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UHCTPYKLUSI IO BEAEHUIO JEJOBOIl JOKYMEHTALIUU B
MYHUIUIIAJIBHOM BIOJKETHOM OBIIEOBPA30BATEJIBHOM
YUYPEXKIEHUU «MA3AHCKAS IIKOJIA »
CHUM®EPOIIOJIbCKOI'O PATOHA PECIYBJIMKHA KPbIM

OO0uue MoJ10KeHN s
HWHCTpyKIMsl TIO BEACHHIO JEIOBOH JIOKYMEHTAllMM B MYHHIIUNAIBLHOM OIOIKETHOM
o6uieo0pa3oBaresibHOM yupexxaeHun «Mazanckass  mkoja » CumpeponosbCcKoro paiioHa
Pecnyonuku Kpeim (namee — HHCTpyKIus) pa3paboTaHa B COOTBETCTBHHM CO CJICAYIOIIUMH
HOPMAaTHUBHBIMHU JTOKYMEHTaMU:

- @enepanbpHblii 3ak0H OT 29.12.2012 Ne 273-P3 «O6 obpazoBanuu B Poccuiickoit
Denepanun»;

- ®enepanbabiii 3ak0H 0T 27.07.2006 Nel52-D3 «O nepcoHaNbHBIX JaHHBIX Y,

- 3akoH Pecmybmukm Kpeim oT 06.07.2015 Ne 131-3PK/2015 «O6 o6pazoBaHuu B
PecniyOnuke Kpeim»;

- npuka3 degeparbHOrO areHTCTBA MO TEXHUYECKOMY PETYJIMPOBAHUIO U METPOJIOTHHU
MuHHCTEpCTBA MPOMBIIILIEHHOCTH U TOpToBIHM Poccuiickoit @enepamuu ot 08.12.2016 No2004-
ct «O0 yTBep>XIeHNH HaIlMOHAIBHOTO cTaHaapTa Poccuiickoit Denepamum;

- mnpuka3 degepanbHOro areHTCTBA 110 TEXHUYECKOMY PETYIMPOBAHUIO U METPOIOTUHU
MuHuncTtepcTBa NPOMBIIIUIEHHOCTH U ToproBiau Poccuiickoit denepannm ot 14.05.2018 Ne 244-
ct «O0 yTBepKJICHUHM U3MEHECHUS K HAIIMOHAIBHOMY cTaHjapTy Poccuiickoit denepanum;

- mpuka3 DenepaabHOro apxuBHOro areurcrsa ot 20.12.2019 1. Ne236 «OO0
yTBEpKIACHUU llepeuHsi TUTIOBBIX yNpPaBIIEHYECKUX aPXUBHBIX JOKYMEHTOB, OOpa3yIOIIUXCS B
Mpoliecce NesITeIbHOCTH TOCYIapCTBEHHBIX OpPraHOB, OPraHOB MECTHOI'O CaMOYIIPaBJICHHS U
OpraHu3alui, ¢ yKazaHHueM CPOKOB UX XPaHECHUSI»;

- mnpuka3 Munucrepcta npocsemenuss CCCP or 30.12.1980 N 176 «O BBeneHuu B
neiicteue Ilepeunsi MOKyMEHTOB cO cpokamu xpaHeHuss MunucrepcrBa npocsemnienusi CCCP,
OpPraHOB, YUYPEKIACHUMU, OPTaHU3ALIUN CUCTEMBI IIPOCBEILICHUS.

PexomeHnmanuu yctaHaBIMBarOT 001IMe TPEOOBaHUS K BEICHUIO IEJIOBOM JOKYMEHTAUN
B oOpa3oBaTenbHBIX opranu3anusx Pecnyonuku Kpbim.

HNuCcTpyKIns cnocoOcTByeT (POpMHUPOBAHUIO O(GUIIHATBHO-IEIIOBOTO CTUJIL JOKYMEHTOB,
COKpaIIIeHHIO 3aTpaT TPyAa U CPEJICTB B IIpollecce CO3JaHusl JTOKYMEHTOB.

HHcTpykiust pacopocTpaHsieTcs Ha OpraHu3anuio paboThel ¢ JOKYMEHTaMH HE3aBUCHMO
OT BHJAa HOCHUTENs, B TOM YHCJE DJCKTPOHHBIMH JOKYMEHTaMH, BKIIIOYasi MHOATOTOBKY,
00paboTKy, XpaHeHHE ¥  HCIOJIb30BaHHUE JIOKYMEHTOB,  OCYLUECTBISIEMBIX C
NpUMeHeHneM MHGOPMAIIMOHHBIX TEXHOJIOTHA.

OcobenHoct  paboOThl C  JIOKYMEHTaMH, COJICpKAIIMMH  KOH(MUIACHIIUATHHYO
nHpopManuo (CIy>kKeOHYI0 ¥ HWHYIO TaifHy, TEpCOHAJIbHBIE HaHHBIC), PETYIUPYIOTCS
ClIEUAJIBHBIMM HOPMAaTHMBHBIMM aKTaMd (MHCTPYKLUSIMH, IIOJOXXEHUSIMHM, IpaBUJIAMH),
YTBEPKAAEMbIMHA PYKOBOJIUTEIEM 00pa30BaTEIbHON OpraHu3allii.

HenocpencrBenHo BeneT AeIONPOM3BOIACTBO B 00pa3oBaTeIbHOW  OpraHU3aluu
CeKpeTapb U (MJIM) OTBETCTBEHHBIM 3a BeIEHHE JEJONMPOM3BOJACTBa (Hajsee — CeKpeTapsb),
KOTOPBII Ha3HAYaeTCs MPUKA30M PYKOBOIMTENSI 00pa30BaTEeIbHON OpraHU3aIlii.

CekpeTapb B COOTBETCTBHHU C BO3JIOKEHHBIMHU Ha HETrO 3a/1a4aMu:

- OCYLIECTBIISIET PETUCTPALIMIO U YYET JOKYMEHTOB,



- OpraHu3yeT JOKYMEHTO000pOT, popMUpOBaHHE Jel, UX XpaHEHUE,

- OCYIIECTBIISIET TEKYINIMH KOHTPOJIb 32 CBOCBPEMEHHBIM DPAaCCMOTPEHHUEM H
POXOXKJICHUEM JTIOKYMEHTOB 00pa30BaTeIbHON OpTraHU3aINH;

- ofecrieunBaeT COOJIOACHUE CIMHBIX TPEOOBAaHHMW IO IMOJITOTOBKE JIOKYMEHTOB H
opranu3zaiy paboThl ¢ HUIMH B YCIOBUSX JIEKTPOHHOTO JOKYMEHTO000POTa;

- 00o0maet nHpopmaIuo 06 o0beMax T0KyMEHTO000POTa;

- opranmzyer (opMuUpOBaHHME U XpaHEHHE JIOKYMEHTAIMOHHOTO (OHIAA U €ro
UCTIOJIb30BaHUE.

Besi nmenoBasi mokyMeHTanus XpaHWUTCS B CHEHMATBHO OOOPYIOBAHHBIX MOMEIICHHSIX,
mkadax wiam ceidax c¢ cobOmogeHueM TpeboBanuit denepanpbHOro 3akoHa Poccuiickoi
®enepanuu ot 27.07.2006 Ne 152-03 «O nepcoHaabHBIX JaHHBIX».

PaGoTath ¢ ToKyMeHTaMH BHE CITyeOHBIX IIOMEIICHHIA 3alipeniaeTcs.

1. lokyMeHTBI 00pa3oBaTe/JLHOMH OpraHU3alUM.

PykoBoautens o0Opa3oBaTeNbHOW OpraHu3alMM WIM JIMLO, HCIOJHSIOUIEE €ro
o0s3aHHOCTH, u3naeT Ilpukaspl , WHCTPYKLUHU, IMpaBUiIa, IOJOKEHUS, O0s3aTENIbHbIC IS
UCIIOJIHEHUS BCEMU PaOOTHUKAMH.

Xon o0cyXaeHHs BOINPOCOB HA 3acelaHMsIX KOJUICTHAIBHBIX OpPraHOB, COBETOB,
CcOOpaHUsX, COBEIIAHUAX U PEIICHUs, IPUHUMAaeMble Ha HUX, (UKCUPYIOTCS B IPOTOKOJIAX.

JI1st OCyIIECTBIIEHHS ONEPATUBHBIX CBSA3EM C JPYTMMH OPraHU3aLMsIMHU M I'PaKIaHAMHU
UCIOJIB3YIOTCS Takue (OpMbI, KaK MHCbMa, (PaKChl, TEIErpaMMbl, TEIEPOHOTPAMMBI.

JInst  OoCylIecTBIIEHHMsI IIpUEMA, YBOJBHEHHs, IEepeMELICHUs pabOTHUKOB
IPEJOCTABIEHUS] UM OTIIYCKOB O(OPMIISIOTCS TPyAOBBIE JOroBOpbI, IIpukasel 1o JWYHOMY
COCTaBY, 3asiBJICHUs, TPYJAOBbIE KHUKKH, JINUHBIE KapTOYKH U Jp.

YueOHo-nenarornyeckasi JOKyMeHTanms.

VYuyebHass JOKyMEHTAlMsi — 3TO KOJMYECTBEHHas M KaueCTBEHHas XapaKTepUCTHKH
COCTOSIHUS y4eOHOI, METOJMYECKOI 1 BOCIIUTATENIbHON padOThl 00pa30BaTeIbHON OpraHu3aluy.

Ilenarornyeckre paOOTHUKKM NPU pealu3ali OCHOBHBIX 00I1e00pa3oBaTeIbHbIX
IPOrpaMM OCYIIECTBIISIOT MOArOTOBKY CJENYIOUIeH MokyMeHTanuu (mpuka3 MuHHcTepcTBa
npocsemenuss Poccuiickoit @enepaunn or 21.07.2022 Ne 582 «OO0 yTBepXkIeHUHM MepeyHs
JOKYMEHTAIMH, MOATOTOBKAa KOTOPOM OCYILECTBISETCS MEeAarori4ecKMMu paOOTHHKAMU IPU
peanu3aii OCHOBHBIX 0011€00pa30BaTeIbHBIX IPOTrPAMM»):

- pabouas mporpamMma y4eOHOTO TpeaMeTa, y4eOHOro Kypca (B TOM YHCJIE€ BHEYPOUYHOU
NeSITeIbHOCTH ), Y4€OHOTO MOJTYJIS;

- Kypnan ydera ycneBaeMoOCTH;

- XypHan  BHEYpOUHOM JeATE€ABHOCTH (11 TEeJaroruyeckux  pabOTHUKOB
OCYUIECTBIISIOIINX BHEYPOUHYIO I€ATEIbHOCTD);

- TUIaH BOCTIUTATEIbHOM PaboOThI (I MEeAarornyeckux pabOTHUKOB , OCYIIECTBISIOMINX
(GYHKIMH KJIACCHOTO PYKOBOAUTEIS);

- XapaKTepUCTHKa Ha oOyyarolerocs (1o 3arpocy).

[xonpHBIE JIOKYMEHTHI JOKHBI OOPMIISITECS CBOEBPEMEHHO, YETKO, Pa30opunBo, 0e3
MOAYUCTOK, ITOMAPOK, BBI3BIBAIOIINX COMHEHHUE B IPABUILHOCTH BHECEHHBIX JIAHHBIX.

3anucu B JOKYMEHTaX JIOJDKHBI MPOM3BOIUTHCS LIAPUKOBOW PYYKOW UYEpPHOTO H/WIIK
CHHETO LIBETA.

Ommnbxka, JOMyIIEHHAas B TEKCTE WM LU(POBBIX JaHHBIX JOKYMEHTA, HCIIPABISACTCS
CJICAYIOIIMM 00pa3oM: OIMOOYHBIE CI0BA WK LU(PHI 3a4€PKUBAIOTCS TaK, YTOOBI MOXKHO OBLIO
IPOYECTh 3a4EPKHYTOE, a CBEPXY, JINOO PAIOM, JTUOO HA MOJSAX MUIIYTCS YTOYHEHHBIE JTaHHBIE.
Bce BHeceHHBbIE HCHpaBlIEHUS JOKHBI OBITH OTOBOPEHBI W 3aBEPEHBbI IOIMUCSIMH JIHIL,
0(OpPMHUBIIMX JOKYMEHT. 3a JOCTOBEPHOCTb CBEJIEHHH, colep)Kalluxcsi B JOKYMEHTax,



HajJnexamee X OQOPMIICHHE HECYT OTBETCTBEHHOCTh MOJDKHOCTHBIC ITUIA, ITOAMKCABIINE
JIOKYMEHT.

B cocraB 10KyMeHTOB 00pa30oBaTeIbHOM OpraHU3aluy BXOIAT:

- OpraHU3alUOHHbIE JJOKYMEHTHI ;

-yCTaB OpraHu3alnu;

- IOTOBOP C YUPEIUTEIIEM;

- IPaBOYCTaHABJIMBAKOIINE /[JOKYMEHTHI ;

- TOJDKHOCTHBIE HHCTPYKLIMM COTPYJIHUKOB;

- KOJUIEKTUBHBIN JOTOBOD;

- IITATHOE PaCIUCaHUE;

- IpaBUJIa BHYTPEHHETO TPYAOBOr0O Pacropsaka v Jp.

Pacnopsigutensubie [JOKyMEHTHI :

- [Ipuka3ssr ;
- pacnoOpsHKEHHUS;
- MHCTPYKIUU U Jp.
NudopmannonHo-cnpaBoynbie JJOKyMEHTHI :
- [IpoTokous! ;
- [Inader ;
- Otuer bl
- CIIPaBKH U JIp.

Bce kaurum m XypHan bl, KOTOpbIE BEIyTCs B OOpa30BaTENIbHBIX OPraHM3aIUsAX Ha
OyMaxXHbIX  HOCUTENSX, MOCTPAaHMYHO MPOHYMEPOBBIBAIOTCSA, IMPOLIHYPOBBIBAIOTCS U
MOJIMCHIBAIOTCS  pykoBoautTeneM.  lloanmuce  pykoBoaumTenss — 3aBepsE€TCs  IE€YATHIO
00pa3oBaTeNbHOI OpraHu3aluu.

2. IlpaBuja opopmiieHHsI TOKYMEHTOB

OcHoBHbIe TPeOOBaHUs 10 0POPMIICHHIO JOKYMEHTOB.

JIOKyMEHTBI MOTYT CO3/1aBaThCsi HA OYMa)KHOM HOCHUTENE W B DJIEKTPOHHOU ¢opme ¢
COOJIIOJIEHHEM YCTaHOBJICHHBIX MPAaBUII OPOPMIICHHST JJOKYMEHTOB.

[Ipn co3zmanuu OOKyMeHTa Ha JBYX M OoJjiee CTpaHUIaX BTOPYIO M MOCIEAYIOLIUE
CTpaHULbI HYMEPYIOT.

JlomyckaeTcsi co3fjaHie JIOKYMEHTOB Ha JIMIIEBOW M 00OpOTHOW cTOpoHax jucrta. [lpu
JBYCTOPOHHEM CO3JAaHMM JOKYMEHTOB IIIMPHHA JIEBOTO IOJISI HA JIMLEBOM CTOPOHE JINCTA U
MPaBOTO TOJISI HA 0OOPOTHON CTOPOHE JIMCTA JIOJDKHBI OBITH PAaBHEI.

[IpennodYTuTeNbHBIMUA FAPHUTYPAMH U pa3MepaMy MpU(TOB ISl PEKBU3UTOB JIOKYMEHTA
spisirores Nel2, 13, 14,

[Tpu cocTaBiieHUM TAOIUI] TOMTYCKAETCS UCIIOJIb30BaHHUE MIPUPTOB MEHBIIUX PA3MEPOB.

AOQ3aIHBIM OTCTYI TEKCTa TOKyMeHTa - 1,25 cm.

3aroJOoBKM pa3/eNoB M MOJPA3JENOB IEYaTaloTcs ¢ ab3alHbIM  OTCTYIIOM WM
LHEHTPUPYIOTCS IO MIHUPUHE TEKCTA.

MHOrocTpouHble pPEKBU3UTBHI II€YATAIOTCA YEPE3 OJUH MEXKCTPOUHBIM HHTEpBall,
COCTaBHBIE YAaCTH PEKBU3UTOB OTAEISAIOTCS JOMOIHUTEIbHBIM HHTEPBAIOM.

TekcT nokymeHTa neqaraercs yepes 1-1,5 MEeXCTpOUHBIX HHTEPBAIA.

NuTepBan mexy OyKBaMHU B CI0Bax - OOBIYHBIN.

WHTepBan MEXIy CIIOBaMH - OJMH MPOOEI.

TexkcT JOKyMeHTa BBIPAaBHHBAETCS MO IIMPHUHE JHCTa (IO TpaHUIAM JIEBOTO U IMPaBOTO
10JIEN JOKYMEHTA).

HopMaTuBHBIMM aKTamMM OpraHu3alil MOXET ObITh NPEIyCMOTPEHO BbIAEIICHUE
PEKBU3UTOB «aJpecaT», «3arojoBOK K TEKCTy» WU «IOJIUCh», a TaKXKe OTAEIbHBIX
(GparMeHTOB TEKCTa MOTY>KHPHBIM MIPUPTOM.

Tekct moxkymeHTa AOJDKEH OBITh M3JI0KEH KPaTKo, IPaMOTHO, MOHSATHO U OOBEKTUBHO,



0€3 MOBTOPEHMI U YIOTPeOIEHHSI CIIOB U 000POTOB, KOTOPHIE HE HECYT CMBICIOBOM HAarpy3Ku, U
JIOJDKEH KacaThCsl TOrO BOIPOCA, KOTOPBIA c(OpMyIupoBaH B 3arojloBke K TekcTy. Tekcr
JOKyMeHTa Oo(pOpMIIIETCS B BHJE CIUIOIIHOTO CBSI3HOTO TEKCTAa WM TAaONHIbI, WU IyTeM
coyeTaHus 3Tux (Hopm.

TekcThl CIOXKHBIX M OONBIIUX MO 00BEMY JTOKYMEHTOB (HoKimaibl, OT4eT bl U T.1.)
JIeNIATCSL Ha pasfielibl, MOJApa3/eibl, IYHKThbl, MOANYHKTbI. IIyHKTBI M MOIINYHKTBI B TEKCTE
HYMEpYIOTCs apaOCKUMU nudpamMu ¢ TOUYKOH.

[Tpumep -

1.

1.1.

2.

2.1.

JIOKyMEHTBI , KaK MpaBuiio, OPOpPMIISIOTCS Ha OJaHKax 00pa3oBaTeIbHON OpraHH3allly,
UMEIOT YCTaHOBJIEHHBIM KOMIUIEKC O00s3aTEIbHbIX PEKBU3UTOB M CTAOWIIBHBIA MOPSAOK HX
PacHoJIOKEHUS.

bnaHku Kax70oro BHMJa H3rOTaBIMBAIOTCS HAa OCHOBE YIJIOBOIO MJIM IPOAOJIBHOTO
pa3MelIeHNs] pEKBU3UTOB.

PexkBM3UTHI 3arojioBKa pa3MeIlalOTCs LEHTPUPYEMbIM (Hayallo U KOHEIl KaKAO0H CTPOKH
PEKBHM3UTA PaBHO yJaJ€Hbl OT TPaHUIL] 30Hbl PACIOJIO0KEHUS PEKBU3UTOB) UM YIVIOBBIM (KaXK1as
CTpOKa PEKBU3UTA HAYMHACTCS OT JIEBOM I'PAHMULIBI 30HBI PACIOJIO0KEHNS PEKBU3UTOB) CIIOCOOOM.

Jljis n3roToBiieHNs OJaHKOB UCIIOJIb3YIOTCA JINCTHI Oymaru ¢popmarta A4 (210 x 297 mm)
u A5 (210 x 148 MULITUMETPOB).

Kaxnprii muct qokymenTa, ohOpMIICHHBIN Kak Ha OJlaHKe, Tak U 0e3 Hero, JOJDKEH NMETh
I0JI1 HE MEHEE, MM

nesoe - 20;

mpasoe - 10;

BepxHee- 20;

HuxkHee - 20.

JIOKyMeHTBl IUTeNbHbIX (cBbile 10 JeT) cpoKOB XpaHEHUs AOJKHBI UMETh JIEBOE T10JIE
He MeHee 30 MM.

OdopmiieHne peKBU3UTOB TOKYMEHTOB.

ABTOp OKYMEHTOB.

HaumenoBanne o0pa3oBaTesIbHON OpraHM3alliy yKa3bIBaeTCsl B TOYHOM COOTBETCTBUHU C
yctaBoM o0Opa3oBaTesnbHOM opranuzanuu. COKpalleHHOe HauMEHOBAHHWE IMOMEIAeTcs O[T
MMOJIHBIM HAMMEHOBAHHEM B CKOOKaX.

HaumeHoBaHME CTPYKTYpPHOIO IOAPA3JENEHHUs — aBTOpa JOKYMEHTa HCIOJb3YETCS B
OJjlaHKax MUCcEM M OJlaHKax KOHKPETHBIX BHJ0B JOKYMCHTOB M YKA3bIBACTCA IMOA IIOJHBIM H
COKpAIlleHHbIM HAUMEHOBAaHUSAMH 00pa30BaTeIbHOM OpraHu3alny.

HaumeHoBaHue [OMKHOCTH JHIla — aBTOpa JOKYMEHTa HCIHOJb3yeTcss B OJlaHKax
JIOJDKHOCTHBIX JIMI] U pacrojiaraeTcs noJ HauMeHOBaHUEM 00pa3oBaTeIbHOI OpraHu3aluy.

HaunmeHnoBaHme JOJDKHOCTH JIMIIa — aBTOpa JOKYMCHTA YKa3bIBACTCA B COOTBCTCTBHU C
HAauMEHOBAHMUEM, IIPUBEIEHHBIM B PacIOPSIAUTEILHOM JOKYMEHTE O HA3HAYEHUH HA JOJKHOCTD.

CnpaBouHble JaHHBIe 00 00pa3oBaTeIbHON OpPraHN3anuu.

CrpaBouHble JaHHbIE 00 OpraHM3allMM yKa3blBalOTCSA B OJaHKaX IMUCEM U BKIIIOYAOT:
azapec, Homep TenedoHa, pake, agpec >MEKTPOHHON MOYTHI, ceTeBoi aapec, a Takke OKIIO,
OI'PH, MHH wu KIIIT opranu3zanmum.

HaumeHoBaHUe BUIa T0OKYMEHTA.
HauMmeHoBanne BUAAa JOKYMEHTa, COCTABJICHHOTO OpraHU3anueld, JOHKHO OBITh



OTIpPENIeIEHO YCTaBOM (TIOJIOKEHUEM) U JIOJDKHO COOTBETCTBOBATH HAaMMEHOBAHHSM BHUJIOB
JOKyMeHTOB, npeaycMmorpenHsiM OKVY/I: akr, cnpaBka, 3ammcKa, CBOJKA, OT3bIB, NPOTOKOI,
CIHCOK, Hu3BelleHne u Ap. PacmopsautensHble JJOKyMEHTHI — OpraHM3aldd  H3JAI0TCS  CO
CIICIYIOIMMHU HAa3BaHUSIMHU: TIPUKa3, PACHOPSDKEHUE.
HanmenoBanue Bua ¥ pa3HOBHIHOCTH JIOKYMEHTA HE YKA3bIBA€TCS B MHChMaX.
HanmveHnoBanue BHIa JOKYMEHTa Ie4aTaeTcs INPONHCHBIMH OYKBaMH IIOJTYKHPHBIM
mpUPTOM.

JarTa noxymeHra.

Jlata TOKyMEHTa COOTBETCTBYET JaTe MOIKMCaHus (YTBEPKICHHS) TOKYMEHTA WU JIaTe
COOBITHS, 3a(UKCUPOBAHHOTO B JOKYMEHTE:

apabckumu rudpamu, pasaeneHabiMA ToUKo: 05.06.2021,;

CJIOBECHO-IIU(POBBIM criocoboM: 5 uroHs 2021 .

B TekcTax JIOKYMEHTOB, COJEpAIIUX CCBUIKM Ha HOPMATHBHBIC MPAaBOBbIC AKTHI , U
JOKYMEHTOB, COJIEpXKAIUX CBEACHUS (PHMHAHCOBOTO XapakTepa, IPHMEHSETCS CIOBECHO
UQPPOBOI CIIOCO0 yKa3aHHs JAaT 0e3 MPOCTaBJICHUS HYJIsI B 0003HAYCHUU JHS MECsIa, €ClId OH
conepkut onuy uudpy: 3 anpens 2021 roxa.

Paspemaercst npUMEHSTH CIIOBO «T0JI» B COKPAIICHHOM BapuaHTe «»: 1 urons 2021 .

I'pug orpannyeHus 10CTyna K J10KyMeEHTY.

[IpocraBnsiercss B NpaBOM BEpXHEM yIrjiay IMEPBOrO JHCTa JOKyMeHTa (MpoeKTa
JIOKYMEHTa, COINPOBOJUTEILHOTO MUChMA K JIOKYMEHTY) Ha TpaHUIIE BEPXHEro Mo MpU
HAIMYUU B JIOKYMEHTEe WHQPOpPMAIIMU, JOCTYI K KOTOPOH OrpaHWYEH B COOTBETCTBHH C
3akoHomarenbcTBOM  Poccuiickorr  ®Denepaumu. B cocraB pekBU3MTa  BKIIKOYAETCS
orpaHuWYUTEeNbHAs HaaAmuch: «Jms  coyxebHoro momnbp3oBanusy», «KoHpuIEHIIHATHEHOY,
«lIepconanbHbIEC JAaHHBIE» WM AP.

ITpumep:

IlepconanbHble JaHHbIE PAa0OTHUKOB
k3. Ne 1

MyHunmnaabsHoe 001KeTHOe 0011e00pa3oBaTebHOe YupexaeHue «Ma3zaHckasi 1IKO0Ja »
(MBOY Mas3zanckasi 1mkoJia )

IIPUKA3

Bce Bunwl rpudoB orpaHuueHus AOCTyNa K JOKYMEHTaM 3aKpEIUISIFOTCS B JIOKATbHBIX
aKTax 00pa3oBaTeIbHOW OpraHU3aIlNH.

PerucrpanuoHHbIN HOMEP JOKYMEHTA.

Perucrpanuonnslii HOoMep — uu¢ppoBoe WM OyKBEeHHO-IM(]poBOe 00O3HAYECHHE,
MIPUCBANBAEMOE JOKYMEHTY IIPU €TI0 PETUCTPALIUH .

Perucrpanus 1okymeHTa IPpOBOJUTCS MOCIE €r0 NOIINUCAHUS WIN YTBEPIKICHUS.

JInst BHYTPEHHHUX JOKYMEHTOB — IIPHKAa30B, IPOTOKOJIOB — 3TO NOPSAJIKOBBIM HOMEpP B
npefenax KaJeHJApHOTO Troja/ydyeOHOro roja MO KaXIAOMY BHIY WM Pa3HOBHIHOCTH
JOKYMEHTOB. B mpukazax perucTpallMOHHBIA HOMEpP MOXET JIOMOJHATHCS OYyKBEHHBIM
MH/IEKCOM, 0003HAYAIOIIUM Pa3HOBUIHOCTH.

JIns ucxoasammx JOKYMEHTOB PETUCTPALMOHHBIA HOMEP COCTOUT 3.

1) nmopsIKOBOrO HOMEpA B Mpe/esiaX MacCHBa OTIPABISIEMON KOPPECIIOHICHITIH;

2) UHJIEKCA JieJla B COOTBETCTBUHU C HOMEHKJIATYypOH JesT 00pa30BaTeIbHONW OpraHUu3aIliy.

PerucrpaunoHHblii HOMEp JOKYMEHTAa, COCTAaBJICHHOTO COBMECTHO IBYyMsi M Oolee
OpraHu3alMsIMU, COCTOMT W3 PETHCTPALMOHHBIX HOMEPOB  JOKYMEHTOB KaXJOW M3 3THUX
OpraHM3alyil, IPOCTaBIAEMBIX YEpPE3 KOCYIO YEPTY B MOPSIIKE YKa3aHHs aBTOPOB B JOKYMEHTE.



Ccbuika HA perucTPAUMOHHbII HOMEP M ATy J0OKYMEHTA.

Ccpiika Ha PErHCTPALMOHHBIM HOMEpP M JaTy JOKyMEHTa BKIIOYaeT B cels
pPEruCTpallMOHHBIA HOMEpP U 1aTy JOKYMEHTa, Ha KOTOPBIi 10JKEH ObITh JaH OTBET.

Ccpimka Ha HOMEpP W JaTy JOKYMEHTa MCIONB3yeTcss MpH O(GOPMIICHUU IHCEM,
ABIIAIOIIMXCSL OTBETAMM Ha IMOCTYNHUBIIEe NUCHMO (3ampoc, mpockOy u np.). CBeneHus B
PEKBU3UT IEPEHOCATCS € IOCTYNMBILEIO JOKYMEHTa U COOTBETCTBYIOT PETHCTPALMOHHOMY
HOMEpY U JaTe MOCTYNUBIIETO TOKYMEHTA.

OrpanuuurtenbHas OTMETKa JJig JAHHOTO PEKBU3HUTA MPOCTABISICTCS B JIEBOM YacTH
OJlaHKa MHUChMa MOJT PEKBU3UTOM «J1aTa» U «PErUCTPALMOHHBIA HOMEP TOKYMEHTay.

Hannyne manHOrO peKBU3UTA MCKIIOYACT HEOOXOAMMOCTh YIIOMHHAHUS HOMEpA U JaThl
MOCTYMHBIIET0 JOKYMEHTa B TEKCTE IHChbMa, UYTO OCBOOOXKIAET TEKCT OT CIPaBOYHOM
uH(pOopMaLUH.

MecTO cocTaBJIeHUs WM U3TaAHUS AOKYMEHTA.
Mecto COCTaBJICHHUA (I/I3I[aHI/I$I) AOKYMCHTa YKa3bIBaCTCA B AOKYMCHTAX,
M3rOTaBIMBACMBIX Ha OJIaHKaX KOHKPCTHBIX BUAOB AOKYMCHTOB.

Anpecar.

AjpecaraMu JOKyMEHTa MOTYT OBITh IOpUAMYECKHE JIMLA, WX CTPYKTYpHBIE
HOJpa3AeIeHNs U TOJDKHOCTHBIC JINIA, @ TaKXKe (GU3HUCCKHE JINIIA.

