OO He Bo3paxkaer», «OO cumTaeT
BO3MOXKHBIMY).

OTMeTKa 0 IPUITOKEHUH.
OTMeTka O TPWIOKEHUH COJAEPKHUT CBEIEHHUA O JIOKYMEHTE (IOKyMEHTax),
IpPUJIaraeéMoM K OCHOBHOMY JIOKYMEHTY (B CONPOBOJUTEIBHBIX MUCHhMAX, MPETEH3USIX,



aKTax, CIpaBKax U JAPYTUX MH(POPMAIMOHHO-CIIPABOYHBIX JOKYMEHTAX) UM O TOM, YTO
JOKYMEHT SIBJIAETCS IPUIJIOKEHUEM K OCHOBHOMY JTOKYMEHTY (B
JOKYMEHTaX - MPWIOKEHUAX K PACHOPSAUTENbHBIM JTOKYMEHTaM, IOJOXKEHUSIM,
IpaBujaM, HHCTPYKLHSM, IOTOBOpaMm, IJIaHaM, OTYE€TaM U Jp. JOKYMEHTaM).

B compoBoauMTeNbHBIX MHCbMAaxX M JAPYTUX HMH(DOPMAIIMOHHO-CIIPABOYHBIX
JOKYMEHTaX OTMETKa O MPWIOKEHUU O(OPMIIAETCS MOJ TEKCTOM OT I'PAaHHULBI JIEBOTO
TIOJTSI CIISYFOIIIM 00pa3oMm:

- €CIIM IPUJIOKEHUE Ha3BAHO B TEKCTE:
[Tpunoxxenue: Ha 2 1. B 1 9K3.;
- €ClId TPWIOKEHHWE HE HAa3BaHO B TEKCTE WM €CIM NPUIOKEHUM HECKOJBKO,
YKa3bIBaIOT Ha3BaHMS JIOKYMEHTOB-TIPHIIOKEHUH, KOJIUYECTBO JIMCTOB U K3EMILIIPOB
KaXKJI0TO TPUITOKECHHUS:
[Tpunoxxenue: 1. [lonoxenue (Ha3Banue) Ha 5 1. B 1 3K3.
2. CrpaBKa 0 KaJIJpOBOM COCTaBe Ha 2 1. B | 3K3.;

- €CJIM MPUJIOKEHUEM SIBIISIETCSI 000COOJICHHBIN 3JIEKTPOHHBIA HOCUTEIb (KOMIIAKT-

IHCK, USh-¢dnem-nakonurens u ap.):
- Ilpunoxenwue:

CD B 1 3Kk3.

- €CJIM NpUJIoKeHUe (TMTPUII0KEHUS) COPOIITIOPOBAHBI:

[Ipunoxenue:

otuet o pabore PUII B 2 3k3.

B pacnopsauTenbHBIX JOKyMEHTaxX (MpUKa3ax, paclopsKEHUsX), JI0roBopax,
MOJIOKEHUSIX, MPABWIIAX, MHCTPYKIUAX U IPYTHX JOKYMEHTaX OTMETKA O MPUIIOKEHUU
odopmiseTcs cieIyomuM 00pazom:

- B TEKCTE JIOKYMEHTa MpHU IMEPBOM YNOMHHAHUU JIOKYMEHTA-TIPUIIOKEHUS B
CKOOKax yKa3bIBaeTcs: ... (MpWIOKEHUE) WK ... (IpuiokeHue 1); mepes HOMEPOM
MPUIIOKEHUS JOIYCKAETCS CTABUTh 3HaK HOMepa: ... (mpuioxeHue Ne 2);

- Ha TEpPBOM JHCTE JOKYMEHTA-NPUJIOKEHHUSI B TIPABOM BEpPXHEM YIIIy
YKa3bIBaETC:

IHpuioxenue Ne 2
k npuka3y MbOY «llIkoga-
rumHaszus Nel(
um. J.K. ITokposckoro»
r.Cum¢eponoJis
ot 15.08.2021 Ne 112

CTpokM peKBH3UTA BBIPABHUBAIOTCA MO JIEBOMY Kpal0 WM LEHTPUPYIOTCS
OTHOCHUTEIIbHO CaMOW JINTMHHOM CTPOKH.

Ecnu npuitoxkeHneM K pacnopsiguTelIbHOMY JIOKYMEHTY SBJISIETCSI HOPMATUBHBIN
MPAaBOBOM AaKT WM HMHOM JOKYMEHT, YTBEP)KIACMBbIM MTaHHBIM PacCHOPSIATEIIbHBIM
JTOKYMEHTOM, Ha TIEPBOM JIMUCTE MPUIIOKEHUS MPOCTABIISIETCS OTMETKA O MPHUJIOKEHUU
(6€3 cChUIKM Ha paclopsAUTEIbHBIA JIOKYMEHT) U Tpud yTBEpPXKIEHUS, B KOTOPOM
YKa3bIBaIOTCS JJAaHHBIC pACIIOPSAAUTEIILHOTO JOKYMEHTA, KOTOPBIM YTBEPKAEH TOKYMEHT-
MPUITOKEHHUE.



ITpumep -
Ipuioxenue 1
YTBEPXIAEHO
npuxka3s MbOY «lllkona-rumHasus
Nel10 um. I.K. IlokpoBckoro»
r.Cumd¢eponoJis
ot 18.05.2021 Ne 67

I'pud corracoBanus JOKyMeHTA.

[IpoeKkThl MOATOTOBJIEHHBIX JIOKYMEHTOB Iepej] MOANMMCAHUEM B PslE CIydyacB
COTJIaCOBBIBAIOTCS €  3aMHTEPECOBAHHBIMU  YVUPEKICHUSIMH,  CTPYKTYpPHBIMU
MoApa3eICHUSAMU, OTJCIBHBIMU JTOJDKHOCTHBIMHU JIUIIAMH.

I'pud cormacoBanusi B 3aBUCUMOCTH OT BHJA JIOKYMEHTa M OCOOEHHOCTEU €ro
0hOpMIICHUSI MOXKET TPOCTABISATHCS:

- Ha MEPBOM JIUCTE JOKYMEHTA (€Clu JOKYMEHT UMEET TUTYJbHBIN JIUCT, - Ha
TUTYJILHOM JIMCTE) B JIEBOM BEPXHEM YIJIy Ha YpOBHE Ipuda yTBEpKIACHUS WU O]
HalMEHOBAHUEM JIOKYMEHTA OJIMKE K HUXKHEMY TOJII0);

- Ha MOCIEAHEM JINCTE JOKYMEHTA MO TEKCTOM;

- Ha JIUCTE COTJIACOBAaHUS, SBIISIIOLIEMCS] HEOThEMIIEMOM YaCcThIO IOKYMEHTA.

['pud cornacoanus qokymenta coctout u3 cioBa COI'JTACOBAHO, nomxHOCTH
JUIA, ¢ KOTOPBIM COTJIACOBAaH JIOKYMEHT (BKJIIOYasi HAMMEHOBAHME OPraHU3alliu), €ro
COOCTBEHHOPYYHOM MOJIMUCH, paciii(PpOBKHU MOAMUCH (MHUIIMAIOB, (haMUJIUK) U JaThl
COTJIACOBAHMUSI.

[Tpumep -

COI''TACOBAHO

Hupextop MBOY «llIkona-rumuaszus Nel(Q
uM. J.K. [Tokposckoro» r.Cumpepomnoss
(moanuce) N.0. Gamunus

Jlara

Ecnu cornacoBaHue OCYIIECTBISIETCS KOJUIETHAIBHBIM OpPraHoM, B Tpude
COIIACOBAHUS YKa3bIBAIOT CBEJEHUS OO0 OpraHe, COINIACOBABIIEM JOKYMEHT, aTe U
HOMEpE INPOTOKOJAa, B KOTOPOM 3a(hMKCHPOBAHO pEIIEHHWE O corjacoBaHuu. Ecin
COIVIACOBAHUE OCYIIECTBIISIETCS MUCbMOM, YKa3bIBalOT BUJ JOKYMEHTA, OPraHU3aluIo -
aBTOpA IOKYMEHTa, 1aTy U HOMEp MUCbMA.

[Tpumepsr

1 COTJIACOBAHO

YupapiasiiomuM cOBeTOM

MBOY «lllkona-rumuaszus Nel(Q

um. J.K. ITokposckoro» r.Cumdpepomnois
(MpoTOKO.J OT Ne )



2 COI'JIACOBAHO
nucbmom Pocapxusa
oT Ne

Bu3a coriiacoBanus AOKYMEHTA.
Bu3nbl cornmacoBanus JOKYMCHTA — PCKBU3UT JJOKYMCHTA, YKaBBIBaIOHII/Iﬁ Ha corjiacuc
NN HCCOTJIaCHUC JOJDKHOCTHOTIO JIMIAa OVYc COACPKAaHUEM IIPOCKTAa JTOKYMCHTA (z:anee -

BU34).

[Tpumep
3aMecTUTelb TUPEKTOPA MO BOCIUTATEIHHON paboTe
JInunasg moamnuch N.N. BanoBa
10.10.2023

OdopmneHHas TakuM 00pa3oM BH3a O3HAYAET COTJACHE JOJKHOCTHOTO JIHUIA C
CoJiep’)KaHNuEeM JIOKyMEHTA.
[Ipu HanmuuMK 3amMeYaHui MO JOKYMEHTY BU3Y O(POPMIISIOT CIAEAYIOUIUM 00pa3oM:

3amMevaHust MpUIararoTcs
3aMecTUTENb TUPEKTOPA 10 BOCIUTATENIBHON padoTe

JInunasg moamnuch .. NBanoBa

10.10.2023

JIOKyMEHT BHM3UPYETCS HCIIOJHUTEIEM M 3aUHTEPECOBAHHBIMU B JTOKYMEHTE
JNOJKHOCTHBIMH JIMLAMM, pyKoBoauTtesem OV,

3amedaHusi JOJDKHBI OBbITh MPEACTABICHBbl Ha OTACIBHOM JIUCTE, KOTOPBIH
MOANKCHIBAIOT, TaTUPYIOT U MPUJIATAIOT K JOKYMEHTY.

B 1OKyMeHTax, NOJJMHHUKH KOTOPBIX XpaHATCS B OpraHU3alyd, BH3BI
IIPOCTABJIAIOT Ha MMOCJIEIHEM JINCTE JOKYMEHTA MO MOAIUCHI0, HA 000POTE NOCIEAHETO
JUCTa TMOJUIMHHUKAa JOKYMEHTa WM Ha JHCTe COIJlacoBaHUs (BU3UPOBAHUS),
IPWJIaraéMoM K JOKYMEHTY.

B ncxopsmux T0KyMEHTax BU3bl MPOCTABISAIOTCS HA HK3EMIUISPAX JOKYMEHTOB,
ITOMEIIAEMBIX B JEJIO.

Hoanuce.

JIOJDKHOCTHBIE JIMIA MOJINUCHIBAIOT JOKYMEHTHI B MPEAEIax CBOMX IMOJTHOMOYMIA,
onpeneneHHsx YcraBoM OV U TOKHOCTHBIMU UHCTPYKLIHSIMH.

[Toanuch COCTOMT W3 HAUMEHOBAHUS JOJKHOCTH JIMIA, KOTOPOE IMOIIMUCHIBACT
JOKYMEHT (TIOJTHOTO — €CJIM IOKYMEHT HareyaTaH He Ha OJIaHKe, COKPaIlleHHOT0 — Ha
JOKYMEHTE, Halle4aTaHHOM Ha OJIaHKE), €ero COOCTBEHHOPYYHOM MOJIMKCH, WHULIUATIOB
(MHUIMAT UMEHH ), (PaMUIIUU.



[Tpumepsl

He Ha 0JaHKe:
Jupextop MBOY «lllkosa-rumuasust Nel0

um. J.K. IlokpoBckoro JInynas noanucs  N.0. ®amuiiusa
HA 0JIaHKe
JAupexTop JInunas noanmucy M.0. ®amuiusa

[Tpu opopmieHnn foKyMeHTa Ha GJIaHKE JIOJKHOCTHOIO JIMIA JIOJKHOCTh 3TOr'0
JMLA B OJANKCH HE YKa3bIBAECTCS.

ITpumep JInuHas moanuch HN.0. ®amuiausa

B JOKYMCHTAaX, COCTABJICHHBIX KOMHCCHGIZ, B IIOAITMCH YKA3bIBACTCs CTATYC JIMIIA
B COCTaB€ KOMHCCHHU.

[Ipumep -
Ipencenarens komuccun Iloamucn N.0. ®amuius
Y1eHbl KOMHCCHH IMoanuck HN.0. ®amuiaus
IMoanuck HN.0. ®amuiaus
IMoanuck HN.0. ®amuiaus
B ciayyae OTCYTCTBHUS

PYKOBOJUTEIS IPUKA30M ONPEAEIISETCS JIMIO0, UCTIOTHSIONIEE €ro 00s3aHHOCTH, a TAKKe
YIOJIHOMOYEHHOE MOJANUCHIBaTh JOKYMEHTBI, HPHU 3TOM MOANHUCH OQOPMISETCS C
yYKa3aHHEM CTaTyca JOJKHOCTHOT'O JIMIA B COOTBETCTBUH C PUKA30M (PaCIOPSHKEHUEM ).

[Tpumep -

H.o. nupexkTopa Mognucen N.0. ®amuaus

WIN:

Hcnonnsawommii 0093aHHOCTH TMPEKTOPA Hoamues U.0. ®amniius

[Ipy moanmvcaHuM MJOKYMEHTA JIMIIOM, MMEKOMIMM IMPaBO MOJMNUCH B Clydyae
BPEMEHHOTO OTCYTCTBUSI PYKOBOIUTENS, UCTIPABJICHUSI B HAUMEHOBAHUE JOKHOCTH U
paciiPpoBKy (HaMmINK yKe TOATOTOBIEHHOTO U COTJIACOBAHHOTO MPOEKTA TOKYMEHTa
BHOCSTCS] OT PYKH WJIH C UCTIOJIb30BAHUEM COOTBETCTBYIOIIMX IITAMIIOB.

He nomyckaercs cTaBUTh KOCYIO 4Y€pTy, HAANKUCh «3a» Mepel, HAaMMEHOBAHHEM
JOJDKHOCTH JIMIA B MIOJIIMTUCH, €CJIA IOKYMEHT TMOAMUCHIBAET HHOE JOJIKHOCTHOE JIUIIO.

JJIeKTPOHHAA MOANHUCH.

OtMeTrka 00 DIEKTPOHHOM TMOAMMCH HCHOJIB3YEeTCS TMPU  BU3YaAIU3AIHH
ANIEKTPOHHOTO JTIOKYMEHTA, MOAMHCAHHOTO AJIEKTPOHHOW MOMAMKCHIO, ¢ COONIOACHUEM
TpeOOBaHMIA:

a) MECTO pa3MelIeHHUI OTMETKH 00 DJJSKTPOHHOW TOJIHUCH JOJKHBI
COOTBETCTBOBATh MECTY pa3MEIICHUs] COOCTBEHHOPYYHOW TMOJMUCH B aHAJOTUYHOM
JIOKyMEHTE Ha OyMaKHOM HOCHUTEJIE;



0) 2JIEMEHThI OTMETKH 00 3JIGKTPOHHOM IMOJIMUCHU JTOJKHBI ObITh BUIAUMBIMHU U
YUTAEMBIMH P OTOOPKEHHUH TOKYMEHTAa B HATypaJTbHOM pa3Mepe;

B) 2JIEMEHTHI OTMETKHU 00 3JIEKTPOHHOM MOMUCH HE TOJDKHBI TEPEKPBIBATHCS HIIH
HaKJIaJbIBaThCA JIPYT Ha JIPYra;

I) 2JIEMEHTbl OTMETKH 00 HJIEKTPOHHON MOANMHCU HE JOJDKHBI NEPEKPHIBATH
AJIEMEHTHl TEKCTa JOKYMEHTa W JAPYrue€ OTMETKH 00 AJIEKTPOHHON mnoAmucu (mpu
HAJIMYHH).

OTMeTKa 00 2JICKTPOHHOM MOAMKMCH W BKIOYaeT (Ppasy «JloKyMeHT moamucaH
AJICKTPOHHON TOAMHUCHIO», HOMEp cepTu(dHKaTa KiIo4Ya OdJICKTPOHHON IOAIMMCH,
dbaMmIiIo, MMs1, OTUECTBO BJIaJIeNblla cepTU(duKaTa, CpoK ACHCTBUS cepTUdHUKaTa KIroda
AJICKTPOHHOM MOAIHUCH.

[Tpumep
JdupexTop I[OKYMEHT HOI{HHC AH A.b. UBanoB
3JIEKTPOHHOM MNOJANMUCHIO
Cepruduxar lalllaaallllllliiii
Baapenen UBanos AJiexceii bopucopuu
JeiicrBuTtenen ¢ 01.01.2017 nmo 01.01.2022
Ileuars.

OTTHCK Tme4yaTH 3aBepsieT MNOJJIMHHOCTh MOJANUCH JIOJDKHOCTHOTO JMIa Ha
JOKYMEHTaX, YIOCTOBEPSIONIMX TMpaBa JIHI, (UKCUPYIOMUX (aKThl, CBSI3aHHBIC C
(MHAHCOBBIMHU CpEICTBAMHU, a TAaK)K€ HAa JOKYMEHTaX, MPEJOCTaBISEMBIX 3a IMPEaebl
OpraHM3aIfH U MpeIyCMaTpUBAIONINX 3aBepEHUE MOATUHHOCTH oAnucu. BayTpenaue
JOKYMEHTBI (IIPUKa3bl, IPOTOKOJIBI U T.[I.) IEYATHIO HE 3aBEPSIOTCA.

[legatp mpocTaBiseTcs, HE 3axBaTbiBas COOCTBEHHOPYYHOW TMOMANKCH  JIHUIIA,
MOAMNKCABIIET0 JOKYMEHT, WM B MecTe, 0003HaueHHOM «MID» («Mecto nedatny).

OTMeTKa 00 HCIIOJIHUTEJIE.
OtMeTKa 00 UCTIOJIHUTEIIC BKIIFOYACT B ce0s (paMUIINIO, UMSI, OTYECTBO UCIIOJTHUTEIIS
JIOKyMEHTa, HOMEp €ro TesnedoHa.

OtMmeTka 00 HMCIONHUTENE MOXKET IOIOJHITHCS HAUMCHOBAHHEM JIOJDKHOCTH,
CTPYKTYPHOT'O TIOAPA3/ICJICHUS U DJIEKTPOHHBIM aJPECOM HCTIOJIHUTES.

OtMmeTtka 00 ucnoyiHuTeNe 0hOPMIISIETCS HA JTUILIEBOM CTOPOHE MOCIEAHETO JINCTA
JOKYMEHTa OT TPaHMUIIBl JIEBOTO TOJISI WJIM, P OTCYTCTBUU MECTa, - Ha 0OOPOTHOM
CTOPOHE BHU3Y CIIEBa.

[Tpumep -

3abeaun UBan AnapeeBud,

KonTpoabHoe ynpas/jieHue, BeAylHil ClIENUAINCT,

+7(978) 924-45-67, Zabelin@gov.ru

OTtMmeTka 00 HMCHOJHUTENE MOXKET OQOPMIIATHCS KAaK HIKHUA KOJOHTUTYN U
neyararbcs MPU(TOM MEHBIIETO pa3Mepa.

OTMmeTKa 0 3aBepeHUH KOIUM.


mailto:Zabelin@gov.ru

OV MokeT 3aBepATh KOIMHMU TOJIBKO T€X JTOKYMEHTOB, KOTOPBIE CO3/IAIOTCS B HEM,
a TaKKe B CIIydasX, MPeIyCMOTPEHHBIX B ab3alie BTOPOM HACTOSAIIEro myHkra. Komus
JOKyMEHTa W3TOTaBIMBACTCSI W BBIJACTCS TOJBKO C pa3pelieHUs PYKOBOIUTEIS
OpraHM3aIliH, €ro 3aMeCTUTENICH WIH PYKOBOAUTENS CTPYKTYPHOTO MOAPA3/ICICHHUS.

B ciydae moAaroToBku TOKYMEHTOB IS TPEAOCTABIICHUS CYACOHBIM OpraHaM, IIpH
pEIICHNN BOIPOCOB MO TMPHUHATHIO JHUI] Ha PaboTy, oOydeHHE, yIOCTOBEPEHHS WX
TPYIOBBIX W JIPYTUX MPaB BO B3aWMOOTHOIICHUSX C YYPEKIACHUEM, a TaKKe TMpHU
dbopMHpOBAaHUM JMYHBIX Jie paOoTHUKOB OV MOXET U3roTaBiIMBaTh KOMUU
JOKYMEHTOB, BBIIAHHBIX APYTUMH YUPEKIACHUSIMH (KOTIHH JOKYMEHTOB 00 00pa3oBaHUH
u ap.).

[Ipu BhIIaye KOMHUKM JOKYMEHT BOCIPOU3BOAUTCS MOJHOCTHIO (Oank OY, HOMep,
Jata, coJiep>KaHue u T. 11.).

B mpaBom BepxHeMm yruiry komwu nuiietcst cioBo «Komwsi». Ilpu Beiaue Komuu ¢
KOIIUHU ceayeT mucath «Komus ¢ Komumy.

Ecnm xomust 111 BHYTPEHHETO TMOJIB30BAaHUS, TO IS 3aBEPEHUST HUKE PEKBU3UTA
«IToamuch» IPOCTaBISAIOT 3aBEPUTEIBHYIO HAAMHUCh: «BepHO»; MOJDKHOCTH JIUIIA,
3aBEPSIONIETO KOMHUIO, JIMYHYIO MOJIUCh, pacmm(poBKy TMOANHCH (WHUIIAAJIBI,
dbaMmnio); AaTy 3aBEPEHUS.

[Tpumep -
Bepno
Jenonpoussoauresib/CnenuaaucT mo Kaapam
JInyHaa noanuck B.B. UBanoBa
10.10.2023

Ecnu xonus BeigaeTcst A IpeACTaBICHUS B APYTyI0 OpraHU3aIfio, TO OTMETKA O
3aBEPEHUU KOTIUHU JIOTIOJIHIETCS HAAMKUCHI0O O MECTE XpaHEHHUs JOKYMEHTa, ¢ KOTOPOIo
ObLJIa U3TOTOBJICHA KOTIHS, U 3aBEPSETCS MMeUaThl0 OpraHU3allUH.

[Ipumep -
[Tonnuaauk noxkymenta Haxoautcsi B MBOY Illkona Ne 3 B gene Ne 12-k 3a 2022
TOJI.
J{ns mpocTaBeHUs] OTMETKH O 3aBEPEHUHU KOMUU MOKET MCIIOJIb30BAThCS IITAMII.

OTMeTKa 0 NOCTYIIEHHH JOKYMEHTA.

OTMeTka O TIOCTYIUICHMHM JIOKYMEHTa CIYKUT [IJIi TOATBEpXKIAeHUs (axra
MOCTYIUICHUSI JOKYMEHTa B OPTAaHM3ALMI0 U BKIIFOYAET JaTy NOCTYIUICHHUS U BXOISIIUN
PETHCTPAllMOHHBIN HOMEP JoKyMeHTa. [Ipu HE0OXOaIUMOCTH OTMETKAa O MOCTYILJICHUU
MOKET JIOTIOJTHATHCS YKa3aHUEM BPEMEHHM IMOCTYIUICHUS B Yacax M MHUHYTaX U crocoda
JIOCTaBKH JIOKYMEHTA.

OTMeTKa 0 MOCTYIJIEHUH TOKYMEHTA MOKET MPOCTABIATHCA C MOMOIIBIO IITaMIIa.

