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WHCTPYKIAA
11O BEJEHMIO JEJTOBOM JOKYMEHTALINN

B MYHUIIMTIAJTbHOM 00111e00pa30oBaTeJILHOM YupexaeHnu «MapThiHOBcKas mKoaa umenu Hukonas
KogoxonoBa» Ixxkankoiickoro paiiona Pecnny0auku Kpbim

(HOBas penakuus)

1. OO6He MoJIoKeHHsl.
I1.1. WHcTpykunsg mo BeaeHUIO 1enoBoil pokymeHTauuun B MOY «MapTblHOBCKas IIKOJIA
umenn Hwuxomas KomokonoBa» [[xankoiickoro paiioHa PecnyOomukum Kpeim (manee — QYY)

pa3pa60TaHa B COOTBCTCTBUHU CO CICAYIONIUMMH HOPMATUBHBIMU JOKYMCHTAMMU:

o ®denepanbHbli 3ak0H OT 29.12.2012 No 273-®3 «0O6 o6pazoBanuu B Poccuiickoit
denepanuny;

e @enepanbHblil 3akoH 0T 27.07.2006 Ne 152-D3 «O nepcoHanbHBIX TaHHBIXY;

e 3akoH Pecnybmuku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «OG6 o6pa3oBanuu B
Pecry6mmnke Kpeimy;

e npuka3z dDenepanbHOro areHTCTBa MO TEXHUYECKOMY pPETYJIMPOBAaHUI0 M METPOJIOTHU
MunucrepcTBa NpOMBILUIEHHOCTH U Toproeiau Poccuiickoit @enepanuu ot 08.12.2016 Ne 2004-ct
«O0 yTBep:K/IeHNU HallMOHaIbHOTO cTannapta Poccuiickoit denepanumn»;

e npukaz dDenepalbHOrO0 areHTCTBAa IO TEXHUUYECKOMY pPETYJUPOBAHUIO M METPOJIOTHH
MuHucTepcTBa MPOMBINUIEHHOCTH M ToproBiu Poccuiickoit deneparmu ot 14.05.2018 Ne 244-ct «O0
YTBEPKJICHUHU U3MEHEHUS K HallMOHAIBbHOMY cTaHaapTy Poccuiickoil
Denepauun»;

e mpuka3 PenepanabHoro apxuBHoro areHrcTBa ot 20.12.2019 r. Ne 236 «O06 yTBepkIeHUH
[lepeunss TUIOBBIX YIPABIEHYECKMX AapXUBHBIX JOKYMEHTOB, OOpa3yloIIMXCi B IpoLEecce
JESITEIbBHOCTH TOCYJIapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CAMOYIPABJIEHUS U OpraHu3alui, c
yKa3aHHUEM CPOKOB UX XPaHEHUSY;

e npuka3 MunuctepctBa npocsenieHus CCCP ot 30.12.1980 N 176 «O BBeJeHUHM B
nerictue [lepeunst JOKyMEHTOB cO cpokamu XpaneHus Munucrepcrsa npocsemieHuss CCCP, opraHos,
YUpEXKIEHUHN, OpraHu3alnii CUCTEMbI IPOCBEIICHUS.

L] MCTOI[I/I‘-IGCKI/IX pCKOMeHI[aI_[I/Iﬁ I10 BESIACHUIO ,Z[GJIOBOP’I I[OKyMeHTaI_[I/II/I B FOCy,[IapCTBeHHBIX
¥ MYHHIMIIAIBHBIX JOIIKOJBHBIX 00pa30BaTeIbHBIX W 00pa3oBaTEeNbHBIX OpraHmu3anusx PecrmyOmmku
Kpbim ot 30.03.2023 Ne1543/01-14 ¢ u3MEeHEHHSIMU U IOTIOTHCHUSIMHU

e Jlpuka3za PocapxuBa or 31.07.2023 Ne 77 «OG6 yrtBepxkaenuu IlpaBun opranuzanuu
XpaHEeHUs, KOMIJIEKTOBAHHs, yueTa W HCIIOJIb30BaHHUA JOKYMEHTOB ApxuBHOro (onma Poccuiickoit
®denepani U IpYrUX apXUBHBIX JIOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO
CaMOYIIPABJICHUS»



1.2. UWHCTpyKUus pacnpoCTpaHSIOTCS Ha OpPraHU3alUio PadOThI c
JOKYMEHTaMU HE3aBUCUMO OT BHMJAA HOCHUTEN, B TOM YHCIE DIEKTPOHHBIMA [IOKYMEHTAMH, BKIIOYas
HOATOTOBKY, 00paboTKy, XpaHEHHE u HCIIOJIb30BAHUE JIOKyMEHTOB, OCYIIECTBIIAEMBIX c
NpUMEHEHNEM WHPOPMAOHHBIX TEXHOJIOTHI.

1.3. OTBETCTBEHHOCTH 32 OPTaHU3AIMIO U COCTOSTHHE JACIONPOU3BOICTBA B 00pa30BaTEIbHON OpraHu3alun
HECET AUPEKTOP IIKOJIBI, KOTOPBIH:

- KOHTPOJHPYET coOII0IeHre TpeOOBaHNI YTBEPKIEHHON B 00pa3oBaTenbHON opraHn3anni MHCTpyKIuu
10 BEJICHUIO JIEIIOBOM JOKYMEHTAlLlUN;
- IPOBOJMT MIPOBEPKY COCTOSIHHS JIEJIOTIPOU3BOJICTBA;
- o0ecrieynBaeT METOAMYECKOE PYKOBOJICTBO, MHCTPYKTAXK U KOHTPOJIb 32 COOJTIOICHUEM yCTaHOBIEHHOTO
nopsiaKa paboThI C IOKyMEHTaMU;
- HHUITUUPYET TOBBIIICHNE KBATH(PHUKAIIMHA PAOOTHUKOB TI0 BOIIPOCaM JETIONPON3BOICTBA;
- YAOCTOBCPACT MOAINUCHIO U IMCUYATHIO JOKYMCHTHI.

1.4. HenocpencteenHo Bener aenornpousBoAcTBO B OVY cekpeTapb WM OTBETCTBEHHBIM 3a BeJeHHE
JIeTIONPOM3BOICTBA (J1ajiee — CEKpeTaph), KOTOPBI Ha3HaYaeTCs MPUKAa30M AUPEKTOPA.

CCerTapB B COOTBCTCTBHH C BO3JIOKCHHBIMH HAa HCTO 3aJa4aMMu:

- OCYIIECTBISICT PETHCTPAIMIO U YUET TOKYMEHTOB;
- OpraHu3yer JJOKyMEHTO000pOT, (OPMHUPOBAHUE JIC], UX XPAHCHUE,
- OCYIIECTBIISIET TEKYIHA KOHTPOIb 32 CBOCBPEMEHHBIM PACCMOTPEHUEM M TIPOXOXKICHHEM JOKYMEHTOB
00pa3oBaTeIbHON OpraHU3aLIH;
- obecrieuynBaeT COOOICHIE eNMHBIX TPeOOBaHUI IO MMOATOTOBKE TOKYMEHTOB M OPTaHU3aIlUN PabOTHI C
HHMHU B YCJIOBHSIX 3JICKTPOHHOTO IOKYMEHTO000pOTa;
- 00001maeT nHpopMaIuo 00 00beMax TOKYMEHTO000POTa;
- OpraHusyet (OPMUPOBAHUE M XPAHEHHUE JOKYMEHTAIIMOHHOTO ()OH/Ia M €r0 MCIOJIh30BaHHE.

1.5. MOY «MaptsiHoBckas mkona uMeHu Hukonas KonokonoBay BopaBe MPUMEHSTh B CBOCH JESATEIbHOCTU
ANIEKTPOHHBIH JTOKYMEHTOOOOPOT, KOTOPBIH TpeaycMaTpuBaeT CO3JlaHHEe, MOJINMCAHWE, HCIONb30BaHUE U
XpaHEHUE TOKYMEHTOB, CBSI3aHHBIX C JEATEIIbHOCThIO 00pa30BaTeIbHOM OpraHu3alyy, B 3IEKTPOHHOM Buie 6e3
nyOnupoBaHust Ha OyMa)XHOM HOCHUTETIE.

1.6.  Bcs nenoBasi TOKyMEHTallMsi XpPaHUTCS B CHELUMAIBHO OOOPYIOBAHHBIX MOMEIICHHAX, IIKadax HIIH
cefichax ¢ cobmoaerreM TpedoBanmii denepanbHOTO 3aKk0oHa Poccuiickoit denmepartim ot 27.07.2006 Ne 152-D3
«O mepcoHaNbHBIX JaHHBIX».

1.7. PaboTaTh c JOKyMEHTaMH{ BHE CITy>KEOHBIX TTOMEIIEHUH 3anperiaeTcs.

2. Jlokymentol MOY «MaprbinoBckas mkosa umenn Hukoaas Koaokosioay»

2.1. Jlupexrop MOY «MapteiHoBcKas mkona umeHu Hukonas KosmokosioBa» uiM M0, HCIONHAIOIIEE €ro
0053aHHOCTH, M3/aeT NPHKa3bl, HHCTPYKIMHU, NpaBUia, MOJOXKEHUS, 00s3aTeNbHbIe Ul UCIIOJIHEHHS BCEMH
pabOTHUKAMHU.

2.2.Xon oOCY>XJCHHUS BOIIPOCOB Ha 3aCEeIaHUSIX KOJUICTHMAJIbHBIX OPTraHOB, COBETOB, COOpaHMSAX, COBCIIAHHAX H

pelieHus, IpHHIMaeMble Ha HUX, (GUKCHPYIOTCS B TIPOTOKOJIAX.



2.3. /115 oCyIIeCTBIICHHS ONEPATHBHBIX CBSA3CH C IPYTMMH OpPTaHH3alMsSMH U TpakJaHaMH HCIONB3YIOTCS TaKue
(bOpMBI, Kak MICbMa, TeJIeTPaMMBI, TeJIe(OHOTPaMMBI.

2.4.]Ins ocyulecTBICHUS IpHEMa, YBOJILHEHHMS, IEpeMelleHHs pPa0OTHHKOB, MPEJOCTAaBICHUS MM OTIYCKOB
0OpMIISIOTCSL TPYIOBBIE JIOTOBOPBI, MIPHUKA3bl TI0 JHYHOMY COCTaBY, 3asBICHUS, TPYAOBbIC KHWKKH, JTHYHBIC
KapTOYKH H Jp.

3. VYd4eOHo-megaroru4eckasi J0KyMeHTALMS.

3.1.YueOHast MOKYMEHTAlUs — 3TO KOJMYECTBEHHAass M KAaYeCTBEHHAs XaPAKTEPUCTUKHU COCTOSHHS
y4eOHOM, METOUYECKON U BOCTIMTATEILHON pab0OThl 00pa30BaTEIHLHON OPraHU3aIlUH.
[lemaroruueckue pabOTHUKK TPU peaau3alldd OCHOBHBIX 00II€00pa3oBaTeNbHBIX MPOTPaMM
OCYIIECTBIISIOT TOJATOTOBKY CJEAYIOImEeH IOKyMeHTanuu (mpuka3 MUHHCTEpCTBA TPOCBEIICHHS
Poccuiickoit @enepanu ot 21.07.2022 No 582 «O0 yTBepkA€HUU TEpEUHs TOKyMEHTAalWH,
MOATOTOBKA KOTOPO# OCYIIECTBISIETCS NEJAaroriieCKUMU paOOTHUKAMHU TIPH pPeau3alliil OCHOBHBIX
0011e00pa30BaTENbHBIX TPOTPAMM):
- pabouas mporpaMma ydyeOHOro TpeaMera, y4eOHOro Kypca (B TOM 4YHCJIE€ BHEYPOUHOU
JESITENIbHOCTH), y4eOHOTO MOJTYIIS,;
- )KypHaJl y4era yCleBaeMOCTH (JIEKTPOHHBIN);
- KypHaJ BHEYPOYHOW JEATEIbHOCTH (DIEKTPOHHBIA) (Ui TEAaroruuyeckux pabOTHUKOB,
OCYUIECTBIIAIOIINX BHEYPOUHYIO AESTEIbHOCTD);
- MJaH BOCIHTATENBbHON pPabOTHI (ISl MEJArorMYecKuXx pPaOOTHUKOB, OCYIIECTBISIIOMIMX (YHKIIHH
KJIACCHOTO PYKOBOJUTEIS);
- XapaKTepUCTHKIOA Ha o0ydaroterocs (1o 3ampocy).
3.2. UIkonbHbIE JTOKYMEHTHI JOJDKHBI O(QOPMIISTECS CBOCBPEMEHHO, YETKO, pa3dopumBo, 0e3
MOYHUCTOK, TOMAPOK, BHI3BIBAIOIINX COMHEHHE B MMPABUIIBHOCTH BHECEHHBIX JaHHBIX.
3amucu B JOKyMEHTaX JOJDKHBI TIPOU3BOANUTECS MAPUKOBOM PYUKOI YEpHOTO MIIM CHHETO [IBETA.
3.3. Ommubka, JomylieHHas B TEKCTe WM IM(POBBIX JAaHHBIX JOKYMEHTA, MWCHpPaBIsIeTCs
CJIEAYIOIIMM O0pa3oM: OIIMOOYHBIE CJIOBA WM LUQPHI 3a4epKUBAIOTCS TaK, YTOOBI MOXHO OBLIO
MIPOYECTh 3aUEPKHYTOE, a CBEPXY, JUOO0 psiaoM, JIMOO Ha MOJSAX MUIIYTCS YyTOYHEHHbIE NaHHbIEe. Bcee
BHECEHHBIC HCIIPABICHHUS OJDKHBI OBITh OTOBOPEHBI M 3aBEPEHBI MOAMMUCAMHU JIUL, O(GOPMHUBIIUX
JIOKYMEHT. 3a TOCTOBEPHOCTh CBEJCHHI, COIep KAIUXCS B IOKYyMEHTax, HaJyIexkaliee ux opopmieHre
HECYT OTBETCTBEHHOCTH JIOJDKHOCTHBIE JIMIIA, TIOANMCABIINE JTOKYMEHT.
3.4. B coctaB nokymenToB MOY «MaptbiHOBCKas 1ikoia uMeHnn Hukonast KonmokosioBa» BXoaAT:
- OpraHM3alrOHHbIE JOKYMEHTHI,

-yCTaB OpraHu3aluy;

- IOTOBOP C YUPEAUTEIIEM;

- IpaBOyCTaHABIMBAIOIINE JOKYMEHTHI;

- TOJKHOCTHBIE HHCTPYKLIUU COTPYIHUKOB;

- KOJUIEKTUBHBIN JOTOBOD;

- IITaTHOE PaclUCaHUE;

- IpaBUJIa BHYTPEHHETO TPYIOBOIO paclopsiaka U ap.

PaCHOpﬂI[I/ITCJ'IBHBIe JAOKYMCHTBI:



- IPUKa3bl;
- pacnopsKEeHHUS;
- MHCTPYKUUU U Ap.
HNudopmainoHHO-CIIPaBOYHbIE TOKYMEHTHI:
- IPOTOKOJIBI;
- TJIaHBI;
- OTYETHI;
- CIIpaBKH U JIp.

3.5. Bce KHUIM M >XypHallbl, KOTOpble BEIYTCS B YUYPEXKIEHHUM Ha OyMa)KHBIX HOCHTESIX,
[IOCTPAaHUYHO  IIPOHYMEPOBBIBAIOTCS,, IPOIIHYPOBBIBAIOTCA M IOJIHUCBIBAIOTCS  AUPEKTOPOM
yupexaenus. [loanuce nupekropa OY 3aBepsiercs neyaTbio 00pa3oBaTeIbHOI OpraHu3aluy.

4. TIpaBuaa opopmMjeHHs T0KYMEHTOB

4.1. OcHoBHBIe TPeOOBaHUS 10 0()OPMJICHUIO TOKYMEHTOB.

4.1.1. JIokyMeHTBI MOTYT CO3/1aBaThbCsi HA OYMa)KHOM HOCHTEIIC U B
AIIEKTPOHHOM (hopMe C COOIIOIEHUEM YCTAaHOBIEHHBIX MPaBUI 0pOPMIIEHUS! JOKYMEHTOB.

4.1.2. Ilpu co3maHuu JOKyMEHTa Ha JIByX W OoJjiee CTpaHUI[aX BTOPYIO M MOCIEAYIOLIUE CTPaHMIIbI
HYMEpYIOT.

4.1.3. Jlomyckaercsi co3gaHMe IOKYMEHTOB Ha JIMIEBOW M 00OpOTHOH cropoHax mwucra. [lpu
JIBYCTOPOHHEM CO3[IaHWH JTOKYMEHTOB HIMPHHA JIEBOTO IOJISI HA JIMIIEBOW CTOPOHE JIMCTA M TPABOTO
0JIsi Ha OOOPOTHOM CTOPOHE JIUCTA JIOJDKHBI OBITH PaBHBI.

4.1.4. TlpeanouTHTENbHBIMH TapHUTYPAMHU U pa3MepaMu MIPUQPTOB A PEKBU3HTOB JIOKYMEHTa
apistoTest Ne 12,13,14. Ilpu cocraBieHun Tabaull JTOMYyCKAeTCs MCHOIb30BaHKUE HIPU(PTOB MEHBIINX
pa3MepoB. AO3amHBIA OTCTYN TEKCTa AOKyMeHTa - 1,25 cM. 3arojoBKU pa3felioB M IMOJAPa3JeiioB
neyaTaroTcs ¢ ad3alHbIM OTCTYIIOM WJIM IIEHTPUPYIOTCS TIO IIMPUHE TEKCTa.

4.1.5. MHOI‘OCTpO‘-IHBIe PCKBU3UTHI NICUATAKOTCA YCpPC3 OJUH Me)KCTpo‘-IHHﬁ HHTCPBAJI, COCTAaBHLIC
YaCTH PCKBU3UTOB OTACIIAKOTCA JOIMOJIHUTCIbHBIM MHTCPBAJIOM.

4.1.6. Tekct nokymeHTa mnedartaercs uepe3 1-1,5 MexcTpouyHbsiX uHTepBana. MHTepBanm Mexmay
OyKBaMH B CJIOBax - OObIYHBIN. IHTEpBa MeX 1y CIIOBaMU - OJIMH MPOOEII.

4.1.7. TexcT MOKYMEHTa BBIPABHHBACTCS 10 MIMPUHE JHCTa (IO TPaHHUIAM JICBOTO U IPABOTO TIOJICH
JIOKYMEHTA).



4.1.8. TekcT HOKyMEHTa JOJIKEH OBITh HM3JIOKEH KpPaTKO, TPAMOTHO, MOHSITHO M OOBEKTHUBHO, 0€3
MOBTOPEHUM U yMOTPEOJIICHUS CIIOB M 00OPOTOB, KOTOPHIE HE HECYT CMBICIIOBOM HArpy3KH, W JOJDKEH
KacaTbCsl TOTO BOMPOCA, KOTOPBIM CHOPMYJIMPOBAH B 3arojioBKE K TEKCTY. TEKCT TOKyMEHTa
odopMIIIeTCs B BUE CIUIONIHOTO CBSI3HOTO TEKCTA WIIA TAOJIMIIBI, WIIH ITyTEM COYETaHHsI 3THX (HOPM.

TeKCTBI CTIOKHBIX U OONBIINX MO 00BEMY TOKYMEHTOB (JOKJIAIbI, OTYETHI U T.J.) JENATCS Ha
pasacibl, MmoApasacibl, ITYHKTBbI, IIOAITYHKTBI. HYHKTBI U TIOAIMYHKTBI B TCKCTEC HYMCPYIOTCA
apaOCKUMHU TUPPaMU C TOUKOM.

ITpumep -
1.

1.1.

2.

2.1.

4.1.9. JoxymMeHTBI, KaKk mpaBwio, odpopmisaroTcss Ha Omanke OV, UMEIOT YCTAaHOBJICHHBIA KOMILIEKC
0053aTeIbHBIX PEKBU3UTOB M CTAOMIIBLHBIN MOPSIOK UX PACTIONOKEHHUSL.

4.1.10. bianku KaxJ10TO BHUJIa U3TOTABIMBAIOTCS HA OCHOBE YTJIOBOTO WJIM MPOJOJIBHOIO Pa3MEICHUs

PEKBU3UTOB. PEKBU3UTHI 3ar0J0BKa Pa3MEMIAIOTCS IIEHTPUPYEMBIM (HA4aao M KOHEI KaKI0W CTPOKU
PCKBU3UTA PABHO YAAJICHBI OT T'paHUI] 30HBI PACIOJIOKCHHUA pCKBI/I3I/ITOB) HJIN YTJIOBBIM (Ka)KZIaSI
CTpOKa PEKBU3UTA HAUUHACTCS OT JICBOW TPAHUIIBI 30HBI PACTIONOKEHHS PEKBU3UTOB) CIIOCOOOM.

Jlis M3roToBiIeHUs GJIaHKOB MCHOJIB3YIOTCS JTUCTBI Oymaru gopmara A4 (210 x 297 mm) u AS
(210 x 148 MuLIUMETPOB).

Kax el TUCT JOKyMeHTa, OOPMIICHHBIM Kak Ha OJIaHKe, Tak U 03 Hero, JIOJKEH UMETh IOJIs
HE MEHEE, MM:

nesoe - 20;
npasoe - 10;
BepxHee - 20;
HUxHee - 20.

JIOKyMeHTBI JIUTENbHBIX (cBbIE 10 J€T) CpOKOB XpaHEHMsI JOJKHBI UMEThH JIEBOE IOJIE HE
meHee 30 MM.

4.2. OgopmiieHHuE PeKBU3UTOB JTOKYMEHTOB.

4.2.1. ABTOp 10KYMEHTOB.



HanvenoBanvne oOpa3oBaTeIbHONW OpTaHHW3AIlAN YKA3bIBACTCS B TOYHOM COOTBETCTBHH C YCTaBOM
(MynunmnanpHoe o01eoopa3zoBarenbHoe yupexaeHne « MapTeiHOBCKas mkona nmeHn Hukomnas Komnokomnosay
Jxankoiickoro paitona Pecnmybmuku Kpsim). CokpaiieHHOe HAaUMEHOBAHHE ITOMEIIACTCS TIIO0J] ITOJHBIM
HaMeHOBaHHeM B ckoOkax (MOY «MapTtbeiHOBCcKas mikona nMeHu Huxomas Koiokomosay).

HaunmMeHoBaHne JOMKHOCTH JMIa — aBTOpa JOKYMEHTa HUCHONb3yeTcs B OJaHKaX JOJKHOCTHBIX JIML U
pacrosiaraeTcst oJi HaMMEHOBaHHEM 00pa30BaTEIbHON OpraHU3aLUH.

Hanmenosanmne JOJDKHOCTH  JIMa —  aBTOpa JOKYMEHTa  YKa3bIBAa€TCA B  COOTBETCTBUU C
HAaMMCHOBAHUEM, IIPUBCACHHBIM B PACTIOPAAUTCIBHOM JOKYMCHTC O HA3HAYCHUHN HA JOJKHOCTD.

4.3. ChnpaBouHble JaHHBbIE 00 00pa30BaTeIbHOI OPraHU3aLMH.

CrpaBouHble JaHHBIE 00 OpraHW3aIlMU yKa3bIBAIOTCS B OJIAHKaX MHCEM M BKIIIOYAIOT: agpec, HOMEp
tenedona, pakc, agpec SIIEKTPOHHOW TMMOUTHL, ceTeBod aapec, a Takxke OKIIO, OI'PH, MHH w KIIII
OpraHU3alUU.

4.4. HaumeHoBaHHe BHIA JOKYMEHTA.

HanmeHoBaHWe BHIa JOKyMEHTa, COCTaBJICHHOTO OpraHW3aluel, JOJDKHO OBITh ONperesieHO
YCTaBOM (TIOJI0KEHUEM) U JIOJDKHO COOTBETCTBOBATH HAUMEHOBAHHUSM BHJIOB JOKYMEHTOB, MPEIYCMOTPEHHBIM
OKYJ: axr, cmpaBka, 3alliCKa, CBOJKA, OT3BIB, NPOTOKOJ, CIHUCOK, W3BEIIEHHE ©  JIp.
PacniopsinutenbHbie TOKYMEHTBl  OpTaHHU3allMd  HM3JAIOTCS CO  CJICAYIONMMH  Ha3BaHMSAMH:  TIPHUKa3,
pacmopspKeHue.

HanmenoBanue Buga u PasHOBUIHOCTH JOKYMEHTA HE YKa3bIBAC€TCA B IIMCbMax.
HanmenoBanue Buga JOKYMCHTA M€YaTacTCsA MPOIMUCHBIMHA 6y1(BaMI/I MOJY>XUPHBIM I]_IpI/Iq)TOM.

4.5. Jlara nokymMeHTA.

JlatTa nOKyMEHTa COOTBETCTBYET JaTe MNOoANMcaHus (yTBEp:KIEHMs) AOKyMEHTa WM JiaTe
coObITHs, 3aUKCHPOBAHHOTO B JIOKyMEHTe: apaOCKkuMu Ludpamu, pasJeIeHHBIMU TOYKOM:
05.06.2021; cnoecHo-1iuppoBbIM criocobom: 5 uroHs 2021 r.

B Texcrax JOKYMCHTOB, COJCpIKAIIMNX CCBIJIKM Ha HOPMATUBHBIC IIPABOBLIC AaKThI, H
JIOKYMEHTOB, COJICpP)KAlTNX CBEACHHUS (PMHAHCOBOTO XapakTepa, MPUMEHSCTCS CIOBECHO NU(POBOU
croco0 ykazaHusi aat 0e3 MpOCTaBIICHUS HYJIS B 0003HAYEHUU JTHA MECSIa, €CJIU OH COACPKUT
onny 1udpy: 3 anpens 2021 roga. Pa3penraercs npuMeHsTh CIIOBO «TO/» B COKPAIIECHHOM BapHUaHTE
«r»: 1 urons 2021 r.

4.6. I'pud orpanuveHHs J0CTyNa K JOKYMEHTY.

[IpocraBnsiercs B MNpaBOM BEpXHEM YINy TMEpPBOrO JHCTa JOKyMEHTa (MpoeKTa JOKyMEHTa,
COINPOBOJUTENIBHOTO NMUChMa K JOKYMEHTY) Ha I'DAHUIIE BEPXHErO MOJS MPU HAIUYUHU B JOKYMEHTE
UH(pOpPMAaLIUH, JOCTYI K KOTOPOIl OrpaHUYeH B COOTBETCTBUM C 3aKOHOJATEeNbCTBOM Poccuiickoit ®e-
nepanuu. B coctaB pekBU3WTAa BKIIIOYACTCSl OTPAaHUYMTENbHAs HAANUCh: «Jms  ciykeOHOTrO
noJjb30BaHus, «KonpuaeHmansHoy, «llepconanbHble JaHHBIE» UITH JP.

ITpumep -



IlepconajibHbIE JaHHbIE PAOOTHUKOB
k3. Ne 1
MyHununaiabHoe 0011e00pa3oBaTe/ibHOE YUpexKIeHHe

«MaprtbiHoBckasi mkoJa umenn Hukonasa Kosokonosa»
Jxankoiickoro paiiona Pecyosimku Kpbim
(MOY «MaptbinoBckasi mkoja uMmenn Hukounas KoJsiokosnoBay)
¢. MapTbhIHOBKA
ITPUKA3

Bce Buasl rpuoB orpaHndeHus 0CTyna K JOKYMEHTaM 3aKpeIUIIOTCS B JIOKAIBHBIX aKTax
MOY «MaptbiHoBckas mkona nMenn Hukounas Konokonosay.

4.7. PerncrpauMoOHHbIN HOMep JOKYMEHTA.

PerncrpanuwonHbrii HoMep — 1UdpoBOoe WM OYKBEHHO-IIH(PPOBOE 0003HAUCHHUE, IPHCBAMBAEMOE JTOKYMEHTY
MIPH €r0 PEeruCTPAIHY.

P CrucTpanusa 10KyMCHTA IMPOBOAUTCSA MOCJIC €TI0 NOATIMCAHUA W YTBCPIKACHUA.

s BHYTpEHHUX MTOKYMEHTOB — MPHUKA30B, MPOTOKOJOB — ATO MOPSAIKOBBEI HOMEp B Ipenenax
KaJIeHTapHOTO Toj/a/ y4eOHOTO Toja MO KaKIAOMY BHUAY WM Pa3HOBHIHOCTH JOKYMEHTOB. B mpmkazax
PETUCTPAIMOHHBI HOMEP MOXET JOMOMHATHCS OYKBEHHBIM HHJEKCOM, 0003HAYAIOIINM Pa3HOBHTHOCTH.

JIs ucxoasiux JOKYMEHTOB PETHCTPAIIMOHHBIA HOMEP COCTOMT U3:
1) mopsAKOBOrO HOMEpA B MPE/Ieiiax MacCUBa OTIPABIISEMON KOPPECIIOH ICHITHH;
2) uHAeKca Aeja B COOTBETCTBUHU ¢ HOMEHKIIATYPOM JieT 00pa30BaTeNIbHOM OpraHu3alHy.

PeructpanonHblii HoMep TOKYMEHTa, COCTaBICHHOTO COBMECTHO JABYMsI W Oojiee OpraHH3allUsIMH,
COCTOHT W3 PETHCTPAIIMOHHBIX HOMEPOB JOKYMEHTOB Ka)X/I0M M3 STHUX OpPraHW3allii, MMPOCTABISIEMBIX Yepe3
KOCYIO YepTy B MOPAIKE YKa3aHHUsS aBTOPOB B JOKYMEHTE.

4.8. CcbuIKa HA PeriCTPANMOHHBII HOMeP M JaTy JOKYMeHTA.

CchUiKa Ha PErHCTPALIMOHHBIA HOMED U 1aTy JOKYMEHTa BKJIIOUACT B ce0s PerHCcTPallMOHHBII HOMED U
JaTy JOKyMEHTa, Ha KOTOPBIN JOJKEH OBbITH JaH OTBET.

Cchlika Ha HOMEp U JIaTy JOKYMEHTa HCIOJIb3YeTCsl PH 0(OPMIICHHHU MTUCEM, SIBISTIOLIMXCSI OTBETaMHU
Ha MOCTYNUBIIEE MUCHMO (3ampoc, mpock0y W 1p.). CBedeHUS B PEKBU3UT MEPEHOCITCS C IOCTYIUBILEIO
JIOKYMEHTa U COOTBETCTBYIOT PErHCTPALIMOHHOMY HOMEPY U JlaTe MOCTYIHUBIIErO JOKYMEHTA.

OI‘paHI/IqI/ITeHbHaH OTMETKA IJIA JaHHOI'O0 PEKBU3UTA ITPOCTABIACTCA B JIeBOIi yacTH OJIaHKa MUChMa Ioa
PCKBHU3UTOM «JaTa» U «pel"I/ICTpaI_II/IOHHHﬁ HOMEPp JOKYMCHTA».

Hanwnume maHHOTO peKBU3UTA UCKITIOYAaeT HEOOXOIUMOCTh YIIOMIUHAHUS HOMEPA U IaThI TOCTYITHBIIETO
JIOKYMEHTa B TEKCTE MHCHhMa, YTO OCBOOOKIAET TEKCT OT CIIPaBOYHOMN MH(pOpMALUH.

4.9. MecTO cocTaBJIeHUS UJIH U3TAHUS AOKYMEHTA.

MecTo cocTaBiICHUS (I/I3)18.HI/I$I) JOKYMCHTA YKa3bIBACTCA B JOKYMCHTAX, U3roTaBJIMBACMbIX Ha OnaHkax
KOHKPCTHBIX BUJ10B JOKYMCHTOB.



4.10. Anpecar.

AI[peCElTaMI/I JOKYMCHTAa MOTYT OBITh HOPUIUYCCKHUC JIMIA, UX CTPYKTYPHBIC IMOAPA3ACICHUA U
JOJKHOCTHBIC JIMIIa, a TaAKXKC (1)I/I3I/I‘-IGCKI/IC Jmna.

PexkBu3uT «aapecar» MNpPOCTABISETCS B BEpXHEW MpaBOM yacTH JOKyMeHTa (Ha OlaHke ¢
YIJIOBBIM PACIONIOKEHUEM PEKBU3WUTOB) WM CIpaBa MOJ PEKBH3UTaMH OyiaHka (TIpU MPOJOTHHOM
pacToI0KEHUH peKBU3UTOB OnaHKa). CTPOKM PEKBU3HTA «aJpecar? BHIPaBHUBAIOTCS 10 JEBOMY Kparo
WM LIEHTPYIOTCS OTHOCUTENIBHO CaMOM JUIMHHOW CTPOKH.

Ecnu nokyMeHT ajpecoBaH HOPHANYECKOMY JIMIY WIH €ro CTPYKTYpPHOMY IOApa3JEICHUIO
0e3 yKkazaHHsl IOJDKHOCTHOTO JIMIA, UX HAMMEHOBAHUS IPUBOJISATCS B IMEHUTEILHOM IaJIexKe.

[Ipumepsl

1. MunucrepcTBo odpa3oBanusi,
HAYKHM U MOJIOIEKH

Pecny6smku Kpsim

2.  MuHnucTepcTBO 00pa30BaHus,
HAyKH ¥ MoJioaexu Pecnydsanku Kpeim
ynpasJjieHue o0mero ooOpa3oBaHus
ITouToBBIN aapec yKa3plBacTCs NIPU HANIPABICHUH JOKYMEHTA Pa30BbIM KOPPECIIOHACHTAM.

Ecnu gokyMeHT aapecoBaH PYKOBOAUTEJNI0 HOPUIAMYECKOrO JIMIA WIM €r0 3aMECTUTEIIO,
HAMMEHOBAHUE FOPUIAYECKOrO JUIA BXOAUT B COCTAB HANMEHOBAHUS JOJLKHOCTH ajpecara, KOTopoe
MPUBOJIUTCS B JATEILHOM MAJIeKeE.

[Tpumep —
PykoBoaureso ®@enepanbHOro
apXHBHOI'0 areHTCTBA

damuaua U.0.

4.11. HWuuuuajgsl cTaBiATC Mnocide (aMUJIMM HE3aBHUCHMO OT TOTO, KOMY aJpEcOBaH JIOKYMEHT —
JOJDKHOCTHOMY JIUILLY MM (PU3HYECKOMY.

IIpu ajgpecoBaHMM NHUCbMa PYKOBOJIUTENIO CTPYKTYPHOI'O IOAPA3JEIICHUS YKa3bIBAeTCS B
MMEHUTEIIBHOM MaJeK€ HAaUMEHOBAHHWE OpPraHM3alliM, HWXKE - B JAaTEJIBHOM Ia/leKe HaUMEHOBaHHE
JOJDKHOCTH PYKOBOJUTENS], BKIIOYAOIEe HAMMEHOBAHUE CTPYKTYPHOTO MOJpa3lesieHusi, HhaMuiuio,
WHUIMAIIBL.



ITpumep-

MunucrepcTBo 00pa3oBaHus,

HayKu ¥ MoJtoaexu Pecnyosmmkn Kpbim
HavaabHuky ynpasJ/jieHusi 0011ero o0pa3zoBaHus
®amuinus U.0.

Hepe;[ (I)aMI/IJ'II/IeI‘/’I JOJDKHOCTHOI'O JIMIla OOITYCKACTCA yrIOTp€6J'I$ITB COKpalICHUC «T-HY»
(FOCHOI[I/IHY), €CJIK aipecaT MYKYNHA, NI «I-KEC» (FOCHO)I(C), €CJIKM aaApecarT KCHIIHNHA.

[Ipu pacceuike JOKyMEHTa TpyMIe OpraHu3aldid OJHOTO THUIMA WM B CTPYKTYpHBIE
noJipa3ziesieHus! OJTHOM OpraHu3aluy, aJipecar yKa3bIlBaeTcsi 0000IIEHHO.

B ogHOM MOKYMEHTE HE JOJKHO OBITH OOJIee YETHIPEX aapecaToB.

[Ipu OoJibIlieM KOJUYECTBE aJPECATOB COCTABIISICTCS CIUCOK (JIUCT, YKa3aTellb) PacChUIKA
JOKYMEHTa, Ha KaXJIOM JIOKYMEHTC YKa3bIBaeTCS OJMH ajapecaT Wik ajapecaT o(opMIIsieTcs
0000111EHHO.