PexBu3UT «aapecar» npocTaBiseTcsl B BEpXHEH NMpaBoi 4acTH JOKyMEHTa (Ha OJaHKe C
YIJIOBBIM PAclOOXEHUEM PEKBU3UTOB) WJIM CIpaBa IOJ pEeKBU3UTaMU OnaHka (1pu
IPOJOJIBHOM  pacloJIOKEHUM  PEKBM3MTOB  OnaHka). CTpOKM  peKBU3UTa  «ajapecar»
BBIPABHUBAIOTCSI 110 JIEBOMY KPalO UM LIEHTPYIOTCSI OTHOCUTENBHO CaMOM JUIMHHOM CTPOKH.

Ecin  noxymeHT azapecoBaH HOPHAMYECKOMY JIHMIy WIHA €r0 CTPYKTypHOMY
nozipasfiesieHnto 0e3 yKa3aHus JODKHOCTHOIO JIMIIA, MX HAaMMEHOBAaHUS NPUBOAATCS B HMe-
HUTEJIBHOM TaJIEXKeE.

[Ipumepsr

1. Munucrepcerso o6pasoBanmusi,
HAYKH M MOJIOIEKH
Pecny0smku Kpbim

2. MUHHCTEPCTBO 00pa30BaHHus,
HAYKHU U MoJioe:xu Pecny0inku
Kpbim
ylpaBJieHHe 0011ero oo0pa3zoBaHus

IlouroBelii  ampec  yKas3bplBaeTCs NpPU  HANpPaBICHUM  JOKYMEHTAa  pPa30BbIM
KOPPECIOH/IEHTaM.

Ecnn noxymeHT afipecoBaH PyKOBOAMTEJII0 IOPUINYECKOrO JIUIA WIH €T0 3aMECTUTEIIO,
HAaUMEHOBAHME IOPUIMYECKOTO JHIIAa BXOJUT B COCTaB HAaMMEHOBAaHHWA JOKHOCTH aJpecara,
KOTOpOE MPUBOJUTCS B AATEIBHOM MAJEKE.

[Tpumep:

PykoBoaurenro @enepanbHOro

apXHBHOIO areHTCTBA

®amunua U.0.

Naunuansl craBaTcs mocje (aMHIMM HE3aBUCHUMO OT TOTO, KOMY aJpecOoBaH
JOKYMEHT — JJOJDKHOCTHOMY JIMILY MITH (PU3HUECKOMY.

IIpu agpecoBaHuu MUCbMA PYKOBOJUTENIIO CTPYKTYPHOI'O IOAPA3AECICHNS YKa3bIBACTCS B
MMEHUTEIIBHOM AK€ HAMMEHOBAaHME OpraHu3alud, HW)XKE - B JAaTEIbHOM IaJIeke



HAaWMEHOBAHHME JIOJDKHOCTH PYKOBOJUTENS, BKJIOYAIOIIEE HAUMEHOBAaHUE CTPYKTYPHOTO
nojapasaeseHus, (Hamminio, HHALHAIIHI.

[Tpumep-

MunuctepcTBo 00pa3oBaHus,

HayKHU 1 MoJioexu Pecnyosmmkun Kpbsim
HavanbHuky ynpasJieHus1 001ero oopa3oBanusi
®avuina U.0.

Ilepen pamunueil 1OMKHOCTHOTO JIMLA JAOMYCKAETCS YINOTPEOIATh COKPALCHUE «T-HY»
(rocrioauHy), €CiM agpecaT My>KUMHa, UIIH «T-3Ke» (TOCIOKE), ECIIN aJlpecaTt XKEHIINHA.

IIpn paccbulke AOKyMEHTa IpyNIE€ OpPraHM3alil OJHOTO TUIA WIM B CTPYKTYPHBIE
MIOIpa3IeICHUs OHOM OpraHMU3alny, apecaT yKa3bIBaeTcsi 0000IEHHO.

B oHOM 0KyMeHTe He JOIKHO OBITh 00JIee YeThIpeX aJpecaToB.

[Tpu GonpIIEM KOJTMYECTBE aAPECATOB COCTABIISCTCS CIIMCOK (JIMCT, YKa3aTelb) PACCHUIKH
JIOKYMEHTa, Ha KaXJOM JOKyMEHTE YKa3bIBaeTcs OJUH ajpecaT WM ajapecaT opopmisercs
0000IIEHHO.

B cocraB pexBusuTa «Anpecar» MOXKET BXOAUTD [TOYTOBBIN aApec. DINEMEHTHI [I0YTOBOTO
ajZipeca yKas3bIBAalOTCS B IOCIIEN0BAaTEIbHOCTH, yCTaHOBJIEHHOW IIpaBuimamu okasaHust yciayr
II0YTOBOM CBS3U.

IIpumep:
Bcepoccniickuii Hay4HoO-
HCCJIe10BATENbCKUH
HHCTHTYT
JAOKYMEHTOBeJIeHHUS 1
apXHBHOIO JeJIa
IIpodcoro3nas y..,
. 82,
MockBa, 117393

B ciydae otnpaBku JOKyMeHTa (PU3MYECKOMY JIMILY YKa3bIBArOTCS: (paMuiIus, HHUIMATIB,
MOYTOBBIN ajpec: (yIula, HOMep JOMa U KBapTUPBI, HACEIEHHbIN MyHKT, pailoH, o0sacTh (Kpaii,
peciy0iMKa), MOYTOBBIA MHJIEKC).

ITpumep:

®amuiausa U.0.

CanoBas yi1., 1. 5, kB. 12,

r. JHCK, JHCKOi 00.1., 301264

[Ipn ormpaBke mHcbMa MO SJIEKTPOHHOM mMouTe WM N0 (haKCUMHUIbHOW cBsizu (0e3
JIOCBIJIKM TIO TIOYTE) MOYTOBBIM ajpec He ykasbiBaeTcs. lIpm HEOOXOIMMOCTH MOXKET OBITh
yKa3aH 2JIEKTPOHHBIN ajapec (HoMmep TenedoHa/pakca).

ITpumep:
Bcepoccuiickuii Hay4YHoO-
HCCICA0BATEILCKUH HHCTUTYT
AOKYMEHTOBeIeHHUs 1
apXHBHOIO J1eJia
mail@vniidad.ru

I'pud yrBep:xaeHusi 10KyMeHTA.

I'pud yTBepkAEHUS NPOCTABIACTCS HAa JOKYMEHTE B CIIydae €ro YTBEp KICHHS
JOJKHOCTHBIM ~ JIMIIOM, pAacCHOPSAUTENbHBIM JOKYMEHTOM (IIPUKa30oM, pPaclopsHKEHHUEM,
pEILLIEHUEM).

I'pud yrBepkaeHus pa3melaeTcss B MpaBOM BEPXHEM YIJIy MEPBOTO JIMCTA JTOKYMEHTA.
CTpoku peKkBHU3UTa BBIPAaBHHUBAIOTCS IO JIEBOMY Kpar0 WM LIEHTPYIOTCS OTHOCUTEIBHO CaMOM


mailto:mail@vniidad.ru

JUIMHHOW CTPOKH.

IIpu yTBEep)KIEHMM NOKYMEHTa IOJKHOCTHBIM JIMLIOM TpU( YTBEPXKICHHS COCTOUT U3
cioBa YTBEPXAIO, nHauMmeHOBaHUS JOJDKHOCTH JIMLA, YTBEPXKIAIOLIETO JOKYMEHT, €ro
HOJNNCH, THULUAJIOB, (DaMWINU U JaThl YTBEP KICHHS.

[Tpumep:
YTBEPXKJIAIO
Jupextop MBOY "Ma3zanckas mkoJja "'
Hoanucs N.0. ®amuius
Jara

[Ipu yTBepkaeHUU AOKYMEHTa PaCHOPSIUTENbHBIM JOKYMEHTOM Tpud yTBEP>KICHUS
cocrout u3 cioa YTBEPX/EH (YTBEPXJIEHA, YTBEPXIEHbI win YTBEPX/IEHO),
COTJJaCOBAHHOTO C HAauMEHOBAaHMEM BHJIA, YTBEPKIAEMOIO JOKYMEHTa, HAMMEHOBaHUs
PpacIopsIANTEIILHOTO TOKYMEHTa B TBOPUTEIILHOM IaJIeXKe, €T0 1aThl, HOMEpa.

ITpumepst

1. (Tlopsimok) YTBEPXK/EH
npukazom MBOY "Ma3zanckas mkoja "
S5 anpeast 2021 r. Ne 82

2. (IlpaBuna) YTBEPXK/EHBI
npukazom MBOY "Ma3zanckas mkosa '
15.06. 2021 r. Ne 83

3. (ITomo>xeHue) YTBEPXKAEHO

npukazom MBOY "Ma3zanckas mkosa "'
15.06. 2021 r. Ne 83

[Ipu npuHsATHH (PAaCCMOTPEHUH) JOKYMEHTa KOJUIETMaJbHBIM OpraHoM oOpa30BaTelbHOM
OpraHu3aliy, pelieHUs KOTOPOro (PUKCUPYIOTCS B MIPOTOKOJIE, B TpUde MPUHITO (PACCMOTPEHO)
YKa3bIBA€TCS HAMMEHOBAHHE OpraHa, PelIeHHeM KOTOPOTOo IPHUHAT JIOKYMEHT, JlaTa U HOMEp
MPOTOKOJIA (B CKOOKAX).

YTBEPKAAIOIIET0 JOKYMEHTa B TBOPUTEIBHOM Ta/IeXkKe, €ro JaThl, HOMepa.

ITpumepsl
1. (Tlopsinox) NNPUHAT
e aroru4ecKuM coBeTOM
(mpoToxo.a ot 15.08.2021 Ne 12)
2. (IlpaBuna) IMPUHSTHI

Ynpasisilonum coOBeTOM
(mpoToxo. ot 15.06.2021 Ne 8)
3. Tonoxenwne)
HNPUHATO
001HUM coOpaHueM PadOTHUKOB
0o0pa3oBaTe/IbHOI OPraHU3aALNU
(mpotokoa 15.06.2021 r. Ne 83)
3aroJI0BOK K TEKCTY.
3aroloBOK K TEKCTY BKIIIOYaeT B ce0s KpaTKOe COJepKaHhe JOKyMEHTa, €ro OCHOBHYIO
CMBICIIOBYIO Harpysky. 3aroioBok Qopmynupyercs ¢ mnpeaiorom «O» («O06») u oTBeHaer Ha



BOIIPOC «O YyeM?»:
e 1puka3s (0 yeM?) 0 CO3AaHUU aTTECTAllMOHHOW KOMHUCCHUY;
e 1puka3 (o0 yem?) 00 yTBEpPKIEHUU HITATHOTO PACIUCAHUS;
e THCHMO (0 yeM?) O MPEOCTABICHUH HH(POPMAIIHH.
3aroJ0BOK COCTaBJISIET UCIOTHUTENb JTOKyMEHTA. 3arojIoBOK K TEKCTY OQOPMIISETCS 1O
pEeKBU3UTAMU OJIaHKa ClieBa, OT TPAHHULIBI JE€BOro nojs. Eciiu TeKCT JOKyMEHTa He MpEeBBILIAET
YeTBIPEX-TISITH CTPOK MK odopMileH Ha OiaHke GpopmaTta AS, 3aroJJOBOK MOXKHO HE YKa3bIBaTh.
3aroJoBOK JOKYMEHTa 3allUChIBAETCS IPH €ro PEerucTpalud B COOTBETCTBYIOLIHE
perucTpanroHHbie POpMBI: KapTOUKY, 6a3y TaHHBIX.

TekcT nokymMeHTa.

TekcT mOKyMeHTa COCTaBIISIETCS Ha PYCCKOM fA3bIKE KaK TIOCYJapCTBEHHOM SI3bIKeE
Poccniickoit @enepannn. TeKCT NOKYMEHTa M3Jaraercs PYCCKHM JIMTEPAaTyPHBIM SI3BIKOM C
y4eTOM OCOOEHHOCTEH O(UIMAILHO-AEIOBOr0 CTUJISA, BUAA JAOKYMEHTa U €ro Ha3HAYeHUs B
yhpaBieH4YeCcKol JesaTenbHocTH. CoaepkaHue JOKYMEHTa JODKHO OBITh HM3JI0KEHO KpaTko,
JIOTMYHO, TOYHO U SICHO.

TekcTbl TOKYMEHTOB HM3JIararoTCs:

- oT l-ro juma eAMHCTBEHHOIO 4YHClIa B JOKyMEHTax (IpuKa3, pacnopsbkeHue U T. 1.)
pyKOBOJUTEIS 00pa30BaTEIbHON OpraHU3aliy, JEMCTBYIOLIET0 Ha MPUHIMIAX €JMHOHAaYalIns, a
TaKXe JJOKyMEHTaX, a[peCOBaHHbIX PYKOBOJICTBY opraHu3auuu: [Ipukassl Bato... IOATOTOBUTH U
IIPEJICTaBUTh HA PACCMOTPEHUE; MIPOLIY PACCMOTPETH

BOINPOC 00 YCTAaHOBJIEHUH JIBIOTHBIX Tapu(OB...;

- 3-r0 7JHIa EAWHCTBEHHOTO YHWCJIAa B JOKYMEHTaX KOJUICTHAJIbHBIX OPTaHOB: KOMHUCCHS
pelna...; OpraHu3anys He CYUTAeT BO3MOXKHBIM...;

- 1-ro nuia MHOXKECTBEHHOI'O YUCJIa B COBMECTHBIX JOKYMEHTaX: IPOCUM IMPEJICTAaBUTh JaHHBIE
0...; IPEJCTABJIIEM HA PACCMOTPEHUE U YTBEPKIAECHHUE. . .;

- 3-T0 NMIla MHOYKECTBEHHOTO YHCJIa B TPOTOKOJIAX: CIYIIANH, BBICTYITWJIH, IMTOCTaHOBHIIM,
pELINIIN.

B noxymeHTax, ycTaHaBIMBaIOIIMUX IpaBa U 00SI3aHHOCTU OPraHU3AlUU, €€ CTPYKTYPHBIX
nojapasiesieHuil (MonoKeHue, HHCTPYKLUS), a TaKXKe COAEp)KallMX OMMCAaHUE, OLEHKY (haKTOB
WIM BBIBOJBI (aKT, CIpaBKa), MCMONb3yeTcs (opMa HU3JIOKEHUS TEKCTa OT TPEThero Juia
€IMHCTBEHHOTO MJIM MHO>KECTBEHHOTO YHuClla («OTIEN OCYLIECTBISET (QYHKIUH», «B COCTaB
00BEAMHEHUS BXOJIATY», KKOMHUCCHSI YCTAaHOBUIIA).

B TekcTe nOKyMeHTa, IOATOTOBIEHHOIO HAa OCHOBAaHUM 3aKOHOAATEIBHBIX, WHBIX
HOPMAaTUBHBIX TPAaBOBbIX AaKTOB, W3/IaHHBIX OpPraHaMU BJIACTU U YIPABIECHUS, JIOKYMEHTOB,
paHee M3JaHHBIX OPraHOM BJIACTH — aBTOPOM JOKYMEHTA, yKa3blBacTCsl HaMMEHOBAaHUE BHJA
JIOKYMEHTa, HaUMEHOBAaHUE OpraHa, W3/aBILIEro JOKYMEHT, JaTa MPHUHITHS WU YTBEPKICHHS
JIOKYMEHTa, €r0 PEruCTPAllMOHHBIII HOMEp, a TaKKE€ 3arojOBOK K TEKCTy WJIM HAaUMEHOBAHHE
BUJIA IOKYMEHTA.

ITpumepsl

«B cootBercTtBuM ¢ mnocranosieHueMm llpaButensctBa oT 13.08.1997 Ne 1009 «O06
yTBEep)KIeHHH [IpaBWII TMOATOTOBKM HOPMATHBHBIX IPABOBBIX aKTOB (helepallbHBIX OpPTraHOB
UCTIOJIHUTENILHOW BIACTH U UX TOCYAApCTBEHHOM PErUCTpaIiiy »;

«B coorBerctBun ¢ IlonokeHMeM O TOCTOSSHHO JEHCTBYIOIIEW JKCIEPTHOU
KOMHCCUH YUPESKICHUS, OPraHU3aluy, MPEeIIpUsiTHs, YTBEpKICHHBIM MpUKazoM PocapxuBa oT
19.01.1995 Ne 2...».

Ecnu TekCT comep:KUT HECKOJbKO IMOPYYEHUH, pEIIeHUN, BBIBOJAOB, B TEKCTE BBIICIAIOTCS
pa3zienbl, MOAPA3ACIbl, TyHKThI, HOAMYHKTHI.

B Ttekct mokymeHTa MOryT BKJIOYaThesl (GparMeHThl, O(OpMJICHHBbIE B BHUAE TaOIMIBI WM
AHKETHI.



CTpaHHUIBI TEKCTa HyMEPYIOTCS apaOCKUMH LU(paMu OCEpeMHE BEPXHETO MOJIs.

B nuceMax ucnonp3yrot cienyromue GopMbl H3T0KESHHUS:
e OT MEPBOTO JHIA MHOKECTBEHHOIO 4YMcia («IPOCUM HAIpPaBUTb», «HAINPABIISIEM Ha
paccMOTpeHHe»);
e IIEPBOTO JIMLIA EAMHCTBEHHOT'O YKcia («CUUTAI0 HEOOXOUMBIMY, «IIPOILY BBIIEIUTHY);
e TpeThero Juma eaumHcTBeHHOTo uuciaa («OO He BospaxkaeT», «OO cuuTaer
BO3MOXKHBIM»).

OTMeTKa 0 PUIOKEHHUU.

OTmeTka O TMPWIOKEHUH COJEPKUT CBEIEHUS O JIOKYMEHTE (JIOKyMEHTax),
MpUIaraéMoM K OCHOBHOMY JIOKYMEHTY (B COMPOBOJUTENIBHBIX MUCHbMAaX, MPETEH3UsIX, aKTax,
CIpaBKax W JAPYruxX HMH(GOPMALKMOHHO-CIIPABOYHBIX JTOKYMEHTaX) WJIH O TOM, YTO JOKYMEHT
SABJISICTCSl TNPUJIOKEHHMEM K OCHOBHOMY JIOKYMEHTY(B JOKYMEHTaX - TMPUJIOKEHHUIX K
pacropsiAUTEIbHBIM IOKyMEHTaM, MOJIOKEHUSAM, MIPaBUIaM, HHCTPYKLUSAM, JOTOBOpaM, MIaHaM,
Otuer am u JIp. JOKyMEHTaM).

B compoBoauTenbHbIX MUChbMax U APYTUX WH(DOPMALMOHHO-CIIPABOYHBIX JOKYMEHTaX
OTMETKAa O TIPUJIOKEHUU OPOPMIISICTCS TIOJ TEKCTOM OT TPAHUIIBI JICBOTO IO CIICTYOIIHM
obOpazoM:

- €CJIM MPUJIOKEHUE HA3BaHO B TEKCTE:
[Ipunoxenue: Ha 2 1. B 1 3K3.;

- €ClIM NPWIOXKEHHWE HE HAa3BAaHO B TEKCTE€ WJIM €CIU MNPUIOKEHUM HECKOJIbKO, YKa3bIBalOT
Ha3BaHUsA JOKYMEHTOB-TIPUJIOKEHUH, KOJMYECTBO JIMCTOB U 3K3EMIUIPOB  KaXKIOTO
IPUIIOKEHUS:
[Tpunoxenue: 1. [Tonoxxenue (Ha3Banue) Ha 5 1. B 1 3K3.

2. CrpaBka 0 KaJpoBOM cocTaBe Ha 2 J1. B 1 7K3.;
- ©CIIM MPUJIOKCHUEM SIBIISICTCS 000COOJICHHBIN 3JIEKTPOHHBII HOCUTENb (KOMIIAKT- THCK, USD-
¢en-HaKonuTeNIb U JIp.):

- IIpunoxenue:
CDsg 1 k3.

- €cIU NpujioXKeHue (MIPUJI0KEHNUs) COPOLIIOPOBAHBI:
[Ipunoxenue:
Otuer o pabdore PUII B 2 3k3.

B pacnopsiuTensHbIX JAOKyMEHTax (IpHUKas3aX, paclopsiKeHUsX), JOroBopax,
MOJIOKEHUSAX, MpaBWIIaX, HHCTPYKUUAX U JAPYTUX JOKYMEHTaX OTMETKa O MPHIIOKEHUU
odopmIsieTcs crieayoummM o0pa3om:

- B TEKCTE JOKyMEHTa IpH I[EepPBOM YIOMUHAHUU JOKYMEHTA-TIPWIOKEHHUS B CKOOKax
yKa3bIBaeTCs: ... (MpWIOKEHWE) WA ... (MpwioxkeHue 1); mepen HOMEPOM TPHIIOKEHUS
JIOTTyCKAaeTCsl CTaBUTh 3HAK HOMEpa: ... (mpuitoxkeHue Ne 2);
- Ha MEepBOM JIUCTE IOKYMEHTA-IIPUIIOKEHUS B IPABOM BEPXHEM YTy YKa3bIBAETCS:
IIpunoxenne Ne 2
Kk npukazy MBOY
"Ma3aHckas mkoJa "
ot 15.08.2023 Ne 112.

CTpoKu peKBU3HTa BBIPABHUBAIOTCS 110 JIEBOMY KPAI0 WIIA LIEHTPUPYIOTCSI OTHOCUTEIIBHO
CaMOM JNIMHHOM CTPOKH.

Ecnn npunokeHueM K paclopsauTENbHOMY JOKYMEHTY SIBISIETCSI HOPMATHBHBIN
IIPaBOBOM aKT WJIM MHOM JOKYMEHT, YTBEPXKAACMBIM JaHHBIM PACIOPSAUTEIBLHBIM JTOKYMEHTOM,
Ha IEPBOM JIMCTE MPWIOKEHHUS IMPOCTABIAETCS OTMETKa O MNPWIOKEHUH (0€3 CChUIKM Ha
pacropsAUTENbHbI JOKYMEHT) W Tpu(] yTBEpKICHHUSA, B KOTOPOM YKa3bIBAIOTCS JaHHBIC
pPacopsIAUTEILHOTO JOKYMEHTA, KOTOPBIM YTBEPKJIEH NTOKYMEHT- IPHIIOKECHHUE.



[Tpumep:
IIpuioxenne 1
YTBEPXKJIEHO
npukas
MBOY '"Ma3zanckas mkoja "
ot 18.05.2021 Ne67

I'pud cornacoBanusi JOKyMeHTA.

[IpoexkThl TOATOTOBJICHHBIX  JIOKYMEHTOB I€pej] MOAMHCAHUEM B psJie CIydacB
COTJIACOBBIBAIOTCSl C 3aMHTEPECOBAHHBIMU YUPEKICHUSMHU, CTPYKTYPHBIMU TOJpa3AeiiCHUsIMHU,
OT/IEIbHBIMU JOJIKHOCTHBIMU JIUIIAMHU.

I'pud cornmacoBaHus B 3aBUCMMOCTH OT BHJA JIOKYMEHTa U OCOOEHHOCTEH ero
0hOpMIIEHUSI MOXKET ITPOCTABIISATHCS:

- Ha MEepBOM JIUCTE JOKYMEHTa (€CIU JOKYMEHT MMEET TUTYJIbHBIM JIUCT, - HAa TUTYIbHOM
JHCTE) B JIEBOM BEPXHEM YIIy Ha ypoBHE rpuda yTBEP)KACHUS WIM MOJ HAMMEHOBAHUEM
JIOKYMEHTa OJIMKe K HHYKHEMY I10JII0);

=~ Ha [IOCJICAHEM JIMCTC JOKYMCHTA IO TCKCTOM;

- HAa JIMCTE COTJIACOBAHMSI, SBIISFOIIEMCSI HEOTHEMJIEMOH YaCThIO JOKYMEHTA.

I'pud cormacoanust moxkymenta coctout u3 cinoBa COI'JTACOBAHO, nomxknocTu
JUIa, C KOTOPBIM COIJIACOBAaH JIOKYMEHT (BKJIIOYAas HAWMCHOBAaHWE OPTaHU3AIMH), €TO0
COOCTBEHHOPYUYHOM MONMUCH, paclIM(POBKU MOANUCH (MHUIUAIOB, (aMUIIUU) U JaThl
COTJIACOBAHUA.
ITpumep:

COI''TACOBAHO

JupekTop (Ha3BaHHE OpraHU3aI1H)
(moamucek) N.O. Gamunus

Jara

Ecnu cornmacoBaHue OCyIIECTBIISIETCS. KOJUIETHAIbHBIM OPTaHOM, B TpH (e COrIacoBaHUs
yKa3bIBalOT CBEJIEHUS 00 opraHe, COIJIAaCOBABIIEM JOKYMEHT, JaTeé W HOMepe IMpOTOKoja, B
KOTOPOM 3a(MKCHPOBAHO pELIEHHE O corlacoBaHuu. Ecim corimacoBaHHe OCYILECTBIISAETCS
IACBMOM, YKa3bIBalOT BUJ JIOKYMEHTa, OpPraHHU3al{I0 - aBTOpa JOKYMEHTa, 1aTy U HOMeEp
MACHMA.

IIpumepsl:

1 COI'JIACOBAHO
Yupasisilonmum coBeTOM

MBOY '"Ma3zanckas mkojaa "’
(mpoToko. oT Ne_ )

2 COI'TIACOBAHO
nucbMoM Pocapxusa
oT Ne

Bu3a corsiacoBanusi 1T0KyMeHTA.

Bu3sbl cormacoBaHus TOKyMEHTa — PEKBH3HUT JOKYMEHTA, YKa3bIBAIOIIMNA HA COTJIACHE
WJIM HECOTJIacHe JOKHOCTHOTO JIMIa 00pa30BaTEIbHOM OpraHu3aIuy ¢ COJACPKAHUEM MPOCKTa
JIOKyMEHTA (J1ajiee — BU3a).



ITpumep:
3aMecTUTeNb JUPEKTOpa 110 BOCIUTATEIbHON padoTe

JInynag nmoamnuch N.N. sanosa

10.10.2023

OdopmnenHass TakuM o00pa30oM BH3a O3HAYaeT COIJIaCHME JOJDKHOCTHOTO JIMIA C
COJIEp’)KaHUEM JIOKYMEHTA.
[Ipu Hanuuuu 3aMeyaHuil Mo JOKYMEHTY BU3Y O(DOPMIISIOT CIEeIYIOIINM 00pazoM:

3aMevaHus IpuiIararoTcs
3aMecTuTeNnb TUPEKTOpa 110 BOCIUTATENBHON padoTe

JInyHag moamnuce N.N. sanosa

10.10.2023

JIOKyMEHT BU3UPYETCA MWCIOJIHUTEIEM U 3aMHTCPECOBAHHBIMU B JOKYMEHTE
JOJKHOCTHBIMU JINIIAMH, PYKOBOAHMTEIEM 00pa30BaTEeIbHOM OpraHn3aIliH.

3aMedaHusi JOJDKHBI OBITh NPEACTABICHbl HAa OTAEIbHOM JIUCTE, KOTOPBIN
MOANMCBHIBAIOT, JATUPYIOT U IPWIATAIOT K JTOKYMEHTY.

B noxyMeHTax, OJIUHHUKY KOTOPBIX XPAHATCS B OpraHU3alliK, BU3bI IIPOCTABIAIOT HA
HOCJIEIHEM JIUCTE JOKYMEHTa IOJ IMOANUCHI0, Ha 000pOTE MOCIEIHEro JUCTAa IOAJMHHUKA
JIOKYMEHTa WM Ha JMCTEe COrJIacOBaHUs (BU3MPOBAHUS ), IPUIAraeMOM K JOKYMEHTY.

B wucxomsnmx IOKyMEHTax BH3bl NPOCTABIAIOTCS Ha JK3EMIUIIPAX  JTOKYMEHTOB,
IIOMEIIAEMBIX B J€EJIO.

Hoanmuce.

JIOMKHOCTHBIE JIMIIAa MOANMCHIBAIOT JIOKyMEHTBI B IpejAeiaXx CBOUX MOJHOMOYHIA,
ONpeNeIeHHbIX ~ YCTaBOM  00meo0pa3oBaTeNbHOW  OpraHM3allid ¥ JOJDKHOCTHBIMHU
MHCTPYKLHUSMHU.

Ilonnuch COCTOMT W3 HAMMEHOBAaHUSA JOJDKHOCTH JIMIA, KOTOPOE IIOJAIMUCBIBAET
JOKYMEHT (TOJIHOTO — €clM JOKYMEHT HaleyaTaH He Ha OJlaHKe, COKpAallleHHOro — Ha
JIOKYMEHTE, Halle4aTaHHOM Ha OJIaHKe), ero COOCTBEHHOPYYHOU MOJIMUCH, MHUIIMAIOB (MHUIIHAI
UMEHH), haMUITHH.

IIpumepsr:

He Ha 0JIaHKe:

Jupextop MBOY "Ma3anckasa mkoga '  JIuyHasi noagnuch N.0. ®amunus
Ha 0JIaHKe:!

JupexTop JInynas noanuch N.0. Pamuians

[Ipu odopmieHnn 1oKyMeHTa Ha OJaHKe JOKHOCTHOTO JIMIA JOJHKHOCTh 3TOTO JIMLA B
MOJAMKUCH HE YKa3bIBACTCSI.

IIpumep JInunas noanuce N.0. ®amuiaus

B AOKYMCHTAaxX, COCTAaBJICHHBLIX KOMHCCHeﬁ, B IOAIHMCH YKa3bIBACTCA CTATyC JIMIAa B



COCTaB€ KOMHCCHH.

[Tpumep:

Ilpencenaresb KOMHCCHH Hoanmuce N.0. ®amuaust

YieHbl KOMHCCHH IMognucek N.0. ®amuaust
IMoanucek HN.0. ®amuiausa
IMoanucek HN.0. ®amuiausa

B cnyuae oTcyTCcTBHSI pyKOBOIUTEINS MPUKA30M OTIPEACIISIETCS JIUIIO, HCTIOTHSIOIIEE €ro
00513aHHOCTH, a TaKXXE YIOJHOMOYCHHOE IOANUCHIBaTh JIOKyMEHTBI , MPH 3TOM TOAINHUCH
opopmisieTcss ¢ yKa3aHHEM CTaTyca JOJDKHOCTHOTO JIMIAa B COOTBETCTBHH C MPHKA30M
(pacriopspkeHHEM ).