Pe3osronus.
Pe3ontonus CcOAEpKUT yKa3aHUE MO HCHOJHEHUIO JOKyMEHTa. Pesosonus



oopmIsieTcs Ha CBOOOJHOM MECTE paboyero noJisg JOKyMEHTa, Ha OJaHKE Pe30JIIOIUU
WJIM BHOCHUTCS HETIOCPEJACTBEHHO B CUCTEMY DJIEKTPOHHOTO JIOKYMEHTOO0OpOTA.
Pezomtonust  BkITfOuaeT: (GaMUIINI0, WHUIMATIBI HWCIOJHUTENS (MCTIOTHUTENCH),
MOPYYCHHUE IO JTOKYMEHTY, NMPU HEOOXOIUMOCTH - CPOK HCIIOTHEHUS, MOIIMUCH JINIIA,
BBIHECUIETO PE3O0JIIOLUIO, AATy PE3OJIIOLUH.
Pe3ontoniusi, Kak OpaBUIIO, MUIIETCS OT PYKU PYKOBOJMUTENIEM HA MOJJIMHHUKE
JIOKyMEHTa Ha CBOOOTHOM OT TEKCTa MECTE.
[Tpumep -
®amumius N.0.
IMpomy moaroroButh npeainoxenus k 10.11.2021.
IMoanucek
Jlara

OTMeTKa 0 KOHTpOJIE.

OTMeTKa 0 KOHTpPOJIE€ CBHJETEIBCTBYET O MOCTAHOBKE JOKYMEHTAa Ha KOHTPOJIb,
MIPOCTABIISIETCS IITAMIIOM WJIM IIPOU3BOAUTCS 3aMHUCh OT pyKH «KOHTpOIb» Ha BEpXHEM
M0JIE TOKYMEHTA.

KoHTposto mojyexar Bce 3aperuCTpUpOBaHHBIE JOKYMEHTBI, TpeOyrolue
VCIIOJTHEHHUSL.

Cpokr HCHOJHEHUsl TOKYMEHTa YCTaHABIIMBAIOTCS B COOTBETCTBHUM CO CpPOKaMH,
0003HAaYEHHBIMH 3aKOHOJATEIbCTBOM, OpraHM3allei, HalpaBUBLIEH MNOpYYEHHE WIU
IpockOy, pacopsIUTENbHBIM TIOKYMEHTOM WK pe3oitouneit pykoBoaurens OY.

Cpoxk npoctasiisieTcsi B GopMe AaThl 3aBEPILIECHUS UCTIOTHEHMUS.

OTMeTKa 0 HANPaBJIEHUHU JOKYMEHTA B /1eJ10.

OTMeTka O HampaBiI€HUM JOKYMEHTa B [€J0 OINPENENSIET MECTO XPaHEHUS
JOKYMEHTA T0CJIE 3aBepIIEHUs pa0OTHI ¢ HUM M BKIIIOUAET: ClI0Ba «B nenoy», uHaekc nena
110 HOMEHKJIaType JAeJl, B KOTOPOE MOMEIIAETCs JOKYMEHT Ha XpaHEHHE, ¢ YKa3aHUEM
roJia, 10JHKHOCTH JuIa, 0(OPMHUBLIETO OTMETKY, MOAIMCH, 1aThI.

[Ipumep -

B nesao Ne 01-18 3a 2020 1.

JesonpousBoaureib

IMoanucek dara

OTMeTKa O HampaBJICHUM JAOKYMEHTa B JICJIO MOXET JOMOJIHATHCA KPaTKUMU
CBEJICHUSIMU O XapaKTepe UCIIOTHEHUS IOKYMEHTA.

4. TpeGoBaHus K COCTABJICHUIO HEKOTOPBHIX BUI0B IOKYMEHTOB.

IIpuxas.

IIpuka3 - mnpaBOBOW JIOKAJIBHBIM HOPMATUBHBIM aKT, KOTOPBIA U34ACTCS
€OUHONNYHO pykoBoautesneM OV U ynoCTOBEpSET PEMIEHUS OpraHU3aluOHHO-
pPacCoOpAIUTEIBHOIO XapaKkTepa.

[IpuKa3bl U31ar0TCA 10 OCHOBHBIM BOIIPOCaM JEATENBHOCTH, AIMUHUCTPATUBHO-



XO3SIIICTBEHHBIM BOIIPOCAM U KaJpOBBIM BollpocaM (JIMYHOMY cocTaBy) OV.

[Ipuka3 monamuceiBaeTcs B COOTBETCTBUM C TpPEOOBAaHUSMH, YKa3aHHbIMU B
[Tonoxxenunu.

[Tocne moamucaHusi MpuKa3a U3MEHEHUS W/WMIU JOMOJHEHUS B HEro BHOCATCA
MyTEeM M3JIaHusI HOBOTO MPHKa3a O BHECEHWU U3MEHEHUI W/UITU TOTOTHEHU.

[Tpukas, kak npaBuio, odpopmisiercss Ha O1anke OY B me4yaTHOM BUJE.

[Tpuka3 umeer creayrolue PeKBU3UTHI: HauMeHoBaHue OV cOrjacHO ycTaBy;
HauMmeHoBaHue Buaa nokymeHra (IIPMKA3), nata, HOMep, MeCTO COCTaBJIECHMUS,
3arojIOBOK K TEKCTY, TEKCT, HAMMEHOBAHHUE JOJIKHOCTH, MOAMNKUCH JOJKHOCTHOTO JINLA
(vHMLMANBL, (PaMUIINA), BU3bI COTTIACOBAHMSI, 03HAKOMIICHUS.

Jlatoii mnpukaza (pacnopspkeHHs) SBJSeTCsl JaTa ero noxanucaHus. Jlata
odopmigercs tU@POBBIM CIIOCOOOM; HOMEP COCTOUT U3 3HaKa «No» M MOPSAKOBOrO
HoMmepa npukasa: ot 00.00.0000 Ne 000.

CopepxkaHne TMprKa3a KpaTKO HM3JIaraeTcsl B 3arojIOBKE, KOTOPBIM HAYMHAETCS C
npenora «O» U COCTaBISAETCA C MOMOIIBI0 OTIJIATOJIBFHOTO CYIIECTBUTENBHOTO («O0
YTBEPKACHHH...», «O CO3JaHUMU...») WU CYIIECTBUTENBHOIO («O0 HTOTax...»).

B mpukazax TekcT wu3maraeTcsi OT TMEpBOrO JIHMIA EIUHCTBEHHOTO YHCIa
(«TpuKa3bBIBAION ).

Bo BpeMsi 03HakKOMJICHHsI ¢ MPHUKA30M YKa3aHHBIMH B HEM JHUIIAMH Ha MEPBOM
HK3EMILTSPE MPUKa3a MPOCTABISIOTCS TOIMUCH C YKa3aHUEM JaThl O3HAKOMJIICHUSI.

Howmepa cTpanuil mpoCTaBISIOTCS OCEPEANHE BEPXHETO MOJIS JINCTA HAYMHASL CO
BTOPOTO JIUCTA.

[Tpukaspl HyMepylOTCa B HOPSAKE UX M3AAHUS B Ipelenax KaJeHAapHOro rona;
IpUKa3bl 110 OCHOBHOW JESATENBHOCTH U IO KaJAPOBBIM BOIpPOCaM (JIMYHOIO COCTaBA)
MUMEIOT OTJEJIbHYIO MOPSAIKOBYIO HyMEpAlHUIO.

[Tpu Hymepaluy NprUKa30B I0MYCKAETCSA UCIOJIb30BaHUE JOMOJHUTEIbHBIX OYKB.

[Tpumep:
K - kaapsbi;
O/l — ocHOBHAas 1eSITEJILHOCTD;
Y — o0yuawimmuecs.
[Ipuka3 BCTymaeT B CHITy ¢ MOMEHTA €Tro ToAnucanus pykoBoauteneM OV, eciu B
TEKCTE HE yKa3aHO JIPYToro CpoKa.
[Tpukassl perucTpupyrotcs B KHUre/sxKypHaie perucTpaliu NpuKasos (npunoscenue 2).
[Ipukas3el ¢popmupyrorcss B Jlenmo omun pa3 B kBapTan. Kuura/xypHan
MIPOHYMEPOBBIBACTCS, MPOIIHYPOBBIBACTCS, CKPEIISETCS TOMANUCHI0 PYKOBOAMUTENS U
nedateio OV (npunoxkenue 1). B koHne kanenaapuoro roaa Jemno (ue 6onee 250 1ucToB)
odhopmisieTcs B cooTBeTcTBUH ¢ [lomokeHneM 00 apxuBe.

IIpuka3bl 10 OCHOBHO AeSITEJIbHOCTH.

TekcTt npukaza mo BOmpocam OCHOBHOM JiesITeNbHOCTH OY COCTOUT U3 ABYX YacTE
- KOHCTaTtupytouiei (mpeamOyJibl) U pacnopsaIuTEIbHOM.

B KoHCTaTupyromend 4YacTh OTPAKAKTCA LEIH W 3aJa4d IPEIIHACHIBAEMBIX
NEWCTBUM, TPUYMHBI U3JaHUS MPHUKA3a, NACTCS CChUIKA HA JTOKYMEHT, MOCIYKUBIIAN
OCHOBAHHEM ISl TIOArOTOBKHM MpHKa3a. YKa3aHHAs 4acTb MOXKET HAYUHATBHCSA CO CIIOB



«Bo ucnonuenue...», «C 1enpo...» U ToMy nojgodHoe. Ecium AOoKyMeHT u3gaeTcsi Ha
OCHOBAaHUM JPYroro pacrnopsauTEIbHOrO JOKYMEHTa, B KOHCTAaTHPYIOUIEH 4YacTu
YKa3bIBAa€TCSl Ha3BaHWE BHUJAA ITOrO0 JOKYMeEHTa, ero aBTop (MwunucrepcrBo, CoBer
MUHHCTPOB H Jp.), JaTa, HOMEP U 3arojJoBOK. ToUKa B KOHIIE KOHCTATUPYIOIIEH YaCTH HE
CTaBUTCA.

PacnopsnurenbHas 4dacth npukaza HaunHaeTcsa co cioBa [TPUKA3BIBAIO,
KOTOpOE TI€YaTaeTcsi ¢ HOBOM CTPOKH OONBIIMMH OyKBaMH 0€3 OTCTYILJICHHS OT JIEBOTO
NOJISI U KaBbIUEK, MOCIIEC YETO CTABUTCS IBOETOUME.

PacnopsnurenbHas 4YacTb JEAUTCA Ha IMYHKTbl W TOJINYHKTBI, KOTOpbIE
HyMepyloTcst apaOckumu 1udpamu. B KaxaoM NyHKTE [TOJDKHBI OBITH YKa3aHbI
UCIIOJIHUTENM, KOHKPETHBhIE 3aJaHusi (MOpY4YEHUs)) M CPOKM UX BBINOJIHEHUS.
Ucnonnutenn MoryT OBITh Ha3BaHbl TakkKe OOOOIIEHHO: «PYKOBOJUTEISIM
METOIMYECKUX 00BEAUHEHUI, «3aMECTUTENIIM AUpeKTopay. [Ipu 3TOM, Kak mpaBuIio, HE
MPUMEHSETCS HANUMCaHUE HEKOHKPETHBIX MOPYYEHUW, KOTOpBIE COJAepKaT CJoBa:
«YCKOPHUTBY, «YJTYUYLIUTHY, «aKTUBHU3UPOBATHY, «OOpaTUTH BHUMAHHE,
«COBEPLIEHCTBOBATHY, IIPOJIOJKUTH U T.II.

OtaenbHble 3aaHusl (Hampumep, 3a7aHusi, coAepKalue LU(QPOBBIE TaHHBIC)
MOTYT O(QOpPMIISITECA B BHJI€ NPHIOKEHUS K MPHUKa3y CO CChUIKOM Ha HUX B COOT-
BETCTBYIOIIMX MyHKTaX MpUKa3a U 0OPMIISIIOTCS COTIaCHO JaHHBIM PekoMeHJauusiM.

CrpaHul1bl IPYKa3a U MPUITIOKEHNNA HYMEPYIOTCS KaK €IUHBINA JOKYMEHT.

Ecim mnpukazom OTMEHSIETCS NPEABIAYLIMI  pacHOpPSAUTENbHBIA  JTOKYMEHT, B
pacnopsAINTEIbHON YaCTH YKAa3bIBAETCS IYHKT, KOTOPBIN JOJHKEH HAYMHATHCSA CO CJIOB:
«IIpru3HaTe yTpaTUBLIIUM CUILY...».

W3MeHeHus1, BHOCUMBIE B IIPUKa3, 0POPMIIAIOTCS OTAEIbHBIM IPUKA30M, KOTOPBIi
JOJDKEH UMETh TaKO# 3aroyioBok: «O BHECEHUH U3MEHECHHUM /WA JOTIOJIHCHUH B IIPHUKA3
...» C YKa3aHHMEM JaThl, HOMEpPA, 3aroJIOBKAa PACIOPSAUTENBHOIO TOKYMEHTA, B KOTOPBII
BHOCSITCS M3MEHEHUS. PacniopsinuTenpHas yacTh MPHUKa3a HAYMHAETCS C TAKOTO MMyHKTA:

1. BHecTr u3MeHEHHUs B IPUKA3...

Jlanee  OTAENbHBIMUA  MOANMYHKTaMH  (POPMYJIHMPYIOTCA  WU3MEHEHUs B
pacnopsIMTEIbHbIA TOKYMEHT.

[Ipumep -

1) myHKT 2 W3JI0KUTH B CICAYIOIICH PEIaKIIHH;

2) TMYHKT 3 UCKJIFOUUTH;
3) ab3arr BTOpOii MyHKTa 4 JOMOJHUTH CIIOBAMH. ..

Ecnu u3MeneHus B pacnopsiAuTEIbHbINA TOKYyMEHT OQOPMIISIFOTCSI HA OTAEIBHOM
JUCTE (JINCTAX), B IEPBOM IIYHKTE PACIOPSAAUTENBHON YaCTH MPUKa3a yKa3bIBACTCS:

1. BHecTn u3MeHeHus B...

[TocnenHuii TyHKT pacHOPSIUTEIHHOM YacTH B Cliydae HEOOXOIUMOCTH MOXKET
COJIEpKaTh PEUICHHE O BO3JIOKEHUHU HA JAOJHKHOCTHOE JIMLO (PYHKIMHA MO KOHTPOJIO 3a
UCIIOJIHEHUEM TPUKa3a.

IIpuxa3sel 10 KaApPOBbLIM BOIIPOCAM.

[Ipuka3pl MO KaJApOBBIM BOIpocaMm (JIMYHOMY COCTaBy) O(QOPMIISIIOTCS Kak B
yauuuupoanHoit popme (ITocranosnenue I'ockomcrara PO ot 05.01.2004 Ne 1 «O6
YTBEPXKJICHUU YHUPUIIMPOBAHHBIX (HOPM NEPBUYHON YUETHON JOKYMEHTALIMH MO YUETYy



TPYJla ¥ €r0 OIIAThI»), TAK U B TEKCTOBOM.

JlaHHbIN BUA MPUKa30B 0POPMIISIETCS B BUJI€ MHAWBHIyaIbHOTO UM CBOJIHOTO.

B unauBHayanbHOM MpuKasze coaepXutcs nHpopMaius 00 0AHOM pabOTHHUKE; B
CBOJHOM - O HECKOJIbKHX, HE3aBUCHUMO OT TOTO, KAKHU€ YIIPABIECHYECKHE PEIIECHUS 110 HUM
NpUHUMarTCs (IpueM Ha paboTy, Ha3HAYEHUE Ha JOJDKHOCTb, MEPEBOJ Ha JIPYTylO
JOJDKHOCTE (paboTy), yBOJIBHEHUE H JP.).

CopnepxaHre WHIMBHyalbHOTO MpHKa3a IO KaJIpOBBIM BompocaM (JIMYHOTO
COCTaBa) KpaTKO M3Jaraercs B 3arojoBKe, KOTOPBIA HauuHaercs c mpemyiora «O» u
COCTABJISIETCS] C MOMOIIBIO OTIJIArOJILHOTO CYIIECTBUTEIBHOTO: «O Ha3HA4YEeHHH...», «O
OPUHATHUH...». B CBOAHBIX MpHKa3ax MOXKET MPUMEHSITHCS 0000IIEHHbIN 3aroia0BokK: «O
KaJIpOBBIX BOMpocax», «O JIMYHOM COCTaBe».

B TekcTe mpukaza mo KaJapoBbIM BOINpocaMm (JIMYHOMY COCTaBy), Kak IMpaBUIIoO,
KOHCTaTUPYIOIIAsl 4aCTh HE OTMEYAETCS.

PacnopsiaurenbHas 4acTh NpUKa3a HAYMHAETCS, Kak MpPaBWIO, C IJaroia B
HeonpeneneHHou popme: «lIpunsaTey», «Haznauutey, «IlepeBectn», « OOBIBUTH) U TOMY
nmogo0HoeE.

Hanee ykaspiBatoTcsi (pamumusi, uMs, oT4yecTBO (IIpU HAIM4UUK) pabOTHHKA, HA
KOTOPOT'O paclpoCTpaHseTcs AeHCTBUE MPUKa3a, U TEKCT MpUKa3a. B cBoJHOM npukasze
(haMuIMu JIMILL B IPEJENIax MyHKTOB pa3MeNatoTcs 1o andaBuTy.

B npukaze 0 Ha3HAYEHUH WIH YBOJbHEHUH PAa0OTHHKA YKa3bIBA€TCS MOJIHAS aTa
(uucmo, Mecdil, rojJ) (PaKTUYECKOro BbIXOAa pabOTHHKA HAa PaboTy (MpeKparieHus
TPYAOBBIX OTHOIIEHUI), pa3Mepbl €ro JOHKHOCTHOIO OKJIaja COTJIACHO IITATHOMY
pacnuCaHuIo.

B cBogHOM nmpuKkaze MO KaapoOBBIM BompocaMm (JIMYHOMY COCTaBy) B
pacnopsiANTENbHYIO YacTh BKJIOYAETCS MHGOpMalus, KOTOpas pa3MeliaeTcs B TakKoi
MOCJIEI0BATEIbHOCTH: IPUEM Ha paboTy, IEPEBO/I, YBOJIbHEHUE.

B kaxmoMm TyHKTe MpuKa3a MO KaJpOBBIM BOmpocamM (JIMYHOMY COCTaBy)
YKa3bIBAETCSI OCHOBAHUE OTHOCUTENIBHO €ro M3/1aHus (3asBiieHHE paOOTHUKA, TPYAOBOM
JOrOBOp (corjamieHue), JOKIaJHas 3almucKa, MPeICcTaBICHHEe, X0JaTaliCTBO, PELIEHUE
aTTecTtaiiMoHHol komuccuu OVY) u T.1.

Pacnopsxenue.

PacnopskeHue - pacropsauTENbHbIN JIOKAIbHBI HOPMATUBHBIA ITPAaBOBOW aKT,
KOTOpBIA U3JaeTcst pykoBojsammMm pabotHukoM OV (Hanpumep, 3aMeCTUTENEM
PYKOBOIMTENSA, PYKOBOAMTEIEM CTPYKTYpHOTO TIOApPA3AeieHUs) MO BOIpocam
MH(}OPMALIMOHHO-METOJUIECKOT 0, aAMUHUCTPATHBHO-XO3A1CTBEHHOTO U
OpPraHU3alMOHHOTO XapaKTepa, BXOAAIINMM B €r0 KOMIETEHIIUIO.

Pacnopsbxkennem  oQOpMIISIOTCS  BOMPOCHl  KPaTKOCPOUHOTO  OAHOPA30BOTO
XapakTepa.

PacniopskeHust COCTaBISIOTCA AaHAJNOTUYHO TNpHKa3aM (B TMEYaTHOM BapUaHTE)
MokHO 0e3 cioBa «[IPUKA3BIBAIO».

KoHcratupyromass 4YacTb TEKCTa B PACIOPSOKEHUSX — OTHENISIETCS  OT
pacnopsiautensHoi  vactu  cinoBamu:  «IIPEJJIATAKO», «PEKOMEHIYIO»,
«OBA3BIBAIO», « CHUTAKO HEOBXOJAMMbIM».

Pacnopspkenus: peructpupytorcsi B Knure/skypHanie peructpaluuu pacriopsbKeHH



(npunosicenue  2). Kuura/xypHaa  TpOHYMEPOBBIBACTCS,  MPOIIHYPOBBIBACTCS,
CKpEIUISETCs IOIMUChI0 pyKoBoAuTeNs 1 niedaTthio OY. Pacnopsokennst popMupyroTcst B
Jleno onuH pas B KBapTall. B koHue kanengapHoro roaa Jlemno (ae 6osee 250
mucToB) oopmisieTcss B cooTBeTcTBHM ¢ [lomoxkeHnem 06 apxuBse.

IIporoxko.i.

[Ipomecchl  MpUMEHEHUs  YNPABJICHYECKUX  PEIICHHH  00pa3oBaTelbHOU
OpraHu3allied M caMHM pelIeHUS JOKYMEHTHPYIOTCA C IIOMOIUBID IIPOTOKOJIOB
KOH(EpEeHLINH, IelarOrHYeCKUX COBETOB, KOMUCCHI U TIp.

B mnporokosiax 3acenaHuil KOJUIETMAJIBHBIX M COBEIIATENIBHBIX OpPraHOB TEKCT
U3JaraeTcsi OT TPEThEro JIMIA EAMHCTBEHHOTO YHcia («IEeAarorn4eckuil COBET...
[IOCTAHOBJIIET», KCOOPAHHUE... PEIINUIION ).

IIpOTOKOI COCTABIISIETCS HA OCHOBAHUU 3aIIUCEN, CCTaHHBIX HEITOCPEICTBEHHO BO
BpeMs 3acelaHHil, MPEeACTaBICHHBIX TEKCTOB M TE3UCOB JOKJIAJ0B W BBICTYIUICHUH,
CIIPABOK, MMPOEKTOB PEIICHUMU.

[IpOTOKOJI MOKET COCTABIIATHCS KaK B PYKOIIUCHOM, TaK U B IeYaTHOU (popme.

JlaToil mpoToKoia ABISIETCS Jara NpoBeldeHusa 3acenanusd. Eciau 3acepanue
MIPOJIOJIKAJIOCh HECKOJIBKO JTHEH, TO Uepe3 TUPE YKA3bIBAIOTCS IEPBBINA U TIOCIETHUMN JEHb
3aceIaHusl.

Homep npoTokona I0MKEH COOTBETCTBOBATH MOPSAIKOBOMY HOMEpPY 3acelaHusl.
Hymeparnus npoToKoI0B BEAETCS B MPEAEIax KAICHIAPHOTO roAa OTAEIBHO 110 KaXK 101
IpyIIIe IPOTOKOJIOB 3aCEAaHUsl COOTBETCTBYIOIIETO KOJIJIETHAJIBHOTO OpraHa.

B pekBH3UTE «MECTO 3aceaHrs» YKa3bIBACTCS HA3BAHHWE HACEJIICHHOIO IIYHKTA, B
KOTOPOM COCTOSIJIOCH 3aCEaHueE.

3aroyIoBOK K TEKCTY MPOTOKOJIA I0JKEH 0TOOpaXkaTh BUJ 3ace1aHus (COBEILlaHuE,
cobpanne, KOHGEPEHIHU U T.I1.) WK KOJJICTHAIBHOMN JIeITeIbHOCTH (KOMHUCCHS, COBET,
cobpanue, paboyas TpyIina U T.I1.) ¥ BKJIIOYaTh Ha3BaHUE BUJIA JOKYMEHTA.

TekcT mpOTOKOJIa COCTOUT U3 BBOAHOW M OCHOBHOM YacCTEM.

BBonHas yacTh conepkuT nocrosiHuyto nHpopmaruio (cinosa [IPEJJCELATEJID,
CEKPETAPH, IIPUCYTCTBOBAJIM) u mnepeMeHHyio (dhamuinsg, HHULHAIBI
npejacenarens, ceKperaps U NpUCYTCTBYOMUX). [Ipn HEOOXOAMMOCTH YKa3bIBAIOTCS
JOJKHOCTH MPUCYTCTBYIOUIUX, @ TAKKE€ MHHUIMAIIBI, (PaMUIUU JODKHOCTU JIUL, MpHU-
IIalIEHHBIX Ha coBewanue. [Ipu konnyecTBe yyacTHUKOB Oosiee 10 cocTaBisieTcs: cnu-
COK IIPUCYTCTBYIOIINX, KOTOPBIN MpUiIaraercs K NpoTOKOIIY.

