MYHUILUITAJIBHOE BIO/JKETHOE OBIIIEOBPA3OBATEJIBHOE YUYPEKJIEHUE
GBABET-JEHUHCKAS IIKOJIA - IETCKHAM CAJI»
JKAHKOHUCKOI'O PAMOHA PECITYBJIMKHU KPBIM

INPUHSATA YTBEPXIAIO
MeJarornyeckuM COBETOM Hupexrop MBOVY «3aBet-Jlennnckas
IIKOJIA - JETCKHUHA caiy»
H.A. 3abaBka
« » 2023 r.
HMHCTPYKLUA

10 Be/ICHUIO0 /1eJI0BOii JOKYMEeHTaluu
B MBOY «3aBer-J/IeHHHCKAA IIK0JIA - JeTCKUM cax

1. O0mmue nmoJ1oKeHU .

Meroandeckue pekoMeHmanuud (mamee — PekoMeHmanuM) TIO BEIACHHUIO  JICJIOBOM
JOKYMEHTAallM B MYHHIMIIAIBHOM OIOKETHOM 0011e00pa3oBaTeIbHOM YUPEKICHUN «3aBET-
JlenuHckas mkoma — aetrckuit cany [[xankolickoro paiiona Pecryonuku Kpeim (mamee — MBOY)
pa3paboTaHbl B COOTBETCTBHHU CO CJIEIYIOIIUMH HOPMATUBHBIMU JOKYMEHTAMHU:

- DenepanpHblii 3ak0H OT 29.12.2012 Ne 273-®3 «O06 obpa3oBanun B Poccuiickoii
denepauun»;

- ®enepanbHblil 3akoH 0T 27.07.2006 Ne 152-D3 «O nepcoHanbHbIX JaHHBIX);

- 3akon Pecnyommku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «O6 o0Opa3oBanuu B
PecniyOnuke Kpbsim»;

- npuka3 DenepasbHOIO areHTCTBAa M0 TEXHUYECKOMY PETYJIMPOBAHHUIO M METPOJIOTMU
MunucTepcTBa NpOoMbIILIEHHOCTH U Toproeiau Poccuiickoit @eneparuu ot 08.12.2016 Ne 2004-ct
«O0 yTBepKII€HHH HAIIMOHAILHOTO cTaHaapTa Poccuiickoit deneparuny;

- npuka3 @DenepasbHOrO areHTCTBa MO TEXHUYECKOMY DPETYJIHMPOBAHUIO M METPOJIOTMU
MuHUCTEpCTBa MPOMBIIUIEHHOCTH W ToproBiu Poccuiickoit @enepanuu ot 14.05.2018 Ne 244-ct
«O0 yTBepKJIEHNM U3MEHEHUS K HallMOHaJIbHOMY cTanaapty Poccuiickoit denepaumny;

- mnpuka3 ®enepanabHOro apxuBHOro areHTcTBa OT 20.12.2019 1. Ne 236 «O06 yTBepKaeHUN
[lepeuHsi TUIOBBIX YIPABIEHYECKUX aPXUBHBIX JIOKYMEHTOB, OOpa3ylIIUXCS B MpoOIEcce
JeSATENBHOCTH TOCY/IapCTBEHHBIX OPTraHOB, OPraHOB MECTHOT'O CaMOYIIPaBJIEHHUS U OpraHM3alui, ¢
YKa3aHUEM CPOKOB MX XPAHECHUS;

- mpuka3 MunuctepctBa npocpemenuss CCCP ot 30.12.1980 N 176 «O BBeaeHuu B
neiicteue IlepeuHss MOKyMEHTOB co cpokamu XpaHeHMs: MunuctepctBa npocsemenus CCCP,
OpPraHOB, YUPEKICHUNU, OpraHU3alUil CUCTEMBI IPOCBEUICHUS».

Pexomenpanuu ycraHaBiIMBaloT 00IIMe TPEOOBAHUS K BEJCHHUIO JIETIOBOM JIOKYMEHTAIIUU B
MEOY.

[Ipumenenne PexkomeHmanuii MOJDKHO CMOCOOCTBOBAThH (OPMHPOBAHUIO O(HUIIMATIBHO-
JIEJIOBOTO CTWJISL JOKYMEHTOB, COKpAIIEHHIO 3aTpaT TpPyAa M CPEACTB B IPOLECCE CO3aHUSA
JTOKYMEHTOB.

PexoMeHanmm pacnpocTpaHsIOTCS HA OpraHU3alUi0 padOThl C JTOKYMEHTAMHU HE3aBUCHUMO
OT BUJIa HOCUTEJIA, B TOM UYHCJIE IEKTPOHHBIMU JTOKYMEHTaMHU, BKJIIOYas MOJArOTOBKY, 00paboTKY,
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XpaHEHHE U HUCIOJIb30BAHUE JOKYMEHTOB, OCYIIECTBISAEMBIX C MPUMEHEHHEM MH(POPMAIMOHHBIX
TEXHOJIOTHIA.

OcobenHocTr pabOTHI C TOKYMEHTAMH, COJACPXAIIUMH KOH(UACHIUAIBbHYI0O HHPOPMALIUIO
(cny)xeOHYIO Y UHYIO TallHy, ME€pCOHajJbHbIE JaHHbIE), PETYIUPYIOTCS CHEIHAIbHBIMU
HOPMATUBHBIMH  aKTaMH (MHCTPYKIMSMH, TIOJNOKEHUSMHU, TPABHIAMH), YTBEPKIACMBIMU
pyKoBoAHTENEM 00pa30BaTENbHON OpraHU3aIuu.

OTBETCTBEHHOCTh 3a OpPraHM3AlMI0O M COCTOSHUE JAENONPOU3BOJACTBA B 00pa30BaTENIbHOU
OpraHHu3ai HECET PYKOBOIUTEINb, KOTOPBIN:

- Ha oOcHOBaHMM PexkomeHnmanmii paspabarbiBaeT W yTBepxkaaeT WHCTPYKIMIO 110
JIEJIOMPOU3BOJICTBY U HOMEHKJIATYpy JIeJ1 00pa3oBaTeIbHON OpraHu3allly;

- KOHTPOJUPYET COOM0IeHNEe TPeOOBaHMA YTBEPKIECHHOW B 00pa3oBaTeIbHON OpraHU3alud
HNHCTpyKIIMY 1O BEICHUIO I€JI0BOM IOKYMEHTAIINUH;

- IPOBOJAMT IIPOBEPKY COCTOSIHMSL 1€JI0NIPOU3BO/ICTBA;

- o0ecreynBaeT METOJAMYECKOE PYKOBOJACTBO, MHCTPYKTaXX M KOHTPOJb 3a COOJIIOJCHHEM
YCTaHOBJIEHHOT'O NIOpsIKa pabOThI C TOKYMEHTAMU;

- MHUIMUPYET MOBbIIIeHNE KBaTUUKauu paOOTHUKOB 110 BOTIPOCAM JEIONPOU3BOICTBA;

- YI0CTOBEPSIET NOANUCHIO U MIEYAThIO JOKYMEHTHI.

HenocpeacTBeHHO BeneT NEJIOMPOU3BOJACTBO B 00pa3oBaTENbHOM OpPTraHU3AlMU CEKpeTaph
U (WIM) OTBETCTBEHHBIM 3a BEJEHHUE JIETOMPOM3BOJCTBA (/ajee — CeKpeTapb), KOTOPHIi
Ha3HAYaeTCs MPUKA30M PYKOBOJIUTENSI 00pa30BaTeIbHON OpraHU3aIii.

Cekperapb B COOTBETCTBUU C BO3JIO)KEHHBIMH Ha HETO 33JJa4aMHU:

- OCYIIECTBIISIET PETUCTPALIMIO U YUET TOKYMEHTOB;

- OPTaHU3YeT JOKYMEHTO000POT, (HOpMUpPOBAHHE AEI, UX XPAHCHHE;

- OCYIIECTBIISIET TEKYLIUH KOHTPOJb 32 CBOCBPEMEHHBIM PACCMOTPEHUEM U MPOXOXKICHHUEM
JIOKYMEHTOB 00pa30BaTeIbHON OpraHU3alHy;

- obecneunBaeT COONIOJIGHUE €OUHBIX TpeOOBaHMI MO TOATOTOBKE TOKYMEHTOB U
OpraHu3aluy padoThl C HUMU B YCJIOBHUSAX 3JIEKTPOHHOT'O JOKYMEHTOO0OPOTA;

- 06061maet nHpopmaiuio 06 00beMax JOKYMEHTO000POTa;
- opranu3yet (OpMHUpPOBAHHUE U XPAaHEHUE TOKYMEHTALIMOHHOTO (DOH/A U €ro UCIOIb30BaHUE.

OOpazoBarenbHasi OpraHu3alys BIIpaBe MPUMEHSATh B CBOCH NEATEIHHOCTH SIEKTPOHHBIH
JIOKyMEHTOOOOpOT, KOTOpBIA MpeaycMaTpuBaeT CO3JaHHME, IOJNUCAHUE, HCIOJIb30BaHUE U
XpaHEeHHE JOKYMEHTOB, CBS3aHHBIX C JIEATEIbHOCTHIO 00pa30BaTENbHON OpraHu3aluu, B
9JICKTPOHHOM BHJE 0€3 AyOonmpoBaHWs Ha OyMaKHOM HocuTene. PermeHue o BBeICHUU
JIEKTPOHHOI'O  JIOKyMEHTOOOOpOTa U MOPSJOK  €ro  OCYIIECTBICHHUS  YTBEPXKIAIOTCS
00pa3oBaTesIbHOI OpraHu3alyeil o COrjIacoOBaHUIO C €€ YUpEeAUTEIIEM.

Besi nmenoBas JOKyMEHTalusl XpaHUTCS B CHEIHMAIbHO OOOpPYJOBAHHBIX ITOMEIICHHSX,
mkadax wm ceidax ¢ codmoaennem tpedoBannii denepanpHoro 3akoHa Poccuiickoit denepanyn
o1 27.07.2006 Ne 152-®3 «O nepcoHaIbHbIX JaHHBIX).

Paborath ¢ 1OKyMEHTaMU BHE CIIyKEOHBIX TOMEILIEHUH 3aIpeaeTcs.

2.JI0KyMeHTBI 00pa30BaTeIbHONH OPraHU3aIuu.

PykoBoauTenb 00pa3oBaTeIbHON OpraHU3AIMH WU JIUIIO, HCITOJHSIONIEE ero 00s3aHHOCTH,
U34acT INpHUKa3bl, UHCTPYKIHHU, IIpaBUJId, IMOJIOXKCHUA, 06$I3aT€J'H>HLIe HJIs1 UCIIOJIHEHUS BCEMU
pabOTHUKAMH.

Xoxa oOCcyKIeHUs BOIPOCOB HA 3aCeIaHUsAX KOJUICTHAIbHBIX OPTaHOB, COBETOB, COOpaHUsX,
COBCUIAHMAX U PEIICHUS, IPUHIMAEMbIC Ha HUX, PUKCUPYIOTCS B TIPOTOKOJIAX.

Jlns ocylecTBiIEHHs ONEPATHBHBIX CBA3€M € IPYrUMU OpPraHU3alMsAMU U TpaXkJaaHaMU
HCTIONB3YIOTCS Takue GOpMbl, KaK TUChMa, (haKChl, TEJIETPpaMMBbI, TeJIe)OHOTPAMMBI.

st ocyiiecTBiaeHUs] MIpUEMa, YBOJIBHEHUS, MEPEMEIIEHNUs pPaOOTHUKOB, MPEIOCTABICHUS
UM OTITYCKOB O(QOPMIISIOTCS TPYAOBBIC IOTOBOPHI, MPUKA3bl MO JHYHOMY COCTaBY, 3asBJICHUS,
TPYAOBBIE KHUKKU, JIMYHBIE KAPTOUKH U JIP.



Yue4Ho-Iegarornyeckasi JOKyMeHTALHS.
VueOHast JOKyMEHTAllMs — 9TO KOJMYECTBEHHAss W KAueCTBEHHAs XapaKTePHCTUKH
COCTOSIHUS Y4eOHON, METOAMYECKON U BOCIIUTATEILHOM paboThl 00pa30BaTEIbHON OPraHnu3alUH.
[lenarorunyeckue pabOTHUKY MPH peaTn3aliy OCHOBHBIX 00111€00pa30BaTeIbHBIX IPOrPaMM
OCYIIECTBIISIIOT TOATOTOBKY CJEAYIOIIEH JOKyMEHTanuu (mpuka3 MHHHCTEPCTBA MPOCBELICHUS
Poccuiickoit ®enepaunu or 21.07.2022 Ne 582 «OO0 yTBepkIE€HHM NEpeyHs JIOKYMEHTAlWH,
MOATOTOBKA KOTOPOW  OCYIIECTBIISICTCS MEJarorHdecKMMU paOOTHHKaMU TIPpU  peau3aliu
OCHOBHBIX 00111€00pa30BaTEIbHBIX MPOTPAMMY):
- paboyas mporpamMma y4eOHOTO MpenMera, yaeOHOro Kypca (B TOM YHCIE€ BHEYPOUHOMH
NEATEeITLHOCTH ), Y4eOHOTO MOIYJIS;
- KypHall yueTa yCreBaeMOCTH;
- )KypHaJI BHEYPOUYHOU AEATEIFHOCTH (IS ITeIarOTHUeCKUX PAaOOTHUKOB, OCYIIECTBIISIOIINX
BHEYPOUHYIO JCSITEIEHOCTB);
- IUTaH BOCHHTATEIbHOW Pa0OTHI (U1 MEeJarorm4ecKux pabOTHHKOB, OCYIIECTBISIOMINX
(GYHKIMU KJIACCHOTO PYKOBOIHUTEIISA);
- XapaKTepHUCTHKA Ha 00yJaromerocs (1o 3ampocy).
[IkonpHBIE TOKYMEHTBI JTOJDKHBI O(OPMIISITBCS CBOECBPEMEHHO, YETKO, pa30opuuBo, Oe3
MOTYMCTOK, TIOMapOK, BBI3BIBAIOIINX COMHEHHE B IPABWIBHOCTH BHECEHHBIX JIAHHBIX.
3anucy B JOKYMEHTAX JTOJDKHBI TPOM3BOAUTHCS [IAPUKOBOM PYUYKOIl YEPHOTO I[BETA.
OmmOka, JOMyIIEHHAs B TEKCTE WM LUQPPOBBIX MaHHBIX JOKYMEHTa, HCIPaBISETCS
CJIEAYIOINM 00pa3oM: OMIMOOYHBIE CJIOBA WM HUMPHI 3a4EPKHUBAIOTCS TaK, YTOOBI MOXKHO OBLIO
MPOYECTh 3aUEPKHYTOE, a CBEPXY, JTHOO PsIIOM, JINOO Ha TOJSAX MUIITYTCS YTOUHEHHBIE JaHHbIE. Bee
BHECCHHBIC MCIPABICHUS JTOJDKHBI OBITh OTOBOPEHBI M 3aBEPEHBI MOMMUCIMH JIHI, O()OPMHBIIHX
JOKyMEHT. 3a JOCTOBEPHOCTh CBEACHHUH, COIEpXKAIIMXCSd B JOKYMEHTaxX, HaJUIeXaliee HX
oopMiIeHrE HECYT OTBETCTBEHHOCTb JIOJKHOCTHBIE JIUIIA, TOITHCABIINAE JOKYMEHT.
B cocTaB 10KkyMeHTOB 00pa30BaTEIbHOM OpraHU3aIMy BXOIAT:
- OpraHU3aIMOHHbIC TOKYMEHTHI,
-yCTaB OpraHu3aIiH;
- IOTOBOP C YUpEIUTEINEM;
- TIOJIO’KEHHS O TIOApa3AeeHUIX (TP HAJIMYHN);
- IPaBOYCTaHABJIMBAIOIINAE TOKYMCHTHI;
- IOJDKHOCTHBIE HHCTPYKIIMU COTPYTHUKOB;
- KOJUISKTHBHBII JIOTOBOD;
- IITaTHOE PaclMCaHuE;
- IpaBWJIa BHYTPEHHETO TPYJIOBOTO paclopsiiKa U JIp.
PacniopsiaurenbHble JOKYMEHTBI:
- TIPUKA3bl;
- pacTopsDKCHUS;
- MHCTPYKILHUH U JIp.
NudopmManmoHHO-CIIpaBOYHBIE TOKYMEHTBI:
- IPOTOKOJIBL;
- TUTaHBI;
- OTYETHI;
- CIIPaBKH U JIp.
Bce kHMTH 1 JKypHAJIBI, KOTOPBIE BEAYTCSA B 00pa30BaTEIIbHBIX OPTaHU3ANMAX HA OyMasKHBIX
HOCHUTENSIX, TIOCTPAHUYHO TPOHYMEPOBBIBAIOTCS, MPOIIHYPOBBIBAIOTCS M IOJAMUCHIBAIOTCS
pykoBoauTeneM. Iloamuce pykoBoauTemns 3aBepsieTcs me4aTbio 00pa3oBaTeIbHON OpraHu3aIiH.

3. IIpaBuia ogopmiieHus TOKYyMEHTOB

OcHoBHBbIE TPpeOOBaHMSA 110 0(POPMJICHHIO JOKYMEHTOB.
JIOKyMeHTBI MOTYT coO37aBaTbcs Ha OyMaKHOM HOCHUTENE MU B 3JEKTPOHHOU ¢opme ¢



COOJIOZICHHEM YCTaHOBJICHHBIX MTPaBWII 0(OPMIICHHS IOKYMEHTOB.

[Tpu co3manny qOKyMEHTa Ha JABYX W 0OJiee CTpaHUIaX BTOPYIO H IMOCIICIYIONIAE CTPAHUIIBI
HYMEPYIOT.

JlommyckaeTcsi co3gaHue JOKYMEHTOB Ha JIMIIEBOM M OOOpPOTHOM cTOopoHax jucta. Ilpum
JIBYCTOPOHHEM CO3/IaHUU JOKYMEHTOB IIMPUHA JIEBOTO TOJIS Ha JIMIIEBOW CTOPOHE JIUCTA U MPABOTO
oJIs1 Ha 00OPOTHOM CTOPOHE JIMCTA AOJIKHBI OBITH PaBHBI.

[IpenmouTUTeIbHBIMU TapHUTYPAMH U pa3MepaMu MpU(TOB AN PEKBU3UTOB JOKYMEHTa
sBirsiroTes Ne 12,13,14.

[Tpu coctaBneHny TaOIUI] TOMYCKAETCS UCIIOJIb30BaHNE MIPU(TOB MEHBIITUX Pa3MEPOB.

AO3aIHBIA OTCTYI TEKCTA TIOKyMeHTa - 1,25 cm.

3aroioBKH  pa3/ieioB W TMOJAPA3JEIOB IEYaTarOTCS ¢ a03alHbIM  OTCTYIIOM  WJIU
LEHTPUPYIOTCS 110 IIUPUHE TEKCTA.

MHOTroCTpOUYHBIC PEKBU3UTHI TIEYATAIOTCS Y€PE3 OJJUH MEKCTPOUHBIM WHTEPBAJ, COCTABHBIE
YacTH PEKBU3UTOB OTIEISIOTCS TONOJHUTEIbHBIM HHTEPBAJIOM.

Tekcer fokyMeHTa neyaTtaercs uepe3 1-1,5 MeKCTpOUHBIX HHTEpBaa.

HNuTtepBan mexay OykBaMHU B CJTOBaX - OOBIYHBIM.

HHTepBasl MeXy CIIOBaMH - OJMH Tpo0e.

TekcT HOKyMEeHTa BBIpaBHHMBA€TCS IO LIMpUHE JucTa (MO TpaHHUIAM JEBOTO U MPaBOro
MoJIeH TOKYMEHTA).

HopmaTuBHBIMM aKTaMHu OpraHU3allMd MOXET ObITh MPEAyCMOTPEHO BBIJCICHUE
PEKBH3UTOB «aJIpecaT», «3aroJIOBOK K TEKCTY» HIIU «IIOJAIMKCH», a TAKXKE OTACIBHBIX ()parMeHTOB
TEKCTa MOTYKUPHBIM IIPUPTOM.

TexeT JOKYMEHTa JTOJDKEH OBITh M3JI0XKEH KPAaTKO, TPAMOTHO, IMOHSTHO U OOBEKTHBHO, 0€3
MOBTOPEHU M ynoTpeOlieHus: CIOB U OOOPOTOB, KOTOPHIE HE HECYT CMBICIOBOW HArpy3ku, U
JOJDKCH KacaTbCs TOTO BOIPOCA, KOTOPBIH CPOPMYIUPOBAH B 3arojoBKE K TEKCTy. TEKCT
JTOKyMeHTa odopmiseTcs B BUIE CIUIOIIHOTO CBSI3HOTO TEKCTa WU TaONHIBI, WU IYTEM
coyeTaHus 3Tux hopm.

TeKCThI CTOKHBIX M OONBIINX MO0 00bEMY JOKYMEHTOB (JIOKIAbI, OTYETHI U T.1.) JCNSATCS Ha
pasnenbl, TOIpa3Aeiibl, IMYHKTHI, MOAMYHKTHL. IIYHKTBI W TOAIYHKTBI B TEKCTE HYMEPYIOTCS
apabckumu rudpamu ¢ Toukoi. [Ipumep -

1.

1.1.

2.

2.1.

JIOKyMEeHTBI, Kak MpaBWwiIo, oGopMIIIIOTCS Ha OJIaHKax 00pa30BaTECIILHOW OpTraHHW3aIUH,
MMEIOT YCTAaHOBJICHHBIH KOMILJIEKC O00S3aTebHBIX PEKBU3UTOB W CTAOWIBHBIN TOPSAIOK UX
pacIooXKeHusl.

brnanku Kkaxxooro BUAA U3TOTABIMBAIOTCS HA OCHOBE YIJIOBOTO WM  MPOAOIBHOTO
pa3MeIeHus] peKBU3UTOB.

PekBU3UTHI 3arojioBKa pa3MeIaloTcs HEHTPUPYEMbIM (HA4alo W KOHEI KaXKAOW CTPOKHU
PEKBHU3UTA PABHO YJAJIEHbI OT TPAHUI] 30HbI PACIIOIOKEHHS] PEKBU3UTOB) WM YIJIOBBIM (KaxKaas
CTPOKa PEKBU3HUTA HAUMHACTCS OT JICBOW TPAHUIIBI 30HBI PACTIONOKEHHS PEKBH3UTOB) CIIOCOOOM.

Jlnst u3roToByieHus OJIAHKOB MCIIOJIB3YIOTCS JTUCTBI Oymaru ¢opmara A4 (210 x 297 mm) u AS
(210 x 148 MumIUMETPOB).

Kaxxnprit muct nqoxkymeHTa, oOpMIICHHBIM Kak Ha OJlaHKe, TaKk ¥ 0€3 HEro, JOHKEH UMETh
TIOJISL HE MEHEEe, MM:

sesoe - 20;

npasoe - 10;
BepxHee - 20;
Hwkaee - 20.

JokyMeHTsl 1uTenbHbIX (cBbimie 10 JeT) cpokoB XpaHEHUs OJKHBI UMETh JIEBOE I0JIe He

menee 30 mm.



OdopmiieHue peKBH3UTOB JOKYMEHTOB.

ABTOp 10KYMEHTOB.

HanmenoBanue o0pa3oBaTeIbHOM OpraHM3allMU YKa3bIBa€TCS B TOYHOM COOTBETCTBUHU C
ycTaBoM 00pasoBaTeabHON opranu3anuu. CokpameHHOe HAMMEHOBAaHUE MTOMEIAETCs MOJT OJIHBIM
HaMEHOBaHHEM B CKOOKaX.

