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IMOJIO’KEHHUE
10 BEJEHUIO 1e10BOI JOKYMEHTAUU
MyHUUHMIIAJBHOTO OIOAKETHOI0 JOIIKOJbHOI0 00Pa30BaTeILHOI0 yUpe:KIeHUus
nerckuii can «Pagyra» nrr. 3ys beaoropckoro paiiona Pecny6aunku Kpbim

1.0OBIUE MMOJIOKEHU S
1.1.Hacrosimiee TMOJIOKEHUE TI0 BEJCHUIO JEJIOBOM jJokymeHTaruu (ganee-llonoxenue)
paspaborano i MyHHIUITAIBLHOTO  OFOPKETHOTO  JIOMIKOJIBLHOTO  00pa3oBaTEIIbHOTO
yupexaenus aerckuit can «Pagyra» nrr. 3ys benoropckoro paitona Pecniyonuku Kpeim (manee-
VYupexaeHus).
1.2.IlonoxeHne ycTaHAaBIMBAET €AMHYIO CUCTEMY AEJIOMPOU3BOJICTBA B YUPEKACHUH, TTOPSIOK
MOJICOTOBKH, O(opmieHus, TpoxoxkaeHus. KOHTpoIIsI 3a WCIIOTHEHHUEM, YYETOM, XPaHEHUEM,
neyaTaHueM, KOMMUPOBAHUEM U THPAKUPOBAHUEM CITY’KEOHBIX TOKYMEHTOB.
1.3.TTonoxxenue pa3paboTaHO B COOTBETCTBUHU C HOPMATUBHBIMH JOKYMEHTAMU:

- ®DenepanpHbIid 3aK0H OT 29.12.2012 Ne 273-D3 «O6 obpazoBannu B Poccuiickoit
Denepanumn»;
- ®enepanpHblil 3ak0H oT 27.07.2006 Ne 152-®3 «O nepcoHalbHBIX JaHHBIX);

- 3akon Pecrryonuku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «O6 o6pazoBaHuy B
Pecnyonuke Kpbim»;

- npuka3 denepadbHOTO AareHTCTBa IO TEXHUYECKOMY PEryJIupOBaHUIO U
MeTpoJIoTuM MUHHCTEPCTBA NPOMBIINUIEHHOCTH U TOproBiau Poccuiickoit dexepannu ot
08.12.2016 Ne 2004-ct «0OO0 yTBEepXKICHUHM HAIMOHAIBHOTO CcTaHjapTa Poccwuiickoi
denepanumn;

- npuka3 denepadbHOTO areHTCTBa 110 TEXHUYECKOMY pPEryJupOBaHUIO U
MeTpoJioTuM MUHHCTEPCTBA NPOMBIINUIEHHOCTH M ToproBiau Poccuiickoit dexepannu ot
14.05.2018 Ne 244-ct «O0 yTBep>KICHUH HU3MEHECHUS K
HaMOHAJIBHOMY cTaHaapTy Poccuiickoit @enepanun»;

- npuka3z PenepanbHOro apxuBHoro areHrctBa oT 20.12.2019 r. Ne 236 «OO0
yTBepKIeHUH [lepeyHss THMOBBIX YIPABICHYECKUX APXMUBHBIX JIOKYMEHTOB, OOpa3ylomMXcs B
Mporecce AEATEIbHOCTH TOCY/IapCTBEHHBIX OpPTraHOB, OPraHOB MECTHOI'O CaMOYIIPaBICHUS U
OopraHM3alui, C yKa3aHUEM CPOKOB UX XpPaHECHUSI»;

- npuka3 Munuctepctsa npocsemieHuss CCCP ot 30.12.1980 N 176 «O
BBECHUM B JnelcTtBue llepeuHs [OOKYMEHTOB CO CpOKaMy XpaHEHUs1 MuHHCTEpCTBa
npocsenieHuss CCCP, opranoB, yupexJI€HUN, OpraHUu3aluii CUCTEMBI IPOCBEIICHUS.

1.4 OTBETCTBEHHOCTH 32 OpPTaHU3AIUIO U COCTOSIHHE IEIONPOU3BOJICTBA B YUPEKICHUHU HECET
3aBEAYIOLINNA, KOTOPBIH:
- pa3pabartbiBaeT U yrBepxkaaeT MHCTpYKIUIO 110 AEI0NPOU3BOACTBY U HOMEHKIATYPY A€l
VYupexaeHus,
- KOHTPOJIMPYET COOOeHUEe TPeOOBaHUI yTBEPKICHHON B YupexkaeHun MHCTpyKIUK 1o
BEJICHUIO JIEJIOBOM JOKYMEHTAIIUH;
- IPOBOJUT HPOBEPKY COCTOSHUS IEIONPOU3BOIACTBA;



- o0ecreunBaeT METOIUYECKOE PYKOBOJICTBO, MHCTPYKTAX M KOHTPOJb 3a COONIOJIEHHEM
YCTaHOBJIEHHOT'O TIOpsJIKa pabOThI C TOKYMEHTAMU;

- MHUIIMUPYET MOBBIIIEHUE KBaTU(PUKAIUU PAOOTHUKOB 110 BOIIPOCAM JIEIONPOU3BOICTBA;

- YIO0CTOBEPSET NOJAMUCHIO U MEYAThIO JOKYMEHTHI.
1.5.HenocpeACTBEHHO BEJET JIENONPOU3BOJCTBO B YUPEXKICHUH JICIONPOU3BOIUTENb, KOTOPBIN
Ha3HAYaeTCs MPUKa30M 3aBEIYIOIIETO Y UPexKACHHUS.
1.6./leonpon3BoaUTENb B COOTBETCTBUH C BO3JI0)KEHHBIMU Ha HETO 3a/la4aMU:

- OCYIIECTBIISIET PETUCTPALIMIO U YUET JOKYMEHTOB;

- OpraHu3yeT JOKYMEHTO000pOT, (popMUpOBaHUE JEI, X XPAaHEHUE,

- OCYILIECTBIISET TEKYIUI KOHTPOJIb 32 CBOEBPEMEHHBIM PACCMOTPEHUEM U MPOXOKIACHUEM
JOKYMEHTOB Y UpEKICHUMU,;

- obecreuynBaeT COOJIIOJICHWE €IWHBIX TPEOOBaHWI TIO TMOATOTOBKE JIOKYMEHTOB |
opranu3anuy paboThl ¢ HUMH B YCJIOBUSX JEKTPOHHOTO JOKYMEHTOO00POTa;

- 0000maeT nHpopmaIuo 00 oobeMax T0KyMEHTO000POTa;

- opraHusyer (opMHpOBaHHE U XpaHEHHE JOKYMEHTAIlMOHHOTO (oHIa ©  ero
WCIIOJIb30BaHMUE.
1.7.Yupexxnenue BIpaBe NPUMEHATh B CBOEH JEATEIbHOCTH 3JEKTPOHHBIH JOKYMEHTOOOOPOT,
KOTOpBII MpeaycMaTpUBaeT CO3/aHue, MOJANUCAHUE, UCTIONB30BAaHUE U XpaHEHUE JOKYMEHTOB,
CBSI3aHHBIX C JIEATEIIHOCTBIO YUPEXKICHHS, B JJICKTPOHHOM BHJe 0e3 ay0nupoBaHus Ha
OyMaXHOM HOCHTEJIE.
1.8.Bcs nmenoBas JOKyMEHTAalMs XpAaHUTCA B CHEIHAIbHO OOOPYIOBaHHBIX IMOMEUICHHUSX,
mkadgax wuam ceiidax ¢ cobmoneHnneM TpeboBaHuii dDenepasbHOr0 3akoHa Poccuiickoi
®enepanun ot 27.07.2006 Ne 152-03 «O nepcoHaNbHBIX JaHHBIX).
1.9.PaGoTath ¢ JOKyMEHTaMH BHE CTYKEOHBIX MTOMEIICHUN 3aMpeIiaeTcs.
1.10.OTBETCTBEHHOCTh 32 OPTraHM3AIIMIO JEJIOMPOU3BOACTBA, CBOEBPEMEHHOE U KAaYECTBEHHOE
WCTIOJIHEHUE JTOKYMEHTOB, UX COXPAHHOCTh OCYIIECTBISET JEIOMPOU3BOIUTEND YUpPEKICHUS,
KOTOpBIM JOJDKEH oOecreunBaTh MPaBWIbHOE M pAalMOHAJIbHOE HCIOJIb30BAaHUE CPEICTB
OpPITEXHUKHU, PaCX0JI0BaHUE CIYKEOHBIX OJIaHKOB Oymaru.
1.11.lenonpon3BoauTesls YUpeKACHHsT 00ECIeunBaeT y4eT M IPOXOXKICHUE JTOKYMEHTOB B
YCTaHOBJICHHbIE CPOKH, WHGOPMHUPYET 3aBEAYIOIIETO O COCTOSHUUM HMX HCIIOJIHEHUS,
OCYIIECTBIISIET O3HAKOMJICHHE COTPYJHUKOB C HOPMATHBHO-TIPAaBOBBIMH JOKYMEHTaMH U
JIOKAJIbHBIMH aKTaMH IO YKa3aHHIO 3aBEIYIOIIETO.
1.12.Jlemonpon3BOANTENb YUPEKIACHUS HECET OTBETCTBEHHOCTH 3a BBIMIOJIHEHHE TPEOOBaHUI
[lonoxenus, 3a COXpAaHHOCTb HAXOAIIMXCA y HEro ciayxeOHbIX JokymMeHToB. OO yTpare
JIOKYMEHTOB HEMEJUIEHHO JOKJIAJbIBAIOT 3aBeAyrouiemMy YupexiaeHus. [lepenaua 1OKyMEHTOB,
WX Komuil pabOTHUKAa CTOPOHHUX OpraHM3allMii JOIMyCKaeTcsl TONBKO C pa3pelieHus
3aBeAYIOLIETO.
1.13.Ilpu yxoae AeIONpOU3BOAUTENS B OTIMYCK, YOBITUM B KOMAaHIUPOBKY HIJIU OTCYTCTBHH IO
WHBIM TPUYMHAM HMEIOIIMECS Y HEro JOKYMEHTHI M0 YKa3aHHMIO 3aBEIYIOIIEro YUpeKIeHHs
nepenawTcs pabOTHHUKY, HA3HAUYEHHOMY MPUKA30M 3aBEIYIOIIEro, KOTOPHIH 00s3aH MPUHSTH
MephbI K UX CBOEBPEMEHHOMY HUCIIOJIHEHUIO.
1.14.1Tpu yBOIPHEHUH WU TEPEMEUICHUH JIEJIOMPOU3BOIUTENS MPOU3BOAUTCS Tepenada el u
JOKYMEHTOB, O Ye€M COCTaBIII€TCA MPUEMO-CAATOYHBIA aKT, KOTOPBIM yTBep)KIaercs
3aBEYIOIIMUM Y UPEXKICHUS.
1.15.Beaenue nepenucku OT UMEHU YUPEKACHUS C APYTMMHU OPraHU3alMUsIMHU OCYIIECTBIISIETCS
3aBEAYIOMIMM Y UPEIKACHHSI WITH JIMLIOM UM YIIOJTHOMOYEHHBIM.
1.16.Hacrosimee IlonoskeHne yTBEp)KIAeTCSs Ha HEONPEACICHHOW CPOK W JIEUCTBYET J10
MIPUHSITHS. HOBOTO.

2.JIokyMeHTBI 00pa30BaTeIbHONH OPraHU3aIuu.
3aBenylomMiA WM JIMIO, UCIOJNHAKNIEe €ro OO0S3aHHOCTH, W3AaeT MPUKAa3Hl,
WHCTPYKLUH, PaBUJIa, MTOJI0KEHUS, 00s13aTeNIbHbIE JJIsl HCTIOJTHEHUS BCeMU PaOOTHUKAMHU.
Xon oOCyXIeHHsS BONPOCOB Ha 3aceJaHMAX KOJUIETHAIBHBIX OPIaHOB, COBETOB,



CcOOpaHusIX, COBEIIAHUAX U PEIICHUs, IPUHUMAaeMble Ha HUX, (UKCUPYIOTCS B IPOTOKOJAX.
Jis ocymiecTBICHHST ONIEPATUBHBIX CBSA3CH C MPYTMMH OPraHU3ANUSMHU U TPaKIaHAMHU
UCHOJB3YIOTCS Takue (POPMBI, KaK MHCbMA, (aKChl, TEJIETPAMMBI, TEJIE(POHOTPAMMBI.
Jli ocylecTBiIeHUs IpueMa, YBOJIbHEHNUS, IEpEMEIEHUs] PAOOTHUKOB, IPEJOCTaBICHUS
UM OTITYCKOB O(QOPMIISIOTCS TPYIOBBIE JOTOBOPHI, MPHUKa3bl 110 JIUYHOMY COCTaBY, 3asBJICHMUS,
TPYIOBBIC KHIKKH, JINYHBIE KAPTOUYKHU H JIP.
YueOHo-nearoru4eckasi J0KyMeHTALHUs.
VYuebHass JOKyMEHTalMs — 53TO KOJIMYECTBEHHas U KayeCTBEHHAs XapaKTEePUCTHKH
COCTOSIHUS Y4eOHON, METOAMYECKON M BOCIIUTATENILHON paOboThl YUpexKIeHus.
Ilenarorndyeckue paOOTHUKM NPU peajU3alliid OCHOBHBIX OOpa30BATENIBHBIX MPOrpaMm
OCYILIECTBIISIIOT MOATOTOBKY CJIEIYIOLIeH JOKYMEHTAINH :
-OCHOBHas1 00pa3oBareibHas IporpaMmMa;
- paboyast mporpamMma BOCIIMTATENS U CIICIIHATUCTOB;
XapaKTepHUCTHKA Ha BOCITUTAHHHUKA (I10 3a1pocy).
JIOKyMeHTBI JOIKHBI O(hOPMIIATECS CBOEBPEMEHHO, YETKO, pa30opuuBo, 0€3 MOJUUCTOK,
MIOMapOK, BBI3bIBAIOIUX COMHEHHE B IPAaBUIIBHOCTH BHECEHHBIX JaHHBIX.
3amucH B JOKYMEHTaX JOJDKHBI IIPOU3BOAMTHCS IAPUKOBOM PYyYKOM CHHETO IIBETA.
Ommbka, JomylieHHas B TEKCTe WM LM(POBBIX ITaHHBIX JAOKYMEHTa, HUCIPABISAETCS
CJIEAYIOIUM 00pa3oM: OIMOOYHBIE CIIOBA WM MU(PHI 3a4EPKUBAIOTCS TaK, YTOOBI MOXKHO OBLIO
IIPOUYECTh 3aYEPKHYTOE, a CBEPXY, JIMOO PAIOM, JIMOO HA MOJSX MHUIIYTCS YTOYHEHHBIE JaHHBIE.
Bce BHeceHHBIC UCTpABICHUS JOJDKHBI OBITh OTOBOPEHBI W 3aBEPEHBI TOANHCSIMHU JIHII,
0o(pOpMUBIIMX JOKYMEHT. 3a JIOCTOBEPHOCTb CBEICHHH, COAEpXKAIUMXCS B JIOKyMEHTax,
Ha/Jexamee ux o(opmiIeHHe HECYT OTBETCTBEHHOCTh JOJDKHOCTHBIC JIMIIA, TOATHCABIIHE
JOKYMEHT.
B cocraB m1okyMeHTOB 00pa30BaTeIbHON OpraHU3aIii BXOIAT:
- OpPraHMU3alMOHHBIE JOKYMEHTHI;
-yCTaB OpraHU3aIINH;
- IOJIOXKEHHUS O MOJIpa3AeTeHUAX (U HATTMUUH);
- IPaBOYCTaHABIUBAIOIINE JIOKYMEHTHI;
- JOJPKHOCTHBIE MHCTPYKIIUH COTPYHHUKOB;
- KOJUIEKTHBHBINA JIOTOBOP;
- IITATHOE PacIHCaHUE;
- IpaBWJIa BHYTPEHHETO TPYJOBOTO pacHopsiAKa U Jp.
PacniopsinuTenbHble JOKYMEHTHI:
- IPUKa3bl;
- pacnopsiKEeHUs;
- MHCTPYKIUH H Jp.
HNudpopMaimoHHO-CIIPaBOYHBIE JJOKYMEHTHI:

- IPOTOKOJTEI,

- TUIAHBI;

- OTYETHI;

- CIIPAaBKH U JIp.

Bce kHHMru M XKypHaibl, KOTOPbIE BEAYTCS B YUpPEkKIEHUH Ha OyMa)XHbIX HOCHUTENX,
MOCTPAHUYHO MPOHYMEPOBBIBAIOTCS, MPOIIHYPOBBIBAIOTCS M MOJIHCHIBAIOTCS PYKOBOIUTEICM.
Ioanuce 3aBeyroLIero 3aBepseTcsl e4aTbio0 00pa30BaTEIbHOW OpraHn3aliHy.

3.IIpaBujia opopmiieHHs JOKYMEHTOB
OcHoBHBbIE TPeOOBaHUS 0 0()OPMJIEHHIO IOKYMEHTOB.
JIOKyMEHTBI MOTYT CO3/1aBaThCsl Ha OyMa)KHOM HOCHTEIIE U B
JIEKTPOHHOH (opMe ¢ COOJIIOICHUEM YCTAaHOBJIEHHBIX NMpaBuJl 0hOPMIIEHHS JOKYMEHTOB.
[lpu co3znanMm HOKyMeHTa Ha JBYX W Oojiee CTpaHMLAX BTOPYIO M TOCIEIYIOIIUE
CTpaHMIIbI HyMEPYIOT.
Jomyckaercsi co3gaHue JOKYMEHTOB Ha JIMLEBOM M 00OpOTHOHM cropoHax jucta. [Ipu



JIBYyCTOPOHHEM CO3/aHUU JIOKYMEHTOB IIUpPHHA JIEBOIO MOJS HAa JHUIEBOM CTOPOHE JIUCTa U
MPaBOTO TOJISI HA 00OPOTHOM CTOPOHE JIUCTA JIOJKHBI OBITH PaBHEI.

[TpeanouTuTensHBIMU TAPHUTYPAMH M pa3MepaMu MpU(TOB JIJIsl PEKBU3UTOB TIOKYMEHTA
seisrores Ne 12,13,14.

I[Tpu cocTaBneHNH TaOIUIL JOMTYCKAETCS UCIIOJIb30BaHUE HIPU(PTOB MEHBIINX Pa3MEPOB.

AO3aIHBIA OTCTYII TEKCTA IOKYMEeHTa - 1,25 cwm.

3arooBKM pa3/e’oB M TOJPA3JENOB IEYaTaloTcs ¢ a03alHbIM OTCTYIIOM MIJIH
LEHTPUPYIOTCA MO MIUPHUHE TEKCTA.

MHOroCTpOoUHBIE PEKBM3HMTHI IEYATAIOTCS YEpe3 OJMH MEXKCTPOUHBIA HHTEpBal,
COCTaBHBIE YAaCTH PEKBU3UTOB OTAEISAIOTCS JONOJIHUTEIbHBIM HHTEPBAJIOM.

Texker fokymeHTa neyataercs yepes 1-1,5 MeKCTpOUHBIX HHTEpBAIA.

HNuTtepBan mexay OykBaMHU B CJIOBaX - OOBIYHBIM.

HHTepBasl MeXy CIIOBaMH - OJMH Tpo0e.

TekcT MoKyMeHTa BBIDABHMBAETCS 0 MIMPHUHE JHCTa (IO TPaHUIAM JIEBOTO U MPABOTO
MoJieil TOKyMEHTa).

TekcT NOKyMeHTa JOJDKEH OBITh M3JI0KEH KpaTKo, 'PAMOTHO, MOHSATHO M OOBEKTHUBHO,
0€e3 MOBTOPEHUH U yIOTpeOJIeHNs CJI0OB U 000POTOB, KOTOPBIE HE HECYT CMBICIIOBOM Harpysku, u
JIOJDKEH KacaThCsl TOrO BOIPOCA, KOTOPBIM C(OPMYIMPOBAH B 3arojOBKE K TEKCTYy. TeKCT
JOKyMeHTa Oo(pOpMIIIETCS B BHJE CIUIOIIHOTO CBSI3HOTO TEKCTAa WM TAaOJHIbI, WM MyTEM
coyeTaHus 3Tux Gopm.

TeKCTBI CIIOKHBIX U OOJNBIINX MO 00BEMY TOKYMEHTOB (IOKJIAIbl, OTYETHI U T.J.) JACIATCS
Ha pasJienbl, MoApa3embl, MyHKThl, MTOAMYHKThL. [IyHKTBI M MOANYHKTHI B TEKCTE HyMEpYHOTCS
apaOCKUMH UPPaMHU C TOUKOI.

[Ipumep -

1.

1.1.

2.

2.1.

JIOKyMEHTBI, KaK MpaBuio, OQOpPMIISIOTCS Ha OJlaHKaX oOpa3oBaTeNbHON OpraHU3aINH,
UMEIOT YCTAHOBJICHHBIM KOMIUIEKC O0s3aTEeNbHBIX PEKBU3UTOB M CTAOWIBHBIA MHOPSAOK HX
PacoIOKEHUsI.

bnanku Kakaoro BHJI@ H3rOTaBIMBAIOTCS Ha OCHOBE YIJIOBOTO WM IPOAOJIBHOTO
pa3MeInIeHus] peKBU3UTOB.

PexBH3UTHI 3arojioBKa pa3MeEIIAOTCs LEHTPUPYEMBbIM (HA4Yajo W KOHEILl KXol CTpOKU
PEKBU3UTA PAaBHO YAAJICHBI OT TPAHUI] 30HBI PACTIONOKEHUSI PEKBU3UTOB) WIIM YIIIOBBIM (Kaxast
CTpOKa PEeKBU3UTA HAYMHAETCS OT JIEBOM TPAHMUIIBI 30HBI PACTIONI0KEHUS PEKBU3UTOB) CIIOCOOOM.

Jnst uzroroBieHus OJAHKOB HCIOJIB3YIOTCS JUCTHI Oymaru gopmara A4 (210 x 297 mm) u
A5 (210 x 148 MUTITUMETPOB).

Kaxxapiit muct nokymeHrta, opOpMIIEHHBIH Kak Ha OJlaHKe, Tak U 0e3 HEro, JOJKEH UMETh
MOJISl HE MEHEe, MM:

sesoe - 20;

npasoe - 10;

BepxHee - 20;

Huxkaee - 20.

JlokyMeHTBI JuinTenbHBIX (CBbILIe 10 J1eT) CpOKOB XpaHEHUs JOJKHBI UMETH JIEBOE I10JIE€ HE
MeHee 30 Mm.

Odopmiienue peKBU3MTOB JIOKYMEHTOB.

ABTOp 10KYMEHTOB.

HanmMeHoBaHue oOpa3oBaTenbHON OpraHU3allMi YKa3bIBa€TCSd B TOYHOM COOTBETCTBUU C
yctaBoM oOpa3oBarenbHOM opranu3anuu. COKpalieHHOe HAaMMEHOBAHHME IOMEIIACTCS O[T
MIOJIHBIM HAUMEHOBAaHUEM B CKOOKaXx.

HanMeHoBaHME CTPYKTYpHOTO MOApa3ielieHHs — aBTOpa JOKYMEHTa HCHOJb3yeTCsl B



OllaHKax MUceM U OJaHKaX KOHKPETHBIX BHJIOB JOKYMEHTOB W YKa3bIBA€TCS IMOJ TOJIHBIM U
COKpalieHHbIM HAMMEHOBAHUSIMU 00pa30BaTEIILHON OpraHU3aIIH.

HaumeHoBaHMe JOMKHOCTH JHMIIa — aBTOpa JOKYMEHTa HCHOJB3yeTcsl B OJaHKax
JOJIKHOCTHBIX JIMI[ M pacrojlaraeTcs 1oJi HAMMeHOBaHUEM 00pa30BaTeIbHOM OpraHu3aluy.

HanMeHoBaHMe MOJKHOCTH JIMIIA — aBTOpA JOKYMEHTA YKa3bIBA€TCS B COOTBETCTBUH C
HaMEHOBAaHHUEM, TIPUBEJICHHBIM B PACTIOPSIUTEIIBHOM JOKYMEHTE O Ha3HAYCHUH Ha JIOJHKHOCTb.

CnpaBouynble JaHHBIC 00 00pa30BaTEJILHON OPraHU3ALMH.

CripaBouHbIe JJaHHBIE 00 OpraHM3allMM YKa3bIBAIOTCA B OJaHKaX MHCEM M BKIIOYAIOT:
aapec, HoMmep Tenedona, pakc, aapec INMEKTPOHHON MOUTHI, ceTeBoi azapec, a takke OKIIO,
OI'PH, MHH wu KIIII opranuzanuu.

HanveHnoBaHue BH/Ia JOKYMEHTA.

HaumeHoBanue BHIa [IOKyMEHTa, COCTAaBJICHHOTO OpraHU3alueil, JOKHO ObITh
OTPEJIETICHO YCTaBOM (TOJOKEHUEM) U JIOJDKHO COOTBETCTBOBATH HAMMEHOBAHUSIM BUJIOB
JTOKyMeHTOB, mpeaycMmoTpeHHbiM OKVY/I: akrt, crnpaBka, 3amucka, CBOJKA, OT3bIB, MPOTOKOJI,
CIIMCOK, u3BenleHue u Ap. PacnopsauTenbHble JOKYMEHThl OpraHM3alldd H3AAlTCA  CO
CJIeTIOIMMHU Ha3BaHUSAMHU: MIPHUKA3, PACTIOPSKEHUE.

HanMenoBanue Bua v pa3HOBUIHOCTU JOKYMEHTA HE YKa3bIBAE€TCS B MUChMaX.

HaumeHoBanue BuAa OOKyMEHTa TIe4YaTaeTCsl MPOMHUCHBIMH OYyKBaMHU MONYXHUPHBIM
mpuQTOM.

Jara noxkymenra.

JlaTta 1OKyMeHTa COOTBETCTBYET JaTe MOJMUCAHUS (YTBEPKICHUS) JOKYMEHTA WU JaTe
COOBITHS, 3a)UKCUPOBAHHOTO B IOKYyMEHTE:
apabckumu mudpamu, pasaeneHabiMa Toukoit: 05.06.2021; cinoBecHO-UPOBBIM criocoOOM: 5
utoHs 2021 r.

B Tekctax MOKyMEHTOB, COAEp KalUX CCHUIKA HAa HOPMATHBHBIC TPABOBBIC AKTHI, U
JOKYMEHTOB, COJEpXallliuX CBeJeHUs (UHAHCOBOTO XapakTepa, MPHUMEHSETCS CJIOBECHO
(ppoBOH crmoco0 ykazaHus aat 0e3 MPOCTaBICHUS HYIIS B 0003HAYCHHUH JTHS MECSIIA, SCITH
OH cozepxuT oany uudpy: 3 anpens 2021 roga.

Pa3peraercss mpuMEHSTH CIOBO «T'0/1» B COKPAIIEHHOM BapUAHTE «T'): 1
utons 2021 r.

I'pud orpanuyvenus 10cTyna K 10KyMeHTY.

[IpocTaBisiercss B mpaBOM BEpXHEM YIIy IEPBOrO JIMCTAa JOKYMEHTa (MPOEKTa
JIOKYMEHTa, COMPOBOJUTEIHHOTO MHUCbMAa K JOKYMEHTY) Ha TpaHHUIIE BEPXHEro IOJs Mpu
HaJIWMYUU B JOKyMEHTe WH(POpPMAIMU, IOCTYH K KOTOPOH OrpaHUYeH B COOTBETCTBUU C
3akoHOomatenbcTBOM  Poccmiickoir  ®Denepanmu. B coctaB pekBU3UTa  BKIIFOYAETCS
OTpaHWYUTENbHAs HaaAmuch: «Jlnsg cioyxeOHOro monb3oBaHus», «KoHpuACHIIMATHEHOY,
«IlepcoHanbHBIC TAHHBIE)» UITU JIP.

IIpumep -
I[HepconanbHbIe JaHHBbIE
padoTHNKOB
IK3. Ne 1
MyHununajgbHoe 0101KeTHOe T0IKO0JIbHOe 00pa3oBaTe/ibHOE YUpesKIeHue
MBIOY )
INPUKA3

Bce BHU/IbI l"pI/I(bOB OrpaHN4YCHHd JO0CTyIIa K JOKYMCHTAaM 3aKPCIUIAIOTCA B JIOKAJIbHBIX
aKkTax o0pa3oBaTeIbHON OpraHU3aIIH.

PeruncrpanuoHHblii HOMeEpP 10KyMEHTA.

Peructpammonnsiii HOMep — 1MpoBOoe WIM OYKBEHHO-IU(PPOBOE 0003HAYCHHE,
NpHUCBAMBACMOC JOKYMCHTY IIpU €0 pErucTpamnnu.

Peructpanus JokyMeHTa IPOBOAUTCS MOCJIE €r0 MOIMUCAHUS WA YTBEPKICHUS.

Jlns BHYTPEHHUX JOKYMEHTOB — IIPHUKA30B, IIPOTOKOJIOB — 3TO IOPSAJIKOBBIA HOMEDP B



npefenax KalleHJapHOro Tojaa/ ydyeOHOTO ToAa IO KaXJOMYy BHJY WM Pa3HOBHJIHOCTH
JOKyMEHTOB. B mpukazax perucTpallioHHbIH HOMEpP MOXKET JOMOJHATHCS OYyKBEHHBIM
MH/IEKCOM, 0003HAYAIOIINM PA3HOBUIHOCTH.

Jis uexomanmx JOKYMEHTOB PETUCTPALIMOHHBIA HOMEDP COCTOUT M3:

1) mopsiiKoBOTO HOMEpa B TpeJesiaX MacCHBa OTHPABISIEMON KOPPECTIOHICHITNH;

2) UHJIEKCa JieNia B COOTBETCTBUHU C HOMEHKJIIATYpOH JIesT 00pa30BaTEIbHOM OpraHU3aIliy.