B coctap PCKBU3UTA «AﬂpecaT» MOET BXOJHUTH IOYTOBBIN aapec. DJIEMEHTHI II0YTOBOTO
aZipeCa yKa3bIBAKOTCA B IMOCJIICAOBATCIIBHOCTH, YCTaHOBHCHHOﬁ HpaBI/IHaMI/I OKa3aHus yCIIyr MOYTOBOM
CBs3H.

[Tpumep -
Bcepoccuiickuii Hay4YHo-
HCCJIe10BATEIbCKUI MHCTUTYT
AOKYMEHTOBE/eHUS] U apXUBHOIO J1eJia
IIpodcoro3nas y..,
a. 82, Mocksa, 117393

B cnyuae oTmpaBku AOKyMeHTa (DU3MYECKOMY JIMIYY YKa3bIBAIOTCS: (haMMIIUsl, WHHUIIHAAIBI,
MOYTOBBINA anpec: (yiuia, HOMEp JoMa M KBapTHPBI, HACEJIEHHBIH IyHKT, pailoH, obiacTe (Kpaii,
peciy0i1Ka), TOYTOBBIA MHJIEKC).

ITpumep -
®amuiusa U.0.
CapoBas yi1., 1. 5, kB. 12,
r. DHCK, JHCKOH 00.1., 301264

[Ipu oTnpaBKe MUCHMAa IO JICKTPOHHOW MMOYTE MU N0 (PaKCUMWIIbHOM CBsI3H (0€3 JOCBUIKH 110
MOYTE) MOYTOBBIA aapec He ykasbiBaeTcs. [Ipu HEOOXOIUMOCTH MOXKET OBITh YKa3aH JJICKTPOHHBIN
anpec (Homep tenedona/paxca).



[Tpumep -
Bcepoccuiickuii Hay4YHoO-
HCCIICA0BATEILCKHA HHCTUTYT

AOKYMEHTOBCACHUSA U APXHUBHOI'0
Aaejgaa

mail@wvniidad.ru

4.12. T'pud yrBep:KIeHHUs JOKYMEHTA.

I'pud yTBepkIeHus: MPOCTaBIsSETCS Ha JOKYMEHTE B CIy4yae €ro YTBEpPKACHHUS JOJKHOCTHBIM
JIUIIOM, PaCIOPAIUTENbHBIM IOKYMEHTOM (TIPUKa30M, PACIOPSKEHUEM, PEIIEHUEM).

I'pud yrBepxaeHus pa3MeniaeTcs B IPaBOM BEpXHEM YIUTy MEPBOTO JIMCTa JoKyMeHTa. CTpoKu
PEKBHM3UTAa BBIPABHUBAIOTCS MO JIEBOMY Kpar WJIM LEHTPYIOTCS OTHOCHUTENBHO CaMOW JUIMHHOM
CTPOKH.

[Ipu yTBepKACHUH AOKYMEHTA MOJKHOCTHBIM JIMIIOM TpHU(] yTBEPKACHHUS COCTOUT W3 CJIOBA
YTBEPXJIAIO, nauMeHOBaHUS JOJKHOCTH JIMIA, YTBEPHKAAIOMIETO JIOKYMEHT, €ro IOJIUCH,
WHUIMAIIOB, (aMIINU U 1aThl YTBEPKICHHUSL.

ITpumep -
YTBEPXKJIAIO

JAupexrop MOY «MapTbIHOBCKasA
mkoaa umMenu Huxouasa Kosioxosiosa»

Hoanmucyr U.0. ®amuians
JlaTa

[Tpu yTBepkaeHUHN JOKYMEHTA PACHOPAIUTEIbHBIM TOKYMEHTOM I'pU( YTBEP>KICHHSI COCTOUT U3
cioBa YTBEPXJIEH (YTBEPXIAEHA, YTBEPXJIEHbI nin YTBEPX/IEHO), cornacoBanHoro ¢
HAaUMEHOBAaHUEM BHJIa, yTBEPKAAEMOT0 JOKyMEHTa, HAMMEHOBAHUS PACIIOPSTUTENILHOTO JOKYMEHTA B
TBOPUTEIHHOM MAaJeKe, ero 1aThl, HOMepa.

[Tpumepsl

(ITopsimoxk) YTBEPXIEH

npuxkazom MOY «MapTbeIHOBCKast
mkoJa uMeHu Hukouasa KosokosioBa»

S anpessi 2021 r. Ne 82


mailto:mail@vniidad.ru

(paBuia) YTBEPKJEHbI

npukazom MOY «MapTbiHOBcKast
mkoJa nMeHu Hukouas KosokosioBa»

15.06. 2021 r. Ne 83

3. (Ilonoxenue)
YTBEPXJIEHO

npukazom MOY «MapTbIHOBCKAasI
mkoJia uMeHn Huxkos1asa KoJsioxkoosa»

15.06. 2021 r. Ne 83

Ipu npuHATHY (PACCMOTPEHUH) TOKYMEHTA KOJUIETHATLHBIM OPraHOM 00pa30BaTeNIbHONW OpraHW3allvH,
pelIeHUs] KOTOPOro (PUKCHPYIOTCS B IPOTOKOJIE, B rpude MpUHATO (PACCMOTPEHO) YKa3bIBACTCS HAUMEHOBAHUE
oprasa, pereHrueM KOTOPOTro MPUHAT JOKYMEHT, 1aTa U HOMep IMPOTOKoJIa (B CKOOKaX).

YTBCPKAAKIIETO JOKYMEHTA B TBOPUTECIBHOM ITaJICKE, €T0 JaThl, HOMEpaA.

IIpumepsl
(ITopsimoxk) MNPUHAT
NeAarorun4ecKuM coBeTOM
(mportoxou ot 15.08.2021 Ne 12)
(ITpaBuiia) IMPUHSATBI

OO01mecTBeHHBIM COBETOM
(mporokoa ot 15.06.2021 Ne 8)
3. (ITonoxenue)
MNPUHATO

o0mmM codpaHueM TPYAOBOIo
koJuiekTuBa MOY «MapThIHOBCKas
mkosa umenu Hukosaa Koiokosiosa»

(mporokoa 15.06.2021 r. Ne 83)

4.13. 3aroJiI0BOK K TEKCTY.



3aroloBOK K TEKCTy BKJIIOYAET B ce0s KpaTKoe COjepX,aHWe IOKYMEHTa, €ro OCHOBHYIO
CMBICJIOBYIO Harpy3ky. 3aroyioBok ¢gopmynupyetcsi ¢ npeaiaorom «O» («O06») u oTBedaeT Ha BOMPOC
«0 ueM?»:

e mpuka3 (0 ueM?) 0 CO3JaHUH aTTECTAINOHHOW KOMHUCCHU;
e npuka3 (o uem?) 00 yTBEp>KACHUH LITATHOTO PacUCAHUS;
e THCHMO (0 yeM?) O TIpeIOCTaBICHIHN HHPOPMAITHH.

3aroyloBOK COCTABJISIET HCIIOJHHUTENIb JOKyMEHTa. 3arojioBOK K TEKCTY OGOpMIISeTCs IO
PEKBU3UTAMH OJIaHKA CIIeBa, OT TPAHUIIBI JIEBOTO TOJs. ECIyM TEKCT JOKYMEHTA HE MPEBBIIIACT YSTHIPEX-TIATH
cTpoK win oopmiicH Ha OsaHke Gopmara AS, 3aroJJOBOK MOKHO HE YKa3bIBaTh.

3aroyoBOK JIOKYMEHTa 3alMCBIBACTCS TIPU €r0 PErHCTPAIlMd B COOTBETCTBYIOIIUE PETHCTPAMOHHBIC
(hopMBI: KapTOUKY, 0a3y JaHHBIX.

4.14. TexkcTt nOKyMeHTA.

TexkcT JOOKyMEHTAa COCTaBISIETCS Ha PYCCKOM SI3bIKE KakK TOCYJAapCTBEHHOM s3bIKe Poccuiickoin
Oenepannn. TekcT MOKyMeHTa WH3JIaraeTcd pPYCCKUM JIUTEPATYPHBIM S3BIKOM C YYE€TOM OCOOCHHOCTEH
opuLIMaNBHO-IEIIOBOIO  CTWIA,  BUAa  JOKyMEHTa WM €ro  Ha3HAauYeHUs] B YIPaBICHYECKOM
nesitensHOCTH. CoziepKaHKue JOKYMEHTA JOJKHO OBITH M3JI0KEHO KPAaTKO, IOTHYHO, TOYHO U SICHO.

TekcThl JOKYMEHTOB U3J1aratoTcsi:

- oT 1-ro jWIa eMHCTBEHHOTO YHCIa B JIOKyMEHTaX (IIPHKa3, pacrlopshKeHHe W T. JI.) PYKOBOJHUTEIS
00pa3oBaTeIbHON OpraHu3aly, ACUCTBYIOIIEIO Ha NPUHOMNAX EAMHOHAYANIMsA, a TaKkKe JOKYMEHTaXx,
a/IpECOBAHHBIX PYKOBOJCTBY OpraHHM3allUH: MPUKA3bIBalO... IMOATOTOBUTh M MPEACTABUTH HAa PAaCCMOTPEHUE;
TpoIry paccMoTpeTh
BOIMPOC 00 yCTAaHOBJICHUH JBTOTHBIX TAPUQOB...;

- 3-r0 JiMia €IUHCTBCHHOI'O 4YHC/Ia B JOKYMCHTAaX KOJUICTHAJIIBHBIX OPraHOB: KOMHCCHA PCHINWIIA...;
opra"us3anysa HE CHUTACT BO3MOKHBIM...;

- 1-ro JMa MHOXECTBEHHOI'O 4YuCjia B COBMECTHBIX NOKYMEHTax: MPOCUM NPEACTABUTH AaHHBIC O...;
MMpeACTaBIAEM Ha pAaCCMOTPCHUEC U YTBCPIKIACHUC...;

- 3-ro JiMiia MHOXXCCTBCHHOTO YMCJIa B IPOTOKOJIAX: CIyIajn, BBICTYIINIIN, TIOCTAHOBUJIN, PCIIWIIA.

B nokyMmeHTax, yCTaHaBIMBAIOMINX MpaBa U 005S3aHHOCTH OpTaHU3AlMH, €€ CTPYKTYPHBIX TTOpa3/IeIeHUH
(TonoXkeHne, MHCTPYKIHKA), a TaKKe CONEpKAIlUX OIMCaHHe, OINEHKY (PaKTOB WM BBIBOABI (aKT, CIPaBKa),
UCTIONIB3yeTCsl (OopMa HM3NOKEHHS TEKCTa OT TPEThEro JIMIA EJUHCTBEHHOTO WM MHOKECTBEHHOTO YHCIIA
(«otmern ocymecTBiIsIeT (YyHKIHI», «B COCTaB 00bETUHEHNS BXOIAT», KKOMUCCHS YCTAHOBHUIIAY).

B TekcTe n1okyMeHTa, HOArOTOBIEHHOTO Ha OCHOBAHUM 3aKOHOJATEIbHBIX, HHBIX HOPMAaTHUBHBIX PABOBBIX
aKTOB, U3JaHHBIX OpPraHaMH BJIACTU U YNPABJIEHUS, JOKYMEHTOB, PaHEE U3IaHHBIX OPraHOM BJIACTH — aBTOPOM
JIOKYMEHTa, yKa3bIBa€TCd HAMMEHOBaHUE BUJA IOKYMEHTA, HAMMEHOBaHUE OpraHa, U3JaBIIero JOKYMEHT, JlaTa
TNPUHATUS WIK YTBEPXKACHUS JOKYMEHTA, €0 PErMCTPAllMOHHBIA HOMEp, a TAaKKE 3arojIOBOK K TEKCTY WIIU
HalMEHOBAaHUE BUA IOKYMEHTA.

IIpumepsl



«B cootBerctBun ¢ mocranosnenueMm llpaButensctBa oT 13.08.1997 Ne 1009 «O6 yTBepkIeHUH
[IpaBui NOATOTOBKM HOPMATHUBHBIX MPABOBBIX aKTOB (helepajbHBIX OPraHOB HMCIOJIHUTEIBHON BIACTH M UX
TOCYJapCTBEHHOMN PETHUCTPALIUI»;

«B coorBerctBum ¢ IlonoxkeHneM O NOCTOSHHO ACHCTBYIOIIEH 3KCHEPTHOM KOMHMCCHH YUPEXKICHUS,
OpraHM3aLnu, PEANIPUATHS, YTBEPKACHHBIM NpuKazoM Pocapxusa oT 19.01.1995 Ne 2...».

Ecimm Tekct COACPIKUT HECKOJBKO nopyquHﬁ, pemeHHﬁ, BBIBOJOB, B TCKCTC BBIACIAKOTCA pPa3aCIbl,
nmoapasaciibl, MyHKThI, IIOAITYHKTBI.

B TekcT nokyMeHTa MOTYT BKJIIOYATHCS (PparMeHThl, 0hOpMIICHHBIC B BUJIE TAOIHUIIBI MJIH AaHKCTHI.
CrpaHuIibl TeKCTa HyMEpYIOTCs apabCckuMHu I paMu TIOCEPETUHE BEPXHETO TOJISL.
B nucbMax ucnons3yroT ciieayromue GopMbl U3JI0KEHHUS:

®  OT [IEPBOTO JHLA MHOKECTBEHHOTO YHcia («IIPOCHM HAIlPaBUTh», «HAMIPABISIEM Ha PACCMOTPEHHE»);
e [IEPBOTO JIMIA €IUHCTBEHHOTO YHCA («CUUTA0 HEOOXOIUMBIMY, (IIPOLLY BBIAEIUTHY);
e TpeThero Juua equHcTBeHHOro yncia («O0 He BozpaxaeT», «OO cuuTaeT BO3SMOXKHBIMY).

4.14. OtmeTKa 0 NPUIOKEHUH.

OTMmeTKa O NPUJIOKEHUHU COJIEPXKUT CBENIEHUS O JOKYMEHTE (JOKyMEHTax), MpHJIaraéMoM K
OCHOBHOMY JOKYMEHTY (B COINpPOBOAMTENbHBIX MHCHbMAaX, MPETEH3UAX, aKTax, CIpaBKax M JIPYTHX
MH(GOPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTaX) WJIM O TOM, YTO JAOKYMEHT SIBIISICTCSl MPUJIOKEHUEM K
OCHOBHOMY JOKYMEHTOM (B JOKYMEHTaX - NPUIOKEHUSX K PACIOPSAUTENBHBIM JOKYMEHTaM,
MOJIO’KEHUSIM, TIPaBUIIaM, HHCTPYKIIMSM, JOTOBOpaM, IjlaHaM, OTY4eTaM M JIp. JOKYMEHTaMm).

B COIIPOBOAUTECIIbHBIX IMUCbMaX U APYTUX I/IH(i)OpMaI_II/IOHHO-CHpaBO‘IHBIX JAOKYMCHTAaxX OTMCTKaA O
IMPUITOKCHUHN O(i)OpMHHeTCSI moa TEKCTOM OT I'paHHUIIbI JICBOT'O IMOJIA CICOYIOIIUM 06p330MI

- €CJIM IPUJIOKEHUE HAa3BaHO B TEKCTE:
ITpunosxenue: Ha 2 1. B 1 3K3.;

¢ CCJIM NPUIIOKCHHUEC HC HA3BAHO B TCKCTC WU CCJIIN npnnomeﬂnﬁ HCCKOJIBKO, YKAa3bIBAIOT
Ha3BaHU I[OKYMGHTOB-HpI/IJ'IO)KGHI/II\/’I, KOJIMYCCTBO JIMCTOB M JOK3CMILUIAPOB KaXAOTO

MPUIIOKEHHUS:
ITpunoxxenue: 1. [lonoxxenne (Ha3BaHue) Ha 5 1. B 1 3K3.
2. CnpaBKa 0 KaApOBOM COCTaBe Ha 2 1. B 1 3K3.;

- €CIIA TIPWIIOKEHUEM SIBJIIETCSI 000COOICHHBIN SJIEKTPOHHBIA HOCUTENh (KOMIIAKT- AUCK, Usb-
(IIenI-HaKOMUTENb U JIp.):

e Ilpunoxenue:
CD B 1 3k3.

® eCllM IpUJIoKeHUe (MPUIIOKEHHUS) COPOIIIOPOBAHBDI:



IIpunoxenue:
otuet 0 pabore PUII B 2 3k3.

B pacniopsauTenbHBIX JTOKyMEHTax (MpHKa3axX, pPacHopsDKEHUSX), TOTOBOPAX, MOJOKCHHSX,
MpaBUIaX, HHCTPYKIHSIX U APYTUX JOKYMEHTaX OTMETKAa O MPUJIOKEHUH OPOPMIISIETCS CIEAYIOLUIUM
obOpazoM:

® B TEKCTe JOKYMEHTa MpHU MEPBOM YIOMHHAHUU JOKYMEHTA-TIPUJIOKEHUS B CKOOKax
YKa3bIBaeTCs: ... (MPUIIOKEHHE) WIH ... (IpuiiokeHue 1); mepes HoMEpOM MPUIIOKEHHS JOITYCKaeTCst
CTaBUTh 3HAK HOMepa: ... (mpuinoxenue Ne 2);

® Ha [IEPBOM JIMCTE JTOKYMEHTA-NIPUJIOKEHHS B IPAaBOM BEPXHEM YTy YKa3bIBAETCS:
IIpunioxenne Ne 2

K npukazy MOY
«MapTbIHOBCKAsl IKOJIa HMEHU
Huxogaaa Kosiokos1oBa»

ot 15.08.2021 Ne 112.

CTpokH pEeKBH3UTA BBIPABHUBAKOTCS 110 JIEBOMY KpPal WM LEHTPUPYIOTCS OTHOCHUTEIBHO CaMOM
JUIMHHOW CTPOKHU.

Ecnu npunoxeHneM K paciopsauTeIbHOMY JOKYMEHTY SIBIISIETCS. HOPMAaTUBHBINA IIPABOBOM aKT
WM VUHOU JOKYMEHT, YTBEPXKAACMBIM JAHHBIM PACIOPSAUTEIBHBIM JOKYMEHTOM, Ha IIEPBOM JIUCTE
MIPUJIOKEHUS TIPOCTABIISETCS] OTMETKA O MPUJIOKEHUH (0€3 CChUIKU Ha PACIIOPSIUTENIbHBIN JOKYMEHT)
U rpud yTBEPKICHHS, B KOTOPOM YKa3bIBAIOTCS JaHHBIC PACTIOPSAIUTEIBHOTO JOKYMEHTA, KOTOPHIM
YTBEPKJIEH TOKYMEHT- IPUIIOKECHHE.

4.15. I'pud cornacoBanusi JOKyMeHTA.

[Tpo€KThI MOATOTOBIEHHBIX IOKYMEHTOB IEpe]] MOAMMCAHUEM B PsJIE CIIy4aeB COTIACOBBIBAOTCS
C  3aMHTEPECOBAaHHBIMU  YUPEXKIEHUSMHU, CTPYKTYPHBIMH  MOJAPA3JCICHUSMHU,  OTICIbHBIMU
JIOJDKHOCTHBIMH JIUIIAMH.

I'pud cormacoBaHwsi B 3aBUCUMOCTH OT BHUJA JIOKYMEHTa U OCOOEHHOCTEH ero odopmiieHus
MOKET MPOCTABISATHCS:

® Ha IMEPBOM JIUCTE JIOKyMEHTa (€CJIM JOKYMEHT WMEET THTYJIBHBIN JIUCT, - HA TUTYJIHHOM
JIMCTE) B JIECBOM BEPXHEM yIIIy Ha YpoBHE rpuda yTBEpKICHUS WIH 0] HAMMCHOBAaHHEM JIOKYMEHTA
OnuKe K HIDKHEMY TIOJTIO);

® Ha NOCJICAHCM JIUCTC JOKYMCHTA 110 TCKCTOM;

® Ha JHUCTC COorjiaCoOBaHMUs, ABJIAOIICMCA HEOTHEMJICMOM YaCThIO AOKYMCHTA.



I'pud cormacoanus noxkymenta cocrout u3 cioBa COI'JIACOBAHO, nomxHOCTH JUIA, C
KOTOPBIM COTJIaCOBAaH JOKYMEHT (BKJIIOYasi HaWMEHOBaHHE OpraHu3allih), €ro COOCTBEHHOPYYHOMH
TIOJIHCH, paciu(POBKY NOANHUCH (MHUIIATIOB, ()aMIIINN) U IaThl COTJIACOBAHUSI.

IIpumep -

COT'JIACOBAHO

Hupexrop MOY «MapTsIHOBCKas MIKOJIA
nmenu Hukonas Konokonosa»
(moamucek) N.O. Gamunus

Jara

Ecau cornacosanue OCYHICCTBIIACTCA KOJUICTHAJIBHBIM OpPraHOM, B I‘pI/I(bC corjiaCoBaHusa
YKa3bIBalOT CBCACHUA 00 opraHe, COrjiacoBaBIICM JOKYMCHT, HAaTC U HOMEPC IPOTOKOJIa, B KOTOPOM
3a(l)I/IKCI/IpOBaHO pemeHue O COIrJIaCOBaHHU. Eciu cornacoBanue OCYHICCTBJIIACTCA IMHUCBMOM,
YKa3bIBAOT BUA JOKYMCHTA, OpTraHU3alrIO - aBTOpa JOKYMCHTA, JaTy U HOMCD IMKUCbMa.

[Tpumepsl

| COI'JTACOBAHO
OO0mecTBEHHBIM COBETOM
MOY «MapTbIHOBCKAsl IIKO0JIA
umenn Huxonas KoJsiokosnosa»

(mpoTokoJ oT N )

2 COI'ZTIACOBAHO
nucbMoM Pocapxusa

oT No

Bu3sa corsiacoBanusi J0KyMeHTA.

Busbl cornmacoBanus JOKYMCHTA — PCKBU3UT JOKYMCHTA, YKa3BIBaIOHlPII>'I Ha COIjIaCu€ WM HCCOIJIacue
JOJDKHOCTHOI'O JIMIIa 06pa30BaTeJ'H:HOI>i OpraHuvsanuu ¢ COACPIKAHNUEM MPOCKTA JOKYMCHTA (z[anee - BI/IBa).

IIpumep
3aMecTHUTENb TUPEKTOpa M0 BOCIIUTATEILHON paboTe

JInuHas moAnuch N.N. UBaHoBa



10.10.2023
OdopmrnenHas TakuM 006pa3oM BH3a 03HAYaeT coriacue JOHKHOCTHOTO JIMLA C COAepKaHueM JOKYMEHTA.

[Ipu HanMuUUM 3aMEUaHU 110 JOKYMEHTY BU3Y O(DOPMIISIOT CIEAYIONIMM 00pa3oM:

3aMeuaHus IpuiiaraloTcs
3aMecTuTeNb AUPEKTOPA 110 BOCITUTATEIHHON paboTe
JInuHag moamuch .. UBaHoBa

10.10.2023

JIOKyMEHT BH3MpYETCS UCIIOJHUTENEM M 3aHHTEPECOBAHHBIMH B JOKYMEHTE HOJDKHOCTHBIMH JIMIIAMH,
pyKoBoJUTENIeM 00pa30BaTeIbHON OpraHU3aLUH.

3aMeuaHus JOJIKHBI OBITH MMpeaACTaBJICHBI HAa OTACIIBHOM JIMCTC, KOTOpI)II‘/'I MOANMCHIBAIOT, ATUPYIOT U
IpuiararoT K JOKyMEHTY.

B nmoxymeHTax, MOJIMHHUKA KOTOPBIX XPAHSATCS B OpraHU3AIMH, BU3bI MPOCTABISIOT HA
MOCIIEAHEM JTUCTE TIOKYMEHTa MO/ MOMKIChI0, Ha 000pOTe MOCIEAHET0 JINCTa MOUTMHHUKA TOKyMEHTa
WJIM Ha JINCTE COTJIACOBAHUS (BU3UPOBAHUS), PUIIATAEMOM K IOKYMEHTY.

B HUCXOOAIHNX JOKYMCHTAaX BHU3GI IIPOCTABIAKOTCA Ha SK3EMILIAPAX JOKYMCHTOB, IOMEIIACMBIX
B ACJIO.

4.16. TMoanucek.

JIoJKHOCTHBIE JIHIa TOANMUCHIBAIOT JOKYMEHTHI B IPEAEIIAX CBOMX MOJHOMOYUM, ONPEAETIEHHBIX
YcraBom MOVY «MapteiHoBckass mkojna uMeHn Huxonas KomokonoBa» U JOMKHOCTHBIMHU
WHCTPYKIUSMH.

[Tonmuchk COCTOMT W3 HAMMEHOBAHUS JOJDKHOCTH JIMIIA, KOTOPOE IMOJIMUCHIBACT JOKYMEHT
(moyiHOTO — eclaM JOKYMEHT HareyaTaH He Ha OJlaHKe, COKpAlleHHOTO0 — Ha JOKYMEHTE,
HareyaTaHHOM Ha OJlaHKe), €ro COOCTBEHHOPYYHOW IOAMKMCH, WHUIHUAIOB (MHHUIMAJ HWMEHH),
bamunun.

ITpumepst

HEe Ha 0JaHKe:

Jupexktop MOY «MapTbhIHOBCKasl IIKOJ1a

nmenu Hukouaasa KojgoxoaoBa» JInyHasa moanmuch N.0. ®amuiausa



HA 0JaHKe

J{upexTop JInynas nmoanmucey N.0. ®amunus

[Ipu opopmnennn nfoKkyMeHTa Ha GJIaHKE JOJKHOCTHOTO JIUIA JOJKHOCTh 3TOrO JIMIA B

MMOAIMCHU HC YKA3bIBACTC.

IIpumep JIuyHas moanuch N.0. ®amuanst

B JOKYMCHTAX, COCTaBJICHHBIX KOMHCCHCﬁ, B IIOAITMCH YKA3bIBACTCA CTATYC JIMIA B COCTAaBC
KOMUCCHH.

ITpumep -
IMoanucek N.0. amuiaus
IIpencenaresb KOMHUCCHH
1 E T S——— IHoanuck N.0. amuaus
IHoanuck

" n mﬂll'l narged

B cnyuyae oTcyTCTBHSI pyKOBOJIUTEINS NMPUKA30M OMPEAENSeTCs JHIO, HCIONHSIONIEE ero
00513aHHOCTH, a TaK)K€ YIOJIHOMOYEHHOE MOAMUCHIBATh JOKYMEHTHI, IIPH 3TOM MOJAMUCH 0OpMIISETCS
C YKa3aHHeM cTaTyca JOJKHOCTHOTO JIUIAa B COOTBETCTBUHU C PUKA30M (PACTIOPSKEHUEM).

[Ipumep -

H.o. nupexTopa Hoxmuch N.0. ®amuaus

WIN:

HUcnoansommii 0013aHHOCTH TUPEKTOPa Hommuer N.O. ®amuius

[Ipy nmoanvcanuu AOKYMEHTA JILIOM, MMEIOIIMM IPaBO MOAINMCH B CIy4ae BPEMEHHOIO
OTCYTCTBUSI PYKOBOJUTENS,, MCIIPABICHUS] B HAaUMEHOBaHHME JIOJDKHOCTH M paciiuppoBKy (aMHIUU
yK€ TOJArOTOBJIEHHOTO M COIVIACOBAHHOI'O MPOEKTAa JOKYMEHTa BHOCATCA OT pyKH WIH C
HCIIOJIB30BAHUEM COOTBETCTBYIOLIUX IITAMIIOB.

He AOIYCKACTCA CTaBUTh KOCYIO HEPTY, HAAIINCH «3a» MEPEa HAUMCHOBAHUECM NOJDKHOCTH JIMIA
B ITOATIMCH, €CJIN JOKYMCHT MOAINUCBIBACT MHOC NJOJIPKHOCTHOC JIUIO.

4.17. DJIEKTPOHHAS MOAIMCh.

O1MmeTKa 06 3HeKTpOHHOﬁ MOATIMCHU UCTIOJIB3YCTCA NIPU BU3YAJIM3allUHN IJICKTPOHHOI'O JOKYMCHTA,
MOAMKMCAHHOTO JIEKTPOHHOM MOIUCKIO, C COOJIIOICHHEM TPpeOOBaHUM:

a) MECTO pa3MeIlEeHUs] OTMETKU 00 3JEKTPOHHOW MOANUCHU JOJKHBI COOTBETCTBOBATH MECTY
pasMeneHns COOCTBEHHOPYYHOW MOANKCH B aHAJIOTHYHOM JOKYMEHTE Ha OyMa>KHOM HOCHUTEIIE;



0) SJIEMEHTBI OTMETKH 00 3JIEKTPOHHOU IMOANMHUCU JOJKHBI ObITh BHIUMBIMH U YHTAEMBIMH
MIPU OTOOpAKEHUHU JOKYMEHTA B HATypaJbHOM Pa3Mepe;

B) DJIEMEHTBl OTMETKHM OO0 OJJIGKTPOHHOM TMOANMUCH HE JOJDKHBI TEepEeKphIBAaTbCA WIN
HaKJIaJ(bIBaThCS APYT HA IPYTa;

I) SJEMEHTHI OTMETKH 00 3JIEKTPOHHON MOJIUCH HE JOJHKHBI MEPEKPHIBATH SJIEMEHTHI TEKCTa
JIOKYMEHTA U IPyTUe OTMETKHU 00 3NIEKTPOHHOM MoAmnucH (IPpH HATHYUH).

OtmeTKa 00 3JIEKTPOHHOM MOANUCH U BKIOYaeT ¢pa3y «/[oKyMeHT moimucaH 3JIeKTPOHHOMN
HNOJMNKCBIO», HOMEp CepTH(HKaTa KI0Ya 3JIEKTPOHHONW MNOANHMCH, (GaMWINI0, HMSA, OTYECTBO
BJIaJeNbla cepTU(UKaTa, CpoK JeHcTBUS cepTH(UKaTa KIr0Ua 3JIEKTPOHHOM MOAUCH.

[Tpumep
Hupexrop JOKYMEHT NOAININCAH A.B.
3JIEKTPOHHOW NOJINUCHIO
Ceprudukar lalllaaalllllIIIII
Baanenen UBanoB Asnexceii bopucoBuu
JeiicrBurenen ¢ 01.01.2017 mo 01.01.2022
4.18. IMeuaTh.

OTTHCK Te4aTd 3aBepsieT MOJIMHHOCTH MOJMHCH JOJDKHOCTHOTO JIMIIA Ha JOKYMEHTaXx,
YAOCTOBEPSAIONIUX TpaBa JUL, (PUKCHpyrOmMX (axkThl, CBsI3aHHbIE C (PMHAHCOBBIMHU CpEICTBaMH, a
TaKK€ Ha JOKYMEHTaX, MPEJOCTABISIEMBbIX 3a MpeAesibl OpraHu3alud U MpeaycMaTpUBAIOLIUX
3aBepeHUe MOUIMHHOCTH MOANHUCU. BHyTpeHHUEe JOKYMEHTHI (IIpHUKa3bl, MPOTOKOIBI U T.J.) MEYaTHIO
HE 3aBEPSIFOTCH.

[TeuaTs IpocTaBISETCS, HE 3aXBaThIBAss COOCTBEHHOPYYHOM TOIIUCH JIUIIA, TTOAMUCABIIETO JOKYMEHT,
WM B MecTe, o0o3HaueHHOM «MID» («Mecto megatny).

4.19. Ormerka 06 HCTIOJIHUTEIE.

OtmeTka 00 HCIOTHUTENE BKIIOYAET B ce0sl (haMHIIMIO, MMsI, OTYECTBO UCIIONHHUTENS JOKYMEHTa, HOMED
ero tenedona.

OtmeTKa 00 HUCIIOJIHUTENE MOKET JIOMOJHATHCS HAMMEHOBAHUEM JIOJDKHOCTHU, CTPYKTYPHOIO
MIOIpa3AeIICHUs U YJIEKTPOHHBIM a{PECOM HUCIIOITHUTEII.

Otmerka 00 ucnonHutene oGpopMiseTcss Ha JIULEBOM CTOPOHE MOCIEIHEr0 JINCTA JOKYMEHTA OT
TPaHUIBI JIEBOTO MOJIS UJTH, IPU OTCYTCTBUU MECTa, - HA 00OPOTHOM CTOPOHE BHU3Y CJIEBa.

ITpumep -
3a0equn UBan AnjpeeBny,

KouTtpoJsibHoe ynpasiienue, Be1ylmuid cCriennuaaucT,



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

OTtMmeTka 00 HCHOJHMTENE MOXET O(DOPMIATbCA KaK HIDKHUI KOJIOHTUTYJ] M I€4aTaThCs
MIPUPTOM MEHBIIETO pa3Mepa.

4.20. Ormerka 0 3aBepeHHH KONHUHU.

OO0pa3zoBarenbHas OpraHU3aLUs MOXKET 3aBEPATh KOMHMH TOJIBKO T€X AOKYMEHTOB, KOTOpBIE
CO3JIAI0TCSl B HEH, a Takxke B CllydasX, MPEeIyCMOTPEHHBIX B a03alle BTOPOM HACTOSIIETO IMYHKTA.
Komnusa 1oxkymeHTa M3roTaBiIMBaeTCs U BBIAACTCS TOJIBKO C pa3spelieHUs PYKOBOJUTENS OpraHU3AlNM,
€ro 3aMECTUTEJICH UM PYKOBOJIUTENS CTPYKTYPHOI'O IIOApa3AEICHUS.

B cnyudae moAroToBKM JOKYMEHTOB JJISl IPEIOCTABICHUS CYJIeOHBIM OpraHaM, MpH PEelIeHuN
BOIPOCOB IO MPHHSATHUIO JIUI] HAa pabOTy, O0YYECHHUE, yIIOCTOBEPEHHS UX TPYAOBBIX M JPYTHX MpaB BO
B3aMMOOTHOIIECHUSAX C YUYPESKICHUEM, a Takke MNpu (OPMHUPOBAHMU JUYHBIX [eJI PaOOTHHKOB
o0mieo0pasoBarenabHas OpraHu3alis MOXKET U3TOTABIMBATh KOMUHU JOKYMEHTOB, BBIAAHHBIX APYTUMU
YUpEXKISHUSIMU (KOIMUA JOKYMEHTOB 00 00pa30BaHUU U JIP.).

[Ipu BBIIaYE KOMHMH TOKYMEHT BOCIIPOU3BOJUTCS TMOJHOCTHIO (OJIaHK 00pa3oBaTenbHON OpraHU3allvy,
HOMED, JaTa, COAECpXKaHUE U T. 1.).

B npaBom BepxHeM yrity konuu nuuercs ciioBo «Konus». IIpu Beljaue KONUM ¢ KOIUM CIEAYET IUCATh
«Komnus ¢ xornumy.

Ecnu xomumst A7t BHYTPEHHEIO IIOJIB30BaHMS, TO JJsl 3aBEPEHHSI HIDKE PEKBU3UTA
«IToamuch» MPOCTABIAIOT 3aBEPUTENBHYIO HAAMUCh: «BepHO»; MOHKHOCTH JHUIlA, 3aBEpSIOLIET0 KOIHIO;
JMYHYIO HOANHUCH; paci(poBKY MOANUCH (MHULMANBL, (aMUIIHIO); IATy 3aBEPEHHUS.

IIpumep -
Bepno
Jupextop MOY «MapThiHOBcKas mkoJja umenn Hukouasa Kosokonosay
JIu4yHas moanuch A.A.CTtyJnkoBa

10.10.2023

Ecnu xomms BbIAACTCA IJIA MPCACTABJICHUA B APYTYIO OpraHu3annio, TO OTMETKA O 3aBCPCHUU KOIIMHN
AOMNOJHACTCA HAaAINCbIO O MECTC XPaHCHUA NOKYMCHTA, C KOTOPOIO ObllIa U3rOTOBJICHA KOIUA, U 3aBCPACTCA
NEYaTbO OpraHusalnnu.

IIpumep -

[MogmuuaHank moxkymenTa Haxoautcs B MOY «MapTeiHOBCKasl mikoja mMeHn Hukomas KomokomoBa» B
neiie Ne 12-x 3a 2022 ropx.