HaumeHoBaHME CTPYKTypHOTO MoOJpa3felieHuss — aBTopa JOKYMEHTa HCIOJb3YyeTCsl B
OnmaHKax mHceM M OJaHKax KOHKPETHBIX BHUIOB JOKYMEHTOB W YKa3bIBaeTCs IOJ TOJHBIM U
COKpAILEHHBIM HAUMEHOBAHUAMH 00pa30BaTENIbHOM OpraHu3aluu.

HanMenoBaHue JIOMKHOCTH JMIla — aBTOpa JOKYMEHTa MHCIIONB3yeTcss B OJIaHKax
JOJKHOCTHBIX JIMI] M pacrojlaraeTcs rmoJi HAMMeHOBaHWEM 00pa30BaTeIbHOM OpraHU3aluy.

HaumeHoBaHME NOJKHOCTH JMIA — aBTOpa JOKYMEHTA YKa3bIBa€TCs B COOTBETCTBUU C
HalMEHOBAHUEM, IIPUBEJACHHBIM B PACIIOPSAUTEIBHOM JOKYMEHTE O Ha3HAYEHUH Ha JI0JKHOCTb.

CnpaBouHble TaHHbIE 00 00pa30BaTeIbLHOM OPraHu3aluu.

CrpaBouHble JaHHBIE 00 OpraHW3aIlMM YKa3bIBAIOTCS B OJaHKaX MHCEM W BKIIOYAIOT:
azpec, Homep Tenedona, pakc, aapec IISKTPOHHOU MOYTHI, CETeBOH aapec, a Takke OKIIO, OI'PH,
WNHH u KIIII opranusanumu.

HaumeHoBaHue BH/Ia JOKYMEHTA.

HanmenoBaHue BUJa JOKYMEHTA, COCTaBICHHOTO OpraHU3aliel, JOHKHO OBITh ONpeIeIeHo
ycTaBOM (TIOJIO)KEHHEM) U JIOJDKHO COOTBETCTBOBAaTh HAaWMEHOBAHUSM BHJIOB JIOKYMEHTOB,
npexycmotpenHsiM OKVY/1: akT, cripaBka, 3amicka, CBOJIKa, OT3bIB, IPOTOKOJ, CITUCOK, H3BEIICHNE
u np. PacmopsauTenpHble TOKyMEHTHl OpraHU3allMd M3IAI0TCS CO CIEAYIOIIMMHU HA3BaHUSMU:
NPUKa3, pacropsiKeHHeE.

HanMenoBanue BUIa M pa3HOBHIHOCTH JOKYMEHTA HE YKa3bIBA€TCS B IICHMaX.

HanmeHnoBanne BuAa [JOKyMEHTa II€YaTAaeTCsl MPONUCHBIMU OyKBaMHU MOJYKUPHBIM
mpudTOM.

JlaTa 10KyMeHTA.

JlaTa HOKyMEeHTa COOTBETCTBYET HaTe MoAnucaHusi (YTBEp)KIEHHUsS) JOKYMEHTa WM JaTe
COOBITHS, 3a(UKCUPOBAHHOTO B JIOKyMEHTE:
apabckumu nudpamu, pasgeneHHbiMH Toukoi: 05.06.2021; crnoBecHO-IIMPPOBBIM crocoOOM: 5
utonsa 2021 r.

B Tekcrax OKYMEHTOB, COAEp)KalllMX CCHUIKM Ha HOPMATHBHBIE MPABOBBIC AKThI, M
JIOKYMEHTOB, COJIep)KallluX CBEACHUs (PMHAHCOBOTO XapaKTepa, IPUMEHSETCs CIIOBECHO IIU(PPOBOi
croco0 yka3aHus AaT 0e3 MpoCTaBJICHUS HYJSA B 0003HAYEHUU JHS MECsIa, €CIIU OH COACPIKUT
onny mudpy: 3 anpens 2021 rona.

Pa3peniaercs npuMeHsTh CIIOBO «T'0J1» B COKpallleHHOM BapuaHte «r»: 1 urons 2021 r.

I'pu¢ orpanuyeHuss 10cTyna K J10KyMeHTY.

[IpocTaBisieTcst B mpaBOM BEpXHEM YIIIy IEPBOIO JUCTA JOKyMEHTa (IIPOeKTa JOKYMEHTa,
COIPOBOJMUTENILHOTO NTMChMA K JIOKYMEHTY) Ha I'PAHULE BEPXHEIO MOJISI IPU HAJUYUU B IOKYMEHTE
nH(popMannU, TOCTYN K KOTOPOW OrpaHMYECH B COOTBETCTBHH C 3aKOHOAATEIBCTBOM Poccuiickoii
@enepauuu. B coctaB pexkBu3WMTa BKIIOYAETCS OrpaHUYMTENbHAs HaIMUCh: «/ st ciykeOHOro
noJib30BaHus», «KonpuaenunansHo», «Ilepconanbubie qannbie» i Ap. [pumep —

IlepconanbHbIE JaHHBIE PA0OTHHKOB
IK3. Ne 1
MyHununajisHoe 0101KeTHOe 001eo0pasoBaTeibHOe yupexnenue «lllkoma Ne 1»

(MBOY llkogaa Ne 1)
IleHTp AOMOJTHUTEILHOTO 00PA30BAHMS
IIPUKA3



Bce Buabl rpugoB orpaHMYeHHs JOCTYIA K JOKYMEHTaM 3aKpEIUISIOTCS B JOKAJIbHBIX aKTax
o0pa3oBaTeIbHON OpraHu3alnu.

PerucrpanuoHHbIii HOMeEp 10KyMEHTA.

Peructpanmonnsiii HOMep — 1H@poBoe WM OYKBEHHO-IH(PpOBOe 0003HAYCHHE,
NPUCBAUBAEMOE IOKYMEHTY [IPU €TO PETUCTPALVH.

Perucrpanust fokymMeHTa MpOBOAUTCS MOCIIE €ro MOANUCAHUS U YTBEPKIACHUS.

Jns BHYTpEHHUX JOKYMEHTOB — MPHUKA30B, MPOTOKOJIOB — A3TO IMOPSIKOBBEI HOMEp B
npeaenax KajleHAapHOoTro roja/ yaeOHOro rojia mo KaKIoMy BUAY WA PA3HOBUIHOCTH JOKYMEHTOB.
B npukazax perucTpanoHHBIA HOMEP MOXKET JIOTONHATHCA OYKBEHHBIM  WHICKCOM,
0003HAYAIOMIUM Pa3HOBHIHOCTH.

Jlnst ucxoasammx TOKYMEHTOB PETUCTPAITMOHHBIA HOMEP COCTOUT U3:

1) mopsiAKOBOTO HOMEPA B Mpe/Ieax MacCuBa OTIPaBIsiEMON KOPPECTIOHICHIINN;

2) UHJIeKCa JieJia B COOTBETCTBUHU C HOMEHKJIATYPO# J1es1 00pa3oBaTeIbHOW OpraHU3aIliH.

PeructpaiinoHHblii HOMEp JOKYMEHTa, COCTaBJICHHOTO COBMECTHO JIByMsl H Oolee
OpraHW3aIUsIMUA, COCTOUT W3 PETUCTPAIMOHHBIX HOMEPOB JIOKYMEHTOB KaXXIOHW U3 O3THX
OpraHu3alnui, NPOCTaBIAEMBIX YEPe3 KOCYIO YePTY B NOPAJKE YKa3aHUs AaBTOPOB B JJOKYMEHTE.

CcbliiKka HA PerucTPalMOHHBII HOMEP U 1aTy JOKYMEHTA.

Ccbulka Ha pETrMCTPAllMOHHBIA HOMEp M JaTy JOKYMEHTa BKJIO4YaeT B cels
pEruCTpPalMOHHBIM HOMED U 1aTy JOKYMEHTA, Ha KOTOPBIH J10JIKEH ObITh JaH OTBET.

Ccbuika Ha HOMED U JaTy JOKYMEHTa UCIOJIb3YeTCs TPpU 0(OPMIICHUH ITHCEM, SBIISIOIIUXCS
OTBETaMU Ha MOCTYMUBIIEE MUCHMO (3ampoc, TPocbOy U Ap.). CBeJeHUsI B PEKBU3UT MEPEHOCSTCS C
MOCTYNUBIIETO JOKYMEHTa U COOTBETCTBYIOT PETHCTPALlMOHHOMY HOMEPY M JaTe MOCTYMHUBIIETO
JTIOKYMEHTA.

OrpanuuuTtenbHas OTMETKA JJIsl JaHHOTO PEKBU3MUTA MPOCTABIAETCA B JIEBOM YacTH OyiaHKa
MUCbMa O] PEKBU3UTOM «/1aTa» U «PErUCTPALMOHHBII HOMEP TOKYMEHTaY.

Hanuume naHHOrO peKBU3WUTA HCKIIOYAET HEOOXOMMMOCTh YIIOMHHAHHS HOMEpa U JaThl
MOCTYNMUBIIETO JOKYMEHTa B TEKCT€ NHChMa, YTO OCBOOOXKAAET TEKCT OT CIPABOYHOU
nH(pOpMAIIHH.

MecTo cocTaB/ieHHS] MJIM U3JAHUSA JOKYMEHTA.
Mecto coctaBiienust (U3AaHUs) TOKYMEHTa YKa3bIBA€TCS B JIOKYMEHTAX, U3rOTABIMBAEMBIX
Ha OJIaHKaX KOHKPETHBIX BUJOB JOKyMEHTOB.

Anpecar.

AnpecaTtamMu JOKyYMEHTa MOTYT OBbITh IOPHUANYECKUE TN, UX CTPYKTYpPHbIE MOApa3aeICHUS]
U JIOJDKHOCTHBIE JIMIIA, a TaKXke (pu3nyeckue auua.

PekBu3uT «ampecar» mpocTaBisieTcsl B BEpXHEW NMpaBOM 4acTH JAOKyMeHTa (Ha OnaHke ¢
YTJIOBBIM PACIIONIOKEHHUEM PEKBU3UTOB) WIIM CIIPaBa IMOJ PEKBU3UTAMHU OJsiaHKa (TP MPOJIOJIEHOM
PacroyoKeHUN PEKBU3UTOB OnaHka). CTPOKM PEKBU3UTA «aJpecaTry BBIPABHUBAIOTCS IO JIEBOMY
Kparo WIH LIEHTPYIOTCS OTHOCUTEIIBHO CaMOM JNIMHHOM CTPOKH.

Ecnu moKyMeHT anpecoBaH IOPHAMYECKOMY JIMIY WU €r0 CTPYKTYPHOMY IOAPAa3IeICHUIO
0e3 yKa3zaHus JOJDKHOCTHOTO JIMIIA, UX HAMMEHOBAHUS IPUBOJISATCS B UMEHUTEIBHOM IaJIeKe.

[Tpumepsnl

1. MunncreperBo 06pa3oBanus,
HayKH 1 MoJsiofesxkn Pecny6anku Kpbim

2. MuHHuCTEpPCTBO 00pPA30BAHNS,
HAyKHu U MoJioze:xku Pecny0simku Kpbim
ylpasJieHHe 001ero oopa3oBaHus



[TouToBBIN aapec yka3pIBa€TCs MIPU HAPABICHUH IOKYMEHTA Pa30BbIM KOPPECTIOHEHTAM.

Ecnu mokymeHT agpecoBaH PyKOBOAMTENI FOPUAMYECKOTO JIUIA MW €r0 3aMECTHTEINIO,
HaUMEHOBAHUE IOPUIUYECKOrO JIMLA BXOJUT B COCTaB HAaUMEHOBAHUS JOJDKHOCTH aJipecara,
KOTOPOE MIPUBOJAMUTCS B AATCIBHOM MaJIEKeE.

ITpumep —

PykoBoautento ®denepanbHOro

apXHBHOI'0 areHTCTBA

®damuausa U.0.

Nuunmanasl ctaBsaTcs nocjie (paMuJIMM HE3aBUCUMO OT TOTO, KOMY aJIpeCOBaH TOKYMEHT —
JOJKHOCTHOMY JIUITY WM (PU3UIECKOMY.

[lpn agpecoBaHWM TMHCHMa PYKOBOJMTENIO CTPYKTYPHOTO TOAPA3JEICHUS YKa3bIBaeTCs B
MMEHUTEJILHOM Ta/Ie’Ke HaMMEHOBaHUE OpPTaHHU3AINH, HIDKE - B IATEITLHOM I1aJ[e)Ke HAaMMEHOBaHUE
JOJDKHOCTH  PYKOBOJMTEINS, BKIIOYAIOIIEe HAMMEHOBAHHWE CTPYKTYPHOTO — IOJpa3/eicHUs,
(haMUITNIO, HHUIIAATIBL.

ITpumep-

MuHucTepcTBO 00pa3oBanms,

HAyKHU U MoJioge:xku Pecy0iiuku Kpbim
HavaabHuKy ynpaBJjieHusi 0011ero ooOpa3oBaHus
®amunua U.0.

[lepen Qammunmeid MOHKHOCTHOTO JIUIA JOMYCKAETCS YMOTPEOIATh COKpAIlEHHE «T-Hy»
(rocniouHy), €ciu afipecaTt My>KUMHa, WU «T-Ke» (TOCIOXKe), €ClU aJpecaT KeHIUHA.

[lpu pacceuike TOKYMEHTa TpYIIE OpraHW3alMid OJHOTO THUNA WM B CTPYKTYpHBIC
NoJIpa3elieHus: OJTHOM OpraHu3allny, aJpecar yKa3blBaeTcst 0000IIEHHO.

B ogHOM nokymMeHTe He JOJIKHO OBITh O0Jiee YEThIPEX aI[PECcaToB.

[Tpu GombiieM KOMMYECTBE aPECcaToOB COCTABISETCA CIUCOK (JHCT, yKa3aTellb) pacChUIKU
JOKYMEHTa, Ha KaXJOM JOKYMEHTE YyKa3bIBa€TCS OIWH aJapecaT WIH aapecar OQOpMIISETCS
0000I11IEHHO.

B cocraB pexBusnTa «AnpecaTy MOKET BXOIHMTH IMOYTOBBIM anpec. DIEMEHTHl TTOYTOBOTO
aZpeca YyKa3bIBaIOTCS B TMOCJIEIOBATEIbHOCTH, YCTaHOBIEHHOW [IpaBuiamu okazaHus YCIyr
mo4yToBOM cBsi3u. [Ipumep -

Bcepoccniickunii HAy4YHO-
HCCI1e10BATE/ILCKHIT MHCTHTYT
AOKYMEHTOBe/JeHHS U APXHBHOIO ejia
IMpodcoro3nasn ya., a. 82,

MockBa, 117393

B cnydae ornpaBku AOKyMeHTa (PU3MYECKOMY JIMIY YKa3bIBarOTCS: (pamMuiins, UWHULUAIbI,
MOYTOBBIN anpec: (yiuila, HOMEp AOMa M KBapTHPHI, HACENIEHHBIH MYHKT, pailoH, o0nacTh (Kpaw,
pecrybnuka), mo4ToBbId uHAeKc). [Ipumep -
®amunusa U.0.

CapoBas yiu., 1. S, kB. 12,
r. JHCK, JHCKOii 00.1., 301264

[Tpu oTnpaBke MUChMa MO JIEKTPOHHOM MOYTe WK 10 (PaKCUMUIBLHOU CBSA3M (0€3 JOCHUIKU
[0 TOYTEe) TNOYTOBBIM agpec He yka3piBaeTcs. lIpu HEOOXOAMMOCTH MOKET OBITh YKa3aH
AJICKTPOHHBIN aapec (Homep Tenedona/dakca). [Ipumep -

Bcepoccuiickuii Hay4HO-
HCCJIe0BATEIbCKUI HHCTUTYT
JAOKYMEHTOBe/IeHUSI M APXMBHOIO /eJ1a
mail@vniidad.ru


mailto:mail@vniidad.ru

I'pu¢ yrBep:kaeHuss 10KyMeHTA.

I'pud yTBepkAEHUS TPOCTABISAETCS HAa JOKYMEHTE B CJIy4dae €ro yTBEPXKICHUS
JIOJKHOCTHBIM JIULIOM, PACTIOPSAUTENbHBIM JOKYMEHTOM (IIPUKA30M, PACTIOPSKEHUEM, PEILIEHUEM ).

I'pud yrBepxkmeHHS pa3MeniacTcss B MPaBOM BEPXHEM YNy NEPBOTO JIUCTAa JOKYMEHTA.
CTpoKd pEeKBU3HMTA BBIPABHUBAIOTCS MO JIEBOMY Kpal WIM LEHTPYIOTCS OTHOCHUTEIBHO CaMoi
JUTMHHOW CTPOKH.

[Tpu yTBEpKIEeHUU JOKYMEHTA IOJDKHOCTHBIM JIUIIOM TpU( YTBEPIKACHHSI COCTOUT U3 CJIOBA
VYTBEPXIAIK, HauMeHOBaHUS JOKHOCTH JIMIA, YTBEP)KIAKOWIEr0 IOKYMEHT, €ro IOIIHUCH,
WHUIIAIIOB, (aMWINU U TaThl YTBEPKICHUS.

[Tpumep -

YTBEPXKIAIO

Jupextop MBOY COLI Ne 1
Mognuce U.0. Pamuians
Jlata

[Ipu yTBepkIEeHUU AOKYMEHTa pACHOPSAUTEIbHBIM JOKYMEHTOM Tpu( YTBEPKICHUSI
coctoutr u3 cinoa YTBEPXJIEH (YTBEPXIEHA, YTBEPXJEHbI unu YTBEPXJIEHO),
COTJJaCOBAaHHOTO C HAWMEHOBAaHMEM BHUJA, VYTBEPXKIAeMOIro JOKYMEHTa, HaUMEHOBaHUS
pacropsIANTEIILHOTO JOKYMEHTa B TBOPUTEIILHOM TAJIEXKE, €T0 AaThl, HOMEpa.

[Tpumepsnl
1. (Ilopsamox) YTBEPKJIEH
npukazom MBOY COII Nel
S anmpesst 2021 r. Ne 82
2. (IlpaBua) YTBEPXKJIEHBI

npukazom MBOY COII Ne 1
15.06. 2021 r. Ne 83
3. (ITomoxenue) YTBEPKIEHO
npukazom MBOY COI Ne 1
15.06. 2021 r. Ne 83
[lpu npuHATHH (PAaCCMOTPEHHH) JOKYMEHTa KOJIETHAIBHBIM OPraHoM 00pa3oBaTeIbHOM
OpraHu3alluy, PelIeHUs] KOTOPOro (pUKCUPYIOTCS B MPOTOKOJE, B Ipude MPUHATO (PaCCMOTPEHO)
yKa3bIBaeTCs HAMMEHOBAaHUE OpraHa, pEIIEHHEM KOTOPOro MpPHUHSIT JOKYMEHT, JaTa M HOMEp
MPOTOKOJIA (B CKOOKax).
YTBEPKAAIOIIETO JOKYMEHTA B TBOPUTEIBHOM MaJIekKe, €ro JaThl, HOMEpa.

[Tpumepsnr
1. (Ilopsmox) MPUHAT
neJarorn4ecKuM cOBeToOM
(mpotokoJ ot 15.08.2021 Ne 12)
2. (IlpaBuna) NPUHSATHI

Yupasasomum coBeTOM
(mporokoa ot 15.06.2021 Ne 8)
3. (TTomoxenue)
MNPUHATO
o0muM  coOpaHuMeM  pa0OTHHMKOB
o0pa3oBaTe/ILHOM OPraHu3aluu
(mporokou 15.06.2021 r. Ne 83)
3aroJI0BOK K TEKCTY.
3aroioBOK K TEKCTY BKIIIOYaeT B ce0s KpaTKOe COJEp>KaHUE AOKYMEHTa, €r0 OCHOBHYIO
CMBICIIOBYIO Harpysky. 3arosioBok Gopmymnupyercst ¢ npegiorom «O» («O0») um oTBedaeT Ha
BOTIPOC «O YeEM?»:



e mpuka3 (0 yem?) 0 CO3JJaHUH ATTECTAIIMOHHON KOMUCCHH;
e Tmpuka3 (0 yeM?) 00 yTBEp>KACHHU ITATHOTO PACTIUCAHUS;
e  muCHMO (0 4eM?) O IPEIOCTABICHUN HHPOPMAIUH.
3aroJ0BOK COCTaBJIAET MCIIOJHUTENIb JOKYMEHTA. 3aroJIoBOK K TEKCTY O(QOpPMIISETCS MO
pekBu3UTaMH OJaHKa cjeBa, OT TPAHUIBI JIEBOTO Mojs. EciaM TeKCT JAOKyMeHTa He NpeBBIIIaeT
YeThIPEX-TISITH CTPOK WM oopmiieH Ha OiaHke ¢popmaTta AS, 3aroJ0BOK MOKHO HE YKa3bIBaTh.
3arojoBOK JOKYMEHTa 3alMChIBA€TCd MpPU €ro perucTpauud B COOTBETCTBYIOLIHE
perucTparonHbie (POPMBbI: KAPTOUKY, 0a3y JaHHBIX.

Texcr 1oKymMeHTA.

TekcT JOKyMEHTa COCTaBJISETCS Ha PYCCKOM S3bIKE KaK TOCYJIapCTBEHHOM  SI3BIKE
Poccuiickoit @enepanun. TekcT TOKyMEHTa U3araeTcs pyCCKUM JIMTEPATYPHBIM SI3BIKOM C YYETOM
ocoOeHHOCTeH  ouIManbHO-ACIOBOTO CTHJS, BUAA JOKYMEHTa H €ro Ha3HAa4deHHWs B
ynpaBjieHueckoi nearenbHocTU. Conep)kaHUE TOKYMEHTa JIOJDKHO OBITh H3JI0KEHO KpaTko,
JIOTUYHO, TOYHO U SICHO.

TexcThl TOKyMEHTOB U3/1aratoTcs:

- oT 1-ro nuIa e€AMHCTBEHHOTO YHUCIa B JOKyMEeHTax (MpUKa3, paclopsbKeHUe U T. J1.)
pykoBoAuTeNss 00pa30BaTENbHON OpPraHM3alMM, ACHCTBYIOIIETO HA MPHUHIMIIAX €IMHOHAYaIHs, a
TaK)Ke JOKYMEHTaX, aJ[peCOBAHHBIX PYKOBOJCTBY OpraHU3aIlMU: MPHUKA3bIBAIO... MOJATOTOBUTH U
MpeICTaBUTh Ha paccMOTpEHHUE; MIPOLILY paccMoTpeTh
BOTIPOC 00 YCTaHOBJICHUU JILIOTHBIX Tapu(oB...;

- 3-r0 WA €AMHCTBEHHOTO 4YHcla B JOKYMEHTaX KOJIJIETMalbHBIX OPraHOB: KOMHUCCHS
pemmia...; OpraHu3anus He CYUTAET BOZMOKHBIM...;

- 1-ro nuna MHOXECTBEHHOT'O YHCJIa B COBMECTHBIX JOKYMEHTaX: MPOCHUM IPEACTABUTH
JAHHBIE O...; IPEACTABIIIEM Ha PACCMOTPEHUE U YTBEPKACHHUE...;

- 3-TO JUIla MHOKECTBEHHOTO YHCIia B MPOTOKOJIAX: CIYIIAN, BBICTYIWIH, MTOCTAHOBUIIH,
eI,

B nokymeHTax, yCTaHaBIMBAIOIIMX IMpaBa W O00A3aHHOCTH OPraHU3aAllMHU, €€ CTPYKTYPHBIX
MoApa3AeieHU (MOJIOKEHUE, MHCTPYKIIUA), a TAKKE COACPIKAIIUX OMUCAHUE, OLICHKY (DaKTOB MU
BBIBOJBI (aKT, CcHOpaBKa), HCHOIb3yeTcs ¢opMa U3JIOKEHUS TEKCTa OT TPEeThero Juila
€IMHCTBEHHOTO WJIM MHOXXECTBEHHOTO 4YHuCia («OTIAEN OCYIIECTBISAET (PYHKIIMU», «B COCTaB
00BEAMHEHHS BXOJIATY», KKOMHCCHS YCTAHOBUIIAY).

