Bouyaposa ManvHa
JleoHnpoBHa

A1 noATBepXaato aToT
OOKYMEHT

Ounpektop MBOY COLL No23,

PACCMOTPEHO Sosnoaaniots2as0zo0  YTBEPIKIIEHO

ITemaroruyeckuM COBETOM Hupexrop MBOY COIII Ne 23

LIKOJIBI, TPOTOKOJI I'.JI. bouapoBa

oT «13» 04.2023 Neo 4 [Ipuka3z ot «14» 04. 2023 Ne 345
MNOJOKEHUE

10 BeJeHUIO 1eJI0BOM JOKYMEeHTAIlUN
B MYHHMIMIIAJIbHOM 0I0’KETHOM 00111€00pa30BaTe/JIbHOM Y4pesKIeHUn
«Cpennsist 00meodOpaszoBarebHast MKOJIAa Ne 23)» MyHMUUNIAJIbHOTO
oOpa3oBaHus ropoackoi okpyr Cumeponouas Pecnydoanku Kpbsim

1.001mme moJ10KeHu .

Hacrosimee monoxenue pa3paboTaHO B COOTBETCTBUU CO  CIEAYIOIIUMU
HOPMAaTUBHBIMU JIOKYMEHTAMU:

- ®enepanbHbiif 3akoH 0T 29.12.2012 No 273-03 «O6 oOpazoBaHuu B
Poccuiickon @enepanumny;

- ®epnepanbHbiil 3ak0H 0T 27.07.2006 No 152-03 «O mepcoHanbHBIX
JAHHBIX;

- 3akon Pecnybmuku Kpeim ot 06.07.2015 Ne 131-3PK/2015 «OG06
oOpazoBanuu B Pecniyonrike Kpbimy;

- npuka3 denepaibHOTO areHTCTBA M0 TEXHUUYECKOMY PEryJNPOBAHUIO
U MeTpojorud MuHHCTEPCTBA IPOMBILIJIEHHOCTH U TOProeau Poccuiickon
®enepanun ot 08.12.2016 Ne 2004-ct «O06 yTBEepkIACHHH HAIMOHAIHHOTO
cranaapra Poccuiickoit @enepaunmn;

- npuka3 OenepaibHOTO areHTCTBA M0 TEXHUYECKOMY PETrYJINPOBAHHIO
U MeTpojorud MuHHCTEPCTBA IPOMBILIJIEHHOCTH U TOProeau Poccuiickon
®enepanuun ot 14.05.2018 Ne  244-ct  «O0 yTBEpKIEHUU HN3MEHECHHUS
K HalMOHAJIbHOMY cTanaapTy Poccuiickoit denepannny;

- npuka3 denepanbHOro apxuBHoro areHTcTsa ot 20.12.2019 r. Ne 236
«O0 ytBepxkeHuu llepedHsi TUMIOBBIX YIPABICHUECKUX apXUBHBIX TOKYMEHTOB,
oOpa3yrolmuxcsi B Mpouecce AEsTENbHOCTH TOCYJIapCTBEHHBIX OPraHOB, OPTaHOB
MECTHOT'O CaMOYTIPABJICHUS U OPTaHU3alIUM, C YKa3aHUEM CPOKOB UX XPAHCHUS»;

- npuka3 Munucrepcta npocsemienuss CCCP or 30.12.1980 N 176
«O BBemeHuu B jeicTtBue llepedyHsi JOKYMEHTOB €O CPOKaMHM XpaHEHUS
MununctepctBa mnpocsemieansi CCCP, opraHoB, yudpeXIeHHI, OpraHu3anun
CUCTEMBbI ITPOCBEILICHUS.

[Tonoxxenne ycraHaBiaWBaeT oONIMEe TpPeOOBaHUS K BEICHUIO JICTIOBOM
nokyMentaiuu B MbOY COIII Ne23.

OTBETCTBEHHOCTD 3a OpraHU3aLHI0 17} COCTOSIHHE

JIEJIONPOU3BOACTBA B 00pa3oBaTEbHON OpraHuU3alid HECET PYKOBOJUTEIIb,
KOTOPBIM:



- Ha ocHOBaHMU PexomeHnnanuii pa3padbarbiBaeT U yTBepkaaeT MHCTPYKIINIO
0 JIEJIONPOU3BOICTBY U HOMEHKJIATypy J1e1 00pa30BaTeIbHON OpraHU3allH;

- KOHTpPOJUpPYET  coOmoneHue  TpeOOBaHMM  YTBEp)KJIEHHOW B
oOpasoBarenpHOM  opraHm3anuu  WHCTpykuMM 1O  BEJCHHIO  JI€JIOBOM
JOKYMEHTAIUH;

- IPOBOJUT ITPOBEPKY COCTOSIHUS I€IIONIPOU3BO/ICTBA;

- obecrneuynBaeT METOJWYECKOE PYKOBOJCTBO, MHCTPYKTaXK M KOHTPOJIb 32
COOJIFOICHHEM YCTaHOBJIEHHOT'O TIOPSAKA pa0OThI C JOKYMEHTaMU;

- UHULUHUPYET IMOBBIIICHUE KBAaIM(PUKAUM pPaOOTHUKOB 110 BOIPOCAM
JEJIONPOU3BOCTBA;

- YAOCTOBEPSAET MOAIUCHIO U I1€YaThIO JOKYMEHTHI.

HenocpeactBeHHO  BeneT  JEJIONPOM3BOACTBO B 00pa3oBaTENbHOMN
OpraHu3alMy CceKpeTapb U (WJIM) OTBETCTBEHHBIH 3a BEIACHHE JEIONPOU3BOICTBA
(mamee — cekperapb), KOTOpBIH Ha3HayaeTcsd [MPUKA30M PYKOBOAUTEIS
o0pa3oBaTeIbHON OpraHu3aluy.

CereTapL B COOTBCTCTBHH C BO3JIOKCHHBIMH HA HCT'O 3aJa4YaMU:

- OCYIIECTBIISIET PETUCTPAIHIO U YUET JOKYMEHTOB;

- OPraHu3yeT TOKYMEHTOO0OPOT, POPMUPOBAHUE JCII, UX XPAaHEHUE;

- OCYIISCTBIIICT TEKYIIHHA KOHTPOJb 32 CBOCBPEMCHHBIM PACCMOTPECHUEM H
POXOXJICHUEM JOKYMEHTOB 00pa30BaTeIbHON OpraHHU3allvH;

- o0ecreunBaeT COONIOJIEHUE €IUHBIX TPEOOBAaHMM MO MOJTOTOBKE
JOKYMEHTOB MW OpraHHM3alMy padOThl ¢ HHUMH B YCIIOBHAX 3JEKTPOHHOTO
JIOKyMEHTO000pOTa;

- 0000maeT nHpopmaimio 00 00beMax JOKYMEHTO000POTa;

- opranusyetr (popMHUpOBaHUE M XPaHCHHE JOKYMEHTAITMOHHOTO ()OHIIA U €T0
UCIIOJIb30BaHUE.

OOpazoBaTenbpHasi OpraHu3allis BIpaBe MPUMEHSATh B CBOCH JESITEIBHOCTU
AJIEKTPOHHBIA  TOKYMEHTOOOOPOT, KOTOpPBI  MpeaycMaTpuBaeT  CO37aHUE,
MOANUCAHNUE, WCIOJIb30BaHWE W  XpaHEHUE JIOKYMEHTOB, CBSI3aHHBIX C
JeATEIbHOCThI0 00pa30BaTENIbHOW OpraHM3alliu, B DJJIEKTPOHHOM BHle 0e€3
nyOoIUpoBaHUS Ha OyMa)KHOM HocuTese. PelieHre O BBEAEHUU DJICKTPOHHOTO
JOKYMEHTOO0OpOTa M  TOPSIIOK  €ro  OCYIIECTBJICHUS  YTBEPXKIIAOTCS
o0pa3oBaTeIbHOM OpraHu3aIueil o0 COTJIACOBAHUIO C €€ YUPEIUTEIICM.

Bes nmemoBasi nOKyMEHTalusi XpaHUTCS B CHEIMAIbHO 000pPYIOBaHHBIX
noMeneHusx, mkadax unu cerdax ¢ cobmoaeHnem TpedoBanuii dOenepanbHOrO



3akoHa Poccuiickoit @eneparuun ot 27.07.2006 Ne 152-03 «O nepcoHadbHBIX
JTAHHBIX».

PaboTtath ¢ HOKyMeHTaMH BHE CITyKEOHBIX MOMEIIEHUH 3aIpeniacTcs.

2. JIokyMeHTbI 00pa30BaTeIbHON OPraHU3alNu.

PykoBoaurens oOpa3oBaTeiabHON OpraHM3allid WIM JIMIO, HCIIOJIHSAIOLIEE
ero OOs3aHHOCTH, W34Aa€T TMPHUKa3bl, HWHCTPYKLUHU, TMpaBuia, I[OJIOKECHUS,
00s13aTeIbHbIE AJI1 UCTIOJTHEHUS] BCEMH PAaOOTHUKAMHU.

Xon 00CYyXJIeHHs BONPOCOB Ha 3aCENaHUSX KOJUIETHMAJIbHBIX OPraHoB,
COBETOB, COOpaHMSX, COBCIIAHUSX U PpELICHUs, MPUHUMAEMble Ha HUX,
(bUKCUPYIOTCS B MPOTOKOJIAX.

JIJist OCYIIECTBICHUSI ONEPATUBHBIX CBA3€H C JAPYTHMMH OpPraHU3ALMSIMHU U
rpakJaHaMU HUCIOJIB3YIOTCS Takue (OpMbI, KaKk MUChbMA, (DAKChI, TeJIerpaMMbl,
TeraedOHOTpaMMBI.

I[JUI OCYHICCTBIICHUA IIpUCMA, YBOJIbBHCHUA, IICPCMCIICHUA pa6OTHI/IKOB,
MNpcaoCTaBJICHUA UM OTITYCKOB O(bOpMHSII-OTCH TPYOJOBBIC OOT'OBOPHI, IIPHUKA3bI II0
JJMYHOMY COCTaBYy, 3asBJICHUS, TPYAOBBIC KHHKKH, JIMYHBIC KAPTOUYKHU U OP.

3.Y4eOHO-negarornyeckasi J0KyMeHTAIUsI.

VYyeOHast JOKyMEHTalMsi — OTO KOJWYECTBEHHAas W KayeCTBEHHas
XapaKTEPUCTUKU COCTOSIHUS Y4€OHOM, METOIMYECKON W BOCHUTATEIILHONW pabOThI
00pa3oBaTeIbHOM OpraHu3aIuy.

[Tenaroruueckue pabOTHUKH npu peanuzanuu OCHOBHBIX
o01eo0pa3oBaTeNbHbBIX MPOrPaMM  OCYILIECTBISIOT TMOATOTOBKY  CIEAYIOIIEH
JToKyMeHTaluu (nmpuka3 MunucTepcTBa npocselienus Poccuiickoit deaepanuu ot
21.07.2022 No 582 «OO0 yTBEepXKICHHHM TMEpPEUYHS JOKYMEHTAlMH, IOATOTOBKA
KOTOPOM OCYIIECTBIISIETCS I€IaroTUYeCKUMH PaOOTHUKAMHU TIPU  pean3aliu
OCHOBHBIX 00111€00pa30BaTEIbLHBIX MPOTPAMM»):

- pabodas mporpamma y4eOHOTO mpeameTa, yaeOHOTO Kypca (B TOM 4HCIie
BHEYPOUHOH JCATEIHHOCTH), y4eOHOTO MOMYJIS;

- )KypHaJ y4yeTa yCreBaeMOCTH;

KypHaJl BHEYPOYHOM JACATENBHOCTH (JI1 TENarori4eckux pabOTHUKOB,
OCYILIECTBIISIOIINX BHEYPOUHYIO JIESITEHLHOCTD);

- TUIAaH BOCTIHTATENBHON paboThl (ISl TEJArorH4ecKuX pPaOOTHUKOB,
OCYIIECTBISIOMUX (YHKIIUN KIIACCHOTO PYKOBOIUTEIIN);

- XapaKTepUCTHKa Ha oOyyJaroierocs (1o 3ampocy).

[IIkonbHBIE JOKYMEHTHI JOKHBI O(OPMIISITECS CBOEBPEMEHHO, YETKO,
pazbopuuBo, 0€3 MOAYUCTOK, MOMAPOK, BHI3BIBAIOIINX COMHEHHE B MPABUIBHOCTU
BHECEHHBIX JaHHBIX.



3anucu B IOKYMEHTAX JIOJKHBI IPOU3BOJIUTHCS IAPUKOBOM PYUYKOU YEPHOTO
1BETA.

Ommubka, nomylieHHass B TEKCTE WM LHU(PPOBBIX JJAHHBIX JIOKYMEHTA,
UCIIpaBISIETCSl  CIEAYIOIMM  00pa3oM: OIIMOOYHBIE CJOBa WM  LUDPHI
3a4epKUBAIOTCS TaK, YTOOBI MOXKHO ObUIO MPOYECTh 3aYEPKHYTOE, & CBEPXY, JIMOO
psanoMm, nuOO Ha TMONSIX NHUIIYTCd YTOYHEHHbIE JaHHbIe. Bce BHeCeHHbIE
UCIIPaBJICHUS] JIOJDKHBI OBITb OTOBOPEHBI W 3aBEPEHbl MOMAMUCIAMH  JIUII,
opOpMUBIINX TOKyMEHT. 3a JIOCTOBEPHOCTHh CBEICHUMN, COACPKAIIUXCI B
JOKyMEHTaX, HaJJexaniee ux opopMIeHHE HECYT OTBETCTBEHHOCTh JOJKHOCTHBIE
JU1a, TOAMKUCABIINE TOKYMEHT.

B cocTaB n1okymMeHTOB 00pa3oBaTeIbHON OPraHU3aIMH BXOMST:

- OPraHU3AIMOHHBIC IOKYMEHTHI;

-yCTaB OpraHu3aluu;

- IOTOBOP C YUpPEIUTENEM;

- TIOJIOXKEHUS O MOAPa3ACICHUIX (IPU HAIMYHUN);

- IPaBOYCTAHABJIMBAOIIUE JOKYMEHTBHIL;

- IOJKHOCTHBIE HHCTPYKIIUU COTPYTHUKOB;

- KOJUIEKTUBHBIN JIOTOBOP;

- IITAaTHOE PACIHCAHUE;

- paBUJia BHYTPEHHETO TPYAOBOTO PACHOPSIIKA U Jp.

PacnopsinutenbHbie TOKYMEHTHI:

- IPUKA3bI;

- pacTOpsKEHMUS;

- UHCTPYKIUU U JP.

NudopmanimoHHo-CcripaBOYHBIE TOKYMEHTHI:

- MPOTOKOJIBI;

- IUIaHBbI;

- OTYETHI;

- COPaBKH U JIp.

Bce kHMrm wu OKypHaJIbl, KOTOpbIE BeIyTCs B 00pa30BaTeIbHBIX
OpraHu3anusX Ha OyMa)KHbIX HOCHUTENSIX, MOCTPAHUYHO MPOHYMEPOBLIBAIOTCH,
MPOIIHYPOBBIBAIOTCSA M MOAMUCKHIBAIOTCS pykoBoauTeneM. [loanucs pykoBoAUTENS
3aBepsieTCs MeYaThio 00pa30BaTEIHLHON OpraHu3aIiy.

IIpaBuia opopmiieHUsI JOKYMEHTOB

OcHoBHBIE TPEOOBaHUA MO 0(POPMIICHHUIO TOKYMEHTOB.

JIOKyMeHTbl ~ MOTYT  CcO3JaBaThbCd Ha  OyMaXHOM  HOCUTENE U
B JJIEKTPOHHOW (opMe ¢ COONIOACHUEM YCTAHOBIIEHHBIX MpPaBUl O(OPMIICHUS
JOKYMEHTOB.

[Ipn co3maHuM [OKyMEeHTa Ha JABYX U 0OoJjiee CTpaHHUIAX BTOPYIO H
NOCJIEYIOUIUE CTPAHULIBI HyMEPYIOT.

JlonyckaeTrcsi co3/laHMe JTOKYMEHTOB Ha JIMLIEBOM M OOOpPOTHOM CTOpOHax
mucta. Ilpu IBYCTOpOHHEM CO3aHMHM JOKYMEHTOB LIMPHHA JIEBOIO IIOJS Ha
JUIIEBOW CTOPOHE JIUCTA M MPABOrO IMOJII HA 0OOPOTHOM CTOPOHE JIHMCTa JOJKHBI



OBITH PaBHBI.

[IpeanoyTUTENbHBIMA ~ TApHUTYpaAaMU HM  pa3MepamMu  MPUPTOB I
PEKBU3UTOB JOKyMeHTa aBisitores Ne 12,13,14.

[Ipu cocraBieHun TabIUI JOIMYCKAETCS UCIOJIb30BaHUE MIPU(PTOB MEHBIINX
pa3MepoB.

AO3aIHbIi OTCTYI TEKCTA JOKYMEHTa - 1,25 cM.

3aroyioBKM pasziesioB U TOJPa3JIeoB IeyaTaloTcs ¢ ad3alHbIM OTCTYIIOM
VI LIEHTPUPYIOTCS N0 IIUPUHE TEKCTA.

MHOrocTpoYHblE PEKBU3HUTHI TIEYATAKOTCS Yepe3 OAUH MEKCTPOUYHBIN
WHTEpBaJ, COCTABHBIE YACTH PEKBHU3UTOB OTACIAIOTCS  JIONOJHUTEIbHBIM
MHTEPBAJIOM.

TekcT nokymeHnTa neyaraercs uyepes 1-1,5 MeXCTpOUHBIX MHTEPBAA.

HNuTtepBan mexxny OyKBaMU B CJI0BaX - OOBIYHBIM.

WHuTepBan Mexly coBaMH - OJIUH IPOOeI.

TexcT noKyMeHTa BbIpaBHUBAETCS MO LIMPUHE JIUCTA (110 TPaHMIIaM JIEBOTO
Y TIPAaBOTro MOJIEH TOKyMEHTA).

HopMaTuBHBIMM aKTaMu OpraHU3allid MOXET OBbIThb MPETyCMOTPEHO
BBIJIEJICHUE PEKBU3UTOB «aJpecary», «3arojloBOK K TEKCTY» WU «IOAMNHCH», a
TaK)Ke€ OTJENbHBIX (PPAarMEHTOB TEKCTA MOIY>KUPHBIM IIPUPTOM.

TexcT AOKyMeHTa JOKEH OBbITh M3JI0XKEH KPaTKo, 'PaMOTHO, MOHSTHO U
OOBEKTHBHO, 0€3 MOBTOPEHHN W yHnoOTpeOJeHUs: OB U 000OPOTOB, KOTOPBIE HE
HECYT CMBICIIOBOM HAarpy3Ku, M [OJDKEH KacaTbCsi TOTrO BOINPOCA, KOTOPHIM
c(OpMyIMPOBAH B 3arojioBKe K TEKCTy. TeKCT JoKymeHTa odopmisieTcss B BUAEC
CIUIOLIHOTO CBSI3HOT'O TEKCTa WJIM TAOJIULIBI, MJIA ITyTEM COYETaHUs ITUX QOopM.

TeKkcThbl C0KHBIX U OONBIINUX 10 00BEMY AJOKYMEHTOB (JIOKJIabl, OTYETHI U
T.A.) JAENATCS Ha pa3fenbl, MNOApa3lenbl, MYHKTbl, MHOMMYHKTHI. I[IyHKTBI U
HOJIITYHKTBI B TEKCTE HYMEPYIOTCA apaObCKUMH LU(paMu C TOUKOM.

[Tpumep -

1.

1.1.

2.

2.1

JIOKyMeHTBI, Kak TpaBuiao, ohOpMIAIOTCS Ha OJIaHKaX 00pa30BaTEILHOM
OpraHu3allid, UMEIOT YCTAHOBJICHHBIH KOMILIEKC OO0S3aTelIbHbIX PEKBU3UTOB U
CTaOMJIBHBIN TOPSAZIOK UX PACIIONO0KEHUS.

brnankym KaxIoro BuAa W3rOTaBIMBAIOTCS Ha OCHOBE YIJIOBOIO WM
MPOJIOJIBHOTO Pa3MEIEHUs PEKBU3UTOB.

PekBU3UTHI 3arojioBKa pa3MeIaloTCs LEHTPUPYEMbIM (HA4ajlo U KOHEIl
KOKJIOM CTPOKM PEKBU3UTA PABHO yJajJ€Hbl OT TPAHMI] 30HBI PACHOJIOKECHHS
PEKBU3HUTOB) WM YIJIOBBIM (KaKJash CTPOKAa PEKBU3UTAa HAUYMHAETCS OT JIEBOM
TPaHUIIBI 30HBI PACTIOIOKEHUS PEKBU3UTOB) CITIOCOOOM.

Jlyist m3roToBIeHUs 0JIaHKOB UCIIONIB3YIOTCS TUCTHI Oymaru ¢popmara A4 (210
x 297 mm) 1 A5 (210 x 148 MUIIITUMETPOB).

Kaxapiit muct nokymenTta, oOpMIICHHBIN Kak Ha OjlaHKe, Tak U 0e3 Hero,
JOJKEH UMETH IT0JISI HE MEHEE, MM:



nesoe - 20;
npasoe - 10;
BepxHee - 20;
nmxHee - 20.
JIOKyMEHTBI JUIUTENBHBIX (CBBIIIE 10 JIET) CPOKOB XpaHEHUS AOJIKHBI UMETh
jieBoe noJje He MeHee 30 MM.

OdopmiieHne peKBU3UTOB JOKYMEHTOB.
ABTOpP 10KYMEHTOB.
HanMenoBanmne 00pa3oBaTeIbHONW OpTaHMW3aIllMK YKa3bIBA€TCSA B TOYHOM

COOTBETCTBUM C YyCTaBOM oOpa3oBaTelbHOM opranm3anuu. CoOKpameHHOe
HaVMEHOBAHHE TIOMEIIAETCS MO/1 MTOJTHBIM HAMMEHOBAHUEM B CKOOKaX.

HanMeHoBaHME CTPYKTYpHOTO TOJpa3JEJ€HUsi — aBTOpa JOKYMEHTa
UCIIOJIb3yeTCsl B OJaHKAX MHUCEM M OJIaHKaX KOHKPETHBIX BHUIOB JIOKYMEHTOB H
YKa3bIBAETCS MOJ MOJHBIM M COKpPAILEHHBIM HAaMMEHOBAaHUSMHU 00pa30BaTEIbHON
OpraHU3allHH.

HanMeHOBaHHME JODKHOCTH JIMIIa — aBTOpa JOKYMEHTa HCIOJIb3yeTCsS B
OJlaHKaX  JIOJDKHOCTHBIX JIMI] M pacrojiaraercs  I0Jl  HaWMCHOBAaHHEM
oOpa3oBaTeILHON OpraHU3alliH.

HaumenoBanue JOJDKHOCTH JIMOAa — aBTOpa AOKYMCHTA YKa3bIBACTCA B
COOTBCTCTBHH C HAUMCHOBAHUCM, IIPUBCACHHBIM B PACIIOPAIUTCIBHOM JOKYMCHTC
O Ha3HA4YCHHWHU HA OJOJDKHOCTB.

CnpaBouHble TaHHbIE 00 00pa30BaTEJIbHON OPraHU3aIUN.
CrpaBoyHbI€ JJaHHBIE 00 OpraHU3aIMKM YKa3bIBAIOTCS B OJIaHKaX MHCEM U

BKJIFOUAIOT: ajipec, Homep TenedoHa, hakc, aapec AICKTPOHHON IOYTHI, CETEBOMN
anpec, a taxxe OKIIO, OI'PH, MHH u KIIII opranuzanuu.

HaumenoBaHnue Buja AOKYMCHTA.

HaumMenoBanue BHa TOKYMEHTA, COCTABJICHHOIO OPTaHU3ALUEH, ITOJDKHO
OBITh  OTPENEICHO yCTaBOM (MOJOKEHUEM) U  JIOJDKHO  COOTBETCTBOBATH
HAaUMEHOBAaHUSIM BHUIOB JIOKYMEHTOB, npeaycMoTpeHHbIM OKVY/I: akT, crpaBka,
3allUCKa, CBOJKA, OT3bIB, TMPOTOKOJ, CIOUCOK, U3BEIICHWE U .
PacnopsimutenbHble JOKYMEHTBI  OpTaHU3allud  HW3JAI0TCA  CO  CIEAYIOIIMMU
HA3BaHUAMU: MPUKA3, PACTIOPSKEHUE.