I[JIFI MMPOCTABJICHUSA OTMETKHU O 3aBCPCHUN KOIIUH MOKCT UCIIOJIb30BATHCA IITAMII.


mailto:Zabelin@gov.ru

4.21. Ormerka 0 HOCTYILIEHHH JOKYMEHTA.

OtMmeTKa o0 MOCTYINUICHUU JOKYMCHTA CIIYXXUT IJIA NOATBCPIKIACHUSA (baKTa MOCTYIUICHU A
JOKYMCHTA B OpraHU3allui0 W BKIKOYACT AATy HNOCTYIJICHUA U BXOIIHHII/Iﬁ pGFI/ICTpaIII/IOHHBIﬁ HOMCEp
JAOKYMCHTA. HpI/I HCO6XOIII/IMOCTI/I OTMCTKA O MOCTYIUICHUH MOXKCT AOMOJHATHCA YKa3aHUCM BPCMCHU
IMOCTYIUICHHA B YaCaxX U MUHYTax U crocoba AO0CTaBKM JOKYMCHTA.

OTMeTKa 0 MOCTYIUICHUU NOKYMCEHTA MOXKET MMPOCTABJIATHCA € ITIOMOIIBIO IITAMIIA.

4.22. Pe3oumronus.

Pe3osnroniust cofep KUT yka3aHHE MO UCIOJHEHHUIO JOKyMeHTa. Pesomonust odopmisiercss Ha
cBOOOJTHOM MecTe pabo4ero nojs J0OKyMEHTa, Ha OJIaHKe PE30JIIOLUU WM BHOCUTCS HEMOCPEICTBEHHO
B CHCTEMY JIEKTPOHHOT'O JIOKyMEHT0000poTa.

Pesosronius BrITFOUACT: (haMWINIO, MHUIIUAIBI UCTIONHUTENS (MCIIOJTHHUTENEH), TOPYUYCHHUE 10
JIOKYMEHTY, TIPA HEOOXOJIUMOCTH - CPOK MCIIOJTHEHUS, MOJIITUCH JIMIIA, BBIHECIIETO PE30JIIOIHIO, 1aTy
PE30ITIOIHH.

PeBOJ’H—OHI/IH, KakK MIpaBujio, MAMIETCA OT PYKH PYKOBOAUTECJIEM HA MOJJIMHHUKE JOKYMCHTA Ha CBOGO,Z[HOM oT
TCKCTa MECTC.

IIpumep -
Pavuaus U.0.
IIpomy noaroroButs npepioxkenus k 10.11.2021.
Hoanuce

Jara

4.23. OTMETKA 0 KOHTpOJIE.

OtMmeTKa o KOHTPOJIC CBUACTCILCTBYCT O MMOCTAHOBKEC NOKYMCHTA HAa KOHTPOJIb, MPOCTABJIACTCA
mTaMIIOM HUJIK ITPOU3BOAUTCS 3allMCh OT PYKHU ((KOHTpOJ'H)» Ha BEPXHEM IT0JIC JOKYMCHTA.

KOHTpOJ'IIO moJICKAaT BCC 3apCTUCTPUPOBAHHBIC NOKYMCHTEI, Tpe6yIOH_lI/IC HUCIIOJITHCHHUA.

Cpoku UCHOJSHEHUS JOKYMEHTa YCTAHABIMBAIOTCS B COOTBETCTBUU CO CPOKaMH,
0003HaYEHHBIMU 3aKOHOJIATEILCTBOM,  OpTaHM3alWed,  HampaBUBIIEH  MMOpydYeHHEe  WIH  IpochOy,
PacmopsSIIUTENIEHBIM JOKYMEHTOM W PE30JIIOINEH PYKOBOIUTEIST 00pa30BaTeIbHON OpraHU3aIii.

CpOK MMPOCTAaBJISICTCA B q)OpMC AAaThbl 3aBCPHICHUA UCIIOJTHCHUS.

4.24. OTMeTKA 0 HANPaBJIEHHU JOKYMEHTA B JeJI0.



OTMmeTKa 0 HaIlpaBJICHUX AJOKYMCHTA B ACJIO0 OHNPCACTIACT MCCTO XpaHCHHA AOKYMCHTA IOCIIC
3aBCPUICHUA pa6OTI)I C HAM W BKJIIOYaeT: cioBa «B ACI0», MHACKC OcjIa 110 HOMCHKIIATypE OCJ, B
KOTOPOC MOMCHIACTCA AOKYMCHT Ha XPaHCHUC, C YKAa3aHUECM roaa, JOJLKHOCTH Jivla, O(l)OpMI/IBIHeFO
OTMETKY, IIOAIIMCH, JAThI.

ITpumep -

B nesio Ne 01-O 3a 2023 r.
JupexTop

IMognuck ara

OtMeTKa O HampaBJICHUU OOKYMCHTA B JC€JI0 MOXKCT AOIIOJHATHCA KPATKUMH CBCACHHAMHU O
XapakTepe UCIIOJTHCHUA TOKYMCHTA.

5. TpeGoBaHusi K COCTABJIEHHIO HEKOTOPHIX BUI0B JIOKYMEHTOB.

5.1. Ilpuxkas.

IIpuka3 - mNpaBOBOM JIOKAJIbHBII HOPMATHBHBIM aKT, KOTOPBIM M3MAETCA €IUHOIUYHO
JUPEKTOPOM HIKOJIBI U yIOCTOBEPSET PELICHNs OPraHU3allMOHHO-PACIOPSAIUTEIIBHOTO XapaKTepa.

[lpuka3bl W3HAIOTCST 1O OCHOBHBIM  BONPOCAM  JESATENBHOCTH, aJMHUHHCTPATHBHO-
XO035MCTBEHHBIM BOIIPOCAM M KaJpOBBIM BOIIpocaM (JTUYHOMY cocTaBy) OV.

HpI/IKa3 oAU CBIBACTCA B COOTBECTCTBHHU C Tpe6OBaHI/I$IMI/I, YKa3aHHbBIMU B Pexomenpanuu.

ITocne moamucanus IIpruKa3a U3MCHCHUA /U JAOIOJHCHUS B HCTO BHOCATCA IIYTCM HU3OAHUA
HOBOI'O ITpHKa3a 0 BHECCHUN W3MEHEHHH U/WIIn HOHOHHGHHﬁ.

[Tpuka3, kak mpaBmiio, opopmiisgercs Ha OnaHke oOpa3oBaTENbHOM OpraHM3alMMU B MEYaTHOM
BUJC.

[Ipuka3z umeer cieayONUe PEKBU3UTHI: HAUMEHOBAHUE OOpA30BATEIBHOW OPraHU3allud COTJIACHO
ycTaBy; HauMeHoBaHue Buna mokymenTa (IIPUKA3), mara, HOMEp, MECTO COCTaBJICHHS, 3arOJIOBOK K TEKCTY,
TEKCT, HAMMEHOBaHUE JIOJDKHOCTH, TOAIUCH TOJHKHOCTHOTO JIUIA (MHALUANEI, ()aMUIINs), BU3bI COTIIACOBAHUS,
03HaKOMJICHHUSL.

Jatoii mpukasza (pacmopspKeHHus) SBJIseTCs ngaTa ero moamnucanus. Jlata odopmisiercs mudpoBbIM
Croco00M; HOMepP COCTOUT M3 3HAKa «N2» U MOPsIAKOBOro HoMepa npukasza: ot 00.00.0000 Ne 000.

CopepxaHue pHUKa3a KpaTKO M3JIaraeTcsl B 3arojOBKe, KOTOPBIM HauMHAETCs ¢ mpeyiora «O»
U COCTaBJSIETCSI C TMOMOIIBI0 OTIJIArOJIbHOTO CyIIecTBUTENbHOTO («O0 yTBepKAeHHH...», «O
CO3/IaHHUU...») WU CYIECTBUTENBHOTO («O0 UTOTaX...»).

B IMpUuKa3ax TEKCT U3J1aracTcs OT IEPBOro Juia CAMHCTBCHHOI'0 YuCiia («HpHKaZ’»BIBan»).



Bo BpEMs O3HAKOMIICHHA C TPHUKA30M YKa3aHHBIMHW B HCM JIMIIAMU Ha ICPBOM JSK3CMIUIAPEC
IMpuKa3a MpOoCTABJIAOTCA MOAIKUCH C YKAa3aHUEM OAaThl O3HAKOMIICHH.

HOMepa CTpaHUILl IMPOCTABJIAIOTCA TMOCCPCAMHE BCPXHCTO IIOJA JIUCTA HAYWHAA CO BTOPOIro
JIUCTA.

[Tprka3bl HyMepyIOTCsl B MOpSAAKE MX M3JaHUA B IpeAenax KaJeHJapHOro roja; MpHUKasbl 10
OCHOBHOHM JEATEIBHOCTM M 10 KaJpOBBIM BOIpocaM (JIMYHOTO COCTaBa) HUMEIOT OTACIbHYIO
HOPSIIKOBYIO HyMepalHuio.

HpI/I HyMCpalluu MMPHUKa30B JOIMYCKACTCA HCIIOJIb30BAHUEC JOIMOJITHUTCIbHBIX 6YKB

ITpumep:

K- kaapwr;
JI - INYHBIA COCTAB;
O- ocHOBHAA 1eATEJIbHOCTD;
Y — oOyuarommuecs.
[Ipuka3 BcTymaeT B CHIy C MOMEHTa €ro MOAMNHCAHHUS PYyKOBOAMTENIEM 0Opa3oBaTeIbHOMN

OopraHu3anuny, €CJIU B TCKCTC HEC YKA3aHO APYyroro Cpoka.

[Tpukassel peructpupytorcs B KHure/sKypHaie perucTpaniu MpuKa3oB (
npunodicenue 2).

[Ipukassl ¢popmupyrorcss B Jleno oaun pa3 B kBapTai. KHura/>kypHal IpOHYMEpOBBIBAETCH,
IPOLIHYPOBBIBAETCS, CKPEIUISETCS MOJNHCHI0 PYKOBOAWTENS U IeYaThi0  00pa3oBaTeNbHOM
opranuzanuu (npuwioxkenue 1). B konne kanengapuoro roaa Jleno ( e 6omnee 100 mpukaszos -250
TUCTOB) ohopmitsieTcst B cCOOTBeTCTBUU ¢ [lonokeHnem 00 apxuBe.

5.2. IIpuxa3sbl 10 OCHOBHOM /1eSIT€JILHOCTH.

Texct nprkasa o BOIpocaM OCHOBHOH JIEATEIbHOCTH 00pa30BaTEIbLHOM OpPraHU3alui COCTOUT
U3 JIBYX YacTel - KOHCTaTUpyouiel (mpeamOyIibl) U pacriopsIuTEIbHOM.

B koHCcTatupyromell YacTH OTpaXKaroTCsl LENM M 3aJadd IPEINUCBIBAEMBIX JCHCTBUH,
IPUYMHBl W3JaHUS [IpUKa3a, AAE€TCA CChLJIKA HAa JOKYMEHT, IOCIY)KMBIIMNA OCHOBAHHUEM MJis
MOJATOTOBKM TIpUKa3a. YKa3aHHas 4acTb MOXET HauyuHaThCcsl co cioB «Bo wucnonnenue...», «C
LEJIBI0...» U TOMY IoJ00HOe. Eciu TOKYMEHT M31aeTCsl Ha OCHOBAHUM JIPYrOr0 PacHoOpsIUTENILHOIO
JIOKYMEHTa, B KOHCTAaTUPYIOLIEH YacTH YKa3blBAE€TCsS HA3BAHUE BHUJA ITOrO JOKYMEHTA, €r0 aBTOP
(MunucrepctBo, CoBeT MHHHMCTPOB M [p.), JAara, HOMEp M 3arojoBoK. Touka B KOHIIE
KOHCTAaTUPYIOIIEH YacTU HE CTaBUTCH.

PacnopsinutenbHass 4wacTh mpuka3za HaumHaercss co cioBa [IPMKA3BIBAIO, xotopoe
HeyaTaeTcsi ¢ HOBOM CTPOKH OOJBIIMMU OyKBaMu 0€3 OTCTYIUIEHHUS OT JIEBOTO MOJIS ¥ KaBBbIUEK, MOCIIE
Yero CTaBUTCS ABOETOUUE.

PaCHOPHI[I/ITCJ'IBHaﬂ 4aCTb JOCIUTCA Ha IIYHKTBI MW TIOAINYHKTBI, KOTOPBIC HYMCPYIOTCA
apaGCKI/IMI/I I_[I/I(bpaMI/I. B xaxmom IMYHKTC OOJI’KHbI OBITh YKa3aHbl UCIIOJIHUTCIIN, KOHKPCTHLBIC 3aJaHUA



(mopyueHHs) U CPOKHM WX BBINIOJHEHUS. VICIIOMHUTENM MOTYT OBITh Ha3BaHBI Takke OOOOIIEHHO:
«PYKOBOJUTENSIM METOJAMYECKUX OOBEAMHEHUN», «3aMeCTUTEeNsIM AupekTtopa». Ilpu s3Tom, Kak
IIPaBUJIO, HE IIPUMEHSETCS HAIMCAaHUE HEKOHKPETHBIX IIOPYYEHUM, KOTOpBIE COJAEpXaT CloBa:
«YCKOPHUTBY», «YJIYUIIUTbY», «aKTUBU3HPOBATH», «OOPATUTh BHUMAHHUE», «COBEPLICHCTBOBATHY,
«MPOAOIKUTHY U T.II.

OtnenbHble 3amaHusl  (HampuMep, 3aJaHds, CoJAepKaliue U(PPOBBIE TaHHBIE) MOTYT
oopMIIATECS B BHJE NMPUIOKEHHUS K MPHUKA3y CO CCHUIKOM Ha HUX B COOTBETCTBYIOIIUX ITyHKTaX
npuKa3a u opopMIISIOTCS COTIACHO IaHHBIM PexomeHpanusim.

Crpanutpl IpuKasa U NPUIOKEHUH HyMEPYIOTCS KaK eIMHbIN TOKYMEHT.

Ecnu npuka3zoM oTMeHsieTcs NpeAblAyIIUil pachopsIUTeNbHbIH JTOKYMEHT, B pPacHOpsAUTEbHON
YaCTH YKa3bIBa€TCsl IIYHKT, KOTOPBIN JOIKEH HAUMHATHCS €O CI0B: «IIpU3HATh yTPaTUBLIMM CHUITY...».

W3meHeHus, BHOCHMBbIE B TpHKa3, 0GOPMIISIOTCS OTAEIbHBIM HPHUKA30M, KOTOPBIA JOJDKEH
MMETh TaKoOW 3arojoBok: «O BHECEHWH W3MEHEHWW W/WIW JOMOJTHEHUH B TMPHUKA3 ...» C YKa3aHHUEM
JIaThl, HOMEpa, 3arojioBKa pacHmopsSAUTENLHOTO JIOKYMEHTa, B KOTOPBI BHOCSTCS HW3MEHEHUS.
PacniopsiautenbHast 9acTh NMpuKa3a HAYMHACTCS C TAKOTO MyHKTA!

1. BHecTH u3MEeHEHHUsI B IIPUKa3...

Jlanee OTHIENbHBIMU MOJIYHKTAaMH (OPMYJIHUPYIOTCS HM3MEHEHHUS B PaCHOpPSIUTEIbHBIN
JIOKYMEHT.

[Tpumep -
1) myHKT 2 M30KATH B CIIEAYIONIEH PENAKINN;
2) MyHKT 3 UCKJIIOYHTH;

3) ab3an BTOpO# MyHKTa 4 IOTOJHUTE CIIOBAMM. ..

Ecnu wu3MmMeHeHHs B pacmopsSAUTENbHBIM JOKYMEHT O(QOPMIISIOTCS Ha OTIEIbHOM JIUCTE
(JtucTax), B MEpBOM IyHKTE PACMIOPSIUTEIBHON YaCTH MpUKa3a YKa3bIBACTCSA:

1. BHecTn u3smMeneHus B...

[Tocnenuuii MyHKT paclopsIUTEIbHON YacTH B cllyyae HEOOXOAMMOCTH MOKET CO/IEPKaTh PEIICHUE O
BO3JI0KEHUH HA JOJHKHOCTHOE JIULO (YHKIUI 10 KOHTPOJIIO 3a UCIIOJIHEHUEM IPUKa3a.

5.3. [Ipuxa3ssbl 0 KAAPOBBIM BONPOCAM.

[Ipuka3el 1O  KaapoOBBIM  BOmMpocaM  (JIMYHOMY  COCTaBy) O(OpMIISIOTCS Kak B
yuaupummpoBannoit popme (ITocranoBnenue ['ockomcrata PD ot 05.01.2004 Ne 1 «O06 yTBepx)acHUN
YHUPUITMPOBAHHBIX (POPM MIEPBUYHON YISTHOH JOKYMEHTAIMH 10 YYETY TPYAa U €r0 OTUIATBI» ), TaK H
B TEKCTOBOM.

JlaHHBIN BUJ IPUKA30B OPOPMIISETCS B BUI€ MHIANBUAYAIBHOTO WM CBOIHOTO.



B uHnuBuayansHOM NpUKasze coAaepkuTcs HH(popMarus 06 0JHOM paOOTHHKE; B CBOJHOM - O
HECKOJIBKUX, HE3aBUCUMO OT TOI'O, KAKHE YIIPABIICHYCCKUC PCHICHUA 110 HUM IMPUHHUMAIOTCA (aneM Ha
paboTy, Ha3HaYEHWE Ha JOJKHOCTb, IEPEBOJ] HA APYTYIO JOJKHOCTH (padoTy), YBOJIBHEHHUE U IP.).

CopepxaHve MHIUBUAYAIbHOIO MPHKa3a MO KaJpOBBIM BOIIpocaM (JINYHOI'O COCTaBa) KPaTKO
U3JIaraeTcsi B 3arojIoBKe, KOTOpBIM HauuHaeTrcd ¢ mnpeangora «O» M COCTaBISETCS C IOMOILBIO
OTIJIArOJILHOTO CYIECTBUTENBbHOTO: «O Ha3HaueHuu...», «O NpUHATUH..». B CBOIHBIX NpuKazax
MOYKET MPUMEHATHCS 0000IICHHBIN 3aro0BOK: «O KaJpOBBIX BOMpocaxy», «O TUUHOM COCTaBEY.

B Tekcre mpukazsa 0O KaApOBBIM BOIpocaM (JIMYHOMY COCTaBY), Kak IIPaBHIIO,
KOHCTAaTHUPYIOILasl YacTh HE OTMEYAETCH.

PacniopsimutenpHas 4yacTh IpHKa3a HauyMHAeTCs, KaK MPaBWIIO, C TJaroyia B HEOIpeIeleHHON
dopme: «IIpunsatey, «Haznauutey, «IlepeBectn», «OOBSIBUTHY U TOMY NOA0OHOE.

Jlanee ykaswpiBaroTcs (aMuiaus, WUMs, OTU4eCTBO (IIpW HAJIW4YWMHU) paOOTHUKA, HA KOTOPOTO
pacmpocTpaHsieTcss JEHCTBHUE TpUKa3a, W TEKCT Mpuka3za. B cBogHOM mpukase damMuidu Il B
npezenax MyHKTOB pa3MEIIatoTes 1Mo andaBuTy.

B npukaze o Ha3HauE€HUU WM YBOJIbHEHUM paOOTHHMKA YKa3bIBAe€TCs IOJHAs Jarta (4ucio,
Mecsl, Toa) (akTHUEeCKOro BbIXoJa paOOTHHKA Ha paboTy (MpeKpalleHHus TPYAOBBIX OTHOLIEHMN),
pasMepsl ero J0JKHOCTHOIO OKJIaJa COTJIACHO IITATHOMY PacHUCaHUIO.

B cBozmHOM HpHKa3e MO KaJApoBBIM BONpocaM (JINYHOMY COCTaBY) B PACHOPSAIUTENIBHYIO YaCTh
BKJIIOYAeTCsl MHpOpPMalUs, KOTOpas pa3MellaeTcss B TaKOi MOCIe0BaTEIbHOCTU: MpHeM Ha palorty,
IIEPEBO/], YBOJIILHEHUE.

B KkaxaoM MyHKTE MpUKa3a IO KaIpOBBIM BOIMpocaM (JIMYHOMY COCTaBYy) YyKa3bIBAaeTCS
OCHOBAHHME OTHOCHTEIIBHO €ro W3JaHus (3asBlicHHE paOOTHHKA, TPYAOBOW JOTOBOpP (COTJalicHHE),
JOKJIaHas  3alucKa, TMPeACTABICHHe, XOJaTalCTBO, pEIICHHEe AaTTeCTAl[MOHHOW KOMHUCCHH
0011eo0pa3oBaTenbHON OpraHU3aIiy) U T.1I.

5.4. PacnopsizxeHnue.

PacnopsikeHue - pacnopsAUTENbHBIA JIOKaJIbHBIM HOPMATUBHBIA IIPaBOBOM aKT, KOTOPBIN
U3JIAaETCSl PYKOBOJSAIIMM PAaOOTHUKOM 0Opa30BaTEIbHONW OpraHu3aluu (Hampumep, 3aMeCTUTENIEM
PYKOBOJUTENS, PYKOBOJUTEIEM CTPYKTYPHOTO TOJpa3JeNeHus) M0 BompocaM HH(OPMAIOHHO-
METOAMYECKOr0, aJIMUHUCTPATUBHO-XO35MCTBEHHOIO M OPraHM3alMOHHOTO XapaKTepa, BXOMSIIMM B
€ro KOMIIETCHLIUIO.

PacnopspxenreM oQpOpMIISIOTCST BOIPOCH! KPaTKOCPOYHOT'O OJJTHOPA30BOT0 XapakTepa.

PacniopsikeHust COCTaBISIOTCS aHAIOTMYHO MTPUKa3aM (B eYaTHOM BapHaHTE) MOXKHO O€3 cioBa
«ITPUKA3BIBAIO».

KoHncratupyromias 4acth TEKCTa B PACTIOPSIKEHUSX OTACIAECTCS OT PACIOPSIAUTENILHON 4acTu
CJIOBaMU: «ITPEJJIAT AFO», «PEKOMEH/YIO», «OBA3BIBAIO», «CUHUTAIO
HEOBXOAVMBbIM».



Pacniopspkenust  peructpupytorcsi B KHHre/kypHane  perucTpanil  pactopsDKEHHH
(npunoowcenue 2). Kuura/xypHas NpoOHyMEpPOBBIBACTCS, MPOIIHYPOBBIBAETCS, CKPEIUISIETCS MOANNUCHIO
PYKOBOJUTEISI W TEYaThi0 0Opa3oBaTebHON OpraHu3anuu. Pacmopspkenus dopmupyrores B Jlemo
OJIMH pa3 B KBapTaji. B konme kamenmapHoro roga [lemo (e 6osnee 250 auCTOB)
odopmiisiercs B cooTBeTcTBUH ¢ [lonoxxennem 06 apxuse.

5.5. IIporoko..

IIporiecchl mpUMEHEHUsT yIpaBiICHYECKUX pelleHUi 00pa3oBaTeIbHOM OpraHM3alueil u camu
peleHus JOKYMEHTUPYIOTCS € IOMOIIbI NPOTOKOJIOB KOH(EpPEHLHMH, MeJarornyeckux COBETOB,
KOMMCCHUH U TIp.

B mporokonax 3acenaHuil KOJICTHATBHBIX M COBEINATEIBHBIX OPraHOB TEKCT W3JIaraercsi OT
TPETBETO JIMIA EJUHCTBEHHOTO 4YHcla («IIEAarOrHYeCKUil COBET... TOCTAHOBIIIET», «COOpaHHE...
PEIIIHIION).

IIpOTOKOJI COCTABIAETCS HAa OCHOBAHWU 3aIllUCEH, CHEIAHHBIX HEMOCPEICTBEHHO BO BpeMs
3aceI[aHI/II\/JI, NpEACTAaBJICHHBIX TCKCTOB M TC3UCOB OOKJIAAO0B H BBICTyHHGHHﬁ, CIIpaBOK, ITPOCKTOB
penieHui.

HpOTOKOJ'I MOXKCT COCTABJIATHCA KaK B pyKOHHCHOfI, TakK U B IIe4aTHOM (I)opMe.

Z[aTOﬁ IIPOTOKOJIA ABJISACTCA OaTa MNPOBCACHUA 3aCCHAHUS. Ecau 3acenanue npoaoJIKaJIOCh
HECKOJIBKO I[Hefl, TO 4€PE3 THUPC YKA3bIBAOTCA HepBBIﬁ u HOCJ'ICI[HI/Iﬁ JCHb 3accaaHusl.

Homep mpoTokona A0MKEeH COOTBETCTBOBAThH MOPSAKOBOMY HOMepy 3acenanus. Hymepauus
NPOTOKOJIOB BeJeTCsl B Mpeaesiax KaJeHIapHOro roia oTae/JbHO 10 KaK/A0i rpymnime NpoToKoJ10B
3acelaHMsl COOTBETCTBYIOLIEr0 KOJLIeriajibHOr0 OpraHa.

B PCKBU3UTEC «MCCTO 3aCCAAHUA» YKa3bIBACTCSA HA3BAHHUC HACCJIICHHOI'O ITYHKT4, B KOTOPOM
COCTOAJIOCH 3aCCaaHuc.

3aroJIoBOK K TEKCTY IMPOTOKOJA JOJDKEH 0TOOpaXkaTh BHJ 3acelaHus (COBelIaHHe, coOpaHue,
KOH(pepeHIrs U T.I.) WIM KOJUICTHAIbHOM JAeATeNbHOCTH (KOMHCCHUS, COBET, coOpaHue, pabouas
rpyIna v T.11.) ¥ BKJIIOYaTh Ha3BaHUE BHUA JOKYMEHTA.

TeKCT mpOTOKOJIa COCTOUT U3 BBOJAHOW U OCHOBHOM 4acTEN.

BBomnass wacte comepxuT moctosHHyro uHpopmarmio (cmoBa [IPEJICEIATEJID,
CEKPETAPH, TIPUCYTCTBOBAIJIM) wu nepemenHyr (daMuiaus, WHUIMAJIBI TpeacenarTes,
CeKpeTaps U MPHUCYTCTBYOMNX ). [Ipy HEOOXOAMMOCTH YKa3bIBAIOTCS JODKHOCTH IMPUCYTCTBYIONIHX, a
Tak)Ke HMHULUANBI, (paMUIUU JTOMKHOCTU IUI, MPUTJANICHHBIX Ha coBemanue. [Ipu komudecTBe
y4acTHUKOB 0osiee 10 cocTaBseTcsi CHMCOK MPUCYTCTBYIOMINX, KOTOPBIN pUIaraeTcsi K IpoOTOKOIY.

Ecmu mpoTtoxon odhopmisiercst B mewatHoit ¢popme, To croBa [IPEJJCEJIATEJIb, CEKPETAPD,
[MIPUCYTCTBOBAJIM mnewaraloT OT HYJE€BOrO IOJOKEHUS TalyjsiTopa, OT 2-Tr0 TMOJOXKEHHS
TaOyJiATOpa CTABUTCS THUPE, MHULMANBI M (aMWIMM NUIIYT B UMEHHUTENBHOM mazexke. damuiun



NPUCYTCTBYIONINX PACIONararoTcs B aja(paBUTHOM MOPSAKE U TeYaTaroTcs 4epe3 | MeXCTpOUHBIH
WHTEpBAaI.

BBozaHas yacTh MpOTOKOJIA 3aKaHUMBaeTcs moBecTkoi s CinoBa «IloBecTka IHSI» meyaTaroT
OT HYJICBOTO MOJIOXKEHHs TalOyysTopa, MOCie HHUX CTAaBUTCS JBOETOYME. BOMpOCHl MOBECTKU IHS
HyMepyroTcsi apabckumu nudpamu. Kaxaplii HOBBIA BOMpPOC TEYaTAlOT OT 1-TO TOJOKEHUSs
TadymsTOpAa.

[locnenoBaTenbHOCTh PACIONOKEHUS BOIPOCOB ONPENENSAETCS CTENEHbIO MX BaXXHOCTH.
Bonpocel mepeuncisirorcss B UMEHHTENbHOM manexe. Jlokman (oTder, coobumieHue, uHbopmanms),
HAaUMEHOBaHUE JOJKHOCTH, MHUIMAIBI U (aMUIHIO TOKJIaIUMKa MUIIYT B POJUTENbHOM manexe. He
PEKOMEHIyeTCsl BKJIIOYaTh B MOBECTKY AHS Bompoc «Pasnoe». Kaxabli Bompoc AOMKEH OBITH
KOHKpeTu3upoBaH. DopmupoBaHUe BOIIPOCOB B OBECTKe THS HaunHaeTcs ¢ npeanora «O (O0)».

OcHOBHasg 4acTh NIPOTOKOJA COCTOMT M3 PAa3[ElOB, KOTOpPbIE AOKHBI COOTBETCTBOBATH
MyHKTaM MOBECTKU AHs. Pa3nensl HymMepyroTcs apaOCKUMU UPPaMU U CTPOSITCS 110 TAKOU CXeMe:

CJIYIOAJIN - BBICTYIIWJIN - PEHIWJIN (IIOCTAHOBUJIN),

Yka3zaHHbIE CJIOBa Te4yaTaloTcsi OONbIIMMHU OyKBamMH 0€3 OTCTyNa OT TPAaHUIIBI JIEBOTO IOJS.
[Tocne 3TUX CIIOB CTABUTCS IBOCTOUHE.

ITocne cnosa CJIVIIIAJIN yka3biBaeTCsi KpaTKUN TEKCT BBICTYIIEHUS! OCHOBHOT'O JOKJIAUUKA.
QamMwivs U WHUALMAIBL KaXJIO0ro JOKIAJYMKa II€YaTalTCA C HOBOW CTpokW. KpaTkuil Tekcr
BBICTYIUICHUS U3J1araeTcs B TPEThEM JIMLE €UHCTBEHHOIO YUCIIA.

TekCThl UM TE3UChI JOKIAA0B U BBICTyHHCHHﬁ, O(I)OpMJ'ICHHLIe KaK OTACIIbHBIC JOKYMCHTHI, B
TCKCT IIPOTOKOJIa HC BKIIOYAKOTCH. ITocne CBe,Z[eHI/II‘/'I O JOKJIAAYUKE CTAaBUTCA THUPC U YKA3bIBACTCH:
«TekcT mokinama (BLICTyH.TIeHI/I}I) IpUIaracTcsa K mpoTOKOJIY».

[locne cnmoBa BBICTYIIMJIM ¢ukcupyrorcs BBICTYIUIEHHS TeX JIML, KOTOpbIE MNPUHSIIN
ydyacTHe B OOCYXIEHHMU JOKJajna. BelcTymieHus oQOpMISIOTCS B NPOTOKOJIE € yKa3aHHEM
JOJDKHOCTEH, (paMmInii ¥ MHUIMAJIOB, BBICTYNAIONIMX B MMEHUTEIBHOM MAJEKe, a TAaKXKe C KPATKUM
U3JI0)KEHUEM COJEpPKaHUS BOIpOca M OTBETOB Ha Hero. CopepaHWe BBICTYIUICHMM W3J1aracTcs OT
TPETHEro JIUIA €AUHCTBEHHOTO YUCIa.

ITocne cmoa PEIIMJIM (ITOCTAHOBWJINA) ¢ukcupyercss NpHHITOE pPEIICHHE 0
00Cy»X1aeMoMy BOIIPOCY TIOBECTKH MAHS. PermeHue AOMKHO OBITh KOHKPETHBIM M BKIIIOYATH
COCTABJISIONIHE, KOTOPhIC OTBEUYAIOT Ha CIIEAYIOIINE BOIIPOCHI: KOMY, UTO C/EJIaTh U B KAKOW CPOK.

Pewmenus, copepxamniye HECKOJIBKO BOIPOCOB, MOAPA3IAEISIOTCA HA ITyHKTHI M ITOJIIYHKTBI,
KOTOpbI€ HyMepyroTcs apadckumu 1udpamu. [loanyHKTel HyMepyroTcs iudpaMu ¢ TOUKOM.

B cnyuae, korja Ha 3acelaHMM MPUHUMAETCS pelIeHue 00 YTBEP)KICHUU JJOKYMEHTa, KOTOPBIiH
o0cCy»kajcs Ha 3acelaHuM, STOT JOKYMEHT IPUIIaraeTcsl K IPOTOKOIY M B HEM JIEJIa€TCs CChLIKA Ha
HOMEp M Jary nporokona. Ilpm Hanmuuum Apyrux AOKYMEHTOB, KOTOpBIE pacCcMaTpUBAIUCh Ha
3aceaHuy, U (akT oOCYKIEHUSI KOTOPBIX OBbLI 3a)MKCUPOBAH B TEKCTE NMPOTOKOJIA, OHU HYMEPYIOTCS
apabckumu 1dpamu (I[lpunoxenue 1, [punoxkenue 2). B cOOTBETCTBYIOMUX MyHKTaX MPOTOKOJA
JIeNIaeTCs CChUIKA HA ATU IPUII0KEHUS.



[TpoToKoI MOANUCHIBACTCS MPEACEAATSILCTBYIOIIUM Ha 3aCEJAHUU KOJLJICTHAILHOTO OpraHa
CeKpeTapem.

Brmucka u3 IPOTOKOJIAa — TOUHAs KOIMKUA 4YaCTU TCKCTA NOAJIMHHOIO MPOTOKOJIa, OTHOCAIICTOCH
K TOMY BOITPOCY MOBCCTKU AHA, IO KOTOPOMY I'OTOBUTCS BBITIMCKA. Brinmcka u3 IMPOTOKOJIa COACPIKUT
cieayromue pEeKBU3UTBI: HAUMCHOBAHUC 06L[1606pa30BaTCJILHOI>'I opraHu3alivi, Ha3BaHUC BHA
JOKYMCHTa (BLIHI/ICKa nu3 HpOTOKOJ’Ia), Jarta 3acedaHusa, MECTO COCTAaBJICHHA, 3aroJIOBOK K TEKCTY,
TCKCT, HOAINCH, OTMCTKY O 3aBCPCHUU KOIIHH.

[IpoTokomsl PErUCTPUPYIOTCS B Kuure/xxypnane perucTpanuu MIPOTOKOJIOB
(npunosicenue 3). Kuura/»ypHasin NpoHyMEPOBBIBACTCS, MPOIIHYPOBBIBAETCS, CKPEIUISIETCS MOAMUCHIO
PYKOBOJUTENSI U TIEYaThi0 00pa3oBaTenbHON opranm3aruu. [Ipotokonsl popmupyrores B [eno onux
pa3 B kBapTal. B koHme kamenmapHoro rojga [lemo (me Oomee 250 mmctoB) odopmiseTcs B
cooTtBeTcTBUM C [lonoxennem 006 apxuse.

5.6. CiyxedHOE mUCHMO.
Cny>xebHOoe MHMChbMO COCTaBIISICTCS C LIeTbI0 00MeHa HHpOopMaIUeil U mpeIcTaBiIseT COO0:

® OTBCTHI O BBIIIOJIHCHHUHA SaHaHHﬁ, OIPCACIICHHBIX B dKTaX OPraHOB FOCYI[&pCTBGHHOfI BJIaCTH,

MOPYUYCHHAX BBICIIUX OOJDKHOCTHBIX JIMIT;
® (OTBCTHI HA BBIIIOJIHCHUEC HOpy‘-IeHI/If/’I BbBIIICCTOAIIINUX OpFaHHSBHHﬁ;
® OTBETHI HA 3aMPOCHI IPYTUX YUPEKICHHM;
e OTBETHI Ha OOpAICHUS TPAXKIAH;
® OTBETHI Ha 3aPOCHI HA HHPOPMAIIHIO;
® UHHUIIMATUBHBIC MUCHMA;
® COMPOBOJHUTENIbHBIC MUCHMA.
Cny>xebHoe TChMO oopMIIsieTcss Ha OJlaHKe 00pa30oBaTeNILHOM OpraHu3aIliy.