B Tekcre pokymMeHTa, TOATOTOBICHHOTO HAa OCHOBAaHMM 3aKOHOJATEIbHBIX, WHBIX
HOPMAaTUBHBIX MPABOBBIX AKTOB, U3[JaHHBIX OpraHAMHU BJIACTU M YIPABIEHHUS, JOKYMEHTOB, paHee
W3/IaHHBIX OPTaHOM BJIACTU — aBTOPOM JOKYMEHTa, YKa3bIBACTCS HAMMEHOBAHWE BUJA JOKYMEHTA,
HaMEHOBAHHUE OpraHa, U3JaBLIEro JTOKYMEHT, AaTa MPUHITUS WIM YTBEPKIACHUS JOKYMEHTa, €ro
PErUCTPAIIMOHHBIN HOMED, a TAK)KE 3ar0JIOBOK K TEKCTY WJIM HAUMEHOBAHHE BUIA JIOKYMEHTA.

[Tpumepsr

«B cootrBercTBUM ¢ moctaHoBieHueMm llpaButenbctBa oT 13.08.1997 Ne 1009 «OG6
yTBepxaeHuH [IpaBun MOATOTOBKM HOPMATHUBHBIX IIPABOBBIX aKTOB (pelepasibHBIX OpraHoB
WCIIOJTHUTEJIBHOM BJIACTU U UX TOCYJAPCTBEHHON PETUCTpaLluN»;

«B  coorBerctBun ¢ IlonokeHueM O TMOCTOSHHO  JCHUCTBYIOLIEHM  3KCHEPTHOMU

KOMUCCHUU YUPEKJACHUS, OpPraHU3alUU, MPEeANnpusTHs, YTBEp:KIEHHBbIM INpuka3oM PocapxuBa oT
19.01.1995 Ne 2...».

Ecnan TeKCT CONEpKUT HECKOJBKO MOPYYECHMM, PELIECHUN, BBIBOJOB, B TEKCTE BBIICISIOTCS
pazzensl, MOAPa3Aeibl, ITyHKTHI, TOITYHKTHI.

B TexcT moKymMeHTa MOTYT BKIIIOYAaThCA (parMeHThl, OPOpPMIICHHbIE B BUAE TAOIUIBI WK
AHKETHI.

CTpaHu1lpl TeKCTa HyMEpYyIOTCsS apaOCKuMH LuppaMy NOCEPEMHE BEPXHETO MOJIS.



B nuceMax HCnonb3yrT cneayronue GopMbl U3I0KEHUS

e OT TEPBOrO JIMIA MHOXXECTBEHHOTO dYHCIAa (IPOCHM HAMpaBUTh», «HAMpPABIsIEM Ha
PacCMOTpPEHHEY);

e IIEpPBOTO JIULA €AMHCTBEHHOTO YKcia («CUUTAI0 HEOOXOJUMBIMY, «IIPOILLY BBIIEIUTDHY);

e TpeThero Juia eAuHCTBeHHOTo uncia («O0 He Bo3pakaeT», «OO cuuTaeT BO3MOXKHBIM).

OTMeTKa 0 IPHJIOKEHUH.

OTMeTKa O NPHIOKEHUH COJEPKUT CBEIEHUS O JOKYMEHTE (JOKYMEHTAX), IpUjiaraeMoM K
OCHOBHOMY JTOKYMEHTY (B COIPOBOJUTENBHBIX MHUCbMaX, MPETEH3MAX, aKTaX, CIpaBKax M IPYTUX
MH(POPMALIMOHHO-CIIPABOYHBIX JTOKYMEHTaX) UM O TOM, YTO JOKYMEHT SIBISETCS MPUIOKEHUEM K
OCHOBHOMY JIOKYMEHTY (B JOKYMEHTaX - NPWIOKEHHUSIX K PaCHOPSAUTENBHBIM JOKYMEHTaM,
MIOJIOKEHUSAM, IIPaBUJIaM, MHCTPYKIMSIM, JOrOBOpaM, IUIaHaM, OTYeTaM U JIp. JOKYMEHTaM).

B conpoBoguTenbHBIX MHCbMax M APYruX HWH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTAX
OTMETKa O MNPWIOKEHUH O(OPMIISIETCS IOJA TEKCTOM OT TpaHHIBI JIEBOIO MOJS CIEAYIOIIUM
obpa3om:

- €CJIN TIPUJIOXKEHUE HAa3BAHO B TEKCTE:
[Ipunosxxenue: Ha 2 1. B 1 3K3.;
- eClli TPWIOKEHHWE HE HA3BaHO B TEKCTE€ WJIM €CJIM NPUWIOKEHUH HECKOJBbKO, YKa3bIBalOT
Ha3BaHUs JI0KyMEHTOB-TIPUIOKEHUH, KOJIMUYECTBO JIMCTOB U SK3EMILISIPOB KaXKJOI0 IPUIIOKEHUS:
IIpunosxxenue: 1. Ilonoxenne (Ha3BaHue) Ha 5 1. B 1 3K3.
2. CnpaBka o KaApoBOM cocTaBe Ha 2 J1. B | 3Kk3.;
- €CITU MIPUIIO’KEHHUEM SIBIISIETCS 000COOJICHHBIN 3JICKTPOHHBIH HOCUTENb (KOMIIAKT- TUCK, USh-
(bnenr-HaKomMUTEeNb U Jp.):
- llpunoxenue:
CD B 1 3k3.

- eCcIlU NpUIoKeHHE (TPUIIOKEHUS) COPOIIIOPOBAHBI:

[Tpunoxenue:

otueT o pabore PUII B 2 3k3.

B pacnopsautenbHbIX TOKyMEeHTax (IpUKa3ax, paclopsKEeHUsAX), JOroBopax, MOJIOKEHUSX,
npaBUiIaX, HMHCTPYKIUSAX W JAPYrUX JOKYMEHTaX OTMETKa O TPWIOKEHUH O(hOpMIIIEeTCs
CJIEYIOIIUM 00pa3oM:

- B TEKCTE€ JOKyMEHTa IpU NEPBOM YINOMHMHAHUM JOKYMEHTA-NPUIOKEHHS B CKOOKax
yKa3bIBaeTcs: ... (NpuiaoxkeHue) wid ... (IpuwiokeHue 1); mepex HOMEpPOM IPHIIOKEHUS
JOTTYCKAETCsl CTABUTh 3HAK HOMeEpA: ... (mpuitoskenue Ne 2);

- Ha MEepPBOM JIUCTE IOKyMEHTa-IIPUJIO’KEHUSI B IPABOM BEPXHEM YTy YKa3bIBaeTCS:
IIpniaoxenne Ne 2
k npukazy MBOY COLI Ne 1
or 15.08.2021 Ne 112.

CTpoku peKBH3UTA BBIPABHUBAIOTCS MO JICBOMY Kpal0 WX HEHTPUPYIOTCS OTHOCUTEIHHO
CaMOM IJTMHHOU CTPOKH.

Ecau npusoxxeHneM K pacropsiiuTeIbHOMY JOKYMEHTY SIBJISIETCSI HOPMATUBHBIN MPAaBOBOM
aKT WIM WHOW JIOKYMEHT, YTBEP)KIAEMBbIH JaHHBIM PaCIOPSAUTEIBHBIM JTOKYMEHTOM, Ha TIEPBOM
JUCTE TIPUIIOKEHUS MPOCTABISETCS OTMETKA O MPHIIOKEHUU (03 CCHUIKM Ha PaCTOPSANTEIbHBIN
JOKYMEHT) W Tpu(} yTBEPKIEHUSA, B KOTOPOM YKa3bIBAIOTCS JaHHBIC PACIOPSIUTEIHHOTO
JIOKYMEHTA, KOTOPBIM YTBEPIKIEH JOKYMEHT - IPUIIOKEHUE.

[Tpumep -

IIpuniaoxenne 1
YTBEPXIEHO npuxa3s
MBOY COII Ne 1 ot
18.05.2021 Ne 67
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I'pu¢ cornacoBanus 10OKyMeHTA.

HpOGKTI)I IDOATOTOBJICHHBIX JOKYMEHTOB IIEpEa IMOAINMCAaHHUEM B pAA€ ClIydacB
COIJIACOBBIBAIOTCA C 3aMHTEPECOBAHHBIMHU YYPEIKICHUAMH, CTPYKTYPHBIMH IIOJApa3IeICHUSIMU,
OTJEIBbHBIMU JTOJKHOCTHBIMH JINLIAMHU.

I'pud cormacoBaHusi B 3aBUCUMOCTH OT BHJa JOKYMEHTa M 0COOEHHOCTEH ero odopmiIeHus
MOXKET IPOCTABJIAATHCA:

- Ha NEPBOM JIUCTE JOKYMEHTA (€CIU JOKYMEHT UMEET TUTYJIbHBINA JIUCT, - Ha TUTYJIHHOM
JUCTE) B JIEBOM BEpPXHEM YTy Ha ypoBHE rpuda yTBEpKIEHUS WM TOJ HaUMEHOBAaHUEM
JIOKyMEHTA OJIMKE K HIYKHEMY TIOJTIO);

- HAa MOCJIETHEM JIUCTE IOKYMEHTA MO/ TEKCTOM;

- HAa JIUCTE COTJIACOBAHMS, SABJISIIOLIEMCSI HEOTHEMJIEMOM YaCThIO IOKYMEHTA.

I'pud cornacoBanus nokymenta coctouT u3z cnosa COI'JIACOBAHO, nomkHoCTH JHIA, C
KOTOPBIM COTJIACOBAaH JOKYMEHT (BKJIFOUasi HAMMEHOBAHHUE OPTaHM3AIliH), €T0 COOCTBEHHOPYUHOMH
MOJIHUCH, paciIu(pPOBKH MOANHUCH (MHUIINATIOB, (paMHUIUN) U AAThl COTJIACOBAHUSI.

[Tpumep -

COI''TACOBAHO

JlupexTop (Ha3BaHWE OpTraHU3AIIH)
(moamucek) N.0O. Gamumnus

Hata

Ecnu cormacoBanue oCyImecTBISETCS KOJUJIETHAIBHBIM OPraHoM, B Tpu(e coriiacoBaHUs
YKa3bIBAIOT CBEJEHUS 00 OpraHe, COTJacOBaBIIEM JIOKyMEHT, JaTe M HOMEpe MpPOTOKOoJa, B
KOTOpPOM 3a(MKCHUPOBAHO pEIICHHE O COTrJacoBaHWU. EciM corjacoBaHuWe OCYIIECTBISACTCS
MHUCbMOM, YKa3bIBAIOT BUJ] JIOKYMEHTA, OPraHU3aIMIO - aBTOPA JIOKYMEHTAa, JaTy U HOMEP MHUChMa.
[Tpumepsi
1 COTJIACOBAHO
Yupasasomum coBeToM
MBOY COLI Nel
(MpoOTOKOJ OT Ne )

2 COIJIACOBAHO
nucbMom PocapxuBa
oT Ne

Bu3a corjiacoBaHusl JOKYMEHTA.

Bu3bl cornmacoBaHusi JOKYMEHTa — PEKBH3HUT TOKYMEHTA, YKA3bIBAIOIIUI HA COTJIACHE HIIH
HECOTrJache JOJDKHOCTHOTO JIMIla O0pa3oBaTeNbHOW OpraHu3alud C COJEPIKaHHUEM IPOCKTa
JTOKyMeHTa (nanee — Bu3a). [Ipumep

3aMeCTHUTEIb AUPCKTOpa 110 BOCIIMTATEIbHOMN pa60Te

JInuHas moanmch N.N. UBanoBa

10.10.2023

OdopmienHas TakuM o00pa3oM BH3a O3HAYaeT corjacue JODKHOCTHOIO JIMIA C
COJZIep’)KaHUEM JOKYMEHTA.
[Tpu HaNMM4MUM 3aMEeYaHui 10 JOKYMEHTY BU3Y O(DOPMIISIFOT CIEAYIOIUM 00pa3oMm:

3aMeuaHus NpusIaraTcs
3amMecTuTeNh TUPEKTOPa M0 BOCIIUTATEILHON paboTe
JIngHasg nmoanuch .. Usanosa

10.10.2023
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JIOKYMEHT BU3UPYETCS] UCIIOJIHUTENEM U 3aMHTEPECOBAHHBIMH B IOKYMEHTE JI0JKHOCTHBIMU
JUIAMH, PYKOBOJIUTEIEM 00pa30BaTeIbHON OpraHU3aIliH.

3aMevaHusi OJKHBI OBbITh NMPEACTaBICHbl HA OTAEIBHOM JIHCTE, KOTOPbIM MOIMHMCHIBAIOT,
JATUPYIOT U MIPUJIAraroT K JOKYMEHTY.

B nokymeHTax, MOAJMHHUKUA KOTOPBIX XPaHATCS B OpPraHU3allMM, BU3bl MPOCTABISIOT Ha
MOCJIETHEM JIMCTE JOKYMEHTa IOJ MOAMNKHCHhIO, HAa 000pOTE MOCIEIHEro JUCTa MOJIMHHUKA
JIOKYMEHTA WM Ha JIUCTE COTIIacOBaHUs (BU3UPOBAHMS), IPUIIATra€MOM K JJOKYMEHTY.

B wucxomAmmx JOKyMEHTax BH3bl IPOCTAaBIAIOTCS HAa OSK3EMIULIpaX JOKYMEHTOB,
MIOMEIAEMBbIX B JIEJIO.

IHoamuce.

JlomKHOCTHBIE JUIA TMOJANUCHIBAIOT JOKYMEHTBl B TMpeleiaX CBOUX IOJHOMOYMA,
OTIpe/ICIIEHHBIX Y CTaBOM 00IIe00pa30BaTeIbHON OPraHU3aIUN U JOIKHOCTHBIMUA WHCTPYKIUSIMHU.

[lonmuce cocToUT M3 HAaMMEHOBAaHHUS JOHKHOCTH JIMIIA, KOTOPOE MOIMHUCHIBAET JOKYMEHT
(moMmHOTO — eclM JOKYMEHT HaleyaTaH He Ha OJaHKe, COKpAIEHHOIO — Ha JOKYMEHTE,
HareyaTaHHOM Ha OJlaHKe), ero COOCTBEHHOPYYHOH TOIIMUCH, WHUIIMAJIOB (MHHUIMAT HWMEHH),
bamuum.

[Tpumepsi

He Ha 0JaHKe:

JupexTop MBOY COLI Ne 888 JIuyHas nmoanuch N.0. ®amuaust
Ha 0JaHKe

JupexTop JInunas noanucey N.0. ®amunus

[Tpu opopmnennn qokymMeHTa Ha OJaHKe JOHKHOCTHOTO JIMIIA TOJDKHOCTh 3TOTO JIMIIA B
TIOATHICH HE YKa3bIBACTCHI.
IIpumep JIuyHas moanuch N.0. ®amuaus
B noxymeHTax, cOCTaBII€HHBIX KOMUCCHUEH, B TIOJIMHUCH YKa3bIBAETCS CTATyC JIUIA B COCTaBe
KOMHCCHH.

IIpumep -

IIpencenarens KoMuCCHM  [loamuch N.0. Gamuniausa

YaeHbl KoMucCHH IMoanucey HN.0. Oamniansa
IMognucek HN.0. ®amunans
IHoanucey HN.0. ®amniansa

B crnydae oTCyTcTBHS PYKOBOIUTENSI MPHUKA30M ONPEIEISICTCS JIUIO, MCTIOMHSIONIEE €ro
0053aHHOCTH, a TaKXe YIOJHOMOYCHHOE TMOJMUCHIBATh JOKYMEHTBI, MpPH 3TOM MOJIHCH
opopmisieTcss € yKa3aHHEM CTaTryca JOJDKHOCTHOTO JUI]a B COOTBETCTBHHM C MPHUKA30M
(pacmiopsixeHuEM).

IIpumep -

H.o. nupexTopa Hoanuck N.0. ®amuaus

WIn:

Hcenonasommii 00513aHHOCTH THPEKTOPA Hoonmucr  U.O. ®amuiius

HpI/I noAnuCaHu NOKYMCHTA JIMOOM, MMCIOIIMM IIpaBO IMOAIKUCHU B CiIydac BPECMCHHOI'O
OTCYTCTBUA PYKOBOAUTECIIA, UCIIPABJICHUA B HAUMCHOBAHHUC NOJIKHOCTHU U pacmmprBKy (1)aMI/IJ'II/II/I
YK€ TMOATrOTOBJICHHOTO M COINTACOBAHHOI'O IIPOCKTAa JOKYMCHTA BHOCATCA OT PYKH HWIHA C
HCIIOJIb30BAHUECM COOTBCTCTBYIOINUX IITAMIIOB.

He AOMMYCKACTCA CTAaBUThb KOCYIO YCPTY, HAAIHNCH «3a» MEPC] HAMMCHOBAHUCM OOJIKHOCTU
JiM1a B IMOAITUCH, €CJIIN JOKYMCHT IIOAIMUCBIBACT MHOC NOJKHOCTHOC JIMIO.

DJIeKTPOHHAA MOANMNCH.

OTtmetka 00 »SIIEKTPOHHOH TOIMMCH WCIIONB3YeTCS TMPH BH3YaJIM3allMU  SJIEKTPOHHOTO
JIOKYMEHTA, MOANMCAaHHOT 0 3JIEKTPOHHOM MOIHCHIO, C COOII0ACHNEM TPeOOBaHUA:
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a) MECTO pa3MEeLIEeHU OTMETKU 00 3JIEKTPOHHOM MOANUCH TOJIKHBI COOTBETCTBOBATH MECTY
pa3MeleHus: COOCTBEHHOPYYHOM MOJIUCH B aHAJIOTUYHOM JJOKYMEHTE Ha OyMa)KHOM HOCHUTEJIE;

0) »JIeMEHTHI OTMETKHU 00 3JIEKTPOHHOM MOJIHUCH JTOJIKHBI OBITh BUIUMBIMU U YUTAEMBIMHU
IIpU 0TOOPAKEHUU TOKYMEHTA B HATypajlbHOM pa3Mepe;

B) DJIEMEHTHl OTMETKH 00 OJJIEKTPOHHOW MOANMCH HE JOJDKHBI IE€PEKPhIBATHCS WIIN
HaKJIaJbIBaThCA APYT Ha JIpyra;

I') 3JIEMEHThl OTMETKH 00 3JIEKTPOHHOH IMOJAMUCH HE JOJDKHBI NMEPEKpPhIBATH JIEMEHTHI
TEKCTa TIOKYMEHTA U APYTHe OTMETKH 00 3JICKTPOHHOM MoANUcH (TTPU HAUTHYUH).

OtMeTka 00 3IIeKTPOHHOM MOAMKCH U BKIIOYaeT (ppa3y «/JokyMeHT nmoanucan 31eKTpOHHON
MOANHUCHIO», HOMep cepTuduUKaTta KiIroua SIEKTPOHHOM MNOANMUCH, (aMHUIIUIO, WMS, OTYECTBO
BJIa/ieNblia cepTU(UKATa, CPOK IEHCTBUS CepTUPHUKATA KITFOUA HIEKTPOHHOH IOATNCH.

[Tpumep
Jupekrop JOKYMEHT HOJAIIMCAH A.B. UBaHoB
SJJEKTPOHHOHM MOJIMUCHIO
Ceprudmkar lalllaaalllllllIII
Baanesen UBanoB Anexkceit bopucoBuu
JeiicTBuTesien ¢ 01.01.2017 mo 01.01.2022
Ileuatn.

OTTuCK TeyaTu 3aBepseT MOMJIMHHOCTh MOJINUCH JOJDKHOCTHOIO JMIA Ha JIOKYMEHTax,
yJIOCTOBEPSIOUINX TpaBa JIML, (PUKCUPYIOIIMX (aKThl, CBSI3aHHbIC ¢ (PMHAHCOBBIMHU CPEICTBAMH, a
TAaK)K€ Ha JOKYMEHTax, NPEJOCTaBISEMBIX 3a MpeIesbl OpraHu3aluud W IMPeayCMaTpPUBAIOIINX
3aBEpEeHHE NOJUIMHHOCTH MOANHMCH. BHyTpeHHHE IOKYMEHTHI (IIpUKa3bl, NPOTOKOJIBI M T.J.)
1eYaThlO HE 3aBEPSIOTCA.

[lewats mnpocraBnsercs, HE 3axBaTblBasi COOCTBEHHOPYYHON MOJANWCH JIUIA, MOJIMUCABLIETO
JIOKYMEHT, Ui B MecTe, 0003HaueHHOM «MID» («Mecto meuatuy).

OTMmeTka 00 ucnoJIHUTEIE.
OtrMeTka 00 WCHOJHHTENE BKIIOYAaET B ceOst (haMmimio, WMs, OTYECTBO HCIIOJHUTEIS
JIOKYMEHTa, HoMep ero Tejiedona.
OtmeTka 00 UCIIOJIHUTENE MOXKET JONOJHATHCS HAUMEHOBAaHUEM JIOJKHOCTHU, CTPYKTYPHOTO
HOJPa3eNICHUs U JJIEKTPOHHBIM aJIpECOM UCIIOTHUTEIS.
OtmeTka 00 ucnonHUuTene 0popMIIIETCs Ha JIMIEBOW CTOPOHE MOCIEAHEr0 JIUCTA JOKYMEHTa
OT TPaHMLIbI JIEBOT'O MOl UJIH, IPU OTCYTCTBUU MECTa, - HA 0OOPOTHOM CTOPOHE BHU3Y CJIEBA.
ITpumep -
3a0eann UBan AnjpeeBuy,
KoHTpoJibHOe ynpaBieHue, BeAyHii cCrenuaIucT,
+7(978) 924-45-67, Zabelin@gov.ru

OtMmeTKa 00 UCTIOTHUTENE MOXKET O(QOPMIIATHCS KaK HIKHUM KOJOHTUTYN WM Ie4YaTaThCs
mpuTOM MEHBIIIETO pa3Mepa.

OTtMeTKa 0 3aBepeHHH KOMUH.

OO6pa3zoBaresnbHas OpraHU3alys MOXKET 3aBEPSTh KOIUHU TOJBKO TE€X JOKYMEHTOB, KOTOpBIC
CO3JAaf0TCS B HEH, a TaKKe B CIIydasx, MPEIYCMOTPEHHBIX B a03ale BTOPOM HACTOSINETO ITyHKTA.
Konust m0KyMeHTa M3rOTaBIMBAeTCd W BBIIAETCS TOJNBKO C Pa3pelIeHUs] PYKOBOAMTEIS
OpraHM3aLuH, €T0 3aMECTUTENEH MM PYKOBOIUTENS CTPYKTYPHOTO ITOIpa3AeICHHUSI.

B ciyuae moAroToBKM TOKyMEHTOB JJISl IPEAOCTABICHHS CyeOHBIM OpraHaMm, MpH PeLIeHUN
BOIIPOCOB TI0 TMPHHATHIO JIHIl Ha PaboTy, 00ydeHue, yJOCTOBEPEHHS UX TPYAOBBIX U JIPYTUX IpaB
BO B3aMMOOTHOIICHUSX C YUPEKACHUEM, a TaKkKe Mpu (POPMUPOBAHUM JIMYHBIX J1e7 PaOOTHUKOB
o0meoOpa3oBaTeNnbHass OpPraHU3alMs MOXET H3TOTABIMBATh KOMHHM JIOKYMEHTOB, BBITAHHBIX
JAPYTUMH YUPEKACHUAMU (KO JOKYMEHTOB 00 00pa3oBaHuU U Ip.).
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[Ipu BBIDAYe KOMHUU OKYMEHT BOCIPOU3BOJUTCS MOJHOCTHIO (ONaHK 00pa3oBaTelbHOU
OpraHu3alm, HOMep, 1aTa, COAEpKaHUEe U T. [I.).