HaunmenoBanue BHJa KW PAa3HOBUAHOCTH JOKYMCHTA HEC YKa3bIBACTCA B
II1MCbMax.



HanvenoBanne Buga OKyMEHTA II€YATACTCS MPOMUCHBIMH OyKBaMu
MOJTY>KUPHBIM HIPUPTOM.

JlaTa nokymeHra.

Jlata JOKyMEHTa COOTBETCTBYET JaTe moanucanus (yTBEpKIACHUS)
JTOKyMEHTA WJIA JaTe COOBITHS, 3a()UKCUPOBAHHOTO B IOKYMEHTE:
apabckumu nudpamu, pazaeneHHbIMUA Toukoi: 05.06.2021; cioBecHO-TTU(POBHIM
criocobom: 5 utonst 2021 .

B TekcTax JOKYMEHTOB, COAEpKAIlMX CCHIIKM Ha HOPMATUBHBIE TIPAaBOBHIC
aKThl, W JIOKYMEHTOB, COJIEp)KallluX CBeJICHHS (HUHAHCOBOTO XapakTepa,
MPUMEHSIETCSL CIIOBECHO IU(MPOBOI crmocol ykazaHusi AaT 0€3 MPOCTABICHUS HYJIS
B 0003HAYCHHH JIHSI MECSIIa, €CJIM OH COACPKUT oauy mudpy: 3 anpens 2021 roxa.

Pazpemaercs npuUMEHSATH CJIOBO «rOA» B COKPAIICHHOM BapUAaHTE «I»:
1 wurons 2021 r.

I'pu¢ orpanuyvenus nocryna K 10KyMeHTY.

[IpocraBnsieTcss B mpaBOM BEPXHEM YIUNIy MEPBOro JHUCTa JOKyMEHTa
(mpoekTa NOKyMEHTa, CONMPOBOJUTEIBHOIO MUChbMa K JOKYMEHTY) Ha TpaHMIIE
BEPXHET0 MOJISI IPU HAIMYMK B JOKYMEHTE MH(GOpPMALMH, JOCTYyN K KOTOPOM
OTPaHWYEH B COOTBETCTBHM C 3aKOHoHarenbcTBOM Poccuiickon ®Penepannu. B
COCTaB PEKBHM3UTA BKJIIOYAETCS OTPAaHWUYMUTENbHAs HaANUCh: «Jljig ciykeOHOro
noJib30BaHus», «KonpuaeHnunansHo», «IlepconanbHble TaHHbBIE» WIH Jp.

[Tpumep -

IlepconanbHble JaHHBbIE PA0OTHHKOB
k3. Ne 1
MyHununajibHoe 01/:KeTHOe 00111e00pa3oBaTebHoe yupe:xkaeHue «lkoma Ne 1»

(MBOY IIkoaa Ne 1)
LeHTp 10M0THUTEJBLHOTO 00pPa30BaHUSA
IMPUKA3

Bce BUbBI FpI/I(bOB OrpaHHUYCHHA JOCTyIIa K NOKYMCHTAM 3aKpPCIUIAIOTCA B
JJOKAJIBbHBIX aKTaXx 06p3.30B3TCHBHOI>i OpraHu3aluu.

PerncrpannoHHbIi HOMEP JOKYMEHTA.

Peructpanmonnsii  HoMep — 1udpoBoe WM  OyKBEHHO-LIU(POBOE
0003HavYeHUE, MPUCBANBAEMOE IOKYMEHTY IIPU €r0 PETUCTPaLIUU.

Pemcrpaum[ AOKYMCHTA IIPOBOAUTCA TIIOCJIC C€ro IMOoAIMCAHHA WA
YTBCPKIACHUA.

JIJist BHYTpEHHUX JTOKYMEHTOB — MPUKA30B, MPOTOKOJOB — 3TO MOPSAKOBBIM
HOMEp B Mpefenax KaJleHIapHOro roma/ ydeOHOro roja Mo KaKIOMYy BUAY WU



Pa3HOBUIHOCTH JOKYMEHTOB. B IpuKa3zax perucrpanvoHHBIA HOMEP MOXKET
JIOTIONIHATHCA OYKBEHHBIM MHAEKCOM, 0003HAaYarOIUM Pa3HOBUIHOCTH.

I[JBI HCXOOAIINX NOKYMCHTOB pCFHCTpaHHOHHBIﬁ HOMECP COCTOUT H3.

1) mopsIKoOBOro HOMEpa B Ipeleax — MacChBa  OTIPaBJISIEMOM
KOPPECIOHICHIINH;

2) WHAEKCa Jieja B COOTBETCTBUM ¢ HOMEHKJIATYPOU A€l o0pa3oBaTeILHOM
OpraHU3alUu.

PerncrpanroHHslii HOMEP AJOKYMEHTA, COCTABIEHHOTO COBMECTHO ABYMS M
Oojiee OpraHu3alMus MU, COCTOUT U3 PETUCTPALMOHHBIX HOMEPOB JOKYMEHTOB
KOKJIOW M3 ATUX OPraHU3alHi, MPOCTABISIEMBIX YE€pe3 KOCYI0 YEepTy B MOPSAIKE
yYKa3aHHs aBTOPOB B JJOKYMEHTE.

CcbliIka Ha peFHCTpaHHOHHbIﬁ HOMEP M JaTy JOKYMEHTA.

Ccbuika Ha pErucTPALMOHHBIA HOMEp M J1aTy TIOKYMEHTa BKIIIOYAET B ce0s
pPErHCTPAllMOHHBI HOMEpP M JaTy JAOKYMEHTa, Ha KOTOPBIA JOJKEH OBbITh JaH
OTBET.

Ccbulka Ha HOMEp W JaTy JTOKYMEHTa HCIOJIb3yeTcs MpU O(POpMIICHUU
MKCEM, SIBJISIOIIUXCS OTBETaMH Ha MOCTYMNUBILIEE MUCHMO (3armpoc, Npocs0y u Ap.).
CBenieHUs B pEKBU3UT MEPEHOCTCS C MOCTYMUBUIETO IOKYMEHTA U COOTBETCTBYIOT
pPErucTpallMOHHOMY HOMEPY U J1aTe MOCTYIHUBIIETO JOKYMEHTA.

OrpaHnunTenbHasT OTMETKA I JAHHOTO PEKBU3UTA MPOCTABISACTCS B
JIeBOM yacTu OJlaHKa TMHUChbMa TMOJ PEKBU3UTOM «JaTa» W «PETHUCTPAIMOHHBIN
HOMEDP TOKYMEHTA.

Hanuume naHHOTO pPEKBHU3UTA MCKIIOYACT HEOOXOIUMOCTH YIMOMHUHAHUS
HOMEpA U JaThl MOCTYIUBIIETO JOKYMEHTa B TEKCTE MHUCHhMa, YTO OCBOOOXKIAET
TEKCT OT CIIPaBOYHOUN MH(POPMAIIHH.

MecTo cocTaBJIeHUS UJIH U31aAHUS JOKYMCHTA.

Mecrto coctaBineHusi (M3AaHMs) JOKYMEHTa YKa3bIBAaeTCS B JOKYMEHTaX,
U3rOTAaBIIMBAEMBIX Ha OJaHKaX KOHKPETHBIX BUI0B JOKYMEHTOB.

Anpecar.

AnpecatramMu IOKyMEHTa MOTYT OBITh FOPUJIMYECKHUE JIUIIA, UX CTPYKTYpPHbIE
no/ipa3/ieNieHus U JOHKHOCTHBIE JIMIIA, A TaKkKe (PU3UUECKHUe JIMIIA.
PexBU3UT «aapecar» MpOCTaBIsETCS B BEpXHEH NMpPaBOM 4YacTU JTOKYMEHTA



(Ha OnaHKe C YIJIOBBIM pACIOJIOKEHHEM PEKBU3UTOB) WM CIOpaBa IO
pekBU3UTaMM OJyilaHKa (TIpU MNPOJOJIBHOM PpACHOJIOKEHUN PEKBU3UTOB OJIaHKa).
CTpOKHM pEeKBU3NTA «aJpecaT» BBIPAaBHUBAIOTCS 110 JIEBOMY KParo WIN LIEHTPYIOTCS
OTHOCUTEJIBHO CAMOM JUIMHHOW CTPOKH.

Ecnu nOKyMeHT afpecoBaH IOPHANYECKOMY JIMLY WIA €T0 CTPYKTYPHOMY
noJpa3fesieHu0 0e3 yKa3aHusd JODKHOCTHOIO JIMLA, WX HAaWMEHOBaHMS
IIPUBOJSTCS. B UMEHUTEIBHOM I1aJIEXKeE.

[Ipumepsnl

1. MuHnucrepcTBo 00pa3oBaHus,
HAYKH M MOJIOACKHU
Pecny0sinku Kpbim

2. MuHucTepcTBO 00pa3oBaHusl,
HAYKH M MOJIOAEKHU
Pecny0sinku Kpbim
ynpaBJjieHue 001ero
oOpa3zoBaHusi

[ToutoBBIN angpec yKas3bIBaeTCS NPU HAMPABICHUHU JIOKYMEHTa Pa30BbIM
KOPPECTIOHICHTaM.

Ecnu nokymeHT agpecoBaH PYKOBOAHUTENI HOPUIMYECKOrO JUIA WU €0
3aMECTHTENII0, HAUMCHOBAHHWE OPUIMYECKOTO JIMIla BXOJUT B  COCTaB
HAaWMEHOBAHHUS JIOJDKHOCTH aJipecaTa, KOTOPOE MPUBOIUTCS B JATEIHHOM ITaJIeKe.

[Ipumep —

PykoBoaureso ®@enepajibHOro

APXMBHOTO areHTCTBA

®amvuansa N.0.

HNuunmansl craBaTcs mocje (GaMuiIuM HE3aBUCUMO OT TOr0, KOMY
aJpecoBaH JOKYMEHT — JOJKHOCTHOMY JIUITY WJIH (PU3UUECKOMY.

IIpu appecoBaHuM mnMcCbMa PYKOBOAMUTEIIO CTPYKTYPHOTO MNOAPA3ICIICHUS
YKa3bIBAaCTCSI B UIMEHUTEJIILHOM I1aJI€K€ HAMMEHOBAaHHWE OPraHW3allM, HUXKE - B
JaTeIbHOM MaJekKe HAUMEHOBAHUE JOJDKHOCTH PYKOBOIHWTEIS, BKIIIOUYAIOIIEE
HAaMMEHOBAHUE CTPYKTYPHOTO To/ipa3iejeHus], (paMUITHIO, HHUITAAIBL.

[Tpumep-
MuHucrepcTBo 00pa3oBaHus,
HayKH U moJioge:xku Pecnmy0simku Kpbim

HavyanbHUKY ynpaBJieHus1 0011ero o0pa3oBaHus
®amumius N.0.

Ilepen damunmeil OJDKHOCTHOTO JIMLA JONYCKAeTCs  yNOTPEOsTh
COKpAILIEHHE «T-HY» (FOCIOJUHY ), ECIIH aIpecaT MYKUMHA, WIH «T-Ke» (TOCIOXKe),
€CJIN aApecaT KEHIIVHA.
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IIpn paccbulke NOKyMEHTa TpyHnle OpraHu3aluid OJHOr0 THIA WM B
CTPYKTYpHbIE TIOAPA3ACICHUS OJIHOM OpraHu3aluu, aJpecaTr YKa3bIBaeTcs
0000IIEHHO.

B ogHOM ToKyMEHTE HE TO0HKHO OBITh 00Jiee YEThIPEX aJIPecaToB.

[Ipu OonbllleM KOJUYECTBE aApPECcaToOB COCTABISETCS CIHUCOK (JIUCT,
yKa3zaTellb) PAacChbUIKM JOKYMEHTa, Ha KaXXJIOM JOKYMEHTE YKa3bIBaeTCs OJUH
azpecaT Wwix ajapecat ohopmisieTcss 0000IIeHHO.

B cocraB pexBu3ura «AnpecaT» MOKET BXOIUTH IIOYTOBBIM ajpec.
DOneMeHThl  MOYTOBOIO  aJpeca  yKa3blBAIOTCA B IOCJEI0BATEIbHOCTH,
ycTaHoBJIeHHOU [IpaBunamu okasaHus yCiayr ITOYTOBOM CBSA3H.

[Ipumep -
Bcepoccuiickuii
HAYYHO-
HCCIIe10BaTe/IbCKUI
HHCTUTYT
AOKYMEHTOBEICHUS
1 APXHUBHOIO Jej1a
Ipogcoro3nasn y.u.,
a. 82,
MockBa, 117393
B cnyudae oTnpaBku JOKYMEHTa (PU3MYECKOMY JIMIYy YKa3bIBAlOTCA: (hamuiins,
WHULMAJBI, MOYTOBBIA ajpec: (yauua, HOMEp JAOMa M KBAPTUPBI, HACEJIECHHBIN
MYHKT, pailoH, 00JacTh (Kpaii, pecry0iauKa), TOYTOBbII HHIIEKC).
[Ipumep -
damuiausa U.0.
Caposas yi., a. 5, kB. 12,
r. JHCK, JHCKOH 00.1., 301264

[Ipu oTnpaBke mMUChbMa IO SJIEKTPOHHOW TOYTE WM MO (HhaKCUMHIbHON
cBsi3u (0e3 JOCBUIKM 10 TIOYTE€) TMOYTOBBIM ajapec He ykasbiBaercsa. Ilpu
HEOOXOJIMMOCTH  MOXXET  OBITh  yKa3aH  DJJEKTPOHHBIM  ajgpec  (HOMeEp
tenedona/dakca).

[Tpumep -

Bcepocceuiickuii Hay4HO-
HUCCJIeA0BATEIbCKUI
HHCTHUTYT
JTOKYMEHTOBEICHUS U
apXMBHOIO J1eJ1a
mail@vniidad.ru

I'pu¢ yrBep:kaeHus: 10KyMeHTA.

I'pud yTBepk)AeHHS TMPOCTABISETCS HA JOKYMEHTE B CIy4dae €ro
YTBEPXKACHHUSI  JTOJDKHOCTHBIM  JIMIIOM,  PACHOPSTUTEIBHBIM  JTOKyMEHTOM
(mIpuKa30M, pacTOPSHKEHUEM, PEIIICHUEM ).

I'pud yTBepkaeHUs pasMmeniaeTcs B MPaBOM BEPXHEM YTy MEPBOTO JICTA


mailto:mail@vniidad.ru
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nokyMeHTa. CTpOKM pEKBU3UTA BBIPABHUBAIOTCS IO JIEBOMY Kpaw WU
LEHTPYIOTCSI OTHOCUTEIIBHO CaMOM JITMHHOM CTPOKH.

[Ipy yTBepXJIeHHH AOKYMEHTa JOKHOCTHBIM JIMIIOM TpU( YTBEPKICHUS
cocrour u3 cioBa YTBEPXJAN, HauMeHOBaHUS JOJDKHOCTH — JIMIIA,
YTBEPXKIAIOIIETO JIOKYMEHT, €ro IOJNHUCH, HWHUIHUAJIOB, GaMWIMK W JaThl
YTBEPKACHUSI.

[Ipumep -
YTBEPXKJIAIO
Jupextop MBOY COII Ne 1
IMoagnmucsy U.0. Damuians
Jlara

[Ipr yTBepXJACHUU JOKYMEHTA PACHOPSIUTEIBbHBIM JOKYMEHTOM TpH}
yTBepxkaeHuss  cocrour w3 cinoa YTBEPXJEH  (YTBEPXIEHA,
YTBEPXJIEHBI nnn YTBEPXJIEHO), coritacoBaHHOTO ¢ HAMMEHOBAHUEM BU/IA,
YTBEPKJAAEMOI0 JIOKYMEHTa, HAaWMMEHOBAHUS PACHOPSIAUTEIBHOTO JOKYMEHTa B
TBOPUTEIHLHOM Majexke, €ro AaThl, HOMEpA.

[Ipumepsl
1. (ITopsaok) YTBEPXIEH
npukazom MBOY COII Nel
S anpess 2021 r. Ne 82
2. (IlpaBuina) YTBEPXIEHBI

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

3. (ITonoxxenue)
YTBEPKAEHO
npukazom MBOY COII Ne 1
15.06. 2021 r. Ne 83

[Ipy npuHATHM (PACCMOTPEHUHM) MAOKYMEHTA KOJUIETMAJIbHBIM OPraHOM
00pa30BaTEeNbHON OpPraHu3alliy, PeleHUus] KOTOPOro (GUKCUPYIOTCS B MPOTOKOJIE,
B rpude mpuHATO (PacCCMOTPEHO) YKa3bIBa€TCd HAMMEHOBAHHME OpraHa, pelIeHUEM
KOTOPOTO MPUHAT JOKYMEHT, aTa U HOMEp NPOTOKOJA (B CKOOKaXx).

YTBEPKAAOMICTO JOKYMCHTA B TBOPUTCIBbHOM MAaACKE, €0 JaTbl, HOMECPA.

[Ipumepsnl
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3. (ITopsimox) IPUHAT

nmegarorti4eCKuM COBeTomM
(mpotokoJ ot 15.08.2021 Ne 12)

4. (IlpaBuna) INPUHATDHI

Yipap/0UM COBETOM
(mpotoko. ot 15.06.2021 Ne 8)

3. (ITonoxxeHue)

IMPUHSATO
001ImMM codOpaHuemM
patoTHUKOB
oOpa3oBareybHOM

OpraHu3aluu
(mportokoJ 15.06.2021 r. Ne 83)

3aroJ10BOK K TEKCTY.
3aroyioBOK K TEKCTY BKJIKOYAET B ceOsl KpaTKOE COAEpKaHWE JOKYMEHTa, €ro
OCHOBHYIO CMBICIIOBYIO Harpy3Ky. 3aroyioBok (Gpopmyiupyercs ¢ npeaiaorom «O»
(«O06») 1 OTBEYAET Ha BOMPOC «O YEM?»:
o TIpHKa3 (0 4eM?) O CO3/IaHUU ATTECTAIMOHHON KOMHUCCHH;
o TpuKa3 (0 4em?) 00 yTBEPKICHHUH IITATHOTO PACTIHCAHMUS;
o TIHCHMO (0 YeM?) 0 IpenoCcTaBIeHUU HH(HOPMAITUH.
3aroJIoBOK COCTAaBIISIET MCHOJHUTENb JIOKYMEHTA. 3arojOBOK K TEKCTY

oopmisieTcss Mo peKBU3UTAMH OJIaHKa CjieBa, OT TPaHUIlBI JieBoro mois. Ecim
TEKCT JTOKYMEHTa HE MPEBBIMIAET YETHIPEX-TIATH CTPOK WM O0(DOPMIICH Ha OJIaHKe
dbopmara AS, 3aro10BOK MOKHO HE YKa3bIBaTh.

3aroyioBOK  JOKYMEHTAa  3allMChIBA€TCA TMPU €ro  pEerucTpauud B
COOTBETCTBYIOILINE PETHUCTPALMOHHBIE (POPMBI: KAPTOUKY, Oa3y NaHHBIX.

TexkcT 10KyMeHTA.

TexkcT TOKyMEHTa COCTaBIISIETCS HA PYCCKOM SI3BIKE KaK IOCYJIapCTBEHHOM
aspike  Poccniickon ®enepanmu. TeKCT TOKyMEHTa H3J1araercsi pPyCCKUM
JUTEPATYPHBIM SI3BIKOM C y4E€TOM OCOOEHHOCTEH O(UIIMAIBHO-AEIOBOIO CTHIISA,
BHJIA TOKyMEHTa U €ro Ha3HA4YECHUS B yYIPaBJIECHYECKOU
nestenbHocTH. ConepikaHue JOKYMEHTa JOJDKHO OBITh H3JI0KEHO KpaTko,
JIOTUYHO, TOYHO U CHO.

TeKCThl JOKYMEHTOB U3J1arat0TCs:

- oT l-ro nuua eIMHCTBEHHOrO 4YHCJIa B JOKYMEHTax (MpuKas,
pacnopsbkeHue U T.[.) pyKoBoauTedss  o0pa3oBaTeNbHOM — OpraHu3alluu,
JEWCTBYIOIIEIO HAa IMPUHLOMNAX €JWHOHAyaiuus, a TakkKe JOKyMEHTaXx,
aJpECOBAaHHBIX PYKOBOJCTBY OpraHu3allMy: MPUKA3bIBAI0... MOATOTOBUTH U
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NIPEICTaBUTh Ha PacCMOTPEHHUE; poiry paccMOTpeTh
BOIPOC 00 YCTAaHOBJICHUH JIbTOTHBIX TapU(OB...;

- 3-ro Jima CAUHCTBCHHOI'O YMUCJIa B JOKYMCHTAX KOJUICTHAJIbHBIX OPI'aHOB:
KOMHUCCH PCIIUIIA...; OpTaHHU3allWA HC CUUTACT BOSMOJKHBIM...,

- 1-to JiMja MHOJKCCTBCHHOI'O YHCJIa B COBMCCTHBIX AOKYMCHTAX: ITPOCUM
NpEaACTAaBUTDb JAaHHBIC O...; IIPCACTABJIAICM Ha PACCMOTPCHUC U YTBCPIKACHHUC...;

- 3-r0 M@ MHOXKECTBEHHOTO YHCIIa B MPOTOKOJAX: CIYIIAIN, BHICTYIHIIH,
NOCTAHOBUJIN, PEILUJIIH.

B noxyMmeHTax, ycTaHaBIMBAIOIIUX IpaBa M OOS3aHHOCTH OPTaHU3AINH, €€
CTPYKTYPHBIX MOApA3CICHUN (TTON0KEHNE, HHCTPYKIIHS), a TaKKE COAEpIKAIINX
ONKCaHue, OLEHKY (PaKTOB WM BBIBOABI (aKT, CIpaBKa), UCHOJb3yeTcs (opma
U3JI0’KEHUS TEKCTa OT TPETHETO JIMIA €AMHCTBEHHOTO MJIM MHO>KECTBEHHOTO YKCia
(«oTIen ocymecTBIsieT (PyHKIHUN», «B COCTaB OOBEAMHEHUS BXOJATY», «KOMHUCCHS
YCTaHOBUJIAY).

B Tekcrte JOKYMCHTA, IMOATOTOBJICHHOI'O HAa OCHOBAHHHU 3aKOHOJATCJIbHBIX,
HHBIX HOPMATHUBHBIX IIPABOBLIX AKTOB, U3JJdHHBIX OpraHaMM BJIACTH U YIIPABJICHHUA,
AOKYMCHTOB, PpPaHCC M3JAaHHBIX OpraHoM BJIaCTH — aBTOPOM JOKYMCHTA,
YKa3bIBA€CTCsI HAMMCHOBAHUC BUAAa JOKYMCHTA, HAMMCHOBAHUC OpraHa, U3J1aBIICTO
JOKYMCHT, AdTa MPUHATHA WKW YTBCPKACHUA JOKYMCHTA, €TO peFI/ICTpaLII/IOHHBIf/'I
HOMCP, a TaKKC 3aroJIOBOK K TCKCTY HJIM HAMMCHOBAHHUEC BU/la JOKYMCHTA.

[Ipumepsb1

«B cootBercTBUM C moctaHoBiieHWeM I[IpaButenbcTtBa oT 13.08.1997 Ne
1009 «O6 ytBepxkaeHuu I[IpaBuia MOArOTOBKM HOPMATUBHBIX MPABOBBIX aKTOB
dbenepaabHbIX OpPraHOB HCMOJHUTEIBHOM BJIACTH W HUX TOCYIApCTBEHHOM
perucTpanumy;

«B coorBercrBuu ¢ IlonoxkeHneM O MOCTOSAHHO AEHCTBYIOLIEH DKCIIEPTHOU
KOMUCCHM YUPEXKICHUS, OpPraHU3alUM, MPEANPUATHS, YTBEPKIACHHBIM IPUKA30M
PocapxuBa oT 19.01.1995 No 2...».

Ecnu TekcT comepKUT HECKOJIBKO NMOPYYEHUMN, PELICHHM, BBIBOJOB, B TEKCTE
BBIJICIISIIOTCS Pa3Ieiibl, OAPA3AEIIbl, ITyHKTHI, IIOAITYHKTHI.

B TekcT AOKyMeHTa MOTYT BKJIIOYAThCA (PparMeHThbl, 0()OPMIICHHBIE B BHJIE
TaOJIMIIBI UJIH AHKETHI.
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CrpaHuilbl TEKCTa HYMEpYIOTCA apaOCKUMU HU(PpPaMu MOCEPETUHE BEPXHETO
I1OJISL.