[TuceMoO MMeeT CIeIyrOIINe PEKBU3HTHI: 1aTa, PerUCTPAIMOHHBIN HOMEp (MCXOSIINI), CChUTKA
HA PErHCTPAIlMOHHBIA HOMEp (BXOHAIIWI) W 1NaTy JOKYMEHTa, Ha KOTOpPBIH [daeTcss OTBeT (IpH
HAJIMYUH), aJIpecar, 3arojOBOK, TEKCT, OTMETKA O HAIMYUH MPUIOKEHUHN (B CIydae HEOOXOIMMOCTH),
MOJMUCK, cBeeHus 00 ucnomuurene (O.1.0O., koHTaKTHBIN HOMep TenedoHa).

JlaToii nmucbma SBISETCA JaTa €ro MNOANMCAHMS, KOTOopas JOJDKHA COBMAJaTh C JAAaToOU
PETHCTPAlH UCXOSIICH KOPPECTIOH ICHIIUH.

OCHOBHBIM PEKBHU3HUTOM CITy>KEOHOTO IMUChMA SBJISCTCS TEKCT, KOTOPBIH, KaK MPaBHJIO, COCTOUT
U3 JIByX 4YacTei. B mepBoil 4acTh ykas3pIBaeTCsl NMPUYMHA, OCHOBAHUE WJIM OOOCHOBAHHE TOJTOTOBKH
MUChbMa, MPHUBOJATCSA CCBUIKM HAa JOKYMEHTBI, KOTOpPbIC OBLIM OCHOBAaHHMEM IS €r0 COCTABJICHUS.
Bropas yacTh BKJIFOYAeT BBIBOJIBI, TPETIOKEHUS, IIPOCHOBI, PEIICHHUS U T. IT., KOTOPBIE pa3MEIalOTCs C
a03ara.

Kak npaBuiio, B miucbMe 3aTparuBaeTcs OAUH BOIIPOC.



TexkcT muchbMa u3jaaracTcs oT MEPBOro Juua MHOKCCTBCHHOT'O YHUCJIa C UCITIOJIb3OBAHUCM CJIOB!:
«IIPOCHUM COO6HII/ITB...>>, «Pa3bACHACM, UYTO...».

Cny>1<e6Hoe MMUCBMO IMOAIMUCHIBACTCA PYKOBOJUTCIICM O6pa30BaT€HBHOﬁ OopraHu3anuvu.

5.7. Cnpaska.
CnpaBka - TOKyMEHT, TOATBEPKIAIONINN Kaknue-11u00 (HhaKThl WU COOBITHS.
CrpaBku OBIBAIOT IBYX BHJIOB:

CrpaBka [ ONMCAaHUS WU TONTBEPXKIEHUS (DAKTOB, WM COOBITUH B JEATEIHHOCTH
OpraHu3alyu.

CrpaBKHM COCTaBIISIFOTCSI IO YKa3aHMIO BBIIIECTOSIIEH OpraHu3ali WIA PYKOBOJIUTENS
o0pa3oBaTeNnpHON OpraHu3alnuu JUIsi UHPOPMAIMK O BBIIOJHEHUH IUIAHOB, 3aJaHHM, MOPYYCHUH U
MPEJICTABIISIFOTCS B YCTAaHOBIICHHBIE CPOKH.

Texcm maxou cnpasku cocmoum u3 08yx yacmell.

B nepBoii yactu u3naraiotcs (akThl, MOCTYKHUBIIKE MOBOJOM K €€ HallMCAHUIO, BO BTOPOH -
MPUBOJATCS KOHKPETHBIE JaHHbIE. BHIBOABI U MPENIOKEHUS B CIIpaBKe HE JAOTCS (3a UCKIIOYEHHEM
AHAJTUTHUYECKOM).

CnpaBKa JOJDKHA 00BEKTHBHO OTpaxXatb COCTOAHUC A€, €€ COCTABJICHUC TpeGyeT
TIHATCJIBbHOI'O c6opa " IPOBECPKHU CBCI[eHI/II\/'I, MOTYT IIPUBOJUTHCA Ta6J'II/ILILI.

CHpaBKI/I, COCTAaBJICHHBIC IJII PYKOBOAUTECIIA OpTraHU3allu, IMOAIMUCBIBACT COCTABUTCIIb.

CHpaBKI/I, KOTOPBIC COCTABJIAIOTCA IO YKa3aHHIO BI)IHIGCTOSIHICfI opraHu3alyu, MOAINUCHLIBACT
PYKOBOJMTENH 00111€00pa30BaTeIbHON OpraHu3aIliy.

JlaToli cripaBKH SIBISIETCS AaTa €€ MOANMCaHMUS.

CHpaBKI/I, YAOCTOBCPAIONIUC HOPUAUYCCKUC q)aI(TBIZ MNOATBCPKACHUC MCCTaA paGOTBI,
3aHUMaeMOM HAOJDKHOCTH, pasMEp 3apa60TH0171 IJ1aThbl U T.[.

Jlns HuX npuMeHstoTcesl yHuurpoBaHHble TpadapeTHble OJaHKH.

Takoro posaa cnpaBKH BBIJAIOTCS IO 3alpocaM 3aMHTEPECOBAHHBIX JIMIL (COTPYJHUKOB) WIIU
YUPEXKJIEHUN U PErUCTPUPYIOTCS B )KypHAJIE BbIJaBa€MBIX CIPABOK.

5.8. lokinaaHasi 3anucka.

JloknanHas 3amMcka - JJOKYMEHT, aJpeCOBAaHHBINH PYKOBOAUTENO M MH()OPMUPYIOIIUN €ro o
CJIO)KMBLICHCS CUTyallMM, UMEBIIEM MECTO SBJICHMM WM (haKTe BBIIIOJHEHHOM palboThl, a Takxke
COJIeprKaliil BBIBOABI U MPEIJIOKEHNS COCTABUTEIIS.

JloxmaHast 3amMcKa MOYKET BBITIOJIHATHCS PYKOITMCHBIM CITIOCOOOM.



TexcT MOKIIaHOM 3aMMCKU AETUTCS Ha JIBE YAaCTH: MepBast - KOHCTATUPYIOIIAsl, T/Ie N3J1araroTcs
HUMEBIINE MECTO q)aKTBI HJIN OIMUCBIBACTCA CUTyallMsd, U BTOpasd, B KOTOpOﬁ n3jaracTcsa nmpeajIoXCHue,
npocsoa.

TekcTy MOKITaTHOW 3amUCKH O00S3aTENFHO TPEIIISCTBYET 3aroJIOBOK, HAYHHAOIIUHCS C
npemiora «O», «Oo».

JoknanHas 3anMcka opopmisieTcs Ha JTUcTe Oymaru.

5.9. AKT.

AKT - JOKYMEHT, COCTAaBJICHHBIM HECKOJIBKUMU JINLIAMU U MOATBEPKIAAIOIINNA YCTAHOBJICHHbBIE
dakTel U AEUCTBHA. AKTHI OQOPMIIIOTCS O pe3yjibTaTaM PpEBU3WH, NMpHU NpHeMe-liepenaye e,
CHHMCaHUH UMYIIECTBA U TOMY MOJJOOHOE.

AKT odopmiseTcss Ha CTaHAApTHOM JjucTte Oymaru Qopmara A4 M HMeeT Cleayrolue
PEKBU3UTHI: Ha3BaHHE [OKYMEHTa, TpU(} YTBEpXkAeHUS (MpH HEOOXOAMMOCTH), JaTa U MECTO
COCTaBJICHUS], 3ar0JIOBOK K TEKCTY, TEKCT, MOIMUCH JIHII (HE MEHEe TPeX), KOTOPhIe COCTABIISIM AKT.

TekcT akTa COCTOUT U3 BBOAHOU U KOHCTATUPYIOIIEH YacTEN.

B BBOI[HOﬁ YaCTHU YKa3bIBAOTCA OCHOBAaHHUA IJId COCTABJICHWA AaKTa W HAa3bIBAIOTCA JIMIA,
KOTOpBIE€ COCTABHJIM aKT WM MPUCYTCTBOBAJIM MPH 3TOM. B KOHCTaTHpyIOIIel YacTu U3araeTcs CyTh,
3a/lauu, XapakTep NPOJCTAHHOW palOThl, YCTAHOBJICHHBIC (AKTHI, TPEHJIOKCHHS W BBIBOJBI.
Koncrarupyromas 4acte MOXeT oQOpMIISATbCA B BHIe TaOnulbl. B KOHIIE TeKCTa akTa 3alMCBIBAIOTCA
JAaHHBIC O KOJIUMYCCTBEC SK3EMIIJIAPOB aKTa U UX MECTO HAXOXKICHUS.

AKT MMOAINUCBIBACTCA BCEMU JIMIIAMHU, IIPUHUMABIINMU YUaCTHUEC B €TI0 COCTABJICHNH.

JInno, uMeroliee 3aMe4aHus K COJEP/KaHUIO aKTa, MOANKUCHIBAET €0 U U3JIaraeT CBOE MHEHUE
Ha OTAEJILHOM JIUCTE, KOTOPBIH NMPUIAaraeTcs K aKTy.

5.10. Teaerpammpbl, Tejie()OHOTPAMMBI, (PAKCUMHUJIAPHAS CBA3b.

OTO JOKYMEHT MO OMNEpaTHBHBIM BOIPOCAM, MepenaBaeMblii Mo Tene(oHy M 3anuchiBaeMbIi
IIOJIy4aTeIIEM.

O0s13aTeNBLHBIMU PEKBU3UTAMU TAKUX JOKYMCHTOB ABJIAIOTCH:
® HAMMCHOBAHHUC yqpexcﬂeHHﬁ aapecanTa u aapecara,

® PCKBHU3UT «OT KOIo» M «KOMY» C YKa3zaHUCM [JOJDKHOCTH, q)aMI/IJII/II/I, n OT4YCCTBA
JOJIXKHOCTHBIX JINII,

® HOMCP, AaTa U BpEMA NI€pE€aadu U IMpucMa JOKYMCHTA,
® JNOJKHOCTH N (I)aMI/IJ'II/II/I nepCaAaBIICIO U IPUHABIICTO JOKYMCHT,

e HoMepa Tese(OHOB;



® TCKCT U IOAIIHUCH.

HOCTYHI/IBHII/IG JOKYMCEHTBI OOJDKHBI HMMETH TC XKE€ PCKBU3UTLI, YTO U OTIIPABIACMBIC, 3a
HCKIIFOYCHHUEM ITOAITHUCH.

I[OKyMeHTBI COCTAaBJIAKOTCA B OJHOM OK3CMIUIAPEC W MNOANMCBIBAIOTCA PYKOBOAWUTCICM WA
OTBE€TCTBECHHBIMHU HCIIOJTHUTCIIBHBIM.

5.11. DJeKTpOHHbIE JOKYMEHTbI.

Ilopsamox cocraBineHus, OQOPMIEHHS ¢ COTJIACOBAHMS IPOEKTOB JJEKTPOHHBIX JOKYMEHTOB
OCYILIECTBISIETCS. [0 OOIIMM MPaBUJIaM [JEJIONPOU3BOJICTBA, YCTAHOBJICHHBIM B OTHOLICHUH aHAJIOTHYHBIX
JOKYMEHTOB Ha OyMa)KHOM HOCHTeJNe. DJIEKTPOHHBIN JOKYMEHT JNOJDKEH UMETh PEKBU3UTHI, YCTAaHOBJICHHEBIC
JUISl aHAJIOTUYHOTO JOKYMEHTa Ha OyMa)KHOM HOCHTEIIE, 38 UCKIIOUEHUEM OTTUCKA I1€4aTH.

B mepedeHb 00s3aTeNbHBIX CBEACHUH O MOKYMEHTaX, HCIONB3YyEMBIX B LEIIX ydeTa M IOHCKA
JOKYMEHTOB B CUCTEMax 3JIEKTPOHHOTO JOKYMEHTO00opoTa 00pa3oBaTeiIbHON OpraHU3alui B COOTBETCTBUH C
IpaBWJIaMH JEJIONPOM3BOJCTBA B 00pa30BaTENbHON OpraHN3aIly, BXOIAT:

®  a/IpECaHT;
e afpecart;

[ JOJIKHOCTD, (baMI/IHI/ISI 1 MHULIHWAJIBI JIMa, HOATTNCABIICTO JOKYMECHT,
® B/l IOKyMEHTA;

e J1aTa JOKyMEHTa,

® HOMeEp JIOKyMEHTa;

® JaTa MOCTYIUICHUS JOKYMEHTA,

®  BXOJIAIIMI HOMEP JTIOKYMEHTA;

®  CCHUIKA Ha MCXOJSAIINUN HOMEp U 1aTy TOKYMEHTa,

[ HaUMMCHOBAHUEC JOKYMCHTA,

®  HHJCKC JIeNa;

e CBEJCHHS O IIepeaapecariy T0KyMEHTa;

®  KOJHMYECTBO JIICTOB OCHOBHOTO JIOKYMEHTA;

®  KOJIMYECTBO MPHUIIOKEHU;

e o0riee KOJIUYECTBO JTUCTOB MPUIIOKCHUH;

®  yKasaHWs MO UCTIOJTHEHUIO JOKYMEHTA;

e noipkHOCTh, @. . O. ucrmoaHuTeNs;

® OTMETKa O KOH(DUIEHIIMATHHOCTH.

B cocraB nONOTHUTENBHBIX CBEIECHUN 00 SJIEKTPOHHOM AOKYMEHTE MOTYT OBITh BKIIIOUEHBI CBEICHUS:
HaVMEHOBaHME aBTOpa JOKYMEHTa (€CIU aBTOp HE COBNAJAET C aIpecaHToM (OTIPAaBUTENEM) IEKTPOHHOI'O
JOKYMEHTa), OTMETKa O IIEPEHOCE CPOKa MCIIOJIHEHHS AOKYMEHTa, CPOK XPaHEHHUs JOKYMEHTa, HauMEHOBaHUS
MIPUIIOKEHUM K JJIEKTPOHHOMY JOKYMEHTY, KIIOUEBBIE CJIOBA, CTaTyC IOKyMEHTa (IIPOEKT, BEpCHs), BUJA
nepesadr JOKyMeHTa (3JeKTPOHHOH MOYTOM, MOUTOH, hakcoM U T. 11.) U Ap.

Cpoku XpaHEHHUS OJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM XpaHEHHS JOKYMEHTOB,
YCTaHOBJICHHBIX 3aKOHOJIATEILHBIMUA U WHBIMA HOPMATHBHBIMU NPaBOBbIMU akTamu Poccuiickoii denepanum,
THTIOBBIMH TIEPEIHSIMH JIJIST aHAJOTHIHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.



6. Opranmaum{ L[OKyMQHTOOﬁOpOTa U UCIIOJIHEHUS TOKYMEHTOB.

6.1. IIpuem n 00padoTKa MOCTYNAOMINX JOKYMEHTOB.

JIBuKeHHe TOKyMEHTOB C MOMEHTA UX CO3JAAaHUS WIU MOITYYEHHs A0 3aBEPLICHUS UCIOJHEHUS
WIN OTHPaBKH 00pasyeT T0KyMEHTO00O0pOT.

B nokymeHTrooOopoTe  00pa3oBaTeNbHOM — OpraHM3alUd  BBIACISAIOTCS  CIEAYIOLIHe
JIOKYMEHTOIOTOKH:

a) BXOJIAIIAast KOPPECTIOHAEHITNA (FOpUInYecKre U (PU3NIECKUe JTUIA);
0) ucxosas KOppecrnoHIeHIMs (FOpUIuuecKue U (pru3ndecKue JInLa);
') BHYTPEHHSS JOKYMEHTAIHS.

,Z[OCTaBKa M OTIpaBKa JOKYMCHTOB OCYUICCTBIISICTCA, KaK IIpaBHJIO, CPECACTBAMU MMOYTOBOM U
BHCKTpOHHOﬁ CBA3U.

JIOKyMEeHTBI, TOCTyHalole B 00pa30BaTENbHYI OpPraHM3alMi0, NPOXOAST NEPBUYHYIO
00pabOTKy, perucTpanuio, MpeABapUTEIbHOS pPAacCMOTPEHHE, Iepefady pPYKOBOJACTBY  Ha
pPacCMOTpEHNUE, MEPEAAIOTCS UCTIOTHUTEIISIM M TIOCIIC HCIIOTHEHHS TOMEIIA0TCS B JIeNa.

[Tpuem u nepBuyHast 00pabOTKa JOKYMEHTOB OCYLIECTBIISIETCSI CEKPETapeM.

CekpeTapb MPOBOJUT: MPOBEPKY MPABWIBHOCTH aJPECOBAHUS MOCTYIMAIOIINX JTOKYMEHTOB,
MIPABWJIBHOCTH JOCTABKU U KOMIUIEKTHOCTH JIOKYMEHTOB; COPTUPOBKY JOKYMEHTOB Ha NOJICKALLNE U
HE NOJIJIeXKAIINE PErUCTPALIMH.

[TosrydyeHHBIE KOHBEPTHI C KOPPECTIOHACHLIUEN BCKPBIBAIOTCS, IPU 3TOM MPOBEPSETCS] HATUUNE
BJIOKECHUH, a TaKKe yKa3aHHBIX B JIOKyMEHTaxX NPWIOKEHUH. B ciydae MOBpeXaeHUs YNAKOBKU U
BJIO’KEHUH JINOO OTCYTCTBUSI MPUJIOKEHUIN COCTABISETCS akT B ABYX dK3eMIUIApax. OnuH 3K3eMIUIsp
aKTa HaIpaBJIseTCs KOPPECIIOHIEHTY, BTOPOM MPHOOIIAeTCsl K HOCTYUBIIEMY TOKYMEHTY.

Omubo4YHO TmpHCIaHHAs KOPPECIOHJCHIMS TEepPEeChUIaeTCsl M0 IMPHHAMICKHOCTH, €CIH
M3BECTEH aJpec nmosryyarelis. B IpoTUBHOM cilydae KOPPECIOHAEHIINS BO3BPAIAETCS OTIIPABUTENIO.

KOHBepTH oT HOCTyrIaI-OH_[eﬁ KOPPCCIIOHACHIUU COXPAHAKOTCA W IMPHUJIAralOTCA K JOKYMCHTaM
JIMIOb B TOM CJIy4dac, Korjga TOJbKO MO0 HUM MOYKHO YCTAHOBHUTL aJipC€C OTIIPABUTCIIA WM, KOTAa JaTa
IMOYTOBOI'O ITEMIICII UMCCT 3HAYCHUC B KAYCCTBC JJOKA3ATCIILCTBA BPCMCHU IIOJIYUYCHHUA JOKYMCHTA.

CHCLII/IaJ]I/ICTOM HC BCKPLIBAKOTCA KOHBCPTHI ITUCEM C HAAINUCBIO «JIMIHO). Onu nepeaaroTes 1mo
Ha3HaA4YCHUIO

Nudopmanus u 1OKyMEHTHI O AeSTEIHPHOCTH 00pa30BaTeIbHON OpraHU3allii, HE YKa3aHHbIC B
yacT 2 ctaThi 29 denepaibHOro 3aKoHa oT 29 nexabps 2012 rona Ne 273-d3 «O6
obpazoBanuu B Poccuiickoit ®denepanuuy, NPEACTABIAIOTCS PYKOBOJIUTEIEM 00pa30BaTEIbHOM
OpraHMU3aIfy [0 00PAIIeHUI0 TPaXkIaHWHA TUOO JOLKHOCTHOTO JHUIIA TOCYAaPCTBEHHOTO OpraHa Wid

OpraHa MECTHOTO CaMOYIIPABJICHUS B CIy4asX W TMOPsJKe, MPeIyCMOTPEHHBIX 3aKOHOAATEIHCTBOM
Poccniickoir denepanmu.



[IpencraBnenre WHPOPMALUU WMHBIM OpPraHU3alUsAM O JESITEIBHOCTH 00pa30BaTEbHON
OpraHW3allii  OCYIIECTBISICTCS ~ YYPEAWUTENIEM OpraHW3allii, B OTHOUICHWH KOTOPOH Takas
UH(OPMALIUS 3aTPAIIUBACTCS.

6.2. [IpenBapure/ibHOE pAaCCMOTPEHHE TOKYMEHTOB.

CekpeTapb WM JIMIO, OTBETCTBEHHOE 3a BEJICHUE JICIONPOM3BOICTBA, MPOBOIUT MPEABAPUTEIBHOES
paccMOTpEeHHE JOKYMEHTOB B IENIAX BBUICICHUS M3 BCEro MacCHBA MOCTYIHBIICH KOPPECIIOHICHIIUH
JIOKYMEHTOB, TPEOYIOIIHX 00513aTEIbHOr0 PACCMOTPEHHS PYKOBOIMTENIEM 00pa30BaTe/IbHOI OpraHnu3alu.

OcHoBaHuEM I TIPUHATUA PECIICHUA B X04€ NMPECABAPUTCIBHOTO paCCMOTPECHUSA ABJIACTCA COACPIKAHUEC
JAOKYMCHTA, a4 HC aApC€COBAaHNEC NJOKYMCHTA COOTBCTCTBYIOLIEMY pa6OTHI/IKy.

PesynpraToM npeaBapuTENLHOTO PACCMOTPEHHUS SBISETCS HAIPaBICHHE JIOKYMEHTa PYKOBOIUTEIO
00pazoBaTeIbHON OPTaHU3AINH WIH TOJDKHOCTHOMY JIMITY B COOTBETCTBUU C YCTAHOBICHHBIM paclpeeiieHUEM
00s13aHHOCTEH MEXIy PYKOBOIUTENEM W JODKHOCTHBIMU JTUIIAMH TSI BBIHECEHHS YKa3aHHS 10 WCTIOIHEHHUIO
JIOKyMEHTA.

6.3. Peructpanusi J0KyMeHTOB.

Ilepemaua AOKYMEHTOB Ha PETUCTPALMIO MPOU3BOAUTCS TONBKO IIOCIE WX MPEABAPUTEIHHOTO
paccMOTpeHusl.

PeFI/ICTpaHI/II/I noaJic)Katr BCC NOKYMCHTEIL, Tpe6y101uI/Ie yucTa, UCIIOJIHCHHA, UCIIOJb30BaHUA B
CIIpaBOYHBIX MHCJIAX, KaK IMMOCTyHaromue Hn3 ApYyTrux OpFaHI/I?;aI_[I/Iﬁ KU OT YaCTHbBIX JIMI, TaK H
00pa3yrolrecs B MPOIecce AeITeIbHOCTA 00pa30BaTeIbHOM OpraHu3alny.

He mnomnexar perucrpauuu I[O3ApaBUTEIBHBIC IHCHBMA, TEJIETPAMMBI, IPUITIACUTEIIbHbBIC
Ounersl, MHPOpPMALUS IUIsI CBEICHHUS, OyXTraaTepcKHe TOKYMEHTHI MEpBHYHOrO yuera. s Hux
COCTABJISIETCS IIEPEUYECHb HEPETUCTPUPYEMBIX JOKYMEHTOB.

PGFI/ICTpaHI/IH AOKYMCHTOB HPOU3BOAUTCA C LCJIbIO oOecrneyeHUs HX yuc€Ta, KOHTPOJA 3a
HUCIIOJITHCHUEM M OIICPATUBHBIM HCITIOJIB30BAHUCM I/IH(bopMaI_[I/II/I.

PCFI/ICTpaI_II/IH AOKYMCEHTOB ITPOU3BOAUTCA B ICHb UX IMOCTYIIJIICHUA.

I[OHYCKaeTCH OTMCTKAa O IOCTYIVICHMM OOKYMCHTAa B OpraHHU3aldi0 IPOCTaBJIAATb B BUAC
mTaMiia Ujid OT PYKHU B HIDKHEH 4acTH HHIIeBOI\/’I CTOPOHBI IIEPBOTO JIMCTAa JOKYMCHTA HJIM Ha €TI0
obopore.

Peructpanus 10KyMEHTOB 3aKI04YaeTCs B BEJACHUU 3alMCH YUYETHBIX JAHHBIX O JJOKYMEHTE I10
YCTAHOBJICHHOH PEerucTpallMoOHHOMN (opme, KOTOPBIM (PUKCHpYeETCs (DaKT CO3AaHuUsl, OTIIPABICHUS MU
MOJTyYEHUS! JOKYMEHTa IyTeM IpPOCTaBJIEHUS Ha HEM PETUCTPALlMOHHOIO MHJAEKCAa C MOCIEAYIoIeH
3aMUChI0 B YKa3aHHBIX (OpMax HEOOXOAMMBIX CBEIEHUH O TOKYMEHTE.

JIOKyMeHTBI, TOCTyHaroImue B 00pa30BaTEeNbHYIO OpraHU3alMi0, PEruCTPUPYIOTCS B
KHure/xypHane peructpanyu BXOZsIIEH KOPPECHOHAEHIMH, a T€, YTO OTHPABISAIOTCS U3 HEro, -
KHuure/ )xypHaie perucTpauuu UCXOIAIIel KOPPEeCIOHACHIUH (npuniodcerue 3).



6.4. Pacnipeesnienne nocTynammmx J0KyMeHTOB.
Ilocne peructpanny JOKyMEHTHI IEPENAIOTCS HA paccMOTpeHue qupekropy OV.

Ilocne paccMoTpeHHsT pPYKOBOAMUTENEM JOKYMEHTBHl BO3BpAIIAOTCS CEKpETaplo WM  JIHILY,
OTBETCTBEHHOMY 3a BEJICHHE IECIOMPOU3BOJNCTBA, JUISI MEPEHECEHUS yYKA3aHWU 110 MCIIOTHCHHWIO JOKYMCHTa B
JKypHAII PETUCTPAIIUK BXOAAIIMX JOKYMEHTOB. B COOTBETCTBHM C YyKa3aHWSMH I10 HCIIOJHEHUIO TOTHHHUK
JIOKyMEHTa HampaBisieTcss pabOTHUKY, SBJSIONIEMYCS OTBETCTBECHHBIM UCIIOJIHHMTEIEM, a COHCIIOJHUTEIISM
HaNPaBJISAIOTCS KOMUU JOKYMEHTOB (€CII UMEIOTCS), O 4eM JejaeTcs oTMeTKa B KHure/sKypHaie perucrpamuu
BXOJAIIUX TOKYMEHTOB.

OJNEKTPOHHBIE COOOIICHHS, TOCHUIAEMbIE TI0 JJICKTPOHHOHW IIOYTE, WCIIOJHSAIOTCS aHAJIOTHYHO
JIOKYMEHTaM Ha OyMa)KHBIX HOCHUTEIISIX C yUETOM OIPENEICHHON CIeIU(pUKHN B IPOIIECCE MCITOTHEHMS.

6.5. Ilopsanox 00paGboTKH U MPOXO0KAECHUS UCXOAAIINX U BHYTPEHHHUX J0KYMEHTOB.

[Mopsiok MOATOTOBKKM HMCXOJAIIMX JOKYMEHTOB BKIIOYAaeT B ce0s pabOTy 1O COCTaBICHHIO MPOEKTa
JIOKyMEHTA, COTIIACOBAHUIO, TIOIMTUCAHUTIO (YTBEPKIACHHUIO) M OTIIPABKE.

I[O nepeaayun OOKYMCHTA Ha IOAIINCH HUCIIOJTHUTCIIb JOJIKCH IIPOBEPUTH €ro
COJACPIKAHUC, MTPABUIIBHOCTDb O(i)OpMJ'ICHI/IH, HaJIN4ue HCO6XO,Z[I/IMLIX BU3 " npnnome}mﬁ. I[OKYMGHT
MMPEACTaBIACTCA Ha IMOAINNCHE BMECTE C MaTCpraiaM, Ha OCHOBAHUHN KOTOPBIX OH IT'OTOBHJICA.

BrayTpennue JOKyMEHTHI OQOPMIIIIOTCS M HCIONHAIOTCA — (MCHOJB3YIOTCS) B TIpefenax
00pa3oBaTeIbHON OpraHU3alyy.

BHyTpeHHI/Ie JAOKYMCHTBI (,I[OKJ'IaI[HBIC 3allMCKH, CIHpPaBKHU, CBOJAKU H I[p) paccMaTpuBarOTCs TCMU
JOJDKHOCTHBIMM JIMIIaMH, KOMY OHU HallpaBJICHBI.

OTBETCTBEHHBIE 3a JEJIONMPOM3BOJCTBO TMEpEN cladeld KOPPECTOHACHIMH Ha OTIPABKY OJIKHBI
00s513aTeTIbHO MIPOBEPUTH NPABUIIBHOCTH e 0QopMIIeHHUs U aapecoBaHus. KoHBepTOBaHNE KOPPECHOHACHIIMU H
JIPYTUX [IOYTOBBIX OTIPABIECHUN IPOU3BOIUTCS CTPYKTYPHBIMHU MTOAPA3IEICHUSIMHU OPraHU3aLUH.

Perucrparust oTpaBiIsieMbIX TOKYMEHTOB OCYIIECTBIISIETCS B ACHD WX MOAMHUCAHUS (YTBEPKIACHUS) WIN
Ha clenyromui pabounii AeHb. PerncTpauoHHBI HOMEp JOKYMEHTa U J1aTa PEruCTpaliy NPOCTaBISIOTCS Ha
MOJUIMHHAKE JIOKYMEHTa B PEKBH3WTaX OJaHKa M Ha KOIHH, OCTAIOIICHCS B Jene 00pa3oBaTelbHON
opranuzaury. CrpaBOYHBIM aIlapaToM Ul MCXOAALIMX JOKYMEHTOB SIBJISETCS >KypHal PEruCTpaldu 3TUX
JIOKYMEHTOB.

OTnpaBKy UCXOISIINX JOKYMEHTOB MPOHM3BOAMT CEKpeTaph W (MJIM) JHIO, OTBETCTBEHHOE 32 BEICHHE
Jeonpon3BoicTBa. CpodHast KOPPECTIOHIEHITHS 0(OPMITIETCSI M OTIIPABIISIETCS HE3aAMEUIUTENBHO CEKpETapeM.

CekpeTapb TpoBEpPSET MPABMIBHOCTh O(POPMIIEHUS! HCXOAIINX JOKYMEHTOB, IPOU3BOIUT COPTUPOBKY
JIOKYMEHTOB IO CIIOCOOY JIOCTaBKM KOPPECIOHJCHIIMM ajapecary (IpocTas, 3akKa3Has, MEXIyHapoIHas |
Ip.). HenmpaBmibHO oopMIIEHHBIE TOKYMEHTHI U KOPPECIIOHACHITNS HECITY)KEOHOTO XapakTepa K OTIIPaBKE HE
MPUHUMAIOTCS. U BO3BPAIIAIOTCS JIULY, TOATOTOBUBLIEMY JOKYMEHT.

OTHpaBJ’IHCMaH o MmOYTC KOPPCCIOHACHIUA MTPOXOAUT YIIAKOBKY, aAp€COBAHUC, IMPOCTABJIICHUC
CTOMMOCTH ITOYTOBBIX YCIYT U II€pE€Aavdy Ha OTIIPaBKYy B MCCTHOC OTJACIICHUC CBA3U.



Ha 3akasHyto KOppEeCTOHIEHITMIO, Ha JOKYMEHTHI C TMOMETKON «J/[ms ciry>keOHOTO TOJBE30BaHUS))
COCTaBJISIETCS pEecTp, KOTOPBIM 3aTeM BO3BpaIlaeTCs CEKpPeTaplo y4eOHOW dYacTh U (MiaM) Iy,
OTBETCTBEHHOMY 3a BEJICHHE JICJIONMPOU3BOJCTBA, C PACIHUCKON PabOTHUKOB MOYTOBOTO OTICIICHHUS CBS3H MU
WHOTO JINIIA, 00eCTIeYMBAIOIIETO OTIIPABKY TOKYMEHTOB.

ITepenava ¢ WCMoOab30BAHUEM CPENCTB (PAKCUMUIBHOW CBSA3U JOKYMEHTOB, COIEPKAIIMX CITYKECOHYIO
UHQOPMAIMIO OTPaHUYEHHOTO PACIPOCTPAHEHHS, B TOM YUCIIE ¢ TIOMETKOH «Jl1s CiTy>keOHOTO TIOb30BaHHSD»,
He pa3pemaercs. Kareropuuecku 3ampemniaercsl mepeiada Mo cCpeicTBaM (HaKCHMUIBHOW CBSI3H CEKPETHBIX
JOKYMEHTOB.

C wucnosib30BaHuEM CPEIACTB (PaKCHUMWIBHOM CBSA3M MOTYT OBITH IEpeJaHbl MaTepUalbl TEKCTOBOTO,
TaOJIMYHOTO WIIN TpaUIecKoro XapakTepa, HCIIOIHEHHBIE TUMTOTPa(CKIM, MAIIMHOIACHBIM WIIM PYKOTIHCHBIM
CrocoO0M B YEpHOM WITM TEMHO-CHHEM I[BETE C YSTKUM U KOHTPACTHBIM MU300paskeHUEeM (TIEpBBIC DK3EMILISIPBI
WJIM UX KCepoKoImnn) Ha Oesoi Oymare ¢ MUHUMaIBHOU BBICOTOM OYKB U 1udp 2 MM. OOBEM TIepeaBaeMoro B
TEYCHHE OJHOTO CeaHCa CBA3M JOKYMEHTA4, BBITONHEHHOTO Ha Oymare ¢opmarta A4, He HODKEH IMPEBHIIATH
TISTH JIUCTOB.

OTBeTCTBEHHOCTh 3a COAEpXkKaHHe UH(OpMaluM, IepeaaBaeMoil C HCHOJIB30BAHHEM CPEICTB
(akCUMUIIBHON CBSI3H, BO3JIaraeTcs Ha UCTIOJIHUTENS, HOATOTOBUBLIETO (hakcorpaMMy AJIS epeay.

6.6. OcodeHHOCTH PAadOTHI € JJIEKTPOHHBIMHU JOKYMEHTAMHU.
B o6pazoBatenbHO# OpraHu3aIiii CO31aI0TCS U UCIIOIB3YIOTCS:

. JJIEKTPOHHBIE JOKYMEHTBI, CO37[aBaeMble B DJJEKTPOHHOW ¢opme 0e3 NpenBapUTeNLHOrO
JOKYMEHTHPOBaHUs HAa OyMa)XHOM HOCHUTEJIE;

. 9JIEKTPOHHBIE 00pa3bl TOKYMEHTOB, IOJyUYCHHBIE B PE3yJbTaTe CKAaHUPOBAHUSI JOKYMEHTOB H
XpaHsIIUecs B CUCTEME 3JIEKTPOHHOTO JOKYMEHT0000pOTA.

HpI/IeM U OTIIpaBKa OJJICKTPOHHBIX JOKYMEHTOB OCYUICCTBIIAIOTCA OTBETCTBCHHBIM 3a BCICHUC
ACJIOMPOU3BOACTBA B 06pa30BaT€J'ILHOI\/'I OpraHuv3anuu.

DOJEeKTPOHHBIE JTOKYMEHTHI CO3JAI0TCA, 00padaThIBAIOTCS M XPAHATCS B CHCTEME DIIEKTPOHHOTO
JMIOKyMEHTO000pOoTa 00pa3oBaTeILHON OpPraHu3aIliH.

DNEeKTPOHHBIN JOKYMEHT OJKEH OBITh 0(OpMIIEH IO OOIIMM TMpaBHIIaM JIEJIOMPON3BOACTBA U UMETh
PEKBU3HTHI, YCTAHOBJICHHBIC JUIS aHAJIOTMYHOTO JJOKYMEHTa Ha OyMa)KHOM HOCHTEJNIE, 32 HCKITIOUYCHUEM OTTHCKA
TeYaTH.

Jlns moATBepKACHWSI TOIIMHHOCTH DSJIEKTPOHHBIX JOKYMEHTOB B 00pa3oBaTEbHON OpraHU3aINH
UCTIOJIB3YIOTCS 3JIEKTPOHHBIE ITU(POBIe MoANKCcH. Vcronb3yeMble CpeicTBa 3NMEKTPOHHON MU(POBOI MOIHCH
JIOJKHBI OBITh CEPTUDHUIIUPOBAHBI B YCTAHOBJICHHOM IMOPSIIKE.