PerucrpanmoHHelii HOMEp JOKYMEHTa, COCTABJICHHOTO COBMECTHO JABYMS M Ooljee
OpraHM3alUsMH, COCTOMT M3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB KaXIOHM U3 JTHX
OpraHu3aluii, IPOCTABIAEMBIX Y€pPE3 KOCYIO YEPTY B MOPSAJKE YKa3aHHsI aBTOPOB B JOKYMEHTE.

CcplIKka Ha perucTPAlMOHHbIN HOMEP U ATy JOKYMEHTA.

Ccpuika Ha pEeruCTpallMOHHBI HOMEp M JaTy JOKyMEHTa BKIIOYaeT B cebd
PETUCTPALIMOHHBINA HOMEP U 1aTy TIOKYMEHTa, Ha KOTOPBIN 10JIKEH ObITh JaH OTBET.

Cchiika Ha HOMEp W JaTy JOKyMEHTa HCIOJIb3yeTcsl NMpH O(QOPMIICHUH ITHCEM,
ABJISIIOIIMXCSL OTBETAMM Ha IOCTYNMBIIEE HHUCbMO (3ampoc, mpockOy u ap.). CBeneHus B
PEKBHU3UT MNEPEHOCATCS C IMOCTYNMBIIETO JOKYMEHTa U COOTBETCTBYIOT PETUCTPALUOHHOMY
HOMEpY U JaTe NOCTYIHUBIIETO TOKYMEHTA.

OrpannuurtenbHass OTMETKA JJIsl JAHHOIO PEKBHM3UTAa IPOCTABISETCS B JIEBOM 4YacTu
OJ1aHKa MHUChbMa MO/ PEKBU3UTOM «1aTa» U «PETUCTPALIMOHHBIN HOMEP TOKYMEHTa».

Hanuune nanHOTO peKBH3HMTA MCKIIOYAET HEOOXOAMMOCTh YIIOMUHAHUS HOMEpPA M J1aThl
IOCTYIUBIIETO JOKyMEHTa B TEKCTE IHUCbMAa, YTO OCBOOOXAAeT TEKCT OT CIPAaBOYHOU
UH(pOpMALINH.

MecTo cocTaBjieHHs WA U3aHUS JOKYMEHTA.

Mecto  cocraBieHuss  (M3gaHUs) — JOKYMEHTa  yKa3blBaeTcsi B JIOKYMEHTax,
U3rOTaBJIMBAEMbIX Ha OJJAHKaX KOHKPETHBIX BU/I0B TOKYMEHTOB.

Anxpecar.

AnpecataMu JIOKyMEHTa MOTYT OBITh IOPHIMYECKHE JIMI[@, HUX CTPYKTypHBIE
MO/Ipa3/IeNIeHNs U IOJKHOCTHBIE JINIA, a TAKXKE PU3NYECKUE JINLA.

PexBu3uT «@apecaT» MpocTaBiIseTCsl B BEpXHEH MpaBOi 4acTU JIOKyMEHTa (Ha OJiaHKe C
YIJIOBBIM ~ PACIIOJIOKEHHEM PEKBU3WTOB) WIJIM CHpaBa TOJ peKBH3WTaMH OnaHka (mpu
IPOJOJIBHOM  pacrloJOKEHUU  pPEeKBU3UTOB  OnaHka). CTpOKM  peKBU3UTa  «aapecaT»
BBIPABHUBAIOTCS 110 JIEBOMY KPatO UM LIEHTPYIOTCSI OTHOCUTEIBHO CaMOU JUTMHHOM CTPOKH.

Ecnmu nokymeHT azapecoBaH HOPHAMYECKOMY JHIy WIH €ro CTPYKTypHOMY
nozipasJiesieHnio 06e3 yka3aHHsl JOJDKHOCTHOTO JIMIIA, UX HAUMEHOBAaHHs MPHUBOJATCA B HMe-
HUTEJIBHOM MaJIeXkKe.

[Tpumepst

1. Munucrepcrso o0pazoBanusi,
HAYKH M MOJIOJIE:KH
PecnnyOsiuku Kpbim

2. MuUHHCTEPCTBO 00pa30BaHus,
HAYKH ¥ MoJsiofe:xu Pecry0uku
Kpbim
ynpasJieHHe 0011ero o0pa3oBaHus

[loutoBBI  agpec  yKasplBaeTCsd  IPpU  HAIPaBICHUM  JOKYMEHTAa  PAa30BBbIM
KOPPECIOHIEHTaM.

Ecnu nokymeHT agpecoBaH pyKOBOAMTEJIIO IOPUANUECKOrO JIUIA WIH €T0 3aMEeCTUTEITIO,
HAaUMEHOBAaHME IOPUAMYECKOTO JIMIA@ BXOAWUT B COCTaB HAaWMEHOBAaHMs [OJDKHOCTU ajapecata,
KOTOpOE MPHUBOJIUTCS B AATEITHLHOM MaJIeKe.

ITpumep —

PykoBonuresnio ®enepajabHOro

apXHBHOI'0 areHTCTBA



®amunua U.0.

Nuaunmansl craBaTcss mocjiae (GaMWIMM HE3aBUCHMO OT TOrO, KOMY aJpeCcOBaH
JOKYMEHT — JOJPKHOCTHOMY JIMILY MM (PU3HUECKOMY.

[Ipu anpecoBanuy nMucbMa pyKOBOAUTENIO CTPYKTYPHOIO MOAPA3/IETICHHS YKa3bIBACTCS B
MMEHHUTEIBHOM TaJie)keé HauMEHOBAaHWE OpraHu3allik, HWXKE - B JIaTEJIbHOM MaJexe
HAaUMEHOBAaHHE JOJDKHOCTH pYKOBOAMTENS, BKIIOYAIOUIEE HAWMEHOBAHHME CTPYKTYpPHOTO
nojapasaeneHus, GaMuInio, HHAITAATBL.

[Tpumep-

MunucrepcTBo 00pa3oBaHmus,

HAyKH 1 MoJioaexu Pecnnydsauku Kpsim

HavansHuKy ynpasJjieHusi 001mero od0pa3oBaHust

®amuansa U.0.

Ilepen damunueil TOMKHOCTHOTO JIMLA JOMYCKAETCS YHOTPEOIATh COKPALICHUE «T-HY»
(rocrioguHy), €clii agpecaT MYXKYHHA, WA «T-)Ke» (TOCTIOKE), €CIIH aJipecaT )KeHIIHA.

[lpu paccbuike IOKYMEHTa TpyNIe OpraHu3alfii OJHOTO THMA MM B CTPYKTYpHBIE
noJipa3ziesieHus: OJTHOM OpraHu3allny, aJipecar yKa3blBaeTcsi 0000IIEHHO.

B oHOM 1OKyMEHTE HE JOJKHO OBITH 00JIee YETHIPEX apecaToB.

[lpu OonblieM KOJMYECTBE aJpecaToB COCTABISETCS CHHCOK (JUCT, YKa3aTelb)
pPacChUIKM JOKYMEHTa, Ha KaXIOM JOKYMEHTE YKa3blBaeTCsi OJIMH ajpecaT WM aJpecar
odopmiseTcss 0000IIEHHO.

B cocraB pekBuszuta «Anpecar» MOXKET BXOAUTh IOYTOBBIM aapec. DIJIEMEHTHI
MOYTOBOT'O aJipeca YKa3bIBalOTCS B MOCIEAOBATEILHOCTH, yCTaHOBICHHOH [IpaBunaMu okazaHus
YCIYT TTOYTOBOM CBA3H.

[Ipumep -
Bceepoccuiickuii
HAY4HO-
HCCIIe10BATENbCKUI
HHCTHUTYT
AOKYMEHTOBe/IeHUs U
apXUBHOIO J1eJia
IIpodcoro3nas y.i.,
. 82,
MockBa, 117393
B cnydae otmpaBku AOKyMeHTa (pU3UYECKOMY JUILY YKa3bIBAIOTCS: (amMuvs, WHHUIIUATIBI,
MOYTOBBIN ajpec: (ylula, HOMEp JoMa M KBapTUPhl, HACEJICHHBIN MyHKT, pailoH, 00JacTh (Kpai,
pecy0MKa), TOYTOBBIA HHIEKC).
[Tpumep -
®amuinusa U.0.
CapoBas yia., 1. S, kB. 12,
r. JHCK, JHCKOii 00.1., 301264

[Ipn oTmpaBke mUChMa MO AJIEKTPOHHOW TMOYTE WM MO (PaKCUMHIBHOWU CBs3u (0e3
JIOCBUIKM TIO TIOYTE) IMOYTOBBIA ajpec He YyKasbiBaercs. Ilpm HeoOXoAMMOCTH MOXKET OBITh
yKa3aH 2JICKTPOHHBIN aapec (Homep TenedoHa/pakca).

ITpumep -

Bcepoccniickuii Hay4YHO-
HCCIe0BATEIbCKUH HHCTUTYT
JAOKYMEHTOBE/ICHUS H
apXuUBHOIO JeJia
mail@vniidad.ru
I'pu¢ yrBepkaeHuss JOKyMeHTA.
I'pud yTBepkIeHUs TNPOCTABIICTCS HA JOKYMEHTE B Cllydyae €ro YTBEP)KICHHS


mailto:mail@vniidad.ru

JOJDKHOCTHBIM ~ JIMLIOM,  PACHOPSAUTENbHBIM JOKYMEHTOM (IIPUKA30M, pPAaCHOPSIKEHHUEM,
pelIeHueM).

I'pud yrBepkaeHHs pa3MelIaeTcs B MPaBOM BEPXHEM YTy MEPBOTO JIMCTA JOKYMEHTA.
CTpoKHu peKBU3HTAa BBIPABHUBAIOTCS IO JIEBOMY KparO0 WM LEHTPYIOTCS OTHOCUTEJIBHO CaMoOu
JUIMHHOW CTPOKH.

[Ipu yTBepkaeHUM NOKYMEHTa JTOJDKHOCTHBIM JIMIIOM TpU( YTBEpKIACHUS COCTOUT W3
cioBa YTBEPXJIAIO, HaumMeHOBaHUS AOKHOCTU JIMIA, YTBEP)KIAIOIIETO JOKYMEHT, €ro
TTOAUCH, MTHUITHAIOB, (DaMUJIMK U TaThl YTBEPKIACHUSI.

ITpumep -

YTBEPXKIAIO

Jupextop MBOY COII Ne 1

IMoanucey U.0. ®amuaus

JlaTa

[Ipn yTBEepkIE€HWHM ITOKYMEHTa pPACHOPSIUTEIBHBIM JOKYMEHTOM Tpu(] yTBEpKICHHS

cocrout u3 ciora YTBEPXJIEH (YTBEPXJEHA, YTBEPX/IEHbI unin YTBEPXJIEHO),
COIVIACOBAaHHOTO C HAauMMEHOBAaHHWEM BHUJA, YTBEPXKIAEMOr0 JOKYMEHTAa, HaWMEHOBAHUS
paclopsIUTENBHOTO JOKYMEHTA B TBOPUTEIIBHOM MAJEXKe, Ero 1aThl, HOMEpA.

[Tpumepsnl
1. (Ilopsamox) YTBEPKJIEH
npukazom MBOY COII Nel
5 anmpeast 2021 r. Ne 82
2. (IlpaBma) YTBEPXKIEHbBI

npukazom MBOY COI Ne 1
15.06. 2021 r. Ne 83
3. (Ilonmoxenue)
YTBEPXXIEHO
npukazom MBOY COII Ne 1
15.06. 2021 r. Ne 83

[Tpu npuHATHU (PACCMOTPEHUH) JOKYMEHTa KOJUIETHAIBHBIM OpPraHoM 00pa3oBaTesIbHOM
OpTaHu3alluy, PeIIeHH KOTOPOTro (PUKCUPYIOTCS B MTPOTOKOJIE, B TpU(E MPUHSTO (PACCMOTPEHO)
yKa3bIBAa€TCS HAMMEHOBAHHE OpraHa, PelIeHHEM KOTOpPOro MPUHAT JOKYMEHT, JaTa U HOMEp
IPOTOKOJIA (B CKOOKAX).

YTBEPKAAIOIIETO TOKYMEHTa B TBOPUTEILHOM MaJIeXkKe, €ro JaThl, HOMEpA.
[Ipumepsl
3. (Ilopsnok) NPUHAT
NneJaroru4ecKuM coBeTOM
(mpoTokou ot 15.08.2021 Ne 12)
4. (ITpaBuna) INPUHATHI
Ynpasasomum coBeTOM
(mpotokoua ot 15.06.2021 Ne 8)
3. (TTomoxenue)
MNPUHATO
001uM coOpaHueM padOTHUKOB
o0pa3oBaTe/ILHOI OPraHu3aluu
(mporoxoua 15.06.2021 r. Ne 83)
3aroJI0OBOK K TEKCTY.
3aroioBOK K TEKCTY BKIIOYAeT B ce0si KpaTKoe COJEp)KaHWE JOKYMEHTa, €ro OCHOBHYIO
CMBICJIOBYIO Harpysky. 3aroyioBok (opmynupyercs ¢ npemitorom «O» («O0») u oTBeHaeT Ha
BOTIPOC «O YeEM?»:



e 1puka3 (0 4em?) 0 CO3JaHUM ATTECTALIMIOHHOW KOMHUCCHUY;

e mpuka3 (0 yem?) 00 yTBEp)KIEHUU IITATHOTO PACIIUCAHMUS;

e THCHMO (0 yemM?) 0 MpeAOCTaBICHUH UH(DOPMAIIHH.

3aroJ0BOK COCTaBIISIET UCIIOJIHUTENb JOKYMEHTA. 3arojOBOK K TEKCTY odopMisieTcs
MOJl PEKBU3UTaMU OJIaHKa CJIeBa, OT TpaHHIbI JieBoro mois. Ecim TeKCT JOKyMeHTa He
MPEBBILIAET YEThIPEX-TATH CTPOK WK oopmiieH Ha OnaHke popmarta AS, 3aroJJOBOK MOYKHO HE
YKa3bIBaTh.

3aroJIoOBOK JOKYMEHTa 3allMCHIBAETCS IIPH €r0 PETUCTPAallid B COOTBETCTBYIOIIHE
perucTpanoHHbe GOPMBI: KapTOUKY, 6a3y TaHHBIX.

Tekcr 1OKyMeHTA.

TexkcT MOKyMEHTa COCTaBISIETCS Ha PYCCKOM SI3bIKE KaK TOCYJapCTBEHHOM SI3bIKE
Poccuiickoit @enepanun. TekcT HOKyMEHTa HM3Jara€rcsi PyCCKMM JIMTEPATYPHBIM SI3BIKOM C
Y4ETOM OCOOCHHOCTEH O(UIMATbHO-IE€JI0BOT0 CTHIS, BUAA JOKYMEHTa M €ro Ha3HayeHHs B
ynpaBiieH4ecKoil aedrenbHOCTH. CoJepkaHue IOKyMEHTa JOJDKHO OBITh M3JI0KEHO KpaTKo,
JIOTUYHO, TOYHO U SICHO.

TexcThl JOKyMEHTOB U3/1ararTcs:

- OT l-ro M@ €IWHCTBEHHOTO YHWCia B JOKYMEHTax (MpHKa3, pacropsiKeHUEe u T. I.)
pYKOBOIUTENS 00pa30BaTEIbHOW OpraHU3aliy, JEHCTBYIONIET0 Ha MPUHIUIAX €AMHOHAYAIIHS, a
TaK)Ke JOKYMEHTAX, aJipeCOBaHHBIX PYKOBOJCTBY OpraHM3allMH: MPUKA3bIBAIO... IOJATOTOBUTH U
IIPEICTaBUTh HA PACCMOTPEHUE; MPOILLY PACCMOTPETh
BOIIPOC 00 YCTAHOBJIEHUH JITOTHBIX TapU(QOB...;

- 3-T0 JMILla €IUHCTBEHHOI'O YUCJA B JIOKYMEHTAaX KOJUIETHaJbHBIX OPraHOB: KOMHUCCHS
pemmia...; OpraHu3anus He CYUTAET BOZMOKHBIM...;

- 1-ro nMIa MHOKECTBEHHOT'O YHUCJA B COBMECTHBIX JOKYMEHTaX: MPOCHUM IPEICTaBUTh
JAHHBIE O...; IPEACTABIIIEM Ha PACCMOTPEHUE U YTBEPKICHHUE...;

- 3-TO JIMI[a MHO>KECTBEHHOTO YHUCJIA B POTOKOJIAX: CIYLIAIH, BHICTYIHIIN, TIOCTAHOBUIIH,
pemmiIn.

B nokymeHTax, ycTaHaBIMBAIOIIMX MpaBa U O00S3aHHOCTH OpPraHU3alMU, €€ CTPYKTYpPHBIX
noJipa3e’eHnii (OJ0KEeHNEe, HHCTPYKIIUS), @ TAaKXKe COJEp KaIlluX OIMCAHHe, OICHKY (DaKToOB
WIA BBIBOJBI (aKT, CHpaBKa), UCHOJIb3yeTcs (opMa H3JI0KEHUs TEKCTa OT TPEThEero JHLA
€MHCTBEHHOI'O WJIM MHO)XECTBEHHOTO 4Hucia («OTAEN OCYIIECTBISAET (YHKIUU», «B COCTaB
00BbEeIMHEHUSI BXOAAT», «KKOMUCCHS YCTAHOBUJIIA).

B Tekcre nokyMeHTa, NOJATOTOBJIEHHOTO Ha OCHOBaHUM 3aKOHOJATENIbHBIX, HHBIX
HOPMAaTUBHBIX IIPaBOBBIX AKTOB, W3/IaHHBIX OpPraHaMU BJIACTU U YIPABIEHUSA, NOKYMEHTOB,
paHee M3JaHHBIX OPraHOM BJACTH — aBTOPOM JOKYMEHTA, yKa3bIBaeTCsi HAUMEHOBAaHHE BHJIA
JOKYMEHTa, HaUMEHOBAaHUE OpraHa, U3/JaBIIEr0 JOKYMEHT, JaTa MPUHATHS WU YTBEP)KICHUS
JIOKYMEHTa, €r0 PEeruCTPAallMOHHBIM HOMEp, a Tak)Ke 3arojIOBOK K TEKCTy WJIM HAaUMEHOBAaHUE
BHJIA IOKYMEHTA.

[Tpumepsr

«B cootBercTBumM ¢ mocranosineHueMm llpaButensctBa ot 13.08.1997 Ne 1009 «O06
yTBep)KIeHUH [IpaBuil MOArOTOBKM HOPMATHBHBIX IIPABOBBIX aKTOB (heepaibHBIX OpraHOB
HCIIOJIHUTEJIBHOM BJIACTU U UX TOCYJaPCTBEHHON PErUCTPALIUNY;

«B coorBerctBuum ¢ IlojnokeHueM O TMOCTOSSHHO JEUCTBYIOLIEH HKCIEPTHOM
KOMUCCHUH YUPEXKACHUs, OpraHu3alui, IpeIIpUsITHs, YTBEPKACHHBIM IIpuka3zoM PocapxuBa ot
19.01.1995 Ne 2...».

Ecan TeKCT CONepKUT HECKOJBKO IMOPYYEHUHN, PELICHUN, BBIBOJOB, B TEKCTE BBIACIIAIOTCS
pazzensl, MOAPa3Aeibl, IlyHKTHI, IOITYHKTHI.

B TexcT mOKyMeHTa MOTYT BKJIIOYAThCS (parMeHThl, OPOPMIICHHbIE B BUAE TAOJHUIBI UIH
AHKETHI.

CTpaHullpl TeKCTa HyMEpPYIOTCsS apaOCKuMK LU paMu OCEPEIUHE BEPXHETO IMOJIS.

B nucbMax ucnosb3yroT cienyrone GopMbl H3I0KEHUS:



e OT NEpPBOro JIMIA MHOXECTBEHHOI'O YHucla («IIPOCHM HAINpaBUTby», «HANpaBIIEeM Ha

paccMOTpEeHUEY);

e IIEPBOTrO JIMIA €AUHCTBEHHOI'O YHCIA («CUUTAI0 HEOOXOIUMBIMY, «IIPOILY BBIACITUTDHY);

e TpeThero Jmna eauHcTBeHHOro uuciaa («OO He Bospaxkae™», «OO cuutaer

BO3MOKHBIMY).

OTMeTKa 0 NPUIIOKEHUH.

OTMeTKa O MPUIIOKEHUN COJCPKHUT CBEIACHUS O JTOKYMEHTE (JIOKyMEHTax), MPUJIaraeMoM K
OCHOBHOMY JOKYMEHTY (B CONpOBOJIUTENbHBIX NHUChbMaX, MPETCH3UAX, aKTaX, CIpaBKax U
Ipyrux HHGOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTaXx) HJIM O TOM, YTO JOKYMEHT SBIISETCS
MIPUJIOKEHUEM K OCHOBHOMY JIOKYMEHTY (B IOKYMEHTAaX - MPUIOKEHUAX K
pacmiopsaIUTEIbHBIM JTOKYMEHTaM, MOJIOKEHHSIM, ITpaBUIaM, HHCTPYKIMSM, JOTOBOpaM, TUIaHaM,
oTYeTaM U Jp. TOKYMEHTaM).

B compoBoaMTENbHBIX NHCbMax M JIPYruX HH(POPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTaX
OTMETKAa O TPUJIOKEHUH OPOPMIISIETCS] TOJ TEKCTOM OT TPaHUIBI JIEBOTO MO CIEIYIOIINUM
obpa3om:

- €CJIM MPUJIOKEHNE HAa3BaHO B TEKCTE:
[Ipunosxenne: Ha 2 1. B 1 3K3.;
- eClIi NPWIOKEHHE HE HAa3BaHO B TEKCTE WJIM €CJIHM NPUIOKEHUH HECKOJIBKO, YKa3bIBaIOT
Ha3BaHMUsl JOKYMEHTOB-IPUJIOKEHUN, KOJMYECTBO JIUCTOB UM  DK3EMIUIIPOB  Ka)JOTO
MIPUIIOKECHHUSA :
[Tpunoxenue: 1. [lonoxxenne (Ha3BaHue) Ha S 1. B 1 9K3.
2. CnpaBKa 0 KaJpOBOM cOCTaBe Ha 2 JI. B 1 3K3.;

- €CJIM TIPUJIOKEHHUEM SIBIISIETCSE 000COOJIEHHBIN ANEKTPOHHBINA HOCUTENb (KOMIAKT- IUCK,

usb-daer-HakomuTe b U Ip.):
- llpunoxenue:

CD B 1 3k3.

- eCJIM NMpWIoKeHUe (TPUI0KEHHs) COPOLTIOPOBAHBI:

[Ipunoxenue:

otuet o pabote PUII B 2 3K3.

B pacniopsaauTenbHbIX TOKyMEHTax (MpUKa3zax, paclopsuKEHHUsIX ), TOTOBOPAX, MOJI0XKEHUSX,
MpaBWax, WHCTPYKUUSAX W JPYrUX JOKYMEHTaX OTMETKa O MPUJIOKEHUH OhOopMIIsSeTcs
CJIeIYFOIIUM 00pa3oMm:

- B TEKCTE JIOKyMEHTa MpHU MEPBOM YIMOMHMHAHUM JIOKYMEHTA-TIPUIIOKEHUS B CKOOKax
yKa3bIBaeTCs: ... (MpUIOKEHHE) WiIW ... (TmpwiokeHue 1); mepex HOMEPOM TMPHUIIOKECHHS
JIOITYCKAeTCsl CTaBUTh 3HAK HOMepa: ... (IpuitoskeHue Ne 2);

- Ha IepBOM JIMCTE JOKyMEHTA-IIPUIIOKEHHS B IPABOM BEPXHEM YTJIy YKa3bIBAaCTCS:

IIpunoxenune Ne 2

k npukazy MBOY COII Ne
1

or 15.08.2021 Ne 112.

CTpoKH peKBH3UTa BBIPABHUBAIOTCS T10 JIEBOMY KPa0 WM HEHTPUPYIOTCS OTHOCUTEIHHO
CaMOM JUIMHHOW CTPOKH.

Ecnu mnpunoxeHueM K pacnopsaUTENIbHOMY JTOKYMEHTY SIBJISIETCSI HOPMAaTUBHBIN
MIPABOBOW aKT WJIM MHOM JOKYMEHT, YTBEP)KIAeMbIil JaHHBIM PacCIIOPSIUTEIbHBIM JOKYMEHTOM,
Ha TEPBOM JIUCTE MPUIOKEHHUS MPOCTABISAETCS OTMETKa O MPHIOKEHHH (0e3 CChUIKM Ha
pacTopsaIUTENbHBI JOKYMEHT) W TpH(] yTBEPKICHHS, B KOTOPOM YKa3bIBaIOTCS JaHHbIC
pPacTHopSAUTEIHLHOTO TOKYMEHTA, KOTOPBIM YTBEPK/IEH JOKYMEHT- MPUIIOKEHHUE.

[Ipumep -

[puioxkenne 1
YTBEPKJIEHO npuxa3s
MBOY COII Ne 1 ot
18.05.2021 Ne 67



I'pud cornacoBanus 10OKyMeHTA.

IIpoexTsl MOArOTOBIEHHBIX JOKYMEHTOB Iepel] IOJINUCAHUEM B pAle CiIydaeB
COIJIACOBBIBAIOTCS C 3aMHTEPECOBAaHHBIMU YUPEXKACHUAMM, CTPYKTYPHBIMH IMOAPAa3AEICHUIMH,
OTJIbHBIMU JIOJDKHOCTHBIMH JINIIAMHU.

I'pud cornacoBaHusi B 3aBUCUMOCTH OT BUA IOKYMEHTa U OCOOCHHOCTEH ero ohopMiIeHUs
MOJKET MPOCTABIIATHCS:

- Ha TEpBOM JIUCTE JIOKyMEHTa (eciu JOKYMEHT HMMEET THUTYJIbHBIA JIUCT, - Ha
TUTYJIBHOM JIUCTE€) B JIEBOM BEpPXHEM YIIy Ha YpOBHE TIpHuda YTBEpKIECHUS WIH IO
HauMEHOBAaHHEM JOKYMEHTa OJIMKe K HUYKHEMY TOJIIO);

- Ha IOCJIEJHEM JIMCTE JOKYMEHTA O] TEKCTOM;

- Ha JIUCTE COINIACOBAHMS, SIBJIIOIEMCS HEOTHEMIIEMON YaCThIO JIOKYMEHTA.

I'pud cornacosanus noxkymenta coctout u3 cioa COI'JTACOBAHO, nomkHocTu nuna, ¢
KOTOpBIM  COTJIaCOBaH  JIOKYMEHT  (BKJIoYas  HaWMEHOBaHUE  OpraHu3alluu),  €ro
COOCTBEHHOPYYHOM NOJNHMCH, pPACIIM(POBKH MOANUCH (MHULHUAIOB, (aMuUIUU) U JaThl
COIJIACOBaHUS.

IIpumep -

COI'JTACOBAHO
JlupexTop (Ha3BaHWE OpTraHU3AIIH)
(moamucek) N.O. Gamunus
Hata

Ecnu cormacoBanue OCYIIECTBISIETCS KOJUIETHAIBHBIM OpPraHOM, B Tpu()e COTIacOBAHHS
yKa3bIBAIOT CBEACHHsSI 00 opraHe, COrjacoBaBLIEM [IOKYMEHT, JaTeé M HOMEpe MpPOTOKOja, B
KOTOpOM 3a(MKCHPOBAHO pELICHHE O corjiacoBaHuM. Ecim corimacoBaHuWe OCYIIECTBISETCS
MMCHMOM, YKa3bIBaIOT BHUJ JOKYMEHTa, OpraHU3alMI0 - aBTOpa JOKYMEHTa, JaTy U HOMeEp
MMChMa.
[Tpumepsl

1 COTJIACOBAHO
Yupasasiomum coBeTOM

MBOY COLI Nel

(mpoToKoJ OT N )
2 COIJIACOBAHO

nucsMoM Pocapxusa

oT Ne

Busa coriiacopanusi JOKyMeHTA.

Busel cornacoBaHus JOKYMEHTa — PEKBH3UT JIOKYMEHTA, YKa3bIBAIOIIMN HA COTJIACUE WIIU
Hecorjacue JOHKHOCTHOTO JHIa o0pa3oBaTelbHOM OpraHU3allid C COJAEp)KaHHEM NPOeKTa
JIOKYMEHTA (J1ajiee — BU3a).

[Tpumep
3aMmecTuTeNh TUPEKTOPa MO BOCIIUTATEIBHON paboTe
JInuHas moanmch N.N. UBanoBa
10.10.2023

Odopmnennass TakuM 00pa3oM BHU3a O3HAYaeT COTJIACHE JOJDKHOCTHOTO JIMIA C
COJICpYKAaHUEM JIOKYMEHTA.



[Tpu HaMU4MyM 3aMeYaHui o0 JOKYMEHTY BU3Y O(OPMIISIOT CIEIYIOUIMM 00pa3oM:

3aMeuaHus NpusIaraTcs
3amMecTuTeNh TUPEKTOpa M0 BOCIIUTATEILHON paboTe
JInunasa moammch N.N. IBanoBa

10.10.2023

JIOKyMEHT BHU3UPYETCS HUCIOIHUTENIEM W  3aWHTEPECOBAaHHBIMU B  JOKYMEHTE
JOJKHOCTHBIMU JIMIIAMH, PYKOBOJIHUTEIEM 00pa30BaTeIbHON OpraHU3aIHH.

3ameuaHus JOJKHBI OBITH MIPECTaBICHBI HA OTAEIBLHOM JIMCTE, KOTOPBINA MOAMKUCHIBAIOT,
JTATUPYIOT U MPUIATAIOT K JIOKYMCHTY.