B muchmax uCmonp3yioT ciaeayomue GopMbl H3T0KEHUS:

e OT TIEPBOTO JHUIA MHOXECTBEHHOTO 4YHCIA («IIPOCHM HAPABUTHY,
«HATPABIIIEM Ha PACCMOTPECHHEY );

e TIEPBOTO JIMIIa €IWHCTBEHHOTO YHCIA («CUUTA0 HEOOXOIUMBIMY», IIPOIILY
BBIJICTTUTHY );

e TpeThero Jmua enuHcTBeHHoro yucia («OO He Bo3zpaxaeT», «OO cuurtaer
BO3MOKHBIMY).

OTMeTKa 0 NPUITOKECHUH.

OTMeTKa O NPUIOKEHUU COJEPKUT CBEACHHUS O JOKYMEHTE (IJOKYMEHTaXx),
MpUJIara€MoM K OCHOBHOMY JOKYMEHTY (B COMPOBOJUTENbHBIX MUChMAaX, ITPETEH-
3USIX, aKTaX, CIPaBKax U APYTUX UHPOPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTAX) WJIH
O TOM, 4YTO JOKYMEHT SBIISE€TCA IPUIOKEHHEM K OCHOBHOMY JOKYMEHTY
(B IOKyMEHTaX - MPUIIOKEHUIX K PACIOPAIUTEILHBIM JOKYMEHTAM, TOJIOKECHHSIM,
npaBuiaM, HHCTPYKIIUSM, TOTOBOpaM, IJlaHaM, OTYETaM U JIp. JOKYMEHTaM).

B comnpoBoguTenbHBIX NHChMax M JPyruX HWH(POPMAIIMOHHO-CIIPABOYHBIX
JOKyMEHTaX OTMETKAa O MPWIOKEHUU OPOpMISIETCA MOJA TEKCTOM OT T'PaHUIIbI
JIEBOTO TOJIS CIAEAYIOIIUM 00pa3oM:

- €CJI IPUJIOKEHHE Ha3BaHO B TEKCTE:
[Ipunoxxenue: Ha 2 1. B 1 9K3.;
- €ClId NPWIOKEHUE HE HA3BaHO B TEKCTE WJIM €CIH MPUIIOKEHUNA HECKOJBKO,
YKa3bIBalOT HA3BaHUSl JIOKYMEHTOB-TIPUJIOKEHUH, KOJMYECTBO JIUCTOB U
HK3EMIUISIPOB KaXKI0TO MTPUIIOKEHUS:
[Tpunoxenue: 1. [Tonoxxenue (HazBanue) Ha 5 11. B 1 9K3.
2. CrpaBka 0 KaJ[poOBOM COCTaBe Ha 2 1. B 1 3K3.;

- €CJIM MIPUJIOKEHHUEM SIBJISIETCSI 000COOJIEHHBIN 371€KTPOHHBIH HOCUTENb

(KOMITIaKT- TUCK, USD-(hiem-HakomuTens u ap.):
- Ilpunoxenue:

CD B 1 3k3.

- €CII MPWIOKEHUE (MPUIIOKEHUS) COPOLTIOPOBAHBI:

[Tpunoxenue:

otuet o padore PUII B 2 3k3.

B pacnopsnurenbHbIX JOKYMEHTaxX (MpUKa3ax, paclopsKEeHHUsX), TOTOBOPaXx,
MOJIOKEHUSIX, MpaBWiIaX, HHCTPYKLUMSIX U JIPYTUX JTOKYMEHTaX OTMETKa O
IPUIIOKEHUHU O(POPMIISETCS CIETYIOINUM 00pa3oM:

- B TE€KCTE JOKYMEHTA IPU MEPBOM YIIOMUHAHUU JOKYMEHTA-TIPUIIOKEHUS B
CKOOKax yKa3bIBaeTCs: ... (MPUIIOKEHUE) UK ... (TIprIoxkeHue 1); mepes Homepom
MPUJIOKEHUS JOMYCKAETCS CTaBUTh 3HAK HOMEpA: ... (mpuioxkeHue Ne 2);

- Ha MEpPBOM JIMCTE JOKYMEHTA-IPWIOKEHUS B MPAaBOM BEPXHEM YIIIy
YKa3bIBaeTC:
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IIpunoxenue Ne 2

Kk npukazy MbOY
COomI Ne 1

ot 15.08.2021 Ne 112.

CTpokM peKBU3HUTA BBIPABHUBAIOTCS [0 JIEBOMY KParO0 WIM LEHTPUPYIOTCS
OTHOCUTEJIBHO CAMOM JUIMHHOW CTPOKH.

Ecnmm nmpunoxxeHueM K  paCHOPAIHUTEIIBHOMY JOKYMEHTY — SBISETCA
HOPMATUBHBIM IPAaBOBOW AaKT WJIM HWHOW JOKYMEHT, YTBEPKAAEMBbIM JTAHHBIM
pacropsAUTENbHBIM JOKYMEHTOM, Ha IIEPBOM JINCTE MPHUIJIOKEHUS MPOCTABIISIETCS
OTMETKa O MPUIOKEHUH (0€3 CCHUIKM Ha PacTOpsAUTEIbHBIA JOKYMEHT) U rpud
YTBEPKIACHUS, B KOTOPOM YKa3bIBAIOTCS JAHHBIE PACHIOPSIAUTENBHOTO JOKYMEHTA,
KOTOPBIM YTBEPKIEH JOKYMEHT- IPUIIOKEHUE.

[Tpumep -
IIpuioxkenue 1
YTBEPXIAEHO
npukaz MbOY COILI
Ne 1 ot 18.05.2021 Ne 67

I'pud coriiacoBanusi 10KymMeHTa.

[IpoeKThl MOArOTOBIEHHBIX JOKYMEHTOB MEpe MOAMMCAHUEM B PSAJE CIIydacB
COrJIaCOBBIBAIOTCS C 3aMHTEPECOBAHHBIMHU  YUPEXKACHHUSIMH, CTPYKTYPHBIMH
NOJIPA3/IEIECHUSIMH, OTIEIBHBIMU JIOJDKHOCTHBIMU JINIIAMH.

['pud cornmacoBaHust B 3aBUCUMOCTH OT BUJIa TOKYMEHTA U OCOOCHHOCTEH €ro
o(opmIIeHUST MOKET MPOCTABIIATHCA:

- Ha IIEPBOM JINCTE JOKYMEHTa (€CIu JOKYMEHT UMEET TUTYJIbHBIN JIUCT, -
Ha TUTYJHHOM JIUCTE) B JIEBOM BEPXHEM YTy Ha YpOBHE rpuda yTBEpKICHUS WU
0]l HANMEHOBAaHUEM JIOKyMEHTa OJIIKe K HUKHEMY TOJTIO);

- Ha NOCJIEJHEM JINCTE JOKYMEHTA MOl TEKCTOM;

- Ha JIUCTE COIJVIACOBAHHUS, SBISIOIIEMCS HEOTHEMJIEMOM  YacCThIO
JIOKYMEHTA.

I'pud cormacoBanusi pokymentra coctoutr u3 cioBa COI'JIACOBAHO,
JOJDKHOCTH JIMIA, C KOTOPBIM COTJIACOBAaH JOKYMEHT (BKIIIOYasi HAaMMEHOBaHHE
OpraHu3allii), €ero COOCTBEHHOPYYHOW TOAMHUCH, pacliiPpOBKHA MOJMUCH
(MHUIMANOB, (h)aMUJIMK) U 1AThI COTJIACOBAHMUS.

[Tpumep -

COTI'JIACOBAHO

JupekTop (Ha3BaHUE OpPraHU3AIIIH)
(moamuce) N.O. Gamunus

Jata
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Ecnu cornacoBaHue OCYHIECTBISIETCS KOJUIETHAIBHBIM OpraHoM, B Tpude
COTJIaCOBaHMS YKa3bIBAIOT CBEACHUS 00 OpraHe, COrjacoBaBIIeM JOKYMEHT, JaTe U
HOMEpE MPOTOKOJIa, B KOTOPOM 3a(UKCUPOBAHO pellleHHEe O corjlacoBaHuu. Eciu
COTJIACOBAHME  OCYILIECTBIISIETCA MHCBMOM, YKa3blBAOT BHJ  JIOKYMEHTA,
OpraHU3alHMIO - ABTOPA IOKYMEHTA, 1aTy U HOMEp MHUChMa.

[Tpumepsl

1 COI'JIACOBAHO
YupapjasioumuM cOBETOM
MBOY COII Nel

(mpoTokoJ OT Ne )
2 COI'JIACOBAHO
nucemom Pocapxusa

oT Ne

Bu3sa coriiacoBanus HAOKyMeEHTa.
Bu3ssl cormacoBanus AOKYMCHTA — PCKBU3UT JOKYMCHTA, YKaSBIBaIOHII/Iﬁ Ha

corjacue WM Hecorjacue JOHKHOCTHOTO JIMIa 00pa3oBaTEIbHOM OpraHu3aliu C
coJiep>KaHUEM MPOEKTa TOKyMEHTA (J1ajiee — BU3a).

[Tpumep

3amMecTUTeNb TUPEKTOPA 10 BOCIUTATEIBHON paboTe

JInunasg moamnuceh .. BanoBa

10.10.2023

OdopmiieHHass TakuM 00pa3oM BH3a O3HAYAET COTJacHe JOJDKHOCTHOIO JIMLA C
COAECPKAaHUEM JOKYMEHTA.

[Ipy HanMuuu 3aMeyaHUM MO JOKYMEHTY BHU3Y OQOPMIISIOT CIEAYIOLUM
obOpazom:

3aMeuaHus MPUIIararTCs
3aMecTHUTEIb TUPEKTOpa IO BOCIIUTATEIIFHOM paboTe
JInganasg nmoanuchk HN.U. BanoBa

10.10.2023
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]_IOKYMCHT BU3UPYCTCA UCIIOJIHUTCICM U 3aMHTCPCCOBAHHBIMHA B JJOKYMCHTC
AOJDKHOCTHBIMH JIMIIAMH, PYKOBOJIUTCIICM 06p330BaTGHLHOﬁ OpraHu3alivu.

3amMeyaHus JOJIZKHBI OBITH MpCaACTaBJICHbI HA OTACIIBHOM JIMCTC, KOTOpLIﬁ
IOAIMHUCBIBAIOT, JATHPYIOT U IIpWJIAraroT K JOKYMCHTY.

B nokymeHTax, MOMJMHHUKUA KOTOPBIX XpaHATCS B OpraHU3alliy, BU3bI
MPOCTABIIAIOT Ha IMOCJEIHEM JIMUCTE JIOKYMEHTa I0J] MOJANKUCHIO, HA 000pOoTe
MOCJIETHETO JIMCTa TMOJUIMHHMKA JOKYMEHTa WJIM Ha JIUCTE COIVIACOBAHMS
(BU3MpOBaAHUS), MPUIIATAEMOM K JJOKYMEHTY.

B wucxopsumx JOKyMEHTax BH3bl IMPOCTABISIOTCA Ha 3K3EMIUISpax
JOKYMEHTOB, IIOMEIIAEMBIX B JIEJIO.

Hoanuce.

JIOMKHOCTHBIE JIMIIa TONIMHUCHIBAIOT JOKYMEHTHl B TIpelneiax CBOHX
MOJIHOMOYHM, OINpPEAEIICHHBIX YCTaBOM 00I1e00pa30BaTENbHOM OpraHu3alud |
JOJKHOCTHBIMU MHCTPYKITUSIMHU.

[lonmuck COCTOMT W3 HAWMEHOBAHMS JOJDKHOCTH  JIMIA, KOTOPOE
MOJITMCHIBACT JOKYMEHT (TIOJTHOTO — €CITM JOKYMEHT HaredaTaH He Ha OnaHKe,
COKpallleHHOT0 — Ha JOKYMEHTE, HaleuyaTaHHOM Ha OJlaHkKe), ero
COOCTBEHHOPYYHOU MOJIMUCH, UHUITUATIOB (MHULIUAT UMEHH), (aMUITHIH.

[Tpumepsl

He Ha 0JIaHKe:

Jupextop MBOY COII Ne 888 Jluunasi moanuchb N.0. ®amunus
Ha 0JIaHKe

J{upekTop Jluynas moanuch N.0. ®amuinus

ITpu opopmaeHnH TOKyMEHTa Ha OJaHKE JOIHKHOCTHOIO JIMIA JOJKHOCTh
ATOTO JIMLIA B MOANUCH HE YKa3bIBACTCH.

ITpumep JInuyHag moanuch HN.0. ®amuaus

B JOKYMCHTax, COCTaBJICHHBIX KOMI/ICCI/IGI\;I, B IIOAIMNCH YKA3bIBACTCA CTATYC
JUIIa B COCTaB€ KOMUCCHHM.

[Tpumep -
IIpeacenarennb IMoanucek N.0. ®amuiausa
KOMHMCCHH IMoanucek HN.0. ®amuiausa

IMoanucek N.0. amuians
IMoanucow N.0. amuiausa
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YiaeHbl KOMHUCCHH

B ciydae OTCyTCTBHA pPYKOBOIMUTENS NPHUKA30M ONpPEAEIACTCS JIULO,
UCHOJIHAIOUIEE €ro OOA3aHHOCTH, a TAaKXe YIOJHOMOYEHHOE MOANHMCHIBATh
JOKYMEHTBHI, TpU OTOM TMOANUCH O(OpPMIISIETCS C YKa3aHHEM cTaTyca
JOJKHOCTHOTO JIMIA B COOTBETCTBUU C MPUKA30M (PacCIOPsHKEHUEM).

[Tpumep -

H.o. nupexTopa IMoanucoh HN.0. ®amuiausa
WIN:

HNcnonnsawomuii 0093aHHOCTH IUPEKTOPa Hopmucs H.O.
damuaus

[Ipu moanuvcaHuM AOKYMEHTA JIMLIOM, UMEIOIIMM IPaBO MOJIKUCU B CiIydae
BPEMEHHOTO OTCYTCTBHSI pPYKOBOAMTEINA, WCIPABICHUS B HAaUMEHOBAaHHE
JIOJDKHOCTH M paciin(poBKY (HaMHIIUK YK€ TOJTOTOBIEHHOTO U COTJIACOBAHHOTO
IIPOEKTa JOKYMEHTa BHOCSTCS OT PYKH WJIM C UCIIOJIb30BAHHEM COOTBETCTBYIOIIHMX
HITaMIIOB.

He pomyckaercss CTaBUTh KOCYKO 4e€pTy, HAANHCh «33a» NeEpen
HAaMMEHOBAaHHUEM JIOJDKHOCTH JIMIA B MOJIUCH, €CIHU JOKYMEHT IOJAIMCHIBAET HHOE
JOJKHOCTHOE JIULO.

DJIeKTPOHHAA NMOANHUCH.

OtMmeTka 00 DJIEKTPOHHON TOMMUCH WCIONB3YETCS TPH BU3YyaIH3aIllUU
AIIEKTPOHHOTO  JOKYMEHTa, TMOAMHCAHHOTO  OJCKTPOHHOW  MOAMKCHIO, C
coOJIroicHueM TpeOOBaHMIA:

a) MECTO pa3MeNIeHUs] OTMETKH 00 D3JIEKTPOHHOW TIOAHMCH JIOJDKHBI
COOTBETCTBOBATh ~ MECTY  pa3MEIICHWs COOCTBEHHOPYYHOW  TIOANHCH B
aHAJIOTUYHOM JIOKYMEHTE Ha OyMa>KHOM HOCHTEJIE;

0) 2JEeMEHTBI OTMETKH 00 3JICKTPOHHOW IMOAIUCH JOJIKHBI OBITh BUTUMBIMHU
Y YUTAEMBIMHU [IPU OTOOPAKEHUU JOKYMEHTA B HATYPAJIHHOM pa3Mepe;

B) DJIEMEHTHI OTMETKM 00 DJJIGKTPOHHOM TOANMHUCH HE  JOJKHBI
MEePEKPBIBATHCS WIIM HAKJIAIBIBATHCS IPYT HA IPYTa;

') JIEMEHTHI OTMETKU 00 JIEKTPOHHOU MOAMKCH HE JTOJKHBI MEPEKPhIBAThH
AJIIEMEHTHI TEKCTa JOKYMEHTA M JPYTHe OTMETKH 00 SJEKTPOHHOU MOANUCH (TIpH
HaJU4yun).

OtmeTka 00 DJIEKTPOHHOW TMOANMUCH W BKIoudaeT ¢pasy «JlokymeHT
TIOJIMMMCAH AJICKTPOHHOHN IOIMUCKHIO», HOMEp cepTUUKaTa KItoYa AJICKTPOHHON
noanucH, GaMUIUI0, WM, OTYECTBO BiaJeiblla cepTU]HKATa, CPOK JCHCTBHS
cepTuduKara Kiroya IEKTPOHHON MOJIIUCH.
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ITpumep
Jdupexrop I[OKYMEHT HOI[HI/IC AH A.b. UBanos
3JIEKTPOHHOM MOJAMNUCHIO
Cepruduxar lalllaaallllllNII
Baanenen UBanoB Auiekceii BopucoBu4
HeiicrBurenen ¢ 01.01.2017 no 01.01.2022
ITeuars.

OTTHUCK medaTtu 3aBepseT MOIMHHOCTH MOAMUCH JOJKHOCTHOIO JIMIA Ha
JIOKyMEHTaX, YJOCTOBEPSIOIINX IpaBa JIKl, PUKCUPYIOMMX (PaKThl, CBSI3aHHBIC C
(YMHAHCOBBIMU CpEJICTBAMH, a TaKKe Ha JOKYMEHTaX, IPEIOCTaBIsEMbIX 3a
npefensbl  OpraHv3allii W MPEyCMaTpUBAIOLIMX 33aBEPEHUE MOIJIMHHOCTH
noanucu. BHyTpeHHUE HOKYMEHTHI (MPUKa3bl, MPOTOKOJBI U T.JI.) TMEYATHIO HE
3aBEPSIFOTCS.

[leyatp mnpocCTaBisSETCS, HE 3axBaThiBas COOCTBEHHOPYYHOM MOAMUCH JIMIIA,
MOAMHUCABIIETO JOKYMEHT, WM B MecTe, 0003HaueHHOM «MID» («Mecto neqatn).

OTMeTKAa 00 HCIIOJTHHUTEJIE.
OtMeTka 00 HCHOJIHUTENE BKIIOYaeT B cels ¢daMminio, HUMs, OTYECTBO

WCIIOJIHUTENS JOKYMEHTa, HOMEp ero TesedoHa.

OtMeTka 00 UCHOJHUTEIE MOXKET JOMOJHIThCSA HAWMEHOBaHUEM
JOJDKHOCTH,  CTPYKTYpPHOTO  TOJpAa3JIeNIEHUs] U DJIEKTPOHHBIM  aJIpecoM
VCIIOJTHUTETIS.

Otmetka 00 ucnosHUTENEe 0QOPMIISIETCS Ha JIUIIEBOM CTOPOHE TMOCJIECIHETO
JUCTa JOKYMEHTA OT TPaHUIIbl JIEBOTO MOJS WM, MPU OTCYTCTBUU MECTa, - Ha
000pPOTHOM CTOPOHE BHU3Y CJICBA.

[Tpumep -

3a0equn UBan AHapeeBuy,

KoHTpouabHoe ynpaBjieHue, Belyuuil crenraamucT,

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

OtMmeTka 00 UCIIOIHUTENE MOKET OPOPMIISTHCS KaK HUXKHUM KOJIOHTUTYJ U
neyaTaThesi MpU(TOM MEHBIIEr0 pa3Mepa.

OTMmeTKa 0 3aBepeHUH KOIUH.

OOpaszoBaTenbHasi OpraHu3alys MOXKET 3aBepATh KOMUU TOJBKO TeX
JIOKYMEHTOB, KOTOpbIE CO3AAI0TCS B HEH, a TAKXKEe B CIIydasiX, MPeyCMOTPEHHBIX B
ab3ale BTOpPOM HACTOSIIEro MyHKTa. Komus JOKyMEHTa HW3rOoTaBIMBAETCS H
BBIJIAETCS TOJIBKO C Pa3pelleHHs] PYKOBOJIUTENS OpraHu3allu, €ro 3aMeCcTUTENen
WIN PyKOBOAMTEIA CTPYKTYPHOTO NOIPA3IETICHUS.

B ciydae mOArOTOBKM [TOKYMEHTOB JJisi MPEIOCTAaBICHUS CYICOHBIM
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OpraHaM, MpU PEIICHWH BOIMPOCOB IO MPUHATHIO JUI] Ha pabory, oOydeHue,
YIOCTOBEPEHUS] WX TPYAOBBIX W JAPYIHX NpaB BO B3aWMOOTHOIICHHUSX C
yUpexKIeHHEeM, a TakkKe mpu (OPMUPOBAHMM JIUYHBIX Jel PabOTHUKOB
001e00pa3oBaTelibHasi OpraHU3alHs MOXET W3TOTABIUBATh KOMUU JTOKYMEHTOB,
BBIJJAHHBIX IPYTUMH YIPEXKICHUAMU (KOIUU TOKYMEHTOB 00 00pa30BaHUU H JIp.).

[lpu BBIDAYE KOMUHM JIOKYMEHT BOCIPOM3BOJHUTCS TOJHOCTHIO (OaHK

00pa3oBaTeNbHOW OpraHu3aIK, HOMEP, aTa, COACPKaHUE H T. IT.).

B IMpaBOM BCPXHCM YIJIY KOIIMHM IIHIICTCA CIIOBO «Komusy. HpI/I Bb11a4dc
KOIIMHU C KOIINHU CJICAYCT ITNCATDh «Kommus ¢ xonum.

Ecnmu komust Uit BHYTPEHHETO MOJB30BAHMS, TO JUISl 3aBEPEHUS HMIKE
pexkBusnTa  «lloAnKCH» MPOCTABISIIOT  3aBEPUTENIBHYIO  HAANKCh:  «BepHOo»;
JOJDKHOCTh  JIMLA, 3aBEPSAIOIIET0 KOMHIO; JIMYHYIO MOAMKUCH; paciiu(poBKY
NOANKUCH (MHULIUAJIBI, (PAMUIINIO); 1aTy 3aBEPEHUS.

[Ipumep -
BepHo
Cexkperaps/CnienuajamncTt mo Kajapam

JInunast moanuch B.B. UBanoBa

10.10.2023

Ecam xomus BbLIAeTCA Ui NPEACTABICHUS B JPYTryl0 OPraHM3alMIO, TO
OTMETKAa O 3aBEPECHUU KONUU JOIOJIHACTCA HAAIUCBIO O MECTE€ XpaHECHUs
JIOKyMEHTa, C KOTOpOro Oblla H3TOTOBJIICHA KOMHS, M 3aBepsSeTcs Ie4aThbio
OpraHu3aluu.

ITpumep -

[MTonmuanuk nokymenta HaxoautTcsd B MBOY Illkosa Ne 3 B nene Ne 12-k 3a
2022 ron.

I[J'ISI IMPOCTABJCHHA OTMETKH O 3aBEPCHUHN KOIMMHU MOXKET MCIIOJIb30BATLCA ITAMII.

OTMeTKa 0 MOCTYILUIEHNH IOKYMEHTA.

OTMeTKa O TOCTYIUIGHHHM JOKYMEHTa CIYXKHUT JJIsd TOJATBEpKIeHUs (akTa
MOCTYIUICHUSI JIOKYMEHTa B OpraHU3allMi0 M BKJIIOYAeT JaTy IOCTYIUICHUS H
BXOJSIIUN PErUCTPallMOHHBIA HOMEp TOKyMeHTa. [Ipn HE0OX0AMMOCTH OTMETKA O
MOCTYTUICHUU MOJKET JOMOJIHATHCSA YKa3aHUEM BPEMEHH IMOCTYIUICHUS B Hacax U
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MHUHYTax U criocoba AOCTAaBKN JOKYMCHTA.
OTMeTKa o MOCTYIUICHNN AOOKYMCHTA MOXKCT IIPOCTABJIATHCA C ITIOMOIIBIO
mrramMiia.

Pe3omonus.

Pesomonust coaep>KUT yKa3aHUE IO HCIOJHEHUIO JOKyMeHTa. Pesomrorus
opopmisieTcss Ha CBOOOJAHOM MecTe padodero Mojs JOKyMEHTa, Ha OJjaHke
pPE3OJIIOIMU WM BHOCHUTCSL HEMOCPEJICTBEHHO B CHCTEMY AJIEKTPOHHOTO
JIOKyMEHTO000pOTA.

