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1. O0ue mMoJI0KEeHUS.

WHCTpyKIMsA 1O BEASHUIO JEJIOBOM JOKyMEHTanmuu B MyHHUIIUNIATHHOM
OIO/KETHOM  00111€00pa30BaTEIbHOM  yupexJaeHun «boTaHuueckas cpeassis
oOmeoOpa3oBarenbHas IIKoja» Pa3znonpHeHckoro paiioHa PecmyOnuku Kpbim
(manee — MHcTpykums, oOpa3oBaTelbHas OpraHM3alys, IIKoyia) pa3paboTaHa B
COOTBETCTBHUH CO CJIEIYIOIMMU HOPMAaTUBHBIMU JJOKYMEHTaMU:

- @epnepanbHbiM 3akoHOM OT 29.12.2012 Ne 273-®3 «O06 o6pa3oBaHuu B
Poccwuiickoit @enepanumny (C H3MCHCHHUSIMH);

- @enepanbHbIM 3ak0HOM OT 27.07.2006 Ne 152-03 «O nepcoHaIbHBIX TaHHBIXY;
- 3akoHoM PecmyOmmkum  Kpeim ot  06.07.2015 Ne 131-3PK/2015 «O6
oOpazoBanuu B PecniyOnuke Kpbimy;

- TOCT P 7.0.97-2025. Hammonanbubiii cTrangapT Poccuiickoit ®eneparuu.
Cucrema ctangapToB no MHGoOpMaluy, OMOJIMOTEYHOMY U U3JATEIBCKOMY JEIy.
OpraHu3alimoOHHO-PACTIOPATUTEIbHAS JOKYMEHTAITHS. TpeboBanus K
oopmiteHH0 HOKyMeHTOB (mpuka3 denepaqbHOro areHTCTBa 1O TEXHUYECKOMY
perynupoBaHuio U MeTpojoruu ot 26.06.2025 Ne 622-c1);

- npukazom PocapxuBa ot 31.07.2023 Ne 77 «O06 ytBepxknenuu I[lpaBun
OpraHM3ali XpaHEHUs, KOMIUIEKTOBAHUS, YUeTa U MCIOJIb30BAHUS JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit denepanuu u Ipyrux apXuBHBIX JTOKYMEHTOB B
rOCy/IapCTBEHHBIX ~ OpraHax, OpraHax MECTHOTO  CaMOYIpaBJeHUS U
OpraHu3aIusIxXy;

- MMUCbMOM MuHHCTEpCTBa 00pa3oBaHus, Hayku U Monozexu Pecryonuku Kpeim
ot 30.03.2023r. Ne1543/01-14 «O MeTOaUYeCKHX PEKOMEHAANHUAX IO BEIACHHIO
JICIOBOM TOKYMEHTAllMd B TOCYJApPCTBEHHBIX M MYHHUIIMMAIBHBIX JOIIKOJIBHBIX
oOpa3oBarenbHbIX M 001Ie00pa3oBaTeIbHbIX Opranuzanusax Pecnyonuku Kpbim
(manmee — MeToIMYECKHE PEKOMEH/IAINH )»;

- muchbMOM MwuHHCTEepcTBa 00pa3oBaHus, Hayku U Mojioaexu PK ot 28.12.2023
Ne Ne 7349/01-14 «O HOBBIX TpaBUiIax XPaHEHUS APXUBHBIX JOKYMEHTOB U
HOMEHKJIAType JeNl B YUPEXKICHUSX OOpa3oBaHMs» W JAPYTMMH HOPMATHUBHBIMHU
aktamu  Poccuiickorn ~ @enpepanuy,  PENNIaMEHTUPYIOIIUMHU  AEATEIIBHOCTH
0011e00pa30BaTeIbHBIX OPTaHU3AIUH.

WNucTpykuus ycTaHaBiIMBaeT oOmme TpeOoBaHUS K BEIEHHUIO JIEJIOBOM
nokymeHTanuu B MbOVY «borannueckas mkomuay.

[Ipumenenne WHCTpyKUMH JOJDKHO CHOCOOCTBOBAaTh  (POPMHUPOBAHUIO
o(HUIMATBEHO-JIEIIOBOTO CTHIISI JOKYMEHTOB, COKpPAIIEHHUIO 3aTpaT TPyJa U CPEICTB
B TIPOIIECCE CO3/IaHUS TOKYMEHTOB.

Nuctpykuus pacnpocTpaHsieTcs Ha OpraHu3aluio paboThI
C JOKyMEHTaMH HE3aBHUCHUMO OT BHUJA HOCHUTEI, B TOM YHCIE 3JIEKTPOHHBIMU
JOKyMEHTaMH, BKIIIOYas MOJTOTOBKY, 00pa0OTKy, XpaHEHHUE U HCIIOJIb30BAaHUE
JIOKYMEHTOB, OCYIIIECTBIIIEMbIX C MPUMEHEHHEM HH(POPMAIIMOHHBIX TEXHOJIOTHIA.

OcobOeHHoCcTH PabOTHI ¢ JOKYMEHTaMH, COJAEPKAIMMU KOH(DHUICHIIMATBHYIO
uHpopmanuo  (Coy)keOHyH0 ¥ HMHYI TailHy, [EpPCOHaJIbHBbIC JIaHHBIC),
PETYJIIMPYIOTCSI  CIICMAIBHBIMA ~ HOPMATUBHBIMH ~ aKTaMH  (MHCTPYKIIHSIMH,



TIOJIOKCHUSIMH, TIPABUJIAMH), YTBEPIKIACMBIMH PYKOBOJHUTEIEM 00pa30BaTEeIbHOU
OpraHM3aIlHH.

OTBETCTBEHHOCTh 332 OPTaHU3AIMI0 U COCTOSHUE ACIOMPOM3BOJICTBA B
o0pa3oBaTenbHON OpraHu3alid HECET PYKOBOJIUTEh, KOTOPHIM:

- Ha OCHOBaHMM WHCTpyKIMH 1O JAENOMpPOM3BOJICTBY pa3pabaTbiBaeT
HOMEHKJIATYypy Jie71 00pa30BaTeIbHON OpraHu3aluu;

- KOHTPOJHpPYET  coOiojeHre  TpeOOBaHMW  YTBEPXKIACHHOM B
oOpa3zoBarenpHOM  opranm3anud  WHCTPYKIIMM 1O  BEACHHUIO  JICJIOBOM
JIOKyMEHTAITNH,

- IPOBOJMT MPOBEPKY COCTOSIHUSI IETOMPOU3BOICTBA,;

- obecrmeuynBaeT METOIUYECKOE PYKOBOJCTBO, MHCTPYKTaXX U KOHTPOJIb 32
COOJTIOICHHEM yCTaHOBJICHHOTO MOPSKA PaOOTHI C TIOKyMEHTAMHU,;

- VHUIHAHAPYET TIOBBIIICHUE KBaTU(UKAIMU pPAaOOTHUKOB IO BOIPOCAM
JIeTIOTIPON3BOICTBA;

- YIOCTOBEPSIET MOIIMUCHIO U TIEYaThIO JOKYMEHTHI.

HemocpenctBeHHO ~ BeneT — JIEJIONPOM3BOJCTBO B 00pa3oBaTebHOU
OpraHu3aIuKi CeKpeTapb W (MJIM) OTBETCTBEHHBIN 3a BEJICHHE JCIONPOU3BOICTBA
(mamee — cekpeTraphb), KOTOpPBI Ha3HAYACTCS MPHUKA30M  PYKOBOIUTEIIS
00pa3oBaTeIbHON OpPraHU3alIHH.

CekpeTapb B COOTBETCTBUH C BO3JIO’KCHHBIMHU Ha HETO 3a/ladyaMHu:

- OCYUIECTBIISIET PETUCTPALIUIO U YUET IOKyMEHTOB,;

- OpraHu3yeT JOKYMEHT0000poT, GOpMUPOBAHUE ACI, UX XpPAaHEHHE;

- OCYUIECTBIIICT TEKYIIMHA KOHTPOJIb 33 CBOCBPEMEHHBIM PAaCCMOTPEHUEM H
IPOX0XKICHUEM JOKYMEHTOB 00pa30BaTeIbHON OpraHU3alliH;

- oOecrneuynBaeT COONIOACHUE €IMHBIX TPEOOBaHUI MO MOATOTOBKE
JOKYMEHTOB ¥ OpraHuM3anuu paboTl C HUMH B YCJIOBUAX JIIEKTPOHHOTO
JIOKYMEHTO000pOTa;

- 00006mmaet nHpopmalro 00 0ObeMax JOKyMEHTO000pOTa,

- Opranuzyetr (popMHUpPOBAHUE U XPAHEHHE JTOKYMEHTAlMOHHOTO (hOHIA U €ro
UCIIOJIb30BaHUE.

OOpa3oBaTenbHasi OpraHu3alys BIpaBe MPUMEHSATh B CBOCH JESITEIbHOCTH
3JIEKTPOHHBI  JOKYMEHTOOOOPOT, KOTOpBIM  MpeaycMaTpUBaeT  CO3/aHUE,
MOJMHUCAHNE, UCIOJb30BAaHUE M  XPaHCHHE JOKYMEHTOB, CBS3aHHBIX C
JesITeIbHOCThIO  00pa30BaTeNbHOM OpraHu3aly, B JJIEKTPOHHOM Buae 0e3
nyOnupoBaHus Ha OyMakHOM HocuTene. PemieHue o BBEICHHHM 3JIEKTPOHHOTO
JOKYMEHTOOOOpOTa ¥  TOPSJIOK  €ro  OCYIIECTBICHHUS  YTBEPXKIAIOTCS
00pa30BaTeNbHON OpraHU3aIueil MO COTIACOBAHUIO C €€ YUPEAUTEIIEM.,

Bes penmoBast MOKyMEHTallusi XpaHHUTCS B CIENUAIBHO O0OPYIOBAHHBIX
noMeleHusX, mkadax win cerdax c codbmonenueMm TpedoBanuii denepanbHOTo
3akoHa Poccuiickoit ®@enepanuu ot 27.07.2006 No 152-03 «O mepcoHaIbHBIX
JAHHBIX).

PaboTath c ToKyMeHTaMU BHE CITy>KEOHBIX MOMEIIECHUH 3aIperiaeTcs.



2. JIokyMeHTBI 00pa30BaTe/IbHON OPraHu3anuu.

PykoBoauTens o0pa3oBaTeNbHOW OpraHu3alliid WIHM JIMLO, HCHOJHSIOIIEE
ero O00s3aHHOCTH, W3/aeT MpPUKa3bl, HWHCTPYKIMH, TMpaBuia, MOJOXKECHHUS,
o0s3aTeNbHbBIC JUIsl HCTIOJTHEHUSI BCEMH PAaOOTHUKAMU.

Xoa oOCyXIleHHs BOMPOCOB HA 3aCENaHUSX KOJUIETHAbHBIX OPraHOB,
COBETOB, COOpaHUSX, COBCIIAHMSIX ¢ PpEIIEeHUs, TMPUHUMAaeMble Ha HHX,
(bUKCHPYIOTCS B MPOTOKOJIAX.

JIJIsT OCYIIIECTBICHUSI ONEPATUBHBIX CBA3CH C JAPYTMMH OpPraHU3AUSIMHU H
rpaXJaHAMU HCIIONB3YIOTCA Takue (OpMbl, KaK MUChbMA, (DaKChl, TeIerpaMMbl,
Tene(POHOrPAMMBI.

JInst ocymiecTBiGHUsI TpUeMa, YBOJBHEHHUsS, IMEpeMElIeHUs paObOTHUKOB,
IPEIOCTaBICHUSI UM OTIYCKOB O(QOPMIISIOTCA TPYIOBBIE JOTOBOPHI, MPUKA3BI IO
JUYHOMY COCTaBY, 3asIBJICHUS, TPY/IOBbIE KHMKKH, TUYHBIE KAPTOUKHU U JIP.

Y4eOHO-neparornyeckasi AOKyMeHTALMSA.

VYyeOHast JOKyMEHTaluuss — O3TO KOJMYECTBEHHass M KaueCTBEHHas
XapaKTEPUCTUKU COCTOSIHUS y4eOHOW, METOAMYECKON U BOCIIUTATENIbHON pabOThI
00pa3oBaTeILHON OpraHu3aIiy.

[lenarornueckue pabOTHUKHU npu peanMzanuu OCHOBHBIX
0011e00pa3oBaTeIbHBIX MPOrPaMM  OCYIIECTBIISIIOT TOJATOTOBKY — CIIEAYIOIIEH
nokyMmeHTtanuu (npuka3 MunrctepcTBa npocsemenus Poccuiickoit denepanuu ot
21.07.2022 Ne 582 «O06 yTBepkA€HUU TEpPEUHs JAOKYMEHTAIMH, MOATOTOBKA
KOTOPOM OCYLIECTBJISETCS MEJAarorH4ecKUMU pPaOOTHUKAMHU TMPU  peaTu3aliu
OCHOBHBIX 00111€00pa30BaTEIbHBIX MPOrPaMM»):

- pabouas mporpaMMa y4eOHOTo mpeaMeTa, yueOHoro Kypca (B TOM 4HCIIC
BHEYPOYHOH JCATEIBHOCTH), Y4eOHOTO MOTYJIS,

- )KypHaJl y4eTa yCleBaeMOCTH;

- JKypHaJl BHEYPOYHOH IEATEIBHOCTH (Uil MEAarorm4ecKux pPabOTHHKOB,
OCYIICCTBIISIONINX BHEYPOUHYIO ESITEIBHOCTH);

- IUIaH BOCIHUTATENbHOW paboThl (A7 TETaroruuecKux pPabOTHHKOB,
OCYIIECTBIISIONINX (PYHKIIUH KITACCHOTO PYKOBOIUTEIIS);

- XapaKTepUCTHKa Ha oOy4Jarorierocs (1o 3ampocy).

[[IkoabHBIE JOKYMEHTHI JOJKHBI O(OPMIIATHECS CBOEBPEMEHHO, YETKO,
paz0opurBO, 0€3 MOJAYMUCTOK, TOMAPOK, BBI3BIBAIOIINX COMHEHHE B MPABUILHOCTH
BHECCHHBIX JAHHBIX.

3anucu B TOKYMEHTaX JOJKHBI IPOU3BOAUTHCS IAPUKOBOW PYUYKOW YEPHOTO
BETA.

Ommbka, nomylieHHass B TEKCTe WM IUGPOBBIX JaHHBIX JOKYMEHTa,
UCIPABISAETCS  CIEAYIOIMM  00pa3oM: OmMOOYHBIE CJIOBA WM  LUQPBI
3aYEPKUBAIOTCS TaK, YTOOBI MOXHO OBLIO MPOYECTh 3aUEPKHYTOE, a CBEPXY, JIUOO
psaoM, 00 Ha MONSIX MHUIIYTCd YTOYHEHHbIE JaHHble. Bce BHeECEHHbIE
UCHPABIEHUS JOJDKHBI OBITh OrOBOPEHBI M 3aBEPEHbl MOJNHUCIMH JIULI,
oQOpMHUBIIMX JOKYMEHT. 3a JOCTOBEPHOCTb CBEACHUH, COAEpKAIIUXCS B



JOKYMEHTaX, HaajIeKaInee ux opopMICHHE HECYT OTBETCTBEHHOCTD JOKHOCTHBIE
JIMIIA, TOAMKCABIIHNE JOKYMEHT.

B cocraB 1oKyMeHTOB 00pa3oBaTeIbHON OpraHu3allii BXOIST:

- OpraHU3alUOHHBIC IOKYMCHTHI;

-yCTaB OpraHu3aliH;

- JIOTOBOP C YUPEIUTEIIEM,;

- TOJIOXKEHHMSI O MOIpa3AeacHUsX (MIPH HATUYIKH);

- IPaBOYCTaHABIIMBAIOIIHNE JOKYMCHTHI;

- IOJDKHOCTHBIE HHCTPYKIIMU COTPYAHUKOB,;

- KOJIJICKTHBHBIN IOTOBOD;

- ITaTHOE PaCIHCaHUE;

- IpaBHJIa BHYTPEHHETO TPYAOBOTO PacIopsaka u Jp.

PacriopsimuTenbHbIe JOKYMEHTHI:

- IPHKA3HI;
- PaCIIOPsKCHHS,
- MHCTPYKIIUH H JP.

NHOopMaIMOHHO-CIIPABOYHBIC JOKYMEHTHI:

- IPOTOKOJTHI;

- TUTAHBI;

- OTYETHI,

- CIIPABKH U JIp.

Bce kHurm W KypHambl, KOTOpbIe BEAyTCS B 00pa3oBaTEIbHBIX
OpraHu3alusaXx Ha OyMaKHbIX HOCHTENISNX, MOCTPAHHYHO ITPOHYMEPOBBIBAIOTCH,
IPOIIHYPOBBIBAIOTCS M MOAMKUCHIBAIOTCS PyKOBOAUTEIEM. [10AMKMCh PYKOBOAUTEIIS
3aBepsIeTCs MeYaThio 00Pa30BaTEIbHOIN OpraHU3alIH.

3. IlpaBuiaa opopmiieHUsI JOKYMEHTOB

OcHoBHbBIE TPeOOBaAHUA 1O 0POPMIIEHUIO TOKYMEHTOB.

JIOKyMEeHTBl ~ MOTYT  CO3JaBaTbci Ha  OyMaXHOM  HOCHUTENE W
B DJICKTPOHHOU (opMe ¢ COONIOACHHEM YCTAHOBICHHBIX MPaBHII O(DOPMIICHHUS
JIOKyMEHTOB.

[Ipu co3maHuuM AOKYMEHTa Ha JBYX M 0OoJiee CTpaHUIAX BTOPYIO H
MOCIICTYIOITNE CTPAHUIIBI HyMEPYIOT.

Jlommyckaercsi co3qaHue JOKYMEHTOB Ha JIMIEBOM M OOOPOTHOM CTOpOHAX
mucta. [lpu IBYCTOpOHHEM CO3MIaHWM JOKYMEHTOB IITHMPHWHA JIEBOTO IOJS Ha
JIMIIEBOM CTOPOHE JIMCTa M MPABOTO TOJISI HA 0OOPOTHOM CTOPOHE JHCTA JOHKHBI
OBITh PaBHBI.

[IpeanoYTUTENpbHBIMA ~ TapHUTYpAMH W pa3MepaMu  MPUGTOB IS
PEKBU3UTOB JOKyMeHTa sBisitoTcst Ne 12,13,14.

[Ipu cocraBnenun TabIUI JOMYCKAETCS UCIOJIb30BAHUE IPUPTOB MEHBIIUX
pa3MepoB.

AO3aIHbIN OTCTYI TEKCTa JOKyMeHTa - 1,25 cwm.

3aroyioBKM pasziesioB W TMOJAPA3/IETIOB IeYaTaloTcs ¢ ab3alHbIM OTCTYIIOM
WIH IICHTPUPYIOTCS IO MIUPUHE TEKCTA.



MHOTOCTPOYHBIE PEKBU3HUTHI TIEYATAIOTCS Yepe3 OJIUH MEKCTPOUHBIN
WHTEPBaAJ, COCTaBHBIC YAaCTH PEKBHU3UTOB OTACISIOTCSA  JIOMOJHUTEIHHBIM
UHTEPBAJIOM.

Tekct nokymeHnTa neyataercs uyepes 1-1,5 MexXCcTpoyHbIX HHTEpBAA.

HNHuTtepBan Mexay OyKBaMu B CJIOBaX - OOBIYHBIM,

HNHTepBan Mex 1y cI0BaMHU - OAUH TIpooer.

TekcT AOKyMEeHTa BBIPABHMBAETCS IO IIUPUHE JUCTA (10 TPaHUIIAM JIEBOTO
Y MIPABOT0 MOJICH JOKYMEHTA).

HopmaTuBHBIMM aKTaMu OpraHU3aIllid  MOXET OBITh MPEAYCMOTPEHO
BBIJICICHUE PEKBU3HTOB «aJpecaTy, «3aroJIOBOK K TEKCTY» WM «IOJIIHUCH», a
TaK)Ke OTACIBHBIX ()ParMEHTOB TEKCTA MOTYKUPHBIM MIPUPTOM.

Texer moxkymMeHTa MOJDKEH OBITh M3JIOXKEH KpaTKO, TPAaMOTHO, MOHSATHO U
00BEKTHBHO, 0€3 MOBTOPEHUI U YMNOTpeOJeHUs: CiIOB U 00OPOTOB, KOTOPHIE HE
HECYT CMBICIIOBOM Harpy3Kd, W JOJDKEH KacaThCsid TOTO BOIMPOCA, KOTOPBII
c(hopMyIUPOBaH B 3arojiOBKe K TEKCTy. TeKCT MoKyMeHTa o(popMIiIseTCs B BHUJC
CILIOIIIHOTO CBS3HOTO TEKCTa WJIU TAOJMIIBI, UM ITyTEM COYETaHUS 3TUX (PopM.

TeKCTBI CIIOKHBIX M OOJIBIINX MO 00bEMY JOKYMEHTOB (JIOKJIaabl, OTYETHI U
T.JI.) JEIATCS Ha pas[enbl, IOApA3Aeibl, IyHKTbI, HOANYHKTBL. I[IyHKTBI u
MOJMYHKTHI B TEKCTE HYMEPYIOTCS apaOCKUMU U pamMu ¢ TOYKOH.

[Tpumep -

1.

1.1.

2.

2.1.

JIOKyMEHTBI, Kak NpaBuio, oQOpMIIAIOTCS Ha OylaHKax o0pa3oBaTEIbHOU

OpraHU3alliH, WMCIOT yCTAHOBJICHHBIH KOMILUIEKC OOS3aTCIIbHBIX PEKBU3UTOB M
CTaOWMIIBHBIN TTOPSJIOK UX PACIIOIOKCHUS.
braHkn KaxJIoro BuAa M3TOTABIMBAIOTCA HAa OCHOBE YIJIOBOTO  WJIU
MIPOJIOJIBLHOTO Pa3MeEIIeHUs PEKBU3UTOB.
PekBU3UTBI 3arojloBKa pasMEIIAOTCd  LEHTPHpyeMbIM (Hayalo M KOHeEIl
KOKJIOM CTPOKM PEKBU3UTA PABHO YJAJCHBl OT TPAHUIl 30HBI PACTIOIOKECHHUS
PCKBU3UTOB) WM YIJOBBIM (Kak[das CTpOKa PEKBU3MTA HAYMHACTCS OT JICBOM
TPaHUIIBI 30HBI PACTIONIOKEHUS PEKBU3UTORB) CITOCOOOM.

JIJis1 M3roTOBIICHUS OJJAHKOB UCTIOJIB3YIOTCS JIUCTHI Oymaru popmara A4 (210
x 297 mm) u A5 (210 x 148 MumutmMeTpoB).

Kaxnprii nmuct mokymeHTa, oGOpMIICHHBI Kak Ha OiaHke, Tak W 0e3 HEro,
JOJKEH UMETH TI0JIT HE MEHEe, MM:

nesoe - 20;

npaBoe - 10;

BepxHee - 20;

HkHee - 20.

JlokyMeHTbl IUTeNbHBIX (CBbimie 10 J1€T) CPOKOB XpaHEHUS JOJDKHBI HMETh
neBoe mose He meHee 30 M.



Odopmitenne peKBU3UTOB JOKYMEHTOB.

ABTOp 10KYMEHTOB.

HanMeHnoBanne 00pa3oBaTeNbHON OpraHu3aluu YKa3bIBae€TCs B TOYHOM
COOTBETCTBUM C YyCTaBOM oOpa3oBarenbHOW opraHuzanuu. CokpalieHHOe
HaMEHOBAaHNE TOMEIIAETCS MO/ MOJIHBIM HAMMEHOBAaHUEM B CKOOKaX.

HaumeHoBaHME CTPYyKTypHOTO TMOApa3/eieHuss — aBTOpa JOKYMEHTa
UCTIOJb3yeTCsl B OJIaHKaX MuceM U OJaHKaX KOHKPETHBIX BHUJIOB JOKYMEHTOB U
YKa3bIBAETCs MO/ MOJHBIM M COKpPAIEHHBIM HAMMEHOBAaHUSMU 00pa30BaTeIbHON
OpraHu3alNH.

HanMeHOBaHME JOKHOCTH JMIIA — aBTOpa JIOKYMEHTa HCIOJIb3YETCS B
OJaHKaX  JOJDKHOCTHBIX JIMII M pacrojiaraerca 1oJ  HauMEHOBAaHHUEM
00pa3oBaTeabHON OpraHU3aluu.

HanMeHOBaHME [OJDKHOCTM JMIla — aBTOpa JOKYMEHTa YKa3bIBaeTCs B
COOTBETCTBUM C HAMMEHOBAHUEM, MPUBEICHHBIM B PACTIOPSAUTEIBHOM JOKYMEHTE
0 Ha3HAYEHHUH Ha JIOJKHOCTD.

CunpaBoyHble JaHHbIE 00 00pa30BaTeJIbHON OPraHN3alNH.

CnpaBouHbIe JIaHHBIC 00 OpPraHW3alMM yKa3bIBAIOTCS B OJIaHKaxX IMHCEM M
BKJIFOUAIOT. TIOYTOBBIM aJipec oOpraHu3anuu, Homep TenedoHna, pake, amapec
AJIEKTPOHHOM MouThl, ajapec caita B cetu «MutepneT», a Ttakxe OKIIO, OI'PH,
MHH u KIIII opranuzanum.

HanMeHoBaHuUe BH1a JOKYMEHTA.

HaumeHoBanne BuAa JOKYMEHTA, COCTABIEHHOTO OpTaHHM3AIMeH, JOIKHO
OBITH  ONpPEIENICHO  YCTaBOM (TIOJIOKEHUEM) H  JIOJDKHO  COOTBETCTBOBATh
HAUMEHOBAaHUSM BHJIOB JIOKYMEHTOB, mpeaycMmorpeHHbiM OKVY/I: akrt, cmpaBka,
3aMmMcKa, CBOJKA, OT3bIB, MPOTOKOJ, CIHCOK, W3BEHICHWE W .
PacriopsautenbHble JOKYMEHTBl  OpTaHU3allMK  HM3JAIOTCA CO  CIICAYIOITUMHU
Ha3BaHUSMU: MIPUKA3, PACTIOPSHKEHUE.

HaumeHoBanne BuAa W pPa3HOBUAHOCTH JOKYMEHTa HE YKa3bIBaeTCs B
UChMaXx.

HanMeHnoBanue BuJa [OKyMEHTa I[I€YaTACTCS MPOMUCHBIMH OyKBaMu
MOJTYKUPHBIM HIPUPTOM.

JlaTa 1oKyMeHTA.

Jlata JOKYMEHTa COOTBETCTBYeT Jare mojanucanus (yTBEep KICHU)
TOKYMEHTA WX JaTe COOBITHSI, 3a)UKCUPOBAHHOTO B IOKYMEHTE!
apabckumu mudpamu, pasaeneHapiMa Toukoi: 05.06.2026; cioecHO-1M(DPOBEIM
crocooom: 05 mrons 2026 r.

B TekcTax JOKYMEHTOB, COACpIKAIIUX CCHUIKM Ha HOPMATHBHBIC TIPABOBBIC
aKTbl, H JOKYMCHTOB, COJEpXKallMX CBEICHUS (UHAHCOBOTO XapaKTepa,
PUMEHSIETCS CIIOBECHO ITU(POBOM CITOCO0 yKa3aHUs JaT 0€3 MPOCTABIICHUS HYJISA
B 0003HAYEHUH JTHSI MECSIIA, €CIIM OH COoAepKUT oauy 1udpy: 3 anpens 2021 roxa.

Pa3pemaercs NMpPUMEHSATH CIIOBO «TOA» B COKpPAIICHHOM BapHUaHTE «I»:
01 wrons 2026 r.



I'pu¢ orpannyeHus 10CTYNA K JOKYMEHTY.

IIpocraBnsiercss B MpaBOM BEPXHEM YIIy NEPBOr0 JIMCTA JOKYMEHTa
(mpoekTa JTOKyMEHTa, CONPOBOJMUTEIBHOIO MHChbMa K JOKYMEHTY) Ha TpaHMIIC
BEPXHEro MOJIsI NP HAIMYUM B JIOKyMEHTE HHGOpMAIMU, JOCTYIl K KOTOPOH
OrPaHUYEH B COOTBETCTBUM C 3aKOHOAATEIbCTBOM Poccuiickorn Penepanuu. B
COCTaB PEKBHM3UTA BKIIOYAETCS OTpaHUUYMTENIbHAs HaaMuch. «Jlnsg cmyxeOHOTO
noJIb30BaHMuY, «KoHbumeHnmmanpHo», «IlepconanbHble JaHHBICY WIIH JIP.

[Tpumep -

IlepcoHajibHbIE JaHHbIE PA0OTHMKOB
Ik3. Ne 1
MyHununajibHoe 010/:keTHOe 0011e00pa3oBaTenbHoe yupe:xkaenue «koma Ne 1»

ILleHTp KONOJHHUTEIBHOT0 00pa30BaHNSA
ITPUKA3

Bce Bunapl rpudoB orpaHudeHus: AOCTyNa K JOKYMEHTAM 3aKPEIULIIOTCS B
JIOKABHBIX aKTax 00pa30BaTEIbLHON OpPraHU3aIUH.

PeFMCTpaHI/IOHHbIﬁ HOMEP TOKYMCEHTA.

Perucrpanuonssiii HoMmep — 1udppoBoe WM  OYKBEHHO-IIU(PPOBOE
0003HavYeHNE, IPUCBANBAEMOE TIOKYMEHTY IIPU €r0 PETUCTPALIUU.

Perucrpanuss noKyMeHTa MPOBOAUTCS IIOCJIE €ro TMOANUCAHUS WU
YTBEPKICHUS.

JUIsi BHYTPEHHUX TOKYMEHTOB — IIPUKA30B, IPOTOKOJOB — 3TO MOPSIIKOBBIN
HOMEp B MpejeNiaXx KaleHIapHOTo roja/ y4eOHOro roja mo KaKAOMY BHIY WA
Pa3HOBHUJIHOCTH JOKYMEHTOB. B mpHKa3zax perucTpalMOHHBII HOMEP MOMKET
JOTIOJTHATHCA OYKBEHHBIM MHACKCOM, 0003HAYAIOIINM Pa3HOBUIHOCTH.

JU1st HCXOASIIIUX JOKYMEHTOB PErMCTPALlMOHHBIM HOMEP COCTOUT M3:

1) nopsakoBoro HOMepa B IpeleNax ~MacCHBa  OTHPAaBISeMOMN
KOPPECTIOHACHIINH;

2) WHIEKca Jiefla B COOTBETCTBUU C HOMEHKJIATYpOU Jien 00pa3oBaTebHON
OpraHM3alMH.