Ecau nporokon odopmisiercs B nedarHou Gopme, To cioa [TPEJICEATEJIb,
CEKPETAPBD, ITPUCYTCTBOBAJIN neuyaTtatoT OT HyJI€BOTO MOJOXKEHUS TaOyIsTOpA,
OT 2-TO TOJIOKEHHUsI TalyJsATopa CTAaBUTCS TUPE, MHULKAIBI U (PaMUIMK MUOIYT B
MMEHUTENIbHOM najexe. daMuIny NpUCYTCTBYIOUIMX paclojaraiTcs B andaBUTHOM
MOPSIZIKE U MeYaTaroTcs yepe3 1 MeXCTpOUHbI NHTEPBAI.

BBosHas yacTh MpoTOKOJia 3akaHuuMBaeTcs: moBecTkoi AHs. CrnoBa «lloBecTka
THSD» TIeYaTaloT OT HYJEBOTO MOJOKEHUS TaOyIsATOpa, MOCIE HUX CTaBUTCS JBOETOUME.
Bomnpocsl noBecTku AHS HyMepyroTcs apaOckumu mudpamu. Kaxnapiii HOBbI BOIpPOC
neyaTaroT oT 1-ro nojoxkeHus TadymisTopa.

[TocnenoBaTebHOCTh PACIOJIOKEHUSI BOMPOCOB OINPEAEISETCS CTENEeHbI0 X
BaXXHOCTH. Bompockl mnepedyucnstorcss B MMEHUTENbHOM mnaaexe. Jlokman (oruer,



coobuieHue, nHpopmalus ), HAMMEHOBaHUE TOHDKHOCTH, MHULIMAIIBI U (PaMUJTUIO TOKJIAT -
YMKa NUIIYT B POAMUTENILHOM majaexe. He pekoMeHayeTcsl BKIKOYaTh B MOBECTKY JHS
Borpoc «Pa3noe». Kaxaplii Bonpoc J0JKEH ObITh KOHKpETH3UpoBaH. DopMHUpOBaHHE
BOIIPOCOB B MOBECTKE JHsI HaunHaeTcs ¢ mpematora «O (O0)».

OcHOBHasE 4YacTh MPOTOKOJA COCTOMT M3 PAa3JeioB, KOTOPBIE JOJHKHBI
COOTBETCTBOBATh ITyHKTaM MOBECTKH JHs. Pasznesnsl HyMepyroTcs apabckumMu nudpamu u
CTPOSITCS IO TAKOU CXEME:

CJIYIOAJIN - BBICTVYIIMJIA - PELLIJIN (ITIOCTAHOBUJIN),

VYKkazaHHbIE CJOBa MeyaTaloTcs OOJbIIMMHU OyKBaMHM 0€3 OTCTyMa OT TPaHUIIbI
neBoro noJiist. [Tocne 3Tux OB CTaBUTCA IBOETOYHE.

[Tocne cnoBa CIIYIIAJIN yka3piBaeTcsl KpaTKUH TEKCT BBICTYILIEHUSI OCHOBHOTO
nokIagurka. GaMuIvs U MHALMANBI KAKIOT0 JOKJIaUMKa [I€YaTatoTCs ¢ HOBOM CTPOKH.
KpaTkuii TEKCT BBICTYIUIEHUS U3J1aracTcsl B TPEThEM JIULIE €AIMHCTBEHHOTO YHCIIA.

TekcTbl UM TE3UCHI JOKJIAI0B M BBICTYIUIEHHM, OPOPMIIEHHBIE KAK OTICJIbHbIC
JOKYMEHTBI, B TEKCT MPOTOKOJa He BKItoyarorcs. llocime cBeneHuid O JOKIagYUKe
CTaBUTCA THUpE W YyKas3biBaeTcs: «TekcT pokimana (BBICTYIUIEHHWS) MpUIAraercs K
MIPOTOKOIY».

[Tocne cnoBa BBICTYIIMJIN ¢(uxcupyroTcsi BBICTYIUIEHUS T€X JHL, KOTOPbIE
MPUHSIIM yYacTue B 00CYXAEHUU J0KIJIaaa. BeicTymiieHns ohopMIISIFOTCS B IPOTOKOJIE €
YKa3aHUEM JOJDKHOCTEH, (paMUIMil M WMHULMAIOB, BBICTYNAIOMIMX B MMEHUTEIBHOM
nazekxe, a TaKKe C KPaTKUM H3JI0KEHUEM COJEp>KaHMs BOIPOCAa M OTBETOB Ha HETO.
ConeprkaHne BBICTYIUIEHHN W3JIaraeTcsl OT TPETHEro JUIA €IMHCTBEHHOIO YHCIIA.

[Tocne cnoa PEHINJIN (ITOCTAHOBWJIN) dukcupyeTcsi mpuHATOE pEIICHUE
o 00Cy»XJAaeMOMy BOMNPOCY IMOBECTKU JHA. PemieHue MOKHO ObITh KOHKPETHBIM U
BKJIFOYATh COCTABJISIOLIME, KOTOPBIE OTBEYAIOT HA CIIEAYIOLIME BOIIPOCHI: KOMY, YTO
CIIeJIaTh U B KAKOM CPOK.

Pemenus, conmepkalipe HECKOJIbKO BONPOCOB, MOJAPA3JECISAIOTCA HAa MYHKTHI U
MOAMYHKTBI, KOTOpble HyMepyroTcs apaOckumu mudpamu. [loamyHKTEl HyMepyroTcs
uudpaMu ¢ TOUKOU.

B cinywae, xorma Ha 3aceJaHUM OPUHUMAETCS pEIICeHHE 00 YyTBEPKICHUHU
JOKYMEHTa, KOTOpBIM O0OCYyXHajics Ha 3aceJaHuu, ATOT JIOKYMEHT IMpuiaraerci K
MIPOTOKOJY M B HEM JIETAEeTCs CChUIKA Ha HOMEpP U AaTy npoTokoia. [Ipu Hanuuuu Apyrux
JOKYMEHTOB, KOTOPbIE paCCMAaTPUBAIIUCH HA 3aceaHuu, U PakT 00CYKIECHHSI KOTOPBIX
Obl1 3apuKkCUpOBaH B TEKCTE MPOTOKOJIA, OHU HYMEPYIOTCS apaOCKuMmu Iudpamu
(ITpunoxenue 1, Ilpunoxxenne 2). B cOOTBETCTBYIOMUX MyHKTaX MPOTOKOJIA JIETAeTCs
CCBUIKA HA 3TU NPUIOKEHUS.

[IpoTOKOA MOANMCHIBAETCS MPEACENATENbCTBYIOIIMM Ha 3aCelaHuHd  KOJ-
JIETHAJIBHOTO OPraHa U CEKPETAPEM.

Belnicka u3 mMpoTokosia — TOYHAsk KONUS 4acTH TEKCTa MOJJIMHHOIO MPOTOKOJA,
OTHOCAILEroCsl K TOMY BOIPOCY TMOBECTKH [HSA, MO KOTOPOMY TOTOBHUTCSI BBINKCKA.
Brinucka U3 mpoToKoia CONEPKHUT CIEAYIOLIMe PEKBU3UTHI: HauMeHoBaHue 001meOV,
Ha3BaHUE BHJa JIOKYMEHTa (BBIIMCKAa W3 NPOTOKONA), JlaTa 3acedaHusi, MeCTO
COCTAaBJICHMS], 3aTOJIOBOK K TEKCTY, TEKCT, MOJMUCH, OTMETKY O 3aBEPEHHUH KOTIHH.

[Ipotokomnsl peructpupytorcss B KHuUTre/KypHaje perucTtpanuud MpPOTOKOJIOB
(npunosicenue  3).  Kuura/xypHal  NTPOHYMEPOBBIBACTCS,  IPOIIHYPOBBIBACTCS,



CKpEITUIAeTCsl MOAMNKUChI0 pyKoBoauTens u nedarbio OY. IIporokonsr hopmupyroTcs B
Jleno onuH pa3 B kBapTai. B xonie kamengaproro roga /eno (ue 6omee 250 nmuctoB)
odopmsieTcss B cooTBeTCTBUU ¢ [lomoskeHnem o0 apxuBe.

Ciy:keO0HOE M CBMO.

CayxxeOHO€ THUCBMO COCTaBJISIETCS C LEJIbl0 O0OMEeHa HHpopmanuen u
MpeICTaBIsIeT COOO0M:

- OTBETBl O BBINOJHEHUM 3aJaHUM, OINPEIECICHHBIX B aKTaX OpPraHoB
rocyJapCTBEHHOW BJIACTH, TOPYUYECHUSIX BBICIIUX JTOKHOCTHBIX JIHLL;

- OTBETHI HA BBIIOJHEHUE MOPYYEHU BBIIECTOAINX OPraHU3alnid;

- OTBETHI HA 3aIPOCHI IPYTUX YUPEKICHUN;

- OTBETHI Ha OOpaIeHHsI TPaK/IaH;

- OTBETHI Ha 3alpOChl Ha UHPOPMAIIHIO;

- MHULHAATHBHBIC [TMCHMA,

- COIPOBOJUTENBHBIC TUCHMA.

Cnyxe0OHoe nuceMo odopmitsiercs: Ha Onanke OV,

IIncbMO uMMeEEeT CcheAyroIMe pPEKBU3UTHL: JaTa, PETUCTPALMOHHBIA HOMeEp
(ucxonAuwmii), CChIKa Ha PErMCTPAIlMOHHBIN HOMED (BXOJAIIMI) U 1aTy TOKyMEHTa, Ha
KOTOPBIN JaeTcsi OTBET (IIPU HAJIMYMU), aApEcaT, 3aroJ0BOK, TEKCT, OTMETKA O HAJIMYUH
MPUWIOKEHUH (B CiIydae HEOOXOUMOCTH ), HOJIUCH, cBeAeHus 00 ucnoanutene (O.1.0.,
KOHTAaKTHBIA HOMEp TesnedoHa).

JlaToi mmcema SIBIISIETCS JaTa €ro MOJANKMCAaHWsA, KOTOpas JOJKHA COBIIAJATH C
JATOM PETUCTPALMHU UCXOIAIEN KOPPECTIOHICHIINH.

OCHOBHBIM PEKBH3UTOM CIY>KEOHOTO MUCbMa SIBISETCA TEKCT, KOTOPBIM, Kak
IIPABUJIO, COCTOUT M3 JIBYX 4acTel. B mepBoi 4acTu yKa3bIBAETCS PUYUHA, OCHOBAHUE
WK 000CHOBaHME MOATOTOBKH MHCHbMA, MPUBOJSATCS CCHUIKA HA JOKYMEHTBI, KOTOPbIE
ObUIM OCHOBAaHHMEM /Il €ro cocraBjieHus. BrTopas uacThb BKJIIOYAaeT BBIBOJBI,
peI0KEHHs, TPOCHOBI, PELIEHUs U T. M., KOTOPbIE pa3MellatoTces ¢ adb3ana.

Kak npaBuio, B nucbMe 3aTparuBaercs OJMH BOIIPOC.

Texkcr mnuceMa wu3naraercs OT NEPBOrO JMIA MHOXECTBEHHOIO 4YHCIA C
HCIIOJIb30BAaHUEM CJIOB: «IIPOCHUM COOOIIUTE...», «Pa3bICHSIEM, UTO...».

Cnyxe0HOe MUChMO MOANMUCHIBaeTCs pykoBoautenem OV,

Cnpaska.

CrpaBka - TOKyMEHT, MOTBEPKAAIOIINI KaK1e-Tu00 (PAKThI UM COOBITHS.

CrnpaBku OBIBAaIOT IBYX BHJIOB:

CrnpaBka [l ONHMCAHWST WKW TIOATBEPXKACHUS (HAKTOB, WIM COOBITUN B
NEeSATEeIbHOCTU OpTaHU3aIlNH.

CrnpaBkd COCTaBISIOTCA IO YKAa3aHUIO BBIMICCTOSIICH OpraHU3alvu  Wiu
pykoBogutens OY mis uHpopmaluu O BHIIOJIHEHUHU TUIAHOB, 3aJaHUN, TTOPYYEHUN U
PEACTABIISIOTCS B YCTAHOBJICHHBIE CPOKH.

Texcm maxkou cnpasku cocmoum u3 08yxX 4acmel.

B niepBoii yactu uznaratorcst pakThl, MOCIYKUBIIHUE TOBOJOM K €€ HAIMMCAHUIO, BO
BTOPOU - MPUBOAATCA KOHKPETHBIEC JaHHbIe. BBIBOABI U MpPENsiOKEHUs B CIPABKE HE
JAIOTCS (32 UCKITIOYEHUEM aHAIUTUYECKOM ).



Cnpagka J10;kHa OOBEKTUBHO OTpaXkaTh COCTOSTHUE JIEJ, €€ COCTaBJICHUE TPeOyeT
THIATEIBLHOI0 cOOpa U MPOBEPKU CBEICHUMN, MOTYT IIPUBOUTHCS TAOJIHIIBI.

CnpaBkH, COCTaBJICHHBIC [JII PYKOBOJAMTENSI OpraHU3allid, MNOJNKUCHIBACT
COCTaBUTEIIb.

CrpaBk#, KOTOPBIE COCTABJISIOTCS MO YKAa3aHUIO BBIMIECTOSIIICH OpraHu3aluu,
MONUCHIBAET pyKoBoauTeNlb OV,

JlaToi cipaBKU ABJSETCS JaTa €€ MOANUCAHUS.

CnpaBku, yAOCTOBEpSIONIME IOpUAWYecKHe (aKThl: MOATBEPKIACHUE MecTa
paboThI, 3aHUMAEMOM JTIOJHKHOCTH, pa3Mep 3apab0THOM TIaThl U T.1.

JIns HUX TpUMeEHSIoTCs YHUDUIIMpOoBaHHbBIE TpadapeTHbIC OJIaHKH.

Takoro poja copaBKM BBIAAIOTCSA 10 3aMpocaM 3auHTEPECOBAHHBIX  JIUIL
(COTpYTHHUKOB) WJIH YUPESKJACHUN U PETUCTPUPYIOTCS B )KypHAJIC BbIIaBAEMbIX CITPaBOK.

Joxknannas 3amucka.

JloknanHass  3amMcKka - JOKYMEHT, aJpECOBAHHBIA  PYKOBOJUTEIK H
MH(POPMUPYIOLIUH €0 O CIOKUBILIEHCS CUTyallul, UMEBILIEM MECTO SIBJICHUM WM (paKTe
BBINIOJTHEHHOHN pa0OThl, a TAKXKE COAECPKAILNUN BBIBOJIbI U IPEIOAKEHHS COCTABUTEIIS.

JlokiiagHas 3aIIMCKa MOKET BBIIOJIHATHCS PYKOIIUCHBIM CIIOCOOOM.

TexkcT DOKIIaIHOM 3aIMCKHU IEJIUTCS Ha IBE YACTH: IIEpBas - KOHCTaTUPYrOLIas, I/1e
M3JIaraloTCs UMEBIIME MECTO (PAKThl UM OMMCHIBAETCS CUTyalUs, U BTOpas, B KOTOPOU
M3JIaraeTcs NpeaioKeHne, mpochoa.

TexkcTy  MOKJIAgHOM  3amUCKM  00s13aTE€IbHO  MPEIIIECTBYET  3aroJiOBOK,
HauynHaromuics ¢ npeayora «O», «Oo».

Joxnagnas 3anvucka opopMIISIETCS Ha TUCTe Oymaru.

AKT.

AKT - JOKYMEHT, COCTABJICHHBI HECKOJbKMMH JIMIAMU W TOATBEPKIAOIIUN
YCTaHOBJIEHHbIE (DAKTHI U IEUCTBUSI. AKTBI O(POPMIISIOTCS 110 pe3yJIbTaTaM PEBU3UMA, IPH
npuemMe-nepeaye e, CMCaHuU UMYIIECTBA U TOMY MOJ00HOE.

AKT odopmisieTrcss Ha cTaHgapTHoOM Jjucte Oymaru ¢opmara A4 U HUMeEeT
CIENyIOIME PEKBU3UTHI: Ha3BaHWE JOKYMEHTa, TIpuU(p  yTBepxkAeHUS (IIpu
HE00XOJAMMOCTH), AaTa U MECTO COCTABJIEHUS, 3ar0JIOBOK K TEKCTY, TEKCT, MOJIMUCH JIUI]
(HE MeHee Tpex), KOTOPbIe COCTABIISIIN aKT.

TekcT akTa COCTOUT U3 BBOJHOW U KOHCTATUPYIOILIEN YacTEu.

B BBOJIHOM 4acTH yKa3bIBalOTCS OCHOBAHMS JJIsI COCTABIICHUS aKTa U Ha3bIBAIOTCS
JILA, KOTOPhIE COCTABWJIM aKT WJIM MPUCYTCTBOBAIM NpPHU 3TOM. B KOHcTatHpyroiei
YacTH W3Jaraercsl CyTh, 3a/laud, XapakTep MpOoJeNaHHON padOThl, yCTAaHOBJICHHBIE
(bakThl, IPeNNIOKEeHNUS U BBIBOIbI. KOHCTaTHpYIOIIas 4acTh MOKET O(POPMIISTHCS B BUJIC
Tabuilbl. B KOHIIE TEKCTa akTa 3aIMCHIBAIOTCS JAHHBIE O KOJMYECTBE IK3EMIUIIPOB aKTa
U UX MECTO HaXOXACHHUS.

AKT NOANUCHIBAETCS BCEMU JIMIIAMHU, IPUHUMABIIUMH YYaCTHE B €T0 COCTaBJICHUHU.

JIuno, nMeroniee 3aMeyaHusl K COACPKAHUIO aKTa, MOJIMUCHIBAET €r0 U U3Jaraet
CBOE€ MHEHUE Ha OTJEIbHOM JIUCTE, KOTOPBIM MpUIaraercs K akry.

Tenerpammbl, Tej1e(pOHOIPAMMBI, (PAKCUMUJISAPHAS CBA3b.



DTO JOKYMEHT MO OINEpaTUBHBIM BOMpOCaM, IepeaaBaeMblii 1Mo TeneoHy u
3aMUCBHIBAEMBIN [TOTYYaTEIEM.

OO0s13aTeIbHPIMU PEKBU3UTAMH TAaKUX JTOKYMEHTOB SIBIISIOTCS:

- HAaMMEHOBAaHHWE YUPEKJICHUMN aJpecaHTa u aapecara;

- PEKBHU3HUT «OT KOTO» U «KOMY» C yKa3aHHEM JOJDKHOCTH, (paMUIINH, U OTUYECTBA
TOJKHOCTHBIX JIULL;

- HOMEp, J1aTa U BpeMs Mepeaadu U MpruemMa J0KyMEHTa;

- JIOJDKHOCTHU M (haMUJTUU TIEPEIaBILEeTo U MPUHSBILETO JTOKYMEHT;

- HoMmepa TenedOHOB;

- TEKCT U MOJIHKCH.

[locTynuBimIME MNOKYMEHTHI JOJKHBI HMMEThb T€ JKE€ PEKBHU3UTHI, 4YTO U
OTHpPABJISIEMBIE, 32 UCKIIOUEHUEM TOAMKCH.

JIOKyMEHTBI ~ COCTABJSIIOTCS B  OAHOM DJK3EMIUSIPE U IMOJIUCHIBAIOTCS
PYKOBOJIMTENIEM UM OTBETCTBEHHBIMH UCIIOTHUTEIBHBIM.

DJIEKTPOHHBbIE JOKYMEHTBI.

[Topsinok coctaBienusi, 0opOPMIICHUS M COTJIACOBAHUS MPOEKTOB AJIEKTPOHHBIX
JIOKyMEHTOB  OCYIIECTBISIETCSA MO  OOIIMM  MpaBujiaM  JI€JIONPOU3BOJICTBA,
YCTAaHOBJICHHBIM B OTHOIICHUHM aHAJOTUYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.
DJIEKTPOHHBINA JOKYMEHT JIOJIKEH UMETh PEKBU3UTHI, yCTAHOBJICHHBIE JIJIs1 aHAJIOTUYHOTO
JIOKyMEHTa Ha OyMa)KHOM HOCHUTEJIE, 3a UCKIIOUYEHUEM OTTHCKA TIEYaTH.

B mepeueHb 00s13aTENbHBIX CBEJICHUM O JOKYMEHTaX, UCIOIb3YEMBIX B IIEJISIX
y4yeTa U TOUCKa JOKYMEHTOB B CHCTEMax JJICKTPOHHOTO JoKyMeHToobopoTa OV B
COOTBETCTBUHM C IIpaBUIaMHU JieT0nponu3BocTBa B OV, BXOIAT:

~  aJpECcaHT;

- ajpecar;

~  JOJDKHOCTb, (DaMUJIUS M MHULIMAJIBI JIUIA, TTOANUCABIIETO TOKYMEHT;
~  BHUJI JOKYMEHTA;

~ JaTa JOKYyMEHTa;

~ HOMEp JIOKYMEHTA;

~ JaTa NOCTYIUICHHS JOKYMEHTA;

~  BXOJSIIUI HOMEP NOKYMEHTA;

~ CCBUIKa Ha UCXOASIIMI HOMED U JaTy TOKYMEHTAa;
-~ HAMMEHOBaHUE JOKYMEHTA;

~  UWHJEKC JIeNa;

~  CBEACHMS O Mepeaapecalu JOKyMEHTa;

~  KOJUYECTBO JJUCTOB OCHOBHOI'O IOKYMEHTA;

~  KOJIMYECTBO IPUIIOKECHUMU;

~ o0ulee KOJIMYECTBO JIUCTOB MPUIIOKEHUM;

~  yKa3zaHUs [0 UCIIOJTHEHUIO TOKYMEHTA;

—-  JO0mKHOCTh, ®@. 1. O. ucnojJHUTEN;

~ OTMETKa O KOH(pHICHIIMATILHOCTH.

B coctaB mOmONHUTENBHBIX CBEACHHMN 00 AJIEKTPOHHOM JOKYMEHTE MOTYT OBITh
BKJIFOYEHBI CBEJCHUS: HAMMEHOBAaHUE aBTOpPA JOKYMEHTa (E€CJIM aBTOP HE COBHAJAET C
afgpecaHToM (OTHpPABUTEIEM) 3JIEKTPOHHOIO JIOKYMEHTa), OTMETKa O MEPEHOCE CpPOKa



UCTIOJIHEHUS JOKYMEHTA, CPOK XPaHEHMUsl JTOKYMEHTa, HAMMEHOBAHUS MPUIOKEHUN K
AIEKTPOHHOMY JOKYMEHTY, KIIFOUEBBIE CJIOBA, CTATyC JOKYMEHTA (MPOEKT, BEPCHUs), BU]
nepeaadn JoOKyMeHTa (3JIEeKTPOHHON MOYTOM, MOYTOM, (hakcoMm | T. 1.) U Jp.

Cpoku XpaHEHHUS JIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKaM XpaHEHUS
JOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATEIbHBIMM W WHBIMU HOPMATHUBHBIMU
npaBoBbIMH akTamu Poccuiickor deaepannn, TATOBBIMU NEPEUHIMU T AHAJTOTUYHBIX
JOKYMEHTOB Ha OyMa>XHOM HOCHUTEJE.

5. Opranuzanus 10KyMEeHTO000POTA M UCIIOJTHEHUS] JOKYMEHTOB.

IIpuem 1 00padoTKA MOCTYNAIIIMX JOKYMEHTOB.

JIBr>keHME TOKYMEHTOB C MOMEHTA UX CO3/IaHMS WJIU MOJYyYECHUS 10 3aBEPIICHUS
UCIIOJIHEHUSI WJIM OTIPABKU 00pa3zyeT JOKYMEHTOOOOPOT.