B noxymeHTax, NOJIMHHUKH KOTOPBIX XPAHSATCS B OpraHU3allid, BU3bI MPOCTABISIOT HA
MOCITICAHEM JIUCTE JIOKYMEHTa IOJ IMOJAIMKCHI0, Ha 000pOTE TOCIEAHEr0 JUCTAa IOIMHHUKA
JIOKYMEHTA WJIM Ha JINCTE COTJIACOBaHUS (BUSHUPOBAHUS ), IPUIIAraeMOM K JOKYMEHTY.

B wucxomdmux JTOKYMEHTax BH3BI MPOCTABISAIOTCS Ha JK3EMIUIIpax JOKYMEHTOB,
MOMEIIIaeMbIX B JEIIO.

Moanmucsk.

JIOMKHOCTHBIE TUIIA TOJIMUCHIBAIOT JOKYMEHTHI B TMpejAeliax CBOMX IOJTHOMOYUH,
OTIpENIETICHHBIX ~ YCTaBOM  0OIIe00pa3oBaTeIbHOW  OpraHM3allid W JIOJDKHOCTHBIMU

MHCTPYKLHUSMH.
[loanuce COCTOMT U3 HAMMEHOBAaHHUS JTOJDKHOCTH JIMIIA, KOTOPOE MOANUCHIBAET JOKYMEHT

(mosHOrO — ecnM JOKYMEHT HareyaTaH He Ha OJIaHKe, COKpAllleHHOT0 — Ha JOKYMEHTE,

Hame4yaTaHHOM Ha OJjiaHKe), ero COOCTBEHHOPYYHOM MOJNUCH, UHUIIMAJIOB (MHULIMAT UMEHH),

bamuum.

[Ipumepsr

He Ha O1aHKe:

Jupextop MBOY COII Ne 888 JInunas noanucey N.0. ®Pamunus

Ha 0JaHKe

JAupexTop JInynas nmoanucey N.0. Pamuiaus

[Tpu opopmiennn qokymMeHTa Ha OJaHKe JOHKHOCTHOTO JIHMIIA TOJKHOCTh 3TOTO JIMIIA B
MOAMMUCHU HE YKa3bIBAETCHI.

Mpumep JInynas nmoanucey N.0. Pamunus

B JOKYMCEHTAX, COCTAaBJIICHHBIX KOMPICCI/Ieﬁ, B IIOAIIMCH YKA3bIBACTCA CTATYC JIMIa B
COCTaB€ KOMHCCHH.

[Tpumep -

Ipeacenarent KoMHCCHH  TJoymuch N.0. ®amunaus

‘lnenpt komucenn IMoanucob HN.0. ®amuaua
IMognuch N.0. ®amuiaua
IMoanucob HN.0. ®amuiaua

B ciydae OTCYTCTBHS
PYKOBOJIUTENS MPHUKA30M OMNpEAeNseTcsl JUIO0, WCHOJHSAIOIEe ero OOS3aHHOCTH, a TaKxke
YIIOJITHOMOYCHHOC MOANHCBIBATL AOKYMCHTEHI, IIPU 3TOM IIOAINHNCH O(bOpMJ'ISICTCfI C YKa3aHUEM
cTaryca JOJDKHOCTHOTO JIMIA B COOTBETCTBUU C MPUKA30M (pacCHIOPSIKEHUEM).



ITpumep -

H.o. nupexTopa Monnmuceh N.0. ®amuiaus
WIN:

Hcnonusiionuii 0013aHHOCTH IMPEKTOPA Hopmuer H.O.
Damuus

[Ipn moanmucanuy AOKYMEHTA JMIIOM, UMEIOIIMM IPaBO MOAMUCH B CIydae BPEMEHHOTO
OTCYTCTBHUSI PYKOBOAWTENS, HWCIPABICHUS B HAUMEHOBAaHHE JOJDKHOCTH W  pacuu(pOBKY
(haMuIMK yXKe MOATOTOBJICHHOTO M COTNIACOBAHHOTO MPOEKTAa JOKYMEHTa BHOCSITCS OT PYKU WIH
C UCIOJIb30BAHUEM COOTBETCTBYIOIIUX IITAMIIOB.

He nomyckaercsi cTaBUTh KOCYIO Y€pTY, HAJIIUCh «3a» Tepe]] HAMMEHOBaHUEM JO0KHOCTH
JUA B IOAMKCH, €CJIA JJOKYMEHT MOMUCHIBAET HHOE JI0JXKHOCTHOE JIUIIO.

DJIeKTPOHHAS MOANNCH.
OtMeTka 00 3JIEKTPOHHOM TMOIIUCH HCIOIB3YETCS MPU BU3YAIU3ALUU DIIEKTPOHHOTO
JIOKYMEHTA, MOANNCAHHOT0 JIEKTPOHHOM MOANHICHIO, C COOI0ICHUEM TPEOOBaHUM:
a) MECTO pa3MEIIeHHUs OTMETKH 00 AJIEKTPOHHON MOJIUCH JOKHBI COOTBETCTBOBATH
MECTY pa3MeIIeHUs COOCTBEHHOPYYHOW MOJMUCH B aHAJOTHUYHOM JOKYMEHTE Ha OyMa)KHOM
HOCHUTEIE;
0) SJeMEHTHl OTMETKH OO0 DSJIEeKTPOHHON TMOAMHMCH MJOJDKHBI OBITh BUIUMBIMU U
YUTAEMBIMU TPU OTOOPAKECHUH JJOKYMEHTA B HATYPAILHOM pa3Mepe;
B) 2JE€MEHTBHl OTMETKH 00 SJIEKTPOHHON MOJMUCH HE JOJDKHBI MEePEKpPHIBATHCS WITU
HAKJIaJIbIBATHCS IPYT HA JIPyra;
r) 2JEMEHTHl OTMETKH 00 AJIEKTPOHHON MOJIUCU HE JOJDKHBI MEPEeKpPhIBATh 3JIEMEHTHI
TEKCTa JIOKYMEHTA U JIPYTHe OTMETKH 00 3JIEKTPOHHOM Noanucu (Ipu HAJIUYHUN).
OtmeTka 00 OJJEKTPOHHOW MOAMMCH | BKJIHOYaeT Qpasy «JlokyMeHT moamucaH
ANIEKTPOHHOU TIOIITUCHIO», HOMEP cepTH(HKATa KITF0UYa ICKTPOHHOU MOIIMUCH, (PaMUITHIO, UMS,
OTYECTBO BlaJieNblia cepTudukara, Cpok ASHCTBHs cepTU(HUKATa KITI0Ya SIEKTPOHHON TOIMHUCH.

IIpumep
Hupexrop JOKYMEHT NOAINNCAH A.B. UBaHoB
JIEKTPOHHOU NoAIMNCHIO
Ceprudmxar lalllaaalllllllII
Baanenen UBanoB Anexkceit bopucoBuu
JeiicrBuresien ¢ 01.01.2017 mo 01.01.2022
IleuaTn.

OtTHCK meuyaTu 3aBepseT MOUIMHHOCTB MOAMNHMCH JOJDKHOCTHOTO JIMIA HAa JTOKYMEHTax,
yJIOCTOBEPSIOUINX MPaBa JIUI, GUKCUPYIOMMX (PaKThI, CBsI3aHHBIE ¢ (PMHAHCOBBIMHU CPEJCTBAMH,
a TaK)Ke Ha JOKYMEHTax, PEJOCTaBIsAEMbIX 3a MPEeeibl OpraHU3aluu U MpeyCMaTPUBAOIINX
3aBepeHUEe MOIJMHHOCTU MNOJANUCU. BHyTpeHHHE AOKyMEHTHl (MpHKa3bl, MPOTOKOJBI U T.I.)
[1eYaThIO HE 3aBEPSIOTCA.

[lewats mpocTaBiseTcsd, HE 3axBaThiBas COOCTBEHHOPYYHOW MOJIUCH JIMIA, MOJIMUCABIIETO
JIOKYMEHT, UJIH B MecTe, 0003HaueHHOM «MID» («MecTto nedatu»).

OTMeTKa 00 HCIIOJTHHUTEJIE.

OtmeTka 00 HWCMONHUTENE BKIOYaeT B ceOs ¢daMuinio, UMs, OTYECTBO HCIOIHUTEINS
JIOKYMEHTa, HOMEp ero TenedoHa.

OTMGTKa 06 HUCIIOJIHUTCIIC MOXCT JOITIOJIHATBCA HAaNMCHOBAHUECM JOJIDKHOCTH,

CTPYKTYPHOTO TOJIpa3/IeTICHUS U DJIEKTPOHHBIM aIpECOM HCIIOTTHUTEIS.

OtmeTtka 00 wucnonHHUTENe O(GOPMIISIETCS HA JHUICBOW CTOPOHE MOCIEAHETO JIMCTA
JIOKYMEHTa OT T'PaHUIIbI JIEBOTO TOJISI WJIH, TIPU OTCYTCTBHHM MECTa, - Ha OOOPOTHOW CTOpOHE
BHU3Y CJIEBA.



ITpumep -
3a0eaun UBan AHapeeBuY,

KonTpoabHoe ynpasiieHne, BeylIMi ClIeUAJINCT,
+7(978) 924-45-67, Zabelin@gov.ru

OtmeTKa 00 UCTIOJTHUTENE MOXKET O(POPMIIATHCS KaK HIKHUIM KOJIOHTUTYN U Me4aTaThCst
HIpUGTOM MEHBLIETO pa3Mmepa.

OTMeTKa 0 3aBepeHHUH KOIHUH.

OOpa3zoBarenbHas OpraHu3alMsg MOXET 3aBepsATh KOMUU TOJNBKO TeX JOKYMEHTOB,
KOTOpbIE CO3Jal0TCd B HEM, a Takke B CilydasX, NPEIyCMOTPEHHBIX B ab3ale BTOPOM
HacTosALIEro NnyHkra. Komus TOKyMEHTa M3rOTaBIMBACTCS M BBIIACTCS TOJIBKO C pa3pelIcHUs
PYKOBOAMTENS OpPraHM3alMM, €ro 3aMECTUTENCH WIM  PYKOBOIUTENS  CTPYKTYPHOTO
IIOAPa3ECIICHHUS.

B cinyuae moaroTtoBkM JOKYMEHTOB JUIsl IPENOCTAaBIEHHUs CyINeOHbIM oOpraHam, Ipu
peIIeHNH BONPOCOB IO MPHUHATHIO JIHII Ha paboTy, 0OyueHHue, yIOCTOBEPEHUS UX TPYAOBBIX U
JPYTUX MPaB BO B3aUMOOTHOIIEHUSX C YUPEKIECHUEM, a TAKKE IpU (OPMUPOBAHUN JTUYHBIX €T
paboTHHUKOB 001Ie00pa3oBaTeIbHas OpPraHU3alys MOXKET W3TOTABIMBATH KOIUHU JOKYMEHTOB,
BBIJJAaHHBIX APYTUMH YUPEKACHUAMH (KOIMH JOKYMEHTOB 00 00pa30BaHUU U Ap.).

[lpu BbImaye KOMHUM JOKYMEHT BOCIIPOM3BOAMTCS IMOJHOCTHIO (OJaHK 00pa3oBaTebHON
OpraHu3aluy, HOMEp, AaTa, COAEpKaHUe U T. 11.).

B mpaBom BepxHeM yriy konuu nuumercs ciioBo «Konusp». Ilpu Belade konuu ¢ KONHH
cienyer nucath «Konus ¢ xonumy.

Ecaum kommsa il BHYTPEHHErO IIOJIB30BaHUSA, TO JUIA 3aBEPEHMs] HUXKE PEKBU3UTA
«Iloanuce» NPOCTABIIAIOT 3aBEPUTEIBHYIO HAAUCh: «BepHO»; NOKHOCTB JIMLA, 3aBEPSIOLIETO
KOTHIO; JIMYHYIO MOJIUCH; paciu(pOBKY MOANUCH (MHUIHAAIBI, (PaMUITHIO); 1aTy 3aBEPCHHUS.

[Tpumep -

Bepno
Cexperaps/CnenuajncT mo Kagpam
JInynas noanuch B.B. UBanoBa

10.10.2023

Ecnu xomms BblgaeTcs Ui TPEACTaBICHHS B JAPYIYI0 OpPraHM3alio, TO OTMETKa O
3aBepeHI/II/I KOIINU HOOITIOJHACTCA HAAIIMCBIO O MECTC XpaHeHI/ISI I[OKYMGHTa, C KOTOpOFO 61:1.]121
M3rOTOBJICHA KOIHMS, ¥ 3aBEPSAETCA MEYaThI0 OpraHu3alvu.

ITpumep -

[Tognmuunuk nokymenta Haxonutcss B MBOY Illkosa Ne 3 B nene Ne 12-k 3a 2022 rop.
I[JISI HpOCTaBJIeHI/ISI OTMCTKH O 3aB€peHI/II/I KOITMHN MOXET UCIIOJIBb30BATHCA IITAMII.

OTMeTKa 0 MOCTYIJICHUH JOKYMEHTA.

OTMeTka O TOCTYIUICHMM JOKYMEHTa CIYXUT JJIs TOATBEPXKICHHS (pakTa TMOCTYIUICHUS
JIOKYMEHTa B OPraHU3aI[MI0 M BKJIOYACT JATy MOCTYIUICHUS W BXOJSIIMN PErucTpardOHHbIN
HOMEp JoKyMeHTa. llpu HEOoOXOIMMOCTH OTMETKa O TOCTYIUIGHHH MOXKET JOTIOTHITHCS
yKa3aHUEM BPEMEHH MOCTYIUICHUS B Yacax ¥ MUHYTaX U Croco0a JOCTaBKH JOKYMEHTA.

OTMCTKa (0] HOCTYHJICHI/II/I I[OKYMGHTa MOXCECT HpOCTaBJISITBCSI C IIOMOIIIBKO IITAMIIA.

Pe3oaronus.

Pesomronust coaepkuT ykazaHue Mo UCTIOIHEHUI0 JOKyMeHTa. Pesomonust odopmiiseTcs: Ha
cBoOOAHOM MecTe pabodero mojis AOKYMEHTa, Ha OJaHKe pe30JIOUUA WM BHOCHTCA
HEIMOCPEICTBEHHO B CUCTEMY 3JIEKTPOHHOTO JJOKYMEHTOOOOpOTAa.

Pe3omronust BkItouaeT: pamMuInio, MHUIUAIBI UCTIOTHUTENS (MCIIOTHUTENEH ), opyYeHue Mo
JTOKYMEHTY, TP HEOOXOJUMOCTH - CPOK MCTIOJTHEHHS, TTOANMKUCH JTUIA, BBIHECIIETO PE30TIOLHUIO,
JIaTy PE30TIOLUU.


mailto:Zabelin@gov.ru

Pe3omronusi, kKak mpaBuiio, MUIIETCS OT PYKU PYKOBOJIUTEIEM HA MOAJMHHUKE JOKYMEHTA
Ha CBOOOIHOM OT TEKCTA MECTE.

ITpumep -

®davunaua U.0.

IIpomy nmoaroroButsh npenio:xkenus k 10.11.2021.

IMopgnucek

Jlara

OTMeTKa 0 KOHTpOJIE.

OTMeTka O KOHTpOJIE CBHUIETEIBCTBYET O TOCTAHOBKE JOKYMEHTa Ha KOHTpOJIb,
MPOCTABJISIETCA IITAMIIOM WJIM MPOU3BOJUTCS 3aMHUCh OT pyKU «KOHTpOIb» Ha BEpXHEM MOJIE
JIOKYMEHTA.

KoHTpomto mojiexxar Bce 3aperucTpupoBaHHbIC TOKYMEHTBI, TPEOYIOIINE UCTIOTHEHUSI.

Cpoky HCTIOJTHEHUsI JOKYMEHTa YCTAHABJIMBAIOTCA B COOTBETCTBUU CO CpPOKaMH,
0003HaYeHHBIMU 3aKOHO/IATEIILCTBOM, OpraHU3aIlMel, HAIpaBUBIICH MOPYYCHHE W TPOCHOY,
paclopsIANTENIbHBIM JOKYMEHTOM WM PE30JIIOIMENH  PYKOBOJAUTENS  0Opa3oBaTEbHOM
OpraHu3aIuy.

Cpox mpoctaBiisieTcst B (hopMe 1aThl 3aBEPIICHUS UCTIOTHEHUSI.

OTMeTKa 0 HATIPABJIEHUM JOKYMEHTA B /1€J10.

OTMeTKa 0 HampaBJICHUH TOKYMEHTA B JIEJIO ONPEACIIeT MECTO XPAaHEHUS JOKYMEHTa MOoCiie
3aBepIICHHUS PabOTHI C HUM M BKIIIOYACT: clioBa «B aemoy», MHIEKC Jena o HOMEHKIAType Jel, B
KOTOpO€ TMOMEIIAaeTcs JOKYMEHT Ha XpaHEeHHe, C YyKa3aHheM Tojla, JIOJDKHOCTH JIIIA,
0(OPMHBIIIETO OTMETKY, MTOATHICH, TaTHI.

ITpumep -

B neso Ne 01-18 3a 2020 1.

Cexperapsb

IMognucek Jdata

OTMeTKa O HaIpaBJICHUU JOKYMEHTA B JIEJIO MOXKET JOMOJHATHCA KPATKUMHU CBEIACHUSIMU O
XapakTepe UCTIOJHEHUS TOKYMEHTA.
4. Tpe0oBaHUs K COCTABJICHUIO HEKOTOPHIX BU/I0OB JIOKYMEHTOB.

IIpuxkas3.

[Ipuka3 - nmpaBOBOM JIOKAJIbHBIM HOPMATUBHBIA AKT, KOTOPBIM HU3MAETCA €IUHOJIUYHO
pyKoBoAMTENIeM OOpa30BaTENIbHONW OpraHW3allid M YIOCTOBEPSET PEIICHUS OpPraHU3allMOHHO-
pacropsiANTENILHOTO XapakTepa.

[Ipuka3sl W3AIOTCS 1O OCHOBHBIM BOINPOCAM JI€STEIBHOCTH, aJMUHUCTPATUBHO-
XO3SUCTBEHHBIM BOIMPOCAM W KAAPOBBIM BOMpocaM (JIMYHOMY COCTaBy) 0Opa3oBaTEIIbHOM
OpraHu3aIuu.

[Tpuka3 moAMUCHIBACTCSI B COOTBETCTBUU C TPEOOBAHMSIMHU, YKa3aHHBIMH B [losi0keHHH.

[Tocie moamwcaHusi mMpuUKa3a U3MEHEHUS W/WIMA JOMOJHEHUS B HETO BHOCSITCS ITyTEM
W3JIaHUsI HOBOTO MPUKAa3a O BHECEHUU U3MEHEHUH W/WIIN JOTIOJTHEHUH.

[Tpuka3, kak mpaBuio, odopmisiercs Ha OaHKe 00pa3OBaTENbLHONW OpraHW3aIlid B
II€YaTHOM BHJIC.

[Tpuka3 nuMeeT cleayroIre peKBU3UTHI: HAUMEHOBAaHUE 00pa30BaTEILHON OpraHU3aINH
COTJIacHO YycTaBy,; HauMmeHoBaHue Buaa gokymeHta (I[IPMKA3), nara, HOoMep, MecTo
COCTaBJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, HAUMEHOBAHUE JOJLKHOCTH, MOAMUCH JTOJKHOCTHOTO
nura (MHUIAITEL, (paMuITus), BU3bI COTIIACOBAHMS, O3HAKOMIICHHS.

JlaToit mpukasza (pacmopspKeHUs) sSBISIETCS AaTa ero mnoanucanus. /lata odopmisiercs
U(GPOBBIM CcIIOCOO0M; HOMEP COCTOMT W3 3HaKa «No» M TOPSIKOBOTO HOMEpa MpHKasza: OT
00.00.0000 Ne 000.

Coneprkanue mpuUKaza KpaTKO MU3JIaraeTcsl B 3ar0JI0BKe, KOTOPBIA HAYMHACTCS C MpeJIora
«O» ¥ coCTaBIIsSIETCSI ¢ MMOMOIIBIO OTIVIATOJILHOTO CYIIECTBUTEIHHOTO («O0 yTBepk) AeHUM...», «O
CO3JIaHWH...») WIH CYIeCTBUTENBHOTO («O0 HTOTaX...»).

B npukaszax TeKCT u3araeTcsi OT MepBOIo JUIA €AMHCTBEHHOTO YUCIa («IIPUKA3bIBAI0Y).



Bo Bpems o03HakOMJEHHMs C NpPHUKa30M YKAa3aHHBIMH B HEM JIMIIAMH Ha IEPBOM
9K3EMILIIPE MPHUKa3a MPOCTABIISIIOTCS MOANKUCH C YKa3aHUEM J1aThl O3HAKOMJIICHUS.

Homepa crpanul] npocTaBislOTCS IOCEPEAMHE BEPXHEro IIOJS JIMCTAa HayuHas co
BTOPOTO JIUCTA.

IIpuka3bl HyMepyrOTCs B OPSAJAKE UX U3/IaHUSA B Mpeeiax KaJeHIapHOoro roja; NpuKasbl
[0 OCHOBHOM JI€ATENBHOCTH M MO KaJpPOBBIM BOMpOCaM (JIMYHOTO COCTaBa) UMEIOT OTAEIbHYIO
MOPSAIKOBYIO HyMEpPALMIO.

[Tpu Hymepaluy IpUKa30B T0MYCKAETCS UCIOIBb30BaHUE JOMOIHUTENBHBIX OYKB.

ITpumep:

K- xanpsi;

JI - IMYHBIHA COCTAB;

O- ocHOBHAaA 1EATEJBHOCTD;
Y — o0yuarommuecs.

[Ipuka3 BcTynmaeT B CHJIy C MOMEHTA €r0 MOJIMUCAaHUSI PYKOBOAUTENIEM 00pa30BaTeIbHON
OpraHU3alyy, €ClIM B TEKCTE HE YKa3aHO JPYyroro cpoka.

[Ipuxka3zsl peructpupyrorcs B KHure/skypHaie perucTpaluu MpruKazoB (
npunodicenue 2).

[Mpuxaszer  dopmupyrorcs B Jleno oauH pa3 B kBaprain. KHura/xypHan
IIPOHYMEPOBBIBAETCS, MPOIIHYPOBBIBAETCS, CKPEIUIAETCS MOJIUCHI0 PYKOBOJAUTENS M MEYATHIO
oOpa3oBarenbHON opranu3aiuu (mpuinokerue 1). B kone kanenmapHoro roaa Jemo ( He Oosee
250 mucroB) odopmisieTcs B cooTBeTcTBUH ¢ [lonoskenuem 06 apxuse.

IIpuka3bl M0 OCHOBHOM /1€AATEJILHOCTH.

TekcT mpukasza 1Mo BONPOCaM OCHOBHOM J€STENBHOCTH 0Opa30BaTENbHON OpraHu3alluu
COCTOMT U3 JIBYX YacTel - KOHCTaTUpYyroleH (mpeaMOyiibl) U pacopsAUTEILHOM.

B koHcTaTupyromen 4acTd OTpa)KaroTCs LENU U 3aJa4d MPEINHUCHIBAEMbBIX JECHCTBUH,
NPUYMHBI M3IaHUS TPHUKa3a, JACTCS CChUIKA HA JTOKYMEHT, MOCTYKUBIIMM OCHOBAHHEM IS
MOATOTOBKM TpHKa3a. YKa3aHHas 4yacTh MOXKET HAauMHAThCS cO ciaoB «Bo ucnomnenwue...», «C
Lenblo...» W ToMy TmomoOHoe. Ecmu [TOKyMEHT Wu3JaeTcss Ha OCHOBAaHUU APYroro
PacHoOpSIAUTENIEHOIO TOKYMEHTA, B KOHCTATHPYIOLIEH YaCTU YKa3bIBAC€TCs HA3BAHUE
BUJIa 3TOT0 JAOKyMEHTa, ero aBTop (MuuuctepctBo, COBET MUHHMCTPOB U JIp.), AaTra, HOMEp U
3arosj0BoK. Touyka B KOHIIE KOHCTATUPYIOIEH YaCTH HE CTABUTCSL.

PacniopsnurenbHas yacTh npukasa HauumHaeTcst co cinoBa I[IPMKA3BIBAIO, koropoe
MeYaTaeTCsl C HOBOM CTPOKM OOJBIIUMU OyKBamMu 0€3 OTCTYIUICHHS OT JIEBOTO TOJIA U KaBBIUEK,
IIOCJIE YEr0 CTaBUTCS ABOCTOYHE.

PacniopsinutenbHas 4yacTh JE€IMTCS Ha IMYHKTHl U THOJIYHKTHI, KOTOPbIE HYMEPYIOTCS
apabckumu 1dpamu. B kaxqoM MyHKTE TOJKHBI OBITH yKa3aHbl MCIOJHHUTENIH, KOHKPETHbIC
3aaHusl (MOpy4YeHUs) U CPOKHM HMX BBINOJHEHHUA. VcromHuTENn MOTryT OBbITh Ha3BaHBI TaKkKe
0000IIEHHO: «PYKOBOJUTENISIM METOAMUYECKUX OOBEIMHEHH», «3aMECTUTENSIM JAUPEKTOPay.
[Ipu »TOM, Kak MpaBUIIO, HE MPUMEHSETCS HAMMCAHUE HEKOHKPETHBIX MOPYYEHHH, KOTOpbIE
COJEpXKAT CIIOBA: «YCKOPHUTBY», «YIYUIIUTH», «AKTHUBH3HPOBATH», «OOpaTUTh BHHMAHHUEY,
«COBEPILIEHCTBOBATHY, IIPOJOJKUTHY U T.II.

OtnenbHble 3a7aHus (HaOpuUMep, 3aJaHHs, COAEp)Kalue IU(POBBIC TaHHBIE) MOTYT
oQOopMIIATBCS B BUJIE€ MPUIIOKEHUSI K IPUKA3y CO CCHUIKON Ha HUX B COOTBETCTBYIOIMX MMYHKTAX
npuKasza u opOpMIISIOTCS COIIACHO JaHHBIM PekoMeHTaIusM.

Crpanuipl nprKasza v NPUI0KEHUH HYMEPYIOTCS KaK €IUHbIA TOKYMEHT.

Ecnu npuka3zom OTMEHSETCS MPEABINYIIUNA PACIIOPSAUTENBHBINA JOKYMEHT, B PACIIOPSAUTEIILHON
YaCTU YKa3bIBAECTCS ITYHKT, KOTOPBIA JOJDKEH HAauMHAThCA cO cioB: «lIpu3HaTe yTpatuBmIMM
CUILY...».

W3MeHeHusi, BHOCHMBbIE B NpHKa3, O(GOPMIAIOTCS OTIEIBHBIM MPUKA30M, KOTOPBIN
JOJI’KEH MUMETh TaKOW 3arojioBoK: «O BHECEHWH M3MEHEHUH /WU JIOTIOJHEHUH B MPUKA3 ...» C
yKa3aHUEM JaTbl, HOMEpA, 3arojioBKa pacHopsIUTEIbHOTO JOKYMEHTA, B KOTOPBIA BHOCSTCS
n3MeHeHus. PacriopsguTenpHas 4acTh NPUKa3a HAYMHAETCS C TAKOrO IyHKTa!



1. BHecTH U3MEHEHUS B IIPUKA3...

[anee oTnenbHBIMU MOAMYHKTaMU (OPMYIUPYIOTCS U3MEHEHHUS B PacHOpSAUTEIbHBIN
JIOKYMEHT.

ITpumep -

1) myBKT 2 U3T0XKHUTH B CIIEAYIOMEH pelaKIHLL;

2) TYHKT 3 UCKIIIOYHT;

3) a63an BTOpOii MyHKTa 4 JTOTONHUTE CJIOBAM. ..

Ecnu u3aMeHeHus: B pacriopsAUTENbHbBIN JOKYMEHT O(QOPMIISIOTCS Ha OTAEIbHOM JIUCTE
(JlucTax), B IEPBOM IMMYHKTE PACTIOPSIIUTENHHON YaCTH NPUKa3a YKa3bIBACTCA:

1. BHecTu u3MeHeHus B...

[locnegHuii MyHKT pacropsIUTENbHONM YacTH B Ciydae HEOOXOJUMOCTH MOXET COJEp’KaTh
peleHre O BO3JIOXKEHUH Ha JOJDKHOCTHOE JHUIO (YHKUMH MO KOHTPOJIIO 3a HCIOJHEHHEM
MIpHUKa3a.

IIpuka3pl Mo KaApPOBBIM BOIIPOCAM.

[Ipuka3el 1O KagpoBBIM BOIMpocaM (JUYHOMY COCTaBy) OQGOPMIAIOTCS Kak B
yau¢unupoBannoii ¢opme (Ilocranosnenue I'ockomcrara P® ot 05.01.2004 Ne 1 «O6
YTBEPXKICHUH YHU(PHULUPOBAHHBIX ()OPM MEPBUYHOM YUETHOW JOKYMEHTALMU 10 Y4eTy Tpyaa U
€ro OIIaThI»), TAK U B TEKCTOBO.

JlaHHBIH BUj IPUKa30B 0POPMIISETCS B BUE HHANBHUYaIbHOTO UM CBOIHOIO.

B wunnuBuayaibHOM TMpHKase coaepkuTcss HHpopMmanus 00 OJHOM pabOTHHKE, B
CBOJHOM - O HECKOJIBKMX, HE3aBHUCUMO OT TOIO, KaKM€ YIPAaBICHYECKHE PELICHHA 10 HHUM
IpUHUMAIOTCs (IpueM Ha paboTy, Ha3HAYEHUE Ha JOJDKHOCTh, IEPEBOJ HA APYTYIO JOJKHOCTh
(paboty), yBOJIBHEHHE U JIP.).