PeructpanmoHHbIii HOMEp AOKYMEHTa, COCTaBIEHHOIO COBMECTHO IBYMS U
Ooyee OpraHu3alysMH, COCTOUT W3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB
KOKIOM U3 ITUX OPraHM3alui, IPOCTABIIEMBIX Yepe3 KOCYIO 4epTy B IOPSJIKE
yKa3aHHUsl aBTOPOB B IOKYMEHTE.

Ccpl1Ka Ha perucTpPalMOHHbINA HOMEP H ATy J0KYMEHTA.

Ccpuika Ha pEerucTpallMOHHBIN HOMEp M J1aTy JOKYMEHTa BKIIIOYAET B ce0s
pPErHCTPAllMOHHBI HOMEpP M JaTy JOKYMEHTa, Ha KOTOPBIA JOJKEH OBITh JlaH
OTBET.

Ccbulka Ha HOMEP M JaTy JOKyMEHTa MCHOJb3yeTcs NpH OQpOpMIICHUU
IMCEM, SIBJISIFOIIUXCS OTBETaMU Ha MOCTYIHBILEE TTMCHMO (3arpoc, MpockOy u Jp.).
CBezieHMs B PEKBU3UT MEPEHOCATCA € MOCTYNUBIIETO JOKYMEHTA U COOTBETCTBYIOT



PErUCTPAalMOHHOMY HOMEPY M JIaT€ MOCTYIIMBIIETO JOKYMEHTA.

OrpaHnuuuTenbHas OTMETKA I JTaHHOTO PEKBHU3UTA IPOCTABISIETCS B
JeBOM yacTu OJlaHKa MHUCbMa MOJ PEKBU3UTOM «JlaTa» MU «PETUCTPALIMOHHBIN
HOMEP JOKYMEHTa.

Hanuuue naHHOro peKkBU3UTA HCKIIOYAET HEOOXOJIUMOCTh YIOMHUHAHUS
HOMEpa M JaThl NOCTYNMBIIErO JOKYMEHTa B TEKCTE MHCbMA, YTO OCBOOOXKIAET
TEKCT OT CIIPaBOYHON MH(pOpMaLUK.

MecTo cocTaB/IeHUS] MJIM U3JAHUS JOKYMEHTA.

Mecro cocraBieHusi (M3JaHHSA) JOKYMEHTA YKa3bIBAaeTCS B JOKYMEHTaX,
W3rOTaBJIMBAEMbIX Ha OJIaHKAX KOHKPETHBIX BUJIOB JIOKYMEHTOB.

Anpecar.

AJnipecatamMu IOKyMEHTa MOTYT OBITh IOPUIUYECKHE JIUIIA, UX CTPYKTYpPHbIC
no/ipa3/ieJIeHUs U AOHKHOCTHBIE JIMIIA, a TakKe (PU3NUYECKUe JIuLa.

PexBu3nT «agpecary MpOCTABISIETCS B BEPXHEW MPABOM YAaCTH TOKYMEHTA
(Ha OnaHKe C YIJIOBBIM pACIOJIOXKCHUEM pPEKBH3UTOB) WU CIpaBa TOJ
pekBu3uTaMKM OsaHka (IpU MPOJOJBLHOM PACIONIOKCHUU PEKBU3UTOB OJIaHKA).
Ctpoku pekBuU3HTa «agpecaTy BBIPABHUBAKOTCS IO JIEBOMY KParO WU LIEHTPYIOTCS
OTHOCHUTEJIBHO CAMOW JNIMHHOM CTPOKH.

Ecnn noxyMeHT afpecoBaH HPUAUYECKOMY JUIY WIH €r0 CTPYKTYPHOMY
nojpaszieJieHuto  0e3 yKazaHWs JIOJDKHOCTHOTO JIMIA, WX HaWMEHOBAaHMS
MIPUBOJSITCA B UMEHUTEIIBHOM ITAJIEKE.

IIpumepsnl

1. MuHucTepcTBO 00pa30BaAHUAA,
HAYKH M MOJIOIEKHU
Pecny0simku Kpbim

2. MuHuCcTepcTBO 00pa30BaAHUSA,
HAYKH M MOJIOIEKHU
Pecny0simku Kpbim
ylpaBJieHUe 0011ero
oOpa3zoBaHus

[TouToBBIN ampec yKas3pIBa€TCS NPH HANPABJICHUH JOKYMEHTAa Pa30BBIM
KOPPECIOHACHTAM.

Ecnu nokymeHT agpecoBaH PYKOBOJAUTEI0 IOPUIANYECKOTO JHUIA UIH €0
3aMECTUTEI0, HAUMEHOBAHME IOPUJIUYECKOTO JIMIla BXOJUT B  COCTaB
HAaMMEHOBAHUS JIOJHDKHOCTH ajipecara, KOTOpOoe MPUBOJIUTCSA B 1aTEIILHOM MaJexKe.

[Tpumep —

PykoBoauteso @egepajbHOro

apXMBHOI0 areHTCTBA

®amuiusa N.0.

NHuumansl craBATCA Nmocjae (paMHJIMM HE3aBUCHUMO OT TOTO, KOMY
aJpecoBaH JOKYMEHT — JOKHOCTHOMY JIMITY WU (PU3HUUECKOMY.
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[Ipu anpecoBaHuM NUChbMa PYKOBOJUTENIO CTPYKTYPHOIO MOAPA3AEICHUS
YKa3bIBa€TCSI B UMEHUTEIBHOM TMaJie)keé HAaMMEHOBAaHWE OpPraHu3allid, HIXKE - B
JaTeIbHOM TMaJeKe HAWMEHOBAHHE JOJDKHOCTHM PYKOBOJWTENS, BKIIFOYAOIIEE
HaMEHOBAHUE CTPYKTYPHOT'O MOApPa3AeaeHUs, (paMUIINIO, HHUIUAIIBL.

[Tpumep-

MuHuCcTEepCTBO 00pa30BaHuUs,

HayKH U moJiogexku Pecmyosmku Kpbim
HauanbHUKY ynpaBieHusi 001ero o0pa3zoBaHus
®amuiusa NU.0.

Ilepen ¢amunued JOJDKHOCTHOTO JIMIA JAONYCKAETCS  YNOTPEOJATh
COKpallleHUE «T-HY» (TOCIOUHY), €CJIU aipecaT MY>XYHHA, WK «T-Ke» (TOCIoxe),
€CITH aJpecaT KeHIIUHA.

[lpu pacchulke JOKYMEHTa TpyIIe OpPraHW3alliii OJHOTO THIIA WA B
CTPYKTYpHBIC TOJpa3/eiCHHsl OJHOW OpraHu3alud, aapecaT yKa3bIBaeTCs
0000111eHHO.

B omHOM OKyMEHTE HE JOKHO OBITH 00Jiee YeThIpeX aJlpecaToB.

[lpu OonblieM KOJNMYECTBE aJPECaTOB COCTABIISCTCS CIMCOK  (JIHCT,
yKa3areyb) pacChUIKM JOKYMEHTa, Ha KaKIOM JIOKYMEHTE YKa3bIBaeTCsl OJUH
aapecar uim aapecaTt opopmisieTcsi 0000IIEHHO.

B cocraB pekBm3WTa «Anpecar» MOXKET BXOAHWTH IOYTOBBIA ajpec.
DJeMeHTBl  MOYTOBOTO  aJpeca  YKa3blBAIOTCS B IOCIIEIOBATEIBHOCTH,
ycTaHoBJIeHHOU [IpaBunamu okasaHus yciyT IIOYTOBOM CBSI3H.

[Ipumep -
Bcepoccuiickuii
HAYYHO-
HccIe10BaTedbCKUM
UHCTUTYT
JTOKYMEHTOBEICHUS
M apXUBHOTO J1eJia
IIpodcoro3nasn y.i.,
a. 82,
Mocksa, 117393
B ciydae oTnpaBku J0KyMeHTa (PH3MUECKOMY JIUILY YKa3bIBAIOTCS: (paMuIIs,
VHHIIAATBI, TOYTOBBIA ajapec: (yiuia, HOMEp JOMa M KBapTUPHI, HACEICHHBIN
IYHKT, paiioH, 00sacTh (Kpaii, pecry0JInKa), o4YTOBBINA HHIICKC).
ITpumep -
@amuiusa NU.0.
Canosas yJa., 1. 5, kB. 12,
r. JHCK, JHCKOIi 00.1., 301264

[Ipu oTmpaBke MHCHbMa IO SJICKTPOHHOW TOYTE WIH MO (PAKCUMHIBHOM
cBa3u (0e3 JOCBUIKM 1O IOYTE) IMOYTOBBIM aapec He ykaspiBaercs. I[lpu
HCOOXOIMMOCTH  MOXKET OBITh  yKa3aH  O3JEKTpPOHHBIH  aapec  (Homep
tenedonal/akca).
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IIpumep -

Bcepoccuiickuii Hay4YHO-
HCCJIe10BATEIbLCKUI
HHCTUTYT
JOKYMEHTOBEIeHUS U
APXMBHOIO Jejia
mail@vniidad.ru

I'pud yrBepKaeHUus JOKYMEHTa.

I'pud yTBep)AeHUS TPOCTABISAETCS Ha JOKYMEHTE B Ciydae ero
YTBEPXKACHUA  JOJDKHOCTHBIM  JIMLIOM,  PaCHOPAAUTENbHBIM  JTOKYMEHTOM
(mpuKa3zoM, pacopsiKCHHEM, PEIICHUEM).

I'pud yTBepx)aeHUs pa3MellaeTcs B MpaBOM BEPXHEM YTIIy MEPBOro JUCTa
nokyMmeHTa. CTpOKM pEKBU3UTAa BBIPABHUBAIOTCS IO JIEBOMY Kpaw WA
LHEHTPYIOTCSI OTHOCUTEIBHO CaMOM JIJTMHHOM CTPOKH.

[Ipy yTBEep)XKI€HUHM AOKYMEHTa JOJKHOCTHBIM JIUIIOM TpU( YTBEPKICHHS
cocrour u3 cinopa YTBEPXJAI, HauMeHOBaHUS JOKHOCTH  JIWIIA,
YTBEPXKIAIOMICTO JIOKYMEHT, €ro IOANUCH, HWHUIUAIOB, (aMHJIUM W JIaThl
YTBEPKICHUA.

[Tpumep -
YTBEPXKJIAIO
Jupextop MBOY COII Ne 1
IMoagnucy U.0. ®amuiaus
JlaTa

[Ipu yTBepkJAEHUU JOKYMEHTa PACHOPSAUTEIBHBIM JIOKYMEHTOM Tpud
yTBepxkaeHus  cocrour w3 cmoBa  YTBEPXKIEH  (YTBEPXJIEHA,
YTBEPXIEHBI unun YTBEPXKEHO), coriacoBaHHOro ¢ HAMMEHOBaHHEM BH/IA,
YTBEP)KJIAEMOI'0 JIOKYMEHTa, HAaWMMEHOBAHUSA PACHOPSIAUTEIBHOTO JOKYMEHTa B
TBOPUTEILHOM Majexe, ero AaThl, HOMepa.

[Ipumepsl
1. (ITopsimok) YTBEPXKIEH
npukazom MBOY COLI Nel
5 anpeas 2021 r. Ne 82
2. (ITpaBuia) YTBEP/KJIAEHbI

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


mailto:mail@vniidad.ru
mailto:mail@vniidad.ru
mailto:mail@vniidad.ru
mailto:mail@vniidad.ru
mailto:mail@vniidad.ru
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3. (ITonoxenue)
YTBEPXKJIEHO
npukazom MBOY COLI Ne 1
15.06. 2021 r. Ne 83

[Mpu npubATHE (PacCMOTPEHHMM) JOKYMEHTA KOJUICTHAIBLHBIM OpPTraHOM
00pa3oBaTeNnbHON OpraHU3aINK, PEIIEHUs KOTOPOro (PUKCUPYIOTCS B MPOTOKOJIE,
B rpude NMpUHATO (PaCCMOTPEHO) YKa3bIBaCTCsl HAMMECHOBAHUE OpraHa, PeIeHUEM
KOTOPOTO MPHUHAT TIOKYMEHT, AaTa 1 HOMep MPOTOKoa (B CKOOKax).
YTBEPKAAIOILIETO JOKYMEHTA B TBOPUTEIIBHOM MAJIEXKE, €r0 1aThl, HOMEPA.

[Ipumepsnl
3. (ITopsiok) MMPUHAT
nearoru4eCKuM COBeTOM
(mpoTtoxoa ot 15.08.2021 Ne 12)
4. (IlpaBuna) IHNPUHATDBI

Ypapisilolium coOBeTOM
(mpoToxou ot 15.06.2021 Ne 8)

3. (ITonoxenue)
IHPUHATO
o0mumM codOpannem
PadoOTHHUKOB
oOpa3oBaTeibHOM
OpraHu3anuu
(mpoToxon 15.06.2021 r. Ne 83)
3aroJIOBOK K TEKCTY.
3aroyioBOK K TEKCTY BKJIIOYAET B CeOsl KpPaTKOE COJEp)KaHUE TOKYMEHTa, €ro
OCHOBHYIO CMBICIIOBYIO HAarpy3ky. 3arojioBok (opmynupyercs ¢ mpeasiorom «O»
(«O06») 1 OTBEYAET HA BOMPOC «O YeM?»:
« mpuka3 (0 ueM?) 0 CO3IaHNU aTTECTALMOHHON KOMHUCCHH;
« Tmpuka3 (0 ueM?) 00 yTBEPKISHUH MTATHOTO PACITHCAHNS;
« 1mchMO (0 4eM?) 0 MpeOCTaBICHHH HHPOPMAIIHH.
3arojl0BOK COCTAaBJISIET MCHOJIHUTENb JIOKYMEHTA. 3arojioBOK K TEKCTY
obopmIIsIeTCsT TOJ PEKBU3WTaMHM OJlaHKAa CJIeBa, OT TPaHUIIbl JIEBOTO TMOJS.
3aroj0BOK JOKYMEHTA 3alMChIBACTCS MPU €r0 PErucTpalud B COOTBETCTBYIOIIUE
peructpanuoHHbie (GOpMBI: KapTOUKY, 0a3y JaHHBIX.
Texcr 10KyMeHTA.

TexkcT TOKyMEHTa COCTaBIISIETCS HA PYCCKOM SI3BIKE KaK IOCY/IapCTBEHHOM
a3pike  Poccuiickonn ®epepanmu. TeKCT HOKYMEHTa M3Jaraercsi pyCCKUM
JUTEPATYPHBIM SI3BIKOM C y4€TOM OCOOCHHOCTEH O(UIIMATBHO-AETOBOTO CTHUJIS,
BUJIA JTOKyMEHTa u ero Ha3HA4YECHUs B yIpaBIECHYECKOU
nesitenbHOoCcTU. Cojiep’kaHue JOKYMEHTa JOJDKHO OBITh H3JIOKEHO KpaTKo,
JIOTUYHO, TOYHO U ACHO.

TekcTbl TOKYMEHTOB U3J1araroTcs:

- or 1-ro guma eAWHCTBEHHOTO 4YHCIa B JOKyMeHTax (mpukas,
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pacropspkeHHe ¥ T.J.) PYKOBOAMTENsT 00Opa30BaTEIIbHOW  OpTraHU3aIuH,
JICHCTBYIOIIETO Ha TMPUHIMUINAX €IWHOHAYANIHsi, a TaKke JOKyMEHTaXx,
aZpEeCOBAHHBIX PYKOBOJICTBY OpTaHM3AIlMU. TIPUKA3bIBA0... TIOJTOTOBUTH U
MPEICTaBUTh HA PACCMOTPEHHUE; MPOIILY PACCMOTPETH

BOIIPOC 00 YCTAaHOBJIIEHUH JILIOTHBIX TapU(DOB...;

- 3-T0 JUIa €IMHCTBEHHOr0 YUCJIA B JIOKYMEHTAX KOJIJIETHAIbHBIX OPTraHOB:
KOMUCCHUS PEIINIIA...; OPTaHU3allU HE CYUTACT BO3MOYKHBIM...;

- 1-ro nuIla MHOXKECTBEHHOTO YHMCJa B COBMECTHBIX JIOKYMEHTAaX: MPOCUM
MIPEICTaBUTh TAHHBIE O...; IPEJICTABIIIEM Ha PACCMOTPEHUE U YTBEPXKIICHUE. ..,

- 3-TO JUIla MHOKECTBEHHOTO YHCJIa B MPOTOKOJIAX: CIYIIAIH, BHICTYIIIIH,
MOCTaHOBWJIH, PEILIIIH.

B nokymMmeHTax, ycTaHaBIMBAIOIIUX IpaBa M O0S3aHHOCTH OPTaHU3AINH, €€
CTPYKTYPHBIX Mojapa3zeiicHuid (MOJI0KEHUE, MHCTPYKIIUS), a TAKXKe COICPIKAIIUX
OlMCaHue, OIEHKY ()aKTOB WM BBIBOJIBI (aKT, CIpaBKa), UCIOJB3yeTcs (opma
U3JI0’KEHUS TEKCTa OT TPETHETO JINIA €AMHCTBEHHOTO WJIM MHOKECTBEHHOTO YHCIia
(«oTmen ocymiecTBIseT GYyHKIIMNY, «B COCTaB OOBEIUMHEHUSI BXOATY», KKOMHUCCHUSI
YCTaHOBUJIAY).

B Tekcre AOKyMeHTa, MOATOTOBJIEHHOTO Ha OCHOBAaHUU 3aKOHOJATENbHBIX,
WHBIX HOPMATUBHBIX MTPABOBBIX aKTOB, U3AHHBIX OpraHaMU BJIACTH U YIIPaBJICHUS,
JIOKyMEHTOB, paHee W3JaHHBIX OPraHOM BJACTH — AaBTOPOM JIOKYMEHTa,
yKa3bIBa€TCsl HANMEHOBAHKE BUJIA IOKYMEHTA, HANMEHOBAHUE OPraHa, M37aBIIeTo
JIOKYMEHT, J1aTa MPUHATUS WIA YTBEPKICHHS JOKYMEHTA, €T0 PEeTUCTPAIIMOHHBIN
HOMeED, a TaK)Ke 3ar0JIOBOK K TEKCTY WJIM HAWMEHOBAHUE BHJIa JOKyMEHTA.

ITpumepsnl

«B cootBercTBUU ¢ moctaHoBieHneM lIpaButenpctBa oT 13.08.1997 No
1009 «O6 ytBepxkaenun [IpaBui MOATOTOBKM HOPMATHUBHBIX TPABOBBIX AKTOB
denepanbHBIX OpPraHOB HWCIOJHUTENBHONM BJIACTU M HMX TOCYJapCTBEHHOM
peTUcCTpaIumy;

«B cootBerctBun c Ilon0okeHHEM O MOCTOSHHO AEHUCTBYIOIIEH DKCIIEPTHOU
KOMHUCCUHU YUPEXKACHUS, OpraHu3aliy, MPEANpPUATHS, YTBEP>KIECHHBIM MPUKA30M
PocapxuBa ot 19.01.1995 Ne 2...».

Ecnu TekcT conep>KUT HECKOJIBKO MOPYUEHHH, pellleHui, BHIBOJIOB, B TEKCTE
BBIICTIAIOTCS Pa3eIibl, MOAPa3/eibl, TyHKTHI, TOAMYHKTHI.

B TekcT mokymeHTa MOTyT BKJIIOYaThCsA (PparMeHThl, 0(hOPMIICHHBIC B BHJIEC
TAOJIUIIBI WJIH AHKETHI.

CTpaHHLIbI TEKCTa HYMEPYIOTCS apaOCKuMU HU(paMu MmocepeuHe BEPXHETro
TOJISI.

B nmuceMax ucmonb3yroT ciaenytomnpe GopmMbl U3T0KEHUS:

e OT TMEpPBOTO JIMIIa MHOXXECTBEHHOTO 4YHcCia («IIPOCUM HAmNpaBUTHY,
«HAIPaBJISIEM Ha PACCMOTPEHUE);

e TIEPBOTO JIMIA €AMHCTBEHHOTO YHCIlIa («CUUTAI0 HEOOXOIUMBIMY, «IIPOIIY
BBIJICTTUTHY );

e TpeThero Juua eauHcTBeHHoro yucna («OO He Bo3zpaxaeT», «OO cuurtaer
BO3MOYKHBIM ).
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OTMeTKa 0 IPUJIOKEHHH.

OTMeTKa O TPHIOKECHUU COJCPKUT CBEACHHS O JOKyMEHTE (JOKYMEHTax),
IpHUIaraeMoM K OCHOBHOMY JIOKYMEHTY (B CONPOBOJUTEIBHBIX MUChMaX, MPETeH-
3MSX, aKTaxX, CIpaBKax U JPYTUX UHPOPMAIMOHHO-CIIPABOYHBIX JTOKYMEHTAX) WJIH
O TOM, YTO JOKYMEHT SBIISIETCS TPHIOKEHHEM K OCHOBHOMY JIOKYMEHTY
(B TOKYMEHTaX - MPUIOKEHHUAX K PACTIOPAAUTEIBHBIM JJOKYMEHTaM, TOJI0KECHUSM,
NpaBuiIaM, HHCTPYKIIUSAM, TOTOBOPaM, TUIaHaM, OTYETaM U JIp. TOKYMEHTaM).

B compoBomuTensHBIX MHUCbMAaxX W JAPYTUX  HMHPOPMAIMOHHO-CIPABOYHBIX
JIOKyMEHTaX OTMETKAa O MPWIOKEHUU OQPOPMIISETCS TMOJ TEKCTOM OT TPAHHIIBI
JICBOTO TIOJIS CIIEAYIOIIUM 00pa3oM:

- €CITM TIPUJIOKEHUE HA3BAHO B TEKCTE:

[Tpunoxenue: Ha 2 1. B 1 9Kk3.;

- €CIIi TPWIOKCHHE HE HA3BaHO B TEKCTE WJIM €CJIM TMPUIOKEHUN HECKOJBKO,
YKa3bIBAIOT HA3BaHUSA JIOKYMEHTOB-TIPWJIOKCHHUH, KOJIHYECTBO JIMCTOB U
AK3EMIUISAPOB KaXKJIOTO MTPHIIOKCHUS.
[Tpunoxxenue: 1. [Tonoxkenne (Ha3Banue) Ha 5 1. B 1 9K3.
2. CipaBKa 0 KaJpoBOM cocTaBe Ha 2 JI. B 1 9Kk3.;

- €CJIM TIPWJIOKCHHUEM SIBIISIETCSI 000COOICHHBIN AIEKTPOHHBIN HOCUTEh

(komMmakT- AucK, USh-¢en-uakonuresp u ap.):
- Ilpunoxenue:

CD B 1 k3.

- eciM MpWIoKeHue (PHUITI0KEHUs) COPOITIOPOBAHEI:

[Ipunoxenue:

otuet o pabore PUII B 2 7k3.

B pacnopsauTenbHbIX JOKYMeHTaxX (MpHKa3zax, paclopsDKEHHUsX), JI0roBopax,
MOJIOKCHUSAX, TIpaBWiIaX, HWHCTPYKOHMSIX W JPYyTUX JOKYMEHTaX OTMETKa O
PUIIOKEHUHU 0(DOPMIISETCS CISIYIOINUM 00pa3oMm:

- B TEKCT€ JJOKYMEHTa IpU MEPBOM YIIOMUHAHUH JTOKYMEHTA-TIPUIIOKCHUS B
CKOOKax yKa3bIBaeTCs: ... (MPUIIOKEHHUE) WIH ... (priioxkeHue 1); mepes HoMepoM
NPUIIOKEHHUS JOIYCKAETCS CTaBUTh 3HAK HOMeEpa. ... (mputoskeHue Ne 2);

- Ha TEPBOM JIMCTE JOKYMEHTA-TIPWJIOXKECHUS B IMPABOM BEPXHEM YIIIy
yKa3bIBACTCS

IMpunoxenue Ne 2

Kk npukazy MbOY
COMI Ne 1

ot 15.08.2021 Ne 112.

CTpokH peKBU3UTA BBIPABHUBAIOTCS IO JIEBOMY Kpar WM LUEHTPUPYIOTCA
OTHOCHUTEJIbHO CaMOW JUIMHHOM CTPOKH.

Ecain  npunoxxeHueM K  pacHOpAIUTEIIBHOMY  JOKYMEHTY  SIBIAETCS
HOPMAaTUBHBIM IPAaBOBOM aKT WIM HMHOW JOKYMEHT, YTBEPKIAEMBIH JaHHBIM
pacopsAIUTEIbHBIM TOKYMEHTOM, Ha IIEPBOM JIUCTE MPHWIOKEHUS IIPOCTABIISAETCS
OTMETKa 0 TpwiokeHHu (0e3 CChUIKM Ha PacIopsAUTEIbHBIN JTOKYMEHT) U Tpud
YTBEPKACHUSA, B KOTOPOM YKa3bIBatOTCSA JaHHBIC PACIOPAAUTEIIBHOIO JTOKYMEHTA,
KOTOPBIM YTBEPXKACH JOKYMEHT- IPUIIOKEHUE.
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[Ipumep -
IIpunoxenue 1
YTBEPXIAEHO
npuka3 MbOY COII
Ne 1 or 18.05.2021 Ne 67

I'pud corsiacoBanusi JOKyMeHTA.

[IpoeKkThl TOATOTOBIEHHBIX TOKYMEHTOB TEpeia TMOJIMUCAHUEeM B Psje CiIydacB
COTJIaCOBBIBAIOTCS C 3aWHTEPECOBAHHBIMH  YUPEKACHUSIMHU, CTPYKTYPHBIMHU
MO/Ipa3IeTICHUSIMHU, OTACITHLHBIMU JOHKHOCTHBIMU JIMIIAMH.
I'pud cormacoBanus B 3aBUCUMOCTH OT BHAA JTOKYMEHTAa M OCOOCHHOCTEH €ro
0hOpMIICHUSI MOXKET MPOCTABISATHCS:

- Ha TEPBOM JIUCTE JOKyMeHTa (€CIM JOKYMEHT UMECT TUTYJbHBIA JIUCT, -
Ha TUTYJIbHOM JIMCTE) B JICBOM BEPXHEM YIJIy Ha YPOBHE rpuda yTBEpKICHUS WU
110]] HAMMEHOBAaHUEM JIOKYMEHTA OJINKE K HUKHEMY I10JII0);

- Ha MOCIEIHEM JINCTE TOKYMEHTA 0]l TEKCTOM;

- HA JIUCTE COIJIACOBaHHUS, SBISIOMIEMCS HEOTHEMIIEMOM  YacThIO
JIOKyMEHTA.
I'pud cornmacoBanusi nokymenta coctoutr u3 cioBa COINTACOBAHO,
JTOJDKHOCTH JIUIA, ¢ KOTOPBIM COTJIACOBaH JIOKYMEHT (BKIItOUass HAaMMECHOBaHHWE
OpraHM3alllK), €ro COOCTBEHHOPYYHOW MOIMKMCH, pPaciu@POBKH IOJITUCH
(nHUTIMATOB, (haMUJIMK) U 1aThl COTJIACOBAHHSI.
[Ipumep -

COI'JTACOBAHO

Jupektop (Ha3BaHKME OpraHU3AIIH)
(moxmuce) U.O. damuust

Jlara

Ecnmu cornmacoBaHue OCYIIECTBISIETCS KOJUIETHANBHBIM OpPraHOM, B TpHde
COrJJacOBaHUS YKa3bIBAIOT CBEAEHUS 00 OpraHe, COrjacoBaBUIEM JOKYMEHT, JaTe U
HOMEpE MPOTOKOJIAa, B KOTOPOM 3a(pMKCUPOBAHO pEIIEHUE O corjiacoBaHuu. Eciam
COIVIACOBAHME  OCYIIECTBJSETCS MUCHMOM, YKa3blBalOT BHUJ JOKYMEHTA,
OpraHu3alyIo - aBTOpa JIOKYMEHTA, 1aTy U HOMEP MUChMA.

[Ipumepsr

1 COI'JTACOBAHO
YnpapasiommuM coBeTOM
MBOY COLI Nel

(mpoToxoJI OT Ne )
2 COI'JTIACOBAHO
nucsmMom Pocapxusa

oT Ne
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Bu3sa coryiacopanusi J0KyMeHTA.

Busbl coriacoBaHus TOKYMEHTAa — PEKBU3UT JOKYMEHTA, YKa3bIBalOIIUWA Ha
COIJIaCHE€ WJIM HECOIIacCHe JOHKHOCTHOIO JIMIA 00pa30BaTENIbHOM OpraHu3aluu C
COoZIep’KaHHeM MPOEKTa TOKYMEHTa (Iajiee — Bu3a).

[Ipumep
3aMecTHUTeNb JUPEKTOPA M0 BOCIUTATEIbHON padboTe
JInunasg moamnuch N.N. BanoBa
10.10.2023

OdopmienHas TakuM 00pa30M BH3a O3HAYAET COTIacue JOHKHOCTHOTO JIUIa
C COZIEp’)KaHUEM JOKYMEHTA.

[Ipy Hanuuuu 3aMeyaHUM MO JOKYMEHTY BHU3Y O(OPMIISIIOT CIEAYIOIIUM
obpazom:

3ameuaHus MpUIararTCs
3aMecTUTeNb JUPEKTOPA [0 BOCIUTATENIbHON padboTe

JInunasg moamnuch N.N. BanoBa

10.10.2023

JIOKyMEHT BU3UPYETCS UCIIOJHUTEIEM U 3aUHTEPECOBAHHBIMU B JJOKYMEHTE
JOJKHOCTHBIMU JIMIAMU, PYKOBOJUTENIEM 00pa30BaTEIbHOW OpraHu3aliu.

3amedaHusi AOJDKHBI OBITh MPEACTABICHBI HA OTIAEIBHOM JIMCTE, KOTOPBIH
HOJMKCHIBAIOT, TATUPYIOT U MPUJIATAIOT K JJOKYMEHTY.

B nokymeHTax, MOUIMHHUKKA KOTOPBIX XpaHSATCS B OpraHu3alli, BU3bI
IPOCTABIISAIOT HAa IMOCJEIHEM JIUCTE€ JIOKYMEHTa IOJ] MOANKMCHIO, Ha 000poTe
NOCJEIHET0 JUCTAa TMOMJIMHHUKA JIOKYMEHTAa WIM Ha JHUCTE COTJIACOBAHUS
(BU3MpOBaHUS), MPUIATaEMOM K JIOKYMECHTY.

B  wucxomdmumx ~— AOKyMEHTax  BH3bl  MPOCTABIAOTCA  HAa  AK3EMILIIPAx
JOKYMEHTOB, IOMEIIAEMBIX B JIENO.