B noxymenToob6opote OV BbIAEIAIOTCS CIEAYIOUUE JOKYMEHTONOTOKH:

a) BXOJISIIIIasi KOPpECHOHACHIUS (TopuinuecKue u (U3nyecKue JInia);

0) ncxondIas KOppecnoHaeHIus (IopuandecKkue u GU3NUeCcKHue JINLA);

') BHYTPEHHSA TOKYMEHTalU.

JlocTaBka U OTIpaBKa JOKYMEHTOB OCYHIECTBIISETCS, KaK MPABUJIO, CPEICTBAMHU
ITIOYTOBOM U DJIEKTPOHHOU CBSI3H.

JIokyMeHTBI, MoOcTynaromue B 00pa30BaTEIbHYI0 OpPraHU3alUI0, MPOXOAST
HNEPBUUHYI0 00pabOTKY, pErucTpaluio, NpeABapUTEIbHOE PACCMOTPEHHE, Mepenady
PYKOBOJICTBY Ha PAacCMOTPEHHE, NEPENAIOTCS HCIOJHUTEISAM M I0CJIE HCIIOIHEHUS
[IOMEILAIOTCS B ACIIA.

[Tpuem u nepBuuHas 00pabOTKa JOKYMEHTOB OCYLIECTBIIIETCS CEKPETAPEM.

Cekperapp NPOBOJMT: NPOBEPKY NPAaBWIBHOCTH aIPECOBAHMS IMOCTYIAFOIIMX
JOKYMEHTOB, NPABWIBHOCTU JOCTABKM M KOMILIEKTHOCTH JOKYMEHTOB; COPTHPOBKY
JOKYMEHTOB Ha MOJUIeKAIUE U HE MOJJIeKAIUE PETUCTPALUU.

[lony4yeHHbIE KOHBEPTHI C KOPPECHOHJEHUMENH BCKPBIBAIOTCS, IMPU 3TOM
MPOBEPSIETCS] HAIMYME BIIOKEHMI, a TaKKE€ YKa3aHHBIX B JIOKYMEHTax MpHIOKeHWi. B
Cllyyae TIOBPEXJECHUS YIAKOBKA U BIOXKEHUH JHOO OTCYTCTBHS NPHIOKEHUI
COCTaBJISIETCS aKT B JBYX OJK3eMIUsipax. OIuH HK3EMIUSIp aKTa HampaBiseTcs
KOPPECHOHIEHTY, BTOPOI MPUOOIAETCS K MOCTYIUBLIEMY TOKYMEHTY.

OmunboYHO MpuciIaHHAas KOPPECTIOHAEHIUS MEPECHIIAETCS MO MPUHAJIEKHOCTH,
€CIIM M3BECTEH aJpec Mojiydareias. B NpoTMBHOM cilydae KOPPECIOHACHIIUS
BO3BPAILAETCS OTIPABUTEIIIO.

KoHBepThI OT nocTynaroeid KOppeCnoHAEHIUN COXPAHAIOTCS U MPUIararoTcs K
JOKYMEHTaM JIMIIb B TOM CJIy4ae, KOIr/a TOJIbKO IO HUM MOXHO YCTaHOBHUTH aJIpec
OTNPABUTEN WIM, KOTJa Jara MOYTOBOTO IITEMIIENs MMEET 3HAYEHHE B KayeCTBE
J0KAa3aTeJIbCTBA BPEMEHH ITOTYUYEHUS JOKYMEHTA.

CrenranmcToM HE BCKPBIBAIOTCS KOHBEPTHI MUCEM C HAJMUCHIO «IHMYHO». OHHU
nepenarTcs N0 Ha3HAYCHHIO

Nudopmanus 1 JOKYMEHTHI 0 eaTeabHOCTH OV, He yKa3aHHbIE B 4aCTU 2 CTaThU
29 denepanbHOrO 3aKOHA ot 29 nekabpst 2012 roga Ne 273-d3 «O6
obpazoBanuu B Poccuiickoit dexnepanumny, npeAcTaBiasioTcs pykoBoautenem OV mo
oOpalleH’I0 rpaxk/iaHhHa JHOO0 JIOJDKHOCTHOTO JIMIA TOCYAapCTBEHHOTO OpraHa WU




OpraHa MECTHOI'O CaMOYyIpaBJIEHUS B Cily4yasX U MOpPsAKe, IPeIyCMOTPEHHBIX
3akoHoAaTenscTBOM Poccuiickont denepannu.

[IpencraBienne wHGOPMANMM HMHBIM OpraHu3alusM o jaearerdbHoctd OV
OCYLIECTBISIETCS ~ YUPEIHUTEJIEM OpraHu3aluy, B OTHOLIEHWH KOTOpPOM  Takas
uH(pOpMaIUs 3arpaiivBaeTCs.

IIpeaBapure/ibHOE pacCMOTPeHUE JOKYMEHTOB.

Cekperapp W (WiM) JHIIO, OTBETCTBEHHOE 3a BEACHHE JEJIONPOU3BOJICTBA,
IPOBOJUT MPEIBAPUTEIHHOE PACCMOTPEHUE JOKYMEHTOB B LIEJISX BBIICICHUS U3 BCETO
MacCHBa MOCTYNHBIIEH KOPPECTIOHJAEHIIMU JTOKYMEHTOB, TPEOYIOIIUX 0053aTeIbHOTO
paccMmoTtpeHus pykooauresiem OVY.

OcHOBaHMEM [JIS1 IPUHATHS PELIEHUS B XOJI€ MPEIBAPUTEIIBHOTO PACCMOTPEHUS
ABJISIETCSI COJIEPKAHUE JOKYMEHTa, a HE aJ[pecoBaHUE JOKYMEHTa COOTBETCTBYIOIIEMY
pabOTHUKY.

Pe3ynbTraToM  NIpenBapUTENBbHOTO  PACCMOTPEHUsS  SIBJISIETCS  HAIpaBJICHHE
NOKyMeHTa pykoBogutelro OY wuim JOKHOCTHOMY JIMILy B COOTBETCTBUU C
YCTAHOBJICHHBIM  pACIpEeleieHHeM  OO0S3aHHOCTEN  MEXIYy PYKOBOJUTEIEM H
JOJKHOCTHBIMHU JIMIIAMU J1J1s1 BRIHECEHUSI YKa3aHUS TI0 UCIIOJIHEHUIO IOKYMEHTA.

Perucrpanusi 10KyMeHTOB.

[lepenaua MOKYMEHTOB Ha PETHCTPAlMIO TPOU3BOJUTCS TOJBKO TIOCIE HX
PeIBapUTEIHLHOTO PACCMOTPEHHUS.

Peructpanuu monanexar Bce JOKYMEHTBHI, TpeOyiolue ydeTa, HCIOJHEHUS,
UCIIOJIb30BAHUS B CIIPABOYHBIX IIEJISIX, KaK MOCTYMHAIOUIUE U3 APYTUX OpPraHu3aIuil u OT
YaCTHBIX JIMII, TaK U 00pa3yroIiuecs B mpolecce aestenbHoctu OY.

He momnexar peructpanvi TO3APaBUTENbHBIE IMHUCbMa, TEJIETPAMMBI,
MIPUTIIACUTEIbHBIC OWICTHI, HHPOpPMAIUS IS CBEICHUS, OyXTalTepCKUE JTOKYMEHTHI
MePBUYHOTO yueTa. J[71s1 HUX coCcTaBIseTCs MepeueHb HEPETUCTPUPYEMBIX JOKYMEHTOB.

Peructpanust TOKyMEHTOB TMPOM3BOIUTCS C IIETBI0O OOECIICUCHUS WX Yy4eTa,
KOHTPOJIS 32 UCTIOJTHEHUEM U OTIEPATHBHBIM HCITOJIb30BaHUEM WH(OpMAITUH.

Peructpamnus 10KyMEHTOB ITPOU3BOAUTCS B JICHB MX MOCTYILICHUS.

JlomyckaeTcst OTMETKa O TIOCTYIIJICHUH JIOKYMEHTA B OpTraHU3aI|i0 IPOCTABIISTH B
BHU/IE IIITAMIIA WM OT PYKH B HUKHEH YaCTH JIMIICBOW CTOPOHBI IIEPBOTO JINCTA TOKyMEHTA
WJIM Ha ero 00opoTe.

Peructpamusi 1OKyMEHTOB 3aKJFOYAETCS B BEACHUM 3alMCH YYETHBIX JAHHBIX O
JIOKYMEHTE TI0 YCTAaHOBJIEHHOM PETUCTPAIMOHHON (popMe, KOTOPBHIM (PUKCUpYyeETCs (HaKT
CO37aHMsl, OTHPABJIICHHS WM TOJYYEHHUS TOKyMEHTa IyTEeM IPOCTABICHUS HAa HEM
PETHCTPAllMOHHOTO WHJACKCA C TOCIEAYIONIeH 3aluchi0 B yKa3aHHBIX (opMax
HEOOXOAMMBIX CBEJICHUHN O TOKYMEHTE.

JIOKyMEHTBI, TTOCTYIIAIOIINE B 00pa30BaTEIbHYI0 OpTraHU3AIHIO0, PETUCTPUPYIOTCS
B KHure/xxypHane peructpaiu BXoAsIIeld KOPPECIOHICHIINH, a T€, YTO OTIPABIISIFOTCS
U3 Hero, - Kaure/ )xypHalie perucTpamnyy UCXO e KOPPECTIOHICHIINN (NPULOJCEHUE

3).

PacnpenesieHue mocTynawuux J0KyMeHTOB.



[Tocne perucrpanu JOKYMEHTHI NIEPEIAIOTCS Ha PAaCCMOTPEHUE PYKOBOAMTEIIO
oVv.

[Tocne paccMOTpeHHs PYKOBOJWUTEIEM JOKYMEHTBHI BO3BPALIAIOTCA CEKPETAPIO
1 (Mau) ULy, OTBETCTBEHHOMY 3a BEACHUE JEIOMPOU3BOJICTBA, I TMEPEHECEHUS
YKa3aHHUU 10 UCMIOJTHEHUIO JOKYMEHTA B KypHaJI PETUCTPAIlMU BXOSAIINUX IOKYMEHTOB.
B cooTBeTcTBUU ¢ yKa3aHUSIMH MO HUCIOJHEHUIO MOJIMHHUK JIOKYMEHTa HalpaBJseTCs
pabOTHUKY, SBJSIOMEMYCS OTBETCTBCHHBIM HCIIOJHUTEIEM, a COUCIIOJHUTEIISM
HAIPaBJISIOTCA KOMHUM JOKYMEHTOB (€Cld HMEIOTCS), O 4YeM JIeJlaeTcsi OTMETKa B
Kuure/sxxypHaiie peructpanuu BXoASIIUX TOKYMEHTOB.

DneKTpOHHBIE COOOIEHUS, MOChUIAEMbIE 10 JIEKTPOHHOM MOYTE, UCIOIHSIOTCS
AQHAJIOTMYHO JOKYMEHTaM Ha OYMaXHBIX HOCUTEISIX C YYETOM OIpe/esIeHHON
crenupUKU B IPOLIECCe UCTIOTHEHMUS.

Iopsanok o00paGOTKM MW NPOXOKAECHUS HCXOASAIIUX W BHYTPEHHHX
AOKYMEHTOB.

[Topsimok MOArOTOBKM HMCXOASIIMX TOKYMEHTOB BKIIOYAEeT B ceOsi paboTy Mo
COCTABJICHHUIO IPOEKTAa JIOKYMEHTa, COTJIACOBAHUIO, MOANHMCAHMIO (YTBEPKIEHUIO) U
OTIpPAaBKeE.

Jlo mepenayum JOKyMEHTa Ha TOJINUCH HCHOJHUTEIb JTOJDKEH IMPOBEPUTH €0
coJiepKaHue, MPaBUIILHOCTh 0()OPMIICHHSI, HATMYKUE HEOOXOIUMBIX BU3 U MPUIOKEHUH.
JIOKyMEHT NPEACTABIISIETCS HA IMOAIIUCh BMECTE C MaTEpUAIAMU, HA OCHOBAaHUU KOTOPBIX
OH F'OTOBHJICS.

BHyTpeHHue nOKyMEHTbI OQOPMIISIFOTCS U MCIOJHSIOTCS (MCHOJB3YIOTCS) B
npeaenax OV,

BHyTpeHHue JOKYMEHThl (JOKJIagHble 3aliCKH, CIOpPaBKH, CBOIKH M Jp.)
paccMaTpUBAOTCSI TEMU JIOJDKHOCTHBIMM JIMLIAMH, KOMY OHH HaIIPaBJICHBI.

OTBETCTBEHHBIE 3a JEJIONPOM3BOACTBO MEPEA CHadyeld KOPPECHOHAECHUMH Ha
OTNPABKYy JIOJDKHBI OO0S3aTENbHO MPOBEPUTHh MPABWIBHOCTH €€ O(QopMIIEHUsS U
aapecoBanus. KoHBepTOBaHME KOPPECHOHACHLIMH M JPYTUX MOYTOBBIX OTIPABIECHUMN
MIPOU3BOAUTCS CTPYKTYPHBIMHU MOAPA3ACIECHUSIMHA OPTaHU3AUH.

Peructpauust OTHpaBiasieMbIX JOKYMEHTOB OCYIIECTBISIETCS B JIEHb HX
noanucanus (yTBEP)KIEHUSA) WIM Ha CIeAyIIUid padounii AeHb. PerumcrpaiioHHbIN
HOMEpP JIOKYMEHTa U JjaTa PErucTpaluy MPOCTABISIIOTCA HA MOJIMHHUKE JOKYMEHTa B
peKBU3MUTAX OJlaHKa U Ha Komuu, ocratouieiics B neie OY. CripaBouHBIM ammapaTom Ajist
UCXOJSIUX JTOKYMEHTOB SIBJISIETCS KYPHAJ PETUCTPALMH 3TUX JOKYMEHTOB.

OTnpaBKky HMCXOJAIIMX JOKYMEHTOB MPOU3BOJUT  CEKpeTapb ©  (WJIK)
JMI0, OTBETCTBEHHOE 3a BEACHHE Jenonpou3BojacTBa. CpoyHas KOPPECHOHIAEHUMS
odopmIIseTcs U OTIPABIIAETCSA HE3aMEUIUTEIBHO CEKPETAPEM.

Cekperapb NpoBepseT MPABHIBHOCTb O(MOPMIICHUS HCXOASIIUX JOKYMEHTOB,
IPOU3BOJUT COPTHPOBKY JTOKYMEHTOB IO CHOCO0Y JOCTaBKH KOPPECIOHACHIIUU
aapecary (mpocTasi, 3aKa3Hasi, MeXayHapojaHas u Ap.). HempaBuibHO 0odopmIileHHbBIE
JOKYMEHTbl W KOPPECMOHACHIIMS HECIyKEeOHOro XapakTepa K OTIpaBKEe He
OPUHUMAIOTCA U BO3BPAILAIOTCS JIUILY, TIOJTOTOBUBIIEMY JOKYMEHT.

OTtnpasisiemasi 0 MOYTE KOPPECIOHACHIIUS MPOXOAUT YIMAKOBKY, apeCOBAHHUE,
IPOCTaBIIEHHE CTOMMOCTH MOYTOBBIX YCIYyr M Mepeaayy Ha OTHpPaBKYy B MECTHOE



OT/ICJICHHUE CBSA3HU.

Ha 3aka3Hy10 KOppeCnoHACHIINIO, Ha JOKYMEHTBI ¢ TOMETKON «J{Jisi cimy>keOHOoro
MOJIb30BAHMUS» COCTABIISIETCS PEECTpP, KOTOPBIN 3aTeM BO3BPAILIAETCs CEKPETApI0 YUeOHOM
4acTu U (WIM) JIMIYy, OTBETCTBEHHOMY 3a BEACHHUE JEJIONPOU3BOJCTBA, C PACHUCKON
pabOTHUKOB MOYTOBOTO OT/ACICHHS CBSI3H HIIM MHOTO JIMIIA, 00ECIIEYNBAIOIIETO OTIIPABKY
JOKYMEHTOB.

[lepemaya ¢ WMCHOIB30BAaHUEM CPEICTB (PAKCUMIIIBHON CBS3M JIOKYMEHTOB,
coliepKalluX CIy>KeOHYI0 HH(OpPMAIMI0O OrPAHMYEHHOTO PAcCIpOCTpaHEHUs, B TOM
qucIe ¢ MOMETKON «JlJist ciry»>keOHOro MoJIb30BaHus», He paspemaercs. Kateropuuecku
3anpeniaeTcs nepeaaya no cpeacTsaM (HakCUMUIBHOM CBSI3U CEKPETHBIX IOKYMEHTOB.

C uCcnonap30BaHUEM CPEACTB (PAKCUMMWIBHON CBSI3U MOTYT OBbITH IEpeJaHbl
MaTepHalibl TEKCTOBOTO, TAOJIMYHOTO WM TpadUyecKOro XapakTepa, HCIOJHEHHBIC
TUTIOTPa()CKUM, MAIIUMHOMMCHBIM WJIH PYKONHMCHBIM CIIOCOOOM B YEPHOM HJIM TEMHO-
CHUHEM LIBETE€ C YETKUM U KOHTPACTHBIM M300paKEHHEM (MEpPBbIE FK3EMIUISPBI WU UX
KCEpOKOMNuMn) Ha Oenoit Oymare ¢ MUHUMAaJIbHOM BBICOTOM OykB U nudp 2 mMm. O0beMm
MEPEAABAEMOT0 B TEUEHHE OJJTHOTO CE€aHCa CBSI3U JIOKYMEHTA, BBIIIOJIHEHHOTO Ha Oymare
dbopmaTta A4, He AOJIKEH MPEBBIIATH MATH JIUCTOB.

OTBETCTBEHHOCTh  3a  COJAEpXaHue  HMHPOpMalMM, TEeperaBaeMoil ¢
UCIIOJIb30BAaHUEM CpEACTB (PAKCHMMMIIBHOM CBSI3M, BO3JIAaraeTcsi Ha HCIOIHUTEI,
MOATOTOBUBLIETO (hakcorpammy sl Iepeiayu.

Oco0eHHOCTH PA0OTHI C 3JIEKTPOHHBIMH I0KYMEHTAMM.
B OV co3patoTcs U UCHOAb3YIOTCS:

. AJIEKTPOHHBIE JIOKYMEHTBI, CO3/1aBacMble B JJIEKTPOHHOUH Qopme 0e3
IpEeIBAPUTEIHLHOTO JOKYMEHTUPOBAHUS Ha OYMa)KHOM HOCHUTEJIE;

. AJIEKTPOHHBbIE ~ 00pa3bl  JOKYMEHTOB, TMOJY4Y€HHbIE B  pe3yjbTare
CKaHUPOBAaHUSA  JIOKYMEHTOB W  XpaHAIIUMECS B CHCTEME  JJIEKTPOHHOTO
JOKYMEHTO000pOTA.

[Ipuem u oTnpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIFOTCS OTBETCTBEHHBIM
3a BeJIeHuE JenonpousBoactea B OY.

DNEeKTPOHHBIE JOKYMEHTHI CO3/Ial0TCsl, 00pabaThIBAIOTCS U XPAHATCA B CUCTEME
AIEKTPOHHOTO JOKYMEeHTOooO0opoTa OV .

DNEKTPOHHBIM JOKYMEHT JAOJKeH ObITh OQOpMJIEH MO OOIIMM MpaBUiiaM
JIEJIONPOU3BOACTBA U UMETh PEKBU3UTHI, YCTAHOBIICHHBIE JIJI1 AaHAJIOTUYHOTO IOKYMEHTa
Ha OyMa)KHOM HOCHUTEJIE, 32 UCKIIIOYEHHEM OTTHCKA IeYaTH.

JIns  moATBEpKIEHUS NOMJIMHHOCTH  3JEKTPOHHBIX JOKyMEeHTOB B OV
UCIIONIB3YIOTCS  JJIEKTpOHHBIE LudpoBble moamucu. Mcmonb3yeMble —cpeicTBa
AJIEKTPOHHON LKU(POBON MOAMMUCH TOJKHBI OBITh CEPTU(ULIMPOBAHBI B YCTAaHOBIEHHOM
MOPSIZIKE.

Eaunuieit yuera 3J€KTPOHHOTO JTOKYMEHTa SIBJISIETCSA AJIEKTPOHHBIM JOKYMEHT,
3apEruCTPUPOBAHHBIN B CUCTEME AIEKTPOHHOTO TOKyMeHToo0opoTa OY. DneKTpoHHbIN
JOKYMEHT, UMEIOIIUI NPUII0KEHHSI, PETUCTPUPYETCS KaK OJUH TOKYMEHT.

[locne oTnpaBKH BJIEKTPOHHOTO JIOKYMEHTA, 3aBEPEHHOI0 AJIEKTPOHHOU
HNOJNUCHIO0 YIOJIHOMOUYEHHOTO JOJKHOCTHOTO JIMIA, TOCBUIKHM aIpecaTy €ro KOMWHU Ha
OyMa)XHOM HOCHTEJle, KaK NpaBWiO, He TpeOyeTcs, 3a HUCKIIOYEHHEM OTBETOB Ha



oOpallleHusl TrpakJaH, MOCTYNUBUIMX IO MH(POPMAIUOHHO-TEIEKOMMYHHUKAIIMOHHBIM
KaHajaM, Ha KOTOpBIE 3asBUTENIIO JAETCA NHUCBMEHHBIM OTBET, HAIPABISAEMBIA IO
IIOYTOBOMY aJIpeECy, YKa3aHHOMY B OOpAILCHUM.

HcnonHeHHbIE  DIEKTPOHHBIE JOKYMEHTBI CHUCTEMATH3UPYIOTCS B JIejla B
COOTBETCTBUM C HOMEHKJIATYypoH es1 OY U HHIEKCUPYIOTCS B MOPSAKE, YCTAHOBIEHHOM
B OTHOIICHUHU J€Jl, COCTABICHHBIX M3 JIOKyMEHTOB Ha OyMmaxxHoMm HocuTtene. [Ipu
COCTABJICHMM HOMEHKJIATYpbl J€JI B 3arojlOBOK J€Jla BKIIOYACTCS YyKa3aHUe
«ONEKTPOHHBIE JOKYMEHTBD.

Nudopmanunonnas 6€301MaCHOCTD.

Nudopmarmonnsie pecypcbl OV mo nmoctymy (BO3MOXHOCTH HMCIOJIB30BAHMS)
MOAPA3CIAIOTCS Ha OTKPBHITYIO (OOIIENOCTYIIHYI0) HHOOPMAILMIO, CIIYKEOHYIO
uH(popMaIio U HHGOPMAIINIO OTPAHUYEHHOTO PaCpoCTpaHeHus (A0CTyna).

K xareropuu OTKpbITOM MHPOPMALIMK OTHOCUTCA HH(POPMALIHS, COJEpKAIasics B
ToKyMeHTax u 0a3ax gaHHbIX OY, HEMOCPEICTBEHHO 3aTparuBarollas IpaBa U MHTEPECHI
IpaKJIaH.

K kareropun ciyxe0HOM MHPOpPMALMK OTHOCUTCS MHPOPMALMS, COAepKaIIasACs
B JIOKYMEHTax M 0azax gaHHbix OV, mpenHa3sHaueHHas JUIsl JOJDKHOCTHBIX JIHUI U
paOOTHUKOB, MPU BHITOJHEHUH HMH CBOMX (DYHKIMOHAJIBHBIX OOS3aHHOCTEH, HE
3aTparuBarollas HalpsMYIO ITpaBa U HHTEPECHI IPaKIaH U HE OTHOCSIIASCS K KaTeropuu
OTPaHUYEHHOTO PacpOCTPaHEHUs (JOCTyMa).

K kareropuum wuHpOpManuum OrpaHUYEHHOIO pPACIPOCTPAHEHUS (JIOCTyma)
OTHOCHTCSI HH(OpMaLMs, CoAepKallasicsa B JOKyMEHTax U 0a3ax JaHHbBIX, BKIHOYAIOIIas
CBEJICHUS
KOH(UACHIIMATIBLHOTO XapaKTepa.