B npaBoM BepxHeM yrily konuu nuiercs cinoBo «Komwus». Ilpu Beigadue Konmmu ¢ KOIUU
cienyet nucath «Konus ¢ konuny.

Ecnum xomus 11 BHYTPEHHETO TIOJIb30BaHUS, TO JJISl 3aBEPEHHsS] HUXKE PEKBU3HUTA
«[Toanuch» NPOCTABIAIOT 3aBEPUTENBHYIO HAANUCH: «BEpHO»; NOIKHOCTH JHIlA, 3aBEPSIOLIETO
KOIHUIO; TUYHYIO TIOJUCH; paCIIU(PPOBKY MOAMUCH (MHUIIUANBI, (aMIIINIO); AaTy 3aBEPCHHUS.

[Tpumep -

Bepno
Cexperaps/CnenuajmncT mo Kagpam
JInuynas noanuch B.B. UBanoBa

10.10.2023

Ecnu xomwst BbmaeTcs AN MPEACTABICHUS B JAPYTyI0 OpraHU3alldio, TO OTMETKa O
3aBEPEHUU KOIMU JOTMOJHACTCS HAIIUCBI0 O MECTe XpaHCHHsS JTOKYMEHTa, C KOTOpOro Obuia
M3TOTOBJICHA KOIIHS, U 3aBEPSAETCS MIEUAThIO OPTaHHU3AIIHH.

[Tpumep -

[Nopnmuunuk nokymenta Haxoautcs B MBOY Illkona Ne 3 B nesie Ne 12-k 3a 2022 rog.

JIst mpocTaBiIeHUsI OTMETKH O 3aBEPECHHUH KOITMH MOXKET MCIIOb30BAThCS IITaMII.

OTMeTKa 0 NOCTYIVIEHNH JOKYMEHTA.

OTMeTKka 0 MOCTYIUICHUHM JIOKYMEHTa CIYKUT JJIs MOATBEPXKICHHs (PakTa MOCTYIUICHUS
JIOKYMEHTa B OPraHU3aIUI0 U BKIIIOYAET AaTy MOCTYIUICHUS U BXOJSIIUN PETUCTPALIMOHHBINA HOMEP
nokymeHTa. [Ipy HEOOXOIUMOCTH OTMETKA O TOCTYIUICHHH MOXET JOMOJHATHCS YKa3aHUEM
BpPEMEHH MOCTYIUICHHS B Yacax U MUHYTaX U Croco0a TOCTaBKU JTOKYMEHTA.

OTMeTKa 0 TOCTYIJICHUU JOKYMEHTA MOKET MPOCTABJISITHCS C TTIOMOIIBIO IIITAMIIA.

Pe3oaronus.

Pe3omronust cogepKUT ykazaHue MO UCTIOTHEHHUIO JOKyMeHTa. Pesomronus odopmisieTcs Ha
CBOOOAHOM MecTe pabodero ToJis JIOKYMECHTa, Ha OJIAaHKE PE3OJIIONMH WJIH BHOCHTCS
HEMOCPEJCTBEHHO B CUCTEMY 3JIEKTPOHHOTO IOKYMEHTOO0O0pOTA.

Pe3omronus BkItoyaeT: pamMuiinio, MHUIMAIB! UCTIOTHUTENS (UCIIONHUTENEH), HOpyUYEHHE 110
JOKYMEHTY, MPH HEOOXOAMMOCTH - CPOK MCIOJHEHUS, MOJIMUCH JIUIA, BBIHECIIETO PE30JIOIHIO,
JaTy PE3OITIOIUH.

Pe3omntonus, Kak npaBuiio, MULIETCS OT PYKH PYKOBOAUTENIEM Ha MOJJIMHHUKE JOKYMEHTa
Ha CBOOOJIHOM OT TEKCTa MECTE.

ITpumep -

damuaua N.0.

IIpomy nmoaroroButh npemioxkenus k 10.11.2021.

IMognuce

Jlara

OTtMeTKa 0 KOHTpOJIE.

OTMeTKka O KOHTpPOJIE CBHUJCTEIBCTBYET O TIIOCTAHOBKE JIOKyMEHTa Ha KOHTPOJIb,
MPOCTABJISETCS IITAMIIOM WM TPOU3BOAUTCS 3amuch OT pyku «KOHTpoIb» Ha BEpXHEM IOJE
JOKYMCHTA.

Kontposro noanexar Bce 3aperucTpupoBaHHbIE JOKYMEHTBI, TPEOYIOIINE UCTIOIHEHUS.

Cpokr WCIONHEHHS JOKYMEHTa YCTAHABIMBAKOTCSI B COOTBETCTBHH CO CpPOKaMH,
0003HaUEHHBIMH 3aKOHOIATEILCTBOM, OpraHU3allel, HanpaBUBILEH MOpPYYEHHE WIH MPOChOY,
pacTopsIUTEIHLHBIM IOKYMEHTOM HITH PE30JTIOIUEH PYKOBOIUTENS 00pa30BaTEIbHON OpraHU3allHH.

Cpok mpocrasinsiercs: B (hopMe AaThl 3aBEPILICHUS UCTIOTHEHHUS.
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OTMmeTKa 0 HAaNPaBJIeHUM TOKYMEHTA B /1eJI0.

OTMGTKa O HaIlpaBJICHUU JOKYMCHTA B ICJI0 ONPCACIACT MCCTO XpPaHCHHUA JOKYMCHTA ITOCJIC
3aBeplIeHUS PabOThl ¢ HUM M BKJIIOYAET: cjoBa «B nmemo», MHAEKC Jenia o HOMEHKJIAType /e, B
KOTOpOE MOMEIIaeTCs JOKYMEHT Ha XpaHeHHe, ¢ yKa3aHHueM ToJia, JOKHOCTH JTUIa, 0()OPMHUBIIETO
OTMCTKY, IMOAIUCH, JAThI.

ITpumep -

B neso Ne 01-18 3a 2020 r.
Cexpertaps

IMoagnucek Jdata

OTMCTKa O HanpaBJICHUHU OOKYMCHTA B JCJIO MOKCT NOIOJHATHCA KPATKUMU CBECACHUAMU O
XapakTepe UCIOJHEHUS TOKYMEHTA.

4.Tp660BaHI/Iﬂ K COCTAaBJICHUIO HEKOTOPLIX BUAOB TIOKYMCHTOB.

IIpuxkas3.

IIpuka3 - 1paBOBOM JIOKaJbHBIM HOPMAaTUBHBIM aKT, KOTOPBIA HU31a€TCs €OUHOJINYHO
pyKoOBOIUTENEM OOpPa30BaTEIbHOW OpraHU3allMd M YAOCTOBEPSET pEIIeHUs OpraHU3allMOHHO-
pacnopsAUTEILHOTO XapaKTepa.

[Ipuka3pl HM3[aOTCST 1O OCHOBHBIM  BONPOCAM  JEATEIBHOCTH, aJMUHUCTPATUBHO-
XO3SMCTBEHHBIM BOMPOCAM W KaJIpOBBIM BOMpOcaM (JIMYHOMY COCTaBy) 0Opa3oBaTeIbHOMN
OpraHu3aLyy.

ITpuka3 noanuckeIBaeTCsl B COOTBETCTBUHU C TPEOOBAHUSAMM, yKa3aHHBIMU B PekomMeHaruu.

ITocne moamucaHus NpUKa3a W3MEHEHHMs W/WIM JIOTMOJHEHUS B HEro BHOCATCA IIyTeM
M3JaHKSI HOBOT'O TIPUKa3a 0 BHECCHUH M3MEHEHUHN W/HJITH JTOTIOJTHEHHIA.

Ilpuka3, kak mnpaBuwio, odopmisercs Ha OyiaHke 00pa3oBaTelIbHON OpraHu3aluu B
MeYaTHOM BUJE.

[lpuka3 umeer cieayrolMe PEeKBU3UTHI: HaUMEHOBAaHHE OOpa30BaTEIbHON OpraHU3allH
COTJIacCHO ycTaBy; HauMeHoBaHue Buaa aokymenrta ([IPMIKA3), nata, Homep, MECTO COCTaBJICHUS,
3aroJIOBOK K TE€KCTY, TEKCT, HAUMEHOBaHHE JIOJDKHOCTH, NOJIKUCH TOJPKHOCTHOTO JIMIA (MHULIAAIIBI,
(bamuns ), BU3BI COTIIACOBAHMS, O3HAKOMIICHUSI.

Jaroil mpukasza (pacnopspkeHus) sBIsieTcss nata ero noamucanus. Jlata odopmisercs
uu(poBbBIM CHIOCOOOM; HOMEpP COCTOUT U3 3Haka «No» M MOPSJKOBOIO HOMepa IpuKasza: OT
00.00.0000 Ne 000.

CopepxaHue mpHKa3za KpaTKO M3J1araeTcsl B 3arojloBKe, KOTOPbIM HAauMHAETCs C IMpenasora
«O» M COCTaBIJIAETCS C MOMOILBIO OTTJIAroJbHOIO CYHIECTBUTENBHOTO («O0 yTBepKaeHuu...», «O
CO3JIaHUH...») WA CYIIECTBUTEIHHOTO («O0 UTOTaX...»).

B npukasax TekcT u3naraercs oT IepBOro JMLA €IMHCTBEHHOTO Yhcia («IIPUKa3bIBAIO»).

Bo BpeMst 03HaKOMJIEHHS C MIPUKA30M yKa3aHHBIMU B HEM JIMIIAMU Ha MEPBOM IK3EMIUISIpE
IIPUKa3a IPOCTABIISAIOTCS MOAMUCH C YKa3aHUEM JAaThl O3HAKOMIICHUS.

Homepa cTpaHuIl IPOCTaBIAIOTCSA MOCEPEIUHE BEPXHETO IMOJIA JIMCTA HAYMHAS CO BTOPOTO
JHCTA.

IIpuxa3sl HyMepyIOTC B MIOPSAKE UX U3IaHUA B IIPEeaX KaJeHJapHOTO TOa; IMPUKa3bl 110
OCHOBHOM JIE€SITENBHOCTH M IO KaJpOBBIM BOIpOCaM (JIMYHOIO COCTaBa) HMMEIOT OTAEIBHYIO
NOPANKOBYH0  HyMepanutoo. Ilpm  HyMepanuum  INpuUKa3oB  JOIYCKA€TCs  MCIIOJIB30BAHHE
JIOTIOJTHUTENIBHBIX OYKB, HAIPUMEP: JIC - TUYHBIHA COCTaB, 0 - OTHYCKA, Y — 00y4alomuecs: 1 ap.

Ilpuka3 BcTynmaeT B CHIIy ¢ MOMEHTa €ro MOANKCAHUsS PYKOBOJHUTEIEM 00pa3oBaTeIbHOMN
OpraHu3alUy, €cilu B TEKCTE HE YKa3aHO Jpyroro cpoka. Ilpukassl peructpupyrrcs B
KHure/>)ypHaine peructpanuy NpuKa3os.

[Tpukassl hopmupyrotes B Jleno oauH pa3 B kBapTai. KHura/xypHaia nIpoHyMepOBBIBaETCS,
IIPOIIHYPOBBIBACTCS, CKPEIUIAETCS IOIINMCHhIO DPYKOBOAMUTENS U I€4aTbio 00pa30BaTebHOU
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opranm3auuu. B koHme kamenmaprHoro roxa Jlemo (me Oomee 250 mucroB) odopmisiercs B
cootBeTcTBUH ¢ [lonoxxennem 06 apxuBe.

IIpuka3bl M0 OCHOBHOM /1€AATeJILHOCTH.

TekcT mpukasa MO BONPOCAM OCHOBHOW JIE€ATENBHOCTH 00pa3oBaTENbHOM OpraHu3aluu
COCTOMT U3 JIBYX YacTel - KOHCTaTupyolei (mpeamOyibl) U pacoOpsAUTEIbHOM.

B KkoHcTaTMpyomed 4acTH OTpakaloTcsl LENW M 3aJayd INPEANMCHIBAEMBIX JEHCTBUH,
NPUYMHBl W3JAHUs NPHUKa3a, JaeTCid CChUIKA Ha JOKYMEHT, NOCIYKMBIIMH OCHOBAaHHMEM IUIS
MOATOTOBKM IIpHKa3a. YKa3aHHas 4acThb MOXET HadMHAThCA co cloB «Bo ucnomuenue...», «C
uenblo...» W ToMy TmomobHoe. Ecimu [1oKyMeHT wu3gaeTcs Ha  OCHOBaHUM  JPYroro
pacnopsAUTENBHOTO JOKYMEHTA, B KOHCTaTHPYIOIIEH YacTH YKa3bIBA€TCS Ha3BaHME BHUAA 3TOTO
JIOKyMEHTa, ero aBTop (MunHucTepcTBO, COBET MUHUCTPOB | JIP.), 1aTa, HOMEP W 3arojioBok. Touka
B KOHIIE KOHCTaTUPYIOILIEN YaCTH HE CTABUTCSI.

PacnopsigurensHas 4vacth mnpukaza HaumHaetrcs co cinoBa [IPUKA3BIBAIO, kotopoe
revaTaeTcss ¢ HOBOM CTPOKM OONBIIMMHU OykBaMu 0€3 OTCTYIUICHHS OT JIEBOTO IOJISI M KaBBIUEK,
IIOCJIE YEro CTaBUTCS JABOETOUYHE.

PacniopsinuTenbHas 4acTb JAEIUTCS HAa IYHKThl M TOJIYHKTHI, KOTOpPBIE HYMEPYIOTCS
apabckumu nudpamu. B KaxIoM MyHKTE TOMKHBI OBITH yKa3aHbl HCIOJIHHUTENIH, KOHKPETHBIE
3a7aHus (MOPYYEHHsI) M CPOKM HX BbINOJHEHUS. VICIOMHUTENM MOryT OBITh Ha3BaHbl TaKKe
000011IEeHHO: «PYKOBOJIUTENSIM METOJAMYECKUX OOBEIUHEHUI», «3aMeCTUTENSIM nupekTopay. [Ipu
9TOM, KaK NpaBWJIO, HE NMPUMEHIETCS HalMCAHUE HEKOHKPETHBIX MOPYYEHUH, KOTOPHIE COAEpKAT
cJoBa: «YCKOPHUTBY, CYTYULIUTBY, «AaKTUBU3UPOBATHY, «00paTuTh BHUMAaHUE»,
«COBEPILEHCTBOBATHY, IIPOJOJIKUTHY U T.II.

OtnenpHble 3agaHus (HampuMep, 3aJaHus, cojlepkaiue IUuGPOBbIE TaHHBIE) MOTYT
oopMIATECA B BHJIE TPUIOKEHHUS K MPHUKA3y CO CCHUIKOM Ha HUX B COOTBETCTBYIOUIMX MYHKTaX
MpHKa3a u opOPMIIIOTCS COTTIACHO JaHHBIM PexomMeHmanusm.

Crpanuibl IpuKas3a v NPUIOKEHUH HyMEPYIOTCS KaK €JUHBIN JOKYMEHT.

Ecnu mpuka3om OTMEHsIeTCsl MpeabIAYUIUN pacnopsIUTEIbHbIN JOKYMEHT, B PacloOpsAUTENbHON
YacTH yKa3bIBae€TCsl IMYHKT, KOTOPBIA JODKEH HauuHaThCsl co cioB: «[Ipu3HaTh yTpaTHBIIMM
CUITY...».

V3meHeHus, BHOCUMBIE B TIPUKa3, 0QOPMIISIFOTCS OTJEIBHBIM MPUKA30M, KOTOPBIA JOJKEH
MMETh TaKol 3aroioBok: «O BHECEHHM W3MEHEHH W/WIM JOMOJHEHUN B MPHUKA3 ...» C YKa3aHUEM
JaThl, HOMEpa, 3arojioBKa pacHOpsSIUTENIBHOTO JIOKYMEHTa, B KOTOpbBI BHOCATCS H3MEHEHUS.
PacniopsnurenbHas yacTh IpUKa3a HAYMHAETCS C TAKOTO ITyHKTA:

1. BHecTn U13MEHEHHUS B TIPUKA3...

Jlanee OTHENbHBIMM HOJINYHKTaAMH (HOPMYIHPYIOTCS H3MEHEHHsS B PACIOPSAMTEIbHBINA
JIOKYMEHT.

IIpumep -

1) nmyHKT 2 M3T0KUTH B CleAyIOMEH peaaKIuy;

2) TYHKT 3 MCKITIOYHT;

3) ab3an BTOpOit MyHKTA 4 TOTIOMHUTH CIOBAMH. ..

Ecnu m3MeHeHus B pacmnopsIuTENbHBIN JTOKYMEHT O(QOpPMIIIOTCS HAa OTIEIBHOM JIUCTE
(JtucTax), B IEpBOM ITYHKTE PACHIOPSIAUTEIbHON YaCcTH MPUKa3a YKa3bIBACTCS:

1. BHecTn n3MEeHEHUS B...

IlocnaenHuil MyHKT paclopsIUTENbHOM YacTH B CiIydyae HEOOXOJIUMOCTH MOXKET COAEp)KaTh
pelIeHne 0 BO3JIOKEHNHU Ha JIOJKHOCTHOE JTMIO (PYHKIUN IO KOHTPOJIIO 33 UCIIOJIHEHUEM MIPUKa3a.

IIpuka3bl M0 KaAPOBBIM BOMPOCAM.

[lpuka3sl 1O KagpoBBIM BompocaM (JIMYHOMY COCTaBy) O(OPMISIOTCS Kak B
yauduuupoBanHoid ¢opme (IloctanoBnenue I'ockomctata P ot 05.01.2004 Ne 1 «O6
YTBEPXKICHUM YHU(HUIIMPOBAHHBIX (POPM NMEPBUYHOIN yueTHON NOKYMEHTAlMU MO Y4eTy Tpynaa H
€T0 OIUIATBI»), TaK U B TEKCTOBOH.
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JlaHHbI BU MPUKa30B 0pOPMIISETCS B BUIE WHAMBHUYATbHOTO UM CBOIHOTO.

B uHIuBHIyaTbHOM IpHKa3e cofepkKUTCS HHPopMaius 00 0JHOM pabOTHUKE; B CBOJHOM -
O HECKOJIbKMX, HE3aBHCHUMO OT TOTO, KaKH€ YIPaBICHUECKUE PEIICHHUs [0 HUM MPUHUMAIOTCS
(mpuem Ha paboTy, Ha3HA4YCHHE HaA JIOJDKHOCTH, IEPEBOJ] Ha JAPYryl JOHKHOCTH (paboTy),
YBOJIbHEHHUE U JP.).

ConepkaHve WHAMBHIYAIBHOTO TPUKa3a MO KaIpOBBIM BOMPOCaM (JIMYHOTO COCTaBa)
KpaTKO H3JIaraeTcs B 3arojioBKe, KOTOpBIM HauumHaeTcs ¢ mpeanora «O» U cocTaBisercs C
MIOMOIUIBIO OTIJIArOJBHOIO CYIIECTBUTENBHOIO: «O Ha3HaueHuwu...», «O MPUHATHH...». B CBOIHBIX
MPUKa3aX MOXKET MPUMEHATHCS OOO0OIIEHHBIN 3aroioBok: «O KaJpoBbIX Bompocax», «O JTUYHOM
COCTaBe».

B Tekcte mpukaza 1o KagpoBBIM BOMpocaM (JIMYHOMY COCTaBY), KaK IIPaBHIIO,
KOHCTaTHPYIOIlas 4acTh HE OTMEYaeTCsl.

PacnopsinuTenbHast 4acTh MpUKa3a HAUMHAECTCS, KaK MPaBUIIO, C IJIarojia B HEONpeAeICHHOM
dbopme: «IIpunarey, «Haznauutey, «llepeBectry, «OOBIBUTEY» U TOMY MOT00HOE.

Janee ykaspIBatoTcst (aMuiInsl, UMsI, OTYECTBO (IIPU HaIM4YUKM) pabOTHHKA, HA KOTOPOTO
pacmpocTpaHseTcs JeHCTBUE MpHUKaza, U TEKCT Mpuka3za. B cBogHOM mpukasze ¢aMuinu JUIl B
npejenax MyHKTOB pa3MeIIatoTcs 1o andaBuTy.

B npukasze o Ha3Haue€HWHU WM YBOJILHEHUU PaOOTHUKA YKa3bIBaeTCs IMOJIHASA JaTa (YUCIo,
MecsI, Toa) GaKTHIECKOro BhIXoJa paboTHHKA Ha padoTy (MpEeKpaleHus TPYIOBBIX OTHOILICHH),
pa3Mepsl ero AOHKHOCTHOTO OKJIAa COTJIACHO IITATHOMY PACIHCAHUIO.

B cBomHOM mpHKa3e Mo KaJpoBBIM BOMpPOCaM (JTMYHOMY COCTaBYy) B PacHOpPSIUTEIbHYIO
4acTh BKJIIOYAeTCA MH(OpMaIMs, KOTopas pa3MeIIaeTcss B TaKOM MOCIeI0BaTENIbHOCTH: IPUEM Ha
paboTy, nepeBo/i, yBOJIbHEHHUE.

B kaxaoMm myHKTe MpHKaza MO KaJIpOBBIM BOMpPOcCaM (JIMYHOMY COCTaBY) YyKa3bIBaeTCs
OCHOBAHHE OTHOCHUTEJIBHO €ro M3AaHus (3asBlIeHHE pabOTHHKA, TPYJAOBOM JOTOBOP (COTJIALICHUE),
JOKJIagHasi 3alucKa, TMPEeACTaBICHUE, XOAaTaliCTBO, pEIICHHE AaTTeCTAlMOHHOW KOMHUCCUU
00111e00pa3oBaTeIbHON OpTraHUu3aIii) U T.1.

Pacnopsixkenue.

Pacnopsikenue - pacnopsiAMTENbHBIN JOKaJIbHbI HOPMATUBHBIA IPABOBOM aKT, KOTOPBIN
M3/1aeTCsl PYKOBOJSAIIMM PabOOTHMKOM 00pa3oBaTeIbHON OpraHu3aliu (HampuMep, 3aMEeCTUTENIEM
PYKOBOAMTENS, PYKOBOAMUTEIEM CTPYKTYPHOTO MOJApA3JeNIeHUs1) MO BOMpocaM HWHGOPMAIMOHHO-
METOJIMYECKOT0, aIMUHUCTPATUBHO-XO3UCTBEHHOTO ¥ OPraHU3AallMIOHHOTO XapaKTepa, BXOIAIIUM
B €r0 KOMIIETEHIIMIO.

Pacrniopsizxenuem ohopmMIIstoTCS BOIPOCH! KPATKOCPOUHOTO OJJHOPA30BOr0 XapakTepa.

PacnopspkeHust COCTaBIISIFOTCS aHAJOTMYHO IMpHKa3aM (B MEYaTHOM BapUaHTE) MOXKHO Oe3
cinoa «[IPUKA3BIBAIO».

KoHcTatupyromas 4acTb TEKCTa B PACHOPSIKEHMSIX OTAEISAETCS OT PACIOPSIUTEIbHOU
gactu cioBamu: «[IPEJIJIATAIO», «PEKOMEHIYIO», «OBA3BIBAIO», «CUUTAIO
HEOBXOANMbIM».

Pacniopsikenust  peructpupytorcs B KHHre/)kypHajie perucTpaluu  paclopsKCHHM.
Kuura/sxypHan npoHyMepOBBIBA€TCS, IPOLIHYPOBBIBACTCS, CKPEIUISETCS MOAIMCHI0 PYKOBOAUTEIIS
U TiedaThio oOpa3oBaTelbHOM opraHuzanuu. Pacnopspkenust gopmupyrorces B [eno oawH pas
B KBaptran. B kouie kameHmapHoro roaa Jlemo (me Oonee 250 nuctoB) odopmisieTcs B
cootBeTcTBUH ¢ [lonoxxenunem 06 apxuse.