IMoanuce.
JIOJKHOCTHBIE ~ JIML@  MOANMCHIBAIOT  JIOKYMEHTBI B  Mpelenax  CBOMX
NOJTHOMOYH, OMpEeNelIeHHbIX YCTaBOM 0011e00pa3oBaTeIbHON OpraHu3aliil U
JOJKHOCTHBIMUA UHCTPYKIUSMH.
[lognuce  cocTOMUT  HU3 ~ HAMMEHOBAaHUS  JODKHOCTH — JIMIA,  KOTOpPOE
HIOJINKCHIBACT JTOKYMEHT (IOJHOTO — €CM JOKYMEHT HalleyaTaH He Ha OJiaHke,
COKpAIlCHHOT0 — Ha JOKYMCHTE, Halle4aTaHHOM Ha OJIaHKe), ero
COOCTBEHHOPYYHOH MOAMUCH, HHUIIAJIOB (MHUIIMAT UMCHH), (DaMHITHH.

B pacmudpoBke noxamucu Mexay HHMLIMAIaAMU W (QaMuiIued aenaeTcs
npo6en. Mexay nHuIanamMu npooden orcyTcrByet (nmpaBuwibHo: U.O. Gamuus).
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[Ipumepsl

He Ha 0JIaHKe:

Jupextop MBOY COII Ne 888 JIuunasi moanuch N.0. ®damunusn
Ha 0JaHKe

JAupexrop JInuHnast moanuchy N.0. ®amuaus

[Ipu opopmneHnn TOKyMeHTa Ha QJIAHKE JIOHKHOCTHOTO JIMIIA JIOJKHOCTh
ATOTO JIUIA B MOJINKUCH HE YKA3bIBACTCS.

ITpumep JInuHasi moanmuchL N.0. ®amuinus

B AJOKYMCHTAX, COCTABJICHHBIX KOMHCCHGIZ, B IIOAIIMCH YKAa3bIBACTCA CTATYC
Juna B COCTaBC KOMUCCHH.

IIpumep -

Ipencenarenn Hoanucek N.0. ®amuinus
KOMMCCHH IHoagnuch HN.O0. ®amuiaus
YjieHbl KOMUCCHH INopnuch N.O0. ®amuiaus

IMoanucek N.0. ®amuiausa

B caydae oOTCyTCTBUS pPYKOBOAMTENS IPUKA30M OIpEIETseTCs JULO,
UCTIOJIHAIOIIEE €ro OO0S3aHHOCTH, a TaKXKe YIOJHOMOYEHHOE IMOAMUCHIBATH
JOKYMEHTBI, TIpU OTOM TMOAMNHCH oOdopMIsIeTCs ¢ yKa3aHWeM cTaryca
JOJHKHOCTHOTO JIMIIA B COOTBETCTBHU C TIPUKA30M (PacIopsKEHUEM).

[Tpumep -

N.o. nupexTopa Hoanuck N.0. ®amuinus
WIN:

Hcnoansironuii 0093aHHOCTH TUPEKTOPa Hoanmucey U.0O.
damMuna

[Ipy moxamucaHuu JOKyMEHTa JIMIIOM, HMEIOIIUM IpaBO MOANHUCH B CIlydae
BPEMEHHOTO OTCYTCTBHSI PYKOBOJUTENS, MCIOPABICHUS B HAaUMEHOBaHHE
JOJHKHOCTH M paciuPpoBKY (HaMUIMH yKe MOATOTOBIEHHOTO U COTJIACOBAHHOTO
IPOEKTa JOKYMEHTA BHOCSTCS OT PyKH WJIM C UCTIOJIB30BAHUEM COOTBETCTBYIOIINX
IITaMIIOB.

He  nomyckaercs  cTaBUTb  KOCYHO  4epTy, HAQANUCh  «3a»  Iepen
HaMEHOBAaHUEM JOJKHOCTH JIMIIA B TIOJIUCH, €CITU JOKYMEHT TOJITUCHIBAET HHOE
JOJKHOCTHOE JIULIO.

JJIeKTPOHHASA NMOANUCH.
OrMeTka 00 DJIEKTPOHHOM TMOJIMHUCH MCIOJB3YeTCS TMPU  BU3yaIU3aIluu
AJIEKTPOHHOTO  JIOKYMEHTa, IMOJNHUCAHHOTO  JJEKTPOHHOW  MOJNHUCHIO, C
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cobroieHueM TpeOOBaHMIA:

a) MECTO pPa3MEHICHHS OTMETKH 00 3JICKTPOHHON MOJIMUCH JOJDKHBI
COOTBETCTBOBATh ~ MECTY  pa3MEIIeHUs  COOCTBEHHOPYYHOM  MOAMHCH B
aHAJIOTUYHOM JJOKYMEHTE Ha OyMa)KHOM HOCHUTEIIE;

0) 3JeMEHTBI OTMETKU 00 3JIEKTPOHHON MOAINMUCH TOJDKHBI OBITh BUMMBIMU
Y YATAEMBIMU IIPU OTOOPAKEHUH TOKYMEHTA B HATypalbHOM Pa3Mepe;

B) 2JICMEHTBI OTMETKM 00 OJEKTPOHHON TMOANHCH HE  JIOJDKHBI
NEePEeKPHIBATHCS WM HaKJIaAbIBaThCs APYT Ha JIPyra;

T) DJIEMEHTHI OTMETKH 00 JIEKTPOHHOH MOJIMUCH HE JOJDKHBI MEPEKPHIBATH
DIIEMEHTHI TEKCTa JOKYMEHTA W JPyTUe OTMETKU 00 AIIEKTPOHHOW mojmucu (mpu
HAJTMYHH).

OTMmeTka 00 D>JIEKTPOHHOM MOANMCHM M BKIouYaeT ¢paszy «JlokyMeHT
NOJNKUCAH AJIEKTPOHHON MOINUCHIO», HOMEp cepTUu(UKaTa KIII04a 3JIEKTPOHHON
noanucH, (GpaMuiIvio, MMs, OTYECTBO BiIaJAeNblla cepTU(HKaTa, CPOK JEHUCTBHS
cepTu(uKara KJroua 3J1eKTPOHHON MOAIMHUCH.

[Tpumep
Jdupexrop IIOKyMEHT HOﬂHI/IC AH A.b. UBanos
SJIEKTPOHHOHN MOJANUCHIO
Cepruduxar lalllaaalllllliiii
Baageneu UBanoB Auiekceii bopucoBu4
JeiicrBurenen ¢ 01.01.2017 mo 01.01.2022
ITeuars.

OTTuCK medaTu 3aBepseT MOJUIMHHOCTh MOJMNUCH JIOJDKHOCTHOTO JIMIla Ha
JIOKyMEHTaX, YJOCTOBEPSIOIINX TpaBa Jinll, PUKCUPYIONINX (aKThl, CBSI3aHHBIE C
(MHAHCOBBIMHU CpEJICTBAMH, a TakXKe Ha JOKYMEHTaX, NPEIOCTaBIsEMbIX 3a
npeAenbl  OpraHv3alMi W OPEeIyCMATPUBAIOIIMX 3aBEPEHUE TOJJIMHHOCTHU
noanucu. BHyTpeHHHE HOKyMEHTHI (IpHKa3bl, MPOTOKOIBI M T.[.) TEYaThiO0 HE
3aBEPSAIOTCSL.

[TewaTs mpocTaBiseTCs, HE 3aXBaThIBass COOCTBEHHOPYYHOU IMOITUCH JIMIIA,
MOJAMMUCABIIIETO JOKYMEHT, WIH B MecTe, 000o3HaueHHOM «MID» («Mecto neyatn»).

OTMeTKa 00 HCIIOJIHHUTEJIE.
OtMeTrka 00 HCHOJHUTENIC BKIHOYaeT B ce0s ¢daMmini, UM, OTYECTBO
WCIIOTHUTENS JOKYMEHTa, HOMep ero TenedoHna.

OtMeTka 00 UCHOJHUTEIE MOXET JOMOJHATHCS HAUMEHOBaHUEM
JOJDKHOCTH,  CTPYKTYpPHOTO  MOJpa3/iefieHusT U DJIEKTPOHHBIM  aJIpecoM
WCTIOJIHUTEIS.

OtMmeTka 00 wicnomHUTENe OPOPMIISIETCS Ha JHUIIEBOM CTOPOHE IMOCIEIHETO
JYCTa JOKYMEHTa OT T'paHUIIbl JICBOTO IOJIs WM, NMPU OTCYTCTBHUM MeECTa, - Ha
000pPOTHOM CTOPOHE BHU3Y CJIEBA.

[Ipumep -

3a0esiun UBaH AnapeeBuy,

KouTposabHoe ynpasJjieHue, BeXylIHil CIeNUAJINCT,

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


mailto:Zabelin@gov.ru
mailto:Zabelin@gov.ru
mailto:Zabelin@gov.ru
mailto:Zabelin@gov.ru
mailto:Zabelin@gov.ru
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OtmeTKa 00 UCTIOJIHUTENIE MOKET OPOPMIISATHCS KaK HUXKHUNM KOJIOHTUTYJI U
neyararbcs MpU(TOM MEHBIIETO pa3Mepa.

OTMeTKAa 0 3aBepeHUH KONHUM.

OOpazoBaTenbHas  OpraHu3aldsi MOXET 3aBepsATh KONMUU  TOJBKO  TeX
JOKYMEHTOB, KOTOPbIE CO3JAt0TCs B HEH, a TaKXkKe B CIyyasX, IPeTyCMOTPEHHBIX B
ab3alle BTOpPOM HacTtosimiero myHKkTa. Komus AoKyMeHTa H3rOTaBIMBAETCA U
BBIJIAETCS TOJIBKO C pa3pelleHus pyKOBOJIUTENS OpPTaHU3allUM, €ro 3aMECTHTENeH
WIA PYKOBOAMTENS CTPYKTYPHOTO MOAPA3IEICHHUS.

B chnyyae TOArOTOBKM  JOKYMEHTOB ANl  TPEIOCTABICHUS  CyNEeOHBIM
opraHaMm, INpU PELIEHUU BOMPOCOB IO MNPHUHATHIO JIML Ha padoTy, oOyyeHue,
YIOCTOBEPEHUS] MX TPYAOBBIX M JPYrHMX TpaB BO B3aUMOOTHOIIEHUSIX C
yUpeKJIeHUEM, a Takke Tmpu (GOPMUPOBAHUM JIMYHBIX Jed1 pPaOOTHUKOB
oO1eo0pa3oBareyibHasi OpraHU3als MOXET M3TOTABIMBATh KOIMUU JTOKYMEHTOB,
BBIJITAHHBIX JAPYTUMH YUPSKICHUSIMHU (KOTUU JTOKYMEHTOB 00 00pa30BaHUU H JIp.).

[lpu BBIaYe KOMHUUM JOKYMEHT BOCHPOHM3BOJIUTCS TOJIHOCThIO (OaHK
00pa30BaTeNIbHOM OPraHU3alluU, HOMEP, aTa, COJACPKAHUE U T. II.).

B npaBom BepxHeM yriy komuu numercs cioBo «Komwus». [Ipu Bbigaue
KOIIMH C KOIUU clieyeT nucarh «Komnus ¢ konumy.

Ecnu xomust asis BHYTPEHHErO IOJIb30BAHUSA, TO JUIsl 3aBEPEHUS] HUKE
pexkBu3uTa  «llonmuce) MpoCTaBISIOT  3aBEpUTENbHYIO HaAmuch. «BepHoy;
JOJDKHOCTh  JIUIA, 3aBEPSIOLIETO KOMWIO, JUYHYIO MOJIHUCH, PacHIuPpPOBKY
noanucu (MHAIUAIEL, (aMIITUIO); IaTy 3aBEPECHUSL.

[Ipumep -

Bepno
Cexperapn/CnenuajucT Mo Kajapam

JInyHast noanuch B.B. UBanoBa

10.10.2023

Ecnu xomus BbImaeTcs Uil HPEACTABICHHMS B APYTYHO OpraHu3alfio, TO
OTMETKAa O 3aBCPCHHMHM KONHMM JOMOJHSETCS HAIIUChI0 O MECTe XPaHCHHS
JOKYMEHTa, C KOTOpOro Oblla H3TrOTOBJICHA KOIHS, W 3aBepseTCs IeYaThio
OpraHH3aIlVH.

[Ipumep -

[Tonmuuaauk qokymenTa Haxoautcss B MBOY Ilkona Ne 3 B nene Ne 12-k 3a
2022 ron.
J1J1st TpOCTaBJICHHUSI OTMETKHU O 3aBEPEHUHU KOIMH MOYKET UCIIOJIb30BAThLCS IIITAMII.

OTMeTKa 0 MOCTYIVIEHUH JOKYMEHTA.
OTMeTka O TMOCTYIUICHHMH JOKYMEHTAa CIYXHUT JUIsi TOATBEpXKAeHUs (axra
MOCTYIUICHUSI JIOKYMEHTa B OpraHM3alyi0 W BKJIOYAET JaTy MOCTYIUICHHS U
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BXOJIAILIMNA PErUCTPALIMOHHBIN HOMEp NoKyMeHTa. [Ipn HeoOXoaAuMOCTH OTMETKA O
MOCTYIUIEHUM MOJKET JOMNOJIHATBHCSA YKa3aHUEM BPEMEHM IOCTYIUIEHUS B Yacax U
MHUHYTax U croco0a JOCTaBKU JOKYMEHTA.

OTMeTka O TMOCTYIUICHHH JOKYMEHTa MOXET IPOCTABIATHCS C ITOMOIIBIO
HITaMIIa.

Pe3oaronus.

Pesomonuist  comepkUT yKazaHWe IO MCIOJHEHUIO JOKyMeHTa. Pesomrorus
opopmisieTcss Ha CBOOOJHOM MecTe pabodero moJis JOKYMEHTa, Ha OJlaHKe
PE30IONMYA WM BHOCUTCS HEMOCPEICTBEHHO B CHCTEMY JJICKTPOHHOTO
JOKyMEHTOO0O0pOTA.

Pesosrornus BKITtoYaeT: (GaMUITHIO, HHAIAAIBI UCTIOMHUTENS (MCIIOTHUTEIICH),
MOPYYCHHE 10 JOKYMEHTY, TIPH HEOOXOAMMOCTH - CPOK HCITOJIHCHHS, IMOAIMKCH
JIMIIA, BBIHECIIIETO PE30JTIOINI0, TATy PE30JTIOIINH.

Pe3oronus, KaKk MpaBUII0, MUIIETCS OT PYKH PYKOBOAUTEIIEM Ha IO THHHUKE
JIOKYMEHTa Ha CBOOOJIHOM OT TEKCTa MECTE.

[Tpumep -

®amuiausa N.0.

IIpomy noaroroBuTh npeaioxenns k 10.11.2021.
Hoanuce
Jlara

OTMeTKa 0 KOHTpO.JIE.

OTMeTKka O KOHTpPOJIE CBUJIETEIBCTBYET O TIOCTAHOBKE JOKYMEHTa Ha
KOHTPOJIb, MPOCTABJISIETCS IITAMIIOM WJIM TPOU3BOAUTCSA 3alUCh OT PYKHU
«KoHTpOJIb» Ha BEpXHEM MOJIe TOKYMEHTA.

KoHTponto moasiexxar Bce 3aperucCTpUPOBAHHBIE JIOKYMEHTHI, TpeOyroIue
VICTIOJTHEHUS.

CpokHM HCHIOJHEHHS JIOKYMEHTAa YCTAHABIMBAKOTCA B COOTBETCTBUU CO
cpokamu, 0003HAUYEHHBIMU 3aKOHOJATEIBCTBOM, OpraHU3aluel, HampaBUBIICH
MOpYYECHHE WU TPOChOYy, pacHopsSIUTEIbHBIM JTIOKYMEHTOM WA PE30JIIOINEH
pyKOBOAUTENSE 00pa30BaATENHLHON OpraHU3alIUU.

Cpok mpocraBiisieTcs B popMe JaThl 3aBEPIICHUS UCTIOTHEHUSI.

OTMeTKa 0 HAIPABJIEHUU JOKYMEHTA B J1€J10.

OTMeTKa O HampaBJCHUU JOKYMEHTa B JIEJIO OMpPEACISIET MECTO XpPaHCHHs
JOKYMEHTa MOCJie 3aBeplieHusi paboThl C HUM M BKIIOYAET. cioBa «B nemo»,
WHJEKC JleJla MO0 HOMEHKJIAType Jell, B KOTOpOoe MOMENIaeTcs JIOKYMEHT Ha
XpaHeHue, C YyKa3aHHEeM TojJa, JOJKHOCTH JIKIa, O(QOPMHBIIETO OTMETKY,
MOJTHCH, AaThl.

[Tpumep -

B xeso Ne 01-18 3a 2020 r.

Cexkperapb

HMoanucey Jdara

OTMeTKa O HampaBJICeHUU JOKYMEHTAa B JIEJI0 MOXET JOMOJHATHCS KPaTKUMH
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CBEJICHUSIMH O XapaKTepe UCIOTHEHUS JOKYMCHTA.
HTpux — kox (QR - Kox) TokymeHTa
HItpux-kox (QR - ko) TOKyMEHTa pa3MelIaloT B MPAaBOM BEPXHEM YTy MEPBOTO
JINCTa TOKYMEHTA, a MPU OTCYTCTBHU CBOOOIHOTO MECTa, - B IPABOM BEPXHEM
yIJIy WiIK Ha JAPYyroM CBOOOJHOM MeECTe TOKYMEHTA JJIsi aBTOMATH3allui MOHCKa
JOKyMEHTa B MHPOPMAIIMOHHOHW CUCTEME.
*TexXHONOTHS ITPUXKOIUPOBAHUS MPUMEHSETCS B DJIEKTPOHHOH CHCTEME
JOKyMEHTO00O0pOTa.

4. TpeOoBaHUs K COCTABJIEHHI0 HEKOTOPBIX BU0B IOKYMEHTOB.

Ipuxkas.

[Ipuka3 - mpaBOBOW JIOKAJIBHBIA HOPMATHUBHBIM AKT, KOTOPBIA HW3HACTCS
CAMHOJIUYHO PYKOBOJUTENIEM O0Opa30BaTEIbHON OpraHU3ali M YJIOCTOBEPSET
peLIeHUsI OPraHU3alMOHHO-PACIIOPSAAUTEIIBHOTO XapaKTepa.

IIpukaspl  W3HAOTCA 1O  OCHOBHBIM  BONPOCaM  JIESITEIIBHOCTH,
aJIMHHHCTPATHBHO- XO3SMCTBEHHBIM BOIPOCAM M KaJPOBBIM BOIpocaM (JIMYHOMY
COCTaBy) 00pa3oBaTEILHON OpPTaHU3AIHH.

[Ipuka3 moanmuchIBaeTCs B COOTBETCTBUM C TPEOOBAHUSMH, YKa3aHHBIMHU B
Pexomenpanum.

[Tocne mnonmmucaHus NpUKa3a W3MEHEHHWs W/WIM JONOJHEHUS B HETO
BHOCSTCS IIyTeM M3JaHHS HOBOI'O IpHKa3a O BHECCHUM HW3MEHEHUH W/Hiu
JIONIOJTHEHUH.

[Ipuka3, kak mnpaBuio, odopmisiercss Ha OJaHke 00pa3oBaTEIbHOU
OpraHHu3ally B IEYaTHOM BHUJIE.

[Ipuka3 umMeer cienyromme peKBU3UTHI. HAMMEHOBAaHUE O00pPa30BATEIBHOU
OpraHu3alliK COTJIACHO YCTaBy; HauMeHoBaHue Buaa Aokymenra (ITPMKA3), nara,
HOMEpP, MECTO COCTaBJICHHMS, 3arojOBOK K TEKCTY, TEKCT, HAaWMEHOBAaHUE
JOJDKHOCTH, TIOJIUCH JIOJDKHOCTHOTO Jura (MHWIHMAIGI, (QaMIInsi), BH3BI
COTJIACOBAHMS, O3HAKOMIICHUS.

Jlaroii mpukasza (pacropspKeHHs) sBISICTCS Jara ero moxamnucanus. [lara
opopmisiercs 1IUPPOBBIM CHOCOOOM; HOMEpP COCTOMT U3 3Haka «Ney U
nopsiakoBoro Homepa mpukaza: ot 00.00.0000 Ne 000.

Conepxanue mpHKa3a KpaTKO M3JIaraercss B 3arojIoBKE, KOTOPBIM
HauuHaercss ¢ npemiora «O» M COCTaBIETCS C IMOMOUIIBIO  OTINIArOJIBHOTO
cymectBurenbHoro  («O6  yTBepxkiaeHuH..», «O  CO3JaHUU...») WM
cymecTBUTeNbHOTO («O0 UTorax...»).

B mpukazax TekcT wu3naraercsi OT NEPBOTO JIMIA €IMHCTBEHHOrO 4YHUCIa
(«mpuUKa3bIBaIO» ).

Bo BpeMs o3HaKOMJIEHMS C TPHUKA30M YKa3aHHbBIMA B HEM JIMI[AMH Ha
IIEPBOM DJK3EMIULSIPE NPUKa3a MNPOCTABISIOTCS MOANUCH C YKAa3aHUEM J1aThl
O03HAKOMJICHMUS.

Homepa crpanuiy npocCTaBislOTCS ITOCEPEAMHE BEPXHETO IIOJIS JIMCTA
Ha4yuHas CO BTOPOTO JIMUCTA.

[Ipuka3sl HyMEpyOTCS B NOPSAKE MX W3JIaHUS B Ipeaenax KaJeHIapHOro
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rojia; MpHUKa3bl M0 OCHOBHOM JCSITEILHOCTH M IO KaJIPOBBIM BOMpPOCAM (JIUYHOIO
COCTaBa) UMEIOT OTACIBHYIO TOPSIIKOBYIO HYyMEPAIIHIO.

[Ipu Hymeparuu MPUKa30B JOMYCKACTCS HCIIOIb30BAHUE JOMOJTHUTEIBHBIX
OYKB.

[Tpumep:
K- kagpsi;
JI - IM4YHBIN coCTaB;
O- ocHOBHA1 1eTEJIBLHOCTD,
Y — obyuaroniuecs.

[Ipuka3z BcTymaeT B CWJIIy C MOMEHTAa €ro MOJNHUCAHUS PYKOBOIUTEIEM
00pa3oBaTeIbHON OpPraHU3alliy, €CJIM B TEKCTE HE YKa3aHO JIPYTOro cpoka.
[Mpuka3spl  peructpupyrorcsi B KHure/kypHajge  perucrpaldd  IPHKA30B
( npunoorcenue 2).

[Tpukasel dopmupytorcs B Jlemo oauH pa3 B kBaptaid. KuuralkypHan
IPOHYMEPOBBIBAETCH, MPOLIHYPOBBIBAETCH, CKpeIuIsieTcst MOJMUCHIO
PYKOBOJHUTEINISI M Ie4aThio 00pa3oBaTelibHOM opraHu3anuu (mpuioxenue 1). B
KoHIle KaneHmapHoro roga Jlemo ( me Oomee 250 muctoB) odopmisercs B
cootBetcTBUM ¢ [lonoxkeHrneM 06 apxuBe.

IIpuka3bl 10 OCHOBHOM A€ATEJIbHOCTH.

Texcr mpukaza Mo BONpOcaM OCHOBHOHM JESTEIHHOCTH 00pa30BaTEIbHOU
OpraHM3ali COCTOMT W3 JBYX 4YacTed - KoOHcTatupyromeid (mpeamOyiibl) u
pPacopsAIUTEIBHOM.

B koHcTaTupymomel 4acTu OTpaKaroTCA LEIU U 3aJa4d MPEeAnuChIBaeMbIX
JNEWCTBUM, TIPUYMHBI UW3JaHUSl TMpUKa3a, JAaeTCs CChUIKA Ha JOKYMEHT,
MOCTY>KUBIIMN OCHOBAHUEM JJis MOJTOTOBKM IMpHKa3a. YKazaHHas 4acTh MOXKET
HayuHAThCS co ciioB «Bo ucnomnenue...», «C 1enplo...» 1 ToMy nogoodHoe. Ecnu
JOKYMEHT W3/JaeTCsi Ha OCHOBAHWHU JIPYTOro pPaclopsauTeILHOTO JOKYMEHTa
B KOHCTaTUPYIOIIEH YacTH yKa3blBAE€TCS Ha3BaHUE BHUA ATOTO JIOKYMEHTa, €ro
aBTop (MunucrepctBo, COBET MUHUCTPOB H JIp.), aTa, HOMEP U 3aroJioBok. Touka
B KOHIIE KOHCTAaTUPYIOIICH YacTU HE CTAaBUTCA.

PacnopsinurenbHas yacth nmpukasza HauuHaeTcs: co cioBa [IPUKA3BIBAIO,
KOTOpPOE TIE€YaTaeTCsl C HOBOW CTPOKU OOJBITMMHU OyKBaMU 0€3 OTCTYIUICHUS OT
JIEBOTO TOJISl ¥ KaBBIYEK, MTOCJIE YeTO CTABUTCS JBOETOUHE.

PacnopsnurenbHas 4acTh JEIUTCA HA MYHKTbl U MOJIYHKTBI, KOTOPHIE
HyMepyroTcs apabckumu mudpamu. B KaXxaoM MyHKTE TOJDKHBI OBITh YKa3aHbI
UCTIOJTHUTENIH, KOHKpPETHBIC 3aJaHus (MOPYYCHHs) M CPOKH HMX BBITOJIHCHUS.
Ucnonuutenu MoryT OBITh Ha3BaHbl Takke OOOOLIEHHO: «PYKOBOJIUTEISM
METOIUYECKUX OOBEIUHEHUI», «3aMECTUTENAM AupekTtopay. lIpu 3ToMm, Kak
NpaBUJIO, HE MPUMEHSAETCS HaMUCaHWe HEKOHKPETHBIX TMOPYYEHUM, KOTOpHIE
colepKaT CIIOBA: «YCKOPHUTBY, «YyJIYUIIUTb», «AKTUBU3UPOBATH», «OOPATHUThH
BHHUMAaHHE», «COBEPUICHCTBOBATDY, IIPOJIOJIKUTHY U T.II.

OtnenbHble 3amaHust (HampuMep, 3aJaHus, cojepkame UudpPOBbIC
JIAHHBIE) MOTYT 0(OPMIISITECS B BUIC MPUIIOKEHUS K MPUKA3Y CO CCBUIKON Ha HUX
B COOTBETCTBYIOIIMX IYHKTaX TMpHUKaza W O(QOPMISIOTCS COIJIACHO JaHHBIM
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Pexomennanusm.

CrtpaHuIlbl MPUKa3a U MPUIOKEHUN HYMEPYIOTCS KaK €TUHBIN JOKYMEHT.
Ecnm mpukazoM OTMEHSIETCS TPEAbIAYIIUNA paclopsSIUTeIbHBIA JTOKYMEHT, B
pacnopsiANTENbHON YaCTH YKa3bIBA€TCSl MYHKT, KOTOPBIM JOJKEH HAYMHATHCS CO
cnoB: «IIpu3HaTh yTpaTUBIIUM CHUITY...».

N3mMeHeHHs, BHOCUMbBIE B TMpHKa3, OGOPMIISIIOTCS OTACIBbHBIM IPUKA30M,
KOTOPBIA JOJKEH HMMETh TaKOoi 3aroioBokK. «O BHECEHMH H3MCHEHHMH W/HIU
JOTIOJIHEHUM B MpUKa3 ..» C YKa3aHWEeM JlaTbl, HOMEpa, 3aroJioBKa
pacnopsiIuTEIbHOIO  JIOKYMEHTa, B KOTOPBII  BHOCATCS ~ M3MEHEHUS.
PacnopsinurenbHas 4acTh MpUKa3a HAYUHAETCS C TAKOTO MYHKTA!

1. BHecTu u3MeHeHusl B IPUKA3...

Janee OTHEABHBIMHU TOAMYHKTaMU (OPMYJIHPYIOTCS HU3MEHEHUS B
pacrnopsiIuTeIbHbIN JOKYMEHT.

ITpumep -

1) myHKT 2 W3JI0KUTH B CIEAYIOMICH PEIaKIIH;

2) TYHKT 3 UCKJIFOYHUTH;

3) ab63a1; BTOpo#i MyHKTa 4 AOMOJHUATE CIIOBAMH. ..

Ecnu wu3smeHeHuss B pacnopsauTeIbHBIA JOKYMEHT OG(OPMIISIOTCS Ha
OTJCIBLHOM JICTE (JIMCTaX), B MEPBOM IYHKTE PACHOPSIUTCILHON YacTH MPHUKa3a
YKa3bIBAETCS

1. BHecTu u3MeHeHus B...

[TocnenHuii MyHKT pacMOPSIAMTEILHON 4YacTH B Cllydae HEOOXOIMMOCTH MOKET
comepkaTh pEIICHHE O BO3JIOKEHUU Ha JOJDKHOCTHOE JWIO (QYHKIUNA 110
KOHTPOJIIO 32 UCIIOJIHEHUEM TTpUKa3a.

IIpuka3bl M0 KAAPOBHIM BONPOCAM.

[Tpuka3sbl 10 KaJpOBBIM BOIIPOCaM (JIMYHOMY COCTaBY) O(OPMIISIFOTCS Kak B
yauduippoBanHoi Gpopme (ITocranosnenue I'ockomcrata P® ot 05.01.2004 Ne 1
«O0 yTBepx)AeHIN YHUPUIIMPOBAHHBIX (POPM MEPBUYHON yUETHOM JOKYMEHTAINH
10 YYETY TpY/Jla ¥ €ro OIIaThl»), TaK U B TEKCTOBOM.

Jlanublii BUjJ TPHUKa30B OQOpPMIISIETCS B BUIE WHIWBUIYAIbHOTO WIH
CBOJIHOTO.

B uHmuBHMIyanbHOM TIpUKa3e COACPXKHUTCS HHPoOpManus 00 OgHOM
pabOTHHUKE, B CBOJHOM - O HECKOJBKUX, HE3aBUCUMO OT TOTO, KaKue
yIpaBICHYCCKHUE PEIICHUS 110 HUM MPUHUMAIOTCS (IpreM Ha paboTy, Ha3HAUYCHUE
Ha JIOJDKHOCTB, TIEPEBOJ Ha JAPYTYIO JOHKHOCTH (paboTy), YBOJIBHEHHE U JIp.).

ConeprkaHue HHIUBUYAJIBLHOTO MPUKa3a M0 KaJIPOBBIM BOIIPOcaM (JIMYHOTO
cocTaBa) KpaTKO M3JIaracTcs B 3arojIOBKe, KOTOPBIA HAYMHAETCS ¢ mpemiora «O» u
COCTaBISIETCSI €  TIOMOIIBIO  OTTJAroJibHOTO  cymiecTBUTenbHOro:  «O
Ha3HAYeHUU...», «O TPUHATHH...». B CBOMHBIX TpPHKa3aX MOXKET MPUMEHSITHCS
000011eHHBIN 3ar070BOK: «O KaapoBbIX BOMpocaxy», «O INIHOM COCTaBeY.

B Tekcte mpukaza Mo KaapoBBIM BOMpOcaM (JIMYHOMY COCTaBYy), Kak
IPaBUJIO, KOHCTATUPYIOIIAs YaCTh HE OTMEYAETCH.