Bces undopmanus, coneprkanascs B JOKyMEHTax 1 0a3ax J1aHHBIX, 10 YMOJYAHUIO
ABJISIETCSl OTKPBITOM U 00menoctynHoi. Mckimouenue cocraBisieT HHGOpMALMs,
OTHECEHHAs! K KaTerOpHsIM CIIy>KEOHON U OTpaHUYEHHOI'0 pacipocTpaHeHus (AocTyna).

Joctyn mnonb3oBaTenel K HHMOpPMAUMU OrpaHUYMBAETCS IYTEM OTHECEHHUS
uH(OpMaMU K COOTBETCTBYIOIIEW  KaTeropud M HAJIOKEHWEM  Ha  Hee
COOTBETCTBYIOIIETO  Ipuda  orpaHmyeHuss  pacnpoctpanenus.  HMudopmarus
OTPaHUYCHHOTO J0CTyMa cHa0xkaeTcs Tpudom «/[7s cykeOHOro moJIb30BaHUS.

[IpaBoM oTHeceHHs MH(POPMALMHU K KATErOPUU OrPaHUUYEHHOrO JOCTyNa U
HaJIO)KEHUSI COOTBETCTBYIOLIETO Ipu(a 00J1aaaeT aBTOp TOKYMEHTA 110 COTJIaCOBAHUIO C
pykoBogutenem OV,

JlokymeHTupOoBaHHass HWHGOpMalLKMs OTrPaHUYEHHOTO pAacIpoCTpaHeHus 0e3
CaHKUMU  JOJDKHOCTHOTO  JIMLA,  YCTAHOBMBILIETO  PEXHUM  OTPAaHUYEHHOTO
pacnpocTpaHeHUs JJid  JIaHHOTO  JOKYMEHTa, He TMOJUISKUT  paslIallileHUIO
(pactpoctpanenuto). [IpegocraBneHue moib30BaTessaM A0CTyIa K JAaHHON HHPOpMaluu
OCYULIECTBISIETCS HMCKJIIOYUTEIBHO MO COIJIACOBAHUIO C YKA3aHHBIM JIOJHKHOCTHBIM
JUIOM MYTEM I0/1a4l COOTBETCTBYIOIICH 3asBKHU.

JIOJDKHOCTHBIE JIMIlA, TPUHSBILIKME pelIeHHe 00 OTHeCeHUWU HHGPOpMALINH,
3a(pUKCUPOBAHHOMN B IOKYMEHTE, K KATETOPUH OIPAHUYEHHOTO PACIPOCTPAHEHHU S, HECYT
OTBETCTBEHHOCTh 32 OOOCHOBAHHOCTH MPUHATOIO pEIIEHUS M €ro COOTBETCTBUE
JENUCTBYIOLIEMY 3aKOHOAATENbCTRY.



JInunple nena pabOTHUKOB, JIMYHBIE KAPTOUKU PaOOTHUKOB, TPYIOBbIE KHUIKKU
pabOTHUKOB, MPHUKAa3bl MO JIMYHOMY COCTaBy JOJDKHBI XPaHUTbCA B ceilpe uiu B
METaJUTMYECKOM IIKady.

3anucu B TPYIOBOM KHIKKE MOANMKMCHIBAET pyKoBoauTelb OY. Yuer, XpaHeHHe U
BbIJ]auy OJaHKOB CTPOrOil OTUYETHOCTH: JUIIOMOB, BKJIAQJbIIIEH K HUM, CBUJETEIbCTB,
YOCTOBEPEHUI BEIET 3aMECTUTENb TUPEKTOpa. branku xpausrcs B ceide.

VYcTaHOBKA W 3KCIUTyaTalMs MPOrpaMMHOIO OO€CIeUeHUs, MOJyYEHHOIO U3
JH00BIX MCTOYHHMKOB M BBIITOJIHAIOMIETO (DYHKIUHU, HE CBSA3aHHBIE HEIOCPEIACTBEHHO C
BBIMIOJJHEHUEM pAOOTHUKAMU CBOUX JIOJDKHOCTHBIX OOsI3aHHOCTEH, KaTeropuyecKu
3anpenieHa.

Bea mpencraBieHHas B AJNEKTPOHHOM BuAE HH(OpManus, NOCTyHaromas B
0o0pa30BaTENbHYI0 OpPraHU3alMIo, B 00S3aTENIBHOM TMOPSJIKE IOJJIEKUT IPOBEPKE
AHTUBHPYCHBIMU CPEACTBAMMU.

DJIEKTPOHHAs TOYTa MOXKET MCIOJb30BATHCA IOJIB30BATEISIMU TOJIBKO  JUIS
oOMeHa UHpOpMalueld, OTHOCSIIECHCS K KaTeropuu, OTKPBITOM U  CIIy>KEOHOM.
3anpemeHo  KMCHOJb30BATh 3JEKTPOHHYIO TOYTYy JUId [epedadyd  HUH(QOpMaluu,
OTHOCSIIIENCA K KATETOPUU OTPAHUYECHHOT'O PACIPOCTPAHEHHS.

6. KOHTpOJIL 34 HCITOJTHCHUEM TOKYMCHTOB

Opranuszanust KOHTPOJIS.

KoHTponto mojjexar Bce 3aperucTpUpPOBAaHHBIE JOKYMEHTBI, TpeOyrolue
ucronHeHua. KOoHTpoJib MCHOJIHEHUSI TOKYMEHTOB BKJIIOYAET: Y4YE€T, IMOCTAHOBKY Ha
KOHTPOJIb, KOHTPOJIb CPOKOB HCIIOJHEHHUS, HEMOCPEACTBEHHYIO TIPOBEPKY XOJIa
UCIIOJTHEHU S, POBEPKY KAUECTBA UCHOJHEHHUS, aHAIU3 PE3YJIbTaTOB UCIIOJHEHMUS.

KoHTposib 3a UCTIOTHEHHEM JOKYMEHTOB yCTaHABIMBAETCS B IEJsAX oOecreueHus
UX CBOEBPEMEHHOTO U  KAaue€CTBEHHOI'O  WCIIOJHEHWUS, TOBBIIICHUS  YPOBHS
OpraHu3aTOPCKON PabOTHI U UCTIOTHUTEIBCKOU TUCIIUILINHBI.

[Ipu mocTaHOBKE HOKYMEHTA Ha KOHTPOJIb HAa MPABOM BEPXHEM MOJIe JOKYMEHTA
JieJaeTcss OTMETKA O KOHTPOJIE, KOTOPYI0 0003HAYaI0T CIOBOM (IIITAMIIOM) «KOHTPOJIb)

KonTponto mojjexaT TpuKasbl, PEIICHUS COBETOB, a TaKXKe JIOKYMEHTHI,
MOCTYIAIOIKE HA UMs pykoBoauTens OY.

Opranu3zaiysi KOHTPOJISI UCTIOJTHEHHUS BKJIIOUAET B CeOs:

. IIOCTAaHOBKY JIOKYMEHTA Ha KOHTPOJIb;

. MOHHUTOPHUHT UCITOJHEHUSI KOHTPOJIBHBIX HOPYUYECHUN JOKYMEHTOB;
. CHSITHE UCTIOJIHEHHOTO JOKYMEHTA C KOHTPOJIS;

. HANpaBJICHUE UCIIOJIHEHHOTO JIOKYMEHTA B JEJIO0.

PykoBoauTenu CTpyKTypHBIX OApPa3AesieHn 00s3aHbl pACCMAaTPUBATH COCTOSIHUE
UCIIOJTHUTEIBCKOW JUCHUIUIMHBI IO JOKYMEHTAM C NOpy4YeHUsAMHU aaMuHuctpauuu OV,
a TaKXe JOKYMEHTBHI, IOCTYIIMBIIME B AaAPEC CTPYKTYPHOTO TMOAPA3IAECIECHUS H
TpeOyrollre UCTIOJIHEHUS, U TIOATOTOBKU OTBETA.

JIOKyMEHT CcuuTaeTcss HCIOJHEHHBIM, KOIZa pElIEeHbl OKOHYATEJIbHO BCE
MOCTaBJIEHHBIE B HEM BOMPOCHI M COOJIIOJIEHBI CIEAYIOUINE CPOKH:

. €CJIM B JOKYMEHTE IOCTABJIEH CPOK UCIIOJIHEHUS — B YKA3aHHBIN CPOK;



. AOKYMCHTEI oe3 YKa3aHus CpOKa UCIIOJIHCHUA — B MECSTYHBIN CpPOK;

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

. nopy4eHus: 0e3 yka3aHus KOHKPETHOM JaThbl UCIIOIHEHUS! — B MECSIYHBIN
CPOK;

. C IOMETKOU «ONepaTuBHO» — B 10-IHEBHBIN CPOK;

Mo oOpaIieHusIM TpaxaaH, TPEOYIOITUM JOMOTHUTEIIBHOTO U3YUYCHUS H
MIPOBEPKH, — IO OJTHOTO MECAIA CO JHS PETUCTPAIUH, IO OCTaIbHBIM — He Oonee 15
JTHEH.

Cpok ucumcisgercs B KaJ€HAAPHBIX JHAX C 1aThl OAINUCAHUSA JOKYMEHTA.

Ecnu nmocnennuii 1eHp NCMOMHEHUS JOKYMEHTA IPUXOIUTCS Ha HepaOounil JIeHb,
OH TOJUICKUT UCIIOJIHEHHIO B IIPEAIIECTBYIOIINN eMy paOouHii 1E€Hb.

[Tpr HEOOXOAMMOCTH MPOJICHUS CPOKA UCIIOJIHEHUSI TOKYMEHTa OTBETCTBEHHBIN
WCIIOJIHUTENb TPEACTAaBIIET HAa wuMsA pykoBoautTens OV, paBmero mnopydeHwue,
MOTHUBHPOBAHHYIO IPOCHOY O €ro MPOAJIEHUU HE MO3/IHEE YEM 3a TPHU JAHS A0 UCTEUEHUS
YCTAaHOBJICHHOI'O CPOKa, ¢ YEM CBOEBPEMEHHO Nepenaercss MHPOpMALKs B MPUEMHYIO
pykoBoaurensa OY.

IHopsinok CHATHA JOKYMEHTOB C KOHTPOJIA.

JIOKyMEHTBI CHUMAIOTCS C KOHTPOJIS, €CIIU PELLEHBI II0CTABJIICHHBIE B HUX BOIIPOCHI
WJIM aBTOPaM JaH OTBET I10 CYILIECTBY.

Ecnu 1o pasperaeMoMy BOIIPOCY 0KUIAETCS OTBET, TO OH BMECTE C KOIMEN OTBETA
3asIBUTEIII0 MOXKET HAXOAUTHCS y UCIIOJIHUTEIIA HA KOHTPOJIE.

[IpomMexyTOUHBIN OTBET, PABHO KaK M 3aIIpOC IO UCTOJHAEMOMY JOKYMEHTY WIIN
YaCTUYHOE HCIIOJHEHHE TOPYYEHHUs, HE SABISETCS OCHOBAHHEM JUISl TPU3HAHUA
JOKYMEHTA UCTIOJIHEHHBIM.

CHATP JTOKYMEHT C KOHTPOJISI MOXET TOJIBKO JOJUKHOCTHOE JIMIO, KOTOpPOE
ITIOCTAaBUJIO €r0 Ha KOHTPOJIb.

OCHOBaHMEM IS CHATHSA C KOHTPOJIS JOKYMEHTOB € MTOPYUYECHHUSIMU PYKOBOJIUTEIS
OV sBnsercs JOKYMEHT — OTBET, IMOAINUCAHHBIN PYKOBOAMTENIEM, €r0 3aMECTUTEIIEM,
a0 crpaBka 00 MCIOJIHEHUU JOKYMEHTA 3a MOJIMUCHI0 PYKOBOAMUTENS CTPYKTYpPHOTO
NIOAPA3ACIICHUS.

Ecnu Bce ocTaBiieHHBIE B JOKYMEHTE BOIIPOCHI PELIECHBI B OIIEPATUBHOM IOPAIKE,
0e3 MOATrOTOBKM MHMCbMEHHOI'O OTBETA, HCIOJIHMUTEIb HA JOKYMEHTE JIeJIaeT KPaTKylo
3aIIMCh O PELICHUM BONIPOCA, YKA3bIBACT JAaTy M IOMIMKCH, IOCIE YEero JOKYMEHT
IIOMEILAETCs B JEO.

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

O0s13aTeIbHOMY YUETY MOJICKAT BCE BUJIBI MIEYaTEH U IITAMIIOB, OJJAHKH CTPOTOM
OTYETHOCTH, KOMAaHIMPOBOUHBIC YJOCTOBEPCHHMS, CIIyKEOHBbIC 3aJaHus, TPYJIOBbIC
KHIKKH.

VYyer Bcex meuyarer u mramiioB, uMmerommxcs B OV, BemeTcs B cHenHalIbHOM
KypHaie (npunosicenue 2).

JKypHanbl ydyera BKJIIOYAKOTCS B HOMEHKJIATYpy Jei. JIMCTBI MX HyMepyrorTcs,



IIPOLIMBAOTCS U OICYATBIBAIOTCS.

[leyatu u mITaMIIBl JOJIKHBI XPAHUTHCS B cei(ax WM METATMYECKHUX IIKadax.

OTBETCTBEHHOCTh 3a XPAHEHUWE W HCIIOJIb30BAHUE I€YaTeil, IITaMIIOB HECYT
JIU1A, OTBETCTBCHHBIE 34 BEACHUE IEIONPOU3BOJICTBA.

VYHuuTO)K€EeHrEe OJaHKOB MPOU3BOJUTCA MO AKTy C OTMETKOM B COOTBETCTBYIOIIUX
KypHalax y4era.

[leyatn 1 IITaMIBI YHUUYTOXKAKOTCS IO AKTY.

[TpoBepka HasMuMs eyaTeu, ITaMIIOB U OJIAHKOB, a TAK)KE MOPSAKA UX XPAaHEHUS
Y UCII0JIb30BAHUSA IIPOU3BOIUTCS KOMUCCHUEN HE PEKE OJHOTO pa3a B rojl OJHOBPEMEHHO
C IIPOBEPKOM COCTOSIHUSA EIIONPOU3BOCTBA.

8.CocTaBiieHre HOMEHKJIATYPHI JeJl.

HomenkiaTtypa e - 310 o0s3aTenbHbIN 17151 Kaxka0i OY cucteMaTu3upoBaHHBIN
NepeYeHb HAaWMMEHOBAHMI (3aroJIOBKOB) €N, KOTOpble (POPMUPYIOTCS C yKa3aHUEM
CPOKOB XpaHEeHHs 1el (npunodcerue 4).

Homenknatypa nen mnpeaHazHayeHa sl ycTaHOBKM B OY eaMHOro mnopsiaka
(opMHpoBaHuA e, 00ECTIEUEHHS UX y4€eTa, ONEPaTUBHOTO MOMCKA JOKYMEHTOB IO UX
COJIEpKAHUIO U BHJY, ONPEACIICHHUS] CPOKOB XPAHEHUS 1€l WU SIBISETCS OCHOBOW ISt
COCTaBJICHUSI OIHUCEH JIeJ1 MOCTOSIHHOTO M JuTeNnbHOoro (cBeime 10 jeT) xpaHeHus, a
TaKKe JUIs ydeTa Jiesl BpeMeHHOTO (/10 10 j1eT BKIIOYUTENBHO) XpaHESHHUS.

B rpade 1 HOMEHKIATyphl AEN NPOCTABISIOTCS HHIAEKCHI KaXXIOro Jena,
BKJIFOUEHHOTO B HOMEHKJIATypy. MHIEKC /1es1a cOCTOUT U3 mu(ppoBOro 0003HAUYCHUS U3
mratHoro pacnucanus OY (koga) W TOPAJIKOBOrO HOMEpa 3arojioBKa Jena o
HOMeHKaType. MHeKkchl nenr 0003HavaroTcsl apaOCKuMu Iudpamu.

[Tpumep —

12-05, rae 12 — o6o3HaueHue (kox), 05 — MOPSIKOBBIA HOMED 3aroJioBKa Jiejia B
pazjiese HOMEHKIATyphl Jel.

B rpage 2 HOMEHKIATYpPBI J€1 NPONKUCHIBAIOTCS 3arOJIOBKH €.

3aroyioBOK Jena J0HKEH YETKO B CKaTo 000011eHHON popMe 0ToOpaxaTh COCTaB
U CoJIepKaHUe JOKYMEHTOB Jiena.

B 3aronoBkax JWYHBIX U JPYTUX €7, COACPKAIUX TOKYMEHTBHI MO OJHOMY
BOMpocy, ynotpeomnsercs tepmud JEJIO.

B 3arosoBkax jen, coAepKallMX —IUIAHOBO-OTYETHYIO  JTOKYMEHTAIUIO,
yKa3bIBaeTCsl TMepuol (Mecsl], KBapTal, IMOJYrojaue, roja), B KOTOPOM IUTAHHPYETCS
CO37IaHUE JIOKYMEHTOB WJIM MIEPUO] MX (DAKTUIECKOTO BBITIOTHEHUS.

Bo Bpems pa3MmenieHust 3aroJioBKOB JIeJ B HOMEHKIJIATYPE YUUTHIBAETCA BAXKHOCTh
JOKYMEHTOB, BKJIIOYEHHBIX B JI€JI0, WX B3aUMOCBs3b. B Hauane pacnonararorcs
3aroJI0BKH JI€JI B OTHOIIEHUHU JJOKYMEHTOB, MOCTYMUBIINX OT OPraHOB BBICIIETO YPOBHS,
Jajiee - MO OPraHU3alMOHHO-PACIIOPSIAUTEIIBHON JOKYMEHTAUH, IIAHOBO-OTYETHOU
JIOKYMEHTAIIMH, MEPENUCKe, YUYeTHO-CIIPAaBOYHBIM BHUJIaM JOKYMEHTOB. B kaxmoil u3
ATUX IPYNH JOKYMEHTHI TAK)KE pa3MEIalOTCs C y4€TOM 3HAYMMOCTH U CPOKOB XPaHCHHS.

I'pada 3 HOMEHKIATYPBI €T 3alOJNHIETCS B T€YEHUE KaJEHAAPHOTO roja — npu
(bopMHpPOBaHMK HOBOTO J€Jia, IPH 3aKPBITHH JIeJia U IO OKOHYaHUH KaJeHAapHOTO To/1a.

[To noctwxenun aenoMm ooreMa B 250 JTUCTOB, TOM 3aKPbIBACTCS U OTKPBHIBAETCS



HOBBbII TOM. B rpade nocnenoBarenbHO yKa3bIBalOTCS HOMEpa TOMOB U KpalHUE J1aThl
JOKYMEHTOB Ka)XJJ0OT0 TOMa.

[Ipumep —

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

DNEeKTpOHHBIE JEJIa HAa TOMa HE pPa3AessItoTcsA. Bcee 3JIeKTpOHHBIE JOKYMEHTHI,
HE3aBHCHUMO OT UX 00beMa, BKIIOYAIOTCS B OJHO AJIEKTPOHHOE JIETIO.

B rpade 4 ykaspiBaeTcsl CpOK XpaHEHUs Jiejla, HOMEpa CTaTell Mo TUIOBOMY HJIN
BEJOMCTBEHHOMY IIEPEYHIO, eIepaIbHOMY 3aKOHY WJIM HHOMY HOPMATHBHOMY
[IPaBOBOMY aKTYy, a IIPY MX OTCYTCTBMM — II0 THIIOBOW WJIM IMPHUMEPHON HOMEHKIAType
Jenl.

B rpage S «lIpumedyanue» yKaspIBaIOTCS CIELUAIBHBIE CPOKU XPAHECHMS,
IPOCTABJISIFOTCS. OTMETKHM O 3aBEACHUU Jell (B TOM 4YHCIE B DJIEKTPOHHOM BHUJE), O
BBIJICJICHUH J1€J1 K YHUUTOKEHHIO I10 UICTEYEHUH CPOKOB UX XPaHEHUS, O MECTE XPaHEHUS
ITOJUIMHHUKOB JJOKYMEHTOB, O IIEpeAayde €I B IPYTyH0 OPTaHU3aLHUI0 ISl TPOIOKEHUS
u ap. B rpade nenarTcs OTMETKH 0 NEPEXOAAIIMX JAeNIaX ¢ YKa3aHHEM CTapOro MHAEKca
JIeJIa B CIIy4ae ero U3MEHEHUS.

[Ipumep —

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

[To nemnam, KOTOpBIE MO KAKUM-THMOO MPUYMHAM B TE€UEHHUE TOJa HE 3aBOJIUIIUCH, B
rpage «IIlpuMeuanue» HOMEHKJIATyphl Jiel Aenaerca 3anuch —«/leno  He
3aBoguiiocky. IIpu aToM B rpade 3 mpocTaBisieTcss IpoUepK.

IIo oKkOHYaHMM roja B KOHIIE HOMEHKJIATYPhl €I JEIAcTCA UTOr0Basi 3aIuch O
KOJINYECTBE 3aBEJCHHBIX JIEN (TOMOB).

9. ®opmupoBanue u opopmiieHHe J1e.

dopmMupoBaHue aeJl.

dopMupoBaHuE J€1 - 3TO TPYNIHUPOBKA UCIOJHEHHBIX JOKYMEHTOB B Jella B
COOTBETCTBUM C HOMEHKJIATYPOU Je.

Bo Bpems popmupoBanus aei ciaenyeT NpuIepKUBAaThCA TAKMX OOIIUX MPABUII:

- IOMENIaTh B JeJla TOJbKO MCIOJHEHHbIE JOKYMEHTBI B COOTBETCTBUHU C
3aroJIOBKaMu JIeJl B HOMEHKIIATYPE;

- TPYNIIMUPOBATh B Jejia JOKYMEHTHI, BBINOJHEHHbIE B TEUEHUE OIHOTO
kanengapaoro roaa (01.01-31.12), 3a uckiIro4eHHEM MEPEXOAAIMX Aes (BeayTcs B
TE€UEHUE HECKOIBKHX JIET), IMYHBIX JIET;

- IOMEIIATH B JIeJIa TOJIbKO OPUTHHAIBI UJTH, B CIIy4ae UX OTCYTCTBHUSI, 3aBEPEHHbIC
B YCTAHOBJICHHOM MOPSJIKE KOMUU IOKYMEHTOB;

- HE JIONyCKaTh BKJIOUYEHUS B Jejla YEPHOBBIX, JHUYHBIX JOKYMEHTOB,
Pa3MHOXEHHBIX KOMMM M  JOKYMEHTOB, TMOJUISKAIIUX BO3BpaATy; pPa3iesibHO
IPYNIUPOBATH B Jieja JOKYMEHThI TOCTOSIHHOTO U BPEMEHHOTO XPaHCHUS;

- 10 00BbEMY 110 He JOJDKHO TpeBbImaTh 250 auctoB (30-40 MM TONIIMHON).

PacnionoxeHue JOKYMEHTOB BHYTPHU JI€J TMPOU3BOJUTCS B XPOHOJIOIMYECKOM
NopsJIKe, P KOTOPOM HauboJee paHHUE JTOKYMEHThI pacioiaraloTcs B Hayase jena.

[TonoxxeHusi, mpaBuiia, MHCTPYKIIUU U T. I1., YTBEPXKIECHHbBIC PACIIOPSAIUTEILHBIMU



JOKyMEHTaMu, IPYNIUPYIOTCS BMECTE C YKa3aHHBIMH JIOKYMEHTaMHU.

[Ipukassl M0 OCHOBHOU JESATEIHHOCTH (DOPMUPYIOTCS OTAEIHHO OT MPUKA30B TIO
KaJpOBbIM BOIpocaMm (JIMYHOMY COCTaBy) (Ha3HaueHUE, MEpPEMEIICHUE, YBOJIbHECHHE
COTPYJHUKOB) U OT MPUKA30B 00 OTIMYCKaX, KOMAaHAUPOBKAX U T.J.