CopepxaHue MHIMBUIYaJbHOI'O NpHKa3a MO0 KaJpOBbIM BoIpocaM (JINYHOI'O COCTaBa)
KpaTKO M3J1araeTcsi B 3arojIOBKE, KOTOPbIM HaumHaeTcs ¢ mnpemiora «O» U COCTaBISAETCS C
IIOMOLIBI0 OTIVIArOJBHOIO CYyIIecTBUTENbHOrO: «O Ha3HayeHuu...», «O mnpuHATHH...». B
CBOJHBIX IIPHUKA3aX MOXKET NMPUMEHATHCS 00O0OIIEHHBIN 3arooBok: «O KaapoBBIX BOMPOCAX»,
«O IMYHOM cOCTaBe».

B Ttexkcre mnpukaza mo KaJIpoBbIM BolpocaM (JIMYHOMY COCTaBY), Kak IIpaBUIIO,
KOHCTaTHPYIOIlas 4aCTb HE OTMEYAETCS.

PacnopsnurenbHas dYacTh IpUKa3a HayuMHACTCS, Kak IpaBWwIo, C TIJaroja B
HeompenenenHon ¢opme: «lIpuniare», «Hasnauutb», «llepeBectn», «OOBSBUTHY U TOMY
noxo0Hoe.

Janee ykaspiBaroTcs haMuims, ©Ms, OTY€CTBO (IpU HaJM4MK) pabOTHHKA, HA KOTOPOTO
pacrpocTpaHsieTcs JeHcTBHEe MpHKa3a, U TEKCT Npukaza. B cBogHOM npukase GpaMuiuy jui B
npejenax MyHKTOB pa3MeIIatoTcs o andaBuTy.

B npukase o Ha3HaYeHUHU WM YBOJBbHEHUH PaOOTHUKA yKa3bIBaeTCs MOJHAS aTa (4HUCIO,
Mecsl, Tof) (AKTUYECKOTO BBIXOAAa pa0OTHUKA Ha paboTy (TpeKpameHus TPYAOBBIX
OTHOILIEHHUI), pa3MepBI €ro JOHKHOCTHOIO OKJIa/la COTJIaCHO IITaTHOMY PaclUCaHUIO.

B cBoHOM mpuKase mo KaJgpoBbIM BOIPOCaM (JIMYHOMY COCTaBY) B PacHOPSAUTENbHYIO
4acTh BKIIIOYAETCs MHPOpPMALUs, KOTOpas pa3MeIlaeTcs B TaKOH MOCIEN0BAaTENbHOCTU: IPUEM
Ha paboTy, epeBo/l, yBOJIbHEHHUE.

B kaxqoM myHKTe MpHKasza M0 KaJpOBbIM BOIpocaM (JINUYHOMY COCTaBY) YKa3bIBaeTCs
OCHOBaHHE OTHOCHUTEJIBHO €ro u3JgaHus (3asBieHHe paOOTHHKA, TPYIOBOW JOTrOBOP
(cornaimenue), JOKIagHas 3alMCKa, MpPEACTaBICHUE, XOJaTalCTBO, PELICHHEe aTTeCTAllMOHHOM
KOMHCCHH 00111e00pa30BaTeIbHON OpraHU3aliK) U T.J.

Pacniopsixenne.

Pacnopsikxenue - pacniops,IUTENbHBIN JIOKAJIBHBI HOPMATUBHBIN ITPAaBOBOM aKT, KOTOPBIN
U3AeTCsd  PYKOBOAAIIMM  PaOOTHUKOM  0Opa3oBaTeNIbHOW  OpraHu3anuu  (Hampumep,
3aMECTUTEIEM PYKOBOAMTENS, PYKOBOJIUTEIEM CTPYKTYPHOTO MOJpa3fesieHusi) MO BOIpocam
MH(POPMALIMOHHO-METOJUUECKOT0, aIMUHUCTPATUBHO-XO3UCTBEHHOTO M OPraHU3alMOHHOIO
XapakTepa, BXOASAIIUM B €r0 KOMIIETEHLIHUIO.



PacrnopsixennemM ohopMIISIOTCS BOIIPOCHI KPATKOCPOUHOTO OJJTHOPA30BOTO XapaKTepa.
PacniopsikeHnst COCTaBISIOTCS aHAJIOTUYHO MPHKa3aM (B IMEYaTHOM BapHUaHTE) MOXKHO 0e3
cioBa «[IPUKA3BIBAIO.

KoHncratupyromas 4acTh TEKCTa B PACIOPSDKEHUAX OTHEISIETCS OT PACIOpPSIUTEIbHON
gactu cioBamu: <«IIPEJJIAI'AO», «PEKOMEHIVIO», «OBS3BIBAIO», «CUHUTAIO
HEOBXOAUMBbIM».

Pacriopspkenust  peructpupyrorcss B - KHHre/kypHaine peructpanuu pacrnopsbKeHUH
(npunoorcenue 2). Kuura/xypHaa TpPOHYMEPOBBIBACTCS, MPOIIHYPOBBIBACTCS, CKPEILIACTCS
MOJAMUCHI0 PYKOBOIUTENSE W TMEYaThl0 00pa30BaTelbHONW OpraHm3alu. PacmopspkeHus

dbopmupytrorest B [leno onun pas B KBapTal. B xoH1e kanengapHoro rojaa Jlemo (He
6onee 250 nrcToB) odopMisieTcst B cOOTBeTCTBUU C [lonoxkeHnem 06 apxuse.
IIporoko..

[Tporieccyl MpUMEHEHHUs YIPABICHYECKUX pelIeHH 00pa30oBaTeNbHON OpraHu3anueil u
CaMU peIIeHUs JTOKYyMEHTHUPYIOTCS C MOMOIIbI0 NMPOTOKOJIOB KOH(EepeHIui, meaarorndyeckux
COBETOB, KOMUCCHUH U TIp.

B nporokonax 3acenaHuii KOJIETHadbHBIX U COBELIATENBHBIX OPraHOB TEKCT U3J1araercs
OT TPEThEro Julla E€JUHCTBEHHOIO uuncia («1eJarorudeckuii COBET... IOCTAHOBIISIETY,
«CcoOpaHHe... PEIIIIIO»).

IIpoTokon cocTaBisieTCss Ha OCHOBAHWM 3alMCEH, CHENAaHHBIX HEMOCPEICTBEHHO BO
BpeMsl 3acelaHui, IPEICTABICHHBIX TEKCTOB M TE3UCOB JOKIAJOB U BBICTYIUICHHH, CIPABOK,
IIPOEKTOB PELICHUN.

[TpoToKOM MOXKET COCTaBIATHCS KaK B PYKOIIMCHOM, TaK U B IeUaTHOM (opme.

Jatoii mpoTokoma sBIseTCS JaTa OpoBeAeHUs 3acenaHus. Ecnm  3acemanue
MPOJIOKAJIOCh HECKOJIBKO JIHEM, TO 4Yepe3 THUPE YKa3bIBAKOTCSA MEPBBIM M MOCIEOHUN JEHb
3acelaHusl.

Homep mpoTokona [OMKEH COOTBETCTBOBAaTh MOPSAKOBOMY HOMEPY 3acedaHusl.
Hywmepanus npoTokosioB BeeTcs B Npeaenax KajleHIapHOro rojia OTAEIbHO MO KaXI0H rpymme
MIPOTOKOJIOB 3aCE/IaHNUs COOTBETCTBYIOLIETO KOJUIETUAIBHOTO OpraHa.

B pexBusure «MecTo 3acelaHus» YyKa3bIBae€TCS HA3BAaHUE HACEJIEHHOI'O IIYHKTa, B
KOTOPOM COCTOSIIOCH 3aCEeIaHHe.

3arooBOK K TEKCTy NPOTOKOJIA JOJDKEH OTOOpakaTb BWJ 3acelaHus (COBEIIaHWE,
coOpaHue, KOH(epeHIUs U T.M.) WIM KOJJICTHMAIbHOW JAeITeNbHOCTH (KOMHUCCHS, COBET,
cobpanue, paboyas Tpymnmna u T.I1.) ¥ BKJIIOYaTh Ha3BaHUE BHUJIa JOKYMEHTA.

TeKCT mpOoTOKOJIAa COCTOUT U3 BBOJAHOW U OCHOBHOM YaCTEN.

BBognas wacth comepxutr mnoctosiHHyio uHpopmanuio (cioBa IIPEJICEJIATEJID,
CEKPETAPD, ITPUCYTCTBOBAJIN) u nepemenHyto (damMuius, WHULMAIBI MpeaceaaTes,
cekpeTaps M  HOpucyTcTByromux). Ilpm  HEoOXoAMMOCTHM  yKa3bIBalOTCAd  JOHKHOCTH
MPUCYTCTBYIOIINX, a TAaKXKe HWHUIUANbI, (aMUIUU [MOJDKHOCTH JIMI, MPUTJIAICHHBIX Ha
copemanue. [Ipu konmuectBe yyacTHHKOB Ooisiee 10 cocTaBiseTcs COMCOK MPUCYTCTBYIOIIMX,
KOTOPBIN MPUJIAraeTcs K IPOTOKOILY.

Ecmu mporokon odopmusiercs B mewyatHoit ¢opme, To cioBa [IPEJICEJIATEJID,
CEKPETAPD, IPUCYTCTBOBAJIU neuyaTatoT OT HYJIEBOTO MOJOXKEHHS Ta0yasTopa, OT 2-TO
MOJIOKEHUS TaOyisTopa CTaBUTCA TUPE, WHULHUAIBI M (DaMWIMK HUILYT B HUMEHUTEIHbHOM
nagexe. PaMUIMK TMPUCYTCTBYIONINX pacHojaraiTcs B ajadaBUTHOM MOPSAIKE U MEYATAIOTCS
yepe3 1 MeXCTpOUYHBINA UHTEpBAI.

BBonHas yacTh mpoTokojia 3akaHuuBaeTcsi moBecTkol aHs. CrnoBa «lloBecTka mHs»
MeYyaTalT OT HYJIEBOrO MOJIOKEHHUs TalylsTopa, MOClie HUX CTaBUTCA JBoeToune. Bompocsl
MIOBECTKU JTHS HyMepYyIOTcsl apaOckumu udpamu. Kaxaelii HOBBI BOIpOC MeyaTaroT OT 1-ro
TTOJIOXKEHUS Ta0ysaTopa.

ITocnenoBaTeabHOCTh PACIIOIOKEHHUS BOIPOCOB ONPENEISIETCS] CTENIEHBIO UX BaYKHOCTH.
Bonpocsl mepeuncnsitorcs B MMeHUTeNbHOM mazgexe. Jlokman (otuer, cooOuieHwue,
uH(popMaIys), HAUMEHOBAHHE JOJDKHOCTH, WHULMANBI W (HaMUJIUIO JOKJIAT4MKa MHUIIYT B



ponuTenbHOM Tazexe. He pexoMmeHayeTcs BKIIOYATh B TOBECTKY JAHS Bompoc «PazHoey.
Kaxxneiii Bompoc J0KEeH OBITh KOHKPETHU3WpOoBaH. DOpMHUpPOBaHHE BOIPOCOB B TIOBECTKE JTHS
HauynHaeTcs ¢ npeiora «O (00)».

OcHOBHasl 4acTh MPOTOKOJIA COCTOUT M3 Pa3JeNioB, KOTOPBIE JOKHBI COOTBETCTBOBATD
MYHKTaM TOBECTKU OHSA. Pasfensl HyMepyroTcs apaOCKuMu IUbpaMu U CTPOSITCS MO TaKOH
cXeme:

CJIYIIAJIA - BBICTYIINIIA - PEHIWIIA (ITOCTAHOBUJIN),

VYka3aHHbBIE CJIOBa TEYATAIOTCS OOJNBIIMMU OyKBaMH O€3 OTCTyNa OT T'PAHMIIBI JIEBOTO
nonisi. [ocie 3TUX CIIOB CTaBUTCS IBOETOUHE.

[Tocne cnoa CJIYIHAJIMA yka3piBaeTcsi KpaTKUMl TEKCT BBICTYIUICHUSI OCHOBHOTO
noxmamarika. daMuaus ¥ MHUALNUATIBl KaXJAOTO JOKJIATYMKa IEeYaTaloTCs C HOBOW CTPOKH.
KpaTkuii TeKCT BBICTYIICHUS U3TIaraeTcs B TPETHEM JIMLIEe €AMHCTBEHHOTO YHCIA.

TexkcThl WM TE3WCHl JIOKJIANOB M BBICTYIUICHHN, O(OPMIIGHHBIE KaK OTIEIbHBIE
JIOKYMEHTBI, B TEKCT MPOTOKOJIa HE BKIto4aroTcs. [locie cBeeHnit 0 MOKIaquyuKe CTaBUTCS THPE
1 yka3biBaeTcs: « TeKCT mokiaaa (BRICTYIUICHUS ) IPUIAraeTcsi K MPOTOKOIY.

[Tocne cnoBa BBICTYIINIIN puKCUPYIOTCS BBICTYIUICHHS TE€X JIUI, KOTOPBIC MPHHSIIH
ydacThe B OOCYXIEHHH JOKiIaja. BricTymieHuss oGopMISIIOTCS B HPOTOKOJIE C yKa3aHHEM
JOJKHOCTEH, (haMUIMl M MHHUIIMAJIOB, BBICTYNAIONIMX B MMEHUTEIHHOM Majexke, a TaKxkKe C
KpaTKUM H3JIOKEHHEM COJIepXKaHUsl BOMPOCAa M OTBETOB Ha Hero. CopaeprkaHue BBICTYIUICHHUM
M3NaraeTcs OT TPEThEro JUIa €IUHCTBEHHOTO YHUCIIA.

[Tocne cmosa PEILIMIIM (IIOCTAHOBWJIN) ¢uxcupyercss NPUHATOE pEIICHUE 10
o0cyXJJaeMOMYy BOIIPOCY TOBECTKH JHA. PerieHue MOMKHO OBITh KOHKPETHBIM U BKJIIOYAThH
COCTaBIIAIONINE, KOTOPbIE OTBEYAIOT HAa CIEAYIOIIME BOMPOCHI: KOMY, YTO CHENaTh U B KaKOH
CPOK.

Pemenusi, comepxamme HECKOJIBKO BOIPOCOB, TMOAPA3ICISAIOTCS HA MYHKTBI H
MOJAMYHKTBI, KOTOPbIE HyMepytoTcs apadckumu mudpamu. [lognyHKTel HyMepyroTcs nudpamu ¢
TOYKOM.

B cnyuae, xorja Ha 3aceqaHUM MPUHUMAETCS pelieHHe 00 yTBEp)KIEHWU IOKYMEHTa,
KOTOPBII 00CyXnajcs Ha 3aceJaHhH, ITOT JAOKYMEHT IpHJIaraeTcsi K MPOTOKOIY M B HEM
JIeNaeTcsl CChUIKAa Ha HOMEp M JAary mporokona. [Ipm Hamuuuu APYyrux JOKYMEHTOB, KOTOpHIE
paccMaTpUBaIHMCh Ha 3acelaHuM, U (akT 0O0CYXIEHHS KOTOPHIX ObUT 3a()MKCUPOBAH B TEKCTE
MPOTOKONIa, OHU HyMepyrTcs apadbckumu mudpamu (Ilpunoxenue 1, Ilpunoxxenue 2). B
COOTBETCTBYIOIIHMX ITYHKTaX MPOTOKOJIA JIETIACTCS CChUIKA HA 3T MPHIIOKEHHS.

[IpoTokon mMOAMUCHIBAETCS MPEICEAATEIbCTBYIONIMM Ha 3acelaHud KOJJIETUATbHOTO
opraHa U CEKpeTapeM.

Breimucka w3 mpoTokonla — TOYHAs KOMUS YacTH TEKCTa MOMJIWHHOTO MPOTOKOJIA,
OTHOCSIIIIETOCS] K TOMY BOTIPOCY TOBECTKH JIHS, TI0 KOTOPOMY TOTOBHTCS BBITIMCKA. BhIicka u3
IIPOTOKOJIa  COJCPXKHUT CIEAYIOIIME PEKBU3UTHI: HaWMEHOBaHUE 0011e00pa3oBaTeIbHON
OpraHu3alluy, Ha3BaHWE BHJA TOKYMEHTa (BBINHCKA W3 MPOTOKOJA), JaTa 3acelaHUs, MECTO
COCTaBIICHUS, 3aT0JIOBOK K TEKCTY, TEKCT, MOJITUCH, OTMETKY O 3aBEPCHHUU KOIUH.

[Iporokonel  peructpupyiorcss B Kuure/’xypHaie  perucrpaiuu  MpPOTOKOJIOB
(npunoowcenue 3). Kuura/xypHana TpOHYMEPOBBIBACTCS, HPOIIHYPOBBIBACTCS, CKPEIUISETCS
MOANUCHIO  PYKOBOJIUTENSI M TedaTbio oOpa3oBaTesibHOM  opraHuzauuu. IIpoTokosnsl
¢dopmupyrores B [leno onuH pa3 B kBaptan. B konie kanenmapHoro roga Jlemno (ae 6omnee 250
JUCTOB) 0(hopMIIsIETCSl B COOTBETCTBUU C [loyokeHrem o0 apxuse.

Ciay:xe0HOe MHCHMO.

CnyxeOHOE THCHMO COCTABIISIETCS C IIETbI0 OOMeHa HWH(OpManuei W MpencTaBiseT
co0oii:

- OTBETbI O BBIIOJHEHUHU 3a/laHUil, ONPEJENCHHbIX B aKTaX OPraHOB rOCyIapCTBEHHON
BJIACTH, MMOPYUYEHHSIX BBICIIMX JTOJKHOCTHBIX JIUIL;

= OTBCTHI HA BBIITOJTHCHHUEC HOpy‘-ICHPIfI BBIIICCTOAINX OpFaHHSaHHﬁ;



- OTBETHI Ha 3aMPOCHI IPYTUX YUPEIKICHUM;
- OTBETHI HAa OOpAIICHUS TPAXKIaH;

- OTBETHI Ha 3aMPOCHl Ha HHPOPMAIIHIO;

- WHUIMATUBHBIC MTHCHMA;

- COIPOBOJUTENIbHBIC TUCHMA.

CnyxebHoe niucbMo opopmitsieTcst Ha 6J1aHke 00pa30BaTENbHON OpraHU3alINH.

[TuceMo uMeeT clielyrone peKBU3HUTHI: J1aTa, PETUCTPALMOHHBIA HOMED (MCXOSIIUN),
CCBUJIKA Ha PETUCTPALIMOHHBIA HOMED (BXOJAIINI) U 1aTy TOKYMEHTa, Ha KOTOPBIHA 1aeTCsl OTBET
(npu HamM4uM), ajapecaT, 3arojIoBOK, TEKCT, OTMETKAa O HaJIM4YUU TNPWIOKEHUM (B ciydae
HE0OXOIMMOCTH), TMOANHUCH, cBeneHuss 00 wucnomaurene (P.M.O., KOHTaKTHBII HOMEp
TenedoHa).

JaToil muceMa sBIsSETCA JaTra €ro NMOANMCAHMS, KOTOpas AOHKHA COBHAAATh C JATOM
PErucTpanuu UCXOAAIIEN KOPPECIIOHICHIINH.

OCHOBHBIM PEKBH3UTOM CIIY)KEOHOTO MUCHhMa SIBJISIETCSI TEKCT, KOTOPBIi, KaK MPaBHIIO,
COCTOMT U3 JIByX yacTeil. B nmepBoil yactu ykas3blBaeTcsi IpUUYMHA, OCHOBAaHHE WJIM OOOCHOBaHUE
MOATOTOBKH MUCHMA, MMPUBOJAATCS CCHUIKU Ha TOKYMEHTHI, KOTOPhIE OBLITM OCHOBAHHEM [Tl €r0
coctaBiieHusi. Bropas yacTh BKJIIOYAET BBIBOJBL, MPEAJIOKEHUS, MPOCHObI, pEelIeHus U T. II.,
KOTOpbIE pa3MeIarTcs ¢ ab3ana.

Kaxk nmpaBuio, B mucbMe 3aTparuBaeTcsi OMH BOIIPOC.

TekcT nucbMa u3araeTcs OT MEPBOTO JULA MHOXKECTBEHHOTO YUCJIA C UCIOJIb30BAHUEM
CJIOB: «IIPOCHM COOOUIUTb...», «Pa3bsACHSIEM, UTO...».

Cryxe0HOe MMCHbMO MOJITUCHIBAETCS PYKOBOJUTEIEM 00pa30BaTEIbHOM OpraHnu3alum.

Cnpaska.

CrpaBka - TOKyMEHT, HOATBEPKIAIOLUINNA Kakue-In00 (aKThl WM COOBITHSL.

CrpaBku OBIBAIOT IBYX BUJIOB:

CopaBka 71s1 ONUCaHMUA WM TMOATBEPXKICHUSA (PAKTOB, WM COOBITUH B JESATEIBHOCTH
OpraHu3aIuu.

CrpaBKM COCTABIISAIOTCS MO0 YKA3aHUIO BBIIIECTOALIEH OpraHu3alMyd UM PyKOBOJMTEIS
00pa30BaTeIbHON OpraHU3aLWy Il HHPOPMAIMK O BHIIIOJHEHUH IJIAHOB, 3aJaHUN, IOPYICHUH
U TIPE/ICTABIISIIOTCS B YCTAHOBJIEHHBIE CPOKHU.

Texcm makoii cnpasku cocmoum u3 08yx uacmell.

B nepBoil wactu um3nararorcst (axThl, MOCIYKUBIIHE IOBOJOM K €€ HANHCaHWIO, BO
BTOPOM - MPUBOJATCS KOHKPETHbIE JaHHbIE. BBIBO/IBI U MpeIoKEeHNs B CIPAaBKe HE JAOTCs (3a
UCKJIFOUEHUEM aHAIUTHYECKOM).

CrpaBka J0/KHa OOBEKTUBHO OTpPa)kKaTh COCTOSHUE JE€JI, €€ COCTaBJI€HHE TpeOyeT
TIIATEJIILHOTO ¢OOpa U MPOBEPKU CBEJIEHUH, MOT'YT IPUBOAUTHCS TaOIHIIBL.

CripaBkH, COCTaBIEHHbBIE AJI1 PYKOBOJUTENSI OPraHU3aLMU, IOIITUCHIBAET COCTABUTEIb.

CrpaBkH, KOTOpBIE COCTaBISIOTCA IO YKa3aHHUIO BBIIIECTOALIEH OpraHU3aluHy,
MOJINKCHIBAET PYKOBOAUTENH 00I11€00pa30BaTeIbHON OpraHU3aluu.

JlaToli cipaBKy SBJISIETCA aTa €€ MOANNUCAHUS.

CrpaBku, yAOCTOBEPSIONMINE IOPUAMYECKHE (aKThI: TMOITBEPKIACHHE MecTa paldoThl,
3aHHMaeMOH JTOJKHOCTH, pa3Mep 3apab0THOM MIaTel U T.1.

st HUX npuMeHstoTes yHU(pUIIMpoBaHHbIE TpadapeTHbIe OJIaHKH.

Takoro poja cIpaBK{ BBIIAIOTCS IO 3alpOCaM 3aUHTEPECOBAHHBIX JIUL (COTPYIHUKOB)
WM YUPEXKJIECHUN U PErUCTPUPYIOTCS B )KypHAJI€ BbIJaBa€MbIX CIIPABOK.

JlokJiaiHast 3anUCKAa.

JloknajHas 3amicKa - JOKyMEHT, aIpECOBAHHBIN PYKOBOAUTENIO U HHPOPMHUPYIOIIHIA €T0
O CIJIOKUBIIEHCS CHUTYyallMuM, UMEBILIEM MECTO SIBJIEHUU WIM (paKTe BBINOJIHEHHON paboThl, a
TAK)KE COJEPIKALIMMI BHIBOJIBI U ITPEJIOKEHUS COCTaBUTEIIS.



JlokmagHas 3aMrMcKka MOKET BBIIOHATHCS PYKOMTUCHBIM CITIOCOOOM.

TexcT MOKIAAHOW 3alMCKHM JEHTCA Ha JIBE YacCTH: IMepBas - KOHCTATHPYIOINAs, TJIe
W3NIATal0TCsl MMEBIIME MECTO (PaKThl WM OMHUCHIBACTCS CHUTyallHus, W BTOpas, B KOTOPOM
M3JIaraeTcs MmpejioKeHue, mpocroa.

TekcTy MOKIaAHON 3amHUCKU 00S3aTENBFHO MPEIIIECTBYET 3aroJ0OBOK, HAUMHAIOUIUICS C
npeiora «Oy», «O0».

Joxmnannas 3anmucka oopmisieTcs Ha JIucTe Oymaru.

AKT.

AKT - JIOKyMEHT, COCTaBJIEHHBIH HECKOJbKMMH JIMIAMH W MOATBEPKIAOIINN
YCTaHOBJICHHbIE (aKThl U JEHCTBUS. AKTBI OGOPMISIOTCS MO pe3ylbTaTaM pPEBU3UN, TpU
npueMe-fepeaye J1ej, CIMCaHuN UMYIIIEeCTBa U TOMY MOJ00HOE.

AKT odopMiIseTCs Ha CTaHAApTHOM jucte Oymaru (gopmara A4 U WMEET CIEIyIOIIHe
PEKBU3HTHI: Ha3BaHHWE JOKYMEHTa, rpud yTBepKaeHHs (Ipu HEOOXOAMMOCTH), JlaTa U MECTO
COCTaBJICHUS, 3ar0JIOBOK K TEKCTY, TEKCT, MOJMUCHU JIHI] (HE MEHEEe TPeX), KOTOPhIE COCTaBISIN
aKT.

TekcT akTa COCTOUT U3 BBOJAHOM M KOHCTATUPYIOIIECH YaCTEN.

B BBOAHOI YacTu yKa3bIBalOTCSI OCHOBAHUS JIJIsi COCTaBJICHMS aKTa M HA3bIBAIOTCS JIUIIA,
KOTOpPBbIE€ COCTABUJIM aKT WJIA MPUCYTCTBOBAJIM MPHU 3TOM. B KOHCTaTHpyIOIIeH YacTH U3naraeTcs
CyTh, 3aJlaud, XapakTep TMpOJEeTaHHONW pabOThl, YCTAaHOBJICHHbIC (AaKThl, NPEIJIOKECHUSI HU
BBIBOJIbI. KOHCTAaTHpYIOMIAs 9acTh MOXKET 0OPMIISTHCS B BUJE TaOJHUIBL. B KOHIIE TEKCTa aKTa
3aMMCHIBAIOTCSA JAHHBIE O KOJTMUYECTBE IK3EMIUISIPOB aKTa U MX MECTO HAXOXKICHUSI.

AKT MOJIMUCHIBAETCS BCEMU JIMIIAMU, MPUHUMABIIUMH YYacCTHE B €r0 COCTaBJICHUHU.

Jluno, umeromiee 3amMedaHusi K COJIEP)KaHUIO aKTa, MOJMUCHIBAET €r0 W U3JaraeT CBOE
MHEHHE Ha OTJCIHHOM JINCTE, KOTOPHIN MPUIIAracTcs K aKTy.

Tenerpammpl, TejiepOHOrpaMMBbl, (PAKCUMUIISIPHAS CBS3b.

DTO JOKyMEHT TIO OICPAaTUBHBIM BOIpOcaM, TepeAaBacMblii 10 TeeoHy U
3aMHMCHIBAEMBIi MTOTYUaTEIEM.

O0s13aTeIbHBIMU PEKBU3UTAMU TAaKUX JJOKYMEHTOB SIBJISIOTCS:

- HAUMCHOBAaHME YUYPEXKICHUH aJpecaHTa U agpecara;

- PEKBU3UT «OT KOTO» M «KOMY» C YKa3aHUEM MIOJDKHOCTH, (aMHIIMU, U OTYECTBA
JIOJDKHOCTHBIX JIHII,

- HOMep, JaTa ¥ BpeMs Mepeavyn 1 mpuemMa JOKYMEHTa;

- IOJDKHOCTH M (paMUJIMH NIEPEIaBIIETO W MPUHSBIICTO JOKYMEHT;

- HOMepa Tele(OHOB;

= TCKCT U IIOAIINCH.

HOCTyHI/IBH_H/Ie AOKYMCHTBI JOJIKHBI UMCTh TC K€ PCKBU3UTHI, UTO U OTIIPABIACMBIC, 3a
WCKJTFOYEHUEM ITOIITUCH.

I[OKyMeHTBI COCTAaBJIAIOTCA B OAHOM 3K3CMILIAPC U NOANHUCBIBAIOTCA PYKOBOAUTCIIEM HUIIN
OTBETCTBCHHBIMU UCIIOJIHUTEIILHBIM.

DJIeKTPOHHbBIE JOKYMEHTBI.

[Topsimox  cocraBieHusi, OGOPMIIGHUS H COTJIACOBAHHS IPOEKTOB AJIEKTPOHHBIX
JIOKYMEHTOB OCYIIECTBIIICTCS TIO OOMIMM TPaBHJIAM JIEJIONPOU3BOJCTBA, YCTAHOBJICHHBIM B
OTHOIIICHUY AaHAJOTHYHBIX JTOKYMCHTOB Ha OyMa)KHOM HOCHTENE. DJIEKTPOHHBIA JTOKYMEHT
AOJDKCH HMMCTb PCKBHU3UTHI, YCTAHOBJICHHBLIC IJI1 AHAJIOIMYHOro JOKYMCHTA Ha 6YMa)KHOM
HOCHUTEJIE, 32 HCKITIOYCHUEM OTTHUCKA TICUaTH.