PacniopsiaurenbHas 4acTh NMpuKa3a HauMHAETCA, KaK MPaBUJIO, C Ijaroia B
HeonpeneneHHou dopme: «[lpunsate», «Haznauntey», «llepeBectn», «OOBSIBUTHY
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¥ TOMY II0JI00HOE.

Jlanee ykaspiBatoTcsi (paMuims, UMs, OTYECTBO (IIPH HAJTMYWHU) PaOOTHUKA,
Ha KOTOPOT'O pacmpoCTpaHsIeTcs JACUCTBUE MPHKa3a, U TEKCT MpuKas3a. B cBogHOM
npuka3e GaMUINK JHIL B TIPE/ieNiaX MyHKTOB Pa3MEelIatoTcs 1Mo aa(aBuTy.

B mpukase o Ha3HAYCHUH WM YBOJILHCHUU PA0OTHHUKA YKA3bIBACTCS MOTHAS
nara (uucnmo, wmecsi, roa) (aKTHYECKOTO BBIXOAAa paboTHHMKA Ha paboTy
(mpekpalieHus: TPYAOBBIX OTHOIICHHI), pa3Mepbl €ro JODKHOCTHOTO OKIIaja
COTJIACHO IITaTHOMY PACIUCAHHIO.

B cBogHOM mpuWKa3e MO KaApOBBIM BOMPOCAM (JUYHOMY COCTaBy) B
pacTopsIUTEIbHYI0 YacTh BKJIIOYaeTcs HH(OpMAIMs, KOTOopas pa3MemacTcs B
TaKOW MOCJIeIOBATEIHLHOCTH: IIPHEM Ha paboTy, MepeBol, yBOJIbHEHHUE.

B Kax7I0M IyHKTE MpHKa3a MO KaJpPOBBEIM BormpocaM (JIMYHOMY COCTaBY)
yKa3bIBACTCS OCHOBAHHE OTHOCUTEILHO €ro W3AaHus (3asBlIcHHE paOOTHHKA,
TPYJOBOW JioroBOp (COIUalieHue), JIOKJIagHas —3alucKa, IpelCTaBIICHUE,
XOJaTalCTBO, PpEIICHUE AaTTeCTAIIMOHHOW KOMHCCHUH O0IIe00pa30BaTeIIbHOM
OpraHu3aIiu) U T.J.

Pacnopsiikenue.

PacniopsixeHune - pacnopsiiuTENIbHbIN JIOKAIbHBIA HOPMATUBHBIN MPABOBOM
aKT, KOTOPBIM W3JAeTCs PYKOBOIAIMM paObOTHUKOM O0O0pa3oBaTeNbHONW oOpra-
Hu3alMu  (HampuMmep,  3aMECTHTEJICM  PYKOBOIUTENSA,  PYKOBOAMTEIEM
CTPYKTYpPHOTO TOpa3ICiCHHsI) MO0 BOIpocaM WHPOPMAIMOHHO-METOINIECKOTO,
aIMUHUCTPATUBHO-XO35IUCTBEHHOTO U OPraHU3AIMOHHOTO XapakTepa, BXOASIIUM
B €r0 KOMITETEHIIUIO.

PacniopspkeHreM 0QOpMIISIOTCST BOIIPOCHI KPAaTKOCPOUHOTO OJHOPA30BOI0O
XapakTepa.

PacriopsbkeHHST  COCTaBJISIIOTCS  aHAJOTMYHO TpWKa3aM (B MEeYaTHOM
BapuaHTe) MoxkHO 0e3 cioBa «I[IPUKA3BIBAIO».

KoHcTratupyromass d4acTb TEKCTa B PACHOPSIKEHHUSX OTHAENAETCS  OT
pacnopsiautenbHo 4vactu cinoBamu: «IIPE/JJIAT'AIO», «PEKOMEHYIO»,
«OBA3BIBAIO», « CHUTAKO HEOBXOUMbBIM».

Pacniopsbkenust  peructpupyrorcs B KHure/kypHaie — peructparyu
pacriopsbkeruit  (npunoowcenue  2).  KuuralkypHaa — IpOHYMEpPOBBIBAETCH,
NPOIIHYPOBBIBAETCS, CKPEIUISICTCS MOJNHUCHI0O PYKOBOJAUTENS U  IE€YaThIO
oOpa3oBarensHOU opraHusanuu. Pacnopspkenus ¢opmupyrotces B Jlemo onun pas
B KkBaprain. B konme kanenmapaoro roma Jlemo (me Oomee 250 mmcToB)
odopmsieTcss B cooTBeTcTBUU ¢ [Tomoxennem o6 apxuse.

IIporoko.r.

[Ipomecchl mnpuUMEHEHUs yIpaBIEHYECKUX penieHuid o0pa3oBaTeIbHON
Opra’Hu3alye U CaMM pELICHUs IOKYMEHTUPYIOTCS C IOMOIIBIO IIPOTOKOJIOB
KOH(epeHInH, TeAaroruueckux COBeToB, KOMUCCUU U TIp.

B npoTokonax 3acenaHuil KOJUIETMaIbHBIX U COBEIATEIbHBIX OPraHOB TEKCT
U3JIaraeTcsl OT TPETHEro JIMIA €AMHCTBEHHOTO YHCIA («IE€Jarorn4ecKui COBET...
MIOCTAHOBIIAETY», KCOOPAHHUE... PEILIUTION).
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IIpoTokosnm  cocraBisieTcss Ha  OCHOBAHUM  3aIlMCEH, CeIaHHbBIX
HETIOCPEICTBEHHO BO BpPEMSl 3acCelaHui, MPEICTABICHHBIX TEKCTOB M TE3UCOB
JTIOKJIAJIOB U BBICTYIUJICHUH, CIIPABOK, MPOEKTOB PEIICHUH.

[IpOTOKON MOXKET COCTaBIATHCA KAaK B PYKONUCHOW, TaK M B IE€YATHOM
dbopwme.

JlaToil mpoToKoIa SABISIETCS Jara MPOBEACHUs 3acedaHus. Ecim 3acenanue
MPOJIOKANIOCh HECKOJIbKO JHEH, TO 4Yepe3 THUpPE YKa3blBAKOTCA TEPBBIA U
MIOCJICTHUM JI€Hb 3aCEIaHusl.

Homep mporokosia JOMKeH COOTBETCTBOBATH MOPSIAKOBOMY HOMEPY 3ace-
nanvs. Hymepanuss mnpoTOKOJIOB BENETCA B Ipelenax KaJleHAApHOTO Tojaa
OTACIBHO MO KaXJOW TIpynme MNpOTOKOJOB 3aCelaHusi COOTBETCTBYIOIIETO
KOJIJIETUAJIBHOTO OpraHa.

B pexBuszuTe «MeCTO 3acelaHus» YKa3bIBACTCA HA3BAHWE HACEJIECHHOTO
MIYHKTa, B KOTOPOM COCTOSIJIOCH 3aCEIaHue.

3arojoBOK K TEKCTY MPOTOKOJA JIOJDKEH OTOOpakaTh BHJ 3aCEIaHUs
(coBemanue, codpanue, KOHGEPEHIUS U T.I1.) WIA KOJUICTHAIBHOW JESTSILHOCTH
(komuccus, coBeT, coOpaHue, padboyas TpyIa U T.1.) U BKJIFOYATh Ha3BaHUE BHA
JOKYMEHTA.

TekcT mpoTOKOJIa COCTOUT U3 BBOJHOW U OCHOBHOW 4acCTEM.

BBomHas  4acTh  COACPKUT  MOCTOSHHYHO — uH(popmarmio  (cioBa
IMPEJCEAATEJIb, CEKPETAPL, IIPUCYTCTBOBAJIM) wu mnepeMeHHYIO
(bamumusi, wHUIMAIBI TpeaceaaTess, CEKpeTaps W NPUCYTCTBYIONMX). [lpu
HEO0OXOJJMMOCTH YKa3bIBAIOTCA JIOKHOCTH MTPUCYTCTBYIOIINX, & TAKKE WHULIMAIIBI,
dbaMuITuu JOKHOCTH JIWII, TPUTJANICHHBIX Ha coBemanue. [lpum kommdecTse
yuyacTHUKOB Oonee 10 cocraBnsercs CHHUCOK MPHUCYTCTBYIOIIMX, KOTOPBIN
MPUJIAraeTcsi K NpOTOKOIY.

Ecniu mportokonm odopmisiercas B medatHod  ¢opme, TO  CIIOBa
[NPEACENATEJIb, CEKPETAPDB, IIPUCYTCTBOBAJIM neuyatatoT OT HYJIEBOTO
MOJIOKEHUST TalynaTropa, OT 2-TO TOJOXKEHHsS TalyJsaTopa CTaBUTCA THPE,
UHUIMAABl W (pamMwiuu [UIIYyT B UMEHUTENBHOM maaexe. Pamunuu
MPUCYTCTBYIOIIMX PACIONIaraloTcs B an(aBUTHOM MOPSAKE U MeyaTatoTcs yepes 1
MEKCTPOYHBIA HHTEPBA.

BBonHas 4yacTh MPOTOKOJIA 3aKkaH4YMBaeTcsa ToBecTkor jgHsa. CioBa
«IloBecTka mHS» Me4YaTalOT OT HYJEBOTO TMOJOXKEHUS TaOyJsTOpa, MOCIE HUX
CTaBUTCA JABOETOYME. BOMpOChl MOBECTKU JHSI HyMEPYIOTCS apaOCKuMHu Iudpamu.
Kaxxaplii HOBBII BOMPOC MeYaTaroT OT 1-To MOoJ0KeHUs: TadyIsITopa.

[TocnenoBaTenbHOCTH PACIIONIOKEHUS BOIIPOCOB ONPEIEIISIETCA CTEINEHBIO UX
BaXHOCTH. BOIPOCHI MepeuncIsiFoTcss B UMEHUTENIbHOM Tanexke. Jloknan (oTder,
cooOmeHue, uHGopMaIsa), HAMMEHOBAaHUE JIOJDKHOCTH, WHHUITHAIBI U (aMUIIHIO
JOKJaqYMKa TUIIYT B POAUTEILHOM Majexe. He pekomeHayeTcsi BKIOYATh B
noBectky AHs  Bompoc  «PasHoe». Kaxnapli  Bompoc  JOMKEH — OBITh
KOHKpeTHu3upoBaH. DopMupoBaHHE BOIPOCOB B IOBECTKE JHS HAYMHAETCA C
npeora «O (O0)».

OcHOBHast 4acThb MPOTOKOJA COCTOMT W3 Pa3JENiOB, KOTOPBIE JOJIKHBI
COOTBETCTBOBATh ITYHKTaM IIOBECTKM JHA. Pa3nensl HyMmepyroTcss apaOCKUMH
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udpaMu U CTPOSTCS IO TAKOH cXeMe:

CJIVYIIAJIA - BBICTVYIIWJIN - PEHIWJIN (ITOCTAHOBWJIN),

VYkazaHHble cloOBa MedyaraloTcs OoJbIIMMHU OykBaMHM 0€3 oOTcTyma oT
rpaHulIbl JIeBoro noJs. [lociie 3Tux cnoB CTaBUTCS JBOETOUYHE.

ITocne cnoBa CJIVIHIAJIM yka3pIBaeTcsi KpPAaTKWd TEKCT BBICTYILJICHUS
OCHOBHOTO JTOKJaauuka. GaMuivs u MHULHUAIBI KQXKI0T0 JOKJIa4rKa MeYaTatoTcs
C HOBOM CTpOKM. KpaTKuil TEKCT BBICTYIUICHHMS H3J1aracrcsi B TPETbEM JIULIE
€IMHCTBEHHOTO YHCIIA.

TexcTel WM TE3UCH JOKIAMOB W BBICTYIUICHHM, O(OpPMIICHHBIE Kak
OTIIETIbHBIE JOKYMEHTHI, B TEKCT MPOTOKOIa He BKimrodaroTcs. [locne cBeaenuit o
JOKJIAYUKE CTABHTCS THPE M YyKa3biBaeTcs: «TekcT mokiama (BBICTYIUICHHS)
NPUJIAraeTcs K MpOTOKOIY».

[Tocne cnoBa BBICTYIIMIIM QukcupyroTcs BBICTYIUIEHUS TEX JIHII,
KOTOpBIE MPUHSIN y4acTHE B OOCYKJIEHUHU NOKIana. BeicTyruienust opopMIIsatoTes
B MPOTOKOJIE C YKa3aHUEM JOJDKHOCTEH, (paMMInii M1 MHUIIMAJIOB, BBICTYNAIOIIMUX B
UMEHUTEIBHOM MaJIeXKe, a TAKKE C KPATKUM M3JI0KEHUEM COZEp>KaHUs BOIpoca U
orBeToB Ha Hero. ConepkaHWe BBICTYIUIGHUW H3J1araercsi OT TPEThEro Juia
€IMHCTBEHHOTO YHCTIA.

[Tocne cmosa PEHIMIIN (ITOCTAHOBUJIN) ¢duxcupyercss NpHHATOES
pelieHre mo o0CyXJAaeMOMy BOIIPOCY IOBECTKHM JHA. PemieHue TOMKHO OBITH
KOHKPETHBIM W BKJIIOYATh COCTAaBIIAIONIME, KOTOPHIE OTBEYAIOT HA CIIEIYIOIIHNE
BOIIPOCHI: KOMY, YTO ClieJlaTh U B KaKOU CPOK.

Pemenus, conepxainire HECKOJIBKO BOMPOCOB, MOAPA3ACISIIOTCS HA MyHKTHI
¥ TOJMYHKTHI, KOTOpbIe HyMepyioTcs apabckumu 1udpamu. [lommyHKTHI
HYMEpYIOTCS UPPaMH ¢ TOIKOM.

B cinydae, xorma Ha 3acelaHWM NPUHHUMAETCS PEIICHHE OO0 YTBEP KICHHUH
JOKYMEHTa, KOTOpbI 00CyX)Aajicd Ha 3aCelaHHuH, 3TOT JOKYMEHT MPUIIAraercs K
IPOTOKOJIY M B HEM JIEJIAETCS CChUIKA Ha HOMED U JIaTy npotokoia. [Ipu Hanmuum
JIPYrUX JIOKYMEHTOB, KOTOpbI€ pacCMaTpUBaIUCh HA 3aceJaHuu, U (akT
00CyX/IeHHsI KOTOPBIX ObLIT 3a(pUKCUPOBAH B TEKCTE MPOTOKOJIA, OHH HYMEPYIOTCS
apabckumu tuppamu ([Ipunoxenne 1, Ilpunoxkenue 2). B cOOTBETCTBYHOIIHX
MYHKTaX MPOTOKOJIA JEJIa€TCA CChUIKA HA ATH MPUIIOKEHUS.

[IpoTOKON MOANMUCHIBAETCS TMPEACENaTEIbCTBYIONUM Ha 3aceJaHuu KOJ-
JIETUANILHOTO OpraHa U CEKPETapeM.

Brimiucka w3 mpoTOKoJia — TOYHASs KOMHS YacTH TEKCTa MOJIMHHOTO
IPOTOKOJIA, OTHOCAILIErocs K TOMY BOIIPOCY IIOBECTKH JHS, IO KOTOPOMY
TOTOBUTCS BBINMKCKA. BBITIMCKA M3 MPOTOKOJA COACPKUT CICAYIONNE PEKBU3UTHI:
HauMEHOBaHHEe 001e00pa30BaTEeIbHOM OpraHU3alliy, Ha3BaHUE BUAA JTOKyMEHTa
(BBIMMCKAa W3 TMPOTOKONA), Jara 3acelaHus, MECTO COCTABJICHUS, 3arojOBOK K
TEKCTY, TEKCT, TIOJIMMUCH, OTMETKY O 3aBEPCHHUH KOTIHH.

[TpoTokoubl peructpupyrotcs B KHure/xxypHaie perucTpaiuu mpoTOKOJIOB
(npunoowcenue 3). KuuralkypHall TpPOHYMEpPOBBIBACTCS, IIPOIIHYPOBBIBACTCS,
CKpeIUIsieTCs  MOJNUChI0O  PYKOBOJAUTENS M Me4yaTblo  00pa3oBaTeIbHOM
opranuzanuu. [Iporokonsl Gopmupyrorcs B Jleno oguH pa3 B kBapTai. B koHie
kajeHaapHoro roaa Jlemo (ue 6osee 250 nrcToB) ohopMIIsIETCS B COOTBETCTBHH C



27

[Tonoxenuem o0 apxuse.

Ciy:keO0HOE M CHMO.

CayxebHOe THCHMO COCTaBISIETCS C Menblo oOMeHa uHpopManueil u
npeACcTaBisieT co00il:

- OTBETHl O BBIMIOJHEHWN 3aJaHWM, OIPEACICHHBIX B aKTaX OpPraHOB
roCyJapCTBEHHOM BJIACTH, TOPYUYCHHUSAX BBICIIUX JIOJDKHOCTHBIX JIHII,

- OTBETHI Ha BBIITOJTHCHUE TIOPYUYCHHUH BBIIIICCTOSIIIIUX OPTaHU3AIIHH;

- OTBETHI Ha 3aIPOCHI IPYTUX YUPEKICHUIA;

- OTBETHI Ha O0OpAIlleHUs TPaK]IaH;

- OTBETHI Ha 3aIPOCHl HAa UH(POPMAILIUIO;

- WHUIIMATUBHBIC MMHUCHMA;

- CONPOBOJUTENbHBIC MTHCHMA.

CnyxeOHoe mmcbMo odopmisieTcss Ha  OllaHke  00pa3oBaTEebHOU
OpraHU3aIINH.

[IucbMO MMEET CleAayroIe PEKBU3UTHI. /1aTa, PETUCTPAIMOHHBIA HOMEP
(ncxonsmimii), CChUIKA Ha PETHCTPAMOHHBIA HOMep (BXOASIIMNA) | JaTy
JOKYMEHTa, Ha KOTOPBIH JTaeTcs OTBET (P HAJIWYUH), afpecar, 3arojJoBOK, TEKCT,
OTMETKA O HAJIMYUU MPHIOKEHUH (B Cilydae HEOOXOAMMOCTH), MTOAIMUCH, CBEACHHUS
00 ucnonautene (O.1.0., KOHTaKTHBII HOMep TenedoHa).

JlaToii nuchbMa gBIISIETCs JaTa ero MOoJNUCaHus, KOTopasi T0JKHA COBMAIaTh
C IaTOM perucTpanuu UCXOoIIe KOpPEeCOHACHIINH.

OCHOBHBIM PEKBU3UTOM CITy>KEOHOTO MHUChMa SIBISIETCS TEKCT, KOTOPBIH, KaK
IIPaBWJIO, COCTOUT M3 JBYX 4acTed. B mepBoi 4YacTu yka3blBaeTCs NPUYMHA,
OCHOBaHHME WM OOOCHOBAaHME TMOATOTOBKM IHCHhbMa, MPUBOJATCA CCHUIKM Ha
JIOKYMEHTBI, KOTOpble ObUIM OCHOBAaHWEM IS €ro COCTaBjeHHUs. Bropas uacTh
BKJIFOYAET BBIBOJBI, MPEHJIOKEHHs, TPOCHOBI, pemieHus W T. I., KOTOpHIC
pasmeniarorcs ¢ adb3ara.

Kak nmpaBuiio, B mucbMe 3aTparuBaeTcs OANH BOIPOC.

TexkcT muceMa M3maraeTcss OT TMEPBOTO JIMIAa MHOXECTBEHHOTO YHCHA C
UCTIOJIb30BAaHUEM CIIOB: KIIPOCHUM COOOIIHUTE...», «PA3bICHIEM, UTO...».

CnyxxeOHOE THUCHMO TIOJANHUCHIBACTCS PYKOBOAHUTENEM 00pa30BaTEeNbHOM
OpraHU3aIlNH.

Cupaska.

CrpaBka - JOKYMEHT, MOJATBEPKIAIOIIHNI Kakue-1u00 GakThl MU COOBITHUS.

CnpaBku ObIBAaIOT JBYX BUJIOB:

CnpaBka njisi ONMUCAHHUS WM TOATBEPKACHHUS (DAKTOB, WU COOBITHI B
NEeATEIbHOCTH OpraHu3aluu.

CropaBk# COCTaBIIIOTCA IO YKa3aHUIO BBINIECTOSIIIEH OpraHuW3aluyd WU
PYKOBOAMTENSE 00pa30BaTEIbHON OpraHu3aiuu sl UHPOPMallUd O BHITIOJHEHUU
IJIAHOB, 3a/IaHUI, TOPYYEHUN U MPEJCTABIISIIOTCS B YCTAHOBJIEHHBIE CPOKHU.

Texcm makou cnpagku cocmoum u3 08yx dacmell.

B mepBoit wactu wusmaratorcs (akThl, TOCITY)XHBIIHE TOBOJOM K €€
HAlUCAHUIO, BO BTOPOM - TMPUBOMAATCS KOHKPETHBIE JaHHbIe. BbiBoAb U
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NPEJIOKEHMSI B CITPABKE HE JAl0TCS (32 UCKITIOYCHUEM aHATUTUYCCKOH).

CrnpaBka J0/kHA OOBEKTUBHO OTpa)XaTh COCTOSIHME JEJ, €€ COCTaBJICHUE
TpeOyeT TIIATENbHOTO cOOpa W NPOBEPKH CBEJACHUM, MOTYT TPUBOJUTHCS
TaOJIUILIBI.

CrpaBky, COCTaBJIEHHbIE IJII PYKOBOAMTENS OpPraHMU3AlMM, MOANKCHIBAET
COCTaBUTEb.

CrpaBky, KOTOpBIE  COCTaBISIOTCS IO  YKa3aHUIK  BBIIIECTOSIIEH
OpraHM3alliy, MOAMNKCHIBAET PYKOBOJUTENb 0011€00pa30BaTeIbHON OpraHU3aluu.

JlaToi1 cripaBKU SIBJISIETCS JaTa €€ MOAMUCAHUS.

CrpaBky, yJIOCTOBEpSIIOIINE IOpUANYEcKre (aKThl: MOATBEPKACHUE MECTa
paboThl, 3aHUMAEMON JOIHKHOCTH, pa3Mep 3apabOTHOI MIIaThl U T.1I.

JUIst HUX TPUMEHSIOTCSl YHU(DUIIMPOBaHHbIE TpadapeTHbIe OJIaHKH.

Takoro popa cHpaBKM BBIJAIOTCA IO 3alpocaM 3auHTEPECOBAHHBIX JIWIL
(COTPYIHHMKOB) WJIM YUYPEKICHUN M PETUCTPUPYIOTCS B JKypHAJIC BbIIABACMbBIX
CIIPaBOK.

JlokagHas 3anmuckKa.

JloknagHas 3amucKa - JIOKYMEHT, aJpECOBAaHHBIM PYKOBOAMUTEND U
UH(OPMUPYIOLIUNA €ro O CI0KUBIICHCS CUTyallud, UMEBLIEM MECTO SIBJICHUM WJIU
(dakTe BBITOJIHEHHOW PabOThl, a TakXKe COJEep Kalllhii BBHIBOJABI U MPEAJIOKECHUS
COCTABUTEJIA.

JlokiaiHas 3anMcKa MOXKET BBIMOIHATHCS PYKOIMCHBIM CITIOCOOOM.

TexkcT [NOKIAIHOW 3amMCKU  JENUTCS Ha JBE 4YacTU: MHepBas -
KOHCTaTUPYIOIIasi, TJe HW3JIaraloTCsi HMMEBIINE MECTO (aKThl WM OMHCHIBACTCS
CUTYyalus, 1 BTOpasi, B KOTOPOl U3jiaraercs npeajoxkeHue, npocnoa.

TexcTy nokmagHOW 3amMCKU 00S3aTEIbHO MPEALIECTBYET 3arojioBOK,
HaynHarommics ¢ npeaiora «O», «Oo».

JloxmamHas 3anucka ohopMIIIeTCsl Ha TUCTE OyMar.

AKT.

AKT -  JIOKyMEHT, COCTaBJICHHbIH  HECKOJIbKUMHU  JHUIAMH U
HOJTBEPKIAIOUININ yCTaHOBICHHbBIE (DAKTBHI M AEUCTBUSI. AKTbI O(QOPMIISIFOTCS IO
pe3ysibTaTaM peBU3Mil, NP MpueMe-nepeaaye Aei, CIUCaHuU UMYIIECTBA U TOMY
no00HoOE.

AKT odopMmisieTcsl Ha CTaHOApTHOM Jucte Oymaru ¢opmata A4 u nmMeer
CIICAYIOUINE pPEKBH3WTHI. Ha3BaHUE JOKyMeHTa, rpud yTBepxkaeHus (mpu
HEOOXOJIMMOCTH), JaTa W MECTO COCTaBJICHHS, 3arojOBOK K TEKCTY, TEKCT,
nonucH Juil (He MeHee TpeX), KOTOPbIe COCTaBIISIIH aKT.

TeKCT akTa COCTOUT U3 BBOAHOM U KOHCTATUPYIOLIEH YaCTEH.

B BBOAHOW YacTH yKas3bIBAIOTCS OCHOBAHUS ISl COCTABIICHUS aKTa U
Ha3bIBAIOTCS JIMIIA, KOTOPbIE COCTaBWJIM aKT WJIM IPUCYTCTBOBAJIM IpHU 3TOM. B
KOHCTATUPYIOIIEH YacTW U3Jaraercs CyTh, 3aJaudd, XapakTep IpOJeIaHHOM
paboThl, ycCTaHOBJIEHHBIE (HAKThI, MpeaoKeHUs: U BbIBOJbI. KoHcTatupyromas
4acTh MOXET OpOpPMIIATHCS B BUJE TaOIUIlbl. B KOHIIE TEKCTa akTa 3auChIBAlOTCS
JaHHbIE O KOJIMYECTBE K3EMIUISIPOB aKTa U UX MECTO HaXOXKICHUS.
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AKT TOJNUCHIBACTCS BCEMHU JIMIIAMHM, MPUHUMABIIUMU Y4YacTHE€ B €ro
COCTAaBJICHUH.

Jluto, uMerolee 3amMeyaHus K COJEPKAHUIO aKTa, MOAMHUCHIBAET €ro u
u3JIaraeT CBO€ MHEHHE Ha OTICIBHOM JIMCTE, KOTOPBIN MPUJIAraeTcs K aKTy.

Teserpammbl, TeseOHOrPaAMMBbI, (PAKCUMIISIPHAS CBS3b.

DTO TOKYMEHT MO OTEepPaTUBHBIM BOIIPOCaM, TIEpeIaBaeMblil 10 TenedoHy U
3aIIACBHIBAEMBIN OJIyYaTEIIEM.

O0s3aTeTbHBIMU PEKBU3UTAMH TaKUX JTOKYMEHTOB SIBIISTFOTCS:

- HAMMEHOBAHME YUPEKIACHUN aIpECaHTa U aIpecara;

- PEKBUBHUT «OT KOr0» M «KOMY» C yKa3aHUEM JOJKHOCTH, (paMUIIUU, U
OTYECTBA JOJKHOCTHBIX JIHII;

- HOMEp, JaTa U BpeMsl Iepeladn U NpueMa T0KyMEHTa,

- JOJDKHOCTH Y (paMuiIuu niepeaBIIero U MPUHSBIIETO JOKYMEHT;

- HoMepa TenedOHOB,;

- TEKCT U MOJIIHUCH.

[TocTynuBuiKe AOKYMEHTHl JOJDKHBI HMETh TE€ € PEKBU3UTHl, UYTO U
OTHPABJISIEMBIE, 32 UCKIIOUCHHEM TOAMHUCH.

JIOKYMEHTBI COCTaBJISIFOTCS B OJHOM JK3EMIUISIPE M MOAMUCHIBAKOTCS
PYKOBOAUTEIIEM WM OTBETCTBEHHBIMU HCIIOJTHUTEIIBHBIM.

JIEKTPOHHBbIE JOKYMEHTBI.

[lopsnok  cocraBneHusi, O(GOPMIIEHUS U  COIJIACOBAHMS  IPOEKTOB
AJIEKTPOHHBIX ~ JIOKYMEHTOB  OCYLIECTBIIIETCA IO  OOIIMM  IpaBHJIaM
JeJIONPON3BOCTBA, YCTAHOBJICHHBIM B OTHOLICHUM aHAJIOTMYHBIX JOKYMEHTOB Ha
OyMa)XHOM HOcCHUTeNe. OJEKTPOHHBIM JTOKYMEHT JOKEH HMETh PEKBU3HTHI,
YCTaHOBJICHHbIE JUISl AHAJOTHYHOIO JOKyMEHTa Ha OyMaXHOM HOCHUTENe, 3a
UCKJIIOYEHHEM OTTHCKA MeYaTH.

B mepeuenp 00s3aTeNbHBIX CBENEHUH O JOKYMEHTaX, HCIOJIb3yEMbIX B
[EJIAX y4ueTa U MOUCKa JOKYMEHTOB B CHCTEMaXx 3JIEKTPOHHOTO JOKYMEHTO000pOTa
00pa3oBaTeNbHONW OpraHU3allMi B COOTBETCTBUU C MPaBUJIAMHU JAEJIONPOU3BOICTBA
B 00pa30BaTENbHON OpraHU3aluM, BXOIST:

e QJIPECAHT,;

e ajpecar;

e JIOJDKHOCTB, (DaMUJIHSI U MHUITUAIIBI JINITIA, TIOAMICABIIErO JOKYMEHT,;
e BHJ JOKYMEHTAa,

e JlaTa JIOKyMEHTA;

e HOMEp JIOKYMEHTA,;

e JlaTa MOCTYIUICHUS TOKYMEHTA;

o BXOJAIIUN HOMEp JOKYMEHTA,;

¢ CCBUIKA HAa UCXOJSIINIA HOMEP U J1aTy TOKYMEHTa;
e HANMEHOBAHUE TOKYMEHTA;

o HHJIEKC JIENa;

e CBEJEHUS O Iepeapecaly JOKyMEHTa,;

¢ KOJMYECTBO JINCTOB OCHOBHOI'O JIOKYMEHTA,
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e KOJIMYECTBO MPUJIOKECHUH;

e 00I1I€€ KOJIMYECTBO JINCTOB MPUIIOKEHUH;
e YKa3aHU{ MO MCIOJIHEHUIO IOKYMEHTA,

e 10JKHOCTE, ©. . O. ucnoiuurend,

e OTMETKAa O KOHPUJACHIIMAIbHOCTH.

B cocTtaB AOMONMHUTENBHBIX CBEICHUM 00 SJEKTPOHHOM JOKYMEHTE MOTYT
ObITh BKJIFOUEHBI CBEJICHHS. HAaMMCHOBaHHME aBTOpa JOKyMeHTa (€ciau aBTOp He
COBIAJIaeT C aJAPECaHTOM (OTIPABUTEIEM) DJICKTPOHHOIO JOKYMEHTA), OTMETKA O
IIEPEHOCE CpPOKA MCIIOJHEHUS JIOKYMEHTa, CpPOK XpAaHEHUs JOKYMEHTa,
HAVMEHOBAHUS MPUIOKEHUN K BJIEKTPOHHOMY JIOKYMEHTY, KIIOUEBBIE CJIOBA,
craryc JokyMmeHTa (TMPOeKT, BepcHsi), BUA Mepeaadd JOKyMEHTa (IJIeKTPOHHOU
TIOYTOM, TOYTOH, (haKCOM H T. J1.) U JIp.