[Tpumep:

H.o. nupexTopa Moxnucen N.0. ®amuiust
WIN:

Hcnonnsiromuii 0013aHHOCTH 1MpPeKTOpa IHoanuce N.0. ®amuiaus

HpI/I MMOANUNCAHUN NOKYMCHTA JIMIOM, UMCIOIIUM IIPaBO MOAIIMCHU B CIIyda€ BPCMEHHOT'O
OTCYTCTBUSA PYKOBOAUTCIIA, HCIIPABICHHA B HAUMCHOBAHHUEC OOJDKHOCTU H pacmn(prBKy
q)aMI/IJ'II/II/I YK€ MOATOTOBJIICHHOI'O U COTIACOBAHHOTO MMPOCKTAa JOKYMCHTA BHOCATCA OT PYKH HUJIN
C UCITOJIB30BAHUCM COOTBCTCTBYIOIIMUX IITAMIIOB.

He AOIIYCKACTCA CTaBUThb KOCYHO YCPTY, HAAIIUCH <«3Ba» IMCpEea HANMCHOBAHUCEM
JOJDKHOCTH JIMla B MMOAIUCH, €CJIIN JOKYMCHT IMOANUCHIBACT HHOC JOJDKHOCTHOC JIMIIO.

DJIeKTPOHHAS MOANMUCH.

OTmeTka 00 3JEKTPOHHOM MOJIMCH UCHOJB3YETCs MPU BU3YATU3ALMH JIEKTPOHHOTO
JIOKYMEHTA, MOJAIMCAHHOI 0 3JIEKTPOHHOM MOIHUCHIO, C COOII0IEHUEM TPEOOBaHUII:
a) MECTO pa3MeIIeHUsT OTMETKHU 00 3JEKTPOHHOM MOAMMUCH JOJKHBI COOTBETCTBOBATh MECTY
pa3MenieHusi COOCTBEHHOPYYHOM MOJIUCH B aHAIOTHYHOM JOKYMEHTE Ha OyMa)KHOM HOCHTEIIE;
0) »IeMEeHThl OTMETKU 00 3JIEKTPOHHOM MOANUCH JOKHBI ObITh BUJUMBIMM U YUTAEMBIMU TPU
O0TOOpaXeHUH IOKYMEHTa B HaTypaJIbHOM pa3Mepe;
B) DJIEMEHThl OTMETKM OO0 DJIEKTPOHHOM TMOANUCH HE JOJDKHBI MEPEeKpBIBaThCS  UIIH
HaKJIa/IbIBaThCS IPYT Ha JIpYTa;
') 2JIEMEHTbl OTMETKU 00 3JIEKTPOHHOHM MOJIMUCH HE JOJDKHBI NEPEKphIBATh 3JIEMEHThI TEKCTa
JIOKYMEHTA U JIpyriue OTMETKU 00 3JIEKTPOHHOM MOANKCH (IIPU HAJTUYUN).

OTMmeTka 00 »SJEKTPOHHOM MOANUCH U BKIOYaeT ¢pasy «JJokyMeHT mnoamucaH
AJIIEKTPOHHOW TOJMUCHIO», HOMEp cepThdUKaTa KIt0Ya JIEKTPOHHON MOANUCH, (aMUIIHIO, UMS,
OTYECTBO BIIa/IejblIa cepTU(UKATA, CPOK ACUCTBUS cepTU(UKaTa KII0Ya SJIEKTPOHHON MOIHCH.

ITpumep:
JupexTop A.B. BaHoB
JOKYMEHT HOAIINCAH
3JEKTPOHHOHN MOJINHNCHIO
Cepruduxar lalllaaallllllII
Baaneaen UBanoB Asiexceii bopucoBuy
HeiicrBurenen ¢ 01.01.2017 mo 01.01.2022
IleuyaTs.
OTTHCK mevyaTy 3aBepsAeT MOUIMHHOCTD MOANUCH JAO0JKHOCTHOIO JIMIA HAa JOKYMEHTaX,
yIOCTOBEPSIONINX TpaBa Jul, (ukcupyonmx GAKTH , CBs3aHHBIE C (DUHAHCOBBIMU

CpeACTBAMH, a TAaK)KE€ HA JOKYMEHTaxX, MPENOCTaBIIIEMBIX 3a IIpelesbl OpraHu3anud U
npeyCMaTPUBAIOIINX 3aBePeHHE TOUIMHHOCTH noanuc. Buyrpennue Jlokymentsl (IIpukassr ,



[IpoTOKONBI U T.J.) IEYATHIO HE 3aBEPSIOTCS.
[lewatp mpocraBisfercs, HE 3axBaTbiBasi COOCTBEHHOPYYHON MOANKCH JIUIIA,
MOJIMMCABIIETO IOKYMEHT, WIH B MecTe, 0003HaueHHOM «MID» («MecTo medartuny).

OTMeTKa 00 MCIIOJIHUTEJIE.

OtmeTka 00 MCMOJIHUTENE BKIIOYAeT B ceOst (haMUIUIO, UMsI, OTYECTBO HCIIOIHUTEIS
JIOKYMEHTa, HOMep ero TejedoHa.

OTMeTKa 06 HUCIIOJHUTCIIC MOXKCT JOIIOJHATBCA HAMMCHOBAHUCM OOJI2KHOCTH,
CTPYKTYPHOTO TIOJIpa3/ieJICHUs U AJICKTPOHHBIM aJpeCOM UCITOJTHUTEIIA.

OtmeTka 00 wucmonHHUTENEe OPOPMISIETCS HAa JIMIEBOH CTOPOHE TOCIEIHEro JIMCTa
JIOKYMEHTA OT T'PaHMIIBI JIEBOTO IOJISI WJIM, IPH OTCYTCTBHU MECTa, - Ha OOOPOTHOM CTOpOHE
BHU3Y CJIEBA.

IIpumep:

3a6eqnn UBan AnjpeeBudy,

KouTtpoJbHoe ynpaBienne, Be1yli crienuaaucT,
+7(978) 924-45-67, Zabelin@gov.ru

OTMeTka 00 UCTIONIHUTENE MOXKET O(POPMIIATHCA KaK HUKHUN KOJIOHTUTYI U IIeYaTaTbCs
mPUGPTOM MEHBIIETO pa3Mepa.

OTtMeTKa 0 3aBepeHNH KOMUH.

OOpaszoBarenbHas OpraHU3alUsl MOXET 3aBepsATh KOMMU TOJBKO T€X JOKYMEHTOB,
KOTOpBIE CO3MAIOTCS B HEW, a TakkKe B CIIy4asx, IMPEeIyCMOTPEHHBIX B a03ame BTOPOM
HacTosIero myHkra. Komust TOKyMeHTa M3rOTaBIMBAETCS U BBIIACTCS TOJBKO C Pa3pelieHust
PYKOBOIMTEINSI ~OpTaHM3allid, €ro 3aMeCTUTENIed WM PYKOBOIUTENS  CTPYKTYPHOTO
HOJpa3/IeeHusl.

B ciaydae moAroToBKM JOKYMEHTOB ISl NIPEOCTABICHUS CyNeOHBIM OpraHaM, Ipu
pELIEHUH BOIPOCOB IO MPHUHATHIO JIMIl Ha paboTy, 0OydyeHHue, yIOCTOBEPEHUS UX TPYAOBBIX U
JPYTUX MPaB BO B3aMMOOTHOIICHUSX C YUPEXKICHHEM, a TAaKXKe PU (OPMHUPOBAHUH JIMIHBIX JETT
pabOTHUKOB 001e00pa3oBaTeibHasl OpraHU3alis MOXKET M3rOTaBIMBaTh KOMHUU JOKYMEHTOB,
BBbIIaHHBIX JPYTUMHU YUPEXKICHUSAMU (KOTIUU JOKYMEHTOB 00 00pa30BaHuU U JIp.).

[Tpu BBIAAYE KOMMU TOKYMEHT BOCIIPOM3BOAUTCS MOJHOCTHIO (OJ1aHK 00pa3oBaTebHON
OpraHu3aIi, HOMeED, JaTa, COJIEPKAHHUE U T. JI.).

B mpaBom BepxHeM yrity konuu nuiercs cioBo «Konusi». [Ipu Beijaue Konuu ¢ KOMuu
cienyet nucath «Komus ¢ Kormum.

Ecnu xomust Ui BHYTPEHHEro MOJb30BaHMA, TO JJIs 3aBEpEHHs] HUXKE PEKBU3HTA
«[Toamuce» MPOCTaBISIOT 3aBEPUTEIHHYIO0 HAITUCh: «BEpHOY»; MOIKHOCTH JIUIA, 3aBEPSIONIETO
KOTHIO; IMYHYIO MOJIMTUCH; pacIu(ppOBKY MOAMUCH (MHULIKANBI, (DaMUIINIO); 1aTy 3aBEPEHHUS.
ITpumep:

Bepno
Cexperaps/CnenuaimucT mno Kajapam
JInynas noanucey B.B. UBanoBa

10.10.2023

Ecnu xonwust BbigaeTcs Juisi MpeACTaBICHUS B JAPYTYH0 OpraHU3alHUI0, TO OTMETKa O
3aBepeHI/II/I KOIINU OOIIOJHACTCA HAAIINCBKO O MECTC XpaHeHI/ISI IIOKYMGHTa, C KOTOpOFO 61:1.]18.
M3TOTOBJICHA KOS, U 3aBEPSIETCS M€YaThl0 OPraHU3aIUH.

ITpumep:
[Togmmmuaank nokymenTa Haxoautcs B MBOY "Maszanckas mkona ' B geme Ne 12-k 3a 2022 rog.


mailto:Zabelin@gov.ru

I[HH MPOCTABJICHUSA OTMCTKHU O 3aBCPCHUHN KOIINU MOXKET UCIIOJIb30BATHC IITAMII.

OTMeTKa 0 MOCTYIVICHUH JOKYMEHTA.

OTMeTKa 0 NOCTYIUIEHUHU JOKYMEHTA CIIYKUT AJIS MOATBEPXKAEeHUS (aKTa NOCTYIUICHUS
JIOKYMEHTa B OpPraHU3alMI0 U BKIIOYAET ATy NOCTYIUICHUS U BXOIAIIUN PEruCTPAaLlMOHHBIN
HOMep JokyMeHTa. Ilpu Heo0XoaMMOCTH OTMETKa O IOCTYIJIEHMH MOJXKET JIONOJIHATHCS
yKa3aHHEM BPEMEHH MOCTYIUICHHUS B Yacax ¥ MUHYTaX U CIOco0a JOCTaBKU JTIOKyMEHTA.

OTMmeTKa 0 NOCTYIUIEHNN JOKYMEHTA MOXKET IIPOCTABIIATHCS C IIOMOILBIO IITAMIIA.

Pesosronus.

Pesomronuss  comepkMT  yKasaHME IO  HCIIOJIHEHUIO JIOKyMeHTa. Pesomonus
odopmisiercs Ha cBOOOJHOM MecTe paboyero mois JOKYMEHTa, Ha OJaHKe pe30JIIOLUM MU
BHOCHTCSI HEITIOCPEJCTBEHHO B CUCTEMY 3JIEKTPOHHOI'O JOKYMEHTO000POTA.

Peszomrounss  Bkitoyaer: (aMwiIniO, WHULIMAIBI HUCHOJHUTENA  (MCIOJHUTENEH),
[OpyYEHUE IO JOKYMEHTy, IpH HEOOXOJAMMOCTH - CPOK HCIIOJIHEHHUS, NOJINUChH JIMLA,
BBIHECIIIETO PE30IIIOLHIO, 1aTy PE30TIOLHH.

Pesomtonusi, kak mnpaBuUiIo, MHUIIETCS OT PYKH PYKOBOJIUTENIEM Ha IOIJIMHHUKE
JIOKYMEHTa Ha CBOOOIHOM OT TEKCTa MECTE.

IIpumep:

®amuinusa U.0.

IIpoumry noaroroBuTs Npenoxenus k 10.11.2021.
IMoanucek

Jara

OTMeTKa 0 KOHTpOJIe.

OTmeTKa O KOHTpOJIE CBHUAETEIBCTBYET O IIOCTAHOBKE JOKYMEHTAa Ha KOHTPOJb,
MPOCTABIISIETCS IITAMIIOM HJIM IPOU3BOAMUTCS 3amuch oT pyku «KOHTposb» Ha BEpXHEM IOJe
JIOKYMEHTA.

Kontpomo momnexar Bce 3apeructpupoBaHHble  J[OKyMeHTBI , TpeOyromue
WCIIOJIHEHHSI.

Cpoku HCHOJIHEHMsI JIOKYMEHTa YCTAHABJIMBAIOTCSI B COOTBETCTBUU CO CpOKamH,
0003HauEHHBIMH 3aKOHOJIATEILCTBOM, OpraHU3allMel, HalpaBUBILEH MOpyYEeHHUE WU MPOChOY,
paclopsIANTENILHBIM IOKYMEHTOM ~ WJIM  PE30JIIOIIMEH  PYKOBOJIUTENS  0Opa3oBaTEIbHOU
OpraHu3aIiu.

Cpoxk npocrasinsercs B GopMe AaThl 3aBEPILICHUS UCTIOTHEHHUSI.

OtMmeTKa 0 HallpaBJCHUHU JOKYMCHTA B 1€J10.

OrmeTKa o HaIllpaBJICHUU JOKYMCHTA B JCJIO OMPECACIIACT MCCTO XPAHCHUA NOKYMCHTA
IMOCJIC 3aBCPIICHUA pa6OTBI C HUM M BKJIIOYAET: ciaoBa «B ACJI0», MHACKC JI€j1a 10 HOMCHKIIATypeE
ACJI, B KOTOPOC NMOMCHIACTCA AOKYMCHT Ha XPAaHCHUC, C YKa3aHHUCM roaa, HJOJLKHOCTH JiMIa,
Oq)OpMI/IBHICFO OTMCTKY, IIOAIINCH, JAaThI.

[Tpumep:

B neao Ne 01-18 3a 2020 r.
Cekperapsb

IMognucek /aTa

OTtMeTka O HampaBJICHUHW JOKYMCHTAa B J€JI0 MOXCET [OIOJHATHCA KpPaTKUMH
CBCACHUAMU O XapaAKTCPC UCIIOJIHCHUA JOKYMCHTA.



4. TpeGoBaHus K COCTABJICHHIO HEKOTOPBIX BUI0B [OKYMEHTOB.

IIpukas.

[Ipuka3 - mpaBoBOM JIOKaJIbHbIH HOPMATUBHBIA AKT, KOTOPBIA HM3JAETCS €AUHOIUYHO
PYKOBOAMTENEM 00pa30BaTEIIbHON OpraHu3allid U YAOCTOBEPSET PEIICHHS OpraHU3aIllOHHO-
pacnopsiANTEIHLHOTO XapaKkTepa.

[Ipuka3pl  M37aIOTCA MO OCHOBHBIM BONPOCaM JIEATEIbHOCTH, aJIMUHUCTPATUBHO-
XO3SUCTBEHHBIM BOMPOCAaM U KaJpPOBBIM BOIpocaMm (JIMYHOMY COCTaBy) oOpa3oBaTelbHOM
OpraHu3aIu.

[Ipuka3 moanuchiBaeTcs B COOTBETCTBUUM C TpPeOOBaHUSAMH, YKa3aHHbIMU B
Pexomennanuu.

[Tocne moanucanusi nMpuKaza WU3MEHEHUs W/WIHM JOTOJHEHUS B HEro BHOCATCS IyTEM
W3JIaHUs] HOBOT'O IIPHUKa3a O BHECEHUW M3MEHEHHUH W/HITU JIOTIOJTHEHU.

[Ipukas, kak mnpaBuio, opopmiserca Ha OjaHKe 00pa30BaTENbHON OpraHU3aluU B
Me4YaTHOM BHJIE.

[Ipuka3 uMeeT cieayonue peKBU3UTh: HANMEHOBaHKE 00pa30BaTeIbHON OpraHU3aI|H
COrIacHO ycTaBy; HauMmeHoBaHue Buga jgokymeHnta (IIPUKA3), npara, Homep, Mecto
COCTaBJICHUS, 3aT0JIOBOK K TEKCTY, TEKCT, HAUMEHOBAHHUE JOJKHOCTH, MOAMKUCH JOIKHOCTHOTO
nuna (MHUIUAITEI, (paMuITis), BU3bI COTIIACOBAHMUS, 03HAKOMJICHUSI.

Jlatoit mpukasa (pacnopsbkeHus ) sIBIsSIeTCs JaTa ero noamnucanud. [lata oopmisercs
nu(poBBEIM CIOCOOOM; HOMEP COCTOMT M3 3Haka «Ne» W MOpAIKOBOrO HOMEpa MpHKasza: OT
00.00.0000 Ne 000.

Conepkanue mNpUKaza KpaTKO H3JIaraeTcsi B 3arojoBKe, KOTOPBIA HAYMHAETCA C
npemiora «O» M COCTaBISieTCS C TMOMOINBID OTIJIAroJIbHOTO  CyllecTBUTENbHOTO («O0
YTBEPKACHUH...», «O CO3TaHUM...») WIN CYIIECTBUTENBHOTO («O0 UTOrax...»).

B mpukazax TekcT u3naraeTcs OT MepBOro Jjula eauHcTBeHHoro uucia («IIpukaszsl
BaIO»).

Bo Bpemsi o3HakOoMJIeHHsS € TPUKA30M YKa3aHHBIMM B HEM JIMIAMU Ha MEPBOM
AK3EMIUISIPE MPUKa3a MPOCTABIISIFOTCS MOAMUCH C YKa3aHUEM JaThl 03HAKOMJICHHUS.

HomMmepa cTpanuil mpocTaBisitOTCS MOCEPEAMHE BEPXHETO MOJIA JIMCTAa HayuHas Cco
BTOPOTO JIUCTA.

[Ipuka3pl HyMepyroTcs B MOpSAKE MX HU3JaHUA B Tpeaenax KaJeHIapHOTO Troja;
[Ipuka3sl 1O OCHOBHOM NEATETHLHOCTH M IO KaJAPOBBIM BOMpocaM (JIMUHOTO COCTaBa) MMEIOT
OTZIENIbHYIO MOPSIAKOBYIO HYMEPALIHIO.

[Ipu Hymepanuu mpruka3oB AOMYCKAETCS UCTIOIB30BaHUE IOTIOJTHUTEIIBHBIX OYKB.

ITpumep:

K- xaapswr;

JI - INYHBI cOCTaB,

O- ocHOBHAY eATEJILHOCTD,
Y - oOyuaroumuecs.

[Ipukaz BcTymaeT B CHJIy C MOMEHTa €ro MOJANHUCAHMUS PYKOBOJUTEIEM
o0pa3oBaTeNbHOI OpraHu3aluu, eciiu B TEKCTE He yKa3aHO JPYroro Cpoka.

[Mpukaser peructpupyrorcs B Kuure/JXKypHan e peructpanuu NpUKa3oB (npunodiceHue
2).

IIpukasbl ¢dopmupyrorcss B Jlemo ommH pa3 B kBapran. Kuawmra /KypHan
MIPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBACTCS, CKPEIUISETCS MOAMKUCHI0 PYKOBOIUTENS U MEYaThIO
oOpasoBatenbHOM opranu3amuu (npuwioxenue 1). B koHIie kanenmapuoro roaa Jemo( He Oosee
250 nmuctoB) odopmiseTcs B cooTBeTcTBHH ¢ [lonoxkeHnem 06 apxuBe.

IIpuxa3bl M0 OCHOBHOI 1eITEJILHOCTH.
Texct npukasza mo BompocaM OCHOBHOMW JIEATENIHOCTH 00pa30oBaTeIbHON OpraHu3aluu



COCTOUT M3 JIBYX YacTel - KOHCTaTUpyrouien (mpeamOysbl) U pacropsAUTEIbHOM.

B xoHCTaTtHpyromen 4acTu OTpa)karoTcs LN U 3a7a4d NPEANHUCHIBAEMBIX JCHCTBUM,
IPUYMHBl W3/IaHUS TpUKa3a, JaeTcs CChUIKA HA JIOKYMEHT, IOCIYKUBIIUN OCHOBAaHUEM JUIS
NOATOTOBKY IIPHKa3a. YKa3aHHAs 4acTb MOYKET HauyMHAThCs cO ¢i10B «Bo ucnonnenwue...», «C
HeNnplo...» W ToMy mnojoOHoe. Ecim mOKyMeHT wu3gaeTcs Ha OCHOBAHMU —JIPYroOro
pacopsIAUTEILHOTO JOKYMEHTA, B KOHCTaTUPYIOLIEH 4acTH yKa3bIBacTCsl Ha3BaHUE BHUJA 3TOTO
JIOKyMeHTa, ero aBrop (MunucrepcrBo, COBET MUHUCTPOB U JIp.), /1aTa, HOMEP U 3aroJIOBOK.
Touka B KOHIIE KOHCTaTUPYIOLIEH YaCTH HE CTaBUTCS.

PacniopsnurenbHas yacte npukasza HaunHaercs co cinosa [IPUKA3BI BAIO, koropoe
[IeYaTaeTCsl ¢ HOBOM CTPOKM OOsIbLIMMHU OyKBamMH 0€3 OTCTYIUIEHHUS OT JIEBOTO IOJIS U KaBBIYEK,
IIOCJIE YEro CTaBUTCS JIBOETOUUE.

PacniopsauTenbHas 4acTh AEIUTCS HAa IIYHKTHI U HOAIIYHKTBI, KOTOpPBIE HYMEPYIOTCS
apabckumu 1dpamu. B KaXIoM NMyHKTE TOJDKHBI OBITh YKa3aHbl MCIIOJHUTENH, KOHKPETHBIC
3a7jaHus (OPYYEHHUs1) U CPOKM UX BBINOJHEHUs. McrosHuTenu Moryt ObITh Ha3BaHbl TaKxkKe
0000IIEHHO: «PYKOBOAMTEISIM METOJMYECKUX OOBEAMHEHHID», «3aMECTHUTENSAM IHPEKTOPay.
ITpu >TOM, Kak IpaBWIO, HE NPUMEHSETCS HAIMCAHHME HEKOHKPETHBIX INOPYYEHUH, KOTOPbIE
COJIEp)KaT CJIOBA: «YCKOPUTHY», «YJIY4IIUTb», «aKTUBU3UPOBATH», «OOpAaTUTh BHUMAaHHEY,
«COBEPILEHCTBOBATH», KIIPOJOJIKUTHY U T.II.

OtnenpHble 3a7aHus (HAaIpUMeEp, 3a/aHus, coJeprkaliue HU(pPOBHIE JAHHBIE) MOTYT
oopMIATHCS B BUJIE MPUIIOKEHUS K IPUKA3y CO CCHUIKOW HAa HUX B COOTBETCTBYIOILUX ITYHKTaxX
nprKasza u 0hOPMIISIFOTCS COTJIACHO JaHHBIM PexoMeHganusmM.

Crpanuubl IprUKasa 1 NPUIOKEHUH HyMEPYIOTCS KaK €UHBINA JOKYMEHT.

Ecim npukazoM OTMEHSETCS NOPEAbIAYIIUMN  PACHOpPSAUTEIbHBIM  JOKYMEHT, B
pacopsiAMNTENbHON YacTH YKa3bIBa€TCSl ITYHKT, KOTOPBIM JOJDKEH HA4YMHATBCA CO CJIOB:
«IIpu3HatTh yTpaTUBIIUM CUIY...».

V3MeHeHMsl, BHOCHUMBIE B MpPUKa3, O(GOPMISIOTCS OTIENbHBIM NPUKA30M, KOTOPBIH
JIOJDKEH MMETh TaKou 3aroioBok: «O BHECEHWU W3MEHEHUW W/WIHU JIOTIOJIHEHUHN B TIPHUKA3 ...» C
YKa3aHHUEM JaThl, HOMEpA, 3aroJIOBKAa PACIOPSAUTENBHOIO JOKYMEHTA, B KOTOPBIA BHOCATCS
u3MeHeHus. PacniopsauTenbHas 4acTh IpHKa3a HAUWHAETCS C TAKOrO MyHKTA!

1. BHecTH N3MEHEHUS B IIPUKa3...

Jlanee oTaenbHBIMU NOANYHKTaMH (OPMYIUPYIOTCS M3MEHEHHUS B PACIOPSAIUTEIbHBIN
JIOKYMEHT.

ITpumep:
1) myHKT 2 U3N0KUTE B CIEAYIONIEH PelaKIuy;
2) MyHKT 3 UCKITIOYHTE;

3) a63am BTOpOit MyHKTa 4 JOMOIHUTE CJIOBAMH. ..

Ecnu uzMeHeHus B paciopsaUTeNbHbIA JOKYMEHT 0QOpMIISIOTCS Ha OTAECTHLHOM JIHCTE
(yicTax), B MEPBOM MYHKTE PACTIOPSIUTEILHON YacTH NMPUKa3a yKa3bIBACTCS:

1. BHecTn n3MeHeHus B...

[Tocnennuii MyHKT pacmoOpsSIAUTENILHOM YacTH B Ciydae HEOOXOJAMMOCTH MOMKET
COJIep’KaTh pEIICHHE O BO3JOKEHUM Ha JIOJDKHOCTHOE JTHUI0 (QYHKIMH MO KOHTPOIIO 3a
WCIIOJTHEHUEM TTPUKa3a.

IIpuka3pl M0 KagpoOBbIM BOIPOCAM.

[Ipukazpl MO KaApOBBIM BoOMpocaMm (JIMYHOMY COCTaBY) OQOPMIISIIOTCS Kak B
yaupunupoBannonr ¢opme (I[locranoBnenue I'ockomcrara P® ot 05.01.2004 Ne 1 «O6
YTBEPXKICHUH YHHU(PHUIUPOBAHHBIX (POPM MEPBUYHON YUETHOM TOKYMEHTALIMU IO YUETy TpyJa U
€ro OIJIaThl»), TaK U B TEKCTOBOI.

JlaHHBIN BUJ IPUKA30B 0OPMIISECTCS B BUAE WHAUBUIYaTbHOTO MIIH CBOJHOTO.

B wnauBuayanbHOM mpuKasze coaepkuTcs uHbopmarus o0 OJHOM pabOTHHKE, B
CBOJIHOM - O HECKOJBKHX, HE3aBUCUMO OT TOTO, KaKHe€ YIPABICHUYECKHE PEIICHUS M0 HHUM
NpUHUMAIOTCS (IpUeM Ha paboTy, Ha3HAYeHHE Ha JIOJDKHOCTb, MEPEBOJ] HA APYTYIO JTOJKHOCTD



(paboTy), yBOJIBHEHHUE U JP.).

Copep:xaHue MHAWBHUYaJTBHOTO MpPHKa3a MO KaJIpOBBIM BOIpocaM (JIMYHOTO COCTaBa)
KpPaTKO W3JIaraeTcsi B 3arojoBKe, KOTOpPbIH HauumHaeTcs ¢ mpemnora «O» W COCTaBIsETCS C
MOMOIUIbIO OTIJIATOJBHOTO CylllecTBUTENbHOrO: «O Ha3HaueHuu...», «O mnpuHATHH...». B
CBOJIHBIX TPHKAa3aX MOXET MPUMEHSTHCS OOOOIICHHBIN 3aroyioBoK: «O KaIpoBBIX BOMPOCAX)»,
«O TUYHOM coCTaBey.

B Tekcre mpukaza mo KaApoOBBIM BompocaM (JIMYHOMY COCTaBy), Kak MIPaBHIIO,
KOHCTaTHPYIOIIas YacTh HE OTMEYAETCS.

PacniopsimutenbHass dYacTh TpWKa3a HAYMHASTCS, KaKk TNPaBWIO, C TJjarojia B
HeonpeneneHnoit ¢opme: «lIpunare», «Hasnauute», «llepeBectn», «OOBABUTH» H TOMY
noo0Hoe.

Janee yka3pIBatoTcsi hamMuiusi, UMsi, OTYECTBO (IIPU HAUYKUK) paOOTHHKA, HA KOTOPOTO
pacnpocTpaHseTCsl IeHCTBUE MPHKa3a, U TEKCT MpUKa3a. B CBOAHOM mpukaze Gamiivy Il B
npeJienax MyHKTOB pa3MeIaloTces 1o andaBury.

B mpukaze o HazHAYCHWHM WU YBOJHHEHUHM DPAOOTHHMKA YyKa3bIBaCTCS TIOJHAS Jara
(uucno, mecsl, roa) (GakTHUECKOro BbIXOAa paOOTHUKA HAa paboTy (MIpeKpalleHus TPYAOBBIX
OTHOILIEHHIA), pa3MePhI €ro JOJDKHOCTHOTO OKJIA/Ia COTJIACHO IITATHOMY PAaCIUCAHUIO.

B cBogHOM npukase 1mo KagpoBbIM BOIpocaM (JIMYHOMY COCTaBY) B PACIOPSIIUTEIBHYIO
4acTh BKIIIOYACTCS WH(OPMAIIHS, KOTOpasl pa3MeIlaeTcss B TaKOW IMOCIICOBATEILHOCTH: PUEM
Ha paboTy, epeBo/l, yBOJIbHEHHE.

B kaxxaoMm ImyHKTE TpHKa3a Mo KaJIpOBBIM BOMpPOcaM (JIMYHOMY COCTaBY) YKa3bIBaeTCs
OCHOBaHHE OTHOCHTEIBPHO €ro u3JaHus (3asBieHHe pabOTHHKA, TPYIAOBOH JOTOBOP
(cormamenue), TOKJIAJHAs 3alMCKa, MPEACTABICHUE, XOAATalCTBO, PEHICHHUE aTTECTAllMOHHOM
KOMHUCCHH 00111€00pa30BaTEIbHON OpraHnu3alum) 1 T.1.

Pacnopskenue.

Pacnopsoxkenue - pacnopsauTeNnbHBIA JIOKAIBHBIA HOPMATHUBHBIA IPAaBOBOM  aKT,
KOTOPBII M37aeTcsi PYKOBOJAIIMM pabOTHUKOM 00Opa30BaTENbHOM OpraHu3anuu (Hampumep,
3aMECTUTENIEM PYKOBOIUTENS, PYKOBOJUTEIEM CTPYKTYPHOI'O MOJAPA3JIEICHMs) MO BOIPOCaM
UH(POPMALIMOHHO-METOIUUECKOr0, aJMHUHUCTPATUBHO-XO3AUCTBEHHOTO M OPTraHU3aIl[MIOHHOIO
XapakTepa, BXOASIIUM B €r0 KOMIIETEHLIUIO.

PacnopsixkeHreM opOpMIISIOTCS] BOMPOCH! KPATKOCPOYHOT'O OJJTHOPA30BOT0 XapaKTepa.

PacrniopsikeHust cOCTaBIISIOTCSI aHAJIOTMYHO MpHUKa3aM (B NI€YaTHOM BapHaHTE) MOXKHO
6e3 cinoBa «IIPUKA3BI BAIO».