[IpoTokobl 3aceqaHuii KOJUIETUANbHBIX OopranoB OY rpynmnupyrorcs B Jela B
XPOHOJOTUUECKOM MOPSIIKE U IO HOMEpaM B MpeJienax KajJeHIapHoro roja. JJoKkyMeHThI
K 3acellaHMsIM YyKa3aHHBIX OPraHOB CHUCTEMATU3UPYIOTCS MO JaraM M HOMepam
IPOTOKOJIOB, a B MIpe/iesiax TPYIIIbI IOKYMEHTOB, KOTOPbIE KacatoTCsl OJHOTO MPOTOKOJIA,
- 110 TIOBECTKE JHS 3aCe/laHus.

[lepenucky cnegayer rpynnupoBaTth B Jiejia 3a epuo/1 KaJeHAapHOro roja. B
JIEJIO TIEPETHCKU MOMEIAIOTCS BCE JOKYMEHTBI, BOSHUKIINE B XOJI€ PEIICHUs BOIPOca.
[lepenucka cucTeMaTU3UPYETCS B XPOHOJIOTHYECKOM MOCIIEI0BATEIbHOCTH; JOKYMEHT
OTBET MOMEIIAETCS 32 TOKYMEHTOM-3aIIPOCOM.

Odopmiienue ges.

Hena OV nomyexat opopMIICHUIO TTPU UX 3aBEICHUU U 110 3aBEPILICHUH TO/a.

OdopmiieHne nena — NoAroToBKa Jieia K XpaHEHUIO BKIIIOYAET B ce0s1 KOMILIEKC
paboT MO ONMUCAHUIO Aesia Ha 00JI0KKE, MOAIIMBKE, HyMEPALIMH JIUCTOB U COCTABJICHHIO
3aBepuTesIbHOM Haanucu. OdopmieHue aen npoBOJUTCS pabOTHUKaAMU OpraHHU3aluy, B
00s13aHHOCTH KOTOPBIX BXOJUT 3aBeACHHUE U (POPMHUPOBAHUE JI€J, MPU METOAMYECKON
IIOMOILM ¥ TI0JT KOHTPOJIEM OTBETCTBEHHOTO 3a apxuB OV.

B 3aBUCMMOCTH OT CPOKOB XpaHEHHsI IPOBOJIUTCSA IOJHOE WM YacCTUYHOE
ohopmIICHHUE ACIT.

[TonHomMy odopmiieHHI0 mojuIekaT Jesia MOCTOSIHHOTO, BpeMeHHoro (cBbime 10
JeT) XpaHeHus (10 JINYHOMY COCTaBY, JIMUHbIE JIeNIa YBOJIEHHbIX paboTHUKOB). [lonHoe
oopMIIEHUE Jelia MPeayCMaTPUBAET:

. MOIIMBKY WJIA TBEPAbINA MEPEIUIET Iea;

. HYMEpPALUIO JIUCTOB B JEIIE;

. COCTaBJICHUE JINCTAa-3aBEPUTEIIS;

. COCTaBJICHHE B OCOOBIX ciyyasx (mpu o(OpPMIICHMHM JUYHBIX JEd, IJIS
ydeTa 0co00 HEHHBIX JOKYMEHTOB) BHYTPEHHEH OMUCH JOKYMEHTOB JIENa;

. BHECEHHE HEOOXOJUMBIX YTOYHEHUN B PEKBU3UTHI OOJIOXKKH Jena

(YTOLIHGHI/IG Ha3BaHUA IIOAPA3ACIICHUA, MHACKCA U 3aroJIOBKa ACjIa, JaThl ACJIa U I[p)

Hena BpeMeHHoro (710 10 JeT BKIIOYUTENBHO) XPAaHEHHUS MOJJIEKAT YACTUIHOMY
odopmiieHuto. Jlonyckaercs:

. XPAaHUTL [A€Jia B CKOPOCHINBATCIIAX

. HEC IMPOBOJAUTL NEPECUCTEMATU3ALINIO JOKYMCHTOB B JICJIC,
. JIMCTBI A€JIa HC HYyMCPOBATDb,

. 3aBCPHUTCIIbHBIC HAAIMNCH HE COCTABJIATE.

JIoKyMeHTBI, TOJJIeKalue MOJHOMY O(GOPMIICHHIO, TOJIIUBAIOT HA YETHIPE
MIPOKOJIa B TBEPAYIO OOJIOKKY M3 KapTOHA WIIU MEPEIJIETAIOTCS C yY€TOM BO3MOKHOCTH
CBOOOJTHOTO YTEHHUSI TEKCTa BCEX JOKYMEHTOB, JIaT, BU3 W Pe30yronui Ha Hux. [lpm



MOATOTOBKE Jied K TOAIMMBKE (TEPEruieTy) MeTaUIMYecKue CKperieHus (CKOOBI,
CKpEIKH) U3 JOKYMEHTOB yAaustoTcs. Jlena MOCTOSHHOTO XpaHEHUs, COCTOSIIIUE U3
He(hOpMaATHBIX TOKYMEHTOB, XPaHATCS B 3aKPHITHIX TBEP/IbIX MANKaX C TPEMS KilaraHaMHu
U C 3aBSI3KAMU.

[Ipy Hanuuuu B Jei€ HEBOCTPEOOBAHHBIX JUYHBIX JOKYMEHTOB (TPYIOBBIX
KHUKEK U Jp.) 3TU TOKYMEHTHI BKJIQJILIBAIOTCSI B KOHBEPT, KOTOPBIM 3aTEM MOAIINBACTCS
B 3T0 neno. Ilpy Hammumum OOJBIIOTO KOJWYECTBA TAKUX JOKYMEHTOB OHH MOTYT
U3bIMAThCS U3 JI€J, U HA HUX COCTABIIIETCS OT/EJIbHAS OMUCH.

B koHIIe Ka)K0T0 Jela MOAIIMBAIOTCS YACThIE OJIaHKU (OPM Jid 3aBEPUTEIHHOM
HAJIITHCH.

B nensx obecrnieueHUs COXpAHHOCTH W 3aKPEIUICHUS TMOPAJKA PaCIOI0KEHUs
JOKYMEHTOB, BKJIFOUCHHBIX B €0, BCE JIUCTHI, KPOME 3aBEPUTEIBHOIO, HYMEPYIOTCSA
apabckumu 1udpaMu B IpaBOM BEPXHEM YLy, HE 3aJieBast TEKCTa TOKYMEHTa, TPOCThIM
rpadUyecKuM KapaHJallloM WM HyMepaTopoM. YNOTpeOJeHHWE YEPHUJI M LBETHBIX
KapaHJamen [ HyMepaluu JIMCTOB 3ampeniaercs. BHYTpeHHSE ONWCh HMEET
CaMOCTOSITETIbHYI0 HYMEPAIHIO.

JIucTel n1enn, COCTOSIMX M3 HECKOJBKUX TOMOB WM YacTEd, HYMEPYIOTCS IO
KaXJIOMy TOMY WJIM YaCTH OTAEIBHO.

dotorpadun, YEpPTEXKH, JUAarpaMMbl U Jpyrue€ WIUTIOCTPATUBHBIE U
crienupuyecKrue JTOKYMEHTHI, IPEJCTABIAIONIME CAaMOCTOSITENbHBI JUCT B JeIe,
HYMEPYIOTCSI HA 0OOPOTHOU CTOPOHE B JIEBOM BEPXHEM YTITY.

CI1oKEHHBIN JTUCT pa3BOPAUYMBACTCS U HYMEPYETCS B IIPAaBOM BEpXHEM yTity. [Ipu
ATOM JHCT Jr000ro (hopmaTa, MOAMIUTHIN 3a OJMH Kpad, HyMepyeTcsl Kak OJUH JIUCT;
JIACT, CIOKEHHBINA U MOAIMUTHINA 32 CEPEAVHY, OJICKUT IEPEIINBKE U HyMEPYETCsl KaK
OJIVH JIUCT.

[ToammuTeie B €70 KOHBEPTHI C BIIOKEHUSMH HYMEPYIOTCS; MPU 3TOM BHAUYAJIE
HYMEPYETCSI KOHBEPT, & 3aTEM OYEPEAHBIM HOMEPOM KAXKJI0€ BIOKEHUE B KOHBEPTE.

[TogmmuTeie B A0 JOKYMEHTBHI C COOCTBEHHOM Hymeparued JUCTOB (BKJIOYAs
MeYaTHbIC U3JaHUsI) MOTYT HYMEPOBAThCA B OOIIEM TIOPSAKE WM COXPaHAThH
COOCTBEHHYIO HYMEpAIIMIO, €CJIM OHAa COOTBETCTBYET MOPSAKOBOMY PACHOJIOKEHUIO
JIUCTOB B JIEJIE.

B cnydasx oOHapy»xeHUsi 00JIBIIIOr0 YUCIa OMMOOK B HyMEpAalllK JMCTOB Jiejia B
JETONPOU3BOACTBE MPOBOAUTCA WX MNepeHyMmepanus. lIpu nmepeHymepanuu JIMCTOB
CTapble HOMEpA 3a4YCPKUBAKOTCS OJHOW HAKIOHHOW YEPTOW M PAJOM CTABUTCS HOBBIN
HOMEp JIMCTA; B KOHIIE JEJa COCTaBJISIETCS HOBasl 3aBEPUTENIbHAS HAIIKCh, IIPU STOM
cTapasi 3aBEpUTEIIbHASL HAANUCh 3a4€PKUBAECTCS, HO COXPAHSIETCS B JEE.

Jl;st yuera KOTU4eCTBa JIMCTOB B Jielie U (PruKcanuu 0COOCHHOCTEN UX HyMepaluu
COCTABJIACTCS 3aBEpUTEIbHA HAANUCH Jiena. OHa COCTaBIsIETCS B JIeJI€ Ha OTAEIIBHOM
JUCTE — 3aBEpUTEIIC Jiea. 3aBEpUTENIbHAs HAJIUCh COCTABIISIETCS MO YCTAHOBJICHHOM
dbopwme.

Bce mocnenyrorniye u3MeHEHUs] B COCTaBE M COCTOSHUU Jiefia (MOBPEXKIEHUS,
3aMeHa MOJTMHHBIX IOKYMEHTOB KOIMUSIMH, IPUCOCTUHEHUE HOBBIX JOKYMEHTOB U T. 11.)
OTMEYAIOTCS B 3aBEPUTEIBHON HAMMUCHU CO CCBUIKOM Ha COOTBETCTBYOILIUM AKT.

O06510%Ka J1e71 TOCTOSIHHOT0, BpeMeHHOT0 (CcBhIiIe 10 j1eT) XpaHeHUSs U 110 TUYHOMY
cocTaBy 0OpMIISIETCS 110 YCTaHOBJIECHHOH hopme.



Ha 00505Ke €71 MOCTOSSHHOTO XpaHEHMsI BBEPXY IPelyCcMaTpUBAETCs MECTO AJIs
HAaUMEHOBAHMS TOCYJapCTBEHHOTO apXuBa, B KOTOPBIA OHHU OyayT MepelaHbl, a TaKxKe
apXUBHOTO MIK(pa B MPABOM BEPXHEM U JIEBOM HIKHEM YTJIax.

[Tpu opopmnenun 060kKu 1en1 HaumeHoBanue [1Ikobl yka3piBaeTCsl MOJTHOCTHIO
M0 YCTaBy, B UMEHUTEILHOM MaJIeKe, COKPAIIEHHOE HAa3BaHUE — B CKOOKaX.

OO0s13aTeIbHBIME  PEKBU3UTAMU OOJIOKKH JIeNia SIBISIETCS YKa3aHUE KOJIMYECTBa
JMCTOB B JIeJie, KOTOPOE MPOCTABIISAETCS HA OCHOBAHUH 3aBEPUTEIBHON HAAIIUCH €A, U
CpOKa XpaHeHus Jena (Ha Jelax TIOCTOSIHHOIO XpAHEHWsl MHILETCS: «XPAaHUTh
IIOCTOSTHHO» ), KOTOPBIN IEPEHOCUTCA Ha 00JIOKKY JI€1a U3 HOMEHKIIATYPBhI [TOCIIE€ CBEPKU
€ro 10 CPOKAaM XPaHEHUs B IIEPEUHE.

Jligs  ydera JOKYMEHTOB ONPEIECIECHHBIX KaTE€ropuil Jen IMOCTOSHHOTO M
BpeMeHHOTO (cBbIle 10 J1eT) XpaHeHMs, y4ET KOTOPBIX BbI3bIBACTCA ClIENU(DUKON TaHHON
JOKYMEHTaluu (JIMYHbIE Jie€Ja, 0CO00 IIEHHBIE), COCTAaBISIETCS BHYTPEHHSS OIMCH
JOKYMEHTOB JiejIa.

BHYTpeHHIOI0 OMHUCh HEOOXOAMMO TAaKKE€ COCTaBISATH B J€laX MOCTOSHHOTO U
BpeMeHHOro (cBbimie 10 ner) XpaHeHHs, CPOPMUPOBAHHBIX IO Pa3HOBUIHOCTIM
JOKYMEHTOB, 3arojOBKH KOTOPBIX HE pPACKpbhIBAIOT KOHKPETHOE COJEpKaHUE
JOKYMEHTOB.

BHyTpeHHSs1 OIKUCh COCTABIISIETCS HA OTAEIBHOM JINCTE 10 YCTaHOBIIEHHOM (hopme,
KOTOpasi COIEPKUT CBEJICHUS O OPAIKOBBIX HOMEPaX JTOKYMEHTOB JI€ia, UX MHIEKCAX,
JaTax, 3arojIoBKax W HOMEpax JIMCTOB JI€Jla, HAa KOTOPBIX PAaCHOJIOKEH KaKIIbIi
JIOKYMEHT.

K BHyTpeHHEW OmMCH Jelna COCTABIISIETCS. WTOrOBas 3alliCh, B KOTOPOU
yKa3bIBaeTCsl LU(PpaMU U NPONUCHI0 KOJIUYECTBO BKIIIOUYEHHBIX B HEE JOKYMEHTOB U
KOJIMYECTBO JIMCTOB BHYTPEHHEN OIMUCH.

BHyTpeHHSs1 OnUCh MOANMCHIBAETCS €€ COCTAaBUTEIEM C YKa3aHUEM JOJDKHOCTH,
MOAMNKCH, PaCIIM(PPOBKU MOANKUCH U HYMEPYETCS B JI€T€ OTAEIBHO.

10.XpaHeHUe U YHHUTOKEHHE JOKYMEHTOB.

JlokymMeHThl (Z1ea) ¢ MOMEHTa co3laHus (mojiydeHus)) Wik (HOPMHUPOBAHUS
XPaHSTCS B OPraHU3aIldU J0 Tepeaavy apXUBHOMY YUPEKICHHIO.

PykoBoautens OV u cnenuaibHO HAa3HAYCHHOE JTUITO (JTUI1a) 00s3aHbI 00SCIICUUTh
XpaHEHHE TOKyMEHTOB H JIeTl.

Jlena MOMMKHBI XPAHUTHCS B BEPTHKAIHLHOM TIOJIOKCHHHM B MIKadax, KOTOPHIC
3aKphiBatoTCsA. Ha kopemkax 00J10kKeK e yKa3pIBaloTCS HOMepa Jiedl.

Brimaya gen Bo BpeMeHHOE ToJyib30BaHuE paboTHukaM OV OCyIIecTBISETCS C
YCTHOTO Pa3peIIeHUs €r0 PYKOBOJIUTENS, a IPYTHUM YUPEXKICHUSIM - C €70 TUCHMEHHOTO
paspemnicHus. Ha BBIIaHHOE NETI0 COCTABISETCS KapTOYKa - 3aMEHUTENb. B KapTouke
yKa3bIBAIOTCS HOMEp JIejia, 3aroJIOBOK JeNa, JaTa €ro BbIJayH, JUI0, KOTOPOMY JICIIO
BBIJIAHO, JaTa ero Bo3BpaTa, MOIUCH JIMI], KOTOPBIC BBIJAIH U MIPUHSIIN JIEIIO.

[IpenocraBieHre A€ BO BpEMEHHOE TI0JIb30BaHUE OCYIIECTBISIETCS HE Oosiee ueM
Ha OJTMH MECHII.

W3bsiTHE JTOKYMEHTOB W3 Jella TIOCTOSHHOTO XpaHCHWs 3ampemaercs. B



UCKITIOYUTENFHBIX ~CIydasx W3bSITHE JOKYMEHTOB JIOMYCKAaeTCs C pas3pelieHus
pykoBoautenss OY ¢ 00s3aTeNbHBIM OCTaBICHHUEM B JIeJie 3aBEPEHHBIX JIOJHKHBIM
00pa3oM KOIHUA.

[Tocne okoH4YaHUS CpOKa XpaHEHHsI JOKYMEHTOB, KOTOPBIEC HE MOAJIEXKAT Iiepeaue
ApPXUBHBIM YUIPEKICHUSM, TOKYMEHTHI CIIUCBHIBAIOTCA Komuccueir OY 1Mo mpoBeaeHHIO
OKCIIEPTU3Bl IIEHHOCTH JOKYMEHTOB, KOTOpPYIO HaszHadaeT pykoBomutenb OVY. Ha
CITUCAHHYIO JOKYMEHTAITUIO AKCIIEPTHAS KOMUCCHS COCTABIISIET COOTBETCTBYIOIIHMIA aKT.

CrnucaHHasi TOKyMEHTalUsl YHUYTOXKAETCS.



[IpunoxeHve 1

[Tpunoxxenue 1
K ITOJIOKCHHIO O BEACHHUU
nenornpou3Bojictea B OY
IIpumepHas popma KypHaJia yyera neyarei ¥ I TaMIOB

oy
Pe3yabTarsl N
HaumenoBanue N OTTHCK meyaTel
HaumeHoBaHue €XKeroJaHou
MoJApa3aejieHud , OtMeTKa 00 (IITAMIIOB)
neJyaTn OT1THCK IMoanucek, NPOBEPKH I TOKEHII
O0JIZKHOCTD Js
Nen/m| (IuramMma) , MHUIMA | eYATH a yAOCTOBepsAOIIAA | HAJTHYNSA y r| A Mpumeyanue
noJiyyareyss u N HOMep YHUYTOKEHHS ,
TOp 3aKa3za, mTaMIma) NoJIy4YeHue , Jara |nedyarei
bamuaus aKTa M Jara |Jaara
AaTa NOCTyNJIeHUs U ITAMIIOB ,
MoJIy4aTeJist BO3BpaTa
AaTa NPOBEPKH
1 2 3 4 5 6 7 8 9

IIpumepHas popma KHuru/ ;xypHaJia perucTpaumu NpuKa3on

oY.
ITo ocHOBHOM AeATEJIBLHOCTH
o Hdara Homep Cpoxk OtMeTKa 00 HCTIOTHEHUH
Conep:xanue HUcnoanurensb |[McmoJiHeHUs:
n/n NnpuKa3a
npuKasa
1 25.08. 74-O11 O npoBeneHnn 0)4(0) 30.08.2022  |Cust ¢ konTposist 30.08.22
2022 KOMILJIEKTOBAHUS
MearOrnIeCKUX
KaJpOB

ITIo xkaapoBbIM Bonpocam

\ Jara npukasa \ Homep npukasa \

Bua npukasa

PHO coTpyaHHKa \

OcHoBanue




n/n
TI Ne 25 ot
1 14.10.22 77-K [Tpuem J4(0) 14.10.2022
I1o KOHTHMHIEHTY 00y4YaKOIHMXCH
Ne Jlara npuka3a Homep Buja npukasa ®U obyuaromerocs OcHoBanue
n/n P NpuKa3a AP y m
3asiBIICHHE POIUTEINCH
1 28.09.2022 35-y 3auucieHue oOU ot 27.09.2022
Ne 46




[Tpunoxxenune 2
[IOJIO’KEHUIO O BEJECHUN
nenornpou3Bojictea B OY

IIpumepnas ¢popma Knuru/ ;KypHaJia perucTpanuu pacnopsizkeHui

oYy.

Jara

Homep

Cpok ucnoJiHeHust

OTMeTKa 00

perucrpauuu

Ne n/mm Conepxxanue KTo mommuca
PACHIOPSIKEHUS | PACTIOPAKEHUS HUCIIOJTHEHUH
®.10. O nmoe3nae ydamuxcs Crar ¢
1 20.10.22 37-P o BKCKI‘ (—‘fm’“ 22.10.22 KOHTPONIS!
P 22.10.22
IIpumepHas ¢popma KHuru/ :xypHaJia perucTpauuu nNnpoTokoja0B
oY.
Ne ni/m | Ne mporoxkoJia ara ero IloBecTka aHS




[Ipunoxenune 3
TIOJIOXKCHHIO O BEJICHUH
nenornpou3Bojictea B OY

IIpumepHasi popmMa perucTpaMOHHOIO KYPHAJIA BXOASIIUX TOKYMEHTOB

oy
JaTta mocrymienus Pe3ouronust niam
Ne i/ JOKyMeHTa/ JdarTa u Homep Kpatkoe conep:xkanue KOMY HaNpaBJieH OT1MeTKa 00
BXO/SILIUIT HOMEp JIOKYMEHTA, JOKYMEHT HCIOJTHEHU U
npucBoenHplii | KOPpecloHIenT (moamucey,
aBTOPOM YAOCTOBEPSIIOLIAS
noJiy4eHue)
1 2 3 4 5 6 7

IIpuMepHas popMa perucTpalHOHHOIO KYPHAJIA UCXOAAIINX TIOKYMEHTOB

Jlata 1 HoMmep
Perucrpamnuo JOKYMEHTa, Ha
Ne aTa HHDBII KpaTtkoe i
A AnpecaT p KOTOPLIN Hcnoanurein
l'[/l'[ TOKYMEHTA HOMEP COAECpKaHue 1aeTcsa OTBET

IMOKYMeHTa

1 ) 3 4 5 6 7




ITpunoxxenue 4
MOJIO’KEHHUIO O BEICHUU
nenonpousBojictea B OY

HOMEHKJIATYPA JEJ OY
Oo011eo0pasoBaTe/IbHOE YUpPEKICHUE
Cpok

XpaHeHus

KoiauuecTBo | aAeaa (roma,
HNHunexc 3aroJjioBoK 1ejia
e 4acTH) IIpumeuyanue
aesa (TomMa , yacTm) .
(TOMOB) u Ne crarei
no

IHepeunio

1 2 3 4 5

01. PykoBoacTBO (KaHUueASpUs)

HopmaTtuBHBIE TpaBOBBIE aKThI o muHOBaHUs
OpraHOB, OCYIIECTBIISIIOLIUX HaJI00HOCTH
npaBjeHue B cdepe m. «O» cT.

01-01 |Y2P (bep 3aBenecHo
o0Opa3oBaHMsI, PETIAMEHTHPYIOIINE 3, m. «O»
00pa3oBaTeNbHBIC OTHOIICHHUS . cr. 4 TII
Konuu 2019

Hocrostio [Tocne 3ameHbl

01-02 |¥YcraB OO cr. 28 TII .