Cpokn XpaHEHU OJJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKaM
XpaHEHUs JIOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATEIbHBIMU W  UHBIMU
HOPMAaTHUBHBIMU TIpaBOBbIMU akTamu Poccumckon ®Penepauuu, TUIOBBIMU
NEPEUHSIMHU JIJIs1 aHAJTOTUYHBIX JOKYMEHTOB Ha OyMa)>KHOM HOCHUTEJIE.

5. Opranuzaunmsi J10KyMEHT0000POTAa M UCIOJTHEHUSI JOKYMEHTOB.

IIpuem u 00padoTKa MOCTYNAKIINX TOKYMEHTOB.

JIBW)KCHHE JOKYMEHTOB C MOMEHTAa WX CO3JIaHWs WJIA TIOJYydYeHHUS JI0
3aBEPIICHHS HCITOJIHCHUS WIH OTIIPABKH 00pa3yeT TOKyMEHTOO0OPOT.

B nmoxymMeHTOOOOpOTE 00pa30BATENBHONM OpPraHU3aLMHM  BBIIEISIOTCA
CJICTYFOIIHE JOKYMEHTOIIOTOKH:

a) BXOJIAIIAs KOPPECTIOHACHIMS (FopuaruecKue U GU3HUISCKUE JINIIA);

0) ucxopsias KoppectnonaeHIus (FopuaInIecKue u GU3NICeCKHE JTUIa);

) BHyTPEHHSSA JOKYMEHTAIHS.

JloctaBka © OTHpaBKa JOKYMEHTOB OCYIIECTBJSETCS, Kak IPaBuio,
CpeICTBaMH TIOYTOBOMW U 3JICKTPOHHOM CBSI3H.

JIOKyMEHTBI, TOCTYMAIOIIMEe B 00pa30BaTEIbHYIO OPTaHU3aAIUI0, MPOXOIST
NEPBUYHYIO 00pabOTKYy, pETUCTpalMio, MPEeJABAPUTEIBLHOE PAcCCMOTPCHHE,
nepesady pyKoOBOJICTBY Ha PacCMOTpPEHHUE, TEPEAAr0TCs MCIIOIHHUTEISAM U TI0CTe
UCTIOJTHCHHSI IIOMEIIAIOTCS B JIeIa.

[Tprem u epBudHas 00pabOTKa JOKYMEHTOB OCYIIECTBIISICTCS CEKPETApEM.

Cekperapb  TPOBOAWT:  NPOBEPKY  TPABHIBLHOCTH  aJPECOBAHHS
MOCTYMAIOIINX JOKYMEHTOB, TIPaBHJIBLHOCTH JIOCTABKM U  KOMIUICKTHOCTH
JOKYMEHTOB, COPTHPOBKY JOKYMEHTOB Ha IOJJICKAINIME W HE IOIJICKAIINe
PETUCTpPALIHH.

[TomydeHHbIE KOHBEPTHI C KOPPECIOHACHIIMEH BCKPBIBAIOTCS, MPH 3TOM
IOPOBEPSICTCS HAJIMYME BIIOKCHHMHA, a TakkKe YKa3aHHBIX B JIOKYMEHTax
npuaoKeHui. B ciaydyae MOBpeKICHUS YIAKOBKH W BIIOKCHUH JIMOO OTCYTCTBHS
NPUIOKECHUH COCTaBISCTCS aKT B JIBYX Jk3eMiuiapax. OJUH 3K3EMIUIAp aKra
HANpaBJISIeTC KOPPECHOHJCHTY, BTOPOW TMPHUOOIIACTCS K MOCTYIHBIIEMY
JOKYMEHTY.
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OmmboyHO  mpuciIaHHash  KOPPECHOHJEHUMs  IepechbulaeTcs 10
NPUHAAJICKHOCTH, €CIM M3BECTEH ajpec mnoiyyartens. B mnpoTuBHOM ciydae
KOPPECTIOHACHIUS BO3BPAILAETCS OTHPABUTEIIO.

KonBepTbl 0T mocTynarouieil KOpPPECIOHACHLIMU  COXPAHSIOTCS U
OpUaraloTcs K JOKYMEHTaM JIMILb B TOM Clydae, KOrJa TOJBKO [0 HUM MOKHO
YCTaHOBUTH aJIpeCc OTIpPaBUTEN WM, KOTJa JaTa MOYTOBOTO LITEMIIENS MMEET
3HAYEHHE B KAUECTBE JI0KA3aTEIbCTBA BPEMEHU MOJIYUEHUS JOKYMEHTA.

CrienManucToM HE BCKPBIBAIOTCS KOHBEPTHI IMUCEM C HAANMCBIO <«JIAYHOM.
OHu nepenaroTcs Mo Ha3HAYEHUIO

Wudpopmanus ©  JOKYMEHTHI O  JACSITEIBHOCTH  00pa30BaTEIbHOMN
OpraHM3aliii, HE YyKa3aHHble B 4acTu 2 craThu 29 @enepalibHOTO 3aKOHA
or 29 nexabps 2012 roma Ne 273-®3 «OO6 obOpasoBanuu B Poccuiickoit
®denepanuny», NPEACTABISAIOTCS PYKOBOAMUTEIEM 00pa30BaTEeIbHOM OpraHU3aALMH
10 O0pAlICHUIO TPaXJIAHUHA JIMOO0 JOJKHOCTHOTO JIMIIA TOCYIAPCTBEHHOTO OpraHa
WIK OpraHa MECTHOI'O CaMOYIIPABJIEHUS B CIy4YasX U MOPSIKE, MPEAYCMOTPEHHBIX
3aKOHOJATENBCTBOM Poccurickon denepanuu.

[IpencraBienne HHPOpMALMM MHBIM OpPraHM3alUsAM O JIEATEIbHOCTH
o0pa30BaTeNbHOM OpraHU3aluy OCYIIECTBISIETCS YYpPEAUTEIEM OpraHu3aluu, B
OTHOILIEHWU KOTOPOW Takas MH(OpMalKs 3arpaiiuBacTcs.

IIpenBapurenbHOe paccMOTPEHHE JOKYMEHTOB.

Cekperapp u (WIM) JIMIIO, OTBETCTBEHHOE 32 BEJCHUE JICIONMPOU3BOJICTBA,
IPOBOJUT MPEIBAPUTENBHOE PACCMOTPEHUE JOKYMEHTOB B LENSX BBIACICHUS W3
BCEr0 MAacCHBa MOCTYNMBIIEH KOPPECIOHAEHUMU JTOKYMEHTOB, TpPEOYIOINX
00513aTE€ILHOTO PaCCMOTPEHMSI PYKOBOAUTENIEM 00pa30BaTEIbHOM OpraHu3aluu.

OcHoBaHueM JUisl MNPUHATHS pEUIeHUS B XOJ€ MPEeABapUTEIBLHOTO
pPacCMOTpPEHHUs SIBIISIETCS COAEpXKaHUE NOKYMEHTA, a HE aJpeCOBAaHUE JTOKyMEHTa
COOTBETCTBYIOIIEMY PAaOOTHUKY.

Pe3ynbpraTroM npenBapUTENBbHOTO PAacCMOTPEHUS SIBISETCS HAIpaBIICHUE
JOKYMEHTa PYKOBOJMUTENO O0pa30BATEIbHOW OPraHM3alMUd WIN JTOJKHOCTHOMY
JUIYy B COOTBETCTBUM C YCTAHOBJIEHHBIM PacCHpeesICHUEM O00SI3aHHOCTEH MEXIY
PYKOBOJMTENEM M JOJDKHOCTHBIMHM JIMIIAMHU JUISL BBIHECEHMS YKa3aHUS IIO0
VCIIOJIHEHHIO JIOKYMEHTA.

Perncrpanusi 10KyMeHTOB.

[lepenaya MOKyMEHTOB Ha PETUCTPALMIO MPOU3BOAMTCA TOJBKO TOCIE HUX
PEIBAPUTEIHEHOTO PACCMOTPEHHUS.

Peructpamum nmoanexxatr Bce JOKYMEHTHI, TpeOYIOIIUE y4eTa, UCIIOIHEHUS,
MCTIOJb30BaHUS B CIIPABOYHBIX LIEJISAX, KaK MOCTYMAIONINE U3 IPYTHX OpraHu3aruil
M OT YacTHBIX IIMI[, Tak H oOpa3ymommecs B TMpolecce IeATEIbHOCTH
o0pa3oBaTeabHON OpraHU3aluu.

He mommexar perucrpauuu TMO3[paBUTENbHBIE IHChMA, TeJlerpaMMBl,
NpUTacuTeIbHbIe  OWJeThl, WHpOpMauus JUIs CBeIeHHs, OyXraaTepckue
NOKYMEHTbI ~ MepBHYHOro  ydera. Jlms  HHMX  cocTaBisieTcs  IEpeyeHb
HEPETUCTPUPYEMBIX JOKYMEHTOB.
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Perucrpariust JOKYMEHTOB MPOU3BOAUTCS C ICIBI0 00ECICUEHUs UX y4eTa,
KOHTPOJIS 3a HCIIOJHEHUEM U OIICPATHBHBIM MCITOJIb30BaHHEM HH(GOPMAIIHH.

Perucrpaiiust JOKyMEHTOB IIPOU3BOAMTCS B IE€HB MX MOCTYIUICHHUS.

JlomyckaeTcsi OTMETKa O TOCTYIUICHHH JOKYMEHTa B OpPTraHU3allHio
IPOCTABIIATH B BUJE INTaMIIa WJIH OT PYKH B HWJKHCH YaCTH JIMIIEBOU CTOPOHBI
IIEPBOIO JINCTA JJOKYMEHTA HIIH Ha €ro 000poTe.

Perucrpaiiuss JTOKyMEHTOB 3aKJIIOYacTCs B BEJACHUM 3allUCH  YYETHBIX
JAHHBIX O JOKYMEHTE 10 YCTAHOBJCHHON PErMCTPaIllMOHHONW (opMe, KOTOPBHIM
bukcupyercs (GakT co3maHus, OTHPABICHUS WM MOJYYCHHS JOKYMEHTa IyTeM
NPOCTaBJACHHUS HAa HEM PErMCTPAIMOHHOTO HMHICKCA C TMOCIEAYIONICH 3aluchio B
yKa3aHHBIX (hopMax HEOOXOAUMBIX CBEICHHUM O TOKYMEHTE.

JIOKyMEHTBI,  TOCTyHamIKe B  00pa30BaTeIbHYI0  OpraHM3aIHIo,
perucTpupyiorcst B Kuure/skypHaie perucTpalidi BXOISIIEH KOPPECIIOHACHITNH, a
TE, YTO OTMPABIAIOTCS W3 Hero, - Kuure/ »XypHajae perucTpanudd HCXOIAIIeH
KOppEeCHOHACHITNY (npunoscenue 3).

Pacnpenesenne mocTynawmmux J0KyMEeHTOB.

[locne perucTpanuu JOKYMEHTBI IEPEJAOTCS HAa  PAacCMOTPEHHE
PYKOBOIHMTEIIO 00pa30BaTEIIbHON OpTraHU3aIlUH.

[Tocne paccMOTpeHHs  PYKOBOAMTEIEM JTOKYMEHTHI  BO3BPALIAIOTCA
CeKpeTapro | (WIH) JIMIly, OTBETCTBEHHOMY 3a BEJICHHE JCIONPOM3BOJCTBA, IS
NIEpPEHECeHUs] YKa3aHWW 110 MCIIOJIHEHUIO TOKYMEHTa B JKypHAI pPETHUCTpAIUd
BXOJSIIIUX JIOKYMEHTOB. B COOTBETCTBMHM C YKa3aHUSMU I10 HCIIOJHEHUIO
HOJUTMHHHUK JTOKYMEHTA HaTpaBJsIeTCS paboTHUKY, SIBIISTIOIIIEMY CSI
OTBETCTBCHHBIM UCIIOJHHUTEIEM, a COUCIOJHHUTEISIM HAIMPABISIOTCS  KOIHU
JOKYMEHTOB (eciau HMEIOTCS), O YeM Jenaercss oTMeTka B Kuwure/xypHaie
pEeTUCTpaIiK BXOSIINX JTOKYMEHTOB.

DJNEKTPOHHBIC  COOOILICHMS, TIOChLIACMBIC IO  AJICKTPOHHOW  MOYTE,
VCTIONTHSIOTCS. AQHAJOTMYHO JIOKYMEHTaM Ha OYMaKHBIX HOCHUTENSIX C Y4YETOM
OIPEICTICHHOW CIIEUU(HUKH B IPOIIECCE UCTIOHEHHUS.

Iopsimok 00padOTKH W MNPOXOKIAEHHUS HCXOAANIUX M BHYTPEHHHX
AOKYMEHTOB.

[Topsimok MOATOTOBKU UCXOISANIUX JOKYMEHTOB BKIIFOUaeT B ceOst paboTy 1o
COCTaBJICHHIO TIPOCKTa JOKYMEHTa, COTJIaCOBAHUIO, MOANMKUCAHNIO (YTBEPIKICHHIO)
U OTIpPABKE.

Jlo nepenayu 1OKyMEHTa Ha MOJIMUCHh UCTIOTHUTENb JOJKEH MPOBEPUTH €0
CoJIep’KaHMe, MPABUILHOCTG  O(QOpMIICHHUS, HaJIU4YMe HEOOXOJUMBIX BHU3 U
NpUIOKEHUH. JIOKyMEHT Mpe/ICTaBIISIETCS Ha MOIMCh BMECTE C MaTepuaiamMu, Ha
OCHOBAaHUU KOTOPBIX OH FTOTOBUJICS.

BHyTpeHHUE TOKyMEHTBI O(DOPMIISIOTCS U MCIONMHIIOTCS (MCIOIB3YIOTCS) B
npenenax 00pa3oBaTeNIbHONW OpraHU3aIiy.

BHyTpeHHHE HOKYMEHTHI (HOKJIaJHBIC 3alMCKH, CIPABKH, CBOAKH W P.)
paccMaTpUBAIOTCS TEMH JIOJDKHOCTHBIMHU JIMIIAMU, KOMY OHH HaIpaBJICHBI.

OTBETCTBEHHBIE 3a JIEIIONPOU3BOJICTBO IMEPE] CAAUYEe KOPPECTIOHICHIIMU Ha
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OTIPABKY JOJDKHBI 00sI3aT€NIbHO TPOBEPUTH MPaBUIBHOCTH €€ OhOopMIICHUS U
anpecoBaHus. KoHBepTOBaHHME KOPPECHOHJCHIIMM U  JAPYTHX  IOYTOBBIX
OTHPABJICHUN MPOUZBOAUTCS CTPYKTYPHBIMH MOIPA3ICICHUSIMU OpPTaHU3alINH.

Peructpanus oTnpaBisieMbIX JOKYMEHTOB OCYILECTBISIETCS B JEHb HX
noanucanusi  (YTBEpPXKIACHMSA) WIM  Ha  CIACHyIOIIMHA  pabouuil  JCHB.
PerucrpanvionHslii HOMEp TOKYMEHTa W JaTa PETHCTPALMU MPOCTABJISAIOTCS Ha
MOJJIMHHUKE JOKYMEHTAa B PEKBU3HMTAaX OJaHKAa M Ha KOMHH, OCTAIOIIEHCS B Jieie
oOpa3oBarensHOil opranuzanuu. CHpaBOYHBIM ammapaToM JJs HCXOMSIINAX
JIOKYMEHTOB SIBJISIETCSI )KYpPHAJl PETUCTPALIMH 3TUX IOKYMEHTOB.

OTnpaBKy UCXOMSIIAX JTOKYMEHTOB IPOHM3BOJMUT CeKpeTraph u (Win)
JIMII0, OTBETCTBEHHOE 3a BEJICHUE JeI0Npon3BoAcTBa. CpouHas KOPPECTIOHACHIUS
oopMIISIETCS U OTIPABIIAECTCA HE3AMEIJIUTEIBHO CEKPETAPEM.

Cekpetapp  NpOBEpsAET  NPaBUIBHOCTH  OQOPMIICHUS  HUCXOISAIIUX
JIOKYMEHTOB, TMPOU3BOJUT COPTUPOBKY JOKYMEHTOB IO CIOCOOY JIOCTaBKH
KOppECIIOHJIeHIIMK  ajpecarty  (mpocTas,  3akas3Has, MEXAyHapoaHas U
np.). HenpaBuibHO opOpMJIECHHBIE  JIOKYMEHTBI M  KOPPECHOHJCHIIMS
HECITY’K€OHOT0 XapakTepa K OTHpaBKE HE MPUHUMAIOTCS W BO3BpAIIAOTCS JIMILY,
NOATOTOBUBIIEMY JTOKYMEHT.

OtmpaBnsgemass 1O TOYTE€ KOPPECHOHJACHLHS MPOXOAUT  YIAKOBKY,
aJpecoBaHue, NPOCTABICHUE CTOMMOCTH IMOYTOBBIX YCIyr M TNepeAady Ha
OTHPABKY B MECTHOE OT/ICJICHHUE CBSI3U.

Ha 3aka3Hyr0 KOppECNOHIEHUHWIO, HAa JOKYMEHTBI C NOMETKOM «Jlns
CIIy’K€OHOT0 IOJIb30BAHUSA» COCTABIISIETCSI PEECTP, KOTOPBIA 3aTeM BO3BpaIIaeTCs
CeKpeTapio ydeOHOW dacTu W (WIHM) JIMIy, OTBETCTBCHHOMY 3a BEJCHHC
JIEJIONPOU3BOCTBA, C PACIUCKOW paOOTHUKOB ITOYTOBOIO OTIEJIECHMS CBSI3U WIIU
MHOT0 JINIA, 00€CTIeUNBAIOIIET0 OTIPABKY IOKYMEHTOB.

[lepenaya ¢ UCTIONB30BAaHUEM CPEACTB (PAKCUMUIIBHOM CBSI3U JOKYMEHTOB,
coJiepKalluX CIyKeOHYI0 HHPOPMAaILIUIO OTPAHUYEHHOTO PACTIPOCTPAHEHHUS], B TOM
yucie ¢ TMOMETKOM «/lns  ciykeOHOro monb30BaHUS», HE pa3peraeTcs.
Kareropuuecku 3ampemiaercs nepenaya 1Mo cpeiactBaM (HaKCUMUIBHOM CBSI3U
CEKpPETHBIX JOKYMEHTOB.

C ucnonb3oBaHueM cpeacTB (HaKCUMWIBHOW CBS3U MOTYT OBITH MEpEaaHbl
MaTepHaIbl TEKCTOBOTO, TAOJUYHOTO WK TpauecKoro xapakrepa, UCIIOTHEHHBIE
TUTIOTPAa()CKUM, MAIIMHOMKCHBIM WJIH PYKOMHCHBIM CIIOCOOOM B YEPHOM WIIU
TEMHO-CHHEM I[BET€ C YCTKUM U KOHTPACTHBIM wu300pakeHneM (mepBbie
IK3EMILISIPBl MJIM MX KCEPOKONHH) Ha Oejol Oymare ¢ MHUHUMAJIbHOW BBICOTOM
OykB u mupp 2 mm. O0beM mepeaaBaeMoOro B TEUYEHHE OJHOTO CEaHCa CBS3H
JOKYMEHTA, BBIIIOJIHEHHOTO Ha Oymare popmara A4, He JOJKEH MPEBBIIATH MATH
JUCTOB.

OTBETCTBEHHOCTh 3a CoOJep)KaHWe UWHoOpMaluu, TmepeaaBaeMonl ¢
UCIIOJIb30BAaHUEM CPEACTB (PAKCHMMUIIBHOM CBSI3M, BO3JIAra€TCs Ha UCHOJIHUTEIS,
MOJTOTOBUBIIETO (hakcorpaMmy JUIsl epeaadH.

Oco0eHHoOCTH PAdOTHI € 3JIEKTPOHHBIMH IOKYMEHTAMM.
B oGpazoBaTenbHOM opraHu3aiuy CO31al0TCs U UCTIONb3YIOTCS .
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. ANIEKTPOHHBIE JOKYMEHTHI, CO3/1aBa€Mble B 3JIEKTPOHHOU (popme 0Oe3
peIBapUTEIBLHOTO JOKYMEHTUPOBAaHUS Ha OyMa>KHOM HOCHUTEIIE;

. ANIEKTPOHHBIE 00pa3bl JOKYMEHTOB, IIOJyYEHHBbIE B pe3yJbTaTe
CKaHMpPOBaHUs JOKYMEHTOB HW  XpaHAIIMECS B CHUCTEME  DJIEKTPOHHOIO
JOKYMEHTO000pOoTa.

IIpueMm © oOTHpaBKa 3JIEKTPOHHBIX JOKYMEHTOB  OCYLIECTBIISIOTCS
OTBETCTBEHHBIM 32 BEJICHUE JCONPOU3BOICTBA B 00pa30BaTEIbHON OPraHU3alHH.

DJEeKTPOHHBIE JOKYMEHTBI CO3JAI0TCs, 00pabaThIBalOTCA M XPaHATCSA B
CUCTEME IJIEKTPOHHOTO JOKYMEHTO000poTa 00pa3oBaTesIbHOM OpraHu3aluu.

DJEKTPOHHBIA JOKYMEHT JOJDKEH OBITh O(OpMIIEH MO OOIIUM MpaBUiIaM
JIEJIONPOU3BOACTBA M HMMETh PEKBU3UTHI, YCTAHOBJICHHBIE I AHAJIOTHMYHOTO
JOKyMEHTa Ha OyMa)XHOM HOCHUTEJIE, 332 UCKIIOUEHUEM OTTHCKA MeYaTH.

JUiss  NOATBEpKIEHUS  MOMJIMHHOCTH  DJEKTPOHHBIX JOKYMEHTOB B
00pa3oBaTenbHON OpraHu3aliy UCTIONb3YIOTCA AJIEKTPOHHbIE HU(DPOBBIE MOMUCH.
Hcnonb3dyemble cpeacTBa 3IEKTPOHHOM HU(POBOM MOMMUCH JOJKHBI  OBITh
cepTU(ULUPOBAHBI B YCTAHOBJIEHHOM IOPSIJIKE.

Enununein ydera DSIJIEKTPOHHOTO JOKYMEHTA SBIISIETCS  DJIEKTPOHHBIN
JOKYMEHT, 3aperucTPUPOBAHHBI B CHUCTEME 3JIEKTPOHHOTO JOKYMEHTO0OOpOTa
oOpa3oBaTenbHON  OpraHu3aluyd.  OJJIEKTPOHHBIM  JOKYMEHT,  HMMEIOIIUI
IPWIOKEHUS, PETUCTPUPYETCS KaK OJIUH JOKYMEHT.

Ilocne oTmpaBKM 3JIEKTPOHHOrO JOKYMEHTA, 3aBEPEHHOIO 3JIEKTPOHHOU
NOJINKCHIO YIIOJHOMOYEHHOTO JOJKHOCTHOIO JIMLA, JOCBUIKU apecaTy €ro KOmuu
Ha OyMa)XHOM HOCHUTEIe, KaK MpaBWio, He TpeOyeTcs, 3a UCKIIOYEHUEM OTBETOB
Ha oOpalleHus IrpaXKJ1aH, NOCTYIHUBIINX 1o MH(}OPMAMOHHO-
TEJIEKOMMYHHUKALIMOHHBIM KaHajlaM, Ha KOTOpPbIE 3asiBUTEII0 JAETCS MUCbMEHHbBIN
OTBET, HAMPABJIIEMbIN IO MOYTOBOMY aJpeCy, YKa3aHHOMY B OOpaIlieHUH.

HcnonHeHHbIE AJIEKTPOHHBIE JTOKYMEHTHI CHUCTEMAaTH3UPYIOTCS B Jelia B
COOTBETCTBUM C HOMEHKJIATypod Jen oOpa3oBaTelbHON OpraHu3alnud U
VHJCKCUPYIOTCS B MOPSIKE, YCTAHOBICHHOM B OTHOILLEHUU JI€J1, COCTABJICHHBIX U3
JOKYMEHTOB Ha OyMaxxHoM Hocutene. IIpu cocraBieHMM HOMEHKIATYphl €1 B
3aroJIOBOK JIejia BKIIFOYAETCs yKa3aHUE « QIEKTPOHHBIE JOKYMEHTHD.

NudpopmanuonHasi 6€301aCHOCTb.

HNudopmannonnbie pecypcbl 00pa3oBaTelbHON OpraHM3aluyd 1O JOCTYITY
(BO3MOKHOCTH UCTIOJIb30BaHUS) TOJPA3ICIISTIOTCS Ha OTKPBITYIO
(oOmenoctynHy0) MHPOpPMANUIO, CIyXKeOHY0 HH(pOpManuioo W HHGOPMAIIHUIO
OTPaHUYEHHOTO PAaCIpOCTpaHeHus (IOCTya).

K xareropum  OTKpBITOW WHPOpPMANMU  OTHOCHTCA  HWH(poOpMarus,
coJiepKamascs B JOKYMEHTax M 0a3ax JaHHBIX 00pa3oBaTEIbHON OpraHW3allHy,
HETOCPECTBEHHO 3aTParuBaroIias MpaBa U HHTEPECHI IPaXKIaH.

K kareropum ciyxeOHOM uHOpMAUU OTHOCUTCS HMHQpOpMaLus,
coJiepKalascsi B JOKYMEHTax M 0a3ax JaHHBIX 00pa3oBaTelIbHON OpraHHU3alluy,
npeaHa3HaYeHHas JUIS TOJDKHOCTHBIX JIUI M paOOTHHUKOB, NMPH BBITOJTHEHUH UMU
cBOMX (YHKIMOHATIBHBIX OO0S3aHHOCTEW, HE 3aTparuBarollas HaNpsSMYyIO IpaBa
¥ UHTEPEChl TpaXJaH M HE OTHOCAMIAsACS K KaTeropud OTrpaHHUYEHHOTO
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pacrnpocTpaHeHus (1ocTyIa).

K kareropuu wH(pOpPMAIMU OTPaHUYCHHOTO PACIPOCTPAHCHUs (HOCTyIa)
OTHOCUTCA HH(pOpMalMs, CcoJepKamasics B JOKyMEHTaXx MU 0a3ax JaHHBIX,
BKJIFOYAIOIIAS] CBEICHUS
KOH(DUICHIIUATLHOTO XapaKTepa.

Bes undopmanus, copepskamasics B JOKyMeHTaX M 0aszax JaHHBIX, IO
YMOJIYaHUIO SIBJISIETCS OTKPBITOW M oOmeaoctynHoi. Mckimtouenue cocraBiser
uHpopMaIus, OTHECEHHas K KaTeropusM CIyKeOHOM U OTpaHUYEHHOTO
pacmipocTpaHeHus (IocTyIa).

Jloctyn mosb3oBaTenel kK nHPpoOpMaIud OrPaHUINBACTCS MyTEM OTHECCHUS
uH(pOpMAIMU K COOTBETCTBYIOILIEH KaTeropuM M  HAJOKEHHEM Ha  Hee
COOTBETCTBYIOIIEr0o Tpuda OrpaHUveHUs pachpocTpaneHus. Muadpopmarus
OTPaHUYCHHOTO J0CTYyMa cHabxkaeTcs Tpudom « /st ciaykeOHOTo MOJIb30BAHUS.

[IpaBoM OTHeceHUs MH(OPMALUU K KAaTErOPUU OTrPAHUYEHHOIO JOCTyNa W
HAJIOXEHUs COOTBETCTBYIOIIEro TIpuda oOmagaer aBTOp JOKYMEHTa IO
COTJIaCOBAHUIO C PYKOBOJIUTEIEM 00pa30BaTEIbHON OpraHU3aluu.

JlokyMeHTHpOBaHHass MH(OpMaIUsi OrPaHUYEHHOI'O PACIPOCTpaHEHHs 0e3
CaHKIMU JOJDKHOCTHOTO JIMIA, YCTAHOBUBILIETO PEXHUM OrPAHUYEHHOTO
pacrnpocTpaHeHus il JAHHOTO JOKYMEHTa, HE TMOJJICKUT Pa3MIAlICHUIO
(pactipoctpanenuio). [IpemocraBieHue TOJIB30BATENSIM JOCTyNa K JaHHOM
uHGOPMAIIMN OCYIIECTBISIETCS] UCKIIOYUTENBHO O COTVIACOBAHUIO C YKAa3aHHBIM
JOJKHOCTHBIM JIMLIOM ITyTEM MOJJaYU COOTBETCTBYIOMICH 3asIBKHU.

JIOMKHOCTHBIE JIHIIA, TPUHSABIINE pEIIeHHEe 00 OTHECEHWH HH(POpPMAIINH,
3a()UKCUPOBAHHOM B JOKYMEHTE, K KaTerOpHH OTPAaHUYEHHOTO PacHpOCTpaHEHus,
HECYT OTBETCTBEHHOCTh 3a OOOCHOBAaHHOCTh TMPHUHSATOTO pPEHICHUS | €ro
COOTBETCTBHE JICUCTBYIOIIEMY 3aKOHOJAATEIBCTBY.

JInunble paena paOOTHUKOB, JUYHBIE KAPTOUYKH PAOOTHUKOB, TPYIOBBIE
KHI)KKUA PaOOTHUKOB, MPUKA3BI MO JTUYHOMY COCTaBY JOJKHBI XPAHUTHCS B ceide
WIM B METAIJTMYECKOM IKady.

3anucu B TPYAOBOM KHUKKE MOMUCHIBAET PYKOBOJIUTEIL 00pa3oBaTeibHON
OopraHu3alui. Y4YeT, XpaHeHHWe U BblJady OJIAHKOB CTPOrOM OTUYETHOCTH:
JTUIIJIOMOB, BKJIAJBIIIEH K HUM, CBUJIETENLCTB, YAOCTOBEPEHUN BEAECT 3aMECTUTEIb
nupekTopa. bnanku xpanstcs B celide.

YcTaHoBKa U dKCIUTyaTalisl IPOrpaMMHOTO OOECTICUEeHHSI, TIOJTYUYEHHOTO U3
JTHOOBIX UCTOYHUKOB ¥ BBIMOJIHSIONIETO (DYHKITNH, HE CBSI3aHHBIE HEMOCPEICTBEHHO
C  BBIMOJHEHHWEM  pa0OTHHUKAMU  CBOMX  JOJDKHOCTHBIX  OOSI3aHHOCTEH,
KATETOPUYECKH 3aIIpELICHA.