Enunauneit yuera 3JIeKTpPOHHOTO TOKYMEHTA SIBJISIETCS AJIEKTPOHHBIN JOKYMEHT, 3apErHCTPUPOBAHHBIN B
CHCTEME 3JEKTPOHHOTO JOKYMEHTOOOOpOTa 00pa3oBaTEeNbHOM OpraHu3alru. OJEKTPOHHBIA JOKYMEHT,
MMEIOIINN TPUIOKEHHSI, PETUCTPUPYETCS KaK OJUH JTOKYMEHT.

Ilocne OoTIpaBKM 3IEKTPOHHOTO JTOKYMEHTA, 3aBEPEHHOTO 3JIEKTPOHHON MOMHICHI0 YIOTHOMOYEHHOTO
JIOJDKHOCTHOTO JIMIA, TOCBUIKH ajjpecaTy €ro KOomuu Ha OyMa)KHOM HOCHTENe, Kak MpaBmiio, He TpedyeTcs, 3a
UCKJIFOUEHUEM OTBETOB Ha OOpAICHUS TPaXIaH, MOCTYIHUBIIUX 110 UHPOPMAIIMOHHO-TEICKOMMYHHUKAI[HOHHBIM
KaHajaM, Ha KOTOpBIE 3asABUTENIO /JaeTcsi MHUCHMEHHBIH OTBET, HAIpaBISIEMBIl IO IOYTOBOMY ajapecy,
YKa3aHHOMY B OOpaIlIeHUU.



Ucnonmnennrie OJICKTPOHHBIC JTOKYMCHTBI CHCTEMATU3SUPYIOTCA B €Jla B COOTBETCTBHU C
HOMCHKHaTypOﬁ pI(SA) | 06p3.30BaT€J'ILHOI71 OopraHuv3aniii WM HWHACKCUPYIOTCA B IMOPAAKEC, YCTAHOBJICHHOM B
OTHOLICHUU ACJI, COCTABJICHHBIX M3 NOKYMCHTOB Ha 6YM3)KHOM HOCHTCIIC. HpI/I COCTaBJICHUU HOMCHKIJIATYPbI
ACJI B 3aroJIOBOK JICJIa BKIIFOYACTCS YKa3aHUC «9J’I€KTpOHHBI€ HAOKYMCHTBI».

6.7. UnpopmannoHHas 60€30MaCHOCTb.

WudopmanuoHHble  pecypchl  00pa3oBaTeNIbHOW — OpraHM3alliil [0 JOCTyny  (BO3MOXKHOCTH
WCTIOJIH30BAHMSA) TIOAPA3IENAIOTCA Ha OTKPBITYIO (00IIeq0CTyMHYI0) HH(OPMAITHIO, CIY)eOHYI0 HH(pOpMaInio
1 MH(QOPMAIIMIO OTPAHUYCHHOTO PACIPOCTPaHEHUs (IoCcTyna).

K xareropun oTKphITON MH)OPMALIMU OTHOCUTCS MH(OpMAaIHs, colepKallascs B JOKyMEHTax 1 0a3ax
JAHHBIX 00pa30BaTENIFHON OpraHN3ally, HETTOCPEACTBEHHO 3aTPparuBarollas IpaBa ¥ HHTEPECH TPaXKIaH.

K kareropun ciyxeOHOM nH(OpMAIH OTHOCUTCS HH(OpMAITHS, coeprKamiasics B TIOKyMeHTaxX 1 0a3ax
JIAHHBIX 00pa30BaTENbHOW OpraHU3alWHU, NpPEAHA3HAYCHHAS JUIS JTOJKHOCTHBIX JIUI] M PAaOOTHHKOB, MPH
BBIIIOJTHEHNU MU CBOHX q)YHKIII/IOHaHBHBIX O6$I3aHHOCTeI>’I, HE 3aTparuBaronas HallpsMYIO IpaBa U MHTCPECHI
TpaXJaH ¥ HEe OTHOCSIIASCS K KATErOPUU OrPAaHUYEHHOT'O PACIIPOCTPaHEHUs (JOCTYIIA).

K xareropum wmHpOpManuyM OrpaHUYEHHOTO PACHpPOCTpaHEHUs (JOCTyNa) OTHOCHUTCS WHQPOPMALHS,
coJieprKarascs B JOKYMEHTax u 6azax TaHHBIX, BKJTIOYATOIIAs CBEICHUS
KOH(HICHINATBLHOTO XapaKTepa.

Bes nndopmanus, conepkamasics B JOKyMEHTax U 0a3ax JaHHBIX, 10 YMOJTYAHHIO SIBISICTCS OTKPBITON
u oOmexnoctymHoi. MckitoyeHne cocTaBisieT WHQPOpPMAIMsi, OTHECCHHAs K KaTeropHsM CIy)XeOHOH wu
OTPaHMUYCHHOT'O PACHPOCTPAHEHHUS (IOCTYIIA).

Joctyn mones3oBareneil K HWHOOpMAIMKM OTPAaHMYMBACTCS IMyTEM OTHECEHHS WH(QOPMAIMH K
COOTBETCTBYIOIICH KAaTEropud M HAJIOKCHHEM Ha HEE COOTBETCTBYIONICTO Tpuda OTrpaHUUYCHHUS
pactpoctpaneHusi. MHpopmanms orpaHHdeHHOTo [ocTyma cHaOxkaercss rtpudom «msa  ciayxeOHOTO
MOJIE30BAHUSIY.

HpaBOM OTHECCHHUA I/IH(bOpMaIII/II/I K KaTeropuu OrpaHUYCHHOI'O A0CTyIia u HaJIOKCHUA
COOTBETCTBYIOIIETO Iprda 00agaeT aBTop JOKYMEHTA 110 COTJIACOBAHHIO C PYKOBOJMTENIEM 00pa3oBaTeIbHOM
OpraHu3alvy.

ﬂOKyMCHTHpOBaHHaH I/IH(i)OpMaI_[I/ISI OrpaHUYCHHOI'0 PaCIIPOCTPAHCHUA 0e3 CaHKIIMKU JOJIXKHOCTHOI'O
Jimia, YCTAaHOBHUBIICTO PEXKUM OIpaHUYCHHOI'O PACIPOCTpaHCHUA A JAHHOTO MOOKYMCHTA, HE IIOJJICKUT
pas3riialcHuIo (paCHpOCTpaHeHI/IIO). Hpe[{OCTaBJ’ICHHe MMOJIb30BATCIIsIM  IOCTyIIAa K ,Z[aHHOfI I/IH(I)OpMaI_II/II/I
OCYHICCTBIIACTCA HCKIIIOYUTCIIBHO IO COIIaCOBAHWIO C YKa3aHHBIM IOOJDKHOCTHBIM JIMIIOM ITYTEM IIOAa4YU
COOTBCTCTBYIOH_Ieﬁ 3asdBKH.

JomKHOCTHBIE NUIa, NpPUHSBIIME pelleHHe o0 oTHeceHMM HHGopMauny, 3apUKCHPOBAHHON B
JOKYMEHTE, K KaTeropuu OTPAaHHMYCHHOTO PacIpOCTPAHEHUs, HECYT OTBETCTBEHHOCTh 32 OOOCHOBaHHOCTH
HPUHSITOTO PELIEHUS M €r0 COOTBETCTBHUE ACHCTBYIOIIEMY 3aKOHOAATENLCTBY.

Jlnunble nena paOOTHUKOB, TUYHbIE KAPTOUKU PAOOTHUKOB, TPYAOBBIE KHMXKH PaOOTHUKOB, IPUKA3bI
0 JINYHOMY COCTaBY AOJDKHBI XpaHUTHCS B ceii(pe WM B METAJUIMIECKOM IIKady.

3amucu B TPYHOBOH KHM)KKE TOAMUCHIBAET PYKOBOAMTENh 00pa30BaTElIbHOW OpraHM3aluu. Y4er,
XpaHeHHe M BblJayy OJAHKOB CTPOrOM OTYETHOCTU: JAWIUIOMOB, BKJIAQJbIIEH K HHUM, CBHIETEJIBCTB,
YIOCTOBEPEHUH BEJeT 3aMECTUTENb JUPEKTOpa. braHku xpaHsarcs B ceiide.



YcraHOBKa W OKCIDIyaTanys MPOTPaMMHOTO OOECIICUEHUs, TOMYYCHHOTO U3 JIOOBIX HCTOYHHKOB H
BEIMIOJIHAIOIIETO (YHKIMU, HE CBS3aHHBIE HETMOCPEICTBEHHO C BBIIOJHEHHEM pPAa0OTHUKAMHU CBOUX
JIOJDKHOCTHBIX 00S3aHHOCTEH, KaTeTOPHUECKH 3ampelieHa.

Best mpencraBieHHas B 3JCKTPOHHOM Buie HHGOpMAIMs, IOCTyHamIas B 00pa30BaTeIbHYIO
OpTraHM3aINI0, B 0053aTEIBHOM MOPAIKE MOUICKHUT TPOBEPKE AHTUBUPYCHBIMHU CPEIICTBAMHU.

OJeKTpOHHAasg IMoYTa MOXET HCIOJIb30BaThCs IOJIB30BATEISIMH TOJBKO Uil oOMeHa MH(popmanuei,
OTHOCSIIIEHCS] K KaTeropuu, OTKPBITOW M CIyXeOHOH. 3alpelieHo HCIONb30BaTh dJIEKTPOHHYIO MOYTY IS
nepenavyy HH(GopMaImy, OTHOCSILIEHCS K KATETOPUH OTPAHNYEHHOTO PacIIpOCTPaHEHUSL.

7. KoOHTPO.Jb 32 HCIOIHEHHEM T0KYMEHTOB

7.1. Opranu3anusi KOHTPOJIs.

KonTpomo mojiexxaT Bce 3aperncTpHpOBaHHBIE JAOKYMEHTHI, TpeOyromrue HcHoidHeHusA. KoHTpomb
UCIIOJIHEHHSI JOKYMEHTOB BKJIIOYACT: Y4YeT, IIOCTAHOBKY Ha KOHTPOJIb, KOHTPOJb CPOKOB HCIIOJHEHUS,
HETMOCPE/ICTBEHHYIO MPOBEPKY XOJla HCIIOIHEHHUS, MPOBEPKY KadecTBa HCIOJHEHMS, aHAINU3 pe3yJbTaToB
UCTIOJIHEHHSI.

KOHTpOJIB 34 UCITIOJIHECHHUEM JOKYMCHTOB YCTAHABJINBACTCA B LCIIAX o0ecrieueHus ux CBOCBPEMCHHOI'O
Ka4YCCTBCHHOI'O UCITIOJITHCHNA, ITOBLINICHNUA YPOBHA OpFaHHSaTOpCKOﬁ paGOTI)I U UCTIOTHUTCIBCKOM JUCHUIIIINHBI.

HpI/I IOCTAaHOBKC JOKYMCHTA Ha KOHTPOJIb Ha MpPaBOM BEPXHEM II0JIC JOKYMEHTA ACIACTCAd OTMETKa O
KOHTPOJIEC, KOTOPYIO 0003HAYaIOT CIIOBOM (IHTaMHOM) «KOHTPOJIb»

KoHTpoiro momiexaT TpHKas3bl, PENICHUs COBETOB, a TaKKe MTOKYMEHTHI, IOCTYIAIONIHME Ha WM
pyKoBoAuTeIs 00pa30BaTeIbHON OpraHU3aIH.

OpraHu3zanysi KOHTPOJIS UCTIOJIHEHHS BKIIFOUAeT B ceOsl:

L4 IMMOCTAaHOBKY NJOKYMCHTA Ha KOHTPOJIb,

o MOHUTOPHHT UCTIOJTHECHUA KOHTPOJIbHBIX HopyquHﬁ JOKYMCHTOB;
. CHATUC UCIIOJIHCHHOI'O JOKYMCHTA C KOHTPOJIA,

L HalpaBJICHUEC UCIIOJTHEHHOI'O JOKYMEHTA B €J1O0.

PykoBomuTenu CTPYKTYpHBIX MOJpa3ieicHui 00s3aHbI paCCMATPUBATh COCTOSHHE HCIOJHUTEIHCKOM
JMUCITUTUINHBI 110 JIOKyMEHTaM C TOPYYEHUSMHU aJIMHHHCTpAIMi 00pa3oBaTeIhHOW OpTaHM3aIlih, a TaKKe
JIOKYMEHTBI, IIOCTYITUBIIIAE B aIpEC CTPYKTYPHOTO IMOJApa3eieHusl U TPeOYIoIie UCIOTHEHHS, U MOATOTOBKH
OTBETA.

JIOKyMEHT CUHMTaeTCs HCTIOTHEHHBIM, KOT/Ia PEIICHBI OKOHYATEIIEHO BCE MOCTABICHHBIC B HEM BOITPOCHI
Y COOJTIOJIEHBI CIICIYIOIINE CPOKH:

o €CII B IOKyMEHTE TIOCTaBJICH CPOK MCTIOTHEHHUS — B YKa3aHHBIN CPOK;

. JIOKYMEHTBI 0€3 YKa3aHUsl CPOKa UCIIOIHEHUS — B MECSIYHBIN CPOK;

o €CJIH B IOKYMEHTE UMEETCSI IIOMETKA «CPOYHO» — B TPEXTHEBHEIN CPOK;

o nopydeHusi 0e3 yKa3zaHHsi KOHKPETHOHN 1aThl UCTIOTHEHUS — B MECSIYHBINA CPOK;

. C TIOMETKOM «omnepaTtuBHO» — B 10-THEBHBIN CPOK;



. Mo OOpalIeHusM TpaxKaaH, TPEOYIOUUM JOMOJHUTEIHHOTO W3YYEHHS W TMPOBEPKH, — [0
OJTHOTO MecsiLia CO JAHS PEeruCTpalty, 110 OCTAIBHBIM — He Oosiee 15 aHeil.

CpoK BcUHCIsAeTCs B KAIEHAAPHBIX THAX C IAThI IOMUCAHNS JOKYMEHTA.

Ecnu nocnegHuii NeHb MCHOJIHEHUS AOKYMEHTAa NPHUXOOUTCS HAa HEpaObO4Mi [eHb, OH HOIJICKUT
WCIIOJIHEHHIO B TIPENIECTBYIOMNI eMy pabounii JeHb.

[Ipn HEOOXOAMMOCTH TPOIJICHUS CpPOKAa HCIOJHEHUS JOKYMEHTa OTBETCTBEHHBIN HCIIOIHUTENIh
MIPEJCTABIISIET HAa UMsI PYKOBOJIUTENS 00pa30BaTEbHON OpraHU3alyy, JaBIIETO OPYUYeHHEe, MOTHBHPOBAHHYIO
mpock0y O €ro MpoJUICHWW HE IMO3JHEe YeM 3a TPHU JHSA JI0 UCTCUSHHs] YCTAHOBIIEHHOTO CpOKa, C YeM
CBOEBPEMEHHO TiepeaaeTcs nHpopMaIisa B IPUEMHYIO0 PYKOBOIUTENS 00pa30oBaTeIbHON OpraHm3aIiiy.

7.2. IlopsAioK CHATHS AOKYMEHTOB C KOHTPOJISI.

JOKyMEHTBl CHUMAIOTCSI C KOHTPOJIS, €CIM PEILICHBI MOCTAaBJICHHBIC B HUX BOMPOCHI WM aBTOPaM JaH
OTBET IO CyIIECTBY.

Ecnu no paspemaemMomMy BOIPOCY 0XKHJIAETCs OTBET, TO OH BMECTE C KOIIUEH OTBETA 3asBUTEIIIO
MO’KET HaXOJUTHCS Yy UCTIOJIHUTEISI Ha KOHTPOJIE.

IIpoMeXyTOUHBIM OTBET, PaBHO KaKk M 3alpoc IO HCHOJHAEMOMY JOKYMEHTY WIM YaCTUYHOE
HCIIOJIHEHUE NTOPYYEHHUs], HE ABIIAETCA OCHOBAHUEM Ul IPU3HAHMS TOKYMEHTA UCIIOTHEHHBIM.

CHATB JAOKYMCHT C KOHTPOJIAA MOKET TOJIBKO JOJZKHOCTHOC JIMITO, KOTOPOC IMMOCTABHUIIO €TI0 HA KOHTPOJIb.

OcHOBaHWEM JUIsl CHSTHS C KOHTPOJS TOKYMEHTOB C IMOPYYECHHUSMHU PYKOBOAMTEIS 0Opa3oBaTenbHOU
OpTaHU3allUU SIBISIETCS TOKYMEHT — OTBET, TOJITUCAHHBIM PYKOBOJUTEIEM, €r0 3aMECTHTENEM, JHO0 CIIpaBKa
00 MCTIOTHEHNH TOKYMEHTA 32 MOAIHCHI0 PYKOBOIUTEINS CTPYKTYPHOTO TIOIPa3ICICHHUS.

Ecnun Bce mocraBlIcHHBIE B JOKYMCHTC BOIIPOCBI PCHICHBI B OIICPATUBHOM IIOPAOKE, oe3
MMOATrOTOBKU IMMCbMCHHOI'O OTBCTA, UCIIOJHHUTCIIb HA JOKYMCHTC JCJIACT KPATKYIO 3aIllMCh O PCIICHUU
BOIIpOCa, YKa3bIBACT JAaTy WU MOAIIHNCH, ITOCIIC Y€TO JOKYMEHT TIOMEIIACTCA B JICJIO.

8.CocTaBiieHHe HOMEHKJIATYPHI Ael.

8.1. HoMenknatypa Aen — CHCTEMaTU3UPOBAHHBIA MEPEUYCHb 3arojOBKOB €M, 3aBOJIMMBIX
B 00pa3oBaTeNbHOM  OpraHW3alMd,  C yKa3aHUEM  CPOKOB  UX XpaHEHHs,  O(OpMICHHBIN
B YCTAaHOBJICHHOM IIOPSAAKE.

8.2. HomeHnkiatypa aen npeiHa3Ha4yeHa Juisl TPYIIIMPOBKHA UCIOJHEHHBIX JOKYMEHTOB B €A,
CUCTEMATHU3allUM U y4yeTa JeJl, ONPENCJICHUS CpPOKOB WX XpaHEHUS WU SIBISIETCS OCHOBOM st
dbopMupoOBaHUs e U COCTaBJICHHUS OMHCEH e, JOKYMEHTOB, OMUCEH 3JIEKTPOHHBIX JOKYMEHTOB
MOCTOSTHHOTO M BpeMeHHOro (cBeimie 10 jeT) XpaHeHus, B TOM YHUCIE IO JUYHOMY COCTaBYy, a TaKKe
JUId y4yeTa Aell BpeMeHHbIX (10 10 j1eT BKII0UNTENbHO) CPOKOB XpaHEHUSI.



8.3. Homenkmatrypa nen coctaBisieTcsi Ha OymakHoM Hocutene. Homenknatypa mgen
BKJIFOYAETCSI B CUCTEMBI 3JIEKTPOHHOTO JTIOKyMeHTooOopoTa (manee — COJ]) u B cucTeMbl XpaHEHUs
AJNIEKTPOHHBIX JTOKyMeHTOB (manmee — CXD3J]) B kauecTBe CIpaBOYHMKA, HA OCHOBAaHUH KOTOPOTO
OCYIIECTBIISIETCS CHCTEMaTU3allusl U y4yeT JIOKyMEHTOB, a Takke ux MeraaaHHbix. COJ] momkHa
yCTaHABIWBATh CBS3b JIOKYMEHTa C MHJIEKCOM JieJla B COOTBETCTBHHM C HOMEHKJIATYpOHl el
obOpasoBarenbHON opranuzanuu. Homenknatypa nen Bxmrodaetcs B COJl u CXD]I He mo3aHee 0JHOTO
MecsIIa CO JHS €€ YTBEPKICHUSI.

OTBeTCTBEHHBIMU 32 BKJIIOueHHE HoMeHkiatypel aen B COJ u CXDJl sBiuswoTcs
OTBETCTBEHHBI  3a JEJONPOU3BOJICTBO W OTBETCTBEHHBIH 32 KOHTPOJIb  (YHKIMOHUPOBAHUS
3JIEKTPOHHOT'O I0KyMEHTO000pOTA.

8.4. HomenknaTypa aen oOpa3oBaTesIbHOW OpraHU3alMM (Jlaee — CBOJAHAs HOMEHKIATypa
JIe]1) COCTaBJIAETCS. HA OCHOBE M3Y4YEHHs COCTaBa U COACPKAHUS JOKYMEHTOB, OOpa3yOLIMXCS
B IIpollecce  JAEATENbHOCTH  oOpa3oBaTeNbHOW  opraHu3auuu. llpm  cocTaBieHHMH  CBOIHOM
HOMEHKJIATYPHI JIEJT YIUTBHIBAIOTCSI yCTaB 00pa30BaTEIbHOW OpraHU3allH, TIOJIO0KEHUS O CTPYKTYPHBIX
NOJpPA3JCIeHUsIX, IITATHOE pACIMUCAaHWE, IUIaHbl U OTYETHl O paboTe, TMEpeyHH JOKYMEHTOB
C YKa3aHMEM CPOKOB MX XPaHEHHsI, HOMEHKJIATypPbl J€J1 3a IPEAIECTBYIOINE KAIEHAAPHBIE TOJIbI.

8.5. CBonHas HOMEHKJIATypa Jell COCTaBisgercs paOOTHUKOM, HAa3HAYEHHBIM HPUKA30M
pyKoBoAUTENS 00pa3oBaTENbHOI OpraHu3anuu (Aajgee — OTBETCTBEHHBINH 3a COCTABIEHHE CBOAHOU
HOMEHKJIATypBbI JIEN).

8.6. CBomHas HOMEHKJAaTypa JeJl Ha NPEACTOSINMNA KaJIEHJApHBIM TIOJ] COCTaBISAETCS
B [IOCJIEAHEM KBapTajle TEKyIIEro roja, BU3HUPYETCS OTBETCTBEHHBIM 3a BEJIECHHUE apxuBa
U COTJIaCOBBIBAETCS  C IIOCTOSIHHO  JICHCTBYIOLIEH  OSKCIEpPTHOW KOMHCCHUEeH  o0pazoBaTeiabHOMN
opranmsanyu. He pexxe 1 pasa BSier, HOMEHKIaTypa /€l COIVIACOBBIBAETCA C OIKCIIEPTHO-
IIPOBEPOYHOM KOMMCCHEM MYHULUINAIUTETA. B KOHIIE KaXIO0ro KaJeHIAapHOro TrojJa CBOAHAs
HOMEHKJIaTypa Jiel YTBEpP)KIAeTcs PpPYyKOBOAMTENEM OOpa30BaTeNbHONW OpraHu3allMd WA  €ro
3aMECTUTEIEM, KOTOPOMY JICJIETUPOBAHbl TAaKUe IIOJIHOMOYMS MPUKA30M 00pa3oBaTeIbHOM
OpraHM3alyy. YTBEp)KJIEHHas CBOJAHAas HOMEHKJIATypa JeJd BBOAMUTCSA B JAelcTBUE ¢ l1-ro sHBaps
CJIEIYIOIIETO KAJIEHAAPHOTO roJa.

8.7. B cinyuae HEoOXOIMMOCTH BHECEHMsS B CBOJHYIO HOMEHKJIATYpy JAed 3HAa4MTEelIbHbIX
U3MEHEHUH OHa TOIeKHUT repepaborke. V3MeHEHUs  yTBEpXKIAIOTCS  NPUKA30M WM
KOPPEKTUPOBOYHBIM JIUCTOM (TipuitoskeHue Ne 5).

HebGonpime wu3MeHeHUsT BHOCATCA B YTBEPXKICHHBIH pabouyuil  9K3EMIUIIp CBOJHOM
HOMEHKJIATypHhI JIeI.

8.8. CTpyKTypHBIE MOApA3ACICHHs €XETOaHO, HEe To3aHee 30 HOAOPS TEKYIIEro KajaeHIapHOTO
rojia, COCTaBJSAIOT HOMEHKIATYpy Jel CTPYKTYpPHOIO TOJpA3AeieHUs] U MPEACTaBISAIOT €€
OTBETCTBEHHOMY 3a COCTABJICHHWE CBOJHON HOMEHKJIATYPhI Jell.

Homenknarypa nen CTpYKTYpHOIO MOAPA3JIEICHHUS COCTAaBISIETCS JIMLOM, OTBETCTBEHHBIM
3a BEJIeHUE JIeJIONPOM3BOACTBA CTPYKTYpHOTO MOJPA3/eNieHusl, COIJIACOBBIBAETCS C IKCIEPTHOU
KOMHCCHEH 00pa30BaTeNIbHOW OpraHU3allid | MOANMKCHIBACTCS PYKOBOJAUTENEM CTPYKTYPHOTO
noJipa3aeyieHusl.



8.9. BHOBB cO37aHHOE CTPYKTYPHOE TOJpAa3/eICHUE B MECSYHBIA CPOK pa3padaThiBacT
HOMEHKJIATYpY JIel  CTPYKTYpHOTO  TOJpPA3NENCHUs W MPEACTaBIseT €€  OTBETCTBEHHOMY
3a COCTaBJIEHUE CBOJIHOW HOMEHKJIATYPHI JIEI.

8.10. Homenknatypa nen CTPYKTYpHOTO TOJpa3JeieHUus] U CBOJHAs HOMEHKJIATypa Jel
cocraBisAOTCs 10 hopMme, ycTaHoBieHHoW [IpaBuimamu opraHM3aldy XpaHEHHs, KOMIUICKTOBAaHUS,
ydeTa MW UCTOJIb30BaHUS JOKYMEHTOB ApxuBHOro (onna PO wu apyrux apXuBHBIX JTOKYMEHTOB
B IrOCYJapCTBCHHBIX OpraHax, opraHax MECTHOIO CaMOYIIPABJICHUA U OpraHu3aluAax, YTBCPKACHHBIMHU
npuka3oM Pocapxusa ot 31.07.2023 Ne 77.

8.11. HomeHnknatypa nen mnoapaslensieTcs Ha pa3feibl, KOTOpbIE  paclojararorcs
B COOTBETCTBUM C YTBEP)KIEHHBIM IUTAaTHBIM paclucaHueM o00pa30BaTENbHON OpraHU3alUU.
Ha3BanusiMu  pa3zienoB  HOMEHKJIATYpbl  JIed  SBJISIOTCS ~ HAaUMEHOBAHMUSA €€ CTPYKTYPHBIX
1oJipa3iesIeHuI WIN HalpaBJIeHUH 1eATEIbHOCTH.

8.11.1. B rpade 1 HOMEHKIATYPHI J1€7 MPOCTABISAIOTCS WHIEKCHI KaXKIOTO JieJia, BKIIOUEHHOTO
B HOMEHKJIATypy. MHIEKC Jena COCTOMT U3 HU(PPOBOro OO0O3HAYEHHUs pasjesia HOMEHKIIATYpPbl
U TIOPSIKOBOTO HOMEpA 3aroJioBKa Jieia 1Mo HoMeHknatype. MHaekcsl gen 0003Ha4aroTcsl apabCKuMu
mudpamu. Hampumep: 12-05, rae 12 — Homep paszena, 05 — mOpsAKOBBIIT HOMEp 3arojioBka jeia
B pa3zesie HOMEHKIIATYyphbl JEll.

B HOMeHKIaType el COXpaHSIOTCS OJMHAKOBBIE MHIEKCHI JUISI OJJHOPOIHBIX U MEPEeXOASIIUX
Zen.

8.11.2. B rpade 2 HOMEHKIJIaTypbl JIe] MPOIMUCHIBAIOTCS 3aT0JIOBKH JIeJ. 3aroJIoBOK Jieia YeTKO,
B 00001IeHHOM (PopMe OTpaka€T OCHOBHOE COJEpPKAHUE M COCTaB JOKYMEHTOB neia. OCHOBOW ist
HAaUMEHOBAaHUA  (3arojioBKa) JeNl SBISAIOTCA  BOIPOCHL, OTpakarouiye 3afadyd U (QyHKUUU
oOpa3oBaTenbHOM opraHuzanuu. HauMeHoBaHMs JOMOJNHSAIOTCS yKa3aHHEM poJAa 3aBOAMMOIO Jefa
WM Pa3HOBUIHOCTH JOKYMEHTOB (TIOCTAHOBIIECHUS, PUKA3bl, IPOTOKOJBI U T. 11.).

Eciu neno, BKkIOWaeMoe B HOMEHKJIATYpy Je€l, COCTOMT W3 OJMHAKOBBIX BHJOB WIH
Pa3HOBUIHOCTEM JOKYMEHTOB, B 3aroJIOBKE TaKOro Jejla YyKa3blBaeTcs HauMEHOBAHHWE BHUJOB
JOKyMeHTOB, Hanpumep «lIpuka3pl 1o ocHOBHOHN nesitenbHOCTW». He pomyckaercst ynorpeOrieHue
B 3aroJIOBKE JieJla HEKOHKPETHBIX (OPMYIHPOBOK («pa3Hble MaTepuajbl», «00IIas Mepernuckay,
«UCXOJAIIasl TEPerucKa», «BXOISAIINE JIOKYMEHTbI»), a TakKe BBOJHBIX CJIOB, CJIOXHBIX
CHUHTaKCHU4ecKuXx o00opoToB. He momyckaercss ynoTpeOieHHE COKpPAIIEHHBIX CJIOB HaMMEHOBAaHUMN
TEPPUTOPUAIBHBIX OpPraHOB HCHOJHUTEIBHOW BJIACTH, YUYPEXKACHUHA U OpraHu3aluii, Kpome
O(pUIMANTBEHO YCTAHOBJICHHBIX COKpAIICHUH.

Ecmu neno OynmeT cocTosITh W3 HECKOJIBKMX TOMOB WJIM YacTei, TO COCTaBISIETCS OOIUit
3arojIOBOK Jiejia, a 3aTeM MpU HEOOXOJUMOCTH COCTaBIISIOTCS 3aroJIOBKM Ka)J0ro Toma (4acTu),
YTOUHSIOIINE COAEpPKAHKUE 3arojI0OBKa Jena.

[lopsanok pacnoioKeHus 3aroJI0BKOB J1€71 BHYTPH pa3JIelioB U MOIPa3/ielIoB HOMEHKIIATYPBI [
ONPEJIETSETCSl CTENEHbIO0 BAXXHOCTH JOKYMEHTOB, COCTABIISIIONINX JeJia, U MX B3aUMOCBsI3bl0. BHauase
pacrnojararoTcs 3arojoBKH Jell, COAEPKALIUX OPraHu3allOHHO-PACTIOPSIUTENbHYIO TOKYMEHTALIUIO.
Janee pacrnosaratroTcsi 3arojIoOBKM JeJ, COAEpXKallluX IUIAHOBBIE U OTYETHBIE JOKYMEHTBI U T.[.
3aroioBKH JeJT MOTYT YTOUHSATHCS B Tiporiecce GopMUpOBaHUS U OPOPMIICHUS JE.



B HOMeHKIaTypy JAen BKIIOYAIOTCS TakoKe JieJla, HEe 3aKOHYEHHBIC IIPOM3BOJCTBOM JEja
IIPONUIBIX JIET (TIepexosIue).

8.11.3. I'pada 3 HOMEHKIATYpBl €N 3aloJHAETCS B TEUEHHE KaJCHJApHOTO roja — IpH
(opMUpPOBaHNU HOBOI'O JI€JIa, IIPY 3aKPBITHU JI€J1a U IO OKOHYAaHUHU KaJIeHIapHOTro roja.

ITo noctmxenun nenom oovema B 250 JIMCTOB, TOM 3aKpBIBAETCSI U OTKPHIBAETCS HOBBIM TOM.
B rpade nocnenoBatensHO yKa3bIBarOTCS HOMEpa TOMOB M KpalfHHE JaThl JOKYMEHTOB Ka)KJJOTO TOMA.
Hanpumep «T1 — 11.01.2024-30.06.2024, T.2. — 01.07.2024-30.12.2024».

BHGKTpOHHBIe J¢cJIa Ha TOMa HEC pasacCiIArOTCA. Bce QJICKTPOHHBIC OOKYMCHTBI, HC3aBHCHUMO
OT UX O6’beMa, BKJIFOYAKOTCA B OAHO 3JICKTPOHHOC O€JI0.

8.11.4. Brpade 4 yka3piBaeTCsi CpPOK XpaHEHHUS JieJla, HOMEpa CTaTed IO TUTIOBOMY WU
BEJOMCTBEHHOMY TI€pEeUHI0, (elepatbHOMy 3aKOHY I WHOMY HOPMAaTHBHOMY IPaBOBOMY aKTy,
aTpU UX OTCYTCTBUU — TIO TUIIOBOM WIJIM TMPUMEpPHOM HOMeHKiarype nen (mpuka3d PocapxuBa ot
20.12.2019 Ne 236, npuka3 Munnpocsemenus ot 30.12.1980 Ne 176, nucbmo MunobpazoBaHusi oT
20.12.2000 Ne 03-51/64).

8.11.5. Brpade 5 ykaspiBatroTcs 0COOCHHOCTH (OPMHPOBAHUS Jeja W BUI HOCHTEIA
uHpopmarnmu. B ToM unciie B rpade OTpakarTcs CeNUalbHbIC CPOKU XPAHSHHUS 1€, MPOCTABIISIOTCS
OTMECTKH O 3aBCACHHUHN OCJI (B TOM YHCJIC B DJICKTPOHHOM BI/IIIG), O BBIACJICHUU [CJI K YHUYTOXCHUIO
M0 UCTCYCHHUU CPOKOB HX XpaHCHHA, O MCCTC XpPaHCHHUA MOAJIMHHHUKOB JOKYMCHTOB, O €pcaaduc Icj1
B IPYTYIO OPTaHU3ALHNIO TSI TPOAOJKEHUS BENCHUS U IP.

B rpade nemarorcs OTMETKM O MEPEXOMSIIMX JefaxX ¢ yKa3aHWeM CTaporo WHjeKca Jerna
B cinydae ero usmenenus. Hanpumep «Ilepexonsiee ¢ 2024 r. B 2024 — 2028 rr. — 1. 2-2-11».

ITo nenam, KOTOpBIE MO KAKUM-THOO MPUYMHAM B TEUEHUE KaJCHJAPHOTO T'0/1a HE 3aBOJINIINCH,
B rpade «IIpumedanue» HOMEHKIATYphl A€ jAenaercs 3amuch — «Jleno He 3aBogmiioch». Ilpu aTom
B rpade 3 npocTaBiseTcs MpoYepK.

8.12. Ilo okOHYaHMM KaJEHAAPHOTO roja B KOHILIE HOMEHKJIATYphl JIeNl NI€JIa€TCsl UTOroBas
3alUCh O KATErOpHsIX U KOJIMYECTBE Jel, 3aBEIEHHBIX B TEKYIIEM KaJeHIapHOM rony. B uTororyio
3aliCh CBOJHOM HOMEHKJIATYphl JIeJl CBEICHHUS BHOCATCS Ha OCHOBAaHWU JAHHBIX, IEPEIaHHBIX
U3 CTPYKTYPHBIX MOJApa3eieHnii 00pa3oBaTeNbsHON OpraHu3aliy.

9. ®opmMupoBaHue U o(popMIIeHHE eI,

9.1. q)OpMI/IpOBaHI/IC ACHI — TpYHIIUPOBKA HCIIOJIHCHHBIX JOKYMCEHTOB B IC€JIa B COOTBCTCTBHUU
C HOMGHIOIaTypOﬁ ACT U CUCTEMATHU3alusad JOKYMCHTOB BHYTpPH [1€J1a.

9.2. Jlena B 00pa3oBaTeIbHON OpraHu3aiui (GOPMHUPYIOTCS B CTPYKTYPHBIX MOAPA3ICICHUSX.

9.3. UcnonHeHHBIE JOKYMEHTHI JOJLKHBI B 10-THEBHBIN CPOK CIaBaThCAd MCIOJHUTENIEM JIUILY,
OTBETCTBEHHOMY  3a BE€JICHHE  JEJIONPOMU3BOJCTBA B CTPYKTYPHBIX  MOAPA3JIEICHUSX, IS
dbopmupoBanus uX B Aena. Homep nena, B KOTOpoe AOMKEH OBITh MOMAIIMT JOKYMEHT, OINpEACIseT
PYKOBOJMTENb CTPYKTYPHOTO TOJApa3/eieHrs oOpa30BaTEeIbHON OpraHu3alliid WU HCIOJHUTENb



B COOTBETCTBUMU C HOMEHKiIatypoil naen. Ha moxkymenre mnpoctaBisitorcst oTmeTka «B gemo No...y,
MOAMKICH UCTIONTHUTENS WIH PYKOBOAUTEIS CTPYKTYPHOTO MOApAa3AeiICHNUs, JaTa.