IIporoko..

[Ipouecchl nmpUMEHEHHsT YIPABICHUECKUX DPELICHUH 00pa30BaTEeIbHOW OpraHu3aluei u
CaMM pEeIIeHUs JOKYMEHTHPYIOTCS C IOMOIIBIO IPOTOKOJIOB KOH(EPEHLUH, Neaarornyeckux
COBETOB, KOMUCCHUH U TIp.

B npoTokonax 3acenaHnii KOJUIETHAIBHBIX U COBEIATENIBHBIX OPTaHOB TEKCT U3JIaraeTcs OT
TPETBETO JIMIA E€IWHCTBEHHOTO 4YHCia («IIEeJarormyecKuii COBET... NOCTAHOBISIET», «COOpaHUE...
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PEILnIIO).

[IpoTokon cocTaBisieTcs Ha OCHOBAHUU 3alMCEH, ClIeTaHHBIX HEMOCPEICTBEHHO BO BpeMs
3acelaHui, MPEACTABICHHBIX TEKCTOB M TE€3UCOB JOKJIAJ0B M BBICTYIUIEHHUH, CIPAaBOK, IIPOEKTOB
911817178

ITpoTOKOJI MOXKET COCTABIATHCS KaKk B PYKOIMCHOM, Tak U B TIe4yaTHOH (opme.

JaToli mpoTokoina sABIsSETCS JaTa MpoBeAeHUs 3acenanus. Eciu 3acenanue mpoaoimkaioch
HECKOJIBKO JTHEH, TO Uepe3 TUPE YKAa3bIBAXOTCS MEPBBIM U MOCIEIHUI IEHb 3aCEAAHHUS.

Homep npoTokona 10mKeH COOTBETCTBOBATH MOPSIAKOBOMY HOMeEpyY 3acenanus. Hymepanus
IIPOTOKOJIOB BEJIETCS B Ipenesax KaJeHIApHOIo ToAa OTIAENbHO MO Ka)KIOW IpyIie IPOTOKOJIOB
3acelaHusl COOTBETCTBYIOIIETO KOJIJIErHAIbHOIO OPraHa.

B pexBu3uTe «MecTo 3aceaHus» yKa3bIBA€TCS Ha3BaHUE HACEJIEHHOTO IyHKTAa, B KOTOPOM
COCTOSJIOCH 3aCEJIaHuE.

3aroJIoBOK K TEKCTY MPOTOKOJAa JOJDKEH OTOOpakaTh BHJ 3acelJaHMs (COBEILAHUE,
cobpanue, KOH(pEepeHI U T.I.) WK KOJUIETHAIbHON JEeSATENBHOCTH (KOMHUCCHS, COBET, COOpaHHe,
pabouasi rpynma u T.1.) U BKJIIOYaTh HA3BaHUE BUJIA JOKYMEHTA.

TeKcT mpoTOKOJIa COCTOUT U3 BBOJAHOW M OCHOBHOM YacTEH.

BBomHass wacth conepkur mnocrosHHyto uHpopmanumio (cioBa I[IPEJCEJIATEJID,
CEKPETAPbB, TIPUCYTCTBOBAJIN) u mnepemeHHyro (paMuaus, WHUIHAJIBI TMpeaceaaTes,
ceKkperaps HM  TOPUCYTCTByIommx). Ilpm  HEoOXOAMMOCTH  YKa3bIBalOTCSA  JOJDKHOCTH
MPUCYTCTBYIOIINX, a TAKXXE€ MHUIIUAIBI, (PaMUITUU JOHKHOCTH JIMLL, TPUTIIAIIEHHBIX HAa COBELIaHHE.
Ilpu xommvectBe ywacTHUKOB Ooyee 10 cocTaBiseTCs CIHUCOK NPUCYTCTBYIOUIMX, KOTOPBIH
MpuiIaraeTcs K IpoTOKOIY.

Ecmu mportokon odopmisiercss B medatHoir ¢opme, 1o cnoBa [IPEJCEIATEJID,
CEKPETAPD, ITPUCYTCTBOBAJIM meuaTaloT OT HYJIEBOTO IOJOXKEHHUS TaOyasTopa, OT 2-TO
MIOJIOXKEHUSI TaOyIsITOpa CTaBUTCA TUPE, MHULMAIBI U (PAMUIIMU MUIIYT B UMEHUTEIBHOM MHaJeKe.
daMUIMK TMPUCYTCTBYIOMIMX pACHONararoTcsl B aln(aBUTHOM TMOpSKE W IMedyaTaroTcs yepes |
MEKCTPOUYHBII UHTEPBAJL.

BBonHas uacth mnpoTokona 3akaHuMBaeTcsi moBecTko nHA. CrnoBa «lloBecTka gHS»
MeYaTaloT OT HYJEBOIO MOJOXKEHHS TalOylsTopa, IMOCIe HUX CTaBUTCA ABOETOYHE. Bompock
MOBECTKU JIHA HyMepyloTcs apabckumu nudpamu. Kaxnplii HOBBI BOMpOC MeyaTaroT OT 1-To
TIOJIOXKEHUS Ta0ysaTopa.

[locnenoBaTenbHOCTh PACIIOIOKEHUSI BOIPOCOB OMNPEAENSETCA CTENEHBIO UX Ba)KHOCTH.
Bonpoce! nepeunciisioress B UMeHUTENbHOM naaexe. Jloknan (otder, coobuieHue, nHGopmanus),
HAaWMEHOBAHHE JOJDKHOCTH, MHUIMANBI U (aMUIHIO JOKIAAYMKA MHUIIYT B POAUTEIHLHOM MaJexke.
He pexomenmyeTcsi BKItOYaTh B MOBECTKY AHsS Bompoc «PasHoe». Kaxnprit Bompoc m0mKeH OBITh
KOHKpeTu3upoBaH. PopMHpOBaHUE BOIPOCOB B OBECTKE JIHS HaunHaercs ¢ npeiora «O (O06)».

OcHOBHasl 4acCThb MPOTOKOJA COCTOUT U3 pa3JlieioB, KOTOpbIE IOJIKHBI COOTBETCTBOBATH
IIyHKTaM MOBECTKH JIHs. Pa3iensl HymepyroTcs apabCKUMU HU(PPaMU U CTPOSTCS MO TaKOH cXxeme:

CJIVIIAJIA - BBICTYIIWIIA - PEHIWIIA (ITOCTAHOBUJIN),

VYka3zaHHBIE CJI0BA MeYaTaroTcs OonbIIMMU OyKBaMH 0€3 OTCTYIMa OT I'PaHHIIbI JIEBOTO MOJIS.
[locne 3THX CJIOB CTaBUTCS IBOETOYHE.

Ilocne cinoBa CJIVIIAJIM yka3biBaeTcs KpaTKMW TEKCT BBICTYIUIEHHS OCHOBHOI'O
JToKJ1agurka. @aMuvsa 1 MHULHAIBI KOKIOr0 JTOKJIAIUUKa NeYaTalrTCsl C HOBOUM cTpoku. KpaTkwuit
TEKCT BBICTYIUICHUS U3JIaraeTcs B TPEThEM JIMIIE €JUHCTBEHHOIO YHCIA.

TexcThl WK TE3UCHI TOKJIA10B U BBHICTYIUICHUM, 0(OpMIICHHBIE KaK OTEIbHbIE JOKYMEHTHI,
B TEKCT IIPOTOKOJIa HE BKtoyarored. [locne cBeaeHnii o JOKIaIUMKe CTaBUTCS TUPE U YKa3bIBAETCS:
«Teker nokiiana (BHICTYIUICHHS ) IPUIIAraeTcs K MPOTOKOIYY.

ITocne cnoBa BBICTYIINJIU ¢ukcupyroTcs BBICTYIUICHHS TE€X JHI, KOTOpPbIE HPUHSIIN
ydyacTHe B OOCYXKIEHHMU JAOKIaza. BricTymueHuss oGopMISIOTCS B NPOTOKOJE C YKa3aHUEM
JOJDKHOCTEH, (DaMWIMii ¥ WHUIMAJIOB, BBICTYNAIOMIMX B WMEHHUTEIBHOM MAJEKe, a TaKkKe C
KpaTKUM H3JI0’)KEHUEM COJIEpXKaHUsl BONpOca M OTBETOB Ha Hero. CojaeprkaHue BBICTYIICHUH
u3jaraeTcs OT TPETHEro JULA €IMHCTBEHHOIO YUCIIA.
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ITocne cmoa PEHIMIIN (ITOCTAHOBWJIN) dukcupyercs NpPUHATOE pelIeHHE 0
o0cyXjaeMOMy BONPOCY TOBECTKH MAHsS. PemieHue A0MKHO OBITh KOHKPETHBIM M BKIIIOYATh
COCTaBJIAIOIME, KOTOPHIE OTBEYAIOT HA CJIEIYIOIINE BOIPOCHI: KOMY, YTO C/IEJIaTh U B KAKOH CPOK.

Pemienus, copepixaiiye HECKOJIbKO BOIPOCOB, MOAPA3ACIIAIOTCS HAa IMYHKThl U MOJITYHKTHI,
KOTOpbIe HyMepytoTcst apadckumu 1udpamu. [loqnyHKTe HyMepyOTCcs M(pamMu ¢ TOUKOH.

B cinydae, xorja Ha 3acefaHMM NPUHHUMAETCS pelleHHe 00 YTBEP)KICHUHM JOKYMEHTa,
KOTOPBII 00CYXK/1aJcsl Ha 3aCeaHnu, ITOT JOKYMEHT MpuiiaraeTcs K MpOTOKOIY U B HEM JelaeTcs
CChUIKA Ha HOMEp M JaTy npoTtokona. [lpm Hanuuum [Apyrux JOKYMEHTOB, KOTOpBIE
paccMaTpuBalIMCh Ha 3acelaHud, M (akT oOCYKAEHHS KOTOPbIX ObUI 3apUKCHpPOBAaH B TEKCTE
MPOTOKOJa, OHWU HyMepyroTcs apabckumu mmdpamu ([Ipwroxenune 1, Ilpunoxenwe 2). B
COOTBETCTBYIOIIMX ITYHKTaX MPOTOKOJIA JEJIA€TCS CChIJIKA HAa 3TU IPUIIOKEHUS.

ITpoTokous noanuchIBaeTCs MpeCce1aTeNIbCTBYIOIINM Ha 3aCelaHu| KOJUIErHallbHOTO OpraHa
U CEKpETAPEM.

Beimucka wu3 mpoTokosa — TOYHAs KONMsS YacTH TEKCTa MOAJIMHHOIO IPOTOKOJIa,
OTHOCSIIIETOCS] K TOMY BOIIPOCY IOBECTKH JHSI, 110 KOTOPOMY TFOTOBMTCS BBINMCKA. BbImmcka u3
IIPOTOKOJIA  COAEPXKUT  CIEQYIOUIMEe  PEKBU3MTHI: HAMMEHOBAaHHME  00IIe00pa3oBaTeNbHON
OpraHu3alyy, Ha3BaHUE BHUAA JOKyMEHTa (BbIMMCKAa M3 IPOTOKOJA), JlaTa 3acedaHMsi, MECTO
COCTaBJIEHUS], 3ar0JIOBOK K TEKCTY, TEKCT, NOJIMUCH, OTMETKY O 3aBEPEHHUHU KOIIHH.

[TpoTokoinsl peructpupyrorcs B Kuure/xxypHane perucrpanuu npotokoioB. Kaura/sxypHain
IIPOHYMEPOBBIBAETCS, MPOIIHYPOBHIBAETCS, CKPEIUIAETCS MOJMUCHIO PYKOBOJUTENS U IEYaThIO
oOpasoBatenbHON opranu3anuu. [IpoTokons! Gpopmupyrotest B Jleno oauH pa3 B kBapTai. B koHie
KaneHaapHoro roja Jleno (ae 6onee 250 nuctoB) oopmitsiercss B cooTBeTcTBUM ¢ [lonoxxeHuem 06
apXuBe.

Cay:xe0Hoe MM CbMO.

CnyxebHoe MHChbMO COCTaBISIETCS C 1EeNbI0 0OMeHa HHpopMaIueil U peacTaBiIseT COOOM:

- OTBETHl O BBINOJHEHUM 3aJaHHM, ONpPEJECIICHHbIX B aKTaX OpPraHOB TOCYAAapCTBEHHOM
BJIACTH, TOPYUYCHHSIX BBICIIUX JIOJPKHOCTHBIX JIUIL;

- OTBETHI HA BHINIOJIHEHHE MOPYUYECHUN BBILIECTOSIIINX OpraHu3aluii;

- OTBETHI Ha 3alPOCHI IPYTUX YUPEKICHUN;

- OTBETHI Ha OOpalIeHus rpaKaaH,

- OTBETHI Ha 3aMPOCHl Ha HH(POPMAITHIO;

- WHULUATUBHbBIC TUCHMA;

- CONPOBOJUTENbHBIC MUCHMA.

CnyxeOHOE TUCEMO oopMIIsieTcs Ha OaHKe 00pa3oBaTEIbHON OpraHU3aIiH.

[luceMo uMeeT creayrolme PEeKBU3UTHI: JaTa, PErUCTPALMOHHBIA HOMEp (HMCXOSIIMIA),
CChUIKA Ha PETUCTPAIIMOHHBIA HOMEp (BXOSIIMI) M ATy JOKYMEHTa, HA KOTOPBIM JAA€TCS OTBET
(mpu HanMMuuM), agpecar, 3aroji0OBOK, TEKCT, OTMETKAa O HAJIMYUU NPUIOKEHUH (B cliydae
HEO0OXOUMOCTH ), OAMHUCH, cBeAeHus1 00 ncnonautene (O.M1.0., KoHTakTHBI HOMEp TenedoHa).

Jlatoli muceMa SBISIETCA JaTa €ro IMOANMCAaHMUsS, KOTOpas MOJDKHA COBHAJaTh C JAATOM
perucTpanui UCXoasieil KOppecoHIeHIINH.

OCHOBHBIM PEKBU3UTOM CIYKEOHOTO MUChMa SIBISETCS TEKCT, KOTOPBIA, KaK IMPaBUIIO,
COCTOMUT W3 JABYX 4YacTe. B mepBoil yacTu ykasbiBaeTcs MPUYMHA, OCHOBAaHUE WJIM OOOCHOBaHUE
MOATOTOBKH MHUCHMa, TMPHUBOJSATCS CCHUIKA HA JOKYMEHTBHI, KOTOpPBhIC OBLTH OCHOBAaHUEM I €ro
cocTaBiieHusl. BTopass uyacTh BKIIIOYAeT BBIBOJBI, IMPEMJIOKEHHUS, MPOCHObI, pelieHus U T. IL,
KOTOpBIE pa3MeNIaroTcs ¢ ab3ara.

Kak npaBuiio, B muchbme 3aTparuBaeTcsi OJJMH BOIPOC.

TekcT nmuchbMa H3JIaraeTcsi OT MEPBOTO JMIA MHOXKECTBEHHOTO YHCJA C HCIOJIb30BAHHEM
CJIOB: «IIPOCHM COOOUIHTb...», «Pa3bsACHSIEM, UTO...».

CnyxebHOoe MIChMO TOJIITUCHIBACTCS PYKOBOAUTENIEM 00Pa30BaTEIbHON OpraHU3aIIH.
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Cnpaska.

CrpaBka - TOKYMEHT, TTOATBEPKIAIONINN KaKkrue-Ti00 (haKThl U COOBITHS.

CrpaBku OBIBaIOT IBYX BUJIOB:

CrpaBka mJig ONMCAHUA WIM TMOATBEPXKIEHUS (AKTOB, UM COOBITUH B JEATEIBHOCTH
OpraHH3aIIH.

CrpaBKH COCTABJISIFOTCS TIO0 YKA3aHHWIO BBINICCTOSIICH OpraHWU3alud WIH PYKOBOJIHUTEISA
o0pa3oBaTeNbHON OpraHu3anuu s HHQOPMAIMK O BBHITIOTHEHUH IJIAHOB, 33JJaHUM, TOPYUYEHUN U
MIPE/ICTABISIOTCS B YCTAHOBIIEHHBIE CPOKH.

Texcm makou cnpagku cocmoum u3 08yx yacmetl.

B nmepBoii yactu nsnararorcsi GakThl, MOCIYKHBIITHE TTOBOJIOM K €€ HAaITMCAHUIO, BO BTOPOH -
MIPUBOJIATCS KOHKPETHBIC JaHHBIC. BBIBOIBI W TpEUIOKEHHS B CIOpaBKe HE JaroTcs (3a
HCKITIOYEHHEM aHATTUTHYECKOH ).

CropaBka J0KHAa OOBEKTUBHO OTpa)kaTh COCTOSIHHE JIeJl, €€ COCTaBJeHue Tpelyer
TIIATEIFHOTO cOOpa U MPOBEPKH CBEJICHUI, MOTYT IPUBOAUTHCS TAOJIULIBIL.

CrpaBkH, COCTaBICHHBIE JJII PYKOBOJIUTENSI OPTaHU3AIMH, TIOIITUCHIBAET COCTABUTEIb.

CrpaBky, KOTOpbIE COCTABJISIOTCS MO  yKAa3aHUIO  BBIIIECTOAIIEH  OpraHU3aluwy,
MOJIMTUCHIBAET PYKOBOJUTEIH 0011e00pa30BaTeIbHON OpraHu3alyH.

JlaToli cripaBKu SIBJISIETCS JlaTa €€ MOAMUCaHUs.

CrpaBkd, YAOCTOBEpSIOIINE MOpPHIMYCCKUE (DAKTBI: TMOATBEPKACHHE MecTa pPaboTHl,
3aHMMAaeMOH JTOJDKHOCTHU, pa3Mep 3apabOoTHOM MIaThl U T.1.

JUis HUX TPUMEHSIIOTCSl YHU(UITMPOBAaHHBIE TpadapeTHbIC OIaHKH.

Takoro poja crpaBKy BBIAAIOTCS 0 3alIpOCaM 3aMHTEPECOBAHHBIX JIUIL (COTPYIHUKOB) UITH
YUPEKICHUN U PETUCTPUPYIOTCS B )KYpHAJIE BBIJABAEMBIX CIIPABOK.

Jokaaanasi 3anucka.

Jokmnannas 3amucka - JOKyMEHT, apeCOBaHHBIA PYKOBOIUTENO0 U WHOOPMUPYIOIIUN €ro O
CIIOXKHBIIICHCS CUTYAIlMU, UMEBIIEM MECTO SIBJICHHH WIH (aKTe BBHIMIOJTHCHHONH pabOTHI, a TaKXkKe
CoJieprKaliil BBIBOJABI M MPEAJIOKEHUS COCTaBUTES.

JloktaiHast 3aMMcKa MOKET BBITOJHATHCS PYKOITUCHBIM CITIOCOOOM.

TexcT MOKTagHOW 3amMUCKUA JENUTCS HA JIBE YacTH: MepBas - KOHCTATUPYIOLIAs, T7e
M3JIAraf0TCsl UMEBIIHE MECTO (DAKTHI MITM OIHCHIBACTCS CUTYAIUsl, U BTOpPasi, B KOTOPOU M3J1araeTcs
MIpeoKeHue, mpochoa.

TexcTy MOKITAIHON 3alMCKH 00S3aTebHO IMPEAMISCTBYET 3aroJIOBOK, HAYMHAIOIIUKHCS C
npenmnora «O», «O0».

Joxnagnas 3amucka opopMIIsieTcs Ha TUCTe Oymard.

AKT.

AKT - JIOKYMEHT, COCTaBJICHHBIH HECKOJBKUMM JIMIAMH U  IOATBEPKIAIOIIUI
YCTaHOBJICHHBIE (DaKThI U NEHCTBHA. AKTBHI OOPMIISIOTCS TIO Pe3yJbTaTaM PEBU3HM, MPH MpHEMe-
nepeaye Jiel, CIMCaHul UMYIIeCTBa M TOMY HOZ00HOe.

AKT odopmisieTcs Ha CTaHZApPTHOM JiucTe Oymaru ¢opmara A4 W UMEET CIeAYIOIIHe
PEKBU3UTHI: Ha3BaHHUE JOKYMEHTa, rpud yTBepxkaeHus (Ipu HEOOXOJUMOCTH), JaTa M MECTO
COCTaBJICHUS, 3aT0JIOBOK K TEKCTY, TEKCT, MOJIUCH JIUI (HE MEHee TPeX), KOTOPbIE COCTABIISUIM aKT.

TekcT akTa COCTOUT U3 BBOJAHOM M KOHCTATUPYIOILIEH YaCTEN.

B BBOJHOI yacTH yKa3blBalOTCS OCHOBAHMS JIsl COCTABJICHMS aKTa W HA3bIBAIOTCS JIMILIA,
KOTOpbIE COCTAaBWJIM aKT MJIM HMPUCYTCTBOBAIM IPHU TOM. B KOHCTaTHpyrolieil 4acTu H3J1araercs
CyTh, 3aJla4M, XapaKTep MPOJEJIaHHON paboThl, YCTAHOBJICHHbIE (DAKThI, MPEUIOKEHNUS U BBHIBOJBI.
Koncratupyromass 4yacte MOxeT oOQopmisATbCs B BHAe Tabnauubl. B KoOHIlE Tekcra akra
3aMMCHIBAIOTCS JAHHBIE O KOJIMYECTBE IK3EMIUISIPOB aKTa U UX MECTO HaXOXKJICHHUSI.

AKT TOJNHCHIBACTCS BCEMH JIMIIAMU, IPHHUMABIINMH Y4aCTHE B €70 COCTABJICHUU.

Jluno, uMmerolee 3aMeyaHusi K COAEPKAHMIO aKTa, MOJIMUCHIBAET €ro M M3JaraeT CBOE
MHEHHE Ha OT/EIBHOM JIUCTE, KOTOPBIA NpUiIaraeTcs K akTy.
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Tenerpammsl, Tejie(pOHOrpaMMBbl, (PAKCUMUJIAPHAS CBA3b.

DT0 AOKYMEHT IO ONEepaTHUBHBIM BOIIpOCaM, MepeiaBaeMblil Mo TenedoHy U 3aruchiBaeMbIi
IIOJIy4aTesIeM.

OO0s3aTenbHBIMY PEKBU3UTAMU TAKUX JOKYMEHTOB SIBIISIFOTCSL:

- HAMMCHOBaHUWE YUYPEKACHHUU apecaHTa U agpecara;

- PEKBU3UT «OT KOTO» M «KOMY» C YKa3aHHEM JOJDKHOCTH, (aMUJIMH, ¥ OTYECTBA
JOJKHOCTHBIX JIUIL;

- HOMep, aTa U BpeMs Mepeiadyn U pueMa JOKYMEHTa;

- JIOJDKHOCTH Y (paMUJIMH NIEPEaBIIETO U MPUHSBIIETO JOKYMECHT;

- HoMepa TeleOHOB;

- TEKCT M MOJITHUCH.

HOCTyHI/IBIHI/Ie AOKYMCHTBI OOJDKHBI UMETH TC K€ PCKBU3UTBHI, UTO W OTHPABIACMBIC, 34
WCKJIFOYEHUEM TTOJIIUCH.

I[OKYMGHTI)I COCTaBJIAIOTCA B OAHOM I3K3CMIIIAPE U MOAIUCBIBAOTCA PYKOBOIHUTCICM HJIU
OTBETCTBCHHBIMU UCIIOJIHUTEIILHBIM.

DJIeKTPOHHBIE IOKYMEHTHI.