Bces npencraBnenHas B 9J€KTPOHHOM Bue MH(GOpMalWs, MOCTYMAOMas B
00pa30oBaTENbHYI0 OPraHU3alfIo, B 00S3aTEIbHOM MOPSAAKE MOMJIEKUT MPOBEPKE
AHTHUBUPYCHBIMU CPEJICTBAMHU.

DJIEKTPOHHAS NOYTAa MOYKET HCIIOJIB30BaThCA IOJIB30BATENSAIMUA TOIBKO IS
oOMeHa uHpopMaluen, OTHOCSIICHCS K KaTeropuH, OTKPBITOM U CIIyKeOHOH.
3anpenieHo MCMoJIb30BaTh MIEKTPOHHYIO MOYTYy I TMepenadyd uH(opmanuu,
OTHOCSIIIEHNCS K KATETOPUU OTPAHUYEHHOTO PACIPOCTPAHEHHS.
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6. KoHTpoJb 32 HCOJIHEHHEM IOKYMEHTOB

Opranuszanus KOHTPOJIS.

KonTpomno nmoanexar Bce 3aperucTpUpOBaHHBIE JOKYMEHTBHI, TPEOyIOLIue
ucrnojaHeHus. KoHTpoap UCHOTHEHUs! TOKYMEHTOB BKJIIOYAET: Y4eT, NOCTaHOBKY
Ha KOHTPOJIb, KOHTPOJb CPOKOB MCIIOJHEHUS], HEMTOCPEACTBEHHYIO IIPOBEPKY X0J1a
VCIIOJIHEHHS], IPOBEPKY KA4eCTBA UCIIOJHEHNUS, aHAJIU3 PE3YJIbTATOB HCIIOTHEHUS.

KOHTposib 32 UCHOJHEHHEM JIOKYMEHTOB YCTAaHABIMBACTCA B LENIAX
o0ecredyeHrss UX CBOEBPEMEHHOTO M KayeCTBEHHOI'O MCIIONHEHHS, MOBBIIICHUS
YPOBHSI OPraHU3aTOPCKON PabOThI U UCTIOTHUTEIBCKON TUCIUIUIAHBI.

[Ipy mocTtaHOBKE IOOKyMEHTa Ha KOHTPOJb Ha IPAaBOM BEPXHEM IIOJIE
JOKYMEHTa JieJaeTcs OTMETKa O KOHTpOJIE, KOTOPYX0 OOO3HA4aroT CIOBOM
(ITaMmomM) «KOHTPOITbY

KoHTposto moasiexaT mpuKasbl, PEHIEHUs] COBETOB, a TAKXe TOKYMEHTHI,
NOCTYMAIOIINE Ha UMS PYKOBOAUTENSE 00pa30BaTEIbHON OpraHU3alllu.

Opranu3zanusi KOHTPOJIS UCIIOJHEHUS BKIIIOYAET B cEO0sl:

. IIOCTAaHOBKY JOKYMECHTA Ha KOHTPOJIb,

. MOHHUTOPHHI" HCIIOJIHCHHA KOHTPOJIbHBIX HopyquHﬁ JOKYMCHTOB,
. CHATHEC UCIIOJIHCHHOI'O JOKYMEHTa C KOHTPOJIA,

° HAIIPaBJICHUC NCIIOJIHCHHOI'O JOKYMCHTA B ACJIO.

PykoBoauTenu CTPYKTYpHBIX TMOJApa3ACIeHUl 00s3aHbl paccMaTpuBaTh
COCTOSIHUE HCIOJHUTENIBCKON JUCIUIUIMHBI TI0 JIOKYMEHTaM C MOPYUYEHUSIMU
aIMUHUCTpAallMM  oOpa3oBaTEIbHONM  OpraHM3alud, a TaKXke JOKYMEHTHI,
MOCTYIHUBILKE B a/IpEC CTPYKTYPHOIO MOJIpa3eiaeHuss U TpeOyIolue UCTIOTHEHUS,
Y TIOATOTOBKH OTBETA.

JIOKYMEHT CYMTAeTCs HCIOJHEHHBIM, KOTJa PELICHbl OKOHYATEIbHO BCE
MOCTABJICHHBIE B HEM BOIIPOCHI U COOJIOJICHBI CIIEYIOIINE CPOKH:

. €CJI B JOKYMEHTE IIOCTaBJIE€H CPOK HCIIOJIHEHUS — B YKa3aHHBIN
CPOK;

. JOKYMEHTHI 0€3 yKa3aHusl CPOKa MCIIOTHEHUS — B MECSYHBIN CPOK;

. €CJIM B TOKYMEHTE MMEETCS NMOMETKAa «CPOYHO» — B TPEXJIHEBHBIN
CPOK;

. nopy4yeHus: 0e3 yKa3aHusi KOHKPETHOW JaThl MCIHOJHEHUS — B
MECSYHBINA CPOK;

. C TIOMETKOM «onepatuBHO» — B 10-1HEBHBIN CPOK;

. no oOpamieHusiM TpaxJIaH, TpPeOYIOIMM JOMOJIHUTEIBHOIO

U3YYCHUS U MTPOBEPKH, — JI0 OJHOT'O MECSIIa CO JHS PETUCTPAIUH, TI0 OCTaIbHBIM
— He Ooustee 15 nHeid.

Cpox ucumcisiercsl B KaJe€HAApHbBIX THAX C AAaThl HOANHUCAHUS TOKYMEHTA.

Ecnu nmocienHuii 1eHb UCIIONHEHUS TOKYMEHTa MPUXOJUTCS Ha HepaOouHid
JI€Hb, OH MOJIEKUT UCIIOJIHEHUIO B IPEALIECTBYIOUN eMy pabounii IEHb.

[Ipy HEOOXOIMMOCTM TPOJUIEHHS CpOKAa HCIOJHEHUS JIOKYMEHTa
OTBETCTBEHHBIN  HCIOJHUTENIb  NPEACTABISET HA UM PYKOBOIUTENS
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o0pa3oBaTenbHOI OpraHu3aluy, JaBLIero Nopy4yeHne, MOTUBUPOBAHHYIO MTPOCHOY
0 €ro MpoAJIEHWH HE MO3/JHEEe YEeM 3a TPU JIHA 0 HUCTEUEHUs YCTaHOBJIEHHOTO
CpOKa, C YeM CBOEBPEMEHHO TepeaaeTcs HHPOopMalns B IPUEMHYIO PYKOBOIUTEIS
o0pa30BaTeIbHON OpraHU3aluu.

Iopsinok CHATHS TOKYMEHTOB C KOHTPOJIA.

JIOKyMEHTBI CHUMAIOTCSI C KOHTPOJISI, €CJIM PELICHBI MOCTABJICHHBIE B HUX
BOITPOCHI WJIM aBTOPaM J1aH OTBET 110 CYILECTBY.

Ecnun o paspemaeMoMy BOIpoCy 0KMUIAETCA OTBET, TO OH BMECTE C KOIIUEN
OTBETA 3asBUTEIII0 MOXKET HAXOIUTHCS Y UCIIOJIHUTEISI HA KOHTPOJIE.

IIpomMexyTOUHBIN OTBET, pABHO KaK M 3aIIPOC MO UCHOJHIEMOMY JOKYMEHTY
WJIM YaCTUYHOE UCITOJIHEHUE ITOPYYEHMS, HE SBIISIETCA OCHOBAHUEM JUIsl TPU3HAHUSA
JOKYMEHTA UCTIOJIHEHHBIM.

CHATP TOKYMEHT C KOHTPOJISI MOXET TOJBKO JOJDKHOCTHOE JIUILO, KOTOPOE
MIOCTAaBUJIO €r0 Ha KOHTPOJIb.

OcHoOBaHMEM I CHATHS C KOHTPOJISL JOKYMEHTOB C IOPYYEHUSIMU
PYKOBOAMTENSL 00pa30BaTeIbHONW OpraHu3aliy SIBISETCS JOKYMEHT — OTBET,
MOJINMHUCAHHBIA PYKOBOAMUTENEM, €T0 3aMECTUTEIIEM, JTMOO CIpaBKa 00 UCIIOTHEHUH
JOKYMEHTA 32 ITOAIUCHIO PYKOBOAUTEINS CTPYKTYPHOI'O MOApa3IeIICHHUS .

Ecnn Bce mocraBieHHBIE B JTOKYMEHTE BOIIPOCHI PELICHBI B OIEPATUBHOM
nopsiike, 0€3 MOArOTOBKM NMHUCHMEHHOTO OTBETA, HCIOJHUTENb HAa JOKYMEHTE
JIeJaeT KPaTKyl0 3alUCh O PEIICHUH BOIIPOCA, YKa3bIBACT AATy U MOIIMKCH, MOCIIE
4ero JOKyYMEHT IOMEIIAETCS B JIETIO0.

7.Y4eT U XpaHeHHe MeYaTel, MITAMIOB M 0JIAHKOB.

OO0s3aTebHOMY YYETY TMOJUIeKAT BCE BUABI MEUYaTel U IITaMIOB, OJaHKHU
CTpPOroM OTUYETHOCTHU, KOMAHJAMPOBOYHBIE YJIOCTOBEPEHHUS, CIyKCOHBIC 3aJaHus,
TPYJOBbIE KHUKKHU.

Yyer Bcex meyaredl MW IITaMIOB, HMMEIOIUMXCS B 00pa3oBaTENbHOU
OpraHu3alliK, BEACTCSA B CIICHUAIBHOM XypHaie (npunoscenue 2).

KypHanel yyera BKJIIOYAIOTCS B HOMEHKJIATypy Jei. JIMcTel mux
HYMEPYIOTCS, MPOIINBAIOTCS U ONEYAThIBAIOTCSI.

[leyatn u mTaMObBl JODKHBI XPAHUTHCA B cedax WM METAUTMYECKUX
mkagdax.

OTBETCTBEHHOCTh 32 XpPAaHEHUE U MCIOJIb30BAHUE TeYaTel, MTaMIOB HECYT
JM1a, OTBETCTBEHHBIE 3a BEJCHHE JIEJIONPOU3BO/ICTBA.

YHuutoxkeHue OJaHKOB TMPOM3BOJUTCS MO aKTy C OTMETKOM B
COOTBETCTBYIOIIUX JKypHaIaxX yuyera.

[leyatu ¥ mWITaMIbl YHUUYTOXKAIOTCS TIO AKTY.

[IpoBepka Hanmuyus nevyaTed, MTAMIOB U OJIAHKOB, a TaKXKe MOPSAIKA UX
XPaHEHMsI U UCTIOJIB30BAHMS MPOU3BOIUTCA KOMUCCHEHN HE pexe OJIHOTO pa3a B rojl
OJIHOBPEMEHHO C MPOBEPKOM COCTOSHUSA JIETONPOU3BOICTRA.
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8.CocTaBjieHHEe HOMEHKJIATYPHI /e,

Homenxkiatypa aes - 3To 00s13aTeNbHBIA JJIsI KakaA0W oOpa3oBaTeIbHON
OpraHu3aIuK CUCTEMATH3MPOBAHHBIN MepeUCHh HANMCHOBAHMIA (3ar0JI0OBKOB) JIEl,
KOTOpbIe (POPMHUPYIOTCS ¢ yKa3aHUEM CPOKOB XpaHeHus nen (npunosicenue 4).

Homenknatypa gen mpeaHazHadeHa [JIsi YCTaHOBKM B 00pa3oBaTEIbHOU
OpraHu3allui €IMHOTO TopsAnKa (OPMUPOBAHUS JEJ, OOECIEUEeHUS HX Yyuera,
ONEPATUBHOIO TMOUCKA JOKYMEHTOB IO UX COJEPkKAHUIO U BUIY, ONpPEACICHUS
CPOKOB XpaHEHHUs JeJl U SBISETCA OCHOBOM HJiI COCTaBJIICHUS ONMHUCEH el
IIOCTOSTHHOTO M JythTeabHOoro (cBbimre 10 neT) XpaHeHus, a TakxkKe JJIsS ydeTa Jei
BpeMeHHOTO (110 10 JIeT BKIIIOYUTEIHLHO) XpaHSHHUS.

B rpade 1 HomMeHKIATYpBI Jed MPOCTABISIOTCS MHACKCHl Ka)XJO0ro Jena,
BKJIIOYEHHOTO B HOMEHKJatypy. MWHaekc pgema coctouT u3 HUGPPOBOTO
0003HAYCHHS W3 IITATHOTO paclHCaHus 00pa3oBaTeNIbHON opranmu3aruu (Kojaa) u
MOPSIIKOBOIO HOMEpa 3arojioBKka Jeina 10 HoMeHkiarype. WHaeKchl nen
0003HavaTCs apabCKUMH LUPpaMHU.

[Tpumep —

12-05, roe 12 — o6o3nauenue (kox), 05 — MoOpsAKOBBI HOMEpP 3arojioBKa
JieNa B pasjiesiec HOMEHKJIATYPHhI J1e.

B rpade 2 HOMEHKIATYPBI JIEJT MPOTUCHIBAIOTCS 3ar0JIOBKH JIEIT.

3aroyioBOK Jiena JOJDKEH Y€TKO B CKaToW 0000I1eHHoM hopme oToOpaxkaTh
COCTaB U COJEpKaHUE JOKYMEHTOB JIETa.

B 3aronoBkax JUYHBIX U APYTUX JIe], COJEPKANIUX TOKYMEHTHI [0 OJTHOMY
Bompocy, ynotpebmnsercs tepmun JIEJIO.

B 3aronoBkax pen, coaepkalux IUIAHOBO-OTYETHYIO JOKYMEHTAIIMIO,
yKa3bIBaeTCs mepuoj| (Mecsll, KBapTaj, MoJyrojanue, roja), B KOTOPOM IUTAHUPYETCs
CO3/IaHHUE€ IOKYMEHTOB WJIM MEPHOJI UX (DAKTUYECKOTO BHITIOJTHEHUS.

Bo Bpems pa3MeliieHHsi 3aroJiOBKOB el B HOMEHKJIATYpE YUYUTHIBACTCS
BAXXHOCTh JIOKYMEHTOB, BKJIIOYEHHBIX B JI€JI0, UX B3aUMOCBs3b. B Hauane
pacrnoJiaraloTcs 3arojJOBKM JieJl B OTHOLIEHWH JOKYMEHTOB, MOCTYIHUBIIUX OT
OpraHOB BBICIIETO YpPOBHA, Jajee - IO OPraHU3alMOHHO-PACTIOPSIUTEIHHOM
JOKYMEHTAIlMM, IUIAHOBO-OTYETHOM  JOKYMEHTAllMHM, T[EPENUCKe, Y4EeTHO-
CIIPaBOYHBIM BUJIAM JOKYMEHTOB. B KaXXmo¥l M3 ATUX TPYII JTOKYMEHTHI TaKXkKe
pa3MenarTcs C y4eTOM 3HAYMMOCTH U CPOKOB XPaHEHHUS.

I'pada 3 HOMEHKIATYPHI [ 3aMOTHAETCS B TCUCHUE KAJICHIAPHOTO To/Ia —
npu  GOPMHPOBAHWM HOBOTO JieJia, IPU 3aKPHITHM Jejla W0 OKOHYaHUH
KaJICH/IApHOTO To/ia.

[To noctmxenun paenom oobema B 250 JHCTOB, TOM 3akKphIBaeTCsi U
OTKpBIBaeTCs HOBBIM TOM. B rpade nmociienoBarenbHO yKa3bIBatOTCsI HOMEPa TOMOB
U KpaiflHUE AaThl TOKYMEHTOB KaXKJI0I0 TOMaA.

[Tpumep —

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

DOneKkTpoHHBIE JleJJa Ha TOMa HE paslelsitorcs. Bce  3ieKTpoHHbIE
JIOKYMEHTBI, HE3aBUCUMO OT UX 00beMa, BKITIOYAIOTCS B OJTHO SJICKTPOHHOE JIEJNO.

B rpade 4 yka3biBaeTCsl CpOK XpaHEHUS Jielia, HOMEpPA CTaTel MO TUITOBOMY
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WIM  BEJIOMCTBEHHOMY  IEpEYHIO, (eepaibHOMYy  3aKOHY  WJIUM  HHOMY
HOPMAaTUBHOMY NIPaBOBOMY aKTy, a IpPU HX OTCYTCTBUH — II0 THUIIOBOM WJIHU
IIPUMEPHON HOMEHKJIAType JIell.

B rpade 5 «Ilpumeuanue» yka3pIBalOTCs CIIELUAIbHBIE CPOKH XpaHEHUS,
TPOCTABIISIIOTCSI OTMETKH O 3aBEJICHHHU e (B TOM YHCJIE B AJIEKTPOHHOM BHUJIE), O
BBIJICIICHUU [I€]1 K YHUUYTOXXEHHUIO 10 UCTEYECHUU CPOKOB MX XpPaHEHMs, O MECTe
XpaHeHUs MOJJIMHHUKOB JOKYMEHTOB, O IepeAade el B APYryr OpPraHU3alUio
U TIpoJoJkeHust U 1p. B rpade nenaroTcst oTMETKH O MepexoAsIiuxX Jaeiax ¢
YKa3aHHEM CTaporo MHIEKCA JIela B CIIy4ae ero U3MEHEHUS.

[Tpumep —

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

[lo pemaM, KOTOpbIE MO KakMM-IMOO MpPUYMHAM B TEUYEHUE Troja He
3aBoaWINCh, B Tpade «llpuMeuanue» HOMEHKIATYphl [€J1 IETACTCS 3alKCh
— «Jleno He 3aBoguiocky. IIpu aTom B rpade 3 npocTaBisieTcss IpoYepkK.

ITo okoHYaHMM TOJ1a B KOHIIE HOMEHKIIATYPbI JIEJI I€JIACTCS UTOrOBas 3alliCh
0 KOJIMYECTBE 3aBE/ICHHBIX e (TOMOB).

9. ®opmupoBaHue u opopmiieHHE J1el.

dopMHUpOBaHUE [Ie1.

dopmupoBaHUE JIeT - 3TO TPYNITUPOBKA UCITOJIHEHHBIX JOKYMEHTOB B Jieja B
COOTBETCTBUH C HOMCHKJIATYPOH JICII.

Bo Bpems ¢opmupoBaHus Iei ClIeIyeT NPUICPKUBATHCA TAKUX OOIIMX
TIPABHLT.

- TIOMeNlaTh B JieJla TOJbKO HWCIOJHCHHBIC JOKYMEHTBI B COOTBETCTBHH C
3aroJIOBKaMHU JieJl B HOMEHKJIAType;

- IPYIIIMPOBAaTh B Jelia JIOKYMEHTBI, BBIMOJHCHHBIC B TEUECHHUE OHOTO
kajeraapHoro roja (01.01-31.12), 3a uckiIr0YeHHEM MMEePEXOAsIInX 1ei (BeayTcs B
TEUEHUE HECKOJIBKHX JIET), JIMYHBIX JCI;

- MOMeNIaTh B JeJla TOJBKO OPUTHMHANBI WU, B CIy4ae HUX OTCYTCTBWS,
3aBEPCHHBIC B YCTAHOBICHHOM MOPSIIKE KOMH JOKYMCHTOB,;

- HE JOIMyCKaTh BKIIOYCHHUS B JIella YCPHOBBIX, JUYHBIX JOKYMEHTOB,
Pa3MHOKEHHBIX KONWWA W JOKYMEHTOB, TIO/UICKAIINX BO3BpATy; pa3aeibHO
IPYHIAPOBATH B Jiea TIOKYMEHTHI IIOCTOSTHHOTO ¥ BPEMEHHOTO XPaHCHHS;

- mo o0bemy peno He jgopkHO mpesbimarte 250 smcroB (30-40 mwm
TOJIIIIHOM).

PacrnonosxeHrne JOKyMEHTOB BHYTPH JIEJT TPOU3BOIUTCS B XPOHOJIOTHYECKOM
HOpsKE, MPU KOTOPOM HamboJiee paHHUE JOKYMEHTBHI pacrojaralorcs B Hadaje
aena.

[Tomoxenusi, mnpaBwia, HHCTPYKIMM M T. 1., YTBEPKICHHBIE
pacnopsAIUTEIIbHBIMA  JOKYMEHTAMH, TPYNIHUPYIOTCA BMECTE C YyKa3aHHbIMU
JIOKYMEHTaMU.

[Tpuka3bl IO OCHOBHOM EATEILHOCTH (POPMHUPYIOTCS OTICIBHO OT MTPHUKA30B
0 KaJpPOBBIM BompocaM (JTMYHOMY COCTaBy) (Ha3HAuCHHE, TEPEMEIICHHE,
YBOJIbHEHHE COTPYIHUKOB) U OT MPUKa30B 00 OTIMYCKax, KOMaHINPOBKAX M T.JI.

[IpoTokonsl 3acemaHuil  KOJUJICTHAIBHBIX  OPraHoB  00pa3oBaTEIbHOM
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OpraHu3alluy TPYNIUPYIOTCS B Jieia B XPOHOJIOTHYECKOM MOPSIKE U 10 HOMEpaMm
B Mpejesiax KajeHJapHOro roga. JIokyMeHTHl K 3aceJaHusIM YKa3aHHBIX OpPraHOB
CHUCTEMATU3UPYIOTCS IO JaTaM U HOMEpaM IMPOTOKOJIOB, a B Mpejeiax TPYIIbI
JIOKYMEHTOB, KOTOpBI€ KacalroTCsl OJIHOTO MPOTOKOJA, - IO TOBECTKE JHS
3acelaHusl.

[lepenucky cineayer rpynmnupoBaTh B Jeja 3a MEPUOJ KaJeHAAPHOTO roja.
B neno mepenucku momeniaroTcs BCe JOKYMEHTBI, BOSHUKIIHNE B XOJE€ PEIICHUS
BOIIpOCa. ITepenucka CUCTEMATH3UPYETCS B XPOHOJIOTUYECKOM
MOCJIEI0BATEIbHOCTH; JOKYMEHT OTBET MOMENIAETCS 32 IOKYMEHTOM-3aIpPOCOM.

Odopmiienue aer.

Jlena oOpa3oBaTenbHONW OpTraHM3alMUA TOIEKAT OGOPMIICHHIO TPU HX
3aBEJICHUH | T10 3aBEPILICHUH TOa.

Odopmrnenue nena — MOATOTOBKA Jiefla K XPaHEHUIO BKIIOYAET B ceOs
KOMILJIEKC paboT MO ONMHMCAHMIO JIeJia Ha 00JI0KKE, MOJIIMBKE, HyMEPALUK JTUCTOB
M COCTaBIICHUIO 3aBepHUTenbHOW Haamucu. OdopmieHue aen MpOBOIUTCS
pabOTHMKAaMU OpraHu3alud, B OOS3aHHOCTM KOTOPBIX BXOJIUT 3aBEICHUE U
(GopMupoBaHue 1€d1, NOpPU METOAMYECKOM TIOMOIIM M TOJ KOHTPOJEM
OTBETCTBEHHOTO 32 apXUB 00Pa30BaTEIbHON OpraHU3aIUu.

B 3aBuCHMOCTH OT CpPOKOB XpaHEHHs IPOBOAUTCS MOJIHOE WM YAaCTHYHOE
odopMIICHHE JICII.

[TorHOMY O(hOPMIICHHUIO MOAJIEKAT Jiefia TOCTOSTHHOTO, BPEMEHHOTO (CBBIIIIE
10 ner) xpanenus (IO JTUYHOMY COCTaBY, JTMUHBIC JIe]a YBOJICHHBIX PAOOTHHUKOB).
[Tonnoe odopmieHue nena nmpeaycMaTpuBacT:

. NOAIMBKY WJIV TBEPBIN NEPEIUIET ACIA;

. HyMEpAaLUIO JINCTOB B JEIE;

. COCTaBJICHHE JINCTA-3aBEPUTEIIS;

. COCTaBJICHUE B OCOOBIX citydasx (mpu OoGOpPMIICHHM JIUYHBIX I,
IJISL y4eTa 0co00 IIEHHBIX JJOKYMEHTOB) BHYTPEHHEH ONMUCH JJOKYMEHTOB JIeJa;

. BHECEHHE HEOOXOJUMBIX YTOUHEHHM B PEKBU3UTHI OOJIOKKH Jena

(yTOtIHeHI/Ie Ha3BaHUA HozlpaB,Z[eJIeHI/ISI, HMHACKCA 1 3aroJioBKa Acjia, AaThbl ACJIa U
ap.).

Jllena BpemenHoro (mo 10 et BKIIOYMTEIBHO) XpaHEHHUS TOJICIKAT
gacTHuyHOMY oopmiteHuto. JlomyckaeTcs:

o XpaHUTH A€JIa B CKOPOCIIMBATCIIAX,

. HE IIPOBOAMUTH NIEPECUCTEMATU3ALINIO JOKYMCHTOB B JICIIC,
. JIMCTHI A€JIa HC HYMCPOBATh,

. 3aBCPUTCIIBHBIC HAAIIMCHU HC COCTABJIATD.

JIOKyMEHTBI, TIOJIJIeKAIINE TTOJTHOMY O(OPMIICHHIO, MOIIMBAIOT HA YETHIPE
IPOKOJia B TBEPAYIO OOJIOKKY H3 KapTOHA WIM MEPEIUIETAIOTCd C Y4EeTOM
BO3MOKHOCTH CBOOOJHOTO UTEHHMS TEKCTa BCEX JIOKYMEHTOB, JaT, BU3 U
pesoyonmii Ha HUX. [Ipy MOArOTOBKE Jel K MOMIMIMBKE (MeperuieTy)
METAJIMYECKHE CKpeIUIeHHs (CKOOBI, CKPENKH) U3 JOKYMEHTOB yaaistorcs. Jlena
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MOCTOSTHHOTO XpaHEHHUsI, COCTOSIINE W3 HEe(POPMATHBIX JIOKYMEHTOB, XPAaHATCA B
3aKPBITHIX TBEPJBIX MAMNKAX C TPEMS KJIallaHAMU U C 3aBSA3KAMU.

[Tpy Hamuuuu B Jeje HEBOCTPEOOBAHHBIX JIMUHBIX JOKYMEHTOB (TPYIOBBIX
KHW)KEK M JIp.) OTH JOKYMCHTBI BKJIQJBIBAIOTCS B KOHBEPT, KOTOPBIA 3aTeM
nojAmMBaeTcs B 3TOo jeno. llpu Hamuyum OONBIIOTO KOJIMYECTBA TaKUX
JOKYMEHTOB OHM MOTYT H3bIMATbCA M3 JI€J, U Ha HUX COCTaBIISIETCS OTAEIbHAs
OIUCh.

B koHme kaxmoro gena MOIIMBAIOTCS YHCThIe OnaHku GOpM  is
3aBEPUTEIILHON HAJIITUCH.

B memsix oOecriedeHHs] COXpPAaHHOCTH U 3aKpEIUICHUS]  MHOpsAJKa
pPACIIONIOKEHHUSI JOKYMEHTOB, BKJIIOUECHHBIX B J€J0, BCE JIUCThI, KpPOME
3aBEPUTEIBHOTO, HyMEpYIOTCS apabCKuMu IudpamMu B MpaBOM BEPXHEM YTIy, HE
3a/ieBasi  TEKCTa JIOKYMEHTa, NPOCTbIM TrpadUuecKuM KapaHJalioM WU
HyMEpaTopoM. YTNOTpeOjeHne YepHUI U IBETHBIX KapaHAallell sl Hymepaluu
JIMCTOB 3anpenaeTcs. BHYTpeHHsIsI OMUCh UMEET CaMOCTOSATEIIbHYIO HyMEPALIHIO.

JIucThl AeN, COCTOSAIINX U3 HECKOJIBKUX TOMOB WJIM YacTeW, HYMEPYIOTCS T10
KOKJIOMY TOMY WJIH YaCTHU OTHEIBHO.

dotorpadun, dYepTexu, IUArpaMMbl U JPYrue WUIIOCTpaTUBHBIE U
cnenuduueckre JOKYMEHTBI, TPEACTABIISIIONINE CAMOCTOSTENbHBIA JIUCT B JIETIE,
HYMEPYIOTCSI HA 00OPOTHOU CTOPOHE B JIEBOM BEPXHEM YTIIY.

CioKEeHHBIN JTUCT pa3BOPAYMBACTCS U HYMEPYETCS B IPABOM BEPXHEM YTIIy.
[Ipu sTom nuct moboro Qopmara, MOAMMUTHIA 3a OAWH Kpal, HyMepyeTcs Kak
OJMH JIUCT; JIUCT, CJIOKEHHBINA U MOAMUTHINA 32 CEPEAUHY, MOJICKUT MEPEIINBKE U
HYMEpPYETCSl KaK OJIUH JIUCT.

[TonmmTeie B AE€NO0 KOHBEPTHI C BIOXKEHHUSIMH HYMEPYIOTCS; MPHU ITOM
BHaAYaJle HyMEPYETCSI KOHBEPT, & 3aTEM OUEPEIHBIM HOMEPOM KaXJ0€ BIOKEHUE B
KOHBEPTE.

[TogmuTeie B [A€JI0 JAOKYMEHTHI C COOCTBEHHOW Hymepalueid JUCTOB
(BkJrOYAsl TMEYaTHbIC H3JIaHKSI) MOTYT HYMEPOBAaThCS B OOIINEM MOPSAKE WM
COXpaHATh COOCTBEHHYIO HYMEpAIIMIO, €CIM OHa COOTBETCTBYET MOPSIKOBOMY
PacCIOJI0KEHUIO JINCTOB B JICIIE.

B cnyuasx oOHapyskeHHs OOJIBIIOTO YMCA OMIMOOK B HyMEpalluu JIMCTOB
JieJla B JIEJIONPOU3BOJICTBE MIPOBOJUTCS UMX NepeHymepauus. [Ipu nepenymepauuu
JMCTOB CTapble HOMEpa 3a4YE€pPKUBAIOTCS OJHOW HAKJIOHHOM YEpPTOM U PAIOM
CTaBUTCSI HOBBIM HOMED JIMCTA; B KOHIIE JI€Jla COCTABIISCTCS HOBASl 3aBEPUTEIIbHAS
HAJIKCh, MPU OBTOM CTapas 3aBEpPUTEIbHAs HAANUCh 3aYEPKUBACTCSA, HO
COXPAHSETCS B JICIIE.

Jlns yuera KoJiMuecTBa JIMCTOB B Jelie U (PUKcamuum OCOOEHHOCTEM HX
HYMEPAILIMU COCTABJISIECTCS 3aBEPUTEIbHAS HAMKUCH Jena. OHa COCTaBISAETCS B JIEIe
Ha OTAECIBHOM JIUCTE — 3aBEPUTEIIC JieNla. 3aBEpUTENIbHASI HAAINUCh COCTABIIACTCS
110 YCTaHOBJIEHHOU (popme.