ﬂOKyMGHTBI BHYTpPH ACJIa pacCIliojiararoTcs B XpOHOJ'IOI‘H‘-IGCKOfI noCJICA0BATCIbHOCTH.

9.4. KoHTpoib 3a mpaBUIBHOCTHIO (OPMHUPOBAHUS JET OCYIIECTBISETCS OTBETCTBEHHBIM
3a apXuB 00pa30BaTENIbHOIN OpraHU3alINH.

9.5. Ilpu popmMupoBaHuU AC]I HEOOXOAUMO COOIOAATH CIICIYIONTUE OOIUe TPaBuIIa;

J IIOMEIIATh B €0 TOJBKO HCIOJIHEHHBIE JOKYMEHThI B COOTBETCTBUU C 3ar0JOBKAMHU
JIeJ1 10 HOMEHKJIATYPE;

J rpyIIUPOBaTh B €70 JOKYMEHTHI OHOTIO KaJe€HAapHOIo roja;

J pas3zienbHO TPYIIMPOBATH B Jiefla JOKYMEHTBl HOCTOSHHOTO U BPEMEHHOI'O CPOKOB
XpaHEeHHUS;

J MIOMEIIATh B JIeIa KCePOKOMUHU (akcoB, TeNe(hOHOTpaMM Ha OOIIUX OCHOBAHHUSX;

J B IEJI0 HE JOJDKHBI IOMENAThcs JOKYMEHTHI, IOJJIEXKallue BO3BparTy, JHIIHHUE

9K3EMIUIAPHI, YSPHOBHUKH: MO 0OBEMY JI€JI0 HE JOJDKHO MpeBblmaTh 250 JUCTOB WiH 4 cM.
IIpu Hanu4uu B €€ HECKOIBKUX TOMOB (YacTeil) MHAEKC U 3ar0JIOBOK J€J1a TIPOCTaBIISIFOTCSA
Ha Ka)XJIOM TOME C JI0OABJICHHEM «TOM 1», «TOM 2» (ITOCIICTHUIA).

9.6. Ocobble TpeboBaHMs K (HYOPMUPOBAHHIO OTIEIbHBIX JEI.

9.6.1. PacnopsinuTenbHble JOKYMEHTBl TPYNIIUPYIOTCS B JieJla HO BUAAM B XPOHOJOTHYECKOM
HOPSIZIKE C OTHOCAIIMMUCS K HUM HPUIO0XKEHUSAMHU.

9.6.2. YcraBbl, IONOKEHUS, HHCTPYKIUHU, YTBEPKACHHBIE PACTIOPAIUTEIbHBIMU JOKYMEHTaMU,
SABJIAIOTCA MPUIOKCHUAMU K HUM U I'PYHIIUPYIOTCA BMCECTC C YKa3aHHBIMU JOKYMCHTaMHU. Ecmm xe
OHM YTBEPXKICHBI B KAYECTBE CAMOCTOSATEIBHOIO JOKYMEHTA, TO UX FPYNIHUPYIOT B CAMOCTOSITETIbHbIE
nena.

9.6.3. Ilpuka3sl 110 OCHOBHOH JEATEIbHOCTU TPYNIUPYIOTCS OTAEIBHO OT IPUKA30B
0 TUYHOMY COCTaBY.

9.6.4. llpuka3sl 1O JMYHOMY  COCTaBy TIpPYHIHMPYIOTCS B JAela B COOTBETCTBHUU
C YCTaHOBJICHHBIMU CPOKaMHU UX XpaHEHUSI.

9.6.5. IlpoTokonbl B Ael€ pacloiararTCsi B XPOHOJOTMYECKOM HOPSAIKE I10 HOMEPAM.
JIOKyMeHTBI K MPOTOKOJIaM, CTPYIIIIUPOBAHHBIE B OT/ENbHBIC [I€]1a, CHCTEMATU3UPYIOTCSl TI0 HOMEpaM
IIPOTOKOJIOB.

9.6.6. VYTBepKICHHBIEC IUIAHbI, OTYETHI, CMETBI, JUMUTBI, THUTYJbHBIE CIHCKH H JAPYTHE
JIOKYMEHTBI TPYIIUPYIOTCS OTAEIBHO OT IPOEKTOB.

9.6.7. JlokyMEHTHI B JINYHBIX JI€JaX PacIoyiaraloTcs 0 Mepe UX MOCTYIIIICHUSL.

9.6.8. Ilepenucka rpynmnupyercs B paMKax OJHOTO KaJIEHJApHOTO T'OJa U CUCTEMAaTU3UPYETCs
B XPOHOJIOTHYECKON MOCTIET0BATEIHHOCTH: JOKYMEHT — 3apOC — JTOKYMEHT — OTBET.

9.7. Jlena oOpa3oBaTeNbHON OpraHU3allMyd TMOJIEKAT O(OPMIICHUIO IPH HUX 3aBEACHUH
U 110 3aBEpUICHUH KajleHaapHoro roaa. OdopmieHue Jena — MOArOTOBKA JielNa K XPaHEHUIO



BKJTIOYAET B ce0sl KOMIUIEKC paboT MO ONMMCAHMIO Jefla Ha OOJIOKKE, MOAIINBKE, HyMEpaluu JIHCTOB
Y COCTaBJICHHIO JHCTa-3aBeputens jaena. OdopMieHue aea NpOBOAUTCA paOOTHUKAMU CTPYKTYPHBIX
nojipa3iefieHnii  00pa3oBaTEbHOM OpraHu3aluu, B OOS3aHHOCTH KOTOPBIX BXOJUT 3aBEJCHUE
u GopMUpOBaHUE Je]l, TPU METOAMYECKON MOMOIIM U MOJ KOHTPOJEM OTBETCTBEHHOTO 3a apXuB
00pa3oBaTeNbHON OpraHu3aluy.

9.8. dena momnexar opopmitenuto. [TorHoe odopMieHHE eia mperycMaTpUBaeT:

MOJIIINBKY WM TBEPJIbIH MeperieT aena;
HYMEpAaIHIO JIUCTOB B JIETIE;
COCTaBJIEHUE JIUCTA-3aBEPUTEIIS JETIa;
COCTaBJICHHE B OCOOBIX ciydasx (mpu oOpMIICHHH JIMYHBIX JEN, JUIsl ydeTa 0co0o
LIEHHBIX JIOKYMEHTOB) BHYTPEHHEH OMUCH TOKYMEHTOB JIeNa;
J BHECEHHE HEOOXOIUMBIX YTOYHEHHH B PEKBU3UTHI OOJOXKKU Jena (yTOUHEHHE
Ha3BaHMS MMO/IpA3/ICJICHUs, UHAEKCa U 3aroJIoBKa Jieia, AaThl Jieia U Jp.).
9.9. CpopmupoBaHHbIE JeTa MOAIIMBAIOT HAa YEThIpe MPOKOJIa B TBEPAYIO O0I0XKKY U3 KapTOHA

WIH MEPerIeTaloTCsl C Y4ETOM BO3MOKHOCTH CBOOOJHOIO YTEHHS TEKCTa BCEX JOKYMEHTOB, J1aT, BU3
U pe3oionuil Ha HUX. [Ipu moaroroBke nen k moAmmMBKe (TEPEIUIETy) METAUIMYECKUE CKPEIUICHUS
(ckOOBI, CKpemKu) U3 JOKYMEHTOB YyJanusdwooTcs. Jlema MOCTOSHHOTO XpaHEHUs, COCTOALINE
U3 He()OPMATHBIX JOKYMEHTOB, XPAaHATCA B 3aKPBITBIX TBEPJABIX NANKaX € TpeMs KialmaHaMu
U C 3aBSI3KaMHU.

9.10. Ilpu HanuuyuM B €€ HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (TPYIOBBIX KHIKEK
U 1p.) 3TH JOKYMEHTBl BKJIAJbIBAIOTCS B KOHBEPT, KOTOPBIM 3aTeM MOAIIMBAeTCs B 3TO Aeno. llpu
HAJIMYUM OOJIBIIIOTO KOJMYECTBA TaKUX JIOKYMEHTOB OHHM MOTYT H3BIMAThCi W3 JIeN, W Ha HUX
COCTaBJIAETCS OT/AEIbHAS OIUCH.

9.11. Buensax o0ecrnedeHnss COXPAHHOCTU U 3aKpeIJICHUsS TOPSJIKa  PacloIOKEHHs
JIOKYMEHTOB, BKJIIOUEHHBIX B JI€JI0, BCE JIUCTBHI, KPOME JIMCTa-3aBEpUTENsl, HyMEPYIOTCS apaOCKUMHU
muppaMu B IPaBOM BEpPXHEM YIIy, He 3aJeBasi TEKCTa JOKYMEHTa, HPOCThIM TI'papUuecKUM
KapaHJalloM HJIM HyMepaTopoM. YTOTpeOJeHHWEe YepHWJI M LBETHBIX KapaHAalled ais HyMepauuu
JIMCTOB 3allpeiiacTcs. BHyTpEeHHsS ONMCh UMEET CaMOCTOATEIbHYI0 HyMEPaLHIO.

JIncThI ACJI, COCTOAIMX M3 HCCKOJIBKHX TOMOB HJIU LIElCTeI‘/’I, HYMCPYIOTCA II0 Ka’)KAOMY TOMY
HWIN 4aCTH OTACIBHO.

@dororpadumn, UYEpTEKH, AUATPAMMBl U ApyrHe€  WUIIOCTPATUBHBIE U CHEIU(pUUECKHE
JIOKYMEHTBI, TIPEJICTABIISIONINE CAaMOCTOATEIBHBIN JUCT B JIeJie, HyMEPYIOTCS Ha 000OPOTHOM CTOpOHE
B JICBOM BEPXHEM YTIy.

CnoxeHHBIH JIMCT pa3BOpAYMBAETCS U HyMepyeTcs B IpaBoM BepxHeM yriy. Ilpu stom nmct
moboro ¢opmara, MOAIIMTHIA 3a ONMH Kpail, HymepyeTrcs KaK OJMH JIMCT; JIUCT, CIIOKEHHBIN
Y IIOJILINTBIN 3a CEPENHHY, ITOIECKUT NIEPEIINBKE U HyMEPYETCS KaK OJIMH JIUCT.

HOZ[IIII/ITI)IC B ZICJIO KOHBCPTHI C BJIOXKCHUAMU HYMCEPYIOTCHA; IMPU 3TOM BHAYAJIC HYMCPYCTCA
KOHBCPT, a 3aTCM OUCPCAHBIM HOMCPOM KAXKIOC BJIIOKCHUC B KOHBCPTC.

[lommuTeie B €TI0 JOKYMEHTHI C COOCTBEHHOW HyMepauued JMCTOB (BKJIIOYas IeyaTHbIE
U3/IaHKs1) MOTYT HYMEpOBAaThCsl B OOLIEM MOPSIKE WM COXPaHATh COOCTBEHHYIO HyMEpalUio, €CIH
OHa COOTBETCTBYET IOPAIKOBOMY PACIIOJI0KEHHIO JIUCTOB B JICIIE.



B cnyuasx oOHapykeHHs OOJbIIOr0 4HciIa OMMOOK B HyMEpaluM JIMCTOB  Jena
B JICJIONIPOU3BOJICTBE NPOBOJAUTCS MX NepeHymepanus. [Ipu nepeHymepanuu JUCTOB CTapble HOMEpPA
3aUEpPKHUBAIOTCA OJHOM HAKJIOHHOM 4YEpPTOM M PAIOM CTaBUTCS HOBBIM HOMEDP JIMCTA; B KOHLE Jeia
BKJIAJIbIBACTCS JINCT-3aBEPUTEID, IIPU DTOM CTapbIi JUCT-3aBEPUTEND 3a4EPKUBAETCS, HO COXPAHACTCS
B JICIIE.

9.12. Jlns ydera KOJMYECTBAa JHCTOB B Jelie U (pUKcallMM OCOOEHHOCTEH WX HyMepaluu
COCTaBJIACTCS JINCT-3aBEPUTENb JAeha. JJOKYMEHT COCTaBISE€TCA Ha OTIACIBHOM JIMCTE€ M BKIKOYAETCS
B JIEJI0 MOCJIEAHUM JUCTOM. JIucT-3aBepurens coctaBisieTcs 1o (popme, ycTaHOBIeHHOH [IpaBmiamu
OpraHu3allii XpaHEHWs, KOMIUICKTOBAHHUS, Yd4eTa U HCIOJIB30BAaHUS JIOKYMEHTOB ApPXHBHOTO
¢dorna PO w apyrux apxXuBHBIX JIOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHaxX, OpraHax MECTHOTO
CaMOYIIPaBJIEHUS U OPTaHU3ALNAX, YTBEPKIEHHBIMU ITprKka3oM Pocapxusa ot 31.07.2023 Ne 77.

Bce mocnenyromyie W3MEHEHHsS B COCTaBE MW COCTOSHHMM Jeia (IOBPEXKICHUS, 3aMeHa
MNOMJIMHHBIX TOKYMCHTOB KOIIUAMU, MPUCOCAUHCHUEC HOBBIX TOKYMCHTOB U T. ,Z[.) OTMCYAKOTCA B JIUCTC-
3aBEepHTENIE Jejla CO CCHUIKOW Ha COOTBETCTBYIOIIUH aKT.

9.13. O6noXxka Jesl IMOCTOSHHOTO, BpeMeHHOro (cBbime 10 jer) XpaHEHUs U IO JUYHOMY
coctaBy odopmisercs 1o popme, ycraHoBieHHOH [IpaBwiamMu  opraHM3anuMu  XpaHEHUS,
KOMILJICKTOBAHUS, yueTa U MCIIOJIb30BaHUs JOKYMEHTOB ApxuBHOro (onna PO u apyrux apxuBHBIX
JIOKYMEHTOB B I'OCYJIJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYNpaBICHUS W OpraHu3alusx,
yTBEPKACHHbIMU Npuka3oM Pocapxusa ot 31.07.2023 Ne 77.

Ha o6no’xke €1 TMOCTOSHHOTO XpaHEHUs BBEpXY HpPEAyCcMaTpUBAaeTCs MECTO Ul
HalMEHOBAHUS MYHHMIMIIAIBHOTO apXHBa, B KOTOPBIH OHM OyAyT HEepeAaHbl, a TaKKe apXUBHOIO
mudpa B MpaBOM BEpXHEM U JICBOM HIDKHEM yTJax.

[Ipu odopmieHnn 00J0KKH J1eJ1 HaUMEHOBaHWE 00pa30BaTeNbHOM OpraHu3alluu yKa3blBaeTcs
MOJTHOCTBIO 10 YCTaBy, B UMEHUTEIILHOM T13/1eKe, COKPAIlEeHHOE Ha3BaHWE — B CKOOKax.

O0s3aTeNnbHBIMU PEKBU3UTAMU OOJIOKKH JIeia SIBIISIETCS yKa3aHUE KOJIMYECTBA JIUCTOB B JIEIE,
KOTOpOE TPOCTABJISAETCS HAa OCHOBAHWHU JIUCTA-3aBEPUTEISA Jejia, W CPOKa XpaHEHHUs Jnerna (Ha jenmax
MIOCTOSTHHOT'O XpaHEHUs MUILETCS: «XPaHUTh IMOCTOSHHO»), KOTOPBIM MEPEHOCUTCS Ha OOJIOKKY Jela
13 HOMEHKJIATYPBI ITOCJIE CBEPKH €r0 M0 CPOKaM XpaHEHUs B IEpEUHE.

9.14. lna ydera NOKYMEHTOB OIPEIEIIEHHBIX KAaTeropuil el MOCTOSHHOTO M BPEMEHHOIO
(cBbime 10 seT) XpaHeHuUs, y4eT KOTOPBIX BBI3bIBAETCS CHEUU(PUKON JaHHOW TOKYMEHTALMUU (JIMYHbIE
nena, 0ocob0 IEHHbIE), COCTABISIETCS BHYTPEHHSISI ONKCh JOKYMEHTOB Jena (hajiee — BHYTPEHHSSA
OIIHCB).

BHyTpeHHIOI0 Oonmuch HEOOXOIUMO TaKKe COCTABIATH B JieJlaX IMOCTOSHHOTO M BPEMEHHOTO
(cBoimie 10 net) xpaneHwust, cQOPMHUPOBAHHBIX MO PA3HOBUIHOCTSAM JOKYMEHTOB, 3arOJIOBKA KOTOPBIX
HE PacKphIBalOT KOHKPETHOE COJIEpKAHUE JOKYMEHTOB.

BHyTpeHHss onMCh COCTaBIIAETCS HAa OTJEIBHOM JHCTE 0 (opMe, ycTaHOBIeHHOH [IpaBuiamu
OpraHu3allMM XpaHEHMs, KOMIUIEKTOBAHUS, YYeTa U MCIOJIb30BaHUS JIOKYMEHTOB ApPXHBHOIO
¢onna PO u apyrux apxXuBHBIX JIOKYMEHTOB B IOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOTO
CaMOYIIPABJICHUS U OPTaHU3ALMAX, YTBEPKIEHHBIMU ITpHKa3oM Pocapxusa ot 31.07.2023 Ne 77.



K BHyTpeHHel onucH JieJ1a COCTaBIsI€TCS UTOTOBAsl 3aIIUCh, B KOTOPOU yKa3bIiBaeTcs Hudpamu
Y MPONHUCHIO KOJIMYECTBO BKIIFOYEHHBIX B HEE IOKYMEHTOB U KOJIMYECTBO JIMCTOB BHYTPEHHEH OMUCH.

BHyTpeHHsI1 OnMCh TNOANMCHIBAETCS €€ COCTABUTENIEM C YKa3aHHUEM JIOJDKHOCTHU, IOJIHCH,
pacmr(pOBKH MOANUCH U HyMEpYeTCs B JIeTie OTACIBHO.

10. Opranuszanusi OnNepaTUBHOI0 XPaAHEHHsI JOKYMEHTOB

10.1. C momeHTa 3aBeJieHUsI U A0 Mepeaaydn Jes B apXuB 00pa30BaTeIbHON OpraHu3anuu jaesna
XPaHATCS MO0 MECTY UX (POPMUPOBAHUS — B CTPYKTYPHBIX MOJIpa3AeIeHUsX.

PyxoBonurenu CTPYKTYPHBIX O/Ipa3eJICHUI U pabOTHUKH, OTBEUAIOLINE
3a JIeNONPOU3BOICTBO, 00s13aHBI 00ECTIeYUBATh COXPAHHOCTh JTIOKYMEHTOB U JIEI.

C OCJIbIO TIOBBIIIICHUA OIICPAaTUBHOCTH IIOHUCKa JOKYMEHTOB JcJIa  pacrojararoTcs
B COOTBCTCTBHUHU C HOMGHKJ'IElTypOfI JACII.

Ha KOopfCuiKax 00105KeK ACJI YKa3bIBAOTCA MHACKCHI ACJI II0 HOMCHKIIATYpPC.

10.2. Begaua e, 03HaKOMJIEHHE ¢ JOKYMEHTaMU, HAXOAALIMMUCS Ha ONIEPAaTUBHOM XpaHEHUU
B CTPYKTYPHOM TOJpa3JefieHnH, pabOTHUKaM 00pa3oBaTeNbHOM OpraHU3alMyd  MPOU3BOAMUTCS
C pa3peleHus: pyKOBOJICTBA.

10.3. UsbaTue JAOKYMCHTOB U3 JCJI IMOCTOAHHOTO XpaHCHUA HOITYCKACTCS B UCKIIFOUUTCIIbHBIX
ClIy4dasax, 110 3alpocaM KOMIICTCHTHBIX OpPraHoOB W MPOU3BOAUTCA C NMCbMCHHOI'O PAa3pClICHUA
PYKOBOJUTCIIA O6p8.30BaTCJIBHOI71 opranu3anvu € OCTaBJICHUCM B CJIC 3aB€pCHHOI>’I KOIIMKU JOKYMCHTA
M aKTa O IpUYHMHAax BbIAa49W IMOJIMHHUKA.

10.4. CamocTosiITeNIbHOE YHHUYTOXKEHHE JOKYMEHTOB B CTPYKTYPHBIX MOJpa3/IelIeHHsIX
00pa3oBaTeNbHON OpraHU3aIluy 3aMpenacTcs.

10.5. PaGOTHUKHM CTPYKTYpHBIX TOJApA3ICICHUN HECYyT OTBETCTBEHHOCTHh 3a COXPAHHOCTH
MOCTYNHUBIIUX K HUM JIOKYMEHTOB U aKKypaTHOE OOpallleHUue C HUMHU.

11. HOpﬂ)IOK nepeaavyu 10KyMEeHTOB HaXpaHCHUEC B apXuB OﬁpaSOBaTeJILHOﬁ opraumsanuu

11.1. B apxuB oOpa3oBaTeIbHOW OpraHW3alliy IMEepeaaroTcs Jieja MOCTOSHHOTO, BPEMEHHOTO
(cBoime 10 net) xpanenus. Mx nepenava npou3BOIUTCS MO OMHCSM JIEI.

3aKOHUYEHHbBIE JEIONPOU3BOCTBOM JI€NIa MOCTOSHHOTO, BpeMeHHOro (cBbiie 10 jiet) XxpaHeHus
10CJI€ OKOHYAHUS KaJIEHJApHOIO rojla, B KOTOPOM OHHU OBUIM 3aBeleHbl, MOAJEKAT O(POPMIICHHIO
B COOTBETCTBUU C HACTOSIIEH MHCTPYKIMEH U MepenartoTcsi B apXUB 00pa30BaTeIbHON OpraHU3allUU.
Ilpuem  ocymecTtBisercss 10 rpaduky, COINIACOBAHHOMY € PYKOBOJHUTEISIMH  CTPYKTYPHBIX
HOJpa3JeNIeHUI U yTBEP)KICHHOMY PyKOBOAMUTENEM 00pa30BaTENbHON OpraHU3aliH.

11.2. B nepuop mNOArOTOBKM CTPYKTYPHBIMH NOJPA3JEICHUSMH Jel K Iepelade B apXUB
00pa3oBaTeNbHON OpraHM3aluy OTBETCTBEHHBIN 3a apXUB MPEBAPUTENBLHO MPOBEPSET MPaBUIBLHOCTh



ux (popmupoBaHus, 0HOPMIICHUS U COOTBETCTBHE KOJMYECTBA JCJI, BKIIOYCHHBIX B OIUCH, KOIIMYCCTBY
JIeJ, 3aBEJICHHBIX B COOTBETCTBUM C HOMEHKJIATypoil. Bce BBIABIICHHBIE MPU TPOBEPKE HEIOCTATKH
OTBETCTBEHHBIE 32 JIEJONPOU3BOJICTBO CTPYKTYPHOTO TMOIpa3ieieHusi 00s3aHbl YCTPAHUTh.

11.3. Ilpuem Kaxaoro jena IPOU3BOJUTCS OTBETCTBEHHBIM 3a apXUB B IPUCYTCTBUH
OTBETCTBEHHOT'O 32 JEJONPOU3BOJICTBO CTPYKTYpHOro mojapasfeneHus. Ha skzemmispax omucu
IPOTUB KaXJIOTO JieJla, BKIIOUYCHHOTO B HEe, JETaeTcs OTMETKA O HAIWYMU Jefa. B KoHIe Kakaoro
HK3EMIUISAPA ONUCH YKa3bIBAIOTCS HU(PAMU U MPOMHUCHIO KOJINYECTBO (PaKTHUECKU MPHUHATHIX B apXUB
Jie7, HOMepa OTCYTCTBYIOIIMX /€N, JaTa MpueMa-Tlepegad Aei, MOJNNCH OTBETCTBEHHOTO 3a apXHB
U pabOTHHUKA, IEpPEIaBLIETO JIea.

11.4. lena B apXuB AOCTaBIISIFOTCS] pAOOTHUKAMHU CTPYKTYPHBIX [TOpa3/IeIICHUH.

11.5. B ciyuae JIMKBUIALIUA CTPYKTYpPHOTO NoJpa3/IeICHU OTBETCTBEHHBIN
3a JIENIONPOU3BOACTBO B TEYCHHE JIBYX MECSIIEB C MOMEHTA JIMKBUIAIMH TOApa3ieiacHust GopMUpyeT
BCE HUMEIOUIMECs JOKYMEHTHl U MepeJaeT B apXxuB oO0pa3oBaTeNbHOM OpraHu3aldd HE3aBHCHUMO
OT CPOKOB XpaHEHUS; TPU PEeopraHu3aluu 00pa30BaTeIbHON OpPraHU3AMHA JOKYMEHTHI MEpelatoTcs
[0 aKTy TMpHUEeMa-Tiepeadyd MPaBONPEEMHUKY WJIM TpPH OTCYTCTBHUHM TPAaBONPEEMHUKA — B
MYHUIIUTIATBHBIA apXUB.

12. DkcnepTH3a HEHHOCTH 10KYMEHTOB

12.1. DkcnepTr3a IEHHOCTH JOKYMEHTOB — OINpPE/AEICHNE COOTBETCTBUS JIOKYMEHTa U (WJIM)
JOKYMEHTOB KpUTEpHsIM €ro (MX) IEHHOCTH B LIENX ONPEJENCHUsS CPOKa XpaHEHUs M 0TOOopa
JOKYMEHTa U (WIM) JOKYMEHTOB JUIS nepefayd Ha XpaHEHHs B apXuBe 00pa30BaTEIbHON
OpraHU3alMK WIH BBIACICHUS K YHUYTOKEHHUIO 110 NCTEYEHUHN YCTAHOBIEHHOTO CPOKA XPAHEHHS.

12.2. DxkcnepTu3a IEHHOCTH JOKYMEHTOB B 00pa3oBaTeNbHOW OpraHH3alMd Ha CTaJuu
JI€TOTPOU3BOICTBA TPOBOIUTCS:

. MIPU COCTaBJIEHUHU HOMEHKJIATYPHI €T,

J B IIporiecce (popMHUpPOBaHUS 1€ U MPOBEPKH MPABUIBHOCTH OTHECEHUS! TOKYMEHTOB
K Jlenam;

. MIPH MOJITOTOBKE JIeJT K MOCTEAYIOIIEMY XPaHEHHIO;

J B apXUB€ B MPOIECCe MOATOTOBKH HAa XpaHEHUE B MYHUIIUTIAIILHOM apXUBE.

12.3. JIast opranu3anuy 1 IpoBeIeHHsI 3KCIIEPTU3bI IICHHOCTH JOKYMEHTOB B 00pa30oBaTeIbHOM
OpraHU3aIMK CO3/IA€TCsI TIOCTOSTHHO JACUCTBYIOIIAs KcrepTHas komuccus (nanee — IK).

12.4. ®ynkuun u npasa DK, a Taxke opraHuzainus ee paboTbl ONpeAessercs MOJ0XKEHUEM,
KOTOpOE YTBEPKIAETCA PYKOBOIUTEIEM 00pa30BaTEIbHOM OpraHu3aIii.

12.5. DkcnmepTuza UEHHOCTH JOKYMEHTOB IIOCTOSSHHOTO W BPEMEHHOIO  XPaHEHHUsS
OCYIIECTBIISIETCS  €XKETOJHO B CTPYKTYPHBIX MOApA3JeNeHUusx o0pa3oBaTeNbHON OpraHu3aluu
HENOCPEACTBEHHO JIMIIaMH, OTBETCTBEHHBIMH 32 JICJIONPOU3BOACTBO, coBMecTHO ¢ DK mpu
HEMOCPEJCTBEHHOM  METOAMYECKOM pPYKOBOJICTBE PYKOBOAMTENS apXuBa 00pa3oBaTelbHON
OpraHu3aIliy.



12.6. OtOOp MAOKYMEHTOB Ul IIOCTOSSHHOI'O XpAHEHHUs IPOBOJUTCS B COOTBETCTBHHM
C HOMEHKJIATYypOH el 00pa3oBaTeIbHOW OpraHW3aliy, THUIIOBBIMH W BEIOMCTBEHHBIMH TICPEUHSIMHU
JIOKYMEHTOB C YKa3aHHEM CPOKOB MX XpPaHEHUs ITyTeM MOCTPAHUIHOTO IMPOCMOTpA JEII.

B ACIaX TMOCTOAHHOTO XPaHCHHA IMOJJIC)KAT U3BATUIO I[y6JIeTHI>Ie SK3CMIIAPbI JOKYMCHTOB,
YCPHOBHKH, HGO(l)OpMJIeHHBIC KOIMIMU JOKYMCHTOB U HC OTHOCAIIUCCA K HUM JOKYMCHTHI.

Hena c ormetkoit "OIIK"/"OK" mnonBepraroTcs Takke MOJUCTHOMY MPOCMOTPY C IENBIO
oTpezieNieHus] U BBIACNEHHUS U3 UX COCTaBa JOKYMEHTOB, MOJIJISKAIINX MOCTOSHHOMY XpaHeHuo. Jlena
cormerkoit  "DIIK"/"OK«, conmepxamme TOKYMEHTBl IIOCTOSIHHOTO  XpAHEHHWs, IOJAJeKaT
nepeopMUpPOBaHUIO.  BblfeneHHble U3 UX cocTaBa  JIOKYMEHTbl ~ IOCTOSIHHOIO  XpaHEHUs
NPUCOCTUHSAIOTCS K OJHOPOJHBIM JIeJaM B OOPMIISIOTCS] B CAaMOCTOsITeNbHBIE fena. CpoKu XpaHeHHs
JeN,  COAEpXKAaIlMX  OCTaBIIMECS  JOKYMEHTbl  BPEMEHHOIO  XpaHEHHs,  OIpPEAEISAIOTCS
10 BEIOMCTBEHHOMY (M TUIIOBOMY) TIE€PEYHIO JOKYMEHTOB C YKa3aHMEM CpPOKOB HX XpaHEHUs
U HOMeHKJaType nen. [loammBka BHOBb C(OPMHUPOBAHHBIX J€J1 TPOMU3BOJAUTCA TOJBKO TIOCIE
3aBEpIICHUS SKCIIEPTU3bI IEHHOCTU JOKYMEHTOB.

OnHOBpeMEHHO ¢ OTOOpPOM JOKYMEHTOB IOCTOSSHHOTO U BpeMeHHOro (cBeime 10 mer)
XpaHEHUs s Tepefdadyd B apXuB B CTPYKTYPHBIX TOJpa3AeNeHUs X MPOBOAUTCS OTOOp Aen
U TOKyMEHTOB BpeMeHHoro (mo 10 mer) XxpaHeHus, MOANEXKANMX JalbHEHIIEMYy XpaHEHHUIO
B CTPYKTYPHBIX TOJPA3JICTICHUSAX, BBIJCICHUE K YHUUTOXKEHHUIO JCNl 3a MPEAbIAYyIINe KaJleHIapHbIE
roJibl C UCTEKIIMMHM CPOKamMu XpaHeHus. [Ipm 3TOM yuuTBHIBAIOTCS OTMETKM B HOMEHKJIAType el
«Jlo munoBanus HanooHoctu» (AMH), «I1pu ycinoBuu 3aBepiiieHust IpoOBEPKHU (PEBU3UU)» U T. II.

[lapannenpHO HpOBEpSETCS KAadyecTBO W MOJIHOTA ACWCTBYIOIIEHM HOMEHKIATYpPHI e
o0pa3oBaTeNbHONW OpraHU3alluM, MPABHJIBHOCTh OIPEICNICHUs] CPOKOB XpaHEHMs [eJl, 3aBEJCHHBIX
B COOTBETCTBHHM C HOMEHKJIATypol [el, COOJIOJCHHE YCTaHOBJIEHHOTO TMopsaka o(pOpMIIEHUS
JOKYMEHTOB M (DOPMHUPOBAHUS eI

12.7. ApXHB MPOBOJMT DKCIEPTU3Y IEHHOCTH JOKYMEHTOB IPH OTOOpPE MX Ha XpaHEHHE O]
HEMOCPEACTBEHHBIM ~ METOJMYECKHM  PYKOBOJCTBOM  MYHHUIIMIAIBHOTO OpraHa  yIpaBlICHUS
00pazoBaHHEM.

12.8. B cnyuae oOHapykeHHsI B Ipoliecce MPOBEACHHUS IKCIEPTU3BI IIEHHOCTH JIOKYMEHTOB
B apXMBC HCAOCTaA4YU JOKYMCHTOB IIOCTOAHHOTO XpaHCHHUSA COOTBCTCTBYIOIIUMH CTPYKTYPHBIMU
noJipa3fiefiecHusIMU 00pa30BaTEIbHON OpPraHU3alUU JOKHBI OBITH MPUHSATHI MEPHI MO PO3BICKY ITHX
JTOKYMEHTOB.

CrpykTypHble mNoOApa3AeiacHus 00pa30BaTEIbHOW OpraHM3aluu 00s3aHbl CHCTEMATUYECKH
ONMCHIBATh JOKYMEHTHI IO JUYHOMY COCTaBY M JOKYMEHTBbI BPEMEHHOro xpaHeHus (cBbie 10 ner),
o0ecreunBaTh UX COXPAHHOCTb U yUerT.

12.9. Ha Bce 3aBepIIeHHBIC JETONPOU3BOACTBOM Jiela IOCTOSHHOTO, BPEMEHHOTo (CBBIIIE
10 neT) XpaHEHHWs U IO JIUYHOMY COCTaBYy, MpPOIICAIINE HSKCHEPTH3Y IIEHHOCTH W O(POPMIICHHBIE
B COOTBETCTBHH C HACTOALIMMH TPEOOBAHHUSIMHU, €KETOJHO COCTABISAIOTCS omucu aen. OTtnenbHas
ONMCh JeNl TPEeACTaBiseT coO0OM IepeueHb el C CaMOCTOSATENbHOM BajoBO  (MOPSIKOBOI)
HyMEpPALMEH.



Onucu n1en CcOCTaBIISIFOTCSL OTAEIBHO Ha Jiela IMOCTOSHHOTO XpaHEHHUs, Jejla BPEMEHHOI'O
(cBemme 10 ytet) xpaHeHus, fAeja MO JUYHOMY cocTtaBy. Omnucu nen ohopMistoTces 1o dhopmam,
YCTaHOBJICHHBIM HpaBI/IJ'IaMI/I opraHu3aliii XpaHCHHUS, KOMIIJICKTOBAHHA, Yy4€Ta W HUCIIOJIbB30BaAHUA
JOKYMEHTOB ApxuBHOro ¢onna PO u npyrux apXxuBHBIX JOKYMEHTOB B IOCYJapCTBEHHBIX OpraHax,
opraHax MECTHOro CaMOYIIPaBJIICHUA | OpraHu3anusax, YTBCPKACHHBIMU IIPHUKA30M PocapprBa
ot 31.07.2023 Ne 77.

Onucu 11e1  COCTaBISIFOTCSL B KaXXJAOM CTPYKTYpPHOM TOJpPA3A€ICHUM 00pa30BaTeIbHON
OpTaHU3aINH €KETOAHO B IBYX DK3EMIUIAPAX.

Ilo 3TuM onucsIM noapa3aciiCHus CAA0T NOKYMCHTHI B apXHB 06p330BaTeHLHOI>'I OpraHu3anunu.

OTBETCTBEHHOCTH 3a CBOCBPEMCHHOC U KaUCCTBCHHOC COCTABJICHUC omucen aen CTPYKTYPHBIX
HO,Z[pa?:,Z[eJIeHI/Iﬁ HCCYT PYKOBOJAHUTCIIN 3THUX nonpa:«;z[eﬂeHHﬁ.

12.10. Tlepen BHeceHHEM 3aroJIOBKOB JIeJI B OMKCH IPOBEPSIIOTCS KadyecTBO (POPMUPOBAHUS
u 0(1)0pMJ'I€HI/I$I ACJI, COOTBCTCTBUC KOJHUYCCTBA ACJI, BHOCUMBIX B OIMKCH, KOJIMYCCTBY 3aBCACHHLIX ACII
[0 HOMEHKJIaType 00pa3oBaTeIbHON OpraHU3alllu.