Pesomtonus BimOUaeT: haMuINI0, WHAIHAIBI UCTIONHUTENS (MCTIOTHUTENCH ),
MOPYYEHHUE MO0 JIOKYMEHTY, NMPU HEOOXOAMMOCTH - CPOK HCIIOJIHEHHUS, MOAMHUCH
JIU11a, BBIHECILIETO PE30JIIOIINIO, ATy PE3OIOHH.

Pe3onronusi, kKak paBUIIo, MUIIETCS OT PYKH PYKOBOJUTEIEM Ha MOJJTMHHUKE

JOKYMCHTA Ha CBO6OIIHOM OT TCKCTa MCCTC.

[Tpumep -
damuiua U.0.
IIpomy moaroroBuTh npemaoxenus k 10.11.2021.
MMoamuch
Jlara

OTMeTKa 0 KOHTpOJIE.

OTMeTKka O KOHTpPOJIE€ CBHJIETEIILCTBYET O IIOCTAHOBKE JIOKYMEHTa Ha
KOHTPOJIb, MPOCTABJISIETCA IUTAMIIOM WM [POU3BOAUTCSA 3alUCh OT PYKH
«KoHTpOJIb» Ha BEPXHEM TOJIe JOKYMEHTA.

Kontpomnto mnopayie’xxar Bce 3aperdCTPUPOBAHHBIC JTOKYMEHTBI, TPEOYIOIIue

HUCITIOJTHCHMUA.

Cpokn HCHOJIHEHUS JOKYMEHTAa YCTaHABIMBAIOTCS B COOTBETCTBHUU CO
CpokamH, OOO3HAYEHHBIMU 3aKOHOJATENIbCTBOM, OpraHU3alMel, HampaBUBIICH
NOPYYEHUE WU TPOChOYy, PaCHOPAIUTENbHBIM IOKYMEHTOM WM PE30JIIOIHE
PYKOBOAMTENSI 00pa30BaTeIbHOM OpraHU3aIuu.

Cpok npoctaisieTcss B popMe 1aThl 3aBEPIICHUS UCTIOJHECHHUS.

OTMeTKa 0 HANIPABJIEHNH JOKYMEHTA B /1€J10.

OTMeTka O HampaBlIeHWU AOKYMEHTa B JEJO OIpEAeNseT MECTO XpaHEHHs
JIOKyMEHTa TIOCJie 3aBeplleHus paboThl C HUM M BKJIIOYaeT: cioBa «B nmemoy,
WHJEKC Jiejla 10 HOMEHKJIAType Jel, B KOTOpPO€ IOMEIaeTcs JOKYMEHT Ha
XpaHEHHe, C YKa3aHHEM Tofa, JOJDKHOCTU JHIa, O(OPMHUBIIETO OTMETKY,
HOJIHCH, JAThI.
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IIpumep -

B neso Ne 01-18 3a 2020 r.

Cexkperapb

IMoanucek /lara

OTMeTKa O HampaBJICHUU JOKYMEHTa B JIEJI0 MOXKET JOMOJHATHCS KPaTKUMHU
CBEJICHUSIMU O XapaKTepe UCIOJHEHUS TJOKYMEHTA.

4.Tp660BaHI/IH K COCTABJICHUI0 HEKOTOPLIX BUAOB TOKYMCHTOB.

Ipukas.

IIprka3 - mpaBOBOM JIOKaJbHBIA HOPMAaTUBHBIA AaKT, KOTOPBIA H31AETCS
€AVHOJIUYHO PYKOBOJMUTENIEM O0O0pa30BaTEIbHOM OpPraHU3allu M YJIOCTOBEPSET
pelIeHUs OpraHU3aluOHHO-PACIIOPSIIUTEIBHOTO XapaKTepa.

IIpukaspl  W3MAaOTCS 1O  OCHOBHBIM  BONPOCAaM  JESTENBHOCTH,
aJIMUHHCTPATUBHO- XO3SMCTBEHHBIM BOIPOCAM U KaJpPOBBIM BOIpocaM (JINYHOMY
cocTaBy) 00pa30BaTEIbHON OpPraHU3alIHH.

[Ipuka3 moanUCHIBa€TCS B COOTBETCTBUU C TPEOOBAaHUSMH, YKa3aHHBIMU B
Pexomennanuu.

[locne mnoamucaHusl NpuKa3a HM3MEHEHHMs W/WIU JIONOJHEHUS B HETro
BHOCATCA NyT€M U3JIaHUs HOBOTO IpPUKAa3a O BHECEHWUM W3MEHEHUU W/ WK
JOTIOJTHEHU .

IIpuka3, kak mnpaBuiao, odopmiseTcss Ha OJaHKe 00pa3oBaTelbHOU
OpraHu3alliy B I€YaTHOM BHUJE.

[Ipuka3 uMeeT cienyrolue peKBU3UTHI: HAUMEHOBaHME OOpa30BaTEIbHOM

OpraHu3alliy COTJIACHO yCTaBy; HauMeHoBaHue Buaa nokymenta (IIPUKA3), nara,
HOMEp, MECTO COCTaBJI€HHUS, 3arojJOBOK K TEKCTYy, TEKCT, HAaUMEHOBaHUE
JIOJDKHOCTH, TIOAMKUCH JOJDKHOCTHOTO JUIAa (MHUIMANBI, (aMuius), BU3BI
COTJIACOBAHMS, 03HAKOMIICHUSI.

Hatoii mpukasza (pacmopspkeHus) sIBISICTCS Jata ero mojanucanus. Jlara
opopmisiercss TUGPOBBIM CHOCOOOM; HOMEP COCTOUT U3 3Haka «No» u
nopsiaikoBoro Homepa npukasa: ot 00.00.0000 Ne 000.

ConepxaHue TpuKa3za KpaTKO W3JIaraeTcs B  3arojloBKE, KOTOPBIU
HaunHaeTcss ¢ mpemiora «O» W COCTaBISETCS C TOMOIIBIO OTTJIArojJbHOTO
cymectBurenbHoro  («O6  yrtBepkneHuu...», «O  CO3AaHWM...»)  WIH
cymiecTBUTeNbHOro («O0 uTorax...»).

B mpukazax TekCT u3naraercss OT NEPBOTO JIMIAa €IMHCTBEHHOIO 4YHCIa
(«IpUKa3bIBAIOY ).

Bo Bpemsi o3HakoMmJIEHUSI C TPUKA30M YyKa3aHHBIMA B HEM JIMIIAMU Ha
NEPBOM JK3EMIUISIpE MpHUKa3a MPOCTABISIIOTCA TMOJMUCH C YKa3aHUEM JIaThl
O3HAKOMJICHUSI.

HoMmepa cTpanHui] OpOCTaBISIIOTCS MOCEPEAUHE BEPXHErO TOJS JIMCTA
Ha4yuHas CO BTOPOTO JIUCTA.
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[Ipuka3el HyMEPYIOTCS B TOPSAJKE WX W3aHUS B Mpejenax KaJleHIapHOTO
rojia; MPUKa3bl 0 OCHOBHOM JEATETHLHOCTH U IO KaJpPOBBIM BOMPOCaM (JTMYHOTO
COCTaBa) UMEIOT OTACIHHYIO MOPSAKOBYIO HyMEPAIIHIO.

[Tpu HyMepamuu NpUKa30B JOMYCKAETCS UCIOIb30BAaHUE JOMOJHUTEIHHBIX
OYKB.

[Tpumep:
K- kaapsi;
JI - IMYHBIN COCTAB;
O- oCHOBHAaS 1eSITEJIbHOCTD;
Y — o0yuarwmuecs.

[Ipuka3 BcTymaeT B CHJIy C MOMEHTA €rO MOJINHCAHUS PYKOBOIUTEIIEM
o0Opa3zoBaTeIbLHON OpraHu3alliu, €ClIM B TEKCTE HE YKa3aHO JAPYroro Cpoka.
[Ipuka3el  peructpupyrorcsi B  KHuUre/)kypHase  peructpanuu  MpUKa3oB
( npunoorcenue 2).

[Ipukasel dopmupytorcss B Jeno oamH pa3 B kBaprtai. Kuura/>kxypHan
IIPOHYMEPOBBIBACTCH, IIPOLIHYPOBBIBACTCS, CKpEIUISAETCS ITOJITUCHIO
PYKOBOJUTEINIS M IEYaThi0 00pa30BaTeNIbHOW opraHuzanuu (npuioxenue 1). B
KoHIle KajeHaapHoro roga [eno ( He Oonee 250 nmctoB) odopmisieTcss B
cooTBeTcTBUHM ¢ [lookeHneM 06 apxuse.

IIpuka3bl 10 OCHOBHOM AESITEJIbHOCTH.

TekcT mpukasa Mo BOIPOCAM OCHOBHOHM JESTENBHOCTH 00pa3oBaTENbHOMN
OpraHu3allid COCTOUT M3 JABYX YacTell - KOHCTaTupymwlen (mpeamOynbl) H
pacopsSIANTENLHOM.

B koHcTaTupymoei 4acTu oTpaxaroTcs LU U 3a/1aud MPEeIIUChIBAEMBbIX
JNEUCTBUW, NPUYMHBI W3JaHMUs [pUKa3a, JAaeTcsl CChUIKA Ha  JIOKYMEHT,
NOCJIY>KUBLIMI OCHOBAaHMEM JUJISl MOJATOTOBKHM MpHKa3a. YKa3aHHAs 4acTb MOXKET
HauMHAThCs co cnoB «Bo ucnomuenwue...», «C nensio...» u Tomy nojnodHoe. Eciau
JOKYMEHT H3JAa€TCsl HAa OCHOBAaHUU JIPYroro pacHOpsSIUTEIBHOTO JOKYMEHTA,
B KOHCTaTUPYIOLIEH YacTH YKa3bIBAa€TCS Ha3BaHWE BUJA 3TOTO JIOKYMEHTA, €ro
aBTop (MunucrepctBo, CoBeT MUHUCTPOB U JIp.), AaTa, HOMEP U 3arojoBoK. Touka
B KOHIIE KOHCTATUPYIOIIEH YaCTH HE CTABUTCH.

PacniopsimurensHasa yacts npukasza HaunHaercsi co ciaoBa [IPUKA3BIBALO,
KOTOpOE TeYaTaeTcsi ¢ HOBOM CTPOKH OONBIIMMHU OyKBaMu 0€3 OTCTYIUJICHUS OT
JIEBOTO TOJISL U KaBBIUEK, [TOCJIE YErO CTABUTCS JIBOCTOUHE.

PacniopsiautenbHasi 4acTh JEAUTCS HA TYHKThl M TMOAIMYHKTBI, KOTOpPbIE
HyMepyloTcs apabckumu nu@pamu. B kaxaoM MyHKTE JOJKHBI ObITh YKa3aHbI
WCIIOJIHUTENM, KOHKPETHbIE 3aJaHusi (IMOpPYYEHHUsI) MU CPOKHM HX BBINOJTHEHUS.
Hcnonautenn MOTyT OBITh Ha3BaHbl Takke OOOOIIECHHO: «PYKOBOIUTEISIM
METOJUYECKIX OOBEAMHEHUI», «3aMECTUTENsIM JupekTopa». Ilpu sToM, Kak
NpaBUIO, HE MPUMEHSETCS HANUMCAaHUE HEKOHKPETHBIX IOPYYEHHUH, KOTOpHIE
COJIEpKaT CJIOBA: «YCKOPHUTB», «YJIy4LIUTh», «AKTUBU3UPOBATH», «OOPATHUTH
BHHMAaHHEY, «COBEPLIEHCTBOBATDHY, KIIPOJIOJIKUTH) U T.I.

OtnenpHble 3amaHus (HampuMmep, 3aJaHus, CcojAep)Kamue IUppPOBbIe
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JaHHBIE) MOTYT O0OPMIIATHCS B BUE MIPUIOKEHUS K MPUKA3y CO CCHUIKOW HA HUX
B COOTBETCTBYIOUIMX IIYHKTaxX TMpuKaza U O(GOPMISIOTCA COIVIACHO JaHHBIM
Pexomennamusam.

Crpanulilpl IpUKa3a U NPUIOKEHU HYMEPYIOTCS KaK €IMHBIA JOKYMEHT.
Ecnum mpukazoM OTMEHSIETCS MNPEAbIAYIIUNA paclopsAOUTEIbHbIA JOKYMEHT, B
pacropsiAUTENbHON YaCTH YKA3bIBAETCS IYHKT, KOTOPBIM JTOJKEH HAYMHATBHCS CO
cnoB: «IIpu3HaTh yTpaTUBIINM CUITY...».

N3menenus, BHOCUMBIE B TpHKa3, OGOPMIISIOTCS OTACIBHBIM IIPHKA30M,
KOTOPBI JOJKEH WMETh TaKOW 3arojioBok: «(O BHECEHHUM W3MCHCHHHN W/WIIH
JOMOJTHEHUM B MpUKa3 ..» C YKa3aHWEM JaTbl, HOMEpA, 3aroJioBKa
paclopsSIANTENBHOTO  JOKYMEHTAa, B KOTOPBIM  BHOCSTCS ~ W3MEHEHUS.
PacnopsimurenbHas 4acTh MpUKa3a HAYMHACTCA C TAKOTO MTyHKTA!

1. BHecTr n3MEeHEHHUS B IPUKA3...

Jlanee OTHeNbHBIMM TOJMYHKTaMH (OPMYIHPYIOTCS HM3MEHEHHS B
pacnopsiAUTEIIbHBIN JOKYMEHT.

[Tpumep -

1) MyHKT 2 W3JIOKUTH B CJACAYIOIIEH PEAaKIUHT;

2) MYHKT 3 UCKIIIOYHT;

3) ab3arl BTOpOii MyHKTa 4 JOMOJHUTH CIIOBAMH. ..

Eciu wu3MeHeHus B pacmopsIUTEIbHBIA TOKYMEHT OQOPMIISIOTCS Ha
OTJICJIbHOM JIUCTE (JIMCTax), B IEPBOM ITYHKTE PACHOPSAUTEIIBHOW YacTU MpUKa3a
YKa3bIBACTCS:

1. BHecTn nu3MeHeHus B...

[Tocneqnuil MyHKT pacHOPSIAUTENBHON 4YacTU B Cilydyae HEOOXOJUMOCTH MOXKET
COJIEpKaTh PEIICHUE O BO3JOXKEHUM Ha JOJDKHOCTHOE JHUI0 (GYHKIUN TI0
KOHTPOJIIO 32 UCIIOJTHEHUEM MPUKA3a.

IIpuxa3pl M0 KAAPOBBLIM BONPOCAM.

[Ipukassl 0 KaJPOBBIM BOIIPOcaM (JIMUHOMY COCTaBYy) O(OPMIISIOTCS KakK B
yaudunupoBanHoit popme (I[locranosnenue I'ockomcrara PO ot 05.01.2004 Ne 1
«O0 yTBepkaeHUN YHUPUITUPOBAHHBIX (HOPM TIEPBUYHON YUETHOM JOKYMEHTAINH
[0 y4eTy TpyJa U €ro OIUIaThl»), TAK U B TEKCTOBO.

JlanHbId BUJ TPHUKA30B OQOPMISIETCS B BUAC HWHIUBUIYAIBHOTO WU
CBOJHOTO.

B wunauBuayanibHOM TpuKase colepkuTcs wuHpopMmamus 00 OIHOM
paboTHUKE; B CBOJAHOM - O HECKOJBKHX, HE3aBHUCHUMO OT TOTO, KaKHe
yIpaBIeHYECKHUE PEIISHUs 10 HUM MPUHUMAIOTCS (MpreM Ha paboTy, Ha3HaueHHe
Ha JIOJDKHOCTD, NMEPEBO/JT HA JIPYTYIO TOHKHOCTH (padoTy), YBOJIBLHEHHE U JIP.).

Copepxanre MHIUBUIYaJIBHOTO MPUKa3a MO KaJApOBBIM BOMIpocaM (JIMYHOTO
COCTaBa) KpaTKO M3JIaraeTcsl B 3arojOBKE, KOTOPBIA HaUMHAETCs ¢ mpensiora «O» u
COCTaBISIETCSI €  TOMOINBIO  OTIJIAroJbHOTO  cymiecTBUTENnbHOro:  «O
Ha3HA4YeHHHU...», «O TPHUHATUU...». B CBOAHBIX MpHKa3ax MOXKET MPUMEHSITHCS
00001IeHHBIH 3ar0J0BOK: «O KaApOBBIX BOMPOcax», «O TUIHOM COCTaBE».

B TekcTe mnpHkaza Mo KaapoBbIM BoIpocaM (JIMNYHOMY COCTaBy), Kak
MPABUJIO, KOHCTATUPYIOIIAs YACTh HE OTMEUYAETCS.
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PacniopsimuTenbHas 4acTh NMpUKa3a HAYMHAETCS, KaK MPaBWIIO, C IJarojia B
HeonpeneneHHo dopme: «[Ipunsate», «Haznauntey», «IlepeBectn», «OOBSIBUTHY
¥ TOMY T0JI00HOE.

Jlanee ykaspiBatroTcs (pamMuiusi, ©Ms, OT4ECTBO (IIPU HAIMYMM) PaAOOTHHKA,
Ha KOTOPOTO paclpoCTpaHseTcs ACHCTBHUE MPHUKasa, M TEKCT MpHKa3a. B cBogHOM
npuka3e GaMUIHH JIHII B TIPeIesiaX MyHKTOB pa3MenatoTcs Mo andaBuTy.

B npukaze o Ha3HAYEHUU WU YBOJHHEHUH paOOTHHUKA YKA3bIBACTCS TIOTHAS
nata (4ucio, Mecdl, roa) (axkTHYECKOro BhIXOJa pabOTHUKA Ha padoTy
(mpekpalieHuss TPYAOBBIX OTHOILIEHUH), pa3Mepbl €ro JOJDKHOCTHOTO OKJIajaa
COTJIACHO IITaTHOMY PaCHUCAHHIO.

B cBogHOM mpukaze mo KaApOBHIM BOMpOCaM (JIMYHOMY COCTaBy) B
pacmopsiAUTEIbHYI0 YacTh BKIIOYAeTCs HH(OpMalMs, KOTOpas pa3Melaercss B
TaKO# MOCJIeI0BATEIILHOCTH: PUEM Ha paboTy, IEpeBO/I, YBOJIbHEHHE.

B xaxmom myHKTE npuKaza 1Mo KaJpOBBIM BoIpocaMm (JIMYHOMY COCTaBY)
YKa3bIBa€TCs OCHOBAaHWE OTHOCUTEJBHO €ro H3JaHusl (3asiBliecHuE pabOTHHKA,
TPYAOBOM J1OroBOp (CoryalieHue), JOKJIaJHas 3alucKa, MpeJCTaBJICHUE,
XOJaTaliCTBO, PpELICHHE AaTTEeCTAlMOHHOM KOMHCCHU 0011e00pa3oBaTeIbHOM
OpraHu3alyu) u T.1.

PacnopsizkeHnue.

Pacniopsikenue - pacnopsiauTeNIbHBIN JIOKaJbHbIM HOPMATHUBHBIN ITPABOBOM
aKT, KOTOPBIM M3JAeTCs PYKOBOIALUIUM pPaOOTHUKOM 0Opa3oBaTeNbHON oOpra-
HU3allMK  (Hampumep,  3aMECTUTENeM  PYKOBOJUTENS,  PYKOBOIUTEIEM
CTPYKTYPHOTO MOJpA3JeNieHHs) M0 BONPOcaM HH(OPMaMOHHO-METOIUYECKOTO,
aJIMUHUCTPATUBHO-XO3MCTBEHHOI0 U OPraHU3al[MOHHOIO XapakTepa, BXOASIINM
B €r0 KOMIIETEHIIMIO.

PacniopsbxennemM o(opmIIsIIOTCST BOIIPOCHI KPATKOCPOUHOTO OJHOPA30BOTO
xapakrepa.

PacniopspkeHust  COCTaBIISIIOTCSL  QHAJOTMYHO TMpUKazaM (B MEYaTHOM
Bapuante) MoxkHo 6e3 ciioBa « [ IPUKA3BIBAIO.

Koncratupyronjass 4actb TEKCTa B PACHOPSIKEHUSX OTACISIETCS OT
pactiopsigutenbHolt vactu cioBamu: <«IIPEJJJIATAIO», «PEKOMEHYIO»,
«OBA3BIBAIO», « CHUTAKO HEOBXOANUMBIM».

Pacnopsikenust  peructpupytorca B Kaure/xypHane  perucrpauuu
pacniopsbkenuit  (npunoowcenue  2).  KHura/skypHal — OpOHYMEpOBBIBAETCA,
MPOILIHYPOBBIBAECTCSA, CKPEIUISIETCS MOJNUCHIO PYKOBOJAUTENS M IE€YaThIO
oOpa3oBarenbHOI opraHu3auuu. Pacnopsbkenus ¢opmupyrotcs B Jleno onauH pas
B KBapTtal. B koHue kanenmapHoro roma Jleno (He Oomee 250 nHCTOB)
odopmitsieTcsi B cooTBeTCTBUU ¢ [lonoxkeHnem 06 apxuBe.

IIporoxko..

[Ipomecchl MpUMEHEHMsI YMPABICHUYECKUX pEIICHUH 00pa3oBaTEIbHON
OpraHu3alyed W CaMH PEUICHUS TOKYMEHTUPYIOTCS C MOMOIIBIO IPOTOKOJIOB
KOH(epeHIni, TIeJarornaeckKux COBETOB, KOMUCCUH U TIP.

B nmpoTokonax 3acenannil KOJUIETHAIBHBIX U COBEIIATEIBHBIX OPTaHOB TEKCT
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U3JIaraeTcsi OT TPETHETO JIMIA €IUHCTBEHHOIO YHUCHa («IeZaroruyecKuil COBET...
MOCTAHOBIIAET), KCOOPAHHUE... PEILIUTION).

[IpoTokon  cocTaBiseTcss HAa  OCHOBAaHWM  3alMCEH,  CIIEJIAHHBIX
HEMOCPEACTBEHHO BO BpPEMs 3aCEIaHMil, NMPEICTABICHHBIX TEKCTOB M TE3HCOB
JIOKJIAJIOB U BBICTYIUUIEHUM, CIIPABOK, IPOEKTOB PEIICHUI.

[IpoTOKON MOXKET COCTABIATHCS KAK B PYKOIHUCHOW, TaK M B IE€YAaTHOU
dbopwme.

JlaToil mpoTOKOJIa SBISETCS JaTta NpoBelAeHus 3acedanus. Ecnu 3acenanue
IPOJ0JIKATIOCh HECKOJIBKO JIHEW, TO Yepe3 THUPE YKa3bIBAIOTCS NEPBBIM H
IIOCJIEAHUM JAEHb 3aCENaHUs.

Homep mporokona AOMKEH COOTBETCTBOBAThH IMOPSIAKOBOMY HOMEpY 3ace-
nanus. Hywmepamusi mpoTOKOJIOB Benercsd B IMpeAeliax KaJeHIapHOro roja
OTIEJIBHO MO KaXJI0M Tpynmne MNpOTOKOJIOB 3aCelaHusl COOTBETCTBYIOLIETO
KOJUIETUAJIBHOIO OpraHa.

B pekBu3uTe «MeCTO 3acelaHMs» YKa3bIBAECTCS HA3BAaHUE HACEJIIEHHOIO
IIyHKTa, B KOTOPOM COCTOSIJIOCH 3aCEJaHue.

3arooBOK K TEKCTy NPOTOKOJa JOJDKEH OTOOpa)kaTh BHJ 3acelaHMs
(coBeuranue, coOpaHue, KOH(GEPEHIMS U T.I1.) UIU KOJJIETUAJIbHON JESATEIbHOCTU
(xomHuccus, COBET, coOpanue, pabouas rpyImmna U T.1.) U BKIOYaTh Ha3BaHUE BUA
JIOKyMEHTA.

TekcT npoTOKOIa COCTOUT U3 BBOAHOW M OCHOBHOM YaCTEM.