B NepCUYCHb 00s13aTEIBLHBIX CBGI[CHI/Iﬁ 0 OJOKYMCHTAX, HUCIIOJB3YCMbIX B LCIIAX y4C€Ta U
MOWCKAa JIOKYMEHTOB B CHCTEMax »JJIGKTPOHHOIO JIOKyMEHTOO0OpOoTa 00pa3oBaTelbHOU
OpraHW3allil B COOTBETCTBUM C TIPaBWJIAMH JICJIONPOM3BOJICTBA B 00pa3oBaTEIbHOM
OpraHu3aIuy, BXOIIT:

e aJIpecaHT;



e ajpecar;
e JIOJDKHOCTH, ()aMUJTUSI ¥ MHUIIAAJIBI JIUTIA, TIOAMMCABIIETO JOKYMEHT;
e  BHJ JOKYMEHTAa;

e JlaTa JOKYMEHTA;

e HOMED JOKYMEHTA;

e JlaTa MOCTYIUICHUS JOKYMEHTA;

e  BXOASUIMI HOMEp JOKYMEHTA;

e  CCBUIKA HA UCXOJAIIMN HOMED U JIaTy TOKYMEHTA;
e HAMMEHOBAHHUE JIOKYMEHTA;

e HHJEKC JIena;

e CBEJCHHMA O Iepeaapecau J0KyMEHTa;

e  KOJIMYECTBO JINCTOB OCHOBHOT'O IOKYMEHTA;
e  KOJIMYECTBO MPUIIOKECHUN;

e o0mIee KOJUYECTBO JINCTOB MPUIIOKEHHIA;

e YKa3aHWs I10 UCIIOJHEHUIO JOKYMEHTA;

e JnoipkHOCTh, @. U. O. ncnoaHUTEN;

e OTMETKA O KOH(PHUICHIINATHHOCTH.

B cocraB [OMOTHUTENBHBIX CBEIEHUH 00 DSIEKTPOHHOM JOKYMEHTE MOTYT OBITh
BKJIIOYEHBI CBEJICHUSA: HAMMEHOBAHHE aBTOpa JOKYMEHTa (eCliM aBTOp HE COBIAJAET C
azpecaHToM (OTHpaBHUTEIEM) OJIIEKTPOHHOTO [OKYMEHTa), OTMETKa O TMEepPeHoce CpoKa
WUCTOJIHEHUSI JOKYMEHTAa, CPOK XpAaHEHUs JOKYMEHTA, HANMEHOBAHUS MPUIIOKEHUN K
JNEKTPOHHOMY JTIOKYMEHTY, KIIIOUEBBIE CIJIOBA, CTaTyCc JTOKyMeHTa (TPOEKT, BEpCHs), BHUJ
nepeiayu TOKyMeHTa (3JIEKTPOHHOM MOYTOM, MOYTOH, JaKCOM H T. 1I.) H JIp.

Cpoku XpaHEHHsI DBJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKAaM XpaHEHUs
JIOKYMEHTOB, YCTAaHOBJICHHBIX 3aKOHOJATCIIbHBIMA M WHBIMH HOPMAaTHBHBIMU MPaBOBBIMHU
aktamu Poccuiickoii denepanuu, TUNOBBIMU MEPEUYHSIMHU JJI AHAJTOTMYHBIX JOKYMEHTOB Ha
OyMa)XHOM HOCHTEJIE.

5. Opranusanusi A0KyMeHT0000pPOTa M HCHOTHEHHS JOKYMEHTOB.

IIpuem 1 00padoTKa MOCTYNAKIIMX JOKYMEHTOB.

JIBi>keHHE JIOKYMEHTOB C MOMEHTA WX CO3JaHMs WIM TOJYyYeHHUs [0 3aBEpIICHHS
WCIIOJIHEHUS WK OTIIPaBKU 00pa3yeT JOKYMEHTOOOO0POT.

B nmoxymenToobopore 00pa3oBaTENbHONW OpraHW3alMy  BBIACISIOTCS — CIEIYIOIIUe
JIOKYMEHTOTIOTOKHU:

a) BXOJAIasi KOPPECTIOHIEHITUA (FopUInYecKre U (pU3ndecKue JIuia);

0) ucxoasIIasi KOPPECTOHACHITUS (FOPUINYECKUE ¥ (PU3MUSCKUE JIUIIA);

') BHYTPEHHSIS JOKYMEHTAITHS.

JoctaBka W OTIpaBKa JOKYMEHTOB OCYIIECTBISIETCS, KaK TPaBUIO, CPEICTBAMHU
IIOYTOBOM U JJIEKTPOHHOM CBSI3H.

JIoKyMEeHTBI, OCTyHAlONIKe B 00pa30BaTEbHYIO0 OPraHU3AIUI0, MPOXOAAT MEPBUUHYIO
00paboTKy, perucTpanuio, IpeIBapUTEIbHOE pPACCMOTPEHHE, Mepenady pYKOBOJACTBY Ha
paccMOTpeHHe, ePeAatoTCs UCTIOTHUTENSIM U TTOCIIE UCIIOJIHEHUSI IOMEIAIOTCS B JIEJIa.

[Tpuem u nepBudHas 00pabOTKa JOKYMEHTOB OCYIIECTBIISETCS CEKPETAPEM.

CekpeTapb OpPOBOAUT: TMPOBEPKY MPABUIBHOCTH  AAPECOBAHMS  IMOCTYMAIOIINX
JIOKYMEHTOB, MPABWJIBHOCTH JOCTABKU U KOMIUIEKTHOCTH JOKYMEHTOB; COPTUPOBKY JJOKYMEHTOB
Ha TOJJIeKale U He TIOJIekKAIINe PETUCTPALIUH.

[ToyyeHHbIE KOHBEPTHI C KOPPECTOHIEHIIMENH BCKPBIBAIOTCS, MPH ITOM IPOBEPSETCS
HaJM4Yue BIOXKEHHI, a TaK)Ke€ YKa3aHHBIX B JOKYMEHTaX MPHIOKEHUH. B ciiydae moBpexaeHHs
YIaKOBKH ¥ BJIOKEHUW JTHOO OTCYTCTBHSI MPUIIOKEHUM COCTABIISCTCS aKT B JBYX DK3EMIUIIPaAX.
OnuH 2K3eMIUTSp aKTa HAMPaBIAETCS KOPPECTIOHACHTY, BTOPOW MPUOOIIAeTCs K TOCTYMUBIIEMY

JOKYMEHTY.



Omub0o4YHO TpHUCIaHHAs KOPPECIOHAEHIMS MEepechUIaeTCcsl MO MPUHAJIEKHOCTH, €CIIH
W3BECTEH aJpec Tmoiy4areias. B NpoTHBHOM ciy4ae KOPPECIIOHACHITUS BO3BpAIIaeTCs
OTIIPABUTEITIO.

KonBepTbl 0T mnocTynamomeld KOpPpPECHOHICHIIMM COXPAHSIIOTCS M IpHIAraroTcs K
JIOKYMEHTaM JIMIIb B TOM clly4dae, KOIJa TOJIbKO IO HUM MOXHO YCTaHOBUTH aJIpec OTIPaBUTENS
WM, KOTJIa J]aTa TOYTOBOTO IITEMITENsSI MMEET 3HaYeHHE B KAUeCTBE JI0KA3aTEeIbCTBA BPEMEHHU
MOJTy4EeHHUs] JOKYMEHTA.

CrenpanucToM He BCKPBIBAIOTCA KOHBEPTHl MHCEM C HAAMHUCBIO <«JIHYHO». OHU
nepearoTes Mo Ha3HAUYCHUIO

Wudopmaius U JOKYMEHTHI O JEATEIbHOCTH 00pa3oBaTeIbHONM OpraHU3alliu, HE
yKa3aHHbIE B 4acTH 2 cTaThi 29 ®denepanbHOro 3aKOHa ot 29 nexabps 2012 ronma Ne
273-®3 «O6 ob6pazoBanuu B Poccuiickoit denepanum», MPEACTABISAIOTCS PYKOBOIUTEIEM
00pa30BaTEeNIbHONM OpraHM3alliy M0 OOpAIIeHUIO Tpa)JIaHUHA JIMOO JOJDKHOCTHOTO JIHIA
roCy/lapCTBEHHOI'O OpraHa WJIM OpraHa MECTHOTO CaMOYIIpaBJICHHS B CIydasx U TOpPSIKE,
IIPEAYCMOTPEHHBIX 3aKOHOAATEIbCTBOM Pocculickoit denepanuu.

[IpencraBnenue nHbOpPMaLMKM UHBIM OPTaHU3ALMSIM O JEATEIHHOCTH 00pa30BaTEIbHOM
OpTraHu3alliil OCYIIECTBISETCS y4YpeAWTEJIeM OpraHW3allii, B OTHOIIEHUH KOTOPOH Takas
nH(pOpMaIIKA 3anpanIuBaeTCs.

IIpeaBapuTenbHOE paccMOTpeHHe JOKYMEHTOB.

JlenonpousBoautens W (WiIK) JHIO, OTBETCTBEHHOE 3a BEJICHHUE JEJIONPOU3BOJCTBA,
MIPOBOJUT TPEABAPUTEIIFHOE PACCMOTPEHHE JOKYMEHTOB B IENAX BBIIEICHUS M3 BCETO
MaccuBa MOCTYMHBIIEH  KOPPECMOHACHIIMH  JOKYMEHTOB,  TpeOyrommx  00s3aTelIbHOTO
paccMOTpeHUs pyKOBOJUTENIEM 00pa30BaTeIbHON OpraHU3allny.

OcHoBaHMeM [UIsl TIPUHATHS pEHICHHS B XOJle MPEIBapUTEILHOTO PACCMOTPEHHUS
SABIISICTCSI COJAEpXKAHME JIOKyMEHTa, a HE aJpecOoBaHHE JOKYMEHTa COOTBETCTBYIOIIEMY
pabOTHUKY.

Pe3ynmpTaToM mnpenBapUTEIbHOTO PACCMOTPEHHS SBISETCS HANpaBICHHUE JOKyMEHTa
PYKOBOJAMTENIO 00pa3oBaTeIbHONW OpraHU3allid WM JOKHOCTHOMY JIUIY B COOTBETCTBHH C
YCTAHOBJICHHBIM paclpezelieHHeM OOS3aHHOCTEH MEXIy PYKOBOIWTENIEM W IODKHOCTHBIMH
JUIIAMH JJTs] BBIHECEHUS YKa3aHUS 0 UCTIOJTHEHHIO TOKYMEHTA.

Perncrpanusi 10KyMeHTOB.

[lepenaua JOKYMEHTOB Ha PErMCTPALMI0 HPOM3BOJIUTCS  TOJNBKO IOCIE HUX
MIPEIBAPUTEIEHOTO PACCMOTPECHHSI.

Perucrpauum mojanexaT Bce  JIOKYMEHTBI, TpeOyrolue yuyeTa, HCIIOJIHEHUs,
WCTIOJIh30BaHUS B CIIPABOYHBIX IIEJISX, KaK IMOCTYIAOIINE U3 APYTUX OpTraHU3auid U OT YaCTHBIX
JIMIL, TaK U 00pa3yloIIKecs B MPOLEcce NesITeIbHOCTH 00pa30BaTeIbHON OpraHn3aliy.

He mommexxat perucTpaiyiv o3IpaBUTEIbHBIC TUChMA, TeJIETPAMMBI, IPUTIIACUTEIbHEIC
OuneTsl, nHboOpMaIMs Ul CBEACHUS, OyXTaaTepcKue JOKYMEHTHI EpBUYHOrO y4eTa. s Hux
COCTaBIISICTCS TIEPEUEHb HEPETUCTPHPYEMBIX TOKYMEHTOB.

Perucrpanusi 10KyMEHTOB MPOU3ZBOAUTCS C LIETbIO 00ECIICUEHUS X y4eTa, KOHTPOJIS 3a
WCIIOJIHEHUEM M ONIEPATUBHBIM UCIIOJIb30BAaHUEM MH(OPMALIUH.

Perucrpanusi 10KyMEHTOB IPOU3BOJUTCA B ACHb UX OCTYIUICHUS.

JlomyckaeTcsi OTMETKa O MOCTYIJICHUH JOKYMEHTa B OpraHU3alUI0 MPOCTABIATH B BUJE
LITaMia Wiv OT PyKU B HIDKHEH YacTH JIMIIEBOM CTOPOHBI IIEPBOTO JMCTA JOKYMEHTA WM Ha €ro
obopore.

Perucrpanusi TOKyMEHTOB 3aKIIOYaeTCs B BEJICHHHM 3allUCH YYETHBIX JAHHBIX O
JOKYMEHTE TI0 YCTAaHOBJICHHOW pErucTpalMoHHOW (opme, KOTOphIM ¢uKcupyeTcs (axT
CO3/IaHUsI, OTMPABICHUS WIM TIONYYEHHUS JOKYMEHTa IIyTeM IMpOCTAaBICHUS Ha HEM
PETUCTPAIMIOHHOTO WHJAEKCA C IMOCIEAYIoNel 3almichi0 B YKa3aHHBIX (hopMax HEO0OXOJIHMMBIX
CBEJICHUI O JJOKYMEHTE.

JIoKyMeHTBI, MOCTyMaliue B 00pa3oBaTelbHYI0 OpPraHU3alUI0, PETUCTPUPYIOTCS B
Kuure/>xxypHane perucTpanuu BXOSIIEH KOPPECIIOHCHIINH, a T€, YTO OTIPABIISIOTCS U3 HETO, -




KHuure/ s)xypHaie perucTpaiuy UCXOAsIel KOPPECTIOHICHINH (npuiodicerue 3).

PacnpenesieHue nocTynapmux 10KyMeHTOB.

Ilocne peructpauuy JOKYMEHTHl [EPENAIOTCS HA PACCMOTPEHUE PYKOBOAMUTEIIO
0o0pa3oBaTeIbHON OpraHu3alllu.

Ilocne paccMOTpeHuUs1 pyKOBOJIUTENEM JTOKYMEHTHI BO3BPALLAIOTCS ACIONPOU3BOAUTEIIO
v (WIH) JUIy, OTBETCTBEHHOMY 3a BEACHHE JIEIOTPOM3BOJICTBA, ISl TMEPEHECEHUs YKa3aHWi
10 UCTIOJIHEHUIO JTOKYMEHTA B KypHaJl pErUCTpalliy BXOIAIIUX TOKYMEHTOB. B cooTBETCTBHH C
yKa3aHUSMH 10 UCIIOJIHEHUIO MOJTUHHUK JIOKyMEHTa HamnpaBisieTcsi paOOTHUKY, SBIISIOIIEMYCS
OTBCTCTBCHHBIM UCIIOJIHUTCIICM, d@ COUCIHOJJHUTCIIAM HAIPABJIAKOTCA KOIIMU HTOKYMCHTOB (CCJ'II/I
HUMEIOTCA), O YeM JienaeTcsi oTMeTka B KHure/sxypHane perucTpalunu BXOISIINUX TOKYMEHTOB.

BHGKTpOHHBIe COOGH.IGHI/IH, IIOCBLIACMBIC IIO 3H€KTpOHHOﬁ nouTe, HCIIOJHAKTCA
AQHAJIOTMYHO JOKYMEHTaM Ha OyMa)XKHBIX HOCHUTENSX C Y4YETOM OMpelejeHHOW crnenu(uxku B
MIPOLIECCE UCTIOHEHHUS.

Ilopsinok 06padoTKM U MPOXOKACHUS UCXOASIIIMX M BHYTPEHHUX JOKYMEHTOB.

[Topsimok TOATOTOBKM MCXOSIIMX JOKYMEHTOB BKIIOYaeT B ceds pabory 1o
COCTAaBIICHUIO MTPOEKTa JOKYMEHTa, COTJIaCOBAHHUIO, MTOAMUCAHUIO (YTBEPXKIECHUIO) U OTIPABKE.

I[O nepeaaun JOKyMCHTAa Ha HOOANWCH HCIHOJHUTCIIL OOJDKCH MPOBCPUTL €TI0
coJiep)KaHue, IPaBUIILHOCT, O(QOpPMIICHHUS, HAIW4YHE HEOOXOIWMBIX BU3 U MPUIIOKEHUI.
I[OKYMGHT NpeaACTaBACTCA HA MOAINMChL BMECTC C MAaTCpUalaMH, Ha OCHOBAHHMHU KOTOPBIX OH
TOTOBUJICS.

BHyTpeHHHE HOKYMEHTHI O(GOPMIISIOTCS W UCIONHAIOTCS (MCIIONB3YIOTCA) B Ipeaesax
00pa3oBaTeIbHON OpraHu3allny.

BuyTtpennue JOKyMEHTHI  (JIOKJIaJIHbIE  3alUCKH, CIOPaBKHA, CBOJKH U  JIp.)
paccMaTpUBAIOTCS TEMU JOJDKHOCTHBIMH JTUIIAMH, KOMY OHHM HallpaBJICHBI.

OTBETCTBEHHBIE 3a JIEJONPOU3BOJCTBO NEpe] cAauell KOPPECHOHJEHIMH Ha OTIPaBKY
JOJKHBI ~ 0053aT€IbHO NPOBEPHUTH MPABWIBHOCTH €€ O(opmIleHHs U aJpecOBaHUS.
KonBepTroBaHMEe KOpPPECHOHAECHIMM W JPYrUX IIOYTOBBIX OTHPABJICHUM IMPOU3BOIUTCS
CTPYKTYPHBIMH MO/IPA3/ICICHUSIMH OpPTraHU3aIUH.

PCFI/ICTpaHI/Iﬂ OTIIPABIACMBIX AOOKYMCHTOB OCYHICCTBIACTCA B ACHb HUX IOAIHCAHUA
(yTBepkIeHus) WIM Ha CIEAyIomuid pabounii AeHb. PeructpannoHHBIA HOMEpP JOKYMEHTa H
Aata perucrpanuyu HNpOoCTaBJIAIOTCA Ha IMMOJJIMHHHUKE OJOKYMCHTA B PCKBHU3UTAX 6J'IaHKa n Ha
KOIIMHM, OCTAlOIIeNCss B Jejie oOpa3oBaTeiabHOM opraHuzanuu. CIpaBOYHBIM amnmapaToMm JUis
HUCXOOAIIUX JOKYMECHTOB ABJISICTCA XXYPHAJI pETUCTPALIUN 3TUX TOKYMCHTOB.

OtnpaBKy ~ MCXOAALIMX  JOKYMEHTOB  NPOM3BOIUT  CeKperapp U (WiIM)
JIMII0, OTBETCTBEHHOE 3a BEJIEHUE Aeonponu3BoicTBa. CpoyHasi KOppeCHOHACHIIHS 0POPMIISIETCS
U OTIIPABIISIETCS] HE3AMEITIMTENIBHO CEKPETapEM.

CekpeTtapp mpoBepsieT MPAaBWIBHOCTH  OGOPMIICHHS  UCXOISIIUX  JOKYMEHTOB,
MIPOU3BOJIUT COPTUPOBKY JOKYMEHTOB IO CIOCOOY JOCTaBKM KOPPECIOHJCHIMU ajpecaTy
(mpoctasi, 3akazHas, MeXAyHapoaHas u Jp.). HempaBunbHO odopMiIeHHbBIE JOKYMEHTHI U
KOPPECIIOH/ICHIUSI HECITYy)KEOHOTO XapakTepa K OTIpaBKe HE NMPUHUMAIOTCS M BO3BPAILAIOTCS
JIMILY, TOATOTOBUBILIEMY TOKYMEHT.

OtnpaBnsiemMass 1O IOYTE€ KOPPECHOHJAEHUUS IPOXOAUT YIAKOBKY, aJpECOBAHUE,
MIPOCTaBJIEHHE CTOMMOCTH MOYTOBBIX YCJIYI M Iepefady Ha OTIPAaBKYy B MECTHOE OTAEJICHHE
CBSI3HU.

Ha 3aka3Hyio KOppECHOHJICHIMIO, Ha JOKYMEHTHI C MoMeTKou «Jljis cimyxeOHOro
MIOJIb30BAHUS» COCTABIICTCS peecTp, KOTOPBIN 3aTeM BO3BPAIIAETCS CEKpPEeTapro yueOHOM yacTu
U (unm) 7MLy, OTBETCTBEHHOMY 3a  BEJIEHHE  JIEJONPOU3BOJCTBA, C  PACIUCKOMN
pa6OTHI/IKOB IIOYTOBOI'0O OTACJICHHUA CBA3M HWJIM HHOI'O JIHUIIA, OGGCHG‘-II/IB&IOH_IGFO OTIIPAaBKy
JTOKYMEHTOB.

[lepenaua ¢ ucmonp30BaHUEM CPENCTB (DAKCUMUIIBHOW CBSI3U TOKYMEHTOB, COJEPIKAIIUX
CiIy)keOHyI0 MH(OPMAaIIUI0O OTPAHMYEHHOTO PACIPOCTPAHEHUS, B TOM YHUCIE C MOMETKou «Jlis
CIIy’)KeOHOTO TMOJIb30BaHMA», He paspemaercsa. Kareropuyecku 3zampemniaercss mnepejada Io



cpeacTBaM (PaKCUMHIIBHON CBSI3U CEKPETHBIX JTOKYMEHTOB.

C ucnonp30BaHUEM CpEACTB (PAKCUMHIIBHOM CBSI3U MOTYT OBITH IepeAaHbl MaTepHallbl
TEKCTOBOT0, TaOJMYHOIO WJIM TIpaHUUecKoro XapakTepa, HUCIOJIHEHHbIE TUIOTpadCKuM,
MAIIMHONUCHBIM WM PYKOIUCHBIM CIIOCOOOM B YEPHOM WJIM TEMHO-CHHEM LBETE€ C YETKHUM U
KOHTPACTHBIM M300pa)keHHeM (IepBble SK3EMIUIAPhI WIM MX KCEPOKOMHMM) Ha Oenoil Oymare c
MUHUMAaJIbHON BbICOTON OykB U mudp 2 MM. OOBbeM nepesaBaeMoro B TEUEHUE OJHOTO ceaHca
CBSI3U JIOKYMEHTa, BBIIOJIHEHHOT0 Ha Oymare (hopmaTa A4, He JOJHKEH MPEBBIIATh MSATH JHCTOB.

OTBETCTBEHHOCTh 3a CoJiepkKaHue HH(pOpMalMK, NEpeaBaeMoil C HCIOJIb30BaHHEM
cpencTB (pakCUMMIIBHOM CBSI3M, BO3JIAraeTcsl Ha MCIIOJHUTENS, TOATOTOBUBILETO (pakcorpammy
U1 Iepefayn.

Oco6enHocTH padoThI € 3J1EKTPOHHBIMH JOKYMEHTAMH.

B o6pazoBaTenpHOM OpraHU3aluy CO3al0TCS M HCTIONB3YIOTCS :

. JNIEKTPOHHBIE  JIOKYMEHTBHI, CO3/JaBacMble B JJIEKTPOHHOW Qopme  0Oe3
MPEeABAPUTEIILHOTO IOKYMEHTHPOBAHKS Ha OyMaKHOM HOCHTEJIC,
° OJICKTPOHHBIC 06pa31;1 AOKYMCHTOB, IHOJYYCHHBIC B PC3YJIbTATC CKAHUPOBAHUA

JIOKYMEHTOB U XPaHAIIUECS B CUCTEME JIEKTPOHHOTO JOKYMEHTO000POTA.

[lpuem w oTmpaBKa AJICKTPOHHBIX JOKYMEHTOB OCYIIECTBISFOTCS OTBETCTBEHHBIM 3a
BeJICHUE JIIOMPOU3BO/ICTBA B 00pa30BaTEILHON OpraHU3aIUH.

DNEeKTPOHHBIC JTIOKYMEHTHI CO3/Ial0TCsI, 00padaThIBAIOTCI M XPAHATCS B CHUCTEME
3IEKTPOHHOTO JOKYMEHTO0000poTa 00pa30oBaTeIbHOM OpraHu3alny.

ONEeKTPOHHBIA  JTOKYMEHT JOJDKEH OBITh  OQopmiieH 10 OOIMM  TpaBHUIIaM
JIEJIONPOU3BOJICTBA M MMETh PEKBU3HUTHI, YCTAHOBIEHHBIC JUISI aHAJOTUYHOIO JOKYMEHTa Ha
OyMa)KHOM HOCHUTEIIE, 32 UCKITIOYEHNEM OTTHUCKA MIeYaTH.

Jlnst monaTBep)kAeHUs TMOMJIMHHOCTH DJEKTPOHHBIX JOKYMEHTOB B 00pa3oBaTeNbHOMN
OpTaHW3alliil HUCTONB3YIOTCS AJIEKTPOHHBIE IU(pPOBBIe moanucu. Mcmonb3yemble cpeacTa
ANEKTPOHHOW 1UGPOBON TMOAMUCH MOJDKHBI OBITh CEPTU(UIMPOBAHBI B YCTAHOBICHHOM
MOPSIIIKE.

Enunanneidd ydera 5SIEKTPOHHOTO [IOKYMEHTa SIBISIETCSI AJIEKTPOHHBIA JOKYMEHT,
3apETUCTPUPOBAHHBIA B CHUCTEME DJEKTPOHHOTO JIOKYMEHTOO0OpOoTa 00pa3oBaTeIbHOM
OpraHu3anui. DJIEKTPOHHBIA JAOKYMEHT, UMEIOUINI MPHUIOKEHUS, PErUCTPUPYETCs KaK OAHMH
JIOKYMEHT.

[locne oOTOpaBKU SIEKTPOHHOTO [OKYMEHTA, 3aBEPEHHOTO JJIEKTPOHHOW MOAMHCHIO
YIIOJIHOMOYEHHOTO JIOJDKHOCTHOTO JIMIA, JOCBUIKM aapecary ero KOIMMU Ha OyMaKHOM
HOCHTENE, KaK MpaBWIIO, HEe TpeOyeTcs, 3a MCKIIOYEHHEM OTBETOB Ha OOpalleHus Tpa)JaH,
MOCTYIUBIIMX MO WHPOPMAITMOHHO-TEIIEKOMMYHUKAIIMOHHBIM KaHAIaM, Ha KOTOPBIE 3assBUTEITIO
JAeTCsI MUCbMEHHBIN OTBET, HAMIPABIISIEMBI 110 TIOYTOBOMY aJpecy, YKa3aHHOMY B OOpaIeHHUH.

HcnomHeHHBIE 3JIEKTPOHHBIC JOKYMEHTHI CHCTEMATU3UPYIOTCS B JIella B COOTBETCTBUU C
HOMEHKJIATYpOil el o0pa3oBaTeNbHONW OpraHu3allid ¥ HWHACKCUPYIOTCS B TOPSJKE,
YCTAHOBJICHHOM B OTHOIICHHWH JIeJI, COCTABICHHBIX M3 JOKyMEHTOB Ha OyMa)KHOM HOCHTEJE.
[Ipu coctaBneHUM HOMEHKJIATYPHI JIEJ B 3ar0JIOBOK JIeNia BKIIFOYAETCSl YKa3aHUEe «IJIEKTPOHHBIC
JIOKYMEHTBD.

Nudopmannonnas 6e30mMacHOCTb.

Nudopmarnmonnsie pecypchl 00pa3oBaTeIbHON OpraHU3alUK 10 JOCTYIY (BO3MOXXHOCTH
WCIIOJIb30BaHUs) MOAPA3ICISAIOTCS Ha OTKPBITYIO (00IIeIOCTYIHYI0) HHPOPMAIIUIO, CIIYKEOHYIO
nH(popManno ¥ HHPOPMAIIMIO OTPAHUICHHOTO PACIIPOCTPAHEHUS (JIOCTYyIIA).

K xareropum OTKpbITOM HHPOpPMAIIMK OTHOCHTCS HH(OpPMAIMS, COAepKaIiascs B
JOKyMeHTax W 0a3aXx JaHHbIX 0Opa30BaTEJIbHOM  OpraHu3alldd, HENOCPEICTBEHHO
3aTparuBarollas mpaBa U HHTEPECHl TPaKIaH.

K kareropum ciyxeOHOM WHGOPMAIUU OTHOCUTCS HH(POpPMAIMs, COJIEpKaIllasics B
JOKyMEHTaX ¥ 0a3aXx JaHHBIX O0Opa30BaTEIBHON OpraHwW3aluy, TNpeJHa3HAYCHHAS IS
JOJKHOCTHBIX JIMIl W paOOTHUKOB, MpPH BBIMOJHEHMM HMMH CBOMX (YHKIIMOHAJIBHBIX
00s13aHHOCTEH, HE 3aTparvBaroINas HAMPSMYO TIPaBa U UHTEPECHI TPAXKIaH U HE OTHOCSINASACS K



KaTeropuu OrpaHUuE€HHOIr0 PaCIpOCTPaHEHHs (JOCTyIA).

K kareropum uHpopManuu OrpaHUYEHHOTO PACIPOCTPAHEHHs ([IOCTYNa) OTHOCUTCS
uHopManus, cofepkauiascs B JOKyMeHTaxX U 0a3ax JaHHBIX, BKJIIOYAIOIIAsl CBEICHUS
KOH(HIEHIIMAIBHOI'O XapaKTepa.

Bes undopmanus, coxpepkamascs B JIOKYMEHTax M 0a3ax JaHHBIX, MO YMOJIYaHHUIO
ABIISIETCS OTKPBITOW U obOmenoctynHoi. Mckimouenue coctaBnser nHGopmalusi, OTHECEHHAS K
KaTeropusM CIIy>keOHOM U OrpaHUUYEHHOT'0 PACIIPOCTPAHEHHUS (JIOCTYTIA).

Joctyn monp3oBarenedl K MHGOpPMALMM  OrpaHUYUBAETCA IyTeM  OTHECEHUS
nHpOPMAIIUY K COOTBETCTBYIONIEH KaTETOPUH M HAJIOKEHUEM Ha Hee COOTBETCTBYIOIIETo rpuda
OrpaHUYEHUs pacnpocTpaHeHus. MHpopManus orpaHU4eHHOro JOCTyna cHaO)kaercs: Tpudom
«/1ns1 ciyk€OHOro NOJIB30BaHUY.