IIpu npocMoTpe zen NpoBEPAIOTCS:

COOTBETCTBHE 3aroJIOBKa JIeJia COACP KaHUIO JOKYMEHTOB B JIEIIE;
NPaBUWIBHOCTD OPOPMIICHHS U TPYIIITUPOBKHU JTOKYMEHTOB, BKIIOUEHHBIX B JIEJIO;
Ka4eCTBO IMOJAIIMBKY WM MEpEeIlieTa Aena;

NpaBUIBHOCTH HyMEpAInH JIMCTOB JeNa;

HaJIM4Ke B JIeJIe B HEOOXOIUMBIX CIIy4asx BHYTPEHHEW OIUCH;

NPaBUWIBHOCTH OPOPMIICHHS OOIOXKKH JIENa;

HaJIMY¥E U MPaBUIBHOCTH OOPMIICHUS JIHCTa-3aBEPUTEIS Jera.

B ciiydae oOHapykeHUsI HapylIeHUs YCTaHOBJIEHHBIX HpaBuil (HOPMHUPOBAHUS M OPOPMIICHUS
JIeJ1 OHU JI0JIKHBI OBITh YCTPaHEHBI.

B cnyuae  oOHapyxeHHsT  OTCYTCTBHSL  JeJI, YHCIALIMXCA 10 HOMEHKJIAType  Jiel
00pa3oBaTeNbHON OpraHu3aIii, CTPYKTYPHBIM MOIPa3AeICHUEM TPUHUMAIOTCS MEPHI IO UX PO3BICKY.
OOnapyxeHHbIE JieJa BKJIIOYAlOTCs B omuch. Ecnu mnpuHsATbIE Mepbl HE Aald  Pe3yJbTaToB,
TO Ha HEOOHAPY’)KEHHBIE JIeJla COCTABJISIETCS CIpaBKa O MPUYMHAX OTCYTCTBUSA €N, KOTOopas
MOJIMUCHIBACTCA PYKOBOJUTENEM CTPYKTYPHOTO TOJpAa3AeNeHUs U MepelaeTcsi BMECTE C OMHChIO el
CTPYKTYPHOTO MOJpa3/ieieHHs B apXUB 00pa30BaTeIbHONU OpraHU3aIiH.

12.11. IIpu cocTaBieHN# ONUCH e COOMIOAAIOTCS CASAYIOIINE TPEOOBAHUS:

. 3aroJIOBKH JIEJI B ONKMCH JIOJDKHBI COOTBETCTBOBATH 3aroJIOBKaM JIeJI B HOMEHKIIAType
el W TOMYy, 4YTO BBIHECEHO Ha OOJOXKKY, B COOTBETCTBUM C MPUHSATOM CXEMOH
CHCTEMAaTH3aIlNH;

. KaXJI0€ J€JI0 BHOCUTCS B OMKCH MOJI CAMOCTOSITEIBLHBIM MOPSIKOBBIM HOMepOoM. Ecin

ACJIO COCTOUT U3 IBYX H OoJiee vacTell WM TOMOB, TO KaXJas 4aCTb HJIM TOM BHOCHTCA
B OITHMCH IO CAaMOCTOATCIIbHBIM HOMCPOM.

12.12. I'padpl ommcu 3amOIHSAIOTCS B TOYHOM COOTBETCTBHHM C TEMH CBEJICHUSMH, KOTOpPHIC
BBIHECEHBI Ha O0JIOXKKY Jiena.



12.13. Ilpu BHECEHUU B ONKCH MOAPA AE] C OJUMHAKOBBIMU 3ar0JIOBKAMU MMULIETCSI IOJTHOCTHIO
3aroJIOBOK IIEPBOTO JIeNa, a BCE OCTANIbHBIE OJAHOPOJHBIE Jiena 0003HayaroTCs ciioBaMu «To xey, mpu
TOM JpYrH€ CBEIEHHUS O JejJaX BHOCATCS B ONUCh IOJHOCTHIO (HA KaKIOM HOBOM JIUCTE OINHCU
3aroJI0BOK BOCHPOU3BOIUTCS ITOJHOCTBIO).

12.14. TIpada onmcu «lIpumeuanue» wucmomb3yercs UIsI OTMETOK O IpUeMe  Jel,
00 0COOEHHOCTSIX WX (PU3UYECKOTO  COCTOSIHHUS, O Mepefade  JAel  JAPYTHM  CTPYKTYPHBIM
MOJIPa3ACIICHUSIM CO CCHUTKON Ha HEOOXOIMMBIN aKT, O HATUYUU KOTTUHU | T. 1.

12.15. B KoHIIe onMCH BCE 3a IMOCIIeAHEH ONHCATENLHOM CTaThel IenaeTCs UTOroBas 3allkcCh,
B KOTOpOW yKa3biBaeTcs (MudpaMu U MPOMHUCHIO) KOIUYECTBO JAEJ, YUCISIIUXCS 1O OMHCH, MEPBBIN
Y TIOCTICTHUW HOMEpa JIeT TI0 OIKCH, a TAK)KE OTOBAPHUBAIOTCS OCOOCHHOCTH HyMEpaIluu JIeJ B OIHCU
(TuTepHBIe HOMEpA JeN U PONYIIEHHBIE HOMEpa).

12.16. Omnuce naen  CIPYKTYpPHOIO TOJPA3AEICHUS IMOANMCHIBAETCS  PYKOBOIUTENIEM
CTPYKTYPHOTO MOJIpa3/ieeHusl.

Ommcu CTPYKTYPHBIX HO,Z[paS,I[CJ'ICHI/Iﬁ CIIy’KaTt OCHOBOM AJI1 COCTaBJICHUA IOAOBOIO pasjaciia OIIMCHU
pI(SA) | O6p330BaTeHBHOﬁ opranmMzalvu, IMPECAUCIOBUA, THUTYJIBHOI'0 JIMCTA, IIOATIOTOBKA KOTOPOIro
BO3JIaracTcCsa Ha apXuB O6pa30BaTCHBHOﬁ OpraHu3alnuu.

12.17. Tlo pe3ynpTaTaM 3KCIEPTH3bl ILIEHHOCTH JOKYMEHTOB COCTAaBJISIOTCS OINWCH Jel
MOCTOSTHHOTO, BpeMeHHOro (cBbimie 10 jeT) XpaHeHHs U MO JUYHOMY COCTaBy, a TaKKe aKThl
O BBIJICJIEHUH JI€] K YHUUTOXKEHHUIO.

12.18. AKT 0 BBIJECJIIEHUU K YHUYTOXKEHHIO JIOKYMEHTOB COCTaBIISIETCS, KAaK IPAaBHJIO, HA BCE
nena oOpa3oBaTeNbHOM opraHm3anuu. Ecioy B akTe yKa3aHbl Jefla HECKOJbKUX CTPYKTYPHBIX
noJipa3iesieHui, TO Ha3BaHUE KaXXJIOTO CTPYKTYPHOI'O MOJpa3zesieHUs] yKa3blBaeTcs INepel Tpynioi
3aroJ0BKOB JIeJ1 3TOT0 MOJpa3esieHusl. 3ar0JIOBKM OJHOPOIHBIX Je]I, OTOOPAHHBIX JJISi YHUUTOKEHUS,
BHOCSITCSI B aKT MOJ] OOIIUM 3arojIOBKOM C YKa3aHHEM KOJIMYECTBA JeJl, OTHECEHHBIX K JaHHOU IpymIie.
Jlena BKJIIOYalOTCA B aKT O BBIACIEHUM UX K YHUUTOKEHUIO, €CIIU IPETyCMOTPEHHBIN I HUX CPOK
XpaHeHusT HUCTeK K | ssHBaps roja, B KOTOPOM COCTaBJE€H aKT, NpPU HAJIWYUHU YTBEP>KICHHON
(cormacoBaHHOM) OINKCH 32 3TOT MEpPHOJ. AKT O BBACIEHUM K YHHUUTOKEHHUIO JOKYMEHTOB
cocrasisercst ¢popme, ycraHoBlIeHHOH [IpaBunaMu opraHuzanuy XpaHeHUs,, KOMIUIEKTOBaHMs, ydeTa
U UCTOJb30BaHUS  JIOKYMEHTOB  ApXxuBHOro ¢oHga P® u apyrux apXuBHBIX JOKYMEHTOB
B TOCYZJApPCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIPABJICHUS M OpPraHU3aLUsAX, YTBEPKAECHHBIMU
npukas3oM Pocapxusa ot 31.07.2023 Ne 77.

CornacoBannbie OK 00pazoBaTelbHON OpraHM3allMd aKThl YTBEPHKIAIOTCA PYKOBOIUTEIEM
06pa30BaTeHBHOﬁ OopraHu3alvi IpH HAJIWYHUKU YTBCPKIACHHBIX ornmcei ACT TOCTOAHHOI'0 XPAaHCHUA
M COTJIACOBAHHBIX OMMCEH Jell 1Mo JMYHOMY COCTaBYy 3a TOT )K€ IEPHO/I, IOCiIe 4ero oOpasoBaTenbHast
opraHu3anyvs UMECT IIPaBO YHUUTOXATh [A€JIa, BKIIOUYCHHBIC B JaAHHLIC aAKThI.

Horpysxa 1 BBIBO3 Ha YTWJIM3alUIO OCYHICCTBIIAIOTCA IIOA KOHTPOJIEM OTBCTCTBCHHOI'O 3a apXUB
06p&30BaTeJH>HOI\/JI opraHu3aluvu UJIM OTBCTCTBCHHOI'O 3a ACJIIONIPONU3BOACTBO.

13. Ilepenaya 10KyMEHTOB HAXpaHEHHE BMYHMIMIIAJIbHBIN apXUB



13.1. Ilepenaue Ha XpaHEHHE B MyHHUIMIIAJIbHBIA apXUB IOJUIEKAT JTOKYMEHTHI BPEMEHHBIX
(cBbimie 10 yeT) cpokoB XpaHEHMs, B TOM 4YHCJIE IO JUYHOMY COCTaBYy, €CJIM MHOE HE YCTaHOBJICHO
JEUCTBYIOIIUM 3aKOHONATEIbCTBOM.

13.2. Ilepenaya nen B MyHULMIAJIBHBIM apXHWB OCYIIECTBISETCS IO aKTy IpHEMa-Iepeladu
apXMUBHBIX JOKYMEHTOB Ha XPaHEHUE U B 3apaHEe COTNIACOBAHHBIE C MYHUIUIIAIBHBIM apXUBOM CPOKH.

14. Ucnosib30BaHMe JOKYMEHTOB apXuBa 00pa30BaTe/IbHON OPpraHu3anuu

14.1. JlokyMeHTBI U Jie1a, HaXOAsIIMecss Ha XpaHEHUU B apXUBE, NMPEACTABIAIOTCS paOOTHUKAM
CTPYKTYPHBIX TOJpa3JeNeHui Juisi paboThl B MOMEIIEHUH apXyWBa WM BO BpeMEeHHOe (He Ooiee
MecsI1a) MOJIb30BaHNE BHE apXHUBa IO/ PACITUCKY B JKypHAJIe y4eTa BeIIauu jael (mpuiokeHue Ne 6).

14.2. PaGoTHukH O6p&30BaTCHLHOI>'I opranu3an HCCYT OTBCTCTBCHHOCTHL 3a COXPAaHHOCTH
W IPaBUJIbHOC HUCITOJIb30BAHUE ITOJTYUYCHHBIX apXHUBHBIX JOKYMCHTOB.

14.3. U3bpATHE [OKYMEHTOB U3 apXWMBHBIX JIell, Mepefadya paOOTHHKAM CTPYKTYPHBIX
MoJIpa3feieHuil apXUBHBIX JOKYMEHTOB WM HX KONMUH paOOTHUKAM JPYrHX OpraHu3anuii 0e3
pa3pelieHus: pyKoBOJCTBA HE JAOIyCKAeTCsl.

14.4. TIpu paboTe ¢ apXMBHBIMH JOKYMEHTaMH HE pa3peliaeTcsi BHOCUTh B HUX MPaBKY, JeJaTh
MOMETKH, paboTaTh C HUMU BHE CITyKEOHBIX MTOMEIICHUH.



MpunoxenHune 1

ITpunoxenue 1

K UHCTPYKIUU IO BEICHUIO JIEJI0BOM JOKYMEHTALUU
B MOY «MapTbeIiHOBCKas IIK0JIa iMeHH Hukomast

Konokomnosa» JIxankoiickoro paitoHa PeciryOmmiku

Kpem
dopma KypHaJa y4yeTa ne4yared ¥ IITAMIIOB
o0pa3oBaTe/IbHOI OPraHU3aALUU
Pesynbrarbl .
HanmeHoBaHUue . OTTUCK nevaTen
HaumeHoBaHue exerogHom
noapaspaeneHus, OTmeTKa 06 (wTamnos)
ne4yatu OTTUCK Noanuce, npoBepKun
AONKHOCTb YHUUTOXKEHUM, ana
Nen/n |(wramna), uHMumatop |neuyatu yaocToBepaiowan Hannumua MpumeuaHune
nonyyarens u . Homep YHUUTOMKEHMUS,
3aKa3a, wramna) nosnyuyeHue, garta nevareit
damunna aKTa u parta parta
AaTa nocTynneHus M WITaMnos,
nonyyarens Bo3Bpara
AaTa NpoBepKu
1 2 3 4 6 7 8 9
®opma Knuru/ sxypHaja perucrpauuu NpuKazoB
00pa3oBaTe/IbHOW OpraHu3amum.
ITo ocHOBHO¥ J1eATEJILHOCTH
No Hara Hone Cpox ucnos{ OTrMerka 00 HCIOJTHEHUH
. NpHUKa- P Conepxanue HcnosHuTeap  [HeHUsA
n/n NMpHUKa3a
3a
O npoBeneHnn 30.08.2022  |CHAT ¢ KOHTPOJIS
25.08. KOMILIEKTOBaHMS 30.08.22
1 74-0O dHUO
2022 rneaaroruyeckKux
KaJpOB
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ITo xagpoBBIM BOIpocam

Ne ara npukasza | Homep npukasa Bua npukasa DPUO coTpyaHuKa OcHoBaHHE
/o p p np p PY
T Ne 25 ot
1 14.10.22 77-K [Tpuem [()4(0) 14.10.2022
Ilo KOHTHMHTeHTY 00y4aKOUIUXCS
Ne Homep npuka-
w/n JarTa npukasa 32 Buja npuka3sa PU odyuaromerocs OcHoBaHue
3asiBIICHUE POJIUTEIICH
| 28092022 35.y 3auncenue U ot 27.09.2022
Ne 46
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[Ipunoxenue 2.
K HHCTPYKIUH 110 BEAECHUIO AETIOBOM TOKYMEHTAIIH
B MOY «MapTtsiHOBCKas 1mkona umMeHn Hukomnas



Konokonosay Jxxankoiickoro paiiona PeciryOmamku
Kppm

®opma Knuru/ ;kypHajia perucTpanuu pacnopsikeHui
o0pa3oBaTe/IbHOI OpPraHu3anuu.

Ne ni/m Hdara Homep pacno- Conenskane K10 moxnmeca Cpox ucnosiHeHusi{)TMeTKa 00 HCH
B pacnopsizKeHHus PsSiKEHUs Aep 8 MOJTHEHUH
®.10. O noesze yyamuxcs Crar ¢
1 20.10.22 37-P R, KH me 22.10.22 KOHTPOJI
P 22.10.22
®opma Knuru/ s;kypHajia perucTpanuu npoToKoJioB
00pa3oBaTeIbHOI OpraHu3anuu.
Ne i/ Ne nporokosa JlaTa ero IToBecTka DHA
perucrpanuu

IIpunoxenue 3
K WHCTPYKIIMH I10 BEJICHHIO JI€TI0BOM JOKYMEHTAalUN
B MOY «MapTtbeiHOBCKas mikosia uMeHn Hukonas
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Konokonosay Jxxankoiickoro paiiona PeciryOmamku

Kppm

(I)opMa PErUCTPAIIMOHHOIO KypHaJia BXOAAIIUX JOKYMECHTOB

o0pa3oBaTe/IbHOW OpPraHu3aIuu
JlaTa Pe3osonnst niu
) NMOCTYIJICHUS " KOMY HanpaBJieH .
Ne i/ aTta u HoMep [KoppecnionaenT| Kpartkoe coaep:xaHue OtMmeTka 0
AOKYMeHTa/ A p Ropp A p Aaep AOKYMEHT
AOKYMEHTA, HUCIIOJTHEHUH
BXOISAIIMHA |NPUCBOCHHBIN (moanmucey,
1 2 3 4 5 6 7
®opMa perucTPANMOHHOIO0 KYPHAJIA UCXOASAIIMX TOKYMEHTOB
0o0pa3oBaTeJbHON OpPraHu3anun
o aTa U Home
PerncrpaumoHHbIi A P
Ne lara KpaTkoe AOKYMEHTa, Ha
Homep Aapecat UcnonHutennb
n/n MOKYMEHTa coAep’KaHMe  [KoTopblit
MOKYMeHTa
\naeTtca orser
1 2 3 4 S5 6 7
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[Ipunoxxenue 4

K WHCTPYKITUH 10 BEJICHHUIO IEJI0BOM

uMmenn Hukomnasa KosokomoBay

Jxankoiickoro paiiona Pecriy6nuku Kpeim

HOMEHKJUIATYPA JEJI
MOY «MapTtbiHoBckas mkoJa uMmenn Hukosas KonokonoBa»

J:xkankoiickoro paiiona Pecnyosmnku Kpbim

nokymeHTanuu B MOY «MapThIHOBCKas IITIKOJIA

Kouau4vecTBo Cpox  xpauemus
Hupexe |3arojoBok aesa
ena TOMOB u Ne cratbu mo | [Ipumevanne
(4acreii) TIEPETHIO
1 2 3 4 5
01. PykoBoacTBO (KaHLesIPUs)
HopmatuBHbIe paBOBbIE aKThI h
0
OpPraHoB, OCYIIECTBIISIIOIINX
ermte B chepe MUHOBaHUS
MIpaBJI
yip p HaJO0OHOCTH
01-01 |oOpa3oBanus, 3aBeneHo
. «O» CT. 3,
erjlaMeHTUPYIOIINE
p6 Py . «O» cT. 4
oOpa3oBaTeIbHBIE OTHOIIICHHS.
p TII 2019
Komuu
ITocTostHHO I
ocCJIe 3aMEHBI
01-02 |YcraB OO ct. 28 TII
HOBBIM
2019
o
CBHUAETEIBECTBO O IOCTAHOBKE MHUHOBaHUS
[Tepexonsiee
01-03 |Ha y4eT B HAJIOTOBOM OpraHe HaJ00HOCTH, 2012
c
(MHH) cT. 24 TII
2019
C IlocTossHHO I
BUJICTEIILCTBO O BHECCHUH epexoadIiee
01-04 cr. 24 TII P
3anucu B EI'PIOJI c 2012
2019
01-05 |HoxymeHTEI (JOrOBOD, Jlo Tlepexossiee
KOHTPAKT, CBUJICTEILCTBA) Ha aukBumanuu | © 2012
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IIpaBO OIICPATUBHOI'O

BT TBO . OopraHu3aIuu
[IPABJICHUSI UM TBOM, H
yip Y ’ ct. 93 TII
PaBo MOJIb30BAHUS 3€METbHBIM 2019
y4acTKOM
ITocne
5 mer IIPEKPALLECHNS
01-06 |JInneH3uu U NOPUIOKEHUA K HUM ct. 55 TII NEUCTBUA
2019 JINIIEH3UU
[Tepexonsiee
c 2018
o
CBUOETENBECTBO O JIMKBU AU
5 [Tepexonsiee
01-07 |rocymapcTBEHHOM OpraHu3alui, 2018
c
aKKpeIUTaIuu cT. 61 TII
2019
CanurapHo-
SIUAEMHOJIOTHYECKOE
3aKJIIOUYEHNE Ha
5 5 net, OIIK i
0o0pa3oBaTeIbHYIO epexosIee
01-08 [P Y cr. 429 TII P
NS TEIbHOCTh, CAHUTAPHO- 2019 c2018
SIUAEMHUOJIOTHYECKOE
3aKJII0OUCHHUE Ha METUIIUHCKYIO
NEATENbHOCTD
TocymapcTBeHHOE/ IocrosHHo
01-09 . «0» cT. 198
MyHUIIMTTATBHOE 3a/IaHUE TII 2019
OTueT O BBINOJIHEHNUH TToCTOSHHO
01-10 roCyJapCTBEHHOT0/MyHHIMIIAID m. «a» cT. 211
HOT'O 3aJ{aHUSs TI12019
01-11 |IIporpamma pa3BUTHS TMoCTOSHHO Tlepexossiee
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cr. 193 TII
2019

¢ 2020

HpOTOKO.]'II;-I KOJIJICTHAJIBbHBIX

IlocTostHHO

01-12 . «<B» CT. 18
OpraHoB T 2019
[IpoTOKOJIBI COBELIAHUI TTPH Hocrosrio

01-13 If CKTODE H P . «e» cT. 18
AHPEITOP TIT12019
[IpoTokosibl 00IMMX COOpaHUit Hocrosrio

01-14 p6 THH;I 5 B P . <«GK» CT. 18
PADOTHIKS TIT2019
Knura/xypHan peructpaiuu [TocTostHHO

01-15 |opuka3zoB O OCHOBHOU . «a» cT. 182
JesITeILHOCTU TII 2019
et . [TocTrosaHHO

01-16 PHIASHL HO OCHOBHOM . «a» cT. 19
NEeATEeNbHOCTU T 2019
[Ipuka3bl 0 KOHTUHTEHT Hocrosrio

01-17 06p AOLIIXCS Y m. «a» cT. 19

AR TIT2019
Kuura/>xypHan peructparuu [TocTosaHHO

01-18 |mpuKa30B 110 KOHTUHIEHTY . «a» cT. 182
00yUaroImmnXxcs TIT 2019
[Tpukassl/pacniopssKeHUs 110 5 et

01-19 |agMuHHCTpaTUBHO- n. «o» ct. 19
XO35IMCTBEHHBIM BOIIPOCaM TIT 2019
Knura/>xxypHan peructpaiuu 5 1T

0120 MIPUKA30B/pacOPsIKEHUM 110 0 «By or. 182

aIMUHUCTPATUBHO-
XO3IUCTBEHHOM JEITSIbHOCTHU

TII 2019
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JlokanbHBIE HOPMATUBHBIC AKTHI ITocTosuHO
01-21
110 OCHOBHBIM BOIIPOCaM ct. 8 TIT1 2019
JIOKyMEHTBI 0 IPOBEPKAX (aKThI, 10 ner
01-22 |cmpaBku, mepenucka) opraHaMu cr. 141 TII
TOCKOHTPOJIS (Haa30pa) 2019
HucTpykmnus mo Hocrosmmo ITocine 3amensl
0123 |~ Opy0H3 - cr. 28 TIT )
JIOIIPOU3BOJICTB HOBBIMH
ACIOTPOMSBOACTEY 2019
ITocTostHHO CTpyKTypHBIX
01-24 |Homenknartypa aen ct. 157 TII MOJIpa3/ICIICHU
2019 U — 3 romga
OOpartieHust TpakaaH U 5 et OIIK
01-25 |mepenucka no ux ct. 154 TII
PAaCCMOTPEHUIO 2019
Kypnan perucrpanun > net
01-26 6yp pereTpant . «e» cr. 182
0o0paleHnii rpaxIan TI1 2019
o
Kypnan ydyera BeIjaun neyarei THKBHAAIIH
01-27 ypa (})’ A OpraHu3aluu
U ILITaAMIIOB
ct. 163 TII
2019
ITpu
OTCYTCTBUU
KHMT,
AKTBI YHUUTOXKEHUS IeYaTed u 3 roma ’)KYpHaJIOB
01-28 HITaMH};B cr. 164 TI O”ZFI;ICKOB ;1
2019
CJICTIKOB — 10
JIMKBUIAIUA
OpraHu3aiuu
01-29 KypHai perucrpanuu S mer
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BXOJISAIINX TOKYMEHTOB

. «m» CT. 182

TII 2019
JCVDHAT De a 5 et
H
01-30 cyz P mcip il . «T» cT. 182
UCX
JSIIAX IOKYMEHTOB TII 2019
[TyOnmuuHbIi qOKIam 0 padoTre Hocrosmmo
01-31 miom ACIIAAO P cr. 209 TII
2019
IlocTossHHO
01-32 |[Oryer 0 camM000CIEI0OBAaHUA ct. 209 TII
2019
ITocTossHHO
01-33 |T'oxoBo# miaH pabOTHI HIKOJIBI . «a» cT. 198
TII 2019
o
OrnepaTUBHBIC TJIaHbBI MHUHOBAHUS
01-34 |(xBapTasibHBIC, MECSTUYHBIC) HAJT00HOCTHU
pabOThI HIKOJIbI ct. 201 TII
2019
02. O0pa3oBaTe/ibHasA 1€ATEJIbHOCTD
OO6pa3zoBaTrenbHBIC MPOTPAMMBI Jlo 3amMeHBbI
[Tepexonsiee
02-01 |IIKOIBI IO YPOBHSIM OOIIETO HOBBIMU <2017
roga
00pa3oBaHus ct. 271 TIMII A
J1o 3aMeHBI
JlonoaHUTEIbHBIE [Tepexonsiee
02-02 oOpa3oBare € mporpa HOBBIMH 2020
BaTeJbHBIE IPOT
P POTPAMMEL cr. 271 IMIT |€ 70 O
[IpoToKoIbl 3acenaHuit IlocTossHHO
02-03 |memaroru4eckoro COBeTa U . «1» CT. 18

AJOKYMCHTBI K HUM

TIT 2019
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Knura yuera npoTokosos

10 neT

02-04
MeJaroru4eckoro CoBeTa ct. 335 TIMII
JIOKyMEHTBI 110 aHAIU3y U
02-05 |KOHTPOIIXO 0OpaA30BATENLHOM Hoctosmo,
P P cr. 316 TIMIT
JIeSITEILHOCTH
[IpoToKoObI 3aceannii COBETA
oauTelel (poaUTENHLCKOTO
0206 oA ) (pon ITocTosiHHO,
- KOMMTETA) U JOKYMEHTBI
AOKY cr. 324 TIMIT
(cipaBKH, JTOKJIabI,
uH(pOpMAIHN) K HUM
ITocTosiHHO,
. €CJIM IIKOJIa
[IpoTokobl 3aceqaHuit 3 roma
02-07 . claeT
DK3aMEHaIlMOHHBIX KOMUCCHUM cT. 326 IIMII
JOKYMEHTHI Ha
rocxpaHue
02-08 Nudopmanus, cBeneHus o 3 roma
paboTe TPyl MPOJICHHOTO JTHS ct. 312 TIMII
Knura yuera 6;1aHKOB M BbIIaUu
aTTECTaTOB (pErucTpaIuu 50 et
02-10
BBIJJAHHBIX JIOKYMEHTOB 00 cT. 322 IIMI1
o0pa3oBaHUN)
Knura yuera BeIgaun
02-11 Y 50 ner
- MMOXBAJILHBIX JINCTOB U
ct. 320 IIMII
MOXBAJIbHBIX TPAMOT
ITocTosiHHO,
JlokyMeHTHI (TU1aHBlI,
€CIIH IIKOJIa
JIOKJIQJIHBIC 3aITMCKH, 3 rona
02-12 caaeT
MepenucKa) o MPoOBEICHUU ct. 321 IIMII
JIOKYMEHTHI Ha
OTKPBITBIX YPOKOB
rocxpaHue
02-13 | [IPOTOKOJIBI POAUTENBCKHIX S Jiet
ct. 324 TIMII

coOpaHuil U JOKYMEHTHI K HUM
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(cipaBKH, TOKJIAJIBI,

uH(pOpMaIIIH)
02-14 OTtyeTsl 0 paboTe coBeTa 3 roga
poauTenen ct. 325 T[IMII
02-15 AndaBuTHas KHUTA 3aMUCU 50 ner
00yYaroIMXCs cT. 329 I[IMII
ITocne
OKOHYAHUU
3 rona IIKOJIBI ¥ TIPU
02-16 |JI 0
HHHBIC G ODYHATOTHHXCA ct. 330 [IMII |BBIOBITHH B
APYTYIO
IKOJTY
02-17 |Dx3amMeHallMOHHBIC OUJIETHI L rox
B e. 503 TIMIT
02-18 DK3aMeHallMOHHbIE PA0OThHI 1 ron ITocne cnaun
00yYaroIMXCst cT. 506 IIMII |sk3ameHOB
N3bsTeIC 13
B KJIACCHBIX
KypHa
AIEKTPOHHOMN YPHATOR
CBOJHBIE
KnaccHele sxypHaiibl dbopme Ha
02-19 BCIOMOCTHU
JIUCKE — S JIET
(2JIEKTPOHHBIE) yCIIEBAEMOCTH
— HE MeHee 25
ct. 331 IIMII |ner
JKypHait yuera nponyueHHbIX 1 S et
02-20
3aMEUIEHHBIX YPOKOB ct. 337 IIMII
¥ .
02-21 ﬁiﬁiiﬁi . > et
8 Y or. 493 TIMII
00pa30BaHUIO

61




0222 Kypnan rpyniibl IpoJIsIEHHOTO 5 ner
JTHSI ct. 333 [IMII
03. BociuraTe/JibHas1 1eATEJILHOCTH
[1naHbI BOCTIUTATEIBHBIX 3 roga
03-01 |mMeponpusTU U JOKYMEHTHI K ct. 194 TII
HUM 2019
[Tepernucka o Bompocam
03-02 |mpodopueHTanuu, TpyJa0BOTO 3 roaa
bomop > 1PY o, 345 TIMII
00y4eHHs] ¥ BOCIIUTaHUS
[Iepenucka ¢ opranamu
. f . q)p 5 ser, DIIK
UCTEeMbI TPOPUITAKTUKH U
03-03 | P er. 70 TIT
€3Ha/I30PHOCTH
p 2019
HECOBEPIIECHHOJIETHUX
ITocTosiHHO,
€CJIM 1IKOJIa
03-04 JIoKyMeHTBI 00 OpraHU3au 1 10 ner
- . caaer
pabote narepeit cr. 478 TIMIT |
JIOKYMEHTHI Ha
rocxpaHue
JIOKyMEHTBI O TPOBEICHUHU
OJIMMIIHAJ], BUKTOPHUH I10 o
03.05 y4eOHBIM MpeIMETaM, CMOTPOB, MUHOBaHUS
KOHKYPCOB XYJI05KECTBEHHOTO, HaJJOOHOCTH
TEXHUYECKOT'0 U IPYTUX BUIOB ct. 383 IIMII
TBOPYECTBA IIKOJbHUKOB
o
JIOKYMEHTBI O BBICTaBKax
MUHOBaHUS
03-06 |AeTcKOro XyJ0KeCTBEHHOIO U
€XHUYECKOT0 TBOPUYECTBA HazobHocTH
T
P er. 384 TIMII
Otuetsl, nHGOpMaLHK O paboTe 10 et TTocTosHHO,
03-07 |0OIIecCTBeHHBIX YUEHUYECKUX o 388 [IMI] | ecmu mxona

OopraHu3aIun

caacTt
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HAOKYMCHTBI Ha

rocxXpaHue
04. MeToauueckasi 1eAITE€JIbHOCTh
o ITocTosiHHO,
0JIO’KEHHE O METOIUYECKOM
04-01 A . «a» cT. 34
COBETE
TIT 2019
[Tonoxxenust 00 yueOHO- [TocTostHHO,
04-02 |MeTOomMUYECKUX OOBEIUHECHUSAX, . «a» CcT. 34
pabounx rpymnmnax TIT 2019
[IpoTokoJIbI 3acenanuit
ITocTosiHHO,
METOJUYECKOr0 COBETA U
04-03 ( M. «1» CT. 18
OKYMEHTHI (CITpaBKH, TOKIAIbI,
AORY PABIEH, AOKIAA TIT 2019
uH(pOopMaIi) K HUM
T"o10Boit 11an pado > Jtet, SIK
BOM TTaH ThI
04-04 | O% p ct. 200
METOJUYECKOTO COBETA
A TIT1 2019
ITo
AHalu3 pe3yibTaToB 5 ner, OIIK
. OnepaTUBHBIM
04-05 |Meromuyeckor pabOThI cT. 46 TII P
. BOIPOCaM - 5
00pa3oBaTEILHON OpraHu3aluu 2019
JeT
05. KaagpoBoe obecnieuenue
[Ipucnanubie
JUTSL CBEJICHUSI
[TocTostHHO — 10
05-01 |KonnekTuBHBIN JOTOBOP cT. 386 TII MHHOBAHMSL
2019 HaJT00HOCTH
05-02 |JlokyMEeHTBI O MPOBEPKAX 3 rona ITocrme
BBITIOJIHEHUS YCIIOBUI ct. 389 TII HCTEYEHUS
KOJUIEKTUBHOTO JOTOBOpa 2019 CpOKa

63




JIEUCTBUA

KOJUIEKTUBHOT
0 I0TOBOpa
[TocTrosaHHO
05-03 [IpaBuna BHYTpEHHETO or. 394 TII
TPYJIOBOTO pACTIOPSAKA 2019
[IITaTHOE pacnucanue u Hocrosirio
05-04 ct.40 TII
WU3MCHCHHS K HEMY 2019
[lITaTHBIE pacCTAaHOBKH 50/75 net
05-05 |(mWTaTHO-CIMCOYHBINA COCTaB cT. 42 TII
PabOTHUKOB) 2019
50/75 net
05.06 I[O(;I}KHOCTHLIG UHCTPYKIIUU o1, 443 TII
pabOTHUKOB 2019
[Ipuka3ssl O JIMYHOMY COCTABY
(mpueM, nepemernieHue,
COBMEIIICHHE, TIEPEBOI,
YBOJIbHEHHE, aTTeCTallus,
JTONOJTHUTEIILHOE 50/75
poeCCHOHATTBHOE e’ DIIK
05-07
oOpa3oBaHue, U3MECHCHHE 1. «a» cT. 434
dbamMuInu, MOOIIPEHNUs, TIT 2019
HarpaJeHusl, OTITyCKa IO
yX0j1y 3a peOeHKOM, OTITyCKa
0e3 coxpaHeHus 3apad0THOMI
TJIaThI)
[Tpukassl opraHu3aluu 1mno 006 oTmyckax,
JUYHOMY COCTaBY (€KeTOoHbIC 5 et KOMaHIUPOBKa
05-08 |OIIauMBaEMBbIE OTIIyCKa, 1. «By-«T» cT. |X PAOOTHUKOB

OTITyCKa B CBSI3U C 00yUYEHUEM,
JEKYPCTBAX, HE CBSI3AHHBIX C
OCHOBHOM (TTPO(HITBHOI)

434 TI1 2019

C BpEOHBIMU U
(nm)
OMacHBIMU
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JIEeITEIbHOCTBIO, O
KOMAaHIMUPOBKAX U CITY>KEOHBIX

YCIIOBHSIMU
tpyna — 50/75

MPOBEPKAX JeT
[Ipuka3bl 10 IUYHOMY COCTaBY 3 rona
05-09 L. «a» cT. 434
(IMCIUIUIMHAPHBIE B3bICKAHUS) T 2019
O exxeroaHo
OIIAYUBAEMBbI
X OTITyCKax,
OTIYCKax B
50/75 ner CBSI3U C
05-10 Kuura/sxypHan perucrpauu OIIK o0yueHueM,
IPUKA30B I10 JJMYHOMY COCTaBY) n. «O» cr. 182 | nexxypcTBax,
TIT 2019 HE CBSI3aHHBIX
C OCHOBHOM
(npodunbHOI)
JeSATeTLHOCTD
10 — 5 et
KypHan yuera TUYHBIX J1€7 50/75 et
PabOTHUKOB JINYHBIX €,
05-11 |n1MYHBIX KAPTOYEK, TPYIOBBIX DK
JIOTOBOPOB (CITyKEeOHBIX I «o» cr. 463
TIT 2019
KOHTPAKTOB)
50/75 ner
OIIK ITepexonsiee
05-12 |JInunbie nena paOOTHUKOB o1, 445 TII ¢ 2021 roxa
2019
TpylioBBIE TOTOBOPHI, 50/75 net
05-13 CITy>K€OHbIE KOHTPAKTHI, OIIK*
corjamneHus 00 X U3MCHEHMH, ct. 435 TII
pacTop>KeHUHU 2019
05-14 |YBenomienus, 3 rona
MPEIYIPEKICHHUS, cT. 436 TII
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pabOTHUKOB(aM)