BBogHass  yacTb  COIEpPXKHUT  MOCTOSIHHYIO — wHMopManuio  (cjoBa
[MPEACEJATEJIb, CEKPETAPH, IIPUCYTCTBOBAJIM) u mnepeMeHHYIO
(pamunms, wHULMANBI Tpeacenaress, CeKperaps M NpucyTCTByromux). Ilpu
HEO0OXOAMMOCTH YKa3bIBAIOTCA JTOJKHOCTH MPUCYTCTBYIOLIUX, a TAKKE MHUIUAJIBI,
dbaMuIuu JOJKHOCTH JIML, MPUIVIAIIEHHBIX Ha coBemanue. I[lpu koiamdecTse
ydyacTHUKOB Oosee 10 cocraBisercs CHUCOK MPUCYTCTBYIOIIMX, KOTOPBIN
IIPWJIAraeTcs K MPOTOKOJTY.

Ecim  nportokon odopmisercs B medatHod  ¢opme, TO  CJOBa
[MPEACEOATEJIb, CEKPETAPD, ITPUCYTCTBOBAJIM neyataroT OT HYJIEBOTO
MOJIOKEHUsI TalyssTopa, OT 2-TO TOJOXKEHHUs TalyssTopa CTaBUTCS THPE,
WHUIMAIBl ©W  (QaMwimu T[UIIYT B UMEHUTENBHOM majnexe. Damunnn
IPUCYTCTBYIOLIUX PACIIONAraloTcsl B al(paBUTHOM MOPSAKE U meyaTaroTcs yepes 1
MEKCTPOUHBIN UHTEPBAJ.

BBonHass d4acTh MNpOTOKOJIa 3aKkaHYMBaeTcs rmoBecTkol nHA. CroBa
«IloBecTka IHSA» ME4YaTalOT OT HYJIEBOTO MOJOXKEHUSA TalOynsTopa, MOCie HUX
CTaBUTCA JABOETOYME. BOMPOCH! MOBECTKU THS HYMEPYIOTCS apaOCKUMU LUPpPaAMH.
Kaxx1p1ii HOBBIN BOIIPOC TM€YATAIOT OT 1-TO MOJI0KEHUS Ta0yJIsITOpa.

[TocnenoBaTenbHOCTh PACTIOIOKEHUS BOIIPOCOB ONMPEIEISETCS CTENEHBIO X
BaKHOCTH. Bompocsl nepeuncistorcss B UMEHUTENbHOM mnajexe. [Joknan (oruer,
coobiienue, nHPoOpMaIysi), HAMMEHOBAHUE JOJDKHOCTH, MHHUIMAIBI U (aMHINIO
JOKJIaJ4MKa TUIIYT B POAUTENBHOM mnanexke. He pekoMeHIyeTcs BKIOYATH B
noBectky AHs  Bompoc  «PaszHoe». Kaxnaplii  Bompoc  JIOKEH  OBITh
KOHKpeTn3upoBaH. dopmupoBaHre BONPOCOB B IOBECTKE JHS HAYMHAETCA C
npemora «O (O0)».
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OcHoBHasi 4acTh MPOTOKOJA COCTOUT M3 PAa3lIeNIOB, KOTOPBIE JOJKHBI
COOTBETCTBOBATh IyHKTaM IIOBECTKH [HSA. Pasziensl HymepyroTcs apaOCKUMH
nudpaMu U CTPOATCA MO TAKOH cXeMe:

CJIYIIAJIA - BBICTVYIIWJIA - PELLJIN (ITOCTAHOBUWJIN),

VYkazaHHble cloBa MedaralTcss OoiblIMMH OykBamMH 0e€3 OTCTyma oT
rpaHulbl JIeBoro noiis. [lociie 3Tux CI0B CTaBUTCS ABOETOUHE.

ITocne cmoBa CJIYIIAJIM yka3plBaeTcsi KpAaTKUWA TEKCT BBICTYIUICHUS
OCHOBHOI'O JOKJIaunKa. DamMuivs 1 HHALIMAJIbI KOKIO0TO JOKIIAIUMKA [1eYaTa0TCS
C HOBOM CTpOKH. KpaTkuil TEKCT BBICTYIUIEHUSI W3JIara€Tcsa B TPETbEM JIUIIE
€MHCTBEHHOTO YUCJIA.

TexcTel wiaM TE3UCHl JOKJIAMOB W BBICTYIUICHWHA, O(OpPMIICHHBIC Kak
OTJEJIbHBIE TOKYMEHTBI, B TEKCT MPOTOKOJIA HE BKIIOUaroTcs. [locne cenenmii o
JOKJIATYUKE CTAaBUTCS TUpPE W YyKasbiBaeTcs: «TeKcT Jokiana (BBICTYIUICHUS)
MPUJIAraeTcs: K MPOTOKOIY».

[Tocne cnosa BBICTYIINJIM ¢ukcupyroTcss BBICTYIUICHUS TeX JIUII,
KOTOpBIE MPUHSIIN y4acTHe B OOCYXKJIEHUU JT0KJIaaa. BeicTymiienust opopMIIstoTcs
B MPOTOKOJIE C YKa3aHUEM JIOJDKHOCTEH, (paMIIIuii 1 MHUIIMAIOB, BRICTYIAIONINX B
MMEHUTEIBHOM MA/IEKE, a TAKKE C KPATKUM HU3JI0KEHHEM COJIEPKAHUS BOIPOCA U
oTBeTOB Ha Hero. Coaep:kaHuE€ BBICTYIUICHUM H3JIaraeTcs OT TPEThEro JHla
€JUHCTBEHHOT'O YHUCJIA.

[locne cnoa PEIINJIM (IIOCTAHOBWJIN) ¢ukcupyercs NpHHITOE
pelieHre 1mo o0cCyXaaeMOMy BOIPOCY MOBECTKH AHSA. PemieHue J0KHO OBbITh
KOHKPETHBIM W BKJIKOYATh COCTABJISIONIME, KOTOPBHIE OTBEUAKOT HA CIIECIYIOIIUE
BOIIPOCHI: KOMY, YTO CAENATh U B KAKOW CPOK.

Pemenus, coneprxanimue HECKOIBKO BOIMPOCOB, MOJPA3ACIAIOTCA HA TyHKTHI
W TOAMYHKTHI, KOTOpble HyMepyroTcsa apaOckumu 1udpamu. [loamyHKTHI
HYMEPYIOTCS IUPPAMH C TOUKOM.

B cnydae, xorma Ha 3aceaHuM NMPUHUMAETCS pEIIEHHWE 00 YTBEPKIECHUU
JIOKyMEHTa, KOTOPbIN 00CYyX)Jajcs Ha 3aCeIaHuM, 3TOT JIOKYMEHT Mpujaraercs K
MPOTOKOJIy U B HEM JEJAETCS CChLIKAa HA HOMEpP U AaTy mpoTokoua. [Ipu Hannuuu
JIPYTUX JOKYMEHTOB, KOTOPBIE pacCMaTpuUBajuCh Ha 3acefdaHuu, U (HakT
00CYXXJIeHHsI KOTOPBIX ObUT 3a()UKCUPOBAH B TEKCTE MPOTOKOJIA, OHU HYMEPYIOTCS
apadckumu 1uppamu (Ilpunoxenue 1, Ilpunoxenune 2). B cOOTBETCTBYIOIINX
MyHKTax MPOTOKOJIA JIEJIACTCSl CChLJIKA HA 3TU MPUJIOKECHUS.

[IpoTOKON MNOANMUCHIBAETCA MPEACEAATEIbCTBYIOIIMM Ha 3aCEJaHWU KOJI-
JIETUAJIBHOTO OPraHa U CEKPETAPEM.

Brinucka u3 mpoTOKOIAa — TOYHAA KOMMS YacTH TEKCTa MOJJMHHOTO
MPOTOKOJIA, OTHOCAILIETOCS K TOMY BONPOCY TMOBECTKHM [JHSA, IO KOTOPOMY
TOTOBUTCS BBIMUCKA. BBINIMCKA U3 MPOTOKOIA COJACPIKUT CIEAYIOIINE PEKBU3UTHI:
HaMMEHOBaHUE 00I11e00pa30BaTEeIbHON OpraHu3alliy, Ha3BaHHWE BHJIA JOKYMEHTA
(BbIMUMCKA M3 NPOTOKOJIA), JaTa 3aceJaHusi, MECTO COCTaBJICHUS, 3arojiOBOK K
TEKCTY, TEKCT, MOJIMKUCH, OTMETKY O 3aBEPEHHUU KOIIHH.

[Ipotokonsr peructpupyrorcst B KHure/>kypHane perucTpanud MpoTOKOJIOB
(npunoosicenue  3). Kuura/KypHaia HTpOHYMEPOBBIBACTCS, IPOUIHYPOBBIBACTCS,
CKpEIUISIETCS  MOJNUCHI0O  PYKOBOJIWTENS M TEYaThio  0Opa3oBaTeIbHOU
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opranuzaimu. [Ipotokonsl Gopmupyrotcs B [eno ogun pa3 B kBapTayi. B koHIe
KajeHaapHoro roaa Jleno (ue 6oxee 250 nucToB) 0popMIISIETCS B COOTBETCTBUH C
[Tonoxxenuem o0 apxuse.

Ciy:xkeOHOE M CBMO.

CnyxebHOe THCHMO COCTaBIIIETCS C IeNbl0 OOMeHa uHpopManuein u
MPEICTABIISIET COOOI:

- OTBEThl O BBIMOJHEHUU 3aJaHUM, OIPEACIICHHbIX B aKTaX OpraHoB
roCyAapCTBEHHOW BJIACTH, TOPYUECHUSIX BHICIIUX JTOJKHOCTHBIX JIUIL,

- OTBETHI HA BBINIOJIHEHHUE MOPYUYEHUN BBIIIIECTOSIINX OpraHU3allui;

- OTBETHI HA 3aPOCHI IPYTUX YUPEKICHUI;

- OTBETHI Ha OOpalleHUs TPAXKIaH;

- OTBETHI Ha 3aIIPOCHI HA HH(POPMAILIHIO;

- WHUIMATHBHBIC TIICHMA;

- CONPOBOJUTENBHBIC MUCHMA.

CnyxebHoe mnuchMO odopmisieTcsi Ha  OnaHke  oOpa3oBaTeIbHOM
OpraHu3alyu.

[lucbMO MMeeT chnefyrolue PEeKBU3UTHL: J1aTa, PErUCTPALMOHHBIA HOMEp
(ucxopsmMii), CChbUIKA HA PETUCTPALMOHHBIA HOMEp (BXOASIIMIA) W JaTy
JIOKYMEHTA, Ha KOTOPBIN JaeTcsi OTBET (IIPU HAJIMYMHU), aApecaT, 3ar0JI0BOK, TEKCT,
OTMETKA O HAJIMYUM NPUJIOKEHUH (B Cllydae HEOOXOAUMOCTH), TOANUCH, CBEICHHUS
00 ucnonuurene (O.1.0., KOHTaKTHBIN HOMEp TenedoHa).

JlaTtolt muceMa sIBJISIETCS jaTa €ro MoJANUCcaHusl, KoTopas JO/bKHA COBIAaTh
C JATOM PEruCTpalMy UCXOIALIEN KOPPECIIOHICHIINH.

OCHOBHBIM PEKBU3UTOM CITy’KEOHOTO MHUCHhMa SBIISIETCS TEKCT, KOTOPBIH, KaKk
MIPAaBWJIO, COCTOUT W3 JBYX 4YacTed. B mepBoil 4WacTu yKa3bIBAETCS NPUYMHA,
OCHOBAaHME WJM OOOCHOBAaHME TMOATOTOBKM MHCHbMa, MPUBOASTCS CCBHUIKM Ha
JIOKYMEHTBI, KOTOpPbIE ObLIM OCHOBAaHMEM I €ro COoCTaBieHUs. Bropas yacTh
BKJIFOYAET BBIBOJBI, NPEMJIOKEHHS, NPOCHObI, PpElIeHHss U T. 1., KOTOpbIE
pa3meniarorcs ¢ ab3ara.

Kaxk nmpaBuio, B mucbMe 3aTparuBaeTcs OAUH BOMPOC.

Texcr muceMa wu3jaraercss OT IMEPBOTO JIMIA MHOKECTBEHHOIO YHUCHA C
UCIIOJIb30BaHUEM CIIOB: «IIPOCUM COOOIIUTE...», «Pa3bsICHIEM, UTO...».

CnyxebHOe TNUCHhMO TOJIMUCHIBAETCS PYKOBOAUTENEM 00pa3oBaTeNbHOM
OpraHU3alHH.

Cnpaska.

CrpaBka - IOKyMEHT, TOJITBEPKAAIOITNI KaKue-In00 (PaKThl WM COOBITHS.

CrpaBku OBIBAIOT JABYX BUIOB:

CrpaBka aJig OMHUCAHUS WIM TOATBEPXKICHUS (DAKTOB, WM COOBITHH B
NEeSATeTLHOCTH OpPTaHu3aIliH.

CrpaBKu COCTaBISIOTCS 10 YKa3aHUIO BBHIMIECTOAIIECH OpPTaHU3AIUU WU
PYKOBOIUTENST 00pa30BaTEIbHOM OpraHU3aluy I WHGHOPMAITMK O BBITOTHCHUH
TUTAHOB, 3aJaHHI, TOPYUYEHUH U MPEACTABISIOTCS B yCTAHOBJICHHBIE CPOKH.

Texcm makou cnpagku cocmoum u3 08yx wacmell.
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B mnepBoii uactu wu3naratoTcsi (axThl, MOCTYXKUBIIME IOBOJOM K €€
HalMCaHUI0, BO BTOPOMl - TPUBOAATCS KOHKPETHBIE JIaHHbIE. BbIBOABI U
MPEIOKEHHS B CIIPABKE HE AAtOTCsA (32 UCKIIIOUEHUEM aHAJIUTUYECKOM ).

CnpaBka J0/IKHAa OOBEKTHUBHO OTpa)kaTh COCTOSIHHE JI€Jl, €€ COCTaBJICHUE
TpeOyeT THIATeIbHOTO cOOpa U MPOBEPKU CBEACHUH, MOTYT TMPUBOJUTHCS
TaOJIUILIBI.

CnpaBk#, COCTAaBJIEHHBIE ISl PYKOBOAMTENSI OPraHU3alldU, IOJIINKCHIBACT
COCTaBUTEIIb.

ChopaBku, KOTOpbIE COCTaBJISIIOTCS 1O  YKA3aHUIO  BBIIIECTOSIICH
OpraHu3allvy, MOAIMUCHIBAET PYKOBOJUTEIb 00111€00pa30BaTEILHON OpraHu3allii.

JlaTol cipaBKU ABJISIETCS AaTa €€ NOAMUCAHUS.

CrpaBku, yJOCTOBEPSIONINE OPUANYECKUE (PAKThI: MOATBEPKICHUE MECTa
paboThI, 3aHUMAEMOU JTIOJXKHOCTH, pa3Mep 3apad0THOM TIaThl U T.1.

JIJist HUX TpUMEHSIOTCS YHUDUIIMPOBAHHBIE TpadapeTHble OJIaHKH.

Takoro poaa crnpaBKHd BBIJAIOTCS MO 3alpOCaM 3aUHTEPECOBAHHBIX JIMI]
(COTpYTHUKOB) WJIM YUPEXKICHUN U PETUCTPUPYIOTCS B KypHAJe BbIJaBa€MbIX
CIIPaBOK.

Jloky1agHas 3anuckKa.

JloxiianHass 3amMcka - JOKYMEHT, aJpECOBAHHBIA PYKOBOAUTEIIO U
HH(MOPMUPYIOIMHKN €r0 O CIOKUBIICHCS CUTYaIlMH, UMEBIIIEM MECTO SIBICHUM WUJIH
(dhakTe BBITIOJHEHHON pabOThI, a TaK)Ke COACPKAIIUKA BBIBOJBI W IPEITIOKCHHUS
COCTaBUTEJIS.

JloknaaHas 3anMcKa MOYKET BBITIOJIHITHCS PYKOITMCHBIM CIIOCOOOM.

Tekct JOKIagHOW 3allUCKM  JICJIMTCI HA JBE 4YacTU: IIepBas -
KOHCTATUPYIOIIasi, TAE€ HW3JIaraloTCs MMEBIIHWE MECTO (DAKThl WM OMUCHIBACTCS
CUTYyallus, U BTOpas, B KOTOPOH M3JIaraeTcs mpeajioxkeHue, mpocroa.

TexkcTy HNOKJIaAHOW 3amMCKU OO0S3aTeNbHO MPEIIIECTBYET 3aroyioBOK,
HaunHaronmics ¢ npejyora «O», «Oo».

JloxnaaHas 3anucka opopmMIIIeTCsl Ha JTUCTE Oymaru.

AKT.

AKT -  JIOKYMEHT, COCTaBJICHHBI  HECKOJBKMMH  JIMIAMH U
MOATBEPKIAIOIMN YCTaHOBJICHHBIE (DAKTHI U JEUCTBUSI. AKTHI OQOPMIISIOTCS MO
pe3yibTaTaM peBU3UM, NIPU MpUeMe-repeaade e, ClIMCAHUM UMYIIECTBA U TOMY
MOg00HOE.

AKT odopmisieTcss Ha cTaHIapTHOM Jiucte Oymaru gopmara A4 U uUMeer
CIIeIyIOLIME PEKBU3UTHL: Ha3BaHUE JOKyYMEHTa, Tpud yTBepxkiaeHus (mpu
HEOOXOJAMMOCTH), JaTa M MECTO COCTaBIICHUSI, 3arojlOBOK K TEKCTYy, TEKCT,
MOANUCH JUI (HE MEHEE TPEX), KOTOPhIE COCTABIISIIN aKT.

TekcT akTa cCOCTOUT U3 BBOJHOM U KOHCTATUPYIOIIEH YaCTEM.

B BBOJHOI YacTu YKa3bIBAalOTCS OCHOBAHUS I COCTABJICHHS aKTa W
Ha3bIBAOTCS JIMIA, KOTOPHIE COCTABWIIM AKT WJIM NPHUCYTCTBOBAJIW IpH 3TOM. B
KOHCTaTUPYIOIIEH 4YacTH U3JIaraeTcsi CyTh, 3a/add, XapakTep MpoJeIaHHOU
paboThl, yCTaHOBIEHHbIE (aKThl, MPEUIOKEHUs] W BBIBOABL. KoHcTaTupyromas
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qaCTb MOXCET O(l)OpMJ'IHTBC?I B BHJC Ta6J'II/I]_H)I. B KOHII€ TCKCTa aKTa 3aIlIMChIBAIOTCA
AaHHBIC O KOJIMYCCTBC 3K3CMILIAPOB aKTd U UX MCCTO HAXOXKICHUA.

AKT IMOAIMUCBIBACTCA BCCMH JIMIAMH, IIPUHUMABIINMHU YYaCTHC B €TI0
COCTaBJICHHH.

.HI/IHO, HMCIOIICC 3aMCYaHUA K COACPIKAHHIO aKTa, IMOAIHCBIBACT €TI0 H
n3jaracT CBOC MHCHHUC HA OTACIIBHOM JIMCTC, KOTOpLIﬁ MpUiIaracTcia K aKkTy.

Tenerpammsl, Tejie)OHOrpaMMBbl, PaKCUMUISIPHAS CBA3b.

DTO MOKYMEHT 1O OTIEPaTUBHBIM BOIIPOCaM, TIEpeIaBaeMblid 110 TeaehoHy U
3aMMCBHIBAEMBIN MOJTYyYaTEIIEM.

O0s13aTeTbHBIMU PEKBU3UTAMH TAKUX JIOKYMEHTOB SIBJISTFOTCS:

- HaMMEHOBAHME YUPEXKJEHUH aJ[pecaHTa u ajipecara;

- PEKBH3UT «OT KOTO» U «KOMY» C yKa3aHHEM IOJDKHOCTH, (aMUIUH, U
OTYECTBA JOJKHOCTHBIX JIUILL;

- HOMEp, JlaTa U BpeMsi Niepe/iaun U mpreMa JIOKyMEHTa;

- JIOJDKHOCTHU U (haMUJTUU TIEPEIaBILIero U MPUHSBILETO JOKYMEHT;

- HoOMepa TeneOHOB;

- TEKCT U MOJIIHUCH.

[TocTynuBmivie MOKYMEHTHI JOJKHBI UMETh TE€ K€ PEKBU3UTHI, YTO U
OTIIpaBJIsiEMbIE, 32 UCKIIFOUEHUEM TMOAIHICH.

JIOKyMEHTBI COCTaBIISIFOTCS B OJIHOM DJK3EMIUISIPE U IMOAIMUCHIBAIOTCS
PYKOBOJIUTEIIEM WJIH OTBETCTBEHHBIMU HCITOJTHUTEIILHBIM.

JJIeKTPOHHBbIE IOKYMEHTBI.
[Topsimok  coctaBienusi, OQOPMIIEHUS U  COTJACOBaHUS  MPOEKTOB

JJIEKTPOHHBIX ~ JOKYMEHTOB  OCYIIECTBISieTCS MO  OOUMM  MpaBujam
JIEJIONPON3BOCTBA, YCTAHOBJIECHHBIM B OTHOIIIEHUN aHAJOTHUYHBIX JTOKYMEHTOB Ha
OyMa)XKHOM HOCUTENE. JEKTPOHHBIM JIOKYMEHT JODKEH HMEThb PEKBU3UTHI,
YCTaHOBJIEHHBIE Il AHAJOTMYHOIO JIOKyMEHTa Ha OyMa)KHOM HOCHUTENE, 3a
VCKJIFOYEHNEM OTTHCKA NTEYaTH.

B nepedeHr 00s3aTeNbHBIX CBEACHUN O JIOKYMEHTaX, HMCIOJIb3YEMBIX B
[EJISIX yueTa U TOMCKa IOKYMEHTOB B CUCTEMaXx AJIEKTPOHHOTO JOKYMEHTO000pOTa
o0Opa3oBaTeIbHON OpraHU3allid B COOTBETCTBHUH C MPABHIIAMH JICJIIONPOU3BOJICTBA
B 00pa30BaTeIbHOM OpraHU3aIuu, BXOIAT:

e QJIPECAHT;

e ajpecar;

e JIOJKHOCTb, (DAMHIIUS U MHULIUAIIBI JIUTIA, TIOJIIHACABIIETO IOKYMEHT;
e BHJI JIOKYMEHTA;

e JlaTa JOKYMEHTA;

e HOMEp JOKYMEHTA;

e JIaTa MOCTYIUICHUS TOKYMEHTA;

e BXOJSUIMN HOMEP TOKYMEHTA;
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e CCBHUIKA Ha UCXOMSIINANA HOMED U ATy TOKYMEHTA,;
e HAWMCHOBaHHEC JOKYMCHTA,;
e HHJCKC JIela;
e CBEJICHUS O Mepeajipecaliii JJOKYMCHTA;
e KOJHMYECTBO JUCTOB OCHOBHOTO JOKYMCHTA,
e KOJMYECTBO MPHUIOKEHUI;
« 00IIee KOIMYECTBO JUCTOB MPUI0KCHHUI;
e YKa3aHWS 10 UCIIOJTHCHUIO JOKYMEHTA,
e goinkHOCTE, @. U. O. ncronHuTeNI;
e OTMETKa O KOHPHUACHITHATHHOCTH.
B cocTtaB AOMOTHUTENBHBIX CBEICHUA 00 AJIEKTPOHHOM JOKYMEHTE MOTYT

OBITh BKJIIOUCHBI CBEJICHMS: HAaMMEHOBaHUE aBTOpa JIOKYMEHTa (€clid aBTOp HE
COBITIAJIaCT C aJApecaHToOM (OTIpaBUTENIEM) JESKTPOHHOIO JOKYMEHTa), OTMETKa O
IIEPEHOCE CpPOKa MCIIOJHEHHUS JIOKYMEHTAa, CpPOK XpPAaHCHUs JOKYMEHTa,
HAMMCHOBAHUS TPUIIOKEHUM K JJIEKTPOHHOMY JIOKYMEHTY, KIIFOUEBBIC CJIOBA,
CTaTyC JOKyMeHTa (IPOEKT, BepcHsi), BUJ Tepeaadd JTOKYMeHTa (JIEKTPOHHOM
MOYTOM, MOYTOM, (paKCOM H T. [1.) U JIp.

Cpokr XpaHEHHUSA DJJICKTPOHHBIX JIOKYMEHTOB COOTBETCTBYIOT CpOKaM
XpaHEHUsI JOKYMEHTOB, YCTAaHOBJICHHBIX 3aKOHOJATEIbHBIMH W  WHBIMH
HOPMATUBHBIMM MPaBOBbIMU akTamu Poccuiickoit denepanuu, TUIIOBBIMU
MEPEYHSIMHU JIJIs1 AaHAJIOTUYHBIX JJOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIC.