2019 HOBBIM
Jlo MUHOBaHWUSs
CBUAETENBCTBO O TOCTAaHOBKE Ha
HagobHocTH, |Ilepexomsinee

01-03 |ydeT B HaJIOTOBOM OpraHe

(VHH) cr. 24 TII |2012
2019
C [TocrosaHO n
01-04 |CBUICTENLCTBO O BHECCHHHM or. 24 TII epexosiee
3anucu B EI'PHOJI 2012
2019
JIOKyMeHTBI (JIOTOBOpP, KOHTPAKT, Jlo
CBUJIETEIBCTBA) Ha IIPABO JTUKBUAAHT
_ [Tepexonsee

01-05 |onepaTuBHOrO YyIpaBIeHUs OpraHM3auuu |, ot
HMYLIECTBOM, Ha IPaBo ctr. 93 TII
HOJIb30BAHMUs 3€MEJIBHBIM y4aCTKOM 2019

[Tocne
5 ner MpeKpalleHus
01-06 |JIumeH3uw W TPHIOKEHUS K HUM cr. 55 TII |n;edcrBus
2019 JIMLIEH3UHU
[Tepexonsee
2018
01-07 |CBuIETENBCTBO O TOCYAapPCTBEHHOU Ho [Tepexonsee




2018

aKKpeInuTaluu JTUKBUAALUT
OpraHu3aluy,
cr. 61 TII
2019
CaHUTapHO—3MUAEMUOJIOTHIECKOE
3aKJIIOYCHHE Ha 00pa30BaTEIbHYIO 5 gmer, OIIK Hepexommee ¢
01-08 | mesaTenbHOCTh, CAHUTAPHO— cr. 429 TII |, OII)L 3 st
SMHUIEMHOJIOTMYECKOE 3aKITIOUeHHE 2019
Ha MEAMLMHCKYIO JESTEIbHOCTb
I y [TocTostHHO
01-09 N?CyﬂapCTBeHHoe m. «O» cT.
YHULUINAJIBHOE 3a/laHue 198 TII 2019
OTyer O BBIIOJIHEHUU [TocTostHHO
01-10 |rocynapCTBEHHOI0/MYyHUIIUIIAIbLHOTO M. «a» CT.
3aJJaHUS 211 TII 2019
[TocrosaHO epexomdmee ¢
01-11 |IIporpamma pa3BUTHSI cr. 193 TII PEXOAII
2020
2019
I [TocrosHHO
01-12 |IIPOTOKONBI KOJICrHATBHBIX 0. «By C.
OpraHop 18 TIT 2019
- . ITocrosuHO
01-13 |IIpOTOKONEI COBEMIaHHI MHpH 0. «@» CT.
AHPSIOpe 18 TI 2019
n 6 5 . IlocTosunO
01-14 p60TOK0J'II>I o0mux coOpaHuit o, Ky CT.
DADOTHIKOB 18 TII 2019
- . ITocrosHHO
01-15 |[IpHuKa3skl MO OCHOBHOM 0. «@» CT.
JesTeNbHOCTU 19 TI 2019
Knwura/xypHan perucrpanuu ITocTostHHO
01-16 |mpuka3oB MO OCHOBHOMU o. «» CT.
NeATEIbHOCTH 182 TII 2019
I ITocTostHHO
01-17 gn/ucasm 10 KOHTHUHTEHTY 0. «a» CT.
ODYHAIOIIHMXCA 19 TI 2019
Knura/xypHan perucrpanuu ITocTostHHO
01-18 |mpuka3oB MO KOHTHHIECHTY m. «a» CT.
oOydJaronuxcs 182 TIT 2019
[Ipukaspl/ pactiopspkeHUsT 1O 5 z;er
01-19 | agMUHUCTPATHUBHO—X03HCTBEHHBIM m. «O» cT.
BOIIPOCaM 19 TII 2019
01-20 |Kuura/xypHaja perucrpainuu 5 ner




MPUKA30B / PaCOPSHKEHUN 110
aIMUHUCTPATUBHO —X035IICTBEHHOMN
IeATEIIbHOCTH

Im. «B» CT.

182 TII 2019

T [TocTosiHHO
01-21 |/lOKalTbHBIC HOPMATHBHBIC AKTHI IO or. 8 TI
OCHOBHBIM BOIIpOCaM 5019
JIoOKyMEeHTBl O MpOBEpKax (akThl, 10 ner
01-22 |cnpaBku, Iepenucka) oOpraHaMu cr. 141 TII
TOCKOHTpOJIA (Haza3opa) 2019
Hocrosiino [Tocne 3ameHnbl
01-23 | MHCTpyKUUs O JEIONPOU3BOJCTBY cr. 28 TII
HOBBIMU
2019
[Tocrosinno | CTPYKTYpHBIX
01-24 |HomeHnknarypa e cr. 157 TII |moapa3neneHwuid
2019 — 3 roxa
06 5 ner DIIK
P P 2019
K 5 . 5 ner
01-26 ypHaJ perucrpanuu obpaiieHui 0. «e» CL.
rpaiaa 182 TIT 2019
o
K . JTKBHIAITIT
01-27 ypHaj ydera BbIIA4YM Ie4yaTed u OpTAHHSAIIY
HITAMIIoB cr. 163 TII
2019
[Ipu
OTCYTCTBHH
KHWT,
AKTBl YHUYTOXEHHsS TedaTred u 3 roza KYpHAJIOB
01-28 |7 cr. 164 TIT |MYPHAIOR,
5019 OTTHUCKOB U
CIIETIKOB — [0
JTUKBHJIAITAU
OpraHu3aIyu
K 5 ner
01-29 ypHaJ PErucTpalyy BXOJSIINX 0.« CT.
AOKYMEHTOR 182 TIT 2019
K 5 ner
01-30 0}11<p I;ELTE ]e:HCTpauHH HEXOATIIX Im. «I» CT.
HOKY 182 TI 2019
v N 6 IToctrosaHO
01-371 |llyOmuunbri nokmax o pabote cr. 209 TI
TITKOJTBI 5019
01-32 |Oryer o0 camooO0cCiIenOBaHUU ITocrosgHHO




cr. 209 TII

2019
ITocTosHO
M. «a» CT.
01-33 [lomoBoit 11aH pabOThI MIKOJIBI 198
TII 2019
Jlo MuHOBaHMS
OrnepaTUBHBIE TUIAHbBI
01-34 | (kBapTaJbHBIE, MECAYHBIC) Hai0bH0CTH
! cr. 201 TII
paboTHI LIKOJIBI 2019
01-35 |<...>

02. OoOpa3oBarejibHasi AeSATEJbHOCTH

OO6pazoBaTenbHbIE MPOTrPaMMBbl

Jlo 3amMeHBI

[Tepexonsmee ¢

02-01 |m HOBBIMH
KOJIbl 10 YpPOBHSIM OOILEro 2017 roma
oOpa3zoBaHHs cr. 271 IIMII
Jlo 3amMeHBI
02-02 JlononuuTenbHbIE 00pa3oBaTEIbHBIC OBBIMI [Tepexonsmee ¢
IPOTpaMMbl 2020 ronma
porp cr. 271 TIMI A
[IpoTokomnbl 3acemaHuit [TocrosHHO
02-03 |memaroruueckoro coBeTa H M. «I» CT.
JOKYMEHTBl K HHUM 18 TII 2019
02-04 Knaura ywera npoTokoiioB 10 ner
MEeIarOru4ecKkoro COBETa cr. 335 IIMII
0505 f(;);TyMeHTH 6no aHaM3y W TToCTOsHHO,
- 0t0  00pa3zoBaTEIbHON
P P cr. 316 IIMII
JIeSITETbHOCTH
[IpoTokosbl 3acenaHuil coBeTa
poauTenend (POAUTENBCKOTO
02-06 |komuTeTa) U HOKYMEHTEI Hocrosturo,
Y cr. 324 TIMII
(ctipaBKHM, JOKJIAABI,
uH(pOpMaLlUK) K HHUM
IIocrostHHO,
02-07 [IpoTokoisbl 3acenanuit 3 roma eCJ;HT txoma
9K3aMEHAIIMOHHBIX KOMHUCCHUU cr. 326 IIMIT | "4
JIOKyMEHTHI Ha
FOCXpaHHue
02-08 Nudopmanus, cBeaeHus o padore 3 roaa
Irpynn IPOJJIECHHOIO JHS cr. 312 IIMII
02-09 Knaura ydera BblIaum menanen 50 ner
yYaluMcs IIKOJ ct. 319 IIMII
02-10 Kuanra yuera ONaHKOB W BBIIAYH 50 ner

aTTeCTaToOB (perucIpanuu

cT. 322 IIMII




BBIJIAHHBIX JIOKYMEHTOB 00
o0Opa3oBaHNH )

02-11 Knura ydera BblgauM NOXBaJbHbBIX 50 zer
JIUCTOB M TOXBAJbHBIX I'PAMOT cr. 320 IIMII
ITocTosHHO,
JIoKyMeHTBl (IUJIaHbl, JOKJIaJHbIC eclii IIKOJIA
02-12 |3ammcku, mepenucka) o 3 roma ciaer
’ cr. 321 IIMIT|"
MPOBEACHUU OTKPBITHIX YPOKOB JIOKYMEHTBHI Ha
rocxpaHue
[IpOoTOKOJIBI POAMTEIBCKUX
02-13 coOpaHMii W JOKYMEHTBHl K HHUM 5 ner
(CIpaBKH, JOKJIAJbI, cr. 324 TIMII
uH(pOopMaInu )
02-14 Otuersl 0 pabore coBera 3 roja
poauTenen ct. 325 IIMII
02-15 AndaBuTHas KHUTA 3aMUCH 50 Jer
o0yJaromuxcst cr. 329 IIMII
ITocae
OKOHYAaHUH
02-16 |JIuuynbple nena oOOyYAOIIMXCS 3 roma [IKOJBl U TIpH
Y cr. 330 IIMII p
BBIOBITUM B
JIPYTYIO IIKOJTY
1 ron
02-17
DK3aMeHaI[MOHHbIE OMJIETHI or. 503 TIMII
02-18 DK3aMeHaIMOHHbIE PabOTHI 1 rox Ilocme cpaum
oOydJaronuxcs ct. 506 TIMII |skx3ameHOB
H3baTeie u3
. | KITacCHBIX
B snexrponHO#
KYpHAaJIOB
KitaccHble xypHansl (opme Ha mucke CBOJIHBIE
02-19 — 5 et
(DJIEKTPOHHBIE ) BEIOMOCTH
or. 331 TIMIJ |YcreBaemocTy —
He MeHee 25 neT
02-20 KypHan ydera NpomymeHHBIX H 5 ner
3aMEIIEHHBIX YPOKOB cr. 337 IIMII
02-21 Kypnan 3ansTuii 1O 5 ner
JOTIOTHUTEIIFHOMY 00pa30BaHUIO cr. 493 IIMII
02-22 | Hvpr 5 Jer
ypHaJI TPYIIBI TPOJICHHOTO JTHS cr. 333 TIMII
02-23 [<...>

03. BocnurarejbHasli AeATEJbHOCTDH




IInasel BOCHIMTATEIBLHBIX

3 rojxa

03-01 |mMepompusiTuii U IOKYMEHTBI K cr. 194 TII
HUM 2019
Ilepenucka mo Bompocam
03-02 |mpodopueHranuu, TPYIOBOrO 3 roxa
' cr. 345 IIMII
oOydeHuss ¥ BOCIUTAHUS
[lepenncka ¢ opraHamMu CHCTEMBI 5 ner, OIlIK
03-03 | mpodunakTuku ¥ OE3HAA30PHOCTH cr. 70 T
HECOBEPLIEHHOJIETHUX 2019
[TocrosinHO,
03-04 JlokyMeHTbl 00 oOpranuzainuu u 10 ner i;z; ko 1a
pabote narepeii ct. 478 TIMII
JOKYMEHTBHI Ha
rocxpaHue
JIOKYMEHTBI O MPOBEICHUU
OJIUMIIUAJ], BUKTOPHH IIO
qeOHBIM TpPEJMETaM, CMOTpPOB Jlo. MuHOBaKus
03-05 |¥ p ! POB, Hago0HOCTH
KOHKYPCOB XYIOXKECTBEHHOTO, or. 383 TIMII
TEXHUYECKOTO M JIPYTHMX BHUIOB
TBOPYECTBA IIKOJIHHUKOB
JIOKYMEHTBI O BBICTaBKaxX JIETCKOTO Jo MuHOBaHUS
03-06 |XyHOXKECTBEHHOTO M TEXHUYECKOTO Ha/I00HOCTH
TBOPYECTBA cr. 384 IIMII
ITocTosiHHO,
Otuetsl, wuHbOpMaIUu o padote 10 et €CIM 1IKOJIa
03-07 | 0OlIECTBEHHBIX YYEHHYECKUX T
n oy cr. 388 IIMII|"2°
OpraHu3aIuii JOKYMEHTHI Ha
rocxpaHue
03-08 |<...>
04. Meroanuyeckasi AesiTeJbHOCTH
n ITocTostnno,
JI0’KEHU METOINY
04-01 co(;e(;ee ¢ O MeToAuHeckom M. «a» CT.
34 TIT 2019
[Tonoxenus 06 yueOHO- [TocrosinHoO,
04-02 |meromuueckux OOBEIUHEHUIX, M. «a» CT.
pabouux rpymnmax 34 TII 2019
[IpoTokomnbl 3acemaHuit
P A IlocrostaHO,
METOJIMYECKOTO COBETa H
04-03 JOKYMEHTBI (CHpPaBKH, JOKJIAJIbI f. «p CT.
’ ’ 18 TI 2019
uH(popMaLlUK) K HHUM
I . 5 5 gmer, OIIK
OJIOBOM TUIaH PabOTHI
04-04 | OA p cr. 200

METOAHUYCCKOIroO COBETa

TIT 2019




Ilo

A 5 ner, OIIK
04-05 HaJIu3 pesinLTaTOB or. 46 TII OMepaTUBHBIM
MeToandeckoi paborsr OV 5019 Bompocam - 5
JIeT
04-06 [<...>
05. KagpoBoe oOecnedyenue
IIpucnannsie
ITocTostHHO IJI1 CBEIECHUS
05-01 |Ko/IeKTHBHBIH JIOrOBOP cr. 386 TII |—mgo MuHOBaHUS
2019 HaJ00HOCTH
ITocne
JIokyMeHTBl O TpOBepKax 3 roxa HCTCUYCHHUS
05-02 |BbINONHEHUS YCIIOBHIA cr. 389 TII |cpoka nencTBHs
KOJUIEKTUBHOI'O JOTrOBOpa 2019 KOJUIEKTUBHOT'O
JIOTOBOpA
n ITocTostnHO
05-03 paBUiia BHYTPEHHETO TPYIOBOTO or. 394 TII
pacrnopsiika 5019
101 ITocTostnHO
05-04 TaTHOE PACIHCAHHE H or.40 TII
W3MEHEHUs1 K HeMy 5019
IIItaTHbIe paccTaHOBKH (INTATHO-— 50/75 et
05-05 P cr. 42 TII
CIUCOYHBIA COCTaB PaOOTHHUKOB) 5019
50/75 ner
05-06 JIOMIKHOCTHBIE HMHCTPYKLUHU or. 443 TII
pabOTHUKOB ) 5019
[Ipyuka3pl MO JIMYHOMY COCTaBY
(mpueMm, MepeMelleHnE,
COBMENIEHUE, TEPEBO/I,
YBOJIbHEHUE, aTTeCTalus, 50/75
JIOITOJTHATEILHOE
set3 OIIK
05-07 |mpodeccuoHanpHOE 00pazoBaHUE,

U3MEHeHHue (aMuiInu,
MOOIIPEHNS, HArpaxJIeHHs,
OTIIyCKa O YXOJy 3a peOeHKOM,
oTmycka 0e3 coXpaHEHHs
3apabOTHOM TIIATHI)

M. «a» CT.
434 TII 2019




IIpukasel opraHusanuu IO
JUYHOMY COCTaBY (€¥KEroJHBIC

06 ormyckax,
KOMaHINPOBKAX
pPabOTHHUKOB C

OIUIaYMBaEeMbI€ OTIIyCKa, OTIYCKa 5 ner
BPEIHBIMU U
05-0g |B CBBH C oOydeHueM, M. «O»—«» ()
JICKYPCTBAaX, HE CBSI3aHHBIX C cr. 434 TII
. N OIIACHBIMH
OCHOBHOH (TIPO(HIIEHOMN ) 2019
YCIOBUSIMU
JEATEIIbHOCTBIO, O KOMaHIMPOBKaX Tpyra — 50/75
U CIY)KEOHBIX IPOBEPKaAX et
I 3 rojxa
05-09 pUKa3bl MO JIMYHOMY COCTaBY o. @ cr.
(IMCHUIIINHAPHBIE B3LICKAHUSA ) 434 TI 2019
O exeromgHo
OITAYMBAEMBIX
OTIyCKax,
OTIyCKax B
50/75 ner |cBA3HM C
05-10 Kuura/>xypHan perucrpauuu OIIK o0yuyeHueM,
MPUKA30B 10 JIMYHOMY COCTaBy) m. «O» CcT. |JAexXypcTBax,
182 TII 2019 |He CBI3aHHBIX
C OCHOBHOM
(IpoUITBHOM )
JIESITEIIbHOCTBIO
— 5 Jer
KypHan ydera JIMYHBIX J€1 50/75 ner
05-11 pabOTHUKOB JWUYHBIX [I€J, JIUYHBIX AIIK
KapTO4eK, TPYAOBBIX JOTOBOPOB m. «O» cT.
(CIyeOHBIX KOHTPAKTOB) 463 TII 2019
50/75 ner
OIIK [Tepexonsmee ¢
05-12 |Jluuynble nmena pabOOTHHKOB cr. 445 TI |2021 rom
2019
50/75 ner
TpynoBeie TOTOBOPHI, CITy>KEOHBIE
05-13 |KOHTpaKThl, corjameHus o0 HX IR
cr. 435 TII
W3MEHEHUHN, PACTOPKEHUHU 5019
YBegomiieHus1, MNpPeaynpexaecHust , 3 roma
05-14 cr. 436 TII
pabOTHHKOB (aM) paboTomarenemM 5019
50/75 ner
05-15 JInuHble KapTOUKH PabOTHUKOB OIIK [Iepexonsmee ¢
(p. T-2) cr. 444 TII |202 rona
2019
[TongnuHHBIE JTUYHBIE JOKYMEHTBI Ho HeBoctpeboBanu
05-16 | (TpynoBass KHWXKKA, IUILUIOMBI, BocTpeOoBaHusA. |ple — 50/75
aTTeCTaThl, YJOCTOBEPEHUS, cr. 449 TII |mer*




2019

CBUJIETEIBLCTBA)
50/75 ner
05-17 Kuura ywera nBukKEeHHS TPYIOBBIX M. «B» CT.
KHIWKEK W BKJIAJBIIIEH B HHX 463 «» TII
2019
[Tocne
HCTEUYCHUS
CpOKa JEHCTBUSA
coryacus WM
Cornacusi Ha 00pabOTKY 3 rona €ro OT3bIBa
05-18 cr. 441 TII ’
MEPCOHAIBHBIX JTAHHBIX 2019 €ClIi MHOE He
MIPeyCMOTPEHO
benepaabHBIM
3aKOHOM,
JI0OTOBOPOM
JlokymMeHTBl 00 OCBOOOXIIEHUH OT
yIUIaThl HAaJOrOB, MPEIOCTABICHUU 5 ner
05-19 |nbror, oOTCpouYEK YIIAThl WIH cr. 304 TII
OTKa3¢ B HEW II0 Hajoram, 2019
coopam
IIpoTokoibl 3acenanuii, 10 ger DIIK
05-20 |MOCTAHOBICHHUS W JIpYyrue or. 485 TII
JOKYMEHTBL aTTECTalMOHHBIX 5019
KOMHCCHIA
JIOKyMEHTBI 1O aTTecTaluu, 5 ner
05-21 |OHPEACICHHUIO npodeccnoHambHBIX or. 484 TII
U JMYHOCTHBIX KadecTB 5019
paboOTHUKOB
JIOKyMEHTBI O TPOXOKJICHUH
HE3aBUCHUMOMN OIIEHKU
5 Jer
05-292 KBaI(UKaMu pabOTHUKOB WU or. 488 TII
JUL, TPETeHAYIIUX Ha 5019
OCYIIIECTBJICHUE OMPEIEICHHOIO
BHJIa TPYJIOBOH JESITEIBHOCTU
1 ron
05-23 |T'paduku TpPOBEICHUS ATTECTAIUH cr. 490 TII
2019
JIOKyMEHTBI O MEpEenoAroTOBKE M 5 ner OIIK
05-24 |moBbIlIeHUN KBATU(UKAINA W ct. 491 TII
MEPEnoIroTOBKE PabOTHUKOB 2019
[lepenucka mo arrecranuu, 3 roaa
05-25 | mepenoAroToBKe ¥ IOBBIIICHUH cr. 499 TII
KBaJIM(UKau pabOTHUKOB 2019
05-26 [Mnan moBbIIEHUS KBaTU(UKALUN 5 ner
MeJJTarOTHIECKUX PaOOTHUKOB cr. 482 TII




2019

HOKYMCHTI)I 0 IMIpEACTABICHUU K

HarpaxJaeHu0 pPabOTHUKOB 5 zer
05-27 | (npeacTtaBieHusi, XOJaTaiCTBa, cr. 500 TII
XapaKTEpUCTUKN, BBIIUCKU U3 2019
peleHuii u ap. )
3 rojxa
05-28 |I'paduk oTmycKoB cr. 453 TII
2019
TapudukanoHHble CIUCKU S0/75 et
05-29 (BEI[OMOCTHH) a0OTHUKOB cr. 400 TI
P 2019
o 5 5 ner DIIK
AP 2019
JIOKyMEHTBI BEIEHHUIO BOHMHCKOI'O 5 mer
yeta ¥ OpOHUPOBAHHMIO TPaXKiaaH
05-31 | POHHP paAat, cr. 457 TII
npeObIBalONIMX B 3amace (IUIaHbl, 5019
OTYETHI)
JIOKyMEHTBI BEIEHHUIO BOHWHCKOIO 5 jer
yera U OpPOHHMPOBAHUIO TpaKIaH
05-32 Y POHUD paxnaH, or. 458 TII [Tocne cHsaTHA
npeObIBAIOINX B 3arace 5019 C yuera
(KapTO4YKH, JIMCTKHA, IIOBECTKH)
Kypnan (xkHMra) mnpoBEpOK 5 et
05_33 |COCTOSHHS BOMHCKOrO yueTa u or. 459 TII
OpOHHpPOBaHUS TpaxkJaH, 5019
npeObIBalOIINX B 3arace
XK 5 ner
05-34 ypHal yuera JIML, TOMJIEkKaIINUX 0. «e» CL.
BOMHCKOMY YYETY 463 TI 2019
3asBKH O MOTpeOHOCTH B 1 rox
05-35 | mpuUBICYCHUN WHOCTPAHHBIX cr. 377 TI
paboOTHUKOB 2019
3asBieHHUsT pabOOTHUKOB O BbIJaye 1 roxm
05-36 |IOKYMEHTOB, CBI3aHHBIX C cr. 451 TII
paboToii, W HX KOMHIA 2019
05-37 |<...>
06. byxraiarepckuili y4er U OTYETHOCTb
n 6 ITocrosaHO 1
06-01 OJIO)KEHHUE O orénaTe Tpyaa M 0. «@ CT. OCJIE€ 3aMEHBI
MPEMHUPOBAHUN PAOOTHUKOB 594TM 2019 |HOBPIMH
06-02 |[lomoBoil 1uaH (UHAHCOBO— ITocrostHHO