KoncraTtupyromas yacTh TEKCTa B PacHoOpsDKEHUSX OTHAEISETCS OT paclopsiAUTeIbHON
gyactn cinoBamu: <«IIPEJJIATAIO», «PEKOMEHAVYIO», «OBA3BIBAIO», «CUUTAIO
HEOBXOAVMBbIM».

Pacnopsokenust peructpupytoress B Kuure/XKypHan e peructpanuu  pacrnopsbKeHHH
(npunoscenue?) Kuura PKypHanm  mpoHYMEpOBBIBACTCS, IMPOIIHYPOBBIBACTCS, CKPEILISETCS
HNOJNKMCHI0O PYKOBOJOUTENS M TeyaTblo o00pa3oBaTelbHON opraHumszauuu. PacnopsokeHus
dopmupyrores B Jleno oquH pa3 B kBapTall. B koHIe kanenmapHoro roga Jemo (He 6osee 250
JIUCTOB) oopmisieTcs B cooTBeTcTBUM ¢ [lomoxennem o6 apxuse.

IIporoxo..

[Iporeccsl mprMeHEHUsT YIIPABIEHYECKUX PEIIeHU 00pa30BaTeIbHON OpraHu3anuen u
CaMM pelIeHUs] JOKYMEHTHUPYIOTCS C MOMOILBIO MPOTOKOJOB KOH(EpeHLUH, MeJarorndyeckux
COBETOB, KOMUCCHII U TIP.

B mnporokomax  3acenaHuii  KOJUJIETHMAJIbHBIX M COBEIIATEIBHBIX OPraHOB TEKCT
U3JIaraeTcsi OT TPETHEro JIUIA €IMHCTBEHHOT0 YnCIa («I1eJaroruuecKuii COBET... TOCTAHOBIISIET,
«coOpaHue... pEeLIuio).

[IpoTokon cocraBisieTcss Ha OCHOBAaHUM 3alUCEH, CHACIAHHBIX HEMOCPEICTBEHHO BO
BpeMsi 3aceJaHui , MPEACTaBICHHBIX TEKCTOB U TE3HCOB JOKJIAI0B U BBICTYIUICHHH, CIPABOK,



IIPOEKTOB PEILLIECHUMN.

ITpoTOKOI MOKET COCTaBIAThCA Kak B PYKOIMCHOM, TaK U B IIe4aTHOH (opme.

Jlatoii mpoTokona sBISETCS Jara OpoBeAeHUs 3acenaHus. Eciu  3acepanue
IIPOJOJDKANIOCh HECKOJBKO IHEW, TO 4Yepe3 TUPE YKa3bIBAIOTCA IEPBBIM M INOCICIHUN JCHb
3ace/laHusl.

Homep mnpoTokona [n0DKEH COOTBETCTBOBATh IOPSAIKOBOMY HOMEpY 3acelaHusl.
Hywmeparus npoTokoioB BeaeTcs B Mpeaenaax KaJeHAapHOro rofa OTAENbHO 110 KaKJI0U TpyIe
IIPOTOKOJIOB 3aCEIaHUsl COOTBETCTBYIOILErO KOJUIErHAIbHOTO OPraHa.

B pexkBusute «MecTto 3acedaHMs» YKa3blBAa€TCsl HAa3BAaHUE HACEIEHHOIO IIYHKTa, B
KOTOPOM COCTOSJIOCH 3aCEIaHue.

3aroJoBOK K TEKCTy IMPOTOKOJNA JOJDKEH OTOOpa)kaTh BHJ 3acelaHusi (COBEIIaHue,
coOpanue, KoH(epeHUUs U T.OI.) WIM KOJUIETMAJIbHOM JEATeNbHOCTH (KOMMCCHS, COBET,
coOpanue, paboyasi rpymIa u T.I1.) ¥ BKIIOYaTh Ha3BaHUE BU/IA JIOKYMEHTA.

TekcT npoToKoIa COCTOUT U3 BBOAHOM M OCHOBHOM 4acTel.

BBoxnass wacte copepxuT mnocrosHHyro uHpopmanuto (cinoBa [IPEJJCEIATEJID,
CEKPETAPD, [TPUCYTCTBOBAJIN) u nepemeHHyto (damuins, WHUIHAIBI MpeaceaaTens,
ceKkperaps M  IHpUCYTCTBywomux). Ilpy HEoOXOAMMOCTHM  yKa3bIBalOTCA  JIOJKHOCTH
IOPUCYTCTBYIOLMX, a TaK)K€ MHULMANbL, (aMUIMKM JOJDKHOCTH JIML, HPUIVIALICHHBIX Ha
copemanue. [Ipu konmuectBe yyacTHUKOB Ooisiee 10 cocTaBisieTcss CIMCOK NMPUCYTCTBYIOIIMX,
KOTOPBIN ITpHJIaraeTcs K NpoTOKOILY.

Ecimm mpotokon odopmisercss B meudatHoit ¢opme, 1o cnoa [IPEJICEJIATEJIb,
CEKPETAPD, [TPUCYTCTBOBAJIN neyaratoT OT HYJEBOIO MOJIOKEHUS TabynsTopa, OT 2-T0
MOJIOKEHHU TaOynsiTopa CTaBUTCA THUPE, MHULHUAIB W (aMHJIUM MUOIYT B HWMEHHTEIHHOM
nazfexe. aMWIMKM TPUCYTCTBYIOLIMX PACHONATalOTCs B ajd(paBUTHOM IOPSAIKE M IMEYaTaroTCs
yepe3 | MeKCTpOUHBIN MHTEpBAI.

BBogHas wacTe IpOTOKOJIa 3aKaHYMBaeTCs MoBecTKoM AHsA. CioBa «lloBecTka IHS»
Ne4yaTaT OT HYJIEBOrO IOJIOKEHHUs TalynsTopa, MOClie HUX CTaBUTCA JBoeTouue. Bompocsl
MIOBECTKU JTHS HyMepyroTcst apabckumu nudpamu. Kaxkaplii HOBBIM Bompoc medaTtaroT oT 1-ro
MOJIOKEHUS TaObysATOpAa.

ITocnenoBarenbHOCTh PACcIOIOKEHUS BOIPOCOB ONPEIENSIETCS CTENEHBIO UX BaXKHOCTH.
Bompocel nepeuucnstorcss B uMeHHTENbHOM mnazaexe. Jlokman (Ortyer , coollueHue,
uHpopMalrs), HaMMEHOBaHHE JODKHOCTH, MHULMAIB U (aMIIMIO JOKJIaJyuKa MHUIIYT B
ponuTenbHOM mazaexke. He pekoMeHayercs BK/IIOYAaTh B TOBECTKY JAHS Bompoc «PaszHoey.
Kaxplii Borpoc JomkeH ObITh KOHKpeTH3HpoBaH. PopMHpPOBAHHE BOIPOCOB B MOBECTKE JTHS
HaumHaeTcs ¢ npeniora «O (O0)».

OcHoBHasl yacTb IPOTOKOJIA COCTOUT U3 Pa3JIEoB, KOTOPHIE JOJIKHBI COOTBETCTBOBATH
MyHKTaM TOBECTKU NHA. Pa3nensl HymepyroTcs apaOCKUMU HU(PpaMHU M CTPOSATCS MO TaKou
cXeme:

CJIIYIIAJIA - BBICTVYIIWJIA - PEHINIIN (ITOCTAHOBUJIN),

VYkazaHHbIE CJIOBa NeyaTaroTcs OONbIIMMHU OyKBaMu 0e3 OTCTyNa OT TPAHUIIbI JIEBOT'O
nosisi. [locie aTux cnoB cTaBUTCS ABOETOUHE.

ITocne cnoea CJIVIIIAJIM yka3piBaeTCsl KpaTKUM TEKCT BBICTYIUIEHHS OCHOBHOIO
noknagyrka. daMunaus ¥ MHULMATBL KaXJIOTO JOKJIaJ4MKa IEeYaTaloTcs C HOBOW CTPOKH.
KpaTknii TEKCT BBICTYIIJIEHUS U3J1aracTcsl B TPETHEM JIMLE €IMHCTBEHHOT'O YUCIIA.

TexcTsl WM TE3UCHl JOKIAZAOB U BBICTYIUIGHHM, OQOpMIIEHHbIE KakK OT/AEJIbHBIE
JIOKyMEHTBI , B TEKCT IPOTOKOJA HEe BKIoudaroTcs. [locie cBeaeHu o JOKIaqYMKe CTaBUTCSA
TUpE U yKa3blBaeTcs: «TekcT qokiiana (BBICTYIUIEHNUS ) IPUIIAraeTcsl K IPOTOKOIY.

[Tocne cnosa BBICTYIINJIN dukcupyroTcs BHICTYIUICHUS T€X JIUL, KOTOPbIE MPUHSIIN
ydacTHe B OOCYXIEHMM [okiana. BeicTymiieHuss oopMisIIoTcs B NPOTOKOJIE € yKa3aHHEM
JOJDKHOCTEH, (haMHIIMI M MHUIMAJIOB, BBICTYNAIOMIMX B MMEHUTEIBHOM TMajeXe, a TaKkKe C
KPaTKAM H3JI0)KEHUEM COJEpPKaHUs BONPOCAa M OTBETOB Ha Hero. Conxep:kaHHE BBICTYIUICHHU
U3JIaraeTcsl OT TPETHETO LA €AUHCTBEHHOIO YHCIA.



ITocne cnosa PEIIMJIM (ITOCTAHOBWJIN) ¢uxcupyercss MpUHATOE pPELICHHE IO
00CyX/1aeMOMY BOIIPOCY IOBECTKM JHA. PelieHue AOMKHO ObITh KOHKPETHBIM M BKJIHOYATh
COCTaBJISIIOLIME, KOTOPbIE OTBEYAIOT HA CJIEAYIOIIME BOIPOCHL: KOMY, YTO CAENATh U B KaKOH
CPOK.

Pemenus, conepkaliye HECKOIBKO BOIPOCOB, MOAPA3IENAIOTCS HA IYHKTBl U
HOJIYHKTBI, KOTOpblE HyMepYyroTcs apadbckumu nudpamu. IloamyHKTsl HyMepyroTCcs Hu(ppamu ¢
TOYKOM.

B cnyuae, korzna Ha 3acejaHUM NPUHHUMAETCs pelleHue 00 yTBEP)KICHHM JTOKYMEHTA,
KOTOPBII OOCYyXJajcs Ha 3aceJaHud, ITOT JAOKYMEHT MpHUJIaraercs K MPOTOKOIY M B HEM
JieNlaeTcs CChlIKAa Ha HOMEp M JaTy npoTokona. IIpu Hanuuuu Apyrux JOKYMEHTOB, KOTOpBIE
paccMaTpUBAINCh HA 3acellaHuH, M (AaKT O0OCYKICHHSI KOTOPHIX ObUI 3a)MKCHPOBAH B TEKCTE
MPOTOKOJIa, OHM HyMepyroTcs apabckumu tudpamu (I[Ipunoxenune 1, Ilpunoxenue 2). B
COOTBETCTBYIOILMX MYHKTAX MPOTOKOJA JIENAETCS CChIJIKA HA 3TU MPHUIIOKEHUS.

[IpoTokon moamuchIBaeTCs NpPeACeaTelbCTBYIOIIMM Ha 3aceJaHUU KOJJIETHaIbHOTO
OpraHa U CEeKpeTapeM.

Beinmucka u3 mpoToKosa — TOYHAs KOMUS YacTH TEKCTa IMOAJMHHOIO IPOTOKOJA,
OTHOCSIIIETOCS] K TOMY BOIIPOCY IOBECTKH JIHS, IO KOTOPOMY TOTOBMUTCS BbIIUCKA. Bpinucka us
IPOTOKOJIa COJEPKUT CIEAYIOIIME PpPEKBU3UTHI: HaWMEHOBaHHE 0011e00pa3oBaTeIbHON
OpraHM3aliy, Ha3BaHWE BUAA JOKYMEHTa (BBIIMCKAa M3 MPOTOKOJA), JaTa 3aceJaHusi, MECTO
COCTaBJIEHUS], 3ar0JIOBOK K TEKCTY, TEKCT, MOANUCH, OTMETKY O 3aBepEHHH KOIUH.

[Ipotokombr  peructpupytorcsi B Kuure/J)KypHam e peructpamuu  MpPOTOKOJIOB
(npunooicenue 3).Kuura /KypHan npoHyMepOBBIBACTCS, MPOLIHYPOBBIBACTCS, CKPEILISCTCSI
NOJANUCBIO  PYKOBOJAUTENS M IedaTblo oOpas3oBaTeabHOM  opraHu3zauuu. IIpoTokoss
dopmupyrorcs B Jleno oquH pa3 B kBapTai. B koHue kanennapHoro roja [leno (He Gonee 250
JTUCTOB) oopmiisercss B cooTBeTcTBUU € [lonoxeHnem 06 apxuse.

Cayxe0HOe MMCHMO.

CnyxxebHOe MUCBhMO COCTaBIISIETCS C 1LI€JbI0 OOMeHa MH(popMalueld U NpeAcTaBiseT
co0oi:

- OTBETHI O BBIIIOJIHEHUU 3a/I1aHUM, ONPEJIETICHHBIX B aKTaX OPraHOB rOCYJapCTBEHHOM BIIACTH,
MNOPYYEHHUSAX BBICIIUX JOJDKHOCTHBIX JIMIL;

- OTBETHI HA BHINOJHEHHUE MOPYYECHUN BBIIECTOSIIIUX OPTaHU3aLINI;

- OTBETHI Ha 3aMPOCHI APYTUX YUPEXKICHUN;

- OTBeTHI Ha O0paleHNs IPak/]IaH;

- OTBETHI Ha 3alPOCHl Ha HH(POPMAIIHIO;

- WHHIUATHBHEIC TUCHMA,

- COIPOBOJUTEINILHBIE MUCHMA.

CnyxebHoe muchMO odopMitsieTcs Ha OllaHke 00pa30oBaTeNIbHON OpTraHU3allUu.

[TuceMo uMmeeT crienyronre peKBU3UTHI: 1aTa, peruCTPallMOHHbIN HoMep (MCXOAsIIuil),
CCBUIKA Ha PETUCTPAIIMOHHBIN HOMEp (BXOSIINI) U JaTy TOKyMEHTa, Ha KOTOPBIi 1aeTcsi OTBET
(mpu HanmM4MM), ajapecar, 3arojloBOK, TEKCT, OTMETKAa O HaJIMYuMU NPUJIOKEHUH (B ciiydae
HEOOXO/MMOCTH), TMOAMUCh, cBeAeHus 00 wucnonHutene (®.M.O., KOHTAaKTHBIM HOMep
tenedoHa).

JlaToif mucbMa sSBIISI€TCS JaTa ero MOJIMUCAHUSA, KOTOpas JOJDKHA COBNAAATh C JAaTOU
PErUCTpallui UCXOASIIEN KOPPECTIOHACHIINH.

OCHOBHBIM PEKBHU3HTOM CIIY)KEOHOT'O MHCHbMA SIBJIIETCS] TEKCT, KOTOPBIH, KaK MPaBHIIO,
COCTOHUT M3 JIBYX 4yacTeil. B mepBoil yacTu ykas3pIBaeTCs MpUIMHA, OCHOBAaHUE UM 0OOCHOBAHHE
HOJATOTOBKU MHChMa, MIPUBOATCS CChUIKM Ha JIOKYMEHTHI , KOTOpBIE OBUIM OCHOBaHHEM ISl €r0
cocTaBiieHUs. BTopas 4acTe BKJIIOYAeT BBIBOJBI, NMPEAJIOKEHMS, NMPOCHOBI, pelIeHus U T. I,
KOTOpbIE pa3MeraroTcs ¢ ad3ana.

Kak npaBuiio, B mucbMe 3aTparuBaeTcst OAUH BOIIPOC.

TexkcT mnHMcbMa uW3maraercs OT MEPBOrO  JMIla MHOXECTBEHHOIO dHcia C



HCIIOJIb30BAHUCM CJIOB: «IIPOCUM COOGH_II/ITI:...», «Pa3bACHIACM, YTO...».
CJ'Iy>KC6HOC IMUCBMO IMOAIKUCBIBACTCA PYKOBOJUTEIICM 06p330BaTeHBHOﬁ OpraHu3ainuu.

Cnpaska.

CrpaBka - TOKyMEHT, TTOATBEPKIAIONIUHN Kakue-TH00 PAKTHI WM COOBITHS.

CrpaBku OBIBAaIOT BYX BUJIOB:

CrpaBka aJisi ONMCAHUSI WU MOATBEPXKACHUS (HAaKTOB, MIIU COOBITHI B JCSATEIHLHOCTU
OpraHH3aIiH.

CripaBKM COCTaBJISIIOTCS 110 YKA3aHUIO BBIIIECTOSIIENH OPraHU3aluy UM PYKOBOJAUTENS
o0pa3oBaTeNbHOI opraHu3aluu A HHGOPMAIMU O BBIIIOJHEHUH IUIAHOB, 3a/laHui, TOpyYEHU
U TIPEJCTABIISIOTCS B YCTAHOBJIEHHBIE CPOKH.

Texcm maxkou cnpasku cocmoum u3 08X yacmell.

B nepsoii yactu nznararorcsi PAKTBI , TOCITYKUBILIUE [TOBOJIOM K €€ HallHCaHUIO, BO
BTOPOIl - MPUBOAATCA KOHKPETHBIE JaHHbIC. BHIBOABI U MpeUIoKeHHsI B CIIPAaBKe HE JAOTCs (3a
UCKJIIOYEHHEM aHAJIUTUYECKOI).

CrmpaBka nommkHa OOBEKTHBHO OTpa)kaTh COCTOSHUE JeJ, €€ COCTaBlieHHe Tpelyer
TIIATEIBHOTO cOOPa U MPOBEPKHU CBEJCHHIA, MOTYT IIPUBOIUTHCS TaOIHIIBL.

CrnpaBku, cocTaBIeHHbBIE AJIs1 PYKOBOAUTENS] OPraHU3allu, TIOITUCHIBAET COCTABUTENb.

CrpaBkH, KOTOpbIE COCTaBJSIOTCS [0 YKa3aHUIO BBILIECTOSALIEH OpraHu3aluy,
MOJIMKUCKHIBAET PYKOBOAUTENH 00IIe00pa30BaTeIbHON OpraHU3alIiH.

JlaTo# cripaBKU SIBJISIETCS 1aTa €€ MOAMUCAHUS.

CrpaBku, ynoctoBepsioniie opuauieckiue GAKTH : MOATBEPKACHUE MecTa padoThI,
3aHMMAEMOM JI0JKHOCTH, pa3Mep 3apabOTHOM IIaThl U T.A.

Jl71s HUX IpUMEHSIOTCS yHU(DUIIIpOBaHHbBIE TpadapeTHbIE OIaHKU.

Taxoro poja crpaBKy BBIJAIOTCS 110 3aIIpOCaM 3aMHTEPECOBAHHBIX JIUL (COTPYIHUKOB)
WJIU YUPEKJICHUN U perucTpupyroTcs B KypHail € BbIJaBa€MbIX CIIPABOK.

Jokyiagnas 3amucka.

JlokyiagHas 3ammucka - JOKYMEHT, aJpeCOBAaHHBIA PYKOBOJIUTEIIO U HH(DOPMHUPYIOIIHANA
€ro O CIOXHBIIEHCS CUTYyallud, UIMEBIIEM MECTO SBICHUU WM (aKTe BBIMOIHEHHON paboThI, a
TaK)Ke COJICPIKAIIHNIA BEIBOJIBI M IIPETIOKESHUST COCTABUTEIIS.

JloknagHas 3aIIMCKa MOYKET BBIMIOJHATHCS PYKOMTUCHBIM CITIOCOOOM.

TekcT AOKIagHOW 3alMCKU JCIUTCS Ha JBE YacTH: TepBas - KOHCTATHUPYIOMIAsi, TJIe
U3NIATalOTCsl UMEBIIME MecTO (PAKTBI WM OINHKCHIBAaeTCS CHUTYalusi, U BTOpas, B KOTOPOM
U3JIaraeTcs MpeIokKeHHE, TPOCcKoa.

TexcTy noknaaHOM 3amucKu 00s3aTeNFHO MPEIIIECTBYET 3aroJIOBOK, HAUMHAOIIUICS C
npemiora «O», «O0».

JloknagHas 3anucka opopmiseTcss Ha TUcTe Oymaru.

AKT.

AKT - JOKYMEHT, COCTAaBJICHHbIA HECKOJBbKMMH JMIAMH W TMOATBEPKIAKOIINNA
ycTaHOBJIeHHbIE (PAKTBI U JEHCTBUS. AKTBHI O(OPMISIOTCS TO pe3yibTaTaM peBU3UH, TpU
npuemMe-nepesade e, CIUCaH|M UMYILECTBAa U TOMY MOA00HOE.

AKT oopmiiseTcss Ha cTaHAApTHOM NucTe Oymaru gopmata A4 U UMeeT CIeayIoIIue
PEKBU3UTHI: Ha3BaHHE JIOKYMEHTa, Ipud yTBep:kaeHUs (Ipu HEoOXOIMMOCTH), JAaTa U MECTO
COCTaBJICHUS, 3aT0JIOBOK K TEKCTY, TEKCT, MOJIMUCH JHI] (HE MEHEE TPeX), KOTOPhIE COCTaBIISLIN
aKT.

TeKkCT akTa COCTOUT U3 BBOJAHOM U KOHCTATUPYIOLIEH YacTEN.

B BBOAHOI YacTH yKa3bIBarOTCS OCHOBAHUS JUIsl COCTABIICHMS aKTa U Ha3bIBAKOTCS JIULA,
KOTOpPbIE€ COCTaBUJIM aKT WJIM MPUCYTCTBOBAIM IPHU 3TOM. B KOHCTaTUpYyIOIIeH YacTu u3jaraercs
CyTh, 3aJlaud, XapakTep MpOJAETaHHOW pPabOThI, yCTaHOBJIEHHbIE (PAKTHI , NMPEAIOKEHUS U
BbIBOIbI. KOHCTaTHpYIOIIas 9acTh MOKET 0(OPMIISITHCS B BHJIE TaOMHIBI. B KOHIIE TekcTa akTa



3alHCBIBAOTCA JAHHBIC O KOJIMYCCTBC SK3CMILJIAPOB aKTa U UX MCCTO HAXOXKICHHA.
AxT IMOAIMUCBIBACTCA BCEMHU JIMLAMH, IIPUHUMABIIUMHA YH4aCTUEC B €0 COCTABJICHUU.
.HI/II_IO, HMCIOIICC 3aMCYaHud K COACPIKAaHHUIO aKTa, MOAMNUCHIBACT €ro U MU3JjiaraCt CBOC
MHEHUEC Ha OTACIIbHOM JIMCTC, KOTOpBIﬁ npuiiaracTtcsda K akTy.

Tenerpammpol, Tejie(poOHOrpaMMbl, (PaKCUMUWISIPHAS CBA3b.

3TO JOKYMEHT IO OIEpaTUBHBIM BOIIpPOCaM, IepelaBaeMblii 1O TeneQoHy U
3aMKUChIBAEMbIN MOTyYaTEIIEM.

06$I3aT€JIBHBIMI/I PCKBU3UTAMU TAKUX HOOKYMCHTOB ABJIAIOTCA:

- HanMCEHOBAHUEC yqpen(z[eHHﬁ aapecaHTa u aapecara,

= PCKBU3UT «OT KOIo» MU «KOMY» C YKa3aHUCM JOOJDKHOCTH, CI)aMI/IJII/II/I, n OT4YCCTBA
JOJIDKHOCTHBIX JIMII,

- HOMeEp, JlaTa ¥ BpeMs Nepeaud 1 puemMa JOKyMeHTa;
- JOJDKHOCTH H (DaMUJIMH ITePEIaBIIETO U MPUHSBIIETO JOKYMEHT;
- HoMmepa TeneOHOB;

- TEKCT U MOAMUCH.

[ToctynuBuime JJoKyMEHTBI JOJKHBI UMETh TE€ XK€ PEKBU3UTHI, UTO U OTIPABIISIEMBIE, 32
HCKIFOYCHUEM MOAIHMCH.

JIOKYMEHTBI COCTABJISIFOTCS. B OJHOM 3K3EMILIAPE U MOIIUCHIBAIOTCS PYKOBOJIUTEIEM
WJIM OTBETCTBEHHBIMH HCIIOJHUTEIBHBIM.

DJieKTpOHHbBbIE JIOKYMeHTBI .

[Topsnok cocraBneHus, OQGOPMIICHHUS M COIJIACOBAHHUS IPOCKTOB AJICKTPOHHBIX
JIOKYMEHTOB OCYIICCTBIISIETCS MO OOIIMM TIpaBUjIaM JEJIOMPOU3BOJICTBA, YCTAHOBJIEHHBIM B
OTHOIICHUH aHAJIOTHYHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHTENE. DIEKTPOHHBIA JOKYMEHT
JIOJDKEH HMETh PEKBU3HTHI, YCTAHOBJIEHHBIE /JISI AHAJOTMYHOTO JOKyMEHTa Ha OyMa)KHOM
HOCHUTEE, 32 UCKIIOUYSHHUEM OTTHCKA IIE€YaTH.

B nepedens 00s3aTeNbHBIX CBEICHHUH O IOKYMEHTAX, UCIOIb3YEMbIX B IEIAX ydeTa |
noucka  JOKYMEHTOB B CHCTEMaxX »3JEKTPOHHOTO JOKYMEHTO0OOopoTa 00pa3oBaTelbHOM
OpraHu3alii B COOTBETCTBUM C TIpaBUJIAMHU JIEJIOTMPOM3BOJICTBA B  00pa3oBaTeIbHOM
OpraHu3aIu, BXOIST:

e QAJIPECAHT;

e ajpecar;

e JIOJDKHOCTH, (PaMUJIUSI U MHUITMAIIBI JIUIA, TIOITUCABIIEr0 JOKYMEHT;
e BH/JI JJOKYMEHTA;

e JlaTa IOKYMEHTA;

e HOMED IOKYMEHTA;

e JlaTa MOCTYIUICHUS JOKYMEHTA;

e BXOJSIINI HOMEP JOKYMEHTA;

e CChUIKAa Ha UCXOJSUIUN HOMEp U AaTy JOKYMEHTA;
e HaMMEHOBaHUE JJOKYMEHTA;

e HHJIEKC Aeia;

e CBEJEHUS O Mepeapecaluy J0KYMEHTa;

e KOJIMYECTBO JIUCTOB OCHOBHOT'O JJOKYMEHTA;

e KOJMYECTBO MPUIIOKECHUII;

e 00I1Iee KOJTMYECTBO JIMCTOB MPUIIOKCHHIA,

e YKa3aHMS 110 UCIIOJHEHUIO JJOKYMEHTA;

e J0IDKHOCTB, @. W. O. ucroaHuTes;

e OTMETKA 0 KOH(HICHIIUATILHOCTH.

B cocraB MOMOMHUTENBHBIX CBEACHHA 00 DSIEKTPOHHOM JOKYMEHTE MOTYT OBITh
BKJIFOYCHBI CBEJICHUS: HAWMMEHOBAaHHE aBTOpa JOKYMEHTa (€CiIuM aBTOp HE COBMAJaeT C
aapecaHToM (OTHpaBHUTEIEM) DJJIEKTPOHHOTO JIOKYMEHTa), OTMETKa O TMEepPeHOoCe CpoKa



UCIIOJIHEHUSI JIOKYMEHTa, CpPOK XpaHEHMs] [JOKYMEHTa, HaWMEHOBAHUS MPUIOKEHUM K
JJIEKTPOHHOMY JIOKYMEHTY, KIIIOYEBBIC CJIOBA, CTaTyC JOKyMEHTa (IPOEKT, BEpCHUsi), BHUJ
nepeaayn JOKyMeHTa (3JEKTPOHHOM MMOYTO!, MMOYTOM, (hakCcoM U T. J.) U Jp.

Cpoku XpaHEHUs SJIEKTPOHHBIX  JOKYMEHTOB COOTBETCTBYIOT CpPOKAM XpaHEHHs
JOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATEIbHBIMU W HMHBIMH HOPMAaTUBHBIMH IIPABOBBIMHU
aktamu Poccuiickoii denepanyy, TUIOBBIMU NEPEYHSIMHU JJI aHAJOTHYHBIX JOKYMEHTOB Ha
OyMa)KHOM HOCHTEIIE.

3. Opranmaunﬂ lIOKyMeHT0060p0Ta U UCITOJIHEHUS NOKYMEHTOB.

IIpuem u 00padoTKa NOCTYNAIINX JOKYMEHTOB.

JIBu>keHHe JIOKYMEHTOB C MOMEHTa WX CO3JaHHs WJIM TOJIy4E€HHUs J0 3aBepILCHUs
WCIIOJTHEHUS WJIM OTIPABKH 00pa3yeT JOKYMEHTOOOOPOT.

B nokymenToobopore o00pa3oBaTenbHONW OpraHU3alldd BBIACIAIOTCS —CIEIYIOIINe
JIOKYMEHTOTIOTOKH:

a) BXOJIAIIAast KOPPECTIOHICHIINS (FOpUIMYECKHUE U (DU3NICCKUE JTUIIA);
0) ucxozsuasi KOppecrnoHAeHUus (FOpUInYecKUe U (pU3nUecKUe JIuLa);
') BHYTPEHHSA JOKYMEHTaIHSI.

JlocTaBka W OTHpaBKa JOKYMEHTOB OCYIIECTBISIETCS, KaK IPaBHIO, CPEICTBAMU
MOYTOBOM U AJIEKTPOHHOH CBSI3U.

JIOKYMEHTHI , TOCTYIAONINE B 00pa30BaTEIbHYIO0 OPTraHU3aINI0, TPOXOAAT NEPBUYHYIO
00paboTKy, perucTpanuio, IpeABapUTEIbHOE PACCMOTPEHUE, Mepenady pyKOBOJACTBY Ha
paccMOTpeHHe, EePEAI0TCs UCIIOIHUTEINSM U TI0CJE UCIIOJIHEHUS TOMEIIAIOTCS B €A,

[Tpuem u nepBuuHas 06paboTKka JOKYMEHTOB OCYIIECTBIISIETCS CEKPETapEM.

Cekperapp TpPOBOIUT: TPOBEPKY MPABHIBHOCTH aAJPECOBAaHUS  IMOCTYIAIOLINX
JIOKYMEHTOB, TPABUJIBHOCTU JOCTaBKU U KOMIUIEKTHOCTH JOKYMEHTOB; COPTHPOBKY
JOKYMEHTOB Ha TIOJIeKAIINE U HE TO/IJISKAIINE PETHCTPALIUH .