5. Opranuzanms 10KyMEHT0000POTA M UCIIOJTHEHUSI JOKYMEHTOB.

IIpuem u 00padoTKa MOCTYNAKIIUX JOKYMEHTOB.

JIBI>KEHUE JOKYMEHTOB C MOMEHTa HMX CO3JaHUsl WM TIOJY4YEHUs 10
3aBEpILCHUS UCTIOTHEHUS WIIM OTIPABKUA 00pa3yeT JOKyMEHTOOOOPOT.

B  nmoxkymentooOopoTe 00pa3oBaTeNbHONW OpTraHU3AIMH  BBIICISIOTCS
CJIEIyIOIIME JOKYMEHTOIIOTOKHU:

a) BXOJAIIIasi KOPPECTIOHACHIIHS (FOPUANYECKIE U (PU3NUYECKUE JTUTIA);

0) ucxonsIas KOpPECOHICHIINS (FOpUanIecKre U (PU3UIECKHUE JINIIA);

') BHYTPEHHSS TOKYMEHTAIUSI.

JloctTaBka M OTHOpaBKa JOKYMEHTOB OCYILIECTBIISIETCSA, KakK [MPaBUIIO,
CpEIICTBAMU MOYTOBOU U BJIEKTPOHHOU CBSI3H.

JIOKyMEeHTBI, TTOCTyHAIoKUe B 00pa30BaTEIbHYIO OpTraHU3aIlrio, MTPOXOISIT
MEePBUYHYIO O00pabOTKy, pEerucTpaluio, MpeABApUTEILHOE PACcCMOTPEHUE,
nepeaadyy pyKoOBOJCTBY Ha PacCMOTpPEHHUE, NMEPEeNaroTCsl MCIOJHUTENSAM U TOCie
WCIIOJIHEHNS IOMEIIAKOTCA B IEJIA.

[Ipuem u nepBudHast 06pab0OTKa JOKYMEHTOB OCYIIECTBIISIETCS] CEKPETapEM.

Cexkperapp  MPOBOJUT: MPOBEPKY  MPABUJIBHOCTA  aJpPECOBaHUs
MOCTYHAIOIIUX JOKYMEHTOB, TMPABUJIBHOCTH JIOCTABKM U  KOMILJIEKTHOCTH



32

JIOKYMEHTOB; COPTHUPOBKY JOKYMEHTOB Ha IMOJUIEKAIME W HE IMOJIeKAIINE
perucTpaunuu.

[TonydyeHHBbIE KOHBEPTHI C KOPPECHOHAEHUMEW BCKPBIBAIOTCA, MPH 3TOM
MPOBEPSECTCS HAIMYKME BJIOKEHUM, a TaKKe YKa3aHHbIX B JOKYMEHTax
npuwiokeHuil. B ciiydae moBpekIeHHs] YIAKOBKH M BIIOKEHHH JTMOO OTCYTCTBHSI
MPUJIOKEHUN COCTaBJISIETCS aKT B ABYX dK3eMmiuisipax. OIMH SK3EMIUISp aKTa
HaIpaBJIsieTCs KOPPECIOHAEHTY, BTOPOW MPUOOIIAETCS K IMOCTYNHUBIIEMY
JOKYMEHTY.

Ounbo4Ho MIPUCIIaHHAS KOPPECTIOHACHIIUS MepeChUIACTCS o
NPUHAJIEKHOCTH, €CIM HM3BECTEH aJpec Moiyyarens. B mnpoTuBHOM ciydae
KOPPECTIOHJAEHIMS BO3BPAIAETCS OTHPABUTEIIO.

KonBepTel 0T mocTynmaromel KOPPECHOHACHUMU  COXPAHAKTCA U
IpUIArarTcs K JOKYMEHTaM JIMIIb B TOM CiIy4ae, KOrJa TOJIbKO [0 HUM MOKHO
YCTAHOBUTH AJIpEC OTHPABUTENS WJIM, KOTJa JaTa MOYTOBOrO IITEMIENS HMEET
3HAYEHUE B KAUECTBE JI0KA3aTEIbCTBA BPEMEHH MOJTyYCHUSI JOKYMEHTA.

CnenuanucToM HE BCKPBIBAIOTCS KOHBEPTHI MHCEM C HAIIUCHIO <«JIMYHOY.
OHu nepearoTcs 10 Ha3HAYEHUIO

Nudopmarus ©u  JTOKYMEHTHI O  JCSITEIBHOCTH  00pa3oBaTEbHOU
OpraHu3alliy, HE YyKa3aHHble B 4YacTh 2 cTtaTtbu 29 @enepaiabHOTO 3aKOHA
or 29 nexabps 2012 roma Ne 273-®3 «0O6 ob6pazoBanuu B Poccuiickoii
®denepauuny», NPEICTABISAIOTCS PYKOBOAMUTEIEM OOpa30BaTEIbHONM OpraHU3ALMH
110 OOpAallleHNIO TPpaXAaHNHAa JIUOO0 JOHKHOCTHOTO JMIIA TOCYIapCTBEHHOIO OpraHa
WJIM OpraHa MECTHOI'O CaMOYIIPABJIEHUS B CIydasX W MOPSJIKE, TPETyCMOTPEHHbIX
3aKOHOJIaTeNbCTBOM Poccuiickoit denepanni.

[IpencraBienne uHPOpPMAIMKM HMHBIM OpTaHU3AIUSAM O JACSATEIbHOCTH
0o0pa30BaTeNbHON OpPraHu3alUy OCYUIECTBIISIETCS YUPEAMTENIEM OpraHU3alllH, B
OTHOIIIEHUH KOTOPO Takasi nH(OpMAIIUs 3arpaninBaeTcs.

IIpeaBapuTe/ibHOE PACCMOTPEHUE JOKYMEHTOB.
Cexpetapb U (UiK) JHIO, OTBETCTBEHHOE 3a BEICHHUE JEJIONPOU3BOICTRA,

IIPOBOJUT MPEIBAPUTEIBHOE PACCMOTPEHUE JOKYMEHTOB B LENISX BBIJACICHUS W3
BCEr0 MAacCCHBA MOCTYNHBIIEH KOPPECTIOHAECHIMU JTOKYMEHTOB, TpeOyIOIuX
0053aTENILHOTO PACCMOTPEHHUSI pYKOBOAUTENIEM 00pa30BaTeIbHON OpraHU3aliH.

OcHoBaHueM [Uisl TPUHATHS pEUIeHUs B  XOJ€ IPEABAPHUTEIBHOIO
paccMOTpEHMsI SIBIISIETCS COAEpkKaHUE JOKYMEHTa, a HE aJpecoBaHUE JOKYMEHTa
COOTBETCTBYIOILIEMY PAaOOTHUKY.

PesynbTaToM TMpeaBapuUTEIbHOTO PACCMOTPEHHUsS SBISETCS HaNpaBJICHUE
JIOKyMEHTa PYKOBOJMTENO0 00pa30BaTEIbHON OpraHu3allii WU JTOJKHOCTHOMY
JUILy B COOTBETCTBUU C YCTAHOBJICHHBIM paclpe/elieHueM O0sS3aHHOCTEeH MEXIy
PYKOBOAMTENIEM M JOJDKHOCTHBIMM JIMIIAMHU Il BBIHECEHMSI YKa3aHUsS 110
WCIIOJTHEHUIO JOKYMEHTA.
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Perucrpauust 10KyMeHTOB.
Ilepenaya TOKYMEHTOB Ha PETUCTPAIMIO MPOU3BOJMUTCS TOJBKO IOCIE HUX

MNpEABApPUTCIIBHOT'O PACCMOTPCHUA.

Peructpamum moanexar Bce JOKYMEHTHI, TPEOyIOIINe ydeTa, UCIOTHEHUS,
UCTIONIb30BaHUs B CIIPABOYHBIX IIETISX, KaK MOCTYHAIONINE U3 JPYTUX OpraHU3aIfi
M OT 4YacTHBIX JIMIl, Tak M oOpa3ymmmecs B TMpolecce IeATEIHHOCTH
00pa30BaTEIHLHON OpTaHU3AITIH.

He mommexar perucTpandyd TMO3IpaBUTEIbHBIE THChMa, TEJIETPAMMEI,
NpUTTacUTEIbHBIE OWJIeTh, WHGOpMAaNUs s CBEICHHUS, OyXTalTepCKue
JOKYMEHTBI ~ TIEPBHUYHOTO  ydeTa. Jlmd HHX  cocTaBiseTcs  IEpPEUYCHb
HEPETUCTPUPYEMBIX TOKYMEHTOB.

Perucrpamus 1oKyMEHTOB TPOU3BOAMTCS C IETBI0 O0SCIICUCHUSI UX Y4YETa,
KOHTPOJIS 32 UCTIOJTHEHUEM U OTIEPATUBHBIM UCIIOJIb30BaHUEM HH(OPMAITHH.

Perucrparnus 10KyMEHTOB MTPOU3BOAUTCS B ACHB MX IMOCTYIUICHUS.

JlommyckaeTcsi OTMETKa O TIOCTYIUICHHH JIOKYMEHTa B OPTaHHU3AIUIO
MPOCTABJIATh B BUJE IITaMIIAa UJIM OT PYKHM B HIDKHEW YacTH JIMIEBOW CTOPOHBI
MEPBOTO JINCTA JOKYyMEHTA WK Ha ero 000poTe.

Perucrtpamsi JOKYMEHTOB 3aK/IIOUYaeTCs B BEJICHUU 3alllCH  YYETHBIX
JAHHBIX O JOKYMEHTE [0 YCTAHOBIIGHHOW PEruCTparmoHHOW ¢opme, KOTOPHIM
dbukcupyetrcss GakT co3gaHus, OTHPABICHUS WM TOJTYYEHHUS JIOKYMEHTa MyTeM
MPOCTABJICHUS HA HEM PETHCTPAllMOHHOTO MHJAEKCA C TOCIEIYIOIeH 3amuchio B
yKa3aHHBIX (hopMax HEOOXOAUMBIX CBEJCHUHN O JOKyMEHTE.

JIOKyMeHTBI,  TOCTyHaromme B  OOpa3oBaTENbHYI)  OPTraHU3AIHNIO,
peructpupyroTcs B KHUTe/)KypHAIe perucTpanyy BXOASIIEeH KOPPECITOHACHITIH, a
T€, YTO OTIPABIAIOTCS W3 HETo, - KHuUTe/ >KypHame perucTpari HUCXOJSIIeH
KOPPECTIOHACHIINU (npuiodxcerue 3).

PacnpenesieHue mocTynawmux 10KyMeHTOB.
ITocne peructpauuui  JOKYMEHTBl —MEpPENAIOTCS HA  PACCMOTPEHUE

PYKOBOJIUTEIIO 00pa30BaTEIbHON OpraHU3AIIHH .

ITocne paccMoTpeHHsT PYKOBOAMTENEM  JOKYMEHTHI  BO3BpAILlaOTCS
CEeKpeTapro U (W) JIMIYy, OTBETCTBEHHOMY 3a BEICHHUE NEJIONPOU3BOJICTBA, HJIS
MEPEHECCHUS] YKa3aHWW 110 UCIIOJHEHUIO JOKYMEHTAa B JKypHall PErHCTpalliu
BXOASIIUX JIOKYMEHTOB. B COOTBETCTBUM C YyKa3aHUAMH [0 HCIOJHEHUIO
MO TUHHUK JIOKyMEHTa HaIpaBJISICTCS pabOTHUKY, SIBJISTIOILIEMY CSI
OTBETCTBCHHBIM UCIIOJTHUTEJIEM, a COHUCIIOJIHUTEISM HAIpaBIAIOTCA  KOIHUH
JIOKYMEHTOB (€clii HMMEIOTCsA), O 4YeM jenaercs oTmeTka B Kuure/xyphaie
perucTpanry BXOIAINX JOKYMEHTOB.
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DNEeKTPOHHBIE COOOIICHHSA, TMOCBUIAEMbIE IO JJIEKTPOHHOW  MOuTE,
UCIOJIHSIOTCS aHAJOTMYHO JOKyMEHTaM Ha OyMaXHbIX HOCHUTENAX C YYETOM
OIIpEIENICHHON CEU(PUKU B IPOLECCE UCTIONTHEHNUS.

Iopsinoxk 00paGoOTKH M TNPOXOKIEHUS] MCXOAAIIMX W BHYTPEHHHX
JTOKYMEHTOB.
[Topsimok MOJATOTOBKHM UCXOISAUIMX TOKYMEHTOB BKJIIOYAET B ce0s paboTy 1o

COCTaBJICHUIO MPOEKTa JOKYMEHTA, COTJIACOBAHUIO, MOANMUCAHUIO (YTBEPKICHUIO)
Y OTIIPABKE.

Jlo nepenaun TOKyMEHTa Ha MOANKCH UCIIOJHUTEID JOJDKEH ITPOBEPUTH €r0
coJlep>KaHue, MPAaBUJILHOCTh  OQOpPMJIEHHUS, HAJIUYUE€ HEOOXOAMMBIX BU3 H
NpUIOKEHUH. JJOKyMEHT NpeacTaBiseTcs Ha MOANKNCh BMECTE C MaTEpUaaMH, Ha
OCHOBAHHMH KOTOPBIX OH TOTOBHJICS.

BHyTpeHnHue noKkyMeHTbl 0(hOPMIISIFOTCS U UCHOJHSIOTCS (MCIIONB3YIOTCS) B
npenaenax o0pazoBaTENbHON OpraHu3aluy.

BHyTpeHHue AOKYMEHTHI (AOKJIAIHBIE 3alHUCKH, CIPABKU, CBOAKUA U Jp.)
pPacCMaTpUBAIOTCS TEMHU JOJKHOCTHBIMM JINIIAMH, KOMY OHU HallPaBJICHBI.

OTBeTCTBEHHBIE 3a JCIIONPOU3BOACTBO IIEPEN CAAaYe KOPPECIIOHICHIINN Ha
OTNPABKYy JOJKHBI 00s3aTEIBHO MPOBEPUTH MPaBUIBHOCTh €€ O(POpMIICHUS H
aapecoBaHus. KoOHBeEpTOBaHME KOPPECIOHACHIMHM W  JIPYTHX  MOYTOBBIX
OTHPABJIEHUM ITPOU3BOJNUTCS CTPYKTYPHBIMHU MOAPA3AEIECHUSIMHU OPTaHU3aLHH.

Peructpanus oTmnpaBisieMblX JIOKYMEHTOB OCYIIECTBISIETCS B JI€Hb HX
noanucanuss  (yTBEpKIECHMS) WM  Ha  CIHEAyIOIMM  pabouuil  J€Hb.
PeructpanMOHHBIE HOMEpP JOKYMEHTa M JaTa PErMCTPallH IPOCTABIISIIOTCS Ha
NOJUTMHHUKE JOKYMEHTa B pPEeKBH3UTaxX OJaHKa W Ha KOMWHU, OCTAIOIIEWCs B Jele
oOpazoBarenpHOM opraHuzanuu. CHopaBOYHBIM ammapaTtoM ISl  HCXOMASIIUX
JIOKYMEHTOB SIBJISIETCS ’KYPHaJ PETUCTPALMH 3TUX JTOKYMEHTOB.

OTnpaBKky UCXOISIIMX JOKYMEHTOB MPOU3BOJUT CEKpeTapb H (WIIK)
JIUII0, OTBETCTBEHHOE 3a BEJICHUE JIeT0nponu3BocTBa. CpouHas KOPPECHOHACHIUS
oQopMIISIeTCS U OTIPABISAETCA HE3aMEMJIUTEIBLHO CEKPETAPEM.

Cekperapp  MpOBEpsieT  MPABWIBHOCTE  OGOPMIICHUS  HUCXOJSIIUX
JIOKyMEHTOB, TPOU3BOAUT COPTUPOBKY JIOKYMEHTOB TIO CIOCOOY JOCTaBKU
KOppECTOHJeHIIMM  aapecary  (mpocras, 3aka3Has, MeXAyHapoJaHas W
np.). HempaBunbHO ~ 0oOpMIIEHHBIE ~ JOKYMEHTBI M KOPPECHOHACHIIMS
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HECIYy>)keOHOTO XapakTepa K OTIpaBKEe HE MPUHHUMAIOTCS M BO3BpAIIAIOTCS JIHILY,
HOJIFOTOBUBLIEMY JOKYMEHT.

OtnpaBisiemass 1O MOYTE KOPPECHOHACHIUS NPOXOIUT  YIAKOBKY,
aZpecoBaHue, IPOCTABICHUE CTOMMOCTH IIOYTOBBIX YCIyr M Iepenady Ha
OTIPABKY B MECTHOE OTJEJICHUE CBSA3HU.

Ha 3aka3Hyi0 KOppeCHOHJEHIIMIO, Ha JOKYMEHTBbl C TMOMeTKou «Jlis
CIIy’KE€OHOTO TI0JIb30BAHUS» COCTABIISIETCSI PEECTP, KOTOPHIM 3aTeM BO3BpAIIACTCS
CeKpeTapro y4yeOHOM 4YacTu WU (WIM) JHIYy, OTBETCTBEHHOMY 3a BEICHHE
JIEIONPOU3BOJICTBA, C PACIUCKOW paOOTHUKOB IMOYTOBOTO OTEICHUS CBSI3U WIIU
WHOTO JIMIIA, 00€CIEUNBAIOIIET0 OTIPABKY TOKYMEHTOB.

[lepengaya ¢ UCTOIB30BAaHUEM CPEACTB (DAKCUMUIILHOM CBSI3U JIOKYMEHTOB,
COJIEpIKalllUX CIYKEOHYI0 MHPOPMAIUIO OTPAHUYEHHOTO PACTIPOCTPAHEHHUS, B TOM
yuciae ¢ MOMETKOM «/[ns  ciy:)keOHOro mMonb30BaHUS», HE pa3peraeTcs.
Kareropuuecku 3ampemniaercs rmnepegaya 1o cpeiacTBaMm (PakCUMUIBHON CBS3U
CEKPETHBIX JOKYMEHTOB.

C ucnonb3oBaHueM CpeacTB (HaKCUMUIBHOM CBSI3U MOTYT OBITH NEpEAaHbl
MaTepHabl TEKCTOBOTO, TAOJIWIHOTO WIIA TPpaUIECKOTo XapakTepa, UCTIOJTHEHHBIC
TUTIOTPAa(CKUM, MAIIMHOMKCHBIM WJIM PYKONMHCHBIM CIOCOOOM B UYEPHOM WITU
TEMHO-CMHEM IIBE€T€ C YETKMUM ¢ KOHTPACTHBIM H300paxkeHueM (IepBbIe
HK3EMIUISIPBl UM HUX KCEPOKOMWHU) Ha Oejoil Oymare ¢ MHUHUMAJIbHOW BBICOTOM
OykB u mudpp 2 mM. O0BeM MeperaBacMOTrO B TCUYCHHE OJHOTO CEaHCa CBS3H
JIOKyMEHTa, BBITIOJIHEHHOTO Ha Oymare (opmarta A4, He TOKEH TPEBBIMIATD TISITH
JIVCTOB.

OTBETCTBEHHOCTh 3a cojJepkaHue MHGOpMalMKM, [epeJaBaeMon ¢
WCIIOJIb30BaHUEM CPEACTB (PaKCUMUJIBLHON CBSI3M, BO3JIAraeTCsl HAa HUCIIOJIHUTENS,
MOATOTOBUBIIETO (pakcorpamMmy JJis Mepeiayu.

Oco0enHocTH padoTHI € 3JICEKTPOHHBIMHU JOKYMEHTAMMU.
B oOpa3oBatenbHO# opraHu3aly co31at0TCs U UCTIOJIb3YIOTCS:

. AIIEKTPOHHBIE JOKYMEHTHI, CO3/laBaeMble B JJIEKTPOHHOU (popme Oe3
MIPEIBAPUTEILHOTO JOKYMEHTHPOBAHUS Ha OYMa)KHOM HOCHUTEIIC;

. AJICKTPOHHBIE 00pa3bl JIOKYMEHTOB, IIOJYYCHHBIC B PE3yNbTaTe
CKaHUPOBAaHUS JIOKYMEHTOB H XpaHAIIMECS B CHCTEME  JJIEKTPOHHOTO
JIOKYMEHTO000pOoTA.

[Ippuem w oOTOpaBKa DJIEKTPOHHBIX JOKYMEHTOB  OCYIIECTBIISIOTCS

OTBCTCTBCHHBIM 3a BEACHUC JICIIOIIPON3BOACTBA B O6p&30BaTeHBHOﬁ OopraHu3anuu.
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DNEeKTPOHHBIE JOKYMEHTBI CO3JAI0TCS, 00pabaThIBAlOTCA M XPaAHATCS B
CUCTEME JIEKTPOHHOI'O JJOKYMEHTO000pOoTa 00pa30BaTeIbHOM OpraHu3aluy.

DNEKTPOHHBIA JOKYMEHT JOJKEH ObITh O(OpMIIEH MO OOIIUM MpaBUIaM
JICJIONPOU3BOACTBA U UMETh PEKBU3UTHI, YCTAaHOBJICHHBIE U1 AHAJIOIMYHOTO
JOKYMEHTa Ha OyMa)KHOM HOCHUTEIE, 32 UCKIOUEHUEM OTTHCKA I1€YaTH.

JUisi  TOATBEPKIEHUS  MOMJIMHHOCTH  SJEKTPOHHBIX  JIOKYMEHTOB B
o0pa3oBaTeIbHON OpraHU3alliy UCTIONb3YIOTCS AIEKTPOHHbBIE TU(POBBIE MOITUCH.
Hcnonb3yemble cpefcTBa AJIEKTPOHHOM 1UGPOBOM MOANUCH JOJKHBI OBITH
CepTU(PHUITMPOBAHBI B YCTAHOBIICHHOM TIOPSJIKE.

EnuHunenn ydyera DIEKTPOHHOIO JIOKYMEHTA SBIIAETCS  AJIEKTPOHHBIN
JOKYMEHT, 3aperuCTPUPOBAHHBIA B CHUCTEME 3JIEKTPOHHOIO JOKYMEHTO0OOpOTa
o0pa30BaTeNbHON  OpraHu3auuu.  OJEKTPOHHBIA  JOKYMEHT,  HMEIOIIMMA
IIPUJIOKEHUS, PETUCTPUPYETCSA KaK OJUH JOKYMEHT.

Ilocne oOTHpaBKM BIEKTPOHHOIO JOKYMEHTA, 3aBEPEHHOTO 3JIEKTPOHHOU
HOJIUCHIO YIIOJTHOMOYEHHOT'O JOKHOCTHOIO JIMIA, JOCBUIKHM aJpecaTy e€ro KOIuu
Ha OyMa)XKHOM HOCHUTEJIE, KaK IPaBWIO, HE TpeOyeTcs, 3a UCKIIOYEHHEM OTBETOB
Ha oOpartieHus rpakIaH, MTOCTYTUBILINAX o UH(OPMAIIMOHHO-
TEJIEKOMMYHHUKALIMOHHBIM KaHaJIaM, Ha KOTOPbIE 3asIBUTENIO JAETCSI NUCbMEHHBIN
OTBET, HANPaBJISIEMBbIN [0 IOYTOBOMY aJPECy, YKa3aHHOMY B OOpaIlCHHH.

HcnonHeHHbIE 3JIEKTPOHHBIC JTOKYMEHTBHI CHCTEMATU3UPYIOTCS B Jiejia B
COOTBETCTBHM C HOMEHKJIATypol Jen oOpa3oBaTelbHOM OpraHu3aluu |
VHJICKCUPYIOTCS B MOPSAJIKE, YCTAHOBIICHHOM B OTHOLLIEHUU JEJ, COCTABIECHHBIX U3
JIOKyMEHTOB Ha OymakHoM Hocutene. [Ipu cocTaBieHUM HOMEHKIATYpPHI Jei B
3aroJ0BOK J€J1a BKIFOYAETCS YKA3aHUE « DNEKTPOHHBIE JOKYMEHTBD.

Nudpopmanuonnas 6€301aCHOCTb.
Nudopmarmonnsie pecypcbl o0pa3oBaTeIbHON OpPraHU3alldyd IO JOCTYIY

(BO3MOXKHOCTH WCITOJIH30BAHUS ) MIO/IPa3ICTISIOTCS Ha OTKPBITYO
(oOmenocTynHyo) uHbOpMaIUIO, CIYyXeOHYI0 HHMOpMalUO W HUHPOPMAIUIO
OTPaHUYCHHOTO PACIPOCTPAHEHHUS (JIOCTYyIIA).