IIpaBoM oTHeceHMs MHPOPMALMU K KATETOPUM OIPAHUYEHHOIO JIOCTYNA M HaJIOKEHHS
COOTBETCTBYIOLIETO TpHda 00IagaeT aBTOp TOKYMEHTa IO COTJACOBAHHIO C PYKOBOIUTEIEM
00pa3oBaTeIbHON OpraHU3aIIH.

JlokymeHTHUpOoBaHHas WHGpOpMAIMs OTPAaHUUYEHHOTO pPACIpPOCTpaHEHHS O€3 CaHKIUH
JOJDKHOCTHOTO JIMIA, YCTAHOBUBIIETO PEXXHUM OIPaHHMYEHHOI'O PaclpOoCTPaHEHUs AJs JaHHOTIO
JIOKYMEHTA, HE TOJUIEKUT pa3rilallieHHIo (pacupocTpanenuto). [lpenocraBienue noiab30BaTeNsM
J0CTyna K JaHHOW HHGOpMAalMM OCYIIECTBISETCS HCKIIOUUTEIBHO IO COTJIACOBAHUIO C
YKa3aHHBIM JTOJKHOCTHBIM JIMIIOM ITyTE€M I10/1a4¥ COOTBETCTBYIOLIEH 3asBKHU.

JloJKkHOCTHBIE  JIMIIA,  NPUHSABIIME  pelieHHue 00  OTHeCeHMHM  HHGOpMaluwy,
3apUKCUPOBaHHOW B JIOKyMEHTE, K KATerOpPUH OTPAaHUUYEHHOTO paCIpPOCTPAHCHHS, HECYT
OTBETCTBEHHOCTb 33 0OOCHOBAHHOCTh IPUHATOIO PEILIEHUs U €r0 COOTBETCTBHE JIEHCTBYIOILEMY
3aKOHOJATENbCTBY.

Jluunble nena paOOTHHUKOB, JMYHBIE KAPTOUKHM pPAOOTHUKOB, TPYIOBbIE KHUKKH
pabOTHHUKOB, TpPUKa3bl 10 JMYHOMY COCTaBy JOJDKHBI XpaHUThCS B celde wim B
MeTaJUTMYECKOM HIKady.

3anvcu B TPYAOBOM KHWXKKE TMOJMNMCHIBAET PYKOBOAUTENIb 00pa30BaTENIbHOM
OpraHu3anuy. Y4er, XpaHeHHe U Bbljady OJaHKOB CTPOTOM OTYETHOCTHU: TUIUIOMOB, BKJIaAbIIIEH
K HHMM, CBMJIETEJIbCTB, YIOCTOBEPEHUI BEIET 3aMECTHTENb AUpeKTopa. branku xpaHarcs B
cene.

VYcTaHoBKa M SKCIUTyaTallys MPOTPAMMHOTO OOECTICUEHHMs], MOJTYYEHHOTO U3 JIIOOBIX
HCTOYHHUKOB U BBIMOJHSIOMIETO (YHKIMHU, HE CBSA3aHHBIE HEMOCPEICTBEHHO C BBIIOJIHEHHUEM
pabOTHUKAMU CBOMX JOJDKHOCTHBIX 00s13aHHOCTEHN, KATETOPUUYECKHU 3allpellieHa.

Bes  mpencraBneHHas B 9JEKTPOHHOM — BUjae MHQopMamus, [ocTynaromas B
0o0pa3oBaTe/IbHYI0  OpraHM3alUlo, B 00S3aTEJIbBHOM  MOPSAAKE  MOMJIEKHUT  IPOBEPKE
AHTUBUPYCHBIMHU CPEJICTBAMH.

DneKkTpoHHash [OYTa MOXKET HCIIOJIb30BAThCA  IOJB30BATENIMU  TOJIBKO  JUIS
oOMeHa nHpopmalmel, OTHOCSILICHCS K KaTeropuH, OTKPBITOM M CIyKeOHOH. 3amperieHo
WCIIOJIb30BATh AJIEKTPOHHYIO TOYTY JIA Mepenadyd MHQOpMalMM, OTHOCSIIEHCS K KaTeropuu
OTrpaHUYEHHOr'0 PaCIPOCTPAaHEHUS.

6. KoHTpoJib 32 ncno/iHeHHeM T0KYMEHTOB

Opranusanusi KOHTPOJIS.

KonTpono nmojnexar Bce 3aperucTpUpOBaHHBIE JOKYMEHTHI, TPEOYIOIIUE UCIIOTHEHHUSI.
KonTponib uCHONHEHHS] JOKYMEHTOB BKJIIOYAET: YY€T, MOCTAHOBKY Ha KOHTPOJIb, KOHTPOJb
CPOKOB HCIIOJTHEHUS, HEMOCPEACTBEHHYIO IMPOBEPKY XOJla HMCIHOJIHEHMs, MPOBEPKY KayecTBa
WCIIOJIHEHUS, aHAJIN3 PE3YyIbTATOB UCIIOJTHEHHUS.

KoHnTponb 3a HcCMoONHEHHWEM JOKYMEHTOB YCTAHABIMBAETCS B ILENAX OOecreyeHHsl HX
CBOEBPEMEHHOT'0 M Ka4€CTBEHHOT'O WCIIOJTHCHHS, TTOBBIIICHHS YPOBHS OPraHU3aTOPCKON pabOThI
Y UCTIOJIHUTENIbCKOM TUCIUIUIAHBI.

[Ipy mocTraHOBKE MOKyMEHTAa HAa KOHTPOJIb Ha TIPABOM BEpPXHEM TIOJie JOKYMEHTa
JIeaeTcss OTMETKA O KOHTPOJIE, KOTOPYIO 0003HAYAIOT CIOBOM (IITAMIIOM) «KOHTPOJIb)

KoHnTtpomto mojyexxar npukasbl, perieHus: COBETOB, a TAK)Ke TOKYMEHTHI, TOCTYMAIONINe



Ha UM PYKOBOZHTENs 00pa3oBaTeIbHOI OpraHu3aluy.
Opranu3zaniys KOHTPOJISI UCIIOJIHEHUS BKITIOYAET B ceO0sl:

. IIOCTAHOBKY JIOKYMEHTA Ha KOHTPOJIb;
. MOHHUTOPUHT UCIIOJTHEHUS KOHTPOJIbHBIX MOPYYEHUH JOKYMEHTOB;
. CHSITUE MCIIOJIHEHHOTO IOKYMEHTA C KOHTPOJIS;

. HaIlpaBJIEHWE UCTIOJTHEHHOT'O JOKYMEHTA B JIENO.

PykoBonuTenu CTpyKTYpHBIX TNOJpa3fefieHuil o00s3aHbl paccMaTpuBaTh COCTOSTHUE
UCIIOJHUTENICKOW ~ JUCLUMIUIMHBI [0  JOKYMEHTaM C [OPYYEHMSAMM aJMUHUCTpPALUU
o0pa3oBaTeNIbHON OpraHu3aluy, a TaKKe JOKYMEHTHI, MOCTYMUBIIUE B aJpec CTPYKTYpPHOTO
MOJIpa3/ieeHusl U TpeOyIOIINe UCTIONHEHUS, U TOJTOTOBKH OTBETA.

JIOKyMEHT cUMTaeTCs NCIIOJIHEHHBIM, KOTJ1a PEIIEHBI OKOHYATEIBHO BCE IIOCTABICHHBIC B
HEM BOIIPOCHI U COOJIIOAEHBI CIETYIOIINE CPOKU:

. €CJIM B IOKYMEHTE MOCTABJICH CPOK MCTIONHEHHUS — B YKa3aHHBIA CPOK;

. JOKYMEHTHI 0€3 yKa3aHWs CPOKA UCIIOJIHEHUS] — B MECSUHBIN CPOK;

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

. nopy4eHus 6e3 ykazaHusi KOHKPETHOH J1aThl HCIIOJHEHHS — B MECSYHBII CPOK;

. C TIOMETKOM «OINepaTuBHO» — B 10-IHEBHBIN CPOK;

. no OOpamlieHusIM TpaXkaaH, TPEeOYIOUIUM JOMOJHUTEIBHOTO HW3YYEHUS U

MIPOBEPKH, — /IO OJTHOTO MECSIIA CO JHS PErUCTPAIINH, 10 OCTAIBHBIM — He Oosiee 15 nHei.

Cpox ucyucisieTcsi B KaJIeHIapHBIX JHSIX C JAThl MOAMUCAHUS TOKYMEHTA.

Ecnu mocnenHuii neHb UCTIOMHEHHUS AOKYMEHTa MPHUXOJIUTCS Ha HepaboO4Hil JeHb, OH
TIO/JIC)KUT UCTIOJTHEHHIO B TIPEAIICCTBYIONMINIA eMy pabodHil 1eHb.

[Ipy HEOOXOAMMOCTH TPOAJICHUS CPOKA HCIONHEHUS JTOKyMEHTa OTBETCTBEHHBIN
WCTIOTHUTENb TPEICTABIACT Ha MMsI PYKOBOJUTENS 00pa30BaTEeIbHON OpraHW3aIlviu, JaBIIETO
MOopy4YeHHe, MOTUBHPOBAHHYIO MPOCKOY O €ro MpOJJICHWH HE TMO3[JHEe YeM 3a TPU OHS 0
WCTEUYEHHUsI YCTAaHOBJIICHHOTO CPOKa, C YeM CBOCBPEMEHHO IepeaaeTcsi MH(popMaIys B MPUEMHYIO
pPYKOBOAUTENST 00pa30BaTENIbHON OpraHU3aIINY.

IMopsinok CHATHS JOKYMEHTOB ¢ KOHTPOJIS.

JIOKyMEHTBI CHUMAIOTCS C KOHTPOJISA, €CJIA PELIEHBI TOCTABIICHHBIE B HUX BOIPOCHI WIIU
aBTOPAM JIaH OTBET M0 CYLIECTBY.

Ecnu no paspemaemomy BOIIPOCY OKHAAETCS OTBET, TO OH BMECTE C KOIMEW OTBETA
3asBUTEIII0 MOXKET HAXOJUTHCS Y UCTIOJHUTEINS HA KOHTPOJIE.

[IpomexxyTOUHBI OTBET, PAaBHO KakK M 3alpoc MO MCIOIHAEMOMY JIOKYMEHTY WU
YaCTUYHOE HCIIOJIHEHUE IOPYYEHUs, HE SBISAETCA OCHOBAaHUEM I INPU3HAHMUS JOKYMEHTA
HCTIOJIHEHHBIM.

CHATh TOKYMEHT C KOHTPOJS MOET TOJBKO JOKHOCTHOE JIMIO, KOTOPOE MOCTABUIIO
€ro Ha KOHTPOJIb.

OcHoOBaHHEM MJI1 CHATHSL C KOHTPOJIS JOKYMEHTOB C MOPYYEHHMSIMU PYKOBOJMTEIS
00pa30BaTEeIbHON OpPTaHU3AIMU SBISCTCS JOKYMEHT — OTBET, MOJMUCAHHBIA PYKOBOIHUTEIEM,
€ro 3aMecTuTelieM, JIMOO CIpaBKa 00 HMCIOIHEHHHM IJOKYMEHTa 3a MOIMHCHI0 PYKOBOJIUTEINS
CTPYKTYPHOT'O IIOJIpa3/ICIICHHUS.

Ecnu Bce mocTtaBieHHbIE B JOKYMEHTE BOMPOCHI PEIICHBI B ONEPATUBHOM MOpAIKe, 0e3
MOJATOTOBKH MHUCBMEHHOIO OTBETA, UCIIOJIHUTENb HA JOKYMEHTE [€JIaeT KPATKYH 3alHCh O
pEeLIEHNU BONPOCa, YKA3bIBAET JATy U MOANUCH, IIOCIIE YErO JOKYMEHT OMEIAETCs B JIEJI0.

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

OO6s3aTenbHOMY YYETy MOJJIeKaT BCE BUABI MeYaTeld M IITaMIIOB, OJaHKH CTpPOTOi
OTYETHOCTH, KOMaHAUPOBOYHBIC YIOCTOBEPEHUS, CITYKEOHBIC 3aJaHUs, TPYIOBbIEC KHIKKH.

VYder Bcex mevareil v mITaMIoB, UMEIOIIMXCS B 00pa30BaTeNbHOM OpraHu3allii, Bel1eTcs
B CIICLUATILHOM XYpHaie (npurosicenue 2).

KypHanbl yuyera BKIIOYAIOTCS B HOMEHKIATypy Jen. JIucTel uUX HyMmepyrorcs,



IIPOLIMBAIOTCS U ONEYaThIBAIOTCS.
[ledyaTy U mITaMIbl JOJKHBI XPAaHUTHCS B ceax WM MeTalIn4eckuX mkadax.
OTBETCTBEHHOCTh 32 XPAHEHUWE M HCIIOJB30BAaHHWE II€4YaTel, IITaMIIOB HECYT

JMLA, OTBETCTBEHHBIE 34 BEJICHUE JEJIONPOU3BOCTBA.

YHUYTOXKEHHE OJaHKOB MPOU3BOAMTCSA IO AKTy C OTMETKOW B COOTBETCTBYIOIUX
KypHaJlax ydera.

[leyaT 1 mITaMIbl YHUUTOXKAIOTCS 110 AKTY.

[IpoBepka Hanuuus neyarei, MTAMIOB U OJIAHKOB, a TaKXe MOpsaKa X XpaHEHUS U
HCIIOJIb30BAaHUsl NPOU3BOJAUTCS KOMHCCHEH HE PEXE OJHOTO pa3a B TOJ OJAHOBPEMEHHO C
MIPOBEPKOM COCTOSHHUS I€TONPOU3BOJICTBA.

8.CocTaB/ieHHe HOMEHKJIATYPHI Jel.

Homenkyarypa fes - 5T0 0053aTeNbHBIN I K10 00pa3oBaTEIbHON OpraHU3aIiuu
CHCTEMaTH3UPOBAHHBIN MEpeYeHb HAUMEHOBAHUH (3arOJIOBKOB) JI€J, KOTOpbIe (POPMUPYIOTCS C
yKa3aHHUEeM CPOKOB XpaHeHHus aei (npunosicerue 4).

Homenknarypa gen mpegHa3HaueHa JJisl YCTAHOBKM B OOpazoBaTENbHON OpraHU3aluu
eANMHOrO TmopsAnka (opMHUpoBaHHS [ed, OOecleueHHs] HX Yyd4eTa, OMNEepaTUBHOTO TIOHCKa
JOKYMEHTOB 10 UX COAEpPKaHUI0 U BHUAY, ONpPENEICHUS CPOKOB XPAaHEHUS Jel U SBISIETCA
OCHOBOI1 /1711 COCTABJICHHUS OMKCEH J1e7T MOCTOSTHHOTO U ITUTENsHOTO (cBhIIe 10 jeT) XpaHeHus,
a Tak>Ke Il yyeTa Jiesl BpeMeHHOTo (10 10 JeT BKIIOYUTEIbHO) XpaHSHUS!.

B rpage 1 HOMEHKNATYpHI A€ MPOCTABISAIOTCS MHAEKCHI KaK0r0 JeJa, BKIIOUEHHOTO B
HOMeHKJarypy. MWHnmekc pgema cocrouT w3  nuppoBoro 0003HAUYEHHWs W3  IITATHOTO
pacnucaHus 00pa3oBaTeIbHON OpraHu3alyu (Koja) U MOpsIKOBOIO HOMepa 3aroyioBka jela 1o
HOMEHKJaType. MHIeKCH 1en 0003HaYaroTest apabCKUMH U paMu.

[Tpumep —

12-05, rae 12 — ob6o3navenue (kox), 05 — MOPSAKOBBIA HOMED 3arojoBKa Jielia B pasjieie
HOMEHKJIaTyphI JIeJI.

B rpade 2 HoMeHKIaTypHI J€1 IPOMUCHIBAIOTCS 3aT0JI0BKH J1E.

3aroyioBoK Jena JOMHKEH YETKO B C)KaToil 00oOIIeHHON (opme 0TOOpa)kaTh COCTaB U
coJiep>KaHUE IOKYMEHTOB Jlelia.

B 3aronoBkax JAMYHBIX M JPYruX J€J, COJAEpkKAaIMX JOKYMEHTbI MO OJHOMY BOIIPOCY,
ynotpebnsercst tepmus JEJIO.

B 3aronoBkax pei, coaepiKallMX IUIAHOBO-OTYETHYIO JOKYMEHTALMIO, YKa3bIBaeTCs
nepuoy (Mecsiil, KBapTajl, IOJyrojue, rojJ), B KOTOPOM IJIaHUPYETCS CO3/1aHUE JOKYMEHTOB WU
nepuost uX (PaKTUYECKOTO BBIIOJIHEHUS.

Bo Bpemsi pa3melieHusi 3aroJioBKOB /i€ B HOMEHKJIAType YUYUTBHIBAETCS BaXKHOCTh
JOKYMEHTOB, BKJIIOYEHHBIX B JI€JI0, UX B3aUMOCB:3b. B Hauase pacrnonararoTcsi 3arojoOBKU 1€l B
OTHOIIEHWH JOKYMEHTOB, TIOCTYNMBIIMX OT OPraHOB BBHICIIETO YpPOBHS, Jajnee - IO
OpraHU3alMOHHO-PACHIOPSAAUTENIBHOM  TOKyMEHTAllMM, IUIAHOBO-OTYETHOM  JOKYMEHTalluHy,
MepenucKe, YYeTHO-CIIPAaBOUYHBIM BUIAaM JOKYMEHTOB. B Kaxaoi W3 3THX Ipynn AOKYMEHTHI
TAK)KE Pa3MEILATCs ¢ Y4ETOM 3HAYMMOCTH M CPOKOB XPAHEHHUS.

I'padpa 3 HOMEHKIATYpBHI A€ 3alOJHSAETCS B TEYEHUE KaJEHIAPHOTO roja — IMpH
(hopMHUpOBaHUN HOBOTO JI€JIa, TIPU 3aKPHITHUH JIeJIa U IO OKOHYAHUH KaJIeHAapHOT'O roJ1a.

[To moctmxenuun nemnom oobema B 250 TUCTOB, TOM 3aKPBIBACTCSI M OTKPHIBACTCS HOBBIN
ToM. B rpade mocnenoBarenbHO yKa3bIBAIOTCS HOMEpa TOMOB M KpalHHUE JaThl JOKYMEHTOB
Ka)XJI0I0 TOMa.

ITpumep —

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

ONEeKTpOHHBIE Ji€Jla Ha TOMa HE pasfeidroTcs. Bce 2JIeKTpOHHBIE JTOKYMEHTHI,
HE3aBHCHMO OT UX 00beMa, BKIIIOYAIOTCS B OJTHO JIEKTPOHHOE JEIIO.

B rpage 4 yxkaspiBaeTCsl CPOK XpaHEHHUs Jie€jla, HOMEpa cTaTedl 10 TUIIOBOMY MWJIU
BEJIOMCTBEHHOMY NEpeyHIo, (eepaJbHOMy 3aKOHY WJIM HWHOMY HOPMAaTHBHOMY IPaBOBOMY
aKTy, a IIPU UX OTCYTCTBUU — 10 TUIIOBOM MJIM IPUMEPHON HOMEHKJIAType Jedl.



B rpagde S «lIpumeuanue» yKa3bIBAIOTCS  CIHEIHMAJIbHBIE  CPOKU XpaHEHUS,
MIPOCTABIISIOTCS. OTMETKH O 3aBEICHUH JIeNT (B TOM YHUCIIE B AJIIEKTPOHHOM BHJIE), O BBIICICHUH
JieNl K YHUYTOKEHUIO MO MCTEYCHHM CPOKOB MX XPAHEHHUS, O MECT€ XPaHEHUS MNOMJIMHHHUKOB
JIOKYMEHTOB, O Ilepeiade JAeia B APYI'yl0 OpraHM3aluio i IpojosbkeHus u Ap. B rpade
JIeNAlOTCsl OTMETKU O MEePeXOsIuX Jelax ¢ yKa3aHHEeM CTaporo MHJEKca jefla B clydae ero
W3MEHECHHS.

ITpumep —

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

ITo nemam, KOTOpBIE IO KAKUM-THOO MPUYMHAM B TE€YCHHE T'0Jla HE 3aBOAMIINCH, B Tpade
«[Ipumedanne» HOMEHKIATypsl nei Jenaercs 3amuch — «/leno He 3aBogumiocky». [Ipu stom B
rpade 3 mpocTaBiIsIeTCs MPOUYEPK.

Ilo okoHYaHuMM rojga B KOHIIE HOMEHKJIATYphl J€J [JeJaeTcsi WUTOroBas 3aluch O
KOJIMYECTBE 3aBEACHHBIX /i€l (TOMOB).

9. ®opmupoBaHue U 0(popMJIeHHE JeJI.

®opmupoBaHue aeJl.

®opMupoBaHHe €1 - 3TO TIPYNIUPOBKA HCIOJIHEHHBIX JOKYMEHTOB B Jiela B
COOTBETCTBUM C HOMEHKJIATYpOH JIedl.

Bo Bpems popmupoBanus e ciaeayeT NpuaAepKUBaTbCs TaKUX OOLIUX MPaBUIL:

- NOMEINATh B J€JIa TOJIbKO HUCIIOTHEHHBIE JOKYMEHTHI B COOTBETCTBHM C 3arOJIOBKaMU
Jie]1 B HOMEHKJIATypeE;

- TPYNOHPOBaTh B JieNia JOKYMEHTHI, BBIIIOJHEHHbIE B T€UEHHE OIHOTO KalleHAAPHOTO
roxa (01.01-31.12), 3a uckiIro4eHUEM MEPEXOAAIMMX AeN (BEIyTCS B TCUEHWE HECKOJIBKHUX JIET),
JIUYHBIX ACII,

- TIOMENIATh B JIela TOJIbKO OPUTHHANBI WIH, B CIy4ae UX OTCYTCTBHS, 3aBEPCHHBIC B
YCTaHOBJICHHOM TIOPSKE KOIHH JOKYMEHTOB;

- HE JIONMYyCKaTh BKJIIOYEHHS B Ji€Ja YEPHOBBIX, JIMUYHBIX JTOKYMEHTOB, Pa3MHOXKEHHBIX
KOMUU M JIOKYMEHTOB, MOJJIEKALIMX BO3BpaTy; pa3[eibHO TPYNIHUPOBATh B Jieda JIOKYMEHTHI
MOCTOSIHHOTO ¥ BPEMEHHOTO XPaHEHUS;

- 1o 00BeMy J1eJI0 He JOKHO npeBbimath 250 muctoB (30-40 MM TOJIITUHON).

Pacnionoxenne JTOKYMEHTOB BHYTPHU €N MPOU3BOJUTCS B XPOHOJIOTHYECKOM MOPSJIKE,
IIpU KOTOpOM HaunboJiee paHHHE JOKYMEHTBI pacrlojaraioTcs B Hayale jena.

[lonoxenusi, mpaBuiia, WHCTPYKIUU U T. M., YTBEPKICHHBIC PACTIOPSIUTEIHHBIMU
JIOKyMEHTaMU, TPYINIHUPYIOTCS BMECTE C YKa3aHHBIMU JTOKYMEHTAMHU.

[Ipyka3el MO OCHOBHOW JESTEIBHOCTH (POPMHUPYIOTCS OTACIBHO OT MPUKA30B IO
KaJIpOBbIM  BomlpocaM (JIMYHOMY COCTaBy) (Ha3Hau€HUE, IMepeMEIlIeHUE, YBOJbHEHHUE
COTPY/JHUKOB) ¥ OT MIPUKA30B 00 OTMyCKaX, KOMaHAUPOBKAaX U T.1.

[IpoTokonel 3acemaHuii KOJUIETHAIBHBIX OpPraHOB 00pa30BaTeIbHOW OpraHU3aIUuU
TPYIIIUPYIOTCS B Jiejia B XPOHOJOTUYECKOM TOPSAJIKE M 110 HOMEPAM B Mpejenax KajleHAapHOIo
rona. JJokyMeHTHI K 3acelaHHsIM YKa3aHHbIX OPraHOB CUCTEMATU3UPYIOTCA M0 JaTaM U HOMepam
MIPOTOKOJIOB, @ B IMpejesax IPYIIbl JOKYMEHTOB, KOTOPbIE KacaioTcs OJHOTO MPOTOKOJA, - MO
MOBECTKE JIHS 3aceaHusl.

[lepenucky crnenyer rpynnupoBaTh B Jieja 3a IeprUol KaJIeHJapHOT 0 To/1a. B neno
MEPENUCKN TOMEIIAIOTCS BCE JTOKYMEHTBI, BO3HUKILIKME B XOJIe pelieHus Bompoca. llepenncka
CUCTEMaTU3UPYETCSA B XPOHOJIIOTMYECKOI MOCIIEI0BATEIbHOCTH; TOKYMEHT OTBET [TOMEIIAeTCs 3a
JOKYMEHTOM-3aIIPOCOM.

Odopmiaenue aeJ.

Jlena oOpaszoBaTeabHON OpraHU3AIUU MOJIeKAT OPOPMIICHHIO TIPU WX 3aBEJCHUH U T10
3aBepILICHUH Io/1a.

Odopmienne nena — MOATOTOBKA Jiela K XPAaHEHUIO BKIIIOUAET B ceOsl KOMILIEKC padboT
10 OIMCAHUIO JieJia Ha 00JI0XKKeE, MO/IINBKE, HyMEpalliu JIUCTOB U COCTABJICHUIO 3aBEPUTEIHLHON
Hagmucu. OdopmieHue aen TpoBOAUTCS PaOOTHHUKAMU OpPTaHMU3AIMH, B 00S3aHHOCTH KOTOPBIX
BXOAWUT 3aBeficHue W (HOPMHUPOBAHHE JACJ, MPU METOJMYECKOM TOMOIIM W TOJ KOHTPOJIEM



OTBETCTBEHHOTO 32 apXUB 00pa30BaTENbHON OpraHU3aIllu.

B 3aBHUCHUMOCTH OT CPOKOB XpaHEHHUS MPOBOJUTCS IMOJIHOC WIIM YaCTUIHOE O(POPMIICHHE
Jell.

[TostHOMY OQopMIIEHHIO TOJJISKAT Jejia TMOCTOSHHOTO, BpeMeHHoro (cBeime 10 Jer)
XpaHeHus (10 JMYHOMY COCTaBy, IMYHbBIE JleJa YBOJICHHBIX paboTHHKOB). [lomHoe odopmieHue
Jiena peyCMaTpruBaeT:

. MOJIITMBKY WU TBEP/IbI MEPETIeT Aena;

. HYMEpaIuIo JINCTOB B JIeJIc;

. COCTaBIICHUE JINCTA-3aBEPUTEIIS;

. COCTaBJICHUE B OCOOBIX ciydasx (Mpu OGOPMIICHHH JIMYHBIX JEJI, JJIS ydera
0Cc000 IIEHHBIX JOKYMEHTOB) BHYTPEHHEHN OMUCH JTOKYMEHTOB JI€Na;

. BHECCHHE HEOOXOIMMBIX YTOUHEHHH B PEKBU3UTHI OOJIOKKHU Jena (YyTOUHCHHE

Ha3BaHUA OAPA3ACICHUA, UHICKCA U 3aroJIoBKa ACjia, AaTbl ACJIa U Ilp)

Jena BpemenHoro (mo 10 meT BKIIOYHTENHHO) XpaHEHUS TMOMJEKAT YaCTHUYHOMY
opopmiieHuro. Jlomyckaercs:

. XPaHUTh JIeNia B CKOPOCIIINBATENSX;
. HE TTPOBOJIUTH NIEPECUCTEMATHU3AIINIO JJOKYMEHTOB B JIEJIC;
. JIUCTHI JIeJIa HE HyMEpOBaTh;

. 3aBEPUTEIIHHBIC HAIITUCH HE COCTABIISTh.

JIoKyMeHTBI, MojyIeXKalue MoJTHOMY O(QOPMIICHHIO, MOJUIMBAIOT HA YEThIPE MPOKOJia B
TBEPAYIO 00J0XKKY U3 KapTOHA WM MEPEIUIETAIOTCS C YYETOM BO3MOXKHOCTU CBOOOTHOTO UTEHUS
TEKCTa BCEX JOKYMEHTOB, J1aT, BU3 M pe3oytonuil Ha HuUxX. [Ipu moaroroBke jaen K MOAIIMBKE
(mepemyieTy) MeTaIJIMUECKUe CKperIeHus: (CKOOBI, CKPENKH) U3 TOKYMEHTOB yhansiorcs. Jlema
MOCTOSIHHOTO XpaHEeHHsI, COCTOSIIIME W3 HE(POPMATHBIX JTOKYMEHTOB, XPAaHITCS B 3aKPBITHIX
TBEP/BIX MAIKax C TPEMS KJIallaHaMHU U C 3aBsA3KaMHu.

[Ipu Hanuuuu B Jiesie HEBOCTPEOOBAHHBIX JMYHBIX JOKYMEHTOB (TPYIOBBIX KHUKEK U
Jp.) 9T JOKYMEHTHI BKJIAJbIBAIOTCSI B KOHBEPT, KOTOPBIM 3aTeM NoAmMBaeTcsa B 310 Aeno. [Ipu
HaJIM4YUU OOJIBLIOrO KOJMYECTBA TAKUX JOKYMEHTOB OHM MOTYT M3bIMAThCS W3 J€Jl, U Ha HUX
COCTaBJISI€TCS OTJEJIbHAS OIKCH.

B koHme kaxmoro jena MOAIIMBAIOTCA YHCTble OnaHKU (GOpM Ui 3aBEpUTEIbHOMN
HAJIKCH.

B nmemsx obecrieyeHUsT COXpaHHOCTH U 3aKpeIUICHHs] TOpsAKa pPacHoJIOKEHUS
JIOKYMEHTOB, BKJIFOUCHHBIX B JI€JIO, BCE JIMCThI, KPOME 3aBEPUTEIBHOT0, HyMEPYIOTCS apabCKUMuU
uuppamMu B MpaBOM BEpXHEM YIIy, He 3aJieBasi TEKCTa JOKyMEHTa, MPOCThIM Tpaduueckum
KapaHJalloM WM HyMEpaTopoM. YTMOTpeOJieHHe 4YepHW M LBETHBIX KapaHJamen ams
HyMEpaIuH JINCTOB 3anpemaercs. BHyTpeHHsIs ONUCh HMEET CaMOCTOSTENbHYIO HYMEPALIHIO.