[TonydyeHHbIE KOHBEPTHI C KOPPECTIOHICHIIMEH BCKPBIBAIOTCS, MPU ITOM MPOBEPSETCS
HAJIMYUE BJIIOKCHHI, a TAK)KEC YKA3aHHBIX B JOKYMEHTaX MPIJIOKCHHUU. B citydae moBpexacHUS
VIIAaKOBKU U BJIOKEHHH JHOO OTCYTCTBHUS MPHIOKEHUN COCTABISETCS aKT B JBYX IK3EMILISApax.
OnuH SK3eMITISIp aKTa HAIPABISIETCS] KOPPECTIOHIEHTY, BTOPOH MPHOOIIAETCs K TIOCTYMHBIIEMY
JIOKYMEHTY.

Omunb09YHO TpUCITaHHAS KOPPECTIOHICHIIHS TIEPEChUIACTCS 110 MPUHAIISKHOCTH, €CIIN
U3BECTEH ajJpec TModydarens. B TpOTUBHOM ciydyae KOPPECIOHACHIMS BO3BpAIIACTCS
OTIIPABUTEIIO.

KonBepThl 0T mocCTymaromield KOPPEeCHOHIEHIIMN COXPAHSIOTCS W TMPUIATaloTcs K
JOKYMEHTaM JIMIIb B TOM CITydae, KOT/ia TOJIBKO 110 HUM MOKHO YCTaHOBHTB aJpec OTIPABUTEIS
WM, KOTJa JaTa TOYTOBOTO IITEMIENs UMEeT 3HAUCHHE B KaueCTBE JOKA3aTelbhCTBA BPEMEHH
MOJTyYEHUS JJOKYMEHTA.

CrenuanncTtoM HE BCKPBIBAIOTCS KOHBEPTHI MHCEM C HAAMHUCHIO <«JIUYHO». OHU
NepeIaloTCs 0 Ha3HAUYEHUIO

Nudopmanus u JIOKyMEeHTBI O JEATEIHHOCTH 00pa30oBaTEeNbHON OpraHHW3alliu, He
yKa3aHHBIE B yacTu 2 ctath 29 denepanpHoro 3akoHa oT 29 nexadps 2012 roma Ne 273-03
«O6 obpazoBanuu B Poccuiickoii @enepanuu», MPEACTABISIOTCS  PYKOBOJIUTEIEM
00pa3oBaTeNbHONM OpraHU3allud IO OOpalleHUI0 TpakKIaHWHA JMOO IOJDKHOCTHOTO JIWIA
rOCYy/IapCTBEHHOTO0 OpraHa WJIM OpraHa MECTHOTO CaMOYIIPAaBJICHHUS B CIydasx W TIOPSIKE,
MPEIyCMOTPEHHBIX 3aKOHOAATENBCTBOM Poccuiickoit @eaepanuu.

[IpencraBnenne nHGOPMAIIMK HHBIM OPTaHU3ALUSAM O JEITEILHOCTH 00pa30BaTeIbHON
OpraHM3alli OCYUIECTBIIACTCA Y4YPEOUTEIEeM OpraHu3alli, B OTHOIIEHWU KOTOPOM Takas
uH(OpMaLKs 3aIPaIIUBACTCS.

IIpexBapuTebHOE pACCMOTPEHNE TOKYMEHTOB.



Cexperapp ¥ (WIM) JIMLIO, OTBETCTBEHHOE 3a BEJEHUE JIEJONMPOU3BOJICTBA, MPOBOIAUT
MIPEABAPHUTEIIBHOE  PacCMOTPEHHUE JIOKYMEHTOB B  LEISAX  BBIACICHHS W3  BCETO
MacCHBa MOCTYNUBIIEH  KOPPECHOHICHIIUU JIOKYMEHTOB, TpeOyIomux 00s3aTeIBHOTO
PacCMOTPEHHS PYKOBOIAUTEIEM 00pa30BaTEIbHON OpraHU3allii.

OcHoBaHueM [UJIsl TIPUHSATHS PpEUICHUS B XOAE MNPEIBAPUTEIHLHOTO PACCMOTPEHUS
SBJISICTCSL  COJIEp)KaHME JOKYMEHTa, a HE aJIpecoBaHUE JOKYMEHTa COOTBETCTBYIOIIEMY
pabOTHUKY.

Pe3ynbraroM mpenBapuUTEIbHOTO PACCMOTPEHUS SIBISACTCS HaIpaBleHHWE JIOKYMEHTa
PYKOBOIMTEINO 00pa30BaTeIbHONW OpraHU3allid WU JOHKHOCTHOMY JIMIY B COOTBETCTBHH C
YCTaHOBJICHHBIM PACTpeICTICHUEM OO0S3aHHOCTEH MEXIY PYKOBOAMTEIEM U JOKHOCTHBIMHU
JUIAMU JTsl BBIHECEHUS YKa3aHUsI 10 UCIIOTHEHUIO JJOKYMEHTa.

Perucrpanusi 10KyMeHTOB.

Ilepenaua JOKYMEHTOB Ha PErucTpalui0 IPOU3BOJAUTCA TOJIBKO IIOCIE HX
IIPEJIBAPUTEILHOTO PACCMOTPEHHUSL.

Perucrpanuun  nojexar Bce JlokyMeHTBI , TpeOyrolMe ydera , HCIOJHEHUS,
MCIIOJIb30BaHUs B CIIPABOYHBIX LIEJISAX, KaK MOCTYNAIOIINE U3 JPYTUX OPraHU3alui U OT YaCTHBIX
JIMILL, TaK U 00pa3yromyecs B Mpolecce AesITeIbHOCTH 00pa30BaTelbHOM OpraHu3aluy.

He nmoamnexar  perucrtpauuu [03/IpAaBUTENIbHBIE ~ IHUCbMA,  TEJIETPAMMBI,
IpUIJIaCUTEbHbIE OWJIeThl, HWHpOpMauus JUld CBeleHus, Oyxrantepckue JoKyMeHTbI
NEPBUYHOTO y4eTa . J[J11 HUX COCTaBIseTCs IEPEeUeHb HEPETUCTPUPYEMBIX JIOKYMEHTOB.

Perucrpanusi JOKYMEHTOB IPOU3BOAUTCS C LI€JbI0 00ECIEYEeHUsI UX ydeTa , KOHTPOJIs
3a UCIIOJIHEHUEM U ONIEPATHBHBIM HCIOJIb30BaHUEM HH(OpMAITUH.

Perucrpanus 1OKyMEHTOB IIPOU3BOJIUTCS B IEHb UX MTOCTYIUICHHUS.

JlomyckaeTcst OTMETKa O MOCTYIUIEHUH TOKYMEHTa B OPraHU3alllIo MPOCTABIATh B BUJIE
LITaMIIa UM OT PYKH B HM)KHEW YacTH JIMLEBOM CTOPOHBI IIEPBOTO JINCTAa JOKYMEHTA WM HA €T0
obopore.

Perucrtpanuss  JOKYMEHTOB 3aKIIIOYAETCsl B BEIACHMM 3allCH YYETHBIX JAHHBIX O
JOKYMEHTE TI0 YCTAHOBJIEHHOM PpETrMCTPAllMOHHON ¢opMe, KOTOpbIM (QHUKCUpyeTcsl (akT
CO3JAaHMs, OTIPABIEHUS WIM TOJIY4YEHHs JIOKYMEHTAa IIyTEM IIPOCTaBICHHS Ha HEM
PErucTpaliOHHOT0 MHJAEKCAa C MOCIEAYIONIeH 3alKchio B YKa3aHHBIX (opmax HEOOXOIMMBIX
CBEJICHUH O JOKYMEHTE.

JIOKyMEeHTBI , TIOCTyMarIllue B 00pa30BaTENIbHYI0 OPraHU3alllio, PErHCTPUPYIOTCS B
Kuure/’KypHan e peructpauu BXOASIIEH KOPPECTIOHAECHIINH, a T€, YTO OTIPABISAIOTCS U3 HETO,
- Knure/ JKypHan e peructpanuu UCXOJSIIEH KOPPECTIOHICHIINH (npuiiodicerue 3).

PacnpenesieHne NocTynawmux A0KYMEHTOB.

ITocne perucrpauum JIOKyMEHTBHI TEpelalOTCs HAa PAcCMOTPEHHE PYKOBOJIUTEIIO
00pa3oBaTeNbHOI OpraHu3alnu.

[Tocne paccMoTpeHust pyKoBoauTeaeM JJOKyMEHTBI BO3BpallalOTCs CEKpeTapio U (MJIH)
JWIly, OTBETCTBEHHOMY 3a BEICHHE JEJIONPON3BOJACTBA, IS MEPEHECEHHS YyKa3aHUH
10 UCTIOJIHEHUIO TOKyMeHTa B JKypHan perucrpanuu BXOISIIMX JOKYMEHTOB. B cooTBeTcTBUUM
C YKa3zaHUusAMH 110 HCITOJIHEHHUTIO IIOJJINMHHUK JOKYMCHTA HaIpaBJIACTCA pa6OTHI/IKy,
SBJISIIOIIEMYCS  OTBETCTBEHHBIM MCIIOTHUTEIIEM, a COHMCIIOJIHUTENSIM HAalpaBisioTCs KOMHUU
JOKYMEHTOB (€ClTi WUMEIOTCs), 0 4eM JenaeTcs orMeTka B Kuure/Xypuan e perucrpanmm
BXOOAIUX HOOKYMCHTOB.

DNEeKTPOHHBIE COOOILICHUS, MOCBUIAEMBIE MO DJICKTPOHHOH IOYTE, HCIIOIHSIIOTCS
AQHAJIOTUYHO JOKYMEHTaM Ha OyMaKHBIX HOCHTEISIX C y4YETOM OIpENEJICHHOM creun(puku B
IpOLIECCe UCIIOTHEHUS.

IMopsinok 00padoOTKM U MPOXOKIAEHUSI UCXOAAIIMX U BHYTPEHHUX JOKYMEHTOB.
[Topsiiok MOArOTOBKH HMCXOISAIINX JOKYyMEHTOB BKJIIOYaeT B cebst pabory 1o



COCTAaBJIEHUIO IIPOEKTA JOKYMEHTA, COTJIACOBAHUIO, TOANNCAHUIO (YTBEP)KJIEHUIO) U OTIIPABKE.

Jlo mnepenaud JOKyMEHTa Ha IOANUCh MWCHOJIHUTENb JOJDKEH IPOBEPUTH €ro
coJiepKaHue, MPaBIUIBHOCTh O(GOPMIICHUS, HAJIMYME HEOOXOJMMBIX BHU3 M NPUIOKECHUH.
JIOKyMEHT IpeJCTaBiseTCsl Ha MOJIIUCh BMECTE C MaTepuajaMH, Ha OCHOBAaHMM KOTOPBIX OH
TOTOBUJICS.

Buytpennue JIokymMeHTbl 0(OpMIIIOTCSA U MCIIOIHSIOTCS (MCIIONB3YIOTCS) B IIpeenax
00pa30BaTeIbHON OpraHu3alnu.

Buytpennue JlOKyMeHTBI (loKJIaZHbIE 3alMCKHM, CIpPaBKM, CBOAKM U [1p.)
paccMaTpUBaOTCS TEMH JI0JPKHOCTHBIMU JIMLIAMU, KOMY OHU HaIIPaBJICHBI.

OTBeTCTBEHHbIE 3a AEJIONPOU3BOACTBO Mepel cAaueil KOPPEeCHOHAEHIIUN Ha OTIPABKY
JOJDKHBI ~ 00S3aTENIbHO  MPOBEPUTHh  NPABMWIIBHOCTE €€  O(QOpPMIIGHHS U aJlpeCOBAHUS.
KonBepToBaHue KOpPPECHOHACHIMH UM JAPYrMX IOYTOBBIX OTIPABICHUM IPOU3BOAUTCS
CTPYKTYPHBIMHU [1O/IpA3JEICHUSIMH OpraHU3aluu.

Perucrpanust oTnpaBiasieMbIX JOKYMEHTOB OCYLIECTBISIETCA B JIeHb UX IOJIMUCAHUSA
(yTBepkIaeHHs) WIM Ha cleAyroluil pabouuid 1eHb. PerucrpanmoHHbII HOMEpP JOKYMEHTa U
JlaTa perucTpaly MPOCTaBIAIOTCA HA MOJUIMHHUKE JOKYMEHTa B peKBU3MUTax OJlaHKa U Ha
KOTIMH, OCTAIOIIEHCsT B Jiene oOpa3zoBaTeiabHON opraHm3anuu. CHpaBOYHBIM ammapaTtoM s
UCXOJALIMX JOKYMEHTOB siBisercs JKypHall perucTpaluu 3THUX JOKYMEHTOB.

OTnpaBky — MCXOASILUX JOKYMEHTOB  IPOU3BOJUT  ceKpeTapb U (Win)
JIM1I0, OTBETCTBEHHOE 3a BeJICHHE Je0npon3BoacTBa. CpouHas KOppecnoHAeHIUs opopmisieTcs
U OTIPABJISIETCS HE3AMEUIUTENIBHO CEKPETAPEM.

Cekperapb HpoBepsieT NPaBUIBHOCTb O(OPMIIEHUS HCXOASIIMX JIOKYMEHTOB,
IPOM3BOJUT COPTUPOBKY JIOKYMEHTOB II0 CHOCOOY JOCTaBKM KOPPECHIOHJECHLMU ajpecary
(mpocTasi, 3aka3Has, MeXAyHaponaHass U ap.). HempaBuwibHo odopmieHHble [IOKyMEHTH U
KOPPECHOH/IEHIIUSI HECIy>)KEOHOro XapakTepa K OTIpaBKE HE MPUHUMAIOTCS M BO3BPAIAIOTCS
JMILY, TOArOTOBUBIIEMY JOKYMEHT.

OtnpaBnsiemass MO MOYTE KOPPECHOHACHIMSI IMPOXOIUT YHNAKOBKY, aJlpecOBaHUE,
IIPOCTaBJIEHHE CTOMMOCTH MOYTOBBIX YCIYr U Ilepefady Ha OTIPaBKY B MECTHOE OTACIEHHUE
CBSI3H.

Ha 3aka3nyro koppecnoHaeHuuio, Ha J[OKyMeHThl C moMmeTkoil «Jlis ciayxeOHOro
NOJIb30BAHUS» COCTABIIAETCS PEECTP, KOTOPBIM 3aTEM BO3BPAIIAETCS CEKPETApro yueOHOH JacTu
U (WIM) JHIy, OTBETCTBEHHOMY 3a BEJEHHUE JEJONpPOU3BOJACTBA, C PACIUCKON pabOTHHUKOB
IIOYTOBOTO OT/AEJICHUS CBSI3U WJIM MHOTO JIUIA, 00ECIIEYNBAIOIIET0 OTIPABKY JTOKYMEHTOB.

Ilepeqaua ¢ uUCHOJB30BAaHHWEM CPEACTB  (AKCUMHIIBHOW —CBSI3U JIOKYMEHTOB,
COJEpXKALMX CIY)KEOHYI0 MH(POPMALMIO OTPAaHUYEHHOIO PAaCIpOCTPAHEHHs, B TOM YHCIE C
noMeTKoi «Jlnst ciayxeOHOro MOJb30BaHUSA», HE paspemaercs. Kareropudecku 3amperaercs
nepegaya rno cpeAcTBaM (pakKCUMHIIBHOM CBSI3U CEKPETHBIX JOKYMEHTOB.

C ucnonb30BaHUEM CPEACTB (PAKCUMUIBHOM CBA3M MOTYT OBITh MEpeJaHbl MaTepHUaIbl
TEKCTOBOT0, TaOJIWYHOTO WM TIpapUUecKoro XapakTepa, HCIOIHEHHbIE THUIIOTPadCKUM,
MAaIIMHOMIMCHBIMIIIM PYKOITUCHBIM CIIOCOOOM B YEPHOM MJIM TEMHO-CHHEM IIBETE€ C YETKHM M
KOHTPAaCTHBIM U300pakeHHeM (TIepBble IK3EMIUISAPbl MM UX KCEpOKONHM) Ha Oeoil Oymare c
MHUHHMaJIbHOH BBICOTOM OYKB U 1udp 2 MM. OOBbEeM NepeaaBaeMoro B T€YEHHE OJHOTO CeaHca
CBSI3M JIOKYMEHTAa, BBIMIOJIHEHHOTO Ha Oymare ¢popmata A4, He TOJKEH MPEBbIIIATh MSATH JINCTOB.

OTBETCTBEHHOCTh 3a COJepXkaHHWe WHGOpMAalMU, NepeaaBaeMoOl € HCHOJIb30BAaHUEM
CpeacTB (PaKCUMMIIBHOM CBSI3M, BO3JIaraeTcs Ha WCIOJHUTENS, MOATOTOBUBLIETO (hakcorpaMmy
JUIsl Iepeiayn.

OcobenHocTH padOTHI € 3J1eKTPOHHBIMH JOKYMEHTAMH.

B o6pa3zoBaTenbHOM OpraHu3aiuy CO3al0TCs K HCTIOIB3YIOTCS:
e DJEKTPOHHbIE JIOKYMEHTHI , CO3/1aBaeMble B 3JIEKTPOHHOW (opme 0e3 INperBapUTEIbHOTO
JIOKYMEHTHUPOBAaHUS Ha OyMa)XHOM HOCHUTEJE;



e DJIEKTPOHHBIE 00Pa3bl JOKYMEHTOB, IOJYYECHHBIC B PE3yIbTaTe CKAHUPOBAHUS JIOKYMEHTOB
U XpaHALIMECsS B CUCTEME JIEKTPOHHOIO JOKYMEHTO000pOTa.

IIpueM u oTIIpaBKa JJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIOTCS OTBETCTBEHHBIM 3a
BEJICHUE JIeIIONPOU3BOJICTBA B 00pa30BaTEIbHOM OpraHU3aLiu.

OnexktpoHHble JIOKYMEHTBI — CO3JAIOTCs, OOpaOaTBHIBAIOTCS M XpaHATCA B CHCTEME
3JIEKTPOHHOTO JOKYMEHTO000pOTa 00pa30BaTEIbHOM OpraHu3aluy.

DNEeKTPOHHBIA  JIOKyMEHT JOJDKeH ObITh odopMwileH 1o oOmmMM — MpaBuiIaM
JEJIONPOU3BOJACTBA M MMETh PEKBHU3UTHI, YCTAHOBIICHHBIC I aHAJOIMYHOIO JIOKYMEHTA Ha
OyMa)KHOM HOCHUTEIIE, 3a UCKIOYEHUEM OTTUCKA IIEYaTH.

JUis MOATBEPKAEHUS MOJJIMHHOCTU 3JIEKTPOHHBIX JIOKYMEHTOB B 00pa30BaTEeJIbHON
OpTaHM3aIlMN HWCIOJB3YIOTCS JJIEKTPOHHBIE HU(ppoBBIe moAmucH. Mcnoms3yemble cpeacTBa
JJIEKTPOHHOW IM(POBOM MOANUCH JIOJDKHBI OBITH CEPTHU(GULUUPOBAHBl B YCTaHOBJIEHHOM
HOPsIZIKE.

Epvnuneld ydera  2JIEKTPOHHOIO JIOKYMEHTA SIBJISIETCS DJIEKTPOHHBIA JOKYMEHT,
3apETUCTPUPOBAHHBII B CUCTEME DJIEKTPOHHOIO JIOKyMEHTOO0O0OpoTa 00pa3oBaTelIbHON
OpraHM3aluu. DJIEKTPOHHBIM JOKYMEHT, MMEIOLUN MPUIOXKEHUS, PErUCTPUPYETCS KaK OIUH
JOKYMEHT.

Iloce OTHpaBKM 3JIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOIO 3JIEKTPOHHOW IOJIMUCHIO
YIOJIHOMOYEHHOI0 JOJDKHOCTHOIO JIMIA, JOCBUIKM aJpecary ero KONUU Ha OyMaKHOM
HOCHUTelle, KaKk MpaBWilo, He TpedyeTcs, 3a UCKIIOUYEHHEM OTBETOB Ha OOpallleHus Ipa)</iaH,
MOCTYIIMBIIUX I10 I/IH(b0pMaIII/IOHHO-TGJICKOMMyHI/IKaIlI/IOHHBIM KaHaJlaM, Ha KOTOPBIC 3asIBUTCIIIO
JlaeTCsl MMCbMEHHBIN OTBET, HalpaBIIeMblii IO TOYTOBOMY aJpecy, yKa3aHHOMY B OOpallleHUH.

HUcnomaennnie SJICKTPOHHBIC I[OKYMGHTI)I CUCTCMATU3UPYIOTCA B J1€JIa B COOTBCTCTBHUU
C HOMEHKJIATypo# Jien o0pa3oBaTeIbHOM OpraHu3ali M HMHICKCUPYIOTCS B IOPSJIKE,
YCTaHOBJIEHHOM B OTHOILIEHUU JI€J, COCTABJICHHBIX U3 JOKYMEHTOB Ha OyMa)XHOM HOCHUTEIE.
ITpu cocTraBneHMM HOMEHKIATYPHI A€ B 3ar0JIOBOK Jie€ja BKIIIOUAETCS YKa3aHUE «DJIEKTPOHHBIE
JIOKyMEHTHI ».

Nudopmanuonnas 6e30nacHOCTb.

WudopmannoHHble  pecypchl  00pa3oBaTeNbHOW  OpraHu3alMd IO  JIOCTYIY
(BOBMOXHOCTH  HUCHOJb30BaHUS)  IMOAPA3JENSIOTCS Ha  OTKPBITYIO  (OOIIETOCTYIHYIO)
UHpOpMaLKIO, CIY)KeOHYI0 HH(pOpMalMI0O U MH(YOPMAILUIO OTPaHUYEHHOTO PACIPOCTPAHEHUS
(moctyma).

K xkareropum OTKpbITOH HH(POpPMALMM OTHOCHUTCS HH(OpMALUA, COAEp)KaIlasics B
JOKyMEHTax W 0a3aXx JaHHbIX 0Opa3oBaTeNbHOM  OpraHW3ald, HENOCPEJACTBEHHO
3aTparuBarollas paBa U UHTEPECHI ITPakJaH.

K xareropum cnyxe6HOM HHpOpMaUM OTHOCUTCS HHGOpMaiusi, colepkauiascs B
JOKyYMeHTax M 0a3zax JaHHBIX 00pa3oBaTeNbHON OpraHu3aluy, MpeAHa3HAYeHHas Ui
JTOJKHOCTHBIX JIMI[ W paOOTHUKOB , TPU BBIIOJHEHUHM HMH CBOUX (DYHKIHMOHAJIBHBIX
00s13aHHOCTEH, HE 3aTparuBarollas HaPsIMYIO MIPaBa U HHTEPECHl IPaXk/1aH U HE OTHOCALIAsICA K
KaTerOpHH OTPAHNYCHHOTO PacpOCTpaHEeHUs (JI0CTyma).

K kareropum uHpopManuu OrpaHUYeHHOTO PACHPOCTPAHEHUs (IOCTYyIa) OTHOCHTCS
uH(popMalus, coaepKamlascs B JOKyMEHTax 1 0a3ax JIaHHBIX, BKJIIOYAIOIIas CBECHUS
KOH(HJICHIIMATIBHOTO XapaKTepa.

Bes undopmanus, comepxaiascs B JTOKyYMEHTaX M 0a3ax JaHHBIX, [0 YMOJIYaHHUIO
SBIISICTCSA OTKPBITON M 00menocTynHoi. Vckimouenue cocTaBiseT HHPOpMAIUs, OTHECEHHAs K
KaTerOpHsIM CITY)KEOHOU U OTPaHUYEHHOTO PACTIPOCTPAHECHUS (JIOCTYTIA).

Joctyn momib3oBarened K MHPOPMALMK OTPAaHUYMBACTCS IYTEM OTHECEHHUs
MH(POPMALIMU K COOTBETCTBYIOLIEH KaTErOpUH M HAJO0KEHUEM Ha Hee COOTBETCTBYIOILETo Ipuda
OorpaHuveHust pacnpoctpaHenus. MHdopmaius orpaHHYEeHHOr0 J0CTyna cHaOkaeTcs rpudom
«J1y1s ci1y>ke0HOr0 MOIb30BaHUS».

[IpaBom oTHEeceHUs MH(OPMAIMK K KaTErOPUU OrPAaHHMUYEHHOTO JIOCTYNA U HaJOXKEHHUS



COOTBETCTBYIOLIETO Tpuda 00aamaeT aBTOp JOKYMEHTa MO COIJIACOBAHUIO C PYKOBOJIUTENIEM
00pa30BaTeIbHONM OpraHU3alUH.

JIOKyMEHTUpOBaHHAs HMH()OPMAIUS OTPAHMYCHHOTO pPACHpPOCTpaHeHHs Oe3 CaHKIHNU
JIOJDKHOCTHOTO JIMIA, YCTAHOBUBLIETO PEXHUM OI'PAaHHMYEHHOI'O paclpoCTpaHEHMs AJIA JTaHHOTO
JIOKYMEHTa, HE IOJUIEKUT pasrlalleHuIo (pacipocTpanenuo). [IpenocraBienre noib3oBarensm
JOCTylla K JaHHOM MHGpOpMAalMKM OCYILECTBISAETCS MCKIIOYMTEIbHO IO COIVIACOBAHUIO C
YKa3aHHBIM JIOJDKHOCTHBIM JIMIIOM ITyTE€M I10/1a4l COOTBETCTBYIOILEH 3asBKH.

JIOJDKHOCTHBIE  JIML@, [PHUHSBIIME  pelleHue o0 OTHeceHuH  UHpOpMaLuy,
3a(pUKCUPOBaHHOW B JIOKYMEHTE, K KaTerOpHUH OrPAaHHYEHHOI'O pPaCIpOCTPAHEHUS, HECYT
OTBETCTBEHHOCTb 3a 0OOCHOBAHHOCTh IIPUHATOrO PELIEHHS U €r0 COOTBETCTBHE JICHCTBYIOIIEMY
3aKOHOJATENIbCTBY.

JIuunsle nena pabOTHUKOB , JIMUHBIE KapTOUYKU pPAOOTHUKOB , TPYAOBBIE KHMKKU
paboraukoB , Ilpukaspl 1O JUYHOMY COCTaBy JMOJDKHBI XpaHUThCS B cedde wiam B
METaJUINYECKOM LIKady.

3amucu B TPYAOBOM KHIJKKE IIOANKCHIBAET PYKOBOJUTENIh 0Opa30BaTEIbHON
opraHu3anuu. YueT, XpaHeHuWe U Bblgayy OjaHkoB cTporod OTUYETHOCTH: AMIIIIOMOB,
BKJIQJIBIIIEN K HUM, CBUJAETEILCTB, YJOCTOBEPEHHUH BEIET 3aMECTUTENb JupekTopa. bianku
XpaHsTcs B cerde.

VYcraHoBKa M 3KCIUTyaTalusi MPOrPaMMHOTO OOECIEUYEHHs, MOJYUYEHHOI'O0 M3 JIFOOBIX
UCTOYHHUKOB U BBINOJHSIOMIETO (YHKIMH, HE CBS3aHHbIE HEMOCPEICTBEHHO C BBIIOJIHEHUEM
paboTHUKAMU CBOUX JTOJDKHOCTHBIX O0SI3aHHOCTEH, KATETOPUYECKH 3alpeIIeHa.

Bes  mpencraBieHHas B 3JEKTPOHHOM  BHJe HMHGOpMalus, IOCTynarouas B
0o0pa3oBaTeNbHYI0  OpPraHU3alUIO, B 00S3aTEJIbBHOM  MOPAJKE  TMOMJIEKHUT  IPOBEpKE
AHTUBUPYCHBIMHU CPEJICTBAMHU.

ONeKTpOoHHash IOYTa MOMKET HCIOJIb30BAaThCA  IOJIb30BATENSIMU  TOJIBKO  JUIA
oOMeHa nHpopmanue, OTHOCSMIEHCS K KaTeropuH, OTKPBITOW M Cily)KeOHOH. 3arpelieHo
MCIIOJIb30BATh AJIEKTPOHHYIO TOYTY AJI Nepenayd HMH(OpMAllMK, OTHOCSILEHCS K KaTerophu
OTPaHMYEHHOI'0 PAaCIpPOCTPAaHEHUS.

4. KonTpoJib 3a HcnoJIHEHHEM JTOKYMEHTOB

Opranunszanus KOHTPOJIS.

Kontposnto noanexar Bce 3apeructTpupoBaHHbie JJOKyMeHTBI, TPEOYIOIINE UCTIOTHEHUSI.
KoHTponb MCHONHEHUS JIOKYMEHTOB BKJIIOYAET: YYeT, NOCTAaHOBKY Ha KOHTPOJIb, KOHTPOIb
CPOKOB HCIIOJTHCHHs, HCEIMOCPCACTBCHHYIO IPOBCPKY XOJa HCIIOJIHCHHUA, NPOBCPKY KA4YCCTBa
UCTIOJIHEHUS], aHAJIN3 PE3YJIbTaTOB UCTIOIHEHUSI.

KoHTponb 3a ucnonHeHneM JOKYMEHTOB YCTaHaBIIMBAETCS B IIENAX OOECleYeHHs UX
CBOEBPEMEHHOT'0 M KaUeCTBEHHOT'O MCIIOJHEHUS, IIOBBIILICHUS YPOBHS OPTaHU3aTOPCKON paboThI
7 VICITOJITHUTEIIHLCKOM JUCHUITIINHBI.

[Ipu mocTaHoBKE MOKyMEHTa Ha KOHTPOJb Ha MPAaBOM BEPXHEM IOJ€ JOKYMEHTa
JIeJIaeTcsl OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CJIOBOM (ILITAMIOM) «KOHTPOJIbY

Konrpomo mnomnexar Ilpukassl , pemieHus COBETOB, a Takxke JIOKYMEHTH |,
MOCTYMAIONINE HAa UMSI PYyKOBOJIUTENSI 00pa30BaTeIbHON OpraHu3alyH.

Opranu3anys KOHTPOJISI UCIIOJHEHUS BKJIIOYAeT B ceOs:

e IIOCTAaHOBKY JOKYMCHTA Ha KOHTPOJIb,

e MOHUTOPHHI UCIIOJIHEHHS KOHTPOJIbHBIX TOPYYEHUN JTOKYMEHTOB;
e CHATHUE UCIIOJHEHHOTO JOKYMEHTa C KOHTPOJIS;

e HaMpaBJICHUC UCIIOJIHCHHOT'O JOKYMCHTA B ICJIO.