2019
paboToaarenemM
50/75 net
05-15 JInuHbIEe KAPTOUKH pabOOTHUKOB OIIK [lepexonsee
(. T-2) cT. 444 TII ¢ 202 rona
2019
[TopuHHBIE JIMYHbBIE Ao
BocTpeboBanu | HeBoctpeboBa
05.16 |POXYMEHTBI (TpyoBasi KHUXKKa, . HELe — 50/75
JUTITIOMBI, aTT€CTAThI, o1, 449 TII et
YAOCTOBEPEHUSI, CBUJICTEIILCTBA)
2019
Knura ydera nqBuxeHus 50/75 net
05-17 |TpyZOBBIX KHUKEK U . «B» CT. 463
BKJIQJIBIIIEH B HUX «B» TII1 2019
ITocie
HCTEUYEHUS
CpoKa
JIEUCTBUA
corjlacusi Wiu
Cornacus Ha 00pabOTKy 3 rona €ro OT3bIBA,
05-18 cT. 441 TII
NEePCOHANBHBIX JAHHBIX 2019 €CJIM MHOE HE
MPEYyCMOTPEH
0
(benepabHbBIM
3aKOHOM,
JIOTOBOPOM
JlokyMeHTbl 00 0OCBOOOKACHUHN
OT yIUIaThl HAJIOTOB, S5 mer
05-19 |mpenocTaBiieHUU JBIOT, cT. 304 TII
OTCPOYEK YIUIATHI UJIA OTKA3€ B 2019
Hel 1o Hajoram, coopam
05-20 |IIpoTOoKoIBI 3aceanui, 10 et OIIK
IIOCTAHOBJICHHUS U IPyTHE cT. 485 TII
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JAOKYMCHTBI aTTCCTAlIMOHHBIX

3 2019
KOMHCCUH
JIOKyMEHTBI 110 aTTECTallNH,
ONPENECTICHUIO S et
05-21 |mpodeccruoHaIbHBIX U ct. 484 TII
JINYHOCTHBIX KAYECTB 2019
pabOTHUKOB
JIOKYMEHTBI 0 TPOXOKIECHUN
HE3aBUCHUMOM OLICHKU
KBaTU(UKAIIUA PAaOOTHUKOB WIIH > net
B
05-22 P or. 488 TII
JIU, TPETEHAYIOUX Ha 2019
OCYIIIECTBJICHUE OMPEICIICHHOTO
BUJIa TPYAOBOU NESITEIHLHOCTH
Tpad 1 ron
a(UKU IPOBECHUS
0523 | P poBed or. 490 TII
aTTecTaluu
H 2019
JIOKyMEHTBI O TIEPENOArOTOBKE 5 net OIIK
05-24 |u oBBIICHUY KBATU(DUKAIIUH U cT. 491 TII
MEPEnorOTOBKE paOOTHHUKOB 2019
[Iepemnucka o aTTecTaluy, 3 roma
05-25 |mepenoAroToBKE U MOBBIIICHUN cT. 499 TII
KBIM(PUKAIIUA PAOOTHUKOB 2019
[1man noBeIIEHUS S et
05-26 |kBanuduUKalUU MeIArOrMYeCKUX cT. 482 TII
pabOTHUKOB 2019
JIOKyMEHTBI O IPE/ICTaBICHUU K
HarpaxJIeHUI0 paOOTHUKOB 5 ner
05-27 |(nmpencraBieHus, X0AaTalCTBa, cT. 500 TII
XapaKTEPUCTUKU, BBIITUCKHU U3 2019
pellIeHu! U JIp.)
05-28 |I'padux oTmyckos 3 roma
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cT. 453 TII
2019

TapudukannoHHbIE CIUCKU S0/75 et
05-29 | CPHwHKAM ; or. 400 TIT

(BemomMocTH) paOOTHUKOB 2019

OT4eTbl paOOTHUKOB O > ser SHK
05-30 P or. 452 TIT

a Ka

KOMaHIUPOBKaX 2019

JIOKyMEHTBI BEJICHUIO

BOMHCKOI'O y4€Ta U S mer
05-31 |OGpoHHUPOBAHUIO IPAXK/IAH, cT. 457 TII

peOBIBAIOIINX B 3a11ace 2019

(TU1aHbl, OTYETHI)

JIOKyMEHTBI BEAEHUIO

BOMHCKOI'O y4eTa U S5 mer HMocie CHATHA
05-32 |O6poHUPOBAHMIO IPAXK/IaH, cT. 458 TII

C yuera

MpeOBIBAIOIINX B 3a11ace 2019

(KapTOYKH, JTUCTKH, ITIOBECTKH )

Kypnan (kHura) npoBepox 5 1ot
05.33 | COCTOAHM BOMHCKOTO yHdeTa U o1, 459 TII

OpOHUPOBAHMSI TPAXK]IAH, 2019

peObIBAIOIINX B 3aace

KypHaiu yuera nu > JeT
05-34 yPHALY N 1. «e» CT. 463

MOJIeKAIINX BOUHCKOMY YUYETY TII 2019

3asBKU 0 NOTPEOHOCTH B 1 ron
05-35 |OpuBII€UEHUN MHOCTPAHHBIX ct. 377 TII

pabOTHUKOB 2019

3asBienus pabOTHUKOB O I ron
05-36 BbIIaue JOKYMEHTOB, cr. 451 TII

2019

CBSI3aHHBIX C pabOTOM, U UX
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KOMUU

06. Byxraarepckuii y4eT U OTYETHOCTh
IHocTostHHO
[Tonoxxenue o6 oraTe Tpyaa u ITociie 3ameHsl
06-01 5 . «a» CT.
IPEMUPOBAHNUN PAOOTHUKOB HOBBIMU
peMup P 294TIT 2019
r . b [HocTostHHO
010BOM 1U1aH (MHAHCOBO-
06-02 . . . «a» cT. 247
XO3AMCTBEHHOU AEATEIIHbHOCTHA
TII 2019
OTt4eThl O BBINIOJHEHUH ITUIAHOB
P . . ITocTostHHO
WHAHCOBO-XO0351CTBEHHOU
06-03 . «a» CT. 272
NEITEILHOCTA OPraHu3aIliH.
P TII 2019
I'omoBbIe
OT4eThI O BBIMIOJHEHNH TUIAHOB 5
. . JIET
WHAHCOBO-X0351CTBEHHON
06-04 ¢ m. «0o» cT. 272
NIEITEIIbHOCTA OPraHU3aIliH.
P TIT 2019
KBapranbHbie
JIOKyMEHTBI 0 IPOBEPKaXx (aKTHI, 5
JIET
CIIPABKH, IIEPENNUCKA
06.05 |CMPaBKH, miepenucia) cr. 282 TII
(UHAHCOBO-XO03IMCTBEHHOM
2019
NEATEILHOCTHU
r 5 ITocTosHO
oJi0Bas Oyxrajarepckas
06-06 Y P cr. 268 TII
OTYETHOCTH
2019
r 5 5 ner
0J10Bas Or0KeTHAA
06-07 . «a» CT. 269
OTYETHOCTH
TII 2019
IIpu
i 5 net P
OMEXYTOYHBIE OTCYTCTBUH
06-08 | POMENRY Im. «6» cr. 269 |01
XTAJIITEPCKUE OTYETHI TOIOBBIX—
y p TIT 2019
MOCTOSHHO
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Jl1st rogoBoM

A S5 mer 5
JTUTOPCKUE 3aKIIFOYEHUS 110 XTaJITEPCKO
06-09 | YAHTOPCIHE 3 or. 286 TIT | VT ATEP
OyXTaJITepCKON OTUETHOCTU 2019 1 OTYETHOCTH
- IOCTOSIHHO
[010BbIE U KBAPTAJILHBIE 50/75 ner’
06-10 |pacdeTsl IO CTPAXOBBIM ct. 308 TII
B3HOCaM 2019
50/75 net
DIIK?
06-11 |JIuuesble cueTa paOOTHUKOB
cT. 296 TII
2019
JIOKyMEHTBI O IOJIyYEHU U
. IIpu
3apa0OTHOM TIaThI (CBOAHBIC
( 6 ner OTCYTCTBUU
acyeTHbIE (pacueTHO-
06-12 P )p cT. 295 TII JINIEBBIX
MJIATEKHBIE) BEIOMOCTH
’ 2019 cuetoB - 50/75
pacCUYETHBIE JINCTHI,
JeT
JIOBEPEHHOCTH )
JIokyMeHTBI (KOITUU OTYETOB,
3asIBJICHUS], CIUCKU PAaOOTHUKOB,
CIIPaBKH, BBITTMCKH W3
5 mer
MPOTOKOJIOB, 3aKJIFOUECHUS
06-13 [P ’ ’ or. 298 TII
MEepEnucKa) o BbIILIATE 2019
ITOCOOUH, OIIIATE JINCTKOB
HETPYA0CIOCOOHOCTH,
MaTepUaIbHOW MOMOIIHN
06-14 |CnopaBku 0 10X0aX U CyMMax 5 mer IIpn
Hajora GU3HYECKUX JIUI cr. 312 TII OTCYTCTBUU
2019 JIALIEBBIX
CYETOB WJIN
BE€JIOMOCTEN
HAYHUCIICHUS
3apaboTHOM

riatel — 50/75
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JCT

HcnonHUTENBHBIE JTUCTHI IO 5 ner I
. oclie
06-15 |ynepskanuio u3 3apabOTHOM cT. 299 TII
AL 2019 HCIIOJTHEHUS
1
IIpu TsoKEnBIX,
5 BpPEIHBIX U
JEeT
Tabenu u KypHaibl yuyera OMaCHBIX
06-16 YPHATRLY or. 402 TIT
pabodero BpeMeHH 2019 YCIIOBUSIX
tpyna — 50/75
JeT
Hasoroselie nexnapauuu 5 et OIIK
06-17 |(pacueTsl) MO BCEM BUJAM ct. 310 TII
HaJIOTOB 2019
S5 mer
OKYMEHTHI 00
06-18 |0 or. 321 TII
WHBEHTapHU3allM1 aKTUBOB
pr=at 2019
JlokymMeHTBI 00 S5 mer IIpu ycioBuu
06-19 |uHBEHTapu3alUX TOBAPHO- cr. 321 TII MPOBEICHUSA
MaTepUaIbHbIX IEHHOCTEN 2019 MPOBEPKHU
ITocne
JIOKyMEHTBI O IEPEOLIEHKE
BBIOBITHS
OCHOBHBIX (POHJIOB, 5 nmer
OCHOBHBIX
06-20 |ompeneneHur aMOPTU3ALUU cT. 323 TII
CPEACTB U
OCHOBHBIX CPEJICTB, OLICHKE 2019 pea
HEMaTepUalibH
CTOMMOCTH UMYLIECTBA
bIX aKTHBOB
ITocne
il . S5 mer YBOJIBHEHUS
OTOBOPBI O MaTePUATBHOM
06-21 P P cT. 279 TII MaTepUAIIBHO-
OTBETCTBEHHOCTH
2019 OTBETCTBEHHOT
0 JIALIA
06-22 JIoroBOpHI TPpaIaHCKO- 50/75 ner’
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IIPaBOBOT'0 XapaKTepa o
BBINIOJIHEHUH PadOT, OKa3aHUH

yCiyr (U3NYECKUMU JTUIAMH, ct. 301 TII
aKThl CIAYU-TIPUEMKH 2019
BBITIOJTHEHHBIX paloT,
OKa3aHHBIX YCIyT
ITocie
1 5 net OIIK HCTEUYCHUS
OTOBOPBI C POIUTEISIMU
06-23 PRLEP cr. 11 TII Cpoka
(3aKOHHBIMU MPEJICTABUTEISIMHU ) .
2019 JIEUCTBUA
JOrOBOpa
S et I
. OCJIe 3aMEHbI
06-24 | JIOKyMEHTBI yYETHOU MOJUTUKHU cT. 267 TII
HOBBIMU
2019
[lepBruHbIE yUeTHBIE
JIOKYMEHTBI U CBSI3AHHBIE C
HUMH OIpaBaTEIIbHbIC [Ipu ycnoBuu
JIOKYMEHTHI (KaCCOBBIC MIPOBEICHUS
JIOKYMEHTBI U KHUTH, MIPOBEPKHU; TIPH
OAHKOBCKHE TOKYMEHTHI, 5 BO3HUKHOBEHU
JeT
KOPEUIKH JICHE)KHBIX YEKOBBIX U CIIOPOB
06-25 |<°F or. 277 TII poB,
KHIDKEK, opjiepa, Tabenu, 2019 pa3zHoriacui
U3BeIIeHUs] 0aHKOB U COXPaHSIIOTCS
NIEPEBOIHBIE TPEOOBAHUS, AKThI 110 TIPUHSITHUS
0 mpueme, caavye U CIIUCaHUU pelieHus 1no
MMYIIECTBA U MaTEPHUAJIOB, neiny
KBUTAHIINM, HAKJIQHBIE,
aBaHCOBBIC OTYETHI, IEPETIHCKA)
Ilepeuens aull, UMEIOIINX S5 mer
ITocne 3amensl
06-26 |mpaBO MOANKUCHU IEPBUYHBIX ct. 280 TII
HOBBIMU
YYETHBIX JOKYMEHTOB 2019
06-27 |JIOKyMEHTBI O B3aMMHBIX 5 et ITocne
pacyeTrax u nepepacyerax cT. 264 TII MPOBEICHUSA
2019 B3aMMOpPACYET
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S et
06-28 |Knura yuera JOBEpEHHOCTEN L. «I» CT. 292
TIT 2019
S5 mer
06-29 |Cuera-daktypsl ct. 317 TII
2019
Ho
KypHais yuera OCHOBHBIX HHRBHAAIH
06-30 }e/p Y OpraHu3auuu
TB
CPEAC . «a» cT. 329
TIT 2019
Kypnan ydyera MaTepraibHbIX > JeT
06-31 ei;II)JOCTgﬁ U HHOTO EIM ecTBa . «» cr. 329
: T TIT12019
ITocie
Knura yuera npuxomHo- 5 nmer
CIIMCaHMS
06-32 |pacxOIHBIX MATEPHUATIOB, cT. 526 TII
MaTepUabHbIX
000pyI0BaHUs 2019 .
LEHHOCTEH
[TonoxxeHue o 3aKynKke TOBApOB Hocrosririo
0633 | LOMOTNC PR PO, or. 217 TII
pabot, yely 2019
3 roga
06-34 |Ilnan-rpaduk 3aKynok ct. 218 TII
2019
3 roxa
06-35 |JlokyMeHTHI MO 3aKylKamM cT. 219-223
TIT 2019
06-36 |MyHUIMIATbHBIE KOHTPAKTHI S et OTIK Iocne
cT. 224 TII HCTCUYCHUS
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CpoKa

2019 e CTBUS
KOHTpaKTa
[Iepenucka 1o ocyIeCTBICHUIO 3 roza
06-37 | P i cr. 229 TII
3aKyIOK JIJISl HY K/l OpraHu3aiuu
2019
Kypnan perucrpanuu 3a1BOK Ha 3 rona
06-38 q?ZTHe 113) 3aK rﬁc; cr. 227
Y Y 2019
ITepenucka 1o Borpocam 3 nier ITTK
06-39 OKiaHI/IH HJIaTHBIXp CIIyT cr. 290 TI
ye 2019
JIOKyMEHTBI O IOCTaBKE
MaTepHuajaoB (ChIPhS) 3 roxa
06-40 P P, cr. 511 TII
000pyI0BaHUs U APYron
2019
MPOYKITUU
[Ipuemo-caaToYHbIC aKThI,
COCTaBJICHHBIC MIPU CMEHE 15 ner
06-41 | IOMKHOCTHBIX, OTBETCTBEHHBIX, cT. 44 TII
MaTepHUaIbHO-OTBETCTBEHHBIX 2019
JINIY
07. bu6auorexka
[TocTosiHHO
07-01 |ITonoxxeHue o OMOIMOTEKE II. «a» CT. 33
TI12019
" ADHAS KHHEd ITocTosiHHO
07-02 ‘:;eHT PHATKHITA, cr. 330 TII
anda KaTan
7 aBUTHBIN KaTaJIOT 2019
07-03 |/lOKyMEHTEI y4eTa MaTepraioB Ho
CIIPaBOYHO-MH(OPMAIITUOHHOTO JIMKBUAALIMHT
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OUOJIMOTEKH

dbonaa, OMOIUOTEKN ct. 366 TII
2019
AKTBI CIIMCAaHUS KHUT U > JeT Hocre
07-04 . ct. 365 TII CHEqYIOLIEH
NEePUOANYECKUX U3TAHUI
2019 IIPOBEPKH
JIOKYMEHTBI O TOATOTOBKE U 5 et DIIK
07-05 |mpoBeneHUHU BBICTABOK, ct. 368 TII
ApMapoK, MPe3eHTALUN 2019
08. ApxuB
[Tonoxxenue o6 apxuse, 00 Hocrosro
08-01 omenTHOM K MII; HH’ 1. «a» CT. 33
AKCIIEPTHON KOMUCC TII 2019
[TocTrosaHHO
08-02 | Y4eTHbIE JOKYMEHTHI apXHBa cr. 171 TII
2019
0 [TocTosaHHO Heyrnepicer
0803 MIACH JI€TT TIOCTOSTHHOTO 0 «a or. 172 |HPC A0
XpaHECHUS TII 2019 MUHOBaHUS
HaJI00HOCTH
HeytBepxnen
Onucu J1en no JIMYHOM S0775 siet EI:Ce(;FHaCOBaH
08-04 8 Y 1. «6» cr. 172
COCTaBy TII 2019 HBIE - J10
MUHOBaHUS
HaJI00HOCTH
3roma ITocne
Omnrcu 1e71 BpEMEHHOTO (CBBIIIIE
08-05 10 tet) xpaenns . «B» CT. 172 | yHUYTOXKEHUS
P TIT12019 fen
08-06 JIOKyMEeHTBI y4eTa BbIIauu Jied, 3 roga [Tocne
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BO3BpalICHUS

JOKYMEHTOB.
Jl71s1 akTOB
JIOKYMEHTOB BO BPEMEHHOE ct. 175 TI1 BRUIATH JIET BO
II0JIb30BAHUE 2019 BPEMEHHOC
MIOJIb30BAHUE
OpYTruM
OpraHu3alusIM
- 5 et
ITocme
BO3BpAIICHUs
JOKYMEHTOB.
ITpu
3 roga HEBO3BpalIECHU
0807 JIOKyMEHTBI BBIEMKH €1, ot 176 TII .
AOKYMEHETOR 2019 IIPOTOKOJIBI,
aKThI
BKJIIOYAIOTCS B
neno gonma -
MOCTOSIHHO
Konuu apxuBHBIX CIIPaBOK,
BBIJJAHHBIE 110 3aIpOcCam 5 et DIIK
08-08 |rpaxkaaH, JOKYMEHTHI K HUM ct. 178 TII
(3asBJIeHUS, 3aMPOCHI, CITPaBKH, 2019
NEPENKCKa)
Kypuaiel, 0a3bl JaHHBIX y4yeTa 5 mer
08-09 |BBLIAYM apXHUBHBIX CIIPABOK, cr. 177 TII
KOIIHM, BBIITMCOK U3 JIOKYMEHTOB 2019
08-10 |JloroBopsl (coramieHus) ¢ 5 net OIIK ITocne
ApXVUBHBIMU YUPEKICHUAMU, ct. 179 TII HWCTEYECHUS
VHBIMU OPTaHU3aALUSIMH O 2019 CpoOKa
B3aUMOJICICTBUU U NEUCTBUSA
COTPYJAHHYECTBE B chepe JIOTOBOpA

APXHUBHOI'O ACJIa U
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ACJIOIIPONU3BOACTBA

09. MeguuuHCcKOe 00CTy;KMBaHHE

ITonoxxenue o MCIAUIIMHCKOM

IMocTostHHO?

09-01 Ss10Ke . «a» cT. 33
TIT1 2019
09-02 MenunuHCcKHUe KapThl S5 mer
00yJaroIMXCst cT. 441 TIMII
3aKIIOUYNUTENIbH
BI€ aKThHI
METUITUTHCKHAX
OCMOTPOB
pPabOTHUKOB,
JIOKyMEHTBI O METUITMHCKUX 3 Tona BBITIOJTHSTFOTITH
09-03 0CMOTpax cr. 635 11 X paboTHI C
2019
BpPEIHBIMH,
OITAaCHBIMHU
YCIIOBHUSIMU
tpyaa — 50/75
JeT
ITocne
JloroBop o ¢puHAHCOBOM 5 ner HCTCYCHUS
09-04 |obGecnieueHnn 00S3aTETHLHOTO cT. 627 TII CpoKa
MEIUIMHCKOTO CTPAaxXOBaHUS 2019 JNECUCTBUSA
JI0TOBOpa
09-05 JIOKyMEHTBI O METUITTHCKOM 5 ner
00CITyKUBaHUU cT. 369 TIMII
10. ITumeds10K
[TocTosiHHO

10-01

[Tonoxenue 06 opraHu3anum

IMUTaHUA 06yqa101uch;1 IIKOJIbI

. «a» CT. 33
TII 2019

77




[Tonoxenue o OpakepaxHOU

IlocTosiHHO

10-02 COMUCCHI HIKOTEL . «a» CcT. 33
OMHCCHI T TIT2019
10-03 OTtuetsl, THPOPMALIMH, CIIPABKU 1 ron
00 opra"u3aiuy TUTaHus ct. 362 IIMII
10:04 e s ikosemkos 3t
8 cr. 839 TIMII
(MeH10)
sy 5 et
10-05 P HA : er. 513 TII
3aKJTIOYEHUS, CIIPABKHU) O 2019
KauyeCTBE ChIPbsI
HakonurenbHas BEIOMOCTD 110 > Jer
10-06 ! or. 276 TII
pacxojy MpoAyKTOB MUTAHUS
2019
AKTBI 110 Opakepaxy,
OpakOBOYHBIC U3BEIICHUS,
10-07 |nedexTHbIC BEIOMOCTH U 3 rozia
ct. 787 IIMII
nepenucKa o BhIOpaKoBKe
MPOTYKIIUU
JKypHasl mocTaBky NUILIEBOM 3 Tona
10-08 |° PP 0 B cr. 787 TII
POITyKIL 2019
1 rox
10-09 |KoMmiekTOBOYHBIE BEIOMOCTH cr. S12 TII
2019
JlokyMeHTHI (pacnopsiKeHus, 5 1T
10-10 TpeOOBaHUs, HAKJIAIHbIE) 00 o1 518 TII
OTIIyCKE TOBApPOB CO CKJIAJIOB U 2019

OTTpYy3Ke MPOIYKIINU
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Kypnaibl Opakepaxa IUIIEBBIX

10-11 7 | rox
- MPOAYKTOB U KyJIUHAPHOM or. 967 [IMII
MPOAYKIIUU
JKypnan ydera remnepaTtypHOro I rox
10-12
peKuMa B XOJIOJIUILHOM . 967 TIMII
0o0opy0BaHuM (Ha MUILEOIOKE)
Kypnan npoBeneHus I ro
10-13
BUTAMUHU3AIUU TPETHUX U or. 967 [IMII
CIIAIKUX OJIFO
1014 |T J1o 3amMeHBbI
- €XHOJIOTHYECKHUE KAPTHI OBEIMIL Tepexonsmme
¢ 2019 rona
1015 ['urneHnueckuit xKypHani 1 rox
(COTpyAHUKM) cT. 967 TIMII
Kypnan yuera remnepaTrypsl U 1o
10-16 |BIaXXHOCTHU B CKIAACKHUX or. 9116 7 [IMII
MOMEIIECHUSIX
10-17 |<.>
11. be3onacHocTh
S et ITocne
11-01 |ITacmopt 6€30MaCHOCTH IIKOJIbI cT. 594 TII aKTyaJIM3aluu
2019 racropra
ITocre
HCTEUYEHUS
5 nmer Cpoka
11-02 JloroBopsI Ha OKa3aHue or. 580 TII neficTBUS
OXPaHHBIX YCIIyT 2019 JTOTOBOPA;
nocJie
MPEKPaILCHUS
00s13aTeNbCTB
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0 JIOrOBOPY

JlokyMeHTbI (ITPOTOKOJIbI, aKTHI,

CIIPaBKH, CBEICHHUS, TOKIIAIHEIE, 5 siet OIIK
11.03 CITy>KeOHBIE 3aIIUCKH, cr. 587 TII
nepernucka) o paccieJ0BaHUU 2019
Ype3BbIYaNHbIX ITPOUCILIECTBUN
IIpY OXpaHe 34aHuN
K erucrpa era
HH;“I/II; rﬂozpou:He(yqu T 3 roa
BbIJIaUU TOBEpEHUI
11-04 | PP YAOCTOREPEHHH, or. 589 TII
K
MPOMYCKOB, 2019
UACHTU(UKAIIMOHHBIX KapT
Pa3zoBble mpomycka, KOpeuku 1o
11.05 Zp;)HyCKOBaB cny:zeGHHe or. 5Il9 T
HUS 1 HA BBIH
5 ) 2019
MaTepUalibHbIX IIEHHOCTEN
JIokyMeHTBI (3as1BKH,
nepenucKa) o J0Mmycke B 1 ron
11-06 |ciyxeOHBIC TTOMEILICHHS B cT. 592 TII
Hepabodee BpeMsl ¥ BBIXOJ/IHbBIE 2019
JTHU
JIOKYMEHTBI O ITOBBILLICHUU 5 et OIIK
11-07 |aHTUTEppPOPUCTHUECKOMN cT. 595 TII
3aIlUIIEHHOCTHA OpraHu3aliu 2019
JKypHanel HHCTpyKTaXxa 1o 3 rona
11-08 |aHTHTEpPOPUCTHUECKON ct. 598 TII
3alUIICHHOCTH 2019
KypHnan BBOJHOTO 3 roga
11-09 |umHCTpyKTa)ka 1o rpakJaHCKON ct. 608 TII
060opoHe 2019
11-10 |Kypnan yuera MHCTpyKTa)a 110 3 roga
JICICTBUAM B YpE3BbIYAUHBIX cT. 608 TII
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CUTyaLUAX 2019
J1o 3amMeHBbI
[TnaHbI-cXeMBbI SBaKyaIlu U3
11-11 |3maHus nipy Ype3BbIYAHHBIX HOBBIMA
N or. 606 TII
CUTYaIIX 2019
JlokymMeHTBI 006 0OecTieUeHUH > zet SHK
H-12 m OTyHBoana HOTO PEeXUMa cr. 611 TiI
P prorop 2019
JlokyMeHTBI 00 o0ecIieueHun 5 et OIIK
11-13 |BHYTpHOOBEKTOBOTO U ct. 611 TII
IIPOITYCKHOTO PEKUMOB 2019
KypHasbl yyeTa HHCTPYKTaKeH 3 rozia
H-14 noyrlzoma H};ﬁ 6e30nacil};cn/1 cr. 613 Tl
P 2019
[1manbl 1eCTBUM TIO
MPEAYIPEKICHUIO U > JeT ITocne 3amenbI
11-15 | PP . or. 603 TII
JUKBUJIAIIUNA YPE3BhIYAMHBIX 2019 HOBBIMH
CUTYyalu1
I1 0
OpAIOK OOy4EeHUS JIUI, ocTosmro
11-16 OcymeCT;:HgIOmHX TPYAOBYIO I. «a» CT. 8
WJIH CITYKe HYIOVI[GHTGJIBHOCTL, TII 2019
MepaM MoxKapHOoil 6€301acCHOCTH
11-17 |<.>
12. Oxpana Tpyaa
IIpu BpeHbIX
OT4yeT N0 cHenraIbHON OIEHKE 45 et U OaCHBIX
12-01 |ycioBuili Tpyaa U JOKYMEHTHI K ct. 407 TII YCIIOBUSAX
HEMY 2019 tpyna — 50/75
JeT
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[Tonoxenue o ciay>x06e oxpaHsbl

IlocTostHHO

12-02 . «a» CT. 33
YA TIT2019
[Tan paGoThI CITY>KOBI OXpaHbI > zet SHK
12-03 ct. 200 TII
yAa 2019
[TocTosiHHO
12-04 |HMHcTpyKUMuM IO OXpaHe Tpy/ia I. «a» CT. §
TIT 2019
ITocme
CoraiieHue o oxpaHe Tpy/jia u > set LK HCTERCHI
12-05 cr. 11 TII CpoKa
JTIOKYMEHTBI K HEMY 2019 -
COTJIALICHUS
I'onoBbIEe cTaTUCTHUECKUE
CBeJIeHHs1 00pa3oBaTeIbLHON
OpraHu3alliy O TPaBMaTH3ME Ha [TocTostHHO
12-06 |npou3BOACTBE U . «a» cT. 335
npodeccruoHaIbHBIX TIT 2019
3aboneBaHuAX (. 7—
TpaBMaTHU3M )
CBsi3aHHBIE C
KPYITHBIM
JIokyMeHTBI (aKTbl, TPOTOKOJIBI, 45 ner MaTepUabHbI
12-07 |3axaroueHHs) O HECUACTHBIX ctT. 425 TII M ymepooM u
cayyJasix 2019 YEJI0BECYECKUM
U KEPTBAMHU —
MTOCTOSTHHO
Kypnan (kHUra) perucTpanuu 45 et
12-08 cT. 424 TII
HECUYACTHBIX CITy4YacB 2019
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KHuru yuera nHCTpyKTaXe 1o 45 ner
12-09 |oxpane Tpyaa (BBOAHOTO, HA II. «a» cT. 423

paboueM MecTe, 1IEIEBOr0) TIT 2019

Kypnan (kaura) yuera 5 et
12-10 gzog);e“:KTH:ezKi’;:af;T Ho 1. «6» cr. 423

3HaHMUU 110 OXpaHe TpyAa

JIokyMeHTHI (CITpaBKH,

npeIoKeHHs, 000CHOBAHMS, 5 ner
12-11 |mepemnucka) 0 COCTOSIHUH U ct. 409 TII

Mepax IO YJIy4YIICHUIO OXPaHbI 2019

TpyAa

ITopsnok yuera IlocTostHHO
12-12 | MUKpPOIIOBPEKIACHUN II. «a» CT. 8

(MHKpOTpaBM) paOOTHUKOB TII 2019

[Tonmoxenue o nopsiake

oOyueHus 1o oOXpaHe TpyJa U Hocrostto
12-14 Y P 6py . II. «a» CT. &

IPOBEPKU 3HAHUS TPeOOBAHUM TI1 2019

OXpaHsbl Tpyia

[TocTosaHHO
12-13 |IIpaBuna o oxpaHe Tpyaa I. «a» CT. 8
TIT 2019

12-14 |<.>

15. TpancnopTHOe 00CIy:KMBAHUE

J1o cimcanust

[TacriopTa TPaHCHOPTHBIX TPaHCIIOPTHBI
1>-01 CpeACTB X CpeJICTB
e ct. 548 TII
2019
15-02 JloroBopbI 00513aTEIBLHOTO 5 ner IMoce

83




HCTCUCHUA

Cpoka
. IIEUCTBUSA
CTPaxoOBaHUA I'PAKIAHCKOM
P P ct. 551 TII JIOTOBOPA;
OTBETCTBEHHOCTH BJIAaJIE€IbIEB
2019 nocJje
TPAHCIIOPTHBIX CPEJICTB
MPEKPaILCHUS
00s3aTENLCTB
10 JIOTOBOPY
ITocne
ACTEUYECHUS
Cpoka
I 5 et JIICUCTBUSI
OrOBOPBI CTPAXOBaHUS
15-03 p P cT. 552 TII JI0rOBOPA;
TPAHCIIOPTHEIX CPEICTB
paREtiop P 2019 rocue
MIPEKPAIICHHS
00513aTEILCTB
110 JIOTOBOPY
5 et
15-04 |IlyTeBble TUCTBI ct. 553 TII
2019
JlokyMeHTHI (CBEICHMS
Y ’ ITocie
BEJIOMOCTH, aKThl, IEPETIHCKA) 3 roma
CIUCAHUS
15-05 |0 TEXHHUYECKOM COCTOSIHUU cT. 555 TII
TPaHCIIOPTHBIX
Y CIIMCAaHUU TPAHCIIOPTHBIX 2019
CPE/ICTB
CpEJICTB
JKypnanb! yuera 3asiBOK
yp y 1 roxn
Ha IIPOBEJICHNE PEMOHTA
15-06 P P cr. 557 TII
U IPOPUITAKTHUECKOTO OCMOTpa 2019
TPAHCIIOPTHBIX CPEJICTB
JlokyMeHTBI (3anpaBOYHbBIC
JUMUTHI U JTUCTBI, OTICPATUBHBIC I ron Ipu ycnosun
15-07 | oruerst u cBenenus, nepenucka) cr. 559 TII | nposesenns
0 pacxojie OeH3MHa, TOproYe- 2019 TpOBEpKH

CMAa309HbIX MAaTCPHUAJIOB
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U 3armyacren

15-08

PykoBoauTens Ciry»KObI 1€I0NTPOU3BOJICTBA

(HaMMEHOBaHHUE TOJDKHOCTH PYKOBOIHTENS CITy KObI ACIOMPOU3BOICTBA OPTaHU3ALIIH ) (moamnuce) (pacuidpoBKa MOIIUCH)

18.12.2023

(nata)

Buza pykoBoauTens (Juiia OTBETCTBEHHOTO 32 apXHB)

3aBeyIOIniA
apXUBOM

17.12.2023

COTI'JIACOBAHO
[IpoToxon DK
MOY Illxkoma
o1 27.12.2023 Ne 2

Hrorosasi 3anuch 0KaATEropusx HKOJIUYECTBeE eI,
3aBeieHHBIX B 2024 rogy B MOY «MapTbiHOBCKas K02 uMmeHu Hukonan
KoJsiokonoBa» [[xankoiickoro paiiona Pecnyoankn Kposim
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HOCpOKaM XpaHCHUS

Bcero

Btom uncJie:

IHepexoasimx

C oT™MeTKOM
" BHK"
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2

Ha 0ymaxnoM HOcuTe1E

(TIpH HATMYHMK THOPHIHBIX JIelT, TOM(a) HAOYMa)KHOM HOCHTENE YIUTHIBAIOTCS Bpaszene Tabmuisl «HabymaxHoM

HOCHTEJIC», TOM(2) HadJICKTPOHHOM HOCHTEIIC YYUTHIBAIOTCS Bpa3aesie TaOMUIbl « DIECKTPOHHBIX ):

IlocTossHHOTO

14

BpemenHoro (cBbliie
10 met)

22

11

Bpemennoro (10 10 net
BKJTFOYUTEIIHHO)

37

12

15

DJIEKTPOHHBIX

(TIpH HATMYHUY THOPHIHBIX JelT, TOM(a) Ha0yMa)KHOM HOCHTeNIe YIUTHIBAIOTCS Bpaszene Tabuuns! « HabymakHOM

HOCHTEJIe», TOM(a) HadJIEKTPOHHOM HOCHTeEIIE YUUTHIBAIOTCS Bpa3/eie TaOIuIbl « DIEeKTPOHHBIX) ):

IlocTossHHOTO

BpemenHoro (cBbime
10 mer)

Bpemennoro (o 10 net
BKJIFOUUTEIBHO)

HUTOI'O:

86

27

31

PykoBoauTens ciyx0bl
JENONPOU3BOACTBA

(HaHMeHOBaHI/Ie JOJDKHOCTH PYKOBOIUTEIIS

City>kObI JIeJIONPOM3BO/ICTBA OPraHU3aIMH)

(moamnuce)

(pacmmdpoka

TTOJIITHCH)

28.12.2024

(nata)

Hrorossie CBCACHUMA IICPCAAaHbI B apXUB
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3aBeyIOLINi apXUBOM

(HaMeHOBaHUE TOJDKHOCTH pabOTHHKA apXHBa) (nmonmnuck) (pacuidpoBKa MOIIUCH)

29.12.2024

(nata)
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