Bce nocnenyroinye n3MEHEHHs B COCTaBE U COCTOSHUU Jielia (TTOBpexkIeHNU,
3aM€Ha NOJJIMHHBIX JOKYMEHTOB KOMMSIMU, IPUCOECINHEHUE HOBBIX TOKYMEHTOB U
T. JI.) OTMEYAIOTCS B 3aBEPUTEIILHOM HAJIMKMCU CO CCHUIKOM Ha COOTBETCTBYIOIIHIA
aKT.
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OO0moxKa JieNT TOCTOSIHHOTO, BpeMeHHoro (ceime 10 jieT) XpaHEHHS U IO
JUYHOMY COCTaBy 0(GOPMIISETCA 110 YCTAHOBIEHHOM (hopMe.

Ha 0650>xKe Ae MoCTOSITHHOTO XpaHEHUs! BBEPXY MPEyCMaTPUBAETCSI MECTO
JUI1 HAUMEHOBAHUS FOCYAAPCTBEHHOIO apXMBa, B KOTOPBIM OHU OYyAyT IEepelaHsl,
a TaKKe apXUBHOTO IIK(pa B IPaBOM BEPXHEM U JIEBOM HUKHEM YIJIaX.

IIpu odopmuenun o06m0xku Jen HaumeHoBaHue IlIkombl yka3bIBaeTcCs
IIOJIHOCTBIO II0 YCTaBYy, B MMEHUTEJIBHOM IMaJ€XKe, COKPALIEHHOE HAa3BaHUE — B
CKOOKax.

OOs13aTeNIbHBIMM ~ PEKBU3UTAMHU  OOJIOKKM  Jiefla  SBIISETCA  yKa3aHHUe
KOJIMYECTBA JINCTOB B JIEJI€, KOTOPOE MIPOCTABIIAECTCS HA OCHOBAHUY 3aBEPUTEIILHOMN
HAJMUCH JieJla, W CpPOKa XpaHeHus jnena (Ha Jeinax MOCTOSIHHOTO XpaHCHUs
NUIIETCS. «XPAaHUTh MOCTOSTHHO»), KOTOPBIA MEPEHOCHUTCS Ha OOJOXKKY JeNa U3
HOMEHKJIATYphI MOCJIE CBEPKHU €r0 M0 CPOKAM XpPaHEHUS B IIEPEUHE.

JUist ydyera JOKYMEHTOB OIPEAENIEHHBIX KaTeropuil J1ed IMOCTOSHHOTO H
BpeMeHHoro (cBbitne 10 yieT) XpaHeHUs], yU4eT KOTOPBIX BBI3BIBACTCS CHEIHM(PHUKON
JTaHHOW JOKyMEHTalu! (JIMYHbIE /1ena, 0c000 IEHHBIE), COCTABISETCS BHYTPCHHSIS
OIHCH JJOKYMEHTOB JIefIa.

BHyTpeHHIOI0 0nUCh HEOOXOIUMO TAaKKE COCTABJIATh B J€JIaX MMOCTOSHHOTO
1 BpeMeHHOro (cBbime 10 set) xpaneHwus, cOpPMUPOBAHHBIX 110 PASHOBHIHOCTSIM
JOKYMEHTOB, 3arojOBKH KOTOPBIX HE pPacKphIBalOT KOHKPETHOE COJEpKaHUE
JOKYMEHTOB.

BHyTpeHHSs1 OIKCh COCTaBISETCA HA OTJAEIBHOM JINCTE MO YCTaHOBJIEHHOU
dopme, KOTOpasi COAEPKUT CBEACHUS O MOPSAKOBBIX HOMEpax JOKYMEHTOB J€fa,
UX WHAEKCaxX, JaTax, 3arojloBKax M HOMEpax JHCTOB Jella, Ha KOTOPBIX
PACIIOI0KEH KaXKIbIM JOKYMEHT.

K BHyTpeHHEN oOmMcH Jena COCTAaBISAETCS WTOroBas 3alUCh, B KOTOPOU
yKa3bIBaeTcsl HU(PpaMH U MPOMUCHI0 KOJIMYECTBO BKIIFOUEHHBIX B HEE IOKYMEHTOB
Y KOJIMYECTBO JIMCTOB BHYTPEHHEN OMUCH.

BHyTpeHHSII ONUCh MOJNUCHIBAETCS €€ COCTAaBUTENEM C YKa3aHUeM
JOJHKHOCTH, MOANUCH, pacIIM(pPOBKU MOANNCH U HYMEPYETCS B A€J€ OTIEINIBHO.

10.XpaHeHne M YHUYTOKeHHE JOKYMEHTOB.

JloxyMeHTHI (fena) ¢ MOMEHTa co3aaHus (MoaydYeHHs) Win GOPMHUPOBAHHS
XPaHSTCS B OpraHU3alliy JI0 Tepeau apXUBHOMY YUPEKICHUIO.

PykoBoauTens 00pa3oBaTeIbHONW OpraHU3AIMK U CIIEIUATLHO Ha3HAYCHHOE
nvno (Jura) o0s13aHbl 00ECIICeYNTh XPAaHEHUE JJOKYMEHTOB H JIET.

Jlena MOKHBI XpaHUTHCS B BEPTUKAILHOM IMOJI0KEHUHU B MTKadax, KOTOphIC
3akpbIBatoTcs. Ha kopemkax 000kKeK JeN yKa3bIBaloTCs HoMepa Jied.

Brimaua nmen BO BpeMEHHOE IMOJIb30BaHUE paOOTHUKAM 00pa3oBaTEIbHOU
OpraHM3aIMH OCYIIECTBISIETCA C YCTHOTO Pa3pelieHus ero PyKOBOAMTENS, a Ipy-
TUM VUPEXKICHUSIM - C €ro IUCBMEHHOTO pa3pemieHus. Ha BbImaHHOE €110
COCTaBIISIETCSl KapTOYKa - 3aMEHHTENIh. B KapTOuke yKa3bIBalOTCS HOMEp Jela,
3arojIOBOK Jefia, JaTa ero BbIIadW, JIMI0, KOTOPOMY JEN0 BBIJAHO, JlaTa €ro
BO3BpaTa, MOAIKCH JIUII, KOTOPHIC BHIIATH U IPUHSIIN JEJIO.

[IpenocraBnenue aen BO BPEMEHHOE IMOJIb30BAHUWE OCYIIECTBIISIETCS HE
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0oJIee UeM Ha OJUH MECHII.

N3bsATHE AOKYMEHTOB W3 Jeia IOCTOSHHOTO XpaHEHHWs 3ampemaercsa. B
VCKIIFOUUTENBHBIX CIIy4dasgX H3BbATHE JIOKYMEHTOB JONYCKAETCS C pa3pelICHUS
PYKOBOJUTENST 00pa30BaTEIbHOM OpraHU3alMi C 005A3aTelIbHBIM OCTABICHUEM B
JIeJie 3aBEPEHHBIX JIOJKHBIM 00pa3oM KOMHH.

Ilocne OxkOHYaHUS CpOKa XpaHEHUS AOKYMEHTOB, KOTOpPBIE HE IOJJIEXKAT
neperaye apXMBHBIM  YUPEXKIACHUSAM, JOKYMEHTHl CIUCBHIBAIOTCA KOMMCCHEN
oOpa3oBaTeNbHOM  OpraHu3allid 1O MPOBEACHUIO JKCHEPTU3bl  I[EHHOCTH
JOKYMEHTOB, KOTOPYIO Ha3Ha4yaeT pyKOBOJAUTEIb 00pa30BaTEIbHON OpraHu3alluu.
Ha  cnucaHHyr0  JOKYMEHTAalMI0  JKCIEpTHAas  KOMHCCHS ~ COCTaBIISIET
COOTBETCTBYIOIIUH aKT.

CnucaHHast JOKYMEHTalUsl YHUUTOXKAETCS.
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[Tpunoxenue 1

K MHCTpYKIIMH 110 ASIONPOU3BOACTBY
B MBOY «boranmnueckas mkoJsa»

dopma KypHaJIa y4yeTa nevyareil 1 IITAMIOB
00pa3oBaTeJIbHOM OPraHU3alun

PesynesTaTh
HamMeHOBaHMNE . OrTHCK nevar
HamMeHOBaHMe exeromgHoun .
nonpasnesnenn |[loagnuce, OrMeTka 06 |em
nevarn OTTHNCck NIPOBEPKN
s, yIOocToBepsioa yHUYTOXEeHMH | ( IWwTaMIoB)
(wramna), mHNLM |neuaTH HannMumsi
N oo HOOJIXHOCTB s . ) LIst [lpuMeuvaHmne
aTop Bakasa, mwTaMra nevaren
noJyyydyaTeJsisi ¥ |[IoJNydeHue, mna HOMEp YHUUTOXEHUS,
JaTa M[NOCTYyIJIeHM |) M WTaMIIOB,
bamunnus Ta aKTa M pgaTa | para
s maTa Hnpoeep
nojyrydaresst L BOBBpaTa
1 2 3 4 5 6 7 8 9

Ipumepnas ¢popma Kuuru/ skypHajia perucTpanuu NpuKazoB
00pa3oBaTe/IbHON OPraHu3alMHu.

I1o ocHOBHO 1eITEJLHOCTH

Ne Aata Homep
Conep:xxanue Hcnonnuresanb
n/m npukaza
npukasa
1 25.08. 74-0 O npoBeICHNH KOMIUICKTOBaHUS PUO
2022 MeJarOTHYECKUX KaJPOB




ITo xagpoBBIM BOIIpPOCaAM
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Ne

u/n Hdara npuka3a | Homep npuxasa Bun npukasa ®UO coTpyaHuka OcHoBaHue
T Ne 25 ot
1 14.10.22 77-K [Tpuem OUO 14.10.2022
I10 KOHTHHI'€HTY 00y4YAKOLIUXCH
Ne JlaTta npukasa Howmep Bua npukasa DU obOyuaromerocst OcHoBaHue
n/n P NMpHKa3a AP yHarom
3asBIEHUE POIUTEICH
1 28.09.2022 35-Y 3ayucieHue )41 ot 27.09.2022
Ne 46
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[Mpunoxenune 2
K MHCTpyKIMH 1O IEJIONPOU3BOACTBY
B MBOY «borannueckas nkosay

Ipumepnas ¢popma Kuuru/ s;kypHajia perucTpanuu pacnopsizKeHuii
o0pa3oBaTe/IbHOI OpraHu3aum.

No ni/u Hara Homep ConenKANNe K10 mOLIHca Cpok ucnosnenusi| Ormerka 00
B PaCHOPSIZKEHUS | PACTIOPSKEHU Aep A UCIIOJTHEHUU
®.1O. O noe3ae yyaumxcs Crar ¢
1 20.10.22 37-P o 3KCKH Zmom 22.10.22 KOHTPOIS
P 22.10.22
IIpumepnas ¢popma Kuuru/ xxypHajia perucTpanuu npoToKojaoB
0o0pa3oBaTe/IbHOM OPraHU3alHH.
Nen/m | Ne mporokona [ara ero IoBecTka AHA

perucrpanuu
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[Tpunoxenue 3
K MHCTpyKIIMM TIO 1€JIONPOU3BOICTBY
B MBOY «borannueckas mkoia»

IIpumepHas (popMa perucTpaAaMOHHOIO KYPHAJIA BXOASIIUX JOKYMEHTOB
o0pa3oBaTeIbHOW OPraHN3aNuu

Jara nocrynienus Pe3osonus nin
Ne ni/m A0KyMeHTa/ Jara u Homep Kparkoe conep:xanue KOMY HanpasJieH OtMmeTka 00
BXOJSAIMI HOMep JOKYMEHTA, JOKYMEHT HCTOJTHEHHH
NPHCBOEHHBII Koppecnonpent (moanuce,
aBTOPOM ya0CTOBepsoLast
noJiyueHue)
1 2 3 4 5 6 7

IIpuMmepHas popMa perucTpaluOHHOIO KYPHAJIA UCXOASIINUX JOKYMEHTOB

o0pa3oBaTe/IbHOI OpPraHu3alunu
HNaTa u HOMEep

PerucTpar, OOKYMEHTa, Ha
Ne ara MOHHBIN KpaTkoe KOTOPEHIA
A AnpecaT P P McnionHNTENE
o/ o [mOKYyMeHTa | HoMep comepxaHue maeTcssi oTBeT
oDOKyMeHTa
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[Ipunoxenue 4
K MHCTpyKLIMM 110 A€IONPOU3BOACTBY
B MBOYVY «borannueckas IIKoJIa

HNPUMEPHAA HOMEHKJIATYPA JIEJI
OBPA3OBATEJIBHOU OPTTAHU3 AN

Oo01eodpasoBaTeIbHOE YUpPEKICHHE

Cpoxk
XpaHeHNsI
KonnuecTB
HUupex nena (TomMa,
Baronoeok gmena o
c vacTn) NpuMmeuanue
( roMa, wacTn) nen .
nena u N craren
( ToMoB)
no
IlepeuHio
1 2 3 4 5
0l1. PyxomoacTeBO ( KaHUeNsIpHs)
HopMaTHBHEE [IPaBOBHE AKTH Io
OPTaHOB, OCYIIECTBJISLINUX MMHOBAaHUA
yhnpaeJjieHre B coepe HanoBHOCTH
01- 01 |o6pazoBanus, n. «6» cT. |3aBenmenHo
perJylaMeHTUpyoIue 3, 1. «b6»
obpa30BaTEeJIbHEE cr. 4 TI
OTHOWeHnd. Komnum 2019
[TocTogHHO |[Ilocaie
01-02 |[YcTas 0O cT. 28 TI |3aMeHH
2019 HOBBIM
o
CBUIOeTeJsIbCTBO O MMHOBAHUS
[lepexonduee
01- 03 |nocTaHOBKE Ha ydeT B HaJoBHOCTH,
c 2012
HajioroBoMm opradHe (MHH) cT. 24 TI
2019
CBUIOEeTEeJIbCTBO O BHECEHUU HOCTOARHO Ilepexonmduee
01-04 3anicm 5 ETPIOJI cr. 24 TI | }2?012H .
2019
ToxymenTel ( ZOTOBOP, TIo
KOHTPAaKT, CBUIETEJILCTBA)
JIMKBUIALNNA
Ha NpaBO ONepaTMBHOTO [lepexonsamee
01-05 IpaBJIeHMda MMYLeCTBOM, Ha epramsaniin) . 5012
i zBo HOHBBOBZHMH , cr. 93 TII
P 2019
3eMeJIbHEIM y4YaCTKOM
JIMLIEH3UM M NPUIJIOXEHMUS K S5 ner Hocne
01- 06 H P cr. 55 TII |npexkpamenus
HUM o
2019 nemcTeusa

JIMITEH3UN
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[lepexonpdaumee
c 2018
o
JIMKBUIOALNN
CBUIOeTeJIbCTBO O
- opranmzauuu |Illepexonsaiee
01- 07 |rocymapcTBEeHHOM
aKKpeOouTalmumn ’ c 2018
peraTan cr. 61 TII
2019
CaHMTapHO-
ANUOEMUOJIOTNYEECKOE
22K2§§Z:¥2n:z I0 S yer, OIK [lepexondaumee
01-08 |°°F Y cr. 429 Tr | CPSXOAAM
OeATEeJIbHOCTL, CaHUTAPHO- 2019 c 2018
SNUIEMUOJIOTUYECKOS
3aKJIOYEHMEe Ha MeIMLMHCKY
0EeATEeJIbHOCTE
TocymapcTeeHHOe/ HOCTOARHO
01-09 M H;ﬂMiaﬂbHoe 3amaHmne . «O» cr.
YHEAL a 198 TI 2019
OTyeT O BHIIOJIHEHUU [TOCTOSHHO
01- 10 |rocymapcreenHoro/ MyHULMIA II. «a» CT.
JILHOTO 3amaHud 211 T 2019
[TOCTOSHHO Tepexonamee
01-11 |IOporpamma pas3BuUTHUS cr. 193 TO P AAM
c 2020
2019
IIPOTOKOJIEL KOJLJIEI'MaJlb HEIX HocToaHHO
01-12 OpPaHOB II. «B» CT.
P 18 T 2019
[IPOTOKOJIEI COBEIAHUM I[IPU HoCTOAHHO
01-13 i KT ODE o P II. «e» CT.
AP b 18 Tm 2019
[IPOTOKOJIEL OBUMX COOPaHUM HOCTOARHO
01-14 §6OTHMKOB H P II. <«X» CT.
P 18 Tm 2019
[IpukasE 10 OCHOBHOM HOCTOARHO
01-15 ZHT@HBHOCTM II. «a» CT.
A 19 Tm 2019
Kuural xypHasn perucTrpalumu [TocTOAHHO
01- 16 |mpwkaszsoB MO OCHOBHOU . «a» CT.
OeATeNLHOCTH 182 TII 2019
Ipukasel 10 KOHTUHIEHT HoCTOARHO
01-17 og ARG k4 II. «a» CT.
yRan 19 TI 2019
Kumral xypHasa perucTpaumnn [locTOAHHO
01- 18 |nmprka30B MO KOHTUMHIEHTY 1. «a» CT.
0ByYanlMXCA 182 T 2019
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lpukasel/ pacrHopaXeHMs IIO 5 gjer
01-19 |amMuHMCTPATUBHO- n. «6» cm.
XO3AMCTBEHHEIM BOINIPOCAaM 19 To 2019
Kuural xypHajn perucrpaLmu
npukas3os/ pacrnopAaXeHn 10 5 mner
01- 20 |amMMHMUCTPATUBHO- II. «B» CT.
XO3ANCTBEHHOM 182 T 2019
IeAaTeJIbHOCTH
JlokaJIbHEIE HOPMAaTUBHEE HlocToamHo
01-21 cr. 8 TII
AKTHE 10 OCHOBHEIM BOIPOCAaM 2019
JOKYMEHTELl O IIpOBepkKax 10 e
01-22 |(axTs, cnpaex, cr. 141 T
rnepenmucka) opraHamm 2019
rockouTpossa (Hamzopa)
MHCTPYKLMA IO [locTtoauuo |llocrse
01-23 e OIPONEBONCTEY cr. 28 TII |3aMeHH
2019 HOBBLIMU
[locToaunHO |CTPYKTYPHEX
01- 24 |HomenkmyaTypa nes cr. 157 TI |nonmpasnesieu
2019 un — 3 rToma
ObpaweHmsda I'paxIaH U 5 jer 20K
01- 25 |mepenmucka mo ux cr. 154 TO
PacCcMOTPEHMO 2019
XypHan permcrpaumnm 5 ner
01- 26 OEPALCHIE TDAK AL II. «e» CT.
batl paxd 182 Tm 2019
o
XypHan ydeTa BHIOAUU JVKBV AN
01-27 rnedaTter ¥ WTaMIIOB cpranysatin
cr. 163 T
2019
[Tpn
OTCYTCTBUMU
KHUT,
AKTHE YHUUTOXEHMI [eyaTen 3 roma HYPHATIOB,
01-28 cr. 164 TII |oTTHCKOB U
Y LWTaMIOB
2019 CJIENIKOB —
o
JIMKBUOALNN
OpraHM3aLnn
XypHay permucrpauum S net
01-29 EXOTAMAX HOKYMEHTOE II. «I'» CT.
182 T 2019
01- 30 XypHain permucrpaumum 5 ner

NCXomalrMX IOOKYMEHTOB

II. «I'» CT.
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182 TII 2019
[IyOaMUHEIM IOokJlal O paborTe HOCTOAHHO
01-31 MZOHH A AoP cr. 209 TII
2019
I[IoCTOSHHO
01- 32 [OTueT 0 camooBCyenoBaHUM ct. 209 TIO
2019
[IOCTOSHHO
01- 33 |[Tomoeoit njaH pPaboOTH WKOJIL TQB«a» cT
TII 2019
o
OnepaTWBHEE T1JIAHB MMHOBAHUS
01- 34 |(xBapTasibHLE, MECHUHEHE) HanoOHOCTH
Pad®oTH MKOJIBL cr. 201 TI
2019
01-35 |[<...>

02. Ob6pasorBaTenbHast OesITEJIBLHOCTDL

OBpaszsoBaTEJIBHEE NPOI'PaMMEL

o =aMeHH

[lepexonAduee

02- 01 |wkoJiEl IO YPOBHAM OBWETO HOBBIMU
c 2017 rogma
oBbpasoBaHus cr. 271 1M
O 3aMeHEL
HOIIOJIHUTeJIb HEIE [lepexonpdauee
02-02 obpasoBaTesibHEE IPOTPAMMEL HOBENMA c 2020 rogpa
P pPorp cr. 271 IMI
[IpOTOKOJIEL 3acenaHuUn [TocTOAHHO
02- 03 |memarornueckoro coBeTa u II. «I» CT.
IOOKYMEHTE K HMUM 18 T 2019
02- 04 KHMTa ydyeTa NPOTOKOJIOB 10 ser
nemarormyeckoro CoBeTa cr. 335 IIMII
OKYMEHTEl 10 aHalu3y U
02-05 iOHZ o 06 aBOBaTeinOﬁ HOCTOARHO,
P P cr. 316 mMI
IesaTeJIbHOCTU
[IpOTOKOJIEL 3aCenaHuUM
CoBeTa pPoIOuTeJieM
02- 06 (poouTenbCcKkOro KOMMTETA) [IOCTOSHHO,
u moxkyMmeHTel ( cripaBku, cT. 324 IIMI
IOKJame, WHboOpMaLUM) K
HYM
IIocTOSAHHO,
ecyM mKoJa
02-07 [IPOTOKOJIEL 3acelaHun 3 roxma cmaeT
3K3aMEHAaLMOHHEX KOMMUCCUNI cr. 326 IIMII | IOKYMEHTE
Ha
TocxXpaHue
02- 08 |VMubopmauus, cBemeHus O 3 rozna




paboTe Tpynn MNPOINJIEHHOIT'O
IHS
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cr. 312 IMI

02-09

KHura yueTa BbIIAYU
MermaJieM yudallMMCsa MKOJI

50 ser
cr. 319 IMI

02-10

Kaura yuera OJAHKOB U
BHIIAUM ATTECTATOB
(pervcTpauuM BBIAHHBIX
IOOKYMEHTOBR 00
oBpasz0oBaHMN)

50 et
cT. 322 IMI

Kuura yueTa BbBIOAUU

50 ser

02- 11 |moxBaJIbHEIX JIMCTOB U
cr. 320 MO
MOXBAJIbHEIX I'PAMOT
[locTOSHHO,
HoxyMeHTrl ( [JIaHH, ecym WKOoJa
IOKJIAOHEE BalMCKH, 3 rona cmaeT
02-12
Mepenucka) O MNPOBEeISHUM cr. 321 TIMI | 1OKYMEHTH
OTKPBITEHX YPOKOB Ha
ToCXpaHue
[IPOTOKOJIEI POOMUTEJIECKUX
cobpaHuit M OOKYMEHTH K 5 ner
02-13
HuMm ( CripaBxy, HOOKJIAIEL, cr. 324 IMI
uHpopMa L)
OrueTel 0 paboTe coBeTa 3 roma
02-14 .
poouTesien cr. 325 IIMI
02- 15 AnpaBUTHAS KHMUIT'A SalMUCU 50 gner
0BydanlnxCAa cr. 329 IIMI
Mlocuie
OKOHYaHUU

02-16

JIdHEIe OeJjla o0yYarnlMXCsd

3 rozna
ct. 330 IMI

WKOJIEL U TIPU
BEIOBITUM B
OpyITyIio
MKOJIY

02-17

OKB3aMeHalMOHHEIEe OuJieTH

1 ron
ct. 503 M

02-18

OK3aMeHalMOHHEe paboTH
obydamnmmMxcs

1 roxn
ct. 506 TIMII

Ilocyae cpaum
5K23aMEHOB

02-19

KitaccHele XypHAaJIE
( smexTpOHHEBE)

B snexkrponHOM
dhopme Ha rcKe
— 5 ner

cr. 331 MO

H3bsaTeie u3
KJIACCHBIX
KYpHAJIOB
CBOJIHEIE
BEJIOMOCTH
YCIIEBAaEMOCTH —
He MeHee 25 neT

02-20

XypHan ydeTa OPONYyUEHHHX

5 ner
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M 3aMeEleHHEBEIX YPOKOB

cr. 337 IIMI

XypHasn zaHaTUil 1o

5 ner
02-21 OIOJIHUTEJILHOM
A Y cr. 493 IMI
oBpasoBaHUL
XypHaiy TpYyIINnse OPOIJIEHHOTO 5 nert
02-22
OHHA cr. 333 IIMII
02-23 [<...>
03. BocmumraTenbHasi OeSITEJILHOCTDL
[IJIaHEl BOCIIMTATEJIbHEIX 3 roma
03- 01 |MeponpuaTuii U OOKYMEHTH K cr. 194 TIO
HUM 2019
[lepenncka O BONPOCaM
03- 02 |mpodbopuenTaumm, TPYOOBOTO 3 rona
’ ct. 345 1M
OBy4deHUsa M BOCIOMUTAHUA
I[lepenmucka Cc opraHamm
CMET@MH I O@MiaKTMKM " 5 nmer, SIK
03-03 fesHan30 §OCTM ce. 70 T
b 2019
HECOBEPIEHHOJIE THUX
[ToCcTOSHHO,
ecnm WKoJa
03- 04 JOKYMEHTE 00 OpTraHU3aLnu 10 ser cmaer
n paboTe Jjarepen cr. 478 IIMII | IOKYyMEHTH
Ha
ToCxXpaHue
JOKYMEHTE O MPOBEISHUN
ONVMIIMAL, BUKTOPWH II0
YUeOHEIM [IpeaMeTaM, Io
03-05 | CMOTPOB, KOHKYPCOB MMHOBAaHUA
XYyIOOXECTBEHHOTO, HaIOoOOHOCTHU
TEeXHUUECKOTO U OPYTHUX cr. 383 IMII
BMUIOB TBOPUYECTBA
LKOJIbHMKOB
o
JOKYMEHTH O BEICTaBKAax
MMHOBAaHUA
03-06 |meTckoro XyIOXEeCTBEHHOTO
U TEXHUUECKOTO TBOpUYECTBa HanobuocTx
cr. 384 1IMI
IIoCcTOSHHO,
ecym wWKoJa
OTueTr, uMHOOPMALUM O
03-07 abore oBmeCTBEeHHBEIX 10 ner cHacT
P 5 . cr. 388 IIMII | OKYyMEHTH
YUEHUUECKMX OpPIraHM3aLmni e
TocXpaHue
03-08 |<...>
04. Merommueckast OesITEILHOCTL
04- 01 |llonoxeHMe O MeTOIMYECKOM [IoCTOAHHO,
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coBeTe II. «a» CT.
34 111 2019
[TosmoxeHsa 06 yueOHO-
MEeTOOUUE CKUX llocToAnHoO,
04-02 obBeIMHEHUAX aboumx o «a» o
g P 34 TI 2019
Tpymnnax
[IPOTOKOJIE 3acenaHum
METOOMUECKOTO COBeTa M [JIOCTOAHHO,
04- 03 |moxymentw ( cripaBky, . «O» CT.
IOoKJame, wWHbopMaLUM) K 18 T 2019
HUM
Tomoeoul mjaH paboTH 5 mer, SIK
04-04 MeionmquKOPOPCOBeTa cr. 200
TII 2019
AHaamM3s pesyJibTaToB ITo
MGTOHMHECKZﬁ aboOTH 5 ner, SIK OIepaTMBHBIM
04- 05 pa cr. 46 TI P
obpasoBaTeybHOM’ 2019 BOIpOCaM -
opTraHM3alun 5 ner
04-06 [<...>
05. Kagpoemoe obecneuenHue
[TprcJiaHHEIE
OIS
[TOCTOSHHO CBeleHUdA
05- 01 |KosjiekTHBHBEI OOTOBOP cr. 386 TI |- mo
2019 MMHOBAHUSA
HangoOHOCTU
ITocae
MCTedUeHnd
JOKYMEHTEl O NPOBEPKAX 3 roma CoOKA
05- 02 |BrIIONIHEHMSA YCIIOBUNI ct. 389 T pu
OercTBMA
KOJJIEKTUMBHOTO IOTOBOPAa 2019
KOJIJIEKTUBHO
TO moTroBoOpa
paBuiia BHYTPEHHETO HOCTOAHHO
05-03 | P yTP cr. 394 TII
TPYOOBOTO pacrnopsanka 2019
llTaTHOE pacOuUcaHue u HOCTOARHO
05-04 MBMeHeHMi K HeM cr. 40 TII
Y 2019
lTaTHEIE PACCTAHOBKU 50/ 75 merm
05- 05 |(mTaTHO- CIMCOUHEIL COCTAaB cr. 42 TI
PaboOTHUKOB) 2019
JOJIKHOCTHEIE MHCTPYKLUNU 50/ 75 net
05- 06 260 cr. 443 TII

PaboOTHUKOB

2019




[IpUKa3L [0 JIMUHOMY
cocrary (npuewm,
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rnepemenieHne, CoOBMeElleHuE,
rnepeBoi, YBOJIbHEHUE,
arrecTanms, 50/ 75
IOTIOJIHUTEJILHOE
05- 07 |mpobeccuronHanbHOE neT? SlK
. «a» CT.
obpasoBaHMe, UIMEHEeHUE 434 T 2019
baMuimm, IOOLPEeHNUH,
HarpaxIeHus, OTIIyCKa [0
yxXonoy 3a pebeHKOM,
oTnycka 6e3 COXpPaHeHMM
3apabOTHOM I1J1aTHL)
06
[IprKas3e OPTaHM3aLWKU 10 J——
JIMUHOMY COCTaBy KOMAHIVPOBK
(exeronHele orJlaUMBAaEMEIE
OTIyCKa, OTIyCcKa B CBHA3MU 5 ner ax
Cc ofByueHmueM, IeXypCTBax, . «BO»- «I'» paboTHNKOB
05-08 3 C BpEIHBIMM
HEe CBSAB3aHHBIX C OCHOBHOU cr. 434 T
( mpodmits HOT) 2019 ()
IeAaTeJIbHOCTBIO, O onacHHMA
KOMaHIVMPOBKAX M CJIYXeOHBIX ZCHOEMHMM
HpoBEpKax —pég/75 jer
[pUkas3bl [0 JIMUHOMY 3 roma
05-09 |cocrary (mrcuMnIVHapPHLE M. «I» CT.
B3LICKAHWA) 434 T 2019
O exeronHO
OTJIaUMBAaEMEI
X OTNYyCKax,
OTIyCKax B
CBA3U C
50/ 75 ner |oByueHuewM,
Kuural xypHayn perucrpauumu SIK
05-10 |mpuxazo0B MO JIUUHOMY ASXypeTRax,
cocrany) o. «6» cT. [He
182 1o 2019 |cBaszanueEx C
OCHOBHOUI
( mpodmnbHO%
)
IeATeJIbHOCT
bIO — 5 JjeT
XypHasl yueTa JIMUHBIX OeJl
PabOTHUKOB JIMUHBEIX eI, SO/QiKneT
05-11 |;MuHEIX KapPTOUEK, TPYIOBHIX &
noroBopoB ( CcirykeOHBIX 223<;£>5319
KOHTPAKTOB)
50/ 75 gyem
SIIK [lepexonpsaumee
05-12 |Jlnunble mesia pPaBOTHUKOB cr. 445 T |c 2021 roma