[Topsimok coctaBiieHus, 0QOPMIICHHS U COTJIACOBAHUS MTPOCKTOB JICKTPOHHBIX TOKYMEHTOB
OCYIIECTBISICTCS MO OONIMM TMpaBWIaM JEJIONPOU3BOJACTBA, YCTAHOBJICHHBIM B OTHOILICHUU
AQHAJIOTMYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTENE. DJICKTPOHHBIH JOKYMEHT JOJIKCH HMETh
PEKBU3HTHI, YCTAHOBJICHHBIE [UIsl AHAJIOTMYHOTO JOKyMEHTa Ha OyMa)XHOM HOCHUTeNe, 3a
WCKITIOYECHUEM OTTHCKA TICUaTH.

B mepedeHp 00s3aTeNbHBIX CBEACHHM O JOKYMEHTAaX, HCIOJB3YEMBIX B IIENAX ydeTa U
MOWCKa JIOKYMEHTOB B CHCTEMaX OJJICKTPOHHOTO JOKYMEHTO0OOOpoTa 00pa30oBaTeIIbHOM
OpTraHH3aIlii B COOTBETCTBUU C MPABUJIAMU JEIOMPOU3BOICTBA B 00pa30BaTENbHON OpraHU3allny,
BXOJIAT:

e AJIPECaHT;

e ajpecart;

e JOHKHOCTb, (DaMUITUSI M HHULIAAJIBI JIMIIA, TIOIITUCABIIETO TOKYMEHT;
e BUJ JIOKYMCHTA;

e JaTa JOKYMEHTA;

e HOMEp JIOKYMEHTA;

e JIaTa MOCTYIUICHUS JOKYMEHTA;

e BXOIAIIMA HOMEpP JOKYMEHTA,;

e CCBUIKA HA UCXOMAIIUN HOMEp U JaTy JOKYMEHTA;
e HAaWMEHOBaHUE IOKYMEHTA;

e  UHJICKC JIeTIa;

e CBEIEHUS O Tepeaapecay JOKYMEHTa;

e  KOJIMYECTBO JTUCTOB OCHOBHOTO JIOKYMEHTA,

e  KOJHMYECTBO MPUIIOKEHUI,

e 0o0ImIee KOJUYECTBO JINCTOB MPUIIOKCHHIA,

e YKa3aHWs 10 UCIIOJIHEHHUIO IOKYMEHTA;

e HomKHOCTB, ®. . O. HCIIOTHUTENS,

e OTMETKa O KOH(QUIACHIUAIBHOCTH.

B cocraB HOTMOIHUTENBHBIX CBEACHUN 00 AIEKTPOHHOM JIOKYMEHTE MOTYT OBITh BKITIOUYCHBI
CBEJICHUS: HAMMCHOBAHWE aBTOpAa JOKyMEHTa (€ClM aBTOp HE COBNAJaeT C aJApPECaHTOM
(oTmpaBuTENEM) NEKTPOHHOTO JOKYMEHTA), OTMETKA O MEePEHOCE CPOKA HCIIOTHEHUS JOKYMEHTA,
CPOK XpaHEHHs JOKYMECHTa, HAMMCHOBAHUSI TIPUIOKECHUHN K JIEKTPOHHOMY JOKYMEHTY, KIIFOUEBbIC
CJIOBa, CTaryc JOKyMeHTa (IPOEKT, BepCHs), BHJ Iepenavyd JOKYMEHTa (JIEKTPOHHOHU IOYTOM,
Mo4TOM, (haKCOM H T. 1.) U JIp.
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Cpoku XpaHEHHs DJEKTPOHHBIX JIOKYMEHTOB COOTBETCTBYIOT CpOKaM XpaHEHUs
JIOKYMEHTOB, YCTAHOBJICHHBIX 3aKOHOJATEIbHBIMU U WHBIMM HOPMATHBHBIMHM IIPABOBBIMU AKTaMH
Poccuiickoit deneparyy, TUMOBBIMU MEPEYHSAMH JUIsI aHAJOTMYHBIX JIOKYMEHTOB Ha OyMa)kKHOM
HOCHTEIIE.

5. Opranu3anusi J0KyMeHT0000pOTa U MCIOJTHEHUs JOKYMEHTOB.

IIpnem n 00padoTka MOCTYNAOIIMX JOKYMEHTOB.

JIBuKeHHE JOKYMEHTOB C MOMEHTa HMX CO3/JaHMS WIM MOJIY4YeHHMs A0 3aBEpIUCHUs
WCTIOTHEHUS WM OTIIPaBKH 00pa3yeT TOKYMEHTOOOOPOT.

B noxymeHTo00OpOTE 00pa30BaTENbHON  OpraHU3allMd  BBUIEISAIOTCA  CIEAYIOLIUE
JOKYMEHTOIIOTOKH:

a) BXOJAIIAsi KOPPECTOHACHIHS (FOpUANYecKre U (U3HMUECKUE JINIIA);

0) ucxoasIIasi KOppeCOHACHITUS (FOPUANYECKUE U (PU3NUSCKUE JINIIA);

I') BHYTPEHHSS TOKyMEHTAIIUS.

JlocTaBka M OTHpaBKa JOKYMEHTOB OCYIIECTBIISIETCS, KaK IPABUIIO, CPEICTBAMU ITOYTOBOH U
AJIEKTPOHHOM CBS3H.

JIoKyMeHTBI, HOoCTymaroue B 00pa30BaTENIbHYIO OpraHM3allio, MPOXOAST MEPBUYHYIO
00paboTKy, pEerucTpanuio, NpeIBapUTEIFHOE pAacCMOTpPEHHE, Iepefadyy pYyKOBOJACTBY Ha
paccMOTpeHHe, NepeiatoTCsl UCIIOJHUTENSAM U IIOCJE NCIIOIHEHUS TIOMEILAI0TCs B JeNa.

[Tpuem 1 nepBryHast 00paboTKa JOKYMEHTOB OCYIIECTBIISIETCS CEKPETAPEM.

Cekperapb NPOBOAUT: NPOBEPKY MPABUIIBHOCTU aJPECOBAHUS MOCTYNAIOIIUX TOKYMEHTOB,
MPaBWIBHOCTH JOCTaBKM UM KOMIUJIEKTHOCTH JOKYMEHTOB; COpPTHUPOBKY JIOKYMEHTOB Ha
MoJyIeKaIMe U HE MOAJIEKAIINE PErUCTPALIUH.

[TomyuyeHHbIE KOHBEPTHI C KOPPECHOHJEHIMENl BCKpPBIBAIOTCS, MPU 3TOM MPOBEPSETCA
HaJIM4YMe BIOXEHUH, a TaKKe YKa3aHHbIX B JOKYMEHTax NpHJIOKeHUH. B ciaydae moBpexaeHus
YIIaKOBKH W BJIOKEHUH JIMOO OTCYTCTBUS NPWIOKEHUH COCTABISETCS aKT B JBYX JK3EMIUIAPAX.
OnuH 3K3eMIUBIp aKTa HaNpaBisgeTcssi KOPPECHOHIEHTY, BTOPOM MPUOOIIAETCS K MOCTYMHMBIIEMY
JIOKYMEHTY.

Omubo4YHO NpPUCITAHHAS KOPPECHOHAEHIMS MEepechlIaeTCs IO MPUHAMIC)KHOCTH, €CIIU
U3BECTEH aJipec Mmoiydarenas. B MpOTHBHOM cilydae KOPPECIOHAECHLMS BO3BPAILACTCS
OTIIPABUTEITIO.

KouBepTbl OT mnocTymnaromeil KOpPpECIOHACHIIMNA COXPaHAITCS W IMpWIaralTcs K
JIOKYMEHTaM JIMIIb B TOM CJIy4ae, KOI/la TOJIBKO 10 HUM MOXXHO YCTaHOBHUTH aJpec OTIIPABUTEI
WM, KOTJa JaTa MOYTOBOI'O HITEMIIENs] MMEET 3HAaYeHHE B KauyecTBE JI0KA3aTelIbCTBA BPEMEHU
MIOJIy4YEHUS JOKYMEHTA.

CriennanarcToM He BCKPBHIBAIOTCS KOHBEPTHI MUCEM C HAAIHUCHIO «JIMYHO». OHU NepeaaroTcs
110 Ha3HAYEHUIO

Wudopmanuss U JOKYMEHTBl O JAESITENbHOCTH O0pa30BaTEIbHOW OpraHu3alud, He
yKa3aHHbIe B yacTH 2 ctathi 29 denepanbHoro 3akoHa ot 29 nexadps 2012 rona Ne 273-d3 «O6
obpazoBanuu B Poccuiickort deneparumy», MpeNCTaBIAIOTCS PYKOBOAHWTENIEM 00pa3oBaTeIbHON
OpraHu3aluy 00 OOpalleHUI0 Ipa)IaHUHA JIMOO JOHKHOCTHOTO JIMIA TOCYAAPCTBEHHOTO OpraHa
WIA OpraHa MECTHOIO CaMOYNpaBJIEHUs B ClIydasX U IOpAAKEe, NPeayCMOTPEHHBIX
3akoHoarenbcTBOM Poccuiickoit denepanuu.

IlpencraBnenre MHPOPMALMU HMHBIM OPraHU3ALUAM O JEATEIBHOCTH 00pa30BaTEIbHON
OpraHM3alMy OCYIIECTBISAETCS YUpPEAUTENEM OpraHu3allid, B OTHOIIEHHWH KOTOPOH Takas
rH(popMaIus 3ampanimBacTcs.

IIpeaBapuTesibHOE paccMOTPEeHHE TOKYMEHTOB.
Cekperappr ¥ (WiIM) JIMIO, OTBETCTBEHHOE 3a BEJCHUE JICJIOMPOU3BOJCTBA, MPOBOIUT
MpeBAPUTEITHHOE paccMoOTpeHHue JIOKYMEHTOB B HEesX BBIIEICHUS u3 BCETO
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MaccHBa IOCTYMUBIIEH  KOPPECHOHAEHIMM  JOKYMEHTOB,  TpeOyoommux  0053aTelbHOro
paccMOTpeHUs pyKOBOJUTENEM 00pa30BaTeNIbHOM OpraHu3aluy.

OcHOBaHMEM 71 NIPUHATHS PELIEHUS B XOJ€ MPEABAPUTEIBHOIO PACCMOTPEHMSI SIBIISETCS
coJiep)KaHUe TIOKYMEHTa, a He aJ[peCOBaHUE JOKYMEHTA COOTBETCTBYIOIIEMY PAOOTHHKY.

Pe3ynbraroM IpeaBapuUTENbHOIO pPAacCMOTPEHUS SIBISIETCS HAIpPaBIECHUE JOKYMEHTa
PYKOBOAMTENO 00pa3oBaTeIbHON OpraHU3alMi WU JIOJDKHOCTHOMY JIMIy B COOTBETCTBUU C
YCTAQHOBJICHHBIM pacHpe/esieHHeM OO0s3aHHOCTEH MEXAy pPYKOBOAMTEIEM M JOJKHOCTHBIMU
JUIAMHM JTsl BBIHECEHUS YKa3aHHs 10 UCTIOJIHEHHIO IOKYMEHTA.

Perucrpanusi 10KyMeHTOB.

[lepemaya  MOKYMEHTOB Ha  PETHCTPAIMIO  TPOU3BOAUTCS  TOJNBKO  TMOCIE WX
MIPEIBAPUTEIEHOTO PACCMOTPEHHSI.

Peructparuu mojiexxaT Bce JOKYMEHTHI, TPEOYIOIINE yueTa, UCIIOJHEHHUS, UCTIOIh30BaHUS
B CIPaBOYHBIX IIEJISAX, KaK MOCTYHAIOIIWE W3 APYTUX OpPraHU3alii ¥ OT YaCTHBIX JIMI, TaK H
o0pasyromuecs B Mpolecce IesATeNFHOCTH 00pa30BaTeIbHON OpraHu3aluy.

He momnexxaT perucrpanuy Mo3JpaBUTENBHBIE THCHhMA, TEIETPAMMBI, TPUTIACHTEIBHBIC
Ownetsr, mHGOpPMAIIHS IS CBEJICHUS, OyXTalTepCKHe IOKYMEHTHI MEPBUYHOTO ydera. J[ims HuX
COCTaBJISICTCS TIEPEUEHb HEPETUCTPUPYEMBIX TOKYMEHTOB.

Perucrpariusi TOKyMEHTOB TPOU3BOAMTCS C IENbI0 OOECMEYeHHUs WX ydeTa, KOHTPOJS 3a
WCTIOJTHEHUEM H OTIEPATUBHBIM UCTIOIb30BaHUEM WH(POPMAIIHH.

Peructparust JOKyMEHTOB IPOU3BOIUTCS B JICHb UX MOCTYIUICHUS.

JlommyckaeTcsi OTMETKa O TMOCTYIUICHUM JIOKYMEHTa B OPTaHW3allMI0 MPOCTABISTH B BHIE
IITaMITa WU OT PYKH B HIDKHEH YacTH JIUIICBOW CTOPOHBI MEPBOTO JUCTA JTOKYMEHTA WM HA €ro
obopore.

Perucrparus TOKyMEHTOB 3aKIIIOUASTCS B BEJICHUU 3aIMCH YUETHBIX JaHHBIX O JOKYMECHTE
M0 YCTAaHOBIICHHOW pPETHUCTPAIlMOHHON ¢opme, KOTOpbhIM (¢ukcupyercs (akt co3gaHus,
OTIIPABJICHUS WJIM TIOJIYUYEHHUS JIOKYMEHTA ITyTeM IPOCTABJICHHUS Ha HEM PETUCTPAIMOHHOTO
WHJICKCA C MOCIICAYIOIIEH 3aKiChI0 B yKa3aHHBIX (hopMax HEOOXOIUMBIX CBEJCHHUN O JOKYMEHTE.

JIOKyMEHTBI, TOCTYMAIIHEe B O00pa30BaTEIbHYIO OPTraHU3AIMI0, PETUCTPUPYIOTCS B
KHure/s)xypHanie perucTpanyy BXOMASIICH KOPPECIOHICHIIMH, & T€, YTO OTIPABIISIOTCS U3 HETO, -
Kawure/ sxypHaie perucTpanyu UCXOISAIIEH KOPPECTIOHACHIINA (npuiodcerue 3).

Pacnpenesenne nocTynaomux 10KyMeHTOB.

[locne perucTpauu JOKYMEHTHI TEpEAarOTCs Ha PACCMOTPEHUE PYKOBOAMUTEIIO
00pa3oBaTeIbHON OpraHu3altH.

[Tocne paccMOTpeHHUs PYKOBOIMTEIEM JOKYMEHTBI BO3BPAILlAIOTCS CEKpeTapro | (WiM)
JWIly, OTBETCTBEHHOMY 3a BEACHHE JEJIONPOM3BOJACTBA, I IIEPCHECEHUS  yKa3aHUi
10 UCIIOJHEHUIO JIOKyMEHTa B JKypHAJl PETHUCTpallMM BXOAAILIMX JIOKYMEHTOB. B cooTBeTcTBHU C
YKa3zaHUuAMU 10 HCIOJHCHUIO MOAJIMHHUK JOKYMCHTA HAIIPABJIACTCA pa6OTHI/IKy, SABJIIOIICMYCA
OTBETCTBEHHBIM UCIIOJIHUTENIEM, & COMCIIOJIHUTENSIM HANpaBlsIOTCS KOMHMMU JOKYMEHTOB (eciu
HMEIOTCS), O UeM JeslaeTcsl OTMeTKa B KHure/sxypHasie perucTpaiy BXOIIIINX JOKYMEHTOB.

3HCKTpOHHBIC COOGH_ICHI/IH, IOCBLIACMBIC  IIO BHCKTpOHHOﬁ noure, HUCIIOJHAIOTCA
aHAJOTMYHO JOKyMEHTaM Ha OyMaXHBIX HOCHTENIIX C YYETOM ONPEACICHHON CcrenupuKu B
IPOLIECCE UCTIONHEHUSI.

ITopsinok 00padOTKM M MPOXO0AKACHUS MCXOASIIMX M BHYTPEHHUX JOKYMEHTOB.

[lopsimok MOArOTOBKM MCXOJAIIMX JOKYMEHTOB BKJIOUaeT B cebd pabory 1o
COCTAaBJICHUIO IIPOEKTa JOKYMEHTA, COTJIaCOBAHUIO, TOANUCAHUIO (YTBEP)KIEHUIO) U OTIPABKE.

Jlo nmnepenaunm [OKyMEHTa Ha IOANKCH MWCIOJIHWUTENb JOJDKEH IPOBEPHUTH  €r0
coJiepKaHue, MPaBHUILHOCTh OPOPMIICHHS, HATMYME HEOOXOAMMBIX BH3 U MPHIOKEHHUH. JJokymMeHT
IIPEACTABIAETCS HA MOANKUCH BMECTE C MaTEpPUAIaMU, HA OCHOBAHUH KOTOPBIX OH T'OTOBMJICS.
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BuyTpeHHue ROKyMEHTHI O(GOPMIISIOTCS M HCHOJHSIOTCA (MCIOJIB3YIOTCS) B Mpesenax
o0pa3oBaTeIbHON OpraHu3alnu.

BuyTpenHue — TOKyMEHTHl  (IOKJaJHbIE  3allUCKH, CIOpPaBKH, CBOJKK U Jp.)
paccMaTpuBalOTCS TEMHU JOKHOCTHBIMU JIMLIAMU, KOMY OHU HamlpaBJICHBI.

OTBETCTBEHHBIE 3a [JENONPOM3BOJACTBO IEPE] CHadyed KOPPECIOHAECHLMU Ha OTIPABKY
JIOJIKHBI 0053aTE€IbHO MPOBEPUTH MPaBUIIBHOCTh €€ 0popMIiIeHHs U aapecoBaHus. KoHBepToBaHUE
KOPPECIIOHIEHIIMM W JAPYruX T[OYTOBBIX  OTIPABICHUN  IPOU3BOAUTCS  CTPYKTYPHBIMHU
MO/Ipa3IeICHUMU OpraHU3aI|H.

PGFI/ICTpaI_[I/IH OTHPABIACMBIX OOKYMCHTOB OCYHICCTBIIACTCA B JCHb HUX MIOANHWCAHUA
(YTBEepIKIEHUS) WU Ha CIEAYIOMUNA pabounii 1eHb. PerucTpalluoHHBI HOMEp JTOKYMEHTa U JlaTa
perucTpanuy IpPOCTABIAIOTCS HAa IOJJIMHHUKE JIOKYMEHTa B pPEKBU3MTax OJlaHKa M Ha
KOIUY, OCTarouieiicss B nene oOpa3oBarenbHOM opranuzanuu. CHpaBOYHBIM ammapaToM st
HUCXOIAIMUX JOKYMCHTOB ABJISICTCA X KYPHAJI PETUCTPALIUN 3TUX NOKYMCHTOB.

OTnpaBKy HCXOASIIUX JOKYMEHTOB MPOU3BOJIUT CEeKpeTapb U (WJIM) JIMIO, OTBETCTBEHHOE
3a BeJeHHe Jenonpou3BoAcTBa. CpoyHas KOPpPECTIOHAEHIMS O(OPMIIIETCS | OTHPABISIETCS
HE3aMeJJIUTEIILHO CEKPETapeM.

Cekperapb MpoOBepsieT MPABUIBLHOCTH O(DOPMIICHUSI UCXOAAIIUX JOKYMEHTOB, TTPOU3BOIUT
COPTUPOBKY JOKYMEHTOB MO CIOCOOY TOCTaBKM KOPPECIOHACHIIUU aapecaTy (IpocTasi, 3aKa3Has,
MEXIyHapoaHas W jp.). HempaBunbHO OQOpMIICHHBIE JOKYMEHTHI M KOPPECHOHIACHIHUS
HecTykeOHOTo xapakTepa K OTIpaBKe HEe MPUHUMAIOTCS U BO3BPAILAIOTCA JIUILY, TOATOTOBUBILIEMY
JIOKYMEHT.

OtnpaBnsiemMass MO TOYT€ KOPPECHOHACHIMS TMPOXOAMT VYIIAKOBKY, aJpecoBaHUE,
MIPOCTABJIICHHUC CTOMMOCTHU IMMOYTOBLIX YCIYT U I€p€aavdy Ha OTIIPABKy B MCCTHOC OTACIICHHUC CBA3U.

Ha 3aka3Hyr0 KOppecmoOHIEHIIMIO, Ha JOKYMEHTHl ¢ moMmeTkol «/lms cmyxebHoro
I0JIb30BAHUSA» COCTABIISIETCS PEECTP, KOTOPHIM 3aTeM BO3BPALLAETCS CEKPETapI0 yueOHOW uyacTu
v (unu) My, OTBETCTBEHHOMY  3a  BeJCHHE  JCNONpPOHM3BOACTBA, C  PACIUCKON
pa6OTHI/IKOB IIOYTOBOI'0O OTACJICHUA CBA3M HJIM HWHOI'O JIHIIA, 06CCHG'-II/IB3.IOHI€FO OTIIPaBKy
JIOKYMEHTOB.

[lepenaua ¢ MCHOIB30BAHUEM CPEACTB (PAKCUMHIBHON CBS3H JTOKYMEHTOB, COJEpPIKAIIUX
CIykeOHyI0 MH(OpPMAIMIO OTrPaHUYEHHOTO PACIPOCTPAHEHHUS, B TOM YHUCIE C MOMETKOW «J[ms
CIIy’)keOHOTO TMOJIb30BaHUSA», HE paspemaerca. Kareropuuecku 3ampeniaercss nepegadya Io
cpenctBaM (aKCUMUIBHON CBS3H CEKPETHBIX IOKYMEHTOB.

C ucnonb3oBaHUEM CPEACTB (DaKCUMMIBHOW CBSI3M MOTYT OBbITh MepefaHbl MaTepualibl
TEKCTOBOTO, TaOJUYHOrO WIM TIpaUuecKoro XapakTepa, HCIOJIHEHHbIE TUIOIPa(CKUM,
MalIWHOIMMCHBIM HJIM PYKOIIMCHBIM cnocoOoM B YCPHOM MK TCMHO-CMHEM HBCTC C YCTKHM H
KOHTPAacTHbIM H300paskeHHeM (TIepBble SK3EMIUISPbl WM UX KCEpoKomuu) Ha Oenoil Oymare c
MUHUMAalIbHON BbIcOTOM OYykB U mugpp 2 mMm. O0beM mepeaBaeMoro B TEUEHHE OJHOTO CeaHca
CBSI3U JJOKYMEHTA, BBIIOJIHEHHOT0 Ha Oymare (hopmaTa A4, HE JOJKEH NMPEBBIIATh ISATH JUCTOB.

OTBETCTBEHHOCTH 32 co/IepKaHue HH(OPMALIUY, TIEPEIaBaeMOil C UCIIOIb30BAaHUEM CPE/ICTB
(akCUMWIBHOW CBSI3M, BO3JIAraeTCsl HA MCIOJHUTENS, MOATOTOBUBLIET0 (pakcorpamMmy Jjst
nepenayu.

OcobeHHocTH paGoThI € 3JIeKTPOHHBIMH JOKYMEHTAMH.
B o6pa3oBaTenbHOM OpraHn3aluy CO3Aat0TCs U UCTIONIB3YIOTCS

. JJICKTPOHHBIE  JOKYMEHTBI, CO3/laBaéMble B  JJEKTpOHHOW  Qopme  06e3
MIPEIBAPUTEIBHOTO JOKYMEHTUPOBaHHS HAa OyMa)KHOM HOCHUTEJIE;
. AJIEKTPOHHBIE 00pa3bl JOKYMEHTOB, TOJYYCHHBIE B pe3yJbTaTe CKaHUPOBAHHUS

JIOKYMEHTOB U XPAHSAIIUECS B CUCTEME JIEKTPOHHOTO JOKYMEHTO000pOTA.

[lpuem u oTHpaBKa OHIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIOTCS OTBETCTBEHHBIM 3a
BEJICHHE JICTIONIPOU3BOJICTBA B 00pa30BaTENbHON OpraHU3alny.