JIucTel n1en, cOCTOSIMX U3 HECKOJIBKMX TOMOB WIIM YacTel, HyMEPYIOTCS 110 KaKIOMY
TOMY WJIM YaCTH OTHEIBHO.

@otorpadum, YEepTEKH, AMATPAMMBI M JAPYrHe WIUIIOCTPATHBHBIE U CHEIH(pHUECKHUE
JIOKYMEHTBI, IPEJICTABIISAIONINE CAMOCTOSITETIbHBIA JIUCT B Jelie, HyMepyloTcs Ha OO0OpOTHOM
CTOpPOHE B JIEBOM BEPXHEM YTIIy.

Cno>xeHHBIN JTUCT Pa3BOPAYMBAETCS U HyYMEpPYyeTCs B IPaBOM BepxHeM yriy. Ilpu stom
auct Joboro ¢opmara, MOAMIMTHIA 3a OAMH Kpai, HymMepyeTcsi Kak OAHMH JIUCT; JIHCT,
CJI0’KE€HHBIN M MOJIIUTBIN 3a CEPEIUHY, IMOJIEKHUT NEPEIINBKE U HyMEPYETCs KaK OJIUH JIUCT.

[lonmuTele B [A€M0 KOHBEPTHI C BIIOKEHUSIMH HYMEPYIOTCS; IpPU 3TOM BHaudaje
HYMEpPYETCsl KOHBEPT, a 3aTEM OUEPEIHBIM HOMEPOM KaXK/10€ BJIOKEHHUE B KOHBEPTE.

[TogmmTeie B 1eJ10 JOKYMEHTHI C COOCTBEHHOW HyMepamue JTUCTOB (BKIIIOYast TIeYaTHbIC
W3JIaHUs1) MOTYT HyMEpOBaThCs B OOIIEM MOPSAJKE WIM COXPAHATH COOCTBEHHYIO HyMEpaluio,
€CJIM OHa COOTBETCTBYET MOPSAIKOBOMY PACIOJIO0KEHUIO JINCTOB B JIETIE.

B cnywasx oOHapyeHHs OONBIIOTO YHWCIAa OMMOOK B HyMEpalud JHCTOB Jelia B



JIEJIONPOU3BOJICTBE MPOBOJAUTCS UX mepeHyMmepauus. [Ipy mepeHymepanuu JIMCTOB CTaphle
HOMEpa 3a4EepKUBAIOTCS OJHOW HAKJIOHHOW YE€pPTOM M PSAOM CTABUTCS HOBBI HOMEp JIMCTA; B
KOHIIE JIeJla COCTaBJIIETCS HOBas 3aBEPUTENIbHAs HAAINKCH, IPU 3TOM CTapasl 3aBEpUTENIbHAs
HAJIICh 3a4€PKUBAETCS, HO COXPAHSIETCA B JeIIE.

Jlis ydera kosiMdecTBa JHCTOB B Jiele M (PUKCAIMM OCOOCHHOCTEH WX HyMepaluH
COCTaBJISIETCS 3aBEpUTENIbHAS HAAMKCH Jiena. OHa coCTaBiseTcs B Jiejie Ha OTIEIBbHOM JINCTE —
3aBepuTere Jesa. 3aBepuTeNibHas HaAIMUCh COCTABIISETCS 110 YCTaHOBIEHHOH (QopMme.

Bce mocrnenyromnyie m3MeHEHUsI B COCTaBe M COCTOSIHUM Jieda (TIOBpPEXIEHHUs, 3aMeHa
MOJIMHHBIX JOKYMEHTOB KOIUSAMHU, IPUCOEAUHEHNE HOBBIX JOKYMEHTOB U T. JI.) OTMEUAIOTCA B
3aBEPUTEIIBHON HAJIMCH CO CCHIJIKOW Ha COOTBETCTBYIOIIMIA aKT.

OO0s0okKa 1€ MOCTOSTHHOTO, BpEMEHHOro (cBbime 10 jeT) XpaHEHus M MO JUYHOMY
cocTaBy 0OpMIISIETCS TIO YCTAaHOBJICHHOM (opMe.

Ha o00noxkke 1en TMOCTOSHHOTO XpaHEHHs BBEPXY IPEIyCMaTPUBACTCSI MECTO I
HAaMMEHOBAaHMs TOCYJAapCTBEHHOIO apXuBa, B KOTOPBIM OHU OyIyT NepelaHbl, a TaKxke
apXUBHOTO MHU(pPa B IPAaBOM BEPXHEM U JIEBOM HWKHEM YTJIaX.

[Ipu odopmnenun o6noxku nen HaumeHoBaHue JIOY yka3bIBaeTCsl MONHOCTBIO IO
yCTaBy, B MIMEHUTEIbHOM MaJI€Ke, COKPALIEHHOE HAa3BaHUE — B CKOOKaX.

OO0s13aTeNbHBIMU PEKBU3UTAMH OOJIOKKH JeNia SBJSETCS YKa3aHHe KOJIMYECTBA JIMCTOB B
Jiese, KOTOpOe MPOCTaBIsAETCS HA OCHOBAaHUM 3aBEPUTENIBHON HAJIIUCH JI€N1a, U CPOKA XPaHEHMUSI
nena (Ha JeJax TIOCTOSTHHOTO XPaHEHUS TMHIIETCS: «XPAaHUTh MOCTOSHHOY»), KOTOPBIH
MIEPEHOCUTCSI Ha OOJIOKKY JieJla M3 HOMEHKJIATYpPHI MOCIE CBEPKH €ro M0 CPOKaM XpaHEHHS B
TepeyHe.

Jnst ydera JOKYMEHTOB OIPEAEIEHHBIX KaTErOpHil J1eJ MOCTOSIHHOIO W BPEMEHHOIO
(cBpimie 10 7eT) xpaHEeHHs, Y4€T KOTOPBIX BBI3bIBaeTCS CHEU(UKON AaHHON AOKYMEHTAIMH
(muHBIe nena, 0co00 IEHHBIE), COCTABIISIETCS] BHYTPEHHSSI OMUCH TOKYMEHTOB JIeJia.

BHyTpeHHIOI0 OmHCh HEOOXOIWMO TaKXKE COCTAaBIATh B JielaX IOCTOSHHOTO U
BpemeHHoro (cBoime 10 jer) xpaHeHHs, cOPMUPOBAHHBIX MO PAa3HOBUIHOCTSAM JOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE CO/Iep)KaHNe TJOKYMEHTOB.

BHYTpeHHSII ONMUCHh COCTaBIISIETCS HA OTIEIBHOM JINCTE MO YCTAaHOBJICHHOW Qopme,
KOTOpasi CONEP>KUT CBEIICHUS O MOPSAKOBBIX HOMEpPAxX JOKYMEHTOB Jiella, MX WHAEKcaX, JAaTax,
3aroJIOBKax U HOMEpax JINCTOB JIeJa, HA KOTOPBIX PACHOI0KEH KaX /bl TOKYMEHT.

K BHyTpeHHEH onucHu [Jena COCTaBIIETCS MTOTOBas 3allUCh, B KOTOPOW YyKa3bIBaeTCs
uudpamMu U NPONUCHI0 KOJUYECTBO BKJIIOYEHHBIX B HEE JOKYMEHTOB U KOJUYECTBO JIUCTOB
BHYTPEHHEH OINCH.

BHyTpeHHsI1 omHMCh NOJIUCHIBAETCS €€ COCTABUTEIEM C YKa3aHMEM JOJDKHOCTH,
MOJITUCH, PAcIIM(POBKH MOJIMUCH U HYMEPYETCS B JIeJIe OTAENBHO.

10.XpaHeHue U YHHYTOKEHHE JOKYMEHTOB.

JlokyMeHTHI (7ier1a) ¢ MOMEHTa co3AaHus (MOoIydeHus) Uil (GOPMHUPOBAHUS XPAHITCA B
OpraHH3aIUy J10 Mepeaadu apXUBHOMY YUPEKICHHUIO.

3aBeAyrONIMiA U CIICIUATBHO Ha3HAYCHHOE JIUIO (JIHIa) 00s3aHbl 00ECIICYUTh XPAaHEHUE
JIOKYMEHTOB U JIEJ.

Jlena JOMKHBI XpaHUTbCA B BEPTUKAIBHOM IOJIOKEHMM B IIKadax, KOTOpPbIE
3aKkpbiBatoTca. Ha kopenikax 00105keK J1eN yKa3bIBaloTCs HoMepa Jedl.

Bbiaua gen Bo BpeMEHHOE IMOJb30BaHHE PaOOTHHKAM 00pa30BaTENbHOM OpraHU3alUuH
OCYIIECTBIISIETCS. C YCTHOTO pa3pelIeHHs] €ro PyKOBOJIUTEINSA, a JIPYTUM YUPEXKICHUSAM - C €ro
IIMCBMEHHOr0 paspeuieHus. Ha BblIaHHOE €70 COCTaBisAeTCs KapTOyka - 3aMEHUTeNlb. B
KapTOUYKe yKa3bIBalOTCS HOMEp Jieja, 3arojIoBOK Jiefa, AaTa €ro BblIadH, JHUI0, KOTOPOMY JEJIO0
BBIJIAHO, J1aTa €ro BO3BPATa, NOJIUCH JIML, KOTOPHIE BBIJAIN U IPUHSAIIH JIETIO.

[IpenocTaBrienue e BO BpPEMEHHOE IMOJBb30BAHHME OCYIIECTBISIETCS He Oosee yeM Ha
OJIMH MECSL.

W3paTHE  NOKYMEHTOB M3 Jela TOCTOSHHOIO  XpaHeHWs  3ampeniaercsi. B
HCKJIIOUUTENIBHBIX CIIydasiX HU3bSITHE JOKYMEHTOB JIOIYCKAETCS C Pa3peleHUs] PYKOBOIMUTEIS



00pa30BaTeNbHON OpraHU3aIul C 00sS3aTeIbHBIM OCTABICHHEM B JIeJie 3aBEPEHHBIX JOJKHBIM
00pa3om Komwuii.

[locne okOHYaHWSI CpOKa XpaHEHWs] JIOKYMEHTOB, KOTOPbIE HE MOJJIekKAT Mepeaade
apXMBHBIM  YUYPEXKICHUSM, JOKYMEHTBI  CIMCBHIBAIOTCS  KOMHUCCHEW  00pa3oBaTeIbHOMN
OpTraHH3aIlMi M0 TMPOBEJICHUI0 DJKCHEPTU3bl I[IEHHOCTH JOKYMEHTOB, KOTOpPYIO Ha3Ha4aeT
pYKOBOIUTENs 00pa3oBaTeNbHON oOpraHu3anui. Ha CHHCaHHYIO JOKYMEHTAIHIO SKCIEepTHAs
KOMHCCHS COCTaBISIET COOTBETCTBYIOIIMIA aKT.

CriucaHHast JOKyMEHTAINsT YHUITOXKAETCS.



KypHai yyera nmeyarei ¥ ITAMIIOB
00pa3oBaTeJbHON OPraHu3anuu

[Ipunosxenue 1

K IlostokeHntIo 110 BEJIEHNUIO AE€JI0BOU
nokymenrtaiuu B MBJIOY n/c «Panyra» nrr.

3ys benoropckoro paiiona Pecriy6onuku Kpsim
ot 12 anpens 2023r.

PesyabTaTsl .
HaumenoBanue . OTTHCK neyarei
HaumenoBanue esKeroAH oM
noapasjae/ieHus , OtMeTKa 00 (1IOTAMIIOB)
ne4yaTu OTtTHck Moanucs, NMPOBEPKH AT O H M st
Nen/u| (ramna) , nammua |newarn | 2O KHOCTE YAOCTOBEPAOIIAs | HATHYHSA y ks IIpumeyanue
nojayvaresisi u . HOMeEp YHUUYTOKEHUS ,
TOp 3aKa3a, mramMmna) MoJIy4eHue , 1ara |nedareu
bamuians aKTa M jJara |jaara
AaTa MOCTYNJIeHUsA U IITAMIIOB ,
nosyqartesst BO3BparTa
JAaTa NpoBePKHU
1 2 3 4 5 6 7 8 9
KypHaja perucrpauuu nNpuKa3oB
o0pa3oBaTeJIbHOI OpraHu3anuu.
I1o ocCHOBHOI 1eATEJILHOCTH
Ne Hara [Mpumeuanue
Kparkoe conepxxanue
npuKasza npukasa
CHSIT ¢ KOHTPOJIA
O npoBeIeHNH KOMIUIEKTOBAHMS TIEAArornyeCcKuX KaJipoB
ITo xaapoBBIM BOIpOCaAM
Ne
u/n Hara npuxkaza | Homep npuka3a Bun npuka3za ®UO corpyaHuka OcHoBaHue




77-K

[Tpuem

015 (0)

TJI Ne 25 ot

Ilo BocmuTaHHUKAM

Ne
npuKasa Jara npukasa HanmeHoBaHMe npuka3a Kto nognucan npukaz PO IMonnucek
O nepeBojie BOCIUTAHHUKA OUO
Perucrpanus KOMaHIMPOBOK COTPYIAHUKOB
Ne
mpHKaza Jlata npukasza HanmeHnoBaHue npukasa Kto nognucan npuxkaz ®HO Honmucek
O HampaBlIEHUU COTPYJIHUKA B
P e DHO
KOMaHJIUPOBKY
PeFI/ICTpaHI/Iﬂ IMPUKA30B 0 NPEI0CTABJICHHUH OTIIYCKOB
Neri/mt | Jlata Homep dUO JIOMKHOCTD Bun JlaTta Havana u KonnuecTBo OcHoBanue | [lpumeuanue

IIpruKasa IIpuKasa

COTpYIHHUKA | COTpYAHHKA

OTIyCKa | OKOHYAaHMUS
OTIIyCKa

KQJICHJIapHBIX JHEN

OTIIyCKa




[Tpunosxenue 2

TlonoxeHuto Mo BEAEHHUIO JIEIOBOI

nokymentaiuu B MBJIOVY n/c «Pamyra» nrr.

3ys benoropckoro paiiona Pecriy6nuku Kpsim
ot 12 anpens 2023r.

KypHaJu perucrpanuu pacnopsiKeHuii
00pa3oBaTeJIbHOM OPraHU3aALUM.

Jlara

Homep

Cpoxk ucnonnenusi| Ormerka o0

Ne n/m Conepxxanue KTo0 nmognucan
pacnopsi;KeHusl | pacropsizKeHust HCIIOJTHEHUH
®.10. O noesze yyamumxcs Crr ¢
37-P 7IC yHai KOHTPOJIS
Ha DKCKYPCHIO
KypHaj perucrpauuu nNpoToKoJa0B
Oﬁpa3OBaTeJILHOI7[ OopraHmsanvu.
Ne i/m Ne nporoxona Jara ero perucrpauuu IloBecTka nHA

15.02.2023r.

OO0 opraHuzanuu MATAHUSI




[Ipunoxxenue 3

@®opMa perucTpanHOHHOIO0 )KYPHAJIA BXOASAIIUX JOKYMEHTOB
o0pa3oBaTeIbHOM OPraHM3alUuKN

TlonoxxeHnto Mo BEAEHUIO JICTIOBOM
nokymenrtanuu B MBJIOY n/c «panyra» nrr.
3ys benoropckoro paiiona Pecriy6onuku Kpsim

ot 12 anpens 2023r.

Neni/m Mara Bun u Homep Opranunzanus Komy u kyaa OtMmerka 00 Coaepxanue | Ilpumeuanue | [lognuce
JAOKYMEHTAa HaIpaBJIeH HCTIOJTHEHHH JAOKYMEHTAa

01- | 11.01.2023 Ne 9 or MOI]J benoropckoro 0)4(0) [Tonnuce YBenomienue [Nonnuce

09/23 11.01.2023r. | paiiona PecryOnuku
Kpbim
(I)OpMa PETrNCTPAINMOHHOIO KYpPpHaAJa HCXOAALIUX JOKYMEHTOB
00pa3oBaTe/IbHOI OPraHu3alnu
Jarta Nunexc Koppecnonnent Kpatkoe conep:xanue Bun Ne
JOKYMEHTa JIOKYMEHTa OTIPABICHUS | Jiena
11.01.2023r. 01-10/15 HauvanpHuky Ynpasnenus o0pa3oBaHus, MOJIOIEKH U criopta | OTYeT 0 mpoaenaHHoR JInuno
benoropckoro paitona Peciybnuku Kpeim pabote




[Ipunoxenue 4

K I1oJ10KE€HUIO 110 BEEHUIO NE€JI0OBON

nokymenTaiuu B MBJIOY n/c
«Panyra» nrt. 3ya benoropckoro
paiiona PecriyOnnku Kpbim

ot 12 anpens 2023r.

HOMEHKJIATYPA AEJI
MBAOY a/c «Papgyra» nrr. 3ys benoropckoro paiiona Pecnydankn Kpbim
HNupexc | HammeHoBaHue CTPYKTYPHBIX moapa3znenenuii u aea | Cpok xpanenusi | [Ipum
aen, CTaTbs eya
aeJ
HHe
1. 2. 3. 4.
01 - I'PYIIIIA JEJI 3BABEAYIOIIETO
01-01 VYeras JIOY ITocTostHHO
01-02 CBHUIETENTHCTBO O TIOCTAHOBKE HA YUET B HAJTOTOBOM Jlo MUHOBaHUS
oprase Ha/100HOCTH,
01-03 CBuUIETEIHCTBO O BHECEHUH 3aIMCH B €AMHBIN [NocTosinHO
roCyJapCTBEHHBIN peecTp IOPUANYECKHUX JIUL]
01-04 Homenknartypa nen TTocTrosHHO
01-05 JIOKyMEHTBI 0 IpoBEpKax (aKThl, COIPaBKH, nepenucku) | 10 ser
opraHaMy TOCKOHTPOJIS (Haa30pa)
01-06 Craructuueckuii otuet JIOVY (dhopma 85K) [TocTostHHO
IIpukasbl 10 OCHOBHOM JeSATENIBHOCTH [ToctosiHHO
01-07
2KypHan peructpanuu npuka3zoB Mo OCHOBHOM ITocTosiHHO
JeSITETLHOCTH
[Ipuxka3bl o KaAPOBBIM BOIPOCaM 50/75 ner
01-08
Kypnan perucrpanuu npukaszoB 10 JIMYHOMY COCTaBY 50/75 ner
01-09 K .
ypHAJI perUCcTpalvy BXOSIIEH TOKYMEHTAuN 5 ner
01-10
XKypHan peructpanu HCXOASIIEH JOKYMEHTAIIUH 5 ner




01-11 [Ipuxa3bl 1o KOMaHAUPOBKAM 50/75 ner
XKypnan peructpanuu nNpuKa3oB o KOMaHAUPOBKaM 50/75 ner
01-12 XKypnan peructpanuu 3asBJICHUNA COTPYIHUKOB 3 rona
01-13  Ilpukassl MO OTIYCKaM 50/75 ner
Kypnain peructpanuy NpuKka3oB IO OTIYCKaM 50/75 ner
01-14 [Ipuka3bl o BOCIUTaHHUKAM 50/75 ner
XKypHan perucrpanuu NpuKa3oB [0 BOCIUTAHHUKAM 50/75 ner
01-15 Kypnain peructpanun oOpaieHuii rpakiaH 5 ner
01-16 XKypnan yuéra IUCTKOB HETPYIOCHIOCOOHOCTH 5 ner
01-17 XKypnan peructpauuu TpPyILOBbIX JOTOBOPOB 50/75 ner
01-18 XKypnan peructpanuu TenehoHOrpaMMm 3 roga
01-19 [TpoTokoiel 3acenanuii 00IIETO COOpaHUs TPYIOBOTO [MocrostHHO
KOJUIEKTUBA
01-20 [TpoTOKOJIBI OOMIKMX POIUTETHLCKUX COOpAHUIA [TocTostHHO
01-21 JIOMKHOCTHBIE UHCTPYKIIUU 50/75 ner
01-22 KonnexktuBHbIi 10roBop [ToctosiHHO
01-23 [IpaBuna BHYTpPEHHETO TPYIAOBOTO PACTIOPSIKA [TocTostHHO

TpynoBele KHUKKH

Jlo BocTpeboBaHus

JInuHbIe J1e1a COTPYAHUKOB 50/75 ner.
JIngnbie kapTouku (popma Ne T-2) 50/75 ner
Kuura yyera 1BuXKeHMs TPYJOBBIX KHIKEK U 50/75 ner
BKJIQJIBIIIEA B HUX

Kuwra peructpanuu u yuera JIMYHBIX J1e]1 cOTpyAHUKoB  IlocTosiHHO
JloroBopa ¢ COTpyAHUKAMH U JOTIOJHUTEIbHBIC 50/75 ner
COIJIalLIEHUs

KypHan nBuxeHus nerei ITocTostHHO
JInyuele nena nereu 5 netr
3asBieHUs poauTeseH (3aKOHHBIX MPECTaBUTENICH) 5 et




BOCIIUTAHHHUKOB

[Tanka pykoBoaurens (rpadpuku padotst OV, 1 rox
COTPYJHHUKOB, OTIIYCKOB U T.J., BHyTPEHHUHI KOHTPOJIb
¢ysaxuonuposanus J10Y)

HltarHoe pacmucaHue, TApUPHUKALUOHHBIE CTUCKH ITocTostHHO
TaGenp yuéra pabodero BpeMeH! COTPYIHHKOB 5 ner
Kunwra perucrpanuu npuéma u nepenaun fokymeHnrauuu | IlocrossHao
IIPY CMEHE PYKOBOJIUTEIIS

JIoroBOpBI Ipa’kJaHCKO-IIPAaBOBOTO XapaKTepa O 50/75 ner

BBITIOJITHEHUH Pa0O0T, OKa3aHUHU yCIyT (HU3NICCKUMHU
JIMIaM¥, aKThbl CAAYNU-TIPUCMKU BBITTOJTHCHHBIX pa60T,
OKa3aHHBIX yCIYT

Cwmera JIOY Jlo MuHOBaHUS
HaJ00HOCTH

JlokanbHbIE aKThl, peraMeHTHUpytoIue neatenbHocTs | [loctosHHO

1 (0)

Kypnan peructpanuu 3asiBICHHI O pUeMe JAETEH B 3 rona

1 (0)

KypHan BbI1aun myTeBOK 3 roma

Kypnan peructpanuu pezepBHbiXx kaapoB MBJIOY n/c |3 roma

«Panyra» nrr.3ys benoropckoro paiiona Pecriyonuku

Kpbim

KypHnan yuera npoBepoK, IPOBOJUMBIX OPraHAMH 3 roma

rOCyIapCTBEHHOTO KOHTPOJIS (Haa30pa), OpranaMu

MYHHUILIUNIAJIBHOTO KOHTPOJIS.

XKypHai yueTa TONOTHUTEIBHBIX COITIAIIEHUN K ITocTosiHHO

TPYAOBBIM JOIOBOpaM.

XKypnai npeaBapUTEIbHON 3aMIUCH B KOHCYJIBTALIMOHHBIN | 2 roza.

uentp JOV.




XKypnai peructpanuy okazaHusi METOAUUYECKOH,
IICUXOJIOTO-II€AArOrNYE€CKON, TNarHOCTUYECKON U
KOHCYJIBTaTUBHOM MOMOIIY POAUTENIAM (3aKOHHBIM
MIPEJICTaBUTENSIM) B KOHCYIbTalMOHHOM 1ieHTpe J1OV.

2 roma

XKypnan peructparuu 10roBopos 00 00pa3oBaHUU B
JOVY.

ITocTostHHO

XKypnan peructpanuu AeTei COCTOSIINX B peecTpe
MO YIS AJIEKTpoHHOM ouepenu JJOV.

IlocTostHHO

XKypHan yueta BbIa4M YBEOMIIEHUH pOAUTENISIM
(3aKOHHBIM MPEJCTABUTEIISIM) O TIOCTAHOBKE Ha YUET
pebeHKa, HyKAaroIIerocs B IPE10CTaBICHUN MECTa B
MBJIOVY n/c «Pagyra» nrr.3ysa benoropckoro paiiona
Pecnyomuku Kpbim

[locTostHHO

Kypnan 3anucu Ha mnusbii npuém 8 MBZIOY n/c
«Pagyra» nrr.3ys benoropckoro paitona Pecriyonuku
Kpsim

3 roga

XKypnan peructpaiuu 3asaBIeHUNA poauTesnei (3aKOHHBIX
IpeJCTaBUTENEH) BOCIUTAHHUKOB

3 roga

JKypHan perucrpanuu u BbIa4M CIPABOK COTPYIHUKOB

roga

KypHan yyera qOIKHOCTHBIX UHCTPYKLUHI

3 roga

XKypnan BbI1auu JOHKHOCTHBIX MHCTPYKITHIA

3 roma

Kypnan peructpanuu Npuxoaa U yxojia COTpyIHUKOB

HO 3aMCHbI HOBBIM




PacuerHo-niarexHbIe BCAOMOCTH

6 et

JlunieH3us Ha OCYIIECTBICHUE 00pa30BaTEIbHON 5 et
NEeSATENbHOCTH, METULIMHCKOMN 1€ATEIbHOCTH U

MIPWIOKEHUS K HUM

CaHUTapHO-3MHMIEMUOJIOTUYECKOE 3aKII0YEHHNE Ha 5 ner
00pa30BaTesIbHYIO JeSTebHOCTh, CAHUTAPHO-

SMUEMHOJIOIMUECKOE 3aKII0UEHUE Ha MEIUIIMHCKYIO

JeSTENbHOCTh

I'ocynapcTBeHHOE MyHMIIMIIAJIBHOE 33aHHUE ITocTosiHHO
OTueTsl 0 BBIIIOJHEHUU TOCYAAPCTBEHHOTO ITocTosiHHO
MYHULIUNIAJIBHOTO 3a/laHus

Otuet 0 camoo0ciieIoBaHUN IToctosiHHO
I'padux ormyckoB 3 roma
TapudukalimoHHBIE CITUCKUA COTPYTHUKOB 50/75 net
JIoroBOpHI 0 MarepuaIbHOW OTBETCTBEHHOCTH 5 ner
MyHununanbHble KOHTPAKTBI 50/75 ner
Kypnai peructpanyy JMYHBIX J€Jl BOCIUTAHHUKOB ITocTosiHHO

Kypuan yueta nudsbIx kapTouek (¢. T-2) coTpyaHHKOB

Jlo 3aMeHbI HOBBIM

Kypnan yueta coob1ieHut 0 COBepUICHUH
KOPPYIIMOHHBIX MpaBoHapyIeHui paboraukamu JJOY

5 netr




Kuura or3pIBOB 1 HpGILJIO)KGHI/Iﬁ IIOCTOAHHO

HopmaTuBHO npaBoBbI€ aKThl OPTraHOB, o MuHoBaHus
OCYIIECTBISIONINX yIpaBlIeHuEe B chepe oOpa3oBaHusi, | HAIOOHOCTH
periaMeHTUpPYIOIIKE 00pa3oBaTeIbHbIE OTHOIICHHS.

Konun

JIOKyMEHTBI Ha PaBO ONEPATUBHOTO YIPABICHUS Jlo nukBUAaMH
HMMYILECTBOM, Ha IPABO MOJIb30BAHMSI 3€MEIBHBIM OpraHu3aluu
y4acTKOM

[IpoToKomBI COBEMIAaHN MTPHU 3aBEAYIOLIEM [TocTostHHO
WHcTpyKIus 1o Je10nponu3BOACTBY ITocTosiHHO

OO6partenust TpakIad v MEePenucka 1o uX pacCCMOTPEHUIO | S JIeT

XKypnan yueTa BbIJaun neyarei U MTaMIoB Jlo TUKBH AN
OpraHu3aLuH

AKTBI YHUYTOXXEHUS IT€YaTei U ITaMIIOB 3 rona

[Ty6nuunelii fokaan o paboTe AeTCKOro caja 3 roga

VYBepomieHus, MPEeAyNpeKACHIUs, PAOOTHUKOB 3 rona

paboronareiaem

Crucku BOCIUTaHHUKOB 5 ner

02 - TPYIIIA JEJT 3AMECTHUTEJS 3ABEJIYIOHUIETO IO BOCIIMTATEJILHOM U
METO/IMYECKOH PABOTE

TlogoBoit mian padotsr JJOY 1 rox

JKypHas MpoTOKOJIOB 3aceqaHMid Me1aroruaeckoro 5 ner
coBeTa 00pa30BaTEIIbHON OPTaHNU3aluI

Meroauueckas pabora (MaTepHabl CEMHUHAPOB, IToctosiHHO
KOHCYJIbTAllU, METOIUYECKUX 00bETUHEHHH).

Marepuainsl 10 (UHAHCOBOW TPAMOTHOCTH ITocrostHHO




Pacniucanue OO/]

3 roma

OcHoBHasi oOpazoBarenpHas IporpaMma JOLIKOJIBLHOTO

Jlo 3aMeHbI HOBBIMHU

o0Opa3zoBaHusl.

JIOKyMEHTBI 110 aTTECTALMU [1€JarOrM4eCKUX 5 et
PabOTHHKOB.