XO3SIMCTBEHHON OEITEILHOCTH

II. «a» CT.
247 TII 2019

OTyeTbl O BBINOJHEHHH IIAHOB

(hMHAHCOBO—XO035HCTBEHHOU Hocrosmro
06-03 esTe O. «a» CT.
NEATETLHOCTH OPTaHU3aIUH . 579 TII 2019
T'onoBeie
OTueTbl O BBINOJIHEHUN ILIAHOB 5 et
MHAHCOBO— X031 CTBEHHOU
06-04 (bGSITeJIbHOCTI/I OpraHu3anuu m. «o» cr.
A P 1 - 272 TIT 2019
KBapranbhbie
JIOKyMEHTBI O TpOBEpKax (aKThI, 5 et
CIIPABKU, IIEPEINCKaA
06-05 | <P pemncka) cr. 282 TII
(UHAHCOBO—XO035HCTBEHHOM 2019
EATEIIBHOCTH
r 6 IlocTosuno
06-06 olloBasi Oyxrairepckas or. 268 TI
OTYETHOCTD 2019
5 ner
06-07 |TomoBas Oro/KETHAsT OTYETHOCTH M. «a» CT.
269 TII 2019
n 5 5 ner Ilpu
06-08 5 T}:{(gsfquﬂme yXTaJaTepCcKue 0. «G» Cr. ;)(T)czlz(;r)}:nn
269 TIT 2019 |"O%
IIOCTOSIHHO
5 jer Jnga romoBoit
06-09 AYI[I/ITOpCKI/IeVBaKJIIO‘leHI/ISI 1o or. 286 TII Oyxraiatepckoit
OyXTaJITepCKONM OTYETHOCTH 5019 OTYETHOCTH —
MOCTOSIHHO
T'omoBeIle UM KBapTaJIbLHBIE PACUYETHI 50/75 ner
06-10 |' OA P p cr. 308 TII
M0 CTPaxOBBIM B3HOCAM 5019
50/75 ner
OI1K:
06-11 |JIuueBnie cuera pabo o
WIEBbIC cYeTa PabOTHUKOB or. 296 TI
2019
JIOKyMEHTBl O TOJIyYEHUH -
3apa0OTHOM TIJIATHI (CBOJHBIC 6 Jer pu
06-12 |pacyeTHbIE (pacyeTHO-IJIATEKHBIE ) cT. 295 TII OTCYTCTBHH
5019 JINIEBBIX CYETOB
BEJIOMOCTH, pACUYETHBIE JIUCTHI, — 50/75 ner
JIOBEPEHHOCTH )
JIOKYMEHTBI (KOTHH OTYETOB, .
JIET
3asIBJIEHUSI, CIIMCKA DPAOOTHUKOB
06-13 ’ P ' cr. 298 TII
CIPaBKH, BBIITUCKUA U3 5019

IMPOTOKOJIOB, 3aKJIIIOYCHUA ,




Mepenucka) O BBIIUIATE TMOCOOMIA,
o1jiaTre JIMCTKOB
HETPYAOCIOCOOHOCTH ,
MaTePHUATLHOM TTOMOIIU

[Ipu
OTCYTCTBHUH
JMLEBBIX CUETOB

C 5 Ier 15805
06-14 H;fjf?%ggﬂfgé‘:{iix HI;HCYMMaX cr. 312 TII |Bemomocrtei
2019 HAYUCIICHUS
3apaboOTHOM
aTel —
50/75 ner
5 ner
06-15 HcnonHuTenbHbIE JTUCTHI IO or. 299 TII [Tocne
yAepKaHUIO W3 3apabOTHOM IIAThI 5019 HCIIOJTHEHUS
IIpn TsxKENBIX,
TabGenn u XKypHaibl ydera > ner BpCHBX i
0e-16 pabotero BpemeHs cr. 402 TII |omacHbIX
2019 YCIOBUAX TpyHa
— 50/75 ner
Hanoroseie nexnapanun 5 ner JOIIK
06-17 | (pacueTbl) IO BCEM BHJAM ct. 310 TII
HaJIOTOB 2019
6 5 Jer
06-18 ﬁ[}?rl;};l\giHTH 00 WHBEHTapu3aluu or. 321 TH
2019
5 5 ner IIpn ycnosuun
06-19 JIOKyMeHTBl 00 WHBEHTapH3alH } or. 321 TII |nposenerns
TOBApHO—MaTEPHUAIIBHBIX [IEHHOCTEU
2019 [IPOBEPKHU
JIOKyMEHTBI O IIEPEOLIEHKE Tocne BhiObITHA
OCHOBHBIX ()OHJIOB, ONPEICIECHUN o Jer OCHOBHBIX
06-20 aMOpTHU3allMd OCHOBHBIX CPEJICTB cr. 323 T |cpencts n
p 8 PEACTB, 2019 HeMaTepHUaIbHbI
OLICHKE CTOMMOCTH HMMYILECTBA X AKTHBOB
ITocne
. 5 Ier YBOJIbHEHUSA
06-21 JloroBopel 0 MaTepuagbHOU er. 279 TII |Matepuamsmo-
OTBETCTBEHHOCTH
2019 OTBETCTBEHHOI'O
Iuna
JIoroBOpHI Tpa)KAaHCKO—IIPaBOBOTO
XapakTepa O BBIIOJIHEHUU paboT, 50/75 ner
06_pp |OKasaHUM yCiyT buznyecKkuMu er. 301 TI
JULAMH, aKTbl CHAAYU-TPUEMKH 5019

BBITIOTHEHHBIX pabOT, OKa3aHHBIX
yCIIyT




ITociae

JloroBo  DOTUTE 5 ner OIIK
TOBOPBI UTCIIIMU UCTCUCHHUS
06-23 PEL € pol cr. 11 T |CTCIeHE
(3aKOHHBIMH TIPEICTABUTEIISIMH ) 5019 CpOKa JeHCTBUs
J0TOBOpPA
5 ner n
. oCJie 3aMEHbI
06-24 | JIOKyMEHTBl YYETHOH MOJUTHKH cr. 267 TII
5019 HOBBIMH
[lepBuYHbBIC yYETHBIC JOKYMEHTHI
U CBSI3aHHBIC C HUMH
ONpaBJaTelIbHBIE JTOKYMEHTBI Ilpu ycnoBun
(KaccoBble JOKYMEHTHI M KHHUTH, 1IPOBECHUS
O0aHKOBCKHE JTOKYMEHTHI, KOPEIIKH TPOBEPKH;  TPH
JICHEXKHBIX YEKOBBIX KHIDKEK, 5 Jer BOSHUKHOBCHIH
CIIOpOB
06-25 |opnepa, Tabenu, W3BEUICHUS ct. 277 TII POB, -
a3HOTJIACHH
0aHKOB W TIEPEBOHBIC 2019 P
COXPaHSIFOTCSI
TpeOOBaHUsI, aKThl O MpHUEME, P
10 TIPUHSTHS
claye M CIUCAaHUU WMMYIIECTBA M
vaTe peIICHHS 110
pHAIOB, KBUTAHIINH, ey
HaKJIaJHbIC, ABAHCOBBIC OTYECTHI,
IIEpPENncKa )
[lepeueHp JMIl, HMECIOIIUX IPABO 5 Jer
[Tocne 3ameHsl
06-26 |momnuch TEPBUYHBIX YYETHBIX cr. 280 TII
HOBBIMH
JIOKYMEHTOB 2019
JIOKyMEHTBI O B3aWMHBIX pacyeTax > Jer Hocne
06-27 y p cT. 264 TII |mpoBeneHus
U TepepacueTax
2019 B3auMopacyeTra
5 Jer
06-28 |Knura ydera HOBEpEHHOCTEH O. «I» CT.
292 TII 2019
5 ner
06-29 | Cuera-daktypsl cr. 317 TII
2019
Ho
JTMKBUIAITAN
06-30 |XypHanm ydera OCHOBHBIX CPEICTB OpraHu3aIuu
M. «a» CT.
329 TII 2019
K 5 Ier
HaJI y4eTa MaTepHUabHbBIX
06-31 YP y P m. «O» cT.
[IEHHOCTEH M WHOTO HMYIIECTBA
Y 329 TII 2019
ITocne
KHura yuera mpuxomaHO- 5 Jer
CITHCaHUS
06-32 |pacxoIHBIX MaTEepHAIIOB, ct. 526 TII
MaTepHabHBIX
o0opyaoBaHUs 2019 N
[IEHHOCTEH
06-33 |IlonoxeHue o 3aKymKe TOBapoOB, [TocrosHHO




pabor, yciyr cr. 217 TI
2019
3 rozxa
06-34 |Ilnan-rpaduk 3aKymok ct. 218 TII
2019
3 rozxa
06-35 | JIokyMEHTBI IO 3aKylKam cT. 219-223
TII 2019
5 mer DIK | 11ocne
06-36 | MyHUIMIIAIbHBIE KOHTPAKTBI cr. 224 TII |‘CreieRnt
5019 CpoKa JaeicTBUS
KOHTpPAaKTa
n 3 roma
06-37 |Hlepenucka Mo OCYIIECTBICHHIO or. 229 TII
3aKyMOK I HYXKJ OpraHu3anuu 5019
K 3 roma
06-38 ypHaJ pEerucTpanuu 3asBOK Ha or. 227 TII
y4acTue B 3aKyIKax 5019
1 5 ner OIIK
06-39 |Ilepenucka mo BOIpOCaM OKa3aHHs cr. 290 TII
IUIATHBIX YCITyT 2019
o o o
06-40 P PRy, cr. 511 TII
o0OpyIOBaHUSA U JPYTrou 5019
MPOTYKITUU
[Ipuemo-cnarounble aKThl,
COCTaBJICHHBIC TIPU CMCHE 1o Jer
06-41 P cr. 44 TI
JOJKHOCTHBIX, OTBETCTBEHHBIX, 5019
MaTepHUaTbHO—OTBETCTBCHHBIX JIHII
06-42 |<...>
07. bubamoreka
ITocrosaHO
07-01 |IlomoxxeHne o OUOIMOTEKE m. «a» CT.
33 TII 2019
WuBeHTapHass KHUTa, ajaQaBUTHBIHI Hocrosxso
07-02 p ' cT. 330 TII
KaTajor 5019
o
JIOKyMEHTBI ydYeTa MaTepHalIOB JTUKBUIAITUU
07-03 | cnpaBoYHO-UH(GOPMAITUOHHOTO OnoIMoTEKH
donna, OuOIHOTEKH cr. 366 TII

2019




AKTBl CIIMCaHUSI KHUT U > Jer Hocne
07-04 . cr. 365 TII |crmemyroreit
MEPUONYCCKUX H3IaHUI
2019 IIPOBEPKU
JIOKyMEHTBI O MOJrOTOBKE M 5 mer OIIK
07-05 |mpoBeneHUH BBICTABOK, SPMapOK, cr. 368 TII
Mpe3eHTalMi 2019
07-06 [<...>
08. Apxus
I 6 5 IlocTosuno
08-01 OHO)KCHI/I? 00 apxuBe, o 0. «@» CL.
IKCIIEPTHOH KOMHUCCHH 33 TI 2019
ITocTostHHO
08-02 | YuerHble JOKYMEHTHI apXuBa cr. 171 TH
2019
TOCTOSIHHO HeyTtBepxaeHHbI
e — IIo
08-03 |Onucu 1ea MOCTOSHHOTO XPaHCHHUS M. «a» CT. MHHOZ];aHHH
172 TII 2019
HaIo00HOCTH
HeyTtBepxaeHHbI
50/75 ner C
HECOIJIACOBAHHBI
08-04 |Onucu gen Mo JUYHOMY COCTaBY m. «O» cT. e - 10
172 TII 2019 A
MHHOBAaHUS
HaJ00HOCTH
3 roma ITocne
Onucu n1e1 BpEMEHHOTO (CBBIIIE
08-05 10 ner) XpaHemms M. «B» CT. |YHHYTOXKCHUS
p 172 TIT 2019 |nen
ITocae
BO3BpAIICHUS
JOKYMEHTOB .
Jns akToB
JIOKYMEHTBI ydYeTa BBITAYH JeI, 3 roma
BBIJAYU €I BO
08-06 | mOKyMEHTOB BO BpEMEHHOE cr. 175 TII
BPEMECHHOE
IIOJIb30BaHHUE 2019
[MOJIL30BAHHE
JIPYTHM
OpraHu3aIsIM
- 5 nmer
ITocie
BO3BpAIICHUS
JTOKYMEHTOB .
JIOKYMEHTBI BBIEMKH €Il 3 roma Ilpu
08-07 ! ct. 176 TII P
JTIOKYMEHTOB 5019 HEBO3BpallleHUU
— TIPOTOKOJIBI,
aKTBI
BKJIIOYAIOTCS B




neno ¢douma -

IIOCTOSIHHO
Konnm apXWBHBEIX CIPABOK
BbI,Z[aHHBII; o 3anpocI;M rl;amz[aH 5 ser SIIK
08-08 ’ cr. 178 TII
JOKYMEHTbl K HHUM (3asBJICHUSA, 5019
3alIpoOChl, CIPaBKHU, IEPEIIUCKA)
Kypnanbt, 0a3pl JaHHBIX ydeTa 5 ner
08-09 |BblgauM apXMUBHBIX CIPABOK, ct. 177 TII
KOMUH, BBINUCOK M3 JOKYMEHTOB 2019
JloroBopbl (corjamieHusi) ¢
APXUBHBIMH YUPEKICHUSIMU , 5 ner DIIK ITocne
08—1( |UHBIMU OpraHU3ALHUAMH O cr. 179 TII HCTCUYCHUS
B3aUMOJCUCTBUM U COTPYJHHYECTBE ) 2019 CpOKa JEeHCTBUS
B cepe apxwBHOTO Aena u JIOrOBOpa
JIEJIONPOU3BOJICTBA
08-11 [<...>
09. Meaununckoe o00cjay:KUBAHHE
ITocTosHHO?
09-01 ITomoxxeHue o0 MeETUIIMHCKOM 0. «a» T
0JI0Ke ) )
33 TII 2019
09-02 MenuuuHCKHE KapThl 5 ner
o0yJaromuxcst cT. 441 TIMII
3aKIIIOUYUTENIHLHBI
€ aKThI
METUITTHCKIX
OCMOTPOB
3 rom pabOTHUKOB,
09-03 JIOKyMEHTBl O MEIMIMHCKUX or. 635 TII BBITTOJTHSIOITAX
0CMOTpax : paboThHI C
201
019 BpPEIHBIMH ,
OIMaCHBIMU
YCIOBUSIMU
Tpyaa —
50/75 net
ITocme
JloroBop o ¢uHAHCOBOM 5 1mer CTeueHIA
09-04 |obecrieueHnH 00S3aTEIHLHOTO cT. 627 TII N
CpOKa JEHCTBUSA
MEIULUHCKOIO CTPaxOBaHUs 2019
JIOTOBOpA
JIOKyMEHTBl O MEIUIIMHCKOM 5 ner

09-05
00CITyKUBAaHUU

cT. 369 IIMII

09-06 [<...>

10. IIumedJ0oK

10-01 |IlomoxxeHne 00 oOpraHHU3aUU

IlocTostHHO




MUTaHUS O0YYaIOUIMXCS IIKOJIBI M. «a» CT.
33 TIT 2019
1 5 . ITocTosiHHO
10-02 OJIOXKEHUE O OpakepaxHOM 0. «a» CT.
KOMMCCHH ILIKOJIBI 33 TI 2019
10-03 Otuersl, uHbOpPMALMK, CIPABKU 1 rog
00 opraHu3anUu TUTAHUS cr. 362 IIMII
10-04 YTBepkKIACHHBIE HOPMBI ITUTAHUS JI3H
JUIA IIKOJLHUKOB (MEHIO) cT. 839 IIMII
JlokyMeHTBI  (cepTH(UKATHI, 5 xmer
10-05 |akrtpl, pexiamanuu, 3aKJIIOYEHUS, ctr. 513 TII
CIIPaBKH) O KayeCTBE CBIPHS 2019
H 5 ner
10-06 aKOIUTEIbHAsA BEIOMOCTh IIO or. 276 TII
pacxoly TPOAYKTOB MHUTaHUS 2019
AKTBI O Opakepaxy,
om0 OpaKkoOBOYHbIC W3BEIICHHUS, 3 roma
neeKTHbIE BEIOMOCTH M cr. 787 IIMII
Mepenucka O BBIOPAKOBKE
MPOAYKIINHT
K . 3 roma
10-08 H }(/)pHa;n HI;I/IOCTaBKI/I MULIEBOI or. 787 TII
poAyxL 2019
1 ron
10-09 | KoMIUIEKTOBOUYHBIE BEIOMOCTH ct. 512 TII
2019
JIOKyMEHTBI (pacnopsKEeHHUs , 5 et
10-10 TpeOoBaHUsI, HaKJIagHbIE) 00 or. 518 TI
OTITyCKE TOBApOB CO CKJIAJOB U 5019
OTTpYy3KE MNPOAYKIIHH
KypHansl Opakepaka MHUIIEBBIX 1
10-11 |mpomyKTOB M KyJIMHapHOH o
cr. 967 IIMII
MPOAYKIINHT
Kypnan ydera TemrepaTypHOro
10-12 |pexuma B XOJIOAHIBLHOM L ron
cr. 967 IIMII
obopynoBaHnM (Ha THUIIEOIOKE)
Kypnan nposeaeHus 1
10-13 |puTamMHHU3AIUU TPETHUX H roa
cr. 967 IIMII
CIIaIKUX OIIoN
10-14 | TexHOJOrHYECKHE KaAPThI Jlo samerel [Mepexonsmue c

HOBBIMHU

2019 ropga




['uruennueckuii xypHai 1 ron
10-15
(COTpYIHHKU ) cr. 967 IIMII
Kypnan ydera Temreparypbl U 1
10-16 |BHa)XHOCTM B CKJIAIACKUX roi
ct. 967 IIMII
MTOMEIICHUSX
10-17 |<...>
11. be3onacHocTh
5 zer [Tocne
11-01 |ITacmopt ©e30macHOCTH IIKOJIBI cT. 594 TII |akTyanu3auuu
2019 racriopra
[Tocne
HCTEUYCHUS
5 et CpOKa JEHUCTBHUS
11-02 JloroBopbl Ha OKa3aHHE OXPAHHBIX or. 580 TI |AOToBOPa;
yCIIyr 2019 rnociue
MpeKpalieHus
00513aTeLCTB
10 JI0rOBOPY
JIOKyMEHTBI (IIPOTOKOJIBI, aKTHI,
CIpaBKH, CBEICHHUs, [OKJIAIHBIE, 5 ner OIIK
11-03 ciy)keOHbIe 3alHuCKH, Mepenucka) cr. 587 TII
0 paccieOBaHHM YPE3BBIYANHBIX 2019
MPOUCIIECTBUI TpPU OXpaHe
31aHUN
Kuurun perucrpanun yera
BBI aqﬂf ocP;oI;e eH(Izﬁ 3 rona
11-04 | A petid, cr. 589 TII
MPOMYCKOB, HJICHTU(PUKAIIMOHHBIX 5019
KapT
PazoBbeie mpomycka, KOpelKH 1 ron
11-05 |MPOIyCKOB B ciyxeOHble 3/1aHus cr. 591 TII
W Ha BBIHOC MaTe€pUaIbHBIX )
o 2019
LIEHHOCTEN
JIOKyMEeHTBI (3asiBKH, Tepenucka) 1 rox
11-0¢ |© Homycke B CITy>KeOHBIE or. 592 TI
MOMEIIEHUsT B Hepabouee BpeMs U ) 2019
BBIXOJIHBIE JTHH
JIOKyMEHTBI O IOBBILLIEHUU 5 ner DIIK
11-07 |aHTHTEppOPUCTHYECKON ct. 595 TII
3alUIIEHHOCTH OpTraHU3alnu 2019
KypHasibl MHCTpyKTaxka IO 3 roma
11-08 |anTHTEppOPUCTHYECKON cr. 598 TII
3al[UIEHHOCTH 2019
11-09 KypHasi BBOIHOTO HWHCTPYKTaxa 3 roma

[0 TPaXJaHCKOH 00OpoHe




cT. 608 TII
2019
XKypHan ydera MHCTpyKTaxka IO 3 roma
11-10 | neiicTBUSIM B YpEe3BBIYAWHBIX ct. 608 TII
CUTYyaLUIX 2019
Jlo 3ameHbI
[Inanbl-cxeMbl 3BaKkyallud U3
11-11 |3mapus mpu 4pe3BLIYANHBIX HOBbINH
A by Hp cr. 606 TII
CUTYaLUsAX 5019
i 6 obecree 5 ner DIIK
11-1o |HoxyMeHTBI 00 obecredyeHun or. 611 TII
MIPOTUBOIIOXKAPHOTO PEKUMA
2019
JlokymeHThl 00 obecnedeHuun 5 ner DIIK
11-13 |BHYTpHOOBEKTOBOTO U cr. 611 TII
IIPOIIYCKHOTO PEXUMOB 2019
K . 3 rojxa
L1-14 Mo e e v . 615 m
P 2019
Ilmansl neificTBUNA 1O 5 ner
ITocne 3ameHnsl
11-15 |mpenynpexaeHUI0O W JTHKBUIAIAH cr. 603 TII
. . HOBBIMU
Ype3BBIYAWHBIX CUTYaLUU 2019
[Topsimok oOydenus Juil, TMocTostiHo
11-1¢ |OCYWECTBISIONMX TPYIOBYIO HIIH 0. «a» or. 8
CIIy’)KeOHYI0 JeATeIbHOCTh, Mepam
4 TIT 2019
MoKapHOW 0€30MacHOCTH
11-17
12. Oxpana Tpyaa
. IIpn BpeansIx
OTueT mO CHENUAILHOH OIEHKE 45 rer
. U OIAacCHBIX
12-01 |ycnoBuii Tpy#a W ITOKYMEHTHI K cr. 407 TII
Hemy 5019 YCIOBHSIX Tpyjaa
— 50/75 ner
I 5 [TocrosaHO
12-02 OJIOXKEHUE O CIyk0e OXpaHbI 0. «a» CT.
hyaa 33 TII 2019
n 6 6 5 ner DIIK
12-03 Tnalz1 paboThl CITY»KOBI OXpaHbI or. 200 TI
pya 2019
IToctrosaHO
12-04 |MucTpyKumMu MO OXpaHe Tpyla o. «» cr. 8
TIT 2019
12-05 CornameHue mo oxpaHe Tpyla H 5 nmer OIIK |Tlocne
JIOKYMEHTBl K HEMY cr. 11 TII |wucredyeHus




2019

CpOKa JEHCTBUSA
COrJIallICHUA

FOI[OBBIC CTaTUCTHYCCKHE CBCACHU

OV o TtpaBmMarusme Ha [TocTostHHO
12-06 |mpousBoncTee u II. «a» CT.
npoeCCUOHATIBHBIX 3a00JICBAHUAX 335 TII 2019
(b. 7— TpaBmMaTH3M)
CBsizaHHbIE C
KPYITHBIM
JIOKyMEHTBl (aKTbl, IPOTOKOJIBI, 45 ner MaTepualbHbIM
12-07 |3akmo4yeHHsI) O HECYACTHBIX cr. 425 TII |ymepboMm u
clly4asix 2019 YeJIOBEUECKUMU
JKEepTBAMH —
MTOCTOSIHHO
Kypunan (xHura) perucrpanuu 45 ser
12-08 |YP pericTpan cr. 424 TII
HECYACTHBIX CIIy4yaeB 5019
Kaurn ydera MHCTpyKTaxed IO 45 Jer
12-09 |oxpane Tpyma (BBOOHOIO, Ha . «a» CT.
pabodyem MecTe, IIEICBOTO) 423 TII 2019
KypHan (kHura) yqeéa 5 et
12-10 ok potor o o
Pate Ipyid, HpoBep 423 TI 2019
II0 OXpaHe Tpyaa
JIOKYMEHTBI (CHpaBKH, 5 et
NPE/UIOKEHUsI, O00OCHOBAHHUS
12-11 |"PA ‘ ' cr. 409 TII
IIEPENUCKAa) O COCTOSHHH M Mepax 2019
[0 YJIY4YIIEHUIO OXpaHbl Tpyna
Ilopsanox yuera [ToctosiHHO
12-12 | MUKpONOBpEXJIEHUN (MUKpPOTpPaBM) Im. «a» CcT. 8
pabOTHHUKOB TIT 2019
[Tonoxenue o mopsake oOy4deHHs IlocrosinHO
12-14 |mo oxpaHe TpyAa M IpPOBEPKU m. «» cr. 8
3HaHHUA TpeOOBaHUIl OXpaHBl TpyAa TII 2019
IToctrosaHO
12-13 |IlpaBuia mo oxpaHe Tpyna o. «» cr. 8
TIT 2019
Kypnan perucrpannn
rexamce ezonacaocTn mp 3 rom
12-14 P cr. 613 TII
OpraHM3alii U NPOBEICHHUU 5019

OOIIECTBEHHBIX MEPOIPUATHI ,
noe3fgok B uHble OV
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