DNeKTPOHHBIE JOKYMEHTBHI CO3Jal0Tcs, OO0padaThIBalOTCS U XpaHATCS B CHUCTEME
AJIEKTPOHHOT'O JOKYMEHTO000pOoTa 00pa30BaTeIbHONW OPTaHNU3aLINH.
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DNEeKTPOHHBIA JOKYMEHT JI0JKEeH OBITh O(hOPMIIEH MO OOLIMM MTPaBUIIaM JEJIONPOU3BOACTBA
U UMETh PEKBU3UTHI, YCTAHOBJIEHHBIE JJIS1 aHAJOTHYHOTO JOKYMEHTa Ha OyMa)kHOM HOCHTEJE, 3a
UCKJIIOUEHUEM OTTHCKA IEYaTH.

JUis  TmoATBEpXKIEHUS IOUVIMHHOCTH JJIEKTPOHHBIX JIOKYMEHTOB B 00pa3oBaTeIbHOMN
OpraHu3alliil HUCHOJB3YIOTCS AJIEKTPOHHBIE LM(POBbIE NOANKMCH. Vcmonab3yemble CpeacTBa
AEKTPOHHOU UG POBOI MOANUCH TOJIKHBI OBITH CEPTU(UIIMPOBAHBI B YCTAHOBIEHHOM IOPSJIKE.

Enuauneld ydyeta 9JEKTPOHHOIO JOKYMEHTA SBISIETCS  DJIEKTPOHHBIM  JTOKYMEHT,
3apETUCTPUPOBAHHBII B CHUCTEME  JIEKTPOHHOIO  JOKyMEHTOOOOpoTa  00pa3oBaTelIbHOM
OpraHu3aluu. OJIEKTPOHHBIM JTOKYMEHT, HWMEIOIIMNA NPUIOKEHUS, PETUCTPUPYETCS Kak OJIUH
JOKYMEHT.

Ilocne oTmpaBKM 3IIEKTPOHHOTO JOKYMEHTA, 3aBEPEHHOIO AJIEKTPOHHOM IOJIMUCHIO
YIOJIHOMOYEHHOI'0 JIOJDKHOCTHOTO JIMIA, JOCBUIKM apecaTy ero KoMy Ha OyMa)KHOM HOCHUTEIE,
KaK MpaBUiIo, He TpeOyeTcs, 3a UCKIIOYEHHEM OTBETOB Ha OOpalIeHHs TpakAaH, MOCTYIMUBIINX I10
MH(POPMALIMOHHO-TEJIEKOMMYHUKAIIMOHHBIM KaHallaM, Ha KOTOPBIE 3asBUTEIIO JAETCSl MMCbMEHHBIN
OTBET, HAIPABJISIEMBIil 110 TIOYTOBOMY a/IpECy, YKa3aHHOMY B OOpaIieHHH.

HcnonHeHHbIE 2JEKTPOHHBIE JTOKYMEHTBI CHCTEMATH3UPYIOTCS B J€JIa B COOTBETCTBHH C
HOMEHKJIATypoil Jen  o0pa3oBaTelIbHOM OpraHU3allud W UHACKCUPYIOTCS B MOpSAKE,
YCTQHOBJIEHHOM B OTHOIIEHUH JI€J, COCTABJIECHHBIX U3 JIOKyMEHTOB Ha OyMaxHoM Hocurene. [lpu
COCTaBJIEHUM HOMEHKJIATypbl J€JI B 3arojioBOK Ji€jla BKIIIOYAETCS yKa3aHUE «DJIEKTPOHHBIE
JOKYMEHTBD».

Nudopmanuonnas 6e30macHOCTb.

HNudpopMalimoHHble pecypchl 00pa3oBaTEIbHOW OpraHM3alUM IO JOCTYNy (BO3MOXHOCTH
WCIIOIB30BaHUS) TOAPA3ACIIAIOTCS Ha OTKPHITYIO (00IIEeNOCTyNHY) WH(pOpMAaIU, CIyKeOHYIO
nHpOpPMAIHIO U HH()OPMAITUIO OTPaHUYEHHOTO PACIIPOCTPaHEHUS (JOCTyIA).

K xareropunm OTKpbITOW HHGOpPMAUM OTHOCUTCS UWHGOpMaLUs, Ccoaep)Kamascs B
JTOKYMEHTaxX M 0a3ax JaHHBIX 00pa30BaTeIbHOW OPraHM3ALNH, HETIOCPEICTBEHHO 3aTParnBaroOIIas
MpaBa ¥ UHTEPECHI TPakIaH.

K «kareropum ciyxeOHOM wuH(pOpMAIMK OTHOCHTCS WHGOpPMANMs, CoAepkamasics B
JOKyMEHTaX # 0a3ax JaHHBIX OO0pa30BaTEeNbHOW OpraHu3allid, NpeJHa3HAYCHHAs IS
JIOJDKHOCTHBIX JIMI U paOOTHUKOB, TIPU BBITIOJTHEHUH UMH CBOMX (DYHKIIMOHAIBHBIX 00SI3aHHOCTEH,
HE 3aTparuBaronias HampsSMyl0 TpaBa W UHTEPEChl TPaXKAaH U HE OTHOCSIIASCS K KaTeropuu
OTPAHUYEHHOTO PACTIPOCTPAHCHUS (JIOCTYTIA).

K kareropun uHPOpPMALMU OrpaHUUYEHHOTO PACHpPOCTPAHEHUS (JOCTyma) OTHOCHUTCS
uHpOpMaIHs, CcoJepXamascs B JOKyMEHTaxX M 0a3ax JaHHBIX, BKIIOYAIOMAs CBEIACHUS
KOH(HIEHIINABHOTO XapaKTepa.

Bcest madpopmanus, cogepikamiascs B JOKYMEHTaX U 0a3ax TaHHBIX, IO YMOIYAHUIO SBISIETCS
OTKPBITON U oO01mmenoctynHoi. Mckimtouenue coctaBisieT UHGOpMaIysi, OTHECEHHAs K KaTeropHsM
CITYXK€OHOM U OTPaHUYEHHOTO PACIPOCTPAHEHUS (IOCTYTIA).

Joctyn nonp3oBaTeneil kK nHGOpMaIMKU OTPAHUYUBAETCS IyTEM OTHECEHUS MH(OpMAIH K
COOTBETCTBYIOIIEH KaTErOpuM W HAJIOKEHHEM Ha HEe COOTBETCTBYIOUIETO rpuda OrpaHuyeHHs
pacnpoctpanenus. Mupopmalys orpaHu4eHHOro JI0CTyna cHadxaeTcst TpudoM « st ciry:xeOHOoTro
IOJIb30BAHUSY.

[IpaBomM oTHeceHus: MHGOpPMAIMKM K KAaTerOPHUH OrPAaHMYEHHOIO JOCTYMAa M HAJOXKECHHUS
COOTBETCTBYIOLIEro rpuda obnagaeT aBTOp JOKYMEHTa II0 COTJIACOBAHMIO C PYKOBOIUTENIEM
00pa30BaTeIbHON OpraHu3aIlny.

JlokyMeHTUpOBaHHAsE HMHQpOpMALUs OrPAaHUYEHHOI'O pacCIpOCTpaHEeHUs Oe3 CaHKIUU
JOJKHOCTHOTO JIMIA, YCTAHOBHMBILETO PEKUM OTPAHUYCHHOTO PACHPOCTPAHEHUS I JaHHOTO
JIOKyMEHTa, He MOJJIeKHT pasrialleHuto (pacnpocTpaHeHuto). [IpenocraBnenue moib30BaTeIsIM
JI0CTyNAa K IaHHOW MH(POPMAIIUU OCYLIECTBISETCS UCKIFOUUTENIBHO M0 COTJIACOBAHHIO C YKa3aHHBIM
JOJIKHOCTHBIM JIMIIOM ITyTE€M I0JIa4ll COOTBETCTBYIOLICH 3asBKH.
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JlomKHOCTHBIE TUIIA, TPUHSBIINE pelieHne 00 OTHeCeHUU nH(pOopMaInu, 3apuKcupoBaHHON
B JOKYMEHTE, K KaTerOphM OIPaHHYEHHOI'O pPacCIpOCTpaHEHHUsA, HECYT OTBETCTBEHHOCTH 3a
OGOCHOBaHHOCTL HNPHUHATOTO PCUHICHUA U €O COOTBECTCTBUC HeﬁCTBYIOHleMy 3aKOHOAATCIILCTBY.

Jluunble nena pabOTHUKOB, TMYHBIE KAPTOUKU PaOOTHUKOB, TPYAOBbIE KHU)KKU paOOTHHUKOB,
MIPHUKA3HI 110 JIMYHOMY COCTaBY JOJIKHBI XPAHUTHCS B Ceii(e MM B METAJUTHUECKOM IKady.

3anucu B TPYAOBOM KHUXKE MOJINKCHIBAET PYKOBOAUTENb 00pa30BaTEIbHON OpraHu3aliii.
VYd4er, xpaHeHHE U BbIIayy OJIAHKOB CTPOTOM OTYETHOCTH: ITUIUIOMOB, BKIAJBIIIEH K HUM,
CBUJICTEIILCTB, YIOCTOBEPEHUH BEET 3aMECTUTEIb JUPEKTOpa. biiaHku XpaHsTcs B ceide.

YcTaHOBKa W OKCIUTyaTalus MPOTPAMMHOTO OOECTeUeHUs, IOJYYEHHOTO W3 JHOOBIX
WMCTOYHUKOB U BBINOJHSIOMETO (DYHKIMH, HE CBS3aHHBIE HEMOCPEIACTBEHHO C BBIIOJHEHUEM
pabOTHUKAMU CBOMX JOKHOCTHBIX 00s13aHHOCTEH, KATETOPUUYECKHU 3allpelleHa.

Besa  mpencraBieHHas B 9JEKTPOHHOM — BUAe  HMHGpoOpManus, TOcCTymaromas B
00pa30BaTEeIbLHYI0 OPTaHU3AINIO, B 005S3aTEILHOM MOPSIKE MOICKHUT MPOBEPKE AaHTUBHPYCHBIMU
CpEeIICTBAMHU.

3H€KTpOHHa$I rmoyra MOKET HUCITIOJIB30BAaTHCA IIOJBb30BaATCIAMU TOJIBKO JJISL
obmeHa mHGOpMAITEH, OTHOCSIICHCS K KaTerOpuH, OTKPHITOW U CIY)XeOHOW. 3ampernieHo
WCIIOJIb30BATh DJICKTPOHHYIO TIOYTY IS Tepenadn WH(OPMAIMU, OTHOCSIIEHCS K KaTeTOpHH
OTPaHUYEHHOTO PACIPOCTPAHEHHUSI.

6. KonTpoJb 3a ucnojiHeHueM I0KYMEHTOB

Opranuszaunusi KOHTPOJIA.

KonTtposnto mojiexxar Bce 3aperucTpUpOBAaHHBIE TOKYMEHTHI, TpEOYIOIIHE HUCIOJIHEHHUS.
KoHTpoab UCIONHEHUs JOKYMEHTOB BKIIIOYAET: YUeT, IOCTAHOBKY Ha KOHTPOJIb, KOHTPOJIb CPOKOB
HCIIOJIHCHUS, HCTIOCPCACTBCHHYIO MPOBCPKY XOJa HCIIOIHCHUA, MPOBEPKY KAYCCTBA HCIIOJIHCHUA,
aHaJIu3 Pe3yJbTaTOB UCIIOJIHEHHUS.

KOHTpOJ'IB 3a MCIIOJJTHCHUCM JOJOKYMCHTOB YCTAaHABJIMBACTCA B LCIIAX oOecrieyeHus X
CBOEBPEMEHHOI'0 U Ka4€CTBEHHOT'O MCIIOJHEHHS, MOBBILICHNS] YPOBHS OPraHU3aTOPCKON paboThl U
HCHOJTHUTEIBCKOMN JUCHUITIINHBI.

ITpu noctaHOBKE JOKYMEHTA Ha KOHTPOJb Ha MPABOM BEPXHEM IIOJIE JIOKYMEHTa JeNIacTCs
OTMETKA 0 KOHTPOJIE, KOTOPYIO 0003HAYAIOT CJIOBOM (IITAMIIOM) «KOHTPOJIb)

KoHTtporo noanexaT npukasbl, pelieHUs] COBETOB, a TAKXKE JTOKYMEHTHI, OCTYMAIOLINe Ha
UMs PYKOBOJAUTENS 00pa30BaTeIbHOM OpraHu3aluy.

Opranuzanysi KOHTPOJISI HCIIOJHEHUS BKIIIOUAET B ce0:

. ITIOCTAaHOBKY JIOKYMEHTa Ha KOHTPOJIb;

. MOHUTOPHUHTI UCIIOJIHEHHSI KOHTPOJIbHBIX ITOPYYCHUHN TOKYMEHTOB;
. CHSITHE HCIIOJIHEHHOTO TOKYMEHTA C KOHTPOJIS;

. HaIlpaBJICHUE UCIIOJIHEHHOT'O JOKYMEHTA B JEIIO.

PykoBonuTenu CTPYKTYpHBIX MOJApa3feNeHuid o00s3aHbl paccMaTpUBaTh COCTOSIHUE
UCIIOJIHUTENIBCKOM ~ AMCUMIUIMHBL 10  JOKYMEHTaM C  IMOPYYEHMSIMM  aJIMUHUCTpaLuu
o0pa3oBaTe/IbHON OpraHu3aliM, a TaKkKe JOKYMEHTHI, IMOCTYNHUBIIME B aJpec CTPYKTYpPHOTO
NOJIpa3/ieeHusl U TpeOYIOIIHe UCTIOHEHUS, U TOJrOTOBKH OTBETA.

JIOKyMEHT cuMTaeTcss MCIOJIHEHHBIM, KOTJa PEIICHbl OKOHYATEJIbHO BCE IOCTABJICHHBIE B
HEM BOIIPOCHI M COOJIIOICHBI CIEAYIOIINE CPOKU:

. €CJIM B JOKYMEHTE IOCTaBJICH CPOK MCIIOIHEHUS — B YKa3aHHbBIN CPOK;

. JIOKYMEHTBI 0€3 yKa3aHWs CPOKa UCIIOJIHEHUS] — B MECSYHBIN CPOK;

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

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

. C TIOMETKOM «OIepaTuBHO» — B 10-IHEBHBIIN CPOK;

. 10 OOpaIIeHUsIM TpaXkJIaH, TPEOYIOINUM JIOTIOJIHUTENFHOTO M3YYEeHHUSI U MPOBEPKHU, — IO

OJIHOTO MECsIIIa CO JIHSI PETUCTPAIlH, IO OCTAIBHBIM — HE OoJiee 15 mHel.
Cpox ucyucisieTcsi B KaJIeHJapHBIX JHSIX C JaThl MOJMUCAHUS JTOKYMEHTA.
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Ecnu mocnenHuit leHb WCHOJIHEHUS JIOKYMEHTa NPUXOAUTCS Ha Hepabouuil JieHb, OH
MO/JICKUT UCIIOJTHEHUIO B IPEIIIECTBYIOLINI eMy pabouuii 1eHb.

[Ipy HEoOXOAMMOCTH TPOAJCHHS CPOKAa HCHOJIHEHUS JOKYMEHTa OTBETCTBEHHBIN
UCIIOJHUTENIb NPEACTABISET Ha MMs PYKOBOAMTEN OOpa3oBaTENbHOM OpraHM3alluy, JaBILEro
Mopy4YeHHe, MOTHBHPOBAHHYIO IMPOCKOY O €ro MNpOJUIEHUH HE IMO3/Hee 4YeM 3a TpU AHA J0
WCTEUYEHUs YCTAaHOBJIEHHOTO CPOKa, C YeM CBOEBPEMEHHO Iepenaercss MHpopMalys B MPUEMHYIO
PYKOBOJUTENS 00pa3oBaTeIbHON OpraHU3aliH.

ITopsinok cHATHS JOKYMEHTOB C KOHTPOJIS.

JIOKyMEHTBI CHUMAIOTCS C KOHTPOJIS, €CIIM PEIIECHBl MOCTaBJICHHbIE B HUX BOIMPOCHI WIH
aBTOpaM JaH OTBET I10 CYIIECTBY.

Ecnu mo paspemiaemoMy BOMpocy OXHAAaeTcs OTBET, TO OH BMECTE C KOMHEW OTBeTa
3asIBUTEIII0 MOKET HAXOAUTHCS Y UCTIOJIHUTENSI HA KOHTPOJIE.

[TpomeKyTOUHBIM OTBET, paBHO KaK U 3aMpOC MO UCIOIHAEMOMY JOKYMEHTY MJIM YaCTHUHOE
HCIIOJIHEHUE TIOPYUYEHMS], HE SBIISIETCSI OCHOBAHUEM JJIsl IPU3HAHUS JOKYMEHTA UCIIOJIHEHHBIM.

CHATH TOKYMEHT C KOHTPOJISI MOXKET TOJBKO JOJKHOCTHOE JIMIIO, KOTOPOE MOCTABHIIO €0
Ha KOHTPOJIb.

OcHoBaHMEM IS CHSTHUS C KOHTPOJIS JOKYMEHTOB C TIOPYYEHUSIMH PYKOBOJUTEIS
00pa30BaTENbHON OPraHU3aLUHU SBISIETCSA JOKYMEHT — OTBET, IMOANUCAHHBIN PYKOBOAUTEIEM, €T0
3aMecTureseM, MO0 chpaBka OO0 HCHOJHEHHHM JOKYMEHTa 3a TMOIMHCHI0 PYKOBOIUTEINS
CTPYKTYpPHOTO NOAPAa3AEICHUs.

Ecnu Bce mocTaBieHHBIE B JOKYMEHTE BOIPOCHI PELIECHBI B OMEPATUBHOM TMoOpsake, 06e3
MOATOTOBKM IHUCBMEHHOI'O OTBETA, HCIOJIHUTENb HAa JOKYMEHTE JelaeT KpaTKyl 3alHuch O
pEIIeHNH BOMPOCa, YKa3bIBAET ATy U MOJIHUCH, IIOCJE Yero JOKYMEHT IOMEIaeTcs B JEIO.

7.Y4er u XpaHeHHUe nevareil, ITaAMIOB U OJIAHKOB.

OO0s3aTenbHOMY y4YeTy TMOJUIeKaT BCE BHUABI IedyaTeid W MITaMIOB, OJNAHKU CTPOrou
OTYETHOCTH, KOMaHIUPOBOYHEIC YIOCTOBEPCHUS, CITy’)KEOHBIC 3a/IaHUs, TPYIOBBIC KHIKKH.

VYder Bcex mevyaTei W IITaMIIOB, UMEIOIIUXCS B 00pa30BaTEeNIbHON OpraHu3aliu, BeIeTcs B
CHENHATBHOM XypHaje (npunosicenue 2).

JKypHaiel yueTa BKIIOYAIOTCS B HOMEHKIATYPY Jiei. JINCTBI UX HYMEPYIOTCS, TPOIINBAIOTCS
Y OTICYaTHIBAIOTCS.

[ledyaTy U WITaMIIBI JOJKHBI XPAaHUTHCS B ce(ax WM MEeTaITUYeCKUX MKagax.

OTBETCTBEHHOCTh 32 XpaHCHWE W  HWCIOIB30BAHHWE IeYaTeH, IITaMIIOB HECYT
JMIIa, OTBETCTBEHHBIE 32 BEACHHE JEIONPON3BOICTBA.

YHUUYTOXKECHHE 0JIAaHKOB TIPOU3BOIUTCS 110 aKTYy C OTMETKOH B COOTBETCTBYIOIIHMX KypHAJIaX
yuera.

[leyaTy w1 ITaMITBI YHUYTOXKAFOTCS 110 aKTYy.

[IpoBepka Hanmuuus MeyaTeil, MITAMIOB M ONAHKOB, a TaKXKe MOPSAKAa WX XpaHEHUS U
WCTIOJIb30BAaHUSI TIPOM3BOJUTCS KOMHCCHEH HE peXe OJHOr0 pa3a B TOJ OIHOBPEMEHHO C
MIPOBEPKOI COCTOSIHHSI IETOMPOU3BOICTBA.

8.CocTaB/ieHre HOMEHKJIATYPBI e,

Homenkiaarypa gena - 3TO 00s3aTeNbHBIA AN KaXJI0M 00pa30BaTENbHOM OpraHU3aINH
CHUCTEMAaTU3UPOBAHHBINA IEepEeYeHbh HAWMEHOBAHUU (3aroJOBKOB) €N, KOTOpbIe (POPMUPYIOTCS C
YKa3aHHUEM CPOKOB XpaHEHUS A€l

Homenknatypa nen mnpeaHazHaueHa [JIsi YCTAHOBKM B 00pa3oBaTeIbHON OpraHU3alluu
€IMHOTO TOpsaKa (HOPMUPOBAHHSA JIe), 0OECTIeUeHHs UX y4deTa, OTIepaTUBHOTO MOMCKA JTOKYMEHTOB
M0 WX COJEPKAHHUIO U BHIY, ONpEACNICHUS CPOKOB XPAaHEHUS JAeNl U SBISETCS OCHOBOM st
COCTaBJICHUSI OMMCEH JeJl TOCTOSHHOIO U JIUTeNbHOro (cBbiiie 10 JeT) XxpaHeHus, a Takxke s
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ydeTa jies1 BpeMeHHOro (710 10 J1eT BKIIOUYUTENbHO) XpaHEHHS.

B rpadge 1 HOMEHKNATYpHI A€ MPOCTABIAIOTCS MHAEKCHI KAXKJIOTO J1€J1a, BKIOYEHHOTO B
HOMEHKJaTtypy. WMHaexkc nema coctouT u3  nudpoBoro o0003HAueHUs M3  LITaTHOTO
pacrcanusi o0pa3oBaTeILHON OpraHuM3anuu (Koja) W TMOPSIKOBOIO HOMEpa 3arojioBKa Jeia Io
HOMeHKJaType. MHaekcs 1en 0603HavaroTest apabckuMu Iudpamu.

[Tpumep —

12-05, roe 12 — o6o3nauenue (kon), 05 — MOPSAIKOBBIM HOMEpP 3arojiOBKa Jejia B pas3jelie
HOMEHKJIATyphI Aell.

B rpade 2 HoMeHKIaTypBI €)1 MPOIUCHIBAIOTCS 3ar0J0BKH €.

3arojoBOK Jiena JOJDKEH YeTKO B CKaroil 0000meHHoi (opme oToOpakaTh COCTaB M
CoJiep>KaHUE IOKYMEHTOB JIelia.

B 3aronoBkax JNHMYHBIX W APYrHX JAeJ, COAEPXKALIMX JOKYMEHTHl IO OJHOMY BOIPOCY,
ynotpebnsercst repmun JJEJIO.

B 3aronoBkax nen, copepikalyx IIaHOBO-OTUYETHYIO IOKYMEHTAIHIO, YKA3bIBAE€TCS NIEPHOJ
(Mecs1, KBapTal, NOJIYroaue, roja), B KOTOPOM IUIAHUPYETCS CO3AaHUE TOKYMEHTOB WIH MEPHOJ] UX
(aKTUYECKOTO BBITIOJTHEHUS.

Bo Bpems pa3melieHuss 3arojioBKOB €1 B HOMEHKJIAType YYMTBIBAE€TCS Ba)KHOCTb
JIOKYMEHTOB, BKJIIOUEHHBIX B J€J10, UX B3aMMOCBs3b. B Haudaje pacnojararoTcsi 3aroJOBKU e B
OTHOIIEHHWU JIOKYMEHTOB, TOCTYNMBIIMX OT OpPraHoB BBICIIETO YypPOBHs, Jajnee - IO
OpPraHU3allMOHHO-PACHIOPSAUTEIBHOM ~ JOKYMEHTAlMM,  IUIAHOBO-OTYETHOM  JTOKyMEHTAalluH,
NEpENMCKe, YIETHO-CIIPABOYHBIM BHUJaM JOKYMEHTOB. B ka0l U3 3TUX TPyl TOKYMEHTHI TaKKe
pa3MeIarTCs C yYeTOM 3HAUMMOCTH U CPOKOB XPaHEHHUS.