K xareropuum oTKkpbeITOM uHOpMaMK  OTHOCHUTCS  WHMOpMaIus,
coJieprKalascs B JOKyYMEHTaX M 0a3ax JaHHBIX 00pa30BaTEIbHOM OpraHu3alluy,
HEMOCPEACTBEHHO 3aTParuBarolias IpaBa U UHTEPECHl TPAXKIaH.

K kareropum ciyxebHOM wuHGOpMAIUU OTHOCUTCA HH(pOpMarus,
coJieprKalascs B JOKyYMEHTaxX M 0a3ax JaHHBIX 00pa30BaTEIbHOW OpraHu3alluy,
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npeaHa3HAYeHHAs sl JOJKHOCTHBIX JIMI] U PAOOTHUKOB, TIPHU BBHITIOJTHEHUN UMM
CBOMX (PYHKIIMOHAJIBHBIX OO0sI3aHHOCTEW, HE 3aTparuBarollas HAMpsSIMylO IpaBa
U MHTEPEChl TPXKIAH ¥ HE OTHOCAMASACA K KATETOpUU OTPAaHUYCHHOTO
pacrpocTpaHeHus (oCTymna).

K xareropum wmHpOpMAIMu OTPaHUYEHHOTO PACTIIPOCTpPaHCHHs (JIOCTYIIA)
OTHOCHTCS WH(OpMamms, coaepkamascs B JOKyMEHTax MW 0a3ax [aHHBIX,
BKJTIOYAIOIIAst CBEJICHUS
KOH(HICHIIMATLHOTO XapaKTepa.

Bcs undopmarus, coxaepikamiasics B JOKYMEHTaX M 0a3ax JaHHBIX, I10
YMOJIYAHUIO SIBIIIETCSI OTKPBITOM W oO0uIeaocTynHo. MckitoueHue cocTaBisieT
uHpopMalusi, OTHECEHHas K KaTeropusiM CIy>KeOHOW W OTPaHUYECHHOTO
pacrpocTpaHeHus (JoCcTymna).

Joctyn nonb3oBaTeneil kK MHPOpMalud OrpaHUYUBAETCS MYTEM OTHECEHUS
uH(pOpMAIMU K COOTBETCTBYIOIIEW KAaTeropuh M  HAJOKEHHMEM Ha Hee
COOTBETCTBYIOILIETO TIpHuda OrpaHUYEHUs] pacnpocTpaHeHus. HMHpopmanus
OTrpaHUYEHHOI0 JJOCTyMNa cHabxaercs rpudom « st ciayxeOHOro nojb30BaHus».

[IpaBoM oTHeceHUs MH(OPMALUMU K KAaTErOPUU OIPAHMYEHHOIO JOCTyNa U
HAJIO)KEHHUsSI COOTBETCTBYIOLEro rpuda obnamaeT aBTOp JOKYMEHTa IIO
COIJIACOBAHUIO C PYKOBOJUTENIEM 00pa30BaTEIbHON OpraHu3aluu.

JlokxyMeHTHpOBaHHasE MH(OpPMAIIUS OTPAaHUYEHHOTO pacHpOCTpaHEeHUs 0e3
CaHKUMHU JIOJDKHOCTHOTO  JIMIA, YCTAaHOBUBIIETO PEXUM  OrPAaHUYECHHOTO
paclpoCTpaHeHusl ISl JAHHOTO JOKYMEHTa, HE TMOMJICKHUT pasrialleHUIo
(pactipoctpanenuto). IlpemgocraBiieHre TMONB30BATENSIM JOCTyNa K JaHHOM
MH(OpPMAIMU OCYIIECTBIISIETCS MUCKIIOYUTENBHO MO COIVIACOBAHUIO C YKa3aHHBIM
JIOJKHOCTHBIM JIMIIOM ITyTEM MOJa4u COOTBETCTBYIOIIEH 3asBKH.

JIOJDKHOCTHBIE JIMLA, MPUHSBIIKE pelieHne 00 OTHECEHWH HH(pOpMaIui,
3a()MKCUPOBAHHON B TOKYMEHTE, K KAaTETOPUH OIPAaHUYEHHOTO PACTIPOCTPAHEHHUS,
HECYT OTBETCTBEHHOCTh 3a OOOCHOBAaHHOCTh MPHUHATOTO PEHIEHUS U €ro
COOTBETCTBHE JIEWCTBYIOLIEMY 3aKOHOAATEIbCTBY.

JInunble pAena paOOTHUKOB, JMYHBIE KAPTOUKM PAOOTHHUKOB, TPYIOBbHIE
KHIDKKH paOOTHUKOB, TPUKA3bI MO JINYHOMY COCTaBY JIOJDKHBI XPaHUTHCS B cerde
WIHM B METaJNINYECKOM HIKady.

3anucu B TPYIOBOM KHUXKKE MOJIMUCHIBAET PYKOBOIUTEIL 00pa30BaTeIbHON
OpraHu3aluy. Y4YeT, XpaHeHHe U BblAadyy OJAHKOB CTPOrOMl OTYETHOCTHU:
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JUTLIIOMOB, BKJIAJIBIIIECH K HUM, CBUJIETEILCTB, YIOCTOBEPEHUI BEIET 3aMECTUTEIb
nupekTopa. branku xpaunstcs B cerie.

VYcTaHOBKA U AKCIUTyaTalysi MporpaMMHOro o0ecredeHusl, MOJTyYEHHOTO U3
JOOBIX UCTOYHUKOB UM BBIMOJIHSIONIETO (DYHKIIMHU, HE CBSI3AHHBIE HEMOCPEICTBEHHO
C  BBINOJHEHHWEM  pa0OTHUKAMU  CBOMX  JOJDKHOCTHBIX  O0SI3aHHOCTEH,
KaTerOpUYeCKH 3ampelieHa.

Bces IMpCaACTABJICHHAA B JJICKTPOHHOM BHUIC I/IH(bOpMaHI/IH, IMOoCTyIIaromiasa B
06p&30BaTCJ'II)Hy1-O OpraHu3aluro, B 00s3aTCILHOM IMMOPAOKE ITOAJIC)KUT ITPOBCPKCE
AHTHUBUPYCHBIMU CPCACTBAMM.

DNeKTpoHHas MOYTa MOYKET MCIOJIB30BAaThCS MOJIB30BATEISIMA TOJIBKO IS
oOMeHa nH(opMaIMen, OTHOCSIICHCS K KaTeropuu, OTKPLITOW M CIY>KEOHO.
3anpeneHo MCIOoJIb30BaTh MIEKTPOHHYIO MOYTY I Mepenadd uHdopmanuwu,
OTHOCSIIENCS K KATETOPUU OTPAHUYEHHOT'O PACIPOCTPAHEHHS.

6. KOHTpOJIb 34 HCIIOJTHEHUEM JTOKYMCHTOB

Oprasuszanus KOHTPOJISI.
KonTtpomto moayexar Bce 3aperucTpUpOBaHHBIE JTOKYMEHTBI, TPEOYIOIIUe

HUCITIOJTHCHMUA. KOHTpOJ'IB HUCIIOJIHCHUA AJOKYMCHTOB BKIIIOYACT: Y4YCT, IIOCTAHOBKY
Ha KOHTPOJIb, KOHTPOJIb CPOKOB HCIIOJIHCHHA, HCIIOCPCACTBCHHYIO ITPOBCPKY XOda
HCIIOJIHCHHA, IIPOBCPKY KAaUCCTBA NCIIOJHCHHA, aHAJIN3 PC3YJIbTATOB HUCITIOJITHCHUA.

KoHTposb 3a WUCHOJHEHWEM JOKYMEHTOB YCTAHABJIMBACTCA B LEJAX
oOecricueHUsT MX CBOEBPEMEHHOTO M KauyeCTBEHHOTO WCIIOJIHCHHS, ITOBBIIICHHUS
YPOBHS OPTaHU3aTOPCKON PaOOTHI U UCTIOTHUTEIbCKOMN TUCITUTIIINHBI.

[Ipy mocTaHOBKE MOKYMEHTa Ha KOHTPOJIb Ha IPABOM BEPXHEM IOJIE
JIOKyMEHTa JIeJIaeTCs OTMETKAa O KOHTpOJIe, KOTOPYI0 0003HAYalT CIIOBOM
(ILITaMIoOM) «KOHTPOJIbY»

KonTponto moanexar npukaspl, pelIeHUsST COBETOB, & TAKXKE JOKYMEHTHI,
MOCTYTIAIOIINE HA UMSI PYKOBOJUTEIIS 00pa30BaTeIbHON OpraHU3aIIH.

Opranuzaiusi KOHTPOJISI UCTIOJTHEHUSI BKITIOYAET B CEO:

. MTOCTAHOBKY JIOKYMEHTA Ha KOHTPOJIb;
. MOHUTOPHUHI UCIIOJIHEHUS KOHTPOJIbHBIX IIOPYYEHUHN JOKYMEHTOB;
. CHATHE MCIIOJHEHHOTO JOKYMEHTA C KOHTPOJIS;

. HarpaBJICHUEC UCIIOJIHCHHOI'O JOKYMCHTA B JICJI0.
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PykoBoguTenu CTpYyKTYpHBIX TMOApAa3AeeHUN O00sS3aHBl paccMaTpUBaTh
COCTOSIHUE HCIOJIHUTEIBCKON NHUCIUIUIMHBI MO JOKYMEHTaM C TMOPYYEHUSIMH
aIMUHUCTpAllMK  00pa30BaTENIbHOM  OpraHU3allih, a TakXke JOKYMEHTHI,
MOCTYIUBIIINE B aJIpeC CTPYKTYPHOIO MOJpa3aeieHus U TpeOyIolue UCTIOTHEHUS,
Y TIOATOTOBKHU OTBETA.

]_IOKYMGHT CUUTACTCA HCIIOJIHCHHBIM, KOI'Jd PCIICHBI OKOHYATCIBHO BCC
IMOCTABJICHHBIC B HCM BOIIPOCHI U CO6JIIOI[€HI)I caeayromue CpoKu:

. €CJIM B JOKYMEHTE IIOCTaBJIEH CPOK HCIIOJIHEHUS — B YKa3aHHBIN
CpOK;

. JOKYMEHTHI 0€3 yKa3aHusl CPOKA UCIIOJIHEHUS! — B MECSAYHBIN CPOK;

. €CIM B JOKYMEHTE HMEETCS MOMETKAa «CPOYHO» — B TPEXIHEBHBIN
CpOK;

. Nopy4yeHus: 0e3 yKa3aHusi KOHKPETHOW JaThl HCIOJHEHUS — B
MECSIYHBIA CPOK;

. C IOMETKOU «OonepaTuBHO» — B 10-THEBHBIN CPOK;

. no oOpamieHusiM TpaxaaH, TpPeOYIOIHMM JOMOJIHUTEIBHOIO

H3Y4YEHHUS U TIPOBEPKH, — JI0 OJHOTO MECSIIa CO JTHS PETUCTPALUH, IO OCTAIbHBIM
— He Oostee 15 nHeil.

CpOK HCUYHUCIIACTCA B KAJICHAAPHBIX JHAX C AAaThI IIOAIIMCAHUA JOKYMCHTA.

Ecnu mocnennuii 1eHb MCMONHEHUS TOKYMEHTA MPUXOAUTCS Ha Hepabouuit
JI€Hb, OH MOJICKUT UCTIOJIHEHUIO B TIPEIIECTBYIONIUN eMy pabounii eHb.

[Ipy HeoOXOaUMOCTH TPOAJICHUS CpPOKAa MHCIOJHEHUS JOKyMEHTa
OTBETCTBEHHBIM  HCIOJIHUTENb  NPEJICTaBIsIeT Ha UM  PYKOBOAUTEINS
00pa30BaTeNbHON OPraHU3AINH, IABIIErO MOPYYCHHE, MOTUBUPOBAHHYIO MTPOCHOY
O €ro TMPOAJICHUH HE TO3/HEE YeM 3a TPU AHS 10 MCTEYCHHsS] YCTAHOBJICHHOTO
CpOKa, C UeM CBOEBPEMEHHO TepeaaeTcs nH(popManus B MPUEMHYIO PYKOBOIUTEIIS
o0pa3oBaTeIbHON OpraHu3auu.

Iopsaok CHATHS JOKYMEHTOB ¢ KOHTPOJISI.
JIOKyMEHTBI CHUMAIOTCSI C KOHTPOJI, €CIM pPEUIeHbl MOCTaBJICHHbIE B HUX

BOIIPOCHI WJIK ABTOPaM JIaH OTBET I10 CYLIECTBY.

Ecnu o paspemaemMoMy BOIpocy 0XKUIAAETCA OTBET, TO OH BMECTE C KOIHUEN
OTBETA 3asIBUTEIII0 MOKET HAXOJAUTHCS Y UCIIOJHUTEIA HA KOHTPOJIE.
IIpoMeXyTOUHBIN OTBET, PABHO KAK U 3aIIPOC IO UCHOJHAEMOMY JOKYMEHTY

HJIN 9aCTUYIHOC UCITIOJIHCHUC ITIOPYYCHUS, HC ABJIICTCA OCHOBAHHUEM JJISI TPU3HAHUWA
JAOKYMCHTA UCIIOJIHCHHBIM.
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CHaTh JAOKYMCHT C KOHTPOJISI MOKCET TOJIBKO JOJDKHOCTHOC JIMIIO, KOTOPOC
IMOCTABUJIO €T'0 Ha KOHTPOJIb.

OcHoBaHuMEM I CHATHS C KOHTPOJIA JOKYMEHTOB C HOPYYECHHSIMU
pyKoBOIuUTENSE 00pa30BAaTEIbHON OpraHU3aldU  SBJIAETCS JOKYMEHT — OTBET,
HOJITMCAaHHBIA PYKOBOJUTENIEM, €I0 3aMECTUTETIEM, JINOO CIIpaBKa 00 MCIIOJIHEHUU
JOKYMEHTA 32 MOAIUCHIO PYKOBOAUTEIS CTPYKTYPHOI'O OApa3IeICHHUS.

Ecan Bce mocTaBieHHBIC B AJOKYMCHTC BOIIPOCBHI PCIICHBI B OIICPATUBHOM
IMopAaKe, oe3 IMOATrOTOBKH IITMCBMCHHOI'O OTBCTA, HCIIOJIHUTCIIb HAa AOKYMCHTC
ACIACT KPATKYIO 3allMCh O PCHICHHUHU BOIIPOCA, YKA3bIBACT AATy H IIOAIIHNCH, ITOCJIC
49Cro JOKyMCHT ITIOMCIIACTCA B ACJIO.

7.Y4eT u XpaHeHHe nevyaTeil, IITAMIIOB U 0JIAHKOB.

OO0s3aTeIbHOMY YYETY MOJJIeKAT BCE BUABI MEUaTEeld W IITAMIOB, OJaHKHU
CTPOTOM OTYETHOCTH, KOMaHJIMPOBOYHBIE YIAOCTOBEPEHUS, CIY>KEOHbBIEC 3aJlaHus,
TPYAOBBIE KHUKKH.

Yyer Bcex mneyaTell W IITAaMIOB, HMMEIOIIMXCS B 00pa3oBaTEIbHOU
OpraHM3aliH, BEACTCS B CIICHMAILHOM JXypHale (npuiodcenue 2).

Kypnanel yyera BKIIOYAKOTCA B HOMEHKJIATypy Jed. JIMCTel mx
HYMEPYIOTCS, IPOIIUBAIOTCS U ONEYATHIBAFOTCSI.

[ledatn w mTaMmbl AOHKHBI XPAaHUTHCS B ceilax WIM METaUIMYECKUX
mkagdax.

OTBETCTBEHHOCTH 3a XPaHCHUEC N MCIIOJIB30BaHNC neaneﬁ, ITaMIIOB HECYT
JiMa, OTBETCTBCHHLIC 3a BEACHUC ACIOIIPOU3BOJACTBA.

YHuuTO)KE€HHE OJIAHKOB MPOU3BOJUTCA MO AaKTy C€ OTMETKOH B
COOTBETCTBYIOIUX JKypHalax ydyeTa.

Ileyatn u mramnel YHHUYTOXKAIOTCS 11O aKTYy.

IIpoBepka Hamuuus medyaTeid, IMITAMIIOB M OJIAHKOB, a TaKXKe IMOpsAIKa HX
XPaHEHHUS U UCIIOJIb30BAHUS MPOU3BOIUTC KOMUCCUEN HE PEIKE OJHOIO pasa B rojl
OJIHOBPEMEHHO C MPOBEPKON COCTOSIHUSA JI€JIONPON3BO/ICTBA.

8.CocraBjieHHe HOMEHKJIATYPHI J1el.

HomeHnkaTypa aes - 3To 00s13aTeNIbHBIM TSI Kaka0W oOpa3oBaTeIbHON
OpraHu3aliyd CUCTEMATU3UPOBAHHBIN MepeueHb HAMMEHOBAHUMN (3ar0JIOBKOB) JIE,
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KOTOpBIE GOPMUPYIOTCS C YKa3aHHEM CPOKOB XpaHEHHUs e (npunodicerue 4).

Homenknarypa nen npeaHasHaueHa JJisl YCTaHOBKM B 0Opa3oBaTENIbHOM
OpraHu3alMMi €QUHOro mopsaka (OpMUPOBAHUA €N, OOECHeYeHUss UX yueTa,
OIIEPAaTUBHOIO IIOMCKA JOKYMEHTOB II0 HUX COJEPKAHHUIO M BHIY, OIPENEICHUS
CPOKOB XpaHEHMs JeJl U SBISAETCI OCHOBOW [UUIi COCTaBIICHHsI OIUCEH Jell
HOCTOSIHHOTO U JUIUTEIbHOTrO (cBbIlIe 10 J€eT) XpaHeHus, a TakxkKe JUIA ydera Ael
BpEMEHHOTO (10 10 JIeT BKIIOYUTENBHO) XpPaHEHUS.

B rpage 1 HOMEHKIATYphl A€ MPOCTABISAIOTCA MHAEKCHI KaXXIOTO JEla,

BKIIIOUEHHOTO B HOMEHKJaTypy. WHaekc pema COCTOMT U3 HHQPPOBOTO
0003HAYEHHUS U3 MITATHOTO PACIKCAHUS 00pa30BaTeNbHON OpraHu3anuu (Koja) u
MOPSAKOBOTO HOMEpa 3arojloBKka Jela 10 HOMeHkiatype. WHaekcel nen
0003HavYa0TCsI apaOCKUMH IIUPPAMH.

[Tpumep —

12-05, roe 12 — o6o3nauenue (kox), 05 — MOPSAIKOBEIE HOMEp 3arojioBKa
Jiena B paszesie HOMEHKIIATYPBhI JEI.

B rpage 2 HOMEHKIIATYpBI €] IPONMCHIBAIOTCS 3arOJIOBKH JEII.

3aroyioBOK Jiena JOJDKEH YEeTKO B CxKaToM 00001eHHoM hopme oToOpaxaTh
COCTaB U COJIEp)KaHUE TOKyMEHTOB JeTa.

B 3aronmoBkax JUYHBIX U APYTUX [T, COACPKAIINX TOKYMEHTHI 110 OJHOMY
Bompocy, ynorpeonsercs tepmut JEJIO.

B 3aromoBkax gden, coaepKamux IUIAHOBO-OTYETHYIO JOKYMEHTAIIHIO,
YKa3bIBAETCS MepHo (MecsIl, KBapTaj, MOJyroane, roj), B KOTOPOM TUTAHUPYETCS
CO3/IaHNE JOKYMEHTOB WJIH MEPUOJ MX (DaKTUYECKOTO BBITOJIHEHUSI.

Bo Bpemsi pasmerneHusi 3arojIoBKOB Jiel B HOMEHKIIATYpE YUYUTHIBACTCS
BOKHOCTh JIOKYMEHTOB, BKJIIOYEHHBIX B JI€JI0, WX B3aUMOCBs3b. B Hauane
pacrnoJyiaraloTCs 3aroJIOBKM Jiel B OTHOIICHUH JIOKYMEHTOB, TOCTYIHUBIIUX OT
OpraHOB BBICIIETO YPOBHS, Jajee - IO OPraHU3alMOHHO-PACTIOPSIUTEIHLHOM
JOKyMEHTAIlMU, I[JJAHOBO-OTYETHOW  JOKYMEHTAIMHM, TIEPEeNucKe, Y4YEeTHO-
CIIPABOYHBIM BUJAM JOKYMEHTOB. B Ka7moil W3 ATHX TPYII JOKYMEHTHI TaKXKe
pa3MeNIalTCs ¢ y4eTOM 3HAaUUMOCTH U CPOKOB XpaHEHUSI.

I'pada 3 HOMEHKIIATYpHI JeN 3aMOJHSACTCS B TeUEHHE KaJIGHIApHOTO Toja —

npu  (GOPMHUPOBAHUM HOBOTO JieNla, IPU 3aKPBITUM Jejla M 0 OKOHYaHUU
KaJICHJAPHOTO roJ1a.

I[To poctwxenun pgenom oObema B 250 JNHCTOB, TOM 3aKpbIBaeTCs U
OTKpBIBaETCS HOBBIM TOM. B rpade mocnenoBateibHO yYKa3bIBatOTCSI HOMEPa TOMOB
Y KpaliHHE JAaThl JOKYMEHTOB KaXJ0TO TOMA.

[Tpumep —
«T1 - 11.01.2021-30.06.2021, T.2. — 01.07.2021-30.12.2021».
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DNeKTpoHHBIE [leJa Ha TOMa HE pa3leisaoTcs. Bce  3leKTpoHHbIE
JIOKYMEHTBI, HE3aBUCUMO OT UX 00beMa, BKIKOYAIOTCS B OJHO IEKTPOHHOE AEIIO.

B rpade 4 yka3biBaercs CpoK XpaHEHHUs JIeJla, HOMEpa CTaTel 0 TUIIOBOMY
WIM  BEJAOMCTBEHHOMY  IE€PEUHIO, (penepaJbHOMY  3aKOHY  WIM  HUHOMY
HOPMATHBHOMY IIPaBOBOMY aKTy, a NPH HX OTCYTCTBUM — II0 THUIIOBOM WJIHU
IIPUMEPHON HOMEHKJIAType AL

B rpage S5 «IlpuMeuanue» ykas3bIBAIOTCS CIEIUAAIBHBIE CPOKU XPAHEHMUS,
MPOCTABIIAIOTCS OTMETKHU O 3aBEJICHUU JeJ (B TOM YHCIIE€ B 3JIEKTPOHHOM BHUJE), O
BBIJICJICHUU €] K YHUUYTOXXCHUIO N0 UCTEUEHUU CPOKOB HUX XPAHEHUS, O MECTE
XpaHEHUSI MOJIMHHUKOB JIOKYMEHTOB, O Tepeade Aea B JIPYTYI0 OpPraHU3aIuio
JUIsL TIpoAoJukeHuss U Ap. B rpade nenarorcs OTMETKH O MEPEXOASIIMX Jenax ¢
YKa3aHHEM CTaporo MHAEKCA JIeIa B CIIy4ae €ro N3MEHEHHS.

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

[lo pemam, KOTOpBIE MO KaKMM-TMOO TNPUYMHAM B TEUEHHUE Trojia He
3aBOJIMIUCH, B Tpade «l[Ipumedanme» HOMEHKIATYpPHI €I JETAETCS 3alHuch —
«/[lemno ne 3aBoaunocky. [Ipu 3ToM B rpade 3 mpocTaBisieTcst MPOUYEPK.

ITo oxkoHUaHHUM rofa B KOHIIE HOMEHKJIATYyphI A€ JIeJIaeTCsl UTOrOBAasl 3aMKCh
O KOJIMYECTBE 3aBEJICHHBIX J1eJ1 (TOMOB).

9. ®opmupoBanue u ogopmiieHHE TeJI.

dopmMupoBaHMe JeJl.

dopmupoBaHue Jeid - 3TO IPYNIMUPOBKA UCTIOJHEHHBIX JOKYMEHTOB B JieJjia B
COOTBETCTBHH C HOMEHKJIATYPOM JieJI.