PykoBoauTenu CTPYKTYpHBIX NOJpa3[esieHHil 00s3aHbl paccMaTpuUBaTh COCTOSTHHE
HUCITOTHUTEIbCKOU JUCITUITIINHBI o AOKYMCHTaM C MOpYUCHUSAMU AIMUHUCTpallun
00pa30BaTeNIbHONW OpraHu3aluy, a Takke JlOKyMEHTHI , IOCTYNMBIIUE B a/peC CTPYKTYPHOTO
noapa3aciiCHUA U TpC6yIOH_[I/IC HUCIIOJIHCHUA, U TIOATOTOBKH OTBECTA.



JIOKyMEHT CYMTAETCSI UCIIOJHEHHBIM, KOI/Ia PELICHBl OKOHYATEIBbHO BCE ITOCTABICHHBIC

B HEM BONPOCHI U COOJIIOJICHBI CIEAYIOIINE CPOKH:

e €CJM B JOKYMEHTE II0CTaBJIEH CPOK UCIIOJIHEHUS] — B YKAa3aHHBIA CPOK;

o JloxkyMeHTBl 0€3 yka3aHHs CPOKa MCIIOJIHEHHS — B MECSIYHBIN CPOK;

e €CJIM B JOKYMEHTE UMEETCS IIOMETKA «CPOYHO» — B TPEXJHEBHBIN CPOK;

e T1OpydeHus 0e3 yKa3aHHUs KOHKPETHOW JaThl UCIIOJIHEHUS — B MECAUYHBIN CPOK;

e C IIOMETKOH «onepaTuBHO» — B 10-THEBHBIN CPOK;

e 10 OOpalIeHHUsAM Ipax/aH, TPeOYIOIUM JONOJHUTEIBHOIO U3YyYEHHUsS U NPOBEPKH, — JIO
OJTHOTO MecCslia CO JHs PErHCTPALH , [10 OCTaJIbHBIM — He Oosee 15 queit.

Cpoxk ucuucnsiercs B KaICHAAPHBIX AHAX C 1aThl MOANKUCAHUSA JOKYMEHTA.

Ecnu mocnennuii 1eHb MCIIONHEHUS JOKYMEHTA MPUXOAUTCS Ha HEpabO4Hii JeHb, OH
HOJUIEKUT UCIIOJHEHUIO B IPEIIECTBYIOIUI eMy pabounii 1eHb.

[Ipy HeoOXOAWMOCTH TPOJUICHUS CpPOKA HCIOJHEHHS JOKYMEHTa OTBETCTBEHHBIN
UCIIOJIHUTEIb IPECTaBIseT HAa MMsI PYKOBOJIUTENs 00pa30BaTeNbHONW OpraHU3allM, JABILIETO
NOpY4YeHHE, MOTHBHPOBAHHYIO MPOCKOY O €ro NpOAJICHWM HE MO3JHEe 4YeM 3a TPU JHS JI0
UCTEUYEHUS YCTAaHOBJICHHOI'O CPOKa, C YeEM CBOEBPEMEHHO INepenaeTcs nHpopMalus B IPUEMHYIO
PYKOBOAMTEIS 00pa30BaTEIbHON OpraHU3aLuy.

Ilopsinok cHATHSI TOKYMEHTOB C KOHTPOJIS.

JIOKYMEHTBI CHUMAIOTCSI C KOHTPOJIS, €CIU PEUICHBl IIOCTABICHHBIE B HUX BOIIPOCHI
WJIN aBTOPaM JaH OTBET I10 CYILECTBY.

Ecin no paspemaeMoMy BOIIPOCY 0XKMIAETCS OTBET, TO OH BMECTE C KONMEW OTBETA
3asIBUTEIII0 MOKET HAaXOJUTHCS Y UCIIOJHUTENS HAa KOHTPOJIE.

IIpoMexXyTOUHBII OTBET, PaBHO KAaK W 3aIpOC IO HUCIHOIHAEMOMY IOKYMEHTY WIH
YaCTUYHOE HCIOJHEHHE MOpPYYEHHUs, HE SBISETCS OCHOBAHWEM /ISl NPU3HAHUA JOKyMEHTa
VICIIOJIHEHHBIM.

CHSATh TOKYMEHT C KOHTPOJISI MOXKET TOJIbKO JOJDKHOCTHOE JIUI0, KOTOPOE MOCTABUIIO
€ro Ha KOHTPOJIb.

OcHoBaHMEM MJIl CHATHUSI C KOHTPOJS JOKYMEHTOB C NOPYYEHHUSIMU PYKOBOJIUTEIS
00pa30BaTeNIbHOW OpraHU3alUM SIBJISETCS TOKYMEHT — OTBET, MOJMHMCAHHBIA PYKOBOAUTEINIEM,
€ro 3aMecTHTeNeM, JIMOO crpaBka 00 MCHOJHEHHUU JOKYMEHTA 3a HOJMNHMCHIO PYKOBOJUTEIS
CTPYKTYPHOTO MOJPAa3IeICHUS.

Ecnu Bce mocTaBineHHbIE B JOKYMEHTE BOIIPOCHI PELLIEHBI B ONIEPaTUBHOM MOpsAIKe, 0e3
NOATOTOBKA INHCBMEHHOTO OTBETA, WCIOJHUTENb HAa JOKYMEHTE JEJIacT KpaTKyl 3aIluch O
pELICHUH BOMPOCa, YKA3bIBAET AATy U MOAIMHKCH, IOCIIE Yero JOKYMEHT MOMEIAeTcs B AEIIO.

5. Yuer u XpaHeHHUe ne4yaTeil, ITAMIIOB U 0JIAHKOB.

O0s3aTenbHOMY y4eTy TOJIeKAaT BCE BHJABI NEYaTe W IITAaMIIOB, OJIAHKHA CTPOTOM
OTueT HOCTH, KOMaHAMPOBOYHBIE yIOCTOBEPEHHUSI, CITY:KEOHbIE 3a/IaHUs], TPYIOBbIE KHUKKH.

VYyer Bcex mewyaTel M IITaMIlOB, MMEIOLIMXCS B 00pa3oBaTeNbHON OpraHu3aiui,
BezieTcs B criermanbHoM JKypHai e (npunoscenue 2).

XKypnan bl ydera BKIIOYAIOTCS B HOMEHKIATypy nei. JIMCTBI MX HyMepyroTcs,
IIPOLIMBAIOTCS M OII€YATHIBAIOTCS.

[leyaty u mITaMIIbl TOJKHBI XPaHUTHCS B cedax WM MeTaNInYecKux mKagax.

OTBETCTBEHHOCTh 3a XpaHEHUWE M HCIIOIb30BAHME I€4YaTe€l, IITaMIIOB HECYT
JIM1A, OTBETCTBEHHBIE 32 BEJICHUE JEJIONPON3BO/ICTBA.

YHUUTOXKEHHE OJAaHKOB MPOM3BOIUTCA MO AKTy C OTMETKOM B COOTBETCTBYIOLIMX
KypHan ax yuera .

[TeyaTu u mWITAMIBI YHUYTOXKAIOTCS 110 AKTY.

[IpoBepka HamuuMsi mevarei, MTAMIIOB M OJIAHKOB, a TAK)Ke MOPsSAKAa UX XpaHEHUs U
UCIIOJIb30BAaHUsl TIPOM3BOAMTCS KOMHUCCHUEH HE DPEXKE OJHOrO0 pa3a B TOJA OJHOBPEMEHHO C



MIPOBEPKOI COCTOSHUS JIETONPOU3BOJICTBA.
6. CocTaBiieHHEe HOMEHKJIATYPHI JIeJl.

HomMmenkatypa e - 5T0 00s3aTeIbHBIN 11 KaKA0H 00pa30BaTebHON OpraHu3aliu
CHCTEMaTU3UPOBAHHBIN IepeyeHb HAUMEHOBAaHUM (3aroJI0BKOB) JieJl, KOTOpble (POPMUPYIOTCS C
yKa3aHUEM CPOKOB XpaHeHHs Ael (npunodicerue 4).

Homenknarypa nen nmpenHazHaueHa JJIsl YCTAaHOBKM B 0Opa30BaTENIbHOW OpraHM3aluu
eIMHOTO TopsakKa (opMupoBaHUS e, OOecledYeHHss MX ydeTa , OINEpPaTUBHOTO IOUCKA
JOKYMEHTOB II0 HX COICPXKaHWIO U BUAY, ONPEIEICHHUS CPOKOB XPAHEHHUS €I U SBIACTCA
OCHOBOM JIJIs1 COCTaBJICHUS OMUCEH el MOCTOSTHHOTO U JUITUTENbHOTO (CBbImIe 10 jeT) XpaHeHus,
a TaKKe JUIsl yuera Jiesl BpeMeHHOro (710 10 jieT BKIIOUNTENIbHO) XpaHEeHUSI.

B rpade 1 HOMEHKIIATYPBI 1€ POCTABIISAIOTCA MHIAEKCHI KaXK10T0 J1e€J1a, BKIIOYEHHOTO
B HOMeHKinarypy. MHpuekc paena cocrouT u3 IUQPPOBOro 0O0O3HAYEHHsS U3 IITATHOIO
pacmiicanust 00pa30BaTeNbHON OpraHu3auy (KoJa) U MOPSIIKOBOIO HOMEpA 3arojioBKa Jela 1Mo
HOMeHKJIatype. MHaekcsl 1en 0603HavaroTest apabCckuMu 1udpamu.

[Ipumep:

12-05, rne 12 — ob6o3nadyenue (kom), 05 — MOPSAAKOBBIE HOMEpP 3arojioOBKa Jieja B
paszene HOMEHKIIATYphI eIl

B rpade 2 HoMeHKIIaTypBI 1€ IPONUCHIBAIOTCS 3ar0JI0BKH €.

3aroJoBOK Jiesia JOJDKEH YeTKO B C)KaTol 0000IIeHHOoH Gopme 0TOOpaxarh COCTaB U
COJIep’KaHuE JIOKYMEHTOB JIElIa.

B 3aronoBkax JUYHBIX U IPYTHX J€J, coaepKauux JJoOKyMeHThl 1O OJHOMY BOIIPOCY,
ynotpebinsercs tepmun JIEJIO.

B 3aromnoBkax pnein, coxepikamux MiaHoBO-OTYET HYHO JOKYMEHTAIMIO, yKa3blBaeTcs
nepuoJi (Mecsl, KBapTall, OJIyrone, rojl), B KOTOPOM IUIAHUPYETCS CO3JaHHe TOKYMEHTOB WU
nepuo Ux GakTUYECKOro BBIITOJIHEHUSI.

Bo BpeMms pa3melieHusi 3arojoBKOB €1 B HOMEHKJIATYpPE YUHUTBHIBACTCS Ba)XXHOCThb
JIOKYMEHTOB, BKJIIOUEHHBIX B JIEJI0, UX B3aUMOCBs3b. B Hauane pacnosiaratoTcsi 3arojloBKH JieJl B
OTHOLIEHMH  JIOKYMEHTOB, IOCTYNHMBIIMX OT OpIraHOB BBICIIETO YPOBHs, Jajnee - IO
OpraHU3al[MOHHO-PACHIOPSAUTENBHON JIOKYMEHTAllUK, IUIaHOBO-OTUeT HOW JIOKyMEHTalluH,
NIEPENNCKE, YYETHO-CIIPABOYHBIM BHJaM JOKYMEHTOB. B kaxzaoi u3 stux rpynn J[OKyMeHTbI
TaK)Ke Pa3MEIIAI0TCs C YYETOM 3HAYMMOCTU U CPOKOB XpaHEHHS.

I'padpa 3 HOMEHKHATypbl JeJ 3aMOJHAETCA B TEUEHUE KaJEHAAPHOIO roja — IpH
(dbopMUpPOBaHUN HOBOTO JI€JIa, IPU 3aKPBITHH 1A U N0 OKOHYAHUHU KaJeHAapHOTo roja.

ITo noctmxenuu aenom oobeMa B 250 JIHCTOB, TOM 3aKPHIBACTCS U OTKPBHIBAETCS] HOBBIN
ToM. B rpade nocnenoBarenbHO yka3bpIBarOTCSI HOMEpAa TOMOB M KpaiHHME JaThl JTIOKYMEHTOB
KaKJ0r0 TOMA.

[Tpumep:

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

ONEeKTpOHHBIE Jejla Ha TOMAa HEe pasAeisaroTcsa. Bce anekTpoHHbIE JIOKyMEHTHI
HE3aBUCHMO OT X 00beMa, BKIIFOYAIOTCS B OJTHO AJIEKTPOHHOE JIENO.

B rpage 4 ykaspiBaeTCs CpPOK XpaHEHMs Jella, HOMEpa CTaTeil IO TUIIOBOMY WU
BEJIOMCTBEHHOMY IE€PEYHIO, (pe/lepaIbHOMY 3aKOHY HMJIM HMHOMY HOPMAaTHBHOMY IPaBOBOMY
aKTy, a IPU UX OTCYTCTBUU — 110 TUIIOBOM MM MPUMEPHON HOMEHKIIAType JIedl.

B rpage S «IIpumedaHue» yKa3bIBAIOTCA  CIELUAIBHBIE CPOKH XpaHEHUS,
IPOCTABIISIOTCSI OTMETKH O 3aBEJCHHMU e (B TOM YHCIIE B JIEKTPOHHOM BHJE), O BBIACICHUU
JI€Jl K YHUYTOXECHHUIO [0 MCTEYEHUM CPOKOB MX XPAHEHHS, O MECTE€ XPAaHEHUs IOJJUHHUKOB
JOKYMEHTOB, O Iepefade Jell B IPYryl OpraHu3aluio i NpoJobkeHus u ap.B rpage
JIENIal0TC OTMETKHM O NMEpEeXOodluX AejlaX ¢ YKa3aHMEM CTaporo MHJIEKca JieNa B Cllydyae €ro
MN3MEHEHUS.

IIpumep:



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

[To nenam, KOTOpHIE MO KAKUM-THOO MPUYMHAM B TEYSHHE I'0J1a HE 3aBOJIUIIKCH, B Ipade
«[Ipumeyanue» HOMEHKIATYpBI JIeN JeNaeTcs 3anmuch — «Jleno He 3aBoammocky. [Ipu stom B
rpade 3 MpoCTaBISAETCS IPOUEPK.

[lo oxoHuaHWM roja B KOHIIE HOMEHKJIATYphl el JeNaeTcs WTOroBas 3aluch O
KOJIMYECTBE 3aBEJCHHBIX JIe] (TOMOB).

7. ®opMupoBaHue U 0(hopmiIeHHE eI,
®opmupoBaHue aeJl.
dopmupoBaHue Jie1 - 3TO TPYNIUPOBKA HCIOJHEHHBIX  JOKYMEHTOB B Jiela B
COOTBETCTBUHU C HOMEHKJIATYPOU JIEIL.
Bo Bpems popmupoBaHus Aen clieyeT IpUIepKuBaThCs TAKUX OOIINUX MPaBUIT:

- ToMeniaTh B JieJia TOJBKO MCIOTHEHHBbIE [JOKyMEHThI B COOTBETCTBUU C 3arojIOBKAMH i€ B
HOMEHKJIAType;

- TpynmnupoBaTh B jeia JJOKyMEHTHI , BBIMOJHEHHBIE B TEUEHHE OJHOTO KAJICHJIApHOTO Toja
(01.01-31.12), 3a MCKIIOYCHHEM TMEPEXOJSIMX Aed (BEAYTCS B TEYCHUE HECKOJIBKUX JIET),
JIUYHBIX JeT;

-MOMEIIATh B JIeJa TOJIbKO OpPUTHMHAIBl WM, B CJIy4yae HMX OTCYTCTBHUSA, 3aBEPEHHBLIC B
YCTaHOBJICHHOM MOPSIKE KON JTOKYMEHTOB,

- HE JIONyCKaTh BKJIIOYEHUS B JieJia YEPHOBBIX, JJUYHBIX JTOKYMEHTOB, PA3MHOXKEHHBIX KOHHI 1
JOKYMEHTOB, TOJUIeKAIIMX BO3BpaTy; pas3lelibHO TpynmupoBatb B JAena JlOKyMEHTHI
MOCTOSITHHOTO ¥ BPEMEHHOTO XPaHEHUS,

-110 00BeMY JeJI0 He AOHKHO IpeBbimath 250 nuctoB (30-40 MM TONIIUHOMN).

Pacnionoxxenne TOKyMEHTOB BHYTPH JI€T MPOU3BOIUTCS B XPOHOJIOTHYECKOM MOPSIIKE,
pu KOTOpoM Haubonee panHue JJOKyMEHTBl pacroyiararoTcs B Havae Jena.

[Tonoxxenus, mpaBwiia, UHCTPYKIIMA M T. T., YTBEPKIEHHBIE PACHOPSIATEITHLHBIMU
JOKYMEHTaMU, TPYIIUPYIOTCS BMECTE C YKA3aHHBIMU TOKYMEHTaMHU.

[Ipuka3pl 1O OCHOBHOW NEATETHHOCTH (POPMUPYIOTCS OTIETBHO OT MPUKA30B IO
KaJpoBBIM BOIpocaM (JIMYHOMY COCTaBy) (Ha3Ha4YeHHe, TEpeMelIeHHe, YBOJIbHEHHE
COTPYAHHUKOB) U OT NMPUKA30B 00 OTMyCKaX, KOMaHAUPOBKAaX U T.1.

[IpoTokonbl  3aceqaHuil KOJJIETHATBHBIX OPraHOB O0pPa30BaTEIbHOW OpTraHU3AIUU
TPYIIUPYIOTCS B Jiea B XPOHOJOTUYECKOM TIOPSIIKE M 110 HOMEPAM B Tpejeiax KaJeHIapHOTO
rona. JIokyMeHThl K 3acelaHusM YKa3aHHBIX OPraHOB CHUCTEMATU3UPYIOTCS MO JaTam |
HOMEpaM TMPOTOKOJIOB, a B TIpejesiax TPYIIbl  JOKYMEHTOB, KOTOpBIE KAacarOTCS OJHOTO
MPOTOKOJIA, - 110 TTOBECTKE JAHS 3aCEaHUA.

[lepenucky crnenyer rpynmupoBaTh B Jelia 3a MEPHOJ KajeHAapHOTro roja. B memo
MEepPEenuCcK MoMenarTcst Bce JJokyMeHThl , BO3HUKIINE B X0Jie perieHus: Bonpoca. [lepenucka
CHCTEMAaTU3UPYETCS B XPOHOJIOTUUECKON MOCIIE0BATEILHOCTH; TOKYMEHT OTBET TIOMEIIAETCS 3a
JIOKYMEHTOM-3aIIPOCOM.

Odopmienue ne.

Jlena oOpazoBaTenbHON OpraHU3alKy MOAIEkKAT OPOPMIICHUIO TIPU MX 3aBEJICHUU H TI0
3aBEPIIICHUH TOJIA.

Odopmnenue aena — MOATOTOBKA Jiella K XPaHEHUIO BKIIOYAET B ce0sl KOMILIEKC padoT
0 OTMCAHMIO JIeJIa Ha 00JIOKKE, MOIIMBKE, HyMEPAIUH JINCTOB M COCTABIICHUIO 3aBEPUTEITHLHOMN
Haamucu. OdopmiieHHE J1el MPOBOJUTCS paOOTHUKAMH OPraHU3allid, B O0S3aHHOCTH KOTOPBIX
BXOJIUT 3aBelleHHe U (OPMHUpPOBAHUE e, NMPU METOIUYECKOW MOMOIIM M TOJ KOHTPOJIEM
OTBETCTBEHHOTO 32 apXUBOOPa30BaTEIILHON OpraHnu3allny.

B 3aBucuMoOCTH OT CPOKOB XpaHEHHUS MPOBOJUTCS MOJTHOE UM YaCTUYHOE O(OpMIICHHE
JElI.

[TonrHOMY OdOpMIIEHHIO TIOJIEkKAT JeNa MOCTOSTHHOTO, BpeMeHHOoro (cBbiie 10 jer)
xpaHeHuss (MO JMYHOMY cocTaBy, JIuuHble Jena yBOJNEHHBIX  paboTHukoB ). [lomHOe
odopmIiIeHHE Aera MpeyCMaTpUBAeT:



e TIOJIUIMBKY WJIM TBEP/BIN NEPEILIET JIENa;

e HYMEpALUIO JIUCTOB B JEIIE;

e COCTaBJICHUE JINCTA-3aBEPUTEIIS;

e COCTaBJICHHME B OCOOBIX CiIy4asx (MpH 0(OPMIIEHUH JUYHBIX A€M, Ul y4eTa 0co00 LIEHHBIX
JIOKYMEHTOB) BHYTPEHHEN ONKMCH JOKYMEHTOB JIENa;

e BHECEHUE HEOOXOIUMBIX YTOUHEHHUI B PEKBM3MTHI OOJIOXKKHU Jena (YTOUHEHUE Ha3BaHUs
noJipa3/iesIeHus], MHJIEKCa U 3arojI0BKa Jieja, JaThl Aea U JIp.).

Hena BpemeHHoro (o 10 ner BKJIIOYUTENBHO) XPAHEHUs MOJUIEkKAT YaCTUYHOMY
odopmiieHuro. JlomyckaeTcs:

e XPaHUTH Jiea B CKOPOCIIUBATEIAX;

e HE MPOBOJUTH IIEPECUCTEMATU3ZALNIO JTOKYMEHTOB B JIEJIE;
e JIMCTHI JIe]1a HE HyMEPOBaTh;

e 3aBEPUTEJIbHBIC HAJIUCH HE COCTABIIATH.

JIOKYMEHTHI , IToJyIeKallie HOJTHOMY 0(OPMIICHHIO, OAIIMBAIOT Ha YEThIPE MIPOKOJIa B
TBEP/YIO0 00JI0KKY U3 KapTOHA MITH MEPETIIETAIOTCS C YI€TOM BO3MOXXHOCTH CBOOOIHOTO YTCHHUS
TEKCTa BCEX JOKYMEHTOB, JaT, BU3 U Pe30r0Uui Ha HuX. [Ipym moaroroBke nen K MOAIIMBKE
(nmeperuieTy) METAITIMYECKUE CKpPEIUIEHUs (CKOObI, CKpENKM) U3 JOKYMEHTOB ynaistorcs. Jlena
IOCTOSIHHOT'O XpPAaHEHUs, COCTOSIIME U3 He(POpPMATHBIX JOKYMEHTOB, XPaHATCS B 3aKPBITHIX
TBEP/ABIX MAaIKaX C TpeMs KJalaHaMU U C 3aBA3KaMHU.

[Ipu Hammuuu B Jiesie HEBOCTPEOOBAHHBIX JMYHBIX JOKYMEHTOB (TPYIOBBIX KHUXKEK U
Ip.) 3TH JJOKyMEHTBI BKJIQJbIBAIOTCSI B KOHBEPT, KOTOPBIH 3aTeM MoAmMBaeTcs B 310 Aeio. [Ipu
HAJIMYUK OOJIBIIOr0 KOJIMYECTBA TAKUX JIOKYMEHTOB OHM MOTYT M3bIMAaThbCs U3 JIeN, U Ha HUX
COCTABJISIETCS OTZEIIbHAS OIUChH.

B KkoHIe kaxaoro Jena MOJIIMBAIOTCS YUCTBIE OJaHKK (GOpM JUIs 3aBEpUTENbHOU
HaJMKCH.

B mensx obecnedueHUs COXpPaHHOCTH M 3aKpEIUIEHUS TOpPSJIKa PacHoiI0KEeHUs
JIOKYMEHTOB, BKJIIOUEHHBIX B JI€JI0, BCE JINCThI, KPOME 3aBEPUTEIBHOI0, HYMEPYIOTCS apaOCKUMU
muppaMu B IPaBOM BEpXHEM YIIy, HE 3a/eBas TEKCTa JIOKyMEHTa, MPOCThIM IpapUuecKuM
KapaHJallloM WIA HYMEpaTopoM. YTNOTpeOJeHue dYEpHWJ U IBETHBIX KapaHaamen it
HyMEpaluu JINCTOB 3anpeiaercs. BHyTpeHHsA onMCch UMEET CaMOCTOSITENIbHYIO HYMEPALIHIO.

JIMCThI 1€, COCTOSAUIMX U3 HECKOJIBKMX TOMOB WJIM YacTel, HyMEpYIOTCs M0 KaxaIoMy
TOMY WJIH YacTH OTIEIBHO.

®dororpadpuu, yepTexu, AUarpamMmbl U JIpyrue HUIUIFOCTPATUBHBIE U crenuduueckue
JIOKyMEHTHI , IpeACTaBISAIOIINE CAMOCTOSTENILHBIA JMCT B Jiefie, HyMEpPYIOTCs Ha 00OpOTHOM
CTOPOHE B JIEBOM BEPXHEM YIIIY.

CnoskeHHBIH JINCT pa3BOPAYMBAETCS U HYMEPYETCS B PaBOM BepxHeM yrity. IIpu stom
aucT mroboro (opmara, MOAMIMTHIM 3a OAMH Kpad, HyMepyeTcsi Kak OJIMH JIMCT; JIMCT,
CJIOKEHHBIN M MOAMINTBINA 3a CEPEINHY, TOAJIEKUT MEPEIINBKE U HyMEPYETCs KaK OJIUH JIUCT.

[lopmuTeie B €70 KOHBEPTHI C BIOKEHUSMU HYMEPYIOTCSA; IMpPH STOM BHayale
HyMEpyeTcsl KOHBEPT, a 3aT€M OUEPEIHBIM HOMEPOM KaKJ10€ BIIO)KEHHE B KOHBEPTE.

[Togmmteie B aeno [JokymMeHTHI ¢ COOCTBEHHOW HyMeparued JTUCTOB (BKIIFOYAs
NeYaTHBIE M3/IaHUs) MOTYT HYMEpOBaTbCs B OOIEM MOPSJIKE HIM COXPaHITh COOCTBEHHYIO
HYMEPALMIO, ECJIM OHA COOTBETCTBYET MOPSAKOBOMY PACIIOIIOKEHUIO JINCTOB B JIEJIE.

B caydasx oOHapyxkeHHs OONBIIOrO 4YMClia OIIMOOK B HYMEpalWu JIMCTOB Jielia B
JIEIIONPOU3BOJCTBE MPOBOJAUTCS WX mMepeHymepanus. [lpu mnepeHymepanuu JUCTOB cTapble
HOMEPA 3a4EPKUBAIOTCA OJHOM HAKIOHHOW YEPTOM U PSAOM CTABUTCS HOBBIM HOMEp JIUCTA; B
KOHIIE JIea COCTAaBJISIETCSl HOBas 3aBEPUTEIIbHAsA HAAIKACh, IPU 3TOM CTapas 3aBEpUTENbHAS
HAJAMKCh 3aUE€PKUBAETCS, HO COXPAHSAETCS B JIEIIE.

Jlis yyera KOJMYECTBA JIUCTOB B J€l€ M (PUKCAlMM OCOOEHHOCTEH MX HyMepaluu
COCTaBJISIETCS 3aBEPUTENIbHAs HAANKCh Jiena. OHa COCTaBIsEeTCs B €€ Ha OTAEIBHOM JIUCTE —
3aBepuTelie Aeia. 3aBepuTebHask HAAMNUCh COCTABIIAETCS M0 YCTAHOBICHHOHN (opMe.

Bce nocnenyronme M3MEHEHUsI B COCTaBE M COCTOSHUHU Jea (MOBPEXIEHUS, 3aMEHa



NOJJIMHHBIX JTOKYMEHTOB KONUSMH, IPUCOEINHEHUE HOBBIX JTOKYMEHTOB U T. JI.) OTMEYAIOTCS B
3aBEpPUTENIBHOM HAAMKUCU CO CChUIKOM Ha COOTBETCTBYIOLIHMM aKT.

OO6mokka Jen TOCTOSHHOTO, BpeMeHHOTo (cBbimie 10 JeT) XpaHeHUs U M0 JUYHOMY
cocTaBy oopmIIsieTcs 0 yCTaHOBICHHOH (GopMme.

Ha o0noxke nen MOCTOSIHHOIO XpaHEHWs BBEPXY IPENYCMAaTPUBAETCS MECTO AJIs
HalMEHOBAHUS TOCYJapCTBEHHOI'O apXuBa, B KOTOPbI OHM OyAyT IepeiaHbl, a TaKxke
apXUBHOTO MK (pa B IPaBOM BEPXHEM U JIEBOM HIDKHEM yTJax.

ITpu opopmieHrH 0OJOKKHU €71 HAMMEHOBAHUE ILIKOJIbI YKa3bIBA€TCS MOJHOCTBIO IO
yCTaBy, B UMEHUTEIIBHOM Ia/Ie%Ke, COKpAIIEHHOE Ha3BaHHE — B CKOOKaX.

O0s3arenbHBIMUY PEKBU3UTAMU OOJI0XKKH JIeJI1a SBIISETCS YKa3aHUe KOJUYECTBa JIMCTOB B
Jiesie, KOTOpOe MPOCTaBIAETCS HA OCHOBAaHUM 3aBEPUTEIbHON HAJAIMCH JIENa, U CPOKA XPAHEHUS
nena (Ha Jesnax IOCTOSIHHOTO XPaHEHMsI IUILETCS: «XPAaHUTh IIOCTOSTHHO»), KOTOPBIN
NIEPEHOCUTCSI Ha OOJIOKKY Jejla U3 HOMEHKJIATYyphbl I0CJIE CBEPKU €ro IO CPOKAM XpaHEHUS B
HepeyHe.

JUig ydera JIOKyYMEHTOB OIPEJIEICHHBIX KAaTErOpuil JeJl MOCTOSIHHOTO U BPEMEHHOI'O
(cBbime 10 jieT) XpaHeHHs, y4eT KOTOPBIX BbI3bIBAETCS CHELU(UKON NaHHOM JOKyMEHTaluu
(JIngynbie nena, 0co0O IEHHBIE), COCTABIISICTCS] BHYTPEHHSS OMMCh TOKYMEHTOB JIela.

BHyTpeHHIOI0 oOmMCh HEOOXOJUMO TakKe COCTaBIATh B J€lax IOCTOSHHOTO U
BpeMeHHOro (cBbiiie 10 neT) xpaHeHus, cpopMUPOBAHHBIX IO PA3HOBUIAHOCTSIM JIOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPhIBAIOT KOHKPETHOE COJCPKAHNUE JTOKYMEHTOB.

BHyTpeHHSI ONMHCh COCTABISIETCS HA OTAEIBHOM JIMCTE 10 YCTaHOBIIEHHOW Qopme,
KOTOpasi COJEPKUT CBEICHUs O MOPSAIKOBBIX HOMEpax JOKYMEHTOB Jiefla, UX MHJAEKcax, Aarax,
3aroJIoBKax U HOMEpAax JINCTOB Jieja, HA KOTOPBIX PACIOJI0KEH KaXAbli JOKYMEHT.