I'padpa 3 HOMEHKIATypbl Jen 3amOJHAETCS B TEUEHUE KaJEeHAAPHOrO Toja — IpH
(hopMHpPOBaHUN HOBOTO J€J1a, P 3aKPBITUH JI€Ia U IO OKOHYAHUU KaJIEHAApHOI' 0 roJia.

Ilo noctwxenumn aenom oobema B 250 JIUCTOB, TOM 3aKpbIBA€TCA U OTKPHIBAETCS HOBBIN
ToM. B rpade mnocienoBaTenbHO YKa3bIBAlOTCS HOMEpa TOMOB M KpailHME JaThl JOKYMEHTOB
Ka)KJ]0ro ToMa.

[Tpumep —

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

DJEeKTpOHHBIE Jefla Ha TOMa He pa3felstoTcs. Bee 3eKTpoHHbIE TOKYMEHTHI, He3aBUCUMO
OT UX 00beMa, BKIIIOYAIOTCS B OJTHO 3JIEKTPOHHOE JIEIIO.

B rpade 4 yxa3piBaeTCs CpOK XpaHEHMs Jejla, HOMepa cTaTeil Mo THUIIOBOMY WU
BEJIOMCTBEHHOMY MEpPEUHI0, eiepalbHOMY 3aKOHY UM MHOMY HOPMaTUBHOMY IIPAaBOBOMY aKTy, a
IIPU UX OTCYTCTBUHU — 110 THUIIOBOM WM IPUMEPHONH HOMEHKJIAType Aell.

B rpage S «lIpumeyanue» ykas3bpIBarOTCs CIELHAIbHBIE CPOKU XPAHEHMS, ITPOCTABIIIOTCS
OTMETKH O 3aBeJICHUH J1e] (B TOM YHCIIE B 3JIEKTPOHHOM BHUJIE), O BBIICTICHUH JIe]l K YHUUTOKCHHIO
10 UCTEYEHUH CPOKOB UX XpPaHEHUs, 0 MECTE XpAaHEHUs MOJIMHHUKOB JOKYMEHTOB, O Iepeaaye Jei
B JPYryl0 OpPraHU3alMIO JJs NMpOJODKeHHs U Ap. B rpade nenarorcs oTMETKH O MEPEXOIAIINUX
JieNIax ¢ yKa3aHHEM CTaporo MHJAEKca Jiefa B Ciydae ero U3MEHEeHHUs.

IIpumep —

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

[To nemam, KOTOpBIE MO KAaKUM-JIMOO NMPUYMHAM B TE€UYEHHUE Tojla HE 3aBOJWIMCH, B rpade
«[Ipumedyanne» HOMEHKIATYphl [l Aenaercs 3anmuch — «Jlemo He 3aBoxmnocw». Ilpm stom B
rpage 3 npocTaBiIseTCsl IPOUYEPK.

ITo oxoHUaHMM TO/1a B KOHIIE HOMEHKJIATYpPBI J€J1 JAEJIAEeTCsl UTOrOBask 3allMCh O KOJIMYECTBE
3aBEJICHHBIX JIeJ1 (TOMOB).

9. ®opMupoBanue U 0(popMIICHHE JeJI.
®opmupoBaHue aeJl.

DopMHUpOBaHUE JEI - 3TO IPYNIMPOBKA UCIIOIHEHHBIX JTOKYMEHTOB B JI€JIa B COOTBETCTBUU
C HOMEHKJIaTypOH JIelL.
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Bo BpeMA q)OpMI/IPOBaHI/IH ACH CICAYCT IIPUACPKHUBATHCA TAKUX O6H_II/IX MpaBUII:

- MOMENIATh B JieJIa TOJIbKO UCTIOJTHEHHBIE TOKYMEHTHI B COOTBETCTBUU C 3arOJIOBKAMU €
B HOMEHKJIATYpE;

- TPYNIHPOBATH B JeJia TOKYMEHTHI, BHITIOJHEHHBIC B TEYCHHE OJJHOTO KAJICHJAPHOTO roja
(01.01-31.12), 3a UCKIIOYEHUEM MEPEXOMAIINX €T (BEAYTCSA B TEUYCHHUE HECKOJIBKHUX JIET), JIMYHBIX
AL,

- MOMEIIaTh B JieNa TOJIbKO OpPUTHHANBI WM, B CIy4ae HMX OTCYTCTBUSA, 3aBEPEHHBIC B
YCTAHOBJICHHOM TIOPSIKE KOITHH IOKYMEHTOB;

- HE JIONYyCKaTh BKJIOYEHHUS B J€JIa YEPHOBBIX, JIMYHBIX JOKYMEHTOB, Pa3MHOKEHHBIX
KOIIMH W JTIOKYMEHTOB, IMOMJEXKAIUX BO3BpaTy; pa3leiabHO TIPYIIIUPOBAaTh B JEja JTOKYMEHTHI
MIOCTOSIHHOTO Y BPEMEHHOT'O XpPaHEHUS;

- 10 00bEeMY JIeTI0 He AODKHO mpeBbimath 250 nuctoB (30-40 MM TONIIUHON).

Pacrono)xeHrne TOKyMEHTOB BHYTPH 1€ IPOU3BOJIUTCS B XPOHOJIOTUYECKOM MOPSAIKE, MPU
KOTOpPOM HanOoJjiee paHHUE JOKYMEHTBI pacroaratoTcs B Hauase jena.

[lonoxeHus, mnpaBWiia, HWHCTPYKIMH M T. I., YTBEPKICHHBbIE pPaCHOPSAUTEIbHBIMU
JOKYMEHTaMU, IPYINIIUPYIOTCS BMECTE C YKa3aHHBIMU JTOKYMEHTAMHU.

ITpukassl 10 OCHOBHOM J€ATENLHOCTH (POPMUPYIOTCSA OTAEIBHO OT IIPUKA30B IO KaJpPOBBIM
BOIIpocaM (JIMYHOMY COCTaBy) (HAa3HA4€HHE, IEPEMEILEHUE, YBOJBHEHUE COTPYIHUKOB) M OT
IIPUKa30B 00 OTIYCKax, KOMaHIUPOBKaX U T.[.

[IpoTokosbl  3acefaHuii  KOJJIETHAIBHBIX OPraHOB  00Opa30BaTENbHOW  OpraHM3aluu
TPYIIMUPYIOTCS B JA€jIa B XPOHOJIOTMYECKOM IOPSAJKE M IO HOMEpPaM B IpeneiiaX KaJIeHIApHOTO
rojga. JIokyMEHTBI K 3aC€JaHUSIM yKa3aHHBIX OpPraHOB CHUCTEMATU3MPYIOTCS IO JaTaM M HOMepam
IIPOTOKOJIOB, @ B NpeJenax IPyHIbl JOKYMEHTOB, KOTOPBIE KacalOTCs OJHOIO IPOTOKOJA, - II0
IIOBECTKE JIHS 3aCEaHusl.

Ilepenncky cienyer rpynnupoBaTh B Jena 3a IEpUOJd KaleHIapHoro roza. B geno
MEpPENMCKN NOMEIIAIOTCS BCE JOKYMEHTBI, BO3HMKIIME B XOJ€ peuleHust Bompoca. [lepemnmcka
CUCTEMAaTU3UPYETCA B XPOHOJOTMYECKOM IOCIENOBATEIbHOCTH; AOKYMEHT OTBET IOMEILAETCS 3a
JIOKYMEHTOM-3aIIPOCOM.

Odopmiaenue geJ.

Jlena oOpa3oBaTeNbHON OpraHU3alMK TOJIEKAT O(QOPMIICHUIO NPH WX 3aBEJCHHH M IO
3aBEpIICHUH T'OJa.

Odopmiienre aena — MOATOTOBKA Jiefia K XpPaHSHUIO BKIIIOYAET B ce0s1 KOMIUIEKC paboT 1o
ONMCAHMIO JIeNla Ha OOJIOKKE, MOAIIMBKE, HyMEpAaIMH JIMCTOB U COCTABICHUIO 3aBEPHUTEIBHOM
Hagnucu. OdopmieHue Aenl NpOBOAUTCS paOOTHHKAMM OpPraHM3aIlH, B OOS3aHHOCTH KOTOPBIX
BXOAWT 3aBeJeHWE W (OPMHPOBAHUE e, MPU METOAWYECKOH MOMOIIM M TOJA KOHTPOJIEM
OTBETCTBEHHOTO 33 apXUB 00pa30BaTEIbHON OpraHU3aIlHH.

B 3aBHCHMOCTH OT CPOKOB XpaHEHHS MPOBOIUTCS TIOTHOE WIIH YaCTHYHOE 0(OPMIICHHE JIEIT.

[TonHOMY OGOpPMIICHHIO TMOAJEKAT Jelia MOCTOSHHOrO, BpeMeHHOro (cBeimie 10 Jier)
XpaHeHus (10 JUYHOMY COCTaBy, JIMYHBIC JieJia YBOJIEHHBIX paOoTHUKOB). I[lomHoe odopmieHue
Jiena mpeycMaTpiBaeT:

. MOJAIINBKY WIN TBEPABIN MEPEIUIET 1€I1a;

. HYMEPALMIO JIUCTOB B JIEIIE;

. COCTABJICHUE JINCTA-3aBEPUTEIIS;

. COCTaBJIEHUE B OCOOBIX ciaydasx (Mpu ohOpMIICHUN JIUYHBIX JI€T, IS ydeTa 0co00
LIEHHBIX JIOKYMEHTOB) BHYTPEHHEH OMUCH TOKYMEHTOB JIEJIa;

. BHECEHHE HEOOXOAMMBIX YTOYHEHHMH B PEKBU3UTHI OOJIOKKU Jena (YTOYHEHHe

Ha3BaHUS TMOApa3eNeHIs, MHIEKCa U 3arojI0BKa JieNa, 1aThl 1ea U JIp. ).

Jena BpemeHHoro (mo 10 JeT BKIIOYUTENBHO) XpaHEHUS TOJJICKAT YACTHUHOMY
opopmiiennro. Jlomyckaercs:

. XPaHUTh JIeNia B CKOPOCIIIUBATENSX;

. HE TPOBOJINTH TIEPECUCTEMATH3AINIO JOKYMEHTOB B JIETIE;
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. JMCTHI Jiefla He HyMEpOBaTh;

. 3aBEpUTEIIHHBIC HAJIMCH HE COCTABIISTh.

JIOKyMeHTBI, HOJyIeXkalue MOJHOMY O(OPMIICHHIO, MOJIIMBAIOT HAa YETHIpE HPOKOJa B
TBEPAYIO 00JIOKKY M3 KapTOHA MJIM MEPEIICTAIOTCA ¢ YYETOM BO3MOXHOCTH CBOOOJHOIO YTEHUS
TEKCTa BCEX JOKYMEHTOB, JaT, BU3 U pe3omionuid Ha HUX. IIpm moaAroTroBke Aen K MOJIIMBKE
(nmeperuieTy) MeTa/NIMYECKUE CKperieHusl (CKOOBI, CKpPEeNKH) M3 JTOKYMEHTOB ynanswoTcs. [lena
MOCTOSTHHOTO XpaHEHUsI, COCTOSIIME M3 HEPOPMATHBIX JOKYMEHTOB, XPAaHATCS B 3aKPBITHIX
TBEP/IbIX MANKaX C TPEMs KJIAllaHAMHU U C 3aBA3KaMH.

[Tpu Hamuuuu B jene HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (TPYIOBBIX KHIKEK U JIp.)
9TH JOKYMEHTBl BKJIQJBIBAIOTCS B KOHBEPT, KOTOPHIM 3aTeM MOALIMBAaETCs B 3TO feno. llpu
HaIWYUKU OOJIBIIOTO KOJMYECTBA TAKMX JOKYMEHTOB OHHM MOTYT M3BIMAThCA M3 €N, U Ha HHUX
COCTaBJIAETCS OT/AEIbHAS OIHUCH.

B xoHIIe Ka)10r0 Jes1a MOINBAIOTCS YUCThIe OJIaHKK (OPM I 3aBEPUTEIHHON HAAKCH.

B nensax obecrieyeHuss COXpaHHOCTH U 3aKPEIUICHUS MOPSIKA PACIIONOKEHHs JOKYMEHTOB,
BKJIIOYEHHBIX B JI€JIO, BCE JIUCTBHI, KPOME 3aBEPHUTEIBHOT0, HyMEpYIOTCs apabckuMu Iudpamu B
IIPAaBOM BEPXHEM YTy, HE 3aJieBasi TEeKCTa JOKYMEHTa, POCThIM I'paMueCcKUM KapaHJaIlOM HIIH
HyMepaTopoM. YToTpeOJeHHe 4YepHWI M [BETHBIX KapaHAamed s HyMepalud JHCTOB
3anpenaercs. BHyTpeHHssI ONMCh UMEET CaMOCTOATENbHYIO HyMEpalHtIoO.

JIMCTHI 1€, COCTOSIIUX U3 HECKOJIIBKUX TOMOB MJIM YacTel, HyMEPYIOTCS 110 KaXIOMy TOMY
WJIN 4aCTH OTAEIBHO.

®otorpadum, UYEpTEKH, IUATPAMMBI U Jpyrue WILIIOCTPATHBHBIE W CHEIH(pHUUYECKUE
JIOKYMEHTBI, IPECTABISAIONINE CAaMOCTOSATENbHBI JIUCT B JeJie, HYMEpYIOTCS Ha OOOpOTHOH
CTOPOHE B JIEBOM BEPXHEM YTIIy.

CroXeHHBI! JTMCT pa3BOpPAYMBAETCA U HyMEpYyeTcsl B IPaBOM BepxHeM yriy. [Ipu atom muct
aroboro ¢opmara, TOAIMIMTHIA 3a OAMH Kpaid, HyMepyeTcs Kak OJUH JIHCT; JIHCT, CIOKCHHBIA W
MOJIIIUTBIN 32 CepeIuHY, MOAJICKUT MEPEIINBKE U HyMEpPYeTCsl KaK OJJUH JIHCT.

[ToammTeie B A€7I0 KOHBEPTHI C BIOKEHUSAMU HYMEPYIOTCS; TIPH 3TOM BHavaje HyMepyeTcs
KOHBEPT, a 3aTE€M OYepeTHbIM HOMEPOM KaXK/10€ BIIOKEHHE B KOHBEPTE.

[TogmmTeie B €10 JOKYMEHTHI C COOCTBEHHOW HyMepauuei JHCTOB (BKJIIOYasl TEeYaTHBIC
U3JaHMsT) MOTYT HyMEpOBaThCs B OOIIEM MOPSAJKE WM COXPAHATH COOCTBEHHYIO HYMEpALUIO, €CIIU
OHa COOTBETCTBYET MOPSTKOBOMY PACIIOIOKEHHIO JIUCTOB B JIEIIE.

B caydasx oOHapyxeHus OoJbIIOr0 wyHciaa OMIMOOK B HyMEpaluM JIUCTOB Jella B
JIeITOTIPOU3BOICTBE TIPOBOAMTCS UX MepeHyMepanus. [Ipu mepeHymepanun JIMCTOB CTapbie HOMEpa
3aYepKHUBAIOTCS OJJHON HAKIIOHHOM 4YepTOM M PsIOM CTAaBUTCS HOBBI HOMEp JIUCTA; B KOHIIE Jela
COCTaBIIICTCS. HOBas 3aBEpUTENbHAs HAANMHCh, NPU OTOM CTapas 3aBepHUTE]bHAs HAIMHCh
3a4epKHUBAETCSI, HO COXPAHSETCS B JeTe.

Jis ydera KOJMMYECTBA JIMCTOB B Jelie W (UKCAIMH OCOOCHHOCTEH WX HyMepanuu
COCTaBIIIETCSl 3aBEpUTENIbHAS HAANMUCh Jena. OHa COCTaBIsAeTCsS B JieJ€ Ha OTJCIBHOM JIHCTE —
3aBepuTere Jea. 3aBepuTeNbHas HAAMNUCh COCTABIISIETCS 110 YCTAHOBICHHOH opMme.

Bce mocnenyromue u3MeHEHHMs B COCTaBE M COCTOSIHMM Jejia (MOBPEXICHHs, 3aMeHa
IOJUIMHHBIX JIOKYMEHTOB KOIMSIMM, IPUCOEINHEHHE HOBBIX JOKYMEHTOB M T. J.) OTMEYalOTCs B
3aBEPUTEIIBHON HAJIIMCH CO CCHIJIKOM Ha COOTBETCTBYIOILIMM aKT.

OO0mn0%Ka /1€ OCTOSHHOTO, BpeMeHHOr o (cBbIie 10 J1eT) XpaHeHHs U 110 JMYHOMY COCTaBY
oopmIsieTcss o yCTaHOBJICHHOM (hopMe.

Ha o0soxke [en IOCTOSSHHOTO XpaHEHUs BBEPXY IPEeNyCMaTpUBACTCS MECTO JUIs
HAaMMEHOBAaHMS IOCYJapCTBEHHOI'O apXHBa, B KOTOPbIM OHM OyIyT MepeiaHbl, a TAKKE apXUBHOI'O
mMdpa B IpaBOM BEPXHEM U JIEBOM HI)KHEM YIilax.

ITIpu odopmiennn o610kKu nen HauMeHoBaHue IIIKonbl yKasbIBaeTCs MOJIHOCTBIO MO
ycTaBy, B MIMEHUTEIILHOM IaJIeXke, COKpAIlEHHOE Ha3BaHUE — B CKOOKaX.

OO0s3aTenbHBIME PEKBU3UTAMHU OOJIOKKH JIea SIBJISCTCS YKa3aHHWE KOJIMYEeCTBA JIMCTOB B
Jiesie, KOTOpOe MPOCTaBIISIETCs HA OCHOBAHMU 3aBEPUTENIBHOM HAANUCH €N, U CPOKa XPAHEHUs
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nena (Ha Jenax MOCTOSHHOTO XPaHEHUS MUIIETCS: «XPAHUTh TMOCTOSHHOY), KOTOPBIA MEPEHOCUTCS
Ha 00JIOXKKY Jiea U3 HOMEHKJIATYpPhl TIOCTIE CBEPKH €ro 10 CPOKaM XpaHEeHHs B [IEpEeyHe.

[t yueta JOKYMEHTOB OIIPEIEICHHBIX KATETOPUI J€J TIOCTOSSHHOTO M BPEMEHHOTO (CBBIILIE
10 5et) XxpaHeHHs!, y4eT KOTOPBIX BBI3BIBACTCS CIIENU(PUKON JaHHON JOKyMEHTAIMKU (JIMYHBIE Jena,
0c000 IIEHHBIE), COCTABIISIETCS BHYTPEHHSS OTMHCH TJOKYMEHTOB JIeTia.

BHYTpeHHI-OIO OIINCH H€O6XOJII/IMO TaKXCE COCTABJIATH B J€jIaX IMMOCTOAHHOTO U BPEMEHHOI'O
(cBpime 10 7meT) xpaHeHHs, CPOPMHUPOBAHHBIX MO PA3HOBUIHOCTAM JOKYMEHTOB, 3arOJIOBKH
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE CO/IepKaHHUE JJOKYMEHTOB.

BHyTpeHHSIs OMUCH COCTABISETCS HAa OTACTHLHOM JIMCTE TI0 YCTAHOBICHHOU (popMme, KOTopast
COJIEP>KUT CBEJICHUS O MOPSIKOBBIX HOMEpax JOKYMEHTOB JeNa, UX UHJIEKCaX, 1aTaX, 3aroJIoBKax U
HOMEpax JIMCTOB JieJia, HA KOTOPBIX PACIIONIONKEH KaX bl JTOKYMEHT.

K BHyTpeHHEH omucH Jena COCTaBISETCS HWTOroBas 3alKCh, B KOTOPOM YyKa3bIBAETCS
I_II/I(l)paMI/I U TPOMNHUCBIO KOJUYCCTBO BKIIOYCHHBIX B HCC MNOKYMCHTOB H KOJHWYECTBO JIMCTOB
BHYTPEHHEHN OMHUCH.

BHyTpeHHSISI OIMUCH TOAMNMHUCBHIBACTCA €€ COCTAaBUTCJIICM C YKA3aHUCM HNOJDKHOCTHU, MOAIIHCH,
pacupoBKY MOJMUCU U HyMEPYeTCsl B JIeJie OTAEIBHO.

10.XpaHeHue ¥ YHHUYTOKEHHE JOKYMEHTOB.

JlokymMeHTBI (7ema) ¢ MOMEHTa co3faHus (TMOJydeHUs) Wi (GOPMHUPOBAHUS XPAHATCS B
OpTaHu3alluy JI0 NIepeaddl ApXUBHOMY YUPEKICHHIO.

PykoBoauTenbs oOpa3oBaTeIbHON OpraHU3allid W CIEIHaIbHO Ha3HAUYCHHOE JIMIO (JTUIA)
00s13aHbl 00ECNIEYNTh XPAaHEHUE TOKYMEHTOB U JIE.

Jlena OJHKHBI XpaHUTHCSI B BEPTUKAJIBHOM IOJIOKEHHH B MIKadax, KOTOPhIe 3aKPHIBAIOTCSI.
Ha xopemrkax 0070eK /11 yKa3bIBalOTCsS HOMEpa Jell.

Bbimaua nmei1 BO BpeMEHHOE I0JIb30BaHHE pPaOOTHUKAM 00pa30BaTENbHOW OpraHU3aliu
OCYIIECTBIISIETCSI C YCTHOTO pa3pelieHHs €ro PyKOBOAWTEINSA, a JAPYTHM YYPEXKIEHHUSIM - C €ro
MUCHMEHHOTO pa3pereHus. Ha BbIIaHHOE JIEJI0 COCTAaBIISIETCS KAPTOUKa - 3aMCHUTENb. B KapTouke
yKa3bIBAlOTCSl HOMEP JIeTIa, 3aroj0BOK JIea, 1aTa ero BhIAAUYH, JIMI0, KOTOPOMY JeJI0 BBIAAHO, 1aTa
€ro BO3BpaTa, MOJIKCH JIUI, KOTOPBIC BHIJAAIN M MPUHSIIH JEJIO.

[IpenocraBienue e BO BpEMEHHOE TMOJb30BAHNUE OCYIIECTBISIETCS HE Ooyiee ueM Ha OJIWH
MecsII.

W3bsiTHE TOKYMEHTOB M3 JIelia TTOCTOSTHHOTO XPaHEHUs 3ampeniaeTcs. B MCKIIIOYNTEeTbHBIX
Cllyyasix HU3bSTHE JIOKYMEHTOB JIOMYCKAeTCs C pas3pellieHus PYKOBOJIUTENS 00pa3oBaTeIbHON
OpTaHu3aIluK ¢ 0053aTEIFHBIM OCTABIICHUEM B JIeJIC 3aBEPEHHBIX JODKHBIM 00Pa30M KOITHIA.

[Tocne OKOHYAaHUS CpOKa XpaHEHHs JOKYMEHTOB, KOTOpbIE HE IMOJJIeXaT Iepeaaye
ApXMBHBIM YUPEKICHUSIM, JOKYMEHTHI CIIMCHIBAIOTCS KOMHUCCHEH 00pa30BaTebHON OpraHH3aIid
[0 TPOBEIEHUIO SKCIEPTU3bl IEHHOCTH JIOKYMEHTOB, KOTOPYIO Ha3HayaeT pPYKOBOIHUTENb
o0pa3oBaTeNbHOI opranu3anui. Ha criimcaHHyro JOKYMEHTAIHIO SKCIIEPTHAS KOMHUCCHUSI COCTABIISIET
COOTBETCTBYIOIIMH AKT.

CrucanHas AOKYMCHTAIUSA YHUYTOXKACTCA.
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