[IpoToKoIIBI 3aceIaHnil aTTECTAIIMOHHON KOMUCCHUU 10 net
J0Y

Marepuaibl KOHTPOIISI y4€OHO-BOCIIUTATENIbHOM 3 roga
paboTHsI

MOHUTOPUHT yu4eOHO-BOCIUTATEIILHOTO IIpoliecca 3 roga
HopmarusHo-nipaBoBas 6a3a B 001act 00pa3oBaHUs [TocrosiaHO,
JKypHan peructpannuy NpoTOKOJIOB 3aCEIaHUN [TocTostHHO
MeJaroruaeckoro CoBeTa

KypHan peructpaunuu NpoToKoIOB 3aCeJaHUN [TocTostHHO
aTTeCTAllMOHHON KOMUCCHUU

KypHan peructpauuu rnpeacTaBieHuil Ha [TocrostHHO
Mearoru4eckux paboOTHUKOB JJIsl aTTECTALUU B IIEJIAX
MOJITBEPKACHUSI COOTBETCTBHS 3aHIMACMOM

JIOJKHOCTH

Kypnan cBenenunii o nuHamuke passutus JJOY [ToctosinHO
JKypHan npoTOKoIIOB 3acenaHuil IICUXO0JIOTO- [TocTostHHO
NeJarornueckoro KOHCHInyma

Kypnan 3anucu AeTel Ha MCUXO0JIOr0-MeIHKO- ITocTostHHO
MeIarorn4eCKuit

KypHan HanpaBiieHH BOCIUTAaHHUKOB Ha Ticuxosoro- | I[loctosiHHO
MEJUKO-TIENArOrn4eCKU KOHCUITUYM

Kypnai peructpanuy 3aKI04eHUN U peKOMEH1alni ITocTossHHO
MICUXOJIOr0-MEUKO-TIEarOrM4eCKOro KOHCUINyMa

Cgenenus o netsix ¢ OB3 [TocrostHHO




AnanTupoBaHHas OCHOBHAast 00pa3oBaTeIbHas
nporpamMma aiis aetei ¢ OB3

J1o 3aMeHbI HOBEIMU

Pabouast mporpamma BociuTaHus

Jlo 3aMeHbI HOBBIMHU

Y4eOHbIN T1aH [ToctosinHO
[lanka IpOTOKOIOB POAUTENBCKUX COOpaHUI 5 ner
[Tanka uHKIIO3UMN ITocTostHHO
[IpoToKosnbl KOHCYIBTAlMM KOHCYJIBTATUBHOIO IIEHTpa | 3 roza
['omoBbIe OTUETHI CIICIUATHCTOB (TICUXOJIOT, Toroneq U | 1 rox
BOCIIUTATEJIEH) O pe3ylibTaTax MpojeIaHHON PabOThI

JlokyMeHTBI 00 OpraHu3aliy JETHEH 0310POBUTEIBHON | 1 TOx
paboThI (METOMMYECKHE PEKOMEH IAIINH, TUIAH Pa0oTHI,

peXUM pabOThI, aKTHI U JIP.)

I'paduk npoxoxneHus aTTecTanuu 1 ron
JIOKyMEHTBI O MPEJCTABIEHUHN K HarpakIeHUIO 5 ner
pabOTHHUKOB (TIPEICTABIICHHMSI, XOIATaNCTRA,

XapaKTEePUCTUKH, BBIMMUCKU U3 PELICHUN U JIp.)

ITpOTOKOIIBI MTEIATOrMYECKUX COBETOB [TocTosiHHO
KypHan peructpauuu KypcoB MOBBIIIECHUS 5 ner
KBaTH(UKALIH

KypHan peructpauuu 3asiBI€HUIN Me1aroru4eckux [TocrostHHO
paOOTHHMKOB JJIsl aTTECTAIIUU B TEJISIX TOATBEPIKIACHUS

COOTBETCTBUS 3aHUMAEMOM JTIOJZKHOCTH

KypHan BbI1auu BBIMKCOK M3 MTPOTOKOJIA IO UTOTaM [TocrostHHO

arTeCTaluu Ha COOTBETCTBUC 3aHUMaeMon JOJDKHOCTH




[lanka cueHapues, pa3BlIe4eHUH, yTPEHHUKOB U
Ipa3JHUKOB

ITocTostHHO

[Tarka KOHCIIEKTOB OTKPBITHIX 3aHATUN

IlocTostHHO

]_IOHOJ'IHI/ITGJ'IBHBIC 06p330BaTeJ'IBHBIe IMporpaMmbl

Z[O 3aMCHbI HOBbIMH

03. I'PYIIIA AEJ BOCIIUTATEJA

[IpoToKosnbl rPyNIOBBIX POAUTENBCKUX COOpaHUi 5 ner
Kypnan nocemnjaeMmocTu aeteit 3 rona
Kanennaproe ninanupoBaHue 3 rona
[lepcniekTuBHBIN TUIaH PabOTHI 1 rog
Marepuaisl 10 caM000Pa30BaHHIO 5 ner

CBeneHus 0 JETAX U POIUTENSAX TPYIIIBI

J1o 3aMeHbl HOBEIMH

Kaproreka MeToquueckux mocoOu, urp MIOCTOSIHHO
’Kypnan npoBepKHu JIeTeil Ha NEAUKYIE3 3 rona
Kypnan npuema u yxona neren 3 roma
Kypnan obcnenoBaHus UITPOBOTO Y4acTKa Ha 1 roxg

OTCYTCTBHC OIIACHLIX MPECAMCTOB

[Toprdonmo nereit

710 BBIMTyCKa JeTei
u3 JI0Y

[Tarika mo OT, XX/, I1b MMOCTOSIHHO
[Toprdonuo megarora MTOCTOSTHHO
XKypHai ocMOTpa KOXKHBIX TTOKPOBOB BOCITUTAHHUKOB | 3 TONIa
JKypHan MBIThsI UTpyILIEK 3 roma
XKypHai TemneparypHOTro pexxuMa B TIOMETECHHSIX 1 ron




Kypnan TepMoMeTpUN BOCIMTAHHUKOB

1 rox

XKypHan obcne10BaHNsA UTPOBOIO y4acTKa Ha
OTCYTCTBHE JIOBUTBIX PACTEHHUI U IpuOOB

1 rox

Pabouas mporpamma

Jlo 3aMeHbI HOBBIMHU

[Tacniopt rpymrbl TTocTosuHO
Csenenud o getax OB3 IlocTostHHO
JueBHuKk nemparornueckux Hadmonennii peberka ¢ OB3 | IloctosiHHO

I/IHCTPYKTa)I(I/I M0 OXpaH€ Tpyda AJid BOCIIMTAHHUKOB

J1o 3aMeHbI HOBEIMU

JKypHan perucrpanuy nNpoBeIeHUs] HHCTPYKTaKEN ¢
BocriutanHuKamMu JIOY 1o TexHuke 6€30MacHOCTH

TlocTostHHO

AnantupoBaHHas 00pazoBaresbHas IPorpaMMa
(MHAMBHTyaIbHAS )

Jlo 3aMeHbI HOBBIMU

PaGouas nporpamma «@uHaHCOBasE IPaMOTHOCTh»

HO 3aMCHBbI HOBBIMHU

Kypnan yueta HaOIrOnEHUH 3a 1€THbMU B TIEPUOT 3 roma
amantamuu JJOY
[Inan nmpoBeneHUss MHCTPYKTaXKeH C BOCIIMTAHHUKaMU | 3 Tozia

10 OXPAaHE KU3HU U 370POBbS IETEH

04 - I'PYIITIA AEJ INEJAI'OTA - IICUXOJIOTA

['ogoBoii mman paboThI 3 roma
Kypnan yu€ra BumioB paboThI 3 rona
JKypHaJt TpyImoBbIX ¥ HHIWBUAYATbHBIX 3aHATHN 3 roma
Marepuaisl JUATHOCTHYSCKUX METOIHK, JIJIS MTOCTOSTHHO
MPOBEACHHS KOPPEKIIMOHHOMU, pa3BUBAIOIICH 1

BOCCTAHOBHTEIBHOMN PabOTHI

CratucTHyeckne OTYETHI MTOCTOSTHHO




Kypnan agantanuu 3 roma
KoHncynpranuu 1j1s neiaroron ITocTostHHO
Koncynpranuu s ponureneit IlocTostHHO

NuauBuayanpHas mporpamMma rnefarora-rcuxosiora 1mo
TICUXOJIOTHIECKOMY COTPOBOKIeHUIO pedeHka ¢ 3I1P

J1o 3aMeHbI HOBEIMH

Pabouas nporpammMa negarora-rncuxosora mno
IICUXOJIOTHYECKOMY COIPOBOXKICHHIO
oOpazoBarenbHOTO nporuecca B I0OY

J1o 3aMeHbI HOBEIMH

05— TPYIIIIA JEJ MHCTPYKTOPA TO ®U3NYECKOM KYJIBTYPE

KanenaapHsie, nepcrneKTUBHBIE MJIaHbI PA0OTHI 3 rona
Marepuaiibl pa3BlI€dUeHH, TEeMAaTUYECKUX MPA3HUKOB. |3 ToAa
[Tnan pa®oTel Ha y4eOHBIHN TOI.

Marepuaisl o caMoo0pa30BaHUIO. 5 et
Kaproreka meToguueckux mocoouid, urp IIOCTOSIHHO
XKyphuan ananuza ypoBHs (PU3HYECKOTO Pa3BUTHA JeTel | IOCTOSHHO
Ka)KJ10¥ BO3PACTHOU I'PYIIIIBI

WunuBunyanbHas paboTa ¢ BOCIUTaHHUKAMU IIOCTOSIHHO

06 - 'PYIIITA JEJ MY3bBIKAJIBHOI'O PYKOBOAUTEJIA

IogoBoii man padotel. Kanennapusie, mepcnekTuBHBIE |3 TOAA
TJIaHbI PaOOTHI.

Marepuasbsl pa3BlIeyeHU, TEMaTHYECKUX MPA3JHUKOB. |3 roza
[Inan TemaTM4eCKUX MPA3AHUKOB U Pa3BIICYCHUMN.

Marepuassl 10 caM000pa30BaHHIO 5 ner
Kaproreka MeToanyeckux NocoOui, TAaKTHIECKUX IIOCTOSTHHO

urp.

07-T'PYHIIA JEJ KJIAJOBILHIUKA




Kypnain perucrpanuu Bbe3/ia 1 Bble31a

1 rox

aBTOTPAHCIIOPTa
KypHan yyera 0TX0/10B (OBOILHN) 1 ron
Kypuan yaéra oTx0/10B (MsICO, Kypulia, pbida) 1 rox
MeHro - TpeboBaHNE Ha BBIAAYY IPOAYKTOB MTUTAHUS 1 ron
JIOKyMEHTBI COOTBETCTBHS KQu€CTBY IIPOIYKTOB 5 ner
nuTaHus(cepTuuKaTel, yTOCTOBEPEHHUS Ka4ecTBa )

Kypnan 6pakepaxa CKOPOITOPTSIIUXCS MUIIEBBIX 1 rox
IPOJYKTOB, MOCTYMAIOMINX HA MHIIEOI0K

Knura yueta MatepraibHbIX LIEHHOCTEN 5 ner

-TPYIIIA JEJ MEJIUIIMHCKON CECTPBI

MenunuHckas kapra peoéHka

o nepexona B

HITKOJTY
Kypnan yueta 3ab01eBaeMOCTH J€TEH 3 rona
Kypnan peructpanun nHPEKITUOHHBIX 3a00JI€BaHUI rof
XKyphnan kBaprieBanusi Meq.KaOUHeTa.

roga
[InaH MeaUIMHCKOMN CECTPHI MO CAHUTAPHO- HOCTOSIHHO
MPOCBETUTENIBCKON paboTe
Kypnan peructpanuu v KOHTPOJIs yabTpaduoneToBoid | roaa
OaKTepUIIUIHON YCTAHOBKH.
Kypnan peructpanuu MEAUIIMHCKOTO OCMOTpa roaa
COTPYIHUKOB.
’KypHan aHTpONOMETPUYECKUX JaHHBIX JIETEH. roma
KypHan 115 3anucu CaHUTapHOTO COCTOSTHUSA TP 3 roaa
[IepcniekTBHOE MEHIO 1 rox
JIOKyMEHTBI O MOTYyYEHUHU U PACXO0BaHUU Ae3cpeAcTB. |[locTosiHHO




[Ipennucanust, NOCTaHOBJICHHS KOHTPOJIUPYIOIIHAX

10 et

Opra”u3aui

Kypnan 6pakepaka TOTOBOM MPOAYKITUH 1 ron
’KypHan uHCTpyKTa)ka pu KapaHTHUHE 3 rona
’Kypnan yuera kapaHTHMHA B Tpynnax. 3 rona
['uruennyeckuii >xypHa (COTpYTHUKH) 1 rox
Kypnain yuera TemMnepaTypHOro pexuma XoJIoAuiasHoro |1 roa
000pyIOBaHUS.

JKypHan yuera Temreparypsl U BIaXKHOCTH B 1 ron
CKJIJICKUX [TOMELECHUSX.

Kypnan nuzMepeHus TeMneparypsl Teia COTPyIHUKOB. |3 rona
Kypnain i1 3anucu CaHUTAPHOTO COCTOSHUS 3 roga
nuie0noka.

Kypnan ocmoTpa ieTeit Ha EAUKYIE3. 3 roga
JKypHan perucrpanuu qeTei ¢ TeJIbMUHTAMH. 3 roga
XKypnan obcnenoBanus 1eTeil Ha SHTEPOOHO3. 3 roga
Kypnan npususok R-manty, 'PUIIIT 3 roga




KypHnan nonyueHus KUISTYEHHON BOJbI HA TPYIIIIbI 3 roga
Kypnan nepenaun KOHTAKTHBIX JI€TEi 3 roma
Kypnan npoBeeHus TPOPUITAKTHYECKUX 3 roma
MEPOIPHUATHI

ITonoxenue 0 MEOUIIMHCKOM KaOHMHETE ITocTostHHO
JIOKyMEHTBI 0 MEIUIIMHCKUX OCMOTpax 3 roma

09 - I'PYIIIIA JEJ 3AMECTHUTEJIA 3ABEAYIOIIET'O I10O XP

NuBenTapHas onuch 3 roma

JoxymeHTaIus o y4éTy noTpeOIeHHs [ToctosinHO
SJICKTPOSHCPIHUH, BOIBI.

AKTBI IpHE€Ma, C1aYu U CIIUCAHUS UMYIIIECTBA. rojga
TexHUYEeCKUE OTUETHI ANEKTPOUIMEPEHHUS 3 roma
logoBoii man (pUHAHCOBO- X0351ICTBEHHOM IloctostHHO
IEeITeTbHOCTH

OT4eT 0 BHIOTHEHHUH IJIaHOB (PUHAHCOBO- IloctostHHO

XO3SIMCTBEHHON OEATENLHOCTHU

JlokymMeHTBI 00 MHBEHTapU3aI1 TOBAPHO- 5 ner
MaTepuajIbHBIX IIEHHOCTEH

Kypnan yueta marepuanbHbIX IEHHOCTEH U UHOTO 5 ner
UMYIIIEeCTBA

KHura yuera mpuxoIHO-pacXoHBIX MaTepPHAIIOB, 5 ner
obopymoBaHus

[TonmokeHune o0 3aKymnKe TOBapoOB, padOT U yCIyT [TocTosiHHO

10- JOKYMEHTHBI 11O OT,TH, IIb, 'O




JloxanbHo-HopMatuBHbIe akThl 10 OT,Th, I1b, I'O TIOCTOSIHHO
Wuctpykunu no OT (1o npodeccusim) [TocTostHHO
Nuctpykuuu no OT (1o Buaam pador) [TocTostHHO
XKypnan yuéra unctpykuuii mo OT 45 ner
XKypnan yuéra BBogHOro nHcTpyKTaxa no OT 45 ner
XKypnan perucrpanuun uactpykraxa rno OT Ha pabouem |45 ner
MecTe

Kypnain perucrpaniii HECHaCTHBIX CIIy4aeB ¢ 45 ner
paboTHUKaMU

AKXTBI O HECUACTHBIX CIIydasix Ha IPOU3BOJICTBE 45 ner
(H-1)

Nudopmarnius o mpou3BOJICTBEHHOM U JE€TCKOM 45 ner

TpaBMaTU3ME

Ilepeuenp pomwkHOCTEM W Tpodeccuid ¢ BpEeAHBIMU
YCIIOBUSIMU TpyZa, padoTa B KOTOPBIX JaeT IpaBO Ha
JIOTIOJTHUTENBHBIN OTITYCK

J1o 3aMeHBI HOBBIM

AKXTBI O HECUACTHBIX CIIy4asX C BOCIUTaHHUKAMU ITocrosiHHO
KypHan perucrpanuy HECYaCTHBIX CIIy4acB C ITocrosiHHO
BOCIIUTaHHUKaMU

JKypnai ydera Beljauu MHCTPYKLIMM 110 oXpaHe Tpyna | IloctosHHO

JU1s1 paOOTHUKOB

[Tpukassl mo OT, I1b, Th, I'O

Jlo 3aMeHbI HOBBIMHU

Nuctpykumm no X/

Jlo 3aMeHbI HOBBIMHU

WHcTpyKuny 1o NpoTUBONOXKapHOH 0€30MacHOCTH

Jlo 3aMeHbI HOBBIMHU

[IpaBuna noxapHoii 6e3onacuoctu B IOY [TocTosiHHO
XKypnan ydera mpoBepOK COCTOSIHHS U TIepe3apsIKu 3 rona
OTHETYIIUTEJICH

KypHan peructpanuu y4eta HHCTPYKTaXEH 110 3 roaa

MOKapHOU O€30MacHOCTH

[Inan-cxemsl 9BaKyallMy U3 3JaHUs [IPU YPE3BbIYANHBIX
CUTyalUsX

J1o 3aMeHbl HOBEIMU

HHcTpyknny 1o Mmepam aHTUTEPPOPUCTHUECKOU
0€e301acHOCTH

Jlo 3aMeHbI HOBBIMHU

XKypHan peructpaluy MHCTPYKTaXka 0
aHTUTEeppopHucTUyeckoii 3amure J10Y

3 roma




[Inan MeponpusTU IO aHTUTEPPOPUCTUUECKOMN
0€3011aCHOCTH

Z[O 3aMCHbI HOBbIMH

KypHan uHCTpyKTaka 1o aHTUTEPPOPUCTUIECKOM
z3amute B JJOY

[TocTostHHO

[Tacriopra nopoxHO¥ 6€30MacHOCTH,
AHTUTEPPOPUCTUYECKON 3AIUIIEHHOCTH

Z[O 3aMCHbI HOBbIMH

Kypnais mpoBepku 3HaHUN 2JETPOTEXHUIECKOTO [TocTostHHO
nepcoHasna Ha 1 Tpyniy no 3JeKTpoOe30nacHOCTH.

KypHan Bblgauu CpeicTB NHANBUAYAIBHON ITocrosiHHO
3aIlUTHI

HoxymenTs o 'O [TocrosiHHO
XKypHan ydera oruerymurenei 3 rona
Kypnai peructpanyuy 1 03HAKOMIJIEHUS C IlocTostHHO
MHCTPYKLUSAMHU T10 MOKapHOH 0e30acHOCTH

Kypnai yueta HHCTpyKTakel O IEUCTBUAX B

cilyyae 0OHapyKeHUs NPeAMETOB, KOTOPbIE MOT'YT 3 roma
SIBJIATHCS B3PbIBHBIMU YCTPOWCTBAMHU WU

XUMUYECKH (OMOJIOTMYECKH) OITaCHBIMU

BEILECTBAMHU.

XKypHan ocMOTpOB 3/1aHUI U COOPY>KEHUI 3 rona
KypHan ydyera HHCTpyKTa)a 10 IEHCTBUSIM B 3 roma
Ype3BhIYAITHBIX CUTYALUIX

XKypnan ydyera cooOlIeHNH O COBEPILICHUN ITocrosiHHO

KOPPYIIIMOHHBIX MTpaBOHAPYIIEHUN PaOOTHUKAMHU
MBJIOY n/c «Panyra» nrt.3ys benoropckoro
paiiona Pecriy6nuku Kpbim




Kypnain ydyera BXOAAIIMX TOKYMEHTOB, [TocTostHHO
coJepKalux HHPOPMALIUIO OTPAHUUYEHHOTO

pacnpoCTpaHEeHUsA

Kypnai yaera Hexoasmmx JOKyMEHTOB, [locTostHHO
coJiepKalux HHPOPMALIUIO OTPAHUUYEHHOTO

pacnpoCTpaHEeHUsA

KypHan perucrpanuy BBOZHOTO HHCTPYKTaXKa 110 ITocrosiHHO
rondcC

XKypnan nBuxeHus nacrnopra 0€30MacHOCTH ITocrosiHHO
[Nacmopt 6e30macHOCTH 5 ner

[Ipukassl no antureppopy, YC

Z[O 3aMCHbI HOBbIMH

Kypnai skcruryaTanuu CUCTEM IIPOTUBOIIOXKAPHOU IlocTossHHO
3aIUThI

XKypHan ydyera nocemeHnii CTOpOHHUX JIMIL U 3 rona
Opra"u3arun

[Inanel qEeWCTBUM 110 IPEAYIPEKACHUIO U 5 ner
JINKBUJIAIIUY YPE3BbIYAMHBIX CUTYALIUI

Ortyer 1o crenuanbHOM OIIEHKE YCIOBHM TpyJa U 45 ner
JIOKYMEHTBI K HEMY

[TonoxxeHue o ciayx0e oxpaHbl TpyAa [TocTostHHO
Kyphuan onedatsiBaHusl (BCKPHITHS) KAOWHETOB 3 rona
Cornanienue Mo oxpaHe Tpy/Ja U JT0KyMEHTHI K 5 ner

HEMY




11-TOKYMEHTBI IEPBUYHOMN MPO®COIKO3HOM OPTAHU3AIIAM

HopmaruBHble 10KyMEHTHI (001111e TOT0KEHUS [TocTosiHHO

nepBu4HOI opranmuzanuu [Ipodcoroza, monoxenue o

NEPBUYHON MPO(COI03HON OpraHU3aIUH, TOIOKEHUS O

KOMHCCHSIX | JIp.)

[TpoTokomnsl npodcoro3Hbix codpanuii (kondepennmii), [locTtosHHO

B TOM YHCJIE H OTYETHO-BBIOOPHBIX.

[TpoTokonkl 3acexanuii IpoCO3HOTO KOMHTETA [TocTosiHHO

[Tnanel paboTel PO COIO3HOTO KOMUTETA U 1 roxg

MTOCTOSIHHBIX KOMUCCHI

KonnexruBHslit 1oroBop. JlokymeHnTsl u Matepuansl mo | IlocrossHHO

3aKJIIOYEHUIO U KOHTPOJIIO 32 BBHITOJTHEHUEM

KOJIZI0rOBOpa

Marepuainsl paboThl KOMHCCHI TTPOQCOI03HOTO 1 roxg

KOMHTETa

JIOKyMEHTBI U MaTepHalIbl 10 BOIPOCaM MPaBOBOMA [TocTosiHHO

paboTHI ¥ OOIIECTBEHHOTO KOHTPOJISI 32 COONIOICHUEM

TK PO.

JIOKyMEeHTBI 1 MaTepHaJIbl [0 OXpaHe Tpyaa [TocTosiHHO

Kypnan yuéra wienos [Ipodcoroza (yaéTHbIe 5 ner

KapTOYKH, CITUCKH PAOOTHUKOB M UX JIETEH)

Craructuueckue oT4EThI [ToctosinHO

Cw™mertsl, puHaHCOBbIE OTYETHI U Apyrue ¢uHaHcoBble | IlocTosHHO

JIOKYMEHTBHI.

[Ipotokonsl 3acenanuii u aktbl KPK Ha cpok
TMOJTHOMOYU I

3agsnenus o npuéme B [Ipodcoro3 5 ner

[TpOTOKONBI CTUMYTHPYIOIIUX BBITIIAT IToctosiHHO

Kypnan peructpanuu BXOAAIIEH 1 UCXOAAIICH JeT

JTIOKYMEHTAIU!




[Tucema, 3asBnenus wieHoB [Ipodcorosza ITocTosiHHO
Oruetsl npencenarens ( npexncenareneit komuccun) o | IloctosHHO
IpoJeIaHHON paboTe

AKTBI YHUUTOXECHHUS TIPOPCOIO3HBIX JOKYMEHTOB, ITocTostHHO

UCKITIOYEHHBIX U Bbleauux u3 [Ipodcoroza.

BaKOHBI, HOCTaHOBJIeHI/IH, HHCTPYKTHBHBIC ITUCbMaA,

Jlo MuHOBaHUSA

yueOHbIE U METOINYECKHE MaTepHabl U JIp. Hag00HOCTH
JIOKyMEHTBI BBILIECTOSIIIUX TPOQCOIO3HBIX OPTAHOB.

Kypnain peructpauuu 3asBIeHUN paOOTHUKOB 110 3 roma
TPYAOBBIM CIIOpaM

JKypHan perucrpannu ynocTOBEpEHUN Ha 3rona

npUHyAUTENpHOE ucnosnHenue pemenus KTC

JIOKyMEHTBI BBIILIECTOAIIUX TPO(OpraHoB

Jlo MuHOBaHUS
HaJ00HOCTH

JIOKyMEHTBI O TPOBEPKAX BBHITOTHEHUS YCIOBHIA
KOJUIEKTHBHOTO JI0r0OBOpa

3 roma

12-T'PYHIA AEJ HOMOINHUKA BOCIIMTATEJIA

JKypHan xBapueBanus

Jlo 3aMeHbI HOBBIMHU

Kypnan npoBeTpuBaHUsI

J1o 3aMeHBbI HOBBIMU

XKypHan npoBeeHUs TeHEPaTbHBIX YOOPOK

Jlo 3aMeHbI HOBBIMU

13-TPYIIIA AEJI YYUTEJIA JIOT'OIIEJTA

ITonoxxeHue o J0roneaudeCcKoM ITYHKTC

IlocTostHHO

ITonoxxenne 00 oka3zaHUU HOFOHGZ[H‘IGCKOﬁ IIOMOIIIH

[TocTostHHO

WNupuBuayanbHas IporpaMMa yIuTeIsI-I0rone/1a st
pebenka ¢ 3I1P

Jlo 3aMeHbI HOBOM




['omoBoii mmaH padoThI

1 rox

l'onoBoit oTuer paboThI

1 rox

KanennapHo-remaTnueckuii 1aH 1o KOppeKkuun
HIMISIIUX 3BYKOB Y JA€TEH, 3a4MCICHHBIX Ha
JIOTONEANYECKUI ITyHKT

3 romga

KanennapHo-TremMarnyecKuil IIaH 110 KOPPEKIHUH
COHOPHBIX 3BYKOB y JI€TEH, 3aUUCIICHHBIX Ha
JIOTONEANYECKUI ITYHKT

3 roma

KanennapHo-remaTnueckuii aH 1no GopMHUpOBaHHUIO
JIEKCUKO-TPAMMATUYECKUM CPEICTB SA3bIKA U PA3BUTHIO
CBA3HOM pe4H y AE€TEH C HApYLIEHUAMU
3BYKOIIPOM3HOIICHHUS, 3a4MCIICHHBIX I€TEeH Ha
JIOTONETUYECKUM ITyHKT

3 roma

HacnopT JOTONECANYCCKOIO KaOMHETa

IlocTostHHO

Pabouas nporpammMa yuurens-jaoronena

Jlo 3aMeHbI HOBOM

KypHan uHAMBUYyabHBIX 3aHATUN yUUTEIA-JIoronena |3 roaa

C JEThbMU

KypHan yyera mpoBOAMMBIX JOTONEIUYECKUX 3 rona
KOHCYJIbTallul

Pabounii s)xypHan yaurtens-jaoromnena 3 rona
E>xeqneBHUK noronena 3 roga
Cnucky BOCIUTAHHUKOB, 3a4MCIIEHHBIX Ha 5 ner
JIOTONEINYECKUIN ITyHKT

[Tamika camo00pa3oBaHus yUUTENA-JIOTONE1a [TocrostHHO




Koncynbranus st pogureneit ITocTostHHO

JluarHoctudeckue Marepualbl 1Sl peu4eBOro ITocTosiHHO

00cen0BaHysl JOIIKOJIBHUKOB 5-6 J1eT

KoHncynbranum y1s neaaroro [ToctosiHHO
14-ApxuB

[Tonoxxenune 06 apxuse IToctosiHHO

YdeTHbIe TOKyMEHTHI apXHBa ITocTosiHHO

Onucy NoCTOSHHOTO XpaHEHUS [TocTosiHHO

Omnucu e no JIMYHOMY COCTaBy 50/75 ner

Onucwu nen BpeMmeHHoro (cBbiie 10 siet) XxpaHeHus 3 roxa

JIOKyMeHTBI y4yeTa BblJ1auu /1], JOKYMEHTOB BO 3 rona

BPEMEHHOE 10JIb30BAHUE

Komnuu apXuBHBIX CIIPaBOK, BbIJAHHBIE 110 3a1IpOCaM 5 ner

rpaxaH, JOKYMEHTHI K HUM (3asIBJICHUS, 3aIIPOCHI,

CIIPABKH, MEPEIUCKA)

XKypnansl, 6a3bl JaHHBIX y4eTa BbIJAaYl apPXUBHBIX 5 ner

CHPaBOK, KOTIHH, BHIITUCOK U3 TOKyMEHTOB

AKTbI YHUUTOXKEHUS /17T ITocTostHHO

15-IOKYMEHTALUSA 11O OPTAHU3AIIUU IIUTAHUSA

[lonoxenne 06 opraHu3anyuy NUTaHUS BOCIUTAaHHUKOB | IlocTosHHO
JIETCKOro cana

[Tonoxenue o OpakepaxHOM KOMUCCHU [TocTostHHO
AHanu3 BBIOJIHEHUS HOPM IUTAHUS IS 1 rog
BOCIIUTaHHUKOB

HaxonurenbHast BEIOMOCTB 10 PACXOAY NPOLYKTOB 5 ner

NUTaHUuA

TexHoorn4ecKknue Kaprsl

Jlo 3aMeHbI HOBBIMHU