K BHyTpeHHel omMcH Jefla COCTaBISETCS UTOrOBas 3alMChb, B KOTOPOH yKa3bIBaeTCs
nudpamMu ¥ MPONKMCHIO KOJIWYECTBO BKJIIOYEHHBIX B HEE JIOKYMEHTOB M KOJMYECTBO JINCTOB
BHYTPEHHEH OIHUCH.

BHyTpeHHSS oOnucCh NOJNUCHIBAETCS €€ COCTABUTENEM C YyKa3aHUEM JOJDKHOCTH,
HOJIKCH, paciin(ppOBKH MOJIHCH U HYMEPYETCs B JieNle OTAENBHO.

8. XpaHeHue M YHHUTOKeHHE TOKYMEHTOB.

JIOKyMEHTBI (7ief1a) ¢ MOMEHTa CO3/1aHus (ToJIyueHus) UM (OPMUPOBAHUS XPAHITCS B
OpraHM3aIH J10 epeIavdl apXUBHOMY YUPEKIACHHUIO.

PykoBoauTens oOpa3oBaTeNbHONW OpraHM3allid M CHEUHATbHO Ha3HAuYE€HHOE JIUIIO0
(Jiua) 06s13aHBl 00ECTIEYUTh XPAHEHUE JIOKYMEHTOB U JIETI.

Jlena JOMKHBI XPAaHUThCS B BEPTHKAJIBHOM TIOJIOXKEHUH B IIKagdax, KOTOphIE
3akpbIBatoTcs. Ha kopemikax 000eK Jes1 yKa3bIBaloTCsl HoMepa Jie.

Bbinaua gen Bo BpeMeHHOE MOJIb30BaHUE pabOTHHKAaM 00pa3oBaTeNbHON OpraHU3aluu
OCYIIECTBIISIETCSI C YCTHOTO pa3pelieHus €ro pyKOBOJIUTENS, a IPYTUM YUPEXKIECHUSM - C €ro
IMCBbMEHHOTO paspemieHus. Ha BblJaHHOE J€5I0 COCTaBISIETCS KapTouka - 3aMEHMUTENb. B
KapTOUYKEe yKa3bIBalOTCS HOMEp JIeNa, 3arojOBOK JIeNa, 1aTa ero BbIJayuH, JIUL0, KOTOPOMY JAEJO0
BBIJIAHO, J1aTa €ro BO3BpaTa, MOAMUCH JIHILI, KOTOPbIE BBIIAIN U MPUHSIIN JIENO.

[IpenocraBienue nen BO BpEMEHHOE IMOJIb30BAaHUE OCYIIECTBISETCS He Ooyiee yeM Ha
OJIMH MECHII.

W3bsarue JOKYMEHTOB M3 Jefla TIOCTOSIHHOTO XpaHeHus 3ampemiaercs. B
WCKJIIOYMTENBHBIX CIIydasX H3bSATHE JOKYMEHTOB JOIYCKAeTCs C Pa3pelleHUs] pyKOBOJIUTEIS
o0pa3oBaTeNbHOI OpraHu3aluy ¢ 00s3aTeIbHBIM OCTaBJICHHEM B JeJie 3aBEPEHHBIX JOJKHBIM
00pa3oM KOIHH.

Ilocne okoHYaHUS CpOKa XpaHEHHs JOKYMEHTOB, KOTOpbIE HE IOJUIeXkaT Ieperade
apXMBHBIM  yUYpEXKICHUAM, JIOKYMEHTBI CHHCHIBAIOTCA KOMHCCUEH 00pa3oBaTenbHOM
OpraHu3allii IO MPOBEJEHHUIO SKCIEPTH3bl LIEHHOCTH  JOKYMEHTOB, KOTOPYIO Ha3Ha4aer
pYKOBOIUTENb 00pa3oBaTeNbHONM oOpraHu3anuu. Ha crnucaHHyi0 JOKYMEHTAIMIO JKCIEepTHas
KOMMCCHUS COCTABIISIET COOTBETCTBYIOIINMN aKT.

CrnncanHas JOKyMEHTAlMsI YHUYTOKAETCS.



[IpunoxeHve 1

[Tpunoxenue 1

K MHCTPYKLIMH 10 BEJICHUIO JI€JI0BOU
nokyMmeHTanuu B MBOY «MazaHckas mikosa »

IMpumepnas ¢popma KypHas a ydera medareil 1 ITAMIIOB
o0pa3oBaTe/ibHOI OPraHU3auNu

Pesyabrarsl .
HaumenoBanue - OTTHCK NeuaTel
HauMeHoBaHnue eKeroJHoM
nojpasjaejeHusl, OTMeTKa 00 (ITamMmnos)
ne4YaTu OT1THCK Iloanucek, NMPOBEPKH
JOJI)KHOCTD YHUUTOKEHUH, | JJs
Ne n/m | (mramMna), MHUIHATO | MeYaTH YI0CTOBEPSAIOIIAS | HAJTUYMS Mpumeyanue
NoJIy4arteJisi u . HOMeEp YHUYTOKEHHS,
p 3aka3sa, TaMIIA) NoJIy4yeHue, 1aTa | meyarei
hamunusn aKTa U JaTa aara
AaTa NOCTYIJICHUS H IITaMIIOB,
noJry4arteJst BO3BpaTa
AaTa NPOBEPKH
1 2 3 4 5 6 7 8 9

IIpumepnas popma Knuru/ ’KypHaja perucrpaunu npukaszoB o0pa3oBaTe/IbHOI OpraHu3auuu

Ilo ocHOBHOIi A€ATEILHOCTH.

Mara Cpok OtMeTKa 00 HCTIOTHEHU T
No Homep
Conepixanune Hcnoanurenb [MCHOJHEHUS
n/n npuKasa
NpuKa3a
O npoBeneHun 30.08.2022  [CusT ¢ KOHTpOIS
1 25.08. 74-0 KOMIUIEKTOBAHUA | orr 30.08.22
2022 Mearoru4eckux
KaJpOB

Ilo iu4HOMY cOCTaBY

JI\i;lH [ara npuxkaza | Homep npukasa Bua npuxa3sa ®UO corpynHunka OcHoOBaHue
1 14.10.22 77-K [Ipuem dUO T Ne 25 ot

14.10.2022




[Tpunoxenue 2
K MHCTPYKLIMH 10 BEJCHUIO JIEJI0BOU
nokyMeHTanuu B MBOY «Ma3zaHckas mikosa »

Hpumepnas ¢popma Kuurn/ 7KypHas a perucTpauuu pacnopsizkeHui
00pa3oBaTeJIbHOM OpPraHu3anuu

Hara Homep Cpok ucnosHenusi| Ormerka 00
Ne i/ Conep:xkanue Kto moanucan
pacnopsizkeHus | pacnopsizkeHust HCIOJTHEHUH
®.1O. O noesze yyamuxcs Crar ¢
1 20.10.22 37-P o 3chﬂ Z;I‘mm 22.10.22 KOHTpOJISI
P 22.10.22
IIpumepnas popma Knuru/ ’KypHaj a peructpauuu npoToKoJI0B
o0pa3oBaTe/ibHOI OPraHU3aLMU.
Ne i/ Ne nporokosa Jlara ero IloBecTka AHA

perucTpanuu




[Tpunoxenue 3

K UHCTPYKIMM IO  BEJICHUIO
JenoBoM nokymeHtauuu B MbOY
«MazaHcKkas IIKoJa »

IIpumepHnas ¢popma perucrpanuonHoro KypHaia a BXOAAIIUX JOKYMEHTOB
00pa3oBaTeJbHOMH OPraHu3anuu

Jara Pe3zosmonns niu
Ne i/ | mocryniienusi | /lata u Homep Kpartkoe cogep:xxanue KoMy HanpasJieH | OTmeTKa 00
AOKYMeHTa/ | JOKYMEHTa, Koppecnion- AOKYMEHT HCNOJTHEHU U
BXOASAIMH  |IIPUCBOEHHBIN ACHT
HOMep aBTOpPOM
1 2 3 4 5 6 7
IpumepHnas ¢popma perucTpanuoHHoro JKypHas a ucxoasimux JT0KYMeHTOB
o0pa3oBaTe/IbHOIM OPraHU3aluu
ara M HOM
Perucrpan A omep
Ne larTa HOHHBbIH Kpartkoe JlOKymMenTa,  Ha
Anpecar KOTOpbIii W cnoHUTE b
n/m MOKYMEHTa | HoMep coJep:KaHue
[TOKyMenTa naercsi OTBET
1 2 3 4 5 6 7




[Ipunoxenue 4

K MHCTPYKLIMH IO BEJACHUIO JAe10BOM JokymeHTannu B MBOY «MazaHckas 1mikosa »

HPUMEPHAS HOMEHKJIATYPA IEJI
OBPA30OBATEJIBHOU OPI'TAHU3AIINU

O0meo0pa3zoBaTebHOE YUPEKACHHE

Cpox xpaHnenust

KosmnuectBo
HNunpekc 3aroJ10BOK JeJia aeJsia (TomMa, 4acTH)
IeJx . IIpumeuanue
aeJsa (ToMa, 4acTH) (ToMoB) 1 Ne craTei mo
Ilepeunio
1 2 3 4 5
01. PykoBoacTBO (KaHLEJIAPHUSA)
HopMmaTtuBHbIe 1paBoBbie AKTBHI OPraHOB, OCYIIECTBIISIOIINX Jlo MuHOBaHUS HaTIOOHOCTH
01-01 |ympaBnenue B chepe 00Opa30BaHUs, PETIIAMEHTHPYIOIINE . «O»cT. 3, m. «o»ct. 4 TII | 3aBeneHo
oOpa3oBatenbHble oTHOLEHU. Konun 2019
[TocrossHHO ITocne 3amenbl
01-02 |VYcraB OO
ct. 28 TI1 2019 HOBBIM
0 MUHOBaHUS HAJIOOHOCTH
01-03 | CBuaerenbCTBO O MOCTAaHOBKE Ha yueT B HanoroBoM oprane (MHH) A A > | Hepexopnsmee ¢ 2012
cT. 24 TI12019
[TocrosaHO
01-04 | CunuerenbcTBO 0 BHeceHuu 3amucu B ETPHOJI [Tepexomsmee ¢ 2012
A ct. 24 TI1 2019 pexozm
JlokyMeHThI (10TOBOp, KOHTPAKT, CBUETENILCTBA) HA MPABO Jlo nuKBUIAIIH
01-05 |omepaTuBHOTO yIpaBiICHHUS UMYIIIECTBOM, HAIPABO MOIH30BAHUS OpraHu3aIu [Tepexomsmee ¢ 2012
3€MENbHBIM Y4aCTKOM ct. 93 TI1 2019
TeT
01-06 |JIumeH3ww ¥ IPHUITOKEHUS K HUM > I

ct. 55 TI12019

ITocne npekpaienus




JEUCTBUS JINICH3UU
[Tepexonsmee ¢ 2018

Jlo nukBUanuu

01-07 | CBuAETENHCTBO O TOCYAAPCTBEHHOM aKKpEAUTAIIH OpraHu3aIHH, [epexomsmee ¢ 2018
cr. 61 TIT1 2019
CaHHATapHO-IHIEMUOJIOTUYECKOE 3aKITI0YCHIE HAa 00Pa30BaTEIbHYIO
01-08 JEATEIbHOCTh, CAHUTAPHO-AIUIEMHUOJIOTMYECKOE 3aKIIIOUCHHUE Ha 5 ner, SIIK [Tepexonsmee ¢ 2018
’ ct. 429 TI1 2019
MEIHMIIMHCKYIO JISATEIBHOCTh
01-09 ['ocynmapcTBenHOE/ [TocrostHHO
MyHuunanbHoOe 3aaHue . «o»cr. 198 TI1 2019
01-10 OT4eT O BBHIOJIHEHUH ITocTostHHO
roCy/1apCTBEHHOT0/MYHUIIUTIATBHOTO 33aJaHUS o. «ayct. 211 TII1 2019
ITocTossHHO
01-11 |IIporpamma pa3BHUTHs or. 193 TIT 2019 [epexomsmee ¢ 2020
ITocTossHHO
01-12 | IIpoTOKOJIBI KOJJIETHAIBHBIX OPTaHOB 1 «ewer. 18 TI1 2019
01-13 ITpOoTOKOMBI COBEIAHNI IPU JUPEKT Hocrosmmo
POTOKO opetll PH AMPeKTOpe . «e»cT. 18 TIT 2019
o ITocTostHHO
01-14 | IIpoToKOIIBI OOUIMX COOpaHHA PaOOTHHKOB 1. wiover. 18 TIT 2019
. [TocrossHHO
01-15 ITprkasbl MO OCHOBHOMW JIEATEIILHOCTH 1. «aver. 19 TI1 2019
. ITocTostHHO
01-16 | Kuura /KypHan perucrpaimu NpHKa3o0B 10 OCHOBHOM JEATEILHOCTH 1. «aver. 182 TI1 2019
01-17  |IIpuka3bl N0 KOHTUHTEHTY O0y4aroIuXCs HMoctosro

. «apct. 19 TI1 2019




01-18 Kuura /XKypHan perucrpanuu MpHUKa3oB 110 KOHTUHTEHTY ITocTostHHO
o0ydJaronmxcs . «ayct. 182 TI1 2019
01-19 [Tpukassl /paciopspKEeHUs 10 aIMHHUCTPATUBHO-X03HCTBEHHBIM 5 ner
BOIIpOCaM m. «o»ct. 19 TIT 2019
Kuura /KypHan perucrpamnuu MpuKa3oB/paciopsiKeHUI 1m0 5 nmer
01-20 . .
aIMUHUCTPATUBHO-XO035IMCTBEHHOM JEATEIIbHOCTH . «s»ct. 182 TII 2019
[TocTostHHO
01-21 |JlokanbHBIE HOPMATHBHBIE AKTHI IO OCHOBHBIM BOIIPOCaM or. 8 T 2019
01-22 JlokyMeHTBI 0 mpoBepkax (AKTbI , CIPABKH, IEPENUCKA) OpraHaMu 10 ner
TOCKOHTPOJIA (Ham30pa) ct. 141 TIT 2019
01-23 | Uuct WS 110 JACJIONPOU3BOCTB Hocrosnro Hocze samerer
pyKi JleTotp ACTBY ct. 28 TI1 2019 HOBBIMU
0124 |H [TocrosiHHO CTpyKTypHBIX 53
OMEHKJIaTypa Je cr. 157 TII1 2019 no/ipa3iesieHnui
roaa
01-25 | OOparmieHus rpaKaaH U MEPENHUcKa 1Mo X PacCMOTPEHHUIO > zer STIK
cT. 154 TI1 2019
01-26 | XypHau peructpanuu oOpaieHuii Tpaxaan > JIeT
. «e»ct. 182 TIT 2019
J1o MMKBUAALTUH
01-27 | XypHan ydera BbIa4H I€YaTeH W MITAMIIOB OpraHu3aIu
ct. 163 TI1 2019
IIpu orcyrcTBUM
kHMT, JXKypHanos,
. 3 roga
01-28 | AKTHI YHHUTOKEHHUS MeYaTel U MITaMIIOB OTTUCKOB U CJIEKOB—

ct. 164 TII 2019

Jlo nukBuanum
OpraHu3aIu




5 et

01-29 Kypnau perucrpanun BXOIAIIMX TOKYMEHTOB I «ver. 182 TII 2019
01-30 |2>KypHau perucrpaniy UCXOIAIINX JOKYMEHTOB > Jer
ypHait perucipat JUIITIX JIOKYM . «ryer. 182 TIT 2019
. ITocTosHHO
01-31 [TyOnuaHbIi TOKIaM 0 paboTe MIKOJIBI or. 209 TII 2019
ITocTosiHHO
01-32 Otuer 0 caM000CIefOBAHNHT or. 209 TII 2019
IlocTosuno
01-33 ["o10BO# TUTaH PaOGOTHI IIKOJIBI . «a»cT. 198
TI12019
i Jlo MuHOBaHHUS HAJOOHOCTH
01-34 | OmneparuBnsbie [Inanbl (KBapTaabHBIC, MECSUYHBIE) PAOOTHI IIKOJIBI or. 201 TII 2019
01-35 ([<.>

02. O6pa3oBaTte/ibHas 1eATEIbHOCTb

O6p330BaTeJ'IBHBIe MporpaMMabI HIKOJIBI 110 YPOBHAM 06Iuer0

J1o 3aMeHBI HOBBIMH

[Tepexonsmee ¢ 2017

02-01
o0pazoBaHus ct. 271 TIMIT roaa
0 3aMeHBI HOBBIMHU [epexomsmee ¢ 2020
02-02 OIIOJIHUTENBHEIE 00pa30BaTENbLHBIE IPOTPAMMEI A
A p porp ct. 271 IIMII roja
02-03 |IIpoTokoiBl 3acemaHuil IeZAarOTMYECKOTO COBETA U JOKYMEHTHI K HUM Hocrosmro
p a a JIOKYM n. «a»et. 18 TIT 2019
02-04 Kxura yuerta mpoTOKOI0OB IIEIATOTMUYECKOTO COBETA 10 et
yHera mp a ct. 335 TIMIT
02-05 | JlokyMEeHTHI IO aHAJIM3y U KOHTPOJIIO 00pa30BaTeIbHOM IeITEIbHOCTH Hocrosko,
y y p p a cr. 316 TIMII
02-06 |IIporokomnbl 3acemaHuii COBETa POAUTENEH (POIUTEITHCKOTO KOMUTETA) [TocTosiHHO,




U JIOKyMEHTHI (CHpaBKH, JOKJIAbl, HHPOPMAIIUHN) K HUM cT. 324 IIMII
ITocTostHHO, ecin
02-07 |IIpoTokomnbl 3acedaHMil SK3aMEHAIIMOHHBIX KOMUCCHIA 3 rona HKo1a
p a 1t cT. 326 IIMII cnaet/lokyMeHThI
HArocxpaHue
02-08 |Undopmarnus, ceneHusi o paboTe rpymnm NIpoAJIEHHOTO JTHS 3 rona
’ ct. 312 I[IMII
02-09 |Kuura ydera BBIJAQYH MEIATCH YUAIMCS KO S0 et
i A Aaien yram cr. 319 TIMIT
02-10 Knura yyera O1aHKOB U BbIJIa4H aTTECTATOB (PETUCTPALIMU BbIIAHHBIX 50 ner
JIOKYMEHTOB 00 00pa30BaHuUN) cT. 322 [IMII
02-11 |KHwura yuera BbIIaUM MOXBAIBHBIX JUCTOB M MOXBAJIbHBIX IPAMOT >0 zer
i A P cr. 320 TIMIT
ITocTostanO, ecn
02-12 Hoxymentsr (IT1ansl , TOKIaIHBIC 3aAIMUCKH, TIEPEITUCKA) O IPOBEICHUN 3 roma IKOJIa C/IaeT
OTKPBITBIX YPOKOB ct. 321 TIMII JlokymeHThI Ha
rocxXpaHue
[TpoToxosbl poauTenbckux codpanuii u JIokyMeHThI K HUM (CIpaBKH, 5 ner
02-13
JOKJIaJIbl, HH(GOPMAIIUN) crt. 324 [IMI1
. 3 roga
2-14
0 OT4eThl 0 paboTe COBETa POIUTEICH or. 325 TIMII
02-15 | AndasutHas Kuura 3anucu o0yqaromuxcs 50 et
cT. 329 TIMII
[Tocne okoHUaHUM
3 roma IIKOJIBI U IIPH
02-16 |JI e Jena oOydaro c
ITARBIC. AICTa ODYHAIOMHAXCA cT. 330 [IMII BBIOBITHH B JIPYT'YIO

HIKOJTY




1roxg

02-17 DK3aMeHalOHHbIE OMIETHI or. 503 TIMII
02-18 | Dx3ameHanMOHHBIE PAOOTHI 00 YYAFOIIINXCS 1 ron Tocne cratu
1t p yaarom cT. 506 IIMII 3K3aMEHOB
N3baTeie u3
KnaccHbie KypHarbi B snexrponHoil popme Ha kJaccHbIX JKypHamos
02-19 (aneKTpOHHbIE) IUCKE — 5 JeT CBOJIHBIE BEOMOCTH
p ct. 331 [IMII YCIIEBAEMOCTH —
He MeHee 25 JeT
02-20 JKypHai ydyera npoIryIeHHbIX U 3aMELIEHHBIX VPOKOB > JIeT
ypral yaeta porym B yp cr. 337 TIMIT
02-21 JKypHai 3aHSTHH 10 JOIIOJIHUTEILHOMY 00Pa30BaHUIO > JIeT
yp JIOTIOJTHHTCILHOMY 00p ct. 493 TIMIT
02-22 JKypHan rpynnel IPoJIEHHOTO JTHS > JIet
ypHasL Ipy poAT 8 cr. 333 TIMIT
02-23 <.>
03. BocnurarejabHad AeITEJIbHOCTD
03-01 |IlmaHbl BOCIUTATEIHHBIX MEPOTIPUSATHIH JOKYMEHTHI K HUM 3 rona
cr. 194 TI1 2019
[Tepemnucka o Bomnpocam npodopreHTalud, TPYI0BOTO O0OYUCHHS U 3 roma
03-02
BOCIIUTAaHUA cT. 345 IIMII
[TepenuckacopraHaMrCUCTEMBITTPODUIAKTUKUNOE3HAI30PHOCTHHECOBED 5 met, OIIK
03-03
MIEHHOJIETHUX ct. 70 TII 2019
ITocTostHHO, ecin
03-04 | HoxymeHThI 00 opranu3aiuu paboThl Jarepen 10 zer IIKOJIA CIAaeT
ct. 478 IIMII

JOKYMCHTBI Ha




rOCXpaHue

I[OKYMGHTI)I O IPOBCACHUHU OJIMMIIMAA, BUKTOPHUH I10 yLIe6HBIM

I[O MHWHOBAaHHA Ha,[[O6HOCTI/I

03-05 |mpemmeram, CMOTPOB, KOHKYPCOB XYI0KECTBEHHOTO, TEXHUYECKOTO U or. 383 TIMII
JIPYTUX BUIOB TBOPYECTBA IIKOJIHHUKOB ’
03-06 JIOKyMEHTBI 0 BBICTaBKaX JIETCKOTO XYI0KECTBEHHOT'O U TEXHUYECKOTO Jlo MuHOBaHUS HATOOHOCTH
TBOpYECTBA cT. 384 IIMII
ITocTrosinHO, eciu
03-07 OtueTsl, nHGOpMaIK 0 paboTe OOIIECTBEHHBIX YUEHUUECKUX 10 ner LIKOJIA CIAeT
OpraHu3arui cT. 388 IIMII JIOKYMEHTBI Ha
rocxpaHue
03-08 |<..>
04. MeToanueckas 1eITEJLHOCTD
04-01 ITomoxxeHUEe 0 METOOAUIECKOM COBETE Hocrostko,
m.«a»ct. 34 TIT1 2019
[Tonoxxenus 06 yueOHO-METOINYECKUX 00bETMHEHUSIX, pabOUnX [TocTostHHO,
04-02
rpymnmax n.«a»ct. 34 TI1 2019
04-03 ITIpoTokoabl 3acemaHii METOAUYECKOTO COBETA U JIOKYMEHTBI IlocrosiaHO,
(cripaBKH, AOKIAbI, HHPOPMAIMH) K HUM m.«o»eT. 18 TIT 2019
5 net, OIIK
04-04 | T'omoBoii miaH pabOTHI METOAMYECKOTO COBETA ct. 200
TIT 2019
04-05 AHanu3 pe3yiabTaToB METOINYeCKoi paboThl 00pa3zoBaTeNbHOM 5 ner, DMK [To onepaTuBHBIM
OpraHu3anuu cT. 46 TIT1 2019 BOIIPOCaM - 5 JIeT
04-06 ([<..>

05. KagpoBoe o0ecnieuenue

05-01

KosnnekTuBHbIM 10r0BOP

ITocTosiHHO

[Ipucnannsbie nms




cr. 386 TII 2019

cenenusi— [{o
MHWHOBaHUS
HaZ00HOCTH

IMocne ucreuenus

05-02 JIOKyMEHTBI O MPOBEPKAX BBIIIOJIHEHUS YCIOBUN KOJUIEKTUBHOTO 3 rona CpOKa JIEUCTBUSA
JIOrOBOpa cT. 389 TII 2019 KOJUIEKTUBHOTO
JIOTOBOpa
05-03 IIpaBuia BHYTPEHHETO TPYAOBOrO PACIOPSIAKA Hocrosmmo
p yIp pyA pactiopsa ct. 394 TIT 2019
05-04 IIratHOE pacHucaHue U U3MEHEHUS K HEM Tocrosnno
p y c1.40 TI1 2019
50/75 ner
05-05 | IIrarHbIe paccTaHOBKH (IITATHO-CIIMCOYHBIN COCTAaB PAOOTHUKOB
P ( p ) ct. 42 TI1 2019
50/75 ner
05-06 OJDKHOCTHBIE MHCT 1 pabOTHUKOB
A PYKIHA P cr. 443 TIT 2019
[Tpuka3bl Mo TMYHOMY COCTaBY (IIpHEM, MTEpeMeIeHUE, COBMEIICHHE,
IIEPEBOJI, VBOJIbLHEHNE, aTTECTAIIN, JOIIOIHUTEILHOE
PEBOIL, YB HHA, 50/75 ner® DIIK
05-07 |mpodeccruonanbHOE 00pa3oBaHKe, U3MEHEHUE (paMUIHH, TTOOLIPEHUS,
. «a»ct. 434 TI1 2019
HarpaxJaeHus, OTIycKa Mo yXOy 3a peOCHKOM, OTITyCKa 0€3 COXpaHEeHHs
3apabOTHOM MJIaThI)
00 otmyckax,
KOMaHIHPOBKaX
[Tpuka3bl opraHu3anuy Mo JUYHOMY COCTaBY (€KEroHbIe PaGOTHHKOB ¢
OIIaYMBaeMBIE OTITYCKA, OTIIYCKA B CBSI3M C OOYUEHHEM, IEKYPCTBAX, 5 et
05-08 Y Y i AP BPEIHBIMU | (WIIN)

HECBSI3aHHBIX C OCHOBHOM (IPOHMILHON) 1eSTENbHOCTHIO, O
KOMaHAMPOBKAX U CIYXEOHBIX MPOBEpKax

. «O»-«ry»et. 434 TI12019

ONaCHBIMUA
YCIOBUSIMU TPyAa—
50/75 net




3 roma

05-09 [Ipuka3sl MOJTUYHOMY COCTABY (IUCITUTIIIMHAPHBIC B3LICKAHUS ) 1. «mer. 434 TIT 2019
O exxeroaHo
OILTAYMBAEMBIX
OTITyCKaX, OTIYCKax B
CBSI3U C OOyYCHHEM,
50/75 ner DIIK JICKYPCTBaxX, HE
05-10 Kuura /XKypHan peructpaiuu npuKa3oB MOJUIHOMYCOCTABY) 1L «6wer. 182 TIT 2019 CBSSAHILIX ©
OCHOBHOM
(mpodunbHON)
IEeATEILHOCTRIO— D
JIET
KypHuan ydyera TUUHBIX el paOOTHUKOB JIMYHBIX €T, TUYHBIX 50/75 ner DIIK
05-11
KapTOYEK, TPYAOBBIX JOIOBOPOB (CI1y>KEOHBIX KOHTPAKTOB) . «o»cr. 463 TI1 2019
50/75 ner DIIK [Tepexonsmee ¢ 2021
05-12 JInanble nena pabOTHUKOB or. 445 TI1 2019 rona
TpynoBbie 1OTOBOPHI, CIY>KEOHBIE KOHTPAKTHI , COTJIAIIEHUS 00 UX 50/75 net DIIK*
05-13
U3MEHEHUH, PACTOPKEHUH cT. 435 TI1 2019
05-14 | VBenomiieHHs, IPEAYIPEKACHHS, PAOOTHHKOB (aM) paboToaTeeM 3 rona
’ ’ ct. 436 TII 2019
50/75 net DIIK [Mepexomsee ¢ 202
05-15 | JIuynble kapTouku pabotHUKOB (¢. T-2) or. 444 TT1 2019 rona
05-16 [TonnuHHBIE MUYHBIe JIOKYMEHTBI (TPyI0Bask KHUKKA, TUTIIIOMBI, JloBocTpeOoBaHMs. HeBocTtpeboBanHubIle—
aTTecTaThl, yIOCTOBEPEHUS, CBU/IETEIHCTBA) cT. 449 TI12019 50/75 ner*
05-17 Knura ydera 1Bu>keHUs TPYAOBBIX KHIKEK M BKIIAIbIIIEH B HUX S0/75 ner
. «B»cT. 463 «B»TII 2019
05-18 | Cornacus Ha 00pabOTKY MEPCOHATBHBIX JTaHHBIX 3 roma [Tocne ucreuenus




cT. 441 TII1 2019

CpOKa JIEUCTBUSA
COTJIacusl UJIU €ro
OT3bIBa, €CJIM HHOE HE
IIPELYCMOTPEHO
benepaabHBIM
3aKOHOM, TOTOBOPOM

05-19 JlokyMeHTBI 00 OCBOOOKICHUH OT YILIAThl HAJIOTOB, IPEIOCTABIICHUU S mer
JBTOT, OTCPOYEK YIUIAThI HIIM OTKa3e B Heil 1o HamoraM, coopam ct. 304 TIT 2019
[TpoTokomnbl 3acenaHuil, IOCTAHOBICHUS U IPYTHE JOKYMEHTBI 10 net OIIK

05-20 o
aTTECTALMOHHBIX KOMUCCHI ct. 485 TII 2019
JIOKYMEHTBI [0 aTTecTalliH, OIPEIeICHUI0 MPOPECCUOHANBHBIX U 5 ner

05-21
JUYHOCTHBIX Ka4eCTB PaOOTHHKOB cT. 484 TI1 2019
JIOKyMEHTBI O IPOXO0XK/ICHUN HE3aBUCUMOW OLIEHKN KBAIM(UKAITIH 5 et

05-22 a0OTHUKOB WJIH JIHII, TPETEH, UX Ha TBIICHU
pado © t, IPETCHAYIO OCYTHECTRICHIE ct. 488 TII 2019
OTIPEIENIEHHOT0 BU/Ia TPY/I0BOM 1€ATEIbHOCTH

05-23 |I'paduxu npoBeseHNs aTTeCTallUN I ron

cT. 490 TII 2019
JIOKYMEHTBI 0 MepenoIroTOBKE U MOBBIIEHUH KBaTU(UKALUU U 5 net DIIK

05-24
MEePErnoAroTOBKEe pabOTHUKOB cT. 491 TI1 2019
[lepenucka 1o arrectanuy, NepenoAroToBKe U MOBBIIIEHUN 3 roxa

05-25
KBaJTM(PHUKAIUU paOOTHUKOB cT. 499 TII 2019

05-26 |IlmaH MOBBIMICHHUS KBATU(PUKAIIMH TIETarOTMIECKIX PAOOTHUKOB > JIeT

ct. 482 TI12019
JIOKyMEHTBI O MpeICTaBIEHNH K HarpakICHHIO pa0OTHUKOB 5 et

05-27 MIPEICTaBIICHHS, X01aTaliCTBa, XapaKTEPUCTUKH, BHITUCKH U3 PEIICHUH
(1pex A > RAPAKTER : P cr. 500 TIT 2019
u 1p.)