Bo Bpems ¢opmupoBaHus Aen ciaeayeT MNPUIACPKUBATHCA TaKUX OOIIUX
MIPaBUIL:

- TIOMEIIATh B JieJia TOJIbKO MCIOJHEHHBIC JOKYMEHThI B COOTBETCTBHM C
3aroJ0BKaMu Jie]l B HOMEHKIIATYpe;

- TPYIIHUPOBATH B J€Ja JOKYMEHTHI, BBIIIOJIHEHHbIE B TEUEHHE OJIHOTO
kasienaapHoro roga (01.01-31.12), 3a uckimoueHueM nepexoasumx aei (Beayrcs B
TE€UEHHUE HECKOJIbKUX JIET), IMYHBIX JIET,;

- moMeniaTh B JieJia TOJbKO OpPUTHMHANBI WM, B CIIy4ya€ HUX OTCYTCTBHS,
3aBEpPEHHBIE B YCTAHOBJICHHOM MOPSJIKE KOMUU IOKYMEHTOB;

- HE JONYyCKaTh BKJIIOUEHUS B JieJla YEPHOBBIX, JUYHBIX JTOKYMEHTOB,
Pa3MHOXXEHHBIX KOMUM W JIOKYMEHTOB, MOJUIEXAIlNX BO3BpaTy; pa3/ielbHO
IpynnupoBaTh B Jiefia JOKYMEHTbI TOCTOSIHHOTO U BPEMEHHOT'O XpaHEeHMUS;

- mo obObemy jaeno He AokHO TmpeBbimath 250 muctoB (30-40 MM
TOJIIMHOM).
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PacnonoxeHnre TOKyMEHTOB BHYTPH JI€JI IPOU3BOIUTCS B XPOHOJIOTUUECKOM
NopsiAKe, TIPU KOTOpPOM HauboJjiee paHHUE JOKYMEHTHI pacrojlaraloTcsi B Hayaje
nena.

HOJIO)KGHI/IH, IIpaBHJIA, HHCTPYKIHNH u T. II., YTBCPIKACHHBIC
PaClIopAAUTCIbHBIMHA  JOKYMCHTAMMA, TPYIIIUPYIOTCA BMCCTC C VYKAa3daHHBIMU
AOKYMCHTAaMU.

[Ipukassl M0 OCHOBHOM AESATENBHOCTU (DOPMUPYIOTCS OTAECIBHO OT MPUKA30B
M0 KaJpoBbIM BoIpocaM (JIMUHOMY COCTaBy) (Ha3HAau€HHE, IMEpPEMEIICHUE,
YBOJIBHEHHE COTPYTHUKOB) U OT MPHUKA30B 00 OTITyCKaxX, KOMaHJAUPOBKAX U T.II.

[IpoTokonsl 3acemaHuii  KOJUICTHAIBHBIX  OPraHOB  00Opa3oBaTEIbHOU
OpraHU3alliy TPYNIHUPYIOTCS B JieJIa B XPOHOJOTMYECKOM TMOPSIAKE U IO HOMEpaM
B Mpejesiax KaJeHJIapHOro roga. JIOKyMeHTHI K 3aceaHUsM YKa3aHHBIX OPTraHOB
CUCTEMATU3UPYIOTCS MO JlaTaM W HOMEpaM MPOTOKOJIOB, a B MpejAesiaX TPYMIIbI
JIOKYMEHTOB, KOTOpPBIE KacarOTCAd OJIHOTO TPOTOKOJIa, - MO TIOBECTKE JHS
3aceaHusl.

[lepenucky cieayeT rpynmnupoBaTh B Aeja 3a NEPUOJ KAJICHIAPHOIO TOJa.
B nemo mepenucku momemiaroTcs BCe JOKYMEHTHI, BOBHUKIIHNE B XOJ€ PEIICHUS
BOIIpOCA. [lepenuncka CUCTEMATU3UPYETCS B XPOHOJIOTUYECKOM
MOCJIEA0BATEIBbHOCTH; JOKYMEHT OTBET MOMEMIAETCS 32 TOKYMEHTOM-3aPOCOM.

Odopmirenue gea.
Jlena oOpa3oBaTenbHON OpraHu3aluy NoAjexaT O(OPMIICHHIO MpU UX

3aBEJICHUU " o 3aBEPILICHUHN roja.

Odopmrnenue nena — MOATOTOBKA Jeja K XPaHEHHUIO BKIIIOYAET B ceOs
KOMITJIEKC paboT MO OMHMCAHMIO Jiefia Ha 00JI0KKE, TOIITNBKE, HyMEpalluK JTUCTOB
U COCTaBJICHWIO 3aBepuTeNbHON Haanucu. OdopmiieHne ael MPOBOAUTCS
pabOTHHKAMHU OpraHu3alii, B OOS3aHHOCTH KOTOPBIX BXOJUT 3aBEJCHUE U
dbopmupoBaHue e, MpU METOJAMYECKOW TIOMOIIM ¢ TOJ KOHTPOJIEM
OTBETCTBEHHOTO 3a apXWB 00pa30BaTEIbHOM OpraHu3aIuu.

B 3aBucMMOCTH OT CPOKOB XpaHEHUS MPOBOAUTCS MOJTHOE WM YaCTHYHOE
o opMIIeHHE JIEII.

[TonmHOMY OopMIIEHUIO MMOAJIEKAT JIeTIa TOCTOSTHHOTO, BPEMEHHOTO (CBBILLIE
10 net) xpaHeHus (M0 JUYHOMY COCTaBY, JIMUHBIE JI€]a YBOJECHHBIX PAOOTHUKOB).
ITontHOE OQOpMIIEHME NENa TPEyCMATPUBAET:

. MOAIINBKY WJIM TBEPJIbIN NEPEIIET 1eIa;

. HyMepallyio JIMCTOB B JIEJIE;

. COCTaBJICHUE JINCTA-3aBEPUTEIIS;

. COCTaBJICHHE B OCOOBIX ciydasx (Mpu OQOPMIICHHM JUYHBIX €,

JUTSL ydeTa 0c000 LIEHHBIX TOKYMEHTOB) BHYTPEHHEH OMKUCH IOKYMEHTOB JIeJIa;
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. BHECEHUE HEOOXOTUMBIX YTOYHEHHH B PEKBU3UTHI OOJIOKKH Jeia
(yTouHeHHe Ha3BaHMs MOAPA3JEICHUs, UHJIEKCA U 3aroJIoBKa Jeia, JaThl Aeia U

Ip.).

llena BpemenHoro (mo 10 JeT BKIIOYUTENBHO) XpAHEHUS MOJJIEKAT
gacTuyHOMY oopmiieHuto. Jlomyckaercs:

° XPaHUTb JCJIa B CKOPOCHINBATCIIAX

. HC MMPOBOJUTL NICPCCUCTCMATHU3AINIO TOKYMCHTOB B JICJIC,
° JIMCTBI AC€JIa HC HYyMCPOBATh,

. 3aBCPUTCIIBHBIC HAAIIMCH HC COCTABJIATD.

JIOKyMEHTBI, MOJIJICKAIINE TTOJIHOMY O(OPMIICHHIO, MOIIMBAIOT HA YEThIPE
POKOJIa B TBEPAYIO OOJIOKKY W3 KapTOHA WM TMEPEIUIeTalOTC C Y4YeTOM
BO3MOXXHOCTH CBOOOJHOTO UYTEHHUSI TEKCTa BCEX JOKYMEHTOB, JaT, BU3 H
pesomonuii  Ha HuX. [Ipu TOATOTOBKE Jed K TMOJUIMBKE (MEPEIuieTy)
METAJJTMYECKUE CKpEIUICHUs (CKOOBI, CKPENKHM) U3 JTOKYMEHTOB ynaisitorcs. Jlena
MOCTOSTHHOT'O XpaHEHHUsI, COCTOSIIINE U3 HEe(DOPMATHBIX JTOKYMEHTOB, XPaHSTCS B
3aKPBITHIX TBEP/IbIX MAMKAX C TPEMs KJlaraHaMU U C 3aBSI3KaMHU.

[Ipy Hanuuuu B Aelie HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (TPYIOBBIX
KHIKEK W JIp.) 3TH JOKYMEHTHl BKJAJbIBAIOTCS B KOHBEPT, KOTOPBIA 3aTEM
noamuBaeTcss B 3T0 jeno. Ilpu Hamuuuu OOJBIIOrO KOJIMYECTBA TaKUX
JOKYMEHTOB OHM MOTYT M3BbIMAaTbCA M3 JEJ, U HAa HUX COCTAaBISAETCS OTHAEIIbHAs
OIIUCB.

B xoHie kaxmoro ngena MOAIIMBAIOTCA YHUCThIe OnaHku QopM s
3aBEPUTEIILHON HANIUCH.

B pmemsax obecrneueHHss COXPAaHHOCTM M 3aKpeIUIGHUA  MOpsaKa
paCIIONOKEHUST JOKYMEHTOB, BKJIIOYEHHBIX B JI€J0, BCE JIACTBI, KpOME
3aBEPUTENILHOTO, HyMEpYIOTCs apaObCKUMH LU(paMu B IPaBOM BEpPXHEM YTy, HE
3a/ieBasi TEKCTa JOKYMEHTa, MpOCTbIM rpaduyeckuM KapaHJalloM WM
HYMEpaTopoM. YTOTpeOJeHUE YEepHUII M IIBETHBIX KapaHJalledl A HymMepaiuu
JIMCTOB 3alpelacTcs. BHYTpEeHHsIS OUCh UMEET CAMOCTOSITENBHYIO HYMEPALIHIO.

JIucThI ACJI, COCTOAIIINX N3 HECKOJBKHX TOMOB HJIN qaCTeﬁ, HYMCPYIOTCA 110
KaXXJIOMY TOMY WJIN 4aCTHU OTACIIbHO.

dotorpaduu, dYepTexKu, IUATPAMMbl U JPYrH€ WIUTIOCTPATHUBHBIE U
cnenupuyeckre JOKYMEHTbI, IPEICTABIIAIONINE CaAMOCTOSITENIbHBINA JIUCT B JIETIE,
HYMEPYIOTCSI HA 00OPOTHOM CTOPOHE B JIEBOM BEPXHEM YTITY.
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Cno>xeHHBIN JTUCT Pa3BOPAUYUBAETCS U HyMEPYETCS B IPABOM BEPXHEM YIILy.
[Ipu sTom jucT mroboro (opmara, MOAMIMTHIA 3a OJAMH Kpal, HyMepyeTcs Kak
OJIVH JINCT; JIUCT, CJIOKEHHBIN U MOAUIUTHIN 32 CEPEANHY, MOJIEKHUT MEPEIINBKE U
HYMEpYETCS KaK OJUH JIUCT.

[ToxmmTeie B 10 KOHBEPTHI C BIIOKCHUSAMH HYMEPYIOTCS; TIPH STOM
BHaJaJie HyMepyeTcsl KOHBEPT, a 3aTeM OYePETHBIM HOMEPOM KaXKJI0€ BIOKCHHE B
KOHBEPTE.

[logmmTteie B J1€70 JOKYMEHTBI C COOCTBEHHOM HyMepaluen JHCTOB
(BKJIIOUAsl TE€YaTHBIE W3/IaHWS) MOTYT HYMEpOBAaThCS B OOIIEM TMOPSJIKE WIH
COXpaHSTh COOCTBEHHYIO HyMEpallhio, €CJIM OHAa COOTBETCTBYET MOPSAKOBOMY
PaCIIOJIOKEHUIO JIUCTOB B JIETIC.

B cinydasix oOHapyXeHUs OOJIBIIOrO yYuciia OMMOOK B HyMEpallud JUCTOB
Jiesia B JACJIONPOU3BOACTBE MIPOBOAUTCS UX nepenymMmepanus. [Ipu nepenymeparuu
JUCTOB CTAapble HOMEpPA 3aYEPKUBAIOTCSA OJIHOW HAKJIOHHOW YEpTOM U PAIOM
CTAaBUTCSl HOBBIM HOMEDP JIMCTA; B KOHIIE JIeJIa COCTABIISICTCSl HOBasl 3aBEpUTEIIbHAS
HaJIWCh, MPU OTOM CTapas 3aBEpUTEIbHAs HAMANKWCh 3a4YEPKUBACTCS, HO
COXpaHsIeTCs B JIEJI€.

Jlist ydera KoiudecTBa JIUCTOB B jelie U (UKCAIMH OCOOCHHOCTEH HX
HYMEpAaIlMK COCTABIISIETCS 3aBEPUTENIbHAS HAMUCh Jena. OHa COCTaBIsIeTCS B Jieye
Ha OTICIBHOM JINCTE — 3aBEpUTElC Jiesla. 3aBepuTeIbHasi HAAMMUCh COCTaBIISETCS
110 YCTaHOBJICHHOU (hopme.

Bce nocneayronye W3MEHEHHs B COCTaBE U COCTOSIHUM Jeia (HOBPEXKICHMUS,
3aMEHa MOJIJIMHHBIX JOKYMEHTOB KOIHUSMU, IPUCOECAUHEHNE HOBBIX JOKYMEHTOB H
T. 7I.) OTMEYAIOTCS B 3aBEPUTEIIBHOM HAAMUCU CO CChUIKOM Ha COOTBETCTBYIOIIUMN
aKT.

OO6y0%Ka A€ MOCTOSSHHOTO, BpeMeHHoro (cBbimie 10 jeT) XpaHeHus U 1o
JUYHOMY COCTaBYy 0(OPMIISIETCS IO YCTAaHOBIIEHHOM (hopMme.

Ha o610%Ke Aes moCTOSSHHOTO XpaHeHUsl BBEpXY MPeyCMaTPUBACTCSI MECTO
JUISl HAUMEHOBAHUS TOCYIapCTBEHHOTO apXHBa, B KOTOPBIA OHU OyAyT NEpenaHsbl,
a TaKXe apXMBHOTO mMdpa B IPAaBOM BEPXHEM U JICBOM HU)KHEM yTJIaX.

IIpu odopmaeHun o0070KKM nen1 HauMmeHoBaHWe IIIKOJBI yKa3bIBacTCs
MIOJIHOCTBIO 110 YCTaBY, B MMCHUTEIBHOM IIaJIeXkKe, COKpAIICHHOEC Ha3BaHHC — B
CKOOKax.
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OO0s3aTeTbHBIMU PCKBHU3UTAMU 00JIOKKH Aciia  ABJIACTCA  YKA3dHHC
KOJIMYCCTBA JIUCTOB B ACJIC, KOTOPOC IIPOCTABIACTCA HAa OCHOBAHHUHU SaBepHTCHLHOﬁ
HaJIIlnCU [OC€JIa, U CPOKa XPaHCHHUA [OCJIa (Ha ACax IIOCTOAHHOI'O XPaHCHUA
MMUIICTCA: «XPAHUTH HOCTOHHHO»), KOTOpBIﬁ IICPCHOCUTCA Ha 06J'IO}KKy Acjda N3
HOMCHKIJIATYP5bI ITIOCJIC CBCPKH €I'0 110 CPOKAM XpaHCHHA B IICPCIHC.

JUis yyeta JOKYMEHTOB OIPEIECICHHBIX KaTEropuil Jesl MOCTOSIHHOTO U
BpeMeHHOTO (cBbie 10 J1eT) XpaHeHUs, y4eT KOTOPBIX BBI3BIBAETCS CHEIUPUKOM
JAHHOM JOKYMEHTALMH (JINYHBIE Jiej1a, 0CO00 LEHHBIE), COCTABISAETCA BHYTPEHHSS
OIKCH JOKYMEHTOB JIEJA.

BHyTpeHHI0I0 0nuch HEOOXOAUMO TaKKe€ COCTaBIIATh B JEJIAaX MOCTOSHHOTO
u BpeMeHHoro (cBbiie 10 yer) xpaHeHusi, cQOPMUPOBAHHBIX MO PA3HOBUAHOCTAM
JOKYMEHTOB, 3arojIOBKM KOTOPBIX HE PAaCKPBIBAIOT KOHKPETHOE COJEpKaHUE
JIOKYMEHTOB.

BHyTpeHH:s ONKUCH COCTABIIAETCS HA OTIAEIBHOM JIMCTE MO YCTAHOBJICHHOU
dbopme, KoTopasi COIEPKHUT CBEJACHUS O MOPSAIKOBBIX HOMEpaxX JOKYMEHTOB Ji€ja,
UX MHACKCaxX, JaTax, 3arojloBKax M HOMEpax JIMCTOB JieJa, Ha KOTOPBIX
PacCOJIOKEH KaX bl JOKYMEHT.

K BHyTpeHHEN omucH Jena COCTaBISECTCS WTOTOBas 3alucCh, B KOTOPOU
yKa3bIBaeTCs MU(PpPaMH U MPOMUCHIO KOJMYECTBO BKIIFOUCHHBIX B HEE IOKYMEHTOB
Y KOJIMYECTBO JINCTOB BHYTPEHHEN OIKCH.

BHYTpeHHHSI OIIKUCh IIOAIIMCBIBACTCA €€ COCTAaBUTCIICM C YKa3aHHUCM
JOJIDKHOCTH, ITOAIIMCH, paCHII/I(bIJOBKI/I oAIIMCHU U HYMCPYCTCA B ACJIC OTACIBHO.

10.XpaHeHue U YHHYTOKEHHE JOKYMEHTOB.

JIokyMeHTBI (fie1a) ¢ MOMEHTa co3/laHus (MOydeHus) Wik (OPMUPOBAHUS
XPaHITCS B OpPraHU3AIUU JI0 TIEPEaY APXUBHOMY YUPEIKICHUIO.

PykoBoauTens 00pa3oBaTeIbHON OpraHU3allUU U CHEIUATHHO HAa3HAYCHHOE
a0 (Jinia) o0s3aHbl 00ECIeUUTh XPaHEHHUE TOKYMEHTOB U JIE.

Jlema MOKHBI XpaHUTHCS B BEPTUKAJIBHOM ITOJI0KEHUHN B IIKadax, KOTopbie
3aKpeIBarOTCA. Ha Kopemikax 00JI0KeK JeN yKa3bIBAIOTCS HOMEpPA JIe.

Briaua nmen BO BpeMEHHOE TMOJIb30BaHME PabOTHHKAaM 0Opa3oBaTeIbHOM
OpraHU3alliHd OCYIIECTBIIACTCS C YCTHOTO Pa3pelIeHUs ero PyKOBOJMTENS, a JAPY-
MM YYpPEXIEHUSIM - C €ro NUCbMEHHOro paspeiieHus. Ha BbigaHHoe A€o
COCTaBJISIETCSl KapTOYKa - 3aMEHUTENb. B KapTouke yKa3bIBalOTCs HOMEp JeJa,
3aroJIOBOK Jiefia, JaTa €ro BbIJadd, JUI0, KOTOPOMY JEJI0 BBIAAHO, /1aTa €ro
BO3BpATa, MOAIMKCH JIUI], KOTOPBIC BHIATN U MPUHSIIN JCIIO.

[IpenocraBienne aen BO BPEMEHHOE IMOJIb30BAHWE OCYIIECTBISICTCS HE
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0oJiee yeM Ha OJTUH MECHIII.

N3bsiTHEe HOKYMEHTOB M3 Jieja IOCTOSHHOTO XpaHeHus 3amperraetcs. B
HUCKJTFOYUTEIBHBIX CIIy4dasX H3BATHE JIOKYMEHTOB JOMYCKAETCS C pa3pelIeHHUs
PYKOBOJUTENSA 00pa3oBaTeIbHON OpraHu3alluk C 00s3aTEIbHBIM OCTaBJICHHEM B
JieJie 3aBEPEHHBIX JIOJHKHBIM 00pa30M KOIHUH.

[Tocne oxoHYaHWs CpOKa XpaHEHHUs JIOKYMEHTOB, KOTOpPBIC HE IMOJIeKaT
nepegade apXMBHBIM  YUPEKJCHHSAM, JOKYMEHTBI CIIMCBHIBAIOTCS KOMHCCHEH
o0pa30BaTeNbHON OpraHW3aldyd [0 TPOBEICHUIO JKCIEPTH3bl  IICHHOCTU
JIOKyMEHTOB, KOTOPYIO Ha3HAYaeT PyKOBOJMUTEIb 00pa30BaTEILHON OpPraHU3aIiH.
Ha  cnucanHyr0o  JOKYMEHTAMIO  JKCIEPTHAs  KOMHUCCHUS  COCTaBIISICT
COOTBETCTBYIOIIMM aKT.

CrnucanHas JIOKyMEHTAITUS YHUYTOXKACTCSI.



MpunoxkeHue 1
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IIpumepHas dopma KypHaJa yyera neyare U IITaMIIOB
o0pa3oBaTeIbHOH OPraHu3anumn

[Ipunoxenue 1

PesyabTarhl .
HaunmeHnoBaHue . OT1THCK meJaTeii
HaumenoBanue eKeroIHoMn
nojpasaeieHus, OTMmeTKAa 00 (mraMmoB)
ne4yaTu OTtrHCcK IMoanuce, NMPOBEPKH
JA0JKHOCTD YHUYTOKEHUH, pifi ¢
No ni/n | (uTamMna), ”HUIUATOP | meYaTH YIOCTOBEPSIIOIIAS | HAJTUYMA Ipumeuanue
noJiyyartejs u . HOMep YHUYTOKEHUs,
3aKa3sa, ITaMmna) NnoJiyueHue, 1aTa neyarei
pamuius aKTa U 1aTa aara
JaTa HoCTYIICHHS H IITAMIIOB,
MoJIy4aTes BO3BpaTa
AaTa NpOBEPKHU
1 2 3 4 5 6 7 8 9

IIpumepHas popma KHuru/ :xypHaJia perucTpauuu nNpuKa3on
o0pa3oBaTe/IbHOI OpraHu3aunu.

ITo ocHOBHOI 1eITEJILHOCTH

e Hara Home Cpox OT1meTKa 00 HCTIOJTHEHUH
B P Conep:xkanne HUcnonnurens [McnojsHenust
n/n npuKasa
npuKasza
O npoBeneHun CHSIT C KOHTPOJIS
KOMITJICKTOBAHHUS
74-O %(0)

MEeIaroruIecKux
KaJIpOB




ITo kagpoBBIM BOIIpPOCAM
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Jlj;ln [ara npuka3za | Homep npukasa Buja npukasa ®UO corpynHuka OcHoBaHue
77K Tpuem U0 TANe25 ot

I1o KOHTHMHIeHTY 00yYAKOIINXCH

Ne Homep

w/n Jara npuka3sa ——— Bua npuka3sa DU odyuaromerocs OcHoBanue
3asBiIeHUE poaAUTENeH

35-Y 3auucnenue OU ot 27.09.2022

Ne 46
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[Ipunoxenue 2

IIpumepnas ¢popma Knuru/ ;KypHaJia perucTpanuu pacnopsiKeHui
o0pa3oBaTeIbHOW OPpraHM3aNNH.

Jlara

Homep

Cpok ucnoJiHeHust

OTMeTKka 00

Ne i/ Conep:xkanue Kto moanucan
PACHOPSIKEHUSI | PACTIOPSIZKEHH ST HCTIOJTHEHHH
®.1O. O noeszne yyanmxcs Crr ¢
37-P A1C yaaI KOHTPOJISI
Ha YKCKYPCHIO
IIpumepHas ¢popma KHuru/ :xypHaJia perucTpanuu nNnpoTokojJ0B
00pa3oBaTeJIbHOM OPraHM3alUu.

Ne i/ Ne nporokosa Jlara ero IloBecTKka AHA

perucrpaumuu
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[Ipunoxxenue 3

IIpumepHasi popMa perucTpaMOHHOIO )KYPHAJIA BXOASIINX J0KYMEHTOB
o0pa3oBaTeIbHON OPraHU3alNH

Jara nocrynienus Pe3omronust niim
Ne i/ AOKyMeHTa/ Jara u Homep Kparkoe conep:xxanue KOMY HampasbJieH Otmerka 00
BXOASAIMIT HOMep JOKYMEHTa, AOKYMEHT HCTOJTHEHMH
npucBoeHnbiii | KOPPECIOHICHT (moamuce,
aBTOPOM yAOCTOBepsIOIAs
MoJIy4eHne)
1 2 3 4 5 6 7
HpnMepHaﬂ q)opMa PErUCTPAINHMOHHOIO XKYPHAJA UCXOAAIIINX TOKYMCHTOB
0o0pa3oBaTe/IbHOI OPraHu3aluu
Perucrpanuo Jara u Homep
Ne laTa HHBIT Kpatkoe AOKYMEHTA, Ha
Anpecat . HUcnonanrenan
n/n OKYMEHTa | HOMep colepKaHue KOTOpBIN
TOKYMEHTAa naercsi 0TBEeT
1 2 3 4 o 6 7




52



		2023-04-24T15:05:24+0300
	Директор МБОУ СОШ №23, г. Симферополь
	Бочарова Галина Леонидовна
	я подтверждаю этот документ