2019
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TpyIOBBIE NOTOBOPHI, 50/ 75 gem
05- 13 CllyXeOHBEIe KOHTPAaKTH, SIK*
corylameHus o6 ux cr. 435 T
M3MEHEHUN, PaCTOPXEeHUNU 2019
YBeOooMJIeHUSd,
npenyrnpexneHns 3 rona
05-14 [P ! cr. 436 TII
paborHukoB( am)
2019
paboTomaTesieM
50/ 75 gem
05- 15 JIMUuHEIE KapPTOUKU SlK [lepexonsuee
patorumkos (b. T-2) cT. 444 T |c 202 roma
2019
[TOOJIMHHLIE JIMUHBIE o
nokyMeHTH ( TpymoBasd BocTpeborBaH | HeBocTpeboB
05- 16 |xHmxka, OUIJIOMEHL, u4. aHHBIE —
aTTecTaTH, YIOCTOBEPEeHMUd, cr. 449 T |50/ 75 metr*
CBUIETEJIbCTEA) 2019
50/ 75 mem
KHura yueTa OBUXEHMUS L «my om
05-17 |TpynoOBHIX KHMXEK U . )
BKJIQHIIEN B HUX 463 «m» TII
a 2019
lloce
UCTEeUYeHMI
Ccpoka
OelCTBUS
corjlacus
UM ero
Corylacusa Ha 00paboTk 3 roma OT3BIBA
05- 18 P Y cr. 441 TI !
MEePCOHAJIbHEIX [MaHHBIX ecyiM MHoe
2019
He
npenyCcMoTpe
HO
benepasibHEIM
3aKOHOM,
IOTOBOPOM
JoKyMeHTE 00 OCBOOOXIEHUU
OT YIJIATH HAJIOTOB,
NpenoCTaBJIEHUM JIbTOT 5 et
05-19 | P ! cr. 304 T
OTCPOUEeK YIJIATH WU 2019
OoTKaze B HEM IO Hajorau,
cbopam
[IPOTOKOJIEl 3acelaHu,
HSCTaHOBﬂeHMH i e 10 nrew 3MK
05- 20 APy cr. 485 TII
IOKYMEHTE aTTeCTalMOHHBIX
. 2019
KOMMUCCUII
JOKYMEHTEl IO aTTeCTalNH, 5 mner
05- 21 |ompenenenun cr. 484 T
npod®eCCrMOoHaIbHEX U 2019
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JINYHOCTHEIX KadeCTB
PabOTHMKOB

I[OKYMGHTBI O HpOXO)K,JIeHT/H/I
He3aBUCUMOM OlIeHKU

KBaIMdurkaumumu pabOoTHUKOB S ser
05- 22 |unm nui, OpeTeHOyoIMX Ha ct. 488 TII
ocylleCcTBJIEHME 2019
OmpenesIeHHOTO BMrIa
TPYIOOBOM HOeSaTeJIbHOCTHU
1 ron
05- 23 I'padmku npoBeneHMA cr. 490 TII
arTTecTalun '2019
OKYMEHTEL O
ie ZHOHPOTOBK@ u S ner JIIK
05-24 |"°P cr. 491 TII
MNOBHIICHUM KBaIUOUKALUM U 2019
[IepPernonroToBKe pabOTHUKOB
[lepenucka 0O aTrTecTaluM,
MepenoaroToBKe U 3 rona
05- 25 . 499
MOBHIIEHUM KBaIMQUKALUU cr 2019 T
PaboOTHUKOB
[IJ71aH TOBHIIEHUHA 5 ner
05- 26 |xBammbuxaumm cr. 482 TII
nemarorMyeckux paboTHUKOB 2019
JOKYMEHTE O MNpelCTaBJIEeHUU
K HarpaxOeHUn pabOTHUKOB
(npencrasmeHus 5 rner
05-27 |\ PeAcT ! cr. 500 TI
XomaTarcTrea, 2019
XAPaKTEePUCTUKU, BBIIMCKU
U3 pEemeHum u Ip. )
3 roxma
05- 28 |I'padmk oTnyckos cr. 453 TII
2019
TaprdMKALMOHHEE CINCKU 50/ 75 mew
05-29 (BZ oMOCTM) PaBOTHUKOB cr. 400 TI
A P 2019
5 jer 3IK
05- 30 OTueTH PaBOTHUKOB O or 452 TI
KOMaHIMPOBKAX '
P 2019
JOKYMEHTE BEIEHUIO
BOMHCKOTO yuyeTa U 5 ner
05- 31 |BpoHMpoBaHMi TpaxiaH, cr. 457 T
npebeBanIMX B 3arnace 2019
( mmaHer, oTueTh)
JOoKyMEeHTH BeIeHU 5 ner ocue
05- 32 |BomHCKOTO yueTa M cr. 458 T |crHarus c
OPOHMPOBAHUIO TPaXIaH, 2019 yueTa




Hpe@HBaDMMX B 3aliace
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(xapTouku, sauUCTKH,
[OBECTKN)
XypHan (kHMIa) OpPOBEpPOK 5 rer
COCTOAHUA BOMHCKOIO ydyeTa
05- 33 Y cr. 459 TII
¥ OPOHUPOBAHMUSA ITPaxnaH, 2019
npebuBaKnIMX B 3arace
XypHas ydera Jmil, 5 mner
05- 34 |nmomnexammx BOMHCKOMY II. «e» CT.
yuery 463 TII 2019
3agaBKM O HNOTPeOHOCTU B 1 ron
05- 35 |npuBsieueHUr MHOCTPAHHBIX cr. 377 TO
PaboTHUKOB 2019
3adaByeHrd pPa®OTHUKOB O
BhIJaUe IOKYMEHTOB 1 ron
05- 36 v ' cr. 451 TII
CBSA3aHHBIX C paboToym, M UX 2019
KOIUM
05-37 |<...>
06. ByxranTepCkmuit ydeT M OTUYETHOCTH
[TocToaHHO [llocre
[lojloxeHme 0O omnjare Tpyla
06-01 S IOEMADOBANAS DABOTHIKOR [I. «a» CT. |3aMeHH
pemrp P 294TI 2019 |HoBbMMI
T'omoBOM IJlaH QMHAHCOBO- [IOCTOSHHO
06- 02 |xoszamicTBeHHOM II. «a» CT.
OeATeJbHOCTH 247 T 2019
OTUeTH O BHIIOJIHEHWN
[IJIaHOB GMHAHCOBO- [TOCTOSHHO
06- 03 |xo3zamcTBEeHHOMT 1. «a» CT.
IesaTeJIbHOCTY OPTaHM3alNN. 272 T 2019
T'ogoBele
OTUYeTHE O BHITOJIHEHUU
[JIaHOB (QOMHAHCOBO- 5 gsert
06- 04 |xo3zamcTBEeHHOMT n. «6» cm.
OeATeJIbHOCTU OPTaHM3allUA. 272 T 2019
KBapTasnbHbe
HJOKYMEHTE O NpOBEpKax
(axTH, cnpabBxy, 5 ner
06- 05 |nmepenmcka) ouHaHCOBO- cT. 282 TO
XOBANCTBEHHOM! 2019
IeAaTeJIbHOCTH
T'omorasa OyxrajTepckKad HocTOAHHO
06-06 | >nono” Y P cr. 268 TI
2019
TomoBada OwIXeTHas 5 ner
06-07 | °* s

OTUETHOCTDb

II. «a» CT.
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269 TII 2019
IIpn
[IpOMEXYy TOUHLE 5 et oScyTCTBMM
06- 08 OyXTrajTepCKre OTUeTHl L. «G» CT. TOOOBBIX—
269 T 2019
[IOCTOSAHHO
g TomoBoOM
AYyINTOPCKME SBaKJIOUEHUS II0 5 et OyxranTepcx
06-09 ByXTajTepCKOV OTUETHOCTU cr. 286 TI ot
2019 OTUETHOCTU
- TOCTOSHHO
TomoBEIE M KBapTAaJibHEE 50/ 75 neTs
06- 10 |pacueTs MO CTPaAXOBEM cr. 308 TI
B3HOCAaM 2019
50/ 75 merm
06- 11 |Inuessle cueTa PaBOTHUKOB SIS
cr. 296 TII
2019
JOKYMEHTE O MOJIYUEeHUN .
zapaborHoM niyaTe ( CBOIHEBE pu
6 ser OTCYTCTBUMU
06- 12 |PacHeTHEE (pacuerso- cr. 295 TI |nuueswix
[JIaTexXHbEe) BEIOMOCTH,
pacyeTHLe JIMCTH, 2019 caeros -
IIOBEPEHHOCTMN) S0/ 75 new
ToxkyMeHTE ( KONMM OTYETOR,
3a4aBJIEHUH, CIOUCKM
PabOTHUKOB, CIPaBKH,
BHIIIMCKM U3 MNPOTOKOJIOB, 5 ner
06- 13 |zakjwoueHus, epenmucka) o cT. 298 T
BHILJIATE [IOCOOMI, OoIJjare 2019
JIMCTKOB
HETPYLOCIOCODOHOCTH,
MaTepMaJibHOM I1OMOUIN
[Ipu
OTCYTCTBUMU
JIULIE BEIX
CnpaBKM O OOXOIax u 5 ner CUETOB WU
06- 14 |cymmax Hasora QU3MYUECKUX cr. 312 TI |BemomocTemn
JINLL 2019 HaUMCIJICHNA
3apaboTHOM
MJlaThl —
50/ 75 sert
VICIIOJIHUTEJIbHEIE JIMCTHL 110 5 ner
06- 15 |ymepxaHun m3 3apaboTHOMI cr. 299 TI Hocue
I1J18 TEL 2019 MCHOJHERNA
IIpmn
Tabenn M XypHaJkl ydeTa 5 new TEXSHHX
06- 16 cr. 402 TI ’
pabouero BpEMEHU 2019 BPEOHEIX U

OIIaCHEIX
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YCIJIOBUSAX
Tpyoa -
50/ 75 ser
Hamnoroerle mekJjapalumm 5 mer 31K
06-17 |[(pacueTr) 0O BCEM BuIaM cr. 310 TO
HAJIOTOB 2019
5 5 ser
06-18 |2 OXYMenTH O cr. 321 TI
pUsaLuM aKTUBOB 2019
JoxyMeHTE OO S5 jetr [Tpn ycrmoBmuM
06- 19 |mHBeHTapM3aLUM TOBAPHO- cr. 321 TII |npoBemeHus
MaTeprasbHEX I[[€HHOCTEN 2019 IPOBEPKU
llocue
JOKYMEHTE O IIepeOoleHKe
OCHOBHHEX (GOHIOB, 5 gser BEIOBITIA
06- 20 |ompemeneHun amMoOpPTU3ALUU cr. 323 T |OCHOBREX
OCHOBHHX CPEICTB, OLleHKE 2019 CheRcTB M
CTOMMOCTM MMylleCTBa HeMaTeprats
HEIX aKTUBOB
Mlocuie
) 5 rem YBOJIbHEHUA
06- 21 g;;ZizgieiHﬁizipmaﬂbHom cr. 279 TI ¥aTepmaano
2019
OTBETCTBEHH
oro Juia
HJOTOBOPEL I'PaXIaHCKO-
NpaBOBOTO XapakKTepa o
BHIMIOJIHEHUM PaboT, 50/ 75 nems
06- 22 |okasaHuu yciayr cr. 301 TI
dUBHMUECKMMU JIMLIAMM, aKTH 2019
Ccoauu- MPUEMKM BHIITOJIHEHHBIX
paboT, OKaz3aHHEIX YCJIyID
[Tocre
IHOTOBOPEL C POOUTEJIAMU 5 ser BIK |ucreueHusa
06- 23 |( zaxoHHBMU cr. 11 TO |cpoka
NpeInCcTaBUTEeJIAMA) 2019 IemCcTBUSA
moroBopa
. 5 ner Tocye
06- 24 lOXYMEHTEL YISTHON cr. 267 TI |3aMeHH
MOJIUTUKU
2019 HOBLIMM
[lepBUUHEIE yUeTHEE [lpy ycioBun
OOKYMEHTE M CBSA3aHHHE C NpoBeIeHus
HYMM ONpPaBaTesibHbEe IPOBEPKU,
nokyMeHTH ( KacCOBHE 5 ner npu
06- 25 |moxyMEHTEI M KHMIM, cr. 277 TII |BOSHMKHOBEH
OAaHKOBCKME IOKYMEHTEH], 2019 UM CIIOPOB,
KOPEIKM MEeHEXHBX UEeKOBBIX PasHOTJIaCHUM
KHUXEK, opIepa, Tadesn, COXPaHAKnTCH

m3BeleHuss O0aHKOB U

O TMPMHATUA




rIepeBOOHEIE Tpe@OBaHMH,
AKTEI O IIpMeMe, cIoade U
CIIMCaHuM rMyumecTBa U
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peuneHrMAa I10
ey

MaTepuasioB, KBUTAHLINHA,
HaKJIaOHBIE, aBaHCOBHIE
OTUETHl, [epenncKa)
[lepedyeHb JIML, MMEKIUX 5 gner ITocae
06- 26 |nmpaBo nmomnMcU MNEPBUYHBIX ct. 280 THO |3ameHH
YUETHHX INOKYMEHTOB 2019 HOBLIMM
[locre
JOKYMEHTH O B3aMMHBIX 5 ner NpoBeIeHus
06- 27 cr. 264 TII
pacueTax u IepepacueTax 2019 B3auMopacue
Ta
5 nert
06- 28 |KHura yueTa NOBEPEHHOCTEM M. «I» CT.
292 T 2019
5 ner
06- 29 |Cuera- bakTyphs cr. 317 TO
2019
o
XypHas yuyeTa OCHOBHEIX JMKBTRANT
06-30 |*YP Y OpTraHM3aLnmn
cpencTs
. «a» CT.
329 11 2019
XypHall ydyeTa MaTepMalibHEX 5 ner
06- 31 |[uenHOCTEM M MHOTO . «B» cm.
MMyLIeCTBa 329 1o 2019
Ilocae
KHura yueTa NOPUXOIHO- 5 ser
CIIMCaHUs
06- 32 |pacxomHEIX MaTEpPMaios, cr. 526 T
MaTepPMaslbHb
oBbopynoOBaHUS 2019 -
X LEeHHOoCTel
[JoJloXeHre O BaKyllKe HOCTOARHO
06- 33 Y cr. 217 TII
TOBApPOB, paboT, yCayT 2019
3 roma
06- 34 |llnau- rpadmk 3aKyrnok cr. 218 TII
2019
3 roma
06- 35 |[JoxyMeHTE IO BakKyllKaM cr. 219-223
TI1 2019
[locre
5 mner 3IK |ucreueHusa
06- 36 |MyuuuMNasbHEE KOHTPAKTEL cT. 224 TO |cpoka
2019 OenCcTBMUA
KOHTpAaKTa
06- 37 |llepenmcka 1o 3 rona
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OCYIEeCTBJIEHUD BaKyIOK IJid cT. 229 TI
HYXII OpPTaHM3aluUM 2019
XypHan permcrpaumm 3adBOK 3 rona
06-38 |"P b pat cr. 227 TI
Ha y4acTue B BaKyllKax 2019
Ilepenmucka IO BOIpOCaM 5 mer SIIK
06-39 | P P cr. 290 TII
OKa3aHMUA IUJIATHHX YCJIYyTD 2019
HJOKYMEHTEI O IIOCTaBKe 3 rona
06- 40 |MaTepnanos ( cupba), ) cr 511 To
OBOpPYyLOBAHUSA U IOPyI'on 2019
NPOOy KLU
[lpeMo- COaTOUHEIE AaKTHI,
COCTAaBJIEHHLHE IIPY CMEHE 15 nem
06- 41 |HOTHHOCTHEE, cT. 44 TI
OTBETCTBEHHEIX, 2019
MaTepuabHO- OTBETCTBEHHEX
JINLL
06-42 [<...>
07. Bubmmorexa
[IOCTOSHHO
07-01 |[Mlonnoxenue o BubIMoOTEKE II. «a» CT.
33 T 2019
VHBeHTapHasad KHuIa HOCTOARHO
07-02 pra ! cr. 330 TII
andaBUTHEM KaTaJior 2019
o
S T e
07-03 MH@opMa MOHHOEO dboHIma Cnbamorexn
prat A cr. 366 TII
OUMOINOTEKMU 2019
AKTE CHOMCAHMA KHUT U 5 ner Hocne
07-04 . cr. 365 TI |crnenyomen
NepPrOOUUYECKUX M3OaHUNA
2019 MPOBEPKM
HJOKYMEHTEI O [NOOI'OTOBKE U 5 jer 3IK
07- 05 |mpoBemeHuM BHICTABOK, cT. 368 TII
APMAapOoOK, MNpe3eHTalui 2019
07-06 |<...>
08. Apxue
[TonmoxeHMre o060 apxuBe, 00 HOCTOARHO
08-01 . P ! II. «a» CT.
SKCIEPTHOM KOMMCCUMU 33 T 2019
II
08- 02 |YuerTHBEe OOKYMEHTH apXuBa OCTOAHRHO

crt. 171 TO
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2019
[TocTOAHHO HeyrBepxner
Onmcu pmeJi IIOCTOAHHOTO HEle — IO
08-03 XpaHeHUus L «@» CT | nosanus
172 1o 2019
HagobHOCTHU
HeyrBepxneH
HEIE,
Oonucy meJsi o JIMUHOMY 50/75 ner HecoIJlacoea
08-04 cocrasy n. «6» cm. aHbe - 1O
172 1o 2019
MUHOBAaHMSA
HanoOHOCTHU
3 rona Mlocuie
Onucu meJsl BPEMEHHOTO
08- 05 (ceeme 10 ner) xpasenus II. «B» CT. |YHUUTOXESHMSA
172 1o 2019 |men
[locre
BO3BpPAlleHUA
OOKYMEHTOB.
I aKkTOB
JOKYMEHTH ydyeTa BHIAuM 3 roxna BHIIAUNM OEJI
08-06 |mes, HOOKYMEHTOB BO ct. 175 TI |BO
BpEeMEeHHOEe I10JIb30BaHue 2019 BpeMeHHOe
[OJIb30BaHUE
IpyTVM
opraHn3aLmsa
M - 5 JeT
[Tocrie
BO3BpaAlleHUI
OOKYMEHTOB.
[Tpu
HeBO3BpalleH
3 rona
08- 07 JOKYMEHTH BEIEMKU IeJl, cr 176 To |74 -
OOKYMEHTOB 2019 PO TOKOJIBL,
AKTE
BKJIOUAKTC A
B IIeJIO
boHma -
IOCTOSHHO
Konmmy apxXMBHEIX CIIPAaBOK,
BEIIAHHBIE IO 3alpocam 5 ser 20K
08- 08 |rpaxmaH, IOOKYMEHTHE K HUM cr. 178 TII
( zaaBienusa, 3anpock, 2019
CNpaBKM, [EpPEenmucKa)
XypHasel, ©Gas3b JaHHBX 5 e
08-09 |YH¥eTa BHHNAuM APXMEBHEHX cr. 177 TO
CIPaBOK, KOIMM, BHIIUCOK 2019
U3 OOKYMEHTOB
08- 10 TIlorosopu ( coryamenuda) c 5 jrer BIK |Iocie
APXVIBHBEIMU yUpPEXIeHVIMMA, cr. 179 TIO |ucreueHuda




64

VHBIMM OPTAaHU3ALUSAMU O 2019 cpoka
B3auMMOIENCTBUN U IeViCTBUSA
COoTpyIOHUUYeCcTBe B chepe OIOTOBOPAa
APXUBHOTO mejla U
IeJIoNPOM3BOICTBA
08-11 [<...>
09. MegmgmumHCKOE OBCIHYyXMBaHME
[TocTOAHHO?
[IoJjioXeHMe O MEeOMLIMHCKOM
09-01 S 1oKe II. «a» CT.
33 TI1 2019
09- 02 MeIMUMHCKME KapPTH S JserT
0ByUYanlnxCsa cr. 441 1IMI
SaKJIOUUTETb
HElE aKTEH
Me OULIMHCKMX
OCMOTPOB
PabOTHUKOB,
3 rona
09- 03 JOKYMEHTE O MEeIULIMHCKNX o 635 T |EBEMOTHALIMX
ocMoTpax 2019 paboTH C
Bpe IHBIMMA,
OTlaCHBIMU
Y CIJIOBUAMU
Tpyoa -
50/ 75 sert
[Tocrie
JoroBOp O GMHAHCOBOM 5 ner UCTeueHuns
09- 04 |obBecneuenun 06g3aTEJBEHOTO cT. 627 THO |cpoka
MEOVLMHCKOTO CTPaxoBaHMUS 2019 oemncremus
moroBopa
09- 05 JOKYMEHTE O MEeIMLMHCKOM 5 ner
OBCIIYyXUBaHNUU cT. 369 IIMII
09-06 |<...>

10. ImmueBriox

[TocTOAHHO
[lojoxeHme 0O opraHM3alUMn
10-01 NVTaHMA OOYYallMXCsa WKOJIE L. «a» cr
Y " 33 T 2019
IIoJIOXeHMe O BpakKepaxHol [IocTOAHHO
10-02 KOMMCCUU MKOHS F . «a» CcT
33 1 2019
OTueTH, WMHOOPMALIUH,
bopmar; 1 ron

10- 03 |cnpaBxu 06 opraHmM3alUMU
NUTaHUA

cT. 362 IIMI

YTBEepXIOeHHEE HOPMEL
10- 04 |ouTaHMa IJjiS WKOJILHUKOB
( meH©)

I3H
ct. 839 M
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ToxyMmeHTr ( cepTudura T, 5 ner
a , PpekJaMma :
10- 05 |25 PerAaManan cr. 513 T
3aKJIOUEHUs, CIPaBKM) O
2019
KaueCTBe CHPbS
HakonuresbHad BEeIOMOCTDb 5 ner
10- 06 |mo pacxomy NPOOYKTOB cr. 276 T
IMTaHUA 2019
AKTE 10 Opakepaxy,
OpPaKOBOUHBEIE M3BEIEHNU,
10- 07 |medpexTHEHE BEIOMOCTU U 3 roma
cT. 787 IIMII
[lepennucka O BHOPAaKOBKE
NPOOY KLU
XypHaJy nocTaBKM OMIIEBOM 3 rona
10- 08 Hyi o H cr. 787 TI
ponyn 2019
1 ron
10- 09 |KoMOJIexTOBOUHEE BEIOMOCTMU ct. 512 TIO
2019
IoxyMeHTE ( pacrnopsaxeHmus,
TpeboBaHMA, HaKﬂaﬂHHe) o]} 5 ner
10- 10 |oTnycke ToOBaAapoOB CO cr. 518 T
CKJIAIOB U OTIPY3Ke 2019
NPOOYKLU
XypHasel Opakepaxa IUIleBEX
10- 11 |noponykToB M KyJIMHAPHOM 1 rom
b b cr. 967 TIMI
NPOOY KLU
XypHan yuera
TEeMIIepaTypPHOTO pexuMa B 1 ronm
10-12
XOJIOOMIIBHOM OBOPYIOBAHUU cr. 967 IIMII
(Ha mumebroke)
XypHas npoBeneHud
10- 13 |BuTaMMHMBALUNM TPEeTbBUX U 1 roxn
b cr. 967 MO
cJamkmx OJiond
10- 14 | Texuomormueckue KapThH flo samens [lepexonaume
HOBBIMU
c 2019 roma
10- 15 TUTUEHNUYECKNI XypPHAaJ 1 ron
( corpynumkm) cr. 967 IIMII
KypHayn yueTa TeMIepaTypsl
10- 16 |1 BIaxHOCTM B CKJAICKMUX 1 roxn
ct. 967 IIMII
[IOMeleHM X
10-17 |<...>
11. BesomnacHocTs
11- 01 |[HacnopT Ge30macHOCTHU S5 ser llocJie
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LK OJIBL cr. 594 T |axkTyanmusauu
2019 u racrnopra
Moce
UCTEeUYeHNI
Ccpoka
OeVICTBUA
5 ner ]
11- 02 JIOTOBOPHL Ha OKa3aHue cr. 580 Tr |ROTOBOPE;
OXPAaHHBIX YCJYyT 2019 nocJje
NpeKpaleHns
o0A3aTesIbCT
B IO
IOTOBOPY
JoxyMeHTE ( IPOTOKOJIHL,
aKTH, CIpPaBKM, CBeIeHUd,
noxnanng cnyme6ﬂie S ner SIIK
’ cr. 587 T
11- 03 |zamnucky, nepenmcka) o 2019
paccienoBaHuumn
Ypes3BEUAMHEIX NPOMCIIECTBUM
IpU OXpaHe 3OaHUM
KHMTY permcTpaumn (y?eTa 3 rona
11- 04 BBEIIIAUM) YIOCTOBEPEHUIN, cr. 589 T
MPONYyCKOB, 2019
UOEHTUOMKAUMOHHEIX KapT
PasoBhle MPOINYyCKa, KOPEKMu 1 ron
11- 05 [IPONIYCKOB B CJIyXeOHEE cr. 591 T
30aHMA UM Ha BHHOC ) 2019
MaTepUuasibHEIX LIeHHOCTEeN’
ToxkyMmeHTEl ( 3a9BKH,
mepenucka) O IONyCKe B 1 roxm
11- 06 |cnyxeBHBlEe [OMELIEHUA B cr. 592 T
Hepabouee BpeMs u 2019
BLIXOIHEIE ITHU
JOKYMEHTH O T[IOBHIIEHUN 5 mer 3IK
11- 07 |auTuTEeppOPUCTUUECKOM cr. 595 TI
3aMUIEHHOCTY OPTaHMU3alUn 2019
XypHaJB MHCTPYKTAa)xa 10 3 romna
11- 08 |auTuTreppopucTrueCcKOn cr. 598 TI
BalMIIEHHOCTH 2019
XypHas BBOOHOTO 3 roxma
11- 09 |mucTpykTaxa mo cr. 608 TO
TPaxmaHCKoOM OBOopOoHe 2019
XypHall yuyeTa MHCTPYyKTaxa 3 rona
11-10 |mo mencTBUMaM B cr. 608 TO
YpEe3BHUAMHEIX CUTYALMIX 2019
[lJIaHBE- CXEeMBl DBaKyallUy U3 Jo 3ameHs
11- 11 |3paHua npu Ypes3BHUAMHEIX HOBEIMM
CUTyaLMax crt. 606 TII
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2019
5 ner 3K
11-12 JOoKyMeHTH 00O oOecredeHUuUu cr. 611 T
NPOTUBOIIOXAPHOTO pexuMa '2019
JOKyMEHTH 00O oOecrnedeHUuu 5 ner 3IK
11- 13 |BHYTPMOOBBEKTOBOTO U cr. 611 TO
MIPONYCKHOI'O PEXMMOB 2019
XypHase yueTa 3 roma
11- 14 |uHCTpyKTaxem O IIOXAapPHOM cr. 613 TO
Be30MnacHOCTHU 2019
[IJ1aHEl OeMCTBUM II10
NpenynpexIieHnn U Sk Hocne
11- 15 |PSAYHDERA § cr. 603 TI |samen:
JIUKBUIALNWY UpPe3BHUYAMHEIX
- 2019 HOBBLIMU
CUTYaLuU
[Topanok oOOydYeHMuSd JIMi,
OCYIECTBJISNIMX TPYIOBY [IoCcTOAHHO
11-16 |wnu cayxebHyn . «a» CT.
OeATEeJIbHOCTL, Mepam 8 T 2019
MOXapHOM 0e30MacCHOCTU
11-17 |<...>
12. Oxpana Tpyna
[Ip BpPeIHBIX
OTueT O ClIelLMalibHOM 45 et M OIIaCHEIX
12- 01 |ouenke ycrioBuM Tpyoa u cr. 407 TI |yciaoBuax
OOKYMEHTH K HEeMYy 2019 Tpynoa -
50/ 75 nert
[TosloxeHMe O cJyxbe OXpaHH HOCTOARHO
12-02 - 2 Y b . «a» CT.
Bya 33 11 2019
[I;maH paboTHl CJIYXOB OXPaHH 5 mer SIIK
12- 03 P Y P cr. 200 TI
TPyad 2019
VHCTPYKLUUM [IO OXpaHe HoCTOAHHO
12-04 - iy B P II. «a» CT.
26 8 T 2019
Ilocre
CorJlalleHre [0 OXpaHe S mer JIK | ncreuenys
12-05 | 777 SRR MeHTi e cr. 11 TI |cpoxa
bya HOXY Y 2019 nemcTBusa
CoOTJIalleHUA
I'ogoBEHIE CTATUCTUUECKUE
cBemeHus obBpasoBaTeJIbHOM’ [IoCcTOAHHO
12- 06 |opraumzaummu O TpaBMaTU3ME . «a» CT.

Ha I[IpOomM3BOIOCTBE U
HpO@)eCCMOHaHb HBIX

335 TII 2019
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zabonesanmax (o. 7-
TpaBMaTV3M)

Cra3aHHBIE C

KPYITHBIM
ToxkyMeHTH ( aKTH, 45 gseT MaTepMaJlbHb
12- 07 |npoTOKOJE, 3BaKJIOUEHUs) O cr. 425 TII |Mm ymepboMm u
HECUYACTHLX CJIydadx 2019 4yeJioBeYeCKU
MM KEPTBaMU
— [OCTOSHHO
XypHan (xuura) 45 gser
12- 08 |perucTpauru HeCuaCTHBIX cr. 424 TO
crydyaesn 2019
K eTa c axen
12-09 (BBO Eoro EZH abouem e cf.
AHOTO, P 423 TI 2019
MecTe, LeJIeBOTO)
Xypuan (xuura) ydera 5 ner
12.10 | PRODARaRIIMECII BACOD o 5. «» o
pamne Thyfa, HPoBeP 423 TI 2019
3HAHMM [0 OXpaHe Tpyna
IoxymenTr ( cipaBKu,
npenjioXeHus, OOOCHOBAHUH, 5 gser
12-11 |nmepemnucka) O COCTOSHUU U crt. 409 TO
Mepax IO YJIYUIEeHUO OXPaHb 2019
Tpyoa
[Topanmok yueTa I[TocTOAHHO
12- 12 |MukponoBpexmeHmin . «a» CT.
(MrkpoTpaBM) PaBOTHUKOB 8 TIm 2019
[IoJIOXEHVE O MOPAAKE
ODOydUeHMsa IO OXpPaHe Tpyna HoCTOARHO
12-14  TOOBADKY SHANA . «a» CT.
PoBepry 8 T 2019
TpeOOBaHUM OXpPaHbBl Tpyoa
[TocTOAHHO
12- 13 |OpaBuia mo oxpaHe Tpyna 1. «a» CT.
8 T 2019

12-14