05-28 |I'padux oTImycKOB 3 roma




cT. 453 TII1 2019

50/75 ner
05-29 | TapudukanroHHbIE CIUCKU (BEIOMOCTH) PaOOTHUKOB or. 400 TII 2019
5 ner OIIK
05-30 | OT4erpl paOOTHUKOB O KOMaHIUPOBKAX or. 452 TI1 2019
05-31 JIOKyMEHTBI BEJICHUIO BOMHCKOTO y4eTa U OPOHHPOBAHUIO TPaK/IaH, 5 ner
npeObiBaronux B 3anace (Ilmanel, OT4eTs) cT. 457 TI1 2019
JIOKyMEeHTBI BeJICHUIO BOMHCKOTO Y4eTa U OpOHHPOBAHHIO TPak/iaH, 5 ner [Tocne cusitus ¢
05-32
peObIBaOIIMX B 3arace (KapTOUKH, JTUCTKHU, [IOBECTKHU) ct. 458 TII1 2019 yuera
05-33 Kypuan (Kuura ) npoBepoK COCTOSIHHSI BOMHCKOT'O ydeTa 5 ner
OpOHUPOBAHUS TPAXKJIaH, MPEOBIBAIOIINX B 3a1Iace cT. 459 TI1 2019
05-34 | XKypnan yuyeta Iull, MOJUICKAIIUX BOUHCKOMY y4ET > aer
P i 1 o Hl y yaery . «e»ct. 463 TI1 2019
0535 |3 6 6 1 Ton
asBKY O IOTPEOHOCTH B MPUBJICUCHUH MHOCTPAHHBIX PAOOTHUKOB or. 377 TIT 2019
05-36 3asiBeHus paOOTHUKOB O BbIIaye TOKYMEHTOB, CBS3aHHBIX C pPabOTOH, U 1 ron
X KOIUM cT. 451 TIT 2019
05-37 |<.>
06. Byxraiarepckuii yueT ¥ T4YeTHOCTh
06-01 |Ilonoxenne 06 oruraTe Tpyaa U MPEMHUPOBAHUN PAOOTHUKOB Hocrosrro Hocre samerer
pyA PEMHD P . «a»ct. 294TII 2019 HOBBIMH
06-02 |T'omoBoii ruiaH (PMHAHCOBO-XO035MCTBEHHON JAEATEIbHOCTH Hoctoso
A A . «anct. 247 TI1 2019
06-03 OT4YeT BIOBHITIOTHCHUHUILIAHOBPHUHAHCOBO- [TocTostHHO

XO3ﬂﬁCTBCHH0171JICHTCJ'IBHOCTI/IOpPaHI/ISaL[I/II/I. T'omoBrie

. «anct. 272 TI1 2019




06-04 OTueT BIOBBINOIHEHUUITIAHOB()UHAHCOBO- 5 ner
XO03SIMCTBEHHOMAEATeIbHOCTHOpranu3au. KpapraibHbie . «o»cer. 272 TI1 2019
06-05 JlokyMeHTBI 0 poBepkax (AKTHI , CIPABKH, MEPENUCKa) PUHAHCOBO- 5 et
XO3AHCTBEHHOU NEITEIHLHOCTH cT. 282 TI1 2019
06-06 |T'omomas Oyxranrepckas OTYETHOCTD Ilocrosmaro
a yxrairep cr. 268 TIT 2019
5 net
06-07 I'omoBas OroKEeTHASE OTYETHOCTD
A A . «a»ct. 269 TII1 2019
06-08 |IIpomexxyTouHbIe OyXTranTEepCKUE OTYEThI > uer Hpu orcyreraun
p T yX P . «o»cr. 269 TI1 2019 TOIOBBIX—IIOCTOSIHHO
Jlist roioBoit
5 jer Oyxraiarepckoi
06-09 AVIUTOPCKHUE 3aKIIFOYEHUS 10 OYXTAITEPCKON OTYETHOCTHU
YIUITOP yxrairep cr. 286 TIT1 2019 OT4eTHOCTH -
[IOCTOSIHHO
06-10 I'ooBbIe 1 KBapTaIbHBIE PACUYETHI II0 CTPAXOBBIM B3HOCAM 50/75 ner?
p p p cr. 308 TIT 2019
50/75 et DIIK®
06-11 JInneBkle cueta paOOTHUKOB
ICBLIC CYETa PAOOTHHKO cT. 296 TIT 2019
o IIpu oTcyrcTBHH
06-12 JIOKyMEeHTBI 0 TOTy4YeHHUH 3apa00THOI MIaThl (CBOJIHBIE pacueTHBIC 6 ner I I/II) CBLIXyZ‘-ICTOB i
(pacueTHO-TIATEKHBIC) BEIOMOCTH, PACYETHBIC JIUCTHI, IOBEPEHHOCTH ) cT. 295 TI1 2019 s 0/117 s eT
JIoKyMeHTBI (KOTHH OTYETOB, 3asBJICHHUS, CIUCKHA PAOOTHHKOB ,
06-13 CIIPABKH, BBIITACKH U3 MPOTOKOJIOB, 3aKIIFOUCHHUS, ITEPEIHCKA) O BBIILJIATE 5 et
MOCcOOUi, OmIaTe INCTKOB HETPYAOCTIOCOOHOCTH, MaTEPHAILHOM cT. 298 TI1 2019
[IOMOILIHA
5 et ITpu oTcyTcTBHUM
06-14 CrpaBk# 0 10X07ax U CyMMax Hajora (U3NYECKUX JTUI] p yT

ct. 312 TII 2019

JJUIEBBIX CYCTOB HUJIU




BEJIOMOCTEN

HAUYMCIICHUS
3apabOTHOM IIaThI—
50/75 ner
06-15 |HcnomHuUTENbHBIC TUCTHI IO YICPKAHUIO U3 3apab0THOM TUIATHI > aet ITocne ncnosnHeHus
cT. 299 TII 2019
[Ipu TsKENBIX,
5 ner BpPEIHBIX U OMACHBIX
06-16 | TabGenu u >xypHasIbl yueTa pabo4yero BpeMeHH
yp yaerap p ct. 402 TII 2019 YCIIOBUSIX TpyAa—
50/75 ner
06-17 | HamoroBsle aekiapaluu (pacdeThl) IO BCEM BHJIaM HAJIOTOB 5 nier SIIK
Ackitapart (p A cr. 310 T 2019
06-18 | loxymeHTHI 00 MHBEHTapU3allUU AaKTHBOB > st
ct. 321 TII 2019
5 et [Ipn ycioBun
06-19 OKYMEHTBI 00 MHBEHTapU3allMi TOBAPHO-MaTEePHAIBLHBIX [IEHHOCTEH MIPOBEICHUS
Hoxy prsatt P P H cr. 321 TI1 2019 POBCA
IPOBEPKHU
ITocne BRIOBITHS
06-20 JIOKyMEHTBI 0 TIepEOlIeHKE OCHOBHBIX (POHIOB, OMPEIEIICHUN 5 ner OCHOBHBIX CPEJICTB U
aMOPTHU3allMd OCHOBHBIX CPEJCTB, OLIEHKE CTOMMOCTH UMYILIECTBA ct. 323 TIT1 2019 HEeMaTepHUaIbHBIX
AKTHUBOB
5 et [Tocne yBonbHEHUS
06-21 OTOBOPBI O MaTepUabHON OTBETCTBEHHOCTH MaTepHualbHO-
Jlororop P er. 279 TI1 2019 P
OTBETCTBEHHOT'O JIUIIA
J1oroBOpPBI TPaXkIaHCKO-TIPABOBOTO XapaKTepa O BBHITOJIHEHUH padoT, 50/75 ner®
06-22 |okazaHuM yciyr (U3NYECKUMU JIMLIAMH, AKTBI CIaYU-TIPUEMKH
ct. 301 TII 2019
BBITIOJTHEHHBIX pa00T, OKa3aHHBIX YCIIYT
06-23 | JloroBopsbI ¢ poauTeNnsiMu (3aKOHHBIMH MPEACTABUTEIISIMH ) 5 net JIIK [Tocne ucreuenus




cr. 11 TIT2019

CpOKa JIEUCTBUSA
JIOTOBOpPA

06-24 | JlokyMEHTBI y4ETHOU MOJTUTUKU > st Hocze samerer
Y i cT. 267 TI1 2019 HOBBIMU
[Ipu ycnoBuu
[TepBuuHbIie yueTHbIC [JOKyMEHTHI U CBSI3aHHBIC C HUMH IPOBEIICHUS
onpasaatensubie JJokymMeHTsl (kaccoBbie JIOKYMEHTHI U KHUTH, MPOBEPKU; MIPH
06-25 OankoBCKHE JJOKYMEHTBI, KOPEIIKHU JICHESKHBIX YCKOBBIX KHIKEK, 5 ner BO3HUKHOBEHUU
opJiepa, Tabeiu, u3BelleHus 0aHKOB M MIEPEBOIHbIC TPEOOBAHUS, aKTHI O ct. 277 TIT1 2019 CIIOpPOB, pa3HOIJIaCUi
preMe, C/1aue U CIIMCAaHUU UMYIIECTBA M MaTEPHAIIOB, KBUTAHITUH, COXPAHSIFOTCS JI0
HAKJIa/IHbIE, AaBAHCOBBIE OTYETHI, IIEPETIHCKA) OPUHSITUS PEIICHUS
o JIeny
06-26 [TepeueHs U1l UMEIOMIMX MPABO MOIMUCH MEPBUYHBIX YUETHBIX 5 ner [Tocne 3ameHBI
JIOKYMEHTOB ct. 280 TIT 2019 HOBBIMH
06-27 | JlokyMeHTHI O B3aMMHBIX pacueTax | rnepepacyerax > zIeT Hocre nposenenus
y p pep cT. 264 TII 2019 B3auMopacuera
06-28 |KHura yuyera qoBepeHHOCTEH > set
. «o»eT. 292 TIT 2019
06-29 | Cuera-daxTypsl S zet
ct. 317 TIT 2019
Jlo MMKBUAALTUN
06-30 | XXypHas yueTa OCHOBHBIX CPEJCTB OpTaHHU3aIUN
. «a»ct. 329 TI1 2019
06-31 | XypHais yuera MaTepUaIbHBIX [ICHHOCTEH W WHOTO UMYIIIECTBA > zer
. «O»cT. 329 TI1 2019
5 et [Tocne ciucanust
06-32 | KHura ydera mpHXOJHO-PACXOIHBIX MaTEPHAIIOB, 000Dy IOBaHHS MaTepHUATHHBIX

cT. 526 TI1 2019

LEHHOCTEN




IlocTostHHO

06-33 | IlomoskeHHE O 3aKyIKE TOBAPOB, paboT, yCIyT or. 217 TI1 2019
3 rona
06-34 |Ilman-rpaduk 3aKymnox or. 218 TI1 2019
3 roma
06-35 | loKyMEHTHI IO 3aKyIIKaM or. 219-223 TII 2019
I1
06-36 | MyHUIIUTIAIBHBIE KOHTPAKTHI 5 nier SIIK cp(z)clfae ;Iecff::;;ﬁnﬂ
cr. 224 TI1 2019
KOHTpPAaKTa
06-37 |Ilepemnucka 1o OCYIIECTBICHHIO 3aKYIIOK JIUISl HYKJI OpTraHH3aI[uH 3 rona
cr. 229 TI1 2019
0638 |K 3 rona
ypHAJI PETUCTPALIMU 3asIBOK Ha y4acTHe B 3aKyIKax or. 227 TIT 2019
06-39 |Ilepenucka 1o BompocaM OKa3aHHs IUIATHBIX YCIIYT S zier STIK
cT. 290 TII 2019
JIOKYMEHTBI 0 MOCTaBKE MaTEpUaIoB (ChIpbs), 000PYI0BaHUS U IPYron 3 rona
06-40
MPOAYKLUH ct. 511 TIT 2019
[Tpuemo-caTouHble aKThI , COCTaBJIEHHBIE IIPU CMEHE JIOJIKHOCTHBIX, 15 net
06-41
OTBETCTBEHHBIX, MATEPUATBHO-OTBETCTBEHHBIX JIUII ct. 44 TI1 2019
06-42 |<.>

07. bubdauorexka

[TocrossHHO
07-01 |Ilonoxenue o OMOIHOTEKE 1. «arcr. 33 TI 2019
. ITocTostHHO
07-02 |MuBeHTapHas KHUTA , aJIpaBUTHBIN KaTanor or. 330 TI1 2019
07-03 | JlokyMeHTHI yueTa MaTEepHaJIOB CIIPAaBOYHO-UH(POPMAIIMOHHOTO (HOHA, Jlo nukBUgAIIAN




OnOINOTEKH ouoIIMOTEKHU
ct. 366 TI1 2019
) . 5 ner Iocne cnexyromei
07-04 AKTBI CTIUCAHUS] KHUTY TIEPUOJIMYECKUX U3IaHUM or. 365 TII 2019 —
07-05 JIOKyMEHTBI O OJATOTOBKE M MPOBEACHUHN BBICTABOK, IPMapOK, 5 et OIIK
MIPE3CHTALNM cr. 368 TI1 2019
07-06 <.>
08. Apxus
o IlocTostHHO
08-01 [Tonmosxxenne 00 apxuBe, 00 IKCIIEPTHOU KOMUCCHU . «@wer. 33 TI 2019
ITocTostHHO
08-02 | YueTrHble JOKYMEHTHI apXUBa or. 171 TIT 2019
H _
08-03 Onucu J1e1 NOCTOSSHHOTO XPaHEHU S Hocrosmmno ﬂgyﬁzi%i(:gs: o
. «a»ct. 172 TI1 2019
HaxoOHOCTH
HeyrBepxnennsie,
08-04 Ornucu J1e MOJIMYHOMY COCTaBY 50/75 ner HCCOTIACOBAHHBIC -
. «O»ct. 172 TI1 2019 Jo MuHOBaHUS
HaJ00HOCTH
) 3 roma [Tocne yHnuTo)XKEHUA
08-05 | Omnwucwu nen BpemenHoro (cBeime 10 jieT) XpaHeHHS 1 «@wer. 172 TIT 2019 e
ITocne Bo3BpaieHus
JIOKYMEHTOB. J1Jist
08-06 |JloxyMeHTHI yueTa BBIIAUHICN, JOKYMECHTOBBOBPEMEHHOCIIOIb30BAHKE 3 rona AKTOB BRIAATH JIC]1 BO
’ ct. 175 TI1 2019 BPEMEHHOE
MOJIb30BaHUE IPYTUM
OPraHU3aLUsAM - 5 JIET




3 roma

[Tocne Bo3BpameHus
JTIOKYMEHTOB. [Ipu
HEBO3BpAIllCHUU -

08-07 OKYMEHTBI BEIEMKH JI€N, JOKYMEHTOB
Hoxy ACIL, JI0KY ct. 176 TI1 2019 [IpoToKombl , AKTHI
BKJIIOYAIOTCS B IEJIO
dboHa - TOCTOSIHHO
08-08 Konuu apXuBHBIX CIIPaBOK, BBIIAHHBIC 10 3aIIpOCaM IPaKIaH, 5 ner DIIK
JlokyMeHTBI K HUM (3asIBIICHUS, 3aPOCHI, CIIPABKH, MIEPETHCKa) ct. 178 TIT 2019
Kypnansl, 6a3bl JAHHBIX yueTa BbIIAYH apXUBHBIX CIIPABOK, KOTIHIA, 5 ner
08-09
BBIIMKCOK U3 IOKYMEHTOB cr. 177 TI1 2019
JloroBOpHI (COTIIANICHNS ) C APXUBHBIMH YIPEKICHUSIMH, 5 et DIIK ITocie ucreuenus
08-10 |uHBIMHOpPraHU3AUSIMUOB3aUMOICHCTBUUUCOTPYIHUYECTBEBC(EepeapXrB cr. 179 TII 2019 CpOKa JICUCTBUS
HOT0JICTIaNICTIONPOU3BOJICTBA ’ JIOTOBOpa
08-11 <..>
09. MennuuHCKOe 00CTy:KHBaHHE
09-01 |ITomoxkeHne 0 METUIIMHCKOM OJIOKE Mocrosmro®
a . «a»ct. 33 TIT 2019
09-02 MenunuHckre KapThl 00y4aromuXxcs > JIet
ct. 441 TIMII
3aKIIOYNTENbHBIE
aKTBI MEIULIMHCKUX
OCMOTpPOB
pabOTHHKOB,
09-03 | JlokyMEeHTBI O MEAUIIMHCKUX OCMOTpax 3 rona BBIMTOJTHSAFOIIINX
ct. 635 TII 2019
paboThI C BPETHBIMH,
OIIaCHBIMU
YCIOBUSMUTPYAA—

50/75 ner




I[OFOBOpO(bHHaHCOBOMO660He‘leHI/II/IO6${33T€J'IBHOFOMGI[I/IHI/IHCKOFOCTan

5 et

Ilocne ucreuenus

09-04 OBaHUsA cr. 627 TI1 2019 CpoKa ACHCTBI
JI0TOBOpa
09-05 |11 e 6 > JeT
OKYMEHTBI O MEITMIITHCKOM OOCITy>KUBAaHUU or. 369 TIMII
09-06 |<..>
10. IInmeda0x
[TocrosHHO
10-01 [Tonoxxenue 00 opraHU3alMK MUTAHUS O0YUYAIOITNXCS IKOJIbI I «ancr. 33 TII 2019
. [TocTositHHO
10-02 |Ilonoxenue o Opakepa)kHOH KOMUCCHH LIKOJIBI 1. «arct. 33 TI 2019
10-03 | Otuersl, nH(GOpPMAIHH, CTIPABKU 00 OpraHU3aIUN TTHTAHUS I ron
’ ’ ct. 362 TIMII
10-04 | YTBepkJIeHHbIE HOPMBI MUTAHUS JJIS IIKOJIBHUKOB (MEHIO) JSH
ct. 839 IIMII
10-05 JlokyMeHThl (cepTuduKkarbl, AKTHI , peKJIaMaliu, 3aKII0UYEHNUs, 5 ner
CIIPaBKH) O KaYECTBE ChIPbsI ct. 513 TIT1 2019
10-06 | HaxomuTenpHast BETOMOCTB IO PAcX0y MPOIYKTOB MUTAHUS > JIer
cr. 276 TI1 2019
AKTBI IO Opakepaxy, OpakoOBOUHbIE U3BEIICHUS, Je(PEKTHbIE BEIOMOCTH 3 roma
10-07
U TIEPEIMCKa O BBIOPAKOBKE MPOAYKIIUU ct. 787 IIMII
o 3 roma
10-08 | XXypHan mocTaBKH MUIIEBOH MPOAYKITUH or. 787 TI1 2019
10-09 KoMmmiekToBOYHBIE BETOMOCTH 1 ron

ct. 512 TI1 2019




JlokyMeHTBI (pacropspKeHHsl, TpeOOBaHUs, HaKJIaHbIe) 00 OTITyCKe 5 ner
10-10
TOBApPOB CO CKJIAJ0B U OTIPY3KE MPOTYKIINH ct. 518 TIT 2019
o 1 ron
10-11 | XKypHuans! Opakepaka NUIIEBBIX MPOTYKTOB M KYJIHHAPHOHN MPOIYKIUN or. 967 [IMII
10-12 KypHan yuera TeMIepaTypHOro pexuma B X0JIOAUIBHOM 1 ron
o0opynoBaHuu (Ha MUIIeOI0Ke) cT. 967 IIMII
10-13 | XK 6 ! roz
ypHaJI TPOBEACHUS BUTAMUHHU3AIIUN TPETHUX U CIAJKUX OJIF0]T or. 967 [IMII
10-14 | TexHonOTHYECKHE KAPTHI J10 3aMeHbI HOBBIMH [lepexoasiue ¢ 2019
roja
10-15 | I'mruenudeckuii >xypHall (COTPYIHHKH) | ron
cT. 967 IIMII
10-16 | XKypnan yuyeTa TeMIiepaTypbl U BIaKHOCTU B CKIAJCKUX MMOMEIICHUIX 1 ron
ypHaJI ydera TeMIepaTyp ocC CKJIaJIC oMele or. 967 TIMII
10-17 |<.>
11. be3onacHocTb
5 ner [Tocne akTyanusanuu
11-01 |ITacmopt 6e30MacHOCTH IIKOJIbI or. 594 TI1 2019 nacriopra
ITocne ucreuenus
CpOKa JICUCTBUSA
i 5 ner JI0TOBOpA; 1MOCe
11-02 | loroBopsI Ha OKa3aHHE OXPAHHBIX YCIYT or. 580 TII 2019 HpeKpaIeHs
00513aTeNBCTB TIO
JIOTOBOPY
11-03 | JoxymenTsl (I[IpoTOKONBI , AKTBI , CIIPABKH, CBEJICHUS, JTOKJI THBIC, 5 ner DIIK




CITy’)keOHBIC 3aMKCKH, MIEPEMICKA) O PACCICIOBAHUN YPE3BBIYAHBIX
MPOUCHIECTBUH MPU OXPAHE 3/ITaHUI

cr. 587 TI1 2019

Kuuru perucrpanun (yuera BbIJaum) yAOCTOBEPEHHM, IPOITYCKOB,

3 roma

11-04 UIEeHTU(DUKAITMOHHBIX KapT ct. 589 TII 2019
11-05 Pa3oBble npomycka, KOPELIKH MPOIyCKOB B CIIy:K€OHbIE 3/1aHUS U Ha 1 roxn
BBIHOC MaTepUaIbHBIX LIECHHOCTEH ct. 591 TII 2019
11-06 JloKkyMeHTHI (3asiBKH, IEPENNCKA) O IOMYCKe B CIyKeOHbIe TOMEIIEHUS 1 rox
B Hepabouee BpeMsi U BBIXOJIHBIC THU cT. 592 TI1 2019
11-07 JIOKYMEHTBI O MOBBIIIEHUH aHTUTEPPOPUCTUUECKON 3aIMILIEHHOCTH 5 ner DIIK
OpraHu3aIuu cT. 595 TI1 2019
11-08 | XKypHaibl HHCTPYKTaXKa M0 aHTUTEPPOPHUCTUIECKOH 3aIUIIIEHHOCTH 3 rona
ct. 598 TII 2019
. 3 rona
11-09 | KypHan BBOAHOTO MHCTPYKTaXka 10 Tpa’kAaHCKOM 000poHe or. 608 TIT 2019
11-10 JKypHaur yueta HHCTpyKTa)ka 110 I€UCTBUSM B UPE3BbIYATHBIX 3 roxa
CUTYalHSIX ct. 608 TII 2019
11-11 | IInanbl —CX€MBbI 3BaKyallUU U3 3/1aHUS P YPE3BBIYAIHBIX CUTYaIUSIX J10 3aMEHEI HOBBIMH
yat A PIHP yatt ct. 606 TIT 2019
5 ner OIIK
11-12 | JoxkymeHTHI 00 00ecreYeHuH MPOTUBOIIOKAPHOTO PEKUMA cr. 611 TI1 2019
JlokyMeHTBI 00 obecriedeHIN BHYTPUOOBEKTOBOTO U MPOITYCKHOTO 5 ner DIIK
11-13
PEXKNUMOB ct. 611 TITI 2019
o o 3 roma
11-14 | XKypHanisl yyeTra HHCTPYKTaXXel 10 MoKapHOW 6€30MaCHOCTH or. 613 TI1 2019
11-15 [1naHe! 1EeHCTBHM MO MPEAYNPEXKICHHUIO U JIMKBHUIALUNA YPE3BbIYaTHBIX 5 ner [Tocne 3amensl

CUTyalHi

ct. 603 TII 2019

HOBBIMHU




11-16 [Topsimok 00y4YeHUS JIUI, OCYIIECTRISIFOIINX TPYAOBYIO WIH CITYKEOHYIO ITocrostuHO
JIeATEeTLHOCTh, MEPAM MOYKapHOU 0€30MMacHOCTH o. «a»ct. 8 TI1 2019
11-17 <.>
12. Oxpana Tpyaa
45 ner [IpuBpenubIXHONIACH
12-01 OTuer no crenuanbHON OLIEHKE YCIOBUHM TPyAa U JOKYMEHTBI K HEMY or. 407 TII 2019 BIXYCIOBUSXTPYIa—
’ 50/75 ner
12-02 | IlonoxeHnue o ciyx0e OXpaHbl Tpyaa I «ai(;cgo;l;l;fz 019
12-03 [Tnan paboTHI CITyKOBI OXpAHBI TPy or SZSSTT?TH;BI 9
12-04 | HCTpYKIIUH 1O OXpaHe Tpyaa . «alggTCTgﬂflgoz 019
5 et SIIK ITocne ucreuenus
12-05 CornanieHue 1Mo oxpaHe Tpyjia ¥ JOKYMEHTBI K HeMy or. 11 TI2019 CpOKa JIeHCTBHUS
' COTJIaIIECHUS
["onoBbIE cTaTUCTHYECKHE CBEIEHUSI 00pa30BaTeNbHOM OpraHu3aluy o MocTosHHo
12-06 TpaBMaTuU3Me Ha IPOU3BOJICTBE U MPOodhecCuOHATbHBIX 3a00aeBaHusIX (. 1 «ancr. 335 TII 2019
7—TpaBMaTU3M) ) )
CBs13aHHEIE C
KPYITHBIM
45 et MaTepUaTbHBIM
12-07 | JoxymenTbl (AKThI, [IpOTOKOJIBI , 3aKTFOUCHUS) O HECUACTHBIX CITyYasx yiepooM u
or. 425 T 2019 qeJIOBEUECKUMHA
KEepTBAMU—
[MOCTOSHHO
12-08 | XKypuan (Kuwra ) perucrpanuu HECYaCTHBIX CIydacB 45 et




cT. 424 TII1 2019

12-09 KHuru yuera mHCTpyKTaxei 1o oxpane Tpyaa (BBOAHOTO, Ha paboyeM 45 ner
MecTe, IIEJIEBOTO) . «a»ct. 423 TI1 2019
Kypuan (Kuura) yuera npoduiaakTuaeckux padboT o oxpaHe Tpyaa, 5 ner
12-10 o
MIPOBEPKH 3HAHUH 10 OXpaHe Tpyaa . «O»cT. 423 TIT 2019
JlokyMeHThI (CrpaBKH, IPEAIOKEHUsI, 000CHOBAHUS, IEPEIUCKA) O 5 ner
12-11
COCTOSTHUM M ME€pax Mo YJIYUYIICHUIO OXPaHbl TPyJa ct. 409 TIIT 2019
. [TocrossHHO
12-12 | Ilopsaok yuera MUKPOIIOBPEKICHHUH (MUKPOTPAaBM) paOOTHUKOB 1. «anct. 8 TII 2019
[Tonoxenue o mopsiike 00ydeHHsI 10 OXpaHe TPy/la ¥ MPOBEPKH 3HAHUS [TocTostHHO
12-14 N
TpeOOoBaHUIl OXpaHbI Tpya . «a»ct. 8 TIT 2019
12-13 | IlpaBmia o oxpaHe Tpyaa Hocrosiino

o. «ayct. 8 TI1 2019

12-14

<...>




Jluct o3nakomieHus ¢ MHcTpykumenl mo BeIeHHIO AEIOBOM JokyMeHTanuu B MBOY
«Ma3zaHckas IKoJja

1. / / « » 20 T
2. / / « » 20 T
3. / / « » 20 T
4, / / « » 20 T
5. / / « » 20 1
6. / / « » 20 T
7. / / « » 20 T
8. / / « » 20 T
9. / / « » 20 r
10. / / « » 20 T
11. / / « » 20 T
12. / / « » 20 T
13. / / « » 20 T
14. / / « » 20 T
15. / / « » 20 T
16. / / « » 20 T
17. / / « » 20 T
18. / / « » 20 T
19. / / « » 20 T
20. / / « » 20 T
21. / / « » 20 T
22. / / « » 20 T
23. / [ « » 20 1
24. / / « » 20 T
25. / / « » 20 T
26. / / « » 20 T
27. / / « » 20 T
28. / / « » 20 T
29. / / « » 20 T
30. / / « » 20 r
31. / / « » 20 T
32. / / « » 20 T
33. / / « » 20 T
34. / / « » 20 r
35. / / « » 20 T
36. / / « » 20 T
37. / / « » 20 T
38. / / « » 20 T
39. / / « » 20 T
40. / / « » 20 T
41. / / « » 20 T
42. / / « » 20 T
43. / / « » 20 T
44, / / « » 20 T
45, / / « » 20 T
46. / / « » 20 T
47, / / « » 20 T
48. / [ « » 20 T
49, / / « » 20 T
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50. / / « » 20
51. / / « » 20
52. / / « » 20
53. / / « » 20
54, / / « » 20
55. / / « » 20
56. / / « » 20
57. / / « » 20
58. / / « » 20
59. / / « » 20
60. / / « » 20
61. / / « » 20
62. / / « » 20
63. / / « » 20
64. / / « » 20
65. / / « » 20
66. / / « » 20
67. / / « » 20
68. / / « » 20
69. / / « » 20
70. / / « » 20
71. / / « » 20
72. / / « » 20
73. / / « » 20
74. / / « » 20
75. / / « » 20
76. / / « » 20
17. / / « » 20
78. / / « » 20
79. / / « » 20
80. / / « » 20
81. / / « » 20
82. / / « » 20
83. / / « » 20
84. / / « » 20
85. / / « » 20
86. / / « » 20
87. / / « » 20
88. / / « » 20
89. / / « » 20
90. / / « » 20
91. / / « » 20
92. / / « » 20
93. / / « » 20
94. / / « » 20
95. / / « » 20
96. / / « » 20
97. / / « » 20
98. / / « » 20
99. / / « » 20
100. / « » 20




